TIN HQC PAI CUONG
CHU DPE 4. MICROSOFT EXCEL (Tiép)

Véi chi d@é 4, sinh vién can nam dwoc cde ndi dung kién thic trong tam sau:
Cdc thao tac dinh dang co ban
Tinh toan voi cac loai dia chi
Cdch biéu dién cong thirc va ham trong Excel

MGt s6 nhom ham co ban: Todn hoc, théng ké, chudi, ngay thang ndm, diéu kién va logic

TOM TAT LY THUYET
Noi dung 6. Cac thao tac dinh dang co ban
6.1. Pinh dang 6., dong, cot

“ Thay doi chiéu cao dong
- Chon cac dong muén thay d6i do cao.
- Tro chudt vao duong bién dudi cua dong trén thanh chi s6 dong, khi tré chudt co
dang ¥+ thiré chudt theo 1én/xudng dé giam/tang chiéu cao cia dong.
% Thay dbi d9 rong cot
- Chon cac cot mudn thay ddi do6 rong.
- Trén thanh tiéu dé cot, chuyén tré chudt dén duong bién phai cta cot can thay doi,
khi tré chudt c6 dang #* thi ré chudt sang phai/trai dé tang/giam do rong cot.
“ Luwu y: Ngoai ra, c6 thé thay d6i do rong cot va chiéu cao ciia dong bang cach dung 1énh
Home/ Cells/ Format/ Columns Width hoac Home/ Cells/ Format/ Row Height
# Chén thém dong, thém ct, thém 6
- Chon vung mudn chén thém dong, cdt, o.
- Chon menu Home/ Cells/ Insert/ Insert Cells, chon mot trong cac lua chon sau
trong hop thoai Insert:
= Shift Cells Right: chén vao cac 6 méi va day dir liéu tai ving duoc chon
sang phai.
= Shift Cells Down: chén vao cac 6 méi va day dir liéu tai ving duoc chon
xudng dudi.
= Entire Row: chén nguyén dong.
= Entire Column: chén nguyén cat.
% Chén nguyén dong
- Reé chuot trén chi s6 dong hodc xac dinh vung chua sb dong can chen.
- Chon menu Home/ Cells/ Insert/ Insert Sheet Rows. Cac dong dang chon s€ bi
day xubng dudi.
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% Chén nguyén cot

- Ré chudt trén tén cot hoic xac dinh ving chtra s6 ot can chén.

- Chon menu Home/ Cells/ Insert/ Insert Sheet Columns. Cac cot dang chon s€ bi

day sang phai.
%+ Xoa dong, xo4a cft, x0a 0

- Chon ving muon xo04.

- Chon menu Home/ Cells/ Delete/ Delete Cells (Sheet Columns/ Rows)

= Shift Cells Left: Xo04 cac 6 d chon, cac 6 phia phai s& don sang trai.

= Shift Cells Up: Xo4 cac 6 da chon, cac 6 phia du6i s& don 1én trén.

=  Entire Row: X04 nguyén dong.
= Entire Column: Xo4a nguyén cot.
- Click OK.

% An/ hién thi cot hodc dong

- Chon cot hoic dong can an

- Dung lénh Home/ Cells/ Format/ Hide & Unhide/ Hide Columns (Rows) dé an

6.2. Pinh dang font

Hoan toan twong ty nhu MS Word, ngudi dung cé thé tién hanh cac dinh dang vé font chir

thong qua hop thoai font bang mot trong hai cach sau:

%+ Home/ Font
%+ Home/Cells/ Format/ Format Cells/ Font

6.3. Pinh dang canh I& dix liéu trong 6

Thao tac

% Chon c4c 6 can canh 1&
%+ Home/ Cells/ Format/ Format Cells/ Alignment

la ™y
Format Cells —i @Ig
| MNumber |NIQI'1ITIEI'1t | Font | Border | Fil | Protection
Text alignment Crientation
Horizontal: * .
General |z| Indent: *
Vertical: ] = T
e
Text —*#
[l Center % ex k
Justify distributed t -
"
Text contral .
Wrap text 0 * Degrees
Shrink to fit
[T Merge cells
Right-toeft
Text direction:
Context
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Trong thé Alignment, chon dang thac canh 1& twong tmg. Cac dang thirc canh I nhu sau:

Horizontal - canh theo chiéu ngang: Left, right, center, justify, center across selection
(canh 18 gitra xuyén qua phan di chon)
Vertical - canh theo chiéu doc: Top, bottom, center, justify, distributed
Text control - cac kiéu diéu khién text:
o Warp text: cudn text xudng dong khi dung 1é
o Shrink to fit: canh dir liéu vira khit 6
o Merge cell: tron nhiéu 6 lai thanh 1 6 duy nhat

Orientation: thay doi huéng dir liéu trong 6 (xoay text theo cac hudng)

6.4. Pinh dang sb

4+ Chon céac 6 can xac dinh dit liéu sb
%+ Dung 1énh Home/Cells/ Format/ Format Cells/ Number

3 5
Format Cells w ' lilg
Mumber | Alignment I Font I Border I Fill I Protection
Category:
General s Sample
1,00
Currency -
Accounting . . -
Date Decimal places: |2 =
i Time [ use 1000 Separator ()
Percentage
Fraction Megative numbers:
Scientific ~1234,10 .
Text 1234,10
Spedial -1234,10
Custom -1234,10

Mumber is used for general display of numbers. Currency and Accounting offer spedialized
formatting for monetary value.

[ ok ][ canca |

[

Trong thé chon dang thire dit liéu trong Gng. Quan tdm mét s6 dang thic dir liéu co ban sau:

General: dang thic dir lidu tong quat (méc dinh)
Number: cac dang thic cua dit liéu sb

Currency: cac dang thirc dix liéu s6 c6 don vi dang tién té
Accounting: Kiéu sé ké toan

Date: cac dang thuc cia dir liéu ngay

Time: cac dang thic caa dir ligu gio

Percentage: cac dang thuc dit liéu s6 c6 dang phan tram
Text: Kiéu sé ¢ dang chudi

Fraction: Kiéu s ¢ dang phan s

Scientific: Kiéu sé & dang khoa hoc

Special: Kiéu s6 & dang dic biét

Custom: cho phép lua chon theo ¥ ngudi sir dung Chon céc 6 can xac dinh dir liéu s6
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6.5. Pinh dang ngay thang

e Chon cac 6 can xac dinh dit liéu ngay thang
e Dung Iénh Home/Cells/ Format/ Format Cells/ Number/Date

6.6. Tao dwdng vién cho 6 tinh

% Chon cac 6 can ké duong vién

=+ Dung 1énh Home/Cells/ Format/ Format Cells/ vao thé Boder

% Néu ké duong vién, trong hop thoai chon thé Border va chon cac dang thirc duong vién
tuong tng. Style: kiéu duong vién, Color: mau duong vién, Presets va Border: chon
duong hién thi hodc khong hién thi.

% Ngudi ding ciing ¢ thé dinh dang duong vién cho 6/ ving trén nhém Font cua thé Home.

6.7. St dung mau sic

Lwa chon Fill tao mau sdc va hoa van nén cho mot 6. Cac hoa van va mau sic thu hat su
chu ¥ toi nhitng phan nhat dinh trén trang tinh cta ban, va c6 thé dugc coi nhu thiét bj phan chia
thong tin truc quan. Cac hoa van va mau sic c6 cac dic diém khac nhau, tranh mau tdi va hoa
van day dic 1am che khuat thong tin.

