TRUONG PAI HOC CONG NGHE THONG TIN VA TRUYEN THONG
KHOA HE THONG THONG TIN KINH TE

BAI TAP

BANG TiNH PIEN TU

SO TIN CHI/DVHT: 03

HE PAO TAO: CHINH QUY

THAI NGUYEN, NAM 2021




MUC LUC

PHAN 1.
PHAN 2.
PHAN 3.
PHAN 4.
PHAN 5.
PHAN 6
PHAN 7

TAI LIEU THAM KHAO

10

14

18

22

26

32

43



PHAN 1.

THU'C HANH NOI DUNG LAM QUEN VOI MICROSOFT EXCEL
1.1. Bai tap cé loi gidi
Bai 1: Hinh dudi day mé ta dir liéu doanh thu theo quy ciia mot cong ty trong trang
tinh:
A B C D E F

1 Bao cao Quy

2 Nam Quy 1 Quy 2 Quy 3 Quy 4 Lgi nhudn/Ld

3 2001 16,772 31,977 19,394 22,220 90,363

4 2002 36,000 (23,742) 31,048 (25,208) 18,098

5 2003 17,909 28,594 (24,297) {28,159) (5,953)
& 2004 29,574 (26,726) (28,718) 33,688 7,818

7 2005 20,345 (20,324) (21,265) 29,652 8,408

8 2006 (34,744) 34,000 (16,570) (16,497) (33,811)
9 2007 28,792 (26,298) 25,471 (34,163) (6,198)
10 2008 (21,638) (25,493) 31,735 (17,328) (32,724)
1 2009 33,422 32,076 {21,225) 34,291 78,564
12 2010 (24,261) (26,348) 29,339 21,429 159

13 2011 43,000 (23,281) (15,672) 35,000 44,047
14 2012 17,353 20,040 18,108 27,271 82,772

Yéu cau:

Hinh 1.1. Mo ta doanh thu theo quy

- Pinh dang biéu tuwong hinh sao cho Quy 1

- Pinh dang biéu twong Gradient Fill cho quy 4

Huwéng din:

Pinh dang cho truong loi nhuan

Cac budc tao ra cac dinh dang khéac nhau tuy theo gia tri cua dir li€u:

- Dinh dang biéu twong hinh sao cho Quy 1
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Chon dai 6 B3:B14

Chon thé Home

Chon Conditional Formating
Chon Icon Sets

Chon 3 Stars Icon Set
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- Dinh dang biéu twong Gradient Fill cho quy 4
Chon dai 6 E3:E14

Chon thé Home.

Chon Conditional Formating

Chon Data Bars

Chon Blue Data Bar & bén dudi Gradient Fill
Dinh dang cho truong loi nhudn

Chon dai 6 F3:F14

Chon thé Home.

Chon Conditional Formating

Chon Data Bars

Chon Green Data Bar bén dudi Gradient Fill.

Chon Conditional Formatting.
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Chon Manage Rules.

Chon Edit Rule

. Chon 6 Show Bar Only.

10. Chon Negative Value and Axis...

11. Dudi cac thiét 14p Axis, chon None(show negative value bars in the same
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direction as positive).
12.Chon OK cho ca 3 ctra s6 dang md.
13.Chon thé Home.
14. Chon Conditional Formatting
15. Chon Clear Rules
16. Chon Clear Rules from Selected Cells.



Sau khi thuc hién c4c budc trén, ban s€ c6 duoc trang tinh véi két qua nhu sau:

A B C D E F
:
2 Nam Quy 1 Quy 2 Quy 3 Quy 4 Lo nhuan/L3
3 2001 16,772 31,977 19,394 22,200
4 2002 36,000 {23,742) 31,048 [izs,zos}
5 2003 17,909 28,534 {24,257) 23,159}|i]
6 2004 29,574 {26,726) {28,718) L,@
7 20057 20,345 {20,324) {21,265) 652
g 2006 (34,744) 34,000 {16,570 ]16,49}'}
9 2007| 28,792 {26,298) 25,471 34,163}[
10 2008 {21,638) {25,493) 31,735 17,328)
11 2009/ 33,422 32,076 (21,225) h&
12 2010 {24,261) {26,348) 29,339 21,409
13 2011 48,000 {23,281) {15,672) L,ﬂ
14 2012 17,353 20,040 18,108 7,271

Hinh 1.2. Mo ta doanh thu theo quy da dinh dang
Bai 2. Sir dung sparkline dé vé biéu do mini
Trong Excel 2010, thay vi tao ra nhiing biéu do phirc tap dé xem xu huéng va

phan tich dir li¢u, ban co thé tao ra nhirng biéu dd mini bﬁng sparkline.

