K¢ Ning In An Mé Rong

Kiéu Dir Liéu Va Phwong Phap Xir
Ly Dir Liéu

Loc Va Sip Xép Dir Liéu Mé Rong
Trong Excel

Tim Kiém Va Thay Thé Dir Liéu
Trong Excel

Pia Chi Twong Poi, Tuyét Poi Va
Pia Chi Hon Hop Trong Excel

Str Dung Tén Vung Trong Excel

Ham Tim Kiém Trong Excel

Ham Tinh To4n - Thong Ké Va Xir
Ly Dir Liéu Mé Rong

Phép Kiém Tra Va Ham Cé Mot Piéu
Kién Trong Excel



#

CHUONG I: MOT SO THAO TAC MO RONG TRONG EXCEL

O I. Muc dich nghién citru
II. NOi dung nghién ctru
Bai 01: Thao tac vo1 Sheet
Bai 02: Thao tac vo1 dong, cot

Bai 03: Thao tac vo1 vung chon



I. MUC PiCH NGHIEN CUU

Bén canh cdc ham tinh todn, kj ndng qudn Iy va trinh bay dir liéu la yéu t6 then chot dé
toi wu hoa hiéu suat lam viec. Chuwong nay giup cho nguoi hoc:

)
“Q

Ndm vitng cdc thao tac mé réng véi Sheet trong Excel

@
“‘

Thyc hién thanh thao cdc thao tac voi dong va cot

Q)
“Q

Tang hiéu sudt xu Iy bang tinh, tiét kiém thoi gian khi lam viéc véi dir liéu.

)
“Q

Han ché sai sét va ndng cao tinh chuyén nghiép khi sir dung Excel.



II. NOI DUNG NGHIEN CUU

BAI 01: THAO TAC VOI SHEET ]

% Nhan ban Sheet

Giir chudt trai vao tén Sheet dong thoi giit phim Ctrl va kéo tha chuot
%  Sip xép Sheet

Gitr chudt trai vao tén Sheet déng tho1 kéo va tha chuot tai vi tri khac
< Bao mat Sheet

Chudt phai vao tén Sheet — Protect Sheet — Nhap mat khau — OK
< Bo6 bao mat Sheet

Chudt phai vao tén Sheet — Unprotect Sheet — Nhap mat khau — OK
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[ BAI 02: THAO TAC VOI DONG, CQT

0
%

Thay doi kich thwéc ciia dong, ¢t tw dong theo kich ¢& ndi dung
Quét chon cac dong (hoic cot) — Nhéap dup chudt vao duong ké
4 Chon cung kich thwéc cho nhiéu dong hoic nhiéu cot

Chon cac dong hoac cot can thay doi kich thuéc — Home — Format — Row height
(kich thudc cot thi chon Column Width) — Nhap kich thudc phu hop — OK

Row Height ? X
[
— I < = D Row height: 14.4
g ~% 9 |W A | e e sy | o e Rl o Py sodx |
] Number [ Styles Cells Cell;ize Add-in i [ oK ] . Cancel |
B¢ caoiciia dong) ' /
K L M N o L2 Q AutoFit Row Height v
BYrong)cuajcot - N
AutoFit Column Width column Wldth ? X
Default Width..
[ OK ] \ Cancel \
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@©tinhocsaoviet.com Trang 5



BAI 03: THAO TAC VOI VUNG CHON ]

Ving 13 mot tdp hop cua nhiéu 6 trong Excel. Trong qua trinh sir dung cong thirc, ving

duoc lam viéc nhi€u nhat.

&~ Thao tdc chon ving dung ky thudt sé givp chung ta xir Iy nhanh va chinh xdc hon

Cach chon ving nhanh va chuan:

% Chon mét vung thia cong

Giir chudt va quét ving can chon

4 Chon ving két hop phim Shift

Buwéc 1: chon 1 6 dau tién trong bang

Buéc 2: kéo thanh cudn dén 6 cudi

Buwée 3: dong thoi gitr phim Shift va chon vao 6 cudi

& Xem hinh minh hoa & trang ké tiép
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D E F G H -

A B C
| Cho 6 dﬁu tién, Sé lwong
2| Ngﬁyﬁvt- gjlgv ¢ Khu vuc - Loai san phﬁmv bé].l - Don gia ) Doanh thu -
27 10/02/202 2 Nghé An Vay da hoi 9.00 185.464.00 1,669,176.00
28 10/02/2025 2 Hai Phong Vay da hoi 3.00 384,126.00 1,152,378.00 =T))
29 20/02/2025 ai Phong Quén tay nam 10.00 221,741.00 2,217,410.00 \(g
30 20/02/2025 2 Hue Vay cong s¢ 15.00 420.341.00 6,305,115.00 a
31 26/02/2025 2 Binh Duon Ao so mi nir 12.00 480,489.00 5,765,868.00 =
32 26/02/2025 2 Binh Dwong Quén tay nam 12.00 424.956.00 5,099,472.00 Qe
33 26/02/2025 2 Nghé An Quan tay nam 8.00 290,307.00 2,322,456.00 3
34 09/03/2025 3 Ha Noi Quan tAy nam 12.00 186,178.00 2,234,136.00 \8
35 09/03/2025 3 Hai Phong Quén tay ni 17.00 264.,772.00 4,501,124.00 M
36 09/03/2025 3 Hai Phong Vay da hoi 10.00 397,284.00 3,972,840.00 @
37 13/03/2025 3 Hué Ao so mi nam .00 439.985.00 8,359,715.00
38 13/03/2025 3 Hué Ao thun nir 19.00 197,525.00 3,752,975.00
39 13/03/2025 3 Nghé An Quén tay nit 15.00 362.,302.00 5,434,530.00
40 13/03/2025 3 Nghé An Vay cong s¢ 1.00 249,782.00 249,782.00
41 22/03/2025 3 Nghé An Vay cong s¢ 16.00 224,354.00 3,589,664.00
42 22/03/2025 3 Hai Phong Vay da hoi 17.00 194,954.00 314,218.00

f N St
43 30/03/2025 3 Nghé An Ao so mi nit 17.00 { 5,402,328.00) '*

a4
Giir Shift va chon diém cuoi

= o



CHUONG II: KY NANG IN MO RONG TRONG EXCEL

O I. Muc dich nghién citru
II. NOi dung nghién ctru
Bai 04: C6 dinh ving in
Bai 05: Dén trang in ty dong
Bai 06: Lap lai tiéu dé bang tinh



