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ËÄØÝÉÀÈÀ ÊÖÒÓÛÉ ÌÏÝÄÌÖËÉÀ ÔÄØÍÉÊÖÒ ÌÄÝÍÉÄÒÄÁÀÈÀ ÀÊÀÃÄÌÉÖÒÉ 

ÃÏØÔÏÒÉÓ, ÈÁÉËÉÓÉÓ ÙÉÀ ÓÀÓßÀÅËÏ ÖÍÉÅÄÒÓÉÔÄÔÉÓ ÓÀÓßÀÅËÏ 

ÐÒÏÝÄÓÉÓ ÌÀÒÈÅÉÓ ÃÄÐÀÒÔÀÌÄÍÔÉÓ Ö×ÒÏÓÉÓ ÌÏÀÃÂÉËÉÓ, ÉÍÑÉÍÄ-

ÒÉÉÓ ×ÀÊÖËÔÄÔÉÓ ÃÄÊÀÍÉÓ, ÓÀÉÍ×ÏÒÌÀÝÉÏ ÔÄØÍÏËÏÂÉÄÁÉÓ ÓÀÌÓÀ-

áÖÒÉÓ Ö×ÒÏÓÉÓ, ÊÏÌÐÉÖÔÄÒÖËÉ ÌÄÝÍÉÄÒÄÁÉÓ ÐÒÏ×ÄÓÉÖËÉ, ÓÀÁÀ-

ÊÀËÀÅÒÏ ÃÀ ÓÀÌÀÂÉÓÔÒÏ ÓÀÓßÀÅËÏ ÐÒÏÂÒÀÌÄÁÉÓ áÄËÌÞÙÅÀÍÄ-

ËÉÓ, ÌÏÌÀÝÄÌÈÀ ÁÀÆÄÁÉÓ ÌÉÌÀÒÈÖËÄÁÉÓ Ö×ÒÏÓÉÓ, ÊÏÌÐÉÖÔÄÒÖËÉ 

ÌÄÝÍÉÄÒÄÁÉÓ ÓÒÖËÉ ÐÒÏ×ÄÓÏÒÉÓ ÍÖÂÆÀÒ ÀÌÉËÀáÅÀÒÉÓ ÃÀ 

ÌÀÈÄÌÀÔÉÊÉÓ ÌÄÝÍÉÄÒÄÁÀÈÀ ÀÊÀÃÄÌÉÖÒÉ ÃÏØÔÏÒÉÓ ÓÀØÀÒÈÅÄËÏÓ 

ÓÀÌÈÀÅÒÏÁÏ ÊÀÍÝÄËÀÒÉÉÓ ÓÀÉÍ×ÏÒÌÀÝÉÏ ÔÄØÍÏËÏÂÉÄÁÉÓ ÓÀÌÓÀ-

áÖÒÉÓ Ö×ÒÏÓÉ ÓÐÄÝÉÀËÉÓÔÉÓ, ÈÁÉËÉÓÉÓ ÙÉÀ ÓÀÓßÀÅËÏ ÖÍÉÅÄÒÓÉ-

ÔÄÔÉÓ ÊÏÌÐÉÖÔÄÒÖË ÌÄÝÍÉÄÒÄÁÀÈÀ ÀÓÉÓÔÄÍÔ ÐÒÏ×ÄÓÏÒÉÓ ÂÉÏÒÂÉ 

ÀÌÉËÀáÅÀÒÉÓ ÄÒÈÏÁËÉÅÉ ËÄØÝÉÀÈÀ ÊÖÒÓÉ, ÒÏÌÄËÛÉÝ ÂÀÃÌÏÝÄ-

ÌÖËÉÀ ÌÒÀÅÀËßËÉÀÍÉ (20 ßÄËÆÄ ÌÄÔÉ), ÌÄÈÏÃÖÒÀÃ ÃÀÌÖ-

ÛÀÅÄÁÖËÉ, ËÄØÝÉÄÁÉÓ ÊÖÒÓÉ. 

ËÄØÝÉÀÈÀ ÊÖÒÓÛÉ ÌÏÝÄÌÖËÉÀ ÌÀÉÊÒÏÓÏ×ÔÉÓ ÓÀÏ×ÉÓÄ ÐÒÏÂÒÀÌÀ 

Excel-ÉÓÀ ÃÀ Access-ÉÓ ÌÀÒÈÅÉÓ ÃÀ ÌÀÓÛÉ ÌÖÛÀÏÁÉÓ ÖÍÓÔÒÖØÝÉÄÁÉ 

ÚÅÄËÀ ÌÄÍÉÖÄÁÉÓ ÂÀÍáÉËÅÉÈ, ÒÏÌÄËÉÝ ÄÓÀàÉÒÏÄÁÀ ÍÄÁÉÓÌÉÄÒ Ó×Ä-

ÒÏÛÉ ÌÏÙÅÀßÄ ÊÏÌÐÉÖÔÄÒÉÓ ÌÏÌáÌÀÒÄÁÄËÓ. 

ßÉÂÍÉ, ÞÉÒÉÈÀÃÀÃ, ÂÀÍÊÖÈÅÍÉËÉÀ ÖÍÉÅÄÒÓÉÔÄÔÉÓ ÓÔÖÃÄÍÔÄÁÉÓÀ-

ÈÅÉÓ. ÀÓÄÅÄ ÌÏÝÄÌÖËÉ ßÉÂÍÉÈ ÛÄÖÞËÉÀÈ ÉáÄËÌÞÙÅÀÍÄËÏÍ ÉÌ 

ÐÉÒÄÁÌÀÝ, ÒÏÌËÄÁÓÀÝ ÀÒ ÂÀÀÜÍÉÀÈ ÊÏÌÐÉÖÔÄÒÈÀÍ ÖÒÈÉÄÒÈÏÁÉÓ 

ÂÀÌÏÝÃÉËÄÁÀ. 

ÀÅÔÏÒÄÁÉ ßÉÍÀÓßÀÒ ÖáÃÉÀÍ ÌÀÃËÏÁÀÓ ßÉÍÀÃÀÃÄÁÄÁÉÓÀÈÅÉÓ ÃÀ ÛÄ-

ÍÉÛÅÍÄÁÉÓÀÈÅÉÓ, ÒÏÌÄËÉÝ ÛÄÂÉÞËÉÀÈ ÂÀÌÏÀÂÆÀÅÍÏÈ ÄËÄØÔÒÏÍÖ-

ËÉ ×ÏÓÔÉÓ ÌÉÓÀÌÀÒÈÆÄ nukriami@gmail.com ÀÍ ÐÉÒÃÀÐÉÒ ÖÒÈÉ-

ÄÒÈÏÁÄÁÉÓÀÈÅÉÓ ÔÄËÄ×ÏÍÆÄ: (599) 559901. 

ISBN 978-9941-0-5736-6 

ÚÅÄËÀ Ö×ËÄÁÀ ÃÀÝÖËÉÀ. ÀÌ ßÉÂÍÉÓ ÀÒÝÄÒÈÉ ÍÀßÉËÉ (ÉØÍÄÁÀ ÄÓ 

ÔÄØÓÔÉ,×ÏÔÏ, ÉËÖÓÔÒÀÝÉÀ ÈÖ ÓáÅÀ)ÀÒÀÍÀÉÒÉ ×ÏÒÌÉÈ ÃÀ 

ÓÀÛÖÀËÄÁÉÈ (ÉØÍÄÁÀ ÄÓ ÄËÄØÔÒÏÍÖËÉ ÈÖ ÌÄØÀÍÉÊÖÒÉ), ÀÒ 

ÛÄÉÞËÄÁÀ ÂÀÌÏÚÄÍÄÁÖË ÉØÍÄÓ ÀÅÔÏÒÄÁÉÓ ßÄÒÉËÏÁÉÈÉ ÍÄÁÀÒÈÅÉÓ 

ÂÀÒÄÛÄ.ÓÀÀÅÔÏÒÏ Ö×ËÄÁÄÁÉÓ ÃÀÒÙÅÄÅÀ ÉÓãÄÁÀ ÊÀÍÏÍÉÈ. 
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ÀÌ ÍÀßÉËÉÓ ßÀÊÉÈáÅÉÓ ÛÄÌÃÄÂ ÌÏÌáÌÀÒÄÁÄËÓ 

ÄÝÏÃÉÍÄÁÀ: 
 ÒÏÂÏÒ ÛÄÅØÌÍÀÈ ÀáÀËÉ ßÉÂÍÉ 
 ÒÏÂÏÒ ÃÀÅÁÄàÃÏÈ ßÉÂÍÉ 
 ÒÏÂÏÒ ÂÀÅÀÂÆÀÅÍÏÈ ßÉÂÍÉ ÄËÄØÔÒÏÍÖËÉ 

ßÄÒÉËÉÈ 
 ÒÏÂÏÒ ÅÀßÀÒÌÏÏÈ ÛÄÝÅËÀ ÓÀÁÖÈÛÉ 
 ÒÏÂÏÒ ÅÝÅÀËÏÈ ßÉÂÍÉÓ ÜÅÄÍÄÁÀ 
 ÒÏÂÏÒ ÅÀ×ÏÒÌÀÔÉÒÏÈ ÓÀÈÀÅÄ ÃÀ ÁÏËÏ 
 ÒÏÂÏÒ ÜÀÅÓÅÀÈ ßÚÅÄÔÄÁÉ 
 ÒÏÂÏÒ ÅÀßÀÒÌÏÏÈ ×ÏÒÌÖËÄÁÉÓ ÛÄÚÅÀÍÀ ÃÀ 

ÃÀÈËÀ ÝáÒÉËÄÁÛÉ 
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ÐÒÏÂÒÀÌÉÓ ÜÀÒÈÅÀ 

ÓÀÏ×ÉÓÄ ÐÒÏÂ-

ÒÀÌÀ Excel-ÉÓ ÜÀÓÀÒ-

ÈÀÅÀÃ ÌÏÌáÌÀÒÄÁÄË-

ÌÀ ÖÍÃÀ ÂÀÀÀØÔÉÖÒÏÓ 

Start\All Programs\ 

Microsoft Office\Mic-

rosoft Office Excel 

2003 ÂÆÀ, ÒÏÌËÉÓ 

ÛÄÌÃÄÂÀÝ ÜÀÉÔÅÉÒÈ-

ÅÄÁÀ ÀÙÍÉÛÍÖËÉ 

ÐÒÏÂÒÀÌÀ ÃÀ ÌÏÌá-

ÌÀÒÄÁÄËÓ ÛÄÖÞËÉÀ 

ÌÀÓÛÉ ÌÖÛÀÏÁÀ. ÀØÅÄ 

ÀÒÉÀÍ ÂÀÍÈÀÅÓÄÁÖËÍÉ ÓáÅÀ ÓÀÏ×ÉÓÄ 

ÐÒÏÂÒÀÌÄÁÉÝ. 

ÐÒÏÂÒÀÌÉÓ ÂÀáÓÍÉÓÀÓ ×ÀÍãÒÉÓ ÌÀ-

ÒãÅÄÍÀ ÌÉÃÀÌÏÛÉ ÂÀÌÏÉÓÀáÄÁÀ ÀÌÏ-

ÝÀÍÀÈÀ ÐÀÍÄËÉ (Task Pane), ÒÏÌËÉÓ 

ÆÄÃÀ ÍÀßÉËÛÉ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ 

ÓÀÛÖÀËÄÁÀ ÉÓÀÒÂÄÁËÏÓ ÉÍÔÄÒÍÄÔÉÓ 

ÓÀÛÖÀËÄÁÄÁÉÈ: Microsoft Office-ÉÓ ÅÄÁ-

ÂÅÄÒÃÈÀÍ ÃÀÊÀÅÛÉÒÄÁÀ, ÐÒÏÂÒÀÌÀÓÈÀÍ 

ÃÀÊÀÅÛÉÒÄÁÖËÉ ÁÏËÏ ÓÉÀáËÄÄÁÈÀÍ 

ÂÀÝÍÏÁÀ, ÐÒÏÂÒÀÌÉÓ ÀÅÔÏÌÀÔÖÒÉ ÂÀÍÀá-

ËÄÁÀ ÃÀ ÃÀÌáÌÀÒÄ ÉÍ×ÏÒÌÀÝÉÉÓ ÌÏÞÉÄ-

ÁÀ. ÌÏÝÄÌÖË ÐÀÍÄËÉÓ ØÅÄÃÀ ÍÀßÉËÛÉ 
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ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÂÀáÓÍÀÓ ÖÊÅÄ ÛÄØÌÍÉËÉ ßÉÂÍÄÁÉ 

ÀÍ ÛÄØÌÍÀÓ ÀáÀËÉ ßÉÂÍÉ. 

ÀÌÏÝÀÍÀÈÀ ÐÀÍÄËÉÓ ÓÀÈÀÖÒ-

ÛÉ ÂÀÍËÀÂÄÁÖËÉ ÜÀÌÏÓÀÛËÄËÉ ÌÄ-

ÍÉÖÛÉ ÂÀÌÏÓÀáÖËÉÀ ÐÒÏÂÒÀÌÀÓÈÀÍ 

ÖÒÈÉÄÒÈÏÁÉÓ ÓÀáÅÀÃÀÓáÅÀ ÓÀÛÖÀ-

ËÄÁÄÁÉ: 

- ÃÀáÌÀÒÄÁÀ 

- ÞÄÁÍÀ 

- ÊËÉÐÀÒÔÄÁÉ 

- ÃÀÌÀÔÄÁÉÈÉ ÞÄÁÍÀ 

- ÃÀÌÀáÓÏÅÒÄÁÖËÉ ×ÒÀÂÌÄÍÔÄÁÉ 

- ÀáÀËÉ ßÉÂÍÉ 

- ÛÀÁËÏÍÄÁÉ 

- ÓÀÌÖÛÀÏ ÓÉÅÒÝÄ 

- ÓÀÁÖÈÉÓ ÂÀÍÀáËÄÁÀ 

- XML ÒÖØÄÁÉ 

ÞÉÒÉÈÀÃÀÃ ÄÓ ÌÄÍÉÖÄÁÉ ÄÌÓÀáÖÒÄÁÉÀÍ ÌÉÈÉÈÄÁÖËÉ ×ÖÍØÝÉÄ-

ÁÉÓ ÉÍÔÄÒÍÄÔÉÓ ÂÀÌÏÚÄÍÄÁÉÈ ßÀÒÌÏÄÁÀ, ÌÀÂÒÀÌ ÀÒÓÄÁÏÁÓ ÀÂÒÄÈÅÄ 

ÀÌ ÌÄÍÉÖÄÁÛÉ ÄËÄÌÄÍÔÄÁÉ, ÒÏÌËÄÁÉÝ ÀÒ ÓÀàÉÒÏÄÁÄÍ ÉÍÔÄÒÍÄÔÓ (ÄÓ 

×ÖÍØÝÉÄÁÉ ÖÊÅÄ ÂÀÍáÉËÖËÉÀ ËÄØÝÉÀÈÀ ÊÖÒÓÉÓ I ÍÀßÉËÛÉ). 

Microsoft Office Excel 2003-ÉÓ ×ÀÍãÒÉÓ ÆÄÃÀ ÍÀßÉËÉÓ ÐÉÒÅÄ-

ËÉÅÄ ÆÏËÉ ÀÒÉÓ ÌÈÀÅÀÒÉ ÌÄÍÉÖÓ ÆÏËÉ, ÒÏÌËÉÓ ÌÄÛÅÄÏÁÉÈÀÝ 

ÌÏÌáÌÀÒÄÁÄËÓ ÛÄÖÞËÉÀ ÀßÀÒÌÏÏÓ ÚÅÄËÀ ÓÀÓÖÒÅÄËÉ ÌÏØÌÄÃÄÁÀ, 

ÒÀÝ ÀÒÉÓ ÃÀÊÀÅÛÉÒÄÁÖËÉ ßÉÂÍÉÓ ÛÄØÌÍÀ-×ÏÒÌÀÔÉÒÄÁÉÓÀÈÅÉÓ. 
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ÌÈÀÅÀÒÉ ÌÄÍÉÖÓ ÆÏËÉÓ ÐÉÒÅÄËÉÅÄ ÌÄÍÉÖ ÀÒÉÓ ×ÀÉËÉ (File). 

ÂÀÍÅÉáÉËÏÈ ÉÂÉ. 

ÌÄÍÉÖ ×ÀÉËÉ (File) 

ÌÄÍÉÖÓ ÐÉÒÅÄËÉ 

ÓÔÒÉØÏÍÉ ÀáÀËÉ... 

(New...) ÂÀÌÏÉÚÄÍÄÁÀ Àá-

ÀËÉ ßÉÂÍÉÓ ÛÄØÌÍÉÓÀÈ-

ÅÉÓ, ÒÏÌËÉÓ ÛÄÃÄÂÀÃÀÝ 

ÄÊÒÀÍÉÓ ÌÀÒãÅÄÍÀ ÌÉÃÀ-

ÌÏÛÉ ÂÀÉáÓÍÄÁÀ ÞÉÒÉÈÀ-

ÃÉ ÌÄÍÉÖ ÀáÀËÉ ÓÀÌÖ-

ÛÀÏ ßÉÂÍÉ (New Work-

book), ÒÏÌËÉÓ ÛÄÌÀÅÀ-

ËÉ ØÅÄÌÄÍÉÖÄÁÉÀ ÀáÀËÉ 

(New) ÃÀ ÛÀÁËÏÍÄÁÉ 

(Templates). 

ÐÉÒÅÄË ÍÀßÉËÛÉ 

áÏÒÝÉÄËÃÄÁÀ ÓÖ×ÈÀ 

ÓÀÌÖÛÀÏ ßÉÂÍÉÓ (Blank 

workbook) ÂÀáÓÍÀ ÃÀ ÖÊ-

ÅÄ ÛÄØÌÍÉËÉ ÓÀÌÖÛÀÏ 

ßÉÂÍÉÓÀÂÀÍ (From existing workbook...). ÌÄÏÒÄ ÍÀßÉËÛÉ áÏÒÝÉÄË-

ÃÄÁÀ ÛÀÁËÏÍÄÁÉÓ ÛÄÒÜÄÅÀ Ï×ÉÓÉÓ ÅÄÁ-ÂÅÄÒÃÉÃÀÍ (Templetes on 

Office Online), ÜÄÌÉ ÊÏÌÐÉÖÔÄÒÉÃÀÍ (On my computer...) ÃÀ ÜÄÌÉ 

ÅÄÁ-ÂÅÄÒÃÉÃÀÍ (On my Web sites...). 

ÌÄÍÉÖÓ ÌÄÏÒÄ ÓÔÒÉØÏÍÉ ÂÀáÓÍÀ... (Open...) ÂÀÌÏÉÚÄÍÄÁÀ 

ÛÄØÌÍÉËÉ ßÉÂÍÉÓ ÂÀáÓÍÉÓÀÈÅÉÓ, ÒÏÌËÉÓ ÛÄÃÄÂÀÃÀÝ ÄÊÒÀÍÉÓ 
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ÝÄÍÔÒÛÉ ÂÀÌÏÉÓÀáÄÁÀ ×ÀÉËÉÓ ÂÀáÓ-

ÍÉÓ ×ÀÍãÀÒÀ. ×ÀÉËÉÓ ÔÉÐÉÓ ÓÔÒÉØÏ-

ÍÛÉ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀ-

ËÄÁÀ ÂÀáÓÍÀÓ ÒÏÂÏÒÝ ÓáÅÀÃÀÓáÅÀ 

ÅÄÒÓÉÉÓ ÄØÓÄËÉÓ ßÉÂÍÄÁÉ, ÀÓÄÅÄ 

ÓáÅÀÃÀÓáÅÀ ÝáÒÉËÄÁÉÓ 

ÒÄÃÀØÔÏÒÄÁÉÓ ×ÀÉËÄÁÉ, 

ÓáÅÀÃÀÓáÅÀ ÌÏÍÀÝÄÌÈÀ ÁÀÆÄÁÉÓ 

ÝáÒÉËÄÁÉ, ÔÄØÓÔÖÒÉ ×ÀÉËÄÁÉ, 

ÛÀÁËÏÍÄÁÉ ÃÀ ÓáÅ. 

ÌÄÍÉÖÓ ÃÀÍÀÒÜÄÍÉ ÓÔÒÉØÏÍÄÁÉ ×ÀÉËÉÓ ÞÄÁÍÀ...-ÌÃÄ (File 

Search...) ÖÊÅÄ ÀÙßÄÒÉËÉÀ ÌÝÄÌÖËÉ ËÄØÝÉÀÈÀ ÊÖÒÓÉÓ I ÍÀßÉËÛÉ. 

×ÀÉËÉÓ ÞÄÁÍÉÓ ÓÔÒÉØÏÍÉÓ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÄÊÒÀÍÉÓ ÌÀÒãÅÄÍÀ 

ÌÉÃÀÌÏÛÉ ÂÀÉáÓÍÄÁÀ ÞÉÒÉÈÀÃÉ 

ÌÄÍÉÖ ÞÉÒÉÈÀÃÉ ×ÀÉËÉÓ ÞÄÁÍÀ 

(Basic File Search), ÒÏÌËÉÓ 

ÛÄÌÀÅÀËÉ ØÅÄÌÄÍÉÖÄÁÉÀ ÞÄÁÍÉÓÀÈÅÉÓ 

(Search for), ÞÄÁÍÉÓ ÓáÅÀ Ï×ÝÉÄÁÉ 

(Other Search Options) ÃÀ ÊÉÃÄÅ 

ÍÀáÅÀ (See also). 

ÐÉÒÅÄË ÍÀßÉËÛÉ áÏÒÝÉÄË-

ÃÄÁÀ ÔÄØÓÔÉÓ ÞÄÁÍÀ (Search text), 

ÒÏÌÄËÛÉÝ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ 

ÓÀÛÖÀËÄÁÀ ÂÀáÓÍÉË ÓÔÒÉØÏÍÛÉ ÛÄÉ-

ÚÅÀÍÏÓ ÓÀÞÄÁÍÉ ÔÄØÓÔÉ ÃÀ ÌÏÉÞÉÏÓ 

ÉÂÉ. ÌÄÏÒÄ ÍÀßÉËÛÉ ÞÄÁÍÀ ÉØ (Se-

arch in), ÒÏÌÄËÛÉÝ ÌÏÌáÌÀÒÄÁÄËÓ 
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ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÌÉÖÈÉÈÏÓ ÓÀÞÄÁÍÉ ÌÉÃÀÌÏÓ ÌÉÈÉÈÄÁÀ, áÏËÏ 

ÛÄÌÃÄÂ ÜÀÌÏÓÛËÄË ÓÔÒÉØÏÍÛÉ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ 

ÌÉÖÈÉÈÏÓ ÓÀÞÄÁÍÉ ×ÀÉËÉÓ ÔÉÐÉ. ÌÄÓÀÌÄ ÍÀßÉËÛÉ ×ÀÉËÉÓ ÞÄÁÍÉÓ 

ÃÀÌÀÔÄÁÉÈÉ ÓÀÛÖÀËÄÁÀÍÉ (Advanced File Search) ÌÏÌáÌÀÒÄÁÄËÓ 

ÄÞËÄÅÀ ÞÄÁÍÉÓ ÃÀÌÀÔÄÁÉÈÉ ÓÀÛÖÀËÄÁÄÁÉ ÂÀÌÏÉÚÄÍÏÓ, ÂÀÍÌÄÏÒÄÁÉ-

ÈÉ ÞÄÁÍÀ (Research) ÃÀ ÞÄÁÍÀ ÌÏÝÄÌÖË ÓÀÁÖÈÛÉ (Find in this docu-

ment...) ÂÀÍÀáÏÒÝÉÄËÏÓ. 

ÌÄÍÉÖÓ ÃÀÍÀÒÜÄÍÉ ÓÔÒÉØÏÍÄÁÉ, ÂÀÒÃÀ ÁÄàÃÅÉÓ ×ÖÍØÝÉÄÁÉÓ 

ÓÔÒÉØÏÍÄÁÉÓÀ ÉÂÉÅÄÀ, ÒÀÝ ÓáÅÀ ÓÀÏ×ÉÓÄ ÐÒÏÂÒÀÌÄÁÛÉ ÃÀ ÖÊÅÄ 

ÀÙßÄÒÉËÉÀ ÌÏÝÄÌÖËÉ ËÄØÝÉÀÈÀ ÊÖÒÓÉÓ ÐÉÒÅÄË ÍÀßÉËÛÉ. 

ÁÄàÃÅÉÈÉ ÍÀßÉËÉÓ ÐÉÒÅÄËÉ ÓÔÒÉØÏÍÉÓ ÂÅÄÒÃÉÓ ÃÀÚÄÍÄÁÀ-Ó 

(Page Setup...) ÂÀÀØÔÉÖÒÄÁÉÓÀÓ, ÄÊÒÀÍÉÓ ÝÄÍÔÒÛÉ ÂÀÌÏÉÓÀáÄÁÀ 
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×ÀÍãÀÒÀ, ÒÏÌÄËÉÝ ÛÄÃÂÄÁÀ ÏÈáÉ ÜÀÍÀÒÈÉÓÀÂÀÍ: 

- ÂÅÄÒÃÉ (Page) 

- ÓÀÆÙÅÒÄÁÉ (Margins) 

- ÓÀÈÀÅÄ/×ÖÞÄ (Header/Foter) 

- ÝáÒÉËÉ (Sheet) 

ÐÉÒÅÄËÉ ÜÀÍÀÒÈÉ ÛÄÃÂÄÁÀ ÓÀÌÉ ÍÀßÉËÉÓÀÂÀÍ: 

- ÏÒÉÄÍÔÀÝÉÀ (Orientation), ÒÏÌÄËÛÉÝ ÖÍÃÀ ÛÄÉÀÒÜÄÓ ÂÅÄÒÃÉÓ 

ÏÒÉÄÍÔÀÝÉÀ: ÐÏÒÔÒÄÔÖËÉ (Portrait) ÀÍ ÐÄÉÆÀÑÖËÉ (Landsca-

pe). 

- ÛÊÀËÀ (Scaling), ÒÏÌÄËÛÉÝ ÛÄÓÀÞËÄÁÄËÉÀ ÃÀÀÚÄÍÃÄÓ ÓÀÁÄàÃ 

ÂÅÄÒÃÆÄ ÝáÒÉËÉÓ ÆÏÌÀ ÐÒÏÝÄÍÔÖËÀÃ ÃÀ ÒÀÌÃÄÍ ÂÅÄÒÃÆÄ 

ÃÀÉÁÄàÃÏÓ ÌÈËÉÀÍÉ ÝáÒÉËÉ. 

- ÌÄÓÀÌÄ ÍÀßÉËÛÉ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÃÀÀÚÄÍÏÓ 

ÓÀÁÄàÃÉ ×ÖÒÝËÉÓ ÆÏÌÀ (Paper size), ÁÄàÃÅÉÓ áÀÒÉÓáÉ (Print 
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qualiti) ÃÀ ÐÉÒÅÄËÉ ÂÅÄÒÃÉÓ ÍÏÌÄÒÉ (First page number). 

ÌÄÏÒÄ ÜÀÍÀÒÈÉ ÛÄÃÂÄÁÀ ÏÒÉ ÍÀßÉËÉÓÀÂÀÍ, ÒÏÌËÄÁÛÉÝ 

ÛÄÓÀÞËÄÁÄËÉÀ ÃÀÚÄÍÃÄÓ ÆÄÃÀ (Top), ØÅÄÃÀ (Bottom), ÌÀÒÝáÄÍÀ 

(Left) ÃÀ ÌÀÒãÅÄÍÀ (Right) ÓÀÆÙÅÒÄÁÉÓ ÓÀÈÀÅÉÓÀ (Header) ÃÀ ÁÏ-

ËÏÓ (Footer) ÆÏÌÄÁÉ. ÌÄÏÒÄ ÍÀßÉËÛÉ ÊÉ – ÝáÒÉËÉÓ ÝÄÍÔÒÉÒÄÁÀ 

ÂÅÄÒÃÆÄ (Center on page) äÏÒÉÆÏÍÔÀËÖÒÀÃ (Horizontally) ÀÍ 

ÅÄÒÔÉÊÀËÖÒÀÃ (Vertically). 

ÌÄÓÀÌÄ ÜÀÍÀÒÈÛÉ ÛÄÓÀÞËÄÁÄËÉÀ ÃÀÚÄÍÃÄÓ ÒÏÂÏÒÝ ÓÔÀÍ-

ÃÀÒÔÖËÉ ÓÀÈÀÅÄ ÃÀ ×ÖÞÄ, ÀÓÄÅÄ ÈÅÉÈ ÛÄØÌÍÀÓ ÉÓÉÍÉ ÃÀÌÀÔÄÁÉÈÉ 

ÓÀÈÀÅÄ (Custom Header...) ÀÍ ÃÀÌÀÔÄÁÉÈÉ ×ÖÞÄÓ (Custom Footer...) 

ÙÉËÀÊÄÁÉÓ ÌÄÛÅÄÏÁÉÈ. ÀÌ ÙÉËÀÊÄÁÉÓ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÔÏÒÉÓ 
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ÄÊÒÀÍÆÄ ÂÀÌÏÉÓÀáÄÁÀ ×ÀÍãÀÒÀ (ÏÒÉÅÄ ÛÄÌÈáÅÄÅÀÛÉ ÄÒÈÉÃÀÉÂÉÅÄ, 

ÒÏÌËÉÓ ÂÀÍÓáÅÀÅÄÁÀ ÌáÏËÏÃ ÓÀÈÀÖÒÛÉÀ), ÒÏÌÄËÛÉÝ ÌÏÌáÌÀÒÄ-

ÁÄËÌÀ ÖÍÃÀ ÛÄÉÔÀÍÏÓ ÈÖ ÒÀ ÖÍÃÀ ÒÏÌ ÂÀÌÏÓÀáÏÓ ÌÀÒÝáÄÍÀ, 

ÝÄÍÔÒÉÓÀ ÃÀ ÌÀÒãÅÄÍÀ ÓÄØÝÉÀÛÉ. 

ÀÌ ×ÀÍãÀÒÀÛÉ ÌÏÝÄÌÖË ÙÉËÀÊÄÁÉÓ ÌÄÛÅÄÏÁÉÈ ÌÏÌáÌÀÒÄ-

ÁÄËÓ ÛÄÖÞËÉÀ ÜÀÓÅÀÓ: 

- ÔÄØÓÔÉÓ (ÒÏÌÄËÉÝ ÛÄÉÞËÄÁÀ ÜÀÉßÄÒÏÓ ÓÀØÝÉÀÛÉ) ×ÏÍÔÉÓ 

×ÏÒÌÀÔÉÒÄÁÀ 

- ÂÅÄÒÃÉÓ ÍÏÌÄÒÉ 

- ÓÖË ÂÅÄÒÃÄÁÉÓ ÒÀÏÃÄÍÏÁÀ 

- ÌÉÌÃÉÍÀÒÄ ÈÀÒÉÙÉÓ ÜÀÓÌÀ 

- ÌÉÌÃÉÍÀÒÄ ÃÒÏÉÓ ÜÀÓÌÀ 

- ÌÉÌÃÉÍÀÒÄ ßÉÂÍÉÓ ÀÃÂÉËÌÃÄÁÀÒÄÏÁÉÓ ÂÆÀ ÃÀ ÓÀáÄËÉ 

- ÌÉÌÃÉÍÀÒÄ ßÉÂÍÉÓ ÓÀáÄËÉ 

- ÌÉÌÃÉÍÀÒÄ ÝáÒÉËÉÓ ÓÀáÄËÉ 

- ÍÀáÀÔÉÓ ÜÀÓÌÀ 

- ÏÁÉÄØÔÉÓ ×ÏÒÌÀÔÉÒÄÁÀ 

ÌÄÏÈáÄ ÜÀÍÀÒÈÉ ÉÚÏ×À ÏÈá ÍÀßÉËÀÃ: 

- ÓÀÁÄàÃÉ ÀÒÄ (Print area), ÒÏÌÄËÛÉÝ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ 
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ÓÀÛÖÀËÄÁÀ ÓÔÒÉØÏÍÆÄ ÌÃÄÁÀÒÄ ÌÀÒãÅÄÍÀ ÙÉËÀÊÉÓ ÌÄÛÅÄÏÁÉÈ 

ÌÏÍÉÛÍÏÓ ÀÒÄ, ÒÏÌÄËÉÝ ÓÀàÉÒÏÀ ÃÀÉÁÄàÃÏÓ, ÒÉÓ ÛÄÌÃÄÂÀÃÀÝ 

ÉÓÄÅ ÓÔÒÉØÏÍÉÓ ÌÀÒãÅÄÍÀ ÀÒÄÛÉ ÌÃÄÁÀÒÄ ÙÉËÀÊÉÓ ÌÄÛÅÄÏÁÉÈ 

ÃÀÁÒÖÍÃÄÓ ×ÀÍãÀÒÀÛÉ 

- ÓÀÈÀÖÒÄÁÉÓ ÁÄàÃÅÀ (Print titles), ÒÏÌËÉÓ ÓÀÛÖÀËÄÁÈÀÝ ÌÏÌáÌÀ-

ÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÌÏÍÉÛÍÏÓ ÉÓ ÓÔÒÉØÏÍÄÁÉ ÃÀ 

ÓÅÄÔÄÁÉ, ÒÏÌËÄÁÉÝ ÀÒÉÀÍ ÝáÒÉËÉÓ ÓÀÈÀÖÒÄÁÉ ÃÀ ÖÍÃÀ 

ÃÀÉÁÄàÃÏÍ ÚÅÄËÀ ÂÅÄÒÃÆÄ 

- ÁÄàÃÅÀ (Print), ÓÀÃÀÝ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÌÏÍÉÛ-

ÍÏÓ ÈÖ ÒÏÂÏÒ ÂÀÍáÏÒÝÉÄËÃÄÓ ÁÄàÃÅÀ: ÁÀÃÉÓ (Gridlines) ÂÀ-

ÌÏÜÄÍÀ, ÛÀÅÈÄÈÒÉ (Black and white) ÁÄàÃÅÀ, ÃÀÁÀËÉ áÀÒÉÓáÉÈ 

(Draft quality) ÁÄàÃÅÀ, ÓÔÒÉØÏÍÉÓÀ ÃÀ ÓÅÄÔÉÓ ÓÀÈÀÖÒÉÓ (Row 

and column headings) ÁÄàÃÅÀ, ÊÏÌÄÍÔÀÒÄÁÉÓ (Comments) ÁÄàÃ-
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ÅÀ (ÝáÒÉËÉÓ ÁÏËÏÛÉ ÀÍ ÝáÒÉËÆÄ), ÖãÒÀÛÉ ÛÄÝÃÏÌÄÁÉÓ (Cell 

errors as) ÁÄàÃÅÀ, ÀÒ ÁÄàÃÅÀ, – (ÌÉÍÖÓÉÓ) ÀÍ #N/A-Ó ÁÄàÃÅÀ 

- ÂÅÄÒÃÄÁÉÓ ÌÉÌÃÄÅÒÏÁÀ (Page order), ÓÀÃÀÝ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞ-

ËÄÅÀ ÓÀÛÖÀËÄÁÀ ÌÏÍÉÛÍÏÓ ÈÖ ÒÏÂÏÒ ÂÀÍáÏÒÝÉÄËÃÄÓ ÁÄàÃ-

ÅÉÓ ÌÉÌÃÄÅÒÏÁÀ: ØÅÄÌÏÈ, ÛÄÌÃÄÂ ÌÀÒãÅÍÉÅ (Down, then over) 

ÈÖ ÌÀÒãÅÍÉÅ, ÛÄÌÃÄÂ ØÅÄÌÏÈ (Over, then down) 

ÚÅÄËÀ ÜÀÍÀÒÈÛÉ ÂÀÍÈÀÅÓÄÁËÉÀ ÁÄàÃÅÉÓ... (Print...), ÁÄàÃÅÉÓ 

ßÉÍÀÓßÀÒÉ ÍÀáÅÉÓ (Print Preview) ÃÀ ÁÄàÃÅÉÓ ÏÐÝÉÄÁÉÓ... (Options) 

ÙÉËÀÊÄÁÉ. 

