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NucTpyknus mo rexHuke 0e301acCHOCTH

1. O6mue TpedoBanus 6€30MACHOCTH

1.1.K pabore Ha mnEpCOHATBLHOM KOMIIBIOTEpE JOMYCKAIOTCA JIMLA,
npoweamme odyyeHue Oe30macHbIM METOJAaM TpYyJa, BBOJHBIM HHCTPYKTAK,
MePBUYHBIA HHCTPYKTaXXK Ha pabodyemM MecTe.

1.2.1lpu skcmiyatauid NEPCOHAJIBLHOTO KOMIIBIOTEpA HA YEJIOBEKAa MOTYT
OKa3bIBaTh JEHUCTBUE CIEAYIOIIME OIMAacHble W BpeAHble NPOU3BOACTBEHHBIC
(dakTopsI:

—  TIOBBILICHHBIA YPOBEHD JIEKTPOMATHUTHBIX U3ITYUCHUH;

—  TIOBBIIICHHBIA YPOBEHb CTATUYECKOTO DJIEKTPUUECTBA;

—  TIOHMDKCHHAsl MOHU3AIUs BO3AyXa;

—  craTudeckue (pu3nuecKue neperpysKu;

—  TepeHanpsHKeHHE 3pUTENbHBIX aHAJTU3aTOPOB.

1.3. CtyaeHT npH BBITIOJIHEHUH J1a00paTOPHBIX padOT 00sI3aH:

1.3.1.BBINONHATE TOJABKO Ty paboTy, KOTOpasi ONpeesieHa B METOJUYECKUX
yKa3aHUSIX.

1.3.2.ConepxaTh B YUCTOTE paboyee MecCTo.

1.3.3.Co06mtoath pexxuM Tpyia U OTIbIXA.

1.3.3.Co06mtoaTh Mephl TOKapHON 0€30MMacHOCTH.

1.4.PaGoune MecTa ¢ KOMIBIOTEpAMHU JOJIKHBI Pa3MEIIAThC TAKUM 00pa3oM,
9TOOBI PACCTOSIHME OT PKpaHa OJHOTO BHJIEOMOHHTOpPA N0 ThUIa IPYroro ObLIO He
Menee 2,0 M, a pacCTOSIHUE MEX1y OOKOBBIMH MOBEPXHOCTSIMU BUJAEOMOHUTOPOB -
He MeHee 1,2 M.

1.5.PaGoune mecta ¢ MEpPCOHATBHBIMU KOMIBIOTEPAMHU IO OTHOIICHUIO K
CBETOBBIM MIPOEMaM JOJKHBI PACIONIAraThCs TaK, YTOObI €CTECTBEHHBIN CBET Majall
cOOKY, MPEUMYIIIECTBEHHO CJICBA.

1.6.0xoHHBIE TPOEMBI B MOMEUIEHUSX, [JI€ HCIOJb3YIOTCS MEePCOHAIbHBIC
KOMITBIOTEPHI, JTOJKHBI OBITH 000PYIOBAHBI PETYIHPYEMBIMU YCTPONUCTBAMU THIIA:

YKAJTFO3U, 3aHABECEW, BHEIITHUX KO3BIPHKOB M JP.



1.7.PabGouas Mebenb Uil MOAb30BATENECH KOMIIBIOTEPHOU TEXHUKOM TOJIKHA
OTBEYaTh CIAEAYIOIIUM TPEOOBAHUSIM:

— BBICOTa pabouell MOBEPXHOCTH CTOJNA MAOJIKHA PEryInpoBaThCs B
npeaenax 680 - 800 MM; mpu OTCYTCTBUM TaKOW BO3MOKHOCTH BBICOTa paboueit
MOBEPXHOCTH CTOJIa JOJKHA COCTABIIATh 725 MM;

— pabounii CTOJ OJDKEH MMETh MPOCTPAHCTBO JUISI HOT BBICOTOW HE
menee 600 MM, riyOMHOW Ha ypoBHE KojieH He meHee 450 MM U Ha ypOBHE
BBITSIHYTBIX HOT HE MeHee 650 mM;

2. TpeboBanus 6€30MACHOCTH NIEpe Ha4yaaoM padoThI

2.1.IlogroroBuTh pabouee MecCTO.

2.2.0TperynupoBaTh OCBCIICHHE Ha pabouem MecTe, yOenuThcs B
OTCYTCTBHH OJIMKOB Ha dKpaHe.

2.3.1lpoBepuTh MPABHILHOCTh MOJKITIOUECHHS 000PYA0BaHUS K SJICKTPOCETH.

2.4.IlpoBepuTh UCTIPABHOCTH MPOBOJIOB MUTAHUS U OTCYTCTBUE OTOJEHHBIX
Y4aCTKOB IMPOBOJIOB.

2.5.1IpoBepuTh MpaBUILHOCTh YCTAHOBKHU CTOJIA, CTYJIA, MOJCTABKH IS HOT,
MIONKTPA, YIJIa HAKJIOHA SKpaHa, MOJI0KEHUE KIIaBUATyphl, MOJ0KEeHHE "MBIIIK" Ha
CHEIUATBHOM KOBPHKE, IIPU HEOOXOAMMOCTH MPOU3BECTH PETYIUPOBKY pabouero
CTOJIa M Kpeclia, a TAKXKE PaCIOI0KEHHUE AIIEMEHTOB KOMITBIOTEPA B COOTBETCTBHUH C
TpeOOBaHUAMH SYPTOHOMUKH U B IEJSIX UCKIIIOUEHHUS HEYTOOHBIX 1103 U JJIUTEIbHBIX
HaNpsHKEHUU Tena.

3. TpeGoBaHus 6€30MACHOCTH BO BpeMs pabOThI

3.1.Crynenty nipu padote Ha [IK 3amnpemiaercs:

— TpUKacaThCsd K 3aJHEH TMaHeTu CHUCTEMHOro OJjioka (Iporieccopa) MpH
BKJIFOYCHHOM MUTAHUU;

— MepeKyIoYaTh pasbeMbl HHTEpDEUCHBIX Kabemel mepudepuitHbIx
YCTPOKMCTB MPH BKIFOUCHHOM TUTAHUY;

— JIOMyCKaTh TIOMaJaHhe BJard Ha MOBEPXHOCTh CHCTEMHOro Oyioka
(mpouieccopa), MOHUTOpPA, pabOUyl0 MOBEPXHOCTh KJIaBUATYPhI, IHCKOBOJOB,

MIPUHTEPOB U JPYTUX YCTPOUCTB;



— MPOU3BOJIUTH CAMOCTOSITEIBHOE BCKPBITUE U PEMOHT 000PY0BaHUS;

— paboTaTh Ha KOMIBIOTEPE MIPU CHATHIX KOXKYXax;

— OTKJIKOYaTh 00OPYIOBAHHE OT JEKTPOCETH U BbIIEPIUBATh SJIEKTPOBUIIKY,
JIepKach 3a IIHYP.

3.2.1IpoA0mKUTENIBHOCTh HEMPEPbIBHON pPabOThl € KOMIIBIOTEpOM 0€3
pErjlaMeHTUPOBAHHOTO MEpPEPhIBa HE TOJKHA MPEBBIIIATH 2-X YACOB.

3.3.Bo Bpems periaMeHTUPOBAHHBIX EPEPHIBOB C LEIbI0 CHUKEHUSI HEPBHO
- DMOLIMOHAJBHOTO  HAINpPSKEHUS, YTOMJICHHMSI 3pUTEIBLHOTO aHalu3aTopa,
YCTPAaHEHUs BIMSHUS TMIIOJAMHAMHUM W TUIIOKWHE3UH, MPEIOTBPAIICHUS Pa3BUTHS
MO3HOTOHUYECKOTO YTOMJICHUS BBITIOJIHATH KOMIUIEKCHI YITPaKHEHH .

4. TpeboBanust 6€30MaCHOCTH B aBAPUMHBIX CUTYalUsAX

4.1.Bo Bcex ciywasix oOpbIBa MPOBOAOB MHTAHUS, HEUCIPABHOCTU
3a3eMJICHUSI U JIPYTUX TOBPEXKACHUM, MOSBICHUS Tapy, HEMEJICHHO OTKIIOYUTH
UTaHUeE.

4.2 .He nmpuctynath K paboTe 0 YyCTpaHEHHS] HEUCITPABHOCTEH.

4.3.Ilpu monydyeHWHM TpaBM WM BHE3AITHOM 3a00JIEBaHUM HEMEJICHHO
U3BECTUTh OPraHU30BaTh MEPBYIO JOBpaue€OHYIO MOMOINb WJIH BbI3BaTh CKOPYIO
MEIUITMHCKYIO TTOMOIIIb.

5. TpeboBanus 6€30MaCHOCTH IO OKOHYaHUHU PAOOTHI

5.1.OTKIII0OYUTh MUTAHUE KOMIIBIOTEPA.

5.2.IlpuBectu B OpAIOK paboyee MeCTo.

5.3.BBIMOTHUTE yIpaKHEHUS JUTs TJ1a3 U NMalbIeB PYK Ha pacciabiieHue.



JlabopaTopHas padora Nel

IMepBuYHbIe HACTPOIIKH MapaMeTPOB Me4aTHOro 1okymenta MS Word

Ilens u 3amaum pabOTHI: OBIAJETh HAaBBIKAMH HACTPOWKH IMapaMeTpPOB
cTpaHullpl, mpudTa u ad3anma B gokymeHtax MS Word, HayduTbcs BCTaBJISATH
HOMEpa CTPaHUI] B JOKYMEHT, U3YYUTh COUYETaHUE KJIABUII U TOpsiYME KIABUIIU B
Word.

3HaTh: TpeOoBaHMS K OGOPMIICHHIO TEKCTOBBIX JIOKYMEHTOB B
YHUBEPCUTETE COTJIACHO CTaHAAPTY, COUETAHUS TOPSUYUX KIIABHIII

YMeTh: KONMUpOBaTh W BCTABJSITH TEKCT B JOKYMEHT, IOJIb30BAThCS
Pa3IMYHBIMUA COYETAHUSIMU TOPSYUX KIIABHUII, TMPUMEHATh K TEKCTYy HACTPOUKHU
COTJIACHO TPeOOBAHUSM YHUBEPCUTETA

Brnaners: HaBbIKaMu HACTPOWKH MapaMeTPOB CTpaHUIlbI, mipudTa U ad3ama
B n1okymeHTax MS Word

1. Co3paiite HoBBII AokymMeHT MSWord.

BeimonHnTe HACTPOMKY MOJEW CTpaHHWIBI MEPEWsl BO BKIAAKy Pa3merka
ctpanubl— [lons— HacTpauBaembie noss. Y CTaHOBUTE apaMeTPhbl CTPAHUIBI:
Bepxuee u HmkHEe - 2 cM
JleBoe - 3 cm
ITpaBoe — 1,5 cm.
2. Bxurounte pexxnm «OToOpa3uTh BCe 3HAKW» BO BKJIaAKe [ maBHas.

DaAn TNABHAR BCTABKA AH3ANH PAIMETEA CTPAHNLL CCHNKM PACCHLNKIA PELIEH3MPOBAHME
—
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Dopraar obpasuy
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3. O3HaKOMBTECh C COJEP)KAaHMEM OJTOW BKIAJKH, a TaKKe C OKHOM

«Hpudt»



WpndT | JononHurtensHo

WpudT: HadepTanne: Pasmep:
Times Mew Roman OBEIYHEI 14
Sitka Text " 9 ~
Smudger LET Kypcve 10
Snap ITC Monyx1pHEiA 11
Square721 BT NonyknpHeii Kypeons 12
Staccato222 BT v hd

LUgeT Tekcra: NoaqepkuBaHNE: LigeT noAYepkuBaHna:

| — | | e ] [ amo

EvgonIMeHeHne
[] zauepkryTaii

[ mansie nponnchsie
[[] geoiinoe saueprusarme

[ HaacTpoureii

[ noacrpounpii

[[] see nponucnsie
[ exprireii

OBpazey,

Times New Roman

WpudT TrueType, OH MCNONB3YETCA ANA BHIE0AA KAK HA 3KPaH, TAK W HA NPUHTED,

4 |ﬂo YMOAYaHHUKD | ‘ TekcToBsIe 3 GEKTh. | | oK

" «Ao03amy

OTcrynel v MHTEpEanEl | MONOKEHNE Ha CTPAHWULE

OBwmne

BripasHUBaHue: p

YpoBeHs: OcHOBHONA TekeT u CBEpHYTH N0 YMONHaHHID

[ <]

OTcryn
Cnega: m nepeag rpoka: Ha
Cnpasa: m [HeT) . &‘

:

[[] 3epkanehbie otcryns

WHTepBan
Nepea: ont EI MERAYCTPOYUHEI: ZHAYEHME:
Mocne:

MHoxuTENE :l 1,15

He 40BaBEnATE MHTEPEAN MEXIY aB3aLaMK OAHOTO CTUAA

O6pa3zey

‘ TaBynayma... ‘ | Do ymonyaHumo | | oK

|| OTmena |

O3HaKOMBTECH C COJICPIKAHUEM PTOM BKJIAJIKH,

0c000€ BHIMaHHE YICIUTE
omokam "Hpudt" n "Abd3am"

B 61oke mpudT BO3MOKHO YCTAHOBUTb:

1. mpudr,

MMAE  BCTAB AM3A  PA3M CCHIN

X ||Times Mew Roman - |14 -
By M K M -abe x, x° Fo
¥ A-W-.A-Pa- A A

LpKudgT a

= A C [

2. Pasmep mpudra



ECTABKA AN3AAH PASMETKA CTPAHKMUI

- -

Times Mew F -8 14 -l A Aa~- A

- = I.?Tab L L
obpasty K M ~abe x, Xx* [A~%-A

] WpndT la
3 2 1 N 1.

3. IIpuMeHUTH NOIYKUPHOE WIN KYPCUBHOE HAUEPTAHUE TEKCTA, & TAKKE
MMOAYEPKHYTh TEKCT

BCTABKA AN3AAH PAZMETEA CTPAHIALLEI

Times New F ~ |14 A A Aa- A

WM K Y e x, ¥ A-F-.4-

obpazuy
P WpwdT P
3 2 1 X 1.
4. BBI}IGHI/ITB TEKCT IBECTOM HJIN ITIOMCHSATH IBCT IIIpI/I(l)Ta.
BCTABKA JN3AAH PAIMETKA CTPAHWLBI

Times Mew F - |14 - A A Aa- A

- 2 A aby -
ipa?‘w * K ﬂ = Hz * w

P WpwugT P
= = - )

Jlnst Toro, 4To0Bl M3MEHUTHh HACTPOWKM IpudTa WM ad3ama, He0OX0IUMO
BBIJICITHTH TEKCT, KOTOPHIH Bl coOnpaeTech peIakTHPOBATh.

Jlns Toro, 4ToOBI TEpEeHTH B paCIIMPEHHOE MEHIO HACTPOWKH IpudTa
HEOOXOAMMO Ha)XaTh IMPABOW KHOMKON MBIIIM IO BBIICICHHOMY TEKCTY H B

KOHTEKCTHOM MEHIO BhIOpaTh cTpoky "llpudt".

2 1 a 1 ¥ i 3 4 5 6 7 k] 9 10 11 12 13 14 i5 16~ 17
. JlaGopaTopHasa-padoTa-Nelq
. IlepEHYHBIE HACTPOHKH TAPAMETPOR TIeYATHO ~+mormnsan a.AIQ Aninna ¥l
Times NewRoi » |14 ~| o° o7 & A_dv
T e
¥

ar (RN 7
Ilens: paoOTEL: - OBIAEeTh HABBIKAMH' HaCTPOH KK QL= i=r
mpr¢Ta H-ab3ana B-gokyMeHTax MS-Word, HayIHTbCA RCTARTIATR -HOMENA CTDAHHIT

BIOKYMEHT, H3y{HTh COYeTAHHE KIABHII H TOPATHE KJ o6 Bepesats

T E® Konupoeats

1.-CoanafiTe: HORBIH HoKyMeHT MSWord.: BEL 'y Napamerpes ncrasion: el
CTpaHHIEI' IepeHas- Bo' BKIaOKy " PasMeTKa  CTpaHHIbI- = Ele
0N 'Y CTAHOBHTE TIApaMeTPhI -CTPaHHIBL Y D

BepxHee H-HIKHee -2 M A Upugr..

.]-.[EBOB"B'CMT =4 Abzay.

ITpagoe—1,5-¢M.g QOnpegenuts

2.-BrmouHTe peskuM «OT00pa3HTh Bee 3HAk CHHOHMMEI »o

O3HaKOMBTECh C'COACPKAHHEM STOH BRIAMKH, ‘A°Ta B [lepesos

Mewck ¢ nomoweto Bing

Munepeceinka..,

WpndT | JononHWTensHo

Les

Cozgate npumedapne

WpudT: HauvepTanue: Pazmep: I
Times New Roman OBB4HER 14



Bo3Mo0xHO Takxke Hepel\/'ITI/I HaXaB Ha KHOIIKY IIEPEXoaa B KOHTCKCTHOC

MECHIO U3 BKJIAJKH I''IaBHAsA
CTABKA AN3AIAH PAIMETKA CTPAHILLEI CCBINKA PACCHINKKN PELIEH3MPOBAHKE ElNA MathType

TimesNewF~[14  ~|A A Aa- A Z.i=-%=. &= 4 1

aas6Berr) aas6eer; AaBO

WK M ~abex x° [0~ A =E=== = T OBeivnbia T Bes wHTe,.. 3aronoso..

BUy

P W pweT AB3ay P
i = : Wpwud (Ctrl+D) 10 11 12 i3
. - o

HacTpoiika Tekcra ¢

MCMNOAEI0BIHWEM PACLLIMPEHHBIX

napametpos WpngTa usHakos,  [ETATHOTO0 TOKYME]
No3B0AILLAA NPUAATE

ACKYMEHTY HyHBIA B,

—it=1| Bel moxeTe 4o0GaBMTE B TEKCT [aCTPOHKH" MapaMel
]]]P'H‘fb pazHble cTUAK M UEeTa, a Takke  THHIBCA'BCTABIIATE T

o EWMZyanbHBIE 3 EKThl, TAKWME KK - -
B 10K} ) bperTel, TakNE K3k gopeETIARHITH B W
ZEHEPKHEEHHE_. Hﬂ,.'J,CTF:C‘-IHblH

TEKCT 1 NpEeBpaLLeHNE BCex ByKE
B MponMCHBIE. rd." BEIIOTTHATE " HA
CTpaHHLE! [IEPEHIA" BO" BRIANKY  PasMeTKa CTpaHHIBI— I1oma— -]
O, "Y CTAHOBHTE TIAPAMETPEL CTPAHHIIEL Y
BepxHee HHIKHee -2 ¢y
Jlepoe---3-cMy
IIpaBoe—1,5cM.
2 -BRIIOTHTE PeKHM «OTo0pasHTh Bee 3HAKH» ‘BO BKJIAL
(O3HaKOMBTECH C COAepKaHHEM 3TOH BKIAIKH, "2 TaKyKe ¢ 'OKHO?
]

O3nakoMmbTech ¢ Bkiaakamu "pudt" u "JonomuurenbHo".

WpudT ? X

Wpndt |

Mex3IHaKOBERIA MHTEPEAN

MacwTab: 100% ~

WHiepean: | OBBIYHEIA | Ha 3
CMmeweHre: | Het ~ Ha: =

[] Keprunr gna sHakos pasmepom: *-| nyHKTOE M Bonee

WpugTe OpenType

Nuratypei: Het e
WHTepBan mexay uyrgpami: | Mo yMondaHum ~
PopmMel LMgp: Mo ymonyaHue e
LCTuancTryeckne Habopel: Mo ymondarume ~

[[] Mcnone30BaTe KOHTEKCTHEIR BapUaHTEI

O&pazey,

Times New Roman

WpugT TrueType, OH MCNONEZYETCA 40 EBIEOJA KaK HA 3KPAaH, TAK W Ha NPUHTER.

Mo ymonYaHuo TekcToBble 3@ MerThl... OTmeHa

B paznene "AG3an" BkJIaJKu ri1laBHAas BO3MOXKHO:



1. HacTpouTs BIpaBHUBAaHHUE TEKCTA I10 JIEBOMY Kparo, LIEHTPY, TPAaBOMY

Kparo U IMIUPHUHE

! Abzay P
3003 4 5 5 7

HacTtpouts pazMep MexayCTpOUYHOTO UHTEpBaJIa

JlaHHbBII pa3fen UMEEeT paclIupeHHOe MEHIO, IEPEUTH B HEr0 MOXKHO
crocobamu, aHAJIOTMYHBIMU clloco0aM repexoza B pacuupenHoe mexto "pudt".

O3HakoMbTeCh € BKJIAIKON "OTCTYyNbI U UHTEPBAJIBI' B PACIIUPEHHOM MEHIO

"AO3ar".

CTCTynBl M MHTEPBaNkl | MOAOKEHWE HA CTPAHKMLE
Oéwme
ErplpagHWEaHWE: | M0 WHpHHE v

¥poBeHE: OcHOEHOM TeKIT v CEEPHYTH MO YMOAYAHWID

OToryn
Cnega: Ocm = Nepeag crpoka:
Cnpasa: O = OTeryn

[] 2epranbhuie oToryne

MHTEpEAN
Mepea: onT = MEWAYCTPOYHBI: 3HAYEHMHE:

Mocne: ont = 1,5 CTPOKM W =

|:| He go0BaenaTe MHTEPEAN MEXLY ab3auamun 0AHOMD CTHAA

Oépazey

U paiSonsd: OEAD0CTE HISEMIA FICTROMNA MPIMETRON CTRaFMLE, wpsdTa W afzas o Acecgaceman ME
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5. O3HaKOMbTECh ¢ coueTaHueM KiaBuil B WOrd, npuBeieHHBIM B TaOJIHIIe

1.
Tabnuna 1

['opstune knasumm Word
JlericTBue CoueTraHue KjaBHIII
OTKpBITH CTRL+O
CoxpaHuth CTRL+S
3aKphITh CTRL+W
BeipesaTh CTRL+X
Konuposats CTRL+C
BcraBka CTRL+V
Bri6paTs Bce CTRL+A
[Tomy>xupHbIi CTRL+B
Kypcus CTRL+I
[ToguepKkHyTHII CTRL+U
YMeHbIIHTh pazmepa mpudra Ha oaud myHKT | CTRLA[
YBenuunuth pazmepa mpudra Ha onuH myHKT | CTRL+]
BBIpOBHATH TEKCT IO LEHTPY CTRL+E
BBIpOBHATH TEKCT IO JIEBOMY Kparo CTRL+L
BBIpOBHATH TEKCT IO TPABOMY Kparo CTRL+R
OtMmena ESC
OTMEHUTH OmepaIrio CTRL+Z
[ToBTOPUTH ONEpALUIO CTRL+Y




6. Otnenurte Oyaymuil TUTYJIBHBIMA JIUCT OT JIUCTA JIAOOPATOPHON pabOTHI
paspeiBom ctpanuiisl (Ctrl+Enter).

/. Ha BTOpOM IMCTE€ HamedaTtaite CBOM (QaMWIMIO, UM U OTYECTBO.
Ucnonwiyro couetanus kiaBuim CTRL+C u CTRL+V cnenaiite TeKCT, COCTOSAIIUN
u3 10 ab3anes.

8. VYOenurech, 4TO B JJaHHOM TEKCT€ HET OTCTYINOB J0 W Moclie ab3ana,
ycTaHOBHTE a03amHbli oTeTym 1,25,

9. K kaxxnomy ab3aily TekcTa MIpUMEHUTE yKa3aHHOE (popMaTUpOBAaHUE!

|.IlepBbrii ad3anm wmpudt 12 nyHkToB, 1 MEXAYCTpOUHBIM HHTEpBAI,
BbIpaBHUBAHUE IO IIUPUHE
II.Bropoii a63am wmpudt 14 nynkroB, 1,5 MeXIyCTpOUYHBI HHTEpBa,
BbIPaBHUBAHUE T10 JIEBOMY Kparo, MOAYEPKHYTHIN
1. Tperuii a63an mpudt 16 MyHKTOB, 2 MEXIYCTPOUHBIA MHTEPBAJ, KYpCHB,
BbIpaBHUBAHUE 110 IPABOMY Kparo, pa3pe:KEeHHBIN HHTEPBAT MKy OYKBaMU TEKCTa
IV.YerBepThiii ad3an mpudt 13 myHkToB, 1,25 MEXIyCTpOUHBIN WHTEpBAI,
NOJTY>KUPHBIN KYpCUB, BIpaBHUBAHHE O IPAaBOMY Kpalo, YIJIOTHEHHBINH UHTEpBal
Mex 1y OyKBaMU TEKCTa
V.Iareiii  a63am  mpudt 15 mnyHkTOB,]1 MEKIYCTPOUHBIM HHTEPBAI,
BbIpaBHUBAHUE IO MIHUPUHE, 3a4EPKHYTHIN
Vi.lllecroii a63am mpudt 14 nyskroB, 1,5 MeXmTyCTpouHBIH HWHTEpBAI
BBIPABHUBAHHUE 110 IIMPUHE, JBOMHOE 3a4€pKUBAHUE
VIl.Cenbmoii a63anm mpudr 14 mynkroB, 1,5 MeXIycTpouyHBIM HHTEpBa
BBIPABHUBAHHUE 110 IIMPUHE, HAJCTPOUYHbBIE U NTOJCTPOUYHBIE CUMBOJIBI
VIll.Bocbmoii a63anm mpudt 14 mysHkToB, 1,5 MEXIyCTpOUHBIA HWHTEpBAI
BBIPABHUBAHHUE 110 IIMPUHE, MaAJIbIe€ IPONKUCHBIE OYKBBI
IX. deBsaTbiii a63anm mpudt 14 nyskToB, 1,5 MeXaycTpouHBIM HHTEpBaI
BbIPAaBHMBAHUE MO IIUPUHE, U3MEHUTH LIBET MIpUPTa
X decarbiii a063anm mpudt 14 nmynkroB, 1,5 MexaycTpouHbIi HHTEpBal

BBIPpaABHHUBAHUEC 110 HIMPHUHEC, BBIACINUTL TCKCT IBCTOM.



JlanHoe 3amaHue HEOOXOJIHMMO BBINOJHUTH JUJISi TOrO, YTOOBI BUIETh, Kak
MEHSIETCS TEKCT IIPU PA3IMYHBIX HACTPOUKAX U YMETh 3TU HACTPOWKU U3MEHATH U
youpars.

HeoOxonumblii HAacTpOWKM TEKCTa [l TEKCTOBBIX JOKYMEHTOB B
YHUBEPCUTETE:

Texcr nmoxkymeHTa HaOupaercs Ha Kommbiorepe B dopmare .rtf uam .doc u
neyaTaeTcss Ha OJIHOM CTOpoHe yucta Oenoit Oymaru ¢dopmara A4 (210x297).
Mpudt — Times New Roman. L{Ber mpudra — u€pnsiii, pazmep mpudra — 14.
AG3alHbBI OTCTYN JOJIKEH OBbITh OJAMHAKOBBIM IO BCEMY TEKCTY JIOKYMEHTa U
COCTaBJIATH 1,25 cM. MeKCTpOUHBIM MHTEPBAJ MOJIYTOPHBIN. BeIpaBHUBaHME TEKCTA
— IO IIUPHHE.

Ha mnepBoii cTpaHune oOT4YeTa BBITOJIHUTE TUTYJIbHBIA JHUCT, COIJIACHO
IPUBEJCHHOMY HUKE IPUMEDPY.

Texkct, HameyaTaHHBIA KYpCHUBOM, IMOSICHAET TO, KaKUM JOJDKHO OBITh
dbopMaTUpoBaHUE TEKCTa HA TUTYJIbHOM JHCTe. [leyaTaTs ero He HYKHO.

10. BcTaBbTe HOMEpA CTpAHUIL B JIEBBI HUKHUM yrojl OTYETA U UCIIONb3YS
BKJIaIKy BeraBka— Homep ctpanunbi— BHusy crpannisi— Crpasa.

11. IlepeiiauTe B HUXKHHUI KOJIOHTUTYJI, HalleyaTaTe B HEM CBOE MM,
yOenutech, 4yTo Bamie uMsi aBTOMaTHYEeCKHM MOBTOPUIIOCH BO BCEX HIDKHHUX
KOJIOHTUTYJIaX JOKYMEHTA.

12. TloctaBbTe rasouky HarmpoTUB oA «OCOOBIA KOJOHTUTY JJIS MEPBOM
cTpaHuily» Bo BkIaake Koncrpykrop. Y6eautech, 4uTo HOMEp Ha TEPBOM CTPAHUIIE
HE 0TOOpaXKkaeTcs.

13. Tlepeiins Bo Briaaky BcraBka— Homep crpanuiisi— dopmat HOMEpPOB

CTaHuIl HAYHUTC JOKYMCHT CO CTPaHHUIIbI 5.



opmat Howepa: [EENI v |

[ BkntoumTe Homep rnasu

HAYMHAETCA CO CTHAA: | 3aronosok 1
PasgennTent: - [aedag)

Mpumepsi: 1-1, 1-4

Hymepauusa crpaHmLy,

(®) npogonKuTL
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PacnieuaraiiTe 1oay4uBIINNCS OTYET.



