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SO LAO BPONG THUONG BINH VA XA HOTHA NOI  CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG TRUNG CAP KINH TE - KY THUAT VA Doc lap — Ty do — Hanh phiic
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Ha Noi, ngay 27 thang 02 nam 2023

I. Thong tin chung
Ho va tén tac gia sang kién: Nguyén Thanh Huyén
Nam sinh: 23 thang 11 nam 1981 Nir
Churc vy, don vi cong tac: Gido vién khoa Ky thuat va Cong nghé Truong
Trung cap Kinh té - Ky thuat va Cong nghé Ha N1
Trinh d§ chuyén mon: Thac si chuyén nganh Cong ngh¢ thong tin
II. Sang kién, gidi phap ning cao hiéu qua ciia cong tac (goi chung 1a SK)
1. Tén sang Kién: “Mot so giai phap gitip hoc sinh hoc tét cac ham trong Excel tai
Truong Truong Trung cap Kinh t€ - Ky thuat va Cong nghé¢ Ha No1”
2. Linh vuc ap dung: Phuong phap giang day.
3. Thoi gian thyce hién: Nam hoc 2022 -2023
4. Céc thanh vién tham gia
Ho va tén: Nguyén Thi Ngoc
Nam sinh: 27 thang 01 nam 1976 N
Churc vy, don vi cong tac: Giao vién khoa Ky thuat va Cong nghé Truong
Trung cap Kinh té - Ky thuat va Cong nghé Ha N1
Trinh d6 chuyén mon: Thac si chuyén nganh Hé thong thong tin
I11. Bdo c4o md ta sang kién
1. Pt van dé (ly do chon sang kién kinh nghiém)

Ngay nay, v6i su phat trién nhay vot ctia khoa hoc céng nghé noi chung cua
nganh tin hoc noi riéng, voi nhitng tinh nang vu viét, sy tién dung va dugc trng dung
rong rai, tin hoc ngay nay la mot phan khong thé thiéu dugc cuia nhiéu nganh trong
cong cudc xay dung va phat trién xa hoi. Hon thé nita n6 con di sdu vao doi song
ciia con nguol.
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Do vay, Viét Nam noi chung va nganh gido duc dio tao noi riéng phai dau tu
phat trién vé& moi mat. Pac biét 1a nguén nhan luc tic 1a phai dao tao ra mot thé hé
tré nang dong, sang tao, nam ving tri thue khoa hoc cong nghé dé 1am chu trong
moi hoan canh cong tac va hoat dong xa hoi nham dép tng dugc nhu cau trong thoi
ki cong nghiép ho4, hién dai hoa dat nudc.

Tin hoc vin phong 1a mét trong nhimg k¥ ning cimg can phai c¢6 khi di xin
viéc, déng thoi day ciing 14 mon hoc ¢ tinh thyc tién cao. Hoc tdt mén tin hoc van
phong gilp cho nguoi st dung may tinh nhanh chong 1am viéc dat hiéu qua, tiét
kiém dugc nhiéu thoi gian va cong stc.

Hau hét mdi nhan vién van phong ma dic biét 1a cac nhan vién ké toan lam
viéc lién quan dén mdy tinh va cac ham co ban trong Excel. Pé dap tmg yéu cau cho
cac cong viéc van phong thuc té ma cac em gap phai sau nay d6i véi hoc sinh trung
cap chuyén nghiép thi viéc luyén tap va van dung cdc ham co ban trong Excel 1a
diéu rat can thiét.

Hién nay trén thi truong c6 rat nhiu sach, gido trinh va hé théng bai tap thuc
hanh mén tin hoc van phong, tuy nhién ndi dung rat rong 1am cho ngudi doc kho ¢o
thé tu thue hién cac ky nang thyc hanh mot cach nhanh chong, chinh xac, khé khan
trong viéc nghién ctru va ing dung. Hon nira, tinh tu 1ap trong khi lam céc bai tap
thue hanh cua hoc sinh con chua cao, doi khi con may moc, con y lai. Xuét phat tir
nhitng 1y do trén, ching t6i da lua chon sang kién“M@ét s6 giai phap giup hoc
sinh hoc tot cac ham trong Excel” gitip mot phan trong qué trinh hoc tap, nghién
ctru va img dung phan tin hoc van phong ma cu thé 1a phan mém Excel cho cac d6i
tugng 1a hoc sinh, sinh vién ... va cac ddi tuong khac quan tdm tdi cong viée st dung
may tinh trong cong tac van phong.

2. Noi dung sang kién
2.1. Nhirng van dé Iy lun lién quan dén sang kién

Ham trong Excel dugc hiéu 14 nhiing cong thirc, tinh todn da duoc 1ap trinh,
thiét ké sin va duoc dat tén nham tu dong tinh todn ra mot két qua theo mot muc
dich nao d6. Nhimng vi trong Excel c¢6 hang trim ham nén mdi khi tinh toan hoic
phan tich mot trudng hop nao do, ching ta sé ddi mat véi nhitng cau hoi nhu:
“Truong hop nay thi nén st dung ham nao?”; “Cé cong thirc nao tot hon khong?”
hoac “cach s dung ham d6 da thuc su cho két qua nhanh chéng va chinh xac
chua?”...
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Céach dé khic phuc van dé nay, theo ching toi 1a phai tim hiéu cach sir dung
va phai lam cac bai tap c6 st dung cac ham. Chi c6 lam bai tap hodc lam thir ung
dung vao cac tinh huéng cu thé, ching ta mai rat ra dugc ham nao la tdt nhat trong
tinh hudng do.

Tuy nhién, dé ghi nhé duoc cac ham, tén ham, ct phap va cac trudng hop dic
biét khi sir dung khong phai 1a diéu don gian.

2.2. Thue trang (lién quan dén sang kién)

Truong Trung cap Kinh té - K§ thuat va Cong nghé Ha Noi 1a mot truong
cong lap, truc thudc Sé Lao dong - Thuong binh & Xa hoi Ha Noi, 1a mdt cai no6i
dao tao trinh d6 Trung cdp cic nganh Ké toan - Tai chinh va mot s6 nganh nhu Tin
hoc trng dung, Tin hoc van phong, Phap luat, Thuong mai dién tu... .

