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NHCcTpyKuus no TeXHUKe 0€30MacHOCTH

1. O6ue TpedboBaHusT OE30MMaCHOCTU

I.1.LK pabGore Ha TIepCOHAJbHOM KOMIIBIOTEPE JOMYCKAIOTCId JIMIIA,
npouieame oodydyeHre Oe30MacHbIM MeEToJaM Tpylda, BBOIHBIA MHCTPYKTaX,
MEepBUYHBIN MHCTPYKTaX Ha paboyeM MecCTe.

1.2.1lpy sKcmayatauuMyd IIEPCOHAIBLHOTO KOMIIBIOTEPA Ha 4YEJI0BEKa MOTYT
OKa3blBaThb JCWCTBME CJEAYIOIIME ONacHble W BpPEOHbIE IPOU3BOACTBEHHBIE
(bakTOpHI:

— MOBBIIIEHHBI YPOBEHb JIEKTPOMATHUTHBIX U3JIyYCHUIA;

— MOBBIIIEHHBI YPOBEHb CTaTUYECKOIO 3JEKTPUYECTBA;

— MOHMXXEHHAsl MOHU3ALMsI BO3IyXa;

— cTaTU4YecKue (U3NYECKUE Meperpy3Ku;

— MepeHarps>kKeHUe 3pUTEIbHbBIX aHAIU3aTOPOB.

1.3. CTyneHT npu BBINOJHEHUM MPAKTUYECKMX pabOT 00si3aH:

1.3.1.BBIIIOAHSTL TOJABKO Ty paboTy, KOTOpas ONpeaeieHa B METOAMYECKUX
YKa3aHUsIX.

1.3.2.ConepxaTb B UMCTOTE paboyee MECTO.

1.3.3.Cobmogath pexkxuM Tpyaa U OTAbIXA.

1.3.3.CobmogaTh Mepbl MOXApHOU OE30MaCHOCTH.

1.4.Pabourie MecTta ¢ KOMIIbIOTEpAMU JOJDKHBI pa3MellaTbCsd TaKUM
0o0pa3oM, YTOOBI PacCTOSIHWE OT dKpaHa OJHOIO0 BUACOMOHMTOpPA A0 ThUla APYroro
Obuto He MeHee 2,0 M, a paccTosSHUE MeEXIy OOKOBBIMU HOBEPXHOCTSIMU
BUIACOMOHMTOPOB - HE MeHee 1,2 M.

1.5.PaGourie MecTta ¢ MEepCOHAIbHBIMM KOMMBIOTEPAMHU I10 OTHOIIEHUIO K
CBETOBBIM IIpO€MaM JOJDKHBI pacrojiaraTtbCs TaK, YTOObI €CTECTBEHHBI CBET
rnajgan cOoKy, MPEeUMYIIIECTBEHHO CJIeBa.

1.6.OKOHHBIE TPOEMBI B IOMEIICHUSX, TAE HCIOJb3YIOTCS IepCOHATbLHbBIC
KOMIIBIOTEPbI, JOJDKHBI ObITh O0OPYIOBAaHbI PErYIMPYEMbIMUA YCTPOMCTBAMM TUIIA:

JKaIo34, 3aHaBeCei, BHEIITHMX KO3BIPbKOB U JIp.



1.7.Pabouast Mebeab 1Sl T0JIb30BaTeieil KOMITbIOTEPHON TEXHUKOM JOJIKHA
OTBeYaTh CJIEAYIOLIMM TPeOOBaHUSIM:

— BbICOTa paboyeii IMOBEPXHOCTU CTOJA JOJDKHA peryaupoBaThCs B
npenenax 680 - 800 MM; IpM OTCYTCTBUMM TaKO BO3MOXKHOCTHM BBICOTa paboyeil
MOBEPXHOCTHU CTOJIa JOJKHA COCTABJISATh 725 MM;

— paboumii CTOJ MOJDKEH HMMETh MPOCTPAHCTBO IJIsSi HOTI BBICOTOM HE
MmeHee 600 MM, TIyOMHOII Ha ypoBHe KojJeH He MeHee 450 MM M Ha ypOBHE
BBITSIHYTBIX HOT He MeHee 650 mM;

2. TpeboBaHus1 0€30MMACHOCTH Iepea HayaaoM padoThl

2.1.IToaroroButh padbouee MecTo.

2.2.0TperyaupoBaTh OCBellieHMEe Ha pabodyeM MecTe, yOeouThCcsd B
OTCYTCTBMM OJIMKOB Ha SKpPaHe.

2.3.11poBepuTh NpPaBUJIBbHOCTh MOAKIIOUEHUSI 000PYIOBaHMS K 3JIEKTPOCETH.

2.4.11poBepuTh MCIPABHOCTb MPOBOJAOB MUTAHUSI U OTCYTCTBME OTOJEHHBIX
YY4aCTKOB MPOBOJOB.

2.5.I1poBepuTh MPaBUJILHOCTh YCTAHOBKM CTOJIa, CTyJa, MOACTABKM JJisl HOT,
MIONIUTpPA, yIJla HAKJIOHA BKpaHa, MOJ0XKEeHWe KJIaBUaTyphl, MOJOXeHUE "MBIILIK" Ha
CIeLMaJIbHOM KOBpHKE, IMPU HEOOXOAMMOCTU IMPOU3BECTU PETYJIMPOBKY pabouyero
cToJa 1 Kpecia, a TakKxKe pacIioIOXKeHUE 3JEMEHTOB KOMITbIOTEPA B COOTBETCTBUM
C TpeOOBaHUSIMU HSPrOHOMUMKM M B LEASIX MCKIIOYEHUS HEYAOOHBIX MO03 U
JIJIATEIbHBIX HAIpsSDKEHUN Tea.

3. TpebGoBaHus 6€30MaCHOCTU BO BpeMsi pabOThI

3.1.Crynenty npu pabore Ha I1K 3amnpeiaercs:

— IpUKacaThCs K 3adHEl IaHeJIM CUCTEeMHOro OJjoka (Ipoleccopa) MNpu
BKJIIOUCHHOM MUTAHWU,

-TIepeKaYaTh pa3beMbl MHTep(ecHbIX Kabeneid  mepudepuiiHbIX
YCTPOMCTB IPU BKJIIOYEHHOM MUTAaHUMU;

— JOIlyCKaTh IONaJaHWe BJark Ha MOBEPXHOCTb CHUCTEMHOIo 0j0Ka
(mpolieccopa), MOHHUTOpA, pPabOYyl0 IIOBEPXHOCTb KJIaBUATypbl, AMCKOBOJOB,

MPUHTEPOB U JPYTUX YCTPOMCTB;



— MPOU3BOJUTH CAMOCTOSTEbHOE BCKPHITHE U PEMOHT 000pYI0BaHUS;

— paboTaTh Ha KOMIBIOTEPE MPU CHSATHIX KOXYyXaXx;

— OTKJII0YaTh  O0OpydOBaHME  OT  DJIEKTPOCETU UM BbIIEPrUBaTh
BJIEKTPOBUJIKY, JepXach 3a IIHYP.

3.2.I1pono/KUTEIbHOCTh HEMpPEepbIBHOI pabOThl ¢ KOMIBIOTEPOM  0O€3
periaMeHTUPOBAaHHOTO MepepbiBa HE MOJKHA IPEBbILIATh 2-X YACOB.

3.3.Bo BpeMs perjiaMeHTUPOBAHHBIX TIEPEPHIBOB C LIEIbI0 CHUXKEHUSI HEPBHO

SMOLIMOHAJIBHOIO  HAIpSDKeHMsI, YTOMJIEHMSI 3pUTEJIbHOTO  aHaju3aTopa,

YCTpaHEHUS BIAWUSIHUS TUIIOAMHAMMU U TUIOKWHE3UHU, MPEeaOTBpaAILIEHUST pa3BUTHUS
MO3BOHOYHO TOHUYECKOTO YTOMJIEHUS BBIMOJHSITh KOMILIEKCHI YIIPaXKHEHUIA.

4. TpeboBaHMs1 0€30MMACHOCTH B aBapUIHBIX CUTYaLIUSIX

4.1.Bo Bcex ciaydasix oOpbIBa MPOBOAOB MNUTAHUSI, HEUCIIPABHOCTU
3a3¢MJICHUSI U JPYIUMX IOBPEXACHUI, IMOSIBJICHUS rapv, HEMEMJIEHHO OTKIIOUYUTh
MUTaHUE.

4.2.He npuctynarh K paboTe 10 YCTpaHEHUsI HEMCIIPABHOCTEMA.

4.3.11lpy nonay4yeHMM TpaBM WIM BHE3alHOM 3a00JieBaHMM HEMEIJIEHHO
MU3BECTUTh OPraHM30BaTh IEPBYIO JOBPAYCOHYIO MOMOIIb WM BbI3BAaTh CKOPYIO
MEIULIMHCKYIO TTOMOIIb.

5. TpebGoBaHMsI OE€30MIACHOCTU MO OKOHYAHUU PAaOOThI

5.1.0TK/II0YUTh MUTAHUE KOMIbIOTEPA.

5.2.IpuBecTu B mopsiioK paboyee MecTo.

5.3.BbINOJHUTD YIIpaxKHEeHUs IJIS [V1a3 U TMajiblieB PyK Ha pacciabieHue.



ITpakTuyeckas padora Nel

IlepBuuHbIe HACTPOMKHU NapaMeTPOB MeYaTHOro A1oKymenta MS Word

Lenp m 3amaum paboOTHI: OBJIAETh HAaBbIKAMU HACTPOMKM ITapaMeTpPOB
cTpaHulbl, mwpudTa U ab3aua B mokymeHTax MS Word, HayuyuTbCcsl BCTaBISATb
HOMepa CTpaHUIl B JOKYMEHT, U3YUYUTb COUYETAHME KJIABMUII U TOpsuYMe KJIaBUIIU B
Word.

3HaTh: TpeboBaHUS K O(MOPMIEHUIO TEKCTOBBIX JOKYMEHTOB B
YHUBEPCUTETE COIIACHO CTAaHAAPTY, COYETAHUSI TOPSYMX KJIaBUIII

YMeTh: KONMMpoOBaThb M BCTaBISAITb TEKCT B JOKYMEHT, MOJIb30BaThCS
pPa3IUYHBIMUA COYETAHUSIMU TOPSYMX KJABUIL, MPUMEHAITh K TEKCTY HACTPOMKU
COTJIaCHO Tpe€OOBAHUSIM YHUBEPCUTETA

BnaneTh: HaBbIKaMy HACTPOMKM MapaMeTPOB CTpaHMIIbI, IpudTa 1 ab3ala
B nokyMeHTax MS Word

1. Coznaiite HOBbIM JoKymMeHT MSWord.

BrimonHuTe HACTpOKMKY IIOJIEM CTpaHUUBI Ilepeiias Bo BKiIaaky Paszmerka
ctpanuubl  Ilonss  HacTpamBaeMmbie 1ojisi. YCTaHOBUTE MMapaMeTPhbl CTPAHUIIBI:

BepxHee u HuXKHee - 2 cMm

JleBoe - 3 cm

[TpaBoe — 1,5 cM™.

2. Bximouure pexxuM «OToOpa3uTh Bce 3HaKW» BO BKiIaake ['1aBHa.

Tumes MNew F 4 ' . Aab6Balr)

3. O3HaKOMbTECh C COAEpXaHMEM HSTON BKJIAAKM, a TakKXKe C OKHOM

«pudr»



" «Ao03ar»
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DEpazay

Times New Roman

—

LUpupT TrueType, OH nenoazyeTos ANS BS80S KAK HE 3KPAH, TAK M =8 NPAHTED

[0 yMEa-aH e TEECTORRR 3¢ B erThl..

oK OTHENS

Ab3aL,

OTCTyNbI U MHTEpBanbl  MONOXEHWE Ha CTPaHULE

BoipasHuBaHne: WL EHH ® " U v

"1 He pob6asnsitb HTEpBaT MEXy ab3aLamu OAHOro CTuis

e h"

YpoBeHb OCHOBHOM TekCT | v | L CeepHyTbl no ymonyaHuio
OiLiyn
CreEa 214 cmlL nepsasi CTpoka: Ha:
Cripasa: Ocbl [ "1 Za
| 3epkanbHble OTCTYMbI
"
MNEpen; orr |4 MEXAYCTPOUHbIE 3HaueHve:
Hpe ont |9 MHoxuTens

= Bynaums... [o ymondaHuio

Otvena

O3HaKOMbTECH C COOCpKaHUEM 3TOM BKJIAIKMU, 0co00oe BHUMaHUE YACJINUTC

onokaM "Ipucdt" u "Ad3al’".
B G1oke mpudT BO3MOXHO YCTaHOBUTb:

1. mwpudr,

TNAB I BCTAE AWM3A PA3SM CCHIN
ljmes Mew Roman -

4 -

K K M -abe x, X% P
¥ A-¥-A-R- AnA
eHa WpnpT M
1 L > 2 a c [

2. Pasmep mpudra



BCTABKA AN3AIAH PASMETKA CTPAHWLLEI

Times New F ~§ 14 I A Aa~- Ff¢

3. IIp¥uMeHUTh MONYKMPHOE WM KypCUBHOE HauepTaHUE TEKCTa, a TAaKXKe
MOAYEPKHYTh TEKCT
BCTABKA AN3ANH PAZMETKA CTPAHWLLEI

Times New F - 14 A A Aa~ Zfe

XK 4-fxx ¥ A-¥-.A-

obpasuy

F] pwdT T

3 2 1 ~ I
4. BbIaeauTh TEKCT LIBETOM WM ITOMEHSTH LIBET IIpUPTAa.
BCTABKA  [MBA/H  PASMETKA CTPAHAILIEI

Times New F ~ |14 -|A" A Aa- P

X K Y ~aoex. x> Af - A-

ipasLy
a LipwudgT ]

s Toro 4ToObl MU3BMEHUTh HACTPOMKU HIpUdTa MaM ab3ala, HeOOXOAUMO
BBIICIUTDH TEKCT, KOTOPbI Bbl coOMpaeTech peJakTupOBaTh.

st Toro 4toObl MEpeldTH B pacIIMPEeHHOE MEHIO HACTpOMKM LipudTa,
HEOOXOAMMO HaxXaTh IIPaBOM KHOIIKOWM MbIIIM MO BBIACJAEHHOMY TEKCTy U B

KOHTEKCTHOM MEHIO BbIOpaTh cTpoky "lpudt".

y L 1 4 ] 7 1n 2 1 14 IJII 15 7
. Jaboparopuan-pabora-Nelf
- 11epRATHBIE HACTPORKA TIAPAMETPOR TIeFATHO -~ mnrasarra A Winrd 11
Times NewRoi - |14 - A" o & A_;-
T -

[{ens- paGoTse:* = > w W K 4 WA~ i D

mprdTa Eadsana B AokyMenTax MS Word, HayTHTbCA RCTARTHTH HOMENA CTHAHHEL
BIOKYMEHT, H3y<HTb COMCTAHHE KIABHIIH TOPAIHC KL ~ For=m
L =

r =2 Konwposate

1.-CozgafiTe" HOBEIH- JoEyMeHT MSWord.: BRI T Mapswerpu nersmen: IeH-
CTpaHHIE! TepeH;Ia- B0 BRIAIKY ' PazMeTra’ CTpaHHIEI- “II Ble
TIOMA. Y CTAHORHTE TIAPAMETPRI CTPAHHTIRLY o

BepxHee H HHAHee -2 CM A

ﬂeﬂoe’-'j'c)ﬂ- = Afzau.

ITpaBoe—1.5-cay
2 -Brmo4uHTe peixaM «OTo6pasHTb BCe 3HAE :
O3HAROMBTCCH'C'COACPKAHHCM 3TOH BITATMKE, ‘A Td [2x ||

Ejt':l Tungpcosinna..,
WpadT | JononumreagHo

Wepdn Hauepranne Pasmep: I
Times Hew Roman O 14



Bo3MoxHO Takke HCpCfITH, HaXaB Ha KHOIIKY IIEPEXoaa B KOHTEKCTHOC

MEHIO U3 BKJIaAKU «[1aBHasI».
CTABKA  [VM3AAH  PASMETKACTPAHWL  CCHIAKM  PACCHUKW  PELIEH3WPOBAHME  BWA  MathType

. -l ] f - | A e oy A B | = A= A
Times New F ~ 14 A A Aa » =-=-r € AW AaEBBelr) AaB0Belr) AaBﬁ
- K K M vaeex, X A3, A E=E== I§ r Oy HS T OBeiynein T bes uure.. 3aronoso..
= WpwnihT ¢ AB3ay i
3 2 i Mpwdr (Ctri=D) TN DN - T
= [ Hactpoiixa Tekcra ©
| — MCTIOB30EZHUEM PACLUMPEHHBIX

. S = NapanMeTPoOE WPNPTa U SHEKDE, I€E9ATHOIO A0KYME]

NOZEONAMLLEA NPUAATE
AOKYMEHTY HyKHbIA ENg,

i E Bt moxere go063snTe B TEKCT IH.C'I‘pOEKB ]:BPBME'I
llli]lﬂil pazmbie cTvan M ueeTs, aTaicke (AHTBCH'BCTABIATEF
BI0K} EW3yanbHBIE 3MGETDI, TIKHE KK gUHe KIABHIDH B W

384YEPKNEIHHME, HALCTPOYHBIN

TEKCT W NpespatiieHue scex byxs

E MponMCHBIE, rd. BeInoaHATE " Ha
CTPaHHIIBI' [IEPEHIA" BO' BRIAIOKY ' PasMETKA' CTPaHHIBI—* TTomsas— -]

TOJI4. “Y CTAHOBHTE TIapaMeTPhI'CTPaHHIIBL: |
Bepxuee'H'HHEKHee -2 cMY
Jlepoe --3-cMY
ITpaeoe—1.5'cay
2..-BrmouHTe pexuM «OToOpa3HTh BCe 3HAKHY ‘BO ‘BKIIAL
O3HaKOMBTECE C COAEPKAHHEM ITOH BRIAIKH, "2 TaK/Ke 'C"OKHO?

OsHakombTech ¢ BKaaakamu "pudt" u "JonojiHuTeabHO".

Wpner ? X

MesHaKoss8In MHTEPEAN

Macwrag: 10056 w

Whzepean:  OBbqHBI v | Ha =

CumeupeHue:  Her nel HE! =

D KEpHWUHF 419 3HAKOB pasMepom: ‘: AYHKTOE W Gonee
WpudTm OpenType

Nuratypes Het v

HMruTepean mexcyy undpamu: | To yMOAYEHUKD s

dopmMel ungp: Mo ymonrdaHuwo bt

CTMAKCTHYSECKME Habopee Mo ymonyanuo bl |

] Mcnonb30BaTh KOKTEKCTHEE BAPMaHTHI

Oépasey

Times New Roman

WpudT TrueType, OH MCNOASSYETCR 419 EEISE0AE K3K HE 3KPAH, TEK W HA NPHHTER,

Mo yMonyaHmo TEKCTOBEIE 3O PERTH... OTMeHa

B pasznene "A63an" Bkinagkm «ImaBHasi» BO3MOXHO:



1. HacTpouTh BhIpaBHUBaHME TEKCTa IO JIEBOMY Kpaio, LIEHTPY, IPaBOMY

Kparw U IIMPUHE

= = =

ST | EE 4 B
=== =-1O-H-

[ Ab3say P

Zn g 3 4 : 5 7

JaHHBIA pa3fgesn MMEET paclIMPeHHOE MEHIO, TMEPEUTH B HEro MOXHO
cnocobaMu, aHaJOTMYHBIMU criocobaM rnepexonaa B paciuupeHHoe MeHio " pudTt".