MunoOpuayku Poccun
IOro-3anaanblii rocy1apcTBeHHBIN YHHBEPCUTET
(nonyorcupnwiti, 14 nynkmos. 1 unum, no yenmpy)

Kadenpa
(nonyscupnwiii, 12 nynkmos. 1 unum, no yenmpy)

Jlabopartopnas padora No
(16 nynxmos. 1 unm, no yenmpy)

10 JTUCHUIIJIINHC: ((I/IH(l)OpMaTHKa»
(16 nynxkmos. 1 unm, no nesomy Kpaio)

Brimonumt: CTYJCHT IPYMIIbI
NBanos N.N.
[TpoBepwui: K.T.H., JOLICHT

Konanbsixuna T.H.
(14 nynxkmos. 1 unm)

Kypck-20__ r.
(14 nynkmos. 1 unm, no yenmpy)



JlabopaTopHas padora Ne2

Co3aaHue CNMCKOB U aBTOMAaTHYEeCKOro orjaasiaenus MS Word

[lenb u 3amaun paboTHI: HAyYHTHCS co3aaBath B MSWordmapkupoBaHHbIe,
HYMEpPOBaHHbIE CIUCKH U MHOTOYPOBHEBBIE CIIMCKH, CO3/1aBaThb aBTOMATUYECKOE
OTJIaBJIEHHE U PACCTaBISATh AaBTOMAaTUYECKHUE CCHUIKM HA UCTOUYHUKH JINTEPATYPHI

3HAaTh: TUIIBI CIIUCKOB MPU OPOPMIIEHUH TEKCTOBBIX JOKYMEHTOB, UTO TaAKOE
aBTOMAaTUYECKOE OIJIaBJICHHE, KaK OQOpPMIISIETCSl CIHMCOK JIUTEPATyphl U JJIS YETOo
HY>KHBI CCBUIKU Ha JIUTEPATypPy

YMeTh: BCTaBIATh B JOKYMEHT aBTOMAaTHYECKHWE CIIMCKH, CO3]/1aBaTh
aBTOMAaTHYECKOE OIJIABJIICHHE, CO3/1aBaTh aBTOMATUYECKHUE CCHUJIKM Ha MCTOYHUKH
JTUTEPATYPbI

Brnagers: HaBbikaMu 100aBiEHUS B JOKYMEHT aBTOMATHYECKHX CIHUCKOB,
CO3/1aHUsl aBTOMAaTMYECKOTO OIJIABJICHUS, CO3/IaHUS aBTOMATMYECKUX CCHUIOK Ha

HNCTOYHUKH JIUNTCPATYPBhI

Br1 MoxkeTe ObICTpO 106aBUTH MApKEPhI UM HyMEPAIIUIO K CYIIECTBYIOITUM
ctpokam Tekcta. Kpome Toro, Word MoskeT aBTOMaTH4eCKH CO3/1aBaTh CIHCKH IO
Mepe TOro, Kak Bbl BBOJAWTE TeKCT. [lo ymomuanutio, ecnu B Hauaje ab3aia Bbl
BBOJIUTE 3Be3/104Ky 1 mipodes, Word co3paer MapKkupOBaHHBIH CIIUCOK. Ecin e Bbl
HaYMHAETe BBOJ ab3ara ¢ Homepa, Word coziaeT HyMepoBaHHBIH CITUCOK. Eciu BB
HE XOTHUTE, YTOOBI TEKCT CTall CIHUCKOM, HaKMUTE TMOSBISIONIYIOCS KHOIKY
[TapameTpsl aBTO3aMeHbI-300paskeHre KHOTIKK U BRIOEPUTE APYTOi mapameTp.

1. OTaenure TUTYIABHBIN JUCT OT TA00PATOPHON pabOTHl HAKATHEM KIIABHIII
CTRL+Enter.

2. B Bepxue#t wactu BTOporo ymcra Hanumute «[ maBa 1. Hazeanue 1». C

HOBOI CTPOKH HAOEPHUTE YETHIPE JIFOOBIX CII0BA, KaXKI0€ C HOBOW CTPOKH, BBIJICITUTE

TEKCT U COPTUPYWUTE ero mo aidaBUTy HUCIOIb3YSd HUKOHKY Al , TIpeoOpazyiirte

JAHHBIN TEKCT B MAPKUPOBAHHBIN CIIUCOK UCIOJIb3YSI UKOHKY — ™.



3. B BepxHel yactu TpeThero iucta Hanumute «I ' naBa 2. Hazpanue 2»

g —
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5 —

BceraBbTe pOCTON HyMEPOBAHHBIN CIIUCOK, UCIIOJIb3Ysl UKOHKY . Cozpnaiite

CIUCOK U3 4 3JIEMEHTOB, COPTUPYUTE €ro Mo an(aBuTy.

4. B BepxHeii yacTu yeTBepToro jgucta Hanumure «I'maBa 3. Hazpanue 3».

Co3naiiTe MHOTO YPOBHEBBIW CIIMCOK, UCITOIb3YsI HKOHKY =7 Tlon uupoit oauH
B CITMCKE HAMMIINTE CJI0BO «I JacHbIe», HAKMUTE ENter, moHu3pTe ypoBeHH CIMCKA
¢ 2 10 1.1 ucnone3ys knaBuiny Tab. [lepeuncnure 4 m00bIe IIIacCHbBIC TAK, YTOOBI
KakJast ObliIa HOBBIM 3JIEMEHTOM criiucka. [ToBeichTe 3emeHT cniucka 1.5 mo 2
HaXkaTUEeM codeTaHuil kimaBui Enter. Hanumure B myHkTe 2 ciioBo «CorjacHbIey.
Hanee nepeunciinre 4 coracHple, Tak, YTOOBI KaXk1ast ObLIa OTJACIBHBIM
AJIEMEHTOM CITMCKA BTOPOTO YPOBHSI.

5. I3MeHuTe HavyallbHOE 3HaUeHUE CIUcKa ¢ 1 Ha 3, MICIIKHYB MpaBoOi
KHOIIKOM MBI 110 1udpe 1 B circke HanpoTuB ciioBa «I J1acHBIE)», H3MEHUTE
yYpOBEHb 3TOM CTPOKH crircka ¢ 1 Ha 2 B py4HOM pexkume. Mi3aMeHuTte B pydHom
peXXUME BCE OCTANIbHBIE DJIEMEHTHI CITUCKA TaK, 4TO ObI clIoBO «I J1acHbIE» B CIIUCKE
umeno Homep 3.1, «Cornacupie» 3.2, TimacHbsie OykBbI HOMepa 3.1, 3.2, 3.3, 3.4;

corjlacHble OykBBI HOMepa 4.1, 4.2, 4.3, 4.4,

JA3METKA CTPAHWUBI CChIIKM PACCHINKIA PELIEH3WPOBAHKE BUA Foxit PDF
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6. B tom caywae, ecnu BeaeTcs KpynHas palOoTa (KypcOBOMl MpPOEKT,
nurioMm, aucceptanus) u PII3 HacuuThIBaeT HECKOJBKO ACCSATKOB pPa3/iefioB U
MOAPA3NAEIOB, TO PY4YHOe (POpPMHPOBAHUE OIVIABJEHHS CTAaHOBHUTCS BEChbMa
3aTpyaHUTEeNbHBIM. [l co3nmanusi orjaBiaeHust B Word cremyeT Bo BKJIagKe

"CcplIKH'" B ITYCTYIO CTPAHUIY TOKYMEHTA BCTABUTH ITYCTOE OTJIABIICHHUE.

Mid9- 0= e —
m naeHas Beraeka PasmeTEa cTpaHnUgl Cebinkn Paccuinkmn PeueHzMpOBaHNE Buag Dopmyna Hagcrpoikn
[Zw AoBasuTe TekeT ~ [ BeraswTe KoHuesy® cHocky 3 3 ¥npasnerme ncrourikami Mj 2] Cnmcox wantocrpauuit
2 O6HOBUTE TaB ULy Ag Cheaywiwan cHocka = R Crwns: APA Fifth Edition ~
Ornaenenve BeraenTe Becrasute BecragnTe
- cHOCKY ceuinky * ﬂJan(nKﬂm‘repaTypm - HasgaHue L] MEPEKPECTHAR CCbinka
| Berpoennwit CCBU1KN M CINCKN NTEDATYPEI Hazgarua

AsToCO6MpaeMoe ornasnedme 1

Ornasienue
Sarononok | .. 1

ABTOCOGHpaeMOe OrnasneHne 1

ABTOMATMHECKW COBMPAEMOE OMAABAEHME [C
Pt g d bapazmen
saronoekom quot;OrnasneHmne’], koTopoe

EK/I043ET BECh TEKCT, 0 OPMABHHEI

CTUNAMK “3aronoBok 1-3° Apa3fel (HCHPAETeHHRIH)
| mpaszen
1
1
hapazzen
PyuHOe OrnasneHne opazmen
(BCTaB. )

Ornansenmne
sapazmen

mpazzen

papaszen

5] Ornasnenue...

= azgen
[ vaanure ornasnenne Apasa

Ha skpane nosButcs cooOieHne 06 OTCYTCTBUU 3JIEMEHTOB OIJIABJICHUS. DTO
€CTECTBEHHO, T. K. y Bac emie HeT TeKkcTa ¢ pa3jenamu.

Korna Bel HaGepeTe HY)KHBIN TEKCT, pa3METUTE TJIaBBI B 3TOM TEKCTE, HY)KHO
OyZeT Tu pa3esbl BHECTH B orjaBieHue. [yt 3Toro, ycTaHOBUTE KypCcoOp B TEKCT
Ha3BaHUs paszzena u HaxMuTe KHONKY " lo6aBuTh TekeT'. B BrimagatonieM MeHIO

BbIOEpETE HYXHBIM ypOBEHb BIIOKECHHOCTH M OOHOBHUTE IICIMKOM OTJIaBICHHUE B

OTBCT Ha COOTBCTCTBYIOLICC COOGHIGHI/IG.

Wid9-ois ——

m nasHan EBcTaska PazmeTka CTRaHWUE CCBINKK Pacte

= - . n
[Z¢ AcBaBuTe TEKT * A Rl i) BCTaBNTE KOHLEEYID CHOCKY

He BKkAOY3TE B OrN3BAEHKE Ai Cnegytowan cHocka ~
OrnaeneHme

-

¥YpoeeHs 1

q CHOCKW
v | VposeHb 2

YpOESeHE 3

Ecau Bri Bce CAcCiIalIn IIPpaBUIJIbHO, TO CTPaHHUIIA C OI'JIABJICHUCM OOHOBHTCS U

B HEM IIOSBUTCSA Ha3BaHME BHECEHHOro Bamu pasacia € COOTBCTCTBYIOIIUM



HOMEPOM CTpaHUIIbl. AHAJOTUYHBIM 00pa3oM cleayeT MOCTYNaTh CO BCEMU
paznenamu PII3. B urore, y Bac nmonyuntcs aBroMaTnyecku cpopMupoBaHHOe
orjiaBJjieHHe, KOTOPOE XOPOIIIO BLIPOBHEHO 1 0T()OPMATHPOBAHO , KOTOPOE OyIeT
ABTOMATHYECKH M3MEHSITh HAa3BAHWsS pa3/lesioB eciid Bel ux cmMeHuTe B Xoje
penaktupoBanus Bamield paGoThl U MOCTABHT COOTBETCTBYIOIIHE CTPAHUIIBI,
KOTOPOE TMO3BOJIIET MTHOBEHHO 00PaTUTHLCA K HY:KHOI Bam riiaBe u He nucrath
710 HY’)KHOU CTPaHUIIbI POJIMKOM MBIIITH.

Hsmenute Ha3Banue I naBel 2. Ha3sBanue 2 Ha ciioBo «CamoneTr», 0OHOBHUTE
OTJIaBJICHUE, YIAIUTE Pa3phIBbI CTPAHUI] MEXK/Ty TJlaBaMu, OOHOBHUTE OTJIaBJICHHE.

7. Tlocne tmaBel 3 coznaiite «CHHUCOK JUTEpPATypbl», COACPXKAIIUK TpHU
KHUTH:

1. Wsanos WU.U. Knwura 1. 10 c.

2. Tlerpos ILII. Kuwura 2. 20 c.

3. Cwupnopos C.C. Knura 3. 30 c.

ABTOMAaTHYECKH COLUIMTECHh Ha MepBYI0 KHUTY B ['11aBe 1, Ha BTOpyto KHUTY
B ['maBe 2, Ha TpeThio KHUTY B ['1aBe 3.

YT10o6bl ceIaTh ABTOMATHYECKYI0 CChUIKY Ha HCTOYHHK B \Word,
BBINOJIHSIEM CJIeylolee:

1) mepeBoaUM Kypcop B JIFO00€ MECTO TEKCTa B NMEPBOM IMYHKTE CIIHCKA
JUTEpaTyphl (Hampumep, Ha HaA3BaHUE)

2) mepexomuM Ha JieHTYy «BcrtaBkay, nmajee BbeIOMpaeM «3aKiIaKay.
[TosiBUNOCH OKHO MTOOABIECHMS 3aKJIaKHM, B KOTOPOM HEOOXOJAMMO BBECTH HUMS
3aKJIaJIKU U HaXKaTh KHOMKY «/[006aBuThy». HammeHOBaHME 3aKiIajKu MOXKET OBITH
moboe, HO He Oomee 40 cuMBONOB, HE cojepkamee MpPoOETOB W JIPYrHX
CIIELICUMBOJIOB (KpOMe 3HaKa noauepkuBanus). Ha3zpiBaTh 3akiiajIky yao0Hee BCEro
mo ¢aMuIMU aBTOpa W TMape KIIOYEBBIX CJIOB M3 HA3BaHUS CTAaThU, HANIPUMEP
"Hashim_IT_decision_making". Eciu BBl yBepeHBI, YTO JaHHOTO aBTOpa y Bac

TOJIBKO OAHA CTAaTbi, TO MOKHO OCTaBUTh TOJIBKO (1)aMI/IJ'II/IIO.



Jakmanka l ¥ & Jakmanka l ¥ &
Viem 3aKnA0EN: G EETREL
Hashim_[T_dedsion_making JobasuTs Hashim JofasuTs
MNopRook: @ wne | Mopaaok: @ wkr |
MOMOHEHE NQROKEHE
[ Crpuimoie sanana ['l | [ Crpumeie saxnams |
SapEITE I 3apeiTe .
" = d S =

MoxHO €03/1aTh 3aKJaJKd Cpa3y Ha BCE HMCTOYHUKH, a 3aTeM IMepeuTu

IMPOCTABJICHUIO CCBIJIOK HAa HUX B TCKCTC.

3) B TCKCTC, B MCCTC, IT'IC HYKXHO COCJIAThCA Ha BBINICYKA3dHHYIO CTATbIO,

BCTaBJIsIeM KBaJpaTHbIE CKOOKHM 0e3 rmpolesnia U CTaBUM Kypcop MEXIy HUMHU.

4) Tenepb, 4YTOOBI TOCTABUTH ABTOMATHYECKYIO CCBUIKY, HEOOXOIMMO

ceNIaTh MEePEKPECTHYIO CChUIKY HA YCTAHOBIEHHYIO 3aKJI/IKY.

I[J'IH 9TOTr0 IICPEXOAUM HaA JICHTY ((BCTaBKa», HaXnMacMm «HepereCTHa;{

cceikay. IlosBunoch OKHO, B KOTOPOM B CIIMCKC «Tun ccrLaKm» HYXXHO BBI6paTB

«3aKJ'IaI[Ka», a B cnucke «BcTaBuTh CCBUIKY Ha» — BI>I6paTI> «HOMep 3633113».

BBI6I/IpaeM UM COSHaHHOﬁ 3aKJIaKHU u HaXHUMacM «BcTaBUTBHY.
[ NepepecTmme cCuinm i ! - B g [ MeperpacTrbe oohake l 7 =
T Comamot: BOTRITS COuUmy M Tiam oo Borgmeims crevmoy Hao
Absay Homep sSsaus Z Inscnanks j Homep afisaua l
;'Jr"“ Ag56aBHTY CROBD Deatsl » WM wuOxe + | BT M DRy AgfapTe CAOBO Buais 1M See=
e Fange :-‘TI"'.'I- HOMED0N
Kosussan ciooxks .jlrm O R
- .| Chamiinic -
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B) AR CEXAGH AfoTepedTilinl CODEAERRETCA Cymma D08 5;
1) MPYTOE0E PELISHAS COOTEETCTEYET TONH ANETEAHATHES, ¥ KOTODON CYyMMa pa
|8) OUEHKA YPOSHA COOTHETCTENN SRS TDESOSA4TNY SEKATMKA MO KANIONY X
16) CLLIE JAAB0K ZDYT OTHODHTENMD APYTA MO KENAOMY W3 KPUTER0e (0THOC
1. HOBAR MOLE/E: NPOLECTA NDOSESE-HIA TEHOEDS, KOTOPER SEKMONeeTCR & pasd
| 2. HOBWAY METOR OMTISGRIN PICTPRAENDHIA SSHEHA JAKAD B TEHADR, KOTOP
" | 3. Noaywin pansreiiwes DESETIE METOR SHATISS MEDERXL, 5 KOTOPOM NpH 1D
4, VOORSOUWRHCTEOBM MET O NONTY 24 MDYTNOBEI OLUEHOK K3 OCHOBE CYMNDO
| 5. YooeepuwatcTEosaH METOR OTEOPS YUSCTHADE TEHIEDS MYTEN NOCTPOSHNS M
| 6. NPEANIWE-S CTOVKTYDS M BLOONHERS DEANMIAIM HHSODMANT-H AT EMs
| 1. Hashim Fatimah. Information and communication technalogy for particpatory ba
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Heramims

BHyTpu KkBaapaTHBIX CKOOOK mosBWiIach mudpa 1, 9To COOTBETCTBYET

MOPSAIKOBOMY HOMEPY 3TOM MyOJIMKAIIMU B CIIUCKE JIUTEPATYPBHI.

I[JISI TOro, 4TO0bI CCHIJIKH B TEKCTE ABTOMATHYECKHU OﬁHOBl/IJII’IC]), HYKHO

BBINOJIHUTD ABA AeHCTBUA .
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1) Beimenuth Bechb TEKCT, B KOTOPOM CIJIEIYET MEPEHYMEPOBATH CCHUIKH.
ByabTe 0cTOpPOKHBI ¢ BbIIeJIeHHEM TeKcTa BO BceM gokymente (Ctrl+A). Word
pacIeHNBACT aBTOMATHYECKOE OIJIaBJICHHME KaK HabOp CCHUIOK, MOJTOMY €CId
BBIJICJIUTH €T0 BMECTE C TEKCTOM, OTJIaBIICHUE OOHOBUTCS TOXKE.

2) Haxatp F9 unm Ha)xmuTe npaByro KHOIKY MBIIIH, BeIOepuTe «OOHOBUTH

moJie»

3"- Boipesate
E® Kenupoeats
0 [Mapamerpui BcraBKm:
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4 O6HosWTe none
WsmennTs none...

Koagl/3HaueHna nonei
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a4 »

A63a..

CCBUIKM B TEKCTE OOHOBSATCS M NMPUOOPETYT 3HAYCHUE, COOTBETCTBYIOIIECE
HAXOXJICHUIO UCTOYHUKOB B CITUCKE JIUTEPATYPHI.

Ecnu BBl yaauam MCTOYHUKH U3 CIIHCKA, HE TIOJIEHUTECH MOCIIE OOHOBICHHUS
IpOCMOTPETh BECh JIOKyMEHT eme pa3. 'lloaBemieHHble" CCBHUIKM — Ha
HECYIIECTBYIOIIMNA HMCTOYHUK CTaHYT 0003HaueHbl Kak "Ouiubka, 3akiaoxka He
Hatioena". He 3a0ynbTe yaanuTh UX U3 OCHOBHOT'O TEKCTA.

8. B cnmcok nurepatypbl 100aBbT€ TOJ BTOPHIM HOMEpPOM KHHTY
Kopenerckuit H.A. HoBas kaura 500 c. Beimenure Bech TEKCT, KIMKHUTE MTPaBOU
KHOIIKOW MBI, BEIOEpUTE B MEHIO MyHKT «OOHOBUTH mosie», nanee «OOHOBUTH
T0JIC IETUKOMY. Y JaJIUTe B CIIMCKE JTUTEPATYPHI NIEPBYIO0 KHUTY U CHOBA OOHOBHTE
mnoJie.

Q. PacnieuaraiiTe moay4nBIINICS OTYET.



JlabopaTopHas padora Ne3

Co3nanue u popmatupoBanue Tadaung MS Word

Ienb 1 3amaun pabOTHI: HAYYUTHCS CO3/1aBaTh U PEAAKTUPOBATH TaOJUIIBI B
MSWord

3HaTh: CIIOCOOBI CO3/IaHUS U PEAAKTUPOBAHUS TAOIHIL

YMeTh: aBTOMaTHYECKU HYMEPOBATh TAOJIHUIIBI M CCHITIATHCS Ha HUX B TEKCTE

Brnaners: HaBbIKaMu CO3/1aHus, peJakTupoBanus tadbau 8 MS Word

Tabnuua npeacTaBisieT CETKY, OOpa30BaHHYIO CTOJNOLIAMH M CTPOKAMH.
[lepeceuenus cTOJMOIOB M CTPOK OOpa3yroT suelku TaOmuiel. Kaxmas sdeiika
HE3aBUCHUMA OT APYTUX DJEMEHTOB TaOJUIIBI, JJIsl HEE Bbl MOXKETE yCTAaHOBUTH
TpeOyemblii pa3mep u popmar.

Sldeiiku MOTYT coepKaTh TEKCT, YHcla, rpadudeckue u300pakeHus] Uiu
dopmynbl. Eciin BBOAMTCS B sSiUEHKY TEKCT, MPHU JAOCTHKEHUU MPABOrO Kpasi OH
OyZeT aBTOMAaTHYECKH MEPEHOCUTHCS Ha CIEAYIOUIYI0 CTPOKY B COOTBETCTBUU C
mMUpUHOW sueiiku. [lpy W3MEHEHWH MIUPUHBI CTOJIONA WM SYCHKH TEKCT
aBTOMATHYECKH OyIeT MEPEHOCUTHCS Ha CIEAYIOUIYIO CTPOKY (IIPU YMEHBIIICHUU
[IMPHUHBI) WK BO3BPAIIATHCS HA MPEABIIYIIYIO CTPOKY (IIPU YBEIUYEHUN IITUPHUHBI)
TaK, YTOOBI MMOJTHOCTHIO 3aMOJIHUTH STYEUKY HOBOTO pa3Mepa.

Co3nanue Tadaun Tabiuiia MoxeT ObITh BCTaBJICHA B IPOU3BOIBLHOE MECTO
JTOKyMeHTa. Pa3zmep TaOIMIII MOKET MPEBBIMIATh Pa3Mep CTPAHMIIBI, TIOATOMY €€
4aCcTh MOYKET Pa3MeEIaThCsl Ha OAHOM WIM HECKOJBKUX MOCIEAYIOINUX CTPAHULAX.
B takoM cimydae MOKHO ONPENIETIsTh 3ar0JIOBKH JIJIsi TAOJIMIIBI TAKUM 00pa3oM, 4To,
ecnu Tabnuia OyAeT pa3MelleHa Ha HECKOJbKHX CTPAaHWIIAX, B BEPXHEH YacTH
KaXXJIOM CTPaHULIBI 3ar0J0BKH OYJIyT OTOOpaXaThCs aBTOMATUUYECKH.

Jlnsa co3panus Ta0JMIBI MOKHO BOCIOJIB30BATHCA KOMAHJAOM BKJIaJKa

BcraBska — manenp Ta0aunsl — kHoka Tadnuiia.



B penmaxkrope Word wumeercs BO3MOXKHOCTH HAPHUCOBATDH CJIOKHYIO
TaGauImy ot pykH. JIJis 3TOro JOCTaTOYHO BBHIOpaTh B MeHI0 Taliuia KoMaHmy
HapHUCOBATh TAOIULLY.

[Ipexxae yeM NPHUCTYNHMTh HEMOCPEIACTBCHHO K CO3JaHHIO TAOJIMIIBI, BBI
JTO/DKHBI UMETh XOTS OBl MPHUOJU3HUTEIBHOE MPEACTABICHHE O TOM, CKOJBKO
CTOJIOILIOB M CTPOK JOJKHA UMETh Tabiuia. Ha aTom sTane He 0053aTeIbHO TOYHO
yKa3bIBaTh MapaMeTphl Tabnuibl. [locine co3maHus Bceraa MOKHO J00aBUTh W/WITH
YJIAIHTh CTOJOIBI U CTPOKH 110 CBOEMY YCMOTPEHHUIO.

Ecnu B cBoeli paboTe BbI IMPEAIIOYUTACTE TOIB30BATHCS KIIABHATYPOH, IS
HepEeMEIICHHS B CIICAYIOIIYIO SUeHKY HCITOJIb3yeTcs Kiasuiia Tab. /[ nepexonaa K
npeasiayiei suerike Haxkmute Shift+Tab. Eciau knasuma Tab 6yaer Hakata B TOT
MOMEHT, KOI'Jla Kypcop pacrojIoKeH B MmocieaHei ssuerike Tabuibl, Word BctaBut
HOBYIO CTPOKY M IIEPEMECTHT KYPCOP B €€ MEPBYIO SUCHKY.

B Tabnwie npencTaBiieHbl KIABUIIH IS TIepeMerieHus o tabmwme. Jms
TOTO YTOOBI MOKWHYTHh TAOJMIlY, BBl JOJKHBI C TIOMOIIBIO MBIIIH WU KJIaBHIII-
CTpEJIOK MEePEMECTUTh KypCcOp 3a MPEeITbl TAOIHIIBI.

Tab TlepemeraeTcss Kypcop BIPaBO Ha OAHY siueiiky. BcramisieT HOBYIO
CTPOKY, €CIIA KYPCOP PACIOJIOKEH B IMOCIEIHEN TUCHKE

Shif+Tab Ilepemeriaercs Kypcop BI€BO Ha OHY SYECHKY

Alt+Home u Alt+End IlepememniaeT Kypcop B MEPBYIO WK ITOCIICIHIOIO
STYEHKY CTPOKH, COOTBETCTBEHHO

Alt+PgUp u Alt+PgDn Tlepemerniaer Kypcop B MEPBYIO HIIH ITOCIICTHIOIO
CTPOKY CTOJI0IIa, COOTBETCTBEHHO

Ha mpakTuke IOCTaTOYHO YacTO BO3HUKAET HEOOXOJWMOCTh W3MCHHTH
napaMeTphbl TabJIUIII, B KOTOPO# conepskarcs nanasie. MS Word npenocrasiser B
HAIlle PacHOpsHKCHUE NIMPOYANITNEe BO3MOXKHOCTH IO PEJAKTUPOBAHUIO TAOJIHIIL,
BKJIOUasi BCTaBKY M YyJAJCHHE SYECK, CTPOK M CTOJIOIOB, MEPEMEIICHUE W
KOITMPOBAHUE S[UCCK, W3MCHCHUE BBICOTHI M IIUPHUHBI SYEEK W MHOTOE JIPYroe.

Komanna: Bkinagka Padota ¢ Tabmunamu — Konctpykrop / Maker.



Jlnst Toro 4TtoOBl MEPEMECTUTh WM CKOMHPOBATH OJHY WM HECKOJIBKO,
A4YEEK, BMECTE, C UX COAEPKUMBIM, BBIITOJTHUTE CIICIYIOIIUE ICUCTBUS:

-Bribepute siueiiku, CTPOKM WM CTOJOIBI, KOTOPBIE BbI MpEHINojaracte
MEPEMECTUTH UJIU CKOITUPOBAT.

-IlepemecTuTh yKka3zatelb MBIIIH B MIpejieiaxX BRIOPAHHBIX SYEEK TaK, YTOOBI
OH TIPUHSI BUJ CTPEJIKH, HAMPABJICHHOW CIIpaBa HaJEBO.

-JlanbHENIIINE Balll JEUCTBUS 3aBUCAT OT TOI0, XOTUTE JIU Bbl IEPEMECTUTH
WJIM CKOTIUPOBATh BBIJICJICHHBIC dJIeMeHTa. J[J1si TOro 4TO0kI MEPEeMECTUTh dJIEMEHTHI
TaOJUIBI, HAKMUTE JIEBYIO KHONKY MbImd. Eciam Bam TpeOyeTcs CKOMUPOBATH
aJIEMEHTBI, HaxxMuTe KinaBuiny Ctrl, mocie yero Ha)kMuTe JEBYIO KHOIMKY MbIId. B
3aBUCUMOCTUA OT MPOMU3BEACHHBIX BaMU JCHCTBUN B CTPOKE COCTOSHUS MOSBUTCA
COOTBETCTBYIOIIIEE COOOIIECHUE.

-ITlepeMecTuTh Kypcop B SUEHKY, PACIOJIO0XKEHHYIO JIEBEE W BBIIIE TOTO
MecTa, B KOTOPOM JIOJDKHBI TOSIBUTHCS TEPEMELIEHHBIE WA CKOINHWPOBAaHHBIE
SYEUKH.

-OTHyCTUTH KHOTIKY MBIIIIH.

IIpu pabGore c¢ Tabmuieit neiictBue komaHz Beipe3ats, KommpoBats u
BceraButh u3 mento [IpaBka moHOCTHIO aHATOTHYHO padoTe ¢ TeKCTOM. C TOMOIIIBIO
ATUX KOMAaH] Bbl MOXETE IMEPEMECTUTh WJIM CKOIHMPOBATH SYEHKH B Ipeaenax
TAOJIUIIBI WM CKOTIMPOBATH TAOIHILy B Ipyroe MecTto. JlaHHOE CpecTBO MO3BOJISAET
nepeMeniaTh U KOMUpoBaTh OJIHY WM HECKOJIBKO STYEEK WIIH LIEIMKOM BCIO TaOJIHILY.

llepemewjenue epanuy syeexk U UCNOILIOBAHUE 20PUIOHMATLHOU JTUHEUKU
Jlist Toro 4TtoObl M3MEHUTH IIMPUHY CTOJOIA C MOMOIIBIO MBIIIH, YCTAHOBUTE
yKa3aTellb MBIIIM Ha MPaBylo TpaHHIly cTosibma. B pesynbprate ykazareiab mpuMeT
BHJI BEPTUKAJIbHOW JIBOMHOM JMHHUM CO CTPEJIKAMH, HAIMPABJIEHHBIMH BIIPABO U
BIeBO. [Ipu 3TOM BUJI yKa3aTesst HE 3aBUCUT OT TOr0, OTOOPAXKAIOTCS WIH CIIPSATAHbI
JUHUU ceTKU. HakMUTe KHONKY MBIIIA U MEPEMECTUTE 3TOT MapKep CTOoI0Ia 10
YCTAHOBKHU TPeOYeMO MIUPUHBI CTONOIIBI, TOCIE YETO OTIYCTUTE KHOIMKY MBIIIIH.

Jleticmeue Pe3ynomam



[lepemMerienrie TpaHuibl 0€3 HaXaTUS KAKUX-JTUOO JIOMOJIHUTEIBHBIX
kiapui - [Ilupuna Bcex cTonbIoB cripaBa OyJeT U3MEHEHAa B COOTBETCTBUU C HX
[IEpBOHAYAJILHOU [IMPUHOMN

[lepemernienrie rpaHuibl TpH Haxarod kimasumie Shift - M3mensercs
IIMPUHA TOJIBKO JIByX CTOJOIIOB, pACIOJOXEHHBIX CJeBa MW COpaBa oOT
[epeMenaeMon rpaHuLbl

[Tepemernienre rpanuiiel mpu Haxarod kiaume Ctrl - lupuna Bcex
CTOJIOIIOB CITpaBa OyJIeT U3MEHEHA B COOTBETCTBUU C UX MEPBOHAYATBLHOM IIUPUHON

[Mepemernenue rpanuib npu Haxkatsix Shift+Ctrl - [llupuna Bcex cTos6110B
cIpaBa ocTaeTcs Heu3MeHHOH. M3MeHsieTcss mupuHa CTOJ01a, pacrooKEeHHOTO
cJieBa OT IepeMeniaeMon rpaHuIlbl U COOTBETCTBEHHO IIMPHUHA CaMOU TaOJIUIIbI

[lepemerienrie rpaHuibl npu HaxaTod kiasuire Alt - OroOpakaercs
pasMep MHUPUHBI U3MEHSIEMBIX CTOJIOIIOB B CM.

-BriOepuTte cTONOIBI, MIMPUHY KOTOPBIX BBI MpEIIoaracTe M3MeHUTh. Eciu
BBl BBIOEPUTE CTOJIOIBI HE TIOJHOCTBIO (HAmpuMep, OfHy uin Oojee ctpok) Word
MU3MEHUT IIUPHUHBI CTOJIOIOB TOJBKO B YKa3aHHBIX CTPOKAX.

