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PHAN 1. LAM QUEN VO1EXCEL 2007

1.1. Lam quen nhanh véi Excel 2007

1.1.1. Nhirng thuat ngir cin nhé

e Workbook: Pay 1a mot tap tin dé lam viéc nhu: tinh toan, v& d6 thi, ...va
luu trir dit liéu. Mot workbook c6 thé chtra nhiéu sheet, do vay c6 thé t6
chtre, luu trit nhiéu loai thong tin c6 lién quan v6i nhau chi trong mot tap
tin. M&i workbook chira rat nhiéu worksheet hay chart sheet, tiy thudc vao
bo nhd may tinh.

e Worksheet: Co6 khi duoc goi la “sheet” hay “bang tinh”, 1a noi luu trir va
lam viéc voi dir liéu. Mot worksheet ¢ nhiéu 6 va cac 6 c6 chira cac cot va
dong. Worksheet dugc luu trong workbook. Trong Excel 2007, mot
Worksheet chira dugc 16,384 cot va 1,048,576 dong, thay vi 256 cot va
65,536 dong cua phién ban ci.

e Chart sheet: Thuc chat 1a mot sheet trong workbook, nhung né chi chira
mot d6 thi. Vi vay, néu chi mudn xem tirng d6 thi riéng 1¢ thi chart sheet &
lya chon tdi wu.

e Sheet tabs: Tén cua cac sheet s& thé hién trén cac thé dat & goc trai dudi
clia cira sO workbook. Ban co thé di chuyén tir sheet ndy sang sheet khéc
bang thao tdc don gian 1a nhip chudt vao tén sheet can dén trong thanh
sheet tab.

1.1.1. Ribbon céng cu m¢&i cia Excel 2007

The Ribbon

Insent Page Layout Formulas Data Review View

& canvn <11 AT AT e = General

Heo-A-EE W EE H- (S - %

Alignment

e Ribbon - trung tim kiém soat méi ciia ban
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e Khi lan dau tién sir dung Excel 2007, giao dién cua né co thé 1am cho ban
choang ngop boi sy thay ddi khac han so v6i cac phién ban trude. Thay
cho céc thanh trinh don (menu) truyén théng 1a cac cum 1énh dugc trinh
bay ngay phia trén man hinh, gidp ngudi dung st dung thuan tién hon, do
chinh 1a Ribbon. Bb cong cu Ribbon gém: Home, Insert, Page Layout,
Formulas, Data, Reviews, View, Developer, Add-Ins. Nhitng thir ban
can bay gio rét truc quan, d& nhin, rd rang va dé sir dung hon. Ribbon thuc
su la mot trung tdm hd tro cong viée tuyét voi. Vi Excel 2007, cac 1énh
dugc tap hop lai theo nhom chic niang, khi can 1a co ngay.

0n) d
J Home Insent Page Layout Formulas Dats Review View Add.dns
#7 #  caibn 11 AT AT o | A 7y General
Paste ﬂ/ B JZ U-lH~{-A EXE W EDE - (S -% »83
Chpboarg '« Fomt . Algnment
1.1.2. Chuan XML
! CY SO S |
| e
=N | - 1 1 1
= —] - i
) I - = =
T I = 3
| =" | 1
=
= e =
= = =
=== = =
e
| T ) (A |

Excel 2007 dung dinh dang tip tin mic dinh 1a XLSX dwa trén chuan
XML (eXtensible Markup Language) thay cho dinh dang chuan trudc day
la XLS. Chuan nay gilp cho céc tai liéu an toan hon, dung lrong tai liéu
nho hon va tich hop sau véi cac hé thdng théng tin va cac ngudn dir liéu
bén ngoai. Nho vay, cac tai liéu duge quan ly, phan tich va chia sé dé
dang, hiéu qua hon bao gid hét.
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1.2. Tao mot workbook dau tién

1.1.3. Mé mot workbook c6 sin

4
Home Insent Page Layout Formulas Data Review View
N ® cawon 11 AR o =5 General
— -3
Ps_ste,. BJZ U-Z-9-A- EEXWEE H- $-%» 838
ard - Fomt nmen Nurm ’
Al v b/
A B C D E F G H |
1

25

el /
M 4 » | Sheetl - Sheet2 Sheet3 -~ 9J7

WorkBook va Worksheet ‘
Ban c6 thé m& mét tap tin san ¢ bang nhirng cach khac nhau:

e Céch thir nhat: Bam chudt vao nut Office, chon Open. Trong hop thoai
Open, chi dudng dan dén noi luu trit tap tin va chon tén tap tin cin mo
roi nhan ndt Open (hay nhan ENTER trén ban phim hoic bam doi phim
tréi chuot) dé ma tap tin.

e Céch thwr hai: Chi c6 tac dung ddi voi nhiing tap tin tung dugc 1am
viéc v&i phan mém Excel trén may tinh cua ban. Bam chon tén tap tin
trong danh sach tai litu dwgc md trong thoi gian gin nhat (Recent
Documents) trén nat Office dé ma tap tin. Excel 2007 mic dinh luu lai tbi
da 50 tén file str dung gan nhat.

e Céch thir ba: Tim dén tap bang trinh quan 1y tap tin, Windows Explorer,
nhap d6i chudt 1én tap tin dé mo.

1.2.1. Lwu workbook

e Sau khi lam viéc véi tap tin, phai luu lai nhitng chinh sira, thay d6i, néu
khong, cong sic ciia ban xem nhu bé bién. Excel 2007 cung cip mot co
ché sao luu tr dong trong mot khoang thoi gian nhat dinh (mit dinh 12 10
phlt/lan). Nhung ban c6 thé tly chinh dé rdt ngin khoang thoi gian gitra
c4c 1an sao luu lai dé dé phong trudng hop may tich bi tryc tric bat ngo
hay bi clp dién. Céch tuy chinh rit don gian: BAm vao nat Office, chon
Excel options, chon Save, ban chi can danh dau vao tuy chon Save
AutoRecover Information Every rdi chinh lai thoi gian sao luu ty dong
theo y mudn.
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Save workbooks
Save files in this format Excel Workdog v
[¥] Save AutoRecover information ev O nutes
AutoRecover file location:  C\Documen DY Fuyitsu Application Data' Microsoft\Excef
Default fife location C\Documents and Settings' Fuytsu'My Documents
AutoRecover exceptions for: Ix Bookl v

e Tuy chinh sao luu tu dong trong Excel 2007

e Trén day la ché d6 luu tu dong, tuy nhién c6 Iic ban can phai thuc hién
sao luu thu cong. Sau day la vai cach luvu workbook:
+ Chon nat c6 hinh chiéc dia mém trén thanh Quick Access Tollbar &

o)\
g6c trén cung bén trai man hinh = M dé mo nhanh chirc ning
Office Save dé tién hanh sao luu tai liéu.

+ Ban ciing c¢6 thé st dung t6 hop phim Ctrl+S hay Shift+F12 dé
thuc hién cdng viéc quan trong nay.

+ Néu mudn tao ban sao dé giit tap tin gdc, ban chon nit Office, chon
chuc niang Save As va dit tén khac, ciing nhu chon kiéu tap tin tai Save
as type, chon noi chira cho tap tin (ban sao) ban vira tao ra. Cudi clng
nhan nit Save dé luu tri.

1.2.2. Péng workbook
Sau khi lam viéc va sao luu xong, ban phai dong workbook. Bay la nhiing

céch dong pho bién:

+ Chon nut Office " 2/ , sau d6 chon Close

+ Bam vao nat c¢6 ky hieu " X " & goc trén bén phai man
hinhl— - =
+ Dung t6 hop phim Ctrl+F4 hodc Ctrl+W.,

1.2.3. Sap xép workbook
Excel 2007 cung cap cho ban kha niang sap xép lai cac workbook dugc
mo cung luc. Nho vay, viéc tham khao qua lai gitra cac cac workbook
thuan tién hon. Dé sap xép, ban bam chudt vao nhom 1énh View, chon
Arrange All, tiép theo chon cho minh mét kiéu bé tri thich hop nhat.
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1.2.4.

Boold - Microsoft Excel

ar

R L

-
Zoom 100% Zoomto

FH Freeze Panes = | Unhide | #4

Selection nd
Zoom Window
Arrange All
Tile all open program windows
side-by-side on the screen.
G H . - = - = r =
Thu thuat co’ ban véi worksheet
(" | Microsoft Excel
ol
Home Insent Page Layout Formulas Data Review View
B ® - AN ||
Pa'xttl B 1~ 2-A- EEREDPE - S -% » W2
Clipboard ‘= Fomt Alignment Numbet
Al 3 - S
W [o=A 8 c D £ F G H 1]
1 |
| —

2

3(2

4

5

e Chén va xo6a ¢t 6 (cell), (column) , dong (row): Ban c6 thé chén
thém cac cot, dong, 6 vao vung lam viéc cuia worksheet.

e Cac 6 dwoc chén tuy y vao cac vi tri: bén trai, bén trén 6 hién hanh. Cac
6 dang duoc chon ciing ¢6 thé dich chuyén dugc qua phai hoic xubng
dudi 6 hién hanh. Excel 2007 cho phép thuc hién viéc chén thém céac
dong Ién bén trén, cac cot vao bén trai 6 hién hanh. Pong thoi, ban c6 thé

x0a di cac 0, cac dong va cot khéng phu hop.
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D)o b))
Hoee Insert Page Layout : Home Insent Page Layo
-:j ‘ E— «mm - |A° -;] # e - .
Paste o B Z U- -\')-A p“".‘; B /7 U- SRl
- J . - =
Clipbomg '» Fomt Clipboarg '~ Fomt
ML — Y cs(3 - Q
B C D i~ B C
" 1
2
3
4
SI2 I —

Cac 6 chua dir liéu

e Chén thém worksheet méi vao workbook: Bé lam viéc nay, ban chi
can 1am theo mét trong cac céch sau:
+ Dung t6 hop phim Shift+F11 chén sheet mé&i vao trudc sheet hién
hanh.
+ Chon tab Home, trong nhdm Cells - Insert - Insert sheet

S :] - e
g Insert = h i
=

3

Insert Cells...

m

+3  Insert Sheet Rows |

L L

au

T

Insert Sheet Columns

i
LE Insert Sheet
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+ Nhéap phai chudt 1én thanh sheet tab va chon Insert..., chon
Worksheet va nhan nit OK trong hop thoai Insert, s& c6 ngay mot
Sheet mdéi duoc chén vao.

Insert...
Delete
Eename
Move or Copy...
3= View Code
izg Protect Sheet...
Tab Color 3

Hide

Select All Sheets i
Sheerr ~smeerz——sneers—, ¥

e Xba worksheet: Mudn xdéa work sheet, ban chon Sheet mubn x6a roi
chon nhdm Home - chon nhom Cells - chon Delete - chon Delete sheet.
Céach nhanh hon 1a nhip phai chudt 1én tén sheet mudn x6a sau d6 chon
Delete, bAm OK dé xac nhan x0a.

geInsert~ | X - A? },
3% Delete/| || [8]" Z) |
Cmk D Fi

o Delete Cells... B

=% Delete Sheet Rows
aF' ' Delete Sheet Columns

i | Delete Sheet

BA ]

o Poi tén mdt worksheet: Viéc nay rat don gian, chi can nhap phai chudt
I&n tén sheet can d6i tén ¢ thanh sheet tab, chon Rename, ké dén nhap
VAo tén mai va cudi cuing nhan phim ENTER.

Lwu y: Excel 2007 khong cho phép dung cac ky hiéu, ky tur dic biét dé
dit tén (nhu: /\ ? *: ) dé dat tén cho sheet.

e Sap xép cac worksheet: P6i voi viée di chuyén mot s sheet, cach
nhanh nhat 1a ding chuc nang kéo tha ciia Excel. Nguoi ding c6 thé bam
va gitt phim trai chudt 1&n tén sheet roi kéo dén vi tri méi dé tha xuéng.

e Khi phai di chuyén hay copy nhiéu sheet, thi bAm phim phai chuét Ién
tén sheet can sap xép, chon Move or Copy. Llc d6 s& xuat hién hop thoai
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Move or Copy. Chi cin bam chon tén sheet, sau d6 bam OK dé di
chuyén.

Sao chép: Nhip phai chudt Ién sheet, chon Move or Copy chon vi tri
dit ban sao trong ving Before sheet, chon Creat a copy, nhin OK dé
hoan thanh.

Muén cing ldc sao chép nhiéu sheet, nhan giit phim Ctrl, dung chuot
chon tén sheet can sao chép, giit trai chudt dé kéo dén vi tri dat ban sao
trén thanh sheet tab roi tha chudt.

Luwu V: can chon nhiéu sheet bang 1énh Ctrl + nhap chuét trude khi thuc
hién 1énh nay.

Truong hop ban mudn chép cac sheet sang mot workbook khac thi mo
workbook ngudn, chon lénh Move or Copy, chon tén workbook dich
trong To book.

Move or Copy | ? i‘f—]

Move selected sheets
To boak:

Book1 :

new boak] -
Book1

SIMEELT 137
Sheetl (3)
Sheet3 (2)
(move to end) >

[ create a copy

Ngoai nhitng thu thuét trén, ban co thé td mau cho sheet tab dé dé quan ly
thanh sheet tab hon. Chi cin nhap phai chudt 1&n tén sheet ma ban mudn
t6 mau roi chon Tab Color va chon mau thich hop dé to.

Ban ciing ¢ thé 1am an hodc hién worksheet bang cach nhap phim phai
chudt 1&n tén sheet, sau d6 chon Hide dé gidu nd di. Khi can lam viéc tro
lai véi sheet nay, ban nhip phim phai chuot Ién thanh Sheet tab, chon
Unhide, tiép theo chon tén sheet va nhan nit OK dé cho no hién thi trén
man hinh.

Trang 11



Tai licu MS Excel 2007

1.3. Cach nhap cong thirc

1.3.1. Tim hiéu vé cong thirc Excel 2007

Home Intent Page Layout
] < * JAAY

Paste S B 7 n .
Clipboard “» Fomt

Cc . S
[ A B C
1 Jan Feb
2 Entertainment
3 Cable TV 5298 5298
4 Video rentals 7488 11.97
S Movies 16.00
6 CDs 186
7 Totals £ ——

Formulas

Data

o -

Algnment

Review

-

=

LA EER RS -

View

S 9|1 %8 5%
Number

G H

e Vi du hinh trén ban dang nhin vao ngan sach chi tiéu gia dinh cho
phan Entertainment va worksheet & C6 con tréng (chi tiéu cho dia CD
thang 2) van chua dugc nhap. Trong phan nay ban sé& duoc hudng dan sir
dung Excel @& 1am nhiing bai todn cin ban bang nhitng cong thic don

gian.

