Truong Cao dang nghé Yén Bdi Gido trinh mén: Tin hoc ké todn

BAI 1: MO DAU

A.LAP TRANG TiNH PON GIAN
1. Nhirng khai niém chung

1.1. Giéi thiéu Microsoft Excel: Microsoft Excel 1a phin mém nam trong bo
office cua hang Microsoft (My). Ms Excel Dung tinh todn bang bi€u phuc vu cho
cong viéc van phong.

* Khoi dong Excel
B C1: Kich dap chudt vao biéu tuong trén nén man hinh (Desktop).
B (C2: Menu Start / Programs / Microsoft Office / Microsoft Office Excel 2003
I

* Cwa so lam viéc cua Excel
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1.2. Mt s6 khai niém co ban trong Excel
* Cdu tric ciia mot Workbook:

Mot tap tin cua Excel duge goi la mot Workbook va cé phﬁn mé rdng mac
dinh .XLS. Mot Workbook dugc xem nhu 1a mot tai liéu gom nhi€u sheet (nhiéu
to).

MOi t& goi 1a mot WorkSheet, co tdi da 255 Sheet, mic nhién chi c¢6 3 Sheet.
Cac Sheet duoc dat theo tén mac nhién la: Sheetl, Sheet2, ...
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* Mot s6 thao tac trén Sheet:
B Chon Sheet lam viéc: Click vao tén Sheet.

B Do6i tén Sheet: Double Click (kich dap chudt) ngay tén Sheet can ddi tén,
sau d6 nhap vao tén md1. Hodc vao File chon Rename, hoac nhan chudt phai
chon Rename

B Cheén thém mot Sheet: chon 1énh Insert / WorkSheet.

B Xo6a mot Sheet: chon Sheet can x6a, chon 1énh Edit / Delete Sheet, hoic
nhan chudt phai sheet can x6a sau dé chon Delete.

* Mo mot tép trang méi (New):
B C1: Kich chudt vao biéu tuong New  trén Toolbar( Thanh cong cu).
B C2: An t6 hop phim CtrI+N
B (C3: Vao menu File/New.../Workbook
* Mo mot tép da ghi trén 6 dia (Open):
B C1: Kich chudt vao biéu tuong Open  trén Toolbar.
B C2: An t6 hop phim Ctrl+O
B C3: Vao menu File/Open...

Lock in: |j 2_¥L5 files ~| @-3 @ X i &~ Tooks-
| ’Dang_ky_mua_sach.xls
b ‘3 —Danh_Muc_Sach.xs
MyRecent  EDS lop Al.xds 1. Chon noi chua té
Documents @_]DS lop A2.xls * * p
= @_]DS lop A3.xls
i EHDsL_K49TH, xls

Deskkop @_]Du_tru_mua_sach.xls 2 Chon tep can mo
EmyFriends. xis
B Tink cach.xs

Iy Docurments ,
3. Bam nat Open
59 dé mo tép Bam nut
My Compuker 2 ”
6 } Cancel dé¢ huy
=i = - lénh mo té
My Ne‘tﬁgrk i | J \O—n / p

AN

Flaces Files of type: |AII Microsoft Office Excel Files (*.x*; * . xls; *.xl; *, htm; "j Cancel Z

* Ghi tép vao 6 dia (Save):
B C1: Kich chudt vao biéu tuong Save  trén Toolbar.
B C2: An t6 hop phim Ctrl+S.
B (C3: Vao menu File/Save.

Néu tép da dugc ghi trude tu trudce thi lan ghi t&p hién tai s€ ghi lai su thay
doi ke tur 1an ghi trude (c6 cam giac 1a Excel khong thuc hién viéc gi).
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Néu tép chua dugc ghi 14n nao s& xut hién hdp thoai Save As, chon noi ghi
tép trong khung Save in, go té€n t&€p can ghi vao khung File name, an ntt Save.

* Ghi tép vao 6 dia véi tén khdc (Save As):
Khi ghi tép v6i 1 tén khac thi tép cii van ton tai, tép méi duoc tao ra ¢ clng
nd1 dung vai tép cll.

B V3aio menu File/Save As...

E> Save As @

Save in: I“ﬂ 2 315 Files \L] Q- Q X Chi B - Tooks~

. E_] Dang_ky_mua_sach. xls
‘_‘5 |@J Danh_Muc_Sach.xls
My Recent  [EDs lop Al.xls
Dacuments E@_] 05 lop A2.xls . o
— Fosop 4315 1. Chon noi ghi tép
@ ;E‘_] DSL_K49TH. xls
Diesktop 5@] Du_tru_rnua_sach.xls

B myFriends. xls 2 G6 tén mé’l ChO tép
@JTinh cach.xls ’

[ 7 ]
My Documents 3 Bé’m nﬁt Save
:,JIE dé ghi tép Bam nat Cancel
emet dé huy Iénh ghi
‘5_9) File name: |\n'i_du_1| ﬂ Save / tep
Iy Metwork —
Places Save as bype: |Microsoft Office Excel Workbook (*,x15) LJ Cancel

* Thoat khoi Excel (Exit):
B C1: An t6 hop phim Alt+F4

B C2: Kich chudt vao nut Close & goc trén cung bén phai ctra s6 lam viée
cua PowerPoint.

B (C3: Vao menu File/Exit
Néu chua ghi tép vao 6 dia thi xuit hién 1 Message Box, chon:
- Yes: ghi tép trudce khi thoat,
- No: thoat khong ghi tép,
- Cancel: huy 1énh thoat.

Microsoft Excel §|

! "_\ Do ywou wank ko save the changes wou made to 'Bookl'?

i o Yes Mo | Zancel |

..........................
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* Pia chi 6 va mién:
B Dia chi 6 va dia chi mién chi yéu dugc dung trong cic cong thic dé 1y dix
liéu tuong rng.
Dia chi 6 bao gom:
Dia chi twong ddi: <tén cér><tén hang>. Vi du: A15, C43.
Dia chi tuyét dbi: $<tén cor>$<tén hang>. Vi du: $C$5.

vV Vv Vv 1

Dia chi ban tuyét ddi: $<tén cér><tén hang> hodc <tén cot>3<tén hang>.
Vidu: $CS, C$5

Pia chi twong ddi thay doi khi sao chép cong thirc, dia chi tuyét déi thi
khong.

B Mién la mOt nhom 6 1ién ké nhau.
B Dia chi mién dugc khai bao theo cach:

Dia chi 6 cao trdi : Dia chi o thd’p phai

Vi du:A3:A6; B2:D5; $C$5:$D$8
\
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* Dich chuyén con tré é:
B Dung chudt kich vao 0.
B Go phim F5 (Ctrl+G), gd dia chi 6 can dén vao khung Reference, bam nit
OK.

Go To @@

Go ko

GO dia chi 6 muon

dén
El
Reference:

‘P
Special... | (o4 | Cancel |
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Giao trinh mon: Tin hoc ké toan

YV V.V V V V V V Vv Vv Vv R

>

* Nhdp dir liéu vao o:

Dung cac phim sau day:

T, >4 dich chuyén 1 6 theo hudéng miii tén

Page Up

dich con tro 1én 1 trang man hinh.

Page Down dich chuyén xuéng 1 trang méan hinh.

Home cot dau tién (cot A) cua dong hién tai

Ctrl + >
Ctrl + «
Ctrl + 4

Ctrl + T
Ctrl + T + «
Ctrl+ T+ >
Ctrl + | + «

Ctrl +4 + >

t61 cot cudi cung (cot IV) ctia dong hién tai.
t6i cot dau tién (cot A) cta dong hién tai.
t6i dong cudi ciing (dong 65536) cua cot hién tai.

t6i dong dau tién (dong 1) cua cot hién tai.

to1 0 trai trén cung (6 Al).

to1 0 phai trén cung (6 IV1).

to1 0 trai dudi cung (6 A65536).
to1 6 phai dudi cung (6 IV65536).

B Cach thuec: kich chudt vao 6, go dir li¢u vao, nhap xong go Enter.

B Dt li¢u chit nhap binh thuong

B Dit liéu s6 nhap ddu chdm (.) thay ddu phdy (,) ngin cach phan thap phan.

Q DPé Excel hiéu mét dit lidu dang khdc la dir liéu dang chir thi nhap dau
> trude dir 1icu do.

Q Vi du: °04.8766318

B D li¢u ngay thang nhap theo dinh dang: mm/dd/yy.

VD: 11/25/1980

2. Cac thao tac trén trang tinh

2.1. Lam viéc véi tap trang tinh

* Cdu tric ciia mot Workbook:

B Mot tap tin cua Excel duge goi la mot Workbook va cé phﬁn m¢ rong mac

(nhiéu to).

dinh .XLS. Mot Workbook dugc xem nhu la moét tai li¢u gém nhiéu sheet

B Moi to goi 1a mot WorkSheet, co t6i da 255 Sheet, mic nhién chi c¢6 3 Sheet.
Cac Sheet duoc dat theo tén mac nhién la: Sheetl, Sheet2, ...

2.2. Lam viéc v@i trang tinh
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* Chon mién, cét, hang, bang:
B Chon mién: kich chudt vao 6 cao trai, giir va di téi 6 thap phai, nha chudt.
Chon c4a hang: kich chudt vao 6 tén hang.
Chon ca cot: kich chudt vao 0 tén cot.
Chon ca bang tinh: kich chudt vao 6 giao gitra tén hang va tén cdt.

Néu chon nhi€u mién ro1 nhau thi gitr phim Ctrl trong khi chon cac mién do.

v § 1 1 1

Khi can lay dia chi 6 hodc mién trong cong thirc thi khong nén gd tir ban
phim ma nén dung chudt chon dé tranh nham lan.

* Cong thirc:
B Cong thtc:
Q bét dau bsi dau =

QO sau d6 la cac hang so, dia chi 6, ham so0 dugc noi voi nhau boi cac
phép toan.

Q Cac phép toan: +, -, *,/, * (luy thura)
B Vidu:=10+ A3
= B3*B4 + B5/5
= 2*#C2 + C374 — ABS(C4)
= SIN(A2)
* Ham $6.

B Excel c6 rit nhiéu ham sé st dung trong cac linh vuc: toan hoc, thong ke,
logic, xur ly chudi ky tu, ngay thang ...

B Ham sé duoc dung trong cong thic.

B Trong ham c6 xir 1y cac hang ky tu hodc hang xau ky tu thi chiing phai dugc
bao trong cap dau “”

B Cac ham s6 c6 thé 16ng nhau.  VD:
=IF(AND(A2=10,A3>=8),“G”,IF (A2<7,“TB”,“K”))

B Co thé nhap ham s6 bﬁng cach 4n nut Paste Function fx trén Toolbar, roi
theo hudng dan & tung budc

2.3. Dinh dang trang tinh
*Thay doi kich thurde hang/cot: 2 cach chinh:

+ C1: Di chudt vao mép hang/cot, con trd thanh hinh miii t€n 2 chi€u, an gitr
trai chuot, di dén vi tri moi ro1 nha chuot.
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+ C2: Di chudt vao mép hang/cot, kich dip dé duge kich thude vira khit.

C6 thé an dinh kich thudc hang/cot bang cach vao menu Format/Row/Height......
va Format/Column/Width. ..

* Dinh dang 6 (Menu Format/Cells...):

- Chon mién, vao menu Formar/Cells...
+ Tab Number: dinh cach hién thi sb
+ Tab Alignment: dinh cach chinh vi tri di¥ li¢u
+ Tab Font: dinh font chix

+ Tab Border: dinh duong ké vién cac 6

Menu Format/Cells... Tab Number

2| Khung
L 4
.2 2 Mumber | alignment I Fani i Border I Patterns | Prokegt xem truoc
Kiéu h}en Category: —aample : Z -z
thi sO General il 12,30 SO chtr s
Currency Decimal places: lz (—-ﬂ"’ thap phan
Accounking
Date N S a .
Timne [ Use 1000 Separator {, e Su dung ky hi¢u ngan
Percentage 3 . . \ .
Fraction Megative numbers: cach hang nghm
Scientific
Text 1234.10 i .2
Special u -1234.10 < = Cach hién
Cuskam X -1234.10 ¥ c A A
thi sO am
Murnber is Used For genetal display of numbers, Currency and Accounting Chu glél

offer specialized Formatting For monetary value.

(0] I Zancel
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Menu Format/Cells... Tab Alignment

) Mumber  Alignment | Fonk I Border I Patterns I Protection |
C.E}I’l dlI 11@11 Text alignment orientation——
Chleu ngang o Horizonkal: Indent: [+ -
ICenter LI IU ﬁ %,
< ~ 1A T 3
Cag do 11@11 Yerkical: E Taxt — & 1€ Dll’lh hlI(’YI’Ig
chiéu dOC 0 > |Bottom - k 7 van ban
To - : +*
14 ’ Z
A A Batkam
Xuong dong -y u =
vira dQ rong O\_ ] Degrees
Wrap bexk
3 ~ v Shrink to Fit A y oA 1A
Thu nho chV P. e Nhap céc 6 lién
. | Merge el m— 1 . N
vura kich ké thanh 1 6
thuodc 6
(0] 4 I Cancel |
Menu Format/Cells... Tab Font
| Chon kiéu
Mumber | Alignment - ~
. chir
ChOH Phong Eont: Fonk style: Size: i
chir |arial IReguIar | 10
MnTime - = ChQI’l kich
MnTimeH i = , ~
Agency FB = thuoc chir
Gach chan Linderline; Calar:
Chﬁ' —)IN:::ne ;I I Aukormakic ‘:’ v armal Fark Chon méu
Ffects Preview chit
[ Strikethrough
[ Superscript AaBbCcYyiz Xem trudc
[ subscript
This is a TrueType font, The same fonk will be used on both your printer
and your screen,
(] 4 I Cancel
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Menu Format/Cells... Tab Border

Khong ké |
Mumber | Alignment Faonk i| Patterns | Prokeckion
khung
W —Line
Khung bao Style:
ngoéi ....... o my Nong == m—ee
QLIHiI'lE I_I'lSidE ................. R
Khung bén [REsssmli = . L[ ... —— _
trong — i 2 0 e —
= Text Text '
ChOH tl‘mg : Calor:
du(‘)’ng ké —— I Automatic 7|
khung e el

2| x

Chon kiéu
duong ké

Mau

The selected border stvle can be applied by clicking the presets, preview
diagram or the buttons above,

o |

Cancel

2.4. X ly dir li€u trén trang tinh

* Sao chép (Copy):

O Chon mién

Q An Ctrl+C (bam nat Copy, menu Edit/Copy)

O Dich tdi 6 trai trén ciia mién dinh dan
Q An Ctrl+V (bAm nit Paste, menu Edit/Paste)

Neéu sao chép cong thire sang cac 6 lan can:

duong ké

O Di chudt ti ddu chdm ¢ goc phai dudi cua 6, bAm gitr trai chudt va di
qua cac 0 l1an can ro1 nha chudt (Drag & Drop). Dia chi tuong doi cua
cac 0 trong cong thure s€ dugce thay tuong tng.

* Dich chuyén (Move):

U Chon mién

Q An Ctrl+X (bAm nat Cut, menu Edit/Cut)
O Dich tdi 6 trai trén ciia mién dinh dan
Q An Ctrl+V (bAm nit Paste, menu Edit/Paste)
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O Cach 2: di chudt t&i bo cia mién, con tro thanh hinh mii tén, Drag roi
dir 1i€u té1 vi tri méi, thay thé dir liéu cti. Muon xen ké dit li¢u cli va
mai thi gitt phim Shift trong khi Drag.

* Sua:
Dich t&i 6 can stra: kich dtp chudt, hodc an phim F2, hodc kich chudt trén
thanh cong thire, con tré nhap nhdy trong 0 thi stra binh thuong.

* Xoa: Chon mién can xo04, an phim Delete.
* Undo va Redo:

Undo: Ctrl+Z, hodc bam nat trén Toolbar: ¢6 tac dung huy bo viéc vura lam,
hay dung dé khoi phuc trang thai lam viéc khi xdy ra sai sot.

Redo: Ctrl+Y, hodc bAm nut trén Toobar: 1am lai viéc vira bo / viéc vira 1am.
* Thém/xoa hang, cot, bang tinh:
B Thém mdt hang vao bén trén hang hién tai: menu Insert/Rows
Thém mdt cOt vao bén trai ¢t hi€n tai: menu Insert/Columns
Thém mot bang tinh (sheet): menu Insert/Worksheet

Xo4 hang hién tai: menu Edit/Delete...Entire Row

Xo4 cot hién tai: menu Edit/Delete...Entire Column
B Xo04 bang tinh: menu Edit/Delete Sheet
* Cdc thao thac giup nhap dir licu:
B G& dia chi tuyét ddi clia 6 va mién trong cong thirc: dung phim F4
VD: cin gd $A$5:3C$8: dung chudt chon mién A5:C8, rdi 4n phim F4.
M Nhap dir liéu tién té, VD: $  6,000.00
chi can nhap 6000, sau d6 4n niat Currency $ trén thanh dinh dang.

B Nhip mot day lién tuc cach déu vao céc 6 lién ké nhau (khong bét budc tang
1 don vi). Vi du: nhip STT, nhap cac thang trong nam...:

O Nhap 2 g/t dau tién cua ddy vao 2 6 tuong Gmg
U B6i den 2 6 vira nhap
O Thuyc hién Drag nhu khi sao chép cong thirc

* Poi tén sheet: nhdy chudt phai tai tén sheet & goc trai dudi bang tinh, chon
Rename, g6 tén madi cho sheet ro1 an Enter.

3. Po thi

3.1. Chon dir liéu va chon loai d thi
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B Chon mién dir lie¢u v€ do thi, chu y chon ca 1 tiéu dé hang va 1 tiéu dé cot
doi voi cac do thi kieu Column, Line va Pie.

