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LOTI GIOI THIEU

Véi long mong mdi gitp cho cdac hoc sinh, sinh vién, nhitng ngudi
c6 nhu cau tim hiéu, nghién ctu vé Microsoft Excel, nhitng ngudi dang
lam viéc c6 lién quan dén Excel, st dung Excel nhu mdt cong cu phan tich
va giai todn; ching t6i cho ra ddi cudn sich Excel trong phan tich kinh

t& ndy, nhim ddp tng dudc nhu ciu néi trén.

Nhim t6i muc tiéu ti€t kiém thdi gian cho cdc ddc gia, cudn sdch
nay dudc dudc trinh bay theo tirng van dé véi cdc thao tic tirng budc tirng
buSc mot; cdc doc gid chi viéc ngdi trén mdy va thuc hién theo cédc thao

tdc dugc mo ta theo tiing bai.

Trong phién bdn sdp t6i cla tai liéu ndy toi xin phép dudc giGi thi€u
mot vai ung dung ctia Excel trong quan 1y k€ todn va trong phan tich tai
chinh.

Pay 1a tip tai liéu dau tay cla ching, chic hin khong tranh khdi
nhitng sai sét, rit mong dudc sy déng gép y kién cla cdc doc gid, toi xin
trin trong cdm on cic y ki€n déng gép quy bdu cla doc gid dé€ cho cic
xuit ban sau s& hoan thién hon. Thu vé 232/6 V& Thi Sdu, Quan 3, Thanh
phd H6 Chi Minh.

Xin chin thanh cdm on.

Tp. H) Chi Minh, Ngay 01 Thang 08 Nam 2004

Phong mdy tinh Fulbright
In lan thit 2
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BAI 1. LAM QUEN VOI BANG TiNH

Excel 12 gi? P6 1a mot phan mém hay 12 mot chuong trinh tng dung, ma khi chay chuong
trinh ng dung nay sé& tao ra mdt bang tinh va bing tinh nay gitp ta dé dang hon trong viéc
thuc hién:

@ Tinh to4n dai sO

< Lap bang bi€u bdo cdo

@ V& d6 thi

@ St dung cdc loai ham s& trong nhiéu linh vuc tng dung
Vi nhiéu tng dung khac d€ gitp chiing ta c6 thé phan tich nhiu loai hinh bai todn khéic
nhau.

Mot s6 khdi niém co bdn:

o  Workbook: Trong Excel, mdt workbook 12 mot tdp tin ma trén d6 ban lam viéc
(tinh todn, v& dd thi, ..) va luu trit dit liéu. Vi mdi workbook cé thé€ chira nhiéu
sheet (bang tinh), do vdy ban c6 thé t§ chiic, luu trit nhiéu loai thong tin c6 lién
quan vé6i nhau chi trong mot tap tin (file). Mot workbook chia rat nhiéu worksheet
hay chart sheet tity thudc vao bd nhg clia mdy tinh.

o Worksheet: La ndi luu trit va lam viéc véi dit liéu, né con dugc goi 1a bang tinh.
Mot worksheet chita nhiéu 6 (cell), cdc 6 duge t8 chic thanh cdc cot va cdc dong.
Worksheet dugc chira trong workbook. Mot Worksheet chita dugc 256 cot va 65536
dong.

e Chart sheet: La mot sheet trong workbook, né chi chita mot d6 thi. Mot chart sheet
rat hitu ich khi ban mu6n xem riéng 18 tirng do thi.

e Sheet tabs: Tén cla cic sheet s& thé hién trén cdc ngin (tab) dit tai géc trdi dudi
clia cita s& workbook. D€ di chuyén tir sheet nay sang sheet khéc ta chi viéc nhap
vao tén sheet can dén trong thanh sheet tab.

1. M Excel, déng Excel, phéng to, thu nhé cita sé
1.1. MG Excel

Thao tc:
B1. Tir man hinh (ctta s8) chinh cia Window nhap chudt nit Start & gdc bén dudi
bén tay trdi
B2. Di chuyén chudt 1én trén dén chit Programs, roi di chuyén chudt sang phai,
sau d6 di chuyén chudt xudng dudi d&n chit Microsoft Excel thi dirng lai
B3. Nhap chudt vao biéu tugng Microsoft Excel - Gjao dién cta Excel nhu hinh sau

Canh Thac/ Thanh Thdi/ Thanh Phong 1 Microsoft Excel
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EA Microsoft Excel - Book1 (ol x|
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Hinh 1. Giao dién Microsoft Excel

1.2. Thu nhé cita sé Excel

Thao tic:
B1: Nhap chudt chudt vao nit =l trén ciing bén tay phai
Khi d6 ctta s6 Excel s& dugc thu gon lai thainh mot biéu tugng trén thanh Start

1.3. Phéng to ciia s

Thao téc:
Luu y: thao tdc nay chi thuc hién dugc khi cita s6 dang bi thu nhé

B1: Nhip chudt vao bi€u tugng thu gon ciia Excel trén thanh Start bén phia dudi
man hinh 28 Microsaft Excel - Bookl

1.4. Thoat khéi Excel:

Thao tic:

B1: Nhap chuot vao niit X/ hang trén ciing, géc bén tay phai

Minimize Restore Close

=181 x|

2. Thanh thuc don (Menu bar)

Canh Thac/ Thanh Thdi/ Thanh Phong 2 Microsoft Excel
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Khdi niém:

Thanh menu hay con goi 1a thanh thuc don. Hay hinh dung khi chiing ta m& Excel
cling giong nhu chiing ta nhap vao mot ban tiéc. Trong ban tiéc c6 nhiéu mén la thi
trong Excel ciing c6 nhiéu thao tdc, nhiéu trdo hap din. PE thudng thidc cic trd hap
din nay chiing ta phdi c6 thanh thuc don d€ xem va sau dé goi ra thudng thic.

J File Edit Miew Insert Format Tools Data  Window Help | WigtkewOz, 1 =2 x|
Hinh 2. Thanh thuc don

Trong sudt khéa hoc, chiing ta s& tif tif goi tiing mén c6 trong thanh thyc don ra dé
thudng thic. Hy vong dén cudi khéa hoc cdc Anh/Chi sé& thudng thitc hau hét cic
mon c6 trong thuc don.

3. Cac thanh cong cu
3.1 Thanh céac cong cu thong dung (standard bar)
Khéi niém:
Thanh cdc cong cu thong dung 13 mdt hang chita cdc bi€u tugng, nhu biéu tugng tao

tap tin mdi, bi€u tugng mé tap tin, luu tap tin, in 4n, xem trudc khi in va nhiéu biéu
tugng khac.

DRSS @Ry saRad - = &8 a2
Hinh 3. Thanh cdc cong cu thong dung (Stardard bar)

7

Luuy:
Khi ta dua chuot chi vio cdc bi€u tugng, thi trén bi€u tugng sé& hién 1én chit, bdo
cho chiing ta biét cong cu ma ta dang mudn st dung la gi. Khi muén st dung cong
cu d6 thi nhap chudt vio mot céi.

3.2. Thanh dinh dang (Formatting bar)
Khdi niém:
Thanh dinh dang 12 mot hiang chia cdc bi€u tugng, nhu bi€u tugng d€ chinh loai
font, bifu tugng chinh kich thuéc font, in cht ddm, in ch nghién va nhiéu biéu
tugng khac.

Hinh 4. Thanh dinh dang (Formatting bar)
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Luuy:

Khi ta dua chuot chi vio cdc bi€u tugng, thi trén bi€u tugng sé hién 1én chit, bdo
cho ching ta bi€t dinh dang ma ta dang mu6n sit dung 1a gi. Khi mu6n st dung dinh
dang d6 thi nhap chudt vao mot ci.

3.3. Thanh cudn doc, thanh cuén ngang
Khdi niém:
Thanh cudn doc va thanh cu6n ngang dugc goi chung 1a cdc thanh cuén (scroll

Canh Thac/ Thanh Thdi/ Thanh Phong 3 Microsoft Excel
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bars). Bdi vi man hinh Excel chi c6 thé hién thi (cho xem) mdt phin ciia vin ban
dang soan thdo, nén ta phdi dung thanh cuén doc dé xem phan bén trén hay bén dudi
vin bdn con ta ding thanh cuén ngang dé xem phan bén trdi hay bén phdi ciia vdin
bdn.

Nhén dang:

e Thanh cudn doc 1a thanh dai nhit, nim doc & bén 1€ phai; hai diu c6 hai miii
tén Ién va miii tén xudng; & giita c6 6 vudng d€ cudn man hinh 1én xudng.

e Thanh cudn ngang 1a thanh nim ngang, thi hai tit du6i man hinh d€m 1én. C6
hinh dang gidng thanh cudn doc, chi khdc 1a nim ngang.

|4
Hinh 5. Thanh cuén ngan

]

Thao tic:
~ N ~c A 2. e ~ N N . 2.
e Nhap vao miii tén sang trdi d€ cudn man hinh di sang trai.
~ N ~c A . R N N N .
e Nhip vao mii tén sang phai dé€ cuén man hinh sang phai.

3.4. Thanh Sheet tab
l4| 4| ® | #[5Sheetl ; Sheetz / sheet3 / Sheetd / Sheet
Hinh 6. Thanh sheet tab

Thao téc:
e Di chuyén qua lai giita cdc worksheet.

Nhap chudt 1én tén clia sheet trén sheet tab (Ctrl + PgUp hodc PgDown)
Déi tén worksheet

Nh4p phai chuot 1én tén sheet cin d6i tén & sheet tab, chon rename, go tén
mdi vao, xong nhan phim Enter.

Sép x€p thit ty cdc worksheet
Nhap trai chuot 1&n tén sheet can sip x&p va gift chuot kéo dén vi tri méi va
tha chuot.

Chen thém worksheet méi vao workbook
Vao thyc don Insert, chon worksheet

Sao chép worksheet
Nhap phai chudt 1én sheet, chon move or copy... dinh d4u chon vao hop
Creat a copy, xong nhap niit OK.

X6a mot worksheet

Nh4p phdi chudt 1én tén sheet cin x6a, chon Delete, nhap OK dé x6a.

4 Thém bét, mé rong hang, cot, xac dinh 6 trong bang tinh

4.1 Chinh d9 rong hang cot:
Khai niém:
Excel 12 mdt bing tinh véi cdc cot dude danh s6 bing chit A,B,C,D .v.v..va céc
hang dudc danh s6 1,2,3,4,.v.v.Nhu vay v6i mdt vi tri cdt cho trude va mot vi tri
hang cho truée ta c6 thé xdc dinh chinh xdc mot 6 trén bang tinh Excel.

Canh Thac/ Thanh Thdi/ Thanh Phong 4 Microsoft Excel
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Thao tdc: P& md rong hang hay cot, ta thuc hién:

B1: Dua chudt dén vi tri vach den 1a vdch ngin giita hai cot hay hang.

B2: Nhap va giit chudt (khong tha chudt ra).

B3: Dich chuyén chuot sang phai dé md rong hoit sang trdi d€ d€ thu nhé cot lai.
B4: Tha chuodt ra.

4.2 Thém bét s6 hang hay so cot

Thao tic:

Vdl: Thém mot cot D’ & truGe cot D:

B1: Dua chudt 1én 6 ¢6 chit D (ndim trén thanh chinh do rong cot).

B2: Nhip chudt phii' vao cot D (nhd nhdp chudt tring ngay 6 c¢6 chit D), khi d6
mot bang s€ hién ra.

B3: Nhap chudt vao chit Insert” .

Vd2: Trong trudng hdp mudn thém nhiéu cot trude cot D thi:
B1: Bua chudt vao 6 c6 chir D.

B2: Nhap va giit chudt, rdi kéo sang ngang.

B3: Nhap chuot phai.

B4: Nhip vao chit Insert.

Luu y: trong trudng hdp ta mudn x6a mdt cot thi thao tdc hodn toan tuong tu cho
cdc budc 1 va budc 2, tuy nhién trong budc 3 thi thay vi nhap chudt vao chir
“Insert” thi ta nhap chudt vao chit “Delete”.

! Chudt c6 hai phan: bén trdi va bén phai. Khi ta nhan phan bén phai 1 click chudt phai.
? Insert: ti€ng Viét nghia 1a chén vao, thém vao.

Canh Thac/ Thanh Thdi/ Thanh Phong 5 Microsoft Excel
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BAI 2. THAO TAC CHO BANG TiNH MGI

1. Nhap d li¢u

e Nhdp dit lieu
Mot 6 trong Excel c6 thé 13 dif liéu tho dudc gd vio hay mot cong thife lién két
tinh todn hay 1a mot ham. Sau day chung ta s€ lam quen v6i cdch nhap dir liéu tho
va cidch nhdp cong thiic vao mdt 6.

Nhdp dit li¢u tho

Thao tic:
B1. Nhap chudt vao 6 ma Anh/ Chi mudn nhap dit liéu vao.
B2. Panh vao dit liéu; c6 thé 1a s6 hoic chir.
B3. G6 vao phim Enter dé két thic viéc nhap dir liéu.

Nhdp cong thiic
Vi du: Anh / Chi muén 6 B2 sé& c6 cdng thiic bing 6 A2, khi d6

Thao tic:
B1. Nhap chudt vao & ma Anh/ Chi mudn nhap cong thic (6 B2)
B2. P4nh vao diu bing "=".
B3. Nhap chudt vao & dang mudn lién két cong thitc tinh todn (& A2)
B4. G6 vao phim Enter dé két thic viéc nhap cong thic.

khi chiing ta ddnh wdo, thi nd =it
hign trén thanh céng thic ..

B6 b = 1720
A B 5

1 Loan Analysis . v xuAt hién d
2 ngay & e ching
3 Payment| =PMT(B5/12 BE B7) ta chon.
4
5 Interest Rate 8%
(i) | Mumber of Periods| ‘IEEI!
T Loan Amount § 10 000
2

e Sao chép dit ligu cho mét ddy cdc 6 lién nhau:

Thao tdc:
B1. Nhap chudt vao & mudn sao chép dir liéu.
B2. Pua chudt dén gdc dudi bén tay phdi 6 dang cin sao chép dif liéu cho cdc 6
khac. Khi d6, mot ddu thip mau den dam (fill handle) sé& hién 1én.

Cénh Thac/ Thanh Thdi/ Thanh Phong 6 Microsoft Excel
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B3. Nhap va giif chudt.

B4. Kéo chuot xudng phia dudi n€u mudn sao chép dit liéu xudng dudi hay sang
phai né€u mudn sao chép dit liéu sang phai.

B5. Tha chudtra d€ két thiic viéc sao chép dir 1iéu cho cac 6 lién nhau.

. 5an chép dFf iBu 980 ode 4 En nhao ... Kéo dai mét chudisd hay mat chodi thigian .

I .ﬁ.ér-SE -I E

I Eategnrg !‘_

Fill handle

. wd cing cd thd kéo dai mat ehodi
ma ching &2 o @ (i dy nhy danh sdch) L.

Il:lassical ! Clazzical

oAod cde §

e Nhdp vao mot chuoi so'lién tiep

Thao téc:

B1l. DPinhsd 1 vao 6 dau tién.

B2. Go6 phim Enter.

B3. Nhap phim trdi chudt vao 6 vira nhip con sd 1.

B4. Dua chuot dé€n gdc dudi bén tay phdi 6 dang cin sao chép dif liéu Khi do,
mdt dau thip mau den dam sé& hién 1én.

B5. Nhap va giit phim phdi chuot.

B6. Kéo chudt xudng phia duéi néu mudn nhap chudi s6 xudng duéi hay sang
phéi n€u mudn nhip chudi s6 sang phdi.

B7. Tha chudt ra, khi d6 mot bang sé€ hién 1én.

B8. Nhap chuot vao Fill Series, khi d6 mot chudi s6 1ién nhau sé& hién ra.

2. Stta dir liéu

Chiing ta c6 thé stra d6i gi4 tri nim bén trong clia d hay cong thiic bing cich sta
ddi 6 d6 trén thanh cong thiic hodc ngay tai vi tri 6 d6.

Cénh Thac/ Thanh Thdi/ Thanh Phong 7 Microsoft Excel
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Chon ot & dé
—— nhin thiy cing
2 j = | =B2FB320 thic: cfa nd trong
A B o thanh cing cu
1 ‘Seminar Costs % of Budget
2 |F‘rinting $1 ,309' 18%!
3 Postage $1,031 14% Gid tri ndy duas
4 |List Purchases $1,000 14% tao ra nhd cdng
5 thir: d bén trang
- cla &
A B L
ik Seminar Costs % of Budget
2 |Printing | $1300 |=B2/46820 | | Nhap kép chuit
3 Postage $1,031 | 14% | vdo mit & df thay
4 List Purchases $1,000 14% céing thir cfa nd
- x1dt hign trong 4.

Chiing ta ciing c6 thé nhan phim F2 dé sita ddi dit lieu. PE stra d6i ndi dung bén
trong clia mdt 9, ching ta nhan phim F2, diing cdc phim di chuyén qua trdi, qua
phdi d€ di chuyén thanh nhip nhay dén chd can sita ddi va dung phim Delete dé
x6a ky tu & phia sau hay BackSpace d€ phia ky tu & phia trudc thanh nhdy.

3. St dung thanh cong cu chuin (Standard bar)

New Workbook
Open
Save
Print

Print Preview

Spelling
Cut
Copy
Past

Format Painter
Undo
Redo

Standard

Insert Hyperlink I—
Web Toolbar  —
AutoSum l__F]
e
| Sort Descending l—ﬁnﬁ
Chart Wizard
Map
Drawing
Zoom

Function Wizard
Sort Ascending

4
| Office Assistant l—_éR

e New workbook : Diing @€ mgd mot tip tin méi.

Cénh Thac/ Thanh Thdi/ Thanh Phong 8 Microsoft Excel
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Tép tin la gi? La mot loai vin bdn, trong mdy tinh c¢6 rit nhiéu loai vin bén,
mdi mot loai vin bin dudc tao ra tif mdt phan mém khdc nhau.

Trong Microsoft Excel: mot tap tin 1a vin ban dang bang tinh, c6 thé danh chit,
ddnh s0, tinh todn, vé& d6 thi va nhiéu tng dung khic.

Thao tdc: Duing mouse nhip phim trdi chudt vao niit New workbook thi Excel
s€ tao ra mot tip tin mdi.

e Open : Nt nay ¢6 chiic ning 1a md mot tip tin da c6 sin trén dia

Thao tic:
Gia st néu ta muén md mat tip tin mang tén 1a Sales.xls trong & dia C, theo
dudng din C:\My Documents\Bai tap 3.xls ta [Am nhu sau:

B1: Nh4p phim trdi cda chudt vao nit Open, thi mot hop hoi thoai xuat hién nhu
sau:

Open EE
Loak in: I@ My Documents i = | @ }( @ * Tools -

N\

N\
Click vao day d& tim
nai chira tap tin can

Tén tap tin

File name: I ~

G OnEn (T

Zancel |

Web Faolders

[
[

Files of type: |A|Ha'chaft Excel Files

Danh sach céc loai tap tin

B2: Chon § dia C bing cdch nhip phim trdi chudt vio nit (2] cta hop danh sdch
‘Look in’, chiing ta thdy danh sich céc 6 dia. Hiy chon & dia C.

B3: Nhap kép chudt vao 2 () d€ trd vé thu muc goc.

B4: Nhap kép chuot vao ‘My Documents’ dé vao thu muc nay.

Cénh Thac/ Thanh Thdi/ Thanh Phong 9 Microsoft Excel
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Bai 2. Thao tdac cho bang tinh méi

Ta thiy xuat hién tip tin “Bai tap 3.xIs”. (c6 thé ching ta phii ding

thanh cu6n dé tim tip tin nay)

B5: Nhap chudt 2 1an vao tp tin ‘ps8.xls’ thi tip tin nay dugc md ra.

e Save : Luu tap tin.

Thao tac:

Gid st ta tao xong mot bang tinh va ta mudn lwu bang tinh nay thanh mot tap tin
c6 tén 1a “Bai tap 5.xIs” theo dudng din C:\My Documents\ ta 1am nhu sau:
B1: Nhap phim trdi chudt vao niit Save thi mot hop hoi thoai “Save As” xuit

hién nhu hinh duéi day.

Save As

Save in: I@ My Documents

j "|@Xﬁf'mol§v

i E

11y Webs
B8 i tap 3
% |Baitap 4

3 enail

WMy Docume: S KTPTS

Hiskary
Dacurmen

%] Pa-kipt
BE]v_PROIS

3 My Pictures

4| Data-KTPT-PS4

3 PS4- revised data Dat
3 P34- revised data

j n Save I

Save as bype! IMicrUsoFt Excel Workbook

j Cancel |

B2: Nhap chudt vao = ciia hop ‘Look in” d€ chon § dia C
B2: Nhap kép chudt vio & & d& trd vé thu muc goc.

B3: Nhap kép chudt vao ‘My Documents’ d€ vao thu muc nay.
B4: Banh vao chit “Bai tap 5” trong hop File Name, rdi nhap phim trdi chuot

vao nut Save.

Luu y: Chiing ta khong cin danh “Bai tap 5.xIs” ma chi ddnh “Bai tap 5” vao
hop File Name thoi vi Excel mic dinh 1a tu dong thém phan mé rong .XLS cho

chiing ta.

e Print : D¢ in tit cd ndi dung bén trong clia ‘Sheet’ (bidng tinh) hién

hanh.

Vi du Sheet5 ctia chiing ta ¢6 10 trang va chiing ta dang nhin thdy ndi dung
bén trong ctia Sheet5 (nghia 1a Sheet5 dang 1a Sheet hién hanh) thi khi nhap
phim trdi chuot va nit Print thi chuong trinh Excel sé& chuyén 1én mdy in 1a

10 trang in. (xem thém phan in ban tinh & bai 6)

Canh Thac/ Thanh Thdi/ Thanh Phong
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Chuong trinh Gidng day Kinh t&€ Fulbright

Bai 2. Thao tdac cho bang tinh méi

e Print Preview : Dé& nhin thdy trang in cda chiing ta trudc khi in.
Néu trang in ma ta nhin th4y trén man hinh Print Preview khong ding nhu
mong mudn clia ching ta thi ching ta kip thdi chinh sira. Thao tdc nay rat
quan trong, cho nén ching ta phai Print Preview trudc khi in vi né gitp cho
ta trdnh khdi sy lang phi gidy in, myc in, thdi gian (bao gom thdi gian clia
chiing ta va cla nhitng ngudi in trén cling mdy in cda ching ta).

