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JlabopaTopHnasi padora Nel

IlepBHYHBbIC HACTPOIKH NMapaMeTPOB MeYATHOr0 JoKymeHTa MS Word

[lenp paboOThI: OBIAAETh HAaBBIKAMU HACTPOMKU MapamMeTpOB CTPAHUIIBI,
mpudrta uw abzama B gokyMeHtax MS Word, HayuuTbcs BCTaBISATH HOMEpa

CTpaHuIl B IOKYMCHT, U3YyYUTb COUYCTAHHC KJIABUII U IOPAYNC KIIAaBHUIIIH B Word.

1. Coznaiite HOBBINM JOoKyMeHT MSWord. BeimonHuTe HacTpoWKy mojein

CTpaHHUIlpl nepenas Bo Bkiaaky Pasmerka crpanuubi— Ilonsi— HactpauBaemsblie

10JIs. Y CTAHOBUTE NapaMETPhl CTPAHULIbL:
Bepxnee u HuxkHEE - 2 cM

JleBoe - 3 cm

IIpaBoe — 1,5 cm.

2. Bxutounte pexxum «OToOpa3uTh BCe 3HaKM» BO BKIIaJIKe | 1aBHas.

O3HaKOMBTECH C COACPIKAHUCM ATOM BKJIAJJKH, a4 TaKKC C OKHOM «H_IpI/I(i)T»

WpudT | JonoaHWTenEHO

LpurdT: HauepTaHue: Pazmep:
Times Mew Roman

O BBIYHBI 14
Sitka Text

9
Smudger LET Kypcwe 10
Snap ITC Mony#upHEIR

Square721 BT Nony#upHLIiR Kypoie
Staccato222 BT

W

UgseT Tekcra: Dogueprreanue:

LigeT nog4epKrEaHmna:
(HeT)

I AETO
BugonIMeHEHHE
[ zauepkryTrii

[[] maneie nponucHeie
[] asoiinoe sauepkrBaHue [] Bce nponuecHeie

[ HaacTp oqnwii [ exprirmii

1 nogcrpounuii

Obpazey

Times New Roman

WpudT TrueType, OH MCNOAB3YETCA 404 EEEDAA KAK HA 3KPaH, TAK M Ha NPUHTER,

Mo ymonyaHuo TekcToBkle 3¢ eKThI..

3.

u «A03amy



OTCTYNE M MHTEPEANEl | MOAOXEHWE HA CTPAHMLE

OBwme
Bupasrmsanwe: [T

YpoBeHe: OCHOBHOM TEKCT v CEEPHYTEI N0 YMOAYEHHID

OTeryn
Cnesa: 2,14 tm nepean cTpoka:
Cnpaea: Om [HeT)

[] 3epkansHeie oTcrynsl

WHTepean

Mepes: ont = MENAYCTPOUHBIA: IHAYUEHME:
=

-

Mocne: onT = MHoxKTENE 1,15 =

He 40BaEnATE MHTEPEAN Mexay aB3auamn O4HOMO CTHAR

Oepazey

Taeynauma... Mo yMonYaH

4. O3HaKOMBTECh C COUECTAHHUEM KJIABHII B Word, IMPUBCACHHLIM B Ta6J'II/III€

1.
Tabmuma 1

INopsiune knaBumm Word
JlenictBue CoueTaHue KIaBHIII
OTKpBITH CTRL+O
CoxpaHuth CTRL+S
3aKpbITh CTRL+W
Bripesatb CTRL+X
Konmuposatb CTRL+C
BcraBka CTRL+V
BriGpaTh Bce CTRL+A
[TomyxxupHbIi CTRL+B
Kypcus CTRL+I




JeiicTBue CoueTanue KIaBuIll

[ToguepkHyThIN CTRL+U

YMenbmuth pazmepa mpudra Ha ogud myHkT | CTRLA|

YBenuunth pazmepa mpudTa Ha oguH myHKT | CTRLA]

BBIpOBHATH TEKCT 11O UEHTPY CTRL+E
BBIpOBHSATH TEKCT IO JIEBOMY KpParo CTRL+L
BBIpOBHATH TEKCT 110 IPAaBOMY Kparo CTRL+R
OTmeHa ESC

OTMEHUTH Onepanuo CTRL+Z
[ToBTOpPUTH ONEpaLIHIO CTRL+Y

5. Orpenure Oyaymuid TUTYIBHBIA JIUCT OT JIUCTA JTAOOPATOPHON PabOTHI
paspsiBoM ctpanuiibl (Ctrl+Enter).

6. Ha BTOpoMm nucTe HamewaTaiiTe cBOM (QamMWIMIO, UM U OTYECTBO.
Ucnonsiyto couetanus knaBuil CTRL+C u CTRLAV caenaiite TeKcT, COCTOAIUN
u3 10 aG3anes.

7. Ybenurechb, 4TO B JIaHHOM TEKCT€ HET OTCTYIIOB JI0 W Mocie ab3ana,
yCTaHOBUTE ab3arubiil orctyn 1,25.

8. K kaxmomy a03aily TekcTa IpUMEHUTE yKa3aHHOe (popMaTHpOBaHUE:

L IepBobiii a63an mpudTt 12 MyHKTOB, | MEXIYCTPOUYHBIM HHTEpBAI,
BBIPABHUBAHHUE I10 IIMPUHE
II. Bropoii ad3an mpudt 14 myHkros, 1,5 MeXIyCTpOUHBIA MHTEpBAI,
BBIPABHUBAHHUE I10 JIEBOMY Kparo, MOAYEPKHYThII
I1I. Tpernii ad3am wpudt 16 MyHKTOB, 2 MEXKAYCTPOUHBIM WHTEpBa,
KYpPCUB, BBIPAaBHUBAaHUE IO IPaBOMY Kpaw, pa3pekKEHHbI HMHTEpPBAT MEXIY

OyKBaMH TEKCTa



IV. YerBeprhiii a63anm mpudt 13 myHkToB, 1,25 MEXITyCTpOUYHBIN
MHTEPBAJI, TOJIYKUPHBIN KYpPCUB, BBIPABHUBAHUE IO IPABOMY KParo, YIIJIOTHEHHBIN
MHTEpBaJI MEX]ly OyKBaMu TEKCTa

V. MarTelii a63an mpudt 15 myHKTOB,1 MEXKTYCTPOUHBIN HHTEpBAI,
BBIPABHUBAHUE T10 MIUPUHE, 3a4EPKHYTHIN
VL lecroit a63an wpudt 14 nmyHKTOB, 1,5 MEXKAYCTPOUHBIN MHTEpBAI
BbIPaBHUBAHUE 10 IIUPUHE,JBOMHOE 3aU€pKUBAHUE
VIIL Cenbmoii a63an mpudrt 14 nyHKTOB, 1,5 MEXIyCTpOUHBIA MHTEPBAT
BBIPABHUBAHHUE 110 IIMPUHE, HAJACTPOUHBIE U NIOJICTPOYHBIE CUMBOJIBI
VIII. Bocbmoii ad3an mpudt 14 nyHKTOB, 1,5 MEXIYyCTPOUHBIM UHTEPBAI
BBIPABHUBAHHUE I10 IIIUPUHE, MAJIbIE TPOMHUCHBIE OYKBBI

IX. HeBsThlii a63an mpudt 14 myHKTOB, 1,5 MEXAYCTPOUHBIN UHTEPBAI

BBIPABHUBAHUE I10 IIUPUHE, U3BMEHUTD LIBET MIpU(Ta
X. HMecarwiii ad3an mpudt 14 nyHkToB, 1,5 MEXITyCTPOUHBIA UHTEPBAI

BbIPABHHUBAHUC 110 IMUPUHC, BBIACIIUTD TCKCT IIBECTOM.

Ha mnepBoii cTpaHuie OTYETa BBINOJIHUTE TUTYJIBHBIA JIUCT, COTJIACHO
[IPUBEACHHOMY HUXE IIPUMEDPY.

Tekct, HameyaTaHHbId KypCHBOM, IMOSICHSET TO, KaKUM JOJIKHO OBITh
dbopMaTupoBaHue TEKCTa Ha TUTYJIbHOM JucTe. [leyaraTs ero He HyXHO.

9. BcraBbTe HOMEpPA CTpAaHUI] B JIEBBIA HWKHHUM YrOJl OTYETA U UCIIONb3YS
BKnaaKy BeraBka— Howmep crpannubl— BHusy crpanunei— Chpasa.

10. Ilepelinure B HMXKHUKA KOJIOHTUTYJ, HaleyaTaiTe B HEM CBOE MM,
ybenurech, yto Bamie uMs aBTOMaTHYECKHM MOBTOPUIIOCH BO BCEX HIKHHUX
KOJIOHTUTYJIaX JIOKYMEHTA.

11. IlocTaBbTe TaJI0UKy HAPOTUB MO «OCOOBIM KOJIOHTUTYII JUIsl TIEPBOU
CTpaHHUIly» BO BKJaake KoHcTpykTop. Y0enurech, 4To HOMEP Ha MEPBOM CTPAHMIIE
HE 0TOOpaKaeTcH.

12. Ilepeling Bo Brianky BecraBka— Homep cTpanuibi— Popmatr HOMEpPOB

CTaHUIl HAYHUTC JOKYMCHT CO CTPAaHUIIbI 5.



DopMaT HOMEPA: 1. 2 3. ..

[ ] BrawoumTe HOMEP CNAEBK

HaYWHAETCA €O CTHARA: |3ar::u1c-Bc|K1

pazgennTenk: |- [aedmc)

MpuMepb: 1-1, 1-A

Hymepawma crpaHuLy

(®) npogonHuTe

PacniegyaraiTe mony4uBIIMICS OTYET.



Muno6puayku Poccun
IOro-3anaaublii rocy1apcTBeHHbIH YHUBEPCUTET
(nonyosrcupusiii, 14 nynkmos. 1 unm, no yenmpy)

Kadenpa
(nonyoscupnsiii, 12 nynkmos. 1 unm, no yenmpy)

Jlabopartopnas padorta Ne
(16 nynxkmoe. 1 unm, no yenmpy)

no aucuuiuinie: «MHpopmaTrka
(16 nynkmos. 1 unm, no nesomy Kpaio)

BeimosHum: CTYJICHT TPYIIIIbI
NBanos U.1.
[Tposepmit: K.T.H., JOUECHT

Konansixnna T.H.
(14 nynkmos. I unm)

Kypeck =20 .
(14 nynkmoes. I unm, no yenmpy)



JlabopaTopHnasi padora Ne2

Co31anue CIUCKOB U aBTOMaTH4YecKoro orasjgenusa MS Word

Ilens pabGoTei: HayuuThcs co3naBath B MSWordmapkupoBaHHbIe,
HYMEPOBAaHHBIC CITUCKH W MHOTOYPOBHEBBIC CITMCKH, CO37aBaTh aBTOMAaTHYECKOE

OIIaBJICHUEC W PACCTABJIATH aBTOMATHYCCKUEC CCBIJIKM HAa NCTOYHHUKH JIMTCPATYPbI

Ber  Moxere ObIcTpo 00aBUTh MapKepbl WM HyMEpaluw K
CYIIECTBYIOMUM CTpokam Tekcta. Kpome Toro, Word MOXeT aBTOMaTHUUYECKH
CO3/1aBaTh CIIUMCKHU II0 MEPE TOr0, Kak Bbl BBOAMUTE TEKCT. [0 ymomuyaHuto, eciu B
Havase a03aia Bbl BBOAUTE 3BE3/104YKY U mpobern, Word co3naer MapKupoBaHHBIN
cnucok. Ecnmu ke BBl HaunmHaeTre BBOj a03ama ¢ Homepa, Word co3maer
HYMEpPOBaHHBIA CINHUCOK. Eciu BBl HE XOTUTE, YTOOBI TEKCT CTaJl CIHCKOM,
HOKMHUTE TOSBIAONIyIOcS KHONKY Ilapamerpsl aBTo3amenbl-M300paxenue
KHOIIKH U BBIOEPUTE JIPYTOil mapaMeTp.

1. OTaenure TUTYJIBHBIM JIMCT OT JIa0OpaTOpHON pabOThl HaKATHEM
kiasuil CTRLA+Enter.

2. B BepxHei yactu BToporo jucra Hanumute «InaBa 1. HazBanue 1». C

HOBOl CTpOKM HAaOEpUTE YEThIpE JIIOOBIX CIIOBA, KaXKJI0€ C HOBOW CTPOKH,

BBIJICIUTE TEKCT W COPTUPYHUTE €ro mno an(aBUTy HCIOIb3YS HKOHKY ,

npeodpasyiiTe TaHHBIA TEKCT B MAPKUPOBAHHBINA CITUCOK MCIIONB3YsI HKOHKY *—

3. B BepxHeli yacTu TpeThero Jicta Hanumute «l ' naBa 2. Ha3panue 2»

BceTaBbTe npocToii HyMepOBaHHbBIN CIIUCOK, UCIOJIb3Ysl UKOHKY ~~ . Co3paiite
CITUCOK U3 4 3JIEMEHTOB, COPTUPYUTE €ro MO an(aBuTy.

4. B BepxHel yacTu 4yeTBepToro jucra Hanumure «l nasa 3. Ha3Banue 3».

g —

Co3znaiiTe MHOTO YPOBHEBBII CIIUCOK, UCTIONB3Yst MKOHKY '~ . [Tox mudpoit oxun
B CIIMCKE HANMIIUTE CIOBO «ImacHbie», HaxxMuTe Enter, MOHNU3bTE yPOBEHD CIIACKA

¢ 2 no 1.1 ucnonw3ys knasuiry Tab. [lepeunciure 4 a00ble TJIaCHBIC TAK, YTOOBI



KaKJ1ast OblJ1a HOBBIM JIEMEHTOM crucka. [ToBeIchTe ameMeHT criucka 1.5 1o 2
Ha)kaThem couetanuil knaBuil Enter. Hanummnre B myHkTe 2 c10Bo « CorjiacHbIEY.
Jlanee nepeuniciute 4 COriacHbIC, TaK, YTOOBI KaXKas ObLia OTJEIbHBIM
3JIEMEHTOM CIIMCKAa BTOPOTO YPOBHSI.

5. 3meHnTe HayanbHOE 3HAUYCHUE CIMCKa ¢ | Ha 3, MIEIKHYB IpaBou
KHOIKOW MbIIIH 110 ugpe 1 B cicke HanpoTuB cioBa «I acHbIe», U3MEHUTE
YPOBEHB 3TOM CTPOKU clucKa ¢ | Ha 2 B pyyHOM pexume. I3MeHnTe B pyqyHOM
PEXKHME BCE OCTAIBHBIC DJIEMEHTHI CIMCKA TaK, YTO OBl CJIOBO «I JTaCHBIE» B CIIUCKE
nmeno Homep 3.1, «Cormacubie» 3.2, rmacHbeie OykBbl HOMepa 3.1, 3.2, 3.3, 3.4;

corjlacHble OyKBBI HOMepa 4.1, 4.2, 4.3, 4.4.

TASMETKA CTPAHMLLBI CCBUTKI PACCHIKA PELIEH3MPOBAHWE B Foxit PDF

=r =35= il T | pasteern asssest; AaB6 AaB6l £ XC AABBB| 4ds6s:

Bee v

4

& & a8 DL
x A-W-.A-

Texymnia cnucok
WpT [F] CTrnn
2 1 RS | i 3 1 12 13 14 15 16~ 17
1.1
11

iaronoeo.. 3aronoeo.. Haseanwe [Mogsaron.. ChnabBoe

2.+B BepxHeH ga( HazeaHHe" 1».-C-HOBOH"

cTpoxy: Habep! BOH' CTPOKH, " BLIIETHTE"
Bubanoteka cnuckos ;«l .
TeKCT H COPTH Ky: . -TmpeoBpazyHre
1) 1 .
JIAHHBIH TEKCT! - a) i SHEY-= T q
3.+B BepxHeH dac ] 111 JasBanune 2» BerasbTe:
TIPOCTOHHyME; | craren Lame | | 13meramon 1 ... Coz1aliTe CIIHCOR"

H3"4"31eMEHTO | » Pasgen .01 | 1.1
4.-Beepxuefigac| - (8)3sromosor | | 1.1.1 3aronosc }.-‘Hazpanme-3».
Cospmafite'MHO | 1.

rnaea 1 zaor

OJHH'B CITHCKE
YPOBEHB CITHCE
TIaCHBIS TaK, ™
SNCMEHT CITHCE 1.1.1.1.

111,

IIYHKTE 2 'CIIOB ) »
Kaskman ObLia( '1 11 . 11111,
5.+I13MeHHTe Ha4d 111111,
mm-no-m{d} & MsmennTs ypoBeHs cnmcka 3
3T0ﬁ-c'[pom-c] OnpegenuTe HOBLIA MHOMOYPOBHEBLIA CMIMCOK. .. 1111111
eoeemoee PESPBIB CTDHALL Onpeaenute HoBBIR CTIAE CMCKA... 11111111,
6. B toM cnyuwae, eciu Benerca KpyrnHas padora (KypcOBOWM IPOEKT,

murioMm, aucceptanus) u PII3 HacuuThIBaeT HECKOJBKO JIECSITKOB Pa3zeiioB U
MOJIpa3/ieiioB, TO Py4yHoe ¢(opMHpOBaHME OIJIABJIEHHSI CTAHOBUTCS BEChbMa
3aTpyJHUTENbHBIM. [[119 co3manusa orjasjienuss B Word cieayer BO BKJIAAKe

"CceblIKH'" B IyCTYIO CTPAHUILY IOKYMEHTa BCTaBUTh ITyCTOE OrJIaBIICHHUE.
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m FnasHaA Brraska PasmeTka cTpaHuubl Coulnkn Pacceinemn PeueH3IMpoBaHne Eng Popmyna Hagcrpoikn
2w doBaeuTe Teker ~ [y BeraswTe koHueEyo cHoCKky 3 ) ¥npaenerue McTouHMKaMK "“j [ Cnucok man cTpaumin
_T? CQBHOEWTE TaBAKULY Ag Cneaywiyan cHoka = = L..é Crune: APAFifth Edition ~
Ornagnerne Bcraente Bcraente Bcra
- CHOCKY CCHnKY ™ ﬂj CAMCOK AMTEPATYpLl ™ HazgaHue L] MepekpecTHan cbinka
BCTpOeHHBbIi ] CCBINKKM W CANCKW MTEPATYPE HassaHna

ABTOCOGMpPAEMOE OrNaBNeHNE 1

Ornasnenue

T 1 1
e S |
Saranonok ¥ 1
AsTocoBupaemoe ornasnenue 1
ABTOMAaTHYECKW COBMPAEMOE OFNABNEHME [C
AsToco6MpaeM  saronosxom quot;OrnaeneHne’), KOTopoe pApasmen
BKNIYAET BECh TEKCT, 0 OPMAEHHBIA =
- SE azmea H
O cTUAAMK “3aronosok 1-3 Apasa ( - )
Jarononok | I Opa3mena
Sarvsmon S |
Jarononok 3 1
apasnena
PyuHoe Ornasnexnme apasaen
(BCTaB )
Ornannenne
Bretnre nassanse riass (yposens 1) 1 Mpaszena
PRSI ORI TRERE (YPOBEIE B e D
e ipme HVRIERG TR (yponcis ) 3 Ppazmex
Bueapre panmanme rames (pomesmh L)
[BBCHIE HAIKAHHE TIAER (YPOBCHE 2) 5
- papasaena
Z] Orpaenenue...
5 a3men
.-_:.\ ¥aanuTe ornaeneHue Apasa

Ha skpane nosiButcst cooOuieHre 00 OTCYTCTBHM 3JIEMEHTOB OIJIABJICHUS.
DTO0 ecTecTBEHHO, T. K. y Bac erie HeT TekcTa ¢ paszienamu.

Korna Bel HabGepere HYXHBIM TEKCT, pa3MeTUTE TJIaBbl B ITOM TEKCTE,
HY>KHO OyJIET 9TH pa3/iesibl BHECTH B OTJIaBieHuUE. /{15 9TOT0, yCTaHOBUTE KypCop
B TEKCT Ha3BaHUs pas3jena W HaxmuTe KHOnKy '"'Job6aButh Tekcr'". B
BBITIAJIAIONIEM MEHIO BBIOEpETEe HYKHBI YPOBEHb BJIOKCHHOCTH W OOHOBUTE

OCJIMKOM OIJIaBJICHUC B OTBCT HA COOTBCTCTBYIOIICC COO6HI€HI/IG.

W id9-0|= o —
m lnasHas Bcraska PazmeTra cTpanuybl Ceulnkmn Pacce
F
1 I | ;
|=p QoBaswTe TekeT ~ - nl |[i] BCTAEMTE KOHLZEYHD CHOCKY
He BKNOYETE E OFN3ENEHHE AE Cnegywwan cHooKa ™
OrnasneHue hhen
x YpoBeHs 1 =l
{ CHOCKEH
v | ¥poBeHb 2
YpOoBeHE 3

Ecnu Bol Bce caenanu nmpaBuiIbHO, TO CTPAaHUIIA C OTJIABICHHEM OOHOBHUTCS
W B HEW MNOSIBUTCA Ha3BaHME BHECEHHOro Bamu pasznena ¢ COOTBETCTBYIOLIUMM
HOMEPOM CTpaHUIIBl. AHAJOTHYHBIM 00pa3oM CJeAyeT MOCTYyINaTh CO BCEMHU

paznenamu PII3. B urore, y Bac nonyunrcs apromarndecku ¢GpopMupoBaHHOE



OIJIaBJIEHME, KOTOPOE XOPOLIO BBLIPOBHEHO U OT(OPMATHPOBAHO , KOTOpPOE
OyZeT aBTOMaTH4eCKH M3MEHATh HAa3BaHUsl pa3lesioB eciau Bl ux cmeHure B
X0Jle penakThpoBaHusi Bamedl paboTbl M NMOCTABUT COOTBETCTBYIOLIHUE
CTPaHHUIBI, KOTOPOE MO3BOJIIET MTHOBEHHO 00PaTUThCH K HYKHOI Bam riase u
HE JIUCTATh J10 HY>KHOUN CTPaHULIBI POJIMKOM MBIIIIH.

N3menute na3panue ['maBel 2. HazBanwme 2 Ha ciioBo «Camoser», 0OHOBUTE
OTJIaBJICHUE, YJAIUTE Pa3phIBbl CTPAHUI] MEXIY TJIaBaMu, OOHOBUTE OTJIaBJICHHE.

7. Ilocne rnaBel 3 cozpaiite «CHHCOK JUTEpaTypbl», COAECPKALIUN TPH
KHUTH:

1. UBanoB .M. Kuura 1. 10 c.

2. Ilerpos IL.II. Kuaura 2. 20 c.

3. Cunopos C.C. Kuwura 3. 30 c.

ABTOMAaTHYECKH COLIUIUTECH HA MEpPBYIO0 KHUTY B ['1aBe 1, Ha BTOPYIO KHUTY
B ['naBe 2, Ha TpeThio KHUTY B | naBe 3.

Yro0bl coesaTb ABTOMATHYECKYI0 CCBLIKY Ha HMCTOYHMK B Word,
BBINIOJIHSIEM CJIelylollee:

1) mepeBoanM Kypcop B Jt000€ MECTO TEKCTa B MEPBOM IYHKTE CIHCKa
JUTEPATYPHI (HATPUMED, HAa HA3BAHUE)

2) mnepexomuMm Ha JeHTy «BcraBkay, npamee BbIOMpaeM «3akiaaKay.
[TostBUIIOCH OKHO J00aBiE€HMS 3aKIaJKH, B KOTOPOM HEOOXOIMMO BBECTH MM
3aKJIaIKM U HaxaTh KHOMKY «JloOaButh». HanMeHoBaHME 3aKiIaJKU MOKET OBITh
moboe, HO He Oosiee 40 CHUMBOJIOB, HE cojeprallee NpoOEeNIoB M JIPYTrux
CIEICUMBOJIOB (KpoMe 3Haka mnojdepkuBaHusi). HaspiBath 3aknanky ynoOHee
BCEro 1o (pamMuiiiy aBTopa U Nape KIIYEeBbIX CJIOB U3 Ha3BaHUS CTAaThbU, HAIIPUMED
"Hashim IT decision making". Ecnu BBl yBepeHBI, 4TO JaHHOTO aBTOpa Yy Bac

TOJIBKO OAHA CTAaTbs, TO MOKHO OCTaBHUTb TOJIBKO (I)aMHJII/HO.
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MoxHO CO31aThb 3aKJIaAKK Cpa3y Ha BCC HMCTOYHHUKH, d 34TCM HCpCﬁTH K

IMPOCTABJICHHUIO CCHIUJIOK HAa HUX B TCKCTC.

