[lOKYMEHT NOANMUCaH NpOCTO# 3NeKTPOHHOM NOANMUCHIO

MHbopmauus o Bragenbue:

®UO: NokTnoHosa OkcaHa leHHaabeBHa

[lomxHOCTb: NpopeKTop no y4ebHoi pabote

[Jlata nognucanus: 03.09.2023 15:44:31

YHMKaNbHbIA NPOrPaMMHbIN KIHOY:
0b817ca911e6668abb13a5d426d39e5f1c11eabbf73e943dfﬁ%%q9§_? A

KH POCCHUHU

denepanbHOe rocyapcTBeHHOE DOKETHOE
obpa3zoBaTenbHOE YUpeKIeHHe BbiCIIero odpa3oBaHus
«HOro-3anaHblii rocy1apcTBeHHBIH YHUBEPCHTET»
(FO3IY)

Kadenpa nporpaMMHO# HHKEHEpHH

-
e o
’\h":\l s ‘n\/.

e

MHOOPMATHUKA

Meroaugeckue PEKOMEHAALIMH MO BBIMOJHCHHIO naﬁopaToprxx p8.60T
AJid CTYIAEHTOB, oqualoumxcx MO 1 HalpaBJICHHWIO NMOATOTOBKH

29.03.05 KoHcTpyHpOBaHHEe M3J€/1HH JIErKOi MPOMBILLIEHHOCTH

Kypek 2023



YK 004
Cocrasurenyn T.H. Konausixuua, A.B.Tutosa

Peuensenr
A.T.H., npoteccop Yepueuxas HU.E.

Mudopmatika:  MeToauueckHe  peKOMEHIaLWH N0 BBIMOJHEHHIO
nabopatopHblX paboT A% CTYAEHTOB, OGyyaloWmXcs Mo HarpasieHHIO
noarorosku 29.03.05 Koucrpynposanue wu3genuii nerkoi IIPOMBILLIEHHOCTH /
FOro-3amn. roc. yu-t; cocr.: T.H. Konanbixuna, A.B. Tutosa.- Kypck, 2023.-93 c.

Conepxar MeToauuecKHe PeKOMEHIAUNH 1O BBITIONHEHHIO nabopaTopHbIX
pabor no aucuummne «Mudopmarukay,

Mertoauueckue  ykasaHus COOTBeTCTBYHOT TpeboBanusM paboueii
MpOrpaMMet No aucunnanye «Mudopmatuka». CTpyKrypa, conepianne u cTHIE
H3NI0EHASA MaTepHANA COOTBETCTBYIOT METOMHYECKHM H HAYYHBIM TPeGOBAHHSIM,
NpeabABAsSEMbIM K YUeOHbIM H METOAMYECKMM NOCOBUSIM.

[lpennasuavensr a1 cTygeHTos, oOyHalomMxXcs o HanpapieHHIO
noarorosku 29.03.05 KoncTpyuposanne wszenuii nerxoid [IPOMBILUIEHHOCTH
O4HOH M 3a04HOH hopm obyueHus.

Teker nevaraercs B aBTOpCcKoOll penaKiuy

Ioanucaro B neyars . ®opmar 60x84 1/16
Yco.neu.n,3,54. Yu-niand. 8. Tupaw  sxs. BMM@.Becmamu.
HOro-3anaguwiii rocyaapeTsenmbiil ynupepcyer.

305040, r. Kypex, ya. 50 ner Oxta6ps, 94,



Conep:xkanue

HMHCTpyKIuMs 0 TEXHUKE 0€30M1aCHOCTH

JlaGoparopHas padota Nel
[lepBrUYHBIE HACTPOMKHK TApaMETPOB MeyaTHOro fokymenta MS Word

JlabopaTtopHas pabGota Ne2
Co3znianue CryMcKOB U aBTOMaTuyeckoro ornasienus MS Word

JlaGoparopHas paboTa Ne3
Coznanue u hopmatupoBanue Tadbaui MS Word

JlabopaTtopHas paborta Ned
Coznanue u oo6pabotka rpadpuyeckux oobekToB MS Word

JlaGoparopHas pabota Ne5
Co3znanue, aBTO3aNoONHEHUE, pEJaKTUPOBaHUE TabIUL, BBOJ (OPMYII B

tabnurax Microsoft Excel

JlabopaTtopHas paborta Ne6
®opmyibl, pyHkiuu U guarpammel Microsoft Excel

Heobxoanmoe MatepuaibHO-TEXHUYECKOE 000pYA0BAHKE
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NHcTpyKums mo TexHukKe 0e30macHOCTH

1. O6mue TpedoBaHMs OE30MACHOCTU

1.1.K pabore Ha mNEpPCOHATBLHOM KOMIIBIOTEPE JIOMYCKAIOTCS JIMIIA,
npoieamme ooydeHue Oe30macHbIM METOAaM TPYAa, BBOJHBIM HMHCTPYKTaX,
NEePBUYHBINA UHCTPYKTAX Ha paboueM MecTe.

1.2.1lpn skcruryataluv NMEPCOHAIBHOTO KOMIIBIOTEpA HA YEJIOBEKA MOTYT
OKa3bIBaTh JICWCTBUE CIEAYIOLIME OIMACHBIE M BPEOHBIE IPOU3BOJICTBEHHBIE
bakTopsI:

—  TIOBBIIICHHBIN YPOBEHb 3JIEKTPOMArHUTHBIX U3JIYyYEHUN;

—  TIOBBIIICHHBIN YPOBEHb CTATUYECKOIO AIEKTPUUECTBA;

—  TOHWXEHHas MOHHU3alUs BO3/1yXa;

—  crarhyeckue pU3NYECKue NeperpysKu;

—  MepeHanpsHKeHUE 3pUTENIbHBIX aHAIN3aTOPOB.

1.3. CTyneHT mpH BBITOJTHEHUH JTa00PATOPHBIX PabOT 00s13aH:

1.3.1.BbIIOSHAT TOJNBKO Ty pabOTy, KOTOpasi ONpEeieHa B METOJUYECKIX
yYKa3aHUsX.

1.3.2.ConepxaTh B 4lCTOTE paboyee MeCTO.

1.3.3.Co0mroiaTh pexXuM TpyJia U OTHbIXA.

1.3.3.Co0mtoaTh Mephl MOKApHON 0€30MACHOCTH.

1.4.Paboure MecTa ¢ KOMIBIOTEpAMHU JOJDKHBI pa3MENIaThCsl TaKUM
o0pa3oM, 4yTOObI PacCCTOSIHUE OT IKpaHa OJHOrO0 BUAECOMOHHUTOPA A0 ThiJa JPYroro
Oobuto He MeHee 2,0 M, a paccTOSTHUE MeEXAy OOKOBBIMU IOBEPXHOCTSIMHU
BHUJICOMOHUTOPOB - HE MeHee 1,2 m.

1.5.Paboure mecTa ¢ NMEPCOHATBHBIMU KOMIBIOTEpAMU MO OTHOLIEHUIO K
CBETOBBIM IIpO€MaM JOJDKHBI pacnojiaratbCs TakK, YTOOBl €CTECTBEHHBIH CBET
najan cOOKy, MPEUMYIIECTBEHHO CJIEBA.

1.6.0x0oHHBIE MPOEMBI B NMOMEMIEHUSX, € HCHOJIb3YIOTCS IMEPCOHAIBHBIE
KOMIBIOTEPHI, JOHKHBI OBITH 000PYAOBAHbBI PETYIUPYEMBIMH YCTPOUCTBAMU THUIIA!

JKAJTF03U, 3aHABECEHM, BHEIITHUX KO3BIPHKOB U JIp.



1.7.Pabouas mebenb ISl MOIh30BaTEICH KOMIIBIOTEPHOW TEXHUKOHN JTOJDKHA
OTBEYaTh CICAYIOLIUM TPEOOBAHUSIM:

— BbICOTa pabodyeil MOBEPXHOCTU CTOJA JIOJDKHA PETyJIUpPOBAThCS B
npeaenax 680 - 800 MM; Ipu OTCYTCTBUM TaKOil BO3MOXHOCTH BBICOTa pabouei
MOBEPXHOCTH CTOJIA JOJHKHA COCTABIATh 725 MM;

— pabouuii CTOJ JOKEH MMETh MPOCTPAHCTBO JUIsI HOT' BBICOTOM HE
menee 600 MM, rayOMHOW Ha YpOBHE KoJieH He MeHee 450 MM U Ha YpOBHE
BBITSIHYTBIX HOT HE MeHee 650 MMm;

2. TpeboBanus 6€30MaCHOCTH TIEPET HaYaJIOM PadOTHI

2.1.IloarotoBuTh pabouee MeCTO.

2.2.0TperynupoBarh OCBElIeHHE Ha paboyeM Mecte, YOEOUThCS B
OTCYTCTBUHU OJIMKOB Ha 3KpaHe.

2.3.I1poBeputh NPaBUILHOCTH MOJKIIOUYEHHS] 000PYIOBAHUS K DJIEKTPOCETH.

2.4 IlpoBepuTh UCIIPABHOCTH MPOBOJOB MUTAHUS M OTCYTCTBHUE OTOJICHHBIX
Y9aCTKOB TIPOBOJIOB.

2.5.1IpoBepuTh NMPaBUIBLHOCTh YCTAHOBKHU CTOJIA, CTYJA, MOJICTABKHU ISl HOT,
MIOMUATPA, YIJ1a HAKJIOHA 3KpaHa, MOJ0KEHUE KIIABUATYPHI, TOJ0KEHNE "MBIIIHA" HA
CHEIUATBLHOM KOBPHKE, TIPU HEOOXOIUMOCTH MPOU3BECTH PETYJIUPOBKY padoOvero
CTOJIa U Kpecya, a TAKKe PacoJIOKEHHE AIEMEHTOB KOMITbIOTEPA B COOTBETCTBHUH
C TpeOOBAaHMSIMU DPrOHOMHKHM H B IEIAX HWCKIIOYCHHS HEYMOOHBIX 1103 M
JUTUTEIIbHBIX HAMPSHKEHUN Tea.

3. TpeboBaHust 6€30MaCHOCTH BO BpeMsl pabOThI

3.1.Ctynenty nipu pabote Ha [IK 3anpemaercs:

— TMpUKacaThcsl K 3aJHEN MaHeld CUCTEeMHOro Osioka (mporieccopa) mpu
BKJIFOYCHHOM ITUTAHUU;

— TMepeKIItouaTh pa3beMbl HUHTEPPEHCHBIX Kabenel  mepudepuitHbIX
YCTPOMWCTB MPHU BKIIFOUCHHOM MMUTAHUU;

— JOTMyCKaTh TIIOMAJaHue BJard Ha TIOBEPXHOCTh CHCTEMHOTO OJIOKa
(mporeccopa), MOHHTOpa, pPabOUYyI0 TIOBEPXHOCTh KJIaBUATYPHI, THCKOBOJIOB,

IIPUHTEPOB U APYTUX YCTPOMCTB;



— TPOU3BOAUTH CAMOCTOATEIBHOE BCKPHITHE U PEMOHT 000PYIOBaHMUS;

— paboTaTh Ha KOMITBIOTEPE MPHU CHATBHIX KOKYXaX;

— OTKJIIOYaTh  O0OpyJOBaHME  OT  DJIEKTPOCETH U BbLIEPIUBATh
AIIEKTPOBUIIKY, AEPKACh 3a IIHYP.

3.2.11po0KUTENBHOCTh HENIPEPBIBHOW pPabOTBI € KOMIBIOTEPOM 0€3
peraaMeHTUPOBAHHOIO MIEpephIBa HE JOJDKHA MTPEBBIIIATH 2-X YACOB.

3.3.Bo Bpems periaMeHTHPOBAHHBIX NIEPEPHIBOB C LIEJIBI0 CHUKEHUSI HEPBHO
- SMOLMOHAJIBHOIO HANpsIKEHWs, YTOMIJIEHHS 3PUTEIBHOIO  aHaJIU3aTopa,
YCTPAaHEHHs BIUSHUSA TMIIOJUHAMUU U THIIOKUHE3WHU, NMPEJOTBPALLEHUS Pa3BUTHUSA
MO3BOHOYHO TOHUYECKOTO YTOMJICHHS! BBIMOJIHATH KOMILIEKCHI YIPAKHEHUN.

4. TpeOoBaHus 0€30IIaCHOCTH B aBAPUIHBIX CUTYyaIUIX

4.1.Bo Bcex cayyasx oOpbpiBa NPOBOJOB NHUTaHUS, HEUCIPABHOCTH
3a3€MJIEHUS. M JIPYTUX MOBPEXIACHUH, MOSBICHUS TapH, HEMEUIEHHO OTKIIOUYUTH
UTaHUE.

4.2 . He mpuctynatb K paboTe 10 yCTpaHEHUS! HEUCITPaBHOCTEM.

4.3.1lpu momyyeHUH TpaBM WM BHE3AaITHOM 3a00JIEBAHUM HEMEMJIEHHO
U3BECTUTh OPraHM30BATh NEPBYIO JOBPAUYECOHYIO MOMOIIb WJIH BbI3BaThb CKOPYIO
MEIULUHCKYIO ITOMOILIb.

5. TpeGoBaHus 0€30MACHOCTH MO OKOHYAHUH PaOOThI

5.1.OTKIIFOYNTh MUTAHUE KOMIBIOTEPA.

5.2.IlpuBecTu B mopsaok pabodee MecTo.

5.3.BbINOJHUTG yHPA)KHEHUS 715 TJ1a3 U MaJblLEB PYK Ha paccialieHue.



Jlaboparopnasi padora Nel

[MepBuyHbIe HACTPOIIKN MapaMeTPOB MeYaTHOro Jokymenra MS Word

lenp u 3amaum paOOTHI: OBJAJECTh HABBIKAMU HACTPOWKU IMapamMeTpOB
cTpaHullpl, mpudTa u ad3ana B gokymenrax MS Word, HayuuThCcs BCTaBIIATH
HOMEpa CTpPaHUll B JOKYMEHT, U3YYUTh COUETAHUE KIIABUII U FOPSIYME KJIABUILU B
Word.
3Hath: TpeOoBaHHUA K OQOPMIICHHUIO TEKCTOBBIX JIOKYMEHTOB B
YHUBEPCUTETE COTJIACHO CTaHJAPTY, COYETAHUS TOPSUUX KIIABHIII
YMeTh: KONMUpPOBaTh W BCTABJISATH TEKCT B JIOKYMEHT, IOJb30BaThCA
pPa3IMYHBIMM COYETAHUSIMU TOPSYMX KJIABHUIL, MPUMEHITh K TEKCTY HACTPONKH
COrJIaCHO TPEOOBAHMSIM YHUBEPCUTETA
Braners: HaBbIKaMU HAaCTPONKM MTapaMeTPOB CTPaHUIIbI, pudTa 1 ad3ara
B fokymentax MS Word
1. Co3paiite HOBBIN JokyMeHT MSWord.
BrinonHuTe HACTpOWMKY IOJEH CTPaHULBI HEpPEerIs BO BKIAAKY Pa3merka
ctpanuubl— [loms— HactpauBaempie noiid. Y CcTaHOBUTE MMapaMeTphl CTPAHULIBL:
Bepxnee u HIbkHEE - 2 cM
JleBoe - 3 cMm
ITpaBoe — 1,5 cm.
2. Bxumounte pexum «OToOpa3uTh Bce 3HAKW» BO BKIaake [ maBHast.

DaAn TNABHAR BCTABKA AH3ANH PAIMETEA CTPAHNLL CCHNKM PACCHLNKIA PELIEH3MPOBAHME
—
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Dopraar obpasuy

Bygep abmera ] LWiped v At

3. O3HaKOMbTECh C COJACpP)KAHMEM OTOM BKJIAJIKH, a TaKXKe 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 V[ &
EvgonIMeHeHne

[T zauepkhyTsiii [ mansie nponnchsie
[] geoiinoe sauepkusanme
[ HaacTpoureii

[ noacrpounpii

[[] see nponucnsie
[ exprireii

OBpazey,

Times New Roman

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

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

A «A03ary

OTcrynel v MHTEpEanEl | MONOKEHNE Ha CTPAHWULE

OBwmne

BripasHUBaHue: p

YpoBeHs: OcHOBHONA TekeT u CBEpHYTH N0 YMONHaHHID

!

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

[[] 3epkanehbie otcryns

WHTepean
Mepex MERIYCTPOYHEI: ZHaYeHMe:
Mocae: MHoxuTENE :l 1,15

He 40BaBEnATE MHTEPEAN MEXIY aB3aLaMK OAHOTO CTUAA

O6pa3zey

‘ TaBynayma... ‘

|ﬂnyMoManmm | | oK | | OTmeHa |

O3HaKOMbTECH C COACPKaHUCM ATOM BKJIaJIKH,

0c000€ BHUMaHHE yAEIUTE
omokam "pudt" u "Aod3am".

B G0xe mpudT BO3MOKHO YCTaHOBUTB:

1. mpudr,

MMAE BCTAE OWM34 PA3IM  CCEIN

b 4 ||Times Mew Roman = 14 -
By M K M -abe x, x° FAo
¥ A-W.A-ma- A A

WprdgT Ta

3 A = £

2. Pazmep mpudra



ECTABKA AN3AAH PASMETKA CTPAHKMUI

- -

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

K M ~abex, X B-3%.A-

obpasuy
] WpndT la
3 2 1 N 1.

3. HpI/IMGHI/ITB IMOJIYKUPHOC UIIN KYPCUBHOC HAYCPTAHUC TCKCTA, 4 TAKIKC

MOAYEPKHYTh TEKCT
BCTABKA AN3AAH PAZMETEA CTPAHIALLEI

L4

Times New F ~ |14 - A A BAa- A

WM K Y e x, ¥ A-F-.4-

obpazuy
P WpwdT P
3 2 1 X 1.
4. BBII[GJ'H/ITB TCKCT OBCTOM HUJIN ITIOMCHIATH OBECT HIpI/I(bTa.
BCTABKA [N3AAH PASMETKA CTPAHWLBI

Times Mew F = |14 A A Al A

- z Al aby -

P W pwugT P
= - . )

Jlst Toro 4to0bl U3MEHUTH HACTpPOWKHU mpudTa Miu ad3ana, He0OXOIUMO
BBIJIETIUTH TEKCT, KOTOPBIA BBl coOMpaeTech pejakTHpOBaTh.

JUist Toro yToObl MEpEelTH B PACHIMPEHHOE MEHIO HACTPOMKH LIpUQTa,
HEOOXOMMO HaXaTh MPaBOW KHOMKOW MBIIIM IO BBIIECJICHHOMY TEKCTY W B

KOHTEKCTHOM MEHIO BBIOpaTh cTpoky "Llpudt".

2 1 1 ¥ s 3 4 5 [ 7 3 k] 10 i1 12 13 14 ip 6~ 17
. JIaGopaTopHaa-padora-Nelq
. IlepBHYHLIC HACTPOHKH TAPAMETPOB HeTATH T ~+Tarsnranra ATC WAl

Times NewRoi = |14 =| o° 57 & A_Jv
T -~

Ilens- paboThl: - OBIAAETE" HABBIKAMH' HACTPOH
mpHpTa H-adzana B ooKyMeHTax MS-Word, ‘HayIHTECA RCTARTATE HOMENA CTDAHHIT
BIOKYMEHT, H3y4HTb COYeTAHHE ‘KIABHIT H TOPATHE KI b Bopesars

W K ﬂaf/vAvggngv CTuam

T E®y Konmposats

1.-CospnatiTe' HOBBIH" mokyMeHT MSWord.: BEL (5 Napamerpe: scrasion: el
CTpaHHIE! MepeHad BO* BRIAIKY PasMeTka: cTpaHHIIE- =3 Ble*
T0JIA. 'Y CTaHOBHTE TIApaMeTPLI CTPaHHIBLY D

BepxHee HHEKHee -2 -cMY A~ lpndr..

Jleroe-3-cMmy SN Abzau.

IIpaBoe—1,5-cM. I8 Onpesenvms

2.-BRIIOTHTE peXHM «OTOOpazHTE BCe 3HAK CHHOHMMBI >

OBHE].KOMBTECB‘C'COZ[ep}KaHHeM'BTOfI'BKJIaJIKH, aTa

]
7

Nepesca

Mewck ¢ nomoweto Bing

Twnepcceinka..,

WpndT | JonoaHWTensHO

Ue s

Co3gate npumedanne

WprdT: Haueprtanue: Pazmep: I
Times New Roman OBEI4HBIN 14



Bo3moxxHO Takxke HepeﬁTH, Ha’XaB Ha KHOIIKY IICPEXoaa B KOHTCKCTHOC

MEHIO U3 BKIAJAKU «l 1aBHAS.

CTAEKA JA3AAH PAZMETKA CTPAHWLIE CCBINKK PACCHINKA PELEH3MPOBAHIE B4 MathType

-

i - | A" - A i A
Times New F - |14 A A A =izt =55 5l W | aseeery assses; AaB6

WK M-abex, x* A-F- A ==== 1=-
1

T OBbiubed T bes unte.. 3aronoso...

ABzau P
LW pudT (Ctrl+D) 10 i 12 13

BLUY
a WprdgT
3 2

" Hacrpoiika TekcTa ©

MCMONB3DEAHMEM PaCLLMPEHHBLX

napameTpoe WpndTa v 3Hakos,  [EYMATHOT O TOKYME]
NO3BOAAKILLAR NPWAETE

AOKYMEHTY Hy#HBIH BUA,

Bbl MoxeTe 406aENTE B TEKCT [ACTPOHKH" ITapaMel
pazHele cTin W uBeTa, a Tarcke  (AHIBCABCTABIIATE T

B"TIOK} BUSYaNEHEIE 3 HERTE, TAKNE KAK  |guypra sperra porree-p - W

3AYEPKHMEAHWE, HE,.!I,ETpC‘-IHbII:‘i
TEKCT M NPEBPALLEHNE BCEX E}"I‘:E

E MPOMUCHBIE, ird. - BRIIOIHHTE: HA
CTpaHHIIE IEPEAIA  BO' BRIANKY  PasMeTEa CTpaHHIEI— [Toma— -]
IONA. 'Y CTaHOBHTE TIapaMeTPEI CTPaHHIEL
BepxHee wHIEHee -2 oMY
Jlepoe-3-cumy
Ilparoe—1,5-¢M.
2.-BKmo4HTE peskHM «OT0o0pazHTE ‘Bee '3HAKHY ‘BO BRIIAL

O3HaKOMBTECE CCOIePKaHHEM 3TOH BRIIAIKH, 2 TAKGKE '€ 'OKHO!
]

OznakombTech ¢ BkiIagkamu "Lpudt" u "JonomautensHo".

WpudT ? X

Wpndt |

Mex3HaKoELIA MHTEPEAN

Macwrag: 100%6 “

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

[] Keprunr ana sHakos pasmepom: 2| myHKTOB M Bonee

WpugTe OpenType

Nuratypei: Het e
WHTepean mexay yrgpamu: | Mo ymondanumo ~
QopmMel Lugp: Mo ymonyaHuo w
LCTuancTryeckne Habopel: Mo ymondarume ~

[[] MenonesoBaTs KaHTEKCTHEIE BapUaHTEI

O&pazey,

Times New Roman

WpudT TrueType, OH MCNONB3YETCA 407 BHIEOJA K3K HA 3KPaH, TaK W Ha NPUHTEP.

Mo ymonyarmo TekcToEble 3@ QekTel.. OTmerHa

B paznene "A63an" Bkiragku «lI 1aBHasS» BO3MOXKHO:



1. HacTpouTth BeIpaBHUBAHUE TEKCTA IO JIEBOMY Kpato, IEHTPY, IPABOMY

Kparo U [IUPHUHE

! Abzay P
3003 4 5 5 7

HacTtpouTh pasmep MEeXIyCTpOYHOTO HHTEPBAIA

JIaHHBIA pa3fen HMMEET PAaCIIMPEHHOE MEHI0, IMEPEUTH B HEro MOYKHO
croco0aMu, aHAJIOTHYHBIMHA CIToco0aMm mepexosia B pacmmpennoe meHto "[pudt".

O3HakoMbTECH ¢ BKIAAKON "OTCTYyIbI 1 UHTEPBAJbI" B pACIIUPEHHOM MEHIO

"AoO3ar".

CTCTynel M MHTEPBaNkl | MMOAOKEHWE HA CTPAHHLE
Obwme
EplpasHuEaHwe: | Mo wupuHe v

¥poBeHk: OcHOBHOW TeKIT v CEEpHYTH MO YMOAYAHWID

OTcryn
Cnega: Ocm = NepEas cTpoka:
Cnpaga: O 5 OTeryn

[] 3eprankHEIe oTcTynE

MHTEpEAn
Mepes: onT = MEH LY CTPOYHLI: IHAYRHMHE:

Mocne: ont 5 1,5 CTPOEM w =

[] He goBaenate nHTepEan Mexay a63aLAMN OAHOTD CTUAR

Obpa3zey,

Wene paSOTel: CEAIACTE HISAMIME FICTROAR MIESMETRON CTRIFLE, WEsHTa W 3510 8 goRymMeHTad M3

WO, PR BCTIENATE MOMCES CTRIRIL B QR WENT, IR COMETIREAE MR I NODAYEE B 8 Wi

Tabynauua... Mo ymonyaHwo




5. O3HakoMbTeCh ¢ coueTanueM kiaBuir B Word, mpuBeneHHBIM B TaOJIHIIC

1.

Tabauma 1 - [N'opsture knaBumu Word
JewncrBue CoueTanue KJIaBHII
OTKpBITH CTRL+O
CoxpaHuTh CTRL+S
3aKphITh CTRL+W
Bripesats CTRL+X
KonupoBath CTRL+C
BcraBka CTRL+V
Bri6pats Bce CTRL+A
[Tomy>kupHbIA CTRL+B
Kypcus CTRL+I
[ToguepKHYTHI CTRL+U

YMeHbuTh pazmepa mpudra Ha ogue nyHkT | CTRL+[

YBenuuuth pazmepa mpudra Ha oaud nyHKT | CTRL+]

BBIpOBHSTH TEKCT MO LEHTPY CTRL+E
BBIpOBHSTH TEKCT MO JIEBOMY KpParO CTRL+L
BBIpOBHATH TEKCT IO MPABOMY KpParo CTRL+R
Otmena ESC

OTMEHUTH OnepaInio CTRL+Z
[ToBTOPUTH OMEpaLnIo CTRL+Y

6. Ortnenure OyaylMii TUTYJNBHBIN JUCT OT JUCTa J1a00paTOpHOM pabOThHI

paspsiBoM ctpanuiisl (Ctrl+Enter).



/. Ha BTOpoM nucre HamewaraiTe CBOM (DaMUIHIO, UMS U OTYECTBO.
Ucnonp3yst codetanust kmaBum CTRL+C u CTRL+V, BBIMOTHUTE TEKCT,
cocrosanmi n3 10 aG3ares.

8. YOemutech, 4TO B JAHHOM TEKCTE HET OTCTYNOB J0 W Tociie ab3ara,
ycTaHoBHUTE ab3alHbIi oTcTyn 1,25,

9. K kaxnomy a03ally TeKcTa MPUMEHUTE yKa3aHHOE popMaTHpOBaHUE:!

|.lepBbiii  a63an mpudt 12 nynkroB, 1 MeXAyCTpOUHBIH HUHTEpBa,
BBIPAaBHUBAHUE T10 IIUPUHE

[I.Bropoii a63anm mpudr 14 nyskrtoB, 1,5 MEXIyCTpOUHBIH HHTEpBa,
BBIPAaBHUBAHUE T10 JIEBOMY KPalo, OTYEPKHYTHIN
1. Tpernii ad3an mpudt 16 myHKTOB, 2 MEXKAYCTPOUHBIN UHTEPBAJ, KYPCHB,
BBIPAaBHUBAHHUE [0 TPABOMY Kparo, pPa3peKCHHbI HHTEPBAT MEXIy OyKBaMu
TEKCTa
IV.YerBepThlii ad3an mpudt 13 myHkToB, 1,25 MEXKIyCTpOUHBIA HMHTEpBAI,
MOJTY>KUPHBIN KypCHB, BRIPABHUBAHUE 10 MMPABOMY Kparo, YIDIOTHCHHBIA MHTEPBAIT
MeXIy OyKBaMU TEKCTa
V.Isareiii ad3anm wpudpt 15 nyHKTOB,l MEXKIYCTPOUHBIM HMHTEpBAI,
BBIPABHUBAHUE 110 IIUPUHE, 3a4EePKHYTHIN
Vi.llecroit a63am mpudt 14 nysxtoB, 1,5 MeXIyCTpOUHBIM WHTEpBAI
BBIPaBHHUBAHUE TI0 ITUPUHE, TBOWHOE 3aUepPKUBAHNE
VIl.Cenbmoii a63an mpudt 14 nynkrtoB, 1,5 MEXKIyCTPOUHBIA WHTEpBAI
BBIPaBHUBAHUE T10 IIUPUHE, HAJCTPOUYHBIC U TIOJCTPOYHBIE CHMBOJIBI
Vill.Bocomoii a03an mpudt 14 nynkroB, 1,5 MexXAycCTpOUHBI HHTEpBAI
BBIPAaBHUBAHUE T10 IIMPUHE, MAJIbIe IPOTNHCHBIC OYKBbI
IX. desaTbiii ad63anm mpudt 14 nyskroB, 1,5 MeXIycCTpouHBI WHTEpBAI
BBIPABHUBAHUE T10 IIMPUHE, U3MEHUTH IIBET MpUdTa
X decarwiii ad3anm mpudt 14 nyHkToB, 1,5 MEXKTyCTPOUHBIA HWHTEPBAT

BbIPpaBHMBAHHC 110 IIMPHUHE, BHIACIUTDL TCKCT IIBETOM.



