Nghé Tin hoc 11 Microsoft Excel

BAI 1: TONG QUAT VE EXCEL

l. Khéi dong va man hinh excel :
1. Khéi dong excel :

- Céch 1 : Nhip vao biéu tuong ") Trén man hinh Destop .

- Céach 2: Start > All Programs - Microsoft office 2003 - MS Word

- Céch 3: Start > Run = Excel.exe
2. Man hinh lam viéc:

Thanh e dé — [ g
Thanh Menu chinh —> |®] fle Edt Yiew Insert Fomat Tooks Data Window Help Ag]_)g]
Thanhcongey — DB B L SRV | $BREC v - - &z £ 415G w0 -0
Thanh dinh dang — | aia 0. BIZIU EESE$%, 83 EE _-5-A,

Thanh cong thic — Al | =
A D E| IR NG Al E
1]
2
3 L
4 Tén cot
5
E Thanh cuén do¢c ——
Bing tinh —-)%~ - ]
5 Bang Thé tén
1:? -t|'nh - béng ’Ih?ll;l'lucl:gudn
5 hiéntal _Jinh
13
14 v
44> [\Sheeyt / shecta Sheets / T -HH
Thanh trang thii —> Ready [ Y I ] I
3. Mé mét tép trang méi :
Céch 1 : Nhap chuét vao biéu tugng D trén thanh Toolbar.
Cach 2 : An t6 hop phim Ctrl + N.
Céach 3 : Chon menu File » New....Workbook.
4. M¢ tép da ghi trén o0 dia :
=
Cach 1: Chon vao biéu tuong trén thanh Toolbar.
Céach 2 : An t6 hop phim Ctrl + O.
Céch 3 : Vao menu File - Open...
Look in: |__§ 2_¥LS files j @-~-3A1Q X -~ Tooks~
LS;] Dang_ky_mua_sach.xls
| Danh_Muc_Sach.xls
MyRecent | E]ps lop al.xls . r A
=l 1. Chon noti chira tép
9 gj]DS lop A3.xls .
L DSL_K49TH.xls ~ A 9
Desktop & ou_tru_mua_sach.xs 2' Chon t@p can mo
Lg;]I"M‘riem:is.xls
2\ & Tinh cach.xls
M D‘:J ¢
ly Documents A r
7 3. Bam nut Open
oL dé mo tép Bim nat
My Computer 21 -
' @ Cancel d¢ huy
e L S = lénhmo tép
Places Files of type: |A\I Microsoft Office Excel Files (*.xI*; *.xls; *.xt; *.htm; ‘j Cancel
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Nghé Tin Hoc 11 Microsoft Excel
5. Ghi tép vao o dia (Save)

C1.: Kich chuot vao biéu tugng Save E trén Toolbar.
C2: An t6 hop phim Ctrl+S.
C3: Vao menu File/Save.

- Néu tép da duoc ghi trudce tir trude thi 1an ghi tép hién tai s& ghi lai sy thay
d6i ké tir 1an ghi trude (cd cam giac 1a Excel khéng thuc hién viéc gi).

- Néu tép chwa duoc ghi 13n nao s& xuit hién hop thoai Save As, chon noi ghi
tép trong khung Save in, gd tén tép can ghi vao khung File name, 4n nit
Save.

6. Ghi tép vao 6 dia véi tén khac .

- Khi ghi tép véi 1 tén khac thi tép cii van tdn tai, tép mdi duoc tao ra cé
cung noi dung véi tép cil.

- Vao menu File/Save As...

Save As P

: Save in: I_) 2_¥L5Files LI 9 - Q X Cy Z3 -~ Tooks~
A lﬂ_]Dang_ky_nma_sath.x\s
‘) -’E}Danh_Mu:_Sach‘ xls
MyRecent  B]ps lop Al.xds

Documents 05 jop A2.xis
o 05 lop A3.x : P LA
B -i_]nsiﬁwm.ils L. ChOI'l no1 ghl tep
Desktop I‘——‘I_]Du,tru,mua,sach.xls

et ) (50 tén moi cho tép

\ I%]Tnh cach.xls
S
ocuments A [
. 3. Bam nut
9 Save dé ghi tép Bam nit
My Computer 2 .
) l Cancel dé huy
v LT ' 5 o= )" Iénh ghitép
Places Save astype: IMichstt Office Excel Workbook (*.xls) j Cancel

7. Thoat khéi Excel.
Céach 1: An to hop phim Alt + F4.

Cach 2 : Kich vao Close X bén phai man hinh Microsoft Excel.

