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Chuong 1. Excel trong cong viéc xay dung — Chapter 1. Excel in

construction work

Béang khoi lugng, du toan, tién do, nhat ky vat tu, bang chidm cong, bao cao khdi luong
hoan thanh — phan 16n hd so sb ctia mot cong trinh ndm trong bang tinh. Nguoi lam xay
dung dung Excel nhiéu gio hon dung phdn mém chuyén nganh, nhung thuong chi ding
chirng mot phan mudi kha ning ciia no.

Bills of quantities, cost estimates, programmes, material logs, timesheets, statements of work
done — most of a project's digital paperwork lives in spreadsheets. People in construction spend

more hours in Excel than in their specialist software, yet typically use about a tenth of what it
can do.

1.1. Tai liéu nay viét cho ai — Who this guide is written for

Nguoi doc dugc gia dinh da biét mo teép, g0 s6 vao 6 va kéo chudt chon vung. Tur do tro
di, moi ndi dung déu bam vao cong vi¢c that ciia nganh xay dung: tinh khdi lugng, 1ap du
toan, theo ddi tién do, téng hop bao cao.

The reader is assumed to know how to open a file, type a number into a cell and drag a

selection. From there on, everything is tied to real construction work: measuring quantities,
preparing estimates, tracking programmes and compiling reports.

Cong viéc Chuong
Task Chapter
Nhap va trinh bay bang sé liéu cho dung cach 34
Entering and laying out data correctly ’
Viét cong thue, hiéu tham chiéu, doc 16i 5
Writing formulas, understanding references, reading errors
Ham tinh khéi lugng, tra don gi4, tinh ngay cong 6
Functions for quantities, unit rates and working days
Dinh dang, kiém soat nhép liéu, bao vé bang

. o . 7
Formatting, data validation and protecting a workbook
Sép xép, loc, téng hop theo hang muc 2
Sorting, filtering and summarising by work section
PivotTable va gop nhiéu tép bao cao 9
PivotTables and combining report files
Biéu db tién do, duong cong chir S, in 4n 10
Programme charts, S-curves and printing
Mau bang ding duoc ngay va xir 1y su cb 1112

Ready-made templates and troubleshooting
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1.2. Cac phién ban Excel va khac biét cin biét — Excel versions and the differences

that matter

Phién ban Pac diem

Version Characteristics

Ban duy nhat con nhén tinh ndng méi; c6 du cac ham doi moéi va
mang dong
The only version still receiving new features, has the newer functions

Microsoft 365 (thué bao)
Microsoft 365

(subscription) .
and dynamic arrays

Excel mua dit (ban theo Tra tién mot lan, khong nhin tinh ning méi sau khi phat hanh;

nam) thiéu mot so ham doi mai
Perpetual Excel (vear- Bought once, receives no new features after release; lacks some of the
named release) newer functions

Mién phi, chay trong trinh duyét, di cho viéc xem va stra nhe;
Excel cho web thiéu nhiéu cong cu ning cao
Excel for the web Free, runs in a browser, fine for viewing and light editing; many
advanced tools are missing

Excel trén dién thoai Xem va sua nhanh ngoai cong truong
Excel on mobile Viewing and quick edits on site

CANH BAO / WARNING — Khic biét quan trong nhat voi ngudi lam nghé: cac ham tra
ctru va loc doi méi nhu XLOOKUP, FILTER, SORT, UNIQUE chi ¢c6 é ban thué bao. Cong
thirc viét trén may ding ban thué bao, giri sang may dung ban mua dit doi cii, s& bao 15
#NAME 2. Tai liéu nay ghi rd ham nao thudc nhoém do.

The difference that matters most in practice: newer lookup and filtering functions such as XLOOKUP,
FILTER, SORT and UNIQUE exist only in the subscription version. A formula written on a
subscription machine returns #NAME? on a machine running an older perpetual release. This guide
flags which functions those are.
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1.3. Dinh dang tép Excel — Excel file formats

Dubi tép Lagi Dung khi
Extension What it is Use it for
wlsx Tép bang tinh thong thuong Hau hét cong viéc
The standard workbook Most work
. . 1 Khi ¢6 1énh ty dong viét bing macro
Bang tinh c¢6 chira macro SR .
-xlsm .. When automated macro routines are
A workbook containing macros
used
len Dinh dang nhi phan Tép rat 16n, mé va luu nhanh hon
A binary workbook Very large files; faster to open and save

Vin ban thuan, mdi dong mot ban
.CSV ghl

Plain text, one record per line

Trao di s liéu v6i phan mém khac
Exchanging data with other software

CANH BAO / WARNING — . csv chi giir gia tri, khong giit cong thire, dinh dang, biéu d6
hay nhiéu sheet. Luu mot bang dy toan thanh . csv rdi dong 1a mat hét cong thirc.

