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161	 もとの列幅のまま表をコピーしたい！······································································ 108
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Question  164	 行や列を挿入したい！···························································································· 110
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172	 行の高さや列の幅を変更したい！············································································ 113

173	 複数の行の高さや列の幅を揃えたい！······································································ 113

174	 列の幅や行の高さの単位を知りたい！······································································ 114
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セルの選択

Question  141	 選択範囲を広げたり狭めたりするには？··································································· 100

142	 離れたセルを同時に選択したい！············································································ 100

143	 広いセル範囲をすばやく選択したい！······································································ 100
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編集の「こんなときどうする？｣3第 章

入力規則

Question  127	 入力できる数値の範囲を制限したい！········································································ 92

128	 入力規則の設定の際にメッセージが表示された！························································ 92

129	 入力規則にオリジナルのメッセージを設定したい！····················································· 93

130	 データを一覧から選択して入力したい！····································································· 93

131	 ドロップダウンリストの内容が横一列に表示された！················································· 94

132	 セル範囲からドロップダウンリストを作成したい！····················································· 94

133	 入力する値によってリストに表示する内容を変えたい！·············································· 94

外部データの取り込み

Question  134	 Excel でテキスト形式のファイルは利用できる？······················································· 95

135	 保存されているファイルの形式がわからない！··························································· 95

136	 テキストファイルを Excel に読み込みたい！···························································· 96 

137	 UTF-8 で CSV ファイルを保存したい！··································································· 96

138	 CSV ファイルを開いたら文字が正しく表示されない！··············································· 97

139	 PDF ファイルのデータを取り込みたい！··································································· 97

140	 Web ページのデータをリンクして取り込みたい！······················································ 98
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書式の「こんなときどうする？｣4第 章

186	 不要になったワークシートを削除したい！······························································· 118

187	 ワークシートを非表示にしたい！············································································ 118

188	 ワークシートの見出しを色分けしたい！··································································· 119

189	 複数のワークシートをまとめて編集したい！···························································· 119

190	 シート見出しがすべて表示されない！······································································ 120

191	 ワークシートのグループ化を解除するには？···························································· 120

データの検索／置換

Question  192	 特定のデータが入力されたセルを探したい！···························································· 120

193	 ブック全体から特定のデータを探したい！······························································· 121

194	 特定の文字をほかの文字に置き換えたい！······························································· 121

195	 特定の範囲を対象に探したい！··············································································· 122

196	 セルに入力されている空白を削除したい！······························································· 122

197	 「検索対象が見つかりません。」と表示される！························································· 122

198	 ダイアログボックスを表示せずに検索したい！························································· 123

199	 「○」で始まって「△」で終わる文字を検索したい！················································· 123

200	 「＊」や「？」を検索したい！················································································· 124

201	 ワークシート内の文字の色をまとめて変更したい！··················································· 124

202	 セル内の改行をまとめて削除したい！······································································ 125

203	 データを検索してセルに色を付けたい！··································································· 125

ハイパーリンク

Question  204	 ハイパーリンクを一括で解除したい！······································································ 126

205	 ほかのワークシートへのリンクを設定したい！························································· 126

表示設定

Question  206	 表の行と列の見出しを常に表示しておきたい！························································· 127

207	 ワークシートを分割して表示したい！······································································ 127

208	 同じブック内のワークシートを並べて表示したい！··················································· 128

209	 スクロールバーが消えてしまった！········································································· 128

210	 並べて表示したワークシートをもとに戻したい！······················································ 129

211	 セルの枠線を消したい！························································································· 129

212	 セルに数式を表示したい！······················································································ 129

213	 ワークシートを全画面に表示したい！······································································ 130

214	 画面の表示倍率を変更したい！··············································································· 130

215	 複数のワークシートを並べて内容を比較したい！······················································ 131

216	 配置を指定してウィンドウを整列したい！······························································· 131

217	 表全体が入る大きさに表示サイズを調整したい！······················································ 131

218	 リボンのタブ名を変更したい！··············································································· 132

表示形式の設定

Question  219	 小数点以下を四捨五入して表示したい！··································································· 134

220	 パーセント表示にすると 100 倍の値が表示される！················································ 134

221	 表内の「0」のデータを非表示にしたい！································································ 135

222	 特定のセル範囲の「0」を非表示にしたい！····························································· 135

223	 数値に単位を付けて入力すると計算できない！························································· 136

224	 分数の分母を一定にしたい！·················································································· 136

225	 正の数と負の数で文字色を変えたい！······································································ 137

226	 漢数字を使って表示したい！·················································································· 137

227	 パーセントや通貨記号を外したい！········································································· 138

228	 通貨記号を別な記号に変えたい！············································································ 138

229	 数値を小数点で揃えて表示したい！········································································· 139

230	 ユーザー定義の表示形式をほかのブックでも使いたい！············································ 139

231	 日付を和暦で表示したい！······················································································ 139

232	 24 時間を超える時間を表示したい！······································································ 140

233	 24 時間以上の時間を「○日◇時△分」と表示したい！············································· 140

234	 時間を「分」で表示したい！·················································································· 141

235	 「年／月」という形式で日付を表示したい！······························································ 141

236	 「月」「日」をそれぞれ 2 桁で表示したい！······························································· 142

237	 日付に曜日を表示したい！······················································································ 142

238	 通貨記号の位置を揃えたい！·················································································· 143

239	 秒数を 1 ／ 100 まで表示したい！········································································· 143

240	 数値を「125」千円のように千単位で表示したい！·················································· 144

241	 「○万△千円」と表示したい！················································································· 144