3) B tekcte, B MecTe, II€ HYXHO COCIAThCsl HA BBINIEYKAa3aHHYIO CTaThIO,

BCTaBJIIEM KBaJ[paTHbIE CKOOKH 0e3 rmpolesnia U CTaBUM Kypcop MEXAy HUMHU.

4) Temepb, 4YTOOBI TMOCTAaBUTh ABTOMATHYECKYIO CCBUIKY, HEOOXOIMMO

C/IeNIaTh MEePEKPECTHYIO CChUIKY HA YCTAHOBIICHHYIO 3aKIaIKY.

g sTtoro mepexonuM Ha JeHTy «BcraBka», HaxumaeMm «llepexkpectHas

ccoeuikay. IosBunoch OKHO, B KOTOPOM B CIIMCKC «Tun ccruIKny HYKHO BBI6paTI>

«3a1<nam<a», a B crnucke «BcraButh CCBIJIKY Ha» — BBI6paTI> «HOMCp 216331121».

Bribupaem  ums  co3maHHOMN

3aKJIaJKH

MeperpecTrue ootk

==

|B) rEyTom0E pelere COOTEETCTEYET TOH ANGTEIFMATIASE, ¥ KOTODON Cysea pa

|8) CUeca FROBHA COOTHE TCTENHA SR TDEDORM-ITE REARATS M0 KESOONY ..

|6} CUErem JAnOK ST DTHODHTEND JPFTE NG KENLONY W] KPHTEpAEE (0THOC

| 1. HopaR MOOEME NPOUELES NPOEESEA TEHIED, FOTORAR X04acTos & pasf.
| 2. HopuS METOL ST PATREARNEEA C5HEnD 10KAN B TRHAERE, KOTOD

L | 3 Monywsn nanbhefiers PASSATIE HETO SIS SR, 5 KOTODOR N ND...

| . VCOBSDUSICTEOEEN MET 0 MOy MENTINOEE0 OUEHOH HE DIHOBE [yMMHDD

| 5. ¥OOEEpLISHCTIORSN METIE OTOOPS FUACTHADNE TERLEDS My TEN NOCTPOEHHA H...

| 6. MipRARGHES CTOVTYDS 1 BelOf-ES PEAMHEAIE HSODHILAD--A TAITEHD

| 2. Hashim Fatimah. Information and communicaton technalogy for particpatary ba

Tiam Eoeanss: BT BT SERUY e
Al » | QoBansTy CHODD “Ouau s W e

foramurs | | Omes |

u

MeperpecTrme CihKM

Tiam coeamsa:
Azsnankas
| BETamATE Mk DREEY

P e/t i SO Emn

HaXUMacM

|

BoTgmiTs Creimcy Has
Hosen afaus

|

NofiasTe CAOBD “Buaus i SuidEs

«BcTaBuTh».



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

BHyTpu kBajpaTHbIX CKOOOK TmosiBWiIach Hudpa 1, 9TO COOTBETCTBYET
HOPSAKOBOMY HOMEpPY 3TOW MyOIMKAIlUU B CIIMUCKE JINTEPATYPHI.

Juss TOro, 4ro0bl CCHUIKM B TEKCTe¢ AaBTOMATHYEeCKH OOHOBMJIMCD,
HY’KHO BBINOJHHUTD ABA AeHCTBHSA:

1) BoigenuTh BECh TEKCT, B KOTOPOM CIEAYET MEPEHYMEPOBATH CCBHUIKH.
ByabTe 0CTOPOXHBI € BbIJAEJEHHMEM TeKCTa BO BceM JoKymeHTe (Ctrl+A).
Word pacuieHrBaeT aBTOMAaTHYECKOE OIJIaBJICHHE KaK HabOp CChUIOK, MOITOMY
€CJIM BBIJICIUTh €r0 BMECTE C TEKCTOM, OIIABICHHE OOHOBUTCS TOXKE.

2) Haxatp F9 wim HaxMuTe MPaByIO KHOMKY MBIIIH, BbIOepuTe «OOHOBUTH

moJje»

X% BoipesaTe
g Konuposats

i [MNapametpo BCcTaBKM:
ol i e

g

= Lo LA
[ OBHoewts none

WzmeHuTe none...

Kogbl/3Ha4eHnA nonen
A LWpwdT..

=4 ABzau...

Cchulku B TEKCT€ OOHOBSITCS U MPUOOPETYT 3HAYEHHE, COOTBETCTBYIOIIEE
HaXOXKJICHUIO UCTOYHUKOB B CITUCKE JINTEPATYPHI.

Ecnu BbI yaanuian UCTOYHUKH U3 CIIMCKA, HE TIOJIEHUTECH MOCJIe OOHOBICHHUS
OPOCMOTPETh BEChb JIOKYMEHT eme pa3. 'l[loaBemieHHble" CCBUIKM —Ha
HECYIIECTBYIOIIMA HCTOYHUK CTAaHYT 0003HaueHbl Kak "Ouiubka, 3akiaoxka He
Hatidena". He 3a0y1bTe yJIaauTh UX U3 OCHOBHOTO TEKCTA.

8. B cnucok nauteparypbl 100aBbT€ TMOJ BTOPHIM HOMEPOM KHHTY
Kopenesckuit H.A. HoBast kaura 500 c. Boigenure Bech TEKCT, KJIMKHUTE MPaBOil
KHOIIKOW MBIIIH, BEIOEPUTE B MEHIO TyHKT «OOHOBUTH ToJiey, nanee «OOHOBUTH
MoJIe TEIUKOMY. Y TAIUTE B CIIUCKE JTUTEPATYPhl MIEPBYIO KHUTY M CHOBa OOHOBUTE

ITOJIC.



9. Pacnieuaraiite moay4uBIIAICS OTYET.



JlabopaTopHnasi padora Ne3

Co3nanme u popmatupoBanue tadaun MS Word

Ilens paboThl: HAy4HUTHCS CO37aBaTh W PEJAKTUPOBATH TaONHIBI B

MSWord

Tabnuua npeacTaBisieT CETKy, OOpa30BaHHYIO CTOJOLAMH M CTPOKAMH.
[lepeceuenust cToyiOLIOB U CTPOK OOpa3zyroT siuehku TaOmuiel. Kaxmas suelika
HE3aBUCUMA OT JIPYTUX 3JIEMEHTOB TAaOJUIIBI, JJIT HEE BbI MOXKETE€ yCTAaHOBHTH
TpeOyeMblIit pazmep u Gpopmar.

Slueiiku MOTYT comep)KaTh TEKCT, YUCIa, TpaduyecKkue N300paxeHus Win
dbopmynbl. Ecu BBOAWTCS B SYEHKY TEKCT, MPH JOCTHKEHUU TPABOTO Kpasi OH
OyZeT aBTOMAaTHYECKHd MEPEHOCUTHCS Ha CIEAYIOIIYI0 CTPOKY B COOTBETCTBUU C
UPUHON sueiiku. [Ipy W3MEHEHMHM IIMPHHBI CTOJONA WJIA SYEHKH TEKCT
aBTOMATUYECKU Oy/JeT MEPEHOCUTHCA Ha CIEAYIOUIYI0 CTPOKY (IIpH YMEHBIICHUH
IMIUPUHBI) WM BO3BpAlIaThCsl HAa TPEIABIAYIIYI0 CTPOKY (MpU yBEIUYCHHUH
IITUPUHBI) TaK, 9TOOBI TTOJIHOCTHIO 3aNIOJHUTH STYEHKY HOBOTO pa3Mepa.

Co3nanue Tadaun Tabnuiia MoxxeT ObITh BCTaBJ€HA B IMPOU3BOJILHOE
MECTO JOKyMeHTa. Pa3mep TaOaumpl MOXKET NpPEBBILATH pa3Mep CTPAHMIIBI,
MO3TOMY €€ YacCTh MOKET pa3MeIIaTbcs Ha OJJHOW MM HECKOJIBKUX MOCIIETYIOIINX
cTpaHunax. B TakoM ciyuyae MOXKHO OMpPENesITh 3ar0JOBKH ISl TaOMUIBI TaKHM
oOpazom, 4rto, eciau Tabnuia OyJneT pa3MelleHa Ha HECKOJIbKHX CTpaHMIlaX, B
BEpXHEM YacTH  KaXJOW CTpaHMUIbl 3aroJIOBKM  OyIayT  OTOOpaKkaTbCs
aBTOMAaTHUYECKH.

Jsi co3nanusi TaGJMIBI MOKHO BOCIOJIL30BAThCS KOMAH/I0M BKJIaJKa
BcraBka — manens Ta0auiel — kHonka Taomuna.

B pemakrope Word wnmeercs BO3MOMKHOCTH HAPUCOBATH CJIOMKHYIO
TabauIy ot pyku. [[is 3TOTO IMOCTATOYHO BBHIOpPATh B MEHIO Ta0nwia KOMaHIy

HapUCOBATh TAOJIHUILY.



[Ipexxne yeM TPUCTYNMUTH HEMOCPEACTBEHHO K CO3JAHHIO TAOJIUIIBI, BBI
JIOJKHBI MMETh XOTSI Obl MPUOJM3UTENBHOE MPEACTABICHUE O TOM, CKOJIBKO
CTOJIOLIOB U CTPOK JOJKHA UMETh Tabnuia. Ha aToM sTane He 00s3aT€IbHO TOYHO
yKa3bIBaTh mapameTpsl Ta0uiel. [locne co3manus Bcerma MOKHO 100aBUTh W/HTU
YIQJIUTh CTOJIOLBI U CTPOKHU IO CBOEMY YCMOTPEHHUIO.

BBoa 1aHHBIX U MepeMeleHne Mo TadauIle.

Ecnu B cBOE# paboTe BbI NMpeAnoYnTaeTe NOIb30BAThCS KIABUATYPOU, IS
nepeMeIIeHUsl B CIEIYIONIYI0 SUelKy UCTob3yeTcs kiaBuiia Tab. [[ns nepexona
K npenpiaymen sueiike Haxkmute Shift+Tab. Ecnu kmaBuma Tab Oymer Hakara B
TOT MOMEHT, KOTJia Kypcop pacIlOJIOKEH B ToclieqHed sueiike Tabmuibl, Word
BCTaBUT HOBYIO CTPOKY U NMEPEMECTUT KYpPCOp B €€ NEPBYIO SIUCUKY.

B Tabnuiie mpencTaBieHbl KIABUINW ISl epeMenieHus no tadmure. s
TOr0 4YTOOBI MOKWHYTH TAOJUILy, BBl JOJDKHBI C MOMOIIBIO MBIIIM WM KJIABHIII-
CTPEJIOK IEPEMECTUTD KyPCOp 3a Mpeieibl TaOJIUIIBI.

Kaasuma Haznauenue

Tab Ilepememaercsi Kypcop BIpaBO Ha OJHY siueiiky. Bcrapiiser HOBYIO
CTPOKY, €CIIH KypCOp PACIOJIOKEH B MOCIECIHEH STUCHKE

Shif+Tab [lepemeniaeTcst Kypcop BI€BO Ha OHY SYECHKY

Alt+tHome u Alt+End Ilepemeiiaer Kypcop B MEPBYIO WU TMOCIETHIOIO
SAYEUKY CTPOKH, COOTBETCTBEHHO

Alt+PgUp u Alt+PgDn Ilepemeniaer kypcop B MEPBYIO WIH MOCIEIHION
CTPOKY CTOJIOIAa, COOTBETCTBEHHO

PenakrupoBanue tadaumu. Ha mpakThke AOCTATOYHO YacTO BO3HHUKAET
HEO0OXOMMOCTh U3MEHUThH MapaMeTpbl TAOJIHIIbI, B KOTOPOU COJepKaTCs JaHHBIE.
MS Word npenoctaBisieT B Hallle paclopsiKeHUE MUPOYANIITHE BO3ZMOKHOCTH TI0
PEAAKTUPOBAHUIO TaOJMIl, BKJIIOYAash BCTABKY M YJAJICHHE SUE€EK, CTPOK U
CTOJIOLIOB, TIEPEMEILICHUE U KOMUPOBAHUE SYEEK, U3MEHEHHE BBICOTHI U IIUPHUHBI
sueek 1 MHOToe ipyroe. Komanna: Bxnaaka Pabota ¢ Tabmuniamu — KoHCTpyKTOD
/ Maker.

HepeMeme}me U KOIIHPOBAHUE AYECCK



Hcnonb3oBanne MBI /ISl IepeMeLeHUs] siYeeK, CTPOK U CTOJIOLOB

Jjist Toro 4ToOBI MEPEMECTUTh WM CKONMUPOBATH OJHY WM HECKOJIBKO,
AYEEK, BMECTE, C UX COAEPKUMBIM, BBITIOJIHUTE CIICYIOIINE TEUCTBUSA:

-BriGepute sueliku, CTPOKHM HIM CTOJOIBI, KOTOPBIE BBl IpPEANOJaraere
MIEPEMECTUTH WU CKOITUPOBATH.

-IlepemecTuTh yKa3aTenb MbIIIU B MPeeNiax BIOPAHHBIX SUEEK TaK, YTOOBI
OH NPHHSI BUJ CTPEJIKU, HAIIPABICHHOW ClIpaBa HaJEBO.

-JlanpHeNIIME BalmIM JEUCTBUA 3aBUCAT OT TOrO, XOTUTE JIA BBI
NEPEeMECTUTh WM CKONMHMPOBAaTh BBIJIEICHHbIE 3yieMeHTa. [l TOoro 4toObl
NEPEMECTUTh DJIEMEHTHI TaOJMUIIbI, HAXKMHUTE JIEBYI0O KHOMKY MbImK. Eciu Bam
TpeOyeTcs CKOMUPOBATH AJIEMEHTHI, HaxXMuTe KiaBuiry Ctrl, mocie yero HaxmMuTe
JIEBYK0 KHOIIKY MBbIIIHK. B 3aBHCUMOCTH OT IPOM3BEICHHBIX BAMHU JICCTBUHU B
CTPOKE COCTOSTHUS TOSIBUTCSL COOTBETCTBYIOIIEE COOOILIEHHUE.

-IlepemecTuth Kypcop B S4YEHKY, PACIIOJIOKEHHYIO JIEBEE W BBILIE TOTO
MECTa, B KOTOPOM [IOJKHBI TOSIBUTHCSI TEPEMEIIECHHBIE WM CKOMUPOBAHHBIE
SIYEUKU.

-OTnyCTUTh KHOIIKY MBIIIH.

Ucnoan3oBanne komana Bruaagkm Maker [lpu pabGote ¢ Tabnwuieit
nevcteue komanpa Beipezars, KommpoBare um BceraBute u3 menwo IlpaBka
MOJIHOCTHIO aHAJIOTUYHO padoTe ¢ TeKcToM. C MOMOIIBIO ATUX KOMaH/] BbI MOXKETE
MEPEMECTUTh WJIM CKONUPOBATh SUYEHKU B Mpejaesiax TaOJulbl UM CKOIMUPOBAThH
TabnuIly B Ipyroe Mecto. JlaHHOe CpeCcTBO MO3BOJISET NEPEMEIIATh U KOTUPOBATh
OJIHY WJIM HECKOJIBKO STYEEK UJIU IIEJIMKOM BCIO TAOJIUILY.

N3meHeHue MIMPUHBI CTOJI0LOB

llepemewenue cpanuy aueex u UCNONL308AHUE 20PUZOHMATLHOU TUHEUKU
Jlyiss Toro 4yToObl M3MEHUTH IIUPUHY CTOJIONA C MOMOIIBIO MBIIIH, YCTAHOBUTE
yKa3aTellb MBIIIM Ha MPaBylo paHuIly crosdua. B pe3ynbrare yka3aTenb MpUMET
BHUJ BEPTUKAJIBbHOW JIBOMHOW JMHHUM CO CTPEJIKAMM, HAIIPABICHHBIMH BIIPABO U
BieBo. [lpm »TOoM BHJ yKaszaTenss HE 3aBUCUT OT TOrO, OTOOPAXKAIOTCS WIIU

ClIpsATaHbl JIMHUU CCTKH. Haxxmute KHOIIKY MBIIIHW W ICPEMECTUTC 3TOT MAPKEP



CTOJI0LIa O YCTAaHOBKH TpeOyeMOW HIMPUHBI CTOJIOIBI, MOCIE YEro OTIYCTUTE
KHOIIKY MBIIIIH.

eticmeue Pezynomam

[Tepemenienne rpaHulpl 0€3 HAXKATUS KAKUX-JTHOO JIOMOJHHUTEIHHBIX
kiaBuil - [IlupuHa Bcex crtonOLoB cripaBa OyJeT U3BMEHEHAa B COOTBETCTBUU C UX
IIEpBOHAYAJIbLHOM IIUPUHON

[lepemenienne rpanuibl npu Haxkaroi kmasBumie Shift - M3mensercs
HIMPUHA TOJILKO JIBYX CTOJIOLIOB, pAcHOJOKEHHbIX CJieBa W CIpaBa oOT
IepemMenaeMon rpaHuLbl

[lepemenienne rpanunbsl npu Haxkaroil kmauiie Ctrl - [lupuHa Bcex
CTOJOIIOB cmpaBa OyneT HM3MEHEHAa B COOTBETCTBHMM C HUX I€PBOHAYAIBHOU
WIWPUHOU

[lepemenienne rpanunbl npu  HaxaTteix Shift+Ctrl - [lupuna Bcex
CTOJIOIIOB CIpaBa OCTaeTcsd HEeU3MEHHOH. V3MeHsdeTrcsa IIMpUHA CTOJONA,
PACIIONIOKEHHOr0 CJIeBa OT MEPEMENIAEMOI IPaHULIbl U COOTBETCTBEHHO HIMPHUHA
caMoil TaOJIUIIBLI

[lepemenienne TpaHuibl npu Haxkartod kimaBwimie Alt - OtoOpaxkaercs
pa3Mep HIMPUHBI U3MEHSIEMBIX CTOJIOIIOB B CM.

-BpiOepute cTONOLBI, MIKUPUHY KOTOPBIX BBl MPEIOJIATaeTe H3MEHUTb.
Ecnu BB BBIOEpHUTE CTONONBI HE TTOJHOCTHIO (HApUMEp, OJHY WK 0oJjiee CTPOK)
Word u3MeHUT HIUPUHBI CTOJIOIOB TOJIBKO B YKA3aHHBIX CTPOKAX.

-Bribepute Brnanka Maker — nanens Pazmep siueiiku

-B oxne nuanora CoiicTBa TaOauIlEI NepelauTe Ha BKIaaky “Cronber” u
YCTaHOBUTE HY>KHbIE MapaMeTpbl UJIM HAXKMUTE KHONKY ABTonon0op. U3MeHnenue
BbICOTBI CTPOK

-Bribepute Brinanka Maxker — manens Pa3zmep siueiiku

-B okne nuanora CpoiicTBa TaOiuibl nepeiiaure Ha BKIAAKy “Crpoka” u
YCTAHOBHUTE HY>KHbIE MAPAMETPHI MU HAXKMUTE KHONIKY ABTOMNOI00D.

Onaxok Pazpewums nepenoc cmpoku Ha ciredyowyio cmpanuyy. Ecnu

P YCTAaHOBJIIEHHOM (Quiakke (M0 YMOJIYAaHHMIO) COJIEPKUMOE SUYEHKU He



rmoMeniaercss Ha ogaHou crpanuie, MS Word pa3douBaer CTpOKy M IEPEHOCUT HE
MIOMECTUBIIMNECS JAHHBIE HA CIEAYIOUTYIO CTPAHUILY.

Hacrpoiika nonoxenusi crpok Bxnagka Maker — nanens BelpaBHUBaHME

N3menenne opueHTanuu Tekcra Brxiiagka Maker —  naHens
BripaBHuBaHue — kHonka HarpasiieHue Tekcra.

BcraBka u ynajneHue sideek, CTpPoKk M cr1oj0uoB Ilocne cozmanus
TaOIUIIBI MOKHO MU3MEHUTH €€ CTPYKTYpY, A00aBisAs U YAl sYEUKH, CTPOKH U
ctosioupbl. Konkpernelit Bua onuuii BetaButh u Yaanute w3 MeHwoo Tabnwuia
OTIpeeNsIeTCsl TeM, KaKhe 3JIEMEHTHhI TaONUIbl (SYEHKH, CTPOKH HWIIM CTOJIOIIbI)
OBLITM BRIOpaHBI TIEPET BBI30BOM KOMAaHIbI.

Bknanka Maket — nanenb CTpOKH U CTOJIOLBI

O60bennnenue siueek s 0ObeTWHEHWS HECKOJIBKHX PACIIOIO0KEHHBIX
PAIOM B OHOM CTPOKE STYEEK BBITIOJIHUTE CICAYIOLINUE TCUCTBUS:

-Brei6epute siueiiku, KOTOPbIE Bbl XOTUTE OOBEUHUTD.

-Bknagka Maket — nanenb O0beIMHUTH — KHOTIKa OOBEAMHUTD STYEUKU

Pa3ouenue siueek Pa3zOueHue sueek sBisieTcs oOpaTHOM orepainueit 1o
OTHONIEHUIO K 00benuHeHnto. C ee MOMOIIbI0 MOXHO BOCCTAHOBHUTH HCXOJHOE
COCTOsiHME OOBEeTUHEHHBIX sueek. [Ipu 3TOM pacnpeseneHne TeKcTa MEXKITY
AyerikamMu OyZeT ONpeAeaThCcs HATMYMeEM CUMBOJIOB a03ara. [lepBblit ab3an Oyer
MTOMEIIICH B MEPBYIO SIUCHKY, BTOPOU a03all — BO BTOPYIO SIYEUKY U T.J.

-Br16epuTe 0/IHY WM HECKOJIBKO SYEEK, KOTOPhIE MpeanoaraeTe pa3ouTh.

-Bxianka Maket — nanenb OObeTUHNATH — KHONKA Pa3sOuTh stueiiku

-B none BBosa Yucno cronlioB oToOpakaeTcsi KOJIUYECTBO CTOJOIOB, Ha
kotopeie MS Word mnpemraraer pazouTth Kaxayr Hu3 sueek. B ciydae
HE0OXOMMOCTH U3MEHUTE, YKazaHHOe 3HadeHne u HaxxkmuTe OK

®opmaTupoBanue Tadaun Mcnonvzosanue komanovr Cmuiu mabauy
Komanga Ctunm Tabiuil mo3BOJSIET 3HAYUTEIBLHO COKpPATUTh BpeMs, TpeOyemoe
JUIST  TpuaaHus — Bamied  TaOaWIel  MpodeCCHOHAIBHOTO BHIA, 3a  CYET
WCIIOJB30BaHUs TMPEIONpPEACTICHHBIX CTwie odopmienus Taomuipl. C  ux

MOMOILbIO MOXHO OBICTPO YCTAHOBUTH OOpaMJIEHUE U 3aJIUBKY S4Y€EK, apamMeTpbl



mpudTa 1 11BeToBOe 0POopMIICHHUE, a TAKKE aBTOMATUIECKOE U3MEHEHHE Pa3MEpOB
SYEEK B COOTBETCTBUU C UX COJICPKUMBIM.

-YcTaHoBuTe Kypcop B mpejienax Tabaulibl.

-Bribepute komanny Brimanka Konctpykrop — nanens Ctunu tabmwmim. M3
CIIMCKa IpeaomnpeieeHHbIX hopMaToB BeiOepuTe (hopMar, B HAaMOOJbIIEH CTETICHU
OTBEYAIOIIUM BallTUM TPEOOBAHUSIM.

s dbopMmaTHpoBaHUS COJIEPKUMOTO SYEEK MOXKHO BOCIIOJIb30BATHCS
npueMamMu GopMaTUPOBAHUS OOBIYHOTO TEKCTA.

