Chuwong Mé Piu

Thao Tic Co Ban Véi Cac DPoi Twong
Co Ban Trong Excel

Nhép Li¢u Ding Trong Excel

K§ Niing In An Trong Excel

Ky Nang Trinh Bay Bang Tinh 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: CHUONG MO PAU

Bai 01: Hé thdne dao tao va khoa hoc tai Sao Viét

Bai 02: Muc tiéu khoa hoc




Bai 01: Hé Thong Pao Tao Va Khoa Hoc Tai Sao Viét
1. H¢ Théng Pao Tao: Tin hoc Sao Viét c6 13 chi nhanh dao tao, tap trung chu yéu tai
TP. H6 Chi Minh, Binh Duong, Pong Nai va Viing Tau.

AMALT

i I
- Fraover |

il CN Quan 7: 515 B2/12, P. Lé Van Luong, Tan it CN Binh Tan: TM-0.39, 510 Kinh Duong Vuong, it CN Long Thanh: 72 Pinh Bé Linh, Loc An, Long
Phong, Quan 7 An Lac, Binh Tan Thanh, Péng Nai

“‘\ / - ,’-‘9 39’ /

it CN Viing Tau: 293 Binh Gia, Phuong 8,
Tp. Viing Tau
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it CN Binh Thanh: 21/12 Lé Truc, phuong 7, Quan
Binh Thanh, TPHCM (chung cw Lé Truc)

il CN Thu Puc: 133/2 . P6 Xuan Hop, Phudc Long B,
Thu Pirc, H6 Chi Minh

.

i

~

iil CN Tan Uyén: S6 20 P. PX 12, Tan Vinh Hiép, Tan Uyén,
Binh Duong

i CN Di An: 184/19/11 Pang Van May, KP. Pong
Chiéu, P. Tan Pong Hiép, Di An

TIN HOC SAO VIET #Bach Xuan Hién
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)sVA_D VIET

HE THONG BAO TAO THUC HANH THUC TE

it CN Quan 12: A23 P. Lé Thi Riéng, Khu dan cu Théi
An, Phuong Théi An, Quan 12

g
i vaLtm !

it CN Bién Hoa: 91 Poan Van Cy, P. Tam Hoa,
TP. Bién Hoa

it CN Thuan An: 8 Puong NA8, KDC Viet Sing,
Thuan An

@ tinhocsaoviet.com
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2. H¢ Thong Khéa Hoce

Trung tdm Tin hoc Sao Viét cung cip nhiéu khoa hoc da dang nhu tin hoc vin phong
(Word, Excel, PowerPoint), thiét ké d6 hoa (Photoshop, Illustrator, CoreIDRAW), vé ky
thuat (AutoCAD, SolidWorks, SketchUp), lap trinh (Python, Scratch), ké toan thue hanh,
digital marketing va cac khoa hoc ing dung Al. Ngoai ra, trung tam con c6 cac khoa hoc

qudc t& nhu MOS, IC3 va cac chuong trinh danh cho tré em.
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Bai 02: Muc Tiéu Khoa Hoc
Excel khong chi la cong cu tinh todn: mc} la nén tang quan trong trong xir 1y va phdn tich
dir lieu hién dai. Khoa hoc dwoc thiét ké theo o trinh tw co bd’n, giup hoc vién tung buoc
lam chu bang tinh va ung dung hiéu qua vao cong viéc thuc te.
Sau khi hoan thanh khéa hoc, hoc vién cé thé:

® Surdung thanh thao cac thao tac va ham trong Excel;

o Sap xép, loc va phan tich dit liéu chinh xdc;

e Xdy dung bdo cdo, chuyén nghiép, gép phan ndng cao hiéu sudt va chdt lrong céng
viéec.
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CHUONG II: THAO TAC CO BAN VOI CAC POI TUQNG CO BAN TRONG EXCEL

I. Muc dich nghién ciru
II. NOoOi dung nghién curu

Bai 03: Cac thao tac kho1 dong voi excel

Bai 04: Thao tac vol Sheet

Bai 05: Thao tac vo1 Dong
Bai 06: Thao tac vol Cot
Bai 07: Thao tac voi Pia chi 0

TIN HOC SAO VIET #Bach Xuan Hién
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I. MUC PiCH NGHIEN CUU

Viéc quan trong nhat khi hoc bdt ké mét vmg dung nao, dé la phai biét mé, luu va ndam
duwoc cdac léenh co ban nhat trén cac doi twong thuong xuyén lam viéc.

Khéng nhitng phdi biét ma phai ndam ré va ghi nhé dwoe nhitng diéu can bdn trén, néu
khong khoa hoc coi nhu khong co gid tri.

Viec thanh thao nhitng thao tdc va lénh co ban sé giup viéc hoc cac phcfm sau tro nén

don gian hon va hung thu hoc tdp hon.
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II. NOI DUNG NGHIEN CUU

BAI 03: CAC THAO TAC KHOI PONG VOI EXCEL

1. Khdéi Dong Bang Tinh Excel

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

i |
il

TIN HOC SAO VIET

Q Excell

#Bach Xuéan Hién

0

Home

O

New

=

Open

New
A B
1 :I
2
3
4
5
6
7

Blank workbook

\

Search for online templates

.

