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3 Grundlegende Tabellenbearbeitung

5J AFBNBI 6>LFOBH BMC>EMBJ :FB

" sea Tea D]paj ej aeja U]^ahha aejca^aj

" sea Tea U]^ahhaj j]_dpn$che_d ^a]n^aepaj, `nq_gaj qj` olae_danj

" sea Tea An^aepoi]llaj 'bbjaj, o_dhea*aj qj` jaqa anvaqcaj

" sea Tea vseo_daj ca'bbjapaj An^aepoi]llaj sa_doahj

<KM>PNNBOUPJDBJ

# Et_ah op]npaj qj` ^aaj`aj

3.1 Im Tabellenblatt bewegen

Zelle mit der Tastatur aktivieren

Tea g'jjaj jqn ej aeja ]gpera [ahha D]paj aejca^aj. Xkhhaj Tea `ea D]pajaejc]^a je_dp ej [ahha A1 ^acejjaj,
i(ooaj Tea vqrkn `ea ajpolna_daj`a [ahha ]ho ]gpera [ahha baophacaj.

! " ! " N$_dopa [ahha cai$* Qbaehne_dpqjc

" BILD Eeja Beh`o_denioaepa j]_d qjpaj

! BILD Eeja Beh`o_denioaepa j]_d k^aj

POS1 Enopa [ahha `an ]gpqahhaj [aeha

STRG POS1 Enopa [ahha `ao U]^ahhaj^h]ppao

STRG ENDE Lapvpa [ahha `ao U]^ahhaj^h]ppao iep Ijd]hp

Im Tabellenblatt bewegen

Aktive Zelle mit der Maus festlegen

⇒ Khe_gaj Tea `ea cas(jo_dpa [ahha ej `an U]^ahha ]j.

*'(+ Tkhhpa `an U]^ahhaj]qoo_djepp je_dp oe_dp^]n oaej, ^haj`aj Tea edj iepdehba `an Beh`h]qbbah`an
aej qj` ghe_gaj Tea `]jj ej `ea ajpolna_daj`a [ahha.

Mauszeiger

Aktive Zelle
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3.2 Daten eingeben

Text oder Zahlen im Tabellenblatt eingeben

⇒ Agpereanaj Tea `ea [ahha, ej `ea Tea Uatp k`an
[]dhaj aejca^aj i'_dpaj.

⇒ Ga^aj Tea `ea D]paj aej.

Tea g'jjaj `ea Eejc]^a `enagp ej `an [ahha k`an
ej `an Ba]n^aepqjcohaeopa ranbkhcaj.

⇒ Bap$pecaj Tea `ea RETURN - ^vs. `ea -
U]opa, qi `ea 3FJD>?B >?UPN@EHFB(BJ.

Ahpanj]pera; "

Korrekturen während der Eingabe vornehmen

⇒ [qi Bada^aj rkj ;FLLCBEHBMJ ^ap$pecaj Tea
`ea KORREKTUR -U]opa.

8019 Xajj Tea `ea 3FJD>?B >??MB@EBJ i'_dpaj, ^a-
p$pecaj Tea `ea ESC -U]opa.

Ahpanj]pera; #

F]hho `ea [ahha rkn `an Eejc]^a ^anaepo aejaj Ijd]hp ^aoepvp, sen` an `qn_d `]o Baaj`aj `an Eejc]^a (^ano_dnea-
^aj. Bae A^^nq_d `an Eejc]^a ^hae^p `an ]hpa Ijd]hp and]hpaj.

Besonderheiten bei der Eingabe von Zahlen

Et_ah angajjp ]j `aj aejcaca^ajaj [ae_daj ]qpki]peo_d, k^ ao oe_d qi Uatp, []dhaj k`an Fkniahj d]j`ahp.
Xan`aj ej aeja [ahha jqn [ebbanj aejcapn]caj, ejpanlnapeanp Et_ah `eaoa Eejc]^aj ]ho []dh.

$ []dhaj san`aj ej `an Tp]j`]n`aejopahhqjc rkj Et_ah
MB@EON?'JAFD " ej `an [ahha lh]pveanp.

$ Eejan jac]peraj []dh i(ooaj Tea aej Mejqovae_daj
# rkn]jopahhaj.

$ Dea hapvpa N]_dgkii]opahha, `ea ]jcavaecp sen`,
nqj`ap Et_ah g]qbi$jjeo_d $. Et_ah na_djap fa`k_d
eiian iep `ai qnoln(jche_daj qjcanqj`apaj Ijd]hp
aejan [ahha %, qj]^d$jcec rkj `an D]nopahhqjcosae-
oa.

$ Tadn cnk*a []dhaj san`aj ej `an Etlkjajpe]h-
o_dnae^saeoa & `]ncaopahhp.

Daten im Tabellenblatt eingeben

Notizen

"#

$

%

&

BearbeitungsleisteAdresse der aktiven Zelle

Aktive Zelle

"#
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Besonderheiten bei der Eingabe von Text

$ Uatpa san`aj ej `an Tp]j`]n`aejopahhqjc HFJGN?'J)
AFD " ej `an [ahha lh]pveanp.

$ Tkhhpa `ea Tl]hpaj^naepa je_dp ]qonae_daj, qi aejaj
Uatpaejpn]c gkilhapp ]jvqvaecaj, san`aj `ea na_d-
paj N]_d^]nvahhaj (^an`a_gp. Tkhhpa `ea na_dpa
N]_d^]nvahha JF@EO HBBM oaej, sen` `an Uatp ]i na_d-
paj Tl]hpajaj`a ej `an Ajvaeca ]^cao_djeppaj. Dan
gkilhappa Ijd]hp `an ]gperaj [ahha ^hae^p fa`k_d an-
d]hpaj qj` sen` ej `an Ba]n^aepqjcohaeopa # aejca-
^haj`ap.

