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Bai 1: Nhap mon Excel

Néu bat dau hoc Microsoft Excel thi ddy 1a nhitng van dé co ban ban
nén biét. Bai viét s& cung cap hudng dan nhap mon va sir dung bang

tinh Excel don gian nhat.
Tao workbook trong Excel

Microsoft Excel 13 phan mém vian phong phd bién véi kha ning hd
trg 1ap bang tinh va xtr 1y cac con sb tuyét voi. Vi Excel, ban co thé
sap xép dir liéu hop 1y bang AutoFill. Sau d6, nhan dé xuat 1ap biéu d6
dir li€u va tao chung chi béng mot click. Hoic dé dang x4c dinh xu
hudéng, mo hinh br?mg thanh dir li€u, ma mau & icon.

Tao mot workbook

1. M& Excel.

2. Chon Blank workbook hoic nhan Ctrl+N.

Good morning

Recent i Shased with be
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Nhap dir liéu
Pé nhap dit liéu theo cach thil cong:
1. Chon 6 tréng, vi du A1, rdi g0 text hodc $0.

2. Nhan Enter hoic Tab dé chuyén sang 6 tiép theo.

bé dién dir li€u theo mot serti:

1. Nhap dit liéu bat dau seri d6 trong hai 6: vi du Jan va Feb hoac

2014 va 2015.

2. Chon hai 6 chua seri d0, r6i kéo thanh lap ddy = sang ngang

hoac xudng cac 6 phia dudi.

A B C D E
1 |Department Q1 a2 | |
2 |Sales
3 m
4
L ————— ]
3
Jan [Feb lMar Apr May  Jun l
2014 '
2015
2016
2017
2018
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Luu workbook vao OneDrive trong Excel

Luu workbook vao OneDrive
Luu workbook vao OneDrive dé truy cap no tu nhiéu thiét bi, chia sé
va cong tac vdi1 nguoi khac.
1. Chon File > Save As.
« Néu dung cho cong vi¢c hodc hoc tap, chon OneDrive - <Tén
cong ty>.
« Déi véi file ca nhan, chon OneDrive -Personal.
2. Nhap tén file va chon Save.

Luru y: Ban c6 thé can phai dang nhap tai khoan Microsoft.

irda - .
LT e oo
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S
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Phan tich va dinh dang trong Excel

Tw dong dién mét ct bang Flash Fill
Vi dy, ty dong dién cot tén (First Name) tir cot tén day da (Full
Name).
1. Trong 6 dudi First Name, g Molly va nhan Enter.
2. Trong 6 tiép theo, gd mot vai chit cai trong tén Garret.
3. Khi danh sach cac gia tri dé xuat hién ra, nhan Return. Chon Flash
Fill Options dé c6 nhiéu lya chon hon.

Cach khac: Chon File > New > Take a tour, roi chon Tab Fill.

Full Name First Name

Molly Dempsey  Moll

Garret Vargas |Garret .LE"
Garth Fort

Janet Schorr

Julian Isla
Junmin Hao
Kari Furse
Katie Jordan
Fabrice Canel
Pavel Bansky

Tinh toan nhanh bang him AutoSum
1. Chon 6 bén duéi s6 ban mudn thém.

2. Chon Home > AutoSum > The AutoSum 2 Auvtosum ~
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3. Nhan Enter.
Meo: Dé c¢o nhiéu phép tinh hon, chon miii tén di xudng bén canh
AutoSum va chon mét phép tinh mong mudn.
Ban cling c6 thé chon mot pham vi s6 dé thuc hién cac phép tinh

thong thuong trong thanh trang thai.

=1 7 L s | 7
.'."IEEEE_I Invoices

I $56.89 $56.89

I $34.78 $34.78

i $23.67 $23.67

| $123.56 $123.56

| $256.34 $256.34

| $32.45 $32.45

}_ $567.891 $567.89
IM_SH - $1,095.58

Tao so do

Dung cong cu Quick Analysis dé chon biéu do phu hop cho dit liéu.
1. Chon dit liéu mudn hién thi trong so do.

2. Chon ntt Quick Analysis = & bén phai phia duéi cac 6 lua chon.

3. Chon Charts, tro chudt qua cac lua chon ¢6 san, roi tich vao so do

mong muon.

Cach khac: Chon File > New > Take a tour > tab Chart.
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Australia 5138,691 588,520 570,260
Canada 5103,378 511,302 553,165
France 563,407 525,556 527,035
Germany 562,233 528,054 523,565
United Kingdom 576,630 532,883 532,240
United States 5176,894 589,360 5133,508 A
=
Chart Title Eormatting Charts
5500,000
5400000 \_[Ilﬂl “;I_H
5300,000
5200,000
5100,000 I I Clustere... Stacked...
50 AR AR
F & & S
& o & & T
s e" 2
& F
\b{\
W AcCcessories Bikes Clothing

Dung dinh dang cé diéu kién
Dung Quick Analysis dé 1am noi bat dir licu quan trong hay hién xu
hudng dir lidu.

1. Chon dit liéu dung dinh dang c6 diéu kién.

2. Chon ntt Quick Analysis = & phia dudi bén phai ctia 6 da chon.

3. Click Formatting, tro chudt qua céac tiy chon va nhan vao tha

ban muon.

Cach khéac: File > New > Take a tour > tab Analyze.
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Product Name Amount Markup Price

Almonds ¥ 7 33%  $10.00
Apricot dh a2 20% $1.20
Boysenberry = 28 33%  525.00
Cajun ¥ 10 33%  $22.00
Cake Mix ¥ 23 52%  515.99
Cherry Pie Filling => 37 100% $2.00
Chocolate Mix ¥ 18 33% $5.20
Clam Chowder ¥ 15 33% $9.65

Formatting Charts Totals

Data Bars  Colar... |con Set

s

Co dinh hang tiéu dé phia trén cung
“Poéng bang hang tiéu dé cot phia trén cung dé chi cudn dir liéu bén
dudi.
1. Nhan Enter hoic Esc dé dam bao ban d3 hoan tit chinh stra mot
0.

2. Chon View > Freeze Top Row.
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A B C D
1 ID B Countryfd Sales Region B Q1Sales B4
2 1 Germany  Mid m 7.629.56
3 2 Denmark  MNorth 9.63799
4 3 Finland North 743001
5 4 France Mid 5.278.50
Hop tac trong Excel

Chia sé workbook voi nguoi khac

1. Chon Share trén ribbon hoac File > Share. Luu y: Néu chua luu
tap tin cia ban vao OneDrive, Microsoft Excel s¢ nhéc ban upload
file dé chia sé no.

2. Chon ngudi ban mudn chia sé tir menu tha xudng hodc nhap tén

hay dia chi email.

3. Thém tin nhan (ty chon) va nhan Send.
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| Share E:l

Share X

D | R | ‘ Send Link

P

@ Cnly pecple in your organization with
the link can view and edit.

Enter a name or email address

Add a message (optional)

@ e

Copy Link Qutlock

MI Attach a Copy Instead

Cai dat Excel trén mobile

Pé tai va str dung file & khap moi noi - co quan, tai nha hay trén
duong di, hiy cai dit Microsoft Excel trén thiét bi di dong. Lwa chon

ban cai cho thiét bi cia ban:
1
B Microsoft Excel
' Microsoft Excel cho Android

@ Microsoft Excel cho iOS
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Bai 2: Nhirng thao tac co ban trong Excel

Tao mot workbook mai

Workbook (hay s6 lam viéc) 1a tap tin chira tr mot worksheet tré 1€n,
gitip ban sip xép dir liéu khoa hoc. Ban c6 thé tao workbook méi tir

workbook hay template trong.
Office 2013 tro lén

Tao workbook

1. Md& Excel.
2. Chon Blank workbook hoic nhan Ctrl+N.
3. Bit dau go.
Tao workbook tur template
1. Chon File > New.
2. Click dup vao mot template.
3. Click va bat dau go.
Office 2010

Mé mét workbook trong méi
1. Click tab File.

2. Click New.

3. Trong Available Templates, click dip Blank Workbook.
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Pé nhanh chong tao workbook tréng méi, ban ciling c¢6 thé nhan

CTRL+N.
Meo:

o Mac dinh, mot workbook mai chira 3 worksheet nhung ban c6

thé thay d6i s6 worksheet mudn chira mot workbook méi.
« Ban cling c6 thé thém va loai bo mot worksheet khi can.
Tao mot workbook méi trén workbook hién co
1. Click tab File.
2. Click New.
3. Trong Templates, click New from existing.

4. Trong hop thoai New from Existing Workbook, chon drive, thu

muc hodc vi tri Internet chira workbook mudn mé.
5. Click workbook, sau d6 nhan Create New.

Tao mot workbook mdi trén template

1. Click tab File.
2. Click New.
3. Tao workbook méi1 nhu sau:

« Pé dung mot trong s cac template mau trong Excel, truy cp
Available Templates > click Sample Templates, roi click dap

vao template ban muon.
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« Dé dung template d3 sir dung gan ddy, click Recent Templates,

sau d¢ click dup vao template ban mudn.

« Dé dung template tu tao, t5i My Templates > Personal
Templates trong hop thoai New, click dup vao template ban

muon.

Lwu y: Tab Personal Templates liét ké cac template ban di tao. Néu
khong thdy template mudn sir dung, hiy kiém tra xem né c6 nam o
dung thu muc hay khong. Cac template tiy bién thuong nam & thu
muc Templates
(C:\Users\user name\AppData\Local\Microsoft\Templates trong
Windows Vista va C:\Documents va Settings\user name\Application

Data\Microsoft\Templates trong Microsoft Windows XP.)

Meo: Pé c6 nhiéu miu workbook hon, ban cé thé tai chung tir
Microsoft Office.com. Trong Available Templates > Office.com
Templates, click danh muc template cu thé, sau do, click dap vao

template ban mudn download.
Chén hoac x6a mot worksheet

Microsoft Excel giup ban dé dang chén, doi tén va xda worksheet

trong workbook.

Office 2013 tro 1én

Chén mot worksheet
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e Chon * ¢ goc dudi man hinh.

e Hoac chon Home > Insert > Insert Sheet.

l;h D %EEI E%‘ il EAutDSum

] Fill -
Formatas  Cell Insert Delete Format
Table~ Styles~ | = - - = Clear~
Styles Em Insert Cells... E

‘E': Insert Sheet Rows

U Tnsert Sheet Columns

Q Inzert Sheet |}_

Poi lai tén mot worksheet
o Click dup vao tén bang tinh trong tab Sheet dé d6i nhanh lai tén
cua no.
» Hoadc click dap vao tab Sheet, click Rename va go tén moi.

Xo0a mot worksheet

« Click chudt phai vao tab Sheet va chon Delete ~ .

« Hoic chon sheet d6, rdi chon Home > Delete > Delete Sheet.

Office 2010

Luu y: Tab sheet hién thi theo mic dinh. Néu khong thay chung, click
Options > Advanced > Display options for this workbook > Show
Sheet tabs.
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bé chen mdt worksheet méi, hay lam nhu sau:

o D¢ nhanh chdng chén mot worksheet mdi ¢ cu61 worksheet hién

tai, click tab Insert Worksheet ¢ phia dudi man hinh.

| 4 «» v[ Sheetl | Sheet2 “sheetz [70 ]

« Dé chén mot worksheet méi & phia trudce bang tinh hién tai, chon
worksheets do, roi téi tab Home, trong nhom Cells, click Insert,

roi click Insert Sheet.

g*= Insert -
I Delete -
::l Farmat -

Cells

Meo: Ban ciing c6 thé click chudt phai vao worksheet hién tai, roi

nhan Insert. Trén tab General, click Worksheet > OK.

Lwu y: Dé thay d6i vi tri worksheet trong mot workbook, click tab

cua bang tinh muodn di chuyén, r61 kéo n6 vao vi tri ban muon.
Chén nhiéu worksheet cung lic

1. Gitr phim Shift, roi chon cung sd ctia cac tab sheet hién tai trong
bang tinh mudn chén vao workbook dang mo. Vi du, néu ban mudn
thém 3 worksheet mo1, chon 3 tab sheet cia worksheet hién tai.

2. Trén tab Home, trong nhom Cells, click Insert > Insert Sheet.

Meo: Ban ciing co thé click chudt phai vao tab sheet da chon, sau d6

click Insert. Trén tab General, click Worksheet > OK.
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3. Pé thay d6i tht tu worksheet trong workbook, click tab worksheet

mudn di chuyén, roi kéo nod vao vi tri ban mudn.

Thay d6i s6 worksheet mic dinh trong mot workbook md¢i
1. Click tab File.
2. Trong Excel, click Options.

3. Trong danh muc General, t61 When creating new workbooks,
tai box Include this many sheets, nhap s6 bang tinh mac dinh

mudn bao gém khi tao mot workbook moi.
4. Click tab khac dé quay vé file ctia ban.
Chén mot sheet méi dura trén template tuy bién
1. Néu can, tao template mudn dit worksheet mai.

Cach tao mgt template worksheet

2 Chon worksheet ban mudn dung lam template.

b) Click tab File.

¢y Trong Info, click Save As.

d Trong box File name, g6 tén template worksheet do.
« Pé tao mot template worksheet tity bién, go tén file mudn dung.
. Dé tao template worksheet mac dinh, go sheet.

Luu y: Cac template tiy bién tu dong luu trong thu muc Template.

Template worksheet mac dinh: sheet.xltx or sheet.xltm, nén dugc luu

Ngudn: Download.vn 28


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kién thirc Van phong

trong thu  muc  XLStart  (C:\Program  Files\Microsoft
Office\Office14\X L Start.)

e) Tao template nhu sau:

o Trén may tinh chay Windows Vista, click Excel Template hoac

Excel Macro-Enabled Template.

o Trén may tinh chay Microsoft Windows XP, trong box Save as
type, click Excel Template hodc Excel Macro-Enabled
Template.

f Click Save.
2. Click chudt phai vao tab sheet cua worksheet, roi nhan Insert.
3. Click duap vao template cho loai sheet ban muén.
Poi lai tén worksheet

1. Trén thanh tab Sheet, click chudt phai vao tab sheet ban mudn do6i

lai tén, r61 nhan Rename Sheet.

Sheet1 ', Sheet? | Chartl
Active sheet

2. Chon tén hién tai, roi g0 tén moi. Ban co thé bao gém tén sheet khi

1n worksheet.
Cach in tén sheet

a) Trén tab Insert, trong nhém Text, click Header & Footer.

vy Trong Page Layout View, click vi tri mudn tén sheet xuat hién.
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¢) Trong nhom Header & Footer elements, click Sheet Name =~ .
X6a mdt hoic nhiéu worksheet
1. Chon worksheet mudn x6a.

Meo: Khi chon nhiéu worksheet. [Group] hién trong thanh tiéu dé o
phia trén cung ctia worksheet. Dé hity lwa chon nhiéu worksheet trong
workbook, click bat ky worksheet chua chon. Néu khong cé sheet
chua chon nao hién thi, click chudt phai vao tab sheet da chon, sau do,

click Ungroup Sheets trén menu shortcut.

2. Trén tab Home, trong nhom Cells, click miii tén bén canh Delete >

click Delete Sheet.

Me¢o: Ban cling co thé click chuot phai vao tab sheet mudn x6a dé

chon Delete Sheet.

Di chuyén/sao chép worksheet hoic dir liéu trong
worksheet

Ban c6 thé di chuyén hodc sao chép mdt worksheet trong cing

workbook dé sap x€p né chinh xac nhu ¥ muon.

Thén trong: Khi chuyén mot sheet sang workbook khac, hay kiém tra
cong thirc hay biéu do tham chiéu dir liéu trén sheet d6 bdi hanh dong
nay c6 thé giy 16i hodc dan téi két qua ngoai du doan trong dir liéu.
Tuong tu, néu chuyén mét sheet duoc tham chiéu 3-D, viéc tinh toan

c6 thé bao gom hodc bo qua dit liéu trén sheet.
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Windows

Ban c6 thé dung 1énh Move hoic Copy Sheet dé di chuyén hoic sao
chép toan b0 worksheet t61 vi tri khac trong cung hoac khac
workbook. Ban c6 thé dung 1énh Cut & Copy dé di chuyén/sao chép

mot phén dir 1iéu 1én worksheet hoac workbook khac.
Di chuyén mot worksheet trong mot workbook
« Chon tab worksheet d6 va kéo nd vao vi tri ban mudn.
Sao chép worksheet trong cung workbook
« Nhén Ctrl va kéo tab worksheet d6 t6i vi tri tab ban mudn.
Hoac
a) Click chuot phai vao tab worksheet va chon Move hoac Copy.
b) Chon 6 Create a copy.

¢) Trong Before sheet, chon vi tri ban mudn dit ban sao.

d) Chon OK.

macQOS

Khi can sép xép lai dir liéu, ban dé dang thay doi tht tu bang tinh
trong workbook hodc di chuyén/sao chép mot sheet tdi workbook
khac. Thé nhung hiy thin trong vi cac phép toan hay biéu d6 dua trén
dir liéu trong bang tinh d6 c6 thé khong chinh xac néu ban di chuyén

sheet do.
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Di chuyén mét sheet

o Kéo tab sheet do sang vi tri ban mudn doc theo hang tab ctuia bang

tinh.

Sao chép mot sheet

1. G1t phim OPTION

2. Kéo tab sheet téi vi tri mudn bang tinh sao chép duoc hién ra theo

hang cua cac tab sheet.
Luu y: Tha nit chudt ra trudge khi ban tha phim OPTION.

Chuyén mét sheet téi workbook khac

1. Mé workbook ban mudn chuyén sheet d6 toi.

2. Trén menu Window, click workbook chta sheet ban muébn di

chuyén. Click sheet ban muédn sao chép t&i workbook khéc.
3. Trén menu Edit, click Sheet > Move or Copy Sheet.

4. Trén menu To book, click workbook ban mudn di chuyén sheet
do to1. (Meo: Pé tao workbook méi chira sheet d3 chuyén, click

new book.)

5. Trong box Before sheet, click sheet ban mudn chén vao sheet da

chuyén trudc d6 hodc click move to end.
6. Click OK.

Sao chép mot sheet vao workbook khac
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1. M& workbook ban mudn sao chép sheet do.

2. Trén menu Window, click workbook chira sheet ban muon sao

chép. Click sheet muébn sao chép.
3. Trén menu Edit, click Sheet > Move or Copy Sheet.
4. Trén menu To book, click workbook ban mudn sao chép sheet do.

5. Trong box Before sheet, click sheet ban mudn chén ban sao sheet

do trudc hoac click move to end.
6. Chon Create a copy.
7. Click OK.
Thay doi mau tab sheet
T6 mau cac tab sheet co thé giup ban theo ddi thong tin trén mot
workbook 16n.
1. Gilt phim Citrl va click tab sheet.

2. Click Tab Color, rdi click mau ban muén st dung.

Web

Trong Excel online, ban cé thé sao chép worksheet trong workbook
hién tai. Chi can click chudt phai vao tén tab & dudi sheet va click

Duplicate.

Luuy:
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« Ban co thé gip 16i khi cb gang sao chép mot worksheet chira biéu
d6, anh hodc hinh dang nao d6. Trong truong hop nay, ban c6 thé
sao chép bang tinh theo cach thu cong.

« Ban s& mat dinh dang c6 diéu kién trén cac 6 lién quan khi dan

ching vao worksheet moi.
Sao chép sheet theo cach thu cong

Neéu c¢o6 cac thanh phan trong bang tinh can thi€p vao viéc sao chép dir
liéu, ban van c6 thé tao ban sao worksheet nhu sau: sao chép & dan

toan bo dir li€u vao mot sheet madi. Cu thé:

Nhan Ctrl + Phim cach > Shift + Phim céch.

Sao chép toan bo dir liéu trén bang tinh bang cach nhan CTRL+C.

Click ntt dau cong dé thém mot worksheet trong méi.

Sheetl Sheet2 )

Click 6 ddu tién trong sheet méi va nhan Ctrl+V dé dan dir liéu.

Sao chép mot worksheet vao workbook khac

Trén Excel Online, tiy chon di chuyén hodc sao chép mot sheet khong
¢ san khi ban click chudt phai vao tab sheet. Thé nhung, ban c6 thé
nhan két qua tuong tu bang cich sao chép toan bo di liéu trong

worksheet va dan nd vao worksheet trong trong workbook khéc.
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Hiy lam theo hudng dan dudi day dé di chuyén hodc sao chép

worksheet vao workbook khac trong Excel Online.

1. Nhan Ctrl + Phim cach > Shift + Phim cich dé chon toan bo di

ligu trong worksheet.
2. Sao chép toan bd dir liéu trén sheet bﬁng cach nhan CTRL+C.

3. M& workbook ban mudn dan dir liéu, sau do, click dau + trong

thanh trang thai dé thém worksheet trong méi.
4. Click 6 dau tién trong worksheet, roi nhan Ctrl+V dé dan dit liéu
vao worksheet do.
Dién dir li€u ty dong vao cac 0 trong worksheet
Dung tinh ning Auto Fill dé dién dir liéu vao cac 6 theo mau hoic dua
trén dit liéu trong 6 khac.
1. Chon mét hodc nhiéu 6 ban mudn dé dién dir liéu. Vi du:
e V&i mot chudi sé nhu 1,2, 3,4, 5..., 25 1 va 2 vao hai 6 dau tién.
Véidiy s6 2, 4, 6, 8..., 20 2 va 4.
o V&idaysd2,2,2,2.., chican gd 2 vao 6 dau tién.
2. Kéo thanh dién dir liéu .
3. Néu can, click Auto Fill Options £ va click tuy chon ban mudn.
Trén day la nhiing thao tac nhap, dién, sao chép va di chuyén dir liéu

trong bang tinh Excel. That don gian va dé dang phai khong cac ban?

Nguon: Download.vn 35


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kién thire Vin phong

Nguén: Download.vn 36


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kién thirc Van phong

Bai 3: In worksheet hoac workbook

Ban c6 thé in toan bo hodc mot ph?m worksheet/workbook, mot hoac
nhiéu bang tinh cung lac. Néu dit liéu mudn in nam trong bang

Microsoft Excel, ban c6 thé chi can in bang Excel.
1
=™ Microsoft Excel

Microsoft Excel cho Android

@ Microsoft Excel cho iOS
Ban ciing c6 thé in workbook vao mot file thay vi may in. Tinh ning
nay hiru ich khi ban can in workbook trén loai may in khac vdi thiét bi

ban dau duogc dung dé in.

Windows

Trwdce khi in

Trude khi in bat ctr dir liéu gi trong Excel, nhd rang ban c6 san nhiéu
lua chon in tdi wu.

Lwu ¥ quan trong: Mot sé dinh dang nhu van ban duoc t6 mau hay
ké 6, co thé trong tuyét trén man hinh may tinh nhung khi in den trang
lai khong cho két qua nhu mong doi. Ban ciing c6 thé in worksheet

kém céac duong ké 6 dé 1am noi1 bat dir liu, hang va cot tot hon.
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In mot hoic nhiéu worksheet

1. Chon worksheet muén in.
2. Click File > Print hogc nhin CTRL+P.
3. Click nut Print hoic diéu chinh Settings trudc khi click no.
In mot hoic nhiéu workbook
Toan bo file workbook ban muén in phai nam trong cing thu muc.
1. Click File > Open.
2. Gitt phim Ctrl, click tén timg workbook d¢ in, r6i nhan Print.
In toan bd hoic mdt phan worksheet
1. Click worksheet, r6i chon pham vi dir li¢u mudn in.
2. Click File > Print.

3. Trong Settings, click miii tén bén canh Print Active Sheets va tich

lga chon phu hop.

Settings

j__l Print Active Sheets
Only print the active sheets

Print Active Sheets
Only print the active sheets

Print Entire Workbook
Print the entire workbook |\?

— Print Selection
Only print the current selection

Ignere Print Area
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4. Click Print.

Luwu y: Néu d3 xac dinh cac vung in trong mot worksheet, Excel s& chi
in nhitng ving d6. Néu khong muén chi in ving da chon, tich 6
Ignore print area.

In bang Excel

1. Click 6 trong bang dé kich hoat bang.

2. Click File > Print.

3. Trong Settings, click miii t€én bén canh Print Active Sheets va

chon Print Selected Table.

Settings

Print Active Sheets
- Only print the active sheets

Print Active Sheets
Only print the active sheets

Print Entire Workbook
= Print the entire workbook

o Print Selection
Only print the current selection

E Print Selected Table %
Only print the selected table
lgnore Print Area
B Left 0./7° Right 0./
[N[] No Scaling
D 100 Print sheets at their actual size
Page Setup

4. Click Print.
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In workbook vao mot file
1. Click File > Print hoic nhan Ctrl-+P.

2. Trong Printer, chon Print to File.

Printer

Fax
Ready

Fax
Ready

Microsoft Print to PDF
Ready

Microsoft XP5 Document Writer
Ready

Send To OneMote 2016
Ready

Snagit 13
Ready

W u e

Add Printer...
Printto File [}

3. Click Print.

4. Trong hop thoai Save Print Output As, nhap tén file, roi click OK.
Tap tin nay s€ dugc Iuu vao thu muc Documents.
Quan trong: Néu in file dd luu trén may in khac, ngat trang va

khoang cach font c6 thé bi thay doi.

Ngudn: Download.vn 40


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kién thirc Vin phong

Web

In worksheet

Pé c6 két qua in worksheet tot nhat, dung 1énh Print trong Excel cho
web, khong phai lénh Print cua trinh duyét. Ban c6 thé in toan bo
worksheet hodc chi cac 6 mong mudn.

Néu mudn in mot pham vi 6 nao do, hay chon chung. Pé in toan bod

worksheet, dirng chon bat ct tha gi.

1. Click File > Print > Print.

Print

Print

ﬁ Show a print-friend

2. Néu da chon mot pham vi 6 nhung quyét dinh in toan bo worksheet,

chuyén sang Entire Workbook trudc khi nhan Print.
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Print Settings %
Print Page Orientation
. L Active Sheet () |  Portrait

Entire Workbook | & Landscape

Current Selection

Paper Size Scaling

A4 (3.277x11.297) : Mo Scaling

:rm! LANCE

Thay doi vung in lya chon
Trong Excel Online, ban c6 thé chon vung mudn in hodc in toan bd
worksheet. Néu chon ving in nhung lai mubn thay d6i no, day 1a cach
ban c6 thé xem trudc thay doi:

1. Trén worksheet, click va kéo dé chon dit 1iéu mudn in.

2. Click File > Print > Print.

3. Pé chi in vung lya chon, trong Print Options > click Current

Selection.
4. Néu ctra s6 xem trude hién thi dit 1iéu ban muén in, click Print.
« Dé thay d6i lwa chon in, dong xem trudc khi in bang cach click X
va lap lai cac budc trude do.

« Dé in toan bd worksheet, click File > Print > Print. Dam bao d3

tich Entire Sheet > click Print.
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Print Settings »
Print Page Orientation
@ L Active Sheet ) |  Portrait

Entire Workbook ) x‘_ Landscape

Current Selection

Paper Size Scaling

A4 (3.277x11.297) . Mo Scaling e

Print Cancel

Néu cai tng dung Excel cho desktop, ban c6 thé thiét 1ap nhiéu tuy

chon in hon. Click Open in Excel va chon nhiéu ving in trén

worksheet.
VIEW Q Tell me what you want to do EDIT IN EXCEL
= ab General - & 8| = "'u"'
E = = £ - 9% —E] ] v
e ~ Conditional Survey Format
i ' * %9 39 Formatting =~ asTable~
Alignment MNumber Tables

In worksheet d an hang va cjt

Trong Excel Online, khi in worksheet an hang hoac cot, ban s€ khong
thé in duoc chung. Néu mudn bao gém hang va cot do, ban can bo an

chung trudc khi in.

Ban c6 thé biét hang hay c6t ndo bi an qua cac nhan tiéu dé bi thiéu

hodc cac biéu tugng dong kép nhu hinh bén dudi.
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I-;Ichnmlate 45 122
Coffee 24 50

Tai day, ban co thé bo an hang hodc cot:

1. Chon pham vi tiéu dé bao quanh hang hodc cot bi an. O vi du nay,

chon toan bo tiéu dé hang giira 2 & 7 dé bo an hang 3 & 6.

2. Click chudt phai vao lua chon va tich Unhide Rows (déi vO1 cot,

chon Unhide Columns).
3. Click File > Print.

4. Click Print dé mo cura s6 xem truoc.

Nguén: Download.vn 44


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguoén bai: Chuyén muc Kién thire Vin phong

© Print

Info Print

Mew # Show a print-friendhy view,

Open

Save As

Print

5. Trong box Print Options, ddm bdo da chon Entire Sheet, click

Print.

Lwu y: Nhin hang va cot khong hién trong cira s6 xem trudce khi in va
ban in.

In workbook

Trong Excel Online, workbook chi ¢6 mot worksheet, ban chi co thé
in worksheet. Thé nhung, néu workbook ¢ nhiéu worksheet, ban can

toi ting worksheet bang cach click vao tab sheet cta nd, roi in

worksheet do.

M 4 » M Sheat1 Sheet? Sheet3

Khéng chic workbook c6 worksheet an hay khong? Pay 1a cach dé

ban biét diéu do:
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1. Click chudt phai vao tab sheet bat ky.

[;._+ Insert
E Delete
Fename...

Reorder...

Hide

Unhide...
Sheet1 Sheet? +

2. Néu c6 san tuy chon Unhide, workbook nay c6 mot hodac nhiéu

worksheet an. Click Unhide dé hién va bo an worksheet.

3. Khi bo an worksheet, tab sheet d6 trong worksheet s& hién. Click

tab sheet d6 va in worksheet.
In bang

Thinh thodng, ban chi mudn in mot phén worksheet nhu bang biéu.
Ban c6 thé 1am viéc nay trong Excel Online mién 14 bang biéu chua it
hon 10.000 6. Bdi véi worksheet nhiéu hon 10.000 6, ban phai dung
app Excel cho desktop.

D¢ in mdt bang:
1. Chon toan bg 6 trong bang, click 6 dau tién va cudn téi 6 cudi cung.

Néu bang c6 nhiéu cot, thay vi cudn, click 6 dau tién, nhan va gilr

phim Shift, click 6 cudi cung.

2. Click File > Print > Print.
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©
ino Print

Save As

Print

ﬁ Show a print-friend

3. Chon Current Selection néu chua chon dit liéu, roi click Print.

Print

Share

Print Options
What should we print?

® Current Selection
O Entire Sheet

Print Cancel

4. Néu thich ctra s6 xem trude khi in, click Print. Néu khong, dong

clra sO xem va thuc hién bat ky thay doi can thiét.

Storel  Store2 total cartons
30 43 73
45 43 88
34 34 68
34 34 68
123 23 146

Nguén: Download.vn 47


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kien thirc Van phong

In s6 trang trén worksheet

Ban khong thé chén, xem hay in s trang trong Excel Online. Tuy
nhién, néu cai tng dung Excel Desktop, ban c6 thé thém sb trang &
phia trén cing (tiéu d¢) hodc phia dudi (chan trang) ciia worksheet va
in no.

Dung Open in Excel d¢ md workbook va thém so trang trong cira so

xem Page Layout, sau do, in worksheet tir Excel. Cach lam nhu sau:

1. Click Open in Excel va chén so trang trén worksheet.

2. In worksheet.
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Bai 4: Dung Excel lam may tinh

Thay vi ding may tinh thong thudng, ban coé thé st dung Microsoft
Excel 1am toan. Duéi day 1a cach dung Excel nhu mot chiéc may tinh

chuyén dung.
1
B Microsoft Excel
Microsoft Excel cho Android

@@ Microsoft Excel cho iOS

Ban c6 thé nhap cong thirc don gian dé cong, chia, nhan va trir hai hay
nhiéu gia tri s6 tré 1én. Hodc dung ham AutoSum dé tinh tong nhanh
mot chudi gia tri ma khong can phai nhap tht céng chung theo cong
thirc. Sau khi tao cong thirc, ban co thé sao chép nd vao cac 6 lién ké -
khong can ton stic tao cong thirc nhiéu lan.

Chi tiét cach dung cong thirc co ban trong Excel

Toan bo cong thirc bat dau bang dau =. P6i véi cac cong thire don
gian, ban chi can gd dau bang, theo sau 13 cac gia tri s0 mudn tinh toan
va phép tinh mudn st dung, cu thé: dau + dé thém, dau - dé trir, dau *
dé nhan, dau / dé chia. Sau d6, nhan ENTER, Excel ngay lap tirc tinh
va hién thi két qua cua cong thic.

Vi du: khi ban go =12.99+16.99 trong 6 C5 va nhan ENTER, Excel
tinh két qua va hién 29.98 trong 6 do.
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Insert Page Layout Formulas Data
ﬁ - jp—
B Jb Cut SegoeUlLight <11 ~ A A = = —
. ER Copy -
aste > | EE S > s ==
= ~ Format Painter B I U - O 4 - - -
Clipboard Fa Font I
5 v K || =1299+16.99

The formula appears in

the Farmula Bar.

T January  February
2 | Entertainment

3 |cable TV 52.98 £3.25
4 |Movies 7.98 1197
5 |CDs 16 29.98_|
& |Total

.

Excel displays the formula result in the cell.

Cong thirc ban nhap vao 6 van hién thi trong thanh cong thirc. Ban ¢
thé thay n6 bat cir khi nao chon 6 do.

Luwu y quan trong: Mic du c6 ham SUM nhung Excel khong c6 ham
SUBTRACT. Thay vao d6, ban phai dung dau trir (-) trong cong thirc.
Vi du: =8-3+2-4+12. Hodc ban c6 thé dung dau nay dé chuyén sb sang
gia tri phu dinh cua n6 & ham SUM. Vi du: Cong thuc
=SUM(12,5,-3,8,-4) dung ham SUM dé thém 12, 5, trir 3, cong 8 va
trur 4 theo thur tu.

Dung AutoSum

Cach dé nhat dé thém cong thic SUM vao worksheet 1a dung

AutoSum. Truc ti€p chon 6 trong & trén hodc dudi pham vi ban mudn
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tinh téng. Trén Home hoac cac tab Formula cua ribbon, click
AutoSum > Sum. AutoSum s€ ty dong nhan dién pham vi can tinh
tong va xay dung cong thie cho ban. Tac vu nay ciing hoat dong theo
chiéu ngang néu ban chon 6 bén trai hodc phai cua pham vi can tinh

téng.

Luwu y: Excel khong hd trg AutoSum trén cac pham vi 6 khong lién

ke.

File Home Insert Page Layout Farmulas

D INY I = 2

Insert  AutoSumn Recently Financial Logical Text Date& Lo
Function W Used ~ v > = Time~ Ref

Z Sum Function Library

Hfverage £
I

Count Mumbers

[m ]
(83}

C D

Max
O N Week 2  Total
Z |Bob _ $6.942 $14.836
o More Functions...
3 |Rishr.. S 39375 §14.272
4 _SUE $7.835 $2.845  $10.680
5 [Mo 39,584 36,458 316,042
& |Total .l $25620 355830

Diung AutoSum cho ¢t dit liéu (theo chiéu doc)
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SEARCH ¥ > v I =5UMIBZ:BE)
A B C D

Il Mame Week 1 Week 2 Total
2 |Bob 17,894 16,942 114836
3 [Rishna $4.897 $9375 14272
4 |sue $7.835 $2.845  $10,680
5 |Mo I 995841 6458  $16,042
6 |Total |=SumE2s) $55.830
7

E SUM(number1, [number], ...}

0

Trong bang tinh trén, tinh nang AutoSum ty dong phat hién cac 6
B2:B5 1a pham vi tinh téng. Toan bd viéc ban can lam 13 nhdn ENTER
dé x4c thuc no. Néu can thém/loai bo nhiéu 6 hon, ban cé thé gilr
Shift + phim miii tén can thiét cho t6i khi lya chon cua ban phu hop

vo1 thir ban muon. Sau do, nhan Enter dé hoan thanh nhiém vu.

Huwéng dan ham Intellisense: Tag noi SUM(so 1, s6 2...) nam dudi
ham 1a huéng dan Intellisense cta no. Néu ban click SUM hodc tén
ham, no s& thay d6i siéu lién két mau xanh sang chi dé Help ctia ham
d6. Néu click cac nhan t6 ham riéng, ting phan dai dién trong cong
thitc s& duoc 1am ndi bat. Trong truong hop nay, Excel chi to sang
B2:B5 bdi nd chi 1a moét tham chiéu sé6 ¢ cong thic ndy. Tag

Intellisense s& hién cho ham bat ky.

Dung AutoSum cho hang dir liéu (theo chiéu ngang)

Ngudn: Download.vn 52


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kién thirc Vin phong

SEARC e x v K =5UM(BZ2:C2)
A B C D E

I Name Week 1 Week 2 Total

2 [Bob {__$78%4 _ §69421=SUMB2C)

3 |Rishna 34,897 39375 14272

4 |Sue $7.835 $2.845 110,680

5 |Mo $9,584 $6458 $16,042

6 |Total $30.210 325620 340994

Tranh viét lai cing mét cong thirc

Sau khi tao cong thirc, ban co thé sao chép nd sang 6 khiac ma khong
can phai viét lai. Ban c6 thé sao chép cong thirc hodc duing C—=Ld¢ sao
chép no sang 6 lién ke.

Vi du, khi sao chép cong thuc trong 6 B6 sang C6, cong thirc trong 0

d6 tu dong thay d6i dé update cac tham chiéu 6 trong cot C.
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Insert Page Layout Farmulas Data
D Segoe Ul Light =11 ~ A ==
: ER Copy -
aste B o - | = ==
- ~ Format Painter ru - O o - =
Clipboard T Fant Ta
Cb 3 K || =5UM(C3:CE)
Forrula bar
displays the
updated
A | B C formula.
1 January  February
2 |Entertainment
3 |Cable TV 5298 63.25
4 |Movies 798 197
5 |CDs 16 29.98
& | Total 7696 135.2'
—
7
g m When you copy the formula
N from B6 to C6, the formula
g automatically changes the
10 | references in the new location
| and displays the surn of C3:C5.
1l

Khi sao chép cong thirc, ddm bao tham chiéu 6 chinh x4c. Ban c6 thé

thay do1 ching néu c6 tham chiéu lién quan.

Bang phim may tinh twong &ng véi ky hiéu trong

Microsoft Excel

Phim may

tinh

Phép tinh

Mo ta, vi du Két qua

trong Excel
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+ (dau cong) + Dung trong 12
cong thirc tinh
tong. Vi du:
=4+6+2

- (dau trir) - Dung trong
phép tru hoac
bicu thi s6 am.

Vi du:
-120

~18-12
=04%_5 (24 x
(-5)

x (dau nhan) * Dung trong 24
phép nhan. Vi
du: =8*3

+ (du chia) / Dung trong 9
phép chia. Vi
du: =45/5

% (phan tram) % Dung trong 3

cong thirc chira

Nguon: Download.vn 55


https://download.vn/thu-thuat-van-phong
https://download.vn/

v (cin béc hai)

1/x (s6 nghich
dao)

Nguon bai: Chuyén muc Kién thirc Vin phong

* dé tinh gia tri
phan tram. Vi

du: =15%*20

SQRT (ham) Dung ham 8
SQRT trong
cong thirc dé
tim can bac hai

cua mot so. Vi

du:
=SQRT(64)
=1/n Du =1/n trong 0.125

cong thuec,
trong don la
s6 ban mudn 1
chia cho no. Vi

du: =1/8

Trén day la cach dung Excel lam may tinh don gian va co ban nhat.

Ban c6 thé tham khao thém Nhitng ham tinh toan co ban trong Excel

de biét nhiéu cong thirc hon. Hi vong bai viét hitu ich vdi cac ban.
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Bai 5: Hang & cot trong Microsoft Excel

Chén hoac x6a hang & ¢ot
Chén/x6a hang & cot s& gitp ban sip xép bang tinh t6t hon.
Luwu y: Microsoft Excel c6 gi6i han s6 hang & cot trong mot bang tinh
nhu sau: 16.384 cOt va 1.048.576
Windows
Chen hoiac xo0a cft
1. Chon 6 bat ky trong cot, roi t6i Home > Insert > Insert Sheet
Columns hoac Delete Sheet Columns.

2. Cach khac, click chudt phai vao phia trén cung cua cdt, roi chon

Insert hoac Delete.
Chén hoac x0a hang
1. Chon 6 bét ky trong hang, sau d6, toi Home > Insert > Insert
Sheet Columns hoac Delete Sheet Columns.

2. Cach khac, click chut phai vao ) hang, roi chon Insert hodc

Delete.
Luwa chon dinh dang

Khi chon hang hodc cot da ap dung dinh dang, dinh dang do6 s€ duoc

chuyén sang hang hodc cdt méi chen vao. Néu khong mudn &p dung
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dinh dang do, ban c6 thé chon nt Insert Options sau khi chen va tich

mot trong sO cac lya chon sau:

A | B ¢ | b | E
0.01871 W bs51 0.323264 0.21415
0.187181 5

Format Same As Left

0.863551
Format Same As Right
0.79091 =

0.273499 (0 Clear Formatting 1

len o b | pa | =

Néu nut Options khong hién, hay toi File > Options > Advanced >
trong Cut, sao chép & dan nhom, tich tuy chon Show Insert Options

buttons.

Web

Vi du dé chén 6 gitta “Summer” va Winter”:
1. Click 6 Winter.

2. Trén tab Home, click miii tén trong Insert > click Insert Cells &

Shift Down.

LL] 0 = !

TEE __l}‘\ EAumﬂum - E '}' ﬁ

Insert  Delete Clear = Sort  Find

'E_:L Insert Rows

“TY  Insert Columns

Z= Insert Cells & Shift Right

1 g | M

ﬁq, Insert Cells & Shift Down

_L,, Insert Sheet Summer
Winter
Spring

Ngudn: Download.vn 58


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kién thirc Vin phong

Mot 6 mo1 nam trén 6 Winter s€ dugc thém vao nhu sau:

Insert Delete Clear = Sort  Find

L

uU

Insert Rows
Insert Columns

E<= Insert Cells B Shift Right

M
8, Insert Cells & Shift Down
|,_, Insert Sheet Summer
Winter
Spring

Cheén hang

Pé chén mot hang: Click chudt phai vao toan bo hang trén vi tri ban

muon chen hang mai, roi click Insert Rows.

b

?_I <2 nnn nn 54,500.00 57,6
Cut $5,345.00 55,6
Copy

1 Dacte $5,888.00 55,6

1

] Insert Rows $15,733.00 $18,9

1 Delete Rows $6,632.33 54,3

Dé cheén nhiéu hang: Chon cung so6 hang ban mudn thém hang mai.

Click chudt phai vao lua chon > nhan Insert Rows.

Chén cot
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Pé cheén mot cot mai: Click chudt phai vao toan bd cot & bén phai vi
tri ban mudn thém cot mai. Vi du, dé chén cot ndam gitta B & C, click

chudt phai vao ¢t C > click Insert Columns.

B C N
Cut
an Feb Copy
Paste
Insert Columns
Delete Columns
$3.000.00 54.5[}(].(]{]' $7.650.00

Dé chén nhiéu cot: Chon cung so cot & bén phai vi tri ban mudn thém

cot mai. Click chudt phai vao lua chon, roi click Insert Columns.
Xo0a 0, hang, cot
Néu khong can bat ky 6, hang hay cot hién tai nao, ddy 1a cach x6a
ching:

1. Chon 6/hang/cot ban mudn xda.

2. Trén tab Home, click miii tén trong Delete, roi nhan tuy chon x0a

phu hop.
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e - 7 A
":——‘ :'—?\ 2 AutoSum + |43 H

Insert [Delete # Clear = Sort Find

Ce 2 Delete Rows

» Delete Columns

@€  Delete Cells & Shift Left
#2, Delete Cells & Shift Up

August [ Delete Sheet
J $19,000.00
J 519,000.00

|Winter

Khi x6a hang hoac cot, cac hang/cot khac tu dong dich chuyén léntrén

hoac chuyén sang trai.

Meo: Néu thay doi y dinh ngay sau khi x6a 6, hang hodc cot, chi can

nhan Ctrl+Z dé khéi phuc lai.
Chon ngi dung 0 trong Excel

Lwu y: Ban khong thé chon 6 hay ndi dung trong worksheet dugc bao

vé bang mat khau.
Chon mot hoac nhiéu 6

1. Click vao 6 muon chon hoac dung ban phim di€u huéng to1 6 do

& chon no.

Ngudn: Download.vn 61


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kién thirc Van phong

2. Pé chon mot pham vi, chon mdt 0, roi nhan nat chudt trai, kéo
qua cac 6 khac. Hodc dung Shift + cac phim miii tén dé chon
vung.

3. Pé chon cac 6 & pham vi 6 khong lién keé, giit Ctrl, rdi chon
nhiing 6 do.

Chon m{t hoac nhiéu hang, cot

1. Click vao chir cai ¢ phia trén cung cua cot dé chon toan bd ndi
dung trong d6. Hoic click vao 6 bat ky trong cot, r6i nhan Ctrl +

Phim céach.

2. Nhén vao s6 hang dé chon toan bd hang d6 hoic click 6 bat ky
trong hang, roi nhan Shift + Phim cach.

3. Dé chon 6 hodc cot khong lién ke, gilt Ctrl va chon s6 hang hoac
cOt.

Chon béng biéu, danh sich hoiic worksheet

1. P& chon danh sach hoac bang bi€u, chon 6 trong nam trong né va

nhan Ctrl +A.

2. Pé chon toan bo worksheet, click nat Select All & goc trén cing
bén trai.
Select All button

A

[
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DPong bang bang dé khoa hang & cot
Dé hién thi c6 dinh mét vung worksheet trong khi cudn té1 vung khac,
hdy téi tab View. Noi day, ban s& c6 tuy chon Freeze Panes ho tro
khoa hang & cot cu thé ngay tai chd hodc ban c6 thé chia bang dé tao
ctra sO riéng cho bang tinh nay.
DPong bang hang hoac cot
Péng bing cot diu tién

e Chon View > Freeze Panes > Freeze First Column.

Dong mo xuat hién gitta ¢t A & B cho biét cot dau tién da bi dong

bang.
Pong biang 2 cot dau tién

e Chon cot thir ba.

e Chon View > Freeze Panes > Freeze Panes.
Dong bang ¢t & hang

« Chon 6 bén dudi hang va t&i bén phai cot ban mudn duy tri hién

thi khi cuon.
e Chon View > Freeze Panes > Freeze Panes.
Bo6 dong bang hang hoac cot

e Trén tab View > Window > Unfreeze Panes.
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=] [ 5pli View Side by Side
T SRl e

i iHide Synchronous Scrolling

2w Arrange | Freeze
dow All  Panes~ Unhide Reset Window Position
Unfreeze Panes

- Unlack all rows and columnps to scroll
through the entire workshlagt,

Freeze Top Row
G ;I Keep the top row visible while scrolling
- | | through the rest of the worksheet,
Freeze First Column
Keep the first column visible while
scrolling through the rest of the worksheet,

Luwu y: Néu khong thay tab View, c6 thé ban dang dung Excel Starter.

Phién ban nay khong hd tro tat ca tinh ning ciia Excel.
An hoic hién hang/cjt
An/bo an cot trong bang tinh dé chi hién dit liéu ban mubn thay khi in.
Windows
An cot
1. Chon mot hodc nhiéu cdt, nhan Ctrl dé chon thém céac cot khong
lién ke khac.
2. Click chuot phai vao cot da chon, roi nhan Hide.

Luu y: Puong thiang kép nam gitra hai cot 1a chi bao ban da an mot
.

cOt O gitra.

O

Bo6 an cot

1. Chon cac cot lién ké vé1 cot bi an.
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2. Click chudt phai vao cot Iua chon, roi click Unhide. Cach khac,
click dup vao dudng thang kép nam giira hai cot tai vi tri cot an

ton tai.
Web

Ban c6 thdy duong nét kép nam & tiéu dé cot hay hang nhu trong anh

nay khong?
A
1 ' ltems
2 offee 31 24
T Malt 2 6
5
A

Chung bao hiéu mot sb cot va hang da bi an. Pé thay dir liéu an, hay

lam nhu sau:
1. Chon c0t trudc va sau cOt an (cot C & F trong vi du nay).

2. Click chudt phai vao tiéu dé cot di chon, rdi nhan Unhide

Columns.

B C F = H

3{, Cut
store2 B store14f BB Copy

31 24 5 _

= 6 10
| utu

| Unhide Columns

Paste

Insert Columns

> Delete Columns

Hide Columns
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Pay 14 cach bo 4n hang:
1. Chon hang trudc va sau hang bi an (hang 3 & 4 trong vi du).

2. Click chudt phai vao tiéu dé hang da chon, réi nhan Unhide

Rows.

TCCTT TS EC T LT

2 lrntfnn | 21

5/ E®  Copy

Paste

il

Insert Rows

U
n

W 00~ o

Ly-

Delete Rows

10 Hide Rows

Unhide Rows

Luu y: Khi ¢6t & hang lién tiép bi an, ban khong thé bo an cot hodc
hang nao d6. Pau tién, b 4n toan bd cot hodc hang, roi an di nhing
thr ban khong mudn hién thi.
Dung Convert Text to Columns Wizard tach dir li€u
sang nhiéu c0t khac nhau
1. Ban c6 thé nhap text vao mot hoac nhiéu 6 va chia tach n6 thanh
nhiéu 6 khac nhau biang Convert Text to Columns Wizard.

2. Chon 6 hodc cot chtra text ban mudn chia tach.

3. Chon Data > Text to Columns.
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Trong Convert Text to Columns Wizard, chon Delimited >

Next.

Chon Delimiters for your data. Vi du, Comma va Space. Ban c6

thé xem trude dir liéu trong ctra s6 Data preview.
Chon Next.

Chon Column data format hoac dung dinh dang ma Excel da

chon cho ban

Chon Destination 1a noi ban muon dir li€u chia tach hién trén

bang tinh.

Chon Finish.

Tw dong dién ngay lién tiép trong danh sach trén

Excel

Ban c6 thé nhanh chong tao danh sach ngay theo thtr ty thdi gian nho

1énh Fill hoac Fill Handle T—i.

Dung Fill Handle

1.

2.

Chon 6 chtra ngay dau tién. Kéo = qua céc 6 lién ké mudn
dién ngay lién ti€p.

Chon =& & goc phai bén dudi cua 6 do, gitt chudt phai va kéo
de dién ti€ép ngay con lai. Ban c6 thé kéo bi€u tugng nay 1én,

xuong hoac sang ngang.
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A B C D E A
1172017 /2/20T 1/3/201]

Je ol pa

Copy Cells

Fill 5eries

Fill Formatting Only
Fill Without Formatting
Fill Days

Fill Weekdays
Fill Maonths
Fill ¥ears

N

o WO 0D =] T un

-y

oo oo o ol@olH
4

—
—&

Dung Iénh Fill
1. Chon 6 ngay dau tién, roi chon pham vi 6 mudn dién ngay theo
thot gian.
2. Chon Home > Editing > Fill > Series > Date unit. Chon don vi
mudn sir dung.
Meo: Ban c6 thé phan loai ngay nhu cac dit liéu khac. Mic dinh, ngay
s& duoc sip xép theo thir tu tir ngdy dau téi ngay cudi thang.
Thay d6i d0 rong cot hoic chiéu cao 6 trong Excel
Ban c6 thé diéu chinh dd rong cot hoac chiéu cao hang hay tu dong
chinh lai kich thudc cot & hang dé ching vira khits dir liéu.
Luu y: Puong ndm giira cac 6, cot va hang 1a duong ranh gidi. Néu
cot qua hep dé hién dix liéu, ban s& théy #i## trong 0.

Chinh lai kich thudc hang

1. Chon hang hodac mdt pham vi hang nao do.
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2. Trén tab Home, trong nhém Cells, chon Format > Row Width.
3. GO d0 rong hang va chon OK.

Chinh lai kich thwéc ¢t

1. Chon cot hodac mot pham vi cot.

2. Trén tab Home, trong nhém Cells, chon Format > Column

Width.
3. GO d0 rong cot va chon OK.
Tw dong chinh lai kich thudc toan b cot va hang vira khit
dir liéu
1. Chon nit Select All | & phia trén cung cta bang tinh dé chon
toan b0 cot & hang.
2. Click dtp vao dudng vién. Toan bd cot hodc hang s& duoc chinh
lai kich thudc vira khit dir liu.
Hop nhit cot trong Excel
Trong mat $6 truong hop, ban sé mudn hop nhat toan bo cot thay vi

chi vai 6. GOp cot trong Excel rat dé, chi can chon hai c6t va lam theo

cac budc tuong tu ké trén.

Dau tién, chon hai c6t mudn gop:
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D

Email Address

rcardinalel@blogs.com
groston2@sciencedaily.com

Ibaribal3@wufoo.com

|dcoxwelld@tiny.cc

aduggan5@dailymail.co.uk

: svanoorte@technorati.com

thullant7@over-blog.com
scollar8@wiley.com

|aenterleS@odnoklassniki.ru

ckigelmana@hibu.com
nborringtonb@imgur.com
dhabbertc@github.io

A B C
B8/10 NumberjFirst Name S Sa .
2 1iGenia MacKibbon
3 2|Remy Cardinale
4 3|Gwen Roston
5 4{Lawton Baribal
6 5|Dianemarie  Coxwell
7 6| Anica ‘Duggan
8 7|Senja Van Oort
9 SiTod  Bullant
10 9|Sheilakathryn Collar
1 10|Amelita  Enterle
12 11{Cinda Kigelman
13 12| Nolan Borrington
14 13| David Habbert
15 14|Korie Barnsley
16 1s|chaim  Bomes
17 16{Emmye  Chawner
i3 17| Caterina Gowland
1 AP i ol i fm

kbarnsleyd@webnode.com
chorrese@privacy.gov.au
echawnerf@icio.us
cgowlandg@intel.com

[ 15 Sy jp— . T

- O

gmackibbon0@nationalgeographic.com

E
IP Address
200.164.212.109
95.62.121.26
74.107.20.18
217.41.39.97
32.46.33.27
231.149.181.10
60.189.165.99
139.45.60.163
49.167.56.69
238.162.238.196
109.53.95.248
1.186.139.233
105.184.251.195
1.114.242.38
0.235.26.206
248.87.85.66
94.67.244.25

[/4A (99 4A 14n

Néu nhan nut Merge & Center, ban s€ c6 mot 0 1on chi chira mdt gia

trji duy nhat. Thay vao d6, click miii tén di xudng bén canh Merge &

Center va chon Merge Across:

i . A A =R ¥ b -
Calibri 11 A A = 22 Wrap Text er
BIU- H- D-A- === =3 EMergeliCenter v § - % * G0 f§ Cond
Farmatt
Fl Font N Alignm E Merge & Center MNumber =
> E First Name )
EH  Merge Celis
- Merge Across
B E D | Unmerge Cells )
- z = L] . ; it Merge selected cells in the same
oer |First Name I.BSt NHI‘I‘I‘E Email Address row into one large cell.
1|Genia :Iﬂac[ihbm gmackibbon0@nationalgeographic.com 20 . ___
2|Remy I('.ardmale |rcardinalel@blogs.com 95.62.121.26
3|Gwen ~ Roston |groston2@sciencedaily.com 74.107.20.18
MLawton 'Baribal Ibaribal3@wufoo.com 217.41.39.97
5|Dianemarie ;cnmll deoxwelld@tiny.cc 32.46.33.27
6|Anica 'Duggan aduggans5@dailymail.co.uk 231.149.181.10
7|Sonja VanOort  [svanoort6@technorati.com 60.189.165.99
8]Ted  Bullant |tbullant7@over-blog.com 139.45.60.163
9|Sheilakathryn Et’.‘.ﬂllar' scollarB@wiley.com 49.167.56.69
10| Amelita ,Eniaeﬂe aenterled@odnoklassniki.ru 238.162.238.196
11|Cinda Kigelman ckigelmana@hibu.com 109.53.95.248
17 kkmdam Barrinatnn nharrinmtanh@ionmoar caen 1 126 124 733
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Sau khi click Merge Across, ban s€¢ nhan dugc thong bao khac tu
Excel. Nhung thay vi mgt thong bao, ban s€ nhan duoc mdt canh bao
cho tung hang trong vung lga chon. Sau khi click OK ¢ tirng hang,

ban c6 ngay mdt cot hop nhat mai.