A .csv file keeps values only — no formulas, formatting, charts or multiple sheets. Saving an
estimate as .csv and closing it loses every formula.

1.4. Gid¢i han cua Excel — The limits of Excel

Hang muc Gidi han

Item Limit

S6 dong mdi sheet

1.048.576
Rows per sheet
S6 cot mdi sheet 16.384 (cot cudi 1a x¥D)
Columns per sheet 16,384 (the last is XFD)
Do chinh xac s6 15 chit s6 c6 nghia
Numeric precision 15 significant digits
S6 sheet trong mot tép Gidi han theo by nhd may
Sheets per workbook Limited by available memory

Gidi han 15 chit s6 c6 nghia dang luu ¥ khi nhap ma hiéu dai hoic s tai khoan: Excel ct
phan cubi thanh s6 0. M4 hiéu cong viéc nén dé dinh dang vin ban, dimg dé dinh dang
s0.

The 15-digit limit matters when entering long codes or account numbers: Excel replaces the tail
with zeros. Work item codes should be formatted as text rather than as numbers.
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Chuong 2. Cai dat va thiét lap ban dau — Chapter 2. Installation and

initial setup

2.1. Yéu ciu may tinh dé chay Excel — System requirements for Excel

Hang muc .
O AEOS
Item

Windows 11 hodac Windows S ;
ows 0ac Windows Setvet Mot trong ba doi macOS mdi nhat

Hé diéu hanh doi duge ho tro
) i ) One of the three most recent macOS
Operating system Windows 11 or a supported Windows
releases
Server release
Bo xu 1y Tu 1,6 GHz, hai nhan B¢ xur ly Intel hodc chip Apple
Processor 1.6 GHz or faster, dual core An Intel processor or Apple silicon
B0 nho RAM 4GB 4GB
Memory
Dung lugng dia -, p 10 GB
Disk space
Man hinh
an il 1280 x 768 1280 x 800
Display

GHI CHU / NOTE — Ban thué bao can két ndi mang dinh ky dé kiém tra gidy phép. Ban
mua dit kich hoat mot 1an.

The subscription version needs to connect periodically to verify the licence. The perpetual version
activates once.

Excel nhe hon phin mém dd hoa rat nhiéu, may vian phong thong thuong chay tét. Chi
khi bang c6 hang trim nghin dong, nhiéu cong thirc mang hodc nhiéu bang tong hop thi
méi can cau hinh manh.

Excel is far lighter than graphics software and runs well on an ordinary office machine. Only

workbooks with hundreds of thousands of rows, many array formulas or many pivot tables call
for a stronger configuration.

MEQ / TIP — Cai ban 64 bit néu may c6 tr 4 GB bg nhé. Ban 32 bit bi gidi han by nhé va
s& bao hét bo nhé khi md bang 16n, du may con thira RAM.

Install the 64-bit build on any machine with 4 GB of memory or more. The 32-bit build has a memory
ceiling and reports out-of-memory errors on large workbooks even when the machine has RAM to
spare.
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2.2. Nhirng thiét 1ap nén doi ngay — Settings worth changing immediately