JlanHoe 3amaHne HEOOXOMWMO BBIMOJHUTH IJISI TOTO, YTOOBI BUIEThH, KaK
MEHSIETCSI TEKCT MPHU PA3TUYHBIX HACTPOUKAX U YMETh 3TU HACTPOUKU U3MEHATH U
youpars.

HeoOxonumbie HacTpOWMKM TEKCTa Il TEKCTOBBIX JOKYMEHTOB B
YHUBEPCHUTETE:

TekcT mokyMeHTa HaOupaercs Ha Kommbilotepe B dopmare .rtf unu .doc u
neJyaTaeTcsl Ha OJHOM CTOpoHe Jmcta Oemorr Oymaru (opmata A4 (210%297).
[Ipudt — Times New Roman. Llger mpudra — uépHbiii, pazmep mpudra — 14.
AO3aIHbI OTCTYIl JOJKEH OBITh OJUHAKOBBIM IO BCEMY TEKCTY JOKYMEHTa U
COCTaBIATH 1,25 cM. MeEXCTpOUHBIM MHTEpPBAJI IOJYTOPHBIM. BripaBHUBaHUME
TEKCTa — MO LIHUPUHE.

Ha mnepBoil cTpaHuiie oOT4deTa BBINOJHUATE TUTYJIBHBIM JIMCT, COTJACHO
MIPUBEICHHOMY HIXXE PUMEDPY.

Texkcr, HameyaTaHHBIM KypCHUBOM, IMOSICHSET TO, KaKUM JIOJDKHO OBITh
(dbopmaTHpoBaHUE TEKCTA HAa TUTYJIBHOM JHCTE. [ledyaraTs €ro He HYXHO.

10. BcraBbTe HOMEpa CTpaHMUIL B JIEBBIA HUKHUN yroJl OTYETA U UCTIOJIB3YS
BKiaaky BeraBka— Homep crpannusl— BHu3y ctpanunbsi— Cropasa.

11. Tlepeiinure B HWKHUW KOJOHTUTYJ, HamedaTaiiTe B HEM CBOE WM,
yoenurech, uto Bame umsi aBTOMaTHYECKH TMOBTOPHIIOCH BO BCEX HUKHUX
KOJIOHTUTYJIAX JOKYMEHTA.

12. TloctaBbTe TamOUKy HAMPOTUB MO «OCOOBI KOJOHTUTYJ JJIsl IEPBOM
cTpaHullbl» BO Bkiaake KoHctpyktop. YOemutech, 4TO HOMEP Ha TMepBOH
CTpaHHIIe HE 0TOOpaxaeTcsl.

13. Ilepeiinsg Bo Bkiaaky BcraBka— Homep crpanuiibi— dopmat HOMEpPOB

CTpaHul HAYHUTC JOKYMCHT CO CTPpaHUIbI 5.



opmat Howepa: [EENI v |

[ BkntoumTe Homep rnasu

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

Mpumepsi: 1-1, 1-4

Hymepauusa crpaHmLy,

(®) npogonKuTL

oK | | OTmeHa

Pacrieuaraitte noay4uBIIMICS OTYET.



Munoopuayku Poccuu
IOro-3anaanplii rocy1apcTBeHHbINl YHUBEPCUTET
(nonyscupusiii, 14 nynkmos. 1 unm, no yenmpy)

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

JlabopaTtopnas paborta Ne
(16 nynxmos. 1 unm, no yenmpy)

o pucnuriuae: « MadopmaTrkay
(16 nynxmos. 1 unm, no nesomy xkpaio)

BreimosHu: CTYACHT TPYIIIbI
MBauos N.N.

[TpoBepu: K.T.H., CT. TIpenojaBaresb
Tutosa A.B.

(14 nynkmos. 1 unm)

Kypck—20__ .
(14 nynxkmos. 1 unm, no yenmpy)



Jlaboparopnasi paGora Ne2

Co31aHHe CIMCKOB M aBTOMaTH4YecKoro oraasjaenus MS Word

lenp w 3amaum  paboOTh: HaAy4dyuThcs co3gaBath B MSWord
MapKUpPOBaHHBIC, HYMEPOBAHHBIC CIIMCKH U MHOTOYPOBHEBBIC CIIMCKH, CO3/1aBaTh
aBTOMAaTUYECKOE OIJIaBICHUE W PACCTaBIIATh AaBTOMATHYECKHE CCBHUIKM Ha
WCTOYHHUKH JIATEPATYPHI

3HaTh: TUIBI CHUCKOB MpPH O(OPMIICHHMH TEKCTOBBIX JIOKYMEHTOB, YTO
TaKO€ aBTOMATHYECKOE OTJIaBJICHHE, KaK O(OPMIISIETCS CITUCOK JIUTEPATyphl U JIIS
YeT0 HY)KHBI CCBUTKH Ha JTIUTEPATYPY

YMeTh: BCTaBIATh B JOKYMEHT aBTOMAaTUYECKHE CIIMCKH, CO3/1aBaTh
aBTOMATHYECKOE OTJIaBJICHHUE, CO37aBaTh aBTOMATHYECKHE CCHUIKM HAa MCTOYHHKHU
JUTEPATYPHI

Brnaners: HaBbIkamMu 0OABJICHHS B JIOKYMEHT aBTOMATHYECKUX CITMCKOB,
CO37aHMsI aBTOMATHYECKOTO OTJIABIICHHUS, CO3/IaHUS aBTOMATHYECKHX CCHIJIOK Ha

HCTOYHHKH JIMTCPATYPHI

Bl moxkere ObicTpo J00aBUTH MapKephl WIM  HyMEpaluo K
CYIIECTBYIOIIUM CTpokaM Tekcta. Kpome toro, Word moskeT aBTOMaTH4ecKu
co37aBaTh CITUCKH 0 MEPE TOTO, KaK BbI BBOAWUTE TeKCT. [lo yMomuanuro, eciv B
Havasie ab3ala Bbl BBOJMWTE 3Be310uUKy U mpodesn, Word co3maer MapKUpOBaHHBIH
cnucok. Ecimu ke BBl HaumHaeTe BBOJ aO3ama ¢ Homepa, Word cosmaer
HYMEPOBAaHHBI CIUCOK. ECIM BBl HE XOTHUTE, YTOOBI TEKCT CTaj CITHCKOM,
HAOXXMUTE TOSBISIONIYIOCS KHOMKY I[lapameTpsl aBTo3amenbl - M300pakenue
KHOIIKHM ¥ BBIOEPHUTE IPYroil mapamerp.

1. OTnenure TUTYNBHBIA JUCT OT JA0OpaTOpHOW pPabOTHI HaXKaTHEM
kinaBum CTRL+Enter.

2. B BepxHel yactu BToporo aucra Hanumute «l'nmaBa 1. Hazeanne 1». C

HOBOM CTpOKM HaOepuTe dYeThIpe JIOOBIX CJIOBAa, KaXJI0€ C HOBOM CTpPOKH,



al

BBIJICIUTE TEKCT W COPTUPYHTE €ro mo andaBuTy, HCHOIB3YS HKOHKY ,

[rp—

npeoOpa3yiiTe TaHHBINA TEKCT B MAPKUPOBAHHBIN CITUCOK, UCTIOJIB3YS UKOHKY =

3. B BepxHeli yactu TpeThero Jmcta HanuiuTe «I ' aBa 2. Hazpanue 2»

BcraBpTe mpocToil HyMepOBaHHBIN CHMCOK, HCIOIB3Ysl MKOHKY *~ . Co3naiiTe
CHHCOK U3 4 3]IEMEHTOB, COPTUPYHITE €ro Mo aaBUTy.

4. B BepxHel yacTu yeTBepToro jucra Hanuimurte «I'maBa 3. HazBanue 3».

q—

Co3zaiiTe MHOTO YPOBHEBBIi CIIHCOK, UCIIONB3YSI HKOHKY . Ilof mudpoit oauH
B CIMCKE HAMUIIMUTE cIoBO «[macHbie», HaxxMuTe ENter, moHu3pTe ypoBeHb CIHCKA
¢ 2 no 1.1, wmcronb3ys kinapuiny 1ab. [lepeuncnure 4 jro0bIe TIaCHBIC TaK, YTOOBI
Kakgass OblIa HOBBIM 3JIEMEHTOM chucka. IloBeickTe nieMeHT cmmcka 1.5 mo 2
Ha)kaTheM codeTanui kiasuin Enter. Hamummmre B myHkTe 2 cnoBo «CoriacHbIE.
Hanee mnepeuucnutre 4 corjiacHble  TakK, 4YTOOBI Kaxklas ObUIa OTACIbHBIM
AJIEMEHTOM CIIMCKa BTOPOTO YPOBHS.

5. 3MeHuTe HavanpHOE 3HAUEHUE crhucka ¢ 1 Ha 3, MICTKHYB MpaBOU
KHOMKON MpImK 1o nudpe 1 B crucke HampoTUB cioBa «lJlacHBIe», W3MEHUTE
YPOBEHBb 3TOM CTPOKHU crucka ¢ 1 Ha 2 B pydyHOM pexkume. M3aMeHuTe B pydHOM
pEXKUME BCE OCTAIBHBIC DJIEMEHThI CIIMCKA TaK, YTO ObI CJIOBO «I JIacHBIE» B CIIUCKE
umeno Homep 3.1, «CormacHeie» 3.2, rimacHele OykBbl HOoMmepa 3.1, 3.2, 3.3, 3.4;

coriacHbie OykBbI HOMepa 4.1, 4.2, 4.3, 4.4.



JAIMETKA CTPAHUEI CChIKN PACCHINKIA PELLEH3WNPOBAHWE
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B Tom caydae, ecnu BemeTcs KpymnHas paboTa (KypCOBOM MPOEKT,
nurioM, aucceprauusi) U PII3 HacuMThIBaET HECKOJIBKO JECATKOB Pa3/ICliOB U
MOJIPA3JICJIOB, TO PY4YHOe (POPMHUPOBAHHE OIJIABJEHUS CTAHOBUTCS BEChbMa
3aTpyaHUTENBHBIM. JIsg co3manus orJaBjenuss B Word cieayeT Bo BKJIAIKE

"Ccebuikn'" B MMyCTYIO CTPAHUIY JOKYMEHTA BCTABUTH ITyCTOE OTJIABIICHUE.

W9~ 0= R —
m TnasHas Beraska PasmeTEa CTpaHWLB Ceblnen Paccolnkn PeleH3MpoBaHne Bug Dopmyna Haacrporikn
[ AoBasnTe TekeT ~ U[{) BETABMTE KOHUEBY CHOCKY S 2 ynpasenme ncrounmkama ﬂj 1] Crmcok mankcTpauuii
2 OBHOBMTE TABAMLY Ag Cieaywowan cHocka © = l‘-‘];l Cruvne: APA Fifth Edition 2 06HoBuTE TAB KLY
BeraenTe _ Ecraguts Ecraente
cHOCKY J 0Ka3aTh CHO ceuinky * ﬂlcr\m(nknmepawpm' HasgaHue L] MEPEKPECTHAR CCbinka

BerpoeHHbIiA CCBAKN W CIMCKN IMTEPATYPBI HassaHua

AsTocoBnpaemoe ornasnermne 1

Ornasienne

Jarasonox | 1
Saranonok 3 1
ABTOCOGHpaeMOe OrnasneHne 1
ABTOMATWYECkW COBNPAEMOE OrNABAEHNE (C
AsTocoBMpaem  saronoskoM quot:OrnasneHue’), KoTopoe pApasaer
BKAIQUAET BECh TEKCT, 0B OPMASHHBII apa3ze (HCHpAETeHHBIH)
Ornasrense | STW1AMK 3aronosok 13

Faranenok | | Opa3neT
Sarononok 3 1
sapazmen
PyyHoe ornasneximne Aapazgen
(BCTaB )
Ornasienne
EBueue nassanme raags (yposens. 1) 1 papaszen
Bocumre musmime v (yposems ). 2
Buessere pmanme v (yposci. 3). » [pasielr
BmcanTe nananme paanis (yPoBets 1), ... ..o 4
eI B T (ypasci ) 5
_ papaszen
] Orpasnenme...
=) apasaen

¥AanuTe ornasneHKe

Ha skpane

DTO eCTeCTBEHHO, T. K. y Bac ele HeT TekcTa ¢ pa3jieaMu.

IIOSABUTCA COO6H.I€HI/IC 00 OTCYTCTBHUH J3JICMCHTOB OIJIaBJICHMA.



Korna Bber nHaOepere HYXHBII TEKCT, pa3MECTHTE IJIaBbl B 3TOM TEKCTE,
HY’KHO OYyJeT 3TH pa3felsibl BHECTU B OIIaBJIeHHE. J[JIg 3TOro, yCTAHOBUTE KypCOp
B TEKCT Ha3BaHUs paszjea U HaxmuTe KHONKy '"JlobaBurh Tekcr'". B
BBIMA/IAlONIEM MEHIO BBIOEpUTE HYXKHBIM YPOBEHb BIIO)KEHHOCTH M OOHOBHTE

CJIMKOM OTJIaBJICHUC B OTBCT HAd COOTBCTCTBYIOIICC COO6H1€HI/IG.

- o
™ e R NE
m [nasHan Bcraeka PazmeTka cTpaHWUb Couinkmn Paceh
[=Z¢ JoBaBnTe TekeT * A Rl Ui} BCTaBnTh KOHLEBYID CHOCKY
He BKAKIYATE B OrN3ENEHHE Ag Cneaywolwas cHoCka ~

OrnaeneHme

-

YpoeeHs 1
{ CHOCKW
v | YposeHe 2

YpoBeHb 3

Ecnu Bbl Bce caenany npaBuiibHO, TO CTPaHMIIA C OIJIaBIEHUEM OOHOBUTCSA
M B HEW MNOSIBUTCA HA3BAHME BHECEHHOTO Bamu paszaena ¢ COOTBETCTBYIOIIAM
HOMEpPOM CTpaHULBI. AHAJOTHYHBIM O0pa3oM ClleqyeT IMOCTyNaTh CO BCEMHU
paznenamu PII3. B urore, y Bac nonyunrtcs aBToMatuyecku cpopMupoBaHHoe
orJiaBJieHHe, KOTOPO€ XOPOIIO BBIPOBHEHO U OT(GOPMATHPOBAHO, KOTOPOE
OyZeT aBTOMATHYECKH U3MEHATHh Ha3BaHMs Pa3/lesioB, eciau Brl ux cmeHure B
X0lle pelakThupoBaHua Bamell paboTbl W MOCTABUT COOTBETCTBYIOIIHE
CTPaHHULBI, KOTOPOE MMO3BOJIIET MTHOBEHHO 00PAaTUTHCHA K HYkKHOM BaMm riase n
HE JIMCTATh 10 HY>KHOUM CTPAHUIIBI POJTUKOM MBIIIH.

Hsmenute HaszBanue ['nasel 2. HasBanue 2 Ha cioBo «Camoner», 0OHOBHUTE
OTJIaBJICHUE, YIAIUTE Pa3pPhIBBI CTPAHUI] MEXKIY TJIaBaMHu, OOHOBUTE OTJIaBJICHHE.

7. Tlocme rnaBel 3 co3maiite «CIUCOK JUTEPATYPBI», COACPKAIIMA TpH
KHUTH:

1. HBanoB U.WM. Kuura 1. 10 c.

2. Tlerpos ILII. Knura 2. 20 c.

3. Cunopos C.C. Kuura 3. 30 c.

ABTOMAaTHYECKH COLIUIUTECH Ha MepBYIO KHUTY B ['1aBe 1, Ha BTOpyI0 KHUTY
B ['aBe 2, Ha TpeThio kHUTY B ['naBe 3.

YTo6bl cnejaTh aBTOMATHYECKYH) CCBLIKY Ha HcToyHHK B \Word,

BBIIOJIHAEM CJICAYIOLIIEE:



1) mepeBoguM Kypcop B JIFOOO€ MECTO TEKCTa B IEPBOM ITYHKTE CITHCKA
JUTEPATYpPHI (HAIpUMED, Ha HA3BaHUE)

2) mepexoauM Ha JieHTy «BcraBkay, nainee BbIOMpaeM «3aKiagKay.
[TossBUIIOCH OKHO MOOABJICHHS 3aKIaJIKHM, B KOTOPOM HEOOXOJMMO BBECTH UMS
3aKJIAJIKA U HaXaTh KHOMKY «JloOaBuTh». HanMeHOBaHUE 3aKIaKd MOXKET OBITH
moboe, HO He Oonee 40 cuUMBOJIOB, HE cojeplkamiee IPoOeoB M JAPYrHX
CIEIICUMBOJIOB (KpoMe 3HaKa moadepkuBaHus). HaszpiBaTh 3akimanky ymoOHee
BCEro 1Mo (paMIINK aBTOPa U Tape KIIFOUEBHIX CJIOB M3 Ha3BaHUS CTAaThH, HAIPUMED
"Hashim_IT_decision_making". Eciiz BbI yBEepeHBI, UTO y Bac TOJHKO OJIHA CTAThS

JAaHHOI'O aBTOpa, TO MOKHO OCTaBHUTb TOJIBKO q)aMI/IJ'II/IIO.

[ - 5 - -»

Al T Al T
Jaknasnka B L Jaknanka B &
[GEEEETREL [GEEEETLEL

Hashim_IT_decsion_making dobasuTh Hashim | dobasurs |
MNopRaok: @ wpe MopRaok: @ wpre
FOAOHEHE MO HEE
CrpoiToie SaKnamrs Crpemee saknam
JaR[ibiTe JapeiTe

L b e ——— e — — -— -

MOXHO cO3/1aTh 3aKJIaJKH Cpa3y Ha BCE MCTOYHMKH, a 3aTEM MEPEUTH K
IIPOCTABJICHUIO CCHIJIOK HA HUX B TEKCTE.

3) B Tekcte, B MecTe, TlIe HY)KHO COCJIAThCSl Ha BBIIICYKa3aHHYIO CTaThiO,
BCTaBJIIEM KBaJpaTHbIE CKOOKH 0e3 mpodesnia U CTaBUM Kypcop MEXAY HUMHU.

4) Tenepb, 4YTOOBI TMOCTaBUTh ABTOMATHYECKYIO CCBUIKY, HEOOXOIMMO
C/IeNIaTh MEPEKPECTHYIO CChUIKY HA YCTAHOBIICHHYIO 3aKJIAKY.

s aroro mepexomuMm Ha JeHTy «BcraBka», HaxumaeMm «llepexpectHas
ccbUikay. [losBUIOCH OKHO, B KOTOPOM B clUCKe «THI CChUIKM» HY>KHO BBIOPATh

«3akiagka», a B cnucke «BcTtaBuTh cchuiky Ha» — BbIOpath «Homep ab3aray.
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BoibnpaeM  uMs  co3gaHHOM — 3aKiIagKd W HaxumaeM  «BcraBuTh».
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5) CLIIR JAFEOK DY OTHOHTENEMD APYTS NO KAXHONY W3 KPHTERHS {0THOC Haehin |
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BuyTtpu kBagpaTHbIX CKOOOK mosiBuiach Imdpa 1, 4To COOTBETCTByeT
HOPSAKOBOMY HOMEPY 3TOM MyOJUKallMU B CIIUCKE JINTEPATYPBHI.

Jlisi TOoro, 4ro0bl CCHUIKM B TeKCTe aBTOMATHYECKH OOHOBWINCH,
HY7KHO BBITIOJIHUTH /IBA 1€HCTBHA:

1) BeigenuTh BeCh TEKCT, B KOTOPOM CJEAyeT MEPEHYyMEpPOBaTh CCBHLIKH.
ByabTe OCTOPOXKHBI C BbIeJeHHEeM TeKcTa BO BceM aokymeHnte (Ctrl+A).
Word paclieHHBaeT aBTOMATHYECKOE OTJIABICHHE KaK HA0Op CCHUIOK, MOATOMY
€CJIN BBIIETIUTh €T0 BMECTE C TEKCTOM, OIJIABJIEHUE OOHOBUTCS TOXKE.

2) Haxatp F9 wim, HaxkaB mpaByr0 KHOIKY MBI, BbIOepuTe «OOGHOBUTH
oJie»

% Bupea

Eg Kenupoeats

"|3 [MapameTpbl BCTABKM:
e‘ il e
= ls LA

Ol O6HosuTs none
WzmeHnTs none...
Koggel/3HaueHna nonei

A WpndT..

T Abzau..

CchbUIKM B TEKCTE€ OOHOBATCS W MPUOOPETYT 3HAUEHUE, COOTBETCTBYIOIIEE
HAXOXKJEHUIO HCTOYHUKOB B CIIUCKE JINTEPATYPHI.

Ecnu BBl yaanuivu HCTOYHUKY U3 CIIMCKA, HE TIOJIEHUTECH MOCIe OOHOBICHUS
MpPOCMOTPETh BeChb JOKyMEHT eme pa3. '[loaBemieHHble" CCBUIKM Ha
HECYUIECTBYIOIIMNA HCTOYHUK CTaHyT 00O03HaueHbl Kak "Ouubka, 3akniaoka He

Hatidena'". He 3a0yibTe yIaauTh UX U3 OCHOBHOTO TEKCTAa.


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

8. B cnucok autepaTypsl 100aBbTE€ IMOJA BTOPHIM HOMEpPOM KHUTY
Kopenesckuit H.A. HoBas kuura 500 c. Beigenute Bech TEKCT, KIMKHUTE MPaBOU
KHOIIKOM MBIIIH, BBIOEpUTE B MEHIO MMyHKT «OOHOBUTH moJiey, nanee «OOHOBUTH
M0JIE TIEIMKOMY. Y JAIUTE B CIIUCKE JTUTEPATyPhI MIEPBYIO KHUTY U CHOBA OOHOBHTE
T0JIE.

Q. PacrnieyaTtaiiTe moJryduBIIMNCS OTYET.



Jlaboparopnasi pabGora Ne3

Co3nanne u popmaTupoBanue Tadaun MS Word

[enb 1 3a1aun pabOTHI: HAYYUTHCS CO3/IaBaTh U PEJAKTUPOBATH TAOIUIIBI B
MSWord

3HaTh: CIOCOOBI CO3/1aHUs U PETAaKTUPOBAHUS TAOJIUIL

YMeTh: aBTOMAaTHYECKH HYyMEpOBaTh TaOJMIBI M CChUIATbCA HAa HUX B
TEKCTE

Brnageth: HaBbIKaMU CO3/IaHUs, pelakTupoBanus Tadmmi 8 MS Word

Tabnuua npeacTaBisieT CETKy, OOpa30BaHHYIO CTOJOIAMH W CTPOKaMHU.
[lepeceuenust cTosOLOB M CTPOK OOpa3zyroT siuelku Tabnuipl. Kaxnas sdeiika
HE3aBUCUMA OT JAPYTUX JJIEMEHTOB TaOJIMIIbI, JII HEE BBl MOXKETE YCTaHOBUTH
TpebyeMblIit pazmep u GpopMmar.

Sdeiiku MOTYT COAEpKaTh TEKCT, YUCHa, rpaduyeckre N300paKeHus WIn
dbopmynbl. Eciu BBOAUTCS B sUeHKYy TEKCT, MPHU JOCTHXKEHUU IMPABOTO Kpas OH
OyJeT aBTOMAaTHUYECKH MEPEHOCUTHCA Ha CIEAYIOLLYI0 CTPOKY B COOTBETCTBUU C
mUpUHON stueiiku. [lpu M3MEHEHMHM IMPUHBI CTOJNONIA WM SYCHKH TEKCT
aBTOMATHUYECKU OyJET MEPEHOCUTHCS Ha CICAYIONIYI0 CTPOKY (MPU YMEHBIIEHUU
IIMPUHBI) WM BO3BpAIllaTbCsl HA NPEABIAYIIYIO CTPOKY (MpHU yBEIUYEHUU
IIMPUHBI) TaK, YTOOBI TTOJTHOCTHIO 3AMOJIHUTH SYEHKY HOBOTO pa3Mepa.

Co3nanue Tadaun. Tabmuia MoxeT ObITh BCTaBJiEHa B IMPOU3BOJILHOE
MECTO JOKyMeHTa. Pa3mep TaOmuupl MOMKET NpPEBBILIATh pa3Mep CTPaHUILBI,
MOATOMY €€ YaCTh MOKET pa3MelaThCs Ha OJHON WM HECKOJBKUX MOCIEAYIOIINX
cTpaHulax. B TakoMm ciiyyae MOXKHO OMNpEIessTh 3aroJIOBKU JJIsi TaOJUIIbI TaKUM
oOpa3oMm, 4YTO, ecnu Tabiuia OyJeT pa3MmeleHa Ha HECKOJBKUX CTPaHWIIAX, B
BEpXHEH YaCTH KaXIOM CTpaHMLBI 3arojioBKU OyAayT oToOpaxkarbcs
aBTOMATUYECKHU.

Jisa co3nanusi TadJMUbI MOKHO BOCIOJIb30BaThCSl KOMAHAOM BKJIAJKa

BcraBka — nmanens Ta0auiel — kgomnka Tadmuna.



B pemakrope Word wumeercs BO3MOMKHOCTH HAPHUCOBATH CJIOKHYIO
Tabauny ot pyku. J[Jis 3TOro J0cTaTtodHO BHIOpaTh B MeHIO Tabmuiia KomMaHIy
HapHUCOBaTh TaOJUILY.

[Ipexxne yeM MPUCTYNHUTHh HEMOCPEACTBEHHO K CO3JAHUIO TAOJMIIBI, BBI
JIOJDKHBI UMETh XOTSI Obl MPUOJIM3UTETHHOE MPEACTABICHUE O TOM, CKOJIBKO
CTOJIOIIOB M CTPOK JIOJKHA UMETh Tabnuiia. Ha aTom sTane He 0053aTeIbHO TOYHO
yKa3bIBaTh mapamMeTpsl Tabauiel. [locme co3manms Bceraa MOKHO T00AaBUTH W/WITH
YAAJIUTh CTOJIOLBI U CTPOKHU MO CBOEMY YCMOTPEHHUIO.

Ecnu B cBOE# paboTe BBI MPEANIOYNTACTE TIOJIH30BATHCS KIaBUATYPOH, IS
IIEPEMEIICHHS B CIICIYIOIIYIO SSUCHKY MCIOJb3yeTcs kiaBumia Tab. Jlns mepexomna
K mpeapiayiei suciike Haxmure Shift+Tab. Ecnu knasumna Tab Oymer Haxkara B
TOT MOMEHT, KOIJIa KypCOp pacIoJIOKEH B MOCIeAHeH sueiike Tadmuier, Word
BCTaBHUT HOBYIO CTPOKY U MEPEMECTUT KypCop B €€ NIEPBYIO SUEHKY.

B Tabnuiie npencraBieHbl KIABUINK JIs MepeMelleHus o Tabnuue. s
TOTO YTOOBI MOKWUHYTHh TAOJHUITy, BBl JOJDKHBI C TIOMOIIHIO MBIIITH WIIM KJIaBHIII-
CTPEJIOK TIEPEMECTUTH KypCOp 3a MpeIeibl TaOIUIbI.

Tab Ilepemermaercss Kypcop BIpaBO Ha OAHY sSYCHKy. BcTaBiseT HOBYIO
CTPOKY, €CIIA KyPCOp PACIOJIOKEH B IMOCIEIHEN TUCHKE

Shif+Tab IMepemeraercst Kypcop BICBO Ha OJHY SUCHKY

Alt+Home u Alt+End Tlepemeriaer Kypcop B MEpPBYIO WIH MOCJICIHIONO
AYEUKY CTPOKH, COOTBETCTBEHHO

Alt+PgUp u Alt+PgDn Tlepememniaer Kypcop B MEPBYIO HJIH IMOCIICIHION
CTPOKY CTOJIOIAa, COOTBETCTBEHHO

Ha npakTuke J0CTaTOYHO YacTO BO3HUKAET HEOOXOAMMOCTh W3MEHUTHh
napaMeTphsl TaOJIMIIbI, B KOTOPOH cojepskarcs aanHbie. MS Word npenocrasiser B
HaIlle PACTIOPSHKEHUE MIMPOYaiIIe BO3MOXHOCTU MO PETAKTUPOBAHUIO TAOJIHII,
BKJIFOYAsl BCTaBKY W yJaJeHUE SYEeK, CTPOK U CTOJIONOB, TMEPEMEIICHUE U
KOITMPOBAaHUE SYCCK, M3MCHCHHUE BBICOTHI M IMHPUHBI SYEEK W MHOTOE IPYroe.

Komanpna: Briaaka Pabora ¢ Tabmunamu — Konctpykrop / Maker.



Jlist Toro, 4TOOBI MEPEMECTUTh WJIM CKOMUPOBATh OJHY WJIM HECKOJIHKO
SYEEK BMECTE C UX COACPKUMBIM, BHITIOJTHHUTE CIEAYIOIINE ICHCTBUS:

- BeIOEpUTE SAUYEHKH, CTPOKU WIIA CTOJOILBI, KOTOPHIE BBl MpEAroiaraeTe
MIEPEMECTUTh WITH CKOTIMPOBATh.

