
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ǵƩǰǶǫǸ  paǽǹǳaǶǷǰǴǩ 

ǴǵǮǷǲǫȏaǨaȏa  

ǮǭǩǶǦǪȏǦ 

ǲoǪeǶǳoǩ 

ǪǶyǾǸǨǦ 

ǫ-yǽeȏe 

e-ǮǳǰǱǹǭǮja  

 

cǱǴǧǴǪaǳ 

ǵǶǮcǸyǵ 

͢ȅ͒Ŏ͟ŀ  
ͨͪŀ͍ŀ ͤŀ  
Ŝ͒ȅ͟ŀͼ͙͞ȅ ͙ 
͙ͤͺƻͪŀͣͼ͙ƧŜ 

˽ͪͦͪ͊;͔ͯͤͫ͟ ͔͔ͭ͊͋͡ -  

Microsoft Excel 2010 

 

C͟ ͙ͪͨͭ͊ 
 

ITdesk.info  
ð ǵǶǴȍǫǰaǸ ǶǦǽǹǳǦǶǷǰǫ e-eǪyǰaǼǮȍe  

ca ǷǱǴǧǴǪǳǮǲ ǵǶǮcǸǹǵǴǲ 

- ǕǶǮǶǹǽǳǮǰ ǭǦ ǪǮǩǮǸǦǱǳǹ ǵǮǷǲǫǳǴǷǸ 



˥͍͙͊ͤ͡ ͍ͤ͊ͫͦ͡:   

ITdesk.info ς ͨ ͔ͪͦ͊ͭ͟͞ ͪ͊;͔ͯͤ͊ͪͫ͟ ͔-͔͒ͯ͊͟ͼ͙͔͞ ͫ͊ ͙ͫͦ͋ͦ͒ͤͣ͡ ͙ͨͪͫͭͯͨͦͣ - ˽ ͙ͪͪͯ;͙ͤ͟ ͊͘ 

͙͎͙͒ͭ͊ͤͯ͡ ͙͔ͨͫͣͤͦͫͭ 

˽͍ͦ͒ͤ͊ͫͦ͡:  

˽ͪͦͪ͊;͔ͯͤͫ͟ ͔͔ͭ͊͋͡ - Microsoft Excel 2010, ͙ͫͪͨͭ͊͟ 

ˢͯͭͦͪΥ 

˨͙͊ͪͦ ˮ͙͊͡͞ ˾͔͙ͤ͒ͯ͡ΐ 

˶͙͍ͦ͊ͦ͊ͦ͘͟͡Υ  

˭ͦͪ͊ͤ ˥͊͒͊ͪ͞ 

/ͭͪͯ;ͤ͊ ͔ͪͼ͔͙ͤ͊͘͞Υ  

˨͎ͪ͊͊ͤ͊ ˸͙͔͙͟͡ΐ, ̊ ͦ͊͟͡ ͪ͊;ͯͤ͊ͪ͊ ˹ˮ˸ˮ˴˻Σ ˭͔͙ͪͥ͊ͤͤ 

˹͍͊ͫͦͤ͊͡ ͫͭͪ͊ͤ͊:  

˿͙͍͙͊͡͞ ˣ͙ͯͤΐ 

ˮ͍͒͊͊͘;:  

˻͍͔ͭͦͪͤͦ ͒ͪͯ΄͍ͭͦ ͊͘ ͔ͪ͊ͣͤͯ͘ ͙͔͒͊͞ (˻˨˾ˢ˭ˮ), ˭ ͎͔͊ͪ͋ 

ISBN: 

978-953-7908-10-2 

˸͔ͫͭͦ ͙ ͎͙ͦ͒ͤ͊ ͙͍͒͊͊ͥ͊͘:  

˭͎͔͊ͪ͋, 2012.  

 

 

 

 

Agencija za odgoj i obrazovanje Republike Hrvatske odobrila je uporabu  
ƻǾƻƎ ǇƻƳƻŏƴƻƎ ƴŀǎǘŀǾƴƻƎ ǎǊŜŘǎǘǾŀ ǳ ƻǎƴƻǾƴƛƳ ǑƪƻƭŀƳŀ ǊƧŜǑŜƴƧŜƳ 
klasa: 602-09/12-01/0032 
urbroj: 561-03-03/10-13-3 
Zagreb, svibanj 2013. 

 

 

ˢͯͭͦͪͫͦ͟ ͍ͨͪ͊ͦ:  

˿ͦ͋ͦ͒ͤͦ͡ ͙͔ͦͨͪ͊ͭ͟͞, ΄͔ͭ͊ͣͨ͊ͭ͞ ͙ ͔͒͊͢ ͙͙͙͔͒ͫͭͪ͋ͯͪ͊ͭ͞ ͼ͔ͯ͡ ͙͙͡ ͔͒ͦ ͍͔ͦ ͙ͨͯ͋͊͟͡ͼ͙͔͞, 
ͯͯ͟͢;ͯͯ͞ΐ͙ ͙ ͯ ͍ͫͪͻͯ ͎͙͍͙ͦͪ͊ͤͦ͊ͤ͘ͻ ΄͍ͦͦ͊ͥ͊͟͡, ͙͋ͦ͡ ͯ ͍͙͊ͤͣ͞ ͙͙͡ ͯ ͙͍͙ͨͪ͊ͭͤͣ ͔͒ͯ͊͟ͼ͙͙ͦͤͣ 
͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͣ͊͞, ͙͊͡ ͙ͫͯ͟͢;͙͍ͦ ͯ ͔͔ͤͦͣͪ͟ͼ͙͔͊ͤ͞͡ ͍ͫͪͻ͔ (͒͊͟͡ ͔ ͔͋͘ ͔ͤ͊ͨ͊ͭ͡ ͙ͪ͊ͥͣ͟͞ 
͙͙ͦͪͫͤ͟ͼ͙ͣ͊ ͊͘ ͙ͦͪ͟΄ΐ͔͔ͥ ͙ͨͯ͋͊͟͡ͼ͙͔͞) ͊ͦ͟ ͙ ͯ͘ ͍ͤ͊ͦΏ͔͔ͥ ͙͍ͦͪ͊͘ (͙͍ͦͪ͘: www.ITdesk.info - 
͔ͨͪͦ͊ͭ͟͞ ͪ͊;͔ͯͤ͊ͪͫ͟ ͔-͔͒ͯ͊͟ͼ͙͔͞ ͫ͊ ͙ͫͦ͋ͦ͒ͤͣ͡ ͙ͨͪͫͭͯͨͦͣ). ˮ͍͔͔͙͒ͤ͘ (͔͙͍͙͙͒ͪͫ͊ͤ) ͍͙ͪ͊͒ͦ 
͙ͤͫͯ ͒ͦͨͯ΄͔͙ͭͤ ͔͋͘ ͔ͨͪͭͻ͎ͦ͒ͤͦ ͔ͦ͒ͦ͋ͪͥ͊ ͙ͤͦͫͦͼ͊ ͙͊ͯͭͦͪͫ͟ͻ ͍ͨͪ͊͊ (͔͔ͯ͒ͪͯ͗ͥ ˻͍͔ͭͦͪͤͦ 
͒ͪͯ΄͍ͭͦ ͊͘ ͔ͪ͊ͣͤͯ͘ ͙͔͒͊͞ - ˻ ˨˾ˢ˭ˮ). 

˴ͦͤͭ͊ͭ͟ ͊͘ ͔͔ͭͪ͊͗ͥ ͍͔͒ͦͦ͘͡: info@ITdesk.info .  

http://www.itdesk.info/
mailto:info@ITdesk.info
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ʇʨʝʜʛʦʚʦʨ 