Cach 3 : Vao menu File - Exit.

v' Néu chua ghi tép vao 6 dia thi xuét hién 1 Message Box, chon:
e Yes: ghi tép trudc khi thoat, [ '
e No: thoat khéng ghi tép,
e Cancel: huy Iénh thoat.

A Do you wank to save the changes vou made bo 'Bookl'?

Na ‘ Cancel |

Il.  Piachid va mién.
e Dija chi 6 va dia chi mién chu yéu duoc ding trong cac cong thirc dé 1y
dir liéu twong Gng.
e Pijachi 6 bao gom:
e Pia chi twong ddi: gom tén cot va tén hang. Vi du: A15, C43.
e Pia chi tuyét ddi: thém dau $ truéc tén cot va/hoic tén hang néu mudn cb
dinh phan dé. Vi du: $A3, B$4, $C$5.
e Dija chi twong ddi thay dbi khi sao chép cong thic, dia chi tuyét dbi thi
khong.
1. Vung (Range)
La tap hop nhitng 6 ké can nhau.
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Pia chi ving : 1a dia chi caa 6 dau va dia chi cia 6 cudi cach nhau bai dau :,
chang han G2:H8

- Home Insert Page Layout Formulas Data Review View Load Test Team
3 d Cut Times NewRom = 12~ | A" o7 ||= = =||® | | SiWrap Text General
53 Copy —
F'Evitk’. jFormatPainter /B £ U-~|H v|| &y - é'l 1= = =||:E £ EMEFQE GCenter~ || § = % 9 “{.—68
Clipboard iF} Font IF] Alignment IF] Number
| Chucva - e | M3 chikc vu
A B i D E F G H I

1
2 Ma chirc vo |Tén Chirc vo
3 N GP Gigm Déc
4 Ten vung Ving dit PGD Phé Gidm Déc
5 lie —>(TP Tnrong Phong
6 Ieu PP Phé Phong
7 CV Chuyén Vién
8 NV Nhan Vién
9
10

I1l.  LAM VIEC VOI BANG TIiNH:
1. Di chuyén dén 6 lwa chen trong bang tinh.
o Sir dung chudt : Nhan chuét vao 6 mubn chuyén dén.
o Sirdung ban phim : Di chuyén dén 6 lya chon.
-« T ol dich chuyén 1 6 theo huéng miii tén

- Page Up dich con tré 1én 1 trang man hinh.

- Page Down  dich chuyén xudng 1 trang man hinh.

- Home cot dau tién (cot A) caa dong hién tai

- Ctrl+—> ti cot cudi cung (cot 1V) cua dong hién tai.

- Ctrl+« t6i cot dau tién (cot A) caa dong hién tai.

- Ctrl+d t6i dong cubi cling (dong 65536) cua cot hién tai.
- Ctrl+1 t6i dong dau tién (dong 1) cua cot hién tai.

- Ctrl+ T+« t6i 6 trdi trén cung (6 Al).

- Ctrl+T+—> t6i 6 phai trén cing (6 IV1).

- Ctrl+{ +« t6i6 trai dugi cung (6 A65536).

- Ctrl+{ +—> t6i 6 phai dudi cing (6 1V65536).

- Ctrl+ Home Vé 6 Al (O dau tién caa bang tinh)

- Ctrl+End V& 6 cubi cling c6 chtra dir liéu cua bang tinh.

