GoEDU Excel Plus

| Gidotrinh
Excel Plus

Thdanh thao Excel theo tiéu chudn
tai cdc Tap dodan hang dau.

w

'

Gido trinh hoc Offline in mau - Tdng kém tai khodn hoc truc tuyén






Gido trinh di kém khéa hoc Excel Plus - Thanh thao Excel theo tiéu chudn tai cdc Tap dodn
héng déu cia GoEdu duge phdp ludt Viét Nam bdo hé vé Quyén tdc gid.

Ban tuyét déi KHONG phdt tan trén Internet dudi bt ki hinh thic ndo.

Néu ban download dugc mién phi tir nguén ndo dé, vui long bdo cho tdc gid qua Email
support@goedu.asia hodc Hotline 0971.924.768. Ban nén mua tron bd khod hoc dé nhan
dugc todn b Igi ich hd trg tron ddi ma GoEdu dem Igi gém:

« Tai khodn hoc Online: Video ly thuyét, thuc hanh, hé théng chdm diém ddc quyén tai Viét
Nam;

© Gido trinh in mau di kém khéa hoc;

* Email nhéc nhd hoc tép dinh ki;

* Group hoc tép hé trg tron dai;

* Thu vién tra ctru ham va chic ndng dugc bién sogn da dang, day du ndi dung, tinh tng
dung cao trong céng viéc;

e Livestream dinh ki d&c quyén ddanh cho hoc vién clia GoEdu.
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L% chae ming
Ban than mén,

Chuc ming ban 1d hoc vién tiép theo trong sé hon 10.230 hoc vién tham gia khéa hoc

Excel Plus - Thanh thao Excel theo tiéu chudn tai cdc Tap dodn hang ddu.

Nhu ban dé biét, hién nay nhu céu sir dung cdc phén mém tin hoc van phong dé lam
viéc va téi uu hda cdéng viéc lién quan téi tinh todn 1a vé cling cdn thiét. Trong do, Excel
I cong cu quen thudc dugc tin dung va da tré nén quen thudc trong nhiéu nganh nghé,

linh vuc.

Tuy nhién, phdn 16n ngusi dung (sinh vién, ngusi di lam) Iai khéng thé khai thdc dugc
cdc tinh nédng manh mé clia Excel dé x( ly va téi uu gidi phdp gidi quyét nhiing vdn dé

trong céng viéc.

Thau hiéu “ndi dau” do, khéa hoc Excel Plus dugc ra ddi véi muyc tiéu ndng cao ky ndng
sUr dung Excel thuc té cho cong viéc. Bugc thiét ké vai 16 trinh hoc bai bdn, tap trung vao
viéc gid quyét cdc van dé mad ngudi dung gdp phdi trong céng viéc thudng ngay,
chuyén sdu vao cdc ngdnh nghé cu thé. Chung téi tin ban sé tim dugc cau trd 16i cho

van dé ctia minh khi cam khéa hoc nady trén tay.

Trong khéa hoc nay, téi va cde cong su ca minh da phat trién mot mé hinh hoc gidp
ban tiép thu kién thiic nhanh chéng va dp dung dugc vao thuc té. M6 hinh D.AT.A ma
chuing téi sir dung sé gitp ban tim ra gidi phdp gidi quyét cdc van dé, téi uu téc dé va

hiéu qud lam viéc.

CAam on ban vi da tin tudng, luya chon sadn phdm cla chung téi. Hay yén tam vi ban
khéng don ddc. Toi, cdc cdng su cla GoEdu Academy va cdc hoc vién khdc sé dong

hdnh cung véi ban chinh phuc khéa hoc ndy.

Gidm déc dao tao

Nguyén Thi Lan Phugng



Budc 1

Kich hoat tai khodan

| Truy cap trang https://active.goedu.asia

bién Ho tén, S6 dién thoai, dia chi Email thudng dung va ma sé
kich hoat (Trén thé kich hoat)

| Kiém tra Email, nhdn théng tin vé tai khodn va mat khdu dang nhdp
hé thong hoc truc tuyén

Budc 2

Chudn bi hoc

Ddng nhdp vao: https://learn.goedu.asia
Véi tén tai khodn va mat khdu da dugc gui trong Email

l Bdm VAO HOC NGAY trén Excel Plus

a0

Quét ma dé xem hudng dan chi tiét
'q.- -
u m * hodc truy cép

excelplus.asia/huong-dan-kich-hoat

Hotline ho trg: 0971.924.768




Huéng dan hoc

Hoc online tai trang https://learn.goedu.asia
Hoc theo tiing Ngdy hoc trong ting phan.

Ghi chu: Ghi lgi nhitng diém tadm déc hodic néi dung cdn nhé va Gido trinh
Excel Plus - Thanh thao Excel theo tiéu chudn tai cdc Tap dodn hang déu

Theo déi Email cdp nhéat théng tin va nhdn tdi liéu mién phi tu GoEdu.

GoCheck Group hoc tap

Tai va lam bai kiém tra sau méi » Nhdn tham gia Group hoc tdp dé gia
bai hoc dé 6n luyén va cling c6 nhap céng déng hoc tap GoEdu.
kién thuc.

» Gui cau héi va thdc méc cho gidng vién
GUi bai lam 1én hé théng GoCheck va doi ngi trg gidng GoEdu théng qua
chém diém dé kiém tra kién thiac Group hoc tap dé dugc gidi ddp tét nhat.
hoc ducc.

GoEdu LiveClass

» Méi thang GoEdu sé té chic nhing budi hoc LiveClass véi hinh thic hoc tap truc tuyén truc

tiép vai giang vién.

» Ban sé nhén dugc Email déng ky I6p hoc sau khi kich hoat khéa hoc. Tham gia I6p hoc theo
huéng dan dé hoc thém nhimng kién thic tha vi vé Tin hoc vén phong.

Hoctdpngay -




Gidng vién

v

* Chung chi Microsoft Office Specialist Master
* Chung chi Microsoft Innovative Educator Expert - Chuyén gia Gido duc Sdng tao cla

Microsoft Toan cau

o
* Hon 5 ndm kinh nghiém gidng day tai Slide Factory, INV Group cho cdc Céng ty, Tép
dodn I6n nhu: Samsung, Panasonic, PVYcomBank, BIDV, Mobifone, MBBank...
= Hon 5 n&dm kinh nghiém trong linh vyc su pham, ddo tgo trén maéi trudng truc tuyén
E-learning tai Bai hoc Thdng Long cho hon 5.000 sinh vién, ngudi di Idm véi hon 110 khoa
hoc Thiét ké Slide thuyét trinh chuyén nghiép va hon 50 khéa gidng day Gidi phéng

stc manh sé liéu trén Excel.

Gidm déc bdo tao
Nguyén Thi Lan Phugng



Phuong phap DATA

Phuong phdp DATA déc quyén cla ching téi gidp cdc ban hé théng kién thic va dp dung gidi cdc bai

todn thuc té trong cong viéc. DATA trong Tiéng Anh I D{ liéy, linh hén cla Excel. Va trong khéa Excel Plus

- DATA Ia viét tdt cla 4 ti khéa: Demand - Analyze - Tools - Apply.

Demand chinh Id cdc nhém nhu céu trong thuc té céng viéc ma
ban thudng gdp, tuéin theo ding mét quy trinh logic dé Ia: Nhéip dir

liéu - Binh dang - XU ly - Tinh todn - Téng hgp va Bdo cdo.

Demand

Phan tich dau bai, cdc ban xdc dinh Input - cdc yéu té dau vao
cling nhu Output - két qud dau ra mong mudn. Giéng nhu ban xdc
dinh diém xudt phdt va cdi dich ctia mét hanh trinh vay. Méi mét

nhém nhu cdu & phia trén sé cé mét ddc thi riéng trong xdc dinh

Analyze Input vé& Output.

vi tri cdng cu 6 dau trong Excel va How cdc budc dé sir dung thanh

Tools thao chung

Tools I cdc céng cu va chiic ndng cdn thiét duge sir dung dé gidi
quyét cdc badi todn da xdc dinh & budc trude. Cdc cdng cu va chic

ndng dudc hé théng hda theo 3 phan: What - tén cong cu, Where -

Phan nay sé gilp ban c6 khd ndng Ung dung chic ndng dé trong
cdc tinh hudéng va bdi todn lién quan trong cuing linh vuc cting nhu
c6 khd ndang két hop linh hoat dé gidi cdc bai todn chuyén sdu va
ndng cao.

Apply

Xem chi tiét vé Phuong phdp DATA trong
Tdi liéu dinh kém - Hack néo 100+ ham va chic ndng Excel théong dung



Huéng dan hoc tép

90% hoc vién khéng thé thanh céng la vi khéng biét
phuong phap hoc hiéu qua

5 Tips dé hoc tap hiéu qud cung Excel Plus

Hoc két hgp gilfa gido trinh Offline va bai gidng Online dé

n&m ving kién thic mét cdch hiéu qua va chi tiét nhat.

Thuc hanh theo cdc budc va kiém tra két qud theo tiing ngay

hoc dé theo déi su ti€én bd clia minh trong suét 16 trinh hoc.

Hay cd géng danh thai gian téi thiéu 1 budi hoc/1tudn dé thu
nap kién thic méi cing nhu nhing vi du thuc té tir Giang
vién. Ban gido vu clia GoEdu sé déng hanh, nhdc nhé ban hoc

tap déu ddn mai tuan.

Néu cé nhiing thdc méc vé bai hoc thi ban hay ghi chu lgi &
phan Note trong gido trinh va ddt cau hoéi trong Group hoc

tép, trong cdc budi Livestream dinh ki.

pung quén rdng, Thu vién tra cliu doc quyén va hé théng
1000 file thuc hanh dugc téng hgp tir hon 50 Tap dodn, céng
ty 16n sé gilp ban ti€p cdn nhing bdi todn, yéu cau thuc té

céng viéc.