O3HakoMbTeCh ¢ BKJIaAKOW "OTCTYIbl U MHTEPBAJIbl" B pacCIIMPEHHOM MEHIO

"AO3ar".

OTcrynel U MHTEpBaNE  MMoOAOKEHWE HE CTPAHWLUE
Oéwme
BuipasHueaHue: Mo wupuHe v

YpoBeHk: OCHOEHOM TEKET W CeepHyTH NO yMONY3HWID

OTeryn
Cnesa: =a MNepPBEaa CTPOKa:
Cnpasa: Qreryn

[7] 3epransHuie oTcrynm

HuTepsan
Mepea: Omr = MENIYCTPOYHE A IHAYEHHE:
Nacre: omr % DT |

[: He goBaEnaTe MHTEpEAN MeXdy a63aUAMKM OJHOMD CTUAR

O6pasey,

Ses POOOTE DRAGATTS HISANIAM FOCTROWNH TEPIMETROR CTTGHLE] STMDTS W 20100 § J0wyaeHTas WS

WD, My Tt SCTIAANTE FOWODS CTEEAAL & JCHyMET. iy miTe CONETAHRS WASSHMS H 1 ODS'RE MATSHSH & Wiord

TaBynauma... o ymonyarmo oK Qrmena




5. O3HaKOMbTECh C coueTaHueM KiaBuil B Word, IIpuBeIeHHbIM B Ta0IM1Ie

Tabmuua 1 - I'opsuue knapuiim Word

JleicTBue CoueraHue KJIaBUII
OTKpBITh CTRL+O
CoxpaHUTb CTRL+S
3aKpbITh CTRL+W
Bripesars CTRL+X
KonmpoBatb CTRL+C
Bcraska CTRL+V
BriOpath Bce CTRL+A
[MonyxupHbIi CTRL+B
Kypcus CTRL+I
[TonuepkHyTHIN CTRL+U

YMeHbIUTh pa3mepa mpudTa Ha onuH NyHKT | CTRLA|

YBennuuTh pazmepa mpudTa Ha OAMH MYyHKT CTRL+]

BBIPOBHSATB TEKCT 11O LIEHTPY CTRL+E
BBIpOBHATH TEKCT MO JIEBOMY Kparo CTRL+L
BBIPOBHSATH TEKCT MO MTpaBOMY Kparo CTRL+R
OtMmeHa ESC

OTMeHUTH onepaluio CTRL+Z
[ToBTOPUTH ONEpaALIIO CTRL+Y

6. Otmenute OyoylIMii TUTYJIbHBIA JIMCT OT JINCTA MPaKTUYECKOl padOThI

pa3psiBoM cTpaHulibl (Ctrl+Enter).



7. Ha BTOpOM 5HuCTe HameuaTaiTe cBouM (aMUIMIO, UMS U OTYECTBO.
Hcnonw3yro coueranusi knaBuimi CTRL+C u CTRL+V, BBINOJHUTE TEKCT,
cocrosuii u3 10 ab3ares.

8. ¥YOemutech, 4TO B JAaHHOM TEKCT€ HET OTCTYIIOB JO M mocjie abs3alia,
yCcTaHOBUTE ab3alHbIil oTcTym 1,25.

9. K kaxngoMy ab3ally TeKCTa IPUMEHUTE yKa3zaHHOE (hopMaTUPOBAHUE:

I.Ilepbiii a63am 1mpudTt 12 nyHKTOB, | MEXIYCTPOYHBII WHTEpBal,
BbIpaBHMBAaHME MO IIMPUHE
II. Bropoii a63am mpudt 14 myHKTOB, 1,5 MEXIYCTpPOUHBIA MHTEpBa,
BbIpaBHUBaHME I10 JIEBOMY Kpalo, MOJYEePKHYThII
II1.Tpernii a63an mpudt 16 MyHKTOB, 2 MEXIYCTPOUHBLIN MHTEPBaJl, KYPCUB,
BbIpaBHMBaHME IO IpPaBOMYy Kpalw, pa3peXeHHbII MHTEpBal MeXAy OyKBamu
TeKCTa
IV.YerBeproiii a63an mpudTt 13 nmyHkrToB, 1,25 MeXIyCTpOUYHBIII MHTEpBal,
MOJIYXXMPHBIA KypCUB, BBIpAaBHMBAHUE MO MPaBOMY Kpalo, YILIOTHEHHBI MHTEPBaJ
MexXay OyKBamMu TeKCTa
V.IIareni a63anm mpudt 15 nyHKTOB,l MEXIYCTPOUYHBIA WHTEpBa,
BbIpaBHMBAaHME MO LIMPUHE, 3a4ePKHYTHII
VI.lllecroii a63am 1mpudrt 14 mnyHKTOB, 1,5 MEXIYCTpOUYHBLIA WHTEpBas
BhIpaBHMBaHUeE MO LIMPUHE, ABOMHOE 3aUuepKUBaHUE
VII.Cenpmoii a63am mpudt 14 mnyHKTOB, 1,5 MEXIYCTpOUHBIA WHTEpBas
BbIpaBHMBAHME MO LIMPUHE, HAICTPOUYHbIE U ITOJCTPOUYHBIE CUMBOJIbI
VIII.Bocbmoii  a63am mpudrt 14 nyHKTOB, 1,5 MEXIYCTPOUHBIM WMHTEpBaJ
BhIpaBHUBAHME 1O ILIUPUHE, MAJIbIC TIPOITMCHBIEC OYKBbI
IX deBarenii a63anm mpudt 14 myHKTOB, 1,5 MeXAyCTpOUYHBINA WHTEpBas
BbIpaBHMBaHUE MO IIMPUHE, UBMEHUTH LIBET IIpUdTa
X Jdecarwnii a63anm mpudrt 14 nyHKTOB, 1,5 MEXOYCTPOUHBIA MHTEpBas

BBIPABHUBAHMUC 110 MIMPUHC, BBIACINUTDb TCKCT LIBETOM.



JaHHoe 3amaHuWe HEOOXOAMMO BBINOJHMTB IJISI TOTO, YTOOBI BUIETh, KakK
MEHSETCSI TEKCT MPU Pa3JIUYHbIX HACTPOMKAX U YMETb 3T HACTPOUKU U3MEHSTb U
youparn.

HeobxonuMpble HacTpoWikh TeKCTa UISI  TEKCTOBBIX JTOKYMEHTOB B
YHUBEPCUTETE:

Tekct mokymeHTa HabupaeTcss Ha KoMIlbloTepe B (popmare .rtf uam .doc u
reyaTtaeTcss Ha OOHOM CTOpoHe aucra Oenmoit Oymaru ¢dopmarta A4 (210x297).
[pudpt — Times New Roman. LlBer mpudra — y€pHblil, pasmep mpudra — 14.
AO3alHbIA OTCTYIl MOJDKEH OBbITh OJAMHAKOBBIM MO BCEMY TEKCTY OOKYMEHTa M
cocTtaBliATh 1,25 cM. MeXCTpOuyHbId HMHTEpBal MOJYyTOPHbIN. BblpaBHUBaHNE
TEKCTa — MO IUPUHE.

Ha mnepBoii crpaHuile OTYe€Ta BBINOJHUTE TUTYJbHBIA JIMCT, COIJIACHO
MPUBEICHHOMY HUXE TIPUMEPY.

TekcT, HameyataHHbBIA KypCUBOM, IIOSICHSET TO, KaKUM HOJDKHO OBITh
(popmaTHpoBaHUE TeKCTa HA TUTYJIbHOM JiucTe. [leyaTaTh ero He HYXKHO.

10. BctaBbTe HOMEpa CTpaHUI B JIEBbII HUXXHUI YroJl OTYETa M MCIIOJb3YS
BKiIanky Bctaka  Homep ctpanuubl  BHusy ctpanunbl  Chopasa.

11.IlepeiiguTe B HUXHMI KOJOHTHUTYJI, HaredyaTalTe B HEM CBOE HMS,
yoenutech, uTo Bamie uWM$S aBTOMAaTUYECKM IIOBTOPUJIOCH BO BCEX HIKHUX
KOJIOHTUTYJIaX JTOKYMEHTA.

12. IToctaBbTe Tajiouky HanpoTUB Mosl «OcoOblii KOJOHTUTYJI AJis1 MEepBOM
CTpaHMLbl» BO BKJIagke KoHcTpykTop. YOeautech, 4TO HOMEp Ha IEpBOI
CTpaHUIIE HE OTOOpaXKAETCH.

13. Ilepeiing Bo Bkinanky BcraBka  Homep ctpanumbr d@opmaT HOMEpPOB

CTpaHMII HAYHUTEC JOKYMCHT CO CTPpaHHUIIbI 3.



DopMmar Homepa: L
r] Brnio4uTE HOMEpR [NEER
HAYWHAETCR (0 T | 3aronosok 1

pazgeanTens: - [(asdwnd)

Npumepe: 1-1, 1-A

Hymepauus crpanuL
@) npoAoKUTE

) HAYaTB C

Pacrnieyaraiite mosny4ymBIIUIACS OTYET.



Muno6paayku Poccun
IOro-3anaanblii rocyaapCTBEHHbI YHUBEPCUTET
(noayxcupnwiii, 14 nynkmos. 1 unm, no yenmpy)

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

[TpakTrueckas pabota No
(16 nynkmos. 1 unm, no uenmpy)
no gucuuiuinHe: «MHpopMaTka»
(16 nynkmos. 1 unm, no aeeomy Kpaio)

Brimmoawnr: CTYIAEHT T'PYIIIbI
MNBanos . U.

IIpoBepu: K.T.H., CT. IpernoaaBaTeib
Tutosa A.B.

(14 nynkmos. 1 unm)

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



IIpakTuyeckas padora Ne2

Co31aHue CIMCKOB U aBTOMATHYEeCKOro orjasjaeausa MS Word

Llens wm 3agaum  paboThl: HayuyuThcsl co3gaBatb B MSWord
MapKUpOBaHHBIE, HYMEPOBAaHHbIE CITMCKM U MHOTOYPOBHEBbIE CIIMCKM, CO31aBaTh
aBTOMAaTUUYECKOE OIJIaBJIeCHME M pacCTaBlIsITh aBTOMAaTUMYECKHWE CCBUIKM Ha
WCTOYHUKU JIMTEPATYPhl

3HaTh: TUMNBI CHUCKOB TIpU OG(GOPMICHUM TEKCTOBBIX JOKYMEHTOB, 4YTO
TaKoe aBTOMaTUYECKOE OrjiaBJeHUe, KaK 0POPMIISIETCSI CITMCOK JIMTEPATyphl U IS
Yero HyxKHbI CCbUIKM Ha JIMTEpaTypy

YMeTh: BCTaBisAITb B JOKYMEHT aBTOMaTUYECKME CIHUCKHU, CO31aBaTh
aBTOMAaTHUUYECKOE OTJIaBJICHUE, CO3/IaBaTh aBTOMAaTUYECKNE CCBUIKM Ha MCTOYHUKU
JINTEpaTyphl

Brnagers: HaBbIKaMM 100aBJICHUSI B JOKYMEHT aBTOMAaTMYECKHUX CITMCKOB,
CO3IaHUSI aBTOMATHMUYECKOTO OIJIaBJICHUS, CO3MaHUSI aBTOMATUYECKMX CCBhUIOK Ha

WCTOYHUKU JIMTEPATYPbl

Bel  Moxere ObICTpO JO00aBUTh MapKepbl WJIM HyMEpaluilo K
CYLIECTBYIOIIMM cTpokaM TekcTta. Kpome Toro, Word MoxeT aBTOMaTuyecKu
co3daBaTh CIIMCKM IO Me€pe TOro, Kak Bbl BBOAUTE TeKCT. [1o yMoyiuaHuio, eciu B
HayvaJie ab3ala Bbl BBOAWTE 3BE3104YKy 1 Ipobdes, Word co3maeT MapKMpOBaHHbBIM
cnucok. Ecnm Xe Bbl HauMHaeTe BBOA ab3ama ¢ Homepa, Word co3paer
HYMEpOBaHHBIM cnucokK. Ecium Bbl HE XOTUTE, UYTOOBI TEKCT CTaJl CIIMCKOM,
HaXXMUTE MNosiBisomyocsd KHomnkKy Ilapamerpsl aBro3ameHnl - M3o00paxeHue
KHOIIKW Y BBIOEpUTE APYTrOM ImapameTp.

1. OTnenure TUTYJbHBIA JIMCT OT MPaKTUYECKOW paboThl HaXaTUeM
ki1aBuin CTRL+Enter.

2. B BepxHeil yactu BTOoporo jucrta Hanumute «I'nmaBa 1. Hazanue 1». C

HOBOM CTpOKM HaOepuTe 4YeThipe JIOObIX CJI0OBa, KaxXJI0€ C HOBOM CTPOKH,



BBbIIEJIUTE TEKCT W COPTUPYHTE ero mno aadaBUTy, WCIIOJAb3YS HKOHKY ,

L

npeo0pa3yiTe TaHHBIM TEKCT B MAPKUPOBAHHBIN CITMCOK, UCHOJIb3YSI UKOHKY ==

3. B BepxHeii yacTtu TpeThero gucta Hanuiuurte «IaBa 2. Ha3aHue 2»

BcraBbTe nIpoCcTOil HyMEPOBAHHBIM CMCOK, MCHOIb3Ysl MKOHKY = ' . Co3naiite
CIIMCOK U3 4 3JIEMEHTOB, COPTUPYMUTE €ro 1o aadaBuTy.

4. B BepxHell yacTu yeTBepTOoro jucra Hanuiuute «ImaBa 3. Ha3zBanue 3».

Co3spmaiiTe MHOTO YPOBHEBBIN CITMCOK, MCITONB3ysd MKOHKY . [lom mudgpoit oguH
B CIMCKE HaMUIIUTE C0BO «IacHble», HaxxmuTe Enter, mOHM3bTe YPOBEHb CIMCKA
c 2 no 1.1, ucnonn3ys knauiny Tab. Ilepeunciaute 4 n00bIe r1acHbIe TaK, YTOOBI
Kaxjasi ObUla HOBBIM 3JIEMEHTOM chucka. IloBbICbTe 37eMeHT crmucka 1.5 mo 2
HaxatveM codyeTaHuid kiaBuin Enter. Hanuinure B myHKTe 2 ¢/1oBO «COIJIaCHbBIC».
Hanee mnepeuucaute 4 corjlacHble  TakK, 4YTOObI Kaxpnas Obula OTHACIbHBIM
BJIEMEHTOM CIIMCKAa BTOPOI'O YPOBHAL.

5. I3meHuTe HavyajibHOE 3HAUYeHME cnucka ¢ 1 Ha 3, IIeJIKHYB IpaBoi
KHOIIKOM MbIIIK 1o uudpe 1 B criMcke HANpoTUB cjioBa «lJacHbIe», U3MEHUTE
YPOBEHb ATOM CTPOKM CHMCKa ¢ 1 Ha 2 B pydyHOM pexume. M3MeHUTe B pydyHOM
peXrMe BCE OCTAJIbHBIC 3JIEMEHTBI CIMCKA TaK, YTO Obl CJIOBO «IJ1acHbIE» B CIIMCKE
nuMmeno Homep 3.1, «CormacHble» 3.2, miacHele OykBbl HoMepa 3.1, 3.2, 3.3, 3.4;

cornacHble OykBbl HOMepa 4.1, 4.2, 4.3, 4.4.
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6. B Tom cnyyae, ecau BemeTcsl KpyrnHasi padora (KypcOBO# ITPOEKT,
IuIuioM, aucceprauus) U PII3 HacuuThIBaeT HECKOJBKO AECITKOB pas3iaejioB U
noapasaeaoB, TO pydyHoe ¢(opMHpPOBaHME OIJIABJE€HHS CTAaHOBUTCS BeCbMa
3aTpydHUTEIbHBIM. [lJIsg co3naHus oriaBieHusa B Word cienyeT BO BKJAJKe

"CchlIKH" B ITYCTYIO CTPaHUILY JOKYMEHTA BCTABUTh MyCTOE OTJIaBJICHUE.
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Ha skpaHe mosiBUTCS coobuieHrue 00 OTCYTCTBMM 3JIEMEHTOB OTJIABJICHUSI.

DTO eCTeCTBEHHO, T. K. y Bac ellie HeT TekcTa ¢ pa3aeaaMu.



Korma Bbl HabGepeTe HYXHBI TEKCT, pa3MECTUTE IJ1aBbl B 3TOM TEKCTE,
HY>XHO OyIeT 3TU pa3jiejbl BHECTU B orjaBieHMeE. il 3TOro, yCTaHOBUTE KypCop
B TEKCT Ha3BaHMS pasaeiia M HaxkmuTe KHonky "Jo6aButh Teker". B
BbIMAJAIONIEM MEHIO BBIOEpUTE HYXHBIM YpOBEHb BJIOXEHHOCTU U OOHOBUTE

IEJINKOM OIJIaBJICHHUEC B OTBET HAa COOTBCTCTBYIOIICC CcOoO0I1IeHHE.

- T
Wil 9-0 |7
FaasHas Bcrases PasmeTea cTpasnusl Coainem Patts
=i} =} Ho6asnTb TEKCT * Al (1) BrasnTs KoHUEEy0 cHO O
=: -
— He skanuaTs 8 arnaenenne | A8 Cleayiowan chocka ~

OrnasneHwe

¥Yposene 1
v | YposeHs 2

‘posere 3

Ecnu Bbl Bce caenanu mpaBUbHO, TO CTpaHUIIA C OTJIaBJIEHUEM OOHOBUTCS
1 B HEW MOSIBUTCS Ha3BaHME BHeCEHHOro Bamu paszmena ¢ COOTBETCTBYIOIIMM
HOMEPOM CTpaHHUIbl. AHAJOTMYHBIM 00pa3oM CJeayeT MNOCTyIlaTb CO BCEMU
pasneiaamu PII3. B urtore, y Bac monyyuTcst aBroMaTH4ecKu C(hopMHUpPOBAHHOE
OrJIaBJIEHHE, KOTOPOE XOPOIIO BBIPOBHEHO U OTGOPMATHPOBAHO, KOTOPOE
OylieT aBTOMATHYECKH U3MEHSITh Ha3BaHMsI Pa3aesioB, eCiiv Bbl nx cMeHUTE B
X0Jle pedakTupoBaHusi Baiieil pa®oTbl M MNOCTABUT COOTBETCTBYIOIIUE
CTPAHHUIIbI, KOTOPOE IMTO3BOJISICT MTHOBEHHO 00PATUTHCA K HY2KHOi Bam riase u
HE JINCTATh 10 HY>XKHOU CTPpaHUIIbI POJIMKOM MBIIIIH.

