Microsoft Office paket:

Obuhvata sledeCe osnovne aplikacije: Microsoft Word,
Microsoft Excel, Microsoft Power Point, Microsoft Outlook
i 0 njima Ce biti redi.

Postoje i dopunske aplikacije: Microsoft Front Page, Microsoft
Access, Microsoft Project ... ali o njima ne¢emo govoriti.

Microsoft Word: Procesor teksta (kucanje izvestaja,
seminarskih i diplomskih radova). Zbog rasprostranjenog .doc
formata treba znati raditi u njemu.

Microsoft Excel: Za raCunanje i tabele (rasprostranjen .xls
format i relativno dobra organizacia pomocice vam u
sredivanju i organizaciji podataka).

Microsoft Power Point: Za prezentacije izveStaja,
seminarskih i diplomskih radova (lepo organizovan program
koji je medu najboljima u svojoj oblasti).

Microsoft Outlook: Program za e-mail, newsgrupe i kontakte
(lako ne savrSen, jedan od najviSe koris¢enih programa iz
Office paketa - kompatibilan sa mnogim mob. softverom).




Osnovne funkcije Excel-a:

“‘Sredivanje” podataka tj. viSestruka primena odredenih
racunskin operacija radi izraCunavanja nekih fiziCkih veli€ina
Cest je posao u fiziCkoj hemiji.

Jedan od najefikasnijih programa koji ovo moze sa lako¢om da
izvede je Microsoft Excel.

Ovo je program koji se koristi za unakrsne proracune podataka i
prikazivanje grafika.
Od 1993. godine u Excel je ukljuCen i program Visual Basic for
applications, programski jezik, koji je omogucio automatizaciju
zadataka u Excel-u.




Microsoft Excel 2003:

v ’ e m v e E]?J Microsoft Office
O cemu ce biti reci: \ CiaExcel2003

Copyright @ 1985-2003 Micrasoft Corporation, Tous droits réservés,

. Osnovne fukcije Excel-a (uvod, pocCetak, unos podataka, ¢elije, komande).
. Upoznavanje sa radnim panelima (kreiranje, otvaranje, zatvaranje, pretraga).
. Rad sa podacima (unos, editovanje, kopiranje, linkovanje pretraga).
. Rad sa redovima i kolonama (promena karakteristika, rad sa celijama ...).
. Rad sa formulama i funkcijama (unos, kopiranje i editovanje formula i funkcija).
. Promena radnog okruzenja (promene karaktristika statusnih i radnih alatki).
. Sminkanje podataka (prikaz podataka, promena formata zapisa podataka).
. Rad sa viSe radnih panela (simultani prenos podataka, formula i funcija).
Rad sa objektima (Word Art, Clip Art, 3-D objekti, slike i dijagrami).
10. Ispis rezultata (Stampanje podataka, kreiranje listi i izveStaja).
11. Zastita podataka (kako zastititifajlove od neovlas¢enog koriS¢enja).
12. Kreiranje “pametnih” petlji i makroa. »
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Pokretanje Excel-a:

START EXCEL
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Ll Click start.
—E Click all Programs to

view a list of the programs
on your computer.

Note: If you are using an earlier
version of Windows, click
Programs [N Sfep 2.
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=] Click Microsoft
Office.

—ﬂ Click Microsoft

Office Excel 2003.

M The Microsoft Excel
window appears,
displaving a blank
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This area displays the
Getting Started task pane,
which allows you to quickly
perform common tasks. For
information on using the task
pane, see page 16.
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EXIT EXCEL

il When you finish using
Excel, click £J to exit
Excel and close the
Microsoft Excel window.




Prozori u Excel-u:

The Excel Standard Toolbar

window displays - . - )

many items you Shows the name Provides access to lists  Contains buttons Contains buttons you

=) O () o of the displayed  of commands available  you can use to can use to select

with your data. workbook. in Excel and displays select common common formatting
an area where you can  commands, such commands, such as
type a guestion to get as Save and Print.  Bold and Underline.
help information.

Naslov fajla

Meni paleta
Standardni toolbar
Formatting toolbar
Formula bar
Aktivna cCelija
Celija

Kolona

Red

Radne tabele
Barovi za skrolovanje
Radni paneli
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and the contents of the ETFETF U NE . N T TN
active cell. A cell reference == 33 s 0| o= Ay A &
identifies the location of S S 0 e SR
each cell in a worksheet =
and consists of a column & E F
letter followed by a row
number, such as A1.

Displays a thick border.
You enter data into the
active cell.

i e
- 2 Office Online

Conrect ko Mirosaft Cffice
Cinline

Get the latest naws abou using
Excel

fukornatizaly update this lis
from tha web

@ e

Search For:
The area where a row | |
and column intersect. — T
T Example: ‘Print mare than one copy
“ e e
K T = J
Lcoumn — |

Avertical line of cells.
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column.
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Scrol Bars

Each Excel file, called a Allow you to browse Contains options you
@ workbook, is divided into through a worksheet. can select to perform
A horizontal line of several worksheets. Excel common tasks, such
cells. A number displays a tab for each as creating a new
identifies each row. worksheet. workbook.




Promena aktivne celije:
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—ll The active cell
displays a thick border.

M The cell reference for
the active cell appears in
this area. A cell reference
identifies the location of
each cell in a worksheet
and consists of a column
letter followed by a row
number (example: A1).

] ER B den Do Famst Tk Dua Wedaw b it i
: Avie S0 o Bl EE s ks St A

]

l;"l('.'l "Jll'.“ I L b —

e | 2

-

16| I
4w sbwetl stz foheetz
Rzedy

g1 Click the cell you
want to make the active
cell.

Mote: You can also press ihe
« =, [+ o ¥ key
fo change the active cell.

The cell reference
for the new active cell
appears in this area.




Skrolovanje kroz radnu povrs:

SCROLL THROUGH A WORKSHEET
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SCROLL UP OR DOWN

—n To scroll up or down
one row, click [#] or [+].

M To quickly scroll to any
row in your worksheet,
position the mouse

over the scroll box

and then drag the scroll
box along the scroll bar
until the row you want to
view appears.
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SCROLL LEFT OR RIGHT

—n To scroll left or right one
column, click [£] or [2].

To quickly scroll to any
column in your worksheet,
position the mouse
over the scroll box and
then drag the scroll box
along the scroll bar until
the column you want to
view appears.




Unos podataka:

ENTER DATA
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El Click the cell where M If you make a typing E] Press the (Enter key 1 Repeat steps 1 and 2
you want to enter data. mistake while entering to enter the data and until you finish entering
Then type the data. data, press the +Backspace move down one cell. all your data.

M The data you type key to remove the Note: To enter the data and Note: In this book, the size of
appears in the active incorrect data. Then move one cell in any direction, data was changed to 12 points
cell and in the formula type the correct data. press the [«1, =, 4 o to make the data easler to read
bar. + .‘l’E_].-‘f To Cﬁ&ﬂﬂﬂ the slze of daia, see




Unos podataka:
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—ll If the text is too long
to fit in a cell, the text will
spill into the neighboring
cell. If the neighbaring
cell contains data, Excel
will display as much of
the text as the column
width will allow.

M If a number is too
large to fit in a cell,
Excel will display the
number in scientific
notation or as number
signs (#).

Note: To change the width of
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AUTOCOMPLETE

M To enter different

— |If the first few letters you
type maich the text in another
cell in the same column, Excel
will complete the text for you.

I] To enter the text Excel
provides, press the (Enter) key.

text, continue typing.




Selektovanje celija:
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SELECT A CELL

—E1 Click the cell
you want to select.

B The cell becomes the
active cell and displays
a thick border.
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SELECT A GROUP OF CELLS

—E8 Position the mouse -
over the first cell you want
to select.

M To select multiple
groups of cells, press
and hold down the | Cerl
key as you repeat steps

—¥F1 Drag the mouse -/

1 and 2 for each group of

cells you want to select.
until you highlight all the

cells you want to selact. M To deselect cells, click

any cell.




Selektovanje redova i kolona:
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SELECT A ROW

—n Click the number
of the row you want
to select.
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M To select multiple
rows, position the mouse
=p over the number of
the first row you want to
select. Then drag the
mouse = until you
highlight all the rows
you want to select.

SELECT A COLUMN

—E1 Click the letter of
the column you want
to select.

L4
Sum=21013 1 H

M To select multiple
columns, position the
mouse ¥ over the letter
of the first column you
want to select. Then drag
the mouse ¥ until you
highlight all the columns
you want to select.




Kreiranje serije tekstualnih podataka:

COMPLETE A TEXT SERIES
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—n Enter the text you
want to start the series.

—F Click the cell
containing the text
you entered.

Erag oukads selechon bo exbend 2ed0s o fil) drag insfatad

=1 Position the mouse -
over the bottom right
corner of the cell

(- changes to ).

—ﬂ Drag the mouse +
over the cells you want to
include in the series.
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—ll The cells display the
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B To deselect cells,

text series. click any cell.

Mote: If Excel cannot determine
the text serles you want fo
complete, It will copy the text in
the first cell fo all the cells you
select




reiranje serija brojeva:

COMPLETE A NUMBER SERIES
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—n Enter the first two E] Position the mouse - ¢ —ll The cells display M To deselect cells,
numbers you want to over the bottom right cormer the number series. click any cell.
start the series. of the selected cells

—F] Select the cells (- changes to +).
containing the numbers =4 Drag the mouse —+ over
you entered. To select the cells you want to include
cells, see page 10. in the series.




Selektovanje komandi

SELECT A COMMAND
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USING MENUS M A short version of the —ll The expanded menu Note: A dimmed command /s
Kl Click the name of the menu appears, displaying appears, displaying all currently not avallablg.

menu you want to display. the most commonly used the commands. M To close a menu without

commands. —E1 Click the command selecting a command, click
1 To expand the menu you want to use. outside the menu.

and display all the

commands, position

the mouse [ over (¥).




elektovanje komandi:
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USING TOOLBARS

SRAITTI00 T F1UE3 T A0
s7125800  Saar
JERT 56500

........ - _§...._

—n To display the name of
a toolbar button, position
the mouse 1 over the
button.

S P
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M After a moment,

the name of the button
appears in a yellow box.
The button name can
help you determine the
task the button performs.
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—E A toolbar may not
be able to display all its
buttons. Click [ to display
additional buttons for the
toolbar.

Additional buttons for
the toolbar appear.

—E] To use a toolbar button
to select a command, click
the button.




Task Pane (radni paneli):

USING THE TASK PANE
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DISPLAY OR HIDE
THE TASK PANE

Bl Click View.
—E Click Task Pane.

Note: If Task Pang does not
appear on the menu, position
the mouse '3 over the bottom
of the menu to dispiay the
menu option.
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M The task pane appears
or disappears.

—l YYou can position the
mouse . over & or ¥
to browse through the
information in the task
pane.

FiLE

* To quickly hide the
task pane at any time,

click [x].




Task Pane (radni paneli):

New Workbook Clipboard

Allows you to open Displays each item
workbooks and create | you have selected
new workbooks. to move or copy.

e Nova radna sveska
e Novi Clipboard

e Pretraga Rezulatat
e Clip Art

Search Results

Allows you to search
for workbooks on
your computer. For

Clip Art

Allows you to add
clip art images to
your worksheets. For




Task Pane (radni paneli):
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DISPLAY A DIFFERENT TASK PANE

—l This area shows the name
of the displayed task pane.
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il Click this area to
display a list of task
panes.

—E Click the task pane
you want to display.
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The task pane you
selected appears.

MLt

In this example, the
Research task pane
appears.




Pomoc¢ u radu:
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Ll Click this area and type
the task you want to get
help information on. Then
press the [Enter| key.

—l The Search Results
task pane appears.
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—ll This area displays a
list of related help topics.
You can use the scroll
bar to browse through
the available topics.

—F1 Click the help topic
of interest.
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A window appears,
displaying information
about the help topic
you selected.

] To display additional
information for a word or
phrase that appears in
color, click the word or
phrase.

Online help: Primer - Insert function




uvanje podataka:

SAVE A WORKBOOK
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—n Click |_.!J to save M The Save As dialog box ¥4 Type a name for the
appears. workbook.

Note: If you previously saved your Note: A workbook name cannot
workbook, the Save As dlalog box coniainthe *: 7><lor"

will not appear since you hawe characters.

already named the workbook

your workbook.