ÁÄàÃÅÉÈÉ ÍÀßÉËÉÓ ÌÄÏÒÄ ÓÔÒÉØÏÍÉÓ ÁÄàÃÅÉÓ ÀÒÄ (Print 

Area) ÛÄÉÝÀÅÓ ÏÒ ØÅÄÌÄÍÉÖÓ: ÁÄàÃÉÓ ÀÒÄÓ ÌÏÍÛÅÍÀ (Set Print Area) 

ÃÀ ÁÄàÃÉÓ ÀÒÄÓ ÂÀÓÖ×ÈÀÅÄÁÀ (Clear Print Area). 

ÁÄàÃÅÉÈÉ ÍÀßÉËÉÓ ÌÄÓÀÌÄ ÓÔÒÉØÏÍÉÓ ÁÄàÃÅÉÓ ßÉÍÀÓßÀÒÉ 

ÍÀáÅÀ (Print Preview) ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÂÀÌÏÜÍ-

ÃÄÁÀ ×ÀÍãÀÒÀ, ÒÏÌËÉÓ ÌÈÀÅÀÒÉ ÌÄÍÉÖ ÛÄÃÂÄÁÀ ÛÄÌÃÄÂÉ ÙÉËÀÊÄ-

ÁÉÓÀÂÀÍ: 

- ÛÄÌÃÄÂÉ (Next) ÂÅÄÒÃÉÓ ÍÀáÅÀ 

- ßÉÍÀ (Previous) ÂÅÄÒÃÉÓ ÍÀáÅÀ 

- ÆÏÌÉÓ (Zoom) ÛÄÝÅËÀ. ÍÏÒÌÀËÖÒÉ ÜÅÄÍÄÁÉÃÀÍ ÂÀÃÉÃÄÁÀ, ÀÍ 

ÂÀÃÉÃÄÁÖËÉ ÜÅÄÍÄÁÉÃÀÍ ÍÏÒÌÀËÖÒÛÉ ÂÀÃÀÚÅÀÍÀ 

- ÁÄàÃÅÀ...(Print...), ÒÏÌÄËÉÝ ÉÃÄÍÔÖÒÉÀ ÁÄàÃÅÉÈÉ ÍÀßÉËÉÓ ÌÄÏ-

ÈáÄ ÓÔÒÉØÏÍÉÓÀ ÃÀ ÂÀÍáÉËÖËÉ ÉØÍÄÁÀ ÌÏÝÄÌÖË ËÄØÝÉÀÈÀ 

ÊÖÒÓÛÉ 

- ÃÀÚÄÍÄÁÀ...(Setup...), ÒÏÌÄËÉÝ ÉÃÄÍÔÖÒÉÀ ÁÄàÃÅÉÈÉ ÍÀßÉËÉÓ 

ÐÉÒÅÄËÉ ÓÔÒÉØÏÍÉÓÀ ÃÀ ÂÀÍáÉËÖËÉÀ ÌÏÝÄÌÖË ËÄØÝÉÀÈÀ 
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ÊÖÒÓÛÉ 

- ÓÀÆÙÅÒÄÁÉ (Margins), ÒÏÌËÉÓ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ßÉÍÀÓßÀÒÉ ÍÀá-

ÅÉÓ ÄÊÒÀÍÆÄ ÂÀÌÏÉÓÀáÄÁÀ/ÃÀÉÌÀËÄÁÀ ÓÀÆÙÅÒÄÁÉ. ÈÖ ÌÏÌáÌÀÒÄ-

ÁÄËÓ ÓÖÒÓ, ÌÀÓ ÛÄÖÞËÉÀ ÈÀÂÅÉÓ ÌÀÜÅÄÍÄÁËÉÈ ÂÀÃÀÉÔÀÍÏÓ ÍÄ-

ÁÉÓÌÉÄÒÉ ÓÀÆÙÅÀÒÉ 

- ÂÅÄÒÃÉÓ ßÚÅÄÔÉÓ ßÉÍÀÓßÀÒÉ ÍÀáÅÉÓ (Page Break Preview) 

ÒÄÑÉÌÛÉ ÂÀÀÚÅÀÍÀ, ÒÏÌÄËÉÝ ÂÀÍáÉËÖËÉ ÉØÍÄÁÀ ÌÏÝÄÌÖË 

ËÄØÝÉÀÈÀ ÊÖÒÓÛÉ ÜÅÄÍÄÁÉÓ ÌÄÍÉÖÛÉ 

- ÃÀáÖÒÅÀ (Close), ÒÏÌËÉÓ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÁÄàÃÅÉÓ ßÉÍÀÓßÀÒÉ 

ÍÀáÅÉÓ ÒÄÑÉÌÉÃÀÍ ÂÀÌÏÓÅËÀ áÏÒÝÉÄËÃÄÁÀ 

- ÃÀáÌÀÒÄÁÀ (Help) 

ÁÄàÃÅÉÈÉ ÍÀßÉËÉÓ ÌÄÏÈáÄ ÓÔÒÉØÏÍÉÓ ÁÄàÃÅÀ... (Print...) 

ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÂÀÉáÓÍÄÁÀ ÁÄàÃÅÉÓ ×ÀÍãÀÒÀ, 

ÒÏÌÄËÉÝ ÛÄÃÂÄÁÀ ÏÈáÉ ÍÀßÉËÉÓÀÂÀÍ. ÐÉÒÅÄËÉ ÃÀ ÌÄÏÈáÄ ÍÀßÉËÉ 
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ÉÃÄÍÔÖÒÉÀ ÓáÅÀ ÓÀÏ×ÉÓÄ ÐÒÏÂÒÀÌÄÁÉÓ ÁÄàÃÅÉÓ ×ÀÍãÒÉÓÀ ÃÀ ÖÊÅÄ 

ÀÙßÄÒÉËÉÀ ÌÏÝÄÌÖË ËÄØÝÉÀÈÀ ÊÖÒÓÛÉ. 

×ÀÍãÒÉÓ ÌÄÏÒÄ ÍÀßÉËÛÉ ÁÄàÃÅÉÓ ÃÉÀÐÀÆÏÍÉ (Print range) 

ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÌÉÖÈÉÈÏÓ ÚÅÄËÀ (All) ÂÅÄÒÃÉÓ 

ÁÄàÃÅÀ ÖÍÃÀ ÈÖ ÂÅÄÒÃÄÁÉÓ (Page(s)) ÂÀÒÊÅÄÖËÉ ÃÉÀÐÀÆÏÍÉÓ. 

×ÀÍãÒÉÓ ÌÄÓÀÌÄ ÍÀßÉËÛÉ ÌÏÌáÌÀÒÄÁÄËÌÀ ÖÍÃÀ ÌÉÖÈÉÈÏÓ 

ÈÖ ÒÉÓÉ ÁÄàÃÅÀ (Print what) ÓÖÒÓ: ÌÏÍÉÛÍÖËÉÓ (Selection), 

ÂÀÀØÔÉÅÉÒÄÁÖËÉ ÝáÒÉËÉÓ (Active sheet(s)), ÂÀáÓÍÉËÉ ÓÀÌÖÛÀÏ 

ßÉÂÍÉÓ (Entire workbook), ÜÀÌÏÍÀÈÅÀËÉÓ (List). 

ÌÄÍÉÖ ÒÄÃÀØÔÉÒÄÁÀ (Edit) 

ÌÄÍÉÖÓ ÚÅÄËÀ ÓÔÒÉØÏÍÉ, ÂÀÒÃÀ 

ÌÄÓÀÌÄ ÍÀßÉËÉÓÀ, ÀÒÉÓ ÉÃÄÍÔÖÒÉ 

ÓáÅÀ ÓÀÏ×ÉÓÄ ÐÒÏÂÒÀÌÄÁÉÓÀ, ÒÏÌÄ-

ËÉÝ ÖÊÅÄ ÀÙßÄÒÉËÉÀ ÌÏÝÄÌÖË 

ËÄØÝÉÀÈÀ ÊÖÒÓÛÉ. ÂÀÍÅÉáÉËÈ ÀÌ ÌÄ-

ÍÉÖÓ ÌÄÓÀÌÄ ÍÀßÉËÉÓ ÓÔÒÉØÏÍÄÁÉ. 

ÌÄÓÀÌÄ ÍÀßÉËÉÓ ÐÉÒÅÄËÉ ÓÔÒÉ-

ØÏÍÉÓ ÛÄÅÓÄÁÉÓ (Fill) ÂÀÀØÔÉÖÒÄÁÉÓÀÓ 

ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÂÀÉáÓÍÄÁÀ ØÅÄÌÄ-

ÍÉÖ, ÒÏÌÄËÛÉÝ ÌÃÄÁÀÒÄÏÁÓ ÛÄÅÓÄÁÉÓ 

ÌÉÌÀÒÈÖËÄÁÉÓ ÃÀ ÌÉÌÃÄÅÒÏÁÄÁÉÓ 

(Series...) ÛÄÓÀØÌÍÄËÉ ÓÔÒÉØÏÍÄÁÉ. 

ÌÉÌÃÄÅÒÏÁÓ ÓÔÒÉØÏÍÉÓ ÂÀÀØ-

ÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÂÀ-

ÌÏÉÓÀáÄÁÀ ×ÀÍãÀÒÀ, ÒÏÌÄËÛÉÝ ÌÏÌá-

ÌÀÒÄÁÄËÌÀ ÖÍÃÀ ÛÄÀÒÜÉÏÓ ÌÉÌÃÄÅ-

ÒÏÁÉÓ ÓÀáÄ (ÓÔÒÉØÏÍÛÉ ÀÍ ÓÅÄÔÛÉ), 
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ÔÉÐÉ (ÀÒÉÈÌÄÔÉÊÖËÉ ÐÒÏÂÒÄÓÉÀ, ÂÄÏÌÄÔÒÉÖËÉ ÐÒÏÂÒÄÓÉÀ, ÈÀ-

ÒÉÙÉÓ ÌÉÌÃÄÅÒÏÁÀ ÃÀ ÀÅÔÏÛÄÅÓÄÁÀ). ÈÖ ÌÏÌáÌÀÒÄÁÄËÌÀ ÔÉÐÉ ÛÄ-

ÀÒÜÉÀ ÈÀÒÉÙÉÓ ÌÉÃÄÅÒÏÁÀ, ×ÀÍãÀÒÀÛÉ ÂÀÀØÔÉÖÒÃÄÁÀ ÈÀÒÉÙÉÓ 

ÌÉÌÃÄÅÒÏÁÉÓ ÛÄÒÜÄÅÉÓ ÛÄÓÀÞËÄÁËÏÁÀ (ÃÙÄÄÁÉ, ÊÅÉÒÉÓ ÃÙÄÄÁÉ, 

ÈÅÄÄÁÉ, ßËÄÁÉ). 

ÀÙÍÉÛÍÖË ×ÀÍãÀÒÀÛÉ ÌÏÌáÌÀÒÄÁÄËÓ, ÀÂÒÄÈÅÄ, ÀØÅÓ 

ÛÄÓÀÞËÄÁËÏÁÀ ÌÉÖÈÉÈÏÓ ÁÉãÉÓ ÌÍÉÛÅÍÄËÏÁÀ (Step Value) ÃÀ 

ÂÀÜÄÒÄÁÉÓ ÌÍÉÛÅÍÄËÏÁÀ (Stop Value). 

ÌÄÓÀÌÄ ÍÀßÉËÉÓ ÌÄÏÒÄ ÓÔÒÉØÏÍÉÓ ÂÀÓÖ×ÈÀÅÄÁÉÓ (Clear) ÂÀ-

ÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÂÀÉáÓÍÄÁÀ ØÅÄÌÄÍÉÖ, ÒÏÌÄËÛÉÝ 

ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ 

ÌÏÍÉÛÍÖË ÖÒÄÃÛÉ (ÖãÒÄÃÄÁÛÉ) 

ßÀÛÀËÏÓ ÚÅÄËÀ×ÄÒÉ (All), ÀÍ ×ÏÒ-

ÌÀÔÉÒÄÁÄÁÉ (Formats), ÀÍ ÛÄÌÀÃÂÄ-

ÍËÏÁÀ (Contents), ÀÍ ÊÏÌÄÍÔÀÒÄÁÉ 

(Comments). 
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ÌÄÓÀÌÄ ÍÀßÉËÉÓ ÌÄÓÀÌÄ 

ÓÔÒÉØÏÍÉÓ ßÀÛËÀ... (Delete...) ÂÀ-

ÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀ-

ÍÆÄ ÂÀÌÏÉÓÀáÄÁÀ ×ÀÍãÀÒÀ, ÒÏÌÄ-

ËÛÉÝ ÌÏÌáÌÀÒÄÁÄËÌÀ ÖÍÃÀ ÛÄÀÒ-

ÜÉÏÓ ÈÖ ÌÏÍÉÛÍÖËÉ ÖãÒÄÃÉÓ 

(ÖãÒÄÃÄÁÉÓ) ßÀÛËÉÓ ÛÄÌÃÄÂ ÒÏ-

ÂÏÒ ÛÄÉÅÓÏÓ ÝÀÒÉÄËÉ ÀÃÂÉËÉ: ÌÀÒÝáÍÉÅ ÂÀÌÏÉßÉÏÓ ÛÄÅÓÄÁÀÌÃÄ 

ÌÀÒãÅÍÉÅ ÌÃÄÁÀÒÄ ÖãÒÄÃÉ (ÖãÒÄÃÄÁÉ) ÈÖ ÆÄÌÏÈ ÀÉßÉÏÓ 

ÛÄÅÓÄÁÀÌÃÄ ØÅÄÌÏÃ ÌÃÄÁÀÒÄ ÖãÒÄÃÉ (ÖãÒÄÃÄÁÉ). ÈÖ ÌÏÌáÌÀÒÄ-

ÁÄËÓ ÓÖÒÓ ßÀÛÀËÏÓ ÌÈËÉÀÍÀÃ ÓÔÒÉØÏÍÉ ÀÍ ÓÅÄÔÉ, ÌÀÍ ÖÍÃÀ 

ÀÉÒÜÉÏÓ ÛÄÓÀÁÀÌÉÓÀÃ ÌÄÓÀÌÄ ÀÍ ÌÄÏÈáÄ ÓÔÒÉØÏÍÉ. 

ÌÄÓÀÌÄ ÍÀßÉËÉÓ ÌÄÏÈáÄ ÓÔÒÉØÏÍÉÓ ÝáÒÉËÉÓ ßÀÛËÀ (Delete 

Sheet) ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ßÀÉÛËÄÁÀ ÂÀÀØÔÉÖÒÄÁÖËÉ ÝáÒÉËÉ. 

ÌÄÍÉÖ ÜÅÄÍÄÁÀ (View) 

ÜÅÄÍÄÁÉÓ ÌÄÍÉÖÛÉ ÐÉÒÅÄË 

ÍÀßÉËÛÉ ßÀÒÌÏÃÂÄÍÉËÉÀ ÝáÒÉ-

ËÉÓ ÜÅÄÍÄÁÉÓ ÏÒÉ ÅÀÒÉÀÍÔÉ: ÍÏÒ-

ÌÀËÖÒÉ (Normal) ÃÀ ÂÅÄÒÃÉÓ 

ßÚÅÄÔÉÓ ßÉÍÀÓßÀÒÉ ÍÀáÅÉÓ ÒÄÑÉÌ-

ÛÉ. ÀÌ ÒÄÑÉÌÛÉ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞ-

ËÄÅÀ ÓÀÛÖÀËÄÁÀ ÈÀÂÅÉÓ ÌÀÜÅÄÍÄÁ-

ËÉÓ ÓÀÛÖÀËÄÁÉÈ ÂÀÃÀÉÔÀÍÏÓ ÓÀ-

ÓÖÒÅÄË ÀÃÂÉËÆÄ ÂÅÄÒÃÉÓ ßÚÅÄÔÀ, 

áÏËÏ ÝáÒÉËÉ ÛÄÓÀÁÀÌÓÀÃ ÛÄÉÝÅ-

ËÉÓ ÆÏÌÄÁÓ (ÛÄÉÝÅËÄÁÀ ÛÄÓÀÁÀÌÉ-

ÓÀÃ ÃÀÚÄÍÄÁÀÛÉ ÆÏÌÉÓ ÐÒÏÝÄÍÔÖ-
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ËÉ ÌÀÜÅÄÍÄÁÄËÉ). 

ÜÅÄÍÄÁÉÓ ÌÄÍÉÖÓ ÌÄÏÒÄ ÍÀßÉËÉ ÉÃÄÍÔÖÒÉÀ ÓáÅÀ ÓÀÏ×ÉÓÄ 

ÐÒÏÂÒÀÌÄÁÉÓÀ (ÂÀÒÃÀ ×ÏÒÌÖËÉÓ ÓÔÒÉØÏÍÉÓ (Formula Bar) ÜÅÄÍÄ-

ÁÀ/ÀÒ ÜÅÄÍÄÁÓÀ), ÒÏÌÄËÉÝ ÖÊÅÄ ÂÀÍáÉËÖËÉÀ ÌÏÝÄÌÖË ËÄØÝÉÀÈÀ 

ÊÖÒÓÛÉ. 

ÜÅÄÍÄÁÉÓ ÌÄÍÉÖÓ ÌÄÓÀÌÄ ÍÀßÉËÉÓ ÐÉÒÅÄËÉ ÓÔÒÉØÏÍÉ ÂÀÍáÉ-

ËÖËÉÀ File/Page Setup ×ÀÍãÀÒÀÛÉ, áÏËÏ ÌÄÏÒÄ ÓÔÒÉØÏÍÉÓ 

ÌÄÛÅÄÏÁÉÈ ÌÏÌáÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÂÀÌÏÀÜÉÍÏÓ/ÃÀÌÀËÏÓ 

ÊÏÌÄÍÔÀÒÄÁÉ (Comments). 

ÜÅÄÍÄÁÉÓ ÌÄÍÉÖÓ ÌÄÏÈáÄ ÍÀßÉËÉ ÉÃÄÍÔÖÒÉÀ ÓáÅÀ ÓÀÏ×ÉÓÄ 

ÐÒÏÂÒÀÌÄÁÉÓÀ ÃÀ ÉÂÉ ÖÊÅÄ ÂÀÍáÉËÖËÉÀ ÌÏÝÄÌÖË ËÄØÝÉÀÈÀ ÊÖÒÓ-

ÛÉ. 

ÌÄÍÉÖ ÜÀÓÌÀ (Insert) 

ÜÀÓÌÉÓ ÌÄÍÉÖÓ ÐÉÒÅÄËÉ ÓÔÒÉ-

ØÏÍÉÓ ÖãÒÄÃÄÁÉ... (Cells...) ÂÀÀØÔÉÖ-

ÒÄÁÉÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÂÀÏÓÀáÄ-

ÁÀ ßÀÛËÉÓ ÀÍÀËÏÂÉÖÒÉ ×ÀÍãÀÒÀ ÉÌ 

ÂÀÍÓáÅÀÅÄÁÉÈ, ÒÏÌ ÉØ ÀÒÉÓ ßÀÛËÀ ÃÀ 

ÀØ ÜÀÓÌÀ. 

ÜÀÓÌÉÓ ÌÄÍÉÖÓ ÌÄÏÒÄ ÓÔÒÉØÏ-

ÍÉÓ ÓÔÒÉØÏÍÄÁÉ (Rows) ÂÀÀØÔÉÖÒÄÁÉ-

ÓÀÓ ÝáÒÉËÛÉ ÂÀÍáÏÒÝÉÄËÃÄÁÀ ÉÌÃÄ-

ÍÉ ÓÔÒÉØÏÍÉÓ ÜÀÓÌÀ, ÒÀÌÃÄÍÉÝ ÂÀÀØ-

ÔÉÅÉÒÄÁÖËÉÀ ÃÀ ÉÌ ÓÔÒÉØÏÍÉÓ ßÉÍ 

ÒÏÌÄËÉÝ ÂÀÀØÔÉÅÉÒÄÁÖËÉÀ. 

ÜÀÓÌÉÓ ÌÄÍÉÖÓ ÌÄÓÀÌÄ ÓÔÒÉØÏ-

ÍÉÓ ÓÅÄÔÄÁÉ (Columns) ÂÀÀØÔÉÖÒÄÁÉ-
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ÓÀÓ ÝáÒÉËÛÉ ÂÀÍáÏÒÝÉÄËÃÄÁÀ ÉÌÃÄÍÉ ÓÅÄÔÉÓ ÜÀÓÌÀ, ÒÀÌÃÄÍÉÝ 

ÂÀÀØÔÉÅÉÒÄÁÖËÉÀ ÃÀ ÉÌ ÓÅÄÔÉÓ ßÉÍ ÒÏÌÄËÉÝ ÂÀÀØÔÉÅÉÒÄÁÖËÉÀ. 

ÜÀÓÌÉÓ ÌÄÍÉÖÓ ÌÄÏÈáÄ ÓÔÒÉØÏÍÉÓ ÓÀÌÖÛÀÏ ÓáÒÉËÉ 

(Worksheet) ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÝáÒÉËÛÉ ÂÀÍáÏÒÝÉÄËÃÄÁÀ ÉÌÃÄÍÉ 

ÝáÒÉËÉÓ ÜÀÓÌÀ, ÒÀÌÃÄÍÉÝ ÂÀÀØÔÉÅÉÒÄÁÖËÉÀ ÃÀ ÉÌ ÝÒÉËÉÓ ßÉÍ 

ÒÏÌÄËÉÝ ÂÀÀØÔÉÅÉÒÄÁÖËÉÀ. 

ÜÀÓÌÉÓ ÌÄÍÉÖÓ ÌÄáÖÈÄ ÓÔÒÉØÏÍÉÓ ÂÒÀ×ÉÊÉ... (Chart...) ÂÀÀØÔÉ-

ÖÒÄÁÉÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÂÀÌÏÉÓÀáÄÁÀ ÂÒÀ×ÉÊÉÓ ÛÄØÌÍÉÓ 

ÏÈáÁÉãÉÀÍÉ ÏÓÔÀÔÉÓ ×ÀÍãÀÒÀ, ÒÏÌËÉÓ ÐÉÒÅÄË ÍÀÁÉãÆÄ ÌÏÌáÌÀ-

ÒÄÁÄËÌÀ ÖÍÃÀ ÛÄÀÒÜÉÏÓ ÂÒÀ×ÉÊÉÓ ÔÉÐÉ (Chart Type). 
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ÏÓÔÀÔÉÓ ÌÄÏÒÄ ÁÉãÆÄ ÌÏÌáÌÀÒÄÁÄËÌÀ ÖÍÃÀ ÛÄÀÒÜÉÏÓ Öã-

ÒÄÃÈÀ ÌÏÍÀÝÄÌÈÀ ÃÉÀÐÀÆÏÍÉ (Data Range), ÒÏÌÄËÆÄÝ ÖÍÃÀ ÀÉÂÏÓ 

ÂÒÀ×ÉÊÉ ÃÀ ÌÏÍÉÛÍÏÓ ÈÖ ÂÒÀ×ÉÊÉ ÖÍÃÀ ÀÉÂÏÓ ÓÔÒÉØÏÍÄÁÉÓ ÈÖ 

ÓÅÄÔÄÁÉÓ ÌÉÌÃÄÅÒÏÁÉÈ, áÏËÏ ÌÉÌÃÄÅÒÏÁÄÁÉÓ (Series) ÜÀÍÀÒÈÛÉ 

ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÈÉÈÏÄÖË ÌÉÌÃÄÅÒÏÁÀÓ ÌÉÖÈÉ-

ÈÏÓ ÒÏÂÏÒÝ ÌÉÌÃÄÅÒÏÁÉÓ ÓÀÈÀÖÒÉ, ÀÂÒÄÈÅÄ ÌÉÓÉ ÃÉÀÐÀÆÏÍÉ. 
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ÏÓÔÀÔÉÓ ÌÄÓÀÌÄ ÁÉãÆÄ ÌÏÌáÌÀÒÄÁÄËÌÀ ÖÍÃÀ ÃÀÀÚÄÍÏÓ ÂÒÀ-

×ÉÊÉÓ ÏÐÝÉÄÁÉ (Chart Options), ÒÏÌÄËÉÝ ÛÄÃÂÄÁÀ ÄØÅÓÉ ÜÀÍÀÒÈÉ-

ÓÀÂÀÍ. 

ÐÉÒÅÄË ÜÀÍÀÒÈÛÉ ÌÏÌáÌÀÒÄÁÄËÌÀ ÛÄÓÀÁÀÌÉÓ ÓÔÒÉØÏÍÄÁÛÉ 

ÖÍÃÀ ÌÉÖÈÉÈÏÓ ÓÀÈÀÖÒÄÁÉ (Titles): ÂÒÀ×ÉÊÉÓ ÓÀÈÀÖÒÉ (Chart title), 

ÊÀÔÄÂÏÒÉÉÓ X ÙÄÒÞÉÓ ÓÀÈÀÖÒÉ, ÌÉÌÃÄÅÒÏÁÄÁÉÓ Y ÙÄÒÞÉÓ ÓÀ-

ÈÀÖÒÉ ÃÀ ÌÍÉÛÅÍÄËÏÁÄÁÉÓ Y ÙÄÒÞÉÓ ÓÀÈÀÖÒÉ. 

ÌÄÏÒÄ ÜÀÍÀÒÈÛÉ ÙÄÒÞÄÁÉ (Axes) ÌÏÌáÌÀÒÄÁÄËÌÀ ÖÍÃÀ 

ÌÉÖÈÉÈÏÓ ÚÅÄËÀ ÙÄÒÞÄÁÉÓÀÈÅÉÓ – ßÀÒßÄÒÄÁÉ ÖÍÃÀ ÂÀÌÏÜÍÃÄÓ ÈÖ 

ÀÒÀ, áÏËÏ X ÙÄÒÞÓ ÀÂÒÄÈÅÄ ÛÄÉÞËÄÁÀ ÌÉÄÈÉÈÏÓ ÜÅÄÖËÄÁÒÉÅÉ 

ÊÀÔÄÂÏÒÉÉÓÀÀ ÈÖ ÃÒÏÉÓ. 

ÌÄÓÀÌÄ ÜÀÍÀÒÈÛÉ ÁÀÃÄÄÁÉ (Gridlines) ÌÏÌáÌÀÒÄÁÄËÌÀ ÖÍÃÀ 

ÌÉÖÈÉÈÏÓ ÚÅÄËÀ ÙÄÒÞÄÁÉÓÀÈÅÉÓ ÌÓáÅÉËÉ ÁÀÃÄÄÁÉ (Major gridlines) 
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ÈÖ ßÅÒÉËÉ ÁÀÃÄ (Minor gridlines) ÀÉÓÀáÏÓ ÂÒÀ×ÉÊÆÄ. 
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ÌÄÏÈáÄ ÜÀÍÀÒÈÛÉ ËÄÂÄÍÃÀ (Legend) ÌÏÌáÌÀÒÄÁÄËÌÀ ÖÍÃÀ 

ÌÉÖÈÉÈÏÓ ËÄÂÄÍÃÉÓ ÂÀÌÏÜÄÍÉÓ ÀÃÂÉËÉ: ØÅÄÌÏÈ (Bottom), ÆÄÃÀ-

ÌÀÒãÅÄÍÀ (Corner) ÌÉÃÀÌÛÉ, ÆÄÅÉÈ (Top), ÌÀÒãÅÍÉÅ (Right) ÈÖ 

ÌÀÒÝáÍÉÅ (Left). 

ÌÄáÖÈÄ ÜÀÍÀÒÈÛÉ ÌÏÍÀÝÄÌÈÀ ßÀÒßÄÒÄÁÉ (Data Labels) ÌÏ-

ÌáÌÀÒÄÁÄËÌÀ ÖÍÃÀ ÌÉÖÈÉÈÏÓ ÂÀÌÏÜÍÃÄÓ ÈÖ ÀÒÀ ÈÉÈÏÄÖË ÌÏ-

ÍÀÝÄÌÆÄ ÌÉÌÃÄÅÒÏÁÉÓ ÓÀáÄËÉ (Series name), ÊÀÔÄÂÏÒÉÉÓ ÓÀáÄËÉ 

(Category name), ÌÍÉÛÅÍÄËÏÁÀ (Value) ÈÖ ÐÒÏÝÄÍÔÉ (Percentage). 

ÀÓÄÅÄ ÀÌ ÜÀÍÀÒÈÛÉ ÛÄÉÞËÄÁÀ ÌÉÄÈÉÈÏÓ ÂÀÌÚÏ×É ÓÉÌÁÏËÏÝ 

(Separator) ÃÀ ÌÍÉÛÅÍÄËÏÁÄÁÆÄ ËÄÂÄÍÃÉÓ ÂÀÓÀÙÄÁÉÝ (Legend key) 

ÀÍÖ ×ÄÒÉ. 

ÌÄÄØÅÓÄ ÜÀÍÀÒÈÛÉ ÌÏÍÀÝÄÌÈÀ ÝáÒÉËÉ (Data Table) ÌÏÌáÌÀ-

ÒÄÁÄËÓ ÄÞËÄÅÀ ÛÄÓÀÞËÄÁËÏÁÀ ÌÉÖÈÉÈÏÓ ÂÒÀ×ÉÊÈÀÍ ÄÒÈÀÃ 
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ÂÀÌÏÜÍÃÄÓ ÈÖ ÀÒÀ ÌÏÍÀÝÄÌÈÀ ÝáÒÉËÉ (ÃÀ ÌÀÓÈÀÍ ÄÒÈÀÃ ËÄÂÄÍ-

ÃÄÁÉÓ ×ÄÒÄÁÉ). 

ÏÓÔÀÔÉÓ ÌÄÏÈáÄ ÁÉãÆÄ ÌÏÌáÌÀÒÄÁÄËÌÀ ÖÍÃÀ ÛÄÀÒÜÉÏÓ ÂÒÀ-

×ÉÊÉÓ ËÏÊÀÝÉÀ (Chart Location), ÀÍÖ ÂÀÍÈÀÅÓÄÁÉÓ ÀÃÂÉËÉ: 

ÒÏÂÏÒÝ ÀáÀËÉ ÝáÒÉËÉ (As new sheet), ÈÖ ÒÏÂÏÒÝ ÏÁÉÄØÔÉ (As 
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object in) ÂÅÄÒÃÆÄ ÓÔÒÉØÏÍÛÉ ÌÉÈÉÈÄÁÖË ÝáÒÉËÛÉ. ÐÉÒÅÄË 

ÛÄÌÈáÅÄÅÀÛÉ ßÉÂÍÛÉ ÛÉØÌÍÄÁÀ ÀáÀËÉ ÝáÒÉËÉ ÃÀ ÌÀÓÛÉ 

ÂÀÍÈÀÅÓÄÁÖËÉ ÉØÍÄÁÀ ÌáÏËÏÃ ÂÒÀ×ÉÊÉ, ÒÏÌÄËÛÉÝ ÝáÅÀ 

ÉÍ×ÏÒÌÀÝÉÉÓ ÂÀÍÈÀÅÓÄÁÉÓ ÓÀÛÖÀËÄÁÀ ÖÊÅÄ ÀÙÀÒ ÉØÍÄÁÀ. 

ÜÀÓÌÉÓ ÌÄÍÉÖÓ ÛÄÌÃÄÂÉ ÓÔÒÉØÏÍÉ ÓÉÌÁÏËÏ... (Symbol...) 

ÉÃÄÍÔÖÒÉÀ ÓáÅÀ ÓÀÏ×ÉÓÄ ÐÒÏÂÒÀÌÄÁÉÓÀ, ÒÏÌÄËÉÝ ÖÊÅÄ 

ÂÀÍáÉËÖËÉÀ ÌÏÝÄÌÖË ËÄØÝÉÀÈÀ ÊÖÒÓÛÉ. 

ÜÀÓÌÉÓ ÌÄÍÉÖÓ ÛÄÌÃÄÂÉ ÓÔÒÉØÏÍÉ ÂÅÄÒÃÉÓ ßÚÅÄÔÀ (Page 

Break) ÀÍÀËÏÂÉÖÒÉÀ Microsoft Word-ÛÉ ÉÂÉÅÄ ÓÔÒÉØÏÍÉÓÀ ÄÒÈÉ 

ÂÀÍÓáÀÅÄÁÉÈ. Microsoft Word-ÛÉ ÓÀÁÖÈÓ ÂÀÀÜÍÉÀ ÌáÏËÏÃ 

ÓÔÒÉØÏÍÄÁÉ ÃÀ, ÀÌÉÔÏÌ, ÂÅÄÒÃÉÓ ßÚÅÄÔÀÓ ÀÍáÏÒÝÉÄËÄÁÓ ÌáÏËÏÃ 

ÓÔÒÉØÏÄÁÉÓ ÌáÄÃÅÉÈ. ÒÀÝ ÛÄÄáÄÁÀ Microsoft Excel-Ó, ÌÀÓ ÂÀÀÜÍÉÀ 

ÒÏÂÏÒÝ ÓÔÒÉØÏÍÄÁÉ, ÀÓÄÅÄ ÓÅÄÔÄÁÉÝ ÃÀ, ÈÀÅÉÓÈÀÅÀÃ, ÂÅÄÒÃÉÓ 

ßÚÅÄÔÀÝ ÀØÅÓ ÒÏÂÏÒÝ ÓÔÒÉØÏÍÄÁÀÃ, ÀÓÄÅÄ ÓÅÄÔÄÁÀÃ. ÈÖ 

ÌÏÌáÌÀÒÄÁÄËÓ ÓÖÒÓ ÂÀÍÀáÏÒÝÉÄËÏÓ ÂÅÄÒÃÉÓ ßÚÅÄÔÀ ÌáËÏÃ 

ÓÔÒÉØÏÍÀÃ, ÁÒÞÀÍÄÁÀ ÖÍÃÀ ÂÀÍáÏÒÝÉÄËÃÄÓ ÒÏÃÄÓÀÝ 

ÂÀÀØÔÉÅÉÒÄÁÖËÉÀ ÐÉÒÅÄËÉ ÓÅÄÔÉÓ ÉÓ ÖãÒÄÃÉ, ÒÏÌËÉÓ ßÉÍÀÝ 

ÖÍÃÀ ÂÀÍáÏÒÝÉÄËÃÄÓ ßÚÅÄÔÀ, áÏËÏ ÈÖ ÂÅÄÒÃÉÓ ßÚÅÄÔÀ ÖÍÃÀ 

ÂÀÍáÏÒÝÉÄËÃÄÓ ÌáÏËÏÃ ÓÅÄÔÀÃ, ÁÒÞÀÍÄÁÀ ÖÍÃÀ ÂÀÍáÏÒÝÉÄËÃÄÓ 

ÒÏÃÄÓÀÝ ÂÀÀØÔÉÅÉÒÄÁÖËÉÀ ÐÉÒÅÄËÉ ÓÔÒÉØÏÍÉÓ ÉÓ ÖãÒÄÃÉ, 

ÒÏÌËÉÓ ßÉÍÀÝ ÖÍÃÀ ÂÀÍáÏÒÝÉÄËÃÄÓ ßÚÅÄÔÀ. ÈÖ ÌÏÌáÌÀÒÄÁÄËÓ 

ÓÖÒÓ ÂÀÍÀáÏÒÝÉÄËÏÓ ÂÅÄÒÃÉÓ ßÚÅÄÔÀ ÒÏÂÏÒÝ ÓÔÒÉØÏÍÀÃ ÀÓÄÅÄ 

ÓÅÄÔÀÃ, ÁÒÞÀÍÄÁÀ ÖÍÃÀ ÂÀÍáÏÒÝÉÄËÃÄÓ ÒÏÃÄÓÀÝ 

ÂÀÀØÔÉÅÉÒÄÁÖËÉÀ ÉÓ ÖãÒÄÃÉ, ÒÏÌËÉÓ ßÉÍÀÝ ÖÍÃÀ 

ÂÀÍáÏÒÝÉÄËÃÄÓ ÂÅÄÒÃÉÓ ßÚÅÄÔÀ. 

