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一、

1. Ҭῃ ᵬ

₯ ᵬ Ҋ ᵬ ̆ ₮ Ҭ ľ ῃ ᵬ Ŀ פ

̂̃Ȃ

2. ꜚ Excel

ꜚ ꜚ Excel̆ ץ ᵬ: 1. ₯ľ Ŀ ̆ ῀

Windows ̆ᶭ ľStart Menu\Programs\ ꜚĿ ᴆ ; 2. Excel ᴆ

̆ Excel ⌠ľ ꜚĿ ᴆ ̆ Excel └⌠ľ ꜚĿ

ᴆ Ҭ̆Ҋ ꜚ Windows ꜚ Excel ԅȂ Windows ꜚ̆ᵰ

Ҋץ ꜚ Excel: ѿ: ₯ľ ŕ Ŀ פ ᴋѿ Excel ᵬ Ȃ

ԋ: ľ׆ ĿҬ Excel ⌠ ҉̆ ׆ Ҭ

ľ ╠ᵝ ⇔ Ŀ̆ץ ꜚ ₯ Ȃ

3. −

҉ ( ) ꜚ ᾝ ᾟ ̆ ῒ ₮

ԅ ̆↕ − Ҭ № ῃ ( ꜚ Ҭ

ᾝ ̆ ԅ ῒῤ − )Ȃ

4. ᾝ

Excel ҩ ᾝ ѿҩ ̆ῒ ↕ ↓ ⱴ ̆ᶛ D3

↓ȁ ҈ ᾝ Ȃ ᾝ ̆ ץ Ҋ ң : 1.

₯ ᾝ ̆ ҉ ᴪ ⌠ ╠ ̆Ῥ Ҭ ̆ ץ

῀ѿҩ ԅȂ 2. Ҭ ᾝ ̆ ₯ľ ῀ŕ ŕ ӈĿ ̆פ ľ

ӈ Ŀ ̆ ľ ╠ ᵬ Ҭ Ŀ ῀ ̆ ₯ľ Ŀ ̂ Ȃ̃

: ᾝ ѿҩ ̆ 255 ҩ

̆ ץ ȁ Ώ ̆ᵖ ҬҌ ғҌ ҍ ᾝ Ȃ

5. Excel Ҭ ҩ ᾝ



Excel Ҭ̆ ҩ ᾝ ̆ ҊľCtrl+Shift+ *ĿȂ

: פ ҩ↓ ↓ ̆ Ҍ ↓ ᾝ ĺĺᵰ ⌠

ᾝ Ȃ ѿ Ҍ ԍῃ ῃ̆פ פ ᵬ Ҭ ῃ ᾝ ̆ ֓ᵰ

Ҍ ᶏ ᾝ Ȃ

6. ꜚ/ └ ᾝ

ᾢ ᾝ ̆ ꜚ ⌠ ᾝ ҉̆ Ҋ ꜚ⌠ ᵝ ̆

ꜚȂ └ ᾝ ̆↕ ӊ╠ Ҋ Ctrl Ȃ

7. ḱ ᾝ

ѿҩ ҩ ᾝ ᵝ ̆ ᵟ Shift ץ ḱ ᾝ

ῤ Ȃ ҹ: ᾝ ̆ Ҋ Shift ̆ ꜚ ᾝ ̆ ₮

̆ ᵬȂ҉Ҋ ᾝ ᴪ ѿҩ

ľ Ŀ ̆ ᴪ ľ Ŀ ̆ ᵬ ̆ ᾝ

ԅ Ȃ

8. ᾝ ῤ

ᾢ ᾝ ̆ Delete ̆ ֽ− ԅ ᾝ ῤ ̆ Ḡ

Ȃ ᾝ ̆ Ҋץ : ᾝ ᾝ ̆ ₯ľ

ŕ Ŀ ̆פ ľ Ŀ ̂̃̆ ľῃ Ŀ פ ̆ ᵰӞ ץ

− ľ Ŀȁľῤ Ŀ ľ ĿҬ ᴋѿҩȂ

9. ᾝ

ѿҩ ᾝ ̆ ₯ ; ѿҩ ᾝ ̆ Ҭ

҉ ᾝ ̆ ᵟ ̆ ⌠ ᵝ ;

ңҩ ҩҌ ᾝ ̆ ѿҩ ᾝ ̆ ᵟ Ctrl ̆ Ῥ

ѿҩ ; ↓̆ ₯ ↓ ̆ ↓ ѿҩ

ᾝ ҹ ꜚ ᾝ ; ₯ ҉ ҍ↓ ֜ ̆ ҩ ᵬ Ȃ

10. ҹ ᵬ



ҹԅḂԍ ̆ ץ Excel sheet1ȁsheet2ȁsheet3 ᵬ ҹ

̆ ң :1. ᵬ ̆ ₯ľ ŕ ᵬ ŕ Ŀ ̆פ

ᵬ ҉ ̆ ҉ ῀ Ȃ 2. ₯ ╠ ᵬ

Ҋ ̆ ľSheet1Ŀ̆Ῥ ῀ Ȃ

11. ѿ ҩ ᵬ

≠ Ҋ ץ ҩ ᵬ : ѿ ᵬ (*.xls) ᴆ

̆ ᵟ Shift Ctrl ̆ Ҍ ҩ ᵬ ̆ ῃױ

Ҭ̆ ₯̆ ľ Ŀ ̆פ ↕ ꜚ Excel 2002̆ ҉ Ҭ

ᵬ ῃ Ȃ ԋ ѿ ҩ ᵬ ᴆ └⌠

C:\Windows\Application Data\Microsoft\Excel\XLSTART ᴆ Ҭ ץ̆ ꜚ Excel 2002

̆҉ ᵬ Ӟ ῃ Ȃ ҈ ꜚ Excel 2002̆ ₯ľ ΐŕ Ŀ ̆פ

ľ Ŀ ̆ ₯ľ Ŀ ̆ ľ ꜚ Ҭ ᴆĿ

Ҭ ῀ѿҩ ᴆ ( d:\Excel)̆ ₯ľ Ŀ ₮Ȃ

ᵬ └⌠҉ ᴆ Ҭ̆ץ ꜚ Excel 2002 ̆҉ ᴆ Ҭ ᴆ(

Excel ) ῃ Ȃ Excel 2002 Ҭ̆ ₯ľ ᴆŕ Ŀ

̆פ ᵟ Shift Ctrl ̆ ₮ ᴆ↓ Ҭ Ҍ ҩ

ᵬ ̆ ľ Ŀ ̆ ѿץ ҩ ᵬ Ȃ ԓ ҉ ̆

ҩ ᵬ ῃ Ῥ̆ ₯ľ ᴆŕḠ ᵬ Ŀ ̆פ ľḠ ᵬ Ŀ

̆ Ḡ Ȃץ Excel 2002 ᵬ ᴆ̆↕ ᵬ Ҭ

ᵬ Ȃ

12. ℗ ᵬ

ԍ ᵬ ℗ ̆ ₯ ᵬ Ȃ ҩ Ҋ ҩ ᵬ

℗ ̆ ᶏץ ľ Ŀ Ȃľ Ŀ ↓₮ԅ ᵬ ̆

℗ ⌠ѿҩ ᵬ ̆ ľ׆ץ Ŀ Ȃľ Ŀ ↓₮ 9ҩ

ᵬ ̆ ԍ 9ҩ̆ľ Ŀ ↕ ѿҩ ҹľῒז Ŀ ̆פ ̆פ

↕₮ ѿҩ ↓₮ ᵬ ̆ ₯ῒҬ

Ȃ



13. ̂ Office ᵬ ̃

Excel Ҭ Ҍ ⌠ ̆ ᾝ ̆

₯ ᵟ ᾝ Ȃ

14.

ᵬӊ╠̆ ץ ҩ ᾝ ȁ ҩ ᵬ ̂

ᵬ ῤ ᴋ ѿҩ ᾝ ̃ ᵬ ҩ ᵬ ῤȂ ῀ ῤ ̆

ᶏץ ̙̂̃ ̂*̃ᵬҹ ץ̆ Ḃ ᵬȂ ף̙̃̂ ѿҩ ̆

ף̃*̂ ѿҩ ҩ Ȃ ̆ ̙̂̃ ̂*̃ᵬҹ

ᶏ ̆ Ӈ ᵥ ̙̂̃ ̂*̃ ̙ ңҩ ╠ⱴ҉ (͘)

ԅȂץ

15. ḱ ᴆḠ

ꜚ Excel 2002̆ ₯ľ ΐŕ Ŀ ̆פ ľ Ŀ ̆ ľ Ŀ

Ҭ̆ ľ ᴆᵝ Ŀ Ҭ ῤ ḱ ҹᵰ ᵝ ᴆ ()Ȃץ

Excel ᵬ ̆ ľḠ Ŀ ᵬ ̆ ľ ҹĿ ᵝ⌠ᵰ

ᴆ ҬȂ

16. ᴆ

ױ ץ ᴆ ᴆ ̆ Ҋ: ₯ľ ŕ Ŀ̆ ῀ regedit

̆פ ľ Ύ Ŀ̆ HKEY_CURRENT_USER\Software\Microsoft\

Office\10.0\Common\Open Find\Places\UserDefinedPlaces̆ Ҋ Һ ̆ ҹ

ľmydocĿ̆ Һ Ҭ ңҩľ ұṿĿ̆ №≢ ľNameĿ ľPathĿ̆ṿ

№≢ҹľ ᴆĿ( ץ ) ľd:\mypathĿ( ᵝ ᴆ )̆῏ ľ

Ύ Ŀ̆ Ȃץ Excel 2002 Ҭ ľ Ŀ ᵬ ̆ ᶷ

ԅľ ᴆĿ ѿ ̆ ₯ ̆ ῀ľd:\mypathĿ ᴆ Ȃ

17. ҩ Excel ᵬ ℗

ҊľCtrl+TabĿ ᵬ ℗ Ȃ



18. ꜛ



ᵰ Ҭ ̆ ľ ᵝ ᴆĿ Ҭ Ҭ ᾝ ̂̃̆ᶛ ľ



29. ҩ ᵬ

ѿ ᵬ ̆ ᾢ ѿҩ ̆ ᵟ Shift ̆Ῥ ₯ ѿҩ

; Ҍ ᵬ ̆ ᵟ Ctrl ̆ᶭ ₯ ҩ ; ᵬ

Ҭῃ ᵬ ̆ ׆ Ҭ ľ ῃ ᵬ Ŀ Ȃפ

30. ҩ ᵬ

ѿ ᵬ ᵬ ̆ ץ └ȁ ᵬ̆ Ҋץ Ȃ

ᵟ Shift Ctrl ץ ᵬ̆ ᵬ ҩ Ҍ ᵬ

̆ ץ Ȃѿ ’Ҋ̆ ᵬҺ Ҋ₃ : 1.