Muc luc

Bai hoc Trang

PHAN 1: NEN TANG

Ngay I: Kh&i déng - Iam quen véi Excel 1

Ngdy 2: Nhap di liéu va cdc ham xt ly ky tu, ngay thang 13

PHAN 2: CO BAN

Ngay 3: Cdc ham tinh todn théng dung 18

Ngady 4: Ham IF va cdc bai todn ing dung 20

Ngady 5: Cac ham Vlookup, Hlookup va cdc bdi todn tham

chiéu dr liéu 2
Ngdy 6: Xt ly dif liéu co bdn va ndng cao 27
Ngdy 7: Binh dang c6 diéu kién va kiém sodt dir liéu trong 6 29
Ngay 8: Téng hop df liéu véi cdc ham tinh todn cé diéu kién 31
Ngay 9: Truc quan dir liéu bdo cdo véi biéu do 37
Ngay 10: T8ng hgp dir liéu tu déng va chuyén séau 39

Ngay 11: Thiét I&p in an, qudn ly va hodn thién bang tinh 4]



Muc luc

PHAN 3: CHUYEN SAU
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Muc luc

PHAN 3: CHUYEN SAU

Ngdy 25: Bai todn Ung dung cho linh vuc Qudn ly kinh doanh
/Lép Dashboard tuong tdc theo déi KPI hiéu qud cua chién 77
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Khai dong - Ladm quen vai

Excel

TS

Nén tdng

NGAY 2
Nhép di liéu va cdc ham xda
ly ky ty, ngdy thang



Ngay 1

Khé&i déng - Lam quen vdi Excel

Muc tiéu

o Ndm dugc cdc thanh phdn co bdn vé giao dién cla Excel.

* Biét cdch lam viéc vai sheet, hién thi man hinh va ché dé xem trudc khi in trong Excel.

* Tao dudc coéng thic don gidn trong Excel.

Hanh déng - Nhiém vu

PHAN1
Cdc thanh phdan co bdn cla
giao dién Excel

O Od

Xem video bai gidng

Ladm badi tép trén file thuc hanh cung
gidng vién

PHAN 2
% . 20 . P Xem video bai gidn
Lam viéc vai Sheet, cac ché giang
dé View Ladm bdi tép trén file thuc hanh cung
gidng vién
PHAN 3
Co ban vé ham va céng thuc D G SOl
tl’Ohg Excel D Lam bdi tép trén file thuc hanh cung
gidng vién
D Lam bdi Test
PHAN 4 D GUi bai téip dé Iam cho GoEdu
D Ghi chu Igi nhing luu y vao cudn sé nday
GoEDU 1 &: Excel Plus



Ngay 1

Khéi dong - Lam quen vGi Excel

Notes - ’

GoEDU 12 & Excel Plus



Ngay 2

Nhap dir liéu va cac ham xu ly ky tu, ngay thang

Muc tiéu

» N&m dugc 3 kiu dir liéu ( text, number,date), cdch thiic nhap va dinh dang di liéu.

* Hiéu va stirdung thanh thao cdc ham xur ly dir liéu ky tu.

e Hiéu va st dung thanh thgo cdc ham xur ly ngdy thang.

Hanh déng - Nhiém vu

PHAN 1

Cdc kiéu d{ liéu & cdch thuc
nhdp va dinh dang (text,
number, date)

PHAN 2
Cdac ham xU ly dir liéu ky tu

JOU 0gg

Tai file thuc hanh cho todn bé ngdy hoc

Xem video bai gidng

Lam bdi tép trén file thuc hanh cung

gidng vién

Xem video bai gidng

Lam bdi tép trén file thuc hanh cung
gidng vién

PHAN 3
Cdc ham x{ ly dir liéu ngay (] xem video bei gieng
thqng D Lam badi tép trén file thuc hanh cung
gidng vién

D Lam bai Test
PHAN 4 D GUi bai tép da lam cho GoEdu

D Ghi cht Igi nhing luu y vao cudn sé nay

GoEDU 13 &: Excel Plus



Ngay 2
Nhap dir liéu va cac ham xu ly ky tu, ngay thang

Notes - ’

M4 rong - Tips

Luu y khi nhédp mét sé dir liéu kiéu Date

C6 2 kiu nhép d liéu kiéu Date co bdn & ngdy/thang/nédm va thang/ngédy/ném. Ban phdi nhap
theo kiéu mdc dinh trén mdy tinh cda ban.

Théng thudng, cdc mdy tinh déu cé kiéu nhép dir liéu ngdy thdng mdc dinh theo kiéu USA la
Thang/Ngay/Nam.

Cdch kiém tra kiéu nhdp d{ liéu Date mdc dinh:
Cdch 1: Xem kiéu ngdy thang dugc hién thi & géc phdi dudi cing man hinh:

5:05 CH

22/09/2020

Cdch 2: Ban hdy nhap ngdy 31/12/2015 vao 16 bét ky trong Excel theo 2 kiéu: Ngay/Thang/Ném va
Thang/Ngay/Néam

—> Kiéu ndo dir liéu duge can phai thi dé Ia cdch nhdp dung.

GoEDU 14 &: Excel Plus



Ngay 2
Nhap dir liéu va cac ham xu ly ky tu, ngay thang

M& réng - Tips

Cdch nhdp sé dién thoai va s6 CMND/CCCD trong Excel
Dé nhdp s6 dién thogi ma khéng lam mat sé 0 & ddu, cé thé 1am theo 2 cdach:
Cdch 1: G6 ddu nhdy don (') trudc s6 cdn nhéap

Cadch 2:

—> Budc 1: Chon 6 can nhdp sé dién thogi
—> Budc 2: Chon kiéu dinh dang Text
—> Budc 3: Nhép s6 nhu binh thusng

Cdch lam trén c6 thé dp dung cho nh@p sé CMT hay cdc logi sé higu cé s6 0 diung dau

Cdc phim tat thao téc

Ctrl | + Tao file mdi
ctrl | + Ma file dd luu
Ctrl In file

Ctrl Luu trang tinh

Bignan
alanaaa

Ctrl DPoéng clra s6 1am viéc

-
-
+

SU dung chuic ndng Auto Sum

+ | Shift

[ Ctrl + @ Chén déu () va céc déi s6 sau khi nhdp tén ham

Ctrl | +

g
8

Bo6i den todn b van bdn

GoEDU 15 &: Excel Plus



NGAY 3

Cdéc ham tinh todn théng
dung

Cd badn

NGAY 4

HAam IF va cdc bdi todn ung
dung

NGAY 5 /

Cdc ham Vlookup, Hlookup
va cdc bai todn tham chiéu
diliéu

-

/7

NGAY 6
XU ly di liéu co bdan va ndng
cao

NGAY 7

Dinh dang cé diéu kién va
kiém sodt dir liéu trong 6

N



Coban ..

Thiét 1&p in an, qudn Iy va
hoan thién bdng tinh

/

NGAY 10

Téng hop d liéu ty dong va
chuyén sdu

NGAY 9

Tryc quan di liéu bdo cdo

Véi biéu dd \

e NGAY 8

Téng hop d liéu véi cde ham
tinh todin c6 didu kién N

.



Ngay 3
Cdc ham tinh todn théng dung

Muc tiéu W

o Hiéu va sirdung thanh thao cdc ham tinh todn don gidn.
® S dung chic ndng tinh téng tu déng Auto Sum dé tinh todn.
o Hiéu va biét cach su dung cdc ham tinh todn: COUNTA, COUNTBLANK, RANK, ROUND.

Hanh déng - Nhiém vu

PHAN1 Tai file thuc hanh cho todn bé ngdy hoc

Cdc ham tinh todn don gidn

Xem video bdi gidn
& Autosum v R

Lam bdi tép trén file thuc hanh cung
gidng vién

PHAN 2

Cdc ham tinh todan théng
dung khac: COUNTA, COUNT-
BLANK, RANK, ROUND

Xem video bai gidng

Lam bdi tép trén file thuc hanh cung
gidng vién

Lam bai Test

PHAN 3 GUi bai tap dé Idm cho GoEdu

o000 O0ug ogug

Ghi chu Igi nhing luu y vao cuén s nay

GoEDU 18 B: Excel Plus



Ngay 3
Cac ham tinh toan théng dung

Notes = ’

GoEDU 19 & Excel Plus



Ngay 4
Ham IF va cac bai toan ung dung

Muc tiéu W

o Hidu va st dung thanh thao céc ham Logic (IF, OR, AND).
* Biét cdch két hgp ham IF - AND - OR dé xur ly cdc yéu cau phuc tap.

Hanh dong - Nhiém vu

PHAN1

Nhom ham logic (IF, AND,
OR): cU phdp ham va cdch
két hgp ham

Tai file thuc hanh cho todn bé ngdy hoc

Xem video bai gidng
Ldm bdi tép trén file thuc hanh cung

gidng vién

PHAN 2
Cdc tinh huéng I6ng ham IF Xem video bdi gidng
dé xtr ly cdce trudng hgp phuc

tap (IF - AND - OR)

Ladm badi tép trén file thuc hanh cung
gidng vién
Lam bdi Test

PHAN 3 GUi bai tép dé Idm cho GoEdu

o000 0 g ggg

Ghi chu Igi nhing luu y vao cudn sé ndy

GoEDU 20 & Excel Plus



Ngay 4
Ham IF va cac bai todan ing dung

Notes - ’

GoEDU 21 & Excel Plus



Ngay 5

Cdc ham Vlookup, Hlookup va cac bai toan

tham chiéu dirliéu

Muc tiéu

o Hiéu va st dung thanh thao ham tham chiéu VLOOKUP - HLOOKUP.
o Biét cdch sir dung ham tham chiéu: INDEX, MATCH.
o Biét cdch két hgp cdc ham tham chiéu dé x( ly céc yéu cdu phuc tap.

Hanh déng - Nhiém vu

PHAN 1

Nhém ham tham chiéu
(VLOOKUP, HLOOKUP): phan
biét, cu phap hdm, itng dung

PHAN 2
Cdc ham tham chiéu ndng
cao: INDEX, MATCH

PHAN 3

Cdch két hgp cdc ham tham
chiéu dé xur ly cdc tinh huéng
phuc tap

PHAN 4

JuUuyg 0og ud ggd

Tai file thuc hanh cho toan bd ngdy hoc

Xem video bai gidng

Lam badi tép trén file thuc hanh cung
gidng vién
Xem video bai gidng

Ladm bdi tép trén file thuc hanh cung
gidng vién

Xem video bai gidng

Lam badi tép trén file thuc hanh cung
gidng vién

Lam bdi Test

GUi bai tap dé ladm cho GoEdu

Ghi chu Igi nhing luu y vao cudn sé nay

GoEDU

N
N

B: Excel Plus



Ngay 5
Cac ham Viookup, Hlookup va cdac bai toan
tham chiéu dir liéu

Notes - ’

M& réng - Tips

M6t s6 SG d6 ham tham chiéu 16ng véi ham logic trong excel
1. Ham Vlookup/ Hlookup I6ng ham IF

—> Tim kiém trong trudng hop két qué phu thudc véo nhiéu diéu kién.

