Thao T4c Co Ban Vi Cac Poi Twong
Co Ban Trong Excel

Nhap Liéu Ping Trong Excel

K§ Niing In An Trong Excel

Ky Nang Trinh Bay Bang Tinh Trong
Excel

Loc Dir Liéu Trong Excel

Kién Thirc Co Ban Vé Sir Dung Ham
Trong Excel

Ham Tinh Toan Va Théng K& Trong
Excel

Ham Xir Ly Chudi Trong Excel




CHUONG I: THAO TAC CO BAN VOI CAC POI TUQNG CO BAN TRONG EXCEL

I. Bai tap tiép cin

II. NOi dung nghién ctru

1) Muc dich nghién ctru
2) Khoi dong bang tinh Excel
3) Luu tép tin Excel
4) Giao dién bang tinh Excel
5) Thao tac vo1 Sheet
6) Thao tac véi Dong
7) Thao tac véi Cot
8) Thao tac vo1 Dia chi 6
TIN HOC SAO VIET #Bach Xuan Hién

B 093 11 44 858
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I. BAITAP TIEP CAN

Bai tap thao tac véi sheet

N

1. Tao mot workbook méi va luu vao Desktop vt tén Thuc hanh Excel
2. Tao 3 sheet mdi1 va dat tén nhu sau: Sao Viet 1, Sao Viet 2, Sao Viet 3, Sao Viet 4
3. Poi tén sheet Sao Viet 1 thanh Tin hoc Sao Viet
4
5
6

An sheet Sao Viet 2, Sao Viet 4
Xo0a sheet Tin hoc Sao Viet

Hién thi cac sheet b1 an

=> Bai tap thao tac véi dong
=> Bai tap thao tac voi cot

=> Bai tap thao tac vai dia chi 6

TIN HOC SAO VIET #Bach Xuan Hién

B 093 11 44 858
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II. NOIDUNG NGHIEN CUU

Viéc quan trong nhat khi hoc bat ké mot ung dung nao, do 1a phai biét mo,
luu va ndm dugc cac 1énh co ban nhat trén cac doi tugng thuong xuyén
lam viéc.

Khéng nhitng phai biét ma phai nim rd va ghi nhé dugc nhing diéu cin
ban trén, néu khong khoa hoc coi nhu khong cé gia tri.

Vi¢c thanh thao nhiing thao tac va Iénh co ban s€ giap viéc hoc cac phﬁn
sau tr¢ nén don gian hon va hirng thu hoc tap hon.

#Bach Xuan Hién B 093 11 44 858 @©tinhocsaoviet.com Trang 4
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TIN HOC SAO VIET

Nhén vao tim kiém Windows — Nhap Excel — Chon Blank workbook

== Q Excel

#Bach Xuéan Hién

a Excel

()

Home

New

Open

B 093 11 44 858

New

w N

< o u o

Blank workbook

S~

‘ Search for online templates

Suggested searches: Business Personal Planners and Trackers Lists Bt

Get started with

Take a tour Formulas
Welcome to Excel Formula tutorial
@©tinhocsaoviet.com Trang 5
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File — Save As — Thuc hi¢n theo hinh phia dudi

Save Share options
| Save Asol LJ Share

Print

Share Other locations

E@ This PC

Add a Place

Close e
=

Export

Transform

Account

Options

& Luu y: trude khi lam viéc véi bang tinh moi thi phai luu va dat tén cu

@ OneDrive - Office 365

Bl This PC
== Windows (C:)
== Phan_Mem (D:)

== Taj _Lieu (E)

File name:

Authors:  Xuan Hién

A Hide Folders

A3)
l Microsoft Wor

Save as type: Word Document (*.docx)

Save Thumbnail

Tools

ﬂ Save As
<« v N > This PC > Phan_Mem (D:) > Thuc Hanh v C
Organize ~ New folder
Zalo Received Files Name

Date modified

'e T

No items match your search

Title: Add a title

Save

Type

Cancel

thé, tranh 16i file hodc mat dién gitta chimg di lidu sé ¢ nguy co bi mat.

#Bach Xuéan Hién
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[ Commes

File Home Insert Draw Pagelayout Formulas Data Review View Developer Help PowerPivot Al-aided Formula Editor
: EAC“‘ Aptos Narrow vl v AN 25 Wrap Text General v @ @ F/ % % @ Amsum : ?? /O E
o B - e A Wi | 09 |10 8 | Dol Tt G, | e mi ot | SR ol oy | e | e
Clipboard [ Font 1 Alignment & Number 5 Styles Cells Editing Add-ins pd
B2 voi fev B2 A~
A B C D E F H i
i J
2 - > A
»>B2 | pIACHIO
3
b vone
SHEET . >
11 PHONG TO, THU NHO
12 N\
. )
4 »

Sheetl

D6 Hoa Sao Viét  Ké toan Sao Viét

#Bach Xuéan Hién

B 093 11 44 858
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5: SHEET (TRANG TINH)

Sheet con goi la trang tinh. Néu xem Workbook (file Excel) nhw mét cuén s6, thi Sheet nhu

nhitng to gidy trong cuon so do.

1. Tao sheet méi: chon vao dau cong (+) dudi khu vuc sheet

A

TIN HOC SAO VIET

#Bach Xuan Hién

Dat tén sheet: chuot phai vao tén sheet — Rename

An sheet: chudt phai vao sheet — Hide

Xba sheet: chudt phai vao sheet — Delete

B 093 11 44 858

| Sheet1 | Sheet2 |

@

@©tinhocsaoviet.com

Hién thi sheet: chudt phai sheet bat ky — Unhide — Chon sheet can hién thi — OK

Trang 8



6: DONG (ROW)

Dong dwoc ky hiéu bang cac chir so, bat dau tur so 1

1. An dong: chudt phai vao dong muon an — Hide
2. Hién thi dong: quét chon 2 dong ké hai bén — Chuot phai — Unhide

3. Thay d6i kich thuéc dong: dit con tré phia dudi dong — khi thay c6 dau (4)— gii
chudt trai va kéo tha

4. Xéa dong: Chudt phai vao dong can x6a — Delete

5. Cheén dong: Chuot phai vao dong ké bén — Insert

TIN HOC SAO VIET #Bach Xuan Hién & 093 11 44 858 @©tinhocsaoviet.com Trang 9



7: COT (COLUMN)

