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Ý?¸�È¥����£�VÕ�ª���_ ���Õ�¦§�c�÷�����V
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ÕÃ��?¸��VÕ�JHK 19�3�N 

Þ�s H Ã�?¸�È¥����£�VÕ�ª���
P�Õ�¦§Nc�÷�Ã�

¥��Ê�ùj��?���Æghgi�e�.�s IÃ�?¸�
P�Õ�¦§Nc�÷

�Ã�¥��Ê���
��?���iù��
�e�N 

kÇÈ��x��&,�����c���VÕ���ª����/ì$��uc�x��

���6¡�U$/ì$N 

l�s E17?¯��?¸Ý?¯�Ñ4���#Ã��¦§���Ê�,��N 

m)á�s G17(H179 I17?¯��c?¯�Ñ4���#Ã��¥��Ê�Å§��N

c K17?¯�Ñ4���#Ã��¥��Ê�n�N 

oÇÈ��������?¸�÷é9p��ª���p��¦§ �����$£�

÷�p��¦§ N 

q�s E2:E16?¯��?¸�È¥����£�VÕ�ª���
P�Õ�¦§Nc�

÷�Ã���Ê�r�¬m?¯�zr��?����J��e�Nc�vx���J��"

É¥���J� 16���?¯�&Ð�C]~½��Ës¨�ÕN 

������J��y��u��z��.1���b��i$ ¡IJ�¢u£¤¥

¦@§¨© ¡�u�����ª�j«��¬­®��ª���$��¯� C��	

u���¯�°±$��� Cb 

5.6  �������� 

c Excel��ÔÕS��^¶�_�ª«©)�/01\§�,-5s��)*9��x


�����/01t§��JN 

5.6.1  J? 

ÔÕ¤¾-¾(O�(?¯�¢ �(f	9x
���J¯u'«N 

1�²³- 

Excel����x/01Uª¾-ó��Wcó��õc��¾â�m�	�¾-¾��

	-¾N ¾-¾¦Us�zrãäO�(Â�9���ª«�Õî	��áÕN¾-¾�)

���(�"(6½9¢ J� N 

�1
��¾-¾N Ó\«q"��v¾-���¾-¾�b^�w6
(x�³©¬
(

%�T)6
(*�w
(/�)
(+��
(-�ù
�¶¾-Âñ���YN 

�2
�"¾-¾N�"¾-¾]�UK&�¶
 ^jUKgüK�"ãä«�UK�

"�N�ñãä�A
"y^�"O��rÝ�"�p U"""²åÓ���b"Excel"&"2010

���"�¶Âñ�b"Excel 2010���"N 

�3
6½¾-¾N Ó"CK��#$6½�Á>�Âñ��¢� True�»
g�¢�

False�¼
N6½¾-¾�b<�ï�
(<=�ï�J�
(>�§�
(>=�§�J�
(=�J

�
(<>�YJ�
N 

�4
¢ ¾-¾N¢ ¾-¾ Ó"?¯��M#$&{¾-�¢ ¾-¾�¨K�)

á�b�:�(�,�9�}��N 

�:�b�m"cCK?¯��M����?¯�#$¢ ��� AVERAGE(A1:D8)N 
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�,�b�mjüK¢ &{�UK¢ ��� SUM(A1,B2,C3,D4,E5)N 

�}��b�m]���¢ �M���z�©)?¯�N��·wÔÕ=SUM(A1:C3 

B2:D4)�u]2�WCK�M��z�?¯� B2�B3�C2�C3�9N 

2�²³-$´µ¶ 

��¾-¾/¶{çþ�� 5-4�mN 

� 5-4  ��� !" 

���  !" �� 

: , �� Ä Å�ÆÇ® 

- È ÉÊ 

% Ë Ì`Ê 

^ Í ÎL 

* / Ï Ð>¬Ñ 

+ Ò �>ÓÑ 

& Ô Õ®Ö�×® 

=   <><=   >=   <> Ø ÙÚÆÇ® 

�ñcÔÕ�:;±
1üK���:{çþ�¾-¾�r Excelj¦�Ä×ÍÑ�|é

#$,-�±_%»¾-��é�ú_� �()�jp_{ç�©)²åÓN 

3�·y*+ 

c�s�?¯��·wÔÕ�Dç��=�g�+�È¥�?¸�Ìw���¦§ 
�I

vZ·wÔÕ��c J2 ?¯��·wÔÕb=G2+H2-I2N·wÔÕ��;��ñÔÕ� Í

?¯�������?¸�p¢ �?¯��Ö�ºä·w�p¢ ?¯�
N�ñ·w}1�

c~·w|�¾-¾�®��Z?¸©r�?¯�N 

ÔÕ·w\v�¦ Enter�g?¸�¡¢ÔÕ�¦§ �ExcelkËR,-{j,-Âñ

¬mc?¯���ÔÕ��¬mc¡¢��N�ñ��ºäc?¯��¬mÔÕ���� 

Ctrl +`ª&��Z�¦�3�³´ÔÕ¬mNÔÕ·w;�ST�3 5-29�mN 

 

� 5-29  Ûr��� 

4�·yGH 

­õK?¯�·wÔÕv��ñ���?¯��p_#$: Y�,-��2v>«��

=�)JNW;� !Y´UU·wÔÕ���J ÔÕ�ËR}æ45Ó·wÔÕ�6B^b 

�1
�ÊÔÕ�c?¯��ÚRò�Í?¯�Ñ�Ø�ø�½6��}æè��N 
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�2
­ò�Â«ø�½;�¦øò�×�Yo�çR�}æè�Û���MN 