4% Chon 6 can diat mau nén.
%+ Dung Iénh Home/Cells/ Format/ Format Cells/ vao thé Fill
6.8. Sao chép dinh dang

Khi nguoi ding di thiét lap cac dinh dang, Excel cho phép str dung laijc ac dinh dang nay ¢

cac phan khac nhau cua bang tinh str dung cong cu Format Painter. Thao tac:
% Lua chon cac 6 c¢6 dinh dang nguon.
%+ Trén thé Home/ Clipboard/ Format Painter sau dé6 nhap vao 6 mudn thiét lap cung dic
diém. Chtic niang sao chép sé& tat ngay khi ban nhap vao 6 dich.
Ni dung 7. Bia chi tham chiéu

Khi muén str dung gia tri cia mot 6 hodc mot ving vao biéu thire, ta dua tén 6 hodc tén
viing vao trong biéu thire, cac tén nay dugc goi 1a dia chi tham chiéu. Trong Excel c6 céc loai dia
chi tham chiéu:

% Pia chi tham chiéu twong doi: 1a loai dia chi s& bj thay doi ca dong 1an cot khi ta thuc
hién sao chép, di chuyén cong thirc. Vi du: A4 - tham chiéu twong ddi dén 6 A4,

% Pia chi tham chiéu tuyét déi: 1a loai dia chi khong bi thay doi khi ta thuc hién cac thao
tac di chuyén, chép cong thirc. Mudn sir dung dia chi tuyét ddi ta thém ky hiéu $ vao truée
tiéu dé cot va chi s6 dong.

Vi du: $A4 - tham chiéu tuyét ddi dén 6 A4. Dung phim F4 dé thay d6i giita dia chi tuyét di va
tuong doi.
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% Pia chi tham chiéu hdn hep: 1a loai dia chi dugc két hop giita dia chi tham chiéu tuong
dbi va dia chi tham chiéu tuyét dbi. C6 2 loai:
e Pja chi tham chiéu tuyér déi dong: 1a dia chi c6 dong khong thay doi va cot thay doi
khi thuc hién sao chép, di chuyén cong thirc.
Vidu: A$4 - dia chi tham chiéu tuyét d6i dén dong 4
e DPja chi tham chiéu tuyér déi cét: 1a dia chi c6 cot khong thay d6i va dong thay dbi khi
thuc hién sao chép, di chuyén cong thirc.
Vi du: $A4 - dia chi tham chiéu tuyét d6i dén cot A
Ndi dung 8. Cach biéu dién cong thirc va ham trong Excel
Ham 14 cac cong thirc phic tap duoc dinh nghia sin dung dé thuc hién cac tinh toan cho
mot ving gia tri xac dinh, duoc cai dit chung véi phan mém va duoc coi 1a tién ich cta phan
mém d6. Mdi ham 1a mot cong cu nham giai quyét mot cong viéc nhat dinh. M&i ham can cung
cap cac d6i sb theo mot trat tu ct phap nhat dinh. Ham c6 thé tra vé mét gia tri, mot chudi hoac
mot thong bao 16i.
% Dang thirc tong quat: <TEN HAM> (Tham s6 1, Tham s6 2,...). Trong do:
o +<TEN HAM> la tén qui uéc ciia ham, khong phan biét chit hoa hay thuong
o + Céac tham sd: Pat cach nhau bai dau "," hoac ;" tuy theo khai bao trong Control
Panel
+ Vi du: Him SUM dung dé cong cac gia tri hoac mot day cac 6 trong bang tinh.
Cu phap chung ciia cac ham
% Cu phap cua cic ham bit dau bang tén ham, cac dau mo ngoic don, cac ddi sé ciia ham
dugc phan cach nhau bang cac dau phay va cudi cung 1a ddu dong ngodc don.
% Tuy nhién, c6 mot s6 ham khong c6 cac dbi s6 nhu ham PI(), ham NOW(), ham DATE(),

% Cac dbi s6 c6 thé 1a cac sb, chudi ky tu, cac gia tri logic TRUE hodc FALSE, cac mang di
lidu, cac thong bao 16i hodc cac tham chiéu dén cac 6 hoic ving khac trong bang tinh.
Ngoai ra, cac ddi s6 ciing c6 thé 1a cac hang so, cac cong thirc, hodc cac ham khac.