Cung véi doi ngil gido vién niang dong, nhiét tinh, tin tim vdi nghé, nhicu
gido vién di dat duoc cac giai cao trong ky thi gido vién gioi cip thanh phd va cap
qudc gia, Nha trudong ludn tap trung, chu trong vao viéc nang cao chét luong day va
hoc, mot trong nhitng bién phap do 1a cong tac giang day cua gido vién va hoc tap
cua hoc sinh.

Tuy nhién, Nha truong tuyén sinh hién nay chu yéu 13 hoc sinh khéi Pho
thong, hoc hé song bang va 1a hoc sinh xét tuyén nén chat lugng hoc sinh dau vao
khéng cao, ti 18 hoc sinh khé, giéi ddng ky nhap hoc tai truong thap. Bén canh do,
do hoc song song ca hé trung cp va hé pho thong nén hoc sinh c6 nhiéu han ché vé
tho1 gian, kha nang tu hoc, tu nghién ctru con han ché.

Noi dung tong quat va phan bo thoi gian giang day mon Tin hoc co ban tai
truong Trung cp Kinh té - K§ thuat va Cong nghé Ha Nbi.

sS4 Thot gian (gi0)
T Tén chuong Tégg Ly | Thyc hanh, Kiém
7 . sO thuyét bai tap tra
1 | Chuong 1. Hi€u biét vé cong ngh¢ thong tin 4 3 1
2 | Chuong 2. Sur dung may tinh co ban 4 2 2
3 | Chuong 3. Xtr ly van ban co ban 15 3 12
4 | Chuong 4. St dung bang tinh co ban 9 3 6
5 | Chuong 5. Sir dung trinh chiéu co ban 8 2 6
6 | Chuong 6. Str dung Internet co ban 2 2
7 | Kiém tra 1
Tong cong 45 15 29
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Mon tin hoc co ban 13 mot trong nhimng mon hoc chung ctia tat ca cac chuyén
nganh dang dao tao tai nha truong, thoi gian day va hoc 1a 45 tiép (véi 15 tiét Iy
thuyét va 29 tiét thuc hanh, 1 tiét kiém tra). Trong d6, phan giang day Excel 1a 9 tiét
(gdm 3 tiét 1y thuyét va 6 tiét thuc hanh).

Véi thoi gian giang day nhu trén, phan 1y thuyét, hoc sinh hiéu vé ham, tac
dung cta ham ciing nhu biét vé cu phap sir dung mot s6 ham; phan thue hanh, hoc
sinh ap dung dugc lam bai tap cdc ham co ban nhu Sum, Average, Max, Min, if...
nhung do thoi lugng thuc hanh 6n tip khong nhiéu nén mot sé ham nang cao nhu
vlookup, hlookup, va cac cong thirc tinh can sir dung nhiéu ham thi hdm dan xen vao
nhau thudng hoc sinh khong phan tich duoc va khong biét cach sir dung.

2.3. Giai phap

Nham gilp c4c em hoan thién ca vé phan kién thirc va k§ ning van dung cac
ham co ban Excel dé 1am bai tap thuc hanh, gitip cho nguoi hoc ¢6 cai nhin tong
quan vé céc kién thirc trong mang bai tap thuc hanh cac ham co ban trong Excel,
hiéu sau hon vé noi dung, k¥ nang str dung may tinh linh hoat, sang tao, phuc vu cho
viéc hoc tap, nghién ctru va lam viéc trong thuc té. Phuc vu cho hoc sinh, sinh vién
kiém tra lai kién thuc da hoc, gitp cho nguoi dang tim kiém viéc lam van dung lai
dugc cac kién thire va k¥ nang lam viéc voi cac ing dung vin phong dé. Ching toi
manh dan néu ra mot s giai phap rén luyén k¥ niang 1am bai tap thuc hanh Excel
nhu sau:

2.3.1. Giai phap hwéng din chung

Nhim gitp cho hoc sinh ¢6 thé 1am viéc chi dong véi Excel, thuc hién cac
thao tac mdt cach nhanh chéng, thudn tién va phu hop thi trudce khi lam mét bai tap
thue hanh ta can thuc hién cac bude hudng dan chung.

a.1. Poc va phan tich ky dé bai

Ciing giéng nhu viéc 1am cac loai bai tap khac, khi lam bai tap thuc hanh
Excel ta ciing can doc k¥ yéu cau cua dé bai, doc dén yéu cau nao lién tuéng ngay
t6i mot sb kién thire lién quan ma ban than nhé duge dé sir dung cho yéu cau do.

Giai phap nay mang tinh truyén théng, don gian, nhung lai gitip ich rat nhiéu,
tim duoc méi lién quan va kién thirc bo tro giita cac yéu cau trong bai, gilp cac em
hiéu dugc yéu ciu cta dé bai, hiéu duoc cac dang bai tong quat.

a.2. Nhap dir liéu chinh xac

Khi ban nhap bat ky kiéu dit liéu nao trong 6, dit liéu vira nhap sé& hién thi trén

thanh Formula Bar. Dé chinh stra dit liéu trén 6 ban ciing c¢6 thé chi vao 6 d6 va
4
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chinh sira truc tiép trén thanh Formula Bar, ngay 1ap ttrc dit liéu vira thay doi duoc

cap nhat lai trong 6. Hodc ban nhép dap chudt vao 6 d6 va chinh stra dit li€u ngay

trong 0 do.

* Nhdp so, chudi, thoi gian, ngay thang nim

B1. Trén trang tinh, chon 6 can nhap liéu
B2. Nhap vao con sd, chudi vin ban, ngdy thang hay thoi gian,... ma ban can
B3. Nhap xong bam Enter (6 hién hanh chuyén xudng dudi) hoic Tab (6 hién

hanh chuyén qua phai) dé két thac.

Luu y: Néu nhap cac con s6 vao ma Excel hién thi ##### 1a do chiéu rong cot

khong di ban can ting thém chiéu rong cot.

