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MNpyMmeHa padyHapa

OcHoBe paga y Microsoft Excel-y
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OcHoBe paga Yy Microsoft Excel-y

* PagHa cBecKa
* PaAHU IUCT
* peaoBU
* KOJIOHE
* hennje
* YHOC U ypehuBame nogaTtaka
* [IpBUM KOpauu Ka 4obpoj Tabenu
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PaJHa cBeCcKa 1 paaHu JINCT
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eExcel nokymeHT = pagHa csecKa (Workbook)
*PaZiHa cBeCKa cagp’ku jegaH unu suiie pagHux auctosa (Worksheets / Sheets)
e CBaKU INCT Ma CBOjYy MPEXY:

epenosu (1, 2, 3, ...)

ekonoHe (A, B, C, ...)

Sheetl Sheet2 Sheet3 ':'E' .y J}]J

‘ﬁ,Accessib\l\ty:Goodto go @ E -t 0%
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PaaHa cBecka v paaHu JNCT MEICme
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Oncer henanja n TMNOBM NogaTaka

eOncer (Range) — rpyna henwuja (Hnp. A1:D10)
oY henunju mory 6uTn:
®TEKCT (MMe cTyaeHTa, Ha3mB NPOU3BOAaA)

*6poj (NnoeHwu, LeHa, KoNNYnHa) e
e faTyM/Bpeme

epopmyna (noumnme ca =)
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PagHa cBeCcKa U padHu NUCT

KpeTarbe 1 o3HauaBake henuja

eaKTMBHaA henunja
*VLL: 1eBU KZTUK

eTacTaTypa: ctpenuue, PageUp/PageDown, Ctrl+cTtpennua (ckok Ha Kpaj 6/10Ka noaaTtaKa)

eCeneKkuuja (o3Ha4yaBare)
*By4YEHE MULLEM
eShift+ctpenunua
*K/IMK Ha 3arnassbe pena/KosnoHe - ueo pea/KosoHa

oCtrl+A - ueo nuct
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PagHa cBeCcKa U padHu NUCT

T T '"'__'"' % AutoSum - {_ﬁ? Lﬁ
— == 3| Fill - Z
Insert Delete Format ] Sort & Find &

- - - (Z/ Clear ~ Filter = Select -
nOAELLIaBaI-be peanoBa U KOJZIOHA Cells Editing
| Format |‘
K L Change the row height or column
width, organize sheets, or protect
. or hide cells.
*BucnHa peana (Row Height)
*pYYHO: NOBNAAYEHE rpaHuLe namehy pegosa muLLem " § 5
A B C D E F

enpeumsHo: Home - Cells - Format - Row Height - yHocC BpeaHOCTK

2
[ Height: 18.75 (25 pixels) }

e AutoFit Row Height — aytomatcko npunarohasame cagpkajy 3

[= Y

eliInpnHa kKonoHe (Column Width)

d

*pY4YHO: NoB/layere rpaHuLe namehy KonoHa

eHome — Cells - Format - Column Width ;J E AutoSum © /:}7

3| Fill - =

e AutoFit Column Width — npunarohasarbe cagprkajy O G aears  pores
| Cell Size

L rowHeight...
AutoFit Row Height
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OCHOBHO popmaTmnpamre henaunje

Format Cells gujanor

e lecHn KUK - Format Cells... (nam Home - Format - Format Cells)

e[naBHU TaboBM
eNumber — dopmaTt bpojeBa (BanyTta, npoueHaT, AaTyM...)

eAlignment — nopaBHarbe (neso/gecHo/ueHTap,
BEPTMKA/IHO NOpPaBHakbe, Yrao TeKcTa)

eFont — BpcTa, BeIMUYMHA, CTUA C10Ba
eBorder — usunue Tabnumue

*Fill — nognora (60ja, wape)

Format Cells

 Humber || alignment

Categary:

Murmber
Currency
Sccounting

Date

Time
Percentage
Frackion
Srientific
Text
Special
Cuskam

Font Border Fill Protection

Sample
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General Farmat cells have no specific number Format,