Cot duoc ky hiéu bcing cdc chir cdi, bat dau tir chir A

1. An cOt: chudt phai vao cot mudn an — Hide
2. Hién thi cdt: quét chon 2 cot ké hai bén — Chudt phai — Unhide

3. Thay d6i kich thwée cft: dit con tro bén phai cot — khi thay co dau (o) — gilt
chudt trai va kéo tha

4. Xéa ct: Chudt phai vao cot can xdéa — Delete

5. Cheén cft: Chudt phai vao cot ké bén — Insert

TIN HOC SAO VIET #Bach Xuéan Hién & 093 11 44 858 @tinhocsz\ovict‘com Trang
10



8: PIA CHI O (CELL)

Pia chi 6 la diém giao nhau giita cét va dong twong ing. Vi du: dia chi 6 B2 la diém giao

nhau giita va

1. Tron 6: chon cac 6 can tron — Merge Cell &

A A

Bo tron 0: chon vao 6 dang tron — Unmerge [&

oL
T
<

Xuong dong tw ddng: chon 6 c6 ndi dung muén xudéng dong — Wrap text

el

Stra ndi dung trong o:
a. Cach 1: nhan dup chudt vao giita 6 can stra (bam lién tiép 2 1an vao o)
b. Cach 2: chon 6 — Nhan phim F2 (néu khong duoc thi bam fn + F2)

5. Xuong dong thi cong: chon stra ndi dung 6 — Di chuyén diu nhay chudt tai noi
can xuong dong — Alt + Enter

TIN HOC SAO VIET #Bach Xuén Hién & 093 11 44 858 @©tinhocsaoviet.com Trang 11



CHUONG II: NHAP LIEU PUNG TRONG EXCEL

O I. Bai tap tiép cin
II. NOoOi dung nghién curu
1) Muc dich nghién ctru
2) Kiéu dit liéu va dau hiéu nhan biét khi nhap sai dinh dang dir li¢u trong Excel

o 3) Céc bude thuc hién trude khi nhap liéu

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858 @©tinhocsaoviet.com Trang 12



I. BAITAP TIEP CAN

Tai bai tap tuong Gmg trén hé thong va thyc hién theo yéu cau trong bai tip




MUC
PiCH
BAI
HOQC
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TIN HOC SAO VIET

II. NOIDUNG NGHIEN CUU

Soan thao van ban trong Word thi thién vé tham m¥, nghia 1a lam sao van
ban nhin can doi, ro rang va dep.

Con Excel thién v€ tinh todn nén wu tién hon vé do chinh xac cua két qua.

Excel str dung cac cong cu dé tinh todn nhu ham va mot s6 cong cu ¢6 san
khac, cadc cong cu nay tuan thu rat chat ché vé kiéu dir licu.

Dir liéu nhap vao bi sai dinh dang, s& 1am nguy co tinh toan sai két qua

— Vi vay, bai hoc nay sé gitp ching ta biét cach nhap liéu chuan dinh
dang, cling nhu cach kiém tra dir liéu chuan chua, va dau hiéu nhan biét
dir li¢u sai dinh dang.

#Bach Xuan Hién & 093 11 44 858 @ tinhocsaoviet.com Trang 14



2. KIEU DU LIEU TRONG BANG TiNH EXCEL
Dir liéu trong Excel phu thudc vao dinh dang ciia é va ddu thdp phan dang ding, néu xét
vé mdt van bdn thi cé thé chuan, nhung khi dwa vao tinh todn thi lai khéng chuan.

A. Dirliéu dang s6 (Number Format)

Khi nhap liéu phai kiém tra dau ngin
cach thap phan va phan nghin hé théng

dang dung.

2b, Wrap Text

General V‘ @

<= 3= [&] Merge & Center  ~ $ v % <0 90 Condi

Alignment ~ Umber N

4

& k Két qua
Chon vio s8 100000_; 100.000,00

TIN HOC SAO VIET #Bach Xuan Hién

Khi nhap ding dinh dang Number thi dir

liéu s€é nam bén phai 6.

Narrow Y A A = E‘

r U~ EE R4 A X o Merge&Center

= ‘ e 25, Wrap Text

A - %0)

=

410.50 Dit liéu nim bén trai = Sai

410,50|| Dir liéu nam bén phai = Pung

B 093 11 44 858 @©tinhocsaoviet.com

|General

Number

Trang 15

<0 .00
00 =0

]



B. Dirliéu ngay thang nam (Date Format)

Khi nhap li¢u phai nh3p duang
theo dinh dang hé thong dang str
dung.

Vi du: ngay 15 thang 12 nam
2024

Khi nh3p dang dinh dang Date
thi dir liéu s& nam bén phai 6.

Khi dir liéu chuan dinh dang
Date, no s€ tu chuyén vé sd khi
chon dau ngin cach tu dong.

TIN HOC SAO VIET #Bach Xuan Hién

Nhap diing: 15/12/2024

Pinh dang hé thong dang dung:
ngay - thing - nam

Formulas Data Review View Developer Help Power Pivot  Al-aided Formula Editor

»
>
L]

il i)

@ Currenc, y
D E =]  Accountin

Nhap ding: 12/15/2024

Pinh dang hé thong dang dung:
thing - ngay - nam

A & ING 2@ Q) W

A & ING B Q) D gt

Nrap Text ‘General V‘ ﬁ @

Conditional Format as
a & Cent: “ " OA <0 .00
erge emer $ = '@ 0D 1220 Formatting v Table v

Nunyber N Styles

A 0 I A
N —— 6 chon dau ngin cich tw dong
123 No specific format| ~ o4 5
12 Number