Bl v Fr First Mame

A 8 C D E F
1 |ID Number |First Name Email Address IP Address
2 1|{Genia gmackibbon®@nationalgeographic.com | 200.164.212.109
3 2|Remy rcardinalel@blogs.com 95.62.121.26
4 3lGwen groston2@sciencedally.com 74.107.20.18
5 4 Lawton Ibaribal3@wufoo.com 217.41.39.97
& 5|Dianemarie dcoxwelld@tiny.cc 32.46.33.27
T 6| Anica aduggan5s@dailymail.co.uk 231.149.181.10
] 7|Sonja svancorté@technorati.com 60.189.165.99
a 8|Tod tbullant7@over-blog.com 139.45.60.163
10 9| Sheilakathryn scollarB@wiley.com 49.167.56.69
11 10| Amelita aenterled@odnokiassniki.ru 238.162.238.196
12 11|Cinda ckigelmana@hibu.com 109.53.95.248
13 12{Nolan nborringtonb@imgur.com 1.186.139.233
14 13| David dhabbertc@github.io 105.184.251.195
15 14| Korie kbarnsleyd@webnode.com 1.114.242.38
16 15| Chaim chorrese @privacy.gov.au 0.235.26.206
17 16lEmmwve echawnerf@icio.us 248.87.85.66

Ban c6 thé ty hoi tai sao khong xo6a cot thir hai trong trudng hop nay.

Ban c6 thé 1am diéu d6 néu mudn.
Bai 6: Cach loc gia tri duy nhat va x6a gia tri
trung lap trong Excel
Loc gia tri duy nhat hoic x6a dit liéu triung lip trén
Excel cho Windows

Pé loc gia tri duy nhét, click Data > Sort & Filter > Advanced.
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e e
A L | A
LW M E

Z| Sort Filter .
A T Advanced

ok o CiMa
Sort & Filter

Pé xoa gia tri trung lip, click Data > Data Tools > Remove

Duplicates.

"V 5 Flash Fill B+o Consolidate
Ele=

BB Remove Duplicates JE% What-If Analysis »
Text to

Columns

i Data Validation ~

Data Tools

Pé 1am noi bat gia tri duy nhat hay trung lip, dung 1énh Conditional

Formatting trong nhom Style trén tab Home.

Huwéng dén chi tiét cach loc gia tri duy nhat va xoéa gia tri
trung lap trén Excel

Loc gia tri duy nhat hay loai bo gia tri trung ldp 1a hai nhi€ém vu tuong
tw nhau b&i myc tiéu déu hudng to1 trinh bay mot danh sach cac gia tri
riéng bi¢t. Tuy nhién, c6 mot sy khac bi€t quan trong. Khi ban loc cac
gia tri duy nhat, gia tri tring ldp chi bi an tam thoi. Xoa gia tri trung
lap dong nghia chiing bi loai vinh vién khoi bang tinh.

Gia tri trang 1ap 1a mot trong so tat ca gia tri ndm t6i thiéu & mot hang
doéng nhat voi tat ca gid tri ctia hang khac. So sanh cac gia tri trang lip

phu thuoc vao dir liu hién trong 6 - khong phai gia tri luu trong 6. Vi
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du, ban c6 cung gia tri ngay & cac 6 khac nhau. Mot 6 c6 dinh dang

3/8/2006, 6 khac 1a Mar 8, 2006. Nhitng gié tri nay 1a duy nhat.

Kiém tra truéc khi x6a trung Lip: Trude khi loai bo cac gia trj tring
1ap, dau tién, ban nén thir loc hodc dinh dang theo diéu kién céc gia tri

duy nhat dé xac nhan ban s& dat duoc két qua nhu mong doi.
Cich loc gia tri duy nhat
1. Chon pham vi 6 hoidc dam bao 6 dang sir dung nam trong mot bang.

2. Click Data > Advanced (trong nhom Sort & Filter).

STz
A 7 A

o AL

[

Z| Sort Filter .

e
i Advanced

&t B Filba
B Filter

3. O popup Advanced Filter, hiy lam nhu sau:
Loc pham vi 6 hoiic bang biéu tai ché:

o Click Filter the list, in-place.
Pé sao chép két qua bd loc sang vi tri khac:

Click Copy to another location.

Trong box Copy to, nhap mot tham chiéu 6.

Cach khac, click Collapse Dialog®/dé tam thoi an cira s6 popup,

chon mét 6 trén worksheet, roi click Expand.

Tich Unique records only, roi click OK.
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Cac gia tri duy nhat trong pham vi nay s& duoc sao chép sang vi tri

y .

moi.

Loai bo cac gia tri trung lap

Khi x6a gia tr1 trung 1ap, chi c6 cac gia tr1 trong pham vi 6 hodc bang
bi anh huong. Nhimg gia tri khac nim ngoai pham vi 6 hay bang sé
khong thay d6i hay di chuyén. Khi dir liéu trung ldp da bi x6a bo, 1an
xuat hién dau tién cia gid tri nay trong danh sach duogc giit lai con cac
gia trj dong nhat khac s& bi x6a bo.

Vi dang x6a vinh vién dir liéu, ban nén sao chép pham vi 6 hoic bang
géc vao worksheet hoac workbook khac trudc khi loai bo cac gia tri
trung 1ap.

Cac budc lam nhu sau:

1. Chon pham vi 6 hodc dam bao 6 dang hoat dong nam trong mot
bang.

2. Trén tab Data, click Remove Duplicates (trong nhom Data Tools).

E"?}é = Flash Fill Bo Consolidate

3 BB Remove Duplicates J[E5 What-If Analysis ~
Text to
Columns ca Data Validation ~

Data Tools

3. Thuc hién theo mot hodc nhiéu thao tac sau:

e Trong Columns, chon tr mgt hodc nhiéu cot.
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« Dé chon nhanh toan bo cot, click Select All.

« Dé nhanh chong x0a toan bd cdt, click Unselect All.

Néu pham vi 6 hodc bang chura nhiéu c¢ot va ban chi mudn chon mot
vai cot, ban ¢6 thé dé dang click Unselect All d¢ loai boé nd. Sau do,

trong Columns, chon nhitng ¢4t nay.

Luu y: D liéu s€ b1 x6a khéi toan bo cot, ngay ca khi ban khong
chon tit ca cOt & bude nay. Vi du, néu chon Columnl va Column2,
nhung bé qua Column3, thi tir khoa duoc dung dé tim trung lap 14 gia
tri clia ca hai cot 1 & 2. Néu tim thay trung lip trong nhimg cot nay,
toan bo hang do s€ bi loai bod, bao gé)m cac cot khac trong bang hoac

pham vi ké trén.

4. Click OK, thong bao sb luong gia tri trung ldp bi x6a hay con lai s&
hién ra. Nhan OK dé dong thong bao nay.

5. Hoan tac thay d6i bang cach click Undo hodc nhan Ctrl+Z trén ban
phim.

Nhirng vin dé thuong gip khi x6a trung Lip trén dir bang dir liéu
phén tong hoiic phac thio

Ban khong thé loai bo cac gia tr1 trung 1ap khoéi dit liéu phac thao dugce
vach ra hoac phan téng. Pé loai bo trung 1ap, ban phai xda cd hai dir
liéu nay.

Gia tri duy nhat hoiic trung Lip theo diéu kién
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Lwu y: Ban khong thé dinh dang céc truong theo diéu kién trong ving
Values ctia bao cao dang PivotTable bang cac gia tri duy nhat hay
trung 1ap.

Dinh dang nhanh

1. Chon mot hodc nhiéu 6 hon trong mot pham vi, bang biéu hodc
PivotTable.

2. Trén tab Home, trong nhom Style, click miii tén nhé & Conditional

Formatting > Highlight Cells Rules va chon Duplicate Values.

-, Hd | Normal Bad
SEd i
Conditional [Format as  Good Neutra

Formatting =] Table~

| Highlight Cells Rules » | Greater Than...
. =

=]
;2 | Top/Bottom Rules » | | ess Than...
o] - H<)
- j
B Data Bars AN . Between...
- ]
-]
“= | Color Scales ] Equal To...
— -:|
=" lconSets b | Text that Contains..
[ab]
E] MewR i
= - - jl A Date Occurring...
E# ClearRule b p—
2] Manage Rule ‘ Euplicate\falues_‘
More Rules...

3. Nhap gia tri ban mudn dung, roi chon dinh dang.

Pinh dang nang cao
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1. Chon mét hodc nhiéu 6 theo pham vi, bang biéu hodc bio cao

PivotTable.

2. Trén tab Home, trong nhom Styles, click miii tén ¢ Conditional
Formatting > click Manage Rules dé hién cta s6 Conditional

Formatting Rules Manager.
3. Lam theo mdt trong nhitng budc sau:

« Dé thém dinh dang co diéu kién, click New Rule dé hién New

Formatting Rule.

« Dé thay ddi dinh dang c6 diéu kién, bat dau bang cach dam bao da
chon worksheet hoac bang phu hop trong danh sach Show
formatting rules for. Néu can, chon pham vi 6 khac b::ing cach
click nat Collapse trong Applies to dé tam thoi an no di. Chon
pham vi 6 méi trén worksheet, sau d6 mé cira so popup d6 lan
nita. Chon quy tac nay, sau d6 click Edit rule dé hién Edit

Formatting Rule.

4. Trong Select a Rule Type, click Format only unique or duplicate

values.

5. Trong danh sach Format all cua Edit the Rule Description, chon

unique hodc duplicate.
6. Click Format dé hién cira s6 Format Cells.
7. Chon sb, font, duong vién hodc dinh dang lép d::iy ban mudn ap

dung khi gia tri 6 théa man diéu kién, sau d6, click OK. Ban c6 thé
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chon nhiéu hon mot dinh dang. Cac dinh dang ma ban chon s€ dugc
hién trong bang Preview.

Loc gia tri duy nhat hoac xo0a dir li€u trung Iap trén
Excel Online

Trong Excel cho Web, ban c¢6 thé xda gia tri trung lap.

Xo0a gia tri trung lap

Khi x6a gia tri trung 1ap, anh huong chi xdy ra trén cac gia tri thudc
pham vi 6 hoic bang. Cac gia tri khdc nam ngoai pham vi 6 hoic bang
nay sé khong thay d6i hay bi di chuyén. Khi x6a trang 1ip thanh cong,
lan xuét hién dau tién cua gia tri trong danh sach s€ duoc gitr lai, cac

gia trj dong nhat khac s& bi x6a bo.

Luu y: Ban ludén c6 thé click Undo dé lay lai dir liéu sau khi xoa
trung 1ap. Tt hon hét, ban nén sao chép pham vi 6 hoic bang gbc vao

worksheet hodc workbook khac truéce khi loai bé cac gia tri trung 1ap.
Cac budc thuc hién nhu sau:

1. Chon pham vi 6 hoic dam bao 6 dang hoat dong nam trong bang.
2. Trén tab Data, click Remove Duplicates.

3. Trong Remove Duplicates, bod chon cot bat ky tai no1 ban khong

muon xo0a gia tri trung lap.

Luu y: D li¢u s€ b1 x6a khoéi toan bo cot, ngay ca khi ban khong

chon 1am nhu thé. Vi du, néu chon ¢ot 1 & 2, bo ¢ot 3. Tir khoa duoc
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dung dé tim trung ldp 13 gia tri & ca cot 1 va 2. Néu phat hién trung lip
trong hai cQt nay, toan bo hang do6 s€ bi x0a, bao gém ca dur liéu ta1 cot
3.

Click OK. Théng bao luong gia tri trung 1ip bi x6a sé& hién ra. Nhan
OK dé dong no.

Luu y: Néu muén léy lai dit liéu, chi can click Undo hodc Ctrl+Z trén

ban phim.
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Bai 7: Di chuyén & sao chép noi dung 6
trong Excel
Hiy cung ching tdi tiép tuc hoc cach sao chép hay di chuyén ndi
dung 6 trong Microsoft Excel nhw thé niao nhé!

Dung Cut, Copy va Paste dé di chuyén, sao chép ndi dung 6 hoic dir
liéu hay thudc tinh nao d6 trong cac 6. Vi du, sao chép gia tri két qua
ctia cong thirc ma khéng can sao chép cong thire d6 hodc chi “copy”

cong thirc nay.

Excel s€ di chuyén hodc sao chép 6 ban muon, bao gdom cong thirc, gia

tri két qua, dinh dang va binh luan bén trong.

Ban c6 thé di chuyén 6 trong Excel bang cach kéo va tha hodc dung

Iénh Cut & Paste.

Di chuyén 6 bang cich kéo & tha

1. Chon 6 hoic pham vi 6 muén sao chép hay di chuyén.
2. Tro chuot té1 duong vién bao quanh lya chon.

+

R
3. Khi con tré c6 hinh dang {% ,kéo 06 hodac pham vi 6 d6 sang vi tri
khac.

Di chuyén 6 bing ciach Cut & Paste

1. Chon 6 hoac pham vi 6.
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2. Chon Home > Cut db hodc nhan Ctrl + X.

3. Chon 6 tai vi tri ban mu6n chuyén dir licu.

4. Chon Home > Paste ar_Ll hodc nhan Ctrl + V.

Sao chép 6 trong worksheet bang 1énh Copy & Paste.
1. Chon 6 hodc pham vi 6.

2. Chon Copy hoic nhan Ctrl + C.

3. Chon Paste hoic nhan Ctrl + V.

Di chuyén hodic sao chép 6

1. Chon 6 muédn chuyén hoic sao chép.

2. Trén tab Home, trong nhom Clipboard, thuc hi¢n mot trong sb tac

vu sau:

L

= & Cut
53 Copy -
Paste :
- # Format Painter

Cliphoard

. bé chuyén o, click Cut #  hodc Ctrl+X.

. Dé sao chép 9, click Copy 3 hoac Ctrl+C.

3. Chon 6 phia trén bén trai cia vung dan dir licu.

Nguon: Download.vn 81


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguoén bai: Chuyén muc Kién thirc Vin phong
Meo: Dé chuyén hodc sao chép lua chon sang worksheet hay
workbook khac, click tab worksheet hodc chuyén sang workbook

khac, 61 chon 6 bén trai phia trén cia vung dan.

4. Trén tab Home, trong nhom Clipboard, click Paste hoac
nhan Ctrl+V.

Luuy:
. Excel hién thi duong vién dong di chuyén quanh céc 6 bi cat
hodc sao chép. Pé huy dudng vién nay, nhan Esc.
. Excel thay thé dit liéu hién tai trong vung dan khi ban cat & dan
6 dé di chuyén chung.
« Dé co cac Iwa chon cu thé khi dan 6, ban ¢6 thé click vao mii
tén bén dudi Paste, sau do click tuy chon mong mudn. Vi duy,

click Paste Special hoac Picture.

« Mic dinh, Excel hién thi nut Paste Options trén worksheet dé
cung cép cac Iva chon dac bi¢t khi dan cac 6 nhu Keep Source
Formatting. Néu khong mudn hién nit bAm nay mdi 1an déan 6,
ban c6 thé tat tiy chon nay. Click tab File > Options. Trong
danh muc Advanced, & Cut, Copy & Paste, bo tich 6 Show

Paste Options button when content is pasted.
Di chuyén hoic sao chép 6 bang chudt
Mic dinh, chinh stra kéo & tha duoc bat dé ban c6 thé dung chudt di

chuyén, sao cheép cac 6.
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1. Chon 6 hodc pham vi 6 mudn sao chép hay di chuyén.
2. Thuc hién mdt trong s6 tac vu sau:

« D¢ di chuyén mot 6 hodc pham vi 6, tré té1 duong vién lua

+

ok
chon. Khi con tré ¢6 hinh 15 kéo 6 hay pham vi 6 d6 sang vi

tri khac.

« Sao chép mot 6 hodc pham vi 0, gitt phim Ctrl trong khi ban trd

to1 duong vién lya chon. Khi con tré chuyén sang, kéo 0

hoac pham vi 6 do sang vi tri khac.

Lwu y: Excel thay thé dir liéu hién tai trong ving dan khi ban di

chuyén cac 0.

Khi sao chép 0, tham chiéu cua chung tu dong dugc diéu chinh. Thé
nhung, khi di chuyén 6, diéu d6 s& khong xay ra. Noi dung ciia nhitng
o ndy va 6 bat ky tro toi chung ¢ thé duoc hién thi dudi dang cac 16i
tham chiéu. Trong trudong hop nay, ban phai diéu chinh nhimg tham
chiéu d6 theo cach thu cong.

Néu ving sao chép duge chon bao gdm cac 6 an, hang hoic cot, Excel
s& sao chép ching. Ban c6 thé phai bo an dir liéu tam thdi khong mudn

bao gom khi sao chép thong tin.
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Chén 0 da di chuyén hoiac sao chép giira cac 6 hién tai

1. Chon 6 hoac pham vi 6 chtra dit li¢u ban muo6n sao chép hoac di

chuyén.

2. Trén tab Home > Clipboard, thyc hién mot trong s6 tac vu sau:
. Dédi chuyén lya chon, click Cut hodc nhan Ctrl+X.
. Dé sao chép lua chon, click Copy hoac nhan Ctrl+C.

3. Click chudt phai vao 6 bén trai phia trén cua vung dan, roi

click Insert Cut Cells hodc Insert Copied Cells.

Meo: Pé di chuyén hoic sao chép lua chon sang worksheet hay
workbook khac, click tab worksheet hoic chuyén sang workbook

khac, sau do, chon 6 bén trai phia trén vung dan hién tai.

4. Trong hop thoai Insert Paste, click huéng ban muén chuyén sang 6

xung quanh.

Luuy: Néu chén toan bd hang hodc cot, hang va cot xung quanh duogc

chuyén xuong bén duoi hodc sang trai.
Sao chép chi cac 6 hién thi

Néu mot s0 0, hang hoac cot trén worksheet khong hién thi, ban co tuy
chon sao chép toan bg 6 hodc chi cac 6 xuat hién. Vi duy, ban c6 thé

chon chi sao chép dir li¢u téng két trén worksheet phu luc.
1. Chon 6 mudn sao chép.

2. Trén tab Home > Editing > click Find & Select > Go To Special.
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Autasum *
,g? Y
jFH Sort & Find &

&2 Clear ~ Filker = Select~
Editing

3. Trong Select, click Visible cells only > OK.

4. Trén tab Home > Clipboard > click Copy hoic nhan Ctrl+C.

5. Chon 0 phia trén bén trai vung dan.

6. Trén tab Home > Clipboard > click Paste hodc nhan Ctrl+V.

Néu click miii tén bén duéi Paste, ban c6 thé c6 mot sb lya chon dan
dix liéu dé ap dung.

Excel dan dir liéu d3 sao chép theo hang & cot lién tiép. Néu ving dan
chtra hang hoac cot an, ban co thé phai bo an vung dan dé théy toan bd
0 da sao chep.

Khi sao chép hoidc dan dir liéu 4n hay duoc loc vao tmg dung/ phién

ban Excel khac, chi cac 6 hién thi duogc sao chép.

Chiin sao chép cac 6 trong tir viéc thay thé dir liéu

1. Chon pham vi chita cac 6 trong.

2. Trén tab Home > Clipboard > Copy hoic nhan Ctrl+C.
3. Chon 0 bén trai phia trén cua vung dan.

4. Trén tab Home > Clipboard, click miii t€n dudi Paste va

click Paste Special.
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5. Chon tich 6 Skip blanks.

Di chuyén hoic sao chép chi ndi dung ciia mot 6

1. Click dup vao 6 chura dir li¢u ban mudn di chuyén hoac sao chép.
Luu y: Mac dinh, ban c6 thé chinh stra & chon dit liéu truc tiép trong
6 d6 bang cach click dap vao né, thé nhung, ban ciing ¢ thé chinh stra
& chon dir 1iéu 0 trong thanh cong thirc.

2. Trong 6 do, chon ky tu ban mudn sao chép hodc di chuyén.

3. Trén tab Home > Clipboard > thuc hién mot trong s6 cac tac vu

sau:
. Dbé chuyén lua chon, click Cut hodc nhan Ctrl+X.
. Désao chép lua chon, click Copy hoac nhan Ctrl+C.

4. Trong 6 nay, click vi tri ban mudn dan céc ky tu hoac click dup 6

khac dé chuyén hay sao chép dit liéu.
5. Trén tab Home > Clipboard, click Paste hoic nhan Ctrl+V.

6. Nhan Enter.

Lwu y: Khi click dtp vao 6 hodc nhan F2 dé chinh stra 6 dang hoat
dong, phim miii tén chi hoat dong trong 6 d6. Pé dung cac phim miii
tén chuyén no sang 6 khac, dau tién nhan Enter dé hoan thanh cac
thay doi chinh stra sang 6 dang hoat dong.

Sao chép gia tri, dinh dang hoac chi cong thirc trong 6

Khi déan dir li€u sao chép, ban c6 thé 1am mot trong so6 tac vu sau:
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Chi dan dinh dang 6 nhu mau font hodc dién mau (va khong
phai nd1 dung cua cac 6 do).
Chuyén d6i cong thirc bat ky trong 6 d6 sang cac gia tri tinh
toan ma khong ghi d¢ dinh dang hién tai.
Chi dan cong thirc (khong phai gia tri tinh toan).
Chon 6 hodc pham vi 6 chtra gia tri, dinh dang hay cong thurc
mudn sao chép.

Trén tab Home > Clipboard > Copy hoic nhan Ctrl+C.

Chon 6 bén trai phia trén cua vung dan hoac 6 tai vi tri ban

mudn dan gia tri, dinh dang hay cong thirc trong 0.

Trén tab Home > Clipboard > click miii tén bén dudi Paste,

sau do thuc hién mot trong s6 tac vu sau:
. Click Values dé chi dan gia tri.
« Click Formatting dé chi dan dinh dang.

. Click Formulas dé chi dan cong thtc.

Luu y: Néu cong thirc da sao chép chira cac tham so6 6 1ién quan,

Excel s€ diéu chinh c4c tham chi€u nay (va cac phan lién quan khac)

trong cong thurc sao chép. Vi dy, gia st 6 B8 chira cong thurc

=SUM(B1:B7). Néu ban sao chép cong thirc ndy sang 6 C8, cong thirc

trung 13p tham chiéu t6i 6 twong tng trong cot d6: =SUM(C1:C7).

Néu cong thirc d sao chép chira tham chiéu 6 tuyét doi, tham chiéu
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trong cong thurc sao chép khong thay doi. Néu khong nhan duoc két
qua nhu y, ban cling ¢6 thé thay d61 tham chi€u trong cong thirc goc

sang tham chiéu 6 li€én quan hodc tuyét doi, ro1 sao chép lai cac 6 do.
Sao chép cai dat do rong o

Dir liéu sao chép dugc dan sir dung thiét lap do rong cot cua cac 6

muc tiéu. Dé hiéu chinh né phu hop véi 6 ngudn, hiy 1am nhu sau:
1. Chon 6 mudn di chuyén hodc sao chép.
2. Trén tab Home > Clipboard, thuc hién mot trong s6 viée sau:

. Dédi chuyén 0, click Cut hoac Ctrl+X.

. Pé sao chép 6, click Copy hoic Ctrl+X.
3. Chon 6 bén trai phia trén cua vung dan.
Meo: Dé chuyén hoic sao chép lwa chon sang worksheet hay
workbook khac, click tab worksheet hoac chuyén sang workbook
khac, r6i chon 6 bén trai phia trén ving dan.
4. Trén tab Home, trong Clipboard, click mili tén trong Paste, r0i
click Keep Source Column Widths.
Trén day 1a cach di chuyén 6 hay sao chép noi dung 6 trong Excel. Hi

vong bai viét hiru ich v&i cac ban.
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Bai 8: Tim & thay thé text, so trén worksheet

Tinh ning Find & Replace trong Excel duoc dung dé tim kiém dit liéu
trong workbook, vi du nhu s6 hodc chudi text nao do. Ban c6 thé x4c
dinh muc tim kiém tham chiéu hodc thay thé nd bang dit liéu khac.
Ban c6 thé bao gém ky tu dai dién cho dau cham hoi, dau nga va dau
hoa thi hodc s6 trong tir khoa tim kiém. Ban c6 thé tim theo hang &
cot, tim trong binh luan hoac gia tri, worksheet, thim chi toan b0

workbook.

Tim & thay thé dir liéu trong Excel trén Windows
Tim dir liéu

Pé tim thr gi d6, nhan Ctrl+F, hoic t5i Home > Editing > Find &
Select > Find.

Luu y: Vi du nay click Options >> dé hién toan bod hop thoai Find.

Mic dinh, n6 s€ hién vo1 Options bi an.
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Find and Replace Enter the text or number to find, ? X
then press Find All or Find Next
Find  Replace
Find what: I text or number to find s I Mo Format Set | Format... |-
Within: | Sheet «| [ Match case
' D MMatch entire cell contents
Search: | By Rows W |
Look in: | Formulas bt Options <<
Find All Find Next Close

1. Trong box Find what:, g text hoic s6 ban mudn tim hay click mii

tén trong box nay, r61 chon muc tim ki€ém gan day tir danh sach.

Meo: Ban c6 thé dung céc ky tu dai dién - ddu chdm hoi (?), hoa thi
(*), dau ngi (~) - trong tiéu chi tim kiém ctia ban.
. Dung ? dé tim mot ky tu bat ky - vi du: s?t tim "sat" va "set".
. Dung * dé tim s6 cta ky tu bat ky - vi du: s*d tim "sad" va
"started".

« Dung ~ trudc ?, *, ~ dé€ tim cac dau cau hoi, hoa thi hodc cac ky

tir ddu khéc - vi du: fy91~? tim "fy91?".
2. Click Find All hoic Find Next dé chay tim kiém.

Meo: Khi click Find All, moi su xudt hién cua tiéu chi ban dang tim

kiém s€ duoc liét ké. Click vao mot vi tri xuat hién tir khda ban tim
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trong danh sach dé chon 6 d6. Ban c6 thé phan loai két qua bang cach
click vao tidu de cot.

3. Click Options>> dé tim kiém sau hon néu can:
 Within: Dé tim kiém dit liéu trong worksheet hodc toan b0

workbook, chon Sheet hoac Workbook.

. Search: Ban c6 thé chon tim theo By Rows (mic djnh) hoic By

Columns.

. Look in: Dé tim dit liéu kém chi tiét cu thé, trong box nay, click

Formulas, Values, Notes hoac Comments.

Luu y: Formulas, Values, Notes va Comments chi c¢6 san trong tab

Find; chi Formulas c6 mat & tab Replace.

« Match case - Tich vao n6 néu muodn tim kiém dit li¢u phan biét

chir hoa & thuong.

« Match entire cell contents - Tich n6 néu ban mudn tim ki€ém 6

chi chira ky ty g0 trong box Find what:.

4, Néu mudn tim text hodc sb chira dinh dang cu thé, click Format,

sau d6 tién hanh lya chon trong box hop thoai Find Format.

Meo: Néu muén tim & khdp dinh dang nao do, ban c6 thé x6a tiéu chi
bat ky trong box Find what, roi chon dinh dang 6 cu thé 1am vi du.
Click miii tén bén canh Format, click Choose Format From Cell, rdi

click vao 6 chtra dinh dang ban muon tim kiém.
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Thay thé dir liéu
pé thay thé text hodc sd, nhan Ctrl+H, hodc t6i Home > Editing >
Find & Select > Replace.
Luwu y: Trong vi du sau, bai viét click nut Options >> dé hién toan bd

hop thoai Find. Mic dinh, n6 s& hién véi Options bi an.

Find and Replace

Enter the text or number to find, the text or number

to replace it with, then press Replace All or Replace

Fingd Replace

Find what: text/number tao find w{l| Mo Format Set

Replace with: || text/number to replace v Mo Format Set

Within: | Sheet v| [0 Match case
1 I:I Match entire cell contents
Search: | By Rows Lol

Look in: | Formulas b Oplions <<

Replace All Eeplace Find All Eind Mext Close

1. Tim box Find what:, g0 text hoac s6 mudn tim hodc click mili tén
trong box Find what:, roi chon muyc tim kiém gan day tir danh sach
nay. (Ban co thé dung cac ky tu dai dién nhu da liét ké & muc trén).

. Trong box Replace with:, nhap text hoac s6 ban mubn dung dé

thay thé text tim kiém.

2. Click Replace All hoiac Replace.
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Meo: Khi click Replace All, moi lan xuat hién cua ti€u chi ban tim sé
dugc thay the, trong khi Replace cap nhat mot lan xuat hién tai mot
thoi diem.
3. Click Options>> m¢ rong két qua tim kiém néu can.
4. Néu muon tim text hoac s6 ¢ dinh dang cu th¢, click Format, ro1
lga chon dinh dang ban mudn trong box Find Format.

Tim & thay thé dir liéu trong Excel trén Mac

C6 hai phuong phap khac nhau dé tim hodc thay thé text, sd trén Mac.
Pau tién 1a ding hop thoai Find & Replace. Thu hai 13 dung Search

bar trong ribbon.

Ngudn: Download.vn 93


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguoén bai: Chuyén muc Kién thire Vin phong

Replace

Find what:

text or num be_r to find

| Match case

B _ | Find entire cells only

Within: L Eheet

Search: By Rows

Replace with:

Fleplla::e Replace All ' Close ' m

T i il i E

+ Search in Sheet
Search in Warkbook

Advanced Search...
Replace...

=TT P S

Tim text hoiic so trong Find & Replace

Nhén Ctrl+F hoic t6i Home > Find & Select > Find.
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Find what:

Find

: text or number to find|

Within: Sheet

Search: By Rows

Look in: | Formulas

Replace...

| Find entire cells only

Match case

1. Trong Find what:, gd text hodc s6 ban mubn tim.

2. Click Find Next dé chay tim kiém.

3. Ban c6 thé mo rong két qua tim kiém néu can. Céc tuy chon tuong

tu nhu phién ban Windows da li¢t ké & trén.

Thay thé text hoic s6 bang hop thoai Find & Replace

bé thay thé text hodc s, nhan Ctrl+H, hoic t6i Home > Find &

Select > Replace.
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Replace

Find what:

text or number to find

Match case
Find entire cells only

Within: Sheet

B B

Search: By Rows

Replace with:
Replace Replace All Close W

1. Trong Find what, g text hoac s6 ban mudn tim.

2. Trong Replace with, nhap text hodc s6 ban muén dung dé thay thé
ndi dung tim kiém.

3. Click Replace hoac Replace All.

4. Ban c6 thé mo rong ti€u chi tim kiém néu can, bao gém: Within,

Search, Match case, Match entire cell contents.
Tim text hoiic so trong thanh tim kiém

1.Click 6 bat ky dé tim kiém toan bd bang tinh hodc chon mdgt pham vi
6 cu theé.

2. Nhan %+F hoic click icon dé mé rong thanh Search, sau do, trong
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truong tim kiém BT , 20 text hoic s6 ban
mudn tim.

3. Nhan phim Return.

4. Pé tim phién ban tiép theo ctia muc ban dang tim kiém, click truong
tim kiém va nhan Return hoic trong box Find, click Find Next.

Meo: Ban c6 thé huy tién trinh nay bang cach nhan ESC.

5. Bé xé4c dinh cac tiiy chon tim kiém bo sung, click biéu tuong kinh
lap, roi click Search in Sheet hoic Search in Workbook. Ban c6 thé

chon Advanced dé mé ra hop thoai Find.

Thay thé text hoiic so tir bang Search

1. Click 6 bat ky dé tim kiém toan bo dit liéu trong bang tinh hoic
chon mgt pham vi 6 cu thé.

2. Nhén 2+F dé mo rong thanh Search, r6i ¢ trudong tim kiém, gd text
hodc sb ban mudn tim.

3. Trong truong tim kiém, click icon kinh lp, roi click Replace.

4. Trong box Replace with, gd cac ky tu thay thé. Néu khong mudn
tim ky tu cu thé ndo trong trudng Find What, hiy dé né trong.

5. Click Find Next.

6. Bé thay thé cac lan xuat hién dugc to sang, click Replace. Dé thay
toan bd vi tri xuat hién ky tu tim kiém trong sheet ma khong can xem

lai chung trudc tién, hay click Replace.
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7. Néu mudn méo rong lya chon tim kiém, click icon kinh lap, roi
click Search in Sheet hoac Search in Workbook. Ban cling c6 thé

chon Advanced. N6 s€ md ra hdp thoai Replace.

Tim & thay thé dir liéu trong Excel trén Web

Tim dir liéu

Nhén Ctrl+F, hodc t6i Home > Editing > Find & Select > Find.

Luu y: O vi du nay, bai viét click > Search Options dé hién toan bo

hop thoai Find. Mic dinh, no sé hién v6i Search Options bi an.

FIMd

Find what:

||text or number to fing

v Search Options

-
L

Sheet o || Cown b

|.|'|..' Itl.-\, | n: E. i

M

|| Match caze

L_| Match entire cell contents

iE: i 2 G W
Find Mext Fird All Replace...

1. Trong box Find what:, go text hoac s6 ban mudn tim. Ban cling co

thé dung cac ky tu dai dién nhu trén Windows va Mac.
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2. Click Find Next hoic Find All dé chay tim kiém. Ban c6 thé phan
loai két qua ctia Find All bang céach click vao tiéu dé cot.
3. Click > Search Options dé mé rong tiéu chi tim kiém néu can, bao

\
A

gom:

« Within: Tim dir li¢u trong mot Iya chon nhét dinh,
chon Selection. Tim dir li¢u trong worksheet hoac toan bo
workbook, chon Sheet hoac Workbook.

. Direction: Ban c6 thé chon tim kiém Down (mac dinh) hoac
Up.

« Match case: Tich n6 néu mudn tim kiém di liéu phan biét chir
in hoa va thuong.

« Match entire cell contents: Tich n6 néu muon tim kiém 0 chi

chtra cac ky tu ban go trong box Find what.
Thay thé dir liéu

pé thay thé text hodc sd, nhan Ctrl+H hoic téi Home > Editing >
Find & Select > Replace.

Nguon: Download.vn 99


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kién thirc Vin phong

Find and Replace A

Find what

text or number to find |

Replace with:

|ten'r or number to replace |

v Search Optians

Within Direction:
Sheet ». || Down il
|| Match case

|| Match entire cell contents

Find Next Find All heplace Replace Al

1. Tim box Find what:, g& text hodc s6 ban mudn tim (c6 thé dung

cac ky tu dai dién).

2. Trong box Replace with:, nhap text hoic sé ban mubn dung dé
thay thé text tim kiém.

3. Click Replace hodc Replace All.

4. Click > Search Options dé mé rong tiéu chi tim kiém, bao gom:

Within, Direction, Match case, Match entire cell contents.

Trén day 14 cach tim & thay thé dir liéu trong worksheet Excel trén

moi nén tang. Hi vong bai hoc Excel nay hitu ich véi cac ban.
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Bai 9: Cach gop va bo gop 0 trong Excel

Ban c6 nhiéu lya chon khi mudn két hop hai 6 thanh moét trong Excel.
Gop 6 (Merge Excel) 1 cach nhanh va tién nhat. Hiy cung chiing toi

hoc cach gop va bo gop 6 Excel trén cac nén tang nhé!
Cach gop va bo gop 0 Excel trén Windows
Cach gop 0

Hay cung chiing t61 tim hiéu vi du sau:

Al > Jx ID Number

A B | C | D _ E_
1 |ID Number.[Firs.t Mame Last Name Email Address IP Addriess
2 | 1 Genia MacKibbon gmackibbon0@nationalgeographic.com 200.164.212.109
3 | 2 Remy Cardinale rcardinalel@blogs.com 95.62.121.26
4 3 Gwen Roston groston2@sciencedaily.com 74.107.20.18
<3| 4 Lawton Baribal Ibaribal3@wufoo.com 217.41.39.97
(4] 5 Dianemarie  Coxwell dooxwelld@tiny.cc 32.46.33.27
7 | 6 Anica Duggan aduggan5@dailymail.co.uk 231.1459.181.10
8 _ 7 Sonja Van Oort svanoorté@technorati.com 60.189.165.99
call 8 Tod Bullant tbullant7?@over-blog.com 139.45.60.163
1CI: 9 Sheilakathryn Collar scollars@wiley.com 49.167.56.69
1| 10 Amelita Enterle aenterle9@odnoklassniki.ru 238.162.235.196
12 | 11 Cinda Kigelman ckigelmana@hibu.com 109.53.95.248
13 | 12 Nolan Borrington  nborringtonb@&@imgur.com 1.186.139.233
14 13 David Habbert dhabbertc@github.io 105.184.251.195
15 14 Korie Barnsley kbarnsleyd@webnode.com 1.114.242.38
16 | 15 Chaim Borres cborrese@privacy.gov.au 0.235.26.200
17 16 Emmve Chawner echawnerfi@icio.us 248.87.85.66

Hai c6t hop nhét 6 v6i nhau s& 13 First Name va Last Name. Khi hop

nhat hai 6 trong nhitng cot nay, ban s& thay két qua nhu sau:
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& B C ] _ E
1 EID Number First Name Last Name Email Address 1P Address
2 1 Genia 1gmack|bbnnﬂ@natianalgengraphic.mm 200.164.212.109
3 2 Remy Cardinale -rcardmalel@blngﬁ.mm 95.62.121.26
4 | 3 Gwen Roston groston2@sciencedaily.com 74.107.20.18
5 4 Lawton Baribal Ibaribal3@wufoo.com 217.41.39.97
6 5 Dianemarie  Coxwell decoxwelld@tiny.cc 32.46.33.27
7 6 Anica Duggan aduggan5@dailymail.co.uk 231.149.181.10
8 7 Sonja Van Oort svanoorte@technorati.com 60.189.165.99
9 | 8 Tod Bullant tbullant7@over-blog.com 139.45.60.163
10| S Sheilakathryn Collar scollarB@wiley.com 49.167.56.69
11| 10 Amelita Enterle aenterled@odnoklassniki.ru 238.162.238.196
12| 11 Cinda Kigelman ckigelmana@hibu.com 109.53.95.248
13 12 Nolan Borrington  nborringtonb@imgur.com 1.186.139.233
14 | 13 Dawvid Habbert dhabbertc@github.io 105.184.251.195
13 | 14 Korie Barnsley kbarnsleyd@webnode.com 1.114.242.38
16 | 15 Chaim Borres cborrese @privacy.gov.au 0.235.26.206
17| 16 Emmye Chawner echawnerf@icio.us 248.87.85.66
18 | 17 Caterina Gowland cgowlandg@intel.com 94.67.244.25

Hai 6 nho gop thanh mét 6 rong gap doi va chi chira mot gia tri. Excel
chi giir gid tri trudc nam & bén trai ciia cac 6 hop nhat bat ky. Po 1a
han ché khi gop 6 trong Excel.

bé gop 6 Excel, chon 6 mubn hop nhat. Ban c6 thé chon s6 luong 6
bat ky. O vi du nay, chung toi chi chon hai 6. Khi chon xong, hiy di

t5i tab Home, 16i click Merge & Center ¢ phan Alignment.
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r't;' Tell me wha

ime Insert Page Layout Formulas Uata Heview WView Ueveloper Help

Calibri M A A== #&- 3 Wrap Text General - ]'I—lil
B I U~ T O-A === E%E|EMegetiCenter]~ | $ % 2 | % $4 | Conditior
Formattin
Font M Alig nt I Number M
= S | First Name
B | c D : E L e

!rlFirst Name  Last Name !Email Address IP Address

1 Genia ackibbon0@nationalgeographic.com 200.164.212.109

2 Remy Cardinale reanginalel@blogs.com 95.62.121.26

3 Gwen Roston grostdw @sciencedaily.com 74.107.20.18

4 Lawton Baribal Ibaribal3@@wufoo.com 217.41.39.97

5 Dianemarie  Coxwell deoxwelld@tiny.cc 32.46.33.27

& Anica Duggan aduggans@dailymail.co.uk 231.149.181.10

7 Sonja Van Oort svanoort6@technorati.com 60.189.165.99

2 Tod Bullant tbullant7@over-blog.com 139.45.60.163

9 Sheilakathryn Collar scollar8@wiley.com 49.167.56.69

1 A mandida Crntrrlo anntarlAabfuadnabdlacemiled e 30 489 330 108

Néu chon nhiéu hon mot 6 chtra text, ban s€ nhan dugc canh bao sau:

o S e O —
ribal3@wufoo.com 217.41.35.97
mwelld@tiny.cc 32.46.33.27
uggans@dailymail.co.uk 231.149.181.10
inoort6@technorati.com 60.189.165.99
illant7@over-blog.com 139.45.60.163
Mlar@@wiley.com

EInRey Microsoft Excel b4
nterled@odnoklass
gelmana@hibu.con
orringtonb@imgur ! Merging cells only keeps the upper-left value and discards other values.
abbertc@github.io Show Help > =
arnsleyd@webnod
arrese@privacy.goy p

mn Cancel -

rawnerf@icio.us _ — =
ywilandg@intel.com 94.67.244.25

rippingh@wikispaces.com
egonai@furl.net
:ttridgej@statcounter.com
srwink@google.pl
iltl@xrea.com

nkon@inoam in

219.232.211.110
158.166.135.190
160.187.145.62
215.105.177.0

150.135.82.40
152 714 151 721
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Néu mudn tiép tuc, chi can nhan OK. Ban s& thay 6 hop nhat nhu 4nh

chup bén dudi:

BL > fe First Name

A B | & D E
1 .iD- Nuﬁber First Name iEmaiIAddress .IF' .ﬁ.ddre.ss
2 1 Genia gmackibbon0@nationalgeographic.com 200.164.212.109
3 Z Remy Cardinale rcardinalel@blogs.com 95.62.121.26
4 3 Gwen Roston groston2@sciencedaily.com 74,107.20.18
5 4 Lawton Baribal lbaribal3@wufoo.com 217.41.39.97
3] 5 Dianemarie  Coxwell dcoxwelld@tiny.cc 32.46.33.27
7 | 6 Anica Duggan aduggan5@dailymail.co.uk 231.145.181.10
8 7 Sonja Van Oort svanoorté@technorati.com 60.189.165.99
9 | 8 Tod Bullant tbullant7@over-blog.com 139.45.60.163
10| 8 Sheilakathryn Collar scollars@wiley.com 49.167.56.69
i1 10 Amelita Enterle aenterle9@odnoklassniki.ru 238.162.238.196
12 11 Cinda Kigelman ckigelmana@hibu.com 109.53.95.248
13 12 Nolan Borrington  nborringtonb@imgur.com 1.186.139.233
i4 13 David Habbert dhabbertc@github.io 105.184.251.195
15 14 Korie Barnsley kbarnsleyd@webnode.com 1.114.242.38
16 15 Chaim Borres cborrese @privacy.gov.au 0.235.26.206
17 16 Fmmue Chawner achawnerf@irin us 248 RT R5.AG

Két hop 6 bang CONCATENATE

Thuc té, mat dit liéu 1a nhugce diém 16n khi str dung tinh ning gop 0
trong Excel. Tuy nhién, ban c6 thé tranh diéu d6 bang cach dung cong
thirc CONCATENATE. Day 1a mot trong nhitng tinh nang hitu ich
nhat cua Excel: =CONCATENATE((text 1, [text 2],...).

Tinh ning nay tap hop nhiéu ndi dung va tao mot 6 méi, két hop tat ca
lai. N6 cho phép ban gdp 6 ma khong mat dit liéu. Vi du: Ap dung n6
& cot First va Last Name trong bang tinh trén, thay vi hop nhat 6 lam
mét tén ho, ching t61 s€ tao cit mai, roi st dung CONCATENATE dé

lay ca hai dit liéu ho tén.
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Day la cong thure sir dung trong c6t moi: =CONCATENATE(B2, " ",
C2).

Luu ¥ rang giira B2 va C2 ¢6 khoang cach giita hai dau ngoic kép.
Piéu nay rat quan trong vi né dit mot khoang cach giira noi dung céc

0 gop. Néu khong lam di€u nay, ho tén s€ chong chéo 1én nhau.

T Font Alignment Mumber
T X o Lk =CONCATENATE(B2, " ", C2)
_ B C D E : F
1ber First Name Last Name  Name Email Address IP Address
1]Genia IMacKibbon |=CONCATENAlgmackibbonO@nationalgeographic.com  200.164.212.109
2 Remy Cardinale ‘reardinalel@ blogs.com 95.62.121.26
3 Gwen Roston groston2@sciencedaily.com 74.107.20.18
4 Lawton Baribal Ibaribal3 @wufoo.com 217.41.39.97
5 Dianemarie  Coxwell decoxwelld@tiny.cc 32.46.33.27
& Anica Duggan adugganS@dailymail.co.uk 231.1459.181.10
7 Sonja Van Oort svanoort6@technorati.com 60.189.165.99
8 Tod Bullant tbullant?@over-blog.com 139.45.60.163
9 Sheilakathryn Collar scollar8@wiley.com 49.167.56.69
10 Amelita Enterle aenterled@odnoklassniki.ru 238.162.238.196
11 Cinda Kigelman ckigelmana@hibu.com 109.53.95.248
12 Molan Borrington nborringtonb@imgur.com 1.186.139.233
13 David Habbert dhabbertc@github.io 105.184.251.195
14 Korie Barnsley kbarnsleyd @webnode.com 1.114.242.38
15 Chaim Borres chorrese @privacy.gov.au 0.235.26.206
Khi nhan Enter, két qua nhu sau:
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D3 = f
| A& | 8 | ¢ E |

1 :ID Mumber First Name Last Name Name Email Address 2]
| 1 Genia MacKibbon Genia MacKibbon gmackibbonO@nationalgecgraphic.com 20
3 2 Remy Cardinale [ irmrdinalel@blugs.mm 93,
4 | 3 Gwen Roston groston2@sciencedaily.com 74,
5 4 Lawton Baribal |baribal3@wufoo.com 21
6 5 Dianemarie  Coxwell deoxwell4@tiny.cc 32,
7 &6 Anica Duggan aduggans@dailymail.co.uk 23
8 7 Sonja Van Cort svanoort6@technorati.com &0,
G _ 8 Tod Bullant tbullant7@over-blog.com 13
10 | 9 Sheilakathryn Collar scollars@wiley.com 43,
1| 10 Amelita Enterle aenterleS@odnoklassniki.ru 23
12 | 11 Cinda Kigelman ckigelmana@hibu.com 10
13 12 Nolan Borrington nborringtonb@imgur.com 1.1
14| 13 David Habbert dhabbertc@github.io 10
15 14 Korie Barnsley kbarnsleyd@webnode.com 1.1
16 15 Chaim Borres chorrese@privacy.gov.au 0.2
17 16 Emmve Chawner echawnerf@icio.us 24

Dé hon cach dau tién phai khong?

Uu diém tuyét voi cia cach nay 1a cho phép ban chinh sira két hop sau
d6. Ban khong thé 1am diéu d6 khi lam theo cach binh thuong.

Cach bo gop o

Néu quyét dinh gop 6 Excel, ban s& mudn biét cach g& bo chung.

That dang tiéc, bo gop 6 khong gitp ban lay lai dit liéu. Khi gop 6
trong Excel, ban s& mat mot sb thong tin mai mai. Cac 6 da gop co thé
tao khong gian la trong bang tinh va b gdp chiing sé& giai quyét van
dé nay.

Dé bo gdp 0, chi can chon 6 dd gop, click mii tén di xudng bén

canh Merge & Center > Unmerge Cells:
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&*-l ;bf Calibri 1 <A A =8 - 2 Wrap Text General
I -
’fte :: B I U - - DA S=E= €3 ElMegeliCenter - 5 - % * | W0
pboard Font n Allgnm :?I_ Merge & Center MNumber
ﬁ Merge Across
p - fi Genia L 3
d Merge Cells
] 0 & ¢ [ b L!mﬂ'n!rﬂﬂﬁivﬂlﬁ[e,\f _E j F
ID Number First Name Last Name Email Address IP Address
1 Genia !gman:kil:ubunﬂ@na‘rioﬂalgeugraphi|:.c::|m 200.164.212.109
2 Remy Cardinale rcardinalel@blogs.com 95.62.121.26
3 Gwen Roston groston2@sciencedaily.com 74.107.20.18
4 Lawton Baribal Ibaribal3@wufoo.com 217.41.39.97
5 Dianemarie  Coxwell deoxwell4@tiny.cc 32.46.33.27
6 Anica Duggan aduggans@dailymail.co.uk 231.149.181.10
7 Sonja Van Oort svanoortG@technorati.com 60.189.165.99
B Tod Bullant tbullant7@over-blog.com 139.45.60.163
9 Sheilakathryn Collar scollarB@wiley.com 49.167.56.69
10 Amelita Enterle aenterle9@odnoklassniki.ru 238.162.238.196
11 Cinda Kigelman ckigelmana@hibu.com 109.53.95.248

Cac 0 nay s€ tro lai kich thudce va vi tri ban dau du chi con dit liéu &
cOt trude bén trai. Pay 1a 1i do ban nén tao ban sao bang tinh (hodc su
dung CONCATENATE).

Cach gop va bo gop 6 trén macOS

O vi du bén dudi, cac 6 Al, B1 va Cl duoc hop nhat dé tao nhén
“Monthly Sales” mo ta thong tin tr hang 2 t6i1 7.
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A B C

1 Monthly Sales l
2 January February March
3! $194,372.56 S$169,906.14 572,234.89
4 | $200,203.73 $175,003.33  $73,679.59
2 $204,207.81 5$169,753.23 $17,469.20
6 | $206,249.89 5176,543.36  $70,039.82
i 5210,374.88 5167,716.19 $72,141.01
8

Gop o

Hay lam theo cac budc dudi day dé hop nhat tir 2 6 trd 1én:
1. Chon tir 2 6 lién ké tré 1én ma ban mudn hop nhat.

Quan trong: Dam bao dir li¢u ban muodn gitr lai nam ¢ 6 phia trén bén
trai. Nho rang toan bd dit 1iéu ¢ cac 6 hgp nhat khac s€ bi xo6a. Bé giir
lai dit liéu bat ky & nhitng 6 do, ban chi can sao chép n6 vao vi tri

khac trong bang tinh - trudc khi hop nhat.

2. Trén tab Home, chon Merge & Center.

=4 Wrap Text

I +—| Merge & Center vI

Meo:

 Néu vo hiéu hoa Merge & Center, dam bao ban khong chinh

sira 0 - va nhitng 6 ban muén hop nhat khong dugc dinh dang
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dudi dang bang Excel. Cac 6 & dang bang thuong hién cac hang
duoc t6 mau xen k& va ¢6 miii tén loc dit liéu trén tiéu dé cot.

. Dé hop nhét cac 6 ma khong can can giira, click miii tén bén
canh Merge and Center > click Merge Across hoac Merge

Cells.
Bo gop 0
Néu can dao nguoc hop nhét 6, click vao 6 do, r6i chon

muc Unmerge Cells trong menu the Merge & Center.

Tach text tir mot 6 thanh nhiéu 6

Ban c6 thé léy dit liéu & mot hodc nhiéu 6 va phan né sang nhiéu 6
khac. Piéu nay d6i lap vai viée ghép ndi hay két hop text tir nhiéu 6
thanh mot.

Vi duy, ban ¢6 thé tach mot cot chira tén déy du thanh hai c6t tén riéng

va ho (First Name, Last Name):
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A B A B C
1 Full Mame 1 |Full Mame Last Name  First Name
2 | Reyes, laviera 2 | Reyes, laviera Reyes Javiera
3 Madera, 5amuel 3 Madera, Samuel Madera Samuel
4 |Astrom, Kettil 4 Astrom, Kettil Astrom Kettil
5 | llic, Sladjana 5 | llic, Sladjana [lic Sladjana
o | Fiorentino, Elizabetta & | Fiorentino, Elizabetta Fiorentino  Elizabetta
7 |Andersson, August 7 Andersson, August Andersson  Aupust
8 Andersson, Sofie 8 Andersson, Sofie Andersson | Sofie
3 | Publiesi, Pacla 9  Publiesi, Paola Publiesi Pacla
10 |Gallo, Giorgia 10 Gallo, Giorgia Gallo Giorgia
11 Pavlovic, Dejana 11 |Pavlovic, Dejana Pavlowic Dejana
12 |Persson, Yusuf 12 Persson, Yusuf Persson Yusuf
13 Martensson, Mirjam 13 Martensson, Mirjam Martensson | Mirjam
14 Lilic, Dobrashin 14 ' Lilic, Dobrashin Lilic Dobrashin
15 Esposito, Giorgia 15 |Esposito, Giorgia Esposito Giorgia
16 16
17 17
18 Criginal text in 18 Text split into two

one Column new Columns

Duéi day 1a cac budc chia text thanh nhiéu cot:

1. Chon 6 hodc cot chira text ban muébn chia tach.

2. Lwu y: Chon nhiéu hang nhu ¥ muén, nhung khéng nhiéu hon mot
cot. Ngoai ra, dam bao co du cac cot tréng ¢ bén phai dé khong cé dir
li€u nao cua ban bi x6a. Thém cac cot tréng néu can.

3. Click Data >Text to Column s€¢ m¢& Convert Text to Columns
Wizard.

4. Click Delimited > Next.

5. Tich box Space va x6a phan con lai ctia cac box. Hodc tich ca hai

box Comma & Space néu do 1a cach ban muon chia dit li¢u (vi du:

Ngudn: Download.vn 111


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kién thirc Vin phong

"Reyes, Javiers" voi dau phay va khoang cach gitra hai tén). Cira s6

xem trude dir liéu hién ¢ bang ndm dudi ctra s6 popup.

Delimeters
Tab
Semicolon

Convert Text to Columns Wizard - Step 2 of 3

This screen Ieﬁ i‘ou set the delimiters your data contains.

Comma
Space
Cther:

Pick how your data
iz split {if you have
"Mayer, Linda", pick
Comma 2nd Space,

for example)

Treat consecutive delimiters as one

Text qualifier:

Preview of selected data: e

Reyves laviera
Madera Samuel

A= trom Kettil
Ilic Sladjana
Fiorentino [Elizabetta
ndersson  August
ndersson |Sofie
Publiesi |Poola
jGallo jGiorgia

Cancel

< Back Finish

6. Click Next, rdi chon dinh dang cho céac cot moi. Néu khong mudn

dung lya chon mac dinh, hay chon dinh dang ban mudn nhu Text, roi

click cot dir liéu thir hai & ctra s6 Data preview va click cung dinh

dang d6 1an nita. Lap lai thao tac nay cho toan b cot & cira

sO Preview.
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Convert Text to Columns Wizard - Step 3 of 3

This screen lets you select each column and set the Data Format.