N\
Suggested searches: Business Personal Planners and Tracker:

Take a tour

Get started with
Formulas

B 093 11 44 858
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2. Luu Tép Tin Excel
THI1: Luu mgi tép tin Excel
File — Save As — Thuc hi¢n theo hinh phia dudi

Save Share options

| Save As I l_.l
(1)

Print

Share

Export

Transform

Close

Account

Options

ol Save As
« 33 AN
Share
Organize ~ New folder

Zalo Received Files

Other locations

I:j[;] This PC

@ OneDrive - Office 365
I This PC
= Windows (C:)

== Phan_Mem (D:)

== Tai Lieu (E:)

Add a Place

o3l Microsoft WoR

File name:

Save as type: Word Document (*.docx)

Authors:  Xuan Hién

) Save Thumbnail

A Hide Folders

> This PC > Phan_Mem (D:) > Thuc Hanh

Date modified

-
3

Title: Add a title

1ok cancel

& Luu y: trude khi lam viée véi bang tinh méi thi phdi luu va dét tén cu thé, tranh 16

file hoac mat dien gitra chung dir liéu sé co nguy co bi mat.

TIN HOC SAO VIET #Bach Xuéan Hién
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TH2: Luu ngi dung dang co
Trong qua Frinh lén,l viée, viec lwu noi dung thirong xuyén giup tranh mat dir liéu khi
xay ra su ¢O nhu mat dién hodc treo may.
Pé thyue hién thao tac luu, ta chon Save, hoic nhan Ctrl + S

TIN HOC SAO VIET
11

File Home |Insert Draw™\ Page Layout
Eﬁ 4 lArial v-H'1 v.( /
@ - |
Paste o | B Do
T B I U :

#Bach Xuan Hicn

& 093 11 44 858
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3. Giao Dién Bang Tinh Excel

File Home Insert Draw Pagelayout Formulas Data Review View Developer Help PowerPivot Al-aided Formula Editor

<n X Cut

B Confes

i AptosNarow  +|[11 v A" AT 25 Wrap Text [General < El @ @ = oY /O IE‘_%
paste El,i:::all;lmel B I U-“HEv dvA- B Merge&Center ~  $ + % 9 %% 8 Ff:r:::y:’;i F:;:br:lvas s:ﬁi'v Insert Delte Format Fs‘ﬁgrsf ;;;ixsi Add-ins Agda\ge
Clipboard ~ Font ~ Alignment ~ Number ~ Styles Cells Editing Add-ins. b
B2 v i fev B2 ~
a
A B & D E F | I J
1 !
> A
2 B2 | pIACHIO
3 COT
4
' ) N
°L—1 DONG
7
8
SHEET . 2
PHONG TO, THU NHO
\
\ .
»

Sheetl  Pj Hoa Sao Viet  Ké& toan Sao Viét
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[

BAI 04: CAC THAO TAC CO BAN VOI SHEET (TRANG TiNH)

Sheet con goi la trang tinh. Néu xem Workbook (file Excel) nhw mét cuén sé, thi Sheet
nhw nhitng to gidy trong cuén sé do.

.

. Dat tén sheet: chudt phai vao tén sheet — Rename

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

| sheeti | sheetz | [@

. An sheet: chudt phai vao sheet — Hide

2
3
4.
5

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

. Xoa sheet: chugt phai vao sheet — Delete
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[ BAI 05: CAC THAO TAC CO BAN VOI DONG ]

Dong (Row) la cdc ddi 6 nam theo chiéu ngang cia bang tinh. Cac dong dwoc danh soé
thu tu bcing so twnhién: 1,2, 3,4, ... Vidu: B5thi 5 ky hiéu cho dong 50 5.

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

3. Thay doi kich thuéc dong: dit con tro phia dudi dong — khi thdy c6 dau (3)—
gilt chuot trai va kéo tha

4. Xéa dong: Chudt phai vao dong can x6a — Delete
5. Cheén dong: Chuot phai vao dong ké bén — Insert
6. Co dinh dong tiéu dé: Chon dong bén dudi dong can

cO0 dinh — View — Freeze Panes — Freeze Panes

@@NO‘JU’IACJI\)—K‘
| [ | t

& Luu y: Khi chon dong, ta nhan chon vdo soé dong bén trai.

p—
o
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[ BAI 06: CAC THAO TAC CO BAN VOI COT ]

Cét (Column) la cac ddi 6 nam theo chiéu doc ciia bang tinh. Cdc cét dwoc ky hiéu bang
chit cai: A, B, C, ..., Z, AA, AB, ... Vi du C3 thi C ky hiéu cho cot C.
1. An cOt: chudt phai vao cot mudn an — Hide
2. Hién thi ¢dt: quét chon 2 cot ké hai bén — Chudt phai — Unhide
3. Thay doi kich thuéc ct: dit con tro bén phai cot — khi thay co dau (&) — giit
chuot trai va kéo tha
4. Xoa cot: Chuot phai vao cot can x6a — Delete