̆ Ҭ ᵬ Ȃ 2. ῀ ̆ ҩ ᵬ Ҭ

῀ Ȃ 3. ᵬ̆ ҩ ᵬ Ҭ ѿ ↓ ᵬ̆ ȁ ᵣȁ

̆ ᾝ Ȃ 4. ῀Ὲ ̆ ῀ Ὲ ̆ Ὲ Ȃ

31. ꜚ └ ᵬ

Ҍֽ ץ ѿҩ ᵬ ꜚ └ ᵬ ̆ ץ ꜚ └⌠ῒ ᵬ Ȃ

ꜚ ᵬ ̆ ₯ ꜚ ̆ ⌠ ᵝ Ȃ └

ᵬ ̆ ᾢ ᵬ ̆ Ҋ Ctrl ̆ ꜚ ⌠ ᵝ Ȃ ̆

ץ ꜚ └₃ҩ Ȃ ꜚ Ҍ╠ץ̆ Ȃ

32. ᵬ −

₯ľ ŕ− ᵬ Ŀ ̆פ ₯ľ Ŀ ̆↕ ҩ ׆ ᵬ Ҭ

ӄ− Ȃ :ľ− ᵬ Ŀ פ Ҍ ̆− ᵬ Ҍ Ȃ

33. ᾝ

ᾝ ( ̆↓) ̆ ᵟ Shift ץ Ҭ ᾝ ( ȁ↓)Ȃ

ᾝ ( ȁ↓) ̆ ᵟ Ctrl ץ ҬҌ ᾝ ( ȁ↓)Ȃ

34. Excel ̂ Office ᵬ ̃

Excel Ҭ̆ ᵬ Ҭ ̆ ₯ ҉

ᾝ ̆ ᵟ Shift Ҍ ̆Ῥ ₯ Ҋ ᾝ Ȃ : ᵟ Ctrl



Ῥ ᴋ ҩҌ Ȃ Ԋ ҉ ῏̆ ᾢ

ѿҩ ᾝ ̆ Ҋ Shift ₯ ᾝ Ȃ

35. ᴍ ᴆ

₯ľ ᴆŕḠ Ŀ ̆פ ľ ҹĿ ̆ ҉ ľ ΐĿ Ҋ

̆ ₯ľ Ŀ̆ ₮ Ҭ̆ Ҭľ ᴍĿ ̂̃̆ ₯ľ

Ŀ Ḡ Ȃץ ḱ ᵬ ῬḠ ̆ ᴪ ꜚ ѿᴍ ᴍ ᵬ ̆ғ

ᶏ Ȃ

36. ꜚ ᵬ

̂ Office ᵬ ̃ ױ ҩ ꜚ ᵬ

⌠ C:\Prograrn Files\Microsoft Office\Office10\XLStart ᴆ Ҭ̆ץ

ꜚ ̆Excel ᴪ ꜚ ᵬ Ȃ

37. ᵬ

ᵰ ѿҩ ῤ ̆ ҊľCtri+HomeĿ ץ ⌠ ╠ ᵬ ҉

( A1 ᾝ )̆ ҊľCtrl+EndĿ ץ ⌠ ᵬ № Ҋ Ȃ ̆

ᵰ ԅѿ֓ῤ ̆ Ӈᵰ ץ ľCtrl+.̂ ̃Ŀ ῤ 4ҩ

ᾝ ҉ ꜚȂ

38. − ᵬ Ҭ

− Excel ᵬ Ҭ ̆ѿ ₮ ̆

− ̆ᵖ Ạ ᵬ ̆ Ҍ ḂȂҊ ᶫѿ − ᵬ Ҭ

: ᾢ − ᵬ ̆ ᵬ Ҭ ₯ľ ῀ŕ↓Ŀ ׆̆פ ῀ѿ

↓ X̆ X ↓Ҭ ῀ ̆ ῒזᴋᵥѿ↓ Ҭ ̆ᶏ

Ҭ⌠ Ȃ− Ҭ X↓ ץ̆ X↓ ̆ − X↓Ȃ

39. └

ѿ ’Ҋ Excel Ҭ└ᵬ ̆ ѿ ᵬҹ ̆ ῀ ȂҌ ̆

̆ Ҍ҉ ԅȂ Ҍ Excel Ҭ ץ ̆Ҋ

ΐᵣ : ԍᵬҹ ᾝ ῒז ᾝ ̆ ץ ᾢ Ҭ



ѿҩ ᾝ Ȃ ₯ Ҭ ᾝ ̆ ₯ľ ŕ ᾝ Ŀ ̆פ ₮ľ ᾝ

Ŀ ̆ ľ Ŀ ̆ ҹľ ҉Ŀ̆ ľ └ĿҊ

ľ ꜚ Ŀ Ҭ()̆Ῥ ľ Ŀ ̆ Ҋľ Ŀ ̆ᶏ

̆ Ῥ Ҋ ľ Ŀ ̆ҹ ᾝ ⱴѿ ()̆ ̆ ₯

ľ Ŀ ̆ Excel ѿҩ ᾝ Ҭ ₮ѿҩ Ȃ ₯ ѿ ᾝ ̆

῀ ̆ ῀ ̆ ľ Ŀȁľ ᴍĿ̆ ᾣ ľ Ŀ ╠ ̆

̆ᶏ 4ҩ ꜚ( ҹ ױ ᾝ Ҭ └ ҹľ ꜚ

Ŀ̆ ץ ľ ᴍĿң ᾝ ̆ ꜚ ⌠Ҋѿ )Ȃ ₯ Ҭᴋᵥѿ

̆ ₮ ѿ ᾝ ̆ѿҩ ֦ ԅȂ

40. └ ᾝ

≠ Excelľ Ŀ ңҩ ̆ ץ ᾝ Ҭ ȁ Ȃ

ᾝ Ҭ ̆ ≠ ľ Ŀ ΐ̆ : Excel ľ Ŀ ΐ̆

₯ľ Ŀ ̆ ᾣ ꜚᾣ ̆ ₮ Ȃ

̆ ᾝ ꜚᵈ Ȃ ԍ ᾝ ῒז ׅ̆ ҉ ׃

ⱴȂ ̆ ᾝ ῀ ѿ֓̆ Ạ ᾝ ῤ

( ľAlt+ Ŀ)̆Ῥ ⱴ ⌠ ᵝ Ȃ

41. ѿ ᾝ

̆ҹԅ ҩῈ ̆ ҩ ᾝ ῤ ῀ ҩ ṿȂᵖ ῀ѿ

ҩṿ Ҋ Enter ̆ ꜚ ᾝ ᴪ ⌠Ҋѿҩ ᾝ ҉̆

҉ ᾝ ̆ Ҍ ḂȂ ᵰ ľCtrl+EnterĿ ̆↕ ᴪ ┴

⃰ ̆ ̆ ╠ ᾝ Ӟׅҹ ꜚ ᾝ Ȃ

42. ᵬ

ᵰ ≠ץ ᵬ Ҭ ᴋᵥ ̆ ҹ: 1. ₯ ΐ Ҭ ľ Ŀ

̆ ľ Ŀ ̆ ῀ ᴆ ῃ № ̆ ץ ף ; 2. ľ

Ŀ Ҭ̆ ῀ ; 3. ₯ľ Ŀ Ȃ

43. └ ↓Ҭ



ᵰ └ԅ ↓( ) ѿҩ ̆ ⌠ѿҩ ᵬ ̆

Ӈ Excel ↓Ӟ ԅȂ ᾧ ’̆ ץ ᵰ └ ̆

ľ ŕ ᵝĿ ̆פ ₯ľ ᵝ ᴆĿ ̆₮ ľ ᵝ ᴆĿ ̆ Ҭ

ľ ᾝ Ŀ ̆Ῥ └ ҩ ᴪ ⌠ᵰ Ȃ

44. └ᵬҩ ᾝ

ᵰ ȁ҈ ӊ ᾝ ̆ Ҋץ :ᾢ ᾝ ῤ

῀ ̆ ľ Ŀ ΐ ̆ ľ ŕ Ŀ Ҭ ⌠

Ȃ ₯ ᾣ ѿҩ ̆ ᾝ ҉ Ҋ ꜚ̆ ₮

ᾝ Ȃ ᾝ ῤ ̆ ₯↨↨ ₮ ᾝ ̆ Ҭľ

Ŀ Ȃפ ľ Ŀ ľ ҍ Ŀ ̆ Ҭľ

ŕ ᾟĿҊ ↓ Ҋľ ᾟ Ŀ̆ľ Ŀ ᾝ ῤ ῤ ᴪ ₮ Ȃ

ᵰ ľ Ŀ Ҭ ľ ȁᵝ ᾝ Ŀ Ҭ̆ ᴪ ᾝ

ꜚ Ȃ

一、 ῀

45. ѿҩ ᾝ ῤ ῀ ҩṿ

ױ ҩ ᾝ ῤ ῀ ҩ ṿ̆ץ ᾝ ῒז ᾝ

Ȃᵖ ῀ѿҩṿ ̆ ꜚ ᾝ Ҋ ѿҩ ᾝ ̆ ҌḂȂ

ῒ ץ Ҋץ : ₯ ᾝ ̆ ᵟ Ctrl Ῥ ₯ ᾝ

̆ ̆ ᾝ ₮ ̆Ῥ ῀ ̆ Ҍᴪ ꜚԅȂ

46. ⱴ ᵬ

₯ľ ῀ŕ ᵬ Ŀ ̆פ ⌠ѿҩ ᵬ Ȃѿҩ ᵬ

ץ 255 ᵬ Ȃ

47. F4



Excel Ҭ ѿҩ ᵬ ῒ ₮̆ F4 Ȃᵬҹľ Ŀ ̆F4 ץ

╠ѿ ᵬ̆ ’Ҋ ᵬ ̆ ᵬ ῤⱴ῀ − ѿ ̆ ꜚ ῀

Ҋ F4 ῀ⱴץ − ѿ ̆ Ҍ ᶏ Ȃ

48. ῀ Excel

1. Windowsľ Ԋ ĿҬ ῀ ̆ ҩ ӊ ᴪ ̆ ᵰӞ

ץ ȁ№ ȁTab ᵬҹ№ Ȃ ῀ ̆Ḡ ᴆ ₮; 2. Excel

Ҭ ↨ Ḡ ᴆ ₮̆ ľ ῀ -3 ӊ 1Ŀ ̆ ľ№ Ŀ̆

₯ľҊѿ Ŀ; 3. ľ ֲ -3 ӊ 2Ŀ Ҭ № ̆

Excel ᶫԅ Tab ȁ№ ȁ ץ ᶫᵰ Ȃ ̆ ₃ҩ№

Ȃᵰ ľ №↓ ĿҬ ץ ⌠ № Ȃ ₯ľҊѿ Ŀ; 4. ľ

ֲ -3 ӊ 3Ŀ Ҭ̆ᵰ ץ ̆ѿ Ҍ ꜚ Ĕxcel ꜚ

ҹľ Ŀ Ȃľ Ŀ ṿ ҹ ̆ ṿ ҹ ̆

ῒᵩ ҹ Ȃ ₯ľ Ŀ Ȃ

49.