Khi muodn chinh stra dir 11éu ta theo cac 1énh:

* Xoa dit liéu

B1. Chon mét hodc nhiéu 6 can x6a
B2. Bam Delete trén ban phim (x6a cach nay thi chi x6a ndi dung cac dinh

dang ctia 6 van con). Ngoai ra dé xoa ban co thé vao Home ~' 'nhém Editing

Clear ( “< ) va chon cic lénh:

CJOClear All: Xoa tat ca ndi dung va dinh dang
J00Clear Formats: Chi x6a phan dinh dang ctia 6
[1]Clear Contents: Chi x6a ndi dung, con dinh dang
[J]Clear Comments: Chi x6a cac chu thich ctia 6 néu c6

* Khoi phuc dii liéu

Khoi phyc dir li¢u vira x6a ta nhan Ctrl + Z

a.3. Cac loai dia chi sir dung trong Excel

Co 3 loai dia chi nhu sau:

Dia chi twong d6i: dia chi twong dbi 1a dia chi ma khi tham chiéu dia chi s&
tinh tién (ting/giam) theo hang/cot

Dia chi tuyét ddi: dia chi tuyét d6i 1a dia chi ma khi tham chiéu (sao chép) dia
chi s& khong thay doi. Pia chi tuyét di c6 ddu $ dimg trudce dia chi hang va
cot (chuyén tir dia chi tuong ddi sang tuyét dbi bang cach nhan phim F4)

Dia chi hdn hop: dia chi twong d6i theo hang va tuyét ddi theo cot va tuyét
d6i theo hang va tuong d6i theo cot.

Trong do : DAau $ trude thi tu ¢t 1a ¢d dinh ot va trude tht tu dong la cd
dinh dong
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a.4. Str dung tap trung mot chwong trinh

Mot trong nhitng kho khan cta gido vién khi day & phong thuc hanh may tinh
la sy quan ly ddi véi hoc sinh. Hoc sinh c6 thé choi game, nghe nhac ... hodc su
dung bit ¢t chuong trinh gi trén may tinh, din t&i su tho o v6i bai giang, gay mat
tap trung, ludi suy nghi, hodc khong dé ¥ téi nhitng gi dién ra xung quanh. Vi vay,
dé tang hiéu qua 1am bai tap thi ¥ thire hoc tip can phai duoc xac dinh 1d “choi ra
choi, hoc ra hoc”, nang cao tinh ty gidc, cham chi, tu rén luyén ban than. Can tranh
cac kiéu vira hoc vira choi lam giam sy tap trung, chd'y, gay lang phi thoi gian. Hodc
khong nén sir dung qua nhiéu chuong trinh trén may tinh cing mot lac 1dm anh
huong t6i sitc khoe hoc sinh do ngdi 1am viée voi may tinh quéa 1au. Can thyuc hién
giai phap ngay ca khi hoc tip trén 16p cling nhu nang cao y thirc khi hoc tap ¢ nha.
2.3.2. Giai phap luyén tap thuwong xuyén

Giai phap thudong xuyén lam cac bai tap soan thao trén may tinh s& gilip cac
em nhd va quen thudc véi cic chire ning ctia phan mém, quen thudc véi cac phim
tat stir dung trén ban phim. Diéu nay gitp cic em giam bt thoi gian soan thao, thao
tac voi phan mém mot cach nhanh chéng va chuyén nghiép.

2.3.3. Giai phap lua chon cac bai tip mang tinh thuc té

Nhu chung ta da biét, mot bai hoc khong gin lién voi thuc tién thi bai hoc d6
s& tro nén kho khan ctg nhéc, kho tiép thu, lac 1dng va tré nén nham chan. Vi vay
dé gay duoc hung thi cho hoc sinh thi khong thé tach roi cac bai tip mang tinh thuc
té.

Himg thd 13 tién dé cta su tu gic, hai yéu to ndy tao nén tinh tich cuc trong
moi hoat dong. Khi da tao dugc hiing thl v61 nhiing bai tap tu d& dén kho thi mot
yéu t6 khac nita 1a cac bai tdp ndy con phai mang tinh thuc tién cao. Bai tdp soan
thao, gan véi cac loai hinh biéu miu trong ké toan giup cac em lién hé ngay véi
nhing kién thirc chuyén nganh ma cac em dang theo dudi. Piéu nay 1am hoc sinh
hang hai tra 101 cac cau hoi ma ngudi day dua ra, hodc bd xung cac ciu tra 10 cla
ban minh. Tt d6 hang say lam bai tap luyén tap.

Thue hién lam céc bai tap soan thao dua trén cac mau biéu trong cong tac ké
toan van phong. Thay dugc mdi lién hé giira tin hoc vin phong voi cong tac chuyén
mon tir d6 giup ich cho ngudi hoc thém yéu thich va rén luyén céc kién thirc chuyén
nganh co lién quan.
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2.3.4. Giai phap s dung cong thire va ham
d.1. Cong thirc

Cong thirc gitip bang tinh hitu ich hon rat nhiéu, néu khong co6 cac cong thirc
thi bang tinh cling gidng nhu trinh soan thao vian ban. Chung ta dung cong thirc dé
tinh toan tir cac dit liéu luu trit trén bang tinh, khi dir liéu thay ddi cac cong thic nay
s& tu dong cAp nhat cac thay doi va tinh ra két qua méi gitip chung ta dd tén cong
strc tinh lai nhiéu lan. Vay cong thic c6 cac thanh phan gi?

Cong thire trong Excel ludn bat dau 1a dau = va sau d6 1a sy két hop cua cac
toan tir, cc trj s0, cac dia chi tham chiéu va cac ham.

