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1 Heab n 3apaun Aucuumiiudbl. I[lepedens miianupyemMbix pe3y/ibTaToB
00y4yeHHs IO AUCHHUILINHE, COOTHECEHHBIX C IVIAHMPYEMBIMHU Pe3yJIbTATAMH
O0CBOCHMsA 00pa30BaTeJbHON POrPaAMMBbI

1.1enp AMCHUIIHHBI

dopMHUpOBaHUE y CTYIACHTOB 0a30BBIX 3HAHUN OO0 OCHOBHBIX TOHATHUIX
MH(pOpPMATUKY; HABBHIKOB HCIIOJIb30BaHUS MPOTPAaMMHBIX W amllapaTHBIX CPEJICTB
MEePCOHATBLHOTO KOMIIBIOTEPA.

1.23agaum qUCHUILINHEI

- mnpuobpereHre 0a30BbIX 3HAHUW O TMOHATUSAX  HUHPOPMATHUKH,
BO3MOKHOCTSIX KOMIIBIOTEPOB B 00pa00OTKE SKCIIEPUMEHTAIBHBIX JaHHBIX;

- OBJIJIEHWE OCHOBHBIMU METOJIaMH, CIIOCO0aMU U CPEJACTBAMHU IMOTyUYEHUS,
XpaHeHwus, nepepadboTku nHpopMauu;

- (popmupoBanue:

- CHOCOOHOCTEW TOHMMAaHHUs CYIIHOCTU U 3HA4YeHUss HHPOpMAIUU B
Pa3BUTHHU OOIIIECTBA;

- OCO3HAHUS BO3MOXXHOCTH CO3/IaHUSI HOBBIX TIEPCIIEKTUBHBIX CPEJICTB
UH(POPMATUKHY;

- CIIOCOOHOCTEH WCIOJIb30BaHMS YHHBEPCAJIbHBIX IMAKETOB MPHUKIIATHBIX
IporpamMM Mpy MOJEIUPOBAHUN CUCTEM M TIPOIIECCOB.

1.311epeyeHnb IUIaHUPYEMBIX pPe3yJbTATOB OOYYeHHUsI MO JMCUHHUILIUHE,
COOTHECEHHBIX € IUIAHUPYEMbIMH pe3yJIbTATAMH OCBOEHHSI 00pa3oBaTeIbHOM
NporpaMmbl

OOGyuaroriue J0JKHBI 3HATh.

(] mpuHIUTIHATHHBIE OCHOBBI YCTPOMCTBA KOMITHIOTEPA,;

[J 3aKOHBI ¥ METOJIBI HAKOIUICHUS, Mepeaadyd u 00paboTku nHpopMaruu ¢
MTOMOIIbIO KOMIIBIOTEPA;

- OCHOBHBIE TIPUEMBI PAOOTHI:

1. B onepanuonHoi cucreme Windows;
2. B TekcToBOM penakrTope WORD;

3. B TabiimuHoM penakrope EXCEL.
yMeETh.

- UCIIOJIB30BaTh BO3MOXHOCTHU BBIHI/ICJ'II/ITCJ]BHO?I TEXHUKU U HpOFpaMMHOFO
o6ecnequH>1 JJIA peHIeHI/ISI HpaKTI/I‘—IeCKI/IX 3a1a4 HH)KeHepHOﬁ HaHpaBHeHHOCTI/I;

- OCYILIECTBJISITh TMOUCK HYKHOW MH(OpMAIMu U OOMEHUBATLCA €10 B CETU
Internet.

BJIaJA€Th.



- OCHOBHBIMH MCTOAdAaMH pa6OTBI Ha KOMIIBIOTEpPEC C HCIOJIb30BAHUCM

YHUBEPCATBbHBIX IPUKIAIHBIX [IPOTPAMM;
- TEXHOJIOTUEH CO3/1aHUSI HAYYHO-TEXHUYECKOW JOKYMEHTAMH PA3IMYHOU

CJIO’)KHOCTH C MTOMOIIIBI0 TEKCTOBOTO MPOLIECCOPa;
- TEXHOJIOTHEH PEIICHUS] TUITIOBBIX HH()OPMAIIMOHHBIX U BEIYACIUTEIBHBIX
3aJ1a4 C MIOMOIIBIO TaOJIUYHOTO MPOIeccopa.

2. JIabopaTopHbIe padoTHI

Tabnuna 2.1 — JlaGopaTopHble paboThI

HaumenoBanue nabopaTopHOil pabOThI

2

[lepBuuHBIE HACTPOWKHK apaMeTPOB MeyaTHOro fokymenta MS Word

Co3xanne CIIMCKOB U aBTOMaTh4ecKoro oriasienus MS Word

Coznanue u 06padotka rpadpudeckux oorekToB MS Word
Co3nanue, aBTO3allOJIHEHUE, pEIaKTUPOBaHUE TaOIHI, BBEIACHHE

dbopmyn B Tabiuiiax Microsoft Excel
dopmynsl, pyHKIMH B auarpaMmmbl Microsoft Excel

1
1
2
3 | Coznanue u popmaruposanue Tabnu MS Word
4
5
6




JlaGoparopHasi pabora Nel

IlepBu4yHbIC HACTPOIKH MapaMeTPOB NeYaATHOIro JoKymeHTa MS Word

Llens paOoThI: OBJIaETh HAaBBIKAMM HACTPOMKH MapaMeTpOB CTPaHHIBL,
mpudTa u abzana B gokymMenrtax MS Word, HayuuThCs BCTaBISATH HOMEpa
CTpPaHHMII B JIOKYMEHT, H3Y4YHTh COYCTAHUE KJIABUII U Topsiure kiaasumu B Word.

1. Co3naiite HOBBIM gokymeHT MSWord. BeimomHuTe HacTpoiiky mosjei
CTpaHHUILIbI Ilepeias Bo BkiIaaky Pasmerka crpanuubsi— I[loms— Hacrtpausaemblie
noJigd. Y CTaHOBUTE NapaMeTphbl CTPAHULIBIL:

Bepxnee u HxHEE - 2 cM

JIeBoe - 3 cMm

IIpaBoe — 1,5 cMm.

2. Bxmtounte pexum «OToOpa3uTh BCe 3HAKW» BO BKIaJKe [ JaBHas.
O3HaKOMBTECh C COJEpP)KAHUEM 5TOM BKJIaAKH, a Takke ¢ OokHoM «lllpudr»

WpudT | donoaHuTensHO

WpngT: HaueptaHwe: Pazmep:
Times Mew Roman OB bIYHBIA

Sitka Text
Smudger LET Kypcne

Snap ITC nUﬂMHpHHIE
Square721 BT MonyHWpHBIW EYpLWE
Staccato222 BT

UgeT TekcTa: NogqeprruBaHKue: LIBET NOogYepEWEIHINA:
I - | | (HeT) AETO
BWaouzmeHeHH
[ sauepkHyTI (] maneie nponucHee
[ ] geoiiHoe zauepkuEaHme [ ] Bce nponuecHE
[ ] Haacrpoueii [ ] ekprimmi
[ ] noacrpouHwii

Oepazey,

Times New Roman

WprgT TrueType, OH WENOAEIYETCA 404 BEEIEOAA KAK HA 3KpaH, TaK W Ha NPUHTEP.

Mo ymonyaHwWm TekcToBbe 3 ekThI...

u «Ao03amy




OTCTYyNbl M MHTEPEANE | TMonoxeHWe Ha CTRaHKLLE

Obwme

Bupasnueanve: |[IEITTTEIEENNNNN v

YpoBeHE: COCHOBHOM TEKCT W

QOTcryn

Cnega: 214 m Nepeag cTpoka:

Cnpaga: 0em [HeT]

[ 3epranchbie otorynu

HHTepBan

MNepea;: ont = MENAYCTP OHHEIH:

Mocne: ont = MHOM¥KUTENR

He goBaenaTe MHTEPEAN Mexay abzalamuy 0gHOro CTHUAA

O6Bpazey

CEEpHYTH MO YMOAYEHWHD

JHAYEHKWE:

Tabynauua... o ymonyaHu

3. O3HaKOMbTECH C coueTaHneM Kiapuil B WOrd, mpuBecHHBIM B TaOJIHIIE

1.
Tabmuma 1

I"opsiune knasumu Word
JlericTBHE CoueTanue KiIaBHII
OTKpBITH CTRL+O
CoxpaHuth CTRL+S
3aKphITh CTRL+W
BripesaTh CTRL+X
Konuposath CTRL+C
BcraBka CTRL+V
Bri6pats Bce CTRL+A
[Tony>xxupHbiit CTRL+B
Kypcus CTRL+I
[TomuepkHyThIH CTRL+U
YMmeHbmuTh pazmepa mpudra Ha ogud myHKT | CTRLA+[




JlericTBre CoueTaHue KJIaBHIII
VYBenmuuuth pazmepa mpudra Ha oquH myHKT | CTRL+]
BBIpOBHATH TEKCT MO LEHTPY CTRL+E
BBIpOBHATH TEKCT MO JIEBOMY Kparo CTRL+L
BBIpOBHATH TEKCT MO MPABOMY Kparo CTRL+R

OtmeHa ESC

OTMEHUTH Onepanuo CTRL+Z
IToBTOPUTH ONEpALUIO CTRL+Y

4. Otpenure OyayHIUd TUTYJIBHBINA JIUCT OT JIMCTA JJabOpaTOpHOU pabOTHI
pa3peiBoM ctpanuiisl (Ctrl+Enter).

5. Ha Bropom nucre HameyaTtaiiTe cBOM (aMHIIUIO, UMS U OTYECTBO.
Ucnons3yro couetanus kiaBuill CTRL+C u CTRL+V caenaiite TEKCT, COCTOSIIUNA
u3 10 a63aries.

6. VYOemurech, UTO B JAaHHOM TEKCTE€ HET OTCTYNOB JI0 U TOCie ad3ara,
yCTaHOBUTE a03arHbIi oTcTym 1,25.

7. K kaxaomy ab3aily TekcTa MpUMEHUTE YKa3aHHOe (hopMaTHpOBaHUE:

|.IlepBbiii a63anm mpudt 12 nyHKTOB, 1 MEXIYCTPOUHBIH WHTEpPBA,
BbIPAaBHHUBAHUE 110 ITUPUHE
II.Bropoii a63anm mpudrt 14 nyHkToB, 1,5 MEXIYyCTpOUHBIM HHTEpBAI,
BbIPABHUBAHUE T10 JIEBOMY Kparo, MOJYEPKHYTHIH
1. Tpernii a63an mpudt 16 MyHKTOB, 2 MEKIYCTPOUHBIM MHTEPBAJ, KYPCHUB,
BBIpAaBHUBAHUE [0 MPABOMY Kparo, pa3peKCHHBIA HHTEpBal MEXAY OyKBaMH
TEKCTa
IV.YerBepThiii ad3an mpudt 13 myHKTOB, 1,25 MEXKIyCTpOUYHBIN HMHTEpBAI,
MOJTY>KUPHBIN KypCHB, BBIPABHUBAHHE IO MIPABOMY Kparo, YINIOTHEHHbIA HHTEPBAJ
MeXIy OyKBaMU TEKCTa
V.IsarTelii a63am mpudt 15 mnyHkToB,l MEKIYCTPOUYHBIM WHTEpPBAI,
BBIPAaBHUBAHUE 110 IMPUHE, 3aUEPKHYTHIN
Vi.lllecroii a63an mpudpt 14 myHkroB, 1,5 MEXIyCTpOUHBIA HHTEpPBAI
BBIPaBHUBAHUE 110 IIMPUHE,JBONHOE 3aU€PKUBAHUE
VIl.Cenbmoii a63anm mpudt 14 myskroB, 1,5 MEXIyCTpOUHBIN HHTEpBAI
BBIPAaBHUBAHUE 110 IUPUHE, HAJICTPOUHBIE U MOACTPOUYHBIE CUMBOJIBI
VIll.Bocbmoii a63anm mpudt 14 myHkToB, 1,5 MEXIYCTpOUYHBIA HWHTEpBAIT
BBIPAaBHUBAHUE MO MIUPUHE, MAJIbIE TPONKUCHBIE OYKBBI
IX.deBsaTbiii a63anm mpudt 14 myHkTOB, 1,5 MEXKIYCTPOUHBIN HHTEpBAI
BBIpaBHMBAHUE 110 IUPUHE, U3MEHUTH LIBET MIpUPTa
X decarbiii a063am mpudt 14 nyHkroB, 1,5 MEXIyCTpOUYHBI WHTEpBai
BBIPaBHUBAHUE 10 TUPUHE, BBIACIUTH TEKCT LIBETOM.



Ha mnepBoil cTpaHuine oT4eTa BBIIOJIHUTE TUTYJIBHBIM JIHMCT, COTJIACHO
[IPUBEACHHOMY HUXE IIPUMEDY.

TexkcT, Hame4yaTaHHbId KypCHUBOM, HOSICHSET TO, KAaKUM JOJDKHO OBbITh
(dbopmaTupoBaHUE TEKCTA HA TUTYJIBHOM JHCTE. [leyaTaTs €ro He HYKHO.

8. BcraBbTe HOMepa CTpaHMIl B JIEBbIH HUKHUMN yroyl OTYETAa U UCTIOIb3Ys
BKnaaky BeraBka— Homep crpanunbl— Buusy crpannnsi— Crpasa.

9. IlepeiimuTte B HWKHHUI KOJIOHTUTYJ, HarmedataiTe B HEM CBOE MM,
yoenurech, yTo Bamie uMs aBTOMaTHYECKHM MMOBTOPUIOCH BO BCEX HUMKHUX
KOJIOHTUTYJIaX JOKYMEHTA.

10. TloctaBbTe rajgouky HampoTuB NoJsi «OCcoObI KOJOHTUTY AJIs MEPBOM
CTpaHuily» Bo BKJaake KoHctpykrop. YoOenurech, 4To HOMEpP Ha NMEPBOM CTPAHMIIE
He oToOpa)kaercs.

11. Tlepeiins Bo Bkianky BcraBka— Homep crpanunsi— dopmart HOMEpOB
CTaHMI] HAYHUTE JOKYMEHT CO CTPAHULIBI 3.

PopmaTt HoMmepa: s
[] Bknwounte Homep rnase
HAYWMHAETCA CO CTHAR: | 3aronosok 1

pazgenmTenk: - [gedwc)

Mpumepb: 1-1,1-A

Hymepaumna crpaHMLy

®) npogonHEKTE

) HauaTte ©

PacnieuaraiiTe mosryduBIIAICA OTYET.
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JlaGoparopHasi paGora Ne2
Co31aHue cIMCKOB M aBTOMaTn4Yeckoro orjaasjiaenusas MS Word

[lenp pabotel: HayuuThes co3maBaTh B MSWordmapkupoBaHHbIe,
HYMEpPOBAaHHbIE CIUCKA U MHOTOYPOBHEBBIE CIIMCKH, CO3/1aBaThb aBTOMATHYECKOE
OTJIaBJICHUE U PACCTaBJISATh ABTOMAaTUYECKUE CCHUIKM HAa UICTOYHUKHU JTUTEPATYPbI

Bbr  moxere ObICTpO [100aBUTh MapKepbl WM HYMEpauuio K
CyLIECTBYIOIIMM cTpokam Tekcta. Kpome toro, Word MokeT aBTOMaTu4ecku
co3aBaTh CIUCKU MO MEpPEe TOro, Kak Bbl BBOAUTE TEKCT. [lo ymom4yanuto, eciu B
Havasie ab3alia Bbl BBOAMTE 3BE3/104KY M mpobdesn, Word co3naer MapKkupoOBaHHBIN
cnicok. Ecinm ke Bbl HaumHaeTe BBOJA ab3ama ¢ HoMepa, Word co3naer
HYMEpOBaHHbIN cnucok. Eciau BBl HE XOTHTE, YTOObI TEKCT CTaj CIHCKOM,
HOXMHUTE mosABIAlonlytocss KHonky [lapamerpsl aBTro3amensl-M300paxeHue
KHOIIKU U BBIOEpUTE JPYToi mapamerp.

1. OTpenure TUTYABHBIA JHUCT OT Ja0OpaTOPHOM paboThl HaxaTHEM
knaBuin CTRL+Enter.

2. B BepxHe#t yactu Broporo jucra Hanumute «['nasa 1. Hazpanue 1». C
HOBOW CTpPOKM HaOepuTe YeThIpe JIOOBIX CJIOBa, KaXXJ0€ C HOBOW CTPOKH,

Al

-

BBIIENIUTE TEKCT WU COPTUPYWTE €ro mo andaBUTy HUCIOJIb3Ys HUKOHKY

npeoOpa3yiTe TaHHbBIN TEKCT B MAPKUPOBAHHBIN CIMCOK MCTOIb3Ys UKOHKY “—
3. B BepxHe#i yacTu TpeThero gucta HanumuTe «I maBa 2. HazBanue 2»

3 —
i— ¥

BcraBbTe npocToit HyMepOBaHHBIN CIIUCOK, UCTIONB3Ys UKOHKY ~— . Co3maiite
CITUCOK U3 4 3JIEMEHTOB, COPTUPYUTE €ro 1o andaBury.
4. B BepxHeil yactu yeTBepToro jucrta Hanumure «I'nasa 3. HazBanue 3».

g —
a1— -

Co3zmaiiTe MHOTO YPOBHEBBIN CITUCOK, UCIIOJIB3YSl UKOHKY - . [lox mmdpoit oqux
B CIIMCKE HAIMIINTE cJIOBO «l acHbIe», HaxMuTe Enter, monnssTe ypoBeHb CIMCKa
¢ 2 no 1.1 ucnone3ys knaBuiny Tab. [lepeuncinre 4 mo0bIe IIaCHBIE TAK, YTOOBI
Ka)kaast ObLI1a HOBBIM DJIEMEHTOM cHUCKa. [IoBBICHTE diteMeHT cricka 1.5 1o 2
HaxkatveM couetanuil kinasuil Enter. Hanumure B myHkte 2 cnoBo «CorjiacHbIe».
Janee nepeuniciute 4 COTIacHbBIE, TaK, YTOOBI KaXK/1ast Obliia OTIETbHBIM
AJIEMEHTOM CIIHUCKA BTOPOTO YPOBHSI.

5. I3meHuTe HauaabHOE 3HaUYCHUE CMHMCKa ¢ 1 Ha 3, IMIEIKHYB IIpaBoi
KHOIKOM MbIIIH 10 nudpe | B ciucke HampoTuB ciioBa «I 1acHbIe», U3MEHHUTE
YPOBEHB 3TOM CTPOKH CIMCKa ¢ 1 Ha 2 B pydyHOM pexxkume. MI3MeHuTe B pydHOM
peXKUME BCE OCTANIbHBIE PJIEMEHTBI CIIHCKA TaK, 4TO ObI CJI0BO «I JIacHBIE» B CIIUCKE
nmeno Homep 3.1, «CornacuHsie» 3.2, riacHbie OykBbsI HOMepa 3.1, 3.2, 3.3, 3.4;
coryiacHble OykBbI HOMepa 4.1, 4.2, 4.3, 4.4.



PAIMETKA CTPAHWLLBI CChIAKA

A A Aa- =

A e T
=

PACCBIIKA PELIEH3NPOBAHWE

= 5l T

EMA

Foxit PDF

aasoeerr Assteers AaB0 AaB6] L XC AABBBI 4csese

X M. A- === Bee ¥ Laronoso.. 3aronoso.. Hassanune MNogsaron.. Cnaboe
Tekywuii cnucok
WET [F] Criann
2 1 v eyt 1 3 1. 12 13 14 15 16 17
o 1.1 e
2.-+B-BepxHeH ga( i Haspanne 1».-C-HOBOH"
CTpOKH" Hadep1 BOH" CTPOKH," BBIOEIHTE"
Bubnuorexa cnuckos ﬁ\l -
TEKCT H'COPTH Ky -TpeobpasyHre:
1) 1. —
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6. B Ttom ciywae, ecnu Bemercs kpymHash paboTa (KypcOBOM IPOEKT,
murioMm, aucceptanus) U PII3 HacuuThIBaeT HECKOIBKO JECSTKOB pPa3leioB U
MOJApa3/eyiioB, TO py4yHoe (pOpMHUPOBAHME OIJIABJIEHHMsI CTAHOBUTCS BechMa
3aTpyaHUTENbHBIM. [[7s co3manus orsaBjeHusi B Word ciegyer Bo BKJAJKe

"CcblIKH'" B IYCTYIO CTPAHUILY JOKYMEHTA BCTABUTh MYCTOE OTJIABJICHUE.
= S

m Eg

BeTaeka PazMeTka cTpaHuLbl Ceblnkn Pacceinkmn PeLEH3MpOEaHIE Bug DopKyna Hagcrpoiikn
[Z Jo6asnTe Tekcr - [y BerasuTe koHuesyio cHocky [ ynpasnenme ncrouHmkamn :d'j [ CNWcok mancTpaymia
j‘fOSHoBMTbTaSnmu,y AgCne,qylouJ,aa CHOCK3 ™ = lgé,CTMb: APA Fifth Edition ~ E O6HoBUTE TaBAMLY
OrnasneHune Bcrasuts _ BrraguTb BTaBuTe
- cHOCKY = Moxasate cHockn ccaunky ™ & Crncok auTepatypei wassaHwe 71 MepexpecTHan ccoka
BCTpoeHHbIi ] CCBIMKN M CTACKKM INTEPETY DI Hassarua
AsTOCOBWpaeMoe ornagnesmue 1
Ornannenue
Farosonok | 1
Farononok 3 1

AsToCOBUpaemoe ornaenenune 1

ABTOMATMHECKN COBMPAEMOE OTNEBNEHWE (C
szaronoskom guot;OrnaeneHne’), koTopoe
BK/OHEET BECH TEKCT, 0 0pMAEHHBIR

papaszena

AsTocoBupaen)
apa3gen (Hcmp

O CTAAMKM “3aronosok 1-3°
Fa 1 | Opa3men
Farononok 3 1
pOpaznet
Pyunoe ornaeneiune Apa3nen
BCTAE. )
Ornasnenne
BBEARTE BaTBaNNE TAABLL (YpoBen 1) 1 DOpa3szena
BB MR FIGERE (FPOBEHI 2) oo D
Thnere mcssanme rmns (yposes 3)........ .3 [Pasaen
BReawTe BRIRARNNe FAXBE (YPOBEts 1), i &
BBC/HTE B T8k YD0RCHE 2) 5
= pOpaznet
Z Ornaenenue...
apasnen

YAaNWTE OFNABNEHUE

Ha skpane mosiBUTCS coOOIlIeHre 00 OTCYTCTBHUM AJIEMEHTOB OTJIABIICHHSI.
DTO €CTECTBEHHO, T. K. Y Bac eme HeT TekcTa ¢ pas3iesiamMu.



Korna Bbel Habepere HyXHBIH TEKCT, pa3METUTE TJIABbl B 3TOM TEKCTE,
HY’KHO OYyIET 9TH pa3Jesbl BHECTU B OIJIaBiIeHHE. J[JIs 3TOro, yCTaHOBUTE Kypcop
B TEKCT Ha3BaHMs pas3lena M Haxmure KHONKy ""Jlo0aButh Teker'". B
BBINIAIAIOIIEM MEHIO BbIOEpETE HYXHBI YpOBEHb BIOXEHHOCTH M OOHOBHTE

HCJIUKOM OINIaBJICHUEC B OTBET HA COOTBCTCTBYIOIICC COO6H16HI/Ie.
@! = 9-0|= S—

m [nasHaa Ectaeka PasmeTka cTpaHHLbI Cohlnkmn Pacce

=W JoBAENTE TEKCT A Rl .__[';'] BCTAaBWTE KOHUEEYID CHOCKY

He BKAHIYETE B OFNAENEHWE Ag Cnegymuan cHoka =
OrnagneHue

-

¥poBeHe 1
i CHOCKK
v | ¥poBeHs 2

¥poEeHE 3

Ecnu Bel Bce caenanu nmpaBuiIbHO, TO CTPaHHUIIA C OTJIABIICHUEM OOHOBHTCS
U B HEW TNOSBUTCS Ha3BaHWE BHECEHHOrO Bamu pasznena ¢ COOTBETCTBYIOIIMM
HOMEPOM CTpPaHMIIbl. AHAJIOTHYHBIM 00pa3oM CleayeT IOCTyHaTh CO BCEMH
paznenamu PII3. B urtore, y Bac nonyunrcs aBToMaTudecku chopMUpOBaHHOE
orjiaBjieHHe, KOTOPOE XOpPOII0 BbIPOBHEHO 1 0T()OPMATUPOBAHO , KOTOPOE
OyZeT aBTOMAaTHYeCKU HM3MEHSITh HA3BAHHWS Pa3/lesioB eciu Bbl Ux cmMeHuUTe B
XoZle pemakTupoBaHus Bameit paboThl ¥ MOCTABUT COOTBETCTBYIOIIME
CTPAaHHIBbI, KOTOPOE MO3BOJISIET MTHOBEHHO 00PAaTUTHCH K HY:KHOH Bam riase u
HE JIUCTAaTh A0 HYKHOW CTPAHULIBI POJIUKOM MBIIIIH.

N3mennte Ha3Banue ['naBel 2. Ha3zBanue 2 Ha cioBo «Camoier», 0OHOBHUTE
OTJIaBJICHHE, YAAIUTE Pa3phIBbl CTPAHUI] MEXTY TJIaBaMH, OOHOBHUTE OTJIaBIICHUE.

7. Ilocne rmaBel 3 co3paiite «CHUCOK JIUTEPATYphI», COIEpPKAUUN TpHU
KHHIU:

1. Weanos W.N. Kuura 1. 10 c.

2. Tlerpos ILII. Knaura 2. 20 c.

3. Cupnopos C.C. Kuura 3. 30 c.

ABTOMAaTHYECKH COLUUIMTECH HA NEPBYIO0 KHUTY B ['1aBe 1, Ha BTOPYIO KHUTY
B ['naBe 2, Ha TpeThlo KHUTY B [ naBe 3.

