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1. ɳʽˋʰʴ˖ʴʺ 

ʁʽ ˋˍˈ˔ˇʽ ˍˇˎ ˃ʰʻʺ˃ʰˍˇˌ Microsoft Excel 2010 ʶʾ˄ʰʽ ʹ ʶ˅ˇʽˁʶʾ˖ˋʹ ˍ˖˄ ˒ˇʽˍʹˍ˗˄ ˃ʶ 
ʲʰˋʽˁʱ ʶˊʴʰ˂ʶʾʰ ˁʰʽ ʶ˄ˍˇ˂ʷˌ ˍʹˌ ʶ˒ʰˊ˃ˇʴʺˌ Microsoft Excel 2010, ʷˍˋʽ ˗ˋˍʶ ˄ʰ 
ʲˇʹʻʹʻˇˏ˄ ˋˍʹ˄ ʶˁˉˈ˄ʹˋʹ ʶˊʴʰˋʽ˗˄ ˁʰʽ ˃ʶ˂ʶˍ˗˄ ˃ʶ ˃ʰʻʹ˃ʰˍʽˁˇˏˌ ˎˉˇ˂ˇʴʽˋ˃ˇˏˌ 
ˁʰˍʱ ˍʹ˄ ʵʽʱˊˁʶʽʰ ˍ˖˄ ˋˉˇˎʵ˗˄ ˍˇˎˌΦ  

ɮˎˍˈ ˍˇ ˋʶ˃ʽ˄ʱˊʽˇ ʷ˔ʶʽ ˋ˔ʶʵʽʰˋˍʶʾ ʴʽʰ ˒ˇʽˍʹˍʷˌ ˉˇˎ ʶʾ˄ʰʽ ˉˊˈʻˎ˃ˇʽ ˄ʰ ˃ʱʻˇˎ˄ ˍˇ 
Microsoft Excel нлмл ˋʶ ʰˉ˂ʱ ʲʺ˃ʰˍʰ ˁʰʽ ʵʶ˄ ʷ˔ˇˎ˄ ˉˇ˂˂ʷˌ ʴ˄˗ˋʶʽˌ ˋ˔ʶˍʽˁʱ ˃ʶ ˍʹ 
˔ˊʺˋʹ ˍˇˎ ˁʰʽ ˍʽˌ ʶ˒ʰˊ˃ˇʴʷˌ ˍʹˌ aƛŎǊƻǎƻŦǘΦ ʆˇ ˂ʶʽˍˇˎˊʴʽˁˈ ˋˏˋˍʹ˃ʰ ˉˇˎ 
˔ˊʹˋʽ˃ˇˉˇʽʶʾˍʰʽ ʶʾ˄ʰʽ ˍˇ ²ƛƴŘƻǿǎ мл ˁʰʽ ˍˇ aƛŎǊƻǎƻŦǘ Excel нлмлΣ ʹ ʶ˒ʰˊ˃ˇʴʺ 
ˎˉˇ˂ˇʴʽˋˍʽˁ˗˄ ˒ˏ˂˂˖˄Σ ˈˉ˖ˌ ʶʾ˄ʰʽ ˁʰʽ ʹ ʵʽʰ˃ˈˊ˒˖ˋʹ ˍˇˎ ˉʶˊʽʲʱ˂˂ˇ˄ˍˇˌ ˍ˖˄ 
ʶˊʴʰˋˍʹˊʾ˖˄ ˍˇˎ ʃʰ˄ʶˉʽˋˍʹ˃ʾˇˎ ɼˏˉˊˇˎΦ 

ʃˊʽ˄ ˅ʶˁʽ˄ʺˋʶˍʶ ˃ʶ ʰˎˍˈ ˍˇ ˋʶ˃ʽ˄ʱˊʽˇΣ ʲʰˋʽˁʺ ˉˊˇːˉˈʻʶˋʹ ʶʾ˄ʰʽ ˄ʰ  ̫ ˔ʶˍʶ ˃ʽʰ ʲʰˋʽˁʺ 
ˁʰˍʰ˄ˈʹˋʹ ˍ˖˄ ˉʶˊʽ˒ʶˊʶʽʰˁ˗˄ ˎˉˇ˂ˇʴʽˋˍ˗˄ ˈˉ˖ˌ ˍˇ ˉˇ˄ˍʾˁʽΣ ˍˇ ˉ˂ʹˁˍˊˇ˂ˈʴʽˇΣ ˍˇ 
˃ˈ˄ʽˍˇˊΣ ˍʹ˄ ˇʻˈ˄ʹ ˁΦ˂ˉΦ ˁʰʽ ˍʽˌ ̡ ʰˋʽˁʷˌ ˂ʶʽˍˇˎˊʴʾʶˌ ˍˇˎˌΦ 
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2. ɱˊʰ˒ʽˁˈ ˉʶˊʽʲʱ˂˂ˇ˄ 
 