ÜÀÓÌÉÓ ÌÄÍÉÖÓ ÛÄÌÃÄÂÉ ÓÔÒÉØÏÍÉ ×ÖÍØÝÉÀ... (Function...) 

ÂÀÍáÉËÖËÉ ÉØÍÄÁÀ ÛÄÌÃÂÏÌÛÉ ÌÏÝÄÌÖË ËÄØÝÉÀÈÀ ÊÖÒÓÛÉ. 
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ÜÀÓÌÉÓ ÌÄÍÉÖÓ ÛÄÌÃÄÂÉ ÓÔÒÉØÏÍÉÓ ÓÀáÄËÉ (Name) 

ÌÄÛÅÄÏÁÉÈ ÌÏÌáÌÀÒÄÁÄËÓ ÛÄÖÞËÉÀ ÌÉÀÍÉàÏÓ ÓÐÄÝÉ×ÉÖÒÉ ÓÀáÄËÉ 

ÒÏÂÏÒÝ ÖãÒÄÃÓ, ÀÓÄÅÄ ÓÔÒÉØÏÍÓ ÀÍ ÓÅÄÔÓ. 

ÀáÀËÉ ÓÀáÄËÉÓ ÛÄÓÀØÌÍÄËÀÃ ÌÏÌáÌÀÒÄÁÄËÌÀ ÖÍÃÀ ÂÀÀÀØÔÉ-

ÖÒÏÓ ØÅÄÌÄÍÉÖ Define..., ÒÏÌËÉÓ ÛÄÌÃÂÀÝ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ 

ÂÀÌÏÉÓÀáÄÁÀ ÓÀáÄËÉÓ ÛÄÓÀØÌÍÄËÉ ×ÀÍãÀÒÀ Define Name. ÌÏÝÄÌÖË 

×ÀÍãÀÒÀÛÉ ÌÏÌáÌÀÒÄÁÄËÌÀ ÓÔÒÉØÏÍÛÉ ÓÀáÄËÄÁÉ ÓÀÌÖÛÀÏ ßÉÂÍÛÉ 

(Names in workbook) ÖÍÃÀ ÛÄÉÚÅÀÍÏÓ ÉÓ ÓÀáÄËÉ, ÒÏÌÄËÉÝ ÌÀÓ 

ÓÖÒÓ ÃÀÀÒØÅÀÓ, áÏËÏ ÓÔÒÉØÏÍÛÉ Refers to – ÒÀÓ ÖÍÃÀ ÒÏÌ 

ÃÀÀÒØÅÀÓ. ÌÏÍÀÝÄÌÄÁÉÓ ÜÀßÄÒÉÓ ÛÄÌÃÄÂ, ÈÖ ÌÏÌáÌÀÒÄÁÄËÓ ÓÖÒÓ 

ÊÉÃÄÅ ÛÄÉÔÀÍÏÓ ÓÀáÄËÉ, ÖÍÃÀ ÂÀÀØÔÉÖÒÃÄÓ ÙÉËÀÊÉ ÃÀÌÀÔÄÁÀ 

(Add), áÏËÏ ÈÖ ÀÌ ÓÀáÄËÉÓ ÂÀÒÃÀ ÀÙÀÒ ÓÖÒÓ ÃÀÌÀÔÄÁÀ, ÌÀÛÉÍ 

ÙÉËÀÊÉ ÈÀÍáÌÏÁÀ (OK). 

ÛÄÌÃÂÏÌÛÉ ÄÓ ÓÀáÄËÉ ÌÏÌáÌÀÒÄÁÄËÓ ÛÄÖÞËÄÁÀ ÂÀÌÏÉÚÄÍÏÓ 

ÒÏÂÏÒÝ ×ÏÒÌÖËÀÛÉ, ÀÓÄÅÄ ×ÏÒÌÖËÉÓ ÓÔÒÉØÏÍÛÉ ÌÀÒÝáÄÍÀ 
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ÌÉÃÀÌÏÛÉ ÌÏÈÀÅÓÄÁÖË ÖãÒÄÃÉÓ ÓÀáÄËÉÓ ÜÀÌÏÓÀÛËÄËÛÉ 

ÌÏÈÀÅÓÄÁÖËÉ ÚÅÄËÀ ÛÄØÌÍÉËÉ ÓÀáÄËÄÁÉÓ ÀÌÏÒÜÄÅÉÓ ÌÄÛÅÄÏÁÉÈ 

(ÀÌ ÜÀÌÏÓÀÛËÄË ÌÄÍÉÖÛÉ ÌÏÈÀÅÓÄÁÖËÉÀ ÚÅÄËÀ ÛÄØÌÍÉËÉ 

ÓÀáÄËÉÄÁÉ ÃÀ, ÈÖ ÌÏÌáÌÀÒÄÁÄËÉ ÛÄÀÒÜÄÅÓ ÒÏÌÄËÉÌÄ ÌÀÓ, 

ÌÏÉÍÉÛÍÄÁÀ ÉÓ ÖãÒÄÃÉ/ÓÔÒÉØÏÍÉ/ÓÅÄÔÉ, ÒÏÌÄËÓÀÝ ÃÀÄÒØÅÀ ÄÓ 

ÓÀáÄËÉ). 

ÜÀÓÌÉÓ ÌÄÍÉÖÓ ÛÄÌÃÄÂÉ ÓÔÒÉØÏÍÄÁÉ ÁÏËÏÌÃÄ ÉÃÄÍÔÖÒÉÀ 

ÓáÅÀ ÓÀÏ×ÉÓÄ ÐÒÏÂÒÀÌÄÁÉÓÀ ÃÀ ÂÀÍáÉËÖËÉÀ ÌÏÝÄÌÖË ËÄØÝÉÀÈÀ 

ÊÖÒÓÛÉ. 

ÌÄÍÉÖ ×ÏÒÌÀÔÉÒÄÁÀ (Format) 

×ÏÒÌÀÔÉÒÄÁÉÓ ÌÄÍÉÖÓ ÐÉÒÅÄ-

ËÉ ÓÔÒÉØÏÍÉÓ ÖãÒÄÃÄÁÉ... (Cells...) 

ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ 

ÂÀÌÏÉÓÀáÄÁÀ ÖãÒÄÃÄÁÉÓ ×ÏÒÌÀÔÉ-

ÒÄÁÉÓ ×ÀÍãÀÒÀ, ÒÏÌÄËÓÀÝ ÂÀÀÜÍÉÀ 

ÄØÅÓÉ ÜÀÍÀÒÈÉ. ×ÏÒÌÀÔÉÒÄÁÀ ÂÀÍ-

áÏÒÝÉÄËÃÄÁÀ ÉÌ ÖãÒÄÃÆÄ (ÀÍ Öã-

ÒÄÃÄÁÆÄ), ÒÏÌËÄÁÉÝ ÌÏÍÉÛÍÖËÉÀ 

ÓÔÒÉØÏÍÉÓ ÂÀÀØÔÉÖÒÄÁÉÓ ÌÏÌÄÍÔÛÉ. 

ÐÉÒÅÄËÉ ÜÀÍÀÒÈÉ ÒÉÝáÅÉ (Number) ÂÀÌÏÉÚÄÍÄÁÀ ÖãÒÄ-

ÃÉÓ/ÖãÒÄÃÄÁÉÓ ÊÀÔÄÂÏÒÉÉÓ (Category) ÌÉÓÀÈÉÈÄÁËÀÃ. 

ÜÀÌÏÍÀÈÅÀËÉÓ ÐÉÒÅÄËÉ ÊÀÔÄÂÏÒÉÀ, ÒÏÌÄËÉÝ ÀÒÉÓ 

ÌÈÀÅÀÒÉ (General), ÒÏÌÄËÉÝ ÛÄÈÀÍáÌÄÁÉÈ ÛÄÒÜÄÖËÉÀ ÖãÒÄÃÄÁÉÓ 

ÊÀÔÄÂÏÒÉÀÃ. ÀÌ ÊÀÔÄÂÏÒÉÉÓ ÖãÒÄÃÄÁÛÉ ÒÉÝáÅÄÁÉ ÂÀÌÏÉÓÀáÄÁÀ 

ÌÀÒãÅÄÍÀ, áÏËÏ ÃÀÍÀÒÜÄÍÉ ÔÉÐÄÁÉ ÌÀÒÝáÄÍÀ ÌÉÃÀÌÏÛÉ. 

ÜÀÌÏÍÀÈÅÀËÉÓ ÌÄÏÒÄ ÊÀÔÄÂÏÒÉÀÀ ÒÉÝáÅÉ (Number), ÒÏÌÄ-

ËÛÉÝ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÌÉÖÈÉÈÏÓ: ÒÀÌÃÄÍÉ 
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ÝÉ×ÒÉ ÖÍÃÀ ÂÀÌÏÉÓÀáÄÁÏÃÄÓ ÀÈßÉËÀÃÉ ÍÉÛÍÉÓ ÛÄÌÃÄÂ, ÒÀ 

ÓÉÌÁÏËÏÈÉ ÖÍÃÀ ÂÀÌÏÉÚÏÓ ÚÏÅÄËÉ ÀÈÀÓÄÖËÉ ÃÀ ÒÏÂÏÒ ÖÍÃÀ 

ÂÀÌÏÉÓÀáÄÁÏÃÄÓ ÖÀÒÚÏ×ÉÈÉ ÒÉÝáÅÄÁÉ. 

ÜÀÌÏÍÀÈÅÀËÉÓ ÌÄÓÀÌÄ ÊÀÔÄÂÏÒÉÀÀ ×ÖËÀÃÉ (Currency), ÒÏ-

ÌÄËÛÉÝ ÌÏÌáÌÀÒÄÁÄËÓ, ÂÀÒÃÀ ÒÉÝáÅÉÈÉ ×ÏÒÌÀÔÄÁÉÓÀ, ÄÞËÄÅÀ 

ÓÀÛÖÀËÄÁÀ ÌÉÖÈÉÈÏÓ ÈÖ ÒÀ ×ÖËÀÃÉ ÄÒÈÄÖËÉ ÉØÍÄÓ ÂÀÌÏÓÀáÖËÉ 

ÖãÒÄÃÛÉ ÒÉÝáÅÉÓ ÛÄÚÅÀÍÉÓ ÛÄÌÃÄÂ. 

ÜÀÌÏÍÀÈÅÀËÉÓ ÌÄÏÈáÄ ÊÀÔÄÂÏÒÉÀÀ ÈÅËÀÃÉ (Accounting), 

ÒÏÌÄËÛÉÝ ÌÏÌáÌÀÒÄÁÄËÓ ÉÂÉÅÄ ×ÖÍØÝÉÄÁÉ ÛÖÞËÉÀ ÃÀÀÚÄÍÏÓ ÒÀÝ 

×ÖËÀÃ ÊÀÔÄÂÏÒÉÀÛÉ, ÂÀÒÃÀ ÖÀÒÚÏ×ÉÈÉ ÒÉÝáÅÄÁÉÓ ×ÏÒÌÀÔÉÓ 

ÌÉÈÉÈÄÁÉÓÀ. 
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ÜÀÌÏÍÀÈÅÀËÉÓ ÌÄáÖÈÄ ÊÀÔÄÂÏÒÉÀÀ ÈÀÒÉÙÉ (Date), ÒÏÌÄ-

ËÛÉÝ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÌÉÖÈÉÈÏÓ ËÏÊÀÝÉÉÓ (Lo-

cate (location)) ÌÉáÄÃÅÉÈ ÔÉÐÛÉ (Type) ÌÉÈÉÈÄÁËÉ ÓÔÒÉØÏÍÉ, ÀÍÖ 

ÀÌ ÊÀÔÄÂÏÒÉÀÛÉ ÛÄÓÀÞËÄÁÄËÉÀ ÌÉÄÈÉÈÏÓ ÈÀÒÉÙÉÓ ÔÉÐÉÓ ÂÒÞÄËÉ 

ÀÍ ÌÏÊËÄ ÂÀÅÒÝÄËÄÁÖËÉ ×ÏÒÌÀÔÉ. 

ÜÀÌÏÍÀÈÅÀËÉÓ ÌÄÄØÅÓÄ ÊÀÔÄÂÏÒÉÀÀ ÃÒÏ (Time), ÒÏÌÄËÉÝ 

ÌÏÌáÌÀÒÄÁÄËÓ, ÉÓÄÅÄ ÒÏÂÏÒÝ ÈÀÒÉÙÉÓ ÊÀÔÄÂÏÒÉÀÛÉ, ÄÞËÄÅÀ 

ÓÀÛÖÀËÄÁÀ ÌÉÖÈÉÈÏÓ ËÏÊÀÝÉÉÓ (Locate (location)) ÌÉáÄÃÅÉÈ ÔÉÐÛÉ 

(Type) ÌÉÈÉÈÄÁËÉ ÓÔÒÉØÏÍÉ, ÀÍÖ ÒÏÂÏÒÉ ×ÏÒÌÀÔÉÈ ÖÍÃÀ, ÒÏÌ 

ÂÀÌÏÉÓÀáÄÁÏÃÄÓ ÃÒÏ ÌÏÍÛÍÖË ÖãÒÄÃÛÉ/ÖãÒÄÃÄÁÛÉ. 
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ÌÏÌáÌÀÒÄÁÄËÓ ÛÄÖÞËÉÀ ÀÍÀËÏÂÉÖÒÀÃ ÌÉÖÈÉÈÏÓ ×ÏÒÌÀÔÉ-

ÒÄÁÓ ÜÀÌÏÍÀÈÅÀËÉÓ ÃÀÍÀÒÜÄÍÉ ÊÀÔÄÂÏÒÉÄÁÉÝ. ÒÀÝ ÛÄÄáÄÁÀ ÃÀÌÀ-

ÔÄÁÉÈ (Custom) ÓÔÒÉØÏÍÓ ÌÉÓÉ ×ÏÒÌÀÔÉÒÄÁÉÓ ÓÀÛÖÀËÄÁÄÁÉ ÂÀÍáÉ-

ËÖËÉ ÉØÍÄÁÀ ÌÏÝÄÌÖË ÓÀáÄËÞÙÅÀÍÄËÏÛÉ Microsoft Access-ÉÓ 

×ÏÒÌÀÔÉÒÄÁÉÓ ÓÀÛÖÀËÄÁÄÁÈÀÍ ÄÒÈÀÃ. 

ÌÄÏÒÄ ÜÀÍÀÒÈÉ ÂÀÓßÏÒÄÁÀ (Alignment) ÂÀÌÏÉÚÄÍÄÁÀ ÖãÒÄ-

ÃÛÉ/ÖãÒÄÃÄÁÛÉ ÔÄØÓÔÉÓ ×ÏÒÌÀÔÉÒÄÁÉÓÀÈÅÉÓ. 

ÂÀÓßÏÒÄÁÉÓ ÜÀÍÀÒÈÉÓ ÐÉÒÅÄË ÍÀßÉËÛÉ ÔÄØÓÔÉÓ ÂÀÓßÏÒÄÁÀ 

(Text alignment) ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÂÀÀÓßÏÒÏÓ 

ÔÄØÓÔÉ ÖãÒÄÃÛÉ ÒÏÂÏÒÝ äÏÒÉÆÏÍÔÀËÖÒÀÃ (Horizontal), ÀÓÄÅÄ 
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ÅÄÒÔÉÊÀËÖÒÀÃ (Vertical). äÏÒÉÆÏÍÔÀËÖÒÀÃ ÌÀÒÝáÍÉÅ (Left) ÀÍ 

ÌÀÒãÅÍÉÅ (Right) ÂÀÓßÏÒÄÁÉÓÀÓ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ 

ÒÉÝáÏÁÒÉÅÀÃ ÌÉÖÈÉÈÏÓ ÃÀÛÏÒÄÁÀ (Indent) ÂÅÄÒÃÉÃÀÍ. 

ÂÀÓßÏÒÄÁÉÓ ÜÀÍÀÒÈÉÓ ÌÄÏÒÄ ÍÀßÉËÛÉ ÏÒÉÄÍÔÀÝÉÀ 

(Orientation) ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÃÀÀÚÄÍÏÓ ÔÄØÓÔÉÓ 

ÏÒÉÄÍÔÀÝÉÀ ÅÄÒÔÉÊÀËÖÒÉ ÀÍ äÏÒÉÆÏÍÔÀËÖÒÉ, ÀÍ ÃÀáÀÒÏÓ ÔÄØ-

ÓÔÉ ÂÒÀÃÖÓÄÁÉÓ (Degrees) ÌÉáÄÃÅÉÈ. 

ÂÀÓßÏÒÄÁÉÓ ÜÀÍÀÒÈÉÓ ÌÄÓÀÌÄ ÍÀßÉËÛÉ ÔÄØÓÔÉÓ ÊÏÍÔÒÏËÉ 

(Text Control) ÛÄÓÃÂÄÁÀ ÓÀÌ ÍÀßÉËÉÓÀÂÀÍ: ÔÄØÓÔÉÓ ÂÀÃÀÔÀÍÀ (Wrap 

text), ÒÏÌËÉÓ ÃÒÏÓÀÝ ÖãÒÄÃÛÉ ÛÄÔÀÍÉËÉ ÔÄØÓÔÉ ÓÉÔÚÅÄÁÀÃ 
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ÉØÍÄÁÀ ÂÀÃÀÔÀÍÉËÉ; ÔÄØÓÔÉÓ ÛÄÌàÉÃÒÏÄÁÀ (Shrink to fit), ÒÏÌËÉÓ 

ÃÒÏÓÀÝ ÛÄÔÀÍÉËÉ ÔÄØÓÔÉ ÌÈËÉÀÍÀÃ ÀÅÓÄÁÓ ÖãÒÄÃÓ ÌÉÖáÄÃÀÅÀÈ 

ÌÉÓÉ ÌÏÝÖËÏÁÉÓÀ, ÀÍÖ ÔÄØÓÔÉÓ ÃÉÃÉ ÌÏÝÖËÏÁÉÓ ÃÒÏÓ – 

ÌÝÉÒÃÄÁÀ ×ÏÍÔÉÓ ÆÏÌÀ; ÖãÒÄÃÉÓ ÛÄÒßÚÌÀ (Merge cells), ÒÏÌËÉÓ 

ÃÒÏÓÀÝ ÖãÒÄÃÉ ÛÄÔÀÍÉËÉ ÔÄØÓÔÉÓ ÌÏÝÖËÏÁÉÓ ÌÉáÄÃÅÉÈ ÉÝÅËÉÓ 

ÆÏÌÀÓ, ÀÍÖ ÔÄØÓÔÉÓ ÃÉÃÉ ÌÏÝÖËÏÁÉÓ ÃÒÏÓ – ÉÆÒÃÄÁÀ ÖãÒÄÃÉ (ÃÀ 

ÌÀÛÀÓÀÃÀÌÄ ÌÈËÉÀÍÀÃ ÀÌ ÖãÒÄÃÉÓ ÓÅÄÔÉ). 

ÃÀÍÀÒÜÄÍÉ ÜÀÍÀÒÈÄÁÉ ÉÃÄÍÔÖÒÉÀ ÓáÅÀ ÓÀÏ×ÉÓÄ 

ÐÒÏÂÒÀÌÄÁÛÉ ÀÙßÄÒÉËÉ ÜÀÍÀÒÈÄÁÉÓÀ, ÒÏÌËÄÁÉÝ ÖÊÅÄ 

ÂÀÍáÉËÖËÉÀ ÌÏÝÄÌÖË ËÄØÝÉÀÈÀ ÊÖÒÓÛÉ. 

×ÏÒÌÀÔÉÒÄÁÉÓ 

ÌÄÍÉÖÓ ÌÄÏÒÄ ÓÔÒÉ-

ØÏÍÓ ÓÔÒÉØÏÍÉ (Row) 

ÂÀÀÜÍÉÀ ØÅÄÌÄÍÉÖ, ÒÏ-

ÌÄËÉÝ ÛÄÓÃÂÄÁÀ ÏÈáÉ 

ÓÔÒÉØÏÍÉÓÀÂÀÍ: 

– ÓÉÌÀÙËÄ... (Height...), ÒÏÌËÉÓ ÂÀÀØÔÉÖÒÄÁÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀ-

ÍÆÄ ÂÀÌÏÉÓÀáÄÁÀ ×ÀÍãÀÒÀ, ÒÏÌÄËÛÉÝ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ 

ÓÀÛÖÀËÄÁÀ ÛÄÉÔÀÍÏÓ ÌÏÍÉÛÍÖËÉ ÓÔÒÉØÏÍÉÓ/ÓÔÒÉØÏÍÄÁÉÓ ÓÉÌÀ-

ÙËÉÓ ÌÍÉÛÅÍÄËÏÁÀ 

– ÀÅÔÏÛÄÅÓÄÁÀ (AutoFit), ÒÏÌËÉÓ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÛÍÖËÉ 

ÓÔÒÉØÏÍÉÓ/ÓÔÒÉØÏÍÄÁÉÓ ÓÉÌÀÙËÄ ÓÔÒÉØÏÍÛÉ ÛÄÌÀÅÀËÉ ÖãÒÄ-

ÃÄÁÉÓ ÛÄÌÝÅÄËÉ ÔÄØÓÔÉÓ ÌÀØÓÉÌÀËÖÒÉ ÆÏÌÉÓ ÌÉáÄÃÅÉÈ ÓßÏÒÃÄ-

ÁÀ 

– ÃÀÌÀËÅÀ (Hide), ÒÏÌËÉÓ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÛÍÖËÉ ÓÔÒÉØÏ-

ÍÉ/ÓÔÒÉØÏÍÄÁÉ ÃÀÉÌÀËÄÁÀ 

– ÂÀÌÏÜÄÍÀ (Unhide), ÒÏÌËÉÓ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÃÀÌÀËÖËÉ 
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ÓÔÒÉØÏÍÉ/ÓÔÒÉØÏÍÄÁÉ ÂÀÌÏÜÍÃÄÁÀ 

×ÏÒÌÀÔÉÒÄÁÉÓ 

ÌÄÍÉÖÓ ÌÄÓÀÌÄ ÓÔÒÉ-

ØÏÍÓ ÓÅÄÔÉ (Column) 

ÂÀÀÜÍÉÀ ØÅÄÌÄÍÉÖ, ÒÏ-

ÌÄËÉÝ ÛÄÓÃÂÄÁÀ áÖÈÉ 

ÓÔÒÉØÏÍÉÓÀÂÀÍ: 

– ÓÉÂÀÍÄ... (Width...), 

ÒÏÌËÉÓ ÂÀÀØÔÉÖÒÄÁÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÂÀÌÏÉÓÀáÄÁÀ ×ÀÍ-

ãÀÒÀ, ÒÏÌÄËÛÉÝ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÛÄÉÔÀÍÏÓ 

ÌÏÍÉÛÍÖËÉ ÓÅÄÔÉÓ/ÓÅÄÔÄÁÉÓ ÓÉÂÀÍÉÓ ÌÍÉÛÅÍÄËÏÁÀ 

– ÌÏÍÉÛÍÖËÉÓ ÀÅÔÏÛÄÅÓÄÁÀ (AutoFit Selection), ÒÏÌËÉÓ ÂÀÀØÔÉÖ-

ÒÄÁÉÓÀÓ ÌÏÍÉÛÍÖËÉ ÓÅÄÔÉÓ/ÓÅÄÔÄÁÉÓ ÓÉÂÀÍÄ ÓÅÄÔÛÉ ÛÄÌÀÅÀËÉ 

ÖãÒÄÃÄÁÉÓ ÛÄÌÝÅÄËÉ ÔÄØÓÔÉÓ ÌÀØÓÉÌÀËÖÒÉ ÆÏÌÉÓ ÌÉáÄÃÅÉÈ 

ÓßÏÒÃÄÁÀ 

– ÃÀÌÀËÅÀ (Hide), ÒÏÌËÉÓ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÛÍÖËÉ ÓÅÄÔÉ/ÓÅÄ-

ÔÄÁÉ ÃÀÉÌÀËÄÁÀ 

– ÂÀÌÏÜÄÍÀ (Unhide), ÒÏÌËÉÓ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÃÀÌÀËÖËÉ ÓÅÄ-

ÔÉ/ÓÅÄÔÄÁÉ ÂÀÌÏÜÍÃÄÁÀ 

– ÓÔÀÍÃÀÒÔÖËÉ ÓÉÂÀÍÄ... (Standard Width...), ÒÏÌËÉÓ ÂÀÀØÔÉÖÒÄ-

ÁÉÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÂÀáÓÍÉË ×ÀÍãÀÒÀÛÉ ÂÌÏÉÓÀáÄÁÀ 

ÓÅÄÔÄÁÉÓ ÓÔÀÍÃÀÒÔÖËÉ ÓÉÂÀÍÉÓ ÆÏÌÀ 

×ÏÒÌÀÔÉÒÄÁÉÓ ÌÄÍÉÖÓ ÌÄÏÈáÄ ÓÔÒÉØÏÍÓ ÝáÒÉËÉ (Sheet) ÂÀ-

ÀÜÍÉÀ ØÅÄÌÄÍÉÖ, ÒÏÌÄËÉÝ ÛÄÓÃÂÄÁÀ áÖÈÉ ÓÔÒÉØÏÍÉÓÀÂÀÍ: 

– ÓÀáÄËÉÓ ÛÄÝÅËÀ (Rename), ÒÏÌËÉÓ ÂÀÀØÔÉÖÒÄÁÓÀÓ ÐÒÏÂÒÀÌÀ 

ÃÂÄÁÀ ÝáÒÉËÉÓ ÓÀáÄËÆÄ ÃÀ ÂÅÀÞËÄÅÓ ÌÉÓ ÒÄÃÀØÔÉÒÄÁÉÓ 

ÓÀÛÖÀËÄÁÀÓ 
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– ÃÀÌÀËÅÀ (Hide), ÒÏ-

ÌËÉÓ ÂÀÀØÔÉÖÒÄÁÉ-

ÓÀÓ ÌÏÍÉÛÍÖËÉ 

ÝáÒÉËÉ/ÝáÒÉËÄÁÉ 

ÃÀÉÌÀËÄÁÀ 

– ÂÀÌÏÜÄÍÀ... (Unhi-

de...), ÒÏÌËÉÓ ÂÀÀ-

ØÔÉÖÒÄÁÉÓÀÓ ÃÀÌÀËÖËÉ ÝáÒÉËÉ/ÝáÒÉËÄÁÉ ÂÀÌÏÜÍÃÄÁÀ 

– ÖÊÀÍÀ ×ÏÍÉ... (Background...), ÒÏÌËÉÓ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÔÏ-

ÒÉÓ ÄÊÒÀÍÆÄ ÂÀÌÏÉÓÀáÄÁÀ ÓÖÒÀÈÉÓ ÂÀáÓÍÉÓ ×ÀÍãÀÒÀ. ÛÄÒÜÄÖËÉ 

ÓÖÒÀÈÉ ÂÀÍÈÀÅÓÃÄÁÀ ÝáÒÉËÉÓ ÖÊÀÍÀ ×ÏÍÛÉ 

– ÔÀÁÉÓ ×ÄÒÉ... (Tab Color...), ÒÏÌËÉÓ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÔÏ-

ÒÉÓ ÄÊÒÀÍÆÄ ÂÀÌÏÉÓÀáÄÁÀ ×ÄÒÉÓ ÛÄÒÜÄÅÉÓ ×ÀÍãÀÒÀ. ÛÄÒÜÄÖËÉ 

×ÄÒÉ ÂÀÍÈÀÅÓÃÄÁÀ ÝáÒÉËÉÓ ÓÀáÄËÉÓ ÖÊÀÍÀ ×ÏÍÛÉ 

×ÏÒÌÀÔÉÒÄÁÉÓ ÌÄÍÉÖÓ ÌÄáÖÈÄ ÓÔÒÉØÏÍÉÓ ÀÅ-

ÔÏ×ÏÒÌÀÔÉÒÄÁÀ... (AutoFormat...) ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÌáÌÀÒÄÁÄËÓ 

ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÌÏÍÉÛÍÖË ÃÉÀÐÀÆÏÍÛÉ ÂÀÀÊÄÈÏÓ ÀÅÔÏ×ÏÒ-

ÌÀÔÉÒÄÁÀ, ÀÍÖ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÂÀáÓÍÉË ×ÀÍãÀÒÀÛÉ ÛÄÀÒÜÉÏÓ 

ÈÖ ÒÏÂÏÒÉ ÔÉÐÉÓ ÖÍÃÀ ÉÚÏÓ ÝáÒÉËÉ ÃÀ, ÏÐÝÉÄÁÉÓ...(Options...) 

ÙÉËÀÊÉÓ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ, ÌÏÍÉÛÍÏÓ ÀÅÔÏ×ÏÒÌÀÔÉÓ ÒÏÌÄËÉ 

×ÏÒÌÀÔÉÒÄÁÀ ÖÍÃÀ ÉØÍÄÓ ÂÀÌÏÚÄÍÄÁÖËÉ: 

– ÊÀÔÄÂÏÒÉÀ (Number) 

– ÓÀÆÙÅÒÄÁÉ (Border) 

– ×ÏÍÔÉ (Font) 

– ×ÄÒÉÓ ÜÀÓáÌÀ (Patterns) 

– ÂÀÓßÏÒÄÁÀ (Alignment) 

– ÓÉÂÀÍÄ/ÓÉÌÀÙËÄ (Width/Height) 
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×ÏÒÌÀÔÉÒÄÁÉÓ ÌÄÍÉÖÓ ÌÄØÅÓÄ ÓÔÒÉØÏÍÉÓ ÐÉÒÏÁÉÈÉ ×ÏÒÌÀ-

ÔÉÒÄÁÀ... (Conditional Formatting...) ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊ-

ÒÀÍÆÄ ÂÀÌÏÉÓÀáÄÁÀ ÐÉÒÏÁÉÈÉ ×ÏÒÌÀÔÉÒÄÁÉÓ ×ÀÍãÀÒÀ, ÒÏÌÄËÛÉÝ 

ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÌÏÍÉÛÍÖË ÃÉÀÐÀÆÏÍÛÉ ÛÄÌÀÅÀË 

ÖãÒÄÃÄÁÉÓ ÌÍÉÛÅÍÄËÏÁÀÓ (Cell Value Is) ÀÍ ×ÏÒÌÖËÀÓ (Formula 

Is) ÃÀÀÃÏÓ ÐÉÒÏÁÀ, ÒÏÌËÉÓ ÛÄÓÒÖËÄÁÉÓÀÓ ÂÀÍáÏÒÝÉÄËÃÄÁÀ 
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×ÏÒÌÀÔÉÒÄÁÉÓ... (Format...) ÙÉËÀÊÆÄ ÃÀàÄÒÉÓÀÓ ÂÀÊÄÈÄÁÖË 

×ÏÒÌÀÔÉÒÄÁÀÓ. ÈÖ ÌÏÌáÌÀÒÄÁÄËÉ ÂÀÀÀØÔÉÖÒÄÁÓ ÃÀÌÀÔÄÁÉÓ (Add) 

ÙÉËÀÊÓ, ÌÀÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÃÀÌÀÔÄÁÉÈÉ (ÌÀØÓÉÌÀËÖÒÉ ÒÉÝáÅÉ 

ÀÒÉÓ ÓÀÌÉ) ÐÉÒÏÁÉÓ ÃÀÃÄÁÉÓÀ, áÏËÏ ÃÀÃÄÁÖËÉ ÐÉÒÏÁÉÓÀ ÃÀ 

×ÏÒÌÀÔÉÒÄÁÉÓ ÂÀÓÀÖØÌÄÁËÀÃ ÂÀÌÏÉÚÄÍÏÓ ßÀÛËÉÓ... (Delete...) 

ÙÉËÀÊÉ. 

×ÏÒÌÀÔÉÒÄÁÉÓ ÌÄÍÉÖÓ ÌÄÛÅÉÃÄ ÓÔÒÉØÏÍÉÓ ÓÔÉËÉÓ... (Style...) 

ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÂÀÌÏÉÓÀáÄÁÀ ÓÔÉËÄÁÉÓ ×ÏÒ-

ÌÀÔÉÒÄÁÉÓ ×ÀÍãÀÒÀ, ÒÏÌÄËÛÉÝ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ 

ÜÀÌÏÓÀÛËÄË ÌÄÍÉÖÛÉ ÓÔÉËÉÓ ÓÀáÄËÉ (Style name) ÛÄÀÒÜÉÏÓ 

ÓÔÉËÉ, áÏËÏ ÓÔÉËÉÓ ÛÄÌÝÅÄËÏÁÀÛÉ (Style includes) ÂÀÌÏÒÈÏÓ 

ÀÒÀÓÀÓÖÒÅÄËÉ ×ÏÒÌÀÔÉÒÄÁÀ ÀÍ, ÙÉËÀÊÉ ÌÏÃÉ×ÉÝÉÒÄÁÀ... (Modi-

fy...) ÂÀÀØÔÉÖÒÃÄÁÉÓ ÛÄÌÃÄÂ, ÛÄÝÅÀËÏÓ ÉÂÉ. 

ÌÄÍÉÖ ÉÍÓÔÒÖÌÄÍÔÄÁÉ (Tools) 

ÉÍÓÔÒÖÌÄÍÔÄÁÉÓ ÌÄÍÉÖÓ ÞÉÒÉÈÀÃÉ ÓÔÒÉØÏÍÄÁÉ ÖÊÅÄ ÉØÍÀ ÀÙ-

ßÄÒÉËÉ ÌÏÝÄÌÖË ËÄØÝÉÀÈÀ ÊÖÒÓÛÉ. 
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ÂÀÍÅáÉËÏÈ ÁÏËÏ ÓÔÒÉØÏÍÉ Ï×ÝÉÄÁÉ... (Options...), ÒÏÌËÉÓ 

ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÂÀÌÏÉÓÀáÄÁÀ ×ÀÍãÀÒÀ, ÒÏÌÄ-

ËÉÝ ÛÄÉÝÀÅÓ ÝÀÌÄÔ ÜÀÍÀÒÈÓ. ÂÀÍÅÉáÉËÏÈ ÉÓÉÍÉ ÃÀ ÀÅÙÍÉÛÍÏÈ ÞÉ-

ÒÉÈÀÃÉ ÓÀÊÉÈáÄÁÉ. 

ÐÉÒÅÄËÉ ÜÀÍÀÒÈÉ ÜÅÄÍÄÁÀ (View) ÃÀÚÏ×ÉËÉÀ ÏÈá ÍÀßÉËÀÃ: 

– ÜÅÄÍÄÁÀ (View) 

– ÊÏÌÄÍÔÀÒÄÁÉ (Comments) 

– ÏÁÉÄØÔÄÁÉ (Objects) 

– ×ÀÍãÒÉÓ Ï×ÝÉÄÁÉ (Windows Options) 

ÜÀÍÀÒÈÉÓ ÐÉÒÅÄË ÍÀßÉËÛÉ ÜÅÄÍÄÁÀ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ 

ÓÀÛÖÀËÄÁÀ ÌÏÍÉÛÍÏÓ ÂÀÌÏÜÍÃÄÓ ÈÖ ÀÒÀ: ÓÀÏ×ÉÓÄ ÐÒÏÂÒÀÌÀ Excel-

ÉÓ ÜÀÔÅÉÒÈÅÉÓÀÓ ÀÌÏÝÀÍÀÈÀ ÐÀÍÄËÉ (Startup Task Pane); ×ÏÒÌÖ-

ËÉÓ ÆÏËÉ (Formula bar); ÓÔÀÔÖÓÉÓ ÆÏËÉ (Status bar) ÃÀ ×ÀÍãÒÄÁÉ 

ÀÌÏÝÀÍÀÈÀ ÆÏËÛÉ (Windows in Taskbar). 
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ÜÀÍÀÒÈÉÓ ÌÄÏÒÄ ÍÀßÉËÛÉ ÊÏÌÄÍÔÀÒÄÁÉ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄ-

ÅÀ ÓÀÛÖÀËÄÁÀ ÌÏÍÉÛÍÏÓ ÂÀÌÏÜÍÃÄÓ ÈÖ ÀÒÀ ÌáÏËÏÃ ÊÏÌÄÍÔÀÒÉÓ 

ÉÍÃÉÊÀÔÏÒÉ (Comment indicator only) ÀÍ ÊÏÌÄÍÔÀÒÉÝ ÃÀ ÉÍÃÉÊÀÔÏ-

ÒÉÝ (Comment & indicator). 