C4c toan tir trong cong thirc

Toan tir Chirc nang
+ Cong
- Tru
* Nhan
/ Chia
A Ly thtra

d.2. Ham, ca phap ham, cach nhap ham

Ham trong Excel dugc 1ap trinh san dung tinh toan hodc thuc hién mot chirc
nang nao d6. Viéc sir dung thanh thao cac ham s& gitip ching ta tiét kiém duoc rat
nhiéu thoi gian so véi tinh toan tha cong khong dung ham. Cac ham trong Excel rat
da dang bao trum nhiéu linh vuc, c6 nhitng ham khong yéu cau dbi sd, co nhiing
ham yéu cau mdt hodc nhiéu ddi sb, va cac ddi sb co thé 1a bat bude hodc tu chon.

d.3. Cac 18i thwong gip
Hién tugng Giai thich

HitHH Cot khong du rong dé hién thi két ga trong 6

#REF! Tham chiéu bi 15i, thuong 14 do 6 tham chiéu trong ham bi x6a

#NAME? | Do danh sai tén ham hay tham chiéu hoic danh thiéu dau nhay

#DIV/0 Trong cong thirc c6 chira phép chia cho 0 (zero) hoic chia 6 rong

#N/A Cong thirc tham chiéu dén 6 ma c6 ding ham NA dé kiém tra su
tdn tai ctia dit liéu hodc ham khong co két qua
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#NULL! Ham sur dung dit 1i¢u giao nhau ctia 2 vung ma 2 vung nay khong
c¢6 phan chung nén phan giao rong

#NUM! Ldi do gi tri (vi du nhu ding nham s6 4m trong khi ding phai
1a s6 duong)

#VALUE! | Cong thtic tinh toan c6 chira kiéu dir liéu khong ding.

d.4. Cac ham co ban
* Nhom ham tinh tong

Ham SUM
Churc nang: Cong tat ca céc sb trong mot vung dir liéu duogc chon.
Cu phap: =SUM(Numberl, Number2...)

Cac tham s6: Numberl, Number2... 14 c4c s6 can tinh tong.
Ham AVERAGE:
Chtrc nang: Tra vé gi tri trung binh cuia cac ddi s6.
Cu phap: =AVERAGE(Numberl, Number2...)
Céac tham s6: Numberl, Number? ... 13 cac s6 can tinh gia tri trung binh.
* Nhém ham tim gid tri 1om nhdt va nhé nhat

Ham MAX
Chtrc nang: Tra vé s6 10n nhét trong diy duoc nhap.
Cu phap: =MAX(Numberl, Number2...)

Céc tham sd: Numberl, Number?2... 1 diy sé mudn tim gia tri 16n nhét
Ham MIN
Chtrc nang: Tra vé sd nho nhét trong diy duoc nhap vao.
Cu phdp: =MIN(Numberl, Number2...)
Céc tham sd: Numberl, Number?2... 1a diy s6 can tim gia tri nhd nhét
* Nhém ham dém dit liéu
Ham COUNT
Chtrc nang: Him COUNT dém céc 6 chira dir liéu kiéu sb trong day.
Cu phéap: =COUNT(Valuel, Value2, ...)
Céc tham s: Valuel, Value2... 1a mang hay day dit liéu.
Ham COUNTA
Chtc nang: Pém tat ca cac 6 chira dir lidu.
Clphdp: =COUNTA(Valuel, Value2, ...)
Céc tham sd: Valuel, Value2... 1a mang hay day dit liéu.

8
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Ham COUNTIF
Churec nang: Ham COUNTIF dém céc 6 chua gia tri s6 theo mot diéu kién

cho trudec.
Cuphdp: =COUNTIF(Range, Criteria)
Céc tham s6: - Range: Vung chira diéu kién.

- Criteria: Diéu kién dém
* Ham van ban

Ham RIGHT

Chtic nang: cat n ky tu tinh tir bén phai ctia mot chudi

Cu phap:

=RIGHT (text,[num_chars])

Céc tham so: Text: Chudi van ban; Num_chars: S6 ky tw mudn cat
Ham LEFT

Churc nang: catn ky tu tinh tr bén trai cia mot chudi
Cuphap: =LEFT(text, [num_chars])
Céac tham s6:  Text: Chudi van ban; Num_chars: S6 ky tu mudn cét

Ham MID
Churc nang: catn ky tu tinh tir vi tri muén cit cia mot chudi
Cuphap: =MID(text, [start_num], [num_chars])
Céc tham s6: Text: Chudi vin ban; Start num: Vi tri bat dau cit;
Num_chars: S6 ky tu mudn cit

* Nhom ham l6gic

Ham AND
Chtic nang: Tra vé TRUE néu tét ca cac diéu kién thoa (TRUE).
Cuphdp: =AND(Logicall,Logical2,...)
Céc tham so: Logicall,Logical2... ¢6 tir 1dén 255 diéu kién can kiém tra
TRUE hay FALSE

Ham NOT
Churc nang: Nghich dao gia tri luan ly
Cu phap: =NOT(Logical)
Céc tham sd: Logical 13 gia tri hay biéu thirc ma khi tinh s& tra vé TRUE
hoac FALSE

Ham OR
Chtrc nang: Tra vé TRUE chi can mdt trong cac diéu kién 1a TRUE
Cu phdp: =OR(logicall,logical2,...)

9
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Céc tham sd: Logicall,logical2,... Co tir 1 dén 255 diéu kién can kiémtra
xem TRUE hay FALSE

Ham IF

Chtc ning: Tra vé gia tri & ddi s6 thir 2 néu diéu kién 12 TRUE va tra vé gia
tri & d6i s6 thir 3 néu diéu kién FALSE

Cuphédp: =IF(logical_test,value_if true,value_if false)

Céc tham sd: Logical test : diéu kién tinh; Value if true: gia tri nhan duoc
khi diéu kién dang; Value if false : gia tri nhan duoc khi diéu kién sai

* Cdac ham vé do tim dit liéu VLOOKUP va HLOOKUP

Chtrc ndng:
- Ham Vlookup tim kiém mét gi tri trong cot bén trai ngoai cliing clia bang
(table_array), roi tra vé gia trj 1a cot thir n trong bang do.
- Ham HLOOKUP tim kiém mét gi tri & hang trén cung ciia bang
(table_array), roi tra vé gia tri 1a hang tht n trong bang do.
Cu phéap ham:
= VLOOKUP(lookup_value,table_array,col_index_num,option_lookup)
= HLOOKUP(lookup_value,table_array,col _index_num,option_lookup)
Péi voi ham Vlookup thi cac tham so 1
- Lookup_value: 13 gia trj dung dé do tim, gia tri ndy s& duoc do tim trong

cOt dau tién cua bang tra ctru. Gia tr1 do tim c6 thé 1a mot s6, mdt chuodi, mdt cong

thirc tra vé gid tri hay mot tham chiéu dén mot 6 nao d6 dung lam gia tri do tim.