 

 

 

 

 

 

 

  

ǴȄȉŮǿȌ ŮȆůŬȂȒȂǾȎ ȇŮȈǿ Ǧ9 

ǬŬȍŰǽȈŮȎ ǨȍȂŬȈŮȆȌȅǾȇȄ -  ǬȌȍŭǽȈŬ 

ǬŬŰŬȇȕȍȏűȄ ȉɸǼȍŬ ȇȖȈȆůȄȎ 

ǬȌȏȉɸȆǼ ɸŬȍŬȅȖȍȌȏ 

ǮɸǼȍŬ ŰȖɸȒȊ (Formula Bar  

ǱȍȆȃȕȊŰȆŬ ȉɸǼȍŬ ȇȖȈȆůȄȎ 
ũȍŬȉȉǾ ŬȍȆȅȉȕȎ 9 

ǴŰǾȈȄ Ǧ 

ǬȌȏŰǿ ȌȊȕȉŬŰȌȎ 

ǨȊŮȍȂȕ űȖȈȈȌ ŮȍȂŬůǿŬȎ 
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3. ɯ˄ˇʽʴ˃ʰΣ ˁ˂ʶʾˋʽ˃ˇ ʶ˒ʰˊ˃ˇʴʺˌΦ  
 

ʅʶ ʰˎˍʺ ˍʹ˄ ʶ˄ˈˍʹˍʰ Σ ʻʰ ˋˎʸʹˍʺˋˇˎ˃ʶ ˉ˗ˌ ˄ʰ ʶˁˁʽ˄ʺˋʶˍʶ ˁʰʽ ˄ʰ ˁ˂ʶʾˋʶˍʶ ˍʹ˄ 

ʶ˒ʰˊ˃ˇʴʺ ˍʹˌ aƛŎǊƻǎƻŦǘ Excel 2010.  

 

ɱʽʰ ˄ʰ ʶˁˁʽ˄ʺˋʶˍʶ ˍʹ˄ ʶ˒ʰˊ˃ˇʴʺ Microsoft Excel 2010, h ˁˇ˂ˇˎʻʺˋˍʶ ˍʰ ʶ˅ʺˌ ʲʺ˃ʰˍʰΥ 

ɰʺ˃ʰ м:̌ ɼʱ˄ʶˍʶ ˁ˂ʽˁ ˋˍˇ ˁˇˎ˃ˉʾ ²ƛƴŘƻǿǎ [ƻƎƻ ˈˉ˖ˌ ˋˍʹ˄ ɳʽˁˈ˄ʰ мΦ 

 

ɳʽˁˈ˄ʰ 1. ɼˇˎ˃ˉʾ Windows Logo. 

  



 Microsoft Excel 2010  

ǴŮȈǿŭŬ |  6   
 

ɰʺ˃ʰ н:̌ ɾʶ ˍʹ ʲˇʺʻʶʽʰ ˍʹˌ ˁʱʻʶˍʹˌ ˃ˉʱˊʰˌ ˁˏ˂ʽˋʹˌ ˃ʶˍʰˁʽ˄ʹʻʶʾˍʶ ˉˊˇˌ ˍʰ ˁʱˍ˖ ˁʰʽ 

ʶˉʽ˂ʷ˅ʶˍʶ ˍˇ aƛŎǊƻǎƻŦǘ hŦŦƛŎŜΦ 

 

ɳʽˁˈ˄ʰ 2Φɳˉʽ˂ˇʴʺ Microsoft Office 

ɰʺ˃ʰ о:̌ ɳˉʽ˂ʷ˅ʶˍʶ ˍˇ aƛŎǊƻǎƻŦǘ Excel 2010 

 

ɳʽˁˈ˄ʰ 3Φɳˁˁʾ˄ʹˋʹ Microsoft Excel 2010 
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ɮˁˇ˂ˇˏʻ˖ˌ ʹ ʶ˒ʰˊ˃ˇʴʺ ˍˇˎ Microsoft Excel нлмл ʻʰ ʰ˄ˇʾ˅ʶʽ ˃ʶ ʷ˄ʰ ʱʵʶʽˇ ʲʽʲ˂ʾˇ 

