
 

 
1 

Excel 2003初級 

INDEX 

 

INDEX 
 
 
Lesson1 入力、訂正、オートフィル 
Ⅰ．Excelの基本操作 ······································································1 

１．Excelの起動 ············································································1 

Ⅱ．Excelの構成··············································································2 

１．画面各部の名称 ········································································2 

２．ワークシートとセル ··································································3 

Ⅲ．データの入力·············································································6 

１．日本語入力モードの設定 ····························································6 

２．文字・数字の入力 ·····································································6 

３．入力したデータ（文字・数字）の訂正 ··········································6 

４．データを効率よく入力 ·······························································7 

Ⅳ．保存・開く ················································································9 

１．保存························································································9 

２．開く······················································································10 

Ⅴ．データの修正・クリア ···························································11 

１．修正······················································································11 

２．一部修正················································································11 

３．ショートカットメニュー ··························································12 

４．クリア···················································································13 

Ⅵ．データの移動···········································································14 

１．移動······················································································14 

２．コピー···················································································16 

Ⅶ．オートフィル···········································································18 

 

Lesson2 文字装飾・罫線 
Ⅰ．サイズ・フォント・飾り··························································1 

１．サイズ·····················································································1 

２．フォント··················································································2 

３．飾り························································································3 

４．セルの背景色 ···········································································4 



 

2 

Excel 2003初級 

INDEX 

Ⅱ．罫線 ····························································································5 

Ⅲ．列幅・行高の変更 ·····································································6 

１．最適な列幅・行高に設定 ····························································6 

Ⅳ．行・列の挿入＆削除 ·································································9 

１． 行・列の挿入 ···········································································9 

２． 行・列の削除 ·········································································10 

Ⅴ．ワードアート···········································································11 

１．ワードアートを挿入する ··························································11 

 

Lesson3 数式とテキストボックス 
Ⅰ．数式の入力 ················································································1 

１．数式の入力 ··············································································1 

２．売上表を作成 ···········································································4 

３．数式のコピー ···········································································6 

Ⅱ．オート SUM············································································10 

Ⅲ．データの変更···········································································13 

Ⅳ．テキストボックス ···································································14 

Lesson4 セルの書式設定 
Ⅰ．セルの書式設定·········································································1 

１．数値を３桁区切りで表示 ····························································3 

２．小数をパーセントで表示 ····························································4 

３．小数点以下を表示 ·····································································5 

４．通貨スタイルを￥に設定 ····························································6 

５．日付 ·······················································································7 

Ⅱ．セルの結合 ················································································9 

Lesson5 住所録の作成 
Ⅰ．住所録の作成·············································································1 

Ⅱ．フリガナの設定·········································································5 

Ⅲ．データフォーム··········································································5 

Lesson6 データベース 
Ⅰ．データベース·············································································1 

１．並べ替え ·················································································3 

２．検索・置換 ··············································································6 

３．条件に合ったデータを表示（抽出） ·············································9 



 

 
3 

Excel 2003初級 

INDEX 

 

Lesson7 グラフ 
Ⅰ．グラフの作成·············································································1 

１．グラフウィザード ·····································································2 

２．グラフの要素 ···········································································5 

３．グラフの移動 ···········································································6 

Ⅱ．グラフの編集·············································································8 

１．グラフツールバー ·····································································8 

２．グラフタイトルの書式変更 ·························································9 

３．文字列の回転 ·········································································11 

４．グラフの色の変更 ···································································12 

５．グラフの種類の変更 ································································13 

 

Lesson8 印刷 
Ⅰ．印刷プレビュー ·········································································1 

１．印刷結果のイメージを確認 ·························································1 

Ⅱ．印刷 ····························································································4 

１．印刷を実行 ··············································································4 

２．印刷ページの指定 ·····································································5 

３．複数部印刷 ··············································································6 

４．印刷範囲の設定 ········································································7 

Ⅲ．ページ設定 ·············································································１０ 

１．ページ設定① ········································································１０ 

２．ページ設定② ········································································１２ 

３．カラー・白黒で印刷する ·························································１６ 

 

練習問題 
 