Column data format

General

0 Text o

Date: = MDY 7]
Do not import column {(Skip)

Destination: $A%2 P Advanced...

Preview of selected data:

Cancel < Back W

7. Click nut!™/|6 bén phai box Destination dé dong ctra s6 popup.

8. Tai vj tri bat ky trong workbook, chon 6 ban mudn chira dit liéu
chia tach. Vi du, néu dang chia cot tén day du thanh cot tén riéng va

ho, hay chon $6 O phu hop trong hai cot lién keé.
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A B C

Full Name Last Mame  First Name
Reyes, laviera

Madera, Samuel
Astrom, Kettil

llic, Sladjana
Fiorentino, Elizabetta
Andersson, AUgust
Andersson, Sofie
Publiesi, Pacla

T R W T R S TTR ¥y

(=
(=]

Gallo, Giorgia

=t
=t

Pavlovic, Dejana

'_l
[

Persson, Yusuf

'_l
[

Martenssan, Mirjam
Lilic, Dobrashin

Esposito, Giorgia

=
s

=
kn

=
(=]

9. Click nutl="im¢ rdng ctra s6 popup lan nira, roi click nat Finish.

Convert Text to Columns Wizard - Step 3 of 3

=8B$2:C$15 | | | | | . .

A

GOp va bé gop 6 Excel trén Web

Gop 0

1. Click 6 dau tién va nhan Shift khi ban click 6 cudi cung trong pham
vi ban mudn hop nhat.

Quan trong: Pam bao chi mot trong s6 cac 6 d6 nim trong pham vi
c6 dir ligu.

2. Click Home > Merge & Center.
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DATA VIEW m_ OPEN IN EXCEL &% SHARE
1 - ’ Wrap Text
. - - i ) o Merge & Center

Néu Merge & Center bi mo, dam bao ban khong chinh stra mot 6 hay
cac 6 ban mu6n hop nhat khong nam trong bang.

Meo: Dé hop nhat cac 6 khong can gitra dit liéu, click 6 duoc hop
nhat, roi click tuy chon can trai, gitra hoac bén phai canh Merge &
Center.

Néu thay d6i ¥ dinh, ban ludn c6 thé 1am lai bang cach click vao 6 hop
nhat va nhan Merge & Center.

Bo gop 0

Pé bo hop nhit 6 ngay lap tirc sau khi sap nhap chung, nhan Ctrl + Z.
Néu khong, hiy 1am theo nhiing budc dudi day:

Click 6 d3 hop nhat, r6i téi Home > Merge & Center. D liéu trong

6 hop nhét chuyén sang 6 bén trai khi duoc chia tach.
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4 : B : L
i) Monthly Sales _| —r] Merged calls
2 January ry arc
3 $194,372.56 5169,906.14 572,234.89
4 | 5200,203.73 5175,003.33 573,679.59
5 | $204,207.81 $169,753.23 $17,469.20
6 | 5206,249.89 5176,543.36  $70,039.82
7| 5210,374.88 5167,716.19 §72,141.01
g8 |
& E i
1 E_I'ul'lnnthlyrSales. Unmergzad calls
2 January February March
3 | 5194,372.56) 5169,906.14 $72,234.89
4 | $200,203.73 $175,003.33  $73,679.59
o 5204,207.81 5169,753.23 $17,469.20
6 $206,249.89 5176,543.36  570,039.82
7 | $210,274.88 $167,716.19  $72,141.01
8 |

GOp & b6 gop 0 Excel trén iOS

1. KéoEi;

to1 Cl.

2. Trén iPad, cham Merge.

Formulas

Review

dé chon 6 ban mudn hop nhat. Vi dy, kéo icon nay tr 6 Al

View

ABC
123

Genera
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o : N A L, X
Trén iPhone, cham icon Edlt > Home néu nd chua duoc chon, roi

cham Merge & Center.

Home 9 A

—| Merge & Center

435 Number Formatting

=7 Cell Styles

Quan trong: Chi dir li¢u ¢ 6 phia trén bén trai ttr pham vi cac 6 lya
chon van con trong 6 dugc hop nhat. Excel xo6a dit liéu trong cac 6
khac & pham vi da chon.

Néu khong c6 sin Merge hoic Merge & Center trén tab Home, dam
bao nhitng 6 ban mudn hop nhat khong nam trong bang. Néu thay doi

y dinh, ban ludn c6 thé bo hop nhét 6.

1. Chon 6 d3 hop nht.
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2. Trén tab Home, cham Merge hoic Merge & Center.

Néu khong c6 sin Merge hoic Merge & Center trén tab Home, 6 lua

chon c6 thé khong phai 6 duoc hop nhit.
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Bai 10: Cach sir dung Data Validation trong

Excel

Ban c6 thé dung Data Validation (Xac thuc dit li¢u) dé 2101 han loai
dix liéu hodc gia tri nguoi dung nhap vao 6 trén Excel. Mot trong s6
muc dich sir dung pho bién nhat ctia Data Validation 14 tao danh sach
tha xudng.

Cach sir dung Data Validation trong Excel trén
Windows

1. Chon 6 ban muén tao quy tac.

2. Chon Data >Data Validation.

¥ [E Flash Fill H+a Consolidate

Bli==

H-A Remove Duplicates
Text to
Columns O® Data Validation -~

Diata Tools

3. Trén tab Settings, trong Allow, tich mot tuy chon:

« Whole Number - Han ché 6 chi chap nhan céc gia tri s6

nguyen.
. Decimal - Han ché 6 chi chap nhén s6 thap phan.
« List - Chon dit liéu tir danh sach tha xuéng.

. Date - Han ché 6 chi chap nhén gia tri ngay.
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. Time - Han ché 6 chi chdp nhén gia trj thoi gian.

. Text Length - Han ché d6 dai vin ban.

. Custom — Tuy bién cong thtc.
4. Trong Data, chon mot diéu kién:

. between - O giita

. not between - Khong phai ¢ gilra

« equal to - Béng

. not equal to - Khong bang

« greater than - Lon hon

« less than - It hon

. greater than or equal to - Lon hon hoic bang

. less than or equal to - {t hon hoic bang
5.Trén tab Settings, trong Allow, chon mot trong s6 cac option c6 san.
6. bat cac gia tri dugc yéu cau khac, dua trén nhirng gi ban chon
cho Allow va Data. Vi du, néu chon between, sau d6 chon céc gia
tri Minimum: va Maximum: cho cac 6 do.
7. Tich 6 Ignore blank néu mudn bé qua cac khoang cach tréng.
8. Néu mudn thém tiéu dé - Title va thong bao cho quy tic cta ban,

chon tab Input Message, roi gd tiéu dé va thong bao mong mudn.
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9. Tich Show input message when cell is selected d¢ hién thong bao
khi ngudi dung chon hodc tro chudt qua cac 6 lya chon.

10. Chon OK.

Gi0, néu nguoi dung nhap gia tri khong hop 18, mot pop-up s& hién ra
kem thong bio “This value doesn’t match the data validation

restrictions for this cell.”

Cach sir dung Data Validation trong Excel trén

macOS

Néu dang tao mot sheet yéu cau ngudi dung nhap dit liéu, ban c6 thé
han ché muc nhap vao mgt pham vi ngay hoac s6 cu thé, hodc dam
bao chi s6 nguyén duong dugce nhap vao. Excel c6 thé gidi han muc
nhap dit liéu cho cac 6 nhat dinh bang cach dung Data Validation,
nhac nguoi dung nhap dir lieu hop 1¢ khi chon mot 6 va hién thong
bao 16i lac ho nhap sai dit licu.

Office 2013 tré 1én

Gidi han nhap dir liéu

1. Chon 6 mudn han ché nhap dir liéu.

2. Trén tab Data, click Data Validation > Data Validation.

Luuy: Néu khong co san 1énh x4c thuc, sheet nay co thé duoc bao vé
hoac workbook d6 duogc chia s¢. Ban khong thé thay doi cai dat xac

thuc dit liéu trong treong hop nay.
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3. Trong box Allow, chon loai dir li¢u ban mudn cho phép nhap, dién

vao trong ti€u chi va cac gia tri han cheé.

Luu y: Cac box nhap gia tri han ché s& duoc dan nhin dya theo dit
liéu va ti€u chi gidi han ban da chon. Vi du, néu chon Data 1am loai dit
liéu, ban co thé nhap cac gia tri han ché trong box gia tri tbi thiéu va

tdi da duoc dan nhin Start Date & End Date.
Nhic nguwoi ding cac muc nhép hop 18

Khi nguoi dung click vao mot 6 c6 cac yéu cau nhap dir li¢u, ban co

thé hién thong bao giai thich dit liéu nhu thé nao 13 hop 18.
1. Chon 6 muén nhic nguo1 dung cac muc nhap dir liéu hop 1€.
2. Trén tab Data, click Data Validation > Data Validation.

3. Trén tab Input Message, tich 6 Show input message when cell is

selected.

4. Trong box Title, go tiéu dé thong bao.

5. Trong box Input message, g thong bdo ban mudn hién th.
Hién théng bao 16i khi nhap dir liéu khong hop 1¢

Neéu c6 cac han ché dir licu tai cho va nguoi dung nhap dir li¢u khong

hop 1€ vao mot 6, ban co thé hién thong bao giai thich 15i do.
1. Chon cac 6 mudn hién thong bao 16i.

2. Trén tab Data, click Data Validation > Data Validation.
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3. Trén tab Error Alert, trong box Title, g5 tiéu dé cho thong bao cia

ban.

4. Trong box Error message, gd thong bao ban mudn hién thi néu ai
do6 nhap dit li¢u khong hop 1¢€.

5. Thuc hién mdt trong nhitng thao tac sau:

Click lya chon sau trén menu
Tac vu
pop-up Style

Yéu cau ngudi dung stra 16i trude khi

Stop
xu ly
Canh bao nguot dung dit liéu khong

hop 1€, yéu cau ho _
. . _ Warning
chon Yes hodc No néu mudn quay lai

hoic tiép tuc
Canh bao nguoi dung dit licu khong
hop 18, nhung cho phép ho tiép tuc Important

sau khi bo qua canh bao

Office 2011

Han ché muc nhép dir liéu

1. Chon 6 muén 2161 han muc nhap dir liéu.

2. Trén tab Data, trong Tools, click Validate.
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Tools
...... |_|
==

4 v

4

=
=
=1
=
=
5
@

a4,
EEFE

+HE Consolidate Validate D%Ewgﬂcees

3. Trén menu pop-up Allow, chon loai dir li¢u ban mudn cho phép.

4. Trén menu Data, chon loai tiéu chi gi61 han mong mudn r6i1 nhap

cac gia tri han ché.

Nhéic nguwoi ding cac muc nhép hop 18

Khi nguoi dung click mét 6 chtra cac yéu cu nhap dit liéu, ban co thé
hién thong bao giai thich dit li¢u nao hop I¢.

1. Chon 6 mudn nhic nguoi dung nhap di liéu hop 16.

2. Trén tab Data, trong Tools, click Validate.

3. Trén tab Input Message, tich 6 Show input message when cell is

selected.

4. Trong box Title, gb tiéu dé thong béo.

5. Trong box Input message, gd thong bao ban muén hién thi.
Hién thi thong bao 16i khi nhip dir liéu khong hop 18

Neéu c6 cac han ché dir li€u tai cho va nguoi dung nhap dir li¢u khong

hop 1€ vao 6 do, ban co thé hién thong bao giai thich 15i nhu sau:
1. Chon céc 6 mudn hién thong bao 16i.

2. Trén tab Data, trong Tools, click Validate.
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3. Trén tab Error Alert, trong box Title, g& tiéu dé thong bao.
4. Trong box Error message, gd thong biao mudn hién.
5. Chon mdt trong s6 tiy chon sau & menu pop-up Style
. Stop - Yéu cau nguoi dung stra 16 trude khi tiép tuc.
« Warning - Canh bdo nguoi dung dir liéu khong hop 1€, chon
Yes hodc No dé quay lai hoc tiép tuc.
« Important - Canh bao dir li¢u khong hop 1€ nhung cho phép ho
tiép tuc sau khi bé qua canh béo.

Cach sir dung Data Validation trong Excel trén Web

Thém xac thyc dir liéu vao mot 6 hoac mot pham vi

Lwu y: Hai budc dau tién trong phan nay dung dé thém kiéu xac thuc
dit liéu. Buéc 3-7 dé tao danh sach tha Xuéng.

1. Chon mot hodc nhiéu 6 mudn xac thyc.

2. Trén tab Data, trong nhom Data Tools, click Data Validation.

3. Trén tab Settings > Allow, chon List.

4. Trong box Source, go cac gia tri li¢t ké, duoc phan tach bﬁmg dau

phay. Vi du, gd Low, Average, High.

5. Pam bao da tich In-cell dropdown. Néu khong, ban s& khong thé

thay mili tén tha xubéng bén canh 6 do.
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6. B¢ xac dinh cach ban muon xu 1y cac gia tri trong, chon hoac bo

tich 6 Ignore blank.

7. Kiém tra xac thuc dit liéu dé dam bao nod hoat dong chinh xac. Thu
nhap ca dir li¢u hop 1€ va khong hop 1€ vao cac 6, nho do, ban sé
biét cac thiét 1ap co6 hoat dong ding nhu du dinh va thong bao hién

khi ban mong doi.
Luuy:

o Sau khi tao danh sach tha xuéng, dam bao n6 hoat dong theo

cach ban muon.

« Remove data validation - Chon 6 chtra xac thuc dir li¢u ban
mudn x6a, 10i t6i Data > Data Validation va trong hop

thoai Data Validation, nhan nat Clear All, rdi click OK.
Thém cac kiéu xac thwe dir liéu khac

Bang sau liét k€ cac loai xac thuc dir liéu khac va cach thém né vao

worksheet.
Nhiém vu Cac budc thuc hién

1. Lam theo cac budc 1-2 ké trén.

Han ché muc L
2. Tu list Allow, chon Whole number.

nhap dir liéu & s6 )
. 3. Trong box Data, chon loai gi61 han mong mudn. Vi
nguyen nam trong )
. du, thi€t 1ap gio1 han trén & dudi, chon between.
gi61 han

4. Nhap gia tri toi thiéu, toi da hodc cu thé cho phép.
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Ban cling c6 thé nhap cong thirc tra ve gia tri so.

Vi du: Ban dang xac thuc dir liéu ¢ 6 F1. Dat gidi han
khau trir toi thiéu bang 2 1an s con trong 6 do,
chon greater than or equal to trong box Data > nhap

cong thirc: =2*F1 vao box Minimum.
1. Lam theo budc 1-2 ke trén.
2. Trong box Allow, chon Decimal.
3. Trong box Data, chon loai gio1 han ban mudn.
4. Nhap gia tri toi thiéu, toi da hodc cu thé cho phép.

Ban c6 thé nhap cong thuc tra vé gia tri s6. Vi du: Pat

Han ché muc gidi han t6i da cho tién thuong va hoa hong 1a 6% luong
nhap dit lidu & cuia nhan vién ban hang trong 6 E1, chon less than or
phan sb trong gidi equal to trong Data > nhap cong thuc =E1*6% vao box
han Maximum.

Luwu ¥: Dé cho phép nguoi dung nhap phan tram,

chon Decimal trong Allow, chon loai gidi han ban mubn
& box Data, nhap gia tri toi thiéu, toi da hodc cu thé duéi
dang sb thap phan (vi du: .2), roi hién 6 xéc thuc dir liéu
& dang phan tram bang cach chon 6 do, rdi click Percent

Style trong nhom Number ¢ tab Home.
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1. Lam theo cac budc 1-2 o trén.
2. Trong box Allow, chon Date.

3. Trong box Data, chon loai han ché ban mudn. Vi du,
Han ché muc cho phép hién thi cac ngay sau mot ngay cu the,
nhap dir liéu ¢ chon greater than.
ngay trong pham 4 Nhap ngay bat diu, két thic cho phép.
vi ngay ~ L LR A A S U , <
Ban cling c6 thé nhap cong thirc tra vé ngay. Vi du: bat
khung thoi gian gitra ngay hom nay va 3 ngay sau do,
chon between trong Data, nhap =TODAY() vao

box Start day, nhap =TODAY()+3 vao End date.
1. Lam theo cac budc 1-2 ¢ trén.
2. Trong Allow, chon Time.

3. Trong Data, chon loai gidi han. Vi du, cho phép thoi
Han ché muc gian trudc gio cu thé trong ngay, chon less than.
nhap dr lieu o4 \(han thoi gian bt dau, két thic hodc cu thé cho

thoi gian trong phép. Néu mudn nhap giod cu thé, ding dinh dang

mot khung gio thot gian hh:mm.
Vi du, thiét 1ap 6 E2 & thoi gian bat dau (8:00 AM) va 6
F2 v&i thoi gian két thiic (5:00 PM). Ban mubdn gi6i han

thot gian hop gifra khung gio nay, chon between trong
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box Data, nhap E2 ¢ box Start time, nhap =F2 &

box End time.
1. Lam theo cac budc 1-2 ké trén.

2. Trong box Allow, chon Text Length.

Han ché muc 3. Trong box Data, chon loai gi61 han. Vi du, cho phép
nhap dir liéu van gidi han t6i so luong ky tu nao do, chon less than or
ban ¢ do dai lya equal to.

chon

4. Trong truong hop mudn han ché muc nhap téi 25 ky
tu, chon less than or equal to trong Data, roi

nhép 25 vao box Maximum.
1. Lam theo budc 1-2 6 trén.
2. Trong Allow, chon loai dit li¢u ban mudn.

o 3. Trong box Data, chon loai gi61 han ban mudn.
Tinh toan gidi han

duoc phép dua 4. Trong cac 6 duod1 box Data, click 6 ban mudn dung

trén ndi dung ciia dé chon dit liéu cho phép.
0 khac. Vi du, chi cho phép cac muc danh cho tai khoan néu két
qua khong vuot qua ngan sach trong 6 E1, chon Allow
>Whole number, Data, less than or equal to,

va Maximum >==E1.
Vi du cac cong thire trong xac thyc dir liéu ¢ Excel
Luuy:
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. Nhitng vi du nay dung tuy chon Custom tai noi ban viét cong

thire dé dat diéu kién. Ban khong can lo lang vé bat cr dit liéu

hién trong box Data bdi n6 da bi Custom vo6 hi¢u hoa.

« Anh chup man hinh nay ¢ Excel 2016 nhung chtic ning ciia no

tuong tu Excel Online.

Pam bao

Cong thuc

=AND(LEFT(C2,3)="ID-",LEN(C2)>9)

B C D E H
Product ID  Product Name
ID-1234567 _Widget
ID-29876534  Fetzer Valve
@) Chlffa ID san Data Validation ? s
phém (CZ) IU6H bét Input Message  Error Alert
X N Y z Walidation criteria
dau bang tién to Allow
A 9 Q0 Custom o lgnore blank
chuan "ID-" va dai -~
Ao el A , betw
toi thieu 10 ky tu bl
° Formula:
=AND(LEFT|C2,3)="1D-" LEN|C2)=9) 55

|:| Apply these changes to all other cells with the same settings

Clear All
O chira tén san
pham (D2)chi  =ISTEXT(D2)
chira text
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O chira ngdy sinh
(B6) phai 16n hon

sO nam duoc thiét

lap & 6 B4
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B C D

Im

Product ID Product Mame
|D-1234567 Widget
|[D-29878534  Fetzer Valve

|:| Apply these changes to all other cells with the same settings

Clear All Cancel

Data Validation ? >
Settlngs Input Message  Error Alert
Validation criteria
Allow:
Custom e lgnore blank
Data:
between
Farmula:
=ISTEXT(DZ) 2.5

=IF(B6<=(TODAY()-(365%*B4)), TRUE,FALSE)
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2
| Does a participant meet an age
3 requirement?
4 Age Limit 18
5 Must be born before: 08/28/98
6 Birthday: G‘I;”IS;“QE!
7 Current Age: 2062
8
g Data Validation ? *
10 | 5ett|ngs Input Message  Error Alert
1 | Walidation criteria
12 | Allow:
13 Custom w lgnore blank
T4 - Data:
15 1 less than or equal to
16 1 Formula:
17 | =IF(C6< =[TODAY[-[365*C4)), TRUE,FALSE) 5.5
18 |
19
20 | |:| Apply these changes to all other cells with the same settings
;12 ! Clear Al Cancel

=COUNTIF($A$2:5A$10,A2)=1

A B C D E F
1 Data Validation 7 X
. 2 1-
TOE‘IH b6 dﬁ' lléu = | 2 | iSettings i Input Message Error Alert
4 | 3 Validation criteria
trong pham vi 0 5 | 4| mow
& 5 Custom «| [ 1gnore blank
A2:A10 chura cac 7| 6| Do
8 ? between
., . oA ‘A g [ 8 Eormula:
gla tI'l ricng blet 10| 9 =COUNTIF(SAS2:5A510,42)=1 i
1 |
12
a3 [] apply these changes to all other cells with the same settings
14 | Clear All Cancel
15
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bam bao muc dia
chi email trong 6
B4 chira bicu
tuong @
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Luwu y: Ban phai nhap cong thirc xac thuc dit li¢u
cho 6 A2 trudc, roi sao chép A2 sang A3:A10 dé
d6i s6 thir 2 t6i COUNTIF sé& khdp véi 6 hién tai.
Cu thé, phan A2)= sé& thay d6i thanh A3)=1,
Ad)=1...

=ISNUMBER(FIND("@",B4))

E-Mail Address
bobi@msn.com

E-Mail Address
Please enter a valid
e-mail address

Data VYalidation ? x

..........................

i Settings | |nput Message  Error Alert

Yalidation criteria

Allowe:
Custom e lgnore blank

Data:

between

Formula:

=|SNUMEBER[FIND| @",B4]) ERes

|:| Apply these changes to all other cells with the same settings

Clear All Cancel
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Bai 11: Nhap va xuat file vin ban

Cé hai cach nhap dir li€u tur file text (.txt hodc .csv) vao Excel. Ban c6
thé mo file trong Excel hodc nhip nd dudi dang pham vi dit liéu bén
ngoai. Dé xuat dir liéu tir Excel sang file text, hiy dung 1énh Save As

va thay d6i loai file tir menu tha xudng.

Nhép file text bang cich mé né6 trong Excel

IMPORT

A TEXT FILE
INTO EXCEL

Ban c6 thé mo file text da tao & chuong trinh khac dudi dang
workbook Excel bang 1énh Open. M¢ file text trong Excel khong thay
doi dinh dang file. Ban c6 thé théy no trong thanh tiéu dé Excel, noi

tén file chtra phan mé rong tén tép van ban. (vi du: .txt. .csv).

1. Téi File > Open va chuyén t6i vi tri chira file text do.
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2. Chon Text Files trong danh sach loai file tha xuéng & box Open.
3. Xac dinh vi tri va click dap vao file text mudn mé.

. Néu d6 12 file .txt, Excel bat dau qua trinh Import Text Wizard.
Khi thuc hién hét cac bude nay, click Finish dé hoan thanh qua

trinh nhap dir lidu.

. Néu d6 1a file .csv, Excel tu dong mo file text va hién dit li¢u

trong workbook mai.

Luwu y: Khi mé file .csv, n6 dung cai dat dinh dang dit liéu mac dinh
hién tai dé dién giai cach nhap ting cot dir liéu. Néu mudn chuyén doi
cot linh hoat hon sang cac dinh dang dir li¢u khac, ban cé thé dung
Import Text Wizard. Vi du, dinh dang dir li¢u cdt trong file .csv 1a
MDY, nhung dinh dang dir li¢u mac dinh ctua Excel 1a YMD hodc ban
muon chuyén doi mot cdt s6 ma s6 0 dimg dau tién sang vin ban dé
ban c6 thé giit nguyén dinh dang nay. Dé budc Excel chay Import Text
Wizard, ban c6 thé thay doi phan mé rong tén file tir .csv sang .txt
trude khi mé nd. Cach khac, ban co thé nhap file text béng cach két
ndi no.

Nhép & xuit file text trong phién ban Office 2017 tré

A

len

Nhap file text bang cach két noi né (Power Query)

Ban c6 thé nhap dit li¢u tor mot t€p van ban vao worksheet hién tai.
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1. M¢& tab Data, trong nhom Get & Transform Data > click From

Text/CSV.

2. Trong box Import Data, xac dinh vi tri va click dup file text ban

mudn nhéap > Click Import.
3. Trong hop thoai xem trudc, ban c6 mot vai lya chon:
« Chon Load, néu muén tai dit liéu truc tiép vao worksheet mai.

« Ngoai ra, chon Load to néu mudn tai dir liéu vao
bang, PivotTable/PivotChart, mot worksheet Excel hién
c6/méi hodc chi can tao mot két ndi. Ban cling ¢6 Iua chon

thém dir 11éu vao Data Model.

« Chon Transform Data néu ban muon tai tai dit liéu nay 1én

Power Query va chinh stra n6 truée khi dua vao Excel.
Néu Excel khong chuyén dbi cot dir liéu ndo d6 sang dinh dang mong
muon, ban c6 thé chuyén doi dit liéu d6 sau khi nhap né.
Xuit dir liéu sang file text bang cach luu né

Ban c6 thé chuyén d6i worksheet Excel sang file text bang cach dung

Iénh Save As.
1. To1 File > Save As.

2. Click Browse.
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3. To1 Save As > Save as type, chon dinh dang file text cho
worksheet. Vi du, click Text (Tab delimited) hoac CSV (Comma
delimited). Luu y: B tinh ning dugc hd tro tuy theo dinh dang.

4. Duy¢t to1 vi tri ban mudn luu file text méi, roi click Save.

5. Mot hop thoai hién ra, nhic ban chi worksheet hién tai méi dugc luu
vao file m&i. Néu chic chin worksheet hién tai 1a thix duy nhét ban
mudn luu duéi dang file text, click OK. Ban c6 thé luu céc bang

tinh khac & dang tép vin ban riéng bang cach lap lai qué trinh trén.
Ban ciing c6 thé thay thong bao bén dudi ribbon cho biét mot sd tinh
nang co thé bi mat néu luu workbook dé ¢ dinh dang CSV.
Nhép & xuat file text trong phién ban Office
2016-2010

Nhép file text biing cach két noi né
Ban c6 thé nhap dir liéu tu file text vao worksheet hién tai.
1. Click 6 ban mudn dit di liéu cua file text do.

2. Trén tab Data, trong nhom Get External Data group > click From

Text.

3. Trong box Import Data, xac dinh vi tri va click dap vao file text
ban mudn nhap, click Import. Lam theo hudng dan trong Text

Import Wizard. Click Help trén trang bat ky cua Text Import
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Wizard dé tim hiéu nhiéu thong tin hon vé cach dung thuat si nay.
Sau khi hoan tat cac budc, click Finish dé két thuc qua trinh nhap.
4. Trong box Import Data, lam theo huéng dan sau:
« Trong Where do you want to put the data?, hay lam nhu sau:
o Tra dix liéu vé vi tri ban chon, click Existing worksheet.
. Tra dit liu vé goc phia trén bén trai ciia worksheet,
click New worksheet.

« Tuy chon, click Properties dé dat cac tuy chon lam madi, dinh

dang va bd cuc cho dit lidu duoc nhap.
. Click OK.
Excel dat pham vi dir li€u bén ngoai & vi tri ban chon.
Néu Excel khong chuyén ddi cot dit liéu sang dinh dang ban mudn,
ban c6 thé chuyén doi dit liéu sau khi nhap no.
Xuit dir liéu vao file text bang cach luu né

Ban c6 thé chuyén d6i worksheet Excel sang file text bang cach dung

Iénh Save As.
1. T61 File > Save As.
2. Box Save As hién ra.

3. Trong box Save as type, chon dinh dang file text cho worksheet do.
Vi du: click Text (Tab delimited) hoac CSV (Comma delimited).
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4. Té1 vi tri ban muodn luu file text moi, roi1 click Save.

5. Mot box hién ra, nhic ban chi luu worksheet hién tai vao tép tin

m&i. Néu di chic chan vé hanh dong nay, click OK.

6. MGt hop thoai thir hai hi¢n ra, nhéic ban worksheet c6 thé chira cac
tinh ning khong duoc hd tro boi cac dinh dang file text. Néu chi
mudn lvu dit lidu trong worksheet thanh tép van ban mai, click Yes.
Néu chua chéc chan va mudn biét nhiéu hon vé cac tinh ning Excel

khong duoc hd tro, click Help dé tim hiéu thém thong tin.
Meo can biét khi nhip hoic xuat file text trong Excel

Thay d06i ddu tach dung khi nhap file text

Cach ban thay ddi dau tach khi nhéap tuy thudc vao viéc ban nhap file

nhu thé nao.

 Néu dung Get & Transform Data > From Text/CSV, sau khi
chon file text va click Import, chon ky tu sir dung tir danh sach
trong Delimiter. Ban c6 thé thay anh hudng cua lya chon méi
ngay lap tirc trong ctra s6 xem trude dir liéu. Nho do, ban c6 thé
chic chin vé quyét dinh ctia ban than trude khi tiép tuc.

. Néu dung Text Import Wizard dé nhap file text, ban c6 thé thay
doi dau tach duoc st dung cho hoat dong nhap ¢ budc 2 cua
Text Import Wizard. Trong budc nay, ban ciing co thé thay doi

cach xir Iy cac dau phan tach lién tiép.
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Thay d6i dau tach danh sach cho file text méi (tép tin ban
c6 thé tao khi xuat bang Save As)

Khi luu workbook dudi dang file .csv, d4u tach danh sach mic dinh 1a
dau phay. Ban c6 thé d6i n6 qua cai dat Windows Region.

Windows 10

1. Trong Microsoft Windows 10, click chudt phai vao nut Start >

nhan Settings.
2. Click Time & Language > Region ¢ bang bén trai.

3. Trong bang diéu khién chinh, t5i Regional settings

> click Additional date, time, and regional settings.
4. Trong Region, click Change date, time, or number formats.
5.0 Region, trén tab Format, click Additional settings.

6. Trong hop thoai Customize Format, trén tab Numbers, g0 ky tu

dung 1am dau phén tach & box List separator.
7. Click OK hai lan.

Luwu y: Sau khi thay doi ky tu phan tach cho may tinh, toan bo chuong
trinh dung ky ty nay 1am dau phan tach. Ban c6 thé thay doi ky tu nay

tré vé mic dinh bang cach lip lai qua trinh trén.
O Windows cii hon

1. Trong Microsoft Windows, click nut Start > click Control Panel.
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2. Trong Clock, Language, and Region, click Change date, time, or

number formats.
3. O Region, trén tab Format, click Additional settings.

4. Trong hop thoai Customize Format, trén tab Numbers, go ky tu

dung 1am dau phan tach méi trong box List separator.

5. Click OK hai lan.

Nguon: Download.vn 141


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kién thirc Vin phong
Bai 12: Cac dinh dang so co6 san trong Excel

Excel cung cap san nhiéu dinh dang s6 v&i y nghia khac nhau. Duéi

day la cach dung chung trong bang tinh Microsoft Excel.
Cac dinh dang so6 c6 sian trong Excel trén Windows

Trong Microsoft Excel, ban c6 thé dinh dang s6 trong 6 cho nhiing dir
liéu nhu tién té, gia tri phén tram, thap phan, ngay, s6 dién thoai, s6 an
sinh x4 hoi...

| Mumber in the farmula bar

10853

[E10.855.00]
‘ Mumber with & currency
numker format
1. Chon mdt 6 hoac pham vi 6.
2. Trén tab Home, chon Number tir menu tha xubng.
General v
$ - % » %8370
Mumber P
Hodc ban c6 thé chon mot trong s6 nhitng tiy chon sau:
« Nhan CTRL+1 va chon Number.
« Click chuot phai vao 6 d6 hoac pham vi 6, chon Format

Cells... va chon Number.
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M=
« Chon mo hop thoai " bén canh Number , 101

chon Number.

3. Chon dinh dang ban mudn

/.4
A

Dinh dang so

Pé xem toan bo dinh dang s6 san co, click Dialog Box Launcher

canh Number trén tab Home trong nhom Number.
Dinh dang Mo ta

Dinh dang s6 mac dinh ma Excel ap dung khi ban g6 mot S0.

DPéi véi ph?m quan trong nhat, cac s6 dugc dinh dang

bang General hién thi theo cach ban nhap chiing. Tuy nhién,
General néu 6 d6 khong du rong dé hién toan bo sb, dinh

dang General s& 1am tron céc sb thap phan. Dinh dang s6

General ciing dung ky hiéu khoa hoc (ham mii) cho céc s6 16n

(tir 12 trd 1én).

Puogc dung dé hién thi sb noi chung. Ban c6 thé chon s6 luong
Number cac vi tri thip phan mudn dung, cé sir dung dau phan tach hang

nghin hay khong va cach hién thi nhitng s6 am.

Pugc dung cho cac gia tri tién té va hién thi biéu tuong tién té
bang so0. Ban c6 thé chi dinh rd s6 luong vi tri thap phan mudn
Currency , .
dung, c6 st dung dau phan tach hang nghin hay khong va hi¢én

sO am nhu thé nao.
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Dung cho cac gia tri tién t¢ nhung no6 can chinh bi€u tugng tién

Accounting , ,
t¢ va dau thap phan cua so6 trong cot.

Hién thi s6 seri ngay va thoi gian lam gia tri ngay, theo kicu va
vi tri lra chon. Pinh dang ngay bat dau bang dau hoa

Date thi * twong ng véi cac thay doi ¢ cai dat ngdy & thoi gian theo
vung da chon tai Control Panel. Nhirng dinh dang khong c6 dau

hoa thi s€ khong bi anh hudng bai cai dat trong Control Panel.

Hién thi s6 seri ngay & gio dudi dang gié tri thoi gian, theo

kiéu va vi tri ban chon. Dinh dang thot gian bat dau bﬁng dau
Time hoa thi twong Ung véi cac thay doi ¢ cai dat ngay va gio theo

vung chi dinh & Control Panel. Cac dinh dang khong c6 dau hoa

thi khong bi anh hudng boi cai dat & Control Panel.

Nhan gia trj 6 voi 100 va hién két qua kém biéu twong %. Ban
Percentage , , _ ]
co thé chon so6 lugng céc vi tri thap phan muon dung.

Fraction Hién thi phan s6 theo kiéu ban chon.

Hién thi s6 dudi dang ham mi, thay thé phan s6 bang E+n,
trong d6 E (viét tit ctia Exponent) nhan s6 dung trude nd véi 10
mil n. Vi du, dinh dang kiéu khoa hoc gém 236 thap phan hién

Scientific .
thi 12345678901 dudi dang 1.23E+10, nghia 1a 1,23 nhan véi
10 mii 10. Ban ¢6 thé chon s6 luong vi tri thap phan mudn

dung.
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T Hién thi ndi dung 6 dudi dang text, chinh xac nhu khi ban nhap
ext .
no, ngay ca khi ban go so.

Hién thi s6 dudi dang ma buu dién, s6 dién thoai hodc s6 an
Special . .

sinh xa hoi.

Cho phép ban chinh stra mot ban sao cia ma dinh dang s6 hién

tai. Dung dinh dang nay dé tao dinh dang ) tuy bién duoc thém
Custom  vao danh sach mi dinh dang s6. Ban c6 thé thém tir 200 t&i 250

dinh dang s tuy bién, tiy thudc vao phién ban ngon ngit Excel

dugc cai trén may tinh.
Cac dinh dang so co6 san trong Excel Online

Ban c6 thé ap dung cac dinh dang s6 khac nhau dé thay d6i cach
chung hién thi. Nhitng dinh dang nay chi thay doi hinh thtrc ching
xuat hién va khong anh huong tdi cac gia tri 6 dung dé tinh toan. Vi
du, néu mudn hién thi mot s6 dudi dang don vi tién té, hiy click vao 6

kem gid tri s6 > Currency.
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123 General

Mumber

12
E‘ Currency
=

3. Accounting

short Date

0] Long Date

@ Time

cy Percentage
0 q

1/2 Fraction

1,31 Scientific

ABC Text

Ban c6 thé thay gia trj thuc té trong thanh cong thirc.
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fc 300

2 |US

$300.00

54,500.00

Pay 1a danh sach dinh dang s6 c6 san va cach ban dung chung trong

Excel cho Web.

Dinh dang

SO

General

Mo ta

Dinh dang s6 mic dinh. Néu 6 d6 khong du rong dé hién toan

bo sb, dinh dang nay s& 1am tron so. Vi duy, 25.76 thanh 26.

Ngoai ra, néu sd tir 12 trd 1én, dinh dang General hi¢n gia tri

kém ham mu.

fe

234567898976 |

A

2.34558E+11.
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Hoat dong giong dinh dang General nhung thay do1 cach n6

hién s0 v&i dau phan tach vi tri thap phan va s6 am. Vi du:

A B
Number |General
Number 15.23| 15.2347
43.60 43.6
243.00 243
500.00 500
[987654.00 987654

Hién thi bicu tugng tién t¢ kem s6. Ban c6 thé chon so vi tri

thap phan véi Increase Decimal hoac Decrease Decimal.

ABC 00
Currency 123

Number
Format-

M umber

Ciing duoc dung cho gia tri tién té, nhung can chinh biéu tuong
Accounting

\

tién té va dau thap phan cua sb trong cot.

Hién thi ngay & dinh dang nay:

Short Date Shart Date

I 1Uf24fzu13|
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Fraction

Scientific

Text
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Hién thi thang, ngdy va nim ¢ dinh dang nay:

tong bate | thyrsday, October 24, 2013

—
Hién thi s6 seri ngay & gio dudi dang gia trj thoi gian.
Nhan gia tri 6 véi 100 va hién thi két qua kém biéu tuong %.

Dung Increase Decimal hoac Decrease Decimal dé chon s6 s6

luong vi tri thap phan ban mudn.

AB(
123

Number
Farmat = 1

Number

Hién thi s6 duéi dang phan sb. Vi duy, 0,5 thanh Y.

Hién thi s6 dudi dang ham mdi, thay thé phan s6 bang E+n,
trong do E nhan sb trudc n6 v4i 10 mil n. Dé chi dinh vi tri cac
s6 thap phan ban mudn, dung Increase Decimal hoic Decrease

Decimal.

Xt 1y gia tri 6 dudi dang text va hién thi nd chinh xac nhu khi

ban nhap, tham chi ca lic ban go $0.
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Trén day 14 bang tong hop cac dinh dang s6 ¢ san & Microsoft Excel

trén Windows va Web. Hi vong bai viét hitu ich vo1 ban!
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Bai 13: Cach dung dinh dang c6 diéu kién
trong Microsoft Excel

Dinh dang c6 diéu kién trong Microsoft Excel gitip ban kham pha &
phan tich dit li¢u, phat hién 16i quan trong, nhan dién mau va xu

huéng dé dang.

Dinh dang c6 diéu kién ctia Excel con hd tro highlight dé dang 6 hodc
pham vi 6 quan tim, nhan manh cac gia tri bat thuong va truc quan
hoa dir liéu bang thanh Data, thang mau va bd icon twong tng véi bién

cu thé trong dit li¢u do.

Mot dinh dang co diéu kién thay doi dién mao céc 6 trén diéu kién ban
chon. Néu diéu kién ding, Excel s€ dinh dang pham vi1 6 do. Néu diéu
kién sai, pham vi 6 d6 khong duogc dinh dang. Microsoft Excel co san
nhiéu diéu kién. Tuy nhién, ban van c6 thé tao diéu kién riéng bang

cach dung cong thirc danh gia ding hodac sai.

Dinh dang c6 diéu kién ctia bang ghi chép dir liéu nhiét do cao hang
thang tai nhiéu vi tri khac nhau, dugc t6 mau tuong Gmg véi gia tri

theo cach truc quan.
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May ujun u

Barstow
California City

Cinco

Hesperia

Lancaster

Mojave

Falmdale

W 2 =] & kn e g kg

Ridgecrest

=
=

Rosamond

=
=

Santa Clarita

Dinh dang c6 di€u kién dung mau nén 6 dé lam nd61 bat cac danh muc
san pham khac nhau, mgt bo icon 3 miii té€n hién xu hudng chi phi
(tang, cap do, gidm) va thanh dir li¢u dé the hién su tang gia gitra cac

san pham.
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Ban c6 thé ap dung dinh dang c6 diéu kién cho mot pham vi 6 (lua

Nguoén bai: Chuyén muc Kién thire Vin phong

chon hodac mdgt pham vi dugc dat tén), mot bang Excel, va trong Excel

cho Windows, tham chi mot bao cao PivotTable. Luu y, Excel cung

cap thém mot vai can nhac dinh dang c6 di€u kién trong bao cao dang

PivotTable - xem muc Apply conditional formatting in a PivotTable

report bén trudc tab Windows.
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Pinh dang cé diéu kién trong Microsoft Excel cho

Windows
Ap dung dinh dang c6 diéu kién trong bao cao PivotTable

Vé co ban, dinh dang co diéu kién c6 cach hoat dong nhu trong pham
vi 0, bang Excel hodc bao cao PivotTable. Tuy nhi€n, ban ¢6 thém mdt
sd diéu can can nhic khi dung dinh dang c6 diéu kién trong bao co

PivotTable:

« Mot s6 dinh dang c6 diéu kién khong hoat dong véi cac trudng
trong vung Value cua bdo cdo PivotTable. Vi dy, ban khong thé
dinh dang nhiing truong nhu vay du chiing chira gia tri trung
lap hay duy nhat. Nhitng han ché dé cap trong cac phan con lai

cua bai déu co thé dugc ap dung.

. Néu thay d6i bb cuc béo céo PivotTable bang cach loc, 4n cip
do, thu gon va mé rong cép do hoac di chuyén mot truong,
Excel van duy tri dinh dang c6 diéu kién mién 13 cac truong
trong dir li¢u bén dudi khong bi xoa.

. Pham vi dinh dang c6 diéu kién cho céc trudng trong ving
Values ¢6 thé dua trén cu tric phan cép dir liéu va duogc xac
dinh béng tat ca muc con hién thi trén hang ctia mot hoac nhiéu

cOt hay cot co mot hay nhiéu hang.

Nguon: Download.vn 154


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kién thirc Van phong

Luu y: Trong phan cép dir liéu, muc con khong ké thira dinh dang co

di€u kién cuia muc chinh va nguoc lai.

. C6 3 phuong phép khoanh dinh dang c6 diéu kién trong Values:

theo lya chon, theo trudong tuong tng va theo truong gia tri.

Phuong phap mic dinh dé khoanh ving cac trudng trong Values 13

theo lyra chon. Ban c6 thé thay doi nd sang truong twong tng hoic gid

tri bang cach nhan nat Apply formatting rule to, box New

Formatting Rule hay Edit Formatting Rule.

Phuwong phap

phan pham vi

Theo lva chon

Theo truong gia

tri
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Muc dich st dung

Mot tap hop céc truong lién ké trong ving Values

nhu toan bd tong san pham cho mot ving.

Mot tap hop céc truong khong lién ké trong Values
nhu tong san pham cho cac ving khac nhau trén
khap cap d6 ¢ phan cap dit liéu.

Tranh tao nhiéu lya chon khong lién keé.

Dinh dang c6 diéu kién mot tap hop céc truong
trong Values cho toan bo cép dd tai ciu trac phan
cap dir liéu.

Bao gém tong phu va tong chinh.
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. Tranh tao nhiéu lya chon khong lién keé.

. Dinh dang c6 diéu kién mot tdp hop cac truong
trong Values cho mot cap do ¢ hé thong phan cap
dir lidu.

. Loai bo tong phu.

Theo trudng Khi dinh dang c6 diéu kién cac truong trong Values cho

, gia tr1 trén, dudi, trén hodc dudi trung binh, quy tdc mac
tuong ung ) )
dinh thuong dua trén tat ca gia tr1 hién thi. Tuy nhién, khi
lya chon cach phan pham vi nay, thay vi dung toan b gia
trj hién thi, ban ¢ thé 4p dung dinh dang c6 diéu kién cho
ting két hop:

« Mot cot va truong hang chinh cta no.

« Mot hang va cot chinh ctia no.

Dung Quick Analysis dé 4p dung dinh dang cé diéu kién

Luu y: Quick Analysis khong c6 sin trong Excel 2010 hoic cii hon.

IE

Nhéan nat Quick Analysis dé ap dung dinh dang co diéu kién cho
dir liéu dugc chon. Nut Quick Analysis hién tu dong khi ban chon dir
liéu.

1. Chon dit liéu mudn dinh dang c6 diéu kién. Nut Quick

Analysis hién ¢ goc bén phai phia duéi lva chon.
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lan Feh[MarlApr Mayljunl Jul |A1.|E EEplﬂcl Mov | Dec
an| 38| 44| 4s] 51| 56| 67 72| 70| 59 as| 41
34| 33| 38| 41] 45| 43| 51| 55| 54| 45] 41) 38
61| 69| 79| B3] 95| 97/100| 101] 94| B7] 72| 66
ol 2| 9| 24] 28| 32| 36| 39| 35| 21| 12

E

2. Click Quick Analysis hodc nhan Ctrl+Q.

Trong cira s6 pop-up hién ra, trén tab Formatting, chuyén tro chudt
qua vi tri khac dé théy Live Preview trén dir li€u cua ban, sau do, click

vao tuy chon dinh dang ban mudn.

FORMATTING = CHARTS  TOTALS  TABLES  SPARKLINES
] |- —
H B :;
¥ . L = % |
Data Bars  Colod lcon Set Greater  Top10% Clea
acale % I han Fermat
Fi | liss it irvte r a3
Luuy:

« Cac tuy chon dinh dang hi¢n trong tab Formatting phu thugc
vao dir liéu duogc chon. Néu lya chon cta ban chi chira text, cac
Option c6 san 1a Text, Duplicate, Unique, Equal To va Clear.
Khi lya chon chi chira s6 hodc ca text va sb, ban s& ¢6 cac lua
chon Data Bars, Colors, Icon Sets, Greater, Top

10% va Clear.
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o Trinh xem truc tiép s€ chi hién cho cac tuy chon dinh dang dit
li¢u trén. Vi duy, ban chon Duplicate cho 6 khong chira dit li¢u

phu hop, tinh nang xem trude s€ khong hoat dong.

4. Néu Text that Contains xuat hién, nhap tuy chon dinh dang ban

muén ap dung va click OK.
Pinh dang 6 bang cach dung thang 2 mau

Thang mau 13 huéng dan truc quan gitp ban hiéu rd phan bo va bién
thién dir liéu. Thang 2 mau giup ban so sanh mot pham vi 6 bang cach
chuyén tiép dan dan giira 2 mau. Sac d6 dai dién cac gia tri cao hoic
thap hon. Vi du, trong thang mau xanh & vang, nhu hinh bén dudi,
ban dé dang xac dinh cac 6 c6 gia tri cao hon thién vé mau xanh ngay
cang dam, con 6 co gia tri thap thién vé mau vang.

Meo: Ban co thé phan loai 6 ¢ dinh dang nay theo mau cta ching -

chi can dung menu ngir canh.

State a1 02 a3 04
Alabama 116,672 5162,580 $289.900 5320934
Florida 362,230 $173,172 5494498 5373953
Georgia 5567,260 54504098 S5568,716 5479 664
Louisiana %610, 774 5225,605 5734,153 5792256
Mississippi 5774684 $262,058 5490,187 5134807
MNorth Carolina 5706, 781 5192999 5513336 5448284

South Carolina | 5700,817 5779382 5779711 5289,995
Texas /51,224 379 51,003,260 5990,53451,@1;:@
Virginia S698,070 5619838 5659936 5724434

Meo: Néu 6 bat ky trong lwa chon chira cong thirc tra két qua 16, dinh

dang c6 diéu kién s& khong dugc ap dung cho nhiing 6 nay. Pé dam
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bao ap dung dinh dang c6 diéu kién cho nhiing 6 do, hay dung
ham IS hoic IFERROR dé tra vé gid trj dung.

Dinh dang nhanh

1. Chon mét hoic nhiéu 6 trong pham vi la chon, bang hay bao cio

PivotTable.

2. Trén tab Home, trong nhom Styles, click miii tén bén

canh Conditional Formatting > click Color Scales.

% Conditional Formatting ~ E:'Inserl: - 2 %T x
E Format as Table = E Delete = m - -
G Cell Styles - |§I Format = i

Styles Cells Editing

3. Chon thang 2 mau

Tré chudt qua icon thang mau dé thiy icon thang 2 mau. Mau phia
trén cung dai dién cho gia tri cao hon, mau dudi cung tuong trung cho
gia tri thap hon.

Ban c6 thé thay doi phwong phap khoanh ving céc trudng trong
Values ctia bao cdo PivotTable bang cach dung nit Formatting
Options bén canh truong PivotTable dugc ap dung dinh dang co diéu
kién.

Pinh dang nang cao

1. Chon mot hodc nhiéu 6 trong pham vi, bang hay bao cdo PivotTable

nao do.
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2. Trén tab Home, trong nhom Styles, click miii tén canh Conditional
Formatting > click Manage Rules. Hop thoai Conditional

Formatting Rules Manager xuat hién.

Conditional Formatting Rules Manager ? >
Show formatting rules for:  cyrrent Selection |
EE] Mew Rule... Edit Rule... Delete Rule
Rule (applied in order shown)  Format Applies to Stop If True
Ok Close Apply

3. Thuc hi¢n mot trong nhirng tac vu sau:
. Dé thém dinh dang co diéu kién, click New Rule > New
Formatting Rule hién ra.
. Dé thay doi dinh dang c6 diéu kién, hay lam nhu sau:
. bam bao chon worksheet, bang hoac PivotTable phu hop
trong box list Show formatting rules for.
. Hodic thay doi pham vi 6 bang cach click Collapse
Dialog trong Applies to dé tam thdi 4n box hop thoai
nay, bang cach chon pham vi 6 mdi trén worksheet, sau

do chon Expand Dialog.
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. Chon quy tic > click Edit rule. Hop thoai Edit

Formatting Rule xuat hién.

4. Trong Apply Rule To, dé thay doi pham vi cc trudng trong Values

cua bao cao PivotTable nhu sau:
« Vung chon: Click Selected cells.

« Toan bd 6 cho mot nhan Value: Click All cells showing <Value

label> values.
o Toan bd 6 cho mot nhan Value, loai bé cac té)ng phu va chinh:
Toan by All cells showing <Value label> values for <Row

Label>.

5. Trong Select a Rule Type, click Format all cells based on their

values (default).

6. Trong Edit the Rule Description, trong box Format Style,

chon 2-Color Scale.

7. Dé chon mdt loai trong box Type cho Minimum va Maximum,
hay lam nhu sau:
. Pinh dang gia tri cao va thap nhat: Chon Lowest
Value va Highest Value. Trong truong hop nay, ban khong can
nhdp Minimum va MaximumValue.
. Pinh dang so, ngay hoic gia tri thoi gian: Chon Number roi

nhap gia tri tdi thiéu va tbi da.
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. Pinh dang phan trim: Nhap gia trj t6i thiéu va toi da. Céc gia
tri hop 18 tir 0 t6i 100. Pung nhap dau phan tram. Chi dung n6
khi ban mudn hinh dung toan bd gié trj theo ti 1& do phan bo can
xtrng cac gia tri do.

. Pinh dang phin vi: Chon Percentile > nhép gi trj ti thiéu va
t6i da. Phan vi hop 18 tir 0 ti 100.

« Dung phan vi khi ban mudn truc quan hoa mot nhom gia tri cao
(nhu phan vi tht 20 tir trén xudng) trong mot ty 18 cap mau va
cac gia tri thap (nhu phan vi tht 20 tir dudi 1én) do chung dai
dién cho cac gia tri cuc co thé 1am sai 1éch dit liéu ctia ban.

. Pinh dang két qua ciia mdt cong thirc: Chon Formula, roi
nhép gid tr1 Minimum va Maximum.

. Cong thirc phai tra vé sb, ngdy hodc gia tri thoi gian.
. Bit dau cong thire bang diu =.
. Két qua cac cong thire khong hop 16 s& khong ¢ dinh
dang nao duogc ap dung.
. Ban nén kiém tra cong thirc dé dam bao né khong tra vé
gia tri 10i.
Luuy:

. Pam bao gia tri Minimum thap hon gia tri Maximum.
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« Ban c6 thé chon mot ki€u khac cho Minimum va Maximum.
Vi dy, ban c6 thé chon mdt s6 cho Minimum, ty 1€ phan tram
cho Maximum.
8. B¢ chon thang mau Minimum va Maximum, click Color cho moi
gia tr1, r61 chon mau.
Néu mudn chon mau bd sung hoac tao mau tuy bién, click More

Colors. Thang mau ban chon hi¢n trong box Preview.

Pinh dang 6 bang cach dung thang 3 mau

Thang 3 mau gitip ban so sanh mét pham vi cac 6 bang cach chuyén
tiép dan dan giira 3 mau. Sic d6 mau dai dién cho céac gia tri cao hon,
trung binh hodc thap. Vi du, trong thang mau xanh 14, vang va do, ban
c6 thé xac dinh cac 6 gid tri cao thién vé mau xanh 14, 6 gia trj trung
binh c6 mau vang, 6 gia tri thap 1a mau do.

Meo: Ban c6 thé phan loai 6 ¢ dinh dang nay theo mau cta ching -
chi can sir dung menu ngir canh.

Dinh dang nhanh

1. Chon mdt hodc nhiéu 6 trong pham vi, bang hodc bao cdo

PivotTable.

2. Trén tab Home > nhom Styles > click miii tén canh Conditional

Formatting > click Color Scales.
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3. Chon thang 3 mau. Mau trén cung dai dién cho cac gia tri cao, mau
¢ gitta dai dién cho gia tri trung binh, mau & dudi dai dién cho gia
tri thap. Troé chudt qua icon thang mau dé thay biéu twong thang 3
mau.

Ban c6 thé thay d6i cach khoanh viing cac trudng trong Values cia

bao cao PivotTable bang cach ding Formatting Options bén canh

truong PivotTable dugc dinh dang c6 diéu kién.

Dinh dang nang cao

1. Chon mdt hodc nhiéu 6 trong pham vi, bang hodc bao cao

PivotTable.

2. Trén tab Home > Styles > click miii tén canh Conditional
Formatting > click Manage Rules. Conditional Formatting Rules

Manager xuat hién.
3. Lam mot trong nhiing vi€éc sau:

. Dé thém dinh dang c6 diéu kién, click New Rule dé m¢ New

Formatting Rule.
. Thay ddi dinh dang c6 diéu kién nhu sau:

. Dam bao chon worksheet, bang hay bao cao PivotTable

phu hgp trong box Show formatting rules for.

. Hoic thay d6i pham vi 6 bang cach click Collapse
Dialog trong box Applies to dé tam thoi an hop thoai,
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chon pham vi 6 mdi trén worksheet, 161 chon Expand

Dialog.
. Chon gia tri ndy, r6i click Edit rule.

4. Trong Apply Rule To, thay d6i pham vi cac truong trong Values

cua bao cao PivotTable nhu sau:
o Selection: Click Just these cells.

« Corresponding field: Click All <value field> cells with the

same fields.
o Value field: Click All <value field> cells.

5. Trong Select a Rule Type, click Format all cells based on their

values.

6. Trong Edit the Rule Description > box Format Style,

chon 3-Color Scale.