YUro0bl caeaTb aBTOMATHYECKYKH CChLIKY Ha HMCTOYHMK B Word,
BBIINIOJIHSIEM CJIeyIolIee:

1) mepeBoIMM Kypcop B JIF000€ MECTO TEKCTa B IIEPBOM ITYHKTE CITHCKA
auTepaTyphl (HarpuMep, Ha Ha3BaHUE)

2) mepexoauM Ha JeHTy «BcTaBka», pgaiee BbIOWpaeM «3aKiiaaKay.
[TosiBiIOCH OKHO J00OaBIIEHMS 3aKJIaKH, B KOTOPOM HEOOXOJUMO BBECTH HMSI
3aKJaJKU M HaXaTh KHOMKY «/lo0aButh». HammeHoBaHME 3akiiaJKu MOXKET OBbITh
moboe, HO He Oomee 40 CUMBOJIOB, HE cojep)kamiee MpoOEToB W JIPYruX
CIELICUMBOJIOB (KpoMe 3Haka moauepkuBaHus). HasbiBaTh 3akiajky ynoOHee
BCEro Mo (haMuIMM aBTOpa U Mape KIIYEBBIX CJIOB U3 Ha3BaHUS CTATbU, HAIIPUMED
"Hashim IT decision _making". Eciu Bbl yBepeHbI, YTO JAHHOI'O aBTOpa y Bac
TOJILKO OJIHA CTaThs, TO MOKHO OCTaBUTh TOJILKO (haMIIIHIO.
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MoOXHO c03/1aTh 3aKJIaJKH Cpa3y Ha BCE MCTOYHUKH, a 3aTEM NEPEUTH K
MPOCTABJICHUIO CCHUIOK HA HUX B TEKCTE.

3) B TekcTe, B MecTe, T HY)KHO COCJIaThCS Ha BBIIICYKAa3aHHYIO CTAThIO,
BCTaBJIIEM KBaJpaTHbIC CKOOKU 0e3 mpobesia U CTaBUM Kypcop MEXTy HUMH.

4) Teniepb, YTOOBI TOCTABUTh ABTOMATHYECKYIO CCBHUIKY, HEO0OXO0IUMO
cAenaTh NEPEKPECTHYIO CChUIKY HAa YCTAaHOBIICHHYIO 3aKIaAKY.

Jlns sToro mepexoauM Ha JeHTy «BcraBkay, HaxxumaeMm «llepexkpectHas
cceUikay. [losiBUIOCH OKHO, B KOTOPOM B CIUCKE « THUIT CCHUIKM» HYXKHO BBIOpATh

«3a1<.11am<a», a B crnucke «BcTaBuTh CCBUIKY Ha» — BLI6paTL ((HOMCp a63aua».
BI)I6I/Ipa€M UM CO3,Z[aHHOﬁ 3aKJIa K" u HaXnumMacm «BcTaBUTBHY.
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6) CLSIE JIFECK ZDYT OTHODHTENEMD APYTA NO KANGONY W3 KPMTEpnes {(0THoC -I'- i:-"

1. HOBER MO0 L/ NPOLSCES NPOSESE-HIR TEHOEDS, KOTOPER SAKMONSETCR & pash Hanykan

2. HODWI! METOA OOTISGRIN DICTPRAENDHA OOHaNS XA D TEMIDS, KOTOD " -_'Wj"ﬁﬁf"-_vxs il

JE NOAYWIn QATSHETIUSE DESEMTIE METOR SHATISS PEPARIONT, 5 KOTOROM NPH D 1 Jaolang 055

4, YOORRUWRHCTEOBM MET O NOMTY214% MTNTNOBHI CUEHOK HA DCHOBE YWD Rarnyuan_model_DS5

5. YooeepuwarcTEosaH METOR 0TE0PS YLSCTHADE TEHIEDS MYTEN NOCTPOEHNS 1 Kar_furzy_reuro

6. MPEANOWES CTOVKTYDE W ELOOMHERS DEAMIAIMN HEODHBIIHH CATT e Kendrick_AF

1. Hashim Fatmah. Information and communicaton technalogy for particpetory b ~ Fnanzadi_Delphi i

Boramurs ] OTmers Beramims Chrmers

BHyTpr KBaapaTHBIX CKOOOK TOSIBIUIACH IMdpa 1, 9TO COOTBETCTBYET
MOPSIKOBOMY HOMEPY ATOW MyOJIMKAIIH B CITUCKE JINTEPATYPHI.

Jasi TOro, 4TO0OBI CCHUJIKH B TeKCTe aBTOMATHYeCKH OOHOBHJINCK,
HY>KHO BBITIOJTHUTBH JIBA JIeiiCTBHA:

1) Beigenmute  BeCh  TEKCT, B  KOTOPOM  CIIEAyeT IEePCHyMEpOBaTh
CChUIKU. ByibTe OCTOpPOXKHBI ¢ BbIIEJIEHHEM TeKCTAa BO BCEM JTOKYMEHTE
(Ctrl+A). Word paciieHHBaeT aBTOMaTHYECKOE OTJIABJICHHE KaK HAOOp CCBIIOK,
MO3TOMY €CJIA BBIICITUTH €r0 BMECTE C TEKCTOM, OTJIaBJICHUE OOHOBUTCS TOXKE.

2) Haxats F9

[Tocne Haxxatus Ha F9 cchbuiku B TeKCTe OOHOBSTCS M MPUOOPETYT 3HAUCHHE,
COOTBETCTBYIOIIEE HAXOXKICHIIO UCTOYHUKOB B CITUCKE JIUTEPATYPBHI.



https://www.code-inside.com/wp-content/uploads/2015/05/2383cbc6f824988bd479011ed31a3d3c
https://www.code-inside.com/wp-content/uploads/2015/05/b8df3e41db43e5501d236d2c32c14163
https://www.code-inside.com/wp-content/uploads/2015/05/rtyuioretyujiolpi
https://www.code-inside.com/wp-content/uploads/2015/05/c4da9775783c2c15678cf3977792e388

Ecnu BBl yaauau MCTOYHUKH U3 CIIHCKA, HE TIOJIEHUTECH NTOC]IE OOHOBIICHUS
IIPOCMOTPETh BEChb JOKYMEHT eme pa3. 'l[logBemeHHsle” CCBUIKM Ha
HECYIECTBYIOIIUA HMCTOYHUK CTaHYT 0OO03HaueHbl Kak "Ouwiubka, 3axnadka He
Hatidena". He 3a0yibTe yanuTh UX U3 OCHOBHOI'O TEKCTA.

8. B cnucok nurepatypbl 100aBbT€ MOJ BTOPHIM HOMEpPOM KHHIY
Kopenescknii H.A. HoBas xaura 500 c. Beigenure Bech TEKCT, KIMKHUTE IPABOM
KHOIIKOW MBIIIH, BBIOEPUTE B MEHIO MYHKT «OOHOBUTH mojey, nainee «OOHOBUTH
M0JIe LIETUKOM». Y TaJITE B CIIUCKE JIUTEPATyphl EPBYIO KHUTY U CHOBA OOHOBUTE
ToJIE.

9. PacnieyaraiiTe 1moay4uBIIANICS OTYET.



JlabopaTopHas padora Ne3
Co3nanue u popmaTupoBanue tadbauun MS Word

Lenp paboOThl: HayuuTbCd CcO3AaBaTh U PEJAKTUPOBATH TaOJMLBI B
MSWord

Tabnuia mpeAcTaBisieT CETKY, OOpa30BaHHYIO CTOJIOIAMH W CTPOKAMH.
[lepeceuenus cTONOIOB U CTPOK OOpa3zyroT suehku TaOmuiel. Kaxknas sdeiika
HE3aBUCHMa OT APYTUX SJEMEHTOB TaOJUIIbI, JJII HEE Bbl MOXKETE YCTAaHOBHUTH
TpeOyemblii pazmep u hopmar.

Sdeitku MOTYT cojaepkaTh TEKCT, uncia, rpaduueckue u300pakeHus Uiu
dbopmynel. Eciin BBOAUTCS B SUEWKY TEKCT, MPU JOCTHIKEHUHU MPABOTO Kpas OH
OyJeT aBTOMATHYECKU MEPEHOCUTHCS Ha CICAYIOIIYI0 CTPOKY B COOTBETCTBUH C
mUpUHON stuekiku. [lpu M3MEHeHWM MUPHUHBI CTONOIA WM SYEHKH TEKCT
aBTOMAaTUUYECKU OyAET MEPEHOCUTHCS Ha CICAYIOIIYI CTPOKY (MPU yMEHBIIEHUH
IIUPUHBI) WM BO3BpallaThCd Ha TMPEABIAYIIYIO CTPOKY (MpU yBEIUYCHUU
IIUPHUHBI) TAK, YTOOBI MOJTHOCTHIO 3aMOJIHUTH YUKy HOBOTO pa3Mepa.

Co3nanme TaGaun Tabnuiia MokeT OBITH BCTaBJI€HAa B IPOHM3BOJIBHOE
MECTO JIOKyMeHTa. Pa3mep TaOiMIbl MOXXET TMpPEBBIIATh pa3Mep CTPAHUIIBI,
MO3TOMY €€ 4acTh MOKET pa3MEIIaThCs Ha OJHOUW MJIM HECKOJIBKUX MOCIEAYIOIINX
cTpaHuiax. B Takom ciydae MOXXHO ONpEAeNATh 3arojOBKU ISl TaOJHIIBI TaKUM
oOpa3omMm, 4TO, ecinu Tabiuia OyAeT pa3MellleHa Ha HECKOJbKHX CTpaHHIaX, B
BEpXHEW 4YaCTHM  KaXJOW CTpaHMIBl  3arojioBKM  OyAyT  OTOOpaskaTbCs
aBTOMAaTHYECKHU.

Jia co3nanusi TaGJUIbI MOKHO BOCIOJIb30BATHCS KOMAHAOM BKJIaJKa
BcraBka — nmanens Ta0mauiel — kaomnka Tadmuria.

B penakrope Word wumeeTcs BO3BMOKHOCTh HAPHCOBATH CJI0XKHYIO
TabdauIy oT pyku. [[ns 3TOro mocraTodyHo BHIOpaTh B MEHIO Tabinila KOMaHTy
HapucoBaTh TaOIUILY.

[Ipexxme yeM TPHUCTYNMUTHh HEMOCPEACTBEHHO K CO3JaHHUIO TaOJMUIIBI, BBI
JOJKHBI MMETh XOTA OBl MPUONM3UTENHHOE TPEICTABICHUE O TOM, CKOJBKO
CTOJIOIIOB M CTPOK JIOJbKHA MMETh Tabnuia. Ha aTom stane He 00s3aTeIbHO TOYHO
YKa3bIBaTh MapameTpbl Tadnuipl. [lociae cozmanus Bceraa MOKHO T0OaBUTh W/WITU
YAQIUTH CTOJIOUBI U CTPOKHU MO CBOEMY YCMOTPEHHUIO.

BBoj 1aHHBIX M NepeMellieHHue M0 TadJanie.

Ecnu B cBoeil paboTe BbI MPEANOYUTAETE MOJIb30BATHCS KIaBUATYPOU, NS
MepEMEIIICHHS B CICIYIONTYIO STUCHKY HMCIOb3yeTcs kinaBuma Tab. [[ns mepexona
K mpeapiaymen sueiike Haxmurte Shift+Tab. Ecniu knaBuma Tab Oyaer Haxara B
TOT MOMEHT, KOTJa KypCcOp pacrojioKeH B MociefaHed sueiike Tadmuibl, Word
BCTaBUT HOBYIO CTPOKY U MIEPEMECTUT KypCOp B €€ MEPBYIO TUCHKY.



B Tabnune npencraBieHsl KIABUIIM JJIsl TiepeMenieHus no tadmuue. Js
TOTO 4YTOOBI MOKUHYTH TAOJHILY, BbI JOJDKHBI C MOMOIIBIO MBIIIA WA KJIABHIII-
CTPEJIOK NEPEMECTUTH KypCOp 3a IPEIebl TAOIHIIBI.

Knasuma Ha3znavenue

Tab Ilepememniaercs Kypcop BIpaBO Ha OAHY sueiiKy. BcTaBisieT HOBYIO
CTPOKY, €CIIA KYPCOP PACIOJIOKEH B MOCIEIHEN TUCHKE

Shif+Tab Ilepemeniaercs Kypcop BIEBO Ha OJHY SYEHKY

Alt+tHome u Alt+End Ilepememniaer Kypcop B MEPBYIO WM MOCIETHIOIO
SYENKY CTPOKHU, COOTBETCTBEHHO

Alt+PgUp u Alt+PgDn Ilepememaer Kypcop B MEpPBYIO WM MOCIEIHIONO
CTPOKY CTOJI0I1a, COOTBETCTBEHHO

PenaktupoBanue tabauu. Ha npakThke MOCTATOYHO 4YAaCTO BO3HUKAET
HEO0OXOAUMOCTh U3MEHUTH MapaMeTphbl TaOJIHIIbI, B KOTOPOU coJepKaTcsl JaHHBIE.
MS Word npenocTaBisieT B Hallle paclopsHKEHUE MIUPOYAMIIIIE BOZMOKHOCTHU T10
peIaKTUPOBAHUIO TaOJWIl, BKJIIOYAash BCTaBKY U YJaJCHUE S4YECK, CTPOK U
CTOJIOIIOB, TIEpEMENIEHUE U KOMMPOBAHUE SYEEK, U3MEHEHHE BBICOTHI U IITUPHUHBI
saueek 1 MHoroe apyroe. Komanga: Bxnagka Pabota ¢ Tabnunamu — Korctpykrop
/ Maker.

IlepemenieHue ¥ KONMMPOBAHUE STYCCK

Hcnosib30BaHne MbIIIH JJIS1 IepeMelleHUs A9eeK, CTPOK U CTOJI0O0B

Jist Toro 4TtoObl MEpeMeCTUTh WM CKOMUPOBATh OAHY HIJIM HECKOJBKO,
A4EEK, BMECTE, C X COAEP>KUMBIM, BBITIOJIHUTE CIEIYIOLINUE TEUCTBUSA:

-BriGepute sueliku, CTPOKM WM CTOJOIBI, KOTOPHIE BBl MPEIOJIaracTe
NEPEMECTUTH WIIM CKOITUPOBATb.

-IlepeMecTuTh yKa3aTellb MBIIIH B MPeeiax BEIOPAHHBIX AYEEK TaK, YTOObI
OH MPHHSI BUJ CTPEJIKU, HAIIPABJICHHOM CIIpaBa HaJEBO.

-JlasibHENIINE Balmd JEUCTBUSL 3aBUCAT OT TOIO, XOTWUTE JIA BBI
MEPEMECTUTh WU CKOMMPOBATh BBIJEICHHBIC JJIeMEHTa. J[ns Toro d4ToObI
MEPEMECTUTh DJIEMEHTHI TaONUIbl, HAKMHUTE JIEBYIO KHOMKY MbImu. Eciu Bam
TpeOyeTCsi CKOMMPOBAThH JIEMEHTHI, HaxkMuTe kiapuiry Ctrl, mociie 4ero HaxXMuTe
JIEBYK0 KHOIIKY MBIIIH. B 3aBUCUMOCTH OT IPOU3BEACHHBIX BaMH JCWCTBUM B
CTPOKE COCTOSIHMSI IOSIBUTCSI COOTBETCTBYIOIIEE COOOLIEHUE.

-IlepeMecTuTh KypcOop B SYEHKY, PACHOJIOKEHHYIO JIEBEE M BBILIE TOTO
MECTa, B KOTOPOM JOJIKHBI MOSIBUTHCS IEPEMELICHHBIE WM CKOINMPOBAHHBIC
SAYECUKH.

-OTHyCTUTH KHOMKY MBIIIIH.

HUcnoab3zoBanne komana Bxkiaagkm Makert [Ipu pabGore ¢ Ttabnuueit
nerictBue komana Beipezats, KomumpoBate u BceraBute u3 Menwo IlpaBka
MOJIHOCTBIO AHAJIOTUYHO padboTe ¢ TeKCTOM. C MOMOINIBIO 3TUX KOMaH/ Bbl MOXKETE
MEPEMECTUTh WM CKONMUPOBATh SUCHKU B mpejiesiax TaOJUIbl UM CKOIMHUPOBATH



TaOIUIy B APpYroe MecTo. JJaHHOE Cpe/ICTBO MO3BOJIAET MepeMeENIaTh U KOMUPOBATh
OJIHY WJIM HECKOJIbKO SYEEK UJIU LIETMKOM BCIO TaOJuILy.

HN3meHenne LIMPUHBI CTOJIOLOB

llepemewenue cpanuy AYeex U UCNOAb306AHUE  20PU3OHMAILHOU
nunetiky JIJis TOro 4TOOBI M3MEHUTH IIHUPUHY CTOJIONIA C TIOMOIIBIO MBIIIIH,
yCTAaHOBUTE YyKa3aTelb MBIIIM Ha MpaBylo TrpaHuily crtoindua. B pesynbraTte
yKa3aTeilb NOPUMET BHUJ BEPTUKAJIbHOM JBOMHOW JIMHUM CO CTpEIIKaMH,
HaIpaBJICHHBIMHU BIIPaBO U BieBO. [Ipu 3TOM BHA yKazaTels HE 3aBUCUT OT TOTO,
OoTOOpaXaloTCsl WM CHOPSATaHbl JIMHUM CeTKH. HaXMuTe KHONKY MBIIUA H
NepPEMECTUTE STOT MapKep CToOIA 10 YCTAaHOBKH TpeOyeMOU HMIUPUHBI CTOJOIBI,
MOCJI€ Yero OTIYCTUTE KHOMKY MBIIIIH.

eticmeuePe3yniomam

[lepemMerienre rpaHuilbl 0€3 HaXaTHs KaKUX-JTHUOO JOMOJHUTEIbHBIX
knapuil - [llupuna Bcex cTonboB cpaBa OyAeT U3MEHEHA B COOTBETCTBUU C UX
[IEpPBOHAYAILHON IIUPUHOU

[Tepemerienrie rpanunbl Tpu HaxaTod kiaBumie Shift - V3mensiercs
IIUPUHA TOJIBKO JIBYX CTOJOIIOB, pAacCIOJOXKEHHBIX CJeBa M CIpaBa OT
nepeMenaeMon rpaHuLbl

[lepememenrie rpanuibl npu Haxkatoil kmasumie Ctrl - [llupuna Bcex
CTONOIIOB cmpaBa OyaeT H3MEHEHAa B COOTBETCTBMM C WX II€PBOHAYaIbHOM
APUHON

[lepememienrie rtpanunsl npu Haxkareix Shift+Ctrl - Ilupuna Bcex
CTONOIIOB CHpaBa OCTaeTCs HeusMeHHOW. VI3meHsercs 1mupuHa CTOJOIA,
PACIIONIOKEHHOr0 CJIeBa OT MEPEMEIIAEMOI TPaHULlbl U COOTBETCTBEHHO IIMPHHA
caMOU TaOJIHLIbI

[lepememienrie TpaHuipl Npu Haxkatod knaBuime Alt - OtoOpaxkaetcs
pa3Mep HMIMPUHBI U3MEHAEMBIX CTOJIOIIOB B CM.

-BriGepute ctonOupl, mMUPUHY KOTOPHIX BBl MPEANOJIaraeTe W3MEHHTb.
Ecaum BBI BEIOEpHUTE CTONONBI HE TIOJHOCTHIO (HAIIpuUMep, OJHY WiH 00jee CTPOK)
Word u3MeHUT MIMPUHBI CTOTOIOB TOJIBKO B YKa3aHHBIX CTPOKAX.

-Bribepute Briagka Maket — manens Pa3mep siaeiiku

-B okne nuamora CsolicTBa TaOauUIl IepeianTe Ha BKiIaaky “Cronben” u
YCTAHOBUTE HY>KHBIE TApaMETPhl UM HAXKMUTE KHONIKY ABTOonoaoop. U3meHeHue
BBICOTBI CTPOK

-Bribepute Briagka Maket — manens Pa3mep siaeiiku

-B oxne gmanora CpoiicTBa TaOmuIel mepeianre Ha BKiIaaky “Ctpoka” u
YCTAHOBUTE HYXKHbIE MTapaMETPhl WM HAXKMUTE KHOMKY ABTOMOI00pP.

dnaxok Paspewums nepenoc cmpoku Ha creoyiowyro cmpanuyy. Eciau
IpU  YCTAaHOBJICEHHOM (uaxkke (10 YMOJYAHUIO) COAEPXKUMOE SYEHKH He



noMeIaercss Ha ofHoil crpanune, MS Word pa30uBaer CTpOKy U NEPEHOCUT HE
MMOMECTHUBILHECS TAHHBIE HA CICAYIONIYIO0 CTPAHUILY.

Hacrpoiika nmosoxenusi ctpok Bxnanka Maker — nanens BelpaBHUBaHME

HN3menenne opueHTaumm  Tekcra Bxiianka  Maker —  naHeunb
BripaBHuBaHue — kHOINKa HanpaBsiieHue Tekcra.

BcecraBka M yjajeHue s4eeK, CTPOK H CcTOJ0HOB [locne co3manus
TaOIUIBI MOXKHO U3MEHUTH €€ CTPYKTYPY, A00aBIIsIS U yAassl SYCUKU, CTPOKU U
cronOubl. Konkpernsiii Bun oniuii BetaButh u Yaanute u3z MeHwo TabGnwuia
OTIPENIECNACTCS TEM, KaKUE DJIEMEHTBI TaONHIlbl (SYEHKH, CTPOKU WU CTOJIOIIHI)
ObUTN BHIOpaHBI MIEPET BHI30BOM KOMAH/IbI.

Bxnagka Maxket — nanenb CTpOKH U CTOJIOLIBI

O0benuHenue siyeek J[Jis oObeUHEHUS] HECKOJBKHX PACIONIOKEHHBIX
PAIOM B OHOM CTPOKE STYEEK BBIMIOJHUTE CIIEAYIONIUE JICUCTBUS:

-Bribepure siueiiku, KOTOpPBIE BbI XOTUTE 0ObETUHUTD.

-Bxnanka Maket — manens O0be TUHUTE — KHONKAa OOBETUHUTE STUYEHKU

Pa30ouenue siueek Pa3OueHue siueex sBISICTCS OOpaTHOW omeparuen 1o
OTHOIIIEHUIO K 00beauHeHnt0. C ee MOMOIIbI0 MOXHO BOCCTAaHOBHUTH HMCXOHOE
cocTosiHne OOBeIUHEHHBIX siyeek. [Ipu 3TOM pacrpeznerneHne TEKCTa MEXAY
sueiikamMu OyIeT onpenensaTbes HaTndrueM cCUMBOJIOB ab3ana. [lepBoiit ab3an Oyner
MIOMEIIIEH B MEPBYIO SYEHKY, BTOPOH a03all — BO BTOPYIO SIYEUKY U T.1.

-BriOepute 0HY MM HECKOJBKO SYEEK, KOTOPBIE TIPeInoiaraete pa3ouTh.

-Brimagka Maxkert — nanens O0ObeIMHATH — KHONKA Pa3OuTh s4eiku

-B none BBoga Umciio cTosib1oB oToOpakaeTcsi KOJUYECTBO CTOJIOIOB, HA
kotopeie MS Word mpennmaraer pa3Outh Kaxaylo u3 s4ueek. B cioydae
HEO0OXOIMMOCTH U3MEHHTE, YKa3aHHOe 3HaueHne u Haxxmute OK

dopMaTUpPOBaHNE Tabdaunu Mcnonvsosanue KOMAHObI Cmunu
mabauy Komanna Ctuny Tabnuil MO3BOJSET 3HAYUTENIBHO COKPATUTh BpEMs,
TpeObyeMoe Ui TpHIaHus Bameid TaOaumpl TpodecCHOHAIBLHOTO BHA, 332 CYET
WCIIOJIb30BaHUSl TIPEONPECICHHbIX cTiwield odopmienus tabmumpl. C  ux
MTOMOIIFI0 MOXHO OBICTPO YCTAHOBHUTH OOpaMJICHUE M 3AJIMBKY SU€EK, MapaMeTphl
mpudTa u IBeTOBOE 0PopMIICHHE, a TAK)KE aBTOMATUIECKOE U3MEHEHHNE Pa3MEPOB
SA4E€EK B COOTBETCTBUHU C UX COJIEPKUMBIM.

-YcTaHOBUTE Kypcop B IIpeiesiaX TaOIHIbI.

-Bribepute komanny Bkiagka Konctpykrop — manens Ctunu tabnui. U3
CIIUCKa MPEAOPEACIICHHBIX opMaToB BeIOepUTe (hopmaT, B HAMOOIBIIEH CTETICHH
OTBEYAIOIUN BAllIUM TPEOOBAHUSIM.

s popmaTupoBaHUs COAEPKUMOTO SIYEEK MOKHO BOCIOJIb30BaThCS
npueMamMu GopMaTUPOBAHUSA OOBIYHOTO TEKCTA.

/lo0aBiieHre paMKH KO Bceil TaldJinle WM ee 0TaeJbHbIM sueiikaM [1o
YMOJIYaHHIO B KayecTBe oOOpamisdmoniedl JWHUM B TaOJMIAX MCHOJIb3YEeTCs



cruiontHass ToHKas. Jlnsg wu3MeHeHuss oOpamuiieHHsT TaOJNMIBl  BBIOJIHUTE
CIIEIYIOIME ICHUCTBHUS:

-BriOepute sueiiku, KOTOpble Bbl XOTHTE 3aKIIOUYUTh B paMKu (WM
LETTUKOM BCIO TaOJIUILY).

-BKiaaka Konctpykrop — manens Ctunu Tabiuil — KHOMKa ['paHuIisl

Job0aBiaenue 3anojaHenuss K Ttalaune OyeHb 3(PQPexkTHO cMOTpATCS
TAOJIULIBI YaCTh SYEEK KOTOPHIX BBIAEICHA APYTUM LBETOM. /(151 U3MeHeHus 1BeTa
¢dboHa B SUCHKHU TAOTHIIHI:

-Brinenure stueiiky TaOIUIBL.

-BriGepute komanny Bknaaka Koncrpykrtop — manens CTuiu Tabnuil —
KHOMKA 3aJInBKa

Pa3ouenue Ttaduaun [Ipu pabGore ¢ TabiuiiamMu MOXKET TOTPeOOBATHCS
pa30uTh TaONMIy HA JBE YacTH AJIA TOr0, 4TOOBI, HAIPUMEP, BCTABUTH MEXIY
HUMU TEKCT WJIH PUCYHOK.

