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本書の使い方

60

画面サイズが大きい場合

画面サイズが小さい場合

直接クリックできます。

グループをクリックして、1

コマンドをクリックします。2

表を選択すると、表の編集に
必要なタブが表示されます。

コマンドにマウスポイン
ターを合わせると、1 ポップヒントが

表示されます。2

タブのグループとコマンドの表示は、画面サイズに
よって変わります。画面サイズを小さくしている場合
は、リボンが縮小して、グループだけが表示される場合
があります。グループをクリックすると、グループ内の
コマンドが表示されます。

［ファイル］タブをクリックすると、Backstageビュー
という画面になり、編集画面のリボンが表示されなく
なります。編集画面に戻るには、左上にある をク
リックします。

リボンやコマンドは、常にすべてが表示されているの
ではなく、作業の内容に応じて必要なものが表示され
るものもあります。たとえば、Wordの場合、表を作成し
て選択すると、［テーブルデザイン］タブと［レイアウ
ト］タブが新たに表示されます。

コマンドの上にマウスポインターを合わせると、その
機能のかんたんな説明が表示されます。これを利用す
ることで、ヘルプなどを参照しなくても、多くの機能を
直感的に使えるようになります。

Q

022
重要度

コマンドの名前や機能が
わからない！

 画面の基本

A コマンドにマウスポインターを
合わせると説明が表示されます。

Q

023
重要度

使いたいコマンドが
見当たらない！

 画面の基本

A1
画面のサイズによって
コマンドの表示が変わります。

A2
作業の状態によってタブや
コマンドの表示が変わります。

Q

021
重要度

Backstageビューから
編集画面に戻りたい！

 画面の基本

A 左上の をクリックします。

ここをクリックすると、編集画面に戻ります。
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クエスチョンという単位
ごとに、パソコンの機能
や操作について解説して
います。

クエスチョンのタイトルは具体的な
質問や疑問を表しています。

クエスチョンの分類を
示しています。

クエスチョンに対する回
答を簡潔に表しています。
複数の回答を表示する場
合もあります。

● 本書は、Word&Excel の操作に関する質問に、Q&A 方式で回答しています。

● 目次やインデックスの分類を参考にして、知りたい操作のページに進んで

ください。

● 画面を使った操作の手順を追うだけで、Word&Excel の操作がわかるよう

になっています。

1長特

質問は、読者の方から
実際に寄せられたものを
参考に作成されています！
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［リボンの表示オプション］を
クリックして、1

［クイックアクセスツールバーを
表示する］をクリックします。2

［リボンの上に表示］をクリックします。2

［クイックアクセスツールバーの
ユーザー設定］をクリックして、1

Word 2019／Excel 2019以前は
この3つが表示されます。

Word 2021／Excel  2021では
この2つだけが表示されます。

クイックアクセスツールバーの表示

クイックアクセスツールバーの移動

Word 2019／Excel 2019までのバージョンでは、左
上に［上書き保存］ とクイックアクセスツールバー
が表示されています。
クイックアクセスツールバーは、よく使う機能をコマ
ンドとして登録しておくことができる領域です。ク
リックするだけで、その機能を利用できるので、タブか
ら探すよりも効率的です。初期設定では、［上書き保存］
、［元に戻す］ 、［繰り返し］ の3つのコマンドの

ほか、［タッチ／マウスモードの切り替え］ も表示
されます。なお、［繰り返し］は操作によっては［やり直
し］ に変わります。
Word 2021／Excel 2021／Microsoft 365では［上書
き保存］ と［自動保存］のみが表示されています。以前
のバージョンにあったクイックツールバーは、初期設定

Word 2021／Excel 2021／Microsoft 365の初期設定
では、画面左上にクイックアクセスツールバーが表示され
なくなりました。表示するには、下の手順で表示します。

また、この手順で表示すると、クイックアクセスツール
バーはリボンの下に表示されます。リボンの上に移動す
るには、［クイックアクセスツールバーのユーザー設定］
をクリックして、［リボンの上に表示］をクリックします。

では表示されません。表示させたり、コマンドを追加す
ることもできます。また、［自動保存］をオンにすると、
OneDriveへ保存されます。

Q

024
重要度

画面左上に並んでいる
アイコンは何？

 画面の基本

A 上書き保存と
クイックアクセスツールバーです。

Q

025
重要度

画面左上にクイックアクセス
ツールバーがない！

 画面の基本

A ［リボンの表示オプション］から
表示させます。

20162019

参照 Q 025, Q 026, Q 389
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図
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表9