ÜÀÍÀÒÈÉÓ ÌÄÓÀÌÄ ÍÀßÉËÛÉ ÏÁÉÄØÔÄÁÉ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ 

ÓÀÛÖÀËÄÁÀ ÌÏÍÉÛÍÏÓ ÂÀÌÏÜÍÃÄÓ ÈÖ ÀÒÀ ÚÅÄËÀ×ÄÒÉ (Show All) (ÀØ 

ÉÂÖËÉÓáÌÄÁÀ ÏÁÄØÔÄÁÉ); ÂÀÌÏÜÃÄÓ ÏÁÉÄØÔÉÓ ÌÀÂÉÅÒÀÃ ÍÀÝÒÉÓ×ÄÒÉ 

ÏÈÊÈáÄÃÉ (Show plaseholders) ÀÍ ÚÅÄËÀ×ÄÒÉ ÃÀÉÌÀËÏÓ (Hide All) (ÀØ 

ÉÂÖËÉÓáÌÄÁÀ ÏÁÄØÔÄÁÉ). 

ÜÀÍÀÒÈÉÓ ÌÄÏÈáÄ ÍÀßÉËÛÉ ×ÀÍãÒÉÓ ÏÐÝÉÄÁÉ ÌÏÌáÌÀÒÄÁÄËÓ 

ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÌÏÍÉÛÍÏÓ ÂÀÌÏÜÍÃÄÓ ÈÖ ÀÒÀ ÂÅÄÒÃÉÓ ßÚÅÄÔÄÁÉ 

(Page breaks); ×ÏÒÌÖËÄÁÉ (Formulas); ÁÀÃÄ (Gridlines) (ÈÖ ÌÏÌáÌÀ-

ÒÄÁÄËÌÀ ÛÄÉÒÜÉÀ ÁÀÃÉÓ ÜÅÄÍÄÁÀ, ÌÀÛÉÍ ÌÀÓ ÛÄÖÞËÉÀ ÛÄÀÒÜÉÏÓ ÌÉÓÉ 

×ÄÒÄÁÉ (Colors)); ÓÔÒÉØÏÍÉÓ ÃÀ ÓÅÄÔÉÓ ÓÀÈÀÖÒÄÁÉ (Row & column 

headers); ÂÀÒÄ ÓÉÌÁÏËÏÄÁÉ (Outline symbols); ÌÍÛÅÍÄËÏÁÄÁÉ ÍÖËÉ 

(Zero values); äÏÒÉÆÏÍÔÀËÖÒÉ ÓÀÓÒÉÀËÏ ÁÉËÉÊÉ (Horizontal scroll 

bar); ÅÄÒÔÉÊÀËÖÒÉ ÓÀÓÒÉÀËÏ ÁÉËÉÊÉ (Vertical scroll bar); ÝáÒÉËÄÁÉÓ 

ÔÀÁÄÁÉ (Sheet tabs). 

ÌÄÏÒÄ ÜÀÍÀÒÈÉ ÂÀÃÀÈÅËÀ (Calculation) ÃÀÚÏ×ÉËÉÀ 3 ÍÀßÉ-

ËÀÃ: 

– ÂÀÃÀÈÅËÀ (Calculation) 

– ÉÔÄÒÀÝÉÀ (Iteration) 

– ÓÀÌÖÛÀÏ ßÉÂÍÉÓ Ï×ÝÉÄÁÉ (Workbook options). 

ÐÉÒÅÄË ÍÀßÉËÛÉ ÂÀÃÀÈÅËÀ ÌÏÌáÌÀÒÄÁÄËÌÀ ÖÍÃÀ ÀÉÒÜÉÏÓ ÌÏ-

ÍÀÝÄÌÉÓ ÝÅËÉËÄÁÉÓÀÓ ×ÏÒÌÖËÄÁÉÓ ÂÀÃÀÈÅËÀ ÐÒÏÂÒÀÌÀÌ ÂÀÍÀáÏÒ-

ÝÉÄËÏÓ ÀÅÔÏÌÀÔÖÒÀÃ (Automatic); ÀÅÔÏÌÀÔÖÒÀÃ ÛÄÒÜÄÅÀ (Automatic 

except tables), ÒÏÌËÉÓ ÃÒÏÓÀÝ ÝáÒÉËÛÉ ×ÏÒÌÖËÄÁÉÓ ÂÀÃÀÈÅËÀ 
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ÛÄÓÒÖËÃÄÁÀ ÃÀÈÅËÀ ÄáËÀ (Calc Now) ÀÍ F9 ÙÉËÀÊÆÄ ÃÀàÄÒÉÓÀÓ ÃÀ 

áÄËÏÅÍÖÒÀÃ (Manual), ÒÏÌËÉÓ ÃÒÏÓÀÝ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ 

ÛÄÓÀÞËÄÁËÏÁÀ ÂÀÀÀØÔÉÖÒÏÓ ÂÀÃÀÈÅËÀ ÜÀßÄÒÀÌÃÄ (Recalculate 

before save), ÀÍÖ ×ÀÉËÉÓ ÃÀÌÀáÓÏÅÒÄÁÉÓ ßÉÍ ÛÄÀÓÒÖËÏÓ ÂÀÃÀÈÅËÀ. 

ÌÄÏÒÄ ÍÀßÉËÛÉ ÉÔÄÒÀÝÉÀ (Iteration) ÝÉÊËÖÒÉ ÌÉÌÀÒÈÅÉÓ ÌØÏÍÄ 

×ÏÒÌÖËÄÁÉÓ ÂÀÌÏÈÅËÉÓ ÜÀÒÈÅÉÓ ÛÄÌÈáÅÄÅÀÛÉ (ÀÍÖ ÈÖ ×ÏÒÌÖËÀ 

ÛÄÉÝÀÅÓ ÌÉÌÀÒÈÅÀÓ ÈÀÅÉÓÉÅÄ ÖãÒÄÃÆÄ), ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀ-

ËÄÁÀ ÌÉÖÈÉÈÏÓ ÉÔÄÒÀÝÉÉÓ ÌÀØÓÉÌÀËÖÒÉ ÒÀÏÃÄÍÏÁÀ ÃÀ ÂÀÌÏÈÅËÄ-

ÁÉÓ ÝÃÏÌÉËÄÁÉÓ ÓÉÆÖÓÔÄ. 

ÌÄÓÀÌÄ ÍÀßÉËÛÉ ÓÀÌÖÛÀÏ ßÉÂÍÉÓ Ï×ÝÉÄÁÉ (Workbook options) 

ÀÒÉÓ ÒÀÌÏÃÄÍÉÌÄ ÏÐÝÉÀ, ÒÏÌÄËÉÝ ÉØÍÄÁÀ ÓÀàÉÒÏ ÉØÍÄÁÀ ÌÏÌáÌÀ-

ÒÄÁËÉÓÀÈÉÓ ÌÏÍÀÝÄÌÄÁÈÀÍ ÖÒÈÉÄÒÈÏÁÉÓÀÓ: 
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– ÃÀÛÏÒÄÁÖËÉ ÌÏÍÀÝÄÌÄÁÉÓ ÂÀÍÀáËÄÁÀ (Update remote references), 

ÀÍÖ ÂÀÒÄ ÌÉÌÀÒÈÅÉÓ ÌÏÍÀÝÄÌÄÁÉÓÀÂÀÍ ÛÄÌÃÂÀÒÉ ×ÏÒÌÖËÄÁÉÓ ÂÀÍÀ-

áËÄÁÀ 

– ÓÉÆÖÓÔÄ ÒÏÂÏÒÝ ÍÀÜÅÄÍÄÁÉÀ (Precision as displayed), ÀÍÖ ÀÈßÉËÀ-

ÃÉÓ ßÄÒÔÉËÉÓ ÛÄÌÃÄÂ ÍÀÜÅÄÍÄÁÉ ÉØÍÄÓ 15 ÈÀÍÒÉÂÉ 

– ÈÀÒÉÙÉÓ ÓÉÓÔÄÌÀ 1904 (1904 date system), ÀÍÖ ÏÐÄÒÀÝÉÖËÉ 

ÓÉÓÔÄÌÉÓ ÈÀÒÉÙÉÓ ÀÈÅËÉÓ ÃÒÏ ÃÀÉßÚÄÁÀ 1904 ßËÉÓ 1 ÉÀÍÅÒÉÃÀÍ 

(ÒÏÂÏÒÝ ÄÓ ÀÒÉÓ Apple Macintosh-ÉÓ ÏÐÄÒÀÝÉÖË ÓÉÓÔÄÌÄÁÛÉ) ÃÀ 

ÀÒÀ 1900 ßËÉÓ 1 ÉÀÍÅÒÉÃÀÍ (ÒÏÂÏÒÝ ÄÓ ÀÒÉÓ IBM-ÉÓ ÏÐÄÒÀÝÉÖË 

ÓÉÓÔÄÌÄÁÛÉ) 

– ÃÀÌÀáÓÏÅÒÄÁÀ ÂÀÄ ÂÆÀÅÍËÄÁÉÓ ÌÍÉÛÅÍÄËÏÁÄÁÉÓ (Save external link 

values) 

– ×ÏÒÌÖËÄÁÛÉ ÖÒÄÃÄÁÉÓ ÃÉÀÐÀÆÏÍÉÓ ÂÀÌÏÚÄÍÄÁÀ (Accept labels in 

formulas) 

ÌÄÓÀÌÄ ÜÀÍÀÒÈÉ ÒÄÃÀØÔÉÒÄÁÀ (Edit) ÌÏÚÅÀÍÉËÉÀ ÒÀÌÏÃÄÍÉÌÄ 

ÈÅÉÓÄÁÀ (Setting): 

– ÖãÒÀÛÉ ÒÄÃÀØÔÉÒÄÁÉÓ ÖÛÖÀËÏ ÒÄÑÉÌÉ (Edit directly in cell) 

– ÖãÒÄÃÉÓ/ÖãÒÄÃÄÁÉÓ 

ÂÀÃÀÔÀÍÀ (Allow cell drag and drop) ÈÀÂÅÉÓ ÌÄÛÅÄÏÁÉÈ 

ÊÏÐÉÒÄÁÉÓ ÀÍ ÂÀÃÀÔÀÍÉÓ ÛÄÌÈáÅÄÅÀÛÉ ÃÀ, ÀÂÒÄÈÅÄ, ÒÉÝáÅÉÈÉ ÃÀ 

×ÏÒÌÖËÀÈÀ ÌßÊÒÉÅÄÁÉÓ ÛÄØÌÍÉÓÀÓ. ÈÖ, ÀÌ ÛÄÌÈáÅÄÅÀÛÉ, 

ÜÀÓÀÍÀÝÅËÄÁÄË ÖãÒÄÃÛÉ/ÖãÒÄÃÄÁÛÉ ÜÀßÄÒÉËÉÀ ÒÀÉÌÄ 

ÉÍ×ÏÒÌÀÝÉÀ, ÌÀÛÉÍ ÖÍÃÀ ÌÏÉÍÉÛÍÏÓ ÓÔÒÉØÏÍÉ ÂÀ×ÒÈáÉËÄÁÀ 

ÓÀÍÀÌ ÖãÒÄÃÆÄ ÂÀÃÀÉßÄÒÄÁÀ (Alert before overwriting cells), 

ÒÀÈÀ ÉÍ×ÏÒÌÀÝÉÀ ÀÒ ÃÀÉÊÀÒÂÏÓ 

– Enter-ÉÓ ÛÄÌÃÄÂ ÌÏÍÉÛÅÍÉÓ ÂÀÃÀÀÃÂÉËÄÁÉÓ (Move selection after 

Enter) ÌÉÌÀÒÈÖËÄÁÀ (Direction) ÜÀÌÏÓÀÛËÄË ÓÔÒÉØÏÍÛÉ 
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– ×ÉØÓÉÒÄÁÖËÉ ßÉËÀÃÉÓ (Fixed decimal) ÈÀÍÒÉÂÉÓ (Places) 

ÒÀÏÃÄÍÏÁÉÓ ÌÉÈÉÈÄÁÀ 

– ÏÁÉÄØÔÄÁÉÓ ÂÀÃÀÔÀÍÀ, ÂÀÃÀßÄÒÀ ÃÀ ÃÀáÀÒÉÓáÄÁÀ ÃÀÊÀÅÛÉÒÄÁÖË 

ÖãÒÄÃÄÁÈÀÍ ÄÒÈÀÃ (Cut, copy, and sort objects with cells) 

ÂÀÍáÏÒÝÉÄËÃÄÓ 

– ÂÀÒÄ ÊÀÅÛÉÒÄÁÉÓ ÂÀÍÀáËÄÁÉÓÀÓ ÛÄÄÊÉÈáÏÓ (Ask to update 

automatic links) ÐÒÏÂÒÀÌÀÌ ÃÀÌÏßÌÄÁÀ 

– ÛÄÝÅËÉÓ ÌÏØÌÄÃÄÁÄÁÉ ÀÍÉÌÀÝÉÉÈ (Provide feedback with Animati-

on) ÜÀÔÀÒÃÄÓ 

– ÖãÒÄÛÉ ÌÍÉÛÅÍÄËÏÁÓ ÀÅÔÏÛÄÅÓÄÁÉÓ ÜÀÒÈÅÀ (Enable AutoComp-

lete for cell values). ÀÌ ÃÒÏÓ ÈÖ ÖãÒÄÃÛÉ ÛÄÔÀÍÉÓÀÓ ÐÒÏÂÒÀÌÀÌ 

ÉÌÀÅÄ ÓÅÄÔÛÉ ÀÙÌÏÀÜÉÍÀ ÌÓÂÀÅÓÉ ÉÍ×ÏÒÌÀÝÉÀ, ÓÈÀÅÀÆÏÁÓ ÌÏÌá-

ÌÀÒÄÁÄËÓ ÀÅÔÏÌÀÔÖÒ ÃÀÓÒÖËÄÁÀÓ. 
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ÌÄÏÈáÄ ÜÀÍÀÒÈÉ ÞÉÒÉÈÀÃÉ (General), ÒÏÌÄËÛÉÝ ÌÏÚÅÀÍÉ-

ËÉÀ ÞÉÒÉÈÀÃÉ ÈÅÉÓÄÁÄÁÉ (Settings) ÃÀ ×ÖÍØÝÉÄÁÉ: 

– R1C1 ÌÉÌÀÒÈÅÉÓ ÓÔÉËÉ (R1C1 reference style), ÀÍÖ, ÜÅÄÖËÄÁÉÓÀ-

ÌÄÁÒ, ÓÅÄÔÄÁÉÓ ÓÀáÄËÄÁÉ ÐÒÏÂÒÀÌÀ Excel-ÛÉ ÀÒÉÓ ÀÍÁÀÍÉÓ ÀÓÏÄ-

ÁÉ (A, B, C,...), áÏËÏ ÓÔÒÉØÏÄÁÉÓ – ÍÀÔÖÒÀËÖÒÉ ÒÉÝáÅÄÁÉ ÃÀ, 

ÌÀÛÀÓÀÃÀÌÄ, ÖãÒÄÃÄÁÉÓ ÓÀáÄËÉÀ A5, B90, C23 ÃÀ À.Û. 

ÀÌ ÓÔÒÉØÏÍÉÓ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÓÅÄÔÄÁÉÓ ÃÀ ÓÔÒÉØÏÍÄÁÉÓ 

ÓÀáÄËÄÁÉ ÀÒÉÓ ÒÉÝáÅÄÁÉ ÃÀ ÀÌÉÔÏÌ ÌÀÈÉ ÓÀáÄËÄÁÉÝ ÉÝÅËÄÁÀ 

ÃÀ, ÛÄÓÀÁÀÌÉÓÀÃ, áÃÄÁÀ R5C1, R90C2, R23C3 ÃÀ À.Û., ÓÀÃÀÝ R – 

ÓÔÒÉØÏÍÉÀ (Row), áÏËÏ C – ÓÅÄÔÉÀ (Column) 

– ÓáÅÀ ÀÐËÉÊÀÝÉÄÁÉÓ ÉÂÍÒÉÒÄÁÀ (Ignore other applications) ÌÏÍÀ-

ÝÄÌÈÀ ÂÀÝÅËÓÀÓ ÃÀ ÉØÍÄÓ ÌÏÍÀÝÄÌÈÀ ÃÉÍÀÌÉÖÒÉ ÂÀÝÅËÀ (DDE) 

– ÍÀÜÅÄÍÄÁÉ ÉØÍÄÓ ÁÏËÏ ÂÀÌÏÚÄÍÄÁÖËÉ ×ÀÉËÄÁÉÓ ÓÉÀ (Recently 
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used file list) ÉÌ ÒÀÏÃÄÍÏÁÉÈ, ÒÏÌÄËÉÝ ÛÄÒÜÄÖËÉ ÉØÍÄÁÀ ÌÏÌá-

ÌÀÒÄÁËÉÓ ÌÉÄÒ ÂÅÄÒÃÆÄ ÌÃÄÁÀÒÄ ×ÀÍãÀÒÀÛÉ 

– ÓÀÌÖÛÀÏ ßÉÂÍÉÓ ÐÉÒÅÄËÀÃ ÃÀÌÀáÓÏÅÒÄÁÉÓÀÓ (Promt for workbo-

ok properties) ÂÀÉáÓÍÄÁÀ ÈÅÉÓÄÁÄÁÉÓ (Properties) ×ÀÍãÀÒÀ 

– ÛÄÓÒÖËÄÁÖËÉ ÌÏØÌÄÃÄÁÄÁÉÓ ÂÀáÌÏÅÀÍÄÁÀ (Provide feedback 

with sound) 

– ÈÀÂÅÉÓ ÆÄÃÀ ÂÏÒÂÏËÀàÉÈ ÆÏÌÄÁÉÓ ÛÄÝÅËÀ (Zoom on roll with 

IntelliMouse) 

– ÀáÀË ÓÀÌÖÛÀÏ ßÉÂÍÛÉ (Seets in new workbook) ÝáÒÉËÄÁÉÓ ÒÀÏ-

ÃÄÍÏÁÉÓ ÌÉÈÉÈÄÁÀ ÂÅÄÒÃÆÄ ÌÃÄÁÀÒÄ ×ÀÍãÀÒÀÛÉ 

– ÓÔÀÍÃÀÒÔÖËÉ ×ÏÍÔÉÓ (Standard font) ÓÀáÄËÉÓÀ ÃÀ ÆÏÌÉÓ (Size) 

ÌÉÈÉÈÄÁÀ ÐÒÏÂÒÀÌÀ Excel-ÛÉ 

– ÛÄÈÀÍáÌÄÁÉÈ ×ÀÉËÉÓ ËÏÊÀÝÉÉÓ (Default file location) ÌÉÈÉÈÄÁÀ 

ÂÅÄÒÃÆÄ ÌÃÄÁÀÒÄ ×ÀÍãÀÒÀÛÉ, ÀÍÖ ×ÀÉËÉÓ ÃÀÌÀáÓÏÅÒÄÁÉÓÀÓ ÈÖ 

ÒÏÌÄËÉ ×ÏËÃÄÒÉ ÂÀÉáÓÍÀÓ ×ÀÉËÉÓ ÃÀÌÀáÓÏÅÒÄÁÉÓ ×ÀÍãÀÒÀÛÉ 

– ÜÀÒÈÅÉÓÀÓ ÃÀÌÀÔÄÁÉÈ ÒÏÌÄËÉ ×ÀÉËÄÁÉ ÂÀÉáÓÍÀÓ (At startup, 

open all files in) ÖÍÃÀ ÌÉÄÈÉÈÏÓ ÂÅÄÒÃÆÄ ÌÃÄÁÀÒÄ ×ÀÍãÀÒÀÛÉ 

– ÌÏÌáÌÀÒÄÁËÉÓ ÓÀáÄËÉ (User name) 

ÌÄáÖÈÄ ÜÀÍÀÒÈÉ ÝÅËÀ (Transition), ÒÏÌÄËÛÉÝ áÏÒÝÉÄËÃÄÁÀ 

ÜÅÄÖËÄÁÄÁÉÓÀÂÀÍ ÝÅËÀ, ÃÀÚÏ×ÉËÉÀ 3 ÍÀßÉËÀÃ. 

ÐÉÒÅÄË ÍÀßÉËÛÉ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÛÄÓÀÞËÄÁËÏÁÀ ÌÉÖ-

ÈÉÈÏÓ ÈÖ Excel-ÉÓ ×ÀÉËÉ ÃÀÉÌÀáÓÏÅÒÏÓ ÒÏÂÏÒÝ (Save Excel 

files as) ÂÅÄÒÃÆÄ ÌÃÄÁÀÒÄ ×ÀÍãÀÒÀÛÉÀ ÌÏÚÅÀÍÉËÉ. 

ÌÄÏÒÄ ÍÀßÉËÛÉ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÛÄÓÀÞËÄÁËÏÁÀ ÛÄÝ-

ÅÀËÏÓ ÈÅÉÓÄÁÄÁÉ: 

– ÙÉËÀÊÉ ÐÒÏÂÒÀÌÉÓ ÌÄÍÉÖÆÄ (Microsoft Office Excel menu key) 

ÂÀÃÀÓÀÓÅËÄËÀÃ 
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– ÂÀÃÀÀÃÂÉËÄÁÉÓ ÙÉËÀÊÄÁÉÓ ×ÖÍØÝÉÏÍÉÒÄÁÀ (Transition 

navigation keys) ÀËÔÄÒÍÀÔÉÖËÀÃ, ÀÍÖ ÒÏÂÏÒÝ ÐÒÏÂÒÀÌÀÛÉ 

Lotus1-2-3. 

ÌÄÓÀÌÄ ÍÀßÉËÛÉ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÛÄÓÀÞËÄÁËÏÁÀ 

ÛÄÝÅÀËÏÓ ÝáÒÉËÉÓ ÏÐÝÉÄÁÉ: 

– ÛÄÉÝÅÀËÏÓ ×ÏÒÌÖËÉÓ ÜÀßÄÒÀ (Transition formula evaluation) 

– ÛÄÉÝÅÀËÏÓ ×ÏÒÌÖËÉÓ ÛÄÚÅÀÍÀ (Transition formula entry) 

ÌÄÄØÅÓÄ ÜÀÍÀÒÈÉ ÃÀÌÀÔÄÁÉÈÉ ÓÉÄÁÉ (Custom Lists), ÒÏÌÄË-

ÛÉÝ ÌÏÚÅÀÍÉËÉÀ ÃÀÌÀÔÄÁÉÈÉ ÓÉÄÁÉÓ (Custom Lists) ÜÀÌÏÍÀÈÅÀËÉ, 

ÒÏÌÄËÉÝ ÛÄÉØÌÍÄÁÀ ÈÀÂÅÉÓ ÌÀÜÅÄÍÄÁËÉÈ. 

ÀÌÀÅÄ ÜÀÍÀÒÈÛÉ ÛÄÓÀÞËÄÁÄËÉÀ (Add) ÙÉËÀÊÉÓ ÌÄÛÅÄÏÁÉÈ 

ÃÀÄÌÀÔÏÓ ÛÄÚÅÀÍÉËÉ ÓÉÀ ÀÍ ÂÅÄÒÃÆÄ ÛÄÒÜÄÖËÉ ÓÉÀ ÉÌÐÏÒÔÉÓ 

(Import) ÙÉËÀÊÉÓ ÌÄÛÅÄÏÁÉÈ. 
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ÌÄÛÅÉÃÄ ÜÀÍÀÒÈÉ ÂÒÀ×ÉÊÉ (Chart) ÌÏÌáÌÀÒÄÁÄËÓ ÀÞËÄÅÓ ÂÒÀ-

×ÉÊÄÁÈÀÍ ÖÒÈÉÄÒÈÏÁÉÓ ÛÄÓÀÞËÄÁËÏÁÀÓ ÃÀ ÉÂÉ ÛÄÃÂÄÁÀ ÏÒ ÍÀßÉ-

ËÉÓÀÂÀÍ. 

ÐÉÒÅÄË ÍÀßÉËÛÉ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÛÄÓÀÞËÄÁËÏÁÀ ÂÀ-

ÀØÔÉÅÉÒÄÁÖË ÂÒÀ×ÉÊÛÉ (Active chart) ÌÉÖÈÉÈÏÓ, ÒÏÌ ÂÀÌÏÜÍÃÄÓ 

ÌáÏËÏÃ ÛÄÅÓÄÁÖËÉ ÖãÒÄÃÄÁÉ (Plot visible cells only) ÃÀ ÈÖ 

ÛÄÖÅÓÄÁÄËÉ ÖãÒÄÃÄÁÉÝ ÖÍÃÀ ÂÀÌÏÜÍÃÍÄÍ, ÌÀÛÉÍ ÌÉÖÈÉÈÏÍ ÝÀÒÉÄ-

ËÉ ÖãÒÄÃÄÁÉ ÀÃÂÉËÆÄ (Plot empty cells as): 

– ÀÒ ÂÀÌÏÜÍÃÍÄÍ (Not plotted) 

– ÍÖËÉ (Zero) ÂÀÌÏÜÍÃÄÓ 

– ÖÒÈÉÄÒÈÓÀßÉÍÀÀÙÌÃÄÂÏÃ ÂÀÌÏÜÍÃÄÓ 

ÌÄÏÒÄ ÍÀßÉËÛÉ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÛÄÓÀÞËÄÁËÏÁÀ ÌÉÖ-

ÈÉÈÏÓ ÂÒÀ×ÉÆÄ ÂÀÌÏÜÍÃÄÓ ÈÖ ÀÒÀ ÓÀáÄËÄÁÉ (Show names) ÃÀ 

ÌÍÉÛÅÍÄËÏÁÄÁÉ (Show values). 
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ÛÄÌÃÄÂÉ ÜÀÍÀÒÈÉ ×ÄÒÉ (Color), ÒÏÌÄËÛÉÝ ÌÏÌáÌÀÒÄÁÄËÌÀ 
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ÖÍÃÀ ÌÉÖÈÉÈÏÓ ÓÔÀÍÃÀÒÔÖËÉ ×ÄÒÄÁÉ (Standard colors), ÂÒÀ×ÉÊÉÓ 

ÜÀÓáÌÉÓ ×ÄÒÉ (Chart fills) ÃÀ ÂÒÀ×ÉÊÉÓ áÀÆÉÓ ×ÄÒÉ (Chart lines). 

ÛÄÌÃÄÂÉ ÜÀÍÀÒÈÉ ÓÀÄÒÈÀÛÏÒÉÓÏ (International), ÒÏÌÄËÉÝ 3 

ÍÀßÉËÉÓÀÂÀÍ ÛÄÓÃÂÄÁÀ. 

ÐÉÒÅÄË ÍÀßÉËÛÉ ÒÉÝáÅÄÁÉÓ ÃÀÚÄÍÄÁÀ (Number handing) ÌÏÌ-

áÌÀÒÄÁÄËÌÀ ÖÍÃÀ ÌÉÖÈÉÈÏÓ ÀÈßÉËÀÃÉÓ ÂÀÌÚÏ×É (Decimal separa-

tor) ÃÀ ÀÈÀÓÄÖËÄÁÉÓ ÂÀÌÚÏ×É (Decimal separator) ÓÉÌÁÏËÏ ÀÍ ÜÀÒ-

ÈÏÓ ÓÉÓÔÄÌÀÛÉ ÂÀÌÏÚÄÍÄÁÖËÉ ÂÀÌÚÏ×ÄÁÉÓ (Use system separators) 

ÂÀÌÏÚÄÍÄÁÀ. 

ÌÄÏÒÄ ÍÀßÉËÛÉ ÁÄàÃÅÉÓÀÓ (Printing) ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ 

ÛÄÓÀÞËÄÁËÏÁÀ ÌÉÖÈÉÈÏÓ ×ÖÒÝËÉÓ A4/Letter-ÉÓ ÆÏÌÉÓ ÂÀÌÏÚÄÍÄÁÀ 

(Allow A4/Letter paper resizing). 

ÒÀÝ ÛÄÄáÄÁÀ ÌÄÓÀÌÄ ÍÀßÉËÓ, ÀØ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÛÄÓÀÞ-

ËÄÁËÏÁÀ ÂÀÌÏÉÚÄÍÏÓ ÌÀÒãÅÍÉÃÀÍ-ÌÀÒÝáÍÉÅ (Right-to-left) ÃÀÌßÄÒ-
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ËÏÁÉÓ Ï×ÝÉÄÁÉ (ÒÀÝ, ÀËÁÀÈ, ØÀÒÈÅÄË ÌÊÉÈáÅÄËÓ ÀÒ ÂÀÌÏÀÃÂÄ-

ÁÀ). 

ÛÄÌÃÄÂÉ ÜÀÍÀÒÈÉ ÛÄÍÀáÅÀ (Save) ÛÄÃÂÄÁÀ ÏÒ ÍÀßÉËÉÓÀÂÀÍ. 

ÜÀÍÀÒÈÉÓ ÐÉÒÅÄË ÍÀßÉËÛÉ ÈÅÉÓÄÁÄÁÉ (Setting) ÌÏÌáÌÀÒÄ-

ÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÌÉÖÈÉÈÏÓ ÈÖ ÛÄÍÀáÅÀ ÀÅÔÏÀÙÃÂÄ-

ÍÉÓÀÈÅÉÓ ÚÏÅÄË (Save AutoRecover into every) ÒÀÌÃÄÍ ßÖÈÛÉ 

(minutes) ÂÀÍáÏÒÝÉÄËÃÄÓ ÃÀ ÀÅÔÏÀÙÃÂÄÍÉÓ ÛÄÍÀáÅÉÓ ËÏÊÀÝÉÉÓ 

(AutoRecover save location) ÀÃÂÉËÌÃÄÁÀÒÄÏÁÉÓ. 

ÜÀÍÀÒÈÉÓ ÌÄÏÒÄ ÍÀßÉËÛÉ ÓÀÌÖÛÀÏ ßÉÂÍÉÓ Ï×ÝÉÄÁÉ (Workbook 

options) ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÂÀÈÉÛÏÓ ÀÅÔÏÀÙÃÂÄÍÀ 

(Disable AutoRecover). 

ÛÄÌÃÄÂÉ ÜÀÍÀÒÈÉ ÛÄÝÃÏÌÄÁÉÓ ÜÀÓßÏÒÄÁÀ (Error Checking) 

ÛÄÃÂÄÁÀ ÏÒ ÍÀßÉËÉÓÀÂÀÍ. 

ÜÀÍÀÒÈÉÓ ÐÉÒÅÄË ÍÀßÉËÛÉ ÈÅÉÓÄÁÄÁÉ (Setting) ÌÏÌáÌÀÒÄ-
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ÁÄËÓ ÛÄÖÞËÉÀ ÜÀÒÈÏÓ ÖÊÀÍÀ ×ÏÍÛÉ ÛÄÝÃÏÌÄÁÉÓ ÜÀÓßÏÒÄÁÀ 

(Enable background error checking) ÃÀ ÌÉÖÈÉÈÏÓ ÛÄÝÃÏÌÄÁÉÓ 

ÉÍÃÉÊÀÔÏÒÉÓ ×ÄÒÉ (Error Indicator Color). 

ÜÀÍÀÒÈÉÓ ÌÄÏÒÄ ÍÀßÉËÛÉ ßÄÓÄÁÉ (Rules) ÛÄÓÀÞËÄÁÄËÉÀ 

ÌÉÄÈÉÈÏÓ ÈÖ ÒÏÌÄË ßÄÓÄÁÉÓ ÃÀÒÙÅÄÅÉÓÀÓ ÖÍÃÀ ÃÀ×ÉØÓÉÒÃÄÓ 

ÛÄÝÃÏÌÀ. 

ÛÄÌÃÄÂÉ ÜÀÍÀÒÈÉ ÏÒ×ÏÂÒÀ×ÉÀ (Spelling) ÛÄÃÂÄÁÀ ÏÒ ÍÀßÉ-

ËÉÓÀÂÀÍ. 

ÜÀÍÀÒÈÉÓ ÐÉÒÅÄË ÍÀßÉËÛÉ ÏÒ×ÏÂÒÀ×ÉÀ (Spelling) ÛÄÓÀÞËÄÁÄ-

ËÉÀ ÌÉÄÈÉÈÏÓ ËÄØÓÉÊÏÍÉÓ ÄÍÀ (Dictionary language) ÃÀ ÒÏÌÄË 

×ÀÉËÛÉ ÂÀÍáÏÒÝÉÄËÃÄÓ ÓÉÔÚÅÄÁÉÓ ÃÀÌÀÔÄÁÀ (Add words to). ÀÓÄÅÄ 

ÀÌ ÍÀßÉËÛÉ ÛÄÉÞËÄÁÀ ÌÉÄÈÉÈÏÓ: 

– ÛÄÈÀÅÀÆÏÓ ÌáÏËÏÃ Ï×ÉÓÉÓ ËÄØÓÉÊÏÍÉÃÀÍ (Suggest from main 
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dictionary only) ÛÄÌÏßÌÄÁÀ 

– ÉÂÍÏÒÉÒÄÁÀ ÂÀÖÊÄÈÏÓ ÓÉÔÚÅÄÁÓ ÌÀÙÀË ÒÄÂÉÓÔÒÛÉ (Ignore 

words in UPPERCASE) 

– ÉÂÍÏÒÉÒÄÁÀ ÂÀÖÊÄÈÏÓ ÒÉÝáÅÄÁÉÀÍ ÓÉÔÚÅÄÁÓ (Ignore words with 

numbers) 

– ÉÂÍÏÒÉÒÄÁÀ ÂÀÖÊÄÈÏÓ ÉÍÔÄÒÍÄÔ ÃÀ ×ÀÉËÄÁÉÓ ÌÉÓÀÌÀÒÈÄÁÓ (Ig-

nore Internet and file addresses) 

ÜÀÍÀÒÈÉÓ ÌÄÏÒÄ ÍÀßÉËÛÉ ÓÐÄÝÉ×ÉÖÒÉ ÄÍÄÁÉ (Language-spe-

cific) ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÌÉÖÈÉÈÏÓ ÓÐÄÝÉ×ÉÖÒÉ ÄÍÄ-

ÁÉÓ Ï×ÝÉÄÁÉ. 

ÛÄÌÃÄÂÉ ÜÀÍÀÒÈÛÉ ÃÀÝÅÀ (Security) ÞÉÒÉÈÀÃÀÃ ÂÀÌÏÉÚÄÍÄÁÀ 

Excel-ÉÓ ßÉÂÍÉÓÀ ÃÀ ÀÅÔÏÒÆÄ ÉÍ×ÏÒÌÀÝÉÉÓ ÃÀÝÅÉÓÀÈÅÉÓ. 

