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CHUONG 1. MICROSOFT OFFICE EXCEL

1.1. Giai thiéu Microsoft Excel
Excel 1a mot phan mém lap bang tinh nam trong bo Office cua Microsoft. Excel
giup nguoi ding dé dang:
- Tinh toén, phan tich s6 liéu
- Lap théng ké, béo céo
- Truy xut dit liéu tir cac co s& dir liéu khac
- Lap d6 thi thong ké va so do
- Tao macro dé tu dong hda céc cdng viéc thudng nhat
- Vanhiéu tinh ning &ng dung trong timg linh vic khéc nhau...
Céc tir khoa can 1am quen va y nghia cua ching:
- Workbook: 1a mét file dir liéu c6 nhiéu bang tinh(worksheet)
- Worksheet(con goi 1a sheet): 1a mot bang tinh, s6 dong hién tai cia mot
worksheet 1a 1,048,576 va sb cot 1a16,384.
- Chart sheet: I sheet chira d6 thi.
- Ribbon: Nhdm céc 1énh trén menu truyén théng thanh cac cum Iénh dé dé
dang truy cap trén man hinh. Cé cac nhom Ribbon chinh: HOME, INSERT,
PAGE LAYOUT, FORMULAS, DATA, REVIEW, VIEW.

1.1.1. Céc thanh phan trong cira s6 Excel

g H : 7 B - O X

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign »

| Ochracongthie | T
BS v\ - fo | 4
| Piachi | C D £ F G H -
; clia cell | Cell | Cot L Thanh cudn doc \_\“
-g 7 —
: anh cudn ngang
A —
; Thanh Mét workbook || Cac ché déxem || Phong to/thu nhé
g trang thai méc dinh workbook workbook
a -

Sheetl A/-I_- 4 3

1.1.2. Céc kiéu dix liéu va cach nhap

4 CA4c kiéu dir liéu
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Cac kiéu dir liéu co ban thuong dung trong Excel gom: kiéu ky tu, kiéu sb, kiéu

ngay thang. Mic dinh, khi nhap liéu trong Excel, kiéu ky tu s& tu dong giéng hang trai,

kiéu sb va kiéu ngay s& giong hang phai.

Nhap dix liéu cb dinh: click chudt/di chuyén chugt bang phim tab/ key up/
key down dén cell can nhap > nhap dit liéu > enter.

Nhap cac ky tu dac biét: Insert > Symbol - chon bang ma - chon ky
hiéu—> Insert

Nhap dix liéu bang cong thie: bit dau 1a dau = hoic +, theo sau 1a dia chi &

dir liéu clng vai c4c toan tir hoac ham (ham sé& duoc trinh bay & phan sau)

A B C
1
2 | Vidu vé dang hién thi cta kiéu diF liéu
3 |Ma sinh vién Ho tén MNgay sinh
4 19615001|Lé Anh Thuw 15/10/1994
5

Kiéu sb Kiéu ky tw Kiéu ngay

Cacluu y:

Néu nhap sé6 ma khdng can tinh toan, nén dinh dang kiéu Text trudc khi
nhap: vao Home-> Number-> Text > OK.

Nhap ngay va thoi gian: can dinh dang mac dinh trong Control Panel
—>Regional and Language Options trudc Khi nhap.

Khi nhap thoi gian va mudn dinh dang theo chuan 12 gio thi thém A hoic P
vao sau thoi gian nhap vao, néu khong Excel tu hiéu 1a AM. Vi du 6:30 AM
hoac 5:15 PM.

Dé nhap cling mét noi dung cho nhiéu 6 = chon cac 6 >nhap liéu tai 6 dau

tien>nhan <Ctrl+Enter>.

_ Clear~

Huy bo thao tac nhap liéu Clear All

Nhan Ctrl-Z: huy dit liéu vira nhap %, Clear Formats
i A i Clear C
Nhan Ctrl-Y: phuc héi lai 1énh vira hily Clear Content

Clear Comments

Hiéu chinh noi dung 6
Hiéu chinh: Chon 6 can hiéu chinh = nhin F2->nhap

noi dung méi.

Clear Hyperlinks

X6a noi dung: chon cac 6 can x6a noi dung > nhin Delete. Cach nay chi

x6a dir liéu, dinh dang cua 0 van con
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- Pé xda dinh dang: chon cac 6 can x6a noi dung > Home-> Clear-> chon

tay chon:

Clear All: xda tat ca noi dung va dinh dang

Clear Formats: chi x6a dinh dang

Clear Contents: chi x6a noi dung

Clear Comments: x6a chu thich cua 6

Clear Hyperlinks: x6a lién két di liéu

Cong cu nhap liéu tu dong

Duing AutoFill: AutoFill cho phép nhap liéu ty dong theo mau c6 san. Cac

dang AutoFill trong Excel gdm:

o Tu dong lap lai gia tri da dugc nhap trude d6. Chirc nang nay doéi khi

cling gy phién toai cho nguoi dung trong trudng hop khéng muébn

l3p lai ty dong. Bé bat hoic tit chire ning nay, ta thuc hién: File tab
= Options = Advanced->chon (bat) hoac bo chon(tat) tai

checkbox Enable AutoComplete for cell values.

o Bat tat Fill handle: fill handle 14 chirc ning ty dong cai dat trong
Excel cho phép nguoi dung sao chép b A-utDSum - %Y H
cong thuc , dit ligu Fll ot & Find &
Fill - cho cac dong, cot — Clear Filter~ Select -
Editing
] Down mat cach tu dong.
3] Right - , ~ f o R L L
Up Tuy nhién, ching ta cling c6 th¢ tat chic nang
€l Left nay bang cach vao File
tab->Options-> Advanced->Enable fill handle
Series... and cell drag-and-drop.
Justify N . R TR X , «
_ = Dién dir liéu cho dong/cét lien ké: chirc nang
EE' Flash Fill

nay cho phép ngudi dung sao chép dir li¢u sang

cot hoac dong ké cua dir liéu dang c6 mot cach nhanh chéng.

Thuc hién: chon cot/dong (tréng) lién ké cua dix lidu, chon

biéu tuong tuwong tng trén tab Home-> Editing>Fill > chon
vi tri dé dién dir lieu: Down/Right/Up/Left.

= Truong hop mudn tao mot day dix liéu tu dong, ching ta ding

Series. Thuc hién:
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e Chon 6 dau tién > nhap gia tri du tién cua day

GIA TRI NHAP VAO | GIA TRI MO RONG
1,2,3 4,5, 6,...
9:00 10:00, 11:00, 12:00,...
Mon Tue, Wed, Thu,...
Monday Tuesday, Wednesday, Thursday,...
Jan Feb, Mar, Apr,...
Jan, Apr Jul, Oct, Jan,...
Jan-07, Apr-07 Jul-07, Oct-07, Jan-08,...
15-Jan, 15-Apr 15-Jul, 15-Oct,...

2007, 2008 2009, 2010, 2011,...
1-Jan, 1-Mar 1-May, 1-Jul, 1-Sep,...
Qtr3 (or Q3 or Quarterd) | Qtr4, Qtrl, Qtr2,...

textl, textA

text2, textA, text3, textA,...

1st Period

2nd Period, 3rd Period,...

Product 1

Product 2, Product 3,...

e Home-> Editing=>Fill>Series>man hinh xuat hién

Series ?

Series in

(@) Rows

() Columns

|:| Trend

Step value:

1

Type Date unit

'ZEZ' Linear & Day

() Growth Weekday

() Date Month

() AutaFill Year
Stop value:

Linear : tao mot diy duoc tinh toan bang cach cong thém gia tri vao cho

mdi 6 tinh ké tiép trong Step value.

Growth: tao mét day tinh todn bang cach nhan gia tri cho mdi 6 tinh ké

tiép vai gid tri trong Step value.

Date: tao mot diy ngay ting dan theo gia tri xac dinh trong Step Value

va don vi trong Date unit.
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e AutoFill: tao mét day dit liéu gidng nhau bang cach di chuyén ky hiéu
Fill handle trén bang tinh.
o Dién ty dong chudi sb, ngay, thang nim va cac chudi ky tu dinh dang
khéc: chirc nang nay cho phép ngudi dung nhap mot day gia tri theo
the tu ting dan cua day gié tri biét trudc. Bang sau cho goi Y cua cac

gié tri nhap vao tuong rng vai gia tri mao rong.

1.2. Quan ly worksheet

1.2.1. Cac thao tac trén worksheet

a.

Thém mot worksheet
. n Insert...
Click Insert Worksheet ¢ button bén neert
] ] |=_|9< Delete
phai caa worksheet hién hanh Rename
Hoac R_Click trén tén sheet, chon Insert Move or Copy..
- xuét hién hop thoai Insert > chon Q] View Code
Worksheet. 7 Protect Sheet..
Tab Color k
Xo6a worksheet _
Hide
R_Click trén tab worksheet can x6a >
Delete Select All Sheets
R Sheet )
Doi tén worksheet e

R_Click trén worksheet can doi tén->chon Rename g6 tén mai = enter
Hoac double_click trén worksheet->g0 tén mai—>enter.

Sao chép worksheet

Chon worksheet can thao tdc = chon Move or Copy, man hinh xuét hién.
Thuc hién trinh tu cac thao tac tir 1 dén 3 nhu hinh va nhan OK.

Néu mudn di chuyén worksheet = thyc hién thao tac 1 va 2 réi nhan OK.
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Move or Copy ?