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

) r . A A \ I ~ 7.
& Luu y: Khi chon cot, ta nhdan chon vao cdc chir cdi |

ky hiéu cho cot o phia trén.
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[ BAI 07: CAC THAO TAC CO BAN VOI PIA CHI O ]

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

giao nhau gitta cdt B va dong so 2
1. Tron 0: chon cac 6 can tron — Merge Cell &

2. B6 tron 6: chon vao 6 dang tron — Unmerge [

o
Lo
<

3. Xuong dong tw ddng: chon 6 c6 ndi dung mudn xudng dong — Wrap text

4. Stra n0i 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 dugc thi bam fn + F2)

5. Xuo6ng dong thii cong: chon sira ndi dung 6 — Di chuyén dau nhay chudt tai noi
can xubéng dong — Alt + Enter
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CHUONG III: NHAP LIEU PUNG TRONG EXCEL

O I. Muc dich nghién ciru
II. NOoOi dung nghién curu
Bai 08: Cac budc can thuc hién trude khi nhap di liéu

Bai 09: Dit liéu dang s6 (Number)

o Bai 10: Dir liéu dang neay thang nam (Date)
Bai 11: Mot sb dinh dang di liéu khic
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I. MUC PICH NGHIEN CUU

Soan thao van ban trong Word thi thién vé tham my, nghia la lam sao van ban nhin can
doi, ro rang va dep.

Con Excel thién vé tinh todn nén vu tién hon vé do chinh xdc cua ket qua.

Excel su dung cdc cong cu deé tinh toan nhuw ham va mot so cong cu co san khdc, cac
cong cu nay tudn thu rdt chat ché vé kiéu dir liéu.

Dit liéu nhdp vao bi sai dinh dang, sé lam nguy co tinh todn sai két qua.

— Vi vdy, bai hoc nay sé givip ching ta biét cach nhdp liéu chudan dinh dang, ciing nhi
cdch kiem tra dir lieu chuan chuwa, va dau hiéu nhan biét dir lieu sai dinh dang.
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II. NOI DUNG NGHIEN CUU

BAI 08: CAC BUOC CAN THUC HIEN TRUGC KHI NHAP LIEU ]

1. Pinh dang cot (Format Cells)
Dinh dang trudc khi nhap liéu gitip han ché 18i nhap sai kiéu dit liéu.
Chon vung nhap — Gan ding dinh dang (Text, Number, Date...).

Luu y: Chuyen sang Text trudc khi nhdp So dién thoai/CCCD dé khéng mat s6 0 ¢ dau.
2. Kiém tra Dau phan cach (Separators)

Su khéc biét gitta dau Cham (.) va Phay (,) trong hé thong c6 thé 1am chung ta nham lan
va nhap sai dit liéu. Do d6 can kiém tra va nhap dau Cham (.) va Phay (,) theo dung dinh
dang cta hé thong mdy dang sir dung.

3. Kiém tra Ngay gio hé thong (System Date)

Trudce khi nhap ngdy thang, phai kiém tra dong ho may tinh (Goc phai man hinh) dang
dinh dang Ngay/Thang hay Thang/Ngay. Phai nhap ding thor ty ngay thang theo diung
thoi gian hién thj hé thong.
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[ BAI 09: DU LIEU DANG SO (NUMBER) ]

Dir liéu trong Excel phu thuéc vao dinh dang ciia 6 va dau thdp phin dang ding,

xét vé mdt vin ban thi c6 thé chudn, nhwng khi dwa vao tinh todn thi lai khéng chudn.

Khi nhép li¢u phai kiém tra dau ngan
cach thap phan va phan nghin hé thong
dang dung.

B

L b Wrap Text |General v
= 5= - « O <0 .00 Condi
£ 2= Merge & Center $ % 39 98 Fone!
Alignment [ Mmber) =
F c Y
(1) Ket qua
ehgnviio s6 (100000) 100.000,00
~—
DAu ngin edch phan nghin Déu thap phén

TIN HOC SAO VIET #Bach Xuan Hién

Khi nhap dung dinh dang Number thi
liéu s& nim bén phai 0.

Narrow v E AN == \;\ L 25, Wrap Text General  ~
I UvBY&-A =E==== EMegescenter - $v%@%g£3
Font ~ I§|—r i Number ~
C E F
=
410.50 Dir liéu nam bén trai = Sai

410,50|| D liéu nam bén phai = DPing

& 093 11 44 858 @ tinhocsaoviet.com Trang 20



BAI 10: DU LIEU DANG NGAY THANG NAM (DATE) ]

Khi nhap liéu phai nhap duang
theo dinh dang hé thong dang str
dung.
Vi du: ngay 15 thang 12 nam
2024

Khi nh2p dang dinh dang Date
thi dir liéu s& nam bén phai 0.