A B C D E F G H 1
n
2 Year Quarter 1 Quarter 2 Quarter 3 Quarter 4 Profit/Loss Analysis 1 [Analysis 2 |Analysis 3
3 1990 25,224 31,977 19,394 22,220 98,815
4 1991 (31,796) (24,418) 31,048 (25,208) (50,374)
5 1992 17,909 28,504 (24,297) [28,159) (5,953)
6 1993 29,574 (26,726) (28,718) 33,688 7,218
7 1954 32,133 (20,324) (21,265) 29,652 20,196
8 1995 (34,744) 16,649 (16,570) [16,497) (51,162}
9 1996 28,792 (26,298) 25,471 (34,163) (6,198)
10 1997 (21,638) (25,493) 31,735 (17,328) (32,724)
11 1998 33,422 32,076 (21,225) 34,291 78,564
12 1999 (24,261) (26,348) 29,339 21,429 159
13 2000 (26,023) (23,281) [15,672) 35,000 (29,976)
14 2001 17,353 20,040 18,108 27,271 82,772




Yéu cau:
- V& biéu d0 hinh line trong cot Analysis 1
- V& biéu d6 dang column cho cot Analysis 2
- V& biéu do dang Win/loss cho cot Analysis 3
Huéng din: Cac budc dé c6 thé tao céc loai sparkline nhu sau:
1. Chon dai 6 G3:G14
2. Trong nhém Sparkline, chon nut Line, hop thoai Create Sparklines s& xuat
hién.
Chon thé Insert.
Chon dai 6 B3:E14.
Chon OK.
Chon thé Design
Trong nhém Show, chon 6 High Point va Negative Points.
Chon Style 2 tir b suu tap Style
. Chon dai 6 H3:H14
10. Chon thé Insert

11. Trong nhém Sparklines, chon nat Column, xuat hién hop thoai Create
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Sparklines.

12. Chon dai 6 B3:E14

13.Chon OK

14. Chon thé Design

15. Trong nhom Show, chon 6 Negative Points

16.Chon dai 6 13:114

17.Chon thé Insert

18. Trong nhom Sparklines, chon nut Win/Loss, xuét hién hop thoai Create
Sparklines.

19.Chon dai 6 B3:E14

20.Chon OK

21. Chon thé Design

22.Chon mau Sparkline

23.Chon Light Green.

Sau khi thuc hién cac budc trén, ban sé c6 dugc trang tinh véi két qua nhu sau:



Bao cao Quy

Quy 3 Quy 4 Lei nhuan/La|Phan tich di¥ lidu 1 |Phan tich di¥ lieu2  [Phan tich dik liéu 3
19,394 22,220 50,363 _ . —
' [ | [ |
31,048 {25,208) 18,098 [ | [ ] [ | [ |
== N
(24,297) (28,159) {5,953} I Il
[ | I
(28,718} 33,688 7,818 H . N
- [ |
{21,265) 29,652 8,408 H . I
- I
{16,570) (16,497) (33,811) [ | [ ] Il
[ | [ |
25,471 (34,163 (6,198) . [ | || ||
[ |
31,735 (17,328) (32,724) E - N - [ |
[ N | [ |
{21,225) 34,291 78,564 [ ] [ |
I ==
29,339 21,429 159 N Em N
[ [
(15,672) 35,000 44,047 - — I
18,108 27,271 82,772 R .

1.2. Bai tap sinh vién tu giai

Bai 1. Tao bang tinh sau:

1 DOANH SO BAN HANG

2 Khu vwc Quy 1 Quy 2 Quy 3 Quy 4 Bigu do 1 Bieu do 2
3 HANOI 16,772 31,977 19,394 22,220
4 THAI BiNH 36,000 {23,742) 31,048 {25,208)
5 |THAI NGUYEN 17,909 28,594 (24,297 {28,159
6 |CAO BANG 29,574 {26,726) {28,718 33,688
7 |HUE 20,345 (20,324) {21,265) 29,652
& |PANENG (34,744) 34,000 {16,570) {16,497)
g |TP HO CHi MINH 28,792 (26,298) 25,471 (34,163
10 |LONG AN {21,638) {25,493) 31,735 {17,328
11 |BINH DUFONG 33,422 32,076 {21,225) 34,291
12 |QUANG TRI [24,261) [26,348) 29,333 21,429
13 | QUANG NGAI 48 000 {23,281) {15,672 35,000
14 | THANH HOA& 17,353 20,040 18,108 27,271