�3
�Èò�×��ÔÕËR}æ\�N 

5�F�¸� 

ËR29^U�O �ÔÕ,-�A
6B^b 

�1
�s_29?¯��M��6gÑ4�}~?¯�N 

�2
?¸�È¥����£�¡¢�ª���29�¦§ �Exceljc�s?¯��

M��6gÑ6}~?¯��ËR�÷29�� SUM�/29���M��3 5-30�mN 

 
� 5-30  ��Ü|�� �Ý� 

�3
¦� Enter�g?¸¡¢�£��·w�¦§ �rsÔÕv�­®?¯�ËR2

9{¬m�ÂñN 

cA
;��ñ?¸�29�¦§ Ñ4���#Ã��¦§�cx��e�Ã���

Ê¶Ü,-���=����r,-����?¯��M�=��N 

6��¹<= 

Excelk:O¬mUc}��no��#N/A!(#VALUE!(#DIV/O!JN�÷Wc}��Á

��êü�Å�_�Á�^¤�ÔÕY5,-©rÂñN���cp_�½�ÔÕ�� �"(

()1�ÔÕ¢ �?¯��g�� 1��Yü�¬mÂñ�?¯�N��^ 8 � Excel

O��}�/¶+ï6BN 

�1
#####! 

�ñ?¯��
��½(��g;�6?¯���g�?¯����;�ÔÕÁ>1U

K¬��úkÁ>#####!}�N+ï6B^bM¼çRÃ������Óº»Ã�N 

�2
#VALUE! 

­� }����g¾-"y Y;�g�­ÔÕËR%©45Y5%©ÔÕ;�jÁ

>}��#VALUE!N+ï6B^brµÔÕg���p�¾-¾g��©r�{%ÔÕ¢ 

�?¯��±
�Y���N����ñ?¯� A1±
UK�½�?¯� A2±
�"�v

���rÔÕ�=A1+A2�j�h}��#VALUE!NW;�� ÔÕ�=A1&A2�jCK?¯

�����ã�ß«UK|½¾�N 

�3
#DIV/0! 

­ÔÕ�µ);�jkÁ>}��#DIV/0!N+ï6B^bº»?¯�¢ �g�c 


)��?¯��·wY�µ��N 
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�4
#NAME? 

cÔÕ�� 1ExcelY5�á��"(f	��f}�JST;jÁ>}��#NAME?N

+ï6B^brµ� �f	r�icN?¸�ÔÕ����£�s¨�f	�ª���f	

'�9�¦§ �ÇÈ�f	'�9�"É¥N�ñ�pf	d��Ã��¤� �|8�e

�¡��D�f	N 

�5
#N/A 

­c��gÔÕ�d�� ��;�jÁ>}��#N/AN+ï6B^b�ñx
��õ

c?¯��;d����¤cWc?¯��·w�#N/A��ÔÕc¢ Wc?¯�;�jY#

$��,-��^�h#N/AN 

�6
#REF! 

­?¯�¢ nY;jÁ>}��#REF!N+ï6B^b%»ÔÕ�¢ �?¯��MN 

�7
#NUM! 

­ÔÕg���õK�½�G�;jÁ>}��#NUM!���cp_�½������

� 1Y5ä�����g¤ÔÕÁ>��½�§g�ï�ExcelnB�mN+ï6B^br

µ���� ��� Y©rn��gº»ÔÕ��¶Âñc�Y�½d���N 

�8
#NULL! 

­�CK{Y�Þ��MósÞ��;jÁ>}��#NULL!N� SUM(A1:A13,D12:D23)N

¤� A1:A139 D12:D23{Y�Þ���<�d�ê:�?¯�N+ï6B^b�ñ_¢ C

KY�Þ��M���� ¾-¾�â�,�jÔÕ»�"CK�M29N 

5.6.2  KL%&' 

À�ÔÕ��de§��À·wÔÕ�x
�­À�ÔÕ;�±ÔÕ�� 1?¯�g

�M�Dq�Y:�ST� Y:�?¯�¢ N?¯��¢ )¨�b�"¢ (�"¢ 

9�&¢ N 

1�D{ºJ 

Excel�	µ�¢ ��"¢ N�"¢ 	'1Ý?¯� °S¢ ?¯�����"

ÏÐ,��­j¢ Ý °�ÔÕg��À�Í¶Ü?¯�;�W��"ÏÐ,�Ö���À

�N�����c�àÏv>�);�� �^:UÔÕ��"àUÏv>ÓØ���ÔÕ�

¢ �«���^�ÜÔÕ�c�?¯��ÂW�N�"¢ ;�?¯�� °� Ã��$

��m��bA5(B6JN 

��?¯� C7��ÔÕ�=A5+B6��­j3ÔÕÀ�Í D79 C8;�?¯� D7�ÔÕ

ÂW��=B5+C6�.?¯� C8�ÔÕÂW��=A6+B7�N 

2�»{ºJ 

�"¢ ^óõU?¯�cx
����"ÏÐN�"¢ _c$â9Ã�®�UK�$�

¾â��b$A$1+$B$2JN 

��?¯� C7��ÔÕ�=$A$5+$B$6��­j3ÔÕÀ�Í D79 C8;�?¯� D79

C8�ÔÕ`��=$A$5+$B$6�N 

3�¼�ºJ 

�&¢ ^�"¢ S�"¢ ��&� ��� A$5 �m" A Ã^�"¢ �"� 5

$^�"¢ N 
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��?¯� C7��ÔÕ�=$A5+B$6��­j3ÔÕÀ�Í D79 C8;�?¯� D7�Ô

ÕÂW��= $A5+C$6�.?¯� C8�ÔÕÂW��=$A6+B$6�N 

c¢ ?¯�;�	À¦� F4 45���c�"¢ (�"¢ 9�&¢ ��#$

��N 

4������$ºJ 

?¯�c¢ ;�)��¢ x
���?¯�1�=��¢ x
��¶Üx
��?