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 ding: 15/12/2024

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

Formulas Data Review View Developer Help Power Pivot

n AN =E=

A B NG B ) D S

Alignment

12/15/2024

IN3m bén phai = Diing

15/12/2024

INZm bén trai = Sai

B 093 11 44 858

Al-aided Formula Editor

L5 enera X
123 No specific format) jatti

Nhap dung: 12/15/2024

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

A O NG B D) D e
Nrap Text |General V‘ % @

Conditional Format as
Jerge & Center v v 94 <0 .00
g $ v % 2P 30 | omattingy Table

Nunyber N Styles

> A 7 AL = g A
Chon 0, sav/d6 chon dau ngan edch tyy dong

G

v~ T
45.641,00 | Ty chuyén veé so
T15/12/2024  |Khéng tu chuyén

@©tinhocsaoviet.com Trang 21



[ BAI 11: MOT SO PINH DANG DU LIEU KHAC ]

Pinh dang Phian trim (%): Dung dé hién thi

, _ | nhanh cac gia tri ty [é, ldi sudt hodc mirc chiét khau.
Power Pivot  Al-aided Formula Ed N R TSP .. o ,
Excel s€ tu dong nhan s6 li¢u vo1 100 va thém ky

General v| | hiu % dé s liéu trd nén tryc quan, dé hicu.

e | & v o <0 9 | Vidu: Néu gd sb 50 trude rdi méi bdm nat %,
| Excel s& hiéu 1a 5000%. €~ Vi vay hdy bam nut %

~ Number ~ | - L. n 4 o ~ X 2
trudc ro1 moi nhap s6, hodac nhap 0.5 rdi chuyén

sang %.

N
\S]

Oy

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

4}



p PowerPivot Al-aided Formula Edit

]General V‘

Center v % 9 (_08 _'.28 I

N Number (Y]

veloper Help  Power Pivot  Al-aided Formula Editor

2b, Wrap Text “ v] @
Merge & Center v 1 Fraction l.ona\
2 fing
ment [

1 02 Scientific

Text
ab
—
| J K
More Number Formats...
TIN HOC SAO VIET #Bach Xuan Hién

Pinh dang Tién té ($): Chuyén dung cho cic bdo
cdo tai chinh, lwong thuwéng. Ché do nay ty dong
thém ky hiéu tién t& (8, d) va dau ngin cach hang
nghin, giup s6 liéu 16n tré nén dé doc va chuyén
nghiép hon.

Pinh dang Chudi (Text): Danh cho cac diy s6 dic
biét khong ding dé tinh todn nhu S6 dién thoai, Sé
CCCD. Pinh dang nay gitip Excel hiéu diy so 1a vin
ban, dam bao chinh xac timg ky tu va khong bj mat
50 0 & dau.
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CHUONG IV: KY NANG IN AN TRONG EXCEL

O I. Muc dich nghién ciru
II. NOoOi dung nghién curu

Bai 12: Trang in va cac tuy chon trang in co ban

Bai 13: Tuy chon hudng gidy. kho gidy va danh so trang
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I. MUC PICH NGHIEN CUU

Chuwong nay nham trang bi cho nguoi hoc cac kién thiec va ky nang co ban vé in an
trong Excel, giup trinh bay va xudt bang tinh ra gidy mot cdch ro rang, khoa hoc va
dung yéu cau. Sau khi hoan thanh chwong hoc, nguoi hoc co the:

o Hiéu va sir dung cdc tiy chon trang in co ban trong Excel.

o Thiét lgp hudng giay, kho gidy phit hop véi néi dung bang tinh.

® Thuec hién dinh so trang khi in dir lieu nhiéu trang.

o Kiém sodt bo cuc trang in, dam bdo bang tinh dwoc in day di, gon gang va dé doc.

Qua do, nguoi hoc cé thé ap dung hiéu qud ky nang in an Excel trong hoc tdp va cong
viéc van phong thuc te.
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II. NOI DUNG NGHIEN CUU

BAI 12: TRANG IN VA CAC TUY CHON TRANG IN CO BAN

1. Mé Cira So In
File — Print (hoac Ctrl + P)

a AutoSave C. Of—f> K) . O =

Ky Nan

File Home Insert Draw

s

Paste [:B Copy

¥ <X Format Painter
Clipboard Y

Page Layout Fo

‘Times New Roman VHE

K15 v i S~

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

Bl Ky Nang In An Trong Excel.xisx

C) Print

() Home @ Copies: |1
O New
Print
= Open
Printer ®
12 Share o= Brother DCP-B7535DW series
O offine
Printer Properties
Info
Settings
Savi ﬁ Print Active Sheets
Only print the active sheets
Save As = P
Pages: I o | |
| Print Print on Both Sides
ip pages on long edge
</ Fiip pages on long edg
Export
xport YR Collated

N 123 123 123
N\ N 2 :
N\ Portrait Orientation

\{ [I A4
) 827" x1169"

TR\ Custom Margins

No 3caling
0 Print sheets at their actual

@©tinhocsaoviet.com
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2. 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

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

G) Print
(R Home F Copies: i

D New

#Bach Xuéan Hién

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 / W ~
Pages: ‘ = ‘ to &
|| Print Print on Both Sides
Flip pages on long edge
Export Collated
123 123 123
Close
Portrait Orientation v
A4
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

=]
3l

No Scaling ‘

Print sheets at their actual size

Page Setup
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3. Tuy Chon Trang In