ÀØ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÛÄÓÀÞËÄÁËÏÁÀ ÃÀÀÚÄÍÏÓ ×ÀÉËÉÓ 
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ÃÀÝÅÉÓ ×ÖÍØÝÉÄÁÉ, ÒÏÂÏÒÉÝ ÀÒÉÓ ÐÀÒÏËÉ ÂÀáÓÍÉÓÀÓ (Password to 

open); ÐÀÒÏËÉ ÝÅËÉËÄÁÉÓÀÓ (Password to modify), ÒÏÌËÉÓ 

ÃÒÏÓÀÝ ×ÀÉËÉ ÂÀÉáÓÍÄÁÀ, ÌÀÂÒÀÌ ÝÅËÉËÄÁÄÁÉÓÀÈÅÉÓ ÓÀàÉÒÏÀ 

ÐÀÒÏËÉÓ ÌÉÈÉÈÄÁÀ; ÝÉ×ÒÖËÉ áÄËÌÏßÄÒÀ... (Digital Signatures...); 

ÛÄÍÀáÅÉÓÀÓ ×ÀÉËÉÓ ÈÅÉÓÄÁÄÁÉÃÀÍ ÐÄÒÓÏÍÀËÖÒÉ ÉÍ×ÏÒÌÀÝÉÉÓ 

ÀÌÏÛËÀ (Remove personal information from file properties on save) 

ÃÀ ÌÀÊÒÏ ÃÀÝÅÀ... (Macro Security...), ÓÀÃÀÝ ÞÉÒÉÈÀÃÀÃ ÖÍÃÀ 

ÃÀÚÄÍÃÄÓ ÃÀÝÅÀ ÌÀÊÒÏÓÉÓ ÅÉÒÖÓÄÁÉÓÀÂÀÍ, ÒÏÌËÄÁÉÝ 

ÈÀÍÃÀÒÈÖËÉ ÓÀáÉÈ ÉÍÄÒÂÄÁÀ Excel-ÉÓ ×ÀÉËÛÉ. 

ÌÄÍÉÖ ÌÏÍÀÝÄÌÉ (Data) 

ÌÏÍÀÝÄÌÉÓ ÌÄÍÉÖÓ ÐÉÒÅÄËÉ ÓÔÒÉØÏÍÉÓ ÓÏÒÔÉÒÄÁÀ... (Sort...) 

ÂÀÀØÔÉÖÒÄÁÀÌÃÄ ÌÏÌáÌÀÒÄÁÄËÌÀ ÖÍÃÀ ÌÏÍÉÛÍÏÓ ÌÏÍÀÝÄÌÄÁÉ, 

ÒÏÌËÉÝ ÓÏÒÔÉÒÄÁÀÝ ÌÀÓ ÖÍÃÀ ÃÀ ÀÌÉÓ ÛÄÌÃÄÂ ÂÀÀÀØÔÉÖÒÏÓ ÉÂÉ. 

ÓÔÒÉØÏÍÉÓ ÂÀÀØÔÉÖÒÄÁÉÓ ÛÄÌÃÄÂ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÂÀÌÏÉÓÀáÄÁÀ 
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×ÀÍãÀÒÀ, ÒÏÌÄËÛÉÝ ÌÏ-

ÌáÌÀÒÄÁÄËÓ ÀØÅÓ ÛÄÓÀÞ-

ËÄÁËÏÁÀ ÌÉÖÈÉÈÏÓ ÓÀ-

ÌÀÌÃÄ ÓÅÄÔÉ, ÒÉÓ ÌÉáÄÃ-

ÅÉÈÀÝ ÖÍÃÀ ÂÀÊÄÈÃÄÓ 

ÓÏÒÔÉÒÄÁÀ ÃÀ ÓÀÈÉÈÀ-

ÏÃ ÌÉÖÈÉÈÏÓ ÈÖ ÆÒÃÀ-

ÃÏÁÉÓ (Ascending) ÈÖ 

ÊËÄÁÀÃÏÁÉÓ (Descen-

ding) ÌÉáÄÃÅÉÈ ÖÍÃÀ ÂÀ-

ÍáÏÒÝÉÄËÃÄÓ ÉÂÉ. ÀÂ-

ÒÄÈÅÄ ÀÌ ×ÀÍãÀÒÀÛÉ 

ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ 

ÛÄÓÀÞËÄÁËÏÁÀ ÌÉÖÈÉ-

ÈÏÓ ÌÏÍÀÝÄÌÈÀ ÌÉÌÃÄÅ-

ÒÏÁÀÓ ÂÀÀÜÍÉÀÈ (My 

data range has) ÓÀÈÀÖ-

ÒÉÓ ÓÔÒÉØÏÍÉ (Header 

row) ÈÖ ÀÒÀ (No header 

row). 

ÈÖ ÌÏÌáÌÀÒÄÁÄ-

ËÌÀ ÂÀÀÀØÔÉÖÒÀ Ï×ÝÉ-

ÄÁÉÓ... (Options...) ÙÉ-

ËÀÊÉ, ÌÏÍÉÔÏÒÉÓ ÄÊ-

ÒÀÍÆÄ ÂÀÌÏÉÓÀáÄÁÀ ×ÀÍ-

ãÀÒÀ, ÒÏÌÄËÛÉÝ ÌÉÄ-

ÈÉÈÄÁÀ ÓÏÒÔÉÒÄÁÉÓ 
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ÂÀÓÀÙÄÁÉ (First key 

sort order), ÌÂÒÞÍÏ-

ÁÉÀÒÏÁÀ ÒÄÂÉÓÔÒÆÄ 

(Case sensitive) (ÄÓ 

ÈÅÉÓÄÁÀ ÂÀÍÓÀÊÖÈÒÄ-

ÁÉÈ ÓÀàÉÒÏÀ ØÀÒÈÖ-

ËÉ ×ÏÍÔÄÁÉÓÀÈÅÉÓ, 

ÒÀÃÂÀÍ ÄÒÈÉÃÀÉÂÉÅÄ ÙÉËÀÊÆÄ ÓáÀÃÀÓáÅÀ ÒÄÂÉÓÔÒÆÄ ÀÒÉÀÍ 

ÂÀÍÈÀÅÓÄÁÖËÍÉ ÓáÅÀÃÀÓáÅÀ ÀÓÏÄÁÉ: ÌÀÂ., È ÃÀ Ô, ß ÃÀ à, Ý ÃÀ Ü, Ó 

ÃÀ Û, ã ÃÀ Ñ) ÃÀ ÏÒÉÄÍÔÀÝÉÀ (Orientation), ÒÏÌÄËÛÉÝ ÖÍÃÀ ÌÉÄÈÉ-

ÈÏÓ ÈÖ ÒÉÈÉ ÖÍÃÀ ÂÀÊÄÈÃÄÓ ÌÏÍÀÝÄÌÈÀ ÓÏÒÔÉÒÄÁÀ – ÆÄÅÉÃÀÍ 

ØÅÄÅÉÈ (Sort top to bottom) ÀÍ ÌÀÒÝáÍÉÃÀÍ ÌÀÒãÅÍÉÅ (Sort left to 

right). 

ÌÏÍÀÝÄÌÉÓ ÌÄÍÉÖÓ ÌÄÏÒÄ ÓÔÒÉØÏÍÉÓ ×ÉËÔÒÉ (Filter) ÂÀÀØÔÉ-

ÖÒÄÁÉÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÉáÓÍÄÁÀ ØÅÄÌÄÍÉÖ, ÒÏÌËÉÓ ÐÉÒÅÄËÉ 

ÓÔÒÉØÏÍÉÀ ÀÅÔÏ×ÉËÔÒÉ (AutoFilter). ÌÉÓÉ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÀÝÄ-

ÌÄÁÉÓ ÐÉÒÅÄËÉ ÓÔÒÉØÏÍÉÓ ÖãÒÄÃÄÁÉÓ ÌÀÒãÅÄÍÀ ÌÉÃÀÌÏÛÉ ÀÉÓÀáÄ-

ÁÀ ÜÀÌÏÛËÉÓ ÙÉËÀÊÉ. ÌÉÓÉ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÜÀÌÏÉÛËÄÁÀ ØÅÄÌÄÍÉÖ, 

ÒÏÌÄËÛÉÝ, ÓÅÄÔÉÓ ÂÀÓÀ×ÉËÔÒÉ ÌÏÍÀÝÄÌÄÁÉÓ ÂÀÒÃÀ, ÀÒÉÓ, ÀÂÒÄÈ-

ÅÄ, ÓÏÒÔÉÒÄÁÉÓ ÆÒÃÀÃÏÁÀ (Ascending) 

ÈÖ ÊËÄÁÀÃÏÁÀ (Descending), ÚÅÄËÀÓ 

(All) ÂÀÌÏÜÄÍÀ, ÆÄÃÀ 10-ÉÓ... (Top 10...) 

ÂÀÌÏÜÄÍÀ, ÝÀÒÉÄËÄÁÉÓ (Blanks) ÂÀÌÏÜÄ-

ÍÀ, ÀÒÀÝÀÒÉÄËÄÁÉÓ (NonBlanks) ÂÀÌÏ-

ÜÄÍÀ ÃÀ ÛÄÒÜÄÅÉÈÉ... (Custom...) ÂÀÌÏ-

ÜÄÍÀ. 

ÃÀÌÀÔÄÁÉÈÉ ÀÅÔÏ×ÉËÔÒÉÓ ÓÔÒÉ- 
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ØÏÍÉÓ ÂÀÀØÔÉÖÒÄÁÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÂÀÌÏÓÀáÄÁÀ ×ÀÍãÀÒÀ, 

ÒÏÌÄËÛÉÝ ÌÏÌáÌÀÒÄÁÄËÓ ÛÄÖÞËÉÀ ÛÄÉÔÀÍÏÓ ÏÒÉ ÐÉÒÏÁÀ, ÒÏÌ-

ËÄÁÉÓ ËÏÂÉÊÖÒÉ ÃÀ (And) ÀÍ ÀÍ-ÉÈ (Or) ÉØÍÄÁÉÀÍ ÃÀÊÀÅÛÉÒÄÁÖË-

ÍÉ. ÜÀÌÏÓÀÛËÄË ÐÉÒÏÁÀÛÉ ÀÒÉÓ ÓÔÒÉØÏÍÄÁÉ: 

– ÖÃÒÉÓ (equals) 

– ÀÒ ÖÃÒÉÓ (does not equal) 

– ÌÄÔÉÀ ÅÉÃÒÄ (is greater than) 

– ÌÄÔÉÀ ÀÍ ÔÏËÉ ÅÉÃÒÄ (is greater than or equal to) 

– ÍÀÊËÄÁÉÀ ÅÉÃÒÄ (is less than) 

– ÍÀÊËÄÁÉÀ ÀÍ ÔÏËÉ ÅÉÃÒÄ (is less than or equal to) 

– ÉßÚÄÁÀ -ÃÀÍ (begins with) 

– ÀÒ ÉßÚÄÁÀ -ÃÀÍ (does not begin with) 

– ÌÈÀÅÒÃÄÁÀ -ÌÃÄ (ends with) 

– ÀÒ ÌÈÀÅÒÃÄÁÀ -ÌÃÄ (does not end with) 

– ÛÄÉÝÀÅÓ (contains) 

– ÀÒ ÛÄÉÝÀÅÓ (does not contain) 

ÂÀÍÅÉáÉËÏÈ ÌÏÍÀÝÄÌÉÓ ÌÄÍÉÖÓ ÓÔÒÉØÏÍÉ ÅÀËÉÃÖÒÏÁÀ... 
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(Validation), ÒÏÌËÉÓ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ 

ÂÀÌÏÉÓÀáÄÁÀ ÓÀÌ ÜÀÓÌÉÀÍÉ ×ÀÍãÀÒÀ ÌÏÍÀÝÄÌÈÀ ÅÀËÉÃÖÒÏÁÀ (Data 

Validation). 

ÐÉÒÅÄËÉ ÜÀÓÌÀ ÈÅÉÓÄÁÄÁÛÉ (Settings), ÌÏÌáÌÀÒÄÁÄËÓ 

ÛÄÖÞËÉÀ ÌÉÖÈÉÈÏÓ ÅÀËÉÃÖÒÏÁÉÓ ÊÒÉÔÄÒÉÀ (Validation criteria), 

ÀÍÖ ÃÀÛÅÄÁÀÛÉ (Allow) ÌÉÖÈÉÈÏÓ ÈÖ ÒÀ ÐÉÒÏÁÀ ÃÀ ÌÏÍÀÝÄÌÛÉ 

(Data) ÒÏÌÄË ÌÏÍÀÝÄÌÆÄ ÓÒÖËÃÄÁÏÃÄÓ ÊÒÉÔÄÒÉÀ. ÀÂÒÄÈÅÄ 

ÌÏÌáÌÀÒÄÁÄËÓ ÀØÅÓ ÛÄÓÀÞËÄÁËÏÁÀ ÌÉÖÈÉÈÏÓ ÂÀÖÊÄÈÏÓ 

ÉÂÍÏÒÉÒÄÁÀ ÝÀÒÉÄË ÖãÒÄÃÓ (Ignore blank) ÈÖ ÀÒÀ. 

ÌÄÏÒÄ ÜÀÓÌÀ ÛÄÔÀÍÉÓ ÛÄÔÚÏÁÉÍÄÁÀÛÉ (Input Message) ÀÒÉÓ 

ÛÄÓÀÞËÄÁËÏÁÀ ÌÉÄÈÉÈÏÓ, ÒÏÌ ÂÀÌÏÜÍÃÄÓ ÛÄÔÀÍÉÓ ÛÄÔÚÏÁÉÍÄÁÀ 

ÒÏÃÄÓÀÝ ÌÏÉÍÉÛÍÄÁÀ ÖãÒÄÃÉ/ ÖãÒÄÃÄÁÉ (Show input message 
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when cell is selected), áÏËÏ ÓÀÈÀÖÒÛÉ (Title) ÃÀ ÛÄÔÀÍÉÓ ÛÄÔÚÏÁÉ-

ÍÄÁÀÛÉ (Input message) ÛÄÉÔÀÍÏÓ ÛÄÓÀÁÀÌÉÓÉ ÉÍ×ÏÒÌÀÝÉÀ. 

ÌÄÓÀÌÄ ÜÀÓÌÀ ÛÄÝÃÏÌÉÓ ÂÀÍÂÀÛÉ (Error Alert) ÌÏÌáÌÀÒÄÁÄËÓ 

ÄÞËÄÅÀ ÛÄÓÀÞËÄÁËÏÁÀ ÌÉÖÈÉÈÏÓ ÂÀÌÏÜÍÃÄÓ ÛÄÝÃÏÌÉÓ ÂÀÍÀÂÀÛÉ 

ÀÒÀÓßÏÒÉ ÌÏÍÀÝÄÌÉÓ ÛÄÔÀÍÉÓ ÛÄÌÃÄÂ (Show error alert after invalid 

data is entered), áÏËÏ ÓÔÉËÛÉ (Style) (ÓÀÃÀÝ ÖÍÃÀ ÛÄÉÒÜÄÓ 

ØÌÄÃÄÁÀ ÈÀÅÉÓÉ ÍÀáÀÔÉÈ: ÂÀÜÄÒÄÁÀ (Stop), ÂÀÁÒÈáÉËÄÁÀ (Warning) 

ÃÀ ÓÀÉÍ×ÏÒÌÀÝÉÏ (Information)), ÓÀÈÀÖÒÛÉ (Title) ÃÀ ÛÄÝÃÏÌÉÓ 

ÛÄÔÚÏÁÉÍÄÁÀÛÉ (Input message) ÛÄÉÔÀÍÏÓ ÛÄÓÀÁÀÌÉÓÉ ÉÍ×ÏÒÌÀÝÉÀ. 

ÌÏÍÀÝÄÌÉÓ ÌÄÍÉÖÓ ÓÔÒÉØÏÍÉ ÂÀÒÄ ÌÏÍÀÝÄÌÈÀ ÉÌÐÏÒÔÉ (Iport 

external data), ÒÏÌËÉÓ ÂÀÀØÔÉÖÒÄÁÉÓÀÓ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ 

ÂÀÌÏÉÓÀáÄÁÀ ×ÀÍãÀÒÀ, ÒÏÌÄËÛÉÝ ÌÏÌáÌÀÒÄÁÄËÌÀ ÖÍÃÀ ÛÄÀÒÜÉÏÓ 
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ÈÖ ÒÏÌÄËÉ ÐÒÏÂÒÀÌÉÓ ÒÀ ÌÏÍÀÝÄÌÄÁÓ ÖÍÃÀ ÂÀÖÊÄÈÃÄÓ ÉÌÐÏÒÔÉ 

ÃÀ ÛÄÌÃÄÂ ÌÉÖÈÉÈÏÓ ÀÃÂÉËÉ ÈÖ ÓÀÃ ÖÍÃÀ ÂÀÍÈÀÅÓÃÄÓ ÉÌÐÏÒÔÉ-

ÒÄÁÖËÉ ÌÏÍÀÝÄÌÄÁÉ. 

ÌÏÍÀÝÄÌÉÓ ÌÄÍÉÖÓ ÃÀÍÀÒÜÄÍÉ ÓÔÒÉØÏÍÄÁÉ Ö×ÒÏ ÃÀßÅÒÉËÄ-

ÁÉÈ ÂÀÍáÉËÖËÉ ÉØÍÄÁÉÀÍ ÀÌ ËÄØÝÉÀÈÀ ÊÖÒÓÉÓ ÌÏÌÃÄÅÍÏÛÉ. 

ÌÄÍÉÖ ×ÀÍãÀÒÀ (Window) 

×ÀÍãÒÉÓ ÌÄÍÉÖÓ ÐÉÒÅÄËÉ ÓÔÒÉØÏÍÉ ÀáÀËÉ ×ÀÍãÀÒÀ (New 

Window) ÌÏÌáÌÀÒÄÁÄËÓ ÀÞËÄÅÓ ÓÀÛÖÀËÄÁÀÓ ÂÀáÓÍÀÓ ÀáÀË ×ÀÍãÀ-

ÒÀÛÉ ÉÂÉÅÄ ßÉÂÍÉ. 

×ÀÍãÒÉÓ ÌÄÍÉÖÓ ÛÄÌÃÄÂÉ ÓÔÒÉØÏÍÉÓ ÃÀËÀÂÄÁÀ... (Arrange...) 

ÌÄÛÅÄÏÁÉÈ ÌÏÌáÌÀÒÄÁÄËÉ ÚÅÄËÀ ÂÀáÓÍÉË ßÉÂÍÓ ÂÀÍÀÈÀÅÓÄÁÓ ÌÏ-

ÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ. 
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×ÀÍãÒÉÓ ÌÄÍÉÖÓ ÛÄÌÃÄÂÉ 

ÓÔÒÉØÏÍÉÓ ÛÄÃÀÒÄÁÀ ÂÅÄÒÃ-ÂÅÄÒ-

ÃÉÈ -ÈÀÍ... (Compare Side by Side 

with...) ÌÄÛÅÄÏÁÉÈ ÌÏÌáÌÀÒÄÁÄËÓ 

ÄÞËÄÅÀ ÓÀÛÅÀËÄÁÀ ÛÄÀÃÀÒÏÓ ßÉÂ-

ÍÉÓ ÌÏÍÀÝÄÌÄÁÉ ÓáÅÀ ÌÏÍÀÝÄÌÄÁÈÀÍ. 

×ÀÍãÒÉÓ ÌÄÍÉÖÓ ÛÄÌÃÄÂÉ ÏÒÉ 

ÓÔÒÉØÏÍÉÓ ÃÀÌÀËÅÉÓ (Hide) ÃÀ ÂÀ-

ÌÏÜÄÍÉÓ (Unhide) ÌÄÛÅÄÏÁÉÈ ÌÏÌá-

ÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÅÀËÄÁÀ ÃÀÌÀËÏÓ ÃÀ ÂÀÌÏÀÜÉÍÏÓ ßÉÂÍÉ. 

×ÀÍãÒÉÓ ÌÄÍÉÖÓ ÛÄÌÃÄÂÉ ÓÔÒÉØÏÍÉ ÂÀáËÄÜÀ (Split) ÌÏÌáÌÀ-

ÒÄÁÄËÓ ÀÞËÄÅÓ ÓÀÛÖÀËÄÁÀÓ ÂÀáËÉÜÏÓ ßÉÂÍÉ ÏÒ/ÏÈá ÍÀßÉËÀÃ 

(ÈÖ ÂÀáËÄÜÉÓÀÓ ÂÀÀØÔÉÅÉÒÄÁÖËÉ ÉÚÏ ÐÉÒÅÄËÉ ÓÔÒÉØÏÍÉ, ÂÀáËÄ-

ÜÀ ÂÀÍáÏÒÝÉÄËÃÄÁÀ ÌáÏËÏÃ ÓÅÄÔÉÈ, áÏËÏ ÈÖ ÂÀáËÄÜÉÓÀÓ ÂÀÀØ-

ÔÉÅÉÒÄÁÖËÉ ÉÚÏ ÐÉÒÅÄËÉ ÓÅÄÔÉ, ÂÀáËÄÜÀ ÂÀÍáÏÒÝÉÄËÃÄÁÀ ÌáÏ-

ËÏÃ ÓÔÒÉØÏÍÉÈ, ÃÀÍÀÒÜÄÍ ÛÄÌÈáÅÄÅÀÛÉ ÂÀáËÄÜÀ ÂÀÍáÏÒÝÉÄËÃÄ-

ÁÀ ÒÏÂÏÒÝ ÓÅÄÔÉÈ, ÀÓÄÅÄ ÓÔÒÉØÏÍÉÈ) ÃÀ ÀßÀÒÌÏÏÓ ×ÏÒÌÀÔÉ-

ÒÄÁÀ ßÉÂÍÉÓ ÓáÅÀÃÀÓáÅÀ ÀÃÂÉËÛÉ. 

×ÀÍãÒÉÓ ÌÄÍÉÖÓ ÛÄÌÃÄÂÉ ÓÔÒÉØÏÍÉ ÐÀÍÄËÄÁÉÓ ÂÀÚÉÍÅÀ (Free-

ze Panes) ÌÏÌáÌÀÒÄÁÄËÓ ÀÞËÄÅÓ ÓÀÛÖÀËÄÁÀÓ ÂÀÚÉÍÏÓ ßÉÂÍÉ ÛÄÒ-

ÜÄÖËÉ ÓÀÈÀÖÒÉ (ÒÏÂÏÒÝ ÓÅÄÔÄÁÀÃ, ÀÓÄÅÄ ÓÔÒÉØÏÍÄÁÀÃ) ÃÀ ÀÈÅÀ-

ËÉÄÒÏÓ ÃÀÍÀÒÜÄÍÉ ÉÍ×ÏÒÌÀÝÉÀ (ÈÖ ÂÀÚÉÍÅÉÓÀÓ ÂÀÀØÔÉÅÉÒÄÁÖËÉ 

ÉÚÏ ÐÉÒÅÄËÉ ÓÔÒÉØÏÍÉ, ÂÀÚÉÍÅÀ ÂÀÍáÏÒÝÉÄËÃÄÁÀ ÌáÏËÏÃ ÓÅÄÔÉÓ 

ÓÀÈÀÖÒÉÈ, áÏËÏ ÈÖ ÂÀÚÉÍÅÉÓÀÓ ÂÀÀØÔÉÅÉÒÄÁÖËÉ ÉÚÏ ÐÉÒÅÄËÉ 

ÓÅÄÔÉ, ÂÀÚÉÍÅÀ ÂÀÍáÏÒÝÉÄËÃÄÁÀ ÌáÏËÏÃ ÓÔÒÉØÏÍÉÓ ÓÀÈÀÖÒÉÈ, 

ÃÀÍÀÒÜÄÍ ÛÄÌÈáÅÄÅÀÛÉ ÂÀÚÉÍÅÀ ÂÀÍáÏÒÝÉÄËÃÄÁÀ ÓÅÄÔÉÓÀ ÃÀ, ÀÓÄ-

ÅÄ, ÓÔÒÉØÏÍÉÓ ÓÀÈÀÖÒÉÈ). 
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ÌÄÍÉÖ ÃÀáÌÀÒÄÁÀ (Help) 

ÃÀáÌÀÒÄÁÉÓ ÌÄÍÉÖ ÂÀÍÊÖÈÅÍÉ-

ËÉÀ ÌÏÌáÌÀÒÄÁËÉÓÀÈÅÉÓ ÓÀàÉÒÏ 

ÃÀáÌÀÒÄÁÉÓ ÂÀÓÀßÄÅÀÃ Excel-ÉÓ ÚÏ-

ÅÄËÂÅÀÒ ÓÀÊÉÈáÆÄ, ÛÄÓÀÞËÄÁÄËÉÀ 

ÃÀÌáÌÀÒÄ ÀÓÉÓÔÄÍÔÉÓ ÏÐÝÉÄÁÉÓ ÛÄÝ-

ÅËÀ/ÃÀÚÄÍÄÁÀ ÃÀ ÆÏÂÀÃÉ ÉÍ×ÏÒÌÀ-

ÝÉÉÓ ÌÉÙÄÁÀ Excel-ÉÓ ÐÒÏÂÒÀÌÖË 

ÖÆÒÖÍÅÄËÚÏ×ÀÆÄ. ÀÓÄÅÄ ÀØ ÂÀÍÈÀÅ-

ÓÄÁÖËÉÀ ÐÒÏÂÒÀÌÉÓ ÂÀÍÀáËÄÁÉÓ, 

ÂÀÀØÔÉÖÒÄÁÓÀ ÃÀ ÂÀÍÊÖÒÍÄÁÉÓ ÓÀÛÖÀËÄÁÄÁÉ. 

×ÏÒÌÀÔÄÁÉ 

ÍÄÁÉÓÌÉÄÒÉ ×ÏÒÌÀÔÉÓ ÛÄÓÀØÌÍÄËÀÃ ÀÖÝÉËÄÁÄËÉÀ ÌÏÌáÌÀ-

ÒÄÁÄËÌÀ ÉÝÏÃÄÓÉÓ ÓÐÄÝÉÀËÖÒÉ ÓÉÌÁÏËÏÄÁÉ, ÒÉÓ ÌÄÛÅÄÏÁÉÈÀÝ 

ÚÀËÉÁÃÄÁÀ ×ÏÒÌÀÔÉ. ×ÏÒÌÀÔÄÁÉ ÀÒÉÀÍ ÒÀÌÏÃÄÍÌÄ ÔÉÐÉÓ: 

ÒÉÝáÅÉÈÉ, ÈÀÒÉÙÉÓÀ ÃÀ ÃÒÏÉÓ, ×ÄÒÄÁÉÓ ÃÀ ÓáÅ. 

×ÏÒÌÀÔÄÁÉ ÛÄÉÞËÄÁÀ ÛÄÃÂÄÁÏÃÍÄÍ ÏÈáÉ ÓÄØÝÉÉÓÀÂÀÍ, ÒÏÌ-

ËÄÁÉÝ ÄÒÈÌÀÍÄÈÉÓÀÂÀÍ ßÄÒÔÉËÌÞÉÌÉÈ ÖÍÃÀ ÂÀÌÏÉÚÅÍÄÍ: 

ÃÀÃÄÁÉÈÉ ×ÏÒÌÀÔÉ; ÖÀÒÚÏ×ÉÈÉ ×ÏÒÌÀÔÉ; ÍÖËÏÅÀÍÉ ×ÏÒÌÀÔÉ; ÔÄØÓÔÖÒÉ ×ÏÒÌÀÔÉ 

ÂÀÍÅÉáÉËÏÈ ÞÉÒÉÈÀÃÉ ×ÏÒÌÀÔÄÁÉ. 

ÒÉÝáÅÉÈÉ ×ÏÒÌÀÔÄÁÉ 

ÒÉÝáÅÉÈÉ ×ÏÒÌÀÔÉÓ ÛÄØÌÍÉÓÀÈÅÉÓ ÂÀÌÏÉÚÄÍÄÁÀ ÛÄÌÃÄÂÉ ÓÉÌ-

ÁÏËÏÄÁÉ: 

# – ÌÏØÌÄÃÄÁÓ, ÒÏÂÏÒÝ ÛÄÌÅÓÄÁÉ ÝÉ×ÒÄÁÉÓÀÈÅÉÓ. ÄÊÒÀÍÆÄ 

ÀÓÀáÀÅÓ ÒÉÝáÅÉÓ ÌÍÉÛÅÍÄËÏÁÀÓ. ÀÒÀÍÉÛÍÀÃÉ ÍÖËÄÁÉ ÀÒ ÀÉÓÀáÄÁÀ. 

ÀÈßÉËÀÃÉÓ ÃÀÌÒÂÅÀËÄÁÀ áÏÒÝÉÄËÃÄÁÀ ÌÞÉÌÉÓ ÛÄÌÃÄÂ # ÓÉÌÁÏ-

ËÏÄÁÉÓ ÒÀÏÃÄÍÏÁÉÓ ÛÄÓÀÁÀÌÓÀÃ. ÌÀÂ., # ###.## ×ÏÒÌÀÔÉÈ ÒÉÝáÅÉ 
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1234,567 ÀÉÓÀáÄÁÀ ÒÏÂÏÒÝ 1 234.57. 

0 – ÌÏØÌÄÃÄÁÓ, ÒÏÂÏÒÝ ÛÄÌÅÓÄÁÉ ÝÉ×ÒÄÁÉÓÀÈÅÉÓ. ÄÊÒÀÍÆÄ 

ÀÓÀáÀÅÓ ÒÉÝáÅÉÓ ÌÍÉÛÅÍÄËÏÁÀÓ. ÀÒÀÍÉÛÍÀÃÉ ÍÖËÄÁÉ ÀÉÓÀáÄÁÀ. 

ÀÈßÉËÀÃÉÓ ÃÀÌÒÂÅÀËÄÁÀ áÏÒÝÉÄËÃÄÁÀ ÌÞÉÌÉÓ ÛÄÌÃÄÂ 0 

ÓÉÌÁÏËÏÄÁÉÓ ÒÀÏÃÄÍÏÁÉÓ ÛÄÓÀÁÀÌÓÀÃ. ÌÀÂ., # ##0.000 ×ÏÒÌÀÔÉÈ 

ÒÉÝáÅÉ 12,34 ÀÉÓÀáÄÁÀ ÒÏÂÏÒÝ 12.340. 

? – ÌÏØÌÄÃÄÁÓ ÉÓÄ, ÒÏÂÏÒÝ ÓÉÌÁÏËÏ 0. ÀÒÀÍÉÛÍÀÃÉ ÍÖËÄÁÉ 

ÛÄÉÅÓÄÁÀ “ÝÀÒÉÄËÉ” ÓÉÌÁÏËÏÈÉ. ÀÌ ÓÉÌÁÏËÏÓ ÂÀÌÏÚÄÍÄÁÀ ÞÉÒÉ-

ÈÀÃÀÃ áÏÒÝÉÄËÃÄÁÀ ßÉËÀÃÄÁÛÉ. ÌÀÂ., #’ ‘??/?? ×ÏÒÌÀÔÉÈ ÒÉÝáÅÉ 

12,25 ÀÉÓÀáÄÁÀ ÒÏÂÏÒÝ 12 1/4. 

_ (ØÅÄÛáÀÆÂÀÓÌÀ) – ÀÌ ÓÉÌÁÏËÏÓ ÌÀÒãÅÍÉÅ ÌÃÄÁÀÒÄ ÓÉÌÁÏ-

ËÏÓ ÔÏË ÃÀÛÏÒÄÁÀÓ. 

. (ÀÈßÉËÀÃÉÓ ÂÀÌÚÏ×É) – ÌÉÖÈÉÈÄÁÓ ÀÈßÉËÀÃ ÒÉÝáÅÄÁÛÉ 

ÌÞÉÌÉÓ ÌÃÄÁÀÒÄÏÁÀÓ. ÓÉÓÔÄÌÉÓÀÂÀÍ ÂÀÌÏÌÃÉÍÀÒÄ ÛÄÉÞËÄÁÀ ßÄÒÔÉ-

ËÉ ÉØÏÓ ÀÍ ÌÞÉÌÄ. 

ÒÉÝáÅÉÓ ÈÀÍÒÉÂÉÓ ÂÀÌÚÏ×É – ÒÉÝáÅÓ ÚÏ×Ó ÈÀÍÒÉÂÄÁÉÓ ãÂÖ-

×ÀÃ. ÓÉÓÔÄÌÉÃÀÍ ÂÀÌÏÌÃÉÍÀÒÄ ÞÉÒÉÈÀÃÀÃ ÄÓ ÓÉÌÁÏËÏ “ÝÀÒÉÄ-

ËÉÀ”. 

% – ÒÉÝáÅÓ ÀÌÒÀÅËÄÁÓ 100-ÆÄ ÃÀ ÀÓÀáÀÅÓ ÌÀÓ ÐÒÏÝÄÍÔÉÓ 

ÓÉÌÁÏËÏÓÈÀÍ, ÌÀÂÒÀÌ ÈÖ ÖãÒÄÃÉ ßÉÍÀÓßÀÒ ÀÒÉÓ ÃÀ×ÏÒÌÀÔÄÁÖ-

ËÉ, 100-ÆÄ ÂÀÌÒÀÅËÄÁÀ ÀÒ áÏÒÝÉÄËÃÄÁÀ. 

E-, E+, e-, e+ – ÒÉÝáÅÓ ÀÓÀáÀÅÓ ÄØÓÐÏÍÄÍÝÉÀËÖÒÉ ×ÏÒÌÉÈ. 

E ÀÍ e ÀÉÓÀáÄÁÀ ÉÌÉÓ ÌÉáÄÃÅÉÈ ÈÖ ÒÏÌÄËÉÝ ÀÒÉÓ ÃÀßÄÒÉËÉ ×ÏÒ-

ÌÀÔÛÉ, áÏËÏ ÈÖ ÌÀÒãÅÍÉÅ + ÍÉÛÀÍÉ ÖßÄÒÉÀ ÃÀÃÄÁÉÈ ÒÉÝáÅÄÁÓÀÝ 

ÄßÄÒÄÁÀ +, áÏËÏ ÈÖ ÌÀÒãÅÍÉÅ – ÍÉÛÀÍÉ ÖßÄÒÉÀ ÃÀÃÄÁÉÈ ÒÉÝá-

ÅÄÁÓ ÀÒÀ×ÄÒÉ ÀÒ ÄßÄÒÄÁÀ. ÍÉÛÍÉÓ ÌÀÒãÅÍÉÅ 0 ÀÍ # ÓÉÌÁÏËÏÄÁÉÓ 

ÒÀÏÃÄÍÏÁÀ ÂÀÍÓÀÆÙÅÒÀÅÓ áÀÒÉÓáÉÓ ÍÉÛÀÍÓ. 
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/ – ßÉËÀÃÉÓ ÍÉÛÀÍÉ. 

\ – ÍÉÛÀÍÉ ÃÀÉÓÌÄÁÀ ÉÌ ÓÉÌÁÏËÏÓ ßÉÍ, ÒÏÌËÉÓ ÜÀÒÈÅÀÝ 

×ÏÒÌÀÔÛÉ ÓÖÒÓ ÌÏÌáÌÀÒÄÁÄËÓ. ÌÀÂ., #’ ‘??/??\D ×ÏÒÌÀÔÉÈ ÒÉÝáÅÉ 

12,25 ÀÉÓÀáÄÁÀ ÒÏÂÏÒÝ 12 1/4D. 

“ ” – ÀÓÀáÀÅÓ ÁÒàÚÀËÄÁÓ ÛÏÒÉÓ ÌÏÈÀÅÓÄÁÖË ÔÄØÓÔÓ. ÌÀÂ., 

#’ ‘??/??“ËÀÒÉ” ×ÏÒÌÀÔÉÈ ÒÉÝáÅÉ 12,2 ÀÉÓÀáÄÁÀ ÒÏÂÏÒÝ 12 

1/5ËÀÒÉ. 

* – ÖãÒÄÃÉÓ ÈÀÅÉÓÖ×ÀË ÍÀßÉËÓ ÛÄÀÅÓÄÁÓ *-ÉÓ ÛÄÌÃÄÂ ÌÉÈÉ-

ÈÄÁÖË ÓÉÌÁÏËÏÈÉ. 