2. Lwa chon pham vi trong bang tinh.
S dung con chudt:
- Chon mét 6 : Nhan chudt tai 6 can chon.
- Chon 1 cdt hodc 1 dong : Nhan chudt tai tén cot (hoac sé dong)can chon
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- Chon nhiéu cét(hoic nhiéu dong) lién tiép nhau :
Nhén tai ddy chon cot

L= R T R O R

Nhén tai da
chondong ¢
9

10

11

12

- Chon lvung:
= Ré con tro chuét tir 6 dau dén 6 cudi cua ving.
= Chon 6 dau, nhan gitr phim Shift trong khi chon 6 cudi.
- Chon toan b bang tinh:
» Nhan chuét tai nat Selete All hoic Ctrl + A.
- Théi chon : Nhan chuét tai vi tri bat ki, nam ngoai pham vi da chon.

3. Doi tén bang tinh (Rename Sheet).
- Cach 1: Nhan nut phai chuot tai tén cua to bang tinh .

Insert...

Delete

Bename

Mowve or Copy...
g | View Code
2y Protect Sheet...

n , Tab Color [ 3
Tén cua
Sheet Hide
Select All Sheets
Sheetl | sh
- Céach2:

= Nhén chon to bang tinh mudn dbi tén.
=  Chon Iénh Format — Sheet — Rename
- Move or Copy Sheet : Sao chép trang bang tinh sang bang tinh khac.

4. Xoa bang tinh (Delete Sheet)
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- Click phai chuét Ién tén cua to bang tinh d6 ( Néu mubn x6a bo nhiéu to
bang tinh cung mot ldc, chon cac to bang tinh muon xo6a bo va nhan phai

chuot)
- Chon lénh Delete trén thuc don, hién thi ho théng bao sau :
Microsoft Office Excel \ - Iﬁ

l i, Datamay existin the sheet(s) selected for deletion. To permanently delete the data, press Delete.

[ Delete ] ’ Cancel l

o Chon Delete bang tinh sé dugc x6a bo khong khéi phuc lai dugc .

5. Cheén thém bang tinh.
- Click phai chuot Ién to bang tinh da chon, chon 1énh Insert trong thuc don.
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BAI 2 : THAO TAC PINH DANG NQI DUNG BANG TINH

- Cac thao tac dinh dang 6 dugc dinh dang vai cac nat chire nang trén thanh
céng cu Formating

+ Formatting

£ iE

0 .00
$ % 5 04

O-&-A-

BIUES==H

- Hop thoai Format Cells :

Murnber |.ﬁ.lignment | Fork I Baorder I Patterns | F‘rutectiu:unl
Cateqgory: ’-Sample

3.5

Murmber
Currency
Accounting General format cells have no
Date specific number Format,
Tirmne

Percentage

Fraction

Scientific

Text

Sperial

Custorn LI

Ok I Cancel

l. THAO TAC PINH DANG O :

o Céc dang biéu dién di liéu :
» General: dang chung
= Number: dang sé
= Currency: dang tién té
= Date: dang ngay thang
= Time: dang thoi gian
= Text: dang van ban
» Custom: dang nguoi dung ty dinh nghia
1. Biéu dién sé thyc :
Chon mdot 6 c6 chaa sb thuc
Trén thanh thuc don chon Format->Cells
Chon thé Number
Chon muc Number trong danh sach Category
Nhép chon 6 Use 1000 Separator(,)
Nhip OK dé két thuc

TP oo TR
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2. Biéu dién sé liéu dang ngay thang.

a.
. Chon 6 c6 dit liéu ngay thang mudn dinh dang lai
. Trén thanh thuc don chon Format->Cells

. Chon thé Number

. Chon muc Custom

Khi mac dinh 1a ngay/thang/mam (mm/dd/yyyy hoac mm/dd/yy)

Nhép dinh dang hién thi méi trong hop Type, vi du: dd/mm/lyyyy
Nhip OK dé két thuc

3. Biéu dién so liéu dang tién té.

u
f.
u

b
C
d
e
f.
g.
a
b
C
d
e

. Chon 6 c6 dix liéu s6 muédn dinh dang tién té

. Trén thanh thuc don chon Format->Cells

. Chon thé Number

. Chon muc Custom

. Nhap dinh dang hién thi méi trong hop Type, vi du: #,##0.00[$VND]

Nhap OK dé két thuc

4. Biéu dién so liéu theo dang phan trim.

a.
b.
C.