—J Vlookup Gid tri
Hlookup \ mang ditim kiém ¢ Bdangphu ¢ 9 Kiéu tim kiém

e S6 thy tu cot/hang  S& thuy tu cot/hang
= biéu kién - - 3 -
=IF <nh tuong ung vdi tuong Ung véi

sosanh 9 g4y kien dang diéu kien con lqi

Khi str dung ham Viookup thi trong ham IF sé Ia sé thu tu cla hang tuong ung, si dung ham
Hlookup trong ham IF sé Ia sé thu tu cha cét tuong Ung.

GoEDU 23 B: Excel Plus



Ngay 5
Cac ham Viookup, Hlookup va cdac bai toan
tham chiéu dirliéu

M& réng - Tips

Mot s6 S d6 ham tham chiéu 16ng véi ham logic trong excel
2. Ham IF 16ng ham Vlookup/Hlookup

—> Tim kiém trong trudng hop két qud phu thudc vao nhiéu diéu kién.

Piéu kién
=IF 5
sosanh 9 VIookup/HIookup ’ VIookup/HIookup

3. Ham tham chiéu 16ng véi nhau
—> SUrdung trong céc trudng hop can lay dir liéu con lgi.

ShEST DEG Ct]l vung
muon lay d liéu 9 ’
= Match Gia tr bia chivung Kiéu tim kiém

mang di tim kiém ¢ mudn tim kiém ¢

Tips: Cdc cdch x6a dong tréng trong Excel

Cdch 1: Bua con tré chudt vé dau dong, kich chudt trdi chon hang can xod > chudt trdi
—> chon Delete

Cdch 2: Sir dung hop thoai Go to Special
—> Budc 1: Chon todn bd di liéu cén xod dong tréng (nhdn Ctrl + Home, hodc Ctrl + Shift
+End)

—> Budc 2: M& hop thoai Go to Special bdng cach nhdn F5, hép thoai Go To xudt hién, Chon
Specidal... trong hdp thoagi Go to hodc kich chudt vao biéu tugng Find&Seclect, chon Go to

Special.
—> Budc 3: Trong hdp thogi Go to Special, chon Blanks > dn Ok

—> Budc 4: Nhdp chudt phdi vao 6 bat ky dugc chon, chon Delete..., chon Shift Cell up.

GoEDU 24 & Excel Plus



Ngay 5
Cadac ham Viookup, Hlookup va cdac bai toan
tham chiéu dirliéu

M& réng - Tips

Tips: Cdc cdch x6a déng trong trong Excel

Cdch 3: SUrdung Filter

- Budc I: Chon toan bé dif liéu cén xod = 2 )
dong tréng (nhdn Ctrl + Home, hodic Ctrl E--ggfwlm All
+ Shift +End) Lo
L3
L4
—> Budc 2: Chon Filter 6 Tab Home hodic vao +0s

Data chon Filter. -

[Cox ][ cancs |

—> Budc 3: SU dung nut loc cuia cdt dé loc nhiing 6 tréng (Blanks). C6 thé chon cét bat ky
trong vang d{ liéu tuy nhién luu y can xem xét xem 6 do6 cé thudc hang trong hay khéng
tréng. Néu ban mudn xod hang tréng trong bang, hdy chon cdt ¢é cdc 6 tréng thudc hang
tréng.

Sau dé én OK —> Cdc dong tréng hién ra

—> Budc 4: Kich chudt phdi chon Delete Row (néu
dong tréng dang dugc béi den). Trong trudng
hop dong trong khéng dugc boéi den, can bdi

Microsoft Excel

den cdc dong tréng, chon Delete Row 0 Delete entire sheet row?
—> chon Ok trong Delete entire sheets row. .

| ok | Cancel
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Ngay 5
Cadac ham Viookup, Hlookup va cac bai toan
tham chiéu dirliéu

M& réng - Tips

Cdc phim tat thao tac

Ctrl

an

Sao chép
Ctrl Chép gid tri tr 6 & trén 6 hién hanh vdo 6 hién hanh

Ctrl

S

Chép dir liéu ti bén trdi qua phai

Dan

+
<

Ctrl

niaialn
(<] (=] [=][~]

Néu dir liéu ton tai trong clipboard: Hién thi
hop thoai Paste Special.

>
=

+
<]

Cét

9}
P
=
+
>

Quay lai thao tac vua thuc hién

Xod tat ca chir trong mét dong

+
—

—
(¢)
—
=

I.
Q
=
+
lw)
3 o}
o o N
= (]

___J

Xudng dong trong &

—
pd
—~
) __J
+
—
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Ngay 6

XU ly d{r liéu co bdn va nang cao

Muc tiéu

o Ndm ré va sir dung thanh thao chiic néng loc va sdp xép d liéu.

s Biét cdch sir dung chic néng loc dir liéu ndng cao (Advanced Filter).

o Biét cach logi bé gid tri trung Idp badng Remove Duplicate.

* Ndm dugc cdc Ung dung cla chic ndng Flash Fill.

Hanh déng - Nhiém vu

PHAN1
Cdc chuc ndng xu ly di liéu
co bdn: loc & sdp xép dir liéu

PHAN 2
Loc dir liéu ndng cao
(Advance Filter)

PHAN 3

Loai boé gid tri trung Igp:
Remove Duplicate & Flashfill:

dién dr liéu tu dong

PHAN 4

J U 0dd

JUU O d

Tai file thuc hanh cho toan bé ngdy hoc

Xem video bai gidng

Lam badi tép trén file thuc hanh cung
gidng vién
Xem video bai gidng

Ladm bdi tép trén file thuc hanh cung
gidng vién

Xem video bai gidng

Lam badi tép trén file thuc hanh cung
giding vién

Lam bdi Test

GUi bai tap dé ladm cho GoEdu

Ghi chu Igi nhing luu y vao cudn sé nay

GoEDU

B: Excel Plus



Ngay 6
XU ly dir liéu co ban va nang cao

Notes - ’
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Ngay 7
Pinh dang cé diéu kién va kiém sodt dir liéu
trong 6

Muc tiéu b 4

o SUrdung thanh thao dinh dang cé diéu kién (Conditional Formatting).

» Biét cach kiém sodt dif liéu trong 6 bdng Data Validation.
o SUrdung thanh thao dinh dang di liéu dang béang (Format As Table).

Hanh déng - Nhiém vu

PHAN1 Tai file thuc hanh cho toan bé ngdy hoc

Pinh dang co diéu kién

are s Xem video bai gidn
(conditional Formating) s
Lam badi tép trén file thuc hanh cung

gidng vién

PHAN 2
.2 G e ~ Xem video bdi gidn
Kiém soat du liéu trong 6 geng

(Data Validation)

Ladm bdi tép trén file thuc hanh cung
gidng vién

PHAN 3
Xem video bai gidng

Binh dang d{ liéu dang bdang

(Formqt As Tqble) Lam badi tép trén file thuc hanh cung
giding vién
Lam bdi Test

PHAN 4 GUi bai tap dé Idm cho GoEdu

JuUuyg oo Og ggd

Ghi chu Igi nhing luu y vao cudn sé nday

N
(o]
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Ngay 7
Pinh dang cé diéu kién va kiém soat dir liéu
trong 6

Notes - ’
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Ngay 8

~

Tong hop dirliéu véi cdc ham tinh todn

co diéu kién

Muc tiéu

o Hiéu va stirdung thanh thao cdc ham tinh todn c6 mét diéu kién: SUMIF, COUNTIF, AVERAGEIF
o Hiéu va stirdung thanh thao cdc ham tinh todn cé nhiéu diéu kién déng thoi: SUMIFS, COUNTIFS,...
» Biét cdch sirdung cdc ham tinh todn nhiéu diéu kién tly y: nhém ham database: DCOUNT, DSUM,...

Hanh déng - Nhiém vu

PHAN 1

Cdac ham tinh todn cé mdt
diéu kién: SUMIF, COUNTIF,
AVERAGEIF...

PHAN 2

Cdc ham tinh todn cdé nhiéu
diéu kién doéng thdoi: SUMIFS,
COUNTIFS,...

PHAN 3

Cdc ham tinh todn nhiéu
diéu kién tay y: nhdm ham
database: DCOUNT, DSUM, ...

PHAN 4

JuUuyg oo Og ggd

Tai file thuc hanh cho todan bé ngdy hoc

Xem video bai gidng

Lam badi tép trén file thuc hanh cung
gidng vién
Xem video bdi giding

Lam bdi tép trén file thuc hanh cung
gidng vién

Xem video bai gidng

Lam bdi tép trén file thuc hanh cung

giding vién

Lam bdi Test

GUi bai tap dé ladm cho GoEdu

Ghi chu Igi nhing luu y vao cudn sé nay

GoEDU

=)

B: Excel Plus



Ngay 8

~

Tong hgp dir liéu véi cdc ham tinh todn

c6 diéu kién

Notes

M& rong - Tips

Cdc kiéu dinh dang c6 diéu kién Conditional Formatting

1. High light cell rules _béi mdu 6 theo quy ludt

Gom:

Greater than...
Less than...
Between...

Equalto...

A Date Occuring...

More Rules...

Text that Contains...

Dupplicate Values...

I16n hon...

nhé hon...

ndm trong khodng .... dén
bang...

chuédi ky tu chua...

Ngay...

cdc gia tri trung lap....

GoEDU 32
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Ngay 8
Tong hgp dir liéu véi cdc ham tinh todn
c6 diéu kién

M& réng - Tips

Cdc kiéu dinh dang c6 diéu kién Conditional Formatting

2. Top/bottom rules _binh dang theo thir hang

Top 10 Items...
E lop

@ Top 10 %...
]

Gom:
Bottom 10 ltems...
Bottom 10 %... Top 10 items... cdc gid tri I6n nhat...
Top 10%... s6 phdn trédm I6n nhat....
@_ Above Average... . .
Bottom 10 items cdc gid tri nhé nhét...
Below Average... Above Average I6n hon trung binh....
More Rules... Below Average nho hon trung binh...

