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B�<C�>6!7>!F?6#E<C�� �OH"!I1F?6�?F?6���8�#��567 
 

$�%�&�'($ก� 
 	
��ก� Microsoft Excel <
B�	
��ก�
� <PF Spreadsheet ��>! Electronic Worksheet 
4567<
B�	
��ก�
� <PF<�?$#ก�� Lotus ��>! Quattra Pro 	
�ก�
� <PF Spreadsheet �?@?
C#�����A��ก��F��7��G�"C9!�H"�7�1�ก�1�$ 	�$<ST� !$9�7$E67���"��ก��C���#D<
B�
<�>!�ก� ��UF�<1H��@��?F?6����A;���I
���G�"!$9�7�#$7�<T>6!TETO!!ก�<
B���$7��G�" 
�#A57ก��F��8���7ก��C���#D ก�����8���7� Plot <
B�ก��VG�"�1�$�I
��� �1 <������A
��" Excel ��ก��<ก:�H"!I1F?6G94��4"!�G�"<
B�!$9�7�? <T�� �� Excel ?�9#�F?6<
B�C����67�"�� 
W��H"!I1��"��"!$I9;���#���567  �!ก;�ก�?@<��$�7����A<H?$�	
��ก��� Excel  G�"�"#$ VBA 
(Visual Basic Application)  4567; <
B�ก��F����" Excel 8!���!77��H!7<��G�"�?H5@� 
 
	
��)���*+��'($ก� 

	
��ก� Microsoft Excel 2003 <
B�	
��ก���567��8� กI1 Microsoft Office 2003 
4567G�"���ก��T�Z��H5@��;�ก	
��ก� Microsoft Excel 2002 ?C#�����A��ก����"�78���7 
ก��C���#D  ก��<ก:�H"!I1�1 ���H"!I1�F��ก��#E<C�� �O <
B�8"� 

1. ,-�(%'�-�./�ก+����01�2
2�+����0����/%���2���,3ก4��� Microsoft Excel 2003 
����A!9��H"!I1�� XML ��=  F?6^I"��"ก�����<!7G�"  	�$G98"!7;���I
�����9 
����A#E<C�� �O�1 F��7��ก����197H"!I1 XML G�"	�$��"�^�PIE 8���7 ��>!ก��V 

2. 
5�	�%6.+����013�3�+7�� Excel ��"�7H5@��"#$C#��97�6���ก��#E<C�� �O8�#<1H 
F?6<�>6!A>!G�"�1 �9�$�� �"#$�9#�<TE6
� �EF_EP�T��ก��8�#;��P�# �9#<�"�8�7 
ก��C���#D^1�#H!7�9#�<�?6$7<��ก��1�7�!7  ก���;ก�;7
ก8E  �1 V`7กO���ก��
�;ก�;7C#��9�; <
B����89!<�>6!7 

3. ก&�6�389�ก.-��ก��&�������3�
� Smart tag �����(%)5�>5?�@��ก+7�� Smart 
tag �� Excel ?C#�$>��$�9��กH5@� ก�����C#���T��_OH!7ก��ก� F��H!7 Smart 
tag <H"�ก���9#����9#���567H!7ก� ��UC���#D  
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4. ,-�+����02
�ก����2������,/ �&����2
�ก����2����(%)5�>5?�@ G9#9�; <
B� 
P�$��!7COก���>!ก��!7COก�!>6� �1 �9#$
g!7ก��ก����"H"!I1F?6���C�hH!7��EU�F!$9�7
G9<�� � 

5. 	
�	A�ก��B�$@2��� �9#$
g!7ก��F��T$O�E�H!7��EU�F�"#$ก��
g!7ก��G9��"^I"
����9789! C��1!ก ��>!��67TETO<#E�OC�?FF?6���C�h	�$��"ก��;��ก���EF_EjH!7H"!I1 (IRM) 
����A��"�EF_Ej^I"!>6���ก���I 8�#;F�� ��>!
���<
1?6$�<#E�OC�?FG�" �1 ����A8�@7 
#��F?6��!�$�4567^I"!>6�; G9����A�I��>!<
1?6$��
17<#E�OC�?FG�"!?ก�1�7;�ก��@� 
V`7กO���ก��F��7��H!7 IRM ;��<
B�8"!7��"ก�� Windows Server 2003 F?68E�8�@7 
Microsoft Windows Rights Management Services (RMS) 