/lobaBJjieHre paMKH KO Bceil Ta0Jmie Win ee oTAeJbHBIM siueiikam [lo
YMOJIYAHUIO B KauecTBE OOpamIISIIONICH JHMHUM B TaOJMIAX HCIOIb3YETCS
CIUlomiHas ToHkas. Jlyis u3MeHeHuss oOpamiieHHusl TaOJMUIbl  BBITOJHUTE
CHEAYIOLINE AEUCTBUA:

-Beibepute sueliku, KOTOpbI€ BbI XOTHUTE 3aKJIIOYUTh B paMKu (WU
LETTUKOM BCIO TaOJIHUILY).

-BkJiagka Koncrpykrop — manens CTuiim Tabuuil — KHOTKa ['paHuIisi

JobGaBienue 3anojHeHuss K TabOampme OueHb 3(PPexkTHO CcMOTpATCS
TAOJIUIIBI YaCTh SIMEEK KOTOPBIX BBIJEICHA APYTUM LBETOM. {7151 M3MeHeHus 11BeTa
(dhoHa B TUCHKN TAOTUIIBI:

-Brigenure ssueiiku TaOIUIIBL.

-Beibepute xomanmy Bkiaaka Konctpykrop — manens Ctwim Tabmui —
KHOTIKa 3aJIMBKa

Pa3ouenue tab6aun I[lpu pabote ¢ TabnumamMu MOXKET MOTpeOOBATHCS
pa30uTh TaONMIly Ha ABE YacTH Ui TOrO, YTOOBI, HAIPUMEpP, BCTABUTh MEXKIY
HUMH TEKCT WUJIU PUCYHOK.

Jliist pa30oueHust TabIUIbl YCTAHOBUTH yYKAa3aTelb B CTPOKY, MEPENl KOTOPOM
XOTUTE pa3zdouTh Tabnuily. 3aTeM BbiOepuTe KoMaHy Bkiagka Maker — maHenb
O06beauuuTh — KHOMKa Pa3outek Tabnuiy win Haxmure Ctrl+Shift+Enter. Tabnuna
OyneT pa3buTa Ha JIBE YacTH, MKy KOTOPBIMU OyneT BCTaBJICH Mapkep ad3ara
(1), ordpopmarupoBaHHBI HOpManbHbIM cTuieM. Ecau Bam motpebyercs

OTMEHUTH pa3OHUeHHe, yAaIUTe MapKep adb3aua.



[Ipu pabore ¢ TabaumaMud MOXET BO3HHKHYTH CHUTyallus, KOTJa TpH
no0apieHnn MHGOPMAIMKM B SYEHKH, OJHA W3 TPAHUIl TaONUIIbI, Yalle Mpasas,

YXOOUT 3a I'paHUIbI CTPAHUIbI 1 CTAHOBHUTCA HeBHI[HMOﬁ.
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B nannoi#t cutyaruu He0oOX0IUMO MOCTABUTh Kypcop B TAaONMUIYy U MEpEHTH

BO BKJIQJIKy «MakeT» U HalWTh TaM UKOHKY «CBONCTBaY.

DAY I JIABHAH BL IABKA HWSANH PASME KA CIPAHKLBI CLBUIKN PALCBUIEK PELEHSWPLU
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B orpeiBmieMcst okHe HeoOxomumo Hath mone «lllupuna TaGmuib.
Nuorna ona Oynmer otoOpakeHa B CaHTUMETpax, TOT/a 3HAYCHHE HYKHO

YMEHBIIIUTh, @ THOTJIA, KaK B 3TOM Clydae moJjie OyaeT 3aKpbITo.

TaGnuua | CTpoka | CTonBey | Adedka | Jamewwakwii TeKcT

=
+ | EAWHWUB: |CaHTHMMETPHI

OTCTYM CAEE:

% Oem

Cnesa no LeHTpy

JETekaHue

EE

BOKpPYr

[paHWUB U 33NUEKA... MNapameTpyl...

omers

B »sTOoM ciygyae HaM HEOOXOJMMO IIOCTaBUTh TaJOUYKy IIepesl CIOBOM
IUpUHA W YKa3aTh HEOOXOAMMYIO BEIWYMHY HUCXOJS W3 IIHPUHBI CTPAHUIIBI.
[[Iupuna nosist A1 evatu B cTpaHule A4 Mpu yCTaHOBJICHHBIX HAMU MOKa3aTeNsax
16,5 cm. OueBHIHO, €CIM MBI MporuIIeM 16 cMm, To Bcs TabimIa 0ToOpa3uTcs Ha

CTpaHMIIE.
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Bce cTonOrpl TaOaMIBI TEeph HaM BUIHBI, U MBI MOXEM IPOJIOJDKATH
pabory.
Crnenyromasi 4acTo BCTpEYAIONIAsICSl CUTyallds — Ta0JMila HE MOMECTUIIACh

Ha OJIHOM CTpaHMIIE U YacTh €€ mepeluia Ha IPyrou JIUCT.
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B sTtoMm ciiyyae Ha BepHeWl yacThbiO TaOJUIBI, KOTOpas IEpeHecaach Ha
JIpYTyl0 cTpaHuily HeoOxoaumo Hamucath «lIpogomkenue Ttabmuubl 1» wiam
«OkoHuaHue TaOauIBl 1» B 3aBUCKUMOCTU OT TOTO, 3aKOHUMJIACh Ta0IUIA WIK OHA
OyJeT IpOJOJIKATHCS eIl Ha CIEAYIONIYI0 CTPAHUILY.

Ham HEo0X0auMO MOCTaBUTh KypCOp B MEPBYIO CTPOKY TAOIMIILI, KOTOpas
MepeHeciach Ha CICAYIOMUNA JUCT W BO BKJIAJKE MAKET BBIOPATh HKOHKY

«Paznenutp TabauIry».
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MMOABJIICTCA 1IyCTasd CTPOKA, B KOTOPOM MOJKHO HAIIMCAaTb HCOGXOHHMBHI HaM

TCKCT.
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1. Hapucyiite Tabnuily, TmpuYeM Ha3BaHUE TAOJMLBI  CHAEJIalTe

aBromatuieckuM. [Tomecture Kypcop B TaOIUILy U BBIIOJTHUTE KOMaH/Y: BKJIaJIKa

&)

Bcraeute

nenTsl Ccbulku P> naHenb MHCTpyMeHTOB Ha3Banust P> kHomka *==<. Y CTaHOBHUTE
napaMeTpbl: MOAMNHCH — TaONMIA, MOJIOKEHHE — HaJ BbIICJICHHBIM OOBEKTOM.

ConpoBoute TabaUIly 3aroJJOBKOM: ABTOOYCHBIE MAapIIPYTHI.

Tabmuma 1
ABTOOYCHEIE MapIIPYTEL
Ne Hazpanne mapmpyra (myHkT | Bpems Bpems
MapIIpyTa | OTIIPaBJIeHII — KOHEYHBII OTIIpaBJIeHUA TIPUOBITHSA

ITyHKT)




2. [Ipeobpasyiite JaHHYIO TAOIHIy B CICAYIOITYIO

Tabnuna 2
ABTOOYCHBIE MapIIPYTHL
Ne Haspanmne mapmpyTa Bpems Iena
MapmpyTa | (MIyHKT OTHPaBIeHUS — | OTHpaB/IeHHs | IPUOBITHS ounera,
KOHEYHBII ITyHKT) pyo.

Hroro:

3. 3amnonHuTe TAOMUIly: HOMEpa MaplIpPyTOB aBTOMATHYECKUM HYMEPOBAaHHBIM
CIIUCKOM, Ha3BaHUE MapHIpyTOB, B cTosibne «OTHnpaBieHHe» B PyYHOM DPEKHUME
BBenuTe 1udpel oT 1 10 3, BhIAENUTE TEKCT B cTonOIe «HasBanue mapmipyrtay,
ceaiTe COpTUPOBKY MO andaBuTy.

3. PacnedaranTe nmOSyYMBIIMNCS OTYET.



JlabopaTopHasi padora Ne4

Co3nanne u 00padoTka rpadpuyecknx odbexktoB MS Word

[lens paboThl: HayUuTHCS paboTaTh ¢ rpadukoii B MSWord

Hosoiii MS Word BriitoyaeT B ce0si BCTPOCHHBIN rpaduuecKkuil peaakTop,
MO3BOJIAIONIUN 00padaThIBaTh N300PaKEHUS.

1. OtkpoiiTe TekcTOBBIN Mporeccop MS Word.

2. C noMouipto KomaHael: BctaBka— PHCYHKH mOMECTUTE B JOKYMEHT
PUCYHOK.

3. Tlocne BbIACNEHUS PUCYHKA TMOSBISETCS BKJIaJka JIeHTh Pabota ¢

pucyakamu. PaccMoTpuMm TmonpoOHee KOMAaHIBI, PACIOJIOKEHHBIE Ha JTOU

BKJIQJAKE.
L NOo0O 2 3anuska dmrypei - = = R Py
ALLSL0oTE s | (40 | | 2 konryp urypes~ 5 T

. Nonoxenne OBTekaHWe o N —15.24em
QO 3pdpectir purype © e veos Flf OBnacrs segenernn Sk #0924 <

% AU Y s

Bcraska duryp Crann duryp 5 Crvw WordArt Texer Ynopagoenme Paswep

4. C nomoristo koMaH el O0pe3ka 00pexKbTe PUCYHOK.

5. C nomompio koMaHasl Koppekiuss HacTpolTe pe3KOCTh, SPKOCTh U
KOHTPACTHOCTb M300paKCHMUSI.

6. C momo1ip0 KOMaH bl [[BET M3MEHUTE HACBIIIEHHOCTh U OTTEHOK 1IBETA.

7. C momMoIp0 KOMaHAbl XyA0XKeCTBEHHbIE 3(PhEeKThl 100aBbTEe K PUCYHKY
0001 U3 XyI0KECTBEHHBIX 3(DPEKTOB, YTOOBI OH OO0JIBIIE HATOMUHAJ 3CKU3 WU
YKHBOIINCE.

8. Hapucyiite cieayroiiyue puCyHK: CaMOCTOATEIBHO.
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Pucynok 1 — Yopomennas crpykrypHas cxema OBM

Co ' Kommporarme 1 | XpaHeHIe n Iepenaua
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i T |
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Pucynok 2 - CTpyKTypHas cxema KOMIIbIOTEpa



[Iepen TeM Kak HAPUCOBATH KAPTUHKY, CIAEAYET OTKPBITh HA JIEHTE 3aKIAKY
«BcraBka». Ee mpocTo HaWTH, Tak Kak 3aKjiajKa HAXOAUTCA IpaBee KHOIIKU
«l'maBHas». llox 3aknmagkoil oTkpbIBaeTcss MeHW «lMumroctpanum», KOTOPBIM
MO>KHO TIOJTb30BaThCs MPU BCTAaBKE B JOKYMEHT KapTUHOK U3 (aiiioB, OMOINOTEK,
caiita Microsoft u 1. 1. Tem He MeHee, UTOObI PUCOBATh, HY)KHO OTKPBITh BKJIAJIKY
«®urype». [log Heil ckpbIBaeTCs LENbld HAOOP UHCTPYMEHTOB JUIsl PUCYHKA, a B
KOHIIE CIuCKa HaxoauTcss komaHjaa «HoBoe mnosmoTHO». BEIONHUB KOMaHLy,
MOJIy4aeM B JIOKYMEHTE T0JIe IJIs pabOoThl, TJI€ PUCYEM caMble pa3indHbie GUTYDHI,
npeajiaraeMble B KOHTEKCTHOM MEHIO. 371eCh €CTh JUHUU W MIa0JIOHBI pa3InIHOM
KoH(purypanuu. Pazmepsl nmonoTHa 115t H300pa’keHUN Bbl MOXKETE OTPETYIUPOBATh
II0 CBOEMY YCMOTPEHHUIO.

Bocnonp3yiiTech TOTOBBIME 1I1a0JI0OHAMH, KOTOPBIE TIOMOTYT CO3/IaTh CXEMY
B MS Word unu caenars reomeTpuueckuid pucyHoK. UTOObI OHM OKa3aJIUCh Ha
MOJIOTHE, JIOCTaTOYHO KJIMKHYTh MO BBIOPAHHOMY IIA0JIOHY JIEBOM KHOMKOM
MbIIA. BTOpo# pa3 mienuok JieBOW KHOMKOW JeNaeTcs Ha IMoje HW300pakeHHs.
[TonyuuBmieecs n300pakeHUE MOXKHO PEAAaKTUPOBATh, TaK KaK IMOCJIE €ro BCTaBKU
MOSBISIOTCS KoMaHbl «M3menuTs Gurypy», «3amuBka ¢uryps», «KoHTyp» u
«Ipdextn huryp». OTKpHIB IEPBOE U3 TEPEUUCICHHBIX MEHIO, MOXXHO U3MCHHUTH
KOH(UrypalMio pHUCYHKA, MOJIb3YSCh BTOPOM M TpPETbe BKIaAKaMH. MOXKHO
3amath 1BeT (GOHY wH300pakeHuss W ero rpaHunam. [lomMumMo TOrOo, MOMKHO
OTPEAAKTUPOBATh TOJIIMHY KOHTYpa, CHEJIaTh €ro MNpepbIBUCTBIM W T. II.
UeTBepToe MEHIO Mpejyiaraet yKpacuth KapTUHKY sddexkramu. C ero momoiibio
pUCYyEM TEHb, NPHUAAEM N'€OMETPUUYECKOW YaCTH IUIOCKOCTH IMOJYNPO3PAYHOCTh U
JIa)K€ BUJIUMOCTh TPEXMEPHOCTH.

Bribepute B mento komauawel «llomunuHus» u «PucoBanHas kpuas»,
KJIMKAWTe 1O BHIOPAHHOW JIEBOM KHOIKOM MBIIIU U JielaiTe MOBTOPHBIM KIMK Ha
nmonotHe. He oTmyckas KHOIIKHM, JenaiTe HYKHBIM PHUCYHOK. A elle OAHUM
Ha)XaTUEM Ha MBIIIb KapTHHKA (PUKCUpyeTcs Ha mone. Ee, kak u mabioHbl, MOKHO
OTPEJIaKTUPOBATh, 3aJIUBasl PA3TUYHBIMU I[BETaMH, co3/1aBast YQPeKThl U T. . A C

oMol «M3meHnenus Gpurypsn» Bl MOANPABUTE U300pAKEHHUE 11O IEPUMETPY.



9. Crpynnupyite pucyHOK, U3MEHHUTE €TI0 pa3Mmep.

10.B mpormecce paboThl ¢ TaOAMIIAMH M PUCYHKAMH MOKET CIOXKHUTHCA
CUTyalus, Korja u300pakeHue wiM Tabinuia OyayT yaoOHee st
3amojgHeHUusT W KOoM(OpTHEEe I TPOYTCHHS, €CIM OOBEeKT Oyner
PacIooKeH Ha aJIb,OOMHOM, a He Ha KHUYKHOW CTpaHUILy.

PAIMETKA CTPAHMUEI CChIKK PACCEINKM PELEHZMPOBAHKE EWA MathType Foxit PDF Matematika

3 2 1 x 1 2 3 4 5 [ 7 8 9 10 11 12 13 14 15 16: ~ A7

Anaaaaanaaanaanaaaaaanaaaaanaaaaaaaaaaaaaaaaaaaaaaa’l

ddaadaanadnadadaanadandaaaadadaaaaaaadaaaaaanaaaaaaa
dddddaddadndddadddddaddaddddddddaaaaddddadaaaaaaaaaaaa
ddaadaanadnadadaanadandaaaadadaaaaaaadaaaaaanaaaaaaa
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaah

Mega | M| Omy | Top- | App | @awT | Ten | OaTa- | Npo | Npegoc | Tune | Oz | Oata-| Npe |0
n|mMma | M| ecT | pos | ec |wuec | e |ofps | Gne | Taened | ofipa | Ta- | oKko | Meua

/| nwag| An| BoM | AeH | no- | Hoe- OHH | WeH | maH | Hele Wwes | Ha | H4E | HHend
nH| WAH | npo | mect HaH Aowyme | MAH | 48 | HKR-
nuc | o- HTBIH na- | pab
KeH | npom pa |oTH
MBaH Go
wmad TH

=4

L=l =R =R =R =N - A - k-]
A =R = =R =N - A - k-]
- A - - TR A A Ak
- A - - TR A A Ak
A =R = =R =N - A - k-]
- A - - TR A A Ak
- A - - A - A1 L]
A A - R A R - A R
L=l =R =R =R =N - A - k-]
- A - - TR A A Ak
L=l =R =R =R =N - A - k-]
- A - - TR A A Ak
A =R = =R =N - A - k-]
- A - - TR A A Ak
- A - - TR A A Ak
R - -

HeoOxoaumo BblaenuTh TaOMUIly, PHUCYHOK, YacTb TEKCTa WIA HX
COYETaHMsI, KOTOPbIE HEOOXOIMMO PACIOIOKUTh HAa TOPU3OHTAIBHOM CTpaHHUILY.

Ilepeiitn Bo Bknanky «Pa3merka CcTpaHuUbD» U NEPEUTH B KOHTEKCTHOE
MeH «llapamerpsl cTpanuib»y mnonodoHoe MeHwo «llpudt» u «Ab3am» Ha

TJIaBHOM BKJIazKe (JTabopaTopHas padorta Nel).
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[Tpu Tako¥ opHeHTAMK CTPAHUIIBI TAOIHIIA BBITISIUT 3HAYUTEIBHO JIyYIlIe,
ynoOHee €€ peJakTUpoBaTh, a TakkKe yAOOHEe 4YMTaTh, 3alMCaHHYI0 B Heé
uH(dOpMAIHIO.

[TIpu sToM MBI ¢ Bamu ceiiyac CTOJKHYJIHCH C €II€ OJHUM CIy>KEOHBIM

CHMBOJIOM, KOTOpBIﬁ A0 3TOI0 €€ HC BCTPCHUAJIN:
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'"! Pazpuie pazaena (co cnegyowed cTpaxHubl)

Kak u ocranbHble ciy>)keOHbIE CHUMBOJBI OH He OyIeT BUIEH IMpHU
pacnevyaTrblBAHUM JIOKYMEHTBI, @ BUJEH TOJBKO B PEKHUME PEAaKTUPOBAHUS IPHU
BKIIFOUEHHON (pyHKIMH «OTOOpPA3UTh BCE 3HAKI.

UTo e 3TO TaKoe U /I YErO OH HYXKEH.

Pe3ynbTaT mosiBIieHHs pa3pbiBa CTPAHUIBI MOKHO IPOCTO CPABHUTH C TEM,
YTO B OJHOM JIOKYMEHTE MbI MPOCTO MEPEHOCHM KAaKOW-TO TEKCT HAa HOBYIO
CTpaHHUILY, IPU pa3pbIBe pazjieia CUTyalHs HHasi, €€ MOKHO CPAaBHUTH C TEM, UTO B
OJTHOM OKHE MpOrpamMMbl OTOOPaXKAIOTCS J1Ba aOCOJIOTHO Pa3HBIX JOKyMEHTa H
HACTPOUKH TEKCTa B 3TUX IOKYMEHTaX MOTYT KOPEHHBIM 00pa3oM OTJIMYATHCS, KaK
B HAIllEM MNpHUMEpPE, B OJHOM «JOKYMEHTE» CTpPAHUIIbl BEPTUKAIbHBIE, B JPYroM
TOpPU3OHTaIbHBIE. DTO OYEHb MOJIe3Hasi 0COOEHHOCTh W Bbl Oypere mocTaTouyHO

qaCTO C€I0 II0JIb30BAaTbHCH. HaHpHMep, B KprOBOfI pa60Te HCO6X0)II/IMO HE



HYMEPOBATh MEPBbIEC TPU CTPAHULIBI, & HYMEPALUIO Ha4yaTh ¢ YeTBEPTOU. st 3TOTO
HaM HY>KHO OyJIeT BOCIIOJIb30BaThCSA MMEHHO pa3pbiBaMH pas3zienoB. [locTaButh nx
MO>XHO HHM TOJIbKO TOI'/Ia, KOTJa HaM HEOOXOJMMO 4acTh TEKCTa NEPEHECTH Ha
TOPU30HTAIBHYIO CTPAHUILY.

Ecnu Ham HEoOX0MMO HE CTaBUTh HOMEp Ha TPeX CTpaHUIAaX JTOKYMEHTa,
3HAYUT HaM HY>KHO OyJIeT CO3[1aTh JIBa pa3pbiBa pa3/ieoB, A 3TOr0 HEOOXOIUMO
nepeiT Bo BKIAAKY «Pa3MmeTka cTpaHUIbDy U BHIOpATh B BHIMAJAIONIEH BKIIAJIKE

«Pa3zpriBb» «Pa3peiB pazaena» «Co cneayomei cTpaHuibh.

GAIAN TMABHAA BCTABKA [JN3AAH PASMETKA CTPAHMLLBI CChITKIA PACCBINKIA PELLEH3MPOBAHIE B4 MathT

@ D-Q' IE = Paszphigk! * Orctyn WrHTepsan
[3

Paspbisb crpanmn ynt -
Monas Opuentauma Pasmep KonoHkwn > e -
- - - - Crpanmua Jnr .
MapameTpe cTpal BeiBop Toukw, B KOTOPOI 3aKaHUNBAETCA 04HA CTPAHWLE 1 P
o HaYWHAETCA CAEAYHILLEA CTPaHMLA, 5 7 3 9 0 112 T
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YKa3bIBAET, UTO TEKCT, CAEAYHILLWIA 33 PAsPRIBOM KOMOHKM,
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Pasprs pasgena (0o CEmyOWeR oTp semu)).
PazpbiBw pazgenoe

Crepyowman cTpaHuLa

BrTaeka pazpelEa pasaena i Ha4yano HoOBoro pasgena co
CNEQYHOLLER CTPaHMLBL
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.oe::: PASPBIB PASAENA (CO CNEAYIOWEN CTPAHMLBI) oo +=::PA3PLIB pasnena (Co cneayouLed cTpaHuLbl ...

Teneppr HaM HEOOXOAUMO MPOCTO BCTABUTH CTPAHUIIBI B IOKYMEHT JIFOOBIM
ynooueiM  Bam  cmocob6oM. Pesynmbrar  Oyner  NPUBBIYHBIM:  CTPAHHUIIBI
npoHyMepyroTcs 1, 2, 3, HEeNpUBBIYHBIM OYAET TOJIBKO Ha3BaHUE KOJIOHTHUTYJIOB, K
HUM OyJleT MpUIUcaH HOMEp pasjierna, BCIOMHHAEM, YTO Pa3phiB pasjiena Kak Obl
CO3/1a€T HOBBIM JOKYMEHT, Mbl MMEEM B OJHOM JOKYMEHTE TpHU JOKYMEHTa
(co3maHHblEe OBYMs pa3pblBaMU pazjieia) U y Ka)XJ0ro M3 3TUX JOKYMEHTOB €CTh
nepBasi CTpaHWIlA, I KOTOPOM MOXHO HACTPOUTH OCOOBIA KOJOHTHUTYN IS

MEPBOI CTpaHULIbI — yOpaTh ¢ HEE HOMED.