Thiét 1ap

Setting

Tu Iuu (AutoRecover)
AutoRecover interval

Dau phan cach hang
nghin va thdp phan
Thousands and decimal
separators

S sheet khi tao tép méi
Sheets in a new workbook

Phong chir va c& chit
mac dinh
Default font and size

Ché db tinh

Calculation mode

Nén dat
Recommended

5 phut

5 minutes

Theo quy u6c ho so dang
dung

To match the convention of
the documents in use

Theo quy cach hd so clia
don vi

To match the office
document standard

Tu dong

Automatic

Mét dién hay treo méay chi mat tbi da 5
phut cong

A crash or power cut costs at most five
minutes of work

S6 liéu chép qua lai giita cac may
khac quy udc s€ sai

Figures copied between machines with
different conventions come out wrong

D& phai xo4 sheet tréng
Saves deleting empty sheets

Khong phai chinh lai mbi 1an 1ap bang
moi
Avoids reformatting every new workbook

Pé ché d6 thu cong thi s6 lidu hién ra
1a s6 cii

In manual mode the figures on screen are
stale

CANH BAO / WARNING — Tép nhén tir nguoi khéc c6 thé dang & ché d6 tinh thi cong,
va ché d6 nay di theo tép chtr khong theo may. Stra sb ma tong khong doi thi kiém tra ché do
tinh trude khi két luan cong thic sai.
A workbook received from someone else may be set to manual calculation, and the setting travels with
the file rather than the machine. If editing a figure leaves the total unchanged, check the calculation
mode before concluding the formula is wrong.
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2.3. Giao dién va cach di chuyén nhanh — The interface and moving around quickly

Thanh phin Ding dé

Component Purpose

Toan bo 1énh, xép theo thé

Ribbon
All commands, arranged in tabs
Thanh cong thirc Xem va sua ndi dung that cua 6
Formula bar Shows and edits what the cell really contains
Hop tén Nhay téi 6 hodc vung da dat tén
Name Box Jumps to a cell address or a named range
Thanh trang thai Téng, trung binh, sb luong ctia ving dang chon
Status bar Sum, average and count of the current selection
Thé sheet Chuyén giita cac trang tinh
Sheet tabs Switching between sheets

MEO / TIP — Chon mét ¢ot s6 bat ky rdi nhin thanh trang thai: tong va sd luong hién ngay
& d6, khong can viét cong thire. Cach kiém tra nhanh nhét khi soat bang khdi lwong.

Select a column of figures and look at the status bar: the sum and count appear there without writing
a formula. It is the fastest way to sanity-check a bill of quantities.
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Chuwong 3. Nhap liéu dung cach — Chapter 3. Entering data correctly

Phan 16n rac rdi v6i bang tinh bat ngudn tir lic nhap dir lidu, khéng phai lic viét cong
thire. S6 bi Excel hiéu thanh chit, ngay bi hiéu sai thir ty, ma hiéu bi cat dudi — nhiing
16i nay nam im cho t&i khi cong ra sai roi mai 16.

Most spreadsheet trouble starts at data entry rather than at formula writing. Numbers read as

text, dates read in the wrong order, codes with their tails cut off — these faults lie quiet until a
total comes out wrong.

3.1. Excel hiéu dir liéu nhap vao thé nao — How Excel interprets what is typed

Loai dir liéu Diu hi¢u nhan biét Ghi chi

Data type How to recognise it Note

Sé Can phai theo mac dinh Tinh toan duoc
Number Right-aligned by default Can be calculated with

Khéng cong dugc, du nhin nhu s

Van ban Can trai theo mac dinh ,
Text Lefi-aligned by default Cannot be summed, even when it
: & Y looks like a number
. , Can phai, thuc chat 1a mot con sb R . £
Ngay thang an pha, thie . Cong trur duoc nhu s6
Right-aligned; internally a serial ) ] )
Date Arithmetic works on it
number
Thanh cong thirc hién cong thirc,
Cong thiic Bit dau bang dau = 6 hién két qua
Formula Begins with = The formula bar shows the formula,

the cell shows the result

Cach kiém nhanh mét cot ¢ phai sb that khong: chon cdt va nhin thanh trang thai. Co
dong Sum hi¢n ra Ia sb that; chi co Count la dang ¢ dang van ban.

A quick test of whether a column holds real numbers: select it and read the status bar. A Sum
means they are numbers, a Count alone means they are text.

CANH BAO / WARNING — S6 nhap tir hé thong khéc hodc dan tir trang web thudng mang
theo ky tu tring 4n va bi Excel coi 14 van ban. Dung VALUE két hop TRI1, hodc Text to
Columns dé ép vé sd.

Figures imported from another system or pasted from a web page often carry hidden spaces and are
treated as text. Use VALUE together with TRIVM, or run Text to Columns, to force them back to
numbers.

3.2. Nhap ngay thang khong bi sai thit tw — Entering dates without order errors

Excel doc ngdy theo quy udc ving cua hé didu hanh. Cung mot chudi 03/04/2026 ¢6
may hiéu 1 ngay 3 thang 4, may khéac hiéu 1 ngay 4 thang 3. Ho so di qua nhiéu may thi
sai léch nay rat kho truy.

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin
Trang 11



Huéng dan st dung Excel cho ngudi lam xay dung / Excel for Construction

Excel reads dates according to the operating system's regional convention. The same string
03/04/2026 is 3 April on one machine and 4 March on another. When a file passes through
several machines, the discrepancy is hard to trace.