Jlnst pazOuenust TabauIbl yCTAHOBUTH yKa3aTellb B CTPOKY, MEpe KOTOPOit
XOTUTE pa3douTh Tabnuily. 3aTeM BblOepuTe KOoMaHIy Bkianka MakeT — maHenb
O6benuunuTh — KkHOonka Pa3outs Tabnuny win Haxkmure Ctrl+Shift+Enter. Ta6nuia
OyzneT pa3dbuTa Ha JBE YacTH, MEXIY KOTOpbIMU OyIeT BCTaBJIEH Mapkep ab3ara
(1), ordopmaTupoBaHHBI HOpPMalbHBIM cTWieM. Ecinu Bam moTpebyertcs

OTMEHMTH pazOueHue, yiaauTe Mmapkep ad3aria.
1. Hapucyiite Tabnuiy, mnpuyeM Ha3BaHHE TaOJMIBI  cleaiTe
aBromatudeckuM. [Tomectute Kypcop B TaOJIUIy M BBITIOJIHUTE KOMaHAY: BKIIAJIKa

£l

Bcrasuts

neHThl Cchbulku P> MaHenb UHCTpYMEHTOB Ha3BaHus P> KHOmMKa ==+, Y CTaHOBUTE
napaMmeTphl: MOAMKHCH — TaONHIlA, TOJOXKEHHE — HaJ BBIJCICHHBIM OOBEKTOM.

COHpOBOI{I/ITe Ta6HHHy 3aroJIOBKOM. ABTO6yCHI>I€ MapIpyThl.
Tadmuna 1

ABTOOYCHBIE MapIIPYTEL

Ne Ha3spanue mapmpyra (myHkT | Bpems Bpems
MapuIpyTa | OTIIPaBJICHHA — KOHSUHBIH OTNpaBleHNS | IPUOBITHA
TTYHKT)

2. [IpeoOpa3yiiTe TaHHYIO TAONHITY B CIEAYIONIYIO



Tabnuna 2

ABTOOYCHBIE MApIIPYTHI

No Hazpanne mapmpyta Bpems Iena
MapmpyTa | (IIyHKT OTIPABIEHNS — | OTIpaBIeHUs | IPHOBITIS Ouera,

KOHEYHBIIT TYHKT) pyo.
Hroro:

3. 3anonHuTe TAOMMIly: HOMEpA MapIIPyTOB aBTOMATHUYECKUM HYMEPOBAHHBIM
CIIMCKOM, Ha3BaHHE MapuIpyToB, B crosidue «OTmnpaBiieHHE» B PYYHOM DPEKUME
BBeauTe mUdpel oT 1 10 3, BBIAEAUTE TEKCT B cTONOIEe «Ha3zpanue mapmipyray,
c/eslaiiTe COPTUPOBKY MO anaBUTy.

3. PacneuaraiiTe moiay4uBIIUNCS OTYET.



JlaGoparopHasi paGora Ne4
Co3nanue u o0padoTka rpadpuyecknx o0bekroB MS Word

Lenb paboTHI: HAyYUTHCS paboTath ¢ rpadukoit B MSWord

Hogeiit MS Word BkitouaeT B ce0si BCTpOCHHBIN I'paduuecKkuil pegakrop,
MO3BOJIAIONTUN 00padaThIBATh N300PAKECHUS.

1. OTkpoiite TeKkcTOBBIN nporeccop MS Word.

2. C nomouipto koMmaHzbl: BctaBka— PuUCYyHKHM TOMECTUTE B JOKYMEHT
PHUCYHOK.

3. Tlocne BwIIENICHHMS PUCYHKA TOSIBISETCS BKJIaJKa JIeHTHI Pabota ¢

pucynkamu. PaccmoTpum moApoOHEe KOMaHIbI, pPACHOJIOKEHHBIE Ha JTOU
BKJIQJIKE.

mOo0 2230mmsem urypon - . P —
AL L G- = AGa ASe L2 Kormyp durypei - E| psfom -
IR TAN IR a1

Nonoxenne ObTekanne
& IdbderThl burypel *

1524cm
rexcrom = Fils OBAACTE BEIAENEHAR b R hs
Beraska puryp Crunn duryp f | Cranu WordArt Texer

4. C noMoristo komauael O0pe3ka 00pexbTe PUCYHOK.

5. C nomompo kKoMaHabl Koppekius HacTpoiTe pe3KOCTh, SPKOCTh U
KOHTPACTHOCTh U300paKEHUSI.

6. C momo1ipio KoMaHabl [[BET M3MEHUTE HACHIIIIEHHOCTh U OTTCHOK IIBETA.

7. C noMolIpio KoMaHAbl Xyn0xKecTBEHHbIE 3P (GeKThl 100aBbTE€ K PUCYHKY

0001 U3 XyJI0KECTBEHHBIX A(DPeKTOB, YTOOBI OH OOJIbIIE HATTOMUHAT 3CKU3 WU
’KUBOITHCH.

Ynopsgouerue Pasmep G

8. HapucyiiTe cienyromnme pucyHKH caMOCTOSI TEIBHO.
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Pucynok 1 — Ynpomennas crpykrypnas cxema 9BM



C6op } Koamposanme | XpaHeHwe ! Nepeaaya
E W BBOA i nobpabotka | M ACKOAMPOBaHWE
MHGOPMALIM :’ MHGOPMALAM j MHGOPMALIMA E MHPOPMALMKA
BroaHee BoxOaHbE

sarpe | YCTpoicTea [«--t4 [Mpoueccop t--» YCTPOHCTBa | sarsme
[ —p{  BLIBOAD |-

PucyHnok 2 - CtpykTypHas cxema KOMIIbIOTepa

ITepen TeM Kak HapUCOBATH KAPTUHKY, CIECAYET OTKPBITh HA JICHTE 3aKJIAJIKy
«BcraBka». Ee mpocTo HaWTH, Tak Kak 3aKjIaJiIka HAXOJUTCS MpPaBee KHOIKU
«'maBHas». llox 3aknmaakod OTKpbIBaeTcss MeHio «MmmocTtpanun», KOTOPBIM
MOKHO TOJIb30BaThCs MPU BCTABKE B JIOKYMEHT KapTHHOK W3 (paiiioB, OMOINOTEK,
caiita Microsoft u 1. 1. Tem He MeHee, UTOOBI PUCOBATh, HY)KHO OTKPBITh BKJIAJIKy
«®urypsei». [Tox Hell ckpbIBaeTCs 1eNbI HA0OP MHCTPYMEHTOB [JIsl PUCYHKA, a B
KOHLIE CHUCKa HaxoauTcsi kKomanaa «HoBoe monoTHo». BpINONHUB KOMaHAy,
MoJIyd4aeM B JIOKYMEHTE ToJie JIsl padoThl, T/I€ PUCYEM CaMble pa3iudHble (GUTypHI,
npeajaraemMbie B KOHTEKCTHOM MEHIO. 371€Ch €CTh JIMHUM U IIa0JOHBI PA3IMYHON
KoH(uUrypanuu. Pasmepsl monoTHa st H300pakeHU Bbl MOXKETE OTPETyTUPOBATh
10 CBOEMY YCMOTPEHHIO.

Bocnonb3yiiTech rOTOBBIMH 11A0JIOHAMHU, KOTOPBIE TIOMOTYT CO37IaTh CXEMY
B MS Word wiu caenats reoMeTpudeckuii pucyHoK. UToObI OHM OKa3ajuch Ha
MOJIOTHE, JIOCTATOYHO KJIMKHYTh IO BBIOpaHHOMY IIa0JIOHY JI€BOM KHOTIKOM
MBI, BTOpo# pa3 mienmuok JeBOW KHOIKOHM JellaeTcsl Ha Iojie M300pakKeHUs.
[TonmyuuBieecs: n3o0pakeHHe MOKHO PeaKTUPOBATh, TAK KaK MOCIE €r0 BCTABKH
MOSBISAIOTCS KoMaHnbl «M3MeHuTs urypy», «3anuBka ¢uryps», «KoHTyp» H
«3ddektol puryp». OTKPBHIB IEPBOC U3 MEPEUUCICHHBIX MEHIO, MOXXHO W3MEHHUTH
KOH(UTYypallui0  PUCYHKA, TOJNB3YSICh BTOPOM W TpeThed  BKIAJKaMHU.
Mo>kHO 3a51aTh IBET (POHY M300paKEHUS M €ro TpanuiiaMm. [loMHUMO TOro, MOKHO
OTPENAKTHUPOBATh TOJIIUHY KOHTYypa, CHIENaTh €ro MNpepbIBUCTBIM U T. IL
YerBepToe MEHIO MpejjaraeT yKpacuth KapTuHKY 3¢ dekramu. C ero moMoIbio
pUCYEM TE€Hb, NIPUAAEM I'€OMETPUUYECKOW YACTH IUIOCKOCTU MOIYNPO3PAYHOCTh U
Ja’K€ BUAUMOCTb TPEXMEPHOCTH.

Breibeputre B mento xomauawl «llommmmausy u «PucoBaHHas Kpuasy,
KIIMKaTe TI0 BRIOPAHHOW JICBOW KHOTKOW MBI M JEaTe MOBTOPHBINA KUK Ha
nojnotHe. He oTmyckass KHOINKH, AETAWTE€ HYXHBIA PUCYHOK. A e€Ille OAHUM
Ha)kKaTWeM Ha MBIIIb KapTUHKA puKcUpyeTcs Ha none. Ee, kak U m1aGia0HbI, MOXKHO
OTpPEJIaKTUPOBATh, 3aJIMBAsl PA3TMYHBIMU I[BETaMH, co3aBas 3QPEeKTsl U T. M. A ¢
nomolibio «M3menenus GUryps» Bbl HOANPABUTE U300PAKEHUE 110 IEPUMETPY.


http://itguides.ru/soft/word/kak-mozhno-vstavit-kartinku-v-vord.html
http://itguides.ru/soft/word/kak-mozhno-ubrat-fon-v-vorde.html

9. CrpynnupyiiTe puCyHOK, U3BMEHHUTE €T0 pa3Mep.
10.PacneyaTaiiTe mOJy4YUBIIUNACS OTYET.



JlabopaTopHas padora NeS
Co3panme, aBTO3aIOJIHEHHE, peJIAKTHPOBaHMEe Tal0Jul, BBeICHHE
¢popmya B Tadsimnax Microsoft Excel

Henbs paGotei: IlpumoOpereHre NPaKTUUECKUX HABBIKOB B CO3/IaHHM,
aBTO3aIOJIHEHUH, pEJAKTUPOBAaHUM TaOMUL, BBeAeHHE QopMyl B TaOIUIAX
Microsoft Excel.

OnHolt W3 KIIOYEBBIX OCOOCHHOCTEW DJICKTPOHHBIX TAaOJUIl SIBISETCS
BO3MOYXHOCTH aBTOMAaTHYECKOTO MepecyeTa 3HAYCHUS JIFOOBIX HYXKHBIX SYCCK MPH
U3MCHCHHH COJICP)KMMOT0 OJHOH W3 HuxX. I BuU3yanw3alud TOJTYyYCHHBIX
JAHHBIX, HA OCHOBE T'PYIIN SYEEK MOXKHO CO3/1aBaTh Pa3JIMUHBIC BUIBI THArPAMM,
CBOJIHBIE TaOJUIIBI ¥ KapThl. [1pu 3TOM 3JIeKTpOHHBIC TaOIUIBI, cO3aHHbIe B Excel
MO’KHO BCTABJISATH B JPYTHE JOKYMCHTBI, a TaK )K€ COXPAHATh B OTACIBbHOM (aiiie
JUTSI TIOCJICAYIOMIETO X UCTIOJIb30BAHUS WM PEaKTHPOBAHUS.

Ecnu BBI yxe 3HaKOMBI ¢ pegakropom Word, To pazobparbcs B uHTepdeiice
Excel He coctaBut Tpyna. Beas B ero ocHoBe nexwut Ta e JleHTa, HO TOJNBKO ¢
JApPYTMM HaOOpPOM BKJAJOK, Tpynn W KomaHja. [Ipu 3TOM dYTOOBI pacHIUpHTH
pabouyro 00J1acTh, HEKOTOPBIC TPYIITBI BKJIAJOK BBIBOJATCS Ha JHUCILICH TOJIBKO B
clly4ae HEOOXOIUMOCTH. Tak jke JICHTYy MOXHO CBEPHYTh BOBCE, IICIKHYB IIO
aKTUBHOW BKJIAJIKE JIBA pa3a JICBOW KHOIIKOM MBIIIH WIIM Ha)KaB COUYCTAHHUE KIIABUIII
Ctrl+F1. Bo3Bpamenue ee Ha SKpaH OCYIIECTBIISIETCS TAKUM K€ CITOCOOOM.

InasHaa Beraska PaszmeTka cTpaHnLbl DopmMynsl JaHHble PeueHInpoBaHne Bug & @ (=T
& Calibri 11 - = ; OB Wit - ;;ng YenoeHoe dopmatupoBaHue © g Boasnte v X v ﬂ? }}
Bz XK & Y- A A - ‘i‘g' % 000 H§E dopmatwposate kak TaGamuy | 5 Yaanute ¥ j' A -~
7 e 9-A- Do W Do Boopusr- | 2+ Ve oLaimn-

Eydep oBmeHa LWpugT EulpagHHEaHKE Yucno CTram Aueikn PegakTMpoBaHue

Crout otmMeTuTh, uTO B EXcel mist oqHOM U TOH XK€ KOMaHAbI MOKET OBITh
IPEIYCMOTPEHO Cpa3y HECKOJIbKO CIocoOOB €€ BBI30OBAa: dYepe3 JICHTY, U3
KOHTEKCTHOTO MEHIO WJIM C IMOMOIIbIO COYETAHMUS TOPSYMX KJIABHII. 3HAHUE U
UCITOJIb30BaHME TIOCIICTHUX MOXKET CUIIBHO YCKOPUTH padoTy B IMPOTpaMMme.

KoHTekcTHOE MEHIO SBJISETCI KOHTEKCTHO-3aBHCHUMBIM, TO €CTh €T0
colepKaHUE 3aBUCUT OT TOrO, YTO MOJIL30BaTENb JEIaeT B JAHHBIM MOMEHT.
KoHTeKkCTHOE MEHIO BBI3BIBACTCS HAXKaTHEM TMPABOM KHOIKK MBI MOYTH Ha
mobom o6bekTe B MS Excel. 3To mo3BoJIsieT SKOHOMUTH BPeMsi, TOTOMY UTO B HEM
oToOpakaroTcsl HanboJIee YacToO UCIIOIb3yEeMbIe KOMAHIbI K BRIOPAHHOMY OOBEKTY.

BBoa u penakTupoBaHUE JaHHBIX

CoznaBaembie B Excel daitnbl Ha3piBarOTCS pabOYMMHU KHUTAMU U UMEIOT
pacmmpenue «xls» wmm «xlsx». B cBoro odepenar pabodass KHWTA COCTOUT W3
HECKOJBKMX paboumx I1ucTOB. Kaxaeni pabodwii JTUCT — OTO OTHENbHAs
ANIEKTPOHHAs Ta0/MIla, KOTOpPhIE B Ciy4ae HEOOXOJAMMOCTH MOTYT OBIThH
B3aMMOCBSI3aHbl. AKTUBHOW pabouell KHUTOM SBJSETCA Ta, C KOTOPOW B JaHHBIN
MOMEHT BbI paboTaeTe, HapuMep, B KOTOPYIO BBOJIUTE JIaHHbIE.


http://www.compbegin.ru/data/image/excel_1_2

[Tocne 3amycka TPUIIOKEHHS ABTOMATUYECKH CO3JAETCSl HOBAasT KHUTA C
nmeneM «Kuural». [lo ymonuanuio pabouas KHUTa COCTOMT M3 TpeX pabouux
JIUCTOB ¢ nMeHaMu oT «JIuctl» mo «JIuct3».

|z|| = e BE - Krural - Microsoft Excel o l"‘:"‘ "E“M
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PaGouee mone nucra Excel mogeneHo Ha MHOXKECTBO MNPSAMOYTOIBHBIX
suyeek. OObeIMHEHHBIC IO TOPU3OHTAIM SUYEHKH COCTAaBISIOT CTPOKH, a IO
BEepPTHKAIM — CTONOIBL. [[1s BO3MOMXHOCTH HCCIENOBaHUSA OO0JBIIOr0o o0bema
JaHHBIX KaXIbld paboumii smct nporpammbel  umeer 1 048 576  crpok
MIPOHYMEpPOBAaHHBIX uyuciaaMud U 16 384 cronbmoB 0003HAUYCHHBIX OYyKBaMU
JATUHCKOTO andaBuTa.

Takum o0pazom, Kaxgas sueka — 3TO MECTO MEPEeCeUeHUs Pa3TMYHBIX
CTOJIOIIOB M CTPOK Ha JIUCTE, POPMUPYIOIINX €€ COOCTBEHHBIM YHUKAIBHBIN apec,
cocTosiui U3 OYyKBBI CTOJIOIA U HOMEPA CTPOKH, KOTOPHIM OHA MPUHAIJICKUT.
Hanpumep, ums nepBoii siueliku — Al, Tak KaKk OHa HaXOJMTCSA Ha MEPECECYCHUU
CTOJIONA «A» M CTPOKH «1».

Eciun B npunoxenun BkioueHa CTpoka ¢(opmyJi, KOTOpas pacloJioKeHa
cpazy xe¢ mnoxJleHToir, TO cneBa oT Hee Haxoautcs Ilose wuMeHu, Ta€
oTtoOpaxkaeTcss uMsl Tekymiei siueiiku. Crozia ke Bbl BCET/Ia CMOXKETE BBECTH UMS
MCKOMOM siYeiiku, /it ObIcTporo mepexoga K Heil. OcoOeHHO 3Ta BO3MOXKHOCTH
moJie3Ha B OOJBIIMX JOKYMEHTAX, COJIEPIKAIINX THICSYU CTPOK M CTOJIOIIOB.

Tak e nmms TpocMOTpa pasHbIX oOOllacTel JHCTa, BHHU3Y U CIpaBa
pacmosyiaratoTcsi MoJIoChl MPOKpYyTKH. [loMuMo 3TOro mepemeniaThecs Mo pabdboueit
obnactu Excel MOXHO ¢ TOMOIIBIO KIIABHIII CO CTPEITKAMH.

m [nagHan EcTaeka PazmeTka CTpaHWMLUB
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UtoObl HayaTh BBOAUTH JAHHBIE B HYXHYIO SUYEWKYy, €€ Heo0X0IUMO
BbIIEINTH. JUIg mepexona B HYXKHYIO SYEHKY LIEIKHUTE HA HEW JIEBOM KHOIIKOU
MBIIIIM, TIOCJIE 4Yero OoHa OyneT OKpYXEHa 4YEepHOM paMKOH, TaKk Ha3bIBa€MbIM
MHIMKAaTOpOM AaKTUBHOW sA4Yeliku. Temepp IPOCTO HAYMHAWTE I€4yaTaTb Ha
KJIaBUaType, U BCsA BBoAMMAs uH(popmaius OyneT OKas3blBaTbCs B BBIOpaHHOM
SAYCHKE.

IIpr BBOAE HAHHBIX B SAYEHKY MOXKHO TaK >X€ HCIOJb30BaTbh U CTPOKY
dopmyi. JIyist 3TOTO BBIAEIUTE HYXHYIO KJIETKY, a 3aT€M IIEJIKHUTE MBIIIbIO Ha
noJjie CTpoKu (opMysn U HayHUTE meyaTtaTh. [Ipu 3TOM BBOgMMAas MHGpOpMALIUS
OyZeT aBTOMaTHYECKH 0TOOpaxaThCsl B BHIOPAHHOM siueHKe.

ITocne okoH4YaHUs BBOJA TAHHBIX HAXKMUTE:

. KnaBumy «Enter» - cinegyromeil akTUBHOM SYEMKOM CTaHET
KJIETKA CHU3Y.

. Knapumy «Tab» - criepyromeld akTHUBHOM SYEHKON CTaHET
KJIETKA CIIPaBa.

. [IlenxkHUTE MBIIBIO MO JIIOOOW JAPYroi suerke, U OHA CTaHET
AKTUBHOM.

UToOBl U3MEHUTH WJIM yIATUTh COACPKUMOE JIIOOON SUEHKH, IIETKHUTE Ha
HEW J1Ba pa3a JIEBOM KHOINKOM MbIM. [lepemernaiite MUrarommi Kypcop B Hy)KHOE
MECTO JJIi BHECEHUs HEOOXOAUMBbIX MpaBoK. Kak M BO MHOTHX Jpyrux
IPWIOXKEHUAX, IS YAAJICHUS U BHECEHUs UCIIPABICHUN MCIOJIb3YIOTCS KIIABUILU
ctpenok, «Del» u «Backspacey. Ilpu sxenanuu, Bce He0OOXOAUMBbIE PABKU MOKHO
IPOU3BOIUTH U B CTPOKE (HOPMYIL.

OO0beM JaHHBIX, KOTOPBIN BbI Oy/ieTe BBOAUTDH B SIUEHKY, HE OIPaHUYMBACTCS
ee BUAMMOM dYacTbto. TO ecTh KIeTKH pabodyero mojas HpOrpaMMbl MOTYT
coJepKaTh Kak OAHY HU(pYy, TaK U HECKOJIbKO ab3areB Tekcta. Kaxnas sueiika
Excel cmocobHa BMecTUTh 10 32 767 4MCHOBBIX WM TEKCTOBBIX CUMBOJIOB.

@opMaTUPOBAHUE JAHHBIX YECK

[Tocne BBO/Ia Ha3BaHUM CTPOK U CTOJIOLIOB MOJTyyaeM TaOJIMILy TAKOTO BUJA:
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AHBape ®espans MapT Anepn AHBaps  ®espant MapT Anepn
MpoayKThl NUTaHWA MpoayKTbl NTMTaHWA
KoMMYHaNBHbIE NAATEHK HommyHaneHe2 NNa 3000 |
Mokynka eewei ToKYNKE BELLER
OBCyHMBaHKE aBTOMOBKNA OBcnymue 2500 I

Brminnata KpeguToR Brinnara KpeJuToB
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Kak BuOHO W3 Hamiero nmpuMepa, HECKOJBKO HA3BaHUM CTaT€ll pPacxoJioB
«BBIIIUTM» 32 PAMKU TPAHMI] SUCHKU U €CJIM COCEIHSS KIIeTKa (KJIETKH) ToXe OyaeT
comepkath Kakyl-TO HWH(OpManuioo, TO BBEACHHBIH TEKCT YaCTUYHO
MepeKpbIiBaeTCsl €l M CTaHOBUTCS HeBUAMM. Jla m cama Tabiuia BBITISIUT
JIOBOJIBHO HEKPAaCHUBOM M Hemnpe3eHTadenbHou. [Ipu 3ToM ecinu HameuyaTaTb Takoi
JIOKYMEHT, TO CIIOKMBIIASICS CUTYallMsl COXPAHUTCA — Pa300paTh B Takoil Tabiule



4TO K 4emy OyJeT JOBOJBHO CJOKHO, B UYEM Bbl MOXETE caMH YOEIUTbCA W3
PUCYHKA HUXKE.

AHBapb ®espans MapT Anepnb Mai NioHb
MpoayKTbl 18250 15720 17980 16540 15230 16100
KommyHan 5100 4980 5130 5250 4830 5180
MokynKa Be 6250 0 4800 1380 6900 0
O6cnyKue: 2500 3700 1250 4620 2940 5730
Bbinnarta Kj 3300 3300 3300 3300 3300 3300

UtoObI chenaTh TAOMMYHBIA JIOKYMEHT 0oJiee aKKypaTHBIM U KPacCUBBIM,
YacTO MPUXOJUTCS U3MEHSTh Pa3Mephbl CTPOK U CTOJIOLOB, MIPUPT COAESPKUMOTO
SYeiKu, ee (OH, OCYIIECTBIISITH BhIPABHUBAHWE TEKCTa, AOOABJISITH TPAHUIIBI U
npoyee.

Jlns Havayia jaBaiiTe MpUBENEM B MOPSIOK JIEBBIM cronoer. [lepeBegute
KypCOp MBIIIIHA Ha TPAHUILY CTOJOIOB «A» U «B» B cTpOKY, I7ie 0TOOpa)KaroTCs UX
Ha3BaHus. [IpU M3MEHEHHWHM Kypcopa MBIIIM Ha XapaKTEPHBI CUMBOJI C JIByMS
pa3HOHAINpPABJICHHBIMU CTpPEIKaMU, HAXMHUTE U YJEpXKUBas JIEBYIO KIIABUIY,
TalllUTe TOSBUBILICIOCS MMYHKTUPHYIO JIMHUIO B HY)XHOM HANpaBJICHUU Jid
pacuiupeHus CToJI0Ia /10 TeX MOp MOKa BCE Ha3BaHMSI HE YMECTSATCS B paMKax
OJTHOU STYEHKHU.

G7 - | Wupuna: 25,57 (184 nukcens) |

A 4| = C D

1 Aveape @eBpane MapTt

2 MpogysTel NMTaHWA 18250 15720 17980
3 HommyHanbHbBlE MNNATEMH 5100 4980 5130
4 MNokynHa Bewe 6250 0 4300
5 ObcnyxueaHMe aeTomobKnA 2500 3700 1250
& Boinnara KpegWToB 3300 3300 3300
7

8

Te e cample OEWCTBUS MOYKHO MPOAENaTh U CO CTPOKOH. DTO SIBIAETCS
OJIHAM U3 CaMBIX JIETKUX CIIOCOOOB M3MEHEHHMSI pa3Mepa BHICOTHI U IIMPUHBI STYEEK.

Ecnu HeoO6xoammo 3a1aTh TOYHBIE pa3Mephl CTPOK U CTOJIOIOB, TO ISl 3TOTO
Ha  Biiaake [yiaBuasi B rpynmne Slueiiku BeiOepute  nyHKT @opmart. B
OTKPBIBIIEMCS MEHKO C MNOMOWBI KomaHI Beicora crpoku u lllupuna
CTOJIONA MOKHO 33J]aTh ATH NTapaMeTPhbl BPYUHYIO.