ʶˊʴʰˋʾʰˌ ˃ʶ о ˒ˏ˂˂ʰ ʶˊʴʰˋʾʰˌ ˁʰʽ ʻʰ ˉʰˊˇˎˋʽʰˋˍʶʾ ʹ 9ʽˁˈ˄ʰ пΦ 

 

ɳʽˁˈ˄ʰ 4. ɼʰʽ˄ˇˏˊʴʽˇ ʲʽʲ˂ʾˇ ʶˊʴʰˋʾʰˌ ˋˍˇ Microsoft Excel 2010. 
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ɱʽʰ ˄ʰ ˁ˂ʶʾˋʶˍʶ ˍʹ˄ ʶ˒ʰˊ˃ˇʴʺ aƛŎǊƻǎƻŦǘ Excel нлмл ˁʱ˄ʶˍʶ ˁ˂ʽˁ ˋˍˇ ʋ ˋˍʹ˄ ˉʱ˄˖ 

ʰˊʽˋˍʶˊʺ ʴ˖˄ʽʱ ˍʹˌ ʶ˒ʰˊ˃ˇʴʺˌΦ 

 

ɳʽˁˈ˄ʰ 5. ɼˇˎ˃ˉʾ ˁ˂ʶʽˋʾ˃ʰˍˇˌ ˉʰˊʰʻˏˊˇˎΦ 
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4. ɯ˄ˇʽʴ˃ʰΣ ˁ˂ʶʾˋʽ˃ˇ ʲʽʲ˂ʾˇˎ ʶˊʴʰˋʾʰˌ 
 

ʅʶ ʰˎˍʺ ˍʹ˄ ʶ˄ˈˍʹˍʰ Σ ʻʰ ˋˎʸʹˍʺˋˇˎ˃ʶ ˉ˖ˌ ˄ʰ ʰ˄ˇʾ˅ʶˍʶ ʷ˄ʰ ʲʽʲ˂ʾˇ ˁʰʽ ˄ʰ ˁ˂ʶʾˋʶˍʶ 

ʷ˄ʰ ʲʽʲ˂ʾˇ ʶˊʴʰˋʾʰˌΣ ʶ˄˗ ˍʰˎˍˈ˔ˊˇ˄ʰ ʶˊʴʱʸʶˋˍʶ ˋʶ ʱ˂˂ˇ ʲʽʲ˂ʾˇ ʶˊʴʰˋʾʰˌ. 

ʆʰ ʲʺ˃ʰˍʰ ʴʽʰ ˄ʰ ʰ˄ˇʾ˅ʶˍʶ ʷ˄ʰ ˄ʷˇ ʲʽʲ˂ʾˇ ʶˊʴʰˋʾʰˌ ʁ ʾ˄ʰʽΥ 

ɰʺ˃ʰ м:̌ɼʱ˄ʶˍʶ ˁ˂ʽˁ ˋˍʹ ˁʰˊˍʷ˂ʰ File ˁ ʰʽ ˃ʶˍʱ ˋˍʹ˄ ʶˉʽ˂ˇʴʺ New 

 

ɳʽˁˈ˄ʰ 6Φ ɳˉʽ˂ˇʴʺ New h ˉˈ ̱ ʹ˄ ˁʰˊˍʷ˂ʰ File. 
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ɰʺ˃ʰ н:̌ ɼʱ˄ʶˍʶ ʵʽˉ˂ˈ ˁ˂ʽˁ ˋˍʹ˄ ʶˉʽ˂ˇʴʺ Blank Workbook. 

 

 

ɳʽˁˈ˄ʰ 7.ɳˉʽ˂ˇʴʺ Blank Workbook 
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ɳʱ˄ ʰˁˇ˂ˇˎʻʺˋʰˍʶ ˍʰ ʲʺ˃ʰˍʰ ˋ˖ˋˍʱ ˍˈˍʶ ʷ˄ʰ ˁʶ˄ˈ ʲʽʲ˂ʾˇ ʶˊʴʰˋʾʰˌ ̍ ˉ˖ˌ ˍʹ˄ 9ʽˁˈ˄ʰ 