I. MUC PiCH NGHIEN CUU

Dé toi wu hoa viéc trinh bay van ban trén gidy va tiét kiém tai nguyén in dn, noi dung
duoi day sé huong dan hoc vién cach gioi han va diéu chinh pham vi in chudn xdac. Sau
khi hoc xong chwong nay, hoc vién co thé:

% Chi dinh ving dir liéu can in trong Excel
% Trdnh in dw cét, dw dong khéng can thiét

< In bang tinh gon gang, diing ndi dung mong muon



II. NOI DUNG NGHIEN CUU

[ BAI 04: CO PINH VUNG IN ]

Insert Drawefélage Layout' Formulas Data Review

Trong Excel, khi in ra gidy, chi nhitng é nam

€6 . N o 3y & . r A M N . oA — BER
trong “vung in” moi dwoc in. Cac 6 nam ngoai °° @ = B [
W/‘mg in S€~ khé‘ng xud’t hlé‘n n,.é‘n ﬂ"ang in pnts Margingl Orientation Breaks Background |
: ’ fects v 1

) N ° a .

&~ Chon vung — Page layout — Print Area — P9 set print Area
< . X . . : 7 Nhan Sy Clear Print Area
e Tao vung in cO dinh: Set Print Area. . c . .

e Xoa vung in ¢o dinh: Clear Print Area. b va Tén _,ﬂphang Ban [~ |Chirc v, [~ | Ngay vao [ Lo (

2

guyén Van¥ 51T ~0t=

— Khi in, nén co dinh cac cot de trang in khong s ns TlNnanse Trubng s fB0y0-03.01 | |
bi tran ra ngoai, va cdc noi dung ké bén ciing :vianc ||NhdnSy  |Nhdnvién 20200331 ||
khéng dl VdO trang ln 1:;jm Thng Nhan Su Qua’n ly , 2020_04-35 !
oangVanE| (IT Truong nhom 2020-05-30 | |
angThiF | |Kinh Doanh  Trudng nhém 2020-06-29 ||
ivanG | |IT Trudng nhém 2020-07-29 | |
NiThiH T Treone nhom 20200828

TIN HOC SAO VIET #Bach Xuan Hién & 093 11 44 858
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[ BAI 05: DON TRANG IN TU PONG

Chirc nang don trang in cho phép Excel tw dong diéu chinh

@ Home
kich thuéc ngi dung nham dwa phan dir liéu bi tran vao trong | "

cung mot trang in. & s
¢~ Tai ctra s0 in — Chon mdt cac muc sau:
@ Fit Sheet on One Page: don toan bd ndi dung vao 1 trang

@ Fit All Columns on One Page: don toan bd cot vao 1
trang

© Fit All Rows on One Page: don toan bo dong vao 1 trang

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

Print
EE'] Copies: |1
Print
Printer ®
soft Print to PDF
"% Rea dy
Printer Properties
Settings

@ rin i

Print Active Sheet:
Only print the active sheets

\ w2
Collated
123 123 123

Landscape Orientatiol

A4
8.27" x 11.69"

@DQHf‘i

Normal Margin
Top: 0.75" Bottom: 0.75" Left....

(P

100

No Scaling >
Print sheets at their actual size
~

E
!
!
|/

?)
i)
=

No Scaling

[%5‘ Print sheets at their actual size

Fit Sheet on One Page
Shrink the printout so that it
fits on one page
Fit All Columns on

e page wide
Fit All Rows on One Pag;

3 shrink the printout s A

e page high

Custom Scaling Options...

One Page
Shrink the printout so that it is

@ tinhocsaoviet.com
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[ BAI 06: LAP LAI TIEU PE BANG TiNH ]

Khi bdng tinh c6 nhiéu trang, dong tiéu dé nén dwoc nhac lai cho cdc trang sau.

¢~Page layout — Print Titles — Sheet — “Row to repeat at top” — Chon dong
muon nhic lai khi in.

File Home Insert Draw Data Review View Developer

| A -
A;] (1]
A - I
Themes Page Setup Scaleto F
Al
= E G

| 4 e W i - e
1|iMa NV ~ [HavaTen |~ |PhongBan|~|Chicvu |~ Mgayvao - |Lwong (trigu) |~ |Ghi chu |~

2 W. 167
3 NV002 17}
4 NV003 | ? X B
5 NV004
6 |NV0OS | Page Header/Fooe
7 NV006

—  Printarea: T 1
8 NV007 | o !
9 NV0O8 | Print titles o\ . —
10 NV009 [Bows to repeat at top: \Jg“ 31| b ]
11 NVO10 | Columns to repeat at left: ‘ L3
12 |NVO11 |
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CHUONG III: KIEU DU LIEU VA PHUONG PHAP XU LY DU LIEU

O I. Muc dich nghién ciru

II. NOi dung nghién ctru

Bai 07: Tuy chinh dinh dang ngay thang
Bai 08: Tuy chinh dinh dang tién té

Bai 09: Don vi1 tuy chinh
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I. MUC PiCH NGHIEN CUU

Dir liéu tho sé tro nén vo hon va dé gay nham lan néu thiéu di cdac dinh dang chudn xdc.
Dé bién bang tinh tro nén truc quan, chuyén nghiép va tw dong hién thi dung ngir canh
bao cdo, bai hoc nay sé trang bi cho ban ky nang:

% Tuy chinh dinh dang kiéu ngay thang theo y minh
< Dinh dang cac loai don vi tien té khdc nhau

< Dinh dang don vi tuy chinh theo y cua riéng minh



II. NOI DUNG NGHIEN CUU

BAI 07: TUY CHINH PINH DANG NGAY THANG

Buwére 1: chon ving can dinh dang

Buwdc 2: chudt phai, chon Format Cells...

