MICROSOFT EXCEL 2007-2010
Cap nhat ngay 9/4/2019

Bai 1: CAC THANH PHAN CUA MICROSOFT EXCEL
1. Khéi dong va thoat

1- Khéi dong cé nhiéu cach. Thoat cé nhiéu cach: Close (x) hoic File > Exit hodc Ctrl+F4

(thoat book) hay Alt+F4 (thoat chuong trinh).

2. Giao dién

e Thanh tiéu dé _

e Thanh thé Ribbon (Thé 1énh): Dé an/hién gd Ctrl+F1

e Thanh dia chi va cong thirc: HOp tén 6 hién thoi va Hop cong thuc, tén ctia 6 1a ghép tén cot va tén hang, vi
du: D12 tirc 1a 6 ¢ c6t D va hang 12.

e H¢ thong Ribbon
- Khéc voi Word 1a c6 thém 2 thé: Formulas va Data.

e Vung xir ly dir li€u cé
- Dong céc tiéu dé cot: tr A, B, ..., XFD (ttrc 16384 cot).

- Cot ot tiéu dé hang: tir 1 dén 1048576.

e Thanh cac thé sheet (dw6i day): Sheetl, sheet2 ,.... Ta co thé ddi tén sheet, thanh tén goi nho. Ta ciing co
thé chén thém mot [vai] sheet hodc x6a mot [vai] sheet. Co thé sao tir sheet niy sang sheet khac! Ta ciing co
thé di chuyén (kéo tha) mot sheet di sang vi tri khac trén thanh céc thé.

¢ Thanh trang thai.

Bai 2: SOAN THAO VA CHINH SUA BANG TINH

1.

Soan thao bang tinh

1- Mé van ban méi: File > New > Create > Kich dup vao Blank WorkBook hoéac Ctrl+N.

WorkBook dich la Quyén s6 ké toan, con WorkSheet 1a mot bang tinh. Trong phién lam viéc ¢6 thé mo cing
lac nhieu WorkBook.

2- M van ban cii: Nhiéu cach. Khi mé vén ban cii dang nao thi khi luu tré lai n6 van & dang do.
3- Nhap van ban (bat dau go!): Biét cach dung cac phim Enter, Shift, CapsLock, Ga sai thi dung nat

Undo hay Redo nhu Word. G d4u chir Viét nhu Word.

4- Thiét 1ap tiéu chuan dinh dang (France (Belgium)) va nuge (Viet Nam) qua Control Panel.

Nhip chudt vao 6 hodc khung cong thirc dé gé dit liéu vao. Mudn sira ndi dung 6 nao ta cé thé nhay
dup vao 6 d6 hodc nhap don vao khung cong thirc, ding ban phim két hop chudt dé sta.

Nhap xong dir li€u, ta chon cac 6, cac vung 6 dé chinh stra thém, nhép chuot phai, hién menu ra, chon
cac viéc dé dinh dang cho ding va dep!

Céc ndi dung vian ban ta ding chudt két hop véi ban phim va lam giéng nhu trong Word.

5- Soan xong, luu vao dia nhu trong Word. Bang tinh méi c¢6 dudi ngam dinh 1a *.xIsx, con luu trong cac phién

ban cii 1a *.xIs. Ta c6 thé dat 1ap mat khau hay dat ché d6 ty luu sau mdi may phat do minh dit nhu Word.

Thuc hanh 1: (Danh sach hgc sinh 16p Tin)

DANH SACH HQC SINH LOP TIN HQC

STT | Ho va tén Tinh Dién thoai Dia chi Gia dinh
Nguyén Thu Hién Anh Bic Giang 0240872091 | Khu 1, tt. Thing, Hi¢p Hoa
Neuyan Manh Twéng | Bic Giang 0240881601 | Nghia H, Luc Ngan
Dinh Ngoc Pirc Bac Ninh 0241776256 Binh Dinh, Luong Tai
Yéu cau..

Sau d6 tao ra thém 2 sheet: mot sheet theo tht tu tén ABC, mot sheet theo tht tu s6 dién thoai tang din, ma van ké

khung nhu ci.




Thuc hanh 2: (Bang ké chi phi hang héa nhap)

Stt | Tén hang S6 lwgng | Pon gia | Thanh tién | Phi Van tai | Thué nhip | Téng chiphi | Ty 1& %
1 | Phéan kali 5 50
2 | Cacao 6 60
3 | Sira tinh tinh 4 70
4 | Phan doi 2 60
5 | Sitakhi 11 90

Thanh tién = S lugng * Pon gia. Phi van tai = 4% * Thanh tién. Thué nhap = 2% * Thanh tién.
Ty 1¢ 1a = bao nhiéu % so v6i tong cong chi phi cua cac mat hang. .
Sau d6 lam ra 2 sheet nita: Sap x€p theo Tén hang va sheet theo tong chi (gidm dan).