3.3 Zellinhalte verändern und löschen

Zellinhalte verändern

xj`anqjcaj `an [ahhejd]hpa g'jjaj Tea `enagp ej `an [ahha k`an ej `an Ba]n^aepqjcohaeopa rknjadiaj.

⇒ Khe_gaj Tea `kllahp ]qb `ea cas(jo_dpa [ahha.

Dan Cqnokn sen` ej `ea [ahha caoapvp. Dan [ahh-
aejpn]c ano_daejp jqj ok, sea Tea edj aejca-
ca^aj d]^aj.

8019 Agpereanaj Tea `ea [ahha, qj` ^ap$pecaj Tea `ea
Fqjgpekjop]opa F2 .

⇒ Basacaj Tea `aj Cqnokn iep `an M]qo k`an `aj Qbaehp]opaj ]j `ea Tpahha `ao [ahhejd]hpao, ]j
`an Tea Wan$j`anqjcaj rknjadiaj i'_dpaj.

⇒ Nadiaj Tea `ea cas(jo_dpaj xj`anqjcaj rkn.

⇒ Baop$pecaj Tea `ea xj`anqjcaj ^aeoleahosaeoa iep `an RETURN -U]opa.

8019 Tkhhaj `ea xj`anqjcaj je_dp (^anjkiiaj san`aj, ^na_daj Tea `ea Eejc]^a v. B. iep `an
ESC -U]opa ]^.

! / " Cqnokn UBF@EBJRBFNB j]_d hejgo ^vs. na_dpo ^asacaj

STRG ! / " Cqnokn RKMORBFNB j]_d hejgo ^vs. na_dpo ^asacaj

POS1 / ENDE Cqnokn ]j `aj 0JC>JD ^vs. `]o 3JAB `ao [ahhejd]hpo ^asacaj

KORREKTUR [ae_daj HFJGN rki Cqnokn h'o_daj

ENTF [ae_daj MB@EON rki Cqnokn h'o_daj

EINFG Xajj Tea `eaoa U]opa ^ap$pecaj, g'jjaj Tea ^ae `an Eejc]^a rkj D]paj ]hha [ae_daj ]^
`an Cqnoknlkoepekj (^ano_dnae^aj %"?BMN@EMBF?IKAPN&.
Dqn_d anjaqpao Bap$pecaj `eaoan U]opa cah]jcaj Tea vqn(_g ej `aj 3FJC'DBIKAPN, `an
op]j`]n`i$*ec rkj Et_ah aejcao_d]hpap eop. Ii Eejb(caik`qo san`aj ]hha [ae_daj, `ea
Tea aejca^aj, ]j `an ]gpqahhaj Tpahha aejcab(cp.

Zellinhalte löschen

⇒ Agpereanaj Tea `ea [ahha iep `ai vq h'o_daj`aj [ahhejd]hp.

⇒ Bap$pecaj Tea `ea ENTF -U]opa.

Ahpanj]pera; BEASBEIUEN - L"TCHEN - INHALUE
8019

⇒ Khe_gaj Tea iep `an MB@EOBJ M]qop]opa ]qb `ea [ahha, `anaj Ijd]hp Tea h'o_daj skhhaj.

⇒ Agpereanaj Tea `aj Kkjpatpiaj(lqjgp INHALUE L"TCHEN.

Änderungen vornehmen

"

#
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Spaltenbreite bzw. Zeilenhöhe verändern

D]iep cnk*a [ahhaejpn$ca rkhhop$j`ec ej `an fasaehecaj [ahha ]jcavaecp san`aj, i(ooaj Tea `ea vqcad'neca
Tl]hpaj^naepa ran$j`anj.

Ij Et_ah sen` eiian `ea Bnaepa `an gkilhappaj Tl]hpa ran$j`anp. Eo eop je_dp i'che_d, `ea Bnaepa aejan aejvecaj
[ahha vq ran$j`anj.

⇒ [aecaj Tea iep `an M]qo ]qb `ea Lejea na_dpo
rki Tl]hpajgklb.

Dan M]qovaecan rans]j`ahp oe_d ej `]o Tui^kh
.

⇒ H]hpaj Tea `ea hejga M]qop]opa ca`n(_gp, qj`
ran$j`anj Tea `ea Tl]hpaj^naepa `qn_d [eadaj
iep `an M]qo.

⇒ L]ooaj Tea `ea hejga M]qop]opa sea`an hko.

Dea [aehajd'da g'jjaj Tea `qn_d [eadaj `an qjpanaj [aehaj-
^acnajvqjc ran$j`anj.

Mep aejai Dkllahghe_g ]qb `ea na_dpa Bacnajvqjcohejea ei Tl]hpajgklb ^vs. `ea qjpana Bacnajvqjcohejea ei
[aehajgklb g'jjaj Tea o_djahh `ea klpei]ha Bnaepa ^vs. H'da aejopahhaj. Bnaepa qj` H'da san`aj ok ]jca-
l]oop, `]oo `an Ijd]hp rkhhop$j`ec ]jcavaecp sen`.

Xajj j]_d aejan Wannejcanqjc `an Tl]hpaj^naepa []dhaj vq
cnk* b(n `ea gknnagpa D]nopahhqjc oej`, san`aj ej `aj ajp-
olna_daj`aj [ahhaj op]pp `an []dhaj Z-[ae_daj " ]ho Qh]pv-
d]hpan ]jcavaecp. Wan^naepanj Tea ej `eaoai F]hh `ea fasaeheca
Tl]hpa, ^eo `ea []dhaj sea`an gknnagp ]jcavaecp san`aj.

3.4 Zellen markieren

Tabellenteile markieren

Vi ^aopeiipa An^aepaj %^aeoleahosaeoa Kkleanaj, Wano_dea^aj, Aqob(hhaj k`an Fkni]peanaj& ej iadnanaj [ah-
haj chae_dvaepec `qn_dvqb(dnaj, eop ao jkpsaj`ec, `ea [ahhaj rkn Aqbnqb `ao Babadho vq i]ngeanaj.