フ
ァ
イ
ル

10

目的の操作が探しやすい
ように、ページの両側に
インデックス（見出し）を
表示しています。

利用できないバージョンが
ある場合に示しています。

番号付きの記述で、操作
の順番が一目瞭然です。

参照するQ番号を示して
います。

操作の基本的な流れ以外
は、このように番号がな
い記述になっています。

『この操作を知らないと
困る』という意味で、各
クエスチョンで解説して
いる操作を3段階の「重要
度」で表しています。

重要度

重要度

重要度

3長特

読者が抱く
小さな疑問を予測して、
できるだけていねいに
解説しています！

2長特

やわらかい上質な紙を
使っているので、

 開いたら閉じにくい
書籍になっています！
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10第 章
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セルの選択
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514	 データをセル単位で入れ替えたい！···································································· 305

515	 行の高さや列の幅を変更したい！········································································ 305

516	 複数の行の高さや列の幅を揃えたい！································································· 305

517	 列の幅や行の高さの単位を知りたい！································································· 306

518	 文字数に合わせてセルの幅を調整したい！··························································· 306

519	 選択したセルに合わせて列の幅を調整したい！···················································· 306

520	 行の高さや列の幅を数値で指定したい！······························································ 307

521	 行や列を非表示にしたい！················································································· 307

522	 非表示にした行や列を再表示したい！································································· 307

523	 表の一部を削除したら別の表が崩れてしまった！················································· 308
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データの検索／置換

Question  535	 特定のデータが入力されたセルを探したい！························································ 312
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537	 特定の文字をほかの文字に置き換えたい！··························································· 313

538	 特定の範囲を対象に探したい！··········································································· 314

539	 セルに入力されている空白を削除したい！··························································· 314
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541	 セル内の改行をまとめて削除したい！································································· 315
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ハイパーリンク
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書式設定の 
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表示形式の設定
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567	 時間を「分」で表示したい！·············································································· 328
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577	 両端揃えって何？······························································································ 332

578	 折り返した文字列の右端を揃えたい！································································· 332
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583	 両端揃えや均等割り付けができない！································································· 334

584	 セル内で文字列を折り返したい！········································································ 334

585	 文字を縦書きで表示したい！·············································································· 335

586	 2 桁の数値を縦書きにすると数字が縦になる！···················································· 335

587	 漢字にふりがなを付けたい！·············································································· 336

588	 ふりがなが付かない！······················································································· 336
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Question  591	 セルの幅に合わせて文字サイズを縮小したい！···················································· 337

592	 書式だけコピーしたい！···················································································· 338
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597	 セルの結合を解除したい！················································································· 340
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条件付き書式

Question  605	 条件付き書式って何？······················································································· 344
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613	 設定した複数条件の優先順位を変更したい！························································ 348
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数式の入力
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623	 数式をコピーしても参照元が変わらないようにしたい！········································ 353

624	 列か行の参照元を固定したい！··········································································· 354
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626	 数式の参照元を調べたい！················································································· 355

627	 数式を使わずに数値を一括で四則演算したい！···················································· 355

628	 数式中のセル参照を修正したい！········································································ 356

629	 セルに表示されている数値で計算したい！··························································· 357

セルの参照

Question  630	 ほかのワークシートのセルを参照したい！··························································· 358
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エラーの対処

Question  643	 エラー値の意味を知りたい！·············································································· 365
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646	 無視したエラーを再度確認したい！···································································· 366
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関数の基礎

Question  648	 関数って何？···································································································· 368

649	 関数を記述する際のルールを知りたい！······························································ 368

650	 新しく追加された関数を知りたい！···································································· 369

651	 互換性関数って何？··························································································· 369
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654	 関数の種類や用途を知りたい！··········································································· 371

655	 どの関数を使ったらよいかわからない！······························································ 371

656	 使用したい関数のコマンドが見当たらない！························································ 371

657	 関数の中に関数を入力できるの？········································································ 372

658	 関数や引数に何を指定するのかわからない！························································ 373

659	 関数に読み方はあるの？···················································································· 373

660	 合計や平均をかんたんに求めるには？································································· 373

数値を丸める

Question  661	 ROUNDDOWN、TRUNC、INT 関数の違いを知りたい！································· 374

662	 消費税を計算したい！······················································································· 374

