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dao tao 2016

Excel 2010

Gido trinh Excel 2010 duwoc swu tdm va bién soan mot cach c6 dong, don Trung tdm tin hoc
gidn va dé hiéu, mang tinh thuc hanh cao, nham cung cap céc kién thirc t6t thwc hanh MS, lvu
nhat cho hoc vién clia Trung tam. hanh noi bé.
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Tong quan
e Yéu cau: hoc vién biét sl dung may tinh va gé tiéng viét.
S6 bubi: 10
e Cach b tri thoi gian 1 bubi:
o Ly thuyét: 10 - 20 phat
o Hoc vién thyc hanh: 70 — 80 phuat
o Tbéng két: 10 phat
e (Cach day va hoc:
o Tap trung vao thyc hanh, gido vién hwéng dan truc tiép trén'may
o Hoc theo kha ndng hoc vién, khéng nhat thiét phai bam theotkhuhg bén
dwdi, hoc vién hoc nhanh sé dwoc thwc hanh thém cactbainthwe hanh mé
réng va nang cao
] o Hoc vién co thé trao ddi truc tiep thém cac vam,dé khac lién quan dén tin hoc
Chi tiet cac buoi hoc

Bubi 1
e Ly thuyét
o Gioi thieu chung Excel
o Cac thanh phan trong man hinh Excel
o Workbook/Worksheet/Row/Col/Cell
o Thao tgélc voi tap tin Word:"New, Save, Save as, Close, Open
o Cackieu dir liéu
o Cong thirc don gian
o BDobng khung
o Dinh dang Font
e Thwc hanh
Bubi 2
e Ly thuyét
o €oOng thirc va Ham
o Ham IF
o “Ham RANK
o wHam thong ké: SUM, MAX, MIN, AVG
e Thwchanh
BUéi 3
o oLy thuyét
o Biéu thirc logic
o Cac phép toan quan hé AND va OR
o St dung IF voi AND va OR
o Ham thong ké cé diéu kién: SUMIF, COUNTIF...
e Thuwc hanh
Budi 4
e Ly thuyét

o PDia chitwong qéi )
o Dia chi tuyét doi/Hon hop
o Ham tra cru VLOOKUP, HLOOKUP

Trung tam tin hoc MS
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e Thwc hanh
Budi 5
e Ly thuyét

o Ham INDEX, MATCH, OFFSET
o Ham lién quan dén chudi: LEFT, RIGHT, MID...

e Thwec hanh
Bubi 6
o Lythuyét
o Sap xép

o Loc ty déng (Auto Filter)
o Loc nang cao (Advanced Filter)
o Tbéng theo nhém (SubTotal)

e Thwc hanh

Buéi 7
Ly thuyét (Database)
o Vung dieu kién
o Cé&c ham database: DSUM, DMAX{DAVERAGENDMAX, DCOUNT
o Cac ham tai chinh: FV, PV, PMTNPER
e Thuwc hanh
Budi 8
o Ly thuyét (D6 thi)
o Ve do thi trong Excel
o Thay doidinh dang,do thi
o DO thi dac biét, Sparklines, Trendline...
o Thwc hanh (TOn@ ho'p vaynang, cao)
Bubi 9
e Ly thuyét: Phan tich(PRivot table)
oy, Phangieh dir liéu?
o Wlao di lidu nguon
ow, Phéantiel’bang Pivot table

o Lamsach dir liéu (Data Cleaning)
o\ Thufe. hanh (Téng hop va nang cao)

Buoih10
o, Lyathuyét
o Dinh dang theo diéu kién (Conditional Formating)
o Kiém tra hop & di¥ lieu (Data Validation)
o Xem lai /Duyét ndi dung (Review)
o Inén
e Thyc hanh (Téng hop va nang cao)

Trung tam tin hoc MS