$ Dea i]ngeanpaj [ahhaj san`aj ]ho 1BMBF@E ^vs. =BHH?BMBF@E ^avae_djap.

$ M]ngeanpa [ahhaj san`aj b]n^ec dejpanhacp qj` qin]dip.

$ Dea ajpolna_daj`aj [aehaj- qj` Tl]hpajg'lba san`aj b]n^ec danrkncadk^aj.

$ T$iphe_da Babadha, `ea vqn Ba]n^aepqjc rkj [ahhaj vqn Wanb(cqjc opadaj, san`aj ]qpki]peo_d ]qb ]hha
i]ngeanpaj [ahhaj ]jcas]j`p.

$ M]ngeanqjcaj san`aj `qn_d Ajghe_gaj aejan [ahha ^vs. iep `aj Qbaehp]opaj ajpbanjp.

Spalte verbreitern

Notizen

"

Spaltenkopf

Zeilenkopf
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Mit der Maus markieren

" D]o cao]ipa U]^ahhaj^h]pp sen` i]ngeanp.

# Dea cao]ipa Tl]hpa sen` i]ngeanp.

$ Dea cao]ipa [aeha sen` i]ngeanp.

% Dqn_d [eadaj `an M]qo ^ae ca`n(_gpan M]qo-
p]opa i]ngeanaj Tea aejaj [ahh^anae_d.

& Xajj aej Banae_d i]ngeanp eop, ^hae^p eiian
aeja [ahha ]gper. Eo d]j`ahp oe_d `]^ae qi `ea
anopa [ahha, ]^ `an `ea M]ngeanqjc ansaepanp
sqn`a.

' Iop ^anaepo aej [ahh^anae_d i]ngeanp, g'jjaj Tea
saepana je_dp vqo]iiajd$jcaj`a [ahh^anae_da
iep ca`n(_gpan M]qop]opa qj` chae_dvaepecai
Bap$pecaj `an STRG -U]opa vqo$pvhe_d i]ngeanaj.

Mep `aj Qbaehp]opaj da^aj Tea `ea M]ngeanqjc sea`an ]qb.

$ F]hho aej [ahh^anae_d i]ngeanp eop, g'jjaj Tea iep `an RETURN - ^vs. `an -U]opa vseo_daj `aj
i]ngeanpaj [ahhaj sa_doahj.

$ Xajj Tea aeja jaqa Eejc]^a iep `an U]opajgki^ej]pekj STRG RETURN ^aop$pecaj, san`aj ]hha
i]ngeanpaj [ahhaj iep `an Eejc]^a cab(hhp.

Mit der Tastatur markieren

X$dnaj` `an D]pajaejc]^a g]jj ao oejjrkhh oaej, iep U]opajgki^ej]pekjaj vq i]ngeanaj. Ja j]_d Qkoepekj `an
]gperaj [ahha g'jjaj Tea bkhcaj`a Banae_da i]ngeanaj;

8>MGFBMPJD ;>NOBJGKI?FJ>OFKJ

Agpqahha [aeha # UMSCHALTEN LEERTASTE

Agpqahha Tl]hpa STRG LEERTASTE

Aqocab(hhpan [ahh^anae_d qi `ea ]gpera [ahha STRG A %BFJI>H ^ap$pecaj&

Gao]ipao U]^ahhaj^h]pp STRG A %URBFI>H ^ap$pecaj&

A^ ]gperan [ahha ej `ea cas(jo_dpa Se_dpqjc # UMSCHALTEN + Qbaehp]opa

A^ ]gperan [ahha vqn qjpanopaj [ahha iep Ijd]hp # UMSCHALTEN STRG ENDE

A^ ]gperan [ahha vqi Ajb]jc `ao U]^ahhaj^h]ppao %[ahha A1& # UMSCHALTEN STRG POS1

Zusätzliche Bereiche (Mehrfachbereiche) markieren

Pbpi]ho eop ao jkpsaj`ec, iadnana qj]^d$jceca [ahh^anae_da chae_dvaepec vq ^a]n^aepaj ^vs. Babadha ]qb je_dp
^aj]_d^]npa [ahhaj chae_dvaepec sengaj vq h]ooaj.

⇒ M]ngeanaj Tea iep `an M]qo ^ae ca`n(_gpan STRG -U]opa `ea rano_dea`ajaj Banae_da.

8019 Bap$pecaj Tea `ea U]opajgki^ej]pekj # UMSCHALTEN F8 , qj` i]ngeanaj Tea iep `an M]qo
j]_daej]j`an `ea qjpano_dea`he_daj Banae_da.

Dea Tp]pqohaeopa ejbknieanp Tea (^an `aj ]gpereanpaj Enc$jvqjcoik`qo % &. Dqn_d anjaqpao
Bap$pecaj `an U]opajgki^ej]pekj # UMSCHALTEN F8 o_d]hpaj Tea `aj Enc$jvqjcoik`qo sea-
`an ]qo.

Mep `an U]op]pqn g'jjaj Tea iadnana Banae_da i]ngeanaj, ej`ai Tea fasaeho j]_d `ai M]ngeanaj aejao Banae-
_dao `ea U]opajgki^ej]pekj # UMSCHALTEN F8 ^ap$pecaj.

Zellen mit der Maus markieren

" #

$

%

&'
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Gnqj`o$pvhe_d ^asengp `]o Bap$pecaj `an # UMSCHALTEN -U]opa ^ae chae_dvaepecai Ajghe_gaj aejan [ahha k`an
Bap$pecaj `an Qbaehp]opaj aeja Ensaepanqjc `ao i]ngeanpaj Banae_do. Xajj Tea `ea STRG -U]opa s$dnaj` `ao
M]ngeanajo ca`n(_gp d]hpaj, g'jjaj Tea vqo$pvhe_da qj]^d$jceca Banae_da %Madnb]_d^anae_da& i]ngeanaj.

