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GIOI THIEU

OpenOffice.org Calc 1a phan mém bang tinh thudc bd phan mém
OpenOffice.org dugc phat trién bi Sun Microsystems va cong dong ma
ngudn mo. OpenOffice.org co thé chay trén nhiéu hé diéu hanh va hd tro
da ngon ngit, trong d6 ¢ ca phién ban tiéng Viét.

OpenOffice Calc c6 tinh nang tuwong ty vé mat giao dién va cach su
dung nhu Microsoft Office Excel, dé hoc va dé sir dung. OpenOffice.org
Calc ngay cang dugc ua chudng va su dung rong rai bdi tinh hi¢u qua
cao trong cong viéc. Phan mém OpenOffice.org Calc dugc gidi thi¢u
trong tai li¢u nay la phién ban 2.2.

Lan dau lam quen voi phﬁn mém, cach hoc nhanh nhét 1a doc hét
tai liéu, sau d6 tién hanh thuc hanh ngay trén may tinh khi két thuc moi
chuong, néu c6 van dé¢ khiic mac nguodi st dung tra ctru lai tai li¢u dé
hiéu rd rang hon. D61 v&i nguoi dung da coé kinh nghiém stir dung phan
mém Microsoft Office Execl, tai li€u nay c6 gia tri d€ tra ctru trong qua
trinh str dung.

Noi dung cudn sach gom 7 chwong va 2 phin
Chuong 01: Lam quen véi Calc
Chuong 02: Céc thao tac voi bang tinh
Chuong 03: Xu ly dir li¢u trong bang tinh
Chuong 04: Ham trong Calc
Chuong 05: D6 thi
Chuong 06: Quan tri dir li¢u
Chuong 07: Trinh bay trang va in
Bai tap thuc hanh

® & & 6 O O o o o

Phu luc: Nhitng khach nhau co ban gitra Calc va Excel
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Chuong 01
LAM QUEN VOI CALC
1.1 Céch khéi dong

C6 rat nhiéu cach c6 thé khéi dong dugc phan mém Calc. Tuy vao
muc dich lam viéc, s& thich hodc sy tién dung ma ta cé thé chon mot
trong cac cach sau ddy dé khoi dong:

Cach 1: Chon Iénh Start cua Windows: Start — Programs —
OpenOffice.org 2.2— OpenOffice.org Calc

Cach 2: Nhay kép chudt 1én biéu twong ctia phan mém Cale néu
nhu nhin thdy né bat ky & chd ndo trén man hinh nén cia Windows, v.v..

Cach 3: Néu mubén méd nhanh mot tép van ban vura soan thao gﬁn
day nhat trén may tinh dang lam viéc, c6 thé chon Start — Documents,
chon tén bang tinh (Calc) can mo. Khi d6 Calc s& khdi dong va mo ngay
bang tinh vira chi dinh.

1.2 Man hinh lam viéc cia Calc

Sau khi khéi dong, man hinh 1am viéc cua Cale c6 dang nhu sau:

i Untitled1 - OpenOffice.org Calc Q@El

File Edit Wew Insert Format Tools Data Window Help
»

‘B H= BESR V=& BR-¢ - &N o
Pl [ v|[lo ¥ B U ==== B % ss g om &= D
a1 A f[x]Z=|

» A | B | c | Dg | E | F | G H o~
3 A r\(’ \/

— - Nifchol il Tén Cot

4 b bang tinh

[ 5 | !

&

Hop téa (BC)

4

w [~

‘ =

/ S$6 TThang Mée dién

Niit chuyén téi bang tinh
Bang tinh hién thoi

=]

Y

(X}

=}

s

«

1\ sheett < el |

Shest 13 Default 100%. STD @ Sum=0

Hinh 1. Man hinh chinh cua OpenOffice.org Calc
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- Thanh tiéu d¢ (Title bar): & dong trén ciing ctia man hinh, khi méi
khéi dong Calc tai day ghi Untitled1 -OpenOffice.org Calc, khi ta dat tén
cho bang tinh, tén nay kém theo phdn mé rong .ODS sé& thay thé tur
Untitled1.

- Cac thanh Menu, Cong cu, Dinh dang, giéng nhu trong phin mém
Writer. Phan 16n biéu tuong trén cac thanh nay cé cong dung ¥ nghia
nhu trong Writer.

- Thanh cong thtrc: La dong thir 5 ciia man hinh hién thi toa do (dia
chi hoac 6 tén) 6, nit huy bo, nut lya chon, ndi dung dir li¢u trong 6 hién
tai (6 c6 khung vién chung quanh).

- Thanh trang thai (Status bar): La dong cudi cung hién thi cac ché
do hoat dong cua Calc.

- Thanh thé tén bang tinh (Sheet bar): La thanh ndm ngay trén thanh
trang thai, hién thi tén cta cac bang tinh.

- Cot (Column): La tap hop cac 6 trong bang tinh theo chiéu doc
dugc danh thir ty bang chit cai (tir trai sang phai bat dau tir A, B, C ...
AA, AB dén 1V, téng s6 ¢o 256 coOt). Ngoai cung bén trai 1a nit chon
(danh dau khéi) toan bo bang tinh.

- Hang (Row): La tap hop cac 6 trong bang tinh theo chiéu ngang
duoc danh thir ty bang s tir 1 dén 16.384

- O (Cell): La giao cua mot cdt va mot hang. Dia chi cia 6 dugc xac
dinh bé’mg cOt trude, hang sau, vi du C4, A23.

- O hién tai: La 6 c6 khung vién chung quanh v6i mot cham vuong
nho ¢ goc dudi (Mbe dién) hay con goi 1a Con trd 6 (sau nay goi 1a con
tro). Toa dd cua 6 nay dugc hién thi trén thanh cong thue.

1.3 Thoat khéi giao dién Calc

Khi khong mudn 1am vi¢c véi Calc nira, ban c6 thé thuc hién theo
mat trong cac céach sau:

- M6 Menu File — Exit fodc nhan t6 hop phim tit Alt + F4.
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Chuong 02
CAC THAO TAC VOI BANG TiNH

2.1 Tao m¢t bang tinh méi

Lam viéc véi Calc 1a 1am viée trén cac bang tinh. Mdi bang tinh
phai dugc luu 1én dia voi mot tép tin cd6 phan mé rong .ODS. Thong
thuong sau khi khoi dong Calc, mot man hinh tréng xuét hién. D6 cling
la bang tinh méi ma Calc tg dong tao ra. Tuy nhién dé tao mot tai licu
m&i, ban co thé sir dung mot trong cac cach sau:

- M& muc chon File — New..;

hoac

- Nhin nGt Newi- trén thanh cong cu Standard;

hoac

- Nhén t6 hop phim tit Ctrl + N.
2.2 Lwu béang tinh lén dia

Thuong thi céac tép tai li¢u cuia ban s€ dugc luu vao thu muc C:\My
Documents trén dia cimg. Tuy nhién, ban co thé thay dbi lai thong sb
nay khi lam viéc véi Calc.

Pé luu bang tinh dang lam viéc 1én dia, ban c6 thé chon mdt trong
cac cach sau:

- Mé& muc chon File — Save..;

hoac

- Nhan nat SaveH trén thanh cong cu Standard;

hoac

- Nhén t6 hop phim tat Ctrl + S.

S€ ¢o6 hai kha nang xay ra:

Néu day 1a bang tinh méi, hop thoai Save As xuat hién, cho phép
luu bang tinh nay bdi mat tép tin mai:
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Save As @@
Save i |L,:'| My Docurments j &5 Ef-
N ) Adobe
\Aﬁ I3y eBooks
by Fecent dMy Music
Documents .ﬂMy Pictures
I |picture
I Snaglt Catalog
Desktop [-:q Thang =
by Documents
-
iy Computer
:
My Metwork  File name: |ten file j Save |
Places
Save as hwpe: |ElpenDoc:umenl Spreadzhest [odz) j Cancel
[v Automatic file name extension
[ Save with pazzward
-

Hinh 2. Hop thoai Save As

Hay xac dinh thu muc (Folder) noi s& chtra tép tin mdi nay rdi go
tén t&€p tin vao muc File name (vi du: tén file roi nhin nat Save dé két
thiic viéc ghi ndi dung tai li¢u).

Néu bang tinh cua ban da dugc luu vao mdt t€p, khi ra I¢énh cAt tat
ca nhirng su thay ddi trén tai liéu s& duogc ghi lai 1én dia.

Chu y: Ban nén thuc hién thao tac ghi tai liéu thuong xuyén trong
khi soan tai liéu, dé tranh mat dir liéu khi gap cac su c6 mat dién, hay
nhitng truc trdac cua may tinh.

2.3 Mé tai liéu da ton tai trén dia
Béang tinh sau khi da thyc hi¢n trén Calc dugc luu trén dia dudi

dang tép tin c6 phan mé rong 1a .ODS. Pé mé mot bang tinh di co trén
dia, ban c6 thé chon mot trong cac cach sau dau:

- M& muc chon File — Open %odc nhan t6 hop phim tit Ctrl+O.
Hop thoai Open xuit hién:
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Leakin: [|L) My Documerts ~| &« ® ek E-
: ) Adobe
h_h) My eBooks
My Recent _.ﬁrrh-' usic
Documents. | iy pictures
Lﬁ picture
r_JSnagJ: Catalog
Deskiop 5 Thang 3
[ trinh dien
S
[ writer
My Documents
58
My Compides
o
My Matwork,
Flaces File name: [Thang 3 =l Open I
Files of type: [ A8 Res 1.4) | Cancel
Wersion: |l:u||¢nt VErsion Ll
™ Read-only

Hinh 3. Hop thoai Open

Tim dén thu muc noi chira bang tinh can mo trén dia, chon tép tai
liéu, cuoi cung nhan nat Open dé tiép tuc. Tép tai liéu s€ dugc mo ra trén
man hinh Calc.

2.4 Dong bang tinh

Trude khi chuyén sang bang tinh khac hoic muébn lam viéc véi
bang tinh khéc, phai luu bang tinh 1én dia sau d6 mdi dong n6 bang cach
chon File — Close.

2.5 Chén thém mot bang tinh

Chon Insert — Sheet, hodc bam chudt phai Ién thanh thé tén bang
tinh chon Insert Sheet.

2.6 X6a mot bang tinh

Chon Edit — Sheet — Delete, hodc bam chuot phai 1én thanh thé
tén bang tinh chon Delete Sheet.
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2.7 Poi tén bang tinh

Chon Format — Sheet — Rename, hodc bam chuét phai 1én thanh
thé tén bang tinh chon Rename Sheet

2.8 Sao chép/ di chuyén mét bang tinh

TP
Insert before
Sheet

Sheet3
Sheetz
- move to end position -

[ copy

Hinh 4. Hop thogi Move/Copy Sheet

Bam chudt phai 1én tén bang tinh can sao chép/ di chuyén trén
thanh thé té€n bang tinh chon Move/Copy Sheet hop thoai Move/Copy
Sheet xuét hién

Chon vi tri can di chuyén/copy dén nhan OK dé hoan tat.
2.9 An va hién lai mot bang tinh

- Pé an bang tinh Format — Sheet — Hide dé an bang tinh

- Pé hién lai bang tinh chon Format — Sheet — Unbhide.
2.10 Bio vé bang tinh

Dé béao vé bang tinh cua ban khéi sy truy nhap cua nguoi khac chon
Tools — Protect Document

Protect Document

Passwiord | e — |
Confirm | rem— | Cancel
Help

Hinh 5. Hop thoai Protech Document

10
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- Chon Sheet dé bao vé bang tinh, chon Document dé bao vé tap
bang tinh, hop thoai sau xuét hién

Néu can thiét go mat khau vao ving Password, 2 1an g giong nhau
va phan biét chir hoa v&i chir thuong.

Unprotect sheet

Hinh 6. Hop thoai Unprotech sheet

Pé bo tinh trang bao vé: Chon Tools — Protection, chon Sheet néu
ban bao v¢ bang tinh, Document néu bao vé tap bang tinh. HOp thoai sau
xuét hién

Go lai mat khau da thiét 1ap, An OK dé hoan tat viéc hay bo bao

Dé bao vé khong cho nguoi khac mo file Cale ciia ban lam nhu sau:
Chon File — Save As hdp thoai Save As xuét hién

Dénh dau vao 6 Save with password

Save As

@)
Save jn. ‘Lﬂ Desklop L! ol 2
: My Documents
E6) f My Computer
MpRecent  Wdmy Network Places
Documents [, ds can theo doi.ods
Desktop
My Documents
59
My Computer
b | < ==
y Networ File name: &t 2ave
Places Panl
Save as type: flll 1_ adsheet (ods) i Cancel
dau vao r
e extension
¥ Save with password
-

Hinh 7. Hop thogi Save As

11
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Bim Save, hop thoai Enter Password xudt hién

Enter Password

Ok
Password Aottt

g Cancel
Canfirm R |

Help

Hinh 8. Hop thoai Enter Password
G mat khau vao ving Password, 2 1an gd giéng nhau va phan biét
chir hoa véi chit thuong.
2.11 Chon nhiéu bang tinh
- Lién ké&: Bam chudt vao thé tén dau, giir Shift trong khi bdm chudt
vao thé tén cudi
- Cach nhau: Giir Ctrl trong khi 1an luot bAm chudt vao cac thé tén

- Pé bo viéc chon mot bang tinh nao do: gitr Ctrl trong khi bam
chuot vao thé tén cia bang tinh do.