HuokHuil konoHTuTyn -Pasgen 1- HiokHWiA konoHTiTyn -Pasgen 2- Kak B npegmayuem
i b1
" 1
1
BepxHWUil KonoHTUTYA -Pasgen 3- Kak B Npegeiayues

CrtaBuM Kypcop B HIDKHUUN KOJIOHTUTYJ pasjelia oJuH (€CJIu HOMEpP CTOUT B
HIKHEM KOJIOHTHUTYJIE), Aanee BO BKiIaake «KOHCTpyKTOp» MOCTaBUTh TaIOUKY
«OcoOblli KOJIOHTUTYJ JIsi mepBoil ctpanuily. [lpu 3TOoM HOMep u3 pasnmena |

ncue3acT.
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T 1 E kcnpece-Gnokn ~ L' Eiq ¥ OcoBuiii kononTuTy.n 4nA Nepeoii cTpaHuLe! 125 D a

0 =] -

= L_||; Pucyrku En PasHbie KONOHTUTYNBI A0S HETHB M HEYETHBIX CTPAHNL, Th25am T
aTau CEEfEHMA O Mepeiiti k BepxHemy [epeiitin K HUMHEM . 3aKpEITE OKHC

3 P P Y LIEf = P
Bpema jokymeHTe ™ L8 WzoBpaxeria us ViHTepHera KONOHTUTY MY KONOHTUTY) MokasaTe TekcT gokymenTa KONOHTUTYNOE
Beraeka Mepexoas MapameTpol MonoxeHne 3akpuiTne
2 g 2 4 & 8 o 2 B % Ocobbiii KONOHTUTYN ANA NEPBOW CTPAHULbI

HacTpoiika ocoBbx KONOHTUTYN0B ANa
HEFECﬁ CTPaHWLbl NO3BONAET BU3YaNbHO
OTAENNTE €€ OT OCTANBHOMD ADKYMEHTA.

e JlonoaHuTeNbHBIE CBEfEeHNA

HikH M KOAOHTUTYA NEPBOI cTpaHnLs -Pasaen 1- HukHIiA KONOHTUTYN -Pasgen 2- Kak B npepsiaywem

1 1

CraBuM KypcOop B HUXHHUU KOJOHTHUTYJ BTOPOIrO paszjenia, y Hac CHOBa
MOSIBJISIETCS BOBMOXHOCTh IMOCTABUThH TAIOYKY «OCOOBI KOJTOHTUTYI IS IEPBOM
CTpaHuLb». B Hamem ciryyae — 3TO mepBasi CTpaHMIla HAIIEro BTOPOTO pas3jeiia —

BTOpasi CTpaHMIA JOKYMEHTbL. CTaBUM TajO4Ky — HOMEP CO BTOPOM CTpPaHMULIBI

HCYe3acT.
il PEUEHIMPOBAHKE B, Math | ype Faxit PUF MaremaTnka KOHCITPYETOF lary
Eqy Dcobeifi KONOHTWTYN ANA NEPEOA CTPaHWLEI Ct1.25em o E
En PasHble KONOHTHTY Bl 4NA YETHBIX M HEYETHEIX CTRPAHWL, o 1,25em -
AT K HIKHEMY = . 3aKpbITE OKHO
SMOHTHTY Y p: ¥ TMokasaTe TEKCT 40KyMEHTE KONOHTHTYNOB
! MapameTpsl MonoxeHWe JAKPBITHE
2 OcobbiA KONOHTMTYA ANA NEPEOA CTPAHMLLLI 1z 14 16 5
Hactpoiika ocobeix KONOHTHTYNO0E 4nA
NEPECH CTPAHMLEI NO3EONAET BN3YANEHD
OTAENUTE EE OT OCTANBHOTO AOKYMEHTE,
ﬁ JononHuTencHbie CBEAEHNA
HuscHWIA KoNoHTWUTYN -Pasgen 2- Kak B Npeabiayuem

1

[loctynmaemM aHaJIOTMYHO C HOMEPOM TpeTer crTpaHulpl. [lomydaem Takon
pe3yabTar (Ha TpeTel CTpaHulle CTOUT Pa3pblB CTPAHULIbI, YTOOBI OBICTPO CO3AaTh

YETBEPTYIO M IOCMOTPETh, YTO HOMEP TaM OyeT).
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11. CrnenyromuM  BaXHBIM  BOINPOCOM  SIBJISIETCS  HEOOXOJAMMOCTH
MPAaBUWIBHO pacriojaraTb HOMEP Ha CTPAHUIIE C TOPU3OHTAIBHON OpUEHTAIIUEH.

Ecam Mbl IIpOCTO BCTaBUM HOMEpA CTpPAHUIl B JIOKYMEHT, COAEp Kalluil
aTbOOMHYIO OPUEHTAIIUIO CTPAHUII, IIOTOM pPACIeyaTaeM U COIILEM 3TOT JIOKYMEHT
(KypCOBYIO WIH JUIIOMHYIO paboTy), TO Mbl YBUAUM, UTO HOMEP PACHOJIOKEH HU

B TOH 4acTH aJIbOOMHOTO JINCTA.
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HuxHwnid konoHTiTyn -Fasaen 1- |
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CraBuUM Kypcop psIOM C TEM HOMEPOM CTPAHUIIBI, PACIIONOKEHUE KOTOPOTO
HY’)KHO M3MEHUTh M BO BKIAQJKE KOHCTPYKTOpP HAaxXOIWM HKOHKY «Kak B
NpEeAbIAyIIEM pa3leie» M HaXUMaeM Ha Hee. AHAJIOTMYHO IIOCTYIIaeM CO

CIEYIOLIEH CTPAaHMIEN TMOCIIE HUKHETO pa3pbiBa pasnaena. /lanee ctaBuM Kypcop



B TOT KOJIOHTHUTYJI, B KOTOPOM HYKHO U3MEHUTH PACIIOJIOKEHNE HOMEpa. B Hamem

CJIy4yae 3TO BTOpasi CTpaHula.
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Fi |

Jlanee nepexoauM BO BKJIAJIKy BCTAaBKa, BHIOMpPaeM HOMEp CTPAHHUILIBI TOYHO
TaK e Kak U Mpu NpOoCcTOM J00aBIIEHUH CTPAHMI] B JOKYMEHT, HO BbiOMpaeMm «Ha

IIOJIAIX CTpAHHULBD», OAJICC BLI6I/IpaeM HGO6XOI[HMO€ HaM II0JIOKCHHUC HOMCPA.

Jokyrent] - Ward (CBaii aktusaummn npogykra)
ABKA [AVBAIAH PA3IMETKA CTPAHMLLEI CChIKIA PACCBUIKN PELIEH3MPOBAHWME B4 MathType Faoxit PDF

PABOTA C KONOHTHTY...
MatemaTiia KOHCTPYKTOP

o= N " . L.
j E ’___,—_‘E,,u ,_z|> =] SmartArt i Marasun W E’E’:‘ @m [ Bepxtunii konosTuTyn El ) gﬁ

1 I Anarpanma D HitkHWA KonoHTHTYN ™

nuua  Pucyrkn MzobBpasenna Qurypel &9 Mow npunoskenna Bukunegun  Bugeows  Ccblnkn Mpunenanne TekcTosoe
- ws Mnteprera - @ CHumok - WhTeptera - [5] Howep crparinuer ~ none - =a-
LBl Mnnwcrpaumun Hagcrpoikn MyneTamegna MpumeyaHun B Beepxy cTpanmnuel b Tekcr
a E 2 4 & G110 2 1 E Bhwsy crpanuue [
MNpocroii nomep +||F] Ha nonsx crpanmys 3
[@  Tewywee nonoxerne 3
m ]
[h DopmMaT HOMEPOE CTPEHUL. El
[ ¥aanuts nomepa crpanmy
parwua, cnesa panuua, cnpasa Kpynneid, cnesa

KpynHeiid, cnpasa

Eciun Ha crpanuile ocrtaercs JBa HOMEpa, TO HEHYXKHbIA HEOOXOAUMO

YIQTUTh.
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HiskHIi KonoHTWTYn -Pasgen 2- [33PHIE pasnena (co cneayiowedi crpaniLi)

Ll

HuskH Wit KonoHTWTYN -Pasgen 1- |
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Ll

CraBuM Kypcop B HOBBIM HOMEpP CTpPAHWLBI, KOTOPBIM IMOSBWICS B JIEBOM
YacTW CTPAHMIIBI, HO PACIOJIOKEH BEpPTHUKAIbHO, a HaM €ro HEO0OX0IUMO
NoBepHYTh Ha 90 rpaaycoB.

Jlanee nepeBouM BO BKJIAAKY (popmar, TaM BEIOMpaeM HampaBlieHUE TEKCTa

Hn Jajacc HY)KHHﬁ HaM BapHaHT.
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12.Pacrieyaraite moay4nMBIIMNCSA OTYET.



JlabopaTopHasi padora NeS
Co3nanne, aBTO3aN0JIHEHNE, PeIAKTHPOBaHKMe Ta0Jaul, BBoX ¢GopmyJ B

Tadauax Microsoft Excel

Lens paGotei: IlpuoOpereHne NpakKTHUECKUMX HABBIKOB B CO3JaHUM,
aBTO3aIOJIHCHUH, PEIaKTUPOBAHUU Ta0IHI, BBOAY (hopMyn B Tabmuiiax Microsoft

Excel.

OpHoli W3 KITIOYEBBIX OCOOCHHOCTEW SIEKTPOHHBIX TAOJHUIl SIBIISIETCS
BO3MOXHOCTh aBTOMAaTHYECKOTO MepecyeTa 3HAUCHHS JIIOObIX HYKHBIX SYEEK MPH
W3MEHEHUH COJECPKUMOTO OJHOM u3 Hux. J1d BuU3yanM3aluu MOJYYECHHBIX
JAHHBIX, HA OCHOBE TPYIIN SYEEK MOXKHO CO3/1aBaTh PAa3JIMYHbIC BHUJIBI THATPAMM,
CBOJIHBIE TaOJIUIIBI U KapThl. [Ipu 3TOM 31eKTpOHHBIE TaOIHIIBI, cO31aHHbIe B Excel
MOYHO BCTaBJISITh B APYTrUE JIOKYMEHTBI, @ TaK K€ COXPaHSITh B OTACIbHOM (haiiie
JUIS1 TIOCIIETYIOIIET0 UX UCIIOIB30BAHUS UJIN PEJAKTUPOBAHMS.

Ecnu BBl yke 3HakoMBbI ¢ penaktopoM Word, To pazoOpaThbes B uHTEpderice
Excel He cocraBuT Tpyna. Benp B ero ocHOBe JEXHUT Ta e JIeHTa, HO TOIBKO C
JPYrdM HaO0OpOM BKJIAJOK, Tpynn U KoMaHia. [lpm 3TOM dYTOOBI pacuivpuTh
pabouyro 001acTh, HEKOTOPHIE TPYIIBI BKJIAJIOK BHIBOJATCS Ha IUCILIEH TOJBKO B
ciydae HEOOXOIMMOCTH. Tak ke JIEHTy MOXKHO CBEPHYTh BOBCE, IICIKHYB TIO
AKTMBHOW BKJIAJIKE JIBA Pa3a JIEBOW KHOINKOM MBIIIN WJIM Ha)KaB COYETAHUE KIIABUIII

Ctrl+F1. Bo3BpaiieHue ee Ha 3KpaH OCYLIECTBISETCS TAKUM K€ CITIOCOOOM.

m I JIABHAH BLIABKA PASME | KA CIPAHNLGI QUPMYIIbI HAHHBIE PELIEHSMPUBAHLKIE BIALL Faomt PUF
oy M i | = - -
[ o [celie ol = @ B |oswmi - - 4 o Betcranars -+ X ‘;‘Y H
Ry - » - E Yganwte ~ -
BeraeuTe < WK M- i+ Ma A - === &= + B2, g5 om0 0 00 YenosHoe Dopumatuposate Ctuam ., Coptuposka  Haittn n
- B o 77 popmatmposanme~  kak Tabnmuy + aueek~ ) Popmar~ =7 nduneTpT BEIZENMTE T

bydep obmeHa WpwodT F] BbipasHWBaHWE F] Yucno Fl Crunn Aueiikn PegakTposaHue

Crout ormMeTuTh, yTO B EXcel 1 oHOM M TOH K€ KOMaHAbI MOXKET OBITh
MPEIYCMOTPEHO Cpa3y HECKOIbKO CIOCOOOB €€ BBI30BA: uepe3 JICHTY, U3
KOHTEKCTHOTO MEHIO WJIM C MOMOIIbIO COYETAHUSI FOPSAYMX KIABUIL. 3HAHUE U

MCITIOJIb30BAaHUE TIOCIETHUX MOXKET CHIIBHO YCKOPUTh padOTy B IMIPOrpamMMme.



KoHTekcTHOE MEHIO SIBISIETCS KOHTEKCTHO-3aBUCHMBIM, TO €CTh €ro
CoZiepKaHWE 3aBHCUT OT TOTO, YTO IOJIb30BATENb JENAaeT B JAaHHBIA MOMEHT.
KoHTekcTHOE MEHIO BBI3BIBACTCS HAXKATHEM IPABOM KHOMKH MBIIIM TOYTH Ha
mo6oM o0wvekTe B MS Excel. 310 mo3BosisieT 5JKOHOMUTH BPEMsi, IOTOMY YTO B HEM

0TOOpaXKaroTCsl HAaMOOJIEe YacTO UCIOJIb3yeMble KOMaH/ bl K BBIOPAHHOMY OOBEKTY.

BBoa u penaktupoBaHue TaHHBIX

CoznaBaembie B Excel (aitnibl Ha3zpiBaloTCsl pabOYMMHM KHUTAMU U UMEIOT
pacmmpenue «xls» wnm «xlsx». B cBow ouepenp pabodass KHHUTA COCTOUT W3
HECKOJIbKUX pabouux nuctoB. Kaxkaplii paboumii JUCT — 3TO OTHAEIbHAs
ANEKTpOHHAsA TaliuIa, KOTOpble B CilIydyae HEOOXOJIUMOCTH MOTYT OBITh
B3aMMOCBSI3aHbl. AKTUBHOW pabodeil KHUTON SBJISETCS Ta, C KOTOPOW B JaHHBIN
MOMEHT BBI paboTaeTe, HallpuMep, B KOTOPYIO BBOJUTE JTaHHBIE.

[locne 3amycka NPWIOKEHHsS aBTOMATUYECKH CO3LAETCS HOBAasT KHHATA C
umeneM «Kuuraly». [lo ymomuanuto paboyasi KHUTA COCTOUT M3 Tpex pabouymx

JIUCTOB ¢ nMeHaMu oT «JIuctl» no «JIncr3y».
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PabGouee mnone nucra Excel moneneHo Ha MHOXECTBO MPSIMOYTOJBHBIX

aueek. OObeAMHEHHBIE IO TOPU3OHTANM SIYEUKH COCTaBIIAIOT CTPOKH, a IIO



BEPTUKAIM — CTOJOIBI. J[7151 BO3MOXXHOCTH HCCIENOBaHUS OONBIIOrO 0O0bemMa
JaHHBIX KaXAbld pabouuit nuct mnporpammbl umeer 1 048 576 cTpok
MPOHYMEPOBaHHbIX uuciaMu U 16 384 cTonOIOB 0003HAUYEHHBIX OyKBamMu
JATUHCKOTO ajidaBuTa.

Takum oOpazom, Kaxzgas syeiika — 3TO MECTO IMEpPEeCcEeYEHUs! Pa3TUUHBIX
CTOJIOIIOB M CTPOK Ha JIUCTE, POPMUPYIOIIMX €€ COOCTBEHHBIN YHUKAIbHBINA aJIpec,
cocrosuui U3 OyKkBBI CTOJNOLIA U HOMEpa CTPOKH, KOTOPHIM OHA MPUHAIJICKUT.
Hamnpumep, ums nepBoii siueiiku — Al, Tak Kak OHa HAaXOJIUTCA Ha MEpPECECUCHUU
cToNOIa «A» U CTPOKH «1».

Eciu B nmpunoxenun BkitodeHa CTpoka (popmyJ1, KOTOpas paclojoKeHa
cpazy xe mon Jlenro, To cineBa or Hee HaxoauTca Ilose wmmenm, rae
otoOpaxaercs umMs Tekyuei sueiiku. Croza e Bbl BCErJla CMOXKETE BBECTH MM
MCKOMOM siYeiiku, Juisi ObICTporo mnepexoja kK Heid. OCOOEHHO 3Ta BO3MOMXHOCTb
1oJIe3Ha B OOJIBIINX JOKYMEHTaX, COACPKAIINX ThICSYH CTPOK U CTOJIOIIOB.

Tak ke I NOpPOCMOTpa pasHbIX oOJacTed JMcTa, BHU3Y W CIpaBa
pacnoJiaratorcs mojiockl mpokpyTku. [loMmumMo 3Toro, mepememarbes mo padoyeit
obnactu Excel MOXHO ¢ TOMOIIBIO KJIABHUIIT CO CTPEJIKAMHU.

UroObl HauaTh BBOJAWUTH JAHHBIE B HYXHYIO SYEHKy, €€ HEe00X0IuMO
BbIIEIUTE. JlJIA mepexona B HY)KHYIO SYEHKY IIECIKHUTE Ha HEM JIEBOM KHONIKOMU
MBIIIK, TOCJIE 4Yero oHa OyJeT OKpYy>KeHa YEepHOH paMKOM, Tak Ha3bIBAEMbIM
VHJIMKATOPOM aKTUBHOM sA4Yekiku. Temepp IPOCTO HAYMHAWTE Ie4yaTaTbh Ha
KJIaBHAType, U BCA BBOoAMMAas WH(popmainus OylIeT OKa3bIBaThCs B BBIOPAHHOM
sYEUKe.

[Ipn BBOJE NaHHBIX B SYEMKY MOKHO TaK >K€ MCIOJb30BaThb U CTPOKY
dbopmyi. [Jlas 3TOro BBIACIUTE HYXHYIO KIETKY, @ 3aT€M LICJIKHUTE MBIIIBIO Ha
noje CTpoku (popMya M HayHMUTE neyaTtarb. [Ipum 3TOM BBOAMMAas HHQOpMaLus
OyJZeT aBTOMaTHYECKH OTOOPaKaThCs B BBIOPAHHOU SUEHKeE.

[Tociie okoHYaHUs BBOJA TAHHBIX HAXKMHUTE:

° KnaBumy «Enter» - ciemyroiieil akTUBHOM SYEMKOW CTaHET KJIETKa

CHU3Y.



o KnaBumry «Taby» - crnenyromeld akTHBHOW SYEWKOW CTaHET KIJIETKA
cIpasa.

° [lenkHUTE MBIMIBIO 1O 000N Jpyroil sueike, W OHAa CTaHET
AKTUBHOM.

YT0oOBl U3MEHUTH WJIU yNAJIUTh COAECPKUMOE JIIOOOW SYEHKH, IIETKHUTE Ha
HEW JBa pa3a JIEBOM KHOINKOM MbIH. [lepememante MUTraromuii Kypcop B HyKHOE
MECTO JUIsi BHECEHHMs] HeoOXOoAMMbIX IMpaBok. Kak M BO MHOrMX Apyrux
MIPUJIOKEHUSAX, I YIAJEHNUS U BHECEHUS MCIIPABIICHUM UCIIOIb3YIOTCS KIIABUIIN
ctpenok, «Del» u «Backspacey. [Ipu xenanuu, Bce He0OX0IUMbIE MMPABKU MOMKHO
IPOU3BOJIUTH U B CTPOKE (HOPMYII.

O6beM JaHHbBIX, KOTOPBIM BBl OyJIeTe BBOJUTH B STUEHKY, HE OTPaHUYNBACTCS
ee BUAMMON wyacTbto. To ecTh KIE€TKH paboyero mnojs MPOrpaMMbl MOTYT
colepKaTh Kak OJHY LHM(pY, TaK U HECKOJbKO ab3aneB Tekcra. Kaxpas suelika
Excel cmoco6na BmecTuTh 70 32 767 YHCIOBBIX WM TEKCTOBBIX CHMBOJIOB.
@opMaTUPOBaHUE JAHHBIX SYEEK

[Tocnie BBOJ1a Ha3BaHUM CTPOK U CTOJIOLOB MOJIy4aeM TaOJauIly TAKOro BUAA:
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colepkaTh  KaKyl-TO HH(OpMAIMi0, TO BBEACHHBIH TEKCT YaCTUYHO
NEepeKphIBaeTCsl € M CTaHOBUTCA HeBUauM. [la u cama Tabnuia BBITJISIAUT
JIOBOJILHO HEKPACUBOUW M Hempe3eHTadenbHou. [Ipu 3ToM ecnu HameuyaTaTh Takon
JIOKYMEHT, TO CJIOXKUBIIASACS CUTYyaIlMsl COXPAHUTCS — Pa300paTh B TaKOUM TaOmuIle
YTO K 4eMy OYJET T0BOJBHO CIOKHO.

YroObl caenarh TaOIUYHBIA JOKYMEHT Oojiee aKKypaTHbIM U KpPaCHUBBIM,
4acTO MPUXOJUTCS MU3MEHSTh pa3Mephbl CTPOK M CTOJIOIOB, MIPUPT COIEPKUMOTO
sUeiku, ee (OH, OCYIIECTBIISITh BBHIPAaBHUBAHWE TEKCTa, J00ABISATh TPAHUIIBI U
rpouee.

Jlns Havanma paBaliTe NPUBEIEM B TOPSAIOK JIeBBIM cronoer. [lepeBegure
KypCOpP MBIIIU Ha TPaHUILy CTOJIOLOB «A» U «B» B CTpOKYy, T/ie 0TOOpaxkarTcs ux
Ha3BaHud. [Ipy W3MEHEHMM Kypcopa MBIIIM Ha XapaKTEPHbIA CUMBOJ C JIBYMS
Pa3HOHAINPABJICHHBIMU CTpPEJIKAMH, HAXMHUTE W YJIEpKHBas JIEBYIO KJIABUILY,
TAIIUTE TMOSBUBIICIOCS MNYHKTUPHYIO JIMHUIO B HYXHOM HalpaBIICHUU IS
pacHMpeHust cTojidia 10 TeX Mop, MOoKa BCE HA3BaHUS HE YMECTSTCS B paMKax
OJHOU STYECHKHU.

Te ke camble NEHCTBUS MOKHO MPOJENaTh U CO CTPOKOM. DTO SIBIsSETCA
OJIHUM U3 CaMBIX JIETKHX CITIOCOOOB U3MEHEHHS pa3Mepa BBICOTHI U ITUPHUHBI SUYCEK.

Ecnu HeoOXoaumo 3a1aTh TOYHBIE pa3MepPbl CTPOK U CTOJIOLOB, TO JJIsl 3TOTO
Ha Briaake [naBHas B rpynme Sueiikm BoiOeputre nyHKT Dopmar. B
OTKPBIBLIIEMCS MEHIO C NMOMOLIBIO KOMaHl Bbicora crpoku u Lllupuna crondna
MOKHO 33J1aTh 3TU NTapaMETPbl BPYUHYIO.

OdeHb YacTO HEOOXOJAMMO U3MEHHUTDH MapaMeTPhl CTPa3y HECKOJIbKUX sUEEK
U JJaXKe LEJI0oro CToJIONa UM CTPOKHU. 151 TOro uro Obl BBLACIUTH 1EJbIi cTos0el
WA CTPOKYy, WLIEJIKHUTE HA €ro Ha3BaHMM CBEPXY WIM Ha €€ HOMEpe ClieBa

COOTBCTCTBCHHO.
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Ecau xe HGO6XOI[I/IMO BBIACIIUTD

pa3po3HEHHbIE TOJIA TaOMUIBI, TO HAKMUTE M yraepxkuBaiTe kimasuiry «Ctrly,

IIOCJIC 4Y€T O H.[CJ'IK&fITG MBIIIBIO 11O H€O6XOI[I/IMBIM sTYCHKaM.

I[J'ISI TOrIO, YTOOBI TEKCT B SYCHKeE OTO6pa)KaTBC$I HC TOJIBKO B OJJHY CTPOYKY,

a ¢ IEPEHOCOM Ha CIEAYIOLIYI0 CTPOKY, €CJIM TEKCT HE BMECTWICS B SYEHKY IO

HIMpUHE, HEOOXOAMMO BBIACTUTH SYEHKY M HakaTh Ha KHONKY «llepenectu
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O6BeauTe sUEUKU ¢ HA3BAHMEM MECSIIEB B LIANKE TAaOJMLbI U MIETKHUTE Ha
KHOIIKE BLIPOBHATH IO LEHTPY.

