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EXCEL



BAI 1: LAM QUEN VOI MS EXCEL 2010

1. Ms Excel la gi? . .
Microsoft Excel la mét phan mém hay la mét chuwong trinh (’ng dung, ma khi chay chwong trinh

&ng dung nay sé tao ra mot bang tinh va bang tinh nay gitp ta dé dang hon trong viéc thyc

hién:

Tinh toan dai s, phan tich d liéu

Lap bang biéu bao céo, td chirc danh sach

Truy cap cac ngudn di liéu khac nhau

Vé d6 thj va cac so do

Tw ddng hoa céac cong viéc bang cac macro

Va nhiéu (rng dung khac dé gitp ching ta cé thé phan tich nhiéu loai hinh bai toan khac
nhau.

2. Manhinh lamviéc cua Excel 2010:
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3. Ribbon:

Home: La noi chlra cac nat Iénh dwoc st dung thwdng xuyén trong qua trinh lam viéc
nhw: céat, dan, sao chép, dinh dang tai liéu, chén hay x6a dong/cot, sap xép, tim kiém, loc
dir liéu..

Insert: Chén céc loai dbi twong vao bang tinh: bang biéu, vé so dé, db thi, ki hiéu,..

Page Layout: chira cac nit Iénh vé viéc hién thj bang tinh va thiét 1ap in &n

Formulas: chén cbéng thire, dat tén vung (range)

Data: cac nut Iénh thao tac véi dir liéu trong va ngoai Excel, cac danh séach, phan tich dir
liéu.

Review: cac nuat lénh kiém 16i chinh ta, hé tro dich ttv, thém chu thich vao cac 6, cac thiét
lap bao vé bang tinh

View: Thiét lap cac ché dd hién thj ctia bang tinh nhw: phdng to, thu nhd, chia man

hinh..



4. Pinh dang 6:

Phéong Thunhe Canh  Xoay Cic loai dinh
to chit chix gitta doe chw dang s6
Canhlé |Canhlé | Wrap Text Dangsé

Font chit  C& chit . ¥ P !
tren | dudi No1 6 phan tram

- - ——

Times New Rom =~ 12 ~ | A & == =% General ¥
B I U-||E~O-AEE=EIEE $ - % o ||%8 %
F-‘-"i F \ Alignmeant P M ||*1::+ }7
Chit dam Ké khung Canh trai Tang thut Dang s6 | Giam s6
Chis nokis Té na Canh oita dau cac dong (ké toan) | thap phin
1 nghién o nén anh giits Giamthut Dang sb g <
Gach chan Mau chix Canh phai dau cac dong (tién té) th E-iphpllﬁ 0

a)Sw dung Dialogbox cua nhém Number:
« Number: di liéu kiéu sé c6 dau phan cach thap phan
« Currency: di liéu kiéu tién té (d4u tién t& nam sat sd)
« Accounting: di liéu kiéu tién té (dau tién t& ndm bén trai sb)
« Date/Time: di¥ liéu kiéu ngay/gid
« Percentage: di¥ liéu kiéu phan tram
« Text: di¥ liéu kiéu chudi
b) Binhdangkhung (border):
» B1: Chon cac 6 can dinh dang khung
* B2: Home - Cells > Format - Format Cells.. - Tab Border
5. Hiéu chinhcét/hang:
* Thém cét/hang:
Chon cét’/hang - Home - Insert - Insert Sheet Rows
Insert Sheet Columns
* Xo0a cét/hang:
Chon cét/hang - Home - Delete - Delete Sheet Rows
Delete Sheet Columns
« Trén hang/cét:
Chon cét/hang can tron > Home > Nhém Alignment > Merge & Center
6. D6i tén/ddmau worksheet.thém worksheet:
a) Dbi tén/dé mau worksheet:
« B1: Chon tén sheet can dbi
« B2: Home - Format ©> Rename Sheet: d6i tén worksheet
Tab Color: d mau worksheet
b) Thém worksheet:
Nhan chuét trai vao dau cong (New sheet) gan noi co tén worksheet
7. Nhapdir liéu:
« Dang chubi (bao gdm sb va chir cai) > nam bén trai 6
« Dang sé 2 nam bén phai 6
+ Dang thoi gian/ngay thang ndm - ndm bén phai 6
+ Giatrilogic (True/False) > nam & gira 0
Nhé&p ngay hién tai: Ctrl+;
Nhap gi& hién tai:  Ctrl+Shift+;
8. Thao tac vé&i workbook:
a) Lwu workbook: File > Save > Dat tén can lwu trong File Name
Luwu y: Excel 2010 dung dinh dang mac dinh”.XLSX”
b) Mé& 1 workbook c6 sén: File > Open
c) Thoat khéi workbook:  File > Close