Move selected sheets 1' Ch(_)n tén tép tin Chl’Ia
To book: —"| worksheet sau khi copy. Mic
Bookl A/v dinh la tén workbook hién

Eefore sheet:

[maove to end) T~

2. Chon vi tri dat worksheet

[ Create a copy . 3. Chon Create a copy néu
) muon tao ra bang copy trén
Cancel cling mot cling mot tap tin
e. Quan ly ndi dung trén bang tinh = :
HOME IN
- Chon toan bo néi dung bang tinh: click chon géc trén
cung cua bang tinh (bén tréi cot A va phia trén dong -~ .
A B
D). 2 —

- Chon dong/cét: click trén tén dong(vd: 1) /tén cot
mudn chon (vd: A)
- Thay d6i d6 rong dong/cot vira khit véi noi dung: dua chudt vao canh

trén/dudi cua dong hay canh trai/phai cua cot roi double click.

f. Tim va thay thé dir liéu -
_ _ Y ’ N zY H
- Click Find & Select trén nhdm Editing cta tab Home Sort & | Find &
- Chon Find hoic Replace, hop thoai xuat hién | ﬁF”t;rvl ——
g Find...

3., Replace..
/ = GoTo..
~ as PO Go To Special...
Find | Replace 1.Nhap néi dung can tim P
Formulas
Find what: W

Comments

Replace with: W
\ - . Conditional Formatting
2.Nhap ndi dung can thay thé

Find and Replace

Constants

Data Validation
Replace All Beplace Find All Find Mext Close

Select Objects

l;?’

ER‘: Selection Pane...
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1.2.2. In Worksheet hay Workbook

Mot workbook c6 thé chira nhiéu worksheets dit liéu riéng I¢. Ching ta c6 thé
in tit ca hay mot phan worksheet, hay worksheet bat ky dugc chon hoic tit ca worksheet
c6 ndi dung & cuing mot thoi diém. Mic dinh, Excel chi in Worksheet hién hanh. Dé thuc
hién 1énh in, chon File = Print hodc nhan Ctrl + P, hop thoai xuat hién. Thuc hién theo

cac hudng dan sau:

—_— Nhép 56 ban cdn in
. Copies: |1 = -
L=
Print
Printer
; Send To OneNote 2013 - la ChDﬂ mé_}.- in va thiét lé_p
HU' Ready = -
: thudc tinh
Printer Properties
Settings
“— Print Active Sheets .
~——  Only print the active sheets - i o
. Print Active Sheets:in
Frint Active Sheets worksheet hién hanh
Only print the active sheets _
Print Entire Workbook ; Print Entire Workbook:In tat
T Pontthe entire werkbeok ca worksheet trong workbook
— Print Selection
Only print the current selection Print Selection: In IlEIl dung
lgnare Print Area duoc chon trong worksheet
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Settings

7] Print Active Sheets . Nhép s6 trang can in néu bang tinh cé

= Only print the active sheets | nhiéu trano

Pages: |1 - to |5 - 7

.ﬂ. | C?I[attd_ . - Chon thi tir xuét hién cac ban in

| l ortrat Orentation «—|—1 Chon hwdng giay in: P?rtra_it (thang dong).
Lanscape (ndm ngang)
| A4 . : :

21 emix 29.7 em 1""--.._,_‘_‘__ Cht_}ﬂ kho glﬁ}-" im. Mﬁﬂ dlﬂh la Ad
Marmial Margins v
Left 1.78cm  Right 1.78 cm ""-—-..,_‘_‘_H_ C'anh chinh 18 cho trang mn

r]'_r Mo Scaling

U'.l:(- Print sheets at their actual size .“-‘-"‘-\-._‘_‘_‘_H Thlét lﬁp ti lé trang in v ﬂli'fl dung

Page Setup |

Settings /
| NoScaleg

: Print sheets at their actual size
™

Fit Sheet on One Page -— N1 dung cua Sheet trong 1 trang

®  Shrink the printout so that it fits
on one page

Ste [tAllColumnsonOnePage . 1o Co giin chitu réng céc cft vira trong 1 trang

Shrink the printout so that it s

one page wide

b TitAllRowsonOnePage o L0 (g gisin chiéu rdng cic dong vira trong 1 trang

[ Shrink the printout so that it is
* one page high
Custom 5caling Options...

9 Mo Scaling
Dm Print sheets at their actual size

-

Page Setup

- Thuc hién chon céc théng sé nhu hinh va nhan nat Print.
- Truong hop mudn thiét 1ap thém cac dinh dang khac cho trang in nhu cho
xuat hién header/footer hay tiéu dé trang, v..v., ta click chon Page Setup d¢

tay chinh.

1.2.3. Thiét lap tQy chen trong Page Setup
- Ribbon 2 Page Layout =Page Setup, man hinh xuét hién
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Page Setup

Page Margins Header/Footer Sheet

Crientation
(®) Portrait () Landscape
Scaling

'Zﬁi'adjustto: 100 1+ % normal size

() Fitto: 1 > page(s) wide by |1 = tall

Paper size: Ad

Print guality: |&00 dpi

First page number. | Auto

o Tab Page:

= Orientation: chon Portrait (trang thang dung)/ chon

Landscape(trang nam ngang)

Options...

Cancel

= Scaling: x4c dinh ti 1¢ trang in. Ta c6 thé nén noi dung in vao

mot/mot sé trang va co thé thu nho hay phéng to tai lidu khi

in.

o Tab Margin:

= Nhap céc gia tri vao Top (Ié trén), Bottom (I& dudi), Left

(18 trai), Right (1& phai), Header (lé tiéu dé dau)
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Page 5| Header/Footer | Sheet |
Top: Header:
0 I3
Left: Right:
18 =
EBottom: Footer:
19 2]
Center on page
DHorigonbalry
[] vertically
Print... | | Print Preview | | Dptions... |
| ok || cancel |

o Tab Header/Footer:

Header chtra cac thong tin xuat hién & ¢au mdi trang va Footer

chtra cac théng tin cudi trang

| Page | Margins| Header/Foaoter | Sheet |

Giao trinh Ms Excel 2013

Header:
|Giéu trinh Ms Excel 2013 E|

|§ustu-m Header... | | Custom Footer... |

Footer:

- |

|:| Different odd and even pages
|:| Different first page

Scale with document

Align with page margins

Print... | | Print Preview | | Dptions... |

| oK | | Cancel

Tuy chinh Header va Footer, ta vao Custom Header hay Custom Footer
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Header ?

Header

To format text: select the text, then choose the Format Text button,

To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.

To insert picture: press the Insert Picture button. To format your picture, place the
cursor in the edit box and press the Format Picture button,

Al B @)e |28 kL

Left section: LCenter section: Right section:

OK Cancel

Cac ky hiéu trong cira s6 Custom va y nghia dugc mé ta bang bang sau:

Biéu twong Ky hiéu Chirc nang
A Format text binh dang n6i dung cho Header/Footer
B &[Page] Hién thi s6 trang
& &[Pages] Hién thi tong s trang
&[Date] Hién thi ngay thang nim
o &[Time] Hién thi gio
= &[Path]&[File] | Hién thi duong dan day du dén noi luu tap
tin va tén tap tin
i &[File] Hién thi tén tap tin
= &[Tab] Hién thi tén sheet
&2 Chen hinh anh online

- Different Odd & Even Pages: dat noi dung header/ footer khac nhau cho

cac trang chan va cac trang 1é.
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Different First Page: dat noi dung cua header/ footer ¢ trang dau tién khac

véi header/ footer caa cac trang con lai trong tai liéu.

Scale With Document: kich thuéc chir cua header/ footer s€ tang giam theo

tai liéu khi tai liéu stir dung chirc nang in ¢6 su dung ti 1€ phdng to/ thu nho.

Align With Page Margins: 18 trai va I phai cua header/ footer canh déu véi

|é trai va I& phai cua tai liéu.

o Tab Sheet:

Page Setup ?

Page Margins | Header/Footer Sheet

Print area: | 5DS5:SMS11 =3
Print titles
Rows to repeat at top: 51:581 e
Columns to repeat at left: | SA:54 5.5
Print
[] Gridlines Comments: | (None) v
[ ] Black and white :
Cell grrors as: | displayed W
[ ] Draft guality
|:| Row and column headings
Page order
(®) Down, then aver  |==g= =a==
— EE [EJF; BB
() Quer, then down | ==fz=fi==
EE .2jE' 28
Frint... Print Preview Dptions..

Print area: quét viing can in

Print titles: chon ndi dung tiéu dé s& duoc lip lai cho mai trang
o Rows to repeat at top: dong lap lai trén cung
o Columns to repeat at left: cot lap lai bén trai

Gridlines: lya chon néu mudn in duong ludi cho bang tinh

Page order: chon tha tu in ndi dung cac trang.
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1.3. Thao tac trén Cell

1.3.1.

Céac thao tac trén cell

a.

d.

Di chuyén gitra cac 6

Lén cell phia trén: nhan phim miii tén 1én ( Up Arrow key)

Xubng cell phia dudi: nhan phim mii tén xudng (Down Arrow key)
Di chuyén sang & bén trai: nhan phim mii tén trai (Left Arrow key)
Di chuyén sang & bén phai: nhin phim mii tén phai (Right Arrow key) hoic
nhan phim Tab.

Di chuyén man hinh hién thi

Di chuyén 1&n man hinh trén: Page Up

Di chuyén xudng man hinh duéi: Page Down

Di chuyén sang trai/phai: Alt-Page Page Up or Alt-Page Down

Di chuyén dén vi tri dau tién caa dong hién hanh : nhan Home

Di chuyén dén vi tri dau tién ciia worksheet : nhan Ctrl + Home

Xda mot cell hay nhiéu cell

Delete ?