-Bribepute Briranka Maket — nanesns Pasmep sueliku

-B okne nuamora CsoiicTBa TaOauIlkl epeante Ha BKiIaaky “Cronbden’” u
YCTAaHOBHUTE HY>KHBIE MMapaMeTpbl WM HAKMHUTE KHONIKY ABTonoabop. U3menenue
BBICOTBI CTPOK

-Bribepute Britanka Maxker — manens Pa3mep siueiiku

-B oxne nuanora CoiicTBa Tabmuiel nepeiante Ha BKIaaky “CTtpoka” u
YCTaHOBUTE HYXKHBIE MTApaMETPhl HJIM HAXXMUTE KHOMIKY ABTOMOAOOD.

®naxok Paszpewums nepenoc cmpoku Ha ciedyrouyto cmpanuyy. Ecnu npu
YCTaHOBIIEHHOM (hJ1akKe (TI0 YMOJYaHHIO) COJIEP)KUMOE STUYEHKH HE TIOMEIIaeTCs Ha
onHoi crpanuiie, MS Word pa30ouBaeT CTpoKy U NMEPEHOCUT HE MOMECTHUBIITUECS
JTAHHBIE HA CIEAYIONIYIO CTPaHUILY.

Hacrpoiika noso:xxkenusi crpok Brinaaka Maker — nanens BelpaBHuBaHue

N3menenne opueHTanuum TekcTra Bximanka Maker —  masHens

BripaBHuBaHue — kHonka HampaBienue tekcra.



[Tocne co3nmanusi TaOAUIBI MOXXHO WM3MEHUTh €€ CTPYKTYpPY, AOOaBIsIS U
yaasisi SYeUKu, CTPOKHU U cTon0116l. KoHkpeTHbiit Bua onuuii BetaButh u Y nanuthb
u3 MeHro Tabnuna onpenensiercss TeM, Kakue 3JI€MEHTHI TaOIullbl (T4elKH, CTPOKU
WK cTONOLBI) ObUTH BHIOpAHBI MIEPE BBI30BOM KOMAaH/IbI.

Bxnanka Maker — nanenb CTpOKH U CTOJIOLIBI

s 0ObeAMHEHUs HECKOJIBKUX PACIOJIOKEHHBIX PSAJIOM B OJHOM CTPOKE
SYEEK BBIMIOJIHUTE CICIYIONIUE TCUCTBUS:

-Bribepure siueitku, KOTOpbIE BBl XOTUTE OOBEIUHUTS.

-Bxnanka Maket — nmanens O0be TUHUTE — KHONKAa OOBEeTUHUTE STUEHKA

Pa3buenue syeek sBIsAEeTCS OOpaTHOW omeparedl MO OTHOIIECHUID K
oobenuHeHuto. C ee MOMOIIBI0 MOXXHO BOCCTAHOBUTH HMCXOJHOE COCTOSIHUE
0o0beTMHEHHBIX sueeK. [Ipu 3TOM pacnpeneneHrue TeKCTa MEXIy sSYeiikamMu Oyaer
OTIPENIECNIAThCS HaJuYueM CHUMBOJIOB ab3ama. [lepBwiii ab3am OyaeT momernieH B
NIEPBYIO SIYCHKY, BTOPOI ab3a1l — BO BTOPYIO STYCHKY U T.JI.

-BriOepute 0iHY MM HECKOJBKO SY€EK, KOTOPbIE Mpearnoiaraere pa3ouTs.

-Brimaaka Makert — nanens O0ObeIMHATEL — KHONKA Pa3OouTh s4eiku

-B none BBoga Yucno crondiioB oToOpaXkaeTcsi KOJIMYECTBO CTOJIOIOB, HA
kotopeie MS Word mnpemmaraer pa3oWTh KaXayilo U3 s4YeeKk. B cioydae
HEOOXOIMMOCTH U3MEHHTE, YKa3aHHOEe 3HaYeHne u HaxkmMute OK

®opmaTupoBanue Tadaun Hcnonvzosanue komanovt Cmuiu madauy
Komanna Ctunu Tabnuil mo3BOJISIET 3HAYUTEITLHO COKPATUTh BpeMs, TpeOyemoe s
MpUIaHus Baimiel Tabiuibl MpodecCHOHATBHOTO BHA, 32 CYET HCIOIH30BAHUS
MpeaoIpeaeNieHHbIX cTiiel oopmtenns Tabuipl. C X TOMOIIBIO0 MOXKHO OBICTPO
YCTAaHOBUTH OOpamMJICHHE M 3aJMBKY S4YEEK, MapamMeTpbl mpudTa U IBETOBOE
opopMmieHHE, a TaKXKe aBTOMAaTUYECKOE W3MEHEHHE pa3MEpPOB SUYEEK B
COOTBETCTBUH C UX CONEPKUMBIM.

-YcTraHoBUTE Kypcop B Ipeenax Tabaulibl.

-Bribepute komanay Bkiaaka Konctpykrop — nanens Ctunu tabnuu. 13
CIIMCKa IpeaomnpeeeHHbIx (opMaToB BeiOepuTe (popMart, B HAaUOOJIbILIEH CTENIEHU

OTBEYAIOIIUN BalllUM TPEOOBAHUSM.



Hnst  hopmMaTUpOBaHUS COAEPKUMOTO SIYEEK MOXHO BOCIOJB30BATHCS
npruemamu (HopMaTUPOBAHUS OOBIYHOTO TEKCTA.

[lo ymonmyanuio B KadyecTBE OOpamiIdlomled JIMHUM B  TabIMLax
UCIIOJIb3YeTCsl  CIUIOIMIHAs ToHKasA. Jlig u3MeHeHuss oOpamiieHHusl TaOIuIlbl
BBITIOJTHUTE CJICAYIONINE JCHCTBUSA

-BriOepuTe siueliku, KOTOPBIE BbI XOTUTE 3aKJIFOUYHUTh B PAMKH (U TICITUKOM
BCIO TaOJHUILY).

-piasika KonctpykTop — manens CTiin TaOauI] — KHOTIKA ['paHuITbI

OueHb 3P(HEKTHO CMOTPATCSA TAOIMIIBI, YACTh SYEEK KOTOPBIX BBIJCICHA
ApyruM 1BeToM. J[s u3MeHeHus 1Beta oHa B TUYCHKN TAOJIUIIBL:

-Beigenure staeiku TaOIALIBL.

-BriOepute komanny Bkiaaka Konctpykrop — maHens CTWIM TaOmHI —
KHOIKA 3aJIniBKa

[Tpu pabGote ¢ TabauaMu MOXKET OTPeOOBAThCA Pa3OUTh TAOJIUILY HA JBE
YacTH JIJIsl TOTO, YTOOBI, HAIIPUMEP, BCTABUTh MEKY HUMH TEKCT WJIM PUCYHOK.

Jiist pa36uenust TabIUIbl YCTAHOBUTH yKa3aTellb B CTPOKY, Mepes, KOTOpoi
XOTUTE pa3douTh Tabnuily. 3areM BbiOepuTe KomaHay Bxmanka Maker — maHenb
OObeauHuTh — KHOMKa Pa3ouTs Tabmuny win Haxmute Ctrl+Shift+Enter. Ta6nuna
Oymer pa30OuTa Ha JIBE YaCTH, MEKIY KOTOPBIMU OyeT BcTaBiieH mapkep ab3ama (1),
oTopMaTUPOBAHHBIA HOPMabHBIM cTUJEM. Eciu Bam moTpebyeTcsi OTMEHHUTHh
paszOueHnue, ynanuTte Mapkep abd3ara.

[Ipu pabGore ¢ TabnuaMu MOXKET BO3HUKHYTH CHUTyalus, KOTJa TpHU
nob6asieHun MHGOPMAIUK B SYEHKH, OJHA W3 TPAHMI] TAOJHUIIBI, Yalle MpaBas,

YXOJHUT 3a I'PaHUIlbl CTPAHUIBI 1 CTAHOBUTCA HCBHHHMOﬁ.

K& CTPAHULLBI CChINKIA PACCHINKIA PELIEH3MPOBAHME B MathType Faxit PDF MaTemaTmia KOHC

C A Aa- | A

== 8 napGBerr, AabeBerr, AaLOR: AaBD Aab6B: AaBiB

AW - EEEE E- R i T O6bidneiid TEes unTe.. 3aronoso. 3aronoso.. 3aronoso.. 3aronosc
kd I ko) 06 3 3 3 3 3

] ABzay [Fl Crnnn
1 # 1.8 2 I 4 # 6. # 7 8 #X 9 s 1 11 #2 3% 14 18 16 #

+Ta6J1Hua-1---Aaaaaaaaaaaaaaaaaaaaﬂ

Ne-n/ni | d®amu- Wman OTtue- log: Appec: | @akti- | Tene- Jata: Mpo- Mpe
MHAR CTBOH poae- | mo-npo- | ueckoe: | GoHH obpa- Gneman | cTae
HUAR nucken | mecto- LEHHAT nex
NMPOHH- A0K
BaHMAR MeH
2

EAE=RE-2 k-1
IE|E|=
I|E|E|=
I|E|E|=
1| |m|=
1o |m|=
EAE=RE-2 k-1
EAE=RE-2 k-1
EAR=RE-2 k-]

1o

o
"
n




B nanHoil cutyanuum HE0OXOIMMO MOCTABUTH KypcOp B TaOJIMUILy U NEPEUTH

BO BKJIAJIKY «MakeT» 1 HaliTh TaM UKOHKY «CBOHCTBa».

MDAV | JIABHAH BLUTABKA HN3AMH PASMEIEKA CIPAHMLEI CCBIUIKA PACCBUIK PELEHZMPL
[% Beigenuts - ™ Hapucogate Tabnuuy + [ Berasute chusy OBBegMHUTE AYElKN El]
1
[EH Ovobpasnre cery [ Nactuk X € BeraswTs cnesa [ Pasaenute aueiikn 3
Ypanenue BcTaBuTe j— s
%Caoﬁcma - ceepxy [ Berasuts cnpasa [ Pasgenwts TaBnuuy ===}
TaGnwua PucogaHue CTpoKW W cTonBLUE [F} OBBegUHEHNE Pa:
Ceoitcrea Tabamub 2 1 e 1o# 2 i 4 e 6. #7
|
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1 1 1 1 1

B otpriBmIemMcst okHe HeoOxoauMo HaiiTu nose «lllupuna Tabnuieny. MHorna
oHa Oyner oTroOpakeHa B CAaHTUMETpaX, TOTJa 3HAYCHUE HYXKHO YMEHBIIUTH, a

HWHOr'Zld, KaK B 3TOM CJIy4ac I10JIC 6y,11€T 3aKpPBITO.

Tabnuua | Crpoka | CronBey | fAueika | 3amewaouwi Tekcr

Pasmep
a: [0cm % | EaMHnus: | CaHTHMETPEI
orayn wesa:

2] 2] 0 o :

CIEBa MO UEHTPY  npasa
OBTekaHne

HeT Bokpyr

L[panWubl W 3aNKEKE.. MapameTpel...

o

B sToM cirydae HaM HEOOXOMMO MOCTABUTh TAJIOUKY TIEpe] CIIOBOM IIHPUHA
1 yKa3aTh HEOOXOAUMYIO BEIUYMHY UCXOJIS U3 IMUPHUHBI cTpaHuIlbl. [1IuprHa moss
JUIS TIeYaTH B CTpaHUIle A4 TIpU YCTAaHOBJIICHHBIX HaMHU TokazaTensx 16,5 cwm.

OdeBuAHO, €ciu MBI mponwuiieM 16 cM, To Bcst Tabiiniia 0TOOpa3nuTCs Ha CTPAHHUIIE.

Ta6auua | Ctpoka | Crongey | Auefika | 3aMewjaoumii Tekcr
Pasmep
[¥] wupuna: 16 2 Eaumuusr | CaHTUMETpE v
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H H oo
cleBa  NOueHTpy  mpasa
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Bce cTonOmpl Tabnuipl Temeph HaM BUIAHBI, ¥ Mbl MOXKEM NPOIOJKATh
pabory.
Crnenyroniasi 4aCTo BCTpEYAIOIIAsiCsl CUTYyallns — TaOJIMIla He TOMECTHIIach Ha

O}IHOﬁ CTpaHHUILEC U YaCTb ee nepeuiia Ha leyFOI;’I JIUCT.
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B aTOoM ciydae Ha BepHEH 9acThIO TaOJIMITBI, KOTOpas IIEpeHecIach Ha APYTYIO
cTpaHuily HeoOxoaumo Hammcath «lIpogoinkenne Tabmuiel 1» ninn «OKoOHYAHWE
TaOMuIBl 1» B 3aBHCUMOCTH OT TOTO, 3aKOHYMJIACH TaOJMIla WX OHA OyneT
MPOJO0JDKATHCA €IIe Ha CICAYIONIYIO0 CTPAHUITY.

Ham HEo0XoauMo MOCTaBUTh KypCcOp B MEPBYIO CTPOKY TAOJHWIIBI, KOTOpas
MepeHecaach Ha CHEAYIOMMN JIMCT W BO BKJIAJKE MAaKeT BBIOpaTh HMKOHKY

«Pazaenuts TabIUITYy».
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Onna Ttabnuiia JeIUTCS Ha JBE, HaJl BBIJICIGHHOW CTPOKOW TaOIUIIbI

IMMOABJIACTCA IIyCTad CTPOKaA, B KOTOpOﬁ MOKHO HaIIuCaTb HCO6XOJII/IMBII>1 HaM TCKCT.
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1. Hapucyiite Tabnuiy, mnpwueM Ha3BaHWE TAOMUIBI  CHETANTE

aBTomatudeckuM. [lomecture Kypcop B TaOJUIly U BHIMIOJHUTE KOMAHIY: BKIAJIKa

By

BcTaBuTe

nenthl Ccbuiku P> maHenb UHCTpyMeHTOB Ha3panust B> kHomka "=<. Y CcTaHOBUTE
napaMeTpbl: MOJANUCH — TaONWIA, MOJIOKEHUE — HaJl BbIACICHHBIM OOBEKTOM.

CornpoBoanTe TaONUILy 3ar0JIOBKOM: ABTOOYCHBIE MapIUIPYTHI.



Tabmuma 1

ABTOOYCHEIE MApPIIPYTEI
Ne HasBanne mapmpyta (myHkr | Bpems Bpems
MapUIpyTa | OTHpaBIeHUs — KOHEYHBIIN OTIpPaBIEHNAI puObITIS

IIYHKT)

2. [IpeoOpa3yiiTe JaHHYIO TaOIUILy B CIETYIOUIYIO

Tabnuna 2
ABTOOYCHEIE MAPIIPYTHI
Ne Haspanue mapuipyta Bpems Iena
MapmpyTa | (IIyHKT OTIIpaBIeHHA — | OTIPaBICHUsI | IPHOBITI omnera,
KOHEYHBIIT ITyHKT) pyo.

Hroro:

3. 3BamomHMTe  TAOMWIly: HOMEpa  MAapIIPyTOB  aBTOMATHYECKUM
HYMEpPOBAaHHBIM CITUCKOM, Ha3BaHHE MapuIpyToB, B croidue «OTmpaBlieHHE» B
PYYHOM pexruMe BBenuTe mUdpsl oT 1 10 3, BBIACIUTE TEKCT B cTOJOIE «Ha3Banue
MapIIpyTa», CAeIaiTe COPTHPOBKY 10 ajipaBuUTYy.

4. PacneyaTtaiiTe MOJYYHBIIUNCS OTYET.



JlabopaTopHas padora Ne4

Co3nanue u o6padorka rpaguuecknx oobexkros MS Word

Llenb u 3a1aun paboOTHI: HAyUUThCs padboTath ¢ rpadukoit B MSWord

3HaTh: crocoObl J00aBIEHUS IPAPUIECKUX OOBEKTOB B JOKYMEHT

YMeth: co3naBath pucynku B MS Word

Brnaners: HaBBIKAaMU CO37aHUS U PEIAKTUPOBAHUSA TpaduIecKuX 00BEKTOB
B MS Word

Hogsiiit MS Word BxitouaeT B ceOst BCTPOCHHBIH rpagUuecKuii peaakTop,
MO3BOJISIOIINI 00padaThIBaTh N300PAKECHUS.

1. Otkpoiite TekcToBBIH mporeccop MS Word.

2. C momormipio KoMaH/bl: BcraBka— PuCyHKH moMecTHTE B JOKYMEHT
PHUCYHOK.

3. Tlocne BbImeNEHUs pUCYHKA TMOSBISETCS BKIAgKka JIeHT Paborta c
pucynkamu. PaccMoTpumM nmoapoOHee KOMaHIbl, paciioyioKeHHbIE Ha 3TOM BKIIAIKE.

Monoxenne ObTexanne = -
3 Iddertol durype - - rexcrom = Dl OBnacTs eejgenerina k- e|1524cm

Beraska duryp CTinn dwryp ra Cranm WordArt Tekcr ¥YNopRADUEHKE Pazmep [F}

4. C momorrsto koMan 16l O6pe3ka 00pexbTe pUCYHOK.

5. C momompio koMmaHAbl Koppekius HacTpOWTe pe3KOCTh, SPKOCTh U
KOHTPACTHOCTh U300pakKCHHUSI.

6. C moMomibio kKoMaHbI [[BET H3MEHNTE HACHIIIEHHOCTh U OTTEHOK IIBETA.

7. C moMomipi0 KoMaHbl XyA0KeCTBeHHbBIE A (PEKTHI 100aBbTE K PUCYHKY
0001 U3 Xy/M0KEeCTBEHHBIX A((PEeKTOB, 4TOOBI OH OOJBIIIE HATIOMUHAT ICKU3 WU
KUBOITHCH.

8. Hapucyiite cnemyromue pucyHKH CaMOCTOSITEIIBHO.
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Pucynok 1 — YopouienHnas crpyktypHas cxema OBM

v

Céo ' Kommpoparme 1 | XpaHeHIe i Ilepenaua u
P ; BBOJI | oOpaGoTka | JEKOJAUPOBAHHE
pnHbopMaIy | :
popmar { nmodopmammn | HHGopMamn nHpopMaImn
Bxopamsie - BrixojiHeIE
nammsre | Y CIPOICIBO g1 TIpomeccop » VCIpoiicTBO | nammsie
BBOa . BBOIa —>
lT i
v
ITamaT1e

Pucynok 2 - CtpykTypHas cxema KOMITbIOTEpa



[Tepen Tem kak HapUCOBATh KAPTUHKY, CIEAYET OTKPBITh HA JICHTE 3aKIAIKY
«BcrtaBka». Ee mpocToO HaMTH, Tak Kak 3aKJaJKa HaxXOAUTCS IPAaBEE€ KHOIKHU
«'maBHasg». Ilox 3aknmankor OTKpbiBaerca MeHIO «Minmroctpanuu», KOTOPBIM
MO>KHO MOJIb30BaThCSl MIPU BCTABKE B JOKYMEHT KAPTUHOK M3 (pailiioB, OMOINOTEK,
caiira Microsoft u 1. 1. Tem He MeHee, YTOOBI PUCOBATH, HY)KHO OTKPBITh BKJIAJKY
«®Durypei». Ilog Hell ckpbIBaeTcs LEIbld HA0Op MHCTPYMEHTOB JJI PUCYHKA, a B
KOHIIE cnucKa HaxoauTcsi koMmanaa «HoBoe mosioTHO». BbINOJHUB KOMaHAy,
MOJIy4aeM B JIOKYMEHTE T0JI€ s paOOoThl, TJIe PUCYEM CaMble pa3inyHble QUTYDHI,
npejajiaraeMble B KOHTEKCTHOM MEHIO. 3/1€Ch €CTh JUHUM M MIA0JIOHBI Pa3IMUuHON
KoH(purypanuu. Pazmepsl nmojgoTHa 11 H300paKeHU BBl MOKETE OTPETYJIUPOBATH
10 CBOEMY YCMOTPEHHUIO.

Bocnonb3yiiTech roToBbIMHU 1a0JIOHAMH, KOTOPBIE ITOMOTYT CO3/1aTh CXEMY B
MS Word uiau caenath reoMeTpuueckuii pucyHOK. UToObl OHH OKa3ajiucCh Ha
MOJIOTHE, IOCTATOYHO KIMKHYTH MO BHIOPAHHOMY IIa0JIOHY JIEBOM KHOMKON MBIIIIH.
Bropoit pa3 1miendok JeBOM KHOINKOM JieflaeTcs Ha TI0Jie  M300pakKeHUs.
[TonyuuBiieecs: n1300paxxeHUE MOKHO PEAAKTUPOBATH, TAK KaK MOCJIE €r0 BCTABKU
NOSIBJISIIOTC KOMaHbl «M3MeHuTh ¢urypy», «3anuBka Quryps», «KoHTyp» u
«3ddextpl puryp». OTKpHIB IEPBOE U3 NEPEUUCICHHBIX MEHIO, MOKHO U3MEHUTD
KOH(UTYpaIrio pUCyHKa, MOJIb3YysCh BTOPOU U TpeThel BKIagKaMu. MOXKHO 3a71aTh
1BeT GOHY N300paKeHUs U ero rpanuiam. [loMuMo Toro, MO>KHO OTpEIaKTUPOBATH
TOJIIIIMHY KOHTYpPA, CAEIATh €r0 NPEPBIBUCTBIM U T. II. UETBEPTOE MEHIO MPELIIATaeT
yKpacuTh KapTuHKy 3¢dektamu. C ero MnoMombpl pHUCYyeM TeHb, MPHUAAEM
F€OMETPUYECKOM YaCTH IUIOCKOCTH IOJIYNPO3PAYHOCTh U JaXK€ BHUAUMOCTH
TPEXMEPHOCTH.

Breibepure B mento komauawel «llomunmmHus» wu «PucoBanHas KpuBas»,
KIIMKATe TI0 BHIOPAHHOW JICBOM KHOTKOW MBIIIM U JETaiTe TOBTOPHBIA KWK Ha
nonotHe. He oTmyckass KHOMNKH, JeNaiiTe HYKHBIA PUCYHOK. A ele OJHUM
Ha)kKaTWeM Ha MbIIIb KapTHHKA ukcupyercs Ha noje. Ee, kak v 111abJI0HbBI, MOXKHO
OTpPEJIaKTUPOBATh, 3aJIMBasl PA3IUYHBIMU I[BETaMH, co3aaBas dPGeKTsl U T. . A ¢

nomonibo «M3menenus: GUryps» Bbl MOANPABUTE U300pAKEHHUE IO EPUMETDPY.


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

9. Crpynnupyite puCyHOK, U3MEHHUTE €ro pa3mep.

10. B mpouecce paboTsl ¢ TaOJIHMLIIAMH M PUCYHKAMHU MOXET CIOXHUThCS
cCUTyalusi, Korjga u3o0paxkeHue win tabnuna OynyT ynoOHee sl 3alojJHEHUS U
KoM(popTHEE AJIs1 IPOUYTEHUs, €CIU 0O0BEKT OyIeT PacloioKeH Ha allbOOMHOM, a He
HA KHUYKHOU CTPaHUILY.
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Heo0xoamMo BELIETUTH Ta0JIHIly, PUCYHOK, YaCTh TEKCTA WJIM UX COYCTaHUS,
KOTOpPBIE HEOOXOAMMO PACIIOIOKHUTHh Ha TOPU3OHTAILHON CTPAHHUILY.

[lepetitu Bo BKiIaaKy «Pa3mMeTka cTpaHHIIBI U IEPEUTH B KOHTEKCTHOE MEHIO
«ITapameTpsl cTpanunbl» nmogodoHOoe MeHo «llpudT» n «Ab3am» Ha rIaBHOU

BKJIaJKe (1abopaTtopHast pabora Nel).
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B otkpeiBImieMcs MeHIO HEOOXOIMMO BBIOpaTh adbOOMHYIO OPHUEHTAIIHIO

CTpaHUIIbI, HO MPUMEHHUTH €€ TOJBKO B BBIICJICHHOMY (pparMeHTy TEKCTA.
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PAIMETKACTPAHULE  CCHUIK  PACCRUIKW  PEUEH3WPOBAHVE  BI  MathType

CMABHAR  BCTABKA

RSN

ermauns Pasmep Konorkn

- B Paca

Papamerpa: crpan st 5 a1 .
2

Paspais pasaena (Co GreayoLen

HpI/I TaKoOHu OpUCHTAIUN CTPAHUIIbL Ta6J'II/II_Ia BBITTIIAUT 3HAYUTCIBbHO JTYYlIC,

ynoOHee e€ pemakTHpOBaTh, a TaKXKe yA0OHEe uWTaTh, 3aMHCAHHYIO B HeEE

nHpopManuio.
IIpu sTom MBI ¢ Bamu ceiiuac CTONKHYJIHUCH C €IIe OJHUM CIy>KCOHBIM
CHMBOJIOM, KOTOPBIM JI0 3TOTO €IlI€ HE BCTPEUAIU:

1

Paspbis pasaena (co cnegyiolwed cTpatmuL)

Kak wu ocranpHble Ciy)KeOHBIE CHMBOJIBI OH HE OyIeT BHJACH TIpH

pacincdyaTblBaHUUM JOKYMCHTBI, @ BHJCH TOJIbKO B PCKHMC PCAAKTHUPOBAHHUA IIPH

BKIIFOUEHHOU (PyHKIIHN «OTOOPAa3UTh BCE 3HAKM.

YTo K€ 3TO Takoe U AJI1 9Cro OH HYKCH.

P C3YyJIbTaT IMOABJICHUA pa3pbiBa CTPpaHHUIbI MOKHO IIPOCTO CPAaBHHUTHL C TCM,
4TO B OJHOM JOKYMCHTC MbI IIPOCTO IICPCHOCHM KaKOM-TO TEKCT Ha HOBYIO

CTpaHUIly, IPU pa3pbIBE paszjeiia CUTyalus nHas, €€ MOXXHO CPAaBHUTH C TEM, YTO B



OJIHOM OKHE IpPOrpaMMbl OTOOpa)karoTcs JABa aOCONIOTHO pPa3HBbIX JOKYMEHTa U
HACTPOMKH TEKCTa B 3TUX JTOKYMEHTaX MOTYT KOPEHHBIM 00pa30M OTJIMYATHCA, KaK
B HalleM IpHUMEpPE, B OJHOM «IOKYMEHTE» CTPAHMIIbl BEPTUKAJIbHBIE, B APYrOM
TrOPU30HTANbHBIE. DTO OYEHb IOJIE3HAsE OCOOEHHOCTh U Bbl Oynere qocTaTodyHO
4acTo €10 TmoJib3oBaThecs. Hampumep, B KypcoBod paboTe HEOOXOAUMO HE
HYMEpOBaTh MEPBbIE TPU CTPAHULIBI, 4 HYMEpALMIO HaYaTh ¢ YeTBepTou. /s aToro
HaM HYXHO OyJeT BOCIOJIb30BaThC MMEHHO pa3pbiBaMu pa3zenoB. [locTaBuTh ux
MOXHO HHM TOJIBKO TOI/Ia, KOrJla HaM HeO0OXOJIMMO YacTh TEKCTa MEPEHECTH Ha
TOPU30HTAIBHYIO CTPAHUILY.

Ecnu Ham HEoOX0JIMMO HE CTaBUTh HOMEp Ha TPEX CTpaHULAaX JOKYMEHTa,
3HAYUT HaM HY>KHO OyJIeT CO3/1aTh JiBa pa3pbiBa pas3AelioB, JIJIs 3TOT0 HEOOXOAUMO
neperTu Bo BKIAAKY «Pa3MeTka CTpaHHMIb» U BHIOpaTh B BBINAJAIONIEH BKJIAIKE

«PaBPLIBBI» «Pa?)pBIB pasaciia» «Co cnenymmeﬁ CTpaHUIIBD).

DAAN [NABHAA BCTABKA ANZAAH PA3METKA CTPAHILIBI CChINKIA PACCHITKH PELIEH3WPOBAHME BN MathT
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HaxumaeM oauH pa3, a MOTOM CHOBAa OTKPBIBAEM OTOT K€ CIHCOK U
MOBTOPSIEM HAIll BEIOOP.
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Tenepp HaM HEOOXOJMMO MPOCTO BCTABUTh CTPAHULBI B TOKYMEHT JIFOOBIM
ynooHeiM  Bam  cmocobom. Pesynbrar  OyAeT NOpPUBBIYHBIM:  CTPAHMIIBI
npoHymepyrTcs 1, 2, 3, HePUBBIYHBIM OyJIE€T TOJBKO HA3BAaHUE KOJOHTUTYJIOB, K
HUM OyJleT MpUIKCaH HOMEP pasjiesia, BCIOMUHAEM, YTO pa3phiB pasjelsia Kak Obl
CO37a€T HOBBIA JIOKYMEHT, Mbl UMEEM B OJHOM JOKYMEHTE TpU JIOKyMEHTa
(co3maHHble BYMSI pa3pblBaMU pasjiesia) U y KaXKIOro U3 3THX JOKYMEHTOB €CTh
nepBasi CTpaHUIA, JIJIs1 KOTOPOU MOKHO HACTPOUTH OCOOBIN KOJTOHTUTYJI /1J1s1 IEPBOM

CTpaHUIILI — YOpaTh ¢ He€ HOMED.

HuskHWii konoHTUTYN -Pazgen 1- HukHWiA konoHTUTYN -Pasgen 2- Kak B npegsiayuiem
i b1
1 1
1
BepxHui konoHTMTYA -Pasaen 3- Kak B npegbiaywem

CtaBUM Kypcop B HWXKHUU KOJIOHTUTYII pa3zielia OJIUH (€ciii HOMEp CTOUT B
HI)KHEM KOJIOHTHUTYJE), Aajiee BO Bkiajgke «KOHCTPYKTOp» MOCTaBUTh TalOYKy
«Oco0blii KOJOHTUTYJ IJIsi MepBoM cTpanuiy. [lpu saTomMm HOMep u3 paznena 1

HCUC3acT.

BCTABKA LWI3AH PA3METKA CTPAHWLLbI CChINKA PACCHINKIA PELIEH3POBAHWE B4 MathType Foxit PDF Maremariia KOHCTPYKTOP
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NOHTUTYNOE
Beraska Nepexoast Napamerpei Monoxeriue SakpeiTue

2 & z 4 & gy 10 2 i+ g OcoBbiii KONOHTHTYN AAS NEPEOH CTPaHMLB!

Hacrpoiika ocobeit KanoHTHTYA0E A1
nep ™

[HuskHmii konoHTHTYA NepBoit crpanmMup: -Pasaen 1- HuwkHwii konoHTHTyn -Pasgen 2- Kak B npegsiaywen

Ll 1

CraBuM Kypcop B HWIKHHUM KOJOHTHUTYJ BTOPOro paszfena, y Hac CHOBA
MOSIBJIIETCS] BO3MOKHOCTD MOCTaBUTh TaiouKy «OcoOblii KOJIOHTUTYJ AJIsSl IEPBOM
CcTpaHHULbl». B HameM cityyae — 3TO mepBas CTpaHUIAa HAIIETO BTOPOro pasaesa —
BTOpas CTpaHula JAOKyMEHThl. CTaBHUM Trajlouky — HOMEpP CO BTOPOW CTPAHHUIIBI

Hncye3acTt.