- IEPEMECTUTh yKa3aTellb MBIIIH B MpejieaX BHIOPAHHBIX SYEEK TaK, YTOOBI
OH IMPUHSJ BUJ] CTPEIKU, HAIIPaBJICHHOM CIIpaBa HaJEBO.

- JaJbHEWINWE Ballyl JEWCTBHUS 3aBUCAT OT TOTO, XOTUTE JIA BBI
NEePEeMECTUTh WJIM CKOMMPOBATh BBIJIEJICHHBIE AyeMeHTa. [l Toro d4roObl
MEPEMECTUTh DJIEMEHTHI TAOJUIBI, HAXKMHUTE JIEBYIO KHONKY MbImu. Eciam Bam
TpeOyeTCsl CKOMMPOBATh AIEMEHTHI, HakMuTe Kiaasuiny Ctrl, mocie yero HaxxMute
JIEBYI0 KHOIIKY MBIIIKM. B 3aBUCUMOCTH OT MpPOU3BEJCHHBIX BaMu JCHCTBUU B
CTPOKE COCTOSIHUS IOSIBUTCSL COOTBETCTBYIOIIEE COOOIIEHNE.

- TIEPEMECTUTh Kypcop B SUYEHKY, PACIOJIOKEHHYIO JIEBEE€ M BBIIIE TOTO
MeCTa, B KOTOPOM JOJIKHBI TOSIBUTHCS IE€PEMEIEHHBIE WM CKOMUPOBAHHBIC
AYECUKHU.

- OTIIYCTUTh KHOTIKY MBIIIIH.

IIpu pabote c¢ Tabnuueil nerictBue KomaHj Beipesats, KommpoBats u
BceraBute u3 mento IlpaBka monHOCTHIO aHajmoruyHo pabore ¢ Tekctom. C
MOMOIIIBIO 3TUX KOMAaH]I Bbl MOXETE IMEPEMECTUTh WM CKONMUPOBATH SYEHKH B
npenaesax TaOJUIbl UM CKOMUPOBATh TabIUIly B Apyroe Mecto. [JlaHHoe cpeacTBo
MO3BOJISIET TIEPEMEIIATh U KOMMUPOBATh OJHY WJIM HECKOJBKO SUEEK WU LEeITUKOM
BCIO TaOJIHILy.

llepemewenue epanuy siueexk u UCNONBL30BAHUE 20PUSOHMATILHOU TUHEUKU.
Jlst Toro 4roObl M3MEHHUTHh HIUPHUHY CTOJOIA C TOMOIIBI0O MBIIIH, YCTAHOBHUTE
yKa3aTellb MBIIIM Ha MpaBylo rpaHully crondua. B pesynbrare ykazaTenb NpuUMeET
BHUJ BEPTUKAJIBbHOW [IBOMHOM JIMHHM CO CTPEJIKAMH, HAIMPABJICHHBIMU BIIPABO M
BneBo. [lpum sToM BUI yKkazaTenst HE 3aBUCUT OT TOTO, OTOOpaKarOTCS WU
CHpSITaHBl JTUHUU CETKH. HakMHTE KHOMKY MBI U MEPEMECTUTE DTOT MapKep
CTOJIOIA 0 YCTAaHOBKU TpeOyeMOW HIUPHUHBI CTOJOIBI, TOCIE YEero OTIIYCTUTE

KHOIIKY MBIIIIH.



Jleticmseue Pe3ynomam.

[lepemenienne TrpaHUIbl 0€3 HaXATUS KaKUX-TUOO JIOMOTHUTEIBHBIX
kiaBuil - [1lupuHa Bcex cTos010B cripaBa Oy/eT U3MEHEHa B COOTBETCTBUM C MX
IIEPBOHAYAJILHON IIUPUHON

[Tepemeriienue rpaHuibl npu Haxkatou kmaBuimie Shift - M3mensiercs
HIMPUHA TOJBKO JIBYX CTOJIOIIOB, pACIIOJIOKEHHBIX CJ€Ba U CIOpaBa oOT
MepEeMENaeMON TPAHULIBI

[Tepemerienue rpanunbl npu Haxkatod kmaBuie Ctrl - Illmpuna Bcex
CTOJIOLIOB crmpaBa OyAeT HM3MEHEHa B COOTBETCTBUU C UX IEpBOHAYAIHHOU
HIUPUHOMN

[Tepemerienne rpanuiel npu  Haxatbix Shift+Ctrl - Ilupuna Bcex
CTOJIOIIOB CIpaBa OCTaeTcd HEeU3MeHHOW. M3MeHsercs mmpuHa cTOJIONA,
PACIIOJIOKEHHOIO CJIEBA OT MEPEMEIIAEMOM I'PaHULbl U COOTBETCTBEHHO IIMPHUHA
camMoil TaOIUIIBI

[lepememenue TpaHunbl npu HaxaTod kiaBumie Alt - OroOpaxaercs
pasMep HIUPUHBI U3MEHSIEMBIX CTOJIOIOB B CM:

- BBIOEpPUTE CTOJOIBI, IIMPUHY KOTOPBIX BbI MPEIIOIATacTe WU3MEHUTD.
Ecau BBl BeIOECpUTE CTOJIOIBI HE TOJHOCTHIO (HAIpUMEp, OJHY MM 00Jiee CTPOK)
Word u3MeHHT IIMPUHBI CTOJIOIOB TOJIBKO B YKa3aHHBIX CTPOKAaX.

- BoIOepuTe Briagka Maket — nanens Pazmep siueiiku.

- B okHe juasiora CBoicTBa TaOIUIKI TIepelauTe Ha BKIaaky “Cronbden’” u
YCTAaHOBUTE HY>KHbIE MMAPAMETPhl WJIM HAXKMHUTE KHONIKY ABTOnoaoop. U3meHenue
BBICOTBI CTPOK.

- BbIOepuTe Briaaka Maket — nanens Pazmep siueiiku.

- B okHe auanora CBoiicTBa Tabmuibl nepeianre Ha BkiIaaky “Ctpoka” u
YCTAaHOBUTE HY)KHBIE MApaMETPhl WJIM HAXXMUTE KHOTIKY ABTOIOAOOD.

Onaxok Pazpewums nepenoc cmpoku Ha credyiowyro cmpanuyy. Ecnu
IpU YCTAHOBJIEHHOM (uiakke (IO YyMOJYaHUIO) COAEPKUMOE SIYCUKH He
noMeraercss Ha onHou ctpanuie, MS Word pa3duBaeT cTpoKy M MEPEHOCHT HE

MOMECTHUBIIHUECS JaHHBIE HA CIAEAYIOIIYIO CTPAHUILY.



Hacrpoiika nosioxkeHnus cTrpok Bxinanka Maker — nanens BeipaBHuBanue

N3meHenune opueHTanumm Tekcra Bxknagka Maker — naHenb
BripaBHuBaHMe — kHonka HanpaBneHue Tekcra.

[Tocne co3manus TaOIUIBI MOKXHO H3MEHUTH €€ CTPYKTYpPY, J00aBIISIS U
yaausisl SYeUKd, CTpOKU M cTosOnbl. KoHkpeTHBIM Buja omumii  BceraBuTh H
VYnanute u3 MeHto Tabnuua omnpenensieTcss TeM, Kakue 3JIEMEHThl TaOJIUIlbI
(STMEMKH, CTPOKH UITH CTOJIOIBI) OBLITH BEIOPAHBI TIEPE]T BEI30BOM KOMAaH/IBI.

Bxrnaaka Maket — nanenb CTpOKH U CTOIOLIBI

JInsi 0ObeIMHEHUsI HECKOJIBKUX PACIOJI0KEHHBIX PAJIOM B OJIHOM CTPOKE
SIYEEK BBITIOJTHUTE CIEAYIONINE ACHCTBUS:

- BriOepuTe siueiiku, KOTOpbIE BBl XOTUTE OOBEIUHUTD.

- Bkmagka Maket — manenb O0be fUHATE — KHONKA OO0Bbe TUHUTE STUEHKH

Pa3buenue siueex sBisieTcsi oOpaTHOM orepanued Mo OTHOLIEHUI0 K
oObeauHeHuto. C ee MOMOIIbI0 MOXHO BOCCTAHOBUTH HCXOJIHOE COCTOSIHUE
0o0beIMHEHHBIX sueeK. [Ipu 3TOM pacnpeneneHue TeKCTa MEXKIy siueiikamu Oyner
OTIPEICIATHCS HAIMYMEeM CHUMBOJIOB abO3ana. [lepBwiii a03am Oymer momemnieH B
NEPBYIO STUYEIKY, BTOPOI ab3a1] — BO BTOPYIO SYEHKY U T.JI.

- BriOepute o1Hy WM HECKOJIBKO STYEEK, KOTOPBIE Tpeiroaraete pa3ouTh.

- Bkmagka Maket — manens O0Obe IUHNATE — KHONKA Pa30uTh stueiiku

- B mone BBoga Uucio cTondiioB oToOpa)kaeTcsi KOJIMUECTBO CTOJIOIOB, HA
kotopeic MS Word mnpeamaraer pa3oWTh KakIyl U3 sdeek. B cioydae
HE0OXOIMMOCTH U3MEHUTE, YKa3aHHOE 3HaueHue U Haxmute OK

dopmaTupoBanue TadaMu Vcnonvzosanue rkomanovl Cmunu mabauy
Komanna Ctwin TaGnui] MO3BOJISIET 3HAYUTEIBHO COKPATUTH BpeMsl, Tpedyemoe
U1 OpUAaHus  Bamied  TaOnuIpl  NpodeCCUOHAIBHOTO  BHUJA, 3a CYET
WCIIOJIb30BAHUSL TIPEAOIPEACIICHHBIX CTHiIed odopmiieHus Tadauipl. C ux
MTOMOIIIBI0 MOXHO OBICTPO YCTAaHOBUTH OOPAMIICHUE U 3AJMBKY SIUEEK, MapaMeTphl
mpudTa 1 1IBeTOBOE 0popMIIeHHE, a TAK)KE aBTOMAaTUUECKOE U3MEHEHHUE Pa3MEpPOB
AYEEK B COOTBETCTBUU C UX COJICPKUMBIM.

- YcraHoBUTE Kypcop B Ipejeliax Tabaubl.



- Boibepute xomanny Bkinanka Kounctpykrop — nanens Crunu tabnui. 13
CIIUCKA MPeOoNpPEeICHHBIX (hOpMaTOB BEIOEpUTE (hopMaT, B HAUOOJIBIIICH CTEIICHU
OTBEYAIONINI BalIM TPEOOBAHUSIM.

st hopMaTHUpOBaHUS CONEPKUMOTO SUYEEK MOKHO BOCTIOJIB30BATHCS
npuemMamu (GopMaTUPOBAaHUS OOBIYHOTO TEKCTA.

[lo ymomyaHuio B KadyecTBE OOpamisfiomied JUMHUM B  TabIMIax
UCIIOJIB3YETCsl CIUIONIHAS TOHKAas JuHUA. {1 m3mMeHeHus: oOpamIieHUs] TaOIUIIbI
BBITIOJIHUTE CJIEAYIOIINE IEHCTBUS:

- BriOepute sueliku, KOTOpBIE BBl XOTHTE 3aKIIOUUTh B pPaMKU (WIH
LEITMKOM BCIO TaOJIHUILy).

- Bknaaka Koncrpykrop — manens Ctuii Tabiuil — KHONKa ['paHuIibl

Ouenb >P(DHEKTHO CMOTPATCS TAOIMIIBI, YaCTh SYEEK KOTOPHIX BbIJIENICHA
IpyruM 1BeToM. J{Jis u3mMeHeHus 1sera poHa B SUCHKHU TaOIHUIIbI:

- Beiennre s4eKu TaOJIUIIBI.

- BriOepute xomanay Bkmanka Konctpykrop — nmanens Ctunu tabmun —
KHOIKa 3ajauBKa

[Ipu pabote ¢ TabiuiiaMu MOXKET MOTPeOOBAThCS Pa3OUTh TAOIUIlY Ha JIBE
YacTH JIJIsl TOTO, YTOOBI, HAIPUMEP, BCTABUTHh MEXK]Iy HUMHU TEKCT WJIH PUCYHOK.

Jliist pazoueHust TabIUIbl YCTAHOBUTH YKa3aTellb B CTPOKY, NEpe1 KOTOPOi
XOTUTE pa30uTh Tabnuily. 3atemM BbiOepuTe KoMmaHay Bximanka MakeT — maHelnb
OObeauHUTH — KHOMKA Pa3ouTh Tabaumy win Haxmurte Ctrl+Shift+Enter. Ta6nua
Oyner pa3dbuTa Ha JBE€ YacTH, MEXKJYy KOTOpPhIMU OyJeT BCTaBJIeH Mapkep ab3aria
(1), otdopmartupoBaHHBIM HOpMalbHbIM cTUJeM. Eciu Bam mnoTpeOyeTcs
OTMEHHTH pa3OUeHHe, yaalIuTe Mapkep ad3ara.

IIpu pabGore ¢ TabnauIaMu MOXKET BO3HUKHYTh CHUTYyallMs, KOTJa TMpH
no0aBiaeHUM WH(POpMANMKU B SYCHKH, OJIHA W3 T'PaHUIl TaOJMIIBI, Yalle IpaBasd,

yXOOuT 3a I'paHUIbI CTPAHUIIBI 1 CTAHOBHUTCA HCBHHHMOﬁ.
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Bce cTon6ipl TaOnuiel Temepb HaM BUIHBI, U MBI MOXKEM IPOJOKATH
pabory.
Crnenyromiasi 4acTo BCTpeUaromiasicsi CUTyanus — Tabiauia He MOMECTHIIaCh

Ha OJTHOW CTPAHULE U YACTh €€ nmepenuia Ha Jpyrou JIUCT.
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B sTomM ciyuyae Ha BepHeil 4acTbio TaONMIIBI, KOTOpas IMEpeHeciach Ha

JIpyrylo cTpaHuily HeoOxomumo Hamucath «lIpomomkenue Ttabmuubl 1» wmm

«OxoHuaHue Ta6J'II/IHI>I 1» B 3aBUCUMOCTH OT TOI'0, 3aKOHYMJIaCh Ta6HHHa WK OHa

OyZeT NpoAOJKATHCS €IIE Ha CACAYIOIIYIO0 CTPAHULLY.

HaM Heo0XxoauMo MOCTaBUTh KypCOp B MEPBYIO CTPOKY TaOJMIIBI, KOTOpas

IICPCHECIIACh Ha cnezly}oumﬁ JUCT W BO BKIAAKC MaKCT BI)I6paTI> HKOHKY

«Paznenuts TabIUITY».

PAIMETKA CTPAHWUEI CCBUTKIA
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Onna Tabnuma AeIATCS Ha [BE, Hal

BBIJICJICHHON CTPOKOM TaOJIHUIIbI

MNOABJIICTCA 1IYCTasds CTpPOKa, B KOTOpOﬁ MOXXHO HaIllucartb H€O6XO,Z[PIMBII>1 HaM

TCKCT.
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1. Hapucyiite Tabmuiy, TpUYeM Ha3BaHWe TaOJWIBI  CHeNaiiTe

aBToMatndeckum. ITomecture KypCop B Ta6J'H/II_[y H BBIIIOJIHUTC KOMAaHAY: BKIIAAKa

&)

BectaBuTe

neHThl CchUIKM P> TTaHenb HHCTPYMCHTOB HasBanus P kHOmka "=, YCTaHOBUTE
napamMeTpbl: HOAINUCHL — Ta6m/1ua, ITOJIOKCHUEC — HaJd BbIACICHHBIM 0OBEKTOM.

ComnpoBouTe TabJIMIly 3aroJIOBKOM: ABTOOYCHBIE MAPIIPYTHI.

Tabnuna 1
ABTOGYCHEIC MapIIPYTEI
No Haspanne mapmpyra (myHkr | Bpems Bpems
MapUIpyTa | OTHpaBIeHUs — KOHEYHBIH OTIIpaBJICHUA puOBITHS
IIVHKT)

2. [IpeoOpa3yiiTe faHHYIO TaOIUITY B CIICTYIOTYIO



3.

ABTOOYCHBIE MapIIPYTHI

Tabnuna 2

Ne Hazpanune mapmpyra Bpewms Iena
MapuipyTa | (IyHKT OTIIpaBIeHIA — | OTIPaBJICHUs! | IPHOBITIS outera,
KOHEYHBIIT ITyHKT) pyo.
Hroro:
3anoJIHUTe Ta6J'II/II_Iy1 HOMCpPa MapHapyToB ABTOMAaTHUYCCKHUM

HYMEPOBAHHBIM CIMCKOM, Ha3BaHWE MapUIpyTOB, B cToibue «OTnpaBieHHE» B

py4uHOM pexknme BBenute udpsl ot 1 1o 3, BeigenuTe TekcT B ctonodie «Ha3Banue

MapuipyTa», CAeJIaiTe COPTUPOBKY 1O alipaBuUTYy.

4.

Pacneuaraiite monmy4uBIINICS OTYET.



JlaboparopHnasi paGora Ned

Co3nanue u odpadoTka rpapuuecknx oobekroB MS Word

[lenb u 3amaun paboTHI: HAyUUTHCS padoTatk ¢ rpaduxoit B MSWord

3HaTh: cOCOOBI J0OaBIEHUS IPAPUIECKUX OOBEKTOB B TJOKYMEHT

YMeTb: co3naBath pucynku B MS Word

Brnagets: HaBbIKaMu CO3/IaHUSI M PEIAKTHUPOBAHUS rpauuecKkux 0ObEKTOB
B MS Word

Hogwrit MS Word Brirrodaet B ceOsi BCTPOCHHBIN rpadUuecKuid peaaKTop,
MO3BOJIAIONINN 00padaThIBaTh N300paKEHUS.

1. Otkpoiite TekcTOBBIH mporeccop MS Word.

2. C momomiplo KoMaHel: BecraBka— PuCyHKH mOMecTHTE B JOKYMEHT
PHUCYHOK.

3. Tlocne BbIACNEHHS PUCYHKA TOSIBISETCS BKJIaJKa JIeHThl PaboTa c
pucynkamu. PaccMoTpuM TmoapoOHEe KOMAaHIBI, pPACIONOKEHHBIE Ha 3TOM

BKJIaKC.

L2 Kowryp dhuryper -
[ I o W S Y S —_ Nonoxenue Obrekanne o —524cm -
EREAN 24 &3 3penror urypei - - rexcron~ Ol OBnacts sbigenermn  Th- | %081 -

Beraska duryp Crann duryp 5 Crvw WordArt Texer Ynopagoenme Paswep

4. C momorrsto komanabpl O0pe3ka 00peKbTe PUCYHOK.

5. C nomompio koMauabsl Koppekuus HacTpoHTe pe3KoCTb, SIPKOCTh U
KOHTPACTHOCTh U300paKEeHUSI.

6. C nomonibto koMaH bl LIBEeT U3MEHUTE HACBIILIEHHOCTh U OTTEHOK IIBETA.

7. C noMomipto KoMaHbl XyA0KeCTBeHHbIE A((DEKThI 100aBbTE K PUCYHKY
10001 U3 Xyn0KECTBEHHBIX 2(()EeKTOB, YTOOBI OH OOJIBIIIE HATOMUHAT SCKHU3 WIN
KUBOTHCb.

8. Hapucyiite cienyroniye pucyHKH CaMOCTOSITENBHO.
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Pucynok 2 - CTpykTypHas cxemMa KOMIIbIOTepa



Ilepen Tem Kak HapUCOBATh KAPTUHKY, CIEAYET OTKPBITH HA JICHTE 3aKJIAJIKY
«BcraBka». Ee mpocTo HaWTH, Tak Kak 3aKJIaJKa HAaXOOUTCS MpPaBee KHOIKHU
«I'nmaBHas». Ilom 3akmankoil OTkpbIBaeTcsa MeHIO «Mimmoctpanum», KOTOPBIM
MOJKHO TOJI30BAaThCS MIPU BCTaBKE B JOKYMEHT KapTHHOK U3 (ailioB, OMOINOTEK,
caiita Microsoft u 1. 1. Tem He MeHee, YTOOBI PHCOBATh, HY)KHO OTKPBITh BKJIAIKY
«Durypsb». [log Helt ckppiBaeTCs 1eIbl HA00Op UHCTPYMEHTOB JJIsi PUCYHKA, a B
KOHIIE CIIUCKa HaxoauTcsa Komanaa «HoBoe monoTtHo». BeInosHMB KOMaHAy,
MoJIy4aeM B JIOKYMEHTE I0JIe Jis paboThl, IJIe pUCYEM CaMble pa3IMuHbIe QUTYPHI,
npeajlaraéMple B KOHTEKCTHOM MEHIO. 3/1€Ch €CTh JIMHUM U IIa0JOHBI Pa3IuYHON
KoH(purypauuu. PazmMepsl nojoTHa 111 U300paKeHUI BBl MOXKETE OTPETYIHPOBATH
II0 CBOEMY YCMOTPEHHUIO.

Bocnonb3yilTech TOTOBBIMH 11a0JOHAMH, KOTOPbIE TOMOTYT CO3/1aTh CXEMY
B MS Word win cnenate reoMeTprueckuii pucyHok. YToObl OHM OKa3aJuch Ha
IOJIOTHE, JOCTAaTOYHO KJIUKHYTh [0 BBIOPAaHHOMY IIa0JIOHY JIEBOM KHOIIKOM
MbIIIM. BTOpoi pa3 mea4yoK JIeBOMl KHOMKOW JenaeTcs Ha MoJie U300paKeHUsl.
[TomyuuBieecss U300pa’keHUE MOKHO PEAAKTUPOBATh, TaK KakK MOCIE €ro BCTaBKU
NoSABJAIOTCS KoMmaHabl «M3MeHuTh (urypy», «3amuBka ¢urype», «KoHTyp» u
«ddexTnl huryp». OTKpHIB IEpBOE U3 NEPEUUCICHHBIX MEHIO, MOYKHO U3MEHUTH
KOH(UTypalMio PHUCYHKA, MOJB3YSICh BTOPOM W TpeThed BKJIaAKaMU. MOXKHO
3a1aTth LBET (OHY H300pakeHUs MU ero rpaHuuaM. [loMHMO TOro, MOXHO
OTPENAaKTUPOBATh TOJIIMHY KOHTYpa, CHelaTb €ro IMpepPBIBUCTBIM W T. II
YerBepToe MEHIO MpeajaraeT yKpacuTh KapTHUHKY 3ddekramu. C ero momouipto
pUCYEM TEHB, MPUAAEM I'€OMETPUUYECKON YACTH IJIOCKOCTH MOJYyIPO3PAaYHOCTh U
JaXe BUAUMOCTb TPEXMEPHOCTH.

Boibepute B MeH0 koMaHnbl «llomunmuuus» u «PucoBaHHas Kpuasy,
KJIMKATe TI0 BRIOPAHHOW JICBOM KHOMKOW MBI U JCJIaiTe MOBTOPHBINA KUK Ha
nosiotHe. He oTmyckas KHONKH, JO€NaiTe HYXHBIA PHUCYHOK. A €Ille OJHUM
Ha)KaTUEM Ha MBIIIb KapTUHKA Qukcupyercs Ha noiie. Ee, kak u mabioHbl, MOXKHO
OTPENaKTHUPOBaTh, 3aJIMBasl Pa3IMUHBIMU IIBETaMH, co3aaBasi 3Q(EKTs U T. . A ¢

oMot «M3menenus Gpurypb» Bl MOANPABUTE U300pAXKEHUE TIO IEPUMETDPY.


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

9.  CrpynnupyiiTe pucyHOK, U3BMEHHUTE €ro pa3Mep.

10. B mporecce paboTsl ¢ TaOIUIAMH U PUCYHKAMU MOXET CIOKHTHCS
CUTYyalus, KOrja u300paxeHue win Tabiuma OynyT yaoOHee IJisi 3alOJHEHUs U
KOM(OpTHEE AJIs IPOUYTEHUS, €CIIU 0OBEKT OYJEeT pacIoyioKeH Ha albOOMHOM, a He
Ha KHIDKHOW CTpaHUIIE.
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HeoOxonumo BbIIETUTH TaONMIly, PUCYHOK, YacTh TEKCTa WU UX
COYETaHMsI, KOTOPbIE HEOOXOAMMO PACIIONOKUTh Ha TOPU3OHTAIIBLHOMN CTpaHUIIE.

ITepeiiTn BO BkJanKy «Pa3MeTka CTpaHUIb» M TMEPEUTH B KOHTEKCTHOE
MeHlO «llapamerpsl cTpanuipy nonodHoe MeHwo «llpudr» m «Ab3amy» Ha

TJIaBHOM BKJIasKe (JlabopatopHast pabota Nel).
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B otkpsiBmieMcs MeHIO HEOOXOIWMO BBIOpaTh adbOOMHYIO OPHUEHTAIIUIO

CTpaHUIIbI, HO MPUMEHUTD €€ TOJIBKO K BBIJICJICHHOMY (PparMeHTy TEeKCTa.
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HpI/I TaKoOu OpUCHTAIHWU CTPAHUIIBL Ta6J'IHHa BBITTEAANUT 3HAYUTCIIBHO JIYYIIC,

ynoOHee €€ pedakTUpoBaTh, a TakKe yAoOHee 4YWTaTh 3alMCaHHYI0 B HeE

UH(pOpMaIHIO.
[Ipu »ToM MBI ¢ Bamm ceifuac CTOJIKHYJIUCh C €IIE OJIHUM CIy>KEOHBIM

CHUMBOJIOM, KOTOpBIﬁ A0 3TOIO €IIC HE BCTPCHAIIN:

1
'"! Pazpuie pazaena (Co cnegyiowed cTpaxHubl)

Kak w ocranpHBIE CIIy)KE€OHBIE CHMBOJIBI, OH HE OyJAeT BHJICH TpH

pacncyaTblBaHN JOKYMCHTA, 4 BHUACH TOJBKO B PCKUME PCAAKTHPOBAHUSA IIPH

BKITIOUEHHOU (PyHKINHN «OTOOPa3UTh BCE 3HAKWY.

YTo0 K€ 3TO TAaKOE U JJIS1 YETO OH HYKEH?
PesynbraTr mosiBiIeHUs pa3pblBa CTPAHULBI MOXKHO IPOCTO CPaBHUTH C TEM,

4TO B OJHOM JOKYMCHTC MbI IIPOCTO IICPCHOCHUM KaKOM-TO TEKCT Ha HOBYIO

CTpaHUILy, IPU pa3pbIBe pasjesia CUTyalusl uHasi, €€ MOXXHO CPaBHUTH C TEM, UTO B



OJJTHOM OKHE MpOrpaMMbl OTOOpa)karoTCsl JBa aOCONIOTHO Pa3HbIX JOKYMEHTa U
HACTPOMKH TEKCTa B 3TUX JTOKYMEHTaX MOT'YT KOPEHHBIM 00pa30M OTIMYATHCS, KaK
B HallleM IpHUMEpPE, B OJHOM «IOKYMEHTE» CTPAHMIbI BEPTUKAJIBHBIC, B APYTOM
TOPU30HTAJIbHBIE. JTO OYEHb MOJIe3Has 0COOEHHOCTh M Bwl Oyaere mocTaTodHO
4acTo €10 ImoJjb30BaThes. Hampumep, B KypcoBoil paboTre HEOOXOAMMO HE
HYMEpPOBATH MEPBbIEC TPU CTPAHHULIBI, & HyMEpALUIO Ha4aTh ¢ 4eTBepTOu. [y aToro
HaM HYKHO OyJIeT BOCIOJB30BaThCSI KIMEHHO pa3pbIiBaMu pazzenoB. [locTaButh ux
MOKHO HE TOJIBKO TOIJa, KOIJla HaM HEOO0XOAMMO YacTh TEKCTa MEPEHECTHU Ha
TOPU30HTAIBHYIO CTPAHHILY.

Ecnu BaM HEOOXOIUMO HE CTaBUTh HOMEp Ha TPEX CTPAHMIAX JTIOKYMEHTa,
3HAYUT HYKHO OyZeT cO3/aTh JIBa pa3pblBa pa3lesoB, JJIsl 3TOr0 HEOOXOIUMO
nepeiTy Bo BKIAAKY «Pa3meTka cTpaHulb» U BHIOpaTh B BBINAJAIOIICH BKIAIKE

((P&SpBIBI)I» «PaBpBIB pasacia» «Co CJIGIIYI-OIHCﬁ CTpaHHUILIBD.

DAAN [NABHAA BCTABKA ANZAAH PA3METKA CTPAHILIBI CChINKIA PACCHITKH PELIEH3WPOBAHME BN MathT
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YiasbIBAET, 4TO TEKCT, CREAYIOLLNNI 52 Pa3PHISOM KONGHKM,

ByAET NEPEHECEH B HAUANG CREAYIILLE KONGHKM,
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OfiTeKanmne TeKCTOM
(JBTeEKaHWE TEKCTE BOKPYT 0GBEKTOBE HA BEG-CTPAHMLAX.

D [

Pazpon passena (oo cneayiowed cTp s
Paspeint: pazaenos
Creaytoman crpanmua
BcTaska paspeisa pa3gena u HAYaNo HOBOTO pasaena co
cneaytoLLell cTpaHuL.

‘@ CHVKeOHBIe: CHMBOIBI: OH- He- OV

3HTEL,- 4~ BHOeH TOIBKO- B- peskHMe- pefl:

DToOpasHIb Ece 3HAKHN. Y

gexyuq,aa CTpaHmLa _ 1-LI9-9eT0-OH HyKeH.