12/15/2024

INim bén phi = Pung @

y;
45.641,00

15/12/2024

Tw chuyén vé so

INAm bén trai = Sai El Long Date

15/12/2024  |Khéng ty chuyén

B 093 11 44 858 @ tinhocsaoviet.com Trang 16



Mt so dinh dang dir liéu khac

L . . Power Pivot  Al-aided Formula Edit . . .
iew Developer Help PowerPivot Al-aided Formula Edi P PEEREr GER GEUEEs  ehiem D
’ | ‘ 25, Wrap Text v ﬁ
| G VA = i iona
k% ab, Wrap Text \General V‘ il Bl Merge &ucenter v | 1/ Fraction ting
el s — Center w. 9 <0 .00 i F 2 Scientific
€= o= Merge & Center v $ v 9 | %0 9 o 9 % 0 | 10
Text
N Number N ab
Alignment Y Number N ) K
More Number Formats...
Dinh dang phan tram } [ Dinh dang tién t¢ } [ Pinh dang chudi }

TIN HOC SAO VIET

Cac buéc can thwe hién trwée khi nhép liéu

Dinh dang cot chuan dinh dang dit licu mudn nhap
Kiém tra dau ngin cach thap phan va phan nghin trude khi nhap liéu
Kiém tra dinh dang thoi gian trén hé thong dang sir dung

#Bach Xuan Hién & 093 11 44 858 @ tinhocsaoviet.com Trang 17



CHUONG III: KY NANG IN AN TRONG EXCEL

O I. Bai tap tiép cin
II. NOoOi dung nghién curu
1) Muc dich nghién ctru

2) Thao tac in an co ban trong Excel



I. BAITAP TIEP CAN

Tai bai tap tuong Gmg trén hé thong va thyc hién theo yéu cau trong bai tip




MUC
PiCH
BAI
HOQC

II. NOI DUNG NGHIEN CUU

Bai nay cung cap cho hoc vién c6 ki€n thic can ban nhat vé mot s6 thao
tac co ban trong in an.



2. THAO TAC IN AN CO BAN TRONG BANG TINH EXCEL

1. Moébctra soO in

2. Tuy chon hudng giay va kho giay
3. Tuy chon may in

4. Tuy chon trang in

5. Tuy chon sb ban in

6. Danh so trang in

TIN HOC SAO VIET #Bach Xuan Hién

B 093 11 44 858

@©tinhocsaoviet.com

Trang 21



1. MOCUASOIN
File — Print (hoac Ctrl + P)

a AutoSave (. Off)l z) v K Ky Nan

<l

File § Home Insert Draw Pagelayout Fo

[

Paste I:E] Copy.

bet @ Format Painter
Clipboard Y

’Times New Roman VHE

K15 v i fx

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858

©

0]

B

Ky Nang In An Trong Excelxlsx

Home

New

Open

Share

Info

Save

Save As

Print

Print
[g] Copies: |1
Print
Printer ®
a==. Brother DCP-B7535DW series
O offine
Printer Properties
Settings
| @ Print Active Sheets
Only print the active sheets

:‘to

Print on Both Sides
Flip pages on long edge

Export

Close

Collated
123 123 123

Portrait Orientation v

A4

827" x 11.69" N
ustom Margins -
D No 3caling N
100 Print sheets at their actual size

Page Setup

@ tinhocsaoviet.com Trang 22



2. TUY CHON HUONG GIAY VA KHO GIAY

File Home Insert Draw age Layout] Formulas Data Review View Developer Help Power Piy

” Ll O EIwidth: [Automatic ~|  Gridii
A4l E Colors ]D IE%] ______ & 1 s Wi ridlir
L L L] [—] _-@ 3

v g u 3 . g P

Themes e ._Print  Breaks Background Print 4'-[] Height: 'Am ‘ O vi
v Effects v \ Y Titles LR] Scale: '100% 5 ‘ O Pr
Themes ~ Scale to Fit KN She

Page Setup

M8 v

-

[ Huéng giay
A B C D E F G
|

] [ Kho gidy (A4, AS...) ]

305 MAX | SOLIDWORKS

AUTOCAD | SKETCHUP

ILLUST

COF

1

7

; e TIN HOC VAN PHONG
) e eEToiN

4

E CANC TV TN ARC

TIN HOC SAO VIET #Bach Xuén Hién & 093 11 44 858 @©tinhocsaoviet.com Trang 23



3.

TUY CHON MAY IN

Trudce khi in phai

chi ¥y may in
dang su dung

% May in c6 chir

Ready phia duoi
thi md1 in duoc.

TIN HOC SAO VIET

#Bach Xuéan Hién

u Ky Nang In An Trong Excel (1).xlsx = Saved to this PC

G) Print
(R Home F Copies: i

D New
Print
= Open
Printer ®
Lﬁ Share a==. Brother DCP-B7535DW series
a Ready
Printer Properties
Info

Settings
Save @ Print Active Sheets
Only print the active sheets
Save / T~ I
Pages: ‘ = ‘ to il
p”nt Print on Both Sides
4 Flip pages on long edge

Export

Collated
123 123 123

Close
Portrait Orientation v

Ad
8.27" x 11.69"

Custom Margins v

No Scaling
100 Print sheets at their actual size

Page Setup

R 093 11 44 858

S

Ky Néng In An Trong Excel (1)xlsx - Saved to this PC

Open

Share

Info

Save

Save As

Print

Export

Close

@ tinhocsaoviet.com

Print

lg] Copies: |1 Z

Print

Printer ®

== Brother DCP-B7535DW series
-'% Ready

Brother DCP-B7535DW series
Ready

Microsoft Print to PDF
Ready

OneNote (Desktop)
Ready

PaperPort Image Printer
Ready

m oo

Add Printer...

Print to File

|:| A4
8.27" x 11.69"

Custom Margins v

No Scaling ‘

=]
3l

Print sheets at their actual size

Page Setup
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4. TUY CHON TRANG IN

% Mac dinh khong chon gi thi Excel s€ in

tat ca cac trang.

