Gigo trinh Microsoft Excel Trung tam tin hoc CIC
87A - THO NHUOM HA NOI

CHUONG 1

CAC TINH NANG CAO CAP CUA EXCEL

1/ Dat mat khau cho tap bang tinh
- M& bang tinh can dat mat khau

- Vao File/Save as xudt hién clta s6 Save as. Tai clta s6 ndy ta chon nit Options-> cira s6
Save Option xuat hién:

+ G6 mat khau vao hop Password to Open -> Chon OK

+ G0 lai mat khau vao hop Reeter password to Proceed -> Chon OK

+ Chon Save
- Khi nay tap bang tinh da c6 mat khau, c6 thé kiém tra bang cdch déng file vao va md lai
dé kiém tra két qua.
2. Lam chu nhiing tinh nang lap dan cua Excel (Outlining)

Excel cho phép ta che d&u va hién thi chi tiét trong bang tinh bing cach st dung céch
lap dan. C6 thé thiét k& ddy cdc cot hay hang va nhém né lai dé nhanh chéng che d4u hay
hién thi céc chi tiét, tham chi c¢6 thé tao mot nhém cac dan 16ng nhau (nhém trong nhém)
dé truy xudt ding chi tiét khi can.

a) Thiét lap mot day dan
Budc 1: Chon mot day cac hang hay cot (khong duoc chon 6)
Budc 2: Vao Data/Group and Outline/Group

Khi d6 ta sé thdy bén trai man hinh xuat hién nit cé dau (-), néu bam chuot vao nut
ndy thi cdc hang hoic cot duoc chon & bude 1 s& dugc 4n di. Néu muodn céc hang, cot xuat
hién tra lai thi bAm vao nit (+).

b) Xod bo dan
* PE xo0d cdc dan riéng ré:
- M6 dan cin xo04 (bam vao ddu (+) d€ m& dan trong trudng hop dan chua mo)
- Chon hang hay co6t muon loai bo dan
- Vao Data/Group and Outline/Ungroup
* Pé x04 tat ca cdc dan:
- Khong chon hang hay cot nao ca
- Data/Group and Outline/Clear Outline
3. Thiét lap gia tri gi6i han cho 6
- Bdm chon viing can dat gia tri giGi han
- Vao Data/Validation
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D ata ¥ahidation EE

Settings | Input Message I Error Alert I

Yalidation criteria

Allow:

T - | ¥ Ignare blank
Data:
Il:uetween j

Minimum:
|2 Y
Maximum:

E Y

r Apply these changes to all other cells with the same settings

Clear All | [als I Cancel|

- Allow: Chon loai dit liéu cho vung

- Data: dit liéu duoc gd vao chi dugc nam trong khoang sau

+ Between : Trong ving ...  + Greater than: Ld6n hon

+ Not Between: ngoai vung ...  + Less than: Nho hon

+ Equal to: Bing + Greater than or equal to:  Lén hon hoac bang

+ Not Equal to: Khong bang + Less than or equal to: Nho hon hodc bang
- Minimum: Gi4 tri t6i thiéu ctia dit liéu dugc nhap

- Maximum: gid tri t6i da cta dit liéu dugc nhap
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CHUONG 2

\

HAM

I. HAM THONG KE MOT PIEU KIEN

1. Ham Sumif:

- Cd phap: =Sumif (viing can tinh tong, diéu kién kiém tra, viing gia tri can tinh)

ham cho ta gi4 tri tdng clia cic ban ghi thoa man diéu kién

- Cong dung:
Vi du:
A B C D
1 Ho tén S6 con Luong
2 Nga 2 320000
3 Thu 3 300000
4 Ha 1 400000
5 Hoi 2 350000
6 Hai 3 250000
Lan 1 340000
8 Hué 1 340000
9
10
11 | S6 con Luong s0 lugng
nguoi
12 |1 1800000 |3
13 |2 670000 |2
14 |3 550000 |2

Gia tri 6 B12 duoc tinh nhu sau:
=Sumif($B$2:$B$8,A12,$C$2:$C$8)

2. Ham Countif:

- Cd phap: = Countif (ving can tinh tong, kiéu kién kiém tra)

- Cong dung:

Vi du: GiA tri tai 6 C12 dugc tinh nhu sau:
= Countif ($B$2:$B$8, A12)
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I/ CAC DANG VUNG TIEU CHUAN
1) Tiéu chuan so: 0 diéu kién c6 kiéu so