*:iigzri‘d&s‘blﬁd pasjena u Ha4ano HOBOro Pasaena c Tou ﬂ{H'pH.Spb]:Ba'GIp b['MO'IHHD'HEUCTD
‘2 MBI TIPOCTO" MEePEHOCHM: KAKOH-To- -

2

B B g e

Yernan crpanmua )a3eMa-CHTYALHA HHAT, 28 MOKHO CPaB
E(TEE}’;E paspelBa pasAena W HAYAND HOBOTO PasAena c - 0”[06[!331(3.!01\’.‘5{' nBa- a0COMIOTHO- pase
HETHOW CTPaRALEL. -TOKYMEHTAX MOTYT-KOPEHHBEIM-00pa3on
Heuerhan crpatmua [HOM- «IOKYMEHTe»  CTPAHHIIb- BEPTHKA
Bcragka paspeiea PE34ena  HIHAN0 HOBOT® PasAena © HeHs- [oTe3HaT- 0c00eEHOCTh H- Bol- 0y
@ FIEHETHON CTpanALEL .- Hanpmuep,- B- Kypcosoft- paboTe-

HyMepOBaTh [IepBble TPH CTPAHHIIBL -8 HyMepallHi Ha4aTh ¢ 4eTB
HH.M'H}')KHO'GYHET'BOCI'[UHBEUB&TBCH'H'_\{&H}ID'pHS]JB]BEMH'p&SHE.‘I(
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Pesynbrar Oyner cienyonmm:

BCTABKA OA3AAH PASMETKA CTPAHMLLEI CCBUTKKA PACCBUIKIA PELLEH3MPOBAHME BMA MathType Foxit PDF Martemarika

% = Paspeigel ~ Oreryn WhHTepean [ [& BriposraTs -
[ Homepa crpok - 3= Cnesa: | Dem 2120 |onr = U
2 Konawean *_ o —z - Onacrs
- bc PacctaHoeka neperocos~ =% Cnpasa: |0 cm - 1= MNocne: |8 07 - sbigenerna
METPLI CTREHMLBI [F] AB3al [F] YNopAgoUEHIe
2 s 2 4 [ 8 10 12 14 16

s PASPLIE PA3AENA (CO CNEAYIOWENH CTPAHML ) s s PRSP BIB PAzAena (Co cenyowed CTp aHHLb Y




Tenmepp HeE0OXOAMMO TPOCTO BCTABUTH CTPAHUIBI B JAOKYMEHT JIHOOBIM
ynoousiM ans  Bac cmoco6om. Pesynprar OyneT NpUBBIYHBIM:  CTPAHHULIBI
npoHymepytotes 1, 2, 3, HenpuBbIUHBIM OyJIeT TOJIBKO Ha3BaHHE KOJOHTUTYJIOB, K
HUM OyJeT MpUMHCAaH HOMEP pa3jelia, BCNOMHUHAEM, YTO pa3phbiB pasjesa Kak Obl
CO3/Ia€T HOBBIA JOKYMEHT, MBI UMEEM B OJHOM JOKYMEHTE TpH JOKYMEHTa
(co3maHHBIE OBYMS pa3pblBaMU pasjienia) Uy KaXA0ro M3 3THX JOKYMEHTOB €CTb
nepBasi CTpaHMIA, JJIsi KOTOPOW MOMKHO HACTPOUTH OCOOBIN KOJOHTUTYIN IS

NEePBOM cTpaHuUIIbl — yOpaTh ¢ HEE HOMeED.

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

CraBuM Kypcop B HUKHUM KOJIOHTUTYJI pa3jiena OJ1H (€CIM HOMEp CTOUT B
HUKHEM KOJIOHTHUTYJIE), Janee BO BkjIajake «KOHCTpyKTOp» MOCTaBUTH TallOuKy

«OcoO0BIil KOJOHTUTYHA ISl mepBod cTpanui». Ilpu stom HOMmMep u3 pasnmena 1

HCc4ye3acT.
BCTABKA  [M3AMH  PAIMETKACTPAHWMUb  CCBUTKW  PACCHUKM  PELEH3WPOBAHVE — BUA  MathType  FoutPDF  Maremataxa KOHCTPYKTOP
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Beraska Nepexogsl Napanetpsi Monoxenue 3akpeTie

2 s 2 4 € LN 0 12 FL) 164, Ocobhiii KOROHTHTYN AR NEPEOH CTPaHMLL!

Hacrpoiika ocabin konow an

p ] n ¥
OTARNTE CE BT OETANBHOT AOKYMEHT.

@ Lononnurentheie ceenenna

[HipkHmi KonoHTHTYN Nepeoil crpaHuuel -Pasaen 1- Hiokrnii kononimyn -Pasaen 2- LV (9 (e 2, BT
Ll 1

CraBuM Kypcop B HIKHHMI KOJIOHTUTYJ BTOPOrO paslielia, y Hac CHOBA
MOSIBJISIETCSI BOBMOKHOCTh IMOCTABUTH TaouKy «OcoObIi KOJIOHTUTYI JJIsl TIEPBOU
CTpaHulb». B Hamem citydae — 3TO mepBas CTpaHULA HAIEro BTOPOTO pasfena —
BTOpasi CTpaHUIa TOKYMEHTbl. CTaBUM Trajouyky — HOMEpP CO BTOPOW CTpPaHMIIBI

HCUYC3acT.



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

@ lononuntenshbie ceepenns

HIDKHWiA KonoHTuTyn -Pasgen 2- Kak B npeasiayien

1

[locTynaemM aHaOrMYHO C HOMEPOM TpeTer cTpaHuibl. [lomyyaem Takou
pe3ysbTaT (Ha TpeTel CTpaHuLE CTOUT Pa3pbIB CTPAHUIIbI, YTOOBI OBICTPO CO31aTh

YETBEPTYIO U IOCMOTPETh, YTO HOMEP TaM OYIET).

11. CnenyromuMm  BaXXHBIM  BOIPOCOM  SIBJISIETCSI  HEOOXOJIMMOCTb
IIPaBUJIBHO PACIIOJIaraTb HOMEP Ha CTPAHULE C TOPU3OHTAIBHONW OPUEHTALMEH.

Ecnu MBI mpocTo BCTaBUM HOMEpa CTPAaHULl B JTIOKYMEHT, COAEpKAUIUI
aJIbOOMHYIO OPHEHTAIMIO CTPAHMII, IOTOM PACceyaTaeM U COLIBEM ATOT JOKYMEHT
(KypCOBYIO WJIH JUIJIOMHYIO PabOTy), TO Mbl YBUIUM, UTO HOMEP PACIOJIOKEH HE

B TOHW 4aCTH aJIbOOMHOTIO JIMCTA.

BCTABKA  [M3AAH  PA3METKA CTRAHWLLE  CCHUKW  PACCHUKN  PELEM3MPOBAHME  BAA  MathType  FoxitPDF  Maremaruka KOHCTPYKTOP
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CraBuM Kypcop psJIoM C TEM HOMEPOM CTPAHHUIIbI, PACTIONOKEHUE KOTOPOTO
HY>)KHO HM3MEHUTh, W BO BKJIaJKE KOHCTPYKTOp HaxoauM HUKOHKY «Kak B
OpeabIayleM pas3felie» M HaXuMaeM Ha Hee. AHAJOTMYHO TIOCTYIAeM Co
CIEYIOIIEH CTPAaHMIIEN TMOCIIE HUKHETO pas3pbiBa paszaena. Jlanee craBuM Kypcop
B TOT KOJIOHTUTYJI, B KOTOPOM HY>KHO U3MEHUTDH PACIIOIOkKEHUE HOMepa. B Haiem

ClIy4ac 3TO BTOpasA CTpaHUIa.

19
Jlanee nepexoauM BO BKJIAJKy BCTaBKa, BEIOMpaeM HOMEP CTPaHUIbl TOUYHO
TaK e Kak W MpU IPOCTOM JT00ABIEHUH CTpaHUI] B JOKYMEHT, HO BriOUpaeM «Ha

I[IOJIAX CTpAaHUIbD», OAJICC BI)I6I/IpaeM H€O6XOI[I/IMOG HaM II0JIOKCHHUC HOMCPA.
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Ecnu Ha crpanuiie ocraercss JBa HOMEpa, TO HEHYXKHBIM HOMeEp

HEO0OXOMMO YIAIUTh.

TABKA AV3AAH PA3METKA CTPAHMLLbI CChINKKA PACCBINKL PELEH3MPOBAHWE B

MathType  FoxitPDF  Matematika KOHCTPYKTOP
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CraBuM Kypcop B HOBBIM HOMEp CTpPAHUILIbI, KOTOPBIA MOABWICS B JIEBOU
YacTH CTPAHMIIBI, HO PACIOJOKEH BEPTHKAJIBHO, a HAM €ro HeOoOXOIMMO

noBepHyTh Ha 90 rpamycos.

Jlanee mepeBo MM BO BKJIAAKY (hopMaT, TaM BEIOMpaeM HampaBlICeHUE TEKCTa

Hn Jajicc Hy}KHBIﬁ HaM BapHaHT.

A JN3AAH  PASMETKA CTPAHWLEL  CCBUIKM  PACCHUIKM  PELLEH3WPOBAHWE BWA  MathType Foxit PDF
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JlabopaTtopHasi paGora NeS
Co3nanue, aBTO3aN0/IHEHHE, PpeJaKTHPOBaHUe Tadaul, BBOA (GopMyJ1 B

Tadauuax Microsoft Excel

lenp w 3amaum pabotel: [lpuoOpeTeHHME TPAKTHYECKHX HABBIKOB B
CO3/IaHWH, aBTO3AIOJHEHUH, PeJaKTUPOBAHNHN Ta0JIHII, BBOLY (GOpMYJT B TaOIHIIAX
Microsoft Excel.

3HaTh: Kak Mpou3BojsATCs Beruncienus B Microsoft Excel

YMeTh: co3nmaBarth, peaakTupoBaTh TabauIel B Microsoft Excel

Brnangets: HaBbIKAMH B CO3/IaHUS, AaBTO3AIOJIHCHHS, pPEIAKTHPOBAHUS

Tabnuil, BBosa popmyn B Tabiuiax Microsoft Excel

OnHOMl M3 KIIOYEBBIX OCOOCHHOCTEH JJIEKTPOHHBIX TaOJUI[ SIBIISAETCS
BO3MOKHOCTh aBTOMATHYECKOTO MepecyeTa 3HaYeHUs JTI0OBIX HYXKHBIX SU€eK Mpu
W3MCHCHUHU COJCPKUMOTO OJHOW W3 HHUX. J[Ig BU3yalM3anuu IMOTyYEHHBIX
JTAHHBIX, HA OCHOBE TPYII SAYEEK MOKHO CO3/1aBaTh Pa3JIMYHBIC BUbI IHAarpam,
CBOJHBIC TAaONWMIBI U KapThl. [Ipm ATOM SJIEKTPOHHBIC TAOIHUIBI, CO3/IAaHHBIC B
Excel, MOXHO BCTaBIATH B APyrue JOKYMEHTBI, @ TAK)KE COXPAHATh B OTACILHOM
daiine nss mocieyoIero uX UCIOIb30BaHMS WM PEAAKTUPOBAHUS.

Ecnu BBI yxke 3HakoMbI ¢ peaakTopom Word, To pa3o0partbes B nHTEpdeiice
Excel ve cocraBut Tpyna. Beap B ero ocHoBe JEKHUT Ta ke JIeHTa, HO TOJNBKO C
JPYyrUM Ha0OpOM BKJIAQJOK, TPYMIm M KoMaHA. [Ipy 3TOM dYTOOBI pacIIMpUThH
pabouyro 0071acTh, HEKOTOPHIC TPYMIIBI BKIIAIOK BBIBOISITCS HA JUCIUICH TOJBKO B
ciiy4ae HEOOXOIUMOCTH. Tak e JIGHTY MOXXHO CBEPHYTh BOBCE, IICIKHYB I10
aKTUBHOW BKJIQJIKE J[BA pa3a JICBON KHOIKOW MBIIITH WJIM HAKaB COUYETAHNE KITABHIII

Ctrl+F1. Bo3BpaliieHre ee Ha 9KpaH OCYIIECCTBIIAETCS 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
Crout oTMeTHTh, uTO B EXCel mist omHO#M M TOM e KOMaHIbl MOXKET OBITh

NPEIYyCMOTPEHO Cpa3y HECKOJIbKO CIIOCOOOB €€ BBI30BA: uepe3 JICHTY, U3



KOHTEKCTHOI'O MEHIO WJIM C IOMOIIBK) COYETAaHUs TIOpSYMX KIABHIL. 3HAHHWE U
UCIIOJIb30BaHUE TIOCIIEIHUX MOXKET CUIIBHO YCKOPUTH paboOTy B MpOTrpamMme.

KoHTekCcTHOE MEHIO SBJISETCS KOHTEKCTHO-3aBUCUMBIM, TO €CTh €ro
COJIEp>)KaHUE 3aBUCUT OT TOTO, YTO IOJIb30BATENb JEIA€T B JAHHBIA MOMEHT.
KOHTEeKCTHOE MEHIO BBI3BIBACTCS HAXKaTHEM IPABOM KHOIMKHU MBIIIM TOYTH HA
r000oM o0bekTe B MS EXcel. DTo mo3BosisieT 53KOHOMHTB BpeMsi, IOTOMY YTO B HEM
0TOOpakaroTcst HanboJIee YacTO UCIIOJIb3yeMble KOMaH/IbI K BHIOPaHHOMY OOBEKTY.

BBoa 1 penakTupoBaHue TaHHBIX

Co3naBaembie B Excel ¢aiinbl Ha3piBatoTCs pabOYMMH KHUTAMH U UMEIOT
pacummpenne «xls» mnmum «xlsx». B cBoto ouepenp pabouas KHUTa COCTOUT W3
HECKOJIbKMX pabouux nuctoB. Kaxapli pabouuil JUCT — 3TO OTAENbHas
ANIEKTPOHHAsg TaOJMLA, KOTOpblEe B CilIy4ae HEOOXOJUMOCTH MOIYT OBITh
B3aMMOCBsI3aHbl. AKTUBHOUM paboyeil KHUTOW SIBIAETCS Ta, C KOTOPOW B JaHHBIN
MOMEHT BbI paboTaeTe, HalpuMep, B KOTOPYIO BBOJIUTE JIaHHBIE.

[locne 3amycka NpPUIIOKEHHUS aBTOMATHUYECKH CO3[a€TCS HOBas KHUTA C
umeHeM «Kuural». Ilo ymomuanuio paboyas KHHra COCTOUT M3 TpeX padboumnx

JINCTOB ¢ IMEHaMHU OT «JIuctl» mo «JIuct3».

m FMABHAA | BCTABKA PASMETKA OOPMY/IH [JAHHBIE PELUEHIMP B Foxit PDF
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PaGouee mosie nmcra EXcel monmeneHo HAa MHOXKECTBO MPSMOYTOJIbHBIX
syeek. OObeAMHEHHBIE MO TOPHU3OHTAIM SYEHKH COCTABJIAIOT CTPOKH, a IO
BEPTUKAIM — CTOJOIKI. J[JI1 BO3MOMKHOCTH HCCIEAOBAHHS OOJBIIOTO 00BbeMa

JaHHBIX Kaxabld paboumii nuct mporpamMmmbl umeer 1 048 576 crpok



mpoHyMepoBaHHBIX uwciamu U 16 384 cTombIoB 0003HAYEHHBIX OyKBaMU
JaTUHCKOTO ajgaBuTa.

Takum oOpa3om, Kaxjas sueika — 3TO MECTO MEPEeCceUeHUs Pa3THUHBIX
CTOJIOIIOB M CTPOK Ha JIUCTE, (POPMUPYIOIINX €€ COOCTBEHHbBIN YHUKAJIBHBIN aapec,
cocTosui U3 OyKkBBI CTOJNOLIA U HOMEpPA CTPOKH, KOTOPHIM OHA NMPUHAJICHKHUT.
Hampumep, umsa nepBoit siueiiku — Al, Tak Kak OHa HaXOAMTCS HA MEPECEUCHUU
CTOJIONA «A» U CTPOKH «I».

Ecnu B mpunoxenun BkimodeHa Ctpoka ¢gopmyli, KOTopas pacIoioKeHa
cpasy xe¢ mnopn JlenTtod, TO cineBa or Hee HaxoautTcs Ilosie wumeHH, rie
otoOpaxaercsa uMs Tekyuen sueiiku. Crofa ke Bbl BCETJla CMOXKETE BBECTH HMS
UCKOMOW sueilku, A ObIcTporo nepexoja K Hed. OCOOEHHO 3Ta BO3MOXHOCTH
1oJIe3Ha B OOJBIINX JOKYMEHTAX, COAEPKAIIUX THICSYU CTPOK U CTOJIOLOB.

Tak »xe ans mpocMoTpa pasHbIX obnacTted JMcra, BHM3Y M CIIpaBa
pacnojararoTcs Mojockl NpokpyTku. Ilomumo 3Toro, mepememiarbes no padoyeit
obsracti Excel MoKHO ¢ MOMOIIBIO KITABHII CO CTPEITKAMHU.

YroObl HauaTh BBOAMTH JaHHbIE B HYXHYIO sS4YelKy, €€ HeoOXOJUMO
BbLIEIUTh. JlJIA mepexona B HY)KHYIO SYEHKY IICJIKHUTE HAa HEW JIEBOM KHOIIKOM
MBIILIHM, [OCJIE Yero OoHa Oy/leT OKpY)KeHa 4YepHOW paMKOM, Tak Ha3bIBa€MbIM
VHJIMKATOPOM aKTUBHOM sYeHMKU. Temepp NDPOCTO HAYMHAWTE IleyaraTb Ha
KJIABHAType, U BcA BBoAMMAs HMH(opmanus OyAeT OKa3blBaTbCid B BBHIOPAHHOMU
SYCHKE.

[Ipu BBOJE AaHHBIX B SYEHKY MOXKHO TaK € HCIOJIb30BaThb M CTPOKY
dbopmyn. {ns 3TOro BBLACIWTE HYKHYIO KIETKY, a 3aTEM IIEJIKHUTE MBIIIBIO Ha
noJjie CTpoku (GopMysl W HayHUTE medaraTh. [lpu 3TOoM BBOgMMas mHGpopManus
OyZeT aBTOMaTHYECKU OTOOPAKATHCS B BEIOPAHHOM sTUEHKeE.

ITocne okoHYaHUs BBOJA JAHHBIX HAXKMUTE:

. KnaBumy «Enter» - craeayromien akTUBHOM STYEMKOM CTAHET KJIETKa
CHU3Y.

. KnaBumry «Taby» - crnemyrorieil akTUBHOM SIMEMKOM CTaHET KIIETKa

crpaga.



. lenxkHuTe MBIMBIO TO 000N Jpyroil sueiike, U OHA CTaHET
aKTHUBHOM.

YToOBl U3MEHUTH WIHM YAAIUTH COJIEPKUMOE JII000H SUEWKH, LIEIKHUTE Ha
HEW J1Ba pasa JIEeBOM KHONKOM MbIM. [lepemeniaite MUraromui Kypcop B Hy>KHOE
MECTO JUIsi BHECEHUS HEoOXOOuMBIX mpaBok. Kak M BO MHOrMX Jpyrux
INPUJIOKEHUSX, JUIsl YJAJIECHNS U BHECEHUS UCHPABICHUIN HCIONb3YIOTCS KIaBHUILIN
ctpenok, «Del» n «Backspace». [Ipu xenanuu, Bce HEOOX0AUMBbIE TTPABKU MOKHO
IIPOU3BOJUTH U B CTPOKE (popMyI.

O6beM naHHBIX, KOTOPBIH Bl OyJ1€Te BBOAUTH B SAUYCHKY, HE OTPaHUYNBACTCS
ee BHIMMOM dYacTblo. TO ecTh KIETKM paboyero Mojis MOporpaMMbl MOTYT
coJepKaTh Kak OJHYy IU(py, TaK U HECKOJIbKO ab3aneB TekcTa. Kaxmas sueiika
Excel cnocoona BMectuth 10 32 767 YHUCIIOBBIX WA TEKCTOBBLIX CUMBOJIOB.

PopMaTHpPOBaHUE NAHHBIX STYEECK

Ilocne BBOJa Ha3BaHUM CTPOK U CTOJI6I_[OB IIoJiydacMm Ta6JII/IIIy TakKoro Bujaa.
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Kak BuMAHO W3 Hamero mpuMmepa, HECKOJBKO HA3BAHUM CTaTEd PacxollOB
«BBIIUIM 32 PAMKH TPAHUIL SUYESHKH M €CJIH COCETHAS KIeTKa (KJIETKH) TOXe OyeT
colepkaThb  KaKyl-TO HMH(QOpMalMi0, TO BBEACHHBIM TEKCT YaCTHUYHO
NEePEeKPhIBACTCS € M CTAaHOBUTCS HEBUAUMBIM. Jla W cama TabiMiia BBITJISIAUT
JIOBOJILHO HEKPACHUBOW U Hemnpe3eHTtadenbHOoU. [Ipu sTOM ecnu Hamedarath Takou
JIOKYMEHT, TO CJIOKHUBILIASICSI CUTYaIUsl COXPAHUTCS — Pa300paTh B TaKOW TabyuIle

YTO K 4YeMy OYJET IOBOJIBHO CIIOKHO.



Yrobsl caenaTh TaOMMYHBIM JOKYMEHT OOJiee aKKypaTHbIM U KpPacCHBBIM,
4aCTO MPUXOAUTCS U3MEHSTh pa3sMephbl CTPOK U CTOJIOINOB, MPUDT COAEPKUMOTO
sYekKku, ee (OH, OCYIIECTBIISITh BBHIPABHMBAHUE TEKCTA, JOOABIATH T'PAHUILI U
rpoyee.

Jlns Havana jaBaiiTe NMpHUBEAEM B IMOPSAIOK JeBbIM cToiyOer. IlepeBenute
KYpPCOP MBIIIN Ha TPAHMITY CTOJIONOB «A» U «B» B CTPOKY, I'iec 0TOOpa)KarOTCs MX
Ha3BaHus. [Ipu HM3MEHEHHM Kypcopa MBI Ha XapaKTEPHBIM CUMBOJI C JBYMS
pa3HOHAMNPABICHHBIMU CTpPEIKaMU, HAKMHUTE U, YJEPKHUBas JICBYIO KIABHUIILY,
TalllATE€ TOSBUBIIUIOCA MYHKTUPHYIO JIMHUIO B HYXHOM HaIlpaBJICHUU IS
pacidpeHusi cTojiOla 10 TeX IMOp, MOKa BCE HA3BaHUSI HE YMECTSITCS B paMKax
OJIHOM STUCHKH.

Te ke cample IEUCTBUS MOXHO MPOJEIATh U CO CTPOKOM. DTO SBISAETCS
OJIHMM U3 CaMbIX JIETKHUX CIIOCOOOB M3MEHEHHUS pa3Mepa BBICOTHI M IIUPUHBI SYSeK.

Ecau HeoO6xoauMo 3a1aTh TOUYHBIC Pa3MEPBI CTPOK U CTOJIOIIOB, TO JIJIS TOTO
Ha Bkiaake I[maBHas B rpynne Sueiikm BbiOepure nDyHKT Popmar. B
OTKPBIBIIIEMCSI MEHIO C TTIOMOIIIbI0 KOMaH1 BbicoTa cTtpoku u lllupuna cros0ma
MOYHO 33]1aTh 3TU MMapaMeTPbl BpYUYHYIO.

OuyeHpb YacTo HEOOXOIMMO U3MEHHUTH MTapaMeTPhl Cpa3y HECKOIBKHUX SUCCK U
JlaXke MeJIoro croydia uiau cTpoku. JIJist Toro 4ro OBl BBIICIUTH IEIBIM CTONOCI

WM CTPOKY, IOCIIKHHUTC Ha €TI0 Ha3BaHWMMW CBCPXY HWIM Ha €€ HOMCPE CJICBa

COOTBCTCTBECHHO.
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JIist  BBIACNICHUST TPYMNIBI COCEIHUX SU€EK, OOBOJUTE HUX KypCOpOM,

YACPKUBAUTE JIEBYIO KHOIIKY MBIIIH.

Ecan xe HCO6XOI[I/IMO BBIACIIUTD

pa3pO3HEHHbIE MO TaOJUIbI, TO HAXMUTE U yAepxkupaiite kiaBuiry «Ctrly,

MOCJIE YETr0 LIEIKANTE MBILIBIO I10 HEOOXOIUMBIM STUEUKAM.

ILTDI TOr0 4YTOOBI TEKCT B SYCHKE MOT 0T06pa>{<aT5051 HC TOJIbKO B OJHY

CTPO4YKYy, a C IICPCHOCOM Ha CICAYIOIIYIO CTPOKY, €CJIN TCKCT HC BMCCTHIICA B

SUEMKY MO IIMPHUHE, HEOOXOAUMO BBIICIHUTH SUYEHKY

((HCpCHCCTI/I TCKCT».

AETKA CTPAHMUM

ARFHAR BCTABKA
COT 4 -8 .
Calibsi N <A A - Obugmit
Borasurs . - . & ¥ . .o %o °

QOPMY N AAHHbBIE

AHBAPY

2 nnonvumnm.m'l«u
Npoeia
§  PasuneveHna

despans mapr anpens

5 Murepwer
6 Opewaa wobyss

Pesynbrar OyneT Takum:

N HaXaTb Ha KHOIIKY

GANN TNABHAA BCTABKA PAIMETEA CTPAHMUEI COPMYNEI JAHE
C- TR ¢ - | =
D Calibri 1 A == ®- & |otum
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Bygrep obMeHa T LWpudgT P BripasHWUBaHKW e Ta
A2 - f[ MpoayHTel NUTaHKWA
A B C D E F G
AHBape QeBpane mapT anpenes mam WHOHE
MpoayKTbI
2 |nuTaHwmA
3 |Npoesg,
4 |PazeneusHnA
5 |MHTepHeT
6 |Opexna v obyeb

O6BCI[I/ITG STYCHKU C Ha3BaHHEM MCCALICB B LIAIIKC Ta6J'II/II_U:I u IIIéJIKHHTe Ha

KHONKE BBIPOBHATH MO LEHTPY.

B rpynne llpudt Ha Bxiaake I's1aBHas MOXXKHO M3MEHUTh TUN HIpUQTA,

€ro pasMep, UBET M HadyepTAHUE: JKUPHBIM, KYPpCUBHBIM, MOAYEPKHYTBIA M TaK

nanee. Tak ke 3/1eCh pa3MelleHbl KHOIKA U3MEHEHUSI TPaHUIL] TYECUKU U 1[BETa €€



3amuBKU. Bce 3TM (yHKIMHM TPUTOASITCS HaM ISl JAJbHEHIETO W3MEHEHUS
BHEIITHETO BUJIA TAOIUIIBL.

MeHsTh OBCTa AYCCK MOKHO CACIIATH C IIOMOIIIBIO KHOIIKH HBCT 3aJIMBKH.

DAAN TMABHAR BCTABKA PAIMETKA CTPAHNLEI GOPMY B JAHHEIE PELLEHZMPOBAHIME
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4 |PasBneueHMA Het zanuekn
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Bo3M0xHO n3MeHHTH LBET MIpU(dTa ¢ nomoipio KHonku L{BeT Tekcra.

UtoObl sYeWKH HE CIUBAINCH, JaBalWTe ONpEACIUM UM TpaHUIIbL.
OmnpeneneHue TpaHUI] IPOUCXOIUT TOJBKO JIJIs BBIJEICHHON 00JIaCTH JOKYMEHTA,
U MOXKET OBITh CJIEJIaHO Kak JJIsg OJHOM SYEeHKH, TaK M JJIsT Bcer Tabimipl. B
HaIlleM CcJydace BBIJCIUTE BCIO TAONMILy, IMMOCIE Yero IIEJIKHUTE Ha CTPEIOUYKY

pAnoM ¢ kHOonKoM Jlpyrue rpanunbl Bce B Tou ke rpynne Hpudr.



AN MABHAA BCTABEA PASMETEA CTPAHILLEI QOPMY b AAHHBIE PELEH3MPOE
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BepxHan rpanuua

lNeean rpaHuua G H

Mpaeag rpasvua -l

HeT rpanuue

Bce rpanmug
BHewHWe rpaHnLgl

Tonctan e HELLHAA rpaHriLa

C,B,EDEHHEH HHX#HAA rpaHruua —
IDJ’ICTEH HWAHAR rpaHnLa
BEFIXHHH W HHAHAA rpaHuLEl

BEFIZHHR W TONCTAA HUXHAA TpaHnLBl

i = L R R

b BepxHAA W CABOEHHAA HUHHAR rPaHMLEl

B oTkpbIBIIEMCS MEHIO BBIBOJUTCSI CITUCOK OBICTPBIX KOMaHJ, C TTIOMOIIBIO
KOTOPBIX MO’XHO BBIOpaTh OTOOpa)keHWE HY)KHBIX TPAaHUI] BBIICIECHHOW 00iacTu:
HW)KHEW, BEpXHEHW, JICBOM, IPABOM, BHEIIHUX, BCEX W IMpouee. Tak ke 31ecCh
coIepxarcsi KOMaHAbl JJIsl pUCOBAHUS IPaHUI] BpyuHyr. B caMOM HU3y cnucka
HAaXOJUTCA TYHKT JIpyrue rpaHuinbl, IMO3BOJSIOMUN OoJjiee JETaNbHO 3a1aTh

HCO6XO}II/IMBIG mapaMeTpsbl IrpaHul] A4CCK, KOTOPLIM MbI U BOCITIOJIL3YCMCH.

| Yucno | BripasHWBaHue I WpngT | | 3anweka | JawuTa |

NnHKA Bre

THN AMHAK

HeT BHEWHWE  BHYTPEHHME

OTaenEHbIE

)

Hagnuie Hagnuce

Hagnuee Hagnuee

a T r

BEIGEPUTE THM AMHUK 1 € NOMOLLBI0 MEILK YKEXKUTE, K KAK0H YacTH BEASNEHHOMD AWANa30Ha OH OTHOECUTCR:
BHEWHEN rPpaHWLLE BCEro AWAnasoHa, BCEM BHYTPEHHWM MPaHMLaM A4EEK MAKM OTAENEHOM AYeike,




BoT Takoi Mbl Oy4HIIA pe3yabTaT
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dopMaT TaHHBIX TYEHKU

Tenepp, 4TOOBI 3aBEepUIUTH HAlly TaOIUIly, HEOOXOJAUMO HaJJIEKAITUM
oOpa3zoM 0o(hOpMHUTH T€ JIaHHBIE, KOTOPbIE MBI Tyaa BBOAUM. HamomMHuM, 4TO B
HalIEM CJIy4ae 3TO ACHEKHbBIE PACXOIbI.