B rpynne pudgt Ha Bkiaake I'maBHasi MOXXHO M3MEHUTH THUIT HMIpUQTA,
€ro pasmep, LIBET W HAYEpPTaHUE: >KUPHBIA, KypCUBHBIM, NOMYEPKHYTHIH M TaK
nanee. Tak ke 31eCh pa3MeEIEeHbl KHOIIKM U3MEHEHUS I'PAHULl SYEHKHU U L[BETA €€
3anuBKU. Bcee 3TM (QyHKUMHM HOpUrondarcs Ham JUisl AaJIbHEHMIEro W3MEHEHHUs
BHEIIIHETO BH 1A TAOIUIIBI.
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UTtoObl suYeHKH HE CIWBAJINCh, JlaBaiTeé OMpEeNeTuM UM TPaHUIIBIL.
OrnpeneneHue TpaHMI] MPOUCXOAUT TOJIBKO JUIS BBIJICJICHHOW 00JIACTH JIOKYMEHTA,
M MOXET OBITH CACJIaHO KaK i1 OJHOM sSYelKH, TaK W I Bcedl Tabmunel. B
HaIlleM CJIydae BBIICIUTE BCIO TaOJMIly, TIOCIE Yero IMETKHUTE Ha CTPEIIOYKY

pAaOM ¢ KHONKOW Jlpyrue rpanuubl Bce B Tou ke rpynme Hlpudr.

QAN FMABHAA BCTABKA PASMETEA CTPAHILLGI QOPMYIEI AAHHEIE PELEH3POE
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=

b+ BepxHAA W CABOEHHAA HWHHAR rPaHMLBl

B oTkpeIBIIEMCS MEHIO BBIBOJAUTCS CITUCOK OBICTPHIX KOMAaHJ, C TIOMOIIBIO
KOTOPBIX MOXXHO BBIOpaTh OTOOpa)K€HUE HYKHBIX TPAHUI] BBIJCICHHONW O0JaCTH:
HIDKHEW, BEPXHEH, JIEBOM, MpaBOW, BHEIIHUX, BCceX W mpouee. Tak ke 34ech
cozepykaTcsl KOMaHABl JJII PUCOBAHUS TPaHUIl BPydHyI0. B camom HHM3y chmcka
HaXOJIUTCA MyHKT Jlpyrume rpaHumbl TO3BOJSIONMN OoJjiee NE€TalbHO 3a1aTh

H€O6XOI[I/IMBIG mapaMETpbl I'paHUI] AUYCCK, KOTOPBIM MBI U BOCIIOJIB3YEMCHL.
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Tenepb, 4TOOBI 3aBEpIIUTH HAIly TaOJIUIly, HEOOXOAMMO HAIJICKAITUM
oOpazoM 0ohOpMHUTH T€ JaHHBIE, KOTOpbIE MbI TyJla BBOAMM. HamomHuM, 4TO B
HaIlleM CITy4ae 3TO JICHEKHbIE PACXOIbI.

B kaxmyro u3 sgeex dIeKTPOHHOW TAOJUIBI MOKHO BBOJUTH Pa3HbIC THIIBI
JAHHBIX: TEKCT, Yucia U Jaxe rpaduyeckue n3zodOpaxkeHus. IMEeHHO mosToMy B
Excel cymecTByer Takoe moHsiTHE, Kak «(HopMaT JaHHBIX SYEHKNY, CIIyKAITUN JJIs
KOPPEKTHOM 00pabOTKH BBOJAMMOM BaMU MH(OpMAITUH.

M3HavyanbHO, Bce sueiikn uMeroT QOQO0mmid d¢opmar, MO3BOJIAIOIIUN
coJiep>KaTh UM KaK TEKCTOBBIE, TaK U MU(PpOBbIe JaHHBIe. HO BBI BpaBe M3MEHUTH
9TO W BBIOpATh: YKMCIOBOM, JCHEKHBIM, (DMHAHCOBBIM, IMPOICHTHBIN, IPOOHBIH,
AKCHOHEHIMaNbHbIH U (opmatkl. [ToMuMo 3TOrO, CymiecTBYyIOT (hopMaTthl NaThl,
BPEMEHH MOYTOBBIX MHIEKCOB, HOMEPOB Tele(hOHOB U TaOEITLHBIX HOMEPOB.

Jlns sdeex Haieil TaOiauIbl, COACpKAIIMX Ha3BaHUS €€ CTPOK U CTOJOIOB
BIIOJIHE TO/0WIeT 00mmii popMar (KOTOPHIM 3aJaeTCsl O YMOJIYAHUIO), TaK Kak
OHM COJEp)KAT TEKCTOBbIE JaHHbIE. A BOT ISl SYEEK, B KOTOPbIE BBOJSATCSA
O10JIXKETHBIE PacXo/Ibl OOJBIIE MTOAOUAET ICHSXKHBIN PopMmar.

Brinenure B Tabnuiie sueiiku, comepkaiire nHPOPMaIUIO MO eXEMECTIHBIM
pacxonaMm. Ha nenre Bo Bknaake I'yiaBHas B rpyniie UMe/10 MIEIKHATE IO CTPEIIKE
panoM ¢ nojieM UucesoBoin dopmar, mocie 4ero OTKPOETCS MEHIO CO CIIMCKOM
OCHOBHBIX JIOCTYMHBIX (hopmMaToB. MOXHO BBIOpaTh NMYHKT JleHEKHBIH MPsSIMO
31€Ch, HO MbI JJIg 0OoJiee TOJHOTO O3HAKOMJICHUS BBIOEPEM CaMyH0 HIDKHIOIO

cTpoky Jlpyrue yuciaossie popmMathl.



Yoo BelpagHWEaHWe | WpwugT | MpaHwua | 3anveka | 3awMTa

Yucnoewe hopmMaTen

OB O6pasel
Yucnogon
[eHEMHBIN
DUHAHCOBRIA
JaTa

Bpema . OB03HAYEHHE: | £
MpoueHTHBIK
ApoBHEIA OTpyvuaTencHble YKona:

3KCNOHEHUMANBHBIA 1234108

TeKCTOBLIA ) 1234,10F
JononHUTENBHBIKA -1234,10F

Yoo gecATHYHEBIX 3HaKoE: |2

(Bce hopmaTsi) 1234108

Ddopmat " JeHeHHBIA" MCNOAB3YETCA ANA OTOBPAMEHWA JEHEWHBIX BENMYKH, A BRlpaEHUEIHWA 3HAYEHMIA MO
ASCATMYHOMY Pa3genuTenty MCNone3yATe dopMaTt "OUHAHCOERIA

B oTkphIBIIEMCS OKHE B JIEBOU KOJIOHKE OyayT OTOOpa)KeHbI Ha3BAaHUE BCEX
YHUCIIOBBIX (hopMaTOB, BKIIOYAs JOMOJHUTEIbHBIC, a B IICHTPE, pPa3IMYHBIC
HACTPOUKH X OTOOPaKECHHUS.

BriOpaB neHexHbiit opmaT, CBEpXy OKHAa MOXKHO YBHUJETh, TO, Kak OyAeT
BBITJISAZICTh 3HAUCHWE B siueikax Tabiuibl. UyTh HM)KE MOHO YCTAaHOBUTH YHCIIO
OTOOpPaKEHUS NTECATUYHBIX 3HAKOB. UTOOBI KOMEWKH HE 3arpOMOKIAd HAM TOJIS
TaONHIBI, BBICTABUM 37€Ch 3HAUCHHE paBHBIM HyJH0. Jlamee MOXXHO BBIOpaTh
BaJIIOTY U OTOOpaKeHHE OTPUIIATEIIbHBIX YHCET.

JlaBaiiTe 3armoaHUM TaOJaUIly TPOU3BOJIBLHBIMU JJAHHBIMU



H10

Jx

A E C D E F G
_ |sumape |gespans |mapr lanpens |wah  |wows |
MpooyKT
2 MHUTaHWA 2999,00#|3085,00#(5657,008|2345,002|5643,008(2323,008
3 Mpoesg 1000,00#|2000,00F 234,00F|1587,00£|1789,00F(1457,00F
4 PaseneyeHnA 5 000,00 #£| 6 000,00 £| 4 000,00 £( 7000,00£| 3 000,00 £| 5 000,00 £
3 |MHTEpHET 300,00 #( 300,00#&| 300,00£| 300,008 300,00f£| 300008
& Opemga W obyes| 2 000,00 £|4 000,00 £|3 500,008 0,00 £(1 000,00 £| 4 000,00 #

[==]

KcraTtu, Bce MaHUIYISAIUU, KOTOPBIE MBI MPOJCIIBIBAIA C TaOJUIICH BHIIIIE,
TO €CTh (OpMATUPOBAHUE AYEEK U WX JAHHBIX MOKHO BBINOJHUTH C MOMOIIBIO
KOHTEKCTHOI'O MEHIO, IEJIKHYB MPaBOil KHOMKON MBI HA BBICIEHHON 00JacTH
1 BbIOpaB yHKT MopmaTt siueek. B 0JTHOMMEHHOM OTKPBIBIIEMCSI OKHE JIJIsl BCEX
PAaCCMOTPEHHBIX HAMU OIIEpallMi CYILIECTBYIOT BKIaaku: Uuciio, BoipaBHuBaHue,
pudTt, I'panuna u 3aauBka.

Tenepp Mo OKOHYAHWH PaOOTHI B MPOTpaMME BBl MOXKETE COXPAaHUTh WITU
pacrnedaTaTh MOJIyYECHHBIM pe3yibTar. Bce 3TM KOMaHAbl HAXOASTCA BO BKJIAJKE

daii.

Brimonnenne 6a30BbIX apuPpMETHUECKUX OTNEepaIinii

IToMmuMoO co3gaHus OOBIYHBIX TaOmui, Excel MOXXHO HCIIOJIB30BaTh IS
BBITIOJTHEHHUS B HUX apu(PMETHUYECKHX oOmeparuid, TaKuX KakK: CIOXXCHHE,
BBEIYMTAHWE, YMHOKEHHUE U JIeJICHHUE.

JUJis BBITIOTHEHUS PACYETOB B JII000i1 stuelike TaOIHIIbl HEOOXOIMMO CO3aTh
BHYTpH Hee mpocTeimywundopmMyay, KoTopas BCerja J0KHA HAYMHATHCS CO
3HaKa paBeHCTBA (=). 1 ykazaHus MaTeMaTHYECKUX Orepanuii BHyTpH HOpMYJIbl

UCITOJIb3YIOTCSL OOBIYHBIE apU(PMETUYECKHUE ONIEPATOPBI:



0OGo2HaYeHHe Onepatop BripaxeHHe PesyasTar
+ CNodeHue =7+2 9
- BbIUMTAHME =h6-4 2
* YMHOH EHH =3*3 24
/ AeneHue =15/5 3
N BO3BENEHME B CTEMNEH b =3 M g1
%% NpoUeHT =90% 0,9

Hampumep, naBaiite npeactaBuM, 4TO HaM HEOOXOAUMO CIIOKHThH JIBa YHCIIa
— «12» u «7». YcTaHOBUTE KypcOp MBIIIM B JIOOYIO sSYEHKYy M HaredaTanTe
cienymouiee BbIpaxkeHHue: «=3+3». Ilo OkOHYaHMM BBOJAa HAXKMUTE KIJIABHIILY

«Enter» u B suelike 0TOOpa3UTCs pe3yabTaT BEIYUCICHUS — «O».

X v Jr

A B C D A

EC/TN - =3+3| B12 - fr || =343
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=
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UtoObI y3HATh, UTO K€ Ha CAMOM JIeJI€ COACPXKUT suehka — popMysy WUu
YHCIIO, - HEOOXOAMMO €€ BBLACIUTh U IOCMOTPETh Ha CTPOKY (opMys — 00JacTh,
HaXOJSIIIYIOCS cpa3y K€ HaJl HAMMEHOBAHUSIMU CTOJIOIOB. B HaileM citydyae B Heit
Kak pa3 oToopaxkaercs opmyiia, KOTOPYIO Mbl TOJIBKO YTO BBOIMIIH.

Jlanee monpoOyiTe CaMOCTOSITENIbHO B SYEMKAX HUKE TOMYYUTh Pa3HUILY
ATUX YUCEN, UX TIPOU3BEACHUE U YACTHOE.

[Tocne mpoBemeHusi Bcex omepanuii, oOpaTUTe BHUMaHWE Ha peE3yJbTaT
neneHus: yucen 12 Ha 7, KoTopslid nomyuwics He uenbiM (1,714286) u copepxut
JIOBOJILHO MHOTO Iu(p 1mocie 3aniaroi. B O0ibIIMHCTBE CllydaeB Takash TOYHOCTh

He TpeOyeTcs, 1a U CTOJIb JIIMHHBIE YuciIa OyAyT TOJBKO 3arpOMOKIATh Ta0JIHUILy.

B13 - fre || =12/7

A B C D

12
13| [ 1,714286]
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YroObl 3TO HCNPaBUTh, BBIACIUTE SYEWKY C YHCIOM, Yy KOTOPOTO

H€O6XO}II/IMO U3MCHUTH KOJIMYCCTBO IACCATHUYHBIX 3HAKOB IIOCJIC 3amsIToOl M Ha



Bimanke [yaaBuas B rpynme Yucao BeiOepuTe KOMaHAy YMEHbIIMTH
pa3psaHocTb. Kaxxoe HakaTre Ha 3Ty KHOIIKY yOUpaeT OJIMH 3HaK.

CimeBa OT KOMaHAbl YMEHbUIUTH PAPAAHOCTD HAXOJUTCA KHOIIKA,
BBITIOJTHSFOIIAS] OOPATHYIO OTMEPAIUIO — YBEIMUMBAET YUCIIO 3HAKOB TMTOCIIE 3aMsTOU

JUTsl OTOOpakeHus 00Jiee TOUHBIX 3HAUYCHUM.

m FMABHAA | BCTABKA  PAIMETKACTPAHMUB  ©OPMYNB  JAHHHE  PELEHIMPOBAHWE B
o W i B
Calibr =M | A A ‘30/’ - Yucnoeon v r-l‘l
Berosum WK Y - H - o .£L " =k :': R - a5 000 Yenasnoe
- HOpMETHPOSAHM
Bydep afimena It BeipaaHABaHNE & Yucno
B13 - i 1247
B [ E F H |
13 1.--714:"?'

CocraBienue GpopMy

Teneps naBaiiTe BepHEMCsl K TaOIuUIE OI0JKETHBIX PACXOI0B.

Ha nannblit MOMEHT B Hell 3a()MKCUPOBAHBI €KEMECSUHBIEC TIMYHBIE PACXOIbI
10 KOHKPETHBIM cTaThsiM. Hanpumep, MOXKHO y3HATh, CKOJIBKO OBLJIO UCTPAUYEHO B
(deBpare Ha NOPOAYKTHl MNUTAaHUS WIM B MapTe Ha mpoe3a. A BOT oOmue
eXXEeMeCAYHbIE Pacxo/bl 3/IeCh HE yKas3aHbl. /[00aBUM BHU3Y TaOJUIBI CTPOUKY

«Htoro» n pacCUUTACM €C 3HAYUCHUSI.

A B C D E F G
_ |mweapo |deopanc |mapr ampeno |maii |wowe |
MpoaykTh
2 | MUTaHKWA 2999,00 £|3089,00F|5657,00F|2 345,00 8| 50643,00P|2323,00F
3 Mpoesg, 1000,00#|2 000,008 234,00£|1587,008|1789,00£|1457,00F
4 | PazsnedeHun 5000,00 £| 6 000,00 £| 4 000,00 £(7 000,00 £| 3 000,00 £| 5 000,00 £
5 MuTepHer 300,00 £ 300,00£| 300,008 300,008 30000f£( 300,00F
& |Ogewgaw obyes|2 000,00 £|4 000,00 #| 3 500,00 £ 0,00 £|1000,00£|4 000,00 £
7 |MTtoro
g

UtoOsl moOCUMTAaTh CYMMapHBIM pacxoa 3a sHBaph B sueiike B7 MoxkHO
Hamucath cieaymoniee BblpaxkeHue: «=2999+1000+5000+300+2000» u HaxaTb
Enter, mociie 4ero Bel YBUAWUTE PE3yIabTAT BBIYMCICHHUS. DTO SIBIACTCA NPUMEPOM

MPUMEHEHUS MTpOoCTerIel popMyIibl, COCTaBIICHHE KOTOPO HUYEM HE OTINYACTCS



OT BBIYMCICHHM Ha KalbKyjsaTope. Pa3Be 4TO 3HAK paBHO CTaBUTCS BHAYale
BBIPAKCHUS, & HE B KOHILIE.

A Temepb NPEACTaBbTE, YTO NP YKAa3aHWM 3HAYEHUW OJHOM WM
HECKOJIbKMX CTaTel pacxoJ0B BBl JOMYCTHJIM OWHKOKY. B 3TOoM ciydae, Bam
MIPUAETCA CKOPPEKTUPOBATH HE TOJBKO JTAHHBIE B SIYEMKAX C YKAa3aHUEM PACXOJOB,
HO U (hOpMyJly BBIYHMCIEHUS CyMMAapHbIX TpaT. KoHEeYHO, 3TO O4YeHb HEYIOOHO U
no3romy B Excel npu coctaBiennn Gpopmys 4acTo UCIHOJIb3YIOTCS HE KOHKPETHBIE
YKCJIOBBIE 3HAYECHUS, a aJipeca U JUANA30HbI TYeeK.

C yueroM »3TOro JaBaiiTe W3MEHUM Hamly (OpMYyILy BBIYUCICHUSA

CYMMApPHBIX CKCMCCAYHBIX PACXOO0B.

DAKNN TNAEBHAA BCTABKA PASMETKA CTRPAHWLbI QOPMYIBI JAHHBIE PELLE

3
Bz ~
Bygep o6MeHa Ta WpugT EbipaBHHEaHWE Yucno
B6 - X o Jfr  =B2ep3:Ba+BsEe
A B C ] E F G H
_ laueaps Igespans |mapr lanpens |waii  |wows |
MNpoaykTsl
2 MWATaHWA 2993,008|3083,00F|5657,00F|2345,002(5643,008|2323,00F
3 NMpoespg, 1000,008|200000F 23400£|1537008(1789,00F|1457.00F
4 Pa3zsneusHWA 5 000,00 £| 6 000,00 £|4 000,00 £| 7000,00 (3 000,00 £|5000,00F
5 MuTepHer 300,00#| 300,00#| 300,008 300,008 300,00f£| 300,00F
& |Opexpaw obyes 2_022,22? 4 000,00 £ 3 500,00 £ 0,00 £] 1 000,00 £(4 000,00 £
7 |uroro —B2+B3+B4+B5+B6
a
g

B siueliky B7, BBequTe 3HaK paBHO (=) U... BMECTO TOTO, YTOOBI BPYUHYIO
BOMBATh 3HAUCHUE KJIeTKH B2, mienkHuTe 1o Hel jeBoi kHomkoi mbimu. [locne
ATOr0 BOKPYT SYEHKHU MOSIBUTCS IYHKTHPHAs BBIJACIUTENIbHAS paMKa, KOTopas
MOKAa3bIBAET, YTO €€ 3HaueHue momano B Gopmyny. Tenepb BBEAWTE 3HAK «+» H
uienkHure no siueiike B3. Jlanee npopnenaiite Toxe camoe ¢ siuelikamu B4, BS u
B6, a 3atem Haxxmute kinauiry BBOJI (Enter), mocne d4ero mosiBUTCS TO XKe
3HAYEHHUE CYMMBI, YTO U B IIEPBOM CIIy4ae.

Boigenure BHOBB sueliky B7 u mocmotpute Ha cTpoky dhopmyn. Buaxo, uro
BMeCTO IU(p — 3HAUEHUN siUeeK, B (popMyIie coaepkarcs Ux ajapeca. ITO OUYCHb
BaYXHBII MOMEHT, TaK KaK MbI TOJIBKO YTO MOCTPOUIU (HOPMYITY HE U3 KOHKPETHBIX

YuCCJI, a Hu3 3HAUYCHUU AYCCK, KOTOPLIC MOIryT CO BPEMCHCEM H3MCHATHCA.



Hanpumep, eciu Tenepb MOMEHATh CYMMY PAacXoJI0B Ha MOKYIIKY BelIeil B siHBape,
TO BECh €XKEMECSUHBbIM CyMMapHbI pacxoi OyAeT MepecuuTaH aBTOMATHUECKH.
[TonpoOyiire.

Tenepr paBaiiTe MNPeANnoNoX UM, YTO MPOCYMMHPOBATh HYXXHO HE IISTh
3HAYeHW, KaKk B HallleM TpUMepe, a CTO WM ABecTH. Kak BBl TIOHHMMaeTe,
MCIIOJIb30BaTh BBIIICONUCAHHBIA METOJ] TMOCTPOSHUS (GOpPMYyT B TaKOM Clydae
O4YeHb HeyHO0OHO. B aTOM ciyyae Jrydiie BOCIOIB30BaThCs CIIEUAIBHOM KHOIKOM
«ABTOCyMMay», KOTOpas IMO3BOJIICT BBIUMCIHTH CyMMY HECKOJIBKHX SYEEK B
npenenax oAHoro cronbma win crpoku. B Excel mMoxHO cuuTarh HE TOJIBKO
CYMMBI CTOJIOIIOB, HO M CTPOK, TaK 4YTO MCIIOJIb3YyeM €€ JUIs BbIUHCICHMUS,

HaIlpuMmep, 0OIIHUX PACXOA0B HA MPOAYKTHI MUTAHUS 32 MOJIT0AA.

H 9 - - Krra! - Excel (CBoi axnpaun npoaycra) T HE - &8 X
PYVAM  rABHAR  BCTABKA  PAIMETKA CTPAHUUB  GOPMYW  [JAHHBIE  PELUEH3VPOBAHME  BMA  Foxit PDF Tatyana Govorukhina - Eﬁ
-y L L= - >
0 X [ Cator sy S=2 - B oswmi . ] 7] Ty Eeecam - [BE Ay A
Bz - - BV - F Cyuma
BerasuTe - Kk 4 B D-A- ===ée3= H- Trogm 490 YenosHoe Dopmatiposats Cruam ., N . =
- bopmaTHpoBanie - Kak Tabamuy < Aueek~ D) QOpMaT Cpeaes -
Eydep 06MeHa Wpnpt o BrIpaBHUEaHNE [ Yneno [ Crunn Aueiikn Cuerun{ CyMMa (Alt+=)
. ASTOMATWHECKOE CIOKEHHE.
H2 - fr Mekcunt 3| Cywma mosenTes npamo 33
- [ — g| | meaenerbmm Aueiicanm.
A B c D E F G H | J K L M N e |
fpyrve 3
s
MpoayKTb! — T
=2 (EE)
2 [nuranma 2999,00 8| 3 089,00 P| 5 657,00 2 2 345,00 2| 5 643,00 £ | 2 323,008
3 Mpoesn 1000,00 9| 2000,00 /| 234,00#|1587,00 |1 789,00 P 1 457,00
4 [Pasanevenna | 5000,00 2|6 000,00 #|4 000,00 #| 7 000,00 #| 2 000,00 £[ 5 000,00
5 WuTepHer 300,009 300,00¢] 300,00#] 300,009| 300,009 300,008
6 |Opewaa v obyes| 2 000,00 2|4 000,00 P 3500,002|  0,002]1000,00 2[4 000,002
7 [urora 9299,008
8
a

YcranoBuTe Kypcop Ha IMyCTOM KJIETKE COOKY HYXHOW CTpOKU (B HalieM
ciyyae 3to H2). 3atem Haxxmute kHonky Cymma Ha 3akiajke ['maBHas B rpynne

PenaxktupoBanue. Tenmepb, BepHeMcs K TaOJMIE M IOCMOTPUM, YTO XK€

IIPOU30ILLIO.
GAAN TNABHAA BCTABKA PAIMETKA CTPAHMLEI QOPMYNEI JAHHEIE PELIEH3MPOBAHWE B4 Fouxi
b
By -
Bydep oBMeHa = WpKndT EblpasHWBEaHNE Yucno CTunm
ECnu - X W fr | —cymmeze)
A B C D E F G H J K
[ 3
MpoaykTol
2 |mMTaHua 2999,00 £ 3 089,00#|5657,00#|2345,00P|5643,009|2323,00F =CYMM(BZ:G2h
3 Mpoe3g 1000,00£(2000,002 234,002|1587,002|1789,002|1457,008| CYMM(umcnol; [uncnol]; ..)
4 PaseneyeHuA 5 000,00 £| 6 000,00 £| 4 000,00 £| 7 000,00 £| 3 000,00 £| 5 000,00 £
5 MHTEepHer 300,00 | 300,00#| 300,002 300,00# 300,008 300,008
6 |Ogexpa v obyes| 2 000,00 £|4 000,00 2| 3 500,00 £ 0,00 £|1 000,00 £|4 000,008
7 MToro 9 299,00 #
8
9



B BeIOpanHO#l Hamu siuelike ToOsBUJIAch (opMmylsia ¢ HHTEPBAJIOM SUYEEK,
3HAUEHUSA KOTOPBIX TpeOyeTcss MpocyMMHUpOBaTh. [Ipu 3TOM OMATH MOSIBUIIACH
MyHKTUPHAs BbIAENHUTENbHAA paMKa. TOJbKO B 3TOT pa3 OHa O0OpamiiAeT HE OJHY
KJIETKY, @ BECh JUANa30H STYCCK, CyMMY KOTOPBIX TPEeOyeTCsl MOCYUTATh.