Vi du: Tiéu chuén s6 con bang 2

S6 con
2

2) Tiéu chuan chuoi: 6 diéu kién c6 kiéu chudi

Vi du: Tiéu chudn Chiic vu 1a “GD”

Chirc vu
GD

Trong 6 diéu kién c6 thé chia céc ky tu dai dién? Hoac *
Vi du: tiéu chudn TEN bt ddu bang “H”
TEN
H*

3) Tiéu chuan so sanh
0 diéu kién chia todn tir so sanh kém vdéi gid tri so sanh. Céc todn tir so sdénh gém:

> < >= <= = <>

Vi du: Tiéu Chuén s6 con 16n hon 2:
S6 con
>2

4) Tiéu chuan cong thirc

0 diéu kién c6 kiéu cong thiic. Trong truong hop st dung tiéu chuin ndy can luu y:

- 0 tiéu dé (tén trudng) clia vang tiéu chuan phai 1a mot tieu dé khéc vdi tat ca cdc
tiéu dé cua ving Database.

- Trong 0 diéu kién phai 14y dia chi clia 6 trong miu tin ddu tién dé so sanh.

Vi du: Tiéu chudn ky tu dau tién cia tén khac “H”

TEN - H

~Left(c2,1)<>"H"
Xuat hién TRUE/FALSE hay 1/0

5) Lién két tiéu chuan

C6 thé tim ki€m, xo4 hay riit trich cic mau tin trong viing Database bing c4ch giao
(AND) hay hoi (OR) cua nhiéu diéu kién khac nhau.

+ Néu cdc 60 diéu kién khac cot c6 tinh chat giao

+ Néu cac 60 diéu kién khac dong c6 tinh chat hoi
Vi du: Viing tiéu chudn thé hién diéu kien: SO CON bing 1 va CHUC VU 1a NV hay SO
CON I6n hon 2 va chiic vu 1a GD

SO CON | CHUC VU
1 NV
>2 GD
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I/ HAM THONG KE NHIEU PIEU KIEN:

1. Him Dsum:

- Cd phap: = Dsum(vung dir liéu, s6 thit tu ctia cot can tinh tong, viing diéu kién)

- Cong dung: Ham cho ta gi4 tri tong clia céc ban ghi thod man ving diéu kién
Vidu:
A B C D

1 Mat hang | Clra hang | SO lugng

2 Gao S6 1 10

3 My S6 2 20

4 Sira S6 3 15

5 My S6 4 30

6 Gao S65 14

7 My S6 6 12

8 Gao S6 7 10

9

10 Mat hang Mat hang

11 My Gao

12 3 Sira

13 49

14

S6 lugng ctia mat hang Gao va Sita tai 6 C13 duoc tinh nhu sau:
=Dsum (A1:C8, 3, C10:C12) cho ta gia tri 1a 49
2. Ham Dcount, Dmax, Dmin, Daverage .....ciing duogc tinh tuong tu
VD: Dém s6 cira hang ban My tai 6 A12 dugc tinh theo cong thic:
= Dcounta(A1:C8, 2, A10:A11) cho ta gid tri la 3
( Ham Dcounta: Pém dit liéu dang chuoi)
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IV/ HAM THAM CHIEU

1. Ham Match
Cu phap: = MATCH(<Gi4 tri tim ki€ém>,<vung tim ki€ém>,<dang>)

Cong dung: Ham MATCH() s€ dua ra vi tri tim thdy (hoac gan ding néu khong tim
thay) cua gid tri can tim trong <ving tim ki€m>.

Trong do:

- <Gi4 tri tim ki€m>: La gi4 tri dang s6 bt ky hodc ky tu duoc dung dé tim ki€ém
trong <vung tim ki€m>.

- <dang>: xac dinh cach thic tim ki€ém

+ Néu <dang> 1a 1: Tim ki€m trong viing dugc sap x€p theo thit tu tang dan va két
qua la vi tri clia gid tri 16n nhat trong viing nhung khong vugt qua <gia tri tim ki€ém>.