ױ ᶏ Excel └ᵬ ᴪ ⌠ ѿҩ ᾝ ῀ѿ ₃

’̆ ῀ѿ ᴪ ⌠Ҋѿ ᾝ ̆ Ҍ ̆ ѿҩ Ḃ ᵬ

ץ : ᾝ ῀ ѿ ῤ ̆ ľAlt+ Ŀ̆

῀ ԋ ῤ ̆Ῥ ľAlt+ Ŀ ῀ ҈ ץ Ȃ

50. ҹ

ᵬҬ̆ ѿ֓ ᴆ ῒ Ⱶ ᴆ ῀ Excel Ҭ ץ

( ̆ )̆ ᶏ ᾝ ҹ

Ӟ ԍԊȂ ѿҩⱲ ץ ֓ ᴆ : ᾝ Ҭ ֲ



₮ ᾝ ̆ Ҭ ᴪ ꜚ ľ5Ŀȁľ4Ŀ Ĕxcel Ạ ֲᶏ Ҍ

Ḃ̆ ױ ץ Ҋ ᾧ₮ ’:ᾢ ῀ ľ05Ŀȁľ4.00Ŀӊ

ᾝ ̆ ₯̆ ₮ Ҭ ₯ľ ᾝ Ŀ̆

₮ Ҭ ľ Ŀ ̆ ↓ Ҭ ľ Ŀ̆ ₯ľ ĿȂ ̆

֓ ᾝ Ҭ̆ ױ ץ ῀ ľ05Ŀȁľ4.00Ŀӊ ԅȂ

52. ҹ

Ҍ ᾝ ԅ Ĕxcel ᴪ Ḡ ҹ Ȃ

ᶏ Excel ᵌ ᴆ ҹ ̆ ᾢ ᾝ ̆

῀ Ȃ ῀ԅ ̆ ӇӞ ץ Ȃ : 1.

ᾝ ; 2. ₯ľ ŕ ᾝ Ŀ ̆פ ₯ľ Ŀ

̂̃; 3. ľ№ Ŀ↓ Ҭ̆ ₯ľ Ŀ̆ Ῥ ₯ľ Ŀ; 4. ₯ ҩ ᾝ

̆ F2 ̆ Ῥ Enter ῀ Ȃ

53. ᾝ ӊ ℗ ̂ Office ᵬ ̃

ExcelҬ, ץ Ҋץ ѿҩ ῤ ῀ Ҍ ᾝ ӊ

℗ Ȃ Ҋ: ѿ ̆ Tab ᶏ ᾝ ̆

ľShift+TabĿ ╠ Ȃ ץ ҉ ῀ѿ Ҍ ׆̆

῀ Ȃ :Ԋ ҉̆ ̆ ѿ ѿҩ ᾝ ̆

Tab̆↕ ץ ⌠Ҋѿ ᾝ ; ѿ ѿҩ ᾝ Tab

↕ᴪ ⌠ ѿ ѿҩ ᾝ Ȃ Enter ץ ↓ ῀ Ȃ

54. ѿ ᾝ ῤ ῀ ҩ ṿ

ѿ ’Ҋ̆ ױ ᾝ ῤ ῀ῤ ̆ ᴪ ꜚ ⌠Ҋѿ ᾝ ̆

ױ ҩ ᾝ ῤ ῀ ҩ ṿץ ᾝ ῒז ᾝ ꜚ

̆ Ҋץ ᵬ: ₯ľ ΐŕ ŕ Ŀ̆ Ҭľ Enter

ꜚĿ ׆̆̃̂ ѿ ᾝ ῤ ֲ ҩ ṿȂ

55. ῀ ȁ ȁ

₯ ῀ ᾝ ̆ ῀ Enter Tab Ȃ ̆
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└ ῀ ̆ ѿ ̆ ῀ a(҉ ) p(Ҋ )̆ᶛ 9̆:00 pȂ

↕̆ ῀ ̆Excel AM(҉ ) Ȃ

56. ῀ ᾝ

ᾢ Ҋ Alt ̆ ≠ (Ḛ ) ῀ 0128 4 ҩ ̆ Alt

̆ ץ ῀ ᾝ Ȃ

57. ᾝ Ὲ׆ ṿ

̆ᵰ ҩ ᾝ Ҭ Ὲ ṿ̆ ᶏ ľ

ĿҬ ľ ṿĿ Ȃῒ ̆ Ḃ : ᾢ Ὲ ᾝ

̆ ᵟ ᴋᵥ ꜚѿ (Ҍ )̆ Ῥ

̆ ᾝ ᵝ ( ̆ ᾝ ԅ)̆׆₮

Ҭ ľֽ └ ṿĿȂ

58. ῀

ᵰ ῀ѿ֓ ↓ ̆ ̂1ȁ2ŀŀ ȁ̃ ̂1 ȁ2 ŀŀ̃

̆ ≠ץ Ҋ ῒ ῀:ᾢ ῀ ↓ 1ȁ 2 ңҩ ᾝ

Ҭ ῀ ╠ңҩᾝ ̂ ľ ȁӘĿ̃Ȃ Ҭ҉ ңҩ ᾝ ̆

2ҩ ᾝ Ҋ ̂ ױ ῒҹľ ᾟ Ŀ̃̆ ᵟ

̂ Ҋ̃ ῀ ↓ ѿҩ ᾝ ̆ ̆↕ ↓ ᾝ

̂ ľҘȁҀȁ ŀŀĿ̃ᶭ ꜚ ῀ ᾝ ҬȂ

59. ῀

῀ѿ֓Ҍ ṿ̂ ↓:2ȁ4ȁ8ŀŀ̃̆ ױ ץ

:ᾢ 1ȁ 2 ңҩ ᾝ Ҭ ῀ ↓ ╠ңҩ ṿ̂2ȁ4̃Ȃ

Ҭ҉ ңҩ ᾝ ̆ 2ҩ ᾝ Ҋ ̆ ᵟ

̂ Ҋ̃ ↓ ѿҩ ᾝ ̆ ̆ ᴪ ₮ѿҩ ̂̃̆

ľ ↓Ŀ ̆↕ ↓̂2ȁ4ȁ8ȁ16ŀŀ̃ ῒľ ᾝ Ŀ№≢ ῀

ᾝ Ҭ̂ ľ ↓Ŀ̆↕ ῀ 2ȁ4ȁ6ȁ8ŀŀ̃Ȃ



60. ῀

ױ ῀ѿ֓ ̆ ᵝ ̆ Ҭ Ὅ ῀ ҹ

̆ ѿױ ӈ ľ ↓Ŀ̆ץ ῀ ԅȂΐᵣ Ҋ:

῀ ᾝ Ҭ̆ Ҭ ̆ױ ₯ľ ΐŕ Ŀ פ ľ Ŀ ̆

ľ ӈ ↓Ŀ ̂̃̆ᾢ ľ ῀Ŀȁľ Ŀ Ȃץ ᴋѿ ᾝ Ҭ ῀

ѿ ̂Ҍѿ ѿᵝ ̃̆ ľ ᾟ Ŀ

῀ ᾝ ҬȂ

61. ῀

Ṝ ױ ѿ ᵬ Ҭ ῀ ѿҩ ̆ ≢ ῀ѿ֓

̂ ń̃̆ ̆ ῀ Ȃ ױ ץ ѿ ᾥ

ѿ Ȃᾢ ῀ ֓ ᾝ Ҭ ῀ѿҩף ̂ X̆ :Ҍ

Ҭ ̃̆ └ᵬ ̆ ₯ľ ŕ Ŀ ̆פ ľ Ŀ

̂̃̆ ľ ῤ ĿҊ Ҭ ף῀ ľXĿ̆ ľ ҹĿҊ Ҭ

῀ľńĿ̆ ľ ᾝ Ŀ╠ ̂ ↕ᴪ ̃̆ ľ Ŀ

ѿҩѿҩ ̆Ӟ ץ ľῃ Ŀ ̆ѿ ῃ Ȃ

62. ῀

῀ ╠ ῀ ԅ̆ ץ └̂Ҍ

ľCtrl+CĿȁľCtrl+XĿȁľCtrl+VĿ̃ ῀: 1. ѿ֓

ᾝ Ҭ ῀ ѿ ̂ ľ Ὲ Ŀ̃̆ ᾢױ ѿҩ ᾝ Ҭ ῀ ̆

ľ ᾟ Ŀ ῒ └⌠ ᾝ ҬȂ 2. ῀ ѿ↓Ҭ╠ ῀

̆ ᵰ ῀ ╠ ₃ҩ ̆ ᴪ ᵰ̆ᵰ Ҋ Enter ץ

῀Ȃ 3. ῀ ҉ѿҩ ᾝ ̆ ҊľCtrl̅D

̂ R̃Ŀ ץ ῀̆ῒҬľCtrl+DĿ Ҋ ᾟ̆ľCtrl+RĿ ᾟȂ 4.

ҩ ᾝ ῀ ̆ ױ ץ ᵟ Ctrl ̆ ₯

῀ ᾝ ̆ ῀ ̆Ῥ ҊľCtrl+EnterĿ Ȃ

63. ⱴ҉ ᵝ



ױ ῀ ṿⱴ҉ ᵝ̂ ľ Ŀ ̃̆ ױ ץ ῀̆

ѿҩѿҩ ῀ ԅȂ ױ Ҋ ᵝ ꜚ ῀:ᾢ

ṿ ῀ ᾝ Ҭ̂ :ֽ ԍ ṿ̃̆ ᵟ Ctrl ̆

ⱴ ѿ ᵝ ᾝ ̆ ₯ľ ŕ ᾝ Ŀ ̆פ ľ ᾝ Ŀ ̂̃̆

ľ Ŀ Ҭ̆ Ҭľ№ ĿҊ ľ ӈĿ ̆Ῥ ľ ĿҊ Ҭ ῀

ľ#Ŀľ Ŀľ Ŀľ Ŀ̆ Ҋ ̆ ᵝ̂ ̃ ѿ ⱴ⌠ ṿ Ȃ

64. ῀ᵝ

̆ Excel Ҭ ῀ᵝ ṿ̂ ᴍ ̃̆↕ ᴪ ῒ

ҹ ̆ҍ ױ ῀ Ҍ ̆ ‗ ᾝ Ҭ ṿ

ľ Ŀ Ȃ פ ̆Ӟ ץ ̆ᵖ ᵬ Ȃῒ ױ

῀ ֓ ṿ ̆ ṿ ╠ ⱴ҉ѿҩ ľ'Ŀ ԅ̂ץ :'

Ҋ ῀̃Ȃ

65. WPS/Word ҹ Excel ᵬ

WPS̉Word Excel ᵬ ̆ ≠ Excel

ᵬȁ ᵬ ⱳ № ȁ ̆ : 1. ꜚ WPS̉Word̆ WPS̉Word

̆ ꜚ ̆ ҩ ̆Ῥ ľ Ŀ Ҭ ľ └Ŀ ;פ 2. ꜚ Excel̆

Excel ᵬ ̆ ₯ ᵝ ҉ ᾝ Ῥ̆ ľ Ŀ Ҭ ľ Ŀ

Ȃפ : WPS ҹ Excel ᵬ ̆ ᾢ ῒ WPS97̉WPS2000̉

WPS Office Word ̆Ῥ Ȃ

66. ᾝ

ᾝ ҹ ṿ ץ ᾝ ̆ Ҋ:

ᾝ ̆ ₯ľ └Ŀ ̆Ḡ ԍ Ҭ ̆ ₯ ľ

Ŀ פ ľ ṿĿ ₯ľ Ŀ̆ ᾝ ῤ ᾝ ṿ ҍῒ̆ף

ᴆ − ԅȂ

67. ῀

Ҭ ῀ ᾝ ̆ ₯ľ ŕ Ḥ ŕ Ŀ ̆פ Ҭ



ᾝ ᴪ ꜚ ̆Ῥ ₯ľ ŕ Ḥ ŕ Ŀ ̆פ ҉ ῀ Ȃ

₯ľ ŕ Ḥ ŕ Ŀ ̆פ ḱץ ҍ ῏ Ȃ

68. ῀ľŚĿ

ᾢ ῀ľŚĿ ᾝ ̆ ᵣҊ ↓ Ҭ ľMarlettĿ ᵣ̆ ῀ a

b̆ ᾝ Ҭ ῀ԅľŚĿȂ

69.