Bwée 3: chon thé Number
Buwéc 4: chon Custom

Buée 5: nhap kiéu dinh dang ngay thang mong mudn vao 6 Type

Pinh dang
dd/MM/yyyy
dd/MM
dd-MM-yyyy
MM/dd/yyyy
yyyy/MM/dd

Hién thi
20/11/2025
20/11
20-11-2025
11/20/2025
2025/11/20

Q- Xem hinh minh hoa & trang ké tiép

TIN HOC SAO VIET #Bach Xuan Hién

B 093 11 44 858

Trong do:
dd = Ngay
MM = Thang
yyyy = Nam

@ tinhocsaoviet.com
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Format Cells... @

S

a

Pick From Drop-d-own List...

) Define Name...

@ Link

EZl Link to this Range

Gia

il

TIN HOC SAO VIET

#Bach Xuan Hién

Format Cells

/‘*,s Number e}l ignment Font Border Fill Protection

|| Category:

General
Number
Currency
Accounting
Date

B 093 11 44 858

Sample

ll::iMM/yyyy 6 )

€nera

0.00
#£80
# #£0,00

# 8£0 ):(#,#£0)
##£0_);[Red](*,##0)
#,#£0,00_); (£,££0.00)
#,#£0,00_);[Red](#,##0.00)
S#,£20 ):(S#,££0)

$#,##0 );[Red](5#,##0)
$#,£20,00_);(5%,£#0.00)

@ tinhocsaoviet.com
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BAI 08: TUY CHINH PINH DANG TIEN TE

Buéc 1: chon ving can dinh dang

Bwéc 2: chon mé cong cu co biéu twong $ trong nhom Number

Buwéc 3: chon More Accounting Formats.. .

Budc 4: mo muc Symbol va tim ki hiéu phu hgp

Pon Gia
(VND | 15.000
VND | 20.000
VND | 13.000
|WND ) 14.000

Don vi tién t&

==g»-
= = = &£ =
| Alignment
Jx
K

=

ne
0

i

lGeneraI v'

(Simplified, Mainland

i

Conditional Formatas |

Format Cells

Number

| Category:

General
Number

Curren
st

Date
Time

o
raction
China), Scientific
Text
Special

Custom

Sample

-

Decimal places: |2 31

S
symbol: |vND @)

VND
vuv
WST
XAF
XAG
XAU
XB5
XBA
XBB
XBC
XBD
XCD
XDR
XFO

YELL

TIN HOC SAO VIET

#Bach Xuan Hién

B 093 11 44 858
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BAI 09: PON VI TUY CHINH

Buwéc 1: chon ving can dinh dang

Budce 2: chudt phai, chon Format Cells...

Buwéc 3: chon thé Number

Bwéc 4: chon Custom
Buwéce S: tai 6 Type chon: ###0 va thém phia sau “Don vi cua ban™ (VD: ###0 “Cai”

Format Cells

Category:

Number  Alignment

General
Number
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text

SEeciaI

Font Border Fill Protection

Sample

Type:
£ #20 "Cai

?

X

General

0

0.00

# ££0

# £20.00

# #20 ):(#,££0)

TIN HOC SAO VIET

#Bach Xuan Hién

B 093 11 44 858

So Lwong| Don Gia
10/Cai 15.000 Dong
15 Cai 20,000 Pong
1.500 |Cai 13.000 Pong
13|Caj 14.000 Pong|
il
Don vi tuy chinh

@ tinhocsaoviet.com
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CHUONG IV: LOC VA SAP XEP DU LIEU TRONG EXCEL

O I. Muc dich nghién citru
II. NOi dung nghién ctru
Bai 10: Loc dir li¢u dang $6
Bai 11: Loc dir liéu dang ngay thang
Bai 12: Loc dir li¢u dang Text

Bai 13: Sap xép dit liéu theo nhiéu diéu kién

TIN HOC SAO VIET #Bach Xuan Hién & 093 11 44 858 @ tinhocsaoviet.com Trang 19



I. MUC PiCH NGHIEN CUU

Dé t6i wu héa thoi gian lam viéc va trinh bay bdo cdo theo cdc tiéu chi cu thé (nhw
doanh thu cao nhat, tén theo Alpha, loc theo nhom hang...), noi dung dudi day sé hudng
dan hoc vien cdch:

% Trich loc dir liéu theo nhiéu kiéu dir liéu khdc nhau

’
0

% Sdp xép dir liéu linh hoat theo nhiéu diéu kién



II. NOI DUNG NGHIEN CUU

BAI 10: LOC DU LIEU DANG SO

. , o e ] Ti 1é Nga
% Between: trong mot khoang ichhavo  Sinphim  S6luoue N s i
4 A’ \ A’ A (o] mallest to Larges
Vidu: loc so lwong trr 10 dén 50 ii st lage 1.00%  05/01/2025
Al Sort Largest to Smallest
N 1,00% 03/03/2025
‘:’ LeSS Than: HhO hO’n Sort by Color >
3,00% 02/01/2025
% Greater Than: 16n hon - 2,00%  10/02/2025
< Equal: bEng } 3,00%  14/02/2025
% Does Not Equal: khac (khong bang) Number Fiers (Equat. |
/4 4 earch Does Not Equal...
< Greater Than Or Equal: 16n hon hoic | T -
\ “I(Sele Greater Than...
N ¥1425,00 u
bang . :;Zgo Greater Than Or Equal To...
% Less Than Or Equal: nho hon hoac bang | ;o Less Than..
’ . A A R ~ oA A [¥]731,00 Less Than Or Equal To...
— Luu y: khi loc dang so, nén chuyén dir liéu vé 977200 .
o .. . , e . ’ ¥1.076,00 i
General hoac phai nhdp dung dau thdp phdn, | @120 —
A \ [+11.326,00 = 7
phan nghin.
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BAI 11: LOC DU LIEU DANG NGAY THANG

/7

¢ Between: trong mot khoang thoi gian

KE GIAO HANG

Vi du: loc dir lidu tir 03/05/2025 dén 17/03/2025

< Before: trudc (nho hon) mot moc thoi gian

< After: sau (16n hon) mot mbe thoi gian

< Equal: bang mot mdc thoi gian

TIN HOC SAO VIET

#Bach Xuan Hién

B 093 11 44 858

4

S6 hrong

Tilé

~ | chiét kha -

Ngay _
giao hanf -

Ql Sort Oldest to Newest
ﬁl Sort Newest to Oldest

Sort by Color

Date Filters

Search (All)

(Select All)
=[v12025

¥ January

#(¥| February

t#v] March

vl April

[v] (Blanks)

@ tinhocsaoviet.com

Equals...