˨͊ͤ͊΄͔ͥ ͒ͪͯ΄͍ͭͦ ͔͔͔ͦ͋͗ͤͦ͡ ͔͞ ͎͙ͤ͊ͣ͡ ͪ͊ͫͭͦͣ ͙ ͍͔ͪ͊ͦͣ͘͞ 

͙ͤͺͦͪͣ͊ͼ͙͔ͦͤ ͔ͭͻ͎͙͔ͤͦͦ͡͞ (ˮ)́, ΄ͭͦ ͔͞ ͔͙ͪͯͭͪ͊ͦ͘͡͡ ͍͔͙ͦͣ͟͡ 

͍͙͊ͫͤͦ͘΄ΐͯ ͒ͪͯ΄͍ͭ͊, ͯ ΄͙͔ͪͣ ͙ͫͣͫͯ͡, ͦ͒ ͤ͊ͥ͊͘ ͙ ͔͔͙ͦͣͨͭͤͭͤͦͫͭ͟ 

͔ͦͫͦ͋ ͯ  ˮ  ́ͨ ͦ͒ͪͯ;ͯ͞. ˮ  ͔ͨͪͣ͒͊ ͭ͊ ͍͙͊ͫͤͦͫͭ͘ ͔ͪ͊ͫͭ ͙͘ ͒͊ͤ͊ ͯ ͒͊ͤ, ͢ ͯ͒ͫͦ͟ 

͍ͨͪ͊ͦ ͤ͊ ͍͔ͦ͋ͪ͊ͦ͊ͥ͘ ͙ ͙ͤͺͦͪͣ͊ͼ͙͔͞ ͙͔ͤ͞ ͨͪͦ΄͙͔ͪͤͦ ͙ ͤ͊ ˮ́ 

ͨͦ͒ͪͯ;͔͞. ˽͍͙͙ͦ͊͞͡ ͫͯ ͔ͫ ͔͙ͨͪͦ͋ͣ͡ ͙ͦ͟͞ ͙ͯͭ;ͯ ͤ͊ ͒ͪͯ΄͍ͭͦ ͯ ͼ͔͙͙ͤ͡, 

͙ͦ͟͞ ͍ͫͭ͊ͪ͊ͯ͞ ͔͔͔ͨͪͨͪ͟ ͙ ͍ͯ͒͊͊͊ͯ͢͞ ͔ͯ͒͢ ͦ͒ ͎͍͎͊ͤͦ͡ ͎ͪ͊ͦ͊͘͡ ͙ 

͙͍ͣͦͭ͊ͼ͙͔͞ ͊͘ ͔ͤ͊ͨͪ͒͊͟, ͦ ͒ ͙͙͔ͨͪ͟͡. ˨͊ͤ͊ͫ, ͙͙͋ͭ ͪ͊;ͯͤ͊ͪͫͦ͟ 

͔͙͔ͤͨͫͣͤ͊ ͦͫͦ͋͊, ͘ ͤ͊;͙ ͙͙͋ͭ ͦͫͦ͋͊ ͦ͊͟͞ ͙͔ͤ͞ ͯ ͎ͣͦͯΐ͙ͤͦͫͭ ͒͊ ͯ;͔͍͔ͫͭͯ͞ 

ͯ ͔ͣͦ͒ͪͤͦͣ ͒ͪͯ΄͍ͭͯ, ͦͫͦ͋͊ ͔͋͘ ͙͙͔ͨͪ͟͡, ͙ ͯ ͨͪͦͫ͟ ͙ͨͪͤ͊ͭͦ͘͞ 

͔ͤͦͨͻ͙ͦ͒ͤͦͫͭ ͙ ͙͙ͦͪͫͤͦͫͭ͟ ͙͙͍͔ͤͯͤ͘͟͡ ͙ͤͺ͙ͦͪͣ͊ͭ;͔͟ ͙͔͙ͨͫͣͤͦͫͭ, ͦ͒ 

͔ͫͭͪ͊ͤ ˩͍͔ͪͦͨͫ͟ ͙͙͔ͦͣͫ͟͞, ̂˹˩˿˴˻-a, ˻͎͙ͪ͊ͤ͊͘ͼ͙͔͞ ͊͘ ͔͙ͦͤͦͣͫ͟͟ 

͍ͪ͊ͦ͘͞ ͙ ͫ͊ͪ͊͒ͥͯ όh9/5ύ ͙ ͙ͦͫͭ͊͡ͻ ͔͔͍͙ͪ͊ͤͭͤ͡ͻ ͙͙ͤͫͭͭͯͼ͙͊͞, ͦ͞΄ ͍͔ͯ͟ 

͔ͨͦͫͭͦ͞ ͎͔ͪͯͨ ͙ͯ͒͢ ͫ͊ ͔͙ͦͭ͗͊ͤͣ ͙ͨͪͫͭͯͨͦͣ ͍ͦͫͤͦ ͤͦͣ ͪ͊;ͯͤ͊ͪͫͦͣ͟ 

͍ͦ͋ͪ͊ͦ͊ͥͯ͘ (ͤͨͪ. ͔ͦͫͦ͋ ͫ ͙͍͙͙͔ͤ͊͒ͭͭͦͣ͡, ͔ͦͫͦ͋ ͫ ͔ͨͦͭ΄ͦ͟ΐ͊ͣ͊ ͯ 

ͯ;͔ͥͯ, ͙ͪ͊͒ͤͼ͙ ͙͎͙ͣͪ͊ͤͭ, ͔͔͔ͤ͊ͨͦͫͤ͘͡ ͔ͦͫͦ͋, ͔ͦͫͦ͋ ͔ͦ͟͞ ͙͍͔͗ ͤ͊ 

͔͙ͯ͒͊ͤͣ͢ ͔͙ͣͫͭͣ͊ ͎ ͔͒ ͔ͤͣ͊ͯ͞ ͙ͨͪͫͭͯͨ ͪ͊;ͯͤ͊ͪͫͦͣ͟ ͍ͦ͋ͪ͊ͦ͊ͥͯ͘). 

 

˻͍͔ ͙͔ͫͪͨͭ͟, ͔͊͒ͤͦ͘͞ ͫ ͙ͦͫͭ͊ͣ͡ ͔͙ͣ͊ͭͪ͊ͦͣ͞͡ ͍͔͙ͦ͋͊ͤͣ͢͞ ͤ͊ ͙ͫͭͪ͊ͤͼ͙ 

ITdesk.info, ͨ ͔͍ͪ͒ͫͭ͊͊ͯ͢͞ ͤ͊΄ ͙͒ͦͨͪͤͦͫ ͔͙ͪ͊͊͘͡ͼ͙͙͞ ͙ ͨͪͦͣͦͼ͙͙͞ 

͎ͯ͒ͫͦ͢͟ ͍ͨͪ͊͊ ͤ͊ ͔ ͒ͯ͊͟ͼ͙ͯ͞ ͙ ͙ͤͺͦͪͣ͊ͼ͙͔͞ ͯ  ˮ́ ͨͦ͒ͪͯ;ͯ͞. ˹ ͊͒͊ͣͦ ͔ͫ ͒͊ 

ΐ ͔ˤ͊ͣ ͍ͦ͊ ͔͒ͯ͊͟ͼ͙͊͞ ͨͦͣͦΐ͙ ͯ ͍͍ͫ͊͊͒͊͊ͥͯ͡ ͍͙ͦͫͤͦͤͻ ͪ͊;͙ͯͤ͊ͪͫ͟ͻ 

͍͔΄͙ͭͤ͊ ͙ ͫ ͭͦͣ ͤ͊͒ͦͣ ͔͙͗ͣͦ͡ ˤ͊ͣ ͒͊ ͤ͊ͯ;͙͔ͭ ΄ͭͦ ͍͙΄͔ ͙ ͭ͊ͦ͟ 

͔͔ͨͦͫͭ͊ͤͭ ͙͍͙͊ͭͤ͟ ;͊ͤ͡ ͣ ͔͎ͦ͒ͪͤͦ ˮ́ ͒ͪͯ΄͍ͭ͊. 

 

ˮ͔ͫͪͤͦ͟ ˤ͊΄͙, 

ITdesk.info ʪʠʤ 

 

ʐʢʦʣʘ ʨʘʯʫʥʘʨʘ ʅʀʄʀʂʆ, 

ɿʨʝˁʘʥʠʥ 
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MICROSOFT EXCEL 2010 BETA ς ˩˶˩˸˩˹́ˮ ˮ˹́˩˾̅˩˳˿ˢ (ͫ.͡1.) 

 
˿.͡1. ˩ ͔͔͙ͣͤͭ͡ ͙͔ͤͭͪͺ͔ͫ͊͞ 

 

1. ˨͎ͯͣ͊͒ ͊͘ ͙ͣ͊ͤͨͯ͊͡ͼ͙ͯ͞ ͨͪͦͦͪͦͣ͘ ς ͣ ͙͙͙͙͔ͤͣͪ͊ͥ͘, ͣ ͙͙͙͔͊ͫͣͪ͊ͥ͘͟, ͘ ͍͔͊ͭ͊ͪ͊ͥ ͨͪͦͦͪ͊͘ 

2. ˹͍͊ͫͦͤ͊͡ ͭͪ͊͊͟ ς ͙ ͔ͣ ͔͒ͦͯͣͤͭ͊͟, ͔ ͔͙ͫͭͤ͊͘͟͞ ͙͙͡ ͍ͤ͊ͫͭ͊͊͟ (.xlsx) ͙  ͙͔ͣ ͎ͨͪͦͪ͊ͣ͊ 

3. ˴͙͊ͪͭͼ͔ (tabs) 

o ˨͔͊ͭͦͭ͊͟ (File) 

o ˽ͦ;͔ͭ͊͟  (Home) 

o ͔͙̂ͣͭͤ (Insert) 

o ˾͔͊ͫͨͦͪ͒ ͤ͊ ͙ͫͭͪ͊ͤͼ͙ (Page Layout) 

o ͔̅ͦͪͣͯ͡ (Formulas)  

o ˽ͦ͒͊ͼ͙ (Data)  

o ˾͔͙͎͍͔͒ͦ͊ͥ (Review) 

o ˽͙ͪ͊͘͟ (View) 

4. ́ͪ͊͊͟ ͫ ͊͊ͭ͊ͣ͊͟͡ (Toolbar) 

o ͔͔ͤ͟ ͙͍͔͔ͫͪͤ͟ ͔͔ͤ͊ͪ͒͋, ͙ ͣ͊ͯ͞ ͔͙ͫͭͪ͡ͼͯ ͔ͨͦͪ͒ ͘ ͊ ͍͔ͦͭ͊ͪ͊ͥ ͙͒ͦ͒͊ͭͤͻ ͦͨͼ͙͊͞  

o ͙͍͔͔͊ͫͤ͘͢ ͔͔ͤ͊ͪ͒͋ ͤ ͔ ͎ͣͦͯ ͔ͭͪͤͯͭͤͦ ͒͊ ͔ͫ ͙͍ͪ͘΄͔  

o ͔͔ͤ͊ͪ͒͋ ͫ ͙ͭͪ ͭ͊;͔͟ ͙ ͣ͊ͯ͞ ͔ͫ͒͡ ͙͒͊͢ͻ ͔͙ͤ͊ͪ͒͋ 

¶ ͙͊ͪͭ͟ͼ͔ ͙ ͔ͭͪ͊͟ ͫ ͊͊ͭ͊ͣ͊͟͡ ͘ ͔͊͒ͤͦ͞ ͔ͫ ͙͍ͤ͊͊ͯ͘͞ ˥͍͊ͤ͊͡ ͭͪ͊͊͟ (Ribbon) 

5. ˻ͤ͊͘;͔͔ͤ ΐ͔͙͔͡͞ ς ͦ ͍͔͒ ͙ͯͤͦͫͣͦ ͔ͭͫͭ͟, ͋ ͪͦ͞Σ α{ǇŀǊƪƭƛƴŜά ό͎ͪ͊ͺ͙ͦͤ͟ ͯͤͯͭ͊ͪ ͔͔͒ͤ͞ ΐ͔͙͔͡͞) 

6. ˻͔ͤ͊͘͟ ͟ ͦͦͤ͊͡ (͍ͫͦ͊͡) 

7. ˻͔ͤ͊͘͟ ͪ ͔͍͒ͦ͊ (͔͍͙͋ͪͦ͞) 