B kxaxnayro u3 siueek 3JIEKTPOHHOU TaOIMIIbI MOXHO BBOJUTH Pa3HbIC THUIIbI
JAHHBIX: TEKCT, YUCIa U Jaxe rpapuyeckue nzoOpaxeHus. MiMeHHO mosTomy B
Excel cymectByeT Takoe nmoHsTHE, KaKk «(hopMaT JaHHBIX SYCHKIY, CITYKAIIUN IS
KOPPEKTHOM 00pabOTKK BBOJIUMOM BaMH UH(OPMAIIUH.

N3navanpHO, Bce suerikun wuMeroT OQO0mmid  ¢Gopmart, MO3BOJSIOMINN
coJiepKaTh UM KaK TEKCTOBbIC, TaK U IU(poBbIe NaHHbIe. HO BbI BlpaBe NU3MEHUTH
9TO W BBIOpATh: YMCIOBOM, JCHEXKHBIN, (PUHAHCOBBIN, MPOICHTHBIA, JPOOHBIMH,
HKCIIOHEHUMANbHBIN U QopMmatel. [Tomumo 3TOrO, CymecTByrT (opmarbl IaThl,
BPEMEHHU MMOYTOBBIX UHAEKCOB, HOMEPOB TeNe(OHOB U TAOETBHBIX HOMEPOB.

Jlist siueek Hamie TaOauubl, ColepKalluX HAa3BaHUS €€ CTPOK U CTOJOLOB
BIIOJIHE MOAOWIET OOmMil GopMaT (KOTOPBIA 3aaeTcs MO YMOJYAHUIO), TaK Kak
OHM COJEp)KAT TEKCTOBbIE JIaHHBbIE. A BOT ISl A4€EK, B KOTOpPHIE BBOMSTCS
OI0JIPKETHBIE PACcCXO/Ibl OOJIbIIE MTOJOUACT NCHEKHBIN opmar.

Brinenute B Tabnutie ssueiiky, copepxkanire HHPOPMAIHUIO TI0 €KEMECTIHBIM
pacxonam. Ha nenre Bo Bkiazike I'iaBHas B rpyrine Yucs10 METKHUTE MO CTPEIIKE

psanom ¢ noieM YmcsoBoid @opmart, mocie 4ero OTKPOETCS MEHIO CO CITUCKOM



OCHOBHBIX JOCTYMHBIX (opmMaToB. MOXXHO BBIOpaTh MyHKT JleHeXKHBIH MPsSMO
37€Cb, HO MBI U1 OoJiee TOJIHOIO O3HAKOMIJIEHHS BBIOEPEM CaMyl0 HIDKHIONO

CTpoKy JIpyrue 4uc/jioBbie (pOpMAaThlI.

Yucno EbipasHuBaHKe | LWpwudT | lpaHwua | 3anueka | JawwTa

HuonoBbie dopmMaThe:

OB O6pazey,
Y1cnoEoi
DUHAHCOBLINA

[ata

Bpema

MpoLeHTHEIR
Apo6Hei OTpuuaTenbHbIE YMona:

JxenoenLyaner
TeKCTOBkIMA 1234108

JononHUTENEHEIR 1234108

Yucno gecaTUYHBX 3HaKoE: |2

OBo3HadveHne: |F

[Bre dopmaThl) 1234107

Bopmat " JeHexHBIR" MCNONE3YETA 409 0TOBPAKEHNA 4eHEXHbBX EEANYMH, 18 BEipaBHUEGHMA IHAYEHKMIA NO
AECATHYHOMY PasgennTento MENoE3yiTe GopMaT "OUHAHCOBEIR

B oTkpbIiBIIEMCSI OKHE B JIEBOM KOJIOHKE OYJIyT OTOOpak€HbI Ha3BaHUE BCEX
YUCJIOBBIX (OpPMATOB, BKJIOYAs JOMOJIHUTENbHBIE, @ B LIEHTPE, pa3INYHbIC
HACTPOMKHU UX OTOOpaKeHUsI.

BriOpaB neHexHbI (hopmaT, CBEpXy OKHA MOXKHO YBUJIETH, TO, KaKk OyAeT
BBITJISIACTh 3HAUEHHUE B siuelkax TaOmuipbl. UyTh HUKE MOHO YCTAaHOBUTBH YMCIIO
OTOOpaXeHHsI IeCATUYHBIX 3HAKOB. YTOOBI KOMEHKHU HE 3arpOMOKIANM HaM MOJis
TaOJNMIIbI, BHICTABUM 3J€Ch 3HAYEHUE paBHBIM HYIO. [lanee MOXHO BbIOpATH
BAJIOTY U OTOOpaKeHHE OTPULIATEIIbHBIX YHCEIL.

JlaBaiiTe 3amoHUM TabJIUIy NPOU3BOJBbHBIMU JaHHBIMU

H10 - I
A B C D E F G H
" |sweapo [pesparo [wapr  |anpenv |wai  |wowo |
MpoayKTbi
2 MATaHKWA 21999,00 £| 3 089,00 £|5657,00P| 2 345,00 £(5 643,00 £|2323,00 P
3 Mpoesg, 1000,00£|2000,008| 234,00F|1587,00£(1789,00£|1457,00F
4 |PazsneyeHun 5000,00 £| 6 000,00 £| 4 000,00 £(7 000,00 £| 3 000,00 £| 5 000,00 8
53 |MuTtepher 300,00£| 300,008 300,00P| 300,002 300,008 300,00F
& Ogexpa v obyes| 2 000,00 £|4 000,00 £| 3 500,00 8 0,00 £ 1000,00F|4 000,00 F
7
8

Kcratu, Bce MaHUTTYNISINKM, KOTOPHIE MBI MPOJAEIBIBATN C TAOJIUIIEH BBIIIE,

TO €CThb q)OpMaTI/IpOBaHI/Ie AYCECK U UX OJAHHBIX MOXXHO BBIIIOJTHUTH C IIOMOIIIBIO



KOHTEKCTHOTO MEHIO, IIETKHYB IIPAaBOM KHOMKOM MBIIIM Ha BbIIEJICHHON 00JacTu
U BbIOpaB yHKT DopMaT siueek. B 0THOUMEHHOM OTKPBIBIIEMCS OKHE JJI1 BCEX
PAacCMOTPEHHBIX HAMU OTIEpalliid CYIIECTBYIOT BKJIaAKU: Uucsao, BoipaBHuBanme,
Mpu¢r, I'pannua u 3anusBka.

Tenepp 1Mo OkOHYaHUM PaOOTHI B MPOTPaMME BBl MOXKETE COXPAHUTh WIIU
pacneyataTth MOJYYCHHBIN pe3ysibTaT. Bce 3TH KOMaHJIIbl HaXOJATCS BO BKJIAJIKE
dajiJ.

Brimonnenne 6a30BbIX apu(pMETUUESCKUX OTeparfit

I[MTomuMo co3manus OOBIYHBIX TaOmmi, EXcel MOXHO HCIONB30BaTH IS
BBITIOJTHEHUS B HUX apu(PMETUUYECKUX OIepaluid, TakuX Kak: CJIOXKEHHE,
BBIUUTAHUE, YMHOKCHHUE U JICJICHUE.

J171s1 BBITIOJTHEHHUSI pacUY€TOB B JIFOOOM siueiike TaOIUIbl HEOOXOAMMO CO3/1aTh
BHYTPpU Hee mpocreiimyo (opmyiy, KoTopas Bcerjaa J0JDKHA HAYMHATHCS CO
3HaKa paBeHcTBa (=). J{1s1 yKa3zaHus MaTEMATHUYECKHUX OIMepaliii BHYTPH (OPMYIIbI

UCITOJIB3YIOTCSl OOBIYHBIE apU(METUUECKHE ONEPATOPBI:

0Go3HaYeHHe Onepatop BripaxeHue PeaynrTar
+ 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

Hampumep, naBaiite mpencTaBuM, 4T0 HaM HEOOXOIUMO CJIOXKUTH J[BA YUCIIa
— «12» u «7». YcraHoBUTE KypcOp MBIIIM B JIOOYIO SYEHKY M HaredaraiTte
cienywomiee BblpaxkeHue: «=12+7». [lo oxoHYaHWM BBOJA HAXKMUTE KIIABUIILY

«Enter» u B siueiike 0TOOpa3uTCs pe3yabTaT BRIUUCICHUS — «19».
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UtoOBl y3HATH, YTO K€ HA CAMOM JIeJIe COJCPXKUT sUeiika — Gopmyiy uiu
YHUCII0, - HEOOXOIUMO €€ BBIJIEINTh M MIOCMOTPETh Ha CTPOKY (popmMys — 001acTh,
HaXOJIAIIYIOCS Cpa3y JKe HaJ HaMMCHOBAaHUSIMHM CTOJIOIOB. B Hamem cioydae B Hel
KaK pa3 oroOpaxkaercs popmysia, KOTOPYIO MBI TOJBKO YTO BBOJIMJIH.

Jlanee monpoOyHTe CaMOCTOSTCIIBHO B SYCHKAX HUXKE IMOJYYUTH Pa3HUILY
ATUX YUCEJ, UX TIPOU3BEICHUE U YaCTHOE.

[locne mpoBedeHUs Bcex olepauuii, oOpaTUTe BHUMAaHUE Ha pE3yJbTaT
neneHus yncen 12 Ha 7, KoTopbii noayuuics He meiasiM (1,714286) u comepxut
JIOBOJILHO MHOTO TGP Mocie 3aniaToi. B OOMbIMHCTBE CilydaeB Takas TOYHOCTh

He TpeOyeTcs, 1a U CTOJIb JJIMHHBIE Yyucia OyayT TOJBKO 3arPOMOKIATh TaOJIHILY.

B13 - T | =17

A B c D
12

13| [ 1,714286]
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YroObl 3TO UCHPaBUTh, BBIIEIUTE SYEHKY C YHUCIOM, Yy KOTOPOIO
HEOOXOJMMO M3MEHHUTh KOJIMYECTBO JECATHUYHBIX 3HAKOB IOCIE 3allATOM M Ha
Bkianke IyaBHass B rpynmne UYwmcao BbeiOepuTe KOMaHAy YMeEHbIIMTb
pa3psigHocTh. Kaxioe HakaTue Ha 3Ty KHOIIKY yOupaeT OJIMH 3HaK.

CrmeBa OT KOMaHAbl YMEHBIIMTH PA3PAAHOCTH HAXOIUTCA KHOIKA,
BBITNOJIHAONIAs] OOPAaTHYIO ONEPALMIO — YBEIMUMBAET YHCIIO 3HAKOB MOCIE 3aIsTON

JUIs1 0TOOpakeHus 00s1ee TOUHBIX 3HAUCHUI.

GAAN FABHAR BCTABKA PAIMETEA CTPAHIALLE DOPMY b JAHHBE PELLEH3HPOBAHIAE B
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CocraBnenue Gpopmy

Teneps naBaiiTe BepHEMCS K TaOJIHIIE OFOKETHBIX PACXOIOB.

Ha nannbpIii MOMEHT B Hell 3a(pUKCHPOBAHBI €KEMECSIHBIC JTMUHBIC PACXOIbI
10 KOHKPETHBIM cTaThsiM. Hampumep, MOXKHO y3HATh, CKOJIBKO OBLIO HCTPAu€HO B
deBpasie Ha TPOAYKTHl THUTAaHWS WM B MapTe Ha mpoe3n. A BOT oOmmue
eKeMeCSYHbIC PAacXOJbl 3/IeCh HE yKa3aHbl. J[00aBUM BHHM3Y TaOIHIBI CTPOUKY

«HToro» u paccuuTacm €€ 3HAYCHUSI.

A B C D E F G
__ |mmape |oeepens |wapr  ampens |wai  [woms |
MpooyKTe

2 | NMTaHWA 2999,00£|3089,00P|5657,00P|2345,00P|5643,00P|2323,00P
3 Mpoesg, 1000,00#|2000,008| 234,00£|1587,00£|1785,008|1457,008
4 | PazBneyeHnA 5 000,00 £| 6 000,00 £|4 000,00 £| 7 000,00 £| 3 000,00 £|5 000,00 £
5 |MuTepHer 300,00#( 300,00#( 300,00#£( 300,008 300,008 300,00%8
o |Opgexna w obyes| 2 000,00 €4 000,00 £| 3 500,00 £ 0,00 £ 1 000,00 £|4 000,00 £
7 MToro

]

UtoOBl mMocuMTaTh CyMMapHBIH pacxoj 3a sSHBaph B suelike B7 MoxHO
Hamucath cieaymuiee BbeIpaxkeHue: «=2999+1000+5000+300+2000» u HaxkaTh
Enter, mocie 4yero Bel yBUAUTE PE3yJbTaT BHIYUCICHUA. DTO SBISCTCS MIPUMEPOM
MPUMEHEHHUS MpocTeiiel (opMyJibl, COCTaBICHHE KOTOPOM HUYEM HE OTINYACTCS
OT BBIUMCICHHM Ha KaJbKyJsTope. Pa3Be 4To 3HaK paBHO CTaBUTCS BHauale
BBIPAKEHUS, a HE B KOHIIE.

A Temepb TNpEACTaBbTE, YTO TNPH YKa3aHUM 3HAYECHUM OJHON WU
HECKOJIbKUX CTaTe pacxoJ0B BbI JOMYCTWUIM OIMOKY. B 3TOM cnydae, BaM
MIPUJIETCSI CKOPPEKTUPOBATH HE TOJIBKO JAHHBIE B STYEHKAX C YKa3aHUEM PacXoJ0B,
HO U (GOpMYJTy BBIUKCIECHUSI CyMMapHbIX TpaT. KoHeUHO, 3TO OYeHb HEyn00HO U
no3romy B Excel npu coctaBieHnn GpopMys 4acTO MCIOIB3YIOTCS HE KOHKPETHBIC
YHCJIOBBIC 3HAUCHUS, a aJipeca U AUANA30HbI TUeeK.

C yderoM »9TOro JaBaiTe HU3MEHUM Hamly (opMylly BBIYHCICHUS

CYMMApPHBIX CIKCMCCAYHBIX PACXOO0B.



DAIAN TMABHAR BCTABKA PASMETEA CTPAHWLEI QOPMYIbI JAHHBIE PELLE

%
Eg -
Bydep oBMeHa M WpndT BripaBHHUEaHWE Yucno
B6 - X o fv  =B2+B3:+Ba+B5+86
A B C D E F G H
_ lsueape lgespane |mapr  |anpens |wan  [wows |
MpoaykTbl
2 MWATEHWA 2999,00#|3089,00F)|5657,008(2345,00P|5643,00F| 2 323,008
3 Mpoesg 1 000,00 #£|2 000,008 234,008(1587,00£|1789,00F|1457,00£
4 PazeneusHMA 5 000,00 £ | 6 000,00 £ 4 000,00 £( 7 000,00 £| 3 000,00 £| 5 000,00 £
5 |MHTEpHET 300,00 £| 300,00£| 300,008 30000#| 300,00£ 300,008
& Opexpa W obyeb 2 000,00 £14 000,00 £| 3 500,002 0,00 £] 1 000,00 £ 4 000,00 £
7 |vrore =B2+B3+BA4B5456
g
(4]

B sueiiky B7, BBeuTe 3HaK paBHO (=) W... BMECTO TOTO, YTOOBI BPYYHYIO
BOMBaTh 3HaueHUE KJIeTKU B2, menkHure mo Hel JieBoil kHOMKOM MbImu. Ilocie
ATOTO BOKPYT SUYEHKH TOSBUTCA IYHKTUPHAS BBIACIUTEIbHAS pamMKa, KOTopas
MOKAa3bIBACT, UTO €€ 3HaUYeHHe monayio B Gopmyiy. Temeps BBeaUTE 3HAK «+» U
nienkauTe no suetike B3. Jlamee mponenatite Toxke camoe ¢ sueiikamu B4, BS u
B6, a 3atem Haxmure kiaBuiry BBOJ[ (Enter), mocime dvero mosBUTCS TO XKe
3HAYEHHE CYMMBI, YTO U B TIEPBOM CIyvae.

Brinenure BHOBB stueiiky B7 u mocmoTpute Ha cTpoky Gopmyi. BugHo, 4To
BMeECTO IM(Pp — 3HAUCHUM siueek, B GopMmyJie coliepKarcs uxX aapeca. ITO OUYCHb
BOKHBIM MOMEHT, TaK KaK MBI TOJIBKO YTO MOCTPOMIIA (OPMYITy HE U3 KOHKPETHBIX
yucel, a W3 3HAYCHHWH S4YeeK, KOTOpPhIE MOTYT CO BPEMEHEM HM3MEHSATHCS.
Hampumep, ecii Terneps MOMEHATh CYMMY PacXxoJI0B Ha IMOKYIIKY BEIICH B SHBapeE,
TO BECh €XKEMECSIYHBIH CyMMapHBIM pacxoja OyJeT mepecyuTaH aBTOMATHYECKH.
[TonpoOyiite.

Tenepp naBaiiTe MPEANONIOKHUM, YTO IMPOCYMMHPOBATH HYKHO HE MSATh
3HAUCHWW, KaK B HaIleM TpUMEpe, a CTO WM JBecTH. Kak Bbl MOHHMaeTe,
WCITOJIB30BaTh BBIICOMMMCAHHBI METOJI TIOCTPOCHHUS (OpPMYJT B TaKOM cllydae
OueHb HeY/I0OHO. B 3TOM citydae sydiiie BOCIOJIb30BATHCS CHEIUATBHON KHOMKON
«ABTOCYMMay», KOTOpas ITO3BOJIICT BBIYHCIUTH CYMMY HECKOJBKHX SYCCK B

npejenax OJHOro cToibia wim cTtpokd. B EXcel MoXHO cuuTaTth HE TOJBKO



CYMMBI CTOJI6I_IOB, HO M CTPOK, TaK HYTO HCIIOJIB3YEM €€ MIJIs1 BbIYUCIICHUA,

HaIpuMep, OOIIKUX PACXOA0B HA MPOIYKTHI MUTAHUS 32 MOJIT0AA.

H ©- L- - Krwral - Bxcel (CBofi akTieaLi npoaykTa) 7 H - x
[MABHAS ~ BCTABKA  PASMETKA CTPAHMLBI  QOPMYJ  [AHHBE  PELEH3WMPOBAHME  BWA  Foxit PDF Tatyana Govorukhina &ﬁ
o, " - = - -
[ % ot BRI = - B |osuwi - L2 = 7] EEB"“”“’ 2 Aw F 2
B - - & BYaanre - ¥ Cyuma
Betaguts - XKUY~ B~ DH-A- === &= . g 8 Yenosroe (Qopmaruposats Crinm ., 1
- - | popmarnposanne - kak Tabnay ~ sueex v | B3 Gopwar Cpeanes. ..
Bydep oBMera & Wpngr [ BupasHusanme £} Yucno & Croau Aueiikn Cuepuy  CYMma (A=)
. ABTOMATHUECKOE CNIONKERME.
H2 - S Marean 3| | Cymma nossures npauio 3a y
Mt ol | =masnensn ausican.
A B C D E F G H J K L M N 1
Lpyrne 5
5
MpoayxTsl -z (B
2 |nutanma 299,00 B[ 3 089,00 B| 5 657,00 | 2 345,00 £| 5 643,00 8| 2 323,00 B
3 Mpoesn 1000,008(2000,00 8| 234,00 #|1587,00#|1789,008|1457,008
4 PaseneueduA | 5000,00 P|6 000,00 £| 4 000,00 |7 000,00 B| 3 000,00 £| 5 000,00
5 Muteprer 300,00 8| 300,008| 300,008| 300,008 300,008 300,008
6 |Opexaa u obysb| 2 000,00 P[4 000,00 £|3500,008| 0,00 2(1000,00 9|4 000,008
7 Wroro 9299,008
]
9

YcraHoBUTE Kypcop Ha IMyCTOM KJIETKEe COOKY HYXXHOW CTPOKH (B HallleM
ciyyae 310 H2). 3atem Haxkmute kHOonKy Cymma Ha 3akiajake ['maBHasi B rpymme

PenaxkTupoBanue. Temepb, BepHemMcs K TaOnMIe W IOCMOTPUM, YTO K€

MIPOU30LLIO.
DARN TNABHAR BCTABKA PA3METKA CTPAHWLBI GOPMY B! AAHHBIE PELLEH3MPOBAHME B Foxi
%
Eg -
Bydep o6MeHa WpngT BbipaBHuBaHne Yucno CTvnn
Ecm v > W fr | =cymmezaz)
A B C D E F G H ! J K
! o =
MpoaykTbl
2 |nuTasmA 2599,00P| 3 089,00£|5657,009| 2345,00|5643,009|2323,009 =CYMM(BZ:GZI}
3 |Npoesg 1000,00P|2000,00P| 234,00P| 1587,00 P 1783,002|1457,002| | CYMMiumncnol; [wucnoll:..)
4 |PazsneyeHua 5 000,00 £| 6 000,00£|4 000,002 7000,00£| 3000,00£|5000,002
5 MuTepuer 300,002 300,002 300,002 300,002 300,002 300,008
& |Onemna m obyses| 2 000,00 2|4 000,002 3 500,008 0,00 £|1000,00 £|4000,00 2
7 |MToro 9299,00#

8
9

B BbIOpaHHON HaMu sueiike MOsSBUIACh (POpMylia C MHTEPBAJIOM SUEEK,
3HAUEHUs] KOTOpBIX TpedyeTcss mpocymMmupoBaTh. [Ipu 3TOM oOmsTh MosiBUJIACH
MYHKTUPHAs BBIJAEIUTENbHAS paMKa. TOJIbKO B 3TOT pa3 oHa oOpaMJIsieT HE OAHY
KJIETKY, @ BECh IMAIa30H SYeeK, CYMMY KOTOPbIX TpeOyeTcs MOCUNUTaTh.

Teneps mocmoTpum Ha camy ¢Gopmynny. Kak u panbiie, BHa4aine UIET 3HAK
paBEHCTBA, HO Ha 3TOT pa3 3a HUM ciueayeT GpyHkuuss «CYMM)» - 3apanee
onpenaeneHHas (Qopmysa, KOTopas BBINOJHUT CIIOKEHHE 3HAYCHHM YKa3aHHBIX
sueek. Cpaszy 3a ¢yHKUMEN UAYT CKOOKHM, pacHoJIO)KEHHbIE BOKPYT aJpecoB
KJIETOK, 3HAYEHUS] KOTOPBIX HY>KHO IPOCYMMHPOBaTh, HA3bIBAEMbIE aPIryMEHTOM

¢popmyanbl. ObOpature BHHMMaHHE, 4yTO B (OpMyJe HE YyKa3aHbl BCE€ ajapeca



CYMMHPYEMBIX SYEEK, a JIMIIb MEPBOM M mocieaHeu. [Boeroune mexay HUMH
0003HavaeT, 9TO yKa3aH AUANA30H KieTok ot B2 no G2.

[Tocne naxkarust Enter, B BrIOpaHHOM siueiike MOSBUTCS pe3yJIbTaT, HO Ha
ATOM BO3MOXHOCTH KHONKM CymMMa He 3akaHuMBaroTcA. [I[enTKkHUTE HAa CTPENoUuKy
pAIOM C HEH M OTKPOETCS CIHUCOK, COAEpKalui (YHKUUUA AJI BBIYMCIICHUS
cpennux 3HaueHuit (CpenHee), KOJIMYECTBAa BBEIEHHBIX JAaHHBIX (Yucno),
MakcUMalIbHBIX (MakcuMyM) U MUHUMaIbHBIX (MUHUMYM) 3HaUCHHUIA.

D E“BCTEEMTI: - 2 &W M‘

F's [
& Ypanute - Cynma
» Ctnw ., Z - I

Aveek~ B Qopwmar T CpegHee b

Auerikn CyeTunk

Makcumym
Muranayra

Apyrue dyHeumm...

Wrtak, B Hameidl Tabiauile Mbl TOCYMTAIM OOIIME TpaThl 3a SHBAph U
CyYMMApHBIN pacxo]l HAa MPOAYKThl MUTaHUs 3a noiroaa. [Ipm sTtom caenanm 31O
JIByMsI Pa3HbIMHU CIIOCOOAMU — CHaudajia ¢ MCIOJIb30BaHUEM B (hopmysie aJpecoB
A4eeK, a 3aTeM, (PYHKIMU U Juaria3oHa. Tenepb, caMoe BpeMsi 3aKOHUUTh PACUEThI
JUISL OCTAaBILIMXCS SUECK, MOCUMTAB OOIIME 3aTpaThl MO OCTAJIbHBIM MeECSIaM U
CTaThsIM PACXOJI0B.

ABTO3aII0THEHNE

Jns pacdera OCTaBIIMXCA CYMM BOCIIOJB3YEMCS OJHOM 3aMedaTelIbHOU
0COOCHHOCTBIO TporpamMmbl  EXcel, koropas 3akimouaeTcsi B BO3MOXKHOCTH
aBTOMATHU3UPOBATH  MPOILECC  3AMOJIHEHHS  SYEEK  CUCTEMAaTU3UPOBAHHBIMU
JTaHHBIMHU.

WNuorna B Excel mpuxoauTcss BBOAWUTH MOXO0XKHWE OJHOTHITHBIC JIaHHBIC B
ONPEAEICHHOW TOCIENOBATEIILHOCTA, HAIPUMEP, MAHU HEAECHW, JaTbl WIH
MOPSAIKOBBIE HOMEpa CTpoK. [loMHHTE, B mEpBOM 4YacTH 3TOr0 IUKJIA B IIAIKE
TaOJIUIBI Mbl BBOJIMJIM HAa3BAaHUE MECSIA B KXl cToa0el mo oTaenabHocTH? Ha
caMOM JIeJie, COBEpIIEHHO He00s3aTeIbHO OBLJI0O BBOJUTH BECh ATOT CITHUCOK

BPYUYHYIO, TaK KaK MPUJIOKEHUE BO MHOTUX CIIy4astX MOXET C/IeJIaTh 3TO 3a Bac.



JlaBaiiTe coTpeM BCE Ha3BaHUsS MECSIIECB B INMANKE HAIICH TaOJIUIBI, KPOME
nepBoro. Temnepp BBIAEIUTE SYEHMKY C HAANUCBIO «SHBapp» M Inepemecture
yKa3aTeJb MBIIIU B MPaBbIi €€ HWKHUKM YroJ1, 4TO Obl OH MPUHSUT GOPMY KPECTHKA,
KOTOPBIM HA3bIBAECTCSI MAPKEPOM 3aMOJHEHUA. 32)KMUTE JIEBYIO KHOMKY MBIIIN U
nepeTaniuTe ero BIpaso.

Ha skxpaHe mosiBUTCS BCIUIBIBAIOIAs MOJCKa3Ka, KOTOpas COOOIIUT BaM TO
3Ha4Y€HUE, KOTOPOE MporpaMmMa coOUpaeTcs BCTaBUTH B CIECAYIONIYIO KIETKY. B
HameM ciydae 31o «DeBpaiby. [Io Mepe nepeMenieHnss Mapkepa BHU3 OHa OyJieT
MEHSTHCA Ha Ha3BaHUs JIPYTHX MECSIEB, YTO MOMOXET BaM MOHSTh, € HYKHO
ocTaHOBUTHCs. [lociie Toro kak KHoOmMka OyJeT OTHYIIEHa, CIUCOK 3arOJHUTCS
aBTOMATHYECKH.

Koneuno, Excel He Bcerma BepHO «IOHHUMAeT», KaK HY)KHO 3aIlOJTHHUTH
MOCJICAYIOIIME KICTKH, TaK KaK ITOCJIEIOBATEIBHOCTH MOTYT OBITh JOBOJIBHO
pasHooOpasaeiMH. [IpencraBuM cebe, 4To HaM HEOOXOIUMO 3aMOJHUTH CTPOKY
YeTHBIMH YUCJIIOBBIMHU 3HaUYeHUAMU: 2, 4, 6, 8 u tak manee. Ecii MBI BBEIEM YHCIIO
«2» u mompoOyeM IMepeMEeCTUTh MapKep aBTO3AMOJHEHUS BIIPABO, TO OKAXKETCH,
YTO MpoTrpaMma MpejjiaraeT, Kak B CJIEIYIOIIYI0, TaK U B Ipyrue sTYeHKU BCTaBUTh

OITSITH 3HAUEHUE «2».