Kreiranje radne sveske:

CREATE A NEW WORKBOOK
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—E Click Q to create Note: If ﬁ Is not displayed M A new workbook appears. A button for the
a new workbook. click f§ on the Standard toolbar The previous workbook is new workbook
to display the button. now hidden behind the new appears on the
workbook. taskbar.

—ll Excel gives the new
workbook a temporary name,
such as Book2, until you




Prelazak izmedu radnih sveskKi:

SWITCH BETWEEN WORKBOOKS
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H Click the name of
the workbook you
want to switch to.

—E1 Click Window to
display a list of all the
workbooks you have
open.
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*4 start T Musio Calleation

M The workbook
appears.

The taskbar
displays a button for

each open workbook.

You can also click the

buttons on the taskbar
to switch between the
open workbooks.

—ll This area shows the
name of the displayed
workboolk.




Uvid u sve aktivne radne sveske:

VIEW ALL OPEN WORKBOOKS
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— Click Window.
—E Click Arrange.

Note: If Arrange does not
appear on the menu, position
the mouse ' over the bottom
of the menu to display the
meny option.
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ﬂ Click OK to arrange
your workbooks.

M The Arrange Windows
dialog box appears.
—E Click an option to select

the way you want to arrange
your open workbooks

(O changes to ().

Prvo je potrebno izabrati na koji nacin e aktivne sveske biti prikazane
Window-Arrange
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Tiled

The workbooks
appear as tiled
squares, allowing
you to clearly
view the contents
of each workbook.

Vertical

The workbooks
appear side by
side.
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Tipovi prkaza radnih sveski:

Horlzontal

The workbooks
appear one
above the other.

Cascade

The workbooks
overlap each other,
allowing you to
clearly view the
title bar of each
workbook.,




Uvid u sve aktivne radne sveske:
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B Your workbooks You can work with only —E To make another To make the current
appear neatly arranged. one workbook at a time. waorkbook current, click workbook fill your screen,
The current workbook anywhere in the workbook. click =] .
displays a dark title bar.

- Moze se raditi istovremeno samo u jednoj radnoj svesci.
- Moguc je aktivni prelazak izmedu radnih sveski.




Poredenje radnih sveskKi:

COMPARE WORKBOOKS
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1l Open the two Click Window in the

workbooks you want to
compare.

Nate: To open a warkbook,
see page 32

current workbool.

Click Compare Side
by Side with to compare
the current workbook
with the other open
workbook.

B Excel displays the
workbooks on your
screen. One workbook
appears above the other
workbook.,

—ll The Compare Side
by Side toclbar also
appears.

ﬂ Tao scroll through the
workbooks, drag the scroll box
up or down in one workbook.
Excel automatically scrolls the
other workbook for you.

] When you finish comparing

the workbooks on your screen,
click Close Side by Side.




Zatvaranje radnih sveskKi:

CLOSE A WORKBOOK
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M Before closing a
workbook, you should
save any changes you
made to the workbook.
To save a workbook,
see page 22.
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—E1 Click File.

—E Click €lese to close
the workbook.
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GUICKLY CLOSE A
WORKBOOK

M The workbook disappears
from your screen.

To quickly close a

M If you had more than one ,
workbook, click [X].

workbook open, the second
last workbook you worked
with appears on your screen.




uvanje pod drugim imenom:

SAVE A WORKBOOK WITH A NEW NAME
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—n Click File. B The Save As dialog <] Type a new name for ] Click Save to save
; box appears. the workbook. your workboaok with the
—E Click Save As.

—ll This area shows the new name.
location where Excel M Excel saves a copy
will store your workbook. of your workbook with
You can click this area the new name.
to change the location.




Editovanje podataka:

EDIT DATA

E Mlcrosoft Cecel - Price Lisi
Pl ek B wes e Fume Tes Das
RIS P 1[I N [ =W [ W F

= Mlorosoft Fxcel - Price List
Fd]ER Bt wen Jwer Famet Tnde  Da
AU S T T W =W N

s and 212 millE o] =

and 2117 miLH E L

07 SR 12600
2 B

|Product Description

| & |Hilang hoots

5
3
&

... HKING HEAVEN
Stap o Hiking Heaven for these orest deals)

depandale

57 00 125000y

r XA
A . E [
HIKING HEAVEN

_'.FII.‘.*di.IcI Description
Hilkeing bools

[l o)

Curablke depondaile

_Etep inio Hiling Heaven Tor hege orest deals|

Price  'in Steck

szyol o

2 Melzon Curabk

For seasangd fikers

_ifwailablein AL
3Borgk  |Allsesson
14 | Top Cords (Cffars [oncer vear

15 B ks Lo
Mo b SRRl sheet? fsheetE S

Edk

¥l Double-click the cell
containing the data you
want to edit.
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A flashing insertion
point appears in the cell.
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—E Press the [« or (& key
to move the insertion point to
where you want to remove or
add characters.

—E] To remove the character to
the left of the insertion point,
press the <Backspace key.

To remove the character
to the right of the insertion
point, press the Delete| key.
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—ﬂ To add data where the
insertion point flashes on
your screen, type the data.

B when yau finish making
changes to the data, press
the 'Enter key.
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REPLACE ALL DATA IN A CELL

—I] Click the cell containing
the data you want to replace
with new data.

H Type the new data and
then press the Enter key.




Brisanje podataka:

DELETE DATA
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—E1 Select the cells E] Press the Dt key. — The data in the cells B To deselect cells, click

containing the data you you selected disappears. any cell.
want to delete. To select

cells, see page 10.




Ponistavanje promena:
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—n Click to undo Note: If 15 not aisplayeg, —l Excel cancels the last To reverse the results
the last change you click ! on the Standard toolbar change you made to your of using the Undo
made to your [o dispiay the button. worksheet. feature, click [&].

worksheet. M You can repeat step 1 to Noie: If 15 nat displayed,
cancel previous changes click B on the Standard toolbar
you made. to dispiay the bution.




Premestanje i kopiranje podataka:

MOVE OR COPY DATA
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LSING DRAG AND DROP

—n Select the cells
containing the data you
want to move. To select
cells, see page 10.

H Position the mouse _
over a border of the
selected cells

(- changes to ).

—E] To move the data, drag
the mouse . to where you
want to place the data.
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LR \ﬁflnlll T 2.{'5le3 i

Sum =007

M To copy data, perform
steps 1 to 3, except
press and hold down the
ctrl| key as you perform
step 3.

—ll The data moves
to the new location.
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UsSING THE TOOLBAR
BUTTONS

—n Select the cells
containing the data
you want to move
or copy. To select
cells, see page 10.
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H Click one of the
following buttons.

4] Move data
d Copy data
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E] Click the cell where
you want to place the
data. This cell will
become the top left cell

M The data appears in
the new location.

Note: A moving, dolted border

oot o may appear around the cells
of the new location. you selected to move or copy.
1 click [&] to place the To remove the border, press

data in the new location. the [Esc ke




Pronalazenje podataka:

FIND DATA
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-n Click Edit. B The Find and Replace H Type the word or Note: A dialog box appears if
—F] Click Find. dialog box appears. number you want to find. Excel cannot find the word or

y— number you specified Click OK
~E] Ciick Find Next to to close the dialog box and then

skip fo step 6

start the search.




Pronalazenje podataka:
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Note: If the Find and Replace dialog
box covers a cell containing the
word or number you want to fing,
Excel will automatically move the
dialog box to a new location.
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14 start 7 Microsef Excel - Wes..

1 Click Find Next to find (] To close the Find and
the next matching word or Replace dialog box at
number. Repeat this step until any time, click Close.
you find the word or number

you are searching for.




3 Mhorosofl [acsl - Western Region Sales

pusbun wrkelp B @ X

FARRR | S Y U N

Zamena podataka:

;Er}jli Y v % oon B e A~

Fingd Reglacs

REPLACE DATA

;_a: (ane) ko

B Offis Oipbosed...

Criebs dheet
7 (e B it ]
10200 Radlazs, .. b, ErhH —
1 | |_'|==h=n 2
12] ,-'m 1 = "
13| L"-=~|1 - ol
14 ﬁ'l'—d '::1I| Montana 1 $i3

[ Trta) L g4
i 4 b R Sheen Csheats Fahedts
Raads

14 start

[ Microsoft Excal - Wes...

—E1 Click Edit.

—E Click Replace.

Fiod whati V
Raplace with: (Eoulder

5 .ﬁ|-|-|:...... r alfo)

An horaas, alseks
Eqn&r Colorado

Note: If Replace does not appear

on the menu, position the mouse 13
over the boltom of the menu fo
aisplay the menu option

Froal | rEI'ﬂﬁmll‘g

[Fals, Montang "§'~t~":'

R=acy

"IF start EY microsoft Excel - Wee...

M The Find and Replace
dialog box appears.

-E] Type the word or
number you want to
replace with new data.

L e Larranann |
CRER \3hl_‘\’-_'l_1 )‘.\h-.F'tZ'fSh’:'Et .frrr

L1 Click this area and
type the word or number
you want to replace the
data you typed in step a.

Note: If the areas alreaay caniain
data, drag the mouse I over the
gxisting data and then type the
word or number




Find | Reglace

Frod wihat; Dramser

Paslsen wikh | Eouldar

| Qgkans ko
1

(sr R |8

Zamena podataka:

Find | Wogiacs

Fiod what: Crmmrrar

Rapdees wikh  Bauldor

(L RECIBPTT R E]

|tFl‘dhnI D [ e ]

B Excel highlights the
first cell containing the
word or number you
specified.

—E Click one of these
options.

835000 ;
’I 000

Replace All - Replace all
occurrences of the word or
number in the worksheet.

Replace - Replace the
word or number.

Find Next - Ignore the
word or number.

II |'\l o

|Las Angsles Caifo

Firu e ot

[Arehorags, Alaska
|Boudar, Cakarac
{Great Falls, Montang

.................. e

Tl:\lal

3|
10} 20‘32 i

11 rL:I= .Ial.l'lﬂﬂ ¢3 [._I:II l:l""IEI -]
12 | Arwc b rqq— Alaska i
15 [Bouide ( “albarach I|"1--

14 |Careal F=1I| |\p‘|J||_-|Ilr: ‘g

[Tt L k44 400 e !
PR \sh»en,{ sheatz .-:'SIF.-H.E.F
Paady

M In this example, Excel
replaces the word or number
and searches for the next
match.

Nate: If you sefected Replace Al in
step 6, a dialog box appears, stating
that the data was replaced. Click oK to
close the dialog bax and then skip fo

H Replace or ignore
maitching data until you
find all the occurrences
of the data you want to
replace.

—ﬂ Click Close to close
the Find and Replace
dialoa box.




Linkovanje (podataka i formula):

B bikorosof| Facel - Wesiern Region Sales

AR R NESC IS NE N N | () s A

‘) ol mlt MW Test Fomed Toss [ebs Whdow  [dp

g T bl ke

BT Mhorosoft Faced - Western Region Sales
‘) ol mle e Test Pomel Toss [ebs  Wedow pdp
g b T o s afells

i anid v zllmle

== = 8

o 0 SR e Ons Ao

ol 21t o B LU EEE (8 o0 IR D e Ay

iz B & -sUMETBE2

=13 - &

A [T
10,2001

11 | ns l‘:'||'||F'I-'-\. Caif |'|""l.-‘| K
121 An- h-'-r-'I ge, ﬁlnkka
13| Dn:-lucr Calorada
14 lar-aalFaII ,Montanz

TR
357 w00 00
300500 00
34035000

i] [ E
g T i
000! §
Ja01 | 44776000

il

2002}

e

A | E

10} Eﬂl btz oy
11 | NS An':.nn--_. Calf |'|"‘l.-‘| § 278A50.00
121 .ﬁ.n. hrr_-'_|.'| JEE =] 25 '-’_‘ii:":l.l_lfl:"'l.
13 [Dn—-mﬂr Calorada J._'rJ_’E-?-u a0
14 | zreat Falls, Montans 390,250.00
15| Total A77.10000 |

b

1H L:u'= Angeles, Calforna) 5]- 31250000
19| Anchorage, Alaska | 44567000
20 | Denyet, Colorada i3 289455 00
31 [Breat Falls, Montana | 4353 270 (8

23[Total { 41.399,985.00

a2l 2 '
W % v phShest) Jshestz foheets S
Raachy

s start

E Microsoft Excel -Wes...

-n Click the cell containing
the data you want to link to
another cell.

F1 Click [42].