8. ˾͙͊͒ͤ ͙͍͙ͫͭͦ͡ 

9. ͔́ͪ͊͟ ͊͘ ͻ͙ͦͪͦͤͭ͊ͤͯ͘͡ ͙ ͍͔͙ͪͭ͊ͤͯ͟͡ ͍͙͎ͤ͊͊ͼ͙ͯ͞ (͙͊͘͟͡;͙) 
o ͍͒ͦͫͭͪͯ͊͟ ͔͙ͫͭͪ͡ͼ͊ ͎ ͔ͦͪ/͔͒ͦ͡ ͨ ͔ͪ͋͊ͼ͔ͯ͞ ͙ͨͪ͊͘͟ ͘ ͊ ͔͒ͤͯ͞ ͙ͫͭͪ͊ͤͼͯ ͍ ͙΄͔/͔ͣ͊ͥ 

10. ˿ͭ͊ͭͯͫͤ͊ ͭͪ͊͊͟ ς ͨ ͙͔ͪ͊ͯ͘͟͞ ͔ͫͭ͊ͥ ͤ ͔͙͟ͻ ͔͙ͨͦͫ͋ͤͻ ͺͯͤ͟ͼ͙͊͞ Microsoft Excel-  ͊ 

11. ́ͪ͊͊͟ ͊͘ ͯͤͦͫ ͺͦͪͣͯ͊͡ 
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˾͊͒ͤ͊ ͙͎ͥ͊͟:  - ͒ ͔͊ͭͦͭ͊͟ Microsoft Excel- ,͊  ͫ ͙͊ͫͭͦ͞ ͔ͫ ͦ͒ ͙ͪ͊͒ͤͻ ͙͍ͫͭͦ͊͡ 

˾͙͊͒ͤ ͙ͫͭ͡: - ͫ ͙͊ͫͭͦ͞ ͔ͫ ͦ͒ ͍͔͙͎ͦ͟͡ ͋ͪͦ͊͞ ͟ ͦͦͤ͊͡ ͙ ͔͍ͪ͒ͦ͊ ͟ ͙ͦ͞ ͯͪ͟΄͍͔ͭ͊͊ͥͣ ͍ͫͭ͊ͪ͊ͯ͞ ΐ͔͙͔͡͞ 

͔͙̔͊͡͞: - ͦ ͍͙ͫͤͦͤ ͔͔͔ͣͤͭ͡ ͯ Excel- ,ͯ ͯ  ͙ͥͻ ͙ͯͤͦͫͣͦ ͫ͊͒ͪ͗͊͞ (͔ͭͫͭ͟, ͋ ͪͦ͞, ͅ ͦͪͣͯ͊͡) 

 - ͊ ͔͒ͪͫ͊ ΐ͔͙͔͡͞: ͫ ͍ͦͦ͡ ͔ͦͦͤ͟͡ ͙  ͋ͪͦ͞ ͔ͪ͒͊, ͤ ͨͪ. A1, C7 

 

˻ͤ͊͘;͍͔͊͊ͥ ΐ͔͙͔͡͞ ς ͨ ͙͙͔ͪͭͫͤͣͦ ͔͍͙͡ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ ͤ ͊ ΐ͔͙ͯ͡͞. 

̂ͤͦͫ ͫ͊͒ͪ͗͊͊͞ ς ͦ ͤ͊͘;͙ͣͦ ΐ͔͙ͯ͡͞ ͙  ͙ͯͨ΄͔ͣͦ ͔ͭͫͭ͟. 

˨͍͔ͦ͒͊͊ͥ ͫ͊͒ͪ͗͊͊͞ ͯ ΐ͔͙ͯ͡͞ ς ͍͒͊ ͨͯͭ͊ ͙͙͔ͨͪͭͫͤͣͦ ͔͍͙͡ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ ͤ͊ ΐ͔͙ͯ͡͞ ͙ ͔͔ͯͤͫͣͦ 

͙͒ͦ͒͊ͭͤ ͔ͭͫͭ͟. 

ˮ͔ͣͤ͊͘ ͔ͨͦͫͭͦ͞ΐ͔͎ ͫ͊͒ͪ͗͊͊͞ ς ͦ ͤ͊͘;͙ͣͦ ΐ͔͙ͯ͡͞ ͟ ͦͯ͞ ͗ ͔͙ͣͦ͡ ͒͊ ͙͔͙ͣͤͣͦ͘ ͙  ͔͔ͯͤͫͣͦ ͍͙ͤͦ ͔ͭͫͭ͟. 

˨͔ͼ͙͙ͣ͊ͤ͡ ͔͍͙͋ͪͦ͞ ͔ͫ ͍ͦ͒͊͊ͯ͞͞ ͭ͊;ͦͣ͟, ͊  ͔ͤ ͔͊ͪͦͣ͘͘ ͙ͫͭͣ ͒͊ ͍͊͘ ͙͙ͫ ͊ͦ͟͟ ͔͞ ͔ͨͦ͒΄͔ͤ ͺͦͪͣ͊ͭ ͋ͪͦ͊͞ 

͙͙͡ ͔͞ ͊ ͙͍ͭͤͦ͟ Use system separators (ͫ͡ Φ нΦ). 

  

 

 

 

 

 

 

 

 

 

 

 

˿͡Φ нΦ ˨ ͙͊ͦ͞͡΄͙͟ ͍͙ͦͪ͟ Excel Options 

ς ͟ ͙͊ͪͭͼ͊ !ŘǾŀƴŎŜŘ - ͦ ͨͼ͙͔͞ Use 

system separators 

 

ˣ͔͍͙ͪͦ͞ ͔ͫ ͍͍ͨͦͪ͊ͤ͊͊ͯ͞ ͨͦ ͔͒ͫͤͦ͞ ͙ͫͭͪ͊ͤ, ͊  ͔ͭͫͭ͟ ͔ͫ ͍͍ͨͦͪ͊ͤ͊͊ ͨͦ ͔͍ͦ͡͞ ͙ͫͭͪ͊ͤ. 

͙̂ͦͦ͟͟͡ ͔ͯͤ΄ͫ ͔͙ͤ ͫ͊͒ͪ͗͊͞ ͤ͊͒ͣ͊΄͔ͯ͞ ΄͙͙ͪͤͯ ΐ͔͙͔͡͞ ͙͋ΐ͔ ͙͙ͫͨͫ͊ͤ ͔ͨͪͦ͟ ͔͙ͫͯͫ͒ͤͻ ΐ͔͙͊͡͞ 

͙ͯͦͦ͟͟͡ ͯ ͙ͥͣ͊ ͔ͤͣ͊ ͯͤͦͫ͊. 

 

˽͔ͪͦͣͤ͊ ͨͦͦ͗͊͊͡͞ ͭ͊;͔͟ ͔ͯͣͭ͊ͥ͊: ͔ͭ͊ͫͭͪ TAB,  ͫ ͔͙ͭͪ͡ͼ͔ ͤ͊ ͙ͭ͊ͫͭ͊ͭͯͪ, ͙͙ͨͪͭͫͦͣ͟ ͔͍͎ͦ͡ ͔ͭ͊ͫͭͪ͊ 

͙ͣ΄͊ ͯ  ͔͔͗ͤͯ͢ ΐ͔͙ͯ͡͞. 

 

˻ͤ͊͘;͍͔͊͊ͥ ͪ͊ͫͨͦͤ͊ ΐ͔͙͊͡͞: 

¶ ͦͤ͊͘;͙ͣͦ ͍ͨͪͯ ΐ͔͙ͯ͡͞ ͯ ͪ͊ͫͨͦͤͯ, ͨ ͙͙͔ͪͭͫͤͣͦ ͙ ͙͊͒ͪ͗ͣͦ͘ ͔͍͙͡ ͔ͭ͊ͫͭͪ ͙ͣ΄͊, ͨ ͔ͪΏ͔ͣͦ 

͙ͣ΄͔ͣ ͒ͦ ͔͔ͨͦͫ͒ͥ͡ ΐ͔͙͔͡͞ ͗ ͔͔͎ͤͦ͢ ͪ͊ͫͨͦͤ͊ ͙  ͙ͦͭͨͯͫͭͣͦ ͔͍͙͡ ͔ͭ͊ͫͭͪ 

¶ ͦͤ͊͘;͙ͣͦ ͍ͨͪͯ ΐ͔͙ͯ͡͞ ͯ ͪ͊ͫͨͦͤͯ, ͨ ͙͙͔ͪͭͫͤͣͦ ͙ ͙͊͒ͪ͗ͣͦ͘ ͔ͭ͊ͫͭͪ Shift, ͦ ͤ͊͘;͙ͣͦ 

͔ͨͦͫ͒ͥͯͯ͡ ΐ͔͙ͯ͡͞ ͯ ͪ͊ͫͨͦͤͯ ͙  ͙ͦͭͨͯͫͭͣͦ ͔ͭ͊ͫͭͪ Shift 

˻ͤ͊͘;͍͔͊͊ͥ ͔ͪ͒͊ ͙͙͡ ͔ͦͦͤ͟͡: ͨ ͙͙͔ͪͭͫͤͣͦ ͔͍͙͡ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ ͤ ͊ ͋ͪͦ͞ ͔ͪ͒͊ ͙ ͙͡ ͍ͫͦͦ͡ ͔ͦͦͤ͟͡. 