Xin xem chi ti€t hon & phan chuén bi trude khi in bai hoc 6.

e Spelling : Kiém tra chinh td (Theo tit dién ti€ng Anh).

Cho phép chiing ta kiém tra 16i chinh t3 ti€ng Anh clia noi dung clia mot
Sheet hién hanh hay chi mdt mot phan nao d6 ctia Sheet hién hanh.

Thao tac:
Vi du, chiing ta mu6n ki€m tra va stra 16i chinh t3 ctia diy 6 B1:C12 nhu hinh
dudi day. _
A | B | ¢ [pJE[ F [G6[H]]
1 INCOME STATEMENT {Microsoft Co.)
g Yearr 7943
4 Mornith Jan Kigm tra I&i chinh ta cla
5 Revenus 2,101.00 béng khai thu nhap
[i] Baook Sales 2,000.00
¥ Bond Interest 101.00
8 Expenses 1,553.93 |
9 Book Purchases 1,000.00
10 Book Returns 100.00
11 Rent 109,36
12 Heat a6 73

B1: Chon vung B1:C12

B2: Nhap phim trdi chudt vao nit Spelling, thi hdi thoai spelling xuat hién.

Spelling | 7]
Mok in Dickionary: Yeark
Chargeto: |
Sugaestions: et ;I | Ignore I Ignore All |
Years
Yard
Vaast Change | Change Al |
Yearn
LI Add | Suggest |
Add words bo: CIaTOM.DIC ;I AutoCorrect |
Cell value: Yeart
¥ flways suggest  Dictionary language: IEninsh {United States) =l
[ Ignore UPPERCASE
Undo Lask | Cancel |
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B3: Nhap phim trdi chudt vao nit Change dé Spelling thay tir “Yearr” 6 6 B3
thanh chit “Year” cho chiing ta va ti€p theo nhip chudt vio nit change dé
thay tir “Revanus” thanh tir “Revanues”. Xong mdt hdp hoi thoai xuat hién
thong bdo cho chiing ta ring spelling da ki€m tra hoan tit 18i chinh ta.

B4: Nhap phim trdi chuot vao nit OK dé€ déng hop hdi thoai lai va tiép tuc cong
viéc ti€p theo clia chiing ta.

e Cut : Cit di (Iuon st dung kém vdéi ddn)

Nt nay dung d€ cit di mot phan noi dung bén trong ctia mot & hay cd mot 6
hay diy cdc 6 (cdc 6 d6 phai lién nhau va tao thanh hinh chit nhat) d€ ddn tdi
mot noi khdc trén bang tinh, diéu nay khac vé6i chiic ning x6a lam mat han
mdt ndi dung ma Anh/ Chi da mudn x6a.

Thao tdc:
Gia stt, ching ta cdt day 6 B3:C6 va didn n6 & F3:G3

'l B [ ¢ [ b |E] F | 6 [ H
1 INCOME STATEMENT (Microsoft Co.)
2
J ‘fear 1993
4 Month Jan
L] Fevenues | 2,101.00
(i1 . Book Sales | 2,000.00
7 Bond Interest 101.00
] Expenses 1,853.93
a Fnnk Pirirrhacas 1 nnnnn

B1: Chon khdi B3:C6

B2: Nhap phim trdi chudt vao niit Cut thi mdt khung vién bing nét gach dut
chay quanh khéi nay cho chiing ta bi€t 1a khéi ndy dang s&n san chd ching ta
ddn khoi nay dén vi tri khéc.

B3: Nhip phim trdi chuot vao 6 F3, Nhap phim trai chudt vao niit Paste dé dan
ching 6 F3:G6

Ghi chi: Sau khi dan khoi 6 dén vi tri F3 thi khoi 6 B3:C6 1a nhitng 0 trong.

ER
e Copy : Sao chép dir li€u.

Dit liéu c6 thé 12 mot phan ndi dung bén trong mot &, ndi dung ci 6, hay
nhiéu khoi & (cdc khdi 6 nay c6 thé nim gan nhau hay xa nhau), mot do thi
hay mot déi tugng dugc tao ra tit thanh céng cu vé - Drawing Tools.

Thao tic:
Gia st cAn sao chép khdi 6 B3:C6 tdi khoi 6 F3:G6
B1: Chon khéi B3:C6 (noi sao chép)
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B2: Nhap phim trdi chudt vao niit Copy (thi hanh 1énh sao chép)

B4: Nhap phim trdi chudt vao F3 (noi dén)

B5: Nhap phim trdi chudt vao niit Past. Nhu vay, ching ta da sao chép xong va
nhin thi'y nhu hinh trén.

Ghi chii: Chiing ta c6 thé sao chép dé&n nhiéu vi tri khdc nhau trén cling mot tap
tin hay trén mot tap tin nao khac.

e Past : Dén phan dif liéu ma ta vira mdi ra 1énh sao chép.

Thao tdc: Xin xem phan thao tic clia niit Copy.
Chii y: Khi can ddn dif liéu 13 khoi 6 c6 cong thiic thi xem thém phan tim hiu
vé 1énh d4n cong thitc va phuong phip dan dic biét.

¢ Format Painter : Sao chép dinh dang.

Sao chép nhanh dinh dang ctia mot 6 hay mot khéi 6 hay mot d6i tudng duge
tao ra tif thanh cong cu Drawing va dp dung dang thiic cia n6 cho 6 hay cac
khoi 6 khdc hay doi tugng vé khéc.

Thao tc:
Gi4 st chiing ta can sao chép dinh dang ctia 6 "Qtrl" ¢6 nén x4m va 4p dung cho
cdc 0 G cOt bén trdi, xem hinh dudi day.

[ Q1 | Guz
Europe 40 43
5. Amernca 4 k|
Far East a7 s
Total 128 14

B1: Chon 6 hay kh6i & ¢6 chita dinh dang ma chiing ta mudn sao chép.

B2: Nhap phim trdi chudt vao niit Format Painter

B3: Con trd chudt lic nay ¢6 thém hinh ciy co son bén canh. Hay chon day 6 ma
ta muon dan.

L Owl Qw2 Pinh dang cia Onl  Ow2
45 e A Eurcpe 40 45
34 khoi 6 da dugc 3. America 41 34
R3 dan. Far East 47 ]
141 Tatal 128 141

Chi y: Né&u ta mudn 4p dung dinh dang nhiéu 1an cho mot 1an sao chép dinh
dang thi sau khi chon khoi & ma ta cin sao chép dinh dang, ta hiy Nhap kép

phim trdi chudt vio niit Format Painter, rdi 1an Iudt chon nhitng khdi 6 ta
can 4p dung dinh dang dén khi ndo xong, hdy nhap phim trdi chuot vao niit

Format Painter.

Canh Thac/ Thanh Thdi/ Thanh Phong
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K |- . . .
e Undo J_|: Tré lai thao tdc hay 1énh vira mdi thyc hién.

Vi du, chiing ta vira méi thuc hién 1énh x6a mot khdi 6 xong, bay gid chiing
ta lai mudn 12 14y lai dit liéu clia khoi 6 d6 thi hdy nhap phim trdi chudt vao
nut Undo.

e Redo ﬂjz Thuc hién lai cdc thao tdc cia 1énh Undo

Vi du, chiéu rong clia cot A 12 10 don vi ta thay ddi chiéu rong cot A con 5
don vi, sau d6 thuc hién 1énh Undo, lic nay cdt A c6 chiéu rong 1a 10 don vi.
Néu chiing ta mudn bd 1énh Undo truc thi nhdp phim trdi chudt vao niit
Redo. Lic nay, cot A c6 chiéu rong la 5 don vi.

e AutoSum : Ty dong tinh tdng.

Lénh ndy sé& tu dong tinh tdng clia cic 6 c6 so liéu lién ti€p & phia trén
hién hanh (6 ma dang dudc chon) hoic 13 tdng clia cdc 6 bén trdi cta 6 hién
hanh (ngay hang ctia 6 hién hanh).

Thao tdc:

Gia sif chiing ta can tinh tong clia cic & ES:E8 va két qua dit & 6 E9 nhu hinh
minh hoa dudi day.

B1: Nhap chudt vao E9 (6 hién hanh)

B2: Nhdp chudt vdo nit AutoSum, thi thdy trong & E9 c6 cong thic
=SUM(C9:D9), nghia 13 Excel ty dong chon diy dé tinh tdng 1a C9:D9,
nhung ching ta cin tinh tong & cot thang 3, vi vay ta diing mouse dé chon lai
khdi tir E5:ES8, rdi nhan phim Enter d€ nhan dugc két qua.

B | ¢ | o | E ]
3
4 (Mig&n Thing 1 Thing 2 Thing 3
B |Ric 10,111 13,400 23,000
6 |Mam 22,100 24,080 22,000
7 |Bong 13.270 15,670 25,000
8 |Tiy 10,800 21,500 25,100
9 [Tongcong | 56.281  74.620[-SUM(CI D)
10

Ghi chi: Thuc t€, trong trudng hgp & trén thi Excel tu dong chon khdi d€ tinh
tong 12 E5:E8, vi theo mic dinh Excel s& chon khdi s6 liéu lién ti€p theo
hang ca 6 hién hanh hay cot cda 6 hién hanh c¢6 s6 6 16n nhat. G trén chi 1a
vi dung minh hoa d€ cho thiy cé trudng hop 1énh AutoSum doén sai ¥ dinh
tinh tinh tdng ctia khdi 6 ma ching ta mong nudn thi chiing ta c6 thé chon lai.
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e Past Function : Pat mot ham tinh todn vao 6 hién hanh.

. T
—’—I- — Rake |BS5/12
i A B Nper IBE-
Loan Analysis
2 * /-/ Py [57
3 F'aj,fmentl =PMT(BSM 2 Bh B ! F'#I
L Tvpe I
o) Interest Rate 8%
& | Mumber of Periods 120
g Loan Amount § 10,000 Calculates the pavment For a
? P is the pre:
workh nows
@ | Forrnula resulk =-

Ghi chi: Xin xem chi ti€t hon trong phan “Si dung ham trong bdng tinh”

. < A ~ 10 A e 3 2 ~ A
e Sort Ascending L£2: Sap x&p dir li€u bo tri dang bang theo thdc ty ting dan
(Theo Alphabet, theo s0, theo thdi gian).

e Sort Descending l2%): Ciing nhu Sort Ascending, nhung sip x€p dir liéu
theo thif ty gidm dan.

e Chart Wizard E: Huéng din tiing budc cho chiing ta vé dd thi. Xin xem
chi ti€t hon & phan “Vé dé thi trén bdng tinh”.

e Drawing ﬂ: Goi thanh cong cu vé cho hién 1én.

e Zoom Control "™ B : Phong to thu nhd.

Dung d€ diéu khién ch& d6 phéng to thu nhd ciia clia sheet hién hanh. Chiing
ta thudng diing cong cu nay d€ phéng to man hinh bang tinh xem dit liéu cho
o hon va thu nhdé man hinh bing tinh v6i muc dich 1a dé quan siat mot viing
16n dit liéu nhim thuin tién cho viéc chon khdi. Zoom Control gbm c6 2
phan, phan khung bén trdi 1a s& phin trim quan sdt man hinh con nit bén
phai 12 nit € mé danh sach chon Iya cdc s6 phan trim quan sit man hinh.

e Office Assistant @ : Dung d€ tra 15i cAu hoéi, chi din theo yéu cau, va trg
gitip vé nhitng dit di€m clia chuong trinh Office theo yéu ciu.
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4. St dung thanh cong cu dinh dang (Formatting Bar)

Thanh coéng cu nhu hinh trén 13 thanh cong cu dinh dang, né bao gom cdc niit
nhan (buttons), mdi nit nhan s& mang mot chifc ning thuc thi riéng. Vi du,
chiing ta can chon kiéu chit (Font) cho mot doan vin bin nao d6 thi nhap phim
trdi chudt vao nit Font d€ chon lya ki€u chit ma chiing ta mu6n. Sau diy sé mo
t4 chi ti€t hon vé chifc ning clia thanh cong cu nay.

Ghi chii: D€ biét dudc tén clia mot niit nio d6 trén thanh cong cu, chiing ta dua
con trd chudt dén nit d6 thi bén canh con trd chudt xuat hién mot khung chia
tén cta nut do.

Merge and Center
Font Size
Bold
Italic
Underline
Align Left
Center
Align Right
Center Across Columns|

— &
_"\IU
=]
e

+
=

+
=
—rs

Curency Style
Percent Style
Comma Style
Increase Indent
Decrease Indent
Boders
Fill Color
Font Color

| Increase Decimal |7—E
| Decrease Decimal |7 *

Chii ¥: Khi muén dinh dang phdn nao trong bdng tinh thi phdi chon phan dé trudc
roi sau dé mdi diing thanh céng cu Formatting.

e Font Iv"a'ial E : P& dinh dang ki€u chit cho mot doan vin ban.

Thao tdc:
Vi du ta can dinh dang mot diy cdc 6 C2:F2 13 kiéu chit “Vni-Times” va cic
chit trong 6 la nghi€éng, ddm den, Gach dudi va canh gilta (ndi1 dung bén

trong ca O nidn & vi tri giita 6). Pdnh vao va dinh dang sao cho chit
“REPORT” ndm & gitta C1:F1 va chi¥ nay c6 c¢§ chir 1a 12.
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3 Exchange Rate 12% ) 12.30%  1250% 12.60%

B1: Chon khéi C2:F2

B2: Nhap phim trdi chudt vao nit mé danh sic cdc Font chit , 16i chon kiéu
“Vni-Times”.

B3: Nhap phim trdi chudt vao niit Bold (dinh dang chit ddm)

B4: Nhap phim trdi chudt vao nit Italic (dinh dang chif nghiéng)

B5: Nhap phim trdi chudt vao nit Underline (dinh dang chit c6 gach dudi)

B6: Nhap phim trdi chuot vao nit Center (canh giita)

B7: Nhap phim trdi chuot vao C2

B8: Nhip phim trdi chudt vao nit md danh sdch kich c§ cda chit (Size) E va
chon 12.

B9: Pédnh vao 6 C2 chit “REPORT” 16i Enter.
(chit phdi dudc dit & cot dau tién C2 ctia khai C2:F2)

B10: Chon khéi 6 C2:F1 va nhap chudt vao nit Center Across Columns.

K&t qua ching ta c¢6 dudc dinh dang cudi cing nhu hinh sau.

A B c | b | E | °F
REPORT
Jar feb Mar Apr
3| Exchange Rate T2%  12.30% 1250%  12.60%

Ghi chi: Ta c6 thé dinh dang mdt phan ndi dung bén trong clia mot 6 (cell). Nhu
vay, trong mdt 6 c6 thé c6 nhiéu kiéu dinh dang khic nhau ciia ciac phan ndi
dung bén trong.

e Tu vidu trén, rd rang 12 ching ta d@ nim bat dugc chiic ning cia khung Font
Size, cdc nut Bold, Italic, Underline, Align Left, Align Right, Center va nut
Center Across Columns.

e Tiép theo chiing ta thi¥ xét mot vi du sau dé hiéu dugc cac chifc ning con lai
clia thanh cong cu Formatting. Gid s, chiing ta can dinh dang lai mot bang
bén dudi day.
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Al B | C | D E | F
BLUE SEY AIRLINES
Sales Report

Region January February Sp

Marth 10111 13400 0.179609
South | 221000 24080 0.352657
East 132700 15670 0.221033
West 108000 21500 0245751

LT=N ==N =l T 8 TR L ]

Thao tic:
B1: Chon vang C5:D8, nhap chudt vao nit Comma Style.

Region 2p

Morth 0.179603
South 0.352557
East 0221083

(d€ dinh dang phan cach theo s& ngan).
Chiing ta thiy cdc s6 trong cdc & vira méi dinh dang c6 du 2 s6 I&.

B2: Nhip phim trdi chudt vao nit Dollar Sign d€ cho cdc sd trong cdc 6 ndy cé
thém diu $, Nhap phim trdi chudt vao nit Decrease decimal 2 1an d€ bd 2

s6 1&. Xin xem hinh minh hoa duéi day.

Fegion | January February =p
Marth 510,111 13,400 | 0.179603 l:
B

=outh $22 100 $24,050 | 0.352557

East 13,270 F15 670 %.22“]83 E
Wast §10.500 §21.500 | 0245751 +:00

B3: Chon viing E5:E8, Nhap phim trdi chudt vao nit Percent Style d€ cho cic
s6 trong cdc & nay c6 thém diu %. Nhip phim trdi chudt vdo vao niit
Increase Decimal 1 1an dé ting thém 1 s6 18 clia céc sd trong viing nay. Xin

xem hinh minh hoa dudi day.

Region | January Fehruary
Marth 10,111 $13 400
South $22 100 $24 050
East $13,270 $15 570
Wiast $10,500 $21 500

B4: Chon viing C5:E8, Nhap phim trdi chudt vao nit md hop Borders chia cic

dinh dang ctia khung, Nhip phim trdi chudt chon dé déng khung nét dam

bao quanh vung CS:ES.
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B5: Chon ving B4:C8 va C4:E4 (biing cich chon tru6c viing B5:C8 rdi nhan
gitt phim Ctrl rdi quét chon ti€p viing C4:E4, sau d6 tha phim Ctrl ra)

Nhap phim trdi chudt vao nit mé hop Borders rdi Nhap phim trdi chudt chon El
dé déng khung nét manh xung quanh mdi 6 ctia 2 viing di chon trén.

B6: Nhap phim trdi chudt chon 6 B4, Nhap phim trdi chudt vao nit m& hop

N N 2 A R A A A
Color va chon mau xam dam dé t6 nén 6 B4.

B7: Nhap phim trdi chudt vao niit mé hop Font Color va chon mau tring d€ chit

trong 6 B4 thanh mau tring.

Cudi cuing ta c6 két qua nhu hinh duéi day.

Nhap chudt

vao nat nay

dé m& hop
Borders

Al B | C | D E
1 | BLUE SEY AIRLINES
2 |Sales Report
3
4 P January | February | =p
5 rth 10,111 $13 400 17.96%
b Houth F22.100 24060 35.26%
7 Hast 13,270 1570 2211%
8 est F1N 500 216500 24.65%
: \

)

M

\
Al

Font Caolor (Red)
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BAI 3. THUC HIEN CAC PHEP TiNH VA
THAO TAC PONG KHOI DI DOI

1. Céac phép tinh cin ban:

Trong phan nay chiing ta s& 1am quen véi cdc thao tdc tinh todn trong bang tinh
bao gdm cdc phép todn cong, trir, nhan, chia va liiy thira. C4c todn tif nay dugc
ky hiéu theo bang 3.1:

Todn tit Kihiéu | Thidu
Cong + 1642 = 18
Tru - 16-2=14
Nhan * 16%2 =32
Chia / 16/2 =8
Liy thira A 1672 =256
Cian bacn A(1/n) 167 (1/2) =4
BANG 3.1
Bai tap tai chdl:

Cho hai todn hang 1 va todn hang 2 nhu hinh vé&; hay thuc hién cac phép
tinh todn cho cdc 6 con lai cua BANG 3.2:

A B C D E F G H I

Toin hang 1 | Toidn hang2 | Tdéng Hiéu Tich Thuong | Liy thua | Can

16 2

(W (N (=

BANG 3.2

Thao tac Cho phép tinh cOng:

B1: Nhap chudt vao 6 D3
B2: P4nh vao diu =
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B3: Nhap chudt vao 6 B3

B4: D4nh vao diu +

B5: Nhap chudt vao 6 C3

B6: Go phim Enter d€ hoan tat viéc tinh todn.

Tuong tw cdc Anh/Chi thyc hi€n cho cdc phép tinh con lai, luu ¥ trong budc 4
(ddnh vao d4u +) & bai gidi mAu todn ti s& dugc thay ddi tliy theo tirng bai tinh.

Bai tap tai chd 2:

Cho hai todn hang 1 va todn hang 2 nhu hinh v€&; hay thyc hién cdc phép tinh todn cho
cac 6 con lai cua BANG 3.3 va ty minh nghi ra thém mot vai phép tinh.

A B C D E

F

G

Toén hang 1 | Todn hang 2 | 16°+2 | (16+2)

(16-2)*2

(16+2)*16 -2

16 2

(W (N =

BANG 3.3

Thao tic Cho phép tinh 16> + 2 = B3% + C3:

B1: Nhap chudt vao 6 D3

B2: Pdnh vao dau =

B3: Nhap chudt vao 6 B3

B4: Danh vao dau A

B5: Ddnh vao s6 2

B6: D4nh vao diu +

B7: Nhap chudt vao 6 C3

B8: Go phim Enter d€ hoan tat viéc tinh todn.

Céac Anh/Chi ty giai bai tdp 2 con lai nay.
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2. Sao chép cong thitc:
Bai tap tai chd 3:

Gia st Anh/Chi kinh doanh 4 mit hang:

- Ao sdmi
- Quin tay
- Non
- Giay
Hay tinh doanh thu cho 4 mit hang trén dya vao BANG 3.4
A B C D E F G H
1
2 Mit hang DPon gid S6 lugng Doanh thu
, (USD/cdi) (Cii) (USD)
3 Ao Polo 40 15 =C3 * D3
4 Quin Docker 50 13
5 Non Levis 15 15
6 Gidy Rebox 60 9
7 Téng cong
8
9
BANG 3.4
Thao téc:

B1: Thuc hién phép tinh nhan cho hai & C3 va D3 va cho ddp s6 6 6 E3 nhu
Béng 3.4

B2: Anh/Chi thyc hién copy cdng thic cho cdc 6 E4, E5 va E6 bing cich dua
chudt d&€n gdc phia du6i bén tay phai clia & E3, khi d6 dau thap den hién Ién.

B3: Click va giit chudt (khong tha chudt ra)

B4: Kéo chudt xudng phia dudi dén 6 E6 thi ngung lai.

B5: Thé chudt ra; ldc nay cdc 6 doanh thu cho cdc mit hang da co.

B6: Tinh t6ng doanh thu biing cdch nhap chudt vao 6 E7.

B7: Click vao biéu tugng AutoSum nim & trén thanh céc cong cu thong dung
(Standard Bar).