1.3.2. Bat dau véi ddu bang (=)

_}5 AN ||| EF
“d -
Pste o (B Z U-|E-[O-A EEEFR G- (S -% 0[RS
Clipboard '~ Font 3 f Alignment I Number E
SUM - _{_v/_!-_‘ =1299+16.99
A B C D L : G H
1 Jan Feb
2 Entertainment
3 Cable TV 52.98 5298
4 Video rentals 7.98 11.97
5 Movies 16.00 32.00
6 CDs 18.98|=12.99+16.99 | 1
7 Totals
8 29.98]( 2

1. Nhép cong thuce trong 6 C6.
2. Nhan nat ENTER dé xem két qua. ,
3. Khi nao ban click vao 6 C6, cong thuc s€ xuat hién trén thanh

cong thac (formulabar).
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e Hai dia CD duoc mua trong thang Hai tri gia la $12.99 va $16.99. Vay
tong gia tri chi tiéu cho dia CD trong thang hai 1a hai dia CD. Ban c6 thé
cong nhitng gia tri nay trong Excel bang cach nhap cong thic vao 6 C6.

e Nhirng cong thuc caa Excel ludn bat dau tir ddu (=). Nhu vay cong thic
cua 6 C6 la: =12.99+16.99

e Dau cong (+) 1a mot thuat toan dé Excel cong thém gid tri. Néu ban ty hoi
lam thé ndo dé c6 dugc két qua nay thi cong thic s& hién rd
hon & thanh cbng thac khi ban click vao 6 C6.

e Ban ciing nén biét cac thuat toan cua Excel bao gom dau cong (+) dau trir
(-), ddu nhan (*) va dau chia (\).

1.3.3. Tim hiéu vé coéng thirc tong gia tri trong mot cot (SUM)

- t olsed 1 =X - A !
= : ?‘;‘ / / :“ Delete ~ ‘}j
-ji 3 S .68 33 ,\00":3."0’:; l :‘57"':3: o S!:fcel'l. - ...':.A’\'” mat " ;‘tr".cddu’
U Styles ¢ Edting
SUM - X « S =SUMB386) 4
A 8 C D £ F G H
1 Jan Feb
2 Entertainment  — -
3 CadbleTV ! 5"33: 5298
4 Video rentals ) 798( 1197
S Moves {  1600f 3200
6 CDs : ,
7 Totals 7 1=5umEEEE
8

e Pé co két qua chi tiéu trong thang 1, click vao 6 B7 va sau d6 thuc hién
cac budc sau:

1. Trén tab Home, click nit Sum trong nhém Editing.

2. Cong thuc s€ xuat hién trong 0 B7.

3. Nhan ENTER d€ c6 ket qua trong 6 BY.

4, Qlick vao 6 B7 dé hién thi céng thﬁ’C trén thanh C(“)r]g thuc. ,

e Ban c0 thé cong chi tiéu trong thang Giéng trong & B7 bang cach nhan

1énh Sum trong nhom Editing, trén tab Home, no sé tu dong cong
gia tri cuia mot cot. Cach 1am nay 1am cho ngudi dung d& tén thoi gian,
thay vi phai nhap cong thizc. Khi nhan ENTER két qua hién ra trong 6 B7
la 95.94. Céng thirc 1a =SUM(B3:B6) xuét hién trén thanh cong thic khi
ban click vao 6 B7.
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1.3.4. Nén copy mot cong thirc thay vi tao ra mot cong thirc méi

Paste , B Z U- Lo O-A- EEREP - s -% 0 [dA
Alignment . Number

B7 v J« | =SUM(B388)
A 8 C D £ F G H

1 Jan Feb

2 Entertainment

3 Cable TV 5298 5298

4 Video rentals 798 1197

S Moves 16.00 3200

6 CDs 1898 2993

7 Totals l ese:l ¥ -2

s |

| 9594 126.93]

- 7|

1. Dung chudt kéo phan dudi ciia 6 ¢éng thic dén mot 6 ciing sir
dung cung mot cdng thure, sau do tha chudt ra.
2. Nut Auto Fill Options xuat hién va két qua ciing hién ra

e Trong mét vai trudng hop thi viée copy cong thiac dé thuc hién hon viéc
tao ra mot cong thic mai. Trong vi du trén ban da dugc xem qua viéc
copy cong thirc tong cong chi tiéu trong thang 1 dé ang dung tong cong
chi tiéu cho thang 2.

e Dé lam diéu nay dau tién chon 6 cbng thirc B7, sau d6 ding chudt tro
vao goc bén dudi bén phai ciia 6 B7 dén khi con tré trg thanh dau thap
mau den (+). Ké tiép kéo phn fill handle ™—%sang 6 C7. Khi phan fill
handle dugc tha ra, thi tong gid tri 6 C7 xudt hién véi gia tri 126.93.
Cong thic xuat hién trén thanh cong thac la: =SUM(C3:C6), khi ban
click vao 6 C7.

e Sau khi copy cong thic nt =+ Auto Fill Options  xudt hién dé ban
c6 thém chon lya format, nhung trong trudng hop trén ban khong can st

dung chiing. NGt =] s3 bién mét khi ban click vao mot 6 khéc.

1.3.5. Tim hiéu vé cell (d)

O kham khao Gié tri kham khao
A10 O trong cot A va dong thir 10
A10, A20 O A10va 6 A20
A10:A20 Bao gom cac d trong cot A tir dong thir 10 dén dong thir 20
B15:E15 Bao gom céc 0 tir dong 15 tir cot B dén cot E
A10:E20 Bao gom céc 6 trong cot A dén cot E tir dong thir 10 dén
dong thir 20
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e Viéc xé4c dinh cac 6 dé dung vao viéc ung dung cong thuc. Excel thuong
stt dung céch sir dung ngin ngon nhu Al dé xac dinh cot bing ky tu va
dong la nhirng con sb.

1.3.6. Cap nhat két qua cong thirc

W N OV R WN -

AT AT | B —
—r AR
Paste , 1B Z U-|Z-(S-A EEERE
SUM - X « S| =1197+399
A B C D E F
Jan Feb

Entertainment
Cable TV 5298 5298
Video rentals 79680 =11 87+399
Movies 16.00 3200
CDs 1898 2998
Totals 9594 1269

.}] -

$:= % 9%

Number

Gia st rang gia tri 11.97 trong 6 C4 bi sai, vi n6 phai dugc cong thém 3.99

méi chinh xa&c do vay ban nén chon 6 C4 va nhap cbng thac
"=11.97+3.99" cho 6 nay sau d6 nhan ENTER:
+ Trén hinh trén cho thay gia tri cuia 6 C4 thay d6i va di nhién Excel

cling ty dong cap nhat tong gia tri chi tiéu trong & C7 thanh 130.92

tur

126.93.

Excel cd thé cap nhat dwoc vi cong thac cua nd trong 6 C7 la

"=SUM(C3:C6)". Néu ban khong st dung cong thirc cho 6 C7, thi gia

tri

s€ khdng duoc cap nhat.

thc thay vi nhap vao cac 6.

Ban ciing c6 thé sira ddi hodc nhap cong thuc truc tiép trén thanh cong
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1.3.7. Sir dung cong thirc Sum cho mot vai gia tri trong cot

SUM v SNt _.!._J =8um(C 4,C6)

71 A B C D E F G H

1 Jan Feb

2  Entertainment

3 Cadle TV 5298 2 52498

4 Video rentals 798 1596

5 Movies 16.00 /3 3200

6 CDs 18.08] ' 29.98)

7 Totals 9594 13092

8 1

9 =Sumi(Cs, c6))

—
(=}

-

1. Trong 6 C9, nhap dau bang (=), nhap SUM va sau d6 mé dau
ngoac don “(”.
2. Nhan vao 6 C4 va sau d6 go day phay (,) trong 6 C9.
3. Nhan vao 6 C6 va sau d6 dong dau ngoic don «)” trong & C9.
4. Nhan ENTER dé hién thj két qua.
e Trong vi du trén cho thay ham SUM ciing c6 thé ap dung cho mot vai gia
trj trong cot bang cach chon mot vai gié tri cd lién quan.

1.3.8. St dung cong thirc don gian khac trong Excel 2007

AVERAGE Tinh trung binh
MAX Gi4 tri 6n nhét
MIN Gi4 tri nh6 nhét

e Ham SUM chi la mét trong cac tinh nang cua Excel, ngoai ra né con co
cac cong thuc khac nhu AVERAGE, MAX, MIN dé hd tro ban thuc
hién céc cdng thuc dé co két qua ngay. Néu ban tu tinh toan, thi that su
kho khan dé ra két qua chinh xac.
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1.3.9.

Tim gia tri trung binh

| i 32 Insent - A ’
. General Pﬂﬂ ;/J ;‘/J S Dotete - = .:; 3\‘
i~ [Seaaiana)) cosem Fome. on- | Bl (| s |
Number . Styfes Celin Court Nurmbers |

71 A 8 c D E F Ma ™

1 Jan Feb -

2 Entertainment

3 Cable TV 5298 5298

4 Video rentals 798 1598

5 Moves 16.00 3200

6 CDs —ea 888 2098

7 Totals 1., 9598 130.02(=AVERAGE®BZ.CT) |

S cehbuteiulule el e —
8

Cmal 2

e Dé tim gié tri trung binh cua hai thang, click vao & C7 va sau dé:
1. Tran tab Home, trong nhom Editing, chon mii tén cua nat
Sum va sau d6 chon Average.
2. Nhan ENTER dé hién thi két qua trong 6 D7.

e Ban ciing cO thé nhap cong thac truc tiép trén 6 D7
“~AVERAGE(B7:C7)”, két qué s& ra tuong tu.

1.3.10.Tim gia tri 1&n nhit hodc nhé nhat

s i 11 il g@inset - | E ool A
General PEZJ 4‘1 -ﬂ Do - = :’.“ 1‘
1| [FER ) oo ot B || o |
Number . Styles Celts Count Numbers

4 A B8 C D E Lkl P & 1

1 Jan Feb — £ -

2  Emtertainment A v

3 Cavle TV 5293 52498 {13175

4 Video rentals 793 1596 SR 95;

5 Movies 16.00 3200 {13190

6 CDs 1898 20.98 I 131.80)

7 Totals 9594 13092 =MAx el )|

3

[ rores] 2

e Pé tim gié tri 16n nhat trong mot pham vi, click 6 F7 va sau do:
Trén tab Home, trong nhom Editing, chon mii tén trén ndt Sum va sau do
chon Max. ,
1. Nhan Enter d¢ hién thi két qua trong 0 F7.
2. Cong thuc MAX tim ra gia tri 16n nhat trong mot day so va chic nang
MIN tim ra gi4 tri nho nhat. Vi vi du trén cdng thuc 12 “MAX(F3:F6)”
va gié tri 16n nhat 13 131.95.
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o D& tim gia tri nho nhét trong vi du trén, click vao Min sau do ENTER, két
qua s€ hién ra. Trong truong hop nay cong thuc la “=MIN(F3:F6)” va két
qua la 131.75.

1.3.11.In cac cong thirc dé dé ghi nhé

Formulas Data Review View

h' Lookup & Reference * .s_,} ) Define Name ~ 35 Trace Precedents 5 Show leﬁl

6 Math & Trig - o fi o« 7 Trace Dependents ";, Error ChedaRy =
- :j ] More Functions ~ Manager 2y Create from Selection / Remove Arrows ~ Q Evaluate Formula

Defined Names Formula Auditing
AT - f | Totats
A B C D

1 Jan Feb

2 Entertainment

3 Cable TV 5298 5298

4 Video rentals 7.98 =11.97+3.99

5 Movies =82 =84

6 CDs =6,99+11 99 =1299+1699

7 |totais |=sun(B3:86) =SUM(C3.CH)

e Ban c6 thé in cac cdng thirc va dat ching trén bang hoic ban lam viéc
dé nhac nho ban tao ra cong thizc nay nhu thé nao. Pé in cac cong thuc
ban can thé hién cong thic trén bang tinh (worksheet), 1am diéu nay bang
céch nhan tab Formulas va trong nhém Formula Auditing chon Show

(D

\

Formulas & Bay gio chi viée click nut Microsoft Office ** va in an.

e Néu ban mudn an cong thic thi ciing 14p lai cach ban 1am cho né hién 1én
bang tinh. Hodc ban ¢6 thé ding phim tit CTRL+" (phim * hau hét déu c6
trén ban phim) dé hién hoic an céng thic trén bang tinh.

1.3.12.D4u hiéu la xuAt hién trén bang tinh

o Mot khi ddu ##H#H#H# xuat hién trén bang tinh thi nd cho biét do bi 16i hoic
cot qua hep dé hién thi két qua cua no.

Home Insent Page Layout Formulas Data Review View
fi. Z AutoSum - 5? Logical = Lj‘ Lookup & Reference * "‘j)) <) Define Name -
2 £ Recently Usea ~ A Text ~ l,° Math & Trig ~ = s
Furction 2 Finandal - ) Date & Time ~ ] More Functions ~ Manager Y Create from Selection
Function Librasy Defined Names
025 . fe
A B C D E F G H
1 Jan Feb
2  Entertainment
3 Cable TV 5298 53
4 Video rentals 798 16
5 Movies 16.00
6 CDs 18.98 30
7 Totals 9594 131
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e Thinh thoang Excel khong thé tinh toan két qua vi cong thirc bi 16i. Sau

day 1a 3 I8i thuong gip nhat:

+ HHHHH Cot khdng du rong dé hién thi két qua trong 6, nén kéo
chiéu rong cho 6.

+ #REF! Mot gié tri khong hop €. Cac 6 bi xda hoac bi dan d¢ gia tri
khac Ién.

+ #NAME? Tén cbng thic bi sai va Excel khong hiéu cong thic do.
Khi ban click vao 6 #NAME? thi n6 sé& hién ra ndt dé ban co thé sira
sai.

1.3.13.Tim nhiéu céng thirc khac

Insert Function

Search for a function:

SUM(number 1 number2,...)
Adds al the numbers in a range of cells,

Hedo on this function [ o || coxe |

Click vao nat Sum trong nhom Editing, trén tab Home va sau d6 chon
More Functions dé md hop thoai Insert Function. Excel cung cap nhiéu
tinh nang hitu ich nhu tinh nang ngay gio. Trong hop thoai Insert
Function, chon Help on this function dé tim hiéu cac tinh nang khéc.