Chon mét hoac nhiéu cell can x6a=> R_Click

Delete
- Delete, man hinh xuat hi¢n, chon mot trong @ Ehi cele et
cac lua chon sau: '3:3' Shift cells up
[_J) Entire row

liéu s& dich chuyén sang trai
K Cancel

= Shift cells up: sau khi x6a cac 6 dix liéu
s& dich chuyén 1én trén
= Entire row: x6a luén dong dang chira cell/céc cells mubn xo6a
= Entire column: xda ludn cot dang chia cell/cac cells mudn xda.
Thém vao cell/row/column
Chon vi tri can thém, R_Click=>Insert, man hinh xuat hién, chon mét céc

tuy chon sau:
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= Shift cells right: day cé4c 6 dir liéu dang c6 tir

Insert ?

S vi tri chon sang phai

(") Shift cells right

= Shift cells down: day cac 6 di liéu xudng

- T phia dudi

[} Entire row

i) Entire column

= Entire row: thém vao 1 dong

» Entire column: thém vao 1 cét

1.3.2. Sao chép dir liéu ciaa mdt cell hay nhiéu cell
- Chon cell/céc cell can sao chép dit liéu
- Nhan Ctr+C hoic R_Click, chon Copy
- Di chuyén dén vj tri can dat dit liéu, nhan Ctrl-V trong truong hop khong
thuc hién cac tuy chon, Excel sé copy ding cong thirc/ndi dung/dinh dang
d3 sao chép dén vi tri moi. Thong thudng, 1am viéc véi dir liéu trén Excel
lién quan dén céac dia chi cia cell nén chiing ta khéng nén nhan Ctrl-V ma

thuc hién R_click va chon céc tuy chon nhu sau :

- [0 2 All: twong tng vdi Ctrl-V, sao chép tit ca

il

a6 Cut .2 .
B B Chon bicu tugng sao chép tuong
= _Cp:‘ I3 - - - Y
- , ung hoac click Paste Special, man
4 Paste Options: < . Z o a
P hinh Paste Special xuat hién
T
O) los LA 2B [
Paste Special... } | Paste Paste Special ?
Insert Copied Cells... “D ‘3{( ﬂ,‘ %4 Paste
Delete... a, e, e (") All using Source theme
: (l:l) éE () Formulas -Z:Z- All except borders
Clear Contents
Paste Values () Values () Column widths
N A (") Formats (") Formulas and number formats
M s — —
Filter b 123 "123 123 [ Comments I_) Values and number formats
Sort R Other Paste Options () validation All merging conditional formats
ar
- il il il L= :
o |:| Operation
L7 Insert Comment wl las ® Nane ) Multiply
Format Cells... Paste Special... O Add (O Divide
() Subtract
Pick From Drop-down List... — e
Define Name... [] skip blanks [] Transpose
i< nerli
_@ Hyperlink... Paste Link Cancel

- 123 =» Values: chi sao chép gia tri

- % 3 Formulas: sao chép cong thirc
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1.3.3.

1.3.4.

il
+ 2 . N N A \
- &y Transpose: sao chép hoan chuyeén dir liéu dong thanh c6t va nguoc

lai
-2 3 Formats: sao chép dinh dang

il

- '@ = Sao chép lién két

- ™k 3 Formulas and number formats: sao chép cbng thure va dinh dang

- - D All except borders: sao chép tat ca khong sao chép border

YA using Source Theme: gitt nguyén do rong cot
=) : . .
- “" =»Keep Source Formatting: sao chép gitt nguyén dinh dang

- ' 3Value and Number formats: sao chép gia tri va giit dinh dang s

- =>»Picture: sao chép hinh anh

o

- &' S Link Picture: lién két hinh anh

- None: khdng kém theo viéc tinh toan ndo trén dit liéu sip dan vao

- Add: cong céc gia tri caa viing ngudn vao cac 6 twong ng ¢ ving dich

- Subtract: c&c 6 mang gid tri cia vung dich sé trir di cac 6 twong ttng cua
viing ngudn

- Multiply: cac 6 mang gia tri cua vung dich s& nhan vai cac 6 tuong tng cua
viing nguon

- Divide: cac 6 mang gia tri cuia vung dich s€ chia véi cac 6 tuong trng cuaa

viing nguon

Merge /Split Cells
- Gop (merge) nhiéu cells thanh 1 cell.
o Chon cac 6 can merge, Ribbon Home = chon Merge & Center.
o Mubdn bo merge, chon lai 6 vira duoc merge, vao Ribbon Home >
chon UnMerge Cells (Split Cells).

An/hién dong va cét
- R_Click trén dong/cot can an (hide) > Hide
- Dé hién tro lai dong/cot da an> R_Click trén dong/cot bat ky=> Unhide
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1.4.Pinh dang va cac ché do xem bang tinh

1.4.1. Pinh dang chung
Céc tinh ning dinh dang cta Excel dugc b tri twong tu nhu Ms Word 2013. Khi can

dinh dang, ta chi viéc chon dit liéu can dinh dang va nhan vao biéu tugng twong ng

HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

B [‘?{‘ Arial 1 A A == $- EWapTet General -
B -
F‘avste ¥ B I U- . H-pA- === &3 EMergeliCenter - E7- 05 5 50 05
Clipboard w Font P Alignment P} Mumber
Nhém dinh dang font chir Nhom canh I&/giong hang | Pinh dang sé

1.4.2. Pinh dang Cell/Worksheet
Pé dinh dang phic tap hon véi cac kiéu dir liéu twong (ng cua bang tinh, ta c6 thé
thuc hién bang cach:
- Chon cell/vung dit liéu/bang tinh can dinh dang
- Chon Home ->nhom Cells - Format > Format Cells hoac R_Click,

chon Format Cells.

b |
Format Cells :
Number Alignment Font Border Fill Protection

Category:

General Sample

Currency

Accounting : . =

Date Decimal places: |2 -

Time [] use 1000 Separator ()

Percentage

Fraction Megative numbers:

Scientific 123410

Text 1234.10

Special -1234.10

Custom -1234.10

Mumber is used for general display of numbers. Currency and Accounting offer specialized
formatting for monetary value,

a. Dinh dang hién thi dir liéu
Chon tab Number, muc Category:

- General: hién thi dinh dang cua gié tri trong 6 hién hanh theo dinh dang

chung ta dang chon
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- Number: dinh dang kiéu s6

- Currency: dinh dang tién té

- Accounting: dinh dang ky hiéu tién té

- Date: dinh dang kiéu ngay thang

- Time: dinh dang kiéu gio

- Percentage: dinh dang ti 1¢ phan tram (%)

- Fraction:hién thi s6 du6i dang phan s6

- Scientific: hién thi s6 dang E+n. Vi du con sé 10987654321 dugc dinh dang
hién thi la 1.10E+10

- Text: dinh dang dir liéu dang van ban

- Special:dinh dang sb theo mot s6 truong hop dic biét nhu: ma buu dién, sé
dién thoai, sb bao hiém...

- Custom: tly chinh cac dinh dang do ngudi ding thiét 1ap

b. Binh dang vi tri van ban

Chon tab Alignment

Format Cells ?

MNumber gﬁxligﬂmentj Font Border Fill Protection

Text alignment Crientation

Horizontal: * .
General ¥ Indent
Wertical: 0 -

Bottom W

= om -

Justify distributed

Text control .
[] wrap text 0 = Degrees
[] shrink to fit
|:| Merge cells

Right-to-left
Text direction:

Context W

- Textalignment:
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o Horizontal: chon vi tri chit theo chiéu ngang (left, center, right,
justify...)
o Vertical: chon vi tri chit theo chiéu doc (top, bottom, center,...)
Text control:
o Wrap text: noi dung dugc xudng hang trong ciing 1 cell tiy thudc vao
do6 rong 6 va d6 dai noi dung.
o Shrink to fit: giam kich ¢& chir dé tat ca noi dung trong 6 vira véi do
rong cot
o Merge cells: néi cac 6 chon thanh mot 6
o Right-to-left Text: lya chon trinh tu doc va canh I&
o Orientation: nhap gié tri goc quay tai Degrees dé xoay chit.
binh dang font chir
Gidng nhu dinh dang font ¢ Ribbon
Font: chon kiéu Font cho cac 6
Font style: chon kiéu thuong, in nghiéng, in ¢am...cua Font chit.
Size : kich thudc font chir
Underline : chon dang gach chan van ban
Color: chon mau cho van ban
Normal font: néu duoc chon Excel s& loai bo font dang chon va tro vé binh
thuong
Effects Strikethrough: gach ngang van ban
Superscript: tao van ban chi s trén
Subscript: tao van ban chi s6 dudi
Preview: xem trude dinh dang
Dinh dang duong vién
Line: chon kiéu va kich c& duong ke, sau d6 chon céc biéu turgng ¢ muc
Border dé ké
Presets: chon khong ké duong bao (None)/ké duong bao
ngoai(Outline)/duong bao trong(inside)
Color: Chon mau cho duong ké
Border: chon biéu twong twong tmg dé ké/khong ké duong bao cho cac 6

T mau cho cell
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- Background Color: chon mau nén cho cac 6. Fill Effects cung cap cac hiéu

rng td mau nén

- More Colors: b6 sung thém céc mau va cdng cu pha ché mau.

- Pattern Color: cAc mau mau nén

- Pattern Style: cac kiéu mau td nén 8. Dung Sample dé xem truéc két qua.