12
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Chuong 03
XU LY DU LIEU TRONG BANG TiNH
3.1 Céc kiéu dir liéu
Trong mot 6 chi co thé chira mot kiéu dir liéu, kiéu dit liéu cua 6
phu thudc vao ky tu dau tién g0 vao. Céc kiéu dir lidu trong mét 6 dugc
tao ra nhu sau:

3.1.1 Dang chuéi (Text)
- Bt dau boi cac chir cai a dén z hodc A dén Z

- Nhitng dir li¢u dang chudi nhu sb nha, sb dién thoai, ma s6 ... khi
nhap vao phai bit ddu bang dau nhay don (') va khong c6 gia tri tinh
toan.

- Theo mic dinh, dit liéu dang chudi dugc cin sang trai 6.
3.1.2 Dang sé (Number)
Bit dau boi: - Cac s6 tir 0 dén 9

- Cac dau +, -, *, (, $ (hodc mot dau don vi tién té khac tuy
thudc vao vi¢c dat cac thong so quoc teé cua Windows)

- Theo mac dinh, dir liéu dang s6 duoc can sang phai 0.
3.1.3 Dang cong thirc (Formulas)
Bit dau bai ddu = sau khi 4n Enter cong thirc nhap vao chi thé hién
trén thanh cong thurc con két qua dugce thé hién trong 6.
Néu thdy Co thé 1a do:
HiHH Cot qué hep
Err:503  Chia cho 0, sai vé kiéu cuia toan hang

#NAME? Thyc hién phép tinh v6i mot bién khong xac dinh (tén
khong gin v6i mot 6 hay ving nao ca)

#N/A Tham chiéu dén 6 rong hoic khéng c6 trong danh sach

13
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3.1.4 Dang ngay (Date), gio (Time)
Trong cach trinh bay dudi day:
DD 14 2 con s6 chi ngay
MM 14 2 con s6 chi thang
YY 14 2 con s6 chi nim

Nhép theo dang MM/DD/YY hoac DD/MM/YY tuy thudc vao viéc
dat cac thong s6 qubc té cua Windows, vi du néu dat thong sd quoc té
kiéu Phap, ta g& vao 27/03/07, trudng hop dung kiéu My (ngdm dinh) ta
g0 vao 03/27/07. Khi nhép sai dang thirc, Calc tu dong chuyén sang dang
chudi (cin sang trdi 6) va ta khong thé dung kicu dir lidu nay dé tinh
toan.

3.2 Cac toan tir trong cong thirc

3.2.1 Todn tir s6

Phép toan Vidu
+ cOng 10+5=15
- trur 10-5=5

* nhan 10*50 = 500
/ chia 90/3 =30

A iy thira 372=9

%phan trim  50%*600 = 300

Thir ty wu tién cta cic phép toan nhu sau: lity thira trude roi dén
nhan chia va sau cing méi dén cong trir. Cac phép toan ¢ cling muirc wu
tién (nhu nhan chia hodc cong trir) thyc hién tir trai sang phai. Mudn thay
doi thr tu wu tién, dung cac cap diu ngodc tron, todn tir trong cdp ngoac
& sau nhat s& duge thuc hién trude.

14
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3.2.2 Todn tir chudi
&  Noi chudi.
Vi du: “Tin”&“Hoc”. Két qua thu duoc la: TinHoc

3.2.3 Toan tir so sanh

> Lén hon

< Nho hon

>= Lén hon hodc bang
<= Nho hon hodc bang
<> Khac

Céc toan tir so sanh cho két qua 1a True (Ptng) hodc False (Sai).
3.3 Nhap dir liéu
3.3.1 Dit liéu bat ky

- Pua con tré vé 6 can thiét

- Nhép dir thi€u theo loai dang thirc

- Pé két thic viéc nhép dir li¢u, lam theo mot trong cac cach sau:

+ An phim Enter, con tr6 6 s& xudng 6 dudi

+ An mét phim miii tén dé dua con tro sang 0 can thiét, vi du 4n
phim — s€ dua con tré sang 6 bén phai.

+ Tro chudt vao 6 can t6i, bAm chudt trai.
3.3.2 Dit liéu trong cdc o6 tudn theo mot quy ludt

Chudi s6 v6i budc nhay 14 1:

- Pua con tré vé 6 dau tién cta mién, g0 vao s6 bat dau, vi du dé
danh 6 tht tw cho mot sb 6 bat dau tir 1, ta g0 1.

- Tro chudt vao moc dién cho xuat hién dau + mau den, gitr phim
Ctrl trong khi kéo va tha chudt tai 6 cudi cia mién (tir day vé sau ta goi
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thao tac nay la dién tu dong (AutoFill)). Két qua ta dugc mot chudi sb 1,
2,3 ..

Chudi s6 voi budc nhay bat ky:

- Pua con tré vé 6 dau tién ctia mién, g0 vao s6 bét dau, vi du dé co
chudi s6 chin ta gd 2 vao mot 6 nao do.

- V& 6 duéi (hodc 6 bén phai) ciia mién, gd vao sb tiép theo, vi du
ta gd sb 4.

- Panh dau khéi 2 6 nay, tré chudt vao mdc dién cho xuat hién dau
+ mau den, kéo va tha chuot tai 6 cudi ciia mién.

A | B |

1 2

Kéo dau + va tha tai 6 0 __,,3-—-—/‘+
A7, ta sé dudc chuoi '______,_._-—-"

sd 2,4.6,8,10,12,14 tai
mién A1:A7

I3

e A=l RO

Chuoi ngay thang tang:
- Pua con tré vé 6 dau tién cua mién, go vao ngay thang nam bat
dau.

- Tro chudt vao moc dién cho xuat hi¢n dau +, bam gilr nat phai,
kéo tha tai 6 cudi mién.

Fill Series X

Direction Series bype Time unik
® Down! O Linear O Day
O ©oas Ot

() AutoFil ) Year

Start value 10/19/2006

End value

Increment 1

Hinh 9. Hop thoai Fill Series
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- Chon Menu Edit — Fill — Series hop thoai Series xuét hién.
Trong phan Time unit chon:
Day: Dé ting 1 ngay (vi du 28/03/2007, 29/03/2007, 30/03/2007)

Month: Dé ting 1 thang (vi du 28/03/2007, 28/04/2007,
28/05/2007)

Year: Pé tang 1 ndm (vi du 28/03/2007, 28/03/2008, 28/03/2009)
Dién mot danh sach tu tao:

Néu danh sach nay chua c6 thi ta phai tao bang cach

Options - OpenOffice.org Calc - Sort Lists

OpenOffice.arg

H .
Load/Save Lists Ertries
Language Settings Sun, Man, Tue, Wed, Thu, Fri, 3at ThiT hai W e
B OpenOffice.org Cale Sunday,Monday, Tuesday, Wednesdz) | Thir ba
G_eneral Jan,Feb,Mar,&pr, May, Jun, Jul, Aug, S ThL:F o
g:l?ulate January,February,March, &pril, May, 2 TEU nam
ot Liste an tém,chi hoa,bé aﬁng,écan Lﬂ Egu
Changes Thit hai, Thir ba, Ther Tur, Thir ném, Th ¥

Grid

Print
OpenOffice.org Base
Charts
Internet

HEE

w
Copy list From $5heet 1. 4F$17:6F 422
[ Ok ] [ Cancel ] [ Help ] [ Back ]

Hinh 10. Hop thoai Options — OpenOlffice.org Calc — Sort Lists

- Chon menu Tools — Option nhu hinh sau:

Trong khung Entries 1an lugt nhap cac gia tri cho danh sach, hét
mdi gia tri bAm Enter dé xudng dong.

- Bam OK
- Bé sir dung:
- Nhap mot gia tri ¢6 trong danh sach ty tao vao 6 dau

- bién ty dong tdi 6 cudi mién nhu phan trén
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3.3.3 Dit liéu kiéu cong thirc

- Phai bét dau bsi dau =

- Khi can lay s6 liéu ¢ 6 ndo nhdy chudt vao 6 d6 hodc gb vao dia
chi o

Vi du: Dé tinh lwong theo cong thirc Luong: Luong = S6 ngay cong
x Luong/ ngay ta lam theo cac budce sau:

Budc 1: Go vao ddu =

Budc 2: Trd chudt vao 6 C2, bAm trai chudt (hoac go C2)

Budc 4: G dau *

Budc 5: Tro chudt vao 6 D2, bam trai chudt (hodc gd D2). Tai 6 E2
va thanh cong thirc xuat hi¢n =C2*D2

Budc 6: An Enter

Pé tinh luong cho nhitng ngudi con lai, dua con tréd vé o E2, dién tu
dong cho téi 6 E7

- Tinh tong lwong va ghi vio 6 ES8:

Pua con tro vé 6 E8

Go vao dau = tré chudt vao biéu twong ¥ (Sum), nhay dup. Néu
nguoi dung ban phim, gd vao cong thire = SUM(E2:E7)

- Tinh ty 1 phan trim Luong cta timg nguoi so v6i Tong luong:

Budc 1: Pua con tro vé 6 F2

Budc 2: G6 vao dau =, dung chuot chon 6 E2 (hoac gd E2), go
dau/, nhay chudt vao 6 E8 (hoac go E8), nhan Enter

Bude 3: Dé tinh Ty 1é cho nhimg nguoi con lai, dua con tro vé
0/F2, sao chép cong thirc tinh bang cach dién tu dong cho t61 6 F7.

Tai cac 6 F3 dén F7 xuét hién Err:503 (Chia cho 0). Khi dua con tro
vé 0 F3, ta thay trén thanh cong thic ghi E3/E9, Calc da lay so ¢ 6 bén
trai (E3) chia cho s6 ¢ cach d6 6 6 (E9), ... tiic 1a su dung dia chi tuong
doi. Bé bao cho Calc lay lan lugt céc so tir E2 dén E7 chia cho s6 ¢6 dinh
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& 6 E8 (6 nay 1a dia chi tuyét dbi), ta lam nhu sau:

Pua con tré 6 vé 6 F2, nhay dup chudt, sau d6 dua con trdé ban
phim vé ngay truéc ky hiéu E8, badm phim Shift + F4, diu $ dugc dién
vao trude va gitta ky hiéu do, an Enter rdi copy cong thirc ndy xudng 6
F7.

Panh diu khéi cac 6 tir F2 dén F7, chon biéu tuong % trén thanh
dinh dang, Calc d6i ra dang phan trim va dién du % cho cac s6. Dé lay
chinh xac hon, ta chon cic 6 nay rdi chon biéu twong Add Decimal
Place, mdi lan 4n chudt tai biéu tugng nay, cac con ) nay lai dugc tang
thém mot sd thap phan.

Sau khi tinh toan ta co

A | B | C | D | E | F |
1 [STT  [Tén 5S40 ngay cdng Lwong/ngay  Luang Ti 18

- 1Tam 25 a0 1250 18.13%
- 2 Thiy 24 45 1080 15.66%
4 | 3 Thanh 26 60 1860 22 63%
- 4%én 25 45 1125 16.32%
- 5 AN 24 35 240 12.18%
7 B Mgoc 26 40 1040 15.058%
8 |Cdng B354

3.3.4 Cong thurc mang

Ngoai viéc cong thirc cong thirc twong d6i nhu trén, Calc con cung
cap mot phuong ti€én nhé gon hon, d6 1a mang (array)

Mang duge dung khi ta gip phai mot lugng tinh toan nhiéu va phirc
tap trén mot vi tri nhd hep, hodc dung dé thay thé cac cong thirc can 1ap
di 1ap lai nhiéu lan, mang gitp tiét kiém dugc by nhd (thay vi phai co
100 cong thirc sao chép vao 100 6, chi can mQt cong thirc mang 1a du).