B Bim nat Chart Wizard trén Toolbar hodac vao menu Insert/Chart... —
Hop thoai Chart Wizard hién ra gitp tao do thi qua 4 budec:

1. Pinh kiéu do thi

2. DPinh di li€u

3. Céc lua chon: tiéu dé, céac truc, chi giai ...
4. Chon noi hién dd thi

3.2. Cach vé do thi
Bwéc 1: Pinh kiéu do thi

Chart Wizard - Step 1 of 4 - Chart Type ﬂﬂ
Chon kiéll d(}i thi C(’) S?ln: Standard Types | Cuskam Types |
+ Column: cot doc \ Chart bype: Chart sub-type:
! ! ] EST—"

+ Line: duwong so sanh
+ Pie: banh tron
+ XY: dwdng twong quan

2y
[l
»

Clustered Column, Compares values across

categories,
Chon m{t dang cua
kiéu dﬁ Ch()n Press and Hold to Yiew Sample |
@l Cancel + Back Im Finish I
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Mién DL vé db thj

Buwée 2: Pinh dir liéu
21|

Chart Wizard - Step 2 of 4 - Chart Source Data

Daka Range | Series |

Tiéu de cot
12 ;e
lam chu giai

Tiéu dé hang
hién tai day

Thin Guin Hing Hwng Minh Chign  Hi Doin  An

=

[Data range: | hectL1EC 8186410
Series in: " Rows
* Columns
Chon DL vé do thi
theo hang hoic the
cot
Cancel | < Back, I Mext = I Finish |
Buoce 3: Cac lua chon - Tab Titles
Tiéu de do thi va tiéu deé cac truc
N N A Chart Wizard - Step 3 of 4 - Chart Options il s
Nhap ti€u dé x|
do thl Titles | Axes | Gridline Legend | Drata Labels I Daka Table
_hart kitle:
R n N M&ng sudt phan xrdng 1 qua Ming suat phin nrirng 1 qua 3 thang
Nhép tiéu de |
truc X Category (XY axis; o0
: Lo 500
n R 2 Yalue () axis: w 00 O Thing 1
Nhap tiéu de/lchi§c| % 5w B Thing 2
S OThing 3
th Y Second C W () ais; :|]
100 — —rl ’—
0 _ _ _
Second walue |:j'-|-':| axis: Aodaket Aosemi Aowim  Bwin Sy
I Lowi
@l Zancel < Back. | Mexk = I Einish
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Budc 4: Cac lua chon - Tab Legend
Chu giai

Hién/an chi Chart Wizard - Step 3 of 4 - Chart Options N 2l x|

e z ik
giai \jtles Chu glal
|
v Show legend i
V! tri dfit Placement
chi giai — . feton :
" Corner o Thin
r TDI:I B Budn
= O Hing
g P_\Ight O Hoeng
" Left & Minh
O Chiégn
mHi
OB odin
| An

Cancel < Back | Mext = I Einish

Buwéce 5: Cac lya chon - Tab Data Labels
Nhan dir li€u

Chart Wizard - Step 3 of 4 - Chart Options _ 2] x|
A e Nhan dir li€u
KhOng hl‘?n Titles | Legend  [Ciaba Labels | i
|
Hién o/t Data labels
cn g None NC

. A - Show walue
Hién phan tram =
¢np m—>rs" Show percent

oA ~ / Show label
Hién nhan / Show label and percert
oA ~ N " Show bubble sizes
Hién nhan va L

phén tram

I Legend key nest ta label

|DTth B Edn O Hing O Howng @ Minh 0 Chign @ H: OB oinm ."‘.nl

@I Cancel | < Back | Mext = I Firish |
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Buwéc 6: Pinh noi dit do thi

Do thi hién trén 1 sheet méi

Chart Wizard - 5tep 4 of 4 - Chart Location 7| x|
Place chatt:
Y
|_I_I_ " As new sheet: IChartl
s B
ppp——
lal B As object in: A - |
A

@l Cancel | < Back I Mexk = |;_ Einish

&

Do thi hién trén 1sheet da ton tai

3.3. Chon vi tri dit dd thi
Khi do thi da duoc tao, co thé:
- Chuyén d6 thi t6i vi tri mdi bang phuong thirc Drag & Drop.

- Thay dbi kich thudc dd thi bang cach kich chudt vao ving tréng cta d6 thi
deé xuat hién 8 cham den & 8 hudng, dat chudt vao cham den, gitr trai chudt va di toi
kich thuéc mong muon roi1 nha chuot.

- Thay dbi cac thudc tinh cta do thi (tiéu dé, cha giai, ...) bang cach nhay
chudt phai vao vung trong ctia do thi va chon Chart Options... Thao tac ti€p theo
nhu budce 3 ¢ trén.

- Thay ddi cac thude tinh cta cac thanh phﬁn dd thi (font chit, ty 1€ cac truc,
mau sac nén,...) bang cach nhdy chuét phai vao thanh phan doé va chon Format ...
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Thay d6i thudc tinh truc dd thj
* Thay doi ty 1€ trén truc

Format Axis

| Font | Mumber | Aligment |

Gia tri nhé nhit

Yalue (2) axis scale

N Auka
e o 77 X E Tinirum:
Gia tri l6n nhat | i .

) ﬂ Major unit:
Khoang cach cac_~ Minor unit:

diém chia Floor (¥ plan

Crosses ak:

Display units:

Birh Zén

[ Logarithmi

[ walues in res

[ Floar (v plane) crosses at minimunm value

(0] ] [ Cancel

Thay d6i thudc tinh truc dd thi
* Thay doi vi tri hién thi dir li¢u

Khéi lweng chia lon qua cac ngay tudi

Patterns Scale | Fort | Nurnber | Alignment |

Cakegory (%) axis scale 20

‘alue () axis crosses /I
at category number: 16 Py

MNumber of categories
between tick-mark labels:

Mumber of categories
between tick marks:

i

) //
IV fifalie {3 axis crosses between categories 8

B Categories in reverse arder

™ Walue () axis crosses ab maximum cabegory 4 T

Khéi lwgng (kg)

.5\-

0 T
So sinh 10 20 30 40 50 60
Ngay
oK I Caricel . " -
e | | —+—Mobng Cai —=— Yorkshire |

Poi véi dd thi dang Line, nhiéu khi dd thi vé xong nhw trén nhung vin
chwa chinh xac vi cac moc thoi gian khong nam ding diém chia trén truc
X, do lya chon mac dinh cia Excel.
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Thay d6i thudc tinh truc do thi
* Thay doi vi tri hién thi dir liéu

Khoi lwgng cua lon qua cac ngay tuoi
Patterns Sicale I Font I Number l Alignmentl
Category (%) axis scale 20

Walue (¥} axis crosses

at category number: |1

Mumber of categories

between tick-mark labels: i 1

Mumber of categories /

between tick marks: l 1

™ ffalle () axis crosses between Cabegories

[ Categories in reverse order

™ Walue (¥) axis crosses at maximum category /

™~

So sinh 10 20 30 40 50 60

N
(<2}

P
=

N
N

©

Khéi lwgng (kg)

IN

Ngay
oK I Cancel | |+ Moéng Céi —=— Yorkshire ‘

Pé sira d6i chi can bé lwa chon mac dinh cia Excel nhr hinh trén la
dugc. Tuy don gian nhung cin nhé vi hiu nhw 100% sinh vién 1am bao
cho tot nghiép mic phai 16i nay ma khéong biét sira.

B. CAC HAM THONG DUNG
1. Cac ham toan hoc
1.1. Ham Int, ABS
* Ham: INT
Mo ta: Lam tron sd xudng tdi sé nguyén gan nhat.
Cua phap: INT(number)
C phap ham INT c6 cac ddi sb sau day:
Number Bit budc. S6 thuc ma ban mudn lam tron xudng mot sé nguyén.

Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mot trang tinh Excel m&i. D€ cong thire hién thi két qud, hay chon chiing, nhan F2
va sau do nhan Enter. N€u can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.

Dir liéu

19,5

Cong thirc M ta Két
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Truong Cao dang nghé Yén Bdi Gido trinh mén: Tin hoc ké todn

=INT(8.9) Lam tron -8,9 xubng 8

=INT(-8.9) Lam tron -8,9 xudéng. Lam tron s6 4m xudng, ra xa s6 0. |-9

=A2-INT(A2) |Tra vé phan thap phan cta sé thuc duong trong 6 A2 0,5

* Ham ABS

Mo ta: Tré vé gia tri tuyét ddi ctia mot sd. Gia tri tuyét ddi ctia mot sd 1a sb
d6 khong c6 dau.

Cua phap: ABS(number)
Ct phap ctua ham ABS c6 cac d6i s6 sau day:

Number: Bét budc. Sb thuc ma ban mudn tim gia tri tuyét ddi cua no.

Vi dy: Hay sao chép bang dudi ddy va dan vao 6 Al trong Excel. Ban c6 thé
phai chon moi 6 chira cong thirc va nhan F2, r61 nhan Enter dé gitip cho cong thurc
hoat dong dugc. Ban cling c6 thé mudén mo rdng cot d€ trang tinh cua ban deé doc
hon.

Dir liéu

-4

Cong thirc Mo ta Két qua
=ABS(2) Gia trj tuyét ddi cua 2 2
=ABS(-2) Gi4 trj tuyét ddi cua -2 2
=ABS(A2) Gia trj tuyét ddi cua -4 4

1.2. Ham Round

M5 ta: Him ROUND lam tron mot s6 t6i mot s6 chir s6 da xac dinh. Vi du,
néu 6 Al chura 23,7825 va ban muon lam tron gié tri do t&i hai vi tri thap phan, ban
c6 thé dung cong thurc sau: ROUND(AL, 2)

Két qua ctia ham nay la 23,78.
Cua phap: ROUND(number, num_ digits)
C phap ham ROUND c6 cac ddi s6 sau day:

17
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Number: Bét budc. S6 ma ban mudn lam tron.

num_digits: Bit budc. S6 chir s6 ma ban mudn 1am tron sd téi do.
Ghi chu:

Néu num_digits 16n hon 0 (khong), thi s dugc 1am tron ti sé vi tri thap
phan dugc chi dinh.

Néu num_digits bang 0, thi s duoc 1am tron t6i sé nguyén gan nhat.

Néu snum_digits nho hon 0, thi sé dugc 1am tron sang bén trai dau thap
phan.

Pé ludn ludn 1am tron 1én (ra xa sd khong), hiy dung lam ROUNDUP.

Pé luon luén lam tron xudéng (vé phia s khong), hiy dung
ham ROUNDDOWN.

Pé 1am tron mot $6 tGi mot boi ) cu thé (vi dy, lam tron té1 0,5 gﬁn nhét),
hay dung ham MROUND.

Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mot trang tinh Excel m&i. D€ cong thire hién thi két qud, hay chon chiing, nhan F2
va sau do nhan Enter. Néu can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.

Cong thirc Mo ta Két qua
=ROUND(2.15, 1) Lam tron 2,15 t&1 mot vi tri thap phan 2,2
=ROUND(2.149, 1) Lam tron 2,149 t61 mot vi tri thap phan 2,1
=ROUND(-1.475, 2) Lam tron -1,475 t61 hai vi tri thap phan -1,48

=ROUND(21.5, -1) Lam tron 21,5 dén mot vi tri thdp phan vé bén |20
trai cua dau thap phan

=ROUND(626.3,-3) | Lam tron 626,3 vé bdi s6 gan nhit ctiia 1000 1000

=ROUND(1.98, -1) Lam tron 1,98 vé boi s6 gan nhat cua 10 0
=ROUND(-50.55, -2) |Lam tron -50,55 vé boi s6 gan nhat ctia 100 -100
1.3. Ham Mod
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‘M6 ta: Tra vé sd du sau khi chia mot s cho uéc s6. Két qua ¢ cung ddu véi
udc so.
Ca phap: MOD(number, divisor)
C phap ham MOD c¢6 céac dbi sb sau day:
Number: Bét budc. S6 ma ban mudn tim sb du.
Divisor: Bit budc. S6 ma ban mudn chia sb cho no.
Ghi chu:
Néu udc sb 13 0, thi ham MOD tra vé gia tri 161 #DIV/0! .
Ham MOD c6 thé duge biéu dat bﬁng cac sb hang cua ham INT:
MOD(n, d) =n - d*INT(n/d)

Vi du: Sao chép dit li¢u cua vi du trong bang sau day va dan vao 6 Al cua
mot trang tinh Excel m&i. D€ cong thire hién thi két qud, hay chon chiing, nhan F2
va sau d6 nhan Enter. Néu can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.

CONG MO TA KET QUA
THUC
=MOD(3,2) |S6 du cua 3/2 1

=MOD(-3,2) |Sé du cta -3/2. Dau sé& gidng nhu ddu cua sb chia |1

=MOD(3, -2) | Sé du cuia 3/-2. Dau giéng véi ddu ctia sb chia -1

=MOD(-3, -2) |S6 du cua -3/-2. Dau gidng v&i dau ctia sd chia -1

1.4. Ham Sumproduct

Mo ta: Nhan cac thanh phan tuong tng trong cac mang da cho va tra vé tong
cua cac tich so nay.

Cua phap: SUMPRODUCT (arrayl, [array2], [array3], ...)
C phap ham SUMPRODUCT c¢6 céc d6i so sau day:

Arrayl: Bat budc. D61 s6 mang dau ti€én ma ban mudn nhan cac thanh phan
cua no roi cong tong.

Array2, array3,...: Tuy chon. Cac do1 sO mang tir 2 dén 255 ma ban muon
nhan cac thanh phan cua no rd1 cong tong.

Chau thich:
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Céc d6i s6 mang phai co cung kich thude. Néu khong, ham SUMPRODUCT
tra vé gia tri 101 #VALUE! .

Ham SUMPRODUCT coi cdc muc ciia mang khong c6 dang sb 1a s6 khong.

Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mot trang tinh Excel m&i. D€ cong thire hién thi két qua, hay chon chiing, nhan F2
va sau do nhan Enter. N€u can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.

Mang 1 Mang 2

3 4 2 7

8 6 6 7

1 9 5 3

Cong thirc Mo ta Két
qua

=SUMPRODUCT(A2:B4, |Nhan tit ca cac thanh phan ctia hai mang, sau | 156

D2:E4) d6 cong cac tich so6 nay — tirc la: 3*2 + 4*7 +

8*6 + 6*7 + 1*5 + 9*3 (156)

2. Cac ham LOGIC
2.1. Ham IF

M6 ta: Ham IF tra v& mot gia tri néu diéu kién ma ban chi rd dinh trj 1a
TRUE, tra vé mot gia tri khac néu diéu kién d6 dinh tri 1a FALSE. Vi dy, cong
thirc =IF(A1>10,"Trén 10","10 hoac it hon") trd v€ "Trén 10" néu Al 16n hon 10,
trd v€ "10 hodc it hon" néu A1 nho hon hodc bang 10.

Cu phap: IF(logical test, [value_if true]|, [value_if false])
Ct phap ham IF c6 cac dbi s6 nhu sau:

Logical test: Bit budc. Bt ky gia tri hoic biqéu thirc nao co t}}é dugc dinh tri
la TRUE hoac FALS}E. Vi du, A10=100 1a mot biéq thire lé—gic;q néu gia tri cua o
A10 bang 100, thi biéu thuc do dinh tri 1a TRUE. Néu khong, bi€u thirc dinh tri 1a
FALSE. D61 s0 nay c6 thé st dung bat ky toan tir tinh todn so sanh nao.
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Value_if true: Tuy chon. Gid tri ma ban mudn tra vé néu dbi
sO logical_test dinh tri 13 TRUE. Vi du, néu gia tri cua ddi s6 nay 1a chudi vin ban
"Trong dy toan" va ddi sb logical test dinh tri 1d TRUE, thi ham IF tra vé vin ban
"Trong dy toan". Néu logical_test dinh tri 1a TRUE va ddi sb value if true duoc
b6 qua (tc 14 chi c6 mot dau phay ¢ sau ddi sb logical test), thi ham IF tra vé 0
(khong). Pé hién thi tr TRUE, hiy dung gid tri 16-gic TRUE cho dbi
sO value_if true.

Value_if false: Tuy chon. Gid tri ma ban muén tra vé néu dbi
sO logical_test dinh tri 1a FALSE. Vi du, néu gia tri ctia d6i s6 nay 1a chudi van ban
"Vuot dy toan" va ddi sb logical test dinh tri 1a FALSE, thi ham IF tra vé vin ban
"Vuot du toan". Néu logical test dinh tri 1a FALSE va d6i s6 value_if false duoc
b6 qua (tirc 1a khong c6 dau phay nao & sau ddi sé value if true), thi ham IF tra vé
gid trj 16-gic FALSE. Néu logical test dinh tri 13 FALSE va gid trj cta d6i
sO value_if false 13 trong (tic 13 chi c6 mot ddu phay ¢ sau ddi sb value if true),
thi ham IF tra vé gia tri 0 (khong).

Ghi chu:

- Co thé léng t6i da 64 ham IF 1am cac ddi sd Value if true va Value_if false de
xay dung kiém tra phuc tap hon. (Hay xem Vi du 3 dé biét mau ham IF 1ong).
Hoic dé kiém tra nhidu diéu kién, ban c6 thé can nhic dung cac

ham L~OOKUP, VLOOKUP, HLOOKUP hoac CHOOSE . (Hay xem vi du 4 dé
biét mau ham LOOKUP).

- Néu bét ky d6i s6 nao cua ham IF 1a mang, thi moi thanh phan ctia mang s& dugc
dinh tri khi thuc hién cau 1€nhlF.

- Excel cung cip mot vai ham bd sung dung dé phan tich dit liéu ctia ban dua trén
mot didu kién. Vi du, dé dém sb 1an xuét hién ciia mot chudi vin ban hoic mot sb
trong mdt pham vi 6, hiy dung ham trang tinh COUNTIF hoic COUNTIFS. Pé¢
tinh tong dwa trén mot chudi vin ban hodc sb trong mot pham vi, hiy dung ham
trang tinh SUMIF hoac SUMIFS.

Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mdt trang tinh Excel m&i. D€ cong thire hién thi két qua, hay chon chiing, nhan F2
va sau d6 nhan Enter. Néu can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
lidu..

DU LIEU
50 23 33175
Cong thirc M ta Két qua
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toan","OK") 16n hon chi phi dy kién hay khéng. Tra vé
"OK" vi két qua cua phép thir nay la False.

=IF(A2<=100,"Trong du |Néu sd trong 6 A2 nhé hon hoic bﬁr}g Trong du
toan","Vuot du toan") 100, thi ham t{é vé "Trong dy toan". Néu |toan
khong, ham hién thi "Vugt du toan".
=IF(A2=100,A2+B2,"")  |Néu s trong 6 A2 bing 100, thi tinh toan |0
va tra vé A2 + B2. Néu khong, trd vé van
ban trong ("").
=IF(3<1,"OK") Néu két qua 1a False va khong co ddi |[FALSE
s0 value_if_false nao dugc cung cap cho
két qua False, thi tra vé FALSE.
Néu két qua 1a False va doi |0
s0 value_if_false trong dugc cung cap cho
két qua False (mot dau phdy ¢ sau doi
sO value_if true), thi trd vé 0.
Vidu 2:
CHI PHi THUC TE |CHI PHIi DU KIEN
$1.500 $900
$500 $900
$500 $925
Cong thire Mo ta Két qua
=IF(A2>B2,"Vuot du |Kiém tra xem chi phi thuc té trong hang 2 cO | Vuot
toan","OK") 16n hon chi phi dy kién hay khong. Tra vé |Du toan
"Vuogt Dy toadn" vi két qua cua phép thir nay la
True.
=IF(A3>B3,"Vuot Du |Kiém tra xem chi phi thuc té trong hang 3 c¢6 | OK)

2.2. Ham AND
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M5 ta: Tra vé TRUE néu tit ca cac ddi sd ctia ham dinh tri 13 TRUE; tra vé
FALSE néu mdt hoac nhiéu doéi s6 dinh tri 1a FALSE.