3. Data bars_Dinh dang biéu dién dir liéu trong mét 6

Gradient Fill Khi chon kiéu dinh dang Data Bar, d dai cha

E = ddi mau sé cho biét dé I6n cua gid tri trong 6
(6 c6 gid tri I6n thi cé ddi mau dai va ngugc Iai)

it kit

- Gom:
Sofid Fll
lﬁl Grandient Fill Ddi mau dudc pha tir
3 M
= o 2 ddm > nhat
E E Es solid Fill Dd&i mau dam

4. Color Scale

Khi chon kiéu dinh dang Color Scale, ban c6 thé thiét idp cdc 6 thudce cdc khodng gid  tri sé c6
cdc mau tuong ung

Excel Plus
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Ngay 8
Tong hgp dir liéu véi cdc ham tinh todn

c6 diéu kién

M& réng - Tips

Cdc kiéu dinh dang c6 diéu kién Conditional Formatting

5.lcon Set

Directional

Y okl Budc 1: B&m chudt vdo Icon Set = chon More Rules
=W fARY

PAVY A2A2NY 4 nhém Icon Set:

ARV

Shapes

oCe [o]e] ]

eLre ecee

o000

Indicators

000 v X Directional Icon mi tén chi huéng
|l

Ratings Shapes Icon hinh khoi
b A il il il il A hi 56
QIO i 4 il il all Indicators Icon chi sé

S ) Ratings Icon ddnh gid

More Rules...

Budc 2: Chon Icon mong mudn va thiét Iap cdc khodng gid tri

fgzm the Rule Description:
Farmatstyle: |icon Sets [] | Reversetcon order |

- | [ show lcon Only

Display each ic n _Bcin_rding to these rules:
icon ' value Type
@ ;‘ when value is ,‘lﬁl ‘67 @ |Petcent E Chgn Kkiéu
[ @ || wenorana [ =] 3 | ) [percent ] dilie
RN v Number
| cancel | (s6) hay %

Chon kiéu icon Nhép méc gid tri

Lua chon todn tur
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Ngay 8
Tong hgp dir liéu véi cdc ham tinh todn
c6 diéu kién

M& réng - Tips

Tip: Logi b6 cdc gid tri trang Iap (Remove Duplicates) béang

Table Tools

Ngoai céch logi bo gid trj trang Idp bdng céng cu Remove Duplicates trén Tab Data, ching ta con
¢6 thé thuc hién bdng cdch s dung Table Tools.

Budc 1: B6i den vung dir liéu —> chon tab Home
Budc 2: Chon Format As Table, rdi chon 1kiéu bdt ky

Budc 3: Trén tab Table Tool &> chon Remove Duplicates, cdc budc tiép theo tuong tu cdch 1

Hame Insert Page Layout Formulas Data Review View

@Summarizewith PivotTable F'ropertiez Header Row
¥ B .

BB Remove Duplicates

& Open in Browser | [] Total Row
= Insert  Export Refresh
g=1 Convert to Range Slicer . » 2 Unlink Banded Rows

Tools External Table Data

Két qud sau khi thuc hién Remove Duplicates nhu sau:

STT Khu vue 58 lwg'ng ban
1 3,280 STT Khu vurc 50 lwong ban
2 H& Chi Minh 4,500 1 Ha Ngi 3,280
3|:| 2,160 2 HB Chi Minh 4,500
4 Hai Phong 1,850 3 DA Nang 2,160

5 QuangNinh 2,360 4 Hai Phong 1,850
§HaNai 3,280 —D 5 Quéng Ninh 2,360

7 Bic Ninh 2,150 6 Béc Ninh 2,150

2 Nghé An 1,760 7 Nghé An 1,760

9 Thanh Hoa 2,354 8 Thanh Hoa 2,354
10 2,360 9 Thai Nguyén 1,
120aNdng 2,160
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~

Tong hgp dir liéu véi cdc ham tinh todn

c6 diéu kién

M& réng - Tips

Cdc phim tat diéu huéng

[ Alt

+

Home]

+

[ Ctrl End ]

o ][
on ][+
ou |+ o]

Chuyén déi gilra cdc chuong trinh
Chuyén dai gitra céc file Excel dang mé
Sang sheet bén trdi
Sang sheet bén phai
Di chuyén vé dau dong
Di chuyén vé dong va cot ddu tién trong sheet
Di chuyén vé dong va cot cudi cung trong sheet

Hién thi hop thoai Find and Replace
(ma s&n muc Tim kiém - Find)

Hién thi hép thoai Find and Replace
(M6 sén muc Thay thé — Replace)

Hién thi hép thoai ‘Go to’

GoEDU
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Ngay 9

Truc quan dir liéu bdo cdo véi biéu do

Muc tiéu

o Ndm dugc cdc dang biu dé théng dung va cdch vé biéu dé trong Excel.

o Biét cach tuy chinh va kiém sodt cdc thanh phan trong biéu dé.

o V& dugc biu dé mini - Sparklines.

Hanh dong - Nhiém vu

PHAN1

Cdc dang biéu dé thong
dung va cdach vé biéu dé
trong Excel

PHAN 2

Cdch tuy chinh va kiém sodt
cdc thanh phdn trong biéu
dé

PHAN 3
Bi€éu d6 mini - Sparklines

PHAN 4

JOJ 0oOog

JUg 0o

Tai file thuc hanh cho toan bd ngdy hoc

Xem video bai gidng

Ldm bdi tép trén file thuc hanh cung
gidng vién
Xem video bai gidng

Lam badi tép trén file thuc hanh cung
gidng vién

Xem video bai gidng

Ladm badi tép trén file thuc hanh cung
gidng vién

Lam bdi Test

GUi bai tap da lam cho GoEdu

Ghi chu Igi nhimg luu y véo cuén sé nay

GoEDU

B: Excel Plus



Ngay 9
Truc quan dir liéu bdo cdo véi biéu do

Notes - ’
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Ngay 10
Tong hop dirliéu tu ddéng va chuyén sau

Muc tiéu ) 4

o Hiéu va sir dung thanh thao chiic ndng Pivot table dé lam bdo cdo téng hop.
o Hiéu va st dung thanh thao chic ndng Consolidate dé lam béo cdo hgp nhdt.
o Hiéu va stirdung thanh thao chic ndng Subtotal.

Hanh dong - Nhiém vu

PHAN1 Tai file thuc hanh cho toan bd ngdy hoc

Bdo cdo tong hop
Xem video bai gidng

- Pivot table D
D Ldm bdi tép trén file thuc hanh cung
gidng vién
PHAN 2
Bdo cdo hdp nhét D Xem video bai gidng
- Consolidate [:] Lam bdadi tép trén file thuc hanh cung
gidng vién
PHAN 3
Bdo cdo 96|O nhém D Xem video bai gidng
- Subtotal D Ldm bai tap trén file thuc hanh cung
gidng vién
D Lam badi Test
PHAN 4 D GUi bai téip dé Iam cho GoEdu
D Ghi chu lgi nhimg luu y véo cuén sé nay
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Tong hgp dir liéu tu déng va chuyén sdu

Notes - ’
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Ngay 11

Thiét Idp in an, qudn ly va hodn thién bdng tinh

Muc tiéu

o Biét cdch thiét Idp in &n - Page setup.

® Biét cdch thiét Idp cdc tly chon madi trudng va tinh todn chuyén sdu trong Excel.

o Biét cdch thiét Iap bdo vé bang tinh & cdc thao tdc hé trg cong téc trong Excel.

Hanh dong - Nhiém vu

PHAN1
Thiét Idp in an - Page setup

PHAN 2

Thiét 1dp cdc tuy chon méi
trudng va tinh todn chuyén
sau trong Excel

PHAN 3
Thiét 1dp bdo vé bdng tinh &
cdc thao tdc hod trg céng tdac

JOJ 0ogg

Tai file thuc hanh cho toan bd ngdy hoc

Xem video bai gidng

Lam bdi tép trén file thuc hanh cung

gidng vién

Xem video bai gidng

Lam bdi tép trén file thuc hanh cung
gidng vién

Xem video bai gidng

Ladm bdi tép trén file thuc hanh cung

trong Excel D giang vién
D Lam bai Test
PHAN 4 D GUi bai tap da lam cho GoEdu
D Ghi chu lgi nhimg luu y véo cuén sé nay
GoEDU 4] &: Excel Plus



Ngay 1
Thiét Iap in an, qudn ly va hodn thién bdng tinh

N4

Notes

M& rong - Tips

M4 réng: Cdc thanh phan (element) chinh trong biéu dé

Axis Title - tén truc
l Data Label
- nhan dirliéu

( l So lworng ao ban

Chart Title - tén biéu do

3500
3000
w 2500
2000 —7539
1500

1000
Axis - truc toa do 80
0

S8 lwon

S

M Ao Phéng

Legend - chu thich

Plot area - todn bd khodng chita biéu dé
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Ngay 1
Thiét Iap in an, qudn ly va hodn thién bdng tinh

M& rong - Tips

Mé réng: Cdc thanh phan (element) chinh trong biéu dé

> Axis_ truc toa dé, gém: Horizontal axis (Truc ném ngang) va Vertical axis (Truc doc)

—> Axis Title_ tiéu dé truc, gém Horizontal axis title (Tiéu dé truc ndm ngang) va Vertical axis
title (Tiéu dé truc doc cla dé thj)

—> Chart Title_tén biéu dd

-> Data label_ Gid tri (nhan) dir liéu

—> Data table_bdng sé liéu dé vé dé thj

—> Error bar_ biéu do sai s6 chudn thudng it khi duge dung

> Gridlines_ Budng |udi bao gdom dudng Iusdi ngang doc chinh mdo va dudng Iudi ngang doc
phu minor

—> Legend_ chu thich

—> Trendline_ dudng xu huéng

Mé réng: Cdc chirc néng tuy chinh biéu dé trén thanh Chart Tools

1. Tay chinh biéu dé véi Tab Design

I

; e e |

AddChait Quick | Change]” ! dul "'l ‘ dil i d g ||
Element = Layout~ Colors=~——————

Chart Layouts

= o
Switch Row/ Select Change
Column  Data  Chart Type

Data Type

Chart Styles

—> An/hién cdc thanh phén biéu dé > Thay déi mau séc

—> Cdc kiéu dinh dang biéu dé dugc thiét ké sdn > Kiéu bé tri biéu dé

—> Thay ddi logi biéu dé —> Lya chon/Chinh stfa viing s6 liéu vé bidu dé
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Ngay 1
Thiét Iap in an, qudn ly va hodn thién bdng tinh

M& rong - Tips

Mé réng: Cdc chirc néing tuy chinh biéu dé trén thanh Chart Tools

1. Tuy chinh biéu dé véi Tab Design

Chon cdc thanh phan trén biéu dé Piéu chinh kich thudéc

ile Home | Insert | Page Layout | Formulas | Data | Review | View | Form | Help | Power Pivot | Design Q
Chart Area -l BNS [ ] Fo. &’ A - £
i - Abc | [.10F= .
romuiewan | 100 (e | Lo = o
2 Reset to Match Style P N = S | syl B~ o 3
Current Selection Insert Shapes shap@yies S| Wordart styles S Size )

Tuy chinh dinh dang cua biéu dé (mau séc, dudng vién cdc cét, dudng, mau chir)

Tip: Cdch thiét Iap Iap lai dong tiéu dé & nhiéu trang khi in

Vi du chung ta c6 1danh séch bdng diém hodc danh sdch sdn phdm,... rat dai, khi in ra sé ra 2-3

trang, vy 1adm thé ndo dé cdc trang sau cling cso tiéu dé nhu trang ddu tién?