B8: Go phim Enter dé hién ra ddp so.

Lutu y: Hay tu kiém tra cdc cong thic cia cic 6 E4, E5, E6 va E7.
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3. DP6ng khung mot khéi dir liéu
Thao tac:

B1: B4nh kh6i toan bo khdi dit liéu cin déng khung bing cich:
- Click va giit chudt, sau d6 kéo sang ngang rdi kéo xudng dudi toan bd
khoi dif liéu can déng khung.
- Tha chudt ra.
B2: Click vao miii tén xudng clia bi€u tugng Borders trén thanh dinh dang dé
hién Ién mot bang cho ta Iwa chon cic ki€u déng khung.
B3: Nhap chuot vao ki€u déng khung ma Anh/Chi mu6n dé hoan tat viéc déng
khung cho khoi dit liéu ching ta vira chon.

4. Dich chuyén khéi dit li¢u
Thao tac:

B1: Banh khdi toan bo khéi dif liéu ma Anh/Chi mudn dich chuyén.

B2: Pua chudt dén vién clia khéi dit liéu cho dén khi d&u thap tring bién thanh
miii tén tring.

B3: Click vao giit chudt, kéo dén vi tri méi ma Anh/Chi mudén dit khoi dit lidu.

B4: Tha chudt ra.
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5. Cheén mot khéi dir liéu vao giit hai khoi dit liéu cho trude

Bai tap tai chd 4:

Cho mdt bang nhu BANG 3.5; hdy dich chuyén cot dit liéu "Gid ciu 2" sang vi
tri § gitra "Gid cdu 1" va "Gid cung".

A B C D E F

1 Luong Gidcaul | Gidcung | Gid ciu?2

2 2 23 3 18

3 4 21 6 16

4 6 19 9 14

5 8 17 12 12

6 10 15 15 10

7 12 13 18 8

8

BANG 3.5

Thao tac:

B1: Bdnh diu khoi cot dit liéu "Gid cau 2"
B2: Dich chuyén khdi dit liéu "Gia ciu 2" dén vi tri & gitta "Gid cau 1" va "Gid
cung" bing céch:
- DPua chudt dén vién cla khéi dit liéu, cho hién 1én mili tén tring
- Click va giit chudt, sau d6 kéo sang vi tri & giita cot C va D, tring
ngay dudng phan cdch hai cot cang tot.
B3: Bam phim Shift
B4: Tha chudt ra.
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BAI 4. SUDUNG HAM TRONG BANG TINH

1. Nh6m ham théng ké

Trong s6 hon 70 ham thong ké, xin thd that ring ching t6i khong phai 13 ngudi
lam thong ké chuyén nghiép nén chi biét si dung vai ham don gidn. Hy vong
ring vdi cdc ham don gidn nay Anh/Chi s& 1am quen din v&i cdch st dung ham
trong bang tinh Excel.

R

Trong sudt qué trinh khéa hoc, chiing tdi s& thdo luan thém véi cdc Thay d€ bo
xung mdt cdch tudng d6i diy di cdc ham thong ké cho cdc Anh/Chi.

Bing bén duéi day 1a mot s6 ham thong dung:

TT TEN Y NGHIA - CU PHAP - THi DU KET QUA
1 AVERAGE() Tri trung binh
=AVERAGE(numberl,number2,...)
=AVERAGE(5,3,4,8,5,6) 5.167
2 CORREL() Hé s6 tudng quan giita hai chudi s6 liéu
=CORREL(arrayl,array2)
=CORREL({1,3,5,7,9},{2,4,6,8,10}) 1
3 COUNT() Dé&m s6 lugng cdc 6 c6 gid tri
=COUNT(valuel,value2)
=COUNT(B2:B35) 16 (con tuy)
4 COVAR() Ddng phuong sai, trung binh cta tich cdc cap sai 1éch.
=COVAR(arrayl,array2)
=COVAR({2,3,1,4,1,3},{5,1,2,4,3,1}) -3.70074E-17
5 | FREQUENCY() | P&m s6 lan gip ctia mdt mang con trong mang 16n
=FREQUENCY (data_array,bins_array)
=FREQUENCY({4,5,6,7,8,9},{5}) 2
6 INTERCEPT() | Tung do goc ctia mot dudng hdi qui tuyén tinh
=INTERCEPT(Known_y’s,known_x’s)

—INTERCEPT(({2,3.1,4,1,3},{5,1,2.4.3,1}) 25
7 MAX() Gi4 tri 16n nhat cda mot mang dit liéu

=MAX(numberl,number2,.....)

=MAX(1,3,9,6,8,3) 9
8 MEDIAN() Gid tri tai d6 chudi sd liéu dugc chia ddi sau khi sip

x&p (sorted).
=MEDIAN(numberl,number2......)

—MEDIAN(1,3.9,6.8) 6
—MEDIAN(1,3,9,6,8,3) 45
9 MIN() Gi4 tri nhd nhat ciia mdt mang dit liéu
=MIN(numberl,number2,.....)
=MIN(1,3,9,6,8) 1
10 MODE() S& yé&u vi; 12 s6 ¢6 s6 1an lip lai nhiéu nhat
=MODE(numberl,number2,.....)
~MODE(1,3.9.6,8.3) 3
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11

NORMDIST()

Phan phéi tich liiy chudn
=NORMDIST(x,mean,standard_dev,cumulative)
=NORMDIST(42,40,1.5,TRUE)

0.908788

12

NORMSDIST()

Phan phoi tich lily chudn chuin héa
—NORMSDIST(z)
—NORMSDIST(1)
—NORMSDIST(2)
=NORMSDIST(3)

0.841345
0.97725
0.99865

13

NORMINV()

Tra vé gid tri x trong phan phdi chudn tich liy
= NORMINV((probability,mean,standard_dev)
=NORMINV(0.99865,1,1)

4.000023

14

RANK()

Thit hang (tir 16n d&€n nhd) clia mot gia tri
=RANK (number,ref,order)
=RANK(B6,B3:B9,0)
—RANK(B6,B3:B9,1)

15

SLOPE()

Hé s6 goc ctia mot dudng hodi qui tuyén tinh
=SLOPE(known_y’s,known_x’s)
=SLOPE({3,5,4,6,7},{1,3,5,6,5})

.05625

16

STDEV()

Udc tinh do 1éch chuén cia mot miu
=STDEV (numberl,number2......)
=STDEV(4,3,12,6,8,9,11)

3.408672

17

STDEVP()

Uéc tinh @6 1éch chuin ctia mot tdng thé
=STDEVP(numberl,number2,.....)
=STDEVP(4,3,12,6,8,9,11)

3.155817

18

VAR()

Uéc tinh phuong sai clia mdt miu
=VAR(numberl,number2,.....)
—VAR(4,3,12,6,8.9.11)

11.61905

19

VARP()

Udc tinh phuong sai cia mot tong thé
=VARP(numberl,number2,.....)
—VARP(4,3,12,6,8,9,11)

9.959184

Bai tap tai chd 1:
Cho mdt cot so liéu nhu BANG 4.1 tir B3:B9

A B

C D E F G

w
I}
=
D>
[=1

Hay Tinh | Average

Max

Min

Mode

Median

Stdev

Var

D= I-CRIEN BE- WL ST I S I

DA | R[] O]| | W

Varp

[y
<

BANG 4.1 : S dung ham thdng ké
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Thao tac tinh gid tri trung binh:

B1: Chon 6 hién thi ddp s6; vi du 6 F2, nhu vay thao tdc 1a nhip chuodt vao 6 F2.
B2: Pua chu6t 1én thanh cdc biéu tugng thong dung (Standard bar) va nhap chudt
vio biéu tuong Paste Function %

Lic ndy trén man hinh hién Ién mot ctta s6 nhuw HINH 4.1, ¢6 hai khung
tring: bén trai cho phép Anh/Chi chon loai ham, bén phdi cho chon tén ham

Paste Function EHE |

Function name:

Function category:

AY¥ER AGE(number1,numberz,...)

Returns the average (arithmekic mean) of its arquments, which can be

nurmbers or names, arrawvs, or references that contain numbers,

o

84

Most Recently Used A |.ﬁ.'u'EDE'-.-' 4|
all

Financial AYERAGES
Date & Time BETADIST
Math & Tri BETAINY
M BINOMDIST
Lookup & Reference CHIDIST
Database CHIIRY

Text CHITEST
Lagical COMFIDEMCE
Information = |correL

Cancel

fud

HINH 4.1: Ctia sd cho chon ham

B3: O hop thoaibén trai, nhap chudt vao Statistical d€ chon loai ham thong keé.
B4: O hop thoai bén tay phdi, nhap chudt vao chit AVERAGE d€ chon ham tinh

gia tri trung binh.

B5: Nhap chudt vao niit OK, Sau khi nhap chudt vao chit OK, mot cita s6 khac hién

1én, bit Anh/Chi nhap vao chudi d€ tinh gi4 tri trung binh.

B6: Panh ddu khéi tir 6 B3 dén 6 BY trong khung tring Numberl | |
B7: Nhap chudt vao niit OK, hoan tat viéc tinh gid tri trung binh mdt chudi so.

Tuong tu, Anh/Chi hay tinh todn cho cdc ham con lai.

Luu ¥: Trong trudng hdp him c6 nhiéu thdng sd thi cdc thong s6 duge nhdp vao
ham phai diing theo thit tu . Néu cira s& hién 1én che mat chudi dong ngan luu,
chiing ta c6 thé dich chuyén cita s6 di bing thao tic: nhip va giit chudt vio mot
vi tri bat ky trén ctra s8, roi dich chuyén chudt sang mot vi tri khac.
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Bai 4. St dung ham trong bang tinh

2. Cac ham tai chanh

Trong s6 15 ham tai chdnh, xin thd that ring t6i khong phdi 1a nha phan tich tai
chénh chuyén nghiép nén tdi chi biét sit dung vai ham don gidn. Hy vong ring
v6i cdc ham don gidn nay Anh/Chi s& 1am quen din vdi cdch s dung ham tai

chédnh trong bang tinh Excel.

Trong sudt qud trinh khéa hoc, t6i s& thdo luin thém vdi cic Thiy d€ bs xung
mdt cdch tuong ddi day di cac ham tai chanh cho cdc Anh/Chi.

Béng bén dudi diy 1a mot s6 ham tai chanh thong dung:

TT

TEN

Y NGHIA - CU PHAP - THi DU

KET QUA

DDB()

Khau hao véi két s6 gidm nhanh kép
=DDB(cost,salvage,life,period,factor)
=DDB(1000000,100000,6,1)

333,333

FV()

Gi4 tri tuong lai clia tién dau tr
=FV (rate,nper,pmt,pv,type)
=FV(10%,1,,-100)
=Fv(10%,1,,-100,1)
=FV(10%,1,-10,-100)
=Fv(10%,1,-10,-100,1)

110
110
120
121

IRR()

Noi suét thu hdi von clia mot dong ngan luu
=IRR(value,guess)
=IRR({-1500,400,500,700})

3.0078%

NPV()

Gi4 tri hién tai thuin cia mot dong ngan lvu. Him
ndy ding d€ dua dong ngan luu bit ddu tir nim 1 trd
di v& nim 0. (xem thém thao tdc)
=NPV(rate,valuel,value2,...)
=NPV(10%,{400,500,700})

1302.78

PMT()

Chi trd dinh ky mot khodn khong ddi
=PMT(rate,nper,pv,fv,type)
=PMT(10%,3,-1500,0)
=PMT(10%,3,-1500,0,1)
=PMT(10%,1,-1500,0,1)

603.17
548.35
1500

PV()

Gid tri hién tai cda tién diu tr
=PV(rate, nper,pmt,fv,type)
=PV (10%,3,20,100)

-124.87

RATE()

L4i suit (cho mot du 4n di vay)
=RATE(nper,pmt,pv,fv,type)
=RATE(1,0,100,-110)

10%

SLN()

Khau hao tai sin theo dudng thing
=SLN(cost,salvage,life)
=SL.N(10000,2000,10)

800

SYD()

Kh4u hao tai sin theo chi s6 tdng nim
=SYD(cost,salvage,life,per)
=SYD(10000,1000.5,1)

3000

Luu y: Tién bd ra 1

N

A’ A

2 58 Am (-), tién nhan vao 13 sd duong (+).
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Y nghia cua cac thong so trong cac ham:

DDB()

FV(

PV()

Cost
Salvage
Life
Period
Factor

Rate
Nper
Pmt
PV

Type

Values
Guess

Rate
Valuel

Value2,....

Rate
Nper
PV
FV

Type

Rate
Nper
Pmt
FV

Type

: Gid tri ban dau

: Gia tri con lai

: Tubi tho clia thiét bi

: SO thoi doan tinh khau hao

: Hé s& tinh khiu hao (kép), néu b trong 1a = 2

: Suit chi€c khau

: Téng 0 thdi doan phai tra tinh theo hang nim

: Khodn chi trd déu & mdi thdi doan, néu bd tréng 1a = 0
: Gi4 tri tién hién tai, n€u bd trong 1a = 0

: Céch tinh cho khodn trd déu PMT, néu bd trong 1a = 0,

nghia 1a chi trd d€u vao cudi nim

: Cdc gid tri cua dong tién
: Gid tri suy dodn, n€u bo trong 1a =0

: Sut chi€c khau cho toan dong tién
: C4c gid tri cla dong tién
: B4 trong néu dong tién khong qud 30 thdi doan

: Suat chi€c khau

: Téng 6 thdi doan phai tra tinh theo hang nim

: Gi4 tri tién hién tai tién vay dugc

: Gi4 tri tuong lai tién vay con lai chua trd, néu bd trong

la = 0, nghia la da trd hét tién vay

: Céch tinh cho khodn trd déu PMT, néu bd trong 1a = 0,

nghia 12 chi trd déu vao cudi nim

: Suit chi€c khau

: Téng 0 thdi doan phai tra tinh theo hing nim

: Khodn chi trd déu & mdi thdi doan, néu bd tréng 1a = 0
: Gi4 tri tién tuong lai c6 dugc

: Céch tinh cho khodn trd déu PMT, néu bd trong 1a = 0,

nghia 1a chi trd d€u vao cudi nim
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RATE()

e Nper

e Pmt

e PV

e FV

e Type
SLN()

e C(Cost

o Salvage

e Life
SYD()

e Cost

e Salvage

e Life

e Per
Bai tap tai chd 2:

: Téng s6 thdi doan chi trd theo dinh ky hay hang nim

cho du 4n di vay

: Khodn chi trd déu & mdi thdi doan, néu bd trong 1a = 0
: Gi4 tri tién hién tai nhan dudc khi vay

: Gi4 tri tién phai trd & tuong lai

: Céch tinh cho khodn trd déu PMT, néu bd trong 1a = 0,

nghia 12 chi trd d€u vao cubi nim

: Gi4 tri ban dau cla tai sdn
: Gid tri con lai clia tai sdn, néu bd tréng 12 = 0
: SO thoi doan tai sdn dudc tinh khau hao

: Gi4 tri ban dau cla tai sdn

: Gi4 tri con lai ctia tai sdn, n€u bd tréng 1a = 0
: SO thoi doan tai sdn dudc tinh khiu hao

: Thdi doan tinh khau hao

Hay nhap vao mot dong ngan luu nhu bang 4.2.

1. Anh/Chi hay tinh gi4 tri hién tai thuan ctia dong ngan luu vdi suat chi€c khau
la 10% mot nam.

2. Tinh ndi suat thu héi von IRR cla dong ngan luu néi trén.

A B C D E F G H I
1
2 Nim 0 1 2 3 4
3 Dong tién -1500 400 500 700 600
4
5 NPV(10%)
6 IRR
7

BANG 4.2: Dong ngan luu
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Thao tic tinh gi4 tri hién tai rOng cia dong ngin luvu:

B1: Nhap chuot vao 6 C5 dé€ chon 1am 6 hién thi d4p so.
B2: Nhap chudt vao bi€u tugng Paste Function trén thanh cic biéu tugng thong
dung.
B3: 0 hop thoai bén trdi, chon loai ham Financial.
B4: G hop thoai bén phai, chon ham NPV, rdi nhan phim OK.
B5: O khung ctta s8 Rate, nhap vao 1ai suat 12 10% rdi nhdn phim Tab.
B6: Nhip vio chudi dong tién tif nim th 1 d€n nim thi 4 bing céch:
e Nhiap va giif chudt vao 6 D3
e Kéo sang nganh dén 6 G3
e Tha chudtra
B7: Nhap chudt vao chit OK
B8: Nhap chudt vao dudi clia cdng thifc trén thanh cong thitc (formular bar)
B9: D4nh diu +
B10: Nhap chuot vao 6 C3
B11: Nhin phim Enter d€ két thic bai todn.

Thao t4c tinh n6i suit thu hdi von (IRR) cia dong ngin luu:

B1: Nhap chuot vao 6 C6 d€ chon 1am 6 hién thi d4p so.
B2: Nhap chudt vio bi€u tugng Paste Function trén thanh cic biéu tugng thong

dung.
B3: Chon ham IRR(), r6i nhan chudt vio nit OK, khi d6 mét cta s6 hién ra nhu
hinh 4.2.

B4: O khung ctta s8 Values, ddnh khdi toan bo dong ngan luu tir 6 C3 d&n 6 G3.
B5: Nhap chuot vao nit OK, hoan tat viéc tinh ndi suat thu hdi von.

IRR.

Yalues || ) =
GUess I j;_] _

Returns the internal rate of return for a series of cash flows,

¥Yalues is an array ot a reference ko cells that conkain numbers For which wvou
wank bo calculake the inkernal rake of return.

@ | Formula resulk = 8] 4 Cancel

Hinh 4.2: Cita s6 cia ham tinh IRR
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3. Cac ham toan hoc (Math & Trig) :

TT TEN HAM CONG DUNG - CU PHAP - THI DU KET QUA
1. ABS() Absolute value — Tra vé tri tuyét doi tri s6 clia number
= ABS (number)
= ABS (5-150) 145
= ABS (2'(-50)) 100
2. INT() Tra vé tri s6 nguyén gin nhit nhé hon number.
= INT (number)
=INT (123.45) 123
=INT (-3.2) -4
3. ODD() S6 nguyén 1é nhd nhat 16n hon hay biing number
= ODD (number)
=0DD (3.7) 5
4. MOD() Tra vé s6 du ctia phép chia nguyén
= MOD (number, divisor)
=MOD (30,7) 2
5. PI() Tri s6 cia Pi
=PI () 3.145926
6. PRODUCTY() Tré vé tich sd cda tri trong danh sdch
= PRODUCT (numberl, number2, ...)
= PRODUCT (6,5,20) 600
7. QUOTIENT() Tra vé thuong s6 ctia phép chia nguyén
= QUOTIENT (number, denominator)
= QUOTIENT (17,5) 3
8. RAND() Tré vé s6 ngiu nhién 16n hon 0 va nhd hon 1
=RAND () S6 ngiu
nhién
9. RANDBETWEEN() | Tr4 vé s6 ngiu nhién trong khodng chi dinh S6 ngiu
= RANDBETWEEN (bottom, top) nhién gitta 18
= RANDBETWEEN (18,45) va 45
10. ROUND() Lam tron dén cot s6 1€ chi dinh
= ROUND (number, number digits)
= ROUND (12345.678,2) 12345.68
= ROUND (12345.678,-3) 12000
11. SQRT() Cin bac 2 clia s duong
= SQRT (number)
= SQRT (25) 25
12. SUM() Téng céc tri sO trong danh sdch
= SUM (numberl, number2, ...)
= SUM (5,10,15,20) 50
13. | SUMIF() Tinh téng céc 6 thoa diéu kién
= SUMIF (rangel, criteria, range2)
= SUMIF (B1:B10, “>5 “, B1:B10)
14. SUMPRODUCT() | Tinh t6ng clia céc tich;
VD: C2*D2+C3*D3+C4*D4
=SUMPRODUCT(C2:C4,D2:D4)
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4. Cac ham x¥ Iy chudi (Text) :

TT

TEN HAM

CONG DUNG - CU PHAP - THI DU

KET QUA

FIND()

Tra vé vi tri xuAt hién clia chudi con trong chudi 16n
=FIND(find.text, within_text, start.num)

start num: Vi tri bit ddu tim(mic nhién 1a1-d4u chudi)
=FIND(“Excel”,”Microsoft Excel”, 1)

11

LEFT()

Cit 1dy bén trdi cda chudi mot s6 ky tw
= LEFT (text, num.chars)
= LEFT (“Tran Van Hoa”, 4)

“Tran ”

LEN()

Tra vé s6 chi chiéu dai clia chudi.
= LEN (text)
= LEN (“Dai hoc Can Tho”)

15

LOWER()

Ddi chudi thanh chit thudng.
= LOWER (Text)
= LOWER (“THONG TIN”)

“thong tin”

MID()

Cit 14y mot s6 ky tu cia chudi
= MID (text, start.num, num_chars)
= MID (“Trudng Pai hoc Cin Thg”,8,7 )

“Bai h(_)C”

PROPER()

Viét hoa ky tur ddu tir
= PROPER (text)
= PROPER (“tran van a”)

“Tran Van A”

REPLACE()

Thay mot phan trong chudi biing chudi khic
= REPLACE (old_text, start. num, num_chars, new_text)
= REPLACE (“T6i hoc Quattro”,9,7, “Excel”)

“T61 hoc Excel”

RIGHT()

C4t 14y bén phai clia chudi mot s6 ky tu.
= RIGHT (text, num.chars)
= RIGHT (“Tran Van Hoa”,3)

“Hoa”

TEXT()

Ddi s6 qua chudi theo dang chi dinh.
= TEXT (value, format. text)
= TEXT (1234.56, “## #ik ##4”)

“1,234.56”

10.

TRIM()

Cit b cdc ky tu trong v ich trong chudi.
= TRIM (text)
=TRIM (* MS Excel 5.0 )

“MS Excel 5.0”

11.

UPPER()

P3i chudi thanh chit hoa
=UPPER((text)
=UPPER(“can tho”)

“CAN THO”

12.