- Nhép cong thirc mang (array formula):

Budc 1: V& 6 dau tién can thiét can nhap cong thirc mang

Budce 2: Khac véi cong thic tuwong ddi (trong vi du trén 1a =
C2*D2), & day phai lap toan bd day 6 la: = C2:C7*D2:D7.

Budc 3: Khi két thac phai 4n Ctrl + Shift + Enter (giit dong thoi 2
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phim Ctrl va Shift trong khi 4n Enter). Calc sé& ty sinh két qua & cac 6
tuong ung.

- Stta mot cong thirc mang;:

Calc khong cung cip chirc ning sira mot cong thirc méang.
3.4 Stra, x6a dir liéu
3.4.1 Xoa

- Pua con tro 6 vé 6 hodc chon mién can thiét

- Bam Delete

3.4.2 Sua

Lam theo mot trong hai cach sau:

- Nhay dap chudt tai 6 (hodc nhan phim F2), ndi dung ciia 6 xuat
hién tai 6 d6 va tai thanh cong thirc, dua con tro vé chd can thiét va sira.
Ta nén bAm chudt tai thanh cong thirc va sua tai do, sura xong 4n Enter dé
ghi lai, nguoc lai 4n ESC dé hiuy bo moi stra doi.

- Nhap dir liéu méi cho 6 d6, sau d6 nhan phim Enter.
3.5 Cic thao tac véi khoi

Khéi 1a mot mién chir nhat trén bang tinh.
3.5.1 Pdanh ddu (chon) khoi

- Tro chudt vao mot goc ciia khodi, bam nut trai dong thoi kéo chudt
vé goc d6i dién theo duong chéo.

hoac

- Pua con tré 6 vé mot goc cua khoi, gitt phim Shift dong thot s
dung cac phim miii t€n d€ dua con tré 6 vé goc doi dién theo dudng
chéo.

Céc phuong phap dac biét.

+ Khoi la mot mién lién tuc:
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Chon khdi bat ky: Pua con tré 6 vé goc trai trén ciia khoi, giit phim
Shift dong thoi 4n nut trai chudt tai 6 & goc phai dudi cia né.

Chon mdt cot: An nut trai chudt tai tén cot d6 (cac chir A, B,...),
hodc 4n Ctrl + dau céch.

Chon mot hang: An nut trai chuot tai sé tht tu cua hang d6 (céac s0
1, 2,...) hodc 4n Shift + dau cach.

Chon toan b bang tinh: An nut trai tai nat chon toan bo bang tinh
(bén trai cot A phia trén hang 1) hodc 4n t6 hop phim Ctrl + A.

+ Chon cac 6 roi rac: Pua con trd toi 6 dau dinh chon, giit phim
Ctrl va bAm nat trai chudt tai cac 6 dinh chon tiép theo.

+ Khéi 1a cac mién roi rac: Chon vung dau, gitr Ctrl, bam nut trai
va ré chudt tai cac mién khac.
3.5.2 Copy, xoa, dan khéi dung bo nho dém.

(Thwong ding khi mién dich va mién nguon cach nhau hodc dé dan
mét khoi vao nhiéu ché khdc nhaw).

Trudc khi thye hién cac thao tac sau, ta phai chon khdi can thiét.

Copy: Chon biéu twong Copy, nhan Ctrl + C, hodc chon Edit —
Copy

X6a: Chon biéu tugng Cut, hodc nhin Delete.

+ Lay khdi tir bd nhé dém ra dan vao bang tinh

- Pua con tré 6 téi goc trai trén ciia mién dich

- Chon biéu tuong Paste, hoac 4n Ctrl + V, hodc chon muc Edit —
Paste.
3.6 Xir ly 0, cot, hang trong bang tinh
3.6.1 Thay déi kich thuée cot, hang

Mot cot / mdt hang

- Cot: Tro chudt vao vach dung ¢ bén phai cot tén cdt sao cho Xuét
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hién -H-, kéo va tha vach do6 tai vi tri moi.
- Hang: Tro chudt vao vach ngang dudi sd thtr ty hang sao cho xuét
hién =, kéo va tha vach d6 tai vi tri méi.
Nhiéu cot/nhiéu hang
- Cot:
- Chon mot sb 6 cta cac cot
- Format — Colum — Width
- GO vao do rong mai cho cac cot.
- B4m OK hoic Enter
- Hang:
- Chon mot sb 6 cta hang
- Format — Row — Height
- Gd vao chiéu cao mai cho cac hang
- Bdm OK hoic Enter
3.6.2 Chen thém cot, hang, o
Cheén cot:

- Chon khoi 1a tén cac cot (cac chir A, B,...) tai vi tri can chén, can
thém bao nhi€u cot ta chon bay nhiéu.

- Chon Insert — Columns. Calc s& chén thém céc cot trong va day
cac cdt dugc chon sang phai.

Chen hang:
- Chon khdi 13 s6 tht tu cua hang (cac s6 1, 2,...) tai vi tri can chén,
can thém bao nhiéu hang ta chon bay nhiéu.

- Chon Insert — Row. Calc s& chén thém céc hang trong va day cac
hang duoc chon xudng dudi.

Chén 0:

- Chon khoi 1a cac 6 tai vi tri can chén, can thém bao nhiéu 6 ta
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chon bay nhiéu.

- Chon Insert — Cells, xut hién hdp thoai Insert Cells

Insert Cells E'
Selection =
() shitt cells down; L_ox |
(1 shift cells right
) Entire column

Hinh 11. Hop thoai Insert Cells

Chon: bé
- Shift Cells Right Day cac 6 dugc chon sang phai
- Shift Cells Down Déy cac 6 duoc chon xuéng dudi
- An OK hodic Enter Thuc hién 1énh

3.6.3 Xoa cot, hang, 6

Xoa cot:

- Chon khdi 14 tén céc cot (cac chir A, B, ...) tai vi tri can x0a, can
x0a bao nhiéu cot ta chon béy nhiéu.

- An Delete.

Xo6a hang:

- Chon khéi 1a sb thir tu céc hang (céac s6 1, 2, ...) tai vi tri can x0a,
can x6a bao nhiéu hang ta chon bay nhiéu.

- An Delete.

Xoa 0:

- Chon khoi cac 0 can xo0a.
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Delete Contents §|

Selection

Strings
Murmbers
Date & time

Eormulas

Motes

|:| Formats

[] chjects

Hinh 12. Hop thogi Delete Contents

- An Delete hop thoai sau xuat hién

Chon cac ndi1 dung ban can x6a & day, Bam OK hoic Enter dé thuc
hién x0a.
3.6.4 Chuyén hang thanh cét va nguoc lai

Gia sir can chuyén dir liéu dang dugc xép thanh cot trong cac 6
A2:A6 thanh hang tai cac 6 C3:F3, ta lam nhu sau:

- Chon cac 6 mudn doi cho hay con goi la mién nguon (A2:A6)
E | F | G |

A | B | c | D

STT

Tén STT Tén Toan
Toan

Tin

Anh

=1

] Anh

- Chon biéu tuong Copy hodc Ctrl + C
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Paste Special E|
Selection Qperations =
Paste all ) Nare ok ]
O add
(7 Mulkiply
() Divide

Panh diu vao

Shift cells
o emply cells %) Don't shift
Transpose ) Down
[ Link ) Right

Hinh 13. Hop thogi Paste Special

- Pua con tré vé 6 dau tién ctia miéng dan (C3)

- Chon Edit — Past Special hop thoai sau xuét hién

Trong muc Options danh d4u chon Transpose, bam OK hoic Enter
dé két thuc.

Chu y: Mién nguon va mién dan khoéng dugc giao nhau (khong
duoc cd 6 chung)
3.6.5 An/ hién cét, hang

Pé tién cho thao tac, trén cac bang tinh, nhét 13 cac bang tinh 16n,
ngudi ta thuong cho an cac cot (hodc hang) khong can thiét. Khi nao can
lai cho chung hién tr¢ lai. Cach lam nhu sau:

- Chon céc cot (hodc cac hang) can an di

- Chon Format — Columns (hodc Row)

- Chon Hide.

Tai vi tri cac ¢Ot (hodac cac hang) lién ké véi chung. Vi du can cho
cac cot C, D, E hién tr¢ lai, ta chon céc cdt diing ngay trudc va sau
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chung: B, F; can cho cac hang 4, 5, 6 hién trd lai, ta chon céc hang &
ngay trén va ngay dudi chung: 3,7.

- Chon Format — Columns (hodc Row)

- Chon Show
3.6.6 C6 dinh cét, hang tiéu dé

O cac bang tinh 16n, khi cudn xem hodc nhap dir liéu ¢ phﬁn duoi
thi khong con thiy tiéu dé cot cua ching & hang trén cung, do d6 rat dé
bi nham 1an gitra cdt no va cdt kia. Tuong ty nhu vay, khi cuon xem hodc
nhép dir liéu ¢ bén phai thi khong con théy cac cot trai nht (nhu céac cot
Ho Tén, Mat hang,...), rat dé bi nham lan hang n¢ véi hang kia, Calc giup
ta cb dinh cot, hang tiéu dé, cach lam nhu sau:

- Pua con tré vé 6 chuan dé c¢6 dinh. O nay phai nam ngay dudi
hang va ngay bén phai cit can c¢6 dinh. Vi du, can cb dinh cac cot A, B
va cac hang 1, 2, ta dua con tro vé 6 C3.

- Chon Window — Freeze. Tai 6 chuan xuét hién 2 duong ké doc
va ngang.

- Pé hity bo viéc ¢d dinh cot, hang tiéu d¢, chon Window —
Freeze.

3.7 Pinh dang dir li¢u
3.7.1 Dinh dang ky tw
- Chon mién dit liéu can dinh dang, sau d6

Dung chuot

dod | Arial vl[o ~ B J U & -A-
Font Font Size Colr  Eont Color

- Chon mdt kiéu chit tir hop Font
- Chon mot c& chit tir hop Size

- Chon Bold dé (hodc bd) in dam, chon Italic dé (hodc bd) in
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nghiéng, chon Underline dé (hoic bo) gach chan.
- Chon Color dé dit mau nén.
- Chon Font Color dé dat mau chi.
Dung Menu (dé c¢6 thé chon nhiéu muc dong thoi)
- Chon Format — Cells hop thoai Format Cells xudt hién
- Chon mot cd chit tir hp Size.

Format Cells

X

Mumbers |Funt |F|:|nt Effects | mlignment | Borders | Background || Cell Protection

Font Typeface

Times MNew Roman

Times Mew F.oman

Tw Cen MT Condensed

Tw Cen MT Condensed Extra Bold
Wardam

Language

%5 English (LIS5A) vl|

Nauvén Heoc Bay

The same font will be used on both wour prinker and your screen.

[ (04 H Cancel ” Help ” Reset

Hinh 14. Hop thoai Format Cells - Font

- Trong Font Style chon Italic dé in nghiéng, chon Bold dé in dam, chon
Bold Italic dé in vira nghiéng vira ddm, chon Regular dé ky tu trd lai binh
thuong.

Dung ban phim

Dung t6 hop phim bé

Ctrl + B In dam
Ctrl +1 In nghiéng
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Ctrl + U Pé gach chan
3.7.2 Dinh dang 56

- Chon mién dit liéu can dinh dang, sau d6 chon céc biéu tuong
tuong Gng trén thanh dinh dang.

S Dung biéu tuong Poi thanh
123 b Dién dau tién té $123.00
0.156 % nhan véi 100 va dién dau % 15.6%
12.345 i 1y thém mét s6 thap phan 12.3450
12.345 Giam di mot s thap phan 12.34

3.7.3 Canh bién (dong hang)
- Chon vung dir liéu can canh bién

Dung biéu twong (chi can duge theo chiéu ngang)

= _l,_Can mot tiéu
/' .,f c,fuiphm '\ de ve giita
a1l g1

3 Can déu 2 bén

Vi du: Dé 6 tiéu dé nhu dudi ddy ta lam nhu sau:

A [ B [ c [ o | E | F [ g
Higp hdi cac doanh ng'hiép‘\rtra&nhﬁ Tp.Ha ndi Cidng hoa xa hdi chd nghia Vit Nam
Cdng ty Cd phan MISA Bidc 1dp — ty do — hanh phic

S S E—

L= A I N T O

Tai 6 Al go: Hi€p hoi cac doanh nghi¢p vira&nhd Tp.Ha ndi
Chon mién Al:D1 chon biéu tuongif va can gitta

Tai 6 A2 g&: Cong ty C6 phan MISA

Chon mién A2:D2 chon biéu tuongfH va cian giita

Tai 6 E1 go: Cong hoa xa hoi chu nghia Viét Nam
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Chon mién E1:G1 chon biéu twongif va cin giita
Tai 6 E2 go: Bdc 1ap — tu do — hanh phuc
Chon mién E2:G2 chon biéu tuongf va can gitra
Dung Menu: cin dugc ca theo chiéu ngang va chiéu doc
Format Cells 3

Mumbers | Font | Font Effects |Alignment |Borders || Background | Cell Pratection

Text alignment

Horizonkal Werkical
Default L opk Default ~
Texk arientation
Degrees [] vertically stacked
iy .
- - i} =
— ABCD =
= & Reference edge

i e EI:I

Properties
[i#rap text automatically

[ shrink to it cell size

[ QI H Zancel ][ Help ][ Reset

Hinh 15. Hop thogi Format Cells - Alignment
- Chon Format — Cells. Hop thoai Format Cells xuét hién
- Chon thé Aligment
Céc thong s6 dong hang cua dir liéu trong 6 bao gom:
Horizontal: Dinh dang theo chiéu ngang
Indent: Do thut vao so véi 1é
Vertical: Pinh dang theo chiéu doc
Text orientation: Xoay dir li€u theo do trong 6 Degrees.