Mot trong nhitng cach dung thudng gip ctia ham AND la dé mo rong tinh
hitu dung cta cac ham thuc hién cac ki€m nghiém 16-gic. Vi du, ham IF thuc hi¢n
ki€ém nghiém 16-gic r6i trd vé mot gia tri n€u ki€ém nghi¢m la TRUE va mot gia tri
khac néu kiém nghiém la FALSE. Bang cich dung ham AND lam do1
sO logical test cua ham IF, ban c6 thé ki€ém nghi¢m nhi€u di€u ki¢n khac nhau thay
vi chi mot diéu kién.

Cua phap: AND(logicall, [logical2], ...)

Ct phap cua ham AND c6 cac d6i sb sau day:

logicall: Bit budc. Diéu kién thi nhit ma ban mudn kiém nghiém va cé thé
dinh tr1 la TRUE hoac FALSE.

logicqu, ... Tuy chon. Céc diéu kién bd sung ma bar} mubn kiém nghiém,
ching c6 thé dinh tri 1a TRUE hoac FALSE, véi to1 da 255 diéu kién.

Chu thich:

Céac ddi sb phai dinh tri vé cac gia tri 10-gic, chang han nhu TRUE hoac
FALSE, hoic cic d6i s6 phai la cac mang hodc tham chiéu ¢ chira cac gia tri 16-

gic.
Néu mot do1 s6 mang hoac tham chi€u c6 chira van ban hoac cac 6 trong,
nhirng gia tr1 nay duoc bo qua.

Néu pham vi da xac dinh khong chira gia tri 16-gic nao, thi ham AND tra vé
gia tri 101 #VALUE! .

Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mot trang tinh Excel m&i. D€ cong thire hién thi két qud, hay chon chiing, nhan F2
va sau d6 nhan Enter. N€u can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.

CONG THUC MO TA KET QUA
=AND(TRUE, TRUE) | Tét ca cac ddi s6 1a TRUE TRUE
=AND(TRUE, FALSE) |Mot d6i sb 1a FALSE FALSE
=AND(2+2=4, 2+3=5) | Tét ca cac ddi s6 déu dinh tri a TRUE | TRUE

23



Truong Cao dang nghé Yén Bdi Gido trinh mén: Tin hoc ké todn

Vidu2:
DU LIEU
50
104
Cong thirc Mo ta Két qua
=AND(1<A2, A2<100) Hién thi TRUE néu sb trong 6 A2 |TRUE

nam trong khoang tir 1 dén 100. Néu
khong, n6 hién thi l1a FALSE.

=IF(AND(1<A3, A3<100), |Hién thi s6 trong 6 A3 néu ndé nam |Gia tri nim
A3, "Gia tri ndm ngoai |trong khoang tr 1 dén 100. Néu |ngoai pham
pham vi.") khong, hién thi thong bao "Gia tri ndm | vi.

ngoai pham vi."

=IF(AND(1<A2, A2<100), |Hién thi s6 trong 6 A2 néu nd nim |50
A2, "Gia tri ndm ngoai |trong khoang tr 1 dén 100. Néu
pham vi.") khong, hién thi thong bao.

2.3. Ham OR

Mo ta: Tra vé TRUE néu bat ky ddi s6 nao 1a TRUE, tra vé FALSE néu tat
ca cac do1 so la FALSE.

Cu phap: OR(logicall, [logical2], ...)
C phap ham OR c6 cac dbi s6 sau day:

Logicall, logical2, ...: Logicall la bat budc, cac gia tri 16-gic tiép theo 1a
tuy chon. 1 t61 255 di€u kién ban muodn kiém tra ma c6 thé 1a TRUE hoac FALSE.

Ghi chu:
Cac d6i sb phai danh gid cac gia tri 16-gic chang han nhu TRUE hoic
FALSE, hodc trong cidc mang hodc cac tham chiéu c6 chira cac gia tri 16-gic.

Néu mot do1 s6 mang hoac tham chi€u c6 chira van ban hoac cac 6 trong,
nhirng gia tr1 nay dugc bo qua.

N Néu diy duoc xac dinh khong chira gia tri 16-gic nao, ham OR tra vé gia tri
101 #VALUE! .
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Ban c6 thé str dung mot cong thirc mang OR dé xem mot gia tri co xay ra
trong mot mang hay khong. D€ nhdp modt cong thirc mang, hay nhan
CTRL+SHIFT+ENTER.

Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mot trang tinh Excel m&i. D€ cong thire hién thi két qua, hay chon chiing, nhan F2
va sau do nhan Enter. Néu can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.

Cong thirc M ta Két qua
=OR(TRUE) Mot d6i s6 1a TRUE TRUE
=OR(1+1=1,2+2=5) T4t ca cac d6i sd déu dinh tri 13 FALSE |FALSE
=OR(TRUE,FALSE,TRUE) |it nhat mot déi s6 1a TRUE TRUE

3. Cac ham xir ly ngay thang
3.1. Hhm NOW, TODAY

Mo ta: Tra vé sd sé-ri cua ngay va thoi gian hién tai. Néu trudc khi ban nhap
ham vao 0, dinh dang 6 1a Chung, thi Excel thay do1 dinh dang 6 dé khép voi dinh
dang ngay va thoi gian trong thiét dat ving cua ban. Ban c6 thé thay doi dinh dang
ngay va thoi gian cho 6 bang cac 1€nh trong nhom So6 cua tab Trang dau trén Ruy-
bang.

Ham NOW hitu ich khi ban mudbn hién thi ngay va thoi gian hién tai trén

trang tinh hodc muon tinh toan gia tri dua trén ngdy va thoi gian hién tai, roi cap
nhat gia tri do mdi 1an ban mé trang tinh.

Ghi chu:

Néu ham NOW khong cap nhét cac gia tri 6 khi ban ky vong né s& lam nhu
vay, thi c6 thé ban can thay d61 nhiing thiét dat von di€u khién thoi diém tinh toan
lai sO6 lam vi€éc hoac trang tinh. Ban c6 thé thay doi nhiing thiét dit nay trong Pa-
nen Diéu khién ctuia ng dung Excel trén may tinh.

Cl phap: =NOW() ; Cu phap ham NOW khong c6 d6i s ndo.
Ghi chu:
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Excel luu trit ngdy thang & dang sb sé-ri lién tiép dé sir dung trong tinh toan.
Theo mac dinh, ngay 1 thang mot nam 1900 1a s6 sé-r1 1 va ngay 1 thang mot ndm
2008 1a s0 sé-ri 39448 bdi no 1a 39.447 ngay sau ngay 1 thang mot ndm 1900.

S6 & bén phai dau thap phan trong s6 sé-ri biéu thi thoi gian; sé & bén trai
bi€u thi ngay. Vi dy, s6 sé-r1 0,5 bi€u thi 12:00 gio trua.

Két qua ctia ham NOW chi thay d6i khi trang tinh dugc tinh toan hodc khi
macro chira ham do6 chay. N6 khong dugc cap nhat lién tuc.

Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mot trang tinh Excel m&i. D€ cong thire hién thi két qud, hay chon chiing, nhan F2
va sau d6 nhan Enter. Néu can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.

Cong thirc Mo ta Két qua

=NOW() Tra vé ngdy va thoi gian hién tai. 06/11/2011 7:03 CH

=NOW()-0.5 Tra vé ngay va thoi gian 12 gio trude (- |06/11/2011 7:03 SA
0,5 ngay trudc).

=NOW() +7 Tra vé ngdy va thoi gian 7 ngay trong |13/11/2011 7:03 CH
tuong lai.

=NOW() -2,25 |Tra vé ngay va thoi gian 2 ngay va 6 gio |04/11/2011 1:03 CH
trude (-2,25 ngay trude).

Mo ta:

Tra vé sb sé-ri cia ngay hién tai. SO sé-r1 la md ngay-thoi gian dugce Excel
dung trong cac tinh toan ngay va thoi gian. Néu dinh dang ctia 6 1a Chung trudc
khi ham dugc nhap vao, Excel s€ thay doi dinh dang 6 thanh Ngay. Néu ban muon
xem sO sé-r1, ban phai thay d61 dinh dang 6 thanh Chung hoac So.

Ham TODAY rat hitu ich khi ban can hién thi ngay hién thoi trong mot trang
tinh bat ky khi nao ban mé s6 lam viéc. N6 cling rat hiru ich khi tinh toan céc
khodng thoi gian. Vi dy, néu ban biét mot ngudi sinh nam 1963, ban c6 thé dung
cong thirc sau day dé tim tudi cua nguoi do tinh dén sinh nhat ndm nay:
=YEAR(TODAY())-1963

Cong thic nay ding ham TODAY lam mot ddi s6 cho ham YEAR dé co
dugc ndm hién tai, roi trir di 1963 va tra vé tudi ciia nguoi do.

Ghi chu:
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Néu ham TODAY khong cap nhat ngay nhu mong mubn, c6 thé ban can
thay doi thiét dat dé diéu khién khi nao thi s6 lam vi€c hodc trang tinh s tinh toan
lai. Trén tab Tép, hiy bam Tuy chon, roi trong thé loaiCong thirc bén dudi Ty
chon tinh toan, hady ddm bao da chon Tw dgng.

Cua phap: TODAY()
C phap ham TODAY khéng c6 dbi sd.
Ghi chu:
Excel luu trit ngdy thang & dang sb sé-ri lién tiép dé sir dung trong tinh toan.

Theo mac dinh, ngay 01 Thang 1 nam 1900 la sO sé-ri 1 va ngay 01 Thang 1 nim
2008 1a so sé-ri 39448 bdi no 1a 39.447 ngay sau ngay 01 Thang 1 nam 1900.

Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mot trang tinh Excel m&i. D€ cong thire hién thi két qua, hay chon chiing, nhan F2
va sau d6 nhan Enter. Néu can, ban c6 thé di€u chinh dj rong cot dé xem tat ca dir
ligu.

Cong thirc M ta Két qua
=TODAY() Tra vé ngay hién tai. 01/12/2011
=TODAY()+5 Tra vé ngay hién tai cong 5 ngay. Vi |06/12/2011

dy, néu ngay hién tai la 01/01/2012,
thi cOng thirc nay tra vé 06/01/2012.

=DATEVALUE("01/01/30")- | Tra vé sé ngay giira ngay hién tai va |31/01/1918
TODAY () 01/01/2030. Luu y ring 6 A4 phai
dugc dinh dang 1a Chung hoac S6 thi
két qua mdi hién thi ding.

=DAY(TODAY()) Tra vé ngay hién tai trong thang (1 - |1
31).
=MONTH(TODAY()) Tra vé thang hién tai trong nam (1 - |12

12). Vi du, néu thang hién tai I3 thing
Nam, cong thure tra vé 5.

3.2. Ham DAY

Mo ta: Tra vé ngdy cua ngdy thang thé hién bang sb sé-ri. Ngay duoc cung
cap & dang s6 nguyén tir 1 dén 31.
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Cu phap: DAY (serial number)
C1 phap ham DAY c¢6 cac ddi s6 sau day:

Serial_number: Bit budc. Ngay thang cia ngay ban dang tim. Ngay nén
dugc nhap bang cach dung ham DATE hoic nhap nhu 1a két qua caa nhitng cong
thie hay ham khac. Vi dy, dung DATE(2008,5,23) cho ngay 23 thang 5 ndm 2008.
Truc tric c6 thé xay ra néu nhap ngay thiang dang vin ban.

Chu thich:

Microsoft Excel luu trit ngady ¢ dang s sé-ri lién tiép dé dung trong tinh
toan. Theo mac dinh, ngay 01 Thang 1 nam 1900 1a s6 sé-ri 1 va 01 Thang 1 nam
2008 1a so sé-r1 39448 vi no 1a 39.448 ngay sau ngay 01 Thang 1 nam 1900.

Céc gia tri ma ham YEAR, MONTH va DAY tra vé s& 1a cac gia tri Gregory
bat ké dinh dang hién thi cho gia tri ngdy dugc cung cép. Vi du, néu dinh dang hién
thi ciia ngay duoc cung cép la Hijri, gia tri ma cac ham YEAR, MONTH va DAY
tra vé s& 1a cac gid tri gan v4i ngay thang Gregory tuong duong.

Vi du: Sao chép dit li€u cua vi du trong bang sau day va dan vao 6 Al cua
mdt trang tinh Excel m&i. D€ cong thire hién thi két qud, hay chon chiing, nhan F2
va sau do nhan Enter. N€u can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.

DATE

15 Thang 4 11

Cong thirc Mo ta (Két qua) Két qua

=DAY(A2) Ngay cua ngay thang trong 6 A2 (15) 15

3.3. Hhm MONTH, YEAR
Mo ta: Tra yé thang cua mot ngay dugc biéu thi biang sb sé-ri. Thang dugc
tra vé dudi dang s6 nguyén, tur 1 (thang 1) t61 12 (thang 12).
Cua phap: MONTH(serial number)
Ct phap ham MONTH c6 cac ddi sb sau day:

Serial_number:‘Ba"lt budc. Ngay cua thang ma ban dang mudn tim. Ngay
thang nén dugc nhdp bang cach st dung ham DATE hoac nhdp nhu la két qua cua
nhimg cong thirc hay ham khac. Vi du, st dung DATE(2008,5,23) cho ngay 23
thang nim ndm 2008. Van dé co thé xay ra néu nhap ngay thiang dang vin ban.

Ghi chu:
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Excel luu trit ngay thang ¢ dang s6 sé-ri lién tiép dé str dung trong tinh toan.
Theo mac dinh, ngay 1 thang 1 nam 1900 1a s6 sé-ri 1 va ngay 1 thang 1 nam 2008
la sO sé-r1 39448 bdi no 1a 39.448 ngay sau ngay 1 thang 1 ndam 1900.

Cac gia tri ma ham YEAR, MONTH va DAY tra vé s& 1a cac gia tri
Gregoria, bat ké dinh dang hién thi cta gia trj ngay duoc cung cap. Vi du, dinh
dang hién thi cua ngay dugc cung cép la Hijri, thi gia tri ma cac ham YEAR,
MONTH va DAY tra vé sé 1a cac gia tri ¢6 lién quan t6i ngay Gregoria.

Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mot trang tinh Excel m&i. D€ cong thire hién thi két qua, hay chon chiing, nhan F2
va sau d6 nhan Enter. Néu can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.

Ngay

15/04/2011

Cong thirc Mo ta Két qua

=MONTH(A2) |Gia tri thang cua ngay tai 6 A2 4

, Mo ta: Tra vé nim tuong (mg voi mot ngdy nao d6. Nam duoc tra vé ¢ dang
s0 nguyén trong khoang 1900-9999.
Cu phap: YEAR(serial number)
C phap ham YEAR c6 cac ddi sb sau day:

Serial number: Bit budc. Ngiy trong nim ma ban mudn tim. Ngay thang
nén dugc nhap bang cach sit dung ham DATE hodc nhap nhu 1a két qua cua nhitng
cong thire hay ham khac. Vi duy, st dung DATE(2008,5,23) cho ngay 23 thang ndm
nam 2008. Van dé c6 thé xay ra néu nhap ngay thang dang vian ban.

Chau thich:

Excel luu trit ngdy thang & dang sb sé-ri lién tiép dé sir dung trong tinh toan.
Theo mic dinh, ngay 1 thang mot nim 1900 1a s6 sé-ri 1 va ngay 1 thang mot nim
2008 1a s6 sé-ri 39448 boi nd 1 39.448 ngay sau ngay 1 thang mot nim 1900.

Céc gia tri ma cac ham YEAR, MONTH va DAY tra vé s& la cac gia tri
Gregory bat ké dinh dang hién thi ndo cho gia tri ngdy duoc cung cap. Vi du, néu
dinh dang hién thi cua ngay duoc cung cép la Hijri, thi gia tri ma cdc ham YEAR,
MONTH va DAY tra vé s& 1a cac gia tri ¢ lién quan tdi ngdy Gregorian tuong
duong.
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Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mot trang tinh Excel m&i. D€ cong thire hién thi két qud, hay chon chiing, nhan F2
va sau d6 nhan Enter. N€u can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.

DU LIEU

Date

05/07/2008

05/07/2010

Cong thirc Mo ta (Két qua) Két qua

=YEAR(A3) |Nam cua ngay trong 6 A3 (2008) |2008

=YEAR(A4) |Nam cua ngay trong 6 A4 (2010) [2010

3.4. Hom WEEKDAY

Mo ‘té: Tra V?; thir trong tuan tuong ﬁng vo1 mot ngay. Theo mac dinh, thir
dugc tra vé 1a mot so6 nguyén, tur 1 (chu nhat) dén 7 (tha bay).

Cua phap: WEEKDAY (serial number,[return_type])
C phap cia ham WEEKDAY c¢6 ddi sb sau day:

Serial_nqmber: Bit budc. La mot sd tuﬁp tir thé hién ngay thang cta ngay
ban dang tim ki€ém. Ngay thang nén dugc nhap bang cach s dung ham DATE hodac
nhap nhu 13 két qua cua nhimng cong thoc hay ham khac. Vi du, sur dung

DATE(2008,5,23) cho ngay 23 thang nim nam 2008. Van d& co6 thé xay ra néu
nhap ngay thang dang van ban.

Return_type: Tuy chon. La mot sé xac dinh kiéu gia tri tra vé.

RETURN_TYPE [SO PUQC TRA VE

1 hodc bo qua La cac sO tir 1 (chil nhat) dén 7 (thtr bay). Hoat dong gidng vai
cac phién ban Microsoft Excel trudc day.

2 La céc sb tir 1 (tha hai) dén 7 (chu nhat).
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3 La céc s tir O (tht hai) dén 6 (chu nhat).
11 La c4c sb tir 1 (tha hai) dén 7 (chu nhat).
12 La céc sb tir 1 (tha ba) dén 7 (th hai).

13 La cé4c sb tir 1 (tha tu) dén 7 (tha ba).

14 La céc sb tir 1 (th ndm) dén 7 (thir tu).
15 La céc sb tir 1 (tha sdu) dén 7 (thd nim).
16 La cac s tir 1 (tht bay) dén 7 (tha sau).
17 La cac s6 tir 1 (chii nhat) dén 7 (thr bay).

4. Cac ham tai chinh
4.1. Ham tinh khau hao tai san theo dwong thiang
* Ham SLN

Mo ta: Tra vé gia tri khdu hao theo phuong phap dudng thing cua tai san
trong mot ky.

Cu phap: SLN(cost, salvage, life)
Ct phap ham SLN c6 cac dbi sé sau day:

Cost: Bit budc. Chi phi ban du cua tai san.