@ – ×ÏÒÌÀÔÛÉ ÌÉÖÈÉÈÄÁÓ ÉÌ ÀÃÂÉËÓ, ÓÀÃÀÝ ÖÍÃÀ ÀÉÓÀáÏÓ 

ÖãÒÄÃÛÉ ÛÄÔÀÍÉËÉ ÔÄØÓÔÉ. ÌÀÂ., ÈÖ ÖãÒÄÃÉÓ ×ÏÒÌÀÔÉÀ “ÉÍ×ÏÒ-

ÌÀÝÉÖËÉ” @, áÏËÏ ÀÌ ÖãÒÄÃÛÉ ÌÏÌáÌÀÒÄÁÄËÉ ÜÀßÄÒÓ ÓÉÔÚÅÀÓ 

ÔÄØÍÏËÏÂÉÄÁÉ, ÛÄÔÀÍÉÓ ÛÄÃÄÂÀÃ ÂÀÌÏÉÓÀáÄÁÀ – ÉÍ×ÏÒÌÀÝÉÖËÉ 

ÔÄØÍÏËÏÂÉÄÁÉ. 

[ ] – ÖãÒÄÃÛÉ ÀÓÀáÀÅÓ ×ÒÜáÉËÄÁÓ ÛÏÒÓÉÓ ÌÈÉÈÄÁÖË ×ÄÒÓ. 

ÌÀÂ., [RED] ÖãÒÄÃÛÉ ÀÓÀáÀÅÓ ßÉÈÄË ×ÄÒÓ. 

[ÐÉÒÏÁÀ] – ÖãÒÄÃÛÉ ÀÓÀáÀÅÓ ÒÉÝáÅÄÁÓ, ÒÏÌËÄÁÉÝ ÀÊÌÀÚÏ×É-

ËÄÁÄÍ ×ÒÜáÉËÄÁÓ ÛÏÒÓÉÓ ÌÈÉÈÄÁÖË ÐÉÒÏÁÀÓ. ÌÀÂ., [>=1000] Öã-

ÒÄÃÛÉ ÀÓÀáÀÅÓ ÌáÏËÏÃ ÒÉÝáÅÄÁÓ, ÒÏÌËÄÁÝ ÉØÍÄÁÀÍ 1000-ÆÄ ÌÄÔÉ 

ÀÍ ÔÏËÉ. 

ÒÉÝáÅÉÈÉ ×ÏÒÌÀÔÄÁÉ ÛÄÃÂÄÁÉÀÍ ÓÀÌÉ ÓÄØÝÉÉÓÀÂÀÍ, ÒÏÌËÄ-

ÁÉÝ ÄÒÈÌÀÍÄÈÉÓÀÂÀÍ ßÄÒÔÉËÌÞÉÌÉÈ ÖÍÃÀ ÂÀÌÏÉÚÅÍÄÍ: 

ÃÀÃÄÁÉÈÉ ×ÏÒÌÀÔÉ; ÖÀÒÚÏ×ÉÈÉ ×ÏÒÌÀÔÉ; ÍÖËÏÅÀÍÉ ×ÏÒÌÀÔÉ 

ÂÀÍÅÉáÉËÏÈ 1234-ÉÓ ÂÀÌÏÓÀáÅÉÓ ÌÀÂÀËÉÈÄÁÉ: 

×ÏÒÌÀÔÉ ÃÀÃÄÁÉÈÉ ÖÀÒÚÏ×ÉÈÉ ÍÏËÉ 

####;(####); 1234 (1234) ÝÀÒÉÄËÉÀ 
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####;;“ÍÏËÉ” 1234 ÝÀÒÉÄËÉÀ ÍÏËÉ 

;(####); ÝÀÒÉÄËÉÀ (1234) ÝÀÒÉÄËÉÀ 

[RED]####;[GREEN]####; 1234 (1234) ÝÀÒÉÄËÉÀ 

[RED][>1000]####;[GREEN]####; 1234 (1234) ÝÀÒÉÄËÉÀ 

×ÄÒÉÓ ×ÏÒÌÀÔÉÓ ÛÄÃÂÄÍÉÓÀÓ ÌÏÌáÌÀÒÄÁÄËÓ ÀØÅÓ ÛÄÓÀÞËÄÁ-

ËÏÁÀ ÌÉÖÈÉÈÏÓ ×ÄÒÉÓ ÍÏÌÄÒÉ (ÌÀÂ., [Color 1]), ÓÀÃÀÝ ÍÏÌÄÒÉ 

ÌÏÌáÌÀÒÄÁÄËÌÀ ÛÄÉÞËÄÁÀ ÀÉÙÏÓ ×ÄÒÉÓ ÐÀËÉÔÒÉÃÀÍ (ÍÖÌÄÒÀÝÉÀ 

ÉßÚÄÁÀ ÌÀÒÝáÄÍÀ ÆÄÃÀ ÊÖÈáÉÃÀÍ ÌÀÒãÅÍÉÅ...). 

ÈÀÒÉÙÉÓÀ ÃÀ ÃÒÏÉÓ ×ÏÒÌÀÔÄÁÉ 

ÈÀÒÉÙÉÓ ×ÏÒÌÀÔÉÓ ÛÄØÌÍÉÓÀÈÅÉÓ ÂÀÌÏÉÚÄÍÄÁÀ ÛÄÌÃÄÂÉ 

ÓÉÌÁÏËÏÄÁÉ: 

d – ÃÙÉÓ ÒÉÝáÅÉ 1-ÃÀÍ 31-ÌÃÄ 

dd – ÃÙÉÓ ÒÉÝáÅÉ 01-ÃÀÍ 31-ÌÃÄ 

ddd – ÊÅÉÒÉÓ ÃÙÉÓ ÛÄÌÏÊËÄÁÖËÉ ÃÀÓÀáÄËÄÁÀ 

dddd – ÊÅÉÒÉÓ ÃÙÉÓ ÓÒÖËÉ ÃÀÓÀáÄËÄÁÀ 

m – ÈÅÉÓ ÍÏÌÄÒÉ 1-ÃÀÍ 12-ÌÃÄ 

mm – ÈÅÉÓ ÍÏÌÄÒÉ 01-ÃÀÍ 12-ÌÃÄ 

mmm – ÈÅÉÓ ÛÄÌÏÊËÄÁÖËÉ ÃÀÓÀáÄËÄÁÀ 

mmmm – ÈÅÉÓ ÓÒÖËÉ ÃÀÓÀáÄËÄÁÀ 

yy – ßËÉÓ ÁÏËÏ ÏÒÉ ÝÉ×ÒÉ 00-ÃÀÍ 99-ÌÃÄ 

yyyy – ßËÉÓ ÏÈáÉÅÄ ÝÉ×ÒÉ 

– – ÈÀÒÉÙÉÓ ÄËÄÌÄÍÔÄÁÓ ÛÏÒÉÓ ÃÄ×ÉÓÉÓ ÌÏÈÀÅÓÄÁÀ 

. – ÈÀÒÉÙÉÓ ÄËÄÌÄÍÔÄÁÓ ÛÏÒÉÓ ßÄÒÔÉËÉÓ ÌÏÈÀÅÓÄÁÀ 

/ – ÈÀÒÉÙÉÓ ÄËÄÌÄÍÔÄÁÓ ÛÏÒÉÓ /-ÉÓ ÌÏÈÀÅÓÄÁÀ 

: – ÈÀÒÉÙÉÓ ÄËÄÌÄÍÔÄÁÓ ÛÏÒÉÓ :-ÉÓ ÌÏÈÀÅÓÄÁÀ 

ÃÒÏÉÓ ×ÏÒÌÀÔÉÓ ÛÄØÌÍÉÓÀÈÅÉÓ ÂÀÌÏÉÚÄÍÄÁÀ ÛÄÌÃÄÂÉ ÓÉÌÁÏ-
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ËÏÄÁÉ: 

h – ÓÀÀÈÉ 0-ÃÀÍ 24-ÌÃÄ 

hh – ÓÀÀÈÉ 00-ÃÀÍ 24-ÌÃÄ 

m – ßÖÈÉ 0-ÃÀÍ 59-ÌÃÄ 

mm – ßÖÈÉ 00-ÃÀÍ 59-ÌÃÄ 

s – ßÀÌÉ 0-ÃÀÍ 59-ÌÃÄ 

ss – ßÀÌÉ 00-ÃÀÍ 59-ÌÃÄ 

[ ] – ÓÀÀÈÄÁÉ, ÒÏÌËÄÁÉÝ ÀÙÄÌÀÔÄÁÉÀÍ 24-Ó ÀÍ ßÖÈÄÁÉ ÃÀ ßÀ-

ÌÄÁÉ, ÒÏÌËÄÁÉÝ ÀÙÄÌÀÔÄÁÉÀÍ 59-Ó 

AM, am, PM, pm, A/P, a/p – ÃÒÏÉÓ ÀÓÀáÅÀ 12 ÓÀÀÈÉÀÍ ÓÉÓÔÄ-

ÌÀÛÉ 

: – ÃÒÏÉÓ ÄËÄÌÄÍÔÄÁÓ ÛÏÒÉÓ :-ÉÓ ÌÏÈÀÅÓÄÁÀ 

ÌÉÌÃÉÍÀÒÄ ÖãÒÄÃÛÉ ÈÀÒÉÙÉÓ ÀÍ ÃÒÏÉÓ ÜÀÓÌÉÓÀÈÅÉÓ ÌÏÌá-

ÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÛÄÓÀÞËÄÁËÏÁÀ ÂÀÌÏÉÚÄÍÏÓ ÛÄÌÃÄÂÉ ÙÉËÀÊÄÁÉÓ 

ÊÏÌÁÉÍÀÝÉÀ: 

Ctrl + ; – ÌÉÌÃÉÍÀÒÄ ÈÀÒÉÙÉÓ ÜÀÓÌÀ 

Ctrl + : – ÌÉÌÃÉÍÀÒÄ ÃÒÏÉÓ ÜÀÓÌÀ 

Ctrl + Shift + @ – h:mm ×ÏÒÌÀÔÉÓ ÌÉÝÄÌÀ 

Ctrl + Shift + # – dd.mmm.yy ×ÏÒÌÀÔÉÓ ÌÉÝÄÌÀ 

ÂÀÍÅÉáÉËÏÈ 22585-ÉÓ (ÒÏÌÄËÉÝ ÀÒÉÓ 1961 ßËÉÓ 31 ÏØÔÏ-

ÌÁÄÒÉ) ÂÀÌÏÓÀáÅÉÓ ÌÀÂÀËÉÈÄÁÉ: 

×ÏÒÌÀÔÉ ÓÀáÄ 

dd/mm/yy 31/10/61 

d mmmm, yyyy 31 ÏØÔÏÌÁÄÒÉ 1961 

[Red] [>20000] d mmm 31 ÏØÔ 
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×ÏÒÌÖËÄÁÉ 

Microsoft Excel-ÛÉ ×ÏÒÌÖËÄÁÉ ßÀÒÌÏÀÃÂÄÍÄÍ ÖÌÍÉÛÅÍÄËÏ-

ÅÀÍÄÓ ÉÀÒÀÙÓ ÃÀ ÉÓÉÍÉ ÀÞËÄÅÄÍ ÃÉÃ ÖÐÉÒÀÔÄÓÏÁÀÓ ÔÄØÓÔÖÒ ÒÄ-

ÃÀØÏÒÄÁÈÀÍ ÛÄÃÀÒÄÁÉÈ (ÒÏÌËÄÁÓÀÝ ÈÅÉÈÏÍ ÂÀÀÜÍÉÀÈ ÝáÒÉËÄÁÓ 

ÛÄÃÂÄÍÉÓ ÓÀÛÖÀËÄÁÀ). ÌÀÂÒÀÌ Microsoft Excel-Ó ÂÀÒÃÀ ÌÀÒÔÉÅÉ ÂÀ-

ÌÏÈËÄÁÉÓÀ, ÛÄÖÞËÉÀ ÖÒÈÖËÄÓÉ ÂÀÌÏÈÅËÄÁÉÓ (ÓÔÀÔÉÓÔÉÊÖÒÉ, 

×ÉÍÀÍÓÖÒÉ) ÜÀÔÀÒÄÁÀÝ. 

Microsoft Excel-ÛÉ ÌÏÌáÌÀÒÄÁÄËÓ ÛÄÖÞËÉÀ ÛÄÉÔÀÍÏÓ ×ÏÒÌÖ-

ËÀ ÒÏÂÏÒÝ ÖãÒÄÃÛÉ, ÀÓÄÅÄ ×ÏÒÌÖËÉÓ ÓÔÒÉØÏÍÛÉ. ×ÏÒÌÖËÀ ÖÍ-

ÃÀ ÉßÚÄÁÏÃÄÓ = (ÔÏËÏÁÉÓ) ÓÉÌÁÏËÏÈÉ ÀÍ ×ÏÒÌÖËÉÓ ÓÔÒÉØÏÍÛÉ 

ÂÀÀØÔÉÖÒÃÄÓ = (ÔÏËÏÁÉÓ) ÙÉËÀÊÉ ×ÏÒÌÖËÉÓ ÒÄÃÀØÔÉÒÄÁÀ (Edit 

Formula). ×ÏÒÌÖËÉÓ ÛÄÔÀÍÉÓ ÃÀÓÒÖËÄÁÀ ÌÏÌáÌÀÒÄÁÄËÓ ÛÄÖÞËÉÀ 

ÒÏÂÏÒÝ ÊËÀÅÉÀÔÖÒÀÆÄ ÂÀÍÈÀÅÓÄÁÖË Enter-ÉÓ ÙÉËÀÊÉÈ, ÀÓÄÅÄ 

×ÏÒÌÖËÉÓ ÓÔÒÉØÏÍÛÉ ÂÀÍÈÀÅÓÄÁÖË ÙÉËÀÊ v (Enter-ÉÓ) ÌÄÛÅÄÏ-

ÁÉÈ. 

ÏÐÄÒÀÔÏÒÄÁÉ 

×ÏÒÌÖËÄÁÛÉ ÂÀÌÏÉÚÄÍÄÁÀ ÌÒÀÅÀËÉ ÏÐÄÒÀÔÏÒÉ, ÌÀÂÒÀÌ 

ÚÅÄËÀÍÉ ÉÓÉÍÉ ÉÚÏ×ÉÀÍ ÏÈá ÞÉÒÉÈÀÃ ãÂÖ×ÀÃ: 

ÀÒÉÈÌÄÔÉÊÖËÉ ÏÐÄÒÀÔÏÒÄÁÉ 

+ ÛÄÊÒÄÁÀ 

- ÂÀÌÏÊËÄÁÀ 

- ÖÀÒÚÏ×ÉÈÉ ÒÉÝáÅÉ 

* ÂÀÌÒÀÅËÄÁÀ 

/ ÂÀÚÏ×À 
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% ÐÒÏÝÄÍÔÉ 

^ ÀáÀÒÉÓáÄÁÀ 

ÔÄØÓÔÖÒÉ ÏÐÄÒÀÔÏÒÄÁÉ 

& 
ÔÄØÓÔÉÓ ÂÀÄÒÈÉÀÍÄÁÀ, ÀÍÖ ÊÏÍÊÀÝÄÍÀÝÉÀ (ÌÀÂ., 

"ÉÍ×ÏÒ"&"ÌÀÔÉÊÀ" - ÉÍ×ÏÒÌÀÔÉÊÀ) 

& 

ÖãÒÄÃÄÁÉÓ ÔÄØÓÔÉÓ ÂÀÄÒÈÉÀÍÄÁÀ (ÌÀÂ., A15-ÛÉ 

"ÉÍ×ÏÒ", B15-ÛÉ "ÌÀÔÉÊÀ", ÌÀÛÉÍ A15&B15 - 

ÉÍ×ÏÒÌÀÔÉÊÀ) 

ÛÄÃÀÒÄÁÉÓ ÏÐÄÒÀÔÏÒÄÁÉ 

= ÔÏËÏÁÀ 

< ÍÀÊËÄÁÉÀ 

> ÌÄÔÉÀ 

<= ÍÀÊËÄÁÉ ÀÍ ÔÏËÉÀ 

>= ÌÄÔÉ ÀÍ ÔÏËÉÀ 

<> ÀÒ ÖÃÒÉÓ 

ÓÀÌÉÓÀÌÀÒÈÏ ÏÐÄÒÀÔÏÒÄÁÉ 

: 
ÃÉÀÐÀÆÏÍÉ (ÌÀÂ., SUM(A1:A15) – A1-ÃÀÍ A15-ÌÃÄ 

ÖãÒÄÃÄÁÉÓ ãÀÌÉ) 

, 
ÂÀÄÒÈÉÀÍÄÁÀ (ÌÀÂ., SUM(A1:A15,A27) – A1:A15 

ÃÉÀÐÀÆÏÍÉÓÀ ÃÀ A27 ÖãÒÄÃÉÓ ãÀÌÉ) 
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"ÝÀÒÉÄËÉ" 

ÈÀÍÀÊÅÄÈÀ (ÌÀÂ., 

SUM(A1:A15 A10:A27) – A10:A15 ÃÉÀÐÀÆÏÍÉÓ 

ÖãÒÄÃÉÓ ãÀÌÉ) 

ÏÐÄÒÀÝÉÄÁÉÓ ÛÄÓÒÖËÄÁÉÓ ÈÀÍÌÉÌÃÄÅÒÏÁÀ 

: ÃÉÀÐÀÆÏÍÉ 

"ÝÀÒÉÄËÉ" ÈÀÍÀÊÅÄÈÀ 

, ÂÀÄÒÈÉÀÍÄÁÀ 

- ÖÀÒÚÏ×À 

% ÐÒÏÝÄÍÔÉ 

^ áÀÒÉÓáÉ 

* ÃÀ / ÂÀÌÒÀÅËÄÁÀ ÃÀ ÂÀÚÏ×À 

+ ÃÀ - ÛÄÊÒÄÁÀ ÃÀ ÂÀÌÏÊËÄÁÀ 

& ÊÏÍÊÀÝÄÍÀÝÉÀ 

= < <= > >= <> ÛÄÃÀÒÄÁÀ 

ÛÄÝÃÏÌÄÁÉ 

##### ×ÏÒÌÖËÉÓ ÛÄÃÄÂÉ ÀÒ ÄÔÄÅÀ ÖãÒÄÃÛÉ 

#DIV/0! ÍÖËÆÄ ÂÀÚÏ×ÉÓ ÛÄÃÄÂÉ 

#N/A 
×ÏÒÌÖËÀÛÉ ÛÄÌÀÅÀË ÖãÒÄÃÛÉ ÀÒ ÀÒÉÓ ÓÀàÉÒÏ 

ÉÍ×ÏÒÌÀÝÉÀ 
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#NAME? 
×ÏÒÌÖËÀÛÉ ÛÄÌÀÅÀËÉ ÖãÒÄÃÉÓ ÓÀáÄËÉ ÀÒ 

ÀÒÓÄÁÏÁÓ ÀÍ ÔÄØÓÔÉ ÀÒ ÀÒÉÓ ÜÀÓÌÖËÉ ÁÒàÚÀËÄÁÛÉ 

#NULL! 
×ÏÒÌÖËÀÛÉ ÏÒÉ ÀÒÀÈÀÍÀÌÊÅÄÈÉ ÃÉÀÐÀÆÏÍÉÀ ÀÍ 

ÀÒÄ 

#NUM! 
ÒÉÝáÅÉÈÉ ÀÒÂÖÌÄÍÈÉ ÂÀÃÀÓÝÃÀ ÃÀÓÀÛÅÄÁ 

ÌÍÉÛÅÍÄËÏÁÀÓ 

#REF! ×ÏÒÌÖËÀÛÉ ÀÒÀÒÓÄÁÖËÉ ÃÉÀÐÀÆÏÍÉÀ 

#VALUE! 
ÌÀÈÄÌÄÔÉÊÖÒ ×ÏÒÌÖËÀ ÌÉÌÀÒÈÀÅÓ ÔÄØÓÔÖÒ 

ÝÅËÀÃÓ 

 

×ÖÍØÝÉÄÁÉ 

MS Excel-ÛÉ ×ÖÍØÝÉÄÁÉ ÀßÀÒÌÏÄÁÄÍ ÂÀÍÓÀÆÙÅÒÖËÉ ÔÉÐÉÓ 

ÌÏØÌÄÃÄÁÄÁÓ ÉÌ ÌÏÍÀÝÄÌÄÁÆÄ, ÒÏÌËÄÁÉÝ ÌÀÈ ÂÀÃÀÄÝÄÌÀÈ ÀÒÂÖÌÄÍ-

ÔÉÓ ÓÀáÉÈ. ÌÏØÌÄÃÄÁÉÓ ÛÄÃÄÂÀÃ ×ÖÍØÝÉÀ, ÞÉÒÉÈÀÃÀÃ, ÀÁÒÖÍÄÁÓ 

ÒÉÝáÅÓ, ÌÀÂÒÀÌ ÛÄÓÀÞËÄÁÄËÉÀ, ÀÂÒÄÈÅÄ, ÛÄÃÄÂÉ ÉÚÏÓ ÔÄØÓÔÉ, ËÏ-

ÂÉÊÖÒÉ ÌÍÉÛÅÍÄËÏÁÀ, ÌÀÓÉÅÉ, ÀÍ ÉÍ×ÏÒÌÀÝÉÀ ÓÀÌÖÛÀÏ ×ÖÒÝÄËÆÄ. 

ÀÒÂÖÌÄÍÔÉ 

ÀÒÂÖÌÄÍÔÉ ÂÀÍËÀÂÄÁÖËÉÀ ×ÖÍØÝÉÉÓ ÃÀÓÀáÄËÄÁÉÓ ÛÄÌÃÄÂ ÃÀ 

ÌÏÈÀÅÓÄÁÖËÉÀ ×ÒÜáÉËÄÁÛÉ. ÚÏ×ÄË ×ÖÍØÝÉÀÓ ÂÀÀÜÍÉÀ ÂÀÍÓÀÆÙÅ-

ÒÖËÉ ÔÉÐÉÓ ÀÒÂÖÌÄÍÔÉ, ÒÏÌÄËÉÝ ÀÖÝÉËÄÁÄËÉÀ ÌÏÝÄÌÖË ×ÖÍØÝÉ-

ÉÓÀÈÅÉÓ. ÀÒÂÖÌÄÍÔÉ ÛÄÉÞËÄÁÀ ÉÚÏÓ ÒÉÝáÅÉ, ÖãÒÀÆÄ/ÖãÒÄÃÄÁÆÄ 

ÌÉÌÀÒÈÅÀ, ÔÄØÓÔÉ, ÈÀÒÉÙÉ ÀÍ ËÏÂÉÊÖÒÉ ÌÍÉÛÅÍÄËÏÁÀ. 

Text ÔÄØÓÔÉ 

Value ÌÍÉÛÅÍÄËÏÁÀ 

Number ÒÉÝáÅÉ 
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Reference ÖãÒÀÆÄ ÌÉÌÀÒÈÅÀ 

Serial Number ÈÀÒÉÙÉ ÀÍ ÃÒÏ ÒÉÝáÅÉÈ ×ÏÒÌÀÔÛÉ 

Logical ËÏÂÉÊÖÒÉ ÌÍÉÛÅÍÄËÏÁÀ 

Array ÌÀÓÉÅÉ 

ÀÒÂÖÌÄÍÔÉ ÛÄÉÞËÄÁÀ ÉÚÏÓ ÀÖÝÉËÄÁÄËÉ ÀÍ ÀÒÀÀÖÝÉËÄÁÄËÉ. 

×ÖÍØÝÉÀ ÀÖÝÉËÄÁÄËÉ ÀÒÂÖÌÄÍÔÉÓ ÓÀáÉÈ ÙÄÁÖËÁÏÓ ÉÌ ÉÍ×ÏÒÌÀÝÉ-

ÀÓ, ÒÏÌËÉÓ ÂÀÒÄÛÄÝ ×ÖÍØÝÉÀ ÅÄÒ ÉÌÖÛÀÅÄÁÓ, áÏËÏ ÀÒÀÀÖÝÉËÄÁÄ-

ËÉ ÀÒÂÖÌÄÍÔÉÓ ÂÀÒÄÛÄÝ ×ÖÍØÝÉÀ ÂÅÀÞËÄÅÓ ÂÅÀÞËÄÅÓ ÛÄÃÄÂÓ ÃÀ, 

ÌÀÛÀÓÀÃÀÌÄ, ÉÂÉ ÀÒÀÀÖÝÉËÄÁÄËÉÀ. 

ÄÒÈ ×ÖÍØÝÉÀÓ ÛÄÓÀÞËÄÁÄËÉÀ ÂÀÀÜÍÃÄÓ ÒÀÌÏÃÄÍÉÌÄ ÀÒÂÖÌÄ-

ÍÔÉ ÃÀ ÉÓÉÍÉ ÄÒÈÌÀÍÄÈÉÓÀÂÀÍ ÂÀÌÏÚÏ×ÉËÍÉ ÖÍÃÀ ÉÚÅÍÄÍ ÉÌ ÓÉÌÁÏ-

ËÏÈÉ, ÒÏÌÄËÉÝ ÌÉÈÉÈÄÁÖËÉÀ ÓÉÓÔÄÌÉÓ Ï×ÝÉÄÁÉÓ ÒÄÂÉÏÍÀËÖÒ 

ÈÅÉÓÄÁÄÁÛÉ (ÞÉÒÉÈÀÃÀÃ, ÄÓ ÛÄÉÞËÄÁÀ ÉÚÏÓ ßÄÒÔÉËÉ ÀÍ ßÄÒÔÉË-

ÌÞÉÌÄ). “ÝÀÒÉÄËÉ” ÓÉÌÁÏËÏÓ ÌÏáÌÀÒÄÁÀ ÀÒ ÛÄÉÞËÄÁÀ ÉáÌÀÒÄÁÏ-

ÃÄÓ ÂÀÌÚÏ×ÀÃ. ÔÄØÓÔÉ (ÈÖ ÉÂÉ ÓÀáÄËÉ ÀÒÀ ÀÒÉÓ) ÀÖÝÉËÄÁËÀÃ 

ÖÍÃÀ ÉÚÏÓ ÜÀÓÌÖËÉ ÁÒàÚÀËÄÁÛÉ. ÖãÒÀÛÉ ÜÀßÄÒÉËÉ ÔÄØÓÔÖÒÉ 

ÉÍ×ÏÒÌÀÝÉÉÓ ÌÀØÓÉÌÀËÖÒÉ ÓÉÂÒÞÄ ÛÄÀÃÂÄÍÓ 255 ÓÉÌÁÏËÏÓ. 

×ÖÍØÝÉÉÓ ÛÄÔÀÍÀ ÃÀ ÒÄÃÀØÔÉÒÄÁÀ 

×ÖÍØÝÉÀ ÛÄÓÀÞËÄÁÄËÉÀ ÉÚÏÓ ÒÏÂÏÒÝ ×ÏÒÌÖËÉÓ ÍÀßÉËÉ, 

ÀÓÄÅÄ áÅÀ ×ÖÍØÝÉÉÓ ÀÒÂÖÌÄÍÔÉ (ÌÀÂ., SQRT(SUM(A1:A15))). ×ÖÍØ-

ÝÉÉÓ ÛÄÔÀÍÀ ÛÄÓÀÞËÄÁÄËÉÀ ÐÉÒÃÀÐÉÒ ÖãÒÄÃÛÉ ÀÍ ×ÏÒÌÖËÉÓ 

ÓÔÒÉØÏÍÛÉ ÊËÀÅÉÀÔÖÒÉÓ ÌÄÛÅÄÏÁÈ, ÌÀÂÒÀÌ Ö×ÒÏ Ä×ÄØÔÖÒÉÀ 

ÌÏÌáÌáÌÀÒÄÁÄËÌÀ ÂÀÌÏÉÚÄÍÏÓ ×ÏÒÌÖËÉÓ ÓÔÒÉØÏÍÛÉ 

ÂÀÍÈÀÅÓÄÁÖËÉ xf  ×ÖÍØÝÉÉÓ ÙÉËÀÊÉ, ÒÏÌËÉÓ ÌÄÛÅÄÏÁÉÈÀÝ 
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ÂÀÌÏÉÞÀáÄÁÀ ÂÀÌÏÉÞÀáÄÁÀ ×ÖÍØÝÉÉÓ ÜÀÓÌÉÓ (Insert Function) 

×ÀÍãÀÒÀ. 

ÌÏÝÄÌÖË ×ÀÍãÀÒÀÛÉ ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ 

ÜÀÌÏÓÀÛËÄË ÓÔÒÉØÏÍÛÉ ÛÄÉÒÜÉÏÓ ÊÀÔÄÂÏÒÉÀ (Or select a cate-

gory), áÏËÏ ÛÄÌÃÄÂ ÈÅÉÈ ×ÖÍØÝÉÀ ÛÄÀÒÜÉÏÓ (Select a function). 

×ÀÍãÒÉÓ ØÅÄÃÀ ÍÀßÉËÛÉ ÌÉÈÉÈÄÁÖËÉÀ ÌÉÍÉÛÍÖËÉ ×ÖÍØÝÉÉÓ 

ÀÂÄÁÖËÄÁÀ ÃÀ, ÀÓÄÅÄ, ÃÀáÌÀÒÄÁÀ ÈÖ ÒÏÂÏÒ ÖÍÃÀ ÀÉÂÏÓ ÌÏÝÄÌÖËÉ 

×ÖÍØÝÉÀ. 

×ÖÍØÝÉÉÓ ÛÄÒÜÄÅÉÓ ÛÄÌÃÄÂ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÂÀÌÏÉÓÀáÄÁÀ 

×ÖÍØÝÉÉÓ ÀÒÂÖÌÄÍÔÄÁÉÓ (Function Arguments) ×ÀÍãÀÒÀ, ÒÏÌÄËÛÉÝ 

ÌÏÌáÌÀÒÄÁÄËÓ ÄÞËÄÅÀ ÓÀÛÖÀËÄÁÀ ÛÄÉÔÀÍÏÓ ÚÅÄËÀ ÀÒÂÖÌÄÍÔÉ ÃÀ 

ÃÀÀàÉÒÏÓ ÙÉËÀÊÓ OK. 
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×ÖÍØÝÉÉÓ ÒÄÃÀØÔÉÒÄÁÉÓÀÈÅÉÓ ÀÒÓÄÁÏÁÓ ÏÒÉ ÂÆÀ: ÌÏÌáÌÀÒÄ-

ÁÄËÌÀ ÖÍÃÀ ÂÀÀÀØÔÉÖÒÏÓ ×ÏÒÌÖËÉÓ ÓÔÒÉØÏÍÛÉ ÂÀÍÈÀÅÓÄÁÖËÉ 

xf  ×ÖÍØÝÉÉÓ ÙÉËÀÊÉ ÃÀ ÌÏÍÉÔÏÒÉÓ ÄÊÒÀÍÆÄ ÂÀÌÏÉÓÀáÄÁÀ 

×ÖÍØÝÉÉÓ ÀÒÂÖÌÄÍÔÉÓ ×ÀÍãÀÒÀ ÀÍ ÓÀÓÖÒÅÄËÉ ÖãÒÄÃÉÓ 

ÂÀÀØÔÉÖÒÄÁÉÓ ÛÄÌÃÄÂ ÌÏÌáÌÀÒÄÁÄËÌÀ ÖÍÃÀ ÃÀÀàÉÒÏÓ 

ÊËÀÅÉÀÔÖÒÉÓ ÙÉËÀÊÓ F2 (ÀÍ ÐÒÃÀÐÉÒ ×ÏÒÌÖËÄÁÉÓ ÓÔÒÉØÏÍÆÄ 

ÈÀÂÓ ÞÉÒÉÈÀÃ ÙÉËÀÊÓ) ÃÀ ÀßÀÒÌÏÏÓ ÐÉÒÃÀÐÉÒ ÊËÀÅÉÀÔÖÒÉÈ 

ÀÒÂÖÌÄÍÔÉÓ ÊÏÒÄØÔÉÒÄÁÀ. 

ÂÀÍÅÉáÉËÏÈ ÈÅÉÈ ×ÖÍØÝÉÄÁÉ ÊÀÔÄÂÏÒÉÄÁÉÓ ÌÉáÄÃÅÉÈ. 