1.4. Cach dung ham trong Excel 2007 dé xac dinh thong tin ngay

1.4.1. Ngaylién quan dén Excel nhw thé nao?
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Ca) A ¥
- J/ Home Insent Page Layout F“" H $
—:_‘_] :‘:‘w Calibi - I[ i‘/ Ho‘m Insert Page Layout
Pa.ste # Format Painter B /7 U- _" _j i;‘:py Calibrh
S ;l:pooala — A 'OMA 'Pa'nc J Format Painter Bz Wi
83 +Q f- 8/22/2010 Clipboatd . Font
A e C O v (o ] 40412
; - A 8 ¢ D
: H
i — — "é 40412
4

e CO mot sy khac biét gitra ngay co nghia gi véi ban va ngay c6 nghia nhu
thé nao d6i vai Excel. Véi ban 8/22/2010 14 thang, ngay va nam, con véi
Excel, 8/22/2010 1a mot ddy sé 40412. Chinh vi vy ban can phai hiéu
cach nhap ngay thang nhu thé nao dé Excel c6 thé hiéu dugc, chuyén nay
s& gilp ban tiét kiém thoi gian.

e Cach Excel nhan dién ngay thang

Format Cells LT
‘Number || mlgrment | Foat | Border | i | protecson
Categery:
General - Sample
Number
Currency ? 6/5/2010
- Accom“ + Type:
' 00 s
Time
W ¥, M 4, 2
;evcenuoe 3i;§d\e'.d¢y tarch 14, 2001 c
Do Sive;
T : 03/14/01
ext 1494
Specal -
Custom 14Maxr01
Locale (location):
Engiish (United States) TJ

1. Chon Date trong Category.
2. Chon cach thé hién ngay thang trong Type.

e Khi nhap 8/22/2010, 22-Aug-2010, hodac August 22, 2010, Excel s¢ luu
trit ddy sb 40412. Chi trong truong hop ban chon format ma Excel
khéng nhan ra ngay nhu August-22,2010 hoac 8,22,10, Excel sé luu trix
dudi dang text, chtr khdng phai luu trit dudi dang day sb.

1.4.2. Tinh toan ngay thang bang cach sir dung cong thirc
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Ham Tim kiém
NETWORKDAYS S6 luong ngay lam viéc gitra hai thoi diém
WORKDAY Tim thoi diém sau mot so ngay lam viéc va xac dinh thoi
gian bat dau
DATE Tim mot thoi diém sau mot so thang
TODAY Tim thoi diém sau mot s6 nim, mot sd thang va mot so
ngay

e Céch tim ra s6 ngay giira hai thoi diém

2 | 6/9/2010l—
)58

3 8/21/2010
—

o b

B J

l =A3-A2 \

2)_7

1. Cong thuce trong bang tinh.
2. Két qua cua cong thuc.
3. Cong thuc trong thanh Fomular.

_l_

Vi du rang hém nay la ngay 9 thang 6 nam 2010 va ky nghi cta ban
bat dau tir ngay 21 thang 8 nam 2010 va ban mudn tim hiéu con bao
nhiéu ngay nita dén ky nghi. Dé tinh toan diéu nay ban nhap cong
thac nhu sau: “=A3-A2”. Két qua la 73 ngay giira hai thoi diém.
Excel hiéu dugc gié tri caa 6 A2 va A3. Trong 6 A2 c6 gid tri 12 40411
(6/9/2010) va & A3 c6 gia tri 12 40338. Ly 6 A3 trir 6 A2 thi bang 73.
Cha y rang diu bang (=) trong Excel c6 nghia 1a cong thic, dau trir (-)
c6 nghia la trir di mot gid tri va 6 A3, A2 la nhirng 6 c6 gia tri lién
quan.

e Cach tinh ngay lam viéc giira hai thoi diém
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Tables Nustrations Charty
sM v (3 X o fu| =NETWORKDAYS{A2,43) 3
A 8 C D E F G H |

» -
6/9/2010

8121/2010'.—1
1 X
| |:N€TWORKDAYS(A2,A‘-3) \

WD W

1. Cong thuc trong bang tinh.
2. Két qua cta cong thc.
3. Cong thue trong thanh Fomular.

+ Tinh ngay lam viéc (Thir Hai dén thir Sau) gira hai thoi diém khdng thé
thue hién bang phép tinh don gian, ma nd can c6 mot cong thie tinh d6
la NETWORKDAYS. LAy lai vi du hém nay la ngay 9 thang 6 nim
2010 va ky nghi ctia ban bat ddu tir ngay 21 thang 8 nam 2010 va ban
mudn tim hiéu con bao nhiéu ngay 1am viéc nira méi dén ky nghi. Ban
c6 thé nhap cong thic “=NETWORKDAYS(A2,A3)”. Két qua ra la
con 53 ngay 1am viéc nira méi dén ky nghi he.

e Tim kiém ngay sau mét s6 ngay lam viéc

SuM v (3% o fu| =WORKDAY(A2A3,A4:6) | 3

A B C D E F G F
Date Description
2/._3,1,(_ 2010 Start-Date

20 Baysto-completion

—
1/1/2010Hotick

1/18/2010{ Holida
7 2/15/201@401:::4

A

: 1 [=WORKDAY(A2,A3,A4:46) \

2 |4/22/201§.|

y
O 00N OV E WN -
‘

1. Cbng thare trong bang tinh.
2. Két qua cta cong thic.
3. CoOng thue trong thanh Fomular.
+ Gia sir ban can tim ra mot ngay chang han nhu ngay hoan thanh du an
sau mot s6 ngay mal viéc (Tht Hai dén thir Sau), diéu nay that dé dang
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véi cong thac WORKDAY. Gia stir ban udc tinh khoang 80 ngay lam
viéc dé hoan thanh va du an bat dau tir ngay 31 thang 12 nim 2010
(12/31/2010) va ban muén biét ngay két thuc du an. Trudc tién ban
phai nhap théng tin vao 6 A2 va 6 A3 nhu hinh trén, ké tiép ban nhap
thong tin vé nhitng ngay nghi, mdi ngay nghi 12 mot 6 va sau d6 nhap
cong thirc “=WORKDAY (A2,A3,A4:A6)” vao mot 0 trong.

+ Du an s€ hoan thanh truéc ngay 22 thang 4 nam 2011 (4/22/2011).
Excel cong 80 ngay lam viéc (6 A3) va ty dong trir ngdy cudi tuan
cling nhu ngay nghi trong khoang thoi gian & 6 A4:A6.

e Tim mot thoi diém sau mdt s6 thang

Paste B J U \ L B
Clipboard ’ Font Alignment
M v X o fu| =DATE(2011,6+82,9)( 3

A B C D E F G H |
1

2 | 6/9/2011 25

4 | =DATE(2011,6+82,9)
5
6

L 7/9/2013'

1. Cong thtre trong bang tinh.
2. Két qua cua cong thc.
3. Cong thic trong thanh Fomular.

+ Chang han ban c6 25 thang dé hoan thanh dy an tir ngay 9 thang 6
nam 2011 (6/9/2011) va ban can tim ra ngay két thic du an. Ban c6 thé
sir dung DATE, ham nay c6 ba d6i s6 gdm nam, thang va ngay.

+ Vi du 25 trong 6 B2 va ban nhap cbng thiac trong 0 A4
“=DATE(2011,6+B2,9)”. 201114 d6i s6 nam, 6 cong mot gia tri trong
B2 1a ddi s6 thang va 9 1a ddi sé ngdy, ddu phay (,) chia cach cac doi
s6 va dau ngoic don “()” ding dé mo va dong cac dbi sd. Két qua la
du an s& két thlic vao ngay 9 thang 7 nam 2013 (7/9/2013)

e Tim thoi diém sau mdt s6 nim, mot sé thang va mat sé6 ngay
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Paste B J U ) \ JE 3

inboard . Eant Alsniment
pboard Font hgniment

A6 v X o fe | =DATE(2011+B2,6+83,9+84) [ 3

A B C D E F G i I
1 L. I
2 6/9/2011 1l
3 7l
- ’ ,
- 5 15‘

6 I =DATE(2011482,6483,9+84) \
-

2 |1/24/201§!

1. Cong thue trong bang tinh.
2. Két qua cua cong thuc.
3. Cong thac trong thanh Fomular.

Hay tuong tuong rang ban duoc giao mot nam bay thang va 15 ngay dé
hoan thanh du an va ban can tim ngay két thic du an. Ham DATE phu
hop Vv6i yéu cau nay, ban hdy nhip cong thuc
“=DATE(2011+B2,6+B3,9+B4)” vao 6 A6 nhu hinh minh hoa trén.
2011 cong mot gia tri trong 6 B2 1a d6i s6 nam, 6 cong mot gia tri trong
06 B3 la d6i s6 thang, 9 cong mot gia tri trong 6 B4 la ddi sé ngay, ddu
phay (,) chia cach cac ddi sé6 va dau ngoic don “()” diung dé mé va
d6ng cac do6i s6. Két qua du an két thlic vao ngay 24 thang 1 nam 2013,

PHAN 2. CACH TAO BIEU PO

2.1.1. Tao biéu d6 trong Excel 2007
Trong Excel 2007, ban cd thé tao ra mot biéu d6 trong 10 gidy. Sau khi
ban tao ra mot biéu do, ban c6 thé d& dang thém céac yéu t6 méi vao nd
nhu tiéu dé hodc thay doi cach trinh bay cua biéu do. V6i Excel 2007 ban
cling biét cach bién cé&c con s6 va text thanh noi dung cia mot biéu db.

2.1.1. Cach tao biéu d6

e Tao mot biéu do bang cach nhip chudt vao mét trong cac loai biéu d6
nhém Charts, trén tab Insert.
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Cn) 9 -
- <
Home Insert Page Layout Formulas Data Review View Design

e

2 ] e B P 2 gl D ol L

PivotTable Table Picture Clip Shapes Smartart  Column' Line Pie Bar Ares  Scatter
- Art v v v . ' Y Y

Tables Nlustrations 2-D Column
= - : =2
A2 - £ | Y e (0
A 8 & D | u AL ! Mu
Northwind Traders Tea Sales Report '

- 3-D Column

2 January February March — - -
3 70 160 U ‘ gg @a ] fﬂi
a 175 420 A m (=4 J R (R }
5 |Kotas 150 180 195 Cyfinder

Hinh trén 12 mot worksheet cho thay tinh hinh kinh doanh cua Céng ty
Northwind Traders Tea theo dang b&o c4o con sé va ban c6 thé chuyén
sang dang biéu db dé d& dang so sanh tinh hinh kinh doanh.

+ Chon dir liéu ma ban mudn tao biéu d6, bao gom cac cot tiéu dé
(thdng mot, thang hai, thang ba) va tén cua nhan vién ban hang.

+ Sau do, click vao tab Insert, va trong nhom Charts, click vao nat
Column. Ban c6 thé lya chon mét loai biéu dd, nhung biéu d6 cot
thudng duoc st dung dé so sanh.

+ Sau khi ban click vao Column, ban sé& thdy mét s6 loai biéu do cot
dé lvya chon. Click vao Clustered Column, c¢ot dau tién cua biéu
trong danh sach 2-D Column. Mot ScreenTip hién thi tén biéu do
loai khi ban ngimng con tré vao bat ctr biéu d6 nao. Céc ScreenTip
cling s& cho ban thiy thdng tin cua ting loai biéu d6.

Néu ban mudn thay d6i cac loai biéu do sau khi ban tao biéu do cua ban,
nhap chudt vao bén trong cac biéu db. Trén tab Design, dudéi Chart
Tools, trong nhém Type, bdm vao Change Chart Type va chon mét loai
biéu do khac.

Trang 25



Tai licu MS Excel 2007

2.1.2. Cach dir liéu worksheet xuit hién trong biéu do

A B C D E F G H |
1
2 January February March
3 Giussani 70 160 300
4 Cencini 175 420 290
5 Kotas 150 130
6
7
8
9

N

195

e Trong biéu db trén, dir liéu tir mdi worksheet cell 1a mot cot. Hang tiéu dé
(tén nhan vién kinh doanh) Ia nhirng biéu do ghi chi vin ban bén phai, va
tiéu dé cot (nhitng thang cta nim) ¢ dudi cling cua biéu do. Trong biéu
d6, Cencini (dai dién bai giira cot cho mdi thang) ban dwoc nhiéu nhét san
pham tra (tea) trong thang mot va thang hai, nhung c6 di bi qua mit boi
Giussani trong thang ba.

e Dit liéu cho mdi nguoi kinh doanh xuét hién trong ba cot riéng biét, mot
cot cho mdi thang. Chiéu cao ciia mdi biéu do twong tng dén cac gia tri
trong cell ma nd dai dién. Biéu dd hién thi cho ban biét 1am thé nao dé
nhirng nhéan vién kinh doanh so sdnh v&i nhau theo tirng thang.

e MJdi hang dit liéu cua nhan vién kinh doanh c6 mdt mau khac nhau trong
biéu do. Biéu do ghi chu tao ra tir cac hang tiéu dé trong worksheet (tén
nhitng nhan vién ban hang), mau sic ma dai dién cho céc dir liéu cho mdi
nhan vién kinh doanh. Vi du dit liéu cua Giussani la mau xanh dam va la
cot bén tréi cia tieng méi thang.

e (ot tiéu dé tir worksheet, thang Giéng, thang Hai, va thang Ba, bay gid
dang ¢ dudi cung cua biéu d6. O phia bén trai cua biéu dd, Excel di tao ra
mot ty 1¢ cua s6 dé gitp ban giai thich cot chiéu cao.

e Bt ky thay doi dir liéu trong cac worksheet sau khi biéu do duoc tao ra,
ngay lap tirc biéu d6 ciing thay doi.
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2.1.3. Tim hiéu vé Chart Tools
e Khi ban tao mot biéu db, Chart Tools xuit hién trén Ribbon, trong d6
bao gom cac tab Design, Layout va tab Format.

Chart Tools

Datas Review View Design Layout Format

i [ hﬂ-{ll hid ks

Chart Layouts Chart Styé

e Ban nén biét vé Chart Tools, truéc khi ban tim hiéu vé biéu dd. Sau khi
biéu d6 duogc chén vao worksheet, Chart Tools xuét hién, véi ba tab:
Design, Layout va Format. Trén nhitng tab nay ban s& tim thiy nhiing
lénh can thiét dé 1am viéc voi biéu dé.

e Khi ban hoan thanh cac biéu d6, nhap chudt bén ngoai biéu d6. Chart
Tools s& bién mat, dé n6 xuét hién tré lai, thi click vao biéu dd.