+ +

B »aTOoM ciydae, mpuIOKEHHIO HEOOXOAUMO TMPENOCTABUTH HECKOIBKO

OoJibllie JaHHBIX. JIJIst 2TOro B clemayroliel siueiike crpaa BBeAeM HUPPY «4».
Tenepsr BwieTUM 00€ 3aMOTHEHHBIE KIETKM W BHOBBH IEPEMECTUM KYypcop B
MpaBblii HUKHUN Yroy1 00JIaCTH BBIJIEJICHUS, YTO Obl OH MPUHSI GopMy Mapkepa
BbIZIeTieHus. [lepemenias Mapkep BHU3, Mbl BUAUM, YTO TEMEPh MpOrpaMma MoHsIa

Hanry nmocCJICAOBATCIIbHOCTD U ITIOKA3bIBACT B ITOACKA3KaX HYKHBIC 3HAYCHUA.



Taxum oOpa3om, 7151 CIIOKHBIX MOCJIEN0BATEILHOCTEN, IEpe]] IPUMEHEHUEM
aBTO3AMOJHEHHs, HEOOXOIMMO CAaMOCTOSTEIbHO 3alOJHUTh Cpa3y HECKOJIbKO
si9eeK, uTo Obl EXCel mpaBUIBHO CMOT ONPEICTUTh OOIIHUH aJTOPUTM BBIYUCIICHUS
VX 3HAYCHUM.

Teneps paBaliTeé MPUMEHUM 3Ty IMOJIE3HYIO BO3MOXKHOCTH MPOTPAMMBI K
Harieil Tabnuie, yTo Obl He BBOJUTH (POPMYJIbI BPYUHYIO JIJIsI OCTABIIUXCS KIIETOK.
CHavaJa BBIICIHTE SYCHKY C yKe TIocCUuTaHHOU cymmoii (B7).

Teneps «3amenure» KypcOpoM TMpaBblii HIDKHMM yTroJd KBajgpaTHkKa WU
neperanre Mapkep BmpaBo a0 sueiiku G7. I[locie TOro xak BbI OTIYCTHTE
KJIABUIITY, TPHUJIOKEHUE CaMO CKOMUpYyeT (POpMyidy B OTMEUYCHHBIC SUYCHKH, TpU
TOM aBTOMATHYECKH H3MEHHUB ajipeca KIJIETOK, COJEP)KAIIUXCS B BBIPAKECHUH,
MI0JICTABUB MIPABIIIbHBIC 3HAUYCHU.

[Ipu sTOM ecnu mapkep mHepeMelarbh BIpaBO, KaK B HaIIEM cCiydae, WM
BHU3, TO STYEHKU OYAyT 3aMOJHATHCA B MOPSIKE BO3PACTAHMUS, a BIIEBO WUJIU BBEPX —
B MOPsIIKE YOBIBAHUS.

AHaJIOTMYHO MOCTYIAEM CO CTOJIOIIOM

JloGaBieHue CTPOK, CTOJIOLOB U OOBETUHEHHE STUEEK

UtoOsl mosyuuTh OONBIIE MPAKTUKA B COCTaBICHHH (HOpMYI, JdaBanTe
paciiMpuM Haily TabJuIly M 3a0JHO OCBOMM HECKOJIbKO OCHOBHBIX OIlEpaluil ee
dbopmatupoBanusi. Hampumep, 106aBUM K pacXogHOW YacTH, CTaTbU JOXOJOB, a
3aTeéM IPOBEJEM pacyeT BOZMOXKHBIX OIOJIKETHBIX HAaKOILJICHUH.

[Ipenmonoxum, 4To TOXOAHASI YaCTh TAOJIUIIBI OYAET pacmoiaraTbCs CBEpXy
HaJ pacxoaHo#. Iyt 7TOro HaM MPUAETCS BCTABUTh HECKOJIBKO JOMOIHUTEIBHBIX
ctpok. Kak Bcerma, cienath 3TO MOKHO JIBYMsI IMYTSMH: UCIIOJIb3Yysl KOMaH[Ibl Ha
JICHTE WJIM B KOHTEKCTHOM MEHIO, UTO OBICTpEe M MPOIIIE.

[lenxkaute B M000N sUEHKEe BTOPOW CTPOKM MPaBOM KHOMKOW MBIIIA U B
OTKpBIBIIEMCS MEHIO BbIOEpUTE KOMaHIy BeTaBHUTB..., a 3aTéM B OKHE -

Jlo0aBUTH CTPOKY.



Eydep oBmeHa Tu WpwndgT [} EbipaBHWBaHKWE [F] Yucno [}

A2 - fl MNpoaysThl NMTaHKMA

Calibri |11 | A" &7 &7 - o4 oo H E F s H

1 .. e r o r T I
KKk =D- A-H-9 08

2 . [599a nne 3089,00£| 5657,00P| 234500P| 5643,00P| 2323,00P|22056,00F

3db Bupesam 2000,008| 234,008| 1587,008| 1789,008| 1457008 2067,00F
4By Konwposats 000,00 8| 4000,008| 7000,008| 3000,008| 5000,008|30000,00F
£ Mapamerpu soramor 300,008 300,008 300,002 300,008 300,008 1800,00P

o 4000,008| 3500008 0,00 2| 1000,008| 4000,008|14 500,008

O 11 389,00#| 10191,00#( 11 232,00#| 10732,00£| 5080,00#2|61923,00¥F
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[locne BcTaBKM CTPOKM OOpaTUTE BHHMaHHME Ha TOT (akT, 4YTO IO
YMOJTYAHUIO OHA BCTABJISIETCSl HAJ BbIOPAHHON CTpPOKOW M MMeeT (opmar (LBET
(doHa siueek, HaCTPOMKHU pa3Mepa, BETa TEKCTA U T. J.) PsAa, pacnolararouierocs
HaJl HE.

Ecnu HyXHO wu3MeHUTh ¢GopMaTHpPOBaHUE, BHIOPAHHOE IO YMOJTYaHUIO,
cpa3y Iociie BCTaBKU HIENKHUTE M0 KHomnke IlapamMerpsl no0aBjeHusi, KOTopas
aBTOMATHYECKH OTOOpa3uTCsA PSAJOM C MPaBbIM HIKHUM YIJIOM BBIOpaHHOM
SYEUKHU U BBIOEPUTE HYKHBII BapHaHT.

AHaTOTUYHBIM METOJIOM B TaOJUILy MOXHO BCTaBJISATH CTOJOIIbI, KOTOpPHIE
OyIyT pa3MeIIaThCs CJIeBa OT BHIOPAHHOTO CTOJI0IA U OTJEIbHbIC SYEHKH.

Kcraru, ecnmu B uTore cTpoka wiM CTOJOEI MOCJIE BCTaBKU OKa3ajinCh Ha
HEHYKHOM MECTE, UX JIETKO MOXHO yaanuTh. lllenkHuTe npaBoil KHONKOW MBIIIN
Ha JI000M sueiike, MpUHAAJIEKAIIEH ynansieMoMy OOBEKTY M B OTKPBIBIIEMCS
MEHIO BBIOEpUTE KOMaHAY YIaJuTh. B 3aBeplieHHH yKaXUTE, YTO HMEHHO
HEO0OXOJIMMO YAAIUTh: CTPOKY, CTOJIOCI UK OTACIBHYIO STYEHKY.

Ha nente nns omneparuit g00aBieHUS MOXHO HCIOJIB30BaTh KHOIKY
BceraBurh, pacnosioxkeHHyw B rpymme fHuediku Ha 3akinanke I'maBHas, a s
yAaJIeHUs, OTHOUMEHHYIO KOMaHy B TOH ke rpymIe.

B namem ciryqae HaM HEOOXOAMMO BCTaBUTH IMSTh HOBBIX CTPOK B BEPXHIOIO

4acTh TAOJUIBI cpa3y Mocie Imanku. J[Jis 3Toro MOXHO TOBTOPUTH OIEPAIUIO



I[O6aBJIeHI/I$I HCCKOJIBKO pa3, a MOXHO BbIIIOJIJHUB €€ CIAMHOXAbI UCIIOJIIL30BaThb

kiaBuily «F4», KoTopas MOBTOPSIET CaMyIO IOCIEAHIOKO ONEpaLUIo.

B utore mocie BCTaBKH IISITH TOPHU3OHTAJIBHBIX PAOOB B BCPXHIOKO YaACTb

TaOJHIIBI, TPUBOJIUM €€ K CIEAYIOIIEMY BUTY:

A B C D E F G H

_ |meapo |gespane |mapr  [ampene |waii |wows  |mone |
2
3 3apnnara
4 [CTeneHawWA
5 Mroro
6

MpoaykTbl
7 MMTaHMA 2999,00#| 3089,00#| 5657,00F| 2345008 5643,00P| 2323,00%|22056,00F
8 Mpoesg 1000,00#| 2000,00F 234,00 1587,00P| 1789,00F| 1457,008| 8067,00P
5 PaseneyeHunA 5000,00F| 6000,00Ff| 4000,00#| 7000,00F| 3000,00F| 5000,00F|30000,00F
10 |MHTEpHET 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,00 £| 1800,008
1 |0gexina v obyes| 2 000,00 £ 4000,00#2| 3500,00F€ 0,00#( 1000,002| 4000,00#|14500,00¥f
12 |Mtoro 5299,00#| 11 385,00#| 10191,00#|11232,00#| 10732,00¥#| S080,00#|61923,008

benbie HedopmaTupoBaHHbBIE PsAZbI B TaOJWIE Mbl OCTaBWJIM CIELHAIBHO,
4YTOOBl OTACJIUTH JOXOJHYI0, PACXOJHYI0O M MTOTOBYIO YacThb JPYr OT JApyra,
HAMMCaB B HUX COOTBETCTBYIOIIME 3aroiioBku. Ho mepen TeM kak 3To caenaTh, Mbl
U3y4uM ellie OHy onepaiuio B Excel — oobequnenne ssueex.

[Ipu 0ObeTMHEHNN HECKOJBKUX CMEXKHBIX sSiUeeK o0pa3yeTcs oAHa, KOTopas
MOKET 3aHMMaTh Cpa3y HECKOJIbKO CTOJIONOB WM CTpoK. Ilpu 3TOM uMeHeM
OOBEIMHEHHON SYEHKU CTAHOBUTCS aipeC BEpXHEH JIEBON SUeHKH 00BEIUHIEMOTO
nuanaszoHa. B mo0oii MOMEHT Bbl MOXKETE CHOBA pa30OUTh OObEIUHEHHYIO SUYEHKY,
a BOT KJIETKY, KOTOpasi HUKOT/1a He Oblj1a 00beIMHEHA, pa30UTh HE yAacTCsl.

[Ipu oObenuHEHUM SYEEK, COXPAHSIIOTCS JIaHHBIE TOJBKO BEPXHEH JIEBOM,
JIAHHBIE )K€ BCEX OCTaJIbHBIX 00BEIUHSIEMBIX siUeeK OyayT yaaneHsl. [loMHuTE 3TO
W CHayaja Jydlie TPOU3BOAUTE OOBEIMHEHHE, a JUIIb TIOTOM BBOJUTE
uH(pOpMaIHIO.

Bepnemcsa k nHameid Ttabnuue. s Toro, 4yToOBl HamMcaTh 3arojOBKH B

OeNbIX CTPOYKaxX HaM IMOHAJ00WTCS JIMINb OJHA S4YeiKa, B TO BpeMs Kak ceiluac

OHU COCTOAT W3 BOCbMHU. JlaBalTe ucmpaBuM 3TO. Beiaenure BCce BOCEMBb SUEEK



BTOPOTO psna Tabmuipsl U Ha Bkiagke [siaBHas B rpynmne BuipaBHuBaHue

IOICJIKHUTC HAa KHOIIKY Oﬁ'l)eI[HHI/ITb U MOMECTUTH B ICHTPE.
TNABHAA  BCTABKA  PASMETKA CTPAHWLE — ©OPMYIb  JAHHBIE
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i Excel AYEEK B 04HY GoNbLUYH AYEKY W
_ =TT | supaenusonne e conspmiors
2 no LEHTpY.
3 3apnnarta * Sry 6 .
Excel Ty dyHKUWIO yao6Ho
4 |Crenenana x|ce NPUMEHATD ANA CO3A3HNA
5 |Mtoro - 2 oBLyero 3aroNoeKa 4na
6 HECKONBKWX CToNBLOB.
MpoaykTol e JononHMTENbHBIE CEEAEHUA
7 nWUTaHMAa 2999,002| 3089,00P| 5657,00P| 2345,00P| 5643,00P| coes,uurjezzuovuus
g Mpoe3g 1000,002 2000,008 234,002 1587,002| 17895,00£ 1457,008| B8067,00F
S |PassreyeHunA 5000,00£| 6000,00£| 4000,00£| 7000,00£| 3000,00£ 5000,00#|30000,00F
10 |MHTEpHET 300,00 £ 300,008 300,00 £ 300,00 300,002 300,00#| 1800,008
1 | Opgexpa v obyes| 2 000,002 4000,002| 3500008 0,002 1000,00#£| 4000,00#|14 500,008
12 Mroro 9299,00#| 11389,00£| 10191,002|11 232,002 10732,00#| 9080,00#|61923,00F
13
14

Ilocne BBIMOJHEHUS KOMaHAbl BCC€ BbIACIICHHBIC STYCHKU B CTPOKC

OOBEAUHSATCS B OIHY OOJIBIIYIO STUECHKY.

PHI[OM C KHOIIKOH O6T)€III/IHCHH51 PacCIIooKCHa CTPCIIOYKA, HAXKATHUC Ha
KOTOPYIO BBI3BOBET MCHIO C JOIIOJHUTCIBHBIMH KOMaHIAMH, ITO3BOJIAIOIIUMU:
06’B€I[I/IHHTI> gaeiiku  0e3 LHCHTPAJIBHOI'O BbIPpABHHUBAHUA, O6T>CIIPIHHTB OCIIbIC
I'PYIIIIBI AYCCK 110 TOPHU30OHTAIN U BEPTHUKAJIN, 4 TAKIKC OTMCHHUTDH 06T>€I[I/IH€HI/IG.

ITocne I[O63BJ'I€HPI$I 34aroJIOBKOB, a TaKyKC 3aIllOJIJHCHHA CTPOK: 3apIuiara,

CTHUIICHOIWA, CHUTACM HUTOI'O JOXOJbI 34 Ka)KI[I)II\/JI MCCAIL 1 BCCTO II0 Kﬂ)KI[OfI Tparte,

100aBUM TaKXe CTPOKY HaKOIJICHUSI.



A B C D E F G H

_ |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 mecsinie HakomuieHus: OyAyT CKIAAbIBAThCA U3 OOBIYHON pa3HULIBI
MEXIY JOXOA0M, MOJIYYEHHBIM 3a MECSL U OOLIMMHU pacxoiamMu B HEM. A BOT BO
BTOPOM MECALIE MBI K 3TOW pa3HULE NPUILTIOCYEM OallaHC MEPBOr0, TaK KaK MbI
BEJIEM pacyeT UMEHHO HakoIieHui. PacuéTel 11l mocnenyrommux MecsieB OyayT
BBINIOJIHATBCS IO TaKOM KE CXeMe — K TEeKyLIEMY €XEeMECSIYHOMY OanaHcy OyayT
npuOaBIATHCS HAKOIUICHUS 3a IPEIbITYIINNA IEPUOA.

Teneps mepeBenem 3TH pacueTsl B popmyiibl moHsTHBIE EXcel. [{nst saBapst
(srueiiku B14) dopmyra odeHb mpocTa u OyJeT BBINIAACTh Tak: «=B5-B12». A BoT
st siuevikn Cl4  (peBpanb) BBIpaXKEHHE MOXKHO 3amucaTh JABYMSI pPa3sHBIMH
cnocobamu: «=(B5-B12)+(C5-C12)» nmm «=B14+C5-C12». B nepBom city4ae Mbl
OIATh MPOBOJUM pacyeT OajlaHca MPEeAbLAYIIET0 Mecsla U 3aTeM NMpUOaBiIsIeM K
HeMmy OajiaHC TEKYIEero, a BO BTOPOM B (pOpMYJTy BKIIFOUAETCS YK€ paCCUUTaHHBIN
pe3yabTaT o TmpenbiaymeMy Mecdaiy. KoHeuHo, UCHoJIb30BaHUE BTOPOTO

BapruaHTa JJIA IIOCTPOCHUA Halmem

dbopmynsl B

NpCANOYTUTCIILHEC. BCI[B cClin CJICaA0BaTh JIOTMKEC IICPBOro BapHaHTa, TO B

cillyyae  ropaszo
BBIPOKCHUH [IJI1 MapTOBCKOTO pacyeta OyAeT (uUrypupoBaTth yxe 6 aapecoB
syeek, B ampene — 8, B Mae — 10 u Tak janee, a MpU UCHOJIb30BAaHUU BTOPOTO

BapUaHTa UX Bcerjaa OyaeT TpH.



BO3MOXHOCTh HX aBTOMATH4YCCKOI'O 3aIlOJIHCHHUS, TaK XE€ KaK Mbl 3TO ACJIAJIM B

IIJIH 3aII0OJJHCHHUA OCTaBIIMXCA A4YCCK C

Cl1yd4ac ¢ CyMMaMM.

D14 no G14 npumeHum

KCTaTI/I, AT TIIPOBCPKU 3HAYCHUA HTOT'OBBIX HAKOIUICHUM Ha HIOHBb,

Haxojsmerocs B kietke G14, B sueiike H14 MOXXHO BBIBECTH Pa3HUIY MEXKTY

obrieit cymmoi exemecsunbix A0x0a0B (H5) u exemecsunbix pacxomoB (H12).

Kaxk BbI IIOHHUMACTC, OHU JOJIXKHBI OBITH PaBHEIL.

Kak BHUAHO M3 IMOCJICIHUX paCdCTOB, B q)OpMy.TIaX MOXHO HCIIOJB30BaTh HC

TOJIBKO aapeCa CMCIKHBIX S4YCCK, HO U JTFOOBIX APYIrux, BHC 3aBUCHMOCTH OT HX

pacnoyIoKEHUsI B TOKYMEHTE WJIM NPUHAIJIEHKHOCTH K TOW WM MHOM Tabmuue.

bonee Toro BmI BIIpaBC CBA3LBIBATb ﬂqeﬁKI/I, HaxXOAIMUCCA Ha pPa3HbIX JIUMCTAX

JAOKYMCHTA U Aa’KC B Pa3HbIX KHUT'aX

P a2 pa

onoLn

[ws]

K18 - fe
A B C D E F G H
_ |meapo |tespane |wapr |enpens  [mah  [mows  [Bero |
Hoxoab
Japnnara 50000,00 2| 50000,00#| 50000,00F| 50000,00F| 50000008 S50000,00%(300000,00%
CreneHaua 2500,00¥®| 2500008 2500008 2500008 2500,00#| 2500002 15000,00#¢
Wroro 52500,00 8| 52500,00#| 52500,00F| 52500,00F| 52500008 52500,00F(315000,00F
Pacxonbl
MpoayKTe
MUTaHKA 2999,00P| 3089008 5657008 2345008 5643,00#| 2323,00P| 22056,00P
Mpoesg, 1000,00F| 2000008 234,008 1587,00F 1789008 1457008 B8067,00F
PazgneueHnA 5000,00#| 6000008 4000008 7000008 3000,002| 5000002 30000,00#¢
HMHTEpHET 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,008 1800,00F
1 Opewpa wobyes| 2000,00P| 40000082 3500,00P 0,00 £ 1000,002| 4000002 14500,00#¢
Hroro 9299,00F| 1138500£| 10191,00F| 11232,00£| 10732,0082| 9S080,00P| 61923,00F
Hakonnenua 43 ZDI,DDP| 84 312,DDP| 126 621,00 £|167 889,00 #| 209 657,008 | 253 077,00 | 253 077,00 £

e L2 a2

wn

A BOT U Hallla UTOTOBAs Ta6JII/I]_Ia C BBIIIOJTHCHHBIMHA pvaéTaMHZ

PacnevaraiiTe mony4mMBIIMIICS OTYET.




JlabopatopHnasi paGora Ne6

®opmyabl, pynkiuuu u guarpammbl Microsoft Excel

Ilens w 3amaun pabOTHI: HAYYUTHCS PEAAKTUPOBATH (POPMYIIBI, CTPOUTH
rpaduku GYHKIIUH U TUCTOTPAMMBI

3HaTh: peAakTHpOBaHUE (OPMYI U CHUCTEMY OTCIICKHUBAHHUS OIIMOOK, YTO
TaKO€ OTHOCHUTEJIbHBIC U a0CONIIOTHBIE aJipeca YeeK

YMmeTh: mucath GOpMysbl ¢ aOCOTIOTHBIMU ajJpecaMu S9YeeK, CO3/1aBaTh U
penakTupoBaTh rpaduueckne o0bexThl B Microsoft Excel

Branets: HaBbIkamMu HanricaHUs (POPMYIIB C aOCOTIOTHBIMH aJpeCaMHt STUCEK,

co3llaBaTh U PEIAKTUPOBATh rpaduueckue oo0bekThl B Microsoft Excel

PenaktupoBanue Gpopmyi U cucteMa OTCICKUBAHUS OITMOOK

Bce ¢opmynbl, KOTOphle HaxXoAsATCs B SYEHKax TaOIMIBI MOXKHO
OTPEIaKTUPOBATh B JIFOOOW MOMEHT. JIJisl 3TOro JOCTaTOYHO BBIACIHUTH SUEUKY C
dbopmMyII0ii U 3aTeM HICIKHYTh MO CTpOKe (HOPMYJT HaJl TaOJIMIICH, T/Ie BBl CMOXKETE
cpa3y ke BHECTH HeoOxoaumbie nu3MeHeHus. Eciau Bam yjno0Hee pelnakTUpoBaTh
COZEPKUMOE HEMMOCPEACTBEHHO B CAMOM STYEHMKE, TO KIMKHUTE 10 HEM JiBa pasa.

[Tocme oxkOHYAaHMS peJAKTUPOBAaHUSA HaKMUTE KiaaBuiid Enter wmom Tab,
nociie yero EXxcel BeIMoOIHWT mepepacueT ¢ y4eToM HM3MEHCHHH W OTOOpPa3WT
pe3yJbTar.

JIOBOJIbHO YacTO cly4daeTcs TaK, YTO Bbl BBEJNHM (POPMYIYy HEBEPHO WIIU
nocjie ynaiaeHus (M3MEHEHHs) COACPKUMOTO OJIHOM U3 S4YeeK, Ha KOTOPYIO
cchutaeTcss (popmylia, MPOUCXOAUT OmMOKAa B BBHIYMCICHMSIX. B TakoMm ciydae,
Excel HempemenHo m3BecTUT Bac 00 3TOM. PsjioM ¢ KJIETKOH, TIE COACPKHUTCS
OIIMOOYHOE BhIPAKEHUE, TTOSIBUTCS BOCKIIUIIATEIBLHBIN 3HAK, B )KEJITOM pOMOE.

Bo MHorumx ciy4asix, MpUJIOKEHUE HE TOJbKO HU3BECTUT BaC O HAJIMYWE
OIMOKH, HO M YKaXKET Ha TO, YTO UMEHHO CJIeJIaHO HE TaK.

Pacmmdposka ommbox B Excel:



. HH#### - pe3ynbTaTOM BBITIOJNHEHUS (POPMYJIbI, MCTIONb3YIOIIEH
3HAYEHUA JaThl U BPEMEHH CTajO OTPHULATEILHOE YHCIO WM PE3YJIbTaT
00pabOTKH HE YMEIIIACTCs B SUCHUKE;

. #3HAUY! — ncnonp3yercs HEAOIYCTUMBII THUII ONEpaTopa WU
aprymenTa ¢popmyibl. OfHa U3 CaMbIX paCIPOCTPaHEHHBIX OIIHOOK;

. #JIEJI/0! — B dbopmyse ocyiecTBIsieTCs MOMbITKA JEeHUs Ha
HOJIb;

. #UMS? — wucnonpzyemoe B (opmysie UMS HEKOPPEKTHO H
Excel e moxer ero pacmo3HaTs;

. #H/J| — HeomnpeneneHHble AaHHbIE. Yame Bcero 3Ta ommOKa
BO3ZHMKAET MIPU HETIPABUIILHOM OTPE/ICIICHUH apryMeHTa (PYHKIUY;

. #CCBILJIKA! — popMyna coaep>XUT HEIOMYCTUMYIO CCBUIKY Ha
s4elKy, HapuUMep, Ha STYEHKY, KOTopas OblIa yiajaeHa.

. #UUCJIO! — pe3ynbTaTOM BBIYMCICHUS SIBISIETCS YHUCIIO,
KOTOPOE CIMIIKOM MaJI0 WJIM CIMIIKOM BEJIHMKO, YTO ObI €r0 MOKHO OBLIO

ucrnonb3oBate B MS Excel. /luama3oH oTOOpa)kaeéMbIX YHCEN JICKHT B

0307 0307

npomexyTke oT -10*°" mo 1
. #ITYCTO! — B dopmyne 3amaHo mepecedeHue o0OJacTew,

KOTOpBIE HA CAaMOM JIeJie HE UMEIOT O0IIUX sUYeeK.

Eme pa3 HamoMHHMM, YTO OIIMOKKA MOTYT MOSBISTHCS HE TOJBKO H3-3a
HENPaBUIBHBIX JJAHHBIX B ()OpMyJie, HO U BCIEJACTBUE COAEPKAHUS HEKOPPEKTHOU
uHbOpMaINK B STUCHKE, Ha KOTOPYIO OHA CChIIACTCA.

NHuoraa, korga JaHHBIX B TaOJUIlE MHOTO, a (POPMYJIBI coepKaT OOIbIIOE
KOJIMYECTBO CCHUIOK Ha pa3jIMyHbIe SYEHKH, TO TNpPU MPOBEPKE BbIPAXKEHHUS HA
MPAaBIJIBHOCTh WJIM TIOMCKAa HMCTOYHWKA OINMMOKA MOTYT BO3HHMKHYTH CEPhE3HBIC
TpynHocTH. UTo ObI 00JET4nTh pabOTyY MOJIB30BATENs B TAKUX CUTyanusx, B Excel

BCTPOCH HWHCTPYMCHT, HOSBOJ’I?IIOHII/Iﬁ BBIACJINTb HaA JKpaHC BIMAKOIIHUC H

3aBUCUMBIE SYEUKU.



Biausiromue siyeiikum — 3TO SYEHKH, HA KOTOPBIE CCHUTAIOTCS (OPMYIIBI, a
3aBHCHMBbIe SiYeiiKH, HA000pOT, cojepkaT (OpMyJIbl, CChUIAIOIIMECS Ha aJpeca
KJIETOK 3JIEKTPOHHOM TaOJIULIBI.

Yrobsl Tpaduyecku 0TOOPa3uTh CBSA3M MEXAY SUeKaMu M (QopMyJamMu C
IIOMOIIBI0 TaK HA3bIBAEMBIX CTPEJOK 3aBUCHMOCTEH, MOKHO BOCIOJIb30BaThCs
KOMaHJlaMu Ha JieHTe Buusiiomue sidyeiikm v 3aBHUCHMMble SIYEHKHM B TPYIINE
3aBucumoctu popmyJ Bo Bkiajgke Popmyibl.

Hampumep, naBaiiTe mocMoTpuM, Kak B Hallled TeCcTOBOM TalmuIe,

COCTaBJICHHOW B MPEIBIAYIIUX JIBYX 4YacCTAX, (OPMHUPYETCS UTOTOBBIA pe3yibTat

HAaKOIIJICHUMH.
—————— e
QAN TNABHAR BCTABKA PASMETXA CTPAHMU SOPMY N AAMHBIE PELEHEWPOBAHME ena Fouit PDF
f\_ > Asrocymma * [ Norwveckme = B3 Covinmm w maceunse: » ) =1 NpncoouTs wma * #10 Banmsowiie Aveirxm
Iu MNocnegmne ~ Texcrosnie * |u MareasaTmueckne * " JapnCHMBIe AYEHKM
Berasurs Ancnervep
dyHrume |G Qurancosee ~ |G Aara v speas - |= Apyrve Gyrixumm - HASEH £ Cospate w3 sbigenenmoro > Y6patn crpenxcn -
BnbanorTesa dyHxumn Onpeaeneritue umera
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
Npoayxrel .
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 00 P T IT 23200 oS00 J080700 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 ®

)
HecmoTtps Ha To, uTO hopMyna B JaHHOM suelike umeeT Bua «=HS — H12y,

nporpamma Excel, ¢ momomipro cTpenok 3aBHCHMOCTEH, MOMKET TOKa3aTh BCE
3HAYCHUS, KOTOPHIE YYYBCTBYIOT B BBIYHMCIICHHMH KOHEYHOTO pe3yibTara. Bemb B
kietkax H5 u H12 Tak xe comepskarcs GpopMyIibl, UMEIOIINE CCHUIIKA HA JPYyTHe
azpeca, KOTOpbIe B CBOIO OYepeab, MOTYT COJEpKaTh Kak (OpPMYIbl, Tak U
YUCJIOBBIC KOHCTAHTHI.