% Khi muon in tir trang s6 may dén trang
s0 may thi gd vao 2 6 nhu trong hinh

TIN HOC SAO VIET

#Bach Xuéan Hién

| Home

" Open

Share

Info

Save

Save As

& 093 11 44 858

Print
[%] Copies: |2
Print
Printer ®
== Microsoft Print to PDF
= Ready
Printer Properties
. A
Settings In den tl'&lllg

| @ Print Active Sheets ﬁ

Only print the active/s‘/ S

Pages: ﬂ} :lto U 5 : ‘1
| Collated
123 123 123

v

Portrait Orientation v

A4
8.27" x 11.69"

Custom Margins v

No Scaling

v

100 Print sheets at their actual size

Page Setup

@©tinhocsaoviet.com Trang 25



5. TUY CHON SO BAN IN (IN BAO NHIEU BQ)

TIN HOC SAO VIET

Print

=

Print

Printer

#Bach Xuéan Hién

Copies:

a—=. Brother DCP-B7535DW series

v

a Ready

Printer Properties

Settings

1]
11

-

Print Active Sheets
Only print the active sheets

AN
®

Pages: ‘

0 to | "

Print on Both Sides
Flip pages on long edge

B 093 11 44 858

@ tinhocsaoviet.com
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6. DANH SO TRANG

¢ Khi ban in ¢6 nhiéu trang, ching ta .
R , e 2 x ) , =N . Elwidth: |Automatic v| Gridlines  Headings =
nén danh so trang dé dé quan ly [ & D [NS B e 0 B AE

I:[l Height: |Automatic V‘ View View

Page Layouo ormulas  Data Review View Developer Help Power Pivot  Al-aided Formula Editor

jins Orientation Size  Print Breaks Bring Send Selection  Alig
% v Areav v EX]scale:  [100% © [Jprint [ Print  Forward v Backward v  Pane v
r Page Setup Scale to Fit ~ Sheet Options [~ Arrange
% S én dénh goc dudi bén phai
% SO trang nén danh goc dudi bén phai - :
Page Sheet
D K 1
Header:
(none) >
Custom Header: Custom Footer...
BANC ., o
(none) 9
i) 1
? X

giao Ma Kkhach Footer
2330 HP-14815

2330 HP-14815
1954 PK-19075 | Toformat text: select the text, then choose the Format Text button.
2713 KB-16585 To insert a page number, date, time, file path, filename, or tab name: position the

Footer

insertion point in the edit box, then choose the appropriate button.
2713 KB-16585 To insert picture: press the Insert Picture button. To format your picture, place the
3027 MA-17560 cursor in the edit box and press the Format Picture button.

2365 SN-20710

2988 LC-16930

2440 ON-18715

2440 ON-18715| Leftsection:
1932 PO-18865

2112 DP-13000

2112 DP-13000

2112 DP-13000

)
2112 DP-13000

2124 PS-18970 og oK Cancel
2330 HP-14815

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858 @©tinhocsaoviet.com Trang 27



CHUONG IV: KY NANG TRINH BAY BANG TiNH TRONG EXCEL

O I. Bai tap tiép cin
II. NOoOi dung nghién curu
1) Muc dich nghién ctru

2) Cac buodc thuc hién dé tao mot bang tinh nhanh, dep va chuan dit liéu



I. BAITAP TIEP CAN

Tai bai tap tuong Gmg trén hé thong va thyc hién theo yéu cau trong bai tip
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NOI DUNG NGHIEN CUU

Chwong nay cung cap cho HV mét so kién thic va k¥ niing sau:
Bb cuc cua mét bang tinh Excel
Cach thuc hién tao nhanh mét bang tinh nhanh va dep

Nhap liéu diing chuan dir liéu dé tinh toan

#Bach Xuan Hién B 093 11 44 858 @©tinhocsaoviet.com



2. CAC BUOC CAN THUC HIEN PE TAO BANG TiNH

< Buéc 1: xac dinh huéng gidy (ngang hay doc) va kho gidy (A4, A5...)
< Bude 2: ké khung vién cho bang

 Buwéc 3: dinh dang dit li€u cho cac cot trude khi nhap liéu (rét quan trong)

TIN HOC SAO VIET #Bach Xuan Hién & 093 11 44 858 @©tinhocsaoviet.com Trang 31



drBudre 1: xac dinh hudng gidy (ngang hay doc) va chon kho gidy (A4, AS...)

File Home Insert Data Review View Developer Help Power Pi

» =y L) B O Flwidth: [Automatic ~|  Gridii
Ad n Coors | MM I [ WIS L & mmm) s Wi ridlir
(T TT] l_l _-® T

Themes Fonts" Print Breaks Background Print I:D Height }Automatic V‘ O vi
v Effects v Titles @Scale: ‘100% o ‘ (O pr

Themes ~ Scale to Fit ~ She

M8 v )
- o K oia V A4, AS... ]
[ Huong giay L )
A B c D E F G
1 |
2 - -
A0 VIET TIN HOC VAN PHONG
3 Oy e - - ILLUST
' — KETOAN 30S MAX | SOLIDWORKS coF

4 | :
L OCANC TV TNITH ARC
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¢ Budre 2:
Ké khung vién

1. Quét chon viung
can tao bang

2. Chon the Home
3. Chon Border
4. Chon All Border

o )
u AutoSave i\ Off/J H

File Draw Page Layout Formulas

0 N VA W=

Clipboard

<¥ Format Painter

]

Book1 - Excel

Aptos Nag

Data Review

Borders

Bottom Border

Top Bprder
Left Bdpder
] Right Bprder

No Bogme
)

All Borders )

Outside Borders

H

Thick Outside Borders

Bottom Double Border

Thick Bottom Border
Top and Bottom Border

i+ Top and Thick Bottom Border

Tan and Naukhla DAatbams Davdar

£ Search

Developer Help  Al-aided Formula Editor
D b Wrap Text %General v
= = v 5% 9 W
Alignment [ Number K]
| K L M
, © :
\ V5 i 2 AL
Quét chon viing
\ J




<~ Buwérc 3:

Dinh dang dir liéu cho cac cit
Truoc khi nhap dir lieu vao
bang, can dﬂin}h dang dir lieu cho
cdc cot cu the

vi du cot s6 lwong thi dinh dang
Number, cot ngay dinh dang
Date...