BAI 2: GIOI THIEU CONG THUC VA HAM

1. Gi¢i thiéucongthiec (Formula):

Céng thirc dwoc sir dung dé tinh toan, thwdng dwoc bat dau bang dau “="

Cong thire cling co thé bat ddu bang d4u céng + hodc try -, trudng hop nay excel sé ty thém
d4u bang phia truéc.

Néu trong cong thirc c6 chudi, thi chudi phai dwoc dat trong cap dau nhay doi *

Vi du:

= A3 & “HA” & “ “& “ NOI”
2. Gi¢i thieuham(Function):

[Tén ham (cac dbi so)

Cac dbi sb bao gdbm:
v'Néu ham khéng yéu cau dbi sé6: Tén ham ()
v'Ham yéu cau 1 hoac nhiéu dbi sé thi cac dbéi sd cach nhau béi dau , hodc dau ;
v Céc dbi sb c6 thé 1a bat budc hodc khong
3. Nhapcéngthic va ham:
* Co6 2 céach:
v'Nhap truc tiép: nhap dau = va sau d6 nhap cong thirc/ham tai 6.
v Str dung Formular: Ngan Formular = Insert Function
4. Pia chid/vung:
« Dia chib:dwoc xac dinh bi tén cot va sb th tw hang.
vD: O A2, B6, D10, .
« Dia chiving: dwoc xac dinh bang dia chi ctia 6 & goc trén bén trai ctia ving va dia chi 6
g6c dudi bén phai ctiia viing phan cach bang dau :
VD: A2:H10, E4:L4...
* Chon vung: c6 2 cach
> Sdrdung chudt: Chon & & goc trén bén trai ctia ving = gilr chuét trai dén 6 & goc dudi
bén phai cla vung sao cho vung dwgc chon c6 mau xam - tha chudt
> St dung ban phim: Chon 6 & goc trén bén trai clia ving = nhan gil shift > chon 6 &
goc dwéi bén phai cia vung sao cho vung dwoc chon cé mau xam - tha phim.
5. Tham chiéutrong céngthic:
« Tham chiéu dia chi twong déi: Cac dong va cot tham chiéu sé thay dbi khi ching ta sao
chép hoéc di chuyén céng thirc.
Vidu: A5:B7, C4
« Tham chiéu dia chi tuyét déi: Cac dong va cot tham chiéu khéng thay déi khi ching ta sao
chép hoéc di chuyén céng thirc
Vidu: $A$5:$B$7, $CH4
« Tham chiéu hén hop: phdi hop tham chiéu dia chi twong dbi va tuyét dbi.
Vi du: A$5: nghia la cot A twong dbi va dong 5 tuyét dbi (hay cét A thay déi va dong 5
khong thay déi khi sao chép hay di chuyén céng thirc)

Lwu y: Dau $ trwdc thir tw cot la c6 dinh cot va trudc thir tw dong la co dinh dong. Nhan phim
F4 dé co dinh dong hoac cot.
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BAI 3: HAM XU LY TREN KIEU CHUOI
1. Ham Concatenate; ding dé ndi nhiéu chudi lai véi nhau

CONCATENATE (textl, text2,...)