Before...
After...

Between...

This Week
Last Week
Next Month
This Month
Last Month
Next Quarter

This Quarter

Trang 22



BAI 12: LOC DU LIEU DANG TEXT

TIN HOC SAO VIET

Equal: giong

Does Not Equal: khac (khong giong)
Begins With: bit dau voi

Ends With: két thuc véi

Contains: co chira

Does Not Contain: khong chira

#Bach Xuan Hién

lgv

Tén khach hane

B 093 11 44 858

2] sortAtoz
2] sortztoA

Sort by Color

Text Filters

{ Search

[¥I (Select All)
[v]Ao Thun 1
[v] Ao Thun 10
[v]Ao Thun 2
[v]Ao Thun 3
[v]Ao Thun 4
[v]Ao Thun 5
[v]Ao Thun 6
~[VAa Thun 7

Does Not Equal...

Begins With...
Ends With...

Contains...

Does Not Contain...

Custom Filter...

Sélwgmg 1€

~ | chiet kha -
1.568,00 1,00%
1.593.00 1,00%
3.610,00 3,00%
2.009,00 2,00%
3.530,00 3,00%

Equals...

@ tinhocsaoviet.com

2.149.00

Tran

2.00%

y

JQ
[\®)
(98]

q



[ BAI 13: SAP XEP DU LIEU THEO NHIEU PIEU KIEN

Buwadre 1: tao bd loc cho dir liéu (muc dich dé nhan biét cot nao dang sép xép)

Bwoéc 2: chon 1 0 trong bang — Data — Sort — Hop thoai hién thi

Bwéc 3: chon Add Level thém diéu kién sap xép

Bwéc 4: chon kiéu sap xép tai muc Order

Formulas

Review View Automa

g

Currencies

ata Types

A AR Y

z l Sort Filter
&

Sort & Filter

N

TIN HOC SAO VIET

Sort o
l —+ Add Lem lXDeleteVel

[Ej Copy Level

Ludn tich chon muc néy\ "

(
Options... ( My data has headers

N\

?

X

\

Column
Sort by

Then by

San phdm

Sort On

Khu vuc e ‘ Cell Values 6 AtoZ
3 ~ ‘Cell Values § AtoZ

Order

Cancel

“Bach Xuan Hién

B 093 11 44 858
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CHUONG V: TIM KIEM VA THAY THE DU LIEU TRONG EXCEL

O I. Muc dich nghién citru
II. NOi dung nghién ctru
Bai 14: Tim kiém dit li¢u

Bai 15: Thay thé dit liéu



I. MUC PiCH NGHIEN CUU

Viéc ra sodt va swa loi thu cong trén hang ngan dong dir lieu khong chi “ngon’ hang gio
lam viéc ma con rdt dé bo sot. Dé xu ly triét dé van dé nay va dam bao tinh nhat quadn
tuyét doi cho bang tinh, bai hoc nay sé giup hoc viéen:

% Tim kiém dir liéu nhanh chéng trong excel

< Thay thé dir lieu hang loat chuyén nghiép



II. NOI DUNG NGHIEN CUU

BAI 14: TIM KIEM DU LIEU J

¢ Tim kiém dir liéu cé chira tir tim kiém
Buwée 1: chon 1 6 bat ky trong bang tinh — Ctrl + F — Hop thoai hién thi

Buwée 2: g6 tir can tim vao 6 Find what — Find Next

Find and Replace O X
0- Find Replace
Pham Thu Ha la ngud1 Ha Noi S 7

Muia thu Ha Noi rat dep
Moi nguoi déu tin vao thé gidi bén kia
Ban Tran Tin la mot chang trai da tai

Options > >

TIN HOC SAO VIET #Bach Xuan Hién & 093 11 44 858 @ tinhocsaoviet.com Tran
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% Tim kiém dir liéu phan biét in hoa, in thwong

Buéc 1: chon 1 6 bat ky trong bang tinh — Ctrl + F — Hop thoai hién thi
Buwée 2: g tir can tim vao 6 Find what — [YgMatch Case — Find Next

Find and Replace O

Replace
" Find what: QQ‘ v Format.. ~
Thu Ha la nguoi Ha Noi 9
Mua thu Ha Nol rat dep ' Within: | Sheet @’&Ch Y =
Moi ngudi déu tin vao the gidi bén kia () Match entire cell cont¥ts

A e \ . 5= Search: | By Rows
Ban Tran Tin la mot chang trai da tai
Options <<

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858 @©tinhocsaoviet.com Trang 28

Look in: | Formulas v




% Tim kiem dir liéu chinh xac n¢i dung trong 6

Buwée 1: chon 1 6 bat ky trong bang tinh — Ctrl + F — Hop thoai hién thi

Buwée 2: g tir can tim vao Find what — [Y4Match entire cell contents — Find Next

Find and Replace O X

Replace

Qudc HL‘mg|

S = = Find what: v No Format Set Format.. ~
Hoang L.é Anh Tuan ‘
Nguyén Quoc Hung
Lé Anh Tuan Within: | Sheet (] Match case

Quoc Hflng atch entire cell contents
Search: | By Rows

Look in: |Formulas v Options <<

Find Al tr Find Next ] Close

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858 @©tinhocsaoviet.com Trang 29




[ BAI 15: THAY THE DU LIEU ]

¢ Thay thé dir liéu cé chira tir ...