TIN HOC SAO VIET #Bach Xuan Hién

= Merge & Center

ab, Wrap Text

General
No specific fprmat

Number
45670,00

Curren
$45.670,00

Accgunting
$ 670,00

Alignment
I
-
Ngay So lrong
13/01/2025

Short Date
13/01/2025

& 093 11 44 858

Long Date
Monday, January 13, 2025

Time
12:00:00 AM
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CHUONG V: LOC DU LIEU TRONG EXCEL

O I. Bai tap tiép cin
II. NOoOi dung nghién curu
1) Muc dich nghién ctru
2) Cac budc tao bo loc

o 3) Phuong phap loc dir li¢u



I. BAITAP TIEP CAN

Tai bai tap tuong Gmg trén hé thong va thyc hién theo yéu cau trong bai tip
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II. NOI DUNG NGHIEN CUU

Thong qua phwong phap loc dir liéu, chiing ta cé thé
€ Tim kiém doi tuong trong bang hién tai nhanh chéng

€ Khi bang dir liéu c6 nhiéu dong, loc gitip ching ta an di nhitng dong
khong can dén, vi thé quan sat dit liéu nhanh hon.

€ Daiy la cong cu ho trg 1am bdo céo rat nhanh va hiéu qua
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2. CAC BUOC TAO BO LOC

Quét chon toan by bang tinh bao
gom tieu dé — Chon thé¢ Data —
Filter

TIN HOC SAO VIET #Bach Xuan Hién

File Home Insert Draw

[ From Text/csv
&

Get
Data¥ [E3 From Table/Range [} Existing Connections

B9

N O U A W =

©

Page Layout  Formulas

EE From Picture v

[® From web [® Recent Sources

Get & Transform Data

Developer  Help

i

Stocks

Data Types

(5

Currencies

Al-aided Formula Editor

ZAl Sore

v f Ngay ban
A B C D E G H |
QUET MA QR
DE TRUY CAP WEBSITE
www.tinhocsaoviet.com
- N r N
BANG KE BAN HANG

@@

Tén SP
01/01/2025 SPL1 MHO001 Gao thom 1ai Kg 65 25.000 1.625.000
01/01/2025 SPL1 MH004 Duong tréng Kg 65 4.500 292.500
01/01/2025 SPL1 MH001 Gao thom lai Kg 65 25.000 1.625.000
26/01/2025 SPL2 MH003 Duong den Kg 40 5.000 200.000
26/01/2025 SPL2 MH003 Duong den Kg 40 5.000 200.000
02/02/2025 SPL1 MH001 Gao thom lai Kg 10 25.000 250.000
15/02/2025, SPL1 MH004 Duong tréng Kg 35 4.500 157.500
15/02/2025| SPL1 MH002 Nuée mam Phi Quoe Chai 35 10.000 350.000
15/02/2025| SPL1 MHO002 Nuée mam Phit Qubc Chai 35 10.000 350.000
21/02/2025 SPL2 MH003 Duong den Kg 40 5.000 200.000
21/02/2025 SPL2 MHO003 Duong den Kg 40 5.000 200.000
21/05/2025 SPL2 MHO005 Bot ngot 500g Bich 20 15.000 300.000
21/05/2025 SPL2 MH003 Duong den Kg 20 5.000 100.000
21/05/2025 SPL3 MHO003 Duong den Kg 20 5.000 100.000
21/05/2025 SPL4 MHO006 Mubi hat 500g Bich 20 2.000 40.000
03/03/2025, SPLS MHO009 Gao lirc Kg 7 20.000 140.000
09/03/2025, SPL6 MHO010 Gao nép Kg 12 35.000 420.000
15/03/2025| SPL7 MHO11 Muoi bot canh Bich 5 6.000 30.000

B 093 11 44 858

tinhocsaoviet.com

Filter

N& Advanced

Sort & Filter

y tinh
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3. CACHLOC DU LIEU

% Loc theo tir goi y

Voi phwong phap loc nay, dir
liu se hien thj tat ca cac két
quad co chira diéu kién duwa ra.

Chon vao nut loc — GO tir goi
y dé loc dit li¢u can

— Luu y: voi s0 €0 dau thap
phan hodc dau phan nghin, can
g0 ca dau vao bo loc. Vi du
14.500 thi co thé go 4.500 hoac
500

TIN HOC SAO VIET #Bach Xuan Hién

)&'AQ—‘L“E—I

Ngay I):'mﬂ
01/01/2025
01/01/2025
01/01/2025:
26/01/2025
26/01/2025]

02/02/2025
15/02/2025|
15/02/2025
15/02/2025
21/02/2025
21/02/2025
21/05/2025
21/05/2025|
21/05/2025

21/05/2025

An A IAAAE

Loai SP

SPL1
SPL1
SPL1
SPL2
SPL2

SPL1
SPL1
SPL1
SPL1
SPL2
SPL2
SPL2
SPL2
SPL3

SPL4

onr =

B 093 11 44 858

BANG KIE BAN HANG

Ql SortAtoZ
Z] sotztoA

Sort by Color

Text Filters

>

(_Gutirgoiy loe)|

[vI(Select All Search Results)
[JAdd current selection to filter
[vI Gao Itc

Gao nép

[v] Gao thom lai

B\'T- Sé lmynﬁ Gia I):iun

QUET MA QR

DE TRUY CAP WEBSITE
www.tinhocsaoviet.com

o b AN 75 000
*hon vao day
i GINDIS SHND S

Kg
Ke
Chai
Chai
Kg
Kg
Bich
| Ke
Kg

i Bich

-

65
40

@©tinhocsaoviet.com

25.000 |
5.000
5.000 |

25.000
4.500 |
10.000
10.000 |
5.000
5.000 |
15.000
5.000 |
5.000

AAAAA

1.625.000
292.500
1.625.000
200.000
200.000

250.000
157.500
350.000
350.000
200.000
200.000
300.000
100.000
100.000

40.000

14n AnnA
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% Loc chinh xac

Véi phirong phdp loc nay, dir liéu hién thi két qua
dung nhu diéu kién dua ra.