7. Chon mdt kiéu cho Minimum, Midpoint va Maximum. Thuc hién

mot trong nhitng viéc sau:

. Pinh dang gia tri cao va thap nhat: Chon Midpoint. Trong

truong hop nay, ban khong can nhép gié tri cao va thap nhat.

. Pinh dang so, ngay hoic gia tri thoi gian: Chon Number, roi

nhép gié tri cho Minimum, Midpoint va Maximum.

. Pinh dang phin trim: Chon Percent, roi nhap gia tri cho

Minimum, Midpoint va Maximum. Gia tri hop 1€ tir 0 té1 100.
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Khong nhap dau %. Dung % khi ban mudn hinh dung toan bo
gia tri theo ty 18 boi dung gid tri phan trim dam bao phan bo gia
trj dong déu.

. Pinh dang phin vi: Chon Percentile, r6i nhap gia tri cho
Minimum, Midpoint va Maximum. Phan vi hop 1€ tur 0 t&1 100.
Dung phan vi khi ban mudn truc quan hoa mot nhom gia tri cao
bang mot ty 18 cAp mau va gia tri thap bang mau khéc vi ching

dai dién cho cac gia tri cuc c6 thé lam sai 1€ch dir li¢u cua ban.

. Pinh dang két qua cong thirc: Chon Formula, sau d6 nhap
gia tri cho Minimum, Midpoint, Maximum. Cong thirc nay phai
tra vé s0, ngay hodc gia tri thoi gian. Bat dau cong thirc bang
dau =. Két qua cong thirc khong hop 18 s& khong c6 dinh dang
duoc 4p dung. Ban nén kiém tra cong thirc dé dam bao né
khoéng tra vé gia tri 16i.

Luuy:

. Ban c6 thé thiét 1ap gié tri toi thiéu, trung binh va toi da cho
pham vi 6. Pam bao gia tri trong Minimum thap hon Midpoint

va Midpoint thap hon Maximum.

« Ban ¢6 thé chon loai khac cho Minimum, Midpoint, Maximum.
Vi du, ban ¢6 thé chon sb cho gia tri tdi thiéu, phan vi cho gia

trj trung binh va phan tram cho gi4 tri toi da.
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. Trong nhiéu trudng hop, gia tri Midpoint: 50% la tot nhat,
nhung ban c6 thé diéu chinh né phu hop véi nhu cau.
8. Pé chon thang mau Minimum, Midpoint va Maximum,

click Color cho moi gia tri, r61 chon mot mau.

« D¢ chon mau bo sung hodc tao mau tuy bién, click More

Colors.

« Thang mau ban chon dugc hién thi trong box Preview.
Pinh dang 6 bang cac thanh dir liéu

Thanh dit liéu gitp ban thay gia trj ctia 6 lién quan t&i 6 khac. Chiéu
dai cua thanh dir li¢u dai dién cho gia tri trong 6 d6. Thanh dai hon
tuong trung cho gia tri cao hon, thanh ngan hon sé& c6 gia tri thap hon.
Thanh dt li¢u hitu ich trong vi¢c xac dinh s6 16n hodc thép hon, nhét
13 v&i khoi luong dit liéu 16n nhu doanh s6 ban hang d6 choi cao va
thap nhat trong bao cio.

Vi du duéi day dung thanh dir liéu dé 1am noi bat gia tri Am va duong
an tuong nhat. Ban c6 thé dinh dang thanh dit liéu dé no bat dau &

gilra 0 va keo sang bén trai cac gia tri am.

Region a1 a2 a3 04
NE (51F,258) S4d@e4 | 53fP97 518 MENS|
SE 54676 53dB54 53934 s4fBd6
South sad@ss (IS5l s3dbe7 | S4Bl
North sadie2  sadipos  safibas | (S14,262)
West s3dbao (52297 s3db32 | S17HEEE|
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Meo: Néu 6 bat ky trong pham vi chira cong thirc tra vé 16i, Excel s&
khong ap dung dinh dang c6 diéu kién cho nhiing 6 nay. Pé dam bao
ap dung dinh dang c6 diéu kién cho nhiing 6 do, dung

ham IS hoic IFERROR dé tra vé mot gia tri () hoac N/A thay vi gia
tri 10i.

Dinh dang nhanh

1. Chon mdt hodc nhiéu & trong mdt pham vi, bang hodc bao cao

PivotTable.

2. Trén tab Home > Style > click miii tén canh Conditional
Formatting > click Data Bars, roi chon icon thanh dit liéu.

Ban c6 thé thay d6i phuwong phap khoanh ving cho cac trudng trong

Values cua bdo cao PivotTable qua nut tuy chon Apply formatting

rule to.

Pinh dang nang cao

1. Chon mét hoic nhiéu 6 trong pham vi, bang hay béo céo

PivotTable.

2. Trén Home > Styles > click miii tén canh Conditional Formatting,
roi click Manage Rules > Conditional Formatting Rules

Manager xuat hién.

3. Lam mot trong nhirng viéc sau:

Nguon: Download.vn 168


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kien thirc Van phong

 Dé thém dinh dang c6 diéu kién, click New Rule dé mé New

Formatting Rule.
. Dé thay d6i dinh dang c6 diéu kién, hdy lam nhu sau:

. DPam bao da chon worksheet, bang hoac bao cao
PivotTable phu hgp trong box Show formatting rules for.

. Tuy chon, thay doi pham vi 6 bang cach click Collapse
Dialog trong box Applies to dé tam thoi 4n hop thoai
nay, bﬁng cach chon pham vi 6 mo1 trén worksheet, roi
chon Expand Dialog.

. Chon quy tac ndy, roi chinh stra Edit Rule. Hop
thoai Edit Formatting Rule xuat hién.

4. Trong Apply Rule To, ban c6 3 tiy chon thay d6i pham vi cac

truong ¢ Values cua bao cao PivotTable nhu sau:
« Selection: Click Just these cells.

« Corresponding field: Click All <value field> cells with the

same fields.
« Value field: Click All <value field> cells.

5. Trong Select a Rule Type, click Format all cells based on their

values.

6. Trong Edit the Rule Description > box Format Style, chon Data
Bar.
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7. Chon Minimum va MaximumType. Lam mdt trong nhiing viéc

Sau.

. Dinh dang gia tri thép va cao nhat: Chon Lowest Value va
Highest Value. Trong truong hop nay, ban khong nhap gia tri

cho Minimum & Maximum.
. Dinh dang s0, ngay hodc gia tri thoi gian: Chon Number, roi
nhdp Minimum va MaximumValue.
. DPinh dang phan trim. Chon Percent va nhap gia tri Minimum
va Maximum.
« Dinh dang phan vi: Chon Percentile, nhap gia tr1 Minimum va
Maximum.
. Dinh dang két qua cong thurc: Chon Formula, roi nhap gia tri
Minimum va Maximum.
8. Pé chon thang mau Minimum va Maximum, click Bar Color.
Néu mudn chon mau bo sung hodc tao mau tuy bién, click More
Colors. Thanh mau ban chon dugc hién trong box Preview.
9. Bé chi hién thanh dir liéu, khong phai gié tri trong 6, chon Show
Bar Only.
10. Bé ap dung duong vién dam lién nét cho thanh dit liéu, chon Solid

Border trong box Border va chon mau duong vién.
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11. Pé chon gitta mQt thanh lién nét va thanh mau gradient,

chon Solid Fill hoac Gradient Fill ¢ box Fill.

Pé dinh dang thanh phu dinh, click Negative Value and Axis.
Trong Negative Value and Axis Settings, chon cac tuy chon mau cho
thanh gia tr1 am va mau duong vién. Ban c6 thé chon cai dat vi tri va

mau cua truc d6. Khi da hoan tat lua chon, click OK.

Ban c6 thé do6i hudéng cua thanh b::ing cach chon mot cai dat trong
box Bar Direction. Bai viét chon gia tr1 mac dinh Ia Context, nhung
ban ¢6 thé chon hudng tu trai sang phai hoac nguoc lai, tuy vao cach
ban mudn hién thj dit liéu.

Pinh dang 6 bang modt bd icon

Dung icon dé chu thich va phan loai dit li¢u thanh 3 t61 5 danh muc
duoc phan chia bang ngudng gia tri. Mdi icon dai dién cho mot pham
vi gia tri. Vi duy, trong b0 icon 3 miii té€n, mii1 t€n mau xanh di l1én chi
gia tri ting dan, mii tén mau vang sang ngang 1a gia tri trung binh,
mili tén do di xudng 1a gia tri giam dan.

Ban c6 thé phan loai 6 dung dinh dang nay theo icon - chi can dung

menu ngir canh.
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Student 1D Grade Student ID Grade
323658 @ 29 323658 f
325451 @ 40 325451

334706 @ 19 334706 ¥
340103 @ 21 340103 4
553983 ® 29 553083
562224 @ 29 562224 !
604239 @ 24 504239 4
520766 @ 32 520766

CS Rep ID Rating CS Rep ID Rating
552 i 3 552 4 ]
652 4l 5 659 @
563 ' 0 569 O
319 0 319 £
363 d 3 363 o
387 d 3 387 C
192 4l 1 192 (™
643 i 3 643 B

Ban c6 thé chon chi hién icon dap ung diéu kién. Vi dy, hién icon
canh bao nhitng 6 thip hon gia tri toi han va khong c6 icon cho nhimng
6 vuot qua ngudng ndy. Dé 1lam viée do, hiy an icon bang cach

chon No Cell Icon tir danh sach tha xuéng bén canh icon khi ban dang
thiét 1ap diéu kién. Ban cling ¢c6 thé tao két hop bd icon riéng. Vi du:
tich biu twong mau xanh, dén giao thong mau vang va 14 c& mau do.
Dinh dang nhanh

1. Chon 6 muon dinh dang c6 diéu kién.

2. Trén tab Home > Style > click miii tén canh Conditional

Formatting, click Icon Set, roi chon mét bo icon.

Pinh dang nang cao
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1. Chon 6 muon dinh dang c6 di€u kién.
2. Trén tab Home > nhom Styles > click miii tén canh Conditional
Formatting > click Manage Rules > m¢ Conditional Formatting

Rules Manager.
3. Lam mot trong nhiing viéc sau:
« Click New Rule dé thém dinh dang c6 diéu kién.
. Thay dbi dinh dang c6 diéu kién nhu y mudn (twong tu nhu
trén).
. Trong Apply Rule To, tily chon thay doi pham vi cac trudng
trong Values ctuia bao cdo PivotTable.
4. Trong Select a Rule Type, click Format all cells based on their
values.

5. Trong Edit the Rule Description > box Format Style > chon Icon
Set.

e Chon b0 icon. Mac dinh 1a 3 Traffic Lights (Unrimmed). S
icon, toan tir so sanh mic dinh va gia tri t6i han cho mdi icon c6
thé khac nhau theo ting bd.

. Ban c6 thé diéu chinh toan tir so sanh va gia tri ngudng. Pham
vi gia tri mic dinh cho mdi icon bﬁng kich thudc, nhung ban co

thé diéu chinh né phu hop véi nhu cau riéng. Pam bao ngudng
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do c6 thir tu logic tir cao to1 thap nhat khi dugc sap xEp tu trén

xuong dudi.
« Lam mot trong nhitng viéc sau:

. Dinh dang gia tri $0, ngay hodc thoi gian:

Chon Number.
« Dinh dang %: Chon Percent.
« Dinh dang phan vi1 tir 0 té1 100.

. Pinh dang két qua cong thirc: Chon Formula nhap cong

thirc vao box Value.

« D¢ icon dau tién dai dién cho gia tri thap hon, icon cudi cung la

gia tr1 cao hon, chon Reverse Icon Order.

« Dé chi hién icon, khong co6 gia tri trong 6 do, chon Show Icon

Only.
Luuy:
. Ban can chinh d% rong ¢t phu hop véi icon.

. Kich thuéc icon hién thi theo ¢& font duoc dung trong 6 d6. Khi

tang kich thudc font, kich thudc icon cling tang theo ty I¢€.
Pinh dang 6 chira text, sd, ngay hoic gia trj thoi gian

Pé tim 6 cu thé dé hon, ban c6 thé dinh dang chung bé‘tng mot toan tu
so sanh. Vi duy, trong bang kiém ké hang hoa dugc phan loai theo danh

muc, ban c6 thé highlight nhitng san pham chtra it hon 10 myuc mau
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vang. Mit khac, trong worksheet tong két cira hang ban 1€, ban ¢6 thé
xac dinh toan bd ctra hang ¢6 1o1 nhuan 16n hon 10%, lugng tiéu thu it
hon 100.000USD va ¢ vung BDong Nam.

Vi du bén dudi ap dung cac ti€u chi dinh dang c6 diéu kién cho dit
li¢u nhu Greater Than, Top%. Cu thé, & day, cac thanh phé 6 sb dan
16m hon 2.000.000 s& duogc t6 nén mau xanh, nhiét d6 cao trung binh &

muc 30% s€ ¢cO mau cam.

Chicago, IL 2,695,598 3 B4
Dallas, TX 1,197 816 Eﬂ
Houston, TX 90,451 4 04
Los Angeles, CA a6l 2 75
New York, NY __m 1 B4
Philadelphia, PA 1,526,006 5 Eb
Phoenix, AZ 1445632 b :

San Antonio, TX 1,327 407 ?=
San Diego, CA 1,307 402 g 76
San lose, CA 445642 10 B4

Luru y: Ban khong thé dinh dang céc truong trong Values ctia béo céo

PivotTable theo text hoic ngdy, chi theo s6.

Dinh dang nhanh

1. Chon mot hodc nhiéu 6 trong pham vi, bang hoidc béo céo
PivotTable.

2. Trén tab Home > Styles, click miii t€én canh Conditional

Formatting > click Highlight Cells Rules.
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3. Chon 1énh ban mudn nhu Between, Equal To Text that Contains,

hodc A Date Occurring.
4. Nhap gia tri ban mudn st dung, roi chon dinh dang.
Pinh dang nang cao
1. Chon mét hoic nhiéu 6 trong pham vi, bang hodc bao cdo
PivotTable.
2. Trén tab Home > Styles, click miii tén bén canh Conditional
Formatting, roi click Manage Rules.
3. Thuc hién mot trong nhiing viéc sau & bang Conditional
Formatting Rules Manager.
« Thém dinh dang co6 diéu kién: click New Rule.
. Thay d6i dinh dang c6 diéu kién
. Dam bao da chon worksheet, bang hay bao cao
PivotTable phu hgp trong box Show formatting rules
for.
. Thay ddi pham vi cac 6 bang cach click Collapse
Dialog trong Applies to dé tam thoi an box hop thoai do,
b::ing cach chon pham vi 6 méi trén worksheet d6 hoac
bang tinh khac, rdi chon Expand Dialog.

. Chon quy tic, r0i click Edit Rule.
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4. Trong Apply Rule To, tiy chon thay d6i pham vi cac truong trong

khu vuc Values cua mot bao cao PivotTable.
5. Trong Select a Rule Type, click Format only cells that contain.

6. Tai Edit the Rule Description > Format only cells with, thuc hién

mot trong nhitng viéc sau:

. Pinh dang theo s6, ngay hoic thoi gian: Chon Cell Value,
chon toan ti so sanh, roi nhap $0, ngay hodc thoi gian. Vi du,
chon Between, rdi nhap 100 va 200, hoac chon Equal to, roi

nhap 1/1/20009.

. Dinh dang theo text: Chon Specific Text, chon toan tir so
sanh, roi nhap text. Vi dy, chon Contains > nhap Silver hoac
chon Starting with > nhap Tri. Chudi tim kiém bao gom trich
din va ban co thé dung céc ki tu dai dién. Do dai tdi da cua
chudi 1a 255 ky tu.

« Dinh dang theo ngay: Chon Dates Occurring > chon so sanh
ngay/thang. Vi du: chon Yesterday hoac Next week.

. Pinh dang céc 6 c6 khoang trong hoic khong:

Chon Blanks hoac No Blanks. Mot gia tri tréng l1a 6 khong
chira dit liéu, khac 6 c6 mot hodc nhiéu dau cach. (dau cach
cling dugc xem la text).

. Pinh dang 6 c6 gia tri 16i hoiic khong 16i:

Chon Errors hoic No Errors. Cac gia tri 15i bao gom: ###it#,
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#VALUE!, #DIV/0!, #NAME?, #N/A, #REF!, #NUM!, and
#NULL!.

7. Dé chon mdt dinh dang, click Format dé mo hop thoai Format

Cells.

8. Chon sb, font, duong vién hodc dinh dang lép dﬁy ban muén ap

dung khi gia tri 6 dap ung diéu kién, rdi click OK. Ban c6 thé chon

mdt hodc nhiéu dinh dang. Binh dang ban chon hién thi trong

box Preview.

Chi dinh dang cac gia tri dwoc xép hang dau hodc duwéi

cung

Ban c6 thé tim thdy cac gia tri cao va thap nhat trong pham vi 6 dua

trén mot gia tri ngudng lua chon. Vi dy, ban co thé tim théy top 5 san

pham ban chay trong bao cao theo ving, 15% san pham bi danh gia

thap trong khao sat khach hang hoic top 25 nguoi luong cao nhat

trong bg phan.

Dinh dang nhanh

1. Chon mot hodc nhiéu 6 hon trong pham vi, bang hodc bao cdo
PivotTable.

2. Trén tab Home > nhdém Style, click miii t€n canh Conditional

Formatting > click Top/Bottom Rules.

3. Chon 1énh ban mudn nhu Top 10 items hodac Bottom 10 %.
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4. Nhap gia tri ban mubn dung, roi chon dinh dang.
Pinh dang nang cao

1. Chon mét hoic nhiéu 6 trong pham vi, bang hay béo céo

PivotTable.

2. Trén tab Home > nhom Styles, click miii tén canh Conditional
Formatting > click Manage Rules. Hop thoai Conditional

Formatting Rules Manager hié¢n ra.

3. Thuc hién mot trong nhiing viéc sau:
. Dé thém dinh dang c6 diéu kién, click New Rule.
. Dbé thay ddi dinh dang, hday lam nhu sau:

. Dam bao chon worksheet, bang hay bao cao PivotTable

phu hop trong Show formatting rules for.
. Tuy chon thay d6i pham vi 6 bang cach click Collapse
Dialog trong Applies to dé tam thoi an hop thoai, bang
cach chon pham vi 6 mo1 trén worksheet, roi
chon Expand Dialog.
. Chon quy tic, r0i click Edit Rule.
4. Tuy chon thay d6i cac truong pham vi trong Values ctia bao céo

PivotTable tai Apply Rule To.

5. Trong Select a Rule Type, click Format only top or bottom

ranked values.
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6. Trong Edit the Rule Description > t61 Format values that rank

in the list box, chon Top hoac Bottom.
7. Thuc hién mot trong nhiing viéc sau:
. Dé xac dinh s6 cao hoidc thép nhat, nhap sb, roi x6a box % of
the selected range. Gia tri hop I¢ tuir 1 to1 100.
. Dé xac dinh ty 1€ phﬁn tram dau hodc cudi, nhap s6 va tich
box % of the selected range. Gia tri hop I¢ tur 1 t&1 100.
8. Tuy chon thay doi cach ap dung dinh dang cho céc truong trong
vung Values ctuia bao cao PivotTable dugc khoanh pham vi theo
truong tuong ung.
Mic dinh, dinh dang c6 diéu kién dua trén toan bo gia tri hién thi. Tuy
nhién, khi ban khoanh vung theo truong tuong rng, thay vi dung toan
b0 gia tri hién thi, ban c6 thé ap dung dinh dang co diéu kién cho tung
két hop:
« M0t cOt va truong hang chinh cua no, b::ing cach chon each
Column group.
« Mot hang va truong cot chinh cua no, b::ing cach chon each
Row group.
9. Bé x4c dinh dinh dang, click Format dé mo Format Cells.
10. Chon sb, font, duong vién hodc dinh dang lép dﬁy ban mudn ap

dung khi gia tri 6 dap tng diéu kién, rdi click OK.
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Ban c6 thé chon nhiéu hon médt dinh dang. Cac dinh dang ban lya
chon s€ hién trong box Preview.

Chi dinh dang cac gia tri trén hoac dwéi trung binh

Ban c6 thé tim théy cac gia tr1 trén/dudi trung binh hodc c6 do léch
chuén trong pham vi 6. Vi du, ban c6 thé tim thdy nhitng nguoi c6 két
qua trén trung binh trong danh gia hiéu qua hang nam hodc xac dinh
vat liéu san xuit nim dudi hai do 1éch chuan trong danh gia chat
luong.

Dinh dang nhanh

1. Chon mdt hodc nhiéu 6 trong pham vi hodc bao cao PivotTable.

2. Trén tab Home > Style, click miii tén bén canh Conditional

Formatting > click Top/Bottom Rules.
3. Chon 1énh ban mudn, vi du Above Average hodc Below Average.
4. Nhap gia tri ban mudn st dung, roi chon dinh dang.

Ban c6 thé thay doi phwong phap khoanh ving céc trudng trong
Values ctia bao cdo PivotTable bang cach dung nat tiiy chon Apply

formatting rule to.
Dinh dang nang cao

1. Chon mot hodc nhiéu 6 trong pham vi, bang hay bao cdo

PivotTable.
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2. Trén tab Home > Styles, click miii tén canh Conditional
Formatting, roi click Manage Rules dé mo hop thoai Conditional

Formatting Rules Manager.
3. Thyc hién mot trong nhiing viéc sau:
. Dé thém dinh dang mdi, click New Rule.
. Dé thay d6i dinh dang c6 diéu kién:
« Chon worksheet, bang hay bao cao PivotTable phu hop
trong box Show formatting rules for.
. Tuy chon, thay d6i pham vi cac 6 bang cach
click Collapse Dialog trong Applies to dé tam thdi an
box hop thoai do, chon pham vi mo1 trén worksheet, roi
chon Expand Dialog.
. Chon quy tic, roi click Edit Rule.
4. Trong Apply Rule To, tich vao lya chon thay d6i pham vi céc
truong trong khu vuc Values cua bao cao PivotTable.

5. Trong Select a Rule Type, click Format only values that are

above or below average.

6. Trong Edit the Rule Description, tai box Format values that are,

hay lam mdt trong nhiing viéc sau:

. Dé dinh dang 6 trén hoic dudi trung binh cho toan bd 6 trong

pham vi, chon Above hoac Below.
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. Dé dinh dang 6 trén hoac dudi mdt, hai hodc ba do léch chuan
cho toan bg 6 trong pham vi, chon mot dd Iéch chun.
7. Tuy chon thay doi cach dinh dang ap dung cho cac trudng trong
vung Values ctuia bao cao PivotTable dugc khoanh vung theo truong
tuong ung.
Mic dinh, dinh dang c6 diéu kién dua trén cac gié tri hién thi. Tuy
nhién, khi ban khoanh vung theo truong tuong g, thay vi dung toan
bd gia tri hién thi, ban c6 thé ap dung dinh dang c6 diéu kién cho mdi
két hop sau:
« M0t cOt va truong hang chinh cua no, b::ing cach chon each
Column group.
Mot hang va truong cot chinh ciia nd, bang cach chon each

Row group.
8. Click Format dé hién box Format Cells.

9. Chon sb, font, duong vién hodc dinh dang lép déy ban muén ap
dung khi gia tri 6 dap tng diéu kién, click OK.

Ban c6 thé chon nhiéu hon médt dinh dang. Cac dinh dang ban chon sé

hién trong box Preview.
Chi dinh dang cac gia tri duy nhat hoiic trung Lip

Luwu y: Ban khong thé dinh dang céac truong co diéu kién trong Values

ctia bao céo PivotTable theo gia tri duy nhat hodc trung lap.
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Vi du duéi day dung dinh dang c6 diéu kién trén cot Instructor dé tim
ngudi day nhiéu hon mot 16p (cac tén trung lap dugc highlight bang
mau do nhat). Gia tri diém chi xuat hién mot lan trong cot Grade (gia

trj duy nhat) duoc highlight bang mau xanh 1a.

Student ID  Class Name Instructor Grade
371151 Econ 110 Anderson, C. 3.2
352799 Physics 303 I_}iall_, B 29
414715 Econ 223 Sloman, A. 40
396168 Chen 105 Breeves, D. 3.3
351955 Comp 5ci 2253 | (Pahlawvi, C. e,
407263 Comp Sci 30B  Young, T. &|
320704 Math 3135 Pauling, C. 4.0
414635 Englizh 204 Howell, D. iﬂ
S44307 History 403 Rocker, D. 3.2
3382E85 Business 224 Shjn'r'an‘-.n._. 29
400934 Chem 105 Johnson, G.

439207 EE 209 Hafner, R. gj
L5058 Econ 223 Underwood, B |H
473686 Math 188 Julian, 1. 3.3
351173 Physics 303 Bell . R. el
Dinh dang nhanh

1. Chon 6 ban muébn dinh dang c6 diéu kién.

2. Trén tab Home > Style, click miii tén canh Conditional

Formatting > click Highlight Cells Rules.
3. Chon Duplicate Values.
4. Nhap gia tri ban mudn st dung, roi chon dinh dang.
Dinh dang nang cao

1. Chon 6 ban mudn dinh dang c6 diéu kién.
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2. Trén tab Home > Styles, click mfii tén canh Conditional

Formatting, roi click Manage Rules.

3. Lam mot trong nhiing vi€éc sau:
« Thém dinh dang co6 diéu kién: click New Rule.
. Thay dbi dinh dang c6 diéu kién, lam nhu sau:

« Chon worksheet hay bang phu hgp trong box Show

formatting rules for.

. Thay d6i pham vi 6 bang cach click Collapse
Dialog trong box Applies to. Sau do, chon pham vi 6

m&i trén worksheet, réi chon Expand Dialog.
. Chon quy tic, roi click Edit Rule.

4. Trong Select a Rule Type, click Format only unique or duplicate

values.

5. Trong Edit the Rule Description > Format all list >

chon unique hodc duplicate.

6. Click Format dé hién Format Cells.

7. Chon s6, font, dudng vién hay dinh dang lap ddy mudn ap dung khi
gia tri 6 dap ung diéu kién, r6i click OK.

Thiét 1ap quy tic dinh dang cé diéu Kién ciia riéng ban

Néu khong c6 lua chon nao ké trén dap irmg nhu cau cta ban, ban ¢

thé tao quy tac dinh dang co diéu kién nhu sau:
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1. Chon 6 mudn dinh dang.

2. Trén tab Home, click Conditional Formatting > New Rule.

Sebict & Puilé Type

= Format all cells based on their valuss |

= Faamial anly Cills 1Rl contain

= FEsmmat anly bop & BSlLam ranked valuey
= Foamnal only values thel are sbove or below average

= Foemat only unigue or duplicste vsbues
= e & foamula o detesmine which cells to format

Edit the Rl Descriplion
Foamaak all cells baesd on Ehelr values

Formet Ste | 3Cnlor Scase -
Rlaniiddoim (8 AT ]
Type: | Lowest Value |= sdghest Walue [=]
Yalue e |r=ﬂ.| E'l
golze | - | =]
— |
| =4 | Caral

3. Tao quy tic va xac dinh cac tuy chon dinh dang cta no, roi

click OK.

Néu khong thay cac lya chon mong mudn, ban c6 thé ding mot cong

thirc dé xac dinh 6 can dinh dang.
Dung cong thirc dé xac dinh 6 can dinh dang

Néu khong thay lya chon chinh x4c ban can khi tao quy tic dinh dang
riéng, ban c6 thé dung cong thirc logic dé xac dinh tiéu chi dinh dang.
Vi dy, so sanh gia tri trong lua chon véi két qua mot ham tra vé hoic
danh gia dir liéu trong 6 ngoai pham vi lya chon (c6 thé nim &
worksheet khac trong cung mot workbook). Cong thirc ciia ban phai

tra vé True hoic False (1 hodc 0) nhung ban cé thé dung logic c6 diéu
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kién dé xau chudi ching lai v&1 nhau thanh mot bo dinh dang co diéu
kién tuong ing nhu cac mau khac nhau cho tung gia tri cia mat tap
hop nhé (vi du: tén danh muc san pham).

Lwu y: Ban ¢6 thé nhap cac tham chiéu 6 trong cong thirc bang cach
chon 0 truc tiép trén worksheet. Viéc chon 0 trén worksheet s€ chén
cac tham chiéu 6 tuyét d6i. Néu mudn Excel diéu chinh tham chiéu
cho tirng 6 trong pham vi lya chon, hay dung cac tham chiéu 6 lién
quan.
Meo: Néu 6 bat ky chira cong thirc tra vé 161, dinh dang c6 diéu kién
khong duoc ap dung cho nhitng 6 d6. Bé khic phuc van dé nay, dung
ham IS hoac IFERROR trong cong thurc dé tra vé mot gia tr1 ban chon
(vi du: 0 hodc N/A) thay vi gia tri 16i.
1. Trén tab Home > Styles, click miii tén canh Conditional
Formatting > click Manage Rules.
2. Lam mot trong nhiing vi€c sau:
« Thém dinh dang co6 diéu kién, click New Rule.
. Thay ddi dinh dang c6 diéu kién:
« Chon worksheet, bang hay bao cao PivotTable phu hop
trong box li¢t ké Show formatting rules for.
. Thay d6i pham vi 6 bang cach click Collapse
Dialog trong box Applies to dé tam thoi 4n box do.
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Chon pham vi 6 méi trén worksheet ban mudn, roi
click Expand Dialog.
. Chon quy tic, 16i click Edit Rule.
3. Trong Apply Rule To, chon cich thay d6i pham vi cho cac trudng
trong Values cua bao cio PivotTable.

« Khoanh pham vi theo luya chon: Click Selected cells.

« Khoanh pham vi theo truong tuong tng: Click All cells

showing <Values field> values.

« Khoanh pham vi theo truong gia tri: Click All cells showing

<Values field> for <Row>.

4. Trong Select a Rule Type, click Use a formula to determine

which cells to format.

« Trong Edit the Rule Description, tai box Format values
where this formula is true, nhip cong thirc. Ban phai bit dau
cong thirc bang dau =. Cong thirc d6 phai tra vé mot gia tri
logic TRUE (1) hodac FALSE (0).

. Click Format dé hién Format Cells.

« Chon s, font, duong vién hodc dinh dang lap day ban mudn ap
dung khi gia tr1 6 dap Gng diéu kién, rdi nhidn OK. Ban c6 thé
chon nhiéu hon mét dinh dang. Binh dang dugc chon s€ hién &

box Preview.
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Vi du 1: Dung hai dinh dang cé diéu kién voi tiéu chi sir dung
kiém tra AND hoic OR.

Vi du sau hién cach sir dung hai quy tic dinh dang c6 diéu kién. Néu
khong dung quy tic 1, quay tic 2 s& duoc ap dung.

Quy tic 1: Nguoi mua nha d 1én ngin sach tra trude 75.000USD va
vay thé chap 1.500USD mdi thang. Néu ca tra trudc va thanh toan
hang thang dap tng nhing yéu cau nay, 6 B4 va B5 s& c6 mau xanh l4.
Quy tic 2: Néu tra trude hay thanh toan hang thang khong dap tng
ngan sach cta ngudi mua. O B4 va B5 s& c6 mau do. Thay mot s6 gia
tri nhu APR, diéu khoan vay, tra trudc va gia mua dé xem diéu gi sé
xay ra v&i cac 6 dinh dang cé diéu kién.

Cong thirc cho quy tic dau tién (4p dung mau xanh 14)
=AND(F($B$4<=75000,1),IF(ABS($B$5)<=1500,1))

Cong thirc cho quy tic thi hai (ap dung mau dé)

—OR(IF($B$4>=75000,1),IF(ABS($B$5)>=1500,1))

A B
Purchase Amount 5330,000
APR 3.90%
Loan Term [months) 360

b W ko

Down Payment é&ﬂ__‘ﬂl_
Monthly Payment M

Vi du 2: P6i mau hang biang ham MOD va ROW
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Pinh dang c6 diéu kién ap dung cho mdi 6 worksheet nay s& t6 mau
nén xen k& cac hang trong pham vi 6 bang mau xanh duong. Ban c6
thé chon toan bd 6 trong worksheet khi click vao hinh vudng phia trén
hang 1 va bén trai c6t A. Ham MOD tra vé s6 du sau khi chia mét sd
(d6i sb6 dau tién) cho uéc sb (ddi sd thr hai). Him ROW tra vé sd
hang hién tai. Khi chia s6 hang hién tai cho 2, ban luén nhan duoc s6
du bang 0 cho s6 chin hay 1 cho s6 1é. Do 0 13 False va 1 1a TRUE,
Excel s& dinh dang mdi hang duoc danh so 16. Quy tac nay dung cong

thitc: =MOD(ROW(),2)=1.

A E C D

(B = R R SR R S Y

o

10
11

Luu y: Ban c6 thé nhap cac tham chiéu 6 trong cong thirc bang cach
chon 0 truc ti€p trén worksheet. Viéc nay s€ chen cac tham chiéu 6
tuy€t doi1. Néu muon Excel di€u chinh tham chi€u cho moi 6 trong

pham vi lra chon, hiy dung cac tham chiéu 6 tuong ung.
Dudi day 1a video huéng dan dung coéng thirc véi dinh dang c6 diéu

kién:
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Sao chép va dan dinh dang cé diéu kién
Néu mudn ap dung kiéu dinh dang hi¢n tai cho dit liéu mo1 hoac khac
trén worksheet, ban c6 thé dung Format Painter dé sao chép dinh
dang co diéu kién do cho dix lidu mong mudn.
1. Click 6 ap dung dinh dang c6 diéu kién ban mudn sao chép.

2. Click Home > Format Painter.

FILE HOME INSE

'D'D & Cut
El Copy ~
Paste ,
- * Format Painter
Clipboard M

Chuyén con tré sang Paintbrush.

Meo: Ban c6 thé click dup vao Format Painter néu muén tiép tuc dung
co v& dé dan dinh dang c6 diéu kién vao 6 khac.

3. Pé dan dinh dang co diéu kién, kéo co vé qua cac 6 hay pham vi 0
muén dinh dang.

4. Nhan Esc dé ding dung dinh dang co vé.

Luwu y: Néu da dung cong thtrc trong quy tic ap dung dinh dang c6
diéu kién, ban phai diéu chinh tham chiéu 6 bat ky trong coéng thirc sau

khi dan dinh dang c6 diéu kién.
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Tim 6 chira dinh dang c6 diéu kién
Néu worksheet chira dinh dang co diéu kién, ban c6 thé nhanh chong
xéac dinh 6 dé c6 thé sao chép, thay do6i hoic xda dinh dang ¢ diéu
kién d6. Dung 1énh Go To Special dé chi tim 6 chtra dinh dang c6
diéu kién nao d6 hodc tim toan bd 6 dinh dang theo diéu kién.
Tim toan bd & dwgce dinh dang theo diéu kién
1. Click 6 bat ky khong c6 dinh dang theo diéu kién.

2. Trén tab Home > Editing > click miii tén canh Find & Select, roi

click Conditional Formatting.

E;ltutnium v %W H

Fill =
. Sort 8 Find &

* Clear~ Filter = Select =

Editing

Chi tim 6 c6 cung dinh dang theo diéu kién
1. Click 6 bat ky chira dinh dang c6 diéu kién ban mudn tim.

2. Trén tab Home, trong nhom Editing, click miii t€n canh Find &

Select, roi click Go To Special.
3. Click Conditional formats.

4. Click Same under Data validation.
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Quan ly cac quy tac dinh dang co diéu ki¢n

Khi dung dinh dang theo diéu kién, ban thiét l1ap cac quy tac cho Excel
dung dé xac dinh thoi diém ap dung dinh dang ¢ diéu kién. Bé quan
Iy nhitng quy tic nay, ban can hiéu thr ty danh gia cac quy tic, diéu gi
s& xay ra khi xung dot tir hai quy tic tré 1én, cach sao chép & dan co
thé anh hudng toi danh gia quy tac nhu thé nao, cach thay doi thir tu
quy tic dugc danh gia va khi nao nén dimg danh gia quy tac.

Tim hiéu mirc @9 wu tién quy tic dinh dang cé diéu Kién

Ban tao, chinh stra, x6a va xem toan bg cac quy tac dinh dang co diéu
kién trong workbook bang cach dung hdp thoai Conditional

Formatting Rules Manager. (Trén tab Home, click Conditional

Formatting > click Manage Rules.)
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ﬁ,“ 1 I*Ewa-l|

Conditional {Format as | Neutral
Formatting = | Table -

L.I_:'_glj Highlight Cells Rules *

FE
i ':E_ Top/Bottom Rules

=10 '
I E Data Bars k
. Color Scales 2

B MNew Rule...

Box Conditional Formatting Rules Manager xuat hién.

Conditional Formatting Rules Manager ? X
Show formatting rules for:  |icyrrent Selection ™
@ Mew Rule... [I_-' Edit Rule... Delete Rule
Rule (applied in order shown)  Format Applies to Stop If True
(o] 4 Close Apply
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Khi 4p dung 2 hay nhiéu dinh dang c6 diéu kién, nhiing quy tic nay
duoc danh gia theo tha ty uu tién (trén xudng dudi) bang cach ching

duoc liét ké trong hop thoai.

Dudéi day 1a vi dy ngay hét han cho ID. Vi du ndy muon dénh dau céc
huy hiéu s& hét han trong 60 ngay nhung chua t6i han bang mau nén

vang va da hét han bang mau nén do.

A | B

1 ID]  Exp Date
"2 1161 5/4/2011
3 5/19/2010
4 1437 10/2/2010
5| 1993 3/2/2011
6

7

g

:

- 5/10/2010
2566  12/4/2011
- 6/20/2010
4537  7/4/2011

10 I 7/28/2010
11 5153 8/14/2010
12 Bl 5/15/2010

13 5363 8/13/2010
14 5431 12/20/2011

15 - 8/5/2010

O vi du nay, cac 6 chtra s6 ID nhén vién c6 ngay hét han ching chi
trong 60 ngay dugc dinh dang bang mau vang. SO ID nhin vién d3 hét
han ching chi dugc té mau do. Cac quy tic dugc hién thi trong anh

Sau.
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onditional Formatting Rules Manager

Show formatting rules for:

2 New Rule... _';',} Edit Rule. .. >( Delete Rule = v

Rule (applied in order shown) | Format Applies to
Formula: =B2<TODAY() _ =SA52:5A%15
Formula: =B2<TODAY... AaBbCcYyZz =SAS2:SAS15

Quy tic dau tién (néu 1a True thi s& dit mau nén sang mau do) kiém
tra gia tri ngdy trong cdt B dua trén ngdy hién tai (két qua duoc tinh
bang ham TODAY trong cong thirc). Gan cong thitc vao dir liéu dau
tién trong cot B2. Cong thirc cho quy tic ndy 1a =B2<TODAY(). Cong
thirc nay kiém tra cac 6 trong cot B (6 B2:B15). Néu cong thirc nay
trong 6 bat ky & cot B dugc danh gia True, 6 twong Gmg clia né trong
cot A (vi du, AS tuong irng B5, All twong itmg B11) s€ dugc dinh
dang bang mau nén do. Sau khi danh gid toan b 6 dugc xac dinh
trong Applies to theo quy tic dau tién, quy tac thir hai s& dugc kiém
tra. Cong thirc ndy kiém tra gia tri trong cot B c6 it hon 60 ngay tinh
tir ngay hién tai (vi du: hom nay 1a ngay 11/8/2010). O trong B4 1a
4/10/2010, it hon 60 ngay tinh tir hom nay. Do d6, quy tic danh gia
cot ndy 13 True va dinh dang né bang mau nén vang. Cong thirc cho
quy tic nay 1a =B2<TODAY()+60. Bat ky 6 duoc dinh dang mau do

dau tién theo quy tac cao nhat s€ dugc deé riéng.

Quy tic cao hon c6 mirc d6 uu tién 16n hon quy tic thap hon trong

danh sach nay. Mic dinh, cac quy tic moi ludn duoc thém vao phan
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dau danh sach nén c6 muirc wu tién cao hon. Vi thé, ban s€ mudn dé
mat t&1 thu tu ciia chung. Ban c6 thé thay doi thar tu vu tién bang cach

dung miii tén Move Up va Move Down trong box hop thoai nay.

J | [+ Edit Rule... | | )r{geleteﬂule| -|

B

order shown)  Format Applies to

. 000 I

42==5000 AaBbCcYyZz =5A52:5659

Picu gi xay ra khi nhiéu quy tic dinh dang cé diéu kién cho két

qua True?

. Khi khong xung ddt quy tic: Vi dy, néu mot quy tic dinh
dang 6 c6 font ddm va quy tic khac dinh dang cung 6 d6 bang
mau do, 6 nay dugc dinh dang bﬁng kiéu font chit dAm va mau
do. Do khong c6 xung dot gitra hai dinh dang nay, ca hai quy

tac nay déu duoc ap dung.

. Khi xung ddt quy tic: Vi du, mot quy tac thiét 1ap mau do cho
font chi trong 6, quy tac khac dat font mau xanh. Do hai quy
tac nay xung dot nén chi mot quy tic dugc ap dung. Quy tac co

murc uu tién cao hon s€ dugc ap dung.

Cach dan, 1ap day va Format Painter anh huwéng t6i quy tic dinh

dang co diéu Kién
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Trong khi chinh stra worksheet, ban c6 thé sao chép & dan gia trj 6
chtra cac dinh dang theo diéu kién, lép dﬁy mot pham vi 0 b::ing dinh
dang c6 diéu kién hodc dung Format Painter. Nhitng tac vu ndy co thé
anh huong t6i mie do uvu tién cua quy tac dinh dang c6 diéu kién nhu
sau: Mot quy tac dinh dang c6 diéu kién m&i dwva trén 6 nguén duoc

tao cho cac 0 dich.

Néu sao chép & dan gia tri 6 chira dinh dang co diéu kién cho mot
worksheet trong phién ban Excel khac, khong quy tic dinh dang c6
diéu kién nao duoc tao trong phién ban d6 va dinh dang nay khéng
dugc sao chép 1én phién ban do.

Piéu gi xdy ra khi xung dot mét dinh dang cé diéu kién va dinh
dang thu cong

Néu quy tac dinh dang c6 diéu kién cho két qua True, n6 s€ dugc uu
tién hon bat ky dinh dang thu cong hién c6 nao cho cung lya chon do.
Piéu nay nghia la néu ching xung dot, dinh dang c6 diéu kién s& duoc
ap dung. Néu ban x6a quy tac dinh dang c6 diéu kién, dinh dang thu
cdng cho pham vi 6 van dugc giir lai.

Dinh dang thu cong khong dugc liét ké trong hdp thoai Conditional
Formatting Rules Manager hay dung dé xac dinh mirc do uu tién.
Chon thoi diém dirng quy tic danh gia bang Stop If True

Pé tuong thich nguoc véi cac phién ban Excel trude 2007, ban c6 thé

chon Stop If True trong Manage Rules d¢ mo phong cach dinh dang
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c6 diéu kién co thé xuat hién trong nhimg phién ban trudc d6 cua
Excel ma khong hd tro nhiéu hon 3 quy tac dinh dang c6 diéu kién

hoic ap dung nhiéu quy tic cho cing mot pham vi.

Vi dy, néu mudn ap dung trén 3 quy tic dinh dang cho mot pham vi 6

va dang lam viéc trén phién ban Excel trudc 2007 thi ban Excel nay:
. Chi d4nh gia 3 quy tac dau tién.
. Ap dung quy tic dau tién theo thir tu wu tién 13 True.

. B0 qua cac quy tic c6 thi ti wu tién thip hon néu ching 13

True.

Bang sau tom tat timg diéu kién c6 thé cho 3 quy tic dau tién:

Quyticl Quytic2 Quy tic3 Két qua
T True hoic  True hoic  Ap dung quy tic 1, bé qua quy tac 2
rue
False False & 3
True hoic  Ap dung quy tic 2 va bo qua quy tac
False True
False 3
False False True Ap dung quy tic 3
False False False Khéng ap dung quy tic nao

Ban c6 thé chon hodc x6a Stop If True dé thay d6i hanh vi mic dinh:

. Dé chi danh gia quy tic dau tién, chon Stop If True cho quy tic

dau tién.
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. Dé chi danh gia quy tac dau tién va thir hai, chon Stop If
True cho quy tic thi hai.

Ban khong thé chon hodc bo tich Stop If True néu céc quy tac dinh
dang bang thanh dir liéu, thang mau hoic bd icon.
Chinh sira thir tw trong cac quy tic dinh dang c6 diéu kién
dwgc danh gia
Thir tu trong danh sach cac quy tac dinh dang cé diéu kién dugc danh
gia - theo mirc dd wu tién - ciing phan anh tdm quan trong ctia chung:
& vi tri cang cao, tAm quan trong ctia quy tic do ciing cao hon. Piéu
nay c6 nghia trong hai quy tic dinh dang c6 diéu kién xung dot véi
nhau, quy tic & vi tri cao hon trong danh sach s& duoc 4p dung.
1. Trén tab Home > Style > click miii tén canh Conditional

Formatting, roi click Manage Rules. Box Conditional Formatting

Rules Manager mo ra.
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| — | | d IN |
L orma
‘ r :
Conditional {Format as | Neutral

Formatting = | Table =

H=t | Highlight Cells Rules

—_— =T

-

ia J Top/Bottom Rules

"

1

E Data Bars [
E_ Color S5cales k
_EE._ lcon Sets [
B New Rule..,

|
&7 LClear Rules *

Excel hién thi cac quy tac dinh dang co diéu kién cho lya chon hién
tai, bao gém kiéu quy tac, dinh dang, pham vi 6 dugc ap dung va cai

dat Stop If True.

Néu khong thay quy tac ban mudn, trong box Show formatting rules
for, dam bao ban da chon dung pham vi 6, worksheet, bang hoac bao

cao PivotTable.

2. Chon quy tdc. Ban chi c6 thé chon mot quy tdc mot 1an.
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3. Bé di chuyén quy tac lua chon 18n trén theo thir tir wu tién,
click Move Up. Bé chuyén quy tic liwa chon xubng duéi trong murc do

uu tién, click Move Down.

J | [+ Edit Rule... | | )r{geleteﬂule| -|

B

order shown)  Format Applies to

. 000 I

42==5000 AaBbCcYyZz =5A52:5659

4. Néu mudn dimg danh gia mot quy tac cu thé, chon Stop If True.
Xé6a dinh dang cé diéu kién
Xéa dinh dang cé diéu kién trén worksheet

« Trén tab Home, click Conditional Formatting > Clear

Rules > Clear Rules from Entire Sheet.

Lam theo nhitng budc sau néu ban ap dung dinh dang c6 diéu kién

trong worksheet va can loai bo no.
Doi vai toan b worksheet

« Trén tab Home, click Conditional Formatting > Clear

Rules > Clear Rules from Entire Sheet.
Trong pham vi 0

1. Chon 6 chira dinh dang c6 diéu kién.
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2. Click Quick Analysis Lens = hién & goc duoi, bén phai dit ligu

lva chon.
Luru y: Quick Analysis Lens s& khong hién thi néu:
« Toan bd 6 trong pham vi lua chon tréng.

o Chi c6 mdt muc ¢ 6 bén trai phia trén ctia pham vi lua chon va

toan bo cac 0 khac trong pham vi déu trong.

3. Click Clear Format.

=

FORMATTIN G CHARTS TOTALS TABLES SPARKLIMES

= |

Data Color Icon Greater Top Clear
Bars Scale Set Than 10% Format

Conditional Formatting uses rules to highlight interesting data.

Tim va x6a dinh dang c6 diéu kién giong nhau trong worksheet
1. Click vao 6 chtra dinh dang c6 diéu kién ban muén x6a khoi
worksheet.

2. Trén tab Home, click miii tén canh Find & Select > click Go To

Special.

3. Click Conditional formats.
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4. Click Same under Data validation dé chon toan bd 6 chtra cac quy
tac dinh dang c6 dic€u kién giong nhau.
5. Trén tab Home, click Conditional Formatting > Clear

Rules > Clear Rules from Selected Cells.
Dinh dang co di€u kién trong Microsoft Excel Online
Pinh dang 6 bang thang mau
Thang mau 13 nhitng hudng dan tryc quan, gitp ban hiéu phan b6 va
bién thién dit liéu. Excel ¢6 hai loai thang mau: thang hai mau va
thang 3 mau. Hai thang mau nay gitip ban so sanh pham vi 6 bang
cach chuyén mau giira hai hoic ba sic do.
O thang 2 mau, sic d6 mau dai dién cho gia tr1 cao va thép hon. Vi du,
trong thang mau xanh 14 va vang, ban c6 thé xac dinh cac 6 gia tri cao
hon bang mau xanh, 6 gia tri thap hon 1a mau vang.
O thang 3 mau, sdc d0 mau dai dién cho cac gia tr1 cao hon, trung binh
va thép hon. Vi dy, thang mau xanh 14, vang va do, ban c6 thé xac
dinh gia tri cao hon 1a mau xanh 14, trung binh 1 mau vang va thap
hon 1a mau do.
Meo: Ban c6 thé phan loai 6 sir dung mot trong nhirng dinh dang nay
theo mau cta chung - chi can st dung menu ngit canh.

1. Chon 6 mudn dinh dang c6 diéu kién.

Nguon: Download.vn 204


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguoén bai: Chuyén muc Kién thire Vin phong

2. Click Home > Conditional Formatting > Color Scales, roi chon

thang mau.
Pinh dang 6 bang thanh dir liéu
Thanh dit liéu gitp ban thay gia tri ctia mot 6 véi cac 6 khac. Chiéu
dai thanh dit 1iéu dai dién cho gia tri trong 6. Thanh dir li¢u cang dai
thi gia tr1 cia 6 cang cao va nguoc lai. Thanh dir li¢u hiru ich khi ban
muén tim s6 cao va thap hon, nhat 13 & bang tinh di liéu 16n nhu
doanh thu ban hang d6 choi cao va thap nhat trong bao cao doanh sb

trong mua 1& hoi.
1. Chon 6 ban mudn dinh dang c6 diéu kién

2. Click Home > Conditional Formatting > Data Bars, roi chon

thanh dtr licu.
Pinh dang 0 theo b icon
Dung b icon dé chu thich va phan loai dir li€u thanh 3 t&i1 5 danh muc
theo gié tri ngudng. Mdi icon dai dién cho mot pham vi dir liéu. Vi du,
trong bd icon 3 miii tén, miii tén mau xanh tro 1€n dai dién cho gia tri
cao hon, miii t€én mau vang sang ngang la gia tri trung binh va miii tén
mau d6 di xubng 14 gia tri thap hon.
1. Chon 6 muébn dinh dang c6 diéu kién.
2. Click Home > Conditional Formatting > Icon Sets va chon bd

icon.

Nguon: Download.vn 205


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kién thirc Vin phong
Chi dinh dang 6 chira text, s0, ngay hosic thoi gian
bé dé dang xac dinh 6 trong pham vi, ban co thé dinh dang nhirng 6
cu thé d6 dya trén phép so sanh. Vi du, trong worksheet hang tén kho
duogc phan loai theo danh muc, ban c6 thé t6 mau vang s6 luong san
pham it hon 10. Hodc trong worksheet tong két cira hang ban 1¢, ban
c6 thé chon toan bd cira hang c6 1gi nhuan 16n hon 10%, doanh s6 ban
hang thap hon 100.000USD va khu vuc & Pong Nam.
1. Chon 6 ban muén dinh dang co diéu kién.

2. Trén tab Home > Tables > click Highlight Cell Rules.

3. Chon 1énh ban mudn, vi du: Between, Equal To Text that Contains

hoac A Date Occurring.

4. Nhap gia tri mudn dung, roi chon dinh dang (fill, text hoac border
color). Click OK.

Chi dinh dang cac gia tri dwoc xép hang dau hodic cudi

Ban c6 thé tim thdy cac gia tri cao va thap nhat trong pham vi 6 dua
trén gia tri ngudng lua chon. Vi dy, ban co thé tim théy top 5 san
pham ban chay trong bao cdo theo ving, san pham dudi 15% trong
nghién ctru khach hang hodc 25 ngudi c6 mirc luong cao nhat trong bo
phan.

1. Chon cac 6 muodn dinh dang co6 diéu kién.

2. Trén tab Home, trong nhém Tables, click Top/Bottom Rules.
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3. Chon 1énh ban mudn, vi du: Top 10 items or Bottom 10 %.

4. Nhap gia tri ban mudn dung, roi chon dinh dang (mau t6, mau text
hodc mau dudng vién), roi click OK.

Chi dinh dang cac gia tri trén hoac dwdi trung binh

Ban c6 thé tim théy cac gia tr1 trén hodc dudi trung binh hodc do 1éch

chuan trong mot pham vi 6. Vi du, ban co thé tim théy nhiing nguoi

dat két qua trén mirc trung binh trong danh gia thudng nién hodc xac

dinh vat liéu san xuat nam dudi hai d6 1éch chuan trong danh gia xép

hang.
« Chon 6 ban muén dinh dang co diéu kién.
« Trén tab Home, trong nhom Tables, click Top/Bottom Rules.

« Chon 1énh ban mubn nhu Above Average hoac Below

Average.
« Nhap gia tri ban mudn st dung, roi chon mot dinh dang (lép
day, text, hodc mau duong vién), roi click OK.
Chi dinh dang cac gia tri duy nhat hoiic trung Lip
Ban c6 thé tim thy cac gia tri duy nhét hodc trung lip trong mot
pham vi 6.
« Chon cic 6 mudn dinh dang c6 diéu kién.

. Trén tab Home, trong nhom Tables, click Highlight Cell

Rules, roi chon Duplicate Values.
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« Nhap gié tri ban mudn s dung, roi chon dinh dang va
click OK.
Sao chép va dan dinh dang c6 diéu kién
Néu mudn ap dung kiéu dinh dang hién tai cho ditr li¢u md1 hoac khac
trén worksheet, ban c6 thé dung Format Painter dé sao chép dinh
dang c6 diéu kién cho dir liéu do.
1. Click 6 chira dinh dang c6 diéu kién ban mudn sao chép.

2. Click Home > Format Painter.

FILE HOME INSE

= X Cut
El Copy ~
Paste ,
- * Format Painter
Clipboard M

Con tro luc nay sé€ thay do1 sang co vé.

Meo: Ban c6 thé click dup Format Painter néu muén tiép tuc str

dung co vé dé dan dinh dang c6 dicu kién vao 6 khac.

3. Dan dinh dang c6 di€u ki¢n, ke€o co v€ qua cac 6 hoac pham vi 6

muén dinh dang.

4. B¢ dung st dung co vé, nhan Esc.
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Luu y: Néu da dung cong thirc trong quy tac ap dung dinh dang c6
di€u kién, ban c6 thé di€u chinh cac tham chiéu lién quan hodc tuyét

d6i trong cong thirc d6 sau khi dan dinh dang c6 diéu kién.
Quan ly cac quy tic dinh dang c6 diéu kién

Khi dung dinh dang c6 diéu kién, ban thiét 1ap cac quy tic Excel dung
cho viéc xéac dinh thoi diém ap dung dinh dang c6 diéu kién. Pé quan
Iy nhitng quy tac nay, diéu quan trong ban can hiéu thu ty danh gia
quy tic, diéu gi xay ra khi xung dot tir 2 quy tic trd 1én va cach sao

chép & dan c6 thé anh hudng téi danh gia quy tac nhu thé nao.