Buwde 1: chon 1 6 bat ky trong bang tinh — Ctrl + F — Hop thoai hién thi

Buéc 2: chon thé Replace — gb tir can thay thé vao 6 Find what — Find Next

Buwde 3: g tir thay thé vao 6 Replace with — Replace (Replace All dé thay hang loat)
Find and Replace ] X

s CEDO,

Pham Thu Ha 13 nguoi Ha Noi bieoie (E Tu muon thay
Mila thu Ha Noi rat dep Replacewith: (THUHA_) Tir thay thé

Moi ngudi déu tin vao theé gidi bén kia

A 3 5 = . : - Options > >
Ban Tran Tin 1a mét chang trai da tai e
Replace All ‘ Replace . ’ Find All Find Next Close
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% Thay thé dir liéu phan biét in hoa, in thwong

Buwéc 1: chon 1 6 bat ky trong bang tinh — Ctrl + F — Hop thoai hién thi

Buére 2: chon thé Replace — gd tir can thay thé vao 6 Find what
Buée 3: [Y4Match Case — Find Next (tim duoc thi sang budc 4)
Buée 4: gb tir thay thé vao 6 Replace with — Replace (Replace All dé thay hang loat)

Pham Thu Ha la ngwoi Ha Noi
Mua thu Ha Nai rat dep

Moi ngudi déu tin vao thé gidi bén kia |

Ban Tran Tin 12 mot chang trai da tai

TIN HOC SAO VIET #Bach Xuan Hién

Find and Replace O

ol P
THU HA

Vv No Format Set Format.. ~

Replace with:

Within: | Sheet ™
Search: | By Rows v

Lookin: | Formulas v Options <<

:Q)¢ (3)
Replace All Replace Find All Close
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% Thay thé dir liéu khop toan b ndi dung trong 6

Bwée 1: chon 1 6 bat ky trong bang tinh — Ctrl + F — Hop thoai hién thi

Buwéc 2: chon thé Replace — gb tir can thay thé vao 6 Find what

Buoc 3: Match entire cell contents — Find Next (tim dugc thi sang budc 4)

Buwéc 4: g0 tir thay thé vao Replace with — Replace (Replace All dé thay hang loat)

TIN HOC SAO VIET

Hoang Lé Anh Tuin
Nguyén Quéc Hing
Lé Anh Tuin

Quéc Hing

#Bach Xuéan Hién B 093

Find and Replace O X

Find

Replace

N No Format Set Format.. -~
N No Format Set Format.. ~

Find what: j Qué’c HL‘mg T

Replace with: Nguyen Quéc Hungl

Within: | Sheet v
Search: | By Rows v

Look in: |Formulas Options <<

Replace All l Replace I Find All i Find Next I Close

11 44 858 @ tinhocsaoviet.com
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CHUONG VI: PIA CHI TUONG POI, TUYET POI VA PIA CHI HON HQP

O I. Muc dich nghién citru
II. NOi dung nghién ctru
Bai 16: Dia chi tuong doi
Bai 17: Pia chi tuyét d6i
Bai 18: Dia chi hon hop



I. MUC PiCH NGHIEN CUU

Khi ban sao chép mét cong thirc trong Excel, cdc tham chiéu 6 bén trong né cé thé ti
dong thay doi. Hiéu ré su khdc biét giita ba loai dia chi 6 la diéu cot yéu dée dam bao

cong thirc cua ban luon tinh todn dung sau khi sao chép.



II. NOI DUNG NGHIEN CUU

[ BAI 16: PIA CHi TUONG POI ]

Dia chi twong di 1a dia chi bi thay doi khi sao chép cong thirc tir 6 nay sang 6 khac.

Vi dy: Cong thirc =A2 & 6 C2 sé ty dong thay d6i thanh =A3 khi sao chép cong thirc
xudng 6 C3. S

100 34(=A2 =B2 >

98 45(=A3 45

1 <

2

3 |

4 ‘ 24 35 24 35
5

6 | \/

7 {

8 | Thay doi hang khi sao chép theo chiéu doc.

g | Thay déi cét khi sao chép theo chiéu ngang.

- Khi lap cong thtrc, Excel mic dinh sir dung dia chi twong doi.
- Sao chép cong thuc theo chiéu doc, dia chi hang thay doi.
- Sao chép cong thire theo chiéu ngang, dia chi cot thay doi.
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[ BAI 17: PIA CHI TUYET POI ]

Dia chi tuyét d6i 1a dja chi khong bi thay doi khi sao chép cong thirc 6 ndy sang 6 khac.
Loai dia chi nay 1y tuéng cho cac gia tri nhu don gia, thué suat, hodc héng $0.

Vi dy: dia chi $A$2 s& khong thay do6i ca cot va dong khi sao chép cong thic.

A B | ¢ | b | E | F
1 -

2 10%  $A$2 10% $A$2

3 10% $A$2

4 10% $A$2

5 10% $A$2

6 -

7

- Dé cb dinh dia chi 6 ta s dung dau $ (Shift + 4).

- DéAu $ nam trude cot 1a cb dinh cot, ndm trude dong la ¢ dinh dong.

- Pé cb dinh nhanh dia chi 6, nhan F4 (hoac Fn + F4), Excel s& thém dau $ trudc tén
cot va s6 dong.
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[

BAI 18: PIA CHI HON HQP

Dia chi hon hop 1a dia chi trong d6 chi c6 Cot hodc Dong duoc c¢6 dinh, thanh phén con
lai van thay doi khi sao chép cong thic.

Co dinh cjt:
Vidu: $A2

Phim tat: Nhan F4 ba lan. Thao tac nay

s€ chuyén do1 qua lai dé co dinh cot.

A B C D E
1
2 100[ =$A2  =$A2 100 >
3 98 98 98 98
4 24 24
5 | Cot gilr nguyén khi sao chép cong
6 thirc theo chiéu ngang

Dong sé thay déi khi sao chép
cong thirc theo chiéu doc

® (N (AW N

Co dinh dong:
Vidu: A$2

Phim tat: Nhan F4 hai lan. Thao tac nay

s& chuyén doi qua lai dé ¢6 dinh dong.