˻ͤ͊͘;͍͔͊͊ͥ ͙ͤ͊͘ ͔͙ͫͯͫ͒ͤͻ ͔͍ͪ͒ͦ͊: ͙͙͔ͨͪͭͫͤͣͦ ͔͍͙͡ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ ͤ͊ ͋ͪͦ͞ ͔ͪ͒͊, ͙͙͔ͨͪͭͫͤͣͦ ͙ 

͙͊͒ͪ͗ͣͦ͘ ͔͍͙͡ ͔ͭ͊ͫͭͪ ͙ͣ΄͊, ͔ͨͪΏ͔ͣͦ ͙ͣ΄͔ͣ ͒ͦ ͔͔͎ͨͦͫ͒ͥ͡ ͔ͪ͒͊ ͙ ͙ͦͭͨͯͫͭͣͦ ͔͍͙͡ ͔ͭ͊ͫͭͪ (͙͙͡ 

͔ͭ͊ͫͭͪͦͣ  Shift). 
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˻ͤ͊͘;͍͔͊͊ͥ ͙ͤ͊͘ ͤ ͔͔͙ͫͯͫ͒ͤͻ ΐ͔͙͊͡͞, ͪ ͔͍͒ͦ͊ ͙ ͦͦͤ͊͟͡: ͨ ͙͙͔ͪͭͫͤͣͦ ͔͍͙͡ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ ͤ ͊ ͋ͪͦ͞ ͔ͪ͒͊, 

͙͙͔ͨͪͭͫͤͣͦ ͙ ͙͊͒ͪ͗ͣͦ͘ ͔ͭ͊ͫͭͪ Ctrl ͒ͦ͟ ͔ͤ ͙͙͔ͨͪͭͫͤͣͦ ͔͍͙ͣ͡ ͔ͭ͊ͫͭͪͦͣ ͙ͣ΄͊ ͤ͊ ͔ͦͫͭ͊͡ ΐ͔͙͔͡͞, 

͔͍͔ͪ͒ͦ. 

 

˽͔͙͔͍͔ͪͣͤͦ͊ͥ ͎ͪ͊͒ͤͦ ͙ͫͭ͊͡ (Rename sheet): 

¶ ͨͦ ͙͘ͼ͙͙ͦͤͪ͊ͣͦ ͔ͫ ͤ͊ ͙ͪ͊͒ͤ ͙ͫͭ͡ > Format > Rename Sheet > ͔͔ͯͤͫͣͦ ͙͔ͣ > Enter; ͙ ͙͡ 

¶ ͨͪ ͙͙͔ͭͫͤͣͦ ͔͙͒ͫͤ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ ͤ ͊ ͙͊ͪͭ͟ͼͯ ͙ͫͭ͊͡ > Rename 

 

˴͙͔ͦͨͪ͊ͥ ͙ ͔͔ͨͪͣ΄͔ͭ͊ͥ ͡ ͙ͫͭ͊ ͯͤͯͭ͊ͪ ͙  ͙͔ͣ͘Ώͯ ͙ͪ͊͒ͤͻ ͙͎ͥ͊͟ (͙͎͔ͥ͟ ͣͦͪ͊ͯ͞ ͒͊ ͋ͯ͒ͯ ͍͔͔ͦͭͦͪͤ) 

1. ͙͙͔ͨͪͭͫͤͣͦ ͔͙͒ͫͤ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ ͤ͊ ͙͊ͪͭ͟ͼͯ ͙ͫͭ͊͡ > ˽ ͔͙ͦͣͪ ͙͙͡ ͙ͦͨͪ͊͟͞ ͙ͫͭ͡ (Move or Copy 

Sheet) 

2. ͯ ͙͒͊ͦ͞͡΄ͦͣ͟ ͍͙ͦͪͯ͟ ͔͔ͦ͒͊͋ͪͣͦ ͯ ͦͯ͟͞ ͪ͊͒ͤͯ ͙͎ͥͯ͟ ͔͙͗ͣͦ͡ ͒͊ ͔͔͙ͨͪͣͫͭͣͦ, ͊ ͯ ͔͒ͯ͡ 

Before sheet ͦ ͔͔͒͊͋ͪͣͦ ͔ͨͪ ͔͎ͦ͟͞ ͙ͫͭ͊͡ > OK 

͙̂ͦͦ͟͟͡ ͔͙͗ͣͦ͡ ͒͊ ͙ͦͨͪ͊ͣͦ͟ ͔ͭͪ͋͊ ͯͯ͟͢;͙͙ͭ ˴͔͙ͪͪ͊͞ ͙ͦͨͯ͟͞ (Create a Copy), ͙ͤ͊;͔ ΐ͔ ͔ͫ ͙ͫͭ͡ 

͔͔͙͙ͨͪͣͫͭͭ. 

ˣ͙͔ͪͫ͊ͥ ͫ͊͒ͪ͗͊͊͞ ΐ͔͙͔͡͞ ς ͦͤ͊͘;͙ͣͦ ͔͒ͤͯ͞ ͙͙͡ ͍͙΄͔ ΐ͔͙͊͡͞ (ͨͦͣͦΐͯ ͔ͭ͊ͫͭͪ͊ Shift ͊ ͦ͟ ͫͯ ͯ ͙ͤͯ͘, a 

Ctrl ͊ ͦ͟ ͙ͤͫͯ) ͙  ͙͙͔ͨͪͭͫͤͣͦ ͔ͭ͊ͫͭͪ Delete. 

 

˽͙ͦͤ΄͍͔ͭ͊͊ͥ ͙͔ͣͤ͊͘ (Undo) ͙  ͙ͨͦͤ΄͍͔ͭ͊͊ͥ ͙ͨͦͤ΄͍ͭ͊͊ͥ͊ ͙͔ͣͤ͊͘ (Redo) 

˽͙ͦͤ΄͙ͭ (Undo)     ˽͍͙ͦͤͦ (Redo)  

˽͙͙ͪͭͫͦͣ͟ ͤ͊ ͔͙ͫͭͪ͡ͼͯ ͔ͨͦͪ͒ ͔͊͊ͭ͟͡ ͍ͦͭ͊ͪ͊ ͔ͫ ͨ͊͒͊ͯ͞ΐ͙ ͔͙ͣͤ ͫ͊ ͙ͫͭͦͣ͡ ͍͙ͫͻ ͊͟ͼ͙͊͞ ͔ͦ͟͞ ͫͣͦ 

͙͙ͯͪ͊͒͡. 
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˸˩˹ˮ: ˨ˢ́˻́˩˴ˢ (FILE) 

˹ ͊ͣ ͔͙ͤjy ˨ ͔͊ͭͦͭ͊͟ / File (ͫ͡ Φ 3.) ͫ ͔ ͔ͤ͊͊͘͡ ͔͔ͫ͒͡ΐ͔ ͔͊͊ͭ͟͡ ͙ ͔ͦͣ͊ͤ͒͟Υ 

 
˿͡Φ 3. ˸ ͔͙ͤ: ˨ ͔͊ͭͦͭ͊͟ / File 

 

ˢ͊ͭ͊͟͡ ˿͊;͍ͯ͊͞ (Save)  (͔ͨͪ;͙ͼ͊ ͤ͊ ͙ͭ͊ͫͭ͊ͭͯͪ Ctrl + S) 

¶ ˿͊;͍ͯ͊͞ ͯ (Save in) ς ͯ  ͦ͟ ͣ ͺ͔ͦ͒ͪͯ͡ ΐ͔ ͔ͫ ͔͒͊ͭͦͭ͊͟ ͫ͊;͍͙ͯ͊ͭ 

¶ ˮ͔ͣ ͔͔͒͊ͭͦͭ͟ (File name) ς ͯ ͙ͨ΄͔ͣͦ ͙͍ͤ͊͘ ͔͔͒͊ͭͦͭ͟ 

¶ ˿͊;͍ͯ͊͞ ͊ͦ͟ ͙ͭͨ (Save as type) ς ͅ ͦͪͣ͊ͭ ͯ  ͔ͦͣ͟͞ ;͍ͯ͊ͣͦ ͔͒ͦͯͣͤͭ͟  

˿͍͔ͭ͊ͪ͊ͥ ͍͔ͤͦ ͔ͪ͊͒ͤ ͙͎͔ͥ͟: ˹ ͍ͦͦ > ˽ ͪ͊ͤ͊͘ ͪ͊͒ͤ͊ ͙͎ͥ͊͟ > ˴ ͔͙ͪͪ͊͞  

(New > Blank workbook > Create) (͔ͨͪ;͙ͼ͊ Ctrl + N). 

˻͊͟͡΄͊ͤͦ ͔͞ ͔͙͔ͪͪ͊ͥ͟ ͍͔ͤͦ ͔͔͒͊ͭͦͭ͟ ͟ ͙ͦͪ΄ΐ͔͔ͥͣ ͔ͨͪ͒ͦ͡΄͊͟ ς ͔ ͔͙ͫͭͤ͊͘͟͞ ͙͙͡ ͍ͤ͊ͫͭ͊͊͟ .xltx. 

˿͍͔ͭ͊ͪ͊ͥ ͔ͪ͊͒ͤ ͙͎͔ͥ͟ ͨ ͔ͪͣ͊ ͔ͨͪ͒ͦ͡΄ͯ͟: File > New > Sample Templates. 

˻͍͔ͭ͊ͪ͊ͥ ͔ͨͦͫͭͦ͞ΐ͔͎ ͔͒ͦͯͣͤͭ͊͟  - ͊͊ͭ͊͟͡ Open (ͦ ͍͔ͭ͊ͪ͊ͥ ͍͙΄͔ ͔͒ͦͯͣͤ͊ͭ͊͟: ͔ͭ͊ͫͭͪ Ctrl ͙ ͙͡ 

Shift). 