Große Bereiche markieren

Bae cnk*aj, qj(^anoe_dphe_daj Banae_daj g]jj ao qiop$j`he_d oaej, `ea M]ngeanqjc iep `an M]qo k`an `an U]o-
p]pqn rknvqjadiaj. Ij `eaoai F]hh ]gpereanaj Tea ^aooan `aj Ensaepanqjcoik`qo.

⇒ M]ngeanaj Tea aeja E_gvahha `ao vq i]ngeanaj`aj Banae_do.

⇒ Bap$pecaj Tea `ea Fqjgpekjop]opa F8 , qi `aj Ensaepanqjcoik`qo vq ]gpereanaj.

Dea Tp]pqohaeopa ejbknieanp Tea (^an `aj ]gpereanpaj Ensaepanqjcoik`qo % "&.

⇒ Bhaj`aj Tea caca^ajajb]hho iep `aj Beh`h]qbhaeopaj `ea cacaj(^anheacaj`a E_gvahha aej, qj`
ghe_gaj Tea `eaoa E_gvahha ]j.

Dan cao]ipa Banae_d vseo_daj ^ae`aj E_gvahhaj sen` i]ngeanp.

⇒ T_d]hpaj Tea `qn_d anjaqpao Bap$pecaj `an Fqjgpekjop]opa F8 `aj Ensaepanqjcoik`qo ]qo.

Im Erweiterungsmodus markieren

NotizenNotizen

Zelle
markieren

Bildlauffeld
ziehen

# UMSCHALTEN + Klick STRG + Klick

"
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3.5 Arbeiten rückgängig machen

Letzte Aktion rückgängig machen

Et_ah anh]q^p ao, `ea hapvpaj `qn_dcab(dnpaj An^aepoo_dneppa vq se`annqbaj. Tkhhpaj Tea ^aeoleahosaeoa ranoa-
dajphe_d aejaj k`an iadnana [ahhejd]hpa cah'o_dp d]^aj, g'jjaj Tea `eaoa Agpekj sea`an n(_gc$jcec i]_daj.

⇒ Khe_gaj Tea ]qb `]o Tui^kh .

8019 Sqbaj Tea `aj Maj(lqjgp BEASBEIUEN - S#CKGxNGIG; '12146 ]qb, ^vs. ^ap$pecaj Tea `ea
U]opajgki^ej]pekj STRG Z .

Mehrere Aktionen rückgängig machen

⇒ Khe_gaj Tea iadnb]_d ]qb `]o Tui^kh .

Ahpanj]pera; iadni]ho `ea U]opajgki^ej]pekj STRG Z ^ap$pecaj

8019 "bbjaj Tea iep `ai Qbaeh ja^aj `ai Tui^kh `]o vqcad'neca Leo-
pajbah`, qj` s$dhaj Tea `qn_d M]ngeanaj `ea Ajv]dh `an Agpekjaj, `ea
n(_gc$jcec cai]_dp san`aj okhhaj.

Khe_gaj Tea ja^aj `]o Leopajbah`, sajj Tea ao o_dhea*aj i'_dpaj, kdja aeja Agpekj n(_gc$jcec vq i]_daj.

Rückgängig gemachte Aktionen wiederherstellen

⇒ Khe_gaj Tea ]qb `]o Tui^kh .

Ahpanj]peraj; BEASBEIUEN - XIEDESHPLEN; '12146 k`an STRG Y

8019 "bbjaj Tea iep `ai Qbaeh ja^aj `ai Tui^kh `]o `]vqcad'neca Leopajbah`, qj` i]ngeanaj
Tea `ea Ajv]dh `an n(_gc$jcec cai]_dpaj Agpekjaj, `ea Tea sea`andanopahhaj i'_dpaj.

3.6 Tabellen drucken

Aktuelle Tabelle schnell drucken

Xajj Tea `]o Tui^kh ]jghe_gaj, g'jjaj Tea okbknp `ea ]gpqahha U]^ahha `nq_gaj. F(n `aj Aqo`nq_g san-
`aj ]qpki]peo_d `ea ]gpqahhaj Tp]j`]n`aejopahhqjcaj rkj Et_ah qj` `ao Dnq_gano (^anjkiiaj.

Bestimmte Einstellungen beim Drucken verwenden

⇒ Agpereanaj Tea `aj Maj(lqjgp
DAUEI - DSVCKEN, k`an ^ap$pe-
caj Tea `ea U]opajgki^ej]pekj
STRG P .

⇒ Nadiaj Tea ei ca'bbjapaj
Dnq_g`e]hkc Idna Eejopahhqjcaj
rkn %v. B. Ajv]dh `an Kkleaj&,
qj` op]npaj Tea `aj Aqo`nq_g
iep P+.

Dan Aqo`nq_g anbkhcp ]qb `ai Tp]j`]n`-
`nq_gan, `an ^ae `an Ijop]hh]pekj rkj Xej-
`kso k`an j]_dpn$che_d aejcane_dpap sqn-
`a.

Einstellungen im Druckdialog vornehmen

Was soll gedruckt
werden?

Wie oft soll
gedruckt werden?
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Drucksteuerung im Druckdialog

6KILHBOOB 0M?BFONI>LLB
AMP@GBJ

⇒ Agpereanaj Tea `]o Plpekjobah` G&2"-3&!A1#&*32-"00&.

1BNOFIIOB ;BFHB ABN >GOPBHHBJ
;>?BHHBJ?H>OON AMP@GBJ

⇒ Agpereanaj Tea `]o Plpekjobah` T&*3&., qj` ca^aj Tea `ea Tae-
pajv]dhaj `an vq `nq_gaj`aj Taepaj ej `ea Eejc]^abah`an 5/.!
^vs. #*2!aej.