(4] A | B L € | b | E | F| 6 ]
1 BANG KE THUE PHONG KHACH SAN
2 (4 LJuo Phong = . 3 BN phong
= T|D0 Vi Hai Viet Nam 207[SUP 13 12,000,000
4 | 2|Nguyén Bic Tuan Viét Nam 203|STD 8| 3,200,000
5 | 3|Nguyén Phic Hau Viét Nam 202|STD 15| 6,000,000
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Ngay 1
Thiét Iap in an, qudn ly va hodn thién bdng tinh

M& rong - Tips

Mé réng: Cdc chirc néing tuy chinh biéu dé trén thanh Chart Tools

Budc 1: M file excel can in. Vdo Page Layout —> chon Print Titles.

Data Review View

S Des

5 Orientation Size  Print Breaks Background

Pa

Formulas

Page Layout

ge Setup

Budc 2: Trong hdp thogi Page Setup, 3 muc Rows to repeat at top ( I&p lgi dong tiéu dé), chon

dong cén Iap lgi bdng cdch béi den dong hodic nhdp chudt vao ndi dung can Idp.

Néu mudn xem ndi dung trudc khi in, chon [pagesetug R
Print Preview trong hop thoai. Page  Margins  Header/Foote
a 4 Print area: EI
Sau doé an Enter Brikit Titles
Py P 5 5 ~ . P R t it at top:
Vay la tiéu dé cua bang sé dugc hién thj & ‘» 2]
* * : Columns to repeat at left: [7 7‘1‘
cdc trang in. Print
. 3 3 . L [ Gridlines Comments: | (None) |v
TUOng tu nhu vay, Chung taco the |°p IGI COt Ssa‘:mdl:;me Cell grrors as: | displayed E
raft gual .
tiéu dé cho trang in bang cdch chon Colums [ Row and column headings
Page order
to repeat at left trong hép thoai Page Setup © Down, then over [z ===
O Over, then down e g =
va l[dm tuong tu nhu trén. =

=
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NGAY 12

U \ Bdi todn ung dung cho linh
& ' vuc hanh chinh nhén su -

Chuyén sau

—

N

NGAY 13

Bdi todn ung dung cho linh

. vuc hanh chinh nhén su -

NGAY 14 Tinh luong
Bdi todn ung dung cho Iinh -

= vuc hanh chinh nhén su -

Tinh luong, bdo hiém, phu -

cap

NGAY 15

Bdi todn Ung dung cho linh
vuc hanh chinh nhén su -
Quan ly va theo déi céng

van, gidy t&

NGAY 16

Bdi todn Ung dung cho linh
vuc hanh chinh nhén sy -
Tao file bdo cdo nhan su

NGAY 17

Bdi todn Ung dung cho linh
vuc hanh chinh nhén su -
Tao file bdo cdo theo déi KPI

NGAY 18

Bdi todin Ung dung cho linh \
vuc ké todn, kiém todn - Lap

file theo déi héa don




NGAY 23

Bdi todn Ung dung cho linh
vuc Qudn ly kinh doanh - Tao
bdo cdo Dashboard quan ly
bdn hang

NGAY 22

Bdi todn Ung dung cho linh
vuc Qudn ly kinh doanh - Tao
file qudn Iy tién d6 du dn

NGAY 21
~ ~N

Bdi todin Ung dung cho linh

wenen, | Chuyen sau

file qudn ly va theo déi Xudt -

Nhép - Tén
NGAY 20
Bdi todn Ung dung cho linh vuc
ké todn, kiém todn - Lap file hé
théng héa s sdch ké todn \

o NGAY 19

Bdi todn Ung dung cho linh
vyc ké todn, kiém todn - Lap
file theo déi hang ton kho



NGAY 24

Bdi todin Ung dung cho linh
vuc Quadn ly kinh doanh - Bdo
cdo qudn ly va theo déi hiéu

Chuyén sGu _ ==

NGAY 25

Bdi todn Ung dung cho linh vuc Quan
ly kinh doanh - L&p Dashboard tucng
tdc theo ddi KPI hiéu qud cua chién

dich truyén thong

NGAY 26

Bdi todn ung dung cho linh

vuc Quan ly kinh doanh - Lap
k& hoach vé quan I chi phi \

doanh nghiép




Ngay 12
Bai toan ung dung cho linh vuc hanh chinh
nhan su - Tao file chadm céng

Hanh déng - Nhiém vu

CHUYEN SAU [:] Tdi file thuc hanh cho toan bd ngdy hoc

Tao file chdm céng
[:] Xem video bai gidng

[:] Ldm bdi tép trén file thuc hanh cung
giding vién

Notes N 4
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Ngay 12
Bai toan ung dung cho linh vuc hanh chinh
nhdn su - Tao file chdm céng

MG& rong - Tips

Nhing ham va chic ndng maé rong duge st dung trong bdi todn Tao file chdm céng
Ham Weekday

Tdc dung clia hadm Weekday: trd vé sé thi tu tuong Ung véi 1 ngdy trong tudn. Méc dinh chti nhét

1as61,thir21a s6 2, w...

Cu phap ham:
ﬁ( =WEEKDAY (serial_number,[return_type])

Trong dé:

1. Serial_number: L& mot biéu thic thai gian, ngdy can kiém tra thi mdy trong tudn.

2. Return_type: La mot s6 xdc dinh kiéu gid trj trd vé clia thu.

—> Return_type=1hodc dé tréng: Ngdy chi nhat c6 gid tri la 1, cr 1an lugt theo thir tu thi ngay thir
bdy cé gia trila 7

—> Return_type=2: Ngdy th( hai cé gid tri Id 1... ngdy chd nhdt ¢ gid trila 7

—> Return_type=3: Ngdy thi hai cé gid tri Ia 0, ..ngdy chi nhét cé gid trila 6

Ham Choose
Trd lqi gid tri dua vao tha ty cla gid trj trong 1 chudi

Cu phap ham:

ﬁ( =CHOOSE(index_num; valuel; [value2]; ..)
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Bai toan ung dung cho linh vuc hanh chinh
nhén su - Tao file chdm céng

M& rong - Tips

Nhing ham va chic ndng maé rong duge st dung trong bdi todn Tao file chdm céng

Ham Choose

Trong dé:

1. Index_num: D3i s6 bdt budc, Ia vij tri cia dif liéu trd vé. Index_num phai la s ti 1 dén 254 hodc

céng thic hay tham chiéu dén 6 chira sé tir 1 dén 254.

2. Valuel, value2, ... : Value 11d bdt budc, cdc gid tri tiép theo & tly chon. Céc ddi sd gid tri tir1 dén

254 ma tr dé CHOOSE chon gid tri hay hanh déng dé thuc hién dua trén index_num.

Cdc dbi s6 c6 thé 1a s6, tham chiéu &, tén xdc dinh, céng thic, ham hay van ban.

Xoay hudng chir trong 6

Pé xoay hudng chir trong 6, ban cdn s dung hdp thogi Format Cell véi nhém chic ndng

Alignment

Format Cells

Number

Text alignment
Horizontal:

General

TR

Font Border Fill Protection

Orientation

*

Vertical:
Center
Justify distributed
Text control
[ wirap text
[ shrink to fit
[ Merge cells
Right-to-left
Text direction:
Context E

XX X X X | X | X Tha 4

g
@

=l
|
|
|
x oo

*
*

0 % Degrees
~—

S ————————————————
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Bai toan ung dung cho linh vuc hanh chinh
nhdn su - Tinh luong

Hanh déng - Nhiém vu

CHUYEN SAU [:] Tdi file thuc hanh cho toan bd ngdy hoc

Tinh luon
9 [:] Xem video bai gidng

[:] Ldm badi tép trén file thuc hanh cung
giding vién

Notes N 4
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Bai toan ung dung cho linh vuc hanh chinh
nhdn su - Tinh luong

MG& rong - Tips

Nhng ham va chiic ndng mé rong dugc s dung trong bdi todn Tinh luong
IF 16ng Vlookup

Cau lénh IF 16ng Viookup dé tinh cac logi phu cdp theo cdec mic ngdy cong

Cu phap ham:

ﬁ( =IF(Piéu kién, VLOOKUP, VLOOKUP)

=|F(F5>=$D$2 VLOOKUP(D5,$N$15:5Q%19,3,0), VLOOKUP(DS5,5N$15:3Q$19,3,0)* F5/$D$2)|

800,000 730,000 500,000.00 3,000,000 5,260,769

= 730,000  1,000,000.00 10,730,000
500,000 730,000 | - - 6,230,000
500,000 730,000 E 2 6,230,000
500,000 730,000 = - 6,230,000
500,000 730,000 e = 6,230,000
500,000 730,000 | | 500,000 6,114,615
461,538 673,846 » = 5,750,769