 

͔̊ͭ͊ͣͨ͊ͥ (Print): 

¶ Printer ς ͦ ͔͔͒͊͋ͪͣͦ ΄ͭ͊ͣͨ͊; 

¶ Copies ς ͋ ͪͦ͞ ͙͔ͨͪͣͪ͊͊͟ ͔͒ͦͯͣͤͭ͊͟ 

¶ Range: 

o ͔̊ͭ͊ͣͨ͊ͥ ͙͍͙͊ͭͤ͟ͻ ͙͍ͫͭͦ͊͡ (Print active sheets) 

o ͔̊ͭ͊ͣͨ͊ͥ ͼ͔͔͡ ͔ͪ͊͒ͤ ͙͎͔ͥ͟ (Print entire workbook)   

o ͔̊ͭ͊ͣͨ͊ͥ ͎ͦ͒͊͋ͪ͊ͤͦ (Print selection) 

¶ ˻͙͔ͪͤͭ͊͞ͼ͙͊͞ ( Orientation): ͨ ͔ͦͪͭͪͭ, ͍ ͔͙ͪͭ͊ͤ͟͡o (Portrait) ͙ ͙͡ ͨ ͔͊͗͘͞, ͻ͙ͦͪͦͤͭ͊ͤ͘͡o 

(Landscape)  

¶ ˸͎͙͔͊ͪͤ (Margins):  - ˹ ͔ͦͪͣ͊ͤ͡  (Normal) - ̂ ͔ͫ͟  (Narrow) - ̊ ͙͔ͪͦ͟ (Wide) 

¶ ˿͙͔͊ͪ͊ͥ͟͡ (Scaling): 

o ˣ͔͘ ͙ͫ͊ͪ͊ͥ͊͟͡ (No scaling) 
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o ˽͔͙ͦ͒ͫ ͙ͫͭ͡ ͤ͊ ͔͒ͤͯ͞ ͫͭͪ͊ͤͯ (Fit sheet to one page) 

o ˽͔͙ͦ͒ͫ ͍͔ͫ ͔ͦͦͤ͟͡ ͤ ͊ ͔͞ ͒ͤͯ ͙ͫͭͪ͊ͤͼͯ (Fit all columns to one page) 

o ˽͔͙ͦ͒ͫ ͍͔ͫ ͔͍͔ͪ͒ͦ ͤ ͊ ͔͒ͤͯ͞ ͙ͫͭͪ͊ͤͼͯ (Fit all rows to one page) 

¶ Collated ς ́ ͭ͊ͣͨ͊ ͔ͫ ͼ͔ͦ ͙ͪ͊͒ͤ ͙ͫͭ͡ ͦ ͒ ͨͦ;͔ͭ͊͟ ͒ͦ ͪ͊͊͟͞, ͊  ͙͊ͭͣ͘ ͔ͨͪͣ͊ ͊͒͊ͤͦͣ͘ ͋ͪͦͯ͞ 

͙͔ͨͪͣͪ͊͊͟; Uncollated ς ́ ͭ͊ͣͨ͊ ͔ͫ ͍ͨͪ͊ ͙ͫͭͪ͊ͤͼ͊ ͨ ͔ͪͣ͊ ͊͒͊ͤͦͣ͘ ͋ͪͦͯ͞ ͙͔ͨͪͣͪ͊͊͟, ͘ ͙͊ͭͣ 

͎͒ͪͯ͊ ͙ ͭ͒. 

¶ Page setup ς ˿ ͙ͭͪ͊ͤͼ͊ (Page) ς ͤ ͊ ͨ͊͒͊ͯ͞ΐ͔ͣ ͔͙ͣͤͯ͞ ͋ ͙ͪ͊ͣͦ ͍͔͙͡;͙ͤͯ ͙ͨ͊ͨͪ͊ ͙  ͒ͪ. 

¶ ˸͎͙͔͊ͪͤ (Margins) ς ͪ ͯ;ͤͦ ͔ͨͦ͒΄͍͔͊͊ͥ ͎͙ͣ͊ͪͤ͊ 

¶ ˭͎͍͔͊͊͢͡ / ˽͔ͦ͒ͤͦ͗͞ (Header / Footer) ς ͯ  ͨͦ͊͢ ͙ͯͤͦͫͣͦ ͔ͭͫͭ͟, ͒ ͊ͭͯͣ, ͍ ͔͔ͪͣ, ͙ ͔ͣ  

¶ ˶͙͍͙ͫͭͦ (Sheets) ς ͦ ͤ͊͘;͙ͣͦ ͪ͊ͫͨͦͤ ΐ͔͙͊͡͞ ͒ ͊ ͙͋ ͙͙͙ͣ͊͊ͯͭͦͣ͊ͭͫ͟͡ ͙͙ͫͨͫ ͤ ͍͊ͫͦ͊͡ ͔͍ͪ͒ͦ͊ / 

ͦͦͤ͊͟͡ ͤ ͊ ͍ͫ͊ͦ͟͞ ͙ͫͭͪ͊ͤͼ͙ ͎ͪ͊͒ͤͦ ͙ͫͭ͊͡ 

˨͔͔͔ͥ͢ (Share) ς ͤ ͍͔ͦ ͎ͣͦͯΐ͙ͤͦͫͭ ͟ ͔ͦ͞ ͦ͊͟͡΄͍͊͊ͯ͞ ͒ ͔͔͔ͥ͢ ͔͒ͦͯͣͤͭ͊͟: 

¶ ˽͔͙ͪͦͣͤ ͙ͭͨ ͔͔͒͊ͭͦͭ͟ (Change File Type) ς ;͍ͯ͊ͣͦ ͔͒͊ͭͦͭͯ͟ ͯ ͎͒ͪͯͦͣ ͎ͨͪͦͪ͊ͣͯ 

¶ ˴͔͙ͪͪ͊͞ PDF/XPS ͔͒ͦͯͣͤͭ͟ (Create PDF/XPS Document) ς ͫ ͙͔ͤͣ͊ͥ ͒ ͔͔͊ͭͦͭ͟ ͯ  ͺ͙͙ͫͪ͊ͤͦͣ͟ 

ͺͦͪͣ͊ͭͯ, ͟ ͙ͦ͞ ͔ͤ ͔ͣͦ͗ ͙͙͋ͭ ͎͊͊ͤͦ͡ ͔͔ͨͪͦͣͥͤ 

˻ͨͼ͙͔͞ (Options)  > ͟ ͙͊ͪͭͼ͊ άDŜƴŜǊŀƭέ Ҕ ͙ͫ͊͒ͪ͗ ͔ͨͦ͢ ͊͘ ͯͤͦͫ ͟ ͙͙ͦͪͫͤ;͎ͦ͟ ͙͔ͣͤ͊ 

> ͟ ͙͊ͪͭͼ͊ ˿ ͊;͍ͯ͊͞ (Save) > ͨ ͦ͊͢ ͊͘ ά!ǳǘƻwŜŎƻǾŜǊ ŦƛƭŜ ƭƻŎŀǘƛƻƴέ  ͙ά5ŜŦŀǳƭǘ ŦƛƭŜ ƭƻŎŀǘƛƻƴέ  

 

˴ˢ˾́ˮ̇ˢ: ˽˻̉˩́ˢ˴ (HOME) 

˹͊ ͊͟ ͙ͪͭͼ͙ ˽ͦ;͔ͭ͊ ͟(Home) (ͫ͡Φ 4.) ͫ ͔ ͔ͤ͊͊͘͡ ͔͔ͫ͒͡ΐ͔ ͔͊͊ͭ͟͡ ͙ ͔ͦͣ͊ͤ͒͟Υ 

 
˿͡Φ 4. ˴ ͙͊ͪͭͼa: ˽ ͦ;͔ͭ͊ ͟(Home) 

 

ˤͪͫͭ͊ ͍ͫͦ͊͡ (font): Times New Roman, Verdana, Ariel, Calibri ͙ͭ͒. 

ˤ͔͙͡;͙ͤ͊ ͍ͫͦ͊͡ (Font Size) ς ͨ ͊͒͊ͯ͞ΐ͙ ͔͙ͣͤ    

 

˻͙͍͔͋ͦ͊ͥ͟͡ ͔ͭͫͭ͊͟     

˽͔͔ͦ͒͋͊ͥ͢ (Bold) 
- Ctrl + B 

˭͊ͦ͟΄͔͔ͥ (Italic) 
-  Ctrl + I 

˽͍ͦ͒͊͡;͔͔ͥ (Underline)  
- Ctrl + U 

 

ˣ͔͔ͦͥ͞  ͔ͭͫͭ͊͟ ͙ͪ͊͘͡;͙ͭͣ ͋ͦ͊ͣ͊͞: ͊ ͊ͭ͊͟͡ Font Color  

 

˽͍͔ͦͪ͊ͤ͊ͥ ͔ͭͫͭ͊͟  -   ͻ͙ͦͪͦͤͭ͊ͤͦ͘͡:  

- ͍͔͙ͪͭ͊ͤͦ͟͡:  ˽͍ͦͪ͊ͤ͊͞: ͔͍ͦ͡ (Align Left), ͨͦ ͔͙͙ͫͪ͒ͤ 

(Cent͔ r), ͒ ͔ͫͤͦ (Align Right), ͦ ͋ͦͫͭͪ͊ͤͦ (Justify) 



ITdesk.info ς ʧʨʦʿʝʢʘʪ ʨʘʯʫʥʘʨʩʢʝ ʝ-ʝʜʫʢʘʮʠʿʝ ʩʘ ʩʣʦʙʦʜʥʠʤ ʧʨʠʩʪʫʧʦʤ 

ITdesk.info is licensed under a Creative Commons Attribution-  

Noncommercial-No Derivative Works 3.0 Croatia License.  6/1 2 

˿͙ͨͦ͞ ͙ ͼ͔͙ͤͭͪͪ͊͞ (Merge and center) ς ͊͊ͭ͊͟͡ ͦ͊͟͞ ͫͨ͊͊͞ ͦͤ͊͘;͔͙ͤ ͪ͊ͫͨͦͤ ΐ͔͙͊͡͞ ͙ ͼ͔͙ͤͭͪͪ͊ 

ͫ͊͒ͪ͗͊͞ 

 ˻ ͙͔ͪͤͭ͊͞ͼ͙͊͞ (Orientation) ς ͊ ͊ͭ͊͟͡ ͊͘ ͔ͦ͒ͪΏ͙͍͔͊ͥ ͫ ͔ͣͪ͊ ͫ͊͒ͪ͗͊͊͞ ͯ ΐ͔͙͙͡͞ 

 ˽͔ͪͦͣ͡ ͔ͭͫͭ͊͟ (Wrap Text) ς ͊͊ͭ͊͟͡ ͦ͊͟͞ ͙͎ͨͪ͊ͦ͡Ώ͍͊͊ ͫ͊͒ͪ͗͊͞ ͯ ͔͙ͤͦͦ͟͟͡ ͔͍ͪ͒ͦ͊ ͯͤͯͭ͊ͪ 

ΐ͔͙͔͡͞ ͒ ͊ ͙͋ ͍ͫ͊ ͙͋ͦ ͍͙͙͍͒͢ 

 