M3menute HazBaHue ['naBbl 2. HazBaHue 2 Ha cioBo «CaMoneT», 0OHOBUTE
OIJIaBJICHUE, YIAJIUTE Pa3pbiBbl CTPAHUI] MEXIY IJIaBaMM, OOHOBUTE OIJIaBJICHUE.

7. Ilocne rnaBel 3 cosnmaiite «CHUCOK JIUTEpaTypbl», COACPXKAIIUA TpU
KHUTHU:

1. WBanoB U.M. Knura 1. 10 c.

2. Ilerpos I1.I1. Kxura 2. 20 c.

3. Cunopos C.C. Knwura 3. 30 c.

ABTOMAaTMYECKM COILIUIMTECh HA MEpBYIO KHUTY B ['1aBe 1, Ha BTOpYIO KHUTY
B I'maBe 2, Ha TpeTbio KHUTY B ['1aBe 3.

Y1006l cHelaTh ABTOMATHYECKYI0 CCBLIKY Ha HCTOYHMK B Word,

BBIIIOJIHAECM CJieaylouice:



1) nmepeBoauM Kypcop B JIt0OO€ MECTO TE€KCTa B MEPBOM IIYHKTE CIIMCKa
JiMTepaTypbl (HampuMep, Ha Ha3BaHUE)

2) mnepexonuM Ha JieHTy «BcrtaBka», pajiee BblOMpaeM «3akjaakar.
[TosiBUJIOCh OKHO A00aBiAE€HMS 3aKJIaaKu, B KOTOPOM HEOOXOAMMO BBECTU UMS
3aKJIaAKM U HaxaTb KHOIKY «Jlob6aBuTh». HauMeHoBaHUe 3aKJagKd MOXKET ObITh
Joboe, HO He Oosnee 40 CUMBOJIOB, HE cojaepxkallee MOpoOeJIoB U APYrux
CHELICMMBOJIOB (KpoMe 3Haka noadyepkuBaHus). HasbiBaTh 3akjianky yaoOHee
BCEro no (paMuinm aBTopa U rape KJIHYEBbIX CJIOB U3 Ha3BaHUSI CTaTbU, HAIIpUMeED
"Hashim_IT decision making". Eciu Bbl yBepeHbI, UTO Y BaC TOJIbKO OJIHA CTaThs

JaHHOI'O aBTOpa, TO MO2KHO OCTaBUTDb TOJIBKO CpaMI/IJ'II/IIO.
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MoxXHO co3aaTh 3aKjJdaAKM cpa3y Ha BCe MCTOYHUKHU, a 3aTeM MEPEeUTH K
MIPOCTABJIEHUIO CChUIOK Ha HUX B TEKCTE.

3) B tekcTe, B MecTe, e HY>XXKHO COCJAThCsl Ha BBIIIEYKA3aHHYIO CTaThlio,
BCTaBJIIEM KBajJpaTHbIe CKOOKM 0e3 mpobesia U CTaBUM Kypcop MEXAy HUMMU.

4) Temnepb, UYTOOBI MOCTAaBUTh aABTOMATHUYECKYIO CChUIKY, HEOOXOZUMO
caeiaTh MepPeKPECTHYIO CChLJIKY Ha YCTAHOBJIEHHYIO 3aKJIaaKYy.

Hng sroro mepexonuMm Ha JeHTy «BcraBka», Haxumaem «llepekpectHas
cchlika». [1osIBUIOCHh OKHO, B KOTOPOM B CIIMCKe «THUIT CCBHUIKM» HY>KHO BbIOpaTh

«3aknagka», a B cnucke «BcTaBuTh cchUIKy Ha» — BblOpaTh «Homep ab3ania».



BbiOupaeM  uMM$S  CcO3JaHHOM  3aKJaAKd W HaXuUMaeM «BcTaBuUTh».
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BHyTpn kBampaTHbBIX CKOOOK mosiBUWJach LM@pa 1, 4TO COOTBETCTBYET
MOPSIIKOBOMY HOMEPY 3TOM IMyOIMKaALlUM B CIUCKE JIMTEPATYPHI.

Jnst TOoro, 4roObl CCHUJIKH B TEKCT€ aBTOMATHYECKHM OOHOBWINCH,
HY>KHO BBINIOJTHUTD IBA A€HCTBUSA:

1) BoigeauTh Bech TEKCT, B KOTOPOM CJielyeT IepeHyMepoBaThb CCBHLIKU.
ByabTe OCTOpPOXKHBI C BblJeJeHHMEM TeKcTa BO BceM Jd0KymeHTe (Ctrl+A).
Word paclieHuBaeT aBTOMaTMYECKOE OIJIaBJIeHME KaK Habop CChUIOK, IMTO3TOMY
€CJIM BBIAEIUTDH €r0 BMECTE C TEKCTOM, OTJIaBJIeHUE OOHOBUTCS TOXE.

2) Haxatp F9 miu, HaxaB mpaByl0 KHOINKY MBbIIIU, BbioepuTe «OOHOBHUTDH
noJjie»

jt  Bblpesatb
iJ2] Konuposatb

Q MMapameTpbl BCTaBKU:

QJ O6HOBUTL None
N3ameHuTb nore..,

Kopapl/3Ha4yeHus1 nonen

A LUWpwndr...
Ey AG3au,,.

CcbUIKM B TEKCT€ OOHOBSITCS M MPUOOPETYT 3HAUYEHUE, COOTBETCTBYIOILICE
HaXOXICHUIO UICTOYHUKOB B CITMCKE JIMTEPATYPhI.

Ecnu BbI ynanuiam UICTOYHUKY U3 CIMCKA, HE TIOJIEHUTECh T10cie OOHOBICHUS
MPOCMOTPETh BeChb JOKYMeHT eulle pa3. "[logBemieHHBbIE" CCBUIKM Ha
HECYIIECTBYIOIIMIA MCTOYHUK CTaHYT O0O3HayeHbl Kak "Ouubka, 3axkaadka He

Haildena". He 3a0ynpTe yoaauTh UX M3 OCHOBHOTO TEKCTAa.



8. B cnucok nutepaTypbsl 100aBbTE MOA BTOPHIM HOMEPOM KHUTY
Kopenesckuiit H.A. HoBas kHura 500 c. BeiaeauTe BeCch TEKCT, KIMKHUTE IPaBOit
KHOIIKOI MBIIIM, BEIOEpUTE B MEHIO MYHKT «OOHOBUTH ToJie», Aajaee «OOHOBUTH
MoJie LUeJUMKOM». YaauTe B CIUCKE JIUTEpaTypbl MEPBYIO KHUTY U CHOBAa OOHOBUTE
rnoJe.

9. Pacrnieyaraiite moysiydMBILIUICS OTYET.



ITpakTuyeckas pad6ora Ne3

Co3nanue u popmaTupoanue tadomn MS Word

Llenp 1 3agaun pabOTHI: HAYYUTHCS CO3[AaBaTh U pPeIaKTUPOBATh TaOIUILIbI B
MSWord

3HaTh: CIIOCOObI CO3MaHUS Y peIaKTUPOBAaHUS TaOIULL

YMeTh: aBTOMaTMYECKM HYMEpPOBaTh TaOJMIIBI U CChLIAThCSI HAa HUX B
TEKCTe

BnaneTh: HaBbIKaMu co3naHus, peagakTupoBaHus Tadaui B MS Word

Tabnuua npencraBisieT CETKY, OOpa30BaHHYIO CTOJIOLIAMM M CTPOKaMHU.
[lepeceyeHuss CcTONOLOB M CTPOK OOpa3yloT sueiku Tabauubl. Kaxmas sderika
He3aBUCUMa OT APYTUX 2JIEMEHTOB TaOJWILbI, IS HEe Bbl MOXETE€ YCTAaHOBUTH
TpeOyeMbiii pazMmep U popmar.

Sueiiku MOryT colaepxkaTb TEKCT, YMcia, rpaduiyeckKre MU300pakeHusl WU
(opmynbl. Eciiu BBOOMTCS B SIYEMKY TEKCT, MpU AOCTUXKEHUM MpPaBOro Kpas OH
OyleT aBTOMAaTUYECKU MEPEHOCUTHCS Ha CJAEAYIOLIYI0 CTPOKY B COOTBETCTBUU C
IIUPUHON sYeku. Ilpu HM3MEHEHWM IIMPUHBLI CTOJAOLA WIW SYEUKM TEKCT
aBTOMAaTUYECKU OyIeT MEePEHOCUThCS Ha CICAYIOUIYI0 CTPOKY (IIpU yMEHBbIIEHUU
IIMPUWHBI) WJIM BO3BpallaThbCsd Ha MPEAbIAYIIYI0 CTPOKy (IpYM YBEJIMYECHUU
LIMPUHBI) TaK, YTOOBI MOJTHOCTHIO 3alIOJIHUTH STUEHIKY HOBOI'O pa3mepa.

Cosznanne ta6mun. TaGiauiia MOXeET ObITh BCTaBjJ€HA B IIPOM3BOJILHOE
MECTO AOKyMeHTa. Pa3mep TabOauiibl MOXET IpPEBbIIATh pa3Mep CTPaHUIIbI,
IMO3TOMY €€ YacTh MOXET pa3MellaThCsl Ha OJHOM WM HECKOJbKMX IMOCIEAYIOIINX
cTpaHMLaXx. B TakoM ciiyyae MOXHO OIpeIeJisiTh 3aroJ0BKM JJISI TaOJMIIBI TaKUM
o0Opa3oM, 4TO, ecau Tabiuia OydeT pa3MellieHa Ha HECKOJbKMX CTpaHMLAX, B
BEpxHEeld 4YacTU  KaXJoi  CTpaHULBI  3arojoBKM  OyayT  OTOOpaxKaThCsl
ABTOMATUYECKHU.

Jlnst co3gaHusa Ta0JIUIIbI MOXKHO BOCIOJIb30BAThCA KOMAHIOM BKJIagKa

BcraBka — madenn Tabauisl — KHomnika Taoauiia.



B penaktope Word mMeeTcss BO3MOXKHOCTb HAPHCOBATh CJIOXKHYIO
TadauIy ot pykKH. [lJIsI 3TOro 10CTaTOYHO BHIOpaTh B MeHI0 Tabiauiia KOMaHIy
HapuCcoOBaTh TaOJMILY.

[Tpexae 4yeM MNPUCTYNUTh HEMOCPEACTBEHHO K CO3HAHUIO TaOJMIIbI, BbI
JOJDKHBI MMETb XOTS Obl MNpUOJM3UTENIbHOE IPEACTABICHUE O TOM, CKOJIbKO
CTOJIOLIOB M CTPOK JIOJDKHA MMeTh Tabauua. Ha aTom 3Tane He 00513aTeIbHO TOYHO
yKa3bIBaTh MapaMeTpbl Tabauubl. Ilociie co3gaHus Bcerga MOXHO J00aBUTh U/WIN
YIAJUTh CTOJOLBI U CTPOKK MO CBOEMY YCMOTPEHMUIO.

Eciu B cBoeii paGoTe Bbl MPEANOYMTAECTE MOJIb30BAThCS KJIABUATYpPOU, IS
nepeMeleHus B CASAYIONIYIO STUEMKY MCIIOJIb3yeTcsl KiuaBuila Tab. /g mepexona
K npenblayiiein sueiike Haxmure Shift+Tab. Eciau kiaBuina Tab Oymer Haxara B
TOT MOMEHT, KOIJa KypCOp pacHojoXeH B mocjegHei siueiike Tabaunbl, Word
BCTaBUT HOBYIO CTPOKY M IIEPEMECTUT KypCOp B €€ MEPBYIO SUYECHKY.

B Tabnuie npencrtaBieHbl KJIAaBUILM [Jisl MepeMelleHusl nmo tadauue. s
TOrO 4YTOObI MOKWHYTh TAOJMILYy, Bbl JOKHBI C MOMOIIbIO MBIIIM WJIM KJIABMIII-
CTPEJIOK IePEMECTUTDh KypCop 3a Ipeeibl TaOJIUIIbI.

Tab IlepeMemaercss Kypcop BIIpaBO Ha OAHY sueiiKy. BcTapisieT HOBYIO
CTPOKY, €CJIU KypPCOP PaCIIOJIOXEH B MOCICIHEN JUeiiKe

Shif+Tab Ilepemeniaercss Kypcop BlI€BO Ha OAHY SYEHKY

Alt+Home u Alt+End Ilepememiaer Kypcop B IEpBYIO WM MOCIEIHIONO
SIYEMKY CTPOKM, COOTBETCTBEHHO

Alt+PgUp u Alt+PgDn Ilepemeiniaer Kypcop B IepBYIO WM IOCIEIHIOI
CTPOKY CTO0JIOLIA, COOTBETCTBEHHO

Ha mnpakTuke m0OCTaTOYHO YacTO BO3HUKAET HEOOXOAMMOCTb WM3MEHMTH
napaMeTphl TaOJUIIbI, B KOTOPOIi comepxkarcs naHHbie. MS Word npenocraBisieT B
Hallle pacIoOpsDKEHME IIMpOoYaiilime BO3MOXHOCTH IO peJaKTUPOBAHUIO TaOJIMUII,
BKJIIOYAsl BCTaBKYy W yIaJeHUE S4eeK, CTPOK M CTOJOLIOB, MEpeMelleHUue U
KOMMPOBAHUE SYEEK, U3MEHEHMWE BBICOTHI M INMPUHBI SYEEK M MHOTOE JIPYroe.

Komanpna: Bkinagka Pa6ota ¢ Tabauuamu — KoHcTpykTtop / Maker.



st Toro, 4toObl MEePEeMECTUTb WJIM CKOIMPOBATh OAHY WJIM HECKOJbKO
SIY€EK BMECTE C UX COACPXKMUMBIM, BBITIOJTHUTE CIAEAYIOIIAE TCCTBUS:

- BbIOepUTE SYEUKM, CTPOKM WU CTOJIOLbI, KOTOPbIE Bbl Ipeariojaraere
MEPEMECTUTh WJIM CKOTIMPOBATh.

- IEPEeMECTUTh yKa3aTeb MbIIIK B Mpeaeax BBIOpaHHbBIX SY€eK TaK, YTOObI
OH TIPUHSJI BUJ CTPEJIKM, HAIIPABJIEHHOM CIIpaBa HaJIEBO.

- JaJIbHEWIlMe Ball¥ JCUCTBUS 3aBUCAT OT TOTO, XOTUTE€ JIM BbI
MEPEMECTUTh WJIM CKOIIMPOBATb BBIACJIEHHbIE »3yeMeHTa. s Toro 4rtoObl
MEPEMECTUTh BJIEMEHTHI TAOJMIbI, HAXMUTE JIEBYIO KHOIIKY MbIlK. Ecium Bam
TpeOyeTcsl CKOMMPOBATh 3JIeMEHThI, HaxkmuTe KiaBuiny Ctrl, mocjie 4ero HaxkKMuTe
JIEBYIO KHOIIKY MBIIIM. B 3aBUCMMOCTM OT IpOM3BEACHHBIX BaMM JCUCTBUI B
CTPOKE COCTOSTHUS MOSIBUTCSI COOTBETCTBYIOIIEE COOOIIIECHHUE.

- MEPEMECTUTh KYpCOp B SYEWMKY, PACHOJOXEHHYIO JIEBEE M BBIIIE TOTO
MECTa, B KOTOPOM JOJIKHBI TOSBUTBHCS TIEPEMEIIECHHbIE WM CKOIMPOBAHHBIC
STYEUKMU.

- OTOYCTUTbh KHOIKY MBIIIIH.

I[Tpn pabore ¢ Tabmuueit aeicrBue kKomana BeipedaTs, KommpoBats u
BcraButh u3 MeHio IlpaBka NOJHOCTBIO aHajJOrMyHo pabore ¢ TekcTtoM. C
MOMOIIBIO 3TUX KOMAHI BBl MOXETE II€PEMECTUTh WJIM CKONUPOBATh SYEUKU B
npejaenaax TabJMLbI WIKM CKOIMMPOBATh TabJUIy B Apyroe Mecto. JlaHHOe CpencTBO
MO3BOJISIET TEpeMelIaTh U KOMMPOBATh OAHY WM HECKOJBKO SYE€EK WM LEJIMKOM
BCIO TaOJuLy.

Ilepemewenue epanuy sueex u UCNOAb30BAHUE 2OPU3OHMANBHOU AUHEUKU.
st TOro 4TtoObl M3MEHUTh ILIMPUHY CTOJOLA C MOMOIIbI MBIIIM, YCTAHOBUTE
yKas3aTesb MBI Ha MPaBylO T'paHUIly CTOJOIA. B pesynbrare ykaszarenab IpUMET
BUJ BEPTUKAJIbHON IBOMHOUN JIMHUU CO CTPEJIKAMM, HAIIPABJICHHBLIMU BIPABO U
BiaeBo. I[lpu »ToM BuA yKaszarenass HE 3aBUCUT OT TOTO, OTOOpaXKaroTCsd WU
COpSTaHbl JAHUM CETKU. HaXMuTe KHOIIKY MBIIIKA U MEPEMECTUTE ITOT MapKep
cTOJ0LA OO0 YCTAaHOBKM TPEeOyeMOW IIMPUHBI CTOJOLBI, ITOCIE€ YETrOo OTIYCTUTE

KHOIIKY MBIIIINA.



Ueiicmeue Pe3zyavmam.

[lepemelieHue rpaHuUIbl 0€3 HaXaTUsl KaKUX-JIMO0O TOMOJHUTEIbHBIX
knapuil - IllupuHa Bcex cTONOLOB cIipaBa OydeT U3MEHEHA B COOTBETCTBUM C MX
MEPBOHAYAIILHOM IIMPUHOM

[lepemelieHue rpaHuubl Npu Haxaroi kiaBuiue Shift - HM3meHsercs
IIMPUHA TOJBKO JBYX CTOJOLIOB, pACIOJOXEHHBIX CJieBa M CIpaBa OT
MepeEMEIIAEMOM TPAHULIBI

[lepemelienue rpaHuubl npyd Haxatou knasuiie Ctrl - IllupuHa Bcex
CTOJIOLIOB CIlpaBa OyaeT H3MEHEHa B COOTBETCTBMM C UX II€PBOHAYaIbHON
LIIUPUHOM

[lepememienne rpaHuubl npud  HaxaTteix Shift+Ctrl - IllupuHa Bcex
CTOJIOLIOB CIIpaBa OCTaeTCcsl Heu3MeHHou. WM3MeHsercss IIupuHa CTOJIOLA,
PACIIOJIOKEHHOIO CJI€Ba OT MepeMeIaeMoli TpaHMUIIbl U COOTBETCTBEHHO IIMPUHA
caMoi TabJUIIbI

[lepemelieHue rpaHuibl TIpU Haxatoil kiaBuiae Alt - OrtoOpaxaeTrcs
pa3Mep IHUPUHBI U3MEHSIEMBbIX CTOJIOLIOB B CM:

- BbIOEpUTE CTOJIOLBI, IIMPUHY KOTOPBIX BbI IPEAIlojaraere M3MEHWUTb.
Ecnu BBl BBIOEpUTE CTOJIOLIBI HE MOJHOCThIO (HampuMEp, OJHY WU 00jiee CTPOK)
Word u3MeHUT IHUPUHBI CTOJOLIOB TOJIBKO B YKa3aHHBIX CTPOKaX.