OuyeHb 4acTO HEOOXOJIUMO M3MEHUTH MAPAMETPhI CTPA3y HECKOIbKHUX SUEEK
U JTaXKe TeJIOT0 cToi0ma win CTpokh. [ TOro 4to Obl BBIACIUTD IENBIN CTOIOCT
W CTPOKYy, WLIECJIKHUTE HA €ro Ha3BaHUM CBEpPXy WM HA €€ HOMEpE ClieBa
COOTBETCTBEHHO.



| 4] A B 4+ C | A B G

|1 AHBapb |PeBpanc | g AuBapb  MesBpanb
| 2 |NpoayKTsl MMTaHKA 18250 15720 | 2 npogykrel nuTaHKA 18250 15720
| 3 |HoMMYyHanbHble NAaTEHK 3100 4980 | = h;UMMyHaﬂth,e nAaTexu 5100 4980
| 4 |Noxynka sewei 6250 0 | 4 Nowynkaeewen 6250 0
| 5 |O6cnywusadne asToMmobunA 2500 3700 | 5 OBcnywueaHue aeToMoBKUNA 2500 3700
| 6 |BbimnaTa kpeaMTos 3300 3300 | 6 BoinnaTa KpegWTOB 3300 3300

7 7

JUist  BblENEHUs TPYMNbl COCEAHUX sSUEEK, OOBOIUTE HX KypCOpOM,
ylIepKUBalTe JIEBYI0 KHOMKY MbIK. Ecaum ke HeoOXOIWMO BBIIEIHUTD
pa3po3HEHHbIE TOJIA TaOMUIbI, TO HAXXMHUTE U yaepxuBaiTe knaBuiry «Ctrly,
MOCJIE YETo HIeJIKaiTe MBILIBIO 110 HEOOXOJUMBIM SYEHKaM.

| g I | g [ 8 | ¢ |
1 AvBape @espans | 1 AHeape ®espant
_ 2 |MpogyKTbl NMTAHKWA 18250 157200 | 2 |MpooyKTol NMTaHAA 18250 15720
3 |KommMyHaNbHBIE NAATEHH 5100 49800 | 2 |HommyHanbHBDIE NAATEMH 5100 4380
4 [Mokynxa BeleR 65250 0l| 4 |Nowynka Bewei 6250 0
5 ObcnymmeaHWe agTomobuna 2500 3700 | 5 |OBcny:xmBaHKe aeToMobunA 2500 3700
6 BbinnaTa KPeauToB 3300 3300 | 6 |BbinnaTa KPeAMTOB 3300
7 7

Teneps, korma BB 3HaeTe, KakK BBLICISITH U (GOpPMATUPOBATH Cpa3y
HECKOJIKO SUECK, JlaBaiiTe BHIPOBHSEM HA3BaHHME MECSIICB B HAIICW TaOIuUIE IO
HeHTpy. Pa3nuuHbie KOMaHIbl BBIPABHUBAHUS COJAECPKUMOIO BHYTPHU KIIETOK
HaXOJSATCS Ha BKiazke I'-1aBHas B rpymnme c TOBOPSIIITUM
Ha3BaHueM BoipaBHuBanue. [Ipu sToM mis TaOJIMUYHOW SYEHKH 3TO JEHWCTBUE
MOHO MPOU3BOJIUTH KaK OTHOCUTEIBHO TOPU30HTAJIBHOTO HAIpPaBICHUSA, TaK U
BEPTUKAJIBHOTO.

m [naeHan Bcraeka PazmeTea cTpaHuUbl TopmMynb JaHHbIe PeyeHznpoBaHue

% Calibri 11 v El== OB WM ~ B} ¥ooeHoe dopmatupos:
B K & U- Ay E=E= A h‘_{é* % 000 ;@m-:upr-lamp-:uEaTbhatTaE
: 7 e - A i= & R = Cruam aveek ~

Eydep obMeHa [a LWprdgT " EI:I|:IEIEHL1|;".3HL1-': a Yrcno " CTran

Bl - Je | fAHE EprD;HHTb no WeHTpy

A B BbipaBHWEAHWE TEKLTA MO LEHTPY. G

1 IFIHElapb @eppans Mapt Anepnb Mak HMioHb "H
2 NpopykTel NMTAaHKWA 18250 15720 17980 16540 15230 16100
3 HommyHanoHbie naaresd 5100 4980 5130 5250 4830 5180
4 Mowynka Beliei 6230 ] 4800 1380 6300 ]
5 ObcnywueaHwe aeTomobuna 2500 3700 1250 4620 2540 5730
6 Bwmnnata kpeouToB 3300 3300 3300 3300 3300 3300
7

OO0BeauTe TUEHKN C Ha3BAaHUEM MECSIICB B IIANKe TAOIUIBI U METKHATE Ha
KHONIKE BBIPOBHATH 110 HEHTPY.

B rpynne lpu¢gTt Ha Briagke ['1aBHasi MO)KHO M3MEHUTh TUMN LIpUQTA,
€ro pasMmep, UBET M HAYECpPTAHUE: KUPHBIM, KYpPCHUBHBIM, MOJYEPKHYTBHIM U TaK
nanee. Tak ke 31ech pa3MENIEHbl KHONIKM U3MEHEHUSI TPaHUI] SYECUKHA U LBETA €€
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http://www.compbegin.ru/data/image/excel_8_2
http://www.compbegin.ru/data/image/excel_8_3

3anuBkd. Bce 3TM (QyHKUMM TpUTOASTCS HAM Ui JAIbHEWIIETO W3MEHEHUs
BHEIIIHET0 BHUJ1a TaOJIMIIBI.

Wtak, nns Havana JaBaiiTe yBenmuyuM MIpU(T HA3BaHUS KOJOHOK H
CTOJI6I_IOB Hameﬁ TaOnMLbl 10 12 MyHKTOB, a TaK ke CAEJAEM €ro KUPHBIM.

[nagHaa EBctaeka PazmeTka cTpaHHLbI TopMynbl JdaHHBlE PeLeHIMpOBEaHWE
& Calibri - |2 |T|
Sz~ |IE|E 4 - |5

§ OB LA - _?g_g'ﬂcnuBHne G opMaTupoEal
- %* % 000 38 copmatwpoeats kak Taks

< TN

A
ST

Bnafmb 7 H- - A3 SR = Crinum aueex -
Bydep oBMeEHE Tu LWpwugT ! BbipaBHHMBIHWE [u Yucno Fl CTinm
Ab - 17 | Boinnata KpenHToB
A I i E F G
1 i: ape ®espane Mapt Anepae Mait HoHe
I 2 |NpoayKTel NMTaHWA a0 8250 15720 17980 16540 15230 16100
3 KommyHaneHele naaremm 22 5100 4980 5130 5250 4530 5180
| 4 |Mokynka sewei 24 B2s0 0 4800 1380 6900 0
5 |OBcnymueaHue aeTomo6 5 2900 3700 1250 4620 2940 5730
6 |Beinnata KpEgWTOE 2 3300 3300 3300 3300 3300 3300

Teneps BbIZIENsAEM CHaudajia BEPXHIOK CTPOUYKY TAOIMIBI M YCTaHABIMBAEM
el yepHbIi (OH, a 3aTeM B JIEBOM cTOJOIE siueiikam ¢ A2 mo A6 — TEMHO-CUHUH.
Caenatp 5TO MOXKHO ¢ TIOMOIIBIO KHONIKK 1IBeT 3amBKA.

g“ H ) - - @ & e m-_'ﬁro,axﬂ 1 - Microsoft Excelm
[naeHan Ecraska PazmeTka CTpaHWUB DopMynel AaHHble PeugHIMpoBaHKe Bug,
,}. Calibri 12 - = = CBWMA - _?;_;'| YonoEHoe HopMaTUpOEaHKE =
i 53 - X & Y- A EE &3 - oy 00 [GE copmaTpoBaTs Kak Ta6auLy ¥
. . 4 H - E‘T} A - EIE B 8 50 =} Crinm aqeek -
Bythep oGMeHa Ia U Ligera Temet E Hucno Fl CTunm
A2 ~ H HBHEENNESE® 400
c F G
i
2 ] Tj_I_I_I_IJSJJ_U_LEEU_Lﬁ_'AE 15230 16100
3 CTaHAapTHEL CHHWHA, AKLEHT 1, 6ONEE TEMHBIA OTTEHOK 25% 4830 5180
4 el HEEEN 0 1380 6900 0
5 Her zanskn 3700 1250 4620 2940 5730
6 i@ Apyrwe ugeTa.. 3300 3300 3300 3300 3300

Hagepnsika Bbl 3aMETHJIM, YTO IBET TEKCTa B BEPXHEHW CTPOKE CIUJIICS C
1BeToM (oHa, 1a ¥ B JICBOM CTOJIOIE HAa3BaHUS YUTAIOTCS TUI0X0. McmpaBum 310,
M3MEHUB MBET MpUdTa ¢ MOMOIILI0 KHONKY LlBeT TekcTa Ha OebIii.
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__IDa [nagHas BcTaska PazmeTea cTpaHWLbI DopmMynbl HAaHHble PeueHznMpoEaHKe Bug
\ . . = — | | == - 1
4 Calibri 12 - = == = OBLWwMA - ?ﬂ YCnoBHOE HopMaTUpoBaHWE ™
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17380 16540 15230 16100

I I I I I I 3130 5250 4830 3180

Mokynka Beu.leﬁ CTaHAapTHBIE WBETA A800 1380 500 1]
OBcnymueaHMe asTomc C L EEEEN 1250 4620 2940 5730

Beinnata Kpegutoe i®  Apyrve ugeta.., 3300 3300 3300 3300

MpogykTbl NMTaHKUA
KommyHaneHble naatex] |

L= B B R TR S R

Tak ke ¢ MOMOUIBIO YK€ 3HAKOMOMW KoMmaHAbl LIBeT 3a1MBKM MbI ITpUIAIH
(hOHY YETHBIX U HEYETHBIX CTPOK C YHUCIIAMH PA3TMYHBIA CHHUN OTTCHOK.

UTtoObl suelKM HE CIWBAJUCh, JaBaliTe OMNpeNeIdM WM TPaHMIIBL.
OmnpeneneHne TpaHuI] MPOUCXOAUT TOIBKO JUISl BBIJICJICHHOM 00JIACTH JIOKYMEHTA,
U MOKET OBITh CJEJAaHO KaK JUIS OJHOM SYelKH, Tak M JJIs1 Bced Tabimipl. B
HaIleM CJIydae BBIJICIIUTE BCIO TaOJUIly, TMOCJE 4Yero MICIKHUTE Ha CTPEJIOYKY
paaoM ¢ KHonkou Jlpyrue rpanunbl Bce B Tou ke rpymme Hpudgr.

[naeHan EcTaeka PazmeTea CTpaHWULUbI DapmMynbl JaHHE
& Calibri -1 - = OBy -
Ba- X & U~ | A 4 | E - ]
¥ (@] &-A- = A
Eygpep obmeHa MIFIIJ:EHHLW Yucno

Al

HuzHAR rpaHnua

BepxHAa rpaHKua (3]
JlegadA rpaHKLa

Mpaeag rpaHKua " 17980

HeT rpaHuLbl 5130

ST

Bce rpaHuubl 4300
BHeWHWe rpaHuubl 1250

e

ToncTan EHEWHAR FPaHKLA 3300

B oTKpBIBIIEMCST MEHIO BBIBOIUTCS CIUCOK OBICTPHIX KOMaHJ, C TTOMOIIBIO
KOTOPBIX MOYKHO BBIOpaTh OTOOpaKCHUE HY)KHBIX T'PAHUIL BBIJICICHHOW 00JIACTH:
HIM>)KHEW, BEpXHEH, JIEBOM, IpaBOM, BHEIIHUX, BCEX M Ipodyee. Tak ke 371ech
COJZIepKATCA KOMAaHJIbl JUISI PUCOBAHUS T'paHUI] BpYUHYH. B camMom HHM3y crnucka
HaxoJHUTCS IyHKT JIpyrue rpaHuMIbl MO3BOJSIOMMK Oojiee JCTAIbHO 3aJaTh
HEOOXOMMBIE MMapaMeTPhl TPAHUIL SYEEK, KOTOPHIM MBI U BOCTIOJIB3YEMCHI.



| Yucno | BhIpaBHUBEHWE I LWpuchT | PaHMLa | Janeka | JawuTa |
MiHKA Bee
THIM NAHKM;
e ] [E]
I HET BHEWHWE  BHYTPEHHWE
———— - e ——— OTaensHbIE
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BbIEEpMTE THN AMHKMK W C NOMOLWEBEHD MBIWW YKEHWTE, K KAKDN YacTK BEbldeneHHOr 0 AWManasoHa OH OTHOOMTCA!
EHELHEN rpaHKUE BCEro AManasoHa, BCEM BHYTPEHHWM MDaHMULAM AYEEK MK OTAENEHOA AYEiKe,

Haanwce Haanwcs

Haanwce

B oTkphiBIIEMCcS OKHE CHadasa BRIOEPHUTE THIT JIMHHHM TPAHUIIHI (B HAIIEM
Cly4yae TOHKasl CIUIOIIHAs ), 3aTeM €€ IBET (BbIOepeM Oeblii, Tak Kak (DOH TaOIUIIbI
TEMHBI) ¥ HAKOHEIl, T¢ TPAHMIIBI, KOTOPHIE JODKHBI OyIyT OTOOpa)KaThCs (MBI

BBIOpAJIN BHYTPEHHUE).
(] = L L opucer 1 Microsoft Excel ey

m [naeHasA Ecragka PazmeTka cTpaHWLUbl Dopmynel daHHble PeueHIMpoOBEaHKWE Ewg,

e & Calibri -1 - OBLWMA - f;_g'| YonoBHO® HOopMaTUPOEaHKWE ™
j By~ XK & 9~ A A E__g* % 000 [ ®opmatnposate kak TaBauuy ~
Bnavsmb e J H~-| &~ A- £ i 0 2 =) Crnam aveex -
Bydpep obmeHa I WpugT u | BolpaBHHUEaHWE I Yucno ] CTran
I 16 v £ |
A B C D E F G
@l = 0 | Ansaps |Oespans| Mapr | Anepns | Maii | Mioms |
2 18250 15720 17980 16540 15230 16100
3 5100 4980 5130 5250 4830 5180
- 6250 0 4800 1380 6900 0
Gl ObcnyueaHue asTomobuns 2500 3700 1250 4620 2940 5730
7 Beinnata KpeguToe 3300 3300 3300 3300 3300 3300

B wurore ¢ momompto Habopa komaHn Bcero omHou rpynmbl IpudT Mbr
mpeoOpa3oBaiy  HEKA3WCThI  BHEIMIHWA  BHUJ ~ TAaOMWIBI  BO  BIIOJHE
Mpe3eHTa0CNIbHBIN, M Temepb 3Has Kak OHU padOTarOT, Bbl CaMOCTOSITEIBHO
CMOXETE MPUAYMbIBATh CBOU YHUKAJIbHBIE CTHIIM JI1 O(POPMIIEHHUS 3JIEKTPOHHBIX
Tadau.



dopmar JaHHBIX TYEHKHU

Teneps, uTo OBl 3aBEepUINTH HAIly TaOJUIly, HEOOXOIUMO HaJIeKAIUM
oOpazoMm o(hOpMUTH T€ JaHHBIC, KOTOpPbIE MbI TyJa BBOJAWMM. HamomHum, 4TO B
HaIlleM CJIy4ae 3TO JEHEKHBIE PaCXO/IbI.

B kaxnyto U3 siueek AJIEKTPOHHOU TaOJUIIBl MOXKHO BBOJIUTH Pa3HbIC THUIIbI
JAHHBIX: TEKCT, Yucla U Jaxe rpadudeckue nzodpaxkenus. MIMeHHO mosTomMy B
Excel cymecTByeT Takoe moHATHE, KaK «(OopMaT TaHHBIX YUK, CITYKAIIUKN IS
KOPPEKTHOU 00pabOTKM BBOJUMON BaMU MH(OpMAIIIH.

N3navansHO, Bce sAuyedku uMeroT O0mmMi ¢Qopmar, MO3BOJIAIOIIUN
COJIepKaTh UM KaK TEKCTOBbIE, TaK U U POBbIC NaHHbIC. HO BbI BipaBe M3MEHUTH
ATO W BBIOpaTh: YKMCJIOBOM, JCHEKHBIM, (HUHAHCOBBIM, MPOIEHTHBIN, TPOOHBIN,
AKCTOHEHITMANBHBIN U (opmatel. [lomumo 3TOro cymiecTByrT ¢GhopmaThl IaThl,
BPEMEHH MOUYTOBBIX MHJEKCOB, HOMEPOB TeJIE(POHOB U TAOEIHHBIX HOMEPOB.

Jlns siaeex Haried TaOiauIbl, COACPKAIUX Ha3BaHUSI €€ CTPOK U CTOJOIOB
BIIOJIHE TOJOMAET 00mmii opmaT (KOTOpBIN 3adaeTcsl M0 YMOJIYAHHUIO), TaK Kak
OHM COJAEpP)KAT TEKCTOBbIE JaHHbIE. A BOT I S4YEEK, B KOTOPbIE BBOJSATCS
OIOKETHBIE PAcX0/Ibl OOJIBIIE MOJONAET JEeHEKHBINA (hopMmaT.

Boigenure B Tabnuiie ssUeiiku cogeprkaniue nHGOpMaIuio o eKeMeCsIHbIM
pacxonam. Ha nente Bo Bknagke I'maBHast B rpyrnne YHMCs10 MIEIKHUTE 1O CTPEIIKE
psanoMm c¢ noneM UmesaoBoid opmar, Mociie 4ero OTKPOETCS MEHIO CO CIIMCKOM
OCHOBHBIX JOCTYNHBIX (opmaToB. MOXHO BBIOpaTh NYHKT /leHe:KHBIH MPSIMO
3ech, HO MBI JJisi OoJiee TOJHOTO O3HAKOMJICHHUS BBIOEPEM CaMyl0 HIKHIOIO
cTpoKy Jlpyrue uucjaoBbie GopMaThl.

| BbIpaBHHMBaHKE I LpmhT | IpaHWua | JanvBra | SawmTa |

Yucnosele hopMaThl:

OB - | Obpasey

'—limcnnsnm 18 250p.

E:::H':DE':"” YWCNo QeCATHYHLIX 3HaKoE: |0 =

Bpema . OBozHaqeHue: | p. IEI
MpoUEHTHBIK

OpoBsi OTPUUETENEHEIE YMCnE:

SKCNOHEHUMANEHBIN —1 234, -
TexkcToBbIA 1234p,

JonanHuTensHeIRN -1 234p,

(ece dopmaTer) -1234p,

PopMaT "eHexHBIA" MONONE3YETCA ANA 0TORPEHEHMA AEHEXHEIN BENWYMH, [NA BEIPEEHWBAHMA 3HAYEHMIA No

NECATHYHOMY PA3ASNMTENKD MONONE3YATE dopMaT "EWMHaEHCoBRIR",




B oTkpbIBIIIEMCSI OKHE B JIEBOM KOJIOHKE OYyJyT OTOOpa)K€HbI Ha3BaHUE BCEX
YHCIOBBIX (HOPMATOB, BKJIIOYAs JOMOJHUTENbHbIE, a B LEHTPe, pa3IUYHbIC
HACTPOMKH UX OTOOPaKEHHUS.

Bri6paB neHexHbIid (popMar, CBEpXy OKHA MOXKHO YBHUJAETh, TO, Kak Oyner
BBITJISIETh 3HAUCHHE B sueiikax Tabmuibl. UyTh HIKE MOHO yCTaHOBUTH UYHCIIO
0TOOpakeHUsI JECATHUYHBIX 3HAKOB. UTOOBI KOMEHKH HE 3arpOMOKIAIN HAM TIOJIS
TaONMUIBI, BHICTABUM 37I€Ch 3HAU€HHE paBHBIM Hymto. Jlamee MOXHO BBIOpATh
BaJIOTY U 0TOOpakKeHHE OTPUIIATEIBHBIX YHCET.

Teneps Hama yueOHas Tabinila, HAKOHEI, IPUHSJIA 3aBEPIICHHBINA BUI:

|_Aisaps | despanb | Mapr | Anepnb | Maii _
MpoAyKTbl NUTaHUA 18250p. 15720p. 17980p. 16540p. 15 230p.
5100p. 4980p. 5130p. 5250p. 4 830p.
6 250p. Op. 4800p. 1380p.  6900p.
2500p. 3700p. 1250p. 4620p.  2940p.
3300p.  3300p. 3300p. 3300p.  3300p.

KcraTtn, Bce MaHUTIYISIIUUA, KOTOPBIE MBI TIPOJICNIBIBATIA ¢ TAOJUIICH BBIIIIE,
TO €CTh (hopMaTUpPOBaHME SYEEK M UX JAHHBIX MOXKHO BBITIOJHUTH C MOMOIIBIO
KOHTEKCTHOTO MEHIO, IIEIKHYB MPaBOi KHOMKOW MBIIIN Ha BBIJICICHHON 00JIaCTH
U BbIOpaB NyHKT DopMaT siueek. B 0THOMMEHHOM OTKPBIBIIEMCS] OKHE JJISl BCEX
PacCMOTPEHHBIX HaMH ornepaunui CYIIECTBYIOT
BKkiaaku: Ymeao, BoipapauBanue, llpudr, 'pannuna u 3anuBka.

Teneps 1m0 OKOHYaHWUW PabOTHI B MPOTrpaMME BBl MOXKETE COXPAaHUTh WIIH
pacrniedyataTh TMOJIYYCHHBIM pe3ysabTaT. Bce 3THM  KOMaHIbl HaXOJATCS BO
BKJIagKke Dani.

Brimonnenne 6a30BbIX apu(PMETHUSCKUX OTIepaIIHiA

ITomuMo co3maHusa OOBIYHBIX TaOnui, Excel MOXXHO HCIIOIB30BaTh IS
BBIMIOJTHEHUST B HHX apu(METHYCCKHX OIlepaluii, TaKhX KaK: CIIOXCHHE,
BBIUMTAHHUEC, YMHOKCHUE U JCIICHHE.

J171s1 BBITIOTHEHUST pacyeToOB B JII000H siueiike TaOauIlbl HEOOXO0IUMO CO3aTh
BHYTPH Hee mpocTeiiyo (popMyJily, KoTopas Bceria JI0/DKHA HAYMHATBCS CO
3HaKa paBeHCTBa (=). [l yka3zaHHsI MaTeMaTHYECKUX ONepaIiuii BHyTpH (HOPMYJIIbI
MCIIOJIb3YIOTCSI OOBIYHBIE apUPMETHIECKUE OTIEPATOPHI:

0OGo2HaYeHHe Onepatop BrlpaxkeHHe PesynaeTar
+ CNoMeHHe =7+2 9
- BbBIUMTAHKME =h-4 2
* YMHOM EHHE =3*3 24
/ JefeHue =15/5 3
n BO3BEEHME B CTEMEHD =37 81
%% NPOLEHT =90% 0,9

Hanpumep, naBaiite npeactaBuM, YTO HaM HEOOXOJUMO CIIOKUTh J1BA YMCIa
— «12» u «7». YcraHOBUTE KypcOp MBIIIM B JIOOYIO sYEMKYy M HameyaTaiTte
caenyromniee BblpaxkeHue: «=12+7». [lo OkOHYaHWM BBOJA HAXKMHUTE KJIABHUIIY
«Entery» u B suelike 0ToOpa3uTCs pe3yabTaT BRIUUCICHUS — «19».
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UToObI y3HATh, YTO K€ HA CAMOM JIeJie COACPKUT siueiika — hopmMyy WiId
YHUCJI0, - HEOOXOMMO €€ BBIJCIUTh U NMOCMOTPETh Ha CTPOKY Gopmys — 00JIacTh
HaxXOJISIIIYIOCS Cpa3y K€ HaJl HANMEHOBAHUSIMU CTOJOIOB. B Hamiem ciydae B Hel
Kak pa3 oToopaxkaercst hopmysia, KOTOPYIO MBI TOJIBKO YTO BBOJIMJIU.

Jlanee mompoOyiTe caMOCTOATENBHO B SYEHKAX HIKE TMOJYYUTh Pa3sHUILY
ATUX YUCEJI, UX MTPOU3BEICHUE U YaCTHOE.

[Tocne mpoBeaeHust Bcex omnepaiuii, oOpaTuTe BHUMAaHHE Ha pPE3yJbTaT
neneHus urcen 12 Ha 7, KOTOphId monyduics He mnenbiM (1,714286) u comepxut
JIOBOJIBHO MHOTO ITu(p 1ocse 3amsToid. B OOJIbIIMHCTBE CilydaeB Takas TOYHOCTh
He TpeOyeTcs, 1a U CTOJb JUIMHHBIC Ynciia OyayT TOJIBKO 3arpOMOXKIaTh TaOIHUILY.

UToObI 3TO WUCIHPaBUTh, BBUICIUTE SYEHKY C YHCIOM, Y KOTOPOTO
HEOOXOJMMO HM3MEHHUTHh KOJMYECTBO JECATUYHBIX 3HAKOB IOCJE 3aliaTod U Ha
BKiasike I'y1aBHas B rpynme Yuciao BeiOepuTe KOMaH/1y YMEHbIIUTh
paspsaaHocTb. Kaxxnoe HakaTe Ha 3Ty KHOIKY yOUpaeT OJIMH 3HaK.

CrneBa OT KOMaHIbl YMEHbIINTh Pa3psAAHOCTb HAXOAUTCS  KHOIIKA,
BBITIOJTHSOIIAss OOPATHYIO OTNEpaIfio — YBEJIMYMBAET YUCIIO 3HAKOB IMOCIIE 3aMsTOM
JUISL OTOOpakeHust 00Jiee TOUHBIX 3HAYEHUH.

CocraBnenue GpopMyn

Tenepsr naBaiiTe BepHeMcsl K Tabiuile OFOKETHBIX PAcX00B, KOTOPYIO MBI
CO3/1aBaJIM B MIEPBOM YaCTH 3TOTO IIUKIIA.
| fugapb | despans| Mapr | Anepb | Mait |
MpoAyKTbl NUTaHUA 18250p. 15720p. 17980p. 16540p. 15 230p.
KommyHanbHble nAaTexu 5100p. 4980p. 5130p. 5250p.  4830p.
Mokynka Bewei 6 250p. Op. 4 800p. 1 380p. 6 900p.
O6cnyxuBaHue aBTomobuna 2 500p. 3 700p. 1 250p. 4 620p. 2 940p.
Bbinnata KpegutoB 3 300p. 3 300p. 3 300p. 3 300p. 3 300p.
Ha nanHbIii MOMEHT B HEW 3a(pKCHPOBAHBI €KEMECSIIHBIE JTUIHBIE PACXOBI
IT0 KOHKPETHBIM CTaThsiM. Hampumep, MOKHO y3HATh, CKOJIBKO OBIJIO UCTPAYCHO B
(dheBpasie HAa TPOJIYKTHI IMUTAHUS WIIM B MapTe Ha OOCITYyKMBaHHE aBTOMOOWIIA. A
BOT OOIUE eXEeMECAYHbIE pacxojbl 37eCh HE YyKa3aHbl, XOTS HMEHHO JTH
MOKAa3aTeNIM JUII MHOTHX SIBIAIOTCS CaMbIMH BaXHbIMHU. JlaBalTe MCOpaBUM 3Ty
CUTyalHio, J00aBUB BHU3Y TaOMHIBI CTPOUKYy «ExXeMecsuHble pacxoabl» H
paccyuTaeM €€ 3HaueHUs.
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Bydiep obMeHa WpudgT EblpaEHHEaHKE Yucno

CY¥MM - * " Jr | =18250+5100+6250+2500+3300
A

B C D
Ansape | ®espans| Mapr |

Pl MpoayKTel NMTaHWA 18250p. 15720p. 17920p.