UToOBl yganuTh BCE CTPEIKH ¢ paboyero JucTa, B Tpynrne 3aBHCHUMOCTH

¢opmya Ha BkIagke DopMyJibl, HOKMUTE KHONIKY YOPaTh CTPEJIKH.



OTtHOcuTeNbHBIE U A0COJIIOTHBIE apeca YeeK

Bo3moskHocTh KOTTMpOBaHus hopmyrn B Excel u3 oxnoit sueliku B Apyryro ¢
aBTOMaTUYECKUM HM3MEHEHHUEM aJIpecoB, COJAEPXKAIIMXCA B HUX, CYIIECTBYET
OJslarosiapsi KOHUENUMY OTHOCHTEIbHOM afpecanuu. Tak 4To ke 3T0 Takoe?

Jleno B Tom, uto Excel monmmaer agpeca siueek, BBEIEHHBIX B (OPMYITy HE
KaK CCBUIKY Ha HMX peaJbHOE MECTOPACIOJIOKEHHE, a KAaK CCBUIKY Ha HX
MECTOPACIIOIOKEHNE OTHOCUTEIHHO SYCHKH, B KOTOPOW HaxomuTcs (Gopmya.
[TosicHuM Ha pumepe.

Hanpuwmep, sueitka A3 comepxkut dopmyny: «=Al+A2x». Ins Excel sto
BBIPOKEHHE HE O3HAYAET, UTO HYXHO B35Th 3HaueHUe U3 siueiiku Al u npubaBuTh
K HeMy 4uciio u3 siueiiku A2. BmecTo 3TOro OH MHTEpHPETUPYET HaHHYIO
bopMyiy, KaK «B3SITh YHCIIO U3 SYEUKH, PACIIOIOKEHHOM B TOM K€ CTOJIOIIE, HO Ha
JIB€ CTPOKU BBIIIE U CJIOXHUTh €r0 CO 3HAYEHUEM SYEWKH 3TOTO K€ CToJIONa,
PacroJIOKEHHO! BbIIIE HA OAHY CTPOKY». IIpu KonupoBaHUM JaHHOW (HOPMYIIBI B
Ipyrylo s4eiiky, Hampumep, D3, mnpuHIMI oOmpeiesieHus aApecoB SYEeK,
BXOJSIIMX B BBIPAKECHHE, OCTACTCS TEM JK€: «B3STh YHCIO W3 SYECHKH,
pPacnoJIOKEHHOW B TOM K€ CTOJIONE, HO Ha JABE CTPOKH BBIIIE U CIOKHUTH €O C...)».
Takum obpaszom, mocie konupoBanus B D3, ucxomgnas ¢opmyna aBToMaTHYECKU
npumeT Bua «=D1+D2y.

C oIHOW CTOpPOHBI, TAKOM THUI CCBUIOK JAET IOJIb30BATENSAM IMPEKPACHYIO
BO3MOXKHOCTh MPOCTO KOIMHUPOBATh OJMHAKOBBbIE (POPMYJBI U3 SUYEHKU B SUYCHKY,
n30aBIIsAsl OT HEOOXOAMMOCTH BBOJUTH UX CHOBA U CHOBA. A C JIpyroil CTOpPOHBI, B
HEKOTOPBIX (hopmysiax HEOOXOAMMO MOCTOSIHHO HMCIOJIb30BaTh 3HAYEHHE OJHOMU
OINPENEIICHHON SYEHKH, a 3TO 3HAYUT, YTO CChUIKA HA HEE HE JIOJKHA U3MEHSThCS
Y 3aBUCETh OT PACIOJIOKEHHS (POPMYIIbI HA JIKCTE.

Hanpumep, mpeacrtaBuM, 4To B Hamieil Tabiuie 3HA4eHHs] OIOKETHBIX
pacxonoB B pyOnsx OyIyT pacCUMTBHIBATBCS HCXOAS M3 JIOJJIAPOBBIX IIEH,
YMHOKEHHBIX Ha TEKYIIMH Kypc, KOTOpBIA 3amucaH Bcerga B sueidike Al. Dto
3HAYUT, YTO MPHU KOMHPOBAHUHM (OPMYJIbI CChUIKA Ha 3Ty SYEWKY HE JOJDKHA

HU3MCHATHCA. TOFJI& B OTOM cCiy4dyac CJICAYCT HNPUMCHATL HC OTHOCHUTCIIbHYIO, a



a0COIIOTHYI0 CCBLIKY, KOTOpas Bcerjga OyAeT OCTaBaThCSd HEM3MEHHOW Ipu
KOMMPOBAHUU BBIPAKECHUS U3 OJHON AYEUKH B APYTYIO.
C mnomompio aOCOJIOTHBIX CCBIJIOK MOXKHO JaTh KomaHmay Excel mpwu
KOITUPOBAaHUU (HOPMYIIBIL:
. COXpaHATh CCBUIKY Ha CTOJIOCIl MOCTOSIHHO, HO MpU 3TOM

N3MCHATH CCBIIIKHM Ha CTOH6HLI

. W3MEHSATH CCHUIKH Ha CTPOKH, HO COXPAHSTh CCHUIKY Ha CTOJIOCI]
. COXPAHSATh MOCTOSHHBIMHM CCBUIKH, KaK Ha CTOJIOCI, Tak U Ha
CTPOKY.

YtoObl mnpeBpaTUTh OTHOCHUTEIBHYIO CCBUIKY B aOCOJIOTHYIO WJIU
CMEIIIaHHYI0, HEe0OXOaMMO BBecTH 3HaK joiuiapa ($) mepex Toit ee wacThio,

KOTOpasi JIOJDKHA CTaTh a0COJTIOTHOM.

. $AS1 — ccwiika Beerna cebutaeTes Ha stueiiky Al (abcomoTHast
CCBUIKA);
. A$1 — cceulka Beerja ccbUtaeTcs Ha CTPOKy 1, a myTh K

CTOJIOILy MOXET U3MEHSThCS (CMEIIaHHAsI CChLIIKA);

. $A1 — cceuika Bcerma ccblmacTcs Ha cTojber; A, a myTh K

CTPOKE MOXKET U3MEHSATHCS (CMELIaHHAsI CChLIKA).

Jlist BBoAa aOCOIOTHBIX M CMEIIAHHBIX CCHUIOK HMCIOJIb3YeTCS KIIaBHUIIA
«F4». Beinenute staeliky uist GopMysabl, BBEIUTE 3HAK paBEHCTBA (=) M KIIMKHHUTE
M0 KJIETKE, Ha KOTOPYIO HAJ0 YCTAaHOBUTH a0COJIIOTHYIO CCHUIKY. 3aT€M Ha)KMUTE
kinaBuiy F4, mocne yero nepen OykBoW cTosiOlla © HOMEPOM CTPOKH MpOrpaMma
ycranoBuT 3Haku goiwiapa ($). IloBTopHble Haxkatus Ha F4  1O3BOISIOT
MEepeXoaUTh OT OJTHOTO THIMA CChUIOK K apyruM. Hampumep, ccouika Ha E3, Oyner
UKIHYHO u3MensaThes Ha SES3, E$3, $E3, E3 u tak nanee. [lpu xenannu 3Haku $

MOJKHO BBOJIUTH BPYYHY1O.

OyHKIUHU



Oyukmmsvmu B EXcel HaspiBaror 3apanee ompepeneHHbIe (DOPMYIIBI, C
MOMOII[BI0O KOTOPBIX BBIMOJHSIOTCS BBIUMCICHUS B YKAa3aHHOM TMOPSJKE IO
3aJlaHHBIM BeIMYUHaM. [Ipy 5TOM BBIUKCIEHUS MOTYT OBITh KaK MPOCTHIMH, TaK U
CJIOKHBIMH.

Hampumep, onpeneneHue cpeaHero 3HayeHusl MATH SUYE€EK MOKHO OMHCATh
dopmymoit: =(Al + A2 + A3 + A4 + A5)/5, a MOKHO CIEeIHAIBHON (PyHKIIHEH
CP3HAY, «xoTtopas  COKpaTUT  BBIp@&XKE€HHE JO  CIEAYIOIIEero  BUJA:
CP3HAY(A1:AS). Kak Bunute, 4T0 BMECTO BBOJIa B ()OPMYITY BCEX aJI[PECOB STUEECK
MO>KHO UCTIOJIB30BaTh ONpeAeNieHHYI0 (YHKIIMIO, YKa3aB €l B KaueCTBE apryMeHTa
WX JIAAIMA30H.

Jlns pabotel ¢ ¢yHkuusmMu B EXcel Ha jeHTe cCyliecTByeT OTIe/bHAs
3akiagika P@opMyJibl, HA KOTOPOW pPacIoiararoTcsi BCE OCHOBHBIE MHCTPYMEHTBI

JJIA pa6OTBI C HUMMU.

m 1 NABHAR BLIABRA FASME I EA CIFAHKVILBI WUPMY] Bl HAHHBIE FELUEHSKIFUBAHKME B4 Foxit FUF
fx 2 Asrocymma - [H Norusecime - Cebinkm 1 maccuss: - = =] Npucaonts mas - = Brvmrowe suedikn 57| MNokasats dopuyns: Em =
i a - B
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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

Hano ormeTuTh, 4TO mporpaMma COJIEPKUT OoJiee IBYXCOT (PYHKIIHM,
CIIOCOOHBIX OOJIETYUTH BBIMOJHEHUE BBIYUCICHUNW Pa3IMYHOM  CJIOKHOCTH.
[Tosromy Bce ¢yukuumun B EXcel pasgemensl Ha HECKOIBKO KaTErOpHiA,
IPYNIUPYIOMUX HMX MO THUIY pellaeMbiX 3anad. Kakue MMEHHO ATH 3ajayd,
CTAaHOBUTCA SICHO M3 Ha3BaHUM KaTeropuil: ®uHaHcoBbIe, Jlornueckue, TeKCTOBbIE,
Marematuueckue, CTaTUCTUYCCKHE, AHATUTHYECKUE U TaK Jajiee.

BriOpath HEOOXOIUMYIO KaTerOpUI0 MOXKHO Ha JIGHTE B TPYIIIe
bubanoreka ¢ynkuumii Bo Bkianke @opmyasl. [locne menyka mo cTpenoyke,
pacriojararomencss psjaoM ¢ KaxJAoM M3 KaTeropuid, pacKpbIBaeTCS CIHUCOK
byHKIMIA, a IPU HABEJACHUHM Kypcopa Ha JIO0YI0 M3 HHUX, MOSIBISIETCS OKHO C €€
OMMUCAHUEM.

BBon ¢yskuuii, kak u ¢opmMmys, HauMHAETCsl CO 3Haka paBeHcTBa. [locrie
uaeT uMs QyHKIUM, B Buje aO0OpeBuaTypsl U3 O001bIINX OYKB, yKa3bIBaoIlIeH Ha
€e 3HaueHHe. 3aTeM B CKOOKax YKa3bIBalOTCS ApryMeHTbl (DYHKIMM — JIaHHBIC,

HCIIOJB3YIOIIUECCA TJIA ITOJIYUCHHUA PE3yJIbTaTa.



B kadecTBe aprymeHTa MOXET BBICTYIIaTb KOHKPETHOE  YHUCIIO,
CaMOCTOSITENIbHASI CCBUIKA Ha S4YEHKY, Lelas CEepHsl CChUIOK HA 3HAYEHMS WIIU
A4YElKH, a TaK K€ quana3oH sueek. [lpu aToM y oqHUX QyHKIMHA apryMeHThI — 3TO
TEKCT WM YUCIIA, y IPYTUX — BPEMSI U JAThI.

MHorue QyHKIMHM MOTYT MMETh Cpa3y HECKOJBKO apryMeHTOB. B Takom
cily4ae, KaXKIblii W3 HUX OTAEIAETCS OT CIEAYIOLIEro TOYKOM C 3aIlsITOM.
Hanpumep, ¢ynkmus =I[IPOU3BEJ](7; Al, 6; B2) cuuraer mnpousBeneHue
YeThIPEX Ppa3HbIX YMCEJ, YKA3aHHBIX B CKOOKaX, U COOTBETCTBEHHO COJAEPIKUT
yeThIpe apryMeHTa. [Ipu 3ToM B Haliem ciaydae OJHM apryMEHThI YKa3aHbl SBHO, a
JIPYTHE, ABISIOTCS 3HAYCHUSIMHU OIPEIECICHHBIX SUEEK.

Tak e B kauecTBe apryMeHTa MO>KHO HCIOJIb30BaTh JPYTryl0 (YHKIUIO,
KOTOpas B OTOM CJy4yae Ha3bIBaeTcsi BJOKeHHOW. Hanpumep, ¢yHxuums
=CYMM(A1:AS5; CP3HAY(B5:B10)) cymmupyer 3Ha4eHUs sYEEK HAXOSIIUXCS
B nuamas3oHe or Al no AS, a Tak )Xe CpelHee 3HAYEHUE YHUCEJ, Pa3MEIICHHBIX B
xierkax BS5, B6, B7, B8, BO u B10.

Y HEKOTOPBIX MPOCTHIX (PYHKIUI apryMEHTOB MOXKET HE ObITh BOBce. Tak, ¢
nomomuptlo GpyHkmu =TJATA() MOXHO MONY4YUTh TEKYIME BpEMs U JaTy, HE
UCITOJIb3YsI HUKAKUX apIyMEHTOB.

Jlaneko He Bce ¢yHkimu B EcCxel mmeror mpocroe ompeneneHue, Kak
¢ynkuuss CYMM, ocyuiecTBisiionias CyMMHPOBAHHME BBIOPAHHBIX 3HAUYECHUU.
Hekoropble M3 HHX UMEIOT CI0KHOE€ CHHTAaKCHUYECKOE HANMCAHME, a TaK K€
TpeOYyIOT MHOTO apryMEHTOB, KOTOpbIE K TOMY K€ JOJDKHBI OBITh NMPAaBUIIbHBIX
TunoB. Yem crioxkHee (DyHKIMS, TEM CIOXHEe ee MpaBuibHOE cocTaBieHue. U
pa3pabOTUMKU 3TO Y4JIM, BKJIIOUKB B CBOU 3JIEKTPOHHBIE TaOIUIIbI TOMOIIHUKA IO
cocTaByIeHHIO (YHKLMM JJ1s ToJib30Bartenield — Macrep (pyHKIMI.

Jnsa Toro 4uro Obl HayaThb BBOJAUTH (yHKUIMIO ¢ mnomombo Macrtepa
$yHKIMHA, NIETKHATE Ha 3Ha4oK BceraButh ¢ynkumio (fX), pacrosiokeHHbIH

cneBa oT CTpoku popmy.r.
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Tak ke kHONKy BcraBuTh (QYHKIMIO Bbl HalJIeTe Ha JICHTE CBEPXY B
rpynne bubauorexka ¢ynkumuii Bo Bkinaake ®opmyJsl. Eme ogauM cnocobom
BBI30Ba MacTepa QpyHKIuii siBisieTcs codueranue kinasumr Shift+F3.

ITocne OTKpBITHA OKHA MOMOIIHMKA, IIEPBOE, YTO BaM IPUACTCA CHENIATh —
3TO BBIOpaTh KaTeropuio (QyHKUWHU. J{JI1 3TOTO MOXHO BOCIOJIB30BATHCS IOJIEM

ITIOMCKAa UJIN HUCITaAalOIIIUM CIIMCKOM.

Nowck dyHELMIA:

BEEAMTE KPATKOE OMNWCAHWE JEACTENA, KOTOPOE HY#HO
EBIMOAHKMTE, M HAXMKUTE KHOMEY "HafdTi®

Kateropwa: | 10 HEgaBHO MCNONE30EAEWWXCA

BribepuTe $yHKLMID:
EC ~

CYMM

CP3HAY
FMMEPCCHLIKA
CYET

MAKC

CYMMECTM{(guanasoH; KpHUTEPHA; AWANA30H_CYyMMMUpDOBaHMA)
CYyMMUPYeT AYSAKKN, 334aHHBIE YKa3aHHEIM YOI0EHEM,

Cnpagka No 370 GYHKLIMK

B cepeanne okHa oTpakaercs nepeueHb QyHKINNA BIOPAaHHOW KaTETOpHH, a
HUKE - KpPaTKOE OMHUCAaHWE BBIIECIEHHOW KypcopoM (YHKIIMH M CIIpaBKa IO €e
aprymeHtam. Kcratu Ha3zHaueHHe (PYHKIUM YaCTO MOXKHO ONPEACNIHUThH IO €e
Ha3BaHHUIO.

CnenaB HeoOXoauMblii BbIOOp, mienkHUTe mo KHomke OK, mocie dyero

MOSIBUTCA OKHO APTyMEHThI (PYyHKIIUH.



CYMMECTIA
JAuanazoH
KpuTepui

AWanazoH_oyMMUp oBaHUA

CyMMUPYET AYEKW, 3343HHEIE YEAZaHHEIM YO1OEWEM,

AwnanaioH JWManasoH NpoBepAEMB AYEEK,

JHaYeHKE:

CNpaBKa no 3Tol GyHELMKA

B neBoM BepxHEM YIly OKHa YKa3bIBaeTCs MMs BbIOPAaHHOW (PYHKLMH, O]
KOTOPBIM HAaXOAATCS MOJs, CIyXKalue IJs BBOJAA HEOOXOJMMBIX apryMEHTOB.
CrnpaBa OT HHX, NOCJI€ 3HAaKa pPAaBEHCTBA YKa3bIBAIOTCS TEKYIIME 3HAYCHUS
KOKJIOTO aprymeHta. B HWKHEH dYacTM OKHa pa3MeliaeTcss CHpaBOYyHas
uH(popManus, yKa3blBalollas Ha3HayeHue (YHKIUM M KaXJOro aprymMeHra, a
TaK)K€ TEKYLIMI PE3yJIbTaT BHIYUCIICHUS.

CcbUlkM Ha A4YeWKH (MM WX JMANa30H) B MOJSA JUIsl BBOAA ApryMEHTOB
MOKHO BBOJIUTh KaK BPYYHYIO, TaK M HCIOJb3Yysl MbIlIb, YTO IOpa3zo yaoOHee.
s 5TOro mpoCTO MIENKAWTE JIEBOW KHONKOW IO HY>KHBIM KJIETKAM Ha OTKPBITOM
JUCTEe WM OOBEeAWTe HMX HEOOXOMUWMbIA sJuarna3oH. Bce 3HaueHus OyayT
aBTOMATHUYECKHU MOJICTABIICHBI B TEKYLIEE MOJIE BBOJA.

Ecnu nuanoroBoe okHO ApryMeHTbl (PYyHKUIHUH MEIIAeT BBOY HEOOXOAUMBIX
JaHHBIX, TEepeKpbIBas cO0OW pabOYMil JIUCT, €ro MOKHO Ha BPEMsI YMEHBLIUTD,
Ha)KaB Ha KHOIIKY B [TPABOM YaCTH I10JIs1 BBOJA APTYMEHTOB.

[loBTOpHOE Ha)kaThe HA HEE k€ MPUBEIAET K BOCCTAHOBJICHHIO OOBIYHOTO
pa3mepa.

[Tocne BBOJ@ Bcex HEOOXOAMMBIX 3HAUEHUH, OCTACTCS KIIMKHYTh 1O KHOIIKE

OK u B BbIOpaHHOM siueliKe MOSIBUTCS PE3yJIbTAaT BHIYMCICHHUS.

JlnarpamMmbl



JIOBOJILHO 4YacTO 4YHcCiia B TaOnuUIE, JaKe OTCOPTUPOBAHHBIC OJDKHBIM
o0pa3oM, HE TO3BOJISIIOT COCTABHTh IMOJIHYIO KapTUHY IO WTOTAM BBIYHCIICHUU.
Uro Obl MOJYYHTHh HAIJSIAHOC INpeAcTaBieHHe pesyinbratoB, B MS Excel
CYIIIECTBYET BO3MOXKHOCTh IMIOCTPOCHUS THArPaMM Pa3IMUHBIX THUIIOB. ITO MOXKET
OBITh, KaK OOBIYHASI TUCTOTPaMMa WK TpaduK, TaK U JICTIECTKOBAs, KpyroBas WIn
IK30THYECKas My3bIphbKOBas AMarpamma. bojee Toro, B mporpamme CyIiecTBYeT
BO3MOYKHOCTh CO3/1aBaTh KOMOWHHUPOBAHHBIC IUATPAMMbBl M3 Pa3IMYHBIX THIIOB,
COXpaHSS UX B Ka4eCTBE MabI0Ha IS JaIbHEUIIIETO HCIIOh30BAHMS.

Juarpammy B EXcel MokHO pasmecTuTh JTMOO Ha TOM K€ JIHCTE, TIC yKe
HAXOJUTCS TaONWIa, ¥ B TAKOM Clydae OHA HA3bIBACTCS «BHEIPEHHOI», THOO Ha
OTJICJILHOM JIUCTE, KOTOPBIN CTAaHET HA3bIBATHCS <«JIUCT JUATPAMMBD.

B kadecTtBe mpumepa, monpoOdyeM MpeaCTaBUTh B HATJISIHOM BHJIC JTaHHBIE
€KEMECSYHBIX PACXO0/I0B, YKa3aHHBIX B TAOJIHIIE.

Jist co3maHusl AuarpaMMbl Ha OCHOBE TaOJMWYHBIX JaHHBIX CHavaia
BBIZICIUTE T€ SUCUKH, MHPOPMANHSI U3 KOTOPBIX JOJKHA OBITH MpEJCTaBICHA B
rpaduueckom Buze. [lpu 3TOM BHEMIHWM BUJ JAWAarpaMMbl 3aBUCUT OT THUIIA
BBEIOPAHHBIX JAaHHBIX, KOTOPBIC JOJKHBI HAXOIUTHCS B CTOJOIAX WM CTPOKaXx.
3aroyioBKu CTOJIONOB JOHKHBI HAXOAUTHCS HAJl 3HAUCHUSIMH, a 3aT0JIOBKU CTPOK —
cieBa OoT HUX. B Hamem ciydae, BbIACNAEM KJIETKHA COJEpKallue Ha3BaHUS

MCCAIICB, craTei pacxoa0B UX 3HAUYCHHA.



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
Paseneuerms | 5000,008| 6000,002| 4000,008| 7000,002| 3000,008| 5000,008| 30000,008
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

3atem, Ha JIeHTe BO BkJIajake BeraBka B rpymnme {uarpammbl BeiOepute
HY>KHBIM TUI U BUJ JuarpamMMbl. YTo Obl yBHJIETh KpaTKOE OMMCAHUE TOIO WU

HHOI'O THUIIA U BUJAa JHAI'paMM, H€O6XOI[I/IMO 3aJICPKaTh Ha HEM YKa3aTCJIb MBIIIIH.

DAAN rNABHAA BCTAEKA PASMETKA CTPAHMLLEI DOPMYIEI JOAHHEIE PELIEH3MPOBAHIE Bl Foxit PDF
— . - S R
-r? D [ ol Marasun I fra 1 = 9\ e N

lNacrorpamma
CeogHan Pexomengyemele Tabnuua WMnnwctpauun P

Tabnuua ceogHEIE TaBANLkI

Peko MEHIAYEMBIE

= i a8 A8

& Mon NPWACHKEHNA ~ E Ipacuk Mactorpar

Tabnuuel Hagcrpoiikm Cnapkn
A7 M f\ MpoayKTHl IMTaHKA O6bLemHan rmcrorpamma
- S T R P I
2 Joxoab
3 | 3apnnara 50000,00#| 50000,00#| 50000,00f| 50000008 50000,00F8| 50C ﬂ[@
4 |CreneHamAa 2500,002| 2500009 2500,008| 2500008 2 500,002 2%
5 |Mtoro 52500,00f8| 52500,008| 52500,00f| 52500,008| 5250000 52: |.[|1[|]_ [ipyEHE FUCTOrPaMI...
6 Pacxogpl
NpoayKTsl
7 |mMTaHuA 2999002 308500f 5657,00P| 234500F 5 643,00 £ 2323,00#8| 22056008
& |Npoeag 1000,002| 2000,00¢# 234,002 1587,00¥¢ 1783,00 8 1457,002| 8067008
9 |PasBneueHmA 5000,00£| 6000,00P 4000,00#| 7000,00¥f 3 000,00 £ 5000,00#| 30000,00¥f
10 |MHTERHET 300,00 £ 300,00 £ 300,008 300,00 £ 300,00 £ 300,002 1800,00P
11 |Opexnpa m obyes| 2000,002| 4000,00¥# 3 500,00 # 0,00 1000,00 2 4000,00#| 14 500,00¥
12 |MToro 9299,00£| 11383,00f| 10191,00L| 11232,00P| 10732,00P S080,00#| 61923,00F
13
14 |HakonneHwa |43 201,002 84312,00%9| 126 621,DDP|16? SBS,DDP| 209 657,00 8| 253 077,00 #| 253 077,008

B mpaBom HmwkHem yriy Onoka JlmarpamMmsbl pacrionaraercs HeOOJbIas
kHonka Co3aaTh auMarpaMmy, C ITOMOIIBIO KOTOPOW MOYKHO OTKPBITH OKHO

BcraBka nmarpamMmbl, 0TOOpaXkaroiee BCe BHUJIbI, TUITHI U MIA0JIOHBI JHATPAMM.
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B mwamem mnpumepe naBaiiTe BbIOEpeM OOBEMHYIO HWIHHIPHUYECKYIO
TUCTOrpaMMy C HakomuieHueM u HaxkmeMm kHomky OK, mocne dero Ha pabodem

JIMCTC IIOABUTCA AUarpamMmma.

Ha3BaHune Anarpammesl
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Tax e oOpaTuTe BHUMaHHE Ha MOSBJICHUE TOMOJIHUTEIHHONW 3aKJIaJKU Ha
nente Pabdora ¢ guarpammamu, cojaepxaiias emie Tpu Bkiajaku: KoHerpykrop,
Maker u ®@opmar uinu Koncrpykrop m ®@opMaTt B 3aBUCHMOCTH OT BEpPCHH,
YCTaHOBJIEHHOU y Bac mporpammel.

PopmMaTUPOBaHUE U U3MEHEHUE AUATPAMM

[Ipy nepBUYHOM CO3AaHUM IHArpaMMbl 3apaHEE OUYEHb TPYAHO ONPEIEIIUTD,
KAaKOW €€ TUN MPEICTAaBUT HAauOOJee HarjsiJHO BBIOpAHHBIE TAOJWYHBIE JaHHBIE.
Tem Oonee, BIOJIHE BEPOSTHO, YTO PACIOJIOKEHUE HOBOW JUarpaMMbl Ha JIMUCTE
OKa)KETCSl COBCEM HE TaM, I'JIe BaM XOTEJIOCh Obl, 1a U €€ pa3Mepbl BaC MOT'YT HE
yctpauBaTh. Ho 3T0 He Oena — nmepBOHAYaIbHBIA THI W BUJ AMArpaMMbl MOXHO
JETKO M3MEHUTh, TaK € €€ MOYKHO IEepPEeMECTUTh B JIIOOYI0 TOYKy pabodyeit
00JIaCTH JIUCTA UM CKOPPEKTHUPOBATh TOPU30HTAJIBLHBIE U BEPTUKAIbHBIE PA3MEPHI.

UtoObl OBICTPO M3MEHUTH THUIl JuUarpaMMmbl Ha BkIajgke KoHcTpykTop B
rpynne Twum, pasmemaromieicss cieBa, MIEIKHUTE KHONKY WM3MeHHTh THII
AuarpaMmbl. B OTKphIBIIEMCSI OKHE cJieBa BbIOEpUTE CHayaida MOAXOASIIMANA THI
quarpaMMbl, 3aTeM ee mnoATun u Haxkmute kHomky OK. [Iuarpamma Oyner
aBTOMaTh4ecKku mepectpoeHa. CrapailiTech MOAOMpATh TAKOW THUMN JUATPAMMBbI,
KOTOpbIN Hanbojee TOYHO M HArJIAIHO OyneT JEMOHCTPUPOBATH I€bh BallIMX
BBIYHCIICHUN.

Ecnu nannbie Ha guarpamMme OTOOpaXKarOTCs HE JOJKHBIM 00paszowm,
nomnpoOylTe MOMEHSATh MECTaMU OTOOPaKEHUS CTPOK M CTOJIOIOB, HAXKaB Ha
kHONKy, CTpoka/cronden B rpynme {anubie Ha Bknagke Konerpykrop.

[TogoOpaB HyXHBI TUI TUArpaMMbl, MOKHO MOpaOOTaTh HAJl €€ BUJIOM,
NpUMEHUB K HEH BCTPOCHHBIC B MporpaMmy MakeThl W ctuid. Excel, 3a cuer
BCTPOCHHBIX PELICHUHN, NMPENOCTABISIET MOJIB30BATEISM IIUPOKUE BO3MOKHOCTH
BBIOOpA B3aUMHOTO PACIOJIOKECHHS AJIEMEHTOB JUarpamMM, WX OTOOpaKeHus, a
TaK>Ke I[BETOBOr0 opopMiieHHs. BbIOOp HYKHOTO MaKkeTa U CTUJISI OCYILECTBISIETCS
Ha Bkjiagke KoHCTpykTOp B rpynmax C TOBOPSIIMMHM Ha3BaHUsAMH MakeTsbl

auarpaMmMm ¥ Ctuiam aumarpamm. [lpum 5ToM B KaXXJI0il M3 HHX €CTh KHOIKA



JlonoJIHUTeIbHbIE APpaAMeTPbl, PACKPBIBAIOIIAS MOJHBINA CIUCOK MpearacMbIX
pEeLIEHUN.