% Goi ham thong qua tén ham va danh sach ddi sb thuc sy kém theo

Noi dung 9. Mét s6 ham co ban
9.1. Nhom ham toan hoc
“+ Ham ABS: Cho tri tuyét dbi cua doi s6
Cu phéap: ABS(X)
Vi du: =ABS(5-15) = 10

“ Ham INT: Cho tri 1a phan nguyén ctia d6i s6
Cu phép: INT(X)
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Vi du: =INT(8.9) — 8 hoac =INT(-8.9) — -9
%+ Ham TRUNC(x): Cit bo thip phén, tra vé phan nguyén dudi cua x
Vidu: TRUNC(2,345) = 2,
TRUNC(-2,345) = -2,
INT (-2,345) = -3
“+ Ham ODD: Cho tri 14 s6 nguyén 1¢ I6n hon hoic bang ddi sb
Cu phéap: ODD (X)
Vidu: =ODD(1,5) — 3 hodac ODD(3) — 3
%+ Ham MOD: Cho gi4 tri 1a phan du ctia phép chia: d6i sb X chia d6i s6 Y.
C phap: MOD (X, Y), trong d6 X 1a sé bi chia, Y 14 sé chia.
Vidu: =MOD(30,4) —2
% Ham ROUND: Lam tron d6i s6 X dén n vi tri chi dinh tinh tir c6t hang don vi.
Cu phap: ROUND (X, n): X 1a s6 can 1am tron, n 1a s lwong s6 mudn lam tron.
Néun >0 lam tron vé bén phai tinh tir cot hang don vi.
Néun <0 lam tron vé bén trai tinh tir cot hang don vi.
Néun=0 lam tron dén s nguyén gan nhat
Vi du:
= ROUND(2.15,1) — 2.2
= ROUND(2.149,1) — 2.1
» ROUND(-1.475,2) — 1,48
= ROUND(21.5,-1) — 20
= ROUND(2155.3,-1) — 2160
= ROUND(2145.3,-2) — 2100
= ROUND(33.3,-1) — 33
*+ Ham SQRT: tra vé cin bac 2 cua déi s
Cut phap: SQRT(X), X >=0
Vi du: =SQRT (4) — 2, =SQRT (-4) — 15i
“+ Ham AVERAGE: tra vé trung binh cong cua danh sach d6i sb
Ct phap: AVERAGE(Xy,Xo,...,Xp)
Vidu: =AVERAGE(10,30,25,10) — 18,75
* Ham PRODUCT: tinh tich céc doi s
Cu phap: PRODUCT(Xy,Xy,...,Xp)
Vidu: =PRODUCT(12,3,2) — 72
4 Ham EXP: Tra vé lily thira co s6 e ctia ddi s6
Cu phap: EXP(x)
Vidu: =Exp(1) =e =2.718281
%+ Ham LN: Tra vé logarit co s6 e cua ddi s6
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Cu phap: LN(x)

X Vidu: LN(2) = 0.693147

“+ Ham LOG10: Tra vé logarit co s6 10 cua ddi s6
Cu phéap: LOG10(x)
Vi du: =LOG10(100) =2

“* Ham LOG: Tra vé logarit trong trudng hop téng quat
Ct phap: LOG(x,a) — Tra vé logarit co s6 a caa X, a>0
Vidu: =LOG(4,2) = 2

% Ham PI(): Tra vé s6 7 =3.141592654

% Ham RAND(): Tra vé s6 ngau nhién tir 0 dén 1

%+ Ham SIGN(x): X4c dinh dau cua x. Tra vé gid tri
1: néu x>0
0: néu x=0
-1 néu x<0

9.2. Nhém ham sé hoc va logic

<+ Ham If:

- Cu phap: IF (biéu thire diéu Kién, gia tri 1, gia tri 2)
- Cong dung: Ham tién hanh kiém tra biéu thirc diéu kién:
Néu biéu thtrc diéu kién 1a True (dtGng) thi tra vé gid tri 1.
Nguoc lai, néu biéu thirc diéu Kién 1a False (sai) thi tra vé gia tri 2.
Vi du: Gia st gia tri trong 6 D1 = 6. Ta c6 cong thuc:
=IF(D1>=5, "bau", "Rat") — "bau”
= IF (C1>0, "s6 dwong","s6 am") gia tri tra vé phu thudc vao C1
Chii y
- Ham IF dung dé chon 1 trong 2 lya chon nhung néu phai chon nhiéu hon 2 lua chon thi
dung ham IF theo kiéu I6ng nhau. Vi du: Hay dién gia tri cho cot két qua trong bang dudi.
Biét rang: Néu DTB >=9 thi ghi “Gioi”, néu PTB >=7 thi ghi “Kh4”, néu DTB >=5 thi ghi
“TB”, con lai thi ghi “Yéu”.

A B C
Ho tén | Diém thi Két gua
MNguyén
Hong
Anh
Thanh
Xuan

@ W pa =
(A fde] 3] o Rl

=IF(B2>=9,"Gi6i",IF(B2>=7,"Kha",IF(B2>=5,"TB","Yéu")))
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- Biéu thirc diéu kién cua ham IF ludn phai c6 két qua tra vé 1 trong 2 gia tri True (ding)
hoac False (sai)
- Trong ham IF, néu khong c6 dbi s thtr 3 thi khi biéu thire diéu kién sai ham s& tra vé gia
tri False.
+ Ham OR
- Cu phap: OR(biéu thire diéu kién 1, biéu thire diéu kién 2,...)
- Cong dung: Ham tra vé gia tri True (dtng) néu c6 it nhat mot bt diéu kién dung va tra vé
gi tri False néu tat ca cac bt diéu kién déu sai.
Vi du:
+=OR (3>4, 4<5, 8 =10) — TRUE
+=OR (3>4, 4>5, 8 =10) — FALSE

A B C D

1 Téng diém Két

Ho tén thi Anh qua
2 | Nguyén 13 5]
3 | Hong 8 8
4 | Anh 16 7
5 | Thanh 17 3
6 | Xuan 9 5

- Két hgp If va Or: Ham Or 1a biéu thtc diéu kién cua If
Vi du: Hiy dién gia tri cho cot két qua trong bang. Biét ring: Néu tong diém>=10 hoic
diém Anh van>=5 thi ghi “D4au”, cac trudng hop con lai thi ghi “Hong”.
=IF(OR(B2>=10,C2>=5),"Dau", "Hong")
%+ Ham AND
- Cu phap: AND(biéu thire diéu kién 1, biéu thire diéu kién 2,...)
- Cong dung: Ham tra vé gia tri True (dung) néu tat ca cac bieu thic diéu kién déu dung va
tra vé gia tri False (sai) khi ¢ it nhat mot biéu thirc diéu kién sai
Vi du:
e =AND (3<4,4<5,8=8) — TRUE
e =AND (3<4,4>5,8=8) — FALSE
- Két hgp If va And: Ham And 1a biéu thtc diéu kién cua If
+ Hay dién gia tri cho cot két qua trong bang trén. Biét rang: Néu téng diém>=10
va diém Anh van>=5 thi ghi “Dau”, cac truong hop con lai thi ghi “Hong”.
IF(AND(B2>=10,C2>=5),"DBau", "Hong")
+ Ham NOT
- Ca phap: NOT(biéu thic logic)