3 5100p.  4980p.  5130p.

E 6250p.  Op.  4300p.

5 2500p.  3700p.  1250p.

M Beinnata KpeguToB | 3 300p. 3 300p. 3 300p.

B B

YtoObl mocuuTaTh CyMMapHBIA pacxoj]l 3a siHBapb B siueiike B7 MoxkHO
Hanucath cieayrouiee BeipaxeHue: «=18250+5100+6250+2500+3300» u HaxaThb
Enter, mociyie yero Bbl yBUAUTE PE3ybTaT BBIUYUCIEHUS. JTO SABISIETCS MPUMEPOM
MPUMEHEHUS MpocTeield GopMyIibl, COCTaBIEHUE KOTOPO HUUEM HE OTIMYAETCS
OT BBIYMCJIIEHHM Ha KajibKyJjsiTope. Pa3Be 4TO 3HAK paBHO CTaBUTCS BHayaje
BBIPAXKCHMS, & HE B KOHIIE.

A Temepp MpeACTaBbTE, YTO NPU YKAa3aHUM 3HAYEHUW OJHOM WU
HECKOJIbKUX CTaTel pacxoJ0oB Bbl JAOMycTHIM OmMOKy. B 3Tom cnyuae, Bam
IIPUAETCS. CKOPPEKTUPOBATh HE TOJBKO JaHHBIE B AUYEMKaX C YKa3aHUEM PacXoJ0B,
HO M (OpMYJy BBIUHUCIEHUS CyMMapHbIX TpaT. KoHeuHO, 3TO O4YeHb HEYIOOHO U
nostomy B Excel npu cocraBiennu ¢GpopMys 4aCcTO UCIMOJIb3YIOTCS HE KOHKPETHBIE
YUCJIOBBIC 3HAYCHMUS, a ajpeca U AMANA30HbI AYeeK.

C yderoM »STOro JAaBaiiTe U3MEHMM Halry (OpPMYTy BBIUYMCICHUS

CYMMApPHBIX CKEMCECATHBIX PACXOJO0B.
Bydiep o6MeHa [ WpudgT BrlpaEHHEaHKWE

CYNIM - * " Jfo | =B2+B3+B4+B5

1

1

P MpoayHTEl MMTaHKWA

) KommyHaneHsIe NAaTeXK 4 380p.
4 NEVLTERDTE N 6 250p. 0p.
Ell O6cnyueaHue asTomobuns ¢ ____%E‘_:',Dﬂl 3 700p.
i Beinnata KkpeguToE | 3 300p. 3 300p.
7

ExemecAadHble pacxogbl | :EZ+B3+B4+BS|

B sueiiky B7, BBenuTe 3HaK paBHO (=) U... BMECTO TOTO, YTOOBI BPYUHYIO
BOMBAaTh 3HAUCHHE KJIETKU B2, mieaxkHuTe Mo HeH jeBoi kKHomkoi Mmbimun. Ilocie
3TOTO BOKPYT AYEMKH MOSIBUTCS ITYHKTHUPHAsl BBLACIUTEIbHAS paMKa, KOTOpas
MOKAa3bIBACT, YTO €€ 3HauYeHue momnayio B (Gopmyny. Teneph BBEAWTE 3HAK «+» H
menkHute no suevike B3. Jlanee mponenaiite Toxe camoe ¢ sueiikamu B4, BS u
B6, a 3atem Haxkxmute knasuinry BBOJ[ (Enter), mocie 4ero mosiBUTCS TO Ke
3HAYEHHUE CYMMBI, YTO U B IIEPBOM CIIy4ae.

Boinenute BHOBB siueiiky B7 u mocMoTpuTe Ha cTpoky Gopmyi. BuaHo, 9To
BMeCTO Iu(p — 3HAUCHUN sUeeK, B PopMmylie coJepkaTcs X aapeca. ITO OYEHb
B)KHBI MOMEHT, TaK KaK MbI TOJIbKO YTO MOCTPOMIN (DOPMYITYy HE U3 KOHKPETHBIX



qrceNl, a W3 3HAYCHWH SYE€eK, KOTOphIE MOTYT CO BPEMEHEM H3MEHSTHCS.
Hanpumep, eciu Tenepb MOMEHSThH CyMMY PacXoJ0B Ha MOKYIIKY BelIeil B SHBape,
TO BECh €XKEMECSYHBI CyMMapHBIH pacxoa OyAeT mepecuuTaH aBTOMATHUYECKU.
[TonpoOyiire.

Tenmepr naBaiiTe TPEANONOXKHUM, YTO TPOCYMMHUPOBATh HYKHO HE TIISThH
3HAYeHHWH, KaK B HalleM TNpuUMepe, a CTO WiIM ABecTH. Kak BBl TOHHMMAaeTe,
MCIIONB30BaTh BBIIICONUCAHHBIA METOJ MOCTpOCHHS (HOPMYT B TaKOM Cllydae
O4YeHb Hey0OHO. B 3TOM ciyuae Jsrydliie BOCIONB30BaThCs CIIEUATIBHON KHOMKOM
«ABTOCYMMay, KOTOpas IO3BOJIIET BBIUUCIUTH CYMMY HECKOJIBKHX SYEEK B
npezenax OJHOro crondma uian crpoku. B Excel MOXHO cuuTaTh HE TOJBKO
CYMMBI CTONIOIIOB, HO W CTPOK, TaK 4YTO HCIOIB3yeM €€ JJIs BBIYUCIICHUS,
HaIpUMep, OOIIKMX PACXOI0B Ha IMPOJIYKThI TUTAHHMS 3a HOITO/A.

- F_;'| ¥UI0EHOE QOPMATUROBIHKME j"—‘Br:raBMTb - | E - ﬁ [ﬁ g
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CTHAK Aueikn PegakTHpOBaHKWe
{
Cynanaa (Alt+=)

E F
| Anepne | Maii |
16540p. 15230p. 16 100p.
5250p. 4830p. 5180p.
1 380p. 6 900p. Op.
4620p. 2940p.  5730p.
3 300p. 3 300p. 3 300p.

BhiB0d CyMMbl BblJENeHHBIX AYEEK
HEMOCPEACTEEHHO NOCNE ITHX ANEEK,

YcTanoBuTe Kypcop Ha MyCTOM KIIETKE COOKY HYXHOW CTpOKU (B HaiieMm
ciyyae 310 H2). 3arem Haxmure kHonky Cymma Ha 3akianke IyiaBHas B
rpynne PenaktupoBanue. Ternepb, BepHEeMCS K TaOIHIE M MMOCMOTPUM, YTO K€

IIPOU30I1JIO.
BelpaEHHMEaHKE Yucno CTHAK AverKm PegakTHpoBEaHWe

fe | =CYMM(B2:G2)

5 180p. | CY¥MM({umcnol: [uncnol]: ...) |
1 380p. 6 900p. Op.
4 620p. 2 940p. 5730p.
3 300p. 3 300p. 3 300p.

B BweIOpanHO¥ Hamu suelike TosBWIach (opMysia C HWHTEPBAJIOM SYEEK,
3HAUYEHUS] KOTOPBIX TpeOyeTcss mpocyMMHpoBath. [Ipu 3TOM oOmnsATh MOSBHIACH
MyHKTUPHAS BbIAETUTENbHAA paMKa. TOIbKO B 3TOT pa3 oHa OOpamiIsIEeT HE OJIHY
KJIETKY, a BECh JUAIa30H sYeEK, CYMMY KOTOPBIX TPEOYeTCsl IOCUUTATh.

Teneps mocMoTpuM Ha camy ¢Gopmyny. Kak u paHblie, BHa4alle UAET 3HAK
paBeHCTBa, HO Ha 3TOT pa3 3a HuM ciueayeT pyHkuusa «CYMM» - 3apanee



onpejeneHHass (QopMyiia, KOTOpas BBIINOJHUT CIOXKEHUE 3HAYEHUH YyKa3aHHBIX
aueek. Cpaszy 3a pyHKUMEN UAYT CKOOKH pacloNOXKEHHbIE BOKPYT aIpeCOB KIIETOK,
3HAQYEHUS KOTOPBIX HYKHO IIPOCYMMHUPOBaTh, Ha3bIBa€MbIe apryMeHTOM
¢opmyabl. OOpatuTe BHUMaHHME, 4YTO B (QoOpMylie HE yKa3aHbl Bce ajpeca
CYMMHUPYEMBIX SYECK, a JIMIIb NEPBOM W TOCIeAHEW. J[BoeToune Mexay HUMU
0003HavaeT, 4TO yKazaH AUana3oH kietok ot B2 no G2.

[locne naxxatus Enter, B BbIOpaHHOW siYeiKEe MOSBUTCS pe3yibTaT, HO Ha
ATOM BO3MOXHOCTH KHONKK CymMMma He 3akaHuyuBaroTcd. llleakHuTe Ha cTpenouky
pAIOM C HEH M OTKPOETCS CIHUCOK, COAepKalluil (PYHKUUU IS BBIYUCICHUS
cpennux 3HaueHuil (CpenHee), KOJIWYECTBa BBEACHHBIX JaHHBIX (Ywucio),
MakcuMalbHbIX (MakcuMyM) U MUHUMAIbHBIX (MUHUMYM) 3HAUCHUH.

"= BrrasuTe ~ (=]~ ’w Ia

T Yaanute * T Cymma

::lmc'pn1aT' CpeaHee -
Aqeikm Ywero L
Makcumym
H MUHMMYM T
| Apyrue fyHELMH...
99 Elﬂe.

I/ITaK, B HalleH Ta6JII/ILIC MBI ITIOCHHUTAJIHN O6HII/I€ TpaTbl 3a JdHBApb H
CYMMapHLIﬁ pacxoa Ha IMPOAYKTHI IIMTAHUA 3a ITOJroJa. HpI/I 9TOM CACJIaJIN 3TO
ABYMS Pa3HbBIMU criocobaMu — CHayajla ¢ UCHOJIb30BAaHHEM B (1)0pMYJIC aJpcCcoB
AYCCK, a 3aTCM, (bYHKHI/II/I N Juaria3oHa. TGHGpL, CaMOC€ BpPCMA 3aKOHYHUTDH PACUCThI
JJIA OCTaBIIMXCA A4YCCK, ITOCUHUTaB O6HII/I€ 3aTpaTbl IO OCTAJIBHBIM MCCALlAM H
CTaTbiAM PaACXOa0B.

ABTO3aI0JIHEHUE

Jlmga pacdera OCTaBIIMXCS CYMM BOCITOJIB3YEMCA OJHOW 3aMEYaTeIbHOMN
ocobeHHOCThIO Tporpammbl  Excel, koTopas 3akitodaeTcsi B BO3MOXKHOCTH
ABTOMATU3UPOBATh  MPOLIECC  3aNOJHEHUS  SYEEK  CUCTEMATU3UPOBAHHBIMU
JAHHBIMHU.

Nuorpa B Excel mpuxomutcs BBOAWTH MOXOXKHWE OJHOTUIIHBIC JaHHBIC B
ONPEAECICHHOW TOCJIEA0BATEIbBHOCTH, HAIpUMeEp, JIHU HENENHW, JaTbl WU
MOPSAAKOBbIE HOMEpa CTpokK. [lomMHHWTE, B mEpBOM 4acTU ATOTO LHMKJIA B MIAIKE
TaOJIUIIBI MBI BBOJIMJIM Ha3BaHHME MECAIA B Kbl CTOJOCI 1Mo oTAeabHOCTH? Ha
caMOM JieJie, COBEpIIEHHO HeOoOs3aTeNhbHO OBUIO BBOJAUTH BECh ATOT CIHCOK
BPYYHYIO, TaK KaK IPUJI0KEHUE BO MHOTHX CIIy4asiX MOXET CJIeJaTh 3TO 3a Bac.

JlaBaiiTe coTpeM BCE Ha3BaHUS MECAICB B IIANKe HaIeH TaOJIWIIBI, KPOME
nepBoro. Temepp BBIACIUTE SUYEUKY C HAAMUCBIO «SIHBapp» M NEpPEMECTUTE
yKa3aTellb MBIIIHN B MPaBbI €€ HUKHUI YroJl, 4To Obl OH MPUHSIT (OPMY KPECTHKA,
KOTOPBIM Ha3bIBACTCS MAPKEPOM 3aIOJHEHHUs. 3)KMUTE JIEBYI0 KHONKY MBIIIN U
MEPETAIIUTE €r0 BIIPABO.



15|IIFEEpaJ1h F-? 380p.

5100p. 4980p. 5130p.

A B C D E F G

Pl MNpoayKTel NMTaHWA . 15720p. 17980p. 16 540p. 16 1dp.
3 . 4980p. 5130p. 5250p. 4830p. 5180p.
Ha skpane mosiBUTCSI BCIUIbIBAIOIIAsl MOJACKa3Ka, KOTOpask COOOIIUT BaM TO
3Ha4YE€HHE, KOTOPOE MporpamMma coOupaeTcs BCTAaBUTh B CICAYIONIYIO KIETKY. B
HameM ciydae 310 «Despanby. [Io Mepe nepemenienusi Mapkepa BHU3 OHA OyJeT
MEHSITBCS Ha HA3BaHUS JPYTUX MECAIIEB, YTO MOMOXKET BaM MOHSTH, TJI€ HYXKHO
octaHoBUThes. [locme Toro kak kHomka OyAeT OTMHYIEHA, CIHCOK 3armOJHUTCS
aBTOMAaTHUYECKHU.

Koneuno, Excel He Bcermga BepHO «IMOHHMMAET», KaK HY)KHO 3aIlOJIHUTh
MOCJICAYIONINE KIETKH, TaK KaK IOCIe0BAaTeIbHOCTU MOTYT OBITh JIOBOJIBHO
pazHooOpa3ubpiMu. [lpeacTaBum cebe, 4TO HaM HEOOXOJMMO 3alOJIHUTh CTPOKY
YEeTHBIMHU YHMCJIOBBIMH 3HaUeHUSIMHU: 2, 4, 6, 8 u Tak gance. Eciu Mbl BBEIEM YHCIIO
«2» u monpoOyeM TMepeMeCTUTh MapKep aBTO3AIOJIHECHHUS BIIPABO, TO OKaXKETCH,
YTO MporpaMma MpeasiaraeT, Kak B CIEAYIONIYI0, TaK U B IpyTUe sSTYEHKU BCTAaBUTH
OIISATh 3HAUCHHUE «2».

m— :

+ +

B sToMm ciydae, mpriIoKeHHUIO HEOOXOIUMO
MPEAOCTAaBUTh HECKOJIBKO OoJbIle JaHHBIX. J[JI1 3TOro B ClEAyOIICH sdeiike
cripaBa BBeqeM muUdpy «4». Tenepsb BbIAEINM 00€ 3alOJHEHHBIC KICTKA W BHOBD
MePEMECTHM KypCOp B IpaBbIi HIKHUK YroJl oOJIacTH BBIACICHHUS, 4TO OBl OH
npuHs GopMy Mapkepa BeieneHus. [lepeMernas Mapkep BHU3, MBI BHIUM, YTO
TENeph MporpaMma TOHSJA HaIly [OCJIEI0BaTeIbHOCTh M TOKa3bIBa€T B
MOJICKa3KaX HY>KHbIC 3HAUCHMUSI.

TakuMm o0paszom, JJIs CJIOKHBIX MOCTEIOBATEILHOCTEH, TIepel MPUMEHEHUEM
ABTO3AIOJHECHUS, HEOOXOJIUMO CaMOCTOSITEIbHO 3aloOJIHUTh Cpa3y HECKOJIbKO
sgeek, uro 06l Excel mpaBuiapHO cMOT omnpenenTh OO aJrOpUTM BBIYHCICHUS
WX 3HAYCHUU.

Tenepp naBaiiTe MPUMEHUM OTY IMOJIE3HYIO BO3MOXKHOCTH MPOrpaMMbl K
Haieu tabsuiie, 9To Obl HM BBOJAUTH (POPMYJIBI BPYUHYIO JIJII OCTaBIIUXCS KIIETOK.
Cnayana BBIZICTIUTE STYEHKY C y)Ke TOCUUTaHHOW cymmoii (B7).




ErelpaEHHEaHKE Yucno CTHAK Aueikn
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B | C D E F G H
| Aieaps |@espans| Mapr | Anepns | Maii | Mions | Cymma |
| 18250p. 15720p. 17980p. 16540p. 15230p. 16100p. 99 820p.
|l s5100p. 4980p. 5130p. 5250p. 4830p. 5180p.
[
[

6 250p. Op. 4 300p. 1 330p. & 900p. Op.
2500p. 3700p. 1250p. 4620p. 2940p.  5730p.
J 3300p. 3300p. 3300p. 3300p. 3300p. 3300p.
s a00p.|
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Tenepp «3anenure)» KypcopoM TMpaBblii HUXHUM yrojl KBaJApaTHKa U

nepeTamure Mapkep BrpaBo o sueiku G7. Ilocime TOro kak BBl OTITYCTHTE
KJIABUIITy, TIPUJIOKCHHE CaMO CKOMHUPYET (PopMysy B OTMEUCHHBIC SYCHKH, TPH
TOM aBTOMAaTHYECKH H3MEHHUB aJipeca KIIETOK, COICPKAIIUXCS B BBIPAKCHHH,
I0JICTaBHUB TPAaBHJIbHBIC 3HAYCHUSI.

[Tpu 3TOM eciim Mapkep mepeMeniaTh BIPaBO, KaK B HAIlleM Ciy4ae, WA
BHU3, TO TYCHKN OYIyT 3aMOJHATHCS B TTOPSIIKE BO3paCTaHUs, a BICBO MM BBEPX —
B TIOPSIJIKE YOBIBAHUS.

CymecTByeT Tak jk€ CHOCOO 3aloJIHEHUS psga C TIOMOIIBIO JICHTHI.
Bocnons3yemcst UM U1 BBIYHCIICHHUSI CYMM 3aTpaTr MO0 BCEM PACXOJHBIM CTAThsIM
(ctonber H).
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CTHAK Aueikn [# ©Enpasg ————|
ﬂ EEepx 3anNoNHWTE BHWS
G H | J [#] Bneso ™M !
[ ons | Cynma |
16 100p. 99 820p. Mporpeccua..,
> 180p. BhIpOBHATE
Op.
5 730p.
3 300p.
30 310p. |
Brigensem auanazoH, KOTOPBIM CIEAYET 3alOJHWUTh, HAUYWHAS C STYEUKU C
yKE BBEJCHHBIMU JIAaHHBIMHU. 3aTeM Ha Bkianke I'y1aBHas B
rpynne PegakrupoBanue HaxxuMaem KHOTIKY 3alOJIHUTh U BbIOMpaeM

HaIIpaBJICHUC 3aII0JIHCHMA.

JlobGaBrieHne CTPOK, CTOJIOIOB M 00ObEIUHECHHUE SUEEK

UToObl MONYy4YUTH OOJIbIIE MPAKTUKH B COCTaBICHUU (POpMYyJ, JaBaiiTe
pacuiMpuM Hamry TaOJIMIly ¥ 3a0JHO OCBOMM HECKOJIBKO OCHOBHBIX OIEpaluil ee
dbopmaTtupoBanusa. Hanpumep, 106aBUM K pacxOAHOI 4YacTH, CTaThbU JOXOJOB, a
3aTeM MPOBEAEM PacyeT BO3ZMOMKHBIX OHO[KETHBIX HAKOTICHUH.



[Ipennonoxxum, 4To AOXOIHAS YacTh TAOIUIBI OYAET pacnojaaraTbCsi CBEpXyY
HaJ pacxoaHou. i 3TOro HaMm NPUAETCA BCTaBUTh HECKOJBKO JOIOJIHUTEIBHBIX
ctpok. Kak Bcerma, caenaTe 3T0 MOXKHO ABYMs IYTSMHU: MCIOJIB3YS KOMaH/Ibl Ha
JIEHTE WA B KOHTEKCTHOM MEHIO, YTO OBICTPEE U MPOIIIE.

lenkuure B M1000#1 syeiike BTOPON CTPOKH MpPaBOM KHOMKOW MBIIIM U B
OTKpBIBIIEMCS MEHIO BbIOEpUTE KOMaHIy BcTaBMTB..., a 3aTeM B OKHE -
/100aBUTH CTPOKY.

A2 - Fe | MpoaveTel nMTaHMa
Calibri ~ 12 - A" A7 B8 - o g ED—
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- () AYefikK, CO COBWroM BOPaso
2 [IERNGRCLIE 52 KonuposaTs B00p,| | - e co casron S
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7 CneynancHaa BCTABKA... t460p. ||
B / [ OK I [ OTHMEHE
BcrasuTh...
9

¥aannTe..,
10

11 CYUCTHTE COAEPHMMOE

[locne BcTaBKkM CTPOKM OOpaTHTe BHUMaHHWE Ha TOT (aKT, YTO IO
YMOJYaHUIO OHAa BCTaBIIAE€TCS HajJ BBIOpaHHOW CTpokod W mMmeeT (opmar (1BeT

(doHa sueek, HaCTPOMKHU pa3Mepa, IIBETa TeKCTa U T. JI.) psAJa pacroiararoIierocs
HaJ HEW.

C D E
| Ainsape |espans| Mapr | Anepns |
l

1

2

M MpogyKTel NUTaHWA | <f -150p. 15720p. 17980p. | 16 540p.
LS HommyHanbHble nAaTemm (3 DopMaTWPOBATH KaK CEEpXY 5 250p.
EJ Mokynka eewjeid ) DopmaTMpoBaTE KK CHUIY o
il ObcnymueaHue asTomobunn O Ouncrims opmar 4 620p.
Pl Beinnata KpeguToe ) ) ) 3 300p.
8 35400p. 27700p. 32460p. 31090p.

Ecmu nyXHO wu3MeHUTH (QopMaTUpOBaHHE, BBHIOPAHHOE IO YMOJYAHUIO,
cpa3y moclie BCTaBKM MLIeNKHUTE Mo KHomnke Ilapamerpnl nodaBieHusi, Kotopas
ABTOMATHUYECKH OTOOpPA3UTCS PSIAOM C MPaBbIM HUKHUM YIJIOM BBIOpaHHOM
SYEUKHU U BBIOEPUTE HYKHBIM BapHaHT.

AHaNOTMYHBIM METOJIOM B TaOJHUIy MOKHO BCTaBISATH CTOJOIbI, KOTOPHIE
OyayT pa3MemaTrbes clieBa OT BRIOPAHHOTO M OT/ICIbHBIC STYCHKH.

Kcratu, ecnmu B mTore cTpoka WM CTOJNOEIl MOC/IE€ BCTaBKM OKa3aJIMCh HA
HEHY)KHOM MECTE€, UX JIETKO MOXHO ynaiuTh. ll{enkHuTe nmpaBol KHOIKON MBIIIN
Ha JII0OOW syeiike, MpUHAAJICKAIIEH ynansieMoMy OOBEKTY U B OTKPBIBIIEMCS
MEHIO BBIOEpUTE KOMaHAY YIaJuTh. B 3aBepiieHUM yKaxuTe, 4YTO HMEHHO
HEO0OXOJUMO YAQIUTh: CTPOKY, CTOJOEI WU OTIIEIbHYIO STYCHKY.



Ha nente 1ns  onepauuid  g00OaBi€HUsS  MOXHO  HCIOJIB30BaTh
KHONIKY BeTtaBUTB, pacnonokeHHyto B rpynne f4eiku Ha 3akinanke IyiaBHas, a
JUISl yTaJICHHs], OTHOMMEHHYI0 KOMaHly B TOM € IPYIIIIE.

B nHamem ciydae HaMm HEOOXOJIMMO BCTaBUTH MSATh HOBBIX CTPOK B BEPXHIOIO
4acTh TaONMIBI cpa3y IHocie Wanku. /(g 3Toro MoXHO MOBTOPUTH OINEPALUIO
N00aBJIEHUsI HECKOJBKO pa3, a MOXHO BBIIOJHUB €€ €IUHOXbl HCIOJb30BATh
xiaBuy «F4», KoTopast IOBTOPSIET CaMyl0 ITOCIIEIHIOK ONEpPaLUIoO.

B urore mocne BCTaBKM NATH TOPU3OHTAIBHBIX PANOB B BEPXHIOK YacTh
Ta0JIMIIbl, IPUBOJUM €€ K CIEAYIOIEMY BUY:

“Ansape |Gespans] Mapr | Anepn | Maii | Wons | Cymwa |

3apnnara
BoHycel

EmemecadHble goxogbl

MpoayKTel NMTaHKUA 18250p. 15720p. 179380p. 163540p. 15230p. 16100p. 99 820p.
5100p. 4980p. 5130p. 5250p. 4830p. 5180p.  30470p.
b6 250p. Op. 4 800p. 1380p. 6 900p. Op. 19 330p.
2500p. 3 700p. 1250p. 4 620p. 2 940p. 5730p. 20 740p.
3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 15 500p.

35400p. 27700p. 32460p. 31090p. 33200p. 30310p.

KommyHaneHbie NAaTEMM
Mokynka eeweii
O6cayrueaHue aetomobuna
Beinnata Kpegutoe
ExxemecauHble pacxogsl

HaxkonneHua

benbie HepopmaTHpoBaHHBIE PsiIBI B TAOIHMIIE MBI OCTaBUJIM CIICIIHAIBHO,
910 OBl OTIEIUTH JOXOIHYIO, PACXOJHYIO M HWTOTOBYIO YacTh IPYr OT Jpyra,
HaIKCaB B HUX COOTBETCTBYIOILIME 3arojloBKU. Ho mepen TeM kak 3To caenath, Mbl
M3Y4YUM elle oHy ornepanuio B Excel — 00bequHeHue siueek.

[Ipu oObeIMHEHNN HECKOIBKHX CMEKHBIX sYeeK 00pa3yeTcsl 0JiHa, KOTopas
MOXET 3aHMMaTh Cpa3y HECKOJBKO CTOJIOOB WU CTpok. [Ipm 3TOM HMMeHeM
00BbETMHECHHOW STYEHKN CTAHOBUTCS aJIpeC BEpXHEH JICBOM SUCHKU 00BEIUHAEMOTO
nuariazoHa. B 000l MOMEHT BbI MOXKETE CHOBA pa30UTh OOBEIUHCHHYIO SYCHKY,
a BOT KJIETKY, KOTOpasi HUKOT/Ia He ObLTa 00BbeIMHEeHA, pa30UTh HE y1acTCs.