% Mac dinh khong chon gi thi Excel s€ in )
tat ca cac trang. | Home

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

" Open

Share

Info

Save

Save As

TIN HOC SAO VIET #Bach Xuan Hién & 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
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4. Tuy Chon So Ban In (In Bao Nhiéu B9)

TIN HOC SAO VIET

Print

=

Print

Printer

#Bach Xuéan Hién

Copies:

AN
®

a—=. Brother DCP-B7535DW series

a Ready

Printer Properties

Settings

1]
11

-

Print Active Sheets

Pages: ‘

Only print the active sheets

|

~

v

Print on Both Sides
Flip pages on long edge

B 093 11 44 858

@ tinhocsaoviet.com

Trang 29



BAI 13: TUY CHON HUONG GIAY, KHO GIAY VA PANH SO TRANG

1. Tuy Chon Huéng Gidy Va Kho Giay

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

I n Colors v

Themes Fonts ¥
v Effects v

Themes

= width: |Automatic V‘ Gridlir
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2. Panh So6 Trang
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CHUONG V: KY NANG TRINH BAY BANG TINH TRONG EXCEL

O I. Muc dich nghién ciru
II. NOoOi dung nghién curu

Bai 14: Cac budc thuc hién dé tao mot bang tinh nhanh. dep va chuan dit liéu
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I. MUC PiCH NGHIEN CUU

Chwong nay cung cap cho HV mét so kién thirc va k¥ niing sau:
< B cuc cua mot bang tinh Excel

¢ Cach thuc hién tao nhanh mot bang tinh nhanh va dep

< Nhap liéu dung chuan dir liéu dé tinh toan

% Cach chén hinh anh dé hd tro 1am dir liéu truc quan, sinh dong hon, dic biét hd tro
lam bang bao gia chi tiét.
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II. NOIDUNG NGHIEN CUU

[ BAI 14: CAC BUOC THUC HIEN PE TAO BANG TiNH CHUAN

Cac Buéc Can Thue Hién Pé Tao Bang Tinh

< Buéc 1: xac dinh huéng gidy (ngang hay doc) va kho gidy (A4, AS5...)

<  Bude 2: ké khung vién cho bang

< Buwéc 3: dinh dang dit liéu cho céac cot trude khi nhép liéu (rat quan trong)

< Budc 4: Chén thém hinh anh (néu co)

TIN HOC SAO VIET #Bach Xuan Hién & 093 11 44 858 @©tinhocsaoviet.com Trang 34



drBudre 1: xac dinh hudng gidy (ngang hay doc) va chon kho gidy (A4, AS...)
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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
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{~Budc 4:
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CHUONG VI: LOC VA SAP XEP DU LIEU TRONG EXCEL

O I. Muc dich nghién ciru
II. NOoOi dung nghién curu

Bai 15: Loc dir iéu trong Excel

Bai 16: Sap xép dir liéu trong Excel
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I. MUC PiCH 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 gitp ching ta an di nhitng dong khéng can dén,
vi thé quan sat dir liéu nhanh hon.

€ Day la cong cu hd tro 1am bao céo rat nhanh va hiéu qua
Sip xép dir liéu gitip ching ta
€ Nhom cac d6i tuong gidng nhau hodc twong tu nhau

€ Quan sat va danh gia nhanh sy bién dong ting hoic giam cua doi tuong
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II. NOI DUNG NGHIEN CUU

BAI 15: LOC DU LIEU TRONG EXCEL

1. Cac Buwéc Tao Bo Loc

File  Home Insert Draw Pagelayout Formulas ((Data @)yiew View Developer Help  Al-aided Formula Editor
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From Text/CSV E& From Picture v [F QueM & Connections N2
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11 01/01/2025| SPL1 MHO04 | Duong tring Kg 65 4.500 292.500
12 01/01/2025| SPL1 MHO01 Gao thom lai Ke 65 25.000 1.625.000
13 26/01/2025| SPL2 MH003 Dudng den Kg 40 5.000 200.000
14 26/01/2025| SPL2 MH003 Dudng den Kg 40 5.000 200.000
15 02/02/2025| SPL1 MH001 Gao thom 1ai Ke 10 25.000 250.000
16 15/02/2025| SPL1 MH004 Dudng tring Ke 35 4.500 157.500
17 15/02/2025| SPL1 MH002 | Nue mém Phi Quéc Chai 35 10.000 350.000
18 15/02/2025| SPL1 MH002 | Nue mém Phi Quéc Chai 35 10.000 350.000
19 21/02/2025| SPL2 MH003 Dudng den Ke 40 5.000 200.000
20 21/02/2025| SPL2 MH003 Dudng den Kg 40 5.000 200.000
21 21/05/2025| SPL2 MH005 Bot ngot 500g Bich 20 15.000 300.000
22 21/05/2025| SPL2 MHO003 Duong den Ke 20 5.000 100.000
23 21/05/2025| SPL3 MH003 Dubng den Ke 20 5.000 100.000
24
25 21/05/2025| SPL4 MHO006 | Mubi hat 500g Bich 20 2.000 40.000
26 03/03/2025| SPLS MH009 Gao lire Kg 7 20.000 140.000
27 09/03/2025| SPL6 MHO10 Gao nép Kg 12 35.000 420.000
28 15/03/2025| SPL7 MHO11 Mubi bot canh Bich 5 6.000 30.000
= &
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2. Cach Loc Dir Liéu