- BeIOepuTe Bxitlanka MakeT — naHesb Pa3zMmep sueiiku.

- B oKHe auajora CBoiicTBa Tabauubl epeianute Ha BKIaaky “Cronbden” u
YCTAHOBUTE HYXXKHbIE MapaMeTpbl WJIM HAXMUTE KHOINKY ABTonoadop. M3meHeHue
BbICOTBI CTPOK.

- BbIOepuTe Bxkitanka MakeTt — naHenb Pa3zMmep sueiiku.

- B okHe auasiora CpoiicTBa Tabaulibl mepeianuTe Ha BKIaaky “Ctpoka” u
YCTAaHOBUTE HYXKHBIE IMapaMeTphbl WJIM HAXMUTE KHOIMKY ABTONOAOOD.

®dnaxok Pazpewums nepeHoc cmpoku Ha caedyruwyio cmpanuyy. Eciu
IpU YCTAaHOBJIEHHOM (daxke (IO YyMOJYAHUIO) COAEPXKUMOE SYEHKU He
rnoMelaeTcss Ha omgHou crpaHuue, MS Word pa30uBaeT CTpOKy M MEPEHOCUT HE

MMOMECTHUBIINECS JaHHBIC Ha CJIEAYIONIYIO CTPAHUILY.



HacTtpoiika nojoxkenus cTpok Bkianka Maket — naHenb BoipaBHUBaHME

HN3meHeHue  OpHEHTALMM Tekcta Bximagka Maker — 1aHendb
BripaBHUBaHMe — KHOMKAa HampaBieHue Tekcra.

[Tocne co3maHusl TaOJMIIBI MOXHO WM3MEHUTb €€ CTPYKTYpy, H00aBJss U
yoansisi sS’YEMKM, CTPOKM M CTOJOUbl. KOHKpeTHhI Bua onuuit  BcraButh U
VYinanure u3 MeHwo Tabnuua omnpenenaseTcss TeM, KakKWe BJIEMEHTBhI TaOJIUIIbI
(s19e¥iK1, CTPOKM WJIM CTOJIOLIbI) ObLIM BBIOpAaHbI MEPE BBI30BOM KOMaH/IbI.

Bxnagka Maketr — naHejb CTPOKHU U CTOJIOLIBI

Jist oObeIMHEHNSI HECKOJIBKMX PACIIONOXEHHBIX PSIOM B OJHOM CTpPOKE
sITYeeK BBIIIOJHUTE CICAYIOIINE NCHCTBUS:

- BeiGepuTe ss4eiiku, KOTOpPbIE Bbl XOTUTE OOBEIUHUTD.

- Bknagka Maket — naHesib O0beIUHUTL — KHOTIKA OObeAUHUTD STYEHKU

PazbueHnue sdeexk sBigeTcss OOpaTHOM omepalyeil 0 OTHOLIEHUIO K
o0bearHeHno. C ee IOMOIIbID MOXHO BOCCTAHOBUTb MCXOMHOE COCTOSIHUE
00beAMHEHHBIX sueeK. [Ipu 3ToM pacrpeneneHue TeKCTa MeEXAy sS4yekamu OynaeT
OIPENENISThCS HaJU4YMeM CUMBOJIOB aO3aua. IlepBblii aG3air OyaeT moMelleH B
MEPBYIO Y€Ky, BTOpOM ab3all — BO BTOPYIO SIYEHKY U T.I.

- BeiGepute 0aHY MM HECKOJIBKO SIY€€K, KOTOphIE Ipeanoaaracte pa3ouTh.

- Bxianka Maket — nnanesib O0beIMHUTL — KHOIIKA Pa3ouTsh sueiiku

- B nmosie BBoga Yuciao cTonb1oB 0TOOpaxKaeTcsi KOJMYECTBO CTOJIOLOB, Ha
kotopple MS Word mnpemnaraet paszouTh Kaxaylo u3 sg4deek. B ciydae
HEOOXOAMMOCTU U3MEHUTE, YKa3aHHOEe 3HaueHue U Haxmute OK

@dopmaTupoBanne Tadmn Hcnoavzoeanue komanov Cmuau mabauy,
Komanga Ctuam Tabaul MO3BOJISIET 3HAYMTEIBHO COKPaTUTb BpeMs, Tpedyemoe
IJIE  TpuJaHus  Bauieid Tabauibl NpodecCUOHAJbHOTO BMAA, 3a CUYET
WCIIOJIb30BaHMUSI MPEAOIPENEICHHbIX CTUae odopmiaeHuss Tabmauubl. C wux
IMOMOIIbI0 MOXHO OBICTPO YCTAaHOBUTbH OOpaMJieHUE Y 3aJMBKY S4Y€€K, IapaMeTphl
mpu@Ta 1 HBETOBOE 0(OPMJICHHUE, a TAKXKE aBTOMAaTUYECKOE UBMEHEHUE Pa3MEPOB
sIY€EeK B COOTBETCTBUM C UX COAEPXKUMBIM.

- YcraHoBUTE Kypcop B Ipeaeiax TaOaulibl.



- Boibepute komaHny Bkiagka KoHctpykTop - maHenb Crtwiu tabaun. U3
CIIMCKa IpenonpeaeaeHHbIX (popMaToB BbiOepUTe popMar, B HaMOOJbIIEH CTEIIEHU
OTBEUAIOIIUIA BallM TPEOOBAHUSIM.

s dopMaTupoBaHUSI COIEPXKUMOTO SIYEEK MOXKHO BOCIIOJIb30BaThCs
npuemamu (popMaTUpoBaHUs OOBIYHOIO TEKCTA.

[lo ymomuaHuio B KayecTBe OOpamIsIIOIIEHM JIMHUKA B TalaMIax
WCIIOJIb3YETCS CILIOLIHAS TOHKasl JUHMA. ISt udMeHeHus1 oOpaMJieHMsT TaOJIMILIbI
BBINIOJIHUTE CJACAYIOIIUE NCHACTBUS:

- BriOepute sS4eilkM, KOTOpbI€ Bbl XOTUTE 3aKJIIOUUTh B paMKu (WIK
LICJIUKOM BCIO TaOIUILY).

- Bxnagka Konctpykrop - nmaHenb Ctuim Tabaul - KHOIKa ['paHUIIbI

OueHb 3¢p(PEKTHO CMOTPSTCS TaOJIULILI, YaCTh SiY€eK KOTOPLIX BhblJIEICHA
Ipyrum 1BeToM. i1 u3amMeHeHus 1BeTa oHa B STUCHMKU TaOIULIbI;

- Beinenure s4eiiky TaOJIMIIBL.

- Boibepute xoMaHay Bkiaaaka KoHcTtpykTop - maHenb Ctwinm Tabaul -
KHOITIKa 3ajJ1BKa

ITpu paGote ¢ TabauuiaMu MOXET MOTPeOOBaThCsl Pa30MTh TaOIUIly HA JBE
YacTu JJIsl TOro, YTOObI, HAaIIpMMeEpP, BCTABUTh MEXAY HUMU TEKCT WA PUCYHOK.

Jns1 pazdueHus TaGauIbl YCTAHOBUTh YKa3aTeJb B CTPOKY, Iepel KOTOpOu
XOTUTe pa3ouTh Tabauily. 3areM BbiOepuTe KoMaHay Bkiaaka Maker - maHedb
O0beaHUTD - KHoMKa Pa3ouTth Tabauiy win Haxkmute Ctrl+Shift+Enter. Tabauua
OyzmeT pa30uTa Ha JIBE 4YacTW, MEXIY KOTOPbIMM OydeT BCTaBJIeH MapKep ab3ala
(1), ordopmatupoBaHHbBIi HOpMalibHBIM cTWieM. Ecau BaM moTpedyercs
OTMEHUTH pa3bueHue, yaaauTe Mapkep abdsaia.

I[Ipu pabore ¢ TabiuLaMM MOXET BO3HUKHYTb CHUTyallusl, KOIjJa Mpu
no0aBieHUM MH@OpMaLMKU B SIYEMKM, OJHA M3 TpaHUI TaOJMIIbI, yallle IpaBas,

YXOOUT 3a I'paHUILbI CTPaHUIIBI U CTAHOBUTCA HEBUJIUMOM.
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B naHHOW cuTyalluM HEOOXOAMMO MOCTaBUTh KypCcoOp B TaOJMIly U MEperTH

BO BKJaAKy «MakeT» M HaTU TaM UKOHKY «CBOICTBa».
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B otpeiBlIEMCS OKHE HeoOxomumo Hautu 1nione «lluprHa TaOIUILIBI».
MHorma onHa OymeT oToOpaxkeHa B CaHTUMETpax, TOraa 3HAYe€HUE HYXKHO

YMEHBIINTD, @ MHOTIA, KaK B 3TOM CJIy4ae I1oJie OyIeT 3aKphITO.

Iatanga’  Tipeke | Cronfeg | feefe | Samcnioogi teen
Friarg

o | o > Lt

Beaponnwme e

SR T

III III III U om %
= — | —
: aeE: WEETY ERAES

DsTexanme

|
1|

LpSHAUE i HA0AERA . [laBeveETpy,

oK Chreesan

B sTOM cnydyae HaM HEOOXOOAMMO IIOCTAaBUTh TajlO4Ky MEpPEea CIOBOM
IIMPUHA W YyKa3aTb HEOOXOAMMYIO BEJIMUYMHY MCXOIS M3 ILIMPUHBI CTPAHUIIbI.
[IIupuHa nos ajas rnevyaTu B cTpaHule A4 ripu yCTaHOBJICHHBIX HAMU ITOKa3aTeJIsIX

16,5 cm. O4eBUAHO, e€CciM MBI TIponuiieM 16 ¢cM, To Bcd Tabiauiia oToOpa3suTcsl Ha

CTpaHUIIE.
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Bce cTonbupl Tabmuipl Tenephb HAaM BUAHBI, U MBI MOXEM IIPOAOIKATh
pao6ory.
Cnenyroiiass 4acTo BCTpeYalOIIasiCsl CUTyalldsl — Tabjauila He MOMECTUJIach

Ha OTHOI CTpaHMIIE U YacThb €€ Tepeliia Ha IPYrou JIUCT.
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B sTOoM ciydae Ha BepHEi 4YacThio TaOJMIIBI, KOTOpas IepeHecjach Ha

JIPYIyI0 CTpaHuIly HeoOxoauMo HamucaTh «I[IpomomkeHue Ttabmauubl 1» wan

«OkoHYaHue Tabaulbl 1» B 3aBUCMMOCTH OT TOTO, 3aKOHYMIACh TabJulia WIA OHA

OyzmeT MpomoJIKaThCs ellle Ha CIASAYIOIIYI0 CTpaHMILY.

Ham HeoOxoauMo MOCTaBUTh Kypcop B IEPBYIO CTPOKY TaOJMIIbl, KOTOpas

repeHecaach Ha CHAEAYIOIIMII JMCT M BO BKJIAAKE MaKeT BHIOpaTb WMKOHKY

«Paznenuth TabIMILY».

VASMETICA CTRAHMAR CCELTEA PACCRNCA PELEH2/POBAHSE
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OpHa Tabnumia AEAWUTCS Ha [ABe, Hal

BBIJIECJICHHON CTPOKOM TaOIMLIbI

IIOABJIACTCA ITIyCTasd CTpOKa, B KOTOpOﬁ MOZKHO HaIIMCaTb HGO6XOI[HMBII>1 HaM

TCKCT.
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1. Hapucyiite Tabauily, TIpuyeM Ha3BaHUE TaOJMIBI  ClOeJaiiTe

aBTOMaTudeckuM. Ilomecture KypCop B Ta6J'II/I]_[y M BBITIOJITHUTE KOMAaHOY. BKJIaaKa

JieHTbl CChUIKM * TIaHEb MHCTPYMECHTOB Ha3zBaHusi * xHomka —. YcTaHOBUTE
ImapaMeTpnl. INOAIIUCH - Ta6J'II/IL[a, IIOJIOKEHUEC - Hald BbIICICHHDBIM 0O0BEKTOM.

CornpoBoaute TabJMIly 3aroJJOBKOM: ABTOOYCHBIE MapIlpPYTHI.

Tab6auna 1
ApBTOOYCHEIC MAPIIPYTEL
No Haspanne Mmapmipyra (mynkr | Bpews Bpewms
MapLIpyTa | OTIPAB/ICHHS — KOHeYHbLIT OLLpABIICHIL upuObITILS
IIVHKT)

2. IlpeoOpa3syiiTe JaHHYIO TAOJMUILY B CIAEAYIOUIYIO



ABTOGYCHEIE MAPLIPYTEL

TabGnuua 2

Ne Haspanmne mapmpyra Bpems [ena
MapmpyTa | (IlyHKT OTIPABICHHS —  oTnpasieHns | npnosITis Onnera,
KOHEYHBIIT ITYHKT) pyo.
Hroro:
3. 3anosHuTe Tabauiy: HOMEpa  MapLIPpyTOB  aBTOMAaTUYECKUM

HYMEPOBAaHHBIM CIIMCKOM, Ha3BaHME MapLIpyToB, B cToyubue «OTmpaBicHUE» B

PYYHOM pexume BBeauTe HU@pbl oT 1 10 3, BbIAEIUTE TEKCT B cTO01Ee «Ha3zBaHue

MaplipyTa», ciejaiTe COpTUPOBKY MO ai(aBuUTy.

4. PacnevartaiiTe MOJYYUBIIUIACS OTYET.



ITpakTuyeckas padora Ned4

Co3nanue u 00padoTka rpadpuueckux oobekTroB MS Word

Lenpb u 3amaum paboThl: HAyYUThCS padboTtaTh ¢ rpadukoii B MSWord

3HaTh: cnocoObl 100aBIeHUsT rpapUIeCKUX OOBEKTOB B JOKYMEHT

YMeTh: co3naBaTth pucyHku B MS Word

BianeTh: HaBbIKaMU CO3JaHMSI M PEIAKTUPOBAHUS IpadrUUeCKUX 00OBEKTOB
B MS Word

HoBriit MS Word BxiitouaeT B ce0s1 BCTPO€HHBIN rpaduuyecKuii peaakTop,
MO3BOJISIIONIUI 00padaThIBaTh N300PaKEHUSI.

1. Otkpoiite TeKCTOBbIN Mpoueccop MS Word.

2. C nomomiblo KoMaHabl: BcraBka ~ PuUCyHKM TmomMecTuTe B JOKYMEHT
PUCYHOK.

3. Ilocne BblIelIeHUS PUCYHKa IIOSIBJISIETCS BKJagka JeHTbl Paborta ¢
pucyHkamu. PaccMoTpuMm mnoapoOHee KOMaHIbl, pacloJIOXKEHHbIE Ha 3TOM

BKJIaIKCE.

L
CNE

4. C nomol1ibio KoMaHabl OOpe3ka 00peXbTe pPUCYHOK.

5. C nomouptlo KomaHabl Koppekiiysi HacTpoiTe pe3KOCTb, SPKOCTb U
KOHTPACTHOCTb U300pakeHMSI.

6. C momonibio KoMaHasl LIBeT M3MeHNTEe HACBIIIEHHOCTh M OTTEHOK IIBETAa.

7. C nomolblo KoMaHAbl XyI0XeCTBEHHbIe 3(PdEKThl 100aBbTE K PUCYHKY
JII000# U3 XymoXeCTBeHHbIX 3(P(PEKTOB, UTOOLI OH 0O0JIbllIe HAIIOMUHAJ 3CKU3 WU
>KUBOIKCH.

8. Hapucyiite cienymoliye pUCyHKHA CaMOCTOSITEJILHO.
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PucyHok 1 — YnopoieHHas cTpykTtypHasi cxema D9BM

C6o Koaupopauue u XpaHneune u Ilepegaua u
P BBOI | 0o6paboTKa | JI€KOJMPOBAHILE
HEOpMalEt | madopmamum | mHbopManmi | mMH(popMAar

BxonHble " BrixonHsie
nammee | Y CTPONCTIBO |g.....].-{ TIpomeccop |-f——» VCTPOHCTBO |manmmie
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TlaMaTe

Pucynok 2 - CTpykTypHas cxeMa KoMIbloTepa



ITepen TeM Kak HapucoBaTh KapTUMHKY, CIAEAYET OTKPBITh Ha JIEHTE 3aKJIaaKy
«BctaBka». Ee mpocTto HaiiTuM, TaK KakK 3akjagka HaXOAUTCS IIpaBee KHOIIKU

«I'maBHas». Ilom 3axkiaakoi OTKpbIBaeTcs MeHio «Mimoctpanyu», KOTOPBIM

MOXHO MOJIb30BaThCs MPU BCTABKE B JOKYMEHT KAPTUHOK K3 (daiiioB, OMOIMOTEK,
caiita Microsoft u 1. 1. Tem He MeHee, UTOOBI pUCOBATh, HY>)KHO OTKPHITh BKJIAAKY
«@urypbl». [lom Helt cKpbIBaeTCs 1eablii HA0OP MHCTPYMEHTOB IJIsI PUCYHKA, a B
KOHIIE CIUCKa HaxoauTcsl KoMmaHaa «HoBoe 1ojioTHO». BbINOJHUMB KOMaHIy,
MoJiydyaeM B JOKYMEHTE I10Jie sl paboThl, Ille pUCYyeM caMble pa3iudHble (DUTYPHI,
npeajiaracMble B KOHTEKCTHOM MEHI0. 3[eCh €CTh JIMHUM U Ia0J0HbI pa3IMYHOM
KOHurypauuu. Pa3zmMepbl MojoTHA 111 U300paKeHU Bl MOXETE OTPETYJIMPOBATh
10 CBOEMY YCMOTPEHMIO.

Bocnonb3yiiTech TOTOBbIMM 111a0JIOHAMM, KOTOPBIE MOMOTYT CO31aTh CXEMY
B MS Word unu caenatb reoMeTpu4YecKuii pucyHoOK. UToObl OHM OKa3aJuCh Ha
MOJIOTHE, AOCTAaTOYHO KJIMKHYTb MO BBIOpAaHHOMY I11a0JOHY JI€BOM KHOIIKOM
MbIlM. BTopoii pa3 IIeI4oK JIeBOM KHOIIKOW AedaeTcsl Ha IoJie M300pakeHMus.
[TonyuyuBiieecs: n300pakeHrWe MOXHO peJaKTUPOBaTh, TaK KaK IOCJE €ro BCTaBKU
MOSIBJISIIOTC KOoMaHAbl «M3MeHUTh ¢urypy», «3anuBka urypbl», «KoHTyp» u
«DPpdexTnl puryp». OTKpbIB IIepBOE U3 MEPEUYUCICHHBIX MEHIO, MOXHO U3MEHUTH
KOH(UIypal1iO PUCYHKA, II0JIb3YySICh BTOPOMA M TpeThbei BKJIaaKamMu. MOXHO

3a1aTh 1BeT (OHY u300paxkeHUss U ero rpaHunaMm. IlomMuMoO TOro, MOXHO

OTpedAaKTUpPOBaTh TOJIIMHY KOHTypa, CAeJaTb €ro IMpPepbIBUCTBIM M T. II.
YerBepTOo€ MEHIO MpejaraeT yKpacuTb KapTUHKY 3¢ dektamu. C ero nomMoIibo
pucyeM Te€Hb, IpUAAeM T€OMETPUUYECKOM YacTU IIOCKOCTU ITOJIYIIPO3paYHOCTb U

JaKE BUANMOCTDb TPEXMEPHOCTH.