 ˻ ͙͍͔͋ͦ͊ͥ͟͡ ͋ͪͦ͊͞ (Number Format) ς ͦ ͔͒ͪΏ͔ͯͣͦ͞ ͍ͪͫͭͯ ͯ ͔͔͙ͤͫͤͻ ͔͍͋ͪͦ͊͞ 

- ˽ ͍͔ͦΐ͔͊ͥ / ͔͔ͫͣ͊ͥͥ ͒ ͔ͼ͙͎ͣ͊ͤͦ͡ ͔ͣͫͭ͊ ς (Increase / decrease decimal) 

 ͍̂ͫͦͤͦ͡ ͙͍͔ͦ͋ͦ͊ͥ͟͡ (Conditional Formatting) ς ͊͊ͭ͊͟͡ ͊͘ ͔ͦ͒ͪΏ͙͍͔͊ͥ 

͍ͯͫͦ͊͡ ͙ͦ͟͞ ͔͞ ͔ͨͦͭͪ͋͊ͤ ͒͊ ΐ͔͙͊͡͞ ͍͙͊͒ͦͦ͘͢ ͊ͦ͟͟ ͙͋ ͔ͫ ͫ͊͒ͪ͗͊͞ ͙͍ͦ͋ͦ͊ͦ͟͡ ͤ͊ ͙͊͒͊ͭ͘ ͤ͊;͙ͤΦ  

  - ̂ ͔͙ͣͭͤ (Insert) ς ͊ ͊ͭ͊͟͡ ͊͘ ͔͔ͯͣͭ͊ͥ ΐ͔͙͊͡͞, ͟ ͦͦͤ͊͡, ͪ ͔͍͒ͦ͊, ͪ ͙͊͒ͤͻ ͙͍ͫͭͦ͊͡ 

 - ˻͙͋ͪ΄͙ (Delete) ς ͊͊ͭ͊͟͡ ͊͘ ͙͔͋ͪͫ͊ͥ ͫ͊͒ͪ͗͊͊͞  ͙/  ͙͙͡ ͙͍ͦ͋ͦ͊ͥ͊͟͡ ΐ͔͙͊͡͞, ͙͔͋ͪͫ͊ͥ 

ͦͦͤ͊͟͡, ͪ ͔͍͒ͦ͊, ͪ ͙͊͒ͤͻ ͙͍ͫͭͦ͊͡ 

 

 
¶ ˻͙͋ͯ͟͡͞ (Format) ς ͊ ͊ͭ͊͟͡ ͊͘ ͙͍͔ͦ͋ͦ͊ͥ͟͡ ͦͤ͊͘;͔͙ͤͻ ΐ͔͙͊͡͞, ͟ ͦͦͤ͊͡, ͪ ͔͍͒ͦ͊ 

¶ ˭͊΄͙ͭͭ͊ ͙ͫͭ͊͡ (Protect sheet) ς ͯ ͔͔ͤͫͣͦ ΄͙ͺͪͯ ͙  ͦ͘ ͤ͊;͙ͣͦ ͔ͪ͊͒ͥ ͟ ͔ͦ͞ ͍͍͒ͦͦ͊͊ͣͦ͘͢ 

͙ͦͫͭ͊ͣ͡ ͙͙ͦͪͫͤ͟ͼ͙ͣ͊ 

¶ ˽͔͙͔͍͔ͪͣͤͦ͊ͥ ͙ͫͭ͊͡ (Rename Sheet) > ͯ ͔͔ͤͫͣͦ ͙͔ͣ > Enter 

¶ ˭͊ͯ͟͢;͍͔͊͊ͥ ΐ͔͙͊͡͞ (Lock cell) ͞ ͔ ͎ͦͣͦͯΐ͔ͤ ͦͯ ͙ͦͦ͟͟͡ ͔ͨͪͭͻͦ͒ͤͦ ͘ ͊΄͙͙ͭͭͣͦ ͙ͪ͊͒ͤ ͙ͫͭ͡ 

 

 

̂˹˻˿ ̅̂˴̇ˮ˳˩: 

1. ͦͤ͊͘;͙ͣͦ ͪ͊ͫͨͦͤ ΐ͔͙͊͡͞ όͤͨͪΦ ˢмΥˢооύ 

2. ͔͔ͯͤͫͣͦ ͺͯͤ͟ͼ͙ͯ͞ ͨͦͣͦΐͯ ͔͙ͣͤ͊͞ ͨ ͙͎ͪ͊͊ͤͦ͘͟ ͙ͫͨͦ͒  

o ͦ͒͊͋ͪ͊ͤ͊ ͺͯͤ͟ͼ͙͊͞ ͔͞ ͔͔ͯͤͫͤ͊ ͤ ͊ͦͤ͟ ͦͤ͊͘;͔͎ͤͦ ͪ͊ͫͨͦͤ͊ ΐ͔͙͊͡͞ 

͙͙͡:  1. ͦ ͤ͊͘;͙ͣͦ ΐ͔͙ͯ͡͞ ͯ  ͦͦ͟͞͞ ͔͙͗ͣͦ͡ ͍͔ͪ͒ͤͦͫͭ ͺͯͤ͟ͼ͙͔͞ 

 2. ͯ ͔͔ͤͫͣͦ ͤ͊͘͟ αҐά 

 3. ͒ ͙͔ͪͭͤͦ͟ ͔͔ͯͤͫͣͦ ͗ ͔͔ͤͯ͢ ͺͯͤ͟ͼ͙ͯ͞ (ͤͨΦͪ αǎǳƳά ͊͘ ͫͯͣͯ) 

 4. ͯ  ͎͊ͪ͊͒͊ͣ͊͘ ͙ͯͨ΄͔ͣͦ ͪ ͊ͫͨͦͤ ΐ͔͙͊͡͞ ͤ ͊ ͙ͦ͟͞ ͔͙͗ͣͦ͡ ͒ ͊ ͔ͫ ͺͯͤ͟ͼ͙͊͞ ͙ͦ͒ͤͦͫ 

 

˹͊͞;͔΄ΐ͔ ͺͯͤ͟ͼ͙͔͞: 

= SUM (ͪ ͊ͫͨͦͤ ΐ͔͙͊͡͞) Ą ͫ ͙͔͊͋ͪ͊ͥ ͙ͦ͒͊͋ͪ͊ͤͻ ΐ͔͙͊͡͞ 

= AVERAGE (ͪ͊ ͫͨͦͤ ΐ͔͙͊͡͞) Ą ͫ ͔ͪ͒ͥ͊ ͍͔ͪ͒ͤͦͫͭ ͪ͊ͫͨͦͤ͊ ΐ͔͙͊͡͞ 

= MIN (ͪ ͊ͫͨͦͤ ΐ͔͙͊͡͞) Ą ͨ ͙ͪͦͤ͊͊͘͡ ͤ͊ͣ͊ͥͯ͞ ͍͔ͪ͒ͤͦͫͭ 

= MAX (ͪ ͊ͫͨͦͤ ΐ͔͙͊͡͞) Ą ͨ ͙ͪͦͤ͊͊͘͡ ͍͔ͤ͊͞ΐͯ ͍͔ͪ͒ͤͦͫͭ 

 

˿͡Φ 5. ̂ ͔͔ͣͭ͊ͥ ͺͯͤ͟ͼ͙͊͞ ͨ ͔ͯͭͣ  

͙͊ͪͭ͟ͼ͔ ˽ͦ;͔ͭ͊ ͟(Home) 
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˻ͤ͊͘;͙ͣͦ ΐ͔͙͔͡͞, ͟ ͔ͦͦͤ͡, ͪ ͔͍͔͒ͦ ͟ ͔ͦ͞ ͔͙͗ͣͦ͡ ͒͊ ͙ͦ͋ͪ΄͔ͣͦ ͙  ͔͔ͦ͒͊͋ͪͣͦ ͦͨͼ͙ͯ͞: 

¶ ˣ͙͔ͪͫ͊ͥ ͍͔͎ͫ͊ (Clear All)  

¶ ˣ͙͔ͪͫ͊ͥ ͫ͊͒ͪ͗͊͊͞ ΐ͔͙͔͡͞ (Clear Contents) 

¶ ˣ͙͔ͪͫ͊ͥ ͙͍ͦ͋ͦ͊ͥ͊͟͡ ΐ͔͙͔͡͞ (Clear Formats)   

 

˿͡Φ 6. ˸ ͔͙ͤ ͔͔ͤ͊ͪ͒͋ ˻ ͙͋ͪ΄͙ (Clear) 

 

 

˿͙͔ͦͪͭͪ͊ͥ ͔͔ͭ͊͋͡ ͦ͒ ͔ͤ͊ͣ͊ͥ͞ ͒ͦ ͍͔ͤ͊͞ΐ͔ ͍͔͙ͪ͒ͤͦͫͭ (Sort A to Z), ͙ ͙͡ ͦ͒ ͍͔ͤ͊͞ΐ͔ ͒ͦ 

͔ͤ͊ͣ͊ͥ͞ ͍͔͙ͪ͒ͤͦͫͭ (Sort Z to A), ͯ ͔͔͔ͤͫͤ ͯ ͔ͦ͒ͪΏ͔ͤͯ ͟ ͦͦͤͯ͡ ͙͙͡ ͔ͪ͒ 

 

 ͔͔́ͪ͊͗ͥ ͔ͦ͒ͪΏ͔͔ͤ ͔ͪ;͙ ͙͙͡ ͺ͔ͪ͊͘ - ˹͊Ώ͙ (Find), ͙̂ͨ΄͔ͣͦ ͺͪ͊ͯ͘, ˽ͪͦͤ͊Ώ͙ ͔͔ͫ͒͡ΐ͔  (Find 

Next) 

˭͔͊ͣͤ͊ ͔ͦ͒ͪΏ͔͔ͤ ͔ͪ;͙: Find What ς ͟ ͦͯ͞ ͔ͪ; ͙ͭͪ͊͗ͣͦ  

¶ Replace With ς ;͙͔ͣ ͔͙͗ͣͦ͡ ͒͊ ͔͙͊ͣͤͣͦ͘ 

 