Nhan nut % trén thanh cong cu
Str dung nut Increase Decimal dé ting s xuat hién sau dau thap phan
Hoic Decrease Decimal dé giam s6 xuat hién sau dau thap phan

o 4.0 00
oa An+.0

Il.  CAC THAO TAC PINH DANG O CHUA VAN BAN.

1. Thay ddi kiéu chi, c& chir, dang chi.
a. Chon cac vung cd dit liéu muén dinh dang nhu nhau
b. St dung céc nat trén thanh Formating
c. Hoac trén thanh thuc don chon Format = Cells, chon thé Font
d. Céc thao tac con lai hoan toan twong tu trong MS-Word
2. Thay d6i mau chi.
a. Chon cac vung c6 dit liéu mudn dinh dang mau chir nhu nhau
b. St dung céc nat trén thanh Formating
c. Hoac trén thanh thuc don chon Format = Cells, chon thé Font
d. Thay d6i mau trong muc Color
e. Céc thao tac con lai hoan toan tuong ty trong MS-Word
3. Thay d6i mau nén cho 6.
Chon céc vuing c6 dit liéu mudn dinh dang ciing mau nén
Str dung nat Fill color trén thanh Formating
Hoac trén thanh thuc don chon Format = Cells, chon thé Patterns
Thay d6i mau trong bang Color
Chon mau hoa vin trong muc Pattern
Nhan OK dé két thuc

=
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4. Sao chép dinh dang 0. ,
a. Chon 6 c6 dinh dang muon sao chép

b. Nhan nat Format Painter |

o

Con tr chudt chuyén thanh biéu tuong chdi quét son d}lﬁ
. Quét vao 6 hoac vung 6 muon &p dung sao chép dinh dang nay

o

5. Dat thugc tinh Wrap Text cho 6.

Cho phép hién thi di liéu bang nhiéu dong

Chon 6 hozc ving 8 muén thiét dat

Trén thanh thuc don chon Format - Cells, chon thé Alignment
Trong phan Text control, nhap chon 6 Wrap Text

Nhan OK dé hoan tat

Format Cells

Murnber | Alignment Fort

® o0 o

Text alignment

Horizontal:

General w

bay la mot cong cu cho phép
Battom 3 tu dcz)ng, xuong dor]g trong
mot 0 néu nhu dir li€u nhap

Texk contral %QO vuot qua do rong 0

Vertical:

[] Merge cells
Right-to-left

6. Xoa bé dinh dang 6.
a. Chon & hoic viing 6 mudn x6a bo dinh dang
b. Trén thanh cong cu chon Edit = Clear - Format
7. Can vi tri chir trong 0.
a. Chon 6 hoac viing 6 muén can chinh
b. Str dung cac nut trén thanh Formating dé cin theo chiéu ngang cua 6
c. Hoac trén thanh thuc don chon Format = Cells, chon thé Alignment
= Can chinh theo chiéu ngang trong hop Horizontal
= Cin chinh theo chiéu doc trong hop Vertical
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8. Hoa nhap day 6.
a. Hoa nhap diy 6 dé tao tiéu dé bang biéu
b. Chon céc 6 lién nhau mubn hoa nhap
c. Nhan ndt Merge and Center trén thanh Formating
d. Hoac
e Hoac trén thanh thuc don chon Format = Cells, chon thé
Alignment
« Nhép chon & Merge cells
e Nhin OK d hoan tat

Format Cells

Mumnber | Alignment | Faonk Border | Patterns || Praoktection

Text alignment Orienkation

Horizontal: * .

| zeneral v | *

Yerkical: o=

| Biakkarm b |

Ll i e |

Texk cankral *

[ shrink ta fit Degrees

Merge cells
Right-to-left

Text direction:

| Context b

[ K ] [ Cancel

9. Thém dwdng vién bing hgp thoai Format Cells
a. Chon 6 hoac vung 6 muon thém vién
b. Trén thanh thuc don chon Format = Cells, chon thé Border
e Chon kiéu nét trong hop Style
e Chon mau duong trong hop Color
e Chon mét dudng vién cu thé dé ap dung trong hop Border
c. Nhan OK dé két thiic
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BAI 3: CONG THUC VA HAM