Teneps mocMoTpuM Ha camy dopmyiy. Kak 1 paHbliiie, BHa4alie UAET 3HAK
paBeHCTBa, HO Ha 3TOT pa3 3a HuUM cienyer ¢pynkuusas «CYMM» - 3apanee
onpeneneHHas (QopMysa, KOTOpas BBIMOJHUT CIIOXKEHHWE 3HAYEHUN YKa3aHHBIX
aueek. Cpa3y 3a ¢yHKUMEH HAYT CKOOKH, pPACIOJIOKEHHBIE BOKPYT aJpecoB
KJIETOK, 3HAYECHUSI KOTOPBIX HYKHO MPOCYMMHUPOBATH, HA3bIBAEMbBIC APryMEHTOM
¢popmyabl. ObOpatuTe BHHUMaHHWE, 4YTO B (opmylie HE yKazaHbl BCe ajpeca
CYMMHUPYEMBIX SYE€EK, a JUIIb MEPBOM W mocieaHeu. J[Boeroune MexAy HHUMU
0003HavaeT, 4TO yKa3aH AUANA30H KjieTok oT B2 no G2.

[Tocne naxkatusi Enter, B BbIOpaHHOM siueiike MOSBUTCS pE3yJbTaT, HO Ha
3TOM BO3MOXHOCTH KHONIKM Cymma He 3akaHuuBaroTcs. LllenkHure Ha cTpenouky
pSAZIOM C HEM M OTKPOETCS CIHCOK, CoAepXamui (QyHKIUH JUIsi BBIYUCICHUS
cpennux 3HaueHud (CpemHee), KOJWYECTBa BBEJEHHBIX JaHHBIX (Ywucio),

MakcUMalIbHbIX (MakcumMyM) 1 MUHUMaNIbHBIX (MUHUMYM) 3HaYEHUM.

D £ BorauTe v (2 T &‘W Ty
&

T,
& Yaanute - Cymma
y Ctwan z - I

aueex~ 2ol Qopmar~ CpeaHee =
Aueikn P
Markcupayna
MuHuryma

Jpyrue dyHkLMN...

Wtak, B Hamieil Tabiuile Mbl MOCYUTAIM OOILIME TpaThl 3a SHBapb U
CyMMapHbIi pacxoJ Ha MPOIYKThI MUTaHUs 3a nonroaa. IIpu stom caenanu 310
JIBYMSI pa3HbIMH CIIOCOOAMHU — CHauaja C HMCMIOJb30BaHHEM B (GOpMyJsie aJpecoB
sq4eeK, a 3areM, (PYHKIMU U Juarna3oHa. Tenepb, camoe BpeMsi 3aKOHUYUTh PacdeThl
JUISL OCTABIIUXCSl SYEEK, MOCUUTAB OOIME 3aTpaThl MO OCTAJIbHBIM MecsiaM Hu

CTaTbiAM pacXod0B.



ABTO3aM0JIHEHUE

JIns pacdera OCTaBIIMXCA CYMM BOCIIOJIB3YEMCS OJHOM 3aMedaTelibHON
0COOCHHOCTBIO TMporpamMmbl Excel, korTopas 3akiiodaeTcss B BO3MOXXHOCTH
aBTOMATH3UPOBATh  MPOIECC  3allOJHEHUS  S4YeeK CHUCTEeMaTU3UPOBAHHBIMU
JTAHHBIMU.

HNuorna B Excel mpuxoautcss BBOJIWUTH MOXOXKHE OJHOTHUITHBIC JTaHHBIE B
ONpPEAECICHHON TOCIEA0BATEeIIbHOCTH, HApUMEp, JHU HEACIH, JAaThl WU
MOpsI/IKOBbIE HOMepa CTpok. I[lomHUTE, B MEpPBOM YacTH ATOr0 ILMKJIA B IIAIMKE
TaOIUIIBI MBI BBOJIMJIM Ha3BaHHWE MecsIla B KaXAbl cTon0el] 1mo otnenbHocTu? Ha
caMOM Jielie, COBEPIIEHHO HeOoO0s3aTebHO OBbUIO BBOJUTH BECh ATOT CIHMCOK
BPYYHYIO, TaK KaK NPUJIOKEHNE BO MHOTHX CIIy4YasX MOXET CJIeJaTh 3TO 3a Bac.

JlaBaiiTe coTpeM Bce Ha3BaHUs MECSIIEB B IIaKe Halled TabiuIlbl, KpoMe
nepBoro. Temnepp BBIAEIUTE SYEHMKY C HAANUCBIO «fHBapp» W IEpEeMeCTUTE
yKa3aTeJIb MBIIIU B MPaBbIM €€ HUKHUN yTroJl, YTO Obl OH IPHUHSI HOpMY KPECTHKa,
KOTOPBIA HA3bIBAETCS MAPKEPOM 3amoJiHeHHsl. 3AKMUTE JICBYIO KHOIIKY MBIIIU U
MepeTaliuTe ero BIpaso.

Ha skxpane mosiBUTCSI BCIUTBIBaIOIIas MojcCKa3ka, KOTOpas COOOIIUT BaM TO
3Ha4Y€HUE, KOTOPOE MporpamMma coOupaeTcs BCTaBUTh B CIEIYIONIYIO KIETKy. B
Harem ciydae 3to «DeBpanby. [lo Mepe mepemenienns Mapkepa BHU3 OHa OyjeT
MEHSTBCSA Ha Ha3BaHUs JIPYTHX MECSIIEB, YTO MOMOXKET BaM IOHATh, /i€ HYXKHO
octaHOBUTHCs. [lociie Toro kak KHOmka OyJEeT OTMYIEHA, CIHCOK 3arOJHUTCS
ABTOMAaTHUYECKHU.

Koneuno, Excel He Bcerjga BEepHO «IIOHHMMAET», KaK HYXHO 3aIlOJIHUTh
MOCJICAYIONIUE KIETKH, TaK KaK IIOCIICIOBATEIBHOCTH MOTYT OBITH JIOBOJBHO
pasHooOpa3HbIMH. [IpencraBum cebe, YTO HaM HEOOXOJMMO 3arOJIHUTh CTPOKY
YEeTHBIMHU YUCJIOBBIMU 3HaUCHUSAMHU: 2, 4, 6, 8 u Tak gajee. Eciau Mbl BBeJIEM YHCIIO
«2» u mompoOyeM TMEePEeMECTUTh MAapKep aBTO3AMOJIHEHHUS BIIPaBO, TO OKAXKETCH,
YTO MporpaMma Ipejyiaraet, Kak B CISAYIOIIYI0, TaK U B APYTUe SUCUKHU BCTABUTh

OIISATHh 3HAUECHUE «2).



+ +

B »sTom ciIydac, HIPUIOKCHHUIO HCO6XOI[I/IMO npcaoCTaBUTbL HCECKOJIBKO

Oomnbiie maHHBIX. (715 3TOrO B cliemyromieit sueiike crpaBa BBeAeM HUPPY «4».
Teneps BbIEIMM 00€ 3aMOJHEHHBIE KJIETKM M BHOBb IEPEMECTHUM Kypcop B
MpaBblii HUKHUN Yroy 00JIaCcTH BBIJEIEHUS, 4TO Obl OH OpHHsSI (opMy Mapkepa
BbIAENeHUs. [lepemenias Mapkep BHA3, Mbl BUJIUM, YTO TEIEPb MpOrpamMMma MoHsIIa
HAaIlly MOCJIEI0BATEIbHOCTh U MTOKA3bIBAET B MOJACKA3KaX HYKHbIC 3HAYEHHS.

Takum 00pa3om, JIJIst CIOKHBIX MOCIIEI0BATEILHOCTEH, Tepe]] IPUMEHEHUEM
aBTO3aIOJIHEHHS, HEOOXOJIMMO CaMOCTOATENbHO 3alOJHUTh CpPa3y HECKOJBKO
siaeek, uto Obl Excel mpaBUIbsHO CMOT OTpeeuTh OOIINN aITOPUTM BBIYHACICHUS
WX 3HAYCHUM.

Tenepp naBaliTeé MPUMEHUM 3Ty MOJIE3HYIO BO3MOKHOCTH MPOTrPaMMBbl K
Haiel Tadnuie, 4To Obl HU BBOJUTH (POPMYJIbI BPYUHYIO ISl OCTaBIIMXCS KJIETOK.
CHauasna BbIJICTIUTE SYEHKY C YK€ MocuuTaHHOU cyMmoit (B7).

Tenepp «3alenure» KypcOpOM TMpPaBbli HWKHUKW YroOJl KBaJpaTUKA U
neperamuTe Mapkep BhpaBo a0 sueiiku G7. Ilocie TOro kak Bbl OTHYCTHUTE
KJIABUIITY, TPUIIOKEHHE CaMO CKOMHUpPYeT (HOopMysly B OTMEUYCHHBIC SUCUKH, TIPU
3TOM aBTOMATHYECKH W3MEHHUB aJpeca KIETOK, COJCPKAIIMXCS B BBIPAKECHUH,
MOJICTABYB NIPABWIbHBIC 3HAYECHUSI.

[Ipu >TOM ecim Mapkep nepemeniarb BOpaBO, KaK B HaIllEeM clydae, WIH
BHU3, TO STYEHKU OYIyT 3aMOJHATHCS B MOPSJIKE BO3pACTAHMUS, a BIEBO UM BBEPX —
B MIOpAJIKE YOBIBaHUS.

AHAJIOTUYHO MOCTYIIa€M CO CTOJIOIOM

Jlo6aBieHue CTPOK, CTOJIOIOB M OOBETUHECHHE STUCCK



UtoOsl moNydnuTh OONBINE MPAKTHUKA B COCTAaBICHUHM (HOPMYII, aBaiiTe
pacIIpyUM Halry TaOJHIly ¥ 3a0HO OCBOMM HECKOJIBKO OCHOBHBIX ONEpaIHil ee
dbopmartupoBanus. Hampumep, 1006aBuM K pacxoJHOW YacTH, CTAaThU JOXOJIOB, a
3aTeM MPOBEJEM PACUET BO3ZMOXKHBIX OFO/KETHBIX HAKOTUICHHM.

[TpeamonaokuM, 9To JOXOIHAS YacTh TaOIUIEI OYJET pacrlojiaraTbCs CBEpXY
HaJ| pacxoHOM. [ 3TOro HaM MPHUIIETCS BCTABUTHh HECKOJBKO JOTOTHUTEIBHBIX
ctpok. Kak Bcerna, cienaTh 3TO MOKHO JBYMS MyTSMHU: HCHOJB3Ys KOMaH/Abl Ha
JICHTE WJIK B KOHTEKCTHOM MEHIO, YTO OBICTPEE M IMPOIIIE.

[llenkaute B M000H sUEiiKe BTOPOW CTPOKH MPABOW KHOMKOW MBIITH U B
OTKpBIBIIEMCS MEHIO BbIOEpUTE KOMaHay BcTaBUTB..., a 3aTeM B OKHE -

Jlo0aBUTH CTPOKY.

Eydep oBmeHa Tu WpkdgT [P BhipaBHUBaHKWE [F] Yucno [P
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ITocie BcTaBKkM CTPOKM OOparuTe BHUMaHUE Ha TOT (HaKT, YTO IO
YMOJYaHHUIO OHA BCTaBJISIETCS HaJ BbIOpaHHOW CTpPOKOM M mMmeer (opmar (LBET
(doHa siueeK, HACTPOMKHU pa3Mepa, LIBETa TEKCTa U T. J1.) psAia, pacloyiararoierocs
HaJ| HEH.

Ecin HyXHO H3MEHUTh (PopMaTHpOBaHHE, BBIOPAHHOE IO YMOJIYaHMIO,
Cpa3y Iocje BCTaBKU LIENKHUTE N0 KHomke I[lapamerpsl no0aBieHusi, KOoTopas
aBTOMAaTUYECKH OTOOpA3UTCSA PSJIOM C MpaBblM HUKHUM YIJIOM BBIOpaHHOM

SYEHKH 1 BHIOEPUTE HYKHBIM BapUaHT.



AHaJIOTUYHBIM METOJIOM B TaOJHIly MOKHO BCTaBIIATH CTOJIOIBI, KOTOPHIE
OyIyT pa3MeIarbes clieBa OT BEIOPAHHOTO U OTJEIbHBIC TUYCHKH.

Kcraru, ecnu B uTore cTpoka WM CTOJIOEL MOCJIE€ BCTaBKM OKa3aJlUCh Ha
HEHY>KHOM MECTE, UX JIETKO MOXHO yAINUTh. LIlenkHUTE TpaBoil KHOMKOW MBIIIN
Ha 000N sueiike, MpUHAICKAIECH YJaasieMOMy OOBEKTY M B OTKPBIBILIEMCS
MEHIO BBIOEpUTE KOMaHAy YAajauTh. B 3aBepilieHHH YKaXKHUTE, 4YTO HMEHHO
HEOOXOJIUMO yIaJUTh: CTPOKY, CTOJIOCI] WIIH OTACIIbHYIO SUCHKY.

Ha nente nms omepamuit  100aBJICHHST MOXHO HCIOJIb30BAaTh KHOMKY
BceraBurh, pacnonoxeHHyw B rpynme fdeiiku Ha 3aknanke [yaBHasi, a i
yJaJeHHs, ONHOMMEHHYIO KOMaHAy B TOM e IpyIIe.

B namewm ciyyae HaM HE0OOXOAMMO BCTABUTH MSTh HOBBIX CTPOK B BEPXHIOIO
94acTh TAONHIIBI Cpa3y MOCHE MIanKd. [[is 3TOr0 MOXHO MOBTOPHUTH OTIEPAIIHIO
n00aBJIeHUsI HECKOJIBKO Pa3, a MOHO BBIMIOJIHUB €€ €AUHOXJbl HCIOJIh30BaTh
KiaBuily «F4», koTopast HOBTOPSIET CaMyIO MOCIEAHIOK ONEPALHIO.

B urore mocne BCTaBKHM IMATH TOPU3OHTAIBHBIX PAJIOB B BEPXHIOK YacTh

TaOJIUIIbI, TPUBOAUM €€ K CIICIYIONIEMY BUIY:

A B C D E F G H

_ |meap» |tespane |wapr  |ampens |wah  |mwows  |wons |
2
3 Bapnnara
4 [CTeneHaWA
3 Hroro
i

NpoayKTH
7 |MMTaHMA 2999,00#| 3085008 5657008 234500F| 5643008 2323,008(22056,008
8 NMpoeszpg 1000,00#| 2000,00F 234,00#| 1587.00£| 1785008 1457008 8067008
5 PazeneueHMA 5000008 6000008 4000008 700000#£| 3000,00#£| 5000,00£€|30000,008
10 |MHTEpHET 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,00 £| 1800008
1 |0Ogexipa v obyes| 2 000,008 4000,00#2| 3500,00f8 0,00#| 1000,00£| 4000,00#|14500,00F
12 MT1Oro 9299,00#| 11385,00#| 10191,00#|11232,00¥F| 10732002 9080,00F(61923,00F

benbie HEeopMaTUpOBaHHBIE PANIbI B TAOJIMIIE Mbl OCTaBUIM CHELHUAIBHO,
YTOOBl OTAEJIUTH JOXOJHYI, PAacXOAHYI0 M HWTOTOBYKO 4YacTh JpPYr OT Jpyra,
HAIlMCAB B HUX COOTBETCTBYIOLIME 3arojoBKU. Ho mepen Tem kak 3TO clienarh, Mbl

U3Yy4uM ellle ofHy onepaiuio B Excel — 00beanHenne ssyeek.



[Tpu oObenMHEHNU HECKOJIBKUX CMEXKHBIX SUeeK 00pazyeTcsl 0JHa, KOTOpas
MOXKET 3aHMMAThb Cpa3y HECKOJbKO CTOJOLOB MU CTpokK. [Ipm sTomM nmeHeMm
0OBEMHEHHON SYEMKN CTAaHOBUTCA a/IpEC BEPXHEH JEBOM SYEHKU 00bETUHIEMOTO
nuana3zoHa. B mo0oi MOMEHT BBl MOKETE CHOBA Pa30UTh OOBEIMHEHHYIO SUYCHKY,
a BOT KJIETKY, KOTOpasi HUKOT/1a He Obl1a 00BbeIMHEeHA, pa30UTh HE yaacTCsl.

[Ipn 0ObeaUMHEHUHU SYEEK, COXPAHSIOTCS JaHHBIE TOJBKO BEPXHEH JIEBOM,

JaHHBIC K€ BCCX OCTAJIbHBIX O6T)CI[I/IHSICMI>IX SAYCCK 6y,HYT YOAJICHBI. [TomuuTE 3TO

M CHauaja Jyd4ile TMpPOU3BOAUTE OObEIMHEHUE, a JUIIb II0TOM BBOJIUTE
uH(bOpMAITHIO.
Bepnemcsa x namei Ttabmune. Jlnms Toro, 4toObl HamucaTh 3aroJIOBKH B

OeJIBIX CTpOYKax HaM HOHaI[O6I/ITC$I JUImb OJHa ;IqeﬁKa, B TO BpCMA KaK cenuac

OHU COCTOAT W3 BOCbMHU. JlaBaiiTe ucHpaBUM 3TO. BblIenuTe BCE BOCEMb SYEEK
BTOpPOTO psiga TaOnuibl U Ha BkiIanke [maBuasi B rpynmne BoipaBHMBaHue

HIEIKHUTE Ha KHOMIKY O0beIMHUTL U IOMECTUTDH B LIEHTPeE.

DANN TNABHAA BCTABKA PAIMETKA CTPAHILLEI QOPMYNEI JAHHBIE PELLEH3POBAHWE B Foxit PDF
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2 no LEHTRY.
3 3apnnata Sry -
. Excel Ty GyHKLMID yaoBHD
4 CrenenauA x|cc MPUMEHATE A8 COZLEHNA
5 |Mtoro - 2 oBLLErD 3aroNoeka 4na
6 HECKONBKMX CTONBL 0B,
MpoaykTbl e JlononuuTtenbHbie cBELEHNA
7 NMTaHWA 2995,00#| 3089,008| 5657008 2345,00P| 5643,008| zoes,uur|zzuouuus
2 Mpoesg, 1000,008| 2000,00P 234,00#| 1587,00#| 1789,008| 1457,008| 8067008
S PasBneueHWA 5000,00£| 6000,00£| 4000,00#| 7000008 3000008 5000,00%8|30000,008
10 | MHTEpHET 300,00 £ 300,00 # 300,00 # 300,00 # 300,00 £ 300,00#| 1800,00%#
1 | Opgexpa w obyes| 2 000,002 4000,002| 3500008 0,00#| 1000,00#| 4000,00#£|14500,00%f
Wrtoro 9299,008| 11383,00#| 10191,00#|11 232,008 10732,008| 9080,00#|61923,008

P W o

Ilocne BBINOIHEHUS KOMaH/bl, BCC€ BBIJACICHHBIC STYCHKM B CTPOKE

OOBEAUHSATCS B OJIHY OOJBUIYIO STUCHKY.

Panom ¢ kHoOmkoOW OOBENMHEHHUS PACIOJIOKEHAa CTPEIOYKa, HaXKaTHe Ha
KOTOPYIO BBI30BET MEHIO C JIONOJIHUTEIbHBIMU KOMAaHJIAMU, TO3BOJISIOMIMMHU:
OOBEANHATh SYCHKKM 0€3 IEHTPaJbHOTO BBIPABHUBAHUS, OOBEAMHSTH IIEIIbIC

I'PYIIIBI AYCCK 110 TOPU30OHTAIN U BEPTHUKAIINU, 4 TAKIKC OTMCHHUTDH O6T>€I[HHGHI/IG.



ITocne I[O6aBJ'IeHI/I${ 3dr0JIOBKOB, d TAaKiKC 3aIllOJIHCHHA CTPOK: 3apIliara,

CTHUIICHOIMA, CHUTACM HUTOI'O JOXOJIbI 34 K&)KI[I)IIZ MCCALl U BCCT'O 11O KEDK,Z[Oﬁ Tparte,

N00aBUM TAKXKE CTPOKY HAKOIUICHHS.

A B C 3] E F G H

_ lwmeapo |pespanc [wapr  lanpens |waii  |wows  [wone |
2 Joxogbl
3 |3apnnarta
4 |CreneHgMA
5 |Mroro
6 Pacxogbl

MpooyHTh
7 | MMUTaHWA 2999,00#| 3089,00L| 5657008 234500F| 5643008 2323,00£8)|22056,00F
& Mpoe3g 1000008 2000008 234,008| 1587,00P| 1789008 145700#€| BO067,00F
% PaseneyeHwWA 5000,00#| 6000,00£| 4000008 7000,00F| 300000£( 5000,00£€|3000000F
10 |MHTEpPHET 300,00 £ 300,00 £ 300,00 £ 300,00 ¢ 300,00 £ 300,00 £| 1800,00#

1 |Opexpa v obyes| 2 000,00£| 4000,00£2| 3500008 0,008 1000,00£| 4000,00%2(14 500,008

12 |Mroro 9299,00#| 11389,00#| 10191,00#|11232,00F| 10732,008( 5 080,00£€|61923,00F
14 HaronneHwn | | ‘ | | | |
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B nepBom Mecsie HakoIrieHUs: OyIyT CKIIaIbIBaThCA U3 OOBIYHOIN pa3HULIBI
MEXy J10XOJ0M, MOJTYYEHHBIM 32 MECSI] U OOLIMMH pacXxoiaMH B HEM. A BOT BO
BTOPOM MeECSIE Mbl K 3TOW pa3sHULE MPUILTIOCYEM OajaHC MEepPBOro, TaK KaK MBI
BEJIEM pacyeT MMEHHO HaKOIUIEHUU. Pacué€Thl U1 mocieayronmx MecsieB OyyT
BBITIOJIHATHCS MO TaKOM K€ CXeMe — K TEeKYIIEeMY eKeMecIuyHOMY OanaHcy OyayT
NpUOABISTHCS HAKOIUICHUS 32 IPEAbLAYIIUN IEPUO/I.

Teneps nepeBeneM 3Tu pacueTsl B popmyiibl onstHeie Excel. s ssHBaps
(stueiikn B14) dhopmyia oueHp mpocta ¥ OyIeT BHITIAAETh Tak: «=B5-B12». A Bor
s sueiiku Cl4  (deBpanp) BbBIpaXEHHE MOXKHO 3amHcaTh JBYMsI pPa3HBIMHU
cnocobamu: «=(B5-B12)+(C5-C12)» nunu «=B14+C5-C12». B nepBom cirydae Mbl
OISTh MPOBOJMUM pacueT OajaHca MPEBIIYIIEro Mecsia U 3aTeM NpuOaBiisieM K
HEMY OaJlaHC TEKYILEro, a BO BTOPOM B (DOPMYIly BKIIFOYAETCS YK€ pacCUUTAHHBIN
pe3yapTar mo mpenpiaymeMy Mecsny. KoHE4YHO, HCIONb30BAHME BTOPOTO

BapuaHTa JIIA IMOCTPOCHUA Haiem

dbopMynsl B

MMPpCAIIOYTHUTCIILHCC. BGI[I: CClin CJICHOBAThH JIOTHKE IICPBOI'O BapHaHTa, TO B

cliy4ae  ropaszio

BBIPOKEHUU JUIsI MApTOBCKOrOo pacuera Oyner (urypupoBaTh yke 6 aapecoB



s4eek, B ampesie — 8, B Mae — 10 u Tak jgaiee, a MpU MCIOIBL30BAHUH BTOPOIO
BapyaHTa MX Bcerna OyaeT TpH.