BuiGepute B MeH0 KomaHabel <«llonmnuHusi» u «PucoBaHHass KpuBas»,
KJIMKaWTe MO BbIOPAHHON JIeBOM KHOIIKOI MBIIIM W JejaiiTe MOBTOPHBINA KWK Ha
noiaotHe. He ormyckass KHOIKU, [AedaiiTe HYXHBIM PUCYHOK. A ellle OIHUM
HaxkaTMeM Ha MbIIIb KapTUHKA (pUKcUpyeTcs Ha noje. Ee, kak v 1mabioHbl, MOXHO
OTpeIaKTUPOBaTh, 3a/IMBasl pa3IMUHbIMU LIBeTaMU, co3aaBasi 3p@HEKThl U T. 1. A C

noMolpio «M3MeHeHus: (pUTypbl» Bbl ITOANPABUTE N300paKeHUE T10 TIEPUMETPY.


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

0. Crpynnupyiite pucyHOK, U3MEHUTE ero pa3mep.

10. B mpouecce paboThl ¢ TabAMLIAMM UM PUCYHKAMU MOXET CJIOXUThCS
cUTyallysl, Korja M300paxeHue WM Tabnuua OyayT yaoOHee Il 3aIloJIHEHUS U
KoMpopTHee IJ1s1 MPOUYTEHUSI, €CIM O0OBEKT OYAET pacnoIoXeH Ha aJIbOOMHOI, a He
Ha KHUXXHOM CTpaHULIE.

PAIMETKA CTPAHMUE CChINKK PACCHINKN PELLEH3MPOBAHWE B4 MathType Foxit PDF Maremarmnea
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HeoGxonuMo BbIACAUTb TaOJMIly, PUCYHOK, 4YacTb TEKCTa WJIM UX
COYETaHUSI, KOTOPbIe HEOOXOIUMO PACHOJ0XKUTh Ha TOPU3OHTAJIBHOM CTpaHUILIE.

[lepeiitTh BO Bkianky «Pa3MeTka CTpaHMIbl» M TNEPEUTH B KOHTEKCTHOE
MeHIO «[lapamerpbl cTpaHulbl» MNoaoOHoe MeHio «Ilpudpt» u <«Ab3au» Ha

I1aBHOM Bkiaake (1abopatopHast padora Nel).
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B oTkpbiBlIEMCS MEHIO HEOOXOAMMO BBIOpaTh aJbOOMHYIO OpPUEHTALIMIO

CTpaHULIbI, HO IPUMEHUTH €€ TOJbKO K BBIACICHHOMY (DPparMeHTy TEKCTa.
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Ecnu Bwl Bce caenanu npaBuJIbHO, TO MOJAYYUTE BOT TaKOM pe3yJbTarT:

T s s b A

ITpu Takoit opMeHTaLMK CTPAaHUIIbI TA0JAMIIA BBITJSAUT 3HAUUTEIbHO JIyYllle,
ynoOHee e€ pemakTUpoBaTb, a TakxXke YIOOHee YuTaTh 3alMCcaHHYIO B Heé
UHGOpPMaALIMIO.

I[Tpu stom MBI ¢ BamMu ceiiyac CTOJKHYJIWUCHh C €II€ OAHUM CIIY>K€OHBIM

CHMBOJIOM, KOTOPBIH 10 3TOTO eIll¢ He BCTpeYasIn:
1

"! Pazphuia pasaena {co cneayowed cTpan Ly

Kak u ocTaabHble COyXeOHble CUMBOJbBI, OH He OyaeT BUIEH IIpU
pacrieyaTblBAHUMM JOKYMEHTA, a BUJEH TOJbKO B pEeXUME peJaKTUPOBAHUS MpU
BKIIOYEHHOU (pyHKLIMU «OTOOpPa3UTh BCE 3HAKU».

Yro Xe 3TO TaKoe U JJI Yero OH Hy>KEH?

PesynbTaT mosBieHusT pa3pbiBa CTpaHUIIbI MOXHO MPOCTO CPABHUTH C TEM,
YTO B OAHOM JOKYMEHTE Mbl IIPOCTO IEPEHOCUM KaKOM-TO TEKCT Ha HOBYIO

CTpaHMUILy, TIPU pa3pbIiBe pasielia CUTyallusl MHas, €€ MOXHO CPaBHUTH C TEM, UTO B



OJHOM OKHE€ IIpOorpamMMbl OTOOpaxkaroTcs ABa aOCOJIOTHO pa3HbIX JTOKYMEHTa M
HACTPOMKM TEKCTa B 3TUX JOKYMEHTaX MOTYT KOPEHHBbIM 00pa3oM OTIMYAThCS, KakK
B HallleM IIpUMEpE, B OJHOM <«IOKYMEHTE» CTPaHMIIbl BEpTUKAJIbHBIC, B APYroM
TOPU30HTAJIbHBIE. DTO OYEHb IMOJIE3HAsI OCOOCHHOCTb U Bbl Oynere m0CTaTOYHO
yacTo €1 TIoab3oBarbcsd. Hampumep, B KypcoBoid paboTe HEOOXOAMMO He
HYMEpPOBAaTh MepBble TPY CTPAHMIIbI, a HyMEpallMIo Ha4aTh C YeTBepTOM. st 3TOoro
HaM HYXHO OyJIeT BOCIOJIb30BaTbCsl UMEHHO pa3pbiBaMu pa3aeoB. IlocTaBuUTh ux
MOXHO H€ TOJIbKO TOrjJa, KOorga HaM HeoOXOAMMO 4acTh TeKCTa IMEePEeHECTH Ha
TOPU30HTAJbHYIO CTPAHUILY.

Eciu BaM HeoOXOOMMO HE CTaBUTh HOMEP Ha TpeX CTpaHUIAaX JOKYMEHTa,
3HAYUT HYXXHO OyaeT co3daTh JABa pa3pblBa pas3acioB, IS 3TOrO HEOOXOAMMO
MepeT BO BKIAIKy «Pa3meTrka cTpaHMILibl» MU BbIOpaTh B BBINNAAAlONICii BKJIAIKe

«Pa3pbiBbl» «Pa3pbiB paznena» «Co ciaeayollneid CTpaHULbl».

r4BHAS ECTABLA AM3ARH PRIMETKA CTTAHUL CCEEn PACCHITKM PEUEHZVTFOBAHME Baa MuthT
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Haxumaem omuH pa3, a IIOTOM CHOBa OTKPBIBAEM OTOT X€ CIHUCOK U
IMOBTOPSIEM Halll BbIOOD.
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Tenepp HEOOXOAMMO IIPOCTO BCTABUTb CTPAHUIIBI B JOKYMEHT JIHOOBIM
ynooHbiM i1 Bac cmocoboM. Pesynbrar Oymer INPUBBIYHBIM: CTPaHUIIBI
npoHyMepytotcs 1, 2, 3, HempUBBIYHBIM OYAET TOJIbLKO Ha3BaHUE KOJOHTUTYJIOB, K
HUM OyIeT NMpUIIMCaH HOMEp pasiesia, BCNOMMHAEM, YTO pa3phbiB pasiesa Kak Obl
CO3[1aeT HOBBIA HOOKYMEHT, Mbl MMEEM B OJHOM JOKYMEHTE TpU HOKYMEHTa
(co3maHHbIE IBYMSI pa3pbiBaMM pasjesia) U y KaxXAoro u3 3TUX JOKYMEHTOB €CTh
nepsasi CTpaHMlA, MJIsI KOTOPOM MOXHO HACTPOUTb OCOOBIA KOJOHTUTYJ JJISt

MNEepBOI CTpaHULILI — YOpaTh ¢ HEE HOMEDP.

Hwmxruit kenosmmyr -Pasgen 1- HioaeH sl konoHTITYR -Hasgen o Eax 8 npeas=ayuiem

L

Beprrni xonanThTYA -Pasaen 3 fax p NpeasAyLIEW

CraBuM Kypcop B HWXKHUI KOJOHTUTYJ pasiesia OauH (€CiM HOMEpP CTOUT B
HIDKHEM KOJIOHTUTYJE), nmajiee BO BKJIagke «KoOHCTpyKTop» IOCTaBUTH TaJIOUKy
«OCco0ObIi KOJMOHTUTYJI IJisi mepBoii cTpaHull». Ilpu saTomMm Homep M3 paszgena 1

ncyes3acT.

CraBUM Kypcop B HMXHHUI KOJOHTMUTYJ BTOPOIrO pasiejia, y Hac CHOBa
MOSIBSIETCS BO3MOXHOCTb IOCTaBUTh ragodyky «OcoOblid KOJOHTUTYJ IJIs NEepBOi
CTpaHUIIbl». B Halem ciayyae — 3To IepBasi CTpaHMIIA HAIIero BTOPOro pasjaena —
BTOpasi CTpaHulia JOKYMEeHTbl. CTaBUM TaJloOUKy — HOMEpP CO BTOpPOM CTpaHUIIbI

ncyes3acT.



[ToctynmaeM aHajnOrM4HO C HOMEPOM TpeTel cTpaHulbl. Ilomyyaem Takou
pe3yabTar (Ha TpeTeil cTpaHUlle CTOUT pa3pbiB CTPAHUIIbI, YTOOBLI OBICTPO CO31aTh

YETBEPTYIO U TOCMOTPETh, YTO HOMEP TaM OyIeT).

11. CnenyomuyM  BaXHBIM  BOIIPOCOM  SIBJISIETCSI  HEOOXOIMMOCTD
MPaBUJIbHO PACIIOJIAaraTb HOMEP Ha CTPAHUIIE C TOPU3OHTAJIBHOW OPUEHTALIUEHA.

Eciu MBI mpoCTO BCTaBMM HOMEpA CTPAHUIL B HOKYMEHT, COAEpXKaIWi
aJIbOOMHYIO OpMEHTALlMIO0 CTPAHUII, IOTOM paclieyaTaeM U COLIbEM 3TOT JOKYMEHT
(KypCOBYIO WJIM AUIJIOMHYIO pabOTy), TO Mbl YBUAUM, YTO HOMEP PacHOJ0XEH HE

B TOW 4acTU aJIbOOMHOTO JIUCTA.

LAIARH PATMETRA CTRAL COWREA  DATERTRN  DSUFBTOGRSME B MabTie  Tem s Ve mnins n TR

SaRERaT) AsEbEwTr 4 Aabd, AskiaB AakiBu




CtaBUM KypcoOp PSIOM C TEM HOMEPOM CTPAHUIIbI, PACIIOIOKEHNE KOTOPOTO
HYXXHO W3MEHHUTb, M BO BKJIAAKe KOHCTPYKTOP HaxoOuM UMKOHKY «Kak B
MpenplayllieM pasfeie» M HaXnMaeM Ha Hee. AHAJOrMYHO IIOCTyIlaeM Co
CemyIolleil CTpaHUIIeH ITOC/ie HMKHEro pa3pbiBa pasaena. [amee craBUM Kypcop
B TOT KOJIOHTUTYJI, B KOTOPOM HY>XHO M3MEHMTH PaCIIOJIOXKeHNe HoMepa. B Halrem

CJIydae 3TO BTOpasti CTpaHMIIA.

[anee mepexoaMm BO BKJIAIKY BCTaBKa, BBIOMPAeM HOMEP CTPAHMUIIBI TOYHO
TaK Xe€ KaK W IPU MPOCTOM J00aBJIICHMM CTPAaHWUIL B JTOKYMEHT, HO BbiOupaem «Ha

MOJISIX CTPAHMIIbI», ajiee BbIOMpaeM HEOOXOAMMOe HaM TOJI0XEeHe HoMepa.
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Ecnmm Ha crpaHmiie ocraeTcs IBa HOMepa, TO HE HYXHBIH HEOOXOIMMO

YIAJIUTh.
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CraBuUM Kypcop B HOBBIi HOMEpP CTpaHWUIIbl, KOTOPBIMA IOSIBUICS B JIEBOM

YacTW CTPAHMIIbI, HO pAacCIIOJIOKeH BEPTUKAJIbHO, a HaM ero HeoO0XOaUMO

noBepHyTh Ha 90 rpaaycos.

Hanee mepeBoauM BO BKJIAAKy ¢opMaT, TaM BbIOMpaeM HampaBjieHUuEe TeKCTa

n gajaee H)OKHI)IIZ HaM BapHuaHT.
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ITpakTueckas padora Ne5
Co3nanue, aBTO3ano0JIHEHNE, PeJaAKTUPOBaHKE TAa0MII, BBOJ (hopmy. B

Tao;muax Microsoft Excel

LHenp u 3amaum pabotbl: I[IproOpeTeHHME NPAKTUYECKMX HABBIKOB B
CO3daHUM, aBTO3AIIOJHEHWY, peIaKTUPOBAaHUM Ta0JIMLI, BBOAY (POpMYJI B TabJMIIaX
Microsoft Excel.

3HaTh: KaK Mpou3BOIITCS BhruuciaeHus: B Microsoft Excel

YMeTh: co3gaBaTh, peaakTupoBaTh Tabauibl B Microsoft Excel

BiaaneTh: HaBbIKAMM B CO3JaHMsSI, aBTO3aMOJHEHMS, pPEIaKTUPOBAHUS

Tabaul, BBoaa popmya B Tabauiax Microsoft Excel

OnHoli M3 KJIIOYEBBIX OCOOCHHOCTEM BJEKTPOHHBIX TaOJMI] SIBJISETCS
BO3MOXXHOCTh aBTOMAaTUYECKOTrO MepecyeTa 3HAYEHUS JI0O0bIX HYXKHBIX STYEEK IPU
W3MEHEHUU COJIEPXKMMOIO OJHOW U3 HuX. /I BU3yaau3aluuyd MOJYYEHHBIX
JaHHBIX, HA OCHOBE TPYIII SY€EK MOXHO CO3[aBaTh pPa3jMUYHbIC BUIbI JUArpaMM,
CBOIHbIE TaOaMLBbI M KapThl. IIpy 3TOM 3JIeKTpOHHBIE TaOaWIIbI, CO3IaHHBIE B
Excel, MOXXHO BCTaBJISITh B APYrvMe JOKYMEHTBI, a TaKXE COXPAHATh B OTIAEIbHOM
(haitne a1 mocaeayoIero X MCIoJb30BaHUSI WIN PeIaKTUPOBAHMSI.

Ecnu BBl yke 3HaKoMBbI ¢ pegakTopoM Word, To pa3zoOpaTbcsi B uHTepderice
Excel He cocraBuT Tpyna. Beab B ero ocHoBe JieXXUT Ta ke JleHTa, HO TOJIBKO C
IpyTMM Ha0OpOM BKJIAmoOK, rpymnnn M KoMaHA. [Ilpym 3TOM 4TOOBI paciivpuTh
pabouyro 00acTh, HEKOTOPbIE TPYMIIbl BKJIAJOK BBIBOASTCS Ha OUCIUIEH TOJBKO B
cilydyae HeoOXomMMOCTH. Tak Xe JIEHTY MOXHO CBEpPHYThb BOBCE, IIEJIKHYB IO
aKTMBHOM BKJIAJIKE IBa pa3a JeBOW KHOMKOW MBI WJIM HaXaB COYETAHUE KIIaBUIII

Ctrl+F1. Bo3BpailieHue ee Ha 3KpaH OCYIIECTBISIETCS TAKUM K€ CIIOCOOOM.

m FIABHA S 1L ABES, FASMELEA CIPAHNLE CUFMYIb LAs=HBE PELEHSPGEAHNE B Fuail EOE
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Crout orMeTuTh, uTo B Excel 111 ogHOM M TOH Xe KOMaHIbl MOXKET OBbITh

MPEAyCMOTPEHO Cpa3y HECKOJbKO CIIOCOOOB €€ BbI30Ba: uepe3 JIEHTY, U3



KOHTEKCTHOTO MEHIO WJM C IIOMOILBIO COYETAHUSI TFOpSYMX KIaBUIL. 3HAHUE U
KCII0JIb30BaHUE TTOCIETHUX MOXET CUJIbHO YCKOPUTh paboTy B MpOrpaMmMe.

KoHTeKCTHOE MEHIO SIBJISETCS KOHTEKCTHO-3aBUCUMBIM, TO €CTb €Tro
ColepXaHue 3aBUCUT OT TOIrO, UTO II0JIb30BaTeldb AejJaeT B JAaHHBIM MOMEHT.
KOHTEeKCTHOE MEHIO BBI3BIBAETCS HaXXaTMeM IIPpaBOM KHOMKW MbIIIM IOYTU Ha
J1o60oM 00bekTe B MS Excel. DTo mo3BoJIsIeT 3KOHOMUTD BPEMSI, IIOTOMY UTO B HEM
OTOOpaXarTcsl HaM0OoJIEEe YaCTO MCIT0JIb3yEMbIE KOMAHIbl K BRIOpAHHOMY OOBEKTY.

BBoa 1 penakTupoBaHue JaHHBIX

CoznaBaembie B Excel ¢aiinbl Ha3biBaloTCsl pabOUYMMM KHUTAaMM WM UMEIOT
pacuuupeHue «xls» mam «xlsx». B cBowo ouepenab paboyasi KHUTa COCTOUT U3
HECKOJIbKUX paboumx JaucToB. Kaxapiii pabouyuii JUCT — 93TO OTAEIbHas
DJICKTPOHHASI TaOaMlia, KOTOpbIE B CJIy4yae HEOOXOAUMOCTU MOTYT OBbITh
B3aMMOCBSI3aHbl. AKTUBHOM paboyeidi KHUTON SBISIETCS Ta, C KOTOPOU B JAHHBIA
MOMEHT BbI paboTaeTe, HalIlpuMep, B KOTOPYIO BBOAUTE JaHHBIE.

[Tocne 3amycka NpUIOXEHUSI aBTOMATUYECKM CO3MIAETCS HOBAasg KHUTa C
nMmeHeM «KnHwural». Ilo ymonuaHuio paboyasi KHHUIAa COCTOMT M3 Tpex padoumx

JIUCTOB ¢ UMeHaMU OT «JIuctl» mo «JIuct3».

m ABHAR BECTABKA PASMETEA OQOPMYIM ZAHHBE PELEHENP
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PaGouee mose nucra Excel moaeleHO Ha MHOXECTBO HPSMOYIOJbHBIX
syeek. OObeAMHEHHbIE 110 TOPU3OHTAIU SYEMKU COCTABJISIIOT CTPOKU, a IIO
BEPTUKAIM — CTOJIOLBI. a9 BO3MOXHOCTA MCCIAEIOBAaHUSA OOJBIIOr0 00beMa

JAHHBIX KaXablii paboumit JmcT mporpamMmbl umeer 1 048 576 cTpok



MMPOHYMEPOBAHHBIX 4YuciaaMu U 16 384 CTONOIOB 0003HAYEHHBIX OYKBaMMU
JIJATUHCKOTO ajiaBuTa.