Vi du:
CONCATENATE(“Giai phap”, “Excel”, “ “, “Cong cu tuyét v&i cia ban”)
CONCATENATE(A3,A4)
CONCATENATE(A3:A4) (Sai)
A3&A4
2. Ham LEFT: L&y n ki tw tr bén trai sang cda van ban

LEFT (text, num_chars)

o

:

Vidu:
L4y ra ki tw TIN clGa van ban TIN HOC
LEFT(“TIN HOC’, 3)
LEFT(A3,3)

3. Ham RIGHT: L4y n ki tw ter bén phai sang ctda van ban

RIGHT (text, num_chars)

Vi du:
L&y ra ki tw HOC cta van ban TIN HOC
RIGHT(“TIN HOC”, 3)

RIGHT(A3,3)
4. Ham MID: L&y n ki twr trong chudi X b&t d4u ter vi tri m

MID (text, star_num, num_chars)

o

u:
L4y ra chudi “tuyét” cha van ban “Coéng cu tuyét v&i ctia ban”
MID(“Cbng cu tuyét v&i cua ban”, 9, 5)
RIGHT(A3,9,3)

5. Ham UPPER: chuyén chudi ki tw thanh chi#in hoa

Vi

|

UPPER (text)

Vi

[oX

u:
UPPER(“C6ng cu tuyét v&i ctua ban”)
UPPER(A3)
Két qua: CONG CU TUYET VOI CUA BAN

6. Ham LOWER: chuyén chudi ki tw thanh chd thuong

|

LOWER (text)

Vi du:
LOWER(“Céng cu TUYET VOI ctia ban”)
LOWER(A3)
Két qua: cong cu tuyét voi cla ban

7. Ham PROPER: chuyén ki twr d4u tién cda chudi thanh chi in hoa

PROPER (text)

Vi du:
PROPER(“cong cu tuyét v&i cua ban”)
PROPER(A3)
Két qua: Cong Cu Tuyét V&i Cla Ban



8. Ham VALUE ,
Dung dé dbéi chudi thanh sbé

VALUE (text)

Vidu:
VALUE(“2017”) cho két qua la s6 2017

BAI TAP
1. Viét cdng thire dé& ndi chubi “Nguyén Van” va chudi “Hoa”, cd 1 khodng cach & gidra.
Cach 1 oo
CACN 2. e

2. Viét cong thirc dé ndi chudi “nguyén thi” va chudi “mai”, c6 1 khoang cach & gitra, sau do In
hoa ki tw dau tién cda moi tir. Két qua?

CACN Lo

CACN 2 e
3. Viét cong thirc dé 14y ra 2 ki tw dau tién trong chubi “H1-2017-T”. Két qua?

4. Viét cdng thire dé lay ra chudi “2017” trong chudi “G1-2017-A”, sau d6 dbi thanh sé 2013. Két
qua?




BAI 4: HAM NGAY THANG VA THO'l GIAN

1. Ham NOW: hién thj ngay gio cda hé théng
NOW ()

*  Vidu:

NOW ()

2. Ham TODAY: Hién thj ngay cua hé théng
TODAY ()

* Vidu:
TODAY)()
3. Ham DAY/MONTH/YEAR: tra vé gié tri ngay,thang,nam

| DAY (Serial_number) |

| MONTH (Serial_number) |

| YEAR (Serial_number) |

* Vi du:

L4y ra ngay, thang, ndm hién tai

DAY(05/12/2016) MONTH(05/12/2016)  YEAR(05/12/2016)
DAY(TODAY()) ~ MONTH(TODAY()) YEAR(TODAY()

Lwu y: Ngay — Ngay = Sé

4. Ham HOUR/MINUTE/SECOND: trd vé gia trj gic, phat, giay

| HOUR (Serial_number) |

| MINUTE (Serial_number) |

| SECOND (Serial_number) |

* Vi du:

L4y ra gid, phut, giay cha 2:45:30

HOUR(2:45:30)  MINUTE(2:45:30) SECOND(2:45:30)
HOUR(NOW()  MINUTE(NOW()) SECOND(NOW())

5. Ham DATE: dung dé nh4p ngay/thang/ndm

| DATE (year, month, day) |

* Vidu:
DATE(2016,5,3)



BAI 5: HAM TOAN HOC

1. Ham SUM: tinh tdng cAc gia tri

Vidu:

)e

SUM (huml, num2,num3,....)

nh téng cac gia tri 1,5,9,10

suM(1, 5, 9, 10)
SUM(A3, A4, A5, A6)
SUM(A3:A6)

2. Ham AVERAGE: tinh trung binh cdng cac gia tri

Vi du:

AVERAGE (num1l, num2,numa3,....)

