Microsoft Excel 1a mét phan mém bang tinh thwérng dwoc dung trong tinh toan théng ké
s6 liéu, v&i rat nhiéu chirc nang an. That dé hiéu tai sao nhirng ngwei méi lam quen sé
cam thay khé khan khi hoc Microsoft Excel. Ban khéng phai la ngwi duy nhat dau, vay
nén trong bai viét nay, minh sé hwéng dan cac ban 8 meo hoc Microsoft Excel nhanh
chéng nhé.

Microsoft Excel c6 khé hoc khéng?

Meo hoc Excel nhanh 1a chia nhé qua trinh hoc thanh cac phan dé dé quan ly. Ban khong thé
hoc Excel trong mét ngay hodc mét tuan, nhwng néu ban hoc va ndm chéc tirng phan riéng 18,
thi s& dé kiém soat kién thirc va dé hoc hon déy.

Nhirng kién thirc co ban

Dwéi day |a mot s meo hoc Excel dau tién ban can ndm virng néu ban muén hiéu ré hon vé
Microsoft Excel. Chung phan I&n kha don gian, nhwng diéu quan trong la ban phai quen thudc
v&i chung trudc khi bat dau thwe hién cac nhiém vu phirc tap hon.

1. Phép tinh don gian

Hay bat dau v&i nhirng phép toan co’ ban nhat ma ban sé can giai quyét trong Microsoft Excel.
M®bi phép tinh ban thwc hién trong Excel déu bat dau bang d4u bang “=".

Nhap =10+10 vao mét 6 trong bang tinh clia ban va nhan Enter, & d6 sé hién thj sé 20.
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Lwu y: ban can s dung dau hoa thi “*” thay cho dau nhan va d4u gach chéo “/” thay cho dau
chia.

2. Str dung AutoSum

Néu ban chi m&i bat ddu hoc Microsoft Excel, day la mét cach tuyét voi 1am quen véi ham. Pau
tién, hdy nhap hai sb b4t ky vao cac 6 canh nhau. Tiép theo, chon 6 tréng ké bén 2 & d6 va vao
phan Home > AutoSum.
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Thao tac nay sé tw déng dién vao 6 da chon véi cong thirc SUM. Excel sé cong hai s6 lai voi
nhau va dwa ra két qua trong 6 dwoc chi dinh — bang cach sir dung menu AutoSum, ban ciing
c6 thé chon cac ham khac nhau.

3. Ap dung dinh dang Sé

Khi cac bang tinh cia ban bat dau phirc tap hon mét chit, ching cé thé chira cac loai di liéu
khac nhau nhu tién té, ngay thang, ty 1& phan trdm va nhiéu thir khac niva. D& dam bao ban co
thé lam viéc v&i dir liéu nay, ban nén dinh dang di liéu dé lai.

Chon cac 6 ban muédn dinh dang. Tim phan Number & dau man hinh va tim menu General.
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T d6, ban cé thé chon cac dinh dang di¥ liéu khac nhau. Néu ban muédn c6 nhiéu kiéu dinh
dang hon, hay chon More number formats & cuéi menu va ban sé cé thé chi dinh cac chi tiét
nhw vi tri thap phan hodc don vi tién té.

4. Tao bang

Trinh bay di liéu ctia ban dwéi dang bang cho phép ban quan ly va sép xép di liéu dé hon.
Chon toan bo tap di¥ liéu ban mudn chuyén thanh bang va nhap vao phim tit Quick Analysis &



goc dwdi cung bén phai nhw hinh duéi.

H 1 J K
Film Year of Release
Return of 1983
The Empir 1980
A Mew Ho 1977
The Phant 1999
Attack of 1 2002
Revenge ¢ 2005
The Force 21315.
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Diéu huéng dén tab Tables va chon Table. Néu phim t&t Quick Analysis khéng xuét hién, chi
can chon di liéu ca ban rdi vao Insert va chon Table.

I ]

Film n Year of Release |

Return of the Jedi 1983
The Empire Strikes Back 1980
A New Hope 1977
The Phantom Menace 1999
Attack of the Clones 2002
Revenge of the Sith 2005
The Force Awakens 2015
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S dung cac nut mii t&n trong 6 tiéu dé bang dé loc ra cac diém di liéu cu thé hodc sap xép
chung theo cach ban thich.