3.7.4 Ké khung

- Chon vung dir liéu can ké khung.
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- Chon biéu tuong Border trén thanh cong cu va chon tiép cac loai
duong ké can thiét
hoac

- Chon Format — Cells hop thoai sau xuét hién
Format Cells h @

Numbers | Font | Fork Effects | Alignment Borders | Background | Cell Protection

Lime arrangement Lire Spacing to contents
Default Style Left 1.0pt -
[ U e B i
| Ay | = B
User-defined el .
— 0.50pt Top 1.0pt -
1.00pt
2,50 pt Bottom 1.0t
— .00 pt 3 j',.rnthrnruze
Color
B Elack w
Shadows style
Position
Clogoo . ey

Lok J[ concel J[ tep ][ meset |

Hinh 16. Hop thoai Format Cells — Borders
- Chon thé Borders, chon kiéu duong ké trong khung Style, mau
cua duong ké trong 6 Color.

3.7.5 Té mau

Chon Format — Cells, chon thé Background dé t6 mau nén
3.7.6 Dinh dang tu dong

Calc ¢6 sian mot sd khudn mau duoc sur dung dé dinh dang. Cac
budc nhu sau:

- Chon vung dit liéu can dinh dang

- Chon Format — AutoFormat hdp thoai AutoFormat xuét hién
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AutoFormat

._ L3
Fﬁgﬂ_ ~ . . ——

i

Black 1

Black 2

Blue

Browm

Currency

Currency 3D

Currency Gray

Currency Lavender
Currency Turquoise M

Cancel

Help |

Formakting
[#] Humber Format Fank [#] Abgrenent
[#] Borders [#] pattern [#] AutoFit width and height

Hinh 17. Hop thoai AutoFormat

- Chon kiéu tao khudn trong danh sach Format
- Vung bén phai danh sach 12 mau cta khuon duge minh hoa trén
mot vi du gia dinh.

3.8 Dat tén cho 6

Pit tén cho 6 hay nhom 6 nham muc dich sau:

- Tén dé doc, d& nhé

- Khi d4 gan tén c6 thé tham chiéu t6i 6 hay nhom 6 bang tén.

- Viéc di chuyén vé mot 6 (hay mién) da duoc dat tén trd nén nhanh
choéng va thuan tién.

Tén phai bat dau boi chit cai hoic ddu (ndi dudi), \ (s6 chéo
nguoc), cb do dai nhiu nhét 1a 255 ky tu va khong duge chira ddu cach.
Pé dé doc, cac chit cai dau mdi tur trong tén nén viét hoa, vi du
TongLuong hay ndi cac tir bang dau _ (nbi dudi), vi du Bang Tra_Cuu.
Khong nén gb tiéng viét c6 dau trong tén.

3.8.1 Pat tén cho 6 hay nhém 6 bang tay

Sau khi chon 6 hay nhém 6 can dat tén 1am theo mot trong hai cach

sau:
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Cach 1:

- Nhay chuot tai hop tén trén thanh cong thirc, dia chi cua 6 doi
sang mau xanh.

- X6a dia chi d6 di, gd tén vao rdi an Enter
Cach 2:
- Chon muyc Insert — Names — Define (hodc Ctrl + F3)
- Trong khung Name g0 vao tén 6 hay nhom 0.
- Bdm OK hoic Enter
3.8.2 Bdt tén theo tiéu dé ciia cot hay hang (tw déng)
Céc budc nhu sau:
- Chon 6 hay nhom 6 can dit tén gém ca céc tiéu dé cot hodc hang.
- Chon Insert — Names — Create hop thoai Create Name xuat hién

- Y nghia cac muc trong hdp Create Name nhu sau:

Top Row: Lay 6 ¢ hang dau (ctia khéi da chon) 1am tén
Bottom Row: Lay 6 ¢ hang cudi (ctia khdi da chon) lam tén
Left Column: Lay 6 ¢ cot bén trai (ctia khdi da chon) 1am tén

Right Column: LAy 6 ¢ cot bén phai (ctia khdi da chon) lam tén
- BAm OK hoic Enter.
3.8.3 Dan tén vao cong thirc
Khi nhap hay stra cong thuc, thay vi dién vao dia chi cua 6 (hay
mién) da dugc dat tén, ta

- Nhay chudt vao hop tén trén thanh cong thirc, hodc chon muc
Insert — Names — Paste

- Chon tén can thiét tir danh sach roi OK
3.8.4 Vé nhanh mét é (hay mién) da dwoc ddit tén

C6 thé dua con troé vé nhanh mot 6 (hay mién) da duogc dit tén bﬁng
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cach sau:
Nhay chudt tai hop tén trén thanh cong thirc va chon tén can thiét tr
danh sach (hodc god dia chi cua 0).

3.8.5 Xoa tén

- Chon Insert — Names — Define

- Chon tén can x6a tir danh sach

- Chon Delete

- Chon OK
3.8.6 Chuy

- Néu muén ldy tén ctiia nhom 6 nay dé dit cho nhom 6 khac, trude
hét phai x6a tén no di.
3.9 Ghi chu cho 6

C6 thé thém phan ghi chu cho timg 6 riéng ré. Nhitng ghi cht nay
giup ta giai thich bang tinh cua minh mdt cach rd rang hon (tai sao lai
ding ham nay hay dat dia chi kia 1a tuyét ddi v.v..).
3.9.1 Tao ghi chu

- V& 6 can tao ghi chi

- Chon Insert — Note

- GO vao 101 ghi chu trong khung Text Note

- Enter dé dong hop thoai

Mot chdm vudng mau d6 ¢ goc phai trén ciia 6 chi ra rang 6 d6 da
duoc ghi chu.
3.9.2 Xem cac ghi chu

- Néu can xem ghi chu cia mot 6: chi viéc ra chudt vao 6 do, mot
khung vé6i ndi dung ghi cht xuat hién. Dé tit khung nay ta phai ra chudt
sang 0 khac.
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3.10 Bio vé o

Trong mot sb truong hop, dé giéi han quyén st dung ctia nguoi
khac, vi du: khéng cho ho stra doi mot sé 6 nay hay xem cong thirc & mot
s6 6 khac v.v.. hdy str dung tinh ning bao vé va che diu 6. Cach lam nhu
sau:

- Chon 6 hay nhém 6 can bao vé.

- Chon muc Format — Cells chon thé Cell Protection

- Trong hop thoai danh déu chon vao

Hide all: Pé che d4u khong cho xem tit ca

Protected: Pé béo vé 6

Hide formula: Dé che diu khong cho xem cong thirc

Hide when printing: Dé che ddu khong cho xem khi in ra.

Sau d6 can phai thiét 1ap bao vé bang tinh thi thiét 1ap trén méi co
tac dung.
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Chuong 04
HAM TRONG CALC

Ham (Function) dugc xem nhu 13 cic cong thirc dinh sdn nham
thuc hién céc tinh toan chuyén biét. Trén 6 thuc hi¢én ham s€ cho mdt gia
tr1 hodc mét thong bao 16i. Calc ¢6 trén 300 ham va dugc phan loai thanh
tung nhom.

4.1 Quy tic sir dung ham

- Cac ham c6 dang tong quat: TénHam(Céc tham bién). Vi du:

Ham cho két qua
TODAY() la ngay hién tai trong may 27/03/2007
(ham khéng can tham bién)
LEN(“MISA”) d6 dai cta chudi 1a 4 (ham 1 tham bién)

AVERAGE(A; B5; C6) 1a trung binh cong cac sb trong cic O
A1,B5,C6 (ham nhiéu tham bién)

- Tén ham c6 thé viét thudong hay viét hoa hodc vira viét thuong vira
hoa déu dugc.

- Céc bién c6 thé c6 hodc khong nhung phai dit trong hai ddu () va
cach nhau boi ddu phay, ddu chim phiy hodc mot ddu ngin cach nao
khac tiy theo cach dit cac thong sé qudc té. Trong mot ham cé thé chia
nhiéu nhat 30 tham bién nhung khong duoc vuot qua 255 ky tu.

- Trong ham khéng duge cé dau cach.

- Ham phai dugc bat dau boi diu = hodc ddu ctia mot phép tinh.
Truong hop ding mot ham dé 1am tham bién cho mot ham khac (ham
10ng nhau, nhiéu nhét 1a 7 mic) khong can viét dau = trude tén ham do.
Vi du: cac 6 Al, Bl chtra s do cac canh ciia tam giac vudng, khi do
cong thirc = SQRT(SUM(A172;B172)) gb tai 6 C1 cho s6 do canh
huyén.

O day SQRT la ham khai cin bac hai, SUM la ham tinh tong (binh
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phuong ctia 2 canh goc vudng), ta thiy trude ham nay khong co diu = vi
n6 dugc dung lam tham bién (ddi s6) cho ham SQRT.

4.2 Nhap ham vao bang tinh
C6 3 cach nhap ham vao bang tinh:
- GO vao tur ban phim
- Dung biéu tuong fw (Function Wizard)
- Dung Menu

D¢ nhap ham ta dua con tré vé 6 can nhdp réi chon mot trong 3
cach sau:

4.2.1 Go vao twr ban phim
- G6 déu =

- G6 vao tén ham, dau (; cac tham bién theo dung dang thirc quy
dinh, déu)

4.2.2 Diing biéu tirong Function Winzard.

Budc 1: Chon biéu twong fn trén thanh cong thirc. Xuét hién hop
thoai Function Winzard nhu sau:

Functions = Struchise Furction result

Category ABS ['%
M b ABS( Number )
Funchicn

.;.EER'TNET_ Abrsobute valus of a number.

ACCRINTM

005

AC05H

ACOT

ACOTH

ADDRESS

AMCRDEGRC

AMORLING

AND Formula Resul IE::SZQ
ARARIC

AREAS

ASIN

A5 w

[ array T [ mee>> ][ ox

Hinh 18. Hop thoai Function Wizard
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Y nghia ctia cac nhém ham trong khung Category nhu sau:
All : Tat ca cac ham
Financial : Ham tai chinh
Date&Time : Ham ngay va gio
Statistical ~ : Ham thong ké

Budc 2: Chon nhém ham nao trong khung Category. Khi di chuyén
thanh sang dén nhom nao, Calc s& liét ké cac ham ciia nhém d6 theo thir
tu chir cai trong khung Function.

Budc 3: Bam dip chudt chon ham trong khung Function hop thoai
xudt hién khung cac tham bién can nhap.

Function Wizard h El

Functions = Struckure 3 Furction result [0

Categoay Reaturns the sum of all arguments,

Mathematical L

F nismber §{required)

QUGTIENT 3 Burrber |, rumber 2, ... are | bo 30 arguments whoss botal i to be caloulated.
RADIANE

Eﬁ&m%su st

ROLIND T 2 E‘
:mp number 3 | &
v menber 4 %]
SIN

Son sl ==
SORTFI =5 WD A

SUBTOTAL

W

L] tyray [_“uﬂ:- ][ l:an:ed_][ << Qack . Ej

Hinh 19. Hop thoai Function Wizard da chon ham

Dién céc tham bién cua ham bang cach an nut chudt vao khung can
thiét, sau d6 nhdp tr ban phim hodc ré chudt trén mién dir li¢u. Truong
hop can goi ham khac chon ntit bén trai ctia khung.
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Budc 4: Chon OK, Calc tit hop thoai va ghi két qua ctia ham vao 6.
4.2.3 Dung Menu

- Chon muc Insert — Function. Xut hién hop thoai Function
Winzard

- Céc budc con lai gibng nhu khi nhap cong thirc bang biéu tuong.
4.3 Cac ham trong Calc
4.3.1 Ham ngay thang

Mot s6 luu v khi st dung ngdy thang va thoi gian trong Calc:

Calc hd tro tinh toan ngay thang cho Windows va Macintosh.
Windows dung h¢ ngay bat dau tir 1900. Macitosh dung hé ngay bat dau
tr 1904. Tai li¢u nay dugc dién giai theo hé ngay 1900 danh cho
Windows.