2.1.4. Thay déi biéu do

Home Insert Page Layout Formulas Data Review View Design
?—“—I R—
S _‘J
Swatch R‘ Select
Row/Column Data

Data

|

A B C D E F G H |

RN 'S

Jarary Febeuary March Giussani

= o ol
= i

O NGB W

Xotas

e Ban c6 thé tao biéu d6 cua ban so sénh dir liéu ciia nguoi khac bang céch
nhap chudt vao mot nat dé chuyén biéu dd xem tir loai ndy sang loai
khac. Dé tao biéu d6, click vao Switch Row/Column trong nhém Data

i
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trén tab Design. Trong biéu dd bén phai, dir liéu duoc nhom theo cac
hang va so worksheet cot. Ban c6 thé chuyén biéu d6 tré lai xem ban gdc
bang céch click vao Switch Row/Column lan nira.

e D& giit ca hai 1an xem, chon biéu d6 view thir hai, copy né va sau do6
paste n6 trén worksheet khac. Sau do, chuyén vé xem ban gdc ctia Cac
biéu d6 bang cach click vao trong biéu do ban dau va click vao Switch
Row/Column.

2.1.5. Thém tiéu dé cho biéu do
e Ban c0 thé cung cap mot tiéu dé cho chinh biéu do chinh ciing nhu dé
biéu d6 truc do va md ta dit liéu biéu d6. Piéu nay co hai biéu dd truc.
Mot & phia bén trai 1a truc chiéu doc (con goi 1a gia tri hodc truc ).
Truc nay 1a ti 16 cta cic s6 ma ban cé thé giai thich cot chiéu cao.
Nhitng thang caa nam ¢ dudi cing 1a trén truc ngang (ciing duoc biét dén
nhu 12 c4c thé loai hoic truc X).

s ke M= -

A B C D E F G H

1 /Northwind Traders Tea

9 20 Gluss
ko o
- Jonuary February March

Farst Quarter Sales ——— 3

Tiéu dé biéu d6 mo ta théng tin vé biéu d6 cua ban

e

b )

W 00N O B W N e

e Pé thém tiéu dé biéu ¢6 mot cach nhanh chong bang cach click chuot vao
biéu dd, sau d6 dén nhém Chart Layouts trén tab Design, click vao nut

More T d& xem tit ca cac layout (trinh bay). Mdi su lva chon hién thi
mdi layout khac nhau c6 thé l1am thay d6i nhitng yéu t6 cua biéu dd. Trong
biéu do trén:

1. Tiéu dé cho biéu d6 nay 1a Northwind Traders Tea, tén ctia mot san pham.
2. Tiéu dé cho cac truc doc bén trai 1a Cases Sold.

3. Tiéu dé cho cac truc ngang ¢ dudi ciing 1a First Quarter Sales.
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PHAN 3.

Mot cach khéc dé nhap tiéu dé 1a trén tab Layout, trong nhém Labels, ban
cd thé thém tiéu dé bang cach click chudt vao Chart Titles va Axis Titles.

CACH TAO BAO CAO VO'I PIVOTABLE

3.1. PivotTable I: Lam quen v&i PivotTable reports trong Excel 2007

3.1.1. LAy dirliéu dé lam viéc

e Hay tuong tuong mot worksheet Excel ciia nhitng con sé doanh thu

v6i hang tram ngan dong dir liéu. Nhitng worksheet trinh bay tt ca
nhitng dit liéu vé nhan vién kinh doanh & hai quéc gia va ho ban bao nhiéu
hang hoa trong ngay, ¢ rat nhicu dir liéu dé giai quyét theo tirng hang chia
thanh nhiéu cot khac.

Ccountry Salesperso Order Amount

| Buchanan 68792.25
| Callahan 123032.67 |
| Davolio 182500.09 }
Dodsworth 75048.04
Fuller 162503.78
King 116962.99
Leverling 201196.27
Peacock 225763.68
Suyama 72527.63
Grand Total 1228327.4

Lam thé ndo ban c6 thé c6 duoc thdng tin trong worksheet? Lam thé nao
cO thé hiéu vé tat ca nhitng dir liéu nay? Tinh tong thé thi ai duoc ban
duoc nhiéu nhat? Ai ban nhiéu nhat theo mdi quy hay theo mdi nam?
Quéc gia nao c6 doanh s ban hang cao nhat? Ban c6 thé c6 cau tra 10
bang cac béo céo PivotTable. Mot bao cdo PivotTable chuyén tat ca dir
liéu thanh céc bao cdo ngin gon cho ban biét chinh xac nhitng gi ban can
phai biét.

3.1.2. Xem lai dir liéu nguén

e Trudc khi ban bat dau 1am viéc vi mot bao cdo PivotTable, hdy xem lai

worksheet dé chic chin rang né da duoc chuan bi cho bao cdo. Khi ban
tao mot bao cdo PivotTable, mdi cot dir liéu ngudn tré thanh mot field ma
ban ¢6 thé str dung trong cac bao cao. Fields tong két nhiéu hang thong tin
tir cac dir liéu ngudn.
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(N "9 - s Prvotl - Microsoft Excel
3)
- Home Insert Page Layout Formulas Dats Review View
s = AN =] |
— -y — :
P{"*tj B I U-|EH~O-AIEXERIELE H- S % 2788
Chpboard '~ Font r Alignment » Number
- s f;i - — —
Al 8 ' c Lo [l e J & ] 6
1 Country Salesperson Order Amount Order Date OrderID
2 Canada  Buchanan $440.00 7/16/2009 10248
3 Canada Suyama $1,863.40 7/10/2009 10249
4 USA Peackock $1,552.60 7/12/2009 10250
5 USA Leverling $654.06 7/15/2009 10251

e Tén cua céc field cho cac bao c4o dén tir c4c tiéu dé cot trong dir lidu
nguon. HAy chic chan rang ban c6 tén cho mdi cot trén dong dau cua
worksheet trong dir liéu nguon.

e Trong hinh & trén, cac tiéu dé& cot Country, Salesperson, Order Amount,
Order Date va OrderID tr¢é thanh tén cac field.

e Céac dong con lai phia duéi tiéu dé nén chtra muc tuong tu trong cing mot
cot. Vi du, phan text nén ¢ trong mét cot, ngay thang trong mot cot khac.
NGi cach khac, mot cot khong nén co chira sb va text. Cudi cuing, khdng
nén cd cot trong véi dit liéu ban dang sir dung cho cac béo céo PivotTable.

3.1.3. Tao hop thoai PivotTable

Home insert Page Layout Formutas Data Review View
2= | Elal '7; ol d Y, = ~ oS ‘
|2 - » i e )
sty Create PivotTable Area Scatter Other

> > Charts
fabl Choose the data that you wank to analyze
(%) Select a table or range b
— -t 115481 : 464500 %
A ) Use an external data source 3 G H
1 -y
2 Choosa where you want the PrvotTable report to be placad
3 (5 New Worksheet
4 O Exsting Worksheet
5 |
; o (o ]

Khi cac dir liéu da c6, dat con tré bat cir noi ndo trong phan dit liéu bao
gom tat ca cac dir liéu worksheet trong bao céo hoic chon dit liéu ban
muén sir dung trong cac b&o cdo, sau d6 trén tab Insert, trong nhém
Tables, bAm vao PivotTable va sau d6 nhip vao PivotTable lan nira,
hop thoai Create PivotTable s¢ md ra. Chon Select a table or range,

Trang 30



Tai licu MS Excel 2007

hop Table/Range cho thdy pham vi cia céc dit liéu dd duoc chon,
chon New Worksheet hoic Existing Worksheet, néu ban khéng muébn
bédo cdo duoc dat trong mot worksheet méi.

3.1.4. Coban vé PivotTable Report

Home Insert Page Layout Formulas Data Review View Options
PivotTable Name Active Field )
‘ o | Al &
PivotTablel " ho- 41| ] &
" Refresh Change Data Clear
¥ Or 5
A3 v S
A 8 C D G H |
1 PivotTable Field List wiX
2 2 -
3 | | Choose fields to add to report: ILI
4 ; \ [ ]Country
5 | == i et Al . [T]salesperson 2
6 To build a report, choose [T]Order Amount
fields from the PivotTable
Order Date
7 Field List [ 1Order

1. Khu vuc layout cho bao céo PivotTable.
2. PivotTable Field List.
e Hinh trén cho ban nhin thy trong worksheet méi sau khi ban déng hop

thoai Create PivotTable.

e O mot phia 1a khu vyc layout da duoc san san cho bao cdo PivotTable va
phia bén kia la PivotTable Field List. Danh sach nay hién thi céc cot
tiéu dé tir dir liéu ngudn. Nhu di dé cap & trén, mdi tiéu dé 1a mot field
nhu Country, Saleperson, ...

e Ban tao mot b4o céo PivotTable bang cach di chuyén bat ky field nao
dén khu vuc layout cho bao céo PivotTable. Ban 1am viéc ndy hoic bang
cach chon hop bén canh tén field, hodc bang cach bAm chudt phai vao mot
tén field va chon mot dia diém dé di chuyén field dén.

e Néu ban click bén ngoai khu vuc layout (cia mot bao céo PivotTable),
PivotTable Field List s& bién mat. Dé cd PivotTable Field List tré lai,
nhap chudt vao bén trong khu vuc layout bao céo PivotTable.
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3.2. PivotTable II: Loc cac dir liéu trong mot PivotTable ciia Excel 2007

3.2.1. Chixem dir liéu ma ban muén xem trong bao cao PivotTable

1

2

3 Sum of Sales Amount Column Labels '~

4 Row Labels > 2009 2010 2011 Grand Total
5 = Bottles and Cages 9.99 1221.31 1871.35 3102.65
6 Mountain Bottle Cage 9.99 499.5 649.35 1158.84
7 Boad Bottle Cage 287.68 503.44 791.12
8 Water Bottle - 30 oz. 434.13 718.56 1152.69
9 -~ Gloves 759.19 930.62 1689.81
10 Half-Finger Gloves, L 2449 391.84 636.74
11 Half-Finger Gloves, M 195.92 220.41 416.33
12 Half-Finger Gloves, S 318.37 318.37 636.74
13 - Helmets 104.97 4058.84 7347.9 11511.71
14 Sport-100 Helmet, Black 1154.67 2589.26 3743.93
15 Sport-100 Helmet, Blue 69.98 1574.55 2274.35 3918.88

Béao cao PivotTable trude khi loc

e Hay tuong tugng rang ban da mé mot bao céo PivotTable cho cac san
pham duoc ban bai Adventure Works, mot cong ty hang thé thao.

e B&o cao tom tit hon 6.000 hang dit liéu, diéu cho ban thay rang dit liéu c6
y nghia nhu thé ndo. Vi dy tong doanh thu hang nam cho mdi san pham
trong mot khoang thoi gian ba nim va do6 ciing 1a mot téng sé doanh thu
méi cho mdi san pham. Bay gid ban muén xem chi tiét. Adventure Works
ban cac san pham khac nhau, tir chai nudc duong dé xe dap va vests. Ban
chi muén xem doanh sé ban xe dap thdi. Sau do, ban muén xem loai xe
dap nao c6 doanh sb cao nhat. Va sau d¢6 ban mudn xem mét loai xe dap
ban trong khoang mot thoi gian nhét dinh.

e Ban tao mot béo céo PivotTable bang cach di chuyén bat ky field nao dén
khu vuc layout cho bao cdo PivotTable. Ban 1am viéc nay hoic bang céach
chon hop bén canh tén field, hoic bang cach bam chudt phai vao mot tén
field va chon mét dia diém dé di chuyén field dén.

e Néu ban click bén ngoai khu vic layout (cua mot béo céo PivotTable),
PivotTable Field List s& bién mat. Bé cd PivotTable Field List tré lai,
nhap chudt vao bén trong khu vire layout bao céo PivotTable.
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3.2.2. Loc dé xem ra mét trong nhiéu san phim

e Bay gio ban chi mubn xem cac dir liéu ban hang xe dap va cho an tat ca
cac dir liéu con lai. Bé loc cac bao céo, bAm vao miii tén bén canh Row
Labels, chon muc Road bikes (xe dap) trong khu vuc cua bao céo. trong
muc Ban bim vao d6, vi xe dap duoc hién thi trong khu vuc hang cua bao
céo0. Khi ban bdm vao mii tén d6, mét trinh don xuat hién véi hop Select
field @ ban chon lvya va loc théng tin.

e Trén trinh don nay Ia mot danh séch cho thay tat ca cac hang trong linh
vuc ma ban chon. Xem cac muc trong danh sach dé chon ding san pham
can tim thong tin va san pham nao can loc. Trong vi du ndy, muc Product
Category bao gom Road Bikes la san pham ban can tim théng tin.

e Dé loc thdng tin ban bo muc Select All, sau d6 chon Road Bikes cubi
cung nhap OK, bao céo PivotTable s& cho thay dir liéu cua phan road
bikes. Cac dir lidu khac sé& khong thay doi, nhung ching khong xuét
hién.

3.2.3. Gi¢ihan bé loc cho mét san pham

Bay gio ban di loc thdng tin cho mdt san pham va ban mudn thu hep
théng tin hon nira, do c6 nhiéu loai xe dap khac nhau. Vi du ban chon san
pham xe dap Road -350- W, thi cach thuc hién nhu sau: Ding chudt
chon san pham Road -350-W trong cot Road Bikes, sau d6 nhan chudt
phai va dua chudt dén filter, nd s& hién ra mot ctra s6 nhoé va ban chon
Keep Selected Items. Cudi cung chi ¢é dir liéu cia Road — 350-W hién
ra.