] l Cancel
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Cwenet
Bexba

YHOC 1 popmatupame

(

eHanpasutn pagHu auct ,,CtygeHTn’
oY pep, 1 (3arnaB/ba) yHeTH
eAl: bpoj nHgeKca
*B1l: Nme
oC1l: [Npe3nme
eD1: [NoeHU Konokeunjym 1
eE1l: [ToeHN KONOKBUjyM

eYHeTMn noaaTKe 3a Hajmarse 10 cTyaeHaTa

e[lopecntun
* LIMPUHY KOJIOHA TaKo aa ce cee Buam (AutoFit)
®3ars1aB/ba bold + ueHTpupaHo
erioeHe Kao 6poj be3 geunmana

eCayyBaTu AOKYMEHT Kao Excel osnove_ vezbal.xlsx
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Ciwenet

Excel Tabena

Kako usrnepa , n4o6pa“ tabena?

e[1pBM pea = jacHa 3arnas/ba KoNOHa (6e3 npa3Hux henuja)

e(CBaKa KO/I0HA = jeflaH TN noaaTtaka (cse 6pojeBun, nau cBe AaTYMU, NN CBE TEKCT)
eHema npa3HMX pegosa y cpen tabene

e imeHa KonoHa onucHa, He , Koll1“ , Kol2“

eHema cnojeHnx henunja yHyTap nogartaka (merge camo 3a HacnoB U3HaA Tabene)



Ciwenet
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Excel Tabena

Oncer hennja n Excel Tabena

eOb6uyaH oncer = rpyna henuja ca nogaunma, 6e3 noaaTHe NOrUKe
eExcel Tabena (Table) paje

eayTOMaTCKe dunTepe y 3arnaB/bMmMa

emoryhHocTt 6p3or popmatuparba (Table Styles)

*JaKo gopaBame ,Total Row”
*60s/be YyBatbe KpUTEPUjyMa copTHMpatba/Ppuntpupatba

eExcel Tabene ce npase 13 noctojeher oncera nogartaka
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Excel Tabena

Kpeupame tabene (Insert - Table)

*O3HauunTh oncer hennja Koju xxenmmo ga npeTsopumo y Tabeny (ca 3arnaB/bmma)
e|nsert - Table (nnu Ctrl+L / Ctrl+T)
oY ANjanory NnpoBepuUTH

eRange (oncer)

¢ ,My table has headers” — yk/byuyeHo aKo npBu pea caapu 3arn1as/ba

e[loTBpanTHK ca OK

*HaKoH Tora -nojassbyje ce Table Tools - Design (anaTtu 3a Tabeny).

E’w\ a9 - v Bookl - Microsoft Excel Table Toals - 8 X
—~/I Home Insert Page Layout Farmulas Data Review View Add-Ins Design
Table Mame: i3 Summarize with PivotTable 'j y =" Properties ¥ Header Row First Column
Table3 j-'1 Femove Duplicates Open in Browse Total Row Last Column
. ) -~ Export Refresh
‘I Resize Table || 7] Convert to Range - - &2 Unlin ¥ Banded Rows Banded Columns

Properties Tools External Table Data Table Style Options Table 5tyles
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Excel Tabena

Table Tools — Design

eTable Styles — n3bop ctuna (60je, nmuuje, ,,banded rows”)
eOnuwuje

eHeader Row (3arnaBs/ba)
eTotal Row (pep, ca 36mnpom)
eBanded Rows / Columns (HausmeHWYHO HUjaHCUPaHW peaoBun/KOIoHE)

eFirst Column / Last Column (HarnawaBarbe cneundmUyHUX KONoHa)

eTabena ce noHala Kao ,,06jeKaT” — naKo ce npoLiunpyje AoaaBarbem peaosa/Ko0Ha

(On) d 9 - v Bookl - Microsoft Excel Table Tools - 7 X
330 =

—/I Home Insert Page Layout Farmulas Data Review View Add-Ins Design e - =T X
Table Mame: i3] Summarize with PivotTable j Y T Properties ¥ Header Row First Calumn === 1—W====1= === P
Table3 j~1 Remove Duplicates Total Row Last Column == T EEEEE =EEEE e
= Export Refresh e e e =
+ Resize Table ] Convert to Range - - ¥ Banded Rows Banded Columns =