[Ipu oObenuHEHNU SYEEK, COXPAHSIOTCS JaHHBIE TOJILKO BEPXHEU JIEBOW,
JTAaHHBIE K€ BCEX OCTAIBHBIX O0BEIUHAEMBIX siueeK OyayT ynaneHsl. [lomHUTE 3TO
W CHayayja Jydlie TpPOU3BOJIUTE OOBEAMHEHHE, a JIMIIb TOTOM BBOJUTE
uH(pOpMAIHIO.

Bepraemcs k Hamedr tabmurie. st Toro, uyto OBl HamucaTh 3arojIOBKH B
OeNbIX CTpOYKax HaM IMOHAJAOOMTCS JIMIL OJIHA S4Yeiika, B TO BpPEeMs Kak cerldac
OHU COCTOAT W3 BOCBbMU. [laBaiiTe ucCIpaBuUM 3TO. Bpiaenure Bce BOCEMb SUEEK
BTOPOIO pana TaOIHIIBI u Ha BKiIaske I'aBHas B
rpynie BolpaBHUBaHHe MICIKHUTE Ha KHONKY O0ObeAUHUTHL W NOMECTHTH B
LeHTpe.
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06 BEgMHATE M NOMECTHTE B LLEHTDE

B OBBegMHEHWE BRIENEHHBIX AYEEK B OQHY
Excel BONbWYH AYEAKY W EbpaEHWEIHHE
HEapb | de ; S .
—— 5 COAEPXHMMOro HOBOW AY2HKKN NO LEHTPY.
Yacro Menone3yeTon 4nA Co34aHKA 3aronoeka,
OBWero 4nA HeCKONbBKWX CTONBLOE,

-

Excel
I

[lociie BBITIOJTHEHHUST KOMAaH[bI, BCE BBIJICICHHBIE SYEMKH B CTPOKE
00BEIUHATCS B OJIHY OOJIBIIYIO SUCHKY.

Psnom ¢ kHOmKOW OOBENMHEHUS PACIIONIOKEHA CTpeouka, Ha)kaThe Ha
KOTOPYHO BBI3OBET MEHIO C JIONOJHUTEIBHBIMU KOMaHJIaMH, MO3BOJISIOUIAMU:
00BEeIUHATL SUYCHKH 0€3 IIEHTPAJIHHOTO BBIPABHUBAHUSA, OOBEAUHATH IIEJIbIC
TPYIIIBI STYEeK M0 TOPU30HTATN U BEPTUKAIIH, a TaK )K€ OTMEHUTh O0BhEIUHEHHUE.

[Tocne moGaBiieHMsI 3aroJIOBKOB, a TaK >K€ 3alOJHEHHUS CTPOK: 3apIuiara,
OOHYCHI M €KEMECSIYHbBIC JTOXOIbI, HaIlla TabJIMIla cTajia BBITJISETh BOT TaK:

| Anpaps |Gespane| Mapr | Anepnw | Maii | Mions | Cymma |

Adoxopkl
25000p. 25000p. 25000p. 30000p. 30000p. 30000p. 165000p.
11000p.  500p. 9000p. 12300p. 11800p. 10200p.  54800p.
36000p. 25500p. 34000p. 42300p. 41800p. 40200p. 219 800p.
Pacxoapl
18250p. 15720p. 17980p. 16540p. 15230p. 16100p. 99 820p.
5100p. 4980p. 5130p. 5250p. 4830p. 5180p.  30470p.
6250p. Op. 4800p. 1330p.  6900p. Op.  19330p.
2500p. 3700p. 1250p. 4620p. 2940p. 5730p. 20 740p.
3300p. 3300p. 3300p. 3300p. 3300p. 3300p. 19800p.
35400p. 27700p. 32460p. 31090p. 33200p. 30310p. 190 160p.
BanaHc

B mepBom Mecsne OamaHc OyneT CKIAaAbIBAThCA W3 OOBIYHOW pPa3HUIIBI
MEXIY J0XOJO0M, MOJIYYCHHBIM 32 MECSI] U OOIIMMH pacXxojaMy B HEM. A BOT BO
BTOPOM MECSAIIE MBI K ATOW pa3HUIIE MPHUILIIOCYEM OallaHC MEepPBOT0, TaK KaK MbI
BEJIEM pacyeT UMEHHO HaKOMICHHWI. Pacuérhl /u1si mMOCIeAyIOmMnX MECSLEeB OyayT
BBITIOJTHATHCS TIO TAKOM K€ CXeME — K TEKYIIeMy €XeMEeCSYHOMY OanaHcy OymyT
MpUOABIATHCS HAKOTUICHHS 32 TIPEIBLIYIIUN TIEPHO/I.

Teneps mepeBeneM 3T pacueTsl B Gpopmynsl moHsTHbIe Excel. Jlns sHBaps
(staeiixu B14) dhopmyna oueHnb mpocTa u OyneT BBINISIACTh Tak: «=B5-B12». A Bot
s siueriku Cl14  (deBpanb) BbIpaXKEHHE MOXHO 3alucaTh JABYMS Pa3HbIMU
cnocobamu: «=(B5-B12)+(C5-C12)» mmm «=B14+C5-C12». B nepBom ciiydae Ml
OMSATh MPOBOJIUM pacueT OanaHca NPeAblAyLIEro Mecsila W 3aTeM MpUOaBIsieM K
HeMy OaJlaHC TEKYIIEro, a BO BTOPOM B (DOpMyIly BKIIFOYAETCS YK€ pacCUUTAHHBIIN


http://www.compbegin.ru/data/image/excel_32

pe3yapTaT Mo npeasiaynieMy Mecsany. KoHEYHO, HMCIOIIB30BaHHME BTOPOTO
BapuaHTa A  [OCTPOE€HHUs  (QopMynbl B  HalleM clydyae  ropaszio
IIpEANOYTHTENIbHEE. Benp ecinm ciaegoBaTh JIOTMKE IEPBOrO BapuaHTa, TO B
BBIPAKEHUH JUIsI MapTOBCKOro pacuera Oyner ¢urypupoBaTh yxke 6 agpecos
sq4eek, B ampene — 8, B Mae — 10 u Tak ganee, a mpu KCMOJb30BAHUU BTOPOIO
BapUaHTa UX Bcernia OyAeT TPH.

Jlns 3anonHeHus ocrtaBmuxca syeek ¢ D14 nmo Gl4 npumenum
BO3MOKHOCTh MX AaBTOMAaTHYECKOI'O 3allOJHEHHUsA, TaK K€ KAaK Mbl 3TO JEJalu B
CIIy4yae ¢ CyMMaMH.

Kcratn, nns mnpoBepkrM 3HAUEGHHMsS] WMTOTOBBIX HAKOIUIGHWM Ha HWIOHB,
Haxoxseroca B kierke G14, B suelike H14 MOXHO BBIBECTH pa3HUILy MEXKIY
oOmelt cymmon exxeMecsiunbix 10xoa0B (HS) u exxemecsunbix pacxonos (H12).
Kaxk BbI moHMMaeTe, OHU JIOJKHBI OBITH PaBHBI.

Kak BUHO U3 MOCIETHUX pacyeToB, B (OpMyIax MOXKHO HMCIOIb30BaTh HE
TOJIBKO aJipeca CMEXHBIX S4YEeK, HO M JIIOOBIX IPYruX, BHE 3aBUCHUMOCTH OT HX
pPacnoyiOKeHHsI B JJOKYMEHTE WJIM MPUHAJJICKHOCTH K TOM WJIM WHOW TabiuIie.
Bonee Toro Bbl BHOpaBe CBA3BIBATH SUYEMKH HAXOASUIMECS HA pa3HbIX JIMCTax
JIOKyMEHTA U JIa)Ke B pa3HBIX KHUTAX

A BOT M Hallla UTOTOBasi TAOJIMIIA C BBHITIOJIHEHHBIMU PaCUETaMuU:

| Ansape [Oespane| Mapr | Anepns | Maii | Mions | Cymma |

Ddoxopbl
3apnnara 25000p. 25000p. 25000p. 30000p. 30000p. 30000p. 165 000p.
11000p.  500p. 9000p. 12300p. 11800p. 10200p.  54800p.
36000p. 25500p. 34000p. 42300p. 41800p. 40200p. 219 800p.
Pacxogbi
18250p. 15720p. 17980p. 16540p. 15230p. 16100p. 99 820p.
5100p. 4980p. 5130p. 5250p. 4830p. 5180p.  30470p.
6250p. Op. 4800p. 1380p.  6900p. op. 19 330p.
O6cnymineaHne aeTomobuna 2500p. 3700p. 1250p. 4620p. 2940p. 5730p. 20 740p.
Beinnata KpeguToE 3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 19 200p.
ExemecauHble pacxogsl 35400p. 27700p. 32460p. 3109%p. 33200p. 30310p. 190 160p.
banaHc

| o] | ma| | men| o

PacnieuaraiiTe moay4nBIIAICS OTYET.



JlabopaTopHasi padora Ne6
®opmyJibl, pyHkuun U guarpammsel Microsoft Excel

Lenp pa®oOThl: HAay4yHUTHCS PENAKTUPOBATH (OPMYJbl, CTPOUTH TIpaduku
(GYHKIUH U THCTOTPAMMBbI

PenaktupoBanue Gopmys U cucTemMa OTCICKUBAHUS OIIHOOK

Bce ¢opMynbl, KOTOpble HaxomsITCs B sYeWKax TaOMUIBI MOXKHO
OTPEAaKTUPOBATh B JIFOOOW MOMEHT. JJIT 3TOr0 JAOCTATOYHO BBIACIUTH SYEHKY C
dopMymoif 1 3aTeM HICTKHYTh MO CTpoke (popMyn Hax TaOiuIeH, I/1e BBl CMOXKETE
Cpa3y K€ BHECTH HeoOXoJIuMMble M3MEHEHHs. Eciau Bam ymoOHee peaakTUpOBATh
COJIEP’)KUMOE HETIOCPEJCTBEHHO B CAaMOM sSUeiiKe, TO KITMKHUTE TI0 HEel /1Ba pasa.

[Tocrie okOHUaHMS PETAKTUPOBAHMS HaXMuTe KiaBuimm Enter wmm Tab,
nociie 4ero Excel BBIIOJHUTH IMepepacdyeT ¢ y4eTOM H3MEHCHHH M OTOOpasHT
pe3yJbTar.

JIOBOJILHO 4YacTO CJy4yaeTcsli TaK, YTO Bbl BBEIU (HOPMYJIy HEBEPHO HIIU
nociie ynaajacHus (M3MEHEHHS) COJEPKUMOTO OJHOM M3 SYEeeK, Ha KOTOPYIO
ccputaeTcss (opmysia, MPOMCXOJHWT ONIMOKAa B BBIYMCICHUAX. B TakoMm ciydae
Excel nempemenHo m3BecTUT Bac 00 ATOM. PsAmoM C KIIETKOM, TI€ COIEPKHUTCS
OIIMOOYHOE BhIpAXKEHNE, TOSIBUTCS BOCKIIMIIATEIbHBIN 3HAK, B )KEATOM poMOe.

Bo MHorux cnydasx, NpWIOKEHHUE HE TOJIBKO HM3BECTUT Bac O HaJIM4YUe
OIIMOKH, HO M YKaXKET Ha TO, YTO UMEHHO C/IEJIaHO HE TaK.

Pacmmdposka omubok B Excel:

. #HH#H## - pe3yNbTaTOM BBITIOJIHEHHUS (DOPMYITBI, MCTIOJB3YIOIIEH
3HAUEHHUs JaThl U BPEMEHHU CTAJI0 OTPHUIATEIBHOE YHCIO WIH PE3yIbTaT
00paboTKH HE yMeIIaeTcsl B sTUekKe;

. #3HAU! — ucnonb3yeTcsd HEAONMYCTUMBINA TUM OmepaTopa Wiu
aprymenTa ¢popmynbl. OfHa U3 CaMBIX PACIIPOCTPAHEHHBIX OIINOOK;

. #JIEJI/0! — B dopmylie OCYIIECTBISCTCS IMONBITKA JCICHUS Ha
HOJIb;

. #UMS? — ucnonpzyemoe B (GopMmysne HUMs HEKOPPEKTHO U
EXcel He MOkeT ero pacno3HaTh;

. #H/Jl — HeompeneneHHple NaHHBIC. Yamie Bcero 3ta omwubOKa

BO3HUKAET MPHU HEMPABUILHOM OIPEACIICHUN apryMeHTa QyHKIIUHU;

. #CCBIJIKA! — ¢popmyna comepXuT HEJOMYCTUMYIO CCHUIKY Ha
SYEHKyY, HAIPUMED, Ha STYEHKY, KOTopas Obla yaaieHa.

. #UUCJIO! — pe3ynbTaTOM BBIYUCICHUS SBISIETCS YHUCIO,
KOTOPOE€ CJMIIIKOM MaJi0 WM CIHUIIKOM BEIHKO, YTO OBl €r0 MOXHO OBLIO
ucnonb3oBath B MS Excel. /lnama3on oToOpakaeMbIX 4YHCEN JICKHT B
npomexytke ot -10%°7 1o 103

. #IIYCTO! - B dopMmyne 3amaHO TiepeceueHue oOJsacTe,
KOTOpPbIC Ha CaMOM JIeJie HE UMEIOT OOLIUX STYEeK.



Eme pa3 HanmoMHHM, YTO OLIMOKM MOTYT MOSIBISATHCS HE TOJBKO H3-3a
HEIMpaBUWIbHBIX JTAHHBIX B JOpMYyJie, HO U BCIEICTBUE COJAEPKAHUS HEKOPPEKTHOM
uH(popMaIK B STYEiKe, HA KOTOPYIO OHA CChUIAETCS.

WNHorpa, xorna maHHBIX B Tabiuile MHOTO, a (OpMyJbl coaepKaT OOJIbIIoe
KOJMYECTBO CCHUIOK Ha pa3jiMyHble SYEUKH, TO MPHU MHPOBEPKE BBIPAKECHHS Ha
MPaBUWIBHOCTh MJIM TOMCKAa MCTOYHHUKA OLIMOKM MOTYT BO3HMKHYTH CEpbE3HbIE
TpyaHoCcTH. YTO OBl 001€ryuTh paboTy MOIB30BATENS B TAKUX CUTYyalusax, B Excel
BCTPOCH HWHCTPYMEHT, IMO3BOJSIOMIMA BBIAEIUTh HAa 3KpaHE BIUAIOIINE U
3aBUCUMBIEC TYECUKH.

Bausitomme siyeiikM— 3TO SYEiKM, HAa KOTOpBIE CCHUIAIOTCS (HOPMYJIBI,
a 3aBHCHMBbIe sYeiikn, HA000pOT, copepKaT (GOPMYIIbI, CChUIAIOIIMECS Ha ajpeca
KJIETOK AJIEKTPOHHOM TaOIUIIbI.
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OToBpaXKEHWE CTPENOK, KOTOPIE NOKASHIEAIT, OTo6paxeHne CTPENOK, KOTOPbIE NOK33bIBA0T,
3HAYEHMA KAKWX A4EEK 3ABUCAT OT SHAYEHMA H %, 23 3HAYEHMA KAKWK AYECK BNWAKDT HA SHAYEHNE
Tekylen BeldeNeHHON AYerkm. \ 50 TEKYILEA BEAENEHHOH AYerkn,

20
30

¥ g
A @ Ananonyuenna g T CBEAEHMIT HIXMUTE K y FL. (0 [ina nonyueHna g T CBeEHMIT HAXMUTE K y FL.
Uto OBl Tpaduyeckn OTOOPA3UTh CBSI3M MEXIY sideiKkaMu U GhopMyslaMH C
NOMOIIIbIO, TaK HA3bIBAEMBIX CTPEJIOK 3aBHCHMOCTEH, MOXHO BOCIIOJIb30BATHCS
KOMaHJaMU Ha seute Bausironme AYe KN 1 3aBUCHMbIE fIYeliKH B
rpynie 3aBucumMocTu GopmyJ Bo BKIIagke DOpMYJIBI.
Hampumep, npaBaliTe NOCMOTpUM Kak B HaIlled TECTOBOM TaOiuIle,
COCTaBIICHHOW B MPEIBIAYIINX ABYX YacTIX, (POPMHUPYETCS MUTOTOBBIA PE3yJbTaT
HAKOIUICHUN:

| Ausape Oespans| Mapr | Anepn | Maii _Mone | Cymma
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EmemecAqHble goxogsl

LY Y R S TE R R

Jdoxogsl
TS000p. 250000, Z5000p.  S0000p.  S0000p. S0 o0up.| 165 000p.
TI000p.  S00p. S 000p.  1Z300p.  IIS00p. 10 =200p.| | 54 800p.
ExemecadHslie goxogbl 36000p. 25500p. 34000p. 42300p. 41300p.; 40200p. %19 800p.
Pacxopgbi
MpoayKTEl NMTaHKUA TEZS0p. 1S 720p. 17 980p. 10 3A0p. 15 Z230p.; 16 100p. "1 99 820p.
HommyHaneHBle nAaTemm op. A YeOD. S IdOp. S SOp. A eI TS ISUp.T™| 30 470p.
Mokynka Bewei Rl e PO v P 1 1 /S s 11 Y o B 11 4 o 19 330p.
ObcnymueaHue aeToMmobuna [y G i) S pieit) A oo 7.y P 21 ) A e g 10) o L0 T o
Beinnata kpeguroe *3300p. 3 300p. 2 3000 33000 33000 3 300p-| | 19 800p.
ExiemecauHele pacxogel 35400p. 27700p. 32460p. 231090p. 33200p.; 30310p. 190 160p.
BanaHc
600p. -1600p. -60p. 11150p. 19750p.i 29640p. '29 640p.

He cmoTtpst Ha TO, 9TO popMyIa B JaHHOM stueiike umeeT Bua «=HS — H12»,
nporpaMmma Excel, cnomolipio cTpenok 3aBUCMMOCTEN, MOXET I0Ka3aTh BCE
3HAQ4YEeHUS, KOTOPbIE YUYBCTBYIOT B BBIUMCJIIEHHMUM KOHEUHOIO pe3yiibrata. Beap B
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kietkax HS m H12 Tak e comepkarbes (pOpMysibl, UMEIOIINE CCHUIKM HA JPYTrHUe
azpeca, KOTOpbIE B CBOI O4Yepellb, MOTYT COJEpXkaThb Kak (OpMysbl, Tak H
YUCJIOBbIE KOHCTAHTHI.

UToOBl yganuTh BCE CTPENIKU ¢ paboyero JMcTa, B rpymie 3aBUCHMOCTH
(popmya Ha Bitanke @OpMyJIbl, HAKMUTE KHOIKY Y 0paTh CTPEJIKH.

OTtHOocUTeNbHBIE U aOCOIIOTHBIE aJipeca sTYeeK

Bo3moxHocTs konupoBanus ¢popmyn B Excel u3 onHo# silueliku B APYTyIO €
aBTOMAaTHUYECKUM H3MEHEHUEM aJ[peCcOB, COJIEPKAILUXCS B HHUX, CYIIECTBYET
OJilarosiapsi KOHUEMIMY OTHOCUTEJIbHOM afpecanuu. Tak 4To ke 3T0 Takoe?

Heno B Tom, uto Excel nonnmaer aznpeca siueexk BBEICHHBIX B (JOPMYITy HE
KaK CCBUIKY Ha HMX pPEaJbHOE MECTOPACHOJ0KEHUE, a KaK CCBUIKY Ha HX
MECTOPACIIOJIOKEHUE OTHOCUTENBHO SYEHKH, B KOTOpPOM HaxomuTcs ¢dopmya.
[Tosicaum Ha ipumepe.

Hanpumep, sueiika A3, comepxur opmyny: «=Al+A2». Jns Excelato
BBIpOKCHHE HE O3HAYAET, UTO HYXKHO B3STh 3HAUEHUE U3 siueiku Al u MpuOaBUTH
K HeMy 4uclio u3 siyeiiku A2. BmecTto 3TOro OH HWHTEPHNPETUPYET AAHHYIO
bopMyIy, KaK «B3SITh YUCIIO U3 SUYECHKH PACIIOIOKEHHON B TOM e CTOJIOIE, HO Ha
JIBE CTPOKH BBIIIE U CIOXHTH €ro CO 3HAYCHHEM SYEHKH 3TOro K€ CTOoJOIa
PacIoIOKEHHOW BBIIIE HA OJIHY CTpOKy». [Ipu xomupoBanuu naHHOM (GopmyIibl B
IpYryto siueiky, HanpuMep D3, mpuHUuUN onpeaeneHus: aipecoB TUYeeK BXOIAIINX
B BBIPAXKEHUE OCTAETCS TEM KE: «B3ATh YUCJIO U3 SYEUKU PACIIONIOKEHHOW B TOM
e CTOJIOIIe, HO HA JIB€ CTPOKH BBIIIE U CIOXKHUTH €T0 C...». Takum 00pa3om, mocie
KonupoBaHus B D3, ucxoaHas ¢gopmysia aBTOMaTHIECKH MPUMET BUJ «=D1+D2y.

C onHOW CTOpPOHBI, TAKOM THUIl CCHUIOK JAET IOJI30BATENIAM IMPEKPACHYIO
BO3MOKHOCTh MPOCTO KOMHUPOBATH OJMHAKOBBIC (POPMYIIBI U3 SUCUKH B SUYCHKY,
n30aBisig OT HEOOXOIMMOCTH BBOJMUTH UX CHOBA M CHOBA. A C JIpyroil CTOPOHBHI, B
HEKOTOPBIX (opMyrax HEOOXOJMMO TOCTOSHHO MCIIOJIh30BaTh 3HAYEHUE OJHOM
ONpENICICHHON SYEHKH, a 3TO 3HAYUT, YTO CChUIKA HA HEE HE JIOJHKHA U3MEHSThCS
1 3aBHCETh OT PACTIONOKEHUS (POPMYIIBI HA JIHCTE.

Hampumep, mpeactaBum, uTo B Hamied TaOiWile 3HAYCHUS OIOKETHBIX
pacxoloB B pyoOnsax OyIyT pacCUMTHIBATBCS WCXOAS W3 JOJUIAPOBBIX IIEH,
YMHOXEHHBIX Ha TEKYIIHH Kypc, KOTOPBIM 3amucaH Bcerjga B siueiike Al. Dto
3HAYUT, YTO TMPHU KOMUPOBAHUHM (OPMYJIBI CChUIKA Ha 3Ty SUYCHKY HE JOJDKHA
U3MEHAThCSA. Torga B 3TOM cCilydae CIEQyeT NPUMEHATb HE OTHOCUTENIbHYIO,
a a0COJIIOTHYI0 CCBLIKY, KOTOpas Bcerja OyJeT OCTaBaTbCsl HEU3MEHHOW NpH
KONMPOBAHUM BBIPAKEHUS U3 OJTHOM STYCUKHU B APYTYIO.

C momompio abCOMIOTHBIX CCHUIOK MOXHO J1aTh KoMaHnay Excel mpum
KOIMMUPOBAHUU (HOPMYJIBI:

. COXPAHATh CCBUIKY Ha CTOJOEI] MOCTOSSHHO, HO MpH 3TOM

M3MEHATh CChUIKU Ha CTOJIOLBI

. U3MEHSTh CCHUIKA HAa CTPOKH, HO COXPAHSITh CChUIKY Ha CTOJOEI]



. COXPaHITh TMOCTOSHHBIMU CCBUIKH, KaK Ha CTOJIOCIl, TaK U Ha
CTPOKY.
UtoOBl MpeBpaTUTh OTHOCUTEIBHYIO CCBUIKY B aOCONIOTHYIO WA
CMCIIIaHHYI0, HEOOXOJMMO BBECTH 3HaK jaoiuiapa ($) mepen Toi ee 4YacThio,
KOTOpasi I0JDKHA CTaTh a0COTIOTHOM.

. $A31 — ccwiika Beerma cebutacTes Ha stuckiky Al (abcomroTHas
CCBLIKA);

. A$l — ccpuika Bcerja cchUlaeTCs Ha CTPOKy 1, a myTh K
CTOJIOIY MOKET U3MEHSTHCS (CMEIIaHHas CChLIKA);

. $A1l — cceulka Bcerma cchliaeTcs Ha CTONOEI A, a IyTh K

CTPOKE MOXKET U3MEHATHCS (CMEIIaHHAsl CChUIKA).

Jlist BBoa aOCONIOTHBIX M CMEUIAHHBIX CCHUIOK HCIOJIB3YETCsl KJIaBHILA
«F4». Beinenute siueiiky 1uist popMyJsibl, BBEUTE 3HAK PABEHCTBA (=) U KIMKHUTE
1O KJIETKE, Ha KOTOPYIO Ha/J0 YCTAHOBHUTH aOCOMIOTHYIO CCHUIKY. 3aT€éM Ha)KMHTE
knaBuiy F4, mocne dero nepes OykBOil cTONIOIIa U HOMEPOM CTPOKH Mporpamma
yctaHoBUT 3Haku poiwapa ($). IloBropueie Haxatuss Ha F4 mo3Bomistor
NEPEXOIUTh OT OAHOTO TUIIAa CChUIOK K ApyruMm. Hampumep, ccbuika Ha E3, Oyner
ukanaHo m3meHsaTbes Ha $ES$3, ES3, $E3, E3 u tak nanee. I1pu sxenanuu 3Haku $
MOJKHO BBOJUTH BPYYHYIO.

DOyHKIUU

Oyukmusmu B Excel HaspBaloT 3apaHee omnpeneieHHbIE (OPMYIBI, C
MOMOIIBI0 KOTOPBIX BBIMOJHSIOTCA BBIYUCICHHUS B YKa3aHHOM TMOpPSAKE TI0
3aJlaHHBIM BelrurHaM. [Ipu 3TOM BBIYMCIIEHHS] MOTYT OBITh KaK MPOCTHIMU, TaK U
CJIOKHBIMH.

Hampumep, onpeneneHue cpeaHero 3HAYCHHs MATH SYEEK MOXKHO OIMHCATh
dopmynoit: =(Al + A2 + A3 + A4 + AS5)/5, a MOKHO crienManbHON (yHKIHEH
CP3HAY, «koropas  COKpaTHUT  BbIpaKEHHE 1O  CJICAYIOIIEro  BHjA:
CP3HAUY(A1:A5). Kak BuauTe, 4TO BMECTO BBOJA B (POPMYITy BCEX apPECOB sSUeeK
MO>KHO HCTIOIB30BaTh OIMPEACIICHHYIO (PYHKITHIO, YKa3aB € B KaUeCTBE apryMeHTa
WX JTAaIa3oH.