Dong khang thay déi khi sao chép
coéng thirc theo chigéu doc

0 N o AW N =

E A B C D
1
2 100 234 345
3 100 =B$2 = =C$2 >
4
5 | Cot sé thay déi khi sao chép theo
6 chiéu ngang

TIN HOC SAO VIET

“Bach Xuan Hién

B 093 11 44 858
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CHUONG VII: SUDUNG TEN VUNG TRONG EXCEL

O I. Muc dich nghién citru
II. NOi dung nghién ctru
Bai 19: bat tén vung
Bai 20: Quan ly tén vung



I. MUC PiCH NGHIEN CUU

Trong Excel, viéc tham chiéu dir liéu bang dia chi 6 théng thuwong (A1, B2...) ld rao cdn
I6m khi can kiém sodt cdc bang tinh quy mé. Ky nang Pt tén ving (Named Range) chinh
la bude chuyén doi tw duy quan trong, givip don gian héa viéc qudn Iy va ldp céng thirc
thong qua viéc:

)
“Q

Hiéu dwoc khai niém va vai tro ciia tén vimg (Named Range) trong Excel.

@
“‘

Thyc hién thanh thao cdc thao tac chon vung dir lieu nhanh va chinh xdc.

Q)
Q“

Biét cach dat tén ving dir liéu ding quy tac dé dé ghi nhé va sir dung.

)
“Q

Sir dung tén ving trong cong thirc, ham, giip cong thirc ré rang va dé quan Iy hon.

@
“‘

Biét cach quan Iy, chinh sira, xéa tén viing trong bdang tinh.



II. NOI DUNG NGHIEN CUU

[ BAI 19: PAT TEN VUNG ]

NewNameP)¢ ténm tai day” x
Buwde 2: chudt phai vao ving chon — Define name — |cumee

Bwéc 1: chon ving can dit tén

— Luwu y khi diit tén

1. Viét lién khong dau hoac dung . (dau chdm) hodc dau  (gach duéi)
2. Tén vung nén dat theo t€n bang hoac tén goi nhd cong viee
3. Tén vung nén gan thém tb (nghia 1a table - bang) phia trudc dé dé nhan dién

Vidu: tbhDanhMuc, tbNhatKy, tbNhanVien...

4, Chit ddu mdi tir nén viét hoa cho dé nhan dién tén vung, vi du: tbBanHang
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Sau khi diit tén vung, ta c6 thé chon nhanh ving d6 tir 6 Name Box

@ AutoSave z) - ~ Bookl - Excel

fﬁ] ) A = 9  [EConitional Formatting - - /(D of A

Paste @ - Font  Alignment Number 7 Format as Table v Cells  Editing Add-ins  Python
v P v v v 7 Cell Styles v v v
Clipboard N Styles Add-ins Boardflare

—_—

tbDanh_Muc.DPon_Gia

tbDanh_Muc.loai_Hang
A B

Fle Home Insert Draw Page Layc Formulas Data Review View Automate Developer Help Power Pivi | 3 |

et

v

= »

Kiém tra tén vung duoc
hién th1 & 6 Name Box

TIN HOC SAO VIET #Bach Xuéan Hién B 093 11 44 858 @ tinhocsaoviet.com
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BAI 20:

QUAN LY TEN VUNG

1. Tuy Chinh Tén Vung

Thé Formulas — Name manager (hodac Ctrl + F3 hodac Ctrl + Fn + F3)

Page Layout EormulasloData

1

|

[

= [
[Lz]

Function Library

Review View Automate Help

&) Define Name v EI\_.J Trg
<} Use in Formula v Qg Trg
Manager Fo Create from Selection F; Re

E

[m] X

Xoéajténjvu
Edit... ] [ Delete /r' A—p‘a—! “DJ‘I;ll_ng Filter v

Scope Comment
Workbook

Strajténjvajvungjchon)

Refers to:
| =Sheet2!$AS 1:5ES9

TIN HOC SAO VIET #3Bach Xuan Hién

Stajvtingjchon [£]

Close

& 093 11 44 858 @ tinhocsaoviet.com
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2. Goi Tén Vung Khi Sir Dung
Cach 1:

EE )
()TBILLEQ
() TBILLPRICE

@ 18ILLYIELD

- Tén ving duoc goi nhu tén ham, chi can go tir goi y &

=VLOOKUP(H11tbBanHang,2,0)

Paste Name ? X
C éCh 2 : Paste name

)

- Nhan F3 hoic Fn + F3 dé goi tén ving — &~

oK Cancel
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CHUONG VIII: HAM TIM KIEM TRONG EXCEL

O I. Muc dich nghién citru
II. NOi dung nghién ctru
Bai 21: Ham VLOOKUP
Bai 22: Ham HLOOKUP



I. MUC PiCH NGHIEN CUU

Trong méi truong cong sé, VLOOKUP va HLOOKUP dwoc coi la nhitng ky ndang “song
con” ma bdt ky ai lam viéc véi dir liéu déu phai nam viing. Ching la chia khéa dé két noi
cac bang dir lidu roi rac thanh mét hé thong théng tin thong nhdat. Chwong nay dwoc
thiét ké dé trang bi cho ban tw duy va ky thudt nham:

% Hiéu va sit dung dwoc cdc ham tim kiém trong Excel.
% Thuc hién tra cieu div liéu bang VLOOKUP va HLOOKUP
< Ap dung ham tim kiém vdo cdc bai todn thiee té.

% Nang cao hiéu qua va do chinh xdac khi xw Iy dir liéu.