% Loc theo tir goi y

Voi phwong phap loc nay, die
lieu sé hien thi tat ca cac ket
qua co chira diéu kién dua ra.
Chon vao nut loc — GO tu goi
y dé loc dir li¢u can

— Luu y: véi s6 ¢6 dau thdp
phdn hodc dau phan nghin, can
go cd dau vao bé loc. Vi du
14.500 thi c¢6 thé g6 4.500 hodc
500
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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 licc 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.
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[

BAI 16: SAP XEP DU LIEU TRONG EXCEL

% Cac Buée Sap Xép Dir Liéu

B1: tao bo loc
B2: chon vao nut loc cua cot can sép Xép

B3: chon kiéu sip xép cho cot

A-Z: 13 sap xép theo thtr ty ting dan hodc 1a thu
tu tr A dén Z

Z-A: 13 sap xép theo thtr tu giam dan hodc 1a thu
tu tr Z dén A.
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CHUONG VII: TINH TOAN CO BAN TRONG EXCEL

O I. Muc dich nghién ciru
II. NOoOi dung nghién curu

Bai 17: Ouy tic thuc hién phép tinh

Bai 18: Sao chép cong thirc




I. MUC PiCH NGHIEN CUU NGHIEN CUU

Sirc manh ciia Excel dén tir tinh toan, né giup chiing ta
€ Tinh toan don gian, linh hoat

€ Xirly cong viéc trd nén nhanh chéng va chinh xac
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II. NOI DUNG NGHIEN CUU

[ BAI 17: QUY TAC THUC HIEN PHEP TINH ]

Trong Excel, moi phép tinh déu dwoc thuc hién théng qua céng thirc va phdi tudn theo
nhitng quy tac nhat dinh. Viéc nam virng cdc quy tac nay la diéu kién bat buoc dé dam
bao ket qua tinh toan chinh xdc va nhdt quan.

B1: dat dau “=" vao 6 can tinh

B2: nhap phép tinh [ =PD8*2 + E8§ + F§ — ENTER }

B3: Enter @

Clipboard & Fot = Alignment

Cac phép tinh co ban TR FIVET ETTTTIT 5 -

’ A A B C G H
Phép cOng: + 6 & O

, N R B.,‘{ B-R D-R TR
Phep trur: - S B Khuvee watin | dibm

-
Phép Ilhﬁn * ‘ 1 Nguyén Huyén Ngoan 4 2 L D8*2+ERHFY
Phép Chla / 9 2 TrAn Thanh Thao 2 1
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BAI 18

: SAO CHEP CONG THUC

B1: chon 6 c6 cong thirc

B2: dua chudt vao cudi goc phai

0, xuat hién dau cong mau den —

gir chudt trai va kéo

TIN HOC SAO VIET

#Bach Xuéan Hién

10

11

12

STT Ho Va Tén

1 Nguyén Huyén Ngoan
2 Tran Thanh Thao
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CHUONG VIII: KIEN THUC CO BAN VE SU DUNG HAM TRONG EXCEL

I. Muc dich nghién ciru
II. NOoOi dung nghién curu

Bai 19: M6t s6 luu ¥ trude khi st dung him

Bai 20: Phuong phdp goi va chon ham trong Excel

Bai 21: Ca phap va ciu tric cua ham

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

@©tinhocsaoviet.com

Trang 49



I. MUC TIEU NGHIEN CUU

Ham 1a chu dé kho nhat khi hoc Excel, vi né nhu mot ¢d may san xuat, ngudi st dung
khong dugc dao tao bai ban thi co thé khong st dung duoc hoac st dung dugc nhung
cho ra két qua sai.

Cac cau héi ma hoc vién thuong dat ra khi hoc ham trong Excel:
1. Hoc xong khong nhé dugce
Hoc roi nhung khong van dung lai duoc

Str dung duoc nhung ddi khi bi 16i khong biét tai sao 16i

B

Gap mot van dé moi khong biét nén ap dung ham nao...
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II. NOI DUNG NGHIEN CUU

[ BAI 19: MOT SO LUU Y TRUOC KHI SU DUNG HAM

Khi sw dung ham, cdn luu y cac ngi dung sau:
e Nam ro yéu cau thuc té caa cong viéc

Trude khi sir dung bat ky cong cu nao, thi nguot dung phai biét cong viéc dang mudn
minh 1am gi, tirc 14 phai doc k§ dé nam rd yéu cau

e Nim ré cac buéc thuc hién cong viéc do

De biét minh s€ su dung cong cu nao de giai quyet 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 Van dung Al hodic tim kiém trén Google dé goi y cong cu sé sir dung
Sau khi di nam rd yéu cau va biét cach tinh toan thu cong, gio day hiy nho Al hoic tra
ctu Google dé biét si dung cong cu gi la nhanh va don gian, tuyét doi chua nghi dén
viéc dung ham
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[ BAI 20: PHUGNG PHAP GOI VA CHON HAM TRONG EXCEL ]