-Table_array: 1a bang dung dé do tim va tra ctru. Bang tra ctru c6 thé 1a tham

chiéu dén mot vung nao d6 hay Name tra v€ vung tra ctru. Bang tra ctru gom c6 cot

dau tién chira gia tri dé do tim, cac cdt con lai chira gia tri tra ctru (gia tri trd ve)

- Col_index_num: 1a s tht tir ctia cOt chtra gia tri tra vé (tinh tir trai qua phai)

trong bang tra. Col_index num >=1 va <= s cot 16n nhat c6 trong bang tra ctu,
nguoc lai ham s€ tra vé #VALUE! hoic #REF.
- Option_lookup: 1a tiy chon x4c dinh kiéu do tim, ¢6 2 kiéu do tim:

True hodc 1 hodc dé trong: 13 kiéu do tim fwong doi, ham s& ldy gia tri dau
tién ma no tim dugc trén cot dau tién trong bang do tim. Trong truong hop
tim khong thdy, n6 s& 13y gia tri 10n nhat ma c6 gia tri nho hon gia tri do tim.
False hodc 0: 13 kiéu do tim chinh xac, ham s& 13y gia tri dau tién ma no tim
dugc trén cot dau tién trong bang do tim. Trong truong hop tim khong thay,
ham s& tra vé #N/A. {Luu y: bang tra ctru phai dugc sip theo gid tri ting dan
theo cot dau tién trong bang}
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< D4i voi ham Hlookup thi cac tham sé nhu Vleokup nhung thay vi do tim theo
cot, lay cot dau tién do tim thi Hlookup do tim theo hang, lay hang dau tién 1am
hang do tim.
e. Gidi phap sao chép dac biét

& Budc 1: Chon 6, hang, cot chira noi | =)
dung can sao chép R

& Budc 2: Nhan Ctrl+C hodc nhéy phai -~ S
chudt chon Copy -

& Budc 3: Kich chudt vao vi tri can sao
chép toi o

& Budc 4: Nhay phai chudt, chon Paste | o

Special... = xuat hién hop thoai Paste
Special =
& Budc 5: Chon mot trong cac tly bién sau:

Hop thoai Paste Special

v All: sao chép tat ca (nd1 dung, dinh dang, chu thich, ...)
v" Formulas: sao chép cong thirc {nhu v&i cach tham chiéu}
v Value: sao chép gié tri {két qua cua cong thirc tinh toan}

v’ Formats: sao chép dinh dang (cong dung nhu cong cu J Format Painter )

v' Comments: sao chép chu thich
v’ Validation: sao chép validation

% Buwdc 6: Nhan nat 1énh:

v Paste Link: néu mudn sao chép c6 lién két voi ndi dung goc
v |OK: sao chép thuong

11
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Bai tap 1
1. Lap bang tinh dwdi day

MOT SO BAI TAP GIUP REN LUYEN KY NANG
LAM BAI TAP THU'C HANH EXCEL

A B c D E F G H I I K L
1 KET QUA THI TUYEN SINH
2 . Mi Dién . ) . Piém Tong Két
3 Stt SBD Ho Tén truing chinh sich Mon1l | Mon2 | Mon3 e aidm i
4| 1 | A0l |DoinVin Thanh BKA K 10 55 8
5 | 2 | A02 |Lé&Thanh Nam BKA MN 6 35 2
6 3 AO3 Nguyén Phan Trang BKA CLS 6.5 7 55
7 4 AD4 Nguyén Ngoc Anh BKA NM 5 3 45
g8 | 5 | B0l |NguyénPhi Hing BKA CLS 7 5 4
9 | 6 | BO2 |TrinTrung Viét BKA CTB 55 4 2
10| 7 BO3 Nguyén Ngoc Anh BKA K 4 8 15
11| 8 | B04 |Théi Hodng Anh BKA CTB 7 6 6
12| 9 | Do1 |Lam Quang Tiing BKA K 9 9 4
13 | 10 | D02 |Nguyén Thu Thio BKA MN 5 7 6
14
15 | BANG DIEM CHUAN |
16 Mi khéi A B D !
17 Piém chuan 16 175 19

10

2. Xac dinh Piém wu tién cho mdi thi sinh, biét ring:

- Con ngoai ra khong thudc cac dién trén thi 0 diem.

- Néu thude dién chinh sach 1a CLS (Con liét s7) thi duoc 1.5 diém

- Néu thuoe dién chinh sach 1a MN (Mién mii) thi duoc 0.5 diém

- Néu thuoc dién chinh sach 1a CTB (Con thuwong binh) thi duge 1.0 diém

3. Tinh Tong Piém biét rang Tong diem = Monl + Mén2+ Mon3 + Diém wu tién

4. Xac dinh gia tri cho cot Két qua, biét ring: Néu Tong diém >= Diém chuén thi ghi

1a "Pau", con ngwoc lai thi ghi 1a "Truot", trong d6 Piém chuan cta timg khoi thi thi

tra theo Bang diém chuan. (St dung két hop 2 ham IF va Vieopkup hode Hloopkup).
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Bai tap 2

1. Lap bang tinh dwdi day

A B C D E F
1 PHIEU GIAO NHAN
- L . ] . : | KHUYEN | THANH
) MA SP TEN SP SO LUQNG| PON GIA MAT TIEN
3 XBO01 Xa bong LifeBoy 19
4 5001 Nudc 5
5 T001 Thuye pham 16
6 T002 Stap Knor 1
7 Tong con
8 SAN PHAM
9 M3 SP Tén SP Don gia
10 XBO01 Xa bong LifeBoy 4200
11 5001 Nuée 4350
12 T002 Stip Knor 1000
13 T001 Thire pham 2000