Thue hanh 3: (Bang theo dodi thu nhép)

STT | Ho Tén Hé sb Thu nhép Thué thu nhip Chu thich
1 Duong Hong Hanh 4,15
2 Nguyén Quang Minh 1,75
3 Nguyén Phuong Linh 0,25
4 Nguyén Thu Hién 2,92
5 Luong Van Ly 3,75

Luong co ban = 40000.

Ngay cong nam = 295.

Thu nhap = Hé s6 luong * Ngay cong nam * Luong co ban, 1am tron dén hang ngan.

Thué thu nhap = 10% * (Thu nhap — 1200000*12) néu Thu nhap > 1200000%12, trai lai thi = 0.
Sau d6 1am ra 2 sheet nita: Sap xép theo Tén va sheet theo Thué thu nhap (giam dan).

Thue hanh 4: (Giai phwong trinh béc hai ax’ + bx + ¢ = 0)

STT a b c delta S6 nghiém
1 20 13 12
2 13 4 0
3 1 7 12
4 -5 -1 1
5 1 4 4
Yéu cdu:

Phai dung cong thic tinh delta va ham if dé dua ra két luan vé sé nghiém..

Thwe hanh 5: (Quan ly khach san Thién Tan Loai A: 800k/ngay, B; 600k/ngdy, C; 450k/ngay)

STT | Ho tén khich Loai | Tirngay | Dénngay | >0 | PO" | 1idn thue
ngay | gia
1 | Nguyén Hoang Duyén A 13/01/98 19/01/98
2 | Tran Thi Thu Hing B 11/02/98 19/02/98
3 | HALam Nhung C 20/02/98 28/02/98
4 | Nguyén Thi Sang A | 03/03/98 09/03/98




Thue hanh 6: (Bang diém hoc ky 1 — 2 va ca nim)

stt | Ho va tén hsl hs2 | hs2 thi | tbkt | HK1 | Kétqua
1 | Ly Quynh Anh 9 9
2 | Nguyén Quynh Anh 7 10
3 | Vii Tram Anh 8 8
4 | Vii Huyén Anh 8 9
5 | Tran Quang Bach 9 8
6 | Nguyén Minh Chau 7 9
7 | Ly Phuong Chi 8 8
8 | Nguyén Thi Thanh Dung 8 8
9 | Nguyén Tién Diing 10 9
10 | Cao Thi Huong Giang 8 9
11 | Truong Thi Giang 8 9
Yéu cau: ) ) i )
Di@m héso 1 = s0 nhd hon trong hai S‘Iiém hé’sé 2, (min).
Diém thi = diém 16n hon trong hai diém h¢ s6 2, (max).
Diém tbkt = trung binh kiém tra v6i hé s6 tuong tmg.
biém HK1 = (tbkt*2 + thi)/3. )
Két qua = “Gioi” néu HK1 = 8, “Trung binh” néu HK1 =5 va con lai 1a “Kém”.
Lam thém ra mdt sheet nita sap xép theo thir ty di€m tir cao xuodng thap.
stt Ha vp t'n HK1 hsl hs2 hs2 | thi | tbkt | HK2 | TBCN | Xép thir
1 | Ly Quynh Anh 8 8
2 | Nguyén Quynh Anh 9 8
3 | Vi Tram Anh 8 8
4 | Vii Huyén Anh 7 8
5 | Tran Quang Bach 10 9
6 | Nguyén Minh Chau 9 8
7 | Ly Phuong Chi 9 8
8 | Nguyén Thi Thanh  Dung 8 8
9 | Nguyén Tién Diing 8 8
10 | Cao Thi Huong Giang 8 9
11 | Truong Thi Giang 7 10
Ha Nji, ngay 12/4/2018
Chui nhiém lop
i Nguyén Thi Hong Diép
Yéu cau:

Piém hé sb 1 = s6 nho hon trong hai diém hé s6 2, (min). Piém thi = diém 16n hon trong hai diém hé s 2, (max).
Diém tbkt = trung binh kiém tra véi h¢ s6 tuong tmg. Diém HK1 = (tbkt*2 + thi)/3.
Diém TBCN = (TBHK2*2+TBKH]1)/3. Biém TBHKI copy tir Thuc hanh 6 sang! (Paste dic biét).
Lam thém ra mot sheet nita: Thay HKCN bang danh gi4 tién bg hay thut 1ui: “Tién bo néu TBHK2>TBHK 1, “Thut
10i” néu TBHK2<TBHK, con lai thi khong viét gi ca.