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

Vi du dé goi ham VLOOKUP, ching ta chi can thuc hién nhu sau:
- I

(fYHLOOKUP l—VLOOKUP
@LOOKUP VLOOKUP (lookup_value; table_array; col_index_num; [range_lookup]) ]
@VLOOKUP @) vLookup [ Looks for a value in
(®xLookup (&)xrookup
) - 7 A N\ A
¢~ Hoac chung ta | =VI | — Nhan TAB la chon luén

[Gvicowr |

TIN HOC SAO VIET #Bach Xuén Hién & 093 11 44 858 @©tinhocsaoviet.com Trang 52



BAI 21: CU PHAP VA CAU TRUC HAM TRONG EXCEL ]

e Cu phap ham: sé hién thj ngay dudi tén ham e

LEFT(text; [num_chars])

Cujphap)cua/Ham,
e Cau tric ham (xem tiép trang sau)
Dau ngin cdch tham so
Dau m@ bat dau ham Dau d: long s ket thiic ham

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

@
2
-

TIN HOC SAO VIET #Bach Xuan Hién & 093 11 44 858 @©tinhocsaoviet.com Trang 53



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. Muc dich nghién ciru
II. NOoOi dung nghién curu
Bai 22: Ham tinh tong
Bai 23: Ham dém

o Bai 24: Ham tinh trung binh

Bai 25: Ham tinh ei4 tri 16n nhat. nho nhat
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I. MUC PiCH NGHIEN CUU

Chwong nay nham givip nguwoi hoc nam viing cdc ham tinh todn va thong ké co ban trong
Excel, tw do thuc hién cac phép tong hop dir lieu mot cach nhanh chong va chinh xac.
Sau khi hoan thanh chwong hoc, nguoi hoc co the:

o Hiéu va sit dung cdc ham tinh tong, ham dém, ham tinh trung binh trong Excel.

o Xdc dinh gia tri lon nhat, nhé nhat trong tap dit liéu.

o Ap dung cic ham thong ké co ban dé phdn tich va tong hop s6 liéu phuc vu hoc tdp
va cong viéc van phong.

o Hinh thanh tw duy sir dung ham dé xir Iy dit liéu thay cho cdc phép tinh thii céng.
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II. NOI DUNG NGHIEN CUU

BAI 22: HAM TiNH TONG

1. Nhiém vu cia ham
Ham SUM dung dé tinh tong
2. Cu phap cua ham
=SUM(chon cac 6 can tinh)
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(@ D E F
Tién Ban Tién Thit Tién Ca Téng tién
24 32.000 194.000 24.000 =SUM(C9ZE9)I
24 12.000 113.000 20.000

Tién Biin

Tién Thit

Tién Ca

Tong tién

1/2024 194.000 250.000
2/2024 12.000 113.000 20.000
/204 47 0NN 109 NNN 23 00NN |
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BAI 23: HAM PEM

1. Nhiém vu cia ham

COUNT: d¢ém cac 6 chira ky tu dang s6
COUNTA: dém cac 6 co chitra ky tu
COUNTBLANK: dém céc 6 rong

2. Cu phap cua ham
=COUNT...(chon céac 6 can dém)
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Pilam | Khoéng Th 4| Tht 5 The 6

Ngay du
cong

Q=@ - © -
B 093 11 44 858 @ tinhocsaoviet.com Trang 58



BAI 24: HAM TiNH GIA TRI TRUNG BiNH |

1. Nhiém vu cua ham A S - : s
Z BANG KE BAN HANG

Ham AVERAGE ding dé tinh trung R
9 = Thang 01 ‘ Thang 02 | Thang 03 . theo SP

binh Céng cua cac glé trl 1o| Gao thom | [ ) 6 10J=AVERAGE(C10:E10)
. | 2‘ ()‘ 75 [AVERAGE(numberT:[numberZ]:...)]

2. Cu phap cua ham
=AVERAGE(chon céc 6 can tinh) v

A B (@ D E E
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 , ( 2 6 10 —_-@
T T

11 (GGan nén 2 Q 12
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1. Nhiém vu cia ham

MIN: tim gi4 tri nho nhat trong day s
MAX: tim gia tri 1on nhat trong day s6

2. Cu phap cua ham
=MIN(chon céc 6 can tinh)
=MAX(chon céac 6 can tinh)

TIN HOC SAO VIET

#Bach Xuéan Hién

10

@ Gao thom

12 |Gaonép

Tén hang

11| |Gao thom
1

B 093 11 44 858

O] 0] 6] :

0 lwgng ban 0 lwgng ban 0 lwgng ban SL ban nhé
o ( ng ( hing 0 nhit theo SP
5 6 1SEMIN(CIL:ELD)
3 9 1 ?
-
C D E £
So Iwgng ban | S lwgng ban S6 lwgng ban SL bin nhé
Thang 01 Théng 02 Thang 03 nhit theo SP
| 4
® 6 15) 2
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CHUONG X: HAM XU LY CHUOI TRONG EXCEL