1.4.3. Pinh dang dix liéu c6 diéu kién

Dinh dang dit liéu c6 diéu kién dung dé dinh dang (t6 sang) nhiing ving gié tri theo

mot diéu kién nao d6 ma khong can thuc hién viéc rat trich hay loc dit liéu.

Thuc hién: quét chon dong/cot dit lidu can danh gia, chon Home = nhém Styles >

chon Conditional Formatting, hop thoai xuat hién, c6 2 nhém chinh:

- Nhoém Highlight Cells Rules: 1am ndi bat cac 6 theo mot trong cac diéu kién.

o Greater Than... (I6n hon)
o Less Than... (nho hon)
o Equal To (bang)
o Between (gitra 2 gia tri)
o Text that Contains (6 chit ¢d chira chudi ky tu quy dinh),
o A Date Occurring (theo quang thoi gian),
o Duplicate Values (6 dir liéu trung nhau).
Vi du:
KHOI THI| TOAN LY HOA SINH DIEN UU TIEN BI_E;‘;\I:T TONG PIEM| KET QUA
A é 3 : Greater Than ? -
A 7 0 4
B 7 g Format cells that are GREATER THAN: |
A 0 ] 5| [7s) f% with |Light Red Fill with Dark Red Text | w | | |
A 8 € ]
A 8 g Cancel |
B 6 g
A 5 6 5 MIEN NUI 0.5 16.5|ROT
A 7 7 5 THANH PHO 0.1 19.1|RGT

- Nhém Top/Bottom Rules:gom cac diéu kién

(@)

@)

(@)

Top 10 Items: danh dau 10 6 c6 gia tri I6n nhat

Top 10%: danh dau 10% cac 6 c6 gia tri 1on nhat
Bottom 10 Items: danh ddu 10 6 c6 gié tri nho nhat
Bottom 10%: danh dau 10% cac 6 c6 gia tri nho nhat

Above Average: 0 c6 gia tri I6n hon gia tri trung binh cua cot/hang
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o Below Average: 6 c6 gia tri nho hon gia tri trung binh cua cét/hang

- Kiéu danh gia mirc d6 hién thi

o Data Bars: lya chon nay cho phép nhan dién mirc d6 dir liéu nhap vao
nhiéu hay it

o Color Scales: t6 mau dir liéu theo 3 mau khac nhau, ang véi mdi mau
la mtrc d6 hién thi dit liéu tir thap dén trung binh dén cao

o lcon Sets: thiét Iap céc biéu twong trudc 6 dir lidu dé truc quan bang
tinh

1.4.4. Thao tac trén nhiéu cira s6 Workbook

a. Freeze va Split

- Khi thao t4c trén danh s&ch dai hay tinh toan can nhiéu tham chiéu, ta st
dung tinh ning Split dé chia ctra s6 bang tinh.

o it con nhay tai vi tri can chia trén bang tinh

o Chon View »>Window->Split > mac dinh bang tinh chia lam 4
vung.

o BO chia, chi can double click vao ranh chia trén bang tinh.

- Khi bang tinh c6 sé cot/dong hién thi vugt qua man hinh xem/nhap dix liéu,
ching ta cé thé dung chic nang FreePane dé giit c6 dinh mot s6 cot/dong
nao d6 dé xem/nhap dit liéu cac cot/dong con lai. Thuc hién:

o Chon cot/dong can c6 dinh
o Chon
= View - FreePanes: ¢ dinh dong phia trén va cot bén trai 6
hién tai
= Freeze Top Row: ¢ dinh dong dau tién
» Freeze First Column: ¢ dinh cot dau tién
o Néu mudn bé chirc ning nay, vao View > UnFreePanes

b. Hién thi nhiéu cira s6
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- Ma workbook thanh cira so thir 2: View Arrange Windows  ?
tab=>Window ->New Window.
- Sap xép cac cira s6 can xem: :
p . () Horizontal
o Nhom Window->chon Arrange All. vf:i: i

o Hop thoai Arrange Windows-> click () Cascade
|:| Windows of active workbook

Arrange

Tiled, Horizontal, Vertical, or
Cascade S
o Chon Windows of active workbook dé chon xem workbook hién
hanh
o Click OK

1.4.5. Cac ché dd xem workbooks

a. Cac tuy chon xem

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in
Al h Je hd
A B c D E F G H | =
i 1]
g Normal View Page Layout Paae Break View
4 -
) Sheet1 ) 1 r

- Normal View: ché dé mic dinh khi tao mgi mot worksheet, ché o nay
thuong dung dé soan thao, tinh toan.

- Page Layout View: ché d6 xem trudc khi in. Khi & ché d6 nay van c6 thé
tinh toan, nhap liéu.

- Page Break Preview: hién thi bang tinh Excel véi céc ddu ngit trang, ta c6
thé kéo duong chia cach trang dé phan trang tly .

- An hoic hién thi lwéi trén workbooks: View = Gridlines.

- Hién thi/khong hién thi chi s6 dong/cét: View->Headings

- Hién thi/khong hién thi thanh chirc cong thirc: View->Formula Bar

b. Phong to/thu nho ctra s6

- Ting giam 10% ndi dung hién thi bang tinh: click biéu twong + hoic - ¢

status bar.
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- Ting giam ndi dung hién thj theo ti 1é phan trim cé sin: View > Zoom

—>chon phan tram twong Gng.

1.5. Thao tac véi cong thirc va ham

Cong thizc va ham 1a cdng cu xi 1y dir liéu déc luc trong Excel. Dung cdng thirc va ham
dé tinh toan dix liéu nhanh chéng, tinh mot lan cho két qua & nhiéu dong dir liéu. Cong
thirc va ham sé& thao tac trén di lidu, dit liéu nay duoc biéu dién bang dia chi twong tng

trong Excel.

1.5.1. Céc loai dia chi va thong bao 16i thuong gip
a. Cac loai dia chi

Dia chi 1 vi tri chira dit liéu trén bang tinh ma ta can tham chiéu dé tinh toan, xu ly.

bia chi cua 6 (cell) dugc hinh thanh bai dong va cét. Vi B9 v

du, chling ta c6 thé d& nhan thay dia chi caa 6 dit liéu A B

dang chon hinh bén la B2. 1
2 | [ 1]

- Dia chi twong dbi: cac dong va cot tham chiéu | 5

s& thay doi khi chling ta sao chép hoic di doi cong thire dén vi tri khac mot
luong twong tng vai s6 dong va s cot ma ta di doi. Vi du B2, Al, B3,....
- Pia chi tuyét doi: cac dong va cot tham chiéu khong thay doi khi ta di doi
hay sao chép cong thic. Vi du: $B$2, $A$1, $B$3...
- Pia chi hdn hep: két hop giira dia chi twong ddi va tuyét déi. Vi du:
o $B2: cb dinh cot B, nghia 14 khi sao chép cong thirc sang dong/cot
khac thi céng thac & vi tri mai van sir dung cot B
o B$2: ¢6 dinh dong 2, nghia 1a khi sao chép cong thirc sang dong/cot

khac thi cong thac & vi tri méi van sir dung dong 2.

- Pia chi khdi dir liéu: néu khdi dit liéu dugc sir dung dé thao tac nhiéu lan
trén workbook, chiing ta cé thé quét khéi dit liéu, dit tén tuong tng va ding
tén nay dé tinh toan trong cong thac. Vi du ¢ bang tinh dudi, ving dit liéu
cua bang diém chuan duoc sir dung thuong xuyén trong viéc do tim, nén ta
quét khéi ving nay va dat tén la BANGDIEM
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I BAMNGDIEM I

o oo B Ry =

oo

10

Fx T
A =] C D E F G

MA NGANH T L H

NGANH HOC TOAN LY HOA

BIEM CHUAN 25 24 )

STT s BD HO TEN BOI TUONG |NGANH HOC |TONG BIEM

1lTacor  [NGUYENVAN [AN 20
2| TC003 LE THI BE 21
3|TBOO2 HOANG ANH MINH 22
4lLcoos  |LE HOU KHUONG 23

b. Cac thong béo 16i thuong gap

Loi Ly do

#DIV/0! Trong cbng thirc c6 chara phép chia cho 0 (zero) hoac chia
cho 6 rong(khdng co dix lidu)

#NAME? G0 sai t&n ham hay tham chiéu sai

#N/A L&i do cong thirc c6 tham chiéu dén NA dé kiém tra ton tai
dir liéu >thuong xay ra véi ham do tim

#NULL! Ham su dung di liéu giao nhau gitra 2 viing nhung gitta 2
viing giao nhau bang réng

#NUM! Str dung gia tri s6 sai (s6 duong=>s6 am)

#REF! Vung tham chiéu sai

#VALUE! Kiéu dir liéu tinh toan khong dung

1.5.2. Tao cong thirc

Trong excel, céng thirc s& duoc bat dau véi dau =, theo sau 1a su két hop cua

C4cC toan tur, cac gid tri cu thé, cac dia chi tham chiéu va cac ham.

C4c toan tir ding trong cong thirc bao gom: cong (+), trix (-), nhan (*), chia
(/), liy thira(®), ndi chudi (&), bang(=), Ién hon (>), nho hon (<), 16n hon

hodc bang (>=), nho hon hodc  |x

bang (<=), khéc (< >), ddu cach o

tham chiéu (, hoic ; hoic :),

khoang tring.

