
�¿¯½ÅÃ· �µ´¿¾°¿Ë¿ ¾µ 
§À¿½¿³»ÃÄ»¼¯ ¨Ï½½³
� ÅÀ¿»¿³¹ÃÄ±Ã µÀµ¾µÁ³¯¶µÄ³¹ ´µ´¿¼°½³ º³¹ ¼³Ã À³Á°Çµ¹ ÇÁ±Ã¹¼µÃ 
À»·Á¿Æ¿Á²µÃ. £Ä·½ µ½ÏÄ·Ä³ ³ÅÄ± ¸³ ¼¯¸¿Å¼µ ÀÑÃ ½³ ÇÁ·Ã¹¼¿À¿¹¿Ð¼µ 
Ä³ §À¿»¿³¹ÃÄ¹º¯ ¨Ð»»³ ³¹³ Ä·½ ³½¯»ÅÃ· º³¹ µÀµ¾µÁ³³Ã²³ ´µ´¿¼°½Ë½.
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�ÃµÁµÄ³³Ã¯³ �µ´Â¿¯ÀËÀ
01

£Å»»¿³±
£Å³º°½ÄÁËÃ· ÄË½ º³Ä¯»»·»Ë½ ÃÄ¿¹Çµ²Ë½ ³ÀÏ °½³ À»±¸¿Ã ´µ´¿¼°½Ë½

02

§À¿»¿³¹Ã¼¿²
�ºÄ°»µÃ· ÄË½ ³À³Á³²Ä·ÄË½ ¼³¸·¼³Ä¹ºÏ½ ÀÁ¯¾µË½

03

�À¿¸±ºµÅÃ·
�³Ä³³Á³Æ± Ä·Ã À»·Á¿Æ¿Á²³Ã ³¹³ ¼µ»»¿½Ä¹º± ÇÁ±Ã·

04

�¹³½¿¼±
�¿¹Á³Ã¼ÏÃ Ä·Ã À»·Á¿Æ¿Á²³Ã ¼µ ¯»»¿ÅÃ ÇÁ±ÃÄµÃ
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¤¿ £·Á»´¯½½¿¿ ÄË¿ 
¥À¿½¿µ»ÃÄ»¼Ð¿ ¦Ï½½Ë¿
�¿¾¯ ¦Ï½½¿Å

�Á³¼¼°Ã ¼µ ³Á¹¸¼·Ä¹º± 
¿½¿¼³Ã²³ (1, 2, 3...)
£Ä±»µÃ ¼µ »³Ä¹½¹º¯ ³Á¯¼¼³Ä³ 
(A, B, C...)
�µ»¹¯ ¼µ ¼¿½³´¹º± ´¹µÐ¸Å½Ã· 
(À.Ç. A1, B3)

£»³²Ã¹¿ ¿½Ï¼³Ä¿Ã º³¹ 
³Á³¼¼± ÄÐÀË½

�³Ã»¼¯ £Ä¿»Ç·°³

¤¿ º¯¸µ ºµ»² ¼À¿Áµ² ½³ ÀµÁ¹°Çµ¹ 
ºµ²¼µ½¿, ³Á¹¸¼¿ÐÃ, ·¼µÁ¿¼·½²µÃ 
± ÄÐÀ¿ÅÃ. � Ä¿¼± ³Á³¼¼±Ã º³¹ 
ÃÄ±»·Ã ´·¼¹¿ÅÁ³µ² Ä¿ ºµ»² ¼µ 
¼¿½³´¹º± ´¹µÐ¸Å½Ã·.
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�³Ä·³¿Á»¿À¿¯·Ã· �µ´¿¿¯ÀËÀ
¤³ ´µ´¿¼°½³ ¿Á³³½Ñ½¿½Ä³¹ Ãµ À²½³ºµÃ ¼µ ³Á³¼¼°Ã º³¹ ÃÄ±»µÃ. �¯¸µ 
³Á³¼¼± ³½Ä¹ÀÁ¿ÃËÀµÐµ¹ ¼¹³ µ³³Á³Æ±, µ½Ñ º¯¸µ ÃÄ±»· °½³ 
Ç³Á³ºÄ·Á¹ÃÄ¹ºÏ.