Ҋңץ ᶏ : 1. Ҭᵝ ᾝ ̆ ₯

ΐ ҉ ľ ⱴ ᵝ Ŀ ̆ Ҍ ᵝ ץ 0Ȃ 2. Ҭᵝ ᾝ ̆

₯ ľ ᾝ Ŀ ̆פ ₮ Ҭ ₯ľ Ŀ ̆ Ҭľ ṿĿ̆

ľ ᵝ ĿҬ ῀ ̃̆ ᴪ ץꜚ 0 ᵝ Ȃ ̆ ԍᵝ

ᾝ ̆ ԅ ᵝ ̆ ᴪ ꜚ Ȃ

70. Ҍ ᾝ ӈҌ ῀

ѿҩ ᵬ Ҭ̆ ̆ Ȃԍ ̆ ױ Ҍ

ᾝ ̆ Ҍ ℗ Ҭ ῀ ̆ Ҍᵖ ᵞԅ ̆ ғ ֲ ȂҊ

Excel Ҍ ᾝ ̆ ῀ ꜚ℗ : 1. ῀

ᾝ ̆ ₯ľ ŕ Ŀ ̆פ ľ Ŀ Ҭ ľ ῀

Ŀ ̆ ľ ĿҊ ↓ Ҭ ľ Ŀ̆ ₯ľ Ŀ ̂̃; 2. ̆

῀ ᾝ ̆ ₯ľ ŕ Ŀ ̆פ ľ ῀ Ŀ

̆ ľ ĿҊ ↓ Ҭ ľ῏ ( )Ŀ̆ ₯ľ Ŀ Ȃ ̆

῀ ԍҌ ᾝ Ĕxcel ᴪ ҉ ̆ ꜚ Ҭ ῀ ℗ ׆̆

ԅ ῀ Ȃ

71. Excel Ҭ ῀ Word

1. Word ᴆ; 2. Word Excel ᴆ̆ ң

ᵝ Ḃץ̆ ῀ ; 3. Ҭ Word Ҭ ; 4. ᵟ ̆

⌠ Excel Ҭ̆ ᵝ Ȃ



72. ᾝ ᵣ

ῃ ᾝ ҩ ᾝ Ҭ ̆ ₯ľ ŕ ᾝ Ŀ ̆פ

ľ ᵣĿ Ҭ̆ ₯ ᵣ̆ ľ Ŀ Ҭ̆ ₯ ᵣ ̂̃Ȃ ̆

ѿ ᾝ Ҭ Ҍ ̆ Ӈ ⁞ ֓ ᵣ ̆ Ҍ ↓

ץ̆ ᾝ Ҭ Ȃ

73. ѿҩ ᾝ Ҭ

ᾝ ̆ ₯ľ ŕ ᾝ Ŀ ̆פ ᾝ

Ҭ Ҭľ Ŀ Ҋ ľ ꜚ Ŀ ̂̃ Ȃ

74. ҉ ῀⌠ Excel

҉ Ḥ ץ ׆ ҉ └⌠ Excel Ҭ̆ ғ ᶃȂᵰ ץ

ҬḤ └ ̆ Ḥ ⌠ Excel Ҭ̆ ץ ҬḤ ῒ ⌠ Excel

ҬȂᶏ ľ Ŀ ᴰ ᴋᵥ ԍ ᴪ ғ

Ȃ Excel 2002 Ҭ̆ᵰ Ἕᶏץ Excel ᵬ Html ᴆ̆

ⱳ ȁ Ȃ

75.

Ҋ ׃ ңҩ ̆ ᵰ Ḃ Excel Ҭ Ȃ 1. ῀ URL

E-mail ̆ ῀ ̆↨ ῀ ῤ ᴪ ̆ ₯

ľ Ŀ פ Ȃ 2. ᵬ Ҭ ̆ ₯ ᾝ ̆

Ҭ ľ Ŀ פ Ȃ

76. ᾝ ῤ

₯ ῀ ᾝ ̆ ῀ ῒҬῤ ḱ ̆

Ạ ꜚ̆ Enter ; Ạ ꜚ̆ Esc Ȃ ̆ᵰ ץ ₯ ᾝ ̆

Ῥ ₯ ᵬ ҉ ̆ᵰ ץ Ҭ ᾝ Ҭ ԅȂ

77. ᾝ

ⱴ ᾝ ̆ ₯ľ ŕ ᾝ Ŀ ̆פ ľ Ŀ ̂̃̆



ľ ĿҬ Ҭ ̆ ץ ľ ĿҬ Ҍ ̆Ῥ ₯

ľ Ŀ ̆ ₯ľ Ŀ Ȃ ᾝ ̆

₯ľ ŕ ᾝ Ŀ ̆פ ľ Ŀ ̆ ᶏ ľ ĿҊ ľ Ŀ

ľῤ Ŀ ̆ ԍ ᾝ ̆ ᴪ Ȃ

78. ᾝ

ᾝ ̆ ₯ľ ŕ ᾝ Ŀ ̆פ ₯ľ Ŀ ̆

Ȃ

79. ῀Ὲ

₯ ῒҬ ῀Ὲ ᾝ ̆ ῀̗( )̆ ₯ԅľ Ὲ Ŀ

ľ ₱ Ŀ ̆Excel ῀ѿҩ ̆ ῀Ὲ ῤ ̆ Enter Ȃ

80. ῀ֲ ᶏ ľ№ Ŀ̂ Office ᵬ ̃

Excel Ҭ ῀ֲ ҹԅ ̆ ѿױ ңҩ ֲ Ҭ ₮ѿҩ

Ȃ ѿҩⱲ ̆ᵖ ױ Ȃ ѿ↓ҹᶛ̆ץױ ῀

̆ Ҭ ↓̆ ₯ľ ŕ ᾝ ŕ Ŀ̆ ľ ĿҬ ľ№ Ŀ̆

↓ ⌠ ̆ Ạ ԅȂ

81. ᾝ Ҭ ṿ̂ Office ᵬ ̃

Ṝ̆ ױ ᾝ Ҭ ṿ ̆ ᵰ ץ ṿ ᾝ

Ȃ ₯ľ ŕ ᾝ Ŀ ̆פ ľ Ŀ ̆ ľ№ Ŀ↓ Ҭ ľ ӈĿ̆

ľ Ŀ Ҭ ף − ̆ ῀ľ;;;Ŀ(3 ҩ№ ) ̂̃Ȃ :ᵰӞ

ҹָӇᴪ ̆ῒ ᾝ ӈ ȁ ȁ 4ҩ № Ȃ

4ҩ № 3ҩ№ № ̆ ҩ № ̆ ῤ Ҍᴪ ᾝ Ҭ Ȃ

ԅ̆ Ҍ ԅȂ

82. ↓

̆ ↓ң ↓҉ ᾝ ̆ ľ ŕ↓ŕ Ŀ ץ

↓Ȃῒ ↓ ѿ : ↓ №◓ ҉̆ᶛ



̆ B↓̆↕ ↓ A ↓ C №◓ ҉̆ ꜚ ̆

⌠ ң׆ ҹң ̆ ꜚ ץ

↓Ȃ

83. / Ҭ ᾝ ↓̂ Office ᵬ ̃

ExcelҬ ↓, ץ Ҭ ↓ Ҭ ,

Ҭ ↓ , ԍ№ ᾝ , ץ

: Ҭ ᾝ :ľCtrl + 9Ŀ Ҭ ᾝ

↓:ľCtrl + 0Ŀ :ľCtrl+Shift+9Ŀ :ľCtrl+Shift+0Ŀ

84. ᾝ

Ṝ ᴪױ ѿ֓ ↓ ῤ Ҍ ≢ֲ ̆ᵖ └

↓ ̆ ῤ ᴪ ᵬ Ҭ₮ ̆ ᵞԅ Ȃ

ᾧ ’̆ ױ ᾢץ Ҭ └ ̆ ₯ľ ŕ ᵝĿ ̆פ

Ҭ ₯ľ ᵝ ᴆĿ ̆ ᵝ ᴆ Ҭ Ҭľ ᾝ Ŀ

̃̆ ץ ᾧ҉ ’ԅȂ

85. Ҋ ↓ ῀

֓ ᾝ Ҭ ῀ ̆ ( ȁ∆Ҭȁ ҬȁҬҒȁ

Ғȁ ȁ ȁ )ȁ ( ȁꜛ ȁ ȁ ) ̆ᵰ ⁞

῀ ᵬ ̆ ױ ץ Ҋ ↓ ῀Ȃΐᵣ ҹ:

Ҋ ↓ ᾝ ̆ ₯ľ ŕ Ŀ ľ׆̆פ Ŀ Ҭ

ľ Ŀ ̆ ľᾛ ĿҊ ↓ Ҭ ľ ↓Ŀ̆ ľ Ŀ Ҭ ῀ ױ

Ҋ ↓ ↓̆ ľ ȁꜛ ȁ ȁ Ŀ̆ Ḡ

ľ ᶫҊ Ŀ Ҭ̆ ₯ľ Ŀ ̂̃Ȃ ῀ Ṝ̆

ץ ₯ ᾝ ᶷ Ҋ ῀ ׆̆ ⱴ ԅ ῀ Ȃ

86. ῀ ӈ

ᶏ ⱳ ץ ᶏ ӈҹѿ ̆ ῀ ľ̆ ꜚ Ŀ

Ḃᴪ ӈ Ȃ ӈľ ꜚ Ŀ Ҋ: ₯ľ ΐŕ ꜚ



Ŀ ̆פ ₮ ľ ꜚ Ŀ Ҭ ľ Ŀ Ҭ ῀ ̆ ľ Ŀ̆

ľ ҹĿ Ҭ ῀ ῤ ̆ ľ Ŀ̆ ₯ľ ⱴĿ ̆

ⱴ⌠ ↓ Ҭ̆ ₯ľ Ŀ ₮Ȃץ ῀ľ Ŀ ↕̆ľ Ŀ

ҩ ᴪ ⌠ ҬȂ

87. ᾝ

ᾝ ̆ ₯ľ ŕ ᾝ Ŀ ̆פ ₯ľ Ŀ ̆

̆ ľ Ŀ Ҭ ₯ Ҭѿ ̆ ₯ľ ĿҊ

̆ Ȃ

88. ҩ ᾝ Ҭ ῀ Ὲ

ᾢ ѿҩ ̆Ῥ ῀Ὲ ̆ ľCtrl+EnterĿ ̆ ץ ῤ

ᾝ Ҭ ῀ ѿῈ Ȃ

89. ҩ ᾝ Ҭ ῀ ῤ

῀ ᾝ ̆ ᾝ ץ ̆Ӟ ץ Ҍ ̆ ῀

̆ ľCtrl+EnterĿ Ȃ

90. ῀

╠ ѿҩ ᾝ ̆ ľCtrl+;Ŀ ╠ ѿҩ ᾝ ̆

ľCtrl+Shift+;Ŀ ╠ ѿҩ ᾝ ̆ ľCtrl+;Ŀ̆ ̆

ľCtrl+Shift+;Ŀ : ᵰᶏ ҩ ῀ ̆ ῀ Ḥ

Ȃ ꜚ Ḥ ̆ᵰ ᶏ TODAY NOW ₱ Ȃ

91. └ ᾝ ῃ ῀⌠ ᾝ ӊ

ᵰ ѿ └ ᾝ ῀⌠ῒז ↓ӊ ĺĺ Ҍ ֓ ↓

ĺĺ ץ Ҋ ҩ ᵬ : ᵰ └ ᾝ ̆ ₯ ҉

└̆ ᵬ ҉ └ ᾝ ̆ ҊľCtrl+Shift+ +Ŀ̆

῀ Ҭ ₯ ᾝ ̆ ₯ľ ĿȂ ̆ └ ᾝ ῀

⌠ ᵝ ̆ ᵰ ױ Ḥ Ȃ



92. Excel ҬҌҡ ↓

ᵰ Ҍ Excel ꜚ⌠ ⌠↓ ̙ ׃ ѿ ᶏ

↓ Ḡ : ↓ Ҋѿ ̆ ₯ľ ŕ‟ Ŀ ̆פ

‟ ↓ Ҍᴪ ꜚ̆ ғ ᵰ ꜚ ᵬ ῒז № ̆↓ ᴪḠ Ȃ

93. ҍ ↓ ṿ

Excel ᵬҹ ↓ ̆ ҍ ↓ ṿ̆

ᾝ ҹľ Ŀ Ȃ ѿ : ᾝ

̆ ₯ľ Ŀ ΐ ҉ ľ ᵝ№ Ŀ ( ) Ĕxcel ᴪ

ᾝ ᵝ№ ↓ Ȃ

94. └ ᾝ ῤ

ҬҊ ᾝ ̆ ľCtrl+'̂ҹ Ҋ ̃Ŀ ̆ ҉ѿ

ᾝ ῤ └Ҋ Ȃ

95. ᶏ ӈ ↓ ̂ Office ᵬ ̃

Excel Ҭ Һ ῏ ₯ ̆ ץ ӈ ↓ᵬҹ

̆ᶏ Ḃ ғ ԍ └Ȃ Ḃ ѿҊ̆ ץ ↓ ̆ ╠ץ

̆ Ῥ Ȃ ӈ ԍľҺ ῏ Ŀ

Ҭ ↓Ȃ ľ ῏ Ŀ Ҭ ᶏ ӈ Ȃ ӈ ҩ

↓ ̆↕ ץ ↓ Ȃᶛ ̆ ↓ A ↓ B ̆ ᾢ ↓ B ̆

ľ Ŀ ӈ ̆Ҋѿ ↓ A Ȃ

96. Excel ᾝ

Excel Ҭ ᾝ ץ̆ ȁ

̆ ᾢ ᾝ ҊľCtrl+1Ŀ ̆ ץ ľ ᾝ

ĿȂ

97. ↓



Ҍ ֲ ᵬҬ Excel Ạ ̆ ԍ ̆ ѿ Ḥ Ҍ

҉̆ ꜚ ῀ ѿ Ȃ Ҋ ץ ‗

ҩ : ᾢ Ҭ ₯ ‟ ↓ ѿ↓̆ ₯ľ ŕ‟ Ŀ פ Ȃ

ᵰ ⱳ ̆ ₯ľ Ŀ ̆ ľ‟ Ŀ פ ľ ‟ Ŀ̆

₯ Ȃ

98. Excel Ҭ ᾝ

ᵰ ᶏ Ạ ѿᴆԊ̆ Excel Ҭ ̆ ҹ

ᵰᴪ ᾝ Ạ ꜚ ̆ ⌠ Ȃῒ ᵰ ᶏץ ѿҩ

ĺĺF2̆ ᵰ Ҍ ԅȂҊ ᵰ ӇẠ: ≠

ᾝ ̆ Ҋ F2̆ ᾝ ῤ ̆ ̆ Enter Ạ ꜚ̆ ESC

ꜚȂ : ҩ Excel Ḃ̆ ҹ ᵰᶏ

₯ ᾝ ꜚ Internet ̆ᶏ ץ

Ȃ

99. ᶏ ꜚ ᾟ └Ὲ

ѿ ῀ Excel Ҭ ᾟ ̙≠ ꜚ ᾟ ᵰ̆פ

ץ ᾝ └ ȁῈ ȂץҊ ΐᵣ ᵬ :

└ ᾝ ̆ ᾣ ⌠ Ҭ ᾝ Ҋ ̆ᾣ ѿҩ + ̆ ₯ ᵟ

Ҍ ̆ ᾣ ᾟ ᾝ ̆ ̆ ₯̆ ₮

Ҭ ₯ľץ ↓ ᾟĿ̆ ѿ ץ ⇔ Ȃ

100. ҹ ᾝ ⱴ

Excel ҹ Ḃ ̆ ᶫԅ ⱴ ⱳ ̆ ᵰ ᾝ ̆

Ả ᾝ ҉̆ ⌠ Ȃ ⱴ : ₯ ⱴ ᾝ

̆ ₯ľ ῀ŕ Ŀ ̆פ ₮ Ҭ ῀ᵰ ̆ ₯

ᵬ Ȃ ⱴ ӊ ᾝ ҉ ᴪ₮ ѿҩ ̆

ᾝ ⱴԅ Ȃ ⌠ ᾝ ҉ ץ Ȃ

101. ꜚ ῀



Excel Ҭ̆ ȁ ץ ῀Ȃᶛ ̆ ῀

12/10/91͘12/10/99 ֓ ̆ ᾢץ ѿҩ ᾝ Ҭ ῀ 12/10/99̆

Ҭ ᾝ ̆ Ῥ ꜚ ᾝ Ҋ ᾟ ̆

Ҋ ꜚ̆ ꜚ ᾝ Ҭ ᾟ 12/10/91ȁ12/10/92ŀŀ12/10/99 Ȃ

ᵰӞ ץ ₯ ᾟ ̆ ↓ ̂̃Ȃ ԍ ̆ ץ

↓ ↓ ῀Ȃ

102. Excel Ҭ ѿҩֲ

Excel Ҭ DATEDIF() ₱ ץ ң ᾝ ӊ ȁ Ȃ ̆ ҩ₱

ᶏ ѿҩֲ ԅȂ ѿҩ ᵬ Ҭ A1 ᾝ ῀ ̆

№ ȁ ̆ A2 ᾝҬ ῀ type =DATEDIF(A1,TODAY(),"y") ̆ Enter̆

ҩֲ ץ) ) A2 ᾝҬȂ

103. ḱ ᾝ

ᵬ Ҭ̆ ױ ḱ ᾝ ῤ ̆ΐᵣ ᵬ ҹ:

ᾢ ᾝ ̆ Ҋ ҉ Shift ̆ ꜚ ⌠ ᾝ ̆

₮ ̆ ᵬȂ҉Ҋ ᾝ ᴪ ѿ

ҩ ľ Ŀ ̆ ᴪ ľ Ŀ ̆ ᵬ ̆

ᾝ ԅ Ȃ

104. ҉ ῀⌠ Excel Ҭ

҉ Ḥ ץ ׆ ҉ └⌠ Excel Ҭ̆ ғ ᶃȂ Excel

Ҭ ᵰ̆ Ἕᶏץ Excel ᵬ Html ᴆ̆ ⱳ ȁ Ȃ

一、

105. ҉ Excel

Excel ⱳ ӊѿ Ḃ ᵬ ȁ ȁ №

Ȃ Web ץ ԍ ̆ ᾢ ₯ľ ΐŕ Ŀ ̆פ



ľ ĿҬ ľWeb Ŀ̆ Ḃ (PNG) Ữ ᴆ̆ץⱴ

Ҋ ⁞ Ữ ̆ᵖ ѿ ᴆ ̆

Ȃ PNG Ĕxcel ᴪ ꜚ ҹ GIFȁJPG ᴆ̆

⇔ ҹľ ᴆ filesĿ ᴆ Ḡ Ȃᶛ ̆ ᴆ ҹ

ľdog.htmĿ ↕̆ Excel ⇔ ҹľdog/filesĿ ᴆ ȂExcel Ӟᴪ ᴆ

ᴆ ̆ɒ ľimage01.jpgĿ ľimage02.jpg Ȃ Web Ҭ ľ ֜ԑĿ

̆↕ Web Ḡ Excel ҍ ԑꜚ ⱳ ̆ Ҭ

№ ̆ Ҭ ̆↕ ӊ Ȃᵖ

̆ ѿ֜ԑ Ҍ ┘ Ⱶ ̆ ᵰ ┘ ḱ Ⱶ

̆↕ ≠ VB └ Ȃ

106. ⇔

ᵰ └ԅѿ֓ ץ ̆ ȁ ̆ױ

Ҭ ῏ ȂExcel 2002 ᶫԅ ̆ ֓ ᵝ Ḡ

̆ ᵰ ꜚ ̆ ҍ ѿױ ꜚ̆ Ҍ ᵰ └ Ȃױ ⇔

̆ Ҋץ : ᾢ └ Ȃ ľ Ŀ ΐ ҉ ₯ľ

Ŀ ̆ ľ Ŀ̆ Ҭ ᶏ Ȃ 4

̆ Ả ҩ ҉̆ ҉ ᾢ ӈ ҉

̆ ₯ Ȃ ѿ ҉ ҩ Ȃ

107. Excel ᾝ ῀⌠ Word Ҭ

Ẋ Excel Ҭ ֓ ᾝ ̆ ᾢ Ҭ ᾝ

̆ ᵟ Shift ̆ ₯ľ ŕ └ Ŀ ̆פ ₮ ľ └ Ŀ Ҭ̆

ľ Ŀ ľ Ŀң ̂ 1̃̆ ľ Ŀ̆

ץ ѿ ľ Ŀ ľᵝ Ŀң Ȃ ľ Ŀ ľ Ŀ

̆ ₯ľ Ŀ Ȃ ῀ Word Ҭ̆ ₯ľ ŕ Ŀ ̆פ Ҭ

Excel ᾝ ץ Ȃ ⱴ ̆ Ӈ ľ

Ŀ ̆ ľ Ŀ ᵬ Ҭ ; ľ Ŀ ̆

ľ Ŀ ᵬ ̆ ᴪ ѿ Ȃ



108. Word ῤ ץ ῀⌠ Excel Ҭ

Word Ҭ ѿ ῤ ץ ῀⌠ Excel Ҭ̆ Ҋ :