3.2.4. Tim loai san phdm c6 doanh thu cao

Gia sir ban mudn xem loai xe dap ndo c6 doanh sé hon $100.000, ban c6
thé sir dung Excel dé xem thdng tin trén, con cac khong tin khac thi tam
thoi an. dé thuc hién viée nay click vao miii tén trén biéu tuong filter ndm
sat bén hop Row Labels, chon Product Name, tiép theo chi vao
ValueFilters. Bo loc doc dir liéu va chon nhitng dong c6 nhirng 6 phu hop
V6i y8u cau cua ban, chon Greater Than Or Equal To va chon hop thoai
Value Filter, nhap 100,000 trong hop rong. Két qua bao géom 13 trong
tong sb 38 loai xe dap c6 doanh thu hon $100,000.
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3.2.5. Loc thong tin theo thoi gian

e Gia str ban mubn xem xe dap ban nhu thé trong mot khoang thoi gian xéac
dinh. Bang cach st dung bd loc, ban c6 thé xem nhiing théng tin trong
khoang thoi gian ban thich va cac thong tin khac tam thoi bi an.

e Dé loc thdng tin theo tirng nim chiang han ban mudn xem dit liéu trong
nim 2011 thoi thi bAm vao mii tén bén canh Column Labels, sau do
click vao hop Select All va cudi cung chon hop 2011. Excel an cac sd
lieu cua 2009 va 2010, chi con lai s6 liéu nam 2011.

e Néu ban mudn xem mot thoi gian cu thé thi ban hay lam cach sau: chon
mii tén bén canh Column Labels, sau d6 chi vao Date Filters, click
Between, trong hop thoai Date Filter nhap dit liéu ngay thang vao ching
han 11/8/2011 va 12/8/2011 trong hai hop rong, thi béo céo sé& hién thong
tin tir ngay 8 thang 11 nam 2011 dén ngay 8 thang 12 nam 2011.

3.2.6. Huy bo bé loc

1 2

3 Sum of Sales Amount Column PivotTable Field List v
4 _Row Labels [:]2000 N~
5| Select field: Choose fields to add to report: b
6 Product Category 3 :Custmr Name A
7 [_IRegicn
g2l sortatez []Country
p—
z Cmrb 7 | Group
9 \1 Sert Zto A L
v Product Name v
10 More Seet Options... L)
4] sotatoz
11 &  Clear Fiter From "Product Category” Z1! <
12 ) SortZtoa
Labet Fiters » !
13 More Sort Options...
Yalue Fikers ’
14 & Clea Filter From "Product Category”
15 Y tiect D) 2 Label Fiters »
Bottles and Cages v

1. X6a bo mot bd loc'™/ trong bdo céo PivotTable bing céch nhap
chudt vao bicu tugng bd loc , va sau d6 nhap vao Clear Filter From
"Product Category™'.

2. X04 bo mot bo loc trong PivotTable Field List bang cach di chuyén
con tro qua biéu tugng bo loc ¥ bén canh tén field, nhap chudt vao miii
tér xuat hién va sau d6 nhap vao Clear Filter From "Product
Category"'.

e Chia khoa dé x6a bo cac bo loc cung mot lac bang cach s dung biéu
twong bo loc, nd xuat hién & hai dia diém khac nhau, mét & trén bao cao

PivotTable ='va mot trong PivotTable Field List ¥ .
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3.2.7. Huy bo mét filter trong bao cao PivotTable
o Dé loai bé mdt bo loc tir mot field xéac dinh, click vao biéu twong =&
bat ctr noi nao field b loc xuat hién trong béo cao, ngay ca trén Row

Labels hoac trén Column Labels. Sau do click vao Clear Filter From <

Field Name >. Hoic lya chon cac hop kiém tra bén canh (Select All) dé

lam cho tat ca céc dir liéu trong field nhin thay duoc.

e Néu ban khong xem thay lénh Clear Filter From cho field loc:

+ Hay chic chin rang ban di chon dung khu vuc cia béo cdo dé xda
bd loc: hodc la hang hoac 1a cot.

+ Phai chon dung tén field trong hop Select field. Ban thay rang hop khi
ban nhap chudt vao biéu twong b loc, tén field trong hop phai khép véi
tén cua field ma ban xda bd loc tir 6. Néu cac tén field trong hop
khéng ding, chon dung field tir danh sach xuat hién khi ban bam vao
mi tén bén canh hop.

e Hiy b6 mgt bd loc trong danh sach PivotTable Field
Di chuyén con tré qua cac biéu tuong bo loc bén canh cac tén field ma
ban muén x6a bo bo loc tir d6. Click vao mii tén xuét hién va sau do
nhap vao Clear Filter From < Field Name >.

e XOa bé tat ca bd loc ngay tirc khic
Trén Ribbon, click vao tab Options dudi PivotTable Tools. Trong
nhom Actions, click vao Clear va sau do nhép vao Clear Filters.

3.3. PivotTable III: Tinh toan dir liéu trong nhirng bao cao PivotTable ctia
Excel 2007

3.3.1. Lam viéc véi s6

untry Salesperson  Order Amount

Row Labels Sum of Sales Amount

= Buchanan 71831.38
Q1 28441.99
Q2 37738.23
Qu3 2691.03
Qtr4 2960.13

= Callahan 72357.39
Qtr1 18261.7
Qtr2 20891.23
Qu3 12785.19
QU4 20419.27

- Davolio 110941.2

Dit liéu ban hang tom tét trong mot bao céo PivotTable.
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e D6 1a van dé tién thuong ¢ Contoso, Cong ty phan phdi thuc pham. Hay
tuéng tuong rang ban di md ra mot bao co PivotTable ¢ chira dir liu
vé nhan vién kinh doanh cta cong ty. B4o céo tom tit cua cong ty nay co
khoang 800 hang dir liéu trong Excel. N6 cho biét doanh sé ciia mdi nhan
vién trong tirng nim va trong ting quy. Bay gid ban mudn st dung bo
cdo dé nhin vao con sd theo mét vai cach khac nhau, ban mudn biét sb
lwong ban hang cua mdi nhan vién duoc thuc hién trong nam nay va ban
muébn xem mdi nhan vién dong gop bao nhiéu cho tong doanh s cua cong
ty, ... Khi ban da thuc hién diéu d6, ban s& thay nhan vién nao s& nhan
dugc tién thuong va mdi ngudi dugc thudng bao nhiéu.

3.3.2. Tém tat dir liéu mot cach khac

e Ban mudn thay d6i béo céo tir tinh toan doanh sé cua tirng nhan vién qua
ting nam, ban c6 thé 1am diéu d6 bang cach thay doi tir ham SUM qua
COUNT dé tom tat thdng tin.

e Dé thay d6i chic niang, nhdp chudt phai vao bat ctr gia tri trong bang
b4o cdo, do6 1a khu vuc cd tiéu dé "Sum of Sales Amount"”, ré chuét dén
Summarize Data By va sau d6 nhap vao Count. Nhiing con sb sé&
chuyén doi tir mot gia tri tong thanh gia tri count. Céc tiéu dé trén cac
s6 thay doi tir "Sum of Sales Amount” dé "Count of Sales Amount."

e Sau d6 ban cd thé phan loai cac don dit hang dé xem ai c6 duoc hau hét
cac don dit hang mot cach dé dang nhat. Bé 1am viéc nay, hay nhip chuot
phai vao trong bat ky 6 nhan vién kinh doanh nao, tré6 chudt dén Sort va
sau d6 nhip vao Sort Largest to Smallest. Két qua, Peacock la 1an dau
tién, voi mot grand tong s 100 don dit hang, theo sau 1a vua véi 74, va
sau d6 Leverling vaoi 73.

3.3.3. Thwc hién méot phép tinh %

e Bay gio ban mudn xem ty 1& % cua tirng nhan vién trén tong doanh thu.
Peacock co dugc hau hét cac don dit hang, nhung ching ta c6 thé tinh sd
luong don dit hang cia ¢ nhu thé nao so véi tong doanh thu.

e Dé lam duoc diéu nay, click chudt phai vao khu vuc gia tri, tré chudt dén
Summarize Data By va sau d6 nhap vao More options, nhap vao tab
Show values as trong hop thoai Value Field Settings mé ra. Sau do,
trong hop Show values as, bam vao miii tén va chon % of total.

e Peacock di c6 18 phan tram trong tong doanh s ban hang cho cac nam,
cd ta dugc doanh sé cao nhit trong céc nhan vién, ty 1& % trén tong
doanh thu khéng tung tmg v6i sé don hang nhiéu nhat. King coty 18
doanh thu cao ké tiép véi 14,42%, theo sau 1a Davolio véi 12,52%.
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3.3.4. Nhan vién nao nhan tién thwéng?

e Bay gio ban sé& tinh toan ai s& nhan tién thuong va sb tién thusng 1a bao

PHAN 4.

nhiéu bang cach tao ra mot cong thuc st dung calculated field. Pay la
mot cong thirc méi dugce dua vao bao cao PivotTable.
Vi du nhan vién nao ban hang nhiéu hon $ 30.000 trong bat ctr quy nao
thi dwoc nhan 3% tién thudong doanh thu trong qué dé. Pé tao cong thirc,
& phia trén cing cua cira so, trén Ribbon, ban bam vao tab Options duéi
PivotTable Tools, trong nhém Tools, bAm vao mili tén trén nGt Formulas
va sau d6 bam vao Calculated Field.
Trong hdp thoai Insert Calculated Field, gd tén cho cbng thuc trong
hop Name, trong hdp Formula, nhap cong thac “='Sales
Amount' * IF('Sales Amount'>30000,3%)” dé tim ra
ngudi nhan tién thuong va sau d¢6 bim vao OK.
Dién_giai cong thirc ndy nhw sau: Néu s6 doanh thu 16n hon 30,000
trong mot quy thi thuong 3% (3% nay trén doanh sé ban hang). Con néu
doanh s6 duéi 30,000 thi tién thuong 12 0.

CHIA SE THONG TIN

4.1. Chia sé dir liéu cua Excel véi nhirng irng dung khac bang cach xuit ban 1én

SharePoint

4.1.1. Chia sé dir liéu Excel 1én SharePoint

F Contoso > Training presentations
0.4 Training presentations
View Al Site Content [ Lunch hour training
Documents l . —pm v Actions v Settings v -
* Shared Documents ‘ Elf,. U w Namel v Dae Tilel |w
Lists i J Bready, Richaed 37872011 The benefits of bogging
* Calendar [ ] B Kahn, Wendy
* Tasks l | B Lysaker, Jerry
Discussions ' B Mahadevan, Vidhya
* Team Discussion ! B Nadav, Yinon
Sites ) Pica, Gudo
People and Groups B Reding, Jame
Recyde Bin B Sacksteder, Lane

e Dir liéu Excel chia s& 18n SharePoint c6 nhiéu thuan tién hon thay vi chia

sé dir lidu bang cach str dung e-mail, hoidc bing cach dwa dir liéu vao mot
thu muc mang nao dé, do SharePoint chi danh cho nhitng nguoi c6 tham
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quyén méi duoc truy cap dir liéu va SharePoint tao thuan lgi cho nhiing
nguoi c6 tham quyén 1am viéc theo nhém hét ste hiéu qua.

4.1.2. LAy dia chi website cho trang SharePoint
e Trudc khi ban c6 thé xuét file bang biéu dén SharePoint, ban can phai co
dia chi web, hoac URL cua SharePoint.

/2 Home - Contoso - Windows Internet Explorer
——
GO - & [rrordusos

Fle Edt View Favorkes Tools Hep

W W @Home - Contoso

Contoso

$8 Contoso
chiomey

| View Al Site Content
Documents

Announcements
* Shared Documents e

Welcome to the Contoso SharePoint site 1372
Lists

Phan chinh cia URL 9
Néu chua biét vé SharePoint, ban ¢6 thé hoi nhan vién CNTT phu trach
website cta cong ty cua minh.

4.1.3. Xuat bang biéu dén SharePoint: phan I

\ g9 o> s Microsoft Excel Table Too
Home Insent Page Layout Formulas Data Review View Adddns ~-1 Design
Name i Summarize with PvotTable |55 D) 5 5 Propertie V Header Row Firs
1 J" Remove Duplicates ! _d ‘! - L Ope Browset Total Row Last
P Export | Refresh
ssize Table | <) Convert to Range - - .V Banded Rows Ban
wperties Tools 5 Export Table to SharePoint List... 3 Table Styte Opti
Al v & S | Nam &3 Export Table to Visio PrvotDiagram...
D £ F

Kph(\, \_!!endy

e Bay gio ban di sin sang xuét file bang biéu dén SharePoint.
1. Trén tab Table Tools Design xuit hién khi ban tao ra mot bang
biéu trong nhom
External Table Data group...
2. ...click Export...
3. ...vasau do click Export Table to SharePoint List.
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4.1.4. Xuat bang biéu dén SharePoint: phan II

- ™ Export Table to SharePoint List - Step 1 of 2 E|® Table Tools
Home In5eq where do you want to publish your table? ek

me i Su Addrese. | hip//contoso 1

Bp
3 re Create a read-only connection to the new SharePoint ist

-
‘e Tab! <]C
irred | B b Provide a name and desaription for your *sble,
ties

S—— Name: | Training presentations

v

Al
Description: | Lunch tme traning | 3
-
eady, Richard
hn, We.ndy 5
sakerdenny | | neb | | concel | [(Tnext> | [ Enen

First C
Last C

s Bandt

Styte Option

Xuit file bang biéu dén SharePoint List.
e Trong Export Table d¢én SharePoint:

+

+

Nhép hoac dan URL dia chi cua SharePoint trang web cua ban. Nén
nhd, ban chi can tit ca moi thi tir trude khi "/ default.aspx." Vi vay,
néu URL cua ban d3 duoc http://contoso/default.aspx, dia chi Web cho
danh sach s€ duogc http://contoso.

G0 mdt tén cho danh sach, vi du tén file 1a Training presentations.

G6 mot doan giGi thiu ngan cta danh sach nay.

Quyét dinh xem ban c6 mudn dé c6 thé cap nhat file Excel hay khong.
Néu ban mudn thi chon chon hop thoai Create a read-only
connection to the new SharePoint list.

Click vao Next trong hop thoai dé xac dinh rang cac loai dit liéu trong
mdi cot duge nhan dién hoan toan. Sau d6, nhap vao Finish. Excel tu
dong xuat file bang biéu nhu 12 mot danh sach dén trang SharePoint
cua ban.

4.1.5. Xem danh sich mé&i ctia ban trén trang web SharePoint

Windows SharePoint Services ka3

The table was successfully publkshed and may be viewed on:

STHTogging

Contoso > Tra n:;:; presentations
L_w | Training presentations
View Al Site Content Lunch hour traming
Documents Settings *
s ol v Namel v Date [v|  Till v
Lists Bready, Richard 3/8/2011 The benefits of blogging
| « Calendar Kahn, Wendy
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e Click vao duong lién két trong Excel dé xem danh sach SharePoint.

e Mot duong lién két vao danh sach cua ban s& xuit hién trong hop thoai
Windows SharePoint Services. Ban ¢ thé bim vao OK dé dong hop
thoai, hoic bam vao duodng lién két trong hop thoai dé hdy xem danh
sach cua ban. NO s€ mo ra trong SharePoint trén Datasheet view (Cai
trong giébng mot bang tinh), sdn sang cho nhitng ngudi c6 thim quyén
thém théng tin ctia ho vao danh sach ma khong can dé mé chwong trinh
Excel.