« Nhdp ngay bang him DATE (n&m; thang; ngay) khi can chic chan.
Enter dates with DATE (year, month, day) when certainty is needed.

* Trong bang dung chung nhiéu bén, ghi thém mot ¢t ngay dang van ban yyyy-mm-dd
dé ddi chiéu.
In a workbook shared between organisations, add a text column in yyyy-mm-dd form for

checking.

« Ngay nhdp ding sé& can phai. Ngay cin trai 13 Excel dang hiéu n6 13 vin ban.
A correctly entered date aligns right. A left-aligned date means Excel is treating it as text.

3.3. Cac phim nhap liéu nhanh — Fast data entry keys

Tac dung

Effect

Xuong 6 dudi

Ent
nter Moves down one cell
Tab Sang 6 phal
Moves right one cell
Alf + Enter Xuong dong .ngéy ‘Frong mot 6
Starts a new line inside the same cell
Ctrl + Enter D.len g1a tr1 vua go Yao mgi 6 dang chon
Fills the typed value into every selected cell
Ctrl+ D Chep 0 trén xuodng
Copies the cell above down
Ctrl + R Chep 0 bén trai sang
Copies the cell on the left across
Ctrl + ; Chén ngay hom nay
Inserts today's date
Stra ngay trong 6
F2 o
Edits in place
Ctrl + miii tén Nhay téi cudi ving dit liéu
Ctrl + arrow Jumps to the edge of the data block
Ctrl + Shift + miii tén  Chon t6i cudi ving dit liéu
Ctrl + Shift + arrow Selects to the edge of the data block

MEO / TIP — Ctrl + Shift + mii tén xudng roi Ctrl + D 13 cach dién cong thirc xubng hét
bang khéi lwong dai vai nghin dong trong hai thao tac, thay cho viéc kéo chuot.
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Ctrl + Shift + down arrow followed by Ctrl + D fills a formula down a bill of quantities of several
thousand rows in two keystrokes, instead of dragging with the mouse.

3.4. Dan dir liéu dung kiéu — Pasting data the right way

Dan thuong mang theo ca cong thirc, dinh dang va dudng vién ctia ngudn. Paste Special
cho phép chon dan cai gi.

An ordinary paste brings the source's formulas, formatting and borders with it. Paste Special
selects what actually comes across.

Kiéu dan Dung khi

Paste type Use it when

Chi céan con s0, bo cong thuc

Values . :
Only the figures are needed, without formulas
Chi can cong thirc, giit dinh dang dich
Formulas i o .
Only the formulas are needed, keeping the destination formatting
Sao chép cach trinh bay sang bang kha
Formats : p cac ‘F)ay sang bang khac
Copying the presentation onto another table
D6i dong thanh cot
Transpose . .
Turning rows into columns
Values & Number Giir ca con sb 1an cach hién thi don vi
Formats Keeping both the figures and the way units are displayed

CANH BAO / WARNING — Truéc khi giri bang khdi luong ra ngoai, can nhic dan d¢ bang
Values dé cit lién két t6i cac tép ngudn. Nguoi nhan khong co tép ngudn sé thiy duong dan
la va canh bao cap nhat lién két mdi 1an mé.

Before sending a bill of quantities out, consider pasting over it as Values to cut links to source files. A
recipient without those files sees unfamiliar paths and a link-update warning on every open.
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Chuong 4. To chirc mét bang tinh cong trinh — Chaprer 4.

Structuring a construction workbook

Mot bang tinh td chuc tdt thi téng hop duoc, loc dugce, v biéu dd dugc va nguodi khac
tiép quan dugc. Bang tinh trinh bay dep ma ciu trac sai thi moi cong cu manh cua Excel
déu khong dung dugc.

A well-structured workbook can be summarised, filtered, charted and handed over. A prettily
laid out workbook with the wrong structure locks out every powerful tool Excel has.

4.1. Tach dir li€u ra khéi trinh bay — Separating data from presentation

Nguyén tic nén tang: mot sheet chtra dir liéu thé dang bang phang, cc sheet khac 14y tir
d6 ra ma tong hop va trinh bay. Ping vira nhap vira trang tri trén ciing mot chd.

The underlying rule: one sheet holds the raw data as a flat table, and other sheets draw from it
to summarise and present. Do not enter and decorate in the same place.