II. NOI DUNG NGHIEN CUU

[ BAI 21: HAM VLOOKUP

Ham VLOOKUP dung dé tim kiém thong tin cho mét déi tuong (d6i tugng nay duoc

goi la gia tr1 do tim).
— Cdch thirc tim kiém:

1. Ham lay gid tri do tim dé tim
chinh né ¢ cét dau tién cua
vung chon chua thong tin

2. Két qua trd vé la gid tri cung
dong o cot bén phai cua vung

chon chira thong tin

TIN HOC SAO VIET #Bach Xuan Hién

Giatri do im  Két qua tra vé

Ma SP Pon gi4

=VLOOKUP(Gia tri do tim| [Bang do tim @i tri céﬂ, 0)
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[ BAI 22: HAM HLOOKUP ]

Ham HLOOKUP dung dé tim kiém thong tin cho mot d6i tuong (ddi twong nay dugc
goi la gia tr1 do tim).
— Cich thirc fim kiém:
1. Ham ldy gid tri do tim dé tim chinh né & dong dau tién cia ving chon chira
thong tin
2. Két qua tra vé la gid tri ciing cét & dong bén duéi ciia ving chon chira théng tin

MasP | bongia | =HLOOKUP((Gi tri do tim), Bang do tim), Vi tri dong), 0)
A
®) 55 /
Mé SP ........ A ....... C ......... 5 @ Dbng l
S6 hrong 1 3 5 |Dong2
Pon glé ,,,,,,, 60 Rt -] | B o .Db.ng_3.¢
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CHUONG IX: HAM TINH TOAN - THONG KE & XU LY DU LIEU MO RONG

O I. Muc dich nghién ctru
II. Noi dung nghién ciru

Bai 23 : Ham tinh tong phy - SUBTOTAL
Bai 24: Ham xir 1y s6
Bai 25: Ham xu 1y tho1 gian



I. MUC PiCH NGHIEN CUU

Bai hoc duoc thiet ké nham giup hoc viéen nang cao ky nang thong ké dir lieu, lam viéc
nhanh chong va hiéu qua. Sau khi hoc xong, hoc vién sé:

) )
“‘ “Q

Q)
Q“

Hiéu dwoc chirc nang va vai tro ciia ham SUBTOTAL trong xit Iy dir liéu Excel.
Reén luyén ky ndng thong ké di liéu theo nhém, theo diéu kién loc hodc an dong.

Givip hoc vién biét cach sit dung ham dé tinh toan linh hoat, chinh xdc trong cdc
bang dir lieu thuc te.

Nang cao kha nang wng dung Excel trong cong viéc nhuw bdo cado, quan ly nhan su,
ban hang va thong ké so li¢u.



II. NOI DUNG NGHIEN CUU

BAI 23: HAM TINH TONG PHU - SUBTOTAL ]

Ham nay thuong dp dung khi bang tinh c¢é cdc nhém, né c6 cdac diém déic biét:

< S0 liéu tong hop tu dong cap nhat khi thém nhém méi
% Tu dong trur di cac dong bi an

< Tong phu khong thong ké cac tong con

Cu phap:

= SUBTOTAL(Chi s6 ham, Quét chon vung can thong ké)

Trong d6, cac chi so6 ham tuong tmg nhu sau:

- Tu 1 — 11 1a théng ké ca cac gia tri bi an

- Tu 101 — 111 Ia chi thong ké gia tri dwgc hién thi
Q- Xem tiép trang sau
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<3

Y nghia céc chi s6 trong hAm SUBTOTAL

Chi sé Chirc nang Y nghia
1 101 AVERAGE |Tinh trung binh
2 102 COUNT |DPém 6 chtraso
3 103 COUNTA |P&m 6 khong rong
4 104 MAX Tim gia tri l6n nhat
5 105 MIN Tim gia tri nhd nhat
6 106 PRODUCT |Nhan cac giatri
7 107 STDEV  |Tinh do léch chudn (mau)
8 108 STDEVP  |Tinh d6 léch chuan (tong thé)
9 109 SUM Tinh tong
10 110 VAR Tinh phuong sai (mau)
11 i i VARP Tinh phuong sai (tong thé)

O




¢ Vidu1:

TIN HOC SAO VIET

#Bach Xuan Hién

Tén San Pham

Noi Com DPién Ti Z8
Bép Tir Don

May Hit Bui Cam Tay
TONG TIEN

Sach Tiéu Thuyét Lich St
T Dién Anh - Viét
TONG TIEN

B0 Dung Cu Stra Chira
May Khoan Cim Tay
Thang Nhém Gap Gon
Hop Dinh Vit Téng Hop
May Cua Long Dién
TONG TIEN
TONG CONG

B 093 11 44 858

Loai San Phim

Thiét Bi Gia Dung
Thiét Bi Gia Dung
Thiét Bi Gia Dung
=SUBTOTAL(9,D7:D11)
Sach & Giao Duc
Sach & Gido Duc

=SUBTOTAL(9,D13:D17)

Cong Cu & Ky Thuat
Cong Cu & K¥ Thuat
Cong Cu & K¥ Thuat
Cong Cu & K¥ Thuat
Cong Cu & K¥ Thuat

=SUBTOTAL(9,D19:D23)
=SUBTOTAL(9,D7:D24)

@ tinhocsaoviet.com

Tf)ng Tién
(VND)
17,100,000
18,200,000
21,840,000
87,240,000
5,700,000
4,500,000
22,350,000
7,500,000
7,840,000
8,400,000
1,800,000
5,550,000

31,090,000

140,680,000
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¢~Vidu 2:

Téng Tién

Tén San Pham Loai San Pham (VND)

No6i Com Pién T Z8 Thiét Bi Gia Dung 17,100,000

Cacydong) bil an / @ Bép Tir Don Thiét Bi Gia Dung 18,200,000

,_llé n 9) (1 lJiQ’,CJ tJJ,Q( ng ) “é 11| |Mdy HitBui Cam Tay | Thiét B Gia Dung ___21.840.000
s dumg chisghami, 2 [ sk s

oy S = Sach Tiéu Thuyét Lich St | Sdch & Gido Duc 5,700,000

t,LJ’j 1JOJ1J - 1J J1 T Pién Anh - Viét Sach & Gido Duc 4,500,000
18 |TONG TIEN =SUBTOTAL(109,D13:D17)

19| |BoDung Cuswachia | Cong Cu & Ky Thuit 7,500,000

20 1 My Khoan Cim Tay Cong Cu & K¥ Thuat 7,840,000

21 | Thang Nhom Gap Gon Cong Cu & K¥ Thuat 8,400,000

22 | |Hop Pinh Vit Téng Hop | Céng Cu & K§ Thuat 1,800,000

23 A May Cua Long Dién Cong Cu & K¥ Thuat 5,550,000
24| |TONG TIEN =SUBTOTAL(109,D19:D23) | 31,090,000

25 | TONG CONG =SUBTOTAL(109,D7:D24) 98,430,000
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[ BAI 24 : HAM XU LY SO ]