ÌÀÈÄÌÀÔÉÊÖÒÉ ×ÖÍØÝÉÄÁÉ 

SUM(number1, number2,…) ÀÒÂÖÌÄÔÄÁÉÓ ãÀÌÉ 
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FACT(number) ÀÒÂÖÌÄÍÔÉÓ ×ÀØÔÏÒÉÀËÉ 

POWER(number, exponent) ÒÉÝáÅÉÓ áÀÒÉÓáÉ ÌÀÜÅÄÍÄÁÄËÛÉ 

PRODUCT(number1, 

number2,…) 
ÀÒÂÖÌÄÍÔÄÁÉÓ ÍÀÌÒÀÅËÉ 

ROMAN(number, form) 
ÒÏÌÀÖËÉ ÒÉÝáÅÄÁÛÉ ÂÀÃÀÚÅÀÍÀ 

×ÏÒÌÉÈ 

ROUND(number, num-digits) ÒÉÝáÅÉÓ ÃÀÌÒÂÅÀËÄÁÀ ÓÉÆÖÓÔÉÈ 

ROUNDUP(number, num-digits)  

ROUNDDOWN(number, num-

digits) 

ÒÉÝáÅÉÓ ÃÀÌÒÂÅÀËÄÁÀ ÆÄÃÀ ÃÀ 

ØÅÄÃÀ ÓÉÆÖÓÔÉÈ 

SQRT(number) ÊÅÀÃÒÀÔÖËÉ ×ÄÓÅÉ ÒÉÝáÅÉÃÀÍ 

SUMIF(range, criteria, sum-

range) 

range ÃÉÀÐÀÆÏÍÉÃÀÍ ÒÏÌËÄÁÉÝ 

ÀÊÌÀÚÏ×ÉËÄÁÀÄÍ criteria-Ó 

ÛÄÓÀÁÀÌÉÓÓ sum-range ÃÉÀÐÀÆÏÍÉÓ 

ÒÉÝáÅÄÁÉÓ ÀãÀÌÅÀ 

AVERAGE(number1, 

number2,…) 

ÀÒÂÖÌÄÍÔÄÁÉÓ ÓÀÛÖÀËÏ 

ÀÒÉÈÌÄÔÉÊÖËÉ 

COUNT(value1, value2,…) 
ÒÉÝáÅÉÈÉ ÀÒÂÖÌÄÍÔÄÁÉÓ 

ÒÀÏÃÄÍÏÁÀ 

COUNTA(value1, value2,…) 
ÀÒÀÝÀÒÉÄËÉ ÀÒÂÖÌÄÍÔÄÁÉÓ 

ÒÀÏÃÄÍÏÁÀ 

MAX(number1, number2,…) ÀÒÂÖÌÄÍÔÄÁÉÓ ÌÀØÓÉÌÖÌÉ 
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MIN(number1, number2,…) ÀÒÂÖÌÄÍÔÄÁÉÓ ÌÉÍÉÌÖÌÉ 

 

ÔÄØÓÔÖÒÉ ×ÖÍØÝÉÄÁÉ 

TEXT(value, format text) 
ÒÉÝáÅÉÈÓ ÂÀÒÃÀØÌÍÉÓ ÔÄØÓÔÛÉ 

ÀÙÍÉÛÍÖËÉ ×ÏÒÌÀÔÉÈ 

LEN(text) 
ÔÄØÓÔÛÉ ÛÄÌÀÅÀËÉ ÓÉÌÁÏËÏÄÁÉÓ 

ÒÀÏÃÄÍÏÁÀ 

LOVER(text) 
ÔÄØÓÔÛÉ ÛÄÌÀÅÀËÉ ÓÉÌÁÏËÏÄÁÉÓ 

ÃÀÁÀË ÒÄÂÉÓÔÒÛÉ ÂÀÃÀÚÅÀÍÀ 

UPPER(text) 
ÔÄØÓÔÛÉ ÛÄÌÀÅÀËÉ ÓÉÌÁÏËÏÄÁÉÓ 

ÌÀÙÀË ÒÄÂÉÓÔÒÛÉ ÂÀÃÀÚÅÀÍÀ 

T(value) 

ÈÖ ÀÒÂÖÌÄÍÔÉ ÔÄØÓÔÉÀ, ÛÄÃÄÂÉÝ 

ÔÄØÓÔÉÀ. ßÉÍÀÀÌÙÃÄÂ ÛÄÌÈáÅÄÅÀÛÉ 

– "ÝÀÒÉÄËÉ" 

ÈÀÒÉÙÉÓÀ ÃÀ ÃÒÏÉÓ ×ÖÍØÝÉÄÁÉ 

DATE(year, month, day) 
ÃÙÄÄÁÉÓ ÒÀÏÃÄÍÏÁÀ 1900 ßËÉÓ 1 

ÉÀÍÅÒÉÃÀÍ 

TDATA(), TODAY(), NOW()  ÌÉÌÃÉÍÀÒÄ ÈÀÒÉÙÉ, ÃÒÏ 

YEAR(serial-number) ÒÉÝáÅÄÁÉ ÂÀÃÀÚÀÅÓ ßÄËÛÉ 

MONTH(serial-number) ÒÉÝáÅÄÁÉ ÂÀÃÀÚÀÅÓ ÈÅÄÛÉ 

WEEKDAY(serial-number, 

return-type) 
ÒÉÝáÅÄÁÉ ÂÀÃÀÚÀÅÓ ÊÅÉÒÉÓ ÃÙÄÛÉ 
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ËÏÂÉÊÖÒÉ ×ÖÍØÝÉÄÁÉ 

IF(logical-test, value-if true, 

value-if-false) 

ÈÖ ÐÉÒÏÁÀ ÓÒÖËÃÄÁÀ, ÛÄÃÄÂÉ 

ÌÄÏÒÄ ÀÒÂÖÌÄÍÔÉÀ, ÈÖ ÀÒÀ – 

ÌÄÓÀÌÄ 

AND(logical1; logical2;…) 
ÈÖ ÚÅÄËÀ àÄÛÌÀÒÉÔÉÀ ÛÄÃÄÂÉÝ 

àÄÛÌÀÒÉÔÉÀ, ÈÖ ÀÒÀ – ÌÝÃÀÒÉ 

OR(logical1; logical2;…) 
ÈÖ ÚÅÄËÀ ÌÝÃÀÒÉÀ ÛÄÃÄÂÉÝ 

ÌÝÃÀÒÉÀ, ÈÖ ÀÒÀ – àÄÛÌÀÒÉÔÉ 

NOT(logical) 
ÈÖ ÌÝÃÀÒÉÀ ÛÄÃÄÂÉ àÄÛÌÀÒÉÔÉÀ, 

ÈÖ ÀÒÀ – ÌÝÃÀÒÉ 

TRUE() ÉÞËÄÅÀ àÄÛÌÀÒÉÔ ÛÄÃÄÂÓ 

FALSE() ÉÞËÄÅÀ ÌÝÃÀÒ ÛÄÃÄÂÓ 
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ÀÌ ÍÀßÉËÉÓ ßÀÊÉÈáÅÉÓ ÛÄÌÃÄÂ ÌÏÌáÌÀÒÄÁÄËÓ 

ÄÝÏÃÉÍÄÁÀ: 
 ÒÀ ÀÒÉÓ ÌÏÍÀÝÄÌÈÀ ÁÀÆÀ, ÌÏÍÀÝÄÌÈÀ 

ÝáÒÉËÉ,ÌÏÍÀÝÄÌÉ 
 ÀáÀËÉ ÌÏÍÀÝÄÌÈÀ ÁÀÆÉÓ ÛÄØÌÍÀ 
 ÀáÀËÉ ÝáÒÉËÉÓ ÛÄØÌÍÀ 
 ÀáÀËÉ ÌÏÈáÏÅÍÉÓ ÛÄØÌÍÀ 
 ÀáÀËÉ ÄÊÒÀÍÖËÉ ×ÏÒÌÉÓ ÛÄØÌÍÀ 
 ÀáÀËÉ ÓÀÁÄàÃÉ ×ÏÒÌÉÓ ÛÄØÌÍÀ 
 ×ÏÒÌÉÓ (ÄÊÒÀÍÖËÉ, ÓÀÁÄàÃÉ) ÛÄØÌÍÉÓ 

ÃÀÌÀÔÄÁÉÈÉ ÓÀÛÖÀËÄÁÄÁÉ 
 ÌÏÍÀÝÄÌÈÀ ÉÌÐÏÒÔÉ ÃÀ ÄØÓÐÏÒÔÉ 
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ÐÒÏÂÒÀÌÉÓ ÜÀÒÈÅÀ 

ÓÀÏ×ÉÓÄ ÐÒÏÂ-

ÒÀÌÀ Access-ÉÓ ÜÀÓÀÒ-

ÈÀÅÀÃ ÌÏÌáÌÀÒÄÁÄËÌÀ 

ÖÍÃÀ ÂÀÀÀØÔÉÖÒÏÓ Sta-

rt\All Programs\ Micro-

soft Access ÂÆÀ, ÒÏÌ-

ËÉÓ ÛÄÌÃÄÂÀÝ ÜÀÉÔÅÉÒ-

ÈÅÄÁÀ ÀÙÍÉÛÍÖËÉ ÐÒÏ-

ÂÒÀÌÀ ÃÀ ÌÏÌáÌÀÒÄ-

ÁÄËÓ ÛÄÖÞËÉÀ ÌÀÓÛÉ 

ÌÖÛÀÏÁÀ. ÀØÅÄ ÀÒÉÀÍ 

ÂÀÍÈÀÅÓÄÁÖËÍÉ ÓáÅÀ 

ÓÀÏ×ÉÓÄ ÐÒÏÂÒÀÌÄÁÉÝ. 

nebismieri moR-

vaweoba (biznesi, momdinare saqminoba Tu sxv.) dakavSirebu-

lia sabuTebis uwyvet dinebasTan, risi Senaxvac da Semdgom-

Si povna yovelTvis aris dakavSirebuli drois, adgilis da 

sxva faqtorebTan. am amocanis gadawyvetis yvelaze ioli da 

gavrcelebuli gza aris sabuTebis da maTSi Semavali monace-

mebis kompiuterSi ganlageba. magram Tu es monacemebi Zalian 

bevria, maSin ubralod kompiuterSi ganTavsebac aRar Svelis 

(wamoiWreba monacemebis droulad da xarisxianad povnis 

problema). am problemis gadasawyvetad Seqmnilia mravali 

programuli uzrunvelyofa, romelic aZlevs momxmarebels 
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monacemebis Senaxvis, damuSavebis, daxarisxebis, amokrefis da 

sxva saSualebebs. aseT programul uzrunvelyofebs uwodeben 

monacemTa bazebis damuSavebis sistemebs. erT-erTi gavrcele-

buli da mZlavri aseT sistemaTa Soris aris programa MS 

Access-i. 

monacemTa baza, 

monacemTa cxrili, 

monacemi 

programa MS Access-i aris monacemTa bazebis marTvis 

mZlavri saSualeba, romelic aZlevs momxmarebels monacemTa 

bazebis Seqmnis da maTSi Sesul informaciasTan efeqturad 

muSaobis saSualebas. 

monacemi aris nebismieri informacia, romelic saWiro-

ebs Senaxvas misi SemdgomSi gamoyenebisaTvis. programa MS 

Access-Si monacemi SeiZleba iyos teqstis nawili, ricxvi, 

TariRi, naxati, faili da sxv. 

monacemTa baza aris monacemTa logikurad dakavSirebu-

li erToblioba, romlebsac gaaCniaT saerTo Tvisebebi. maga-

liTad es SeiZleba iyos firmebis an dawesebulebebis moRva-

weoba, TanamSromlebze an ojaxis wevrebze informacia da 

a.S. 

MS Access-i monacemebs inaxavs monacemTa bazis cxri-

lebSi, sadac yoveli Canaweri warmoisaxeba striqonebad, xo-

lo velebi _ svetebad. veli warmoadgens konkretul Tvise-
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bis mqone informacias, romelic meordeba yvela CanawerSi, 

xolo Canaweri aris informaciiT Sevsebuli velebi konkre-

tul obieqtze. 

axali monacemTa bazis 

Seqmna 

pirveli, rac aucilebelia MS Access-isaTvis es aris 

monacemTa bazis Seqmna, rasac miuTiTebs meniu New-s pirve-

live striqonis BBlank Database-is gaaqtiurebisas File New 

Database gamoCenili fanjara, sadac momxmarebelma unda amo-

irCios Tu sad ganaTavsos axlad Seqmnili monacemTa baza. 

axali cxrilis Seqmna 

monacemTa bazis Seqmnis Semdeg sistema sTavazobs momx-

marebels cxrilis Seqmnis sam saSualebas: 
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cxrilis Seqmnis pirveli meTodi CREATE 

TABLE IN DESIGN VIEW aZlevs momxmarebels saSualebas 

gaxsnil monacemTa bazaSi Seqmnas monacemTa cxrili konst-

ruqtoris reJimSi da aCens Semdeg fanjaras: 

pirvel svetSi momxmarebels Seyvavs velis dasaxeleba, 

meoreSi monacemis tipi, xolo mesameSi aRweriloba. 

velis dasaxelebis Seyvanisas momxmarebeli unda moeri-

dos saxelebis ganmeorebas, iseTi saxelebis gamoyenebas, ro-

melsac iyenebs TviT programa (mag., Name, Table da a.S.) da 

iseTi saxelebis micemas, romelic aRemateba 64 simbolos 

(carieli simboloebis CaTvliT). 

monacemis tipis gansazRvravs mocemuli velis tips da 

mis Seyvanisas CamoiSleba meniu, sadac momxmarebels eZleva 

SerCevis saSualeba, romlebic CamoTvlili arian Semdeg 

cxrilSi: 
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cxrili 1 

monacemTa tipi 

mniSvneloba monacemTa tipi zoma 

Text 

(teqsturi) 

teqsti an ricxvebi, 

romlebsac gaTvlebi ar 

sWirdebaT (mag., 

telefonis nomrebi) 

maqsimaluri 

zoma 255 

simbolo 

MEMO Zalian grZeli teqsti an 

teqstisa da ricxvebis 

kombinacia 

maqsimaluri 

zoma 65 535 

simbolo 

ricxviTi ricxviTi monacemebi, 

romlebsac sWirdebaT 

gaTvlebi 

1, 2, 4 an 8 

baiti (ix. 

cxrili 2) 

TariRi/dro TariRi da dro, romlis 

wlebicaa 100-dan 9999-

mde 

8 baiti 

fuladi fuladi da ricxviTi 

mniSvnelobebi, romlebic 

saWiroa gaTvlebisaTvis 

da gamoiyenebs mTel 

nawilSi 15, xolo 

wiladSi 4 cifrs 

 

8 baiti 
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mTvleli ricxvebi, romlebic avto-

maturad icvleba yovel 

axal Canaweris Seyvanisas 

da ar meordebian 

4 baiti 

logikuri Rebulobs mxolod or 

mniSvnelobas "ki/ara" 

("marTali/tyuili", "Car-

Tuli/gamorTuli" da a.S.) 

1 biti 

OLE obieqti obieqti (mag., Word-is 

sabuTi, an Excel-is 

cxrili, an naxati, an xma 

da a.S. orobiT formatSi), 

romelic Casmulia an 

dakavSirebuli 

1 gbaitamde 

hipergzavnili teqsti an teqtisa da 

ricxvebis kombinacia, 

romelSic weria hiper-

gzavnilis misamarTi 

maxsimaluri 

sigrZe 2048 

yoveli 

nawilisa 

Secvlis 

ostati 

qmnis vels, romelic 

iRebs monacemebs sxva 

cxrilidan da tipic gad-

modis arCeuli velis 

mixedviT 

igive 
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imis da mixedviT Tu ra monacemis tips airCevs momxma-

rebeli, fanjris qveda nawilSi SeiZleba gamoCndes sxvada-

sxva Tvisebebis CamonaTvali, romlebic CamoTvlilia Semdeg 

cxrilSi: 

cxrili 2 

Tvisebebi 

dasaxeleba mniSvneloba 

velis zoma eTiTeba velis maqsimaluri dasaSvebi 

zoma 

velis formati uTiTebs teqstis, ricxvis, TariRebis 

da drois ekranze an printerze 

velis mniSvnelobis gamoyvanis 

formats 

Seyvanis maska uTiTebs velis mniSvnelobis Seyvanis 

maskas (SesaZlebelia ostatiT Seqmna) 

xelmowera miTiTebuli mniSvneloba iqneba 

gamoyvanili velis dasaxelebad 

ekranul da sabeWd formebSi 

SeTanxmebiT 

mniSvneloba 

uTiTebs velis mniSvnelobas 

SeTanxmebiT Tu momxmarebelma 

araferi ar Seiyvana (SesaZlebelia 

ostatiT Seqmna) 
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piroba mniSvnelobaze adebs velis mniSvnelobas pirobas 

Seyvanisas (Tu piroba ar 

dakmayofilda mniSvneloba ar Seva 

velSi). SesaZlebelia ostatiT Seqmna 

Setyobineba 

Secdomisas 

Tu ar sruldeba piroba mniSvne-

lobaze gamova aq Cawerili teqsti 

aucilebeli veli eTiTeba aucilebelia Tu ara am 

velSi mniSvnelobis Setana 

carieli striqonebi eTiTeba SeiZleba Tu ara am velSi 

carieli striqonis Setana 

indeqsirebuli veli mieTiTeba indeqsirdeba Tu ara am 

veliT Canawerebi (indeqsacia keTdeba 

im SemTxvevaSi Tu am veliT saWiroa 

Canawerebis garkveuli meTodiT 

dalageba). arsebobs indeqsaciis ori 

meTodi: SeiZleba damTxvevebi da 

damTxvevebis gareSe (e.i. am velSi ar 

iqneba ori erTnaeri Canaweri) 

aTobiTi niSnebis 

ricxvi (ricxviT 

velebisaTvis) 

SeTanxmebiT ricxvi iqneba formatSi 

miTiTebulis toli, Tu ara aq 

Seyvanil cifris toli  

axali mniSvneloba 

(mTvlelisaTvis) 

mimdevrobiT Tu SemTxveviTi 

mniSvnelobiT 
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ricxviTi monacemTa tipi SeiZleba SerCeuli iqnes 

Semdegi cxrilis mixedviT: 

cxrili 3 

ricxviTi monacemebi 

mniSv-

neloba 

aRweriloba wiladi 

nawili 

zoma 

baiti ricxvebi 0-dan 255-mde da 

wiladis gareSe 

ar 

gaaCnia 

1 

baiti 

mTeli ricxvebi -32768-dan 32768-mde ar 

gaaCnia 

2 

baiti 

grZeli 

mTeli 

ricxvebi -2147483648-dan 

2147483647-mde (mTeli) 

ar 

gaaCnia 

4 

baiti 

erTmagi 

moZravi 

werti-

liT 

uaryofiTi ricxvebisatvis -

3,402823E38-dan -1,401298E-45-

mde da dadebiTebisaTvis 

1,401298E-45-dan 3,402823E38-

mde 

7 4 

baiti 

ormagi 

moZravi 

werti-

liT 

uaryofiTi ricxvebisaTvis 

-1,79769313486231E308-dan 

-4,94065645841247E-324-mde da 

dadebiTebisaTvis 

4,94065645841247E-324-dan 

1,79769313486231E308-mde 

15 8 

baiti 
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repli-

kaciis 

kodi 

gamoiyeneba replikebis, 

replikebis nakrebebis, 

cxrilebis, Canawerebis da sxva 

obieqtebis indentifikaciisaTvis 

ar aris 

gansazRv

ruli 

16 

baiti 

namdvi-

li 

ricxvebi -10^28-1-dan 10^28-1-

mde 

28 12 

baiti 

monacemTa formatis mniSvnelobebi moyvanilia Semdeg 

cxrilebSi 

cxrili 4 

TariRi da dros velebis formatebi 

mniSvn-

eloba 

aRweriloba 

TariRis 

sruli 

formati 

(SeTanxmebiT) aris TariRis mokle da grZeli 

formatebis kombinacia. Tu Seicavs mxolod 

TariRs, dros ar aCvenebs, xolo Tu Seicavs 

mxolod dros _ TariRs (mag., 01.11.02 09:05:34) 

TariRis 

grZeli 

formati 

TariRi iwereba srulad (eTiTeba Control Panel\Re-

gional and Language Options-Si) mag., 2003 wlis 12 

ianvari 

TariRis 

saSualo 

formati 

 

mag., 12-ian-03 
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TariRis 

mokle 

formati 

TariRi iwereba mokled (eTiTeba Control Panel\Re-

gional and Language Options-Si) mag., 12.01.03 (mok-

le formatSi dawerisas unda ines gaTvaliswi-

nebuli, rom wlebi eTiTeba 1930-dan 2029-mde) 

drois 

grZeli 

formati 

dro iwereba srulad (eTiTeba Control Panel\Regi-

onal and Language Options-Si) mag., 09:15:07 

drois 

saSualo 

formati 

mag., 09:15 PM 

drois 

mokle 

formati 

dro iwereba mokled (eTiTeba Control Panel\Regi-

onal and Language Options-Si) mag., 09:15 

specialuri formatebi 

/ TariRis komponentebis gayofis simbolo (eTiTeba 

Control Panel\Regional and Language Options-Si) mag., 

15/01/03 

: drois komponentebis gayofis simbolo (eTiTeba 

Control Panel\Regional and Language Options-Si) mag., 

09:15 

c TariRis sruli formati 

d Tvis dRe erTi an ori cifrisagan Semdgari (1-31) 
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dd Tvis dRe ori cifrisagan Semdgari (01-31) 

ddd kviris dRis mokle damwerloba (orS-kvi) 

dddd kviris dRis sruli damwerloba (orSabaTi-kvira) 

ddddd TariRis mokle formati 

dddddd TariRis grZeli formati 

w kviris dRis nomeri (1-7) 

ww kviris nomeri weliwadSi (1-53) 

m Tvis nomeri erTi an ori cifrisagan Semdgari (1-

12) 

mm Tvis nomeri ori cifrisagan Semdgari (01-12) 

mmm Tvis mokle damwerloba (ian-dek) 

mmmm Tvis sruli damwerloba (ianvari-dekemberi) 

q kvartlis nomeri weliwadSi (1-4) 

y dRis nomeri weliwadSi (1-366) 

yy wlis bolo ori cifri (00-99) 

yyyy wlis sruli nomeri (0100-9999) 

h saaTis raodenoba erTi an ori cifrisagan 

Semdgari (0-23) 

hh saaTis raodenoba ori cifrisagan Semdgari (00-23) 

n wuTebis raodenoba erTi an ori cifrisagan 

Semdgari (0-59) 

nn wuTebis raodenoba ori cifrisagan Semdgari (00-

59) 
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s wamebis raodenoba erTi an ori cifrisagan 

Semdgari (0-59) 

ss wamebis raodenoba ori cifrisagan Semdgari (00-

59) 

ttttt drois grZeli formatis damwerloba 

AM/PM drois formatis 12-saaTiani damwerloba "AM" an 

"PM"-is damatebiT 

am/pm drois formatis 12-saaTiani damwerloba "am" an 

"pm"-is damatebiT 

A/P drois formatis 12-saaTiani damwerloba "A" an 

"P"-is damatebiT 

a/p drois formatis 12-saaTiani damwerloba "a" an 

"p"-is damatebiT 

AMPM drois formatis 12-saaTiani damwerloba 

"dila/dRe"-s damatebiT (Tu rogor _ eTiTeba 

Control Panel\Regional and Language Options-Si) 

 

cxrili 6 

fuladi velebis formatebi 

mniSvneloba aRweriloba 

ZiriTadi (SeTanxmebiT) ricxvebi gamodis ise, 

rogorc Seiyvaneba 
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fuladi gamoiyeneba iseTi dayenebebi, romelic 

mieTiTeba Control Panel\Regional and 

Language Options-Si (36.935 daiwereba 

$36.935) 

evro gamoiyeneba fuladi formati evros niSniT 

(€) da ara is, rac miTiTebulia Control 

Panel\Regional and Language Options-Si 

fiqsirebuli gamoiyvaneba wiladebis erTi Tanrigi mainc 

(gamoiyeneba is, rac miTiTebulia Control 

Panel\Regional and Language Options-Si). 

mag., 36.935 daiwereba 36.94 

Tanrigebis 

dayofiT 

gamoiyvaneba Tanrigebis damyofi 

(gamoiyeneba is, rac miTiTebulia Control 

Panel\Regional and Language Options-Si). 

mag., 1546,736 daiwereba 1 546,74 

procentuli mravldeba 100-ze da miewereba procentis 

niSani - % (gamoiyeneba is, rac 

miTiTebulia Control Panel\Regional and 

Language Options-Si). mag., 3 daiwereba 

300%, 0.45 daiwereba 45%  

eqsponencuri ricxvebi gamoiyvaneba eqsponencialuri 

saxiT (mag., 4560 gamoiyvaneba 4.56E+03) 
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specialuri formatebi 

 ; ; ;  pirveli - dadebiTi ricxvebis formati; 

meore - uaryofiTi ricxvebis formati; 

mesame - nulovani mniSvnelobebis formati; 

meoTxe - carieli (Null) mniSvnelobebis 

formati (mag., +0;(0);0;"carieli" 

SemTxvevaSi gamoiyvaneba dadebiTi ricxvebi 

- plius niSniT, uaryofiTi ricxvebi - 

frCxilebSi, nulovani mniSvneloba - 

cifri 0 da carieli mniSvnelobebisaTvis 

iwereba carieli) 

. aTwiladis damyofi (gamoiyeneba is, rac 

miTiTebulia Control Panel\Regional and 

Language Options-Si) 

, Tanrigebis damyofi 

0 Tanrigis prototipi (gamoiyvaneba cifri 

an 0) 

# Tanrigis prototipi (gamoiyvaneba cifri 

an araferi) 

$ gamoiyvaneba teqsturi konstanta "$" 

% procentuli formati (ricxvi mravldeba 

100-ze da emateba procentis niSani) 
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E- an e- eqsponencuris notacia (uaryofiTis win 

iwereba minusis niSani, xolo dadebiTebis 

win araferi). gamoiyeneba mxolod sxva 

simboloebTan (mag., 0.00E-00) 

E+ an e+ eqsponencuris notacia (uaryofiTi 

xarisxis win iwereba minusis niSani, 

xolo dadebiTebis win pliusis niSani). 

gamoiyeneba mxolod sxva simboloebTan 

(mag., 0.00E+00) 

 

cxrili 7 

teqsturi da MEMO velebis formatebi 

mniSvneloba aRweriloba 

@ aucilebeli teqsturi niSani an carieli 

niSani (mag., format (@@@)@@-@@-@@-

is dros ricxvi 899559901 daiwereba 

(899)55-99-01) 

& araaucilebeli teqsturi niSani 

< gadayavs yvela niSani zeda registrSi 

(mag., Null iwereba NULL) 

> 

 

gadayavs yvela niSani qveda registrSi 

(mag., Null iwereba null) 
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specialuri formatebi 

 ; pirveli - teqstis gamosaxulebis 

formati, meore - carieli striqonebis 

da Null mniSvnelobebis gamosaxulebis 

formati (mag., @;"ucnobia" gamoisaxeba 

carieli (Null) mniSvnelobisas an nolis 

toli striqonisaTvis "ucnobia", xolo 

nebismieri teqstis dros gamoisaxeba TviT 

teqsti) 

 

cxrili 8 

logikuri velebis specialuri formatebi 

mniSvneloba aRweriloba 

 ; ; pirveli - ar moqmedebs, magram asaxva 

aucilebelia, meore - miTiTebuli 

mniSvneloba cvlis dadebiTs, mesame - 

miTiTebuli mniSvneloba cvlis 

uaryofiTs 

formatebs Soris simboloebis an teqstis 

CamatebisaTvis, igi unda davweroT brWyalebSi (mag., formati 

"dRevandeli dRe aris - "w, ddd daiwereba ase dRevandeli 

dRe aris - 3, oTxSabaTi) 

Seyvanis maska aris formati Semdgari mudmivi 
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(rogoricaa frCxilebi, wertilebi, defisebi, asoebi,...) da 

specialuri simboloebisagan, romlebic uCveneben romel 

poziciebSi, ra raodenobiT da monacemTa ra tipebs. Seyvanis 

maskebis specialuri simboloebi moyvanilia Semdeg cxrilSi 

cxrili 9 

Seyvanis maskis specialuri simboloebi 

mniSvn-

eloba 

aRweriloba 

0 cifri. Seyvana aucilebelia. "+" da "-" dauSvebelia 

9 cifri an carieli. Seyvana araaucilebelia. "+" da 

"-" dauSvebelia 

# cifri an carieli. Seyvana araaucilebelia. "+" da 

"-" daSvebulia 

L aso. Seyvana aucilebelia 

? aso. Seyvana araaucilebelia 

A aso an cifri. Seyvana aucilebelia 

a aso an cifri. Seyvana araaucilebelia 

& nebismieri niSani an carieli. Seyvana aucilebelia 

C nebismieri niSani an carieli. Seyvana 

araaucilebelia 

., : ; - / TariRis, drois, aTwiladis da a.S. (gamoiyeneba 

is, rac miTiTebulia Control Panel\Regional and 

Language Options-Si) 
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< yvela niSnebis qveda registrSi gadayvana 

> yvela niSnebis zeda registrSi gadayvana 

! maskis Sevseba marjvnidan marcxniv (niSanis Casma 

SesaZlebelia nebismier adgilze) 

\ aCvenebs Tu ra aso unda iyos Semdegi (mag., \A 

Seiyvaneba rogorc "A") 

paroli velSi Seyvanili informacia Sedis Cveulebrivad, 

rogrc daiwereba, magram monitorze aisaxeba 

mxolod simboloebi - * 

 

im SemTxvevaSi rodesac velisaTvis miTiTebulia 

formatic da maskac, maskis mniSvneloba iqneba 

ignorirebuli, radganac formats eZleva prioriteti. 
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cxrilis Seqmnis meore meTodi CREATE 

TABLE BY USING VIZARD aZlevs momxmarebels saSualebas 

gaxsnil monacemTa bazaSi Seqmnas monacemTa cxrili ostatis 

reJimSi da aCens fanjaras (mocemulia wina gverdze). 

mocemul fanjris zemo marcxena midamoSi SesaZlebelia 

SeirCes cxrilis tipis cxrilis Seqmna surs - saqmiani Tu 

piradi. cxrilis tipis SerCevis Semdeg qveda marcxena mida-

moSi SesaZlebelia SeirCes cxrilis Sinaarsi. SinaarsiT 

cxrilis SerCevis Semdeg SesaZlebelia SeirCes velebi fanj-

ris marjvena midamoSi da survilisamebr gaakeTdes velis sa-

xelis gadarqmeva. Semdeg bijze gadasvlisas monitorze gamo-

Cndeba Semdegi fanjara: 
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mocemuli fanjris zemo marcxena midamoSi momxmare-

bels eZleva saSualeba miuTiTos momavali cxrilis saxeli, 

xolo qveda midamoSi SearCios cxrilis pirveladi gasaRebi 

dauniSnos programam, Tu TviT momxmarebelma, ris Semdegac 

monitorze gamoCndeba Semdegi fanjara: 

mocemul fanjaraSi momxmarebels eZleva saSualeba 

miuTiTos momavali cxrilis kavSirebi ukve Seqmnil sxva 

cxrilebTan, risTvisac dasakavSirebeli cxrilis SerCevis 

Semdeg momxmarebelma unda daaWiros Rilaks "Relationships" 

da airCios Tu ra tipis kavSiri unda Seiqmas. ris Semdegac 

monitorze gamoisaxeba Semdegi fanjara: 

mocemul fanjaraSi momxmarebels eZleva saSualeba 

miuTiTos: kavSiris gareSe; momavali cxrilis dakavSirebuli 
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iqneba SerCeul cxrilTan; SerCeuli cxrili dakavSirebuli 

iqneba momaval cxrilTan. Semdeg bijze gadasvlisas moni-

torze gamoCndeba Semdegi fanjara: 
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mocemul fanjaraSi momxmarebels eZleva saSualeba Se-

arCios Tu ra moqmedebebi unda Catardes cxrilis Seqmnis 

Semdeg: Seicvalos cxrilis struqtura; dawyebuli iqnes 

monacemebis Setana; CairTos monacemebis Setanis ekranuli 

formis Seqmnis ostati, ris SerCevis Semdegac unda daeWi-

ros Rilaks "Finish" da cxrili iqneba Seqmnili. 

cxrilis Seqmnis mesame meTodi CREATE 

TABLE BY ENTERING DATA xsnis monitorze Semdeg 

cxrils: 

mocemul cxrils gaaCnia (svetebis saxiT) aTi veli da 

momxmarebels eZleva saSualeba Seitanos monacemebi velebSi. 

imis da mixedviT Tu ra tipis informacias Seitans momxmare-

beli, programa Seqmnis cxrils, romlis koreqtirebac SeiZ-

leba konstruqtoris reJimSi. 

cxrilis qveda striqonSi mocemulia ramodenime Rila-

ki, romlebsac gaaCniaT Semdegi daniSnuleba: 
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- pirvel Canawerze gadasvla; 

- wina Canawerze gadasvla; 

- Canaweris nomeri; 

- Semdeg Canawerze gadasvla; 

- bolo Canawerze gadasvla; 

- axali Canaweris damateba; 

- ramdeni Canaweria mocemul cxrilSi. 

amiTi ganxilul iqna monacemTa bazis cxrilis Seqmnis 

samive meTodi. 

axali moTxovnis Seqmna 

monacemTa bazaSi cxrilebis Seqmnis Semdeg momxmare-

bels ukve eqmneba saWiroeba moTxovnebis Seqmnaze, risTvisac 

momxmarebeli unda gadavides Semdeg bijze (Queries): 
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moTxovnis Seqmnis ostatis meSveobiT 

meTodis (CREATE QUERY BY USING WIZARD) 

SerCevisas monitorze gamoisaxeba Semdegi fanjara, romlis 

gamosaxuli fanjaris marcxena zeda kuTxeSi mocemulia 

Seqmnili cxrilebis CamonaTvali. cxlis SerCevisas marcxena 

qveda kuTxeSi gamoisaxeba SerCeuli cxrilis velebi da 

momxmarebels eZleva saSualeba maTi SerCevis (erTmagi isari 

– saTiTaod veils SerCeva, ormagi – yvelasi erTad). 

SerCeuli velebi gamoisaxeba fanjris marjvena mxares 

da momxmarebels eZleva saSualeba SecdomiT SerCeuli vele-

bis dabruneba, ris Semdegac unda gadavides Semdeg bijze da 

monitorze gamoisaxeba Semdegi fanjara: 
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am fanjaraSi gamosaxulia ori striqoni, romlis sa-

SualebiTac momxmarebels eZleva saSualeba cxrilidan vele-
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bis pirdapiri gadmotana (pirveli striqoni), an am velebze 

elementaruli maTematikuri operaciebis gakeTeba (meore 

striqoni). Tu momxmarebeli airCevs meore striqons da daa-

Wers Sesabamis Rilaks monitorze aisaxeba fanjara (gamosa-

xulia wina gverdze). 

am fanjaraSi momxmarebels eZleva saSualeba ricxviT 

velebs gaukeTos ajamva, saSualos gamoTvla, minimumis naxva, 

maqsimumis naxva da Canawerebis raodenobis naxva. ris Semde-

gac momxmarebeli unda dabrundes daTanxmebis Rilakis meSve-

obiT wina fanjaraze da gadavides Semdeg bijze da monitor-

ze gamoisaxeba Semdegi fanjara: 
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am fanjaraSi momxmarebels eZleva saSualeba SearCios 

moTxovnis saxeli da miuTiTos damTavrebisas Tu ra 

gaakeTos programam: Seqmnili moTxovniT gamosaxos 

monitorze informacia (Open the query to view information), Tu 

Sevides moTxovnis konstruqtoris reJimSi (Modify the query 

design) da daasrulos ostatis muSaoba (Rilaki Finish). 

moTxovnis Seqmnis konstruqtoris 

meSveobiT meTodis (CREATE QUERY BY USING 

WIZARD) SerCevisas monitorze gamoisaxeba Semdegi fanjara: 

mocemul fanjaraSi momxmarebelma unda SeirCios 

cxrilebis an moTxovnebis CamonaTvalidan sasurveli 

cxrili da daaWiros damatebis Rilaks (Add). SerCevis 

Semdeg momxmarebeli unda gamovides mocemul fanjridan 

daxurvis Rilakis (Close) meSveobiT, ris Semdegac 

monitorze gamoisaxeba Semdegi fanjara: 
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mocemul fanjaraSi velebis SerCevis ramodenime 

meTodi arsebobs: mausiT cxrilSi sasurvel velze orjer 

daWera; pirvel striqonSi (Field) SeirCes sasurveli veli 

sasurvel cxrilidan an jer meore striqonSi (Table) Seir-

Ces sasurveli cxrili da Semdeg pirvel striqonSi sasur-

veli veli am cxrilis velebis CamonaTvalidan. 

velebis SerCevis Semdeg mesame striqonSi (Sort) momx-

marebelma unda SearCios Tu romeli veliT unda moTxovnaSi 

Canawerebis sortireba (klebadobis (Descending) Tu zrdado-

bis (Ascending) mixedviT). 

velebis SerCevis Semdeg meoTxe striqonSi (Show) mom-

xmarebelma unda SearCios Tu romeli veli unda gamoCndes 

moTxovnaSi. 

velebis SerCevis Semdeg mexuTe striqonSi (Criteria) 
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momxmarebelma unda SearCios Tu romeli veliT unda gakeT-

des moTxovnaSi filtri da ra kriteriumiT da amisaTvis eZ-

leva ramodenime saSualeba (Semdgomi striqonebi). 

yvelaferi sasurvelis SerCevis Semdeg momxmarebels 

gamosvlisas eZleva moTxovnis saxelis Seyvanis saSualeba. 

axali ekranuli formis 

Seqmna 

informaciis naxvisaTvis yovelTvis ar aris mizanSewo-

nili monacemTa bazaSi cxrilis naxvis saSualebis gamoyeneba. 