=IF{J2=IF{C2="A",20,21),"DAU","ROT")

J K
KHOI THI|TONG PIEM| KET QUA
A 14 5|ROT
A 11|ROT
B 12|ROT

Trang 23



- Vidu cbng thurc ¢ hinh bén dugc nhap tai 6 K2, duoc tinh tir dir liéu cta 0

C2 cling céc tri sb 20, 21.

- Thu ty wu tién cua cac toan tir duoc minh hoa bang bang sau:

Toan tir Dién giai Thi ty
wu tién
- (hai cham) (1 khoang | Toan tir tham chiéu 1
trang) , (dau phay)
- S6 am 2
% Phan tram 3
A Lily thira 4
*val Nhén va chia 5
+va - Cong va tru 6
& Noi chudi 7
=<><=>=<> So sanh 8

1.5.3. Sao chép cong thirc

- Pé thyc hién viéc sao chép cong thic, yéu cau truéc hét ngudi thao tac bang

tinh phai thiét 1ap cong thirc dung va thuc hién theo trinh ty sau:

o Nhap céng thic tai 6 dit liéu dau tien = Enter

o Pua con nhay chudt vé goc dudi phai cia 6 chira cong thic vira

E8

LE i - - O N B P =

— -
- =

nhap, kéo dén dong/cot mong muén.

v £ =IF(MID(ES8,2,1)="A","Dién 1", IF(MID(B8,2,1)="8","Di&n 2"," "))
A B C D E F G
BANG DPIEM CHUAN

MA NGANH T L H

NGANH HQC TOAN LY HOA

PIEM CHUAN 25 24 22

STT sO BD HO TEN  |DOI TUQNG[NGANH HOC |TONG BIEM
1|TA001  |NGUYEN VAN |AN Dién 1 20
2|Tcoos  |LE THI BE 21
3|TB002  |HOANG ANH MINH 22
4|LCO0% LE HUU KHUONG 23
i

1.5.4. Cac ham co ban thwong dung

Gido trinh cung cip cac nhém ham co ban va cac ham thuong dung nhat. Mot ham

lubn c6 bat dau 1a tén ham, theo sau 1a ddi sé(néu c6) caa ham nam trong cap dau ()
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a. Cac ham toan hoc

<

HAM CONG DUNG
ABS(s) Tri tuyét ddi cua 1 b
INT(s0) L4y phan nguyén cua 1 s6

MOD(sb bi chia, sb chia)

Tra vé phan du cua phép chia

ROUND(s9, s6 luong so

1&é mubn ly)

Lam tron s6 dén s6 1é mong muon

RAND() Tao ra mot s6 ngau nhién trong
khoang O va 1
SQRT(s6) Tra vé gi tri cin bac 2 cua 1 s6

POWER(s0, lity thira)

Tra gi tri cia mot s6 twong (g
v6i liiy thira. VD: POWER(2,3)=8

b. Céc ham théng ké don gian

HAM

CONG DUNG

MIN(day gia tri)

Tra vé gid tri nho nhat trong day s6

MAX(day gia tri)

Tra vé gid tri 16n nhat trong day s6

AVERAGE(day gia tri)

Tra vé gid tri trung binh cua day s6

SUM(day gia tri)

Tra vé tong cua cac gia tri

COUNT(ddy)

Thong ké c6 bao nhiéu so

COUNTA(day)

Théng ké c6 bao nhiéu s6 cua cac 6

khong rong

c. Cac ham xir ly chudi

~

HAM

Y NGHiA

LEFT(chudi, s6 ky tu can lay)

Tra vé chudi ky tu lay tir bén trai chudi

RIGHT(chudi, s6 ky tu can lay)

Tra vé chudi ky tu lay tir bén phai chudi

ky tu can lay)

MID(chudi, vi tri bat dau lay, s6

Tra vé chudi ky tu ¢ “vi tri bit dau lay”

UPPER(chudi)

Chuyén chudi thanh chit in hoa

LOWER(chubi)

Chuyén chudi thanh chir thuong
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PROPER(chudi)

chudi thanh chit in

Chuyén ky tu d¢au caa mdi tir trong

Céac ham logic

HAM

Y NGHiA

IF(diéu kién, gia tri thoa diéu

kién, gia tri khong thoa diéu kién)

Kiém tra diéu kién va két qua tra vé

OR(day luan ly)

AND(day luan 1y)

1.6. Biéu dién dir ligu

1.6.1. Tao @6 thi dwa trén dir liéu ctia bang tinh

Do thi 1a mot dang biéu dién dir liu truc quan, sinh dong gitip nguoi quan ly dix

liéu, nguoi xem dé dang nam bat céc sé lidu theo cac tiéu chi biéu dién dix liu

duoc dat ra trudc do.

a.

V& do thi

Bwéc 1: chon ving dit liéu can biéu dién d6 thi
Buéc 2: chon kiéu dd thi tir Ribbon= Insert>nhém Charts. Mdi nhom d6

thi s& c6 nhiéu kiéu khac nhau =  ll-=-%- gln
, . £ A . I 'f? O I
Buwoc 3: hoan tat layout cho do thi. Recommended "+l L PivotChart
, T Lor 2 Charts L RS -
Layout cua do thi la cach bo tri cac Charts -

IR (i
Add Chart  Quick
Element = Layout -

Chart Layouts

Bwéc 4: Diéu chinh chudi hién thi dit liéu tir dong sang
cot va nguoc lai trong truong hop ¢ Budc 3 chua hién thi
dang nhu mong mudn. Thyc hién: chon do thi > Chart
Tools—>Design—>Data-> Switch Row/Column.

thanh phan

trong do thi sao cho dep mat, d& xem. Thuc hién bang
cach chon do thi > Chart Tools = Design = Chart

Layouts = Chon cach bé tri thich hop

Switch Row,” Select
Column Data

Data

Buwéc 5: chon dang d6 thi khac dé phi hop hon véi dit liéu biéu dién. Chon
d6 thi = Chart Tools=>Design->Change Chart Type

Trang 26




Change Chart Type ?

Recommended Charts | All Charts

e

EXBEEBEMGRE

Recent

Templates

Column

Line
Pie
Bar

Area

XY (Scatter)

Stock
Surface
Radar

Combo

(I B8 BA o e 03 40

Clustered Column

Chart Title Chart Title
Zo0Daom Zo0Daom
000man m 000man m
Z00Daom Z00Daom
000man m 000man m
EONIN @ =00man m
1000man m 1000man m
TXRTNI 000 TIODA00a
||
THAMH =, T NG U e Sich gl i khow
=M = - T TG
e Ten ™=

Column: biéu do cot. Mot biéu dd cot thuong biéu thi cac thé loai doc
theo truc ngang (thé loai) va céc gia tri doc theo truc doc (gié tri).
Line: biéu d6 duong. Thuong dung dé biéu dién cac khuynh hudng
dir liéu tai cac khoang thoi gian bang nhau nhu thang, quy hodc nim
tai chinh.
Pie: biéu d6 hinh tron va vanh khuyén bi cat. Nén sir dung khi:

= Chi c6 mét chudi dir liéu.

= Khéng c6 gid tri nao trong dir liéu la gia tri am.

= Khdng c6 gié tri ndo trong dix liéu 1a bang khong.

= Khdng c6 quéa 7 thé loai va tat ca cac thé loai nay déu biéu thi

mot phan gié tri cua toan bo hinh tron.

Bar: biéu do thanh. Str dung khi:

= C4c nhan tryuc qua dai.

= C4c gia tri duoc biéu thi 1a cac quéng thoi gian
Area: biéu d6 ving. Pugc dung khi muén biéu dién sy thay doi theo
thoi gian va huéng su chi y dén tong gia tri theo mot khuynh huéng
nao do.

X Y(Scatter): biéu d¢6 phan tan. Sir dung khi :
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= Mubn thay d6i thang ty Ié cua truc ngang.

= Mubn dit truc d6 theo ty 1 16-ga-rit.

= C4c gia tri cua truc ngang duoc cach quing khong déu.

= Co nhiéu diém dix liéu trén truc ngang.

= Mubn diéu chinh thang do truc doc lap cua biéu db tan xa dé
cung cap thém thdng tin vé céc dix liéu c6 chira cap hodc nhém
gia tri.

= Mudn biéu thi diém giéng nhau giira cac tap hop dix liéu lon
thay vi sy khac biét gitta cac diém dix liéu.

=  Mubn so sanh nhiéu diém dit liéu ma khong lién quan dén thoi
gian, cang nhiéu di liéu duoc dwa vao thi cang dua ra nhitng
so sanh tét hon.

o Stock: biéu do chimg khoan. Thudng ding trong viéc minh hoa
nhitng dao dong 1én xubng cua gia co phiéu hay luong mua hang
ngay, nhiét 6 hang nam.

o Surface: biéu d6 bé mat. Sir dung dé biéu dién mdi quan hé gitra cac
luong dit liéu 16n (truong hop dang biéu d6 khac kho xem)

o Radar: so sanh cac gié tri tong hop cua mot vai chudi di liéu

o Combo : biéu db két hop.Biéu d6 nay két hop 2 hay nhiéu dang biéu
d6 khac nhau dé biéu dién cho ngudn dit liéu da dang.

Buwéc 6: Diéu chinh mau sic cho db thi. Chon d6 thi > Chart
Tools=>Design> Change Colors = bang mau xuat hién va chon mau tly
thich.

. Céc thao tac trén dd thi
Di chuyén va thay d6i kich thudc do thi
o Di chuyén: chon db thi > Chart Tools->Design->Location >Move
Chart

Trang 28



Mowve Chart ?

bat chart &
workshook maéi

Choose where you want the chart to be placed:

JJLJ’_J (C) New sheet: | Chart1
|| @ object in:
bat chart ¢ trong
[cﬂnoworkbook ]/ Cancel

o Hoic: R_Click trén dudng bao cua db thi, chon Move chart.