2. TEN SP: Cin cit vao MA SP, tra citu trong bang SAN PHAM.
3. PON GIA: Cin ¢t vao MA SP, tra ctru trong bang SAN PHAM.
4. Tinh sb lugng san pham duoc khuyén mai cho cic mit hang theo quy tic

mua 5 tang 1, cu thé nhu sau (theo S6 Luong):

- Tur 1 dén 4: khong duoc tang

- TUr 5 dén 9: tang 1 san pham

- Tr 10 dén 14: tang 2 san pham

- Tir 15 dén 19: tang 3 san pham

- Tur 19 tré 16n: ting 5 san pham
5. THANH TIEN = (SO LUONG - KHUYEN MAI) * PON GIA.
6. Tinh Tong cdng tién khach hanh phai tra.
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Bai tap 3
1. Lap bang tinh dwdi day

A B C D E F G

1 BANG CHI PHI VAN CHUYEN
2 Ty gia USD: 23400

CHU LOAI PINH TRONG GIA TIEN THANH
3 HANG HANG MUC LUQNG CUGC | PHAT TIEN (VN)
4 CtyE A 1900
5 DNTND B 1580
6 CtyG A 800
7 Téhop C B 1000
8 Cty A A 500
9 XNB C 350
10 XN F C 70
i BANG PINH MUC VA GIA CUGC

LOAI PINH GIA
12 HANG MUC CUGC
13 A 200 3
14 B 400 2
15 C 600 1
16 D 800 0.5

2. Tinh PINH MUC va GIA CUGC dua vao LOAI HANG.
3. Tinh TIEN PHAT nhu sau:
- Néu TRONG LUONG > BINH MUC thi:
TIEN PHAT = (TRONG LUQNG - BPINH MUC) * 20% * GIA CUGC
- Nguoc lai: TIENPHAT = 0.
4. Tinh THANH TIEN nhu sau:
THANH TIEN = (GIA CUGC + TIEN PHAT) * Ty gia USD
5. Sap xép bang tinh giam dan theo cot THANH TIEN (VN).
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Bai tap 4

1. Lap bang tinh dwdi day

A B c D E F G H J
1 BANG KET QUA TUYEN SINH
] MA . . PIEM . ,
SO L 5 TEN ] .| CONG TONG | KET
HOQO VATEN | NGANH- | _ . TOAN | LY UU - o
, TT U TN | NGANH DIEM | .. | CONG | QUA
3 1 |LéVanBinh |Al 7.0 3.0
4 2  |TranThiMai (B3 4.0 7.0
5 3 Ly Thi Loan C2 7.0 6.0
6 4 |Tran Hoang Thai |C4 6.0 6.5
, NGANH HQC PIEM UU TIEN
M3 nganh A B C M3 piém
8 uu tién
9 Tén nganh Tin hoc Ly Hoa 1 2
10 2 1.5
11 3 1
12 4 0

2. TEN NGANH: Cin ctr vao ky tu dau cia MA NGANH-UU TIEN, tra ciru

trong bang NGANH HOQC.

3. CONG PIEM = (TOAN*2 + LY)

4. PIEM U'U TIEN: Can ctr vao ky tu cudi cia MA NGANH-U'U TIEN, tra

trong bang PIEM UU TIEN.

5. TONG CONG = CONG PIEM + PIEM UU TIEN.

6. KET QUA: Néu TONG CONG > 18 thi ghi Pau, nguoc lai ghi Truot.
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Bai tap 5
1. Lap bang tinh dwdi day

A B C D E F G
1 BAO CAO BAN HANG
. _ . o PHI THANH TONG
MA MH | MAT HANG | DPON GIA | SO LU(_)’NG CHUYEN 2 s
. TIEN CONG
2 CHO
3 HD1 60
4 |FD1 70
5 |MS1 30
6 |SD1 120
7 DD1 100
8 HD2 50
9 |MS2 65
10 DD2 20

* Chu giai: 2 ky tw dau cia MA MH cho biét Mat hang, ky tw cudi cia MA MH cho biét
11 Pon gia (Loai 1 hay Loai 2).

12 PON GIA

13 MA ME MAT HANG DON GIA

14 1 2

15 [HD Pia cimng 49 50
16 [FD Pia mém 2.5 3
17 [IMS Mouse 3 3.5
18 |SD SD Ram 13 15
19 |DD DD Ram 27 30

2. MAT HANG: Cin ctr vaio MA MH, tra ctru ¢ bang PON GIA.
3. PON GIA: Cin ctt vao MA MH, tra ctru ¢ bang PON GIA.
4. PHI CHUYEN CHO:
= 1% * PON GIA dbi vi mat hang loai 1 va 5% * PON GIA d6i voi mit hang
loai 2.
5. THANH TIEN = SO LUQNG * (PON GIA + PHI CHUYEN CHO).

6. TONG CONG = THANH TIEN - TIEN GIAM biét ring néu THANH TIEN
>=1000 s& giam 1%*THANH TIEN va dinh dang véi khong sb 1¢.
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Bai tap 6

1. Lap bang tinh dwdi day

—

W 0O ~N O G & W N

A B C D E F G H
KET QUA KINH DOANH BANH MUT
STT| Ma hang | Tén hang | S6 lwong | Pon gia |Thanh tién(Phi van chuyén| Téng cong
1 |BOODP 20 80,000
2 |BOOBC 15 82.000
3 |BOOMX 20 79.000
4 IMOOMX 25 50.000
5 |BOOGV 55 90.000
6 |TOOTN 40 40.000
7 |COOTN 33 70,000
8 |COOBL 80 70,000
9 |MOOBC 3 45,000
10 |TOOBL 19 55,000
BANG TEN HANG
B Banh
M Mt
T Tra
C Ca phé

2. Tén hang: dya vao ki tu dau cia M hang tra trong BANG TEN HANG
3. Thanh tién = S6 lwong * Pon gia
4. Phi van chuyén: néu S6 lwrgng <= 20 thi phi 1a 30000, nguoc lai 14 0