423,077 617,692 2 £ 5,271,538

Trong vi du ndy, ham IF dugc viét nhu sau:
=IF(F5>=$D$2, VLOOKUP(D5, $N$15:$Q$19, 3, 0),
VLOOKUP(D5, $N$15:$Q$19, 3, 0)*F5/$D$2)
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Bai toan ung dung cho linh vuc hanh chinh
nhdn su - Tinh luong

MG& rong - Tips

Tips: Ham Subtotal

M“

1 101 AVERAGE Tinh trung binh cdc con s6

2 102 COUNT DPém s6 6 chua gid tri s6

3 103 COUNTA Dém s6 6 khong trong

4 104 MAX Tim gid tri I6n nhat

5 105 MIN Tim gid tri nhé nhat

6 106 PRODUCT Tinh két qud cda cdc 6

7 107 STDEV Tinh dd léch chudn mau dya trén mau

Tinh d6 léch chudn dua trén

8 108 STDEVP X .
todn bd s6
9 109 SUM Cong cdc s6
10 10 VAR Udc tinh dé dao dong dua trén méu
Udc tinh dé dao dong dua trén toan bd
n m VARP

so
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Bai toan ung dung cho linh vuc hanh chinh
nhén sy - Tinh luong, bdo hiém, phu cap

Hanh déng - Nhiém vu

CHUYEN SAU [:] Tdi file thuc hanh cho toan bd ngdy hoc
Tinh luong, bdo hiém, phu

. [:] Xem video bai gidng
cap

[:] Ldm badi tép trén file thuc hanh cung
gidng vién

Notes N 4

GoEDU 55 &: Excel Plus



Ngay 14

Bai toan ung dung cho linh vuc hanh chinh
nhén sy - Tinh luong, bdo hiém, phu cap

MG& rong - Tips

Nhing ham va chic ndng maé réng dugc st dung trong bdi todn Tinh luong, bao hiém, phu cép

Cdch highlight tu dong top 3 gid tri cao nhat

Budc 1: B6i den vung di liéu

Budc 2: Vdo tab Home —> Conditional
Formatting > Top/Bottom Rules —> Top

10 ltems

Budc 3: Nhdp s lugng gid tri mudn 1y

va chon mau séc dinh dang

(5

Z=E EMerge &Center ~

2 Weap Text General -
$-%% B8

Alignment 5l Number "l

El 5
Conditional| Format s Cell
[Formatting> Table - Styles v

% Highlight Cells Rules >
D E 3 %w-m >
26 [E5] pataars >

m Color Scales *

Luong
thai gian Icon Sets >

6,500,000 6,500,000 & ey rute.,
5,500,000 5923,000 5 clenriies >
6,000,000 6,000,000 [ Wanage ules.
5,000,000 5,000,000 200 SX
5,000,000 | 5,000,000 180 SX
4,500,000 4,673,000 230 5X
4,500,000 4,327,000 180 SX

4,154,000 250 SX

300 SX
0

B = T A7)
osee ket Format | B ‘Sone
= v = ©~ Fiter~

cets tating

5] 1om 10 tems..
Top 10%.
FE Bottom 10 ttems..
E’E T 2,000
e Average...
" 2500
Below Average.. 5,500
More Rules.c 9,000
PX3 360,000
PX2 345,000
PX2 270,000
PX1 425,000

PX1
P>

Luong Sé lugng Bo ’

thai gian [thanh pham| phan

Top 10 items

Format cells that rank in the TOP:

GoEDU

56

B: Excel Plus



Ngay 15
Bai toan ung dung cho linh vuc hanh chinh
nhén su - Quan ly va theo déi cong vdn, gi

Hanh déng - Nhiém vu

CHUYEN SAU [:] Tdi file thuc hanh cho toan bd ngdy hoc

Quan ly va theo déi cong van,
[:] Xem video bai gidng

[:] Ldm bdi tép trén file thuc hanh cung
gidng vién

giay té

Notes N 4
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Bai toan ung dung cho linh vuc hanh chinh
nhén sy - Qudn ly va theo d6i cong van, gidy t&

MG& rong - Tips

Nhng ham vaé chiic ndng ma réong duge st dung trong bdi todn Qudn ly va theo doéi céng van,

gidy to

Tu ddng d6i mau cd déng khi 16 thod man diéu kién

Budc 1: B6i den vung di liéu

Budc 2: Vdo tab Home —> Conditional Formatting > New Rules —> Use a formula to detemine

which cells to format

(4 J K L M
1
| Edit Formatting Rule ? X
2 Select a Rule Type;
3 = Format all cells based on theirvalues
4 Paxdr |)’r = Format only cells that contain
B = Format only top or bottom ranked values
5 baxu Iy = Format only values that are above or below average
6 |Chua xu ly = Format only unique or duplicate values
7 D& xr |}', * Use a formula to determine which cells to format
8 D xir |y’ Edit the Rule Description:
9 Dé IUU Format values where this formula is true:
10 |Dé luu | =AND(§14="D5 xtt 1) =]
11 | xtr Iy
12 | D& luu . =
Preview: AaBbCcYyZz Eormat...
13 D€ luu ! L
] = =
14 | D€ luu %] Lo

“—

Budc 3: Nhép cong thic sau vao 6 Formula, sau dé chon mau sdc dinh dang theo nhu cdu

Jx =AND($J4="Pa xirIy")

GoEDU
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Bai toan ung dung cho linh vuc hanh chinh
nhdn su - Tao file bdo cdo nhdan su

Hanh déng - Nhiém vu

CHUYEN SAU [:] Tdi file thuc hanh cho toan bd ngdy hoc

Tao file bdo cdo nhdn su
[:] Xem video bai gidng

[:] Lam badi tép trén file thuc hanh cung
gidng vién

Notes N 4
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Bai toan ung dung cho linh vuc hanh chinh
nhan su - Tao file bdo cdo nhén su

M& rong - Tips

Nh{ng ham va chiic ndng mé réong dugc s dung trong bdi todn Tao file bdo cdo nhén su

Tuy chinh biéu dé dudng véi Drop lines

(Fle  Home Iset  Pagelyyost Formulas Dats  Revew View Developer Hd  Budc I

il &
AddChart Quick | Change
{Element~ Layout~ | Colors ~

Chon biéu dé dudng —> Tab Design

Chart styes —> Add chart elements = Lines

i Axes >

M AxisTitles > 5

= —> Drop lines
hart Titl >

w81 SR B¢ D E F P

fli Datalabels >

[b DataTaple > o)

b oot 58 [pong nhan vién tuyén méi
i Gridlines > = ”
theo thang

¥ Legend 5

B Lines > m i Ve N
>

A Trendline : 10 . s - *
0 Gproouns > I[m Dreptines Format Dl’op Lines
24, 8 @ High-Low Lines Dmpl.ineOp &
25 A
% 6 9,
27
287 4 4 Line
29| 5 ) Mo line
30 H J i ' ' i ! (@ Salid i
T e e G 4 & 4 4 ) §ol_:d.1|ne.
32’ Jan Feb Mar Apr May Jun Jul  Aug Sep Oct ! Gradient [ine
\. o | Automatic
Calor .IZ = ‘
. ) . anspare: —— [o% _‘
Budc 2: Bam chon Drop lines —> Bdm Lopainsy, - = ‘
Width arspt .|
chuét phdi—> Format Drop lines > Chon ; S
Compound type
lgi mau sdc va nét dut
Dash type
Cap type ' glat &= \
loin type | Round '\
Beqin Arrow type ="
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Bai toan ung dung cho linh vuc hanh chinh
nhdn su - Tao file bdo cdo theo doi KPI

Hanh déng - Nhiém vu

CHUYEN SAU [:] Tdi file thuc hanh cho toan bd ngdy hoc

Tao file bdo cdo theo dbi KPI
[:] Xem video bai gidng

[:] Ldm badi tép trén file thuc hanh cung
gidng vién

Notes N 4
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Bai toan ung dung cho linh vuc hanh chinh
nhén su - Tao file bao cao theo déi KPI

M& rong - Tips

Nhng ham va chiic ndng mé rong dugc s dung trong bdi todn Tao file bdo cdo theo déi KPI
Tao slicer tuong tdc todn bd biéu dé

Budc 1: Bdm chon 1 biéu dé —> Tab Analyze - Insert Slicer

Budc 2: Tich chon c6t chi nhdnh

Budc 2: Chia slicer thanh 3 c6t = nhép trén muc Column: 3

=| = 2 [ columns: 3
EEEEEE R
] [[Height: 026"

. Bring Send  Selection Align g Rikate = -
Forward v Backward~  Pane - T Width: 1.03
Arrange Buttons

Budc 3: Két ndi slicer véi toan bd biéu dé: bdm phdi chudt tai slicer &> Report connection

—> Tich chon vao tdt cd cdc pivot table

/- & )
Chi nhanh = N I
= O

Report Connections (Chinhanh) ? x

Select FivotTable and PivotChart reports to connect to this filter |3nh

Marne Sheet A

PiwotTablel
FivotTable2
PivotTable3 Sheett

iy T 2 bl bagt
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Bdi todn ung dung cho linh vuc ké todn,
kiém todn - Lap file theo d6i héa don

Hanh déng - Nhiém vu

CHUYEN SAU [:] Tdi file thuc hanh cho toan bd ngdy hoc

Lép file theo déi héa don
[:] Xem video bai gidng

[:] Ldm badi tép trén file thuc hanh cung
gidng vién

Notes N 4
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Bdi todn Ung dung cho linh vuc ké todn,
kiém todn - Lap file theo d6i héa don

MG& rong - Tips

Nh{ng hdm va chiic ndng mé réong dugc s dung trong bdi todn Lap file theo d6i héa don

Cdch lap céng thuc tim s6 hod don tiép theo

Dé tim ra s6 hod don tiép theo Ia s6 lién tiép véi gid tri 1I6n nhat trong viing nhép sé hod don, ban
cdn s dung céng thuc:

Jx

Tu ddng d6i mau cd déng khi can thod man 2 diéu kién déng thai

=MAX(B8:B26) +1

Budc 1: B6i den todn b bdng di liéu
Budc 2: Vdo tab Home - Conditional Formatting &> New Rules —> Use a formula to detemine

which cells to format

(Théng ke N
T8ng 6 tién phal thu 368,149,000
Ky han Qué han 242,985,000
Chwa déh han 125,164,000 Edit Formatting Rule 7 X
Selecta Rule Type:
Tong dd tra 3 SO ngay qua hanjg Con phai thu g Trang thal = Format all cells based on theirvalues
13,000,000 36 306,000 Thanh toan mt phan + Femnatanlicellsnabantain
= Format only top or hottom ranked valugs
16,567,000 35 - D@ thanh toan = Format onlyvalues that are above or below average
78,583,000 34 P thanh toan ~ Format orily unigue or duplicate values
40,000,000 33 3,786,000 Thanh toan mdtphan | | = L
10,000,000 32 28,663,000 Thanh todn mdtphan | | EdittheRuie
10,000,000 31 14,901,000 Thanh toan motphan | || Format values where thisformula s tiue: o
30 1,741,000 [Chira thanh todn =ANDEFGE> =05 18="Chuta thanh todn’] [2]
29 63,588,000 Chwa thanh toan |
3 27,915,000 Chura thanh toan Preview: AaBbCcVyZz Eormat.
-4 97,249,000 Chua thanh toan
24 50,000,000 Chiathanh todn Gancel

Budc 3: Nhép céng thic sau vao 6 Formula, sau dé chon mau sdc dinh dang theo nhu céu:

Jx

=AND($G8>=0,$18="Chua thanh toan”)

GoEDU
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Bdi todn Uung dung cho linh vuc ké todn,
kiém todn - Lap file theo d6i hang ton kho

Hanh déng - Nhiém vu

CHUYEN SAU [:] Tdi file thuc hanh cho toan bd ngdy hoc

Ldp file theo d6i hang ton kho
[:] Xem video bai gidng

[:] Ldm badi tép trén file thuc hanh cung
gidng vién

Notes N 4
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Ngay 19

Bai todn Ung dung cho linh vuc ké todn,
kiém todn - Lap file theo d6i hang ton kho

MG& rong - Tips

Nhing ham va chiic néng mé rong dugce st dung trong bai todn Lap file theo déi hang ton kho

Tuy chinh chuyén sau Icon set

Cdch thuc dn s6 liéu chi hién thjicon trong 16

Budc 1: Bdi den ving s6 s6 liéu

Budc 2: Tab Home - Conditional Formatting &> Manage Rules

Budc 3: Chon Rules mudn thay déi diéu kién —> Edit Rules

Budc 3: Tich chon muc Show Icon Only

Gt Formatting Rule

Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

~ Format anly top or bottom ranked values

~ Forat only values that are above or below average
= Format only unique or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values: )
Format Style: | |can Sets I | Reverse Icon Order |
lgon Style:

‘Custon ’}}: 4 Show lcon Only
Display each icon according to these rules:
kon Yalue:

> v whenvalueis = [ |1
—
NoCellleon || when< 1and. 2= [ [0

No Cellicon | = when <0

.Q |Mumber |
E [Number [+

Cancel

AN 4
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Bai todn Ung dung cho linh vuc ké todn,
kiém todn - Lap file hé théng héa s6 sdch ké todn

Hanh déng - Nhiém vu

CHUYEN SAU [:] Tdi file thuc hanh cho toan bd ngdy hoc
Lap file hé thong héa sé séch
" . Xem video bdi gidn
ké todn D geng

[:] Ldm badi tép trén file thuc hanh cung
giding vién

Notes N 4
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Bdi todn Ung dung cho linh vuc ké todn,
kiém todn - Lap file hé thong héa sé sdch ké todn

MG& rong - Tips

Nhing ham va chic ndng maé rong dugc s dung trong bdi todn Hé théng héa sé sdch ké toan

Cdch thiét Iap Hyperlink

Cdch thuc dn s6 liéu chi hién thjicon trong 16

Budc 1: Bdm phdi chudt tai hinh khéi = Link . céng ty ABC

Stle Rl Outline

X cut

[ copy
(B Paste Options:
& Bang can doi ké toan lia] hat ky chung
A Edit Text
o

3 EditPoints

3, Bng to Front >
B Sendto Back. >

BC KQHDSXKD \0 cao LCTT

Budc 2: Chon muc Place in this Document—> nhdy dén tén sheet mong mudn

( A
a ~ g
Hé thong so sach Rl B
Link to: Textbodisplay: < <Selection |n Doouments> SereenTip..
i) Type the cell reference:
Existing File | |1
oF ey FaRe Or select a plage in thi
Q = Cell Reference ~
Plsce in This: Meny
B
SoNhatiychung
& | - BCKQHDSYKD
Create New LETT
Rogingnt (i Defined Names
BangCDKTIPrint_Area
al ~ BangCOKTIPnnt Titles v
Evumall
o o
BC KQHDSXKD Bao cdo LCTT
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Bai todn Ung dung cho linh vuc ké todn,
kiém todn - Tao file quan ly va theo doi
Xuét - Nhép - Ton

Hanh dong - Nhiém vu

CHUYEN SAU C] Tai file thuc hanh cho todn bé ngdy hoc
Tao file qudn ly va theo déi

ST = thp —14n [:] Xem video bdi giding

[:] Ldm bdi tép trén file thuc hanh cung
gidng vién

Notes - V 4
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Bdi todn Ung dung cho linh vuc ké todn,
kiém todn - Tao file qudn ly va theo doi
Xuat - Nh@p - Tén

MG& rong - Tips

Nhing ham va chic ndng mé réng dugc sir dung trong bdi todn Tao file quén ly va theo déi Xuét
- Nhép - Tén

Ham IFERROR

Ham IFERROR ¢6 chic ndng tim va xd ly 16i ctia ham khdc. Ham IFERROR trd vé gid tri do ban chi

dinh néu mét cong thie bi 16i, néu khéng sé trd vé gid tri clia cong thiic dé.

Cu phap ham
ﬁ( =|FERROR (value, value_if_error)

Trong dé:
1. Value cé thé 1&d mét phép tinh, hodic mét ham ndo dé chung ta cdn kiém tra.
2. Value_if_error 1a gid trj trd vé khi value cé gid trj 16i.

Ham sur dung trong bai:

(A-"J‘
1
2
3 ] 3 -~
4 Thang M3&NVL Tén NVL
5 =IFERROR(VLOOKUP(C5,Danhmuc_hanghoal$SB$2:5E512,2,0),"")
6 b SO &
i Vai kaki 035 Fk
& Vai kate 037 i
9 Vai Jean 038 Fide
10 Vai denim 039 mét
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Bdi toan Ung dung cho linh vuc Quan ly kinh
doanh - Tao file qudn ly tién dé du an

Hanh déng - Nhiém vu

CHUYEN SAU [:] Tai file thuc hanh cho todn bd ngdy hoc

Tao file qudn ly tién do du dn
[:] Xem video bai gidng

Ladm bdi tép trén file thuc hanh cung
gidng vién

Notes 4
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Bai todn Ung dung cho linh vuc Quan ly kinh
doanh - Tao file qudn ly tién dé du dn

M& rong - Tips

Nhing ham va chic ndng maé rong dugc st dung trong bdi todn Tao file quan ly tién dé du an

Lat truc biéu dé Cdch thém Data Bar
Budc 1: B&m phdi chudt tai truc Budc 1: Chon vung dir liéu

—> Format Axis
Budc 2: [én tab Home —> Conditional

Buéc 2: Chon muc Categories in Formatting—> Data bar

Reverse order

( A . N
i v X =
Format Axis ——— 5 B %% =
Formatas Cell [nsert Delete Format

ter v | § v % ) W

1~ Number

Axis Options ~  Text Options

SH O =l

shlex Syles~ | v v =
Cells

Highlight Cells Rules >

TopfBottom Rules > M |
4 Axis Options ﬁ o >, M
Axis Type |
. = i
: ales ,
® a::;)matucauyselectbascd on Sl E E
) Text axis feon Sets J — [
_ Date axis [E NewRule.. E E
@ ClearRutes 5

Horizontal axis crosses

T Manage Rules.. i

More Rules..

(® Autgmatic 15

At category 1
number
() At maxirmum category
Axis position
_ On tick marks
0 < 3

|| Categories in reverse order

b Tick Marks
b Labels

—
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Bdi toan Ung dung cho linh vuc Quan ly kinh
doanh - Tao bao cdao Dashboard quan ly
ban hang

Hanh déng - Nhiém vu

CHUYEN SAU [:] Tai file thuc hanh cho toan bé ngdy hoc
Tao bdo cdo Dashboard

qudn |y B hdng [:] Xem video bdi giding

[:] Lam bdi tép trén file thuc hanh cung
gidng vién

Notes N 4
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Bai todn Ung dung cho linh vuc Quan ly kinh
doanh - Tao bao cdo Dashboard qudan ly
ban hang

M& réng - Tips

Nhng ham va chic ndng mé rong dudc s dung trong bdi todn Tao bdo cdo Dashboard quan ly
bdn hang
Sap xép tuc thdi trong Pivot Chart

Cdch thic an s6 liéu chi hién thjicon trong 16
Budc 1: Bam phdi chudt tai 1 cot trong biu dé

Budc 2: chon Sort = Tiéu chi sép xép mong mudn: Gidm dan: Largest to Smallest, Tang ddn:

Smallest to Largest

N
Doanh tht_l than rie chi nhanh |jj
7 [P 1
160,000,000 1375 L Series "Total" « L/
'¢ Fill  Outline S
140,000,000
120,000,000 Sort ] > 21 SortSmallestto Largest
b4
100,000,000 Al Sort Largest to Smallest
h . Expand/Collapse > More Sort Options...
‘Iﬂ Reset to Match Style
60,000,000
[m Change Series Chart Type...
D00 Select Data...
20,000,000 |
Add Trendline..,
h " Format Data Labels...
r@ Format Data Series...
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Badi toan Ung dung cho linh vuc Quan ly kinh
doanh - Bdo cdo quan ly va theo déi hiéu
qua Marketing

Hanh déng - Nhiém vu

CHUYEN SAU [:] Tai file thuc hanh cho toan bé ngdy hoc
Bdo cdo quadn ly va theo doi

P, 2 . D Xem video bai giding
hiéu qua Marketing

[:] Lam bdi tép trén file thuc hanh cung
gidng vién

Notes N 4
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Bai todn Ung dung cho linh vuc Quan ly kinh
doanh - Bao cdo qudn ly va theo déi hiéu
quad Marketing