¯��Ö��¢ ¶Üx
���x
�?¯��	��1?¯��¢ N�1?¯�¢ �

�Õ��b 

¢ x
��¶Üx
��?¯�bx
��þf!?¯� °�� Sheet2!A1:C1N 

¢ ¶Üx
���x
�?¯�b[x
�f]x
��þf!?¯� °��[Book2] 

Sheet1!$C$1:$D$5N¶�?¯� °´p� �"¢ N 

5.6.3  M� 

�i��ú^D ÈéÈ×�� !¡f��UcO ��v(EF+,Jv��ÔÕ

Èé�<�Ð� Excel�� !]_k u�N­I�c Excel��Ö��¡fË;�ÔÕÈ

éNWc��±²bEF(��S;�(�vS¨Ø��(+,(PQS¢ (��@(�"(

�¢JN 

��¤��fv�²â²åÓ���ª«�¶�B�Õ�b 

��f	(�� 1,�� 2,…) 

¶�����^O�(?¯�(�M(�Mf(ÔÕg¶Ü��N 

1�½.$*+ 

"�6½�?������=�g�+�È¥�ºäc?¯��·w��/�� ���.

"�¶Ü���·w��� �Ô���6B¢� !©r·wN 

��bq�q"x�(ÓÔ9ÕÖ�,-�×x����N¶A
6B<=��b 

�1
�³_Ìw���?¯�N?¸�ÔÕ��

��£���@�ª���Ìw���¦§ �ÇÈ

�Ìw���"É¥��3 5-31�mN 

�2
c�g�Ê á�Ã�¥��Ê&&���

 Y�Zc��Ê���Ã�¥��Ê�p���fN 

�3
?¸�rs�¦§�x���������

���"É¥��3 5-32�mNc"É¥��+¬m

����f	(����/"���æ\�/m !

©r� Ý��N 

�4
q�/mc Number1 ¥·wbG2�g?¸

��¥Ñ4��"É¥�z�¦§ �rcx
�£6¬m��¡¢¥�ZÄx
�£?¸

�D�?¯��IvZ�?¸Ý¦§�r¿ÀÁ"É¥��3 5-33�mN 

�5
��� Number29 Number3·w¥&Ð�p?¯���N 

�6
?¸�rs�¦§�\«���� NÅvJ ÔÕ�À��jÔÕÀ�Í¶Ü?

¯��N 

 

� 5-31  1©�ÞL4:;< 
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 � 5-32  1ÞLßL4:;< � 5-33  yßL��F!cÅ�/N 

� 1�@�� (*+�=�g�+�u¾4¿ÀdÁ}(Â��Ã½.
�u�ÄJÅÆ

ÇuÈ�É��PD�$½.bÇÊ@Ë½.}�ÌÍ�Æ½.duÎ���ÏÐ½.�Ñg

@�� (ÒÓ�� �	ÔmÕ�� 5-31��$�7+½.�{|}uÉ��P�Æ½.b 

� 2�ÇIJ½.uJÅÖÈ@�·y��¬­�½.����u��Í!7+½.$K

L�	u@��KL
���P8×½.ØÈb 

2�ÙJ½.$IJÚ  

�1
SUM()�� 

�hõU?¯��M����½�9�� �B�bSUM(number1,number2,…)N 

¶�bnumber1, number2, ...� 1é255Kp_29���N 

ÉØÙÊºä�wÍ������½(�¢�/�½��"�áÕj�,-N�ñ��

��ªg¢ �]�¶���½j�,-N�ªg¢ ��}~?¯�(�¢�(�"g}�

�j��«N�ñ���}��gY5ã�«�½��"�jk�P}�N 

É� 5-5ÊSUM()��� m�N 

ÌSUM(3,2)J� 5N 

ÍSUM("3",2,TRUE)J� 6���"��ã�«�½��¢��TRUE��ã�«�½ 1�

�¢��FALSE�rã�«�½ 0N 

Ú�ñ A19 B2��m�?¯��}~�r SUM(A1,B1,2)J� 2���"w��Y��

¢ Y5�ã�«��N 

Ý�ñ?¯�A2bE2�±
15�15�30�40950�rSUM(A2:C2)J�50.�SUM(B2:E2,5)

J� 140N 

�2
SUMIF()�� 

q�ós
P"±�?¯�29�� �B�bSUMIF(range,criteria,sum_range) 

¶�brange� �
P¿À�?¯��M.criteria�rs�c?¯�j���29�


P�¶ßÕ����½(�áÕg�"N
P���m� 32("32"(">32"("apples"J.sum_range

�p_29���?¯�N 

ÉØÙÊ]�­ range ���D?¯�ûü
P;�ä" sum_range ��?¯�29N�

ñª« sum_rangeNrºä" range��?¯�29N 

É� 5-6ÊSUMIF()��� m�N 

¼& A1:A4���)á�b100,000�200,000�300,000�400,000NB1:B4����b7,000�

14,000�21,000�28,000�r SUMIF(A1:A4,">160,000",B1:B4)J� 63,000N 
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�3
MAX/MIN()�� 