W

- Thay d6i kich thuéc @6 thi: dua chudt vao dudng bao caa db thi, kéo chuot
di chuyén dén kich thuéc mong mudn

- Sao chép d6 thi: chon d6 thi = nhén Ctrl-C, di chuyén dén noi dat-> nhan
Ctrl-Vv

- Xoa dd thi: chon @6 thi = nhan Delete.

- R_Click trén dd thi=> chon Format Chart Area = chon thanh phan muén

hiéu chinh.

1.6.2. Thao tac véi d6i tweong d6 hoa(viét sau-gidng word)
a. Chen ClipArt
b. Chén SmartArt
c. Chén Shape
d. Chen Image

1.6.3. Panh gia dir liéu bang Sparklines

Sparklines cach nhanh va don gian nhat dé thém thanh phan do thi ¢& nho (mini)
trong mot 6 (cell). Sparklines tap trung vao céc gia tri tdi da va tdi thiéu bang
c4c mau sac khac nhau dé phan tich xu huéng dit liéu nhu: tiéu dung, doanh
thu...Vi du, ta cd bang dix liéu sau, dung Sparklines dé xem ti 18 lao dong theo
mdi nim cua tirng nhém tudi. Tuy thudc vao dir liéu ma ta s& chon dang

Sparklines la Column/Line/WinLoss.
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[ Tilew ] Dang Sparklines
Phén theo nhém tudi 2009 2010 2011 |50 bo 2012 Column Line Win/Loss
15-19 22 1.3 16 19 T : - - -
20-24 16.7 14 3 16.9 19.6 T : - - -
25-29 233 23.8 252 27.0 (1] : - - -
30-34 18.0 20.0 21.0 226 1T : - - -
35-39 13.3 13.9 15.2 17.3 annl : - - -
40-44 12.2 12.0 13.0 13.9 (1] * - - -
45-49 14.2 13.1 13.7 13.6 TIT : - - -
50+ 11.6 116 12.2 12.4 TIT : ---
a. Cach thyc hién:
- Buéc 1: chon dong dir liéu muén théng ké
[ Tiew
Phan theo nhém tudi 2009 2010 2011 |So bé 2012
15-19 22 1.3 16 1.9
20-24 16.7 14.8 16.9 19.6
25-29 23.3 23.8 252 27.0
30-34 18.0 20.0 21.0 226
35-39 13.3 13.9 15.2 17.3
40-44 12.2 12.0 13.0 13.9
45-49 14.2 13.1 13.7 136
50+ 11.6 11.6 12.2 12.4

- Buéc 2: Vao INSERT->Sparklines=> chon dang, man hinh xuét hién

Create Sparklines

hoose the data that you want

[ Dong dir liéu da chon ¢ Budc 1 %ﬂ

[ Chon noi dit Sparklines ]’gﬂ

ange: | D%H9

2 < |

]
il

hoose where you want the sparklines to be placed

{ Nhin OK dé hoan tit J

cation Range:

b. Hiéu chinh Sparklines

+ o |

]
1}

Cancel

Chon 6 chura sparklines can hiéu chinh, R_Click=> Sparklines Tools=>chon

nhém can hiéu chinh:

- Sparkline: hiéu chinh vung dir liéu hay vi tri dat sparklines

- Type: diéu chinh dang sparklines

- Show: chon cé4ch hién thi diém trong sparklines.

- Style: chon kiéu hién thi cho loai sparklines va mau sic
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- Group: nhom sparklines hay g& bo cac sparklines.

1.7. Chia sé dir li¢u

1.7.1. Chia sé bang tinh

a. Luu trir vai dinh dang excel (.xlIsx)

o Ctr + S hoic File > Save, man hinh xuat hién = chon vi tri luu

= OneDrive: luu trir bang tinh qua dich vu dién toan dam may

= Computer: Iuu trir bang tinh trong may tinh

= Add a Place: chon mot dich vu luu trit dix liéu khac.

p
f@& OneDrive - Personal

E._ Computer \

EI;I Computer

Current Folder

TinAB

[: » GiangDay = 2014 » TinAB
Recent Folders

TinAB

+ Add a

|

O » GiangDay = 2014 » TinAB

Chon 6 dia/thy muC |xcel

can luu

: » GiangDay » 2014 » TinAB » Tin A » Bai Tap » Excel
NTU

D: = DNTU

Desktop

Documents

Browse

- Man hinh xuat hién tiép theo sau khi chon noi luu
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b. Luu workbook véi dinh dang tuy y
- Céc dang c6 thé luu:
o .xlsm: dinh dang excel c6 chira
macro
xlIs: dinh dang excel 97-2000

o .mhtm, .mhtml: dinh dang web

(@)

o .xltx: dinh dang template dung

cho viéc tao bang dinh dang mau

o .txt/.csv: dinh dang text

X3 &S
© v 1 L« 3TTTH » Excel-T8-2012 v & | Search Excel-T8-2012 o
Organize * Mew folder f= - 7]
™ Namg 1.Chon 6 dia/ Date modified Type
18 Computer th A
. muyc can |
Eﬁ Local Disk (C:j/ umu uu atch your search,
ca Data (Dx)
€% DVD RW Drive (E: 2.Nhap tén tap
?! Metwork v € >
- X«
File name; | v|
Save as type: | Excel Workbook (*xlsx) v |
Authors:  CamHuong Tags: Add atag .
3.Nhan Save
[]5ave Thumbnail /
[+ Hide Folders Tools - | Save | ‘ Cancel ‘

Page range

i) Page(s) From: |-| = | To: |-| =
Publish what

I:::l Selection D Entire workbook

(®) Active sheet(s) Table

|:| Ignore print areas
Include non-printing information

Document properties
Document structure tags for accessibility

XPS Document options

Preserve restricted permissions in XPS

O

(@)

.pdf: dinh dang pdf
xps: dinh dang XPS

| ok | Cancel

Khi luu workbook v&i mot trong cac dinh dang nay ta cd thé lua chon céc tly chon noi

dung mudn thém vao trong workbook trong muc Options.

c. Luu workbook trén OneDrive
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1. Chon OneDrive
Save As

& OneDrive - Personal & OneDrive - Personal

Recent Folders
'—EE Other Web Locations & Giao Trinh Tin AB
e Phuc Tran's OneDrive » Giao Trinh Tin AB

= & Documents
Etl Computer Phuc Tran's OneDrive » Documents
LI

& Phuc Tran's OneDrive

Add a Place & Luc Duong Minh's OneDrive

Browse

& Get OneDrive for Windows and take your files with you anywhere,
Learn Mare.

d. Chia sé workbook qua e.mail
File > Share>man hinh xuét hién = chon Email = chon dinh dang tap tin
mudn dinh kém: Send as Attachment/Send a link/ Send as PDF/Send as
XPS/Send as Internet Fax. = nhap tai khoan OutLook Express =>send.

1.7.2. Quan ly ghi chd (comments)

Thém ghi chd :R_Click trén & can ghi chd, chon Insert Comment=>nhap noi
dung-> Enter

- Xoa ghi chu : R_Click trén 6 c6 ghi chu - Delete Comments

- Stra ghi cha : R_Click trén 6 co ghi chi > Edit Comments

- An/hién ghi cha : R_Click trén 6 c6 ghi chi > Show/Hide Comments

1.8.Sap xép va loc dir liéu
Sort (sap xép) va Filter (loc) 1a nhitng tinh ning cho phép ching ta thao tac dit liéu
trong mot bang tinh duoc thiét 1ap dya trén cac tiéu chuan da co.
1.8.1. Loc dir li¢u
- Click vao cot hoac chon céc cot c6 chira dit liéu mudn loc
- Tab Data->Filter, click vao miii tén phia dudi 6 tiéu dé, c6 3 dang hién thi

tuong tng dbi vai kiéu di liéu.
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o Néu cot dir liéu 1a kiéu text, ta chon Text Filters, chon tly chon va

nhap dix liu loc trong g

STT _

8] SortAteZ
Z] sornZtoa
Sort by Color

Text Filters

Search

] [Select All

oK

5O BAO DAN™ [KHOITFT| TOAN | LY

Cancel

-

Equals...

Does Mot Equal...
Begins With...

Ends With...
Contains...

Does Mot Contain...

Custom Filter...

o Néu cot dir liéu 1a kiéu s, ta chon Number Filter va nhap dit liéu loc

tuong tng

fl Sort Smallest to Largest
El Sort Largest to Smallest
Sort by Color

Filter by Color
Mumber Filters

Search

- [Select All

o
5
&
7

=]

OK

C

D

B
SO BAO DAN® |KHOI 'I"_Pj‘ TOA™

Cancel

E F
LY | HOA
Equals...

Does Mot Equal...

Greater Than...

Greater Than Or Equal Te...
Less Than...

Less Than Or Egual Te...
Between...

Top 10...

Above Average

Below Average

Custom Filter...

o Néu cot dix liéu 1a kiéu ngay, ta chon Date Filters, chon cac tuy chon

dir liéu loc twong Gng.