AVERAGE(L, 4, 9, 10)

AVERAGE(A3, A4, A5,

AVERAGE(A3:A6)

Tin_h_trung binh cbng cac gia tri 1,4,9,10

AB)

3. Ham MAX/MIN: tra vé gié tri I&n nhat/nhé nhéat

Vi du:

MAX (numl1, num2,num3,....)

MIN (num1, num2,numa3,....)

Tra vé gia tri I&n nhéat va nhé nhét cha céac gia tri 1,5,9,10
MAX(L, 5, 9, 10)
MAX(A3, A4, A5, A6)
MAX(A3:AB)

4. Ham INT: la ham Iy phan nguyén

Vidu:

MIN(L, 5, 9, 10)
MIN(A3, A4, A5, A6)
MIN(A3:A6)

INT (number)

INT(1.6) = 1
INT(-1.6) = -2

5. Ham MOD: tra vé sb dw clia phép chia

Vidu:

MOD (number, divisor_number)

MOD(6,2) = 0
MOD(8,3) = 2

T

Sé bij chia Sé chia




6. Ham ROUND: lam tron s6 dén sé chi dinh

ROUND (number, number_digits)

I

S can lam Vi tri chi dinh
tron lam tron

Vi tri chi dinh > 0 : 1am tron gia tri cha sbé theo phan 1& cta sb.
Vi tri chi dinh=0 : lam tron tri ctia sb dén sé nguyén gan nhét.
Trong 2 trwéng hop trén, gia tri caa sé ngay tai vi tri chi dinh sé tang thém 1 khi
s6 nam bén phai s6 d6>=5.
Vi tri chi dinh = -1: lam tron t&i hang chuc
Vi tri chi dinh = -2: lam tron t&i hang tram Vi
tri chi dinh = -3: lam tron t&i hang nghin

Céng thirc lam tron sé téi 0.5: )
o ~Round(s6*2,0)2
Lay so d6 nhan 2 > lay phan nguyén - lay ket qua chia cho 2

Vidu:
ROUND(126.123569,0) = 126
ROUND(126.123569,1) = 126.1
ROUND(126.123569,3) = 126.124
ROUND(126.123569,-1) = 130
ROUND(126.123469,-2 =

7. Ham ABS , ,

Tra vé gia tri tuyét doi cla gia tri so.

ABS(number)

Vidu: ABS(-68) =68

ABS(70) = 70

Néu 6 réng thi ham =ABS(<dia chi 6 d6>) cho két qua l1a 0.

8. Ham PRODUCT , )
Tinh tich cac 6 chira gia tri s6 va khac rong.

PRODUCT(bts1, bts2, ...)

Vi du: PRODUCT(3, 9, 2) =54
BAI TAP

1. Viét cong thirc dé tinh tdng cac sb 8, 15, 0.5 . Két qua?




5. Viét cdng thirc dé tim gia tri I&n nhét trong cac 6 tv G2 dén K2

BAI TAP TONG HOP

A B C D E F G H
1 Mon Ngay Ngay Thoi S6 S6 S6 Hoc
hoc KG BG gian hoc | tuan ngay tiét phi
lé
Toan 04/01/99 | 29/04/99 ? ? ? ? ?
Ly 11/01/99 | 21/04/99
Hbéa 11/01/99 | 27/04/99

Hoc phi cao nhat:

Hoc phi thap nhat:

Hoc phi binh quan:

NGB WN

Téng hoc phi:

Viét cong thire tinh:

1. Thaoigian hoc = ngay BG — ngay KG

10



BAI 6: HAM LOGIC

1. Logical test: .
Logical_test: la 1 biéu thirc so sanh, tra vé gia tri True hoac False
Vi du:

5>7
“T!! = “t)! ]
AND(9-3=6, 4<7) cho két qua la TRUE
2. Ham IF():
IF (logical_test, value_if_true, value_if false)
Pidu Giatri tra Giatri tra
kién ve néu dicu Ve néu dicu
: Kién dung Kién sai
Vidu:

Néu DTB >=5 thi ghi “bBau”, nguoc lai “Rét”
IF(BTB>=5, “bau”, “Rét”)
3. Ham AND():

AND (Logical_test_1, Logical_test 2,...)