4.1.6. Cho moi ngwdi biét danh sach & dau

@ v £ http//contoso/fists/Training%20presentation/Alitemsg asx ]

I G4 | 8 Training presentations

Documents New ~ Actons ~ Setings ~
 ShwredOoamens | [ O[v] Now1 [v|Dse|v] Tl |~
Lists B Bready. Richwd 3/8/72011 The benefits of bloggng
= Calendar J Kahn, Wendy

Tasks I B Lysaker, Jenry

VD T—— “'; J Mahadevan, Vidhya

e Budc tiép theo la dé cho phép moi ngudi biét 1a noi danh séach trén trang

SharePoint. C6 hai cach dé lam dugc diéu nay:

+ Ban co thé gt mot lién két dén danh sach. Ban s& théy dia chi URL
cho danh sach ¢ trén cung cua trinh duyét Web cua ban trong thanh dia
chi. Cha y rang dia chi URL bao gdm céc "lists" trong lién két. P6 1a vi
trong danh sach da dugc ty dong dat trong thu muc Lists trén trang
SharePoint, noi ma tat ca cac danh sach SharePoint dugc luu trit. Ky
hiéu "% 20" trong lién két twong trung cho mét space trong mot URL.

+ Ban ciing c6 thé thém danh sach dén thanh SharePoint Quick Launch,
thong thuong nam & phia bén trai cia hau hét cac trang SharePoint.
Sau d6, moi ngudi c6 thé click vao lién két trén nhanh Quick Launch
bar dudi Lists dé co dugc file Training Presentation.
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4.1.7. Duyétlai danh sach SharePoint

! Contoso > Training presentations
[__ Training presentations
View Al Site Content Lunch hour training
Documents New =~ Actons ~ Settngs ~
* Shared Documents lTwelv |8 |v Namel v oxe |~ SRS
Lists |3 Bready. Richad " /872011 The banefts of blogging
» Calendar 3 Kahn, Wendy | 3/15/2011 Intesnet Marketng ]
* Tasks B Lysaker, Jenry
* Traning presentatons B Mashadevan, Vidhys
Discussions B Nadav, Yinon
* Team Descussion B Pica, Gudo
Sites ) Reding, Jamie
People and Groups ] J Sacksteder, Lane

e V6i danh sach trong Datasheet view, tily theo tirng ngudi ma c6 quyén han
khac nhau. Vi du, Wendy c6 thé gd trinh bay ngay va tén cia co ay.

4.1.8. Cap nhat dir liéu bang biéu Excel

e Tuodng tuong rang nhiing ngudi khac da thém théng tin cua ho vao
danh séach SharePoint. Tat nhién ban cO thé thdy duoc swa doi dir
licu trong danh sach SharePoint. Nhung néu ban mudn, ban cd thé
refresh bang biéu trong Excel dé ban ciing ¢d thé xem nhirng théng s sira
doi trong Excel.

b-’l \ d ) - ™ ¥ Microsoft Excel 1
el
Home Insert Page Layout Formulas Data Review View Add-Ins
Table Name i3 Summarize with PivotTable 533 ) | H Properties v Header Row
~ B ¥ | ©] |; R
Table2 3 Remove Duplicates © Opeén in Browser Total Row
p e - Export Refresh
o Resize Table =] Convert to Range - - €2 Unlink v Banded Rows
Properties Tools Ex 1 Table Datas Table €
Al - £+ | Namel
&) ExportExcelPractice xisx
A B8 C D E F
'8l Name1 B pate B

2 Bready, Richard
3 Kahn, Wendy
4 Lysaker, Jenny

3/8/11 The benefits o
3/15/11 Internet Marketing

Dé refresh cac dir lidu, trén tab Table Tools Design, trong nhom
External Table Data, click chuot vao Refresh. Cac dir liéu trong Excel
s€ duogc cap nhat.

Mot cau hoi phét sinh & day, moi nguoi tu hoi rang néu sau khi refresh va
cap nhat tir danh sach SharePoint dén Excel, thi nguoc lai ban c6 thé thay
ddi trong Excel va gui cai thay doi nay I&n danh sach SharePoint khéng?
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That tiéc, diéu ndy khong thé thuc hién duogc. Dir lidu chi ¢ thé duoc
bién tap trén trang SharePoint va refresh trong Excel, chir khong thé lam
cach nao khéc. Hoic ban c6 thé thuc hién cac thay déi trong Excel va sau
d6 xuit cua bang biéu nhu 13 mot danh sach SharePoint méi va voi mot
cai tén méi cho danh sach.

4.2. Excel Services I: Phin can ban

4.2.1. Lwu Workbook dén trang web SharePoint ctia ban

1
2
3
4
S
6
7

8

L

=] == =

Paste (B Z - O-A- EEEFEE A8 -% 0@
pboasd '» Font . Alignment . Number
H2 @ £ |
A B8 C D 3 F
Adventure Works Sales Data
Q1 Q2 Q3 Q4 2007
North S 785,000 S 690,000 S 750,000 $ 785,000 S 3,010,000
South S 525,000 S 550,000 S 555,000 S 525,000 S 2,155,000
East ) 450,000 S 400,000 $ 375,000 S 425,000 S 1,650,000
West S 560,000 S 550,000 S 540,000 S 520,000 S 2,170,000
Total S 2,320,000 S 2,190,000 S 2,220,000 S 2,255,000 S 8,985,000

4> M QTR Chart | Recent Q1,02 Q3 Q4 Summary By Sales Type By Person

Dt liéu trong bang tinh Excel 2007

Ban d3 ting & tinh hudng ndy chua? Ban 1a nguoi chiu trdch nhiém
moét bao céo Excel, giong nhu dit liéu ban hang cua Cong ty Adventure
Works trong hinh trén. Ban can phai dua cac dir liéu trén trang SharePoint
ctia cong ty dé nhirng ngudi khéc trong cong ty c6 thé sir dung né cho céc
nhu cau ctia ho. Vi dy, phong ké toan s& str dung né nhu 1a mot co so cho
viéc tinh toan tién thuong va phong thi truong s& sir dung né dé tinh toan
lam thé nao dé chi tiéu quang céo.

Vi vay, ban mudn moi nguoi dé co thé nhin va l1am viéc véi dir liéu nay,
nhung ban khong muén ho bién tap céc dit liéu trong bang Excel gbc boi
vi Workbook la phién ban chinh.

4.2.2. Tim hiéu veé Excel Services

Diéu gi xay ra néu moét ngudi nao dé6 mudn st dung mot tinh ning ma
Excel khong co san trong Excel Services? Vi duy, mot ngudi nao dé
c6 thé mudn st dung nGt AutoSum, &p dung cac nit loc hay st dung
kha ning in 4n cua Excel.
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G P @ Excel Web Access

Home > Sales > Shared Documents

Open'» | Update | ¥ Find

5‘ Open Snapshot in Excel s D E F
i ek k s Data

P4 ar Q3 Q4 2007

3 North $ 735000 $ 690,000 $ 750,000 $ 785,000 $ 3,010,000
4| South S 525000 S 550,000 $ 555,000 S 525,000 S 2,155,000
5 East $ 450,000 $ 400,000 $ 375000 $ 425,000 $ 1,650,000
6| West S 560,000 S 550,000 $ 540,000 $ 520,000 $ 2,170,000
7 Total $ 2,320,000 $ 2,190,000 $ 2,220,000 $ 2,255,000 S 8,985,000

8
M 4 » M QTR Chart Recent Q1 Q2 Q3 Q4 Summary By Sales Type By |

e Lénh Open Snapshot in Excel trong Excel Services

e Ho c6 thé lam tit ca bang cach mé mot snapshot trong Excel. Mot
snapshot 1a mot phién ban gidi han cia dir liéu workbook trong Excel.
Cac snapshot khéng chia cong thire, dir liéu két ndi, dinh dang c6 diéu
kién, céc cell an, cac hang, cot hoic worksheets, thong tin ca nhan nhu tén
tac gia workbook va céc nat loc.

e Lam viéc voi mot snapshot trong Excel khong c6 gi khdng c6 trong bat ky
cach nao thay dbi dir liéu xuat dén trang SharePoint. Dé mé mot snapshot
tir Excel Services, click vao Open va sau d6 bAm vao Snapshot in Excel.

4.3. Excel Services II: Yéu cau, dé nghi va phian quyén
4.3.1. Lam thé nao d€ ngin ngwdi khac chinh sira

e Nhitng muc menu moi nguoi ¢ thé nhin thiy trong thu vién SharePoint
phu thudc vao viéc cho phép. Ngudi chu trang nay chi dinh nguoi thanh
nhitng nhém SharePoint, mdi nhém di kém véi viéc cho phép dé 1am mot
s0 diéu nhat dinh.

Shared Documents Shared Documents
ACDONS v Actons *
e Sales Report Adventure Works - Gl] | Seles Report Adventure Works %-_
View Propertes View Propertes
A EdtProperties G View in Web Browser
43| Manage Permissions 2 & snapshot in Excel
1 &) Edtin Maosoft Office Excel [% Send To ’
\—‘ﬁ View in Web Browser Alert Ma
=3 Snapshot in Excel o
X  Delete
Send To »

A Chack Dt
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e Mot su linh hoat (animation) riang ban c6 thé chinh sira mot worksheet
bang cach sir dung 1énh Edit in Microsoft Excel hién thi trong hinh trén.
Nhung néu ban muén ngin ngira mot sé nguoi tir chinh swa tap tin, Co
cach nao dé an lénh tir mot sb nguoi? Cau tra 101 1a co.

+ SO nguoi trong nhom s& hitu va cac thanh vién nhom duoc phép sta
d6i tap tin trong Excel. Trong SharePoint, nhitng ngudi ny c6 thé thiy
muc menu Edit in Microsoft Office Excel.

+ Khach hodc ngudi trong nhém chi co6 quyén xem s& khong nhin thay
lénh Edit trong Microsoft Office Excel . Do d6 ho khong thé chinh sira
file SharePoint.

4.3.2. SwKkhac nhau giira sir dung workbook trong Excel va Excel Services

e Workbook bao gom mot sé tinh nang khong thé xuat dir liéu cho
Excel Services. Trong vi du hinh trén, ban thiy message nay khi mot
workbook ¢é nhitng cong thtrc hién thi trong cac cell thay vi két qua cua
cong thuc.

e CO6 mot s tinh nang Excel ma ban c6 thé khong duogc st dung trong
Excel Services. Vi du, ban khdng thé xem workbook dugc bao vé hoic
cd chra lién két hodc nhang d6i twong. C6 mot danh sach cac tinh ning
khong duoc hd tro trong Quick Reference Card.

{ O 45 EBxcel Web Access SR 3 B

Unable to Load Workbook

The workbook that you selected cannot be loaded because it contains

the following foatures that are not supported by Excel Services:
Q Display of formulas in cells
Contact the workbook author

e Néu ban van tiép tuc ma trong 6 check box Open in Excel Services, duoc
chon trong hop thoai Save As, ban s& biét ngay néu mét tap tin khong
dugc hd trg cac tinh niang. Khi ban xuat mot tap tin va n6 cé gang dé mé
trong trinh duyét trén trang SharePoin, ban s& thdy ciing mét théng bao
tuong tu nhu hinh trén.

e Trong vi du ndy, dé xuat dir liéu va xem nd trong Excel Services, ban can
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phai hién thi két qua cdng thtc trong workbook thay vi hién thi céng thirc.

4.3.3. Nhirng gi ban can cho Excel Services
e Moi ngudi co thé xem dir liéu workbook trong Excel Service thay vi mé
file trong chuong trinh Excel.

Shared Documents o P i
WA @ Excel Web Access
Shared Documents
Home > Sales > Shared Documents
New >~ Upload ~ Actions - Settings ~
Type Name w. ] - %M
&) | SalesReport Adventure Works A B ’ ¢
' 1 Adventure Works Sales [
v 2 Qi Q2
a3 3 North $ 785,000 $ 89¢
@ - 4| south s 525000 $ 55¢
K9] View in Web Browser 5 East $ 450,000 | § e
o 6 DIWestl s 560000 § 55
x 7 Total $ 2,320,000 $ 2,19¢
» 8 1
9

e Nhu ching tdi di gisi thiéu " Excel Services 1a mét cach hiru hiéu dé lam
cho dit liéu ctia ban c6 thé dén duoc véi nguoi st dung trinh duyét Web.

e Nhung nhitng gi ban can lam cho Excel Sevices dé lam viéc troi chay
hon? St dung n6 nhu 1a mét nd luc hop tac gitra nguoi xuat dir liéu va
nguoi st dung ching. Tim hiéu thém vé Excel Sevices s& Iam cho ban
thich thd hon.

4.3.4. Phian mém yéu ciu cho Excel Services

Software Requirements

* A Microsoft Office SharePoint
Server 2007 Enterprise site

To use

Excel Services,

you need: » Excel 2007, installed with Office
Professional Plus, Office Enterprise
2007, or Office Ultimate 2007

« Excel Services set up on the site

e Nhirng gi ban cin dé sir dung Excel Services.
e Dudi day la céc yéu ciu cho dich vu bang céch sir dung Excel:
+ Mot trang SharePoint dua trén SharePoint Server 2007 Enterprise.
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Excel Services thiét 1ap cho trang SharePoint.

+ Dé moi ngudi dé xuat dir liéu Excel vao trang SharePoint, ho can phai
cai dat Excel 2007 trén may tinh cua ho bang cac loai office sau: Office
Professional Plus 2007, Office Enterprise 2007, or Office Ultimate
2007.

+ Dé nhin vao mot worksheet trong Excel Services, moi nguoi khéng
can cai dit Excel. T4t ca ho can 1a mot trinh duyét Web da cai dit l1a
duoc.

+ Véi Excel 2003 nguoi sir dung c6 thé sir dung lénh Save As trong
Excel 2003 dé Iuu trir workbook trén mét trang SharePoint Server 2007
Enterprise, noi ma céc dit lidu c6 thé dugc xem trong Excel Services.
Pé sir dung Excel 2003 voi Excel Services, nguoi ding can cai dit cac
Compatibility Pack cho Office 2003.