17 EWE
1HFL:|'= Angales, Calf G""Iﬁ

191 Arrhu:vr*g- ﬁl=-5|c»:.

21252000
44557000
289456 00 :

i b Sheatl ¢ shestz {sheet. T
Sedect dactinahon and precs EMTER of chooes Pacta

—F] Click the cell where £ click |4
you want to place the

linked data.

- Ukoliko zelite da se podaci iz jedna cCelije pojavljuju i u nekoj drugoj Celiji
mozemo ih linkovati (korisno je kada se koriste formule). Copy-Paste link.










Linkovanje (podataka i formula):

B3 Whorosol| Taced - Western Reginn Sales

(d) ol mle Wew Tt Fomst Tods  pabe Wedow fidp
BRI N WESC I MR8 sN W S AN B

e ML g

B3 Micvosoft [xcel - Wesiern Region Sales

T TV T

) rle ol e Tt fomst Toos s Wedw  Hep T =
= 3. .4 -

rERnEmTe

and - Bl SEE=Es

w1 B .F h_ Ay ﬁ-'.

Mt 5y o

i anid zlt plB rdl == = o8 s SR T A

E - B -SUMESEi2

=13 )]

& | B
10 /2001,
1 [Lns Angeles, Caif n"'-a F
12| A h-'r-'|-1— Fll-‘sk-* L
13|L"-=-||,--r r

278350 00

' 777 40000 |

2% 2163.355.00

Fiotch Dsalinabion Forralbing
O vabosnly
O wales and Pt Fornalting
O Vabyes ared Sowres Farmet g
Epop Souroe Column iWdiks

O Biemating ook

Al
W 4 ¢ kO Shest) [ shest? _{ Slr-.'l:t? 7
Sederr dactinahon and precc ENTER of chones Data

-i'r:f"_s_lart,

M The Paste Options
button appears in your
worksheet.

— Click the Paste
Options button to display
a list of options.

[

|1 Click Link Cells.

Note: The cell you are linking
may not dispiay the same data
as the original cell until you
perform siep 6.

A | B
UEE!L‘L ;

1 [Las Angsles f'-=|| arnial ’.r'ﬂ?.-'n'lj:'u'g
u" An hior ] {257 m00 00
¢'_I'.1 S00.00

i JALL S UL
'-H 17710000 |

31255000
445670 00
255 456 0 |

1 IL:I" HI'I:ICIli‘u Laln I'l""l’:l H
Im“r_hr\r*'g' Alaska g
r[ IeniEr, Colnradn 5 b

|Great Falls, M ontzne
ITmal

P 35227000 '
1'$1,329,985.00 |

+ b vl Shest ¢ shesiz fsheets
=

Bl b Lk el e

A

M The linked data
appears in the cell.

=l The formula bar
displays the location
of the original cell.

M To remove the moving
border around the originaf

. When the data in the
original cell changes, the
linked data alsc changes.

- Linkovanje se moze vrsiti i izmedu razliCitih radnih povrSina (dokumenata).
Upotreba opcije "Update links".




menovanje celija:

B3 Microsof) [ecel - Western Reglon Sales il . B3 Wborosoft Taced - Western Reghon Sales
‘2] ol ol Mew Eeet Fumel Toss Die Wwow bl Tyee a quetn fut bel ‘2] mle Dl Mew Teet Fomst Toos Dabs fiedow  Hep Tyee a qusbon ot bely 8
Rl 0 WEE = NIl SR e S0 N A IR WAL 0 F N P - RN R NERE]IE NNk A SN W Rt A, BRG] Wil T 10 N
o LSS =als e s SSE B A B [ ;o B L WSS SIS e HAEIE B O A
[rtals = ] e

| E | | I i | = =] | 1] | E

i i i B0 i
|los Angeles f'a1 n"m $ 26005000
Anchorage, ek 1§ 23575000
[Brenver, Colorade '§ 25645500
_Iar-aalFaII_ Montang | § 23400000

30 50 o |
IAn h-'r-'- ge, .!:‘|’=~k'4| ; _' il
Delmr Coaleradn 14 256455 00
Gre-a: Fallz ,Montanz 224 000,00

(TR mn i VR s R RS [ =S l\..

Sales Totals | | - [Eales Totals |
A e PLURE I H L-"': Angeles, Calfornaj § 278350001 20000 § 98525500 |
5700000 13T 00 i ; 2| Anchorags, Aleska 1§, 257,900,003 : 2001: §_1,177,10000

Ao T8 A00.50000 13 Denyer, | T o 1T o o ) 2007 § 139948500 ¢
=, Il ontena | 440,450 00 : ! ﬁ_[@lh;a! F:1I!E_, otz (h sanasnob:  Brand 'I_'-:l‘al |
e oyl ¥ A ;. i 1.5§Tn‘l:ai $1 e I—. _
W 4 b R Shestl ¢ Shests -:'She-*. i 2
paady

") start E Microsolt Excel - Wes...

il Select the cells you =] Type the name you SELECT NAMED CELLS 4 Click the name of the

want to name. To select want to use for the cells ; o cells you want to select.
-n Click in this area.

cells, see page 10. and then press the El

] Click this area to Enter] key.
highlight the existing B To deselect cells,
information. click any cell.




Imenovanje celija:

B Mkorosoft Freel - Wesiern Region Sales
fd)ple ot Wew Tset Fomsl otk Dats  Wedow  Hep ussbon fut bel
AR NEWE 1= NNk (N I uh e A | = oo b1 4Lk

B Microsoft [aced - Wesiern Region Sales

AR s EEWETIE VRN e

A) ole Dk Mo Tmet Fwmet Took  Dete  Wndow  fip
WP AR I

8 = -8l Al kR B

s s AATEE I T | - I O AR R

i and AR T o | = I O A A

g + Onr A

E(=5UM[Totals) )

Totas =

[ A ! G i] [
|Las Angeles, Caif ﬁ""lr‘l
hn hrr-'|.1 I=‘=~lc4
DI:-I].-'Et, Cm &

|zreat Falls, Montans 'fl_U'_:Ll oo

A I E I

o5 Angeles Caiforn FE0.050 00 |
ﬁn horags, Alzska 255 750 00 |
[Driver, Colorade 356,455 .00 |
_ISr-;a:FaII;,M ontans 234 000 IJ[.I !

B [ dak

(T4 Ve RS R R =S

986.255.00 |

%

| Sales Tc-tals

‘.-"ti..’n ULI" al s [y __'J__L_l
257 00000 i 2001
_I_| = Colorada Al f]". AIUATH] 5 ,'I 7|

b 107010000,
i 1.383.98500

|Gr=atl Falls, Montana 'T~ 340,350 00 | Gfi"'dTﬂfa|
$1 17710000 | ]

same= 4 3553 590,00

i '?!tart I Microsaft Excel -Wes...

Excel highlights the
cells in your worksheet.

- Imenovanje celija olaksava rad
sa formulama i sumama.

= g | = | on (i

11 |Las Angeles, Caltarn
wiﬁrrhfv_g Alasks
13 | Dienuer, Colorada
|1 If“n-.-:. F_-ill- Iantznz
| 15| Tm!

i s ¢ wihSheet] ¢shesiz £ sheets /
REadys

s start [ Microsoft Excal - Wes...

USING NAMED CELLS IN
FORMULAS AND FUNCTIONS

Naming cells can make
formulas and functions easler
to enter and understand.

M In this example, we use
cells named "Totals" in a
function.

a_rw,_uu-_- :
30 450 O0 ¢

Sdfles Totals |

G Tt L' '

200 u b
I_| 1
2007

'lth 5"' III i

M This cell contains the
function =SUM(Totals)
instead of the function
=SUM(E11:E13).

Nate: For information on
farmulas and functions,
see pages 82 fo 89,




Dodavanje komentara:

ADD A COMMENT

B3 Microsoft Facel - Western Region Sales
st fut bel i) mle mdt Mew et Pome Took  Dats Wdow el
J8 E -8l 4L kR e : R P | = WM - c P WL A, B

Colrs: = | 5 % p %l a0 EF . O A M R 0 B rulEES s
“eorksheck ; 310 - A

A cha E ] [ T [ A [ B
£ Euncten. . ales . i |Hiking Hsaven - Western Reglon Sales
Hans A } i i

J oneert ] | ot ; {2002
4 Lo Angeles. 0 W pey poo _ i (Los Angeles, Calforna; | 326050001
nehorage, Al (0] - SAGT ARG

Hypetink... CiH=E

T smmaposml
T SalesTofals |
§753 008 00! B =
$774 42500 L3280 58000 ] 2af Lindsay o corfim | 77442200
[~ 3105 805 0 [ =mnare.
R RIE
S B i 2 1, it

i 4 ¢ woSheatl f=hestz Faheets

Cal Eldcommented iy Eviy

"I start E Microsoft Excel - Wes...

Ll Click the cell you want Note: If Comment does not —ll A yellow comment box E When you finish typing
to add a comment to. appear on the menu, position appears, displaying your your comment, click

—F1 Click Insert. the mouse 3 aver the bottom name. outside the comment box.

of the menu to display the T
Click ¢ t . ype the comment
-E] ok Lommen menu option. you want to add.

- Korisno je ponekad objasniti ili podsetiti se sta odredene cCelije znace |
to se postize ubacivanjem komentara.




rikaz i1 brisanje komentara:

B Wicrosnf) Tared - Wesizin Regiun Sales

RN HEWE 1 W s

i) ple ol W peet ruma Toss Dets Wiediw e T paz=diun fit el
L )

URE AL e e

Lirdn EdF Conment  ChiHed

=04

£ and sl 2B LI E=ES

Sals s SRl T Oy A

2ol E -l Al b

.
[T Chrb = =
= ==

- ==
A0 - & Los Angsles, Caiformia

=l e g st L S

Crry [ R}

[ A [ E

2

| |Hiking Hsaven - Westarn Raglon Sales |

(2002 4
4 |Los Angeles, Calfornia]

13 1
i« » ko Sheat] fShestz faheets
Cal F10 commanted b Enily

‘s start

E microsoft Excel - Wes..

DISPLAY A COMMENT

—ll Ared triangle ()
appears in a cell that
contains a comment.

—n Position the mouse . g
over the cell containing the
comment you want to view.

lon Sales

~fll The comment box
appears, displaying the
comment.

E To hide the comment

box, move the mouse . 1
outside the cell.

{ CFfica dioboord, E e

(1]

] &

| Enimals

{ Contenbs  De

; e

FT53 00500
$T7443500

DELETE A COMMENT

E] click clear.

=& Click the cell containing
the comment you want to
delete.

—¥1 Click Edit.

'EI Click Comments.

B The red triangle (™)
disappears from the cell.




Ubacivanje simbola:

INSERT SYMBOLS

L runcten:..
Plaina

j -—l‘i Copumant
Fichrn

!'. Hyperink...

ColRE AL g

jusbon loi ey Wi @ X

3 Microsofi Excel - Population Growih -
‘H] e it Wew Dset Fomd Toos Dot Wedow  Hep

Yo b S B EE D A

RS Symbol

Fral

Symzeli | Special Characters

E | F

2003 % Change|
243641 63%.
S

Fent: (LT F} suheet: | Badc Latin

ungs
.‘:u Can W :l' o
Tid Can BT Cond eresc B . + 1

Ty Cen WT Condermed Exira Bal
ordara
wabdnge

-

Tk

Lr) i

¢
K
Mk il

4l Click a cell in your
worksheet where you
want a symbol to

appear.

—¥] Click Insert.

—F] Click Symbol.

Note: If Symbol does not
aopear on the menu, position
the mouse - overthe battom
of the menu to display the
meny aption.

1 [T]

!-_',otcnn'Lnecwrbob
A ElE|¥|O@|™ x| #| =]

Charatler codes: :l.'ll.'l::l [ From: | Unicods (e w

Coma )
2T

S o | |~ jen |I||b. LR -

M=o

=

E 7 .

B The Symbol dialog 1 Click the font that
box appears, displaying provides the symbols
the symbols for the you want to display.
current font.

-E] To display the symbols
for another font, click
in this area.



Ubacivanje simbola:

Svmeli | Spedal Charackers

Bl =

H) o ot Wew umet rwmed Toos Dete  widow  Lidp Troes o ducbun fut bl
RN NEWE N RN NN W

JR AL e

£ Wircdings 12 zi Bl

S =8 % v G S0 EE D e

Font: [wingcing:

¥

(M| o =K

BGE OEET

®
IR
1

AL

2+ BLEEIMRE

v | At

i

-!-l-|¢$ b g

o~
= | &

% U

B RE|<|» |4 viC|2(00€
Al | N[
: e

o [ x| v|m[@|E
7

p €

Wingdngs: 233

Pacanthy wad syrbaols

£|¥%|0|®™+|# =

Charather vixdks: :E:I:I B

+|x|w:|_.||.|j

Fratn: | Fymiteol ddecinal] -

LN = L Ra =

E

2003 :%Changeé
{334,364 0 B3%
= 2%

T

(= ) n)

in this area.