6. 	��6�	
��-2
��60���������ก� ก��H! 'Help' �� Microsoft Office Online ��
<#:�G48O Microsoft Office Online G�";�ก��"�89�77�� 'Getting Start' �1  rHelp' 
	�$; ?�FC#�<ก?6$#ก��#E_?��"�1 C#��9#$<�1>!4567!�T<�F!$9�7�6��<�!8� 
C���"!7H!�1 
̀h��;�ก^I"��"��$!>6�= ��"�F?6ก����"7����7!$9�7�������"�89�77��
<�19��?@;��<
B�8"!7?ก��<�>6!89!!E�<F!�O<�:8�"#$ 

 
�5�����,-���� Microsoft Excel 
 <>6!8E�8�@7	
��ก� Microsoft Excel 2003 ��>! Microsoft Office 2003 <�?$��"!$�1"#<��
����A<�E6��"7��G�"F��F? 	�$ 
 C1Eก
�s Start � <1>!ก Programs � <1>!ก Microsoft Office 2003 � <1>!ก 
Microsoft Office Excel 2003 
 
 
 
 
 
 
 
 
 
 
 
 
 

    ?�@��� 1-1 ���7H�@�8!�ก��<
d���"7��	
��ก� Microsoft Excel 
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)2
�(%ก��+��'($ก� 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

?�@��� 1-2 ���7�9#�
� ก!�H!7	
��ก� Microsoft Excel 
 

)2
�(%ก�� ��0%����3 
Title bar ���7�>6! Workbook �1 �>6!	
��ก�F?6��"7��!$I9��HD ��@�  
Menu bar ���7��$ก��<�IC����67 	�$<1>6!�8�#�?@<��OC1EกF?6<�I �1"#<1>!ก��$ก��

C����67 
Standard Toolbar  <
B�
�sC����671�� ��"�F�ก��<1>!กC����67;�ก<�I 	�$ก��C��<1>!กC����67F?6

���C�h�1 ��"7��<
B�
� ;�����9G#" 
Formatting 
Toolbar 

<
B�
�sC����671�� ��"7��<ก?6$#ก��ก��;���I
���<!ก��� 

Task pane <
B�<C�>6!7>!��9�� Excel ����A���7C����67F?6��"7��<
B�
� ;�� 
� �#ก��ก��;��ก��<ก?6$#ก��GV1O 

 

Title bar 
Menu bar 

Standard Toolbar Formatting Toolbar 

Task Pane 

Worksheet 

Active Cells 
Formula bar 

Worksheet tabs 

Scroll bar 

Status bar 



8!�F?6 1 C#��I"<�>@!78"�<ก?6$#ก�� Microsoft Excel 

^I"�!� : !.
d$���   eE�ET1��  	�7<�?$��$�C!TE#<8!�O�1 P�U� 

123 

)2
�(%ก�� ��0%����3 
Worksheet 
Window 

<
B�T>@�F?6�������
g!�H"!I1�1 ;��ก��H"!I1�� Worksheet 

Active Cells <
B�<411OF?6?ก�!��? ���78�����97<411OF?6ก��1�7F��7��!$I9   
Formula bar �9#����7ก��
g!�H"!I1 �ก"GHH"!I1 �1 ���7�I8���<411OF?6ก��1�7

F��7��!$I9 
Worksheet tabs ���7�>6! Worksheet F?6ก��1�7��"7��!$I9  
Scroll bar �A�<1>6!���ก�����7H"!I14567; ?F�@7��#�!��1 ��#8�@7 ��"<1>6!�<>6!

8"!7ก�����7H"!I1F?6!$I9P�$�!ก��"�F?6G9����A!7<�:�G�"F�@7�� 
Status bar ���7�A��ก��DOF��7����	
��ก� <�9� Ready ���7#9� T�"!

F��7�� <
B�8"� 
 
ก����ก�&�$6�2�+���I00. 
 8�����97H!7<411O��= ; !$I9F?6;��8��H!7�A#���A#��567 �1 C!1��O��C!1��O��567<�!
<��<�?$ก8�����97H!7<411O 	�$<�?$ก�>6!C!1��Oก9!��1"#8��"#$�>6!H!7�A# 4567<�������I�>6!
8�����97H!78�#�?@<411OG�"F?6<411O
̀;;���� 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

?�@��� 1-3 ���7#E_?ก��<�?$ก8�����97<411O 
 

<411O D10 

<411O
`;;���� 
(Current Cells) 

�>6!H!7�A# 

�>6!H!7C!1��O 
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ก��	0�������+����
-���I00. (Cell Pointer) 
 Excel ?<C�>6!7>!�1�ก�1�$F?6��"��ก��<1>6!�G
$�78�����9789�7 = <T>6!�IH"!I1�� 
Workbook ���9#�89�7= ?�1�$��� <�9� <1>6!�F?1 <411O, <1>6!�F?61 ��"�, <1>6!�F?61  Sheet <
B�
8"� 
 <������AF?6; F��7��ก���9#�89�7= H!7 Worksheet G�" 	�$ก��<1>6!�8�#�?@<411OG
$�7
8�����97F?68"!7ก�� 4567?#E_?��ก��<1>6!�8�#�?@<411O ��7�?@ 
 
 ก�,-����).�0������
-���I00. 