VALUE()

Ddi chudi c6 dang s6thanh tri s&
= VALUE (text)
= VALUE (LEFT(*1001 dém c¢6 don” 4))

1001
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Bai 4. St dung ham trong bang tinh

5. Cac ham ngay & gio (Date & Time) :

TT TEN HAM CONG DUNG - CU PHAP - THi DU KET QUA
1. DATE() Déi tri gdm nim, thang, ngay thinh mot ngay
=DATE (year, month, day)
=DATE(94, 1, 25) 01/25/94
2. DATEVALUE() | B&i chudi dang ngay(mm /dd /yy) thanh tri ngay thang
=DATEVALUE (date_Text)
= DATEVALUE ( “01/25/94”) 34359
3. NOW() Tra vé Ngay & Gid hién hanh clia mdy. Khong ddi s6 Ngay & Gig
=NOW () hién hanh
4. | TODAY() Ngay hién hanh ctia mdy. Khong doi so. Ngay hién
= TODAY () hanh
5. DAY() Ngay trong thdng cia mot bi€u thic ngay
= DAY (serial_Number)
= DAY (DATEVALUE( “04/ 30/ 75” ) +365%20) 25
6. | MONTH() Théng ctia mot biéu thic ngay
= MONTH (serial_number)
= MONTH (DATEVALUE( “04/ 30/75”) +365*20 ) 4
7. YEAR() Nim ctia mot biéu thic ngay
= YEAR (serial_number)
= YEAR (DATEVALUE( “04/ 30/ 75” ) +365*20) 1995
8. WEEKDAY() Ngay trong tuan : T 1->7 : Chd nhat -> Thif bdy
= WEEKDAY (serial_number)
= WEEKDAY (DATEVALUE( “12/ 30/ 957)) 7
6. Cac ham logic (Logical) :
TT TEN HAM CONG DUNG - CU PHAP - THi DU KET QUA
1. AND() Cho tri TRUE (dting) n€u moi d6i s6 déu TRUE
= AND (logicall , logical2 ,.....)
=AND(2>1,5>3,6>=6) TRUE
2. FALSE() Tri logic FALSE (sai)
= FALSE () FALSE
3. IF() Tric nghiém diéu kién d€ chon mot trong 2 tri Tuy thudc
= IF (logical_test , value_if_True, value_if_False) gid tri ghi
=1IF (B1 >=0, SQRT(B1), “Khdng c6 cin bic 2”) trong 6 B1
4. NOT() Cho tri logic ngudc lai véi tri logic clia d6i s6
= NOT (logical)
=NOT (4 >5) TRUE
5. OR() Cho tri TRUE diing néu c¢6 mot d6i s6 12 TRUE.
= OR (logicall, logical2, ...)
=0OR(2>1,3>5,10<9) TRUE
6. TRUE() Tri logic TRUE (duing)
= TRUE () TRUE
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7.C4c ham tim kiém (Lookup & Reference) :

TT

TEN HAM

CONG DUNG - CU PHAP - THI DU

KET QUA

CHOOSE()

Chon tht index_num trong céc tri valuel, value2, ...
= CHOOSE (index_num, valuel, value2, ...
= CHOOSE (3, “Window”, “Word”, “Excel”)

“Excel”

COLUMN()

S6 thit ty bén trai cia mot dia chi.
= COLUMN (reference)
= COLUMN (B1:F10)

Cot B 1a cot
thit 2

COLUMNS()

S6 lugng cot c6 trong modt khdi cells
= COLUMNS (array)
= COLUMNS (B1:F10)

Tir cot B dén
cOt Fla:
5

ROW()

S6 thit ty hang phia trén clia mot dia chi tham chi€u
= ROW (reference)
— ROW (B5:B20)

ROWS()

S6 lugng hang c6 trong mdt khoi cells
= ROWS (array)
= ROWS (B45:B50)

HLOOKUP()

Do tim lookup value trén hang du tién ctia Table Array
va tham chi€u trj tuong dng & hang row_index_num.

= HLOOKUP (Lookup_value, Table_array,
Row_index_num, {range_lookup})

Range_lookup= 1 hoic True: Danh s4ch x&p ting din.

Range_lookup= 0 hoic False: Danh sich khong can thi tu.

= HLOOKUP (“SGN”, {“CLN”, “GDH”, “SGN”;
12,2436} ,2)

36

INDEX()

Chon mot tri trong mang thdng qua chi s6 hang cot.
= INDEX (Array, Rownum, Colnum)
= INDEX ((CLN, GDH, SGN; 12,24,36),2.,3)

36

VLOOKUP()

Do tim Lookup_value bén trdi ctia Table_Array va tham
chiéu tri tuong tng & cot Col_index_num.

= VLOOKUP (Lookup_value, Table_array,
Col_index_num, {range_lookup})

Range_lookup= 1 hoic True:Danh sich xép ting dan.

Range_lookup= 0 hoic False: Danh sich khong cin thit tu.

= VLOOKUP (“SGN”, {“CLN”, 12, “GDH”, 24, “SGN”,
36},2)

36
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BAI 5. VE BIEU PO TREN BANG TiNH (EXCEL)

1. Man hinh @5 thi va cac thuat ngit hién trén do thi

e Piém dit liéu (Data point), Tén dit liéu (Data label), Chudi dit liéu
(Data series).

ﬁ Tén dit liéu

Lugng cung| Giéd cung-
0 4
Chudi dit ligu —— > 6 | —— Odulieu
10 8
? 15 10
BANG 5.1
20 12
25 14
30 16

e (CA4c truc (Axis)
Truc hoanh (truc X) : 1a truc nim ngang
Truc tung (truc Y) :1a truc thrfmg ding

7

Luu ¥:

Trong Excel khi vé& db thi dang XY (Scatter) cot dau tién dudc Excel
ngam hiéu 1a truc X; cdc cot dit liéu con lai sé& 1a dit liéu trén truc Y. Néu
chudi dit liéu dugc ddnh khdi theo hang thi hang diu tién sé 13 truc X. N&u
mot bang c6 s6 hang nhiéu hon s6 cot, Excel s& hiéu dir liéu vé dd thi
dudc sip x&p theo cdt. N&u bang c6 s6 cot nhiéu hon, Excel sé& hiéu dir
liéu dang sidp x&p theo hang.

e Tiéu dé cia do thi (Chart title)
Tiéu dé clia do thi 1a dong tura phia trén dd thi va dudc dung d€ gidi thiéu
tén chinh cta dd thi.

e Tén cila cdc truc (Axis title)
Tén cia truc X: 1a tiéu dé dudc ghi bén dudi, hay bén hong cda truc X.
Tén cia truc Y: 12 tiéu dé dudc ghi bén trdi hay bén trén clia truc Y.

e (Céc chu thich (Legends)
Cac chu thich giup ta phin biét cac dudng khac nhau, cac dudng nay dudc
vé tir cac dir liéu khac nhau.

e Cdc duong ké 1udi (Gridlines)
Pudng ké 1uéi trén do thi gitp ta d& dang xdc dinh gid tri trén cdc dudng
biéu dién. Vi du nhu gid tri tai giao di€m ctia dudng cung va dudng ciu.
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e Vung nén clia d6 thi (plot area)

LA viing nim sau lung cta cdc dudng d6 thi. Thong thudng Excel s& dé
viing nén ¢6 mau xdm. Tuy nhién ta c6 thé chinh mau 13 khong mau hay
tily y. Xem phan chinh stta mau & phan chinh sita dod thi.

2. V& biéu d6 mot dudng thing tir bang s liéu cho trude, dang XY Scatter

Thao tic:
B1. Nhip vao mot bang s0 licu (ti 6 B2 d&n 6 C9) nhuw BANG 5.2

A | B | ¢ | b

1]

i Lidng cung | Gid cung
3 o] 4
4 5 &
= 10 2
6 | 15 10
7 20 12
8| 25 14
9 30 16
10

BANG 5.2

B2. B4nh khdi toan bd bang dit liéu tir 6 B2:C9
e Nhap va giif chudt tir 6 B2
e Kéo sang ngang mot cdt, r6i kéo xudéng dudi dén 6 C9 thi dirng lai.
e Th3a chudt ra.

B3. Pua chudt Ién thanh cdc cong cu thong dung (standard bar) rdi nhap
chudt vao bi€u tugng| i  ChartWizard' , mot cira s§ hién ra nhu
hinh 5.1

B4. Nhap chudt chon dang d6 thi XY (Scatter), khi d6 nim dang do thi
XY Scatter s& hién thi

B5. Nhip chudt chon dang c6 dudng cong ndi.

B6. Nhap chudt vao nit Next, mot cira s6 vdi dd thi sé& hién lén thong bao
vé ngudn dif liéu vé do thi.

B7. Tiép tuc nhap chudt vao nit Next, ctta s6 k€ ti€p cho phép Anh/ Chi
nhap vao tén dd thi (khung Chart title), tén truc X (khung Value X
axis) va tén truc Y (khung Value Y axis), xem hinh 5.2.

' ChartWizard: Ti€ng Viét nghia 1a nha thong thai vé db thi
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Chart Wizard - S5tep 1 of 4 - Chart Type EE |

Standard Twpes | Custom Types |

Chart bype: Chart sub-tvpe:
M Colurmn = i .

B Bar * .
| Line . "o
@ Pie
Bl ' (Scatker)
|‘ Area
@ Doughnut
il Radar
| Surface

@ Eubble

[ﬁEﬁ Skack

HINH 5.1:
Céc loai @6 thi.

Scatker with data points connected by
smonthed Lines,

Press and hold to wiew sample |

El Cancel | < Back I Mext = I Einish |

B8: Tiép tuc Nhap chudt vao nit Next trong cita s6 hinh 5.2

Chart Wizard - S5tep 3 of 4 - Chart Options BE
| Axes | Gridiines | Legend | Data Labels |
Chark kitle: i
IGialll cung Gial cung
Walue () Axis 20
2 . I’

Yalue (¥} axis: - /-.,

P

Second category (4 axis: Ll
I i} T T T

1] 10 20 a0 40
Second value (%) axis: o

@l Cancel | % Back | Mexk = I Einish

HINH 5.2: Nhap tiéu dé cho dd thi

B9. Ctia s6 k& ti€p hién 1én cho phép ching ta xdc dinh vi tri d6 thi dudc
hién thi nhu hinh 5.3, khung As new sheet : cho dd thi hién thi vio mot
trang mdi (new sheet), khung As object in : cho d@6 thi hién thi vao ding
trang dang lam viéc.
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Chart Wizard - S5tep 4 of 4 - Chart Location EHE |

—Place chart:
="
|_|_I_ ™ As new sheet: IChartl
o
A
bl B G oaschiectin: s W -
@ Cancel | < Back | Rext = | Finish

HINH 5.3: Chon vi tri hién thi dd thi
B10: Nhap chudt vao Finish d€ dd thi hién thi ra nén Excel.

Sau khi hoan tit B10, mic du do thi dd hién ra trén nén Excel, th€ nhung
hinh dang dd thi lic nay rat xdu. D€ chinh sira db thi cho vira y, chiing ta
c6 thé tiép tuc theo doi thao tdc chinh sita dd thi bai 5, muc 5.4

3. V& bi€u d6 nhiéu duong tir mot bang cé nhiéu cot lién ti€p hay nhiéu cot
cach roi nhau

3.1. V& tir bang c6 nhiéu cot lién ti€p, dang XY Scatter

Vi du: V& db thi dudng cung va dudng ciu véi BANG 3 cho trudc.

B1: Nhip vao bang s6 liéu nhu BANG 3
BANG 3
A B C D E F

1

2 Luogng Gid cung | Gid cau

3 0 4 22

4 5 6 19

5 10 8 16

6 15 10 13

7 20 12 10

8 25 14 7

9 30 16 4

10

Sau khi nhip s6 liéu tir B2 dén DO thao tic hoan toan tuong tu nhu vé dd
thi mot dudng thiang
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B2. B4nh khdi toan bd bang dif liéu tir 6 B2:D9
e Nhiap va giif chudt tir 6 B2
e Kéo sang ngang hai cot dén cdt D, rdi kéo xudng dusi dén 6 D9 thi
diung lai.
e Tha chudt ra.

B3. Pua chudt 1én thanh cdc cong cu thong dung rdi nhap chudt vao bi€u
twgng [ ChartWizard, mot cra s6 hién ra nhu hinh 5.1

B4. Nhap chuot chon dang d6 thi XY (Scatter), khi d6 nim dang dd thi
XY Scatter s& hién thi

B5. Nhap chudt chon dang c6 dudng ndi.

B6. Nhap chudt vao nit Next, ctta s& v6i dd thi sé hién 1én.

B7. Ti€p tuc nhap chudt vao nit Next, cita s6 k€ ti€p cho phép Anh/ Chi
nhap vao tén dd thi (khung Chart title), tén truc X (khung Value X
axis) va tén truc Y (khung Value Y axis), xem hinh 5.2.

B8: Ti€p tuc Nhap chudt vao nit Next trong cira s hinh 5.2

B9. Ctia s6 k& ti€p hién 1én cho phép chiing ta xdc dinh vi tri d6 thi dudc
hién thi nhu hinh 5.3, khung As new sheet: cho d6 thi hién thi vao
mot trang mdi (new sheet), khung As object in: cho dd thi hién thi
vao ding trang dang lam viéc, nhap chudt vao As new sheet.

B10: Nhap chudt vao Finish d€ dd thi hién thi ra nén Excel.

3.2. V& tir bang cé nhiéu cot lién ti€p, dang Line

Vi du: V& db thi dudng cung va dudng ciu v6i BANG 3 cho trudc.

Thao tac:
B1: Nhap vao bang s6 lieu nhu BANG 4
BANG 4
A B C D E F
1
2 Lugng Gid cung | Gid cdu
3 0 4 22
4 5 6 19
5 10 8 16
6 15 10 13
7 20 12 10
8 25 14 7
9 30 16 4
10
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Luu §: cich ddnh d4u khdi vé dang do thi dang line sé& khic vé6i vé dd thi
dang XY Scatter.

B2. B4nh khdi bang dit liéu tir 6 C2:D9
e Nhép va gilt chuot tir 6 C2
e Kéo sang ngang mot cot dén cot D, rdi kéo xudng dudi d&én 6 D9 thi

ding lai.

e Tha chudt ra.

B3. Pua chudt 1én thanh cdc cong cu thong dung rdi nhap chudt vio bi€u
tugng |B ChartWizard , mot ctta s8 hién ra nhu hinh 5.1

B4. Nhap chudt chon dang db thi Line, khi d6 bdy dang dd thi Line sé&
hién thi

BS5. Nhap chudt vao niit Next, cira s& vdi dd thi sé hién lén. Lic nay dd
thi vAn chua xdc dinh ddng gid tri cda truc X; ti€p tuc thuc hién dua
gid tri truc X vao dd thi nhu sau:

B6. Nhap chudt vao thanh Series & bén trén db thi nhu hinh 5.4

Chart Wizard - S5tep 2 of 4 - Chart S5ource Data [ 7] |

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

il

znl""“ﬂ

15

\ —— Giial cung
10 \..><F/’—’ —=— Gia cadl
] = —
l:l T T T T T T

Series
Marme: |=Sheet1 el j&_]
Gial cadu
;I Yalues: |=Sheet1!$C$3:$C$9 :k_]
fdd | Eemove |
Cateqory (%) axis labels: I :‘J

@ | Zancel | < Back Mext = Einish

HINH 5.4 : Pua gi4 tri truc X vao db thi
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B7. Nhap chudt vao khung tring Category (X) axis labels & bén dudi

BS8. Bua chudt ra nén Excel va ddanh khéi cét so liéu X; tir 6 B3 dén B9.
Néu ctra s6 dd thi che mat bang s& liéu, khi d6 ching ta thyc hién di
chuyén cita s& dd thi bing cich nhap va giit chudt trén dudng mau
xanh ddm (c6 dong chit Chart Wizard....) trén ctfa sd roi mang sang
chd khic.

B9. Nhap chudt vio nit Next, cita sd k& ti€p cho phép Anh/ Chi nhip vao
tén db thi (khung Chart title), tén truc X ( khung Value X axis) va
tén truc Y (khung Value Y axis), xem hinh 5.2. Sau khi nhip tén cia
dd thi va tén hai truc xong.

B10. Ti€p tuc Nhap chudt vao nit Next trong cifa s hinh 5.2

B11. Cita s k& ti€p hién 1én cho phép chiing ta xdc dinh vi tri dd thi dudc

hién thi nhu hinh 5.3, khung As new sheet : cho do thi hién thi vao
mot trang mdi (new sheet), khung As object in : cho d6 thi hién thi
vao ding trang dang lam viéc, nhap chudt vao As new sheet.

B12. Nap chudt vao Finish dé db thi hién thi ra trong mot trang méi (new

sheet) c6 tén la Chart 1.

3.3. Vé tir bang cé nhiéu cot cach roi, dang Line

Vi du: V& d6 thi dudng ciu vdi bang dit liéu cho nhu Béng 5
BANG 5: Bang vdi s3 liéu cdch roi

A B C E
1
2 Luogng Gi4 cung Gi4 cau
3 0 4 22
4 5 6 19
5 10 8 16
6 15 10 13
7 20 12 10
8 25 14 7
9 30 16 4
10

Luu ¥: cich ddnh d4u khdi vé dang do thi dang line sé& khic vé6i vé dd thi

B1: bdnh diu khoi cot dit liéu “gid cung” (tit C2 dén C9)

dang XY Scatter.
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e Nhép va giit chuot gitta & C2 rodi kéo xudng 6 C9.
e Tha chuot ra.
B2: Tay trai bAm va giit luén phim Ctrl (khong thd phim ra)
B3: Tay phai ding chudt ddnh ddu khéi cot dif liéu “gid cdu” tir 6 E2:E9
B4: Tha chudt ra trudc.
B5: Tha phim Ctrl ra sau.
Nhu vay 1a ta dd ddnh khoi dugc hai cot dit liéu cdch rdi nhau. Ta tiép
tuc thyc hién cdc budc ti€p theo nhu vé dd thi 5.3.2 k& tir budc B3.
B6. Pua chudt 1én thanh cdc cong cu thong dung rdi nhap chudt vao bi€u
tugng [ ChartWizard , mot ctta s8 hién ra nhu hinh 5.1
B7. Nhap chudt chon dang db thi Line, khi d6 bdy dang dd thi Line sé&
hién thi
B8. Nhap chudt vio nit Next, cita s6 v4i dd thi s& hién 1én. Liic nay db
thi vAn chua xdc dinh ding gid tri cda truc X; ti€p tuc thuc hién dua
gid tri truc X vao dd thi nhu sau
B9. Nhip chudt vao thanh Series 3 bén trén do thi, xem hinh 5.4
B10. Nhap chudt vao khung tring Category (X) axis labels

B11. Pua chudt ra nén Excel va ddanh khoi cot s liéu X; tir 6 B3 dén B9.
Né&u ctra s6 dd thi che mat bang sd liéu, khi d6 ching ta thuc hién di
chuyén ctra s& d6 thi biing cach nhap va giit chudt trén dudng mau
xanh dam (c6 dong chit Chart Wizard....) trén cira s6 roi mang sang
chd khic.

B12. Nhip chudt vao niit Next, ctra s6 k& ti€p cho phép Anh/ Chi nhap
vao tén db thi (khung Chart title), tén truc X ( khung Value X axis)
va tén truc Y (khung Value Y axis), xem hinh 5.2. Sau khi nhip tén
ctia do thi va tén hai truc xong.

B13. Ti€p tuc Nhap chudt vao niit Next.

B14. Cita sd k& ti€p hién 1én cho phép chiing ta xdc dinh vi tri dd thi dudc
hién thi nhu hinh 5.3, khung As new sheet : cho do thi hién thi vao
mot trang mdi (new sheet), khung As object in : cho d6 thi hién thi
vao ddng trang dang lam viéc, nhip chudt vao As new sheet.

B15. Nhap chudt vao Finish d€ d thi hién thi ra trong mdt trang méi (new
sheet) c6 tén la Chart 1.
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4. Chinh sita dinh dang lai biéu db
4.1. Pinh dang lai kich thu6c va mau nén

a. Chinh kich thudc do thi:

Thao téc:

B1: Nhip chudt mot cdi trén nén cla db thi, khi d6 xung quanh nén sé&
hién 1én cac nit hinh vudéng nhé mau den.

B2: Dua chudt dén vi tri cdc nit den cho dén khi chudt tir dang miii tén
mau tring chuyén thanh miii tén hai ddu mau den thi dirng lai.

B3: Nhap va giit chudt

B4: Diing chudt kéo dé cho d6 thi dugc rong ra.

B5: Tha chudt

B6: Ti€p tuc nhip va gift chudt vao cédc nit den con lai dé diéu chinh cho
dén khi kich thuéc clia nén dd 16n so véi kich thude do thi ban dau thi
ngung lai.

b. Chinh mau nén:

Thao tac:

B1: Nhap chudt hai cdi lién vao trén nén clia do thi, mot bing mau sé
hién ra d€ ta chon mau, xem hinh minh hoa.

Format Plot Area HE |
~Baorder —Area
(o Sukornatic (o Aukornatic
(o Mone (o MNone
9 B EEEEEEN

m
EEEEEEEE
e [—— ]

e EDCONEEEE
co: [N~ || MOOED i

|

an

Weight: |—__|, OO oE
Om

|

Fill Effects. ..
~Sample o AeEe |

CK I Cancel |

HINH 5.8: Bing chon mau

B3: Nhap chudt vao mdt 6 mau tuy y
B4: Nhap chudt vao niit OK
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4.2. Dinh dang lai truc X, truc Y

a. Dich chuyén vi tri tén ciia cdc truc.
Thao tac:

B1: Nhap va giit chuodt vao tén ctia truc X, nim bén duéi truc hoanh; hodc
tén clia truc Y, nim bén trdi truc tung.

B2: Dich chuyén chudt d&n vi tri mudn dit tén.

B3: Tha chudt ra.

b. Quay ngang tén cua truc Y:
Thao tac:

B1: Nhdp chudt phdi vao tén cia truc Y.
B3: Bing nhd hién 1én, ta nhap chudt vao dong chit Format axis title...