�h�����Å§�ï
���� �B�bMAX(number1,number2,...)N 

¶�bnumber1,number2,...�p_Q�Å§��� 1é30K��N��j��ós��½(

}~?¯�(�¢�g�½��"�áÕN�ñ���}��gY5ã�«�½��"�jÁ

>}�N 

ÉØÙÊ�ñ����ªg¢ �r]��ªg¢ ���½j�,-N�ªg¢ �

�}~?¯�(�¢�g�"j��«N�ñ�¢�9�"Y5�«�¤� ��MAXAÓ

-�N�ñ��Y±
�½���MAX�h 0N 

É� 5-7ÊMAX/MIN()��� m�N 

�ñ A1:A5±
�½ 10(7(9(279 2�rbMAX(A1:A5,30)J� 30N 

�4
ROUND()�� 

�hõK�½¦ósÏ��wv��½�� �B�bROUND(number,num_digits)N 

¶�bnumber^p_#$�w��½.num_digits^ós�Ï��¦3Ï�#$�wN 

ÉØÙÊ�ñ num_digits§� 0�r�wÍós�ï�Ï.�ñ num_digitsJ� 0�r�

wÍÅäÆ�8�.�ñ num_digitsï� 0�rcï��×4#$�wN 

É� 5-8ÊROUND()��� m�N 

ROUND(2.15,1)J� 2.2.ROUND(2.149,1)J� 2.1.ROUND(-1.475,2)J� -1.48.

ROUND(21.5,-1)J� 20N 

�5
COUNT()�� 

�h����½��K��� �B�bCOUNT(value1,value2, ...)N 

¶�bvalue1, value2, ...^±
g¢ �� Y������1é30K
��]��½ Y

���ä�,�N 

ÉØÙÊ�� COUNTc,�;�jð�½(��g��½-���,-# .�^}�

�g¶ÜnBãW«�½��½r��«N�ñ��^UK�ªg¢ ��¡]+,�ªg¢

 ���½N 

É� 5-9ÊCOUNT()��� m�N 

�ñ A1:A7?¯����)á�b"¢£"(12/03/2004( | |
−

�}�
(19(22.34(TRUE(

#DIV/0¤�rbCOUNT(A1:A7)J� 3.COUNT(A4:A7)J� 2.COUNT(A1:A7,2)J� 4N 

�6
COUNTIF()�� 

,-ls�M�ûü�s
P�?¯������ �B�bCOUNTIF(range,criteria)N 

¶�brange�p_,-¶�ûü
P�?¯����?¯��M.criteria�rs�c?

¯�j�,-c��
P�¶ßÕ����½(�áÕg�"N 

ÉØÙÊ
P���m� 32("32"(">32"("apples"N 

É� 5-10ÊCOUNTIF()��� m�N 

¼& A3:A6 ����)á� "apples"( "oranges"( "peaches"( "apples"�rb

COUNTIF(A3:A6,"apples") J� 2N 

¼& B3:B6 ����)á� 32(54(75(86�rbCOUNTIF(B3:B6,">55") J� 2N 

�7
AVERAGE()�� 

�h��=���-¥=�
�� �B�bAVERAGE(number1,number2, ...)N 

¶�bnumber1, number2, ...^_,-=��� 1é30 K��N����^�½�g�^
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¦/�½�f	(�ªg¢ N 

ÉØÙÊ�ñ�ªg?¯�¢ �����½(�¢�g}?¯��r�«¶�N�^�

�ñ?¯�±
µ�r,-c�N 

É� 5-11ÊAVERAGE()��� m�N 

�ñ A1:A5 ef� Scores�¶����)á� 10(7(9(279 2�rbAVERAGE(A1:A5) 

J� 11.AVERAGE(Scores) J� 11.AVERAGE(A1:A5, 5) J� 10.AVERAGE(A1:A5) J

� SUM(A1:A5)/COUNT(A1:A5) J� 11N 

�ñ C1:C3 ef� OtherScore�¶����� 4(18 9 7��¡bAVERAGE(Scores, 

OtherScores) J� 10.5N 

�8
IF()�� 

y$»¼�¿À�q��¢§¨�»¼��hY:�Âñ�� �B�bIF(logical_test, 

value_if_true,value_if_false)N 

¶�blogical_test �m,-Âñ� TRUE g FALSE �Ha�g�áÕ.value_if_true ^

logical_test� TRUE;�h��.value_if_false^ logical_test� FALSE;�h��N 

ÉØÙÊ�� IF��©_ªG� value_if_false/ value_if_true����'«À¬�­

§
PN 

c,-�� value_if_true 9 value_if_falsev��� IF�h�D�®y$v��h�N 

�ñ�� IF���±
�ª�rcy$ IF�®;��ª��àUK¯uåj,-N 

É� 5-12ÊIF()��� m�N 

1
c2-x
���?¯� A10�±
,-­®2-�ÔÕN�ñ A10��ÔÕï�J

� 100�r�����j¬m�2-���trj¬m���2-��IF()� 6B^b 

IF(A10<=100,"2-�","��2-") 