Yéu cau:
- Pinh dang biéu twong hinh sao cho Quy 1, Quy 2
- Dinh dang biéu twong Gradient Fill cho quy 4, Quy 3



- V&biéu dd hinh line trong cot biéu do 1
- V&biéu dd dang Win/loss cho cot Biéu dd 2



PHAN 2.
THU'C HANH NQI DUNG GIAO DIEN NGUOI DUNG

2.1. Bai tip c6 hwéng din
Bai 1. Thuc hanh cac thanh phén trong giao dién ngwoi ding
1. Kham pha goc nhin Backstage

a. Chon Start  All program  Microsoft Office  Microsoft Excel 2010 d¢ m&
ung dung Excel 2010

b. Trong hop thoai User Name chon OK

c. Trén thanh Ribbon chon thé File dé hién thi goc nhin Backstage

d. Quan sat ctra s6 chira cac tuy chon dé lwu, mé, in, 4n, chia sé va dong s6 tinh.

e. Tt tuy chon trén thé File chon New

f. Hién thi tat ca cac mau trong Microsoft Excel.

g. Mo file ¢ san : Chon Open dé mo hop thoai Open, di chuyén dén thu muc
Practices Excel 2010 va chon file Thongtinnhanvien.xlsx
2. Kham pha thé Ribbon

a. Trén thanh Ribbon chon thé Page Layout dé hién thi cac cau 1énh

b. Quan sat cac nhom Themes, Page Setup, Scale to Fit, Sheet Options va
Arrange

c. Trong nhoém Page Setup dat chudt 1én Margin dé xem chii thich ScreenTip.

d. Chon céc thé khac nhau trén thanh Ribbon dé xem cic nhom cu 1énh
3. Kham pha cong cu QuicksAccess

a. Trén thanh cong cu Quick Access dat chudt qua cac nit dé xem mo ta.

b. Chon danh sach Customize Quick Access Toolbar

¢. Xem cac chon va chon mii tén danh sach Customize Quick Access Toolbar
dé dong danh sach.
4. Kham pha thanh trang thai

a. Trén thanh trang thai dat con tro chudt qua mdi nat hién thi vé phia bén trai
ctia thanh trugt Zoom dé xem md ta.

b. Chon nit Page Layout dé thay doi bd cuc cia trang tinh

¢. Chon nit Zoom In trén thanh truot Zoom

d. Quan sat phan trim phong to 1én 110%

e. Chon nat Zoom Out va chuyén phong to vé kich thudc 100%

f. Chon thé File va chon Close dé dong file
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Bai 2: Tuy chinh thanh cong cu Quick Access
1. Thém cau lénh Open, New vao thanh cong cu Quick Access
a. Chon thé file va chon Options
b. Trén hop thoai Excel Options, chon Quick Access Toolbar
c. Bén dudi danh sach Choose commands from chon Open
d. Chon Add dé thém cau 1énh Open vao thanh cong cu Quick Access
e. Bén duéi danh sach Choose commands from, chon New va chon Add dé
thém cau 1énh New vao thanh cong cu Quick Access Toolbar
f. Ttr danh sach Choose Commands from chon thé File
g. Bén dudi danh sich Choose commands from, chon Close va chon Add dé
thém cau 1énh Close vao thanh cong cu Quick Access Toolbar
h. Chon OK dé déng hop thoai Excel Options
1. Quan sat cac cau 1énh dugc thém vao thanh cong cu Quick Access Toolbar
2. Tuy chinh thanh trang thai
a. Nhay chudt phai vao bét ky vi tri nao trén thanh trang thai dé hién thj thuc
don tuy chon
b. Chon Caps Lock
c. Kiém tra c¢6 danh dau bén canh Caps Lock, dé thé hién Caps Lock da duoc
thém vao thanh trang thai
d. Chon Maximum va Minium dé thém vao thanh trang thai

e. Tl thyc don, chon Zoom dé an di tiiy chon phéng to/thu nho trang tinh

Bai 3: Nhép dir liéu trong so tinh Excel

1. Tao sé tinh méi
a. Chon thé File va chon New
b. Trong vung Available Template chon Blank workbook
c. Trong vung Blank workbook chon Create

2. Nhdp tiéu dé cot
a. Nhay dtp vao 6 A1, Nhap Nme va nhan Tab
b. Ban chuyén sang o Bl
c. Nhay dup vao 6 B1, nhap Vung va nhip Tab
d. Nhay dap vao 6 C1 nhap Quy 1 va nhan Tab
e. Nhay dup vao 6 D1, nhip Quy 2 va nhan Tab
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