4.3.5. Nhirng thw vién tai liéu va Excel Services

e Tao mét thu vién tai liéu riéng biét cho nhiing file Excel Services dé ban
khong can phai leu nhitng tap tin nay trong mot thu vién, noi ma hau hét
moi nguoi ¢ thé chinh sua file.

e Ban di biét rang phan mém yéu cau cho Excel Services. Bat dau trong
Excel bang cach xuat file dén mot thu vién tai liéu trén trang SharePoint.
Day 1a mot khuyén cao vé cac thu vién tai liéu ma ban s& xuit ban cac tac
pham dén: Tao mot thu vién riéng cho cac file Excel Serves. Vi cac file
Excel Services ma ban khdng muén ai ciing ¢6 quyén chinh sira. Giir cho
chidng trong mot thu vién riéng biét.

#3 Sales

e Sales Reports

View Al Site Content MNew ~  Upload ~  Actons ~ Settings ~

Documents

= SRd o meis G))  FrstQuarter Sales Report Adventure Works 4/12/2011 10:16 AM
nz_} Second Quarter Sales Report Adventure Works 7112011 1:36 PM
i3]  Third Quarter Sales Report Adventure Works 10/12/2011 9:55 AM

Discussions

s Team Discussion

e Hinh anh trén cho thay day 1a mot vi du caa mot thu vién dir liéu bang
bao cao ban hang. Ai d6 da tao ra nd mot cach rat dic biét boi vi ho mudn
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hau hét moi ngudi dé xem tap tin trong Excel Services chir khong phai
trong chuong trinh Excel.

Ban c6 thé khdng can phai tao mot thu vién mai cho Excel Services, vi né
d3 6 thé c6 sin cho ban néu trang Excel Services Report Center di duoc
st dung tai cOng ty cua ban. Trang Report Center di nhién di sin thu
vién tai liéu, duoc la Reports Library.

4.3.6. Thiétlap thw vién tai liéu cho Excel Services

e Tin nhian ma ban nhin thy khi ban m& mét tap tin trong Excel Services,

néu mot thu vién tai liéu da khong duoc thiét 1ap nhu mot Trusted File
Location.

Access Denied

You do not have permissions to open this file on Excel Services.
Make sure that the file 15 1n an Excel Services trusted location

and that you have access to the file.

——

e Excel Services yéu cau doi hoi nhirng thu vién tai liéu duoc thiét 1ap nhu

la mot noi déng tin cay dé xuét cac file. Khong cé budc nay, céc file luu
dén mot thu vién s& khong mé duoc trong Excel Services. Thay vao
do,ban sé& thay thong bao nay: "Ban khdng c6 quyén dé moé tap tin nay
trén Excel Services. Hay chic rang tap tin trong mot vi tri dang tin cay
ctia Excel Services va ban c6 thé truy cap vao tap tin."

Hay chic chan rang bat ky thu vién tai liéu ban mudn moi ngudi sir dung
v6i Excel Services da dugc thiét 1ap nhu mot Trusted File Location.

Trang 47



Tai licu MS Excel 2007

4.4. Excel Services I: Phian can ban (box)

4.4.1. Lwu Workbook dén trang web SharePoint ctia ban

1
2
3
4
5
6
7

8
1

L

=] e =

Pa:.te 7 B Z U-H-S-A- EEREFESE G (S -% | %808
pboard ™ Font I Alignment e Number J
H2 v Q|
A B8 C D £ F
Adventure Works Sales Data
Qi Q2 Q3 Q4 2007

North S 785,000 S 690,000 S 750,000 S 785,000 S 3,010,000
South S 525,000 S 550,000 S 555,000 S 525,000 S 2,155,000
East ) 450,000 S 400,000 $ 375,000 S 425,000 S 1,650,000
West S 560,000 S 550,000 S 540,000 S 520,000 S 2,170,000
Total S 2,320,000 S 2,190,000 S 2,220,000 S 2,255,000 S 8,985,000

4> M QTR Chart | Recent <Q1 . Q2 Q3 Q4 Summary By Sales Type By Person

D1 liéu trong bang tinh Excel 2007

Ban d3 ting & tinh hudng ndy chua? Ban 1a ngudi chiu trach nhiém
mot béo céo Excel, giong nhu dit liéu ban hang cua Cong ty Adventure
Works trong hinh trén. Ban can phai dua cac di liéu trén trang SharePoint
ctia cong ty dé nhirng ngudi khac trong cong ty c6 thé sir dung né cho céc
nhu cau ctia ho. Vi dy, phong ké toan s& str dung né nhu 1a mét co sd cho
viéc tinh toan tién thuong va phong thi truong s& stir dung né dé tinh toan
lam thé nao dé chi tiéu quang céo.

Vi vay, ban mudn moi nguoi dé ¢ thé nhin va lam viéc véi dir lidu nay,
nhung ban khong muén ho bién tap céc dit liéu trong bang Excel gbc boi
vi Workbook la phién ban chinh.

4.4.2. Tim hiéu veé Excel Services

Piéu gi xay ra néu moét ngudi ndo d6 mudn st dung mot tinh nang ma
Excel khong c6 san trong Excel Services? Vi du, mot ngudi nao do
c6 thé mudn s dung nGt AutoSum, &p dung cac nit loc hay st dung
kha ning in an ctia Excel.
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G P @ Excel Web Access

Home > Sales > Shared Documants

Open'» | Update * | ¥ Fnd

@ Open Snapshot in Excel s D E F
1) i only. the [% s Data

Z ar Qs Q4 2007

3 Noth $ 735000 $ 690,000 $ 750,000 $ 785,000 $ 3,010,000
4 South § 525000 $ 550,000 S 555,000 S 525,000 S 2,155,000
5 East $ 450,000 $ 400,000 $ 375,000 $ 425,000 $ 1,650,000
6 West | S 560,000 S 550,000 $ 540,000 $ 520,000 $ 2,170,000
7 Total $ 2320000 S 2,190,000 $ 2,220,000 $ 2,255,000 S 8,985,000

8
M 4 » M QTR Chart Recent Q1 Q2 Q3 Q4 Summary By Sales Type Byl

e Lénh Open Snapshot in Excel trong Excel Services

e Ho c6 thé lam tat ca bang cach mé mot snapshot trong Excel. Mot
snapshot Ia mét phién ban gidi han cua dit liéu workbook trong Excel. Cac
snapshot khéng chta cong thire, dir liéu két ndi, dinh dang c6 diéu kién,
cac cell an, cac hang, cot hoac worksheets, thong tin ca nhan nhu tén tac
gia workbook va céc nut loc.

e Lam viéc voi mot snapshot trong Excel khong c6 gi khong co trong bat ky
cach nao thay doi dit liéu xuat dén trang SharePoint. Pé mé mot snapshot
tir Excel Services, click vao Open va sau ¢6 bam vao Snapshot in Excel.

4.5. Excel Services III: Kiém soat nhirng gi ban chia sé

4.5.1. Gidithiéu vé viéc phan quyén véi Excel Services

MEMBERS

VISITORS Y U VIEWERS

e Phan quyén SharePoint rat quan trong khi sir dung Excel Services, vi ban
cd thé phan quyén cho tirng nhém nguoi nhu xem dit liéu, chinh sira,
...Trang SharePoint c6 bén nhém bao gdm Owners, Members, Visitors va
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Viewers nhu hinh trén.

+ Moi ngudi trong nhom Owners co thé lam duoc rat nhidu. Ho c6 thé
thiét 1ap cac cai dat site-wide, cai dat thu vién, ... Ho cling c6 thé thém
va chinh stra tai liéu trong mot thu vién.

+ Moi nguoi trong nhém Members c6 it quyén hon. Ho khong c6 quyén
cai dat, nhung ho cé thé thém va chinh sira tai liéu trong mot thu vién.

+ Moi ngudi trong nhém Visitors c6 thé quyén it hon. Ho chi c6 thé mo
tap tin tir thu vién va copy file read-only. Nhung ho khong thé chinh
sira tap tin d6 va luu cac thay doi.

+ Moi nguoi trong nhém Viewers ccd thé lam twong ty nhu nhém
Visitors: ho ¢6 thé mé cac file read only.

4.5.2. Tac dong caa viéc phan quyén

view Propertes View Propertes
Edt Propertes Edt Properdes
Manage Permissins ) £d1n Maosoft Office Excel
N1 Edt n Morosoft Office Excel View in Wed Browser
View n Web Browser s Snapshot in Bxcel
Delete
Delete Send To
wnd T

OWNERS
MEMBERS

s naoshot in Excel

View Propertes

View in Web Srowser
Snapshot in Excel
Send To

()]

o o
° -
7 L
S S

e Trinh SharePoint cho cac tap tin s& thay cac quyén khac nhau tuy thudc
vao ting nhém. Cha y 1énh View Web Browser c6 san cho tat ca cac
nhoém. Nhung ciing chd ¥ rang nhdm Visitors va nhém Viewers khong co
1énh Edit in Microsoft Office Excel. By la cach trang SharePoint ngan
ngira nguoi khdng c6 tham quyén chinh sta tap tin. Néu ban khong co su
cho phép dé chinh sira thi di nhién 1énh s& khdng c6 sén.
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4.5.3. Lam thé nao dé thém ngwoi cho nhém Viewers

| View A Ste Content People and Groups
Documents .

! '-Gcom | Visitors with View onl TSSIONS
» Shared Documents Y e L el

= Syles Reports Settngs ~

' Name

Lists
| @5

| » Calendar
. Tasks

-
8] -
g

+ Trén trang SharePoint, click chudt vao People and Groups.
+ Click vao Viewers.
+ Sau do, click vao nut New dé thém ngudi vao nhom Viewers

4.5.4. Giir dir liéu riéng tw trong Excel Services

What you see in the

What people see in
Excel Services

Excel program

A S,
\ 8 Cc 0.
renture Works Sales Data
Qi Q2 Q3

s s s sl L Q Q@

$ $ $ se B s s

$ s $ sH | : :
= s $ s s |

s s Y | s

3 S s )

Summary By Sales Type ayﬁnob ;

e Ban thiy worksheet By Person trong chuong trinh Excel. Nhung
Worksheet By Person khdng dugc hién thi trong Excel Services.
+ Nguoi ding muén hién thi worksheet By Person trong chuong trinh
Excel, boi vi thinh thoang ho can 1am viéc véi né trong Excel.
+ Nguoi dung mubén 4n mudn an worksheet By Person trong Excel
Services, boi vi ho khong nghi rang tat ca moi nguoi co thé dung né.
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4.6. Excel Services IV: Cho phép nhap thong tin

4.6.1. Bwérc 1: Kiém tra tén cell

sall 2 v [ fe | 250
il B C D E
1
2 0 » H
3
4 Enter price here: 1 op $250
5 Enter number of units here: 10
6 Subtotal $2,500
7 Discount 562

¥ Total Price $1,875

10
11
12

+ Néu 6 B4 c6 tén, click vao trong cell B4.
+ Sau d6, nhin trong Name Box trén thanh Formula Bar. Néu trén d6
xuét hién ky hi¢u 1a B4, thi c6 nghia 1a 6 B4 chua c6 tén.

e Trén SharePoint, ban muén moi ngudi nhap gia tri cho cac 6 B4 (gia ca)
va cho 6 B5 (sé luong ban). Bé lam duoc diéu nay, Excel Services doi
hoi nhitng 6 nay phai dugc dat tén. Thay vi gb truc tiép trong cac cell
nay, nguoi Khac s€ nhap gié tri trong 6 dac biét bén canh worksheet. Dat
tén cho cac 6 B4 va B5 s& gilip cho nguoi khac biét phai lam gi va nhap
dir liéu ¢ 6 nao.

e Trudc tién, hay chic chin rang nhitng cell chua duoc dit tén. Trong Excel,
click chudt vao ¢6 B4 va sau d6 click 6 B5 va tim kiém céc tén trong
Name Box trén thanh Formula Bar.

4.6.2. Bwdrc 2: Dat tén cell cho Excel Services

sall 2 v [ £ | 250
i B C D E
1
2 0 » H
3
4 Enter price here: 1 op $250
5 Enter number of units here: 10
6 Subtotal 52,500
7 Discount

¥ Total Price $1,875

10
11
12
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+ DEé dit tén 6 B4, click vao do.
+ Sau d6 nhap tén trong Name Box trén thanh Formula Bar va bam
ENTER.

4.6.3. Bwdrc 3: Cho phép dir liéu dworc truy cap trong Excel Services

[ Da
|

Trong Excel chi con tré vao nat Microsoft Office , chon Pubish va
sau do chon Excel Services Options. Chi con tro vao tab Parameters,
chon Add, chon Enter_number_of_Units va chon Enter_price_here va
sau d6 nhan OK hai 1an. Chi con trd chon Save va nhap dia chi thu vién
tai liéu SharePoint va nhan Save mot 1an nira.

4.6.4. Bwdc 4: Nhap nhirng gia tri trong Excel Services

PHAN 5.

Trong thu vién tai liéu SharePoint, nhap chudt phai vao tai liéu, chon View
Web browser, Mot Workbook mé ra trong Excel Services. Trong phan
Parameters, nhap vao mot gié tri trong hop Enter_number_of Units va
cling nhap mot gid tri trong hop Enter_price_here. Chon Apply, sau do sé
thay gia tri méi s& xuat hién trong workbook.

CAC KY NANG OFFICE CO’ BAN

5.1. Lam quen nhanh vé&i hé théng Office 2007

5.1.1. Ribbon

B6 cdng cu Ribbon gém: Home, Insert, Page Layout, Formulas, Data,
Reviews, View, Developer, Add-Ins. Nhitng tht ban can bay gio rat truc
quan, dé nhin, rd rang va dé dang hon. Ribbon thyc sy 1a mét trung tdm hd
tro cbng viéc tuyét voi. Véi Excel 2007, cac 1énh duoc tap hop lai theo
nhém chiic nang, khi can 1a c6 ngay.

The Ribbon

Insent Page Layout Formulas Data Review View

& Canbn 11 AT AT e W = General

Heo-A-EE W EE H- (S - %

Algnment
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Ribbon - trung tdm kiém soat méi cua ban

e Sau day la chirc nang cua cac Ribbon:

+ Home: Chaa cac nut Iénh dugce st dung thuong xuyén trong qué trinh
lam viéc nhu (cit, dan, sao chép, dinh dang tai liéu, kiéu miu co sin,
chén hay x6a dong hoac c6t,...).

+ Insert: C6 cac cong cu dung dé chén bang biéu, so dd, dd thi, ky
hiéu, ... vao bang tinh.

+ Page Layout: Noi c6 c4c 1énh st dung trong viéc hién thi bang tinh va
thiét 1ap in an.

+ Formulas: Pay 1a noi cung cip céng cu cho cong viéc chén cong
thuc, dat t&n ving (range), theo ddi cong thuc, diéu khién cach tinh
toan cua Excel.