TakuM oOpa3oMm, Kaxpnas syeilka - 3TO MECTO MEepeceuYeHMs pPa3IMYHBIX
CTOJIOLIOB M CTPOK Ha JIMCTE, (DOPMUPYIOIIMX €€ COOCTBEHHBIM YHUKAIbHBIN aapec,
coCToSIIIMiA M3 OyKBbI CTOJOLIA U HOMEpa CTPOKM, KOTOPBIM OHAa IMPUHAIJICXKMUT.
Hanpumep, nMs1 nepBoii siueiiku - Al, Tak KaKk OHa HAaXOAMTCS Ha MepeceyeHUU
cronbua «A» U CTpOKU «1».

Ecnu B npuioxenun BkiaouyeHa Crpoka ¢opmyna, KoTopasi pacnooXeHa
cpady xe mnona JleHroii, TOo ciaeBa or Hee Haxoautcsa Ilojse wmeHum, T1IE
oToOpaxaeTcss uMs Tekyiiei suyeilku. Croma Xe Bbl BCErJa CMOXETEe BBECTU HMMS
WCKOMOM s4eiiku, st OblcTporo mepexoga K Heil. OcoOeHHO 3Ta BO3MOXHOCTh
MoJie3Ha B OOJIbIIMX JOKYMEHTAaX, COAEPKAIIUX ThICSIYM CTPOK U CTOJIOLIOB.

Tak e [ad ¢pocMOTpa pa3HbIX o0JlacTedl JMcTa, BHU3Y M CcHOpaBa
pacriojlaralotTcsl moJjiocbl mpokpyTku. Ilomumo 3Toro, mepemMeniatbcss mo pabdoyeit
obsactu Excel MOXHO ¢ MOMOIIBIO KJIABUIIL CO CTPEJIKAMU.

YroO6bl HayaThb BBOIMTH JAaHHBIE B HYXHYIO S4Y€ilKy, €€ Heo0XOauMOo
BbLIEJIUTh. IS mepexoJa B HYXKHYIO STYEMKY IIEIKHUTE Ha HEl JIeBOM KHOIIKOM
MBIIIK, IIOCJE€ Yero OHa OydeT OKpyXeHa YepHOl paMKOM, TaK Ha3bIBA€MbIM
WHAXKATOPOM AaKTUMBHOM s4eilku. Temepp MNPOCTO HAuyMHAWTE IledyaraTb Ha
KJaBuaType, M BCs BBoauMas MHMopMauusi OyleT OKa3blBaThCsl B BbIOpaHHON
SUYEKe.

[Ipy BBOmEe HAaHHBIX B SYEHMKY MOXHO TaK K€ HCIIOJb30BaTb U CTPOKY
(opmy. 1t 3TOro BBIACIUTE HYXHYIO KJIETKY, a 3aTeM IIEJKHWUTE MBbIIIbIO Ha
noje CTpoku (opmysl UM HauyHuUTe mnedaratb. I[Ipu aToM BBOmMMas MHPOpPMaLUS
OyzIeT aBTOMaTUYECKU OTOOpaxkaThCsl B BLIOPAHHOM STUEiKe.

[Tocne okoHYaHMsI BBOAA JaHHBIX HAXKMUTE:

Knapuiy «Enter» - caemylomieidi aKTMBHOM SYEMKOWM CTaHET KieTKa
CHU3Y.
Knapuiry «Tab» - cieaymoolieil akTUBHOM SYEMKOM CTaHET KieTKa

CcIipaBa.



[lenkHUTE MBIIBIO MO JIOOOW JOPYrol sS4eMKe, M OHA CTAHET
AKTUBHOI.

Y100BI M3MEHUTh WIM YIAJIUTHb COAEPKMMOE 000N SYEHMKM, IIECJIKHUTE Ha
HEW Ba pa3a JIeBOM KHOIKOM MbIlIK. [lepeMernaiite MUTalOIMii Kypcop B HY>XKHOE
MECTO [JIsi BHECEHUSI HeoOXOoNuMMbIX mpaBoK. Kak M BO MHOIMX Jpyrux
MPUWJIOXEHUSX, U1 YIAJIECHUS U BHECEHUS WCIPABJICHUN KWCHOJb3YIOTCS KJIABUIIMN
cTpesiok, «Del» u «Backspace». IIpu xenaHuu, Bce HEOOXOAMMBbIE MPaBKMA MOXHO
MPOU3BOAUTHL U B CTPOKE (pOpMYI.

O0ObeM JaHHBIX, KOTOPBI Bbl OydeTe BBOAUTH B SIUEIKY, HE OTpaHUYMBAECTCS
€e BUAMMOKN 4YacThlo. TO €CThb KIETKM pabodyero TIojs IPOrpaMMbl MOTYT
coaepXaThb Kak ogHy LM(@py, TaK U HECKOJbKO ab3aieB Tekcra. Kaxmas suyeiika
Excel cnocobHa BMecTUTh 10 32 767 YMCIOBBIX WM TEKCTOBBIX CHUMBOJIOB.

®opmaTupoBaHUe JAaHHBIX TYEEK

[Tocne BBoga Ha3BaHUII CTPOK M CTOJOLIOB ITOJydaeM TaOIMIy TAKOTO BUIA:

m FNAEHAR BCTABKA PASMETKA CTPAHWLLKI DOPMYE AAHHBIE Pl
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Kak BMIHO M3 Hallero mpumepa, HECKOJbKO HAa3BAHUM CTaTEM pacxoIoB
«BBIILIA» 32 PAMKU I'PaHUIL STYEHKM U €CJIU COCEIHsIsI KJIeTKa (KJIEeTKU) ToXe OyaeT
colepxKaTb  KaKyl-TO MHGOpMalMIO, TO BBEIECHHBIA TEKCT YacCTUYHO
MEPEKPHhIBAETCS €/ W CTAHOBUTCA HEBUIMMBIM. la u cama Tabiauia BbITJISOAT
JIOBOJIBHO HEKpAacHUBOM U Herpe3eHTadeabHOM. [Ipy 3TOM ecam HaredyaraTb TaKOM
MOKYMEHT, TO CJIOXHWBILASICS CUTyallUsI COXPAHUTCSI — pa300parb B TAaKOU TaOJIMIIE

YTO K YeMy OyAET TOBOJILHO CJIOXHO.



Yrto0bl caenaTh TaOAWYHBIA JOKYMEHT 0oJie€ aKKypaTHbIM W KpacHBbIM,
4acTO NPUXOAUTCS U3MEHSTHh pa3Mepbl CTPOK M CTOJOLIOB, IIPUQPT COAECPKUMOIO
sg4yeiiku, ee (POH, OCYIIECTB/IATh BbIpaBHMBAaHUE TEKCTa, MOO0ABISITh TPaHULIbI U
rnpouee.

[nsa Havajia naBaiiTe mpuBeaeM B MOPSIAOK JieBblli crToJiden. I[lepeBemute
KypCOp MBIIIM Ha TPaHMILy CTOJIOLOB «A» 1 «B» B CTpOKY, Iie oTOOpaXkaroTcsl UxX
Ha3BaHMs. [Ipy M3MeHeHMM Kypcopa MBIIIM Ha XapaKTEpPHbIA CUMBOJ C JBYMS
pa3HOHAMNpPaBJIEHHBIMUA CTPEJIKAMM, HaXMWUTE W, YyIEp>KMBas JIEBYIO KJaBUIILY,
TallUTE MOSBUBIIMIOCS ITYHKTUPHYIO JIMHUIO B HYXXHOM HAaIlpaBJICHUM s
paclIMpeHus CTOJOLA OO0 TeX IOp, MOoKa BCE HAa3BaHUSI HE YMECTITCS B paMKax
ONHON SIYEUKHU.

Te xe camble OEUCTBUS MOXHO MpOJEaTh U CO CTPOKOM. DTO SBIISIETCS
OJHUM U3 CaMbIX JIETKHX CITIOCOOOB U3MEHEHMS pa3Mepa BbICOTHI U IIIMPUHBI TYEECK.

Eciu HeoOxoarmo 3a1aTh TOYHBIE pa3Mephbl CTPOK U CTOJIOLIOB, TO JJIsI 3TOTO
Ha Bkiagke I'masHasgs B rpynne fdyeilkm BbiOepuTe nyHKT Popmar. B
OTKPBIBILIEMCSI MEHIO C TTOMOIIIbI0O KoMaH1 Beicora cTpoku u Illupuna crondma
MOXHO 3aJaThb 3TU ITapaMeTPbl BPYYHYIO.

OueHb YacTO HEOOXOAMMO U3MEHUTD MapaMeTPhl Cpa3y HECKOJIbKUX STYEEK U
Jaxe LeJIOTO CToa0LAa WM CTpOoKU. st Toro 4yto Obl BBIAECIUTH LICJbINA CTONOEL]

WIN CTPOKY, LICJKHUTE Ha €ro Ha3BaHMUM CBEpXy MWJIM Ha ee¢ HOMepe cJieBa

COOTBETCTBEHHO.
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Jist  BbIOEAECHUSI TPYINbl COCEOHUX S4Y€eK, OOBOIMTE UX KypCOpPOM,
yIEepXUBAWTe JIEBylD KHOMNKY MbIIM. Eciu Xe HeoO0XOAuMO BbIICIUTh
pa3pO3HEHHbIE IOJSI TaOAULbI, TO HAXMUTE M yaepxkuBaiTe kiaBuiny «Ctrly,
MOCJI€ YETO IIEAKANTE MBIIIbBIO 10 HEOOXOIUMBIM STYEHKaM.

J1st Toro 4YTOOBI TEKCT B SYEMKE MOI OTOOpaXaTbCsl HE TOJIBKO B OOHY
CTPOUYKY, a C MEPEHOCOM Ha CJIEAYIOLIYI0 CTPOKY, €CJIU TEKCT HE BMECTHUJICS B

SIYEeKy MO IIMPUHE, HEOOXOAMMO BBIACIUTH SYEMKY M HaxXaThb Ha KHOIKY

«IlepeHecTr TEKCT».
[ o |
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PesynbpraT Oymer TakuMm:
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6 Opewnaw obyes

OO6BeauTe STYEKM ¢ HA3BaHUMEM MECSIIEB B IIANKE TAOAMLbI Y IIEJIKHUTE Ha
KHOINKE BbIPOBHATH MO LEHTPY.

B rpynne Illpudr Ha Bkiagke I'maBHasgs MOXHO M3MEHUTh TUIT IIpuUdTa,
€ero pasMep, LUBET M HadyepTaHUE. XUPHBIA, KYPCUBHBIN, MOAYEPKHYTBIA M TaK

nanee. Tak Xe 31eCh pPasMCEIICHbI KHOIIKN M3MCHCHUA T'PaHUIL JYEUKU U LIBETA €€



3aJIMBKU. Bce 3T (QyHKUMU npurogdaTcss Ham sl JaJibHEWMIIEro M3MEHEHUS
BHEIIHEro BUIa TaOJUIIBL.

MeHsTh OBETa AYCCK MOXKHO CACIATh C IIOMOIIIBIO KHOITKM HBeT 3aJIUBKH.

OAAN rMABHAR BCTABKA PASMETKA CTPAHWLLEI QOPMY L JAHHBIE PELLEHZWMPOBAHUE
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6 Opewna v obyes

Bo3MoXHO M3MeHUTH LIBET LIpU@Ta ¢ MOMOIIbIO KHONKK LIBeT Tekcra.

YtoObl sYENKM HE CIMBaJIMCh, JaBaliTe OINpPeAcIUM WM T'PaHMIIbL.
OnpeneneHue rpaHUL] IPOUCXOAUT TOJILKO ISl BbIAEJIEHHOI 00JacTU JOKYMEHTA,
U MOXKET OBITh ClIelaHO KaK JJIsI OMHOM sS4YelikM, TakK U U1 Bceil TaOaulbl. B
HallleM cJjlydae BBIAEIUTE BCIO TaOJIMIly, MOCJIE 4Yero IIEeJKHUTE Ha CTPEIOYKY

psanoM ¢ KHonkoi JIpyrue rpanunpbl Bce B To xke rpymnne IHpudr.



[MABHAA  BCTABKA  PA3SMETKACTPAHMLL  O®OPMYIbl  JAHHBE  PELIEH3WPOB

ol T - o = -
0 Ex‘ Calibri 1 A T=E®- B |Obumi -
&% - .
BCT&BHTI:‘, X K 4 -~ y DA =E==é&3= B B9 000 4 08
= bop
Bydep o6mMeHa g Tpannus = Yucno ]
b HupkHas rpaHuua
Al it
BepxHan rpanuua
lesan rparnua G H |

Mpasaga rpaHuLa -l

Het rparnubt
Bce rpannibi
BHewHmne rpanmupl

ToncTas BHELLIHAA MPaHNLE

CagoeHHaA HKHAR MPEHMLE — =
Toncran HIKHAA FPaHALA
BepxHas v HUKHAA rPaHULbl

BepxHas 1 TOACT2A HWKHAR TPaHNLEI

5 0 Nl A wWN

BepxHas W CABOEHHEA HIKHAA MPaHNLbI

B oTkpbiBIIEMCSI ME@HIO BBIBOJMTCSI CITMCOK OBICTPHIX KOMaHJ, C ITOMOIIbIO
KOTOPBIX MOXHO BbIOpaTh OTOOpakeHWEe HYXXHBIX T'paHUIL BbIIEJAECHHOU 00J1acTu:
HUXXHEW, BepxHel, JIeBOi, MpaBoli, BHEIIHMX, BceX M Ipouee. Tak ke 3Iech
coJepxKaTcsl KOMaHIbl JJisI PUCOBaHMS TrpaHMl BpyuyHylo. B camom Hu3y chucka
HaxoauTcsl TyHKT JIpyrue rpaHunbl, MO3BOJISIOIIMK OoJjiee AeTalbHO 3adaTh

HGO6XOI[I/IMBIG ImapaMeTphl I'paHUIl A9Y€CK, KOTOPBIM MBI 11 BOCITOJIB3YyCMCAI.
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BHIGENMUTE T AMHUA W € NOMOLUBIO MBI YKENWTE, K KAKOH HACTH BEIAENEHHOMO AMANAI0HA OH OTHOCUTCR:
BHEWHEN rPAHULLE BCEro ANANA30HA, ECeM BHYTPEHHNM FPAHMLAM A4ELK WK OTAENLHON aqeiike,




Bot Takoit Mbl TTOJTy4Ynan pe3yJibTaT

m FNABHARA BCTABKA PASMETKA CTPAHWLLbI OOPMY LI JAHHBIE
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dopmMmart TaHHBIX TYEHKU

Tenepb, 4TOOBI 3aBepIIUTh Hally TabOJUIly, HEOOXOAMMO HaajiexkalluM
o06pa3zoM O(GOpPMUTH T€ JaHHBIE, KOTOpble Mbl Tyda BBoaAuMM. HamomMHuMm, 4yTo B
HallleM CJIydae 3TO JEHEXHBIE PACXObI.

B xaxnyo u3 sg4eek 3JeKTPOHHOM TaOJMIIbl MOXHO BBOIMTb Pa3HbIC TUIIbI
JaHHbBIX: TEKCT, YMCJIa U Jaxe rpaduyeckre nzodbpaxkeHus. MIMeHHO Mo3TOMYy B
Excel cyliecTByeT Takoe MOHSTHE, KaK «(popMaT JaHHBIX STUEHKU», CIYKAIIUNA JJIsI
KOPPEKTHOU 00pabOTKM BBOAMMOI BaMU MH(MOPMALIUH.

M3HauanbHO, Bce sueiiku wumetror OO0mmii ¢opmMar, MN0O3BOJSIOLINIA
colepKaTh MM KaK TEKCTOBBIE, TaK U HU(poBbIe JaHHbIe. HO BbI BIpaBe MU3MEHUTH
3TO ¥ BbIOpATh: YMCIOBOM, JEHEXHBIN, (PMHAHCOBBIN, MPOLEHTHBINA, APOOHLIN,
BKCIIOHEHLIMAIbHBLIA 1 dopmaThl. [TomMrMo 3TOroO, CyllecTBYIOT (hopMaThl AaThI,
BPEMEHM MOYTOBBIX MHAEKCOB, HOMEPOB TeJIe(DOHOB U TaOEJIbHBIX HOMEPOB.

Jns sdyeek Haleil TaGAMIbI, COAEpXKAlMX Ha3BaHUS €€ CTPOK M CTOJIOLIOB
BIIOJIHE TIojmoiaeT obmmii popmar (KOTOpBIM 3agaeTcsl Mo yMOJYaHMIO), TaK Kak
OHM COJEpXaT TEKCTOBbIE OaHHbIE. A BOT IS sYeeK, B KOTOpbI€ BBOISTCS
OI0[IKETHBIE pacXobl 0OJIbIE MOAOMAET AEHEXHbINA (PopMar.

Boeigenvte B Tabnuie Sueiiku, coaepxkaiiie nHQOPMALKIO IO €XEMECIIYHbIM
pacxonam. Ha nente Bo Bkianke I'maBHas B rpymnie Yucio 1eJIKHNATE MO CTPEIKe

psinoMm ¢ mojeM Yuciaosoii Popmar, mocje 4ero OTKPOETCS MEHIO CO CIIMCKOM



OCHOBHBIX JOCTYITHBIX (hopMaToB. MOXHO BbIOpaTh ITyHKT JIeHEKHBIH IIPSIMO
3leChb, HO Mbl ISl Oojiee TOJHOIO O3HAKOMJICHMSI BBIOEpEM CaMyl0 HUXKHIOIO

cTpoKy JIpyrue uncjaoBbie (hopMaThI.

Yncno | BupastHweanwe | LWpwgT | Tpanmua | 3anuexa | 3awmra

Hucnosse dopmaTs:
OBwmn Obpazey,

Yucnosoi
al

©UHAHCOERIN
Hata

Bpewna OfoimaueHne: ¥
MpaLeHTHEIA

Opo6Hui DTpUuaTenbHEE HMCNE:
FRCNOHEHLNANBHEN

Yncno gecaTWuHbX 3HaKos: |2

TekcToEui
JonoaHuTenbHER
[Bce popmatei)

@opmaT " deHexssi MCNoALIYETCR ANA 0TOBDAKEHNS dek 3 P 118 IHAYEHWH MO
ASCATMHHOMY PaSASANTEND MINOALSYIHTe GOPMaT "SMHAHCOBHI"

B oTkpbIBLIEMCS OKHE B JIEBOM KOJOHKE OyayT OTOOpaKeHbl Ha3BaHUE BCEX
YUCJIOBBIX (popMaToB, BKIIIOYAs JOMOJHUTENIbHBIE, a B LEHTPE, pa3IMYHbIC
HACTPOMKM UX OTOOpaKEHUSI.