8019 X$dhaj Tea `]o Plpekjobah` M"1+*&14.(, qi aejaj QKM Aqb-
nqb `ao Dnq_g`e]hkco i]ngeanpaj Banae_d vq `nq_gaj.

0PNDBR#EHOB ;>?BHHBJ?H#OOBM
AMP@GBJ

⇒ M]ngeanaj Tea QKM Aqbnqb `ao Dnq_g`e]hkco `ea cas(jo_dpaj
U]^ahhaj^h$ppan, ej`ai Tea `ea ^apnabbaj`aj Saceopan ^ae ca-
`n(_gpan STRG -U]opa ]jghe_gaj.

D]o Plpekjobah` A42(&69),3&!B,933&1!eop op]j`]n`i$*ec ]g-
pereanp.

6KLFBJ ⇒ Ga^aj Tea `ea Ajv]dh `an vq `nq_gaj`aj Etailh]na ej `]o
Eejc]^abah` A.8"),!%&1!E7&-0,"1&!aej.

Die Tabelle ist breiter/größer als die Druckseite

7&NPJDNI&DHF@EGBFO +- 9PBMCKMI>O BFJNOBHHBJ

Tp]j`]n`i$*ec sen` `]o U]^ah-
haj^h]pp ei Hk_dbkni]p ]qb aeja
Taepa ca`nq_gp.

Xajj Tea `ea U]^ahha mqan
`nq_gaj, g'jjaj Tea saepana
Tl]hpaj ]qb `an Taepa ]qo-
`nq_gaj.

⇒ Sqbaj Tea `aj Maj(lqjgp DAUEI - TEIUE EINSICHUEN ]qb.

D]o De]hkcbajopan T&*3&!&*.1*$)3&.!sen` aejca^haj`ap.

⇒ Agpereanaj Tea ei Saceopan Q"0*&1'/1-"3 ei Banae_d P1*&.3*&-
14.(!`]o Plpekjobah` R4&1'/1-"3.

⇒ Baop$pecaj Tea iep P+.

8019 Khe_gaj Tea ]qb `ea T_d]hpbh$_da D14$+&., qi `ea Eejc]^aj
vq ^aop$pecaj qj` `]o De]hkcbajopan D14$+&. vq 'bbjaj.

7&NPJDNI&DHF@EGBFO ,- ;>?BHHB >J AFB 2MP@GNBFOB >JL>NNBJ

Tea g'jjaj `ea U]^ahha `qn_d
Wanghaejanj ]j `ea Dnq_goaepa
]jl]ooaj.

Mep `eaoan Plpekj sen` `ea
U]^ahha ^ae fa`ai Aqo`nq_g
]qpki]peo_d ]j `ea Taepa
]jcal]oop.

⇒ Sqbaj Tea `aj Maj(lqjgp DAUEI - TEIUE EINSICHUEN ]qb.

⇒ Agpereanaj Tea ei Saceopan Q"0*&1'/1-"3 ei Banae_d T+",*&-
14.( `]o Plpekjobah` A.0"22&..

⇒ X$dhaj Tea ej `aj vqcad'necaj Leopajbah`anj `ea Ajv]dh 1,
qi `ea U]^ahha ]j caj]q aeja Taepa ]jvql]ooaj.

⇒ Baop$pecaj Tea `ea xj`anqjc iep P+.

8019 Khe_gaj Tea ]qb `ea T_d]hpbh$_da D14$+&., qi `ea Eejc]^aj
vq ^aop$pecaj qj` `]o De]hkcbajopan D14$+&. vq 'bbjaj.

Notizen
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3.7 Arbeitsmappen speichern und schließen

Arbeitsmappen erstmalig speichern
⇒ X$dhaj Tea `aj Maj(lqjgp DAUEI - TQEICHESN.

Ahpanj]peraj; k`an STRG S

Ii De]hkcbajopan T0&*$)&1.! 4.3&1 sen` ei Eejc]^abah` D"3&*."-& " aej N]ia b(n Idna An-
^aepoi]lla rkncao_dh]caj.

⇒ M'_dpaj Tea aejaj ]j`anaj N]iaj aejca^aj, g'jjaj Tea `aj i]ngeanpaj N]iaj `enagp (^an-
o_dnae^aj.

Dea D]paej]iajansaepanqjc %=6: %Kajjvae_djqjc b(n Et_ah-An^aepoi]llaj& i(ooaj Tea `]^ae
je_dp iep aejca^aj. Deaoa sen` rkj Et_ah ]qpki]peo_d anc$jvp.

⇒ Baop$pecaj Tea iep `an T_d]hpbh$_da T0&*$)&1..!

Datei speichern

$ Tp]j`]n`i$*ec san`aj Idna Et_ah-An^aepoi]llaj ei Pn`jan )53171 (.;1517 ]^cahacp. Tea g'jjaj fa-
`k_d (^an `]o Leopajbah` # aejaj ]j`anaj Pn`jan baophacaj.

$ Dan D]paej]ia g]jj aeja i]tei]ha L$jca rkj 255 [ae_daj %qjpan ]j`anai ]^d$jcec rki Bapnea^oouo-
pai& je_dp (^ano_dnaepaj qj` `]nb bkhcaj`a [ae_daj je_dp ajpd]hpaj; / \ ; ) @ O w > ?

Wanca^aj Tea ^aei Tlae_danj aejaj N]-
iaj, `an ^anaepo b(n aeja ]j`ana An^aepo-
i]lla cas$dhp sqn`a, ^haj`ap Et_ah
aejaj X]njdejsaeo aej. Xajj Tea `ea ^a-
opadaj`a An^aepoi]lla JF@EO '?BMN@EMBF)
?BJ i'_dpaj, ghe_gaj Tea ]qb `ea T_d]hp-
bh$_da N%),.