ᾢ WordҬ Ҭ └ ῤ ̆ ₯ľ ŕ └Ŀ ̆פ ῀ExcelҬ̆ ᵟShift

̆ ₯ľ ŕ Ŀ ̆פ ↨ └ ῤ ץ ῀⌠ Excel

Ҭ̆ ғ ҉ ₯̆ ḱ Ȃ≠ Ӟ ץ ľ Ԋ Ŀ ῒז

Ҭ ῤ ץ ⌠ Excel ҬȂ

109. Word Ҭ ῤ ᵬҹ ῀ Excel Ҭ

ᾢ Word Ҭ Ҭ └ ῤ ̆ ₯ľ ŕ └Ŀ ̆פ ῀ Excel Ҭ̆

ᵟ Shift ̆ ₯ľ ŕ Ŀ פ Ҭῤ ᵬҹѿҩ ῀ Excel

ҬȂ

110. Ҭ ῤ

֓ ’Ҋ̆ᵰ Ҭ ῤ ̆ᶛ ̆ѿҩ ᵬ

̆ Ӈ Ҭ ȁ Ȃ ѿҩ Ҭ

̆ ₯ ̆ ׆ Ҭ ľ ĿȂ

111. Ҭ

Ĕxcel Ҍ ᾝ └ Ȃᵖ ̆ᵰӞ Ҍ ׆ Ҭ

̆ ץ ᵬ: ᾢ ̆ ₯ľ ΐŕ ŕ Ŀ̆ ľ Ŀ Ҭ

ľ └ ᾝ Ŀ ̂̃Ȃ ̆ľ └ ᾝ Ŀ

ԍ ̆ ̆ᵰ ҩ ᵬӊ╠̆ ̆ ↕ľ └ ᾝ

Ŀ Ҍ Ȃ

112. Ҭ ⱴ

ᵰ ̆ᵰ ץ Ҭ ᴋᵥ ⱴ ꜚ ῤ (Ҍ ԍ )Ȃ

ҹ: ↓ ᴋᵥ №̆ Ҭ ῀ ῤ ̆

̆ ̆ Ҭ ꜚ ῀ῤ ̆ᵰ ץ ⌠ᴋᵥ

Ȃ



113. ҍ

ᵬ ᾝ ῤ ῀ ̆ ₯ Ҭ ̆ ῀ ̆

₯ ᾝ ̆ ̆ ₮ Ҭ ҩᵝ ҉ԅȂ

̆Ҍ ָӇ Ṝ ᵬ ᾝ ῤ ̆ ῤ Ӟ Ȃᵖ

̆ѿ ᵰ ԅ Ҭ ̆ Ῥ Ҭ ѿ ḱ ̆

ᵰ ᶏץ ╠ױ ׃ ᾝ ̆ ᶏ ꜚ ᾝ Ȃ

114. ⱴ ↓

ױ ⇔ ⱴ ↓̆ ᵰ ץ ⇔

↓ ̆p ⱴ ↓ ҹ ȁ ḂȂ ѿ:ᶏ ľ

Ŀ ̆ ₯ľ ŕ ŕ ↓Ŀ̆ ₯ľ ⱴĿ ̆ ľ Ŀ

Ҭ ↓ ̆ ľṿĿ Ҭ ↓̆ ₯ľ Ŀ ̂̃Ȃ

ԋ:ᶏ ľ Ŀ ⱴ ↓ ῒ └⌠◄ ҉̆

̆ ₯ľ Ŀ Ҭ ľ Ŀ ₮̆פ ľ Ŀ ̆

ⱴ ᾝ ҹľ ↓Ŀ̆ ṿ ̆ ₯ľ Ŀ Ȃ ҈:

ꜚ ⱴҹ ↓ ᾝ ̆ ̆ ⌠

ҬȂ ᵰ Ṝ̆ Ҭ ⱴԅ ↓Ȃ : ѿ ֽ ῤ

ᵬ Ȃ :ᶏ ľ ⱴ Ŀ ̆ ₯ľ ŕ ⱴ Ŀ

̆פ ⱴҹ ↓ ᾝ ̆ ₯ľ Ŀ Ȃ

115. ḱ ᾝ

̆ ױ ᶏ ľ Ŀ ᾝ ₯ ׆̆ Ҭ

ľ Ŀ פ ᾝ Ȃῒ : ₯ ᾝ ̆ ᴪ

₮ ᾝ Ȃ ᾝ Ҍ ̆ ᴪ Ҍ Ȃ

116. ⇔

Ҍ ↓ ̆ ̆ᵰ ץ ѿҩ

Ȃ⇔ ѿҩ ѿҩ ѿҩ҉ץ ↓ ῒ

ז Ȃ : ҩ ↓̆ ₯ľ ŕ Ŀ ̆פ ᵰ

⌠ ↓҉ ̆ ₯ľ Ŀ Ȃ



117. Ҍ ↓ᶏ Ҍ

̆ᵰ └ ῃҌ ↓̆ ᵰᶏ ̆ Ӈ

ҩ ↓₃Ӎ Ҍ Ȃҹԅᶏ ҩ ↓ ̆ᵰ ᶏץ ꜛ Ȃ ҹ

ҩ ↓ ѿҩ ꜛ ̆ ᾢ Ҭ ҩ ↓̆ ₮

̆ ₯ľ ↓ ŕ Ŀ ̆פ ľ Ŀ Ȃ

118. ҹ ӈ

Excel Ҭ ᶫԅѿ֓ ӈ Ȃῒ ̆ᵰ ץ ⇔ ҹ ӈ

ץḂץ̆ ᶏ Ȃΐᵣ ҹ:⇔ ҹ ӈ ̆ ⌠ᵰ

ҹ Ȃ ̆ ₯ľ ŕ ŕ ӈ Ŀ̆ ľ ӈĿ ̆ ᴪ

ӈ ѿҩ↓ Ȃ ₯ľ ⱴĿ ̆ ᴪ₮ ľ ⱴ ӈ

Ŀ ̆ҹᵰ ῀ѿҩ ̆ ₯ľ Ŀ̆

ᵰ └ ӈ ⱴ῀⌠↓ ҬԅȂ

119. └ ӈ

ᵰ ᵰ └ ӈ └⌠ῒז Ҭ̆

C:\Windows\ApplicationData\Microsoft Excel ᴆ Ҭ xlusrgal.xls ᴆ └⌠ῒז

ᴆ Ҭ Ȃ

120. ҈

ᵰ ץ ҈ ץ̆ Ҍ Ȃ ѿ:

ᶏ ľ ҈ Ŀ ҈ ̆ ₯ľ ŕ ҈ Ŀ

̆פ └ פ ̂̃Ȃ ԋ:ᶏ ꜚ

ľ Ŀ ₯ ̆ ₮ └ ( ҹľ Ŀ)Ȃᵰ ץ ꜚѿ

ҩ ̆ ҈ ⌠ ҹ Ȃ ѿ ᵰ ῃ Ӱԅ̆Ҍ ̆ᵰ

ץ ₯ľ ŕ ҈ Ŀ ̆פ ₯ľ ṿĿ ̆ ‰҈

Ȃ ᵰ ҈ ̆ ꜚ Ҋ Ctrl ̆↕ ץ ⌠ῃ ̆

ᶏᵰ ̆Ҍ ԍ Ȃ



121. ꜚ ᵬ Ҭ ṿ

↓Ҭ ѿҩ ̆ ṿ ⁞ ꜚ ̆ᵰ

ᴪ ᵬ Ҭ ṿ Ҭ ᵝ Ȃ ᵰ ѿҩ

ץ ᵰ ṿ̆ Ȃᵖ ̆

’Ҋ ̆ ҹᵰ Ҍ ԅҌ ṿȂ

122. ᵰ

Excel ѿҩ ȁ ᴆᵬҹ ᾝ ⌠ ҬȂ ѿ:ᶏ

ľ Ŀ ₯ ҩ ↓̆ ľ Ŀ ̆ ₯ľ ᾟ Ŀ ̆ ľ

ᾟ Ŀ Ҭ ľ Ŀ ̆ ₯ľ Ŀ ̆ ѿҩ ᶏ

ᴆ Ȃ ԋ:ᶏ ◄ Ἕ └⌠◄ ҉̆ ̆ ↓

↓Ҭ ѿҩ ̆Ῥ ₯ľ ŕ Ŀ Ȃפ ԍ ἝҌ

ᴆҬ Ṝ̆ Ἕ ץ └⌠◄ ҉ ↕̆ Ȃ ҈:ᶏ

ױ ̆ Ҭ ᶏץ Ȃ ᵰ Ҭ Ҍ ̆ᵰ ץ

⌠ ף ȂҊ ΐᵣ ᵬ : ⇔ ̆ ᶏ

ᾝ ᵰ Ȃ ᾝ ̆ ᵟ Shift ̆ ₯ľ

ŕ └ Ŀ ₮̆פ ѿҩľ └ Ŀ ̆ ₯ľ Ŀ Ȃ ̆

ᾝ ᵬҹѿҩ └⌠◄ ҬԅȂ ̆ ◄ Ҭ ῤ

⌠ Ȃ ѿ ̆ Ҍ ̆ ᵰ Ȃ

῀ ᾝ ( )Ȃ ̆ ҍ ᵬ

̆ ԍ ᵬ ᾝ Ҭ ᴋᵥ ̆ ᴪ ҬȂ

123. ᵬ

ױ └ᵬ Excel ᵬ ̆ ᵬ ⱬȂ

ᶏ ֲ ┴ ױֲ ̆ ᾢ ľ Ŀ ΐ ҉ Ҋľ

Ŀ ̆ ľῒז Ŀ̆׆Ҭ ѿҩᵰ Ȃ ῀ ̆

ᵬ Ҭ Ҭ ̆ ₯ľ Ŀ̆ ῀ᵰ ₮ ᾝ ̆ Ȃ ̆

ᾝ ῤ ᴪ₮ ҉Ȃ ᾝ ῤ ꜚ ̆ ҉

Ӟᴪ ₮ ꜚ Ȃ ̆ ⱴ ̆ᵰ ץ

₯ ̆ ľ Ŀ Ȃ ҩ Ҭ̆ᵰ ץ ╠ ᶏ



̆ᶛ ᵝ ȁ ᵣ ȁ ⱴ Ȃ

124. ҍ ᵬ ԋҹѿ

ľ Ŀ ΐ Ҭ ₯ľ Ŀ ̆ ᵟľAltĿ ῀ѿ ̆ Ḡ

ҍ ᵬ Ȃ

125. ⇔

ױ ̆⇔ ѿ ᶏ ľ Ŀ№ 4ҩ ̆ ҩ Ҭᵰ ץ

ҩ Ȃῒ ̆ ᵰ ᶏ ȁ

Ҍⱴḱ ̆ : └ᵬ ᵬ ̆

└ᵬ ̆ F11 ⇔ ̆ ᵬ Ҭ̆

ѿҩԋ Ȃ

126. ⇔ ῤ

ᵬ Ҭ └ᵬ ̆ ₯ľ Ŀ ̆Ҍ ̆

ѿ ̆ľ Ŀ ΐ Ҍᴪ ΐ ҉̆ᵰ ץ Ҋ ľ

Ŀ ₮ : ₯ľ ΐŕ ӈŕ Ŀ̆פ ľ ≢Ŀ↓ Ҭ ľ└ᵬ

Ŀ̆ ľ ↓Ŀפ Ҭ ⌠ľ Ŀ̆ ⌠ ҉ ΐ Ҭ ᵝ

Ȃ

127.