Format Axiz Title HE |

EF‘atternsjl Fank | .ﬁ.lignmentl

—Barder —Orea
" Autamatic £ Autamatic
% Mone % Mone
-
ustam EEEEEEEN

HEEEEEEERN
le: —
aytes | =] EDDEEEEE
Color: I Aukomatic "’I | FEENE ENEC N W

Do oB0

w'eight:
I TIShadow OmiUmEOm0]
AN ([ EEEN
o Fill EFfects. . |

Ok, I Cancel |

B4: Mot cira s6 hién 1én nhu HINH 5.9, ta nhap chudt vao Alignment

B5: Sau khi nhip chudt vao chit Alignment, mot cita s6 nhu HINH 5.10
hién lén, lic d6 Anh/ Chi s& lwa chon huéng cia tén truc X, bing cédch
ddnh vao géc nghiéng & 6 Degrees hoic kéo kim huéng dén géc do mong
mudn. Chit Text trén hinh 12 dang nim doc, Anh/chi chon vao chit Text
nim ngang, roi nhap chudt vao nit OK
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Format Axis Title
Patterns | Fort [ Alignment
Text alignment —rientation
Horizontal: ICenter j [+ . .
*
iErtiCEll: ICEnter j T "
2
|| TExk *
t -
*
.
I':' E‘ Cegrees
CK I Cancel

HINH 5.10: Ctra s6 Format Axis Title, chon Alignment

c. Piédu chinh lai thang do’ (scale) cho hai truc

C.1 Piéu chinh thang do cia truc Y:

Thao tac:

B1: Click chon db thi né€u Anh/Chi dang & bén ngoai do thi.

B2: Double click vao con s6 bat ky nim phia bén trdi clia tryc tung.

B3: Mot clra s6 “Format Axis” hién 1én nhu HINH 5.11, khi d6 Anh/Chi

chon Scale

B4: Chinh lai cac gid tri Minimum, Maximum, Major Unit:don vi do
chinh, Minor Unit: don vi do phu, rdi nhap chudt vao niit OK.

* Thang do: Trén mot truc s& s& ¢ gid tri 16n nhat, nhd nhat, bude chinh va budc phu, T4t ca bon y&u t&

trén 12 thé hién ddy di cia mot thang do, c6 thé hi€u don gidn né 13 cdy thudc do.
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Format Axig EEd |

Patterns Scale I Fonk | Mumber I F'.Iignmentl

Malue () axis scale

Auta

v Minimum: IEI
V¥ Maximum: IIB
¥ Major unit: |2
V¥ Minor unit: ID-"r

W walue () axis

Crosses ak ||:|
Display wunits: IN:::ne vI ¥ Show display units label on chart

[ Logarithmic scale
[ “alues in reverse order
[ walue () axis crosses at mazximurn walue

Ik I Cancel

HINH 5.11: Format Axis

C.2 Piéu chinh thang do cia truc X:

Luu y:
Thang do cda truc X sé& khong diéu chinh dugce khi dd thi dang c6

dang Line. Khi dé ta phdi dinh dang cho do thi c6 dang l1a XY-Scatter.
Thao tac:

B1: Nhap chudt phdi vao mot diém bat ky trén nén do thi.

B2: Nhap chudt vao Chart Type, mdt cita s§ hién 1én nhw HINH 5.12

B3: Nhip chuot vao XY [Scatter], réi nhap chuodt vao OK.

Sau khi @6 thi  dang XY [Scatter] thi ¢6 thé chinh sita Scale nhu &
phan C.1.
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Chart Type |
Standard Types | Custom Types |

Chart bype: Chart sub-type:
M Colurmn -

E Bar

2
@ Fie

s B (Scatker)

|‘ Area

@ Doughnut

@r Radar

| Surface G
8+ Eubble

lﬁﬂﬁ_ Skack LI

—opkions

Al

: Line with markers displaved at each data
™ Apply to selection alue,

[ Default formatting

Press and hold to view sample |

@ | Set as defaulk chart | (0] 4 I Cancel I

HINH 5.12: Loai P thi

B4: Double click vao con s6 bén dudi truc hoanh.

B5: Nhap chuot vao chit Scale.

B6: Chinh lai cac gid tri Minimum, Maximum, Major Unit:don vi do
chinh, Minor Unit: don vi do phuy, réi nhap chudt vao nit OK.

4.3. Pinh dang lai duong, mau duong, ky hiéu trén duong
Thao tdc:
B1: Click d€ do thi néu Anh/Chi dang & bén ngoai dd thi.
B2: Double click vao dudng thing, mot cita s§ hién 1én nhw HINH 5.13

B3: Bén dudi phian chinh dudng, phia dudi chit Line, Anh/Chi chon
custom, sau dé chinh dang dudng (Style), mau dudng (color), d0 nét
(weight) day hay mong.

B4: Tuong tu cho thao tdc chinh dudng, bén tay phai la chinh (marker)
dau ddnh & trén dudng, ddu ddnh nay gidp ta phan biét giita cdc dudng
vdi nhau.
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Format Data Senies |

Data Labels | Seties Order | Cpkians
............. F'atternsl Fiis I % Error Bars I ' Error Bars
~Line Marker
g Aukomnatic o Aukornatic
i Mane i MNone
" Custom ™ Custom
Skles I _ vI Skvle: I * vl
Colars I Automatic vI Foreground: I Automatic "I
Weeight: I _— vI Background: I Autormatic "I
V¥ Smoothed line
Sige: |5 E‘ pks
~Sample
[~ shadow

o |

Cancel

HINH 5.13: Pinh dang chudi s6 liéu

5. V& thém dudng vao mot do thi cé sin

Thao tdc: TruSc tién cdc Anh/Chi vé& d thi clia dudng cung; sau dé thém
dudng cau.

B1: Nhap vao mot bang s8 liéu (tir 6 B2 d&€n 6 D9) nhu hinh v& (BANG 7)

BANG 7
A B C D E
1]
i Lugng cung | Gid cung | Gid cdu
3] g 4 21
4 5 & 12
= 10 g 15
_6 | 15 10 12
7] 20 12 o
8 25 14 &
| 30 la E]
0] [
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B2: D4nh khdi bdng dit liéu tir B2:C9
e Nhiap va giif chudt tir 6 B2
e Kéo sang ngang mdt cot, roi kéo xudéng dudi dén 6 C9 thi
diung lai.
e Tha chudt ra.

B3: Thyc hién thao tidc v& do thi gidng nhu thao tdc trong phin v& dd thi
5.2 (vé& dd thi cia mot dudng thing), (xem lai phan vé& do thi 5.2 va
thuc hién dén B10).

B4: Pua do thi dudng cau vao theo cic thao tdc:
e Ddnh khdi cot dit liéu gid cau tir D2:D9
e Nhap chudt vao bi€u tugng copy.
e Sau d6 dan vao dd thi bing cdch: nhiap chudt vao db thi, sau d6
nh4p chudt vao bi€u tugng dan.
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BAI 6. CHINH TRANG IN VA IN AN
1. Vai cau héi truéce Kkhi in.

Tru6e khi in, d€ khong bi mit nhiéu thdi gian, Anh/Chi cin trd 13i mot vai cau
héi sau:

Anh/Chi da vao mang chua. (Username va password)

Tén vao mang cia Anh/Chi (Logon Name khi vao Windows) 1a tén gi.
Mady in cia Anh/Chi la mdy in nao, ¢6 bat 1én chua.

Céac Anh/Chi da xem lai trang in (Print Preview) trudc khi in chua.

Mot vai 161 khuyén:

Nk

e Han ch€'in tir bi€u tugng Print trén thanh "standard bar"

e Nén xem lai (Print Preview) tru6c khi in, xem téng s trang in
¢6 hgp ly khong, vin ban c6 lot vao trong trang chua?

e Nén in tif thanh menu; nhip chudt vao chit File
e Nén in truGc thit mot hay hai trang truGe khi in toan bo vin bén.

e Nhin trén man hinh in Xxem minh s€ in ra may in nao? Trong
phong may hay in sang mdy in phong Hanh chinh.

e Khi da cho 1énh in r6i ma khong thay in ra, thi khong nén cho
lénh in nita ma hay goi ngudi diéu khién hé thong d€ hdi ro
nguyén nhan.

e Xem thao tic in miu & phan 4.1

2. Chinh trang in (Page Setup)
e Tai sao phdi chinh trang in ?

Trude khi in bang tinh, thudng chiing ta s& dit cAu hdi 1a trang gidy ma
ching ta in ra c6 kich thuéc nhu th€ nao (B5, A4, A3, ...), vdi kich thudc
trang gidy ma ta chon thi bing tinh clia chiing ta sé& in ra bao nhiéu trang,
ndi dung bén trong bang tinh c6 bi tich ra nhitng phan theo céc trang khic
nhau hay khong (trong khi d6 ching ta mong mudn 13 mdt phan nao d6 trén
bang tinh phdi nim trén mot trang ma khong bi tach rdi. Vi du, tén dd thi
ghi chi thich clia do thi thi Iic nao ching ta cling mudn né nim cling trang
vdi dd thi) hodc 1a ching ta mudn 1a c6 tén clia ching ta trén trang in (dé
khong 1an 16n vdi trang in cla ngudi khdc), trén trang in ¢6 ngay thing, s
trang va rat nhiéu cau héi khic. Sau diy ching ta s& tim hi€u sd lugc mot
s6 phan vé hop thoai Page Setup.
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DPé€ goi hop thoai Page Setup chiing ta phdi c6 bang tinh cda chiing ta trén
man hinh. Nhap chudt vao trinh don File, mdt bing danh sdch cdc l1énh
trong trinh don nay trdi xuéng, Nhap chudt chon 1énh Page Setup, hdp hoi
thoai Page Setup xuat hién nhu hinh 6-1.

Tab
“Page

Tab Tab Tab
“Margins | | “Header/Footer”| | “Sheet”

Page Setup

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

Orienkation

L L
= Porkrait " Landscape Print Preview |

Scaling Qptions. ., |

'S
r

Hinh 6-1
Hop hoi thoai
........ Page Setup

Prink. .. |

Adjust bo: 100 = % normal size

Fit ko |1 5“ pagels) wide by |1 E“ kall

Paper

=l
Prink guality: |3EIEI dpi j
First page number: IF'.utl:u

sizen IM 210 % 297 mm

(0] 4 I Cancel |

Trong hop hoi thoai Page Setup, ching ta thdy né c¢é nhiéu Tab, sau diy

lan

lugc chiing ta s& xem xét chifc ning clia titng phan tromg mdi Tab nay.

e Khung chiic nang “Page” (xem hinh 6-1)

Trong hop hodi thoai Page Setup, nhadp chudt vao chit “Page” thi Tab
“Page” dudc ndi 1én phia trudc cdc tab khic trong hop thoai Page Setup.

- Phdn Orientation: Phan nay cho chiing ta 2 lua chon 13 ndi dung clia

bang tinh khi in ra s& bo tri theo trang ngang (Landscape) hoic 13 theo
trang doc (Portrait). P& chon trang doc, hiy nhip chuodt vao nit Radio
Button (xem hinh 6-2) § ngay truSc chit Portrait hay néu mudn chon
trang ngang hdy nhip chudt vao niit radio button ngay trudc chit
Landscape.
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In trang doc In trang ngang

Onentatio

Hinh 6-2

b L= A . . e N
@ Portrait (:'1 Landscape Phdn Oriantation dé cai
dat in trang doc hodc in

trang ngang.

Chd y:

+Trang thdi cia nit radio button dang dugc chon ¢6 hinh @ va khong dugc chon c6 hinh O
+Trong phin Orientation nay thi chiing ta chi c6 thé chon mot trong 2 lya chon.

+Trong mdt Worksheet chiing ta chi c¢6 thé dinh dang 13 in trang doc hoic 13 in trang ngang cho
toan b cdc trang trong Worksheet d6.

- Phan Scaling: Ding d€ lam 16n 1én hoic nhd phin ndi dung cda
Worksheet in ra. Chon lya nay khong lam thay ddi kich thudc clia
Worksheet trén man hinh. D€ ting hay gidm kich thudc clia Worksheet
khi in ra, ching ta hiy nhap chudt vao trong hdp Adjust to, réi danh vao
s6 phan trim kich thuéc cia Worksheet in ra so vdi kich thuc binh
thuong (xem hinh 6-3).

Hop Adjust to
Scaling [ Hinh 6-3
® Adjust to: Iﬁl] EX normal size Phén Scaling

ding dé thay doi

C/ Fit to: |1 E pagels] wide by |1 E tall i léin.

- Phan Paper size: Chon lya kho gidy in (xem hinh 6-4).

Hinh 6-4

Nt m& danh sdch | Phdn Paper size
Paper Size: |Letter 8 x11in H_ lua chon khé gié{y dﬂrz’g déj cai dqt
: i kho gidy in.

Nhap chudt vio nit mé danh sich thi mot danh sdch tén cdc loai khd gidy
dugc trdi xuéng, hay nhap chudt vao loai tén khd gidy ma Anh/Chi mudn
chon. N&u cdc Anh/Chi khong thdy tén ctia khd gidy ma minh mudn chon
thi hdy nhap chudt vao niit cudn 1én cla thanh cudn hoic nhap chudt vao
ntit cudn xudng clia thanh cudn d€ tim ki€m tén ctia kho gidy do.

Paper Size: |Letter®8 =x11in * -
Py Nt cudn xudng |
Pnnt Quality: [Legal 8 =x14n
Executive ¥ x10 in . A1
A4 210 x 297 mm o Nitcugnlen |

First Page Humber: [Auto
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- Phan Print Quality: Chon lua chat lugng cta trang in. PE chon chat
lugng in hay nh&p chudt vao nit md danh danh ctia hop Print Quality
(xem hinh 6-5) thi mot danh sich trdi xuéng roéi nhiap chudt vao mot
trong céc tén trong danh sdch. High, Medium, Low, Draft theo tha ty la
chat lugng cao, trung binh, thap, va in nhédp.

Print Quality: |High I-ﬁqh 6-5
Phdan Print Quality

ding dé chon chadt

First Page Nu r::mm

Nirafr

- Phan First Page Number: Dy 12 phan lwa chon cho s& cda trang diu
tién. Vi du, néu ching ta mudn trang dau tién cé so cla trang 1a 5 thi
hiy vao sd 5 trong hop nay.

- Trong cdc tab ctia hop hdi thoai Page Setup ta diéu thay cdc nit OK,
Cancel, Print, Print Preview, Options, va Help. Chdc ning cda cdc nut
nay la:

- Nit OK: La nit ghi nhan tit c4 lya chon ma ta da chi ra. Sau khi nhap
chudt vao nit OK thi hdp hoi thoai Page Setup s€ dong lai.

- Niit Cancel: La nit huy bd tit c4 nhitng gi ma ta lya chon. Sau khi nhap
chudt vao nit nay thi hop hdi thoai Page Setup dong lai.

- Niit Print: Diing d€ in bang tinh.

- Nt Print Preview: Nhap chudt vao nit nay thi chuong trinh Excel sé&
cho ching ta nhin thdy trang in trudc khi in.

- Nit Options: P& chon lyra cho mdy in.

- Nit Help: Huéng din bing ti€ng Anh vé cdc chifc ning clia cidc phan
trong tab hi€n hanh.

o Khung chiic ndng Margins

Trong hop hoi thoai Page Setup Nhap chudt vao chit “Margins” thi tab
“Margins” dugc trdi 1én phia trudc.
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Page Setup

Top: Header: Brint |
[1 = [0 = =
Print Preview |

Oplions, ..

Left: Right;
II:I.F"S 5‘ II:I.F"S 5‘

Bokkomn: Fooker:
Center on page
™ Herizankally I Yertically

K I Cancel

Hinh 6-6. Tab margins

- Trong tab nay cho chiing ta cai dit cdc I€ clia ndi dung bén trong trang in.
Céc 1é nay la:

+ Khodng cdch tir canh bén trdi clia trang gidy dén mép phan ndi dung bén
trong cla bang tinh (c6 tén la Left).

+ Khodng cdch tir canh bén phdi cla trang gidy dén mép phan ndi dung bén
trong cla bang tinh (c6 tén la Right).

+ Khodng cich tif canh bén trén clia trang gidy dé€n mép phan noi dung bén
trong cla bang tinh (c6 tén la Top).

+ Khodng cdch tir canh bén dudi clia trang gidy dén mép phan ndi dung bén
trong cla bang tinh (c6 tén 1a Bottom)

+ Khodng cdch tir canh bén trén clia trang gidy dé€n mép phan tiéu dé ddu
trang (header).

+ Khodng cédch tif canh bén dudi clia trang gidy dé€n mép phan tiéu dé cudi
trang (Footer). (xem hinh 6-7)

Ghi chi:
- Header nghia 12 tiéu dé dAu trang. Nhu Anh/Chi thdy tiéu dé dau trang clia phin tai liéu nay la:

"Chudng trinh Gidng day Kinh t&€ Fulbright Bai 6. Chinh trang in vi in 4n"

- Footer nghia 12 tiéu dé cudi trang. Tiéu dé cudi trang ctia phan tai liéu huéng din nay la:
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- Chit Header va Footer trong khung From edge ctlia tab Margins 4m chi khodng céch tit canh trén
trang gid'y dén phan tiéu dé ddu trang va tir canh dudi trang gidy dén tiéu dé cudi trang.
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+ Trong khung Center on Page c6 2 phin la Horizontally va Vertically diing
dé dit ndi dung clia trang in nim giita cdc 1& Left-Right va Top-Bottom. Néu
ta nhdp chudt vao & Horizontally thi ndi dung trang in sé& nim gifta 1€ Left va
Right. Né&u ta nhdp chudt vao & Vertically thi ndi dung trang in s& nim gitta 1&
Top va Bottom (xem hinh 6-7).

Top

Hinh 6-7
............................................................................ Gidi thich cdc
thudt ngit trong
tab Magins.

3 MACROECONOMC INDICATORE

;EW.'&unnrmum e A/ I B i
! Pogulascn [railien) ™ ; T
" Laber Pune [ralion) e Horizontally

apnculare kil nT
warufaranng 12 12
GOF ur IGH® prccy, in blhon dong LIUTTI IR IS S PR 3 (- LR 1Y -

wlacnal Produce LT Bl [

Inthomry wayd TRe uws| om
Coranxooh i 12 =l (LA H
ApcuunPuray ira| e tem| AT Vertically

Odxn 118 =0 [.1~3

11119

Morrvlaxna Frodec Hnray 1Ter 1=Kl
T i ot e N LN C B G =1 T L= L
Trick 18 i o1z ==TL

Prrcc = T

Adninooust, Hoakh, 8ducaoon 11&= T

Houong, Tounx =11 12aT L1

Ohm Bl
Inwomare | e of COFY 11 ITa
Tarrga e eF COFY 1 1

21

Ceramicr Pce | rdea IT=

- B€ thay ddi 1€, hiy d4nh s6 vao cdc hop Top, Bottom, Left, Right (chi y 12
s6 nay c6 don vi do chiéu dai tinh biing Inch). P& thay d6i 1€ cia tiéu dé dau
trang va tiéu dé cudi trang, hay danh s& vao hop Header, Footer (don vi Inch)

- Khung Preview 1a cho chiing ta biét 1a dang thay d6i 1€ nio bing hinh 4nh.
o Khung chiic nang Header/Footer
Trong hop hoi thoai Page Setup, nhip chudt vao chit “Header/Footer” thi tab

“Header/Footer” dugc trdi 1én phia truSc (xem hinh 6-8). Tab nay dung dé
duwa vao trang in tiéu dé diu trang va tiéu dé cudi trang.

Cénh Thac/Thanh Théi/Thanh Phong 56 Microsoft Excel



Chuong trinh Gidng day Kinh t&€ Fulbright Bai 6. Chinh trang in va in 4n

Page Setup |

PFimE. .. |

Prink Presview |

Header: oot |
||:|'||:||‘||3:| j LpLions.. .

Cuskaom Header, .. Cuskorm Fooket, .. |

Foaket:

Il{nu:une]l j

Ik I Zancel

Hinh 6-8. Tab Header/ Footer diing d€ dua vao trang in cdc tiéu dé dau trang va tiéu dé cudi trang.

e Cdch dua vao tiéu dé dau trang:

Thao tac:

B1. Nhap chuot vao chif File trén thanh Menu, mot cira s6 sé& rét xuong.
B2. Nhap chudt vao hang chit Page Setup...3 trong ctta s vira rét xudng.
B3. Nhap chudt vao khung chit Header/Footer.

B4. Nhip chudt vao nit Custom header..., mot hop hoi thoai Header xuit
hi€n (xem hinh 6-9). Hop hoi thoai nay c6 3 khung Left Section, Center
Section va Right Section. C4c khung nay 1a 3 phan trdi, giita va phdi cla
tiéu dé dau trang.

B5. Nhap chudt vao trong 3 khung dé va ddnh vao tiéu dé dau trang hoic
nhap chudt vao cdc nit chén s6 thit ty trang (mi 1a &[Page]), tong
sO trang (ma la &[Pages]), ngay thing ndm ldc bang tinh dugc in ra
(ma 1a &[Date]), giG cda lic bang tinh in ra (ma 1a &[Time]),

tén file cuia ban tinh (ma la &[File]), tén Worksheet hién hanh
(ma la &[Tab)).
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Header HE3 I

To Format ket select the text, then choose the Fonk bukkon,

To insett a page number, date, time, filename, or tab name; position the insertion point Ll
e
w

in the edit box, then choose the appropriate button,

Al 8lal =mjo| 8-

Left section: Center section: Right section:

— &[Tab] —

Cancel

Hinh 6-9. Tab Header diing dé thém tiéu dé dau trang.

DPinh dang chif ti€ng Viét cho tiéu dé dau trang bing cdch bdi den (ddnh
khoi) nhitng ky tw ma ching ta mudn dinh dang sau d6 nhap chudt vao niit
thi mot hop hoi thoai Font hién ra (xem hinh 6-10) va ti€p theo chiing
ta c6 thé chon lua cdc dinh dang lai font chit ma ching ta mudn.

Font HE

Font: Fonk style: Size:
] imes
HI-Times fmormal 12
9 -
Cancel |
10 —

T YNI-DOS Sample Font |
T YNI-Helve
YNI-Helve-Condense  —

Underline:
IN:::ne j ¥ Mormal Fank

ffects eI
[ strikethrough

I™ Superscript AaBbCcYyZz
™ Subscript

This is a TrueType Font, The same font will be used on bokh wour prinker and wour screen,

Hinh 6-10. Hop hdi thoai Font diing d€ dinh dang tiéu dé diu trang.