—ll The symbols for the
font you selected appear

—E Click the symbal you

want to place in your

worksheet.

gu

(4 Click Insert to insert
the symbol into your
worksheet.

—ﬂ Click Close to close
the Symbol dialog box.

! = |
i ¢ v whShestl ¢ shest? f Sheets /
Raacdy

"l start

E Microsoft Excei - Pop...

—ll The symbol appears
in your worksheet.

M To remove a symbol
from your worksheet,
double-click the cell
displaying the symbol._
Then drag the mouse L
over the symbol until
you highlight the symbol
and press the Delete key.




Promena sirine kolona:

CHANGE COLUMN WIDTH

E5 Microsofi Face| - Sales Repar| EE= B3 Mkorosofi Face| - Sales Repar|

Fd) ple ol W Dest Fomel Toos Dete  fdow el Tree o quzbon fut bely id] ple Ct Wew Teet Fumet Toos  Dets Wiedow  Hep Ty o quzbon fuf bel

AR -1 W P WE A - TR W WA | sl oo dl il e e RN NESE = WER 8 N W A ERCI| Nt |8 08 0 N -
and 212 o B LU SEEZES % 0 HIIE Ea oA B [ 2 o B LU ESEES 0 0 WS IGE [ O A

HZ1 - =
[' A 3 B g 1
Hiking Heaven - Salss Report

Dot ?f'i::-_r ‘;”: ..... o
rizmi, Flaridz
Tk

4|0 L s Lk —

= |

12 3 ,
13 |Detroit Mictigan | $32542570
14 |hdiami, Flondz | }3.’-:-.-‘,.*:-:'5 0
W 4 b whsheatl fsheat? fShasts f
R=ady

4 start

$325425
$257 268

E microsont Excel - Sale...

-n To change the width
of a column, position the
mouse -+ over the right

edge of the column heading

(. changes to «+).

4 Drag the column
edge until the dashed
line displays the column
width you want.

=l The column displays
the new width.

FIT LONGEST ITEM

—n To change a column
width to fit the longest
itermn in the column,
double-click the right
edge of the column
heading.




Promena sirine redova:

B Mbcrosofi Facel - Sales Report

i) ol e Mew Test Fume Toss  Date Yaedow  Heln Ty a qussbun f
RN NERT I RN s W

Fla-c 8 x4l ke

B Mbcrosofl Farel - Sales Report

R N ME N Wt - s

iZ] ol Dt Wew Tset Fumed Toss Debs  Widow el
F]9 -

SR E oML e

i and 2 gl B L HIE=E =08 % 0 S E e O A

i and 2 B L EE =S % o B GE . A

H21 - &

H21 )

&

B (K]

|I:fcr|ﬂ;r Calorade
Pelr ait |1'1 ‘

& | B

=R 0D | E

|H|k|ng Heaven . Sales Report; I-" epared by Linda Hams

4 [Chicapn, linais

13 |Detrait, Michigan

14 |Mvtizmi, Flondz
o4 b mhShestl ¢ shestz fshests /0

Raady

-n To change the
height of a row,
position the mouse -2
over the bottom edge
of the row heading

(- changes to 4 ).

$:-2'= -1-'-"
$257 26

4 Drag the row edge
until the dashed line
displays the row height
you want.

5 F‘r—-n..v—r Coloradao
B 'L'r-lrf-ir Mictigan
2 Ml l-ncrl‘.:

3206370

30 DEJ
$208 975 oo

Lo 'B I
L] H

||I"n| am:- llinois

12 |Denver, Colorada !
W a ¢ e Sheatl ¢ shestz £ sheets /

Raady

¥) start

E Microsoft Excel - Sale...

=l The row displays
the new height.

F280 5901
125885

TR o

FIT TALLEST ITEM

—n To change a row
height to fit the tallest
item in the row, double-
click the bottom edge
of the row heading.




Umetanje redova i kolona:

INSERT A ROW
I microsof! Facel - Soccer Toursament
i) ol ot Gew Uit T ;
RN RETE ol ] "|EE'1111§{5"¥ : RN RETE IF NENL- N W e AL X -|¥E-1lilg4j.g
s ' o SRR B o A B [ 22 o[Blrp EEIFHEIS e 0 RS GE DA
o rkatect 24 b bl

i I | [ F B H ; A S vl B E
1 |ABC Compan £ funcen. i | |ABC Company Soccer Tournament i

I Microsofl Fxcel - Soccer Tourmamen
i) ple e MW Dt Pomel Toss et Wadow  Help
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Flchesy i [ }
B Hipednk., © T 11 E i peflan'sBoys | 4 1 1]
. ® ; i i R S
ZlHeaders : 1 i o4 1 1 | 3L | | T
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121
i3]
1

icl 2 I 1 | e . Sk s e
i 4 ¢ wiShest] (shestz £ shaets : 4 v whsheets ( shest2 [ Sheets /
paady ; paady

. 12:00 PM *J start

i1 start E Microsolt Excel - Soce.. E Microsolt Excel - Soce..

Excel will insert a row —F Click Insert. —fll The new row appears
above the row you select.

B To deselect a row,

E] Click Rows. and all the rows that click any cell.
—E1 To select a row, click the follow shift downward.

row number.




metanje redova i kolona:

B Microsoft Fxcel - Soocer Tourmamen
i) o e

‘d) ple e Mew et Fome Todk  Dae  Wedow  fdp
AN e

jus=ton Tor bely

e AN NERC 1T NESk- 4 W STw s AL EXCR ) AR TR Y
Colrs | I e ] - anid 0z B LU SES=SE 8 % B AR T -
“eorkshe - - : E A - -

Bl chat. [0 3 [

S Functon. ..

B (o] [ v
MBC Company Soccar Tournament

Hans

Fichuas

Erians Boys | ipwisk.. Sk
aam Saint | ¥

Ertan's Bows
aEm St
WWe Score

i
1

a fen -u:n-_.lul-.l.x I;l.l}l'\u|_—-

=3

|

= |

(i .
i 4 v whShest] ¢ shest? f shasts f ! W & v whSheat) fshest? fsheets /
Raaly Raady

|

*J start E! Microsolt Excel - Socc.. *) start E Microsc Excel - Soce..

Excel will insert a column 4 Click Insert. —ll The new column appears M To deselect a
to the left of the column

Y Click Columns. and all the columns that column, click any
you select. follow shift to the right. cell.

—n To select a column, click
the column letter.




Brisanje redova i kolona:

DELETE A ROW

B Microsoft Fxced - Soccer Tour nament : B Microsoft Fxced - Soccer Tour nament
‘) ol e Mew et Fome Took Date Whedow  pdp Tree a ucbun for bela  f
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5 [Team Spint

5 |VVe Score
{Feadars ;
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—E To select the row ] Click Edit. M The row disappears B To deselect a row,
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click the row number. -E] Click Delete follow shift upward.

to delete the row.
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DELETE A COLUMN
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the column letter. the columns that
follow shift to the
left.

to delete the column.
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cells. To select cells, see
page 10.
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4 Click Insert.
<] Click Cells.
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M The Insert dialog box
appears.

-ﬂ Click an option to shift
the surrounding cells to
the right or down to make
room for the new cells

(D changesto &).

259 240 00

= Click OK to insert
the cells.

—ll Excel inserts the
new cells and shifts the
surrcunding cells in the
direction you specified.

B To deselect cells,
click any cell.
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Select the cells you
want to delete. To select
cells, see page 10.

—F] Click Edit.
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Click Delete.

B The Delete dialog box
appears.

L1 Click an option to shift
the surrounding cells to the
left or up to fill the empty
space () changesto @).

— Click oK to delete the
cells.

B Excel removes the cells
and shifts the surrounding
cells in the direction you
specified.

B To deselect cells, click
any cell.
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SPLIT A WORKSHEET VERTICALLY
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to ..“..} split your worksheet. B To move through the the dividing line, click
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Formule i funkcije u Excelu:

- Kors¢enje Excela za izraCunavanje
podataka uz upotrebu formula i funkcija




Operatori:

OPERATORS

A formula can contain one or more
operators. An operator specifies the
type of calculation you want to perform.

Arithmetic Operators Comparison Operators

You can use arithmetic You can use comparison B 7
operators to perform [ operators to compare
mathematical two values. Comparison

5
calculations. operators return a value \_!,: A1=B1
of TRUE or FALSE.

Operator | Description Operator Description
Addition (A1+B1) = Equal to (A1=B1)
Subtraction (A1-B1) = Greater than (A1=B1)
Multiplication (A1"B1) < Less than (A1<B1)
Division (A1/B1) Greater than or equal to (A1==B1)
Percent (A19%) Less than or equal to (A1<=B1)
Exponentiation (A1°B1) Mot equal to (Al1<=B1)

- Malo se prilagoditi specificnoj sintaksi koju koristi Excel.




Redosled operacija:

ORDER OF CALCULATIONS

When a formula contains
more than one operator, Excel
performs the calculations in a
specific order.

Order of Calculations
Percent (%)
Exponentiation (")

Multiplication (*) and
Division (/)

Addition (+) and
Subtraction (-)

Comparison operators

|

=A1+A2+A3*A4

=2+4+6°8=54

=A1+(A2+A3)*Ad

=2+(4+6)*8=82

=AT#(A3-A2)+A4
=2#(6-4)+8=12

=A2*A1+A)
=4%+6=12

You can use parentheses ( ) to
change the order in which Excel
performs calculations. Excel will
perform the calculations inside
the parentheses first.

| CELL REFERENCES

When entering formulas, use cell

references instead of actual data

whenever possible. For example,

enter the formula =A1+A2 instead
of =10+20.

When you use cell references and
you change a number used in a
formula, Excel will automatically
redo the calculation for you.




Funkcije:

A function is a ready-to-use
formula that you can use to
perform a calculation on the
data in your worksheet.
Examples of commonly used
functions include AVERAGE,
COUNT, MAX and SUM.

M A function always begins
with an equal sign (=).

M The data Excel will use to
calculate a function is
enclosed in parentheses ( ).

=AVERAGE(A1:A4)
=(10+20+30+40)/4 = 25

=COUNT(A1:A4) = 4

=MAX(A1:A4) = 40

=SUM(A1:A4)
=10+20+30+40 = 100

- Funkcije uvek pocinju sa znakom "="
- Podaci koje Excel koristi za proraCun naze se u zagradama.

Specify Individual Cells

When a comma (,) separates cell
references in a function, Excel uses
each cell to perform the calculation.
For example, =SUM(A1,A2,A3) is the
same as the formula =A1+A2+A3.

Specify a Group of Cells

When a colon (:) separates cell
references in a function, Excel uses

the specified cells and all cells between
them to perform the calculation.

For example, =SUM(A1:A3) is the same
as the formula =A1+A2+A3.







Unosenje formule:

ENTER A FORMULA
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-n Click the cell where
you want to enter a
formula.

—E Type an equal

sign (=) to begin the
formula.
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E microsoft Excel - Com...

=1 Type the formula and
then press the |Enter key.

Note: As you enter the formula,
Excel adds a colored outfine to
gach cell you refer to in the
formula.

e T

7_|Hatfilzen L$1,20000 §

i 4 b v Sheatl fshest? fshaets f
Raady
14 start

E microsoft Excel - Com...

=l The result of the
calculation appears
in the cell.

The formula bar
displays the formula
for the cell.

—El To view the formula
you entered, click the
cell containing the
formula.
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EDIT A FORMULA Excel outlines sach -E Press the [« or [=] %1 To add data where
_n Double-click the cell cell used in the formula key to move the flashing the insertion point

containing the formula with a different color. insertion point to where flashes on your

you want to change. you want to remove or add screen, type the data.

characters. E] When you finish
M To remove the character making changes to

to the left of the insertion the formula, press the
point, press the “Backspace Enter| key.

key.

—ll The formula appears
in the cell.
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ENTER A FUNCTION
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function. of available functions. you want to use, select All to

-E Click to enter a -EI Click the category display a list of all the funcfions
function. containing the function
you want to use.
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the function you selected.

—E Click OK to continue.
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B The Function Arguments
dialog box appears. If the
dialog box covers data you
want to use in the function,
you can move the dialog
box to a new location.