Excel ԋ ѿҩ ȁѿҩ ᶛץ

Ȃ ᵰҌ ̆ ץ Ҋץ : ₯ľ ŕ

Ŀ ̆פ ѿҩᵰ ᵬҹ ṿ ( ץ ‰ ӈ Ҭ

ѿ )̆ ₯ľ ҹ Ŀ ̆ Ȃ ᵰ ⇔ ҩ ѿ

̆ᵰ ץ ᵰ Ȃ

128. ῤ ҍ ᵬ

ᵰ ץ ῤ ҍ ᵬ ̆ : ᵰ ⇔ ̆ ץ

⌠ Excel ľ Ŀ ҹľ Ŀ ̆ ₯ľ ŕᵝ Ŀ פ ₮̆ ľ ᵝ Ŀ



ᵰ̆ ץ ľᵬҹ ᵬ ῀Ŀ ľᵬҹῒҬ ῀Ŀң ӊ ᵬ₮ ̂

5̃̆ ѿҩ ᵬ Ȃ ̆Excel − ᵰץ̆ ꜚ ⌠

ᵬ ҬȂ

129. ≠ ΐ

̆ ᶏױ ľ Ŀ Ҭ פ Ȃῒ ̆ ױ ץ

₯ ΐ Ҭ ᴋ ᵝ ̆ ₮ Ҭ ľ ĿȂ ԅ

ΐ ̆ ױ ⌠ῒҬ ԅľ Ŀȁľ Ŀȁľ Ŀȁľ ᶛĿȁ

ľ Ŀȁľ Ŀȁľ ↓Ŀȁľ ĽĽ ľ Ŀ ̂ 6̃̆

ᵰ ץ ӈ ľ Ŀ ῒזѿ֓└ᵬ ΐ ⌠

ΐ ҬȂᶏ ΐ ᶏ ľ Ŀ Ḃ̆ ғ Ȃ

130. ᾝ

⇔ ץ ̆ ױ ֓ ᾝ Ȃ ҩ

ῃ ᾝ ̆ ᵰ ̆ᵰ ץ ⌠ 8ҩ Ȃ ҩ

̆ ᾢ ̆ ῒ Ȃ ѿ

̆ ᴪ ̆ ≢ ѿҩ ᾝ ҬȂ ’

Ҋ̆ ѿױ ᶏץ ᵝԍľ Ŀ ΐ ҉ ᶷ ľ ĿҊ ↓ ׆̆ Ҋ ↓

Ҭ ᴋᵥ ̆Ӟ ԍ ╠ Ҭ ԅ ҩ Ȃ ῒ ̆ ѿ

ᾝ ̆ ᴋᵥѿ ץ№ ̆ᵰ ץ ᶏ ȁ

ѿ Ҭ ῒ №Ȃᶏ ҉ Ҋ ץ Һ ᾝ ;ᶏ

ץ ѿҩ ץ ᾝ ̆ ѿҩ ↓Ҭ ҩ

ץ̆ ᶛҬ ᶛ Ȃ

131. ѿ ⇔ ѿҩ Excel

ѿҩ Excel Ȃ ᶏ ⇔ ѿҩ ̆ ᵰ └

Ҋ F11 ȂExcel ꜚҹᵰ⇔ Ȃ ̆ ᾝ ҊľAlt+F1Ŀ̆

ᵰ ⌠ Ȃ

132. └



Excel └ Ҍ ̙ῒ ̆ └ ΐ ̆ Ҋ Shift ̆

↕ └₮ Ȃ ̆ Ҋ Shift └ ҹ ȁ └

ҹ Ȃ

一、 ₱ Ὲ

133. IF ₱ Excel ᵬ Ҭ 0

ᾝ ῤ ̆Excel ׅ ᴪ ₮ѿҩ ľ0Ŀ̆ ᶏ

Ҍ ̆ Ӟ ≢ Ȃ ֓ ӈ ľ0Ŀ ̙≠ IF ₱ ץ

‗ ҩ Ȃ IF ₱ ᶏ ѿҩ₱ ̆ ץ ṿ Ὲ ᴆ

̆ Ẋṿ ∞ ̆ Ẋ Ҍ Ȃ

ҹ:IF(logical_test,value_if_true,value_if_false)̆logical_test ҹ

TRUE FALSE ᴋ ṿ Ȃɒ A1>=100 ѿҩ ̆ A1 ᾝ Ҭ

ṿ ԍ ԍ 100 ̆ ҹ TRUĔ ↕ ҹ FALSE;value_if_true

logical_test ҹ ṿ Ӟ̆ Ὲ ;value_if_false logical_test ҹẊ

ṿ ῒזῈ Ȃ ץ Ὲ ľ̗IF(SUM(B1:C1)̆SUM(B1:C1),ľĿ)Ŀ

ӈҹ: ᾝ B1 ⌠ C1 ῤ ṿ̆ғ ҹ ̆ B1 ⌠ C1 Ҭ ṿ

Ȃ ӊ̆ ᾝ B1 ⌠ C1 ῤ ᴋᵥ ṿ̆ ҹẊ̆ Ӈ ᾝ

ҹѿҩ ᾝ Ȃ

134.