Hé théng ngay gio' Calc phu thudc vao thiét 1ap trong Regional
Options cua Control Panel. Mic dinh 1a hé thong cia My
"Thang/Ngay/Nam" (M/d/yyyy). Ban co thé stra lai thanh hé thong ngay
cia VN "Ngay/Thang/Nam" (dd/MM/yyyy).

Khi ban nhap mot gia tri ngay thang khong hop 1€ nd sé tr¢ thanh
mot chuoi van ban. Cong thirc tham chi€u td1 gid tr1 do s€ tra veé 1oi.

Tén ham Cong dung

DATE Tra vé chudi s6 tudn ty cua ngdy thang.

DATEVALUE Tra vé chudi s6 dai dién cho ngay tir chudi van
ban dai dién cho ngay thang.

DAY Tréa vé tht ty cla ngdy trong thang tir mot gia tri
kiéu ngay thang.

DAYS360 Tinh sé ngay giita 2 mbc ngay thang dya trén co
s& mot ndm c6 360 ngay.

EDATE Tra vé mdc thoi gian xdy ra trudc hodc sau moc
chi dinh
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EOMONTH

HOUR
MINUTE
MONTH

Tra vé ngay cudi cung cua thadng xdy ra trude
hoac sau moc chi dinh

Tra veé gio cua mat gia tri ki€u thoi gian.

Tra vé phuat cia mot gia tri kiéu thoi gian

Tra vé s6 thang cia mot gia tri kiéu ngay thang.

NETWORKDAYS Tra vé s6 ngay lam viéc trong mdc thoi gian dua

NOW
SECOND
TIME
TIMEVALUE

TODAY
WEEKDAY

WEEKNUM

WORKDAY

YEAR
YEARFRAC

4.3.2 Ham ky tu

ra sau khi trir di ngay nghi va ngay €.

Tra vé ngay gid hién tai trong hé thong cua ban.
Tra vé s gidy clia mot gia tri thoi gian.

Tra vé mot gid tri thoi gian tir chudi vin ban

Tra vé mot gia tri thoi gian tir mot chudi kiéu
thoi gian.

Tra vé ngay hién tai trong hé thong cta ban.

Tra vé sb tht ty cia ngdy trong tudn tir gia tri
ngay thang.

Tra vé s thir ty cla tuan trong nam tir gia tri
ngay thang.

Tra vé ngdy 1am viéc xay ra trudc hoic sau mbc
tho1i gian dua ra.

Tra vé s6 nim cta mot gia tri ngay thang.

Tra vé ti 1& ctia mot khoang thoi gian so véi
nam.

Bao gdm cac ham xur 1y chudi van ban nhu trich loc, tim kiém, thay

the, chuyén doi chudi van ban.

Tén ham

CHAR

Cong dung
Chuyén s6 thanh ky tu
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CLEAN
CODE

Xoa ky tu khong phu hop

Tra vé ma so cua ky tu dau tién

CONCATENATE Néi nhiéu chudi thanh mét chudi

DOLLAR Chuyén dinh dang s6 thanh tién t¢
EXACT So sanh hai chudi van ban

FIND Tim kiém mot chudi trong chudi khac
FIXED Chuyén mét sé sang dinh dang van ban
LEFT Trich bén trai mot chudi

LEN Tinh do dai mot chudi

LOWER Chuyén thanh chir thuong.

PROPER Chuyén ky tu ddu mdi tir thanh chir hoa
MID Trich chudi con tir mdt chudi
REPLACE Thay thé mot phan cta chudi.

RIGHT Trich bén phai mot chudi

REPT Lip lai mot chudi

SUBSTITUTE  Thay thé mot chudi x4c dinh

SEARCH Tim kiém mot chudi

TEXT Chuyén mot sb sang text.

T Kiém tra dit liéu kiéu text

TRIM X6a nhitng ky tu tring bén trong chudi.
UPPER Chuyén ky tu thudng thanh hoa.
VALUE Chuyén mét chudi thanh sb.

4.3.3 Ham toan hoc
Bao gdm cac ham vé toan hoc va luong giac gitp ban co thé giai
mot bai toan dai s, giai tich, hodc lugng giac tur tiéu hoc dén dai hoc...

Luu ¥ dén quy cach hién thi sé cia VN va cta US. Dé luén nhap
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dup mot gia tri kiéu s6 ban hay st dung ban phim sb.

Tén ham
ABS
ACOS
ACOSH
ASIN
ASINH
ATAN
ATAN2
ATANH
CEILING
COMBIN
COS
COSH
DEGREES
EVEN
EXP
FACT
FACTDOUBLE
FLOOR
GCD

INT

LCM

LN

LOG
LOG10

Cong dung
Tinh tri tuyét d6i ciia mot s6
Tinh nghich dao cosin
Tinh nghich dao cosin hyperbol
Tinh nghich dao sin
Tinh nghich dao sin hyperbol
Tinh nghich ddo tang
Tinh nghich ddo tang vdi toa do
Tinh nghich ddo tang hyperbol
La tron dén boi s6 gan nhat
Tinh t6 hop tir s6 phan tir chon
Tinh cosin cua mot goc
Tinh cosin hyperbol
Doi radians sang do
Lam tron mot s6 dén s6 nguyén chin gan nhit.
Tinh lity thira co sé e
Tinh giai thira ctia mot s6
Tinh lity thira cap 2
Lam tron xuéng dén boi sd gén nhét do ban chi.
Tim wéc sé chung 16n nhat
Lam tron xudng s6 nguyén gan nhat
Tim bdi s6 chung nho nhat
Tinh logarit co sd ty nhién ctia mot sb
Tinh logarit

Tinh logarit co s6 10
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MDETERM
MINVERSE
MMULT

MOD

MROUND
MULTINOMIAL

ODD

PI

POWER
PRODUCT
QUOTIENT
RADIANS
RAND

Tinh dinh thirc ctia ma tran

Tim ma tran nghich dao

Tinh tich 2 ma tran

Lay phan du cta phép chia

Lam tron mot s6 dén bdi sd cua sb khac.
Ty 1¢ giai thira tong v&i tich cac giai thira cia cac
s0.

Lam tron dén mot s6 nguyén 1& gan nhat.
Tra vé gia tri pi

Tinh lity thira ctia mot s6

Tinh tich céc sb

Lay phan nguyén ctia phép chia

Poi d6 sang radians.

Tra vé mdt s6 ngau nhién trong khoang 0 va 1

RANDBETWEENTT4 vé mét s6 ngau nhién trong khoang do ban

ROMAN
ROUND
ROUNDDOWN
ROUNDUP
SERIESSUM
SIGN

SIN

SINH

SQRT

SQRTPI

chi dinh

Chuyén mot s sang s6 La M4
Lam tron mot $6

Lam tron mot s6 hudng xudng zero
Lam tron mot s6 hudng ra xa zero.
Tinh tong liy thira...

Tra vé dau ciia mot sd

Tinh sin ciia mot goéc

Tinh sin hyperbol ciia mot s6

Tinh cin bac 2 ciia mot s6

Tinh cdn bac 2 cua mdt s6 nhan vai pi
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SUBTOTAL
SUM
SUMPRODUCT

SUMX2MY?2

SUMX2PY?2

SUMXMY2

TAN

TANH

TRUNC
4.3.4 Ham logic

Ham logic luon
FALSE (sai).

Tinh tong phu

Tinh tong cua cac sb

Tinh tong cac tich cac phan tir twong (mg trong
cac mang gia tri

Tinh téng cia hiéu binh phuong cac phan tir
tuong Gmg cua 2 mang gia tri

Tinh tong cua tong binh phwong cac phan tir
tuong rng cua 2 mang gia tri

Tinh tong ciia binh phuong hiéu cac phan tir
tuong ng cua 2 mang gia tri.

Tinh tang cua mot géc

Tinh tang hyperbol ctia mét sd

Cit bot phan thap phan cua sb

tra vé mot trong 2 gia tri TRUE (dung) hoic

Két qua ciia ham logic dung lam d6i s6 trong cac ham co sir dung
diéu kién nhu IF, SUMIF, COUNTIF, ...

Tén ham
AND
OR
NOT
FALSE
TRUE
IF

4.3.5 Ham thong ké

Cong dung
Va

Hoac

Phu dinh
Sai

Dung

Tra vé két qua vadi dieu ki¢n

Bao gdm cac ham sb gitp ban giai quyét cac bai toan thong ké tir
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don gian dén phurc tap.
Tén ham
AVEDEV
AVERAGE
AVERAGEA
COUNT
COUNTA
MAX
MAXA
MIN
MINA
RANK

4.3.6 Ham tim kiém va

Cong dung
Tinh binh quan d6 phan cuc
Tinh trung binh cong cic s6.
Tinh trung binh cdng cac gia tri
Pém 6 dit liéu chira s6
Dém s6 6 chira dit lidu
Tim s6 16n nhat
Tim gia tri 16n nhat
Tim s6 nho nhat
Tim gia tri nho nhat
Tim vi th& ctia mot s6 trong diy s.

tham chiéu

Bao gobm cac ham tim ki€ém va tham chi€u rat hiru ich khi ban lam

viéc voi CSDL 16n trong Calc nhu ké toan, tinh lwong, thué...

Tén ham
ADDRESS
AREAS
CHOOSE

COLUMN

COLUMNS
HLOOKUP
HYPERLINK

Cong dung
Tao dia chi dang chudi ky tu.
DPém sb vung tham chiéu

Tra vé gia tri trong mang gia tri tai vi tri duogc chi
dinh.

Tra vé sO thir tu cot cua 6 dau tién trong vung
tham chiéu.

Tra vé so cOt cua vung tham chiéu.

Do tim mot gia tri trén hang dau ti€n va tra vé ...

Tao mot si€u lién két
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INDEX

INDIRECT
LOOKUP
MATCH
OFFSET

ROW

ROWS
TRANSPOSE
VLOOKUP

Tra vé mot gia tri trong bang dir liéu twong tng
vO1 chi muc cua no.

Tra vé gia tri cia mot tham chiéu

Do tim mot gié tri

Tra vé vi tri ciia mot gia tri trong bang dir li¢u

Tra vé mot vang tham chiéu tr mot vang xuét
phat.

Tra vé s6 thir tw dong cua 6 dau tién trong day 6.
Tra vé s6 dong cua day tham chiéu.

Hoan vi huong mot viing mat gia tri.

Do tim mot gia tri trén cot dau tién va tra ve....
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Chuong 05
PO THI

Kha ning biéu dién s6 liéu bang d6 thi ciia Calc rat phong phu. Cac
biéu do dugc cai dat trén bang tinh ting thém sirc hap dan va thuyét phuc
cua sb liéu.

5.1 Céc budc tao dd thi méi

Buége 1: Chon mién dit liéu can dua vao v& do thi, vi du A2:E6, cha
¥ chon ca hang tiéu dé 2003, 2004... va cot tén cac bang tinh dé lam nhan
cho d6 thi.

A | B | C | D | E |
1] Thing k& khach hang
2 | 2003 2004 2005 2005
3 |H& N 3500 4000 4000 4500
4 [Tp.HCM 2500 4500 1000 S0
&5 |ba Mang S0 2600 1000 2500
_ & |BMT 2600 1000 4000 1500

Buéc 2: Chon biéu tuong (A(Insert Chart), con tro chuét tr¢ thanh
dau cong.