1.8.2. Sap xép dir liéu

- Pé thyc hién mot sap xép theo chiéu ting dan hay giam dan trén mot cot:

Trang 34



= Panh diu cac 6 mudn duoc sip xép

Al [Z]A W Clear
= Click Sort & Filter trén tab Data : T ¥ Reapply
z ort iter
= Kich ndt Sort Ascending (A-Z) hay B ¥ Advanced
. Sort & Filter
Sort Descending (Z-A)
- Tuy chinh sap xép

= Mudn sip xép nhiéu hon mot cot
e Click Sort & Filter
e Chon cot mudn sap xép dau tién (uu tién)

e Chon Add level > chon cot tiép theo mudn sip xép>0K

| | Add Level || 7% Delete Level || [ Copy Level |||ZI v | Options... | My data has headers

Column Sart On Order

Sortby |G BAOD DANH E Values E AtoZ E
Then by E‘ Values El AtoZ @

ST
50 BAD DANH
KHOI THI
TOAN

L.
HOA
SINH -
DIEN UU TIEN
BIEM UU TIEN
TONG BIEM
KET QUA

OK | | Cancel
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CHUONG 2. PHAN BAI TAP EXCEL CO BAN

BAI TAP 1
Thwc hanh cac thao tic co ban trén Sheet: Thém, doi tén sheet, copy & paste, dién
dir liéu tw déng, dinh dang sheet, table. St dung dia chi twong doi, tuyét doi

A B C D E F
; thmg ban . . . - —
STT Thang \ Chi phibéan Loi nhuan Ti 1e%o
1 hang
2 1 Thg8-2012 100.000 65.000
3 2 Thg9-2012 85.000 52.000
4 3 Thg10-2012 90.000 53.000
5 4 The11-2012 115.000 59.000
6 5 Thg12-2012 107.000 61.000
7 6 The1-2013 101.000 62.000
8 7 Thg2-2013 105.000 58.000
9 8 The3-2013 112.000 63.000
10 9 Thg4-2013 : _
1. Nhép bang tinh trén Sheet1, sau d6 doi tén Sheet thanh GP.
2. Dung Autofill dé€ dién dir liéu tw dong cho sé thir tw (STT) va Thang.
3. Dung Format table dé dinh dang bang trén.
4. Pinh dang co6t tong ban hang, chi phi ban va lgi nhuin don vitién téla $, cé
diu phén cach hang nghin
5. Nhéip cong thirc cho 6 lgi nhuin (E2) = Tong ban hang - Chi phi ban
6. Sao chép cong thirc sang cac dong con lai.

7. Tao thém sheet khac ké sheet GP. Pt tén 1a Comm. Nhip dit liéu va dinh
dang & Sheet Comm dung mau sau (cot A1, dong 1->10) :

A ; ¢ 0 B F [ & |
| DU LIEU BAN HANG

.
s || | | |
!

;
A Tienhoahong 1% | 10.0%

@l Tién hoa hong 2%
;

5 Tong tién hoa hang 1
40 Tong tién hoa hang 2

Copy vung dir liéu tir B1 dén C9 ctia sheet GP vao 6 A3 ctia Sheet Comm va
chon
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Trung Tam Tin Hoc Sao
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90/47 Bdng Khai, Tan Phong, Bién Hoa

ché @6 sao chép la Transpose. Khi d6, bang tinh Comm sé c6 dang sau :

A

B

C

D E
DU LIEU BAN HANG

F

G

H

Thang

The$-2012

Thg9-2012

Thgl0-2012

Thgl1-2012

Thgl2-2012

Thel-2013

The2-2013

The3-2013

100.000

§5.000

90.000

115.000

107.000

101.000

105.000

112.000

1
2
3
4 Tl:ing bin hang
5
6

g Tdng tién hoa hdng 1
40 Tong tién hoa hdng 2

Tién hoa héng 1% 10.0%
Y8l Tién hoa héng 2 %

8. Tinh tién hoa hong 1 tai 6 B9,B10 v&i ti 1€ hoa hong twong (rng & B6, B7.
Sau do sao chép cong thirc & B9,B10 sang cac 6 con lai tir C9,C10 - 19,110
9. Tao thém sheet thit 3 c6 tén la Sales. Sao chép dit liéu Thang & Sheet GP

sang sheet Sales dat & vi tri nhw hinh dwéi

A

B

TONG KET

C

Thang

Téng ban hang

Tilé

= L R =

The8-2012

[y ]

Thg9-2012

6 Thgl0-201

2

7 Thgll1-201

2

8 Thgl2-201

2

9 Thel-2013

10 ‘Thg2-2013

11 Thg3-2013

10.Chon 6 B4 ctia Sheet Sales, tao lién két dir liéu dén 6 C2 cua sheet GP. Sau
do sao chép cong thirc cho cac 6 con lai trén cot B cia sheet Sales.

B4

-

e =GP!C4

11.Tinh Tong ban hang cho tat ca cac thang tai 6 B12. Tinh ti 1é cho tirng thang
= tdng ban hang moi thang/gia tri tai 6 B12.

12.Trd lai Sheet GP, tao lién két dir liéu dé 1dy dir liéu tir cot C cla sheet Sales

sang coOt F cua sheet GP.
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BAI TAP 2

N6i dung chinh: thwc hanh st dung cac dang dia chi va dinh dang dit liéu

A B c | D E F | ¢ | H
— hi thich Al s BT] S0 | Thanh : T!]“E :
_ 2smr Ten hang oia lrone| tid Thang 1|Thdng 2| Thing 3
oyng| tién (3)
= (%) 2% 3% 4%
4 1 CPU 100 g ? ?
5 2 RAM 255 10
6 3 HDD 825 12
7 4 FDD 5 20
3 5 CD ROM 245 10
9 6 MONITOR 110 22
10 7 MOUSE 35 20
11 8 KEYBOARD 4 15
12 9 MAINBOAERD 90 18
13 10 VGA CARD 30 2
14 11 SOUND CARD| 125 10
15 12 SPEAKER 24 10
16 Tong cong: ? ? ? ?
1. Lap cong thirc dé dién gia tri cho cot thanh tién.
2. Lap cbéng thirc tinh thué cho thang 1 tai F4, sau dé chép cong thirc sang
thang 2, 3
3. Tinh tong tién cho cac 6 & dong tong cong
BAI TAP 3
NoOi dung chinh: str dung cac ham IF, ROUND, MIN, MAX, AVG
BANG PIEM THI TIN HOC VAN PHONG
L GIOT | . PIEM | PIEM | PIEM | KET | XEP
STT HO TEN TINH NGAY SINH LT TH B QU il Lo AT
1 |Trin AnhMinh |Nam 04/03/1995 g 5 ? ? ?
2 |Lé Viét Anh Nam 11/12/1993 5 2
3 |Tran Lé Thuy N 03/02/1987 4 7
4 |Phan Hoai Thu Nam 05/04/1988 2 5
5 |HOHai Yén Nz 11/12/1985 8 7
6 |Pham Dung Nam 27/04/1989 9 5
7 |Nguyen Canh NamNam 21/12/1980 g 8
8 |Lam Hué Chi N 28/05/1987 8.5 7
Cao nhit ?
Trung binh ?
Thap nhat ?

1. Piém trung binh (PIEM TB) dwoc tinh theo cong thirc: =(Piém LT +
Diém TH *2) / 3. Lam tron 2 s6 1é.

2. K&t qua: néu BPIEM TB>=5 thi dau, nguwoc lai 1a rét
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3. Xép loai nhw sau:
Néu 0 < Piém TB < 5 thi Yéu.
Néu 5 <= Piém TB < 7 thi Trung binh
Néu 7 <= Diém TB < 8 thi Kha.
Néu 8 <= Piém TB < 9 thi Gioi

Néu 9 <= DPiém TB <= 10 thi XS

4. Tinh Cao nhat, Trung binh, Thip nhat

BAI TAP 4

No6i dung: Str dung ham IF va cac ham thao tac trén chudi, dinh dang bang

tinh. S3p sép dir liéu.

Bang tinh 1

DANH SACH NHAN VIEN

STT MA NV

MA XUAT-
NHAP KHAU

TEN SAN
PHAM

SO HIEU

XK G001

b3 =

NEDOO1

NEDOOZ

XKG002

NET001

NEKTOO0Z

e s Y LW, T N RV

XK G003

g NEDOO3

1. M3 xu4t nhap khiu: 2 ky tw dau cia MA NV

2. Tén sdn pham: néu ky tw thir 3 1a G ghi la Gao, 1a D ghi la dwong, 1a T ghi la

Than

3. S6 hiéu: 3 ky tw cuéi—> chuyén vé so

4. Locranhitrng nhan vién c6 s6 hiéu la 3.

Bang tinh 2

@ 0812 114 345 | & tinhocsaoviet.com
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BANG LUONG GIAO VIEN

L AL CHUC BAC | LUONG
MA G HO VA TEX VU |LUONG | COBAN
GVO01 Lé Kim Anh 500000
HTO05 Hb Trung Diing 500000
GV02 Thai Van Huy 500000
GVO01 Tran Thanh Binh 500000
HP04 Bach Quéc An 500000
GV03 L& Kidu Nhi 500000
GVO01 Va Anh Khoa 500000

1. Pinh dang LWONG CO BAN c6 d4u phan cach hang nghin, don vila VNP

2. Chtrc vu: dua vao 2 ky tw dau ctia MA GV: néu 1a HT ghi 1a hiéu trwéng, néu
la HP ghi la hiéu pho, con lai ghi la Giado vién

3. BAC LUONG la 2 ky tu cudi cia MA GV

4. Thém vao co6t PHU CAP sau c6t LWONG CO BAN. Néu chirc vu 13 hiéu
trudng thi phu cdp 200000, néu l1a hiéu phé phu cdp 150000, con gido vién
phu cdp 100000.