⌠ ᵬ̆ ᴰ ῀ Ὲ └ ̆ ԍ

ץ Ҋ :Ẋ ҹ m¦n ̆ ғ ѿ↓ Ҋ

ѿ ҹ ̆ Ҭ ῒ ѿ↓ Ҋ ѿ ̆Ӟ ңץ Ҭ̆

₯ľ Ŀ ΐ ҉ ľÙĿ ̆↕ Ҭ ѿ↓ Ҋ ѿ ꜚ

Ὲ ̆ ғ ꜚ ≢ Ҭ Ҭ ṿ ᾝ ̆ Ὲ Ҍᴪ֟ Ȃ

135. ᾝ

ᾝ B2 B5 ӊ ῀ ᾝ B6 Ҭ̆ ᵬ Ҋ:ᾢ ᾝ B6̆



῀ľ=Ŀ̆ Ῥ ₯ ΐ Ҭ ľřĿ; ₯ ᾝ B2 ѿ

B5̆ Ҭ ҩ B2͘B5 ̆ B6 Ҭ ץ ⌠Ὲľ=sum(B2:B5)Ŀ̆ ₯

Ҭ ľŚĿ̂ Enter ̃ ̆Ὲ Ȃ B2 ⌠ B5 ᾝ

Ҭᴋ ῀ ̆ ױ ┴ ᴪ ᾝ B6 ҬȂ ̆ ᾝ B2

D2 ӊ ῀ ᾝ E2 Ҭ̆Ӟ ᵌ ᵬ̆ᵖ ᵬ : Ὲ

ᾝ ( ᶛҬ E2)ѿ ľ ᾝ Ŀ Ҭ ľ ĿҬ ľ

Ŀ , ᾝ ῤ Ὲ Ҍᴪ ⌠ ᾝ Ȃ C2 C5ȁ

D2 D5ȁE2 E5 ӊ №≢ ῀ C6ȁD6 E6 Ҭ̆↕ ץ Ὲ

└⌠ C6ȁD6 E6 Ҭ:ᾢ ԅῈ ᾝ B6̆ ₯ ΐ Ҭ ľ └Ŀ ̆

Ῥ Ҭ C6 ⌠ E6 ѿ ̆ ₯ľ Ŀ B6 Ҭ Ὲ └⌠ C6ȁD6

E6 ҬȂ

136. Ҍ ᾝ

Ẋ ᾝ B2ȁC5 D4 Ҭ ӊ ῀ E6 Ҭ̆ ᵬ Ҋ: ᾢ ᾝ E6̆

῀ľ=Ŀ̆ ₯ ΐ Ҭ ľřĿ; ₯ ᾝ B2̆ ῀ľ̆Ŀ̆ ₯

C5̆ ῀ľ̆Ŀ̆ ₯ D4̆ E6 Ҭ ץ ⌠Ὲ ľ=sum̂B2̆C5̆D4̃Ŀ̆

Ὲ Ȃ

137. ≠ Ὲ ⱴ

ⱴ Ⱶ ᵬҬ ⌠̆ Ҍ ѿ ̆῏

ⱴ ṿῒ ṿ̂ ̃ ץ ₮ ᵝ ṿ̆ Ҍ

ҩ ᵝṿ̂ ᴇ̃ ⌠ ҩ ᵝṿȂ Excel Ҭ Ὲ ‗̂ῒ

ѿҩ ̃̆№ ҩ ṿӊ ̆№ ҩ ӊ ̆ ֓

ṿ ⱴ ṿȂ

138. ꜚ

ѿ֓ Excel Ҭ̆ ꜚ ᶏ Ḃ̆ᵖⱳ Ȃ Excel 2002

Ҭ̆ ꜚ ⌠ѿҩ Ὲ ↓ ̆ ֓Ὲ ץ ⱴ⌠ᵰ ᵬ ҬȂ

Ṣꜛ ҩⱳ ꜚ ₱ ̆ᵰ ץ Ҭ ᾝ ṿ̆ ѿ ṿ

Ҭ ṿ ṿץ Ȃᶏ : ₯↓ Ҋ ᾝ ̆ ₯



ᾝ ̆ ₯ ΐ ҉ ꜚ ̆ ₯ Ὲ ̆

EnterȂ

139. Ԋ Ὲ

ᵬ Ҭ Ὲ ̆ Ҍ ↓ ̆ Ὲ ̆

̆ ↓ ̆ Ҍ , ҌḂ˻ ῒ

Ὲ ̙ Ԋ ̆ Ὲ ̆ ᵝ ȁ ᵣ Ҍ └̆ ꜚ

,ῒ ̆ ץ ⌠ ᾝ Ҭ ̆ Ḃ̆

ᾧԅ҉ץҌ Ȃ

140. Ὲ

̆ᵰ Ҍ ῒז ⌠ᵰ Ὲ ̆ ₯ Ҭ Ὲ ᾝ ̆

Ҍ Ὲ Ȃҹ Ҭ Ὲ ̆ Ҋץ : ₯ Ὲ ᾝ

׆̆ Ҭ ľ ᾝ Ŀ̆ ₯ľḠ Ŀ ̆ Ҭľ Ŀ

ľ Ŀ̂̃Ȃ Ῥ ₯ľ ΐŕḠ ŕḠ ᵬ Ŀ ̆פ ľῤ Ŀ̆ ₯ľ

Ŀץ ̆ Ҍ ᾝ Ҭ ⌠ Ὲ ̆ӞҌ Ὲ Ȃ

141. ‗ SUM ₱ Ҭ └

Excel Ҭ SUM ₱ Ҍ 30 ҩ̆Ẋ ױ SUM ₱ 50 ҩ ᾝ

A2ȁA4ȁA6ȁA8ȁA10ȁ A12ȁŀŀȁA96ȁA98ȁA100 ᶏ̆ Ὲ SUM(A2 Ă4 Ă6 ŀ̆ŀ̆

A96̆A98̆A100) Ҍ ̆Excel ᴪ ľ ĿȂῒ ̆ ױ ᶏ

SUM ₱ ;SUM( (A2 Ă4 Ă6̆ŀŀ Ă96 Ă98 Ă100)) Ȃ ᵬ ԅ SUM

₱ ῒז ₱ Ȃ

142. ҍ ᾝ ӊ ℗

ᵰ Excel Ҭ⇔ ѿҩῈ ̆ Ὲ ᶏץ ᾝ ̆ ԍῈ

ᵝ ᾝ̆Ӟ ᶏץ ᾝ ̆ ᵝ ҉ ᾝȂῈ ץ ᶏ

ᾝ ᾝȂ $ ̆ᶛ $̆B$1 ѿ B ↓

ȂṢꜛῈ ᵬ ̆ ᶏ Ҋ ҩ ̆ᵰ ץ ↓ ׆

⌠ ̆ ӊ֞ Ȃ ᵬ : Ҭ Ὲ ᾝ ̆ Ὲ Ҭ ᵰ

̆ Ҋ F4 ℗ Ȃ



143. ᵬ Ὲ

ѿ ₯̆ ₮ ᵬ Ҭ Ὲ ̆ Excel

↓ṿȂ ᵬ Ҋ: ᾝ ṿ ᾝ Ὲ ӊ ℗ ̆ Ҋ

ľCtrl+`Ŀ̂ҍľ~Ŀ ᵝԍ ѿ ҉Ȃ ҉̆ ᵝԍľ1Ŀ ᶷ̃Ȃ

144. ᴆ

̆ ῀ 60 Ҋץ № ̆ ҹľҌ Ŀ; ῀ 60 ҉ץ №

̆ ҹľ ĿȂ ̆Ҍ ӊҹľ ᴆ Ŀ̆ IF ₱ ץ Ȃ Ẋ

№ B3 ᾝ Ҭ̆ C3 ᾝ ҬȂ Ӈ C3 ᾝ Ҭ ҊῈץ῀

Ҍ : =if(b3<=60,ľҌ Ŀ̆ľ Ŀ) №ľҌ Ŀ ľ Ŀ2ҩ

=if(b3<=60,ľҌ Ŀ̆if(b3<=90,ľ Ŀ̆ľᴨ Ŀ)) № 3 ҩ

=if(b3<=60,ľҌ Ŀ̆if(b3<=70,ľ Ŀ̆if(b3<90,ľ Ŀ̆ľᴨ Ŀ))) №



146. ᵬ ӊ ᶏ

ᾢ ῒז ᵬ Ҭ № ῀ӥ ̆ ᵬ Ҭ ῀

̆ ῀ ̆ ᾢץ ľ ῀ Ŀ ľ ⌠ ᴆ

URLĿ Ҭ ῀ ᵬ ̆Ῥ ľ ᴆҬ ᵝ Ŀ Ҭ ῀

ӥ ̆Ӟ ץ ľ Ŀ Ȃ ҉ ᵬӊ ̆ѿ ᶏ

₯ ᵬ Ҭ Ҋ⅞ ᴋ ᵝ ̆ Excel ꜚ ᵬ ⌠

ᵝ Ȃ

147. ҉

ᵰ ץ Ҋץ ҍ ҉ ᵬ : 1. Internet ҉

ᵬ ̆ ᵬ ̆ ₯ľ ŕ └Ŀ ;פ 2. ⇔

ᵬ ̆ Ҭ̆ ₯ ҉ ᾝ ; 3. ₯ľ ŕ

Ŀ ̆פ ľ Ŀ Ҭ̆ ľ Ŀ Ȃ ᵰ ⇔

Ҍ Internet ᵬ ̆ ₯ ᾝ ̆ ῀(=) URL

ᵬ ᵝ ̆ :=http://www.Js.com/[filel.xls]Ȃ

148. ᵬ

ҹ Sheet1ȁSheet2 Sheet3 3 ᵬ ̆ Sheet1 D8 ᾝ

ῤ ӗץ 40˿ Ῥ̆ⱴ҉ Sheet2 B8 ᾝ ῤ ӗץ 60˿ᵬҹ Sheet3 A8 ᾝ ῤ ̆

↕ Sheet3 A8 ᾝ Ҋץ῀ :=Sheet1!D8̄40˿̅Sheet2!B8̄60˿Ȃ

149. Excel Ҭ ң↓

Excel Ҭ̆ ң↓ ( A ↓ҍ Z↓) ̆ ҌẢ ꜚ

ῤ ꜚ №≢ ̆ ᵬ ғ ₮ Ȃ≠ Ҋ ҩ

̆ᵰ ץ ѿҩ ľ Ŀ ңҩ̆ Ȃ ⌠

ᵬ ꜚ ᶷ ҉̆ Ḃᴪ ѿҩ ᾣ Ȃ ҩ

⌠ ᵬ Ҭ ̆ᵰḂᴪ ҩ ᵬ ѿ№ҹԋ̆₮ ԅңҩ ̆ ῒҬ

╠ ᵬ ῤ ῤ Ȃ ᵰḂ ץ ѿҩ Ҭ A↓ ̆ ѿҩ Ҭ Z

↓ ׆̆ ץ Ȃ



150. ᵥ ᵝ ̂ Office ᵬ ̃

ױ ῀ ңᵝ ̆ᵖ ҉ ѿᵝ̆ ᵝ

̆p ῒ Ȃ ‗ : ₯ľ ΐŕ ŕ Ŀ̆ Ҭľץ

ṿҹ‰Ŀ̂̃̆ ԅȂ Ԋ ҉ Ҍ ҉ ̆

ԓ῀Ȃ ᶫ ̆ ץ ‗ Ҭ ̆ᵖ ᴪ ṿ

̆ ᶏ ╠ Excel ᴪ ᵰѿҩ Ȃ

151. ≠ פ ѿ֓

Excel ᵬ Ҭ ̆ ғᵰ ̆ ᶏ

̆פ ᵬ Ҋ: ѿҩ ᾝ Ҭ ῀ľ-1Ŀ̆ ᾝ ̆ ₯

ľ ŕ └Ŀ ̆פ ᾝ Ȃ ₯ľ ŕ Ŀ ̆פ Ҭ Ҋ

ṿ Ҋ ӗ̆ ₯ľ Ŀ̆ ҍ-1 ӗȂᵰӞ ᶏץ

ᾝ Ҭ ṿ 1000 Ṑ Ȃ

152. Web

Ḡ Excel ᵬ Web ҉ Excel Ҭ № Ḥ ̆ɒ ̆

ץ Excel Ҭᶏ ׆ Web ҉ Ḥ № ᴇȂᵖ ᵰ Ḥ

Ṣꜛ Web ҉ Ḥ Ȃ Excel 2002 ץ ┘ Web ҩᴋⱵ

⇔ ┘ Web ̆ Ҋ: Ҭ Web ̆

└ ⌠ Excel ᵬ ҬȂ Ҋ ₮ ѿҩ ̆ ₯

̆Ῥ ₯⇔ ┘ Web ̆ Web Ҭ̆

₯ᵰ ╠ ̆ ₯ ῀Ȃ Excel Ҭ ץ ꜚ ꜚ┘ ҩ

Ȃ ꜚ┘ Ҋ: ΐ ҉̆ ₯ ̆ ┘ └Ҋ

Ҭᵰ Ȃ : ᵰ׆ Web ̆ ᴪҡ ѿ֓

ῤ ̆Ἕ ȁgif Ἕ ҩ ᾝҬ ↓ Ȃ

153. Excel Ҭ

ѿ ↓ ᾝ ṿ ᵬ : ᵰ ῐ ᾝ ̆ᵰ ⌠ ᾝ

ҬȂ ᵬ Ҋ Ȃ ₮ ̆

₯ Ҭ ̆ ₯ ̆ ₯ ṿ̆ ᵰ ץ Ҭ





˻Ŀ̆ ₯ľ Ŀ Ȃ ̆ ᵰ ᾝ Ҭ ῀ԅ ̆Excel

ᵰľҌ ῀ !Ŀ

157. ľ Ŀ ⌠ῒ ᴆ

ҩᵝ ӊ № Ḃ̆ ᵰ ℗ ⌠ῒ ᴆ̆

Ҋ⅞ ᴆ̆ ₯ ⌠ ᵝ ҉ ̆

̆ ₯ľWebĿ ΐ ҉ ľ Ŀ Ȃ

一、

158. └ פ

ᵰ ץ └ Ȃ ᾢ ₯ľ ΐŕ ӈĿ ̆פ ῒҬ

ľ Ŀפ ̂̃̆ ᶷ ľ ≢Ŀ Ҭ − ≢Ȃ ⱴ

ᵰ̆פ ᶷ ľ Ŀפ ῤ ̆ ῒ ̆ ꜚ

₮ ѿ ̆ ῒ ῀ ᵝ ̆ ₯ Ȃ −

̆פ Ҭ − ̆פ Ҋ Ҭ ľ Ŀפ Ҭ

ȂӞ ’Ҋ̆ ₯ ̆ Ҭľ− Ŀ פ Ȃ

159. №

Excel ΐ ӊ № ̆ ᵰ ̆Ӟ ץ Ҭ ӊפ ⱴ№

Ȃ : ᵟ Alt ꜚ Ȃ ꜚ ҹ ̆↕ ꜚ Ҭ ⱴ№



161. ῍֣ ӈ ΐ

ᵰ ԅѿҩ ӈ ΐ ῒֲזѿ №֣ ̆ᵰ ץ ľ ⱴĿ

⌠ѿҩ ᵬ ҬȂ ₯ľ ΐŕ ӈŕ ΐ Ŀ̆ ᵰ ӈ ΐ ̆ ₯ľ ⱴĿ

̂̃̆₮ ľ ⱴ ΐ Ŀ ̆ ₯ľ └Ŀ ̆ ΐ ⱴ⌠ѿҩ

ᵬ ҬȂ

162. ᶏ ℗ ᵬ

Excel 2002 ԅ ̆ ѿҩ ᵬ ̆ ᴪ ᴋⱵ Ҭ ₮ Ȃ ̆

ᵰ ץ ₯ᴋⱵ ҉ ℗ ᵬ ̆ Ҍ ľ Ŀ Ҭ

ᵬ Ȃ ᵰ Excel 2002 ⱳ ̆ Ҋץ : ₯ľ ΐŕ Ŀ

̆פ ₯ľ Ŀ ̆ ҬľᴋⱵ Ҭ Ŀ ̂̃̆ ₯ľ Ŀ

Ȃ

163. ӈ ΐ

₯ľ ΐŕ ӈĿ ̆פ ľ ӈĿ ᶏ Excel ԍ ӈ ̆

ᵰ ץ ₯ ΐ ҉ ̆ ₮ ̆≠ ҩ ̆ ױ

ץ ӈ ᵬȂ 1.ᶏ ľ Ŀ ΐ ; 2.ᶏ ľ └ ἝĿ

ץ └⌠◄ Ҭ̆ ῀⌠ Ҭȁ ⌠ ѿҩ ҉;

3.ᶏ ľ ἝĿ Ȃ