663	 数値を四捨五入したい！···················································································· 375

664	 数値を切り上げ／切り捨てしたい！···································································· 375

665	 ROUND 関数と表示形式で設定する四捨五入の違いは？······································ 375

666	 数値を 1 の位や 10 の位で四捨五入したい！······················································· 375

個数や合計を求める

Question  667	 自動的に選択されたセル範囲を変更したい！························································ 376
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669	 小計と総計を同時に求めたい！··········································································· 377

670	 データの増減に対応して合計を求めたい！··························································· 377

671	 列と行の合計をまとめて求めたい！···································································· 378

672	 「0」が入力されたセルを除いて平均値を求めたい！············································· 378
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673	 累計を求めたい！······························································································ 379

674	 データの個数を数えたい！················································································· 380

675	 条件に一致するデータが入力されたセルを数えたい！··········································· 380

676	 「○以上」の条件を満たすデータを数えたい！······················································ 380

677	 「○○」を含む文字列の個数を数えたい！···························································· 381

678	 「○以上△未満」の条件を満たすデータを数えたい！············································ 381

679	 条件を満たすデータの合計を求めたい！······························································ 381

680	 複数の条件を満たすデータの合計を求めたい！···················································· 382

681	 複数の条件を満たすデータの平均を求めたい！···················································· 382

682	 別表で条件を指定して、データの合計を求めたい！·············································· 383

683	 別表で条件を指定して、データの個数を数えたい！·············································· 383

684	 乱数を求めたい！······························································································ 384

条件分岐

Question  685	 条件によって表示する文字を変えたい！······························································ 384

686	 IF 関数で条件を満たしているのに値が表示されない！·········································· 384

687	 IF 関数を使って 3 段階の評価をしたい！···························································· 385

688	 複数の条件を指定して結果を求めたい！······························································ 385

689	 条件に応じて 3 種類以上の結果を求めたい！······················································· 386

690	 複数の条件に応じて異なる結果を求めたい！························································ 386

691	 上位 30％に含まれる値に印を付けたい！···························································· 387

692	 エラー値を表示したくない！·············································································· 387

693	 条件を満たさない場合は何も表示したくない！···················································· 387

694	 データが入力されているときだけ合計を表示したい！··········································· 388

日付や時間の計算

Question  695	 シリアル値って何？··························································································· 388

696	 経過日数や経過時間を求めたい！········································································ 388

697	 数式に時間を直接入力して計算したい！······························································ 389

698	 日付や時間計算を行うと「####…」が表示される！············································ 389

699	 時間を 15 分単位で切り上げたい！···································································· 389

700	 時間を 15 分単位で切り捨てたい！···································································· 389

701	 日付から「月」と「日」を取り出したい！··························································· 390

702	 時刻から「時間」と「分」を取り出したい！························································ 390
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703	 指定した月数後の月末の日付を求めたい！··························································· 390

704	 別々のセルの数値から日付や時刻データを求めたい！··········································· 391

705	 生年月日から満 60 歳に達する日を求めたい！···················································· 391

706	 時給計算をしたい！··························································································· 392

707	 30 分単位で時給を計算したい！········································································ 392

708	 2 つの日付間の年数、月数、日数を求めたい！···················································· 392

709	 期間を「○○年△△カ月」と表示したい！··························································· 393

710	 休業日などを除いた指定日数後の日付を求めたい！·············································· 393

711	 勤務日数を求めたい！······················································································· 393

712	 指定した月数後の日付を求めたい！···································································· 394

713	 今日の日付や時刻を入力したい！········································································ 394

データの検索と抽出

Question  714	 商品番号を指定してデータを取り出したい！························································ 394

715	 VLOOKUP 関数で「検索方法」を使い分けるには？··········································· 395

716	 VLOOKUP 関数で「#N/A」を表示したくない！·············································· 395

717	 ほかのワークシートの表を検索範囲にしたい！···················································· 395

718	 異なるセル範囲から検索したい！········································································ 396

719	 検索範囲のデータが横に並んでいる表を検索したい！··········································· 396

720	 最大値や最小値を求めたい！·············································································· 396

721	 順位を求めたい！······························································································ 397

722	 ほかのワークシートにあるセルの値を取り出したい！··········································· 397

723	 表の途中にある列や行を検索してデータを取り出したい！····································· 398

724	 XLOOKUP 関数の使い方をもっと知りたい！···················································· 398

文字列の操作

Question  725	 ふりがなを取り出したい！················································································· 399

