Cheatography

Phim tat trong Excel

Ctr + Phim cach -> Chon c6t  Ctrl + Shift + ; -> Ctr+B->In
Cheén thai gian dam

Shift + Phim cach -> Chon Ctr+;->Chénngay Ctr+l->1In

hang nghiéng

Alt + Shift + mii tén phai -> Ctr + ALt + Shift + ;-> Chen ngay va
Nhém hang/ cot gio
Shift + -> Lui hang c6t da chon

Ctrl + Alt + =-> Chén hang c6t I1én trén

Tir tréi sang phai: Navigation, Ngay va gio, Formatting

Essential Functions

UNIQUE (range, by_column, exactly_once)

SORT (range, sort_column, is_ascending, [sort_column2, is_ascend-
ing2, ...])

eg: SORT({1, 2, 3, 4; 5, 6}, 2, FALSE)

COUNTIFS, SUMIFS, AVERAGEIFS, MINIFS, MAXIFS (sum_range,
criteria_range1, criterion1, [criteria_range2, criterion2, ...])

eg: SUMIFS(A1:A10, B1:B10, ">20" C1:C10, "<30")
eg: SUMIFS(F5:F15,C5:C15,"red",D5:D15,"TX")
eg: SUMIF(C2:C10, ">"&F1, B2:B10)

ROUND

ROUNDUP

ROUNDDOWN

VLOOKUP

HLOOKUP

FILTER (range, condition1, [condition2, ...])

eg: FILTER(A2:B26, A2.A26 > 5, D2:D26 < 10)
eg: FILTER(A2:B10, NOT(ISBLANK(A2:A10)))

SORTN (dai_b; [n], [ché_dd_hién_thi_méi_lién_két]; [cot_s3p_x8p1:
tang_dan1], ...)
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Essential Functions (cont)

Trong dd, dai_6 — D liéu can dudc sép x&p dé tim n muc dau tién. n
- [TUY CHON - 1 theo méc dinh] S6 muc can tra vé. Phai I6n hon 0.
ché_d6_hién_thi_méi_lién_ké&t — [TUY CHON - 0 theo m&c dinh] Mét
s0 dai dién cho cach hién thi mai lién két. 0: Hién thi t6i da n hang
dau tién trong dai 6 duoc sap x&p. 1: Hién thi t6i da n hang dau tién,
cdng véi moi hang b8 sung gidng vdi hang th n. 2: Hién thi t6i da n
hang dau tién sau khi x6a cac hang trung I&p. 3: Hién thi t6i da n
hang don nhat dau tién, nhung hién thi moi hang trang 1ap cla
nhitng hang nay.

eg: SORTN(A2:C20, 2, 2, B2:B20, TRUE)

IMPORTRANGE (url_bang_tinh; chudi_dai_6)

eg: IMPORTRANGE("htips.//docs.google.com/spreadsheets/d/abc-
d123abcd123"; "trang_tinh1/A1:C10")

Tool Tips

REPT (text, number_of_times) repeats the specified text (in this case,

"I") a specified number of times (the value in cell B1).

Design Practices

Consistent look Keep color consistent throughout the report

If data might changeKeep it in a cell instead of hard-coding it in the
forrmula

Add contrast with formatting A/fernating colour icon

Add contrast with formatting Only add contrast to where you want
Yyour audience pay attention to

Each sheet has a purpose

Make it pleasure to come back Should have instruction sheet &
hyperlink

Consider the future Will your data grow or stay the same size
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Essential TEXT & DATE function

LEFT
RIGHT

MID

UPPER
LOWER

TRIM
SUBSTITUTE
ISEMAL
SEARCH

FIND

SPLIT
CONCATENATE
DATE

YEAR

MONTH

DAY

TODAY()

NOW()
EOMONTH

Advanced Functions

INDEX (gia_tri_tham_chiéu; [hang]; [cot])

eg: INDEX(A1:C20; 5 1)

MATCH (khéa_tim_kiém, dai_o, [loai_tim_kiém]**

eg: MATCH("Chd_nhat":A2:A9:0)

eg: MATCH(DATE(2012:1;1),A2:F2)

SUMPRODUCT (mang1; [mang2; ...])

maéng1 — Mang hodc dai 6 thiy nhét, trong dé cac phén t sé duoc
nhan vdi cac phan tr tlong tng cia mang hodc dai 6 thi hai.
mang2: ... — [ TUY CHON - {1,1,1,...} ¢6 cung dé dai véi méng1 theo
mac dinh ] — Mang hodc dai 6 thi hai, trong do cac phén t sé duoc
nhén vdi cdc phan t tu'ong tng cua mang hodc dai 6 thu nhat.

eg: =SUMPRODUCT(INDEX(B2:E1000, , MATCH("SpecificHeader",
B1:E1, 0), (C2:C1000 = "SpecificValue2") 1)*
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Explore trong Google Sheet

QUERY

QUERY (d@_liéu; truy_van; [tiéu_dé])
QUERY : select & where

eg: =QUERY('Example Data'l$A32:$H$7, "select A where (B<>'Eng’
and G=true) or (D > "§A2&")")

QUERY : group by

eg. QUERY('Example Data'l$A$2:$H$7, "select B, MAX(D) group by
B’)

QUERY : pivot

eg: QUERY('Example Data'l$A$2:3H$7, "select avg(D) pivot B")
Order by

QUERY/('‘Example Data'l$A$2:$H87, "select B, MAX(D) group by B
order by MAX(D)")

Label

QUERY(A1:B10, "SELECT A, B LABEL B 'Years Old")

Concatenate multiple QUERY (arrray) results

{QUERY(Rawdata, "SELECT B, sum(D) WHERE B is not null
GROUP BY B ORDER BY sum(D) desc LABEL sum (D) ‘Actual
Sales'", 1)

;

QUERY(Rawdata,"SELECT sum(D) WHERE B is not null LABEL
sum(D) 'Total' "}
QUERY function combine data from different sheets

Eg: QUERY({Raw1;RawZ2}, "Select col1, count(col1) where col1 is
not null group by col1")
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