Tra vé TRUE néu tat ca cac Logical_test déu dung.
Chi can 1 Logical_test sai thi ham tra vé gia tri FALSE
Vidu:
Néu 5<=DTB <=8, xép loai Kha, Gioi
IF(AND®TB>=5, DTB<=8),"Kha’, “Gidi")

4. Ham OR():

OR (Logical_test_1, Logical_test 2,...)

Tra vé FALSE néu tat ca cac Logical_test déu sai.
Chican 1 Logical_test dung thi ham tra vé gia tri TRUE
Vidu:
Néu nam sinh = 1970 hoac 1975 la gia, con lai tré
‘ IF(OR(NAM SINH=1970, NAM SINH=1975), “Gi&”, “Tré”)
5. Ham |F longnhau:

IF (logical_test, value_if_true, IF(logical_test, value_if true, value_if false)

11



I<
2
|~

1
2
3
4q
5
]
7

A B
Gia tri

Bow 2 Mo

Yéu cau: lam sao dé cot B hién thi theo mong mudn : Néu gia tri cot A = 0 thi hién thj "Khong",

néu <0 thi hién thi "Am" va néu néu >0 thi hién thj "Dwong"

Bung

Hién thi "Khdng"

Sai

NEu A<D

fung

Hién thi"Am"

Sai

Hién thi "Durong”

Tai 6 B2 gb cbng thirc:

=IF(A2=0,"Khong",IF(A2<0,"am","dwong"))

Copy c6ng thirc vira nhap tai B2 cho cac 6 B3 dén B7, ta c6 dwoc két qua nhw mong muon:

<
i
N

1
2
3
4

5

CO | =] @ LA L D

A
Ho tén

Nguyén Vin An

L& Van Binh

Tran Thi Chung

Binh Ngoc Duong

Y&u cu: cot C hién thj theo mong muén :

DPiém < 5 > Loai "Yéu"

5<= Piém < 8 > Loai "Kha"

8<=Diém - Loai "Gidi"

A B
Gid tri
0 Khong
1 Dwong
2 Dwong
0 Khong
-3 Am
-4 Am
B
Diém Trung Binh
2
5.5
7
8.5

Tai 6 C2 gb cong thurc:

=IF(B2<5,"Yéu", IF(B2<8,"Kha","Gidi"))
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Copy c6ng thirc cho cac & C3 dén C5 ta c6 duwoc két qua:

A B C D
1 Ho tén Diém Trung Binh  X&p loai
2 |Nguyén Van An 2 I‘f'é’u _I
3 L& Van Binh 5.5 Kha
4 Tran ThiChung 7 Kha
5 Binh Ngoc Duong 8.5 Gidi
BAITAP

Tim va viét biéu thirc so sanh trong cac yéu cau sau:

1. Néu BTB>=5 thi “Pau”, ngwoc lai “Rot”

3. Néu Sé lwong tr 30 tré |én thi ghi Phiéu qua tang, ngwoc lai, dé tréng

4. Néu Téng diém >=24 thi "L&p tai ndng", tr 19 dén duéi 24 ghi "Lép thuwdng", con lai ghi "Lép
déng hoc phi xa hoi"

5. Khuy&n mai: Theo sé Iwong, néu sé lwong >=50 thi ghi 15%, t» 30 dén dwdi 50 thi ghi 10%
con lai ghi 0

6. Diém TC=Diém thi + diém chuyén can, voi diém chuyén can tinh theo s6 bubi c6 méat nhw
sau: 9 hay 10 buoi: 1 diem, 7 hay 8 budi: 0.5 diém, con lai 0 diem

7. Biém TC = Diém thi+néu sbé lan phat biéu ttr 2 tré 1én thi +1, 1 lan dwoc 0.5, con lai khéng
tinh

10. Loai hang: Néu 2 ki tw dau la TP thi loai hang "Thwe phdm”, 1a NS thi loai hang la "Néng
san" con VT thi loai hang la "Vat tu".
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11. Loai séch: dwa vao 2 ki tw diu clia ma sach, néu la BT thi loai 1a "Bai tap"; 1a TK [a "Tham
khao" con lai ghi "Loai khac"