H To move the dialog
box, position the mouse .
over the title bar and then
drag the dialog box to a
new location.

- Mora se uvek napisati u odnosu na koje podatke se funkcija primenjuje.
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Note: If the number you want
to use does not appear in your
worksheet type the number.
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Funciion Arguments
M
rsmneel Fd
[T (5
Mumber= Fe

-, L., duby T August Septehber! 1 Toll |
Froduct Costs | $12250 00 §15,00000 $1z4%000] §aE 0000
|[Ermploves Viages! $11,000,00 $10,900.00; $12 04000

|Fent | $1200.00! $120 1

Nl R —

Muriherd F7

(aa]

Nthn'Eu_
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Addz ol the numb=s ina range of cals,

1| Total Expenses:

Mumber: numbar]; nurbor? .. . ate 1 ko 30 sambers o sun Logealvalues anditess i !

are ignonad i ells, ircludad FEyped as angaerts.

Formula resdt = 407, 7060 1 :
A — 14 - '

el o s furction ; 2 ] 4 4 v whSheat] ¢ shest? f5heets £

Raadys

i start E Microsoft Excal - 3rd... 2 atart E Microsaft Excal - 3rd..

—E To enter another il Click oK to enter =l The result of the function M The formula bar
number for the function, the function into your appears in the cell. displays the function
click the next box. worksheet. for the cell.

m Repeat steps 8 and 2
until you have entered all
the numbers you want to
use in the function.




B3 microsofl [ecel - Sales Report
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lzvodenje osnovnih operacija:

PERFORM COMMON CALCULATIONS

‘o] ple ot ew et Fomel ook Dete Bhedow Hep
[]# .-

LB r gLz = g

R

i = KR =AVERAGEBY B

A =] G | o M0

{ &
(Hiking Heaven - Salas Repolt ;=renarad by Bty Sl

Location
hicaoe, linois__

N m R

i
1 {HikIng Heaven

Location Salas

A E (|
+’56lss Report ;Fregarsd by BRI S

3306 050 00)

= il

i+ v mlShestl fshest? 0 sheets /f

Note: If [B.z] is not displayed
click © on the Standard
toolbar to display the button,

=] Click the calculation
you want to perform.

Nate: If you want to quickly add
the numbers, you can dick |E]
instead of performing stegs 2
and .

il Click the cell below

or to the right of the cells
containing the numbers
you want to include in the
calculation.

—F] Click [1] in this area to
display a list of common
calculations.

v whShest] ¢ shesiz fSheets f

*J start E Microsoft Excel - Saik...

—ll A moving outline appears

around the cells that Excel will
include in the calculation.

B If Excel outlines the wrong
cells, you can select the cells
that contain the numbers
you want to include in the
calculation. To select cells,
see page 10.

M The cell you selected
in step 1 displays the
function Excel will use to
perform the calculation.




lzvodenje osnovnih operacija:

B3 Microsoft [acel - Sales Regort = |5 B3 Microsoft [acel - Sabes Regr
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; vichigen. 0 000 & |Lietrait, M s Faeoedooog o 0o
| Mizi, Floride FIEEATE OO # Miami, Florids F25E a7 ] i
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= : ! 1
¥ o4 v whSheatl  shestz f shaets
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ﬂ Press the |Enter key to The result of the QUICKLY ADD NUMBERS This area displays
perform the calculation. calculation appears. You can quickly display the sum of the cells
the sum of a list of you selected.
Sum Adds a list of numbers. numbers without entering
a formula into your
Average = Calculates the average worksheet. - Desnim klikom

value of a list of numbers.

- Znaéenje ponudenih —n Select the cells containing mozemo izabrati

the numbers you want to add.

C . .
M im0 osnovnih operacija. To select cells, see page 10. vrstu brzog pokaza
Max Finds the largest value in a

list of numbers.

Min Finds the smallest value in
a list of numbers.



Kopiranje formula:

COPY A FORMULA—USING RELATIVE REFERENCES

BT mborosoft Fxcel - Salec

L A 4

‘2] ol b M Tmet Fomel Toss Dets Wedow  fen

8 E - BLEL AR

‘2] ple Dt M Emet Fomel Toos  Debs  hdedow Help
AR R NERTINE NN A SN W e AN SECRA W T 10 ¢ N

AR R NESE IR Nl-Mi- 4 NI e s AL B

w1 zlB === 08 % 0 S8

Elms A

iz m B LSS =S %o R e A

% =B5+HE+ET +E8

Fa=BE+HE+ET+HEH )
- |

[Jaruary |
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S5

(e BN RRSC R EFT RN )

6 [Februery | $5,037 UCI,LL

E rarch

;ﬂmwmmmmimm_w

1

3

1 |
LE LF

Februery |
7 |March

g | Apl
ST O

. fal)

11 |

2

= s

i 4 b el Shest] fshest? {shests
Faad s

‘s start

E Microsolt Excel - Sak...

The formula bar
displays the formula
for the cell.

-I] Enter the formula you
want to copy to other cells. To
enter a formula, see page 84.

-E Click the cell containing
the formula you want to copy.

B | Apnl

i b e Shest) fshestz {shests
Cvag oubdda eaiection to exterd eeres oF fIE crag inade o clear

"Tistart S wiroson Excel - Sak..

—E1 Position the mouse -1
over the bottom right corner

of the cell (-1 changes to ).

L1 Drag the mouse —+
over the cells you want

to receive a copy of the
formula.

- Istu formulu mozemo lako iskopirati da bi je koristili u razliCitim delovima radnog
panela., a moze se kopirati i u razliCite dokumente kao link.




Kopiranje formula:

B3 microsoft [ecel - Sales B microsoft Facel - Sales
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Pzady Sum=}1=0 211 00 Cris Pzady

_i::;t:'r_t E microsaft Excsd - Sale... _T:;;t?r_t E Micresoft Excel - Sale...

— The results of the The Aute Fill Options button —E To view one of the new The formula bar
formulas appear. also appears. You can click the farmulas, click a cell that displays the formula with

button and then select an option received a copy of the formula. the new cell references.
to change the way Excel copies
the formula. For example, you
can specify that Excel should
not use the formatting from the
original cell.




Kopiranje formula - apsolutna referenca:

What is an absolute

D
reference?

Kerrie
An absolute reference Sales 8,200

is a cell reference that
does not change when Commission % 1.640
you copy a formula. To =
make a cell reference
absolute, type a dollar
sign (%) before both the d 0.2 —
column letter and row &,

number, such as $A$7. —
mm) (-sascz)  (=sas7p2)

This cell contains When you copy the formula to other

the formula cells in your worksheet, Excel does

=5AST7'B2. not change the absolute reference
in the new formulas.

|Commissicn Rate|

Apsolutna refernca predstavlja ¢eliju koja se ne menja kada se nad njom izvrSava
neka racunska operacija. Apsolutnu referencu upisujemo sa znakom $ ispred
slova od kolone i broja reda (relativhe reference su promenljive Celije).




Kopiranje formula - apsolutna referenca:

COPY A FORMULA—USING ABSOLUTE REFERENCES

E= Microsoft Cucel - Sales
PA] B Eor Wew e Famst Toie e

&

1=k
Al Ee B wew jwee Famet Tods Dea Gedos g Fy i it
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EC 1 ELha
E Bt G
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2003 ' Total

;E_mpln:--.ru Eonus

BN §i0.961 00] %7 a3 00 =FHE17E5

B $I04B7000 %23 53300

10058000

B30

CRCE T 1_,{ sheaiz fsheatz f

—n Enter the data you
want to use in all the
formulas.

E1 Enter the formula you
want to copy to other
cells. To enter a formula,
see page 84.

B(=3H1F5 )
E B
ZFm:-Ir.' (e Bonlls Rate

‘Employees Ecnus
[ £1.48132

$10,058 0] .
 IEIDNTERGINE EERRULE
150 611 00

£
£

of4 » Wil mrwen ¢heez feheerz f
bz ciskads seksckion o axtend sedees o fll) drag insds ko ded
|4 start Y Misrosoft Exoel - Sale...

) Position the mouse - ¢
over the bottom right corner
of the cell (- changes to +)

E1 click the cell
containing the formula
you want to copy.

—E Drag the mouse <+ over
the cells you want to receive
a copy of the formula.

—ll The formula bar
displays the formula
for the cell.




Kopiranje formula - apsolutna referenca:

= Microsoft Fecel - Seles |
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—ll The results of the The Auto Fill Options button A To view one of the new The formula bar displays
formulas appear. also appears. You can click the formulas, click a cell that the formula with the absolute

button and then select an option received a copy of the reference and the new cell
to change the way Excel copies formula. reference.

the formula. For example, you

can specify that Excel should

not use the formatting from the

original cell.




Prikazivanje liste formula umesto liste rezultata:

DISPLAY ALL FORMULAS
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I These cells contain The formula bar —n To display the formulas in EI Click Options.
formulas. By default, displays the formula yvour worksheet, click Tools. B The Options dialog box
Excel displays formula for the active cell.

appears.
results in your worksheet. PP




Prikazivanje liste formula umesto liste rezultata:
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E] Click the View tab.

—ﬂ Click Formulas
(] changes to [4]).

Spaling | Secuky
| Custonlisls || Chai
[¥] windows in Taskbar

{03 Cowment 2 ndcakor

Chvack A

[#] tonicort e sord b
E wertal sorol b
[#] Shant takis

B Microsodt Fecel - Flrst Quiarisr Sales
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=1 Click OK to confirm
your change.
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*4 start

£ Micromoft Exosl - Finst...
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—ll The formulas appear
in your worksheet,

M Excel automatically
adjusts the column widths
to clearly display the
formulas.

LaksSi metod (koji se zaboravlja).

B To once again show
the formula results in your
warksheet, repeat steps 1
to 5 ([] changes to []
in step 4).



Ceste greske u pisanju formula:

COMMON ERRORS IN FORMULAS

7
An error message appears when u
Excel cannot properly calculate -

or display the result of a formula.

= Y 7 #DIVio!

The column is too | The formula divides a
narrow to display the | number by zero (0).
result of the calculation. Excel considers a

You can change the blank cell to have a
column width to display value of zero.
the result. To change 1 This cell coniains

the column width, see L the formula =A1/A2
page 66. =50/0

'———————— 1 This cell contains
the formula =A1*A2 #D IV/O '
[ ]
#NAME? | #REF!
The formula contains a DL_\ The formula refers to a

function name or cell cell that is not valid. 7
#l This cell contains the H

reference Excel does
formula =A1+A2+A3

not recognize.
In this example, a row

2

3

4
il This cell contains the 5

6 containing a cell used in
In this example, the cell e the formula was deleted. # R E F '
reference Al was typed =

formula =AQ+A2+A3
incarrectly.

A #VALUE! cruso %
10 The formula refers to a nE {:5;';-; S #VAI U E '
20 cell that Excel cannot " T n

January use in a calculation.

#VALUE! M This cell contains the
formula =A1+A2+A3

: - -
In this example, a cell ... Circular Reference C I c u I a
used in the formula =A1+A2+A3+A4 | )
contains text. e 4 A warning message appears

when a formula refers to the
cell containing the formula.

e Reference

This cell contains the
formula =A1+A2+A3+A4




Malo opustanja ... rad sa panelima:




Promena prikaza ekrana (Zoom):

ZOOM IN OR OUT

B Microsodt Fecel - My Moy Pudge
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Gas )

| 10| Phana bil

_ Totnl Savings: %535

Morthly Income:
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| 12 Grocenes L 525000

_d1s000;

Yol Ervtagsd ST

12 Entartain ment
L L N T

4 4 bl O CE
Mo4 kb SEmell fsheetz f shears S

& Click [z] in this area
to display a list of zoom
settings.

Note: If the Zoom area Is not
dispiayed, ciick @ on the
Standard toolbar to display
the area

F40.00

4 Click the zoom setting
you want to use.

Note: If you select cells before
performing step 1, the
Selection Seiting enlarges the
Selected cells to BN ife window:
To select cells, see page 10

M The worksheet
appears in the new zoom
setting. You can edit the
worksheet as usual.

M To return to the normal
zoom setting, repeat
steps 1 and 2, selecting
100% in step 2.




Prikaz "punog"” ekrana:

DISPLAY FULL SCREEN
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A Click View. Note: If Full Screen does nat M Excel hides parts of the Note: You can also repeat
F1 Click Full S ] appear on the menu, pasition screen to display a larger sleps 1 and 2 to once again
ol Full Sereen ihe mouse U over the botiom working area. display the hidden parts of

of ihe menu fo aisplay the M To once again display the the screen.
menu option. hidden parts of the screen,
click Close Full Screen.