5. Tong cong = Thanh tién + Phi vin chuyén
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Bai tap 7
A B C D B F G H |
. BANG KHAO SAT CHI SO BMI CUA MOQT SO bOI TUQNG
STT| MaKS Ho tén Khu vire khio sat| Connang | Chicucao | o oot [Két luan [Loi khuyén BS
2 ] i § (kg) (em) i
3| 1|TTo0l Tran Thi Hanh An 54 155
4| 2|NT02 Trén Quin Anh 56 162
5| 3|TT02 Bui Thiy Dwong 68 168
6 4/HDOL Nguyén Hai Pang 50 152
7 5|NTOL Nguyén Minh Hing 43 153
8|  6|MNO3 Tran Gia Hién 69 165
9| 7|HDO3 D3 Thyy Pan Linh 54 165
10 §|TT03 V3 Anh Minh 70 170
11 9MNO1 Nguyén Ngoc Yén Nhi 72 170
12 10[HDO2 Trwong Ha Phuong 63 169
13 11|TT02 Tran Thanh Quynh 68 162
1 12|TTO05 L& Ngoc Trén 70 172
15
16 Bang 1 Bang 2
17 Mi |Tén khu vue Chi s6 BMI Két luin
18 TT |Thanh thj <185 6m
19 NT |Noéng thon 18,5-249 Binh thuong
20 MN |Mién niii 25-29.9 Thira cin
21 IHD Hai dao >30 Béo phi

2. Khu vue khio sat: Ly 2 ki tr dau cia M& KS va tra trong Bang 1
3. Chi s6 BMI: lay Can ning (kg) chia cho binh phuong Chiéu cao (m)
4. Két luan: Theo pham vi trong Bang 2

5. Loi khuyén ciia bac si: Néu 6m: Can luyén tap va ting dinh dudng", Binh

thuong: "CH géng duy tri",
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Bai tap 8

1. Lap bang tinh dwdi day

D B W N

8

9
10
11
12
13
14
15
16

A B o D E F G H | J K L [ M
Bing 1- BANG PIEM CHUAN Bing 2- BANG PIEM HQC BONG
Ma Nganh Diém Diém o
nganh %hi chuin1 | chuin2 Ma nganh| A B ¢ D
A |May tinh 19 20 Piém HB| 25 23 21 19
B |Piénti 17 18
C |Cokhi 15 16
D |Hoéa 13 14
KET QUA TUYEN SINH NAM 2020
Ma Ho va tén Neanh | Khu | o | Ly | Hoa | DM | Tong | Kt | HB| HB
sO thi vire chuin | diém | qua
C203 |Ly Van Manh 2l 6 3
A208 Ta Ngoc Son 4 3 5
A205 Nguyén Thanh Ting 5 4 4
Al0l Lé Trung 5 8 7
B102  |Kiéu Van Nga 6/ 5 5
D107  |LéBich Hoa 8 6 5
D204 Pham Thi Uyén 9 9 7
C106 Tran Manh Hing 10 8 8

2. Lap cong thirc dién dir liéu cho:

- Khu vure 13 ky ty thir 2 cia Ma s6
- Nganh thi: dua vao ky tu dau cuia M s6 va Bang 1.

3. Tur ky tu dau ctia Mi sé6 (M4 nganh), Khu vue va Bang 1, hiy dién dit liéu cho
cot Piém chuén. Trong do, néu thi sinh thudc khu vuc 1 thi léy Piém chuanl,

nguoc lai iy Piém chuin2.

5. Tinh Tong cdng 13 tong diém ctia 3 mon.

6. Hay lap cong thirc dién Két qua nhu sau:

Néu thi sinh c6 diém Tong cong >= Piém chuin cua nganh minh dy thi thi s€ c6

két qua la "bPau", nguoc lai 1a "Truot".
7. Piém hoc bong tinh dya vao ky ty dau cua Ma s6 (Ma nganh) va Bang 2.
8) Hoc bong 13 "Co" néu Tong diém cia thi sinh >= Piém hoc bong, trudong hop

nguoc lai dé trong.

11) Théng ké nhu bang sau:

S6 thi sinh
dau

S6 thi sinh
rot
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Bai tap 9
1. Lap bang tinh dwdi day

A B C D E F G
1 BAO CAO BAN HANG
- _ . - . . _ . THANH TONG

5 MA MH | MAT HANG | PON GIA | SOLUQNG | PHI VC TIEN CONG
3 |HD1 60
4 |FD1 70
5 [MS1 30
6 |SD1 120
7 |DD1 100
8 |HD2 50
9 |[MS2 65
10 |DD2 20

* Chu giai: 2 ky tu dau ctia MA MH cho biét Mit hang, k¥ tw cudi cia MA MH
11 | cho biét
12 PON GIA
13| . o PON GIA BANG THONG KE

MA MH | MAT HANG H ~ 1z
14 1 2 So luong da ban:
15 [HD Dia cling 49 50 HD
16 [FD DPia mém 25 3 FD
17 |IMS Mouse 3 35 MS
18 [SD SD Ram 13 15 SD
19 [DD DD Ram 27 30 DD

Yéu clu tinh todn:
1. MAT HANG: Cin ctt vio MA MH, tra ctru & bang PON GIA.
2. PON GIA: Cin cit vao MA MH, tra ctru & bang PON GIA.
3. PHi CHUYEN CHO:
= 1% * PON GIA d6i vi mat hang loai 1 va 5% * PON GIA d6i véi mit hang
loai 2.
4. THANH TIEN = SO LUQNG * (PON GIA + PHI CHUYEN
CHO).
5. TONG CONG = THANH TIEN - TIEN GIAM biét rang néu THANH TIEN
>=1000 sé& giam 1%*THANH TIEN va dinh dang v&i khong s6 16
6. Thong ké sb lugng hang d3 ban nhw BANG THONG KE trén.
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Bai tap 10
1. Lap bang tinh dwdi day