Jna  3anomuenus ocrtaBmmxca sdyeek ¢ D14 mo Gl4 npumenum
BO3MOKHOCTb MX aBTOMATHYECKOI'O 3aITOJIHCHMS, TaK K€ KaK MBI 3TO JCJalid B
cilydae ¢ CyMMaMH.

Kcratn, 1 OpoBepKHM 3HAYEHUSI MTOTOBBIX HAKOIUICHUH HAa HIOHD,
Haxojgmerocss B kierke G14, B sueiike H14 MOXHO BBIBECTH pPa3HUILY MEXIY
oOuelt cymmoii exxemecsunbix noxoaoB (HS) u exxemecsunbix pacxomos (H12).
Kaxk BbI moHHMaeTe, OHM JTOJKHBI OBITH PaBHBI.

Kak BugHO M3 mociaegHuX pacueroB, B GopMyJsiax MOXKHO HCIIOJIB30BaTh HE
TOJBKO aJpeca CMEXKHBIX SYEEK, HO U JIIOOBIX JAPYrUX, BHE 3aBUCUMOCTH OT UX
PACIONIOKEHUST B JJOKYMEHTE WJIM TMPUHAUICKHOCTH K TOW WM WHOW TabmuIe.
Bonee Toro Bl BOpaBe CBS3BIBATH SUYEHKH, HAXOJSAIIUMECS Ha pPa3HBIX JIMCTax
JIOKYMEHTA U JIa’K€ B pa3HbIX KHUTAaX

A BOT U Hallla UTOTrOBast Ta6JII/IIIa C BBIIIOJTHCHHBIMH paC‘-IéTaMI/I:

K18 - T

A B C D E F G H
_ |meapo |pespane |wapr  |snpens  [man  [wows  [Bero |
2 Doxonbl
3 3Bapnnata 50000,00#| 50000,00#| 50000,00F| 50000,00F| 50000008 50000,00%F(300000,00%
4 |CTreneHpua 2500,00 | 250000#| 2500008 2500008 2500,00#| 2500002 15000,00#¢
5 Hroro 52500,00#8| 52500,00F| 52500,00F| 52500,00F| 52500008 52500,00%F(315000,00F
6 Pacxonpl
MpoayKTo
7 MATaHKA 2999,00P| 3089008 5657008 2345008 5643,00#| 2323,00P| 22056008
8 Mpoesp, 1000,008| 2000008 234,008 1587,00F 1789,008| 1457008 8067008
5 PassnedyeHuA 5000,00#| 6000,00F| 400000F8( 7000008 3 000,008 5000008 30000008
10 MHTEpHET 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,008 1800,008
1 Ogewpnawobyes| 2000,00# 4000,00£ 3500008 0,00 £ 1000,002| 4000008 14500,00F
12 Mroro 9299,00¥F| 11389,00#| 10191,00#€| 11232008 10732,008| 9080,00P8| 61923008
14 HakonneHua 43 201,DDP| 84312 00#| 126 621,00 (167 889,00 £( 209 657,00 #| 253 077,00 £| 253 077,00 ¢
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Pacnegaraiite monmy4nBIIMICS OTYET.




JlabopaTopHasi padora Ne6

®opmy.bl, pynknun u guarpammsel Microsoft Excel

[lens paboOTHI: HAYYHUTHCS PENAKTHPOBATH (OPMYIbI, CTPOUTH TpaduKu

(YHKLMIA U TUCTOTPAMMBI

PenaktupoBanue Gpopmys u cuctema OTCIeKUBAHUS OMIHMOOK

Bce @Qopmynbl, KoTOphle HaxoAsATcs B A4Yeiikax TaOIMIBI MOXHO
OTPEJIaKTUPOBATh B JIFOOOM MOMEHT. J[JIT 3TOTO JIOCTAaTOYHO BBIJACIUTH SUYCHKY C
(bopMyJI0ii M 3aTeM IIEJIKHYTh MO CTPOKE (OpMyJ HaJ TaOJULEH, T€ BBl CMOXKETE
Cpa3y k€ BHECTH HeoOXoIuMble M3MeHeHHus. Ecinu Bam ynoOHee pelakTHpOoBaTh
COIEPKUMOE HETIOCPEACTBEHHO B CAMOU STYEUKE, TO KIIMKHUTE IO HEW JIBa pas3a.

[Tociie okoHuUaHWsA pPEeNaKTUPOBAaHMUS HaxmuTe kiaBuiu Enter wnm Tab,
nociie yero Excel BBIMONMHUTH mepepacdyeTr ¢ y4eToM HM3MEHEHHH M O0TOOpaszuT
pe3yJbTar.

JIOBOJIBHO YacTO CJIy4aeTcss TakK, YTO Bbl BBENHM (POPMYJTY HEBEPHO WIIH
nociae ypaajneHus (M3MEHEHHUs) COAECPKUMOIO OJIHOM U3 s4eeK, Ha KOTOPYIO
ccplUtaeTcss (popmyiia, MPOUCXOAUT OIIMOKAa B BbIUMCIEHUSAX. B Takom ciydae,
Excel mHempemenHo m3BecTHT Bac 00 3TOM. PsSoM C KIETKOH, T/I€ COIAEPIKHUTCS
OLIMOOYHOE BhIPAYKEHUE, OSIBUTCS BOCKIIMLIATEIbHBIN 3HAK, B AKEITOM poMOe.

Bo mHOrMX ciyyasix, NPUJIOKEHUE HE TOJBKO M3BECTUT Bac O HaJU4yue
OIIMOKH, HO M YKQXKET Ha TO, YTO UMEHHO CJIEJIAHO HE TaK.

Pacumdposka ommbok B Excel:

o #H##H## - pe3ynbTaTOM BBIMOJMHEHUS (POPMYJIBI, HCHOJB3YIOUICH
3HAUEHHA JaTbl M BPEMEHU CTajJ0 OTPULATEIBHOE YHCIO WU pe3ybTaT
00paboTKH HE YMEIIAETCs B STUCHKE;

o #3HAY! — wucnons3yercd HEIONYCTUMBIA THUI OIEpaToOpa WU
aprymenTa ¢popmyisl. OHa U3 CaMbIX paCIPOCTPAHEHHBIX OIIHOOK;

o #IEJI/0! — B popMyie OCyIIECTBISIETCS MOMBITKA JIEJICHUS] HA HOJIb;



o #UMSI? — ucnonb3zyemoe B dopmyne umsi HekoppekTHO U Excel He
MOKET €r0 paclio3HaTh;

o #H/Jl — HeompeneneHHble maHHbIe. Yame Bcero 3Ta OIIMOKa
BO3HUKAET IPU HENPABUILHOM ONPEJICIICHUN apryMeHTa (QyHKLUY;

o #CCBLJIKA! — dopmyna coaepKUT HEIOMyCTUMYIO CCBUIKY Ha
A4YEHKY, HAaIpUMED, Ha SYEHKY, KOTOopas OblIa yiajaeHa.

o #UUCJIO! — pe3ynpTaTtoM BBIYMCICHMS SBIISIETCS YHUCIO, KOTOPOE
CJIMIIKOM MaJl0 WJIM CIUIIKOM BEJIHKO, YTO OBl €r0 MOXHO ObLIO MCHOJIb30BaTh B
MS Excel. Jluana3oH oToOpaXkaeMbIX YUCEN JIEKUT B MpoMmexyTke ot -10°"7 no
10307‘

o #IIYCTO! — B dpopmyiie 3aaH0 niepecedeHre ooaacTeid, KOTopble Ha
caMoOM JieJie HE UMEIOT OOIIUX SYEeK.

Eme pa3 HamoMHHMM, 4TO OLIMOKKM MOTYT MOSIBISTECA HE TOJBKO H3-3a
HENPaBWIBHBIX JAHHBIX B (JOPMYJIE, HO U BCIEACTBUE COJCPKAHUS HEKOPPEKTHOM
MH(pOpMaIUH B siueiKe, Ha KOTOPYIO OHa CChUIAETCSI.

WNHoraa, xorjaa AaHHBIX B TaOauIle MHOTO, a (OPMYJIbI COAEPKAT OOJbIIOE
KOJIMYECTBO CCBUIOK Ha pa3JIMYHBIE SYEWKH, TO NPH NPOBEPKE BBIPAKEHUS HA
MPaBUIBHOCTh WJIM TMOMCKAa MCTOYHHMKA OLIMOKH MOTYT BO3HHKHYTh CEPbE3HBIE
TpYIHOCTH. UTO OBl 00NErYyuTh paboTy MOJIB30BATENS B TAKUX CUTyalusx, B Excel
BCTPOCH HWHCTPYMEHT, I[O3BOJISIOMIMNA BBIACIUTh HA DJKpaHE BIMSIOUIUE W
3aBUCUMBIC STUCHKH.

Bausiromme sidyelKu— 3TO SYEHKH, HA KOTOPBIE CCHUTAIOTCSA (POPMYIIBI, a
3aBHCHMBbIe sTYeliKM, HA000pOT, coaepkar (HOopMyIbl, CChUIAIONIMECS HA ajpeca
KJIETOK 3JICKTPOHHOU TaOJHUIIBI.

Urto ObI Tpaduaecku 0TOOpPa3UTh CBS3M MEXKIAY sSUYeHKaMu B (HOpMyJaMu C
MOMOIIBIO, TaK HA3bIBAEMBIX CTPEJOK 3aBHCHUMOCTEN, MOKHO BOCIIOJIb30BAThHCS
KOMaHJaMu Ha JieHTe Buauswomme siyedku u 3aBHCHMbIC SIYEHKHM B TpyIIe

3aBucumocTu popmya Bo Bkiiaake @opmMyJibl.



Hampumep, naBaiiTe mocMOTpuMM, KakK B Halled TECTOBOW TaOHIle,

COCTaBJICHHOM B MPEIBLIYIIUX JIBYX YacTsiX, (GOPMUPYETCS UTOTOBBIM pe3yibTaT

)
HaKOIIJICHUU.
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HecmoTtps Ha TO, uTO hopMya B gaHHOMU srueiike mmeeT Bua «=HS — H12y,

nporpamma Excel, ¢ mOMOUIbIO CTPENOK 3aBUCUMOCTEH, MOXET IOKa3aTh BCE
3HAUEHUs, KOTOPHIE YYYBCTBYIOT B BBIYHMCICHWHW KOHEYHOTO pe3yibTaTa. Benb B
kietkax HS u H12 Tak xe comepkarbes HOpMyJIibl, UMEIOIINE CCHUIKM HA JPyTrHe
azpeca, KOTOpbIe B CBOIO OYepelb, MOTYT COJAEpX aTh Kak (OpMYyJbl, Tak H
YHCJIOBBIE KOHCTaHTHI.

UToOBl yJanuTh BCE CTPEIKU ¢ pabodyero JucTa, B rpymmne 3aBHCHMOCTH

(popmya Ha Bkitanke @opMyJibl, HAKMUTE KHONIKY YOpaTh CTPEJIKH.

OTHOCHTEIBHBIC U a0COIOTHEIC ajJpeca A4CCK

BosmosknocTs konpoBanus hopmyn B Excel U3 ogHON sSUEMKH B IPYTYIO C

ABTOMATUYCCKMM HM3MCHCHHEM aJIpe€COB, COACPKAIIHUXCA B HHX, CYIICCTBYCT

Onarosapsi KOHIIETIIIUYA OTHOCHTEIbHOM aapecanun. Tak 9To xe 310 Takoe?



Heno B ToM, uto Excel monumaer aznpeca siueek, BBEACHHBIX B (OpMYJy HE
KaK CCBUIKY Ha MX pPEaJIbHOE MECTOPACIIONOKEHUE, a KAaK CCBUIKY Ha MX
MECTOPACIIONIOKEHUE OTHOCHUTEIIBHO SYEWKH, B KOTOPOM Haxoautcs Qopmyra.
[Tosicnum Ha ipuMepe.

Hampumep, sueiika A3, coaepxut dopmyny: «=Al+A2». lna Excel sto
BBIPAKEHHE HE O3HAYAET, UTO HYKHO B3SITh 3HAUCHHE U3 ssueiiku Al u npuOaBUTH
K HEMy 4HCIO0 M3 s4yeiku A2. BmecTo 3TOro OH HMHTEPHPETUPYET JAHHYIO
bopmyIy, KaK «B3SITh YUCIO U3 SYEHKH, PACTIONIOKEHHOW B TOM e CTOJIOIE, HO Ha
JIBE€ CTPOKU BBIIIE M CIOXHUTh €ro CO 3HAYEHHEM SUYEWKH 3TOro ke CTOoJOLa
PacroyioKeHHOM BBIIIE HAa OJHY CTPOKy». [Ipu xomupoBaHuu naHHON QOpMyIIbI B
IPYTYIO SYENKY, HarpuMep, D3, mpuHIMI onpeaeneHus aapecoB siYeeK BXOIAINX
B BBIP@KEHHME OCTACTCSA TEM JKE: «B3SITh YUCJIO M3 SYEHKHU PACIIOJIOKEHHOW B TOM
e CTOJIOIIE, HO Ha JIB€ CTPOKH BBIIIE U CIIOXKHUTH €T0 C...». TakuM 00pa3om, mnocie
konupoBaHus B D3, ucxoanas ¢popMyia aBTOMaTHUECKH NpUMET BUIL «=D1+D2y.

C onHOW CTOPOHBI, TAaKOM THUIl CCBUIOK JA€T IOJb30BATEIAM IPEKPACHYIO
BO3MOXHOCTh MPOCTO KOMHMPOBATH OJMHAKOBBIE (POPMYJIbI U3 SUEHUKH B SUCHKY,
n30aBiIsisl OT HEOOXOUMOCTH BBOJUTH X CHOBA U CHOBA. A C JPyroi CTOpOHBI, B
HEKOTOPBIX (OpMysIax HEOOXOJMMO MOCTOSHHO MCIHOJIb30BaTh 3HAYEHHUE OJIHOM
ONPENEIICHHON SYEHKH, a OTO 3HAYUT, YTO CCHUIKA HA HEE HE JIOJHKHA U3MEHATHCS
Y 3aBHCETH OT PACIIONIOKEHUS (POPMYJIBI Ha JIUCTE.

Hampumep, mpeacraBum, 4TO B Halled TaOiMlle 3HAUYECHUS OOJKETHBIX
pacxooB B pyOssiX OyIyT pacCUMTBIBATBCS MCXOAS M3 JOJUIAPOBBIX 1IEH,
YMHOKEHHBIX Ha TEKyIIMH KypcC, KOTOpPBIM 3amucaH Bcerga B sdeiike Al. Oto
3HAYUT, YTO MPU KOMUPOBAHUU (OPMYJIBI CChUIKA HAa 3Ty SYEHKY HE JOJDKHA
U3MEHAThCA. Torga B 3TOM Cilydae CIeAyeT NPUMEHATh HE OTHOCUTEIBHYIO, a
a0COJIIOTHYI0 CCBLIKY, KOTOpas Bcerja OyAeT OcCTaBaThCs HEHW3MEHHOM IpH
KOIIMPOBAHUY BBIPAXKEHUS U3 OJTHOU SYEUKU B IPYTYIO.

C momompio abCONMIOTHBIX CCHUIOK MOXHO naTh KomaHmy Excel mpum

KOIUPOBaHUU (HOPMYIIbIL:



o COXpaHATh CCHUIKY Ha CTOJIOCI] MOCTOSTHHO, HO TPU 3TOM H3MECHSTH
CCBUIKH HA CTOJIOLIBI

o M3MEHSTh CChUTKH Ha CTPOKH, HO COXPAHATh CCBHUIKY Ha CTOJIOEII

o COXpaHSTh TOCTOSTHHBIMU CCBHUIKH, KaK Ha CTOJIOEI, TaK ¥ Ha CTPOKY.

UTtoObl mpeBpaTUTh OTHOCHUTEIBHYIO CCBUIKY B aOCONIOTHYIO WM
CMCIIIaHHYI0, HEOOXOJAMMO BBECTH 3HaK jaoiuiapa ($) mepem Toi ee 4YacTbio,

KOTOpAs JOJKHA CTAaTh a0OCOIFOTHOM.

o $AS$1 — cceuika Bcerma ccbitaeTcs Ha siueiiky Al (aOcomoTHas
CCBUIKA);
J AS$1 — ccputka Bcerga cchUTaeTCsl Ha CTPOKY 1, a MyTh K CTOJIOILY

MOKET U3MEHATHCS (CMEIIaHHasl CChUIKA);

o $A1 — ccpulka Bcerjma cchbuTaeTCsl Ha CTONOCI A, a MyTh K CTPOKE
MOJKET U3MEHSATHCS (CMEIIaHHAas CChUIKA).

st BBoAa aOCONIOTHBIX M CMEIIAHHBIX CCHUIOK MCHOJB3YETCS KIIaBHINA
«F4». Boinenute sueiiky 11t GopMysibl, BBEAUTE 3HAK PABEHCTBA (=) U KIMKHUTE
MO KJIETKE, HAa KOTOPYIO HaJ0 yCTaHOBUTH a0COJIIOTHYIO CCBUIKY. 3aT€M HaXMUTE
kinaBuily F4, nocne yero nepen OykBoiM CTOJIONA U HOMEPOM CTPOKHM IMporpamma
ycTaHoBUT 3Haku josuiapa ($). IloBropHble HaxkaTus Ha F4 Mm03BOMSIOT
NEPEXOJAUTh OT OJJHOTO TUIA CChUIOK K Apyrum. Hampumep, ccbuika Ha E3, Oyaer
ukanaHo u3Mensathesa Ha $ES3, ES3, $E3, E3 u tak nanee. [Ipu sxenanuu 3uaku $

MOKHO BBOJUTH BPYUYHYIO.

OyHKIMU

Oyukuusima B Excel HazpiBaloT 3apaHee omnpezesnieHHbIE (HOPMYIbI, C
IOMOIIBI0 KOTOPBIX BBINOJHAKTCSA BBIYMCIEHUAS B YKA3aHHOM IIOPAAKE IO
3aJlaHHbIM BeJMYMHaM. [Ipy 3TOM BBIYMCIIEHHS] MOTYT OBITh KaK MPOCTHIMU, TaK U
CJIOKHBIMU.

Hanpumep, onpezneneHrne CpeTHETO 3HAYEHUSI MSATH SYEEK MOXKHO OINUCATH

dbopmynoii: =(Al + A2 + A3 + A4 + AS5)/5, a MOXXHO clielHMaTbHON (PyHKIIHEH



CP3HAY, «koTopass  COKpaTUT BBIPAKEHHE JO  CIEAYIOIIEro  BHUAA:
CP3HAU(A1:AS5). Kak BuguTe, 94TO BMECTO BBOJIa B (POPMYITy BCEX aipecoB SUYEeK
MOYHO HCIIOJIB30BaTh OMpPEAEICHHYIO0 (PYHKIINIO, YKa3aB €l B KaueCTBE apryMeHTa
UX JUana3oH.

Hns pabotel ¢ ¢ynkuusmMu B Excel Ha JieHTe CyliecTBYeT OTAeNbHas
3akiaika @opMyJibl, HA KOTOPOW pacHoyiararoTcsi BCE OCHOBHBIE MHCTPYMEHTHI

JJIA pa6OTLI C HUMMU.
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BuEnuoTeka hyHKLMA OnpeaeneHHbBIE UMEHS 33BUCAMOCTIA HopMyN Boluncne

Hano ormeTuTh, 4TO mporpamMma COAEpPKUT Oosee IBYXCOT (PYHKIUH,
CHOCOOHBIX OOJIETYUTHh BBIMOJIHEHUE BBIYUCIECHUM PA3IU4YHONM  CIOKHOCTH.
[ToatTomy Bce ¢ynkuuun B Excel pasgeneHbl Ha HECKOJIBKO KaTeropuw,
TPYNNUPYIOMIMX WX IO THUIY pemaeMbiX 3aaad. Kakue MMEHHO »TH 3ajayu,
CTAaHOBHTCA SICHO M3 Ha3BaHUM kareropuii: ®uHancosbie, JlIormueckue, TekCTOBBIE,
Marematnueckue, CTaTucTUuecKnue, AHAIUTHYECKUE U TaK JaJiee.

BriOparh HEOOXOAMMYIO KaTETOPUI0O MOXXHO Ha JIEHTE B TPYIIIE
budanoreka ¢pynkumii Bo Bkiagke ®opmydbl. [locie menuka mo crpenoyke,
pacronararomencs psAaaoM ¢ KakJOW W3 KaTeropuil, pacKpbIBAETCA CIIMCOK
(yHKLHMIA, a TPU HABEIEHUH Kypcopa Ha JIIOOYIO M3 HUX, MOSBISETCS OKHO C €€
OMMUCAHUEM.

BBon ¢ysknuii, kak u (popmys, HauMHaeTCs cO 3HaKa paBeHcTBa. [locrne
uneT umMsa PyHKIUM, B BUIe a00peBUaTyphl U3 OOJBIINX OYKB, YKa3bIBaIOIEH Ha
ee 3HayeHue. 3aTeM B CKOOKaxX yKa3bIBAIOTCS ApryMeHTbl (DYHKIUM — JaHHbIC,
WCIIOJIB3YIOLIUECS IS TTOJIyYEHHUs pe3yJIbTara.

B kauectBe aprymMeHTa MOXET BBICTYNaTb KOHKPETHOE  YHCIIO,
CaMOCTOSITENIbHASL CCBUIKA Ha SYEHKY, LeNas Cephs CChUIOK Ha 3HAYEHUs WU
SUEUKH, a TaK )K€ Juarna3oH siueek. [Ipu 3ToM y oqHUX PYHKIUM apryMEHThl — 3TO
TEKCT WJIU YHCIIA, Y APYTUX — BPEMS U JAaThl.

Muorue ¢QyHKIMH MOTYT MUMETh Cpa3dy HECKOJIbKO apryMeHToB. B Takom

Cly4dae, KaXIbld W3 HHUX OTIEIAETCA OT CIEAYIOLIEr0 TOYKOM C 3arsiTOM.



Hampumep, ¢ynkmus =[IPOU3BEJl(7; Al; 6; B2) cuurtaeT mnpousBeacHHE
YeThIPEX Ppa3HbIX YMCEJ, YKa3aHHBIX B CKOOKaX, U COOTBETCTBEHHO COJIECPKHUT
4yeTheIpe apryMeHTa. 1Ipu aTom B HameM cirydae OJHU apryMEHThI YKa3aHbl SBHO, a
ApyTHe, SBISIOTCS 3HAYEHUSMHU OIPEACIIEHHBIX SUEEK.

Tak xe B KauecTBe apryMEHTa MOXKHO HCIIOJIb30BaTh JIPYTyH0 (PYHKIUIO,
KOTOpass B JTOM ClIy4yae Ha3bIBaeTcs BJOKeHHOW. Hanpumep, QyHxuus
=CYMM(A1:AS; CP3HAY(BS5:B10)) cymmupyer 3Ha4eHHS SU€EK HAXOJSAIIUXCS
B auana3oHe ot Al 1o AS, a Tak ke cpellHee 3HAUYCHHE YHCEJ, Pa3MEUICHHBIX B
knetkax B5, B6, B7, B8, B9 u B10.

Y HEKOTOPBIX MPOCTHIX (PYHKIIMN apryMEHTOB MOXET He ObITh BOBce. Tak, ¢
nomoiplo GyHkmu =TJATA() MOXXHO MOJYyYWUTh TEKyIIME BpeMs U JaTy, He
UCITOJIb3Ys] HUIKAaKUX apryMEHTOB.