M& réng - Tips

Nhng ham va chiic ndng mé rong duge st dung trong badi todn Bdo cdo qudn ly va theo déi hiéu

qud Marketing
Tuy chinh biéu dé cét I6ng trong c6t
Budc 1: B&m phadi chudt tai cot cé gid tri nhé hon —> Format Data Series

Budc 2: Tich chon muc Secondary Axis va tdng Gap Width

Ve s ! ) )
s SR ~ 2 2 Format Data Series ~ %
Doanh thu va chi phi theo kénh quang cao
Series Options
g o O
Zing 104,268,000
e s 4 Serirs Opliony
Zalo CWCEEST] 65,700,000 Plot Senesn
ACTTITLEIR O 5,666,000 89,656,000 - Brmary v
& Secondany A
cogle Search 118,506,000 e iy
[CLELIL I 6,261,900 77,992,000 || e
Ermail 52,338,000
Eclick . 8,598,700 |
CEEN RV 5,006,100 70,498,000
SRR 4,288,600 62,466,000
Béo mdi 103,026,000
Admarket 13€
24h § . 9.561,600 122,010,000

Budc 3: Xod truc thia
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Ngay 25

Bdi toan Ung dung cho linh vuc Quan ly kinh
doanh - Lap Dashboard tuong tac theo doi
KPI hiéu qud cua chién dich truyén thong

Hanh déng - Nhiém vu

CHUYEN SAU D Tai file thuc hanh cho todn bé ngdy hoc
Ldp Dashboard tucng tdc
theo doéi KPI hiéu qud cua
chién dich truyén thong (]

D Xem video bai gidng

Lam bdi tép trén file thuc hanh cung
gidng vién

Notes N 4
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Ngay 25

Bai todn Ung dung cho linh vuc Quan ly kinh
doanh - Lap Dashboard tuong tac theo doi
KPI hiéu qud cua chién dich truyén théng

M& rong - Tips

Nhing ham va chiic néing md réng dugc st dung trong bdi todn Lap Dashboard tuong tdc theo doi

KPI hiéu qud cta chién dich truyén théng
Tu déng tim diém gid tri ddc biét véi Sparklines

Budc 1: Chon Sparklines mudn thém cdc diém ddc biét
Budc 2: Lén tab Sparklines Option —> tich chon logi gid tri mudn Iam néi bat:
o High point: diém cao nhét
o Low point: diém thdp nhat
e Negative point: diém c6 gid tri @m
* First point: diém ddu tién

e Last point: diém cudi cung

Budc 3: Vao muc Marker Color dé chinh mau sdc ting diém theo mong muén

Ve e e e e TS R T T i T S )
="} ~ High Pairt First Point Sparkling Colar v I
7 = m = e sy \/\/\ \/\/\ v\/\ \/\/\ \/\/\ /\ - Esieeca wE
o % = ~ Pk Coler ~ S
Edit Jlane Column Wind \/\ =, iy
Pata = Lots Neaative Poinks | Markers 2 Heguive boirts > Otien
parkling Tioe Show. St 2 tarkers > Group

a5

5

Social media KPI dashboard

I HghPont: % |Theme Colors

E LowPoint > |E meEENEeE
2 fintpant b3 W
Cm | | [T

Standard Colors

Monetized playbacks [l Total Wotch Time  [lRERN v cec) |
G Meore Cators..

1.32 67.88% 45:10:34 77.00
v 284% ~ N A 7025% SN~ a 1201% N/ a4 1.32%
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Ngay 26

Bdi toan Ung dung cho linh vuc Quan ly kinh
doanh - Lap ké hoach va quan ly chi phi
doanh nghiép

Hanh déng - Nhiém vu

CHUYEN SAU D Tdi file thuc hanh cho toan bd ngdy hoc
Ldp ké hoach va quadn ly chi

phi doanh nghiép [:] Xem video bai gidng

[:] Ladm badi tép trén file thuc hanh cung
gidng vién

Notes -~ ’
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Ngay 26

Bai todn Ung dung cho linh vuc Quan ly kinh
doanh - Lap ké hoach va qudn ly chi phi
doanh nghiép

M4 rong - Tips

Nhing ham va chic néing mé réng dugce sir dung trong bdi todn Lap ké hoach va quan ly chi phi

doanh nghiép

Ham OFFSET
Ham OFFSET trd vé gid tri tham chiéu dén mét ving ndo dé, dugc tinh b&ng 16 hay mét ddy é bdt
dau va s6 dong hodic s6 cot duge chi dinh trudce.

Cu phdp ham
ﬁc =OFFSET(reference, rows, cols, height, width)

Trong dé:

1. Reference: & ving tham chiéu Idm co s& cho ham (Iém diém xudt phat) dé tao vang tham
chiéu mai.

2. Rows: I 6 dong bén trén hodc bén dudi reference, tinh tir 6 déu tién (6 & géc trén bén trdi) cta
reference.

3. Cols: 1a s6 cot bén trdi hodic bén phai reference, tinh tir 6 ddu tién bén goc trdi cla reference.
4. Height: 1 s6 dong cuia vung tham chiéu can trd vé.

5. Width: Ia s6 ¢4t clia vung tham chiéu cdn trd vé.

*luu y:

1. Reference phai chi dén mét 6 hodc moét day 6 lién tuc, néu khéng ham sé trd vé 16i #VALUE!

2. Hang c6 thé 1a s6 duong (bén dudi) hodc s6 am (bén trén).

3. Cot c6 thé 1a s6 duong (bén phai ving tham chiéu bdt ddu) hodic sé am (bén trdi ving tham
chiéu bt dau).

4. Height va width phdi la s6 duong.

5. Néu ddi s6 hang va cét Iam cho viing tham chiéu trd vé vust ra ngodi dudng bién clia trang tinh,

thi haim OFFSET trdi vé gid tri 161 #REF!.
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Ngay 26

Bai todn Ung dung cho linh vuc Quan ly kinh
doanh - Lap ké hoach va qudn ly chi phi
doanh nghiép

M& rong - Tips

Nhing ham va chic ndng mé réng dugce sir dung trong bdi todn Lap ké hoach va quan ly chi phi
doanh nghiép
Ham OFFSET

Ham OFFSET dudc s dung trong bai:

4 N\
NHOM CHI PHI CHI PHE DU KIEN L P:_!éTHL,I(:

=SUM(OFFSET('Chi phi du kien'1C6,0,0,1,COUNTIF('Chi phi thuc te'IC6:N6,">0")))

OFFSETireference, mws. cols, [heightl, fmdthl) |

Chi phi van phong 5 69,32000 § 69,350.00
Chi phi marketing 3 22,400.00 § 22,859.00
Bao tao/cong tac 3 24,00000 § 21,300.00

N
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NGAY 30

Ung dung Form Control trong
tao bdo cdo dong - phdn 2

NGAY 29

Ung dung Form Control trong
tao bdo cdo déng - phdan 1

NGAY 28

8 cau Iénh don gidn va hiu
ich cho ngusi méi bét ddu

VBA Ia gi? cdc thiét Igp va Iap
trinh co ban



Ngay 27
VBA la gi? Cdc thiét Iap va Iap trinh co bdn

Hanh déng - Nhiém vu

CHUYEN SAU [:] Tai file thuc hanh cho todan bé ngdy hoc
VBA la gi? Cdc thiét I1ap va Iap

S 5 Xem video bai giding
trinh co ban D

Lam bdi tép trén file thuc hanh cung
gidng vién
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Ngay 28
8 cau Iénh don gidn va hiiu ich cho nguai
méi bat dau

Hanh déng - Nhiém vu

CHUYEN SAU [:] Tai file thuc hanh cho todn bé ngdy hoc
8 cdu lénh don gidn va hdu

2 g 2R (@ . Xem video bai gidn
ich cho ngudi mai bat dau D geng

Lam badi tép trén file thuc hanh cung
gidng vién

Notes - ’
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Ngay 29
Ung dung Form Control trong tao béo
cdo dong - phan 1

Hanh déng - Nhiém vu

CHUYEN SAU [:] Tai file thuc hanh cho todn bé ngdy hoc
Ung dung Form Control trong

2 2 A . Xem video bdi giding
tao bdo cdo dong - phan 1 D

Lam badi tép trén file thuc hanh cung
gidng vién

Notes - ’
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Ngay 30
Ung dung Form Control trong tao béo
cdo dong - phan 2

Hanh déng - Nhiém vu

CHUYEN SAU [:] Tai file thuc hanh cho todn bé ngdy hoc
Ung dung Form Control trong

2 2 A . Xem video bdi gidng
tao bao cdo dong - phan 2 D

Lam badi tép trén file thuc hanh cung
gidng vién

Notes - ’
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Excel Plus

Thanh thao Excel theo tiéu chudn tai cdc Tap dodan hang dau

Pao Phuong Anh

Chuyén vién Hanh chinh nhén su Céng ty C8 Phan Tap dodn Hodng Gia Viét Nam

“Tur khi minh hoc xong khéa Excel Plus thi khéng con lam céng ty chdm luong nifa. Trudc chua biét
cdch 1dm nhu ndo cho nhanh, loay hoay mai véi bang céng, dén ky luong minh phai lam thém
dén 7h hon ma vén khéng kip. Gid thi thodng cé quén chat nhung cang khéng lo nifa, ¢é t& hack
ndo 100+ ham excel hé trg réi nén ty tin hon”

Chi H6 Thij Thucong
Ké Todn kho - Khu Céng nghiép Béc Ninh

“Khéa Excel Plus giup minh hoc dugc nhiéu ham méi, hiéu duge sdu hon cdc céng cu ma trude giés
minh van dung. Khi hiéu sau hon thi nhé dugc 1au hon, lam viéc rdt nhanh va hiéu qud. Gidng vién

gidng day rdt chi tiét va nhiét tinh, dé hiéu, khi minh cén théng tin gi héi la sé hé trg gidi dap.”

Chi Kim Anh
Nhan vién Xudt nhap khdu

“L trinh hoc cta khéa hoc Excel Plus rdt khoa hoc, trinh bay vén dé ré rang, dé hiéu, rdt 16i cudn
ngudi hoc. C6 cudn sé tay rdt hiu ich, gon nhe mang di rdt tién. Luc rdnh cé thé bé ra én bai. Hoc

xong khéa hoc Excel Plus minh xt Iy sé liéu nhanh hon, khéng bi sai nhiéu nhu truée nda. “
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