N¢i dun
Sheet . g

Content
D liéu géc Béng phéng: moi dong mot cong viee, mdi cot mot thude tinh
Raw data A flat table: one row per work item, one column per attribute
Danh muc Danh sach hang muc, don vi tinh, don gia, nha cung cép
Reference lists Lists of work sections, units, unit rates and suppliers
Téng hop Béng tong hop va bang xoay lay tir sheet dif liu
Summary Summary tables and pivots drawn from the data sheet
Béo céo in Béng di trinh bay dé in va ky
Printed report The laid-out sheet for printing and signature

4.2. Bang phang — céu tric bat budc dé tong hop dwoc — The flat table — the

structure that makes summarising possible

* Dong dau 12 tiéu dé ¢dt, chi mot dong, mdi cot mot tén khac nhau.
The first row holds the column headers: one row only, with a distinct name in each column.
« Mbi dong 1a mot ban ghi tron ven; khong dé dong trong chen gitta.
Each row is one complete record; no blank rows in between.
« Moi cot chi chtra mot loai thong tin; khong gop *khoi lugng* va *don vi* vao cung
mot 0.
Each column holds one kind of information; do not put *quantity* and *unit* in the same
cell.

« Khong hop nhit 6 trong ving dir ligu.
No merged cells inside the data area.

« Thong tin phan nhom ghi thanh cét riéng (hang muc, tang, khu), khong ghi thanh
dong tiéu dé xen giira bang.
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Grouping information goes in its own column (section, level, zone) rather than as heading
rows inserted through the table.

CANH BAO / WARNING — Bang khbi lugng trinh bay theo 16i truyén thong — c6 dong
tiéu dé hang muc in d4m xen giita, 6 hop nhat, dong trong ngan cach — nhin quen mat nhung
khong loc dwoc, khong tong hop dwoce, khong vé biéu dd dwoge. Giir 16i trinh bay d6 ¢
sheet in, con dit liéu dé dang phéng O sheet riéng.

A bill of quantities in the traditional layout — bold section heading rows through the table, merged

cells, blank separator rows — looks familiar but cannot be filtered, summarised or charted. Keep
that layout on the printing sheet and hold the data flat on its own sheet.

4.3. Chuyén vung dir li€u thanh bang — Turning a range into a table

Chon vung dit liéu roi nhan Ctrl + T. Vung trd thanh mot bang c6 tén, va tir d6:

Select the data and press Ctrl + T. The range becomes a named table, and from then on:

« Cong thirc ty mo rong xudng khi thém dong mai.
Formulas extend down automatically when a new row is added.

« Cong thirc viét theo tén cdt thay vi dia chi 6, doc hiéu ngay.
Formulas refer to column names instead of cell addresses and read clearly.

« Bang xoay va biéu dd 1ay bang 1am ngudn sé& ty mé rong theo, khong phai stra ving
nguon.
Pivot tables and charts fed from the table grow with it; the source range never needs
correcting.

« Tiéu dé cot dinh lai khi cudn xudng.
The column headers stay in view when scrolling down.

=SUM (BangKhoiLuong[Thanh tien])
=SUMIF (BangKhoiLuong[Hang muc]; "Phan than";
BangKhoiLuong[Thanh tien])

# coéng thtc doc duoc ma khédng cdn md bang ra xem
# the formula reads clearly without opening the sheet
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4.4.CH dinh tiéu dé va chia man hinh — Freezing headers and splitting the view

Lénh

Command

Freeze Top Row

Freeze First Column

Freeze Panes

Split

New Window

Tac dung
Effect

Giir dong tiéu d& khi cudn
Keeps the header row in view while scrolling

Gitr cot dau khi cudn ngang
Keeps the first column in view when scrolling across

Gitr ca vung phia trén va bén trai 6 dang chon
Freezes everything above and left of the selected cell

Chia cira s6 thanh hai hodc bén phan cudn doc 1ap
Splits the window into two or four independently scrolling panes

Mo cung mot tép ¢ hai clra sO, xem hai sheet canh nhau
Opens the same file in two windows to view two sheets side by side

MEO / TIP — Khi soat bang khdi luong dai, mé New Window rdi xép hai ctra sé canh
nhau: mot bén 13 bang dit liéu, mot bén 1a bang téng hop. Sira bén nay thay bén kia d6i theo

ngay.

When checking a long bill of quantities, use New Window and tile the two side by side: the data sheet
on one side, the summary on the other. An edit on one shows immediately on the other.
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