< Ham INT: dung lay phan nguyén tir s6 thap phan

Ct phap: =INT(S6 thip phan)

< Ham MOD: dung dé lay s6 du

Ct phap: =MOD(S0 bi chia, s6 chia)

< Ham VALUE: dung chuyén ky tu s6 dang Text sang Number

Ct phap: =VALUE (KY tu s6 dang text)

< Ham ROUND: dung lam tron s, phan thap phan tir 1 - 4 s& duogc tinh 14 0, phan
thap phan tir 5 - 9 s& dugc quy tron 1a 1 don vi va cdng vao két qua

Ct phap: =ROUND(S6 thap phin, phan thap phin can lay bao nhiéu sd)
Vidu:

=ROUND(5.432, 2) = 5.43 (Vi chi giit lai 2 ky tu phan thap phan)
=ROUND(6.498, 1) = 6.5 (Vi chi giit lai 1 ky tu phan thap phan)
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[ BAI 25 : HAM XU LY THOI GIAN ]

< Ham DAY, MONTH, YEAR tra vé ngdy, thang, nim tuong tmg ctia chudi ngdy thang
Cu phap: = DAY (Chudi dang DATE), cac ham con lai tuong tu.

< Ham HOUR, MINUTE, SECOND lay ra gio/ phat/ gidy twong tng trong chudi

Ct phap: =HOUR(Chubi chira s6 dang DATE c6 chira gi®), cac ham con lai twong tu
< Ham DATE, TIME 3 ham ndi cac thoi gian riéng 1é vé mot chudi

Cu phap:

= DATE(nam, thang, ngay)

= TIME(gio, phut, giay)
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CHUONG X: PHEP KIEM TRA VA HAM CO MOT PIEU KIEN TRONG EXCEL

O I. Muc dich nghién citru
II. NOi dung nghién ctru
Bai 26: Phép toan so sanh va kiém tra diéu kién trong Excel

Bai 27: Ham c6 diéu kién IF trong Excel
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I. MUC PiCH NGHIEN CUU

Ban dd bao gio phdi cing mdt ra sodt tirng dong dir liéu dé tw minh phdn dodn xem nhan
vién nay co dat chi tiéu khong, hay hoc sinh kia Pau hay Rot? Viéec phan loai thu cong
nay chinh la “ké thu” ciia nang sudt va rat dé nham lan. Hay dé Excel tw dong héa hoan
toan quy trinh ra quyét dinh dé giip ban théng qua:

%  Hiéu dwoc phép kiém tra logic trong Excel.
% Sir dung dwoc ham IF (mét diéu kién).
% Ap dung ham IF dé kiém tra, phan loai dir liéu.



II. NOI DUNG NGHIEN CUU

[ BAI 26: PHEP TOAN SO SANH VA KIEM TRA PIEU KIEN

1. Phép Toan So Sanh

< Phép toan so sanh (logic) 1a cac biéu thirc duge dung dé so sanh hai gia tri.

< Két qua ctia mot phép so sanh chi tra vé TRUE (dtng) hoic FALSE (sai).

<  Cac phép so sanh pho bién trong Excel.

Toan tir Y nghia Vi du Két qua

= Bang nhau =A1=B1 TRUE/FALSE
< Khéc nhau =A1<>Bl TRUE/FALSE
> Lén hon =A1>Bl TRUE/FALSE
< Nho hon =A1<B1 TRUE/FALSE
>= L&n hon hodc bang =A1>=Bl TRUE/FALSE
<= Nho hon hodc bang =A1<=Bl TRUE/FALSE
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2. Phép Kiém Tra Piéu Kién

X/

< Kiém tra diéu kién ban chat 1a mot phép toan logic, goi tat 1a phép so sanh.
< Kiém tra diéu kién gom:

e Pdi twong kiém tra (thuong 1a mot 6 hodc gia tri can danh gia)

e Phép so sanh (nhu >, < = <>, >= <=)

e Gia tri so sanh (la con s0, van ban hoac 6 tham chiéu dé so sanh)

— Xem trang ké tiep &
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4% Vidu minh hoa:

Néu mua nhiéu hon 5 ¢6i mi, giam ngay 5,000d
= Phép so sanh: > (nhiéu hon)
= (314 tri so sanh: 5

Néu s6 lwgng 16m hon 30, ting phiéu mua hang tri gia 200,000d
= Pbi tugng kiém tra: s6 lwong

— Phép so sanh: > (I6n hon)

= (14 tr1 so sanh: 30

= Cong thirc: =A1>30 (néu s6 luong nam 6 6 Al)
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[ BAI 27: HAM CO PIEU KIEN IF TRONG EXCEL ]

1. Muc Dich S&t Dung Ham If Trong Excel

< Ham IF dugc st dung khi bai toan can phai kiém tra diéu kién trudc khi tra vé két
qua.

< Ham IF duoc Gmg dung trong mot s6 viéc trong thuc té nhu tinh luong, thudng,
phu cap, xép loai, khuyén mai, chiét khau ban hang...
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2. Cu Phap Sut Dung Ham If

=]F(Kiém tra di€u kién, K&t qua muon tra vé néu ding, Két qua mudn tra vé néu sai)

DUNG/SAI PUNG thi ldy gia tri nay SAI thi lay gié tri ndy
=IF(logical_test; value if_frug] value_if false))
LY v
Kiém tra diéu ki¢n - ¥ Néu kiém tra cho két qua FALSE thi
Néu kiém tra cho két qua TRUE thi dirng va lay gia tri nay

dimg va lay gia tri ndy

Néu kiém tra cho két qua FALSE thi
s€ bo qua va lay tham so6 ké tiép
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3. ViDu Minh Hoa

< Néu tin hiéu dén giao théng la Xanh thi Puwoc Pi, nguoc lai thi Dirng Lai

A
1 Tin hiéu dén giao thong ¢
2 Xanh =IF(A2="Xanh", "Dwgc Di", "Dl‘rnngai")
3 Do
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