Budc 3: Xac dinh mién hinh chit nhat tai ving trong ciia bang tinh
dé dua d6 thi vao bé“tng céch tré chudt vao dinh trai trén cta no, an va gitr
nut trai dong thoi kéo chudt vé dinh phai dudi, tha nat chudt, xuit hién
hop thoai sau
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AutoFormat Chart & [gl
Salaction
R sieeis $a42:42t5
[] First rews 2= labal
[] First: column as labal '

IF the selected cells do rok conbain the decred data, seleck the data rangs now.
Inchede the cells containing column and row labels i you wank them bo be incheded inyour chart,

Lt J[ concel | [ text>> [ geate |

Hinh 20. Hop thogi AutoFormat Chart

Budc 4: Néu can, stra lai dja chi cia mién dit liéu dua vao v& do thi
trong khung Range bang cach gd truc tiép hoic dung chudt chon mién dir
liéu can thiét. Chon Next
AutoFormat Chart k x|

Chooge a chart type -

ER=REN
o=

Columns
[ Show texk elements in preview  Data series in: ) Rows (&) Golurmns
T I R TN | T | T

Hinh 21. Hop thoai cho phép chon kiéu do thi

Budc 5: Chon kiéu d6 thi ban mudn, bdm Next
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X

AutoFormat Chart

_ X
Chaose & variank
.-
M EEJ Ir-J.-f @
W
Normal
drid lines
1% as ] ¥ aveie (]2 ads

[ Show bext elements in preview  Daba series in: I Rows (%) Columins
[ bep || concel | [ c<pak | [ met>> | [ crease |

Hinh 22. Hop thoai cho phép chon dang do thi

Budce 6: Chon mot dang dd thi, néu dung ban phim, gd sé thir tu
cua dang can chon, bAm Next

AutoFormat Chart rzl
=08
Rodis titles
(% ais
[T e
(g ais .
[] Show best elements in preview  Data series in: ) Rows (%) Columns
C oo J oma ) (<o ) et

Hinh 23. Hop thoai cho phép gé tén biéu do
Bam Create dé két thuc.
5.2 Thiét 1ap lai dd thi

Budc 1: Chon db thi béng cach tré chudt vao trong long no6 va bam
nat trai. Xuét hién khung bao quanh d6 thi véi cac cham vudng & cac goc

va gitra cac canh.
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Budc 2: Chon biéu tuong Insert Chart, Calc lan lugt dua ta tré lai
cac budc da néu trén.

5.3 Chinh sira do thi
5.3.1 Chinh sira cdc doi twong

Budc 1: Tro chudt vao trong 1ong d6 thi nhay dap, xuét hién khung
chit nhat c6 canh 1a cac soc chéo véi chim vudng hodc mdt cua ) riéng.

Budc 2: Dé sira kiéu d6 thi chon Format — Chart Type

Pé stra cac d6i tuong khac, nhay dup tai d6i tuong can thiét (vi du
tiéu dé chung cta dd thi), xuat hién khung chit nhat v6i chim vuédng tai
cac goc va gitra cac canh. Chon Format, chon muc can thiét dé chinh stra.
5.3.2 B6 sung/b6 duong ké ludi

- Bam chu6t vao trong long d6 thi.

- Chon Insert — Grids. Panh dau chon vao cac 6 can thiét dé bd
sung cac duong ké ludi, bo ddu chon dé huy bo cac dudng nay.
5.3.3 B6 sung thém dwong biéu dién

Vi du: Bé b6 sung thém dudng biéu dién sé liéu ciia naim 2007 vio
do thi:

- Chon mién dir liéu cin bd sung

- Kéo tha mién nay vao do thi
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Chwong 06
QUAN TRI DU LIEU
6.1 Khai niém co ban
Co so dit liéu (CSDL) 1a tap hop cac dir liéu duoc sap xép trén mot
vung chir nhat (gdm it nhat 2 hang) cua bang tinh theo quy dinh sau:
- Hang dau tién ghi cac tiéu dé cta dir liéu, mdi tiéu dé trén mot cot.
Céc tiéu dé nay duoc goi 1a truong (field)
- Tu hang tha hai tré di chira dir liéu, mdi hang 1a mot ban ghi
(record)
Chu y:
+ Tén cac truong phai 1a dang ky tw, khong dugc dung sb, cong
thirc, toa d6 6... ). Nén dit tén trudng ngin gon, khong trang lap.
+ Khong nén c6 mién rdng trong CSDL.
6.2 Sip xép dir liéu
- Néu dinh sap xép cho toan bo CSDL: vé 6 bat ky cua nd. Néu chi
dinh sip xép cho mot sb ban ghi: chon mién dir liéu can dwa vao sip xép.

Sort Criteria | Options

Sort by
(®) Ascending
Tén |
() Descending
Then by
(O Agcending
BTE ol —~ e
(%) Descending
Then by
O ascending
Tin w

@ Descendng|

[ ok [ camel || bep || Resst

Hinh 24. Hop thogi Sort — Sort Criteria
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- M& menu Data — Sort, xuét hién hop thoai Sort
- Calc cung cdp 3 diéu kién dé sap xép. Chon cac truong can sap
Xép.

Sau day la y nghia cac muc:

Sort by Cot ru tién nhat trong khoa sip xép.
Then by Cot vu tién thi hai va thir ba trong khoa sip xép
Ascending Sép xép ting dan
Desending Sap xép giam dan
Thé Option
Case Sensitive Phan biét chir hoa v6i chit thuong

Top to bottom (sort rows)  Sap xép cac dong trong CSDL
Left to right (sort columns)  Sép xép cac cot trong CSDL.

- Chon OK d¢é bat dau sip xép.

Hinh trén 14 hop thoai Sort vdi cac thong s6 dé danh sach duogc xép
theo van A, B, C ciia Tén, nhiing ban ghi tring tén thi xép nguoi co PTB
cao 1én trén, nhitng ban ghi tring DTB thi xép nguoi c6 diém Tin cao 1én
trén.

6.3 Loc dir li¢u
6.3.1 Céc yéu té co ban

Pé thuc hién loc dit liéu, phai xac dinh cac yéu té co ban sau trén
bang tinh:

- Mién dit liéu (Database): chira toan bo dit liéu can xu 1y, ké ca
hang tiéu dé.

- Mién tiéu chuén (Criteria): 1a mién bat ky trén bang tinh ngoai
viung CSDL, chira cac tiéu chuan (diéu kién ma cac ban ghi phai thoa
mén). Mién tiéu chuin gdm tdi thiéu 2 hang: hang dau chira tiéu dé cua
mién tiéu chan. Céc tiéu dé nay hoic 14 tén truong hodc 13 tén bat ky phu

51



Huéng dan sir dung OpenOffice.org Calc

thudc vao phuong phap thiét 1ap tiéu chun truc tiép hay gian tiép. Tur
hang thi hai tré di 13 tiéu chuén cua CSDL.

Mién tiéu chuan so sanh truc tiép: cho phép dua vao cac tiéu chuan
dé so sanh dit liéu trong mot trudng voi mot gia tri nao d6. Tiéu chuan so
sanh truc tiép dugc tao ra theo nguyén tic sau:

- Hang dau ghi tiéu dé chuan, liy tén truong lam tiéu de.

- Hang thir hai tré di dé ghi cac tiéu chuan so sanh, trudc cac gid tri
d6 co thé thém cac toan tir so sanh nhu >, >=, <, <=. C4c tiéu chuén trén
cung hang (thuong goi 1a diéu kién va — and) dugc thuc hién dong thoi.
Céc tiéu chuan trén cac hang khac nhau (thuong duoc goi 1a didu kién
hoic 14 — or) duoc thuc hién khong dong thoi.

Mién tiéu chuan so sanh gian tiép: hay con goi 1a tiéu chuan cong
thirc: cho phép dua vao céc tiéu chuan dé so sanh dit liéu hoic mot phan
d@r li€u trong mot trudng voi mot gid tri nao do. Tiéu chun so sanh gian
tiép duogc tao ra theo nguyén tic sau:

- Hang dau ghi tiéu dé cho cac tiéu chuan. Tiéu dé nay c6 thé dat
bat ky nhung khong dugc tring voi tén trudng nao.

- Tir hang thir hai tré di ghi cac tiéu chuan so sanh, mdi tiéu chuan
12 mot cong thirc. Cong thirc nay phai chia dia chi cia ban ghi dau tién.
Két qua thyc hién cong thic nay 13 mét gia tri Logic: TRUE (dtng) hodc
FALSE (Sai)

Mién dich (Copy to): mién tréng trén bang tinh, dung dé chira cac
béan ghi dat tiéu chuan.

6.3.2 Loc ty dong (AutoFilter)

- Chon mién dir liéu dinh loc (ké ca hang tiéu d¢).

- Chon menu Data — Filter — AutoFilter, Calc ty dong chen
nhiing miii t€n vao bén phai cua cac tén truong.

- Chon miii tén tai cot chira dit liéu dung lam tiéu chuan dé loc (Vi
du tai cdt Chuc Vu)
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- Chon mot trong cdc muc tai menu dé loc tu dong theo muc dich
cua minh.

Phan con lai 1a danh sach gia tri cua cac ban ghi trong CSDL tai cot
d6. Khi can loc cac ban ghi theo mot gia tri cu thé nao d6 chi can chon
gia tri 6 trong Menu (vi du chon Giam Péc).

Huy loc dir ligu:

- Huy loc trong 1 cot: BAm chudt tai mii tén cia cot d6, chon [All]

- Hiy loc toan bo: Data — Filter — AutoFilter dé x6a dau chon.
6.3.3 Loc ndng cao (Advanced Filter)

Advanced Filter diung dé tim cac ban ghi thoa man cac diéu kién
phtic tap hon. Chirc ning loc ning cao nay ung véi cac tidu chuan so
sanh gian tiép, bat budc phai ding mién tiéu chuan. Cac budc nhu sau:

- Chon mién tiéu chuin

- Chon mién dit liéu dinh loc

Advanced Filter k E]
Read filker criteria from
= [« |
- undefined - i 4

& |
ions
[[] Case senstive [T regular expressions

[[] Copy results to

Dt rarige: $sheet1 $041: 80418 (unnamed)

Hinh 25. Hop thoai Advanced Filter

- Data — Filter — Advanced Filter, hop thoai Advanced Filter XUt
hién

Chon céac trudong can loc roi OK.
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6.4 Tong két theo nhém
6.4.1 Tong két theo mét logi nhém (SubTotal):

Chure nang nay cho phép tao cic dong tong két trong mot CSDL.
SubTotal s& chén tai cic vi tri can thiét cac tinh toan théng ké theo yéu
ciu cua nguodi st dung. Cac budce thuc hién nhu sau:

Budc 1: Sap xép dit liéu theo truong can tao SubTotal

Budc 2: Chon Data — SubTotal xuét hién hop thoai SubTotal

Trong dé
Subtotlals @
1st Group | Znd Group  3rd Group | Opbions k
Group by
v
Calcidate subbakals for e Fumckion
r Sum |
[ Howé tén Count
[ Chive wy Bverage
[ Ponvi MM
feliry
Product
Count (numbers anby)
StDev (Sample)
StDevP (Population)
|War (Sample)
YarP (Population)
Lok J[ cocet J[ teb J[ meset J[ peete |

Hinh 26. Hop thoai Subtotals
- Chon trudng can tinh toan tai Calculate subtotals for.
- Chon ham dé tinh toan téng két dir liéu. Ham ngﬁm dinh la SUM.
6.4.2 Tong két theo nhiéu loai nhém

Chirc ning nay cta Calc cho phép tu dong hoa qua trinh tong két
theo nhiéu nhém, phan tich va danh gia sb liéu ma sau day ching toi goi

54



Huéng dan sir dung OpenOfffice.org Calc

1a: Bang tong hop.

Bang tong hop dugc chia lam 4 ving:

- Page Field: Toan bo dit liéu duoc tong két theo timg nhom cua

truong nay. Page Field ludn nam ¢ phia trén cia bang tong hop.

- Row Field: Mdi nhom dit liéu cua truong ndy duoc tong két trén
mot dong, vi vay duoc goi 1a “Row”. Néu s Row Field nhiéu hon 1,
bang tong hop s& tong két cac truong nay theo kiéu 1dong nhau theo thir tir

tur trén xudng dudi.

- Column Field: Mdi nhom dir liéu cua truong nay dugc tong két
trén mot cot, vi vay duoc goi 1a “Column”. Néu s6 nhom nay nhiéu hon

1, bang tong hop sé& tong két cac nhom nay theo thir tu tir trai sang phai.

- Data Field: Vung chinh cia bang tong hop ghi két qua ciia mot

phép toan.

Tao m&i mot bang tong hop

- Chon mién dir li€u ké ca tiéu dé cua cac cot

- Chon Data — DataPilot hop thoai DataPilot xuét hién

DataPilot

Lavyonst
=13
Bage Fields .
Ho vatén |
|
Cobarnn Fislds _Ohiewy |
panvi |
Sum - B i - s
Exa chi
Bow
F Dk Fialds

Rt
Resylts to
[ 1gnore amply rows
[#] Totad cokumees
[] i Fiter

Diraeg the Feedcds from the right inbo the desired position,

= urdefined -

v | |g5hest1.80819
] [deritify cabegories
[#] Tokal rows

[#] Ervable diill tor detads

Hinh 27. Hop thoai DataPilot
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- Chon cac trudng dé dua vao cac vung cia bang bang cach kéo va
tha tén trudng & bén phai hop thoai téi cac vung duoc an dinh trong
bang. Bdm OK dé két thic.