1 PELEHIVPUBAHWE BUA Math lype Foxit PUE MaremaTika KOHCIPYKIOP Iaty

i OcoBbiif KONOHTHTYN ANA NEPBOIT CTPAHML! 125 : a
En PasHble KOAOHTUTYNEI AR HETHBIX 1 HEUETHBIX CTPAHNL 11,25em - R
T K HIDKHEN AKPBITE GKHO
Y
ol MapameTpbi Monoxcerne Jakpbitne

21| Ocobuiii KONOHTHTYN ANS NEPBOH CTPaRMLL! 1 14 164

HacTpoiika ocobsix KonoHTHTYNOB ANR
NepBOii CTPAHMLE! MO3B0NAET BUSYaNbHO
OTARANTE €€ OT GCTANEHOMD AOKYMEHTa.

@ lononuntenshbie ceepenns

HIDKHWiA KonoHTuTyn -Pasgen 2- Kak B npeasiayien

1

[locTynaeM aHajJOrMYHO C HOMEpPOM TpeTeil crpaHuubl. [lomyyaem Takou
pe3ynbTat (Ha TpeTeil CTpaHULE CTOUT pa3pbiB CTPAHUILIBI, YTOOBI OBICTPO CO3/1aTh

YETBEPTYIO U IOCMOTPETh, YTO HOMEP TaM OYyJIET).

11. CruenyoomuMm  BaXHBIM  BOIPOCOM  SIBIIIETCA  HEOOXOJIUMOCTH
MIPaBUJIBHO paclioyiaraTh HOMEP Ha CTPaHULIE C TOPU3OHTATBHON OpUEHTAIUEH.

Ecam MBI mpocTO BCTaBUM HOMEpA CTpPAHUIl B JAOKYMEHT, COJEpKallUl
aMbOOMHYIO OPHEHTAIMIO CTPAHUII, TOTOM PACIeyaTaeM U COIIHEM ATOT TIOKYMEHT
(KypCOBYIO WJIH TUIIOMHYIO paboTy), TO MBI YBHJIUM, YTO HOMEP PACIIOJIOKEH HU B

TOW YaCTHU ajIbOOMHOIO JIUCTA.

BCTABKA  /[M3AFH  PASMETKA CTPAHWLE  CCHUKWM  PACCHUIK  PELEM3MPOBAHWE  BAA  MathType  FoutPDF  Maremaruka KOHCTPYKTOP
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CtaBHUM Kypcop psSIOM ¢ TEM HOMEPOM CTPAHULIBI, PACTIOJIOKEHUE KOTOPOTO
HY)KHO W3MEHUTh MU BO BKIAQJAKE KOHCTPYKTOp HaxoauMm HKOHKY «Kak B
NPEABIAYIIEM pa3ieie» MU HAXKUMAEM Ha Hee. AHAJOrMYHO TOCTYIaeM Co
CIEIYIOIIEH CTPAaHULIEH MOCIIEe HUKHETO pa3phiBa pasjaena. /lanee craBum Kypcop B
TOT KOJIOHTUTYJ, B KOTOPOM HY>KHO M3MEHHUThH PacloJIOKEHUE HoMmepa. B Hamiem

cllydae 3TO BTOpasi CTpaHHUIIA.

19
Jlanee mepexoAuM BO BKJIAJIKy BCTAaBKa, BEIOMpaeM HOMEP CTPAHMIIBI TOYHO
TaK e Kak U MpU IPOCTOM 0OABICHUM CTPAHMII B JOKYMEHT, HO BhIOMpaem «Ha

MOJISIX CTPAHMIIBIY, Jajiee BEIOMpaeM He0OX0IMMOE HaM T0JIOKEHHE HoMepa.
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Jowyment] - Word (CBoit akmweaunn npogykra) PABOTA C KONOHTUTY...
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Ecnum Ha cTpanune ocraercss JBa HOMEpa, TO HEHYXHBI HEOO0XOJIUMO

YIAJIUTB.



TABKA AV3AAH PA3METKA CTPAHMLIE CChIKK PACCBIUIKIA PELIEH3WPOBAHWE BUA MathType Foxit PDF Marematnka KOHCTPYKTOP

Calibri (Ocwe - (28 | A7 A7 Aa- 8o T

W K M -abe X, X° Ava’/VA.

T OBkiuneii TBes wHte.. 3aronoeo.. 3aronceoc.. 3aronoeo.. 3aronoso. 3aronoeo..

Al AaB6Berr, Aabceer, AabOBi AaBO AaB6B:1 AaBéBe AaEEEEFr,F

Gy
& Wipndt o

] Crnam &
2 g 2 4 [3 g 110 12 14 165 181 1200 T 1241 3
BepxHuit —Pazpen 1- | T

BepxHwii konoHTuTyn -Pasgen 2-

2

T
il

HUbKHIA KonoHTATYA -Pasaen 2- (23pLie pasaena (co o i CTpaHLG]

a

Husxruii -Pasaen 1-

a

11

CraBUM Kypcop B HOBBIi HOMEpP CTpPAHUIIbI, KOTOPBIA TOSBUJICS B JICBOM
YacTH CTPAHUIIBI, HO PACIIOJIOKEH BEPTHKAIBHO, 2 HAM €ro He00X0IMMO TTOBEPHYTh
Ha 90 rpaaycos.

Jlanmee mepeBoUM BO BKIAAKy GopMmat, TaM BIOMpaeM HalpaBJICHUE TEKCTa

Hn Jajace HY)I(HBIﬁ HaM BapHaHT.
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JlabopaTopHas padora NeS
Co3nanue, aBTO3aN0JHEHUE, PeIaKTHPOBaHue Tadaul, BBOA (popMyJ B

Tadauuax Microsoft Excel

Lens u 3apaun padoTel: [IprodpeTeHne NPaKTHIECKUX HABBIKOB B CO3/IaHHH,
aBTO3AIOJTHCHUH, PEIaKTUPOBAHUHU Ta0JMIl, BBOAY (opmya B Tabimuax Microsoft
Excel.

3HaTh: KakK MPOM3BOAATCS BhiuncieHus B Microsoft Excel

YMeTh: co3aaBath, pelakTUpoBaTh Ta0buIlel B Microsoft Excel

BrnaneTs: HaBbIKaMU B CO3aHUs, aBTO3AOJHEHNUS, PEIaKTUPOBAHUS TAOJIHII,

BBOZAA opmyin B Tabaunax Microsoft Excel

OnHolt M3 KIIOYEBBIX OCOOCHHOCTEM JJICKTPOHHBIX TaOJUIl SIBISETCS
BO3MOKHOCTh aBTOMATHYECKOTO TepecyeTa 3HAaUCHUs JTIOObIX HYXKHBIX SUYEeK MpHU
U3MEHEHUHU COICPKUMOTO0 OJTHOM 13 HUX. JIJIg BU3yaIn3aliiy MOJTy4YeHHBIX TaHHBIX,
Ha OCHOBE T'PYII SYEEK MOXKHO CO3/1aBaTh Pa3IMYHbIC BUABI JHArpaMM, CBOJIHBIC
TaOIUIBl U KapThl. [Ipy 3TOM 3JIeKTpOHHBIE TaOJMIBI, co3aanHble B EXCel MoxHO
BCTaBJIATh B JIPyTU€ JOKYMEHTBHI, a TaK)Ke COXPaHITh B OTIAEIBHOM daiisie s
MOCJICTYIOIIETO WX UCIIOJIH30BAHMS WU PEAAKTUPOBAHHMS.

Ecnu BB yke 3HakoMbI ¢ peaakTopom Word, To pa3obpatbes B uHTEpdeiice
Excel ne cocraBut Tpyna. Benp B ero ocHOBE JICKHT Ta ke JIeHTa, HO TOJIBKO C
JIPYruM HaOOpOM BKJIAIOK, TPy ¥ KoMaH 1. [Tpu 3ToM 4T00BI paciupuTh pabouyo
00J1acTh, HEKOTOPBIC TPYIIIBI BKJIAJIOK BBIBOJSATCS HA JUCINICH TOJBKO B Cydae
HEOOXOaUMOCTH. Tak K€ JICHTY MOXXHO CBEPHYTh BOBCE, IICIKHYB 110 aKTUBHOMU
BKJIaJIKE JIBa pa3a JICBOW KHOIKOW MBIIIN WM HaxkaB couetanue kiaaBum Ctri+F1.

Bo3sBpalienue ee Ha 3KpaH OCYIIECTBISIETCSA TAKUM K€ CIIOCOOOM.

m 1 JIABHAH BUIABKA PASMEIKA CIPAHWLBI QUEMYJIbI HAHHBIE PELEHSPUBAHWE BHL Foxit FOF
ola X e - | = - -
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bydep obmeHa N WpneT ] BbipasHnBaHne ] Yucno ] Crnnmn Aueiikn PepakTpoBaHne

Croutr orMeTuTh, 4TO B EXCel na omHOM U TOH e KOMaHIbI MOXET OBITh

MPEeIyCMOTPEHO Cpa3y HECKOJIBKO CIIOCOOOB €¢ BBI30BA: 4Yepe3 JICHTY, U3



KOHTEKCTHOI'O MEHIO WJIM C TOMOUIBIO COYETAaHUsl TOpAYMX KIIAaBHIL. 3HAHHUE H
MCIIOJIb30BaHUE MOCIETHUX MOXKET CUIIBHO YCKOPUTH pabOTy B MIPOrpamMMme.

KoHTekcTHOE MEHIO SBISIETCS KOHTEKCTHO-3aBHCHMBIM, TO €CTb €ro
coJlepKaHHe 3aBUCUT OT TOTO, YTO IIOJIb30BATENb JENaeT B JIaHHbIA MOMEHT.
KoHTekcTHOE MEHIO BBI3BIBAETCS Ha)KaTUEM IPABOM KHONKH MBIIIM TOYTH Ha
aro0om o0bekTe B MS Excel. DTo mo3BosisieT S3KOHOMHUTB BpeMsi, TOTOMY YTO B HEM
0T0OpaxkaroTcst HauboJIee 4YacTO UCIIOJIb3yEeMbIE KOMAH/Ibl K BBIOPAHHOMY OOBEKTY.

BBon 1 perakTupoBaHue TaHHBIX

Cos3naBaembie B Excel ¢aiinbl Ha3piBatoTCS pabOYMMHM KHUTAMH M HUMEIOT
pacmpenue «XIs» wim «xIsx». B cBoro ouepenr pabovas KHHra COCTOUT W3
HECKOJIbKUX pabounx JuctoB. Kaxzapii pabouumii JUCT — 3TO OTAEiIbHas
ANIEKTPOHHAsA Ta0JMIla, KOTOpble B Ciydyae HEOOXOJUMOCTH MOTYT OBITh
B3aMMOCBsI3aHbl. AKTUBHOM pa0Ooueil KHUTOW SIBISIETCS Ta, ¢ KOTOPOH B JTaHHBIN
MOMEHT Bbl paboTaeTe, HapUMep, B KOTOPYIO BBOAUTE JaHHbIE.

Ilociie 3amycka NPUIOKEHHS aBTOMAaTUYECKH CO3J1a€TCs HOBas KHHUIa C
umeneMm «Kuuraly. Ilo ymonyanuio pabodast KHMra COCTOUT M3 Tpex padboumx

JINCTOB ¢ UMEHAMH OT «JIuctl» a0 «JIuct3».

m FMABHAA | BCTABKA PASMETKA OOPMY/IH [JAHHBIE PELUEHIMP B Foxit PDF
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Pabouee mone nucta Excel momeneno Ha MHOKECTBO MPSIMOYTOJIbHBIX SUCEK.
OOBbeMHEHHBIC TIO TOPU3OHTAIIA SYCHKH COCTABIISIOT CTPOKH, a IO BEPTHKAIN —
CTONOUBL. /{711 BO3MOKXHOCTH HCCIIEAOBAHUS OOJIBIIOTO 00BbEeMa JaHHBIX KaXKIbId
pabouuit mucT mporpammbl umeeT 1 048 576 cTpok mpoHYMEepOBAaHHBIX YHCIAMU H

16 384 ctonb110B 0003HaUYECHHBIX OYKBaMH JIATHHCKOTO ayipaBuTa.



Takum oOpazom, Kaxaas suelka — 3TO MECTO NEPECEUEHUs PA3THYHBIX
CTOJIOIIOB M CTPOK Ha JINCTE, (POPMUPYIOIINX €€ COOCTBEHHBIN YHUKAIBHBIN aipec,
coctosiuuil U3 OyKBBI CTOJIOLA U HOMEpa CTPOKH, KOTOPHIM OHA MPUHAIJICKUT.
Hamnpumep, umsa nepBoit siueiiku — Al, Tak kak oHa HaXOJUTCSA Ha TEpPECCUCHUU
cTosiona «A» u cTpoku «1».

Ecnu B npunoxenun BkitoueHa CTpoka (popmy., KoTopas pacnoioKeHa
cpasy ke o1 JIenToii, To cieBa oT Hee HaxonuTcs [lose mmenn, rae orodbpaxaercs
uMs TeKytien siueiiku. CroJia ke Bbl BCET/1a CMOXKETE BBECTU UMsI UCKOMOU STUCHKH,
it ObICTporo nepexonia K Hed. OCOOEHHO 3Ta BOBMOXHOCThH IMOJI€3HA B OOJIBIINX
JIOKyMEHTaX, COACPKAIIUX THICSYU CTPOK U CTOJIOIIOB.

Tak ke maIsg TpPOCMOTpa pas3HbIX oOyacTeld JucTa, BHU3Y M CIpaBa
pacnoJiaratorcsi mojiochl MpokpyTku. [lomMmumo sToro, nmepemeniatecs mo padoyeit
obsacti Excel MoXxHO ¢ MOMOIIBIO KJIABHUIII CO CTPEITKAMHU.

UtoObl HauaTh BBOJUTH JaHHbIE B HYXKHYIO SYEiKy, €€ HeoO0XOIuMOo
BBIICJINTD. J[JIsI TIepexo/ia B HY)KHYIO SAYEHMKY IICJIKHUTE HAa HEW JIEBOM KHOIIKOMW
MBIIIM, TIOCNIE 4Yero OoHa OyJeT OKpY>KeHa 4YepHOM paMKOW, TaK Ha3bIBA€MbIM
UHIUKATOPOM AaKTUBHOW suelku. Temepp NpOCTO HAYMHAWTE I[€4aTrarh Ha
KJIaBHaType, W Bcs BBoaumas wHGopMalus OyIeT OKas3blBaThCA B BBIOpAHHOMU
SAYEHUKe.

[Tpu BBOJIE TaHHBIX B AUYEHKY MOYKHO TaK K€ UCIIOJIb30BATh U CTPOKY (HhOPMYII.
J171s1 TOrO BBIACIHUTE HYKHYIO KIIETKY, a 3aTE€M IIEIKHUTE MBIIIBIO HA MOJI€ CTPOKU
dopmMyn u HauHuTe mnedaratb. [lpum sTOoM BBomumas uHpopmarus OyaeT
aBTOMATHUYECKH OTOOPAKATHCS B BEIOPAHHOM STUCHKE.

Ilocnie okoHUYaHUs BBOJa JaHHBIX HAXKXMUTC:

. KnaBumy «Enter» - ciemyromie akTHBHOW SYEHKOM CTaHET KiETKa
CHHU3Y.

. KnaBumy «Tab» - ciemyromieii akTHBHOM SYEHKOM CTaHET KJICTKa
CIIpaBa.

. [lenkHUTE MBILIbIO 1O JILOOOU APYTroil sueiike, 1 OHA CTAHET aKTUBHOM.



YTOoOBl U3MEHUTH WU yAAIUTH COACPKUMOE JTHOOO0W SUEHKH, IIETKHUTE Ha
HEW JBa pa3a JeBOW KHONKOM MbIM. [Iepemelnaite Murarommuin Kypcop B Hy>KHOE
MECTO [UIsl BHECEHHMsS] HEOOXOAMMBIX IMpaBoK. Kak MW BO MHOTHX Jpyrux
MPWIOKEHUSX, ISl YAAJECHUS U BHECEHUS! UCIPABICHUH MCIOJIb3YIOTCS KIJIABUILIN
crpenok, «Del» u «Backspace». Ilpu xenanuu, Bce HEOOXOIUMbBIE MTPABKH MOYKHO
MIPOU3BOJIUTH U B CTPOKE (HOPMYIL.

O0beM TaHHBIX, KOTOPBIN Bbl Oy/leTe€ BBOJUTH B SIUECHKY, HE OTPAaHUYUBACTCS
€€ BUIMMOM 4acThio. TO ecTh KJIeTKH paboyero noJist porpaMMbl MOTYT COJIEPKaTh
Kak O7Hy nudpy, TaK U HECKOJIbKO a03arieB TekcTa. Kaxxnas siuetika Excel cmocoona
BMECTUTh 110 32 767 YUCIOBBIX WM TEKCTOBBIX CHUMBOJIOB. dDopmaTupoBaHUE
JTAHHBIX STYECK

Ilocne BBOJAa Ha3BaHUU CTPOK 1 CTOJ'I6IIOB mojaydacm Ta6JII/IIIy TaKOI'o BHJA.

GAAN FNABHAR BCTABKA PAIMETKA CTPAHWLBI QOPMY LI JAHHEIE Pl
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Kak BuIHO M3 Haulero npumepa, HECKOJIBKO HA3BaHUW CTaTEW pPacXOl0B
«BBIIUTM» 32 PAMKHW T'PAHMI] SYEHKHU U €CIIU COCEIHSA KIIeTKa (KJIETKH) TOXe OyeT
comepkaThb KaKyl-TO HH(OpManuio, TO BBEACHHBIM TEKCT YaCTHYHO
MepPEKPHIBAETCS €1 U CTAHOBUTCS HEBUIIUM. Jla 1 caMa Tabiuiia BBITIISLAUT JOBOJIBHO
HEKpacuBOW M HempeseHTadenpHou. [Ipu 3ToM eciiu HamedyaTath TaKOW JTOKYMEHT,
TO CJIOKUBIIASICS CUTYAIUsI COXPAHUTCS — Pa300paTh B TAKOW TAOJHIIE YTO K YEMY
OyZIeT JOBOJILHO CJI0XKHO.

UtoObl chenaTh TaOIUYHBIA JOKYMEHT 0o0Jjiee aKKypaTHbIM M KPaCHBBIM,

YacTO MPUXOJUTCS U3MEHSITh pa3Mepbl CTPOK U CTOJIOLOB, IPUPT COIEPKUMOIO



A4elkH, ee (DOH, OCYIIECTBIIATh BBIPABHMBAHUE TEKCTA, J00ABIATh T'PAaHULBI U
pouee.

Jlns Havayia jaBaiiTe mpuBeAeM B MOPSAIOK JeBbld ctonOen. IlepeBenute
KypCOp MBIIIM Ha FpaHUIly CTOIOIOB «A» n «B» B CTpOKY, e 0ToOpakaroTcst ux
Ha3BaHus. [Ipy W3MEeHEHMM Kypcopa MBIIIM Ha XapaKTepHBIA CHUMBOJI C ABYMS
PA3HOHANPABIECHHBIMU CTPEJIKAMHM, HAXMHUTE M YJEpKUBAs JEBYIO KIaBUINY,
TAalIUTE IMOSBUBLICIOCS IYHKTUPHYK JIMHWKO B HYKHOM HalpaBJICHUH IS
pacHIMpeHus cToa01a 10 TeX Nop, MOKa BCE Ha3BaHUS HE YMECTATCS B paMKaxX OJHOU
STYEUKHU.

Te e cample NEHUCTBHS MOYHO MPOAENATh U CO CTPOKOH. DTO SBIAECTCS
OJIHAM M3 CaMBbIX JIETKMX CIIOCOOOB M3MEHEHUS pa3Mepa BbICOThI U IIUPUHBI STUEEK.

Ecnu HeoO6xoaumo 3a71aTh TOUHBIE pa3Mepbl CTPOK U CTOJIOLIOB, TO JJIst TOTO
Ha Bkimajnke [aaBHass B rpynme $ldeiikm BboiOepute nyHkT Dopmart. B
OTKPBIBIIEMCS MEHIO C IIOMOLIbI0 KoMaHJ Beicora crpoku n llIupuna crondna
MO>KHO 3aJ1aTh 3TU [TapaMeTphl BpYYHYIO.

OueHp yacTO HEOOXOUMO M3MEHUTH MapaMeTpPbl CTpa3y HECKOJIBKUX SUEeK
U JJaXKe 1eJIOT0 CTOJ0Ia WM CTPOKH. i TOro uTo Obl BBLAEIUTH LIEIbIH CTONOCI]

WM CTPOKYy, LIEJIKHUTE HAa €ro Ha3BaHUM CBEpPXy WM HAa €€ HOMepe clieBa

COOTBETCTBCHHO.
PIVOB ABHAA | BCTABKA PASMETKA ©OPMY/b AAHH[NRGMEN '/ABHAA BCTABKA PASMETKA |~ GOPMYTIEI AR
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Bydep oBmeHa | B¥ydep oBumeHa
C1 v f\ despans A2 e f\ MpogyKTbl NUTar
A B c D E A B c D E
1 AHBapb |despanc |mapT anpens  maii| 1 AuBape  despans mapT anpenb  M:
2 |NpoaykTsl NUTaHua 2 Lﬂpo,quTbl NUTaHMA
3 |Npoesg 3 Mpoe3g
4 |PazBneusHMA 4 |PaseneyeHMa
5 |MHTepHeT 5 |MHTepHeT
6 |Onexna v obyeb 6 |Ogesna v obyes
7 7
8 g
9 g
1n n
et @ Nuer1 ]

Jlns  BbIIENEGHHMS TPYIIBl COCEIHMX S4YE€EK, OOBOIUTE HX KypCOpOM,

yAepKUBalTe JIEBYI0 KHOMKY MbIIK. Eciam ke HEoO0XOAWMO BBIJICIUTH



pa3poO3HEHHBIE MOJIs TA0MIIBI, TO HAXXMUTE U yaAepkuBaiiTe kinasuiny «Ctrl», mocie
Yero IEIKANTE MBIIIBIO 110 HEOOXOIUMBIM STUE€HKaM.

J171s1 TOro, 4ToOBI TEKCT B sIYCiIKEe OTOOpakaThCs HE TOJIBKO B OJHY CTPOUKY,
a C MEPEHOCOM Ha CIEIYIOUIYIO CTPOKY, €CIM TEKCT HE BMECTWICA B SYEUKY IO

IIUPHUHC, H€O6XOI[I/IMO BBIACIUTH quﬁKy M Ha)XaTb Ha KHOIIKY «HepeHeCTI/I TCKCT».
m ABHAR BCTABKA PAIMETKA CTRPAHMUM SOPMY Nl NAHHbE PELIEHINPOBAHME (T Fonit POF
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PesynbTaT Oyner Takum:

GAIAN TNABHAARA BCTAEKA PAZMETEA CTPAHWLII DOPMY I JAHF

a x - - —
N Calibri -l | A =% B |otumi
Ey -
BCTEEMTh\‘ K K M~ B &.A. =E==&= 5 B0
Bydep oBmeHa WpndT P BblpagHWBEaHNE P
A2 - f[ MpooyKTe NMTaHWA
A B C D E F G
AHBapb  feBpanb mapT anpens  mai HMHOHEB
MpoayxTb
2 |NMTaHKA
3 |Mpoezg,
4 |PaseneyeHwA
5 |MHTEepHeT
6 |Opena v obyeb

OO0BeauTe AYEHKH C HA3BAHMEM MECSIICB B IIANKE TAOJUIIBI U MIEIKHUTE Ha
KHONIKE BBIPOBHATH 10 LEHTPY.

B rpynmie lllpudgT Ha Brnanke ['J1aBHast MOKHO U3MEHHUTH THIT IPUQTA, €TO
pa3Mep, IBET U HAUYE€PTAHUE: )KUPHBIN, KYPCUBHBIN, TOJYEPKHYTHIN U Tak aanee. Tak
K€ 371€Ch pa3MEIIEHbl KHOMIKA U3MEHEHHMS TPAHULL STYEMKHU U LIBETA €€ 3aJIMBKU. Bee
9T (GYHKIUUA TPUTOIATCS HaM JJIsl JATbHEHIIer0o M3MEHEHHS BHEITHETO BHIA
TaOIUIBI.

MeHSTb OBETA A4YCCK MOXKHO CACIATh C IOMOIIIBIO KHOIIKHM HBeT 3aJIMBKH.



BAAS TMABHAR BCTABKA PAIMETKA CTPAHNLEI GOPMY B JAHHEIE PELLEHZMPOBAHIME
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2 |MpogyKTel NUTaHKWA Cranpapmaes Cunnii, Akuent 1, Gonee TemHeli oTTeHok 23%
3 |Npoesa EE PEEEEN
4 |PasBneueHMA I:‘ Het zanuekn
5 |MHTEepHET "'".' Jpyrue ugera..
6 |Opewpa v obyeb
7
8
g
10
1

Bo3moxxHO m3MeHUTH 11BET mpudTa ¢ momoibio kHonky [{BeT TekcTa.

UTtoObl sueliKM HE CIUBAJUCh, JlaBalTe OMNpPEACIIUM UM T'PaHUIBIL.
OmnpeneneHue TpaHuI] MPOUCXOJAUT TOJIBKO JIJIsl BBIJACICHHON 00JacTH JOKYMEHTa,
1 MOJKET OBITH CIIEJIAaHO KaK JJId OJHOH STUYEHKH, TaK U I BceH TaOauIbl. B HameMm
Cily4yae BBIJICJIUTE BCIO TAOJIMINY, MOCJTE Yero IICJIKHUTE Ha CTPEJIOYKY PSAIOM C

kHomkoM JIpyrue rpanuunsi Bce B Tou ke rpynme Hpudr.

MAIAN MABHAA BCTABEA PASMETEA CTPAHILLEI QOPMY b AAHHBIE PELEH3MPOE
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Bydep oBMeHa Ta LW Mpanmue: T Yucno Ma

HuzHAR rpanvua
Al

BepxHan rpaHnua
lNeean rpaHuua G H

Mpaeag rpasvua -l

4 HeT rpanuuel

Bce rpanmug
BHELWIHKWE rpaHuLE

Tonctan e HELLHAA rpaHriLa

CABOEHHAA HUAHAR rpaHILa —————
ToncTas HUHHAR FPaHnya
BepxHAA M HWXHAA rpaHULb

BEFIEHHH W TONCTAA HAAHAR rpaHuLEl

i = R AT R

& BepxHAA W CABCEHHAA HUAHAR rpaHuLbl



B oTkpsiBIIEMCS MEHIO BBIBOJUTCS CIUCOK OBICTPBIX KOMaH]I, C MOMOIIBIO
KOTOPBIX MOXHO BBIOpaTh OTOOpaKEHUE HY>KHBIX TpaHUIl BBIJCICHHON 00JacTu:
HIDKHEN, BEpPXHEW, JIEBOM, NMpaBOW, BHEIIHHUX, BCEX M Mpouee. Tak xKe 371eCh
coaepKaTcad KOMaHAbI JJIsI pPUCOBAaHMS TpaHULl BpyuyHYyr0. B caMoM HuU3y cnucka
HaxoauTCs NyHKT Jlpyrume rpaHMubl MO3BOJIAIONIMN Oojiee AETalbHO 3aJaTh

HCO6XOI[I/IMBIC napaMeTphbl I'paHMUIl AYCCK, KOTOPBIM MBI U BOCIIOJIb3YEMCH.

Yucno | BupaeHweaHwe | WpwudT 3anveka | JawwTa

TnHKA Eee

THN AMHAK

HeT BHEWHWE  BHYTPEHHME

OTaenbHble

Hagnuce Hagnuce

Hagnuee Hagnuee

BEIGEPUTE THM AMHUN W € NOMOLLEK MEILK YKEXUTE, K KAK0H Y3CTH EBAENEHHOMD AWANAZ0HA OH OTHOEUTCR:
BHEWHEN rpaHWLLE BCEro AWanasoHa, BCEM BHYTPEHHWM MPaHMLaM AYEEK WAKM OTAENBHOM AYeike,

BoT Takoi MbI TOy4YuiIn pe3yabTaT

QAN TNABHAR BCTABKA PASMETHKA CTPAHWLLbI QOPMY b JAHHBIE F
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MpoayHThl
MUTaHKWA
Mpoesg,
Paseneuenwmna

B U3 ra

WHTEpHET
Ofexga v obyeb

EE R A

dopMaT JaHHBIX TYCUKU
Tenepp, 4TOOBI 3aBEepHINTh HAIly TaOJIUIly, HEOOXOJMMO HaJJIEKAIUM
oOpazoMm o(hOpMUTH TE€ JIaHHBIE, KOTOpPbIE MBI TyJla BBOAWMM. HamoMHum, yTo B

HamcM CJIydac 3TO ACHCIKHBIC paCXOdblI.



B xaxnayto U3 sueek 3IeKTPOHHOM TaOJIUIIBI MOKHO BBOJUTH Pa3HbIC TUIIbI
JAHHBIX: TEKCT, yucia U Aaxe rpaduueckue mzooOpaxeHus. IMeHHO moITOMY B
Excel cymecTByeT Takoe MoHATHE, KaKk «(pOpMAT JAHHBIX SYCHKN», CIYKAITHNA JIsI
KOPPEKTHOU 00pabOTKM BBOJMMOI BaMU HH(OpMaUu.

N3navyansHO, Bce suedkun wumeroT OO0mmi ¢opmar, MO3BOJIAIOIINN
COJIepKaTh UM KaK TEKCTOBbIC, TaK U U(ppoBbIe JaHHbIe. HO BBl BIpaBe M3MEHUTH
9TO W BBIOpaTh: YHMCIOBOM, JCHEXKHBIM, (PUHAHCOBBIN, MPOILEHTHBINA, JAPOOHBIH,
AKCTOHCHIMANBHBIH U (popmarel. [lomMumMo 3TOrO, CymIecTBYHOT (GopMaThl AAThl,
BPEMEHH MOYTOBBIX MHJIEKCOB, HOMEPOB T€JIE(POHOB U TAOETHHBIX HOMEPOB.

Jlns staeex Hamied TaOJuIlbl, COJAEPIKAIMX HA3BaHUSA €€ CTPOK U CTOJIOIIOB
BITOJTHE MOJ0MACT 001Iui popmMat (KOTOPHIH 3a1a€TCs MO0 YMOJTYAHUIO), TaK KaK OHU
COJIepKaT TEKCTOBBIC JJaHHBIC. A BOT JIJIA Y€K, B KOTOPBIC BBOJATCS OFOJIKETHBIC
pacxoJibl OOJIbIIE MOJONACT ACHEKHBIN (hopmar.