N Bce e He Bcerna cosgaHHas WM OTGOpPMATUPOBAHHAS JUarpamma C
MOMOIIBI0O BCTPOCHHBIX MAKETOB M CTHJIEH YIOBJIETBOPSET IOJIb30BATEIICH
HEIMKOM U MNOJHOCThIO. CIHIIKOM OOJBIION pa3mep MpUDTOB, OYEHH MHOIO
MeCTa 3aHUMAET JIET€H/1a, HE B TOM MECTe HaXOSATCS MOJMNUCU JaHHBIX WIM caMa
JaUarpamMma CIMIIKOM MajieHbKast. CJIOBOM, HET Mpejielia COBEpIICHCTBY, u B EXcel,
BCE€, UTO BaM HE HPABUTCS, MOKHO HCIPABUTH CAMOCTOSITEILHO HA CBOM «BKYC» U
«1BeT». Jleno B TOM, 4YTO AHarpaMma COCTOUT M3 HECKOJIbKUX OCHOBHBIX OJIOKOB,
KOTOPBIEC BBl MOKETE (POPMATUPOBATb.

Oonacmv Ouazpammsl — OCHOBHOE OKHO, TJ€ pa3MEIIAlOTCA BCE
OCTaJIbHbIE KOMIIOHEHTHI AUarpaMmbl. HaBeas Kypcop MbIIIK Ha 3Ty 00J1acTh
(MosABIISIETCST YEPHOE MEPEKPECThE), U, 3aXKaB JIEBYIO KHOMKY MBIIIH, MOYXHO
NepeTaluTh JuarpaMMmy B JII0OYI0 4acTh Jucta. Ecim ke BBl XOTUTE
W3MEHUTh pa3Mep JauarpaMMbl, TO HAaBEIUTE KypCOp MBIIIA Ha JIFOOOU u3
YIJIOB WJIM CEPEMHY CTOPOHBI €€ PaMKH, M KOTJa yKa3aTeidb MpuMeT hopmy
JIBYXCTOPOHHEU CTPEJIOYKH, MOTSHUTE €ro B HY>KHOM HalpaBJICHUHU.

Obnacme nocmpoenus ouazpammvl — BKIOYaeT B cels
BEPTUKAJIBHYIO U TOPU3OHTAIBHYIO OCH, PSJl IaHHBIX, & TAaK )K€ OCHOBHBIE U
JOTIOJTHUTENbHBIEC TUHUU CETKU (CTEHBI).

Pao oOamnvix — naHHBIC, TMPEJCTAaBICHHBIE B TpapUUYECKOM BUIE
(znarpamma, rucrorpamMmma, rpaduk u T.1.). MOTYT UMETh HNOJINUCH JaHHBIX,
oToOpaxarolue TO4YHble LUQPPOBBIE MOKA3aTeIN CTPOK WIM  PsIIOB
JMarpaMMal.

Ocbv 3Hauenull u 0cb Kame2opuil — 4YUCJIOBBIE IAPAMETPHI,
PACIIOJIOKECHHBIE  BJIOJb  BEPTUKAJIBHOM W  TOPU3OHTAIBHOM  JIMHUMU,
OPUEHTHUPYACh HA KOTOPBIE MOXHO OIIEHUTH JIaHHBIE AUarpaMmbl. Moryt
UMETh COOCTBEHHBIE TTOAMMUCH JEJICHUN 1 3aT0JIOBKH.

Junuu cemku — HarJIAIHO TMPEACTABISAIOT 3HAYEHHS OCEH U

PasMCIIAOTCsS Ha OOKOBBIX IMaHCIIIX, HA3bIBACMbBIX CTCHAMM.



Jlezenoa — pacumdpoBKa 3HAUCHUHN PSJIOB WK CTPOK.

JIroboMy  momp3oBatenmro  Excel  mpemocTaBisercs  BO3MOXHOCTH
CaMOCTOSITEJIbHO U3MEHSATh CTUJIN U XYJI0KECTBEHHOE MPE/ICTABICHUE KaXKI0TO U3
BBIIIETIEPEUUCIIEHHBIX KOMIIOHEHTOB AuarpamMel. K BaimmM ycimyram BeIOOD 11BETa
3aJIMBKH, CTUJISI TPAHUII, TOJIIIMHBI JIMHUM, HaJlO)KeHHE 00beMa, TeHEH, CBeUEHUS U
CTJIaKMBaHUS Ha BBIOpaHHbIE OOBEKTH. B 111000 MOMEHT MOXXHO H3MEHUTh
oOmuit  pasMep HaMarpaMMbl, YBEIUYHTH/YMECHBIINTH JIOOYI0O €€ 00J1acTh,
HalpuMep, YBEIUYUTh CaMy JuarpaMMy M YMEHBIIUTH JIETEHAY, WU BOOOIIE
OTMEHUTH OTOOPAXKEHUE HEHYKHBIX 3JIEMEHTOB. M0XHO M3MEHUThH yYTOJ HAKJIOHA
JarpamMmbl, TOBEPHYTH €€, clIeinaTh 00beMHON Win maockor. Ogaum cioBom, MS
Excel comepxuT  HMHCTPYMEHTBI, IO3BOJIAIONIME  MPHUAATH  JHAarpaMme
COOCTBEHHOPYUYHO Haubosee yI00HbIN AJ1s1 BOCIPUSATHS 00pa3s.

JIns M3MEHEHUs KOMIIOHEHTOB JuarpamMMbl BOCIIOJIb3YHTECh BKJIAJKOM
MakeT, pacnoyioxkeHHOH Ha JieHTe B o01actu PaGora ¢ amarpaMmamu.

37ech Bbl HaWJETE KOMAaHJIbl C HA3BaHMSIMHM BCEX YACTEW IHArPAMMBI, a
HICJIKHYB 1O  COOTBETCTBYIOIIMM  KHOMNKaM, MOXHO TMEPEUTH K  HX
dbopmatupoBanuto. EcTte u Japyrue, Oosiee MOpOCThIE CHOCOOBI HM3MEHEHUS
KOMIIOHEHTOB Auarpamm. Hampumep, JO0CTaTOUHO MPOCTO HABECTU KYpPCOP MBIIIH
Ha HYXXHBII 00BEKT, U MIEJKHYTh M0 HEMY JIBa pasa, MOCJIe Yero cpa3y OTKPOETCs
OKHO (opMaTupoBaHusi BBIOPAaHHOTO JJeMEHTAa. Tak K€ Bbl MOXETe
BOCIIOJIb30BaThCd KOMaHJaMU KOHTEKCTHOI'O MEHIO, KOTOPOE BBI3bIBAECTCS KIUKOM
MPaBOM KHOMKH MBIIIY 110 HY>KHOMY KOMITOHEHTY.

Camoe Bpemsi npeoOpa3oBaTh BHEIIHUN BHUJ HAIlIEW TECTOBOM JHArpaMMbl,
BOCITOJIb30BABIIUCH PA3HBIMU CIIOCOOAMU.

Kak Bumute, BcTpoeHHble B EXcel wHCTpyMeHTHI ¢dopMaTHpOBaHUs
quarpaMM JIeUCTBUTEIBHO JAlOT I[IUPOKHE BO3MOXKHOCTHU TMOJB30BATEISIM H
BU3YyaJIbHOE TPEJCTaBICHUE TAOJUYHBIX JAHHBIX HA 3TOM PHUCYHKE DPa3UTEIHHO

OTJIMYACTCA OT IICPBOHAYAJIBHOI'O BapHAHTA.
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Heo0xogumoe MaTepuaJbHO-TEXHUYECKOE 000Py/I0BaHUE:

[TepcoHambHBIN KOMIBIOTEP WJIM HOYTOYK C YCTaHOBJICHHBIM IIPOTPAaMMHBIM
obecrieuennem Microsoft office me Hmxe Bepcum 2007, Hampumep, [IOBM
INTELGorei3-7100/H110M-KRTL/8GB/1 TB/DVDRW/LCD21.5"/k+m/

nepcoHanbubie  kKoMmmbioTepbl [IK  S1155 Inteli3  (IntelRH67/13-2130
3/40GHz/DDRII-4Gb/HDDSATAIII 320Gb/DVD+R/RW/450Bt/knaBuarypa,
MbIrb/23”LCDSamsungB2330 (ZKFV))

I[IK S1155 Intel i3-2130 3.4 Hz/DDR I11-4Gb/HDD SATA 111320
Gb/DVD+R/RW,23 "LCD Samsung

2005-716, IIDBMtun 2 (Asus- P7P55LX-/DDR3 4096Mb/Coreei3-
540/SATA-11 500 GbHitachi/PCI-E 512MbMonutop TFTWide 23))

[[Ixama olleHUBaHUS U KPUTEPUU OLICHUBAHUS BBIMIOJIHEHHBIX 3a/IaHUN:

dopma MuHuManbHbIN OaT MaxkcumanbHbIi 6a
KORTPOIA bamn [Ipumeuanue bamn [Ipumeyanue
1 2 3 4 5
JlaGopaTtop- 2 | Bemomaun  mabopatop-| 4 | BemosHun nabopa-
Has paboTa HYI0 paboTy C CyIIecT- TOpHYI0O  paboty 0e3
Ne 1 BEHHBIMHU 3aMEYaHUSIMU, 3aMEYaHUld M IIPOLIEN
npoena  TeCTUPOBaHUE TECTUPOBAHUE C JOJIEH
no teme pabotsl ¢ 50% MIPABWJIBHBIX ~ OTBETOB
MPABUJIbHBIX OTBETOB 6omee 50%
JlabopaTtop- 2 | Bemosaun — mabopatop- | 4 | BemomHWI nabopa-
Has paboTa HyI0 paboTy ¢ CyIIecT- TOpHYIO paboty 0e3
Ne 2 BEHHBIMU 3aMECYaHUSIMU, 3aMEUaHUM W MPOILIEI
npouiesl  TeCTUPOBaHUE TECTUPOBAHUE C JOJEH
no teme pabotsl ¢ 50% MIPAaBWJIBHBIX ~ OTBETOB
MIPaBUJIbHBIX OTBETOB oonee 50%
JlaGopaTtop- 2 | Bemomaun  mabGopatop-| 4 | BemosHun nabopa-
Has paboTa HYI0 paboTy C CyIIecT- TOpHYIO paboTty 0e3
Ne 3 BEHHBIMHU 3aMEUYaHUSIMU, 3aMEYaHuld M TPOUIEN
npouea  TeCTUPOBaHUE TECTUPOBAHUE C AOJeH
no teme pabotel ¢ 50% MPaBUJIBHBIX  OTBETOB
MPABUJIbHBIX OTBETOB 6omee 50%
JlabopaTtop- 2 | Bemomnun  mabopatop-| 4 | BemosnHumn nabopa-
Has paboTa HYI0 paboTy ¢ cCymecT- TOpHYIO paboty 06e3
No 4 BEHHBIMU 3aMEYaHUSIMU, 3aME€UaHUM W MPOILIEN
npouea  TeCTUPOBaHUE TECTUpPOBAHUE C AOJeH
no teme pabotsl ¢ 50% MPAaBWJIBHBIX ~ OTBETOB
MPaBUJIbHBIX OTBETOB oonee 50%




1 3 3)
JlabopaTtop- Beimomrannn  maGopatop- Brimonamn nabop-
Has paboTa HyI0O paboTy C CylIecT- aTopHylo paboty 0e3
Ne 5 BEHHBIMHU 3aMEYaHUSIMU, 3aMEYaHuld M IPOULIEN

npomiesl  TeCTUPOBaHUE TECTUPOBAHUE C JOJeH
no teme pabotel ¢ 50% MPaBUJIbHBIX  OTBETOB
MIPaBUJILHBIX OTBETOB 6omee 50%
JlaGoparop- Bemmonnun — maGopatop- Beimonaun nabopa-
Has paboTa HyI0 paboTy ¢ CyIIecT- TOpHYIO paboTy 0e3
Ne 6 BEHHBIMU 3aMEUYaHUSIMU, 3aMEYaHUi W MpoIesn

npoiea  TeCTUPOBaHUE
no teme pabotsl ¢ 50%
MPABUJIbHBIX OTBETOB

TECTUPOBAHUE C JIOJICH
IPAaBUIIbHBIX  OTBETOB
oonee 50%




Chnucok BOIIPOCOB JJIsi CAMOKOHTPOJIA .

1. Crncok BOIPOCOB IUIst
CaMOKOHTPOJIS:

Bosmoxno nmum B mporpamme Word
NPOM3BOJNTH ABTOMATHYECKYID COPTHPOBKY
CITUCKOB 110 aaBuUTy?

A) J5a, CcOpTHpPOBKAa HaXOOUTCA BO
BKJIazke I 1aBHas B Giioke Ab3an

B) na, copTtupoBka HaxoaMTCi BO
BKinanke Pa3smerka cTpaHmumel B OJOKe
TTapameTpsl cTpaHUIIBI

C) Takoit BO3BMOXHOCTH HET

2. Ilpm nobGaBmeHWHW CTOJOIIOB B
TabIHMIy BO BKJIQJIKE MakeT npu
BHIOOpE BCTAaBUTH CIIEBA, BCTABHUTH CIIpaBa
HOBBIH CTOIOEI] BCTABUTCS CJI€Ba WM CIIPaBa OT

A) siueiiky, B KOTOPOIl CTOUT Kypcop

B) ot nenTpa Tabnmib

C) oT Hayaa TaOIHITBI

3. Bo3MoxxHO 15U sueliky B Tabmwie
pa3eauTh N0 AUaroHanu?

A) na, BO3MOXHO, HallpUMep HUCIOIb3Ys
WHCTPYMEHT KapaHAall

B) Het, HEBO3MOXKHO

4. Ecnu nipu 1o0aBieHNH 3ar0JIHEHHOM
TabaMUIbl B JOKYMEHT, OHAa HE IIOMECTHJach
HEJIMKOM 10 IUPUHE Ha CTPaHWIy M 4YacTh
CTOJIOIIOB OKa3aJlich HEBHIUMEI, TO
He00X0IUMO

A) mepedTH BO BKJanky Maker, B
KOTOPOW BHIOpPATh CBOWCTBA, Jlajiee B CBOMCTBAaX
nponucaTh IMIMPHHY TaONWIBl MEHBIIE, YeM
HIMPHHA CTPAHUIIBI

B) ynanute wacte cTonOI10B B TAOIMIIE

C) yMmeHpLIaTh MIUPHUHY HECKOJIBKUX
NEepBBIX CTOJIOIOB, IOKAa BCs Tabiuma He
OKa)KeTCs Ha JIMCTE

5. Bo3MoxxHO 7 MacHmITaOUpPOBaTh
PUCYHOK, HapHCOBaHHBIA B mporpamme MS
Word?

A) nma, BO3MOXKHO, €CJTM OH HapHUCOBaH B
MIOJIOTHE

B) nma, BO3MOXHO, eciu OH HapHCOBaH
0e3 mosnoTHa

C) HeT, HeBO3MOXKHO

6. Kak wu3MeHWTh 3aluBKy QUTYpHI
"JIuaua" BO BpeMsl CO3JaHUS pHCYHKa B MS
Word?

A) y ¢urypsr "Jlunua" He cymiecTByeT
3aJMBKM, Y JAaHHOM GUIypsl BO3MOXKHO
W3MEHHTH TOJILKO HACTPOWKU KOHTYpa

B) BoiOpath 3anmmBka (urypel B OJOKe
Crumu urypst Bo Briagky @opmat

7. YcTpoWcTBaMH BHEIIHENM NaMATH
SBIISIFOTCSA

A) xaptel namsatu, USB - Hakonwurenw,
SSD-HakoOMHUTENH, JKECTKUE JUCKHU

B) omeparuBHBIE  3amOMHHAIOIINE
YCTPOMCTB

0] MTOCTOSTHHOE 3aIIOMHHAIOIICE
YCTPOHCTBO

8. Kakux cHHCKOB HET B TEKCTOBOM
penakrope?

A) TOYEUHBIX

B) mymepoBaHHBIX

C) MapKHpOBaHHBIX

9. Ilpu 3amannn mapaMeTpPOB CTPAHHIIBI
B TEKCTOBOM PE€IAaKTOPE yCTaHABIUBAIOTCS:

A) Tmons, oOpHeHTauus MW pasMmep
CTpaHHIIBI

B) wunTepBanm mexmy ab3zamamMu W BUL
mpudTa

C) ¢oH ¥ TpaHUIIBI CTPAHUIIBL, OTCTYTI

10. Kakyro KOMOWHAIMIO  KJIABHUII
clelyeT TPUMEHHTb, YTOOBI BBIJEIUTH BECh
JOKYMEHT

A) Ctrl+A

B) Ctrl+C

C) Ctrl+V

11. Kakyro KOMOWHAIMIO KJIABHUII
cleqyeT TNPUMEHHTb, YTOOBl CKONUPOBATb
BBIJICJIEHHBIN (hparMeHT

A) Ctrl+C

B) Ctrl+A

C) Ctrl +V

12. OCHOBHBIMH (GyHKIUIMH
OTIEPAIIIOHHON CHUCTEMBI SIBIISIOTCS

A) Janor c 10JIB30BATENIEM,

yIpaBlIeHHE pecypcaMu KOMIIBIOTEpA, 3aIlycK
MPOTpaMM Ha BBIITOJTHEHHE

B) paspabotka mporpamm mias OBM,
BBIBOJI MHPOPMAITUH HA TIPHHTEP

13. Kakyro KOMOWHAIWIO KJIaBHUII
cleyeT NPUMEHUTb, YTOOBI BCTaBUTH B TEKCT
CKOITUPOBAHHBIN (parMeHT



A) Ctrl+V

B) Ctrl+C

C) Ctrl+A

14. Kakyro KOMOWHAIIMIO  KIJIABHII
clelyeT MPUMEHUTh, YTOOBI BCTaBUTH B TEKCT
Pas3pbIB CTPAHHIIBI

A) Ctrl+Enter

B) Ctrl+A

C) Ctrl+C

15. Kakas kiaBulla Ha KJIaBUAType
yIanseT CUMBOII clieBa OT Kypcopa?

A) Backspace, BS, <

B) Delete

16. Kakas kiaBWIia Ha KJIaBUAType
yaaseT CHMBOII CIIpaBa oT Kypcopa?

A) Delete

B) Backspace, BS, «

17. KojoHTUTYM — 3T0:

A) o0macte, KOTOpas HaXOIUTCS B
BEPXHEM WM HIKHEM IIOJIe W IpeIHa3Ha4daeTcs
JJIsA IIOMCEUICHU HOMEpa CTpaHUILIbI 501040
Ha3BaHWs pabOTBl HAX TEKCTOM  KaXIOU
CTpaHULIbI

B) BHemHuii BHJI MEYAaTHBIX 3HAKOB,
KOTOPBIA  TMONB30BaTeNlb BUAUT B  OKHE
TEKCTOBOTO PeIaKTopa

C) BepxHAA CTpOKa OKHa pemaKTopa
Word, kortopas coaepxur B cebe MaHeNb

KOMaH/1 (mampumep, «BcTtaBkay,
«KoHcTpykTOp», «MakeT» u T. I.).
18. Uro MO3BOJISIET YBUJIETh

BKIIfOUeHHast ~ kHomka  «OrtobOpa3uTh  Bce
CHUMBOITBD»

A) mpoOenbl MEXIy CIOBaMH M KOHEII
a03ama

B) Bce 3Haku mpenuHaHUA

C) ommOKu B TEKCTE

19. OObenuHUTL WU Pa3OUTh STYEHKH
HApHUCOBAHHOMW TaOJIMIIBI BO3MOYKHO BO BKJIAJIKE

A) «MakeT»

B) «Konctpykrop»

C) «IlapameTpbl TaOIHIIBI»

20. YrtoOwl cpaenath coJiepKaHUE B
JIOKyMEHTE, HEOOXOJMMO  BBIMOJHUTH  PSJI
CIEAYIOIIUX NeUCTBUM

A) BBIIETUTH B TEKCT€ 3arOJIOBKH,
MMOMETUTh UX KaK 3JIEMEHTBI KaKOIro-TO YpPOBHS,
nepeitu Ha BKIaNKy «CCBUIKM» W TaM HaXXaTh
Ha UKOHKY «OriaBJIeHHe»

B) BbIIETNTH HECKOJIBKO CIIOB B TEKCTE C
nomorpto  kiaaBumu  Ctrl  (oHm  Oymyt
3arJiaBusMH), IEPEUTH Ha BKIAAKy «BcraBka» u
Ha)XKaTb Ha UKOHKY «CoaeprKaHne»

C) kaxayl0 HOBYIO TJaBy HayaTb C
HOBOW  CTpaHUIIBI, TMEPEUTH HAa  BKIAAKY
«BcraBkay, HalWTH TaM UWKOHKY «BcTaBUTh
coJiepyKaHue» U HaKaTh HA HEe.

21. K onepaludoHHBIM  CHCTEMam
OTHOCSITCS

A) Microsoft Windows, MacOS, Linux

B) MS-Office

C) MS-Word, Word Pad, PowerPoint

22. Kakoil opHeHTal[M¥ CTPaHHUIbI HE
CYIIECTBYET?

A) OJIOKHOTHOM

B) xamxHON

C) aibObOMHOI

23. Kakyroo onmuio perymupyer 3TO
JIAAJIOTOBOE OKHO?

A) n3MeHeHre ad3aIHOTO OTCTyMa

B) nusmenenue mpudra TexcTa;

C) n3meHeHue pazmepa mojei Jucra.

24. TloMecTuTh B JOKYMEHT PHCYHOK
MOJKHO TIPH TIOMOIITH BKJIJIKH:

A) BcraBka

B) Cepsuc

C) Bun

25. YtoOsl clienath TEKCT MOTYKUPHBIM:

A) Bpienute TEKCT W HaXaTh KHOIIKY
K na Bxiagke I'maBuas

B) BwigenuTs TEKCT W HaXaTh KHOIIKY
7K Ha Bknanke PeniensupoBanue

C) BpiienuTh TEKCT M HaXaTh KHOIKY
K ua Brimanke Bung

26. UToObI cienaTh TEKCT KypCUBOM

A) BbiienuTh TeKCT U HaxkaTh KHONIKY K
Ha BKJanake [ maBHas

B) BeigenuTs TeKCT U HakaTh KHONKY K
Ha BKJIajke PeneHsupoBanne

C) Beimenuts TeKCT U HAXKaTh KHOMIKY K
Ha BKiajgke Bun

27. C moMOIIbI0 KaKOTO BCTPOCHHOTO B
penakrop WORD o0bekTa MOXHO BCTaBJISITH B
JIOKyMEHT MaTeMaTu4ecKkue (opMyIbi?

A) MS Equation

B) MS Clip Gallery

C) MS Word Art

28. Kakoii mapameTp dopmatupoBaHHs
HEJIb3S HACTPOUTH B IMAIIOTOBOM OKHE AO3ai?



A) 11BeT TEKCTA

B) MexmycTpOUHEIi HHTEpBA

C) BeIpaBHUBaHME TEKCTA

D) orctyn

E) yOpates uHTEpBaNbl Mexay adzanamu

29. Yrto Hemp3d  HACTPOUTH B
nuaigoroBoM okue Llpudt

A) BBIOOp HCIIONB3YEMOTrO S3bIKa

B) uBet cumBOJIOB

C) paccTtosiHrE MEXIY CUMBOJIaMHU

D) BepxHwMii HHIEKC

30. Kak BcTaBUTh HOMEpa CTPAaHHI[ B
JIOKYMEHT?

A) BcraBka / HOMEp CTpaHHITBI

B) nHanucate HOMep B KOJIOHTUTYIIE

C) HanMcaTh HOMEpP BHU3Y CTPaHUIIBI

31. Kak MOXXHO 0OpaTUTBCS K STYEHKE B
Excel (ykazatb e€ B popmye)

A) O WHIEKCY CcTONOINa W WHAEKCY
CTPOKHU STUEHKHU

B) mo Ha3Bamuio aHcCTa W HOMEPY

STYCHKU

32. IlocTosiHHAst TaMSTh TIpeHa3HAUYCHA
JUTS:

A) XpaHeHUs HEU3MEHSIeMON
uHQOpMaIH

B) JUTUTETIBHOTO XpaHeHus
uHQOpMaIH

O] KpaTKOBPEMEHHOTO XpaHCHUS
WH(GOPMAITUH B TEKYIIUH MOMEHT BpEMEHHU

33. Uem  OTHOCUTENBHBIA  ajpec
OTIIMYAIOTCA OT a0COMFOTHOTO anpeca B Excel?

A) OTHOCUTENBHBIN aJ[pec CCHUIAETCS Ha
JIMafna3oH,  PaCIOJIOKEHHBIW  OTHOCHUTENIbHO
TeKyIIel sueiiku. AOCONIOTHBIA ajpec Bceria
CCBIJIAETCS HAa OJWH U TOT )K€ JIMarna3oH

B) oTHOCHTENBHBIN ampec - 3TO Takoi
azpec, KOTOPBIH JEHCTBYeT OTHOCHTEIHHO
TeKylel KHHUTH. AOCOJIIOTHBIM aapec MOXKeT
CCBIIATh HA JTMATa30HbI BHYTPHU TEKYIIeH KHUTH
1 32 ee TpeIeb

C) no ¢yHKIIMOHAIBHOCTH HHUYEM HE
oTiimyaroTcs. OTINYHS HMEIOTCS B CTHIIC 3aIIUCH
azpeca

34, C kakoro CcHMBOJa JOJDKHA
HaYMHATKLCS Jitobas popmysia B Excel?

A) =

B):

C)-

35. Kakoii pe3ynbTaT BO3BpallacT
MpaBUIILHOE JIOTHYIECKOE BEIpakeHHE B Excel?

A) UICTHUHA

B) JIOXb

C) BEPHO

36. B MS Excel ykazanume Ha
OTJENBHYIO SYCHKY TaOJMIBI, COCTABICHHOE U3
o0o3HayeHusi CTOJNIOA W HOMEpa CTPOKHU
Ha3bIBAIOT

A) agpecoMm siueHKH

B) pesynpTarom BEIYUCTCHHUS

C) dbopmymoii, BBEACHHOI B YKy

D) nuanazoHom

37. B MS Excel s wu3MeHeHHSs
pasMepoB CTOJIOIA HEOOXOAMMO

A) VYcTaHOBUTH YKa3zaTellb MBIIIM Ha
MpaByK TpaHHUIly B 3aroJIoBKe croidna u
MEePEMECTUTH TPAHHMILY BJICBO HIIH BIIPABO

B) Breigenuts X0Tst OBI OIHY sSIYEHKY B
cronbie, 3aTeM BbIOpaTh kKoMmaHay CepBuc —
[Monbop — TIlapamerpel ©  YCTaHOBHTH
COOTBETCTBYIOIINE 3HAUCHHUS

C) Buiaenuth XoTst Obl OfHY SYEHKY B
ctonbue, 3areM BbIOpaTh KomaHny JlaHHbIE —
¢dopma

38. B MS Excel rpymnmy
pACIONIOKEHHBIX ~ PSIOM M 00pasyromux
MPSIMOYTOJILHUK sTYEEK MOKHO Ha3BaTh:

A) JlnanazoHoM

B) Ta6numeit

C) Kawuroit

39. B MS Excel B angpece $A$16 He
OyzaeT MeHSThCS

A) HOMED cTONIOIIA M HOMEP CTPOKHU

B) u3MeHuTHCS BCe

C) Homep crosbia

40. B MS Excel nazHauenune ¢GyHKIUH
CYMM

A) Bosppamaer 3HaYeHHE CYMMBI
3HAYCHUN CBOMX aprymMeHTOB (B KaudecTBe
apryMeHTOB ~ MOXKHO  3aluChiBaTh  ajpeca
OT/IEIBHBIX STICEK)

B) BosBpamaer ogHO 3HadeHUWE, €CIU
YKa3aHHOE YCJIOBUE WMCTHHHO, W JPYyroe, eciu
OHO JIOKHO

C) Bosppamaer 3HAa4YCHHE CyMMBI
3HAYEeHUI CBOMX apryMEHTOB, €CIM OHH BCE
LeJbIe

41. B MS Excel anmpec s4eiikun MOXHO
BKJTIOUUTH B hopMyy



A) OpHNM MIETYKOM JICBOM KHOIIKH
MBIIIN Ha COOTBETCTBYIOIIEH sueiike

B) Hcnons3ys KJIaBUATyPHYIO
komOuHanmio Ctrl + Shift

C) OgHuM MIETYKOM NpPaBOM KHONIKHU
MBIIIY Ha COOTBETCTBYIOIICH STUCHKE

42. Tlpu neneHUuW Ha HYJb Mporpamma
MS Excel Beigaet cooOeHne 00 ommoke

A) #JIEJI1/0!

B) #3HAU!

C) ###

43. B MS Excel mactep auarpamm
MIPUMEHSCTCS

A) Jlma co3maHMS  BCEBO3MOXKHBIX
rpaduKoOB U AHArpaMm

B) st ynporienust co3nanust GyHKIUR

C) Hnsa ynpomieHusi BBoga (yHKIHH B
SIYEUKY

44, B MS Excel nmma moctpoeHus
rpaduka II0 MaHHBIM JJIEKTPOHHOW TaOJIHUIIBI
cleyeT UCTIOIb30BaTh:

A) Komanny lmarpamma merro BeraBka

B) Komanny Utoro mento Jlanusle

C) Komanny Pucynok meHto BeraBka