BriOpaB neHexHbI opmar, CBEpXy OKHA MOXHO YBMUIETb, TO, KaK OyaeT
BBITJISIIETh 3HAUY€HUE B Sd4yeiikax Tabnuubl. YyTh HMXE MOHO YCTaHOBMTH YMCJIO
OTOOpak€HUS IEeCATUYHBIX 3HAKOB. UTOOBI KOIEHKM HE 3arpoOMOXKAaIM HaM I10JIS
TaOJMIIbI, BBICTABMM 34€Chb 3HAYCHMWE paBHBIM HyJI10. [lajee MOXHO BbIOpaTh
BAJIIOTY U OTOOpaXeHUE OTPULIATEIbHBIX YMCE.

HaBaiiTe 3ar0JJHUM TaOJUIy IIPOU3BOJIBHBIMU JAHHBIMU

H10 - J
A B c D E F G H
Mpogy«Tei

> nuTaHMA 2999,00 2| 3 089,00 2| 5 657,00 P| 2 345,00 8| 5 643,00 2| 2 323,00 P
3 Npoesa 1000,00 [ 2000,002| 234,008]1587,00#]1789,002|1457,009
4 Pasaneuenwa | 5000,00 #| 6 000,00 #] 4 000,00 | 7000,00 2|3 000,00 #[5 000,009
5 Wkteprer 300,002 300,009| 300,009| 300,002 300,008] 300,008
6 Onemna o6yss| 2 000,00 2[4 000,002|3500,002]  0,002]1000,002[4 000,002

o

KCTaTI/I, BCC MAaHMUITYJIAAIWM, KOTOPBIC MBI ITPOACJIbIBAJINA C Tabnuiein BBIIIIC,

TO €CTb (I)OpMaTI/IpOBaHI/Ie AYECK M MX JAaHHBIX MOXHO BBIIIOJTHUTL C ITOMOIIBIO



KOHTEKCTHOTO MEHIO, IIEJKHYB MpaBoii KHOMKOM MBI Ha BbIAEACHHON 00JacTh
U BbIOpaB IMyHKT Popmar siueek. B oMTHOMMEHHOM OTKpPBIBILIEMCSI OKHE JJIsl BCeX
pacCMOTPEHHBIX HAMU OIlepalluii CylleCTBYIOT BKIaaku: Uucao, BeipaBHuBaHue,
IIIpudr, 'panuua 1 3aauBKa.

Tenepp Mo OKOHYAHMU PabOThI B MPOTPAaMME Bbl MOXETE COXPAHUTb WU
pacrieyaTaTh IMOJYYEHHbI pe3yabTaT. Bce 3TM KOMaHAbl HAXOASTCS BO BKJIAJKE
Daii.

BrinoaHeHue 6a30BbIX apupPMETUIYECKUX OIepalnuii

I[TomuMo co3maHusi OObIYHBIX TaOaul, Excel MOXHO HCHOAb30BaTh JIJIsl
BBIIIOJJHEHUSI B HMX apU(PMETUUECKUX OIlepalldii, TaKhX KakK:. CJIOXEHUE,
BbIYMTAHUE, YMHOXEHHUE U JEJICHHUE.

JIJ1s1 BBIMOJIHEHUSI pacyeTOB B JIIOOOM sueiike TabJMiIbl HEOOXOIUMO CO31aTh
BHYTpM Hee mpocTeiimyio ¢opMyay, KoTopas BCerga AOJ/DKHA HAYMHAThCS CO
3HaKa paBeHcTBa (=). 1 yKazaHUsS MaTeMaTUYECKUX ollepaluii BHyTpY (DOPMYJIbI

KCIIOJIb3YIOTCSI OOBIYHBIE apUPMETUUECKIE OIePATOPDI:

O6o3Ha4YeHne Onepatop Bripaxkenune Peaynerar
cnoxeHve =7+2 g
- BblUMTaHME =6-4 2
* YMHOM EHM e =8*3 24
/ neneHne =15/5 3
A BO3BENEHME B CTEMEeHb =37 81
% NPOUEHT =90% 0,9

Hanpumep, naBaiite npeactaBuM, 4TO HaM HEOOXOIMMO CJIOXKUTh JABa YMCa
— «12» u «7». YcraHOBUTE KypcOp MbBIIIM B JIOOYI0 S4YE€iKYy M HaredaTaiTte
cienyiolnee BblpaxkeHue: «=12+7». Ilo oKoHUYaHMM BBOJA HaXXMUTE KJIABUIILY

«Enter» 1 B sueiike 0ToOpa3uTCsl pe3yabTaT BEIYMCICHUS — «19».

EC/IN v > W I =4 B12 - Jr =243



YToOBI y3HATh, YTO K€ HA CAMOM JgJie COAEPXKUT siueiika — (popMyy WU
YKCJI0, - HEOOXOAUMO €€ BbIICIUTh U MOCMOTPETh Ha CTPOKY (popMya — 00J1acTh,
HaxOSIIYIOCs Cpa3y XK€ HaJl HaMMEHOBAaHUSIMU CTOJIOLOB. B HallieM ciiyyae B Heil
Kak pa3 oro0paxaetrcs (popMyia, KOTOPYIO Mbl TOJIbKO UTO BBOAWIIU.

[anee momnpoOyiTe CaMOCTOSITEIbHO B SlU€MKaX HUXKE MOJYYUTh Pa3HUILY
BTUX YUCEJI, UX TIPOU3BEACHUE U YACTHOE.

[Tocne mpoBeaeHMs Bcex omepaluvii, oOpaTuTe BHMMAHME Ha pe3yJabTar
JeJeHus yucell 12 Ha 7, KOTOpbIi mojydwmicss He ueidbiM (1,714286) 1 comepKuT
JTOBOJIBHO MHOIO LM(pp mocJjie 3amnsaToii. B 60abIIMHCTBE CaydaeB Takass TOYHOCTh

He TpeOyeTcs, Aa U CTOJIb JJIMHHbIE YKCIa OYAYyT TOJBKO 3arpOMOXKAaTh TAOIUILY.

w

A :

13| [ 1.,714286]

15

Y10o0BI 3TO WUCIPaBUTb, BBIACIUTE SIYEHKYy C YWUCIOM, Yy KOTOPOTO
HEOOXOIMMO M3MEHUTb KOJMYECTBO JECATUYHBIX 3HAKOB MOCJE 3alsaTOl M Ha
Bkianke I'nmaBHags B rpynmne UYuciao BbeiOepuTe KOMaHAY YMEHBIIUTD
paspsaaHocTb. Kaxmoe HaxaThe Ha 3Ty KHOIIKY yOMpaeT OJMH 3HaK.

CineBa OT KOMaHIbl YMEHBIIUTh Pa3pPAAHOCTb HAXOMUTCS KHOIIKA,
BBITIOJIHAOIIAsA OOpaTHYIO OIlepalliio — YBEIAUYMBAET YKUCI0 3HAKOB IIOCJIE 3aISITOM

JIJIST OTOOpakKeHUs 0oJiee TOYHBIX 3HAUYEHUA.




CocraBneHue ¢Gpopmyi

Tenepsb naBaiite BepHeMCsI K TabJinile OIOIKETHBIX PACXOI0B.

Ha maHHBIII MOMEHT B Hell 3a(DpMKCUPOBAHBI €XeMECSIYHbIE TUUHBIE PACXOIbl
10 KOHKPETHBIM cTaThsIiM. Hampumep, MOXHO y3HaTh, CKOJILKO OBLIO MCTPAYeHO B
(eBpazie Ha TIPOAYKTHl MNUTAHWMS WJIM B MapTe Ha Ipoe3a. A BOT oOlIue
€XeMEeCSUHbIE pacxolbl 3/IeCh He YKa3zaHbl. JloOaBMM BHU3Y TaOJMIBI CTPOYKY

«ATtoro» u paccuuraem ee 3HaAYCHUSI.

A B C D E F G
_ |msapo |pespanc |mapr |ampeno |wan  |mwomws |
MpoayxTol

2 NWTaHwMA 2999,00P|3089,00P|5657,00P|2345,00P|5643,00P|2323,00P
3 Mpoesg 1000,00#|2000,00F| 234,00£{1587,00#|1789,00#|1457,00#
! PaseneyeHHA 5 000,00 £| 6 000,00 £| 4 000,00 £| 7 000,00 £| 3 000,00 | 5 000,00 £
5 WurepHert 300,00P| 300,00#| 300,00£| 300,00P| 300,00£| 300,00P
6 Opewgau obyes| 2 000,00 £ |4 000,00 £| 3 500,00 £ 0,00 £|1 000,00 2|4 000,00 £
7 Mroro

Y1oObl mocUMTaTh CYMMapHBIM pacxod 3a siHBapb B gyeilke B7 MoXHO
HamucaTh clieaymollee BbIpaxeHue: «=2999+1000+5000+300+2000» u HaxaTb
Enter, mocje 4ero Bbl YBUAMTE PE3YyJIbTaT BbIUMCICHUS. DTO SIBISETCS MPUMEPOM
MPUMEHEHUS nmpocTeiiieid GopMyabl, COCTaBIEHWE KOTOPO HUYEM HE OTIUYACTCS
OT BBIYMCIIEHMI Ha KajlbKyjgTope. Pa3zBe 4TO 3HAK paBHO CTaBUTCS BHayaje
BbIPa>K€HMSI, a HE B KOHIIE.

A Temepb IIpeacTaBbTe, YTO IIpM YKa3aHUMM 3HAYEHUN OJHOW WIM
HECKOJIbKMX CTaTeii pacXxodoB BbI JOIYyCTWIM OIIMOKY. B »ToM ciydae, Bam
MPUIETCS CKOPPEKTUPOBATH HE TOJBKO JTaHHbIE B SIUYEHKAX C YKa3aHUEM PaCXO0B,
HO U (popMyJly BBIYMCICHUS CyMMapHbIX TpaT. KOHEYHO, 3TO O4YeHb HEYyJIO0OHO U
noatoMy B Excel npu coctaBiaeHrn (popmyJl 4acTO MCIOJB3YIOTCSI HE KOHKPETHBIE
YMCJIOBbIC 3HAUCHMSI, a aJpeca U INana30Hbl STYeeK.

C yueroM »3TOro jAaBaliTe W3MEHMM Hauly (GOpMyady BBIYMCICHUS

CYMMapHBbIX €XKCMCCAYHbBIX PAaCXOOdO0B.



TMIABHAR ~ BCTABKA  PA3METKA CTPAHWLH DOPMYME  [AHHBIE PELLE
¥

By -
Bydep obMena & WpnipT BripasHHEaHNE Yncno
B6 v X & Jv  =B2tB3+Ba+B5+B6
B C D E F G H
Mpoaykrsi i

2 MWTEHHA 1 2999,00 |3 089,00 £| 5 657,00 P| 2 345,00 P| 5 643,00 | 2 323,00 £

3 Mpoesg | 1 000,00P|2000,00P| 234,00P|1587,00P|1789,00P|1457,00P

4 Passaeuexua | 5000,00 £]6 000,00 P|4 000,00 2|7 000,00 £| 3 000,00 £| 5 000,00 £

5 MHTEepHer 300,00 #| 300,00P| 300,00P| 300,00°| 300,008 300,008

6 Opemaau 0bysbs 2 000,00 £14 000,00 P| 3 500,00 2 0,00 2|1 000,00#|4 000,00 £

7 |mroro =02483+84+B5+86

B saueiiky B7, BBeauTe 3HaK paBHO (=) H... BMECTO TOIrO, YTOObI BPYYHYIO
BOMBATh 3HAUCHUE KJIETKU B2, mIeJKHUTE MO HEl JeBoil KHOMKOM MbIu. Ilocie
BSTOr0 BOKPYI SIYEMKU TIOSIBUTCSI MYyHKTUPHAsl BBIACIUTEIbHAsI paMKa, KoTopasi
MOKa3bIBa€T, YTO €€ 3HaueHue mnomnajao B (gopmyny. Tenepb BBeAUTE 3HAK «+» U
meakHuTe 1o sgueiike B3. lanee nmpoaenaiite Toxe camoe ¢ siueiikamu B4, BS u
B6, a 3zarem naxmure knaBuiny BBOJ (Enter), mociie yero mosBUTCS TO Xe
3HAYEHNE CYMMBbI, YTO U B IIEPBOM CJIyyae.

Boinenute BHOBD siueiiky B7 u mocMoTpuTe Ha cTpokKy popmyi. BugHo, yTo
BMeCTO LIU(pp — 3HAUeHUU sueeK, B popMyJsie colaepkarcs ux ajapeca. DTO O4YEHb
BaxKHBII1 MOMEHT, TaK KaK Mbl TOJIbKO UTO MOCTPOMJIN (POPMYJTy HE M3 KOHKPETHBIX
yuces, a M3 3HAYCHUI $S4YeeK, KOTOpble MOIYT CO BpPEMEHEM W3MEHSIThCS.
HanpumMmep, eciu Tenepb MOMEHSITh CYMMY PacXOJ0B Ha MOKYIKY Bellieid B StHBape,
TO BECh €XEMECSUYHbId CyMMapHbIid pacxod OyaeT IepecurMTaH aBTOMATUYECKM.
[TonpoOyiite.

Tenepp paBaiiTe IPEAIONOXUM, YTO IIPOCYMMUPOBATh HYXKHO HE IISITh
3HAYEHMIi, KaK B HalleM MpuMepe, a CTo Wiu ABecTu. Kak Bbl MOHMMAETe,
KCIIOJIb30BaTh BBILICONMCAHHBIM METOJ IOCTpoeHUsT (OpMYyJl B TaKOM cCiydyae
O4YeHb Heymo0HO. B aTOM ciydyae jiydliiie BOCHOIb30BaThCs CIIELMAIbHONM KHOIKOM
«ABTOCYMMa», KOTOpas II03BOJISIET BBIYMCIWUTHL CYMMY HECKOJBbKHUX SIYeeK B

npeaejiax ogHoro croiadua wid ctpoku. B Excel MOXHO cuuTaTh HE TOJIBKO



CYMMBbI CTOJI6L[OB, HO M CTpPOK, TaK 4YTO HMCIIOJNBb3YEM €€ 14 BbIYMUCIICHUA,

Hampumep, oOIIMX PacXOA0B HA MPOAYKThI MMTAHMS 3a IIOJIT0aA.

R % .7 Bern’  Luzsl [CB0d soWeames npogren) 7 1s - x
1

illuux.n-lu
Z |mmaEHms |
5 Moocsa 1000.00 ¥
Fasnnsiswin 3
3 Muovopue
i Bnewaa n olyen 7
Hizio

0,00 P 1009.00F 4 006,007

YcraHoBUTE Kypcop Ha IIyCTOM KJIETKE COOKY HYXXKHOM CTpPOKM (B HalleM
ciiyyae 3to H2). 3atem Haxkmute kHonKy Cymma Ha 3akianke I'J1iaBHas B rpymnie
PenaktupoBanne. Temepb, BepHeMcCsl K TaOJaMlEe UM MOCMOTPUM, UTO K€

MPOU30ILIO.

m TABHAS BCTASKA  FASMETKACTPAHWLS  GCAMYIL OAHHHE  FELEHSWFOBAHVE B Fudl

Ridrn nEusID o g Flapa Rl A

R - X v =CYMMIE2GZ)

Rpoaymiel ] ;

2 |nuTEHMA 289500 P| 305,00 F|5657.00F 2345000 5641,00 0 2 323,00 PI=CyiMM{ B _t

Z Mpoeaa 1000,00P|2000,60P] 234.00PF 1S87.00P 1735,00F 1457,00F CYMMismcnol fuaceall .
PazaneuaHus 5 000.C0 P| b GO0.CO P[4 L0000 P FOD0.G0 P 3 GOG.00F 5 000,00 #
HETERRAT H0O0R] I000R] 300,008  3N000E 00,608 300

fi ﬂqr‘ W wirymn| 7 000,00 R | 4 000,008 | 3 500,008 0,00 5‘_ 100000 D_ 4000,00 5‘_

7 Mo 9295.00

B BbhiOpaHHOIl Hamu suelike mosiBUIach (opMmysia C HMHTEPBAJIOM sUeek,
3HAUCHMsI KOTOPBIX TpedyeTcss MpocymMMupoBaThb. IIpyM 3TOM oOnsgTh MOSIBUIACH
MYHKTUPHAs BBIACIUTEIbHASA paMKa. TOJIbKO B 3TOT pa3 OHa oOpamJjisieT He OJHY
KJIETKY, a BE€Ch JIMAaIla30H SI4eeK, CYMMY KOTOPBIX TPeOyeTCSI MOCUUTATb.

Tenepb mocMoTpuM Ha camy ¢dopmyiay. Kak u paHbliie, BHayajae UAET 3HAK
paBEHCTBAa, HO Ha 3TOT pa3 3a HuUM cieayeT (pynkmusa «CYMM» - 3apaHee
omnpeaeaeHHass (opmysia, KOTOpasl BBIMNOJHUT CJIOXEHME 3HAYCHUM yKa3aHHBIX
syeek. Cpaszy 3a (QyHKIMEH HOYT CKOOKM, pacIoJOXeHHbIE BOKPYI aJIpecoB
KJIE€TOK, 3HAYE€HMsI KOTOPBIX HYXXHO IPOCYMMMPOBaTb, Ha3bIBA€MbIC apryMeHTOM

dopmyabl. OGpaTtuTe BHMMaHME, 4YTO B (OpMyJe He YyKa3aHbl Bce ajapeca



CYMMUpPYEMBIX SIY€€K, a JIMIIb MEpBOM M mocienHei. JIBoeroune MexXay HUMU
0003HavyaeT, YTO yKa3aH Auana3oH KjieTok ot B2 no G2.

[Tocne Haxatusi Enter, B BbIOpaHHOM S4eiike IOSIBUTCS Pe3yjbTaT, HO Ha
3TOM BO3MOXHOCTU KHONKM Cymma He 3akaHuuBawoTcs. LllelkHUTe Ha CTPEIouKy
pSAOM C HEeW M OTKPOETCS CIIMCOK, colepxXallui (YHKUMU IJI BbIYMCICHUS
cpenHux 3HadyeHuid (CpemHee), KOJMYeCTBAa BBeOEeHHbIX JaHHBIX (Ywucio),
MaKcUMaIbHbIX (MakcumMym) 1 MUMHUMabHbIX (MUHUMYM) 3HAUYEHUIA.

J £ Beragute - }_-_ * C-_ = ﬁ
Yaanute = z Cymma

Dopmar - " DEeAHEE

—

s CTunm
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[Opyrne GyHEUMM...

Mtak, B Hameir Tabjiuiie Mbl IIOCUMTaIM OOILIME TpaThl 3a SIHBapb U
CYMMAapHbIiA pacxod Ha MPOAYKThbl NMUTaHUS 3a nmojaroga. Ilpm aTtoM caenanm 31O
JIBYMsI pa3HbIMU CIIOCOOAMM — CHauyaja C MCIOJIb30BaHMEM B (opMmyJie aIpecoB
siyeek, a 3aTeM, (PyHKIMU U Auana3oHa. Ternepb, camoe BpeMsl 3aKOHUUTb pacyeThl
JJISI OCTaBIIUXCS SIYEeK, IMOCYMTAB OOIIME 3aTpaThl MO OCTAJbHBIM MecslaM U
CTaTbsIM PacxoJiOB.