Brinenute B Tabnuiie siaeiiky, coaepkaiire HHOOPMAIIHUIO 10 KeMECSIHBIM
pacxonam. Ha nente Bo Britaake I'maBHast B rpynie Yucao0 MEIKHUTE IO CTPEIIKE
paaom c¢ nosiem HuciaoBoir dopmMar, 1OCiIe YEro OTKPOETCS MEHIO CO CIHUCKOM
OCHOBHBIX JIOCTYIHBIX (opMaToB. MOXHO BBIOpaTh NMYyHKT JleHe:KHBIH TIPsSMO
371€Ch, HO MBI JJIs1 00JIee TIOJTHOTO 03HAKOMJICHHS BEIOEPEM CaMyI0 HIDKHIOKO CTPOKY

JApyrue yucjioBbie popMaThl.

Yucno BripasHueadwe | WpwgT | Tpaduwua | 3anveka | 3awwTa

Hucnoebie dopmaTer:

OB Wil O6pasey,
Yucnosoi

i}
DUHAHCOBLINA
[ata

Bpema . OBo3HaqveHne: P
MpoueHTHEIR
Apo6Helii OTPULATENBHEIE HMCNE:

IKCNOHEHLMANBHELA 123410F

TeKCTOBkIMA 1234108

JononHUTENEHEIR 123410 F

Yucno 4ecAaTHYHEIX 3HAKOE:

[Bce dopmaTel) -123410F

DopMaT " deHexHbIR" MCNONE3YETEA ANA 0TOBPAXEHNA JeHEXHbIX EEAWYMH, 1A BEpaBHWEGHUA IHAYEHMIA No
AECATUHHOMY PASAENNTEND MCNOAESYIATE GOPMAT “OMHAHCOBRIA",




B oTkpbIBIIEMCSI OKHE B JIEBOM KOJOHKE OYJIYyT OTOOpaKeHbl HA3BaHUE BCEX
YUCIIOBBIX (hOpMATOB, BKJIIOYAs JOIMOJHMUTENbHBIE, a B LIEHTPE, pa3nyHbIC
HACTPOMKH UX OTOOpaKeHHMS.

Bri6paB neHexHblid (popmar, CBEpXY OKHa MOXHO YBUIEThb, TO, KaK OyaeT
BBITJIS/IETh 3HaU€HUE B A4yelKax TaOmuubl. YyTh HM)KE MOHO YCTaHOBUTH YHUCIIO
OTOOpa)KeHUsl IECATUYHBIX 3HAKOB. UTOOBI KOMEWKM HE 3arpoMOKIald HaMm MOJis
TaOJIMLIBI, BBICTABUM 3/I€Ch 3HAU€HHE paBHbIM HyJt0. Jlanee MOXHO BbIOpAThH
BAJIOTY U OTOOpa)XeHUe OTPULIATEIBHBIX YHCEIL.

JlaBaiiTe 3amoaHUM TaOIUIy MPOU3BOJIBHBIMU JaHHBIMU

H10 - fr
A B C D E F G H
MpoayKTbi

2 MUTaHKWA 2999,00 £|3 083,00 £|5657,00P(2 345,00 P(5643,00£|2323,00P
3 Mpoesn 1000,00 £|2000,008| 234,008(1537,008(1735,008|1457,008
4 PazsnedyeHuA 5 000,00 £| 6 000,00 €| 4 000,00 8| 7000,00 | 3 000,00£|5000,00F
5 MHTEpHET 300,00 300,00£| 300,00£| 300,008 300,008 300,00°
& Ogexpa v obyes| 2 000,00 £|4 000,00 £| 3 500,00 8 0,00#2)1000,00£)4000,00P

[==]

KcTaTu, Bce MaHUTTYJISIITUN, KOTOPBIE MBI MPOACIIBIBAIIN C TAOJIUIICH BBIIIE, TO
ecTb (opMaTHUpOBaHHWE SYCEK M HUX JAHHBIX MOJKHO BBIIIOJHUTH C ITOMOIIBIO
KOHTEKCTHOT'O MEHIO, IIIEJIKHYB IMPaBOM KHOMKOW MBIIIY Ha BBIJICJIEHHON 00JIACTH U
BbIOpaB NyHKT dopMaT siyeek. B OJHOMMEHHOM OTKPBIBIIEMCS OKHE I BCEX
PacCMOTPEHHBIX HAMM OIEpallii CYIIECTBYIOT BKIaAKku: Hucio, BoipaBHuBaHue,
MlpudT, I'pannua u 3aauBka.

Teneps Mo oKOHYaHWK PabOTHI B MPOTPAMME BBl MOYKETE COXPAHHUThH WJIU
pacrieyaTaTh MOJIY4YEHHBIM pe3yiabTar. Bce 3TH KOMaHIbl HaXOASTCS BO BKJIAJIKE
daiin.

BrimosineHne 6a30BbIX apu(PMETHIECKUX OTeparuit

IToMumo co3manus OOBIYHBIX Tabmui, EXcel mMoxHO wMCHoIbB30BaTH IS
BBITIOJTHCHUS B HUX apU(PMETHISCKUX ONEPaIlNii, TAKMX KaK: CII0)KCHUE, BBIYNTAHHE,
YMHOEHHE U JICJICHHE.

JI7151 BBITIOJTHEHHUS PACUETOB B JIFOOOH siueiike TaOIUIbl HEOOXOAMMO CO3/1aTh

BHYTPU HEe MpocTedmywndopmy.ry, KOoTopas BCerjaa JI0/bKHAa HAYMHATHCA CO



3HaKa paBeHcTBa (=). Jls yka3aHUs MaTeMaTUYECKUX ONepanuii BHYTpH (OpMYIIbI

UCIIOJIb3YIOTCSI OOBIYHBIE apU(PMETUUECKUE ONEPATOPHI:

OGo3Ha4deHHe Onepatop Bripaxkenue PesynsTar
+ cnoMeHMe =7+2 9
- BbLIYHMTAHHE =g-4 2
* YMHOMEHWE =3*3 24
/ AeneHM e =15/5 3
A BO3BE0EHHME B CTEMEHD =37 81
% MpoOLueHT =90% 0,9

Hanpumep, nasaiite npencraBuM, 4To HaM HEOOXOAMMO CIIOKHUTH JBa YUCIA
— «12» u «7». YCTaHOBUTE KypcOp MBIIIM B JIOOYIO0 A4YelKy M Haredartairte
cienytoniee BblpakeHue: «=3+3». [lo OKOHYaHMM BBOJIa HAXXMHUTE KJIABUIIY

«Enter» u B siuelike 0TOOpa3UTCs pe3yabTaT BEIUUCICHUS — «6».

EC/MA - X oW e =34 B12 - fe | =243

A B C D A B C D
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| =3+3 -I 1
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UToOBl y3HATH, YTO K€ HA CAMOM JIeJie COACPKUT siuerika — popmyny WiH
9HUCJI0, - HEOOXOAUMO €€ BBIJICIUTh U IMTOCMOTPETh Ha CTPOKY (opMys — 00JIacTh,
HAXOJSIIYIOCS Cpa3y ’K€ HaJl HAMMEHOBAaHUAMHM CTOJIONOB. B Hamem cinydyae B Hel
Kak pa3 oroopaxkaercs (popmysa, KOTOPYIO MBI TOJBKO YTO BBOJIUIIH.

Jlanee mompoOyiTe caMOCTOSITEIBHO B SYEHKAaX HIDKE TMOJIYYUTh PA3HUILY
ATUX YUCEJ, UX TIPOU3BEJICHHUE 1 YACTHOE.

[locne mpoBemeHHsi BCeX ONEpainuii, 0OpaTuTe BHUMAaHHE HA PE3YIbTaT
nenenust grcen 12 Ha 7, KoTophlid mony4rics He neibiM (1,714286) u comepxur
JIOBOJILHO MHOTO TH(P MOcie 3aniaToil. B O0IbIIMHCTBE CilydaeB Takas TOYHOCTH

He TpeOyeTcs, 1a ¥ CTOJb JITTMHHBIC YuCiIa OyayT TOJIBKO 3arPOMOKIATh TaOIHUILY.

B13 - fre | =17

A B C D

13 | 1,?142861



YTOOBI 3TO UCIIPABUTH, BBIACIUTE TUEHKY C UUCIIOM, Y KOTOPOTO HEOOXOIUMO
M3MEHNUTH KOJIMYECTBO JECATUYHBIX 3HAKOB ITOCJE 3aIsITON U Ha BKiaake [y1aBHast
B rpyme Yucs1o BeiOepuTe KOMaHy Y MEHbIIUTH pa3psaaHocTh. Kaxaoe Haxatue
Ha ATy KHOIIKY yOHpaeT OJIMH 3HaK.

CrmeBa OT KOMaHIbl YMEHBIUMTH Pa3PAIHOCTh HAXOAUTCSH KHOIIKA,
BBINOJIHSIOIIAs] OOPATHYIO ONEPALMIO — YBEIMUMBAET YHUCIIO 3HAKOB I0CIE 3aIATON

JUIsl OTOOpaxkeHus 00Jiee TOYHBIX 3HAUCHHM.

m rNasHAR BCTABEA PAIMETEA CTPAHWLE COPMY B JAHHEE PELLEHZHPOBAHIAE B
LT . v - =
Caliri M [ A A i - A Yucnoeoi . r
- #
Bcraswms o WK Y - H - My . J:'L . = & :: N (Y g ol %0 o Yonosroe
v $OprATHPaSAHRN
Bydep oEsMEHE e Wi 3 BeipaBHWBaHWE - Hacho
Bi3 T 12/7
B [ I [ H 1
13 1,71429
-

19

Cocrasienue GpopMy

Teneps naBaiite BepHEeMcs K TabIMIle OI0KETHBIX PACXO/IOB.

Ha nmanHbIif MOMEHT B HEM 3a()MKCUPOBAHBI €KEMECSIYHBIC JTUYHBIC PACXO/IbI
M0 KOHKPETHBIM CTaThsiM. Hampumep, MOKHO y3HaTh, CKOJIBKO OBLIO MCTPAYEHO B
¢deBpanie Ha TPOAYKTHl MHUTAHWS WIM B MapTe Ha Tmpoe3a. A BOT oOmme
eKEeMeCSYHbIe PAcXonbl 371eCh He yKazaHbl. [[00aBUM BHH3Y TaOIHIBI CTPOUKY

«HToro» u paccunuTacMm €€ 3HAYCHUSI.

A B C D E F G
_ |wsapo |oespone |wapr |anpens |wai  |wows |
MpoayKTbI

2 | MWTaHWA 2999,00£|3 089,008 (5657,00£(2345,00£|5643,008|2323,00F
3 Mpoeag, 1000,00#£|2000,002( 234,00£(1537,00£|17859,00F|1457,00F
4 ' PassneyeHnA 5 000,00 £| 6 000,00 £| 4 000,00 £ 7 000,00 £ 3 000,00 £(5 000,00F
5 MuTepHer 300,00 #£( 300,00#£| 300,00#£| 300,00£| 300,008 300,00F
o |Opgexna w obyes| 2 000,00 |4 000,00 £| 3 500,00 £ 0,00 £|1 000,00 2|4 000,00 £
7 MWroro

a

UtoObl mocuuTaTh CyMMAapHBI pacxoja 3a sHBaph B sueiike B7 moxxHO
HamucaTh cienyromee BoIpaxkeHne: «=2999+1000+5000+300+2000» m HaxaTh

Enter, IIOCJIC Y€Tr0 Bbl YBUAWUTC PC3YyJIbTAT BBIYUCIICHHA. OTO SABASCTCA MpuMCcpPoOM



MPUMEHEHUS MpOoCTeNIeld PopMyIibl, COCTaBIEHHE KOTOPO HUYEM HE OTIIMYAETCS
OT BBIYMCJIICHHM Ha KalbKyjsaTope. Pa3Be 4UrO 3HAaK paBHO CTABUTCS BHAYAJIE
BBIPQ)KEHU, a HE B KOHIIE.

A Tenepp NIpeACTaBbTE, UTO NPU YKa3aHUM 3HAYECHUN OJHOM WIIM HECKOIBKHUX
cTaTel pacxoJ0B Bbl JONYCTHJIM OWMOKY. B 3TOoM ciywyae, BaM mnpuaercs
CKOPpPEKTHUpOBaTh HE TOJIKO JAaHHBIE B sYEHKAX C YKa3aHUEM pPACXO0J0B, HO U
(dopMyIty BIYUCIEHHUS CyMMapHbIX TpaT. KoHeuHo, 3TO 04eHb Hey100HO U TOATOMY
B Excel npu cocrarnenun GpopmMyit 4acTo UCIONB3YIOTCS HE KOHKPETHBIC YUCIIOBBIC
3HAYECHHUs, a aipeca U JUANAa30HbI TYeeK.

C ydeTom 3TOro JaBaiiTe U3MEHUM Hally (OpMyTy BHIYMCICHHUS CYMMapHBIX

CIKCMCCAYHBIX PACXOI0B.

DA TMABHAR BCTABKA PASMETEA CTPAHWLEI QOPMY b JAHHEIE PELLE

X%
Eg -
Bydep obmeHa a WpndT BbipaBHWEaHWE Yuecno
B6 - X o fv  =B2+B3+B4+B5+86
A B C D E F G H
_ lsueape Igespane |mapr lanpens |wan  |mows |
MpoaykTbl
2 MWATAHWA 2999,00#|3089,00F|5657,008(2345,00P|5643,00F| 2323,00F
3 |Mpoess 1000,00£|2000,008) 234,008(1587,00#|1789,00£|1457,00F
4 PazeneusHMA 5 000,00 £ | 6 000,00 £ 4 000,00 (7 000,00 #£| 2 000,00#£ 5000008
5 |MHTEpHET 300,00 #£| 300,00#£| 300,008 30000#| 200,00£ 300008
& |Opexpa v obyes 2 000,00 £14 000,00 2|3 500,002 0,00 £)1000,00#2|4000,00F
7 |vrore =B2+B3+B44B54B6
8
g

B sueiiky B7, BBenuTe 3HaK paBHO (=) H... BMECTO TOI'0, YTOOBI BPYYHYIO
BOMBaTh 3HaUCHUE KiIeTku B2, menkHuTe mo Hel JIeBo KHOMKON MbImd. Ilocie
3TOTO0 BOKPYT SYEHKHM MOSBUTCS IYHKTHPHAs BBIJCIWTENIbHAsS paMKa, KoTopas
MMOKa3bIBACT, YTO €€ 3Ha4YeHHE monayio B ¢opmyny. Temeps BBEAUTE 3HAK «+» H
menKHATe 110 suekike B3. Jlamee mpoaenaiite Toxxe camoe ¢ stueiikamu B4, B5 u B,
a 3areM Haxxmute kiaBuiy BBOJI (Enter), mociie 4ero mossBUTCS TO K€ 3HAYCHUE
CyMMBbI, YTO U B IIEPBOM CJIyyae.

Boinenute BHOBB sueiiky B7 u mocmotpute Ha cTpoky dhopmyn. BuaHo, 4to
BMeCTO HUp — 3HAYCHUU sSueeK, B Popmylie coaepkarcs ux aapeca. ITO OUYCHb

BA)KHBI MOMEHT, TaK KaK MbI TOJIbKO YTO MOCTPOUIN (POPMYITy HE U3 KOHKPETHBIX



YrCce, a U3 3HAUCHUH sueeK, KOTOpble MOTYT CO BpeMEeHeM U3MeHsAThCs. Hampumep,
€ClIi Temeph MOMEHSATh CYyMMY pPacxoJOB Ha MOKYIKY BEIIel B sSHBape, TO BEChH
©KEMECAYHBIA CyMMapHbIi pacxox OyJdeT TepecuyuTaH aBTOMATUYECKH.
[TonpoOGyiire.

Tenmepr naBaiiTe MPENNONOXKHUM, YTO MPOCYMMHPOBATH HYXHO HE TISTh
3HAYCHHWH, KaK B HalleM NOpuMepe, a CTO WM JBecTH. Kak BbI MOHHMAaeTe,
MCTIOJTb30BaTh BBIIICOMUCAHHBIA METO MTOCTPOCHHUS (OPMYIT B TAKOM CITydae OYCHb
HeynoOHOo. B 3TOM cnywae mydmie BOCIHONB30BAThCS CHENMATBHON KHOIKOM
«ABTOCYMMay», KOTOpas IIO3BOJIIET BBIYHCIUTH CYMMY HECKOJBKHUX SYECK B
npezenax oHOro cTonbia wiu crpoku. B Excel MoxxHO cunTaTh HE TOIBKO CyMMBI
CTOJOIIOB, HO U CTPOK, TaK YTO UCIIOJIb3YEM €€ IS BEIYUCIICHUS, HAIIPUMED, OOIIHX

Pacxod0B Ha IMPOAYKTHI IUTAHUSA 34 IIOJITOOA.

H - & - Keral - Excel (C6oii akTueaLn npoaykTa) ? HE - & %
EYUNIM  (ABHAA  BCTABKA  PASMETKACTPAHWLE  OGOPMYMBl  [JAHHBE  PELEHSMPOBAHWE — BWMA  FoxitPDF Tatyana Govorukhina Eﬁ
- — - -
D % Calibri S A A T=a ®- B |Obwmi - = ] 4 & Berasms >3 Ay P
Eg - — ~ 2 Brvganme © ¥ Cywma
Boasate KKk UY- B- D-A- =S==é&= BH- T-%m 99 YcnosHoe (Mopmatnposats CTHAM .., N B = 1
- dopuaTuposane *  kak Tabanuy ~ sueex~ (5 Popuar Cpearies -
Eyep obmeHa & Wpnpt [ BripaBHuBanue [ Yucno ] Crnn Auerikn Cueranl Cynama (Alt+=)
. ABToMaTHuECKOE CNoXKERRE,
H2 - Je Maxen 3] | Cymmz nosewrcs npamo sa
o — g | EoaeneHHEI AueliKam.
A B C D E F G H J K L M N —
Bpyrne g
5
NpoaykTbl g [
=% ()
2 |nuTanua 2999,00 2| 3 083,00 2|5 657,00 | 2 345,00 £| 5 643,00 £| 2323,00 8
3 MNpoesg 1000,00 2[2000,00 2| 234,00 2|1587,00 2| 1789,009|1457,008
4 |Pazeneuenma | 5000,00 P[6 000,00 #|4 000,00 #|7 000,00 £| 2 000,00 £| 5 000,00 &
5 VHTepHer 300,00P| 300,00P| 300,002| 300,008 300,008 300,002
6 Opewmaa v obyes| 2 000,00 2|4 000,00 |3 500,002 0,00 %2|1000,00#|4000,009
7 Wroro 9299,00#
g
9

VYcTaHoBuTe Kypcop Ha MyCTOW KJIETKE COOKY HYXKHOU CTpOKH (B HAlleM
cirydae 3to H2). 3arem Haxkxmute kHOonky Cymma Ha 3aknazgke [JiaBHasi B rpyrine

PenaktupoBanue. Temepb, BepHEMCS K TaOnWIle W TMOCMOTPHUM, 4YTO K€

IIPOU30IIIIO.
TNABHAR BCTABKA  PASMETKA CTPAHILI QOPMYMl JAHHBIE PEL|EH3MPOBAHME B Foxi
%
Gy -
Eydep obMeHa M WpndT BoipasHnBaHne Yuono CTnnn
Ecm v X o fr | =cymmeze)
A ] C D E F G H | J K
o o
MpoayKTl
nHTaHMA 2999,00 2| 3 089,00 2| 5 657,00 | 2 345,00 P| 5 643,00 2| 2 323,00 PI=CyMM({B2:53)

2

3 Mpoesg 1000,002|2000,002| 234,00#|1587,002|1783,00#|1457,00#| | CYMM{umncnol; [wucnol];..)
4 | PassneyeHua 5 000,00 £| 6 000,00 £|4 000,00 #| 7 000,00 £| 3 000,00 £ 5 000,00 2
5 |Mutepuer 300,002| 300,008 300,008 300,008 300,008 300,008
6
7
8
9

Ogexaa v 0byen| 2 000,00 £(4 000,003 500,002 0,00#)1000,00£|4 000,008
Wtoro 9293,009




B BbiOpaHHOIl Hamu siuelike mosBUiIach (GopMmysia C UHTEPBAIOM SYEEK,
3HAYCHUS] KOTOPBIX TpeOyeTcss mpocyMMupoBaTh. [Ipu 3TOM ONSTH MOSABUIACH
MyHKTUPHAS BbIJCTUTEIbHAS pamMKa. TOJIBKO B 3TOT pa3 OHa O0pamJsieT HE OJHY
KJIETKY, a BECh JUAIa30H SYEEK, CYMMY KOTOPBIX TPEOYETCs MOCYUTATb.

Teneps mocMoTpuM Ha camy dopmyny. Kak u panbliie, BHauajae UIET 3HAK
paBeHCTBa, HO Ha 3TOT pa3 3a HuM ciuenyer ¢pynkuusa «CYMM)» - 3apanee
ompenesieHHas (opmylia, KOTOpasi BBIIIOJIHUT CJIOKEHHME 3HAYEHUM YKa3aHHBIX
aueek. Cpasy 3a QyHKUHEH UIYT CKOOKH, PACTIONOKEHHBIE BOKPYT aJIpECOB KIIETOK,
3HAYEHUS KOTOPBIX HY)XHO TPOCYMMHUPOBaTh, Ha3bIBaeMbie aPryMeHTOM
¢popmyabl. O6patute BHHUMaHUE, 4TO B (OpMysie HE yKa3aHbl BCe ajpeca
CYMMHUPYEMBIX SU€eK, a JIMIIb NEpPBOM W mochenHel. JlBoeTtoune MeExIy HUMU
0003HaYaeT, 4TO yKa3aH AUANa3oH KieTok ot B2 no G2.

[Tocne naxxatust Enter, B BEIOpaHHO sTU€iiKe MOSBUTCS PE3YyIbTAT, HO HA 3TOM
BO3MOKHOCTU KHOTIKM CymMMma He 3akaHunBatorcd. LlenkHure Ha cTpenouky psaniom
C HEM W OTKpOETCs CIHCOK, colepKamuii (GyHKUMUU AJIS BBIYMCICHUS CPEIHHMX
3HaueHul (CpenHee), KOJIMYECTBA BBEACHHBIX MaHHBIX (UMCII0), MAaKCUMaJIbHBIX
(Makcumym) 1 MUHUMaIIBHBIX (MUHUMYM) 3HaUYCHUM.

D E"BCTEEHTI: - - &W M

*
ry ey
& Ypanute ~ > Cymma

> Ctanu
quesk~ (= Gopmar - Cpearee T

Auerikn CyeTunk

Makcumym
MuHmkym

Apyrve dyHELuM...

WNrak, B Hamell Tabnwie Mbl IMOCYMTAIXM OOINHME TpaThl 3a SHBaph M
CYMMapHBIM pacxoj] Ha MPOAYKThI MUTaHWA 3a noJyiroja. [Ipu s3toM caenanu 310
JIBYMsI pa3HBIMH CIIOCOOAMU — CHauaja ¢ HCIIOJIb30BaHUEM B (OpMyJie aJIpecoB
SYeCK, a 3aTeM, (PYHKIIMU U Iuama3oHa. Termepb, caMoe BpeMs 3aKOHYUTH PACUEThI
JUIS. OCTaBIIUXCS SYEEK, MOCUYMUTAB OOIMME 3aTpaThl MO OCTaJbHBIM MecCSllaM |
CTaThsIM PACXOJI0OB.

ABTO3am0JIHEHHE



Jlma pacuera OCTaBIIMXCA CYMM BOCIIOJIB3YEMCs OJHOM 3aMedaTelIbHOM
0COOCHHOCTBIO TIporpamMmbl  EXxcel, kortopas 3akmioyaeTcs B BO3MOXHOCTH
aBTOMATU3UPOBATh  MPOIECC  3aMOJHEHUS  SYEeK CUCTEMaTU3UPOBAHHBIMU
JTAHHBIMU.

Nuorma B Excel mpuxoautcs BBOAWUTH MOXOXKHE OJHOTHITHBIC JaHHBIC B
OTIPENICICHHONM TMOCIEOBATEILHOCTH, HaNpuMep, JHU HeJenu, JaThl WU
MOPSIIKOBBIE HOMeEpa CTpok. [lomMHHTE, B MEepBOM YacTH ITOrO IMKJIA B IIIAMKe
TaOJIMUIBI MBI BBOJMJIM Ha3BaHUE MecAIla B Kax bl cTosdell mo otaensHoctu? Ha
caMOM JieJie, COBEPIICHHO HeOoO0s3aTelbHO ObUIO BBOJUTH BECh ATOT CIHCOK
BPYUYHYIO, TaK KaK MPUI0KEHUE BO MHOTHX CIIy4yasX MOXET CJenaTh 3TO 3a Bac.

JlaBaiiTe coTpemM Bce Ha3BaHUs MECSIEB B IANKEe HAIICH TaOIMIBI, KpOME
nepBoro. Temepp BBIACIHTE SYCHKY C HAAMUCHIO «SHBaph» M NEPEMECTUTE
yKa3aTeslb MBIIIU B MPABBIM €€ HIKHUM YroJI, 9TO Obl OH NpHUHST (OpMY KpPECTHKa,
KOTOPBIN HA3bIBAECTCS MAPKEPOM 3aMOJHEeHUS. 3aKMUTE JIEBYIO KHONIKY MBI U
NepeTaIINTE €ro BIPaBo.

Ha skxpane mosiBUTCSI BCIUTBIBAroOIIasl MOJCKa3ka, KOTOpask COOOITUT BaM TO
3Ha4YeHHE, KOTOPOE MporpamMmMa coOMpaeTcsi BCTaBUTh B CICAYIOIIYIO KIETKy. B
HammeM cirydae 31o «Depanby. [lo Mepe mepeMereHnss Mapkepa BHU3 OHA OyeT
MEHSTHCSI HA Ha3BaHUS JIPYTMX MECAILEB, YTO MOMOXKET BaM IOHATH, IJI€ HYXHO
octaHoBUTHcs. [lociie Toro kak KHOmMKa OyJaeT OTIYIIEHA, CIUCOK 3aIlOJTHUTCS
aBTOMAaTHYECKHU.

Koneuno, Excel e Bcerma BepHO «ImOHWUMAaeT», Kak HYXHO 3aIllOJIHATH
MOCJHEAYIONINE KIETKH, TaK KakK IOCJIEIO0BATEIbHOCTH MOTYT OBITh JOBOJIBHO
pasHooOpa3HbpiMu. [IpeacraBum cebe, 9TOo HAM HEOOXOAUMO 3aIlOJIHUTH CTPOKY
YeTHBIMU YUCJIOBBIMU 3HaUeHUsIMU: 2, 4, 6, 8 1 Tak manee. Ecnu MBI BBeleM 4nciio
«2» 1 monpoOyeM MepPeMeCTUTh MapKep aBTO3AIMOHEHUS BIIPABO, TO OKAXKETCS, YTO
MporpaMma fnpejjaraeT, Kak B CJIeIYIOLYIO, TaK U B IPyryue SYeUKU BCTaBUTh OMSITh

3HAYECHUE «2».



+ +

B »tom ciydac, IPUIIOKCHHUIO HCO6XOI[I/IMO npeaoCTaBUTb HCECKOJBKO

Oosbiiie aHHBIX. JIJIsl ATOrO B Cleayrolel siueiike crmpaBa BBeaeM HUPPY «4».
Teneps BeIIEIMM 00€ 3aM0THEHHBIE KJIETKH U BHOBb IIEPEMECTUM KYPCOP B ITPaBbI
HUKHUN yroy1 00JIaCTH BBIICJICHUS], UTO ObI OH IPUHST POpMY MapKepa BhIJCICHUS.
[lepemeriass Mapkep BHHM3, MBI BHJIMM, YTO TEIMEph IporpaMma IMOHsIA HAIIy
MOCJIEIOBATEIILHOCTh M TTIOKA3bIBAET B MOJICKA3KaX HY)KHBIC 3HAUCHUS.

Taxum 06pazom, 111 CJIOKHBIX TTOCIIEIOBATEIFHOCTEH, MTepe]] MPUMEHEHUEM
aBTO3AIOJIHEHUS, HEOOXOJUMO CaMOCTOATENIbHO 3alOJHUTh Cpa3y HECKOJIbKO
siyeek, uto Obl EXCel mpaBUIbHO CMOT ONPEeIUTh OOIIHUN aJrOPUTM BBIYUCIICHUS
UX 3HAYECHUU.

Tenepr naBaiiTe NMPUMEHUM 3Ty IMOJIE3HYIO BO3MOYKHOCTH IPOTpaMMBbl K
Ha1iei Tabnuie, 4To 66l HU BBOAUTH (DOPMYIIBl BpYUHYIO JJII OCTABIIUXCS KIIETOK.
CHayasa BbIIEIUTE SUCHKY C yiKe rmocuntanHoi cymmoii (B7).

Tenepp «3anenure» KypcOpOM TMPaBbIi HIXKHUKM YroJl KBaJpaThka U
nepetamure Mapkep BmpaBo jgo sdeiiku G7. Ilocie Toro kak Bel OTHYCTUTE
KJIABUIITY, TIPWJIOKEHHE CaMO CKOMUpYyeT (OpMyNy B OTMEUCHHBIE SUCHKH, TpU
ATOM aBTOMAaTHMYECKH H3MEHHUB aJipeca KJIETOK, COJIEpPKAUIUXCS B BBIPAXKEHUH,
MOACTaBUB NPABUJIbHBIE 3HAUCHUSI.

[Ipu 3TOM ecnu Mapkep nepemMeniaTh BIpaBo, Kak B HAIlIEM ClTydae, Uid BHU3,
TO SUEHKH OYIyT 3amOJHSATHCA B MOPSAJIKE BO3PACTAHMS, & BICBO WU BBEPX — B
MOpSAJIKE YOBIBAHUSI.

AHAJIOTUYHO MOCTYMaeM CO CTOJIOIIOM

Jlob6aBieHne CTPOK, CTOJIOIOB M 00bEAUHEHHUE SUYECK



YroObpl moayyuTh OOJNbIIE MPAKTHUKA B COCTABIECHUU (QOpMyI, aaBaiiTe
pacmvpyuM Hamry TaOJuIly ¥ 3a0/lHO OCBOMM HECKOJBKO OCHOBHBIX OINEpanuil ee
dopmatupoBanusi. Hanpumep, 100aBUM K pacxXoJHOM 4YacTH, CTaThU JOXOJOB, a
3aTeM MPOBEAEM PACcUeT BOZMOKHBIX OI0JKETHBIX HAKOTUICHH.