¤¼±¼³
�½¿¼³Ã²³ º¯¸µ Ä¯¾·Ã

 »±¸¿Ã �³¸·ÄÑ½
£Å½¿»¹ºÏÃ ³Á¹¸¼ÏÃ ¼³¸·ÄÑ½

£Å¼¼µÄ°Ç¿½ÄµÃ
�Á¹¸¼ÏÃ ÃÅ¼¼µÄµÇÏ½ÄË½ ÃÄ·½ µº´Á¿¼±

¤³¼µ²¿
�¹³¸°Ã¹¼³ ÇÁ±¼³Ä³ Ä¼±¼³Ä¿Ã
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�»³È·¯Á»Ã· �·½»Ï¿ ¼³» �¿ÁÇ¿À¿¯·Ã·

�À¹»¿³± �µ»¹Ñ½
�À¹»¿³± ¼µ¼¿½É¼°½É½ ºµ»¹Ñ½ ± 
ÀµÁ¹¿ÇÑ½ (À.Ç. A2:D4) ¼µ À¿½Ä²º¹ ± 
À»·ºÄÁ¿»Ï³¹¿

�»»³³± �µ³°¸¿ÅÃ
£Á¿Ã³Á¼¿³± À»¯Ä¿ÅÃ ÃÄ·»Ñ½ º³¹ 
ÐÈ¿ÅÃ ³Á³¼¼Ñ½ ¼µ ´¹À»Ï º»¹º ÃÄ·½ 
ºµÆ³»²´³

�¿ÁÆ¿À¿²·Ã·
�Æ³Á¼¿³± ³Á³¼¼³Ä¿Ãµ¹ÁÑ½, 
ÇÁÉ¼¯ÄÉ½, ÀµÁ¹³Á³¼¼¯ÄÉ½ º³¹ 
ÃÄ¿²Ç¹Ã·Ã ºµ¹¼°½¿Å
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§³À»¿Ï¾·Ã· ¼³» �¿¯½ÇÃ· �¸·Á¾°¿Ë¿
� Ä³¾¹½Ï¼·Ã· ¶·¶¿¼°½Ë½ ¼³Ã ·À¹ÄÁ°À·¹ ½³ ·¾¯µ¿Å¼· ÇÁ±Ã¹¼·Ã 
À»·Á¿Æ¿Á²·Ã. �À¿Á¿Ð¼· ½³ Ä³¾¹½¿¼±Ã¿Å¼· ¼· ´¯Ã· ¿À¿¹³¶±À¿Ä· 
ÃÄ±»· (³Ð¾¿ÅÃ³ ± Æ¸²½¿ÅÃ³ Ã·¹Á¯).

�»³·»¼³Ã¯³ §³À»¿Ï¾·Ã·Ã

�À¹»¿µ± º·»¹¿Ð ³ÀÏ Ä³ ¶·¶¿¼°½³1.
�·½¿Ð: �·¶¿¼°½³ ³ ¤³¾¹½Ï¼·Ã·2.
�À¹»¿µ± ºÁ¹Ä·Á²¿Å Ä³¾¹½Ï¼·Ã·Ã3.
�Æ³Á¼¿µ± º³¹ ³½¯»ÅÃ· ³À¿Ä·»·Ã¼¯ÄË½4.

£·¿³ÀÇ»¼Ï: � Ä³À»¿Ï¾ºÃº ¾ÂÁÃ¸° ¿³ 
³ÂÁ¼³½ÐÈ¸» Â½ºÃÁÆÁÃ°¸Ã ÂÁÅ ·¸¿ 
³¿³¹ºÄÁÐ¾¸ ³ÃÇ»¼ ,̄ ³½½¯ ¸°¿³» ÂÁ½Ð 
ÇÃ¯Ã»¾¸Ã!
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¨À¿½¿³»Ã¾¿¯ ¼³» §ÏÀ¿»

£ÁÏÃ¸·Ã·
£Ð¼´¿»¿: +

�Æ³²Á·Ã·
£Ð¼´¿»¿: -

£¿»»³À»³Ã¹³Ã¼ÏÃ
£Ð¼´¿»¿: *

�¹³²Á·Ã·
£Ð¼´¿»¿: /

�¯¸· ÄÐÀ¿Ã ¾·º¹½¯ ¼· Ä¿ ÃÐ¼´¿»¿ = º³¹ ¼À¿Á·² ½³ ³½³Æ°Á·Ä³¹ Ã· 
º·»¹¯ ¼· Ä¿ Ï½¿¼¯ Ä¿ÅÃ (À.Ç. =A1*2 ± =(E4/C16)*C7)
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§Ã¯Ã· £Å¿³ÃÄ¯Ã·Ë¿
�» ÃÅ¿³ÃÄ±Ã·»Ã ³ÅÄÁ¾³ÄÁÂÁ»ÁÐ¿ ·Â³¿³½³¾´³¿Ï¾·¿·Ã ·Ãµ³Ã²·Ã, ·ÀÁ»¼Á¿Á¾Ñ¿Ä³Ã ÇÃÏ¿Á ¼³» ¾·»Ñ¿Á¿Ä³Ã ÃÆ¯½¾³Ä³.