HNanexko He Bce ¢ynkuuu B Ecxel mmeror mpocTtoe ormnpezaeneHue, Kak
¢ynkuuss CYMM, ocyuiecTBisitomas CyMMHpPOBaHHWE BBIOpAHHBIX 3HAYEHUM.
Hekoropble M3 HHX HMEIOT CJIOKHOE CHUHTAaKCHYECKOE HAIlMCaHHWEe, a TaK XKe
TpeOYIOT MHOTO apryMEHTOB, KOTOpPbIE K TOMY >K€ JOJDKHBI OBITh MPaBUIIbHBIX
TUNOB. YeM crokHee (QYHKLMs, TeM CIOXKHEE €€ MpaBWIbHOE cocTaBieHue. U
pa3pabOTUMKU 3TO YWIH, BKJIIIOUMB B CBOM 3JIEKTPOHHBIE TAOIMIIBI TIOMOIIHUKA 110
COCTAaBJICHUIO (PYHKUUMI JUIsl Tojb30Bareneil — Macrep GyHKUMIA.

Jlng Toro uro Okl HayaTh BBOAWTH (QYHKIHUIO C momoulbio Macrtepa
(pysukumid, menkHure Ha 3Ha4OK BeraButh Qynkumio (fx), pacnosioeHHbIN

ciesa ot CTpoku ¢opmy.i.
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Tak ke KHONKY BceTaBUTH (PYHKLIMIO Bbl HalJIeT€ Ha JICHTE CBEPXY B
rpynne bubauoreka ¢pynkumii Bo Briaake ®opmyabl. Eme ogHuM croco6om

BbI30Ba MacTepa GyHKUUM ABisgeTcs couetanue kiasum Shift+F3.



ITocne OTKPBITHA OKHA IIOMOIIIHHMKA, IICPBOC, YTO BaM IIPHUACTCA CACIATb —
9TO BBIGpaTB KaTCropuro (I)YHKHI/II/I I[J'IS[ O9TOT'0 MOXKHO BOCIIOJB30BAaTbHCA IIOJICM

IIOMCKAa HUJIN HUCIIaAaOIIUM CIIMCKOM.

Nowck dyHELKMK:

BEEAMTE KPATKOE ONMWCAHWE JERCTENA, KOTOPOE HY#HO
EEINOAHMTE, M HEXMWTE KHONKY "HafTi"

Kateropwa: | 10 HegasHo MCNONE3I0EABWMECA

BribepuTe $yHELMID:
ECNI P

CYIM

CP3HAY
MAMNEPCCHINKA
CHET

MAKC

CYMMECTM{ananasoH; KpUTEPHIA; ANanasoH_CyMmMHpoEaHna)
CyMMUPYET AYEAKMN, 333HHEIE YEAZAHHEIM YOI0EWMEM,

Cnpagka No 310 GyHELMK

B cepenune okHa oTpakaeTcs nepedyeHb (QYHKIMNA BRIOpAHHOW KaTeropuH, a
HUKE - KpPaTKOE OMHCAHUE BBIJEICHHOW KypcopoMm (YHKIIMH W CHpaBKa MO €
aprymentam. Kcrtatu HaszHaueHWe (QYHKIIMM YAaCTO MOXHO ONPENETUTh MO €e
Ha3BaHHUIO.

CnenaB HeoOXoauMBIA BBIOOp, mienkHUTe 1o KHomke OK, mocme wero

MOSIBUTCSA OKHO APryMEHThI (PYHKIUU.



CYMMECNIA
AdwranazoH
KpuTepui

AWanazoH_cyMMUp oBaHUA

CyMMUPYET AYeiikl, 334aHHBIE YEa3aHHBIM YCNOEHEM,

AWanasoH AManazoH NpoBepAeMB AYSEK,

SZHa4YeHKe:

CNpaBEa No 3To GyYHELMK

B 51eBOM BepxHEM yriy OKHa YKa3bIBAa€TCS MMs BBIOpaHHOW (PYHKIMH, TOJ
KOTOpPBIM HaXoAATCs TOJs, CIyXallue JUisi BBOAA HEOOXOIAMMBIX apryMEHTOB.
CnpaBa OT HHUX, MOCJIE€ 3HAaKa pPABEHCTBA YKAa3bIBAIOTCA TEKYIIUME 3HAUYCHUS
KOKJIOr0 aprymeHTa. B HWKHEH 4dYacTH OKHAa pa3Mellaercs CIpaBOYHas
uHpopMalus, yKa3blBalollas Ha3HAUYEHUE (PYHKIMM KU KaXKIOrO aprymMeHra, a
TaK)Xe TEKYIUI Pe3yJIbTaT BBIYMCICHHUS.

Ccputku Ha SYEWKHM (MM MX JAMAna3oH) B MOJS A BBOAA apryMEHTOB
MO>XHO BBOJIUTh KaK BPYYHYIO, TaK M HCIOJNb3YS MBIlIb, YTO IOpa3io yaoOHee.
JIJ1st 3TOrO MPOCTO IIENKANWTE JIEBOM KHONKOM ITO HYKHBIM KJIETKaM Ha OTKPBITOM
JUCTe WIM O00BeAWTE MX HEOOXOoIuMbIM auana3oH. Bce 3HaueHus Oyayt
aBTOMATHUYECKH MOJICTABIICHBI B TEKYIIIEE MOJI€ BBOAA.

Ecnu auanoroBoe okHO ApryMeHThl (PYHKIIMHM MELIAET BBOY HEOOXOAUMBIX
JaHHBIX, MEpPEKpbIBasg coOON pabouMii JUCT, €r0 MOXHO Ha BPEMS YMEHBILIHUTH,
Ha)KaB Ha KHOIIKY B [TPaBOil 4aCTH IOJIsSI BBOJIA apIyMEHTOB.

[ToBTOpHOE Ha)kaTHe Ha HEE K€ MPHUBEAET K BOCCTAHOBJICHHIO OOBIYHOTO
pasmMepa.

[Tocne BBOJa Bcex HEOOXOAUMBIX 3HAUYEHUN, OCTAETCS KJIUKHYTh MO KHOIKE

OK u B BHIOpaHHOM siu€HKE MOSBUTCS PE3yIbTAT BEIUUCICHUS.

JnarpaMmmbl



JIOBOJIBHO 4YacTO Yucia B Tabiuie, Jaxe OTCOPTHUPOBAHHBIE IOJHKHBIM
o0pa3oM, HE MO3BOJSIOT COCTaBUTh IOJHYIO KapTHHY 10 UTOraM BBIYMCIICHHI.
Yro Obl NOJY4YUTHh HAIJIAJHOE MpEACTaBIeHHE pe3ysibraroB, B MS Excel
CYLIECTBYET BO3MOXKHOCTb IMOCTPOCHHSI JUArpaMM pPazIUYHbIX THUIOB. DTO MOXKET
OBITh, KaK OOBIYHASI THCTOTPaAMMa MM IpaduK, Tak U JETECTKOBAasI, KPYroBas WM
AK30THYECKAsl My3bIpbKOBas Auarpamma. bosjee Toro, B mporpamMme CyIeCTBYET
BO3MOKHOCTb CO3/1aBaTb KOMOMHHMPOBAHHbBIE JUAarpaMMbl M3 pa3jiMuYHbIX THUIIOB,
COXpaHsisl X B KayecTBe 11abyioHa AJisl JaJIbHENIIEero UCIOIb30BaHMS.

Huarpammy B Excel MOXXHO pasMecTHTh JMOO Ha TOM K€ JIUCTE, TNIE YXKe
HaXoAWUTCs TabJMIa, U B TAKOM CIy4yae OHA HA3bIBACTCS «BHEIPEHHOI», 1100 Ha
OTJEIBHOM JIUCTE, KOTOPBII CTaHET HA3bIBATHCS «JIMCT JHATPAMMBDY).

B kauectBe mpumepa, nmonpodyemM NpeJCTaBUTh B HAIJIAHOM BHJIE JAHHBIC
€KEMECSYHBIX PACXO0/I0B, YKa3aHHBIX B TAOJIHULIE.

JUist co3maHusl AuarpaMMbl Ha OCHOBE TaOJMYHBIX JaHHBIX CHayalia
BBIJICIUTE T€ SYEHKH, MHPOpMAIUS U3 KOTOPBIX JOJKHA OBITH MpPEICTaBICHA B
rpadpuyeckom Bujae. [lpw 3TOM BHEMIHWK BHJ AWArpaMMbl 3aBHCHUT OT THIIA
BbIOpaHHBIX JAaHHBIX, KOTOPBIE JOJDKHBI HAXOAWUTHCA B CTOJOIAX WJIM CTPOKAaX.
3aroJI0BKM CTOJIOLOB JOJKHBI HAXOAUTHCS HaJl 3HAUEHUSIMH, a 3ar0JIOBKH CTPOK —
cieBa OT HHMX. B Hamiem ciydae, BBIAEISEM KIETKH COJEpKAllMe Ha3BaHUs

MCCAILICB, cratei pPacxoao0B UX 3HAYCHUA.



AT h ﬁ MpogykTel nUTaHWA
A B C D E F G H
_ lmespo  [gespeny [wapr  [anpens [weli  [wows  |acero |
2 [doxonpl
3 3apnnara 50 000,00 2| 50000,002| 50000,00#| 50000,002| 50000,008] 50000,00#|300000,00#
4 Crenengua 2500,002| 2500,008] 2500,008| 2500,008| 2500,008 2500,008| 15000,00#
5 Wroro 52500,00 2| 52500,009| 52500,008| 52500,00] 52500,008 52500,00#|315 000,00 P
B Pacxoabl
MpoaykTbl
7 |nuranun 2999,009| 3089,008| 5657008 234500P| 5643,008 2323,009| 22056008
& |Npoesa 1000,002| 2000008 233002 1587008 1789008 1457,008| 5067,00¢
9 |Pasenevenwa | 5000,00#| 6000,009| 4000,008| 7000,008] 3000,008| 5000,008| 30000,00%
10 [MuTeprer 300,008| 300,002  300,008] 300,008|  300,008] 300,008 1800,00¢
11 |Ogemna w obyss| 2000,002| 4000,008] 3500008 0,002| 1000,00p] 4000,008| 14500,00¢
12 [Mroro 9299,002| 11389,009| 10191,008| 11232,002 10732,008| 9080,002| 61923,00p
13
14 Hakonnewwa |43 201,002| 84312,002] 126 621,00 £|167 889,00 2| 209 657,00 8] 253 077,00 £ 253 077,00
15

3arem, Ha JieHTe BO BKiagke BeraBka B rpynmne JlmarpamMmmsbl BoiOepuTe

Hy}I(HBIﬁ THUII 1 BUOA OWAarpaMMBbl. Yto ObI YBUIACTH KPATKOC OIMMCAHHC TOI'O HWJIIN

HWHOI'0 THUIIA U B4 AUAI'PpaAMM, HeOGXOI[I/IMO 3aJICPKAaTh HA HCM YKa3aTCJIb MbIIIIN.

GAIAN TNABHAR
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B mpaBom HmkHeM yriy Onoka Jlmarpammbl pacrosiaraetcsi HeOOJbIast

KHOIIKa CO3HaTI) auarpammy, € IIOMOLIBIO KOTOpOﬁ MOJKHO OTKPBITH OKHO

BcraBka AuarpamMmabl, 0T06pa>1<a}0mee BCC€ BUbI, TUIIbI 1 111a0JIOHBI AuarpamMm.
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Tax >xe oOpaTuTe BHUMAaHHE, HA TOSABJIECHUE JOMOJHUTEIBHON 3aKiIaJKi Ha
nente Padora ¢ nmarpammamm, cojepkaiuas eme Tpu Bkiajaku: Konerpykrop,
Maker u ®opmar win KoHcTrpykrop U ®@opMar B 3aBHCUMOCTH OT BEPCHH,
YCTaHOBJIEHHOW y Bac nporpaMmmsl.

@opMaTUPOBaHUE U U3MEHECHHE THATPAMM

[Ipy mepBUYHOM CO3/1aHUM JUArpamMMBbl 3apaHee OYEHb TPYIHO OIPEIEIUTD,
KaKoil ee THUM MpeACTaBUT Haubosee HarJsIIHO BbIOpAaHHbIC TaOJIMYHbBIE JTaHHBIC.
Tem Oonee, BIOJHE BEPOATHO, YTO PACIOJIOKEHHUE HOBOM JHUarpamMMmbl Ha JIUCTE
OKa)XeTCsl COBCEM HE TaM, IJIe BaM XOTEJIOCh Obl, J1a U €€ pa3Mepbl BaC MOTYT HE
ycTpauBaTh. Ho 3T0 He Oefja — mepBOHAYANBHBIN TUIT M BUJ JUArPaMMbl MOXKHO
JErKO HM3MEHUTh, TaK K€ €€ MOXXHO MEepPEMECTUTh B JIIOOYIO TOYKY pabouei
00J1acTH JIMCTa WIH CKOPPEKTUPOBATH TOPU3OHTAIIBHBIE U BEPTUKAIBHBIE Pa3MEPHI.

Urto GbICTPO U3MEHUTH THUII JUarpaMMbl Ha Bkiaake Konerpykrop B rpynmne
Twun, pazMmemaroniencs ciesa, MeIKHUTe KHONKY U3MeHuTh THI Auarpammsl. B
OTKpBIBILIEMCS OKHE CJIeBa BBIOEPHUTE CHayana MOAXOASAIIMM THUIl JAHArpaMMBbI,
3aremM ee moAaTun M Haxkmute kHomky OK. [ImarpamMma Oyaer aBTOMaTUYeCKH
nepectpoeHa. Crapaitech moaOMpaTh TAaKOW THUIT JUATPAMMBbI, KOTOPBIA HanOoJee
TOYHO W HarJIIHO OyJIeT IEMOHCTPUPOBATH L€JIb BAILIUX BHIYMCICHUI.

Ecnun nanHble Ha AuarpaMme OTOOpaXkaloTcsi HE JOJDKHBIM 00pa3om,
MONpOOYHTE TOMEHSTH MECTaMU OTOOpa)XEHUs CTPOK W CTOJOIOB, Ha)XaB Ha
kHONKY, CTpoka/cronden B rpynie {annbie Ha Bkiagke Konerpykrop.

[TonoOpaB HyXHBIA THN AUArpaMMbl, MO>KHO MOpadOTaTh Haja €€ BHJIOM,
NpUMEHUB K HEW BCTPOEHHBIE B MpOrpaMMmy MakeTbl M ctuiu. Excel, 3a cuer
BCTPOEHHBIX PELICHUM, MPEIOCTABISET IOJIb30BATENSAM IIMPOKUE BO3MOKHOCTH
BbIOOpa B3aUMHOTO PACIOJIOKEHUS AJIEMEHTOB JAHMarpaMM, UX OTOOpa)keHus, a
TaK)Ke I[BETOBOI0 opopmiieHUs. BEIOOp HyKHOIO MakeTa U CTHJISL OCYIIECTBIISIECTCS
Ha Bkiaake KoHCTpykTOp B rpynmax ¢ TOBOPSIIMMHU Ha3BaHUSAMH MakeTsbl
auarpaMmm ¥ Ctwim auarpamm. IIpu 3ToM B KaXa0i M3 HHUX €CTh KHOIKA
JlonoJiIHMTe IbHBIE TapaMeTPbl, PACKPBIBAIOIIAs MMOJHBINA CIUMCOK MPENIaraéMbIxX

pELIEHUN.



W Bce ke He Bceraa co3faHHas WIM OTGOpMaTHpOBAaHHAs Juarpamma c
IIOMOIIBI0O BCTPOCHHBIX MAKETOB M CTWJIEH YIOBIETBOPSET IOJIb30BATENIEH
LEIUKOM U MOJHOCThIO. CIMIIKOM OONBIION pa3Mep MWPUPTOB, OYEHb MHOIO
MECTa 3aHUMAET JIET€HJ1a, HE B TOM MECTE HaXOAATCS MOJIMCU JAHHBIX WA cama
auarpaMMa CIUIIKOM ManeHbkas. CIoBOM, HET Mpejiena COBepUIeHCTBY, U B Excel,
BCE€, UTO BaM HE HPABUTCS, MOYKHO HCIPABUTh CAMOCTOATEIBLHO Ha CBOM «BKYC» H
«uBeT». [leno B TOM, 4TO auarpamMma COCTOMUT U3 HECKOJIBKMX OCHOBHBIX OJIOKOB,
KOTOpBIE BbI MOXETE (POPMATUPOBATH.

Oobnacmov oOuazpammsl — OCHOBHOE OKHO, TJI€ Pa3MEIIAlOTCs BCE
ocTajbHbIE KOMIIOHEHTHI AMarpaMMbl. HaBest Kypcop MbILIM Ha 3Ty 00JacTh
(mosBIISIETCSL YEPHOE MEPEKPECTHE), M 3aKaB JIEBYI0 KHONKY MBIIIH, MOXKHO
nepeTaniTh JauarpaMmy B JIOOyI0 4acTh JHCTa. Eciou ke BBl XOTHTE
M3MEHUTh pa3Mep AuarpamMMbl, TO HaBEIUTE KypCOp MBIIIM Ha JHO00M U3
YIJIOB WM CEPEIMHY CTOPOHBI €€ paMKH, U KOI'JIa yKa3aTellb MpUMET GopMy
JBYXCTOPOHHEN CTPEJIOYKH, OTSHUTE €r0 B HYKHOM HaIlPaBJICHUU.

Obnacmy nocmpoenus ouazpammsl — BKIOYaeT B cels
BEPTUKAJIBHYIO U TOPU30HTAIBHYIO OCH, PSiJl IaHHBIX, a TaK K€ OCHOBHBIE U
JOTIOJIHUTENbHBIE JINHUU CETKH (CTEHBI).

Pa0 oOannvix — pnaHHbIe, TNPEACTaBICHHbIE B TpaHUUECKOM BHUEC
(Imarpamma, ructorpamMma, rpaduk U T.1.). MOTYT UMETh MOJAINKCH JTaHHBIX,
oToOpaxarolue TOYHble IU(pPOBBIE TMOKAa3aTeId CTPOK WIH PAJIOB
aarpaMMal.

Ocv 3Hauenuii u o0cb Kame2opuii — 4YUCIOBbIE IapaMeETPBI,
PACIOJIOKEHHBIE  BJIOJb  BEPTUKAJIBHOW U  TOPU3OHTAIBHOM  JIMHHUM,
OPUEHTHUPYSCh Ha KOTOpPbBIE MOYKHO OLIEHWTHb JaHHBIE AUarpaMMbl. Moryt
UMETh COOCTBEHHBIE MOIUCH JCJICHUN U 3aT0JI0BKH.

Junhuu cemku — HarISAHO TPEJICTABISAIOT 3HAYEHUS OCEH U
pa3MeniaroTcsi Ha GOKOBBIX MaHENSIX, HA3bIBAEMBIX CTEHAMM.

Jlezenoa — paciindpoBKa 3HAUSHHUI PSIOB WIH CTPOK.



Jlrobomy  momb3oBatemo  Excel — mpemocraBnsiercs  BO3MOXHOCTH
CaMOCTOSITEJIbHO U3MEHSATh CTUJIM U XYJI0KECTBEHHOE MPEJCTABICHUE KaXJA0ro U3
BBILIETIEPEUUCICHHBIX KOMIIOHEHTOB AuarpaMmsbl. K Bammm yciayram BeIOOp LIBETa
3aJIMBKU, CTHJISI TPAHUII, TOJIIUHBI IWHUN, HAJTOKEHNE 00beMa, TCHEH, CBEUCHUS U
CrJIAKMBAHUS Ha BbIOpaHHbIE OOBEKTHL. B 11000H MOMEHT, MOXHO W3MEHHUTH
oOluii pa3Mep JuarpamMMmbl, YBEIUYHUTH/YMEHBIIUTH JIIOOYI0O €€ 001acTh,
HanpuMep, YBEIUYHUTh caMy JAuarpaMMy W YMEHBIIUTh JET€HIy, WIH BOOOIIe
OTMEHUTh OTOOPAKEHUE HEHYKHBIX 3JIEMEHTOB. MOXXHO U3MEHUTH YroJl HaKJIOHA
JarpaMMBbl, TIOBEPHYTH €€, CIeIaTh 00BEeMHOM WiH mIockoi. OgHuM cioBoM, MS
Excel comepuT  HMHCTPYMEHTBHI, TMO3BOJISIONIME  MpPUIATh  JUarpamMme
COOCTBEHHOPYUYHO Hanbosee ya00HbIN JJ1sl BOCIPUSATUS 00pa3s.

JInss W3MEHEHHsT KOMIIOHEHTOB JuarpaMMbl BOCIIOJIB3YMTECHh BKIIAJIKON
MakeT, pacrnofio>keHHOM Ha JieHTe B oOsnactu PaGora ¢ imarpammamm.

37ech Bbl HaWIETe€ KOMAaHJIbl C HA3BaHUSIMHU BCEX YaCTE€W AuarpaMmbl, a
HICJIKHYB 10  COOTBETCTBYIOLIMM  KHOIIKAM, MOXHO TE€peUTH K UX
dbopmatupoBanuio. Ecte u japyrue, Oosiee MpOCThIE CIMOCOOBI W3MEHEHHS
KOMIIOHEHTOB Auarpamm. Hampumep, 10CTaTOYHO MPOCTO HABECTU KypCOP MBbIIIN
Ha HYXHBI 00BEKT, U IMETKHYTh IO HEMY JIBa pa3a, MOCJE Yero cpa3y OTKPOETCs
OKHO (opMaTtupoBaHusi BBIOPAHHOTO 2JJIEMEHTAa. Tak K€ Bbl MOXKETE
BOCIIOJIb30BaThCA KOMaHAaMU KOHTEKCTHOI'O MEHIO, KOTOPOE BbI3BIBAETCS KIIMKOM
MPaBOM KHOMKU MBIIIHU 110 HY>KHOMY KOMITOHEHTY.

Camoe BpeMsi mpeoOpa3oBaTh BHEIIHWM BUJI HAlIEl TECTOBOW JUArpamMbl,
BOCIIOJIb30BABIINCH Pa3HBIMH CIIOCOOAMM.

Kak Bumure, BcTpoeHHble B Excel HHCTpyMeHTHI (opMaTUpOBaHUS
qUarpaMM JI€MCTBUTENBHO JAlOT IIMPOKUE BO3MOXHOCTU IMOJb30BATENSIM U
BU3YaJbHOE MPEACTABICHUE TAOJUYHBIX JAHHBIX HAa 3TOM PUCYHKE DPA3UTEIHHO

OTJIMYACTCA OT IICPBOHAYAJIBHOI'O BapraHTa.



Fpaduk poxopos u pacxoaos
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MpoayKTbl NUTaHUA

MpoAyKTbl NUTaHWA Mpoesn W Pa3sneyeHunn
NHTepHeT Opexpa v obysb M UTtoro

Ho na manHOW amarpaMMe BMECTO Ha3BaHUWS MECSAIICB HamucaHbl UQpHI 1,
2,3 ¥ T.1. DTO IPOU3OIILIO MOTOMY, YTO Ha3BaHUS MECSIIEB HE HaXOATCS PSIIOM C
TON YacThO TAOJUIIBI, IO KOTOPOM MBI CTPOWUJIM, U HAM HE YAAJIOCh BBIICIUTH UX
cpa3sy, KaK 3TO BO3MOKHO P MOCTPOCHUU I'paduka Mo 10xo0aaM (yJIaauB CTPOUKY
JI0XO/IbI ). BhIfiensieM UCTOYHHUKY J0X0/1a, Ha3BaHUS MECSIIE U YHCIIOBbIC 3HAUCHMS

JI0XOJIOB, BO BKJIQ/IKE BCTaBKa BLIOMPAEM THCTOTPaAMMY.
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AHBapb  ¢eBpasnb mapT anpenb ma NIOHb Bcero

W 3apnnata W CreneHgmA UToro
Kaxk BunuM, Ha3BaHUS MECSIIEB MOAIMMCAaHbl aBTOMATHYECKHU.
Bepnemcs k Hamel npeaslayiiei guarpaMmme u 700aBUM B HEE TaHHBIE.
HaxxumaeM Ha Hamy auarpaMmy, B KOTOPYIO MBI ceiiyac OyjeM BHOCHTH

naHHbIe U BO BKiasike KoHncTpykrop BeiOMpaem «BeiOpaTh JaHHBIEY.
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[Iepenecure aBe quarpamMMmel B CBOM OTYET U pacrieyaTanTe ero.
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