Luwu y quan trong: Ban co thé danh gia va x6a cac quy tic trong
Excel cho web nhung dé chinh sira hodc thay doi tht tu wu tién cua
ching, ban phai sua file trén phién ban Excel cho desktop.

Ban c6 thé xem lai céac quy tac dinh dang co diéu kién trong Excel cho
web bang cach dung bang Conditional Formatting.

1. Trén tab Home, click Conditional Formatting > click Manage

Rules.
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11l Conditional v /v sz EIE

Conditional Formatting

1 Highlight Cell Rules > —

!
|

Top/Bottom Rules D

—H Data Bars >
Color Scales >
=1 lcon Sets D

= Manage Rules

Clear Rules D

%
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2. Bang Conditional Formatting xuat hién & bén phai dir li¢u cua
ban. Nhitng luu ¥ sau s€ giip ban quyét dinh tdc dong cua cac quy tac

duoc liét ké.

. Cach Excel quyét dinh thir tw ap dung cac quy tic dinh

dang co diéu Kién

Khi 4p dung tir hai quy tic tré 1én cho mot pham vi 6, nhitng quy tic
nay duoc danh gia theo thir tw wu tién (trén xudng dudi) bang cach liét

ké chiing trong bang nay.

Quy tic & vi tri cao s& ¢o thr ty vu tién 16n hon quy tac ¢ vi tri thap
hon trong danh sach. Mac dinh, Excel luon thém quy tdc ma&i vao vi tri
dau tién cua danh sach, do d6, nd ¢6 dd wu tién cao hon. Vi thé, ban
nén dé mat t6i thtr tu cua ching.

. PDiéu gi xay ra khi c6 nhiéu hon mjt quy tic dinh dang c6

diéu kién cho két qua True

Mot pham vi 6 ¢ thé bao gdm nhiéu hon mét quy tic dinh dang co
diéu kién cho két qua True. Pay 1a cach ap dung chung:
Khi khong xung ddt quy tic - Vi du: mot quy tac dinh dang 6 bang
font chit ddm, quy tac khac dinh dang cung 6 d6 bang mau dé. Do
khong c6 xung dot dinh dang, hai quy tic déu duoc ap dung cho dinh
dang 6 do.
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Khi xung ddt quy tic - Vi du: Mot quy tac thiét 1ap mau font 6 do,
quy tac khac lai ¢4t mau font 6 1a xanh. Do hai quy tic xung dot, quy

tac c6 d wu tién cao hon trong danh sach s& dugc ap dung.

. Cach dan, lap day va Format Painter dnh hwéng téi cac quy

tic dinh dang c6 diéu kién

Trong khi chinh stra worksheet, ban c6 thé sao chép & dan céc gia tri
0 lya chon vao mgt pham vi 6 b@ing cac dinh dang c6 diéu kién hodc
dung Format Painter. Nhitng hoat dong ndy c6 thé anh hudng t6i do
wu tién quy tic cta dinh dang c6 diéu kién nhu sau: quy tac dinh dang
¢ diéu kién mai s& dua trén cac 6 nguén duoc tao cho 0 dich.

. Diéu gi xay ra khi xung dét dinh dang c6 diéu kién va dinh

dang thong thuwong

Poi voi mot pham vi 0, néu quy tac dinh dang cé diéu kién cho két
qua True, né dugc uu tién hon dinh dang binh thuong hién tai. Ban ap
dung dinh dang thuong bang cac nit trong nhém Font trén tab Home
(Excel 2016/2013) hodac nhom Cell trén tab Home (Excel 2010/2007).
Néu x6a quy tac dinh dang c6 diéu kién, dinh dang thuong cho pham
vi 6 d6 van duoc giit nguyén.
Dinh dang thuong khong duoc lit ké trong bang Conditional

Formatting hodc dung dé xac dinh muac do wu tién.
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X6a dinh dang cé diéu kién
Ban c6 thé x6a dinh dang co diéu kién trong 0 lua chon hodc toan bo
worksheet nhu sau:
« Xoba dinh dang co diéu kién trong cac 0 lua chon:
« Chon nhirng 6 do trong worksheet.
« Click tab Home > Conditional Formatting > Clear
Rules > Clear Rules from Selected Cells.
. Dé x6a dinh dang co diéu kién trong toan by worksheet,
click Home > Conditional Formatting > Clear Rules > Clear
Rules from Entire Sheet.
Luwu y: Ban khong thé dung dinh dang c6 diéu kién trén cac tham
chiéu ngoai téi workbook khac trong Microsoft Excel cho Windows

va Excel trén Web.
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Bai 14: Nhirng thao tac dinh dang dir li€éu co

ban trong Excel

Can chinh hoac xoay text trong mot 6

Microsoft Excel cho Windows

Néu mudn thay doi cach dit liéu hién trong 0, ban co thé xoay goc font

hodc thay doi cach can chinh dit liéu.

Can chinh m{t c¢t hoac hang

1. Chon c6t hodc hang.

2. Chon Align Left, Center hodac Align Right.

3. Chon Top Align, Middle Align hodac Bottom Align.
Can chinh 6 trong workbook

1. Click mot 6, hodc nhan Ctrl + A dé chon toan bo 6.
2. Chon Align Left, Center hoac Align Right.

3. Chon Top Align, Middle Align hodac Bottom Align.
Xoay text

1. Click 6, hang, cot hoac pham vi.

2. Click Orientation, roi tich mét tuy chon.

Ban c6 thé xoay text huéng 1én trén/xudng dudi/xudi hoic nguoc

chiéu kim dong ho hay cin chinh text theo chiéu doc.
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Microsoft Excel cho Web

Excel cho Web khong c6 tiiy chon dinh huéng font dé xoay van ban
theo chiéu doc hoic ngang.

A

Thay d6i dinh dang mét o

Ban c6 thé ap dung dinh dang 1én toan bd 6 va dir liéu bén trong 6
hodc mot nhom 6. Hiéu don gian: cac 6 do 1a khung cia mdgt burc anh.
Hinh trong khung 12 dit liéu. Pinh dang 6 ¢6 thé bao gom thém duong
vién, thém mau hodc d6 bong, thay doi kich thude, kiéu 6.

Ap dung kiéu 6

1. Chon 0.

2. Chon Home > Styles, lua chon kiéu ban mudn.

Chinh stra kiéu Excel

1. Chon 6 v6i Excel Style.
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2. Click chudt phai vao kiéu dugc ap dung trong Home > Styles.
Chon Modify.

Sao chép dinh dang 0

1. Chon 6 chtra dinh dang ban muén ap dung.

2. Chon Home > Format Painter.

3. Kéo dé chon 6 hoac pham vi ban mudn ap dung dinh dang.

4. Tha nut chudt, dinh dang sau do6 s€ duoc ap dung.

Meo: Ban ciing c6 thé sao chép dinh dang 6 bang cach tré chudt vao
canh 6 chtra dinh dang ban mudn sao chép, gitr nat chudt phai, kéo 6
hoac pham vi ban mudn dinh dang, tha nut chuot, va chon Copy here
as formats only tai menu ngir canh hién ra. Néu dang dung chudt c6
nat bam hoic trackpad. Trén Mac, ban c6 thé dung Ctrl+click thay vi

dung nat chudt phai dé kéo.
Dong logo vao bang tinh Excel
Microsoft Excel 2011 tré 1én

Microsoft Excel khong tich hop niit chén watermark. Thé nhung ban

c6 thé dung anh nhu logo dé tao mot watermark.
Tao watermark

1. Chon Insert > Header & Footer.
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2. Cham vao tiéu dé va trén tab Header & Footer & ribbon,

click Picture.

3. Chon mot tuy chon c6 san dé chén anh. Trong tiéu dé, ban sé théy &

[Picture].
4. Cham vao bat ky phan nim ngoai tiéu dé dé thay watermark do.
Dinh dang anh watermark
1. Click tiéu dé trong bang tinh.
2. Trén tab Header & Footer > click Format Picture.

3. Trong box Format Picture, chon tab Picture > Color > Chon mot

tuy chon.
Office 2016-2010
Tao mot watermark
1. Chon Insert > Header & Footer.
2. Cham vao tiéu dé va trén tab Design trén ribbon, click Picture.

3. Chon mot trong s6 cac tuy chon co6 san dé chen anh. Trong tiéu de,

ban s¢€ théy & [Picture].
4. Cham vao vi tri bat ky ngoai tiéu dé dé thay watermark do.
Dinh dang anh watermark
1. Click tiéu dé trong bang tinh.

2. Trén tab Design, click Format Picture.
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3. Trong box Format Picture, chon tab Picture > Color > tich mot

tuy chon.
Microsoft Excel cho Web

Khong co san tinh ning nay & Excel cho Web.
Tao mjt dinh dang so6 tuy bién
Microsoft Excel cho Windows

Tao va xay dung mot dinh dang s6 tuy bién dé hi¢n dir li¢u s6 cua ban

du6i dang phan tram, tién t&, ngay va nhiéu hon thé nira.
1. Chon dir liéu so.

2. Trén tab Home, trong nhom Number, click nut mé box Dialog.

General ol

$ ~% » *ﬂ'?l n-:lg
3. Chon Custom.

4. Trong danh sach Type, chon dinh dang c6 san hoic kiéu méi &

trong box.
5. Pé thém text vao dinh dang s6 ban muén:
« G5 dit 1iéu ban mudn vao dau trich dan.

. Thém khoang cach dé tach riéng sb va text.
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6. Chon OK.

Microsoft Excel cho Web

Excel cung cép nhiéu tuy chon hién thi s6 & cac dinh dang khac nhau
nhu phan tram, tién t& va ngdy. Néu cac dinh dang c6 sin khong dap
ung nhu cau cua ban, ban c6 thé mudn tao dinh dang s6 tuy bién.

Ban khong thé tao dinh dang tuy bién trong Excel cho web nhung néu
dung Excel Desktop, ban c6 thé click Open in Excel d¢é mé workbook

va tao ching.
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Bai 15: Hién va an cac gia tri 0
Ban muén hién cac gia tri 0 trong 6 hoic dung bang tinh tuan theo mot
bd chuan dinh dang yéu cau ban an hét gia tri 0. Nguoi ding
Microsoft Excel luén c6 mét vai cach dé hién hoic an gid tr1 0 that su
don gian.

Office 2011 tro 1én

An hoic hién toan bd gia tri 0 trén worksheet
1. Click File > Options > Advanced.

2. Trong Display options for this worksheet, chon mot bang tinh, roi
thuc hién mdt trong sb tac vu sau:
 Dé hién céc gia tr1 0 trong O, tich box Show a zero in cells that
have zero value.
. Dé hién céc gia tri 0 dudi dang 6 trong, bo tich Show a zero in
cells that have zero value.
An céc gia tri 0 trong 6 dwoc chon
Nhiing budc sau an gid tri 0 trong 6 duoc chon béng mot dinh dang $0.
Céc gia tri an chi hién trong thanh cong thitc va khong dugc in. Néu
gia tri & mot trong s6 nhiing 6 nay thay doi sang gia tri khac 0, Excel
s€ hién gia tri do trong 6 va dinh dang gia tri nay tuong tu nhu dinh

dang s6 thong thudng.

Nguon: Download.vn 220


https://download.vn/thu-thuat-van-phong
https://download.vn/hoc-excel-bai-15-hien-va-an-cac-gia-tri-0-44977
https://download.vn/

Nguon bai: Chuyén muc Kién thirc Vin phong
1. Chon cac 6 chtra gia tri 0 muon an.
2. Ban co thé nhan Ctrl+1 hoac trén tab Home,

click Format > Format Cells.

s S e R
e ox | Hg]
== EH _—-_-"—l

Insert Delete JFormat

- - w

Cells
3. Click Format > Format Cells.
4. Trong box Type, gb 0;-0;;@, roi click OK.
Pé hién cac gia tri an
« Chon 6 chtra cac s6 0 bi an.

. Ban c6 thé nhin Ctrl+1 hodc trén tab Home,

click Format > Format Cells.

« Click Number > General d¢ ap dung dinh dang s6 mic dinh,

roi click OK.
An gia tri 0 do cong thirc tra vé
1. Chon 6 chtra gia tr1 0.

2. Trén tab Home, click miii tén canh Conditional

Formatting > Highlight Cells Rules Equal To.
3. Trong box bén trai, go 0.

4. O box bén phai, chon Custom Format.
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5. Tai box Format Cells, click tab Font.

6. Trong box Color, chon mau tréng, roi click OK.
Hién cac gia tri 0 dwéi dang 6 trong hodic nét gach

Dung ham IF dé lam viéc nay.

A

Dung cong thirc nhu sau dé tra vé mot 6 trong khi gia tri d6 bang 0:
=IF(A2-A3=0,"",A2-A3)

Pay 1a cach doc cong thirc: Néu 0 1a két qua cua (A2-A3), khong hién

0 - khong hién thi gi (chi bao bang dau ngoic kép). Néu diéu d6 khong

dung, hién két qua caa A2-A3. Néu khéng mubn cac 6 d6 trong ma

e 9

thay vao d6 mudn hién gia tri khac 0, dit dau “-” hoic ky tu khac giira

dau ngoic kép.
An cac gia tri 0 trong bao cdo PivotTable
1. Click bao céo PivotTable.

2. Trén tab Analyze, trong nhom PivotTable, click miii tén

canh Options, sau do click Options.

3. Click tab Layout & Format, roi thuc hién mot hodc nhiéu tac vu

Sau.
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. Thay ddi hién thi 16i: Tich For error values
show trong Format. Trong box nay, go gia tri ban mudn hién
thay vi bao 16i. Pé hién 1561 duéi dang 6 trong, xoa ky tu bat ky
trong box do.

. Thay d6i hién thi 6 trong: Tich For empty cells show. Trong
box nay, go gia tri ban mudn hién thi & cac 6 tréng. Pé hién 6
tréng, x6a ky tu bat ky trong box d6. Pé hién gia tri 0, bé tich
box do.

Office 2010

Hién hodc an toan bd gia tri 0 trén worksheet
1. Click File > Options > Advanced.

2. Trong Display options for this worksheet, chon worksheet, roi

thuc hi¢n mdt trong nhirng viéc sau:

. Dé hién gia tri 0 trong trong cac 6, tich box Show a zero in

cells that have zero value.
. Dé hién gia tr1 0 dudi dang cac 6 tréng, b tich Show a zero in
cells that have zero value.
Dung dinh dang so dé an cac gia tri 0 trong 6 dwoc chon

Tuan ty 1am theo nhirmg budc sau dé an cac gia tri 0 trong cac 6 duge
chon. Néu gia tri & mot trong cac 6 nay thay doi sang so khac 0, dinh

dang ctia gia tri d6 sé twong tu nhu dinh dang s6 thong thuong.
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1. Chon 6 chtra cac gia tr1 0 ban muodn an.

2. Ban c6 thé dung Ctrl+1, hoac trén tab Home,

click Format > Format Cells.
3. Trong danh sach Category, click Custom.
4. Trong box Type, g0 0;-0;;@.
Luuy:
« Nhimg gia tri an chi hién trong thanh cong thirc - hoic trong 6
ban chinh stra va chung khong duorc in.
. Dé hién lai céc gia tri an, chon nhirng 6 do, roi
nhan Ctrl+1 hodc trén tab Home, trong nhom Cells, tro
t6i Format va click Format Cells. O danh sach Category,
click General dé ap dung dinh dang s6 mic dinh. Pé bo hién
ngay hodc thoi gian, chon dinh dang phu hop cho gia tri nay
trén tab Number.
Dung dinh dang cé diéu kién dé an céc gia tri 0 do cong
thirc tra vé
1. Chon 6 chtra gia tri 0.
2. Trén tab Home, trong nhoém Styles, click miii t€n canh Conditional

Formatting, tro t5i Highlight Cells Rules, r6i click Equal To.
3. Trong box & bén trai, go 0.

4. Tai box bén phai, chon Custom Format.
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5. Trong box Format Cells, click tab Font.

6. O box Color, chon mau tréng.

Dung cong thirc dé hién gia tri 0 dwéi dang 6 trong hoic
nét gach

Pé thuc thi nhiém vu nay, dung ham IF. Pay 1a mot vi du dé hiéu néu

ban sao chép no6 vao worksheet trong.

Vi du:

1 A B

2 Dit liéu

3 10

4 10

5 Cong thirc Mo ta (Két qua)
6 =A2-A3 0 trir di s6 thir 2

Tra vé 6 trong khi gid trj 6 3613 0 (6
=IF(A2-A3=0,"",A2-A3) |
7 trong)
=IF(A2-A3=0,"-",A2-A3 Tra vé nét gach khi gia tri bang 0 (-)
An cac gia trj 0 trong bao cao PivotTable
1. Click bao céo PivotTable.
2. Trén tab Options, trong nhom PivotTable Options, click miii tén

canh Options, roi click Options.
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3. Click tab Layout & Format, roi thue hién mét hodc nhiéu thao tac
sau:

. Thay ddi hién thi 16i: Chon box For error values,
show trong Format. Tai box nay, gb gia tri ban mudn hién thay
vi bao 16i. Bé hién 16i dudi dang cac 6 tréng, x6a ky tu bat ky
trong box nay.

. Thay ddi hién thi 6 trong: Chon box For empty cells, show.
Tai box nay, gb gia tri ban mudn hién trong cac 6 tréng. Dé
hién nhirng 6 trong, x6a ky tu bat ky trong box nay. Pé hién

s6 0, b6 check box.

Office 2007

Hién hoac an toan b cac gia tri 0 trén worksheet

[ = ‘ ,
1. Click nit Microsoft Office -~ > click Excel Options, ro1 nhan

danh muc Advanced.

2. Trong Display options for this worksheet, chon mét worksheet, roi

thuc hién mot trong s6 thao tac sau:

. Dé hién cac gia tri 0 trong 6, chon Show a zero in cells that

have zero value.

. Dé hién céc gia tri 0 dudi dang 6 tréng, b tich Show a zero in

cells that have zero value.
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Dung dinh dang so dé an cac gia tri 0 trong 6 lwa chon
Néu gia trj & mot trong nhitng 6 nay thay doi sang gia tri khac 0, dinh
dang gia tr1 do s€ tuong tu nhu dinh dang ) thong thuong.
1. Chon 6 chtra céc gia tri 0 mudn an.

2. Ban ¢6 thé nhan Ctrl+1, hodc trén tab Home > nhom Cells >

click Format > Format Cells.
3. Trong danh sach Category, click Custom.
4. Trong box Type, g0 0;-0;;@.
Luuy:
« Nhiing gia tri an chi hién trong thanh cong thirc/% hodc
tai 6 ban chinh stra va chung khong dugc in.
. Dé hién lai cac gia tri an, chon 6 d6, roi t&i
tab Home > Cells > Format > click Format Cells.
Trong Category, click General dé ap dung dinh dang s6 mic
dinh. Dé hién lai ngay hodc thoi gian, chon dinh dang ngay/thoi
gian phu hgp trén tab Number.
Dung dinh dang cé diéu kién dé an cac gia tri 0 do cong
thirc tra veé
1. Chon 6 chtra gia tri 0.

2. Trén tab Home > nhoém Styles > click miii tén canh Conditional

Formatting > Highlight Cells Rules > Equal To.
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3. O box bén trai, g5 0.

4. O box bén phai, chon Custom Format.

5. Trong box Format Cells, click tab Font.

6. Trong box Color, chon mau trang.

Dung cong thirc dé hién s6 0 dwéi dang 6 trong hoic nét
gach

Thue thi nhiém vu nay bang cach dung ham IF. Moi ban tham khao vi

du dé hiéu sau:

Lam thé nao sao chép vi du vio bang tinh trong:

Chon vi du trong bai bao nay. Pung chon hang hoac tiéu dé cot. Chon

mot vi du tu Help.

1. Nhan CTRLAC.

2. Trong Excel, tao workbook hodc worksheet tréng.
3. Trong worksheet nay, chon 6 Al va nhan CTRL+V.

Quan trong: Pé vi duy nay hoat dong chinh xé4c, ban phai dan né vao 6

A1 cua bang tinh.
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1. Bé chuyén giira viéc xem két qua va cong thire tra vé két qua,
nhan CTRL+" (dau huyén), hodc trén tab Formulas > Formula
Auditing group > Show Formulas.
Sau khi sao chép vi du sang worksheet trong, ban c6 thé thay d6i nd
theo nhu cau.
An cac gia tri 0 trong bao cdo PivotTable
1. Click bao cao PivotTable.
2. Trén tab Options, trong nhom PivoetTable Options, click miii tén
canh Options > click Options.
3. Click tab Layout & Format, roi thue hién mét hodc nhiéu thao tac
sau:
. Thay d6i hién thi 16i: Chon 6 For error values,
show trong Format. Tai box nay, go gia tr1 ban mudn hién thi
thay vi bao 16i. Dé hién 16i dudi dang cac 6 tréng, x6a ky tu bat
ky trong box do.
. Thay doi hién thi 6 trong: Chon For empty cells, show. Tai
box nady, gb gid tri ban muén hién thi trong cac 6 tréng. Pé hién
0 tréng, x0a ky tu bat ky trong box do. Pé hién s6 0, bé tich
box do.
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Bai 16: Tong quan vé cac cong thire trong
Excel
Bai hoc Microsoft Excel nay s& cung cap cach tao cong thirc va ding
cac ham c6 san dé tién hanh tinh toan va giai quyét van deé.
Quan trong: Két qua ctia cong thirc va mot s6 ham Excel ¢ thé khac
nhau mot chut gitra Windows PC x86 hodc x86-64 va PC Windows
RT sir dung kién traic ARM.
Tao cong thirc chi gia tri trong cac 6 khac
1. Chon 6.
2. G dau bang =.
Luru y: Cong thirc trong Excel ludn bat dau bang dau =

3. Chon 6 hoac g0 dia chi cua n6 trong 6 lya chon.

lan
| Lo g 2 2 3 3 ] |
sale i 120}
[ [ = ¥ & ¥ ¥ ¥ | |
Overhead 100
Profit =B 2|

4. Nhap mot toan tu. Vi du, diu - cho phép trur.

5.Chon 0 tiép theo hoac go dia chi cua n6 trong 6 lya chon.
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6. Nhan Enter. Két qua ctia phép tinh xuét hién trong 6 chira cong

thirc.
Xem cong thirc

1. Khi nhap cong thirc vao mot 6, no cling hién trong thanh Formula.

2. Pé thay cong thic, chon 6 va no sé hién trong thanh cong thic.
Nhap cong thirc chira mot ham

1. Chon mét 6 tréng.

2. Go dau bang va nhap ham. Vi du: = SUM dé tinh doanh thu tong.
3. Gd dau ngodc don mo (

4. Chon pham vi 0, 16i go dau ngoic don dong )

Jan Feb Mar Apr May Jun Total
|sales 1 100 200 250 150 300 5001=5um{32:eﬂ

5. Nhan Enter dé nhan két qua.
Cac thanh phan cu thé trong cong thirc Excel

Mot cong thirc ¢ thé chira bat ky hodc toan bd cac thanh phan sau:

ham s0, tham chi€u, toan tir va hang so.
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D @ G
=PI() * A2 A 2

4

1. Ham s6: Ham PI() tra vé gia tri pi: pi: 3.142...

2. Tham chiéu: A2 tra vé gia tri trong 6 A2.

3. Hiing s6: Nhap truc tiép cac gia tri text vao cong thirc, vi du: 2.
4. Toan tir: Dau mil ~ tang liiy thira cho mot s6 va toan tir hoa

thi * nhan cac s6 véi nhau.
Dung hang so6 trong cong thirc Excel

Hang s6 1a gia tri khong dugc tinh toan. N6 ludn gidng nhau. Vi dy,
ngay 10/9/2008, s6 210 va text "Quarterly Earnings" 13 hang s6. Mot
biéu thtrc hay két qua gia tri tir biéu thirc khong phai hang s6. Néu ban
dung hang s6 trong cong thirc thay vi tham chiéu téi cac 6 (vi du:
=30+70+110). K&t qua chi thay d6i khi ban chinh stra cong thirc nay.
Nhin chung, t6t nhat nén dit hang so trong ting 6 riéng, tai vi tri ban
dé dang thay doi néu can, sau d6 tham chiéu nhiing 6 d6 trong cong

thuec.

Dung cac tham chiéu trong cong thirc Excel

Mot tham chi€u xac dinh mot 6 hodc mot pham vi 6 trén mot
worksheet va n6i cho Excel biét vi tri tim ki€m gia tri hoac dir liéu ban
muon dung trong cong thirc. Ban co6 thé dung cac tham chiéu dé su

dung dit li¢u nam & cac phan khac nhau cua bang tinh trong mot cong
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thirc hodc dung gia tri nay tir mot 6 & mot sd cong thirc. Ban ciing c6
thé tham chiéu t6i cac 6 trén bang tinh khac tai cing mot workbook va
t6i cac workbook khac. Cac tham chiéu t6i 6 trong workbook khac

dugc goi la lién két hodc tham chiéu bén ngoai.
Kiéu tham chiéu A1l

Maic dinh, Excel dung kiéu tham chiéu A1 cho cac ¢t chira chit cai
(tir A t6i XFD, tong cong 16.384) va tham chiéu t&i cac hang chira s6
tir 1 t6i 1.048.576. Nhitng chit cai va s6 nay duge goi 1a tiéu dé hang
va cot. Dé tham chiéu téi mét 0, nhap chir cai trong cit trudc ) hang.

Vi dy, B2 tham chiéu t6i 6 giao cat giita c6t B va hang 2.

Pé tham chiéu téi Str dung

O trong cot A va hang 10 Al10

Pham vi cac 6 trong cOt A va hang tur 10 t61 20 A10:A20
Pham vi cac 0 trong hang 15 va cot tu B to1 E B15:E15
Toan b0 6 trong hang 5 5:5
Toan bd 6 tu hang 5 t61 10 5:10

Toan bd 6 6 cOt H H:H

Toan b0 6 trong cOt tir H t&i J H:J

Tao tham chiéu t6i 6 hodc pham vi 0 trén bang tinh khac
A10:E20
& cung workbook
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Tao mot pham vi t¢i 6 hoac pham vi trén worksheet khac ¢
cung mgt workbook

Trong vi du sau, ham AVERAGE tinh gié tri trung binh cho pham vi
B1:B10 trén worksheet dugc dat tén Marketing trong cung workbook.

1 2

I I
:.n'-'«"u"EFmGE:Marketing!Tal:Blﬂ]

3

1. Tham chiéu t6i worksheet va Marketing.

2. Tham chiéu t&i pham vi 6 tir B1 t&i B10.

3. D4u cam than ! tich tham chiéu worksheet khoi tham chiéu pham vi
0.

Luwu y: Néu worksheet dugc tham chiéu c6 khoang cach hay sd bén

trong, ban can thém dau nhay don (') trudc va sau tén worksheet, vi

du: ='123"'A1 hodc ='January Revenue'lAl.
Sw khac biét giira tham chiéu tuyét ddi, twong d6i va hén

hop

a. Tham chiéu twong ddi: Tham chiéu twrong doi trong mot cong thirc
nhu Al duya trén vi tri twong ddi ctia 6 chira cong thic va 6 tham chiéu
t&i. Néu vi tri cua 6 d6 chira cac thay doi cong thuc, tham chiéu duoc
thay d6i theo. Néu ban sao chép hay dién cong thirc theo hang ngang

hoac cot doc, Microsoft Excel s€ tu dong diéu chinh tham chiéu. Mic
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dinh, cac cong thirc moi dung ham twong ddi. Vi du, néu ban sao chép
hodc dién mot tham chiéu tuong ddi trong 6 B2 t61 6 B3, no tu dong

diéu chinh tir =A1 t&i =A2.

A | B |

=1
=42

b. Tham chiéu tuyét d6i: Mot tham chiéu 6 tuyét d6i trong cong thirc
nhu $AS$1, ludn tham chiéu t&i 6 & vi tri cu thé. Néu vi tri cua 6 d6
chtra cac thay d6i cong thuc, tham chiéu tuyét d6i van gilt nguyén.
Néu ban sao chép hoac dién cong thirc theo cot ngang hoac doc, tham
chiéu tuyét d6i khong thay d6i. Mic dinh, cac cong thirc méi dung
tham chiéu tuong dbi, vi thé, c6 thé ban can chuyén chung sang tham
chiéu tuyét dbi. Vi dy, néu ban sao chép hoac dién mot tham chiéu

tuyét dbi trong 6 B2 t6i 6 B3, cong thirc s& giit nguyén trong ca hai 6:

EI e
| 3 =FL31
c¢. Tham chiéu hén hop: Mot tham chiéu hon hop c6 mot cot tuyét
d6i va hang twong doi hodc hang tuyét doi & cot twong dbi. Mot tham
chiéu cot tuyét d6i s& dua vao biéu mau A$1, B$1... Néu vi tri cta 6
d6 chira cac thay doi cong thirc, tham chiéu twong d6i ciing thay doi,

tham chiéu tuyét doi van gilr nguyén. Néu ban sao chép hodc dién
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cong thuc theo cot ngang hoac doc, tham chiéu tuong doi tu dong
duoc diéu chinh, tham chiéu tuyét ddi khong thay doi. Vi du, néu ban
sao chép hoic dién mot tham chiéu hdn hop tir 6 A2 t6i B3, né diéu

chinh tr =A$1 t6i =B$1.

A B | C |

=451

=E%1

Kiéu tham chiéu 3-D

Tham chiéu tién loi nhiéu bang tinh: Néu mudn phan tich di liéu
trong cung 6 hodc pham vi 6 trén nhiéu worksheet & mot workbook
béng tham chiéu 3-D. Mot tham chiéu 3-D bao gé)m tham chiéu 6 hoic
pham vi, truéc d6 1a pham vi tén worksheet. Excel dung worksheet bat
ky duoc luu giira tén bat dau va két thuc. Vi du,
=SUM(Sheet2:Sheet13!B5) thém toan bd gia trj nam trong 6 B5 trén
tat ca bang tinh gita va bao gdm Sheet 2 va Sheet 13.

. Ban c6 thé dung cac tham chiéu 3-D dé tham chiéu t&i cac 6
trén sheet khac, dé xac dinh tén va tao cong thurc béng cach
dung cac ham sau: SUM, AVERAGE, AVERAGEA, COUNT,
COUNTA, MAX, MAXA, MIN, MINA, PRODUCT,
STDEV.P, STDEV.S, STDEVA, STDEVPA, VAR.P, VAR.S,
VARA va VARPA.
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« Tham chiéu 3-D khong thé dugc s dung trong cong thirc

mang.

. Tham chiéu 3-D khong thé dugc sir dung cung véi toan tir giao
intersect (mot khoang trang) hoic trong cong thirc dung giao cat

ngam.

Picu gi xdy ra khi ban di chuyén, sao chép, chén hoic xéa
worsheet: Vi du sau s& giai thich diéu xay ra khi ban di chuyén, sao
chép, chén hoidc x6a worksheet trong tham chiéu 3D. Vi dy nay dung
cong thie =SUM(Sheet2:Sheet6!A2:A5) dé thém cac 0 tir A2 toi AS
trén bang tinh tu 2 to1 6.

. Chén hoiic sao chép: Néu chén hodc sao chép cac bang tinh
giita Sheet2 va Sheet6 (diém két thic trong vi du ndy), Excel
bao gom toan bo gia tri trong 6 A2 téi A5 tir sheet dugc thém
vao trong phan tinh toan.

. Xéa: Néu x6a bang tinh nam giira Sheet2 va Sheet6, Excel loai
b6 cac gia tri cia chung trong phan tinh toan.

. Di chuyén: Néu di chuyén bang tinh nam giita Sheet2 va
Sheet6 t&i mot vi tri ndim ngoai pham vi sheet duoc tham chiéu,
Excel loai bo cac gid tri ciia chiing trong phan tinh toan.

. Di chuyén diém cudi: Néu di chuyén Sheet2 hoic Sheet6 tdi vi
tri khac trong cing workbook. Excel diéu chinh tinh toan phu

hop v61 pham vi bang tinh méi gitra chung.
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« Xo0a mgt diém cuoi: Néu x6a Sheet2 hoac Sheet6, Excel diéu

chinh tinh toan phu hgp vd1 pham vi bang tinh gitra chung.
Kiéu tham chiéu R1C1

Ban ciing c6 thé dung kiéu tham chiéu trén ca hang va cot tai
worksheet duoc danh s6. Kiéu tham chiéu R1C1 hitu ich hitu ich khi
tinh toan vi tri hang va cot trong macro. Trong kiéu R1C1, Excel chi

ra vi tri mot 6 bang R theo sau la s6 hang va C theo sau 1a s6 cot.

Tham chiéu Y nghia
Tham chiéu twong ddi t5i 6 nam trén hai hang va trong
R[-2]C
cung mot cOt.
Tham chiéu twong d6i tdi 6 nam dudi hai hang va 2 cot
R[2]C[2] .
& bén phai.
R Tham chiéu tuyét d6i toi 6 trong hang thtr hai va trong
cOt thir hai.
R[-1] Tham chiéu twong d6i ti toan bo hang & trén 6 dang
hoat dong.
R Tham chiéu tuyét d6i toi hang hién tai.

Khi ghi mot macro, Excel ghi lai mot s6 1énh béng cach dung kiéu
tham chiéu R1C1. Vi du, néu ban ghi mot Iénh, chéng han nhu click

nat AutoSum dé chén mot cong thirc bo sung mot pham vi 6, Excel
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ghi cong thirc bang cach dung kiéu tham chiéu R1C1, khong phai kiéu
Al.

Ban c6 thé bat/tit kiéu tham chiéu R1C1 bang cach thiét 1ap hoic bo
dau tich 6 R1C1 reference style trong phan Working with

formulas & danh muc Formulas ctia hdp thoai Options. Pé hién hop

thoai nay, click tab File.
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Bai 17: Cac ham co ban trong Excel

Nhiing ngudi 1am trong linh vuc ké toan, hanh chinh nhan sy thuong

xuyén phai lam viéc vo1 bang tinh Excel, thi viéc nam virng nhitng

ham thong dung trong Excel 14 rat can thiét.

Pay 1a nhitng ham co ban, dugc dinh nghia san, ban ¢ thé két hop

cac ham lai v&i nhau dé tinh toan. Moi cac ban cung theo doi bai viét:
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Nhom ham tinh tong trong Excel 2016

5 Spreadsheets -

Home Ireserk Page Layout Formulas

H - * | &H Booki® ¢ | "
SUM A R ; =51UM
A B C D E F G H I J -
1 1 2 3 4 5 [ 7 8 9 10
2 1 2 3 4 3 & T g g 10
= i=sum_ | 3 4 5 6 7 8 g 10
4 1 fr SUM Returns the sum of all the numbers in a renge of cells, g g 10
3 1 ;i E 4 5 i3 7 8 9 10
6 1 S SUMIF 4 5 6 2 3 5 i |
7 1 Jx SUMIFS 4 3 & 7 g ] 10
8 1  jx SUMPRODUCT 4 5 6 7 8 9 10 ‘
9 1 fx i 4 3 6 7 8 g 10
10 {| FEUNE 4 5 6 7 g 9 10

Ham SUM: Tinh tong

Ham SUM la mdét ham tinh téng dugc st dung phé bién nhat, c6 thé
thuc hién tinh téng theo coOt, theo hang mdt cach nhanh chong.

C1 phap: SUM(Numberl, Number2..).

Cac tham s6: Numberl, Number2... 12 cac s6 can tinh tong.

Vi du: =SUM(A2:A10) tinh tong céc gia tri tir 6 A2 dén 6 A10.
Ham SUMIF: Tinh tong cé diéu kién

Ham SUMIF 1a ham tinh tong c6 diéu kién, ¢ kha ning két hop véi
nhiéu ham khac. Puoc dung khi can tinh tong mot ving nao do trong

bang tinh Excel theo diéu kién cho trudc.

C1 phap: SUMIF(Range, Criteria, Sum_range).
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Cac tham so:

. Range: La diy s6 ma mudn xac dinh.

. Criteria: Diéu kién, tiéu chuan mudn tinh téng (co thé 1a sb,

biéu thirc hodc chudi).

. Sum_range: La cac 6 thuc su can tinh tong.
Vi du: =SUMIF(B1:B5,"Nit",C1:C5). Tinh tong céac 6 tir C1 dén C5
véi diéu kién gia tr1 trong cot tu Bl dén B5 1a Nix.
Ham SUMIFS: Tinh tong nhiéu diéu kién
Ham SUMIF 14 ham tinh tong c6 diéu kién, c6 kha ning két hop nhiéu
diéu kién khac nhau. Pugc dung khi can tinh tong mét ving nao dé
trong bang tinh Excel theo nhiéu diéu kién cho trudc.
Cu phap: SUMIFS(Sum_range; Rangel; Criterial; [Range2; ...];
[Criteria2; ...])
Cac tham so:

« Sum_range: La cac 6 thuc sy can tinh tong.

. Range: La diy s6 ma mudn xac dinh.

. Criteria: Diéu kién, tiéu chuan mudn tinh téng (co thé 1a sb,

biéu thirc hodc chudi).

Vi du: =SUMIFS(A1:A10; B1:B10; ">20"; C1:C10; "<30"). Tinh
tong cac 6 tir Al dén A10 véi dicu kién: gia tri trong 6 tir B1 dén B10
16n hon 20 VA gia tri cac 6 tir C1 dén C10 nho hon 30.
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Nhom ham Logic trong Excel
Ham AND: Ham diéu kién VA
Ham AND duoc st dung rat nhiéu trong Excel, vdi két qua tra vé gia

tri TRUE, FALSE. Ham tra vé gia tri TRUE(1) néu tat ca cac d6i so 1a

dang, tra vé gia tr1 FALSE(0) néu mot hay nhiéu d6i sd 1a sai.
Cu phap: AND (Logicall, Logical2...)

Trong dé: Logicall, Logical2... 14 cac bicu thuc diéu kién.
Luuy:

. Céac d6i s6 phai 1a gia trj logic hodc mang hay tham chiéu c6
chtra gia tri logic.
. Néu d6i s6 tham chiéu 14 gia tri text hoac Null (rdng) thi nhirng
gia tri do bi bo qua.
. Néu ving tham chiéu khong chira gi trj logic thi ham tra vé 13i
#VALUE!
Vi du: =AND(A4="Nit",B4=7) vi ca 2 biéu thic déu ding 1én gia tri
tra vé 1a TRUE.
Ham OR: Ham diéu kién HOAC
Ham OR 1a mot ham logic trong Excel. Tra vé gia tri TRUE(1) néu bat
ctr mot doi sO ndo 1a ding, tra vé gia tri FALSE(0) néu tat ca cac doi

sO 1a sai.
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Cu phap: OR(Logicall,Logical2...).

Ciac d6i so: Logicall, Logical2... 1a cac biéu thic diéu kién.
Vi du: =OR(B1<20,B3>100)

« Néu B1 nho6 hon 20 hodc B3 nho hon 20 thi ham tra vé gia trj
TRUE.

. Néu B1 16n hon 20 va B3 nho hon 100 thi ham tra vé gia tri
FALSE.

Ham NOT: Ham diéu kién phi dinh
Ham NOT la ham léy gia tri nghich dao cua mot gia tr1 ma ban da biét
két qua, str dung ham NOT khi mudn phu dinh gié tri ctia d6i s6.
C1 phap: NOT(Logical).
Pdi s6: Logical 1a mot gia tri hay mot biéu thure logic.
Ham IF
Ham IF 1a mot trong s6 ham pho bién nhat khi tinh toan bang Excel.
No6 cho phép ban tao cac so sanh logic gitra mdt gia tri voi gia tri ban
chon.
Do d6, mét 1énh IF c6 thé c6 hai két qua. Két qua dau tién 1a néu so
sanh cua ban ding (True) va thir hai 1a néu sao sanh sai (False).

Vi dy: =IF(C2="Yes”,1,2) cho biét IF(C2 = Co, tra vé két qua 1, sai
tra vé két 2).
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Cu phap
Dung ham IF - mot trong s6 ham logic, dé tra vé mot gia tri néu diéu
kién dung va gia tri khac néu diéu kién sai.
IF(logical_test, value if true, [value if false])
Vi du:
=[F(A2>B2,"Over Budget","OK")
=IF(A2=B2,B4-A4,"")
Tén d6i so Mo ta
logical test (bat buoc) Piéu kién ban muén kiém tra.

. , Gia tri ban mudn tra vé néu két
value if true (bat budc)
qua cua logical-test 1a TRUE.

Gia tr1 ban muon nhan néu két

value if false (ty chon)
qua logical test la FALSE.

Cac van thwong gip
Loi Van dé
Khéng c6 doi s6
cho value_if true hoic value if False. Pé duoc tra vé

0 trong 0 o . . L,
gia tr1 dung, thém nd1 dung do6i s6 vao hai doi1 so6 do hoac

thém TRUE hay FALSE vao doi di s6 do.
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#NAME? . o
Dicu nay luén c6 nghia 1a cong thirc do bi sai chinh ta.
trong 0

Ham IFS

Dung ham IFS dé kiém tra mot hodc nhiéu diéu kién duoc dap tng va

tra vé mot gia tri tuong tng vai diéu kién TRUE dau tién.

Luwu y: Tinh ning nay chi c¢6 san néu ban ding ky thué bao Microsoft
365.

1. Chon 6 ban mudn tao ham IFS.

2. GO =IFS(.

3. Tao diéu kién dau tién.

4. Thém diéu kién khac.

5. Nhan Enter.

Ap dung cong thirc IFS vao cot

1. G& $ dé thém tham chiéu tuyét ddi t6i mot cong thirc IFS hién tai.

2. Kéo cong thurc xudng td1 ¢t mong muodn.
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Nhom ham tinh gia tri trung binh trong Excel

Ham AVERAGE: Tinh gia tri trung binh

5 Spreadsheets ~  wore

. do Cut 12 Aa T== . .'=*'-_-'.'-". CA b

Paste __L' Copy | B I UHH- AR === k. WrapText 52 % AutoSum ™ &
= * * | (35 Bookl *x |+
SUM | B =Average(A10:710)
C D E F G B I I K L

1 3 4 5 6 7 g 9 10
2 3 4 3 (3] 7 g 9 10
3 3 4 3 & i) g 9 10
4 3 4 5 6 7 8 9 10
5 3 - 5 6 7 g 9 10
6 3 4 5 6 7 8 g 10
7 3 4 5 6 7 8 9 10
8 3 4 5 6 7 8 9 10
9 3 4 5 6 7 g 9
10 3 4 3 6 7 8 9 10]=Average(A10710)
11 3 4 5 6 7 8 9 0
12 3 4 3 (3] T g 9 1
13 ] 4 5 é 7 g 9 10

Ham AVERAGE la ham tinh trung binh cOng cia mét day $6, hd tro

tinh toan nhanh hon néu sb luong phan tir trong day 16m va dai.
Cu phap: AVERAGE(Numberl,Number?2...).

Cac tham s6: Number]l,Number2... 1a cac sd can tinh gia trj trung
binh.

Vi du: =AVERAGE(A10:J10). Tinh gia tri trung binh cac 6 tor A10
dén 6 J10.
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Ham SUMPRODUCT: Tinh tong ciia cac tich

Ham SUMPRODUCT lay tich cta cac diy dua vao, sau d6 tinh tong

cac tich do.
C1 phap: SUMPRODUCT(Arrayl,Array2,Array3...).
Cac tham so:

« Arrayl: Bat budc, doi sO mang dau tién ma ban mudn nhan cac

thanh phan cua no ré1 cong tong.

. Array2, Array3...: Tuy chon, cic doi s0 mang tir 2 dén 255

ma ban mudn nhan cac thanh phan cta nd roi cong tong.
Luwu y: Cac d6i sb trong cac ddy phai cung chiéu, néu khong ham sé
tra vé gia tri 16i #VALUE.
Nhom ham tim gia trj I6n nhat va nhé nhat trong
Excel
Ham MAX: Tim gi4 tri 16n nhat
Ham MAX 1a ham tra vé sb 16n nhat trong diy dugc nhap.
C1 phap: MAX(Numberl, Number2...).

Cac tham s6: Numberl, Number?2... 13 diy muén tim gia tri 16n nhat
& trong do.

Vi du: =MAX(B1:B5) dua ra gia tri 16n nhét trong cac 6 tir B1 dén
BS.
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Ham MIN: Tim gia tri nhé nhat

Ham MIN 14 ham tra vé s6 nho nhat trong diy dugc nhap vao.
C1 phap: MIN(Numberl, Number2...).
Cac tham s6: Numberl, Number2... 1a diy muén tim gia tri nho nhat.
Vi du: =MIN(B1:B7). Tra vé sd nho nhat trong sb cac 6 tir B1 dén B7.
Ham LAGRE: Tim gia tri 16n nhat thi k
Ham LAGRE 14 ham tra vé gia tri 16n nhat thi k.
Cu phap: LARGE(Array,k).
Cic tham so:
« Array: La mdt mang hoac mot vung dir li¢u.
o k: La thtr hang ctia s6 ban mudn tim ké tir s6 10n nhét trong
day.
Ham SMALL: Tim gia tri nhé nhat thit k
Ham SMALL 13 ham tim s6 nho tht k trong mét day duge nhap vao.
Cu phap: SMALL(Array,k).
Cac tham so:
« Array: La mdt mang hoac mot vung cua dir licu.

« k: La thr hang ctia s6 ma ban muodn tim ké tir s6 nho nhat trong

day.
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Nhom ham dém dir liéu trong Excel

Ham COUNT: Pém dir liéu kiéu so6

Ham COUNT duoc st dung dé dém dix liéu, cac doi twong trong chudi
hay trong mot bang tinh nhat dinh.

C1 phap: COUNT(Valuel, Value2...).

Cac tham so: Valuel, Value2... 1a mang hay dy dit liéu.

Vi du: =COUNT(B1:B10) dém céc 6 chira dir liéu kiéu s6 trong day
tir 6 B1 dén 6 B10.
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Ham COUNTA: Pém dir liéu

Ham COUNTA 1a ham dém tat ca cac 6 chtra dit liéu.

C1 phap: COUNTA(Valuel, Value2...).

Cac tham s6: Valuel, Value2... 1a mang hay day dit liéu.

Vi du: =COUNTA(B1:B8) dém céc 6 chtra dit liéu trong diy tir 6 Bl
dén 6 BS.

Ham COUNTIF: Pém c6 diéu kién

Ham COUNTIF gitp dém, tinh s6 lugng trong mot bang tinh nhu tinh
s6 lugng nhan vién trong cong ty, dém co6 bao nhiéu nhan vién nam,

bao nhiéu nhan vién ni...
Cu phap: COUNTA(Range, Criteria).
Cic tham so:
. Range: Diy dit liéu mudn dém.
« Criteria: Diéu kién, tiéu chuan cho cac 6 dém.
Vi du: =COUNTIF(B1:B9,"<20"). Dém tat ca cac 6 tir B dén B9 c6
chtra s6 nhé hon 20.
Ham COUNTIFS: Pém nhiéu diéu kién

Ham COUNTIFS gitip dém, tinh s6 luong trong mot bang tinh nhur
tinh s6 lwgng nhan vién trong cong ty, dém c6 bao nhiéu nhan vién

nam, bao nhiéu nhan vién nir... kém nhiéu di€u kién khac.
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Cu phap: COUNTIFS(Rangel; Criterial; [Range2; ...]; [Criteria2;
..])

Cac tham so:

. Range: Day dir liéu muon dém.
o Criteria: Diéu kién, tiéu chuan cho cac 6 dém.

Vi du: =COUNTIFS(A1:A10; ">20"; B1:B10; "<30"). Pém tat ca cac
6 trong khoang A1 dén A10 co6 chtra s6 16n hon 20 VA céc 6 trong
khoang B1 dén B10 nhé hon 30.

Nhom ham Toan hoc trong Excel
Ham ABS: Tinh gia tri tuyét doi

Ham ABS la ham tinh gia tri tuyét ddi ctia mot sb hay mot biéu thirc

s6 hoc nao do.

C1 phap: ABS(Number).

P6i s6: Number 1a mot gia tri s6, mot tham chiéu hay mot biéu thirc.
Vi du: =ABS(A10) tra vé gia trj tuyét dbi ctia 6 A10.

Ham POWER: Tinh lily thira ciia mjt so

Ham POWER Ia ham tinh I{iy thtra cia mot $6, véi co s cho trudc.
C1 phap: POWER(Number, Power).

Cac tham so:

« Number: La mot sb thuc ma ban mubn léy Iy thtra.
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. Power: La s6 mi.
Vi du: =POWER(10,2) két qua tra vé 1a 100.
Ham PRODUCT: Tinh tich

Ham PRODUCT gitip nhén tat ca cac s6 da cho vdi nhau, roi tra vé

tich cua chung nhanh chong.

C1 phap: PRODUCT(Numberl, Number2...).

Cac tham s6: Numberl, Number2... 1a ddy s ma ban mudn nhan.
Vi du: =PRODUCT(B1,B6) nhan cac s6 trong ddy sb tir B1 dén B6.
Ham MOD: LAy s6 du ciia phép chia

Ham MOD 14 ham lay s6 du cta phép chia dé két hop va st dung voi

cac ham khac thuc hién tinh toan trén bang tinh Excel.
Cu phap: MOD(Number, divisor).
Cac doi so:
« Number: La sd bi chia.
. Divisor: La s6 chia.
Vi du: =MOD(25,2) gia tri tra vé 1a 1.
Ham ROUNDUP: Lam tron mét so theo s thip phén cho
truoc
Ham ROUNDUP giup 1am tron nhitng s6 thap phan trong bang tinh

Excel nhanh chong.
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Cu phap: ROUNDUP(Number, Num_ digits)

Cac tham so:

« Number: La mot sb thuc ma mudn lam tron 1én.

« Num_digits: La bac ) thap phan ma cac ban mudn 1am tron.
Luuy:

« Néu Num_digits > 0 s& 1am tron phan thap phan.

« NéuNum digits = 0 s& 1am tron 1én s6 tu nhién gan nhat.

« NéuNum_digits < 0 s& 1am tron phan nguyén sau dau thap

phan.

Ham EVEN: Lam tron thanh s6 nguyén chiin gan nhat
Ham EVEN gitip 1am tron 1én thanh s6 nguyén chin gan nht.
C1 phap: EVEN(Number).
Tham s6: Number 13 s6 ma cac ban mudn 1am tron.
Lwu y: Néu number khong phai 1a kiéu s thi ham tra vé 16i
#VALUE!
Ham ODD: Lam tron thanh so nguyén 1é gan nhat
Ham ODD giup 1am tron 1én thanh s6 nguyén 1é gan nhat.
Cu phap: ODD(Number).

Tham so: Number 1a sO mudn lam tron.
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Ham ROUNDDOWN: Lam tron xudng 1 so

Ham ROUNDDOWN lam tron xuéng mot so.

Cu phap: ROUNDDOWN(Number, Num_ digits).

Cac tham so:
« Number: La mot sb thuc ma ban mubn 1am tron 1én.
. Num_digits: La bac s6 thap phan mudn lam tron.

Nam vitng nhimg ham Excel thong dung trén day, ban dé& dang ap
dung vao viéc tinh toan, théng ké ctia minh. Trong qua trinh st dung

Excel ban con ¢6 thé st dung ham Index, ham Vlookup...

Ham tra ciru va két hop dir liéu
Ham VLOOKUP

Dung VLOOKUP khi ban can tim dit liéu nao d6 trong bang hodc
pham vi theo hang.

1. Chon mdt 6.

2. GO0 =VLOOKUP( roi chon gia tri mudn tra clu.

3. GO dau phay (,) va chon pham vi hoic bang mudn tim gia trj do.
4. G dau phay (,) va s6 cot cua gia tri dang tim kiém.

5. G6 ,FALSE) dé tim két hop chinh x4c.

6. Nhan Enter.

Nguon: Download.vn 255


https://download.vn/thu-thuat-van-phong
https://download.vn/ham-index-ham-tra-ve-gia-tri-trong-mot-mang-tren-excel-7768
https://download.vn/ham-vlookup-va-cach-dung-ham-vlookup-trong-excel-12200
https://download.vn/

Nguon bai: Chuyén muc Kien thirc Van phong

Vi du cong thirc ¢ video trén nhu sau: =VLOOKUP(A7, A2:BS, 2,
FALSE).

O hinh thirc don gian nhat nay, ham VLOOKUP cho biét:

=VLOOKUP(gia tri tra ctru, pham vi chtra gia tri tim kiém, s cot
trong pham vi chura gia trj tra vé, tiy chon TRUE cho két qua tuong
d6i hoac FALSE cho két qua chinh xéc).

Ham CONCAT

Ban c6 thé két hop dir liéu & nhiéu 6 thanh mot 6 bang biéu

tuong & hoac ham CONCAT

Két hop dir liéu bang biéu twong &

1. Chon 6 ban mudn dat dir liéu két hop.

2. GO = va chon 6 dau tién ban mudn két hop.

3. GO & va dung dau trich dan véi cac dau ngoic kép va khoang trang

kém theo.

4. Chon 0 tiép theo ban mudn két hop va nhan Enter. Vi du: =A2&"
"&B2.

Két hop dir liéu bang ham CONCAT
1. Chon 6 tai vi trf ban mubn dat dix liéu két hop.
2. G6 =CONCAT(.

3. Chon 6 ban mudn két hop dau tién.
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4. Dung dau phay dé tach riéng cac 6 ban dang két hop va dung dau
trich dan dé thém khoang cach, dau phay hoic text khéc.

5. Pong cong thirc bang dau ngodc don va nhan Enter. Vi du:

—CONCAT(A2, " Family").

Nguon: Download.vn 257


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kién thirc Vin phong
Bai 18: Ty dong danh so hang

Khéng giéng nhu cac chuong trinh Microsoft Office khac, Excel
khéng cung cip mot nut danh so dir liéu tw dong. Thé nhung, ban dé
dang thém sb hang dir liéu theo thir ty bang cach dung ham ROW

trong Microsoft Excel.

Meo: Néu dang tim hé thong tu dong danh s6 nang cao hon cho dit
liéu va c6 cai Access trén may tinh, ban co thé nhap dit licu Excel vao
database Access. Trong co s& dir liéu Access, ban ¢c6 thé tao mot

truong tu dong danh s6 duy nhat khi nhap mot bao cao mdi vao bang.

r
A by

Pién mot chudi sd vao cot

1. Chon 6 déu tién trong pham vi ban muén dién.
2. Go gié trj bat dau chudi do.

3. Go gia tri trong 0 tiép theo dé thiét 1ap mAu.

Meo: Vi dy, néu mudn chuo6iso 1, 2, 3,4, 5..., g0 1 va 2 vao hai 6 dau

tién. Néu mudn seri 2, 4, 6, 8..., g5 2 va 4.
4. Chon 6 chura gia tri bat dau.

Luwu y: Trong Excel 2013 tr¢ I€n, nat Quick Analysis mac dinh dugc
hién thi khi ban chon nhiéu hon mot 6 chira dit liéu. Ban c6 thé bo qua

nat bam dé hoan tat qua trinh nay.

5. Kéo icon dién dit lieu —a& qua pham vi ban muon.
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Luu y: Khi kéo thanh dién dit liéu qua timg 6. Excel hién cira s6 xem
truge dit liéu. Néu mudn mot mau khac, kéo thanh dién bﬁng cach gilt
nut click chuot phai, roi chon mot mau.