˴͙͔ͦͨͪ͊ͥ ͙͍ͦ͋ͦ͊ͥ͊͟͡ ͫ  ͔͎͒ͤͦ͞ ͔͒͊͡ ͔ͭͫͭ͊͟ ͤ͊ ͎͙͒ͪͯ, ͊ ͊ͭ͊͟͡ Format Painter  

 

˽ͦͣͦΐ ͯ MS Excel-  ͯ-  s ͊ͭ͊͟͡ Help  , F1 ͤ ͊ ͙ͭ͊ͫͭ͊ͭͯͪ 

 

 

˴ˢ˾́ˮ̇ˢ: ̂˸˩́ˢ˺˩ (INSERT) 

˹͊ ͊͟ ͙ͪͭͼ͙ ͔͔̂ͣͭ͊ͥ (Insert) (ͫ͡Φ 7.) ͫ ͔ ͔ͤ͊͊͘͡ ͔͔ͫ͒͡ΐ͔ ͔͊͊ͭ͟͡ ͙ ͔ͦͣ͊ͤ͒͟Υ 

 

 
˿͡Φ 7. ˴ ͙͊ͪͭͼa: ̂ ͔͔ͣͭ͊ͥ (Insert) 

 

˻͙͋͡ͼ͙ (Shapes)   ς ͤ͊ͦͤ͟ ͙ͦ͒͊͋ͪ͊ ͔͎͒ͤͦ͞ ͙ͦ͋͊͟͡ ͤ͊ ͙ͪ͊͒ͤ ͙ͫͭ͡ ͙ͯͤͦͫͣͦ ͎͊ ͔ͣ ͭͦ͒ͦͣ 

αͯͻ͍͙͊ͭΣ ͨͪ ͔͍ͯͼ͙, ͨ ͙ͯͫͭά (drag-and-drop) ;͙͔ͣ ͣͯ ͙͊ͯͭͦͣ͊ͭͫ͟ ͒ ͔ͺ͙͙ͤ΄͔ͣͦ ͍͔͙͡;͙ͤͯ ͙ ͨͦͦ͗͊͡͞. 

͔͙̂ͪ͒ (Arrange) ς ͪ ͔͊ͣ͘΄ͭ͊ ͔͔͔͔ͣͤͭ͡ ͙͔ͫͨͪ͒ (Bring forward) ͙ ͙͡ ͙͊͘ (Send to back) ͒ ͎͙ͪͯͻ ͙ͦ͋͊͟͡.  

 

 

ˮ͙ͫͨͯͤ ͙ͦ͋͊͟͡  >         - ͦ ͍ͭ͊ͪ͊ ͔ͨ͊ͭͯ͡ ͋ͦ͊͞  

˴ͦͤͭͯͪ͊ ͙ͦ͋͊͟͡  >         - ͦ ͍ͭ͊ͪ͊ ͔ͨ͊ͭͯ͡ ͋ͦ͊͞, ͙ ͋ͦͪ͘ ͍͔ͪͫͭ ͙ ͔͙͔͒͋ͤ͢ ͙͙͔ͤ͡͞. 

˩ͺ͔͙ͭ͟ ͙ͦ͋͊͟͡   >         - ͨ ͦͤͯΏ͔͙ͤ ͔ͺ͔͙ͭ͟: 3˨ , ͫ ͔ͤ͊͟, ͦ ͒ͪ͊͘, ͪ ͦͭ͊ͼ͙͊͞, ͙ ͭ͒. 
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˿͙͔͟͡  

¶ ͦͤ͊͘;͍͔͊͊ͥ ͙͔ͫ͟͡ ͪ ͙͊͒ͣͦ ͙͙ͨͪͭͫͦͣ͟ ͔͍͎ͦ͡ ͔ͭ͊ͫͭͪ͊ ͙ͣ΄͊ ͤ ͊ ͔͔͙͗ͤ͢ ͔ͦ͋͊ͭ͟͞, ͤ ͊ͦͤ͟ ;͔͎͊ 

͔ͦ͋͊ͭ͟͞ ͤ ͊ ͙͍͙ͼ͊ͣ͊ ͒ ͙͔ͦ͋͞ ͍͙͊͒ͪ͊ͭ͟ΐ͔ 

¶ ͔ͨͦ͒΄͍͔͊͊ͥ ͍͔͙͡;͙͔ͤ ͔ͦ͋ͭ͊͟͞: 

o ˾ͯ;ͤͦ: ͦ ͤ͊͘;͙ͣͦ ͔ͦ͋͊ͭ͟͞, ͨ ͔ͦͣͪ͊ͣͦ ͔͔ͤ͟ ͦ͒ ͙͍͙;͙ͤͻ ͭ͊;͊͊͟ ͤ ͊ ͍͙ͦͪͯ͟ ͔ͦ͋ͭ͊͟͞ 

o ͙̂ͨͫͦͣ ͍͔͙ͪ͒ͤͦͫͭ: ͒ ͔͙ͫͤ ͙͟͟͡ ͤ͊ ͔ͦ͋͊ͭ͟͞ > ˻ ͙͋ͯ͟͡͞ ͙ͫͯ͟͡ (Format Picture) > ͟ ͙͊ͪͭͼ͊ 

ˤ͔͙͡;͙ͤ͊ (Size)       > ͯ ͔͙ͤͭ ͍͔ͪ͒ͤͦͫͭ ͊͘ ͍͙͙ͫͤͯ (Height) ͙  ΄͙͙ͪͤͯ (Width) 

˨ͦ͟ ͙ͣ͊ͣͦ ͦͤ͊͘;͔ͤͯ ͙ͫͯ͟͡ ͔ͣͦ͗ͣͦ ͍͙͙ͦͭͦͪͭ ͔͙ͣͤ ˻ ͙͋ͯ͟͡͞ (Format) ͙ͦ͟͞ ͙ͫ͊͒ͪ͗ ͔͔ͤ͟ ͍͔ͤͦ ͦ ͨͼ͙͔͞ 

͙͍ͦ͋ͦ͊ͥ͊͟͡: 

       

- ͊ ͊ͭ͊͟͡ ͊͘ ͙ ͍͔ͫͨͪ͊͊ͥ͢ ͦͤͭͪ͊ͫͭ͊͟, ͦ ͍͔͔͙ͫͭͤͦͫͭ͢, ͙ ͦ͘΄͔ͭͪͥ͊ 

- ͨ ͔ͪͦͣͤ͊ ͋ͦ͊͞ ͙͔ͫ͟͡ ͟ ͊ͦ͟ ͙͋ ͔͋ͦ͢ ͎͍ͦ͒ͦ͊ͪ͊͊͡ ͦ ͫͭ͊ͦͣ͡ ͫ͊͒ͪ͗͊ͯ͞ 

- ͊ ͊ͭ͊͟͡ ͟ ͊ͦ͟ ͙͋ ͙ͫ͊͟͡ ͔͍͒ͦ͊͊͡͡ ͟ ͊ͦ ͼ͔ͪͭ͗ ͙͙͡ ͙ͤ͊ͫ͊ͤ͊͟͡ 

- ͊͊ͭ͊͟͡ ͊͘ ͯͤͦͫ ͨͦ͊͢ ͊͘ ͔ͭͫͭ͟, ͤ͊ͦͤ͟ ͙ͦ͒͊͋ͪ͊ ͔͊͊ͭ͟͡ ͔ͣͭͦ͒ͦͣ αͯͻ͍͙͊ͭΣ ͨͪ ͔͍ͯͼ͙, ͙ͨͯͫͭά 

(drag and drop) ͦ ͔͒ͪΏ͔ͯͣͦ͞ ͣͯ ͨͦͦ͗͊͡͞ ͙  ͍͔͙͡;͙ͤͯ ͤ͊ ͪ͊͒ͤͦͣ ͙ͫͭͯ͡ 

 

 

˭͎͍͔͊͊͢͡ ͙ ͔ͨͦ͒ͤͦ͗͞ (Header and Footer) 

¶ ͔ͯͪΏ͙͍͔͊ͥ: ͨ ͙͙͔ͪͭͫͤͣͦ ͔͍͙͡ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ ͯ  ͨͪͦͫͭͦͪ ͎͍͊͊͊͘͢͡ ͙͙͡ ͨͦ͒ͤͦ͗͊͞, ͙ ͙͡ ͔͙͒ͫͤ 

͙͟͟͡> ͯ ͔͙ͪ͒ ͔ͭͫͭ͟ (Edit text) 

 

͔͔ͯͣͭ͊ͥ ͒͊ͭͯͣ͊ ͙ ͍͔͔ͪͣͤ͊ (date and time) 

 ͯ ͔͔ͣͭ͊ͥ ͋ͪͦ͊͞ ͙ͫͭͪ͊ͤͼ͔ (page number) 

 

͔͔̂ͣͭ͊ͥ ͙ͫͣ͋ͦ͊͡     ϵ   ϻ   ϭ  қ  J  ґ  "  H  Y  ̂   »  Ï  Ĝ  ͙  ͒ .ͪ 

 

 

˥ͪ͊ͺ͙͙ͦͤ͟     

¶ ˥͙ͪ͊ͅ ;͙͟ ͙ͨͪ͊͘͟ ͭ ͙͊͋͡;͙ͤͻ ͨͦ͒͊ͭ͊͊͟, ͎ ͪ͊ͺ͙ͦͤ͟ ͙  ͙ͭ͊͋͡;͙ͤ ͨͦ͒͊ͼ͙ ͫ ͯ ͍͔͙ͨͦ͊ͤ͘ ς ͨ ͔͔ͪͦͣͤ 

ͯ ͔͙ͭ͊͋͡ ͦ ͍͒ͪ͊͗͊͊ͯ͞ ͔ͫ ͤ͊ ͎ͪ͊ͺ͙ͦͤͯ͟ 

¶ ˻͙͒͊͋ͪͦͣ ͔͊͊ͭ͟͡ ͊͘ ͔͔ͯͣͭ͊ͥ ͎ͪ͊ͺ͙ͦͤ͊͟ ͦ ͍ͭ͊ͪ͊ ͤ͊ͣ ͔ͫ ͔ͭ͊͋͊͡ ͯ  MS Excel-  ͯ͘ ͊ ͯͤͦͫ 