Hnst pa6otel ¢ ynkumsimu B Excel Ha nenTe cymiecTByeT oOTaenbHas
3aknanka @opMyJibl, HA KOTOPOW PAacCIMojararoTcsi BCE OCHOBHBIC HMHCTPYMEHTHI
TSl pabOTHI C HUMH.
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BnBanoTeka hyHKLmi OnpegeneHHBIE MMEHE 3AaENCMMOCTH GopMyn Briuncnerme

Hamo ormeTrwTh, WTO mporpaMma COISPKHT Oojee ABYXCOT (YHKIIHM,
CIIOCOOHBIX OOJEr4uTh BBIMOJHEHWE BBIUMCICHUNW PA3IMYHOM  CJIOKHOCTH.
IToatomy Bce ¢ynkuumu B Excel pasnenensl Ha HECKOIBKO KaTEeTOPHH,
TPYNIHUPYIOMIMX KX IO THUIy peIIaeMbIX 3aaad. Kakue MMEHHO 3TH 3aj1ayu,
CTAaHOBUTCSA SICHO M3 Ha3BaHUU Kateropuii: @uHaHcoBkie, Jlorndyeckue, TekcToBbIE,
Maremaruueckue, CTaTUCTUYCCKHE, AHAITUTHUECCKHUE U TaK JaJiee.
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BeiOpatb ~ HEOOXOOUMYIO  KaTerOpuld  MOXHO  Ha  JIGHTE B
rpynmne bubdaunorexka ¢ynkuuii B0 Briaake @opmyasl. [locne menuka 1o
CTPEIIOYKE, PACIOJIATAOMICHCS PAOOM C KaXKIOW U3 KaTEropui, pacKpbIBACTCS
CIUCOK (DYHKIIMIA, a MpU HABEJEHUU Kypcopa Ha JH00YI0 U3 HUX, MOSBIAETCS OKHO
C €€ OIUCAHHUEM.
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Al
CP3HAY
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CYMMUPYET aprymMeHTEl.
==z TANEPCCBLS

l@l Jns nonyyeHnA AONOAHWTENLHEIX CBELEHNA HaXMUTE Knasmwy F1.
CYET

MAKC

BBon ¢ynkiuii, kak u Gopmyi, HauMHaeTcs co 3Haka paBeHcTBa. llocrie
uaeT uMAa GyHKUIMHU, B Buje abOpeBuaTypbl U3 O00ibIINX OYKB, YKa3bIBAIOIIEH Ha
ee 3HaueHue. 3aTeM B CKOOKaX YKa3bIBaIOTCA apryMeHTbl (PyHKIMM — JaHHbIC,
UCITOJIB3YIOIIHECS JJIsl TIOJIyYeHUS PE3ybTara.

B kauectBe aprymMeHTa MOJKET BBICTyHaTh KOHKPETHOE  YHCIIO,
CaMOCTOSITEJIbHAs CChUIKA Ha SYEHKY, ILleas Cepusl CChUIOK Ha 3HAYEHUS WIH
SAYEHKH, a TaK ke Juana3oH syeex. [Ipu aToM y ogHuX GyHKIMA apryMeHThl — 3TO
TEKCT WJIH YUCIIa, Y IPYTUX — BPEMSI U 1aThl.

Mmuorue (GyHKIIMH MOTYT MUMETh Cpa3y HECKOJIbKO apryMeHToOB. B Takom
ciaydae, KaXIblii W3 HUX OTHEIACTCA OT CIEAYIOMIEr0 TOYKOW C 3amsaToM.
Hampumep, ¢ynknus =IIPOU3BEJI(7; Al; 6; B2) cuurtaer mnpowu3BeacHUE
YeThIPEX pa3HBIX YMCEJ, YKAa3aHHBIX B CKOOKaX, WU COOTBETCTBEHHO COACPKUT
YyeThlpe apryMeHTa. [Ipu 3ToMm B HameM ciiydae OAHU apryMEHThI yKa3aHbl IBHO, a
IpYrue, IBIAITCA 3HAYECHUSAMU ONPEICICHHBIX SYEEK.

Tak >xe B KadecTBe apryMeHTa MOXXHO HCIOJIb30BaTh JAPYTYyIO (DyHKIHIO,
KOTOpas B OTOM cCllydae Ha3bIBacTCs BJOKeHHOW. Hampumep, QyHkmus
=CYMM(A1:AS5; CP3HAY(B5:B10)) cymmupyet 3Ha4eHUS STYEEK HAXOMSIIUXCS
B auana3zoHe or Al go A5, a Tak xe cpellHee 3HaUCHHE YHCEN, Pa3MEIICHHBIX B
kinetkax B5, B6, B7, B8, B9 u B10.

Y HEKOTOPBIX MPOCTHIX (PYHKIUN apryMEHTOB MOXET HE ObITh BOBCE. Tak, ¢
nomonibio (GyHKIMU =TJIATA() MOXHO NOJYYUTh TEKYIIUE BpEMs U JaTy, HE
UCIIOJIb3Ysl HUKAKUX apTyMEHTOB.

Hanexo He Bce ¢ynkmuu B Ecxel mmeror mpocTtoe ompeaeneHne, Kak
byakius CYMM, ocymiecTBisionas CyMMHUPOBAaHUE BBIOPAHHBIX 3HAYCHHI.
Hekotopble U3 HUX HMMEIOT CIIO)HOE CHHTAKCMYECKOE HANUCaHue, a TaK XKe
TpeOYIOT MHOTO apryMEHTOB, KOTOpPbIE K TOMY K€ JIOJKHBI OBITh MPaBHIIbHBIX
TUOB. YeMm ciiokHee (PyHKLHMs, TEM CIOXKHEE €€ NpaBWIbHOE cocTaBiieHune. U



pa3pabOTYMKU 3TO YWIH, BKIIFOUUB B CBOM 3JIEKTPOHHBIE TAOJIUIBI TOMOLIHUKA IO
COCTaBJICHUIO PYHKUMHI U1l OJb30BaTeneii — Macrep GpyHKUMI.

Jis Toro 4yro Obl HavyaThb BBOAUTH (YHKIMIO ¢ nomoulsio Macrtepa
(pyukumid, menkHuTe Ha 3HA4oK BeraBurh Qynkunuio (fX), pacnosioxeHHbIN

ciaesa or CTpoku hopmy.
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Tak xe KHONKY BCcTaBUTH (PYHKIHMIO BBl HaleTE HAa JIEHTE CBEPXY B
rpynne bubaunoreka ¢ynkunmii Bo Bkiagke @opmyasl. Enie onHuM crnocodbom
BBI30Ba MacTepa QYHKIMIA ABJsieTcs couetanue kiasuin Shift+F3.

[Tocne OTKphITHSA OKHA IOMOIIHUKA, [IEPBOE, YTO BaM MNPUAETCS CHENIaTh —
ATO BBIOpaTh Karteropuio (GyHKUUU. [ 3TOro MOXKHO BOCHOJIB30BAThCS IMOJIEM
NIOMCKA WJIM HUCIAJAKOIIMUM CIIUCKOM.

e o0 T e

MoMCK QYHKLIM:

BEeaWTe KPAaTKOE ONMCEHWE ASHCTEWA, KOTOPOE HYHHO HakTi

BEINONHATE, W HEHMUTE KHOMKY "HalTi®

KaTeropua: | 10 HeQaBHO MCMONEZ0E3BLWLMXCA IEI

BribepuTe dyHKLAD:
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CTAHAOTEKNCH

CYMMECNHW( apanasoH;KpAT epHit;OWana3oH_CyMMHpOBaHuA )
CYMMADYET AYEliKK, 3303HHbIE YKASEHHEIM YCNOBMEM,

m

CnpaBka No 5ToR HyHKLAW [ QK ] [ OTMEHE ]

B cepenune okHa oTpaxkaeTcs nepedeHb GyHKINUNA BRIOPAHHOW KaTeropuu, a
HUKE - KpaTKOE OMUCAHUE BBIICICHHOW KypcopoM (YHKIMHM W CHpaBKa 1O €€
aprymenTam. Kcrtatu Ha3HadueHwe (QYHKIIMM YacTO MOXKHO OINPEACIHUTHh MO €€

Ha3BaHUIO.
CnenaB HeoOXoauMbIM BBIOOp, MmIenkHUTe MO KHomke OK, mocie yero

MOSIBUTCSI OKHO APTYMEHTBI (PYHKIIUH.
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CYMMMDYET AYEIiKI, 330aHHEIE YKA3EHHEIM YCNOBMEM,

AnanasoH_cyMMHPOBAHAA (DaKTHYECKHME AYEAKK ANA CYMMMPOBaHWA, ECNKM AManasoH CyMMUPOBaHWA He
YKasaH, OyayT MNoNb306aThCA AYEAKK, 3a086aEMbIE NEPaMETPOM
'‘AvanasoH.

SHadeHue: 143

Cnpaetka no 370l dyHKLMKM [ Ok ] [ OTHEHA ]

B neBoM BepxHEM yrily OKHa yKa3bIBaeTCsA MMsI BBIOpAHHOW (DYHKITMH, MO
KOTOPBIM HaXOJSTCS TOJIS, CIyXKallle JJii BBOJa HEOOXOIUMBIX apryMEHTOB.
ChopaBa OT HHUX, MOCJI€ 3HaKa paBEHCTBA YKa3bIBAIOTCA TEKYIIME 3HAYCHUS
KOKJ0Oro apryMeHta. B HIbKHEH YacTH OKHa pa3Memliaercs CrpaBOYHas
uH(dopMalus, yKa3blBarollasi Ha3HaYeHUE (PYHKIUM M KaXJIOro apryMeHTa, a Tak
K€ TEKYIIUN pe3yJIbTaT BIUUCICHUS.

Ccbulku Ha siyelikd (WM MX JWara3oH) B MOJS JJi BBOJIAa apryMEHTOB
MOKHO BBOJUTH KaK BPYYHYIO, TaK M MCIOJB3YS MBIIIb, YTO TOpa3io yaoOHeEe.
JI71s1 3TOr0 MPOCTO HIENKANWTE JIEBOM KHOMKOM MO HYKHBIM KJIETKAM Ha OTKPBITOM
JUCTE WM OOBeAUTE HUX HEOOXOAUMBIM nuana3oH. Bce 3HaueHuss Oyayt
aBTOMAaTHYECKU MOJICTABJIEHBI B TEKYIIIEE MOJIE BBOJIA.

Ecnu nuanoroBoe okHO AprymMeHThl (PYHKIIUU MEIIAeT BBOAY HEOOXOAMMBIX
JAHHBIX, TIEPEKpbIBasi cOO0W pabOUYUil JHUCT, €r0 MOXHO Ha BPEMS YMEHBIIUTH,
Ha)kaB Ha KHOIIKY B IIPaBOIl YaCcTH MOJII BBOJA apTyMEHTOB. _

[

[ToBTOpHOE Ha)kaTUE Ha HEE K€ MPUBENET K BOCCTAHOBICHUIO OOBIYHOTO
pa3mepa.

[Tocnie BBOga Bcex HEOOXOUMBIX 3HAYEHUM, OCTACTCS KIMKHYTh 110 KHOTIKE
OK u B BHIOpaHHOU STUEHKE MOSBUTCS PE3yIbTAT BHIUMUCICHUS.

AprymenThl dyHKLMKM

JnarpaMmebl

JIOBOJIBHO YacTo yucia B TaOnulle, aKe OTCOPTHUPOBAHHBIE JOJKHBIM
o0pa3oM, HE TIO3BOJITIOT COCTaBUThH MOJHYIO KapTHHY 1O HTOTaM BBIYUCIICHHM.
Uro Obl TONYyYHTHh HATJAIHOE TMPEACTaBICHHE pe3ynbratoB, B MS Excel
CYIIECTBYET BO3MOXHOCTbh IMOCTPOCHUS THATPAMM PA3JIUYHBIX THIOB. DTO MOXKET
OBITh KaK OObIYHAsI TUCTOTpaMMa WK rpaduK, Tak U JICIECTKOBAasl, KPyroBas WIH
AK30THUYECKasl My3bIpbKOBas nuarpamma. bonee Toro, B mporpamMme CymecTBYET



BO3MOXKHOCTh CO3/1aBaTh KOMOWHHPOBAHHBIC JHArpaMMbl U3 PA3IUYHBIX THUIIOB,
COXpaHsisl UX B KauecTBe 11a0JIoHa /ISl JadbHEHIIIEro NCOIb30BaHUSI.

Huarpammy B Excel MOXHO pa3MecTUTh JUOO Ha TOM K€ JIUCTE, INIE yKe
HaxXoJUTCS TaOJMUIA, U B TAKOM Cllydae OHA HAa3bIBAETCS «BHEAPEHHOI», TUOO Ha
OTJICJIbHOM JIUCTE, KOTOPBIM CTAHET HA3BIBATHCS «JIUCT AUATPAMMBI.

B kauectBe nmpumepa, monpoOyem NpeACTaBUTh B HAIJISIAHOM BUJIC JTaHHbBIC
€KEMECSIUHBIX PACXOJI0B, YKA3aHHBIX B TaOJIHIIE.

“Acape |Ocspans| Mapr | Ancpns | Maii | Miowe | Cywwa |

Odoxoakel
3apnaara 25000p. 25000p. 25000p. 30000p. 30000p. 30000p. 165000p.
BoHychbl 11 000p. 500p. 9000p. 12300p. 11800p. 10200p. 54 800p.
ExemecAyHble goxogbl 36000p. 25500p. 34000p. 42300p. 41800p. 40200p. 219 300p.
Pacxopgbl
MpogyKTEl NUTaHKUA 18250p. 15720p. 17980p. 16540p. 15230p. 16100p. 99 820p.
KommyHaneHbele naaremm 3 100p. 4 980p. 3130p. 3 250p. 4 830p. 5 180p. 30470p.
Mokynka eewei 6 250p. Op. 4 800p. 1 380p. 6 900p. Op. 19 330p.
ObcnymueaHue aeTomobuna 2500p. 3700p. 1250p. 4620p. 2940p. 5730p. 20 740p.
Beinnata kpeguroe 3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 19 800p.
ExxemecadHble pacxogel 35400p. 27700p. 32460p. 31090p. 33200p. 30310p. 190160p.
BanaHc
HakonneHwa 600p. -1600p. -60p. 11150p. 19750p. 29 640p. 29 640p.

JInst co3maHust g@arpaMMbl Ha OCHOBE TaOJMMYHBIX JAHHBIX CHadaia
BBIZICJIMTE T€ SYEHKH, MH(OPMAIUSA M3 KOTOPBHIX JOJKHA OBITH MpejCTaBlicHa B
rpadpuyeckom Buzie. IIpu 5TOM BHENIHWN BHJ JHArpaMMbl 3aBHCHT OT THIIA
BBIOPAHHBIX JaHHBIX, KOTOPbIE JOJDKHBI HAXOAUTHCS B CTOJIOIAX HIIM CTPOKax.
3aroJIoBKH CTOJIOIOB JTOJKHBI HAXOAUTHCS HaJl 3HAYCHUSAMH, a 3ar0JIOBKU CTPOK —
clicBa OT HHUX. B Hamem ciyd4ae, BbAEIsIEM KIETKH COJEpIKallie Ha3BaHHs
MECSIIIEB, CTATEH PaCcXOI0B MX 3HAYCHHUS.
|HH5apb|meapanb| Mapr |Anepnb| Maii | HioHb Cymma

Adoxoakl
25000p. 25000p. 25000p. 30000p. 30000p. 30000p. 165 000p.
11000p.  500p. 9000p. 12300p. 11800p. 10200p. 54 800p.
36000p. 25500p. 34000p. 42300p. 41800p. 40200p. 219 800p.

Pacxopgpel

MpopgyHTEl NUTaHKWA 99 B20p.

KommyHanbHbIie NAaTeMn 5100p. 4980p. 5130p. 5250p. : .|  30470p.

Moxynka seweis | 6250p.  0p.  4800p.  1380p.  6300p. 19 330p.

Obcnymmneanue aeTomobuna b . 1250p. 4620p. b .| 20740p.
Beinnara KpegwuToe 19 800p.

35400p. 27700p. 32460p. 31090p. 33200p. 30310p. 190160p.

EanaHc

600p. -1600p.  -60p. 11150p. 19750p. 29640p.  29640p.

3atem, Ha JeHTe BO BkJajke BeraBka B rpynne {marpammbl BoiOepuTe
HYXHBIM TUN W BUJ AuarpaMmbl. UTO OBl YBUIETH KPATKOE OMHCAHUE TOTO WIIU
MHOTO TUIA U BUJA AUArpaMM, HEOOXOAUMO 3aJIepkaTh HA HEM yKa3aTellb MbIIIH.
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B mwamem mnpumepe nmaBaiiTe BbIOEpEM OOBEMHYIO IHIIMHIPUYIECCKYIO
TUCTOTPpaMMy C HakoIuleHHeM W HaxmeM kHomky OK, mocne wero Ha pabouem
JIUCTE MOSIBUTCS THArpamMMa.
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Tak xe O6paTI/ITe BHUMAHHUC, HAa ITOABJIICHUC HOHOHHHTGHBHOﬁ 3aKJIaJKHu Ha
nente Pabora C AnarpamMmmMamMu, coacpiKamas CIIc TPpH

Binaaku: Konerpykrop, Maker u ®opmar.
Fld 9 e T e 1 - Microsoft Excel = x|

TnasHas EcraBka PasmeTka cTpaHWLbl DopMybl AaHHble PeleH3MpoBaHue Bng | Koncpyktop | Maket Dopmat ] e o B OER

WsmeHuTe TUN Coxpanwte | CTpoka/cTonBel, Bubpate — [ MepemecTHTE
AWArpaMMel K3k WabnoH AaHHBIE § L s AWarpammy

| - p—_— P E— —

Ha Bknagke KoHCTPYKTOpP MOKHO WM3MEHUTh THUIl JHArpaMMbl, TTOMEHSTH
MECTaMU CTPOKH M CTOJIOIbI, TOOABUTH WM YIAIUTh JaHHBIE, BEIOPATh €€ MaKeT U
CTUJIb, @ TaK K€ MEPEMECTUTh AUArpPaMMy Ha JIPYroM JUCT WU JPYTyI0 BKIAIKY
KHHTU.

Ha Bknagke MakeT pacrojararorcss KOMaHJIbI, ITO3BOJISIONINE J00aBIATH
WIM YAQISATh Pa3M4yHbIE AJIEMEHThl JuarpaMMbl, KOTOPbIE MOHO JIETKO
(dbopmaTupoBaTh C TOMOIIBIO 3aKiIaaku Dopmar.

Bxrnanka Pabora ¢ nmarpaMmmamm MosBiIsSie€TCS aBTOMATUYECKU BCSIKHUM pas,
KOT/Ia BBl BBIJEISIETe JUarpaMMy M UCYE3ae€T, KOIjJa MPOUCXOIUT paboTa ¢
OPYTUMU DJIEMEHTAMHU IOKYMEHTA.

dopmaTHUpOBaHUE U U3MEHECHUE JUarpaMm

[Ipy nepBUYHOM CO3[aHUM AUATPAMMBI 3apAHEE OUYECHBb TPYAHO OIPEIEIINTD,
KaKo ee THUM MpeACTaBUT Hanbosee HarlIsgHO BHIOpAaHHBIC TaOJIMYHBIC JTaHHBIE.
Tem Oonee, BIOTHE BEPOSATHO, YTO PACIOIOKEHHUE HOBOW MUArpaMMbl Ha JIHCTE
OKa)XKETCsI COBCEM HE TaM, TJI€ BaM XOTEJIOCh Obl, J1a U €€ pa3Mephbl Bac MOTYT HE
ycTpauBath. Ho 3T0 He Oena — mepBOHAYaAJIbHBIN TUMN U BUJ AHArpaMMbl MOXKHO
JETKO WM3MEHUTh, TaK K€ €€ MOXXHO NEPEeMECTHTh B JOOYI0 TOUYKYy paboueit
00JIaCTH JIMCTa WM CKOPPEKTUPOBATH TOPU3OHTAIBHBIC U BEPTHUKAILHBIC Pa3MEPHI.

Uro ObICTPO HW3MEHHUTh THUI JuarpamMmbl Ha Bkiajake KoHcTpykTop B
rpynne Tum, pa3Memaromencs clieBa, MEIKHUTE KHOnKy U3MeHuTh THI
auarpamMmbl. B OTKpbIBIIIEMCSI OKHE CJ€Ba BBIOEPUTE CHayajaa MOJAXOJSIIUN THUII
adarpaMmbl, 3atem ee mnoatun W Haxmute KHomky OK. Jluarpamma Oynmer
aBToMaTthuecku nepectpoeHa. CrapaiiTech moAOWpaTh TaKOW THUIl JUarpaMMBbl,
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KOTOpbI HauOojiee TOYHO M HArJIAJHO OylneT JAEMOHCTPUPOBATH LEb BallIUX
BBIYHCIICHUH.

Ecnu nanneple Ha pguarpamme oOTOOpaXkaloTcsi HE JIOJDKHBIM  00pa3oM,
nonpoOylTe MOMEHSITh MECTaMU OTOOpaXKEHUS CTPOK M CTOJOIOB, HaXXaB Ha
KHOIIKY, CTpoka/cTonden B rpynne /lannbie Ha Bkiaake KoncTpykrop.

[lono6paB HYXXHBIH THUIl JUArpaMMbl, MOXXHO MOpabOTaTh Ha €€ BUAOM,
NPUMEHUB K HEW BCTPOCHHBIE B NpOrpaMMmy MakeTbl M ctuiu. Excel, 3a cuer
BCTPOCHHBIX PEUICHUM, MPEJOCTABISET IMOJIb30BATENSAM HIMPOKUE BO3MOKHOCTU
BbIOOpA B3aMMHOT'O PACIIOJIOAKEHUS SJIEMEHTOB JIUarpaMM, UX OTOOPAKEHHUS, a TaK
e I[BETOBOr0 oopMieHus. BbIOOp HYKHOTO MakeTa M CTUJISL OCYILECTBIIAECTCS Ha
BKiIagke KOHCTpYKTOp B Tpynmax ¢  TOBOpSIIMMHU  Ha3BaHUsIMU MakeTsbl
auarpamMm v Ctwim  auarpamm. llpu »53ToM B KaxaoW M3 HUX €CTh
KHOMKA /lono/iHUTe IbHBIE NAapaMeTpbl, pPAacKpbIBAIOIIAasl TMOJHBIA  CIUCOK

MpEeIaracMbIX PEIUICHUM.
Brogwer 1 - Microsoft Excm PaboTa C AWarpammann b

Y] Dopmynel AaHHBIE PeUEHIMpOBAHWE Bug KoHcTpykTOp Maket DbopmarT &y
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MakeTrl gnarpamm \ CTHAKW AHArpamMm
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| [ ONONHWUTENbLHBIE MapaMeTpbl T,(

C D E M3meHEHME OBLWErD CTUAA OGP OPMAEHKA ‘I ] K
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AWErpamMmel.

®eepans| Mapr | Anep

N Bce xe He BCE€raa CO3aHHasA HIIN OT(l)OpM&THpOBaHHaSI AuarpamMma ¢
IIOMOIIBIKO BCTPOCHHBIX MAKCTOB U CTUJICH YAOBJICTBOPACT M0Jb30BaTeJICH
OCJIIMKOM M ITOJHOCTBIO. CnaumkoM OOJIBIION pasMep IIIpI/I(l)TOB, O4Y€Hb MHOI'O
MECTa 3aHUMACT JICTCHAA, HC B TOM MCCTC HaAXOOATCA IOAIMNMCHU AJAaHHBIX HJIN CaMa
AuarpamMma CJIMIIKOM MaJICHbKasd. CJIOBOM, HCT IIpcaciia COBCPIICHCTBY, U B EXCGI,
BCC, YTO BaM HC HPABUTCA, MOXKXHO HUCIIPABUTL CAMOCTOATCIILHO Ha CBOM «BKYC» U
«IBET». I[CJ'IO B TOM, UTO JuarpaMma COCTOHUT M3 HCCKOJIbKHMX OCHOBHBIX 6J'IOKOB,

KOTOPEIE BbI MOKETE (POPMATUPOBATH.
Oobnacrs ROCTDOEHMA ObRacTL ANrparrL
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(3navenuii) SR ceTrm / PR AIHHLIX
;
L 7 flerenga
40 000p.| Fi e
35 D00p.| M BeINnaTa KpeaUTOR
30 000p.|
25 000p.| -+ - B OBcnysueaHue
11, aEToMOBMAA
20000p.| { }
| Mokynka sewen
15 000p.| -f
10 000p.| B HoMMyHansHBIE NMASTERKN
s o00p.|
op.| + ol B MNpoayKTel NMTEHKWA
A S o
. O S B
F F o & N F
& = ¥

FOPHEONTANLHER OCh (KaTeropiii)



Oonacmp Ouazpammepl — OCHOBHOE OKHO, TJI€ pPa3MELIAIOTC BCE
OCTaJIbHBIE KOMIIOHEHTHI AuarpaMmbl. HaBeast Kypcop MBIIIM Ha 3Ty 00JacTh
(MOSABIISIETCS. YEPHOE MEPEKPECThE), U 3aKaB JIEBYIO KHOMKY MBIIIN, MOXKHO
nepeTanuTh auarpaMmMy B JIIOOyI0 4YacTh JHcTa. Eclu ke BBl XOTUTE
U3MEHUTh pa3Mep JuarpamMMbl, TO HABEIWUTE Kypcop MBIIIU Ha JII0OOW W3
YIJIOB WJIM CEPEIMHY CTOPOHBI €€ PaMKH, U KOTrJa yKa3zaTeslb MPpUMeT GopMy
JBYXCTOPOHHEU CTPEJIOYKH, MOTHUTE €T0 B HYKHOM HaIlpaBJICHUH.

Obnacmes  nocmpoenus  ouazpammvl —  BKIIOYAaeT B ce0s
BEPTUKAIBHYIO U TOPU3OHTAIBHYIO OCH, S/l JAHHBIX, a TaK K€ OCHOBHBIC U
JOTIOJTHUTEIIbHBIC IMHUU CETKHU (CTEHBI).

Pao oOannpix — naHHble, TpPEACTaBICHHbIE B TIpa@UUecKOM BUE
(tnarpamma, ructorpamma, rpauk u T.7.). MOryT UMETh MOJNKUCH JTaHHBIX,
oTo0Opaxkarolue TOYHble IM(pPOBBIE TMOKa3aTeld CTPOK WIH PSJIOB
JUarpamMMel.