Pé dién sb theo thir tu ting dan, kéo xudng dudi hodc sang phai. Dé
dién sb theo thu ty giam dan, kéo 1én hoic sang trai.

Meo: Néu khong thiy thanh dién dir liéu, ban can hién thi né trude
tién.

Luu y: Nhitng s6 nay khong dugc update tu dong khi ban thém, di
chuyén hay x6a hang. Ban c6 thé ty tay cap nhat chudi s6 b@fmg cach
chon 2 sb theo dang tht tu, roi kéo thanh dién vao cudi pham vi can
danh so.

Dung ham ROW dé danh so hang

1. Trong 6 dau tién ctiia pham vi ban mudn danh sd, g6 =ROW(A1).

Ham ROW tra vé s6 hang ban tham chiéu téi. Vi du, =ROW(A1) tra

vé s0 1.

2. Kéo —htsi pham vi ban mudn danh sé.

. Nhiing s6 nay duoc update khi ban phan loai ching theo dit
liéu. Chudi sb co thé bi gian doan néu ban thém, di chuyén hoac
x6a hang. Ban c6 thé update s6 bang cach chon 2 s theo dung

thir tu, ré1 kéo thanh dién s6 t&i cudi pham vi mong muodn.
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. Néu dang dung ham ROW va mudn chén sd ty dong khi thém
hang dir liéu ma1, hdy dua pham vi dir li¢u d6 vao bang Excel.
Phan mém s& danh s theo thi tu toan bd hang dugc thém vao
cubi bang.
pé nhap ma s6 theo thir tu riéng, nhu s6 don mua hang, ban c6 thé
dung ham ROW cung v6i ham TEXT. Vi du, dé bit dau mot danh
sach dugc danh so theo 000-001, ban nhap cong
thirc =TEXT(ROW(A1),"000-000") trong 6 dau tién cua pham vi

mudn danh sd, rdi kéo thanh dién dix liéu vao cubi pham vi.
Hién thi hoac an icon dién dir li€u
Mac dinh, icon [ 2 hién thi nhung ban c6 thé tat/bat no.

1. Trong Excel 2010 trd 1én, click tab File, r6i click Options.

i =y
Trong Excel 2007, click nut Microsoft Office - * > click Excel
Options.

Trong danh muc Advanced > Editing options, chon hoac bo tich

6 Enable fill handle and cell drag-and-drop dé hién/an icon dién dit
liu.

Luu y: Dé ngin chin viéc thay thé dir liéu hién tai khi ban kéo diéu
khién tuong tng, dam bao di tich 6 Alert before overwriting cells.
Néu khong muén Excel hién thi thong bao ghi dé 6, ban c6 thé bo tich

O trén.
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Bai 19: Tinh toan sy chénh léch gitra 2 ngay

Dung ham DATEDIF khi ban mudn tinh su chénh 1éch gitta 2 ngay.
Trudc tién, dit ngay bat dau vao mot 6, ngay két thuc vao 6 khac. Sau

d6, nhap cong thirc giéng nhu mot trong sb tac vu dudi day.

Chénh Iéch trong ngay

=DATEDIF{DY,E9,"d")

D E F G
Start date  End date  Result
1/1/2014 5/6/2014 854

Vi dy, ngay bat dau trong 6 D9, ngay két thuc trong E9. Cong thirc

nam 6 0 F9. d tra v€ tong s6 ngay gitra hai ngay nay.

Chénh léch trong tuin

=DATEDIF(D13,E13,"d")/7

D E F 3
Start date  End date  Result
1/1/2014 5/6/2014 122.29

O vi du ndy, ngay bat dau nam trong 6 D13, ngay két thuc ¢ E13. d tra
vé s6 ngay. Thé nhung, luu ¥ /7 & cudi. N6 chia s6 ngay cho 7 béi mot
tuan c6 7 ngay. Luu ¥ két qua nay cling can dugc dinh dang 1 mot s6.

Nhan CTRL+1. Sau d6, click Number > Decimal places: 2.
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=DATEDIF(D5,E5,"m")

D E
Start date  End date
1/1/2014 5/6/2014

Result

25

Vi dy, ngay bat ddu nam & 6 D5, ngay két thuc ¢ 6 E5. Trong cong

thire nay, m tra vé sb thang day du gitra 2 ngay.

Chénh I¢ch trong nam

=DATEDIF(D2,E2,"y")

D E
Start date  End date
1/1/2014 5/6/2014

Result

O vi du nay, ngay bat dau nam ¢ 6 D2, ngay két thic ¢ 6 E2. y tra vé

tong sO nam gilra 2 ngay.

Tinh toan tham nién trong nam, thang va ngay tich

lay

Ban cling co thé tinh thAm nién hay thoi gian stir dung dich vu cua ai

d6. Két qua co thé 1a 2 nim, 4 thang, 5 ngay.
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1. Dung DATEDIF dé tim tong s6 nim

=DATEDIF(D17,E17,"y")

| D 1 E 1 F 1 G 1
Start date  End date  Result Unit of time
1/1/2014 5/6/2016 2 years

Trong vi du nay, ngdy bat dau nim ¢ 6 D17, ngay két thic § E17. y tra

veé tong sO nam giira 2 ngay.

2. Ding DATEDIF cung ym dé tim thang

=DATEDIF(D17,E17,"ym" )

Start date  Enddate  Result Unit of time
1/1/2014 5/6/2016 2 years
4 months

Trong 6 khac, dung cong thitc DATEDIF vé6i tham s6 ym. Ym tra vé

sO thang con lai & nam vura qua.
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3. Dung cong thirc khac dé tim ngay

=£17-DATE(YEAR(E17),MONTH(E17),1)

D E F G
Start date  End date Result Unit of time
1/1/2014  5/6/2014 2 years
4 months
5 days

All inone: 2 years, 4months, 5 days

Gid chiing ta can tim sd ngdy con lai bang cach viét mot kiéu cong
thirc khac nhu hinh minh hoa trén. Cong thirc ndy trir ngay dau tién
ctia thang cubi (5/1/2016) tir ngay két thac ban dau trong 6 E17
(5/6/2016). Pay la cach no thuc hién: Pau tién, ham DATE tao ngay,
5/1/2016. N6 dung nam va thang trong 6 E17. Tiép theo, 1 dai dién
cho ngay dau tién cua thang. Két qua cho ham DATE 1a 5/1/2016. Sau
d6, cong thirc trir di ngay cudi ban dau ¢ 6 E17. Nghia 1a 5/6/2016 trir
5/1/2016 1a 5 ngay.
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4. Tuy chon: Két hop 3 cong thirc thanh mét

=DATEDIF{D17,E17,"y")&" years, "
&DATEDIF(D17,E17,"ym" )&" months, "
&E17-DATE(YEAR(EL7), MONTH{EL7),1)&" days"

D E F G
Start date  End date Result Unit of time
1/1/2014 5/6/2016 2 years
4 months
5 days

All inone: 2 years, 4 months, 5 days

Ban c6 thé dit toan bo 3 phép tinh trong mdt 6 nhu vi du trén béng
cach dung dau &, dau trich dan va text. Cong thirc nay kha dai. Meo:
Nhan ALT+ENTER dé ngat dong trong cong thirc. Diéu ndy gitp nd
dé doc hon. Ngoai ra, nhan CTRL+SHIFT+U néu ban khong thé thay
toan bo cong thurc.

Canh bao: Ban khong nén dung doi s6 “md” ctia DATEDIF béi né c6

thé cho két qua tinh toan khong chinh xac.
Phép tinh ngay va thoi gian khac
Tinh tir ngay hom nay té¢i ngay khac

Nhu da thay ¢ trén, ham DATEDIF tinh su khac biét giita ngay bat
dau va ngay két thuc. Tuy nhién, thay vi nhap ngdy cu thé, ban ciing

c6 thé ding ham TODAY() bén trong cong thirc nay. Khi dung ham
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TODAY (), Excel str dung ngay hién tai cua may tinh cho ngay. Nho

rang, diéu nay s& thay d6i khi ban mo lai file ¢ 1an t4i.

=DATEDIF{TODAY() .D28,"y")

D E F 3
End date Result
12/31/3000 954

Tinh toan ngay lam viéc c6 hoiic khong cé ngay 18

Dung ham NETWORKDAYS.INTL khi ban muén tinh toan s6 ngay
lam viéc giita hai ngdy. Ban ciing c6 thé loai bo ngay cudi tuan va
ngay 1&.

Trudée khi bat dau: Chon ngay 16 mudn bé qua bang cach nhap danh
sach ngay d6 vao ving hay bang tinh riéng. Dt timg ngay 1& vao 6
riéng. Sau do, chon nhiing 6 do, chon Formulas > Define Name. Dat
ten pham vi MyHolidays > click OK. Sau do6 tao cong thuc theo

nhirng budc sau:

1. G& ngay bat dau va ngay két thic

D E F 3
Start date End date
1/1/2014 12/31/2014

Trong vi du ndy, ngdy bat dau nam & 6 D53, ngay két thuc & 6 E53.
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2. Trong 6 khac, nhip cong thirc nhu sau:

=NETWORKDAYS.INTL{D53,E53,1)

. D . E . F . [
Start date End date Result
1/1/2016 12/31/2016 261

G& cong thie nhu vi du trén. 1 trong cong thire nay duogc thiét 1ap 1a
ngay cudi tuan (thtr 7 & Chu Nhat), va loai bo chiing khoi két qua tinh
tong.

Luwu y: Excel 2007 khong c6 ham NETWORKDAYS.INTL. Tuy
nhién, n6 c6 NETWORKDAYS. Vi du & trén néu thuc hién trong
Excel 2007, cong thuc s€ nhu sau: =NETWORKDAY S(D53,E53).
Ban khong chi dinh 1 boi NETWORKDAYS di gia dinh ngdy cubi
tuan vao Thir 7 va Chu Nhat.

3. Néu can, thay d6i 1

=NETWORKDAYS. INTL{DS3,E53, )

METWORKDAYSINTL{start_date, end_date, [weekend], [holidays])
Start date End date [ 1 - Saturday, Sunday ~ || Sat
| | | |
| 1/1/2016| 127314 &2 2 - Sunday, Manday
1 /1, ( /3],

2] 5 - Manday, Tuesday
LAl 4 - Tuesday, Wednesday
L] 5 - Wednesday, Thursday
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Néu thir 7 va Chu Nhat khong phai ngay cudi tuan cua ban, hay thay
d6i 1 sang s6 khac tir danh sach IntelliSense. Vi dy, 2 thiét 1ap Chu
Nhat & thtr Hai 1am ngay cudi tuan.

Néu dang dung Excel 2007, bo qua budc nay.

Ham NETWORKDAYS ctia Excel 2007 ludn gia dinh cubi tuan vao
thtr 7 & Chu Nhat.

4. Nhap tén pham vi ngay 18

=NETWORKDAYS.INTL{D53,E53,1,MyHolidays)

D E F [
Start date End date Result
1/1/2016 12/31/2016 252

Néu d3 tao mot tén pham vi ngay 18 trong phan “Trudc khi bat dau” o
trén, hay nhap né vao phan cudi cing. Néu khong co ngay 18, ban cé
thé bo dau phay va MyHolidays. Néu dung Excel 2007, vi du trén s&
nhu sau:

=NETWORKDAYS(D53,E53,MyHolidays).

Meo: Néu khong mudn tham chiéu t&i tén pham vi ngay 1&, ban c6 thé
nhap mot pham vi thay thé, nhu D35:E:39. Hoic ban c6 thé nhap tung
ngay 18 vao trong cong thirc. Vi du, néu ngay 18 roi vao 1/1 va 2/1 nam

2016, ban s€ nhap chung nhu sau:

Nguon: Download.vn 269


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kién thirc Vin phong

=NETWORKDAYS.INTL(DS53,E53,1,{"1/1/2016","1/2/2016"'}).

Trong Excel 2007, n6 sé& trong nhu thé
nay =ENETWORKDAYS(D53,E53,{''1/1/2016","1/2/2016"})

Tinh thoi gian da troi qua

Ban c6 thé tinh thoi gian da troi qua trén Excel giéng nhu mot phép
tinh trir don gian. Dau tién, nhap thoi gian bat dau vao mot 6 va ngay
két thiic vao 6 khac. Pam bao nhap thoi gian day du, bao gdom gio,

phut va khoang cach tru6c AM hodc PM. Cac budc thuc hién nhu sau:

1. Nhép ngay bat dau va két thuc

1 D 1 E 1 F
Start time End time
7:15 AM 4:30 PM

O vi du nay, thoi gian bat dau ¢ 6 D80, thoi gian két thuc & ESO0.

2. Thiét 1ap thoi gian theo dinh dang gid/phit sang/chiéu

Accounting Tipe:

.IEE:IE:::: himm ARPR
Percentage w77
Fraction w T
Scientific m/ el ey
Tent d-mmm-yy
Special cl-mmm

himmeiss AbAPERA |
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Chon c4 hai ngay va nhan CTRL + 1 hodc % + 1 trén Mac. Pam bao
da chon Custom > h:mm AM/PM.

3. Thuc hién phép trur thoi gian

=ES0-D 30

i D i E H F i
Start time Endtime
715 AN

Difference

4:30PM 9:15 AM

Trong mot 6 khac, lay dit liéu ¢ 6 thoi gian két thic trir di 6 thoi gian
bat dau.

4. Thiét 1ap dinh dang gio:phut

Accounting Tipe:
Date
Time h:mm
FParcentage # 7
Fraction =1
Scientific m/ vy
Tent cl-mmm-yy
special cl-mmm
himm ARCPIM
himm:ss ARPIM
h:mm:ss

Nhin CTRL+1 hodc % +1 trén Mac. Chon Custom > h:mm dé két
qua khong bao gdbm AM va PM.
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Tinh thoi gian da qua gitra hai ngay va gio

Ban ciing chi can thuc hién phép trir trong tu nhu trén. Tuy nhién, ban
phai ap dung dinh dang cho timg 6 dé dam bao Excel tra vé két qua

mong muon.

1. Nhap day du 2 ngay va gid

D E F
Start date/time  End date/time Difference
1/1/16 1:00 PM 1/2/16 2:00 PM

Nhap day di ngay/gio bat dau vao mot 6. Tuong tu & 6 khac, nhap
ngay/gid két thuc. Mdi 6 can c6 du thang, ngdy, nim, gio, phut va

khoang cach trudc AM hoac PM.

2. bat dinh dang 3/14/12 1:30 PM

Accountin :i Tipe:
karch 14, 2012
Time :
Percentage _ D
Fraction I‘.*I 123
Scientific I‘L*I .
Bl I
= i T = ey e
Special 301
Custam Aar-201 2

Chon c4 hai 6, rdi nhan CTRL + 1 hodc %+ 1 trén Mac. Sau do,
chon Date > 3/14/12 1:30 PM. Day khong phai ngay ban chon, n6 chi
1a mot vi du vé cach dinh dang. Luu y rﬁng ¢ phién ban trudc Excel

2016, dinh dang nay c6 thé khac mau, vi du: 3/14/01 1:30 PM.
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1/1/16 1:00 PM

=E84-D34
. D _ E _ F
Start date/time  End date/time Difference

1/2/16 2:00 PM

1.0410006a7

O 6 khac, trir ngay/thoi gian bat dau tir ngay/thoi gian két thuc. Két

qua co thé 1a so so6 thap phan. Ban s& sira 161 nay & budc tiép theo.

4. Thiét 12p dinh dang [h]:mm

Accaunting
Date

Time
Percentage
Fraction
Scientific
Text

S|:|ecial

Tipe

[h]:mm

General
i
L0

# ##0

2 220,00

# 7x0 )+ #+0

i ALl i ALl

= =0 'R edlis #5000

Nhan CTRL+1 hodc = +1 trén Mac. Chon Custom. Trong Type,

nhap [h]:mm.
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Bai 20: Xac dinh vung va goi tén vung trong
cong thirc

Bang cach dung tén trong cong thirc Microsoft Excel, ban c6 thé
tao cong thirc dé hiéu va dé nhé hon. Ban ¢6 thé xac dinh tén cho mot
pham vi 6, ham, hang s6 hay bang. Khi d3 quen dung tén trong
workbook, ban dé dang cap nhat, kiém tra va quan 1y chung.

Xac dinh va dung tén trong cong thiwre trén Excel trén
Windows & macOS

Dat tén mot 0

1. Chon 6.

2. Trong box Name, g0 tén.

Al bl Jx

3. Nhan Enter.

Xac dinh tén tir pham vi lya chon

1. Chon pham vi ban mudn dit tén, bao gém cac nhan cot hodc hang.
2. Chon Formulas > Create from Selection.

3. Trong box Create Names from Selection, chi dinh vi tri chira cac
nhan bang cach chon 6 tich hang trén cing, cot bén trai, hang bén

dud1 hodc cot bén phai.
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4. Chon OK.

Excel dat tén 6 dua trén cac nhan trong pham vi ban chon.
Dung tén trong cong thirc

1. Chon 6 va nhap cong thirc.

2. bit con tré tai vi tri ban muén dung trong cong thic do.

3. GO chir cai dau tién trong té€n, chon tén tur danh sach hién ra. Hoac

chon Formulas > Use in Formula, roi chon tén ban mudn st dung.
4. Nhan Enter.
Quain ly tén trong workbook biang Name Manager

Trén Ribbon, t61 Formulas > Defined Names > Name Manager. Sau
d6, ban c6 thé tao, chinh sira, x6a va tim toan bd tén duoc dung trong

workbook.
Xac dinh va dung tén trong cong thirc trén Excel
Online

Trong Excel cho web, ban c6 thé dung cac pham vi duoc dat tén da
chon trong Excel cho Windows hoac Mac. Chon mot tén tr Name
Box dé t6i vi tri cia pham vi d6 hoic dung Named Range trong cong
thtrc.

Hién tai, Excel Online chua c6 tinh nang tao pham vi dugc dat tén

moi.
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Bai 21: Tao, dinh dang, phan loai va tinh
tong dir liéu trong bang

Ban di biét tao & dinh dang bang Excel chua? Phan loai va tinh téng
dir liéu trong Microsoft Excel nhu thé nao? Hay cung Download.vn

tiép tuc bai hoc Microsoft Excel nhé!

Tao va dinh dang bang Microsoft Excel

Ban c6 thé tao va dinh dang mdgt bang dé nhom va phan tich dit liéu dé
hon.

Luu y: Ban khong nén nham 13n bang Excel v6i bang di liéu 1a mot
phan cuia bd 1énh phan tich Néu - Thi (Data Tools trén tab Data).
Tao va dinh dang bang Microsoft Excel tren Windows &
Mac

1. Chen mot bang vao bang tinh.

2. Chon mdt 6 trong dir liéu.

3. Chon Home > Format as Table.

4. Chon kiéu cho bang.

5. Trong tab Format as Table, chon pham vi 6 ban mubn.

6. Panh dau néu bang ctia ban ¢6 chura tiéu de.

7. Chon OK.
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Tao va dinh dang bang Microsoft Excel trén Web

Pé thém bang trong, chon 6 ban mudn bao gom trong bang va

click Insert > Table.

Pé dinh dang bang cho dir li¢u hién tai béng cach dung kiéu bang mac

dinh, hay lam nhu sau:
1. Chon 6 chtra dix liéu do.
2. Click Home > Table > Format as Table.

3. Néu khong tich My table has headers, Excel Online thém tén mic
dinh cho céc tiéu dé nhu Column1, Column?2 cua dit ligu d6. Dé doi
lai tén mot tiéu dé mac dinh, click dip vao nd va nhap té€n moi.

Lwu y: Ban khong thé thay doi dinh dang bang mic dinh trong Excel

Online.

Phan loai dir lieu trong bang Microsoft Excel

Phan loai 12 mdt trong so cac cong cu pho bién nhat dé quan 1y dix
ligu. Trong Excel, ban co thé phan loai bang theo mdt hoac nhiéu cot
v6i tht ty ting hodc giam dan hoic tuy bién.

Phan loai bang

1. Chon 6 trong dit li¢u do.

2. Chon Home > Sort & Filter.
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A

7Y
Sort &
Filter -

Hoac chon Data > Sort.

]
z) Sot
3. Click mét tuy chon:
« Sort A to Z - Phan loai ¢4t lua chon theo thir ty tang dan.
« Sort Z to A - Phan loai cOt lua chon theo thir tu giam dan.

. Custom Sort - Phan loai dir liéu trong nhiéu cot bang cach ap

dung tiéu chi phan loai khac.
Cach phan loai dir liéu tuy bién trong bang Microsoft Excel:
1. Chon Custom Sort.

1. Chon Add Level.
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2

Sort :
:l Add Level K Delete Level E@ Copy Level - Dptions... «| My data has headers

Column Sort On Order

SortbY  |Department w | |WValues w| |AtoZ W

Then by | iciatus v || | Values v |&toZ W

iii. D6i v6i Column, chon cdt ban mudn Sort by tir menu tha xuéng,
sau d6 chon cot thir hai mudn Then by dé phan loai. Vi du, Sort by
Department (phong ban) va Then by Status (Trang thai).

1v. P61 vo1 Sort On, chon Values.

v. Pbi véi Order, click mot tuy chon, chéng han nhu A to Z, Smallest

to Largest, hodac Largest to Smallest.

vi. Néu mudn phan loai mdi cot bd sung thém, hiy lip lai cac bude tir
2-5.

Luu y: Dé x6a mot cap, chon Delete Level.

vil. Tich box My data has headers, néu dit liéu cua ban c6 mét hang
tiéu dé.

vii. Chon OK.
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Tinh tong dir liéu trong biang Microsoft Excel

Ban c6 thé nhanh chéng tinh tong dit liéu trong bang Excel bang cach
kich hoat tuiy chon Total Row, roi ding mét trong sb céc tiy chon
dugc cung cip & danh sach tha xudng cho tirng cot bang. Cac lua chon
mic dinh Total Row dung ham SUBTOTAL, cho phép ban bao gbm
hoac bo cac bang an. Tuy nhién, ban c6 thé dung cac ham khéc.

Tinh tong dir liéu trong bang Microsoft Excel trén
Windows va Mac

1. Click vao vi tri bat ky trong bang.

2. Té61 Table Tools > Design va tich 6 Total Row trén Windows. Trén

Mac, t61 Table > Total Row.
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Table Toals

@ Tell me what you want to do

Fies Header Row [ First Column Filter Button p——
n Browser Total Row [ ] Last Calumn E E E

Banded Rows [ | Banded Columns —
%! Table Style Options

Total Row (Ctrl+Shift+T)

Turn on or off the total row of the
table.

(5 | The total row is a row at the end of 4 L
the table which displays totals for
each colurmn.

3. Excel chén Total Row vao phia cudi bang cta ban.

4 A | B C D : :
1 Sales Revenue Audit (Small Business Sales)

2

El Cuarter B Asia El Europe B midwest B Northeast Bl southwest B
4 |a $1,400 $7.200  $5,700 $6,900 $3,800
5 a2 $3,400 $2,300 $5,400 $7,300 $5,600
& a3 44,700 45,600 $7,900
8 Total | $11,800  $23,100 624,400 $28,400 21,000
9

Luwu y: Néu ap dung cac cong thirc cho mot hang tong dit liéu, roi

tat/bat hang do, Excel s€ nhd cong thirc cua ban. Vi du, ban 4p dung
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SUM cho hang tinh tong. Khi 4p dung hang tong 1an dau tién, cac 6 d6
s€ tréng.
4. Chon cdt ban mudn tinh téng, roi click mét tuy chon tir danh sach

tha xubng. Vi du ¢ day ap dung ham SUM cho ting cot:

F || =SUBTOTAL(109,[Midwest])

SUBTOTAL function for SURM

C » E

Revenue Audit (Small Busine:

g Europe pggMidwest g Northeast n

00 $7,200 $5,700 $6,90(
100 $2,300 59,400 $7,30C
’00  $9,300 $3,700 $8,60C
300 S4,300 $5,600 $5,60(
300 $23,100 $24,400|- $28,40(

None

Average

Count

Count Numbers
Max

Min

StdDev

Var

More Functions...
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Ban s€ théy Excel tao cong thirc sau: =SUBTOTAL(109,[Midwest]).
Day la ham SUBTOTAL cho SUM, n¢ cling 1a mdt cong thirc tham

chiéu theo cau trac danh riéng cho bang Excel.

Ban ciing c6 thé ap dung ham khac dé tinh gia trj tong, bang cach
chon More Functions hoic tu viét cong thuec.

Luu y: Néu mudn sao chép mot cong thirc hang tong vao 6 lién ké
trong hang tong do, kéo cong thirc d6 qua bang icon dién dit licu.
Thao tac ndy sé& update cac tham chiéu cot twong ing va hién gia tri
chinh x4c. Néu sao chép & dan cong thirc vao hang tong, n6 sé khong
update cac tham chiéu cot khi ban sao chép va cho két qua khong

chinh xac.

Tinh tong dir liéu trong bang Microsoft Excel trén Web

Ban c6 thé nhanh chéng tinh tong dit liéu trong mot bang Excel bang

cach kich hoat tuy chon Toggle Total Row.
1. Click vao vi tri bat ky trong bang nay.

2. Click tab Table Design > Style Options > Total Row.

Hang Total duoc chen ¢ phia du6i bang.
Thiét 1dp ham tong cho mét 6 hang tong dir liéu

Luu y: Pay 1a tinh ning thir nghiém va hién chi c6 san cho mot so

nguoi dung Office Insider.

Totals Row cho phép ban chon ham tong dé dung cho ting cot.
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File Home Inesert Formulas Dhata Rirvitw Viev Table Design
—_— PR
o [P~ <& || Calibei w11 v B Hw O rarags 3 Perc
I
ETT? «  fe  =SUBTOTAL[I04,E2:E 76} ) L8
%, LA
vear |« |Category |« | Product | = | Sale - Rating 'v| |
ST ooy W T EM AR Covurt BMumbers
201% Blkes Touring Bies 4 500 Pk
2116 Clothing I 5 3,800 48%. kAax
2015 Bk Cargoy Babowr 5 3,200 5%
2017 Clathing Shaets 533,000 100% Mir
201% Clothing Bib-Shorts 5 8%
1S Accessores Lighds % 1,300 908 - &
2016 Clathing Vests % 1,300 5%
2015 Clothing Tights 4§22 100 g% Sum
17T Comporents  Saddles 5 3100 a1%
1% Clothing Caps 5 500 okl
15 2017 Bikes Touring Bikes % 3,100 2% s Eo
e 2015 Comporents  Chains 5 8,700 7+, Ay
17 oo [ s

1. Click 6 trong Totals Row trong ¢4t ban mubn diéu chinh, rdi click
menu tha Xuéng hién bén canh 6 do.
2. Chon ham tong dé dung cho cot d6. Luu ¥ rang ban co thé

click More Functions dé thiy nhiing tiy chon bo sung nay.
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Bai 22: Cach loc dir liéu tw dong trong
Microsoft Excel

Loc dir liéu tw dong trong Excel theo pham vi hoic bang nhu thé
nao? Hay cung Download.vn tiép tuc bai hoc loc dit liéu trong bang
Excel trén Windows va Web nhu thé nao nhé!

Cach lgc dir liéu tu dong trong Microsoft Excel cho

Windows

Loc dir liéu bang cong cu Filter

Filter 1a cong cu tu dong gitp ban chon va hién thi dit 1iéu ma minh
can va an dir liéu khong can thiét.

Pé c6 thé sir dung chirc ning nay chung ta can thuc hién cac bude sau:
Buwdc 1: Chon vung can loc dit liéu.

Buwée 2: Chon Data/ Filter (Ctrl + Shift + L). Luc ndy s& ¢ biéu
tuong hinh chiéc phéu sang 1én va cung lic & mdi thanh tiéu dé sé

xuat hi¢n mot hinh vudng nho.
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| Data | Review View

Mm.e Insert Page Layout Form
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Buéc 3: Bam vao biéu tuong hinh vudng. Khi d6 c6 mot 6 danh sach

cac muc dé ban chon.

Budc 4: Nhan vao Text Filter r6i chon dit 1iéu ma ban can loc.

{ tedptal

Bic Giang

Marmn Binh | %

MNam Ennh

b SsmIileA

Sor by Collor

Download.com.

Caniel

vin

&
D &

Pay la bang dir li¢u sau khi thuc hién qua trinh loc dir liéu.
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Ngoai Text Filte thi chiing ta con c6 mdt s6 chirc ning khac nira.
a. Sap xép dir lidu bang cong cu Alphabet. Tai diy sé giup ban sip xép
theo hai kiéu d6 1a: sip xép tir A dén Z (ting dan) va sap xép tir Z dén
A (giam dan).

b. Néu ban sir dung cac mau dé phan bi¢t cac dir li¢u véi nhau

thi Filter Color s€ giup ban chon cac dir li¢u c6 cung mau véi nhau.

c. Ciing giéng nhu Text Filter, Number Filter gitp ta loc nhitng dir
liéu c6 kiéu so.

d. Equals: Loc céac gia tri giong véi tir khoa ban nhap

e. Does Not Equals: Loc cac gié tri khong gidng voi thong tin vira
nhap.

f. Begins with: Loc cac gia tri dugc bat dau b?lng mdt hodc nhiéu ki tu

nao do.
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g. Ends with: Loc cac gia tri két thiic bang mot ki ty nao do.
Loc dir li€u trong Microsoft Excel Online

Dit liéu dugc loc chi hién thi cac hang dap tmg tiéu chi lra chon va an
hang ban khong mudn. Sau khi loc dir liéu, ban c6 thé sao chép, tim,
chinh stra, dinh dang, tao so d6 va in tdp con cta dit liéu da loc ma
khong can phai sap xép lai hay di chuyén no.

Ban cling co thé loc dir liéu trén nhiéu cot khac nhau. B6 loc 1a phén
thém vao, nghia 1a mdi bo loc bo sung dua trén bd loc hién tai va gidam

thém tap con cua dir li¢u do.

Luwu y: Khi dung hop thoai Find dé tim dir liéu duoc loc, chi dir lidu
dang hién thi dugc tim kiém. Dé tim kiém toan bo dit liéu, ban can bo
tat ca bo loc.

Loc dir li¢u trong bang

Khi nhap dit li¢u vao mot bang, cac diéu khién bo loc duoc tu dong
thém vao tiéu dé bang.

1. Chon dit liéu ban mudn loc. Trén tab Home, click Format as

Table > rdi chon Format as Table.
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E %ED EX > AutoSy
Format

Survey Insert  Delete
- as Table - - - £ Clear -
I3 Format as Table
Toggle Header Row
Toggle Total Row
Dot i e I |gdg1l|r|| O — - T T T I_Ih.l.l"\'l'l'

2. Trong box Create Table, ban c6 thé chon bang co tiéu dé.

. Chon My table has headers d¢ dua hang trén cung cta dir liéu
vao tiéu dé bang. Excel s& khong loc dir liéu trong hang nay.
« Dung chon 6 tich néu ban mudn Excel cho web thém tiéu dé

giit chd (ma ban c6 thé doi lai tén) trén dit liéu bang.

Create Table

The data for your table is in the following range: H2:16

I Py table has headers I

oK Cance

3. Click OK.
4. bé ap dung bo loc, click milii tén trong ti€u dé cot va chon mot bo

loc.
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Loc mgt pham vi dir liéu

Néu khong mudn dinh dang dir li¢u dud1 dang bang, ban cling co thé

ap dung cac b0 loc cho mdt pham vi dit li¢u.

1. Chon dit liéu ban mudn loc. Pé c6 két qua tdt nhat, cac cot can cb
tiéu de.

2. Trén tab Data, chon Filter.

Cac tuy chon lgc cho bang hoac pham vi

Ban c6 thé ap dung tuy chon Filter chung hoac bo loc tuy bién cu thé
cho kiéu dit liéu. Vi du, khi loc theo sd, ban s& théy Number Filters,
loc theo ngay la Date Filters, loc text 1a Text Filters. Cac tuy chon bd
loc chung nay cho phép ban chon dit liéu mudn thay tir danh sach dir

liéu hién tai, chéng han nhu:
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| D L !
t Quater
Q Filter
Select item:
E (Select All)
M| £5652.00
| Ml s5657.00
| M s7.65000
| W s18960.00

Number Filters cho phép ban ap dung mot bo loc tuy bién:
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. 41 sort Ascending
" Al Sort Descending
¥ Clear Filter from "March'
Number Filters . Equals...
v Filter.. Does Not Equal..
Greater Than...
Less Than...
Between..
Top 10..
Above Average
Below Average

Custom Filter...

O vi du nay, néu mudn thay doanh s6 ban hang duéi 6.000USD trong

thang 3, ban c6 thé ap dung mot b loc tuy bién:

A B C D

1 Global Sales First Quater

2 |- san Feb -1
3 |US $3,000.00 S4,500.00 $7,650.00
4 Europe 54,577.00 55,345.00 $5,657.00
5 | Asia 54,565.00 55,888.00 $5,653.00
4]

512,142.00 $15,733.00 518,960.00

Dudi day 1a cach thuc hién:

1. Click mii1 tén chi bd loc canh March > Number Filters > Less

Than va nhap 6000.
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Custom Filter x

Show items where: March

is less than v (6000 x
oK Cancel
2. Click OK.

A B C D
1 Global Sales First Quater
2 | sen Feb E
4  Europe 54,577.00 55,345.00 §5,657.00
2 Asia 54,565.00  55,888.00 55,653.00

Ban c6 thé ap dung bo loc dir li¢u va text tuy bién theo cach tuong tu

nhu trén.
Xo0a b lgc trong mot cot

Click nut Filter/=7/ canh tiéu dé cot, roi click Clear Filter from
<"Column Name'>.
Pé x6a toan b bd loc trong bang hoic pham vi

Chon 6 bat ky trong bang hodc pham vi ban mudn. Trén tab Data,
click nut Filter. Thao tac nay s€ x0a cac b0 lgc trén toan bo cot trong

bang hoac pham vi va hién thi toan bo dit liéu cta ban.

Ngudn: Download.vn 293


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguoén bai: Chuyén muc Kién thire Vin phong

Bai 23: Cach dung Slicer dé loc dit liéu trong
Microsoft Excel

Slicer ciia Microsoft Excel cung cip cac nit bam c6 thé click dé loc
bang hodc PivotTable. Ngoai loc nhanh, Slicer cling cho biét trang thai
loc hién tai, gitip nguoi dung dé hiéu chinh xac ndi dung duoc hién

thi.
Cac thanh phan trong Slicer ciia Microsoft Excel

Vé co ban, mot slicer trong Microsoft Excel bao gom nhiing thanh

phan sau:

Salesperson 1 b~ 4
Buchanan

Callahan 2

Davolio

Dodsworth

Fuller 3

:':II"IE':

Leverling

Paatock E

1. Tiéu deé slicer chi danh muc cac phan trong slicer.

2. Nut bo loc khong duge chon cho biét muc do khong nam trong bo

loc.
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3. Nut bo loc duogc chon cho biét muc d6 nim trong bd loc.

4. Mot nut Clear Filter x6a b loc béng cach chon tit ca cac muc

trong slicer.

5. Mot thanh cudn cho phép ngudi dung cudn khi ¢6 nhiéu muc hon

nhing gi dang duoc hién thi hién tai trong slicer.

6. Cac diéu khién di chuyén va chinh lai kich thudc dudng vién cho

phép ban thay d6i kich thudc va vi tri slicer.

« Microsoft Excel

« Microsoft Excel cho Android
« Microsoft Excel cho iOS

« Microsoft Excel Online
Cach dung Slicer trong Microsoft Excel cho Windows
Ban c6 thé dung Slicer dé loc dit lieu trong bang hodc PivotTable dé
dang.
Tao mot slicer dé loc dir liéu

1. Click vao vi tri bat ky trong bang hoac PivotTable.

2. Trén tab Home, t&1 Insert > Slicer sicer

3. Trong box Insert > Slicer, chon cac 6 tich ¢ cac truong ban mudn

hién thi, r6i nhan OK.
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4. Mot slicer s€ dugc tao cho moi truong ban chon. Click vao bat ky
nut slicer, Excel s€ tu dong ap dung bo loc do td1 bang hoac
PivotTable dugc lién két.
Luuy:

 Dé chon nhiéu hon mot muc, gitt Ctrl, roi chon céac muc ban

muon hién thi.

. Dé x6a bo loc ciia mdt slicer, chon Clear Filter % trong
slicer.

5. Ban c6 thé diéu chinh cac thiét lap slicer trong tab Slicer (& phién
ban Excel méi) hodc tab Design (Excel 2016 trd vé trude) trén ribbon.
Luwru y: Chon va gitt goc ctia mot slicer dé stra va chinh lai kich thuéc
cua no.
6. Néu muon két ndi mot slicer tdi nhicu bang PivotTable hon,
ti Slicer > Report Connections > tich bao gom PivotTable, r0i
chon OK.
Luru y: Ban chi c6 thé két noi céc slicer v6i PivotTables chia sé cling

nguon dir licu.
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Cach dung Slicer trong Microsoft Excel cho macOS

Tao mot slicer trong PivotTable hién tai

1.

Click vao vi tri bat ky trong PivotTable ban muén tao slicer. Hanh

dong nay s& hién thi tab PivotTable Analyze.

Trén tab PivotTable Analyze, click Insert Slicer.

. Trong box Insert Slicer, chon tich céc trudng PivotTable ban muén

tao slicer.

. Click OK. Excel s€ hién mot slicer cho moi truong ban chon.

Trong moi slicer, click cdc muc ban muon loc. P chon nhiéu hon

mot muc, gilt phim Cmd, ro61 click muc mong muon.

Tao mot slicer trong bang hién tai

1.

Click vao vi tri bat ky trong bang mudn tao slicer. Hanh dong nay sé&

hién tab Table.
Trén tab Table > click Insert Slicer.

Trong box Insert Slicer, chon box tich cac trudng (cot) ban mudn

tao slicer.
Click OK. Mot slicer s€ hién trong moi ¢t ban chon.

O moi slicer, click cdc muc ban muon loc. Dé chon nhiéu hon mot

muc, gitt phim Cmd, 161 click cdc muc ban muon loc.
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Dinh dang mot slicer
1. Click slider ban mudn dinh dang. Tab Slicer s€ mo ra.

2. Trén tab Slicer, click kiéu mau ban muon.

Tao mét slicer cé sin dé dung trong PivotTable khac

Néu d3 c6 mét slicer trén PivotTable, ban c6 thé dung cung slicer d6
dé loc PivotTable khac. Luu ¥, diéu nay chi c6 tac dung khi 2

PivotTable dung cung ngudn dit liéu.

1. Pau tién, tao mot PivotTable dya trén cung nguén dir licu &

PivotTable ¢o slicer ban mudn tai st dung.

2. Click slicer ban muén chia sé trong PivotTable khac. Thao tac nay

s€ m¢ tab Slicer.
3. Trén tab Slicer, click Report Connections.

4. Trong box hdp thoai, chon tich 6 PivotTable tai vi tri ban mudn ¢

slicer.
Bo két noi mot slicer

1. Click vi tri bat ky & PivotTable ban mudn bo két ndi mot slicer.

Hanh dong nay s& hién thi tab PivotTable Analyze.
2. Click tab PivotTable Analyze, roi click Filter Connections.

3. Trong box hop thoai, bo tich 6 cac trudong PivotTable bat ky ma ban

muon bé két no1 mot slicer.
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Xo0a mot slicer
. Click slicer d6, réi nhan DELETE.

« Giix Ctrl + click slicer d6, roi nhan Remove <Tén ciia slicer>.
Cach dung Slicer trong Microsoft Excel cho Web

Luu y: Excel Online cho phép ban dung céc slicer da tao & phién ban
desktop nhung khong hd trg tao, chinh stra slicer hodc chon nhiéu gia
tr1 trong mot slicer.

Xo0a mot slicer

1. Click slicer, r6i nhan DELETE.

2. Gitr Ctrl + click vao slicer muon x06a > nhan Remove <Tén cua

slicer>.
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Bai 24: Tat ca cac buwdrc tao biéu do trong
Excel

Lap biéu d6, do thi trong Excel sé& gitp ban truc quan hoéa dir liéu
theo cach tao anh hudng t6i da toi ngudi xem. Hay cing Download.vn
hoc cach tao mdt biéu do va thém do thi xu hwéng vao bang tinh

Excel nhu thé nao nhé!
Cach tao biéu d6 trong Microsoft Excel cho Windows
Tao mot bicu do

1. Chon dit li¢u tir biéu do.

2. Chon Insert > Recommended Charts.

3. Chon biéu d6 trén tab Recommended Charts, dé xem trudc biéu
do.

Lwu y: Ban c6 thé chon dit liéu mong mudn trong biéu do va

nhan ALT+F1 dé tao biéu do ngay 1ap tirc, thé nhung né c6 thé khong
phai d6 thi tét nhat cho dit liéu. Néu khong thay biéu d6 ban muodn,

chon All Charts dé xem toan bo kiéu do thi.
4. Chon mdt biéu dd.

5. Chon OK.

Thém dwong xu huéng

1. Chon mot biéu do.
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2. Chon Design > Add Chart Element.

3. Chon Trendline, 161 chon kiéu duong xu hudng ban muon,

nhu Linear, Exponential, Linear Forecast hoac Moving Average.

Cach tao biéu do trong Microsoft Excel cho macOS

Lwu y: Mot s6 nodi dung trong cha dé nay co thé khong hd tro mot vai
ngon ngu.

Céc biéu dd hién thi dit liéu & dang dd hoa c6 thé gitup ban va nguoi
xem hinh dung mdi quan h¢ gitra dir li¢u. Khi ban tao mdt biéu do,
ban ¢6 thé chon nhiéu kiéu khac nhau (vi du, d6 thi chong cot hoic
biéu dd hinh tron 3-D). Sau khi tao mot biéu do, ban co thé tiy bién

n6 bang cach ap dung b cuc nhanh hay kiéu biéu do6 mong muén.
Cic thanh phan co ban trong mot do thi:

Do thi chira mdt vai nhan to nhu tén, cac truc, ghi chua, duong khung
ludi. Ban c6 thé 4n hodc hién nhirng nhan td nay, déng thori, doi vi tri

va dinh dang cua chung.
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1. Tén bicu d6/do thi
2. Khu vyce d0 thi

3. Chu thich

4. Tén truc

5. Nhan truc

6. Panh dau

7. Puong ké khung

Office cho Mac 2016
Tao mot bicu do

Ban c6 thé tao biéu d6/dd thi trong Excel, Word va PowerPoint. Tuy
nhién, dir liéu biéu d6 phai dugce nhap va luu trong worksheet Excel.
Néu ban chén do thi trong Word hoac PowerPoint, mdt bang tinh mai1

s& m& & Excel. Khi luu tai liéu Word hodc thuyét trinh PowerPoint
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chura biéu d6, dit liéu Excel trong d6 thi d6 tu dong duogc luu vao
Word hodc Powerpoint cua ban.

Luwru y: Excel Workbook Gallery thay thé Chart Wizard cii. Mic dinh,
Excel Workbook Gallery m¢ cung Microsoft Excel. Tt thu vién nay,
ban c6 thé duyét cac mau va tao workbook moéi dya trén mot trong $6
chung. Néu khong thay Excel Workbook Gallery, trén menu File >
click New from Template.

1. Trén menu View, click Print Layout.

2. Click tab Inmsert, roi click miii tén canh Chart.

Design Layout References Mailings

D. D. D. @._D, § § Chart ~ .’.

Pages Table Pictures Shapes SmartArt Q Screenshot ¥ Add-ins

3. Click kiéu db thi, roi click dup vao biéu d6 ban mudn thém. Khi
chén mot biéu d6 vao Word hodc PowerPoint, mot bang tinh Excel m&

ra, chira mot bang dir liéu mau.

4. Trong Excel, thay thé dir li¢u mau bang dit li¢u ban muon vao so
do. Neéu da co dir li¢u trong bang khac, ban c6 thé sao chép dit licu tu
bang do, ro61 dan n6 qua dir ligu mau. Xem bang sau sau dé bié€t cach

sap xép dir liéu phu hop véi kiéu d6 thi.

Kiéu do thi Sap xép dir liéu
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Biéu d6 vung,
thanh, cOt,
vanh khuyén,
duong, radar

hoac bé mat

Theo cdt va hang nhu trong cac vi du sau:

Chudi 1 Chuodi 2
Muc A 10 12
Muc B 11 14
Muc C 0 15
hoac

Muc A Muc B
IChuéi 1 10 11
IChudi 2 12 14

Biéu db bong
bong

lién ké nhu vi du sau:

Trong cdt, dat cac gia tri x ¢ cot dau tién roi to1 gia tri

y twong tng va tiép theo 1a kich thudc bong bong & cot

Gia tri X GiatriY Kich co 1
0.7 2.7 4
1.8 3.2 S
2.6 0.08 6
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Trong mot ¢t hodc hang dir liéu va mdt ¢t hay hang

nhan dir liéu nhu 6 vi du sau:

Doanh so
Quy 1 DS
Biéu db hinh (242 30
tron Quy 3 45
hoac
Quy 1 Quy 2 Quy 3
Doanh so 0 30 45

Trong cOt hodac hang theo thur tuy sau, dung tén hodc

ngay lam nhan nhu trong vi du sau:

Mé Cao Thap  [Két thuc
1/5/02 W4 55 DD 35
B-X A hr
ieu do chimg rers— 57 12 33
khoan
hoac
1/5/02 1/6/02
MO 44 D5
ICao 55 57
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Thap

11

12

Dong

25

38

Biéu d6 XY
(Phan tan)

Trong cac cOt, dat gia tri x trong cot dau tién va gia tri

y twong tng trong cot lién ké, nhu vi du sau:

Gia tri X GiatriY

0.7 2.7

1.8 3.2

2.6 0.08

hoac

GiatriX 0.7 1.8 2.6
GiatriY [2.7 3.2 0.08

5. B¢ thay do6i so6 hang va ¢t bao gom bi¢u do, phan con lai cua con

tro & goc phai bén dudi dir li¢u dugc chon, 161 kéo dé chon dir li¢u bd

sung. Trong vi du sau, bang dugc mé rong dé thém danh muc va chuoi

dir liu.
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Vialing Cellos Tubas  Oboes

Jan 4q 2 3 1
Fab 1 4 2 3
Mar 4q 2 ] 5
Apr 5 3 5 2

6. Bé thay két qua nhiing thay d6i cua ban, quay tré lai Word hodc

PowerPoint.

Lwu y: Khi dong tai liéu Word hoic PowerPoint chira biéu do, bang

dir liéu Excel ctia no6 s€ tu dong dong.
Thay do6i truc biéu do muon lam noéi bat

Sau khi tao mot biéu d6, ban c6 thé thay doi cach vé& hang & cot trong

bang dé 1am noi bat dir liéu quan trong, vi du & day 1 doanh s6:

Instrument Sales - 1st Quarter

[

5
3 4 8 Feb
L
i B
2 2
=

1 - — .

Nl B . ,

Wickns Cellas Tubas

Instrument

Tuy nhién, néu mudén nhan manh doanh s6 theo thang, ban c6 thé dao

ngugc cach vé biéu do:
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Instrument Sales - 1st Quarter

Tukbsas

1 B Cpllas

Jam

S ¥ialing

Fumiber Sold
[ S R T R T -]

Manth

1. Trén menu View, click Print Layout.
2. Click biéu do.

3. Click tab Chart Design, rdi nhan Switch Row/Column.

=5 »
L ubid TRERT
| ll Switch Select Edit Data

Row/Column Data in Excel

Néu khong cé sin Switch Row/Column:

Switch Row/Column chi ¢ sén khi dit liéu Excel ctia biéu d6 dang
mé va chi danh cho mét sd kiéu dd thi nhét dinh. Ban cling co thé
chinh stra dir liéu béng cach click vao do thi do, roi chinh stra bang
tinh trong Excel.

Ap dung mdt bd cuc @6 thi xac dinh truwéc

1. Trén menu View, click Print Layout.

2. Click d6 thi.
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3. Click tab Chart Design, roi click Quick Layout.

Insert Design Layout References Mailings Review View Chart Design

I:ll.l:.‘.l:1r - ’-1LLLL ] | .LIILUJIL i .]] .i] .i] .]1 ﬁ;hiLLLI

Change
Layout Colors

4. Click bd cuc ban mudn.

pé ngay 1ap tirc hoan tdc mat bd cuc ban vira ap dung, nhdn +Z.

Ap dung mét kiéu do thi dinh siin

Kiéu db thi 1a mot tip hop mau & hiéu Gmg bo trg nhau ma ban c6 thé
ap dung cho biéu d6 mong muén. Khi chon mot kiéu, thay doi cua ban
s€ dugc ap dung cho toan bo dd thi.

1. Trén menu View, click Print Layout.

2. Click bicu do.

3. Click tab Chart Design, 16i click kiéu ban mudn.

References Mailings Review View

bé xem nhiéu kiéu hon, tré to1 mot kiéu, roi1 click._* .
D¢ hoan tac mot ki€u vura ap dung, nhan  +Z.
Thém tiéu dé cho biéu do

1. Trén menu View, click Print Layout.
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2. Click db thi > nhéan tab Chart Design.

3. Click Add Chart Element.

Home Insert Design Layout References Mailings Review View Chart Design
o i — L N —
e R 1 hhbh obbhb  whL

Add Chart  Quick Change s s s B e i | Rl BlLa s s By S i B s s
Element Layout Colors —

4. Click Chart Title dé chon dinh dang tiéu dé, rdi tro lai biéu do dé
nhdp no6 trong box Chart Title.

Luu y: Cac buoc tao dd thi, biéu do trén Office 2011 cho Mac cling

tuong tu, chi khac cac nut bam mét chut.
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Bai 25: Thém hoic xéa tiéu dé trong bi¢u do

Pé bicu dd dé hicu hon, ban c6 thé thém tiéu dé do thi & truc. Vé co
ban, tiéu dé cho céc tryc déu co san. Ban c6 thé hién thi chiing trong
d6 thi, bao gom cac truc chiéu sau (chudi) ¢ biéu d6 3-D. Mot so kiéu
nhu d6 thi radar c6 truc nhung chung khong hién tiéu dé. Ban khong
thé thém tiéu dé truc vao nhitng do thi khong c6 truc (vi du: biéu do

hinh tron hodc vanh khuyén).
Thém hoic bé tiéu dé trong do thi & Microsoft Excel

cho Windows

Microsoft Excel trong Office 2011 tr¢ 1én
Thém tén biéu d6/d6 thi

1. Trong db thi, chon box Chart Title va nhap ti€u dé.
2. Chon + & goc phai phia trén cung cta do thi.

3. Chon miii tén canh Chart Title.

4. Chon Centered Overlay dé dat tiéu dé trén dd thi, hoic More

Options dé c6 thém lya chon.

5. Click chuot phai vao tén db thi dé dinh dang n6 bang céc tiy

chon Fill hoac Outline.
Bé tiéu dé biéu do/do6 thi

1. Click vao biéu do.
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2. Chon + & goc phai phia trén cung cta biéu db.
3. Bo tich 6 canh Chart Title.

Microsoft Excel trong Office 2010

Thém tén biéu d6 theo cach thii cong

1. Click vao vi tri bat ky trong biéu d6 ban mudn thém tiéu dé. Thao

tac nay mo Chart Tools, thém tab Design, Layout va Format.

2. Trén tab Layout, trong nhom Labels, click Chart Title.
| ) od | (M)

Chart  Axis  Legend Data Data
| Tetke= Titles = . Labels = Table =

1% s
Labe|s

3. Click Centered Overlay Title hoac Above Chart.
4. Trong box Chart Title hi¢n & biéu do, nhap nod1 dung ban mudn. Dé
bat dau dong mai, nhan Enter. Pé chén mét ngat dong click dé dat
con tro tai vi tri ban mudn ngat dong, réi nhan Enter.
5. Bé dinh dang van ban trong box tiéu dé, hiy 1am nhu sau:
1.  Click vao box tiéu dé, roi chon ndi dung ban mudn dinh dang.
2. Trén thanh cong cu mini, click cac tuy chon dinh dang ban mudn.
Ban ciing c6 thé dung céc nat dinh dang trén ribbon (tab Home,
nhom Font). Dé dinh dang toan b tiéu dé, ban co thé click chuot
phai vao no, click Format Chart Title, roi click céc tuy chon ban

muon.
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. Kich thudc box tiéu dé duge dieu chinh theo kich thudc text.
Ban khong thé chinh lai kich thudc box tiéu dé va text d6. No
c6 thé bi cat ngan néu khong khdp véi kich thudc tdi da.
. Ban chi ¢6 thé thém mét tiéu dé cho mdt biéu dd. Néu mudn
dung ti€u dé phu, ban c6 thé v& mot text box trén biéu d6 do va
di chuyén no sang vi tri mong mudn (Chart Tools, Layout,
Insert group, Text Box).
. Ban co thé tu tay di chuyén tiéu dé sang vi tri khac bang cach
kéo box tén sang vi tri mong muon.
Thém tiéu dé truc theo cach thii cong
1. Click vao vi tri bat ky trong biéu d6 ban mudn thém tén truc. Thao
tac nay mé Chart Tools, thém tab Design, Layout va Format.
2. Trén tab Layout > nhom Labels, click Axis Titles.
3. Thyc hién mot trong s6 cac tac vu sau:
« Dé thém tiéu dé vao truc nam ngang chinh (danh muc),
click Primary Horizontal Axis Title, roi click tuy chon ban
mudn. Néu biéu dd ¢6 truc ngang phu thir hai, ban ciing ¢ thé
click Secondary Horizontal Axis Title.
. Dé thém tiéu dé vao truc doc chinh (gia tri), click Primary
Vertical Axis Title hoic Secondary Vertical Axis Title, roi
click tuy chon ban mudn. Néu biéu do co truc doc phu, ban

cling c6 thé click Secondary Vertical Axis Title.
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. Dé thém tiéu dé vao truc chiéu cao (chudi), click Depth Axis
Title, roi click tuy chon ban mudn. Tuy chon nay chi co san khi

ban chon biéu do 3-D thuc su ch:fmg han nhu db thi cot 3-D.

4. Trong box Axis Title hi¢n & biéu do, nhap text ban mudn. Dé bat
dau dong moi, nhan Enter. Dé ngét dong, click dé dat con tro tai vi tri

ban mudn, réi nhan Enter.
5. Bé dinh dang text trong box tén, hiy lam nhu sau:
1.  Click box tiéu dé, roi chon text ban mubn dinh dang.

2. Trén thanh cong cu mini, click cac tuy chon dinh dang ban mudn
hodc dung cac niit bam trén ribbon.
Luuy:
. Néu chuyén sang kiéu biéu d6 khac ma khong hd tro tén truc
(nhu hinh tron), tén truc sé khong con duoc hién thi. Tén cta
ching s€ hién lai khi ban chuyén sang kiéu biéu dd hd tro tén

truc.

. Céc tiéu dé truc phu sé& bi mat khi ban chuyén sang kiéu biéu d6

khong hién thi truc phu.
Lién két biéu d06 hoic truc téi 6 trong bang tinh

1. Trén mot bi€u do, click tén truc hoac biéu d6 ban muon lién két to1

0 trong worksheet.

2. Trén worksheet, click vao thanh cong thuec, roi nhap dau =.
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3. Chon 6 trén worksheet chtra dir li¢u hay text ban mudn hién trong
biéu do. Ban ciing c6 thé nhap tham chiéu t&i 6 worksheet trong
thanh cong thirc, bao gom diu bang, tén bang tinh duogc theo sau boi
dau chidm than: Vi du, =Sheet1!F2.