726	 文字列の文字数を数えたい！·············································································· 399

727	 全角文字を半角文字にしたい！··········································································· 399

728	 文字列から一部の文字を取り出したい！······························································ 400

729	 指定した文字を別の文字に置き換えたい！··························································· 400

730	 セル内の改行を削除して 1 行のデータにしたい！················································ 400

731	 別々のセルに入力した文字を 1 つにまとめたい！················································ 401

732	 区切り記号を入れて文字列を結合したい！··························································· 401
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733	 住所録から都道府県名だけを取り出したい！························································ 402

734	 氏名の姓と名を別々のセルに分けたい！······························································ 402

グラフの 
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グラフの作成

Question  735	 グラフを作成したい！······················································································· 404

736	 作りたいグラフがコマンドに見当たらない！························································ 405

737	 グラフのレイアウトを変更したい！···································································· 405

738	 グラフの種類を変更したい！·············································································· 405

739	 ほかのブックやワークシートからグラフを作成したい！········································ 406

740	 グラフをほかのワークシートに移動したい！························································ 406

741	 グラフを白黒できれいに印刷したい！································································· 406

742	 グラフの右に表示されるコマンドは何に使うの？················································· 407

グラフ要素の編集

Question  743	 グラフの要素名を知りたい！·············································································· 407

744	 グラフ内の文字サイズや色などを変更したい！···················································· 408

745	 グラフのサイズを変更したい！··········································································· 408

746	 グラフのスタイルを変更したい！········································································ 408

747	 データ系列やデータ要素を選択したい！······························································ 409

748	 グラフ要素がうまく選択できない！···································································· 409

749	 凡例の場所を移動したい！················································································· 409

750	 グラフにタイトルを表示したい！········································································ 410

751	 グラフタイトルと表のタイトルをリンクさせたい！·············································· 410

752	 軸ラベルを追加したい！···················································································· 411

753	 折れ線グラフの線が途切れてしまう！································································· 412

754	 マイナスの場合にグラフの色を変えたい！··························································· 413

もとデータの変更

Question  755	 凡例に表示される文字を変更したい！································································· 413

756	 グラフのもとデータの範囲を変更したい！··························································· 414
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757	 別のワークシートにあるもとデータの範囲を変更したい！····································· 414

758	 横（項目）軸の項目名を変更したい！································································· 415

759	 データ系列と項目を入れ替えたい！···································································· 415

760	 横（項目）軸を階層構造にしたい！···································································· 416

761	 2 つの表から 1 つのグラフを作成したい！·························································· 416

762	 見出しの数値がデータ系列になってしまう！························································ 417

763	 離れたセル範囲を 1 つのデータ系列にしたい！···················································· 418

軸の書式設定

Question  764	 縦（値）軸の表示単位を千や万単位にしたい！···················································· 418

765	 縦（値）軸の範囲や間隔を変更したい！······························································ 419

766	 縦（値）軸ラベルの文字を縦書きにしたい！························································ 420

767	 縦（値）軸の数値の通貨記号を外したい！··························································· 420

768	 日付データの抜けがグラフに反映されてしまう！················································· 421

グラフの書式

Question  769	 棒グラフの棒の幅を変更したい！········································································ 421

770	 棒グラフの棒の間隔を変更したい！···································································· 422

771	 棒グラフの並び順を変えたい！··········································································· 422

772	 棒グラフの色を変更したい！·············································································· 423

773	 グラフ内にもとデータの数値を表示したい！························································ 424

774	 特定のデータ系列にだけ数値を表示したい！························································ 424

775	 データラベルを移動したい！·············································································· 424

776	 データラベルの表示位置を変更したい！······························································ 425

777	 データラベルに表示する内容を変更したい！························································ 425

778	 グラフ内にもとデータの表を表示したい！··························································· 426

779	 円グラフに項目名とパーセンテージを表示したい！·············································· 426
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データベースの 
「こんなときどうする？」…………………………………………… 42717第 章

データの並べ替え

Question  780	 Excel をデータベースソフトとして使いたい！··················································· 428

781	 データを昇順や降順で並べ替えたい！································································· 428

782	 複数条件でデータを並べ替えたい！···································································· 429

783	 「すべての結合セルを同じサイズにする必要がある」と表示された！······················ 430

784	 表の一部しか並べ替えができない！···································································· 430