+ Data: Cac nit lénh trao doi voi dir liéu trong va ngoai Excel, cac danh
séch, ...

+ Review: Ribbon danh cho cac 1énh kiém tra 15i chinh ta, thém chd
thich, ...

+ View: Pung nhu tén cia no, 1a noi thiét 1ap ché do hién thi cua bang
tinh (phong to, thu nho, chia man hinh, ...).

+ Add-Ins: Ngin nay cd cac tién ich bo sung, cac ham b sung, ... Khi
Excel mé mot tap tin co sir dung ching.

e Ngoai ra con mot Ribbon c6 tén 1a Developer: Excel 2007 mic dinh an
Ribbon nay, vi né danh cho céc lap trinh vién. Ban c6 thé vao: Office -
Excel Options - Popular rdi chon Show Developer tab in the Ribbon dé
m¢ Developer.

< |
Home Insert Page Layout Formulas Data Feview View

#  canon 11 v AT AT | oy | D == 3

“
Poste (B Z U -[E-(S- A EE W (S %

Ba tab chira nhdm 1énh trén mot Ribbon

e Trong subt qué trinh 1am viéc véi bang tinh, ban c6 thé st dung shortcut
menu, nd cho phép ban thyuc hién cac 1énh nhanh chéng hon.
e Trong bang tinh, chi can tré6 chudt vao d6 va nhip phai, ban s& co ngay
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mot thanh menu chira cac 1énh thdng dung dé ban lya chon va st dung.

5.1.2. Nhiéu tuy chon cin thiét khac

0y d 2
-
Home Insert Page Layout Formulas Data Review View
_;] & canbn 11 v AT AT | D 1] General
955(9/ B I U-EH~SA- EENGESRE A $-% »RB2

Chpboard '» Fomt | Alignment

e Bam vao hinh mii tén & dudi cing caa mot nhdm dé cd thém céc Iénh
khac

e N0t hinh miii ttn —~ (goi la Dialog Box Launcher) ¢ géc phia dudi bén
phai ctia mot nhdm 1a noi cung cp thém cho ban nhirng lya chon sin c6
ctia nhém, nhung mic dinh thi Excel 2007 khong hién thi trén Ribbon. Dé
hién thi ching, ban bam vao mii tén, ngay lic d6 s& c6 mot hop thoai
hoic bang chira tAc vu xuét hién. Vi du, trong nhém Font di ¢ tat ca cac
lénh duoc st dung nhiéu nhit dé thuc hién cac thay di: thay doi font chit,
thay doi kich c&, thay doi kiéu (lam cho font dam, nghiéng, hoic gach
dudi). Nhung néu muén c6 nhiéu lra chon hon nita, ching han nhu
superscript, chi can bam vao nit hinh miii tén ¢ goc dudi bén phai cua
Font, ban s& nhan duoc hop thoai cung cip CAC C4c superscript cd cac tly
chon khéc lién quan dén phong chir.

5.1.3. Tao thanh coéng cu cho riéng ban
e Nt Iénh Office: 1a noi chira cac 1énh duoc st dung thuong xuyén nhit
nhu 1énh nhu tao tap tin méi, md tap tin, luu tap tin, xuat tap tin, in an...
va danh muc luu tam cac tap tin vira mé trude d6. Nat 1énh Office thay
cho menu File ctaa phién ban cii. Thanh cac 1énh truy cap nhanh chira cac
1énh quan trongva co ban nhit. Ngudi dung cé thé tly bién thanh cong cu

nay bang cach nhin vao biéu twong ~ dé mé danh muyc cac 1énh va bim
chon thém céc 1énh cén hién thi trén thanh 1énh.

Trang 55



Tai licu MS Excel 2007

5.1.4. Chuin XML
e Diéu dang luu y khac: Excel 2007 dung dinh dang tip tin mic dinh la
XLSX duya trén chuan XML (eXtensible Markup Language) thay cho dinh
dang chuan trudc day 1a XLS. Chuin ndy gilp cho céc tai liéu an toan
hon, dung luong tai liéu nhé hon va tich hop sau véi cac hé thdng théng
tin va cac ngudn dir liéu bén ngoai. Nho vay, céc tai liéu duoc quan 1y,
phan tich va chia s¢ d& dang, hiéu qua hon bao gid hét.

5.1.5. Hé théng phim tat trong Office 2007
e Ngoai cach str dung chudt dé cudn cac thanh cubn ngang, doc, cac phim
mili tén, trong Excel 2007, nguoi dung c6 thé dung to hop phim tat (phim
néng) dé di chuyén dén trong bang tinh mot cach nhanh chéng hon.
e Céc phim tat ding dé di chuyén nhanh trong Excel 2007

Nhén phim Di chuyén
— hoac Tab Sang 0 bén phai
< hoac Shift + Tab Sang 6 bén trai
0 Lén dong
! Xubng dong
Home Pén 6 ¢ cot A ctia dong hién hanh
Ctrl + Home Pén dia chi 6 Al trong worksheet
Ctrl + End Pén dia chi 6 c6 chira dir liéu sau cing trong worksheet
Alt + Page Up Di chuyén 6 hién hanh qua trdi mot man hinh
Alt + Page Down Di chuyén 6 hién hanh qua phai mot manh hinh
Page Up Di chuyén 6 hién hanh Ién trén mot man hinh
Page Down Di chuyén 6 hién hanh xudng dudi mot man hinh
F5 Mo hdp thoai Go To
End + — hoic Ctrl + —| Dén 6 bén phai dau tién ma trude hoic sau no 12 6 trong
End + « hodc Ctrl +| Dén 6 bén trai dau tién ma trudc hodc sau né 1a 6 trong
«—
End + 1 hoac Ctrl + 1 | Lén & phia trén dau tién ma trén hosc dudi nd 1 6 trong
End + | hoic Ctrl + | | Xudng 6 phia duéi dau tién ma trén hodc dudi né la 6
tréng
Ctrl + Page Up Di chuyén dén sheet phia trude sheet hién hanh
Ctrl + Page Down Di chuyén dén sheet phia sau sheet hién hanh

e Dbi vai cac Ribbon, ban ciing ¢6 thé thao tac vai phim néng:
+ Dung t6 hop phim Ctrl+F1 dé bat hay tat thanh Ribbon.
+ Nhan nhanh phim ALT mot lan dé truy cap cac nhém 1énh trén
thanh nhu Home, Insert, ... Ban ciing ¢ thé dung cac phim «— — 1 |
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dé di chuyén trong thanh Ribbon, sau d6 nhan Enter dé kich hoat 1énh
ban can.

+ Nhén phim ALT mét lan hoic nhan phim ESC dé quay lai ving lam
viéc trén bang tinh.

+ Nhén t6 hgp Ctrl+N dé tao nhanh mot Workbook.

5.2. An toan thong tin

e CO6 thé ban khdng nhan ra nhung may tinh cta ban dang bi dit trong tam
ngam. Khong phai chi ban ma tit ca may tinh khac ciing vay. C6 nhitng
nguoi dang cd thAm nhap vao cac may tinh nham tu loi hodc mot muc
dich ndo d6. Ban can phai nhan thirc dugc cac de doa dé bao vé may tinh
ctia minh tét hon.

5.2.1. Cac de doa an ninh

e CO thé mot s6 khai niém da quen thudoc véi ban nhu: virus, trojan,
spyware, malware, ltra dao qua mang. Dé bao vé may tinh cua ban tét hon,
ban can hiéu cac méi de doa trén 14 gi.

e Hau hét cac de doa an ninh duoc biét dén nhu mot phan mém hodc mot
doan m& doc hai (malicious software / code), cac phan mém nay &m tham
diéu khién may tinh ctia ban ma ban khéng hay biét gi. Pa sb cac phan
mém d6 duoc thiét ké dé tr nhan ban va lay nhidm sang céc file hoic céc
may tinh khac. Mot trong cac cach lay nhiém Ia giri mot e-mail co chira
ma ddc dudi tén ban tdi cac dia chi lién lac trong may tinh cua ban.
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e Nhirng gi ma doc thuc hién trén may cta ban phu thudc vao no la dang gi
va tinh pha hoai ra sao. C6 thé né chi tao ra cac thong diép gay phién toAi
hodc thuc su gay ton hai bang cach xda cac dit liéu va chuong trinh cia
ban.

e Day la mot sé dinh nghia vé cac phan mém doc, dua vao d6 ban sé biét
minh dang phai d6i mat véi cai gi:

+ Virus Phian mém hodc doan ma cd kha niang tu nhan ban. Mot virus
lay lan bang cach dinh kem n6 vao mét file hoic chuong trinh khéc.

+ Worm Phan mém nhan ban bang cach tu giri ban sao ciia nd qua mang.

+ Trojan horse Phan mém khong gay hai nhung né sé loi dung cac 15
hong hé thdng dé mé dudong cho mot phan mém khac (virus, worm...)
tan cdng may tinh cta ban.

+ Spyware Phian mém thu thap thong tin ca nhan cta ban, hodc ching
cling c6 thé thay dbi cac thiét 1ap hé thong ma khong théng qua ban.
Thuong may tinh bi nhiém Spyware khi truy cap céac trang web khong
dang tin cay.

+ Phishing M6t phuong thirc hra dao thdng tin tai khoan, thuong la théng
qua email. Mot sb kich ban lra dao nham cai Spyware vao may tinh cua
ban. Tin tot 12 Outlook 2007 da duoc tich hop hé thong chéng Phishing.

5.2.2. Nguén lay nhiém
e Cac ma doc lay nhiém vao may tinh cta ban bang cach an minh trong
mot thir gi d6 ¢6 vé vO hai. Chang han nhu mot file dinh kem trong email,
mot phan mém tai tir Internet, mot website ma ban ghé qua, mot file chia
sé¢ hodc mang may tinh, mot dia mém va tham chi 1a mot tai liéu Office.
Co ban thi moi thtr dén tir mot may tinh khac déu tiém an rui ro.
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Luu y: Doi khi cac m doc khong an minh va tan cong mot cach cong khai.

e Ngoai viéc can trong trude céc thong tin dén tir may tinh khac, ban ciing
nén can than khi ghé tham cac website c6 yéu cau thong tin ca nhan, hay
xé&c dinh d6 c6 phai trang web gia mao khong trude khi dién thdng tin. Vi
du ban phai chic rang minh dang & trang web chinh thirc ciia ngan hang
ban mo tai khoan cht khéng phai & mot trang cé giao dién giéng né.

e Mot luu y khac 1a khi ban lu6t qua mot trang web thyc té ban dang tai vé
cac file tir Server. Hiy chic rang trang web d6 dang tin ciy.

5.2.3. Microsoft Update mét cach dé€ han ché ruiro
e Céch co ban nhat dé tang cudong an ninh hé thong 1a bao dam phan mém
tren may tinh cta ban ludn cap nhat. Microsoft thuong xuyén phéat hanh
C4c ban cap nhat - cai ma gidi truyén thong hay goi 1a ban va (patch) -
dé chién dau véi cac de doa méi xuat hién. Cac ban cap nhat hd tro
Microsoft Windows va Microsoft Office.

Microsoft

Microsoft Update

AT Welcome
Options icrosoft Update

Review your update history

Keep your computer up to date
Check to see if you need updates For Windows, your programs, your hardwal

‘ Get high-priority updates (recommended)

Cictoas ] Sedect from optional and High-pricrity updates for
o ) o other Deoaramd
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e Mot cach hay la thuong xuyén kiém tra va cap nhat ca Windows va
office bang cach ghé qua trang cp nhat cua Microsoft.

e Ngoai ra ban con c6 thé thiét 1ap Microsoft Update ty dong tai vé cac ban
cap nhat khi chiing dugc phéat hanh. Mot khi da thiét 1ap xong, chuong
trinh sé luén dugc tu dong cap nhat.

5.2.4. Phan mém chdng Virus
e Céach phong vé quan trong nhat I sir dung cac chuong trinh chdng Virus.
Hay cai dat va cap nhat thuong xuyén.

e Néu may tinh caa ban nam trong hé thong mang c6 thé ngudi quan tri
mang sé& thyc hién thay ban diéu do.

e Céc phan mém chéng Virus duoc thiét ké dé phat hién cac Virus di dugc
nhan dang. Vi virus moi khdng ngirng duoc phat tan nén ban can cap nhat
chuong trinh thudng xuyén. Khi mot virus méi xuat hién trén thé gidi, nha
san xuat phan mém diét virus thudng tung ra ban cap nhat trong vong vai
gio sau khi nhan dién virus.
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5.2.5. Mot s6 thiét 1ap an ninh khac

C6 thé tong két cac udc ban can thu hién dé ting cudng an ninh hé théng
nhu sau: Cai chuong trinh diét virus va spyware.

St dung cac mat ma phuc tap (gom chit, s6 va cac ky tu dic biét nhu "&"
"0%" "$"...). Cai dat tuong lira (Firewall) kiém soat cac ludng thong tin
Thuong xuyén sao luu dir liéu quan trong

5.2.6. An toan cho email

Mot khu vie nguy hiém dé bi nhidm virus nhat 13 email va céc file dinh
kém. D6i khi chi cin ma mot email ciing 6 thé kich hoat virus.

Ngay ca khi da cai dat chwong trinh chéng virus, mot virus méi co thé
xudt va nha san xuat chua kip cap nhat thdng tin vé& nd. Vi vy, hdy than
trong vai cac file dinh kém dac biét la khi nguoi giri 1a hoan toan xa la
(hodc co thé 1a t8n mot ngudi quen nhu ndi dung khdng phi hop) , hoic
néu tiéu dé va tén file dinh kém c6 gi d6 bat thuong.

e

{Search Inbox pel
Ammanged By: Date Newest on top ¢
'.d |'~)

o Meszage Il |

=
=]
=
=
=
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e Luu y: Outlook 2007 c6 c4c tinh ning an phong chdng virus trong file dinh kém. Vi

du cac loai file thuong duoc ding dé phat tan virus s& tu dong bi chin .

+ Ngoai ra néu ban van lo ling vé 1a thdng tin ban nhan dugc c6 thé chia virus thi
van c6 mot sd cach hiéu qua ngoai viéc ding phan mém. Ching han ban cd thé
goi dién cho ngudi gui dé xac nhan xem c6 dung ho dd gui email cho ban
khong hay email dugc giri tir mot ké mao danh nao do.

+ Dung bao gio mé cac email va file dinh kém dang nghi truéc khi ban o thé xac
minh thong tin nguoi guri.
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