Gespeicherte Arbeitsmappen nochmals (zwischendurch) speichern
X$dnaj` `an U]^ahhaj^a]n^aepqjc okhhpaj Tea eiian sea`an aeji]h olae_danj. Bae aejai Tpnki]qob]hh k`an qj-
calh]jpaj Qnkcn]ii]^^nq_d raniae`aj Tea `]iep cn'*ana D]pajranhqopa.

⇒ Sqbaj Tea `aj Maj(lqjgp DAUEI - TQEICHESN ]qb.

Ahpanj]peraj; k`an STRG S

Dea ]gpqahha Wanoekj sen` ]qpki]peo_d qjpan `ai chae_daj N]iaj sea `ea rkndaneca Wanoekj caolae_danp= `ea
rkndaneca Wanoekj `an An^aepoi]lla sen` anoapvp.

Warnhinweis beim Speichern

Aktueller Ordner
Eigene Dateien

"

#
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Arbeitsmappe unter neuem Namen speichern
Baei Ba]n^aepaj aejan An^aepoi]lla eop ao i]j_di]h oejjrkhh, `ea An^aepoi]lla okskdh ej ednan ^eodanecaj ]ho
]q_d ej ednan ^a]n^aepapaj F]ooqjc vq and]hpaj. Tlae_danj Tea `]vq `ea ca$j`anpa Wanoekj qjpan aejai jaqaj
N]iaj.

⇒ Sqbaj Tea `aj Maj(lqjgp DAUEI - TQEICHESN VNUES ]qb.

⇒ Wanca^aj Tea ei aejca^haj`apaj De]hkcbajopan ei Leopajbah` D"3&*."-& aejaj ]j`anaj N]iaj
b(n `ea An^aepoi]lla, qj` ^aop$pecaj Tea iep `an T_d]hpbh$_da T0&*$)&1..

Arbeitsmappe auf Diskette speichern
M'_dpaj Tea Idna An^aepoi]lla ]qb aejai ]j`anaj Sa_djan ^a]n^aepaj, ^aeoleahosaeoa vq H]qoa, g'jjaj Tea
oea ]qb aejan Deogappa olae_danj.

⇒ Lacaj Tea aeja Deogappa ej `]o
Deogappajh]qbsang aej.

⇒ Agpereanaj Tea `aj Maj(lqjgp
DAUEI - TQEICHESN VNUES.

⇒ Khe_gaj Tea ]qb `aj Qbaeh ei Leo-
pajbah` ", qj` s$dhaj Tea ]qo
`an Leopa `]o Deogappajh]qbsang,
`]o op]j`]n`i$*ec `qn_d `aj
Eejpn]c 36-D*2+&33&! %A;& `]nca-
opahhp sen`.

Et_ah o_dh$cp ]qpki]peo_d `aj
N]iaj `an ca'bbjapaj An^aepo-
i]lla ]ho D]paej]iaj rkn.

⇒ Baop$pecaj Tea iep `an T_d]hp-
bh$_da T0&*$)&1..

Arbeitsmappe schließen
⇒ Sqbaj Tea `aj Maj(lqjgp DAUEI - TCHLIETTEN ]qb.

Ahpanj]pera; STRG F4

8019 Khe_gaj Tea ]qb `]o qjpana T_dhea*bah` ej `an na_dpaj k^anaj Fajopana_ga.

Xqn`a `ea An^aepoi]lla oaep `an hapvpaj xj`anqjc je_dp iadn caolae_danp, g'jjaj Tea `ea ]gpqahha Wanoekj
]qb S(_gbn]ca %De]hkcbajopan& olae_danj.

M'_dpaj Tea ]hha ca'bbjapaj An^aepoi]llaj ]qb aeji]h o_dhea*aj, ^ap$pecaj Tea `ea # UMSCHALTEN -U]opa qj`
nqbaj Tea `aj Maj(lqjgp DAUEI - ALLE TCHLIETTEN ]qb.

Diskettenlaufwerk auswählen

Notizen

"
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3.8 Arbeitsmappen erzeugen und öffnen

Neue Arbeitsmappe erzeugen

⇒ Khe_gaj Tea ]qb `]o Tui^kh , ^vs. ^ap$pecaj Tea `ea U]opajgki^ej]pekj STRG N .
8019

⇒ Sqbaj Tea `aj Maj(lqjgp DAUEI - NEV ]qb, ^vs. ghe_gaj Tea ei
Aqbc]^aj^anae_d E123&!T$)1*33&!]qb `aj Hulanhejg E*.&!.&4&!A1-
#&*32-"00&!&123&,,&..

⇒ Khe_gaj Tea ei ]jo_dhea*aj` aejca^haj`apaj Aqbc]^aj^anae_d
N&4&!A1#&*32-"00&!]qb `aj Hulanhejg L&&1&!A1#&*32-"00& ".

Et_ah 'bbjap aeja jaqa haana An^aepoi]lla qj` ^haj`ap chae_d-
vaepec `aj Aqbc]^aj^anae_d ]qo.

#^an `aj Maj(lqjgp ANTICHU - AVFGABENBESEICH g'jjaj Tea, b]hho cas(jo_dp, `aj Aqbc]^aj^anae_d
sea`an aej^haj`aj.

Neue Arbeitsmappe auf der Basis einer bestehenden Arbeitsmappe erzeugen

Xajj Tea ^anaepo aeja An^aepoi]lla anopahhp d]^aj, `ea Tea ]ho B]oeo b(n aeja jaqa An^aepoi]lla jqpvaj
i'_dpaj, d]^aj Tea bkhcaj`a M'che_dgaep;

⇒ X$dhaj Tea `aj Maj(lqjgp
DAUEI - NEV, ^vs. ghe_gaj
Tea ei Aqbc]^aj^anae_d
E123&! T$)1*33&! ]qb `aj
Hulanhejg E*.&!.&4&!A1#&*32-
-"00&!&123&,,&..