B1: chon vao nut loc

B2: gd tir goi y dé rat ngan b6t danh sach

B3: chon vao Select All dé bo hét

B4: tich chon diung kiéu kién loc

Vi du: ¢6 danh sdach rat nhiéu loai san phcfm, néu
chi muon loc san pham la Gao lirc thi nén loc ra

tr Gao trudc, luc nay danh sach sé ngan lai va
chi chira Gao nén chung ta chon sé dé hon.

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858

AFIRL VNS AWMEJ AFIXLY

él SortAtoZ
2] sortztoA
Sort by Color

Sheet View

Text Filters

ARl XL YN»

e)>)
9 Select All Search Results)
“-[_] Add current selection to filter

[ Gao thom lai

@©tinhocsaoviet.com
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CHUONG VI: SAP XEP DU LIEU TRONG EXCEL

O I. Bai tap tiép cin
II. NOoOi dung nghién curu
1) Muc dich nghién ctru

2) Cac kiéu sap xép dir liéu



I. BAITAP TIEP CAN

Tai bai tap tuong Gmg trén hé thong va thyc hién theo yéu cau trong bai tip




II. NOI DUNG NGHIEN CUU

)
Sip xép dir liéu gitap chiing ta
MUC € Nhom cac d6i tugng giong nhau hoic twong tu nhau
PiCH € Quan sat va danh gia nhanh su bién dong ting hodc giam cta doi
BAI trong
HOC
—_
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2. CAC BUOC SAPXEPDU LIEU

B1: tao bo loc

B2: chon vao nut loc cua cot can sap x€p

BANG KE BAN HAN

B3: chon kiéu sap xép cho cot

A-Z: la sap x€p theo thur tu tang dan hodc la thw o " Kg
: ,( ort by Color

tu tr A dén Z Kg
Z-A: la sap xép theo thtr tu giam dan hoac la thir - -
tu tr Z dén A. ' =
: Kg
 Che
Text Filters > | ch:
Kg

‘ Search ‘

Kg
~[v] (Select All) Bic
~[vIB6t ngot 500g Kg
[¥|Dudng den 7 KL
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CHUONG VII: TINH TOAN CO BAN TRONG EXCEL

O I. Bai tap tiép cin
II. NOoOi dung nghién curu
1) Muc dich nghién ctru
2) Quy tic thuc hién phép tinh
o 3) Sao chép cong thirc



I. BAITAP TIEP CAN

Tai bai tap tuong Gmg trén hé thong va thyc hién theo yéu cau trong bai tip




II. NOI DUNG NGHIEN CUU

Sirc manh ciia Excel dén tir tinh toan, né giup chiing ta

MUC € Tinh toan don gian, linh hoat

PiCH € XU Iy cong viée trd nén nhanh chong va chinh xac
BAI
HOQC

-/
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2. QUY TAC TINH TOAN TRONG EXCEL

4 )
B1: dit dau =
B2: nhap phép tinh =P8*2 + E8 + F§ — ENTER

B3: Enter

Cac phép tinh co ban @

Phép cong: +

Clippoad ~ ®  Fot &m  Alignment Number
J4 AU F8 v i X/ fxv =D8*2+E8+F8 _
Phép trur: - A B c @ O 0 ¢ H
6
Phép nhan: * - Diém  Diém  Diém | Téng
oy L Hy vaiTen TB  Khuvwe  wutién diém

Phep Chla / ‘ 1 Nguyén Huyén Ngoan 4 2 :D8*2+E8+I-‘8‘
9 2 Tran Thanh Thao 2 1




3. SAO CHEP CONG THUC TRONG EXCEL

B1: chon 0 c6 cong thurc

B2: dua chudt vao cudi goc phai
0, xuat hién dau cong mau den —
gilr chudt trai va kéo

TIN HOC SAO VIET #Bach Xuan Hién

A B C
6
. STT Ho Va Tén
8 1 Nguyén Huyén Ngoan
9 2 Tran Thanh Thio
10 3 Tran Thi Thanh Thiy
A B c
6
. STT Ho Va Tén
8 1 Nguyén Huyén Ngoan
9 2 Tréan Thanh Thao
10 3 Tréan Thi Thanh Thay
11 4 Duong Ngoc Tam
12 5. ChA Trina Nonvan

B 093 11 44 858

D

DPiém
TB

D

Diém
TB

O NN A

@ tinhocsaoviet.com

E

biem
Khu vue

E

biem
Khu vue

F

Piem
wu tién

Di
wu tién

0,5
0,5

Téng
diém

11

5.5

13,5

21)|
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CHUONG VIII: KIEN THUC CO BAN VE SU DUNG HAM TRONG EXCEL

O I. Bai tap tiép cin
II. NOoOi dung nghién curu
1) Muc dich nghién ctru
2) Luu y trude khi st dung ham
3) Phuong phép goi va chon ham trong Excel
4) Cu phép va cau trac ciia ham

5) Phan loai ham
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II. BAI TAP TIEP CAN

Tai bai tap tuong Gmg trén hé thong va thyc hién theo yéu cau trong bai tip




MUC
PiCH
BAI
HOQC

-/

TIN HOC SAO VIET

II. NOI DUNG NGHIEN CUU

Ham 1a chu dé khé nhét khi hoc Excel, vi né nhu mét ¢d may san Xuat,
nguo1 st dung khong duoc dao tao bai ban thi co theé khong st dung duoc
hoac str dung dugc nhung cho ra két qua sai.

Cac cau hoi ma hoc vién thuong dat ra khi hoc ham trong Excel:

1.