2
�ñ?¯� A10 ����� 100�r logical_test � TRUE�%�M B5:B15 ����

��j�,-N	��logical_test� FALSE�%±
�� IF�?¯�¬m�}~N 

IF(A10=100,SUM(B5:B15),"") 

3
õ?¯��f	 AverageScore�mv>=�)�÷�� AverageScorel������

�N^b§� 89 )���� A.80é89 )���� B.70é79 )���� C.60é69 )�

��� D.ï� 60)���� FNr��� �Ã©_ IF��b 

IF(AverageScore>89,"A",IF(AverageScore>79,"B",IF(AverageScore>69,"C",IF(AverageScore

>59,"D","F")))) 

�9
VLOOKUP�� 

cós?¯��M��UÃPQ¾&
P����{�hósÃ"D�$���� �

B�bVLOOKUP(lookup_value, table_array, col_index_num, [range_lookup])N 

¶�b 

1
lookup_value�´p
N_c��g�M��UÃ�¯°��Nlookup_value ����

^�g¢ N 

2
table_array�´p
N±
���?¯��MN��� "�M����A2:D8
g�

Mf	�¢ Ntable_array�UÃ���^¤ lookup_value ¯°��NWc���^�"(�

½g�¢��%�"Y�)§ïfN 

3
col_index_num�´p
Ntable_array ���´O�h�±²��ÃâNcol_index_num
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��� 1;��h table_array�UÃ���.col_index_num� 2 ;��h table_array �_Ã

�����3 ³N 

4
range_lookup���
NUK�¢��ós VLOOKUP^

Rr±²�PQ=^Æ�±²�PQN	µ� TRUE��RrP

Q�tr� FALSE��YRrPQN 

É� 5-13Ê���¼&�M A2:C10 �±
ÐxÃ��Ðx

�¡âi#cÝ�M��UÃ��3 5-34�mN 

rÔÕ VLOOKUP("A06",A2:C10,3,FALSE)�jc A2:C10

?¯��M���UÃPQ¡â�A06���ñQÍr�h� 3Ã"D$����G®�N 

�10
HLOOKUP�� 

cós�?¯��M��"�$PQós����{�h?¯��Mós$�:UÃ�

���N�B�Õ�bHLOOKUP(lookup_value,table_array, row_index_num, [range_lookup])N 

¶�b 

1
lookup_value�´p
Nósc�U$�#$PQ����¶������(¢ g�

"½¾�N 

2
table_array�´p
Nós#$PQ�?¯��M���� "�Mg�Mf	�¢ N 

3
row_index_num�´p
Ntable_array�A�h�±²��$éâN 

4
�ñ range_lookup� TRUE�r table_array��U$���´O¦õé÷Ã�tr�

�� HLOOKUPjY5l�©r���N�ñ range_lookup� FALSE�r table_arrayY´#

$÷éN 

É� 5-14Ê�3 5-35�m�^Uë©)v>«��x
��rÔÕb 

 

� 5-35  1àá4��� 

=HLOOKUP("��",A1:D7,5,0) //85´´µ¶:v���«� 

=HLOOKUP(88,B2:D7,4,0)  //89´´·¸:v¹�«�� 88�µ¶:v�:�«� 

�11
LOOKUP �� 

LOOKUP ���cU$gUÃ�M�	�º�
�PQ��Iv�h0U$gUÃ�M

��:ÏÐ���N¶�B�Õ��bLOOKUP(lookup_value,lookup_vector,result_vector)N 

¶�b 

1
lookup_value^ LOOKUPc lookup_vector�M�¯°Í���lookup_value��^�

½(�"(�¢��Ö��^-�õK��f	g¢ N 

2
lookup_vector^UK»±
U$gUÃ��MNlookup_vector���´O¦õé|é

÷Ã�tr�LOOKUP�h���5Y©rN§f9ïf�"^JY�N 

3
result_vector^UK»±
U$gUÃ��MN<�§ï´OS lookup_vector�:N 

É� 5-15Ê�3 5-36�m�Uë¼½S[ù�,���rÔÕb 

 

� 5-34  1â�4��� 
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Ì=LOOKUP(4.19,A2:A6,B2:B6) 

jc AÃ�PQ 4.19�Iv�h BÃ�:U$�

���Âñ�¾ùN 

Í=LOOKUP(7.66,A2:A6,B2:B6) 

jc AÃ�PQ 7.66�SäÆ<�Åï��6.39


±²�Iv�h BÃ�:U$����Âñ�CùN 

�12
RANK.AVGS RANK.EQ�� 

� RANK.AVG�� 

RANK.AVG j�hUK�½c�½Ã���÷ÏN�½�÷Ï^¶§ïSÃ��¶Ü�

�6���ñüK����:�÷Ï�rj�h=�÷ÏN�B�Õ��bRANK.AVG 

(number,ref,[order])N 

¶�b 

1
number�´p
N_PQ¶÷Ï��½N 

2
ref�´p
N�½Ã��ªg"�½Ã��¢ �ref��w��Y�j��«N 

3
order���
NUKós�½�÷Ï6Õ��½N�ñ order � 0�µ
g�«�"