B6. Nhap chudt vao nit OK thi Excel sé& ghi nhin cdc cdc dinh dang ma
ching ta da chon va hop thoai Font dugc déng lai; hodc nhap chudt
vao niit Cancel d€ huy bé tit ca cic dinh dang ma ching ta vira chon
va hop hdi thoai Font dugc dong lai.

B7. Ti€p tuc nhap chuot vao nit OK dé Excel sé& ghi nhan lai moi thi ma
chiing ta vira méi dua vao tiéu dé dau trang; hodc nhap chudt vao niit
Cancel d€ huy bd tiéu dé dau trang ma chiing ta vira mdi dua vao
hoiic chinh stta. Sau khi nhap chudt hop hoi thoai Header dugc déng
lai
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e Cdch dua vao tiéu dé cuéi trang:

Trong tab Header/Footer, nhdp chudt vao nit Custom Footer thi hop hoi
thoai Footer hi€n ra (xem hinh 6-11).

Footer EH I

To Format text: select the kext, then choose the fonk butkon,

To insert a page number, date, time, filename, of tab name:  position the insettion poink Ll
s
-

in the edit box, then choose the appropriate bukton,

Al Zjo] a|g

Left section: Center section: Right section:

Zancel

= Page &[FPage] =

Hinh 6-11. Hop hoi thoai Footer diing d€ dwa vao tiéu dé cudi trang.

Tur hop hoi thoai nay chiing ta dua vao tiéu dé cudi trang tuong ty nhu cdch
dua vao tiéu dé dau trang.

o Khung chiic nang Sheet

Trong hop hoi thoai Page Setup, nhap chudt vao chit “Sheet” thi khung
chifc ning “Sheet” dudc troi 1én phia trude (xem hinh 6-12). Sau diy chiing
ta s& 1an lugt tim hi€u vé khung chiic ning nay.

Page Setup |
Page | Margins | HeaderFooker

Prink area: I j‘_] Prink. .. |
Prink kitles

Prink Presview I

Rows to repeat at tap: I

= I
Opkions. ..
Columns to repeat ak left: I |
Prink

[ aridines [ Row and column headings

[ Black and white Comments: I':N':"-'E:' j
[ Draft quality

Page order

¥ Down, then over
" Ower, then down

it
i) [ina]
PO
i rin

Ik I Cancel

Hinh 6-12. Tab Sheet
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- Print Area: Khung nay cho chiing ta chon viing in (xem hinh 6-13).

Pnnt Area: I
Hinh 6-13. Pinh vung in

Vi du, ching ta can in ving A1:B5 va D1:ES5 thi chi can ddnh vao khung
nay “Al1:B5, D1:E5” hoic nhip chudt vao khung nay roi nhap chudt vao
trong Worksheet va ding mouse d€ quét chon lya ving A1:B5 rdi nhan giit
phim Ctrl va quét chon vung D1:ES5, khi quét chon xong thi trong khung
Print Area ciing xudt hién $A$1:$B$5,$D$1:$E$5. Cic vung chon ma
khong lién tuc thi s€ dudc in trén cdc trang khic nhau. Nhu vi du trén thi
ving A1:B5 dudc in trén mot trang va D1:E5 dudc in trén trang khic.

-Print Titles: Dung d€ in 13p lai hang hay cdt ma ching ta mudn chon 1am
dau dé (xem hinh 6-14). C4c dau dé chi dugc in lip lai & nhitng trang tiép
theo sau hang hay cot c6 dau dé d6. Vi du néu chiing ta chon mot hang hay
cot 1am diu dé in va hang hay cdt ndy nim & trang thi hai thi ké tir trang
thit ba tré di dau nay sé dudc in lip lai.

Print Titles
Bowsz to Repeat at Top: I

Columns to Bepeat at Left: |

Hinh 6-14. Céc khung chon diu dé in

Bay gid, chiing ta thit xem thém vi du sau d€ hi€u thém vé in lip lai dau dé.
Trén hinh 6-15, ta ¢6 mot bang dai, néu in ra thi bing nay sé c6 2 trang va
bdng nay sé& bi chia thanh 2 phan nim trong 2 trang dé. Gid s, phan bang
B2:H62 nim § trang thit nhat va phan bidng B63:H:75 nim trong trang thif
2. Nhu vay khi xem gid tri nao d6 l1a “Quantity” hay “Price ($)” vv... trong
trang thi 2 thi nhat thi€t phai di chi€u vdi dau dé hang cla trang thi nhat.
vi du nhu, d€ bi&t 6 D70 1a gi thi ta ph3i d6i chi€u vao trang thi¥ nhiat méi
biét dugc né 12 “Quantity”.
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A[B | C | o [ e [ F [ & | H |
1
2 No Book Name Quantity | Price ($) | Sale (%) [&tCost($)| Supplier Email
3 1 All Too Human 1 g 20 7 | Catherine
L 2 Dan Quixote g 10 ] 3.8 | Cindy
A 3 Hamlet 3 3.5 10 15.5 | David
[i] 4 Histories 1 5.95 1 4.9 | Geoff
i il kidnapped 1 23.44 ] 17.23 | Gordine
g A hadarme Bovany 10 20,48 Eh 976 | James
b3 k1 Mok Lck F (R ta] o] I4.dd | dasiillig
64 B2 | Paradise Lost 3 17.5 10 12.95 [ Jeff
65 f3 | Principia Mathematica 3 4.73 ] 2.893 | Jennifer
[i]] 4 | Spring Snow 11 2273 40 4. 87 | Jessica
67 65 [ The Brothers Karamazo a 2.1 24 17.41 | Jon
68 G | The Joy of Cooking 4 10.95 il V.35 | Jan
69 67 | The Odysgey 4 f.98 ] 11.67 | Lisa
Fill) 3 | The Prince 11 27 10 13.88 | Marc
71 i3 | The Republic 3 1.25 5 1.06 | Melissa
i2 70 | The Tempest g 126 ] 1262 | Maonigue
¥3 71 | The Time Machine 7 11.48 20 4.02 [ Meil
[ 72 | Thus Spoke Zarathustira il 9.23 ] 3.8 | Pierre
¥h 73 | Zorbathe Greek 1 10.99 a 7.86 | Siman

Hinh 6-15. Mot vi du minh hoa cho viéc in lip lai diu dé.

D€ khong cin phdi ddi chi€u 1én trang thit nhat chiing ta hiy cho in lip lai
tiéu dé cla bang 12 hang s6 2 clia bang tinh nay (tic 12 hang c6 tiéu dé
Price ($)” vv...) bing cdch md tap tin c6 bang
nay rdi goi hop hoi thoai Page Setup 1én, nhap chudt vao tab Sheet (thao
tdc theo phan huéng din § cdc trang trudc) rdi nhap chudt vao hdp Row to
Repeat at Top roi nhap chudt vao bit ky 6 ndo clia hang 2 cla woorksheet thi
1ip tic trong hOp Row to Repeat at Top xuat hién $2:$2 (xem hinh 6-16).

13 2 13 2 (13 . 2 13
No. ', "Book name ~, ~"Quantity ',

Bows to Repeat at Top:

[$2:42
Hinh 6-16. Sau khi nhip chudt vao hang 2 cia Woork sheet.
Tiép tuc, nhap chudt vao nit OK clia hop hdi thoai Page Setup dé Excel ghi

nhan lai viéc ching ta méi lam. BAy gid, néu in ra bang tinh thi ching ta sé&
dudc k€t qua nhu hinh 6-17a va 6-17b.

Hinh 6-17a. Trang thi nhat

Mo. Book Hame Quantity | Price($) | Sale (%) |At Cost($)| Supplier Email
1[ Al Too Human 1 g 20 7 Cathering
2| Don Quixote g 10 1] 3.8 | Cindy
3| Hamlet 3 a5 10 165 | David
4| Histories 1 5.85 0 4.4 Geoff
A kidnapped 1 23.44 1] 17.23 Gording
B adame Bova 10 hafp——— 28 | § iRl lheagg
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Pau dé bang tinh dudgc in Lip lai 6 trang 2

No. Book Name Quantity | Price ($) | Sale (%) |At Cost ($)| Supplier Email
61 Moby Dick 2 10.35 5 14.54 | Jasmine
G2\ Paradise Lost 3 17.5 10 1295 | Jeff
53] Principia Mathematica| 3 4.73 0 2.98 | Jennifer
B4 Spring Snow 11 2273 410 4497 | Jessica
5| The Brothers Karamaz 5 2.1 25 17.41 Jon
AR| The Joy of Cooking 4 10.95 a 7.35 | Jon
A7) The Odyssey 4 A.95 ] 11.67 Lisa
63| The Prince 1 2.7 10 13.58 Marc
649 The Republic 3 1.28 B 1.06 | Melissa
70| The Tempest g 12.6 1] 12,62 | Monigue
71| The Time Machine 7 11.48 20 4.02 | Meil
72| Thus Spoke Zarathusty b 923 ] 3.4 Pierre

[ — w41 apae- —

Hinh 6-17b. Trang tht hai

- Print: D€ chon lua cdc phan trong khung print thi nhap chudt vao cdc hop
check box L. Sau khi nhap chudt vao hop check box thi trong hop nay
dudc ddnh ddu X c6 hinh ®\. Vi dy, khi néu nhap chudt vao hop check box
ctia Gridlines thi ching ta thdy nhu hinh 6-18.

[ Black and White
[ Bow and Column Headings

[T Draft Quality

Hinh 6-18. Khung Print

+ Gridlines (xem hinh 6-19): 1a mhitng dudng 1u6i ngang doc nhu chiing ta
thay trén bang tinh (cdc dudng ndy minh va md, dung d€ cho chiing ta thay
dugc mdi 6 trong bang tinh). né€u ching ta nhap chudt chon vao hdp check

box clia Gridlines thi khi in ra cdc 6 chwa dugc déng khung (bing 1énh
Border) s€ c6 dudng mang bao quanh.

nJE]

Ba:
All Too F
Dan gul;

let

Histon E
Kidna;\Gridline

Hinh 6-19. Gridlines

) | |y e | ot | Feot [t
I.'h-F-l'...'-f.l—lE

+ Black and White: Khi chon muc nay va in bang tinh trén may in mau thi
mat du trong bang tinh ching ta ¢c6 mau, trang in cda ching ta chi ¢c6 mau
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tring va den. Ngoai ra, chon lya ndy 1am cho qud trinh in trén mdy in mau
nhanh hon.

+ Notes: Khi chon muc nay thi ngoai ndi dung ciia worksheet dudc in ra, tit
ca cdc ghi chi cho cdc 6 cia worksheet s& dugc in ra thanh cdc trang tach
riéng vdi cdc trang clia ndi dung worksheet. D€ in cdc ghi chi ctia cic 6 di
kém v6i dia chi cida nhitng & d6 thi chiing ta phai ddnh diu cd hop check
box cua Notes va hop check box ciia Row and column headings.

+ Row And Colum Headings: N&u chon muc nay thi trang in s& c6 thém
phan sd thif tw hang va tén cot clia cdc 6 trong bang tinh (hinh 6-20).

s6 thit tw hang va,tén cot clia cdc 6 dugc in ra trong trang in

L& TE] C \li ] | E | F [ G [ H |
e '
| 2 | No. Book Name Quantity |Price [$]]| Sale [*] | Cost  Bupplier Email
| 3| 1] &l Towo Human 1 i 20 T | Catherine
| 4| 2[ Don Guizote 8 1] 0 35 | Cindy
| B | 3| Hamlet 3 35 10 155 | David
| & | 4 Histories 1 5.9% 1] 49 | Geoff
| 7 5 Kidnapped 1 2245 0 17.23 | Eordine
T s EY=Z=TETTIN M S—T Y S R T er—

Hinh 6-20. Trang in ¢6 chon myc Row And Column Headings.

+Draft Quality: Khi chon muc nay thi trang in ctia ching ta s€ khong dugc
sdc nét va cdc dudng gridlines s& khong dugc in ra. Muc chon nay sé& 1lam
ting toc do in.

-Page Order: Dung dé di€u khién s6 thif tu trang trén trang in. Gia s&, bing
tinh khi in ra bao gdm 4 trang va cdc khoi A1:G30, H1:0430, A31:G60,
H31:060 nim trong céc trang khéic nhau.

+ Down, Then Across: Theo gia sit trén thi muc chon nay cé két qua sau.
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A
IHGOME STATEMENT ;
A Year Month Fewenuer  Eook Saler (BondIntorer  Saler Tax  Froperty Tax  Furniture Depreciation | Total lncome —
L 1993 Jan Z,101.00 000,00 1010 d7.07 q43.57 2375 547.07
5 1993 Feb Z,201.00 Z,100,00 1010 154.07 4357 2275 SE2.07
1943 Mar 201,00 200,00 1010 164.07 4357 2375 E29.07
1993 Apr s 2,300.00 1010 16507 LER-T 2375 ET0.0T
1993 May 2,400, 00 1010 175.07 2375 Ti.07
1993 Jun 2,500.00 1010 13207 2375 T5z.07
1] 199F Jul £, 7L 500,00 101.0 1#9.07 f 2375 LERT)
1993 Auq 500,00 700,00 101,00 4357 2375 #3407
1993 Sep 900,00 500,00 101.00 q43.57 2375 7507
ks 1993 Ot 000,00 2,900,000 5 4357 2275 @ie.07
L 194% How =000, 0 707 4357 2375 45707
= 4487 Mo i .00 s FarYs
4 199% Feb 0.0 0.0 0.0 0.0
4 199% Mar .00 .00 .00 .00
L X 1993 Apr 0.0 0.0 0.0 .00
L1 1993 May 0.0 0.0 0.0 .00
45 1993 Jun 0.0 0.0 0.0 .00
A6 | 199 dul LT LT LT 000
F 1993 Aug ) 0.0 .00 .00 .00 .00
48 1998 Sep 0o 0.0 0.0 0.0 0.0 0.0 0.0
43 199 Dk LR 000 0.0 0.0 0.0 0.0 0.0
E 199% Mow o 00 .00 .00 .00 .00 .00
5 1993 Dec .00 000 L 0.0 0.0 0.0 .00 + |
FIEINy| }Ll,{ Chart Code ,{ Receiptz Tranzlate Code '}\ Income Statem

Hinh 6-21. Muc chon Down, Then Across

+ Across, Then Down: Theo gid st trén thi muc chon nay c6é két qua nhu

hinh 6-22.

A
IHGOME STATEMENT ;
A Year Month Fewenuer  Eook Saler (BondIntorer  Saler Tax  Froperty Tax  Furniture Depreciation | Total lncome —
L 1993 Jan Z,101.00 000,00 1010 d7.07 q43.57 2375 547.07
5 1993 Feb Z,201.00 Z,100,00 1010 154.07 4357 2275 SE2.07
1943 Mar 201,00 200,00 1010 164.07 4357 2375 E29.07
1993 Apr nAh 0000 1010 16507 LER-T 8375 ET0.0T
1993 May i i dodn AZE 02 A L2 .05 Ti.07
1993 Jun sl 1010 13207 LER .05 T5z.07
1] 199F Jul 7000 500,00 101.0 1#9.07 : 2375 LERT)
1993 Auq £, 501,00 700,00 101,00 19607 d3.57 2375 #3407
1993 Sep Z,901.00 500,00 101.00 007 q43.57 2375 7507
ks 1993 Ot 001,00 2,900,000 101.00 4357 2275 @ie.07
L 194% How 10100 =000, 0 101,00 4357 2375 45707
N Ll PV 0,00 L 000 non S
war e o
4 199% Feb LR L] 0.0 0.0 0.0 0.0
4 199% Mar .00 .00 .00 .00
L X 1993 Apr 0.0 0.0 0.0 .00
L1 1993 May 0.0 0.0 0.0 .00
45 1993 Jun 0.0 0.0 .00 .00
A6 | 199 dul {1, 1 ST 000
L 199 Aug 5 0.0 0.0 0.0 0.0
48 1998 Sep [T 0.0 0.0 0.0 0.0 0.0 0.0
43 199 Dk LR 000 0.0 0.0 0.0 0.0 0.0
5 199% Mow o 00 .00 .00 .00 .00 .00
51 1993 Dec .00 000 L 0.0 0.0 0.0 .00 + |
FIEINy| }Ll,{ Chart Code ,{ Receiptz Tranzlate Code '}\ Income Statem

Hinh 6-22. Muc chon Across, Then Down

3. Xem trudc trang in (Print Preview)

Truéc khi in, cdc Anh/Chi ludn nhé xem trude trang in. PE xem trudc trang

in, trong lic bang tinh dang dudc md, nhap chudt vao nit Print Preview

trén

thanh cong cu Standard. Mot man hinh Print Preview hién ra nhu hinh 6-23.
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« Microzoft Excel - Inflatio_xls

Ereviu:uusl Zoom | F'rinI;...l §etup...| Marginsl F‘ageBreakF‘reiiewl Close | Help |
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Preview: Page 2 of 3 | | [V %
Hinh 6-23. Man hinh Print Preview

- Niit Next: xem trang k€& ti€p. Vi du, trén man hinh Print Preview 1a trang
2 thi sau khi nhap chudt vio niit nay né s& chuyén qua man hinh 13 trang 3.

- Nt Previous: Xem trang k& trudc. Vi du, trén man hinh Print Preview 1a
trang 2 thi sau khi nhdp chudt vao nit nay né s& chuyén qua man hinh 12
trang 1.

- Niit Zoom: Phéng to hoic thu nhd trang in trén man hinh. Néu ching ta
mudn phéng to phin nao dé, hdy nhap chudt vao viing d6 clia trang in thi
viing d6 dugc phéng to 1én va nhap chudt mot 1an nifa vao trang in thi man
hinh thu nhé lai géi gon di mot trang trén man hinh.

- Niit Print: D€ in bang tinh.

- Niit Setup...: P& goi hop hoi thoai Page Setup 1én.

- Niit Margins: Dung d€ chinh 1€ trang in trén mang hinh Print Preview.
Sau khi nhap chudt vao niit nay thi chiing ta s& thdy cdc dudng I€ cla trang
in va cdc dudng cot hién ra, § 2 dau cla cdc dudng ndy c6 6 vudng nhd mau
den (xem hinh 6-24).Thao tic d€ chinh 1¢& trang in hoic chinh d9 rong ciia
cot 12 nhap chudt vao niit Margins, sau d6 dua miii tén cia Mouse dén niit 6
vudng den rdi nhan va giit phim trdi cia Mouse rdi kéo dén vi tri ma ching
ta muon.

- Niit Close: P& d6ng man hinh Print Preview lai.

Canh Thac/Thanh Thédi/Thanh Phong 65 Microsoft Excel



Chuong trinh Gidng day Kinh t€ Fulbright Bai 6. Chinh trang in va in &n

2 Microsoft Excel - Inflatio.xls
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Preview: Page 2 of 3 | | N TV

Hinh 6-24. Man hinh Print Preview sau khi nhdp chudt vao niit Margins.

Ghi chd: Thanh dudi cling cia man hinh Print Preview 12 thanh tinh trang trang in. Nhu hinh trén thi
phin “Preview Page 2 of 3” clia thanh tinh trang trang in c6 nghia Ia trang in clia chiing ta c6
t6ng cong 1a 3 trang va trang hién & trén man hinh 1a trang th 2. Do d6, nhin vio thanh nay
chiing ta s& biét 12 tong sd trang 12 bao nhiéu va trang hién la trang s6 may.

4.In an

4.1. Thao tac in 4n

Vi du miu:
Gia sit Anh/Chi dang c¢6 mot file excel dai 20 trang va Anh/Chi mudn in ba trang
dau

Thao tac:

B0: Xem lai trang in truGc khi in, va chic chdn ring file dai ding 20 trang va
khong c6 13i trong ba trang dau.

B1: Nhap chudt vao chit File.

B2: Nhap chuot vao chit Print, mot cita s& hién 1én nhu HINH 6 - 25.

Canh Thac/Thanh Thédi/Thanh Phong 66 Microsoft Excel



Chuong trinh Gidng day Kinh t&€ Fulbright

Bai 6. Chinh trang in va in 4n

B3: P4dnh s6 1 vao 6 From:
B4: Bdnh s6 3 vao ctra s6 To:

Pt HH

[ ]
[ ]

~Prinker
Mame:
Skakus:

Twpe:
Where:

Cammenk:

|.:§ HP Laserdet 4L (Copy 2)

Idle
HF Laserlet 4L
LPT1:

j Properties |

[ Prink ko file

~Prnk range
& all
" Pagels)

Erorm: I ﬂlﬂ: I ﬂ

~Print what

" Seleckion

" Entire workbook

¥ Active sheet(s)

—_opies

Mumber of copies: Iﬁ

ﬂ;l Ijgl [V collate

Presview |

I I Zancel

Hinh 6-25. Hop hdi thoai Print

B5: Nhap chudt vao chit OK

Luuy:

Mt dinh ctra s6 From ma d€ trong khong go gi ¢4, thi excel ngdm dinh sé& in tir

trang 1.
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4.2. Man hinh Print cé nhitng gi?

Trudc tién bang tinh phdi dudc md ra. Nhap chudt vao trinh don (menu) File,
mdt danh sdch cdc 1énh trong trinh don File trdi xudng, nhip chudt chon 1énh
Print thi mot hop héi thoai Print mG ra nhu hinh 6-26

Print |

~Printer
Name: |c HP Laserdet 4L (Copy 2) ~|  Properties |
Skakus; Idle
Tvpe: HP Laserlet 4L
Where: LPT1;
Comment: [ Prink to file
—Print range —_opies

= gl ) =
= Mumber of copies: IE
i~ Page(s) From: I = 1o I =

“Print what ﬂ@ ﬂg o Collae
i~ Selection " Entire workbook =

&+ Ackive sheet{s)

Preview | Ik I Cancel

Hinh 6-26. Hop hdi thoai Print

Sau day ching ta s& tim hi€u cdc phan trong hop hoi thoai Print.

- Printer: Sau chit Printer 1a tén cia mdy in.

- Print What: Trong phan gém c6 3 muc chon .

+ Muc chon Selection: Néu chiing ta mudn in mot viing nao dé trén bang
tinh thi chon viing d6 ro6i mé hop hoi thoai Print sau d6 chon muc Selection
r6i nhap chudt vao nit OK dé chi in viing bang tinh dé.