O I. Muc dich nghién ciru
II. NOoOi dung nghién curu
Bai 26: Cit chudi ky tw véi cdc ham LEFT, RIGHT, MID
Bai 27: Kiém tra va lam sach dit liéu véi ham LEN. TRIM
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I. MUC PiCH NGHIEN CUU

Chwong nday nham giup nguoi hoc hiéu va vin dung cdc ham xir Iy chudi trong Excel dé
kiem tra, lam sach va tach dir lieu van ban mot cach hiéu qua. Thong qua chwong hoc,
nguoi hoc co the:

® Sir dung ham LEN, TRIM dé kiém tra 6 dai va loai bé khodng trdng thira.

o Ap dung cic ham LEFT, RIGHT, MID dé tach va trich xudt théng tin tir chudi ky tw.

o Két hop cac ham xu ly chudi nham chuan héa dir liéu, phuc vu cho viéc tinh toadn,
thong ké va quan Iy dir liéu trong Excel.

Qua d6, chirong hoc gitip nang cao kj ning xir 1y div liéu van ban, dap vmg yéu cau thiee
té trong hoc tdp va cong viéc van phong.
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II. NOI DUNG NGHIEN CUU

BAI 26: CAT CHUOI KY TU VOI CAC HAM LEFT, RIGHT, MID ]

I. Left- Ham Tach Ra Cac Ky Tu Bén Trai Chudi

1. Nhiém vu cia ham

Ham LEFT dung dé tach cac ky
tu bén trai chudi, theo chiéu tur
trai sang phai.

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

TIN HOC SAO VIET #Bach Xuan Hién

Bién s6 xe may

18B1-234.56 —.‘

Liy ma Liy ra sb thi tw
tinh thanh dang ky

=LEFT(B11,2)

43A1-456.78

CAu tric bién s6 xe may: vi du 18B1-234.56, thi cAu tric nhw sau:
18: tinh Nam Pinh; B1: xe mé t6 hai banh ding ky c4 nhin; 234.56: sé ding ky thw tw

10
1

12
13

14
15
16

~_*

B C D E

18B1-234.56) ——» @

43A1-456.78

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

18: tinh Nam Dinh; B1: xe mé t6 hai banh diing ky ca nhan; 234.56: sé dang ky thw tw
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II. Right - Him Tach Ra Cac Ky Tw Bén Phai Chubi

1. Nhiém vu cua ham

Ham RIGHT dung dé tach cac ky
tr bén phai chudi, theo chiéu tir
phai sang trai.

2. Cu phap cua ham
=RIGHT(chon 6 chita chudi ky
ty can tach; bién so0 ky tu can
tach)

— Luu y: ddau chim () hay
khoang trang () ciing dwoc goi
la ky tu

TIN HOC SAO VIET #Bach Xuan Hién

10
11|

12
13

14
15
16

B c D E
0
» | 0

1l ] i I:
18B1-234.56 +8 » |=RIGHT(B11.6)
f—

RIGHT(text, [num_chars])

A3A1-456.78 ( A, o chawsl) |

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

Liy ma Lay ra sb thi tw
tinh thanh ding ky

Bién s6 xe may

18B1-234.56 L —» | |234.56

I ————
43A1-456.78 \

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
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III. Mid - Him Ciit Ra Cac Ky Tw Bat Ky Trong Chui

1. Nhiém vu cua ham : A - c D
Ham MID dung dé tach cac ky tu Rl i gy
bat ky trong chuoi, theo chiéu tur ) | _
trai sang phai. 2] [18&-234.56 ———» |-MIDB123.2)

13 |43A1-456.78

2. Cu phap cua ham

=MID(chon 6 chira chudi ky tu
can tach; Dién vi tri bat dau

14 | |35A1-678.90
15

muon tach; Dién s6 ky tuy muodn E
, Bién s6 xe may L.‘fiy ra sb Seri
tach) (viét tat: BSXM) theo cot A3
— Lwu y: dau cham () hay -
kh 2 4 ~ d_ . 12 18B1-234.56 Bl
oang trang ( ) ciing dwoc goi ol T —

la ky 1473 1451 35A1-678.90

16
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| BAI27: KIEM TRA VA LAM SACH DU LIEU VOI HAM LEN, TRIM |

I. Len - Ham Pém Cac Ky Ty Trong Chudi

1. Nhiém vu cia ham

Ham LEN dung dé dém cac ky tu
trong chudi.

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

— Luu y: dau cham () hay
khoang trang ( ) ciing duoc goi
la ky tu

TIN HOC SAO VIET #Bach Xuan Hién

- 3 Dém sé ky tw
Ma hang héa theo cot Al
A2

12 |f SENKO-03-40W ||—————®|=LEN(B12)

13 ASIA-04-40W

Pém s6 ky tw
theo cot Al

Ma hang héa

12 ([ SENKO-03-40W ) »(13]
13 ASTA-04-40W 4
14| | ASIA-05-85W A
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II. Trim - Ham Loai Bé6 Khoang Tring Vé Nghia Trong Chubi

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

& 093 11 44 858 @ tinhocsaoviet.com Trang 67