[Ipennonoxum, 4To JOXOAHAS YacTh TAaOJULBI OyJET pacnoiaraTbCsi CBEPXY
HaJ pacxogHOM. [l 3TOro HaM NMpUAETCs BCTABUTh HECKOJIBKO JOMOJHHUTEIBHBIX
ctpok. Kak Bcerga, cienatb 3TO MOKHO JIBYMS IYTSMM: HCHOJIb3Ysl KOMaHIbl Ha
JIEHTE WM B KOHTEKCTHOM MEHIO, 4TO OBICTpEE U MPOIIIE.

lenkuure B 1000 siueiike BTOPOW CTPOKM MPaBOM KHOMKOW MBIIIA U B

OTKPBIBIICMCS MCHIO BBI6€pI/ITe KOMaHIy BCTaBI/ITb..., a 3aTCM B OKHC - I[OﬁaBl/ITb

CTPOKY.
EBydep obmeHa WpwndgT [P BbipasHWEaHWE ] Yucno [P
A2 N f\ NpoaysThl NMTaHKUA
Calibri ~|11 ~«| a° A" B~ o5 oo - E : = 2
i A Y A
KKk =50D-A-H-5008
2 IHMTﬂNMﬂ |7qqqmp 3089,00P| 5657,00P| 234500P| 5643,00P| 2323,00P|22056,00F
3 d6 Bupesats 2 000,008 234,008| 1587008 1789,00P| 1457008 8067,00F
4y Konuposats 6 000,002 4000008 7000,00#£( 300000£| 5000,00%2(3000000%8
3 -D MapameTpl BCraBKy: 300,008 300,008 300,008 300,00 £ 300,008| 1800,00F
€ e 4000,00#| 3500008 0,00#| 1000,00#( 4000,00#£|14500,0082
7 O 11 389,002 10191,002 | 11 232,00#| 10732,00L| 95080,00L|61923,00P
g CrneunansHan BcTaska..
£ Bcraente
! Yaanute

OuncTuTe cogepxnmos

1 Dopmart gueek...
BelcoTa cTpokm...
CrpeiTe

MNokazate

oo

ITocne BcTaBKU CTPOKHM 0OpaTUTE BHUMAaHUE Ha TOT (haKT, YTO IO YMOITIAHHUIO
OHa BCTaBIIACTCS HAJ BBHIOPAHHOW CTpokKoW u mmeeT (opmar (1BeT GoHa sSUYCEK,
HaCTPOUMKH pa3Mepa, IBeTa TEKCTa U T. J.) PsAJIa, pacIiojiararonerocs Haj Hew.

Ecam Hy>xHO M3MeHUTH (hopMaTHpPOBaHKE, BBIOPAHHOE TT0 YMOITYaHHUIO, Cpa3y
MOCJI€ BCTAaBKM IEIKHUTE 10 KHomke Ilapamerpnl mgo0aBJjieHHMsi, KoTopas
ABTOMAaTHUYCCKH OTOOPA3UTCS PSIOM C ITPaBBIM HIDKHHUM YTJIOM BBIOpPAHHOM STYCHKH
1 BEIOCPHUTE HY)KHBIM BapHaHT.

AHAJIOTUYHBIM METOJIOM B TaOJMIy MOXXHO BCTaBIIATH CTOJIOIIBI, KOTOPHIC

OynyT pa3MeIIaThCcs CIeBa OT BRIOPAHHOTO U OT/ICJIbHBIC STUCHUKH.



Kcratyn, ecim B UTOre CTpoKa WM CTOJNOEL IOCIE BCTABKU OKa3alKuCh Ha
HEHYXHOM MECTE, UX JIETKO MOKHO yAaIuTh. [I[enkHuTEe npaBoil KHONKOW MBIIIN
Ha JII000H siuelike, MpUuHaAJIeKalel yaalIieMoMy OOBbEKTY U B OTKPBIBLIIEMCSI MEHIO
BbIOEpUTE KOMaHAY Y AaJuTh. B 3aBepIIeHNHN yKaXUTE, YTO UMEHHO HEOOXOIUMO
YIAIUTh: CTPOKY, CTOJIOCL WIIM OTAEIbHYIO SUEHKY.

Ha nenre pans onepanuii n1o0aBieHUsT MOXKHO MCIOJb30BATh KHOIMKY
BceraBurh, pacnosiokeHHyro B rpymnme fueikum Ha 3axianke I'maBHasi, a s
yIaJICHHs], OTHOUMEHHYIO0 KOMaHy B TOU K€ TpyMIIE.

B namem ciiyyae Ham He0OXOIMMO BCTaBUTH MSATh HOBBIX CTPOK B BEPXHIOIO
qacTh TaOIMLBI cpa3dy Mocie Ianku. s 3TOro MOKHO NOBTOPUTH OIEPALUIO
n00aBJIeHNsT HECKOJBKO pa3, a MOKHO BBIMOJHUB €€ €JUHOXIbl MCIOJIb30BaTh
Ki1aBuIily «F4», KOTopasi HOBTOPSIET CaMyI0 HOCJIEIHIO ONEPALHNIO.

B urore mocne BCTaBKHM NSATH T'OPU3OHTAIBHBIX PAJOB B BEPXHIOK YacThb

Ta6JII/IIII>I, IMPUBOJAHM €€ K CIICAYIOIICMY BUY:

A B C D E F G H

_ |meap» |tespane |wapr  |ampens |wai  |mwows  |woms |
2
3 Bapnnara
4 [CTeneHauWA
3 Hroro
&

MpoaykThl
7 MMTaHMA 2999,00#| 3089,002| 5657008 234500£L| 5643008 2323,008(22056,00F
8 NMpoeszg 1000,00#| 2000,00% 234,00#| 158700£| 17895,008| 1457008 8067008
5 |PasBneuyeHuA 5000,00 £ 6000008 4000008 7000,00#| 3000008 5000,008|3000000%
10 |MHTEepHET 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,00 #| 1800,00F
1 |0gexna v obyes| 2 000,008 4000002 3500,00f8 0,00#| 1000,008| 4000,00#|14 500,008
12 |MToro §299,00#| 11389002 10191,00#|11232,00L| 10732,00£( 9080,00F(61923,00F

benbie HedopmaTupoBaHHBIE PANBI B TAOIHIIE MBI OCTABUIIU CIEIUATBHO,
9TOOBI OTJICIUTH JJOXOIHYIO, PACXOIHYIO M UTOTOBYIO YaCTh IPYT OT Apyra, HAIMCaB
B HMX COOTBETCTBYIOIIME 3aroyioBku. Ho mepen tem kak 3To caenarh, Mbl U3YyUYUM
elre ojHy omnepanuto B Excel — o0bequHeHne siueek.

[Ipu oObeIMHEHNN HECKOJIBKUX CMEXKHBIX STYEEK 00pa3yeTcsi 0JiHa, KOTopas
MOXET 3aHMMaTh Cpa3y HECKOJbKO CTOJIOIOB uiau cTpok. [Ipu 3TOoM nMeHeM

00bEeIMHEHHOU SUEUKU CTAHOBUTCS aipec BEPXHEH JeBOU STYEHKH 00bEeIUHSIEMOTO



nuana3oHa. B 1r000i MOMEHT Bbl MOKETE CHOBA pa30UTh OOBEAUHEHHYIO SUEHKY, a
BOT KJIETKY, KOTOpasi HUKOI'/1a He Obl1a 00beIMHEHA, Pa30UTh HE YIacTCsl.

[Ipu oObenuHEHUU SYEEK, COXPAHSAIOTCS JAaHHBIE TOJBKO BEPXHEH JIEBOM,
JAHHBIE K€ BCEX OCTAIbHBIX O0BEAUHIEMBIX siueek OyayT yaaneHsl. [loMmHuTe 310
M CHayaja Jiydylie MpOoU3BOJAUTE OOBEAMHEHHE, a JIMIIb I[OTOM BBOJMTE
uH(pOpMaIHIO.

Bepuemcs k Hameit Tabnuue. g Toro, 4ToObl HAUCATh 3ar0JI0BKU B O€IBIX
CTpOYKax HaM NMOHAJ00UTCS JIMIIb O/IHA STYeiiKa, B TO BpeMsl Kak ceiiyac OHU COCTOSIT
u3 BocbMU. JlaBaliTe ucnpaBuM 3TO. Belnennte Bce BOCEMb SlUEEK BTOPOrO pslia

TaOnUIEl ¥ Ha BKJIagke ['J1aBHas B rpynne BolpaBHMBaHMe IETKHUTE Ha KHOTIKY
O0beMHUTDL M TOMECTUTH B IIEHTPE.

AN NABHARA BCTABKA PASMETKA CTPAHWLEI QOPMYNbI JAHHBIE PELIEH3MPOBAHWE ENA Foxit PDF
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A B C D E B Omern OBbEIMHEHNE BRIJENEHHEIX b
) ) Excel AYEEK B 0gHY BonbLuyto sueiiky u
u 1| 2 BBIPAaEHMEAHHE EE COSEPHUMOTD
2 * no LEHTPY.
3 3apnnata 3y b -
. Excel Ty GyHKUWID yao6HD
4 Crenenpua x|cc MPUMEHATE 418 COS4aHNA
5 |MToro 1 2 oBLUErD 3aronoeka 4na
6 HECKONBKMX CTONBL0B.
MpoaykTol e JononHMTENbHBIE CEEAEHUA
7 NMTaHWA 2999,00#| 3089,008| 5657008 2345,00P| 5643,00P| zozsuur|jzzusuuus
2 Mpoesg, 1000,008| 2000,00P 234,00#| 1587,00#| 1789,008| 1457,00f| 8067008
S PasgneyeHuWa 5000,00£| 6000,00£ 4000,00£| 7000,002| 3000,008| 5000,00# 30000008
10 | MHTEpHET 300,00 £ 300,00 300,00 # 300,00 # 300,00 2 300,00 #| 1800,008
1 | Opgexpa v obyes| 2 000,002 4000,002| 3500008 0,00#2| 1000,00£| 4000,00#|14 500,002
12 |Mroro 9299,00f| 11389,00F| 10191,00#| 11 232,00 10732,00#| 9080,00F|61923,00F

Ilocne BbIIOIHEHMS KOMaHJbl, BCC BBIACICHHBIC STYCHKU B CTPOKC

OOBEUHSATCS B OHY OOJBIIYIO STYCHKY.

Psamom c kxHOMKON OOBEAMHEHHS PACIIONIOKEHA CTpPEJIoYKa, HakaTHe Ha
KOTOPYIO BBI30BET MEHIO C JIOMOJHHUTEIBHBIMH KOMAaHJIAMHU, TO3BOJISIOIINMHU:
O00BEUHSATH TUCHKH O3 IIEHTPATLHOTO BRIPABHUBAHUS, 00BETUHSTH IEJIBIE TPYIIITHI
sTYeEeK 10 TOPU3OHTAIH U BEPTUKAIIH, a TAKKE OTMEHUTH OOBETUHEHUE.

[Toce moGaBneHUs 3arojIOBKOB, a TaK)KE 3arllOJHEHUS CTPOK: 3apIuiara,

CTHUIICHAWA, CHUTACM HUTOI'O JOXOAbI 3a Ka)I(I[I)Iﬁ MECAL U BCECIO IIO Ka)KI[Of/'I Tparte,

n00aBUM TaKKe CTPOKY HAKOIJICHUS.
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_ |seape |gespanc [wapr  Janpens [weii  |wows  [wom |
2 Joxoabl
3 Bapnnarta
4 |CreneHgmMA
3 Hroro
& Pacxoabl

MpooykTb
7 MMTaHWA 2999,00#| 3089,00£| 5657008 234500F| 5643,008( 2323,00£€|22056,00F
8 Mpoes3g 1000008 2000008 234,008| 1587,00F| 1729,008( 1457008 B06700F
% PaseneyeHwWA 5000,00#| 6000,00#| 400000#£| 7000,00F| 3000,00£| 5000,00%#€|3000000¢F
10 MHTEpHET 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,00 #| 1800,00#¢

1 0gexwaa v obyes| 2 000,00 £| A000,00#| 3500008 0,008 100000#£| 4000,00%2(14500,00¢8

12 |MToro 9299,00#| 11389,00#| 10191,00#|11232,00#2| 10732,002( 9080,00£|61923,00F
14 |HarwonneHwAa | | ‘ | | | |

Eal

B nepBoM Mecsiie HakOIJICHUS OYAYT CKIaABIBATHCS U3 OOBIYHOM Pa3HUIIBI
MEXTy J0XO0JIOM, TOJYYCHHBIM 32 MECSI] M OOIIMMH pacxXoJlaMH B HEM. A BOT BO
BTOPOM MECSIIe MBI K 3TOW pa3HUIIC NMPUILTIOCYEM OallaHC MEPBOr0, TaK KaK MbI
BEJIEM pacdeT MMEHHO HaKoIUieHuH. Pacu€Tel 1iisi mocienyronmx MecsieB OyayT
BBITIOJHATHCSA 1O TaKOM )K€ CXeMe — K TEKYIIEMY €KEeMECSYHOMY OanaHcy OynyT
npuOaBIATHCS HAKOTUICHUS 32 TIPEIBLAYIIUN IEPHO/I.

Tenepp nepeBenem 3TH pacueThl B popmyibl nmoHstHeie Excel. [{ist suBaps
(stuetiku B14) dbopmyna odenb nmpocta u OyaeT BBITNIAACTh Tak: «=B5-B12». A Bor
st sueiiku C14  (eBpanib) BbIpaKeHHME MOXKHO 3allydcaTh JBYMS pa3HBIMU
crnocobamu: «=(B5-B12)+(C5-C12)» nnmn «=B14+C5-C12». B nepBoM citydae Mbl
OISITh MPOBOJIUM pacydeT OaiaHca MPEABIAYIIEro Mecslla U 3aTeM MpuOaBisieM K
HEMy OaJlaHC TEKYIIETo, a BO BTOPOM B (JOPMYITY BKITIOUAETCS YKE PACCUMTAHHBIN
PE3YNBTAT M0 MpeapIayIeMy Mecsairy. KoHeuHo, UCTIoNIb30BaHe BTOPOTO BapUaHTA
JUTSI TOCTPOCHMsT (HOPMYJITBI B HAIIIEM CITydae ropaszo npeanoutrutenbaee. Benpb ecnu
CJIEIOBATh JIOTHKE MEPBOTO BapHaHTA, TO B BRIPAKEHUU JIJIT MAPTOBCKOTO pacuera
Oyner urypupoBath yxxe 6 aapecos siueek, B anpeie — 8, B mae — 10 u Tak manee, a
MIPY KCTIOJIB30BaHUH BTOPOTO BapHaHTa MX Beeraa OyAeT TpHu.

Jlist 3anontHeHus octaBmuxcs staeek ¢ D14 mo G14 nmpuMeHUM BO3MOKHOCTb

HNX aBTOMAaTH4YCCKOI'O 3allOJTHCHHA, TaK K€ KaK MbI 3TO ACJIaJI1 B CJIy4ac C CyMMaMM.



Kcratn, mia mnpoBepkw 3HAYCHHWS UWTOTOBBIX HAKOIJICHHI Ha HIOHB,
Haxomsuierocs B kietke G14, B sueitke H14 MOXXHO BBIBECTH pa3sHULY MEXAY
o01Iel cyMMoit exxeMecsaHbIX 10X010B (H5) u exxemecsunbix pacxoaos (H12). Kak
BbI IOHUMAETe, OHU JTOJKHBI OBITh PaBHBI.

Kak BUIHO U3 MOCHENHUX pacyeToB, B (hOopMysax MOXKHO MCIOJb30BATh HE
TOJIBKO aJipeca CMEXHBIX SYEEK, HO U JIIOOBIX JIPYTrUX, BHE 3aBUCHUMOCTU OT X
PacnoIOKEeHHsI B TOKYMEHTE WM MPUHAJICKHOCTH K TOW MK MHOM Tabnuie. bonee

TOTI'O BbI BIIPABC CBA3BIBATH H‘IeﬁKPI, HaXOoJAIIUECC s HA PA3HBIX JIMCTAX TOKYMCHTA U

AaXKC B PA3HBIX KHUT'AX

K18 - fe
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_ |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 EDI,DDP| 84312,DDP| 126 621,00 £|167 889,00 £| 209 657,00#| 253 077,00 | 253 077,00 £
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A BOT M Hallla UTOrOBas Ta6J'II/II_[a C BBITIIOJTHCHHBIMH paC‘léTaMI/I:

PacnieuaraiiTe 1moay4uBIIAICS OTYET.




JlabopaTopHas padora Ne6

®opmyasl, pyHknuu u guarpammel Microsoft Excel

Lens u 3amaum paboOThl: HAYUUTHCA PEAAKTUPOBATH (POPMYIIBI, CTPOUTH
rpaduku QyHKIMA U TUCTOTPAMMBI

3HaTh: peJakTUpoBaHUE (POPMYT U CUCTEMY OTCJICKUBAHHUS OIIUOOK, UTO
TaKO€ OTHOCUTEJIbHBIE U a0COJIIOTHBIE a/ipeca ueeK

YMets: nucatb GopMynbl ¢ aOCOMIOTHBIMU aJpecaMu sSYeeK, CO3[aBaTh U
penaktupoBath rpadudeckue oobektsl B Microsoft Excel

BrnaneTs: HaBbIkamMK HanmMcaHusi POPMYIIB C aOCOTIOTHBIMU aJIpecaMu SUYeeK,

CO3/1aBaTh U peaaKTUPOBaTh rpaduyeckre o0bekThl B Microsoft Excel

PenaktupoBanue GpopMys u cucteMa OTCICKUBAHUS OITUOOK

Bce dopmynbl, koTopple HaxomATCSd B SYCMKax TAaOMUIBI  MOXKHO
OTpEIaKTUPOBATh B JIFOOOM MOMEHT. JIjIsl 3TOro JOCTAaTOYHO BBIACIUTH SUYCHKY C
dbopmysoit u 3aTeM MIEIKHYTh IO CTpoke GopMyJ Haa TaOJIHIICH, Ie Bbl CMOXKETE
cpa3y ke BHECTH HeoOxoaumble m3MeHeHus. Eciau Bam ynoOHee pemakTHpOBaTh
COZEPKUMOE HEMOCPEACTBEHHO B CaMOW STYEMKE, TO KIMKHUTE 110 HEH JIBa pasa.

[Tocne okoHUAHUS peAaKTHPOBAHUS HaXXMHUTE KiaBuinu Enter wiu Tab, mocie
yero EXcel BEIOTHUTE IIEpepacyeT ¢ y4eTOM U3MEHEHHUI M 0TOOPA3HUT Pe3yIIbTaT.

JIOBOJIBHO YacTO CITy4aeTcs TaK, YTO BBl BBEIM (POPMYJTY HEBEPHO WIIH TIOCIIC
yaajaeHus: (M3MEHEHHUS) COAEPKUMOrO OJHOM M3 S4YEEK, Ha KOTOPYIO CChLIAETCS
dopMyiia, MNPOMCXOAUT OMMOKA B BBIUMCICHUAX. B TakoMm ciydae, EXxcel
HETIPEMEHHO M3BECTUT Bac 00 3TOM. PS10M ¢ KIIETKOM, T/Ie COACPIKUTCS ONTHO0IHOE
BBIpA)KCHHE, MOSABUTCS BOCKIUIIATEILHBIN 3HAK, B )KEJITOM pOMOE.

Bo MHOrmx cnydasix, mpUJIO)K€HHWE HE TOJBKO HM3BECTUT BAaC O HAIMYHUE
OImMOKH, HO M YKaKET Ha TO, YTO UMCHHO CJICJIaHO HE TaK.

Pacmudporka ommbok B Excel:



. #HH##H## - pe3ynbTaTOM BBINOJHEHUSI (DOPMYIIBI, UCIOJIB3YIOIIEH
3HAUEHHUs JAaThl U BPEMEHU CTaJ0 OTPULIATEIBHOE YHUCIO WU Pe3yJbTaT
00paboTKU HE yMeIlaeTcsl B TUehKe;

. #3HAY! — ncnonp3yeTcs HEAOMYCTUMBIM THII OIEpaTOpa WIIA
aprymenTa ¢popmynbl. OJiHa U3 CaMbIX PACIPOCTPAaHEHHBIX OIIHOOK;

. #JIEJI/0! — B dbopMyJie OCYIIECTBISIETCS MOMBITKA JACICHUS Ha
HOJIb;

. #UMS? — ucnionibayemoe B popmyiie umsi HekoppekTHo u Excel
HE MOJKET €ro pacno3HaTh;

. #H/]l — HeomnpeneneHHble naHHble. Yamie Bcero sta ommuOka
BO3HUKAET MPHU HEMPaBUILHOM OINpPEACICHUH apryMeHTa (PyHKIINHY;

. #CCBIJIKA! — dhopmyna coaepXUT HEOMYCTUMYIO CCBUIKY Ha
A4elKy, HapUMep, Ha S4erKy, KOTopas Oblia yiajaeHa.

. #UUCJIO! — pe3yabraToM BBIYUCICHUS SIBISETCA YHUCIIO,
KOTOPOE€ CJIMIIIKOM MaJl0 WJIM CIUIIKOM BEJIUKO, YTO Obl €ro MOKHO OBLIO

ucroyib3oBath B MS Excel. [lnama3oH oToOpakaeMbIX YHUCEN JICKHT B

0307 0307

npomexyTtke oT -10°" 1o 1
. #IIYCTO! — B ¢dopmyne 3amaHo mnepecedeHue oOIacTeid,

KOTOPBIE Ha CAMOM JIeJIe HE UMEIOT OOIIUX SUeeK.

Eme pa3 manmomMHuM, 4TO OIMMOKH MOTYT TOSBIATHCS HE TOJBKO H3-3a
HEIMPaBWIBHBIX TAHHBIX B ()OpMYJie, HO U BCIEACTBHE COACPKAHUS HEKOPPEKTHOU
uH(popMaIK B SUYCiiKe, HA KOTOPYIO OHA CChLJIAEeTCs.

WNuorpa, korja maHHbIX B Tabimile MHOTO, a GOPMYIBI COAECpIKAT OOJBIIOE
KOJMYECTBO CCHUIOK HA Pa3JIMYHBIC SYEUKH, TO MPU MPOBEPKE BBIPAKEHUS Ha
MPaBWIBHOCTh WM TMOWCKA HWCTOYHWKA OIMIMOKHM MOTYT BO3HUKHYTH CEpPHE3HBIC
TpyaHOCTH. YTO OBI 00J€TYNTh PabOTyY MOJIB30BATENS B TAKUX CHTYyaIusX, B Excel

BCTPOCH HHCTPYMCHT, HO3BOJ’I$HOHIPII>1 BBIACIUTL Ha JOKPAHC BIMAKOIIHC H

3aBUCUMBIE TUECHKU.



Bausilomme siyeilkn— 5TO siUEMKMU, HA KOTOpBIE CChUIAOTCS (OPMYIBI, a
3aBHCHMBbIe sTYeiKH, HAa000pOT, coaepxaT (pOpMyJibl, CChUIAIOUIMECS Ha ajapeca
KJIETOK 3JIEKTPOHHOU TaOJUIIBI.

Yro Obl rpadguyecku 0ToOpa3uTh CBA3M MEXIY sdeilkaMu U (popmynamu c
ITIOMOIIIbIO, TaK HA3bIBAEMBIX CTPEJIOK 3aBHCHMOCTEH, MOYKHO BOCIIOJIb30BATHCS
KOMaHJaMu Ha JeHTe Bauswomme sivedkd 1 3aBHUCHMBbIC AYEHKHM B TpYIIE
3aBucumoctu ¢popmy. Bo Bkiajgke DopmyJibl.

Hanmpumep, naBaiite mnocMoTpuM, Kak B Hamleil TecToBoil Taliuile,

COCTaBJICHHOM B MPEIbLAYIIMX ABYX 4acTAX, (OpMUpPYETCS UTOTOBBIN pe3yibTaT

HAKOIIJICHUUA .
————————
QAN TNABHAR BCTABKA PASMETXA CTPAHMLIH SOPMYNE AAMHBIE PELEH3WPOBAHME Bna Fouit PDF
2 z Asrocymma * | Norwweckme = B Covinkm n maccuee: » =) Npucoouts nma  ~ #30 Banmsowime Aveitxi
X — 4
Iu MNocnegmne ~ Texcrosnie * |u MareasaTmueckne * " JapnCHMBIe AYEHKM
Berasurs Ancnervep
dyHrume |G Qurancosee ~ |G Aara v speas - |= Apyrve Gyrixumm - HASEH £ Cospate w3 sbigenenmoro > Y6patn crpenxcn -
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H14 v fr | =H5-HI2
B C D E H J
2 Loxoan
3 3apnnara 54000,00 # 000,00 °| 30000,00°| 59 000,00#] $0000,00°| 30000,00P| 300 000,00 ¢
4 CreneHauMa 4500,00 % R 500,00 P 2 500,00 #| P 500,009 2 500,00 ¢ 2 500,00 #| 15 000,00 ¢
5 Wroro S52500;00¢ 20000 20000 oTo0000f TS0 00 #2500, 001428 000,00 ¢
6 Pacxoani
Npoayxrol '
7 NWTaHUA 2999,00 ¢ 8 089,00 ¢ 5657,00P| 234500P 5643,00P| [2323,00P| 2P 056,00#
£ MNpoesa »000,00 ¢ P 000,00 # 234,00P| 9587009 1789,00P| 9 457,009 B 067,00 #
& Passnedenns 2000,00P] $000,00P| $000,00P| ¥000,00°F 3000,009| % 000,00P] 3D 000,00 P
10 HMuTepHer 300,00 » 300,00 9 300,009 300,00 ¢ 300,009 ¢ 300,009 } 800,00 ¢
1 Opexaau obyes| 2000,00P % 000,00 # 13 500,00 # 0,00 % 1000,00#| #¥000,00#| 14500,00¢
12 Mroro 29900 #8900 OO0 T IT IO 00" TSz o0 700000 923,00#
14 [Haxonnenwn |43 201,00] 84312,00 9| 126 621,00 »[167 839,00 ®| 209 657,00 #] 253 077,00 #| 25% 077,00 ®

}

HecMmotpst Ha To, uTO hopmMyna B naHHOU siueiike umeeT Bua «=H5 — H12»,
nporpamMa Excel, ¢ momoripio cTpenok 3aBUCHMOCTEH, MOMKET IOKa3aTh BCE
3HAQ4YEeHUS, KOTOPbIE YUYBCTBYIOT B BBIYMCJICHUM KOHEUHOIO pe3yiibrata. Beap B
kietkax HS n H12 Ttak xe comepkarbest GOpMYIIbI, IMEIONINE CCHIIKMA Ha JPYTHE
aapeca, KOTOpbIe B CBOIO OYEPElb, MOTYT COJEPIKATh KaK ()OPMYITbI, TaK U YUCIIOBBIE
KOHCTAHTBHI.

UToOBl yaauTh BCE CTPENKH C pabdodyero JucTa, B rpynmne 3aBHCHMOCTH

(¢popmya Ha Bknagke @opMyJibl, HOKMUTE KHOIIKY Y OpaTh CTPEJIKH.



OTHOocHTeNbHBIE U a0COJIOTHBIE ajipeca YeeK

Bo3moxHocTs kKonpoBanus Gopmyn B Excel u3 onHoii siueliku B Apyryro ¢
ABTOMAaTUYECKUM M3MEHEHUEM aJIpecoB, COAEpPKAUIUXCA B HHX, CYILIECTBYET
OJylarosiapsi KOHLENLIUY OTHOCUTEJIbHOM aapecanun. Tak 4To e 3To Takoe?

Jleno B Tom, uro Excel monumaeT aapeca siueek, BBEJACHHBIX B (hOpMyITy HE
KaK CCBbUIKY Ha MX peaJbHOE MECTOPACIOJOKEHHUE, a KaK CChUIKY Ha WuX
MECTOPACIIOJIOKEHUE OTHOCUTENIBHO SYEHKH, B KOTOPOW Haxoautcs (opmyna.
[Tosicanm Ha ipumepe.

Hanpumep, siueiika A3, comepxut dopmyny: «=Al+A2». Jlns Excel sto
BBIp@YKEHUE HE 03HAYAET, YTO HY>KHO B35Th 3HaUeHHE U3 siueiiku Al u npubaBuTh K
HEMY 4Hclio U3 sueiiku A2. BMecTo 3TOro oH MHTEpIPETUPYET TaHHYIO (GOpMYIY,
KaK «B3SITh YUCJIO U3 STYEHKHU, PACIIONIOKEHHON B TOM K€ CTOJIOIIEe, HO Ha JABE CTPOKHU
BBIII€ U CJIOKUTh €r0 CO 3HAYEHHMEM SYCHKH 3TOrO K€ CTOJOIa PacrojioKeHHON
BBIILIE HA OJIHY CTPOKY». [Ipu KonmupoBaHUM JaHHON (OPMYJIbl B APYTYIO SUEHKY,
Hanpumep, D3, npuHUMI ompenesneHust aJpecoB SYEEK BXOASIIMX B BBIPAKEHUE
OCTaeTCsl TEM KE€: «B3SITh UHCJIO U3 STYEUKH PACIIOIIOKEHHON B TOM K€ CTOJIOIE, HO
Ha JIB€ CTPOKH BBILLIE U CIOXKUTb €T0 C...». TakuM 00pa3zoMm, Iocjae KONMUPOBaHUS B
D3, ucxonnas hopmyiia aBToMmaTuuecku nmpumet Bua «=D1+D2»,

C onHOM CTOpPOHBI, TAKOW THUI CCBUIOK JA€T IOJIb30BATESIM IPEKPACHYIO
BO3MOKHOCTh IPOCTO KONMHUPOBATh OJUHAKOBBIE (POPMYJIBI U3 SYEHKH B SUEHKY,
n30aBiIsisl OT HEOOXOJUMOCTH BBOJAUTH UX CHOBA M CHOBA. A € JIpyroil CTOPOHBI, B
HEKOTOPBIX (popMynax HEOOXOAMMO IOCTOSHHO HCIIOJIb30BaTh 3HAUEHHUE OJHOU
OIPEEICHHON YEHKH, a 3TO 3HAUYMT, YTO CChUIKA HA HEE HE JIOJKHA U3MEHATHCA U
3aBHCETh OT PACMOIOKEeHUS (OPMYJIIbI Ha JIHUCTE.

Hanmpumep, npeactaBuMm, 4To B Halled TaOnuIe 3HAYEHHUS OFOJKETHBIX
pacxoloB B pyOnsx OyayT pacCUMTBHIBATBCA HCXOAS M3 JIOJJIAPOBBIX IIEH,
YMHOXEHHBIX Ha TEKYIIMI Kypc, KOTOpBIM 3amucaH Bceraa B siueitke Al. Oto
3HAYUT, YTO INPU KONHUPOBAHUU (POPMYJIBI CChUIKA Ha ATy S4YEUKY HE JIOJDKHA

HU3MCHATBCA. Torz[a B 3TOM Cly4dac CJIICAYCT IPHUMCHATb HC OTHOCHUTCIBbHYIO, a



a0COIIOTHYI0O CCBLIKY, KOTOpas Bcerga OyJeT ocCTaBaThCd HEU3MEHHOU Mpu
KONIMPOBAHUM BBIPAKEHUS U3 OJTHOU SYEHKU B APYTYIO.
C mnomompio aOCOMIOTHBIX CCBUIOK MOXHO JaTh KoMaHay Excel mpwu
KOIMPOBAHUH (POPMYIIbI:
. COXPAHATh CCBUIKY Ha CTOJOEl MOCTOSHHO, HO TpU 3TOM

HU3MCHATH CCBIJIKM Ha CTOJ'I6L[BI

. U3MEHSTh CCHUIKA Ha CTPOKH, HO COXPAHATh CChUIKY Ha CTOJIOEI]
. COXpaHATh MOCTOSIHHBIMU CCBUJIKHM, KaK Ha CTOJOEI, TaKk U Ha
CTPOKY.