A B c D E F G H

1 BAO CAO BAN HANG THEP XAY DUNG
2 BPon vi tinh: USD

= 1 A 1a - I S .. Phi R .3
3 Ma3 hang Tén hang Mi QG | So lwong | Ngay ban | Tri gia vin chuyén Thanh tién
4 |'TR20C Thép tron 20mm AU 50 04/04
5 TR20T Thép tron 20mm AU 36 24/04
8 GOS55C |Thép goc SxSmm GE 70 02/05
7 |GO5S5T  |Thép gdoc 5x5Smm GE 12 24/05
8 |[TAIOT Thép tAm 10mm KO 60 26/05
9 TAI10C  |Thép tdm 10mm KO 45 12/05
10 TA10C  |Thép tim 10mm KO 35 15/04
11 BANG 1
12 Pon gia

Ma Tén ha Mi QG ,
13 ! enang aQ Cao cap | Thwong
14 | TR20 |Thép tron 20mm AU 450 400
15 TA10 |Thép thm 10mm KO 700 640
16 | GO55 |Theép goc SxSmm GE 520 470
17 BANG 2
18 | Mia QG Xuit xi Gia VC
19 AU Australia 120
20 KO Korea 100
21 GE Germany 150

2. Tén hang: Dua vao 4 ky tu dau cua M4 hang, tra trong BANG 1.
3. M& QG: Dua vao 4 ky tu dau cia M4 hang, tra trong BANG 1.
4. Tri gia = S6 hrong * Pon gia. Biét rang: Pon gia dua vao 4 ky tu dau cia Ma
hang, tra trong BANG 1, két hop voi Loai hang dé 1ay gia tri hop 1y.
5. Phi vAn chuyén = S6 lwong * Gia VC. Biét ring: Gia VC dua vao Ma QG, tra
trong BANG 2.
6. Thanh tién = Tri gia + Phi vin chuyén. Néu ban ra trong thang 5 thi giam 5%
Thanh tién.
7. Sap xép lai bang tinh theo thr ty ting dan cia Ma QG, néu trung thi sip giam
theo S6 lugng.
3. Hiéu qu4, tac dung ciia sang kién

Qua qua trinh giang day céc gio thuc hanh Excel tai truong TC Kinh té - K§
Thuat va Cong nghé Ha Noi, toi nhan thay:
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- Nguoi hoc ¢ htng thi hoc tap hon trong céc gid thuc hanh rat nhiéu.

- Phat huy duoc tinh chii dong, tich cuc cua ngudi hoc. Tir chd thu dong tiép
thu kién thire, nguoi hoc nam vai tro cha dong, tich cuc chiém linh kién thtc va tu
giac thuc hanh cac bai tap.

- Phat huy kha nang lam viéc theo nhom.

- Gio thuc hanh s6i ndi, ngudi hoc chu dong thuc hanh va ki nang thuc hanh
thanh thao hon.

- Nguoi hoc linh hoi va tiép thu kién thuc bai hoc mot cach nhanh nhat, chic
chan va nh¢ 1au kién thire d3 hoc.

- Nguoi hoc hiéu dugc sy can thiét caa Tin hoc d6i véi doi sdng xa hoi noi
chung, va ké toan noi riéng.

4. Pé xuat, kién nghi va két luan.
4.1. Pé xuat, kién nghi

Sau khi hoan thanh xong SANG KIEN ma ban than dac két dugc, ching toi

Xin ¢6 mot vai y kién dé xuat nhu sau:

- Bdi v6i nha trudng
+ Thuong xuyén to chirc cac budi hoi thao, tap hudn moi cac chuyén gia vé
pho bién kién thirc méi cho gido vién.
+ Cung cap kip thoi, day du tai liéu, tap chi khoa hoc c6 lién quan.
- Bdi véi gido vién giang day tin hoc trong truong

+ Thuong xuyén trao doi kinh nghiém, trau doi kién thirc, kip thoi nam bat,
cap nhat nhirng thong tin maoi.

+ Thuong xuyén chinh 1y tai liéu mon hoc cho phu hop véi thyc tién.

Ngoai ra, ching téi mong mudn d¢é tai sang kiénsau khi hoan thanh s& dugc
dua vao ap dung thong nhat trong nha truong, 1am co s¢ dé cac gido vién giang day
mon tin hoc ra dé kiém tra hé s, dé kiém tra hét mén, dé thi hoc sinh gio1 nham
danh gia kién thirc cia hoc sinh. Ngoai ra dé tai c6 thé dugc pho bién rong rai lam
tai liéu 6n thi cho cac cudc thi tim hiéu vé k¥ ning str dung may tinh cho hoc sinh,
sinh vién cac truong khéac tham khao.

4.2. Két luan

Mic du da c6 gang nghién ciru, tim toi cac tai lidu lién quan, tich liiy tir nhiing
kinh nghiém cta ban than, hoc héi tir phia dong nghiép nhung ban sang kién van
khong tranh khoi c6 nhiing thiéu sot trong khi thuc hién, rat mong dugc su dong gop
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y kién cua Ban giam hiéu nha truong, cac thay co gido dé “Mot sb giai phap giup
hoc sinh hoc tét cac ham trong Excel” cua chung t6i dugc hoan thién va dugc tmg
dung vao thuc tién dat hiéu qua cao.

Ha N¢i, ngay 27 thang 2 nam 2023

Nguwoi viet sang kién

Nguyén Thanh Huyén

Nguyén Thi Ngoc

23



“M{t s6 gidi phdp giup hoc sinh hoc tot cdac ham trong Excel tai Triwong Truong
Trung cdp Kinh té - Ky thudt va Cong nghé Ha Néi”

Tai liéu tham khao
1. Tai liéu tin hoc. Truong Trung cap Kinh té - K§ Thuat va Cong nghé Ha Noi

2. Nguyén Dinh Té. Gi4o trinh 1y thuyét va thyc hanh tin hoc van phong. Nha
xuét ban Lao dong xa hai.

3. Gido trinh tin hoc dai cuong. Truong Vién Pai hoc Mé Ha Noi
4. Gido trinh tin hoc dai cwong. Truong Hoc Vién Ky Thuat Quan Su

5. Ha Thanh. Tin hoc vin phong phién ban 2003-2007. Nha xuat ban Vin hoa
thong tin.
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