4. Nhan Enter.

Xéa tén biéu do6 hoic truc

1. Click vao vi tri bat ky trong biéu d6 dé mo Chart Tools, thém tab

Design, Layout va Format.

2. Thuc hién mot trong $6 nhirng tac vu sau:

. Dé x6a tén biéu dd, trén tab Layout > nhém Labels,

click Chart Title, rdi click None.

. Dé bé tén truc, trén tab Layout > Labels > click Axis Title,
click kiéu tén truc ban mudn bo, rdi click None.

« Dé nhanh chong bo mot tén truc hoac biéu d6, nhan Delete.
Ban cling co thé click chuot phai vao tén biéu do6 hoic truc, sau
do click Delete.

. Dé x06a bo tén biéu do hodc truc ngay sau khi thém chung, hay

click Undo trén Design, Layout va Format hodc nhan Ctrl+Z.
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Thém hoic bé tiéu dé trong do thi & Microsoft Excel

cho Mac

1
L Instrument Sales - 1st Quarter

= vialins

B Cpellas

—I. = _L -
| - .
lan Feb

Bar

Mumbar Sold
=T TR R U T I

=,

(2 flanth

1. Tén biéu dd 2. Tén truc

Microsoft Excel trong Office 2016 tro 1én

Thém tiéu dé do thi

1. Budc nay chi ap dung trén Word 2016 cho Mac: Trén
menu View > Print Layout.

2. Click vao biéu d6, réi click tab Chart Design.

3. Click Add Chart Element > Chart Title, roi click tuy chon ti€u dé

ban muon.

4. Nhap tiéu dé trong Chart Title. Dé dinh dang tiéu dé, chon nd, roi

t61 tab Home > Font, chon dinh dang mong mudn.

Thém tiéu dé truc
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Ban c6 thé thém ti€u dé tirng truc trong biéu do. VE co ban, cac ti€u dé
deu c6 san cho tat ca cac truc hién trong bi€u do, bao gdm truc chi¢u

cao & do thi 3-D.

Mot s6 biéu dd cé truc nhung khong hién tiéu dé nhu kiéu mang nhén.

Cac kiéu biéu d6 khong co truc s& khong hién tiéu dé.

1. Budce nay chi ap dung cho Word 2016 cho Mac: trén menu View >
click Print Layout.

2. Click biéu dd, roi cham tab Chart Design.

3. Click Add Chart Element > Axis Titles, roi click mot tiiy chon tiéu

dé truc.
4. Nhap text vao box Axis Title.
Microsoft Excel trong Office 2011 tr¢ 1én
Thém tiéu dé
Nhitng budc dudi day ap dung cho biéu do, do thi trong Excel for Mac
2011, Word for Mac 2011 va PowerPoint for Mac 2011.

1. Té1 menu View > click Print Layout (chi trén Word cho Mac

2011).
2. Click biéu do > tab Chart Layout.

3. Trong Labels, click Chart Title, roi click mot lya chon mong

muon.
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Labels
r |l - I - ol - Wl -
|l 'Tui'.-l Loads IlJUU E

==
Chart Axis Data Data

Title  Titles #9809 |apals  Tahble

4. Chon text trong box Chart Title, rdi nhap tiéu dé. Chon Font &

tab Home dé dinh dang kiéu chit.

Thém tiéu dé truc

Thuc hién tuong tu 2 budc dau tién & trén. T6i bude 3, thay vi

chon Chart Title, ban click Axis Titles. Tro t&i truc mudn thém tiéu
dé va click tiy chon mong mudn. Chon text trong box Axis Title, roi
g0 ndi1 dung.

Trén day 1a huéng dan chi tiét thém tén hay tiéu dé cho biéu d6 va cac
tryc lién quan trong Microsoft Excel. Hi vong bai viét hitu ich véi cac

ban.

Nguon: Download.vn 318


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguoén bai: Chuyén muc Kién thire Vin phong

Bai 26: Hién/An chu giai hodc bang, phan
tich va hién xu hwdéng dir li€u trong biéu do
Bai hoc Excel ndy s& huéng dan ban cach an/hién thanh phan khong
mong mudn ciing nhu phén tich va hién thi xu huéng dit liéu trong
biéu do Microsoft Excel that don gian.
Hién hodic an chu thich biéu dé hoic bang dir liéu
Ngoai an hodc hién chu giai trén mot dd thi, ban c6 thé hién ca bang
dir liéu cho biéu do dudng/ving/cot hodc dang thanh. Mot bang dir
liéu hién thi cac gia tri trong biéu do d6 dudi dang ké 6 & phia dudi.
Bang dir liéu cling co thé bao gom thong tin chd giai.
Office 2011 tr¢ 1én
Hién chu giii cho biéu do
1. Chon mot do thi/biéu dd, sau do click dau cong ¢ trén cung bén
phai.
2. Tro t61 Legend va chon miii té€n canh no.
3. Chon vj tri ban mudn hién chi thich trong biéu do.
An chu giai biéu d6
1. Chon ghi cht muén an.

2. Nhan Delete.

Nguon: Download.vn 319


https://download.vn/thu-thuat-van-phong
https://download.vn/hoc-excel-bai-26-hien-an-chu-giai-hoac-bang-phan-tich-va-hien-xu-huong-du-lieu-trong-bieu-do-46332
https://download.vn/hoc-excel-bai-26-hien-an-chu-giai-hoac-bang-phan-tich-va-hien-xu-huong-du-lieu-trong-bieu-do-46332
https://download.vn/

Nguon bai: Chuyén muc Kien thirc Van phong

Hién hoic 4n bang dir liéu
1. Chon mot biéu d6, roi click nit cong & trén cing bén phai.
2. Pé hién mot bang dir li¢u, tro t61 Data Table > chon miii tén canh
nod, roi click mot tuy chon hién thi.
3. Pé an bang dit liéu, bo tich Data Table.
Office 2010
Hién hoic an chi giai
1. Click biéu do mong mudn. Hanh dong nay s€ hi¢n mot Chart
Tools, thém cac tab Design, Layout va Format.

2. Trén tab Layout > nhom Labels, click Legend.
w| (Vs | (8| || |]

Chart  Axis  Legencd Data Data
Title= Titles = = Labels = Table~

Labe=ls

3. Thyc hién mot trong s6 nhitng viéc sau:
. D¢ an chu giai, click None.

Meo: Dé nhanh chong x6a mot chu giai hay muc ghi chi trén biéu db,
ban c¢6 thé chon no, rdi nhan Delete. Ban cling co thé click chuot phai

vao chu giai hodc muc mong muon, ro1 nhan Delete.

. Dé hién mot chu giai, click tiy chon hién thi ban mudn.
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Chu y: Khi click mot trong sb céc tuy chon hién thi, ghi chu s€ di
chuyén va vung do thi tu dong diéu chinh dé tao chd cho nd. Néu di
chuyén va chinh kich thudc chu giai bang chudt, ving do thi s& khong
dugc thay doi ty dong.

. Ddi véi cac tiy chon bd sung, click More Legend Options,

nhan tiy chon hién thi mong muén.
Meo: Miac dinh, mot chu giai khong chéng lép 1én biéu d6. Néu co
han ché khong gian, ban c6 thé giam kich thudc biéu do b::ing cach bo
tich 6 Show the legend without overlapping the chart.
Hién hoic 4n bang dir liéu
1. Click biéu d6 dudng/ving/cot hodc thanh mudn hién hay an bang dit
li¢u. Thao tac nay mé Chart Tools, thém cac

tab Design, Layout va Format.
2. Trén tab Layout, trong nhém Labels, click Data Table.
3. Thuc hién mot trong s6 cac tac vu sau:

. Dé hién mot bang dir liéu, click Show Data Table hoic Show

Data Table with Legend Keys.
. Dé an bang dit liéu, click None.

Meo: Pé x6a nhanh mot bang dir li¢u trén dd thi, chon no >

nhan Delete hoic click chudt phai vao bang dit liéu > click Delete.
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« D01 voi cac tuy chon bo sung, click More Data Table
Option > nhan tuy chon ban mudn.
Meo: Néu da hién chu giai trong do thi, ban c¢6 thé bo tich 6 Show
legend keys.
Luu y: Trong biéu do thanh va cac do6 thi hién truc ngay, bang dir li¢u
khong duoc dat & truc ngang ma nam ¢ dudi truc va duoc can chinh

theo bicu do.
Phan tich dir liéu tirc thi
Nt Quick Analysis ctia Excel cho phép ban ngay 1ap tirc tao cac kiéu

biéu d6 khac nhau, bao gdom bi€u d6 duong va cot hoac thém cac kic€u

d6 thi thu nhé duoc goi 1a Sparkline.
1. Chon pham vi 6.

2. Chon nat Quick Analysis hién & goc phai bén duédi dir liéu lua

chon hoic nhan Ctrl+Q.
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Home Insert Page Layout Formulas Data Review

Al o S Daily rainfall
A B C
1 Daily rainfall Particulate
2 (centimeters) (micrograms/cubic meter)
3 4.1 122
4 4.3 117
5 5.7 112
B 5.4 114
7 5.9 110
8 53 114
9 3.6 128
10 1.9 137
11 7.3 104 |
12 z
13

3. Chon Charts.

Formatting Charts Totals Tables Sparklines

ol E M = 1g

Scatter  Clustere... Clustere.. 5tacked.. Stacked.. | Maore..

Recommended Charts help you visualize data.
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4. Tré chudt qua cac kiéu biéu dd dé xem trudc, roi chon kiéu ban

muon.

Str dung biéu do thu nho deé hién xu hudng dir liéu

Sparkline 12 mot biéu d6 nho trong 6 bang tinh, cung cap cho ban mot

cach trinh bay dir liéu tryc quan. Dung kiéu biéu d6 nay dé hién xu

huéng mot chudi gid tri nhu ting hodc giam theo mua, chu ky kinh té

lam noi bat gid tri thip & nho nhat. Pat vi tri biéu do nay gan dit liéu

lién quan dé nguoi doc dé hinh dung.

Thém biéu dé thu nhé vao Microsoft Excel

1. Chon 6 trong & cudi hang dit liéu.

2. Click Insert va chon mét kiéu Sparkline nhu Line hoac Column.

3. Chon 6 trong hang va OK & menu.

4. Nhiéu hang dit liéu hon? Kéo icon diéu khién dé thém Sparkline vao
tung hang.

Pinh dang biéu d6 thu nhé

1. Chon biéu do.

2. Chon Design roi click mot tuy chon:

lome Insert Page Layout ata i @ Tell me what you want to d

High Point First Point -] [ L Sparkline Color El Groug
- “a V\/\V\/\V\/\V\/\M & wsls
Low Point Last Point Marker Color Ungrou
B | B Coiumnn Win N A e
Data oy Megative Paints Markers = & Clear ~

Sparkline Type Show Style Group
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. Line, Column hoic Win/Loss dé thay d6i kiéu biéu db.
 Markers dé 1am noi bat timg gia trj trong biéu d6 thu nho.

. Style dé chon kiéu cho biéu d6 thu nho.

. Sparkline Color cho mau sic.

. Sparkline Color > Weight dé chon chiéu rong cta Sparkline.
« Marker Color dé thay d6i mau sic cta cac dau mdc.

« N¢éu dir li€u co gia tr1 am va duong, chon Axis dé€ hién truc.
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Bai 27: Thém hoic xéa truc phu trong biéu
d6 Microsoft Excel

Khi cac s trong biéu d6 thay doi theo chudi dir liéu hodc ban da két
hop cac kiéu dir lidu (vi du: gia va $6 lugng), luc nay, ban can vé
ching trén tryc (gia tri) doc phu hay thur hai. Thang ti 1€ cua truc phu
nay hién céc gia tri cho chudi dir lidu két hop.

Truc phu hitu ich trén biéu do Microsoft Excel thé hién su két hop cua
d6 thi cot va duong. Ban c6 thé nhanh chong v& mot biéu d6 nhu thé

bang cach d6i sang kiéu v& do thi dang két hop.

Recent Home Sales

. Recent Home Sales Homes Sold & Recent Home Sales Average Price
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« Microsoft Excel

—_

« Microsoft Excel cho Android

« Microsoft Excel cho iOS
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« Microsoft Excel Online
Thém hodic xéa truc phu trong bié¢u d6 Microsoft
Excel cho Windows
Luwu y: Qua trinh sau ap dung cho Office 2013 tr¢ 1én.
1. Chon mdt biéu d6 dé mé Chart Tools.
2. Chon Design > Change Chart Type.
3. Chon Combo > Cluster Column - Line on Secondary Axis.
4. Chon Secondary Axis cho chudi dir liéu ban mudn hién thi.
5. Chon miii tén tha xudng va click Line.

6. Chon OK.
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Thém hodic bo truc phu trong biéu do Office 2010

Recent Home Sales
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Sau khi thém truc doc phu vao do thj 2-D, ban cling co thé bo sung
truc (danh muc) ngang thtr hai (hiru ich khi v& biéu do phan tan xy

hodc kiéu bong bong).

Pé phan biét chudi dit liéu trén truc thir hai, ban c6 thé doi kiéu biéu
d6. Vi dy, trong biéu d6 cot, ban c6 thé thay d6i chudi dit liéu trén truc
thr hai vao biéu d6 duong.

Quan trong: D¢ hoan tat cac qua trinh sau, ban phai c6 biéu do 2-D.

D6 thi 3-D khong ho trg truc phu.

Thém truc doc phu (Office 2010)
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Ban c6 thé vé lan luot tirng chudi dit liéu trén truc doc phu. Pé vé
nhiéu hon mot chudi dit liéu trén truc doc thi hai, 1ap lai qua trinh nay

cho tirng chudi dit liéu ban mudn.
1. Trong mot biéu d6, click chudi dit liéu mudn thé hién trén truc doc
phu hodc lam nhu sau dé chon chudi dit liéu tir danh sach thanh phén
trén bicu do.

. Click biéu 6 mong mudn. Thao tic ndy hién Chart Tools,

thém tab Design, Layout va Format.

« Trén tab Format, trong nhom Current Selection, click miii tén
trong 6 Chart Elements, roi click chudi dit liéu muon vé trén
truc doc thir hai.

[ chart area .|
| %% Format Selection

[ & Reset bo Mabch Shde

Current Selection

2. Trén tab Format, 6 nhom Current Selection, click Format

Selection. Box Format Data Series xuat hién.

Luuy: Néu Microsoft Excel hién mot box khac, lap lai budc 1 va dam

bao ban chon mgt chu6i dit li¢u trong biéu do.

3. Trén tab Series Options, trong Plot Series On, click Secondary

Axis > click Close. M6t truc doc phu hién & biéu db.

4. pé thay doi hién thi truc doc phu, hday lam nhu sau:

Nguon: Download.vn 329


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguoén bai: Chuyén muc Kién thire Vin phong

. Trén tab Layout, trong nhom Axes, click Axes.

« Click Secondary Vertical Axis, roi click tuy chon ban mudn.
5. Pé thay doi cac tuy chon truc doc phu, hday lam nhu sau:

« Click chuot phai vao truc doc phu, roi nhin Format Axis.

. Trong Axis Options, tich cac tuy chon ban mudn st dung.
Thém truc ngang phu (Office 2010)
Pé hoan tat qua trinh nay, ban phai c6 mot biéu do hién truc doc phu.
1. Click biéu d6 hién truc doc phu.

2. Trén tab Layout, trong nhom Axes, click Axes.

] (] |

Axes  Gridhfne:

3. Click Secondary Horizontal Axis, roi click tiy chon hién thi ban

muén.
Thay d6i kiéu biéu d6 ciia mét chudi dir liéu (Office 2010)

1. Trong mot biéu do, click chudi dit liéu ban mudn thay d6i dé mo

cac tab Chart Tools, Design, Layout va Format.

Meo: Ban cling c6 thé click chuot phai vao chudi dir lidu do,

click Change Series Chart Type, roi tiép tuc véi bude 3.

2. Trén tab Design, trong nhom Type, click Change Chart Type.
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&

Change  Save As
| Chart Type Template

Type

3. Trong box Change Chart Type, click kiéu biéu do ban mudn dung.
Trong box dau tién hién mot danh sach cac danh muc kiéu biéu d6 va
box thir hai hién cac loai ¢6 san cho ting kiéu.

Lwu y: Ban chi c6 thé thay doi kiéu biéu d6 cho mot chudi dir liéu
mot lac. Dé thay doi nhiéu hon, 1ip lai cac bude trén cho timg chudi
dir liéu mudn thay doi.

Xo0a mot truc phu (Office 2010)

1. Click biéu db hién truc phu ban mudn x0a.

2. Trén tab Layout > nhom Axes, click Axes > click Secondary

Vertical Axis hoic Secondary Horizontal Axis, roi click None.
Meo:
. Ban cling c6 thé click truc phu mudn xda, roi nhan Delete hodc
click chudt phai vao truc phu, sau do nhan Delete.
. Dé bo truc phu ngay lap tic sau khi thém chiing,
click Undo trén Quick Access Toolbar hoic nhan Ctrl+Z.
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Thém hoic x6a truc phu trong biéu do Microsoft
Excel cho macOS

Truc phu c6 thé duge dung nhu mot phan cua biéu d6 két hop cac kiéu
dix liéu khac nhau (vi du: gia va sd lugng).

Trong biéu do nay, truc doc chinh ¢ bén trai chi sb luong, truc doc phu
O bén phai chi muc gia.

Bicycle Sales
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Thém truc phu

1. Chon chudi dit liéu ban mudn vé trén truc phu, roi click tab Chart
Design trén ribbon.
Vi du, trong biéu dd dudng, click mot trong s6 cac dudng va toan

bd dau dir 1icu cua chuoi data d6 déu duoc chon.

2. Click Add Chart Element > Axes > chon gitta Secondary

Horizontal hoac Second Vertical.

Nguon: Download.vn 332


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kien thirc Van phong

Thém tiéu dé cho truc phu
1. Chon chudi dit liéu ban mubn vé trén truc phu, sau do click
tab Chart Design trén ribbon.

2. Click Add Chart Element > Axis Titles > chon gitta Secondary

Horizontal hoiac Second Vertical.

Trén day la cach thém va xoa truc phu trong Microsoft Excel. Hi

vong bai hoc Excel nay gitp cac ban vé do thi, biéu d6 dé dang hon.
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Bai 28: Thém xu hwong, dwong trung binh
dong vao bicéu do trén Microsoft Excel

Microsoft Excel cho Windows

Thém mot trendline - dwong xu hwong

1. Chon biéu do.

2. Chon + & gbc phai phia trén cung biéu do.

3. Chon Trendline. Luu y, Excel chi hién tuy chon Trendline néu ban
chon mot biéu d6 c6 nhiéu hon mot chudi dit liéu ma khong chon
bat ky chudi dit liéu nao.

4. Trong box Add Trendline, click bat ky cac tuy chon chudi dir liéu

ban mudn va nhan OK.
Pinh dang mot trendline
1. Click vao vi tri bat ky trong biéu do.
2. Trén tab Format, trong nhém Current Selection, chon duong xu
huéng ban mudn tir danh sach tha xudng.

3. Click Format Selection.

4. Trong bang Format Trendline, chon mot Trendline Option dé dua
duong xu hudng ban mudn vao biéu d6. Pinh dang mdt trendline 1a

cach thong ké dé do dir liéu:
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Format Trendline vy X
Trendline Options ¥

SO Ol

4 Trendline Options

;.;__;;:" | Exponential
%{’:"'ﬂ '® Linear
' Logarithmic
I B Polynomial Cirder 2
_.F_.__;x_:’: ') Power
D) Woning Period 2
5.2 Average
Trendline Mame
‘& Automatic Linear (Series1)
. Customn
Forecast
Forward ! 0.0 | periods
Backward |_DD | periods
|| Set Intercept 0.0

| Display Equation on chart

[ Display R-squared value on chart
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5. Pat gié tri trong trudng Forward va Backward duy kién cho dir liéu
trong tuong lai.

Thém mot dwong trung binh dong

Ban c6 thé dinh dang trendline sang kiéu dudng trung binh dong:

1. Click vao vi tri bat ky trong biéu do.

2. Tai tab Format, trong nhom Current Selection, click tuy chon

trendline trong danh sach tha xuéng.
3. Click Format Selection.
4. Trong bang Format Trendline > Trendline Options >
chon Moving Average. Xac dinh cac diém néu can.
Lwu y: S6 luong cac diém trong duong trung binh dong bang tong sb
diém trong chudi it hon s6 ban chon cho mot giai doan.
Thém m{t dwong xu hwéng hoiic trung binh dong vao bicu
do & Office 2010
Thém mot trendline (Office 2010)
1. Trén mét biéu do6 khong Xép ché)ng, 2-D, vung, thanh, cot, duong,
stock, Xy, bong bong, click chudi dir liéu mudn thém trendline, trung
binh dong hodc lam nhu sau dé chon chudi dir liéu tir danh sach cac
nhan t0 trong biéu do.
1. Click vao vi tri bat ky trong biéu d6. Thao tac nay hién Chart

Tools, thém tab Design, Layout va Format.
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2. Trén tab Format > nhém Current Selection > click miii tén canh

box Chart Elements, roi click thanh phan biéu d¢6 ban mudn.

Chart Area r
U}Fnlrnat Celection

&% Reset to Match Style

Current Selection

2. Luuy: Néu chon mét biéu do c¢6 nhiéu hon mét chudi dir liéu ma
khong chon seri dit liéu nao, Excel hién box Add Trendline. Trong

box danh sach, click chudi dit 1iéu ban mudn, roi click OK.

3. Trén tab Layout, trong nhom Analysis group, click Trendline.

| ] Linges =

| Up/Down Bars -
Trendline
‘ ___] Error Bars =

s vs) s

4. Thuc hién mot trong s6 nhirng viéc sau:
a. Click tuy chon trendline xac dinh trudc ma ban mudn s dung.

Luwu y: Thao tdc nay ap dung mot trendline nhung khong cho phép
ban dua ra lya chon cu thé.
b. Click More Trendline Options, trong danh muc Trendline

Options > Trend/Regression Type, click kiéu trendline ban mudn

dung:
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bé tao

Puong trendline tuyén tinh bang cach dung phuong
trinh sau dé tinh hinh vudéng pht hop nhat vi mot
duong: ¥=mx + & trong d6 m 1a d6 déc va b 1a giao
diem.

Puong trendline logarit bang cach sir dung phuong trinh
sau dé tinh toan hinh vudng nhé nhat khép véi cac diem:
y=clhx+2% trong d6 ¢ va b 1a hang s6 va LN 1a ham

thuat toan tu nhién.

Puong trendline da thirc hodc cong phi tuyén bang cach
str dung phuong trinh sau dé tinh toan cac hinh vuéng
nho nhat vira véi cac diém:

y=bteox+exiteox’+t +oex” trong do b va cl t6i c6
1a hang so.

Mot duong trendline liy thira bang cach sir dung
phuong trinh sau dé tinh toan cac hinh vudéng nhé nhat

\ re oz - = b . \ V13
phu hop véi cac diém:y =<x” | trong d6 ¢ va b l1a hang

4
oY

SO.

Luu y: Tuy chon nay khong c6 san khi dit liéu cta ban

bao gom cac gia tr1 am hodc khong.
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Puong xu hudng ham mil bang cach st dung phuong
trinh sau dé tinh toan cac hinh vudng nhé nhét vira véi
Exponential -céac diém:y =ce™, trong d6 ¢ va b 12 hang s6 va e 1a co
Ham mii sO cuia 16-ga-rit tu nhién.
Luu y: Tuy chon nay khong c6 san khi dit liéu cta ban
bao gom céc gi tri 4m hoic khong.

Puong xu hudng trung binh dong bang cach st dung

Moving 7= A+ A oA
phuong trinh sau: ! #

average -
Trung binh Luuy: S6 diém trong mot duong xu huéng trung binh
dong bang tong s6 diém trong chudi it hon sé ma ban chi dinh

cho khoang thoi gian do.

DPuong trendline hién thi gia tri cin R vao biéu do bang
cach st dung phuong trinh sau day:

p2_q1_ SSE
Yl
where
Gia tri cin R 557 = Z(}’j— Ff.)z
and

ssT=(>7f) -(ZF f')z

r  Tuy chon duong xu hudng nay

c6 san trén tab Options ctia hop thoai box Add

Trendline hoac Format Trendline.
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Luwu y: Gia tri can R ma ban c6 thé hién thi véi duong
xu hudng khong phai 1a gia tri can duoc diéu chinh. Di
voi cac duong xu hudng ham Logarit, 1y thira va mdi,

Excel str dung mé hinh héi quy chuyén doi.

« Néu chon Polynomial, nhép lily thira cao nhat cho bién doc lap

trong box Order.

 Néu chon Moving Average, nhap s6 chu ky ma ban mudn ding

dé tinh toan trung binh dong trong box Period.

. Néu thém trung binh dong vao biéu do xy, trung binh dong dira
trén thir tu cac gia tri x nam trén biéu d6. Pé nhan duoc két qua
mong mudn, ban can phai phan loai cac gia tri x trudc khi thém
mot trung binh dong.

« Néu thém mot trendline vao mot biéu dd duong, cot, vung hoac
thanh, duong xu huéng d6 dugc tinh dya trén gia dinh cac gia
tri x 1a 1,2,3... Du cac gia tri x la s6 hoic text, gia dinh nay van
duoc ap dung. Pé dua vao trendline trén céc gia tri x dang so,
ban nén dung biéu do xy (phan tan).

. Excel tu dong gan tén vao trendline nhung ban c6 thé thay doi

no. Trong box Format Trendline > Trendline Options >

Trendline Name, click Custom, rdi nhap tén vao box Custom.

Thay d6i dinh dang mét trendline (Office 2010)
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1. Trén mét biéu do6 khong xép chéng, 2-D, vung, thanh, duong, cot,
chtng khodn, xy hodc bong bong, click dudong xu huéng mudn thay
ddi hodc 1am nhu sau dé chon n6 tir danh séch cac nhan td trong biéu
do.
1. Click vao vi tri bat ky trong biéu d6. Thao tac nay mé Chart
Tools, thém tab Design, Layout va Format.

2. Trén tab Format, trong nhom Current Selection, click miii tén

canh box Chart Elements, ro1 click vao nhan t6 biéu do ban muon.

Chart Area
W Format Selection

&7 Reset to Match Style

Current Selection

2. Trén tab Layout, trong nhom Analysis, click Trendline > More

Trendline Options.

| __J Lines =
_] Lp/Dawn Bars =

Trendlire
" m___] Error Bars -

ih | :.1i'._.' 15

3. Dé d6i mau, kiéu hoic céc tuy chon do bong cua trendline, click
danh myc Line Color, Line Style hoac Shadow, roi chon tuy chon
ban mudn.

Xac dinh s6 giai doan dé dwa vao dw bao (Office 2010)
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Thuc hién tir budce 1- 2 & trén dé mé cac tuy chon Trendline. Sau do,
chon sb gial doan ban mudn bao gém trong du bao: Tai Forecast,
click mot s6 trong Forward periods hoic Backward periods.

Xic dinh diém cé dwong xu hwéng qua truc doc (gia tri) (Office
2010)

Chon duong xu hudng ban mudn, roi 1am theo cac budc ké trén dé

mo More Trendline Options theo cach nhu trén, roi chon 6 Set
Intercept =, nhap gia tri dé chon diém trén truc doc tai vi tri duong
trendline cat qua céc truc.

Lwu y: Ban chi c6 thé 1lam viéc nay khi dang dung trendline ham mil,

tuyén tinh hoic da thuc.
Hién thi phwong trinh trendline trén biéu do (Office 2010)

Chon trendline va m& More Trendline Options, tich box Display

Equation on chart.

Luwu y: Ban khong thé hién thi cac phuong trinh trendline cho mot
duong trung binh dong.

Meo: Phuong trinh trendline duoc 1am tron dé né dé doc hon. Tuy
nhién, ban c6 thé thay hang s6 cho nhin trendline dugc chon tai

box Decimal places trén tab Number ciia Format Trendline Label.

Hién gia tri cin R cho m{t trendline (Office 2010)
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Chon trendline va m& More Trendline Options, trén tab Trendline

Options, chon Display R-squared value on chart.

Luu y: Ban khong thé hién gia tri cdn R cho mot dudng trung binh
dong.

Xoa mot trendline (Office 2010)

1. Trén biéu do, click trendline muon x6a hoac lam nhu sau dé chon

trendline tir danh sach cac nhan to biéu do.

1. Click vao vj tri bat ky trong biéu d6 dé mo cac tab Chart Tools,

Design, Layout, Format.

2. Trén tab Format > Current Selection > click mitii tén canh

box Chart Elements, r6i click vao nhan t ban mudn.
2. Thuc hién mot trong $6 nhirng tac vu sau:
a. Trén tab Layout, trong nhom Analysis, click Trendline > None.

] Lines =

_] Up/Denwr Bars =
_| Error Bars =

T (e
Rl BETR T

Trendlire

b. Nhéan Delete.

Meo: Ban ciing c6 thé x6a mdt trendline tirc thi sau khi thém né vao
biéu do béng cach click Undo trén thanh cong cu Quick Access hodc

nhan Ctrl+Z.
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Microsoft Excel cho macOS

Thém mot trendline

1. Trén menu View, click Print Layout.

2. Trong biéu do, chon chudi dit liéu ban mudn thém trendline, rdi
click tab Chart Design.

Vi dy, trong mot biéu d6 duong, click mot trong s cac duong & biu

do va toan bo dau dir li€u cua chuoi data do s€ duoc chon.

Review View Chart Design E

3. Trén tab Chart Design, click Add Chart Element > Trendline.

Nguon: Download.vn 344


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguén bai: Chuyén muyc Kién thire Vin phong

i
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Ib Axis Titles
T Chart Title
i Data Labels
Ik Data Table
W Error Bars
# Gridlines
2 Legend

|-/ Trendline
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4. Chon mot lya chon trendline hodc click More Trendline Options.
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[rEE—
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Uk Axes
b Axis Titles
i Chart Title
i Data Labels
I, Data Table
i Error Bars
# Gridlines
' Legend
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Trendline
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_/ Exponential

" Linear Forecast

’ Moving Average

More Trendline Options...

Ban c6 thé chon mdt trong s6 kiéu trendline sau:
« Exponential
o Linear

« Logarithmic
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« Polynomial
« Power

« Moving average

Ban cling c6 thé dat tén cho trendline va tich cac tuy chon du doan.

Xo0a mot trendline
1. Trén menu View, click Print Layout.
2. Click biéu d6 kém trendline, rdi nhan tab Chart Design.

3. Click Add Chart Element > Trendline > None.
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j_':]l - e ul Ll_ll U_ ,, t.l- 1l

b Axes >
& Axis Titles > e+ Or,-easily-create
& Chart Title > SYNcs-across-your
1 Data Labels >
[k Data Table > " To'learn‘more-and-g(
¥ Error Bars > p
# Gridlines = -
@' Legend =
Lines P ;
- | L L5000 L
£, None
Up/Down Bars P —X
™ _ Linear
Exponential

o =

" Linear Forecast

/" Moving Average

More Trendline Options...

Ban ciing c¢6 thé click trendline muon x6a va nhan Delete.
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Bai 29: Cap nhét dir liéu trong biéu do hién

r

CO

Néu can thay doi dit liéu trong biéu do, ban cé thé lam viéc ndy ngay
tai nguodn dir liéu. Dudi day 1a cach cip nhat dir liéu biéu do trong

Microsoft Excel.

Microsoft Excel cho Windows
Tao mét biéu do tir bang

1. Chon 6 ban muén sir dung.

2. Chon Insert > Recommended Charts.
3. Chon kiéu biéu d6 ban mudn, nhan OK.
Cap nhat nguon biéu do

Véi bang da lién két t&i mot biéu dd, thuc hién cap nhat trong bang va

ban s& thay cac thay doi duoc hién ngay trén biéu d6 do.
Microsoft Excel cho Mac
Chinbh sira dir liéu trong biéu do

Sau khi tao biéu do, ban c6 thé sira dit liéu trong bang Excel. Nhiing

thay doi d6 s& duoc thé hién ngay trong do thi.

1. Click biéu dd
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Excel lam noi bat bang dit liéu dung cho biéu d6, d6 thi. Ving mau
xam cho biét mot hang hay cot duoc dung cho truc danh muc. Mau dé
chi hang hoic cot chtra cac nhan chudi dir liéu. Mau xanh chi vi tri cac

diém dir li¢u trong biéu do.

|+} (2) (3)
T a n -1
Al ' 3 \ D f
: | EHuts Bo'ts Widgots Brads I
2 1 100 200 LY 400
L d 200 300 400 300
4 1 300 400 500 200
5, 41 400 400 &00 1001
b

1. Cac nhan chudi dir liéu.
2. Gia tri cho truc danh muc.
3. Piém dit liéu trong biéu dd.

2. B¢ thay doi1 s hang va cot trong bicu do, dat con tré & gdc phai bén
dudi dit liéu lua chon, roi kéo dé chon dir liéu bo sung. O vi du sau

bang dugc mé rong dé chira cdc danh muc bo sung va chuoi dir ligu.

ialirs
Jan
h

Mar
Apr

Cellas Tubasz Dboes
4

(W Ny e
- ]
Pod | L Lad | s

3
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Meo: Néu khong mudn dir li¢u hién trong bi€u do, ban c6 thé an hang

va cot trong bang.
3. Thém hay chinh stra dit li¢u trong mot 0, roi tao thay doi.
Thay d6i truc biéu d6 dwoc nhan manh

Sau khi tao mot biéu dd, ban ¢ thé mudn thay doi cach vé& bang va
cot. Vi du, phién ban dau tién ctia biéu do c6 thé v& cac hang dir lidu
trong bang trén truc doc (gia tr1), cot dir li€u trén truc ngang (danh
muc). O vi du sau, biéu d6 nhan manh doanh thu ban nhac cu.

r 1

Instrument Sales - 1st Quarter

[
I
A
|
3 4 | & Feb
= |
_E 3 l' T E an
s
'y - .
l - -
. ,
Violins Cellas Tubas
Instrument
[ d
r. k|
Instrument Sales - 1st Quarter
[
I
=1
b
i 4 I Tubeas
_E 31— & Cplins
|
; 2 | - = \ialing
i -
LT
lam Feb
Maonth
L 4
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Tuy nhién, néu muén biéu dé nhan manh doanh thu theo thang, ban c6

thé dao nguoc cach vé& biéu do ké trén.

1. Click bicu do.

2. Trén tab Chart Design, click Switch Row/Column.

Thay d6i thir tw chudi dir liéu

Pé thay doi thr ty chudi dir liéu, biéu do cta ban can ¢6 nhiéu hon

mot chudi dir licu.

1. Trong biéu d6, chon mot chudi dit liéu. Vi du, & biéu do cot, click
mot cOt va toan bd cot cta chudi dir liéu do sé dugc chon.

2. Trén tab Chart Design, click Select Data.

3. Trong box Select Data Source, canh Legend entries (Series), dung
mili tén 1én & xudng dé di chuyén cac chudi 1én hoic xudng trong
danh sach.

Luuy:

. Tuy thudc vao kiéu biéu d6, mot so tiy chon ¢ thé khong sin
co.

. D6i voi hau hét kiéu biéu do, thay doi thir tu chudi dit liéu anh
huong t6i cht giai va bién thién trén biéu do.

4. Click OK.
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Xéa hodc thém chudi dir lidu

1. Trong biéu do, chon mot chudi dit lidu. Vi dy, ¢ biéu do cot, click
cOt va toan bo ¢t cta chudi dit liéu do sé dugc chon.

2. Click tab Chart Design > Select Data.

3. Trong box Select Data Source, thuc hién mot trong nhitng viéc

Sau.

Trong Legend entries (Series), chon chudi dit liéu

~
2 ] ~

Bo6 mot chuoi dir li¢u , L
ban mudn x6a, roi click Remove (-).

. Trong Legend entries (Series), click Add (+). Sau
Thém mét chuoi dir
-~ do, trong bang tinh Excel, chon toan bg dit li¢u ban

1¢u . . .
muon bao gom trong bi¢u do.

4. Click OK.

Doi mau to6 chuoi dir liéu

1. Trong biéu do, chon chudi dit liéu. Vi dy, & biéu do cot, click mot
cOt va toan bo cot cua chudi dir lidu d6 déu duoe chon.

2. Click tab Format.

3. Trong Chart Element Styles, click miii t€n canh Fill| L] |, roi chon

mau ban muon.

Nguon: Download.vn 353


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguoén bai: Chuyén muc Kién thire Vin phong
Meo: Pé da dang mau trong biéu d6 chi c6 mot chudi dir licu, click
chudi 9, r6i click tab Format. Click Fill. Ty thudc vao biéu do, tich
0 Vary color by point hodc Vary color by slice.
Thém nhan dir liéu
Ban c6 thé thém nhan dé hién céc gia tri diém dit liéu trong bang
Excel & bicu do.
1. Click biéu db Iya chon, r6i nhan tab Chart Design.
2. Click Add Chart Element > click Data Labels.
3. Chon vi tri ban mudn nhén dit liéu xuat hién (vi du: Outside End).
Thém bang dir li¢u
1. Click biéu d6 lwa chon, rdi nhan tab Chart Design.
2. Click Add Chart Element > Data Table.
3. Click tuy chon ban mudn.
Hién thi ngay trén truc ngang

Khi tao mot biéu do tir dix liéu sir dung ngay/thang. Gia tri ngay/thang
s€ dugc vE trén truc ngang cua biéu do. Office tu dong thay ddi truc

ngang sang truc ngdy. Ban ciing c6 thé thay d6i né theo cach thi cong.

Truc Date hién ngay theo thir tu thoi gian quy dinh hodc theo don vi
co ban, vi du: s6 ngay, thang, nam, ngay ca khi ngay trén bang tinh

Excel khong theo thur tu hoac sép Xép theo don vi do.
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Mic dinh, Office dung chénh 1éch nho nhat gitta hai ngdy trong dit

liéu dé xac dinh cac don vi co ban cho truc ngay.
1. Click biéu dd, roi méd tab Chart Design.

2. Click Add Chart Element > Axes, 16i click More Axis Options.

Bang Format Axis xuat hién.
3. Pam bao céc nhin hién trén truc ban mubn thay doi.
4. Trong Axis Type, chon Date axis.

5. Trong Units, tai box danh sach tha xuéng Base,

chon Days, Months hodc Years.
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Bai 30: Dung Field List dé siap xép cac
trueong trong PivotTable

Field List s& xuit hién sau khi ban tao mét PivotTable trong Microsoft
Excel. Ban c6 thé thay doi thiét ké cua PivotTable trong Excel bang

cach thém va sap xép truong cua nod.
Microsoft Excel cho Windows

Field List s& xuat hién khi ban click vao vi tri bat ky trong PivotTable.
Néu click vao bén trong PivotTable nhung khong thay Field List, mé
no béng cach click vao mot vi tri nao do6 cua PivotTable. Sau

d6, PivotTable Tools s& hién trén ribbon, hdy bam Analyze > Field
List.

= W + LkEE
; . a9 Ja 15 7 =
Eefrech Change Dots Cleaw  Select Move Fitlldy, Berra, PreotCheet Recommended | Field  #0- Fizddl
Source = . *  PaotTable & s Prviot Tabhes tht Butions Hesders

el Lotipnt Cabculatians - il Shicrer

Fleld 1Lt

T

Field List c6 mot khu vuc cho phép ban chon céc truong mudn hién
trong PivotTable va muc Areas (¢ dudi) dé ban sap xép nhiing truong

nay nhu y.
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PivotTable Fields X

Choose fields to add to report: ﬁ':'-':"} o

Search /O

__IDate

v Buyer
[ Type
Amount

More Tables...

Drag fields between areas below:

Y Filters | Columns
=~ Rows 2. Values
Buyer *  Sum of Amount 7

Defer Layout Update Updat:
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Meo: Néu mudn thay ddi cach hién thi cac phan trong Field List, click

i

* B A A
nut Tools! , 101 chon b0 cuc mong mudn.

Fields Section and &Areas Section Stacked

Fields Section and Areas Section Side-By-5ide

Areas Section Only (2 by 2)
Areas Section Only (1 by 4)

=l
CIE
8|
|:||:|
=
=
=
|:| Fields Section Only
EIE
EIE
=
=1
=
=

Sort Ato £

v | Sortin Data Source Order

Thém va sip xép lai cac truwong trong Field List

Dung phan truong cua Field List dé thém cac truong vao PivotTable.
Tich 6 canh cac tén truong dé dit nhitg trudng d6 vao ving mic dinh
cua Field List.

Luwu y: Cac truong khong phai s6 thuong duge thém vao ving Rows -

hang, truong s6 duge thém vao ving Values - Gia tri va phan cap
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ngay & gio Online Analytical Processing (OLAP) duoc thém vao

vung Columns.

Dung phan Areas ¢ duéi Field List dé sip xép lai cac truong theo

cach ban mudn bang cach thém ching vao giira 4 truong khu vuc.

Cac truong dat ¢ cac vung khac nhau s€ hién trong PivotTable nhu

Sau.

« Cac truong vung Filters hién dudi dang bd loc bao céo cép dau

tién trén PivotTable:

1 |:¢!c m * 4 PivotTable Fields - M
- . The fiter appears here

- Chass haldi 1o add b5 repot £oy =
3 Sum of Amount Column Labels -

4 Row Labels - | Books Food Fuel Music Sports Tickets Grand Total . B
3 '_.e: 21 21 3 Dot

= - . o _' - + Barpru

] el 4 4 2 Type

& Grand Total 125 470 74 20 125 B34 [F Ammcant

g Woue Tables

iE]

"

% . Setthe top-level filter

E-:' T Fiers I Cobuing

21 Dt

22

26

27 [T Yl

2
29 Birye - 0 R

« Cic truong vung Columns hién dudi dang Column Labels &

trén cung PivotTables:
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A ] 5 b E F G H ) )
Dae W v PivotTable Fields v x
-
Sum of Amount | Column Labels -
Row Labels |- | Books I
Cad - - = " ¥ Date
Kl 23 £ £3 €0 3 Buper
Migen 470 T4 544 [ Type
Grand Total 125 470 T4 20 20 25 B34 [ Amowni
bAaie Tablei_.
et the columns for your PivofTable here
T Foten B Codumred
Date - Type
T Rows E Value
Buryur - S of Amaunt -

Tuy thudc vao cau trac cap truong, cot co thé dugce 16ng vao bén trong
cOt co vi tri cao hon.

« Truong Rows hi¢n dudi dang Rows Labels ¢ bén trai cua

PivotTable:
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A 3 € | D E G G H i

1 [Date A0 . PrvotTable Fields =
: Chopae fieldy to add bo nepsrts =
i Sum of Amou

o —— ﬂ
5 |Dad o 200 5 e

6 Kaly e £ £2 £ R Buyer

7 Rdoe 470 T4 R

i Grand Tetal 125 470 74 20 20 15 B34 [ Ameust

El Maode Tables

; by

2

:

& D Fathds Ratwe e Biess badors

§

b T Filfers

! Date -
b2

s : ) .

be Set the rows for your PivotTable here “

7 = Aowt

&

ba Birye -
Hang cling c6 thé dugc 16ng vao bén trong hang & vi tri cao hon tuy
thudc vao cau trac phan cap cac truong.

« Truong Values hién dudi dang cac gia tri s6 tong quat trong
PivotTable:
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=J " L e LR P —

(5 = s )

& | o
a |

B | gt | ok | g | i | ol || i | il
LT -= T B - CRRR TR R TR

[ RN ]
A =]

o TT R Y]

Py s B B g R

B =4 &5n an

.3

|

Sum of Amount Column Labels -

] Type
Values display here in the PivotTable ﬂﬂ BEEA A

i
i
L
m

m
G

(Al - . PivotTable Fields * X
Choose lulds to add 1o report -:IE_} -
- Books Food Fuel Music Sports Tickets |Search s
20
| Dhale
25 20 125 ) gy
470 T4

Mare Tables

Drag fields between arees below:

T Filters N Columins

Rieary L Vhyer

Bty - Lo of Advessunt -

ung.

Neéu c6 nhiéu hon mot truong trong khu vuce, ban co6 thé sap xép lai
thir ty bang cach kéo cac truong vao chinh xac vi tri mong muon. bé

x6a mot trudng trong PivotTable, kéo no ra khoi phan ving twong

Microsoft Excel cho web

Néu workbook mé trong Excel cho web ¢6 PivotTable, ban c6 thé
dung Field List dé thém, di chuyén hoic sap xép cac truong. N6 hién

khi ban click véo vi tri tri bat ky trong PivotTable. Néu khong thay
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Field List, thir nhan chudt phai vao vi tri nao do6 trong PivotTable dé

click Show Field List.

Field List c6 mot ph?m truong. Tai day, ban s€ chon truong mudn hién
& PivotTable va mot khu vuc kéo cac trudng gitta cac ving dé sap xép

chung nhu y mudn.

Pé thém truong vao PivotTable, tich 6 canh tén truong dé dat truong

d6 vao trong khu vuc ctia phan Areas ciia Field List. Cu thé:
. Céc trudng khong phai sé duoc thém vao khu vuc Rows.
o Céc trudong s6 dugc thém vao ving Values.

« Cic truong ngay & thoi gian Online Analytical Processing

(OLAP) dugc thém vao vung Columns.
Pé x0a truong khoi PivotTable, chi can bo tich bén canh chang.
Dung phan Areas cta Field List dé sap xép lai cac truong theo cach
ban mudn bang cach kéo chung giita 4 ving.
Microsoft Excel hién cac truong ban dat & nhitng vung khac nhau
trong PivotTable nhu sau:

. Truong vung Filters hién duéi dang bo loc bao cao cp dau tién
trén PivotTable.

« Truong vung Columns hién dudi dang Column Labels ¢ phia

trén cung cua PivotTable.
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Tuy thudc vao ciu trac phan cap truong, cac cot cd thé duoc 16ng vao
bén trong cot & vi tri cao hon.
« Truong khu vuc Rows hi¢n dudi dang Row Labels ¢ bén trai
cua PivotTable.
Tuy thudc vao ciu trac phan cap truong, cac hang ¢ thé duoc 16ng
vao trong hang & vi tri cao hon.
. Truong ving Values hién dudi dang céac gia tri s6 tong quan
trong PivotTable.
Néu c6 nhiéu truong trong mdt ving, ban ¢ thé thay doi thir tu bang
cach kéo chiing vao chinh xac vi tri mong muon. Pé x6a mot trudng,

kéo truong d6 ra khoi phan ving.
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Bai 31: Cach sir dung PivotTable dé phan
tich dir liéu Excel

Vé6i nhitng ngudi 1am cong tac ké toan chac han déu biét PivotTable 1a
cong cu Excel chuyén str dung dé thong ké va xir 1y dit liéu trong cac
bao cdo, dic biét 1a cac bao cao dang téng hop chira nhiéu dix lidu.
Huoéng dan tao PivotTable dé phan tich dir liéu trén
bang tinh Excel

Buoec 1:

Chon bang dir li¢u mudn tao PivotTable trén trang Excel cua ban, sau

d6 nhan chon Insert trén thanh menu va chon PivotTable.

&

-l L& Thi Huyen Trang |Rdhinz 1 Thang? Thing3 Thangd Thing 5
4 |86 bai 182 104 154 130 140
5 |84 tir - 32596 | 6.886 438 | 64.137
6 |S6 anh L 350 82 12 487
7 |Game tinh diém 1 : 1 g 1
5 |Bién dich Dowmmload com.am _ _
9 |Bién tap 182 104| @M 130 140
10 | Cap nhat 4 22 4 : 4

Chon vung dit li¢u trén bang tinh

Bworc 2:
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Cira s6 Create PivotTable xuat hién, tai diy chung ta s& thay dir liéu
bang da chon duogc dién sén va mic dinh mé trén 1 trang moi.

Nhan OK dé déng cira so nay.

-

Page Layout Formulas Data Review
_-_’?l “ [.& Online Pictures & Screenshot -
i ]

: [ Shapes -
he Recommended Table Pictures -
PivotTables [Z] SmartArt
Tables T g TN L5 ions
P8 a]% % Ffﬁ&f{fﬂn}. VT
A3 x e L& ThiHuyEnTrang @ @&
a R £ n =

Nhéan chon cong cu théng ké Pivottable
Budec 3:

Ngay sau d6 1 Sheets mdi dugc tao ra, tai day cac ¢t da chon sé duoc

thong ké trong muc PivotTable Fields.
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Ly Shape e

| 2 Ly Add-ine | Recommended

| Create PivotTable T >

— p

Choose the data that you want to analyze =
(®) Select a table or range

Table/Range: | TongKet!SAS3:SMS1d

l::]l Use an external data source

L

)

|. Choose Connedtion.. |

Connection name:
Use this workbook's Data Model
Choose where you want the PivotTable report to be placed

IEEI Mew Worksheet
l::.'l Existing Worksheet

Dewwnload.com.vn

Choose whether you want ta analyze mu}tipb&*
Add this data to the Data Model

Chon lai ving dir liéu mong mudn trén Excel
Pé tinh téng hoac théng ke dit licu 1 bang bat ky ban chi can tich chon
vao cot 36 & muc PivotTable Fields va dit liéu s& xuat hién trén man

hinh cho ban.
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PivotTable Fields R

Choose fields to add to report: * g

!Search

ho)

[ ] L& Thi Huy&n Trang
[] Théng 1
[] Thang 2
[[] Thang 3
[] Thang 4
[] Thang 5

4

[] Thang & o
Download.com.n
Drag fields between areas hﬁw ®®

T Filters Il Columns

Chon truong dit ligu mudn théng 'G

-

i3

c & [ F o ] I (NS (8 ] P :
Py e | PivotTable Fields i

et ok B2 b 1 rapit &=

3

B o ol 3 Lot ol T A B 2 & Lty ool & Sty B 8 g a4 T
i T rars [ s ot T

i

W e—
¥ g 4
5 Ty 5
Ol oy
1o Ty 7
[0 ming 2

::t=s#*##&lhw.~—k

Bving P borbus e pra g i

Bang dir liéu théng ké dua vao lua chon cua nguoi dung
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Nhom hoac bo nhom dir li€u trong PivotTable

Nhom dir liéu trong PivotTable co thé gitip ban hién mot tap hop con
dit liéu can phan tich. Vi duy, ban c6 thé nhoém danh sach ngay hoac

gid kho hiéu theo quy va thang nhu hinh duéi.

Row Labels ' | Sum of Order Amount
= Amy Dodsworth 75048.04
7/15/2006 2490.5
7/31/2006 1873.8
10/10/2006 2275.71
10/21/2006 8.5
12/25/2006 166

ountry (All)

ow Labels 'Sum of Order Amount

Tk e +. -
List o Qates arouped
~

= Amy Dodsworth 75048.04 by quarters and
=qQtrl manths
Jan 6660.62
Feb 20418.34
Mar 5401.05
=Qtr2
Apr 10881.61
May 555.6

3482.5

Luwu y: Tinh ndng nhém thoi gian maoi ¢6 ¢ Excel 2016. St dung tinh
nang ndy, moi quan hé giita cac truong lién quan téi thoi gian sé tu

dong duogc phat hién va duoc nhom lai voi nhau khi ban thém hang

Ngudn: Download.vn 369


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguoén bai: Chuyén muc Kién thire Vin phong

cac truong thoi gian vao PivotTable. Sau khi nhom dit li¢u, ban co thé

kéo nhom vao PivotTable cta ban va bat dau phan tich.

Nhom dir liu

1. Trong PivotTable, click chudt phai vao mot gia tri va chon Group.

2. Trong box Grouping, chon 6 Starting at va Ending at, r6i chinh
stra gia tri néu can.

3. Trong By, chon giai doan thoi gian. Dbi véi cac trudng sb, nhap sd

chi khoang thoi gian cu thé cho mdi nhom.
4. Chon OK.
Nhom cac muc lya chon
1. Gitt Ctrl va chon tur 2 gia tri trd 1én.
2. Click chudt phai va chon Group.
Dat tén mot nhom
1. Chon nhom.
2. Chon Analyze > Field Settings.
3. Pbi Custom Name sang tén ban mudn va chon OK.
Bo6 nhom dir li¢u duwg'c nhom
1. Click chudt phai vao muc bat ky trong nhom.

2. Chon Ungroup.

Nguon: Download.vn 370


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguén bai: Chuyén muc Kién thirc Vin phong
Tao PivotChart

Thinh thoang that kho dé hinh dung két qua khi dir liéu tho chua dugc
tong két. Co 1& dau tién ban sé& nghi t6i viéc tao PivotTable nhung
khong phai ai cling c6 thé nhanh chéng hiéu ¥ nghia cc con s6 trong
bang. PivotCharts 1a cach tuyét voi dé truc quan hoa dir liéu.
Microsoft Excel cho Windows

Tao mot PivotChart

1. Chon 6 trong bang.

]
I
PivatChart

2. Chon Insert > PivotChart - .

3. Chon OK.

Tao mdt biéu do tir PivotTable

1. Chon 6 trong bang.

2. Chon PivotTable Tools > Analyze > PivotChart.
3. Chon mot bicu do.

4. Chon OK.

Microsoft Excel cho macOS

Pé tao mot PivotChart trén Mac, ban can tao PivotTable truéc, sau do
chén biéu d6. Két qua, biéu do nay s& gidng nhu mot PivotTable néu

ban thay cac truong trong danh sach PivotTable Fields.
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1. Tao mét PivotTable néu chua co.
2. Chon 6 bat ky trong PivotTable.

3. Trén tab Insert, click mot nat dé chén cot, duong, hinh tron hoac
biéu do dang radar. Luu ¥ nhitng kiéu biéu do khac nhu biéu do cay,

thong ké, két hop. .. hién chua hoat dong voi PivotTable.

4. Sau khi chen cdt, duong, hinh tron, radar, ban c6 thé xo0ay no bﬁng
cach thay d6i hay di chuyén cac trudng qua danh sach PivotTable
Fields.

5. Ban cling c6 thé loc dix lidu trong PivotTable va dung slicer. Khi
lam viéc nay, biéu do cling s€ duoc loc.
Microsoft Excel cho web

Pé tao PivotChart trong Excel online, dau tién, ban can tao mot

PivotTable.
1. Chon mot 6 trong PivotTable cua ban.