�½�÷Ïúkq� ref^¦�öé÷é�Ã�N�ñ orderY�µ�ref^¦�õé÷é�

Ã�N 

� RANK.EQ �� 

RANK.EQ�hUK�½c�½Ã���÷ÏN¶§ïSÃ���¶Ü��,N�ñüK

����:�÷Ï�r�hÝª���Åý÷ÏN�B�Õ��bRANK.EQ(number,ref,[order])N 

��S RANK.AVG�:N31�c Excel 2010=¿À� ��Á�� RANK()���¶

 B§:ïÂ�]Y¼c÷é;�:����Á>Ï�UVN 

É� 5-16Êc A2:A6?¯��)á���b7(3.5(3.5(1(2�r���ÔÕb 

=RANK.AVG(A3,A2:A6,1)    //Âñ� 3.5�¶
¨^bA3 ?¯���� 3.5
�÷Ï^

�¨f9��f���=���3+4
/2=3.5 

=RANK.EQ(A2,A2:A6,1)   //7c£���÷Ï�5
 

=RANK.EQ(A4,A2:A6,1)9=RANK.EQ(A4,A2:A6,1)   //r�h�÷Ïå^ 3 

É� 5-17ÊÇÈx
��x�'�.xlsx��\«��,-N 

�1
c�x��x
���,-��Ðx��×x�N 

�2
��/ì�x
���"Y:Ð	�Ðxq"x�(ÓÔ(ÕÖ9�×x�#$/

ì�Âñ�3 5-37�mN 

 

� 5-37  1ãä4��� 

 

� 5-36  åæªçè�oé� 
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A
6B��N 

ÌQR Excel�ÇÈx
��P�x�'�.xlsx�{�s�x��x
�N?¸ J2?¯��

·wÔÕb=SUM(G2,H2,-I2)�,-�¡â��1001���×x�NçR J2?¯�Ñ�Ø�}

æè�jÔÕ}æÍ J3éJ16�,-���Ðx��×x�N 

Í?¸�/ì�x
��þ�
�­®x
�NIv��sÃ AéE�Ñ¸ò��y$D

ú�?���Ã��e�Ncx���Ã��"É¥��&ÐÃ�� 14N:;�&Ð AéE

Ã?¯���½â�§ï� 14ÃN 

ÚZ�s?¯� A1:E1�?¸�È¥����£�"�6Õ�ª���&{vÃ��¦§N

Ëw�"�+,{¬m� Ð	�q"x�(ÓÔ(ÕÖ9�×x��ì��N 

Ýc A2éA9(B2éE2�?¯��·w3 5-37�m��"��N 

Þ?¸ B3?¯��·w���ÔÕ�,-���Ð	��ÄÅ�Ðx�q"x�ì�N 

=SUMIF(x�!$E$2:$E$16,VLOOKUP(A3,Ð	-u!$A$2:$B$7,2,),x�!$G$2:$G$16) 

:��,-¶ÜÐ	�x�ì�(ÓÔ(ÕÖ9�×x�ì�N 

k?¸ B9 ?¯��·wÔÕ�=SUM(B3:B8)��,-���Ð	�q"x�ì�NçR

Ý?¯��}æè�jÔÕ}æÍ C9éE9�Í3��,-\«N 

5.7  �
������ ! 

Excel)���?����451�=��"���÷é(p�() /ì(+,98�

��Æ5�J45N���'�S)*x
�_� �����������e�Ó\«N 

5.7.1  �N� O% 

1�.1Û�$ÜÝ 

��>?^ Excel�UK±
Ã���ãb���MN<¤C©)'«�u�Â'9��

�N�Â'^��>?���U$�u�Ã���ExcelJ Wc��#$���PQ(÷é

�/p�NàU$�U
ÇË�àUÃ�UK����g½£
.���^��>?����

©)�^ Excel�Ç'�45�"y�Y���wB���÷N 

c Excel��78��>?�Ár��N 

�1
c:UK��>?�Ã��´O^ÈU�N 

�2
Ã��S�����Y5 }$)ÈN�ñ_j��c1ó£)È���� ?¯

�Ò¥�N 

�3
:UÃ��� YD�:N 

�4
cUKx
�£de8�üK��>?�����>?�õc��45à�]5c

UK��>?�� N 

�5
c�����Y���÷}$g}ÃN 

��>?Sn,�����ÛX0�UK}$9UK}Ã���c3 5-37 ��?¯��

M A2éE8�<ú^x
��/ì���UKãb���MN 

2�IJ�Þß��àá.1Û� 

c Excel�78���>?�^ Ó"§���#$'��N<� "É¥�m�UK�

�ÇË���½£����{%/01
�(º»(()/­°ÇË�45N� �ÇË?�
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'���>?�A
6B�b 