⇒ Khe_gaj Tea ei Aqbc]^aj^a-
nae_d N&4&!A1#&*32-"00&!]qb
`aj Hulanhejg A42! #&23&-
)&.%&1!A1#&*32-"00&.

8019

⇒ Khe_gaj Tea, b]hho `an Aqbc]-
^aj^anae_d ^anaepo aejca-
^haj`ap eop, `enagp ]qb `aj
Hulanhejg A42! #&23&)&.%&1!
A1#&*32-"00&.

Dan Aqb^]q `ao aejca^haj`apaj De]hkcbajopano ajpolne_dp saep cadaj` `ai `ao De]hkcbajopano T.%)$(%/,"
2,1%/.

⇒ X$dhaj Tea `ea An^aepoi]lla `qn_d Ajghe_gaj ]qo, qj` ^aop$pecaj Tea iep `an T_d]hpbh$_da
N&4!&123&,,&..

8019 Khe_gaj Tea `kllahp ]qb `aj D]paej]iaj.

Zuletzt bearbeitete Arbeitsmappen öffnen

Ii Maj( DAUEI san`aj op]j`]n`i$*ec `ea N]iaj `an hapvpaj rean An^aepo-
i]llaj, `ea Tea ^a]n^aepap d]^aj, ]ho Maj(lqjgpa " ]jcavaecp. Dqn_d Aqo-
s]dh aejao `eaoan D]paej]iaj 'bbjaj Tea `ea ajpolna_daj`a An^aepoi]lla.

Ahpanj]per g'jjaj Tea (^an `aj Aqbc]^aj^anae_d E/01%" T$(/)11%" `ea hapvpaj
rean An^aepoi]llaj 'bbjaj, `ea `knp ei Banae_d "&&,%," ]ho Hulanhejgo
]jcavaecp san`aj.

Aufgabenbereich NEUE

ARBEITSMAPPE (Ausschnitt)

Bestehende Arbeitsmappe als Vorlage wählen

"

"
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N]_d Aqbnqb `ao Maj(lqjgpo EYUSAT - PQUIPNEN g'jjaj Tea ei De]hkcbajopan P.1)-,%, ei Saceopan A**-
'%+%), (^an `]o Eejc]^abah` L)01%"32*%131"'%!&&,%1%/"D#1%)%, `ea Ajv]dh `an ]jvqvaecaj`aj D]paej]iaj ran-
$j`anj %i]tei]h jaqj&.

Früher bearbeitete Arbeitsmappen öffnen

F]hho `ea rkj Idjaj cas(jo_dpa An^aepoi]lla je_dp ej `an Leopa ei Maj( DAUEI ^vs. ei Aqbc]^aj^anae_d
E/01%"T$(/)11%"ajpd]hpaj eop, g'jjaj Tea oea (^an `]o De]hkcbajopan "&&,%, h]`aj.

⇒ Sqbaj Tea `aj Maj(lqjgp
DAUEI - "FFNEN ]qb.

Ahpanj]peraj; STRG O k`an

8019 F]hho `an Aqbc]^aj^anae_d
E123&! T$)1*33& ]jcavaecp
sen`, ghe_gaj Tea `knp ]qb
`aj Hulanhejg X&*3&1&.

D]o De]hkcbajopan "''.&.
sen` aejca^haj`ap.

⇒ X$dhaj Tea `ea An^aepo-
i]lla `qn_d Ajghe_gaj ]qo,
qj` ^aop$pecaj Tea iep `an
T_d]hpbh$_da "''.&..

8019 Khe_gaj Tea `kllahp ]qb `aj
D]paej]iaj.

Tea g'jjaj ]q_d iadnana An^aepoi]llaj chae_dvaepec 'bbjaj, ej`ai Tea ei De]hkcbajopan "&&,%, `ea ca-
s(jo_dpaj D]paeaj ^ae ca`n(_gpan STRG -U]opa ]jghe_gaj qj` ]jo_dhea*aj` `ea T_d]hpbh$_da "&&,%, ^ap$pecaj.

Arbeitsmappen von Diskette laden

⇒ Sqbaj Tea `aj Maj(lqjgp DAUEI - "FFNEN ]qb.

8019 F]hho `an Aqbc]^aj^anae_d E123&!T$)1*33& ]jcavaecp sen`, ghe_gaj Tea `knp ]qb `aj Hulanhejg
X&*3&1&.

⇒ Khe_gaj Tea ei aejca^haj`apaj De]hkcbajopan ]qb `aj Qbaeh ei Leopajbah` T4$)&.!*., qj` s$d-
haj Tea `aj Eejpn]c 36-D*2+&33&!%A;&!b(n `]o Deogappajh]qbsang ]qo.

Dan Ijd]hp `an Deogappa sen` ]jcavaecp.

⇒ M]ngeanaj Tea jqj `ea cas(jo_dpa An^aepoi]lla, qj` ^aop$pecaj Tea iep `an T_d]hpbh$_da
"''.&..

Eine Arbeitsmappe über das Dialogfenster ÖFFNEN laden

Notizen
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3.9 Zwischen geöffneten Arbeitsmappen wechseln

Übersicht in der Taskleiste

Ij `an U]oghaeopa san`aj ]hha ikiajp]j ca'bbjapaj Fajopan %fa`k_d gaeja De]hkcbajopan& ]jcavaecp. F(n fa`ao
Fajopan opadp aeja T_d]hpbh$_da ej `an U]oghaeopa vqn Wanb(cqjc. D]o ]gpera Fajopan sen` `]^ae `qn_d aeja
`qjgha T_d]hpbh$_da cagajjvae_djap.

Bae Me_nkokbp-Pbbe_a-Tuopai-Ajsaj`qjcaj sen` fa`a aejvahja ca'bbjapa D]pae, ^aeoleahosaeoa aeja Et_ah-An-
^aepoi]lla k`an aej Xkn`-Dkgqiajp, iep aejan T_d]hpbh$_da ej `an U]oghaeopa ]^cahacp. Dqn_d Ajghe_gaj `an
ajpolna_daj`aj T_d]hpbh$_da ej `an U]oghaeopa g'jjaj Tea o_djahh vseo_daj ca'bbjapaj An^aepoi]llaj sa_d-
oahj.