2
3.
4

Hoc xong khong nhd duogc
Hoc rdi nhung khi van dung lai duogc
Str dung duoc nhung d6i khi bi 16i khong biét tai sao 10i

Gap mot van dé moi1 khong biét nén ap dung ham nao...
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2. Luwuy trudc khi st dung Ham trong Excel

e Nam ro yéu cau thuc té cua cong viéc

Trudce khi st dung bat ky cong cu nao, thi nguoi1 dung phai biét cong viéc dang muon
minh lam gi, tirc 1a phat doc ky dé nam r0 yéu cau

e Nim rd cac buéc thue hién cong viée do
Pé biét minh s& st dung cdng cu nao dé giai quyét, ban can dua ra mot vi du nho cho
van dé dang can giai quyét, vi du dit liéu c6 rat nhiéu dong thi ban chi can thuc hién tinh
toan thu cong trén 3-5 dong.

e Vian dung Al hodic tim kiém trén Google dé goi ¥ cong cu sé sir dung
Sau khi dd nam rd yéu cau va biét cach tinh toan thil cong, gio ddy hiy nho Al hoic tra
ctru Google dé biét sir dung cong cu gi 1a nhanh va don gian, tuyét d6i chua nghi dén
viéc dung ham
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3. Phuwong phap goi va chon Ham trong Excel

Khi sir dung ham khong nén tu ghi hét tén ham ra, ma ching ta chi can go tén goi y —
— dung mili tén 1én xudng dé chon ham — nhan phim TAB hoic nhap dtp chudt

Vi du dé go1 ham VLOOKUP, chtng ta chi can thyc hién nhu sau:

o e

(fYHLOOKUP I—VLOOKUP

@LOOKup VLOOKUP (lookup_value; table_array; col_index_num; [range_lookup]) ]
@), vL.00KUP [ Looks for a value in

(B)xLookup

) ~ 4
¢~ Hodc chang ta |

— Nhéan TAB 1a chon luon

.
e
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Cii phap va ciu tric cia ham trong Excel

Cu phap ham: sé hién thi ngay dudi tén ham FE

LEFT(text; [num_chars])

Ciijphép)ciia;Ham

Cau tric ham (xem tiép trang sau)

Dau ngan cich tham so

Dau m@ bat dau ham Dau déng ket thiec ham

=LEFT([text](;) [num_chars]|)

/

Tham so thi 1 Tham so thi 2
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Tén ham: tén ham s& cho ching ta biét cong dung cua né, tuy nhién nguoi ding can nam
rd ¥ nghia ctia ham theo ding mo ta ctia nha phat trién, khi sir dung Excel thi tham khéo
theo lién két sau ctia Microsoft: Click vao day dé biét tic dung ctia ham

Tham s6 ciia ham:
- La gié tri truyén vao dé ham tinh toan.
- C6 thé ¢ 1 hodc 2 hodc nhiéu tham s6 (hodc khong co tham so).

- Céc tham sb dugc ngin cach bai dau phay (,) hodc dau cham phay (;) tiy hé théng
may tinh. HOC VIEN RAT HAY MAC LOI NAY

Diu mé va dong ham:
- Bit dau ham phai mo ngodc, két thuc phai dong ngoic (KHONG PUQC QUEN)

- Khi khong dit dau dong ngodc dé két thuc, ham van co thé tinh toan duoc, tuy
nhién diéu nay s& hét sttc nguy hiém, c6 thé dan toi 16i rat kho tim hodc cho ra két
qua sai.
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CHUONG IX: HAM TINH TOAN VA THONG KE CO BAN TRONG EXCEL

O I. Bai tap tiép cin
II. NOoOi dung nghién curu
1) Muc dich nghién ctru
2) Ham tinh tong
3) Ham dém
4) Ham tinh trung binh
5) Ham tinh gia tri 16n nhat, nho nhat



I. BAITAP TIEP CAN

Tai bai tap tuong Gmg trén hé thong va thyc hién theo yéu cau trong bai tip




II. NOI DUNG NGHIEN CUU

1. SUM - HAM TiNH TONG TRONG EXCEL

1. Nhiém vu cia ham
Ham SUM dung dé tinh tong
2. Cu phap cua ham
=SUM(chon cac 6 can tinh)

TIN HOC SAO VIET #Bach Xuan Hién

Tién Bin Tién Thit Tién Ca
24 32.000 194.000 24.000 J=SUM(C9:E9)|
24 12.000 113.000 20.000

Tién Biin

Tién Thit

Tién Ca

Tong tién

1/2024 _32.000 194.000 24.000 250.000
2/2024 12.000 113.000 20.000
/204 47 0NN 109 NNN 23 00NN |

& 093 11 44 858
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2. COUNT... - HAM PEM TRONG EXCEL

1. Nhiém vu cia ham

COUNT: d&ém cac 6 chira s6 ¢ dang sb
COUNTA: dém cac 6 c6 chia ky tu
COUNTBLANK: dém cac 6 rong

2. Cu phap cua ham
=COUNT...(chon cac 6 can dém)

TIN HOC SAO VIET #Bach Xuan Hién

Ngaydi | Pilam = Khong The 3 Tht4 Tht S The 6

cong | ntrangay | dilam

=COUNT(H13K13)

Ngay dia | Dilam Khéng Thw 3 Tht 4
cong | nrangay | dilam 01 02

:1 ] , x
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3. AVERAGE - HAM TiNH GIA TRI TRUNG BINH TRONG EXCEL

A B (& D E F G
7 BANG KE BAN HANG
8
oA . . e SLbin | SLbin | SLbin [EEIWE]
1. Nhiém vu cua ham 5 Léo kang Thing 01 | Thing 02 | Thing 03 RITIRIS
[ ] ) a . v
T i

10 | Gao thom | [ 2 6| 10/-AVERAGE(C10:E10)

[ [AVERAGE(number‘I: [number2]; ...) ]

Ham AVERAGE dung dé tinh trung | | .. qums [ ——
binh cong cua cac gia tri

2. Cu phap cua ham v

A B € D E E

=AVERAGE(chon céc 6 can tinh)

7 BANG KE BAN HANG
8
Tén han SL ban SL ban SL ban SL TB

9 e Thang 01 | Thang 02 | Thang 03 RGN
T T

10 | |Gao thom i ( 2 6 10 %
T T

11 (Gan nén 2 Q 12
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4. MIN, MAX HAM TiNH GIA TRI NHO NHAT, LON NHAT TRONG EXCEL

Al B @ @ @ F

1. Nhiém vu ciia ham B e i e o SRS |
14 14 ‘ ‘ L .
. ., . , X ~ 4 Gao thom 2 6 15|=EMIN(C11:E11)
MIN: tim gia tri nho nhat trong day s6 o