+ Muc Selected Sheet: Muc nay 1a muc mic dinh cho nén mdi khi hdp hoi
thoai Print hién ra thi muc nay di dugc chon. Chon lya muc nay 13 dé in
Worksheet hién hanh.

+ Entire Workbook: Khi chon muyc nay thi toan bd cic Worksheet ma c6
ndi dung trén do s€ dudc in ra.

- Coppies: Trong hdp nay dugc mic dinh 1a 1. Nghia 1a, chi in mdt bd trang in
thdi. Néu muén in nhiéu bo, ching han nhu 3 bd thi danh s6 3 vao hop
Coppies.

- Page Range: Trong phan ndy gdm c6 2 muc.

+ All: n€u chon muc nay thi ta sé& in toan bd cdc trang clia cdc trang in ma
chiing ta chon.
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+ Pages: Panh s6 vao hop From d€ dinh trang bit diu in va ddnh s6 vao
hop To dé dinh trang in cudi. Vi du, trang in ciia chiing ta c¢é 10 trang ma
chiing ta chi mudn in tit trang 3 dén trang 8 thi hiy d4anh vao hop From s& 3
va ddnh vao hop To s6 8.

- Niit OK: La d€ ghi nhan lai cdc phan da chi dinh in cla chiing ta va bit diu
ti€n trinh in ra mdy in.

- Nit Cancel 13 d€ huy bd cdc phidn da chi dinh in cta ching ta va déng hop hoi
thoai Print lai.

- Niit Page Setup: La d€ mé hop hoi thoai Page Setup d€ diéu chinh trang in.

- Nt Print Preview: La dé€ m3 man hinh Print Preview (xem trudc trang in).

- Niit Printer Setup: La dé cai dit cho mdy in.

- Ntt Help: La d€ huéng din bing ti€ng Anh vé hop hdi thoai Print.

Ghi chu:

Néu ching ta md bang tinh ra va nhap chudt vao nit Print trén thanh cong cu chuin (Standard) thi
Excel s& ti€n hanh tién trinh in ra mdy in Worksheet hién hanh. Do d6, chiing ta s& khong dugc chon lya
nhu trong hop hdi thoai Print va ching ta s& khong biét dugc trang in s& dugc in ra mdy in nao va vv...
Chi khi nao chic chin 1a chiing ta chi in Worksheet hién hanh va trang in clia ta di dudc diéu chinh hoan
chinh thi méi dung ndt Print nay.
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BAI 7. PHAN TiCH PO NHAY VA PHAN TiCH HOI QUI

1. Phan tich d nhay mét chiéu

Khdai niém d6 nhav:

Trong cac bai todn trudc, cic Anh/Chi chi phan tich cic bai todn tinh (nghia 1a
cdc Anh/ Chi thuc hién cdc bai todn véi cac yéu t& ddu vao khong ddi). Trong thuc té&,
cic yéu td ddu vao thudng xuyén thay d6i, 1am dnh hudng dén két qua diu ra va rat
c6 thé 1am cho k&t quéd bai todn trd nén rat xAu. Chinh vi vay chiing ta cin phan tich
bai todn v6i md hinh dong, nghia 12 xem xét bai todn trong diéu kién cdc yé&u to dau
vao thay d6i. Phan tich do nhay chinh 13 1ap bing xem xét su thay ddi ctia két qua dau
ra khi mot hoit hai y&u t& dau vao thay dai.

Trong trudng hdp phan tich bai todn v6i mot bién dau vao thay ddi ta goi 1 phan
tich dd nhay mot chiéu.

Trong trudng hop phan tich bai todn véi hai bi€n ddu vao thay ddi ta goi 12 phan
tich do nhay hai chiéu.

Vay thi cdch 1ap bang phan tich d6 nhay nhu th€ nao:

Bai toan tinh:
Truéce tién Anh/ Chi hay xem xét bai todn tinh nhu BANG 7.1. Mot ngudi kinh doanh
mdt mit hang A v6i gid mua : 8, gid ban : 10 =>tién165i=10—-8=2

A B C D
1
2 Gid mua 8
3 Gia ban 10
4 Tién 15i 2
5

BANG 7.1: Bai to4n tinh

Bai toan dong:
Haiy tinh tién 15i khi hodc gid mua thay d6i hoidc gia ban thay déi.
Anh/ Chi hdy 14p bang phan tich d6 nhay mot chiéu dé€ xem xét tién 15i.
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Thao tic d€ 14p bang phan tich d6 nhay mot chiu véi gid bén:

B1: G6 vao 6 A6 dong “Phan tich dd nhay v&i gid ban thay d6i”
B2: Anh/ Chi hiy g6 vao biing tay cic gid tri clia gid ban tir 6 B9:B12

A B C D
1
2 Gid mua 8
3 Gid bin 10
4 Tién 13i 2
S
6 | Phan tich do nhay v6i gid ban thay déi
7
8 =C4
9 9
10 10
11 11
12 12
13

BANG 7.2: Phan tich d6 nhay khi gi4 ban thay d&i

B3: P4dnh dau = vao 6 C8.

B4: Nhap chuot vao 6 C4 (gid tri cda tién 15i), r6i gd phim Enter.

B5: Déanh khdi toan bo bang tir 6 B8:C12

B6: Dua chudt 1én thanh Thyc don va nhap chudt vao chit Data

B7: Nhap chudt vao chit Table.....trén man hinh s& hién 1én nhu HINH 7.1

Table E3

Bow Input Cell: || | (1] 4 l

Column Input Cell: I Cancel I

HINH 7.1
B8: Go vao phim Tab dé con trd nhdy sang hop thoai Column Input Cell
B9: Nhap chudt vao 6 C3 (gi4 tri clia gid bdn).
B10: Nhap chuot vao chit OK, d€ hoan tat 14p bang do nhay mot chiéu.
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2. Phan tich do nhay hai chiéu

Thao tic dé€ 1ap bang phan tich d6 nhay hai chiéu vdi gid bdn va gid mua
B1: G& vao 6 A16 dong “Bang phan tich dd nhay hai chiéu”

B2: Anh/ Chi hiy g6 vao biing tay cdc gid tri clia gid ban tir 6 B9:B22
B3: Anh/ Chi hiy g6 vao bing tay cic gid tri ciia gid mua tir 6 C18:F18

A B C D E F
1
2 Gid mua 8
3 Gid ban 10
4 Tidn 1oi 2
16 Béng phan tich d6 nhay hai chiéu
17
18 =C4 6 7 8 9
19 9
20 10
21 11
22 12
23

BANG 7.3: Phan tich d6 nhay khi gid ban va gid mua cung thay ddi

B4: D4dnh diu = vao 6 B18.

B5: Nhap chudt vao 6 C4 (gid tri cda tién 15i).

B6: Dinh khdi toan bo bang tir 6 B18:F22

B7: Pua chudt 1én thanh Thyc don va nhap chudt vao chit Data

B8: Nhap chuot vao chit Table....

B9: Nhap chudt vao & C2 (gid tri cia gid mua)

B10: G6 phim Tab d€ con trd nhay sang hdp thoai Column Input Cell
B11: Nhap chudt vao 6 C3

B12: Nhap chudt vao niit OK
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3. Phan tich hoi qui

Khai niém:

Phan tich hdi qui 13 phan tich mdi tuong quan cta hai hay nhiéu chudi s& liéu cho
truc, tim ra dude phuong trinh mo td4 mdi quan hé cia cdc chudi s6 liéu dé dua vao
céc tri thong k& ma k&t qua cho tir chay hdi qui (Regression).

Vi du: Cho hai chudi s6 liéu X, Y nhu bidng 7.4, hdy tim phudng trinh Y theo X.
Thao tac:

B1:

Nhap vao bang s6 lieu nhu BANG 7.4

A B C D

1

2 X Y

3 1 3

4 3 5

5 4 8

6 6 10

7 8 12

8 9 15

9

Bing 7.4: Hai chudi s6 liéu cho tru6c, dé chay hdi qui

B2:
B3:
B4:
BS:

B6:
B7:
BS:
B9:

Nhap chuot vao Tool

Nhap chudt vio Data Analysis... (Can Add-ins trudc khi st dung)

Dich chuyén thanh cudn, r6i nhap chudt vao Regression, nhip chudt vio OK
Nhap chudi s6 liéu Y vao cita s6 Input Y range; biing ciach danh khoi 6 C2 dén 6
C8 (C2:C8).

Go phim Tab dé€ sang ctta s Input X range.

Nhap chudi s6 liéu X vio ctta s& Input X range; bing cdch danh khoi B2:B8
Nhap chudt vao Labels

Nhap chuot vao OK dé hoan tat thao tdc chay hdi qui.

Luu y: Sau khi nhdp chudt vao chit OK thi mot sheet méi hién 1én cung cip cho
Anh/Chi mot s6 tri théng ké d€ c6 thé phan tich hai chudi dit lieu cho trong BANG 7.4
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BAI 8. SCENARIOS, GOAL SEEK, SOLVER

1. Bai toan phan tich tinh hudéng

a. Gid6i thi€u bai toan:

Trong cac Bai 7, cac Anh/Chi da quen vdi bai todn phan tich do nhay mot
chiéu va phan tich d6 nhay hai chiéu. Trong bai toin phan tich d6 nhay mot
chiéu hay con goi l1a chay do nhay cho ra bing mot chiéu, Anh/ Chi chi c6 mot
bién thay ddi (vd: gid mua hay gia ban), trong trudng hdp bai todn phan tich do
nhay hai chiéu, chiing ta s& c6 hai bién thay d6i (vd: cd gid mua 14n gid bdn).
Gidi han clia bai todn phan tich do nhay chi diing lai & bi€n thd hai. Tuy nhién
trong trudng hop cé nhiéu hon hai bi€n, ching ta vin c6 thé gidi bai todn trén
Excel, d6 chinh 12 bai todn phan tich tinh hudong.

b. Cong cu d€ gidi bai todn trén Excel:

SCENARIOS

Scenario 1a mot cong cu nim trong Tools, trén thanh Menu.

c. bai toan vi du trén Excel:

Bai toan tinh:

Truéc tién Anh/ Chi hdy xem xét bai todn tinh nhu BANG 8.1. Mot ngudi kinh
doanh mot mit hang A véi:

e Gidmua:8

e Gidban: 10

e Tra luong: 0.5

e =>tién 13i = Gid b4n - Gid mua - Trd luong =10-8 -0.5=1.5

A B C D BANG 8.1:
Bai toan tinh

Gid mua 8

Gid ban 10
Tra luong | 0.5
Tién 15i 1.5

AU (AW (-
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Bai toan phan tich tinh hudong:
Bén dudi day 1a vi du vé gid ca cho céc tinh hudng (Anh/ Chi khong phhjdi gd vao
bang 8.2 nay). Hiy tinh tién 15i khi gid mua, gi4 bdn va trd luong thay ddi theo Bing

8.2 sau:
a B e L LE BANG 8.2:
1 Bai todn tinh hudng
2 Trudng | Trudng | Truong
hgp 1 hgp2 | hgp3
3 Gid mua 8 7 9
4 Gid ban 10 12 9.5
5 Tra luong 0.5 1 1.5
6 Tién 15i 1.5 ? ?
7

d. St dung cong cu Scenarios dé tinh tién 13i trong ba tinh hudng trén:

Thao tac:

B1.
k&t cong thiic nhu sau: "

=C3-C2-C4"

Trén Excel, thiét 1ap lai bing 8.1, trong d6 6 tinh tién 15i & C5 phai lién

Nhap chudt vao chit Scenarios.....Khi 36 mot ctta s sé hién ra nhu sau:

Hinh 8.1: Qudn 1y Tinh hudng

B2. Nhap chudt vao chit Tools trén thanh Menu.
B3.
Scenario Manager m
Shiorwy |
o Scenarios defined. Choose Add 1o
add scenarios. Close |
Delete |
Edit... |
erge... |
Changing cells:
‘ SUmmary... |
Camment:
B4.

Nhap chudt vao chit Add... Khi d6 mot clra s6 nhu Hinh 8.2 sé& hién ra.
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B5. Pénh vao tén cta Tinh hudng (vd: TH1)  khung ctta s6 Scenario Name:

B6. Nhan phim Tab dé con tré nhdy sang khung Changing Cells:

B7. Nhan va giit phim Ctrl ddng thdi nhap chuot 1an lugt vao cdc 6 bién (6 c6
gi4 tri thay d6i)

Add Scenario |

Scenario name;

|| (0] |
[t

-3

Hinh 8.2: Thém vao Tinh huéng

_ Cancel
Changing cells:

E =
Ciri+click cells 1o select non-adjacent
changing cells,

Comment:
Created by Joseph Tharm on 7/26/99 j
=
~Protection
¥ Brevent changes [ Hide

B8. Nhip chudt vao niit OK, khi d6 mot ctra s8 s& hién ra nhu hinh vé& 8.3 cho
phép Anh/Chi stta d6i gid tri clia cdc bi€n. Thong thudng trudng hgp 1 1a
trudng hop gdc clia bai todn tinh, nén ta sé& giit lai khong thay ddi gid tri
cla cic bié€n

Scenario Yalues

I Hinh 8.3: Gi4 tri cdc bién

Enter values for each of the changing cells,

scs2 [

£CE3 |1EI

=

Cancel

i

[}

[0

$C84 (0.5

B9. Nhip chudt vao nit Add, rdi nhap vao céc gid tri cho cdc bién trong tinh
hudng thit hai, khi d6 ctra s6 nhu hinh 8.2 lai hién 1én.

B10. LAin nay Anh/Chi d4dnh vio tén tinh hudng, rdi nhap chudt vao nit OK,
ma khong khai bdo lai bién. Trong trudng hdp tinh hudng 2 cé cic bién
khac tinh huéng 1, khi d6 Anh/Chi phdi khai b4o lai cdc bién.

B11. Mot cita s6 giong nhu hinh 8.3 s& hién 1én, cho phép Anh/Chi nhip vio
gid tri cdc bién C2, C3, C4 clia trudng hdp 2, sau d6 Anh/Chi nhap chuot
vao niit Add dé ti&p tuc nhap gi4 tri cdc bi€n cho trudng hgp 3.
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B12. Sau khi nhip xong céc bién ciia trudng hdp 3, Anh/Chi nhap chudt vao niit
OK dé ké&t thic viéc nhap gid tri cho cdc bién trong cdc tinh hudng. Khi
dé mot cita s6 giong nhu hinh 8.1 s& hién 1én v6i day dd tén cic tinh
hudng.

B13. Anh/Chi c6 thé chon cic tinh huéng va nhip chudt vao niit Show dé xem
céc két qua.

B14. Nhap chudt vao niit Close dé két thiic viéc chay.

2. Bai toan tim giao di€m ctia dudng cung va dudng cAu bing Goal Seek

a. Gidi thiéu bai toan:

Cho phuong trinh dudng cung va dudng cau nhu sau:

e DuOngcung: 3P-2Q =6 (pt 8.1)
e Dudng cau: P+ Q =30 (pt 8.2)

Tir phuong trinh dudng cung va dudng ciu ta 1ap dugc bang 8.3 (xem hinh), trong
dé gid tri cot B dugc gd vao bing tay, gid tri cot C va D dudc tinh todn bing cong
thie (vd: 6 C3 =2/3*B3 +2; 6 D3 =30 - B3)

A B C D F

1

2 Lugng Gid cung | Gid cau
3 3 4 27

4 6 6 24

5 9 8 21

6 12 10 18

7 15 12 15

8 18 14 12

9 21 16 9
10 24 18 6

11

12

BANG 8.3: S6 liéu dudng cung, dudng ciu

b. Cong cu d€ gidi bai todn trén Excel:

Thao tac:

GOAL SEEK

B1. Nhap chudt vao 6 E3, chon lam hiéu clia gid cung va gi4 cau.

B2. Thuc hién phép tinh hiéu cho 6 E3 (=C3 - D3).
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B3.
B4.
BS.
Bé6.

B7.

BS.
B9.

B10.

Nhap phim Enter, d€ Excel thyc hién phép tinh.

Nhap chuodt trd lai 6 E3

Nhap chudt vao chit Tools trén thanh Menu.

Nhap chudt vao chit Goal Seek.... Khi d6 mot clra s6 s& hién ra nhu sau:

Gouseek A

Hinh 8.4: Ctta s8 Goal Seek

Set cell: SN
To value: I
By changing cell: I y

Ok I Cancel |

DPanh vao s& 0 & khung To Value rdi dinh phim Tab cho chudt nhdy sang
khung By changing cell:

Nhap chudt vao 6 B3, chon lam bién thay déi.

Nhap chuot vao nit OK, khi d6 Excel sé& cho gid tri 6 B3 thay ddi cho dén
khi 6 E3 bing 0, nghia 13 gid cung va gid ciu bing nhau.

Nhap chuot vao nit OK dé két thic bai todn.

8.3. Bai todn Qui hoach tuyé&n tinh (Linear Programming)

a. Gidi thiéu bai toan:

Bai todn qui hoach tuyé&n 12 bai todn yéu ciu dat dudc muc tiéu dé ra, tuy

nhién bi rang budc bdi mot sd ngudn lyc.

Trong vi du bén dudi diy muc tiéu ctia doanh nghiép la 1¢i nhuin. Cac

rang budc 12 cong suit may va ngudn von chi tiéu cho sdn xuat hang thdng.

Vi du: Mot doanh nghiép sdn xuét quan 40, c6 mdt mdy sdn xut quan va

hai mdy sdn xudt 40. Cong suit ti da clia may san xudt quan 12 5000 c4i/ Thang.
Cong xuit tdi da clia mdy san xuat 4o 12 10000 c4i/Thang. Téng von cong ty chi
tiéu cho sin xuat hang thiang 1a 500 triéu déng. Chi phi sdn xuat 1 quan la: 60000
d/c4i. Chi phi sdn xudt 1 4o la: 40000 d/cdi. Gid ban mot quan la: 100 000 d/céi.
Gid ban mot 4o 1a 65 000 d/cai.

Muc tiéu cla cong ty 12 t6i da héa 1gi nhuan. Anh/Chi hdy tinh s& lugng

quan, s6 lugng 40 cin thi€t sdn xuat, va 1gi nhuin hang thang clia cong ty.

b. Cong cu gidi bai todn:

SOLVER
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Solver 1a mot cong cu ndm trong Tools, trén thanh Menu.

Trong trudng hgp Excel clia cdc Anh/Chi khong c6 Solver, xem phan 8.4.

thao tac dé dua vao cong cu Solver cho Excel trén mdy minh.
c. S& dung cong cu Solver d€ tinh lugng sdn xuit toi vu:

Thao tac:
B1.

1gi nhuian C8 phdi lién két cong thiic.

Trén Excel, thi€t 14p bdng 8.4, trong d6 6 bi rang budc 1a 6 C6 va 6 tinh

A B C D E F

1
2 Cong sut /thdng | C/p sx 1sp | Gid ban | SO lugng
3 Quin 5000 60000 100000 0
4 Ao 10000 40000 65000 0
5
6 Rang buoc | =F3*D3+F4*D4

chi phi sx
7

Ldi nhuan | =F3*(E3-D3) +

F4*(E4-D4)

9
10

BANG 8.4: Thiét lap bai todn

B2.
B3.

Solver Parameters

Nhap chudt vao chit Tools trén thanh Menu.
Nhap chudt vao chit Solver.....Khi d6 mot cira s6 s& hién ra nhu sau:

2] ]

Set Target Cell; Solve I
Equal To: & Max O Mo vaueof: [0 Close |
~By Changing Cells:

l{ GLEsS |
~Subject to the Constraints: Options

4] add |
Change |
LI Delete |

Reset All

il

Help

Hinh 8.5: Ctia s6 nhap céc thong s6 Solver
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B4. Nhap chuot vao & C8 6 khung Set Target Cell:

B5. Nhap chudt chon niit tron Max & hang thong s6 Equal To:

B6. Nhan phim Tab dé con tré nhdy sang khung By Changing Cells

B7. Nhap chudt chon hai 6 F3 va F4 § khung By Changing Cells d€ 1am hai
bién 0.

B8. Nhap chudt vao niit Add, khi d6 mot cita s6 nhu hinh 8.6 s& hién ra cho
phép chiing ta nhap vao cac diéu kién rang budc.

Add Constraint m

Cell Reference: Constraint:

|| = [- 5 | =
ol I Cancel | Add | Help |

Hinh 8.6: Ctia s6 nhap céc diéu kién rang budc.

Trong hinh 8.6 nay khung bén trdi 1a 6 bi rang budc, khung bén phai la gid
tri rang budc, khung & giita 12 diéu kién.
Vi du: $C$6 <= 500 000 000 (Chi phi sdn xuat)

$F$3 <= $C$3 (cong suit may sdn xuat quan)
$F$4 <= $C$4 (cong sudt mdy sin xuit 40)
$F$3 >=0 (Iugng sdn xudt quan)

$F$4 >=0 (lugng sin xuit 40)

B9. Nhap chudt vio & C6  khung bén trai; Cell Reference
B10. DPdn vao s6 500 000 000 & khung bén phai Constraint

Hai bu6c 9 va budc 10 da hoan tat viéc nhap diéu kién rang budc vé chi
phi sdn xuit hang thdng.

B11. Nhap chudt vao niit Add d€ ti€p tuc nhap bon didu kién rang budc con lai.

B12. O diéu kién rang budc cudi cing nhap chuodt nit OK, khi d6 man hinh trd
vé lai ctra s hinh 8.5, v6i ddy du cac diéu kién rang budc.

B13. Nhap chudt vao niit Solve d€ Excel thuc hién phép tinh, Anh/ Chi hay
quan sat man hinh sé& thdy cdc 6 lugng quin, 4o va 1gi nhuan thay d6i.

B14. Nhap chudt vao niit Close dé déng ctia sd Solver lai va trd vé nén Excel,
khi d6 mdt mot ctra s6 nhu hinh 8.7 hién 1én.

Canh Thac/Thanh Thdi/Thanh Phong 80 Microsoft Excel



Chuong trinh Gidng day Kinh t&€ Fulbright

Bai 8. Scenarios, Goal seek, Solver

T 71|

Solver found a solution. All constraints and optimality

cotiditions are satisfied.

% ¥eep Solver Solution:

" Restore Criginal Yalues

(0] Cancel

Eeports

Save Scenario...

Answer
Sensitivity
Limits

[—
[~

e |

Hinh 8.7: Ctra s6 hdi luu két qua.