5. Thém vao c6t THUC LANH = LUONG CO BAN * HE SO + PHU CAP.

6. Sap x&p dit liéu theo Bac lwong ting dan, THU'C LANH giam dan.

Bang tinh 3

1. Tién thué = s6 ngay*gia
- S6 ngay = ngay di- ngay dén
- Gid dwa vao Ky tw trai cia s6 phong va bang gid phong. Dung IF két
hop LEFT va dia chi tuyét doi.
2. Tién gidm: N&u khach bat dau thué phong vao ngay 15 thi dwoc giam 30%
tién phong ctia ngay do.
3. Tong trd = Tién thué - tién gidm.
4. Tinh tong s6 tién thu dwoc.

5. Cé6 bao nhiéu loai phong trong khach san da cho thué
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QUAN LY THUE PHONG KHACH SAN

BANG GIA PHONG
LOAI A B C
GIA THUE 1 NGAY | 3003 1003 70%
STT 1‘}:\ s‘ﬁ NGAY NGAY TIE)E mE\ Tf}}:p
KHACH | PHONG DEN DI THUE | GIAM | TRA
1 Loan A01 01/01/2013 | 10/01/2013
2 Ngoc BO1 05/01/2013 | 15/01/2013
3 Hiéu A02 18/02/2013 | 25/02/2013
4 Hoa Co2 15/01/2013 | 20/01/2013
5 Thai A02 25/01/2013 | 30/01/2013
6 Truong B02 10/01/2013 | 30/01/2013
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BAI TAP 5

NoOi dung : Pinh dang dit liéu, str dung chirc nang Sort, Filter, FreezePane, cAc ham

ngay thang, MIN, MAX ,AVG ,SUM , COUNT...

BANG THONG KE MUC GIAM TRU GIA CANH  |Msc téi thidu 9,000,000
Mia NV | HoTén | Ngaysinh | Gi¢i Tinh Noi ¢ S0 con Lwong

NSOl |7 11/10/1975|Nam Tp.Ho Chi Minh 1| 11,540,000
NS02 |2 20/10/1978 | Nit Binh Duong 2| 11.200.000
NS03 |2 23/12/1980|Nam Dbng Nai 0| 11.320.000
NS04 |7 15/10/1982|Nam Tp.Ho Chi Minh 2| 10.200.000
KT05 |2 12/10/1975|Nit Binh Duong 3| 13,140,000
KT06 |7 22/01/1981|Nit Binh Duong 3] 9.630.000
KT07 |2 18/12/1980|Nit Dong Nai 2| 9,960,000
KT0S |2 15/09/1982|Nam Tp Hb Chi Minh 1| 9590000
IT09 ? 11/11/1975|Nam Long An 3] 9.770.000
IT10 ? 23/01/1983 |Nit Long An 1| 10,990,000
IT11 ? 19/12/1981 |Nam Tp.HO Chi Minh 1| 9,810,000
IT12 ? 29/03/1978 |Nit Binh Duong 0| 10,810,000
IT13 ? 20/04/1970|Nit Tp.Ho Chi Minh 2| 10,600,000
IT14 ? 11/08/1976|Ni Viing Tau 2| 10.340.000
IT15 ? 28/04/1980 | Nit Viing Tau 2| 8.900.000
IT16 ? 10/10/1977 |Nam Tp.Ho Chi Minh 1| 11,150,000
IT17 ? 06/10/1975 | Nam Dong Nai o]  8.770.000
SL1§ |2 25/08/1967 |Nit Dong Nai 2| 8.670.000
SL19 |2 28/06/1975 | Nam Binh Duong 2| 9520000
sL20 |2 03/08/1975 | Nam Tp.Hb Chi Minh o] 10.900.000
sL21 |2 28/06/1976|Nit Binh Duong 2| 10.430.000
sL22 |2 06/01/1971 |Nam Binh Duong 1| 11210000

1. Nhap liéu bang tinh trén, dir liéu Ho tén tw thém vao

2. binh dang Lwong la VND, c6 diu phan cach hang nghin.

3. Thém vao cot Phong Ban ké cot Lwong, dién dir liéu cho c6t Phong Ban dwa vao

2 ky tw dau MA NV va m6 ta : néu 1a NS ghi 1a Nhan sy, néu 1a KT ghi 12 K& toan,

néu la IT ghi 1a K§ thut, con lai ghi Kinh Doanh.

4. Thém vao cot Tuodi ké cdt Ngay sinh, dién dir liéu cho c6t Tubi = Year(Today())-

Year(Ngaysinh).

5. Thém vao cot S6 tién chiu thué. Tinh S6 tién chiu thué = LWONG - 6 dir liéu mirc
t6i thiéu.

6. Thém vao cot Mirc giam trir. Pién dit liéu cho c6t nay nhw sau :nhirng nhan vién
khong c6 con thi mirc gidm trir bang 0. Nhitng nhan vién c6 s6 con tir 1 tré 1én thi

mic giam trir = s6 con * 4.000.000
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7. Thém vao cot Thué phai nép. Néu s tién chiu thué > Mikc gidm trir thi méi tinh
thué. Thué phai ndp = (S6 tién chiu thué - Mic gidm trir)*10%.

8. Thém vao dong cudi bang tinh, tinh téng céng cho cot LWONG, THUE, trung
binh, 1&6n nhit, nhé nhit cho ¢t TUOL, LUONG.

9. Sap xé&p bang tinh theo Phong ban ting din, lwvong gidm dan.

10. Loc ra nhitng nhan vién c6 nam sinh 1975

11. Loc ra nhitng nhan vién c6 sd con bang 3

12. Loc ra nhitng nhan vién & phong nhan sw c6 mirc lwvong 1é6n hon 10 triéu.

13. Thong ké cé bao nhiéu nhan vién nit, nhan vién nam

14. Tinh téng lwong theo moi phong ban

15. Théng ké moi phong ban c6 bao nhiéu nhan vién.

16. Thwc hién chirc nang FreezePane c6 dinh cot ho tén dé xem dit liéu cac cot con

lai.
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BAI TAP 6

Noi dung: Str dung ham IF va cac ham thao tac trén chudi, két hop véi cac ham

luan Iy (AND, OR, MIN)

KET QUA TUYEN SINH

SO BD HOVATEN |TOAN| LY | HOA | UUTIEN |[TONG DIEM| KET QUA
KV1A001 |Lé Hitu Tuin 4 g 6
KV2A002 |Nguyén Thanh An 0 6 5
KV2B003 |Lé Duy Hoa 5 7 6
KV3C004 |Nguyén Hung 7 0 7
KV1B005 |Trin Minh Hing 2 3 5
KV2B007 |Lé& Anh Tuan 0 2 3
KV3B008 |Vii Van Ho 4 2 0

1. Thém vao cdt Khu vwe dw thi k& cot UU TIEN. Khu vuwe du thi dwa vao 3

ky tw dau cua S6 BD

. bién dit liu cho cot diém UU TIEN nhw sau: néu thi sinh & KV1 hoic

KV2 va khong c6 diém thi ndo bang 0 thi dwgc cong 0.5. Néu thi sinh &
KV3 va khong c6 diém thi nao bang 0 thi cong 1. Cac treong hop khic

khong cong diém.

T6ng diém = TOAN + LY + HOA + U TIEN
Thém vio c6t KHOI THI sau c6t KHU VU'C. Pién dir liéu cho KHOI THI

dwa vao ky tu thit 4 ctiia SO BD.
. Pién dit liéu cho cot KET QUA: biét diém chudn khéi A 13 15, khéi B1a 13

vakhoiCla12.
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BAI TAP 7

Noi dung: str dung cac ham thao tac trén chui, IF, MID, MOD va cac loai dia chi.

BANG TINH TIEN THUE XE
Mﬁln NG&‘E’ NGA:&" LOAI KE[A(:H SO NG%Y SO TIAIN PON G}i HAT TRA
THUE THUE TRA XE HANG THUE THUE THUE
Minh-MAX | 09/01/2013 | 26/01/2013
Toan-NAH | 01/02/2013 | 03/03/2013
Thang-TNH | 09/04/2013 | 24/04/2013
Hanh-TNA | 19/06/2013 | 24/06/2013
Phic-MAX | 21/05/2013 | 11/06/2013
Loc-TNH | 12/06/2013 | 15/06/2013
Tong Cong
1. Loai xe: dwa vao 3 ky tu cudi cia MA THUE véi mo ta sau: néu la MAX 1a
may xuc, néu la NAH la xe ning hang, néu la TNH la xe tai nhe, con lai la xe tai
nang.
2. Khach hang: 1a ky tw dau ctia MA THUE n6i véi chudi loai xe. Vi du MA
THUE 1a Minh-MAX thi KHACH HANG sé 1a M_M4y xuc.
3. SO ngay thué dwoc tinh tir phin duw cta tong s6 ngay thué chia cho 7. (
MOD(ngaytra-ngaythue,7))
4, So\tuan ttlue du\'c_rc tinh tir phan nguyén cua tong so ot 300000 VND
ngay thue/7 (ham INT) =  |Xe nang hang|350000 VND
5. DON GIA THUE dwoc tinh tr bang ké bén(luu y s —
May xuc 400000 VND

dung dia chi tuyét do6i dé ghi nhan gia tri tinh
toan).
6. PHAI TRA = DON GIA THUE * (NGAY TRA - NGAY THUE). Lwu y néu khach
hang c6 SO TUAN THUE >3 thi gidm 10% DON GIA THUE.

Trang 45