Tu momxmarebels unda, rom informacia ufro lamazad da 

sasurvelad gamoiyurebodes monitorze, amisaTvis iqmneba ek-

ranuli formebi. momxmarebeli unda gadavides Semdeg bijze 

(Forms): 
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ganvixiloT ekranuli formis ostatiT Seqmnis (Create 

from by using wisard) saSualeba. pirveli bijis fanjara aris 

igive, rac moTxovnis Seqmnisas da amitom gadavideT meore 

fanjris ganxilvaze: 

 

mocemul fanjaraSi momxmarebels eZleva saSualeba 

SearCios, Tu rogori tipis forma sWirdeba: svetebiani 

(Columnar), cxriliseburi (Tabular), monacemTa cxrilis 

tipis (Datasheet), monacemebis striqonebad Sevseba striqonis 

Sevsebamde (Justified), dakavSirebuli cxrili (PivotTable) da 

dakavSirebuli diagrama (PivotChart). formis tipis SerCevis 

Semdeg monitorze gamoisaxeba Semdegi fanjara: 
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mocemul fanjaraSi momxmarebels eZleva saSualeba 

SearCios ekranuli formis dizaini da gadavides Semdeg bij-

ze, romelis aris moTxovnis Seqmnis ostatis bolo fanjris 

identuri. 

axali sabeWdi formis 

Seqmna 

informaciis dokumentirebisaTvis programa aZlevs 

momxmarebels monacemebis sabeWd mowyobilobaze amobeWdvis 

saSualebas, amisaTvis iqmneba sabeWdi formebi. momxmarebeli 

unda gadavides Semdeg bijze (Reports): 

ganvixiloT sabeWdi formis ostatiT Seqmnis (Create 

report by using wisard) saSualeba. pirveli bijis fanjara aris 
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igive, rac moTxovnis Seqmnisas da amitom gadavideT meore 

fanjris ganxilvaze: 
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mocemul fanjaraSi ostati ekiTxeba momxmarebels Tu 

ra velis mixedviT gaaketos monacemTa amobeWdvisas dajgu-

feba. aRsaniSnavia, rom dajgufeba SeiZleba gakeTdes ramode-

nime doniT da SemdgomSi prioritetebis Rilakebis meSveobiT 

maTi koreqtireba, ris Semdegac momxmarebeli unda gadavides 

Semdeg bijze: 

mocemul fanjaraSi ostati ekiTxeba momxmarebels Tu 

ra velis mixedviT jgufSi gaaketos monacemTa sortireba. 

aRsaniSnavia, rom sortireba SeiZleba gakeTdes ramodenime 

velis mixedviT. aqve momxmarebels eZleva saSualeba ajamvis 

ofciebis (Summary Options…) Rilakis meSveobiT gaakeTos 

sabeWd formaSi elementaruli maTematikuri moqmedebebi: 
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rogorc qvemod mocemuli formidan Cans aq yvelaferi 

igivea, rac moTxovnis Seqnisas, garda marjvena mxarisa, 

sadac ostati ekiTxeba momxmarebels Tu rogor gamoitanos 

informacia: daTvlili veli detalurad (Detal and Summary), 

Tu mxolos daTvlili velebi da gamosaxos Tu ara isini 

procentebiTac, ris Semdegac momxmarebeli unda dabrundes 

daTanxmebis Rilakis meSveobiT wina fanjaraze da gadavides 

Semdeg bijze da monitorze gamoisaxeba fanjara (gamosaxu-

lia Semdeg gverdze). 

mocemul fanjaraSi momxmarebeli irCevs sabeWdi for-

mis furclis stils da gadadis Semdeg bijze, sadac xorci-

eldeba dizainis SerCeva (analogiurad ekranuli formis di-
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zainis SerCevisa) da gadadis bolo bijze, romelic analo-

giuria ekranuli formis Seqmnis ostatis bolo bijis. 
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formis (ekranuli, 

sabeWdi) Seqmnis 

damatebiTi saSualebebi 

ganvixiloT ekranuli formis konstruqtoris (Design) 

reJimi: 

Tu ar Cans konstuirebis Rilakebis meniu (Toolbox) 

gamovaCinoT igi (View\Toolbox) da ganvixiloT igi: 

 obieqtis SerCeva, sxva Rilakis 

gaTiSva 

    ostatis gamoyeneba 

    warweris Casma 

    velis Casma 

    jgufis Casma 

    Rilakis opciis Casma 

    moniSvnis opciis Casma 

    CarTvis opciis Casma 

    kombinirebuli striqonis Casma 

    CamonaTvalis Casma 

brZanebiTi Rilakis Casma 

naxatis Casma 

gansazRvruli obieqtis Casma 

ganusazRvreli obieqtis Casma 

gverdis wyvetis Casma 

gverdebis obieqtis Casma 

qveformis Casma 

wrfis Casma 

marTkuTxedis Casma 

sxva programebis Casma 
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sanam daviwyebdeT Rilakebis daniSnulebebis Seswavlas, 

gaviTvaliswinebuli iqnes ramodenime winapiroba: 

1. Rilakis gaaqtiurebis Semdeg momxmarebelma unda daaWi-

ros mausis Rilaks formis im adgilze, sadac unda Cais-

vas obieqti; 

2. obieqtidan gamosvlisaTvis sakmarisia mausis daWera fo-

rmis sxva midamoSi; 

3. obieqtze Tvisebebis SerCevisaTvis da koreqtivisaTvis 

saWiroa masze mausis Rilakis orjer daWera, xolo 

TviT Tvisebebis daniSnuleba am paragrafis bolos iqneba 

aRwerili. 

ganvixiloT Rilakebis menius obieqtebi: 

obieqtis SerCeva, sxva Rilakis gaTiSva gamoiyeneba 

formaze nebismieri obieqtis moniSvnisaTvis SemdgomSi masze 

koreqturebis saSualebiT. aseve mocemuli Rilaki gamoiyene-

ba sxva Rilakis moniSvnis mosaxsnelad. 

ostatis gamoyenebis Rilakis gaaqtiurebis SemTxvevaSi, 

formaze nebismieri obieqtis Seqmnisas (sadac amas obieqtis 

sirTule moiTxovs) programa SesTavazebs momxmarebels os-

tatis gamoyenebis fanjaras. 

warweris Casmis Rilaki gamoiyeneba formaSi warweris 

(saTauris, dasaxelebis,…) CasmisaTvis. 

velis Casmis Rilaki gamoiyeneba formaze velis Tavisi 

dasaxelebiT CasmisaTvis. 
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jgufis Casmis Rilaki gamoiyeneba formaze jgufis Cas-

misaTvis, ris drosac CaitvirTeba ostati. ganvixiloT os-

tatis funqciebi: 

pirveli fanjara sTavazobs momxmarebels jgufis Sema-

dgeneli striqonebis dasaxelebebis Setanas: 

striqonebis Setanis Semdeg momxmarebelma unda daaWi-

ros Next Rilaks da monitorze gamoCndeba Semdegi fanjara: 
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aRniSnuli fanjara sTavazobs momxmarebels airCios 

Tu romeli striqoni iyos arCeuli SeTanxmebiT an meore 

variantSi arcerTi striqoni ar iyos SerCeuli SeTanxmebiT. 

SerCevis Semdeg momxmarebelma unda daaWiros Next Rilaks 

da monitorze gamoCndeba Semdegi fanjara: 

aRniSnuli fanjara sTavazobs momxmarebels airCios 

Tu romeli striqonis arCevisas ra mniSvneloba daimaxsov-

ros formam. Setanis Semdeg momxmarebelma unda daaWiros 

Next Rilaks da monitorze gamoCndeba fanjara (romelic ga-

mosaxulia Semdeg gverdze). 

aRniSnuli fanjara sTavazobs momxmarebels airCios 

Tu ra tipis jgufis Seqmna surs momxmarebels: 

1. moniSvnis jgufi (SesaZlebelia erTdroulad mxo-

lod erTi striqonis SerCeva); 
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2. CarTvis jgufi (SesaZlebelia erTdroulad ramo-

denime striqonis SerCeva); 

3. Rilakis jgufi (striqoni SeirCeva Rilakze daWe-

risas). 

fanjris meore nawilSi momxmarebels aqvs saSualeba 

dizainis meSveobiT gaaformos jgufi (CaWdevebuli CarCo, 

daxatuli CarCo, amoWdevebuli jgufi, jgufis Crdili, CaW-

devebuli jgufi). aSerCevis Semdeg momxmarebelma unda daa-

Wiros Next Rilaks da monitorze gamoCndeba Semdegi fan-

jara: 

aRniSnuli fanjara sTavazobs momxmarebels airCios 

jgufis dasaxeleba da daasrulos ostatTan muSaoba, risT-

visac man unda daaWiros Finish Rilaks. amiT formaSi jgu-

fis Seqmna dasrulebulia. 
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Rilakis opciis Casmis Rilaki amatebs formaze SerCe-

vis Rilaks, moniSvnis opciis Casmis Rilaki – moniSvniT 

SerCevas, xolo CarTvis opciis Casmis Rilaki – CarTviT 

SerCevas. 
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kombinirebuli striqonis da CamonaTvalis Casmis Ri-

lakebi iZaxeben erTidaimave ostats, romlis pirveli fanja-

ra gamoiyureba Semdegnaerad: 

mocemuli formis pirveli striqoni sTavazobs momxma-

rebels monacemebis aiRos cxrilebidan an moTxovnebidan, xo-

lo meore striqoni – monacemebis Setanas ostatis meSveo-

biT, ris Semdegac man inda daaWiros Next Rilaks. jer gan-

vixiloT meore striqoni: 

 

momxmarebls eZleva saSualeba Tavad Seitanos svetebis 

raodenoba da striqonebis mniSvnelobebi am svetebSi da 

daaWiros Next-s. 
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mocemul fanjaraSi momxmarebelma unda SeirCios, Tu 

romeli svetis mniSvneloba daimaxsovros formam da Next 

Rilakis meSveobiT gadavides Semdgom bijze: 
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aRniSnuli fanjara sTavazobs momxmarebels airCios 

saTauri da daasrulos ostatTan muSaoba, risTvisac man 

unda daaWiros Finish Rilaks. 

ostatis pirvel fanjaraSi pirveli striqonis 

SerCevisas ostati gamoiyvans Semdeg fanjaras: 

 

imis mixedvT Tu romel opcias airCevs momxmarebeli 

Cvenebis (View) fanjaraSi (cxrilebi (Tables), moTxovnebi 

(Queries) Tu orive erTad (Both)), fanjaraSi gamoCndeba 

monacemTa bazis moniSnuli nawili. momxmarebelma unda 

SearCios sasurveli cxrili (an moTxovna) da gadavides 

Next Rilakis meSveobiT Semdeg bijze: 
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aRniSnuli fanjara ukve cnobilia momxmareblisTvis, 

sadac unda SearCios sasurveli velebi da gadavides Next 

Rilakis meSveobiT Semdeg bijze: 
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mocemul fanjaraSi momxmarebels SeuZlia CarTos (an 

gamorTos) pirveladi gasaRebis velis Cveneba da naxos Tu 

romeli monacemebi gamoCndeba sabolood, ris Semdegac 

gadavides Next Rilakis meSveobiT Semdeg bijze: 

aRniSnuli fanjara sTavazobs momxmarebels airCios 

saTauri da daasrulos ostatTan muSaoba, risTvisac man 

unda daaWiros Finish Rilaks. 

kombinirebuli striqonis da CamonaTvalis Casmis Ri-

lakebi gansxvavdebian formaze mxolod gamosaxulebiT. 

formaSi zeda striqoni gamoxatavs kombinirebuls, xo-

lo qveda CamonaTvals. kombinirebulSi qvemoT gaSverili is-

ris daWerisas gaixsneba Canawerebi da maTSi SerCeuli gamoi-

saxeba velSi, xolo CamonaTvalSi erTdroulad Cans 
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ramodenime Canaweri da momxmarebels SeuZlia airCios maTSi 

erTi, romelic darCeba gaaqtivebuli (gamuqebuli). 

brZanebiTi Rilakis Casmis Rilaki iZaxebs ostats, ro-

melis monitorze ase gamoisaxeba: 

momxmarebels eZleva saSualeba airCios Rilakis kate-

goria (Canawerebis navigacia, operaciebi Canawerebze, 

ekranul formebze, sabeWd formebze, obieqtebis gaSveba-

gamosvla,…) da kategoriis mixedviT SeirCios Tu ra 
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moqmedebebi unda Caataros programam am Rilakze daWerisas, 

ris Semdegac gadavides Next Rilakis meSveobiT Semdeg 

bijze: 

mocemul fanjaraSi ostati sTavazobs momxmarebels 
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SeirCios Tu ra warwera an naxati unda iyos Rilakze, ris 

SerCevis Semdegac igi Next Rilakis meSveobiT unda gadavi-

des Semdeg bijze (gamosaxulia wina gverdze). 

aRniSnuli fanjara sTavazobs momxmarebels airCios 

saTauri da daasrulos ostatTan muSaoba, risTvisac man 

unda daaWiros Finish Rilaks. 

naxatis Casmis Rilaki xsnis gaxsnis fanjaras, sadac 

momxmarebels eZleva saSualeba SearCios Casasmeli grafiku-

li faili, ris daxurvisas formaSi Caismeva arCeuli faili. 

gansazRvruli obieqtis Casmis Rilaki xsnis failis 

SerCevis da gaxsnis fanjaras: 

mocemul fanjaraSi momxmarebels eZleva saSualeba 

SearCios Casasmeli obieqti exla unda Seiqmnas Tu ukve 

Seqmnilia raime failSi da aq unda Caisvas. 

Tu obieqti exla unda Seiqmnas da momxmarebeli miuTi-

Tebs Tu ra programiT unda gakeTdes es, OK Rilakis gaaq-
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tiurebisas CaitvirTeba aRniSnuli programa da momxmare-

bels miecema saSualeba am programaSi Seqmnas obieqti. prog-

ramidan gamosvlisas Seqmnili obieqti Caismeva ekranul 

formaSi, ris Semdegac momxmarebels SeuZlia am obieqtis 

koreqtireba. 

Tu obieqti ukve Seqmnilia da momxmarebeli airCevs 

saTanado funqcias monitorze gamoCndeba Semdegi fanjara: 

mocemul fanjaraSi, Browse Rilakis meSveobiT, momxma-

rebels eZleva saSualeba monaxos da SeirCios saWiro fai-

li. SerCevis Semdeg momxmarebels SeuZlia Link-is moniSvniT 

gakeTdes gzavnili obieqtze da SemdgomSi Tu es obieqti 

Seicvleba, Seicvleba agreTve obieqtis gamosaxulebac for-

maSi. agreTve momxmarebels SeuZlia Display as Icon-is gaaq-

tiurobiT formaSi Candes ara obieqti, aramed misi miniatu-

ra, romlis gaaqtiurebis SemTxvevaSic gamoiZexeba miTiTebu-

li obieqti. 
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ganusaRvreli obieqtis Casmis Rilaki svams formaSi 

fanjaras, romelSic momxmarebels SeuZlia muSaobis proces-

Si Casvas nebismieri obieqti, romlis tipic winaswar ar 

aris cnobili da miuTiTos mas saxeli. 

gverdis wyvetis Casmis Rilakis gaaqtiurebisas forma-

Si sasurvel adgilze 

mieTiTeba gverdis wyveta. 

gverdebis obieqtis 

Casmis Rilakis gaaqtiure-

bisas formaSi Caismeva 

obieqti, romelic miscems momxmarebels saSualebas erT 

gamoyofil adgilze dajgufebiT gamovitanoT informacia da 

amiT erT ekranul formaze gamovsaxoT mravali informacia. 

qveformis Casmis Rilakis gaaqtiurebisas momxmarebels 

SeuZlia airCios sasurveli cxrili an moTxovna anu Casvas 

ukve Seqmnili forma qveformis saxiT: 

meore striqonis SerCevisas momxmarebelma qvemod mo-

yvanil fanjaraSi unda miuTiTos sasurveli forma da daaWi-

ros Finish Rilaks, xolo pirveli striqonis SerCevisas da 

Next Rilakis daWerisas monitorze gamoisaxeba cxrilebis 

an moTxovnebidan velebis SerCevis forma, romelic ukve 

kargad cnobilia wina masalidan momxmareblisaTvis, ris 

Semdegac saTauris SerCevis formaa da ostatis muSaobis 

dasruleba avtoformis SeqmniT. 
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wrfis Casmis Rilakis gaaqtiurebisas moxmarebels eZ-

leva saSualeba formaSi nebismier adgilze Casvas wrfe. 

marTkuTxedis Casmis Rilakis gaaqtiurebisas moxmare-

bels eZleva saSualeba formaSi nebismier adgilze Casvas 

marTkuTxedi. 

sxva programebis Casmis Rilakis gaaqtiurebisas moxma-

rebels eZleva saSualeba formaSi Casvas CamonaTvalSi moyva-

nili nebismieri programa. 

amiTi yvela Rilakis ganxilva damTavrebulia. 

Casmis Semdeg momxmarebels SeuZlia obieqtze mausis 

orjer daWeriT gamoiZaxos misi Tvisebebi da gaakoreqtiros 

igi. ganvixiloT zogierTi Tviseba: 
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Name – obieqtis saxeli; 

Control Source – obieqtis velis (mniSvnelobis) miTi-

Teba. qveda isris daWerisas gamoisaxeba velebis CamonaTvali 

da momxmarebels eZleva saSualeba SearCios sasurveli veli, 

xolo sam wertilze (...) daWerisas CairTveba gamosaxulebis 

Semqmneli ostati: 

am fanjris striqonSi gamosaxulia maTematikuri da 

logikuri operaciebis Rilakebi. marcxena qveda fanjaraSi 

momxmarebels SeuZlia SearCios Tu saidan unda Casvas obieq-

ti – cxrilebidan, moTxovnebidan, ekranuli formebidan, sa-

beWdi formebidan, funqciebidan da a.S. 

qveda Sua fanjaraSi imis mixedviT Tu ras airCevs 
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momxmarebeli marcxena fanjaraSi gamoCndeba Sesabamisi qve-

done, xolo marjvena qveda fanjaraSi misi mniSvnelobebi. 

momxmarebels SeuZlia operaciebiT, funqciebiT da a.S. mii-

Ros nebismieri gamosaxuleba monacemTa bazis nebismieri rek-

vizitis gaTvaliswinebiT da daaWiros OK Rilaks. 

Caption – obieqtis dasaxeleba formaze; 

Picture – obieqtze naxati; 

Picture Type – obieqtze naxatis tipi; 

Size Mode – obieqtis zomis stili; 

Transparent – obieqtis gamWirvaloba; 

Hyperlink Address – obieqtis gzavnilis misamarTi; 

Hyperlink SubAddress – obieqtis gzavnilis meore mi-

samarTi; 

Format – obieqtze formatis dadeba, romelic ukve 

cnobilia momxmareblisaTvis wina masalidan; 

Decimal Places – Tu obieqti ricxviTia, wiladi cif-

rebis raodenoba; 

Input Masc – obieqtSi mniSvnelobis Setanis maska, ro-

melic agreTve ukve cnobilia momxmareblisaTvis wina masa-

lidan; 

Row Source Type – obieqtSi striqonis mniSvnelobis 

wyaros tipi; 

Row Source – obieqtSi striqonis mniSvnelobis wyaro; 

Column Count – obieqtSi svetebis raodenoba; 
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Column Heads – obieqtSi svetebs Tu gaaCnia saTauri; 

Column Wight – obieqtSi svetebis sigane; 

Bound Column – obieqtSi svetebs Soris zRvari; 

List Rows – obieqtSi striqonebis Cvenebis raodenoba; 

List Wight – obieqtSi svetebis siganis Cvenebis zoma; 

Default Value – obieqtis mniSvneloba SeTanxmebiT; 

Validation Rule – obieqtis mniSvnelobis Setanis wesi; 

Validation Text – obieqtis mniSvnelobis araswori Se-

tanisas gamosatani teqsti; 

Status Bar Text – obieqtze dadgomisas statusis 

striqonSi gamosatani teqsti; 

Limit To List – obieqtSi CamonaTvalis Cvenebis limiti; 

Auto Expand – obieqtSi zomis avto gaganiereba; 

Enter Key Behavior – obieqtze Enter-is daWerisas moq-

medeba; 

Allow AutoCorrect – obieqtze avtokoreqtirebis gamo-

yeneba; 

Visible – obieqtis Cveneba; 

Display When – obieqtis Cvenebis wesi; 

Vertical – formaze vertikaluri teqstebis Cveneba; 

Enabled – formaSi obieqtis CarTva (gamorTul mdgo-

mareobaSi SeuZlebelia am obieqtze nebismieri moqmedebani); 

Locked – obieqtis Caketva; 

Filter Lookup – obieqtis Cveneba filtriT; 
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Auto Tab – obieqtSi bolo simbolos Setanisas avto-

maturad Semdeg velze gadasvla; 

Tab Stop – obieqtze tabulaciis Rilakis gaTiSva; 

Tab Index –tabulaciis meSvebiT formaze gadasvlisas 

obieqtis nomeri mimdevrobaSi; 

Scroll Bar – obieqtSi vertikaluri gadaadgilebis zo-

lis Cveneba; 

Can Grow – obieqtis gazrdis SesaZlebloba; 

Can Shrink – obieqtis SekumSvis SesaZlebloba; 

Left – obieqtis adgilmdebareoba formis marcxena saz-

Rvridan; 

Top – obieqtis adgilmdebareoba formis zeda sazRv-

ridan; 

Width – obieqtis sigane; 

Heght – obieqtis simaRle; 

Back Style – obieqtis ukana fonis stili; 

Back Color – obieqtis ukana fonis feri; 

Special Effect – obieqtis Cvenebis dizaini; 

Border Style – obieqtis sazRvris Cvenebis stili; 

Border Color – obieqtis sazRvris Cvenebis feri; 

Border Width – obieqtis sazRvris Cvenebis sigane; 

Fore Color – obieqtSi fontis Cvenebis feri; 

Font Name – obieqtSi fontis Cvenebis saxeli; 

Fore Size – obieqtSi fontis Cvenebis zoma; 
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Font Weight – obieqtSi fontis Cvenebis stili; 

Font Italic – obieqtSi fontis daxrilobis Cveneba; 

Font Underline – obieqtSi fontis qveSgasmis xazis 

Cveneba; 

Text Align – obieqtSi teqstis gasworeba (marcxniv, 

marjvniv,...); 

Shortcut Menu Bar – obieqtze menius gamosaZaxebeli 

Rilakebis kombinacia ; 

Befor Update – obieqtSi monacemis ganaxlebamde ra 

moqmedebebi Catardes; 

After Update – obieqtSi monacemis ganaxlebis Semdgom 

ra moqmedebebi Catardes; 

On Dirty – obieqtSi monacemis Setanisas ra moqmedebe-

bi Catardes; 

On Undo – obieqtSi bijis uaryofisas ra moqmedebebi 

Catardes; 

On Change – obieqtSi monacemis Secvlisas ra moqme-

debebi Catardes; 

On Enter – obieqtSi Sesvlisas ra moqmedebebi Catar-

des; 

On Exit – obieqtidan gamosvlisas ra moqmedebebi Cata-

rdes; 

On Got Focus – obieqtSi Sesvlamde ra moqmedebebi 

Catardes; 
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On Lost Focus – obieqtidan gamosvlis Semdgom ra moq-

medebebi Catardes; 

On Click – obieqtze mausis daWerisas ra moqmedebebi 

Catardes; 

On Dbl Click – obieqtze mausis orjer daWerisas ra 

moqmedebebi Catardes; 

On Mouse Down – obieqtze mausis qvemod Camotarebi-

sas ra moqmedebebi Catardes; 

On Mouse Move – obieqtze mausis gadatarebisas ra 

moqmedebebi Catardes; 

On Mouse Up – obieqtze mausis zemoT atarebisas ra 

moqmedebebi Catardes; 

On Key Down – obieqtze qveda isris Rilakis daWeri-

sas ra moqmedebebi Catardes; 

On Key Up – obieqtze zeda isris Rilakis daWerisas 

ra moqmedebebi Catardes; 

On Key Press – obieqtze nebisamieri Rilakis daWeri-

sas ra moqmedebebi Catardes; 

Reading Order – obieqtSi wakiTxva (marcxnidan marjv-

niv Tu piriqiT); 

Keyboard Language – obieqtSi klaviaturis ena; 

Scroll Bar Align – obieqtSi gverdiTa zilis mdebareoba 

(marjvniv, marcxniv); 

Numeral Shapes – obieqtSi cifrebis daweris stili; 
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Left Margin – obieqtSi daSoreba marcxnidan; 

Top Margin – obieqtSi daSoreba zemodan; 

Right Margin – obieqtSi daSoreba marjvnidan; 

Bottom Margin – obieqtSi daSoreba qvemodan; 

Line Spacing – obieqtSi striqonebs Soris daSoreba; 

Is Hiperlink – obieqti gzavnilia Tu ara; 

Forse New Page – gadasvla axal gverdze: seqciamde 

(Before Section), seqciis Semdeg (After Section), seqciamdec da 

seqciis Semdegac (Before & After); 

New Row or Col – gadasvla axal striqonze an svetze: 

seqciamde (Before Section), seqciis Semdeg (After Section), 

seqciamdec da seqciis Semdegac (Before & After); 

On Format, On Print, On Retreat – programis moqmedebe-

bi aRniSnuli midamos formirebisas, beWdvisas an gamosvli-

sas. 

Tu momxmarebeli gaaqtiurebs mTlianad mTel formas 

(amisaTvis man unda daaWiros mausi vertikaluri da hori-

zontaluri saxazavebis gadakveTas an Tvisebebis fanjris 

zeda nawilis striqonis gaaqtiurebisas miuTiTos Form 

ekranuli formisaTvis da Report sabeWdi formisaTvis), maSin 

Tvisebebi Seexeba ukve mTlianad formas da Tvisebebis Camo-

naTvalSi gaCndeba striqonebi: 

Record Sourse – monacemTa bazis cxrili an moTxovna 

saidanac formaSi unda gamosaxos informacia; 
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Filter – filtris miTiTebis striqoni; 

Filter On (Allow Filter) – filtris CarTva/gamorTva; 

Order By – sortirebis miTiTebis striqoni; 

Order By On – sortirebis CarTva/gamorTva; 

Default View – Cveneba SeTanxmebiT; 

Allow Form View – SeTanxmeba formis Cvenebaze; 

Allow Datasheet View – SeTanxmeba monacemTa cxrilis 

Cvenebaze; 

Allow Pivot Table View – SeTanxmeba dakavSirebuli 

cxrilis Cvenebaze; 

Allow Pivot Chart View – SeTanxmeba dakavSirebuli 

grafikis Cvenebaze; 

Allow Edits – SeTanxmeba koreqtirebaze; 

Allow Deletions – SeTanxmeba waSlaze; 

Allow Additions – SeTanxmeba damatebaze; 

Data Entry – monacemTa Setana; 

Recordset Type – Canaweris SerCevis tipi; 

Record Locks – Canaweris Caketva (Casworebis uflebis 

gareSe); 

Record Selectors – Canaweris SerCevis saSualeba; 

Navigation Buttons – Canawerebze gadasvlis Rilakebis 

gamoCena; 

Dividing Lines – gamyofi xazis gamoCena; 

Auto Resize – Canaweris sigrZis avtomaturi dayeneba 
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(Setanili informaciis sirZis mixedviT); 

Auto Center – Canaweris avtomaturi centrireba gamo-

yofil areSi; 

Page Header – gverdis saTauris beWdva (All Pages – 

yvela gverdze, Not with Rpt Hdr – ar daibeWdeba formis 

saTaurTan erTad, Not with Rpt Ftr – ar daibeWdeba formis 

fuZesTan erTad (e.i. formis fuZe daibeWdeba Semdeg gverd-

ze), Not with Rpt Hdr/Ftr – ar daibeWdeba formis saTaurTan 

an fuZesTan erTad (e.i. formis fuZe daibeWdeba Semdeg gver-

dze)); 

Page Footer – gverdis fuZis beWdva (funqciebi igive 

rac Pages Headers-s); 

Date Groupingr – monacemTa dajgufeba (gamoyenebulia 

sistemurad (Use System Seting) an SeTanxmebiT (US Defaults)); 

Grp Kept Together – monacemTa dajgufeba iqneba gver-

dze (Per Page) an svetSi (Per Column); 

Pop Up – formis gamoCena yvela fanjris zemoT; 

Modal – formis modalurad (modulSi) gamoCena; 

Control Box – gaaCnia Tu ara formas kontrolis me-

niu; 

Min Max Buttons – minimaluri da maqsimaluri Rilake-

bis Cveneba; 

Close Button – daxurvis Rilakis Cveneba; 

Whats This Button – aisaxios Tu ara informacia 
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Rilakze qveda striqonSi; 

Picture Alignment – naxatis gasworeba midamoSi; 

Picture Tiling – naxatis damuSaveba; 

Picture Pages – naxatis Cveneba (All Pages – yvela 

gverdze, First Page – pirvel gverdze, No Pages – arcerT 

gverdze); 

Menu Bar – winaswar Seqmnili menius Cveneba; 

ToolBar – winaswar Seqmnili Rilakebis menius Cveneba; 

Shortcut Menu – winaswar Seqmnili kontensturi meni-

us Cvenebis CarTva/gamorTva; 

Shortcut Menu Bar – winaswar Seqmnili kontensturi 

menius miTiTeba; 

Grid X – formis horizontaluri danayofebis raode-

noba (konstruqtoris reJimSi); 

Grid Y – formis vertikaluri danayofebis raodenoba 

(konstruqtoris reJimSi); 

Layout For Print – ganlageba beWdvisas; 

Fast Laser Printing – formaSi daSorebebi Seicvalos 

Tu ara teqstis striqonebis mixedviT; 

Help File – romeli daxmarebis faili gamoiZaxos F1-is 

gaaqtiurebisas; 

Help Context ID – daxmarebis konteqstis indentifika-

tori; 

Palette Sourse – palitris gamoyenebis wyaro; 
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Tag – aRweris Setanapa 2048 simbolos gamoyenebiT; 

On current – ra procedura CairTos formis gaxsnisas; 

Before Insert – ra procedura CairTos axali Canaweris 

Casmamde; 

After Insert – ra procedura CairTos axali Canaweris 

Casmis Semdeg; 

On Delete – ra procedura CairTos Canaweris waSli-

sas; 

Before Del Confirm – ra dialoguri meniu CairTos 

Canaweris waSlamde; 

After Del Confirm – ra dialoguri meniu CairTos Cana-

weris waSlis Semdgom; 

On Open – ra moqmedebebi Caataros gaxsnisas; 

On Load – ra moqmedebebi Caataros CatvirTvisas; 

On Resize – ra moqmedebebi Caataros zomis Secvlisas; 

On Unload – ra moqmedebebi Caataros amotvirTvisas; 

On Clouse – ra moqmedebebi Caataros daxurvisas; 

On Activate – ra moqmedebebi Caataros gaaqtiurebisas; 

On Deactivate – ra moqmedebebi Caataros deaqtivirebi-

sas; 

On Error – ra moqmedebebi Caataros Secdomisas; 
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monacemTa importi da 

eqsporti 

MS ACCESS-Si SesaZlebelia sxva sistemaSi (DBASE, 

EXCEL,…) ukve Seqmnili cxrilebi (monacemebi) gadmotani-

li (konvertirebuli) iqnes informacia an sxva bazis cxri-

li dakavSirebuli iqnes gaaqtivebul bazasTan. amisaTvis ga-

moiyeneba File\Get External Data: 

am funqcias gaaCnia ori SesaZlebloba: 

Import… – ixsneba failis gaxsnis fanjara, romelSic 

momxmarebelma un-

da miuTiTos is 

faili, romlida-

nac unda gadmo-

tanil iqnes in-

formacia. magali-

TisaTvis ganvixi-

lioT cxrilis 

Seqmna MS EX-

CEL-dan. vTqvaT 

mocemulia MS 

EXCEL-is cxri-

li (gamosaxulia 

Semdeg gverdze). 
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MS ACCESS-is progra-

mul uzrunvelyofaSi gavaaqti-

urod funqcia File\Get External 

Data\Import da gaxsnil fanja-

raSi moviZioT da mivuTiToT 

ZemoT aRniSnuli MS EXCEL-

is failSi  cxrili, ris Sem-

degac gamoCndeba ostatis Sem-

degi fanjara: 

mocemuli fanjris zeda nawilSi momxmarebelma unda 

miuTiTos mocemuli MS EXCEL-is failidan Tu romel 
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cxrilSia informacia da qveda 

nawilSi daaTvalieros aRniS-

nuli informacia, ris 

Semdegac momxmarebelma Semdeg 

fanjaraze gadasasvlelad unda 

gaaqtiuros Next Rilaki da 

miiRebs Semdeg fanjaras: 

mocemul fanjaraSi momx-

marebelma unda miuTiTos pir-

veli striqoni iyos svetis 

saTauri Tu ara da Semdeg fanjaraze gadasasvlelad gaaqti-
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uros Next Rilaki, romlis Semdegac miiRebs Semdeg fanja-

ras: 

mocemul fanjaraSi momxmarebelma unda miuTiTos mo-

cemuli informacia MS ACCESS-Si unda iqnes gaxsnili 

axal cxrilSi, Tu mocebuli monacemTa bazis ukve Seqmnil 

cxrils unda daematos, ris Semdegac Semdeg fanjaraze ga-

dasasvlelad momxmarebelma unda gaaqtiuros Next Rilaki 

da miiRebs fanjaras (romelic gamosaxulia Semdeg gverdze). 

mocemul fanjaraSi momxmarebels eZleva saSualeba 

Seiyvanos (gaakoreqtiros) velis saxeli da indeqsirebis 

pirobebi, miuTiTos Tu romeli veli ar aris saWiro (Do not 



ნ.ამილახვარი, გ.ამილახვარი - ინფორმატიკა 2 

 143 

import field (Skip)), ris Semdegac Semdeg fanjaraze gadasasv-

lelad momxmarebelma unda gaaqtiuros Next Rilaki da mii-

Rebs fanjaras (romelic gamosaxulia Semdeg gverdze). 

mocemul fanjaraSi momxmarebels eZleva saSualeba 

miuTiTos pirveladi gasaRebi: daematos pirveladi gasaRebis 

veli avtogadanomvriT, miuTiTos veli, romelic iqneba pir-

veladi gasarebi da saerTod uaryos pirveladi gasaRebi, ris 

Semdegac Semdeg fanjaraze gadasasvlelad momxmarebelma un-

da gaaqtiuros Next Rilaki da miiRebs ostatis saboloo 

fanjaras, sadac unda miuTiTos axlad Seqmnili cxrilis sa-

xeli da gaaqtiuros Finish Rilaki. 
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Tu momxmarebels surs gaukeTos momcemul monacemta 

bazaSi sxva monacemta bazis cxrili, maSin man unda airCios 

File\Get External Data\Link Tables… da SeirCios jer monacem-

Ta baza da Semdgom masSi Semavali cxrili. am SemTxvevaSi 

Tu informacia Seicvleba wina monacemTa bazaSi igi avtoma-

turad Seicvleba mocemul monacemta bazisaTvisac. 

analogiurad File\Export-is meSveobiT momxmarebels aqvs 

SesaZlebloba gaaqtivebul monacemTa bazidan gadaitanos 

(gaukeTos konvertacia) sxva sistemebSi: igive MS ACCESS-

is sxva monacemTa bazaSi, DBASE-Si, MS EXCEL-Si, HTML 

DOCUMENTS-Si, LOTUS-Si, PARADOX-Si, TEXT FILES-Si, 

MS WORD-Si da sxv. 
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aseve aris SesaZlebeli piriqiT gakeTdes konvertacia, 

e.i. sxva programul sistemebidan MS ACCESS-Si. magaliTi-

saTvis ganvixiloT MS EXCEL-is programa. gavxsnaT MS 

EXCEL-Si cxrili da gaukeToT konvertacia. amisaTvis momx-

marebeli unda Sevides funqciaSi File\SavAs… da Sav As Ty-

pe striqonSi miuTiTos is programa, romelSic unda konver-

taciis gakeTeba. sistema miscems pirvel gafrTxilebas, rom 

konvertirebuli iqneba mxolod aqtiuri cxrili da meoreze 

– rom konvertirebisas SeiZleba raime maxasiaTeblebi dairR-

ves. orive SemTxvevaSi momxmarebeli unda daTanxmdes winada-

debas OK da YES Rilakis gaaqtiurebiT. 

xolo Tu momxmarebels surs programa MS EXCEL-Si 

gaakeTos konvertacia sxva sistemidan, maSin man unda gaaqti-

uros funqcia Data\Import External Data\ Import Data… 
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SemoTavazebul failis gaxsnis fanjaraSi momxmarebeli 

Files Of Type striqnSi irCevs jer sistemas romlidanac 

unda konvertaciis gakeTeba da Semdgom ki TviT fails, ris 

Semdegac cxrilSi adgilis miTiTebis Semdeg gamosaxeba 

konvertirebuli cxrili, romesac pirveli striqoni eqneba 

velis dasaxelebis satriqoni. 
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