Thwe hanh 7: (Lap bang ciru chwong)

1 2 3 4 5 6 7 8 9
1 1 2 3 4 5 6 7 8 9
2 2 4 6 8 10 12 14 16 18
3 3 6 9 12 15 18 21 24 27
4 4 8 12 16 20 24 28 32 36
5 5 10 15 20 25 30 35 40 45
6 6 12 18 24 30 36 42 48 54
7 7 14 21 28 35 42 49 56 63
8 8 16 24 32 40 48 56 64 72
9 9 18 27 36 45 54 63 72 81
Yéu cdu:
Yéu cau chi nhap mot 6 B2 roi dung chudt quét cho hét bang.
Thue hanh 8: (Bang thu tién dién thang 6/2014)
STT | Ho tén chii ho Chiso | Chiso | Bon | Thanh b0 | copg
cu mol gla tien
1 | Ngé Tién Quyét 75 535
2 | Nguyén Thi Hanh B 456 520
3 | Nguyén Thi Thanh 281 642
4 Nguyén Thi Huyén 655 705
5 Phan Thi Hanh 254 389
6 | Hoang Thi Tuyét 570 950
7 Nguyén Thi Thuay 898 910
8 | TaThi Toan 638 755
9 | Phung Thi Nga 244 375
10 | Tran Thi Bich Ngoc 346 755
11 | P4 Thi Huyén Thwong 763 495
12 | Doan Thi Phwong 432 600
Chii y:

Pon gia = 800d/kW. Thanh tién = (Chi s6 méi — Chi s6 cit)*Pon gia.

Néu s KW > 300 thi phat 100% (ctia Thanh tién), Trai lai néu > 200 thi phat 35% (ctia Thanh tién)

Con lai thi thoi khong phat gi ca. ] .
Lam thém 2 sheet nita: Sheet theo thtr tw Tén chi ho (ABC), va Sheet theo thu tw Cong dieém (giam dan).

Thue hanh 9: (Bang diém thi hk2 nim hoc 2003 - 2004)
BANG PIEM THI HOC KY Il NAM HOC 2001 - 2002

Diém cac mén

S en Lic . ” . r

Ho va tén o . : Ngo ai 2 biem Vi Xep

STT hoc sinh Van | Toan 21} ngir Tong TB tho loai

2 3 2 2

1 Anh 10 5 8 9 69 7,67 3 B
2 |Au 9 6 7 8 66 7,33 5 B
3 Binh 5 10 8 9 74 8,22 2 B
4 | Pai 8 7 6 7 63 7,00 6 B
5 Diing 7 5 6 7 55 6,11 7 C
6 Giang 4 8 5 6 54 6,00 8 C




7 Hung 6 5 4 4 43 4,78 10 D
8 Huwong 8 9 9 7 75 8,33 1 B
9 Van 7 7 10 7 69 7,67 3 B
10 | Yén 5 4 8 5 48 5,33 9 C
Diém trung binh cao nhét 8,33
Diém trung binh thdp nhét 4,78
Tbng s6 hoc sinh xép loai A 0
Tbng s6 hoc sinh xép loai B 5
Tdng sé hoc sinh xép loai C 3
Tdng sb hoc sinh xép loai D 1
Yéu cdu:
Nhap diém cac mon rdi tinh toan & cac 6 con lai.
Phén xép loai:
TB > 9 thi xép loai A, TB > 7 thi B, TB > 5 thi C, con lai 1a loai D.
Thuwc hanh 10: (Bang tinh tién dién)
BANG TiNH TIEN PIEN
STT K‘héch Khu Sf‘: S(":‘:. Dil:\h Tiéu Tién Thué Ptléi
hang vuc ci mé&i mirc | thu dién bao tra
1 Nguyén 3 436 630 150 194 102.700 5.135 107.835
2 Minh 2 307 450 100 143 79.400 3.970 83.370
3 Ding 3 410 509 150 99 44,550 2.228 46.778
4 Mién 2 160 230 100 70 31.500 1.575 33.075
5 My 1 171 205 50 34 15.300 765 16.065
6 Nam 1 468 500 50 32 14.400 720 15.120
Téng cong
Yéu cau:
Nhap 3 cot Khu vue, S6 cii, S6 mai, roi tinh:
Khu vuc 1 dinh mue 1a 50, khu virc 2 dinh mrc 1a 100 va khu vuc 3 dinh muce 1a 150.
Tién dién:
Néu s6 KW < dinh muc thi mdi KW gia 450 VND,
trai lai cir méi KW vugt mtc don gia 1a 800 VND, trong mirc van 1a 450 VND.
Thué bao 1a 5% Tién dién.
Phai tra bang Tién dién + Thué bao.
Thuc hanh 11: (Thu doi ngoai t¢€)
BANG TONG HOP NGOAI TE THU DOl TRONG NGAY
"I\‘I’?' Ty gia Ig"g STT | Khach hang :"é9°"?" ",\‘I’Ta' Tién VND
AUD 7.480 1 Nam 2.000 USD
DEM 6.346 2 Ha 600 FRF
FRF 1.892 3 | Diing 800 | GPB
GPB 20.308 4 Nguyén 900 uUSsD
JPY 120 5 Thao 50 JPY
USD 14.611 6 My 700 DEM
7 Dung 125 UsSD
8 | My 1.000 | CHD
Yéu cau:

Str dung cac ham : VLOOKUP(H3,$A$3:$B$8,2,0)*G3 va SUMIF($H$3:$H$9,"USD" $1$3:$1$9)

5




Tinh c6t tién Viét 14 tién ngoai té * Ty gi4 timg loai. Tinh tong sb tién Ngoai té timg ngay theo timg loai.

Thuc hanh 12: (Thanh toan tién lwong) - HLOOKUP

B C D
200000 100000 50000
TT | Ho ten Loai So cong Tien
1 | Tuan A 28 #N/A A khdéng c6 trong hang trén
2 | Anh C 25 2500000
3 | Hung D 17 850000 D>C se lay gia tri cuoi la 50000
4 | Thanh B 27 5400000
Tinh lwong ctia cac cdng nhan theo loai A,B,C,D biét bang lwong & dau dé
HLOOKUP(lookup_value,table_array,index_num,[range_lookup])
Ham HLOOKUP(x,Bang,Cot tham chiéu,Céach do)
Trong dd, x 12 6 khéa do, vi du: C8 (Loai clia cdng nhan Tuén)
Bang 14 bang mau (barem), bang lwong quy dinh vi du: $8$2:$D$4
Hang tham chiéu la hang cho gi4 tri twong (rng dé tinh toan tiép, Hang sb 3 ctia Bang
Trwdng hop Cach do = 1: Hang bén trén cla Bang phai tang dan, nghia la:
’  Néu x < Phan tt dau thi cho #N/A )
Néu x > Phan t& cudi cung thi lay gia tri tham chiéu cudi cung
Trwdng hop Cach do = 0 thi Hang bén trén khong nhét thiét phai theo thir tw ting dan.
Chi khi ndo x tring vé&i phan tlr ndo dé clia hang bén trén thi méi cho gia tri tham chiéu
Trai lai sé la #N/A (Not Available)
TT | Hoten Loai So cong Tien
1 | Tuan A 28 #N/A A khdng c¢6 trong hang trén
2 | Anh C 25 2500000
3 | Hung E 17 #N/A E khéng c6 trong hang trén
4 | Thanh B 27 5400000

2.An hién cac cgt/hang theo y minh

- B6i den cac ct/hang can 4n hién, nhay phai vao va chon Hide. Néu mudn hién ra ta boi den vung kha nghi an,
chon Unhide.

- Boi den céac cot/hang can loc > Dung phéu loc ¢ thé Dat nhom Sort & Filter. Nhiy w Danh dau kiém vao muc can
hién bo dau kiém & dir liéu khong can hién.

- Tim kiém theo cot/hang: Boi den cot > Find > gd tir khoa > Find Next . C6 thé kém theo thay thé!

3.Tién ich tiéng Viét cho Excel 2007 tré 1én

Vao trang http://khoia0.com, muc Sinh vién, & khu vuc Tham khao Thuc hanh Excel 2007-2010, tai file
TVEXCEL.xla vé dua vao folder C:\Program Files\Microsoft Office. Sau d6 mé Excel > Vao menu File > Excel
Options > Add-ins > Go > Browse > Dan dén C:\Program Files\Microsoft Office, kich file TVEXCEL.xla roi
OK, dé thiy Add-ins trén thanh thé Ribbon.

Khi nao can tach/gop hai cot Ho dém va Tén, hodc Sép Xép cac Tén chit Viét co diu thi chon cac dbi tuong va
nhay vao thé Add-ins > Nhay vao chit Tiéng Viét bén trai, chon cong viéc twong ing. Hay thir nghiém ngay!

4.Quan hé¢ giira Excel va cac phan khac cia Office

- Ta c6 thé copy mot phan hodc ca Sheet ctia Excel sang dan vao Word va nguoc lai, ciing c6 thé dan vao
PowerPoint nira. Trong Excel con nhiéu rat hay nhu biéu db ching han. Pic biét Tron vin ban rat hay!

- Nén vao Google tim thém dé hoc héi thém!

lightsmok@gmail.com


http://khoia0.com/