Salvage: Bit budc. Gia tri & cudi khdu hao (doi luc duge goi la gia tri thu héi
cua tai san).

Life: Bit budc. S6 ky khiu hao tai san (d6i khi duoc goi 1a tudi tho hiru ich
cua tai san).

Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mat trang tinh Excel m&i. D€ cong thire hién thi két qud, hay chon chiing, nhan F2

va sau d6 nhan Enter. N€u can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.

Dit liu Mb ta

$30.000 Chi phi
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$7.500 Gia trj thu hoi

10 Tudi tho hitu ich tinh bang nim

Cong thirc Mo ta Két qua
=SLN(A2, A3, A4) Gi4 tri khau hao cho mdi nam. $2.250

4.2. Ham tinh khau hao tai san theo thoi gian
* Ham SYD (Sum of Year's Digits)
- Y nghia: tinh tong khau hao hang ndm cia mot TSCP trong mot khoan thdi gian
xac dinh.
- Cu phap: = SYD(cost, salvage, life, per)
Trong d6: cac tham sO cost, salvage, life gidng v6i ham SLN, per 1a s thir tu

ndm khau hao.

Xét vi dy 2: Véi dit liéu nhu & Vi du 1 khi st dung ham SYD d¢é tinh khau hao
TSCD ta 1am nhu sau:

A B C D E F c
Phweong phap tinh khau hao theo téng s6 nam st dung

1

2 | Str dung ham SYD

3

4 NMNguyén gia Kea 120,000,000

5 |Gia fri con lai Ke 35,000,000

6 Thoigianstrdung |T 5

7

8 Nam Lweng trich KH GTCL Cdng thirc:

9 1 28 333,333 91,666,667 |CI=SYD($C%4 $C3$5 3C%6,C9)

10 7l 22 666 667 69,000,000 | Copy cdng thirc cho cac 6 A10:A13
11 3 17,000,000 52,000,000 |C9=$C$4-SUM($C$9:C9)

12 4 11,333,333 40,666,667 |Copy cong thire cho cac & C10:C13
13 5 5,666 667 35,000,000

14

* Ham DB (Declining Balance)

Y nghia: tinh khau hao cho mét tai san st dung phuong phap sé du giam dan
theo mgt murc ¢ dinh trong mdt khoan thoi gian xac dinh.

Cu phap: = DB(cost, salvage, life, period, month)

Trong d6: cac tham sd cost, salvage, life nhu ham SLN, period 1a ky khau
hao, month 1a s6 thang trong nam dau - Néu bo qua Excel s€ tinh vo1 month=12
thang.
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Xét vi dy 3: Van véi dir kién nhu Vi du 1 nhung TSCD duogc dua vao su
dung tir thang 06/2000 (twong tng m = 7 thang), dung ham DB ta tinh nhu sau:

A

B

C

1 Tinh khau hao theo phwong phap s6 dw giam dan

Ww (g |=] |en | Ln

11
12
13
14
15

* Ham DDB (Double Declining Balance)

4.3. Ham vé dau tu

Sw dung ham DB

MNguvyén gia Kes 120,000,000
Gia tri con lai K 35,000,000
Théi gian st dung T 5
S6 thang nam dau tién str dung|m 7
Nam Lwong trich KH GTCL
1 15,260,000 104,740,000
2 22 8633 320 81,906 680
3 17,855,656 64,051,024
4 13,963,123 50,087,901
5 10,919,162 39,168,738

D E E G

Cdng thirc:
B10=DB($C$4,$C%5 $C$6 A10.$CE7)
Copy c6ng thire xubng cac 6 B11:B14
C10=$C%$4 - Sum($B$10:B10)

Copy cong thirc xudng cac 6 C11:C14

Y nghia: tinh khau hao cho mét TSCDH theo phuong phap ty 1¢ giam dan (sb
du giam gip d6i hay mot ty 1& giam khac do yéu cau quan 1y c6 thé duogc lua chon).

Cu phap: = DDB(cost, salvage, life, period, factor)

Trong do: cac tham s6 cost, salvage, life, period gidng voi ham DB,

factor 1a ty 1€ trich khau hao - Néu bé qua Excel s€ gan 1a 2.

Xet yi du 4: Van véi dit kién nhu Vi du 3, tinh khau hao cho TSCP d6 véi ty
1€ trich khau hao r = 2. Ap dung ham DDB la tinh nhu sau:

A

B

C

D E F G

Tinh khau hao theo phwong phap s6 dw giam dan véi ty 1é tiy chon

Sw dung ham DDB

Cdng thire:

72,000,000 |Ng&m dinh: r=2

43 200,000 |B9=DDB($B%4,$B%$5 $B$6 A9)

35,000,000 |Copy c6ng thirc xudng céc 6 B10:B13

35,000,000 |C9=%$B%4 - Sum($B%$9:B9)

Mguyén gia Keg 120,000,000
Gia tri con lai Ky 35,000,000
Théi gian st dung T 5
Nam Lworng trich KH GTCL

1 43,000 000

2 28,800,000

3 8,200,000

4

5

35,000,000 |Copy cong thirc xubng céc 6 C10:C13
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* Ham FV

Mo ta: Tra vé gia tri twong lai cia mot khoan dau tu trén co s cac khoan
thanh toan bang nhau dinh ky va lai suat khong doi.

Cu phap: FV(rate,nper,pmt,[pv],[type])

Pé biét mo ta day du vé cac ddi sé ciia ham FV va biét thém thong tin vé cac
ham nién kim, hdy xem PV.
C phap ham FV ¢6 cac d6i sb sau ddy:

Rate: Bit budc. Lii suit theo ky han.

Nper: Bit budc. Tong s6 ky han thanh todn trong mot nién kim.

Pmt: Bit buoc. Khoan thanh toan cho mdi ky; khoan nay khong d6i trong
subt vong doi cua nién kim. Thong thuong, pmt c6 chua tién gdc va lai, nhung
khong chira cac khoan phi va thué khac. Néu pmt duoc bo qua, ban phai dua vao
dbi s6 pv.

Pv: Tuy chon. Gia tri hién tai, hoac s6 tién tra mot 1an hién tai dang gia
ngang v&1 mot chuoi cac khoan thanh todn tuong lai. Néu bé qua doi so pv, thi nd
dugc gia dinh 1a 0 (khong) va ban phai dua vao do1 sO pmt.

Type: Tuy chon. S6 0 hodc 1 chi rd thoi diém thanh toan dén han. Néu dbi
s0 ki€u b1 bo qua, thi n6 dugc gia dinh 1a 0.

PAT LOAI BANG VOI |NEU THANH TOAN PEN HAN

0 O cubi chu ky

1 O cubi chu ky

Ghi chu:

Dbam bao 1a ban st dung don vi nhét quan dé xac dinh ti suét va nper. Néu
ban thanh toan hang thang cho mot khoan vay bén nim véi 1di suat 12 phan traim
nam, hiy str dung 12%/12 trong ddi s6 1ai suat va 4*12 cho d6i s6 nper. Néu ban
thuc hién thanh todn hang ndm cho cung moét khoan vay, hdy su dung 12% cho ti
sudt va 4 cho nper.

Pbi voi tat ca cac ddi sb, sb tién mit ma ban chi tra, chang han nhu ndp vao
tai khoan tiét kiém, duoc thé hién bang sO am; so tién mat ma ban nhan duoc,
chang han nhu séc chia ¢6 tirc, duge thé hién bang sé duong.

Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mot trang tinh Excel m&i. D€ cong thire hién thi két qua, hay chon chiing, nhan F2
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va sau d6 nhan Enter. N€u can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir

ligu.

DU LIEU MO TA

0,06 Lai suat hang nim

10 S 1an thanh toan

-200 S6 tién thanh todn

-500 Gia tr1 hién tai

1 Thanh toan dén han vao dau ky (0 cho biét

rang thanh toan dén han vao cu6i ky)
Cong thirc Mo ta Két qua
=FV(A2/12, A3, A4, |Gia tri tuong lai cua khoan dau tu theo cac diéu |$2.581,40
AS, A6) kién trong A2:AS.
Vidu 2:

DU LIEU MO TA

0,12 Lai suat hang nim

12 S6 1an thanh toan

-1000 S6 tién thanh todn

Cong thirc Mo ta Két qua
=FV(A2/12, A3, |Gia tri tuong lai ctia khoan dau tu theo cac diéu | $12.682,50
A4) kién trong A2:A4.

Vidu 3:
DU LIEU MO TA
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0,11 Lai suat hang nim
35 S6 1an thanh toan
-2000 S6 tién thanh todn
1 Thanh toan dén han vao dau niam (0 tic 13 cudi
nam)
Cong thirc Mo ta Két qua
=FV(A2/12, A3, | Gia tri tuong lai ctia khoan dau tu vdi cac diéu | $82.846,25
A4, AS) kién trong cac 6 A2:A4.
Vi du 4:
DU LIEU MO TA
0,06 Lai suat hang nim
12 S6 1an thanh toan
-100 S6 tién thanh todn
-1000 Gia tri hién tai
1 Thanh toan dén han vao dau nim (0 tic 1a
cudi nam)
Cong thire Mo ta Két qua
=FV(A2/12, A3, A4, Gi‘é tr1 tuong lai cua khoan dau tu theo cac |$2.301,40
AS, A6) di€u kién trong A2:AS.
* Ham PV

Mo ta: Tra vé gia tri hién tai cia mot khoan dau tu. Gia tri hién tai 13 tong sd
tién dang gia ngang voi mot chudi cac khoan thanh toan tuong lai. Vi duy, khi ban
vay tién, thi s6 tién vay la gi tri hién tai d6i v6i ngudi cho vay.

Cu phap: PV(rate, nper, pmt, [fv], [type])
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C phap ham PV c¢6 cac d6i sb sau day:

Rate: Bit budc. Lai suit theo ky han. Vi dy, néu ban c¢6 mot khoan vay mua
xe hoi v6i 1di sudt 10%/ndm va ban tra ng hang thang, thi 14i suit thang cua ban 1a
10%/12, hay 0,83%. Ban s& nhap 1ai suit 10%/12 hoic 0,83% hodc 0,0083 vao
cong thirc.

Nper: Bit budc. Téng ) ky han thanh todn trong mot ni€én kim. Vi du, néu
ban c6 khoan vay mua xe hoi voi ky han bon nim va ban tra ng hang thang, thi
khodn vay cua ban c6 4*12 (hay 48) ky thanh toan. Ban sé nhip nper 1a 48 vao
cong thirc.

Pmt: Bit budc. Khoan thanh toan cho moi ky va khong d6i trong sudt vong
doi cua nién kim. Thong thuong, d6i sd pmt bao gom tién gbc va lai, nhung khong
chira cac khoan phi va thué khac. Vi duy, s tién thanh todn hang thang cho mot
khoan vay mua xe ky han bén nam tri gia $10.000 véi 13i suat 12% 1a $263,33. Ban
s& nhap -263,33 lam pmt trong cong thirc. Néu pmt duoc bo qua, ban phai dua vao
d6i 6 fv.

Fv: Tuy chon. Gia tri tuong lai hay s6 du tién mit ban mudn thu duge sau
khi thuc hién khoan thanh toan cudi cung. Néu fv dugc bd qua, thi nd dugc gia
dinh 1a 0 (vi du, gia tri tuong lai cua khoan vay 1a 0). Vi du, néu ban mudn tiét
kiém $50.000 dé chi tra cho mot du an dic biét trong 18 ndm, thi $50.000 1a gia tri
tuong lai. Khi do, ban co thé du doan mot cach than trong vé 13i sudt va quyét dinh
ban phai tiét kiém duogc bao nhiéu tién mdi thang. Néu fv duge bd qua, ban phai
dua vao dbi sb6 pmt.

Type: Tuy chon. S6 0 hodc 1 chi rd thoi diém thanh toan dén han.

PAT LOAI BANG VOI |NEU THANH TOAN PEN HAN

0 hodc bo qua O cubi chu ky

1 O cubi chu ky

Ghi chu:

Dam bao 1a ban st dung don vi nhét quan dé xac dinh ti suét va nper. Néu
ban thanh toan hang thang cho mot khoan vay bén nim véi 13i suat 12 phan trim
nam, hay s dung 12%/12 cho d6i sb 13i sudt va 4*12 cho d6i sé nper. Néu ban
thuc hién thanh todn hang nam cho cung moét khoan vay, hdy su dung 12% cho ti
sudt va 4 cho nper.

Nhitng ham sau day ap dung ddi v&i nién kim:
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CUMIPMT PPMT

CUMPRINC PV

FV RATE

FVSCHEDULE | XIRR

IPMT XNPV

PMT

Nién kim 1a mot chudi cac khoan thanh toan bing tién biang nhau trong mot
giai doan lién ti€p. Vi duy, khoan vay mua xe hoi hodc vay thé chap mua nha la nién
kim. D¢ biét thém thong tin, ban hdy xem mo ta v€ tirng ham nién kim.

Trong cac ham nién kim, s6 tién ma ban chi tra, chéng han nhu ndp vao tai
khoan tiét kiém, dugc thé hién bang s6 am; s6 tién ma ban nhan dugc, ching han
nhu séc chia co tirc, dugc thé hién bang so duong. Vi dy, khoan tién giri $1.000 vao
ngan hang s€ dugc biéu thi bang doi s6 -1000 néu ban la ngudi gui tien va dugce
biéu thi bang do6i s6 1000 néu ban 1a ngan hang.

Microsoft Excel giai timg ddi s6 tai chinh trong mdi lién quan véi cac ddi s6
khac. Néu 1a1 suat khac 0, thi:

v ¥ (1+ raie)™ + pmt {1+ rate * fype) *
[(1 + pae ) -1

o ie

o

Néu 14i sut bang 0, thi:
(pmt * nper) + pv+fv=0

Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mot trang tinh Excel m&i. D€ cong thire hién thi két qud, hay chon chiing, nhan F2
va sau d6 nhan Enter. N€u can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.

Dit ligu Mo ta

$500.000 S4 tién duoc thanh toan cho mdt nién kim bao hiém
vao cudi moi thang.

8% Lai suét thu duoc trén sd tién da thanh toan.
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20 S6 nam s& duge thanh toan tién.

Cong thirc Mo ta Két qua

=PV(A3/12, 12*A4, |Gi4 tri hién tai cia nién kim véi cac sb hang tai |($59.777,15)
A2,,0) A2:A4.

* Ham RATE

M0 ta: Tra vé 1ai sudt theo ky han ctia mot nién kim. Ham RATE duoc tinh
toan theo lan 1ap va co6 thé khong co dap s6 hodc c6 nhiéu dap so. Néu cac két qua
lién tiép cua ham RATE khong dong quy vé 0,0000001 sau 20 lan ldp, thi ham
RATE tra ve gid tr1 101 #NUM! .

Cua phap: RATE(nper, pmt, pv, [fv], [type], [guess])

Ghi cht: Dé biét mé ta déy du vé cac doi sb nper, pmt, pv, fv va kiéu, hiay xem ham
PV.
C phap ham RATE c6 cac ddi s6 dudi day:

Nper: Bit budc. Tong s6 ky han thanh todn trong mot nién kim.

Pmt: Bit budc. Khoan thanh toan cho moi ky va khong d6i trong subt vong
doi cua nién kim. Thong thuong, d6i s6 pmt bao gdm tién gbc va 1, nhung khong
chtra cac khoan phi va thué khac. Néu pmt duge bo qua, ban phai dua vao d6i sd fv.

Pv: Bit budc. Gia tri hién tai — tong so tién dang gia ngang v4i mot chudi
cac khoan thanh toan tuong lai.

Fv: Tuy chon. Gia tri tuong }ai hay $6 c}u tién mat ban mudn thu dugc sau
khi thyc hién khodn thanh toan cudi cung. Néu fv dugc bo qua, thi n6 dugc gia
dinh 1a 0 (vi dy, gia tri tuong lai ciia khoan vay 1a 0).

Type: Tuy chon. S6 0 hodc 1 chi 16 thoi diém thanh toan dén han.

PAT LOAI BANG VOI NEU THANH TOAN DPEN HAN
0 hodc bo qua O cudi chu ky
1 O diu chu ky

Guess: Tuy chon. Uéc doan cua ban veé 1ai suat.
Néu ban bd qua s6 dodn, n6 dugc gia dinh 1a 10 phan tram.

Néu ham RATE khong dong quy, hay thur cac gia tri s doan khac. Ham
RATE thudng ddng quy néu s doan 14 tir 0 dén 1.
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Ghi chu: Hay bao dam ban st dung don vi nhét quan dé xac dinh d6i sdi
guess va nper. Néu ban thanh toan hang thang cho mot khoan vay bon nam véi 1ai
sudt 12 phan trim nam, hay st dung 12%/12 cho sé doan va 4*12 cho nper. Néu
ban thyc hién thanh toan hang nam cho cung mot khoan vay, hdy s dung 12% cho
sd doan va 4 cho nper.

Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mot trang tinh Excel m&i. D€ cong thire hién thi két qud, hay chon chiing, nhan F2
va sau d6 nhan Enter. Néu can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.

Dir li¢u Mo ta

4 S6 nam cua khoan vay

-200 Thanh todn hang thang

8000 S6 tién cua khoan vay

Cong thire M6 ta Két qua

=RATE(A2*12, A3, A4) Lai suat hang thang cho khoan vay voi ddi s6 13 | 1%
thoi han trong A2:A4.

=RATE(A2*12, A3, A4)*12 |Lii suat hang nim cta khoan vay v6i cung thoi |9,24%
han nay.