14. D& nghi: néu nam XB tir 2005 tr& vé sau va sé lwgng nhé hon 10 thi d& nghi ghi "mua
thém", con lai bo trong.

16. Bon vi tinh: Néu ma hang bat dau bang TP hay NS thi don vi tinh ghi "thung" con lai ghi
"tan"

17. Bé nghi: néu sb lwong nhé hon 5 va khéng phai sach Tai ban thi dé nghi mua thém, con lai
bd tréng

e

14



10.

11.

12.

13.

14.

15.

16.

17.

18.
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BAI 7: THONG KE VA DO TiM
1. Ham thénaké:
a. Xép hang:

| RANK (gia tri xX&p hang, viing, cach xép hang)

Viing: phai dung dia chi tuyét doi o ‘
Cach xep hang: 0: sap xép giam dan, 1:sap xép tang dan
b. Dém sé 6 théa diéu kién:

| COUNTIF (viing gia tri xét diéu kién, diéu kién dém) |

vi du: Dém tat ca cac sb Ién hon 100 trong viing B3:B11
= COUNTIF(B3:B11, ">100")
c. Tinh téng céac 6 théa diéu kién:

| SUMIF(viing gia tri xét dk, dk dém, viing gid tri tinh tbng) |

vi du: Théng ké téng sb lwong hang néng san
=SUMIF(E4:E13,"Nong san",F4:F13)
E4:E13: vung chira loai hang
F4:F13 vung chira sé lwong
d. DPém céc 6 c6 giatrilasé
| COUNT (vlng) |
e. Dém céc 6 co giatri
| COUNTA (ving) |

2. HAm do tim

a) Do theo hang:

| =VLOOKUP(<biéu thirc do>, <bang dé do>, <cot tra vé>, <cach do>)

b) DO theo cét:

| =HLOOKUP(<biéu thirc do>, <bang dé& do>, <hang tra v&>, <cach do>)

- Cach do: ] ] )
a.  0lado chinh xac, néu khong tim thay sé bao 16i #N/A, )
b. 1,-1,2,3..do gan ding, bang do phai dwgc sap xép theo th tw tdng dan
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B BAI TAP
Bai 1: Dién vao cho trong:
-Thdng ké s6 thi sinh dau

T (K4:K14, ............ )
-Thong ké sb loai hang la ndng san

..................... (E4:E13, ...ccocee)
-Thong ké Tong s6 SV dau

T OT (33:39, ............ )
-Thong ké sb lugng sach cua Nha xuat ban Gido duc

S (C3:C14,"Giao Duc",E3:E14)

Bai 2: Nganh hoc: dua vao ky tu' thr 3 ciia ma s6 SV theo bang 1
Nhan xét: Cot E chra MSSV, ki tu' th(r 3 la A>nganh Anh Van
=VLOOKUP oo ,$A$15:$B$20,2,0)

Bai 3: Nha XB: Dua vao ki tu dau cia ma sach va tra trong bang 1

Nx: Cot C chfa M3 sach, vd: 1-2012-T, ki tu d&u 1a “1” va trong bang do 1a s6 1->phai déi sang
ki€u s&

=VLOOKUP( ..o ,$A$17:$B$21,2,0)

Bai 4: Tén sach: dua vao cdt LOAI SACH tra trong BANG TEN SACH i
Nhén xét: Cot B chfa LOAI SACH, 01 1a ki€u chudi, trong bang do ciing la chuoi 01

=VLOOKUP(....oooorooeeceeceeeeeeeeeeeeeeeeee ,$A$17:$B%$20,2,0)
Bai 5: Gia: dua vao ma san pham va loai hang Nhap khau hay xudt khiu va tra trong Bang 1
Bang 1
Ma sp Tén Sp Gia nhap khau Gia xuat khau
DP Puc Phat | 5600 5200
BC Bibica 9400 9100
MX Maxim 6600 6300