785	 数値が正しい順番で並べ替えられない！······························································ 430

786	 氏名が五十音順に並べ替えられない！································································· 430

787	 読み情報は正しいのに並べ替えができない！························································ 431

788	 複数のセルを 1 つとみなして並べ替えたい！······················································· 431

789	 並べ替える前の順序に戻したい！········································································ 431

790	 見出しの行がない表を並べ替えたい！································································· 432

791	 見出しの行まで並べ替えられてしまった！··························································· 432

792	 横方向にデータを並べ替えたい！········································································ 432

793	 表の一部だけを並べ替えたい！··········································································· 433

オートフィルター

Question  794	 特定の条件を満たすデータだけを表示したい！···················································· 433

795	 オートフィルターって何？················································································· 434

796	 抽出したデータを降順や昇順で並べ替えたい！···················································· 434

797	 上位や下位「○位」までのデータを表示したい！················································· 434

798	 オートフィルターが正しく設定できない！··························································· 435

799	 条件を満たすデータだけをコピーしたい！··························································· 435

800	 指定の値以上のデータを取り出したい！······························································ 435

801	 「8/1 日以上」の条件でデータが取り出せない！·················································· 436

802	 抽出を解除したい！··························································································· 436

803	 見出し行にオートフィルターが設定できない！···················································· 436

804	 もっと複雑な条件でデータを抽出するには？························································ 437

805	 オートフィルターで空白だけを表示したい！························································ 437

806	 オートフィルターを複数の表で設定したい！························································ 438
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データの重複

Question  807	 データを重複なく取り出したい！········································································ 438

808	 重複するデータをチェックしたい！···································································· 439

809	 重複行を削除したい！······················································································· 439

テーブル

Question  810	 テーブルって何？······························································································ 440

811	 テーブルを作成したい！···················································································· 440

812	 テーブルに新しいデータを追加したい！······························································ 441

813	 テーブルに集計行を表示したい！········································································ 441

814	 テーブルにスタイルを設定したい！···································································· 442

815	 テーブルのデータをかんたんに絞り込みたい！···················································· 442

816	 テーブルのデータを使って数式を組み立てるには？·············································· 443

817	 テーブルでも通常のセル参照で数式を組み立てたい！··········································· 444

818	 テーブルにフィールドを追加したい！································································· 444

819	 テーブルを通常の表に戻したい！········································································ 445

ピボットテーブル

Question  820	 ピボットテーブルって何？················································································· 445

821	 ピボットテーブルを作成したい！········································································ 446

822	 ピボットテーブルをかんたんに作成するには？···················································· 447

823	 フィールドリストが表示されない！···································································· 447

824	 ピボットテーブルのデータを変更したい！··························································· 447

825	 ピボットテーブルの行と列を入れ替えたい！························································ 448

826	 同じフィールドが複数表示された！···································································· 448

827	 タイムラインって何？······················································································· 448

828	 特定のフィールドのデータだけを表示したい！···················································· 449

829	 スライサーって何？··························································································· 449

830	 項目ごとにピボットテーブルを作成したい！························································ 450

831	 ピボットテーブルをもとデータごとコピーしたい！·············································· 451

832	 集計された項目の内訳が見たい！········································································ 451

833	 日付のフィールドを月ごとにまとめたい！··························································· 452

834	 ピボットテーブルのデザインを変更したい！························································ 453
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835	 ピボットテーブルを通常の表に変換したい！························································ 453

自動集計

Question  836	 データをグループ化して自動集計したい！··························································· 454

837	 自動集計の集計結果だけ表示したい！································································· 455

838	 アウトライン記号を削除したい！········································································ 455

839	 自動集計を解除したい！···················································································· 455

840	 折りたたんだ集計結果だけをコピーしたい！························································ 456

印刷の 
「こんなときどうする？」…………………………………………… 45718第 章

ページの印刷

Question  841	 印刷イメージを確認したい！·············································································· 458

842	 用紙の中央に表を印刷したい！··········································································· 458

843	 指定した範囲だけを印刷したい！········································································ 459

844	 印刷範囲を変更したい！···················································································· 459

845	 指定した印刷範囲を解除したい！········································································ 459

846	 白紙のページが印刷されてしまう！···································································· 460

847	 特定の列や行、セルを印刷しないようにしたい！················································· 460

848	 大きい表を 1 ページに収めて印刷したい！·························································· 460