(Ne)prikaz statusnog menija:

DISPLAY OR HIDE THE STATUS BAR
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Ll Click View. F click status Bar to

display or hide the bar.

Excel displays or
hides the status bar.

Note: Hiding the stalus bar

—ll A check mark (v)
appears beside Status
Bar if the bar is currently
displayed.

Note: If Stafus Bar does not
appear on the menu, position
the mouse Uy over the bottom
of the menu to display the
menu option.

rovides a largerand less
cluttered working area.




(Ne)prikaz radnog panela:

DISPLAY OR HIDE A TOOLBAR
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Efﬂ I't £ Microsoft Excel - Inve...

ick View. ist of toolbars appears. xcel displays or - A scregn displaying fewer
— Click —ll A list of toolb Excel displ Note: A displaying fe
: A check mark (v) appears hides the toolbar you toolbars provides a larger and
Click Teolbars.
—H Click Toolbars beside the name of each selected. less clutterad working area
toolbar that is currently
displayed.

—E] Click the name of the
toolbar you want to display




Pomeranje radnog panela:

MOVE A TOOLBAR
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1 Position the mouse b E Drag the toolbar The toolbar appears
over the left edge of the to a new location. in the new location.

toolbar you want to move

(Ui changes to «b).




romena sirina radnog panela:

RESIZE A TOOLBAR
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—E1 Position the mouse & E1 Drag the mouse «» —ll The toolbar displays M The new toolbar size
over the left edge of the until the toclbar is the the new size. affects the size of other
toolbar you want to resize size you want. toolbars on the same row.

(% changes to +f+).
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Promena fontova:

CHANGE FONT OF DATA
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i Select the cells containing
the data you want to change
to a different font. To select
cells, see page 10.

—F1 Click 1] in this area to
display a list of the available
fonts.

the area.

Note: If the Font area s not
displayed, click B on the
Fonn&!ﬂng tooibar to G'J’Spf&}f

1 Click the font you
want to use.

—ll The data changes to
the font you selected.

M To deselect cells, click
any cell.




Promena velicine slova:

CHANGE SIZE OF DATA
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“ Select the cells
containing the data you
want to change to a
new size. To select
cells, see page 10.

¥ Click 1] in this area
to display a list of the
available sizes.

Nate: If ihe Fant Size area Is
not displayed, click @ on the
Formatting toolbar to display
the area

—E] Click the size you
want to use.

—(ABC Company Soccer Tournament ) |

jLosees; Ties

—ll The data changes to
the size you selected.

M To deselect cells, click
any cell.




"Generalna"” promena fontova:

CHANGE FONT FOR ALL NEW WORKBOOKS
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—E1 Click Tools.
_F] Click Options.
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£ Microsoft Excel - Sals...

B The Options dialog
box appears.
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E] Click the General tab.

—ﬂ To select the font you
want to use for all your
new workbooks, click
in this area.

E Click the font you
want to use.




"Generalna"” promena fontova:
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[ To select the font size E click oK to confirm M A dialog box appears, M You must now exit and
you want to use for all your changes. stating that you must exit restart Excel to use the
your new workbooks, Excel and restart the program font in new workbooks
click in this area. for the changes to take effect. you create. To exit and

—§d Click the font size you —E] Click 0K to continue. restart Excel, see page 4.
want to use.




Bold-Italic-Underline

BOLD, ITALICIZE OR UNDERLINE DATA
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—E1 Select the cells
containing the data you
want to bold, italicize or
underline. To select
cells, see page 10.

o4 » v siwenl [ sheanz ¢ sheorzs f

4 Click one of the following
buttons.

Bold
Italic
[u] Underline

Noig: If the button you want Is not
displayed ciick B on the Formatting
toolbar to display the button.

3l Teams | Wins

Erian's Boya
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Losses

i
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—ll The data appears in
the style you selected.

M To deselect cells,
click any cell.

M To remove a bold,
italic or underline style,
repeat steps 1 and 2.




Horizontalno centriranje:

CHANGE HORIZONTAL ALIGNMENT OF DATA
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—n Select the cells 4 Click one of the following The data appears in M To deselect cells, click
containing the data buttons. the new alignment. any cell.
you want to align E] Left alian
differently. To select 9 i
cells, see page 10. [=] Center

|=] Right align
Note: Ifthe button you want is not

displayed, click @ on the Formatting
toolbar to display the buton,




Vertikalno centriranje:

CHANGE VERTICAL ALIGNMENT OF DATA
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—n Select the cells containing
the data you want to align
differently. To select cells,
see page 10.
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—E Click Format.

—E1 Click cells.

|
$135.00: i :

B The Format Cells
dialog box appears.




Vertikalno centriranje:
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] Click the Alignment tab.

—E Click this area to select
the way you want to align
the data.

11 Click the way you
want to align the data.

{4 Click OK to confirm
your change.
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E Microaaft Exosl - Pria...

B To deselect cells,

—l The data displays the
click any cell.

new alignment.

Note: If the data does not display
ihe new allgnment, you may need
to Increase the height of the row.
To change the row helght, see
page 67.




Promena prikaza podataka:
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il Select the cells
containing the data you
want to change. To select
cells, see page 10.

F Click Format.

] Click cells.

M The Format Cells
dialog box appears.
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L1 Click the Font tab.

—E To select a font for
the data, click the font
you want to use.

E° Miorasoft Exoel- Sals..

H To select a style for
the data, click the style
you want to use.

(8 To select a size for
the data, click the size
you want to use.
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L] To select an effect for
the data, click the effect

you want to use
([ changes to [ ).

) To select a color
for the data, click this
area.

il Click the color you
want to use.
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Ll To select an
underline style for the
data, click this area.

—E Click the underline
style you want to use.

Sum=743.E¢

This area displays
a preview of how the
data will appear in your
worksheet.

LE] Click OK to apply
your changes to the
data you selected.




Promena boje podataka:

CHANGE DATA COLOR
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i Select the cells
containing the data you
want to change to a
different color. To select
cells, see page 10.

—E Click Ij in this area to
display the available colors.
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Note: If (&l Is not displayed
click B on the Formatting
toolbar to display the button.

] Click the color you
want to use.

| Mew Linney §25

W4 e wh el f Sheats f sheats S
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—ll The data appears in
the color you selected.

M To deselect cells, click
any cell.

M To return data to its
original color, repeat
steps 1 to 3, selecting
Automatic in step 3.




Promena boje celija:

CHANGE CELL COLOR
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Select the cells you Note: If [2a=] is not displaved — The cells appear in M To remove color
want to change to a click B on the Formatting the color you selected. from cells, repeat
dlf{le-rent color. T?Dselect toolbar io alsplay the button. B To deselect cells, steps_1 Ito 3, selecting
cells, see page 1U. Click the color you click any cell. No Fill in step 3.
—E Click Ij in this area want to use.

to display the available
colors.




Formatiranje podataka:

INDENT DATA
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—n Select the cells
containing the data you
want to indent. To select
cells, see page 10.
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P Click ] to indent
the data.

Note: If [£&] is not displayed,
click @ on the Formatting
toolbar to alsplay the button.
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—l Excel indents the data.

M You can repeat step 2
to further indent the data.

Ao

18 1 |

To decrease the
indent, click [#&].
Note: If (28] s ot displayed
click @ on the Formatting
toolbar to alspiay the button.

M To deselect cells,
click any cell.




Centriranje podataka:

CENTER DATA ACROSS COLUMNS
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—E Select the cells you 74 Click =] to center —ll Excel centers the data M If you no longer want
want to center the data the data across the across the columns. to center the data across
across. To select cells, columns. the columns, click the cell
see page 10. Note: If [E] Is not displayed that contains the data
Note: The first cell you select click B on the Formatting and then repeat step 2.

shouid conialn the daia you loolbar fo display ihe bution.
want fo cenier.




"Zaokretanje" teksta unutar celije:

WRAP TEXT IN CELLS
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—n Select the cells containing
the text you want to wrap.
To select cells, see page 10.
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1 Click Format. B The Format Cells

—E] Click Cells. dialog box appears.
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1] Click OK to confirm
your change.

L1 Click the Alignment tab.

—E Click Wrap text
([0 changes to [F]).
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—ll The text wraps within
the cells you selected.

M Excel automatically
adjusts the row heights
to fit the wrapped text.

&40 nnl

mf
i

$38.00]

M To deselect cells,
click any cell.



Dodavanje bordure:

ADD BORDERS TO CELLS

= Microsofi Fucel - Waclsrm Realom Sales

= Microsofi Furel - Weclarm Reafom Salss
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H Click Draw Borders.

B The Borders toolbar
appears.

—ﬂ Click Ij in this area.
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4 ) R e e
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You can use the scroll

E] To select a line style
for the border, click this
area.

bar to browse through
the available ling styles.

—1 Click the line style
you want to use.




Bojenje bordure:

= Microsoft Frcel - Westarn Regiam Sales
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Bl To select a color for
the border, click [__{_|

[ click the color youl
want to use.

A2 | . &
- - . 5

. aze 355 00

2001 5 T

588,255.00

2002/ 3 13099

Ira 5000

k4 Position the mouse »
where you want the border
to begin.

—E] Drag the mouse » to
where you want the border
to end.

—l The border appears.

M You can repeat steps 7
and & for each border you
want to add.

—ll When you finish adding
borders, click [].

—l To hide the Borders
toolbar, click .




Promena formata brojeva:

CHANGE NUMBER FORMAT

= Microsoflt Decsl - Sewing Store

E Microselt Farsl - Sawing Store
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Raady um =266

_%_&'raﬁ ' Miorosaft Exoel - Sew... "4 start 5 Misrosoft Exoel - Sew..

Ll Select the cells E] Click Cells. —1 Click the Number tab. M This area displays the

containing the numbers B The Format Cells —H Click the category that options for the category

you want to format. To dialog box appears Ny e yvou selected. The available
’ options depend on the

select cells, see page 10. the cells you selected.

] Click Format. category you selected.




romena formata brojeva:
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L To select the number

of decimal places you want
the numbers to display,
double-click this area.
Then type the number

of decimal places.

¥ To select the way you
want negative numbers to
appeatr, click one of the
available styles.

This area displays
a sample of how the
numbers will appear.

] click 0K to apply
your changes.

B —nores

(s e i)z 5 A M

o] 4 5wl sFwey fsheiz Fokeets

=y
i stant £ Mioramefi Exol - S,

The numbers display

1 select the cells
containing the numbers
you want to format.

the changes you specified.
QUICKLY FORMAT NUMBERS

¢4 Click one of the following
buttons.

|5] currency
[] Percent

o] comma
5] Add a decimal place
|#i] Remove a decimal place




Uslovno formatiranje:

APPLY CONDITIONAL FORMATTING

P Microsoit Fucel - Invwmlory
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Sumi=12683

hiLH1

il Select the cells 4 Click Format. 1 Click this area to E click the operator you

containing the data you EY Click Conditional select an operator for want to use.
want Excel to format the condition.

when the data meets -
a condition. To select M The Conditional

cells, see page 10. Formatting dialog box Na primer, kada broj u éelljl padne iSpOd
appears. broja 10, neka Excel prikaze taj broj kao
crven.

Formatting.




Uslovno formatiranje:

So) HE OB ew  dese Fglml T mu Windtn  Help
L | N e 8 E T N R N
; GO T L[ [

ﬁ - - -.' - ds . = L : ot ﬁ ._F;
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Condbon §
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e Ead
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Sum=1202 1L Sum=128% NIL

4 start

|4 Click this area and type [4 If you selected between E1 Click Format to specify M The Format Cells

the value you want to use or not between in step 5, how you want to format the dialog box appears.

for the condition. click this area and type the data when the data meets
second value. the condition.

Sta je operator ? Operator govori Excelu kako da poredi podatke u ¢eliji sa
brojem koji je odreden u uslovu. Na primer, operator "greather than" govori
Excel-u da prover da li je broj u Celiji vec€i od nekog broja.




Uslovno formatiranje:

APPLY CONDITIONAL FORMATTING {CONTINUED)
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] To select a color for
the data, click this area
to display the available
colors.

Ly Click the color you
want to use.
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To select a style for
the data, click the style
you want to use.

—ll This area displays a
preview of the options
you selected.

Siy

=1203

Click OK to confirm
your changes.