Dea Pbbe_a-Ajsaj`qjc oah^op, ^aeoleahosaeoa Et_ah, sen` `]^ae je_dp anjaqp caop]npap.

Zwischen geöffneten Excel-Arbeitsmappen wechseln

$ Khe_gaj Tea ej `an U]oghaeopa ]qb `ea T_d]hpbh$_da `an cas(jo_dpaj An^aepoi]lla.

$ Khe_gaj Tea ei Maj( FENTUES ]qb `aj N]iaj `an An^aepoi]lla.

$ Mep `an U]opajgki^ej]pekj STRG F6 sa_doahj Tea ei Ajsaj`qjcobajopan rkj Et_ah vseo_daj ca'bb-
japaj An^aepoi]llaj.

$ Mep `ai Maj(lqjgp FENTUES - ANPSDNEN g'jjaj Tea `ea ikiajp]j ca'bbjapaj An^aepoi]llaj ej-
jand]h^ `ao Ajsaj`qjcobajopano ]jkn`jaj.

3.10 Schnellübersicht

:FB I&@EOBJ ***

[ahhaj iep `an U]op]pqn ]gpereanaj ! , " , ! , " , " BILD , ! BILD , POS1 , STRG POS1 , STRG ENDE

D]paj aejca^aj/(^ano_dnae^aj [ahha ]gpereanaj, D]paj ej `ea [ahha k`an Ba]n^aepqjcohaeopa aejca^aj,
RETURN

[ahhejd]hpa ran$j`anj [ahha `kllahp ]jghe_gaj, xj`anqjcaj rknjadiaj, RETURN

[ahhejd]hpa h'o_daj [ahhaj i]ngeanaj, ENTF

`ea Tl]hpaj^naepa/[aehajd'da
$j`anj

Bacnajvqjcohejea ei Tl]hpaj- ^vs. [aehajgklb veadaj

aejaj [ahh^anae_d i]ngeanaj M]ngeanaj `an cas(jo_dpaj [ahhaj iep `an M]qo k`an Bap$pecaj `an
# UMSCHALTEN -U]opa ej Wan^ej`qjc iep `aj Qbaehp]opaj

Madnb]_d^anae_da i]ngeanaj Banae_da ^ae ca`n(_gpan STRG -U]opa iep `an M]qo i]ngeanaj

An^aepaj n(_gc$jcec i]_daj
k`an BEASBEIUEN - S#CKGxNGIG; '12146

n(_gc$jcec cai]_dpa Agpekjaj
sea`andanopahhaj k`an BEASBEIUEN - XIEDESHPLEN; '12146

`ea ]gpqahha U]^ahha `nq_gaj
k`an DAUEI - DSVCKEN

Aktives Fenster

Geöffnete Dateien/Arbeitsmappen oder Programme

Geöffnete Excel-
Arbeitsmappen
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2:

:FB I&@EOBJ ***

An^aepoi]llaj olae_danj
k`an DAUEI - TQEICHESN

An^aepoi]llaj o_dhea*aj k`an DAUEI - TCHLIETTEN

jaqa An^aepoi]llaj anvaqcaj
k`an STRG N

An^aepoi]llaj 'bbjaj
k`an DAUEI - "FFNEN

vseo_daj ca'bbjapaj An^aepo-
i]llaj sa_doahj

T_d]hpbh$_da ej `an U]oghaeopa ]jghe_gaj k`an STRG F6

3.11 Übung

Die Umsätze eines Quartals eingeben

"?PJDNA>OBF- )) 3MDB?JFNA>OBF- :UCRTCM'0

" Envaqcaj Tea aeja jaqa An^aepoi]l-
la.

# Ga^aj Tea ajpolna_daj` `an ja^aj-
opadaj`aj A^^eh`qjc `ea D]paj ej
`ea U]^ahha aej. Agpereanaj Tea deanvq
`ea [ahhaj ]^sa_doahj` iep `an U]o-
p]pqn qj` iep `an M]qo.

$ Xknej ^aop(j`aj `ea Wknpaeha, sajj Tea vqanop `aj Banae_d B3 ^eo E5 i]ngeanp d$ppaj qj`
]jo_dhea*aj` `ea []dhaj ej `ea i]ngeanpaj [ahhaj aejcaca^aj d$ppaj@ Uaopaj Tea `eaoa Eejc]-
^abkni ej `ai [ahh^anae_d F3 ^eo G5, ej`ai Tea `ea D]paj rkj Fn]jgbqnp qj` Banhej ej `ea
i]ngeanpaj [ahhaj aejca^aj. L'o_daj Tea `ea D]paj ei Banae_d F3 ^eo G5 ]jo_dhea*aj`.

% Tlae_danj Tea `ea An^aepoi]lla qjpan `ai N]iaj -<.9;.6$).

& T_dhea*aj Tea `ea D]pae, qj` 'bbjaj Tea oea ]jo_dhea*aj` sea`an. Bajqpvaj Tea deanb(n `ea Aj-
vaeca `an vqhapvp ca'bbjapaj D]paeaj ei Maj( DAUEI.

' xj`anj Tea `ea Eejpn$ca ej `an Tl]hpa A ej +.7<.9# *1/9<.9 qj` ,"9>.

( L'o_daj Tea `ea [ahhejd]hpa A3 - A5.

) M]_daj Tea `]o L'o_daj PJA `ea xj`anqjcaj ej Tl]hpa A j]_daej]j`an sea`an n(_gc$jcec.

* Tlae_danj Tea `ea D]pae qjpan Wansaj`qjc `ao Tui^kho .

Ergebnisdatei "Quartal-E"

Notizen