UtoObl mpeBpaTUTh OTHOCUTEIBHYIO CCBUIKY B aOCOJIOTHYIO WM
CMEIIaHHY0, HE0OX0AUMO BBECTH 3HAK jgoiutapa ($) mepen Toii ee yacThio, KOTOpas

JOJIZKHa CTaTb a0COIIOTHOM.

. $A31 — ccruika Beerma ceputaetcs Ha sueiiky Al (abcomoTHast
CCBLIKA);
. A$1 — ccpuika Beerzia CChUTaeTCsl Ha CTPOKY 1, a myTh K CTOJIOIY

MOYET U3MEHSAThCS (CMEIIaHHAs CChIIKA);

. $A1 — cchuka Beera cepliaeTes Ha ctosoer; A, a myTh K CTPOKE

MOYET U3MEHSTHCS (CMEIIaHHAas CChLIKA).

Jlns BBOJA aOCOJIOTHBIX M CMEMIAHHBIX CCBUIOK HCIOB3YETCs KIIABHIIA
«F4». Boigenute sueiiky st GOpMyJibl, BBEAWTE 3HAK PaBCHCTBA (=) M KIUKHUTE
[0 KJETKE, Ha KOTOPYIO HAJ0 YCTAaHOBUTH aOCOJIOTHYIO CCHUIKY. 3aTeM Ha)KMHUTE
kiaapumy F4, mocne dero mepes OyKBOW CT0J0Ia 1 HOMEPOM CTPOKH Iporpamma
ycTaHOBHT 3Haku noutapa ($). [ToBTopHbie HaxkaTns Ha F4 MO3BOJSIOT MEPEXOIUTh
OT OJIHOTO THIIAa CChUIOK K apyruM. Hampumep, ccbuika Ha E3, Oymer nukianmdHO
usmensThes Ha $E$3, E$3, $E3, E3 u Tak mance. [lpu xenmanuu 3Hakd $ MOXKHO

BBOJUTH BPYUYHYIO.

DOyHKIUU



Oyukuusmu B EXcel HaspBaroT 3apaHee ompezelieHHbIe (GOPMYIIBI, €
MMOMOIIFI0 KOTOPBIX BBITIOJTHSIOTCS BBIUYMCIACHUS B YKa3aHHOM TMOPSJKE IO
3aJIaHHBIM BeMWYUHAM. [Ipy 5TOM BBIYMCICHUS MOTYT OBITh KaK MPOCTBIMH, TaK U
CJIOKHBIMH.

Hampumep, onpeneneHue CpeaHEro 3HAYSHUS TSATH SYECK MOXHO OIHCATh
dopmynoii: =(Al + A2 + A3 + A4 + A5)/5, a MokHO crierabHOW (YHKITUCH
CP3HAU, kotopasi COKpaTUT BeIpakeHue 110 cueayromiero Buaa: CP3HAUY(A1:AS).
Kak Buaure, 9Tro BMECTO BBOJa B (OpPMYITy BCEX aJpPECOB SUYEEK MOXKHO
UCIIOJIB30BaTh OMNpeeNIeHHYI0 (YHKIMIO, yKa3aB €l B KauecTBe apryMeHTa HX
JMana3oH.

Jliist paboTel ¢ pyHknusmu B EXcel Ha nenTe cyiecTByeT oTebHas 3aKi1aaKa

dopmyJibl, HA KOTOPOH PaCIOararTcs BCE OCHOBHBIE HHCTPYMEHTHI JIsl pabOThI

m 1 NABHAR BLIABRA FASME I EA CIFAHKVILBI WUPMY] Bl HAHHBIE FELUEHSKIFUBAHKME B4 Foxit FUF
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BcrasuTs fncneruep Okro kontponsroro  Mapanierp
ByHKUMIO Purarcoseie - |E fara n spemn - Apyrae dynkuan - wmen [ Co3aate 3 BbigeneHHaro 15 ¥6pate crpenkn + (%) Baiuncnuts gopmyny 3HAYEHUA BLINMCAEHK

BUGAMOTEKE BYHKLNIA OnpejeneHHbie HMEHA 33ENCAMOCTIA hOPMYN Briuncne

Hago oTmeTtuTh, 4YTO mporpamMma COIEpPKUT OoJiee ABYXCOT (DYHKIIMIA,
CIIOCOOHBIX 00JIETYUTH BHITIOTHEHNE BBIYUCIICHUH Pa3IuuHOM cl0KHOCTH. [ToaTOMy
Bce pynkiuu B EXcel pa3nencHbl Ha HECKOJIBKO KATETOPHiA, TPYIIUPYIOUIMX UX IO
TUIly pemaeMbIx 3a1a4d. Kakre uMEHHO 3TH 3a/1aud, CTAHOBUTCS SICHO U3 Ha3BaHUU
karteropuii:  DuHancoBwie, Jlornueckue, TekctoBele, MaremaTuueckue,
Craructuueckue, AHATUTUYECKHE U TaK Jajee.

Br16path HEOOXOAMMYIO KaTETOPUIO MOXKHO Ha JIeHTe B rpymie budaunoreka
¢ynknuii  Bo Bkiagke @opmyasnl. Ilocne memuka 1o CTpeNOYkKe,
pacnojaralouencs psAaIoM ¢ KaKIOM W3 KaTerOpHil, PACKPBIBACTCS CIIHCOK
GyHKIIMH, a P HABEICHWH Kypcopa Ha JIOO0YI0 M3 HHX, MOSBISETCS OKHO C €€
ONMCaHUEM.

BBon dbynkiunit, kak u hopMys, HAYMHAETCS CO 3HaKa paBeHCTBa. [locie uaet
ums GyHKuuM, B Buje ab0OpeBHATyphl U3 OONbIIMX OYKB, YKa3bIBalOIIEH Ha €€
3Ha4YeHUE. 3aTeM B CKOOKax YKa3bIBalOTCS APryMeHTbl (yHKUMH — JaHHBIE,

HCITIOJIB3YIOIIHECCA OJIA ITOJIYUYCHUA PE3YyJIbTaTa.



B kadecTBe aprymeHTta MOXET BBICTYNAaThb KOHKPETHOE  YHUCIIO,
CaMOCTOSITENIbHASL CChUJIKA Ha SYEHKy, Ienas cepusl CChUIOK Ha 3HAYeHUs WU
SYEUKH, a Tak ke quarna3oH sueek. [Ipu 3ToM y olHUX QYHKIHI apryMeHThl — 3TO
TEKCT WM YUCTa, Y IPYTUX — BpEMs U JaThl.

Muorue (yHKUMM MOTYT MMETh Cpa3y HECKOJIBKO apryMeHTOB. B Takom
ciydae, KaXIbli U3 HUX OTAEIAETCA OT CIEAYIOLIEro TOYKOM ¢ 3ansaTon. Hampumep,
¢yukuus =[IPOU3BE/I(7; Al; 6; B2) cuntaeT npou3BeACHUE YETHIPEX PAa3HBIX
Yucell, YKa3aHHbIX B CKOOKaX, U COOTBETCTBEHHO COJEPUT YEThIPE apryMEHTa.
[Ipu 5TOM B Haliem cilydae OAHU apryMEHTBHI yYKa3aHbl SIBHO, a IPYTHUe, SBISIOTCA
3HAYEHUSMHU OIPE/ICIICHHBIX SUeeK.

Tak ’xe B KadyecTBe apryMeHTa MOKHO HCIIOJIb30BaTh JPYTyI0 (PYHKIHUIO,
KOTOpass B OJTOM Cly4ae Ha3bIBaeTcsl BJOKeHHO. Hampumep, QyHkims
=CYMM(A1:AS5; CP3HAY(B5:B10)) cymmupyet 3Hau€HUs S4€EK HAXOSIINXCS B
nuana3zoHe oT Al mo AS, a Tak ke cpeHee 3HAaUeHHE YHCell, Pa3MEIICHHBIX B
knetkax B5, B6, B7, B§, B9 u B10.

Y HEKOTOPBIX MPOCTHIX PYHKIIUN apryMEeHTOB MOKET He ObITh BoBce. Tak, ¢
nomotpbo GyHKIuu =TJIATA() MOXHO TONYYWUTh TEKYIIHE BpeMs W JaTy, He
UCTIOJIb3Ysl HUKAKUX apTyMEHTOB.

Jlaneko He Bce ¢pyHkimu B ECXel umeror nmpocroe onpeaeneHue, Kak ¢ yHKIUSI
CYMM, ocymiecTBisioNias CcyMMUpoBaHUE BhIOpaHHBIX 3HaueHU. HekoTopbie u3
HUX HMMEIOT CJIO)KHOE CHHTAKCHMYECKOE HAaIlMCaHUE, a TaK ke TpeOyioT MHOIo
apryMeHTOB, KOTOPBIE K TOMY K€ JTOJDKHBI ObITh MPABUIIBHBIX TUIIOB. UeM ClloKHEe
(GyHKIMSI, TEM CIIOKHEE ee MpaBUIbHOE cocTaBieHue. M pa3paboTuuku 3T0 yuiy,
BKJIFOYMB B CBOM JJIEKTPOHHBIC TAOIUIBI MTOMOIIHUKA IO COCTABICHUIO (HYHKIIUA
IUIs TIoJIb30Baresie — Macrep ¢pyHKIUM.

Jist Toro uro Obl HavaTh BBOJAWUTH (YHKIHIO C ToMomipio Macrtepa
¢yHkumii, menkHuTe Ha 3Ha40K BeraBuTh pynkuuio (fX), pacnosnoxeHHbIN clieBa

ot CTpoku ¢popmy.r.
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Tak jxe KHOIIKY BcTaBUTh (DyHKIMIO BBl HAl[IETE HA JICHTE CBEPXY B I'PYIIIE
bubauoreka ¢pynkumii Bo Bkiaake ®dopmyasl. Emie onHuM cnocoOoM BbI30Ba
mactepa QyHKIHUi sBsieTcs coueTanue kiapum Shift+F3.

[Tocne OTKpBITUS OKHA MOMOIIHUKA, IEPBOE, YTO BaM IIPUAETCS CIENATh — 3TO
BbIOpaTh KaTeroputo GyHKUMUU. [[151 ITOro MOXKHO BOCIOJIB30BATHCA MOJIEM MOUCKA

WK HUCITaJalOIIIUM CIITMCKOM.

Nowck dyHELKMK:

BEEAMTE KPATKOE OMWCAHWE JEACTENA, KOTOPOE HY®HD
EBINOAHWTE, M HAXMWUTE KHOoNKY "HaflTi"

Kateropwa: | 10 HegaeHo MCNONE30EABWWECA

BribepuTe $yHELMED:
ECI ~

CYMM

CP3HAY
FMMEPCCBUTKA
CYET

MAKC

CYMMEC/TM{ananasor; KpUTe U ANanasoH_cyMmMHpoeaHna)
CyMMUPYET AYEAKMN, 333HHEIE YEAZaHHEIM YOI0EWMEM,

CNpagka No 3T0H $yYHELMK

B cepenune okHa oTpakaeTcs mepedeHb (PYHKIIMNA BEIOPAHHOW KaTeTOpHH, a
HIDKE - KpaTKOE OINKMCAaHWE BBIACICHHOW KypcopoM (YHKIMHM H CIPaBKa IO €¢
aprymeHtam. Kcratm Ha3HadeHHe (PYHKIIMM YacTO MOJXKHO ONPEACIHTH IO €€
Ha3BaHMIO.

CnenaB HeoOXoauMbIH BBIOOp, ImenkHuTe 1o KHomke OK, mocrne dyero

MOSIBUTCS OKHO APTYMEHTHI (DYHKIIUH.



CYMMECTIA
JAuanazoH
KpuTepui

AWanazoH_oyMMUp oBaHUA

CyMMUPYET AYEKW, 3343HHEIE YEAZaHHEIM YO1OEWEM,

AwnanaioH JWManasoH NpoBepAEMB AYEEK,

JHaYeHKE:

CNpaBKa no 3Tol GyHELMKA

B nmeBoM BepxHEM yriy OKHa yKa3bIBAe€TCsS MMS BBHIOpAHHON (hYHKIIUH, IO
KOTOPBIM HAaXOJATCS IOJISI, CAYXKaIlhue I BBOJA HEOOXOJHUMBIX apryMEHTOB.
CrpaBa OT HHX, TOCJIE 3HAaKa PAaBEHCTBA YKa3bIBAIOTCS TEKYIIUE 3HAYCHUS KaXKIOTO
aprymMeHTa. B HIkHeW 4YacTM OKHa pa3MeIaeTcs cIpaBouHas WHMopmarwus,
yKa3bIBalIIas HazHaueHWe (YHKIMHM M KaXJIOr0 apryMeHTa, a TaKkKe TeKYIIHH
pe3yIbTaT BBIYHCICHHUS.

Cchlkn Ha sTuelKu (MW UX JUaria3oH) B MOJIS U1 BBOJIA apI'YMEHTOB MOYKHO
BBOJIUTHh KaK BPYYHYIO, TaK M UCIIOJB3Ys MBIIIb, 4TO ropa3ao yaoonee. /s atoro
MPOCTO WIEIKANUTE JIEBOM KHOMKOM IO HYKHBIM KJIETKAaM HAa OTKPBITOM JIUCTE WJIU
oOBeauTEe MX HEOOXOMWMBIM auamna3oH. Bce 3HaueHus OyayT aBTOMAaTHYECKU
MOICTaBJICHBI B TEKYIIIEE T0JIe BBOJIA.

Ecam nuanoroBoe okHO ApryMeHTHl (PYHKIIMHM MEIIaeT BBOY HEOOXOIUMBIX
JAHHBIX, TIEPEKphIBass co00M pabouyuil JMCT, €ro MOXXKHO Ha BpeMsl YMEHBIIUTH,
Ha)kaB Ha KHOITIKY B IIPaBOM YacTH IOJISI BBOJIa apTyMEHTOB.

[ToBTOpHOEC Ha)kaTWe Ha HEE K€ MPHUBEACT K BOCCTAHOBJICHUIO OOBIYHOTO
pasmepa.

ITocne BBoAa BceX HEOOXOMMBIX 3HAUCHHH, OCTACTCS KIMKHYThH 1O KHOTIKE

OK u B BBIOpaHHOU STYEHKE MOSBUTCS PE3yJIbTAT BEIYUCICHUS.

JnarpaMmebl



JIOBONBHO 4YacTo 4YMciaa B TabiuIe, AaXke OTCOPTUPOBAHHBIE OJIKHBIM
o0pa3oM, He O3BOJISIIOT COCTaBUTh MOJHYIO KAPTUHY 110 UTOTaM BbIYUCIEHHH. UTO
OBl MOyYUTh HATJISIIHOE TpeACTaBiIeHue pe3ynbTatoB, B MS EXxcel cymectByer
BO3MOKHOCTh TOCTPOEHUS JAMArpaMM Pa3IUYHBIX THUIOB. DTO MOXET OBITh, Kak
OObIYHAS THUCTOTPaMMa WM TpaduK, TaKk MW JIENECTKOBAas, Kpyromas WU
AK30THYECKasl My3bIpbKOBas AuarpamMma. boiee Toro, B mporpamme CyIIeCTBYET
BO3MOKHOCTh CO3/1aBaTh KOMOWHHMPOBAHHBIC NHUArpPaMMbl W3 Pa3IUYHBIX THIIOB,
COXpaHss UX B KauecTBe IabIoHa /IS aTbHEHIIIET0 HCTIOIh30BAHMS.

Juarpammy B Excel moxxHO pa3mecTuTh a1M00 Ha TOM K€ JIUCTE, TAC YXKE
HaXoJUTCA TabIuIla, U B TAKOM CJIy4ae OHA Ha3bIBAeTCS «BHEAPEHHOW», MO0 Ha
OTJICJIEHOM JIUCTE, KOTOPBIM CTAaHET HA3bIBATHCS «JIHCT JHATPAMMBD».

B kauecTBe mpumMepa, monpodyeM NpeCTaBUTh B HATJISITHOM BUC JTaHHBIC
€KEeMEeCSYHBIX pACX00B, YKa3aHHBIX B TaOJIHIIE.

JInst co3aanus tuarpaMMbl Ha OCHOBE TaOJIMYHBIX JJAHHBIX CHavaja BBIJEIUTE
Te sSTYEeHKU, HHPOPMAaLUs U3 KOTOPBIX JOJDKHA OBITH MpeJcTaBleHa B TpaduuecKoM
Buze. [Ipu 5ToM BHENIHMI BUJ JMarpaMMBbl 3aBUCHT OT THIIa BHIOPAHHBIX JaHHBIX,
KOTOpBIE JOJDKHBI HAXOAWTHCA B CTOJOLAX HWIIM CTPOKax. 3arojOBKH CTOJIOIIOB
JOJKHBI HAXOAUTHCS HAJl 3HAYEHUSIMH, a 3ar0JIOBKH CTPOK — clieBa OT HUX. B Hamem
cllyyae, BBIIEISEM KJIETKU COJepIKallue Ha3BaHHUS MECALEB, CTaTeH pacxoloB UX

3HA4YCHUA.



AT - ﬁ MpogykTel NTUTaHWA
A B C D E F G H
_ |oweapn |oempane |wapr  lanpens [wai  [wows  [scero |

2 Ooxogpbl

3 3apnnara 50 000,00 2| 50000,002| 50000,008| 50000,002| 50000,002| 50000,00#|300000,00 P
4 Crenengua 2500,002| 2500,008] 2500002 2500,008] 2500008 2500,00#| 15000,00¢
5 Mroro 52500,002| 52500,008| 52500,008| 52500,008] 52500,008] 52500,00#|315 000,00
i) Pacxoabl

MpoaykTbl

7 |nuTanun 2999,009| 3089,008| 5657008 234500P| 5643008 2323,009| 22056008
8 |Mpoesa 1000,002| 2000002 23a00p| 1587,00p| 1789008 1457,00°| 806700
9 |Pasenevenwa | 5000,00¢| 6000,009| 4000,008| 7000,008) 3000,008] 5000,008| 3000000
10 [MuTepret 300,002| 300002 300,002 300002 300,008 300,008 1800,00¢
11 |Opemaa w obyss| 2000,002| 4000,008| 3500,008 0,008| 1000,008| 4000,008| 14500,00¢
12 [Mroro 9299,00#| 11389,00#| 10191,008| 11232,002| 10732,008| 9080,008| 61923,00p
13

14 Hakonnesma |43 201,00 2| 84312,002] 126 621,00 2|167 889,00 2| 209 657,00 2] 253 077,00 2| 253 077,00 2
15

3areM, Ha JIeHTe BO Bkiajgke BeraBka B rpynne Jlmarpammsbl BbiOepute

Hy)I(HBIﬁ TUII U BUA AUAI'PAMMBI. Yrto Obl YBUACTL KPATKOC OIMMCAHHC TOI'O0 WJIIN

HWHOI'O TUIIA U BUJA AUaArpaMm, H606XO}II/IMO 3aICPKATh HAa HCM YKA3aTCJIb MbIIIIN.

GAAN TNABHAR BCTABKA PA3METKA CTPAHWMLBI DOPMYNbI [AHHBIE PELLEH3WMPOBAHME BKA Foxit PDF
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CeogHan Pexomengyembie Tabnuua Vlnnroctpayun
Tabnuua ceogHelE TaBanybl M
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Tucrorpamma
Pexomerayemble
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O6beMHaR rMCTOrpaMma
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HagcTrpoiiki Cnapkn

MpoayKTbl MMTaHMA

2 Hoxonp
3 3apnnata 50000,00#| 50000,00#| 50000,00#£| 50000,00#| 50000008 50C hﬂﬂm
4 |CteneHgma 2500008 2500,00% 2500,00#| 2500,00#% 2500,008| 2%
3 Mroro 52500,00#| 52500,00#P| 52500,00#| 52500,00P| 52500,00P| 52% lid Bpyrue rmcrorpammi...
6 Pacxoapbl
MpoayKTb
7 |nuTaHua 2999,00L| 3089,00P| 5657,00P 234500F 5643,002| 2323,00P| 22056,009
8 |Mpoeag 1000,00£| 2000,00# 234,00#| 1587,00¥¢ 1789,008 1457,008| B8067,00P
PazeneyeHna 5000,00P| 6000,00P| 4000,00£| 7000,00F 3000,00£| 5000,00#| 30000,00P
10 |MHTEpHET 300,00 £ 300,00 £ 300,00 £ 300,00 # 300,00 £ 300,00 #| 1300,008
11 |0pempa v obyes| 2 000,008 4000,00F 3 500,00 £ 0,00 # 1000,00£ 4000,00#| 14500,00P
12 |UToro 9299,002| 11389,00£| 10191,002| 11232,00P| 10732,00£| 9080,00P| 651923,00P
13
14 |HawronneHwa |43 201,009| B34312,00P| 126 621,DDP|16? EEB,DDP| 209 657,00 £| 253 077,00 £| 253 077,008

15
&

B npaBom HmkHeM yriy Omoka JImarpammbl pacronaraetcsi HeOObIas

kHonka Co3gaTh AMArpaMmy, C IOMOIIBIO KOTOPOHM MOKHO OTKPBITh OKHO

BcraBka nmarpaMmel, 0TOOpakaroniee BCe BUbI, TUIBI U 1a0JTOHBI TUATPAMM.
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KomEBnHupoeaHHan

B mnamem mnpumepe pgaBaiiTe BbiOEpeM OOBEMHYIO UHIUHIAPUYECKYIO
TUCTOrPaMMy C HaKoIJIeHHeM U HaxkmeM KHoriky OK, mocrie yero Ha pabodem smcte

IIOABUTCA AUarpamMma.
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Tak xe oOpaTuTe BHUMaHHE, Ha TMOSBICHUE JOMOJHUTEIBLHON 3aKIagKu Ha
nenre Padora ¢ nmarpammamm, coaepxainas eme Tpu Bkiaagku: Konerpykrop,
Maker u ®opmar win KoHcrpykrop m ®opMar B 3aBUCUMOCTH OT BEpCHH,
YCTaHOBJIEHHOM Y Bac nporpammsi.

dopmMaTUpPOBaHUE U UBMEHEHUE TUATPAMM

[Ipy nepBUYHOM CO3[IaHUU AUATPaAMMBbI 3apaHee OYE€Hb TPYJIHO ONPEAECIUTH,
KaKoil ee TWUIl MPEeACTaBUT HamOoJiee HArJsIHO BHIOpAHHBIC TAOJUYHBIC JTAHHBIC.
Tem OGosiee, BIOJIHE BEPOSITHO, UTO PACIOJIOKEHHWE HOBOM JUAarpaMMbl Ha JIUCTE
OKa)XETCS COBCEM HE TaM, IJie BaM XOTEJIOCh Obl, J1a U €€ pa3Mepbl BaC MOTYT HE
ycTpauBaTh. Ho 3T0 He Oena — mepBOHAYAIBHBIN TUM W BUJ AHMArPaMMbl MOXHO
JIETKO U3MEHUTH, TaK K€ €€ MOXKHO IMEPEMECTUTH B JTIO0YI0 TOUKY paboueit obiactu
JICTA WM CKOPPEKTUPOBATH TOPUZOHTAIBHBIE U BEPTUKAIBHBIE PA3MEPHI.

Uto OBICTPO M3MEHUTH THUII TUarpaMMbl Ha BKJajgke KoHCTpyKTOp B rpyrime
Tum, pa3memaromencs ciesa, MeJIKHUTe KHONKY U3MeHuTs TuIl Auarpammsbl. B
OTKPBIBIIIEMCS OKHE CJIeBa BEIOEpUTE CHAYAIA TOAXOAAIINNA THI TUarPaMMBbl, 3aTeM
ee moarun u Haxmure kHomky OK. Jluarpamma OyneT aBTOMaTHYECKU
nepectpoena. Ctapaiitech moaOUpaTh TaKOM TUIT AUArpaMMBbl, KOTOPBIA Haubosee
TOYHO M HATJISAHO OyIeT JEMOHCTPUPOBATH 11EJIh BAIIMX BHIYUCICHUM.

Ecnu nmamHble Ha guarpamMMme OTOOpaXkaroTcs HE JIOJKHBIM  00pasoM,
nonpoOyiTe TMOMEHATh MECTaMH OTOOPaKCHHS CTPOK M CTOJIOIIOB, Ha)kKaB Ha
kHOTKYy, CTpoka/cTonden B rpynne lannbie Ha Bkiaake KoHcTpykTop.

[TonoOpaB HYXHBI THI JUArpaMMbl, MOXXHO TOpa0OTaTh HAJ €€ BUIOM,
NPUMEHUB K HEH BCTPOCHHBIC B NMpOrpaMMmy MakeThl W ctwim. Excel, 3a cuer
BCTPOCHHBIX PEIICHUN, MPEAOCTABISAECT IOJIB30BATENAM IIUPOKHE BO3MOXKHOCTH
BBIOOpa B3aMMHOTO PACTIOJOKEHHS DJIIEMEHTOB JHarpaMM, WX OTOOpaKeHUs, a
TaKKe 1BETOBOTO 0dopmiieHHs. BIOOp HY)KHOTO MaKeTa U CTUJISL OCYIIECTBISETCS
Ha Bkiaake KoOHCTpPykTOp B rpynmax Cc TOBOPSIIMMU Ha3BaHUSIMH MakeTsbl
auarpamMm ¥ Ctuim guarpamm. [Ipy 3TOM B KaXJI0W M3 HUX €CTh KHOIIKA
JlonoJiHuTeIbHBbIE MAPpAMETPbI, PACKPHIBAIOIIAS MOJHBIA CIIHCOK MPeasiaraeéMbIX

pELICHUN.



N Bce xe He Bcerga co3faHHas Wik OT(GopMaTUpOBaHHAs Juarpamma c
MMOMOIIbIO BCTPOSHHBIX MAKETOB U CTUJIEH YAOBJIETBOPSET MOJIb30BATEIICH LIETUKOM
Y MOJHOCTHI0. CIUIIIKOM OO0JIBINION pazMep MPpUQTOB, O4€HbL MHOTO MECTa 3aHUMAET
JIETE€HJ1a, HE B TOM MECT€ HAXOMSITCA MOAINWCH JAHHBIX WIIM caMa JuarpaMmma
CJIMIITIKOM MaJsieHbKast. CJI0BOM, HET Ipejielia COBepIIeHCTBY, U B EXCel, Bce, uto Bam
HE HPABUTCS, MOKHO UCIIPABUTh CAMOCTOSITEJIbBHO HAa CBOM «BKYC» M «UBET». [leno
B TOM, YTO JHarpaMMa COCTOUT M3 HECKOJbKHUX OCHOBHBIX OJIOKOB, KOTOPBIC BBI
MOkeTe (hOpMaTUPOBATb.

Oobnacmev oOuazpammpl — OCHOBHOE OKHO, TJ€ pPa3MEUIAOTCA BCE
OCTaJIbHBIE KOMITOHEHTHI AUarpaMmbl. HaBesst Kypcop MBIIIK Ha ATy 00J1acTh
(MTOSIBIISIETCSL YEPHOE TMEPEKPECThE), W 3a)kKaB JICBYIO KHOIKY MBIIIH, MOYXKHO
NepeTaIIUTh JUarpaMmy B JTIFOOYIO 4acTh JucTa. ECu jke BBl XOTUTE U3MEHUTH
pasMmep AuarpaMmbl, TO HaBEAUTE KypCOp MBIIIM Ha 000N M3 YIiOB WU
CepelMHy CTOPOHBI €€ paMKHM, M KOTJa yKaszaTellb NpuMeTr ¢GopMy
IBYXCTOPOHHEW CTPEJIOYKH, TOTSHUTE €r0 B HY’KHOM HaIlpaBJICHUH.

Oéaacmb nocmpoenusn ouazpammsl — BKIIOYAET B ce0s BEPTUKAIBHYIO
Y TOPU3OHTAJIBHYIO OCH, PAJl JAHHBIX, a TaK )K€ OCHOBHBIE U JJONIOJIHUTEIIbHBIE
JIMHUM CETKH (CTEHBI).

Ps0 oOannbix — naHHBIC, TPEJCTABICHHBIE B TpauUIeCKOM BHUIIC
(mmarpamma, TucTorpamma, rpaduk u T.1.). MOTyT UMETh MOJINUCH JaHHBIX,
oToOpakaromye TOYHbIE IU(GPOBBIE TMOKa3aTeld CTPOK WKW PSIOB
IarpamMMel.

Ocv 3HaueHuill u O0Cb Kamezopuii — YNUCIOBBIE MapaMeTPhl,
pPAacCloOJIOKEHHBIE  BJIOJb BEPTUKAJbHOW W  TOPU3OHTAIBHOM  JIMHUH,
OpPUEHTUPYSACh HA KOTOPBIE MOYKHO OLIEHWTHh JAHHbIE AuarpaMmbl. Moryt
UMETh COOCTBEHHBIE TTOMKCH JICTICHUHN U 3aTOJIOBKH.

Junuu cemxku — HArIAOHO TIPEIACTABISAIOT 3HAYEHUS OCEH U
pa3MeniaroTcsi Ha OOKOBBIX MAHEINSIX, HA3bIBAEMbIX CTEHAMMU.

Jlezenoa — pacuiipoBka 3HAUCHUN PSAIOB UITU CTPOK.



JIrobomy  monp3oBarento  Excel  mpemocraBmsiercss  BO3MOXKHOCTB
CaMOCTOSITEIbHO U3MEHSTh CTUJIM U XYJI0’KECTBEHHOE MPECTABICHUE KAXKIOTO U3
BBIIIENIEPEYUCIICHHBIX KOMIIOHEHTOB Auarpammel. K Baium ycimyram BsIOOp 11BETa
3QJIMBKU, CTHJISI TPAHMI], TOJIIUHBI TUHUM, HAJIOKEHHE 00beMa, TeHEH, CBEUCHUS U
CIJIaKMBaHUS HA BBIOpaHHbBIE O0BEKTHI. B 1100011 MOMEHT, MOXKHO U3BMEHUTD OOIIUN
pasMep JuarpamMMmbl, YBEJIMYUTH/yMEHBIIUTH JIIOOYI0 €€ 00J1acTh, Hampumep,
YBEJIUYUTh CaMy JuarpaMMy W YyMEHBIIUTh JIET€HJYy, WIA BOOOIIE OTMEHUTH
0TOOpakeHNE HEHYKHBIX 2JIEMEHTOB. MOHO U3MEHUTH yroJI HAKJIOHA THarpaMMBbl,
MOBEPHYTh €€, ciaelaTh 00beMHOW WM Iuiockoi. Omnum ciaoBom, MS Excel
COJICP>KUT MHCTPYMEHTHI, TO3BOJISIONIME MPHUAATh JUarpaMMe COOCTBEHHOPYYHO
HanOosiee yI0O0HBIN I BOCTIPUSITHSL 00pa3.