I. Tao lap cong thirc.

B C4c phép toan so sanh
B Lon hon: >
B Nho hon: < ‘
B | 6n hon hoac bang: >=
B Nho hon hodc bang: <=
B Khac (khdng bang): <> ’

B Mic d6 uu tién cua cac phép toan giong nhu thir tu da hoc trude day

I1. Nhin biét va sira 15i.
#it##: khong du do rong cua 6 dé hién th,
#VALUE!: dit liéu khong dung theo yéu cau cua cdng thirc
#DIV/Q!: chia cho giatri 0
#NAME?: khong xac dinh dugc ky tu trong c6ng thac
#N/A: khong c6 dit liéu dé tinh toan
#NUM!: dir liéu khong dung kiéu sb
= Sira lgi cho phu hop vdi yéu cau
1. Mot sé ham toan hoc thong dung trong excel .
E HamIa dang cong thirc da duoc xay dung sin dé giup nguoi sir dung tinh toan nhanh hon.
Tat ca cac Ham déu c6 dang tong quét
Tén ham(Céac tham s6)
Tham s : 0, 1 céng thirc, 1 ham khac
1) Nhém Ham Sé:
1) Ham ABS: Lay gia trj tuyét doi cia mot s6
CU phép: ABS(s6)
Vidu: =ABS(-5)=5
2) Ham INT: LAy phan nguyén ciia mot s6
CU phép: INT(S6)
Vi du: =INT(8.6) =8
3) Ham Mod: Lay phan du ciia phép chia

CU phép: MOD(Sb bi chia, Sé chia)
Vi dy: =Mod(7,3) = 1
4) Ham Round: Lam tron sb
CU phép: Round(Sé can lam tron, Sé 1é)

- S 16 >0: Lam tron vé phia bén phai du thap phan

- S 1¢ <0: Lam tron vé phia bén trai dau thap phan

- S6 1¢ = 0: Lam tron hang don vi

Vi du: =Round(15.3524,2) = 15.35
=Round(15268.534,-3) = 15000
=Round(15.813,0)=16

5) Ham SORT: Liy cin bac 2 cia 1 s6

Cu phép: SQRT(s0)
Vi du: =SQRT(16) = 4
6) Ham VALUE: Déi kiéu di liéu chudi 1a ki s6 thanh sb
CU Phéap: Value(Chuéi ki s6)
Vi du: =Value(“123”)= 123
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I1) Cac Ham théng Ké

1- Ham AVERAGE: Tinh trung binh cong cua cac s6
CU phép: AVERAGE(s6 1, 56 2, ...)
Vidu: = Average(4,6,8,10) =7

2- Ham COUNT: Pém céac phan tir kiéu sd
Cu phap: COUNT(giatri 1, giatri2,...)
Vi du: =Count(2, “sd”,4,7, “cv’) =3

3- Him COUNTA: Bém céc phan tir khac tréng
Cu phép: COUNTA(giatril, giatri2,...)
Vi du: =COUNTA(2, “a”,5, “c”,6)=5

4- Ham COUNTBLANK: Bém cac 6 chua c6 dit liéu
CU phap: COUNTBLANK(gia tri 1, gia tri 2, ...)
Vi du: =CountBlank(2, “”,5, “”,6)= 2

5- Ham MAX,MIN: Ly s6 16n nhat hodc nho nhat
CU phép: MAX[MIN](s6 1, 56 2, ...)
Vidu: =Max(3,6,23,8)= 23: =Min(3,6,23,8)= 3

6- Ham SUM: Tinh tong céc sé

CU phép: SUM(sb 1,56 2, ...)
Vi du: =SUM(3,5,7,4)=19

7-Ham RANK: Tra vé thir hang
Cu phap: RANK(6 cin xép thié hang, Pham vi, Order)
Order = 0:0 gia tri s6 16n nhat xép hang 1
Order =1: O gi4 tri s6 nhé nhat xép hang 1

A B C
1 3 5 9
2 1 6 4
3 2 7 8

I11) Nhém Ham xir ly chudi

1- Ham LEFT: L4y céc ki ty phia bén trai chudi
CU Phép: LEFT(Chudi, sb ki tw can ly)
Vi du: =LEFT(“TP_HCM”,2) > “TP”