+ Néu <dang> 12 0: Tim ki€m trong ving khong cin phai sap xé&p va dua ra vi tri
trung khép véi <gia tri tim ki€m>. Néu khong tim thdy ham dua ra thong bao #N/V

+ Néu <dang> 1a -1: Tim ki€m trong viing duoc sap x€p theo thit tu gidm dan. Két
qua s& 12 vi tri ¢6 gia tri nho nhét 16n hon hoac bing <gia tri tim ki€m>. Néu khong c6 gia
tri nao trong viing 16n hon <gia tri tim ki€m>, ham dua ra thong béo 16i #N/A

Vi du:
A B C D
1 2 2 15 =MATCH(10,A1:A5,0)
2 10 5 10 =MATCH(9,A1:A5,0)
3 5 7 7 =MATCH(9,B1:B5,1)
4 7 10 5 =MATCH(9,C1:C5,-1)
5 15 15 2
Sé duoc két qua:
A B C D
1 2 2 15 2
2 10 5 10 #N.A
3 5 7 7 3
4 7 10 5 2
5 15 15 2
2. Ham INDEX

Cd phap: = INDEX(<vung tim ki€ém>,<dong>,<cot>)

Cong dung: Dua gia tri cia mot 6 trong <vung tim ki€ém> dugc xac dinh bsi <dong>
va <cot>.
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Vi du: & bang trén néu ta nhap cong thic

= INDEX(A1:C5,2,1) sé& cho két qua la 10. Pay chinh 1a 6 c6 toa do 1a dong s6 2 va
coOt s0 1 ctua viung A1:AS

3. Vi du 4p dung cac ham MACTH() va INDEX

A B C D E F G
1 Danh muc vat tu
2 MavT Tén vat tu don vi tinh | Pon gia
3 V001 Cassette Chiéc 300
4 V002 Bia ha noi Thuing 100
5 V003 Ban 1a Chiéc 120
6 V004 Quat National | Chiéc 1000
7 | Danh sach nhap vat tu
8 | Ngay MaVvT Tén vat tu don vi tinh | Don gid | SO lugng | Thanh tién
9 1/8/2001 | VOO1
10 | 2/8/2001 | V0OO3

Dua vao ma vt tu, dua cac thong tin tuong tng cuia timg loai vat tu: Tén vat tu, don
vi tinh, don gid trong bang “danh muc vat tu” vao “danh sach nhap vat tu”.
Tai 6 C9 nhap cong thic:
= INDEX($B$3:$E$6,MATCH(B9,$B$3:$B$6,0),2)

nhan duoc két qua la Cassette

O trén, ham MATCH(B9,$B$3:$B$6,0) cho két qua 12 1 bdi vi tim thy gié tri & 6 B9
(V001) ndm & dong s6 1 cia viing B3:b6, nhu vay cong thic trd thanh:

= INDEX(B3:B5,1,2) két qua nhan dugc & 6 trén dong 1 cot 2 ctia ving B3:B6 chinh
1a 6 C3

Doi vai cot don vi tinh ta nhap cong thic (6 D10)

= INDEX($B$3:$E$6,MATCH(B9,$B$3:$B%6,0),3)
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Bai tap:
A B C D 'E |F |G H 1
1 TINH CHIET KHAU TIEN DIEN
2 Tén ho Loai | S6cti | SOmdi | Trong | Vuot Tién Tién Phai
ho bM bM bM VbM tra
3 Ha Cq-a 210 380
4 Leé nn-d 220 230
5 Dung Cb-a 270 380
6 Oanh Cb-c 270 290
7 Thu Cq-a 300 900
8 Lan Cb-e 280 380
9 Mai Cb-c 210 300
10 | Anh Cn-d 230 370
11 Dao nn-d 260 340
12 Dung Cn-e 270 370
13 BANG BPINH MUC
14 cq cb cn kd Nn
15 A 50 40 20 60 30
16 B 60 40 50 80 60
17 C 70 55 70 95 85
18 D 75 65 95 120 90
19 e 85 70 110 150 95
20
21 BANG GIA TIEN DIEN
22 a b c d e
23 Cq 30 40 20 10 15
24 Cb 15 25 30 12 18
25 Cn 12 24 40 15 20
26 Kd 35 60 50 20 25
27 nn 10 20 60 30 29
* Yéu cau:

- Tao bang tinh trén

- Tinh s6 dién nang st dung trong dinh miic

- Tinh s6 dién nang st dung vuot dinh mitc

- Tinh tién trong dinh mitc, vuot dinh mic va tién phai tra

* Céach tinh:

- Trong dinh miic: (E3)

= MIN(D3-C3,INDEX($B$14:$G$19,MATCH(RIGHT(B3,1),$B$15:$B$19,0),
MATCH(LEFT(B3,2),$C$14:$G$14,0)))

(Phan con lai hoc vién tu lam)
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CHUONG 3

LOC DU LIEU

1. St dung Auto Filter:

Dung Auto Filter loc ra nhitng mau tin theo tiéu chuén nao dé

* Céch str dung:

- Bdm chon mot 6 bat ky trong vung dit liéu

-Vao Data/ Finter/ Auto Filter

Khi d6 trén tat ca c4c trudng xuat hién miii tén den sé xuodng

2 | B | ¢ | © | E |
1 Hotn v|Phii |+|Nziy conde|luong ngiv|luong thir=|
2 Hoa nit 50 500

-, (Top 10...)