8 ʻʰ ʶ˃˒ʰ˄ʽˋˍʶʾΦ ʆˇ ʲʽʲ˂ʾˇ ʶˊʴʰˋʾʰˌ ˃ʶ ˍʰ о ˁʶ˄ʱ ˒ˏ˂˂ʰ ʶˊʴʰˋʾʰˌ ʶʾ˄ʰʽ ʷˍˇʽ˃ˇ ʴʽʰ 

˄ʰ ʰˊ˔ʾˋʶˍʶ ˄ʰ ˉ˂ʹˁˍˊˇ˂ˇʴʶʾˍʶΦ 

 

ɳʽˁˈ˄ʰ 8. ɿʷˇ ˁʶ˄ˈ ʲʽʲ˂ʾˇ ʶˊʴʰˋʾʰˌΦ 
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ʆʰ ʲʺ˃ʰˍʰ ʴʽʰ ˄ʰ ˁ˂ʶʾˋʶˍʶ ˍˇ ʲʽʲ˂ʾˇ ʁ ʾ˄ʰʽΥ 

ɰʺ˃ʰ м:̌ ɼʱ˄ʶˍʶ ˁ˂ʽˁ ˋˍʹ˄ ˁʰˊˍʷ˂ʰ File ˁ ʰʽ ʰˁˇ˂ˇˏʻ˖ˌ ˁ˂ʽˁ ˋˍʹ˄ ʶˉʽ˂ˇʴʺ Close. 

 

ɳʽˁˈ˄ʰ 9Φ ɳˉʽ˂ˇʴʺ Close ʰˉˈ ̱ ʹ˄ ˁʰˊˍʷ˂ʰ File. 
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ʆˇ ̡̔ʲ˂ʾˇ ʶˊʴʰˋʾʰˌ ̍ ˉ˖ˌ ˒ʰʾ˄ʶˍʰʽ ˋˍʹ˄ ʶ̔ ˁˈ˄ʰ мл ̫ ˔ʶʽ ˁ˂ʶʾˋʶʽ ʰ˂˂ʱ ʹ ʶ˒ʰˊ˃ˇʴʺ ˍˇ  ˎ

Microsoft Excel нлмл ʶ˅ʰˁˇ˂ˇˎʻʶʾ ˄ʰ ˍˊʷ˔ʶʽΦ 

 

ɳʽˁˈ˄ʰ 10Φ ɳ˒ʰˊ˃ˇʴʺ ˍˇˎ Microsoft Excel 2010 ˃ ʶ ˁ˂ʶʽˋˍˈ ʲʽʲ˂ʾˇ ʶˊʴʰˋʾʰˌΦ 
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ʆʰ ʲʺ˃ʰˍʰ ʴʽʰ ˄ʰ ʰ˄ˇʾ˅ʶˍʶ ʷ˄ʰ ˎ˒ʽˋˍʱ˃ʶ˄ˇ ʲʽʲ˂ʾˇ ʶˊʴʰˋʾʰˌ ʁ ʾ˄ʰʽΥ 

ɰʺ˃ʰ м:̌ ɼʱ˄ʶˍʶ ˁ˂ʽˁ ˋˍʹ ˁʰˊˍʷ˂ʰ File ˁ ʰʽ ʰˁˇ˂ˇˏʻ˖ˌ ˁ˂ʽˁ ˋˍʹ˄ ʶˉʽ˂ˇʴʺ Open. 

 

 

ɳʽˁˈ˄ʰ 11Φ ɳˉʽ˂ˇʴʺ Open h ˉˇ ˍʹ˄ ˁʰˊˍʷ˂ʰ File. 
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ɰʺ˃ʰ 2 :̌ ɳˉʽ˂ʷ˅ʶˍʶ ˍʹ˄ ˍˇˉˇʻʶˋʾʰ ˉˇˎ ʷ˔ʶʽ ʰˉˇʻʹˁʶˎˍʶʾ ˍˇ ʲʽʲ˂ʾˇ ʶˊʴʰˋʾʰˌΦ ʅˍʹ˄ ˉʽˇ 

ˁʱˍ˖ ˒˖ˍˇʴˊʰ˒ʾʰ ʹ ˍˇˉˇʻʶˋʾʰ ʶʾ˄ʰʽ ˍˇ Documents ˁʰʽ ˍˇ ʲʽʲ˂ʾˇ ʶˊʴʰˋʾʰˌ ʶʾ˄ʰʽ ˍˇ 

InvoiceΦ ɳˉʽ˂ʷ˅ʶˍʶ ˍˇ ʲʽʲ˂ʾˇ ʶˊʴʰˋʾʰˌ ˁ ʰʽ ˁʱ˄ʶˍʶ ˁ˂ʽˁ ˋˍˇ ˁ ˇˎ˃ˉʾ Open. 