849	 小さい表を拡大して印刷したい！········································································ 461

850	 余白を減らして印刷したい！·············································································· 461

大きな表の印刷

Question  851	 改ページ位置を変更したい！·············································································· 462

852	 指定した位置で改ページして印刷したい！··························································· 462

853	 改ページ位置を解除したい！·············································································· 463

854	 印刷されないページがある！·············································································· 463

855	 ページを指定して印刷したい！··········································································· 463

856	 すべてのページに見出し行を印刷したい！··························································· 464

857	 はみ出した列や行をページ内に収めて印刷したい！·············································· 464



C
ontents

42

ヘッダー／フッター

Question  858	 すべてのページに表のタイトルを印刷したい！···················································· 465

859	 ファイル名やワークシート名を印刷したい！························································ 465

860	 「ページ番号／総ページ数」を印刷したい！························································· 466

861	 ページ番号のフォントを指定したい！································································· 466

862	 先頭のページ番号を「1」以外にしたい！···························································· 467

印刷の応用

Question  863	 印刷範囲や改ページ位置を見ながら作業したい！················································· 467

864	 印刷範囲や改ページ位置の破線などが表示されない！··········································· 468

865	 白黒プリンターできれいに印刷したい！······························································ 468

866	 印刷すると数値の部分が「###…」などになる！················································· 469

867	 印刷時だけ枠線を付けて印刷したい！································································· 469

868	 複数のワークシートをまとめて印刷したい！························································ 470

869	 印刷プレビューにグラフしか表示されない！························································ 470

870	 セルのエラー値を印刷したくない！···································································· 471

871	 1 つのワークシートに複数の印刷設定を保存したい！··········································· 471

872	 行や列見出しの印刷設定ができない！································································· 472

873	 ブック全体を印刷したい！················································································· 472

874	 印刷の設定を保存したい！················································································· 472

ファイルの 
「こんなときどうする？」…………………………………………… 47319第 章

ファイルを開く

Question  875	 保存されているブックを開きたい！···································································· 474

876	 OneDrive に保存したブックを開きたい！························································· 474

877	 ファイルを開こうとしたらパスワードを要求された！··········································· 475

878	 パスワードを入力したら間違えていると表示された！··········································· 475

879	 起動時に指定したファイルを開きたい！······························································ 475

880	 ファイルを保存した日時を確認したい！······························································ 476

881	 最近使用したブックをかんたんに開きたい！························································ 476
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882	 もとのブックをコピーして開きたい！································································· 476

883	 最近使用したブックを一覧に固定したい！··························································· 477

884	 最近使用したブックをクリックしても開かない！················································· 477

885	 壊れたファイルを開くには？·············································································· 477

886	 Excel ブック以外のファイルを開きたい！·························································· 478

887	 ブックがどこに保存されているかわからない！···················································· 478

888	 ブックを前回保存時の状態に戻したい！······························································ 478

889	 旧バージョンで作成したブックは開けるの？························································ 479

890	 「互換モード」って何？······················································································ 479

891	 ファイルを開いたら「保護ビュー」と表示された！·············································· 479

ブックの保存

Question  892	 旧バージョンのブックを新しいバージョンで保存し直したい！······························ 480

893	 古いバーションでも開けるように保存したい！···················································· 480

894	 自動保存って何？······························································································ 480

895	 ［互換性チェック］って何？··············································································· 481

896	 ブックを PDF ファイルとして保存したい！························································ 481

897	 作業中のブックを自動保存したい！···································································· 482

898	 変更していないのに ｢変更内容を保存しますか？」と聞かれる！··························· 482

899	 既定で保存されるフォルダーの場所を変えたい！················································· 482

900	 バックアップファイルを作りたい！···································································· 483

901	 ファイル名に使えない文字は？··········································································· 483

902	 ファイルにパスワードを設定したい！································································· 483

903	 上書き保存ができない！···················································································· 484

904	 ブックをテキストファイルとして保存したい！···················································· 484

905	 ファイルから個人情報を削除したい！································································· 484

906	 前回保存し忘れたブックを開きたい！································································· 485

907	 使用したブックの履歴を他人に見せたくない！···················································· 485

908	 「作成者」や「最終更新者」の名前を変更したい！················································ 485

909	 Excel のブックをインターネット上に保存したい！············································· 486

ファイルの作成

Question  910	 新しいブックをかんたんに作りたい！································································· 486
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