- Cong dung: Tra vé gia tri 1a phu dinh cua biéu thuc logic
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Vi du:
e =NOT(2<3) — False
e =NOT(TRUE) — FALSE
e =NOT(2*2=3) — TRUE
9.3. Nhém ham xir 1y chudi
+ Ham LOWER:
Cu phap: LOWER(S)
Cong dung: Chuyén tat ca cac ky tu trong chudi s sang chir thuong.
Vidu: =LOWER(“ExCeL”) — “excel”
%+ Ham UPPER:
Cu phap: UPPER(s)
Cong dung: Chuyén tat ca cac ky tu trong chudi s sang chir hoa.
Vi du: =UPPER(“ExCeL”) — “EXCEL”
%+ Ham PROPER:
Cu phap: PROPER(S)

Cong dung: Chuyén tat ca cac ky tu dau cua mdi tir trong chudi s sang chit hoa va cac ky

tu con lai 1a chir thuong.
Vi du: =PROPER(“MiCRosoFt ExCeL”) — “Microsoft Excel”
+ Ham LEFT:
Ct phap: LEFT(s, n)
Cong dung: Trich ra n ky ty ctia chudi s ké tir bén trai.
Vidu: =LEFT(“EXCEL”,2) — “EX”
%+ Ham RIGHT:
Cu phap: RIGHT(s, n)
Cong dung: Trich ra n ky tu cua chudi s ké tir bén phai.
Vi du: =RIGHT(“EXCEL”,2) — “EL”
+ Ham MID:
Cu phap: MID(s, m, n)
Cong dung: Trich ra n ky tu cua chudi s ké tir vi tri tha m.
Vi du: =MID(“EXCEL"”,3,2) — “CE”
%+ Ham LEN:
Cu phap: LEN(s)

Cong dung: Tra vé gia tri 1a chiéu dai cua chudi s.
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Vidu: =LEN(“EXCEL”) — 5
+ Ham TRIM:
Cu phap: TRIM(s)
Cong dung: Tra vé chudi s sau khi da cit bo cac ky tu tréng vo ich.
Vi du: =TRIM(* MICROSOFT EXCEL ”) — “MICROSOFT EXCEL”
%+ Ham VALUE:
Ca phap: VALUE(s)
Cong dung: Chuyén chudi s c6 dang s thanh mot gia tri sb.
Vidu: = VALUE("$1.000") — 1.000
Chu y: Néu cac ham LEFT, RIGHT khong c6 tham sb n thi Excel s& hiéu n=1
9.4. Nhém ham xir ly ngay thang
+ Ham TODAY:
o Cuphap: TODAY()
o Cong dung: Tra vé gia tri 12 ngay thang nim cua hé thong
+ Ham NOW:
o Cuphap: NOW()
o Coéng dung: Tra vé gia tri 12 ngay thang nim va gid - phut cia hé théng
o Vidu: =Now() — 10/25/2009 9:25
+ Ham DAY:
o Cu phap: DAY(biéu thirc ngay — thang — nim)
o Coéng dung: Tra vé phan ngay cta biéu thirc ngdy — thang — nim
o Vidu: =DAY(TODAY()) — 25; =DAY(“21/3/1979”) — 21
+ Ham MONTH:
o C phap: MONTH(biéu thirc ngay — thang — nim)
o Coéng dung: Tra vé phan thang cua biéu thirc ngay — thang — nam.
o Vidu: MONTH(TODAY()); =MONTH(*20/8/1977”) — 8
+ Ham YEAR:
o Cu phap: YEAR(biéu thirc ngay — thang — nim)
o Cong dung: Tra vé phan nam cta biéu thirc ngay — thang — nam.
o Vidu: =YEAR(TODAY()); =YEAR(*“30/4/1975”) — 1975
%+ Ham WEEKDAY:
o Cu phap: WEEKDAY (biéu thirc ngay — thang - nam, kiéu tra vé)
o Cong dung: Tra vé gia tri 1a s6 thtr ty cua biéu thirc ngay - thing nam trong mot
tuan tiiy thudc vao kiéu tra vé:
+ Néu kiéu tra vé 1a 1 (hodc khong c6) thi chii nhat duoc xem 13 ngay dau tién trong
tuan va duoc danh sé thir tu theo bang sau:
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Thir | CN | 2 3 4 5 6 7
STT | 1 2 3 4 5 6 7