5. Tao biéu d6

Ban c6 thé tao biéu dd hodc db thi gibng nhw cach ban tao bang.

Excel cung cap cho ban rat nhiéu dang biéu d6 khac nhau. DAu tién, chon toan bd di liéu cta
ban.
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Sau d6 chon phim tat Quick Analysis va qua tab CHARTS.

Néu Quick Analysis khong xuét hién, hay chon di liéu ctia ban va nhan Insert. Sau d9, diéu
hwéng dén phan Charts. Tai day, ban co thé chon biéu d6 dwoc dé xuét hoac chon biéu db cua
riéng ban.

Kién thrc nang cao

Khong sém thi mudn, ban ciing s& mudn nang cao ky nang st dung Excel. Va tht ban can dé
lam diéu d6 1a sir dung ham va cong thire trong Excel.

6. St dung ham tha coéng

Khi ban da thanh thao toan co ban trong Microsoft Excel, ban sé& kham pha ra rat nhiéu ham tha
Vi

Hay bat dau bang cach s dung mét trong nhirng ham co ban nhét c6 trong Excel 1a SUM.
Chung ta cé thé sir dung ham nay dé tinh tdng cac 6 dang chon.

X « Jr| =sumEsEs)

C _ b E

20|
50
90
40
70

L |

ANONYVIE T2

Nhw anh trén, minh cé ndm sé va mubn cdng lai v&i nhau, vi vay minh da st dung ham SUM
dé tinh tong tlr 6 E1 dén 6 E5 bang cach nhap =SUM(E1: E5).

Ngoai ra, ban ciing cé thé nhap cac 6 riéng 1é dwoc phan tach bang d4u phay néu cac 6 dé
khéng lién tiép nhau.
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7. Tich hop dinh dang c6 diéu kién

Trong nhirng nd3m gan day, Microsoft Excel da phat trién thanh mét cong cu manh mé dé tao
cac trang téng quan ciing nhw cac bang tinh thong thwong. Tao trang tdng quan trong Microsoft
Excel cé thé dat dwoc nhiéu lgi ich, tuy thudc vao nhu cau ctia ban. Mét trong cac meo hoc
Excel nhanh la dung tinh nang cé san trén thanh cong cu.

Dinh dang c6 diéu kién la cach dé ban tao ra sy khac khau vé dir liéu khi c6 diéu kién khac
nhau. Vi du: t6 mau dé cho 6 c6 sé chén, t6 mau den cho nhirtng nguei dwdi 18 tubi.

Vi nhitrng ly do nay, minh sé& st dung dinh dang c6 diéu kién dé loc nhanh mét sb di liéu. Chon
di liéu va vao Home > Conditional Formatting.
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Ban sé tim thay vé sb tuy chon dinh dang khac nhau. Minh da chon ty 1& phan tram, bang tinh
clia ban da tré nén trwc quan hon réi do, ngoai ra ban cling cé thé st dung mau theo y muén.
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8. Thém dwdng xu huwéng vao biéu d6

Chia khoa dé tré thanh mot chuyén gia Microsoft Excel la st dung tat c& cac cong cu ma phan
mém cung cap dé tao ra biéu dd hoan hao cho nhu cau ctia ban. Bwdng xu hwéng (trendline)
la mét trong nhiéu thanh phadn ma ban nén xem xét.

Nhap vao biéu d6 va sau dé nhap vao Chart Elements c6 biéu twong dau cong.

Ban c6 thé nhanh chong thém dwdng xu hwéng béng cach nhap vao miii tén & bén phai dé truy
cap céc tuy chon chi tiét hon.
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Pudng xu hwéng khdng phai ltic ndo ciing c6 ich, vi vay hay suy nghi ki vé di¥ liéu ban dang
trinh bay. Ngoai ra, hay xem xét duwéng xu huéng c6 dong gop cho biéu dd ctia ban khéng hay
chi lam cho moi th réi hon.

https://fifad.net/

Bai viét 8 meo hoc Excel nhanh chéng ai ciing tiép thu dwoc dé xuét hién dau tién vao ngay
FIFA ONLINE 4.

Nguon FIFA ONLINE 4

Xem them tal
https: . le.com/drive/folders/1-0bVOVvGL HaDfWs3B_LKIIgWNY. F
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