Uslovno formatiranje:

E Mlcrosoft Decel - lnwenlory
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Conditianal Formatting Lad nventery
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SHE] Ready
4 mtart

This area displays how 35l Click OK to apply the ‘—ll The data in the cells REMOVE CONDITIONAL
data that meets the condition condition to the cells you  you selected displays FORMATTING

will appear in your worksheet. selected. the formatting if the data E} 1o remove conditional
meetlsl the condition you formatting from cells,
specified. perform steps 1 to 4 on

M To deselect cells, click the top of page 137 to
any cell. clear the formatting.




Ubacivanje prekida strane:

INSERT A PAGE BREAK

E Microsoft Fecel - e sy |
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3285 [Hi 5 0 S M BlYun] Secks
| f 4 & 0 )Shmell ¢ sheatz fsheets S

E Mioronoft Exoel - lve...

il To select the row or El Click Page Break. A dashed line appears M To deselect a row or

column you want to appear Note: If Page Break does not on your screen. This line column, click any cell.
at the beginning of the new &ppe.a.rﬂnme men, position indicates where one

page, click the heading of the mouse h@m’erme bottom page ends and another
the row or column. of the menu to display the begins.
—F] Click Insert. menu option, M The dashed line will

not appear when you
print your worksheet.

Zgodno je kada se Stampaju tabele: Pogledati na "Print Prieview" rezultat.




Dodavanje zaglavlja:

ADD A HEADER OR FOOTER

B Microsoft Ducel - Inwwsniory
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i start - U start E7 Microsoft Exosl - Invs...

El Click View. Node: If Header and Footer E] To view a list of available L Click the header you

—Hlcii does not appear on ihe men, headers, click this area. want to use.
Click Head d
rmt;i eaderan pasition the mouse Uy over the

bottom of the menu to display

the menu option.

M The Page Setup
dialog box appears.




Dodavanje zaglavlja:

E Microsaft Excel - Invwariory = Mic rosoft Excel - Inveniory
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Custom Hesder .
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haakl Jax
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ey

This area displays how
the header will appear at
the top of a page.

—E To view a list of
available footers, click
this area.

[ﬂ Click the footer you
want to use.

Header

‘ Hp—

|- Print: Provesyy

Freenliry

r

E,.r:tmiiu-del.. ] [

Eonier

= phors..

Cus.:url Fcn;ber. i ]

Fl=ec

Ib".\'l:-_\'a? ' Faga 1081 |
| lers=y

This area displays how
the footer will appear at
the bottom of a page.

—kd Click 0K to add the
header or footer to your
worksheet.

M To remove a header or
footer from your worksheet,
repeat steps 1 to 7, selecting
{none) in step 4 or step 6.




Rad sa vise radnih povrsina:

SWITCH BETWEEN WORKSHEETS

T Microcodt Fucs! - Auidgst

) Bk it Mes e Famed Tnie Daa il Sep
Pl peid o d il AT ELL D@ F

e T =T - FisAEHTi i
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A
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a8

A [
My Monthly Budget |G .
2

‘283 " arer

Loan paymert
0Phonebl 18
1 R4 connbution

This area displays a
tab for each worksheet
in your workbook. The
displayed worksheet
has a white tab.

il Click the tab for the
worksheet you want to
display.

B The worksheet you
selected appears.

The contents of the other
worksheets in your workbook

are hidden behind the
displayed worksheet.

E- i -"1- Shoall f shoate fsheet= [ sheatd ) shoeets fshaden f | €
Fzady A

il Click one of the

following buttons to
browse through the
worksheet tabs.

14| Display first tab

BROWSE THROUGH
WORKSHEET TABS

M If you have many
worksheets in your
workbook, you may
not be able to see all
the worksheet tabs.

Note: To Insert aadltional
Worksheels, see page 172.

¢ | Display next tab
v | Display last tab

H

1| Display previous tab




Reimenovanje radne povrsine:

RENAME A WORKSHEET

= Microsoft sl - Mudgets
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4 start
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The name of the
worksheet is highlighted.

Double-click the tab
for the worksheet you
want to rename.

\ My onehy Buger |
2
3 Expenses

] " Total Savings:
e e e -
Ges T mA0n0j
Lozn pavmert F215. 004
e, Coriribution

Tl start

Note: 4 workshest name can
contain up o 31 characters,
Including spaces.

Type a new name for
the worksheet and then
press the [Enter| key.




Dodavanje radnih povrsina:

INSERT A WORKSHEET

E Microsodt Cxcel - Travel Murlgsts
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£ Mioroaaft Exosl - Traw.. 4 mtart

£ Microsoft Excel - Trow...

Click the tab for the —F Click Insenrt. M The new worksheat
worksheet you want to

Excel displays a tab
K] Click Worksheet. appears. for the new worksheet.
appear after the new
worksheet.




Brisanje radne povrsine:

DELETE A WORKSHEET

= Microsoft Tecel - Income Statemant ¥ §
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il Click the tab for the El Click Delete Sheet. M A waming dialog box E1 Click Delete to
worksheet you want to Note: I Delete Sheat does not may appear, stating that permanently delete the
delete. appear on the menu, position Excel will permgnently worksheet.

—H Click Edit. the mouse . over the bottom delete the data in the

of the menu to display the menu worksheet.

option.




Premestanje radne povrsine:

MOVE A WORKSHEET
= Microsoft Decel - Income Statement
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January Februery | Merch | Apal My 3 | - danuary Februery 1 March Al My :
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33,500 00 £3,500. 00 ]
: | '

S
£1.200,00, e

1200 00

Position the mouse [ 74 Drag the worksheet
over the tab for the to a new location.
worksheet you want to
maove.

The worksheet appears
in the new location.
B An arrow (w ) shows
where the worksheet
will appear.




Upisivanje formule sa podacima sa

H \ nu

razlicitih radnih povrsina:

ENTER A FORMULA ACROSS WORKSHEETS

B Microsoft Fecel - First Quartsr Profits
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—I] Click the cell where
you want to enter a
formula.

4 Type an equal sign (=)
to begin the formula.

B

[ o = fm fur
o o =

=1

FE=
5

=

-
-

1 Click the tab for the
worksheet containing the
data you want to use in
the formula.

—ﬂ Click a cell containing
data you want to use in
the formula.

5] Type the operator for
the calculation you want
to perform. For information
on the types of operators
you can use, see the top
of page 179.
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(-] Repeat steps 3to 5
until you have selected
all the cells containing
the data you want to use
in the formula.

Note: In ihis example cells p2
to D4 are added together

ﬂF‘ress the |Enter key

to complete the formula.

—ll The result of the
calculation appears in the
cell you selected in step 1.

—E] To view the formula
you entered, click the cell
containing the formula.

M The formula bar
displays the worksheet
name and cell reference
for each cell used in the
formula.




Grafici u Excelu:




An area chart is useful for
showing the amount of
change in data over time.
Each area represents a
data series.

A column chart is useful for
showing changes to data
over time or comparing
individual items. Each
column represents an

item in a data series.

@

A pie chart is useful for
showing the relationship
of parts to a whole. Each
piece of a pie represents
an item in a data series.
A pie chart can show only
one data series at a time.

Radar

A radar chart is useful for
comparing the items in
several data series. Each
data series is shown as a
line around a central point.

2| .

Osnovni tipovi grafika u Excelu:

a@

A line chart is useful for
showing changes to data
at regular intervals. Each
line represents a data
series.

Bar

A bar chart is useful for
comparing individual items.
Each bar represents an
item in a data series.

| Doughnut

A doughnut chart is useful
for showing the relationship
of parts to a whole. Unlike
a pie chart, a doughnut
chart can display more than
one data series. Each ring
represents a data series.

An XY (scatter) chart is
useful for showing the
relationship between
two or more data series
measured at uneven
intervals.




Kreiranje grafika:

CREATE A CHART
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El select the cells containing Note: If L.l!_!.] 15 not alspiayeg, i1 Click the type of chart .1 Click the chart design
the data you want to display ciick E on the Standard you want to create. you want to use.

in a chart, including the row toolbar to aisplay the buitan. B This area displays the 3 Click Next to

and column labels. To select B The Chart Wizard available chart designs for continue.

cells, see page 10. appears. the type of chart you

—] click L] to create a chart. selected.
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[ Click an option to
specify the way you want
Excel to plot the data
from your worksheet

(O changes to @&).

—ll This area displays a
preview of the chart.

Il Click Next to
continue.

You can click Back
at any time to return to
a previous step and

change your selections.
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—ll This area provides boxes
you can use to add fitles to
the chart.

Note: Some boxes are not avaliabie
for some chart lypes.

—E] To add a title to the chart,
click a box and type the title.
Repeat this step for each
title you want to add.

pr—

M This area shows how
the titles will appear in
the chart.

) Click Mext to
continue.
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CREATE A CHART (CONTINUED)
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—0 Click an option to As new sheet - Displays —ll If you selected As new sheet
specify where you want the chart on its own sheet, in step 10, you can type a name create the char.
to display the chart called a chart sheet. for the chart sheet in this area.
(© changes to @). As object in - Displays
the chart on the same
worksheet as the data.
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M In this example, the chart
appears on the same worksheet
as the data.

—ll The Chart toclbar also appears,
displaying buttons that allow you
to make changes to the chart.

—ll Excel outlines the data you
selected to create the chart.

The handles (m)
around a chart let you
change the size of the
chart. To hide the
handles, click outside
the chart.

Note: To move or rasize a
chart, see page 140,
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DELETE A CHART

Note: To delefe a chart

—n Click a blank area in the
chart you want to delete.
Handles (m) appear around

the chart.

E Press the [Dekete key to
delete the chart.

dispiayed on a chart sheet
you must delete the sheet
To delete @ worksheet see

page 173.




Pomeranje grafika:

MOVE A CHART
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—El Position the mouse - & Ed Drag the chart —l The chart appears B To deselect the chart,
over a blank area in the to a new location in in the new location. click outside the chart.

chart you want to move your worksheet.
(- changes to [y). M A dashed line

indicates where the
chart will appear.
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RESIZE A CHART
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Kl Click a blank area in the ] Drag the handle —ll The chart appears M To deselect the chart,
chart you want to resize. until the chart is the in the new size. click outside the chart.

Handles (®) appear around size you want.

the chart. M A dashed line
—E Position the mouse % shows the new size.

over one of the handles

(' changes to ™, «",<» or ).
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CHANGE THE CHART TYPE
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il Click a blank area in the Note: If the Chart toolbar is —ll The chart displays the B To deselect the chart,
chart you want to change. not displayed, see page 111 chart type you selected. click outside the chart.

Handles (m) appear to dispiay the toolbar,
around the chart. K] Click the type of
—E Click H in this area to chart you want to use.
display the available chart

types.
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CHANGE CHART TITLES
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appears around the title.
E Type the new title.

—&1 Click the title you The formula bar displays
want to change. A box the title as you type.
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E Press the [Enter key
to add the title to the
chart.

The chart displays
the new title.

B To deselect the title,
click outside the chart.




Dodavanje podataka u grafik:

ADD DATA TO A CHART
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—n Select the cells
containing the data you
want to add to the chart,
including the row or
column labels. To select
cells, see page 10.

4 Click L;;-I_l to copy the
data.
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—ll The data appears in
the chart.

When you add data to a
chart, Excel automatically
updates the chart legend.
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DELETE DATA FROM A CHART E Press the Deete| key

_n Click the data you want to delete the data from

to remove from the chart. the chart.
Handles (m) appear on the
data series.
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ADD A DATA TABLE TO A CHART
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—E0 Click a blank area in the 4 Click -'Lg_| to add a — The chart displays the B To deselect the chart,
chart you want to change. data table to the char. data table. click outside the chart.
Fr']a”dr'f‘s (W) appear around Note: If the Chart toolbar Is Note: If data In the data table s B To remove the data
the chart. not displayed, see page 111 hidden, you may have to change table from the chart,
Note: You cannot add a daia table fo display the toolbar, the width of the chart. To resize repeat steps 1 and 2.

to some hypes of charts. achart see page 190



Sminkanje grafika:

CHANGE THE COLOR OF A DATA SERIES ADD A PATTERN TO A DATA SERIES
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il Click the data series you
want to change to a different

color. Handles (®) appear
on the data series.

—E Click |:J in this area to
display the available colors.

=] Click the color you
want to use.

M The data series displays
the color you selected.

Janes
Mo nith
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L8 Click the data series

Handles (®) appear on the
data series.

¥ Click [3] in this area.

you want to add a pattern to.