12 Gao nép 3 9 1 ?

MAX: tim gia tri 1on nhat trong day s6

2. Cu phap cua ham
=MIN(chon cac 6 can tinh) i ;

, A X , e S6 lrgng ban S6 hrgng ban S6 lrgng ban ST han nho
=MAX(chon cac 0 can tinh) TeRMRE | Cnango1 | Tning02 | Thingos  [EEENWIHNGNS
|4

11 |Gao thom (2 6| 15) 2

"
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CHUONG X: HAM XU LY CHUOI TRONG EXCEL

O I. Bai tap tiép cin

II. NOoOi dung nghién curu

Dy
2)
3)
4)
5)
6)

Muc dich nghién ctru
Ham LEN

Ham TRIM

Ham LEFT

Ham RIGHT

Ham MID



I. BAITAP TIEP CAN

Tai bai tap tuong Gmg trén hé thong va thyc hién theo yéu cau trong bai tip




II. NOI DUNG NGHIEN CUU

1. LEN-HAM PEM CAC KY TU TRONG CHUOI

1. Nhiém vu ctia ham

Ham LEN dung dé dém cac ky tu
trong chudi.

2. Cu phap cua ham
=LEN(chon 6 chtra chudi ky tu
muon dém)

— Lwu y: dau cham () hay
khoang trang ( ) ciing duoc goi
la ky ty

TIN HOC SAO VIET #Bach Xuan Hién

A

Ma hang hoa

Pém s6 ky tw
theo cit Al

10

11 Al A2
12 | [ SENKO-03-40W =LEN(B12)
13 ASTA-04-40W

Ma hang héa

Pém s ky tw

theo cot Al
Al
SENKO-03-40W }
T
13 ASIA-04-40W A
14 | ASIA-05-85W /

15

B 093 11 44 858
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2. TRIM - HAM LOAI BO KHOANG TRANG VO NGHIA TRONG CHUOI

1. Nhiém vu cua ham

Ham TRIM dung xda tat ca
khoang trang khoi chudi vin ban
ngoai trir cac khoang trang don
gilra cac tu.

2. Cu phap cua ham
=TRIM(chon 6 chira chudi ky tu
can loai bo khoang trang)

TIN HOC SAO VIET #Bach Xuan Hién

A B C D

B6 khoing tring

& hang hoa thira theo cot Al

11 A3
12| DSENKO-03-40W =i |=TRIM(B12)
13 |ASIA-04-40W

14 ASIA-05-85W

B6 khoing tring
thira theo cot Al

Ma hang héa

Al A3
12 SENKO-03-40W | | =3[ |SENKO-03-40W
13| |ASIA-04-40W
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3. LEFT - HAM CAT RA CAC KY TU BEN TRAI CHUOI

1. Nhiém vu cia ham

Ham LEFT dung dé cat cac ky tu
bén trai chudi.

2. Cu phap cua ham
=LEFT(chon 6 chira chudi ky tu
can cat; Dién so ky ty can cat)

— Luu y: dau chim () hay

khodng trang () ciing dwoc goi
la ky tu

TIN HOC SAO VIET #Bach Xuan Hién

Bién s6 xe may

118B1-234.56 —)‘

Liy ma Lay ra sb thi tw
tinh thanh dang ky

=L EFT(B11,2)

43A1-456.78

CAu tric bién s6 xe may: vi du 18B1-234.56, thi cAu tric nhw sau:

18: tinh Nam Dinh; B1: xe mé td hai banh ding ky c4 nhin; 234.56: s ding ky thw tw

10
1

12
13

14
15
16

~_F

B C D E

18B1-234.56) —»(18)

43A1-456.78

Céu tric bién s6 xe may: vi du 18B1-234.56, thi cdu tric nhw sau:
18: tinh Nam Dinh; B1: xe mé t6 hai banh diing ky ca nhin; 234.56: s6 dang ky thw tw
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4. RIGHT - HAM CAT RA CAC KY TU BEN PHAI CHUOI

1. Nhiém vu cua ham

Ham RIGHT dung dé cat cac ky
tur bén phai chudi.

2. Cu phap cua ham
=RIGHT(chon 6 chtra chudi ky
tu can cat; Bién so ky tu can cat)
— Luu y: ddau chim () hay
khoang trang ( ) ciing dwoc goi
la ky tu

TIN HOC SAO VIET #Bach Xuan Hién

B c D
0
» ] D
1l ] 1} [l :
18B1-234.56 18 =RIGHT([B 11,6)
m’ (RIGHT(text, [num_chars)) |

1]

CAu tric bién sé xe may: vi du 18B1-234.56, thi ciu truc nhw sau:

18: tinh Nam Pinh; B1: xe mé t6 hai banh ding ky ca nhén; 234.56: s6 ding ky thw tw

Biis o Liy ma Lay ra sb thi tw
; =7 tinh thanh ding ky
18B1-234.56 18 —» (([234.56
T ————
43A1-456.78 w.__“

CAu tric bién sé xe may: vi du 18B1-234.56, thi cu tric nhw sau:
18: tinh Nam Pinh; B1: xe mé t6 hai banh dang ky ca nhin; 234.56: s6 dang ky thi tw

B 093 11 44 858
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5. MID - HAM CAT RA CAC KY TU BAT KY TRONG CHUOI

1. Nhiém vu cua ham

Ham MID dung dé cat cac ky tu
bat ky trong chudi.

2. Cu phap cua ham
=MID(chon 6 chira chudi ky tu
can cat; DPién vi1 tri bat dau muon
cat; Pién so ky tur muodn cat)

— Luu y: ddau chim () hay
khoang trang ( ) ciing dwoc goi
la ky tu
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A B C D
B 0 0
0 CO
10
11 J
12| [18&-234.56 ——» |=-MID(B12.3.2)
13| |43A1-456.78
14| |35A1-678.90
15

E
Bién s6 xe may L.‘fiy ra sb Seri
(viét tat: BSXM) theo cot A3
Al
12 | [18B1-234.56 Bl
-

13| [43A1-456.78
14 |[35A1-678.90
15 S
16
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