1. <1>6!�<��OG
$�78�����97F?68"!7ก�� 
2. C1Eก<��O
�s4"�$ D 8�����97H!7<411O��@� 
 
ก�,-�	��.��.3�0������
-���I00. 

-���	��. 	
��6��� 

�, , �, � <1>6!�8�FEeF�7H!71Iกe� C��@71  1 <411O 
 

ก�(N��+����00�,��I00. 
 <>6!<�E6TETOH"!I1F?6<411O��<411O��567 ; 
��กy
�s 3 
�s���A��I8� (Formula bar) F?6
!$I9�"����H!7 Windows 4567ก:C>!
�s
g!�H"!I1<
B�<C�>6!7��$AIก�?<H?$# <�>!�ก��ก�
�s 
Enter, 
�s$ก<1Eก<
B�<C�>6!7��$ก�ก��F�?��7 <�>!�ก��ก��ก�
�s Esc �1 
�s�ก"GH�I8�<
B�
<C�>6!7��$<F9�ก�� <>6!ก�
�s fx ; �9#$��ก����"�7�I8� 
  

�� Excel ����A��9H"!I1G�"�1�$
� <PF ��7�?@ 
1. Character C>!8�#!�กU� ��>!8�#<1H �1 ��h1�กUDO89�7= F?6G9G�"��"��ก��C���#D 
2. Numeric C>!8�#<1HF?6��"��ก��C���#D 
3. Date and Time C>!H"!I1��E�#��F?6�1 <#1� 
4. Formula C>!�I8�C���#D89�7= F?6^I"��"7��<H?$�H5@� ��>!ก�����H5@�<!7 
5. Function C>! �I8����<�:;F?6 Excel <8�?$G#"��"<��<�?$ก��"7��G�"F��F? 
 
H�@�8!�ก��
g!�H"!I1 
1. C1Eก<1>!ก<411O��= F?68"!7ก��
g!�H"!I1 
2. TETOH"!I18�8"!7ก�� 
3. ก�
�s Enter F?6�
g�TETO 
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ก�(N��+����0(%�?��2��O 
 ก��
g!�H"!I1��E�89�7= ��@� <>6!^I"��"
g!�H"!I1<�?$��"!$�1"#; 8"!7ก�
�s Enter F?6
C?$O�!�O�<�! 	�$ก��
g!�H"!I1��E�89�7= ?��$1 <!?$���7�?@ 

� ก�(N��+����0-�53+��	
�� (Character) 
H"!I1��E�H"!C#��?@��ก��
g!�H"!I1; ��"#E_?ก��C1Eก<1>!ก<411OF?68"!7ก���1"#TETO

H"!C#�17��<411O 	�$F?6<>6!
g!�H"!I1�1"# H"!I1; �E��"��4"�$H!7<411O<�! 
 

� ก�(N��+����0-�53��
�0+ (Numeric) 
H"!I1��E�8�#<1H��ก��
g!�H"!I1H"!I1; �E��"��H#�H!7<411O<�! �1 ก��
g!�

8�#<1HF?6���G
C���#D��@�G9;��<
B�8"!7��9<C�>6!7��$��= 
g!�<ST� 8�#<1H<F9���@� 
 

� ก�(N��+����0-�53
�����$0%�
0� (Date and Time) 
H"!I1��E�#��F?6 �1 <#1�; ?�I
���ก��
g!�H"!I1F?6��7C����"^I"��"8"!7
g!�H"!I18�

�I
���<ST� 8�#<F9���@�  ;57; ����A���G
��"7��G�" 
+����0
����� �I
���   #��F?6 / <�>!� / 
|  <�9�  22/6/1978 

     #��F?6-<�>!�-
|   <�9�  22-6-1978 
     #��F?6 <�>!� 
|  <�9�  22 E.$. 1978 
         22 jun 1978 

+����0�
0��I
���  ��6#	7 : ��F?: #E��F? <�9� 09:15:00 
 

� ก�(N��+����0-�53)��	&��
V (Formula) 
�I8�C���#DF?6^I"��"CE�H5@�<!7  G9?�I8����<�:;�� Microsoft Excel ��@� ก��
g!�H"!I1