2. Trén tab Insert, chon menu tha Xuéng Insert Chart, r6i click vao
tiy chon biéu do bat ky.

Biéu d6 nay s& hién trong bang tinh. Khi ban click vao vi tri bat ky

trong biéu d6, tab Chart s& hién & ribbon. Ban c6 thé dung bat ky tuy

chon trong tab Chart dé chinh sira d6 thi.
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Bai 32: Loc dir liéu trong PivotTable

PivotTable 1 cach tuyét voi dé 1ap bang dit liéu 1on va tao bao cdo
chi tiét chuyén sau trong Microsoft Excel. Chac chan c6 nhiing ltic
ban can b sung su linh hoat dé co thé nhanh chong loc chuyén sau
hon mot phﬁn nho dit li¢u trong PivotTable, that may, ban luon c6 mot
s6 phwong phap loc dit liéu trong PivotTable ciia Microsoft Excel.
« Microsoft Excel
« Microsoft Excel cho Android
« Microsoft Excel cho iOS
« Microsoft Excel Online
. Dau tién, ban c6 thé chén mot hodc nhiéu slicer hon dé loc dit lidu
hiéu qua va nhanh chéng. Céc slicer c6 niit bAm riéng ma ban co
thé click dé loc dir liéu. Chung hién thi cung véi dit liéu cua ban.
Nho d6, ban ludn biét dugc trudng nao duge hién hodc bi an trong
PivotTable da loc.

o Tht hai, ban c6 thé 4p dung bd loc sang truong bat ky trong muc
Row cua PivotTable b.%mg AutoFilter. Nhitng bo loc nay s€ hoat
dong cung slicer nén ban cé thé dung mot slicer dé tao bo loc cép

cao, 16i dung AutoFilter dé phan tich sau hon.
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. Cubi cung, ban co thé thém bé loc vao truong Filter cua
PivotTable. Thao tac nay cho ban tinh nang tao tirng bang tinh

PivotTable cho mdi muc trong truong Filter.

1

o —

Y=

Category

1
Entertainment Multi-Select (Alt+5)

Grocery

Household

Transportation

Meo: Bét dau tir Microsoft Excel 2016, ban ¢6 thé chon nhiéu slicer

bang cach click vao nat bam trén nhan nhu hinh minh hoa trén.
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Microsoft Excel cho Windows

Loc dit liéu trong PivotTable biing slicer

1. Chon 6 bat ky trong PivotTable, roi toi Pivot Table

Analyze > Filter > Insert Slicer Slicer :
2. Chon cac truong ban mudn tao slicer. Sau d6, nhan OK.

3. Excel s€ dat mot slicer trén bang tinh cho tung lya chon ban thuc
hién, nhung viéc sép xép, chinh kich thudc cta chung van hoan toan

tuy thudc vao ban.
4. Click céc nit slicer dé chon muc ban muén hién trong PivotTable.
Loc dir lieu theo cach thu cong
1. Chon hang tiéu dé cot va click | ™ ban muén loc.
2. Bo tich (Select All) va chon box ban mudn hién thi. Sau do6
chon OK.
Microsoft Excel cho macOS
1. Click vao vi tri bat ky trong PivotTable dé hién céc tab PivotTable
(PivotTable Analyze va Design) trén ribbon.
2. Click PivotTable Analyze > Insert Slicer.

3. Trong box Insert Slicers, tich vao 6 canh cac trudng ban muodn tao

slicer.
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4. Click OK. Mét slicer hién cho mdi truong ban d tich trong

box Insert Slicers.
5. O mdi slicer, click cac muc ban mudn hién trong PivotTable.
Meo: pé thay ddi cach hién thi slicer, click slicer dé hién
tab Slicer trén ribbon. Ban c6 thé ap dung mot kiéu slicer hodc thay
d6i cai dit bang céac tiy chon tab khac nhau.
Nhirng cach lgc dir liéu PivotTable khac
Str dung bat ky tinh ning loc thay thé sau hoic cing véi slicer dé hién
chinh x4c dit liéu muon phan tich.
Loc dir liéu theo cach thu cong

1. Trong PivotTable, click miii tén! ™ 'trén Row Labels hoac Column

Labels.

2. Trong danh sach nhan hang hodc cot, bo tich (Select All) & phia trén
cung cua danh sach, roi tich cac muc ban mudn hién trong
PivotTable.

3. Miii tén loc thay ddi theo icon nay dé chi bd loc duoc ap dung.
Click vao né dé thay doi hodc x6a bd loc br?mg cach click Clear
Filter From <Field Name>. Dé x0a tat ca bo loc cung lac, click

tab PivotTable Analyze > Clear > Clear Filters.

Dung mot b0 loc bao cao dé loc cac muc
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Bﬁng cach dung mdt bo loc bao cdo, ban co thé nhanh chong hién thi
mot bo cac gia tri khac nhau trong PivotTable. Cac muc ban chon
trong b loc s€ dugce hién ¢ PivotTable, con lai s€ bi an. Néu ban
muén hién cac trang loc (tap hop céc gia tri khép véi nhimg muc loc
bdo cédo lya chon) trén tirng bang tinh, ban c6 thé chi dinh lya chon d6.
Thém mot bo loc bao cao
1. Click vao vi tri bat ky bén trong PivotTable. Bang PivotTable
Fields xuat hién.
2. Trong PivotTable Field List, click vao truong ¢ bén trong mdt
vung va chon Move to Report Filter.
Ban c6 thé 13p lai budc nay dé tao nhiéu hon mét bod loc bao cdo. Bo
loc bao cdo hién & trén PivotTable nén cuc dé truy cap.
. bé thay doi thir tu cac truong, trong Filters, ban c6 thé kéo cac
truong téi vi tri ban mudn hoic click dap vao mot truong va
chon Move Up hay Move Down. Thur tu bo loc bao cao s€

phan anh trong PivotTable.
Hién thi b loc bao cdo trong hang hoic cot
1. Click PivotTable hodc PivotTable lién két v6i mot PivotChart.

2. Click chudt phai vao vi tri bat ky trong PivetTable, roi
click PivotTable Options.

3. Trong tab Layout, chon nhiing tuy chon sau:
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1. Tai Report Filter > Arrange fields, thuc hi¢n mdt trong sb cac

tac vu sau:
1. Bé hién bo loc bao céo trong cac hang tir trén xudng dudi,
chon Down, Then Over.
2. Pé hién bo loc bo cdo trong cac cOt tur trai sang phai,
chon Over, Then Down.

2. Trong Filter fields per column, nhap hodc chon sb céc truong dé
hién trudc khi chuyén sang cOt hoac hang khac (dua trén cai
dat Arrange fields ban chon & budc tiép theo).
Chon cac muc trong b loc bao cao
« Trong PivotTable, click miii té€n tha xuéng canh b0 loc bao cao.
« Chon 6 canh cidc muc ban mudn hién trong bao cao. Pé chon tat
ca, click 6 canh (Select All). B4 loc bdo cdo gio hién moi1 muc
duoc loc.
Hién cac trang loc bao cao trén tirng bang tinh
1. Click vao vi tri bat ki trong PivotTable (hoic PivotTable lién két
cua mot PivotChart) co6 mot hoac nhiéu bo loc bao cdo trd 1én.
2. Click PivotTable Analyze trén ribbon > Options > Show Report
Filter Pages.

3. Trong box Show Report Filter Pages, chon mot truong loc bao

cao, roi click OK.

Nguon: Download.vn 378


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguoén bai: Chuyén muc Kién thire Vin phong

Hién 10 muc trén hoac dwéi

Ban cling co thé ap dung cac bo loc hién 10 gia tri hay dir li¢u trén
hodc duéi dap tng nhitng diéu kién cu thé.
1. Trong PivotTable, click miii t€én canh Row Labels hoac Column

Labels.

2. Click chudt phai vao mot muc trong lua chon, roi click Filter > Top

10 hay Bottom 10.
3. Trong box dau tién, nhap mot $0.

4. Trong box thir hai, click tiy chon ban muén loc. Excel ¢6 san céc

tuy chon sau:
1. Loc theo s6 muc, chon Items.
2. Loc theo ph?m tram, chon Percentage.
3. Leo theo téng s6, chon Sum.
2. Trong box tim kiém, ban tiiy ¥ tim kiém theo gia trj cu thé.
Loc theo lwra chon dé chi hién hoic an ciac muc lwa chon
1. Trong PivotTable, chon mot hoac nhiéu muc & truong ban mudn loc
theo lua chon.
2. Click chudt phai vao mot muc trong lua chon, roi click Filter.
3. Thuc hién mot trong s6 cac tac vu sau:

. Dé hién muc lya chon, click Keep Only Selected Items.
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. Dé an muc lua chon, click Hide Selected Items.

Meo: Ban co thé hién lai cac muc bj 4n bﬁng cach x6a bo loc. Click
chudt phai vao mot muc khac trong truong do, click Filter, roi
nhan Clear Filter.
Bat/Tit cac tiy chon
Néu mudn ap dung nhiéu bd loc trén mdi trudng hay khong mudn hién
nut Filter ¢ PivotTable, dudi day 13 cach ban c6 thé bat hoic tat
chung.
1. Click vao vi tri bat ky trong PivotTable dé hién céc tab tuong Gmg

trén ribbon.
2. Trén tab PivotTable Analyze, click Options.

1. Trong box PivotTable Options, click tab Layout.

2. Trong vung Layout, tich hoac bo tich 6 Allow multiple filters per

field theo nhu céu cta ban.

3. Click tab Display, r6i tich hodc bo tich 6 Field captions and

filters dé hién hay 4n chu thich trudng va bo loc tha xudng.
Microsoft Excel cho Web

Ban c6 thé xem va tuong tac voi PivotTable trong Excel Online, bao
gom mot so bo loc thu cong va dung slicer da tao trong app Excel cho
desktop dé loc dir liu. Ban sé& khong thé tao cac slicer méi trong

Excel cho web.
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Dé loc dit liéu PivotTable, thuc hién mot trong s6 cac tac vu sau:

. Dé ap dung bo loc theo cach thi cong, click mili tén trén Row

Labels hoic Column Labels, roi chon bd loc ban muén.

[Row Labels| - |Sum of Sales
=/ Aniseed & Product *
Qtr 1
Otr 2 Quarter * #| Sort Ascending
Qi 3 1500 .
Otr 4 440 a4 Sort Descending
= rhai ABHF
a{;lr 1 705.6 Sort By Value...
Ofr 2 Bra4d
Qhr 3 11/4.5
Otr 4 21285 .
B rhana 7038.55 Label Filters '
F2A0.
g:}. . 2;3;.3 Value Filters '
Otr 3 2061.5 |
Otr 4 028,75 Filter...

« Néu PivotTable cua ban da co slicer, chi can click vao muc ban

muon hién trong tung slicer.
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Product )4

Aniseed Syrup
Chai

Chang

Chartreuse verte

Chef Anton's Cajun Seasoning

Chef Anton's Gumbo Mix

Chocolade

Céote de Blaye

Néu cai Excel Desktop, ban c6 thé dung nit Open in Excel dé mo
workbook va ap dung b loc bo sung hoac tao cac slicer mai cho dir

liéu PivotTable.

VIEW 'Q Tell me what you want to do I EDIT IN EXCEL
= " General - :F — = h
& f SEEE= 4
= = = $ - % E3 - z¥
- = - Conditional Survey Format
= 3= » %8 3% Formatting- -  asTable-
Alignment Number Tables

Click Open in Excel va loc dit li¢u trong PivotTable.
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Bai 33: Chia sé workbook trong Microsoft

Excel

Chia s¢ workbook v&i nguoi khac ngay trong Microsoft Excel. Ban

c6 thé cho phép ho chinh sira workbook hodc chi xem no.

Chia sé workbook trong Microsoft Excel voi nguoi
khac

Chia sé workbook trong Microsoft Excel cho Windows
1. Chon Share.

2. Chon quyén roi nhan Apply.

3. Thém nguoi.

4. Nhap théng bao néu mudn.

5. Chon Send.

Chia sé workbook trong Microsoft Excel cho macOS
Chi can 3 budc dé chia sé mot workbook:

Buoc 1: Upload workbook

Str dung mot trinh duyét web, upload hodc tao mot workbook maoi trén

OneDrive, OneDrive cho Business hoac thu vién SharePoint Online.

Bwoe 2: Chia sé no
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1. Néu da upload file, click tén file d€ m& nd. Workbook nay sé mo

trong mot tab ma&i trén trinh duyét web.

2. Click ntt Edit in Excel. Néu khong c6 nat bAm nay, click Edit in

Browser > Edit in Excel sau khi tai lai trang.
3. Click Open Microsoft Excel.

4. Khi file mé trong chuong trinh Excel, ban c6 thé thay thanh mau
vang bao file dang ¢ trong trinh xem dugc bao vé - Protected View.

Click Enable Editing néu mudn chinh stra né.

5. Click Share ¢ géc phai phia trén cung.

6. Click Invite People. Roi nhap dia chi email, phan tach timg email
bang ddu cham phay. Pam bao ciing chon Can Edit. Khi hoan tat,
click nat Share.

Meo: Néu mudn tu giri lién két, click Share & goc phai phia trén, roi

nhan Copy Link > View and Edit.

7. Néu di click ntt Share ¢ budc trude d6, cac thong bao qua email s&

dugc gui td1 tung nguoi. Ching s€ dugc gui tu dia chi email cua ban.

Ban cling s€ nhan dugc mot ban sao cua chung.

Buéc 3: Ngwoi khac cé thé mé né

Néu d click nut Share, moi nguo1 s€ nhan dugc mot tin nhéin qua

email mdi ho mé file d6. Ho c6 thé click vao link dé m& workbook.

Mot trinh duyét web mé ra, workbook s€ mé trong Excel Online. Néu

Nguon: Download.vn 384


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguon bai: Chuyén muc Kién thirc Van phong

mudn chinh sira né trén trinh duyét web, ho co thé click Edit
Workbook > Edit in Browser. Néu mudn mé né trong app Excel,

click Edit Workbook > Edit in Excel.

Meo: Néu dang dung phién ban méi nhat caa Excel 2016 danh cho
nguoi dung dang ky Microsoft 365, ho ¢ thé mo file truc tiép trong
app Excel. Ho c6 thé click File > Open... > Shared va chon mot file
dugc chia sé bo1 nguoi khac.

Nhiéu ngudi ¢ thé chinh stra workbook cuing lic. Tinh ning nay duoc
goi 1a Co-authoring. Tuy nhién, moi ngudi can mdt phién ban app
Excel ho tro cong tac, bao gém Excel for Android, Excel for 10S,
Excel Mobile, Excel 2016 cho nguo1 dung dang ky Microsoft 365.
Néu khong c6 phién ban duogc hd trg, ho c6 thé click Edit Workbook

> Edit in Browser dé sua file trong Excel cho web.

Binh luan va ghi chu trong workbook cua Microsoft

Excel

Microsoft 365

Excel Microsoft 365 da thay ddi cach binh luan. Binh luin gio duoc
chuyén thanh chudi va cho phép ban thao luan véi nguoi khac vé dit
liéu d6. Dung Notes dé tao ghi cht va cht thich cho dit liéu. N6 tuong

tu nhu binh luan dugc dung & phién ban Excel cii hon.

Comments
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@ Dave Ludwig

Is this figure correct?
1/25/2018 431 PM

51,234.0:}1

@ Amy Smith

Let me check...
8152018 4:31 PM

@ Chris Johnson
" Yes it's correct.

0P Mndn 4.4 Nk

Binh luan c6 box Reply. Khi ai d6 phan hoi, ban c6 thé thiy mot so
binh luan duoc két ndi véi nhau, hoi thoai 4o s& hién trong workbook.
Néu can thao luan dit liéu voi ngudi khac, hiy dung chic ning
Comments.

Thém mét binh luin

1. Click chuot phai vao mot o, ro6i nhdn New Comment.

2. Trong box binh luan, nhap ndi dung ban mudn. Ban cling co

thé @tén ngudi mudn nhac téi.
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3. Chuyén con tro ra khoi 6. Binh luan bién mat nhung mot chi bao
binh luAn mau tim van hién. Dé théy lai binh luan do, tré chuot qua
0.
Xem lai binh luin

o Chon tab Review > click Previous Comment hoic Next

Comment dé thiy timg binh luin trong chudi.
Hién/an toan bd binh luin cung lic

« Chon Review > click Show Comments. Mot bang tac
vu Comments mdi s€ hi¢én & bén phai. Ban sé théy toan bd binh

luan theo thur tu.
Xo6a m@t binh luan

« Click More thread actions (...) & goc bén phai phia trén cua

binh luan va chon Delete thread.
Xir Iy mét chudi
Click More thread actions (...) trong goc tay phai phia trén cua binh

luan va chon Resolve thread.

Notes
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$1,234.00

Dave Ludwig:
Remember to get the
updated figure from
Amy on the first of
each month.

Notes (tirng duoc goi la Comments ¢ Excel ban cii) khong c6 box
Reply. Notes chi duoc dung dé thém chi thich hodc 101 nhic trong 6.
Néu khong can thao luan vé dir liéu, hiy dung Notes.
Thém ghi chu
1. Click chudt phai vao mdt 6 > New Note.
2. Trong box Note, nhap ghi chu.
3. Click bén ngoai ving ghi chii. Box Note bién mat nhung ban sé& thay

mdt chi bdo mau do cua nd. Dé théy lai ghi chu, tro chudt vao 6 do.
Luuy: Pé dinh dang mdt chu giai, chon text ban mudn thay doi, click
chudt phai vao ghi chi1 d6 va chon Format Comment.
Xem lai ghi chu

o Chon Review > Notes va click Previous Note hoac Next

Note dé thay ting ghi chi theo chudi.

Hién/An toan bd ghi chi mét lic
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« Chon tab Review > Notes > Show All Notes. Thao tac nay sé
bat/tat ghi chu.

Di chuyén mét ghi chu
. Click duong vién cua ghi chi, roi kéo no.
Chinh lai kich thwdc ghi chu

« Click duong vién cua ghi cht, r61 kéo mot trong s6 cac thanh

chinh kich thudc & bén canh.
Xo0a mot ghi chu
« Click duong vién cua ghi chii va nhan Delete.
Chuyén doi binh luin

Néu mubn dung binh luan theo luéng trong ghi chu hién tai,

chon Review > Notes > Convert to Comments.

Office 2010 -2019

Binh luan giong nhu “giay nhd™ cho cac 6, ban ¢6 thé dung ching dé
thém chu thich hodc 1061 nhac cho dir liéu. Khi ¢6 binh luan trong 6,
mot chi bao s€ xuat hién ¢ bén goc 6 do6. Ban chi can tro chudt vao 6

do, binh luan s€ hién ra.
Thém binh luin
1. Click chudt phai vao mot 6 > Insert Comment.

2. Nhap binh luan vao box binh luan.
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3. Click vao bén ngoai box binh luan. Box dé s& bién mat, nhung chi
bdo mau do van con trong 6. pé théy lai binh luan, troé chudt qua 6
do.
Meo: Pé dinh dang binh luan, chon text ban mudn thay doi, click
chudt phai vao binh luan va chon Format Comment.

Xem lai binh luin

1. Chon tab Review > click Next hoic Previous dé thay lan luot timg

binh luan.
2. Xem toan bo binh luan cung lic

3. Chon Review > Show All Comments dé hién hodc an binh luan.
C6 thé ban can di chuyén hoac chinh lai cac binh luan bi ché)ng lép

1én nhau.

Luu y: Chon Review > Show/Hide Comment dé hién hodc an céc

binh luan riéng tu.
Di chuyén mat binh luan

. Kéo dudng vién cta box binh luan.
Chinh lai kich thuwdc mot binh luian

. Kéo mét trong s cac thanh diéu khién & bén hay goc cua box

binh luan.
Xo0a mot binh luin

« Click vao khung cua box binh luan, roi nhan Delete.
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Protect Workbook in Excel

Hame Insert Page Layout Formulas Data View Developer Add-Ins Load Te

i - | Permissions : s e
ABl @ | oo A : . - o - R =: |
Ly E:] (i Apassword isrequiredtoopen’ || | 7 ——— Seza] ==
Spellil P tbct 51, The structure of the workbook b2, " .':-':1:::' Heraelngs Broted Share
Worrh?biuk. changes, such as moving, deleti : [E2>-Show Ink | Waorkbook{\Workba:
Commerits
[T )| Encrypt with Password
— |l 'ﬁi}_‘ Require a password to open this
_ waorkbook. F 5 H | i K
1 ' .
: Protect Structure and Windows ? Confirm Password  ? “
3 Protect workbook for Reenter paszsword to proceed.
4| [svuctre
5 [ Windows Caution: If you lose or forget the password, it cannot be
B e et recovered, It is advisable to keep a list of passwords and
7 Password (optional): their corresponding workbook and sheet names in a safe
place. (Remember that passwords are case-sensitive.)
o} P— -
9 | oK | Cancel . oK . Cancel
1m0

Thay file nguoi khac da chia sé véi ban

Cira s6 Shared (trén Mac va i0S) hoic Shared with me (trén Android
hoac Windows Desktop) hién nhirng file ma nguoi khac da chia sé voi
ban. Sau khi dugc vao tai liéu, tai liéu do s€ tu dong hién trong danh
sach Shared hoic Shared with Me. Office s& c6 gang hién cho ban
nhiéu tai liéu lién quan duoc chia sé & trén cing ctia danh sach.

Tinh ning nay chi c6 san néu ban diang ky Microsoft 365 va cai Office
mdi nhit.

Luwu y: Ban can ding nhap Office bang tai khoan Microsoft hodc tai

khoan cong viéc hay truong hoc dé xem tai liéu dugc chia s¢€ voi ban.

o Shared with Me chi hién ta1 li€u tir OneDrive — Personal,

OneDrive for Business va SharePoint Online.
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« Neéu ai do chia sé file va cap quyén chinh stra cho ban, ban cling

c6 thé chia sé file do.

Excel trén Windows

Pé thay file nguoi khac da chia sé vdi ban, ti File > Open > Shared

with me.

...............................................

&% Shared with Me

...............................................

iy Dinalirive - hMircncenft

Me¢o né€u can truy cap thuong xuyén file dugc chia sé véi ban, tim nd
¢ danh sach Recent va ghim n6 gan phan dau ctua danh sach.

Excel trén macOS

Mé& Word, Excel hodc PowerPoint va cham Shared trén Mac. Néu da

mo tai liu, click [} ren thanh cong cu truy cip nhanh dé thay cura
sO Shared.
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Excel cho iOS

M¢é Word, Excel hoac Powerpoint va cham Shared.

iPad =

QY

Mew

®

Recent

Shared

Trén iPad, néu mé mot tai liéu, cham nat Back > Shared.
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Hoac trén iPhone - Cham Shared.

= Lab Assignment 3 2
— | Created by: Shawn Bauer U
Vacation planning T

AR ORY

count New Recent Shared

Exel trén Android

Pé xem file nguoi khac da chia sé voi ban, t61 File > Open > Shared

with me.
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Bao v¢é file Excel

Dé ngin nguoi khac truy cip dir liéu trong file Excel ctia ban bang

mat khau.

Chon File > Info.

Chon 6 Protect Workbook > Encrypt with Password.

Nhép mat khau trong 6 Password, r6i chon OK.

Xac nhan mat khau trong 6 Reenter Password box, 161

chon OK.

Luuy:

« Microsoft khong thé léy lai mat khau ban quén.
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« Khong han ché do dai, ky tu hay s6 trong mat khau nhung no

can chua chtr in hoa.

. Khong an toan véi file c6 chira thong tin nhay cam nhu s thé

tin dung.

. Than trong khi chia sé file hay mat khau voi ngudi khac.
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Bai 34: Cong tac tréen workbook Excel cung
Iic bing Co-authoring

Ban va dong nghiép c6 thé mo va hoat dong trén ciing mot workbook
Excel nho tinh ning Co-authoring (Pong tac gia). Khi d6, ban co thé
thay cac thay d6i ciia nguoi khac trong nhay mat. O mot s6 phién ban
Excel, ban con thay ca lya chon cua nhitng ngudi khac thong qua mau

sac khac nhau.

e Microsoft Excel
e Microsoft Excel cho Android
e Microsoft Excel cho iOS

e Microsoft Excel Online
Néu dang dung phién ban Microsoft Excel hd tro dong tac gia, hiy
chon Share ¢ goc phai phia trén, nhap dia chi email, roi chon vi tri
dam may. Thé nhung néu can nhiéu thong tin hon vé cac phién ban
duoc hd tro, vi tri c6 thé luu trit file. .., hudng dan dudi day s& giup
ban.

Trén Windows

Luu ¥: Tinh ning nay chi ¢6 san néu ban da dang ky Microsoft 365 va

cai phién ban Office méi nhat.
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Pé dong tac gia trong Excel cho Windows, ban can dam bao da thiét
1ap noi dung can thiét trude khi bat dau. Sau do, chi can thuc hién bon
budc dudi day dé cong tac véi ngudi khac.
Picu kién dong tac gia trong Microsoft Excel

. Ban can ding ky Microsoft 365.

. Cai phién ban Excel méi nhat cho Microsoft 365. Néu c6 tai
khoan cong ty hoac trueong hoc, co thé ban s& khong théy phién

ban nay do quan tri vién chua cung cap.
. Ping nhap Office bang tai khoan ding ky thué bao.

. Can dung workbook Excel ¢ dinh dang .xlsx, .xIsm hoac .xIsb.
Néu khong co file & dinh dang nay, m¢& tap tin, roi click File >
Save As > Browse > Save as type. Doi dinh dang sang Excel
Workbook (*.xIsx). Luu y, dong tac gia khong hd trg dinh
dang bang tinh Strict Open XML.

Buwéc 1: Upload workbook

Str dung trinh duyét web dé upload hoic tao workbook méi trén
OneDrive, OneDrive cho Business hoac thu vién SharePoint Online.
Luu y, cac trang SharePoint On-Premise (Sharepoint co s& khong
duoc Microsoft luu trir) khong hd tro dong tac gia. Néu khong chac

nén dung trang nao, hay héi quan tri vién hay phong cong nghg.
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Bwoe 2: Chia sé no

1.

7.
8.

Néu da upload file, click tén file d& mé nd. Workbook nay s& mo

mot tab ma1 trong trinh duyét web.

. Click nat Open in Desktop App.

. Khi m¢ file trong ing dung Excel desktop, ban c6 thé thay mot

thanh mau vang cho biét file d6 dang nam trong trinh xem duoc bao

vé. Khi do, hay click Enable Editing.

. Click Share & goc phai phia trén cung.

. Mic dinh, tt ca nguoi nhan déu co thé chinh stra workbook. Tuy

nhién, ban c6 thé thay doi cai dat bang cach click tiy chon Can

Edit.

. Nhép dia chi email vao box twong g, phan tach tirng email bang

dau cham phay.
Thém thong bao cho nguoi nhan (khong bat budc).

Nhin Send.

Luu y: Néu muén gui lién két toi chinh ban, ding click nut Send.

Thay vao do, click Copy link ¢ phia du61 bang.

Buwdc 3: Cho phép nguoi khac mo no

Néu da click Share, nhirng nguoi ban chon s€ nhan dugc thu mo1 mé

file d6. Ho c6 thé click vao link dé mé workbook. Mot trinh duyét

web xuat hién va workbook do s€¢ mé trong Excel cho web. Néu mudn
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dung app Excel desktop dé dong tac gia, ho c6 thé click Edit in
Desktop App. Tuy nhién, ho can dung mot phién ban Excel hd tro
Co-authoring. Excel cho Android, Excel cho cho 10S, Excel Mobile
va Excel cho ngudi diang ky Microsoft 365 1a cac phién ban hién hd
trog dong tac gia. Néu khong c6 phién ban dugc hd trg, ho ¢ thé chinh

stra tap tin trong trinh duyét web.

Luwu y: Néu ho dang dung phién ban Excel, PowerPoint hay Word mai
nhat, c6 mot cach dé hon dé thyuc hién viéc nay. Chi can click File >

Open va chon Shared with Me.
Buwéc 4: Pong tac gia voi nguoi khac

Véi file van mé trong Excel, ddm bao AutoSave nim ¢ goc phai phia
trén cung. Khi nguoi khac mo file, ban co thé cong tac vdi ho. Ban sé
biét dang dong tac gia trén Excel khi thiy anh ctia moi ngudi nim &
gdc phai phia trén cung cuia ctra s6 phan mém. (Hién duéi dang anh

dai dién hodc tén viét tat).

¥When others are co-authoring,
they’ll show up here,

In:c—rt LCIiCLT | Jrat EIIII't E-l'. FiﬂE' E-l'.
- - - Clear~ Filter = Select =
Cells Editing
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Meo dong tac gia trén Microsoft Excel

Ban c6 thé phan biét Iya chon cia moi ngudi qua mau sic khac nhau.
Piéu nay xay ra khi ho dang ding Excel cho thué bao Microsoft 365,
Excel cho web, Android, Mobile va iOS. Néu dang dung phién ban
khac, ban s& khong thay lya chon ctia ho nhung nhitng thay d6i ctia ho

s€ xuat hién ngay khi ho lam viéc.

Lua chon cua nguoi khac co thé hién dudi dang mau xanh lam, tim...
nhung luya chon ctia ban luén Ia mau xanh 14. Trén man hinh ctia nguoi
khac, lya chon cua ho cling la mau nay. Néu khong biét mau nao cua
ai, chi can dua con tro vao lua chon, tén nguo1 do s€ hién ra. Néu
mudn t6i vi tri nguo1 nao do6 dang lam viéc, click anh hoac chir viét tét

tén cua ho, ro1 nhan tuy chon Go to.

Thuwe hién twong tu cac bwdc trén voi Microsoft Excel cho Mac,

Web.

Trén Android & iOS

Pé dong tac gia trong workbook Microsoft Excel cho

Android va iOS

. Cai phién ban Excel méi nhat bang tai khoan Microsoft.
To1 File > Open va dam bao tai khoan Microsoft dugc liét ké o
day. Néu khong, cham Add a place dé thém tai khoan. Luu ¥,
néu dung dién thoai 16n hon 10.1 inch, ban can ding nhap bang

tai khoan thué bao Microsoft 365.
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. Ban cin dung file .xIsx, .xIsm hoac .xlsb. Néu tap tin chua &
dinh dang nay, mo file bang phién ban Excel desktop. Sau do,
cham File > Save As > Browse > Save as type va doi dinh

dang sang .xIsx, .xIsm hoac .xlsb.

Microsoft Excel cho Android
Buéc 1: Luu workbook vao dam may
1. Tao mét file, roi cham File > Save As.

2. Kiém tra vi tri luu file hién tai. Néu di chon OneDrive hay
SharePoint, cham nat Back va chuyén tdi bude tiép theo. Néu chua,
cham OneDrive hodc SharePoint & bén trai, dit tén file, roi

cham Save.

Buwoc 2: Chia sé file

1. Cham(")’ gdc phai phia trén.

2. Nhép dia chi vao trudng Invite people, phan tach email bang dau
phay.

3. bam bao chon Can edit.

4. Sau d6, cham nut Share. Cham nit nay s€ gui dia chi email té1
nguoi ban mudn.

Néu mubn gui link t&i chinh ban, dung cham nat Share, thay vao do,

cham Share as link.

Buwdc 3: Cho phép ngwoi khac mé no
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Sau khi cham nut Share, nguoi khac c6 thé click vao link moi qua
email. Mot trinh duyét s€ mé workbook trong Excel online. Ho c6 thé
dong cong tac ngay tai day bang cach click Edit Workbook > Edit in

Browser.

Néu muén dung app Excel, khong phai ban web dé dong tac gia, ho co
thé click Edit Workbook > Edit in Excel. Tuy nhién, ho can phién
ban Excel hd tro tinh ning nay.

Buwéc 4: Pong tac gia véi ngwoi khac

Gid ban c6 thé dong tac gia trén workbook Excel cung luc voi ngudi
khac. Pé biét ai dang chinh stra file véi ban. Cham Share & goc phai
phia trén, réi cham Manage. Néu ai d6 dang xur 1y file cung lic véi
ban, tén cua ho s¢€ hién trong danh sach va dugc gén nhan Editing.
Trén iOS

Budc 1: Luu workbook vao dam may

Pong tac gia yéu cau ban luu workbook vao OneDrive, OneDrive cho
Business hoac thu vién SharePoint Online. Luu y, cac trang
SharePoint On-Premise khong hd trg dong tac gia. Néu khong chic

ban can dung cai nao, hay hoi nguoi chiu trach nhi¢m trang do.

1. Tao hoac mo mot file.
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2. Néu da tao mét file, cham File L2 > Name, roi dit tén cho file do.
Tiép theo chon vi tri OneDrive, OneDrive for Business hodc

SharePoint Online & bén trai va cham Save.

3. Néu dd mo moét file hién tai, cham File > Properties. Néu duong
din Location chira tir OneDrive, d.docs.live.net, SharePoint, ¢6 thé
n6 da dugc luu vao mot trong sd nhitng vi tri ndy. Néu khong,
cham File > Save a Copy va dan n6 vao OneDrive, OneDrive for

Business hoac SharePoint Online.

Chia sé mot file

1. Cham Share O goc phai phia trén.

2. Néu mubn gui link chua file ti chinh ban, cham Copy Link >
View and Edit. Sau do, dan link vao thu gui td1 email hoac cura s6

IM.

3. Néu muén Excel gt link t&i ban qua email, cham Invite People.
Sau do, nhap dia chi email trong box Invite people va
cham Return sau mdi dia chi. Ngoai ra, ddm bao da bat Can edit.

Cudi cung, cham Send.
Buwéc 3: Cho phép ngwoi khac c6 thé mé no

Néu da cham Send ¢ budc trudc d6, moi nguoi s€ nhan dugc email

mdi ho mé file. Ho ¢6 thé click link d6 dé md workbook va co thé
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dong tac gia trong Excel online ngay bang cach click Edit Workbook

> Edit in Browser.

Néu mudn dung mot app Excel thay thé Excel Online, ho c6 thé
click Edit Workbook > Edit in Excel. Tuy nhién, ho can mot phién

ban app Excel hd tro dong tac gia.
Buéc 4: Pong tac gia véi nguwoi khac

Gid ban c6 thé dong tac gia trén workbook cung luc véi nguoi khéc.
Dé biét ai dang stra file cung ban, cham Share ¢ goc phai phia trén,
roi cham Shared With. Néu c6 ai d6 dang stra file cung ban, ban s¢&
théy tén ho duogc liét ké trong danh sach. Néu ho duoc gén

nhan Editing..., ho dang lam viéc trén file do.

Trén day 1a cach dong tac gia chinh stra workbook trong Microsoft

Excel. Hi vong bai viét hitu ich véi cac ban.
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Bai 35: Khoa, mo khoa vung trong
worksheet duwoc bao vé

Mic dinh, bao vé mgt trang tinh trong Microsoft Excel s¢ khoa toan
bd 6 dé khong ai c6 thé chinh stra chung. Dé cho phép stra mot s6 6,
trong khi khoa cac 6 con lai, nguoi dung co thé mé khoa tit ca 6. Ban
c6 thé chi khoa cac 6, pham vi nhat dinh truéc khi bao mat worksheet
va tuy chon cho phép nguoi nao do chi dugc chinh stra dit liu trong
pham vi nhat dinh & sheet duoc béo vé.

Chi khoa cac 6, pham vi nhat dinh trong worksheet
duoc bao vé

Hay lam theo nhitng budc sau:

1. Néu worksheet d6 duogc bao vé, hay lam nhu sau:

a. Trén tab Review, click Unprotect Sheet (6 nhom Changes).

I:I Unprotect Sheet ' Protect and Share Workbook
F Protect Workbook ; :
EShal'E‘J‘.‘Drkhcck [E# Track Changes -

Changes

Click Protect Sheet khi mudn bao vé mot trang tinh.
b. Néu duoc nhic, hidy nhap mat khau dé bo bao vé trang tinh do.

2. Chon toan b worksheet bﬁng cach click Select All.
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Select Al
button

-hWMI—"L

3. Trén tab Home, click trinh m¢ popup Format Cell Font. Ban ciling

c6 thé nhan Ctrl+Shift+F hoic Ctrl+1.

4. Trong popup Format Cells, ¢ tab Protection, bo tich box Locked,
roi click OK.

Format Cells ? X

Humber Alignment Font Border Fill Protection

...............

Locking cells or hiding formulas has no effect until you protect the worksheet [Review tab,
Changes group, Protect Sheet button).

oK Cancel
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Hanh dong nay mé khoa toan bd 6 trén worksheet khi ban bao vé

worksheet d6. Gid ban ¢6 thé chon cac 6 mudn khoa.

5. Trén worksheets, chi chon cac 6 mudn khoa.

6. M6 lai cira s6 popup Format Cells lan nira (Ctrl+Shift+F).
7. G10 trén tab Protection, tich 6 Locked va click OK.

8. Trén tab Review, click Protect Sheet.

E:1Prntect5heet i Protect and Share Workbook
F Protect Workbook |—_..-' Allow Users to Edit Ranges
ESharE Workbook  [5 Track Changes -

Changes

9. Trong danh sach Allow all users of this worksheet to, chon nhan

t6 mudn ngudi dung co thé thay doi.

Thong tin chi tiét vé cAc nhén to trong bang tinh ciia Microsoft

Excel:
Bo tich 0 Pé ngin nguoi dung
D1 chuyén con tré to1 cac 6 bi khoa duoc chon
trén tab Protection cua box Format Cells. Mac
Select locked cells

dinh, ngudi dung dugc phép chon cac 6 da

khoa.

Di chuyén con trd tdi cac 6 da bo khoa trén tab
Select unlocked cells Y

Protection cua box Format Cells. Mac dinh,
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Format cells

Format columns

Format rows

Insert columns

Insert rows

Insert hyperlinks

Delete columns
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nguoi dung cé thé chon cac 6 da mé khoa va
nhan phim TAB dé di chuyén gilra cac 6 da mo

khoa trén trang tinh dugc bao ve.

Thay doi bat ky tiy chon trong Format Cells
hoic Conditional Formatting. Néu da ap dung
cac dinh dang c6 diéu kién trudc khi bao vé
worksheet, dinh dang lién tuc thay d6i khi nguoi
dung nhap mot gia tri théa man mot diéu kién

khac.

St dung bat ky cac 1énh dinh dang cot, bao gém
thay doi do rong hoac an cot (tab Home, nhém

Cells, nit Format).

Dung bat ky cac 1€nh dinh dang hang, bao gém

thay doi chiéu cao, an hang.

Cheén cot.

Chen hang.

Cheén siéu lién két, ngay ca trong cac 6 di mo

khoa.

Xoa cot: Néu xda cac cot duoc bao vé va chén
cac cot khong duge bao vé, ngudi cliing ¢ thé

chén cot ma ho khong thé xoa.
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Delete rows

Sort

Use AutoFilter

Use PivotTable

reports

Edit objects
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X6a hang: Néu x0a cac hang dugc bao vé va
cheén hang khong dugc bao ve¢, nguoi dung co

thé chén hang ma ho khéng thé xoa.

Dung 1énh bat ky dé phan loai dit liéu (tab Data,
nhom Sort & Filter). Nguoi dung khong thé
phan loai pham vi chira cac 6 da khoa trén mot

trang tinh dugc bao vé ¢ moi thiét 1ap.

Dung cac mili tén tha xudng dé thay doi bo loc
trén pham vi khi 4p dung AutoFilters. Nguoi
dung khong thé ap dung hay loai bé AutoFilters

trén mot worksheet duoc bao vé & moi cai dat.

Dinh dang, thay d6i bd cuc, 1am méi hay chinh
stra bao cdo PivotTable hoac tao cac bao cao
moi.

Thuc hién mot trong ) nhiing thao tac sau:

. Thuc hién thay doi trén cac dbi twong d6
hoa, bao gém ban do, biéu do nhing,
hinh dang, text box va cac diéu khién ma
ban khong mo khoa trude khi bao vé
worksheet. Vi du, néu worksheet c6 mot

nGt bam chay macro, ban c6 thé click nat
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bam dé chay macro nhung khong thé x6a
nut do.

. Danh dau thay d6i bat ky, chang han nhu
dinh dang t&i mot biéu dé duoc nhung.
Biéu db nay lién tuc dugc cap nhat khi
ban thay doi dir liéu ngudn ciia no.
o Thém hodac chinh stra binh luan.
Xem cac truong hop ma ban da an, thuc hién
thay d6i cho nhitng truong hop ban da chin thay
Edit scenarios d6i va x6a chung. Nguoi dung co thé thay do6i
céc gia tri trong nhitng 6 d6. Néu 6 d6 khong
duoc bao v€, hay thém truong hop mai.

Cac thanh phan trén trang tinh ciia biéu dé

Chon box Pé ngiin nguoi dung

Thay d6i muc trong biéu dd nhu chuodi dir liéu, truc va
Contents [chu giai. Biéu d6 lién tuc phan 4nh céac thay doi duoc

thuc hién trén dit liéu nguon.

Thuc hién thay doi t6i cac doi tuong do hoa, bao gém
Objects  hinh dang, text box va cac diéu khién - trir khi ban mé

khoa cac d6i tuong trudce khi bao vé¢ sheet biéu do.
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10. Trong 6 Password to unprotect sheet, nhap mat khau cho bang

tinh, click OK, roi g0 lai mat khau dé x4c nhéan no.

« MAit khau tuy chon. Néu khong dat mat khau, moi nguoi dung
déu c6 thé mo khoa trang tinh d6 va thay doi cac nhan t6 dugc
bao Vvé.

. Dam bao ban chon mét khau d& nhé boi néu mat mat khau, ban
s& khong co quyén truy cap cac nhan t6 dugc bao vé trén
worksheet.

<>
A

M¢ khoa cac pham vi trén worksheet duwoc bao vé dé
nguwoi dung chinh stra

Pé cap quyén chinh sira ving cho ngudi dung trong worksheet duoc
bao v¢&, may tinh cua ban phai chay Windows XP tr¢ 1én nam trong
mot domain. Thay vi sir dung cac quyén can domain, ban ciing c6 thé

chon dit mat khau cho mot pham vi.
1. Chon worksheet ban mudn béao vé.

2. Trén tab Review, trong nhom Changes, click Allow Users to Edit

Ranges.

l:! Protect Sheet iedl Protect and Share Workbook
F Protect Workbook |—T;"AII:::W Users to Edit Ranges
m.’-}hare Workbook [ Track Changes =

Changes
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Lénh nay chi c6 san khi worksheet khong duogc bao vé.
3. Hay thuc hién mot trong nhitng vi¢c sau:
. Dé thém mot pham vi co thé chinh stra mdi, click New.

« Dé chinh sira mot pham vi co thé chinh stra hién tai, chon né
trong Ranges unlocked by a password when sheet is

protected > click Modify.
. Dé x6a mot pham vi co thé chinh stra, chon nd trong Ranges

unlocked by a password when sheet is protected, roi

click Delete.
4. O box Title, nhap tén pham vi ban mudn mé khoa.
5. Trong Refers to cells, nhip diu bang (=), rdi g tham chiéu pham
vi ban mudn mé khoa.
Ban ciing c6 thé click nut Collapse Dialog, chon pham vi trong
worksheet, rdi click Collapse Dialog lan nita dé tr& vé box hoi thoai.
6. Bé truy cap bang mat khau, trong box Range password, nhap mat
khau cho phép ban vao pham vi do.
Ban tily chon dit mat khau khi dinh sir dung céc quyén truy cap. Dung
mat khau cho phép ban thay danh tinh cta nhiing ai c6 quyén chinh
sira pham vi.

7. Bé cap quyén truy cap, click Permissions, roi click Add.
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8. Trong Enter the object names to select (examples), nhap tén

ngudi dung ban muén cho phép chinh stra hanh vi.

Mudn biét tén ngudi dung nén nhap nhu thé nao, click examples. Pé
xac thuce tén chinh xac, click Check Names.

9. Click OK.

10. Bé chon quyén cho ngudi ding ban chon, trong Permissions,
chon hoic bo tich Allow hay Deny, r6i click Apply.

11. Click OK 2 1an. Néu duoc nhic nhap mat khau, hiy 1am theo.

12. Trong box Allow Users to Edit Ranges, click Protect Sheet.

13. Trong danh sach Allow all users of this worksheet to, chon cac
nhan t6 ban mubn ngudi dung c6 thé thay doi.
14. Trong Password to unprotect sheet, nhap mat khau, click OK,
roi g0 lai mat khau dé xac nhan no.
o Tuy chon mat khau. Néu khong cung cip mat khau, moi ngudi
dung déu c6 thé bo bao vé trang tinh d6 va thay d6i cac nhan t6

lién quan.

. Dam bao ban chon mét khau d& nhé. Néu mat mat khau, ban
khong thé xem céc nhan t6 duoc ma hoa trong bang tinh.

« Néu mét 6 thudc vé nhiéu pham vi, ngudi ding c6 tham quyén

s& chinh stra dugc bat ky pham vi ¢6 thé thay doi trong 6.
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« Neéu ai do6 c¢6 gang stra nhi€u 6 cung luc khi ho c6 quyén chinh
stra mot s0 0, khong phai toan bg 6, ngudi do s€ dugc nhac stra

lan luot timg 6.
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Bai 36: Cac kiéu dir liéu dworc lién két

Chuyén d0i text sang mdt kiéu dir liéu dworc lién két
trong Excel (Xem truarc)

Lwu y: Cac kiéu dit liéu ban thay trong ribbon & video trén c6 thé

khac nhau tuy theo thong tin trong Excel.

Nhan dir liéu dang tin cdy trong workbook Excel vé cac chu dé nhu
thanh phd, am thuc, dong vat... chua bao gio dé hon thé. Vi cac kiéu
dit liéu duogc lién két, ban c6 thé chén va lam viée voi dit lidu x4c thuc
tir cac nguon online dang tin ciy. Microsoft da hop tac véi Wolfram
Alpha dé cung cap nhiing s6 liéu va thyuc té tha vi, phong phu lién
quan t6i hang loat chu dé khac nhau ma ban c6 thé str dung hoic 1am

moi lai nhung khong can phai thoat Excel.

Luu y: Cac kiéu dir liéu duoc lién két tir Wolfram Alpha hién chi c6
san trong Excel cho nguoi dung ding ky Microsoft 365 v&i ngdn ngit
chinh stra bang tiéng Anh dugc thém vao Office Language
Preferences. Microsoft s& phat hanh dan dan tinh ning nay. HIén né da
c6 san trén Excel cho Web. Bé dung cac kiéu dir liéu trong app Excel

desktop, ban phai vao kénh Preview cua Insiders.

1. Trong workbook Excel, nhap ndi dung cu thé vao tung 6. Ban nén

nhom cac chu dé vao chung mot cot voi hang tiéu de.
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Meo: Ddi véi cac kiéu dir liéu nhu am thuc hay hoat dong (khong co
san trong Excel cho web), ban c6 thé b6 sung nodi dung mudn chuyén
d6i dé nhan duoc két qua cu thé hon.
. Kiéu dir liéu vé am thyc: Bao gém céc bd sung nhu s6 lugng.
. Kiéu dir liéu hoat dong bao gdm nhirng bo sung nhu thoi gian
hodc dic diém thé chat dé nhan két qua vé lugng calo di tiéu
thu duoc.
2. Chon céc 6 d6 va t6i Insert > Table dé chuyén d6i bang. Tich 6 My
table has headers néu d thém chung.
3. Chon text mudn chuyén doi trong bang. Téi Data va trong
nhom Data Types, chon Automatic. Néu thady@trong 0, ban phai
dung bo chon dit li¢u dé xac dinh kiéu thong tin mong mudn.
Meo: Néu di biét can dung kiéu dir liéu nao, ban ¢6 thé chon no tur
thu vién tha xuéng. Hanh dong nay c6 thé gitp Excel khdp ndi dung

t6t hon va truy xuat dit liéu chinh x4c.
Str dung Data Selector dé xac dinh kiéu dir liéu

Pé chuyén d6i kiéu dir liéu, Excel tim kiém két qua phu hop giita cac
gia tri 6 va nha cung cap co so dit liéu. Néu c6 két qua thich hop, ban
s& thdy mot icon kiéu dir liéu trong 6 dé biét no da duoc chuyén doi
thanh céng. Néu thdy @), bang Data Selector - Bo chon dir liéu mo,

Excel can su tro giip cua ban dé chon kiéu dit liéu phu hop.
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.....

Trong Excel cho web, ban co thé chon tab Data Type 5% hoac Help

1. Trong bang Data Selector, danh gia két qua va chon ndi dung ban

O bén phai dé di€u hudng gitra cac bang.

can.
Khoéng thay két qua ban can? Ban can diéu chinh cac diéu khoan dang
dung dé tim kiéu dir liéu. Ban c6 thé lam viéc ndy qua tim kiém trong
bang Data Selector. Hay tan dung nhirng meo sau:
. Pam bao text duoc viét dung chinh ta va mdi diéu kién nam
trong 0 riéng cua no.
. Thir dung cac diéu khoan giéng nhau va thay thé. Vi dy, nhap
bridge thay vi overpass.
« Chon cac thuat ngit khac néu c6 thé.
Luwu y: Néu khong thé tim thay két qua, hay kiém tra céc kiéu dit liéu
dugc lién két ¢6 san.
2. Sau khi chon mot két qua, Data Selector sé& chuyén sang két qua
can duoc xac nhan tiép theo.
3. Khi tat ca céc gia tr1 60 duoc lién két t&i mét kiéu dir liéu, Bo chon

dir liéu s€ dong va gio ban co6 thé xem thé va chén dir ligu.
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Xem va chén dir liéu tir mot kiéu dir li€u

Céc kiéu dir liéu nam giit rat nhiéu thong tin ma ban c6 thé xem hoic
thém vao bang tinh bat ky luc ndo. Sau khi chuyén d6i mot kiéu dit
liéu, ban c6 thé mé cac thé xem trude thong tin co thé thém vao

workbook.
1. Chon kiéu icon dir liéu trong 6 dé mo thé dir liéu.

2. Cuodn qua thé do d€ xem cac truong va gia tri ban c6 thé lam viéc

cung.

2 o % “ s : T
3. Tro qua bat ky gia tri ban muon cheén va chon icon Insert Data 5 :
Excel s& tu dong chén dit liéu ctia ciing truong dé cho cac kiéu dir liéu
khac trong cot ciia mot bang.
Meo: Néu chon 6 kiéu dir liéu, icon Insert Data xuét hién va ban ¢
thé nhanh chong chon cac truong dé thém cot dir liéu.
4. Néu can update thong tin méi nhét cho cac kiéu dit liéu, t5i Data >
Refresh All
Chuyén doi text sang kieu dir li€u to chire
Ban khong chi co thé nhan dit liéu theo chii dé nhu thanh phé, am
thuc, ching khoan... ma con ¢c6 thé c6 duoc cac kiéu dit liéu dit lidu

do t6 chirc cung cip qua Power BIL. Ban c6 thé xem cac thé kiéu di

ligu dé nhan duoc thong tin cu thé vé dit liéu duge chuyén doi va trich
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xut nd sang workbook. “Refresh” dé cap nhat dir li¢u va xem dit li¢u
Power BI ma khong can phai thoat Excel.

Lwu y: Dé truy cip va sir dung cac kiéu dir liéu tir Power B, ban phai
dap tmg nhirng yéu cau dudi day. Néu di 1am nhung van khong thay
tinh ning nay, hay lién hé véi quan tri hé thong dé nhén tro giup.
. Nguoi dung Excel trong to chirc dang ky Microsoft 365 va
Power BI Pro.
. Thém ngdn ngit chinh stra tiéng Anh vao Office Language
Preferences.
. Kich hoat céc bang Power BI trong Power BI cho céc kiéu dit
liéu & Excel va ban c6 quyén truy cip chung.
« Quan tri Power BI ctia ban da kich hoat cac bang noi bat trong
t6 chirc.
1. Trong workbook Excel, nhap text nhan dang cu thé vao timg 6 riéng
bi¢t. Vi du, nhap tén nhan vién vao mdt cdt riéng.
2. Chon 6 va t6i Insert > Table dé chuyén doi bang. Tich 6 My table
has headers néu da thém ching.
3. Chon text dé chuyén d6i trong bang. Téi Data va trong nhom Data
Types, m& menu tha Xuéng va chon kiéu dit liéu tir td chirc cua ban.

Meo: Co6 hai vi tri ban co thé chon kiéu dit liéu trong td chire:

Nguon: Download.vn 420


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguoén bai: Chuyén muc Kién thire Vin phong

. Data types gallery trong From your organization: Ban s€ tim
thay t6i da 10 kicu dit liéu c6 sin, cac bd dit liéu uu tién duoc
danh diu certified & promoted trong Power BI.

« Chon More from your organization hoac
nat Organization trong thu vién (c6 sdn & mot s6 phién ban
cua Excel): Thao tac nay m¢& bang Data Selector va hién toan

bo kiéu dit liéu c6 sin cho ban tir Power BI.
Dung bo chon dir liéu deé xac dinh cac Kki€u dir li€u co
to chirc
Pé chuyén doi kiéu dir liéu tir to chirc, Excel tim kiém su trung khép
gilta cac gia tr1 6 va dir liéu Power BI trong kiéu dir liéu lya chon tur
thu muc hoac bang. Néu co su trung khop, ban sé théy mdt icon kiéu
dir liéu trong 6 d6, cho biét né da duoc chuyén do6i thanh cong. Thay

\ 14 /( /( "-:-H' \ 2 2 /‘\ *r
vao do, néu thay'Z/va bang Data Selector md, Excel can su trg giup

ctia ban dé chon kiéu dit liéu phu hop.

M¢o: Trong Excel cho web, ban co thé chon tab Data

Type hoic Help ¢ bén phai dé diéu hudng giita cac bang.
1. Trong Data Selector, xem lai két qua va chon mét két qua phu hop.

2. Sau khi chon két qua can thiét, Data Selector s& chuyén sang két

qua can nhan dién tiép theo.
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3. Khi toan bg céc gia tri dugc lién két vd1 mot kieu dit liu, Data

Selector s& dong va gio ban c6 thé xem thé & chén dir lidu.

Data Selector v X

O

A2  que X

Data Type: Customers Change

Select a matching result. To view more results, select
Change to specify a data type or modify your search.

Que Delicia
QUEDE

Select

Queen Cozinha
QUEEN

Select

Nguén: Download.vn 422


https://download.vn/thu-thuat-van-phong
https://download.vn/

Nguoén bai: Chuyén muc Kién thire Vin phong

Xem va chén dir liéu tir mot kiéu dir liéu ciia to chire
Céc kiéu dir liéu nam giit rat nhiéu thong tin ma ban c6 thé xem hoic
thém vao workbook bat ky luc ndo. Sau khi chuyén doi sang kiéu dix
liéu, ban c6 thé mé cac thé xem trude thong tin co thé thém vao
workbook do.
1. Chon icon kiéu dir liéu t6 chirc trong 6 dd chuyén doi dé mo thé dir
liéu.
2. Cudn qua thé dé xem céc truong va gia tri ban co thé 1am viéc cung.
3. Tro qua gia tri bat ky ma ban mudn chén va chon icon Insert Data.
Excel sé& tu dong chén dir liéu cta cing truong d6 cho kiéu dit lidu
khac trong cot ciia mgt bang.
Meo: Néu chon mét 6 chira kiéu dit liéu, icon Insert Data hién trén
khung ludi va ban c6 thé nhanh chong chon céc truong dé thém cot dit
liéu.
Lam m¢i dir liéu tir Power BI
Dir liéu khong cap nhat tu dong trong Excel, vi thé, ban nén lam mai
lai workbook sau khi md n6 d¢é dam bao co dit liéu Power BI méi
nhat. Ban c6 thé lam méi dit liéu theo hai cach:
« T&1 Data > Refresh All: Thao tac nay s€ lam méi toan bo lién

két va bo dit licu trong workbook.
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« Click chudt phai vao kiéu dit liéu > Refresh: Thao tac nay sé
lam méi dix liéu cho b dit liéu cu thé.
Luu y: Nguoi khac c6 thé 1am méi dir liéu trong Excel néu ho c6
quyén truy cap tinh ning nay va bo dir liéu Power BL. Néu khong, ho

s& chi ¢ quyén truy cap dir liéu trude d6 da luu vao file nay.
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