2- Ham RIGHT: L4y cac ki tu phia bén phai chudi
CU Phéap: RIGHT(Chudi, sb ki tw can lay)
Vi dyu: =RIGHT(“TP_HCM”,2) > “CM”

3- Ham MID: LAy s6 ki ty tir vi tri bat dau dén vi tri két thic
CU phap: MID(Chudi,sé bt dau,sé ki ty can ldy)
Vi du: =MID(“TP_HCM”,4,2) > “HC”

4- Ham UPPER: Béi chudi thanh chir Hoa
CU phép: UPPER(chubi)
Vi du: =UPPER(“Ié van”) > “LE VAN”

5- Ham LOWER: Déi chudi thanh chir thuong
Cu phéap: LOWER(chubi)
Vidy: =LOWER(“LE VAN”) = “I¢ van”

6- Ham PROPER: Pdi ki ty ¢au mdi tir thanh chir Hoa
CU phép: PROPER(chudi)
Vi dy: =PROPER(“LE VAN”) = “Lé& Véan”
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7- Ham TRIM: Cit b6 cac khoang trang ¢ hai dau chudi
Cu phap: TRIM(chudi)
Vidu: =Trim(“ L& Van ”)-> “Lé Van”
8- Ham Len: Lay chiéu dai chudi
Cu phéap: LEN(chuéi)
Vidu =Len(“TP_HCM™) > 6

IV) Nhém Ham Piéu kién

1- Ham IF: Tra vé gia tri 1, néu diéu kién dung nguoc lai tra vé gié tri 2
CU phép: IF(Piéu kién, gia tri 1, gia tri 2)
Vi du: IF(C4>=5, “Pat”, “Khong Dat”)
2- Ham SUMIF: Tinh tong gia tri cac 6 trong ving 2 twrong tng cac 6 ving 1 thoa diéu kién
Cl phap: SUMIF(vung 1,”Piéu ki¢n”, viing 2)
Vi du: Dir liéu trong cac 6 nhu sau:
=SUMIF(ALl:A4,">5",B1:B4) = 22
3- Ham COUNTIF: Bém céc 6 thoa diéu kién trong ving
CU phép: COUNIF(vang,”Piéu Kién”)
Vi du:Count(Al:A4, “<57)=>1

A B
1 3 6
2 6 9
3 8 9
4 9 4

Ham IF dang phuc tap

Cu phép :

IF(Piéu kiénl, gia tri 1,IF( Piéu kién 2,gia tri 2, IF(Piéu kién 3,gia tri 3,..., IF(Diéu
kién n,gia tri n, gia tri n+1)))...

Vidu:

= IF(C4>=8, “Gidi”, IF(C4>=7,”Kha” IF(C4>=6,"TBKha” IF(C4>=5,"TB”,”Y¢u))))

IF LONG HAM AND HOAC OR
= [F(C4>=8, “Gioi”,
IF(AND(C4>=7,c4<8),”’Kh4”,IF(ANF(C4>=6,c4<7),”TBKh4”,IF(AND(C4>=5,c4<6),”TB”

14

,"Yéu”))))

V) Nhém Ham Ngay Théang

1- Ham Date: Tra vé sd tir tw ciia ngay theo nim thang va ngay chi dinh (dwoc tinh tir ngay
1/1/1900)
Cu phép: DATE (year, month, day)
Trong do:
- year: La con sb chi ndm c6 gia tri tir 1900 — 2078
- month: L& con s chi thang ctia nim
- day: La con sé chi ngay cua thang
Vidu: =DATE(2004,11,3)=38294
2- Ham DAY: Tra vé ngay (1 -31) trong thang twong (ing
Cu phép: DAY (serial_number)
Vidu: Viduy: 6 D2 chira dir liéu la ngay 11/04/2004
=DAY(D2)= 04
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3- Ham MONTH: Tra vé sb thang (1 — 12)
Cu phép: MONTH(serial_number)
Vi du: 6 D2 chira dir liéu la ngay 11/04/2004
=MONTH(D2)=11
4- Ham YEAR: Tra vé s nam (tir 1900 — 2078)
Cu phap: YEAR(serial_number)
Vi du: 6 D2 chira dir liéu la ngay 11/04/2004
=YEAR(D2) = 2004
5- Ham TODAY(): Tra vé s thir tu ciia ngay hién tai
6- Ham NOW(): Tra vé ngay thang nim va gio phdt cua hé thong
7- Ham WEEKDAY: Tra vé sb thi trong tuan
Cu phap: WEEKDAY (serial_number)
Vi du: 6 D2 chira dir liéu la ngay 11/04/2004
=WEEKDAY/(D2) la ngay th: 5
V1) Nhém Ham Logic
1- Ham AND: Tra vé True néu tat ca ddi sé 1a True, Tra vé False néu it nhat mot ddi s6 1a
False
Cu phép: AND(logicall,logical2,. . .)
Vi du: =IF(AND(E2>5,F2="A"),"Dau","Rét")