��E��?@; 8"!7<�E68"��"#$<C�>6!7��$<F9�ก�� (=) <F9���@� ��ก^I"��"1> H"!I1F?6
g!�17G
��<411O; 
ก1�$<
B�H"!I1��E�H"!C#� (Character) 
  <�9� = 365/12+5 
   = A1+500*J4 
 

� ก�(N��+����0-�5389�ก.-�� (Function) 
H"!I1��E�V`7กO�����@�; 8"!7
g!�H"!I1�"#$ก��<�E68"��"#$<C�>6!7��$<F9�ก��(=) 

<�9�<�?$#ก��H"!I1��E��I8�C���#D (Formula)   
�I
���  = �>6!V`7กO��� (�9#�H$�$) 

    <�9�  =Now () 
      =Today () 
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?�@��� 1-4 ���7ก��
g!�H"!I1
� <PF89�7= 
 
ก�$ก�1++����0?��,��I00. 
 ?�1�$#E_?��7�?@ 

1. ���<�E@1C1EกP�$��<411OF?68"!7ก���ก"GH��"? Cursor �
��กy �1 ��"�ก"GHH"!I1
8�
ก8E <>6!�ก"GH<��:;��"ก�
�s Enter 

2. C1Eก<1>!ก<411OF?68"!7ก���ก"GH �1"#C1EกF?6 Formula bar D 8�����97F?68"!7ก���ก"GH 
<>6!�ก"GH<��:;��"ก�
�s Enter 

3. C1Eก<1>!ก<411OF?68"!7ก���ก"GH �1"#ก�
�s F2 1 ��"�ก"GHH"!I18�
ก8E <>6!�ก"GH
<��:;��"ก�
�s Enter 

A"���HD F?6ก��1�7�ก"GH!$I9 8"!7ก��$ก<1Eกก���ก"GH��"ก�
�s Esc 
 
ก�0�+����0?��,��I00. 

<>6!
g!�H"!I1��<411O�1"# ��ก8"!7ก��1�H"!I1!!ก;�ก<411O����AF��G�"��7�?@ 
1. C1Eก<1>!ก<411OF?68"!7ก��1�H"!I1 
2. ก�
�s Delete F?6�
g�TETO 
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ก�/�3ก�ก��$8N�+����0 
 ก��(Y3$8N�+����0�ก2� 

1. <1>!ก<�I File � C����67 Open ��>!C1Eก<C�>6!7>!  
2. <1>!ก8�����97F?6!$I9H!7<!ก������9!7 Look in: 
3. C1Eก<1>!ก<!ก���F?68"!7ก��<
d� 
4. C1Eก
�s Open ; ���7H"!I1�� File ��@� 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

?�@��� 1-6  ���7H�@�8!�<
d��VgH"!I1<ก9� 

1. <1>!ก<�I File � C����67 Open 

2. <1>!ก8�����97F?6!$I9H!7<!ก������9!7 Look in: 

3. C1Eก<1>!ก<!ก���F?68"!7ก��<
d� 

4. C1Eก
�s Open 
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 ก��(Y3$8N�+����0,6�2 
1. <1>!ก<�I File � C����67 New ��>!C1Eก<C�>6!7>!  
2. C1Eก<1>!ก Blank Workbook F?6 Task Pane 

 
 
 
 
 
 
 
 
 
 
 
 
 

?�@��� 1-7 ���7H�@�8!�<
d��VgH"!I1��9 
 
 ก�����7ก$8N�+����0 

1. <1>!ก<�I File � C����67 Save ��>!C1Eก<C�>6!7>!  
2. ก�������$1 <!?$���ก�����F5ก�VgH"!I1��7�?@ 

2.1 �9!7 Save in: <1>!ก8�����97��ก��<ก:����F5ก<!ก��� 
2.2 �9!7 File name: 8�@7�>6!�VgH"!I1 

3. C1Eก
�s Save <>6!F��ก�����F5ก�VgH"!I1<�?$��"!$�1"# H"!C#��� Title bar ; ?
�>6!�VgH"!I1F?6���F5ก�
��กy 

 
 

1. <1>!ก<�I File � C����67 New 2. C1Eก<1>!ก Blank Workbook 
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?�@��� 1-8 ���7H�@�8!����F5ก�VgH"!I1 
 
 

1. <1>!ก<�I File � C����67 Save 

2.1 �9!7 Save in: <1>!ก8�����97��ก��<ก:����F5ก<!ก��� 
 

2.2 �9!7 File name: 8�@7�>6!�VgH"!I1 
 

3. C1Eก
�s Save 
 