3 |Hai nam (Custom...) | 40 a00
4 |Lan nit o 25 750
5 |Mai nit 13 40 1000
6 Nga  nit - 30 690
7 |Céng  mam |23 30 690
8 lan  ni = 23 460
9 Hue nit 10 20 200
10 |[Ngoc it 15 30 450
11 Khii  mam 13 30 390
12 |Vin  mam 20 25 500
13

- B4m vao miii tén den s6 xudng & bén phai ciia trudng cin chon tiéu chuin loc lua

- chon diéu kién loc lua

+ All: Hién toan bo cdc mau tin

+ Blanks: Hién 1én cdc mai tin trong

+ Custom: Khi muén chon loc véi cac toan tir so sanh. Trong do:

Equal
Does not equal:

Is greater than:

Is greater than or equal to:

Is less than:

Is less than or equal to:

Begin with:

Does not begins with:

Ends with:

Bang

Khong bing

L6n hon

Nho hon

L6n hon hodc bang

Nho hon hodc bang

Bit ddu bang chir . ..

Khong bat dau bang chit

Két thic bang chit
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e Does not ends with: Khong két thic bang chit
- Muén huy bo loc vao Data/Filter/ Auto Filter
2. St dung Advanced Filter:
- G6 mot viing tiéu chudn sang céc 6 bat ky ngoai ving CSDL
- Bam chudt vao 6 bat ky trong CSDL
- Vao Data/ Filter/ Advanced Filter
Hop Advanced Filter xuat hi¢n

Advanced Filter EE3
Artion

™ Filter the list, in-place |L|

i Copy to another location

Canecel
List range: |$A$1 $ERLZ :"J
Criteriarange:  |Sheet!$G354G36 i
Copy to: | sheetiigas14 i

[~ Unigue records only

+Trén khung Action chon:

e Filter the list in place: Néu muon cdc mau tin thoa man diéu kién ngay trén
viing CSDL (viing CSDL 4n di)

e Copy to another location: Sao chép cdc mau tin thoa man diéu kién vao mot
viing khac trén bang tinh (ving CSDL vén duoc hién thi trén trang tinh)

+ Khai bao cac vung:

e List range : Khai bao ving CSDL

e Criteria Rarep  : Khai béo viing tiéu chuin
eCopy to  : Dia chi chita cic mau tin sau khi loc
+ Chon OK

Chii y: Sau khi chon truong hgp thi nhat (CSDL 4n di), khi muon hién thi toan bo
CSDL ta vao Data chon Filter chon Show All
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CHUONG 4

SAP XEP DU LIEU VA THONG KE THEO NHOM

1. Sap xép thir tu CSDL:
Béam chudt tai 6 bat ky trong CSDL
Vao Data/ Sort

Sort K Ed
Sort by
CTEI | © Ascending
™ Descending
Then by
| L| & perending
" Descending
Then by
I j & perending
" Descending
My list has

¥ Header Covar ™ Mo header row

Options.., | oK I Cancel|

Trong d6
e Sort by: Chon tén cot (tén truong) thit nhét can sap xép
- Chon kiéu sap xép
+ Ascending: Tang dan hoac A ->Z
+Descending: Giam dan hoac Z->A
e Then by: Chon coOt can sip xép ti€p theo
Néu ta chon Header row thi trong muc sort by s& xuat hién tén trudng cn sap xép

Néu ta chon No header row thi trong muc sort by s& xudt hién tén cot cin sap xép
trong bang tinh.