Jlns u3MEeHEeHUs KOMIIOHEHTOB JUarpaMMbl BOCIOJIB3YHTECh BKJIAIKOU
MakeT, pacnofio’keHHOM Ha JieHTe B oOsnactu PaGora ¢ imarpammamm.

3nech Bbl HaiJleTe KOMaHIbl C HAa3BAaHUSAMHU BCEX YacTeld AMArpaMMbl, a
IIEJIKHYB TI0 COOTBETCTBYIOLIUM KHOIKAaM, MOYKHO TIEPEUTH K UX (POpMATUPOBAHUIO.
Ects u npyrue, Gonee mpocTble CIOCOOBI M3MEHEHHUS KOMIIOHEHTOB JHarpaMM.
Hampumep, A0cTaTOUYHO MPOCTO HABECTH KYypPCOP MBIIIM HA HYXHBIA OOBEKT, U
HIEJIKHYTh 110 HEMY J[Ba pasa, Mocje Yero cpa3dy OTKPOETCs OKHO (popMaTUPOBAHMS
BBIOpDAHHOTO 2JJIEeMEHTAa. Tak K€ BBl MOXETE BOCIOJB30BATHCSI KOMaHIaMHU
KOHTEKCTHOTO MEHIO, KOTOPOE€ BBI3BIBAETCA KJIMKOM IPAaBOM KHOIKHU MBIIIH I10
HY>KHOMY KOMITOHEHTY.

Camoe Bpems mpeoOpa3oBaTh BHEIIHHWH BHJ HAIIEH TECTOBOH JHArpaMMBbI,
BOCIIOJIB30BABIINCH Pa3HBIMH CIIOCOOaMU.

Kak Bugute, BcTpoeHHbIC B EXCEl mHCTpyMEHTHI hopMaTHpOBaHUS THATpaMM
JNEUCTBUTENIBHO JIal0T IIMPOKHE BO3MOXHOCTU TOJIb30BATENAM M BHU3YaJbHOE
MpeICTaBlICHNE TAOJUYHBIX JAHHBIX HA 9TOM PUCYHKE PA3UTEIBHO OTINYACTCS OT

IICPBOHAYAIIBHOI'O BapHaHTA.



’PaduKk poxopos n pacxoanos

15 000.00 P
10 000.00 P

5000.00 # Utoro

) v Op,emp,awo6ysb
0.00» / UHTepHeT
Pa3BsneueHus
Mpoe3p

MpoAyKTbl NUTaHUSA

MpoAyKTbl NUTaHUA Mpoe3n M PassneveHus NHTepHeT Opexpavobysb M UToro

Ho na nmanHol nuarpaMme BMECTO Ha3BaHUsI MECSIIEB HamucaHbl ITUGphI 1,
2,3 ¥ T.71. DTO MPOU30IILIO MOTOMY, YTO Ha3BAHUS MECAIIEB HE HAXOMIATCS PSIIOM C
TOM YacThIO TAOJIUIIBI, IO KOTOPOM MBI CTPOMJIM, U HaM HE yIaJOCh BBIAEIUTH MX
Cpa3y, KaK 3TO BO3MOKHO TP MOCTPOCHUH Tpaduka 1o noxonam (yaaiuB CTPOUKY
n0XoAbl). BeiaensieM UCTOYHMKU J0XO0/Aa, HA3BAHUS MECSIIE U YHUCIIOBBIE 3HAYEHUS

JI0XO/0B, BO BKJIQJIKE BCTaBKa BHIOMPAEM THCTOTPAMMY.
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AHBapb  deBpanb  mapT anpenb mai MIOHb Bcero

W 3apnsiata MW CreneHanA Ntoro

Kaxk BunnM, Ha3BaHUS MECSIIEB MOAMNCAHLI ABTOMATHYCCKHU.
Bepnemcs k Hamiel npeapiayiieit quarpaMme u 100aBUM B He€ JaHHBIE.

Haxumaem Ha Hamry auarpammy, B KOTOPYIO Mbl ceilyac OyleM BHOCHUTH

naHHbIe U BO BKiajike KoHCTpyKkTOp BhIOMpaeM «BbriOpaTh JaHHBIEY.

4HEIE PELIEH3MPOBAHWE EWNA Foxit PDF KOHCTPYKTOP GOPMAT T:
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Buibpars pannbie

WzmMeHEHNE ANENa30HE JaHHbIX,
G H J K L M MPELCTAENEHHBIX HE JMarpamMmMe.
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KTbl NMHTaHHA

MNpogysThl NUTAHWA Mpoesn  MPaseneueqHnA W MHTepHeT Ogexpa v obyss W Wroro

[Ipoananu3upyem AaHHBIE B OTKPBIBIIEMCS AUAJIOTOBOM OKHE.



O4eBUAHO, YTO HAM HYKHO M3MEHUTH MPABYIO YaCTh TAOJIUILIBI, B KOTOPOM

yKa3aHbl yncna. Hax 3Tol yacThio Ha)KMMaeM Ha KHONIKY «I3MEHUTBY.

Awanazon garHex 408 guarpamme: | =facrliSASESG511
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Oaexaa v 0EVEL

CKPETEIE M OYCTHE AYEHKN

I[anee H€06XOIII/IMO BBI6paTB, Ha 49TO MblI MCHJCM, a4 MCHsICM MBI HA Ha3BaHHIA

MCCALCB, BBIACIIICM COOTBCTCTBYIOIINC STYEHKU B Ta6J'II/II_[C.

[MABHAA  BCTABKA  PASMETKA CTPAHWUB  O®OPMY/bl  [AHHHE  PELUEH3VIPOBAHME — BMJ  FoxitPDF | KOHCTPYKTOP  GOPMAT Tatyana Govorukhina - B
= = T E L = (i )i = Ui
S - A= = i = s SN
[loBasuTs snewment Jkcnpece- | Vsmennts| = i E - W~ - - - § Crpoxa/ Bueibpats  Wsmenumsun | MNepemectus
QMarpaMmblT  waker Lsera Cronbely fantbie | AWGrpamMsi | Awarpammy
Makers guarpanm Crunu gwarpamm Dannsie Tun PacnonoxeHue
a . £
A B c D E F 5 H

1
2 3apnnara 50000,002| 50000,002| 50000,002| 50000,002| 50000,002| 50000,002|300 000,002
3 CreneHguAa 2500,008| 2500,00# 2500,008| 2500008 2500,002| 2500,00#( 15000008
4 Mroro 52500,00#| 52500,008| 52500,008| 52500,008
5 Pacxogpl
MpoaykTbl
& MUTaHWA 2999,00# 3089,00# 5657,008| 2345008
7 Mpoeag 1000,00#| 2000,00# 234,008 158
2 PaisneueHma 5 000,00 £ 6 000,00 £ 4000,002| 700 N
Onanason poanmceii oo
9 MHTepHer 300,00 £ 300,00 P 300,00 =
=NMcr11SBS1:5GS1 F%| = ansaps; despan...
10 |Ogexna v obyes| 2000,002| 4000,008 3 500,00 P
11 Mraro 9299,00#) 11385,008| 10191,008| 1123 OIC
12

"/ Wirveprer

|
13 Hakonnesus |43 201,002 84312,00 2] 126 621,00 | 167 889,00 | 209 657,00 2] 253 077,00 [ 253 077,00 8| ...

14

Mpoesa,

“ Mpopyxre nuranus

18 HassaHue gnarpammbl
19 350 000,00 &

MpopysTui uTanua W Mpoess, W etma W MHTepHET

300 000,00 8 "N |

Haxxumaem kHonky «OK» u kHonky «OK» B clielytomeM 11aioroBOM OKHE.



AnanazoH gaHHex ana grarpammes | =Iucr 1154515651 Mo 1! 5ASR5G511

|" |" @ngmcafcrnnﬁeu "l "|

oY F

INemMeHTHl NeresHakl (pagsl) MogNKCKH roOpU30HTANEHOW OCH [KATEMDpUMK)

D JoBaEnTe D HzmeHnTE )( ¥aanuTe rj MEMeHnTE

MpoayKTel NATAHKUA AHEApL

Mpoesg

PazenedeHKA

fespant
mapT

MHTEpHET anpent

[« & [« [«] [&]

Caewaa u 0BYEL mak

[« [&] [&] [&] [&]

CEpBITHIE W OYCTRIE AYSHKN

ITonyyaeM BOT TaKOW pe3ysbTar.
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5000.008 <~ '/ Wroro
/" Opexnaa n obysb
NHTepHeT
/" PasBneyeHuns
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MpoAyKTbl NUTaHKUA

MpoayKTbl NUTaHUA Mpoe3n M PassneyeHua NHTepHeT Opexna v obysb

Ilepenecute nBe AUarpamMMbl B CBOM OTYET M PACIEUYATANTE €TO.



Heo0xonumoe MaTepuaibHO-TEXHUYECKOE 000pYy/10BaHNeE:

[TepcoHaNbHBII KOMITBIOTEP WU HOYTOYK C YCTAaHOBICHHBIM HPOTPAMMHBIM
obecrieuennem Microsoft office me Hmxe Bepcum 2007, Hampumep, [I9BM
INTELGorei3-7100/H110M-KRTL/8GB/1 TB/DVDRW/LCD21.5"/k+m/

nepcoHaidbHbiMU  KoMmbtoTepamu [IK S1155 Inteli3 (IntelRH67/13-2130
3/40GHz/DDRINI-4Gb/HDDSATAIII 320Gb/DVD+R/RW/450Bt/knaBuatyp,

MbIIs/23”LCDSamsungB2330 (ZKFV))

I[IK S1155

Intel

Gb/DVD+R/RW,23 "LCD Samsung

2005-716, IIDBMtun 2 (Asus-

13-2130 3.4 Hz/DDR

AGb/HDD SATA

P7P55LX-/DDR3  4096Mb/Coreei3-

540/SATA-11 500 GbHitachi/PCI-E 512MbMonutop TFTWide 23))

IMxana OOCHUBAHUA U KPUTCPUU OLICHUBAHUWA BBIITIOJIHCHHBIX SaﬂaHI/Iﬁl

3aMEeYaHUSIMHU, TPOIIIEI
TECTUPOBAHHE 110 TEME
1abopaTopHOM pabOTHI ¢
50% npaBUIBHBIX

dopma MuHumanbHbIN Oasn MakcumManbHbIN Oai
ROHIpOI ban [Ipumeyanue ban IIpumeuanue
a 1
1 2 3 4 5
JlaGoparopHa | 3 | BemosHun 5 | Bemosamn
s padota Ne 1 1abopaTopHYIO padboTy ¢ 1a00paTOPHYIO PadbOTy
CYIIIECTBEHHBIMU 0e3 3aMedaHuii u

MpOIIIEJ TECTUPOBAHUE
C JIOJICW TPaBUIIbHBIX
oTBeTOB O0see 50%

3aMEYaHUsIMHU, IPOIIET
TECTUPOBAHUE 1O TEME
1a00paToOpHON pabOTHI €

OTBETOB

JlaGoparopHa | 3 | BemosHun 5 | Bemosamn

s paborta Ne 2 n1abopaTopHyo padoTy ¢ nabopaTopHyto paboTy
CYIIIECTBEHHBIMU 0e3 3aMmedaHuii u
3aMEeYaHUSIMH, TTPOIIEIT MPOIIIENT TECTUPOBAHUE
TECTUPOBAHHE 110 TEME C I0JIeH MPaBUIBLHBIX
1abopaTopHO pabOTHI C otrBeTOB OoJiee 50%
50% npaBUIBHBIX
OTBETOB

JlabopatopHa | 2 | BemomHun 5 | Bemonnun

s paborta Ne 3 nabopaTopHyo paboTy ¢ nabopaTopHyto paboTy
CYIIIECTBEHHBIMU 0e3 3amMedaHuii u

MPOIIIET TECTUPOBAHUE
C JI0JI€ MPaBUIbLHBIX
oTBeTOB OoJiee 50%

111320




50% mpaBUIBHBIX

OTBETOB
JlabopaTopna Boinonnun Boinoanun
s pabota Ne 4 1abopaTopHyIO padboTy ¢ 1abopaTopHyIo padboTy
CYIIIECTBCHHBIMU 0e3 3aMedaHuil 1

3aMeYaHUSMHU, POILIEI
TECTUPOBAHME 110 TEME
1abopaTopHO paboTHI ¢
50% npaBUIBHBIX

MPOLIEN TECTUPOBAHUE
C JI0JIEN IIPAaBUWIbHBIX
otBeToB Oosee 50%

OTBETOB
JlaboparopHa Beimonnnn BrimonHuin
s pabota Ne 5 1abopaTopHyto padboTy ¢ 1a00paTOpHYIO padboTy
CYIIIECTBCHHBIMHU 0e3 3aMeUaHuil 1

3aMeUYaHHUsIMH, TPOIIEI
TECTHPOBAHHE 110 TEME
1abopaTopHOM pabOThI ¢
50% npaBUIBHBIX

MpOIIET TECTUPOBAHUE
C JIOJICW TTPaBUIIbHBIX
oTBeTOB OoJiee 50%

OTBETOB
JlabopaTopna Beimonunn BeimomHuin
s pabota Ne 6 1abopaTopHyro padboTy ¢ 1a60paTOpHYIO PadboTy
CYIIIECTBEHHBIMU 0e3 3aMedaHuii u

3aMeYaHUsSIMHU, TPOIIEI
TECTUPOBAHUE 110 TEME
1a60paTOpHOM pabOTHI ¢
50% npaBUIBHBIX
OTBETOB

MPOIIIE]T TECTUPOBAHUE
C JI0JICH TPaBHIIbHBIX
otBeTOB 00Jiee 50%




Cnucox BONpoOCoB AJIs1 CAMOKOHTPOJIA

1. Crncok BOIIPOCOB JUIst
CaMOKOHTPOJIS:

BosmoxkHo s B mporpamme Word
MPOU3BOANTh  ABTOMATHYECKYID  COPTHPOBKY
CITUCKOB 10 ajihaBUTy?

A) nma, CcOpPTHpPOBKa HAaXOAWUTCS BO
BKiasike [ maBHas B Oiioke Ab3anl

B) na, coprupoBka HaxomuTCsS BO
Bkimajke Pa3dmerka crpaHmiel B OJOKe
[Tapamerpsl CTpaHHIIBI

C) Takoit BO3MOXKHOCTH HET

2. [Ipu no6aBneHUH CTONOIOB B TAOIHUILY
BO BKJIaJIKE MaKeT MPH BHIOOPE BCTABUTH CIICBA,
BCTaBUTh CIpaBa HOBBIM cTonOel BCTABUTCS
CclieBa WJIH CIpaBa OT

A) sraeiiku, B KOTOPOM CTOUT Kypcop

B) ot nenTpa Tabmuib

C) or Hayasa TaOJIUIIBI

3. Bo3moxHO 1M s4elKy B TaOiwmie
pa3IenuTh O JUaroHaIn?

A) na, BO3MOXKHO, HAIIpUMEP HUCIONIB3YS
HMHCTPYMEHT KapaHJAall

B) Het, HEBO3MOXKHO

4. Ecnu mipu mo0aBiICHUH 3aIIOTHECHHOM
TabJauIbl B JIOKYMEHT, OHa HE IIOMECTUJIACh
LEIUKOM II0 IIMPUHE Ha CTPAaHHUIy M YacTb
CTOJIOITOB OKAa3aJIMCh HEBHINMBI, TO HEOOXONMO

A) mepeiitTm Bo BKIamky Maxker, B
KOTOpO#i BEIOpATh CBOWMCTBA, JTajiee B CBOHCTBAX
[ponMcaTh UIMPUHY TaONUIBl MEHbIIE, YeM
LIMPUHA CTPAHULIBI

B) ymanute gacte cTONOIOB B TAOMUIIE

C) yMmeHpIIaTh UWIMPHHY HECKOJIBKHUX
MEPBBIX CTONOIOB, TOKa BCs Tabnwma He
OKa)KEeTCs Ha JINCTE

5. BosmoxkHO 1M MacmTabHUpOBATh
PUCYHOK, HApUCOBaHHBIM B IporpamMMe MS
Word?

A) n1a, BO3MOXKHO, €CJIM OH HApUCOBAaH B
MOJIOTHE

B) ma, BO3MOXHO, eciii OH HapHCOBaH
0e3 MmoyoTHa

C) HeT, HEBO3MOXKHO

6. Kak wu3MeHHTH 3aJMBKy (HUIYpHI
"JIuaug" BO Bpems CO3JlaHUs pHUCyHKa B MS
Word?

A) y ¢durypsr "Jlunus" He cymiecTByeT
3aJIUBKH, Y JAHHOU (PUTYPBI BO3MOYXXHO U3MEHHTD
TOJIBKO HACTPOUKHU KOHTYpa

B) BeIOpaTh 3anmuBKa (GUrypsl B OJOKE
Crtunu ¢urypsl Bo BKiaaky @opmar

7. VYcTpoWcTBaMH BHEIIHEW MaMATH
SBIISIOTCS

A) xapter mamaru, USB - Hakonwurtenw,
SSD-HaKOMHUTENH, )KECTKHUE TUCKU

B)  onepatuBHBIE  3amOMHHAIONINE
YCTPOUCTB

0] MTOCTOSIHHOE 3arIOMHUHAIOIIIee
YCTPOMICTBO

8. Kakmx CIHCKOB HET B TEKCTOBOM
penaxrope?

A) TOYEUHBIX

B) mymepoBaHHBIX

C) MapKupOBaHHBIX

9. Ilpu 3a1aH1H TAPaMETPOB CTPAHUIIHI B
TEKCTOBOM PEIAKTOPE YCTaHABINBAIOTCS:

A) momss, opueHTanus W pasMep
CTpPaHUIIBI

B) waTepBan MEXIy ab3anmaMu W BHI
mpudta

C) ¢hoH U rpaHMIIBI CTPAHMIIBI, OTCTYII

10. Kakyro koMmMOWHAIWIO  KJIaBHII
CIIeqyeT TPUMEHHTb, YTOOBI BBIIETUTH BECh
JIOKYMEHT

A) Ctrl+A

B) Ctrl+C

C) Ctrl+Vv

11. Kakyro KOMOWHAIWIO KJIaBHII
ClIeyeT TPHUMEHUTh, 4YTOOBI CKOIHUPOBATH
BBIJICTICHHBIN parMeHT

A) Ctrl+C

B) CtrlI+A

C) Ctrl +V

12. OCHOBHBIMH byHKUMAMEI
OIEPALIMOHHOMN CUCTEMBI SIBIISFOTCS

A) anor c I0JIb30BATETIEM,

yIpaBJICHHE pecypcaMH KOMIIBIOTEpa, 3aIycK
IPOrpaMM Ha BBIOJTHEHHE

B) paspaborka mporpamm mnsi OBM,
BBIBO/I MHQOPMAIK Ha IPUHTEP

13. Kakyio KoMOMHAIHMIO KJIABUMI
ClleyeT MPUMEHHUTh, YTOObI BCTABUTH B TEKCT
CKOITUPOBAaHHBIN (hparMeHT



A) Ctrl+V

B) Ctrl+C

C) Ctrl+A

14. Kakyro KOMOWHAIIMIO  KJIABHII
CJICAyCeT NPUMCHUTD, ‘ITO6I)I BCTaBUTh B TEKCT
pa3phIB CTPAHULIBI

A) Ctrl+Enter

B) Ctrl+A

C) Ctrl+C

15. Kakas kjaBuIlla Ha KIaBUAType
yaaJsieT CAMBOI CJIeBa OT Kypcopa?

A) Backspace, BS, <

B) Delete

16. Kakas kjaBuIlla Ha KJIaBUAType
yJaJsieT CMMBOJI CIIpaBa OT Kypcopa?

A) Delete

B) Backspace, BS, <

17. KomoHTHUTYH — 3TO:

A) o0macte, KOTOpas HaxXOOUTCA B
BEPXHEM U HUYKHEM I10JI€ U ITPEIHA3HAYAETCS IS
IMoOMEUICHNA HOMEpa CTpPaHUIbl WM Ha3BaHUA
paboThI HaJ TEKCTOM KaXJ0H CTPAHUIIHI

B) BHemHWIA BHI TIEYaTHBIX 3HAKOB,
KOTOpBI  MONB30BaTedh BUIAWT B  OKHE
TEKCTOBOT'O peakTopa

C) BepxHsAS CTpPOKa OKHA peaaKTopa
Word, koTopas conep>XuT B ce0e maHeIs KOMaH
(mampumep, «BcraBkay,
«Maket» U T. 11.).

«KoHcTpykTop»,

18. UTo no3Bonsier yBUIAETh BKIIIOUCHHAS
KHOMKa «OTOOPa3UTh BCE CHMBOIBI»

A) mpobensl MeXTy CIOBaMH W KOHEI
ab3arma

B) Bce 3naku mpenuHaHUSL

C) ommOKH B TEKCTE

19. OObenuHUTH WM Pa3OUThH SUEHKH
HapHCOBaHHOMN TaOIHIIBI BO3MOXKHO BO BKJIQJIKE

A) «Maker»

B) «Konctpyxrop»

C) «Ilapamerpbl TaOIMLIBDY

20. YrtoObl chemaTh coAepkKaHHE B
JNOKYMEHTE, HEOOXOTUMO  BBIIONHUTH  PSJI
CIEeNYIOIIMX JeHCTBUI

A) BBIIENHTH B TEKCTE€ 3arojiOBKH,
MTOMETUTh UX KaK DJIEMEHTHl KaKOro-TO ypOBHS,
repeiTé Ha BKIaIKy «CCBUIKM» M TaM HAXKaTh Ha
UKOHKY «OriaBieHue»

B) BBIIENMHTE HECKOIBKO CIIOB B TEKCTE C
nomompto  kmaBumm  Ctrl  (oHm  Oymyt

3arjJaBUsMH), IEPEUTH Ha BKIAIKy «BcraBkay u
Ha)kaTh Ha UKOHKY «CopepkaHue

C) KaxayI0 HOBYIO IJ1aBy Ha4aTh C HOBOU
CTpaHUIIBI, TIEpEiTH Ha BKIAAKy «BcraBkay,
HalTH TaM UKOHKY «BcTaBUTH copepxkaHue» U
Ha)kaTh Ha HEe.

21. K omepauuoHHBIM ~ CHCTEMaM
OTHOCSATCS

A) Microsoft Windows, MacOS, Linux

B) MS-Office

C) MS-Word, Word Pad, PowerPoint

22. Kakoli OpueHTalMW CTPaHHIIBI HE
CyIIeCTBYeT?

A) 6roKHOTHOM

B) xamxHOM

C) anr00MHO#

23. Kakyio ONiuio peryjmpyer 3To
JINAJIOrOBOE OKHO?

A) n3meHneHre ab3aHOTO OTCTYyTa

B) nsmenenne mpudra Tekcra;

C) u3MeHeHne pazmepa mojiei JrcTa.

24. TloMecTUTh B JIOKYMEHT PHUCYHOK
MOYKHO TIPH ITOMOIIIX BKJIQJKH:

A) BcraBka

B) CepBuc

C) Bun

25. UToOBI clienaTh TEKCT MOIYKHUPHBIM:

A) BBIIETUTE TEKCT M HAKATh KHONKY JK
Ha BKiajke I maBHas

B) Beinenuth TEKCT 1 HAXKaTh KHOMKY JK
Ha BKJajke PerieH3upoBanue

C) BbimenuTs TeKCT 1 HaXKaTh KHOMKY JK
Ha Bxiaake Bun

26. UToOBI clienaTh TEKCT KYpCHBOM

A) Bbeienuth TEKCT U HaXaTh KHONKY K
Ha Bkiajke [ maBHas

B) Beigenuth TekcT u HaxkaTh KHONKY K
Ha BKiaJke Penenzupoanue

C) Boigenuth TeKCT U HaxkaTh KHOMKY K
Ha BKiaake Buna

27. C oMoIIpI0 KaKoro BCTPOSHHOTO B
penaktop WORD o0bekra MOXKHO BCTaBJISTH B
JIOKYMEHT MaTeMaTH4eCKue (GOpMYyIIbl?

A) MS Equation

B) MS Clip Gallery

C) MS Word Art

28. Kaxkoii mapamerp ¢opmMaTupoBaHus
HEJTb3s1 HACTPOUTh B TUAIIOrOBOM OKHe AO3alr?

A) nBeT Tekcra

B) MexaycTpouHbIii HHTEPBAI



C) BBIpaBHUBaHHE TEKCTA

D) orctyn

E) yOpaTh uHTEpBanbl MEXAy ad3anamu

29. Yto Henmb3s HACTPOUTH B IMAJIOTOBOM
okue [Ipudt

A) BBIOOp HCIONB3YEMOTO SI3bIKA

B) nBer cumBonos

C) paccTosiHUE M@Ky CHMBOJIAMH

D) Bepxumii nHIEKC

30. Kak BcraBUTH HOMEpa CTpaHUI] B
JIOKyMEHT?

A) BeraBka / HOMep CTpaHHIIBI

B) Hanucatb HOMep B KOJIOHTHUTYIIE

C) HanMcaTh HOMEp BHU3Y CTPAHHIIBI

31. Kakx MoxHO 00paTUThCS K sUCHKE B
Excel (ykazatb e€ B popmyiie)

A) To WHAEKCY CTONOIa W WHICKCY
CTPOKH STYEHKHU

B) o Ha3BaHMUIO JIUCTA U HOMEPY STUCHKU

32. [locrostHHAs TTAMSTH PEAHA3HAUCHA
JUTS:

A) XpaHEHMs HEU3MEHSIEMOMN
nHpOpMAaITIN

B) murensHOrO XpaHeHust HHPOPMAIIH

0] KpaTKOBPEMEHHOTO XpaHCHUS
WH(POPMAITUH B TEKYIIUH MOMEHT BpEMEHU

33. UYewm
OTJIMYAIOTCS OT adCcooTHOrO aapeca B Excel?

A) OTHOCHUTETBHBIHN ampec CChIIaeTCs Ha

OTHOCUTENIBHBIM  aJipec

IUana3oH,  PAaclOiIOKEHHBIH  OTHOCHUTEIBHO
TeKyIIeld s4yeikn. AOCONIOTHBIN ajipec Bceraa
CCBUIAETCS HAa OJIMH U TOT XK€ AUaIa3oH

B) oTHOCHTENBHBIA aapec - 3TO TAKOU
agpec, KOTOpBIM JEHCTBYET OTHOCUTEIBHO
Tekymeil KHUTH. AOCONIOTHBIA aapec MOXKEeT
CChUIATh Ha JHAIa30HBl BHYTPU TEKyILIed KHUTU
U 3a e Mpeaesbl

C) mo ¢yHKIMOHANPHOCTA HHAYEM He
omnyaroTces. OTINYHS UMEIOTCS B CTHIIE 3aIICH
azapeca

34, C kakoro CHMBOJIa JIOJDKHA
HaunHATHCS Jr00as popmyna B Excel?

A) =

B) :

C) -

35. Kakoii pesymbraT BO3Bpamaer
MpaBUIIBHOE JIOTHUECKOE BeIpaskenne B Excel?

A) ICTHUHA

B) JIOXb

C) BEPHO

36. B MS Excel ykazanue Ha OTAeIbHYIO
STYCHKY TAOJIHIIBI, COCTABICHHOE M3 0003HAYCHUS
CTONOLAa ¥ HOMEPA CTPOKH HA3BIBAIOT

A) anpecoMm siueiiku

B) pe3ynbpraToM BHIYHCICHUS

C) dhopmyol, BBEACHHOM B SUCHKY

D) nuanazonom

37. B MS Excel mia wusmeHeHus
pa3MepoB cTonbIa HE0OX0IUMO

A) YcTaHOBUTH YyKa3zaTelb MBIIIK Ha
NpaByl0 TpaHUWIy B 3arojioBKe CTOJIONAa |
MEPEMECTHTD IPAHUILY BJICBO HJIA BIIPABO

B) Beinenute x0T Obl OJHY A4YEHKYy B
cronbue, 3areM BbIOpaTh komanxmy CepBuc —
Ilon6op — Ilapamerpsl W  yCTaHOBHTH
COOTBETCTBYIOIIHME 3HAUCHUS

C) Breyrenute x0Ts1 OBl OJIHY S4YEHKY B
cTonoOie, 3areM BbIOpaTh KoMaHay JlaHHble —
dhopma

38. B MS Excel rpyrmity pacnonoxeHHbIX
pPAAOM U 00pa3yIOUMX MPSMOYTOJIbHUK SYeeK
MOJKHO HA3BaTh:

A) Jlnamazonom

B) Tabnwmmeit

C) Knawuroit

39. B MS Excel B ampece $A$16 ne
OyZIeT MEHATHCS

A) HOMED cTONOIa M HOMEP CTPOKHU

B) u3menuThes Bce

C) HOMEp cTombIIa

40. B MS Excel HazHaueHue QyHKIMH
CYMM

A) BosBpamaer 3HaueHHE CyMMBI
3HaUYEHU CBOMX apryMeHTOB (B KadecTBe
apryMEHTOB  MOXXHO  3alHCBIBATH  ajJpeca
OTJICITBHBIX STUCCK)

B) BosBpamaer ogHO 3HaYeHHE, €CIH
YKa3aHHOE yCIIOBHE WCTHUHHO, W JIPyToe€, eclin
OHO JIOKHO

C) BosBpamaer 3HaueHHE CYMMBI
3HaYEHW CBOWMX apryMEHTOB, €CIIH OHHU BCE
TeNbIe

41. B MS Excel anpec saeliku MOXHO
BKITFOUHUTH B (POpMYITy

A) OmHMM IIETYKOM JIEBOW KHOIKH
MBIIIA Ha COOTBETCTBYIOLIEH sueiKe

B) Ucnonezys KJIABUATYPHYIO
komOuHanuro Ctrl + Shift

C) OmHUM WIENYKOM TIPaBOH KHOIKU
MBIIIA Ha COOTBETCTBYIOLIEH sSueiKe



42. lpu peneHnu Ha HyJb NpOrpamMma
MS Excel BeigaeT coobuienue 06 ommoke

A) #1EJ1/0!

B) #3HAU!

C) ###

43. B MS Excel mactep mmarpamm
MPUMEHSETCS

A) Jlngs  co3maHMst  BCEBO3MOMKHBIX
rpaMKOB U AUarpaMm

B) [ns ympouienus co3nanust QyHKIAN

C) [ns ynporieHust BBoja (YyHKIIMH B
SUEHKY

44, B MS Excel ans mnoctpoeHus
rpaduka MO JAAaHHBIM DBIIEKTPOHHOW TaONHIIBI
CJIEyET UCIIOIb30BATh:

A) Komanny lnarpamma Mento Beraska

B) Komanny Utoro mento JlanHbie

C) Komanny Pucynok mento BeraBka
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