�1
jÎ�oc��>?�cx
��HU?¯��N 

�2
? �̧DEFGx������ÇË?�¦§ �

ÇÈ�ÇË?�"É¥��ç¬m�^��@���U


ÇË�q"���~�ÕW�
�¶�ÔÕ�½£��^Y

�¡¢���3 5-38�mN 

�3
� �£U
�g��U
�¦§g¦�R
�

��cà
ÇË�£�ÚRN 

�4
?¸�|8�¦§�UV�÷UK|ÇË���

>?�¦ Tab��g¦ Shift+Tabª&�
��·w��N 

�5
?¸�()�¦§�Excelj�÷rµ()A
"É¥N 

�6
?¸�
P�¦§�Excel�#$ÇËPQsÏN 

�7
?¸�,m�¦§�,m�ÇË?�"É¥N 

� 1�@�âãäå�ª���æç�Þß���	 $�èuéêë� 4ì� 2íb 

� 2�IJ.1Û�æçÞß4u.1Û��$·y¬Qî*+gïðñ�8òÞßóÞ

ß($·yôÆ@����*+u@.1Û��õæ$Þß�F�ö�·y«³÷Äb 

É� 5-18Ê� �ÇË?�\«��A
N 

�1
��x��x
�
�U
ÇË��1����b 

1006 êë ì 2005-7-10 13 TRUE 680 550 23.0 

�2
cÇË?�PQÎf��ÉÊ��ÐxN 

�3
()¹ä
��ÇËN 

A
6B��b 

ÌQR Excel�ÇÈx
��P�x�'�.xlsx�{�

s�x��x
�N 

Í?¸�DEFGx������ÇË?�¦§ �

ÇÈ�3 5-38�m�ÇË?�"É¥N 

Ú?¸�|8�¦§�UV�÷UK|ÇË���>

?���·w����N 

Ý?¸�
P�¦§��3 5-39�mNc�Îf��

�·w�ÉÊ��?¸��U
�¦§�ÇË?�÷�ÉÊ�

�no��ñ_º»¶������c3â�ºä#$N 

Þ?¸�,m�¦§�,m�ÇË?�NQÍ|¡��

ÇË${()N 

5.7.2  � �PQ 

c Excel����q�UÃgüÃ���¦õégöé"��>?#$÷éNc"��÷

é;�Excel ^¦?¯�§ï#$÷é��c"�"÷é;�Excel ¦½¾ËK�Ë×ÍÑ#

$÷éN 
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1�ø1�
$.1()U
ùN 

?¸��>?�Ha?¯���ñ��p_�õé�÷Ã�r?¸�������£�÷

éSp��ª���õé�¦§ .	�?¸�öé�¦§ �r��>?¦�öé�÷ÃN

W;��>?��ÇËúk¦_2�|÷Ã��3 5-40 �mN3����¦�ÓÔ�½£ö

é÷ÃN 

 

� 5-40  LMï��1ð¨4Õñò�ó* 

2�ø1�
.1()U
ùN 

J ?Ã����#$÷é;���>?��ÇË�5{Y5Ì� �)ÈÓ�����

v«�å�:�ü
ÇË��cUåN�ñp_�)WcÇË�ú_q�üÃ�����"�

�>?#$÷éNJ üÃ����#$÷é�6B��N 

�1
c��>?�?¸Ha?¯��?¸�������£�÷éSp��ª���÷

é�¦§ N 

�2
W; ExcelkËR�Ê8K��>?�{ÇÈ�÷é�"É¥��3 5-41�mN 

�3
c�÷é�"É¥��Excel �� !U�¦üK,�½�÷é��
#$÷éN

?¸�¡�
P�¦§��
�÷é�
P.?¸�()
P�¦§��ùX÷é�
P.?

�̧À�
P�¦§��jÎ��c�
P$À��UK÷é
P�IvZ#$º».? �̧�

��¦§�x��3 5-42 �m�÷é���"É¥�q�p_�&Ð¦$g¦Ã�	µ
÷

é�¦½è�	µ
=^¦Í�÷éN 

   

 � 5-41  1ó�4:;< � 5-42  1ó�!"4:;< 
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?¸��_,�½�(��_,�½�/��¨,�½��#Ã�¥�^��cx���#

Ã�¥��Ê�p½£f�&Ð��÷é���9��é�N 

�4
?¸�rs�¦§�\«A
N 

��@ùN4uJÅÖÈ@�Õú��¬­®��������$�ùN�û���	 u

ü�@��$KL
��ý
�þN�O��N�g�F&MùN�KLb 

É� 5-19Ê"�x��x
��8�÷é��)á�Ïá(q"x�9Îf�ü,�½

÷éN 

A
6B��b 

ÌQR Excel�ÇÈx
��P�x�'�.xlsx�{�s�x��x
�N 

Íj/ì$�u$â� 17�$()NIv�c?¯��M A2éK16�?¸HaUK?

¯�N 

Ú?¸�������£�÷éSp��ª���÷é�¦§�ÇÈ�3 5-41 �m�"

É¥NcÝ"É¥��¡�÷é,�½�{&Ð�÷é���9�éN 

Ý?¸�rs�¦§�\«÷éN 

Ä÷é�Âñ���x���ç¦�Ïá��õé÷é�ujÐx)«ÎÏÐx9ÏÏ

ÐxC§ .�Ïá��:��Z¦�q"x���öé÷Ã��q"x���:��Z¦�Î

f��Y:#$õé÷é��3 5-43�mN 

 

� 5-43  �¦ô>õö��|÷øùXo�Õó�V�1��4 

5.7.3  � R# 

p�ú^óÄ��>?�Q�¾&õc
P�Ð�U
gü
ÇË�W;úp_� 

Excel���p�45N 

1�IJÞß�U
û� 

J �ÇË?�"É¥#$p��6B�b 

�1
?¸�DEFGx���£��ÇË?�¦§�ÇÈ�x��ÇË?"É¥��3

5-44�mN 

�2
?¸�
P�¦§��÷}~>?JA·w
P�{%�
P�¦§Â���?�

¦§ N 

�3
cUKg~K½£¥�·wP�
P���PQÓÔc 750¯�£%ÕÖï� 50¯�

ÐxÇË�]_c�ÓÔ�¥�·w�>750��c�ÕÖ�¥�·w�<50���3 5-44�mN 

�4
?¸��?�¦§�Iv?¸�£U
�g��U
�¦§���P�p�v�Ç

ËÂñN 
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2�F�û�KL 

� ËRp��A
6B^b?¸��>?��HUÏÐ�?¸�������£�÷

é9p��ª���p��¦§ �g¦� Ctrl+Shift+L ª&�
NW;càK½£Ñ4¬m

�øù�#�^ �3�^	�p�9¦§��3 5-45�mN 

   