2. Tinh nang Subtotals
Buéc 1: Sép xép dit liéu cuia cot can thong ké s6 1éu theo nhém theo thi tu (A->Z, Z->A)
Budce 2: Badm chon 6 bat ky trong CSDL

- Vao Data/ Subtotal
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Hop thoai Subtotals xuét hién:

Subtotal EE3 |

At each change in:
FERTM————— -

. Cancel |
Use function:

ISum j Remowve All |

Add subtotzal to:
Iv tgay cing L«

|l Irdng ngay
PMEI

v Replace aurrent subtotzls
N Page break between groups
W Summary below data

+ Bam vao hop At each change in dé chon vung tin ( trudng) cin nhém.

+ Chon ham can thuc hién & Use function

+ Bam chon truong can tinh & Add Subtotals to

+ Néu muo6n ngit cac nhom thanh tiig trang ta bAm chon Page break between grop
+ Chon OK

- Muo6n huy bo viéc thong ké theo nhdm vao Data/ Subtotals/ Remove All
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CHUONG 5

HOP HOI THOAI FORM VA PHAN TICH DU LIEU

1/ Hop hoi thoai Form
- Dit con trd 6 nam trong pham vi viing Database
- Vao Data/Form. Hop hoi thoai xuat hién

Trong d6 hién noi dung CSDL theo ting mau tin, ¢6 thé stt dung cdc phim sau:

Danh ba xap xep theo Ma KB (2]x] ¢ 1 J:Dén mau tin trude, sau mau tin hién hanh

MKE: - 1ofS e Enter: Dén mau tin sau mau tin hién hanh

Que Quan: |Ha hoi e PgUp/PgDn: dén méu tin dau/cudi

M.¥: 04 Bel e Tab/Shift-Tab: Di chuyén qua lai giita cdc

Phone:  [szee492 E— khung dir ligu.

i1 [1]

FREREE

Ten CB:  |Mguyen Thi Ha Cong dung ctia nhitng nut Iénh trong hop
Find Pres hoi thoai:
Find Mext New: Nhap mau tin méi

R Delete: Xod mau tin hién hanh

Restore: Khoi phuc dit liéu vira nhap/xod
Close

Find Prev: Dén mau tin truéc mau tin
hién hanh
hd Find Next: Dén mau tin sau mau tin hién
hanh
Criteria: Nhap diéu kién truy tim

Close: Pong cira s6 Data Form

2/ St dung PiVol Table dé phan tich bang tinh

Vi du: Dua vao bang sau hay phan tich s6 luong hang da giao cho tung khach hang

Pon vi San pham | S6 luong | Gia Tri gia Thué Téng
Loan Banh 170 5 850 0.15 971.5
Loan Banh 350 5 1750 0.15 2012.5
Nam Bénh 600 5 3000 0.15 3450
Sao Thudc 590 20 11800 11800
Nam Cafe 550 10 5500 0.02 5610
Loan Cafe 400 10 4000 0.02 5610
Loan Thudc 280 20 5600 5600

Budce 1: Badm vao 6 bat ky trong vung dit liéu sau d6 vao Data/Pivol Table Report ,
thay xuat hién ctra s6 PiVol Table Wizard Step 1 of 4
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Budc 2: Bam Next thay xuat hién cira s6 PiVol Table Wizard Step 2 of 4

O cira s8 ndy ta chon viing dit liéu c4n phan tich (thong thudng may tu chon) -> bim
Next s& thdy xudt hién cira s6 PiVol Table Wizard Step 3 of 4

PivolT able Wizard - Step 3 of 4 EFE
L] — Rﬁ_’, Conskruck your PivotTable by dragging

the field buttons on the right to the

— diagram an the left,

Don wi Tong I
PAGE Donvi | COLUMN

[5an pham x
Sum of Soluong 2
ROW DATA
@ Zance| < Back | Einish

Tai ctra s6 nay kéo cac trudong vao ving Column, Row, Data (nhin vi du trén ctra s6).
Sau d6 bam kép chuot vao trudng nim & ving data s& xuét hién clra s6

PivotT able Field [2]x] Tai cilra s6 nay chon ham st dung dé
Seweslely  Smilem phan tich dit liéu sau d6 bam OK
S of So luong Bam ti€p Next s& xuat hién cira s6 cho
Cancel | phép chon viing chita dit liéu sau khi phan
Summatize by tich:
Delete |
- New WorkSheet: néu dua dit liéu sang
mber... || Sheet moi
Options = - Existing worksheet: Néu dé dit liu &
Sheet hién hanh.