Diéu chinh bang tong hop

- Thay d6i vi tri cac truong: Trong bang tong hop kéo va tha tén
truong tai vi tri mong mudn.

- B4 sung céc trudng:

+ Chon 6 bat ky ciia bang tong hop

+ Chon muc Data — DataPilot

+ Thuc hién lai cac budc nhu khi tao méi bang téng hop dé bo
sung truong vao cac vi tri mong mudn.

- X6a trudong: Trong bang tong hop kéo tén truong can xoa ra khoi
bang.

- Stra tén truong: Pua con tré 6 vé trudng can thiét trong bang tong
hop va tién hanh stra tén nhu sta dit liéu ciia bang tinh.

Tu dong diéu chinh bang tong hop khi dit liéu gdc thay doi

Sau khi stra s6 liéu ciia CSDL

- Chon 6 bét ky ctia bang tong hop

- Chon Data — Data Pilot — Refresh
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Chuwong 07
TRINH BAY TRANG VA IN
7.1 Chon ¢& gidy, huéng in, dit 18

- Chon Format — Page, xuét hién hdp thoai Page Styles, chon thé

Page
Page Style: PageStyle Sheet2 @
Organizer |Page |Borders = Background | Header Footer | Sheet k
Paper Format —_
Format Latter e
Width 8.50° 4 |_-
Height (1o @
Orientation (%) Portrait
() Landscape Paper tray [From printer settings] b
Margins Layout settings
Left 079" - Page layout Right and left v
Right (0,79 | Format 1,2, 9 s v
Top [g,79 - | Table alignment ] Horigontal
Bottom 0.7 2 ] ertical
Lok J[ concel [ tep [ geset |

Hinh 28. Hop thoai Page Style - Page
- Chon c& gidy trong khung Paper Format
- Chon Landscape d¢ in gidy ngang, Portait d¢ in doc
- Trong phan Margins chon khoang cach cho

Top Lé trén
Bottom Lé dudi
Left Lé trai

Right Lé phai
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- Pat lai khoang cach cac 18 cho phu hop, can chu ¥ rang céc
khoang cach nay dugc tinh bang cm hoic inch

- Bam OK
7.2 Tao tiéu dé dau/cudi trang
Chon Edit — Headers & Footers

- Chon Headers hoac Footers, xuat hién danh sach cac mau, y nghia
cua ching nhu sau:

(none) Dé tréng phan tiéu dé dau/cudi trang
Page 1 In chir Page kém theo sb trang
Page 1 of In chit Page kém theo s trang ciia tong sb trang

Mot sb miu (sample) xudt hién cho ta thiy két qua cua viéc chon.
Ban ciing c6 thé g& vao tiéu dé& dau/cudi theo ¥ minh.

- Chon OK
7.3 Lip lai tiéu dé ciia bang tinh khi sang trang

O cac bang tinh 16n, mdi khi sang trang, dé tranh phai gd lai céac
tiéu dé, ta 1am nhu sau:

Chon Format — Print Ranges — Edit hop thoai sau xuét hién

Edit Print Ranges 8 X
P :
TRONE = b M—.
Bows to repest -""—'
- uisar defined - o | 42 T
Colurmires Lo repeast
e 3 )

Hinh 29. Hop thoai Edit Print Ranges

- Néu can lap lai cac hang tiéu d&, trong khung Rows to repeat dién
s6 thr tu cua chung. Nhu hinh v€, hang thr 2 cua bang tinh dugc 1adp lai,
ta dién vao $2 (bang cach gd truc tiép hodc dung chudt chon 1 6 bat ky
nao cua hang do).
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- Néu can lip lai cac cot bén trai bang tinh trong khung Columns to
repeat dién thir ty cia ching bang cach gd truc tiép hodc dung chudt
chon 2 6 bét ky nao trén cung hang cia 2 ¢t d6. Chon OK hoac an
Enter.

Ta chi théy tieu dé lap lai khi chon biéu tuong Print Preview hodc
in ra gidy.

7.4 In
Trudc khi in nén:

- Chon muc File — Print Preview (hoac biéu tuong Print Preview)
dé xem bd cuc bang tinh.

- Kiém tra xem may in d4 san sang chua.

Dé in toan bo bang tinh, chon biéu tuong Print trén thanh cong cu

Pé in timg phan bang tinh:

Pririber !

Name cnaglt 7 v | Properties... |
Status Default printer; Ready
Type Snaglt 7 Printer
Locakion SNAGIT?
Comment
[ print to fibs
Print range Copies :
& al _ Mumber of copess 1 v
) Pages 1-24 | L8 LY LY
© seection L[ 2] s
options... Lok J[  concel |[ teb

Hinh 30. Hop thoai Print

- Chon muc File — Print xuét hién hop thoai sau

Selection In mot khdi da duoge chon trude do.
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Page In mot day céc trang: dién vao s thl ty cua trang
dau va trang cudi can in, cdch nhau bang dau -

Chon OK hoic 4n Enter dé in
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BAI TAP
Cau 1: Nhap li€u, tinh toan va luu file véi caul.ods
BANG DU TRU VAT TU
1 | Ximing P400 | Bao 5000 1845
2 | Cat M3 30000 16
3 | Gach thé 1000 vién 400000 12
4 | Sat 10 Kg 5200 345
5 | Gach men M2 52000 35
6 | Sat20 Kg 6200 20
7 | Gach granit M2 132000 12
8 | Gach vién Vién 2000 2520
9 |Bottréttuong | Kg 1000 150
10 | Son nudc Kg 12000 150
11 | Son dau Kg 25000 35
12 | Gach trang tri | vién 2500 100
Tong cong

Yéu ciu tinh todn: Thanh Tién = Pon Gia * S6 Luong.

Téng cong = Tong cua cot Thanh Tién
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Cau 2: Nhap liu, tinh todn va luu file véi cau2.ods.

LAP CONG THUC

1 12 4
2 16 49
3 32 | 262
4 12.5 | 29.7
5 27 156
6 421 12
7 45 97.3
8 341 | 133
9 16.4 12
10 15 561
11 245 19
12 38.1 | 283
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Cau 3: Nhéap liéu va tinh toan, Iuu file vdi tén cau3.ods

TINH HINH THU'C HIEN KE HOACH Nam 2006

Pon vi tinh: 1,000,000 VN
>t Tén don vi Ké Qui | Quf | Quy | Quy c Ty 1é¢ | Panh gia
T hoach I 11 I1I v nam

1 XN Co khi 900 145 411 267 280

2 XN Dét 1,200 | 425 341 318 320

3 XN May 1,400 | 390 438 346 311

4 XN Giay Da 870 167 179 214 235

5 XN Dboéng Lanh | 2,100 | 456 541 534 532

6 XN Thubc 14 756 232 224 245 257

7 XN Thuy san 340 120 156 137 198

8 XN Chan nuo6i 120 35 32 27 30

Yéu cau tinh toan:

CA NAM = Cong cua 4 quy

TY LE = CA NAM / KE HOACH (Pinh dang % va lay hai s6 1¢)

DANH GIA :
NéuTY LE >=100% — Dat
Xép lai bang tinh theo thtr ty giam dan cua cot CA NAM.

NéuTY LE <100% — Khong dat
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Cau 4: Tinh toan bai tap nay va luu file voi tén caud4.ods

BANG KE HANG BAN THANG 3/2007

STT | TENHANG |SOLUQNG |PONGIA | THUE | PHiVC | THANH TIEN
1 May lanh 12 540
2 | Tivi 45 320
3 Xe DreamII | 15 2800
4 | May giat 20 300
5 | PauVideo |5 120
6 | PauDVD 60 230
7 Computer 13 460
8 Printer 15 120
9 Scanner 10 250
10 Camera 8 1230
11 Maxtor HDD | 80 79

TONG CONG

Giai thich: PHI VC: phi van chuyén.

Tinh toan:

THUE = SO LUQGNG * DON GIA * 10%

PHI VC = PON GIA * SO LUQONG * TI LE VC
TILE VC = 6% NEU SO LUONG < 30.

TILE VC = 4% NEU SO LUQNG >=30.

THANH TIEN = DON GIA * SO LUONG + THUE + PHi VC.

Sép xép theo tht ty ting dan cua cot THANH TIEN.
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Cau 5: Nhap dir li€u, tinh toan va luu véi tén CauS.ods
BANG TiNH TIEN PIEN thang 4/2007
s . X TONG
STT HO VA TEN CHU HO CSC CSM KW | TPIEN | VAT _
CONG

Tran Thanh  Binh | 115 | 240

Pham Truong Lam | 120 | 350

Phan Cam Loan | 161 |421

Quach Thé  Long | 145 | 165

Tran Thi Hing | 225 |320

Nguyén Thi ~ Tam | 142 |[178

Tran Vin Ngoc | 125 | 156

Huynh Thanh Hoa |456 |499

Lé Hoang Tung | 431 |488

Nguyén Ngoc An | 589 | 691

Tran Thanh Hong | 175 | 197

Lé Van Hung | 346 | 456
Nguyén Hitu ~ Chién | 124 | 156
Tran Vian Tam | 132 |342
Lé Hiru Hoa |357 |451
Hb Van Loi |751 |851

Nguyén Thi Lam |478 | 567

Mikc tiéu thu 16n nhait trong thang:
Mikc tiéu thu trung binh trong thang: | ?

Mikc tiéu thu nhé nhit trong thang:

Cong:
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Gisi thich: CSC: Chi sb cii, CSM: Chi sb m&i, Tdién: Tién dién
Yéu ciu:
Dién chudi sb th tu vao cot STT .

KW : Mirc tiéu thu trong thang tinh bang KW = CHI SO MOI - CHI SO
cU.

TIEN PIEN = S6 KW * GIA TIEN DIEN /KW, biét gia tién dién la
1200d /KW

VAT: 10% cua Tiénf)ién.

TONG CONG: La tong ciia TIEN DIEN va VAT.
CONG = Tong cua cot TONG CONG

Tim murc tiéu thy 16n nhat trong thang.

Tim muec ti€u thy trung binh trong thang.

Tim mtc tiéu thy nho nhat trong thang.

Xép theo thir ty ting dan ciia cot TONG CONG.
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Cau 6: Nhap dit li¢u, tinh toan va luu file cau6.ods

KET QUA TUYEN SINH KHOA NGAY 20/04/2007

STT |HO VA TEN SBD Khu |Anh Toan Tin DPiémKV Té.,ng Ket

vuc |van hoc diém qua
Tran Dinh Anh [346B | 1 |9 | 7 |5
Bio Ngoc [890C | 1 |3 ] 6 |6
BuithiThu Cuac [342B | 3 | 5| 8 | 4
Nguyénthi  Hing [674B | 2 | 7| 8 | 4
Bui vin Tuin [781B | 3 | 4| 3 |5
Tran Binh Minh 201C | 2 | 8| 8 |9
Tran vin Hung [459A | 2 | 5| 4 |3
Bi Thanh |576C | 2 | 7| 6 | 4
Nguyénthi  Thu [324A | 1 | 7| 8 | 4
Nguyénvin Anh [231A | 2 | 6| 3 | 4
Lé Vin Hing [142C | 2 | 5] 4 | 6
Nguyén Hiru ~ Chién 231A | 1 |8 | 2 | 1
Tran Vin Thong 463C | 2 | 2| 5 | 4
Lé Hitu Hoa [346C | 3 | 6| 4 |8

Tong diém thap nhat:.

Tong diém cao nhat:.

Tong diém trung binh:

Yéu cau:

[ ]

Pién chudi sé thir tw vao cot STT .

Tinh cac cdt con lai cua bang tinh theo cac qui tac sau:

PiémKYV : Néu 1a Khuvuc 3 thi PiémKYV = 2, nguoc lai PiémKV = 1.
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Tongdiém: 13 tong cac mon thi (Anh vin hé s6 1, Toan va Tin hoc c¢6 hé
s0 2) va DiemKV

Kétqua: Néu TONG DIEM bé hon 25 thi ghi 12 “Thi lai”, nguoc lai ghi
“Dau”.

Tim TONG PIEM thip nhét .

Tim TONG DIEM cao nhit .

Tim TONG DIEM trung binh.