C. Thuc hanh
Thao tic trén may va lam cac bai tap thuc hanh vé cac ham di hoc.

Bai 1: Coéng ty TNHH Thanh Ha chiu thué GTGT theo phuong phap khau tru.
Trong thang 1 cong ty c6 cac so ké toan nhu sau:
- S6 “K&é toan may — Ky hiéu: SOKTMAY22T”: s6 nhat ky hang ngay dung cung
cap chi tiét phan nhat ky hang ngay chinh 1a cac but toan dinh khoan va nhiing
thong tin lien quan.
- S6 “Ping ky danh muc tai khoian — Ky hiéu: BDMTK22C”: dung cung cép sd
du dau ky cua céc tai khoan, cung cap sd du cudi ky sau khi tong hop sb phat sinh
tir SOKTMAY22T va tinh s6 du cudi ky.
- Cung cac s6 ké toan da co trong tép DETHI-kinhte.xls
Yéu cau:

1. Mo s6 “SOKTMAY22T”. tir cic nghiép vu dd c6 hiy lam thém céc
nghiép vu nhu sau:
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+ NV1: ngay 31/01/2013: Mua nguyén vat li¢u phu cua ngudi ban HL (Cong ty Ha
L&) s luong 201; tong gia tri chua thué: 7.035.000, thué GTGT dau vao 10%.
Cong ty thanh toan sau (biét thong tin vé nghiép vu nhu sau: s seri: “CK/19-N”;
nguoi ban HL ¢6 chi tiét tiéu khoan “TK-Phai tra.012”; nguyén vat li¢u phu co chi
tiet tiéu khoan: “NVL-Phu.B01”
+ NV2: ngay 31/01/2013: chi tam ng cho anh Nguyén Thanh Tam di cong tac
bang tién mit 1a: 9.670.000. Biét thong tin vé nghiép vu nhu sau: sO phiéu thu/chi:
“PC022/38”; anh Nguyén Thanh Tam c6 chi tiét tiéu khoan: “TK-tam (mg.001”.
Trén co sé truyén théng tin ciia ké todn excel theo hinh thirc nhdt ky
chung dé hoan thign cdc sé ké todn sau:
2. Hoan thién sé “Dang ky danh muc tai khoan — Ky hi¢u: BDMTK22C”
3. Hoan thién so “Tong hop chi tlet mua hang — Ky hi¢u: 331~
4. Hoan thién s “s6 nhat Ky chi tién — Ky hi¢u: NKChi22C”

5. Hoan thién s6 “Béang tong hop chi phi nhin cong trwc tiép — Ky hiéu:
622>

Bai 2: Cho bang tinh sau day:
BANG CHI TIET NHAP XUAT HANG HOA QUi Iv/2003

Ngay | Mihang [T&n hang|Leai| Pen vi |56 lweng| Pen gia |[Thué|Thanh tién

20M10/2003 | BEH-EIE-M 7 Y ko 150 Y h Y

1891072003 GTL-TE-N ko 700

0110/2003[BEH-TE-X kg 500

071002003 GTL-BE-X ko 1.250

05/08/2003|DAN-TE-N ko §75

0B/08/2003|GNT-BIB-X ko 380

16/08/2003|DAN-BIB-N ko 2.375

032/06/2003 [ BEH-EIBE-X ko 2.000

1072003 GNT-TE-I ko 6.320

14082003 BIQAMN-TE-X ko BE0

Bang 1: Bing 2: Pon gid cla cdc mithang Théng ké:

3 ky tu dau Tén Loai PB TB Mit hang (Nhap |Xuat
BEH Buding Bién Hod BEH 4 5003 4.2003 Blrdng ? ?
BoN Burding Quing Ngai BaN 4.0003 3.8004 Gan ? ?
GTL (Gao Thai Lan GTL 5.0004 £.6004

ST Gao Nép Them SMT B.2004 £.8004

Anh (chi) h?y nhap nd1 dung cua bang tinh, sau d6 thyc hi¢n cac yéu cau bén dudi
va luu vao 6 dia Z: voi tén tap tin la NHAPXUAT.XLS.

Yéu cau:

1. Dién thong tin vao cot Tén hang dua vao 3 ky ty dau ciia Ma hang va Bang

1.

2. Pién thong tin vao cot Loai dua vao 2 ky ty tht 5 va thir 6 cia Ma hang,
ncu 1a DB thi loai 1a "Ddc bi¢t", néu 1a TB thi loai 1a "Trung binh".
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3.

Dién thong tin vao cot Pon gia dua vao 3 ky tu dau va ky tu cudi ciia Ma

hang va Bang 2, biét rang:

- Né::u ky tu cudi ciia ma hang 13 N (nhap) thi don gia thuc ctia mat hang d6
thap hon don gié cho trong bang 2 1a 5%.

- Néu ky tu cudi cia ma hang 14 X (xuét) thi don gia thyc ciia mat hang do
cao hon don gié cho trong bang 2 1a 10%.

Pién thong tin vao cot Thué biét rang:

- Néu mit hang 13 nhép thi thué ca 1kg s& bang 0,2% don gia thuc.

- Néu mit hang 13 xuét thi thué cta 1kg s& bang 0,5% don gia thuc.

Tinh cot Thanh tién, biét rang: Thanh tién = s6 lugng * don gia - thué.

T’hér}g ké lan IIIQ:t xem téng $6 tiér} bo ra dé nhap Du(‘)’ng, nhap Gao va t(f)ng

sO tién thu vao dé xuat Puong, xuat Gao la bao nhiéu; dién vao bang Thong

ke.

CAU HOI VA BAI TAP ON TAP BAI 1

Cau hoi:

1. Pé khoi dong Excel ta chon:

a. Nhap dup tré chudt 1én biéu tuong 16i tit ctia Excel.
b. Nhép chon Start, Program, Microsoft Office, Excel.
c. Tu manh hinh Dos, go Excel.

d. Caua, b dung.

2. Dé thoat khéi Excel ta chon:

a. Nhap menu diéu khién chon Close.
b. Chon File, Close.

c. Nhan t6 hop phim Alt + F4.

d. Tat ca déu ding.

3. Trong Excel muon bat tat thanh cong cu ta chon:

a. Chon Tool, Option, General.

b. Chon View, Formular Bar.

c. Chon View, Toolbars, ddnh dau chon hodc khong chon cac thanh cong
cu.

d. Tat ca cac cach trén déu dung.

4. Muon xoa sheet, ta chon sheet do roi:

a. Chon Edit, Delete sheet.

b. Nhén t6 hop phim Alt + E, L.

C. Nhﬁp chudt phai trén tén sheet dé mé menu tat roi chon Delete.
d. Tat ca déu ding.

5. Trong Excel dé mé tdp tin cé trong dia ta ding:

a. Chon File, Open.
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b. T6 hop phim Ctrl + N.
c. To6 hop phim Ctrl + O.
d. Hai cau a va ¢ dung.

6. Trong Excel dé liu mét tdp tin vdo dia ta ding:

a. T6 hop phim Ctrl + S.
b. T6 hop phim Alt + S.
c. T6 hop phim Alt + Shift + S.
d. Ca ba cdu trén déu sai.
7. Nhdn phim F12 la dé:
a. Thuc hién Iénh Open.
b. Thuc hién Iénh Save As.
c. Thuc hién 1énh Close.
d. Thuc hié€n Iénh Print.
8. Trong Excel dé déng mét tdp tin ta dimg:
a. Td hop phim Alt+ F + C.
b. Chon menu File, Close.
c. T6 hop phim Ctrl + W.
d. Hai cau a va b ding.
9. .Theo mat dinh ky tu dang chudi dwoc:
a. Canh phai trong 0.
b. Canh trai trong 0.
c. Canh déu hai bén.
d. Canh gitra trong 0.
10..Theo mat dinh ky tu dang s6 duwoc:
a. Canh phai trong 6.
b. Canh trai trong 0.
c. Canh déu hai bén.
d. Canh gitra trong 0.
11.Cheén ddu () trude khi nhdp liéu vao 6 la dé:
a. Canh chinh dir li€u trong 6 bén trai.
b. Canh chinh dit liéu trong 6 bén phai.
c. Canh gifra dir li¢u trong 0.
d. Canh déu hai bén dit liéu trong 6.

12.Khi a6 dai ciia chuéi dit liéu 1én hon chiéu rong cua o thi Excel sé hién thi

trong cac o6 ky ty
a. &
b. &
c. %
d. #
13..Dir liéu loai ham bdt dau bcfng ddu:
a. +
b. *

43



Truong Cao dang nghé Yén Bdi Gido trinh mén: Tin hoc ké todn

d. =
14.Dé chon todn bé bang tinh ta:
a. Nhan t6 hop phim Ctrl + A.
b. Di chuyén con tré chudt vao 6 giao nhau cua thanh tiéu dé doc va
thanh tiéu dé ngang roi nhap trai chudt.
c. Cau a dang, b sai.
d. Caua vab dung.
15.Trong Excel, dé chen ‘hang vao mot bang tinh ta di chuyén dén 6 hién hanh dén
vi tri hang can thém roi:
a. Chon Format, Cells.
b. Chon Format, Column.
c. Chon Insert, Row.
d. Chon Insert, Columns.
16.Dé xéa dit liéu trong mot 6 hodc khéi 6 trong bang tinh Excel ta chon:
a. Chon 6 (hodc khdi 0) can x6a, rdi nhan phim Delete.
b. Khéng can chon 6 (hodc khdi 6), chi can nhin phim Delete.
c. Chon 6 (hoac khdi 0) can x6a, rdi nhan phim Insert.
d. Chon 6 (hoic khdi 6) can x6a, rdi nhdn phim bat ky.
17.Trong Excel dé scp xép co s¢ div liéu ta chon :

a. Tool, Sort.
b. Format, Sort.
c. Table, Sort.
d. Data, Sort.
18. Cac ham sau day ham nao dung dé diém gia tri:
a. a) Sum b) Rank c) Count  d) Int
19. Trong Excel s6 lwong tham s6 ciia cac ham DMAX, DCOUNT, DSUM la:
a. Khac nhau b)DCOUNT khac v61 DMAX va
DSUM
b. Giéng nhau d)DSUM khac véi DMAX
20. Cho biét gia tri ctia cong thiic sau day: Len=(“CAN THO”)
a. a)6 b) 7 c)8 d)9
21. Cho biét gid tri ctia cong thirc sau ddy: =AVERAGE(5,8,1,2)
a. 4 b) 5
b. 8 d)2
22. Trong Excel cho biét gid tri ctia cong thirc sau day: =MID(“can tho”;2;1)
a. C b) T
b. A d) Ca ba déu sai
23. Mudn vao ché d6 sira chira (Edit) mot cong thirc trong Excel, ta phai:
a. a) Nhin phim F7 b) Nhin F2
b. ¢) Ca hai déu ding d) Ca hai déu sai

24. Gia tr1 cua cong thirc sau day trong Excel: =IF(AND(G2,3),9,10) la:
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a. 10
b. Cong thirc c6 101 ¢t phap
c. Con tuy thudc vao gié tri chira trong 6 G2

d. 9
25. Cho biét gid tri ctia cong thirc sau day=MIN(MAX(“5",2)+7)

a. 9 c. Cong thirc co 16

b. 12 d. Caba cau (a),(b),(c) déu sai
26. Cho biét két qua ham RIGHT(LEFT(“Trung tdm tin hoc”,4),3):

a. Tin c. Hoc

b. Tru d. Run

27.Khi thoat khoi Excel, xuét hién thong bao “Cannot quit Microsoft Excel”
nguyén nhan la do:

a. Ta chua luu bang tinh vao dia
b. Ta chua dit tén tép cho bang tinh lam viéc
C. Cong thirc ta gd o 16i
d. Ta chua bat ché d6 bao vé bang tinh trudce khi
thoat khoi Excel
28. Cho biét gid tri ctia cong thirc sau day: =AND(1,0,1,1)
a. True
b. False
C. Cong thirc ¢6 16i cu phap
d. Ca ba céu (a),(b),(c) déu sai
29. Cho biét gid tri ctia cong thirc sau day: =LEN(IF(5>4+1,25,100))
a. 3
b. 25
C. 100
d. Ca ba déu sai.
30. Cong thirc SQRT(4) Cho két qua 1a:
a. 4
b. 2
C. 8
d. 6
31. Trong Excel, 1 worksheet co:
a. 256 cot
b. Khong qua 256 cot
c. IV cot

d. Ca 3 cau (a), (b), (c) déu sai
32. Trong Excel, ham ddi céc ky tu & dang chir thuong thanh chir hoa & ham:
a. UPPER

b. CHANGE CASE
c. PROPER
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d. Ca 3 cau (a), (b), (c) déu sai
33. Trong excel, 6 C2 chira chudi AN BINH, 6 D7 chira cong thire =SUM(C2,5).
Khi d6 gia tri thé hién trong 6 D7 s& la:
a. AnBinh+ 5
b. 5
c. #VALUE
d. Ca 3 cau trén déu sai
34. Trong Excel, 6 C2 chira s6 20.2, 6 D7 chira cong thic =
RIGHT(LEFT(C2.2),1). Khi d6 gia trj thé hién tai 6 D7 s& la:
a. #VALUE (vi ham chudi khong thé xtr Iy s)
b. 0
c. 2
d. Ca 3 cau trén déu sai
35. Trong Excel, cho biét gia trj ctia cong thirc sau day: =IF(6>5,1)
a. 1
b. TRUE
c. 6
d. Ca 3 cau trén déu sai
36. Trong Excel, cho biét gia tri ciia cong thic sau ddy: =ROUND(936.56,-1)
a. 936.6
b. 940
c. 936
d. Ca 3 cau trén déu sai
37. Cho biét gia tri ctia cong thic sau day: = [F(6>7,8)
a. 8
b. TRUE
c. FALSE
d. Ca 3 cau trén déu sai
38. Cho biét gia tri ctia cong thic sau day: =IF(AND(5>3,2>2),2,3)
a. 2
b. 3
c. Cong thirc c6 16i ct phap
d. Ca 3 cau trén déu sai
39. Cho biét gia tri ctia cong thirc sau day: =MID(“CANTHO”,2)
a. ANTHO
b. Cong thitc c6 16i ci phap
c. CA
d. Ca 3 cau trén déu sai
40. Cho biét gié tri ctia cong thirc sau ddy: =LEN(“CANTHO”)
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6
7
8

o oo

d. Ca 3 cau trén déu sai
41. Cho biét gié tri ctia cong thirc sau day: =COUNT(12,7A2”,”13")
a. 1
b. 2
c. Khong xéac dinh vi chua biét noi dung 6 A2
d. Ca 3 cau trén déu sai
42. Khi copy ndi dung khbi A1:A2 va dan (Paste) vao khdi C1:C5
a. Qua trinh copy dién ra binh thuong
b. Lénh copy khong thuc hién dugc vi khéi dich ¢6 nhiéu 6 hon khéi
ngudn
c. Chi copy duoc ndi dung cho cac 6 C1, C2, C3, C4
d. Ca 3 cau trén déu sai
43. Cho biét gid tri ctia cong thirc sau day: =IF(OR(12,2>5),14,15)
a. 14
b. 15
c. Cong thirc c6 16i ct phap
d. Ca ba cau trén déu sai
44. Trong Excel, tai 6 E20 chira gia tri 30, 6 B4 chira gid tri 6, 6 C5 chira cong
thirc =IF(E20>b4,1,0). Khi x04 hang chira 6 B20, gia tri tai 6 C5 s€ la:
a. 1
b. 0
c. Khong doi so voi trude do
d. Ca 3 cau trén déu sai
45. Trong Excel, mdi tép co t6i da bao nhiéu 6 Al:

a. 1
b. 16
c. 256
d. 255
46. Tinh gia tri cua biéu thic 23 + (2+12/2)/4 -5
a. 5 b.2 c.0 d. 6
47. Cong thirc tai 6 A2=INT(9,9999), két qua 6 A2 bang :
a. 10 b.9 c.9,0 d. 0,9
48. Cong thirc tai 6 A2=round(65120; -3), két qua 6 A2 bang :
a. 65120,000  b. 65000 c. 65 d. 65,120

49. Gia tri tai 6 A1=30, A2=20, A3=10, A4=17, cong thuc tai 6 C5= sum(A1:A3) -
sum(A2:A4), két qua tai 6 C5 s€ 1a :
a. 13 b. 3 c. 12 d. 14
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50. Hay chi ra cong thirc hodc ham bi st dung sai(khong can tinh két qua) :
a. =MOD(0;100).
b. + Sum(5;6;7;D2:D7).
c. =AVERGE(CI;C9) + MAX(D1:D4).
d. =ROUND(SUM(D1:D19)) + MIN(0,3,1).
51. Cong thuc tai 6 K3=Value(mid("CP2400";3;Len("CP2400")-2)), két qua tai 0

K3 la:
a. 24 b. 2400 c. "2400" d. 400

e  Bai tap:
Bai 1:
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Yéu Cau

Caul

Cau 2

Cau 3

Cau 4
Cau 5
Cau 6

Bai 2:

BANG THANH TOAN LUONG THANG 01-2003

Sé Ma Ho Tén Phong |Chirc| Phu Cip| Lwong Thuc
Thi Tu Nhan Vién|Nhan Vién| Ban Vu |[Chirc Vu| Co Ban Lanh
AO01 Nguyén Gb 550,000
BO1 Lé PGD 450,000
AO02 My TP 430,000
Co02 Hoang NV 300,000
AO03 Thanh TP 450,000
BO02 Hanh PP 350,000
Cco1 Chi NV 300,000
BO3 Hién NV 330,000
A04 Tram NV 320,000
BO6 Tung NV 310,000
Téng Cong
Két Quia Tham Khio 220,000(3,790,000( 4,010,000
BANG TRA PHONG BAN
Ph(‘)lr\l/;aBan A B <
PhbflegnBan K& Hoach |Hanh Chinh|Ké Toan

BANG TRA PHU CAP

GD 50000
PGD 40000
TP 30000
PP 20000
NV 10000

Str dung céng thirc hiy dién gia tri cho cot S6 Thir Tw

Cin ctr vao ky tu diu tién bén trai cia Ma Nhan Vién va BANG TRA PHONG BAN,
hiy dién tén phong ban cho cac nhin vién & cot Phong.

Cin cir vao s6 liéu & c6t Chire Vu va BANG TRA PHU CAP, hiy tinh tién Phu Cap
Chirc Vu cho mdi nhan vién

Tinh Thyc¢ Lanh cho m&i nhan vién biét ring Thwe Lanh = Phu CiAp Chirc Vu + Lwong
Tinh Téng Céng cho cott Thue Lanh
Thao tac dinh dang va ké khung cho bang tinh
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3 < Tuin 650000
BANG TINH TIEN THUE XE 5% Neay 100000
Quy Pdi

Tén Khach Ngay Thué Ngay Tra S6 Ngay Thué S6 Tuin S6 Ngay Lé Phai Tra
Nguyén  1/20/2004  1/30/2004

Le 1/1/2004 1/17/2004
Giao 3/20/2004  4/28/2004
Vy 10/5/2004 = 10/26/2004

Téng Cong
Két Qua Tham Khio 86 11 9 7647500

Yéu Céu

Caul Tinh S§ Ngay Thué Xe = Ngay Tri - Ngay Thué.

Cau2  Hay quy d6i S6 Ngay Thué thanh S6 Tuéin va S6 Ngay L&
Vi du : Néu S6 Ngay Thué la 10 ngay thi quy déi thanh 1 tudn va 3 ngay 1é

Cau3  Tinh gia tri cho cot Phai Tra biét ring Phai Tra = S6 Tuin x Pon Gia Tuin + S6 Ngay x Pon Gia Ngay
va mdikhach hang dugc giam 5% sb tién Phai Tra.