 � 5-44  uíî�°±ú!�3 � 5-45  1��ú!4�1ú!û4�Ý� 

?¸àKp�9�^��÷p�9��#Ã�¥Ncp�Ã�¥����¦�[ùp���

Ö��¦��½p���gc�¯°�¥�·wUK��#$p��Ö��ºäcÝ½£��

Ã����#$p��­I=�"p�v��#$÷éN 

���cÝ½£��Ã��ºä�� 1080�W;�+�÷p�ÂñN­�÷Âñv��

p����[ùÂ��Cù��p����$�â�Öö÷CùN:;�p�9���#�^

¦§ �Â« N 

c��½p�����Ê�Ës¨p�����jÇÈ�Ës¨ËRp�6Õ�"É¥�

�3 5-46�mNc¶�·w
P��p��q"x�§� 750¯�%ï� 1080¯�ÐxÇËN 

 

� 5-46  1�c���ú!ür4:;< 

±_³´ËRp��¿ÀÁÓ���>?��cp��^��#Ã����Ê�Ù©¬

m�e�Ngºä?¸�÷é9p��ª���>)�¦§ u�N 

? �̧÷é9p��ª����|D �¦§ ��"p�v���#$º»v�

�|p�{÷ÃN 

�ñ³´��>?�p��^��Z�?¸�÷é9p��ª���p��¦§N 

É� 5-20Êc�x��x
����Ê�Ïá="Ï"(ÓÔ<8909ÕÖÑ25���ÇËN 

A
6B��b 

Ìc�x��x
���?¸��>?��Ha?¯��� D5N 
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Í?¸�������£�÷é9p��ª���p��¦§�W;��>?��$£

àK½£f	Ñ4�÷UK N 

Ú?¸�Ïá�p�9¦§�cx��Ã�¥�ºä��Ïá��Ï��W;��>?�

�÷Ù©��Ï�ÏÇËNÒ

Ý?¸�ÓÔ�p�9¦§�cx��Ã�¥�y$��½p������Ës¨p��

e��ÇÈ�3 5-46�m�"É¥�·w
PbÓÔ<890N 

:V �cÕÖ��Ës¨p��e���&Ð·w
PbÕÖÓÔÑ25N 

Þp�\«v�óô��>?�ÂW��3 5-47�mN 

 

� 5-47  ��ú!V�LMï� 

3�t¶û� 

­p�
P6½À¬;�� ËRp�45ú¬ÓY��W;�J p���ýþp�

45Ó#$N 

_� ýþp���ç_8�
P�MNU� �ýþp�_2ÛXc��>?�£6

g�60� 3K}$
�
P�MNc
P�M��U$�·w
�Ap����Ã��Ô�

IvcÃ�Ô��·w_#$p��
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P�M8�v�ä�Óú��#$ýþp�1N 
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¨��b 

� üK{Ã
P 

��Ê�
P� ú^{Ã
P�
¨�p��Ïá��Ï��Ó

Ôï� 500%ÕÖ 25¯�£���ÇËN 

� üKg
P 

��Ê�
P� ú^üKg
P�
¨�p��Ïá��Ï��ÓÔï

� 500g�ÓÔ§� 900¯�£���ÇËN 

É� 5-21Êc�x��x
����Ê�Ïá="Ï"(ÓÔ<500%Ñ900�/ÕÖÑ25�

��ÇËN 

#$ýþp��A
6B��b 

Ìc��>?�£�Ìw�$}$�IvZ�Ê��>?�
�_p���Ã��?¸

�À��¦§N 

Í�Ê
P�M��UK}$�Iv?¸��Ô�¦§N 

Úc
P�Ô���U$���w�_±²�
PN¤rµc
P�S��>?��Û

X_0UK}~$��3 5-48�mN 

Ý?¸��>?��Ha?¯�N 

Þ?¸�������£�÷é9p��ª���ýþ�¦§�x��ýþp��"É

¥��3 5-49�mN 

k?¸�cÁ��M¬mp�Âñ����Excel�ðY¾&p�
P���$cÁ��

�M�;()åÓ�?¸�>)�¦§�÷N"�� �jp�ÂñÀ�Í¶ÜÏÐ���N 
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 � 5-48  1�3/N4�7ý � 5-49  1·þú!4:;< 

lc�À�Í�¡¢¥�?¸�Iv?¸�Ô�M�×£Ø��ð¾&
P���$À

�Íx
��¶ÜÏÐN 
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P�M�¢ �{±²
P�ÔN?¸�"É¥�z�

¦§��;j�ýþp��"É¥ÚÈ��Ê
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o?¸�rs�¦§�p�Âñ�3 5-50�mN 

 

� 5-50  1·þ4ú!��� 

5.7.4  STUV 

�ñcx
�p_"U�Ã��#$/ì() �ú_ Í Excel�) /ìe�N 

É� 5-22Êc�x��x
���¦ÏáP�q"x�(ÓÔ(ÕÖ9�×x��=��N 

) /ì��_<=��b 
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Þ?¸�rs�¦§\«A
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 � 5-51  1`�ãä4:;< � 5-52  �¦ô��1`�ãä4��� 
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