<1 Click Fill Effects.

M The Fill Effects dialog
box appears.
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.4 Click the Pattern tab. M These areas display the The data series displays B To deselect the data
— Click the pattern you foreground and background the pattern you selected. series, click outside the
colors for the current patterns. char.

want to use. :
You can click an area to

select a different color.

—E Click OK to confirm your
changes.




Dodavanje objekata:

ADD AN AUTOSHAPE
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—& To add an AutoShape 7] Click [42] to display the M The Drawing toolbar £ Click the type of
to your worksheet, click Drawing toolbar. appears. AutoShape you want

a cell in the worksheet. _E Click AutoShapes. to add.
M To add an AutoShape —E Click the AutoShape

to a chart, click the chart. you want to add.
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£dl Drag the mouse +
until the AutoShape
is the size you want.

—E Position the mouse +
where you want to
begin drawing the
AutoShape.
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7 Microsoft Exosl - Soss.

—ll The AutoShape appears.
The handles (2 ) around
the AutoShape allow you to
change the size of the
AutoShape. To mave or
resize an AutoShape, see
page 218.

M To deselect an
AutoShape, click outside
the AutoShape.

DELETE AN AUTOSHAPE

—f1 Click an edge of the
AutoShape you want to
delete. Handles (O)
appear around the
AutoShape.

E3 Press the Delete kay
to delete the AutoShape.




Dodavanje slike:

ADD A PICTURE

E Mlcrosodt Fucel - Basehal Statistics

I bdinrnantt Fural - Maasball €latiies

q Imserl Piclure

32 : (et JFaimat Tnnk ) Tyee= & cue=stan Fn b
I = N | uhad I i B A T e i E - &1 4100 :}]:g . [EE )@
d D SEETORR FEIEIEE e B T (O
Alf t iline = # 1y Arcent
a— | [l - bt =6 ] E F | I Conments =
| 15 Prrenaa— <7 % Y T R U I | = %
£ L s ana S HARL. o g ! 2 b 13 E}
13 i - AL = i i 1 13 Dogkbop: Bue bl sata
._I.I:I.. : %H:MB .-l Iﬂ- S ALt b aclin i ﬁ' adaid ‘;I .u
!‘5 . ‘! Hypergee .. Clikl Ij-trﬁ-he:dﬁ i, '\.- . ’rll_: _.__‘l-" -
| ] ? LA Sunaat Aaber iles Winker
2| .
& FiE pns! w
e etl ¢ Sreatd [ Sheaty [ s mil AL Faces  Jrmsctores apoe; Ce=I"
foawes g hgeshapes S N O A A @A - sla-s=caall S o hweshapes N w10 o Al S P A - i:.:ni.i!
I'-L*{'-d:r 8 R F:.bd = il
4 start £ Microusft Exoel - Bas... i Cad=tart 5 Microackt Excel - Bas...

0 To add a picture to 4 Click Insert. M The Insert Picture dialog This area allows you to
your worksheet, click a E] Click Picture box appears. access pictures stored in
cell in the worksheet. ) o Thi commonly used locations.

- ad Click From File. This area shows the You can click a location to
M To add a picture to location of the displayed display the bict tored
a chart, click the chart. pictures. You can click this Isplay the pictures store

in the location.

area to change the location.
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—E Click the picture
you want to add to your
worksheet or chart.

I

[ Click Insert to add the
picture to your worksheet
ar chart.

[reark
)
2oL A SESA S

Sl Ek Bt wew e Famst Joek Das Widow EHp

SR

AR NS G RETPE HEUE- 4 AP WPru Ohe AL .

: Pictu= B =

3

Eopwi L Aumshapss= N % 100 S ol S8 51

R=ady
4.start

—ll The picture appears.

DELETE A PICTURE

The handles () around
the picture allow you to
change the size of the
picture. To move or resize
a picture, see page 218.

M To deselect a picture,
click outside the picture.

—ﬂ Click the picture you
want to delete. Handles (C)
appear around the picture.

E Press the [Delete key to
delete the picture.
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Type the column labels Note: For guidelines on creating  I&d Click Data. =1 Click List.
that describe the data you a list seg ihe top of page 231.

) ) L Click Create List.
will enter into each column.

Select the cells

—F Enter the data for each containing the column
record. labels and data you want

to include in the list. To

select cells, see page 10.
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B The Create List dialog
box appears.

—lll This area displays the
range of cells you selected
to include in the list.

This option specifies
that your list includes
column labels. You can
click the option to turn the
option on ([ ) or off ([]).

—ﬂ Click OK to create the
list.

: A . N
fState__[vjcty___[v[Product JeliintsSoldi=g .

e s Himng Eools
i nmen's Hiki g Boots -

hildran's Hilamg Boate :
Somen's Hiking Boots
Children's Hikng Beats

.iMen's Hiking Boals
Hikirig Brools

5 Hiking Ecats

Rzady
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B To deselect cells, click
any cell.

—ll The column labels in

the list appear in bold type.
An arrow ([x]) also appears
beside each column label in
the list.

A thick blue border
appears around the
outside of the list.

The List toolbar
appears on your screen,
containing tools you can
use to work with the list.
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il Click a cell in the list E]l click an option to —ll The records in the list To immediately reverse
to make the list active. sort the data in the list. appear in the new order. the results of sorting
— Click [=] in the column Sort Ascending M In this example, the records, click (9]
you want to sort by. Sort0to 9, Ato Z records are sorted by Noie: If |51 Is not aispiayed,
Sort Descending state. click @ on the Standard toolbar

Sort9to 0, Zto A lo dispiay the button.
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CREATE A MACRO
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I Microsoft Excel - Beaki

SET MACRO SECURITY LEVEL
—E1 Click Tools.
—F1 Click Macreo.

Note: If Macro does not appear on
the menu, position the mouse Uy
over the bottom of the menu to
dispiay the menu option.

—E Click Security.

B The Security dialog box
appears.

H Click the Security

Level tab.
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of page 267,

-E Click the macro
security level you want to

use () changes to &) ).

security level.

Very High

Excel enables only macros
from trusted sources and
disables all other macros in
the workbooks you open.

High

Excel enables only macros
that are digitally signed in
the workbooks you open.

Pl

Note: For Infarmation on the
Securlly levels, see the tap

—E Click OK to set the

Medium

You can disable or enable the
macros in the workbooks you
open.

Low

Excel automatically enables
the macros in the workbooks
you open.
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RECORD A MACRO Note: If Macro does not appear on M The Record Macro Note: 4 macro name must
1 Click Tools. the menu, position the mouse Uy dialog box appears. begin with a leffer and cannot
. over the bottom of the menu to 1 Type a name for the conlaln spaces. A macro name
—H Click Macro. display the menu option. —_— cannot be a cell reference.
—E Click Record New
Macro.
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—E To assign a keyboard
shortcut to the macro, click
this area and then type a
lowercase letter you want
to use with the [Carl] key
as the shortcut.

[ﬂ To enter a description
for the macro, drag the
mouse | over the text
in this area until you
highlight the text. Then
type a description.

M Record Macro
[farm nane:

=1 lopx

Shirtot fep

chl g
Cearinton:
COfpENY 1000 A Eh

EEr Wi shwat L ¢S s e
ey
J start

5 Mioresoft Excel - Bookl

k4 click this area to specify
the location where you want
to store the macro.

—E] Click the location where

you want to store the macro.

Note: For information on where
you can store a macro, see the
top of page 269.

—E] Click OK to continue.
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—ll The Stop Recording i Perform the actions you T Click ﬂ when you have
toclbar appears. want the macro to include. completed all the actions

you want the macro to
include.
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EJ 1f you want the macro to Note: If Macro does not —l This area displays the This area displays a
affect specific cells in your appear on the meny, posifion available macros. Macros description of the macro
worksheet, select the cells the mause 'L} ower ihe boltom you stored in the Personal you selected.

you want to change. To of the menu fo dispiay the Macro Workbook begin ' Click Run t th
select cells, see page 10. meny option with PERSONAL XLS!. ofe Hun 1o Tn fhe

—F] Click Tools. 1 Click Macros. — Click the name of the

—E Click Macro. B The Macro dialog macro you want to run.
box appears.
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M In this example, the
macro entered company
information into the
worksheet,

M The macro performs
the actions you recorded.

15 a I i
o4 b ow iy simetl ¢ btz feheatz S

R=ady
"7l start £ Mioroaoft Exoel- Sal...
E Press the keyboard

shortcut you assigned
to the macro.

—l The macro performs
the actions you recorded.

RUM A MACRO USING THE
KEYBOARD SHORTCUT

n If you want the macro
to affect specific cells in
your worksheet, select
the cells you want to
change. To select cells,
see page 10.
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M If the workbook contains
data on more than one
worksheet, a dialog box
appears, asking if you want
to send the entire workbook
or just the current worksheet.

—ECIick this option to send
the current worksheet.

—E] Click oK.

—E0 click [l to e-mail the
current worksheet.
Note: If [.5] s not displayed,
click | on the Standard toolbar
to display the button.

e

[ iy e o

ﬂ o EEO 0T

P Cuaer Seiis REoon.

T§57.757 00}

2000; §i700000 $1203 i !
$58 758 00

i 2001 $18.221000 $13519.00|
4 v why Ehwell g sheatz stz S

L=y
4 start

El o senda copy of the
message to a person who is

M An area appears for you
to address the message.

not directly involved but would
be interested in the message,
click this area and type the
e-mail address.

Note To enter more than one e-mail
address in step 4 or 5, separate gach
e-mall address with a semicalon ().

—ﬂ Click this area and type
the e-mail address of the
person you want to receive
the message.




... hastavak:

= Mlorosoft Cucel - First Quartsr Sales Reporl = Microsolt Frecel - First Quartsr Sales Reporl

Pal] B Bt wew  Jnesr Fomet  Tone  Das  edas  ep fal] Bk Bt wew Jese Fomet  Jooke [ata Wedas  HHp
bl il g o ria s 8 E _dLd) gl s B lusdlildsizalsan. 0.

: i s | it e S S

23 gy, i Sond thio ok [) 0 = D00 B (5 1 B | 7| (5 | ad Oghoni,

LB T, :‘_‘..\m-.:.- sty ST Fiv

LLECr.i; .iﬂn:.-az:\-r.uxl i

“uhpact: Upied 168 CLErTer SaEs e

IrEroduchon; r:-'nr'.h:- updabed 15t Juartor sokos report. Please ok me knoA IF U Gpot any deaapantng

£ il Send v Sheek | L - LN B LA 1 B
LLE T, | guganryTenem Eom

e Ig DiscyBooap £0im

“uhipct: EI.IH wil 150 CLIETET akS REOTT

& a2 ] .
l : l ) Sy [T ] [ C [ o
First Cuarter Sales Report
Total
2000 §17,50000; $1537 00} $1832000 357,257 o, . _ L gia s 00§57 27 o)
2001 $is221000 $19519 0ol $19.017000 $55 75200 | B 2001 $1,2210 | $12519.00] $19017.000 $55 752000
oA b i sRmell f sheate fsheats K3 oA e oW sl etz sheetz S K3
Fzedy

R=zdy S R —
4 etart ra=tart £ Mioresaft Exoel - First...

—A Click this area and type Note: If a subject already exists, il To include an introduction 1 Click Send this Sheet
a subject for the message. you can drag the mouse L over for the worksheet you are to send the message.
the existing subject and then e-mailing, click this area Note: If you are not currently
lype a new subject. and type the introduction. connected to the Infemet a dialog
box will appear allowing you to
comnect
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Note: If L;‘é] 15 not displayed, E] Click Existing File or .4 To link the data to

4l Select the cells containing
click H on the Standard toolbar | Web Page to link the data a document on your

the data you want to make
a hyperlink. To select cells, io gispiay the button. to an existing document. computer or network,
click the document in

see page 10. M The Insert Hyperlink "l This area shows the :
this area.

—¥1 Click L‘é] fo create a dialog box appears. location of the displayed
documents. You can click

hyperlink.
this area to change the
location.
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—ll To link the data to a page E click oK to create M Excel creates the M You can click the

on the Web, click this area the hyperlink. hyperlink. Hyperlinks appear hyperlink to display the

and then type the address underlined and in color. document or Web page

of the Web page (example: B When you position the connected to the hyperlink.

Www.maran.com). mouse {" over a hyperlink, Mote: If the hyperlink connecis fo
a yellow box appears, a Web page, your Web browser
indicating where the will apen and display ihe page
hyperlink will take you.