Properties Tools External Table Data Table Style Options Table Styles
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Excel Tabena

Mpowuperbe Tabene —aopaBarbe pegosa U KONOHA

e [logaBare peaa
* VKyLLATW Y NPBU Npas3aH pea ucnog tabene — tabena ce aytomaTcKm npoLumpyje
ennun Insert > Table Rows Above/Below

e [logaBatbe KOJ/IOHe

*YKYLATU Y NPa3Hy KOJIOHY AecHO oA Tabene

ey Insert - Table Columns to the Right
eCBe popmynie u popmaTtn y Tabenn ce aytTomaTcku ,,noBnave” Ha HoBe pegoBse
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Excel Tabena ST
duntepu n OCHOBHO COpTUpPaAHbE M R

*Y oKBUpY Tabena, Excel aytomatckn nogaje ctpenuue 3a coptupame/duntep y
3arnas/buma

= (37 &
*Coptupatbe P
*no TekcTy (A—>Z, Z->A) — ‘;j:j: ;: :j
*no 6pojeBnma (o4 Hajmarer Ao Hajseher / 06pHYTO) L |E customsort.,
*No AaTyMUMa Ve Fitter

eduntep

*6p30 ,unwhemre” Npnkasa — NPMKas camo peaoBa KOju UCNyHaBajy YC/0B
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Bexba

MpeTBapare nucre y tabeny

e[lona3smmo op tabene , CtyneHTN” n3 Excel osnove vezbal.xlsx
eCenektoBatm oncer Al:E11

e[Ipebauyntun y Excel Tabeny: Insert - Table - My table has headers
e 3abpaTtn ctnn Tabene (Table Style) no nsbopy

* YK/bYUNTHU

eHeader Row
eBanded Rows

eTotal Row — noctaBuTe aa y KonoHu ,,lloeHn Konokemjym 1“ ctoju SUM

eCopTtupatun Tabeny onagajyhe no ,loeHn konoksujym 1“
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Excel Tabena ST
duntepu n OCHOBHO COpTUpPaAHbE M R

*Y oKBUpY Tabena, Excel aytomatckn nogaje ctpenuue 3a coptupame/duntep y
3arnas/buma

= (37 &
*Coptupatbe P
*no TekcTy (A—>Z, Z->A) — ‘;j:j: ;: :j
*no 6pojeBnma (o4 Hajmarer Ao Hajseher / 06pHYTO) L |E customsort.,
*No AaTyMUMa Ve Fitter

eduntep

*6p30 ,unwhemre” Npnkasa — NPMKas camo peaoBa KOju UCNyHaBajy YC/0B
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Excel Tabena

TUNUUYHe rpellKe y CTPYKTYpUu Tabena

e[1pa3Hun penosu/KonoHe ycpeq tabene
eCnojeHe henuje (Merge) yHyTap nogaTaka

eMewakrbe TMNOoBa NoAaTaKa Y UCTOj KONOHM (HNp. 6poj + ,,HENO/LOXKEH” Y UCTOj KONOHU
[MoeHun)

*YHOC ,, KOMeHTapa“ y KonoHe ca bpojesmnma (,,50 noeHa — HMje ce noTnmncao”)
eHema jacHux 3arnassba (Header Row)
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Ciwenet

Bexkba

MonpasTu nowy Tabeny

eYyutatn Tabeny Excel vezba.xlsx Ko Koje cy yHeTH
ecnojeHe henuje y 3arnaBy
*Mpa3HnN peaosu
* MEeLWwOoBUTMN NOAALMN Y KOJIOHAMA

eHema popmanHe Excel Tabene

e3a/aTakK
o . Onnemuntn® cnojene hennje
eOb6puncaTh CyBULLHE Npa3He pegose
ePacnopeanTu NogaTKe TaKo Aa CBaKa KOJIOHA MMa jedaH Tvn
eKpeunpaTtu Excel Tabeny (Insert - Table) ca ucnpasHum 3arnas/mbrma

e[lopecntn ctun n Total Row
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