Sép xép co6t TONG DIEM theo thu tu giam dan.
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Cau 7: Nhap dir li€u, tinh toan va luu voi bai7.ods

BANG TiNH TIEN PIEN thing 2/2007

STT | HQ VA TEN CHU HQ CSC | CSM KhuVue | TONG CONG
Tran Thanh Binh | 115 [240 |2
Pham Truong Léam 120 | 350 1
Phan Cam Loan |161 |421 |3
Quéch Thé Long |145 [165 |2
Tran Thi Minh Hang | 225 [320 |2
Nguyén Thanh Tam | 142 | 178 |1
Tran Vin Ngoc | 125 |156 |1
Huynh Thanh  Hoa 456 1499 |2
Lé Hoang Tung | 431 | 488 3
Nguyén Ngoc  Thanh | 589 |691 |3
Tran Thanh Hong | 1754|1978 |1
Lé Vian Hung |346 |456 |1
Nguyén Hiru ~ Chién | 1245|1564 |2
Tran Vin Thong | 132 [342 |2
Lé Hiru Hoang | 357 |451 |1
Hb Vin Loi 751 851 |1
Cong:

Mikc tiéu thu 16n nhit trong thang:

Mikc tiéu thu trung binh trong thang:
Giai thich: CSC: Chi s6 cii, CSM: Chi s6 méi.

Yeéu cau:
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Thém cac cot KW, Vuwot, Tdién, Phat, VAT sau c0t trudc cot T(R)ng
Cong

Dién chudi s6 thr tw vao cot STT.

KW : Mtc tiéu thy trong thang tinh bing KW = CHI SO MOI - CHI SO
CU.

Vuot: S6 KW vuot dinh muc. Dinh mtrc s6 KW cho mdi ho 1a 120 KW
TIEN PIEN = S6 KW dinh muc * GIA TIEN PIEN /KW, biét gia tién
dién dinh muc cua khu vuc 1 1a 800d /KW. Cac khu vuc con lai gia
1000d/kw

PHAT : Chi phat nhitng ho c6 mirc dung vugt qua dinh muc. Mdi KW
vuot s€ duogce tinh 1500d/kw cho tat ca cac khu vuec.

VAT = 10% cua TIEN DIEN va TIEN PHAT

TONG CONG : La tong cua TIEN DIEN, VAT va PHAT.

CONG = Tbng cua cot TONG CONG

Tim mtc tiéu thy 16n nhat trong thang.

Tim mc ti€u thu trung binh trong thang.

Xép theo thtr ty ting dan ctia cot TONG CONG
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Cau 8: Nhap dit li¢u, tinh toan va luu voi tén cau8.ods

BANG TiNH TIEN PIEN Thing 10/2006

Pon gia | 800
LOAI | CHI SO | CHI SO | HE | THANH | PHU X
STT A ) : . ) CONG
SD PAU CUOI | SO TIEN TROI
1 KD 34 62
2 NN 58 350
3 SX 90 150
4 CN 150 700
5 KD 400 650
6 SX 50 90
7 KD 345 546
8 NN 454 511
9 NN 786 904
Tong cong
Trung binh
Cao nhit
Thap nhit
DO HE SO
LOAI HF LOAI
SD SO
NN 1| None Nohién
KD 3 | Kinh Doanh
SX 2.5 | San Xuit
CN 2 | Cong Nghi¢p

Luu y: Tri 500 cia DPON GIA phai nhap vao mot 6 biét lap.
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Thém vao cdt LOAI sau cdt LOAI SD. LOAI dugc do tim trong bang
DO HE SO dua vao LOAI SD.

Hé s6 duoc do tim trong BANG DO HE SO, dua vao LOAI SD.

Thém vao cot KW sau cot HE SO. KW la dinh mire tiéu thu dién trong
thang va = CHI SO CUOI - CHI SO PAU.

THANH TIEN = KW * HE SO * PON GIA.

PHU TROI = 0 néu (CHI SO CUOI - CHI SO PAU ) <50

PHU TROI = THANH TIEN * 50% néu ngugc lai.

CONG = THANH TIEN + PHU TROI va dugc lam tron dén hang tram.
TINH TONG CONG, TRUNG BINH, CAO NHAT, THAP NHAT cho
cac cot .

Xép theo thir tw giam dan ciia cot CONG.

Pinh dang cac cot sé ¢6 du tach hang ngan. Ké khung va trang tri bang
tinh.
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Céau 9:Nhap dit li¢u, thuc hién tinh toan va luu véi tén cau9.ods

BANG THANH TOAN LUONG THANG 10/2006

Hé sb lu’o'ng:

HO1 25

DO1 24

D02 28

S02 22

D03 29

Téng cong
Tinh trung binh

DANH SACH NHAN VIEN
3 A NAMVA

MANV| HQ & TEN | LCB N
HO1 |Tran Thai 410 1992
DOl (Trinh Sim 350 1989
D02 [Tran Binh 300 1991
D03 (Chau Ha 280 1997
S02  [Phan Tién 300 1995

Chii y: Gia tri 120 ctia Hé s6 lwong phai nhap vao mot 6 riéng

Nhap dir liéu cho bang tinh va bang DANH SACH NHAN VIEN nhu
trén.

Cac c¢dt HO & TEN, LCB, NAM VAO do tim trong bang danh sach
nhan vién, dya vao MANV.




Huéng dan sir dung OpenOffice.org Calc

LUONG = LCB*NGAY CONG*HE SO LUONG.

PHU CAP PQC HAI dugc tinh dya vao ky tu dau cia MA NV nhu sau:
Néu ky tu dau cia MANV 1a D (Pc hai) thi phu cidp PH = 30*LUOCNG.
Con ngoai ra thi khong phu cap doc hai.

THUC LANH = LUGNG + PHU CAP POC HAI

TONG CONG = Cong cta cot THUC LANH.

Trang tri va ké khung bang tinh — Dinh dang cac cot dir licu s6 ¢co diu
tach hang ngan.

Céc cot STT, MA NV, LCB, NAM VAO, NGAY CONG dugc canh
gitra.

Tinh gia tri trung binh cua cic c6t LUONG, PHU CAP PQOC HAI,
THUC LANH

Dua vao két qua cta cau 9, v& biéu d6 biéu dién két qua trung binh cia
cac LUONG, PHU CAP BPOC HAI, THUC LANH
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Phu luc: Nhirng khac nhau co ban gitra Calc va Excel

¢ Cac tham so khac nhau trong ham

Piéu khac nhau co ban nhét giita Calc va Excel 1a Calc luon ludn
dung dau chdm phay (;) dé chi cac tham sé khac nhau trong mot ham.
Excel str dung ddu phay hodc dau chim phay, tiiy thudc vao hé théng (vi
du nhu déu phay trén cac hé thong tiéng Anh, ddu chdm phay trén cac hé
thong tiéng Piic).

% Thuat ngir

Sy khac nhau tiép theo giita Calc va Excel 1a viéc sir dung thuat

ngir, bang sau s& tong két nhitng diém khac nhau dé

Péi tuong Excel Calc
Mot 6 riéng (A1) 0 O
Toan bo tap tin S6 lam viéc Bang tinh

¢ Danh sach pham vi
Excel cho phép tat ca cac tham s c6 thé 13 danh sach pham vi
Vi dy: = SUM (A1;A3) 1a tong ctia hai 6 (gdm 2 tham s)
= SUM ((A1;A3)) twong tu trén nhung chi véi mot tham sd tro
thanh danh sach pham vi
= INDEX ((A2:A3;C2:C3),1,1,2)
Calc chi cho phép danh sach pham vi trong mdt ham INDEX. Vi du
= INDEX ((A2:A3;C2:C3);1;1;2) tra vé 6 dau tién cia hang tht hai
trong danh sach pham vi
% Thong dich ndi dung cac 6
Trong Calc néu mét 6 duoc dinh nghia kiéu van ban, tham tri néu 6
chtra ndi dung 1a so, thi sau d6 6 dugc xem nhu kiéu van ban dac biét co
gia tri la so 0.
Vi du: néu 6 Al duoc dinh dang 1a van ban va ndi dung ctia nd
chua ky tu “17, trong Excel 1a cong thirc = A1+1 s€ tra vé gia tri 1a 2,
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nhung trong Calc né sé tra vé gia tri 1.
+ Gidi han

S6 bang tinh 16n nhat trong Calc 1a 256, Execl ¢6 s6 bang tinh 16n
nhit 1a 32768.

% Dinh dang cac truong

Cac hop danh sach trong Calc ¢ thé ¢6 nhiéu lua chon hoic khong,
nguoc lai trong Excel ¢ hai phuong thire dé chon nhiéu: dang nhiéu va
mo rong. Trong Excel duong lién két hop danh sach nhiéu lua chon t6i
mot 6 bi 10 di. Trong Calc duong lién két hoat dong nhung néu c6 nhicu
hon mét muc dugc lya chon thi gia tri cua 6 dugc dat 1a #N/A.

Trong Calc mdi nit bam option c6 mdt duong lién két téi cac 0,
viéc thiét 1ap gia tri 1a ding hodc sai tuy thudc vao optinon c6 dugc lya
chon hay khong. Trong Excel dudng lién két 6 tra vé sd nat bam option
duoc chon.

% Dia chi hoa céc bang tinh

Trong Calc c¢6 kha ning dia chi héa cac bang tinh. Giéng nhu viéc
tham chiéu véi cot va 6, dau $ duge su dung lam ky hi€u xac thyc tén
bang tinh.

=$Bang2!$A$1 ludn chi téi 6 dau tién trong bang tinh 2.

=Bang2!$AS$1 khi trén mdt bang tinh va duoc sao chép tdi mot
bang tinh khéc s& chi t6i 6 ddu tién ctia bang tinh tiép theo.

Excel khong c6 kha nang nhu vay.

% Cong thuc kiéu mang

Calc hd tro cac cong thic tinh kiéu mang (cac cong thic duoc dua
ra bang cach dung t6 hop phim Control + Shift + Enter), nhung Calc
khong c6 mang cac hing sb trong mot cong thirc. Cong viée theo vong
tron (work-around) 1a dé c6 mot gia tri khong ddi trong cic 6 trén mot
bang tinh va tham chiéu téi ching.

Mot vai cong thirc mang trong Excel duong nhu dgya vao cich
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Excel tinh toan ra mot két qua khong theo trong tai liéu, nhu vay gidng
nhu mot thoi quen khong t6t tham tri chi trong Excel, va tat nhién 1a mot
¥ kién khong t6t khi nhap mot tép chira mot cach thic gidng nhu vay
trong Calc.

% Cac tham s6 khong bat budc trong cac cong thirc

Mot vai cong thirc cod nhiéu tham s6 tuy chon lai phﬁn cudi cua
danh sach tham s6. Trong Excel c6 kha ndng bo di mgt tham s6 tuy chon
nghia 1a c6 thé dé trong n6 va chi rd tham so6 ti€p theo, nhung trong Calc
khog c6 kha nang nay.

Vi du dé tinh tién trg cip hang niam: trong Excel cong thirc 1a =
PV(0.05;10;100;;1) tra vé gia tr1 810.78; trong Calc =PV(0.05;10;100;;1)
tra vé 15i Err:511.

% Céc bicu do

Céc kiéu biéu d6 ma Excel cung cip, con Calc thi khong:

- Thanh bang hinh tron (Bar of pie) chuyén d6i thanh 2D — céc cot
try — phap tuyén.

- Hinh tron bang hinh tron chuyén d6i thanh 2D — cac cot try — phap
tuyén.

- Radar véi markers — chuyén doi thanh 2D — ludi — phép tuyén
nhung b dém theo chiéu kim déng hd dung hon so vdi trong Excel.

- Biéu d6 bot chuyén doi thanh biéu d6 XY

- Céc biéu d6 Surface chuyén d6i thanh biéu d6 thanh theo chiéu
sau 3D.

Céc biéu d0 khac dugc dua ra dudi day

- So v&i Excel cac biéu d6 trong Calc dugc cap nhat cham hon.

- C6 mot vai cac tuy chon vé truc, duong nhu khong c6 tuy chon dé
c6 truc y dao nguogc (nguoc lai theo huéng duong tai diém giira).

- Dt 1iéu phai gidp nhau vé1 cac nhan trong dong hodc cdt dau tién
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% Cac kiéu va viéc dinh dang cira s6

Calc ¢6 hai loai 6 va trang. Nhan chudt phai trong cac kiéu va viéc

dinh dang cura s6 dé tao, stra d6i, hodc x6a cac kiéu.
% In4n

Calc va Excel c6 chic ning in gibng nhau, nhung vi tri cua céac
thiét 1ap khac nhau khong dang ké.

Theo mac dinh Excel chi in nhitng bang tinh dong, trai lai Calc theo
mic dinh sé& in toan bd cac bang tinh. Néu ban chi muén in mot phan cua
cac bang tinh, du tién can chi t5 phan vi in.

Dé tién hanh in:

- Chon File — Print

- Nhin vao Optinons dé thay doi thiét 1ap cho céac trang trang hodc
chi nhitng bang tinh dugc chon.

- Céc thiét 1ap khac gidng nhu trong Excel
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