Vi du: Gia sir 6 Al chira ngay 30/07/2006 (t&c cha nhat) thi:
=WEEKDAY (A1) — 1

+ Néu kiéu tra vé 12 2 thi thir 2 duoc xem 13 ngay dau tién trong tuan va dugc danh
STT theo bang sau:

Tho | 2 3 4 5 6 7 | CN
STT | 1 2 3 4 5 6 7

Vi du: Gia st 6 A2 chura gia tri ngay 31/07/2006 (tic tha 2) thi
=WEEKDAY(A2) — 1

+ Néu kiéu tra vé 1a 3 thi tha 2 dugc xem 1a ngay dau tién trong tuan va va dugc
danh STT theo bang sau:

Thir 2 3 4 5 6 7 CN
STT 0 1 2 3 4 5 6
Vidu: Gia st 6 A2 chua gia tri ngay 31/07/2006 (th 2) thi
=WEEKDAY(A2) — 0

4+ Ham DATEVALUE
o Cuphap: DATEVALUE(Date_text)
o Cong dung: Poi chudi dang ngay thanh gia tri s6 (number).
o Vidu: =DATEVALUE("2/9/1945") — 16477
4+ Ham DATE
o Cu phap: DATE(nam,thang,ngay)

o Cong dung: Poi cac gia tri cua cac doi s6 nam, thang, ngay cta ham thanh dir liéu
ngay thang tuong tng

o Vidu: =DATE(2005,02,18) — 18/02/2005
% Nhém ham xir ly dir li¢u gio - phut - gidy:
%+ Ham SECOND:

o Cuphap: SECOND(biéu thirc gio - phit - gidy)

o Cong dung: Tra vé phan gidy cta biéu thirc gid - phut - gidy

o Vidu: Gia st tai 6 DS chira gia tri 08:30:20 thi: =SECOND(D5) — 20
+ Ham MINUTE:

o Cu phap: MINUTE(biéu thic gio - phit - gidy)

o Coéng dung: Tra vé phan phut cua biéu thirc gio - phut - gidy

o Vidu: Gia st tai 6 D5 chira gia tri 08:30:20 thi: =MINUTE(DS5) — 30
+ Ham HOUR:
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o C phap: HOUR(biéu thtc gio - phut - gidy )
o Cong dung: Tra vé phan gid cua biéu thuc gio - phat - gidy
o Vidu: Giasu tai 6 DS chira gia tri 08:30:20 thi: =HOUR(DS5) — 8

9.5. Nhém ham thong ké

+ Ham MAX:
o Cu phap: MAX(pham vi)
o Coéng dung: Tra vé gia tri 1a s6 16n nhat trong pham vi.
o Vidu: Bé biét Lwong CB cao nhat (xem bang & myc a) thi dung cong thic:
=MAX(E2:E6) — 1.200.000

A B c D E
1 STT Ho va tén Gidi Phong Lwong CB
tinh ban
2 1 Mguyén WVan | Mam Ké Toan 1,000,000
A
3 2 Tran ThiB MO Kinh 900,000
doanh
&4 3 Pham Mgoc Ké Toan 1,200,000
C
= ) Lé Van D Mam Ké Toan 800,000
(5] 5 MNgd ThiE M Kinh 1,000,000
doanh