Ocv 3Hauenuit u o0cCb Kame2opuil — 4YUCJIOBBIE TapamMeTPBhL,
paclONOKEHHBIE  BIOJb BEPTUKAIBHOM W  TOPU3OHTAIBHOW  JIMHHM,
OPUCHTHPYSACh Ha KOTOPbIE MOXKHO OILICHUTh JaHHBbIE auarpammbl. Moryt
UMETb COOCTBEHHBIC MOJIIMUCH JICTICHUI U 3ar0JIOBKHU.

Jlunuu cemku — HarjaSAHO TPEACTABIAIOT 3HAYEHHUS OCe U
pa3MeniarTcs Ha OOKOBBIX MAHEIISIX, Ha3bIBAEMbBIX CTEHAMMU.

Jlezenoa — pacimpoBka 3HAUCHUH PSATOB UITH CTPOK.

Jlrobomy  momp3zoBarento  Excel — mpemocrtaBisieTcsi  BO3MOXKHOCTH
CaMOCTOSITEJIbHO U3MEHSTh CTHIIM U XYJ0KECTBEHHOE NIPEACTABIECHNE KAXKIOTO U3
BBIIIETIEPEYHCIICHHBIX KOMIIOHEHTOB AuarpaMMbl. K Bammm yciayram BeIOOp 1BETa
3aJIMBKH, CTHJIA TPaHUI, TOJNIIMHBI TUHUHN, HATOKEHUE 00beMa, TeHEW, CBEUECHUS U
CTJIAKMBAHUS Ha BBIOpaHHBIE OOBEKTHL.. B 11000H MOMEHT, MOXXHO H3MEHUTH
oOmuii pasmMep JAuarpaMMmbl, YBEIHYUTH/yMEHBIIUTH JIOOYI0 ee 00JacTh,
HAMpUMeEp, YBEIUYUTh CaMy JAHarpaMMy W YMEHBIIUTH JIET€HIy, WIH BOOOIIe
OTMEHHUTH O0TOOpaK€HNE HEHY>KHBIX 3JIEMEHTOB. MOXHO M3MEHUTH YTrOJ HAKJIOHA
JMarpamMMBbl, TIOBEPHYThH €e, clieslaTh 00beMHON WK I1ockoi. OgHuUM citoBoM, MS
Excel comepuT  HMHCTPpYMEHTHI, TO3BOJSIIONIME  TMPUIATH  JUArPaMMe
COOCTBEHHOPYYHO Hanbosee yA0OHBIH 11 BOCIPHUITHS 00pas.

I.[J-IH N3MCHCHUA KOMIIOHCHTOB AruarpaMMbl BOCHOHBBYﬁTeCB
BKJIaJIKOH MaKeT, pacroyo;KeHHOM Ha JIEHTE B 00JIacTH PaﬁoTa c zmarpaMMaMI/I
|:“‘1.‘L';lv o B2 rogpwer_1 - Microsoft Exc MAT DAV |

[nagHaa EcTaeka PazmeTka cTpaHuuEl DopMynkl [aHHEIe PeueHznpoBaHue Eng KoHcTpykTop r.lav.eT Dopmart (A @ (=TT

O6nacTe guarpammel - T = 5| NereHaa ~ A0l CreHka guarpammel ~ = o
Avare 7y | nerena i | (i — e A =

%mopnaT EblgeNeHHOro [2&] Moanmon gaHHbX (] CcHoBaHMeE guarpammel .
- Bcraeka  Hassanme HassaHus Oon CeTea ~ AHanus CEOWCTEE
£ BOCCTaHOBMTE CTHAE - AWErpaMMel ™ oCeli T [1%] Tabamua gaHHBN ~ - - )} MoBOpOT 06BEMHOK DUrypel < =

Tekywuil pparmeHT Mognueon Cen PoH

31ech Bbl HaWIeTe KOMaHIbl C Ha3BaHUSMU BCEX YacTeW AuarpaMmbl, a
IMIEJTKHYB 1O  COOTBETCTBYIOIIMM  KHOMKAaM, MOXHO TIEpeMTH K  HX
dbopmarupoBanuro. Ecteh u npyrme, Oosee MpOCThIe CHOCOOBI H3MEHECHHS
KOMITOHEHTOB AuarpaMm. Hampumep, 10CTaTOYHO MPOCTO HABECTH KYPCOP MBIIIH
Ha HY>XHBIH OOBEKT, M MICJIKHYTh 110 HEMY JIBa pa3a, MocJe Yero cpa3y OTKPOETCs
OKHO (OopMaTHUPOBAaHHUS BBIOPAHHOTO dJeMeHTa. Tak e BBl MOXKETe
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BOCIIOJIB30BATHCA KOMAaHAAMU KOHTEKCTHOI'O MEHIO, KOTOPOE BBI3BIBACTCS KIUKOM
IIPAaBOM KHOIKU MBIIIY IO HY’)KHOMY KOMIIOHEHTY.

Camoe Bpemsi mpeoOpa3oBaTh BHEIIHWI BUJ HAIIEW TECTOBON JHArpaMMBbl,
BOCIIOJI30BABUIMCH Pa3HbIMU criocobamu. CHayana HECKOJIBKO YBETUYUM pa3Mep
auarpamMMmbl. J[asi 3TOrO yCTaHOBUTE KypCOp MBIIIA B JIIOOOH yroia o6yiacTu
AUarpaMMbl M II0CJIE M3MEHEHMS €ro BUJAa Ha JIBYXCTOPOHHIOIO CTPEIOYKY
MOTAIUTE YKA3aTellb B HY’KHOM HalpaBJIeHUH (HAMIPaBICHUSX).

Ternepb OoTpeakTUpyeM BHELIHUM BUJ PsAAOB HaHHBIX. [llenkHure nBa pasa
JIEBO KHOIMKOW MBILIY IO JH000M [IBETHON HMIMHAPUYECKON 00J1aCTH TUarpaMMbl
(KaXabld psii OTMEYEH CBOMM YHHUKAJIbHBIM I[BETOM), IOCJIE€ YEro OTKPOETCA
OJTHOMMEHHOE OKHO C HACTPOHKAMH.

oo v | -

| NapameTpsl pana MapameTpbl pada
durypa DPoHTANLHBIA 3330p
o p—— Bes zazopa r/} BonswoK 3asop
LieeT rpaHuus 0%
CTHAM MPEHHLL Fokosoit sa30p
TeHe Bes zasopa r/l Bonbwoi asop
CBEYEHME W CrNEKHBaHWE 31%,

DopMaT ofibeMHOR dMrypel

3nmech, cineBa B CTOJNOIE, OTOOpa)kaeTCs CIHMCOK MapaMeTpoB, KOTOpHIE
MOKHO COOCTBEHHOPYYHO HM3MEHATH MJI1 JAaHHOTO KOMIIOHEHTa JuarpaMMbl, a
crpaBa — 00J1acTh PEIAKTUPOBAHUS C TEKYIIMMU 3HAUCHUSIMH.

3nech BbI MOXKETE BBIOpaTh pa3jIMYHbIC IMMapaMeTpbl OTOOPaKEHUS psna,
BKJIIOUas TUTI PUTYPBI, 3a30pbl MEXAY HUMU, 3AJIUBKY 00JIACTH, IBET TPAHUI] U TaK
nanee. [lompoOyiiTe caMOCTOATENHHO B KaXKOM M3 Pa3eiOB MEHATH MapaMeTphl
U YBUJIMTE, KaK 3TO OyJIeT BIUSATh HAa BHEITHUN BUJI JUATPAMMBI.

B utore, B okHe @opMar psijia JaHHBIX MBI YOpanu (poHTaILHBIN 3a30p, a
O6okoBoi caemanu paBHbIM 20%, M00ABWIM TE€Hb CHApPYX U M HEMHOrO0 0O0bema
CBEpXY.

Tenepp 1menkHEM TMpaBOM KHOMKOW MBINIM Ha JIOOOM  I[BETHOM
MAIMHAPUIECKON 00JIacTh M B OTKPBIBIIEMCSI KOHTEKCTHOM MEHIO BBIOEpeM
nyHKT Jlo6aButh moamucu ganHbIX. [locne 3Toro Ha guarpamme MOSABSTCS
eKEeMECSYHbIe 3HAUEHWsS IO BBIOPAHHOW CTaThe pacxomoB. Toxke camoe
MpOAENIANTEe CO BCEMM OCTaBIIMMUCS psaaMu. Kcratu, caMu NOANUCH JTaHHBIX
BITOCJICJICTBHH TOKE€ MOXXHO (popMaTHpOBaTh: M3MEHSTH pasMmep mpudTa, IBET,
€ro HayepTaHHe, MEHATh MECTOPACIOJIOKEHUE 3HAYCHUN U Tak nanee. st 3Toro
TaK JK€ HCIOJIb3YWTE KOHTEKCTHOE MEHIO, KJIMKHYB MPaBOd KHONKOW MBIIIH
HEMOCPEACTBEHHO M0 CAMOMY 3HAYEHUIO, U BbIOEpHUTE KOMaH1y DopMaT moaAnucu
JAHHBIX.



Yaanutb
BoccTaHOBUTE CTUAD
WpuoT...
W3mMeHUTE TN gUarpaMmel...

Bri6paTh gaHHEIE,..

MoBopoT 06BLEMHON HUrypHL...

DopMaT paaa A3HHBIX...

AP dopmaTt nognucei AaHHEIX...
M R e 4

Jlns popmatupoBaHusi oced JaBaiiTe BOCIOJIb3yeMcsl BKIaakoi MakeT Ha
neHTe cBepxy. B rpymnmne OcH menkHUTe MO OJHOMMEHHON KHOMKE, BhIOEpHTE
HY)XKHYI0 OCh, a 3aTeéM NOyHKT JlomoJHuTeIbHbIe NapaMeTpbl OCHOBHOM
TOPM30HTAJILHOW/BEPTHKAJIBLHOMN OCH.

[IpyHIUIT PACTIONIOKEHUST YIPABIISIIOIIMX 3JIEMEHTOB B  OTKPBIBIIEMCS
okHe DdopMAaT OCHM Majo YeM OTIWYAETCS OT MPEABIAYIIMX - TOT XK€ CTOJOeI] C
rapaMeTpaMM CJI€Ba U 30HOM M3MEHSEMbBIX 3HAYEHUM CIpaBa. 371€Ch MbI HE CTaJIU
0c000 HUYETO MEHSTh, JINIIH JOOABUB CBETIIO-CEPhIE TEHH K IMOIIUCAM 3HAUCHUH,
KaK BEpTUKAJIbHOM, TaK U TOPU3OHTAIBHOM OCEU.

Hakonen, maBaiiTe g00aBUM 3arojOoBOK JuarpaMMbl, IIEJIKHYB Ha
Bkiaake Maker B rpynne Iloamuen no kHonke HazBanme auarpammbl. Jlanee
YMEHBIIIUM 00J1aCTh JICTCH/IBI, YBEIUYUM 00JIaCTh IMMOCTPOCHUS U TTOCMOTPHM, UTO

Y Hac MOJIYYHUJIOCH:

ExxemecsuHble pacxoapbl

35000p. T

30000p. T M Boinnata

KpeauTos
m O6cnyxusarue
asTomobuns

25 000p.

M Mokynka sewen
20 000p.

m KommyHanbHbie

15 000p. nnaTexu

M MpoaykTbl

nuTaHuAa
10 000p. +

18 250p.

5000p. +

Op.
AHBapb ®espantd MapTt Anepnb Mai WioHb

Kax Buamre, BcTpoeHHble B Excel wuHCTpymMeHTHI ¢dopMaTUpOBaAHUS
JUarpaMMm JE€UCTBUTENIBHO JAKOT MIHWPOKUE BO3MOYKHOCTH ITOJB30BATEISIM U



BU3YAJIbBHOC IPCACTABIICHHC TaOTUYHBIX JaHHBIX Ha 3TOM PUCYHKC PA3HUTCIbLHO
OTJIIMYACTCA OT IICPBOHAYAJIBHOI'O BaApHWaHTA.

CnapkiaiiHbl WM UH()OKpPUBBIE

3aBepiuas TeMy JUarpaMM B AJIEKTPOHHBIX Ta0JIMIax, JaBaiTe pacCMOTPUM
HOBBII MHCTPYMEHT HAIJISITHOTO MPEICTABIEHUS TaHHBIX, KOTOPBIN CTANl TOCTYNEH
B Ecxel. Cnapkiaiinbl 1 HHQOKPUBBIE — 53TO HEOOJbIIME JUATPAMMBI,
pa3Melamuecs B OJHON s4eiike, KOTOpblE MO3BOJIIOT BU3YaJbHO OTOOpa3UTh
U3MEHEHNE 3HAYEHUN HEMTOCPEACTBEHHO PSAJIOM C JAHHBIMU.

Takum oOpa3om, 3aHMMasi COBCEM HEMHOTO MeCTa, CMapKJIalHbl MPU3BAHbI
IPOJIEMOHCTPUPOBATh  TEHJACHIMIO W3MEHEHMS JAaHHbIX B  KOMIIAKTHOM
rpaduueckom Buae. MHPOKpUBBIE peKOMEHIYETCS pa3MelllaTh B COCEHEN siueiike
C UCITIOJIb3YEMBIMU €€ TaHHBIMH.

JIns mpuMEepHBIX OCTPOCHUM CHAPKIANHOB JAaBAUTE BOCIIOIb3YEMCs HaIllEeH
y)K€ TOTOBOW TaONHUIIEH eKEeMECSYHBIX JIOXOJIOB M pacxojoB. Hamel 3amadeit
Oyner mocTpouTh WHGOKPUBBIE, TMOKA3bIBAIOIINE €XKEMECAYHbIe TEeHACHIIUH
M3MEHEHHMsI IOXOHBIX U PACXOJIHBIX CTaTel Oro/IKeTa.

Kak yxe roBopwioch BbIIIE, HAIIM MAaJEHbKUE IHArpaMMbl JOJIKHBI
HaXOIUTBCS PpAIOM C SYEHMKaMH [JaHHBIX, KOTOpbIE YYYBCTBYIOT B UX
¢opmupoBaHuu. OTO 3HAYMUT, 4YTO HAM HEOOXOJUMO BCTAaBUTh B TaOIMILY
JIOTIOJIHUTENIBHBIN CTONMOel i1 MX pacHoJIOKEHUs cpa3dy Iocjie JaHHBIX II0
IIOCJIEIHEMY MECSLLY.

CTinK Ausiieia PeaakTHMnnEAHIAAS

Calibri - 12 - A" A7 B2 - 95 g
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2940p. 5 730p. fr‘ DOpMAET FUEEK...
3 300p. 3 300p. LWupuHa cTonéua...
33200p. 30 310p. CKpbiTs
Tenepb BeIOEpEM HYKHYIO MYCTYIO SYE€MKY BO BHOBBH CO3JJaHHOM CTOJIOIIE,
HanpuMep HS. anee Ha JICHTE BO BKiagke BeraBka B
rpynine CnapkjaiHbl BoiOepeTe MOXO TSI THIL

kpuBoli: I'pa¢uk, I'mcrorpamma mwnu Beiurpsim/Ilpourpseim.



BrIGEDMTE HY¥HBIE AaHHBIE

[WanasoH AaHHex: | B5:G5| R
BeiGEpMTE MECTD ANA PA3MELLEHWA NIAPKNANHOE

[OWanazoH pacnonoxeHKa: | SHSS E'}:

ITociie aToro orkpoercss okHO Co3laHHe CHAPK/IAWHOB, B KOTOPOM BaM
OyZneT HeoOXOJMMO BBECTH [MANa30H SYE€EK C JaHHBIMHU, Ha OCHOBE KOTOPBIX
Oyzaer coznaH cnapkiaiiH. Cnenats 3TO MOXKHO JIM00 HareudaTaB JUara3oH siueeK
BPYUYHYIO, JMOO BBIJEIMB €ro C MOMOIIbIO MBIIIM IpsiMo B Tabmuue. B ciyuae
HEOOXOAMMOCTH MOXKHO TaK € yKa3aTb MECTO AJI pa3MEIICHMs CIapKIaiHOB.
Hocne naxxatist KHonku OK B BBIIENCHHOM SMEHKU HOSBUTCS HHPOKPHBASL.

l A B c D E F G H I
1 —mm
2 Hdoxopgkl
3 25000p. 25000p. 25000p. 30000p. 30000p. 30000p. 165 000p.
LM BEoHycbl 11 000p. 500p. 9000p. 12300p. 11800p. 10200p. 54 800p.
Ll ExxenmecadHblie goxogbl 36000p. 25500p. 34000p. 42300p. 41800p. 40 ZODp. 219 800p.

B sToM mpumepe, Bbl MOKETe BU3yalIbHO HAOJ0IaTh TUHAMUKY W3MEHEHUS
o0lMX JI0XOJOB 3a MOJYrojiue, KOTOPYI MBI OTOOpaswin B Buae TIpaduka.
Kcratu, 4ro OBl MOCTPOUTH CHAPKIANHBI B OCTAaBIIMXCA SAYEHKaX CTPOK
«3apruiatay U «bOHYCB», HET HUKAaKOW HEOOXOIUMOCTH TMpOJIETbIBaTh BCE
BBIIICONUCAHHBIE IEUCTBUSA 3aHOBO. J[OCTaTOYHO BCIIOMHUTBH M BOCHOJIb30BaThCA
y>K€ M3BECTHON HaM (PYHKITMEH aBTO3aIOIHCHHS.

F G H I F G H I
|mm L Maii

30000p. 30 000p. 165000p. | 30000p. 30000p.| —~ | 165000p.
11800p. 10 200p. 54800p.  11800p. 10200p. “~" | 54800p.
41800p. 40200p. -~ i 219800p. 41800p. 40200p.| ~~" | 219800p.

[lonBenuTe Kypcop MBIIIM K IIPABOMY HI)KHEMY YIIIy SYEHKU C Y¥KE
IIOCTPOEHHBIM CHApPKJIAHOM M IIOCJI€ TIOSBJIEHUS UYEPHOrO MEPEKPECThA,
MepeTanuTe ero K BepxueMy kparo kinetku H3. OTnycTuB J€ByI0 KHOMIKY MBIIIIH,
HACJIAXKIANTECh MOJIYYEHHBIM PE3YJIbTATOM.

Teneppr mompoOyHTEe CcaMOCTOSTEIBHO JOCTPOWTHh CHAPKIAWHBI 10
pacXodHBIM CTAaThsIM, TOJBKO B BHJIE TUCTOTpamMM, a Jjisi obOmiero OanaHca, Kak
HEJb3s KCTATH MOJOUIET TUT BRIUTPHIII/TIPOUTPHIIIL.

Teneps, nocne q00aBiIeHUs ClIAPKIAHOB, Hallla CBOJHAS TaOJauIAa MPUHSIIA
BOT TaKOW MHTEPECHBIN BU:
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 sape [Oespane| Mapr | Ancpne | Maii | ome | | Cynwa

Odoxogbl
25000p. 25000p. 25000p. 30000p. 30000p. 30000p. -~  165000p.
11000p.  500p. 9000p. 12300p. 11800p. 10200p. .~ ~  54300p.
36000p. 25500p. 34000p. 42300p. 41800p. 40200p. ~~ 219800p.
Pacxoghbl
18250p. 15720p. 17980p. 16540p. 15230p. 16100p. H_Na_- 99 320p.
5100p. 4980p. 5130p. 5250p. 4830p. 5180p. m=BMN_N  30470p.
6250p. Op. 4800p. 1380p.  6900p. op.® m_N  19330p.
2500p. 3700p. 1250p. A4620p. 2940p. 5730p. —m_mal  20740p.
3300p. 3300p. 3300p. 3300p. 3300p. 3300p. NENNENE  19800p.
35400p. 27700p. 32460p. 31090p. 33200p. 30310p. H_maBa  190160p.
BanaHc
HakonneHusa 600p. -1600p. -60p. 11130p. 19750p. 29640p. IIII II 29 640p.

Taxkum oOpazom, OpocuB O€ryiblid B3IJIsA HA TaOJUIly U HE BUUTHIBASCH B
YuCia, MOXHO YBUJETh JTUHAMHUKY MOJYYEHHUS JOXOJO0B, NMUKOBBIE PACXOAbI IO
MecsIaM, MECSIIbI, TJIe 0amaHc ObUT OTPUIIATEIBLHBIM, a IJI€ MOJ0KUTEIBHBIM U TaK
nanee. Corjacurech, BO MHOTHX CIIy4asiX 3TO MOKET OBITh MOJIE3HO.

Tak e, Kak M JAuarpaMMbl, CHApPKJIAHBI MOXKHO pPEAaKTHUPOBaTh U
HACTpauBaTh WX BHEIIHHWM BuJ. [Ipu miemyke MbIIbIO MO suelike ¢ HHGOKPUBOM,
Ha JICHTE MOSBIIAETCS HOBas BKJajika Padora co cnapkiaiiHaMu.

@l H e _Iﬂmemﬁcrosoﬂ EI(C_ Paborta co ,'_';.'- GETE ‘.l-:-|-|§|-|i2§
naeHan Bcraeka PazmeTka cTpaHWLE DopmMynel [JaHHele PeLleHIMpOEaHWE Bwna FDF KoHcTpykTOop I () e = e B
2 .|‘/\__/\ .FE 'W MakcumaneHaa Touka D Mepeaa Touka Z hd -'Q : : YNNUpoE
—"ﬁ T |:| MuHUManeHaa ToqKa |:| MoonegHAn ToYKa I'I||I|-|I'I|I n' %Pasrpynnmposam

MzmennTe | JluHua TMCTorpamma | Bevrp siw/nponrpeiw

(a1
AaHHbIE ™ [ OTpuuaTensHbie Toukm .

>

&2 Oumncute =

CnapknaiiH Twn Mokazate CTHNE IpynnuposaTe

C momompl0 KOMaHJ PAacHOJIOKEHHBIX 3J€Ch MOXKHO M3MEHUTH JIaHHBIE
CHapkjiaiiHa M €ro THUIl, YOPaBISATh IOKAa30M OTOOpaKeHHsS TOYEK JaHHBIX,
U3MEHSITh CTWUJIb W I[BET, YIPABIATh MAacIlITaboM U BUIUMOCTHIO OCEH,
TpyNIUpPOBATh U 33/1aBaTh COOCTBEHHBIE TTapaMeTphbl OpMaTUPOBAHUS.

Hanocnenok, CTOoUT OTMETUTD U €11€ OAUH UHTEPECHBI MOMEHT - B STYCUKY,
COJICPIKAIIyIO CITapKJIaifH, Bl MOXETE BBOJWUTH OOBIYHBIM TEKCT. B 3TOM citydae
nH(MOKpHUBas OyAET UCTIOIB30BATHCA B KauecTBe GoHA.

PacnieuaraiiTe moay4nBIIAICS OTYET.
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3 IlepeyeHb OCHOBHOM H /JONMOJHUTEJbHOM Y4YeOHOH JMTEpaTypbl,

HEe00X0AMMOi1 1VIsl OCBOCHM S AUCHMIIHHBI
3.1 OcHoBHas yyeOHasi quTEpaTypa

1. Mudopmartuka. bazoBeiii kypc [Tekct]: yueOHOoe mocobue / moa pen.
CB. CumoHoBuua. - 2-¢ uzn. - CII6.: ITutep, 2010. - 640 c.: wi. - (YueOHUK s
BY30B). (99 5K3.)

2. Wessaxun, A. C. UndopmanmoHHble TaMOKEHHbIE TeXHOJIOTHH [TekeT] :
yueOHoe mocobue: [t cTyneHToB no crnenuanbHoctd 036401.65 '"TamoxeHHOE
neno"] / A. C. lllesikun, B. B. KoBapaa. - Caukr-Ilerepoypr: Uatepmenus, 2016.
- 200 c.

3. KonokonbuukoBa, A. W. Wnadpopmaruka [DaexkTpoHHBIH pecypcl]:
yuebHoe mocobue / A. W. KonokxonbuuxoBa, E. Ilpoxonenko, JI. Taranos. -
Mockga: Jlupekr-Menua, 2013. - 115 ¢. - Pexxum gocryma: http://biblioclub.ru

3.2 JlonoiHUTEIbHAS JIUTEPATYpa

1. Mansimenko, 0. B. HNHdopmamnumonHble TaMOXEHHBIE TEXHOJIOTHU
[TexkcT]: yuebnuk / Poccuiickas TamokeHHas akajgemus;, DenepanbHas
TaMOXKeHHas ciyx0a. - M.: PO PTA, 2007. - 352 c.

2. bop3sos, . b. Undopmaruka [Tekct] : yueOnoe nocobue / /1. b. bop3os,
N. E. Yepneukas, E. A. Turenko; Kypckuii rocynapCTBEHHBIN TEXHHUYECKUN
yaupepcutet. -Kypck : Kypek['TY, 2007. - 128 c.

3. bopzos, . b. Uadhopmartuka [DneKTpOHHBIN pecypc]: yueOHoe mocobue
/ . b. bop3os, U. E. Uepnenkas, E. A. Turenko; Kypckuii rocymapcTBeHHbIN
TexHuueckuilt yaupepcutet. - Kypck: Kypck[' TV, 2007. - 128 c.

3.3 Jlpyrue y4eOHO-MeTOAUYECKHE MATEPUAJIBI

OtpacneBble HAYYHO-TEXHUYECKHE KYPHAJIbI B OMOIMOTEKE YHUBEPCUTETA:

N3Bectust FOro-3amagHoro rocyaapcTBeHHoro yHuBepcutera. Cepus
VYropaBnenue, BBIYUCIUTENbHAS  TeXHHWKA, UWHPopMaruka. MeauImHCKoe
IPUOOPOCTPOCHHE.

4 TlepeueHb pecypcoB HH(GOPMAIMOHHO-TEJIEKOMMYHUKAINIMOHHON CeTH
«/HTepHeT?», HEOOXOAUMBIX JISI OCBOCHHS TUCIHUIIINHBI
1. Onextponnas 6ubnuoreka FO3I'Y http://www.lib.swsu.ru/

2. Nudopmammonnass  cuctema  «EnmHOEe  OKHO — JOCTyma K
oOpa3oBaTenbHBIM pecypcam» http://window.edu.ru/library
3. DNEKTPOHHO-OMOIMOTEUHAs] cucTeMa «Y HUBEPCUTETCKasi OnOiIroTeka

online» http://www.biblioclub.ru
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