B15.

Né&u Anh/Chi mudn Iuu lai k&t qua dang hién trén man hinh thi nhip chuot

chon Keep Solver Solution con mudn giit lai gid tri ban dau thi nhap
chudt chon Restore Original Values.

B16.

Nhap chuot vao nit OK dé€ két thic bai todn.

8.3. Pua cong cu Solver vao trong Tools

Thao tac:
B1.
B2.

Add-Ins

Add-Ins available:

¥ File Conversion Wizard

¥ Internet Assistant Wizard

¥ Lookup Wizard

™ Microsoft AccessLinks add-In
™ Microsoft Bookshelf Integration
I M3 Query Add-in for Excel S5 Campatit
[ OOBC Add-In

IV Repart Manager

¥ Solver Add-In

™ StatPlus - Excel 95 Version

[V Statnlus - Excel 97 Yersion

Al

=

HE
oK

Cancel

it

Browse, ..

Analysis ToolPak

Hinh 8.8: Cita s6 Add-Ins.

B3.
B4.

Nhap chudt chon Solver Add-Ins.
Nhap chudt vao niit OK, khi d6 trong Tools sé& c6 hang Solver.

Nhap chudt vao chit Tools & trén thanh menu.
Nhap chudt vao chit Add-Ins, khi d6 mot cira s6 s& hién ra nhu hinh 8.8
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Bai 9. M6 phéng bing Crystal Ball

BAI 9. PHAN TiCH MO PHONG & CRYSTAL BALL

Thiét 1ap bai toan tinh

Bai toan tinh:

TruGc tién Anh/ Chi hay trg lai xem xét bai toan tinh nhu BANG 9.1. Mot ngudi kinh
doanh mot mit hang A véi gid mua : 8, gid ban : 10 =>tién 16i= 10— 8 =2. Canluu y
0 tinh gid tri tién 15i ( 6 C4) phai 12 mot cong thic tinh tir hai & , C2 va C3. Cong thiic

G 60 C4 nhu sau: “=C3 - C2”

A B C
1
2 Gid mua 8
3 Gia ban 10
4 Tién 15i 2
5

BANG 9.1: Bai todn tinh

Bai toan dong:

Hiy tinh tién 15i khi hodc gid mua thay ddi va gia bdn thay d6i. Biét riing gid mua c6
dang phan phdi chuén, vdi tri trung binh 12 8, d6 1éch chudn 1 1. Gid bin c6 dang
phan phdi chuin, véi tri trung binh 1a 10, d6 1éch chuin 1a 1. Anh/ Chi hdy chay mo
phdng Crystal Ball va hiy cho bi€t khd niing 16 1a bao nhiéu phan trim (%)?.

Chuén bi trude khi chay mé phong:

Tru6c tién d€ c6 thé chay dugc mo phéng Crystal Ball, chiing ta cin phai 1am hai

viéc:

1. Thiét 1ap bai todn tinh, nhu mo t3 bén trén.

2. Pua dudc phdn mém Crystal Ball hién thi trén Man hinh Excel. Trong
trudng hop trén Man hinh Excel chua c6 hién thi Crystal Ball, Anh/ Chi
xem huéng din cdch dua Crystal Ball 1én Man hinh Excel & phan sau muc
9.6. Thanh Menu cua Man hinh Excel sau khi dua dugc Crystal Ball 1én s€
c6 thém ba chitc ning méi 1a Cell , Run va CBTools. Pong thdi Crystal

Ball ciing thém vao thanh c6ng cu mdi vao Excel:

EA Microsoft Excel - Sheetl

J File Edit Miew Insert Format Tools Daka Window Cell Run CBETools Help

[a©w NED B

@ B» =«

e M F |2 | R
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Thao tac:

Qud trinh chay mo phéng Crystal Ball c6 thé dugc chia 1am 4 giai doan:

1.

2.
3,
4,

Khai bdo bi€n gid thiét, bi€n k&t qua (con goi 1a bién du bio)
Chay mo phdng

Xem két qua chay dudc

Lap bdo cdo va phan tich

1. Khai bao bién gia thiét, bién két qua

a.

Khai bdo bién gia thiét “Gia mua”:

B1. Nhip chudt chon 6 C2

B2. Nhip chuot vao chit Cell § trén thanh thuc don (thanh Menu). Khi d6
mot ctia s6 md ra.

B3. Nhap chudt vao Define Assumption....Khi d6 mot bing cdc dang phan
phoi s& hién l1én nhu hinh 9.1

Cell CZ: Distribution Gallery |
Hormal Triangular Poizzon Binomial
Lognormal Uniform Exponential Geometnc
Weibull Beta Hypergeometric Custom
Cancel | More | Fit... Help |

Hinh 9.1: Céc dang phan phdi clia bién gia thi€t (bi€n dau vao).

B4. Nhap chudt chon dang Normal (phan phdi chuin).

B5. Nhip chudt vao nit OK, khi d6 mot man hinh hién ra nhu hinh 9.2 cho
phép chiing ta dua vao cdc thong s6 clia phan phoi.

B6. Dua vao gi4 tri trung binh = 8 § khung ctta s6 Mean

B7. Pua vio gid tri d 1éch chuéin = 1 § khung ctta s6 Std Dev [ |
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B8. Nhap chudt vao nit OK d€ hoan tit viéc khai bdo bién gia thiét “Gia

2

mua .

Cell C2: Nommal Distribution =]
Assumption Name: I Farrms |

Probability

B.60 E.80 8.00 9.20 10.40

P [-Infinity 4 |+|nfinit1‘.,.r
Mean |8.00 Std DevII].HI]

(1]:4 Cancel Enter Gallery | Correlate... | Help |

Hinh 9.2 : C4c thong s clia Phan phdi chudn (Normal)

b. Khai bdo bién gia thi€t “Gia ban”:

Tuong ty nhu phin khai bdo bién gia thiét “Gid mua”

B1. Nhip chudt chon 6 C3

B2. Nhip chudt vao chit Cell § trén thanh thuc don (thanh Menu). Khi d6
mot ctra s md ra.

B3. Nhap chuot vao Define Assumption.....Khi d6 mot bdng cac dang phan
phoi s& hién 1én nhu hinh 9.1

B4. Nhap chudt chon dang Normal (phan phdi chuin).

B5. Nhip chuot vao nit OK, khi d6 mot man hinh hién ra nhu hinh 9.2 cho
phép chiing ta dwa vao cdc thong s6 clia phan phoi.

B6. Pua vao gia tri trung binh = 10 § khung cita s6 Mean |:|

B7. Pua vao gid tri d 1éch chudn = 1 § khung ctra s§ Std Dev | |

B8. Nhap chudt vao niit OK dé hoan tat viéc khai bdo bi€n gia thiét “Gid
ban”.

c. Khai bdo bién két qua (con goi 1a bién du bao):
B1. Nhip chudt chon 6 C4
B2. Nhip chuot vao chit Cell § trén thanh thuc don (thanh Menu). Khi d6
mot ctia s6 md ra.
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B3. Nhap chudt vao Define Forcast....Khi d6 mot cifa s6 hién ra cho phép
ching ta nhip vao tén va don vi clia bién két qua hay con goi 13 bién du
bédo (khong nhadp vao cling khong sao).

B4. Nhap chudt vao nit OK, sau khi nhap vao tén va don vi clia biét két
qua, hoan tat viéc khai bdo bién két qué (bi€n du b4o).

2. Chay mé phong

a. Xdc dinh sé 1an chay
B1. Nhip chudt vao chit Run § trén thanh thuc don (thanh Menu). Khi d6
mot ctia s6 md ra.
B2. Nhap chudt vao Run Preference...Mdt ctta s& hién ra nhu hinh 9.3

Bun Preferences Ed |

lirials

Maximum Number of Trials: [EEI[I]I} .
sampling

—Stopping Criteria Speed

[ Stop on Calculation Error

[~ Stop When Mean Std. Errors Macros
are Less Than: |0.00

Options

0K Cancel Help

Hinh 9.3: X4c dinh s6 1an chay

B3. G& vao s6 1an mudn chay & clra s6 “Maximum number of trials”. Vi
du: G6 vao s6 2000 d€ Crystal Ball thuc hién 2000 1dn md phdng.
B4. Nhap chudt vao nit OK.
b. Thyc hién lénh chay
B1. Nhip chudt vao chit Run § trén thanh thuc don (thanh Menu). Khi d6
mot ctia s6 md ra.
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B2. Tiép tuc nhap chudt vao Run, khi d6 ctra s6 chay mo phdng sé hién ra
cling vé6i cac két qua clia cac 1an chay. Sau khi thuc hién di s& 1an md
phdng, ctra s& chay mo phdng sé ding lai.

B3. Nhap chudt vao niit OK d€ két thiic qué trinh chay mo phdng, két qua

chay dugc s€ hi€n ra nhu

hinh 9.4

3 Forecast: Tiedn ligi !EIE

Edit Preferences iew HRun Help
2,000 Trials Frequency Chart 8 Outliers
J26 - 52
0721 EOSpRRRRRRRR | 119|111 U 39
2 J
= 3]
L T L
= o
= =]
T R ... 1
0aag - 0
-2.00 0.00 2.00 4.00 E.00
4 |—In1‘init';.ur Certainty 1I]I].I]I] % 4 |+Im‘init5.-r

Hinh 9.4: K&t qui chay mo phéng (Dang Biéu dd Tan sd)

3. Xem két qua chay dugc

C6 nim dang d€ xem két qua chay mo phdng d6 1a:

e Dang Thong ké (Statistics)
[
[ ]
[ ]

Dang Phan trim (Percentiles)

Dang Bi€u db Tan s6 (Frequency Chart)
Dang Biéu d6 Tich liiy (Cumulative Chart)
Dang Biéu db Tich liiy Nghich ddo (Reverse Cumulative Chart)

Trong nim dang trén, that ra chi c6 bon dang diu tién thong dung, con dang Bi€u
dd Tich liiy Nghich ddo it thong dung. Dang Bi€u dd Tan s6 1a dang mic nhién,
k&t qua md phdng cho ra sau khi chay, nhu hinh 9.4. P& xem cédc dang khdc, ching

ta ¢6 thé thuc hién nhu sau:

a. Xem két qua dang Thong ké

B1. Tir clra s6 K&t qua mo phdng (ctta s& Forcast) nhu hinh 9.4, nhap chudt vao
chit View trén thanh thuc don. Khi d6 mot ctra s6 md ra. Trong trudng hop
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Anh/Chi 15 tit ctra s6 K&t qui md phdng (ctta sd Forcast), c6 thé mé lai

bing cdch nhip chudt vao Run, sau d6 nhip chudt vao Forcast windows,

cudi cung 12 nhap chudt vao Open All Forcarsts.
B2. Nhap chudt vao Statistics, khi d6 mot cira s6 K&t qud mo phdng dudi dang
Thong ké s& md ra nhu hinh 9.5.

r_ - " - -
N Forecast: Tiean losi

Edit Preferences  “iew HRun Help

=1 3

Cell C4

Statistics
Statistic Walue
Trials 2,000
M ean 1.93
Median 1.99
b ode
Standard D eviation 1.42
Wariance 202
Skewneszs -0.m
Furtosis 278
Coeff. of Wanability 0.7
R arnige MinimLim -3.28
R arnige M asinmum B.40
R anige “Width 4.E6R
b ean Std. Error 0.03

Hinh 9.5: K&t qud md phdng dang Thong ké

b. Xem két qua dang Phan trim

B1. Tir clra s6 K&t qud mo phdng (ctta s& Forcast) nhu hinh 9.5, nhap chudt vao
chit View trén thanh thyc don. Khi d6 mot cira s6 md ra. Trong trudng hop
Anh/Chi 15 tit ctra s6 K&t qui md phdng (ctta sd Forcast), c6 thé mé lai

bing cdch nhip chudt vao Run, sau d6 nhip chudt vao Forcast windows,

cudi cung 12 nhap chudt vao Open All Forcarsts.
B2. Nhap chudt vao Percentiles, khi d6 mot cira s6 K&t qud mo phéng dudi
dang Phan trim s& md ra.

c. Xem két qua dang Biéu dé Tan so’
B1. Tir ctta s6 K&t qua md phdng (cita s6 Forcast) nhu hinh 9.5, nhap chudt vao
chit View trén thanh thyc don. Khi d6 mot cira s6 md ra. Trong trudng hop
Anh/Chi 15 tit ctra s6 K&t qui md phdng (ctta sd Forcast), c6 thé mé lai

bing cdch nhip chudt vao Run, sau d6 nhip chudt vao Forcast windows,
cudi cung 12 nhap chudt vao Open All Forcarsts.
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B2. Nhap chuot vao Frequency Chart, khi dé mot cira s6 K&t qua md phdng
dudi dang Bi€u dd Tan s s& mG ra nhu hinh 9.4.

d. Xem két qua dang Biéu dé Tich liiy

B1. Tir ctta s6 K&t qud md phdng (cita s6 Forcast) nhu hinh 9.5, nhap chudt vao
chit View trén thanh thyc don. Khi 6 mot cira s6 md ra. Trong trudng hop
Anh/Chi 15 tit ctra s6 K&t qud md phdng (ctta sd Forcast), c6 thé mé lai
bing cdch nhip chudt vao Run, sau d6 nhip chudt vao Forcast windows,
cudi cung 12 nhap chudt vao Open All Forcarsts.

B2. Nhip chudt vio Cumulative Chart, khi d6 mot ctta s6 K&t qud md phéng
dudi dang Bi€u dd Tich lily s& md ra nhu hinh 9.6

3 Forecast: Tiean losi M=] E3 |

Edit Preferences  Wiew Bun Help
2.000 Trials Cumulative Chart § Qutliers
1.000 | - 2000
= -}
£ .
= o
S T | S
=] )
(=] =
Sl L .
000 L— 0
2 1] 2 4 G
4 I—Im‘inilw‘n,ur Certainty I 00.008 S-S |+Inﬁnit‘§,|r

Hinh 9.6: K&t qud mo6 phéng dang Bi€u d6 Tich liy

e. Xem Phan trim 15

B1. Tir ctta s6 K&t qua mod phéng (cita s6 Forcast) nhu hinh 9.5, nhap chudt vao
chit View trén thanh thuc don, khi d6 mot ctra s6 md ra.

B2. Nhip chudt vao Frequency Chart, dé xem K&t qud mo phdng dusi dang
Bi€u dd Tan s nhu hinh 9.4.

B3. Nhap chuot vao khung ctta s6 tring (c6 hién chit +Infinity) bén tay phdi §
dudi Biéu do.

B4. X6a chit +Infinity, va dianh vao so zero (s6 0).

B5. Go phim Enter, va quan sit thdy Bi€u d6 sé hién thi xdc suit 4m, ddng
thdi & bén dudi, chinh giita bi€u dd sé c6 khung Certainty cho két qua xdc
suat Am, nhu hinh 9.7.
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¥ Forecast: Tiean loaei M= B3 |

Edit Preferences Wiew Hun Help
2.000 Trials Frequency Chart 5 Qutliers
D27 - Bd 000000
11 VP N | I 1O P A )
2 =
— 3}
S - —r@ =2
= lx
=] =
el T
.000 L0
-2 0 2 4 E
b [Infinity Certainty (Il % 4|0

Hinh 9.7: Bi€u do hién thi x4c suit am

Trén hinh 9.7, chiing ta c6 thé thay d6i gid tri & hai khung tring hai bén phia
dudi bi€u dd, rdi gd phim Enter, d€ Crystal Ball tinh todn x4c sudt va vé biéu
dd cdc khodng ma ching ta mong mudn.

4. Lap bao cao va phan tich

a. Lap bao cdo don gian
Mot cdch don gidn dé 14p bdo cdo d6 1 trong qud trinh ching ta thyc hién xem
cdc dang d6 thi & phan trén, nhitng biéu dd nao chiing ta can in ra d€ bdo céo,
chiing ta c6 thé thyc hién thao tic copy rdi sau d6 ddn bi€u dd vira copy dugc
vao nén Excel, noi s& dugc viét bdo cdo. Nhu vay trong vi du trén, ching ta c6
thé copy biéu dd tan s& cho xdc suit 15 (1énh copy: Ctrl + C) trong hinh 9.7 dé
ddn vao vi tri bat ky trén nén Excel (bing 1énh Ctrl + V).

b. Lap b4o cdo theo khuén miu
Trong trudng hgp chiing ta mudn in ra tit cdc, hay nhi€u dang k&t qua du bao
cuing ldc, vi mudn bdo cdo k€ cd dang phan phdi ciia cac bién gia thiét. Khi d6
ching ta s& thuc hién bdo cdo theo khudn mau.

Thao tic:
B1. Nhip chudt vao chit Run trén thanh thyc don, khi d6 mot clra s6 md ra.
B2. Nhip chudt vio Create Report, khi d6 mot cita s6 nhu hinh 9.8 s& md ra.
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B3. Trén hinh 9.8, nhap chuot 6 vudng Forcasts, sau d6 chon cdc dang két qua
du bdo muén in ra bdo cdo.

B4. Trén hinh 9.8, nhap chudt 6 vuéng Assumptions, sau d6 chon cic thong s6
va db thi cdc bién gid thi€t mudn in ra bdo cdo.

Create Report [ x| |

—~Report Sections
[~ Owverlay Chart

[~ Trend Chart
[~ Sensitivity Chart
¥ Forecasts

¥ Summary
¥ Statistics
¥ Chart

¥ Percentiles

¥ Parameters
¥ Chart

100
100

100

|1 oo

[~ Frequency Counts

o

—~Forecasts—— -~ Assumptions
% « All = All
o " Chosen... " Chosen...
o " Open

—Percentiles

%

T Quartiles [25%)]
" Quintiles [20%)

" Deciles [10%]

" Icosatiles [0%)]

2.5, 5, 50, 95, 97.5% - tiles
10, 25, b0, 75, 90% - tiles

(1].4 Cancel |

= |

Charts

& Color ¢ BawW

Help |

Hinh 9.8: Tao Bido cdo

5. Chay lai bai to4n véi cac bién gia thiét va bién két qua méi

Trong trudng hdp, Anh/Chi mudn chay lai bai todn vdi cdc bi€n gid thi€t hay
céc bién két qua thay d6i, ching ta phdi x6a bd cic két qud mod phdng chay
truc do, x6a bd cac bién két qué (bién du bdo), va cdc bién gia thiét ma chiing

ta da khai bdo truSc d6. Sau d6 méi thuc hién khai bdo lai cdc bién gid thiét va
bién ké&t qua nhu giai doan 1 cia chay md phdng.

Thao tac:

B1. Nhap chudt vao chit Run trén thanh thyc don, khi d6 mot cira s6 md ra.

B2. Nhip chudt vao Reset dé loai bd tit ca cdc két qua du bdo trude d6 da

chay trudc doé.
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B3. Nhap chudt vao chit Cell trén thanh thuc don, khi 36 mot ctta s6 md ra.
B4. Nhap chudt vao Select All Forcasts, dé chon tit cd cdc bién két qua.

BS5. Nhap chudt vao Clear Assumptions/Forcasts d€ x6a cic bién két qua
B6. Nhap chudt vao chit Cell trén thanh thuc don, khi d6 mot ctta s6 md ra.
B7. Nhap chudt vao Select All Assumptions, d€ chon tat c4 cdc bién gid thiét.
B8. Nhap chudt vao Clear Assumptions/Forcasts dé€ x6a cdc bi€n gia thiét.

Dbén day, chiing ta dd hoan chinh viéc x6a cdc két qua du bdo, cdc bién gia
thi€t va bi€n két qua, va c6 thé bit dau cho mdt bai toin mod phdng méi, theo
céac giai doan 1,2,3,4.

6. Pua Crystal Ball hié€n thi trén Man hinh Excel.

Trong trudng hgp mdy clia cdc Anh/Chi chua cai phan mém Crystal Ball
thi phdi cai vao phan mém Crystal Ball vao mdy truSc khi Anh/Chi muén dua
phin mém nay vio man hinh Excel.

Trong trudng hgp Anh/Chi da cai Crystal Ball, nhung trén man hinh
Excel van khong hién Ién hai chit View va Run trén thanh thuc don, khi dé
ching ta thyc hién nhu sau.

Thao tac:
Cdch 1

Céch dé nhat d€ cho Crystal Ball hién thi trong Excel 12 m§ truc ti€p tir
Start rdi vio Programs, sau d6 vao Crystal Ball rdi chon Crystal Ball.
Crystal Ball s€ tu dong m& Excel va thém cdc nit cong cu ctia né vao.

Cdch2

B1. Nhap chudt vao chit Tools trén thanh thuc don ctia Excel, khi d6 mot ctra
s6 md ra.

B2. Nhip chudt vao Add-Ins.. khi d6 mot cita s6 s& hién ra nhu hinh 9.9.
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badns ——EE

Add-Ins available:

analysis ToolPak, :l
™ analysis ToolPak - vBA
Cancel
™ autosave

e onditional Sum Wizard
W Crystal Ball

W Lookup Wizard

[ Microsoft Bookshelf Integration
™ Template Utilities

™ Update Add-in Links

FOWsE, .,

o

onditional Sum ‘Wizard

Helps wou create Formulas ko sum selected data in lists.

Hinh 9.9: Cita s6 Add-Ins...

B3. Nhip chuot chon khung Crystal Ball trén bing Add-Ins...nhv Hinh 9.9.
Trudng hdp khong thdy khung Crystal Ball trong danh sich Add-Ins thi
nhian vao nit Browse, sau dé tim dén vi tri chita phaAn mém Crystal Ball
trong mdy (thong thudng trong C:\>Program Files \ Crystal Ball) roi chon
file CB.xla. Nhan OK.

Browsze EE
Look in: Il:l Crystal Ball ﬂ = ‘ @ v N R * Tools =

E Predictor
CBTurbo
Developer kit
Examples
OpkQuest
Tools

1

o
ToolsMenu

Fawvorites

File name: I j = ok

Files of type: I.ﬁ.dd-Ins j Cancel |

Hinh 9.10: Cta sd Browse...

B4. Nhap chudt vao nit OK, khi d6 trén thanh thuc don ctia man hinh Excel sé&
xuit hién hai chic ning ctia Crystal Ball 1a View va Run, va xin m&i
Anh/Chi nhap cudec.
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