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1. ⌠ḕẽ 

ФкϽжЭψʺMicrosoft Excel 2010/2013/2016/2019 Υ ⌠βϥḕẽπ► ΰοΨιήΜʻ 

 

ТϮϱи   

 

ϵϼЈи DT.xlsm  ʾʾʾʾД˔ЌТϮϱи 

ϵϼЈи PGv3j.xlam ʾʾʾʾФкϽжЭТϮϱи 

ϵϼЈи _Τϭθϭ ⌠.pdf 

 

 

 

2. ˮϵϼЈи ˯ϬṞ βϥ 

ДІϼЕАФτΚϥˮϵϼЈи ˯χЄд˔ЕϸАЕϯϱЀрϬЍУиϼзАϼ 

ΰοᴞήΜʻ 

 

 

 

 

  

 

 

 

 

 

 

ФкϽжЭΥṞ βϥρ֒χϢΞσ 

 ЄІГЭ ᵊ Υ ꜘήϦϘβʻ 

 г˔Ѓ˔ Ϭΰο֫ ‹Ϭ︡ βϥρ 

ṍᾢτ ⌠ΰϘβʻ 

ˢТз˔ ʿД˔Ќ10ὯʻжϱЈрІ ʿД˔Ќ1000Ὧʻx  

    ОЊЀрIDʿs Σẁ χ ‹ˣ 

    ФкЍϼЕIDʿ220104 

 

 

 

 

 

 

 

 

άχϢΞσᶎ ᵊ Υ ϥ ›

ψ [̋ЫϼкϬ ῟τβϥ]Ϭ ΰ

οᴞήΜʻ 

ExcelχН˔ЅдрϞ τϢϤ

ꜘήϦϥᵊ ψӰσϤϘβʻ 

 

ΣẍΧχ ›ψˮῇπ βϥ˯ϬЎϴАϼΰ

ο[ͤ ͠]ϬᴃΰοᴞήΜʻ 

̞͓ ӟ τ֫ ‹ ₅ϙЧ˔Ѕπг˔Ѓ˔

ΰοΨιήΜʻ 
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 ˮϵϼЈи ˯ΥṞ βϥρᴞχϢΞσЮϱрЮИв˔ᵊ Υ ꜘήϦϘβ 

ϛτʺД˔ЌϬ͍Ὧ ΰοϙϘΰϡΞʻ[ ]ЩЌрϬᴃΰοᴞήΜʻ 

 

 

 

 

 

 

 

 

 

 

 

 

3. βϥ 

ᶆ‮ Ϭ ΰοᴞήΜʻ 

 

˲ ˳ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Microsoftχ ῎ IMEϬέ► χ ψ[ФкОГϰ]˼ [ꜝ /ᶘ ]χ[ ‹ꜝ ]Ϭ 

βϥρ ‹ꜝ Ṑ Ϭ 

ΰο Ϭ βϥάρΥ 

πΦϘβʻ 
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4. Ԋ╓βϥ 
Ԋ╓Є˔Е Ϭ ΰοᴞήΜʻ 

 

 

 

  

 

 

 

 

 

 

ṍ πψʺ ♠ЂϱЇΥ ήϦοΜϘδϭʻ[ ♠ЂϱЇ]ЩЌрϬᴃΰοᴞήΜʻ 

ˢ̞ ψ ήϦϘβχπⱳᵕΤϣψ βϥ ψΚϤϘδϭʻx  

 

 

 

 

 

 

♠ЂϱЇ[A4]Ϭ ΰοᴞήΜʻ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ᾋ ρ Ẑ ϬԊ╓ΰθΜ ›ψʺ

ˮᾋ ʾ Ẑ ˯Ϭ όϘβʻ 
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[ФйРв˔]ЩЌрϬᴃΰοᴞήΜʻ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ԋ╓ФйРв˔ᶎ ῇʺ ΥσΪϦω[Ԋ╓]ЩЌрϬᴃΰοᴞήΜʻ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ԋ╓ФйРв˔Ϭ αϥ ›ψʺ

ᵊ χзЩрτΚϥ˦Ԋ╓Фй

Рв˔Ϭ αϥ˧ϬϼзАϼΰο

ΨιήΜʻ 
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ԊⱫӡ ψʺ[ᾋ ʾ Ẑ ]Є˔ЕχἋ ӽχЈи Ϭ  ΰο“ΞάρΥπΦϘβʻ 

 

 

 

 

 

 

 

 

 

 

 

5. ЮϱрЮИв˔χ ꜘ  

[ЮϱрЮИв˔]Υ ꜘήϦοΜϥ ›ψʺϘγ[ЮϱрЮИв˔]Ϭ αοΨιήΜʻ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

[ЮϱрЮИв˔]Ϭ αϥρβϓοχExcel⌠Ϭ“ΞάρΥπΦϘβʻ 
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™όʺ[ЮϱрЮИв˔]Ϭ ꜘβϥτψʺ[ϯЖϱр]˼ [ЮϱрЮИв˔]ϬᴃΰοᴞήΜʻ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

͒ʽФкϽжЭχ  

ЄІГЭϬ βϥ ›ψʺExcelϞBookχ[ αϥ]ЩЌрπψσΨʺЮϱрЮИв˔χ 

[ЄІГЭ ]Ϭᴃΰο ΰοᴞήΜʻ 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

˦Ctrl˧˴˦Q˧ πϜ ꜘβϥάρ

ΥπΦϘβʻs ̞ΤσϺ˔ πψ

⌠ΰϘδϭʻx  

 

˂Ứ♁˂ 

άάπ βϥρExcelτϯЖϱр

Υ▪ϤϘβʻ 

 

ԏΦ Φ˦ χExcelТϮϱи˧Ϭ

► βϥ ›ψʺ˦ ExcelϬ β

ϥ˧χЎϴАϼϬᵰΰοΨιήΜ  ̒
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