 

ɳʽˁˈ˄ʰ 12Φ ɳˉʽ˂ˇʴʺ ʲʽʲ˂ʾˇˎ ʶˊʴʰˋʾʰˌ Invoice ɹ ʽʰ ʱ˄ˇʽʴ˃ʰΦ 

ɮˁˇ˂ˇˏʻ˖ˌ ʻʰ ʶ˃˒ʰ˄ʽˋˍˇˏ˄ ˍʰ ˉʶˊʽʶ˔ˈ˃ʶ˄ʰ ˍˇˎ ʲʽʲ˂ʾˇˎ ʶˊʴʰˋʾʰˌ ̄ ˇˎ ʷ˔ʶˍʶ ʰ˄ˇʾ˅ʶʽΦ 
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5. ɲʹ˃ʽˇˎˊʴʾʰ ˁʰʽ˄ˇˏˊʴʽˇˎ ˉˊˇˍˏˉˇˎ ʲʽʲ˂ʾˇˎ ʶˊʴʰˋʾʰˌ 
 

ʅʶ ʰˎˍʺ ˍʹ˄ ʶ˄ˈˍʹˍʰ Σ ʻʰ ˋˎʸʹˍʺˋˇˎ˃ʶ ˉ˗ˌ ˄ʰ ˔ˊʹˋʽ˃ˇˉˇʽʺˋʶˍʶ ʷ˄ʰ ʺʵʹ ˎˉʱˊ˔ˇ˄ 

ˉˊˈˍˎˉˇ ʴʽʰ ˍˇ ˄ʷˇ ʲʽʲ˂ʾˇ ʶˊʴʰˋʾʰˌ ̀ ʰˌΦ ɴ˄ʰ ˉˊˈˍˎˉˇ ʶˉʽ˂ʷʴʶˍʰʽ ˁʰˍʱ ˍʹ ̀ ˍʽʴ˃ʺ ˉˇˎ 

ʵʹ˃ʽˇˎˊʴʶʾˍʶ ʷ˄ʰ ˄ʷˇ ˁʶ˄ˈ ʲʽʲ˂ʾˇ ʶˊʴʰˋʾʰˌ. 

 

ɰʺ˃ʰ м:̌ ɱʽʰ ˄ʰ ˅ʶˁʽ˄ʺˋʶˍʶ ʷ˄ʰ ˄ʷˇ ʲʽʲ˂ʾˇ ʶˊʴʰˋʾʰˌΣ ˁʱ˄ˍʶ ˁ˂ʽˁ ˋˍʹ˄ ˁʰˊˍʷ˂ʰ File ˁ ʰʽ 

ʰˁˇ˂ˇˏʻ˖ˌ ˋˍʹ˄ ʶˉʽ˂ˇʴʺ New. 

 

ɳʽˁˈ˄ʰ 13Φ ɰʽʲ˂ʾˇ ʶˊʴʰˋʾʰˌ ʰˉˇ ˉˊˈˍˎˉˇΦ 
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ɰʺ˃ʰ н:̌ Yʱ˄ʶˍʶ ˁ˂ʽˁ ˋˍʹ˄ ʶˉʽ˂ˇʴʺ Sample Templates ̍ ˉ˖ˌ ˒ʰʾ˄ʶˍʰʽ ˋˍʹ˄ ɳʽˁˈ˄ʰ мпΦ. 

ɮˎˍˈ ʻʰ ʶ˃˒ʰ˄ʾˋʶʽ ˍʰ ʵʽʰʻʷˋʽ˃ʰ ˉˊˈˍˎˉʰ ʷʴʴˊʰ˒ʰ ̍ ˉ˖ˌ ˒ʰʾ˄ʶˍʰʽ ˋˍʹ˄ ɳʽˁˈ˄ʰ мр.  

 

ɳʽˁˈ˄ʰ 14.. ɳˉʽ˂ˇʴʺ Sample Templates. 

 

ɳʽˁˈ˄ʰ 15. ɲʽʰʻʷˋʽ˃ʰ ˉˊˈˍˎˉʰ ʷʴʴˊʰ˒ʰΦ 

  
















































