Nhan xét: Cot B chira Ma sp, vd: DPXKO01, dung ham Vlookup, c6t tra vé la cot 3 néu doé la hang
nhép khau, cot tra vé 1a 4 néu dd |a hang xuét khau

=VLOOKUP(left(B3,2), $A$17:$B$20, if(mid(B3,3,2)="NK",3,4), 0)

17
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BAI 8. SAP XEP VA TRICH LOC

1. Sap xépdir liu(Sort)

Dung dé sép xép nhirng di liéu theo thir tw tang dan ho&c gidm dan. Excel cho phép st dung
tbi da 3 vung lam khoa sap xep Khi di¥ liéu cua khoa dau tién trung nhau, Excel sé xet khoa tiép
theo dé quyét dinh thir tw ciia cdc mau tin. Khi dwoc sdp xép, dir liéu trong cing mot mau tin sé
di chuyén theo di¥ liéu viing lam khod, do dé trwéc khi sép xép ta phai chon day dd cac viing cia
co s& dir liéu.

Céachthwc hién :

Chon toan bd co s& di¥ liéu can sap xép.

Chon Home/Sort&Filter/Custom Sort, xu4t hién hép thoai Sort

Khai bao khoa sap xép chinh trong phan Sort By. Néu khoa thir nhét bj triing thi chon tiép khoa
sap xep thr hai bang cach bam vao Add Lever.

Sap Xep tang dan: Smallest to Largest hoac A to Z

Sap Xep glam dan: Largest to Smallest hoac Z to A.

Néu co s& dir liéu c6 dong dau tién chira tén cac cot dir liéu thi chon M My List Has headers Iic
nay Excel sé& khéng dwa dong dau vao pham vi sap xép ma dung dong nay lam khoa sép xép.

F |
Sart @ i:h
| 2] Add Level || 7% Delete Level || E|’_£| Copy Level || Options... | My data has headers

Column Sort On Order
Sort by E Walues E AtoZ IE'
814 ] | Cancel
L -

2. Trich loc: dung Advanced Filter
Chon loc dé cho ra danh sach cac mau tin thod man cac diéu kién cho truéc.
Cac budc thwe hiénAdvanced Filter :

B1:Tao vung diéu kién (Criteria Table) gdm : dong 1 chira tén cac ving tin dung dé thiét 1ap diéu
kién tim kiém (t&n phai gibng véi tén viing cla co s& di liéu). Dong 2 dung dé ghi cac diéu kién
truy tim.

B2 : Nhap chuét vao bang can loc. Advanced Filter HE
B3 : Chon menu Data - Filter - Advanced Filter, xuat hién hop | Action
thoai : % Filter the list, in-place
f‘i .
Chon: Copy ko another location

Copy to another location : sao chép két qud vao mot Ligumge: [
khéac.

List Range : toa do cla ving co s& dir liéu ban dau. |

Criteria range: I

bt e e

Criteria Range : dia chi cGa ving diéu kién (tao & buéc 1) [ Unique records only

Ik I Cancel |

Copy to : nhap toa do cta viing két qua

Unique Record Only : chon muc nay néu mudn chi hién thi mét
mau tin trong trwdng hop co sé& di liéu c6 nhiéu méau tin thoa diéu kién.
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BAI TAP

Viét diéu kién cho céac vung diéu kién sau:

1.

Trich danh sach thi sinh dau sinh trwedc nam 1995
NAM Keét
SINH qua

Trich ra danh sach cac mat hang Thwc phdm va sé lwong >= 100.
Loai hang S6 lwong

Trich ra danh sach cac sach thuéc nha XB Giao duc hoac Van hoc
Nha XB

Trich danh séch sinh vién nganh Anh van hay Toan - Tin c6 két qua dau.

NGANH HOC | KET QUA

Trich danh séach sinh vién nganh Vat ly hay Héa c6 két qua DAU.
NGANH KET
HOC QUA

Trich ra cac hoa don ¢ xuat xir Asean va c6 sb lwong Ién hon hay bang 100.
Xuat xw So lwong

Trich ra danh sach cac sach loai Bai tap va sb lwgng >=5.

SO
Loai sach | LUONG

Trich danh sach cac mét hang & "Nong san" hay "Thwc phdm"

Loai hang
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