ͨͦ͒͊ͭ͊͊͟ 

¶ ˽͔ͪͦͣͤ͊ ͍͔͙͡;͙͔ͤ ͎ͪ͊ͺ͙ͦͤ͊͟ ς ͦ ͤ͊͘;͙ͣͦ ͎ͪ͊ͺ͙ͦͤ͟ ͙  ͔ͨͦͣͪ͊ͣͦ ͔ͦͤͭͪͦͤ͟͡ ͭ͊;͔͟ ͯ  

͔͔͗ͤͦͣ͢ ͔ͫͣͪͯ 

¶ ˽͔͔ͪͦͣͤ ͤ͊ ͎ͪ͊ͺ͙ͦͤͯ͟ ͣ ͔ͦ͗ͣͦ ͍͙͙ͤ͊ͨͪ͊ͭ ͔ͨͪͦ͟ ͭ ͔ͪ͊͟ ͫ ͊͊ͭ͊ͣ͊͟͡ Chart Tools ͟ ͦ͊͞ ͔ͫ 

͍͔ͨͦ͊ͯ͢͞͞ ͟ ͊͒͊ ͔͞ ͎ͪ͊ͺ͙ͦͤ͟ ͦͤ͊͘;͔ͤ, ͨ ͔ͪͦ͟ ͎͋ͪͦ͘ ͔͙ͣͤ͊͞ ͙ ͙͡ ͍͙͒ͦͫͭͪͯͣ͟ ͙͙ͨͪͭͫͦͣ͟ ͡ ͔͍͎ͦ 

͔ͭ͊ͫͭͪ͊ ͙ͣ΄͊ ͤ͊ ͎ͪ͊ͺ͙ͦͤ͟ 

¶ ˻͙͍͔͋ͦ͊ͥ͟͡ ͨͦ͒ͪͯ;͊͞ ͎ͪ͊ͺ͙ͦͤ͊͟ (Format Chart Area) ς ͘ ͊ ͍͔͒ͦ͒͊͊ͥ ͔ͺ͔͊ͭ͊͟ ͙͔ͫͨͯͤ ͋ ͦͦͣ͞, 

3 ,˨ ͪ ͦͭ͊ͼ͙͊͞, ͫ ͔ͤ͊͟, ͙ ͭ͒.  

¶ ˽͔ͪͦͣͤ͊ ͍͔ͪͫͭ ͎ͪ͊ͺ͙ͦͤ͊͟ (Change Chart Type) > ͦ ͔͔͒͊͋ͪͣͦ ͍ͪͫͭͯ  
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¶ ˽͔͔ͦͣͪ͊ͥ ͎ͪ͊ͺ͙ͦͤ͊͟: ͤ ͊ ͔͙ͣͤͯ͞ Chart Tools > Design > ͊͊ͭ͊͟͡ ˽ ͔͙ͦͣͪ ͎ͪ͊ͺ͙ͦͤ͟ (Move 

chart):  

> ˹ ͍͙ͦ ͙ͫͭ͡ (New sheet) (͙ ͔ͨͦ͢ ͊͘ ͙ͯͨͫ ͙ ͔ͣͤ͊ ͎ͪ͊͒ͤͦ ͙ͫͭ͊͡) ͙ ͙͡  

> ˻ ͔͋͊ͭ͟͞ ͤ͊ (Object in) > ͤ ͊ ͨ͊͒͊ͯ͞ΐ͔ͣ ͔͙ͣͤͯ͞ ͦ ͔͔͒͊͋ͪͣͦ ͤ͊ ͙ͦ͟͞ ͙ͪ͊͒ͤ ͙ͫͭ͡ ΐ͔ͣͦ ͔͙͙ͫͣͫͭͭ 

͎ͪ͊ͺ͙ͦͤ͟ 

 

˻͎͙ͪ͊ͤ͊͘ͼ͙͙ͦͤ ͙͎͙͒͊ͪ͊ͣ͞Σ α{ƳŀǊǘ!Ǌǘά  

¶ ͔ͣͦ͗ͣͦ ͔͔ͨͪͣ΄͙ͭ͊ͭ ͨͦ͊͢ ͟ ͊ͦ͟ ͙͋ ͔͙͙ͯͪ͒͡ ͫͭͪͯͭͯͪͯ͟: ͡ ͔͍͙ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ ͤ͊ ͍͙ͦͪ͟ > 

͔ͣͭͦ͒ͦͣ αͯͻ͍͙͊ͭΣ ͨͪ ͔͍ͯͼ͙, ͨ ͙ͯͫͭά (drag and drop) ͤ ͊ ͔͔͗ͤͦ͢ ͔ͣͫͭͦ 

¶ ͔ͣͦ͗ͣͦ ͍͙͒ͦ͒͊͊ͭ ͍͙͔ͦͪ͟ ͘ ͊ ͯͤͦͫ ͫ͊͒ͪ͗͊͊͞: ͦ ͤ͊͘;͙ͣͦ ͍͙ͦͪ͟ ͔ͦͣ͟͞ ͗ ͔͙ͣͦ͡ ͒͊ ͒ͦ͒͊ͣͦ 

͍͙ͤͦ ͦ ͍͙ͪ͟, ͒ ͔͙ͫͤͣ ͔ͭ͊ͫͭͪͦͣ ͙ͣ΄͊ ͨ ͍͔ͦͦͣͦ͘ ͙͋ͪ͘ ͔͙ͣͤ > Add Shape ͙ ͔͔ͦ͒͊͋ͪͣͦ ͙ͫͨͦ͒ 

(below) ͙ ͙͡ ͙ͤ͊͒͘ (above)  

¶ ͙͔͋ͪͫ͊ͥ: ͦ ͤ͊͘;͙ͣͦ ͔ͦ͋͊ͭ͟͞ ͙  ͙͙͔ͨͪͭͫͤͣͦ ͔ͭ͊ͫͭͪ Delete 

 

Sparklines(ͫ͡Φ 8.) ς ͎ ͪ͊ͺ͙ͦͤ͟ ͯͤͯͭ͊ͪ ͔͔͒ͤ͞ ΐ͔͙͔͡͞  

¶ ͔ͭͪ͋͊ ͒͊ ͣͯ ͔͒ͺ͙͙ͤ΄͔ͣͦ ͔ͫͣ΄ͭ͊͞ (͔͊͒ͪͫͯ ΐ͔͙͔͡͞ ͯ ͦͦ͟͞͞ ͔ͫ ͙ͤ͊͊͘͡) ͙ 

ͪ͊ͫͨͦͤ ΐ͔͙͊͡͞ ͙ͦ͟͞ ΐ͔ ͙͙͍͙ͨͪ͊͊ͭ͘͟  

 

˿͡Φ 8. ˥ ͪͯͨ͊ Sparklines  
ͤ͊ ͊͟ ͙ͪͭͼ͙ ͔͔̂ͣͭ͊ͥ / Insert 
 

 

˴ˢ˾́ˮ̇ˢ: ˾ˢ˿˽˻˾˩˨ ˹ˢ ˿́˾ˢ˹ˮ̇ˮ (PAGE LAYOUT) 

˹͊ ͊͟ ͙ͪͭͼ͙ ˾͔͊ͫͨͦͪ͒ ͤ͊ ͙ͫͭͪ͊ͤͼ͙ (Page Layout) (ͫ͡Φ 9.) ͫ ͔ ͔ͤ͊͊͘͡ ͔͔ͫ͒͡ΐ͔ ͔͊͊ͭ͟͡ ͙ ͔ͦͣ͊ͤ͒͟Υ 

 

 
˿͡Φ 9. ˴ ͙͊ͪͭͼa: ˾ ͔͊ͫͨͦͪ͒ ͤ͊ ͙ͫͭͪ͊ͤͼ͙ (Page Layout) 

 

¶ ˸͎͙͔͊ͪͤ:  - ˹ ͔ͦͪͣ͊ͤ͡ / Normal  - ̂ ͔ͫ͟ / Narrow - ̊ ͙͔ͪͦ͟ / Wide 

¶ ˻͙͔ͪͤͭ͊͞ͼ͙͊͞ / Orientation: Portrait (͍ ͔͙ͪͭ͊ͤͦ͟͡) ͙  Landscape (ͻ͙ͦͪͦͤͭ͊ͤͦ͘͡)   

¶ ˿͙͔͊ͪ͊ͥ͟͡ / Scale: ͊ ͊ͭ͊͟͡ ͊͘ ͙͍͔ͫͣ͊ͥ͊ͥ ͙ ͙͡ ͨ ͍͔ͦΐ͔͊ͥ ͙ ͙ͫͨͫ͊ͤ ͙ͻ ͨͦ͒͊ͭ͊͊͟ ͤ ͊ ͔ͦ͒ͪΏ͔͙ͤ 

ͨͪͦͼ͔ͤ͊ͭ ͫ ͍͔ͭ͊ͪͤ ͍͔͙͡;͙͔ͤ ͯ ͔͔͙ͤͫͤͻ ͨͦ͒͊ͭ͊͊͟ 

¶ ˽͔͙ͪͦͣ͡ / Breaks ς ͪ ͙͊͒ ͔͎͔͙ͨͪ͒ͤͦͫͭ͡ ͨ ͔ͦ͗ͤͦ͢ ͔͞ ͒͊ ͙ͫ͊ͣ ͨ ͍͙ͦͫͭ͊ͣͦ ͔͔ͨͪͦͣ͡  

o ͔͙̂ͣͭͤ ͔ͨͪͦͣ͡ ͙ͫͭͪ͊ͤͼ͔ / Insert Page Break 

o ͙̂ͦͤ͟͡ ͔ͨͪͦͣ͡ ͙ͫͭͪ͊ͤͼ͔ / Remove Page Break 

¶ ˢ͔͊ͭ͟͡ ͊͘ ͎͙͍͔ͦͪ͊ͤͦ͊ͥ͘ ͫ͊͒ͪ͗͊͊͞:  - ˽ ͙͙͙ͪ͋͗͡ / Bring Forward 

- ̂ ͙͒͊͢ / Send Backward 

 