B4m Finish dé két thic
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CHUONG 6

LIEN KET BANG TINH:

1. Dan lién két
- Go dit liéu & nhiéu Sheet khac nhau
- Go bang téng hop vao mot Sheet khéc
- Dé chuot tai 6 dit liéu cin ddn, Vao Edit/ Copy
- M6 bang t6ng két, bam chuot tai vi tri can dén
- Vao Edit / Paste Special / Paste link

Cong dung clia ddn lién két: Khi ta thay doi dit liéu trong bang dit liéu thi bang téng
hop thay déi theo

2..Téng hop dit liéu tir nhiéu bang khac nhau
- G0 céc bang tinh can téng hop & nhiéu Sheet khic nhau
- D€ chuot tai bang téng hop
- Vao Data/ Consolidate

Consolidate EE3
ISum j

Close |
Reference:
I ik_j Erowse.., |

All references:
[ ad |
LI Delete |

se labels in
r Top ros
r Left column ™ cCreate links to source data

- Chon ham can thuc hién & Function
- Bam chuot vao cdc sheet can téng hgp, chon vang dit liéu

( Chon béng cdch ta m& céc Sheet dit liéu , ta bam chon ving dit liéu cn téng hop roi
bam chuot vao Add)

- Bam chon muc Top Row néu vung dit liéu & cac Sheet ¢ ca tén truong

- Bam chon Left Column néu ving dit liéu & cac Sheet ¢6 coOt dau tién bén trdi 1a cot
chita cdc noi dung can téng hop.

- Chon Create links to source data ( Khi dit liéu ctia cac bang dit liéu thay déi thi dit
liéu trong bang téng hop ciing thay déi theo)

- Bdm chon OK
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CHUONG 7
TAO BIEU PO

Dé tao biéu do chung ta thuc hién cac thao tic sau
- Chon dit liéu muon dung dé vé biéu do
- Bdm chon nit ChartWizard cuia thanh cong cu chuin

- Hop thoai Chart Wizard Step 1 of 4 hién ra yéu cau ta chon ho biéu dé va chon loai
trong ho biéu dé vira chon

Chart Wizard - Step 1 of 4 - Chart Type 2%

iblaflils
Ll

Standard Types | Custom Types I

Chart type: Chart sub-type:

iy Radar

@ Surface a
@+ Bubble

L Stock Ll

@ Doughnut M

Clustered Column, Compares values
amoss categories.

Press and hold to view sample |

@' Cancel cpace | mext» | Eimish |
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- Bam nut Next, hop hoi thoai Chart Wizard Step 2 of 4 hién ra, yéu cau ta chon s6
liéu da vé trong nhém biéu d6 1a dong hay cot clia viing dit liéu da chon, dit liéu dé vé biéu
d6 bat dau tir dong hay cot thit may trong vang dit liéu da chon.

Chart Wizard - Step 2 of 4 - Chart Source Data EHE3

Data Range | Series I

2000
1200
1600
1400
1200 oa
1000 mE

200 I

£00 - L L

400 — —

200 - L —{ . L
0 '

th,ng 1 Th,ng 2 Th,ng 3 Th,ng 4 Th,ng &

Datarange: | SEERTTRREL

Seties in: ' Rows

" Columns

- Bam niit Next, hop thoai Chart Wizard Step 3 of 4 hién ra

Chart Wizard - Step 3 of 4 - Chart Options EE

Chart kitle:
I 2000
1800
Category (%) axis: 1600
| 1400 M
. 1200 oA
Yalue () axis; 1000 mE
I 200 oc
- EOO -
Second cateqory (4} axis:
400 - -
I 200 - . |
Second value () axis: 0 - T T T T
I thyng 1 Th,ng2 Thng3 Thong4 Thhgh

Cancel | < Back | Mext = I Finish

Cho phép ta dit thuoc tinh cho biéu d6 trong cdc muc sau:

* Title: - Chart title: Pat tiéu dé cho biéu do
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- Catology (X) axis: dat tiéu dé cho truc X
- Catology (Y) axis: dat tiéu dé cho truc Y
* Gridlines: 4n, hién duong ludi

* Data Labels: Hién nhan

- Show Value: hién gia tri
- Show Percent: hién phan tram
- Show Label: hién nhan

- Show Label and percent: hién ca nhan va phan tram

- Bam nuit Next, hop thoai Chart Wizard Step 4 of 4 hién ra cho phép ta lua chon vi
tri ctia do thi:

+ As new Sheet : V& d6 thi trén mot Sheet méi
+ As objec in : V& d0 thi ngay trén Sheet hién hanh
- B4m Finish dé két thic
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