Caud4  Tinh Téng Cong cho cac cot S6 Ngay Thué, S6 Tudn, S6 Ngay Lé va Phai Tra

Cau5 Dinh dang va ké khung cho bang tinh

Bai 3:
BANG TINH TIEN DPIEN
Khich Haing Khu Vec S6 Cii  S6 M6i Pinh Mitre TiéuThu TiénPién Thué Biao Phai Tra
Anh 1 468 500
Vii 2 160 230
Trang 3 410 509
Lan 3 436 630
Loan 2 307 450
Thanh 1 171 205
Tdéng Cong
Két Qua Tham Khio 572 287,850 14,393 302,243
Yéu Céu

Caul Xac dinh gfa trj cho c6t Pinh Mirc, biét ring : Pinh Mikc cho khu vuee 1 la 50, khu viee 2 la 100 va khu vuee 3 1 156
Cau2  Tinh lurong dién tiéu thu ctia mbi ho biét ring Tiéu Thu = S6 Méi - S6 Cii
Cau3  Tinh Tién Pién biét ring : Tieu Pién = Tiéu Thu * Pon Gi4, trong do:
- Néu s KW Tiéu Thu <= S6 KW Dinh Mirc ctia khu vyrc minh thi tinh gia 450 &/KW
- Nguoc lai : ctr mdi KW vurot dinh nire tinh gid 800 d/KW (S6 KW trong dinh niirc van tinh gia 450 d/KW)
Ciau4  Tinh Thué Bao = 5% * Tién Pién
Cau5  Tinh Phai Tra= Tién Pién + Thué Bao
Cau6  Tinh Téng Cong cho cic cot Tieu Thy, Tién Pién, Thué Bao va Phai Tra
Cau7  Dinhdang va ké khung cho bang tinh
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Bai 4:
Cong Ty Xiing Dau X
BAO CAO DOANH THU
MiHang | TénHang | S6 Lwong |Thanh Tién| Chuyén Ché |  Phéi Tra
XL1 30
DS1 10
NS3 50
DLI 60
XS2 25
XS1 35
Tong Cong
Két Qua Tham Khéo 481,000 14,370 495,370
BANG TRA THONG TIN
Mi Tén Mi Phin Trim
GiaSi | GiaLé
Hang Hod | Hang Hod ot e Chuyén Ché | Chuyén Ché
X Xing 3000 3300 | 2%
D Déu 2000 2200 2 5%
N Nhét 1000 1100 3 7%
Yéu Cau

Caul Dién cac s6 liéu cho cot Tén Hang dwa vao ky tu dAu tién bén trai cia Ma Hang va tra trong Bang Tra Thong Tir
Ciu2  Tinh Thanh Tién= S6 Lwgng * Pon Gid, bict ring Don Gid duoc tra theo Béng Tra Théng Tin
va ky tw giiva trong Ma Hang quy dinh Gia L& (L) hay Gia Si (S) cho tirng mét hang
Céu3  Tioh Chuyén Ché = Thanh Tién * Phin Trim Chuyén Ché, trong &6 Phin Tram Chuyén Ché ciia timg
loai méit hang thi dwa vao ky tu ddu tién bén phai cia Ma Hang va tra theo Bang Tra Thong Tin
Ciud  Tinh Phai Trd = Thanh Tién + Chuyén Ché va tinh Tong Cdng cho cic cot S0 Lwrgng, Thanh Tién,
Chuyén Ché va Phai Tra
Cau5 Thao tic dinh dang va ké khung cho bang tinh
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BAI 2: CO SO DU LIEU
1. Khai niém
- CSDL gbdm céc trudng (field) va ban ghi (record).

- Trudng 13 mot cot CSDL, mdi trudng biéu thi mot thude tinh ctia dbi tugng va cé
kiéu dir li€u nhat dinh.

- Ban ghi 1a m§t hang dix li¢u.
- Dong dau cua mién CSDL chira cac tén trudng, cac dong tiép sau 14 cac ban ghi.
2. Sip xép trén co sé dir lidu

Khi xép thtr tu 1 danh sach (CSDL), phai chon tt ca cac cot dé tranh sy mat
chinh xac dir liéu.

DS khong c6 tén trudng thi tén cot s& thay thé.

Trudng quy dinh cach xép thi tu goi 1a khod. Co the dinh toi da 3 khoa. Cac
ban ghi cung g/t ¢ khoa thtr nhat duoc x€p thur ty theo khoa thir 2; cung g/t 6 khoa
thir 2 duoc x€p thir tu theo khod thur 3.

Cach 1am: Chon mién. Chon Menu Data/Sort. ..

Chon khod thy el 2=

nhat Sark by S x4
ap xe
\JNC vi % Bzrending  <———— p ;\p
' o : tang dan
; , Cescending
[Chon khoa tht Then by

hai]  ~—_ =] € fscendng Sip xép

Descending : — giam dan

[Chon khoa thir e

ba] _} ;j % ascending

" Descending

Ko c6 dong tén

My lisk has ,

ong dau 12 trudng (sap xé
Pong ‘dau " /: Header row " Mo header row < ) g ( p;\ p

tén truong (ko ca dong dau)

sap Xep) (84 Cancel

Eirst ke sort order
Xeép tur trén

T - | s
xuong dudi

| Case sensitive ance
Xép tir tréi \
* Sork bop bo botkom

sang phai
gp \f‘ Sark left ko right
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* Tim kiém (Loc dir liéu) Menu Data/Filter
- Muyc dich: LAy ra nhirng ban ghi (thong tin) thoa man diéu kién nhat dinh.
- C6 thé loc theo 2 céach:
O AutoFilter: Excel hd tro diéu kién loc
O Advanced Filter...: nguoi st dung tu dinh diéu kién loc.
a) Loc dir lieu dung AutoFilter:
B Chon mién CSDL gbém ca dong tén truong

B Menu Data/Filter/AutoFilter, 6 tén truong co dau mii tén tha Xuéng cua hop
danh sach

B Kich chudt vao dé, c6 danh sach tha xudng:
Q All: dé hién lai moi ban ghi
Q Top 10...: cac gid trj 1on nhét
Q Custom...: ty dinh diéu kién loc
O Cac gia tri cta cot
B Néu chon‘Custom. .. s€ hién hdp thoai Custom AutoFilter dé nguoi st dung
tu dinh di€u kién loc:

VD: Loc nhitng ban ghi thoa man s lugng SP ban ra trong thang 1 nam
trong khoang (120,400]

A =] z O E F | C
4 5TT Tén SFE=| Théng = | Thang =| Thang -
5 1 Ao Jaket 150 160 200
=] 2 Ao s mi 400 200 300
Fi 3 Ao tadm 120 170 150
5 4 Cudn du 500 300 150
=N Custon AutoFilter ,7 : 2=

10

11 Showy rowes where:
Ea Thang 1

13 Iis greater than ;I |12III LI
ES = and o

15

15 Iis less than or equal ko ;I |4|:||:| =]

17

18 | Use 7 ko represent any single characker

19 Use * to represent any series of charackters

20

21 Ik I Cancel
—=——

b) Loc dir liéu dung Advanced Filter:
- BI: Dinh mién diéu kién:

Dong dau ghi tén truong dé dinh diéu kién, cha ¥ phai gidng hét tén trudng
cua mién CSDL, tot nhat la copy tu tén truong CSDL.
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Céc dong tiép dudi ghi diéu kién: cac diéu kién cing dong 1 phép AND, céc

diéu kién khac dong 1a phép OR.
VD v&i mién CSDL nhu trén:

A 4

Mi(:‘an d/k dé loc cac ban ghi c6
s0 SP ban ra trong thang 1
| 150<S6SP<500

| € | _C |
10 Thang 1 10| Thang 1
11 A00 11| =180
Mi(:‘an d/k dé loc cac ban ghi c6 Mién d/k d@é loc cac ban ghi c6
s0 SP ban ra trong thang 1 <&
I: i GG D SP an _va jévnn fhjl';:lnn- >150
10 Thang 1 | Thang 1 o —hang 1 Thang 2
11 =150 <=500 12 >=200

Mién d/k dé loc cac ban ghi cé sd
SP ban ra trong thang 1 >150
hoiac trong thang 2 >200

Vo
<

- B2: Thuc hién loc:

Vao menu Data/Filter/Advanced Filter...

3. Tinh tong cic nhém

HAM SUBTOTAL, HAM TINH TOAN CHO MOT NHOM CON TRONG

DANH SACH
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Cu Phap:
=SUBTOTAL (function_num, refl, [ref2], ...)

Trong do:
Function_num: Bat budc. La mot s tor 1 dén 11 hoac 101 dén 111 dé xac
dinh dung ham nao trong tinh toan tong phu trong danh sach.

Function Num Function Num Ham

1 101 AVERAGE
2 102 COUNT

3 103 COUNTA
4 104 MAX

5 105 MIN

] 106 PRODUCT
7 107 STDEV

b 108 STDEVP

0 109 SUM

10 110 VAR

11 111 VARF

Ref1: Bit budc. Pham vi vung tham chiéu duoc dat tén diu tién ma ban
mudn tinh tong phu cho né.

Ref2...: tiy chon. C6 thé tir 2 dén 254 pham vi ma ban mudn tinh tong phu
cho no.
Ghi Chu:
- Néu c6 ham subtotal khac 10ng dat tai cac dbi sb refl, ref2,... thi cac ham léng
nay s€ bi bo qua khong duoc tinh toan nham tranh trudng h0’p tinh toan 2 lan.
- DBéi véi cac hang s6 function num tir 1 dén 11, ham SUBTOTAL tinh toan ca
cac gia tri an trong vung dit liéu (hang an). Pbi v6i cac hang s6 tir 101 d&én 111 chi
tinh toan cho cac gia tri khong 4n trong ving dir  liéu
- Ham SUBTOTAL s& bo qua bét ky hang ndo bi an bai 1énh Filter (Auto Filter).
- Him SUBTOTAL duoc dung cho cac cot dir liéu. N6 khong dugc dung cho cac
hang dir lidu.
- Bat ky dir liéu nao dudi dang 3-D thi ham SUBTOTAL s& bao 16i #VALUE!
Chirc Nang: Tinh toan mot danh sach hoac co s¢ dir li¢u.
Vi du:
- Ta co6 bang dir lidu sau:
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c7

%

A

B

] c

tinh tong. Cong thuc s& 13 =SUBTOTAL (9, C4:Co).

1 | CHUYEN POI KIEU DU LIEU TRONG EXCEL

2 Website: Taimienphi.vn - Betdownload.com

3 Name Text Number

4 |Nico Loc ABC 123

5 Michelle Le DEF 756

6 Danny Winster ATT 289
il Example 1 |

] Example 2 T

9

St dung ham Subtotal dé tinh tong va trung binh cong cua cot dir lieu C4:Co.
Str dung ham SUBTOTAL cho 6 gia tr1 C7 v6i thong s6 Function_num 1a 9 dé

c7 - f | =suBTOTAL(9,C4:C8)
A B I 3

1 | CHUYEN POI KIEU DU LIEU TRONG EXCEL

2 Website: Taimienphi.vn - Betdownload.com

3 Name Text Number

4 Nico Loc ABC 123

5 Michelle Le DEF 756

& Danny Winster ATT 289
i Example 1 1168|

8 Example 2 T

]

St dung ham SUBTOTAL cho 6 gia tri C8 v6i thong s6 Function_num 1a 1 dé
tinh trung binh cong.
- Cong thirc s& 1a =SUBTOTAL (1, C4:C6)

ca

-

f | =susTOTAL(1,CA:CH) |

Eﬂl'ﬁ-JChLﬂ-l"-‘-LuMI—‘

A B | c
CHUYEN POI KIEU DU LIEU TRONG EXCEL
Website: Taimienphi.vn - Betdownload.com
Name Text Number
Mico Loc ABC 123
Michelle Le DEF 756
Danny Winster ATT 289
Example 1 1168
Example 2 389.3333333]

Ngoai ra, thay vi st dung ham SUBTOTAL dé tinh toan, cac ban c6 thé sir dung
cong cu Subtotal dugc tich hgp san trong Excel dé€ tinh todn. Minh s& ti€p tuc
hudng dan cac ban cach stir dung cong cu Subtotal dé tinh toan.
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Cho bang tinh nhu sau:

ca - | 3
A B [t D E

1 HAM SUBTOTAL

2 Website: Taimienphi.vn - Betdownload.com

3 | Tén khich hing | Tén mit hing|S6 lwong| Gii |Thanh tién
4 |Nico Mainboard 3| $500.00] $1.500.00
5 Michelle Mainboard 1| $500.00]  $500.00
6 Michelle CPU 1| $450.00]  $450.00
7 Ann RAM 4| $300.00] $1.200.00
8 Nico CPU 6| $450.00] $2.700.00
9 Nico RAM 2| $300.00]  $600.00
10 Ann CPU 2| $450.00]  $900.00

11
Yéu cau dit ra 1a cac ban tinh téng $6 lugng cac mat hang va téng tién cta mdi
khach hang véi bang dir li€u ¢ trén.
Vi yéu cau tinh theo Tén khach hang nén dau tién can phai sap xép cot Tén khach
hang dé nhitng tén tring nhau ding gan lai v6i nhau. B6i den cot Tén khach hang
— Data — Sort.

Data Review Wiew &3 @ =
nnections o W & Clea EE=1 = = [5fDatavalidation - ®IE @rE e
e BRI Y o e BE | T8 HE HES

il Sort Filter T Text to Ren“_lcn.re G e dioss Group Ungroup Subtotal
7 Advanced | Cojumns Duplicates EP What-If Analysis - -
ans Sort & Filter Data Tools Outline
D E G I H I J K L M
HAM SUBTOTAL
Website: Taimienphi.vn - Betdownload.com
Tén khdch hing| Tén mit hing |S6 wong| Gid |Thanh tién
Nico Mainboard 3| $500.00( $1.500.00
Michelle Mainboard 1| $500.00 $500.00
Michelle CPU 1| $450.00 $450.00
Ann BAM 4| $300.00] $1200.00
Nico CPU 6| $450.00) $2.700.00
Nico EAM 2| $300.00 $600.00
Ann CPU 2| $450.00 $900.00

Tick chon Continue with the current selection & hop thoai hién ra — Sort ...
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o

Sort Warning

-

)

What do you want to do?
(") Expand the selection

1@ Continue with the current selection

Microsoft Excel found data next to your selection. Since you have not
selected this data, it will not be sorted,

l Sort... I[ Cancel ]

Céc ban cho sap xép theo tir A

A
dén Z dé cac tén trung nhau dung lai gan vo1 nhau

— OK.

o '
o (2 |
’ “’;1 Add Level ‘ ’ >< Delete Level l ’ =3 Copy Level ‘ : Options... [] My data has headers

Column Sort On Order
Sortby  LColumn & (=] |values (=] |Atoz E

Ok

] [ Cancel ]

|
Ta duoc két qua bang dir liéu sau khi sip xép Tén khach hang.
G | H I ] K
HAM SUBTOTAL
Website: Taimienphi.vn - Betdownload.com

Tén khich hing| Tén mit hing |S6 heong| Gid | Thinh tién
Ann Mainboard 3| $500.00) $1.500.00
Ann Mainboard 1| $500.00  $500.00
Michelle CPU 1| $450.00 $450.00
Michelle RAM 4| $300.00] $1.200.00
Nico CPU 6| 3450000 $2.700.00
Nico RAM 2| $300.00]  $600.00
Nico =CPU 2| $450.00 $900.00

Tiép theo ta s& di tinh tong SO lugng mit hang va Tong tién ciia moi khach hang
bang cach st dung cong cu Subtotal. B6i den vung chira ditr liéu — Data —

Subtotal.
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Page Layout Formulas Data Review  View
[E i - I — mhd BEm  ®rg &g [ I
P Ea RFE-sm Y ZHE BB REE
Other | Existing | Refresh _- | %] Set | Filter \{ Tetto Remove  Data  Consolidate Whatlf  Group UngroupfSubtotal
ites*  (Connections | Al %9 Editl - hdvanced | Columns Duplicates Validation » Analysis~ | v v
Data Connections Sart & Filter Data Toals Outline
( fe| Ann
E T G T e — L M N 0
HAM SUBTOTAL
Website: Taimienphi.vn - Betdownload.com
Tén khich hing Tén mit hing|S heomg| _ Gid | Thanh tién
Ann Mamboard 3| $500.000 $1,500.00
Ann Mainboard 1| $300.00]  §500.00
Michelle CPU 1| $450.00]  $450.00
Michelle RAM 4| $300.000 $1200.00
Nico CPU 6 $450.000 $2.700.00
Nico RAM 2| $300.00,  $600.00
Nico CPU 2| $45000]  $900.00

O hop thoai Subtotal.

Khach hang.

nén s€ chon ham Sum.

Khung At each change in ban chon la Tén khach hang vi ta s€ tinh theo tén
Khung Use function 13 ham tinh toan ban s& dung dé tinh. O day ta tinh tong

Khung Add subtotal to: ban tick chon S6 lwong va Thanh tién vi yéu cau bai

toan tinh tong SO luong cac mit hang mdi khach hang va tong s tién ciia mdi

khach hang.
a Connections Sort & Filter Data Tools Subtotal m
fe | Tén khach hang
= 1 = = 7 I : = —{ | At each change in:
HAM SUBTOTAL LTén: é: h,éng -
Website: Taimienphi.vn - Betdownload.com |_5SE — |_|
Tén khach hing Tén mjt hang|S6 lwong| Gid |Thanh tién :dm brotal
Ann Mainboard 3| $500.00] $1500.00 Aj - Et:mmr{an
Enn Mainboard 1| $500.00 $500.00 [7] Tén mit hang i i
Nichelle CPU 1] $450.00)  $450.00 156 lurang
GG RAM 4| $300.00] $120000] || |75 e
Nico CFU 6| $450.00] $2.700.00] i
N?co RAM 2| $300.00 $600.00 [¥] Replace current subtotals
Nico CPU 2| $450.00 $900.00 [] Page break between groups
1 | [¥] surmary below data
[ Remove All I [ OK ] [ Cancel ]
R

Ta c6 két qua thu dugc:
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f | =SUBTOTAL(9,17:18)

F G H — K
HAM SUBTOTAL
Website: Taimienphi.vn - Betdownload.com

Tén khidch hing Tén mit hing|S6 lwong| Gid |Thinh tién
Ann Mainboard 3| $500.00| $1.500.00
Ann Mainboard 1| $500.00 $500.00
Ann Total 4 $2.000 .00
Michelle CPUJ 1| $450.00 $450.00
Michelle RAM 4] $300.00] $1200.00
Michelle Total 5 $1.650.00
Nico CPUJ 6| $450.00| $2.700.00
Nico RAM 2| $300.00 $600.00
Nico CPU 2] $450.00 $900.00
Nico Total 10 $4.200.00
Grand Total 19 $7.850.00

Ban c6 thé ap dung cach nay dé tinh toan voi cac yéu cau khac nhau, va tuong tu
nhu cach stir dung ham SUBTOTAL, cong cu Subtotal nay hd tro cho ban 11 ham
tinh toan khac nhau & trén bang ham trong Subtotal minh da néu & trén. Sau khi
tinh toan, néu nhu ban mudn bang dir li€u cua minh hién thi vé nhu cii thi cac ban
mao hop thoai Subtotal 1én va chon Remove All.