242	 条件に合わせて数値に色を付けたい！······································································ 145

243	 負の値に「▲」記号を付けたい！············································································ 145

244	 電話番号の表示形式をかんたんに変更したい！························································· 146

245	 郵便番号の「-」をかんたんに表示したい！······························································ 146

文字列の書式設定

Question  246	 上付き文字や下付き文字を入力したい！··································································· 147

247	 文字の大きさを部分的に変えたい！········································································· 147

248	 文字の色を部分的に変えたい！··············································································· 147

249	 文字列の左に 1 文字分の空白を入れたい！······························································· 148

komatta-excel2021_00-mae-3校01.indd   14-15komatta-excel2021_00-mae-3校01.indd   14-15 2023/01/10   16:472023/01/10   16:47



C
o

n
ten

ts

1716

250	 両端揃えって何？·································································································· 148

251	 折り返した文字列の右端を揃えたい！······································································ 148

252	 標準フォントって何？···························································································· 149

253	 均等割り付けって何？···························································································· 149

254	 セル内に文字を均等に配置したい！········································································· 149

255	 均等割り付け時に両端に空きを入れたい！······························································· 150

256	 両端揃えや均等割り付けができない！······································································ 150

257	 セル内で文字列を折り返したい！············································································ 150

258	 文字を縦書きで表示したい！·················································································· 151

259	 2 桁の数値を縦書きにすると数字が縦になる！························································· 151

260	 文字を回転させたい！···························································································· 152

261	 文字を回転させることができない！········································································· 152

262	 文字に設定した書式をすべて解除したい！······························································· 152

263	 漢字にふりがなを付けたい！·················································································· 153

264	 ふりがなが付かない！···························································································· 153
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グラフの作成
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データの並べ替え
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Q

003
重要度

A

表計算ソフトって何？

Excelの概要

集計表や表形式の書類を
作成するためのソフトウェアです。

Q

004
重要度

A

Excelでは何ができるの？

Excelの概要

集計表やグラフの作成、高度な分
析などができます。

Q

001
重要度

A

Excelってどんなソフト？

Excelの概要

マイクロソフトが開発している
表計算ソフトです。

Q

002
重要度

A

Excelのバージョンによって
何が違うの？

Excelの概要

利用できる機能や操作手順が
異なる場合があります。

●	Excel 2021の画面 ●	Excel 2016の画面

●	Excel 2019の画面

「表計算ソフト」は、表のもとになるマス目（セル）に数
値や計算式（数式）を入力して、データの集計や分析を
したり、表形式の書類を作成したりするためのソフト
ウェアです。膨大なデータの集計をかんたんに行うこ
とができ、データの変更に合わせて、数式の計算結果も
自動的に更新されるため、手作業で計算し直す必要は
ありません。

Excelでは、表にさまざまな種類の罫線を設定したり、
フォントや文字サイズ、色などを変更したりして、見栄
えのする表を作成できます。
また、数式や関数を利用して、複雑な計算や面倒な処理
をかんたんに実行したり、表のデータをもとにしてグ
ラフを作成したり、高度な分析を行ったりすることが
できます。さらに、画像やアイコンなどを挿入したり、
SmartArtを利用して複雑な図表を作成したりすること
もできます。

「Excel」は、マイクロソフトが開発・販売している表計
算ソフトです。Excel以外にも表計算ソフトは各社か
ら発売されていますが、Excelはもっとも多くの人に
利用されている代表的な表計算ソフトです。
Excelは、ビジネスの統合パッケージである「Office」に
含まれているほか、単体のパッケージとしても販売さ
れています。それぞれ通常版のほかに、学生・教職員・
教育機関向けの「アカデミック版」が販売されていま
す。

「バージョン」とは、ソフトウェアの改良、改訂の段階
を表すもので、ソフトウェア名の後ろに数字で表記さ
れ、新しいほど数字が大きくなります。Windows版の
Excelには「2016」「2019」「2021」などのバージョン
があり、現在販売されている最新バージョンはExcel 
2021です。
バージョンによって、リボンの表示やコマンドが違った
り、利用できる機能や操作手順が異なったりする場合が
あります。また、ソフトウェアのアップデートによって

変更されることもあるので、注意が必要です。
マイクロソフトによるサポート期限も異なります。
Excel 2016/2019は2025年10月、2021は2026年
10月に終了します。安心のためにも、サポート期限ま
でに最新バージョンに乗り換えるようにしましょう。

表計算ソフトを使うと、膨大なデータの集計を簡単に
行うことができます。データをあとから変更しても、
自動的に再計算されます。

●	Office Personal for Windows 2021

店舗別売上

10月 品川 2,050
 新宿 5,980
 中野 2,670
 目黒 2,950

店舗別売上

11月 品川 1,880
 新宿 5,240
 中野 2,020
 目黒 2,780

店舗別売上

12月 品川 3,120
 新宿 6,900
 中野 2,790
 目黒 2,570

店舗別売上

1月 品川 2,860
 新宿 6,400
 中野 2,550
 目黒 3,560

店舗別売上

2月 品川 2,580
 新宿 5,530
 中野 2,280
 目黒 2,880

店舗別売上

3月 品川 2,650
 新宿 6,890
 中野 2,560
 目黒 3,450

表計算ソフトがな
いと、計算は手作
業で行わなければ
なりませんが…

このような報告書もかん
たんに作成できます。

表の数値からグラフを
作成して、データを視
覚化できます。

画像やアイコンなども
挿入できます。

面倒な計算も関数を使えば
かんたんに求めることがで
きます。
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