SUM
¥ÂÁ½Áµ²¸·» ÄÁ ¯ºÃÁ»Ã¾³ ¾»³Ã 
Â·Ã»ÁÇ±Ã ¼·½»Ñ¿

AVERAGE
¥ÂÁ½Áµ²¸·» ÄÁ¿ ¾°ÃÁ ÏÃÁ Ä»¾Ñ¿

COUNT
�·ÄÃ¯ ÄÁ¿ ³Ã»º¾Ï ¼·½»Ñ¿ ¾· 
³Ã»º¾ÁÐÃ

MAX / MIN
�¾Æ³¿²¸·» Ä¹ ¾·µ³½ÐÄ·Ã¹ ± ¾»¼ÃÏÄ·Ã¹ Ä»¾±

IF
�½°µÇ·» ÃÅ¿º±¼¹ ¼³» ·Â»ÃÄÃ°Æ·» ¶»³ÆÁÃ·Ä»¼°Ã Ä»¾°Ã
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�ÅÄÏ¾³Ä· �¿·¾¯ÃËÃ· §ÂÁ½Á³»Ã¾Ï¿
�Å¿³¾»¼° �Â·À·Ã³³Ã±³

�Ä³½ ³»»¯¶¿Å¼µ Ä³ ´µ´¿¼°½³ Ãµ °½³ ºµ»², Ï»¿¹ ¿¹ ÅÀ¿»¿³¹Ã¼¿² 
À¿Å µ¾³ÁÄÑ½Ä³¹ ³ÀÏ ³ÅÄÏ µ½·¼µÁÑ½¿½Ä³¹ ³ÅÄÏ¼³Ä³.

�ÅÄÏ Ã·¼³²½µ¹ ÏÄ¹ ¼À¿Á¿Ð¼µ ½³ ´·¼¹¿ÅÁ³±Ã¿Å¼µ ³·À»¼¯Ã 
ÇÏÃ¿·Ã À¿Å µÀ³½³ÇÁ·Ã¹¼¿À¿¹¿Ð½Ä³¹ ¼µ ´¹³Æ¿ÁµÄ¹º¯ ´µ´¿¼°½³.

1

�»»³³± �µ´¿¼°½Ë½
§Á¿À¿À¿²·Ã· Ä¹¼Ñ½ µ¹ÃÏ´¿Å

2

�ÅÄÏ¼³Ä¿Ã ¨À¿»¿³¹Ã¼ÏÃ
�¼µÃ· µ½·¼°ÁËÃ· ÄÐÀË½

3

�°³ �À¿Äµ»°Ã¼³Ä³
�¹¿Á¸Ë¼°½µÃ À»·Á¿Æ¿Á²µÃ
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�°¿³Ä³ �ÃµÁµÄ³³Ã±³Ã �µ´Â¿¯ÀËÀ

�³Ä³¿ÁÑ¿Ä³Ã Ä¹ ÇÃ±Ã¹ ÄË¿ §ÂÁ½Áµ»ÃÄ»¼Ñ¿ ¨Ð½½Ë¿, ¾ÂÁÃÁÐ¾· ¿³ ¶»·Å¼Á½Ð¿ÁÅ¾· Ä¹¿ ¼³º¹¾·Ã»¿± ¾³Ã ¸Ë± ¾· 
³ÂÁÄ·½·Ã¾³Ä»¼± ³¿¯½ÅÃ¹ ¶·¶Á¾°¿Ë¿.

£Å½½Áµ±
�³Ä³µÃ³Æ± Ã· ¹½·¼ÄÃÁ¿»¼± ¾ÁÃÆ±

�³Ä¹µÁÃ»ÁÂÁ²¹Ã¹
�Ãµ¯¿ËÃ¹ Ã· ¼³Ä¹µÁÃ²·Ã

§ÂÁ½Áµ»Ã¾ÏÃ
�¼Ä°½·Ã¹ ¾³º¹¾³Ä»¼Ñ¿ ÂÃ¯À·Ë¿

�ÂÁº±¼·ÅÃ¹
¨Ð½³À¹ ÃÄÁ¿ ÅÂÁ½Áµ»ÃÄ±

�¿¯¼Ä¹Ã¹
 ÃÏÃ´³Ã¹ ÃÄ³ ³ÂÁº¹¼·Å¾°¿³ 

¶·¶Á¾°¿³

�»³¿Á¾±
�Á»Ã³Ã¾ÏÃ ¾°ÃË ¶»¼ÄÐÁÅ
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