( Subtotal L2 o

At each change in:

Tén khach hang |
Sum IZI
Add subtotal to:

[ T&n khdch hang -
[ | T&n m&t hang

G
[¥] Thanh tign

Lise function:

[¥] Replace current subtotals
[7] page break between groups
[¥] summary below data

Remaove All [

oK ][ Cancel ]

Ham SUBTOTAL la mot ham rat linh hoat nhitng ciing kha khé st dung trong
Excel vo1 viéc sir dung cac hﬁng s6 function dé triéu tap 1énh. Nhung uvu diém cua
no 1a ban ciing c6 thé sira lai phép tinh mot cach dé dang hon bang cach thay lai
hﬁng s6 function cho no. Va cung vo1 cong cu hd tro tinh toan Subtotal, cac ban co
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thé d& dang tinh toan voi cac yéu cau phirc tap hon so v6i viée sir dung cac phép
tinh todn thong thuong ma ham Subtotal ho trg.

4. Cac ham trén co sé& dir liéu
4.1. Cu phap chung
Céc ham co s& dit liéu mang tinh chat thong ké nhitng miu tin trong co s&
dir li¢u c6 truong thoa man di€u kién cua vung ti€éu chuan da dugc thiét 1ap trude.
Tén ham(database, field, criteria)
Database: dia chi vung co s& dit liéu (nén chon dia chi tuyét déi)
Field: cot can tinh toan (co thé 1a tén truong, dia chi 6, hodc s6 th tu cua truong
do)
Criteria: dia chi vung tiéu chudn.
4.2. Cac ham
* Ham DSUM

Mo ta: Cong cac sb trong mot trudng (cot) ban ghi trong danh sach hoic co
s& dir liéu khdp voi cac di€u kién ma ban xac dinh.

Cua phap: DSUM(database, field, criteria)

C phap ham DSUM c6 céc dbi sé sau day:

Database: Bit budc. Pham vi 6 tao thanh danh sach hodc co s& dit liéu. Co
s& dir li€u 1a mot danh sach chira cac dir li¢u lién quan, trong d6 cac hang thong tin
lién quan 1a cac ban ghi va cac cot dir li¢u 1a cac truong. Hang dau ti€én cua danh
sach co6 chira nhan cho moi cot.

Field: Bit budc. Chi rd ¢t duoc dung trong ham. Hay nhip nhadn cot dat
trong dau ngodc kép, vi du nhu "Tu61" hodc "Lgi tirc" hay mot so6 (khong co dau
ngoac keép) thé hién vi tri cot trong danh sach: 1 cho cdt dau ti€n, 2 cho cot thir 2,
V.V.

Criteria: Bit budc. La pham vi 6 ¢6 chira diéu kién ma ban x4c dinh. Ban ¢6
thé dung bat ky pham vi nao cho do61 so criteria, mién 1a n6 c6 chira it nhat mot
nhan cgt va it nhat mgt 6 bén dudi nhan cft do, ma trong d6 ban xac dinh di€u kién
cho cot do.

Chu thich:

Ban c6 thé dung bat ky pham vi nao cho ddi so criteria, mién 1a n6 ¢6 chira it
nhat mdt nhan cOt va it nhat mdt 6 bén dudi nhan cot dé xac dinh di€u kién.

Vi du, néu pham vi G1:G2 c6 chtra nhan cot Thu nhap trong 6 G1 va s6 tién
$10.000 do-la trong 6 G2, ban c6 thé xac dinh pham vi d6 1a Khép Thu nhap va
dung tén goi nay lam do1 so criteria trong cac ham co s¢ dir licu.
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Maic du pham vi tiéu chi ¢6 thé dugc dinh vi & bat ky dau trén trang tinh, ban
khong nén dat pham vi ti€u chi bén dudi danh sach. Néu ban thém thong tin vao
danh sach, thong tin méi s€ duge thém vao hang dau tién bén dudi danh sach. Néu
hang bén dudi danh sach khong trong, Microsoft Excel khong thé thém thong tin
mai vao duoc.

Hay dam bao pham vi tiéu chi d6 khong chdng 1ap 1én danh séach.

pé thuc hién thao tac trén toan by mot cdt trong co s& dit li¢u, hdy nhap mot
dong trong bén dudi nhan cdt trong pham vi ti€u chi.

Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mdt trang tinh Excel m&i. D€ cong thire hién thi két qua, hay chon chiing, nhan F2
va sau d6 nhan Enter. N€u can, ban c6 thé di€u chinh d rong cot dé xem tat ca dir
ligu.

CAY CHIEU CAO TUOI |HOA |LOI CHIEU
THQ LOI NHUAN CAO
="=T4o0" >10 <16
:":Léll
Cay Chiéu cao Tudi Hoa |Lo¢inhuin
tho loi
Téao 18 20 14 $105
Lé 12 12 10 $96
Anh dao 13 14 9 $105
Téao 14 15 10 §75
Lé 9 8 8 §77
Tao 8 9 6 $45
Cong thirc M5 ta Két
qua
=DSUM(AS:EI1),"Loi Téng loi nhuan tir cac cay | $225
nhuén",A1:A2) tdo (hang 6, 9 va 10).
=DSUM(AS:E11,"Lgi nhuan", Téng lgi nhuan cia Qhﬁ’ng $248
A1:F3) cay tao cao tr 10 dén 16
feet va tat ca cay lé (hang
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7,9 va 10).

* Ham DAVERAGE

Mo ta: Tinh trung binh céc gia tr1 trong mot truong (cot) ban ghi trong danh
sach hay co s¢ dir li¢u khop véi cac di€u kién ma ban xac dinh.

Cua phap: DAVERAGE(database, field, criteria)
C phap ham DAVERAGE c¢6 cac dbi sé sau day:

Database: la pham vi 6 tao thanh danh sach hodc co so dir li¢u. Co s¢ di
licu 1a mgt danh sach chtra cac dir li€u lién quan, trong d6 cac hang thong tin lién
quan 1a cac ban ghi va cac cot dir liéu 13 cac truong. Hang dau tién cta danh sach
c6 chira nhian cho mdi cot.

Field: chi rd cot nao dugc ding trong ham. Hay nhap nhén cot dit trong du
ngoac kép, vi du nhu "Tud6i" hodac "Lgi tirc" hay mdt s6 (khong c6 dau trich dan)
thé hién vi tri c0t trong danh sach: 1 cho cot dau tién, 2 cho ¢t thir 2, v.v.

Criteria: 1a pham vi 6 chtra cic di€u kién ma ban chi rd. Ban c6 thé dung bat
ky pham vi nao cho d6i1 s0 criteria, mién la nd c¢6 chtra it nhat mdt nhan cdt va it
nhat mgt 6 bén dudi nhan cdt d6, ma trong do ban xac dinh diéu kién cho cot do.

Chau thich:

Ban c6 thé dung bat ky pham vi nao cho do1 so criteria, mi€n la né c6 chura it
nhat mdt nhan cOt va it nhat mdt 6 bén dudi nhan cot dé xac dinh di€u kién.

Vi du, néu pham vi G1:G2 c6 chtra nhan cot Thu nhap trong 6 G1 va s6 tién
10.000 trong 6 G2, ban c6 thé dinh nghia pham vi d6 1a Khép Thu nhap va st dung
tén goi nay lam doi so criteria trong cac ham co s¢ dit ligu.

Mic du pham vi tiéu chi ¢6 thé duogc dinh vi ¢ bat ky dau trén trang tinh,
nhung ban khong nén dat pham vi tiéu chi bén dudi danh sach. Néu ban thém thong
tin vao danh sach, thong tin méi s€ dugc thém vao hang dau tién bén dudi danh
sach. Néu hang bén dudi danh sach khong trong, Excel khong thé thém thong tin
mai vao duoc.

Hay dam bao 1a pham vi tiéu chi d6 khong chong lap 1én danh sach.

pé thuc hién thao tac trén toan by mot cdt trong co s& dit li¢u, hady nhap mot
dong trong bén dudi nhan cdt trong pham vi ti€u chi.

Vi du: Sao chép dir liéu cta vi du trong bang sau day va dan vao 6 Al cua
mot trang tinh Excel m&i. D€ cong thire hién thi két qud, hay chon chiing, nhan F2
va sau do nhan Enter. N€u can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.
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Giao trinh mon: Tin hoc ké toan

CAY CHIEU CAO TUOI |HOA |LOI CHIEU
THO LQI |NHUAN |CAO
=Téo >10 <16
=L¢é
Cay Chiéu cao Tudi tho |Hoa |Loi
loi nhuan
Tao 18 20 14 105
Lé 12 12 10 96
Anh dao 13 14 9 105
Tao 14 15 10 75
Lé 9 8 8 76,8
Tao 8 9 6 45
Cong thire Mo ta Két qua
=DAVERAGE(A4:E10, |Hoa lgi trung binh |12
"Hoa lgi", A1:B2) cua nhiing cay tao
cao trén 10 feet.
=DAVERAGE(A4:E10, |Tudi trung binh cta |13
3, A4:E10) tat ca cac cay trong
co so dir liéu.
* Ham DMAX

Mo ta: Tra vé sd 16n nhat trong mot truong (cot) ban ghi trong danh sach
hodc co s¢ dir li¢u khdp voi cac di€u kién ma ban xac dinh.

Cua phap: DM AX(database, field, criteria)
C phap ham DMAX c6 cac ddi sb sau day:
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Database: Bit budc. Pham vi 6 tao thanh danh sach hay co s¢ dir liu. Co s&
dir li¢u 1a mot danh sach chira cac dir liu lién quan, trong d6 cac hang thong tin
lién quan 13 cic ban ghi va cac cot dir liéu 1a cac truong. Hang dau tién ctia danh
sach co chtra nhan cho mdi cot.

Field: Bit budc. Chi rd cot duoc dung trong ham. Hay nhip nhadn cot dat
trong dau ngodc kép, vi du nhu "Tuo61" hodc "Lgi tirc" hay mot so6 (khong co dau
trich dan) thé hién vi tri ¢t trong danh sach: 1 cho cft dau tién, 2 cho cot thir 2,
V.V.

Criteria: Bit budc. Pham vi 6 ¢6 chta diéu kién ma ban xac dinh. Ban c6
thé dung bat ky pham vi nao cho ddi sd criteria, mién 1a nd c¢6 chira it nhat mot
nhan cot va it nhat mot 6 bén dudi nhan cot do, ma trong d6 ban xac dinh diéu kién
cho cot do.

Chau thich:

Ban c¢6 thé dung bat ky pham vi nao cho do1 so criteria, mi€n la né c6 chura it
nhat mdt nhan cOt va it nhat mdt 6 bén dudi nhan cot dé xac dinh di€u kién.

Vi du: néu pham vi G1:G2 c6 chtra nhan cdt Thu nhap trong 6 G1 va s6 tién
$10.000 do-la trong 6 G2, ban c6 thé xac dinh pham vi d6 la khop Thu nhap va
dung tén goi nay lam do1 s criteria trong cac ham co s¢ dir licu.

Maic du pham vi tiéu chi ¢é thé duoc dinh vi & bat ky dau trén trang tinh, ban
khong nén dat pham vi ti€u chi bén dudi danh sach. Néu ban thém thong tin vao
danh sach, thong tin méi s€ duge thém vao hang dau tién bén dudi danh sach. Néu
hang bén dudi danh sach khong trong, Excel khong thé thém thong tin méi vao
duorc.

Hay dam bao pham vi tiéu chi d6 khong chdng 1ap 1én danh séach.

pé thuc hién thao tac trén toan by mot cdt trong co s& dit li¢u, hdy nhap mot
dong trong bén dudi nhan cdt trong pham vi ti€u chi.

Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mot trang tinh Excel m&i. D€ cong thire hién thi két qud, hay chon chiing, nhan F2
va sau d6 nhan Enter. Néu can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.

CAY CHIEU CAO TUOI |HOA |LOI CHIEU
THQ |LOI |NHUAN |CAO

="=T4ao" >10 <16
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Giao trinh mon: Tin hoc ké toan

:H:Léﬂ
Cay Chiéu cao Tudi Hoa |Lgi
tho lgi nhuan
Tao 18 20 14 $105
Lé 12 12 10 $96
Anh dao 13 14 9 $105
Tao 14 15 10 $75
Lé 9 8 8 $77
Tao 8 9 6 $45
Cong thirc Mo ta Két
qua
=DMAX(AS5:E11, |Loi nhuin tbi da |$96
"Loi nhuan", A1:F3) |cua bat ky cay tao
nao cao tu 10 dén
1§ feet hoac cua
bat ky cay 1€ nao.
Cay 1€ trong hang
7 thoa man cac
di€u kién nay.

* Ham DMIN

Mo ta: Tra vé s6 nho nhit trong mot trudng (cot) ban ghi trong danh sach

hodc co so dit liéu khép véi cac diéu kién ma ban xac dinh.
Cua phap: DMIN(database, field, criteria)

Ct phap ham DMIN c¢6 cac dbi sé sau day:

Database: Bit budc. Pham vi 6 tao thanh danh sach hodc co sé dit liéu. Co
s& dir li€u 1a mot danh sach chira cac dir li¢u lién quan, trong d6 cac hang thong tin
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lién quan 1a cac ban ghi va cac cot dir li¢u 1a cac truong. Hang dau ti€én cua danh
sach co6 chira nhan cho moi cot.

Field: Bit budc. Chi rd cot duoc dung trong ham. Hay nhap nhadn cot dat
trong dau ngodc kép, vi du nhu "Tuo61" hodc "Lgi tirc" hay mot so6 (khong co dau
ngoac keép) thé hién vi tri cot trong danh sach: 1 cho cdt dau ti€n, 2 cho cot thir 2,
V.V.

Criteria: Bit budc. Pham vi 6 c6 chta diéu kién ma ban xac dinh. Ban c¢6
thé dung bat ky pham vi nao cho ddi sd criteria, mién 1a nd c¢6 chira it nhat mot
nhan cdt va it nhat mot 6 bén dudi nhan cot do, ma trong d6 ban xac dinh diéu kién
cho cot do.

Chau thich:

Ban c6 thé dung bat ky pham vi nao cho do1 so criteria, mi€n la né c6 chura it
nhat mdt nhan cOt va it nhat mdt 6 bén dudi nhan cot dé xac dinh di€u kién.

Vi du: néu pham vi G1:G2 c6 chtra nhan c6t Thu nhap trong 6 G1 va s6 tién
$10.000 do-la trong 6 G2, ban c6 thé xac dinh pham vi d6 1a Khép Thu nhap va
dung tén goi nay lam do1 s criteria trong cac ham co s¢ dir licu.

Maic du pham vi tiéu chi ¢é thé dugc dinh vi & bét ky dau trén trang tinh, ban
khong nén dat pham vi tiéu chi bén dudi danh sach. Néu ban thém thong tin vao
danh sach, thong tin méi s€ duge thém vao hang dau tién bén dudi danh sach. Néu
hang bén dudi danh sach khong trong, Microsoft Excel khong thé thém thong tin
mai vao duoc.

Hay dam bao pham vi tiéu chi d6 khong chdng 1ap 1én danh séach.

pé thuc hién thao tac trén toan by mot cdt trong co s& dir li¢u, hdy nhap mot
dong trong bén dudi nhan cdt trong pham vi ti€u chi.

Vi du: Sao chép dir liéu cua vi du trong bang sau day va dan vao 6 Al cua
mot trang tinh Excel m&i. D€ cong thire hién thi két qud, hay chon chiing, nhan F2
va sau d6 nhan Enter. N€u can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.

CAY CHIEU CAO TUOI |HOA |LOI CHIEU
THQ |LQI |NHUAN |CAO

="=Téao" >10 <16
:H:Léﬂ
Cay Chiéu cao Tudi |Hoa |Loi

67




Truong Cao dang nghé Yén Bdi

Giao trinh mon: Tin hoc ké toan

tho lgi nhuan
Téao 18 20 14 $105
Lé 12 12 10 $96
Anh dao 13 14 9 $105
Téao 14 15 10 $75
Lé 9 8 8 $77
Téao 8 9 6 $45
Cong thirc Mo ta Két
qua
=DMIN(A5:E11, |Loi nhuin tbi thiéu |$75
"Lot nhudn", |cua nhimg cady tao
Al1:F3) cao trr 10 dén 16 feet
hodc cua bat ky cay
1€ nao. Cay tdo trong
hang 9 thoa man cac
di€u kién nay.
* Ham DCOUNT

Mo ta: Pém s6 6 chira s trong mot trudng (cot) ban ghi trong danh sach
hodc co s¢ dit li¢u khdp voi1 cac di€u kién ma ban xac dinh.

Pbi s6 field 1a tiy chon. Néu d6i s6 field bi bé qua, ham DCOUNT dém tat
ca cac ban ghi trong co s& dit liéu khdp v ti€u chi.

Cua phap: DCOUNT (database, field, criteria)

C phap ham DCOUNT c6 cac ddi sb sau day:

Database: Bit budc. Pham vi 6 tao thanh danh sach hay co s¢ dir licu. Co s&
dir li¢u 1a mot danh sach chira cac dir liéu lién quan, trong d6 cac hang thong tin
lién quan 1a cac ban ghi va cac cot dir li¢u 1a cac truong. Hang dau ti€én cua danh
sach co chira nhan cho moi cot.

Field: Bit budc. Chi rd cot duge dung trong ham. Hay nhap nhin cot dit
trong dau ngodc kép, vi du nhu "Tuo61" hodc "Lgi tirc" hay mot so6 (khong co dau
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ngoac kep) thé hién vi tri ¢t trong danh sach: 1 cho ¢t dau tién, 2 cho cot thir 2,
V.V.

Criteria: Bit budc. Pham vi 6 co chta cac diéu kién ma ban xac dinh. Ban
c6 thé dung bat ky pham vi ndo cho dbi s criteria, mién 1a d6i s6 d6 co chua it nhat
mot nhdn cot va it nhit mot 6 bén dudi nhan cot d6, ma trong d6 ban xac dinh diéu
kién cho cot do.

Chau thich:

Ban c¢6 thé dung bat ky pham vi nao cho do1 so criteria, mi€n la né c6 chura it
nhat mdt nhan cOt va it nhat mdt 6 bén dudi nhan cot dé xac dinh di€u kién.

Vi du: néu pham vi G1:G2 c6 chtra nhan cdt Thu nhap trong 6 G1 va s6 tién
$10.000 do-la trong 6 G2, ban c6 thé xac dinh pham vi d6 1a Khép Thu nhap va
dung tén goi nay lam do1 s criteria trong cac ham co s¢ dir licu.