+ Ham MIN:
o Cu phap: MIN(pham vi)
o Coéng dung: Tra vé gia tri 1 s6 nho nhat trong pham vi.
o Vi duy: Bé biét Lvong CB thap nhét thi ding cong thuc:
=MIN(E2:E6) — 800.000
+ Ham AVERAGE:
o Cuphap: AVERAGE(pham vi)
o Cong dung: Tra vé gia tri 13 trung binh cong cua cac 6 trong pham Vi.
o Vi duy: Bé biét muc lwong trung binh thi ding cong thuc:
=AVERAGE(E2:E6) — 980.000
4+ Ham SUM:
o Cu phap: SUM(pham vi)
o Cong dung: Tra vé gid tri 1 tong cac 6 trong pham vi
o Vidu: Pé tinh tong Luong CB cua tt ca cac nhan vién:
=SUM(E2:E6) — 4.900.000
%+ Ham SUMIF:
o Cu phap: SUMIF(ving chtra diéu Kién, diéu Kién, viing can tinh tong)
o Coéng dung: Ham dung dé tinh tong co diéu kién. Chi nhiing 6 nio trén ving chira
diéu kién thoa man diéu kién thi s& tinh tong nhimg 6 tuong tng trén ving can tinh
tong.
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(@)

Vi du: Tinh tong Luong CB cua nhan vién phong Ké toan:
=SUMIF(D2:D6, “Ké toan”, E2:E6) — 3.000.000

#+ Ham COUNT:

(@)

(@)

(@)

Cu phap: COUNT(danh sach)

Cong dung: Pém s6 6 c6 chira dir liéu sb trong danh sach duoc liét ké.
Vi du: Dé dém s6 nhan vién trong bang trén thi ding cong thuc:
=COUNT(E2:E6) — 5

= COUNT(E2:E6,800,”A”) — 6

= COUNT(E2:E6,800,12) — 7

+ Ham COUNTA

(@)

(@)

(@)

Cu phap: COUNTA(danh sach)

Cong dung: Pém s6 6 ¢ chira dir liéu trong danh sach.

Vi du: Dé dém sé nhan vién trong cot C & bang trén thi dung cong thuc:
=COUNT(C2:C6) —» 4

=COUNT(C2:C6,30,”A”) > 6

4+ Ham COUNTIF

(@)

(@)

(@)

C1 phap: COUNTIF(pham vi, diéu kién)
Cong dung: Pém s6 6 thoa man diéu kién trong pham vi.
Vi du: Dé dém s6 nhan vién thudc phong Ké toan (xem bang & trén) thi dung
cong thuc:
=COUNTIF(D2:D6, “Ké toan”) — 3
Chu y: Trir truong hop diéu kién 1a mot con sé chinh xac, con cac truong hop con
lai déu phai bo diéu kién trong mot dau ngoic kép.
Vi du 1: Bém s6 nhén vién c6 Luong CB 14 1.000.000
= COUNTIF(E2:E6,1000000) — 2
Vi du 2: Bém s6 nhan vién c6 Luong CB nhé hon 1.000.000
=COUNTIF(E2:E6,7<1000000) — 2

+ Ham COUNTBLANK

(@)

(@)

Cu phap: COUNTBLANK (pham vi)

Cong dung: Dém sb 6 rong trong pham vi chi ra, ké ca 6 chira biéu thirc hoic ham
cho gia tri rong.

Vi du: bang sé liéu trén

=COUNTBLANK(C2:C6) — 1

=COUNTBLANK(C2:C6) — 0

=COUNTBLANK(C2:C6, 6,”A”) — Béao 10i
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% Ham RANK
o Cu phap: RANK(X, pham vi, cach xép hang)
o Cong dung: Tra vé thir hang cua tri s6 X trong pham vi cin cir vao cach xép hang.
Néu cach xép hang bang 0 thi X s& duoc dém theo tht tu hang giam dan; néu cach
xép hang bang 1 thi X s& duoc dém theo thtr ty hang ting dan.
o Luwu y: “pham vi” phai dé & dia chi tham chiéu tuyét ddi.
o Vidu: =RANK(C3,$C$2:8C$6,1) — 2; =RANK(C3,$C$2:$C$6,0) — 4
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