A B C D E F G
1 | Ho tén Toan | Ly Hoa Piém TB | Hanh Kiém Xép Loai
2 | Lan 5 8 4 567 | A bau
3 | Mai 2 4 5 367 | B Rt
4 | Cuc 4 9 6 6.33 | B Rt
5| Trac 2 4 7 433 | B Rot

2- Ham OR: Tra vé True néu it nhat mot ddi s6 1a True, Tra vé False néu tat ca cac doi s6 1a
False

Cu phép: OR(logicall,logical2,. . .)

Vi du:

=[F(OR(E2>5,F2="A"),"Dau","Rat")

3- Ham NOT: Tra vé gid tri 1a pha dinh cta biéu thuc diéu kién

CU phap: NOT(Biéu thirc Diéu kién)

Vi du: =IF(AND(E2>=5,NOT(F2="A")),"Dau","Rét")

VI1) Nhém Ham Tim kiém
1- Ham VLOOKUP: Ham nay tim kiém 1 gia trj trong cot bén trai cua vung dit liéu va tra
Vvé gia tri trén cot tha n néu tim thay, hoac tra vé #N/A néu khong tim thiy
Cu phép: VLOOKUP(Gtrij do tim, Vung Dliéu, n [,x])
Trong do:
- Gtrj do Tim: L& gia tri tim kiém trong cot bén trai cua ving di lidu
- Vung Dliéu: La viung chua dit liéu duoc tim kiém cho trude
- n: La sb thir ty cac cot trong vang dir liéu noi ma Ham Vlookup sé& lay gia tri tra ve,
n=1 chi cot dau tién, n=2 13 cot thir 2,. . .
[.X]: La gia tri logic, voi x = 0 thi tim kiém chinh xéc, x = 1 thi tim kiém gan ding
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2- Ham HLOOKUP: Ham nay tim kiém 1 gi4 tri trong hang déu tién cua ving di ligu va
tra vé gid tri trén hang thir n néu tim thay, hoac tra vé #N/A néu khéng tim thay

Cu phédp: HLOOKUP(Gtri do tim, Vung Dliéu, n [,X])

Trong do:

- Gtrj do: La gia tri tim kiém trong cot bén tréai caa ving dix liu

- Viing Dli¢u: La viing chira dir ligu dugc tim kiém cho truéc (ving dir ligu chira dia
chi tuyét doi) ’
- n: La so tha tu c&c hang trong vung dit liéu noi ma Ham Vlookup sé lay gia tri tra

vé, n=1 chi hang dau tién, n=2 la hang tht 2,. . .

[.X]: La gia tri logic, véi x = 0 thi tim kiém chinh xac, x = 1 thi tim kiém gan dtng

Vidu 1: =VLOOKUP(F3,$B$3:$C$6,2,0)

"4
Vidu 2: =HLOOKUP(F3,$B$3:$C$6,2,0)

Mahang |Tén hang STT | MansrsayHang |ia

X |Ximang 1|F St

A |Nhem 2| Béng 170

F o |sdt 3|x Xi mén 160

G |péng 4|A Nhopl 250
5|G 9éng 170
gla /Nnhom 250
7|x /" |ximang 160

F A G | X //

100 250| 170 Aeo
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