Maic du pham vi tiéu chi ¢6 thé duogc dinh vi & bat ky dau trén trang tinh, ban
khong nén dat pham vi ti€u chi bén dudi danh sach. Néu ban thém thong tin vao
danh sach, thong tin méi s€ duge thém vao hang dau tién bén dudi danh sach. Néu
hang bén dudi danh sach khong trong, Microsoft Excel khong thé thém thong tin
mai vao duoc.

Hay dam bao pham vi tiéu chi d6 khong chdng 1ap 1én danh séach.

pé thuc hién thao tac trén toan by mot cdt trong co s& dir lieu, hady nhap mot
dong trong bén dudi nhan cdt trong pham vi ti€u chi.

Vi du: Sao chép dir li¢u cua vi du trong bang sau day va dan vao 6 Al cua
mdt trang tinh Excel m&i. D€ cong thire hién thi két qud, hay chon chiing, nhan F2
va sau d6 nhan Enter. Néu can, ban c6 thé di€u chinh dd rong cot dé xem tat ca dir
ligu.

CAY CHIEU CAO TUOI |HOA |LOI CHIEU
THQ |LQI |NHUAN |CAO
="=T40" >10 <16
:H:Lé!l
Cay Chiéu cao Tudi Hoa |Logi
tho lgi nhuan
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Téao 18 20 14 $105
Lé 12 12 10 $96
Anh dao 13 14 9 $105
Téo 14 Khong |10 $75
ap
dung
Lé 9 8 8 $77
Téao 12 11 6 $45
Cong thirc Mo ta Két
qua
=DCOUNT(A5:E1l, |Tim nhing cay |1
"Tuo1 tho", A1:F2) tao cao tu 10 dén
16 va dém xem co
bao nhiéu trudng
Tu61t tho trong
nhiing ban ghi nay
c6 chtra so0.

* Ham DCOUNTA

Mo ta: Bém céc 6 khong tréng trong mot truong (cot) cua ban ghi trong danh
sach hodc co s¢ dir li¢u khdp véi nhitng di€u kién ban xac dinh.

Pbi s6 cua trudng 1a tiy chon. Néu bo qua truong, DCOUNTA s& dém toan
bo cac ban ghi trong co s dir li¢u khép vai tiéu chi.

Cua phap: DCOUNTA(co s dir liéu, truong, tiéu chi)
Ct phap ctia ham DCOUNTA c6 d6i sé nhu sau:

Co sé dir liéu: Bit budc. Pham vi 6 tao thanh danh sach hay co s¢ dit licu.
Co s¢ dit licu 1a mgt danh sach chira cac dir li¢u lién quan trong do hang chira cac
thong tin lién quan 13 ban ghi va cot chta cac dir liéu 1a truong. Hang dau tién cua
danh sach c6 chira nhan cho mdi cot.

Truwong: Tuy chon. Chi rd cot duoc st dung trong ham. Nhap nhin cdt nim
trong hai dau nhay kép, vi du nhu "Tu61" hodc "Lg1i tic" hay mdt s6 (khong c6 dau
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nhay kép) thé hién vi tri cot trong danh sach: 1 cho cot dau tién, 2 cho cot thir 2,
V.V.

Tiéu chi: Bit budc. Pham vi 6 c6 chira diéu kién ma ban xac dinh. Ban c¢6
thé sir dung bat ky pham vi nao cho d6i so tiéu chi, mién 1a n6 c6 chira it nhat mot
nhan cft va it nhat mgt 6 bén dudi nhan cdt do6 trong d6 ban xac dinh di€u kién cho
cot do.

Ghi chu:

Ban co thé s dung bét ky pham vi nao cho dbi sb tiéu chi, mién 13 nd co
chtra it nhat mdt nhan cdt va it nhat mot 6 bén dudi nhan cdt do trong dd6 dé xac
dinh dicu kién.

Vi du: néu pham vi G1:G2 ¢6 chtra nhin c¢ot Thu nhap trong Gl va sb
tién10.000 do-la trong G2, ban co6 thé xac dinh pham vi d6 1a Khdp Thu nhap va su
dung tén do6 lam doi so ti€u chi trong cac ham co s¢ dir liéu.

Maic du pham vi tiéu chi ¢é thé duogc dinh vi & bat ky dau trén trang tinh, ban
khong nén dat pham vi ti€u chi bén dudi danh sach. Néu ban thém thong tin vao
danh sach, thong tin mdi s& dugc thém vao hang dau tién bén dudi danh sach. Néu
6 bén dudi danh sach khong trong, Excel khong thé thém thong tin méi.

Hay dam bao 1a pham vi tiéu chi d6 khong chdng lap 1én danh sach.

pé thuc hién thao tac trén toan bd cot nam trong co s¢ dir li¢u, hay nhap mot
dong trong bén dudi nhan cdt trong pham vi ti€u chi.

Vi du: Sao chép dit licu vi du trong bang bén dudi va dan vao 6 Al cua mot
bang tinh Excel mdi. Dé cong thic hién thi két qua, hiy chon ching, nhin F2 va
sau d6 nhan Enter. Néu cin, ban c6 thé diéu chinh do rong cot dé xem tat ca dit
liéu. Néu sao chép bat ky mau nao trong sé cac miu sau day vao Excel, hiy chic
chin rang ban chon tit ca cac 6 trong bang nay, bao gdm ca 6 & goc trén tan cing
bén trai.

CAY CHIEU CAO TUOI |HOA |LOI CHIEU
LOI |NHUAN |CAO
="=T40" >10 <16
:H:Lé!l
Cay Chiéu cao Tudi |Hoa |Loi
loi nhuan
Ta0 18 20 14 105,0

71




Truong Cao dang nghé Yén Bdi Gido trinh mén: Tin hoc ké todn

Lé 12 12 10 96,0
Anh dao 13 14 9 105,0
Tao 14 15 10 75,0
Lé 9 8 8 76,8
Tao 8 9 6 45,0
Cong thirc Mo ta Két

qua

=DCOUNTA(A4:E10, |Pém hang (1) |1
"Loi nhuan", A1:F2) chuia "Tao" & cot
A cb chiéu cao
>10 va <16. Chi
c6 hang 8 thoa
mén ba diéu kién
nay.

5. Pivot Table

PivotTable va PivotChart 1a nhiing cong cu phan tich dir liéu rdt manh trong
Excel. Chiing c6 thé bién nhitng con sé dudng nhu v6 nghia trong mot khdi dir lidu
khong 16 thanh nhirg con sb c6 nghia. PivotTable va PivotChart rat d& st dung,
nhung chiing ciing c6 mot s6 vin dé phirc tap khong thé tranh khoi.

G1d st ching ta c6 bang tinh sau day:
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Pay 1a mot trong nhitng loai bang tinh ma ban c6 thé dung dé tao ra mot
PivotTable. Dt li¢u théng k& doanh thu cua 3 ctra hang (store) ban dung cu thé
thao, dai dién cho 3 mién (region) trong mot tuan (tir ngay 06 dén ‘ngay 12/6/2005).
Cot D 1a sd khach hang cua tung loai dung cu thé thao, cot E 13 tong doanh thu, va
cac cOt con lai 1a doanh thu chi tiét ctia timg mit hang.

Day la mot sb cau hoi ma ban c6 thé phai tra 161 dya vao bang tinh do:
- Doanh thu ctia dung cu cam trai (Camping) tai mdi mién ?
- Tai mbi cira hang, ngay nao trong tuan 1a ngay dong khach nhat?
- Tai mdi cira hang, mit hang ndo ban duoc nhiéu nhat?
- Ngay ndo trong tuan (ndi chung) 13 ngay ban é nhat?

T61 s€ giup ban tra 101 cau hoi dau tién. Toi s& hudng dan ban tao ra mot
PivotTable dé thiy dugc tong doanh thu mit hang Camping ctia mdi mién.

Pé bat dau, ban can bao dam rang ban dang chon mot 6 (bat ky 6 nio) ndm &
trong vung chira dr liéu ma ban mudn tao PivotTable. ROi, ban nhan nut
PivotTable nam trong nhom Insert cua thanh Ribbon:

Fa i | T S oo Eme Tt o REimasoit [oos AR
) qf" :
=" Hine | Tue® ¥ Pagelavost  Famues Gy Resem  Wew  Dawloosr  ddgdne - = ox
S : : e
] all (K Lo i ii F;i:;ef “ & u E Il Baa B sagralie Ling
:‘ ] Sy shaper - Py o viender K Toete by O
tabe Tene  Fimae o Tohown Liee Re u T Ares Sk ||-.." |m.¢|1 s 5
27 Smansn - - - AL etie e 11 Camen
Iasmhizne Hart 5 L i

Excel s& hién thi hdp thoai Create PivotTable nhu hinh sau day:
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Trong hop thoai nay, ban thiy ring dia chi cta diy 6 chta dir liéu (A2:K44)
d3 dugc nhap sin trong hop Table/Range. Néu nhu cac nit tuy chon duoc chon
gidng hét trong hinh: Select a table or range va New Worksheet, ban hiy nhan OK
dé dong hop thoai nay.

Excel s& tao mot Sheet mdi, va nd sé trong giéng nhu hinh sau day:
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Nguoi ta goi day la cai vo cua mot PivotTable. Trong cai vo nay, ban s&
thay: O bén trai 1a vung bao cao PivotTable, la vang s& hién thi cac yéu cau cua ban
sau khi ban di hoan tit mot PivotTable. O bén phai la ctra s6 PivotTable Field List,
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Truong Cao dang nghé Yén Bdi Gido trinh mén: Tin hoc ké todn

14 noi ma ban s& quyét dinh nhitng dir liéu nao s& dugc hién thi trén PivotTable, va
cach sap x€p cua chung. T61 s€ trinh bay voi ban chi tiét vé cai PivotTable Field
List nay trong mot bai khac. Con bay gid ban ctr ti€p tuc da.

Trong hop thoai PivotTable Field List, ban hiy nhan vao muc Region dé
chon né (hodc ban nhan vao hop kiém ngay bén canh né ciing dugc). Ban sé& thiy
muc Region ndy ty dong xuat hién trong ving Row Labels ctia PivotTable Field
List, dong thoi PivotTable ciing tu dong hién thi tén ciia 3 mién: Midwest,
Northeast va South trong cot A:
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Tiép tuc, ban nhin vao Camping dé chon n6. Ngay lap tirc, Sum of Caming
Xuét hi¢n trong vung Values ¢ phia cudi PivotTable Field List, dong thoi, & cot B
hién thi tong doanh thu mat hang Camping tmg véi mdi mién.

Cudi cung, ban nhan vao cai miii tén bé ti ndm ngay bén canh muc Sum of
Camping trong khung Values, chon Value Field Settingstrong danh sdch mé ra.
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PreoiTable Field List v X

Choose fields to add to report:

[ Py =
[Date

[JCustomers

[CTotal Sales

[#] Camiping

[JFitness

[(5oecer

[easebal

[CFishing

[CIFeotbal W Move to Report Filter

Hl  Move to Row Labels
Drag fields between area
7 F £ Filter £ Move to Column Labels
£

X Remove Field

1 Row Labels @d Value Field Settings... [
Region x Sum o‘FCampmg .

[[] pefer Layout Update

Hop thoai Value Field Settings xuét hién. Nhin vao cai nit Number Format.
Hop thoai Format Cells quen thudc s€ mé ra, chon Currency. Xong nhan OK hai
lan dé dong tat ca cac hop thoai. PivotTable ctia ban s& giébng nhu sau hinh say.
Néu thich, va ciing d& xem hon, ban nhin vao 6 A3, noi dang c6 chir Row Labels,
sua no lai thanh Region:

A B C
1
.
3 Region * | Sum of Camping
4 Midwest $6,958.00
5 Mortheast 54.,896.00
& |South $10,782.00
7 Grand Total $22,636.00
B

Hy vong ring ban s& thdy viéc tao ra mot PivotTable dé nhu thé nao. Vang,
no rat don gian, va néu cé nhitg yéu cau phirc tap hon, thi ciing vay théi. Xin noi
thém mot vai khia canh khac cua PivotTable:

Khi mot PivotTable dugc kich hoat, hdp thoai PivotTable Field List s€ Xuét
hién. Nhitng Field dugc chon vao trong bdo céo PivotTable s€ dugc in dam va co
mdt ddu kiém ¢ ngay bén canh, dong thoi chiing ciing xuat hién ¢ nhirng ving bén
dudi cia PivotTable Field List, cho chung ta biét vai trd cia chung trong
PivotTable. Dé kich hoat mot PivotTable, ban nhdn vao mot 6 bat ky trong vung

76



Truong Cao dang nghé Yén Bdi Gido trinh mén: Tin hoc ké todn

béo cdo PivotTable. Con néu khong mudn kich hoat no, thi ban chi viéc nhén ra
ngoai, bat ky cho nao trong bang tinh.

Ban sé& thdy & bén phai cia tiéu dé Region trong ving bao céo (6 A3) c6 mot
nat miii tén x6 xudng (drop-down arrow). Nt nay cé chic ning twong tu chirc
nang AutoFilter. Nhin vao do, ban co6 thé lga chon nhitng muc mudn xem thudc
danh sach Region, ma mic dinh cta no 1a Select All (xem tat ca). Vi du, ban chi
mubn xem doanh thu dung cu cim trai cua riéng mién Midwest ma théi, ban nhén
vao nut nay, nhén vao muc (Select All) dé tit no di, roi nhin vao muc Midwest, ban
s& ¢6 két qua nhu hinh sau:

A / B

Region * | Sum of Camping
SortAtoZ

— LR =

B NE

Sort Zto A
More Sort Options...

Label Filters .3

Walue Filters 3

[ (Select Ally
Midwest
[ Mortheast
[ South

[ OK ] [ Cancel ]

Region |-¥| Sum of Camping
4 | Midwest $6.958.00
| Grand Total $6,958.00
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6. Thuc hanh
Thao tic trén may va lam cac bai tap thuc hanh vé cac ham di hoc.

Bai tap: mot co so dir lieu KHACHHANG, gém bon bang dit liéu sau:
KHACH HANG (ma khach hang,ngay sinh, ho va tén, dia chi)

DON_HANG (s6 don hang, md khach hang, ngay dit hang)
DONG_DON (s6 don hang, mi hang, s6 luong)
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HANG_HOA (ma hang, tén hang, mo ta, don gia theo don vi)
Yéu cau: Viét cac cau lénh SQL thuc hién cac yéu cAu sau:

a. Tim kiém thong tin vé cac khach hang (bao gdm: mi khach hang, ho va tén, dia
chi) khong dat hang trong 01 thang tinh dén ngay hién tai

Gia

b. Tim klem thong tin vé 05 mit hang (bao gom ma hang, don hang, tén hang, tong

tién) c6 tong tién dit 1a bé nhat. Biét rang: tong tién = don gid theo don vi * sb
luong

c. Tinh tong tién cua tit ca cic khach hang d3 dit hang c6 tén 1a "nokia6610i"
d. Liét ké danh sach khach hang d3 dit hang, gdm céac thong tin: md khach hang,
ngay sinh, ho tén, dia chi, ma hang, t€n hang, mo ta, don gia theo don vi, s6 don
hang, $6 lugng. Hay cho biét cau lénh SQL trén st dung phép toan dai ) quan hé
nao?

BAI TAP ON TAP BAI 2
Bai 1:
Bao Cac Xuit Kho Thang 2/2009
STT Cl;lirrng Tén vat t S6 long | Dongia | Thanh tién
1 X01C 150
2 D02K 3150
3 NO03C 100
4 X04C 2500
5 DO5K 600
6 NO06C 250
7 X07C 1500
8 DO8K 300
9 N09C 30
10 | X10K 800
Béng phu

MVT Tén vatt Don gia

X Xing A92 3800

D Dau Diesel 3300

N Nhét 15000

Yéu cau:
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Truong Cao dang nghé Yén Bdi

Giao trinh mon: Tin hoc ké toan

1. Dya vao bang phu dién cho Tén vt t,

don gia

2. Tinh thanh tién, biét mat hang 1a Nhot thi giam

Thanh tién 5%

3. Pa ra thong tin vé cac mat hang 1a Xang

4. Trich ra cic mat hang la Dau Diesel hoic Xing A92

5. Pa ra cac mat hang 1a Nhét va co s6 long trén 240
6. Pa ra cac mdt hang 1a Nhot cho thanh tién trén 1

triéu

7. Tinh Thanh tién nho nhit ctia mat hang

Xang

8. Tinh tong thanh tién cho mat hang Nhot
9. Tinh trung binh thanh tién

cho Xang o ,
10. Bém c6 may 1an mat hang Nhét xuat kho trong
thang
Bai 2:
Khach san Théng loi A
PC: 2A Chu Van An-
HN
Bang Theo Doi Khach Thué Phong
A oA oA Tién
STT | Khich | O | Ngaydén | Ngayai | Len | Tien ) q
phong thué | giam tra
1 Nam A01 |01/02/2009 | 10/02/2009
2 Hung BO1 | 15/01/2009 | 15/01/2009
3 Ha A01 | 12/03/2009 | 22/03/2009
4 Thanh B02 |02/01/2009 | 03/01/2009
5 Dung A01 |16/01/2009 | 20/01/2009
6 Phong C02 |04/01/2009 | 15/01/2009
7 Giang A01 | 15/01/2009 | 25/01/2009
8 Minh C02 | 15/01/2009 | 20/01/2009
9 Thanh B02 | 25/01/2009 | 30/01/2009
10 Nam A02 |01/02/2009 | 30/02/2009
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Bang gia thué phong
(VND)
Loai | Gid/ngay
A 500000
B 300000
C 200000
Yéu cau:

1. Tinh tién thué:

Tién thué=s6 ngay thué x don gia thué

Ky tu dau tién cua s6 phong cho biét

loai phong

2. Tinh tién giam

Néu khach nao & tir 10 ngay tré 1én thi don gia phong dgc
giam 30%

3. Tién phai tra: = tién thué - tién giam

4. Pa ra cac khach hang thué phong trong thang 1

5. Da ra cac khach thué phong hang A trong thang 2

6. Pa ra cac khach hang c6 sd ngay thué trén 10

ngay

7. Pa ra cac khach hang c6 sé ngay thué trén 10 ngdy va tién phai tra
trén 6 triéu

8. Pa ra thong tin vé cac khach hang dén trong ngay 15 cia
cac thang

9. Tinh tong tién tra cho cac khach thué phong A01

10, Tinh tong tién tra, trung binh cho khach thué phong tén
Nam

11, C6 bao nhiéu khach dén ¢ trong

thang 1

12.Tinh tién phai tra 16n nhat,nho nhat trong thang 1
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