ABTO3anoJIHEeHUE

s pacuera OCTaBIIMXCS CYMM BOCIOJIb3YeMCS OJHOIM 3aMedaTelbHOM
0COOEHHOCTBIO TIporpaMMbl  Excel, KoTopas 3akiiouyaeTcsi B BO3MOXKXHOCTU
aBTOMaTU3UpPOBATh  MpPOLIECC  3allOJIHEHUSI s4eeK  CUCTEeMaTUu3MPOBAHHBIMU
JaHHBIMMU.

Muorma B Excel mpuxomuTcsi BBOAUTH MOXOXHWE OOHOTUIIHbIE JaHHBLIE B
OIpEeAeCHHON TIOCIAeA0BAaTeJIbHOCTM, HampuMmep, OHWU HeAeJu, [OaThl WIU
MOpsSIAKOBBIE HOMepa CTpoK. [loMHUTE, B IepBOii 4acTU 3TOTO LMKJIA B IIamKe
TaOJMLbl MBI BBOAWJIM Ha3BaHUE Mecsilia B KaXIbli cToa0el] mo otaejbHocTu? Ha
caMOM Jejie, COBEpPIIEHHO Heo0s13aTeJIbHO OBbLIO BBOAUTH BEChb 3TOT CIIMCOK

BPYYHYIO, TaK KaK MPUIOXEHUE BO MHOTHUX CJIydasix MOXET cleJiaTh 3TO 3a Bac.



HaBaiiTe cOTpeM Bce Ha3BaHHUS MECSIIEB B IlIANlKe Halleil TaOJMLbI, KpOMe
nepBoro. Tenepb BBIIEAUTE SYEHKY C HAOMUCBIO <«SHBapb» M INEepeMECTUTE
yKa3aTeJlb MBIIIN B MTPaBbIi €€ HUKHUI yroJI, 4To Obl OH NPpUHSI (OpMYy KpecTHKa,
KOTOPBI Ha3bIBA€TCSI MAPKEPOM 3amoJHeHHs. 3aKMUTE JIEBYIO KHOMKY MBIIIU U
MepeTalmTe ero Bopaso.

Ha sxpaHe mosgBuTCS BCIIbIBaIOIIasl MoACKa3Ka, KOTOpask COOOIIUT BaM TO
3HAaYEHHE, KOTOpPOE IporpaMmMa COOMpaeTcsl BCTaBUThb B CIACAYIOILIYIO KIETKY. B
HaueMm ciydae 310 «@eBpanb». [1o Mepe nepemeleHns] Mapkepa BHU3 OHa OydeT
MEHSIThCS Ha Ha3BaHUsS NPYIMX MeECSILEB, YTO MOMOXET BaM MOHSTb, IJie HYXXHO
octaHOBUTHcS. Ilocie Toro kak KHOIKa OyaeT OTMyIIeHa, CIIMCOK 3aIllOJHUTCS
aBTOMATUYECKHU.

Koneuno, Excel He Bcerma BepHO <«IIOHMMAaeT», KaK HYXKHO 3aIllOJHMUTH
MOCJAEAYIOIIME KIETKHA, TaK KaK IIOCJIeIOBaTEeJbHOCTU MOTYT OBITb AOBOJIbHO
pa3zHooOpa3HbiMu. IlpencraBuM cede, 4TO HaAM HEOOXOAMMO 3amOJHUTb CTPOKY
YEeTHBIMU YHMCJIOBBIMU 3HAaUYeHUAMMU: 2, 4, 6, 8 u Tak gajee. Eciu MbI BBeieM 4mCIIO
«2» 1 momnpoOyeM MepeMeCTUTh MapKep aBTO3alOJHEHUSI BIPaBO, TO OKaXeTcs,
YTO IporpamMMma IpeiaraeT, Kak B CJIEIYIOLIYI0, TaK U B Ipyrue sSiYeiiKu BCTaBUTh

ONATH 3HAUEHUE «2».

R P +

B sTOoM caydae, NpUIOXEHUIO HEOOXOOAMMO MPEAOCTaBUTb HECKOJbKO
Oonble JaHHBIX. /g 3TOro B cienylolleil siueiike crmpaBa BBeAeM LIUAPPY «4».
Tenepb BbACAMM 00€ 3alOJHEHHBIE KJIECTKM M BHOBb IIEPEMECTUM KYypCcop B
MpaBblii HUXKHUM Yroa o0JacTy BBIAEJEHUSI, YTO Obl OH MPUHSI GopMy MapKepa
BeifesieHus. [lepemeliass Mapkep BHU3, Mbl BUIMM, YTO TEIIEpb IIporpaMma IOoHsIa

Hallny MmocjcaoBaTCJIbHOCTDb 1 ITOKA3bIBACT B IMTOACKA3KaX HY>KHBIC 3HAYCHU .



Takum obpa3oM, IJI1 CIOXKHBIX MOCAEA0BATEAbHOCTEM, epe IIPUMEHEHUEM
aBTO3AIlOJIHEHMSI, HEOOXOAMMO CaMOCTOSITEILHO 3aIlOJIHUTh Cpa3y HECKOJIbKO
syeek, 4yTo Obl Excel mpaBMJIBHO CMOT OIPENEJUTh OOIIUI aJTOPUTM BbIYMCICHUS
UX 3HAYECHUN.

Tenepp naBaiiTe MPUMEHUM 3Ty IIOJE€3HYI0 BO3MOXHOCTb IIPOrpaMMbl K
Hallei tabauiie, 4To Obl HE BBOAUTH (DOPMYJIbI BPYYHYIO JIJISI OCTABIIMXCS KJIETOK.
CHauana BBIAEIUTE SYEUKY C YK€ MocCUUTaHHOU cymmoit (B7).

Tenepp «3alienuTe» KypCOpOM IIpaBblii HUWXKHMI yroJl KBaJpaTUKa WU
neperamute Mapkep BmpaBo 10 sueiliku G7. Ilocie Toro kak Bbl OTIIYCTUTE
KJIaBUIIly, TPUJIOXKEHUE caMO CKONUPYeT (popMysly B OTMEUEHHBbIEC SYEUKU, MPU
9TOM aBTOMATUMYECKM M3MEHUB aJpeca KIJIETOK, COAECPXKAIIMXCS B BbIPaXkK€HUMU,
MOJICTABYB IIPaBUJIbHbBIC 3HAUECHUS.

[Tpu sTOM ecau Mapkep IepeMellaThb BIIPaBO, KaK B HallleM ciyyae, WU
BHU3, TO YECKKM OyIyT 3aMIOJHSATHCS B TOPSAKE BO3pacTaHUs, a BJIEBO WUJIM BBEPX —
B IOPSIIKE YObIBAHUSI.

AHAJIOTMYHO TTOCTYIIAe€M CO CTOJIOLIOM

JobaBieHue CTPOK, CTOJIOLOB U O0ObEIMHEHUE STUYEEK

Y1oObl MOAYYUTHh OOJbIIE IMPAKTUKXA B COCTaBJIeHUM (HOpMyJ, JaBaiiTe
paclIMpyUM Hauly TaOJMIy M 3a0JHO OCBOMM HECKOJbKO OCHOBHBIX OIlepalluii ee
¢dopmatupoBaHusi. Hanpumep, n1odaBuM K pacXOgHOM 4acTU, CTaTbM JIOXOJOB, a
3aTe€M IIPOBEJAEM PACUYET BO3MOXHBIX OIOJI)KETHBIX HAKOILICHUIA.

[Tpeamnonoxum, 4To JOXOAHAS YaCTh TAOJMIIBI OyAET pacrojaraTbCs CBEPXY
HajJ pacxoaHoi. /s 3Toro HaMm MPUAETCS BCTAaBUTh HECKOJBKO JTOMOJHUTEIbHBIX
ctpok. Kak Bcerma, caeiarb 3TO MOXHO ABYMS ITYTSIMKU: MCHOJIb3Ys KOMaHIbl Ha
JICHTE WJIU B KOHTEKCTHOM MEHIO, UTO OBICTpEe 1 MpPOIIIE.

[IlenkHuTe B J1000I siYeiiKe BTOPOM CTPOKM IPaBOl KHOMKOW MBIIIA U B
OTKPBIBIIEMCSI MEHIO BbIOepUTe KOMaHAy BcTaBuUTb..., a 3aTeM B OKHE -

J106aBUTB CTPOKY.
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2 lnurasiua l2eaanne| 3085,000| 5657008 234500e| 5643,00e| 2323,000]22056,002

306 Bupeam 2000,002 234,008 1587,002| 1789,002| 1457008 8067,002

4E Konupos 6000,00®| 4000,009| 7000,009| 3000,00%| 5000,00R|30000,00%

1 B i 300,008| 300008 300002 300,002 300,008| 1800,00%

" (- 4000,008| 3500,008 0,00#| 1000,002| 4000,002|14500,008
0 11389,00 2| 10191,002| 11 232,00#| 10732,002( 39080,002|61923,00F
. MELHaNbH BCT2EBK3

[Tocne BcTaBKM CTpOKM OOpatuTe BHHUMaHME Ha TOT QakT, YTO IIO
YMOJYAHMIO OHAa BCTaBJISIETCSI HaJ BBHIOpAHHOM CTpPOKOM M uMeeT (opmar (LBET
(poHa s1ueeK, HACTPONMKM pa3Mmepa, LiBeTa TeKCTa U T. [I.) psifia, paclojaramierocs
HaIl HEM.

Ecin HyXHO M3MeHUTh (popMaTMpOBaHHE, BBIOPAHHOE IO YMOJYaHMUIO,
cpa3dy IIOCJIe BCTaBKM ILEJKHUTe Mo KHomke Ilapamerpbl mo0aBjeHHsi, KOTopas
aBTOMATUYECKM OTOOpasuTCs psSAOM C TIpaBbIM HWXHUM YIJIOM BbIOpaHHON
STYEUKW 1 BbIOEpUTE HY>KHBI BapUaHT.

AHAJIOTUYHBIM METOJAOM B TaOJMIy MOXHO BCTaBJISITh CTOJIOLIbI, KOTOPHIE
OyaoyT pa3MmellaThCsl cjieBa OT BLIOPAHHOIO CTOJIOLA U OTIAEJIbHBIC STYEHKU.

Kcratu, ecim B uTtore CTpoka WM CTOJOEL MOCAe BCTaBKM OKa3aluCh Ha
HEHY>XHOM MECTE, UX JIETKO MOXHO yaaiuTh. IllenkHuTe mpaBoii KHONKOW MBbIIIA
Ha J1000# sgueiike, MpUHAIIEXAIlEel yaanasieMoMy OOBEKTY M B OTKPBIBLIEMCS
MEHIO BBIOEpUTE KOMaHAy YaaquTb. B 3aBepllieHUMM YKaxXuTe, 4YTO MMEHHO
HeoOX0oAMMO YIAJIUTh: CTPOKY, CTOJIOEL] UM OTIACIbHYIO STYEHKY.

Ha nente nnsa onepauuii no0GaBieHUS MOXHO MCHOJb30BaTh KHOIKY
BcTaButb, pacrnojiokeHHy0 B rpynne fAdveiikm Ha 3akianke I'maBHas, a s
yIaJIeHUsI, OMTHOMMEHHYIO KOMaH/y B TOW XXe TpyIlne.

B Hamrem ciydyae HaM HEOOXOIMMO BCTaBUTh MSITh HOBBIX CTPOK B BEPXHIOIO

4acTb TaOJULIbI cpaly IocCJI€ HIaIlKH. I[J'[ﬂ 9TOIO0 MOXHO IIOBTOPHUTL OII€CpalluIO



Jn00aBJIeHUSI HECKOJBKO pa3, a MOXHO BbLIIIOJIHHUB €€ CAWHOXIbI HMCIIOJIb30BaTb

knaBuily «F4», KoTopasi HOBTOpsIET caMylo TTOCIEIHIOI OIlepaluio.

B utore mocie BCTaBKU IISITU TOPU3OHTAJIbHBIX PAOJOB B BCPXHIOIO 4YaCTb

TAOJIMLIBI, TPUBOIUM €€ K CIEAYIOLIeMYy BULY:

3 3apnnarta
4 CreneHgauA
5 Wroro
6
MNpogyxTol

7 MWATaHWA 2999,00P| 3089,00P| 565700P| 234500P| 5643,00P| 2323,00P|22056,002
& MNpoesn 1000,002| 2000,00P 234,00P| 1587,00P| 17335,00P| 1457,00P| 8067,00F
S Pa3ssnedyeHMs 5000,00f| 6000008 4000,00f| 7000,00P| 3000,00£| 5000,00#|30000,00F
10 MHTEpHET 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,002 1300,00¥¢

1 Opewpaw obyses|2000,00£| 4000,00P| 3500,00F 0,002 1000,002| 4000,00#|14500,00P
12 |MToro 9299,00P| 11385,00£|10191,00#|11232,00P2| 10732,00P| 5080,002|61923,00PL

benble HepopMaTMpoOBaHHBIE PsSAbl B TAOJMIIE Mbl OCTaBWJIM CII€LMAIbHO,
YyTOOBbI OTIEIUTHh JTOXOAHYIO, PACXOJHYIO M WTOrOBYIO 4YacTh JPYr OT Jpyra,
HaIXCaB B HMX COOTBETCTBYIOIIME 3arojoBku. Ho mepen TeM Kak 3To caejiaTh, Mbl
U3y4uM ellle oaHy ornepaiuio B Excel — o0beauneHne s4eex.

ITpn o6benMHEHUU HECKOJBKMX CMEXHBIX sueeK oOpa3yeTcsl ojJHa, KOoTopasi
MOXET 3aHMMaTh Cpa3y HECKOJbKO CTOJOLIOB Wiad CcTpokK. I[Ipy 3TOM uMeHeM
00bEIMHEHHOM SIYEKM CTAHOBUTCS aIpeC BEPXHEU N€BOM STYEHKU 00BbEIUHIEMOTO
nvana3oHa. B 11000if MOMEHT Bbl MOXETE€ CHOBAa pa3OUTh OOBbEIMHEHHYIO SUYEHKY,
a BOT KJIETKY, KOTOpasi HUKOIJa He Oblj1a 00beAuHEeHa, pa30UTh HE yIacTCsl.

[Ipy oObeaMHEHUM SUEEK, COXPAHSIOTCS JaHHbIE TOJbKO BEpXHEH JIEBOM,
JaHHBIE X€ BCEX OCTAJIbHBIX OOBEAMHSIEMBIX slueeK OyayT ynajieHbl. [lomHuTEe 3TO
M CHayaja Jydyllle TIpOMU3BOAUTE OOBEAWMHEHME, a JIMIIb II0TOM BBOJIUTE
MH(GOPMALIMIO.

BepHemcs k Hameil Tabauue. [asg Toro, 4toObl HamucaTb 3arojJOBKU B

OeJIbIX CTpOuYKax HaM IOHAJAOOMTCS JUIIbL OAHA siueiika, B TO BpeMsl KaK ceiyac

OHH COCTOAT U3 BOCbMMU. I[aBafITe UCIIpaBUM 3TO. BbI,Z[CJ'H/ITC BC€ BOCEMDb AYECCK



BTOpPOro psga Tabiuibl M Ha Bkiaake I'aaBHasa B rpymniec BbipaBHuBaHue

M ECJIKHUTEC Ha KHOIIKY 06’BeIlI/IHI/ITb H MOMECTUTD B IICHTPE.

FABHAA BCTABKA PAIMETKA CTPAHMLbI GOPMY/H [AHHHIE PELIEH3MPOBAHWE B Foxit PDF

- x Calibri “111 A A = ¥ - & [enexubiii v —E °d T4 ‘
R - - # 3
Berasute = KKUY- H- D-A-===== B T-gm 559 ) Yenosros Dopmatuposate CTunm :;
- _— Aomremangpapne~  KkakTafonly - sueex~ £
Bydep o6MEH T3 Wpndr - BoipaEHBaHME Bl Of WTh W MOMECTHTE B LBHTPE
— ‘ 'f" B Ofpeam
A B c D E B Omens
2 I I
2 3apnnara
4 CreneHama
5 Mromo
ﬂponymbl 9 AononnMTensrsie CBEAEHHA
7 NMTaHWA 2995,00P 3089,008| 5657,00P| 2345,00F| 5643008 sozswur|zzvovuur
8 MNpoesg 1000,00L| 2000008 234,00P| 1587,00P| 1785,008 1457,00F| 8067,00F
G Pa3ssnedeHwn 5000,00P| 6000,00P| 4000,00P| 7000,00#| 3000,00P| 5000,00P)30000,00F
10 MHTEpHET 300,009 300,002 300,00 300,00 £ 300,002 300,002| 1800,00¢
1 Ogenaa W obyes| 2 000,002 4000,002| 350000 0,00#| 1000,008| 4000,00F(14500,008
12 Mroro 9299,00P| 11389,00P) 10191,00P) 11232,00F| 10732,00P| 9080,00P)61923,00F

[Tocne BbIMONMHEHMS KOMAaHIbl BCE BbIICJICHHbIE SYEHKU B CTPOKE
00BbEAUHATCS B OAHY OOJIbIIYIO STYEHKY.

PanoM ¢ kHomKoll 0ObeAMHEHMUSI pPaACIOJOXEHA CTpeaodyka, HaxaTrue Ha
KOTOPYIO BBI30OBET MEHIO C JOIOJHUTEIbHBIMM KOMaHIaMU, MO3BOJSIOIINMU:
00bEAVHAITh SYEMKM 0€3 LEHTPaJbHOIO BbIPAaBHMBAHUSI, OOBECAMHSATH LIEJIbIC
TPYIIIBI STY€EK 110 TOPU3OHTAIM U BEPTUKAJIM, a TAK:KE OTMEHUTh OObEIMHEHUE.

[Tocne noGaBieHMsS 3aroJOBKOB, a TakKe 3alOJHEHUS CTPOK: 3apruiara,
CTUIIEHIMSI, CYMTAEM MTOrO AOXOAbI 32 KaXKAbIA MeCSI M BCEro Mo Kaxiaon Tparte,

N00aBUM TaKXKe CTPOKY HAKOILICHUS.



2 Joxoabi
3 3apnnata
4 Crenedpwa
5 MWroro
a Pacxogbl
MpoayKTbi

7 nMTaHua 2999,00#| 3089,00P 5657,00f 2345,00F| 5643,00P| 2323,00F|22056,00F
g Tpoesg 1000,00 8| 2000,00P 234,00£| 1587,00P| 1789,008| 1457,00P| 8067,00°
3 Pa3eneyeHun 5000,00#| 6000,00f| 4000,00Ff| 7000,00F| 3000008 5000,00%F 3000000%
10 MHTEpHET 300,00 F 300,00 P 300,00 P 300,00 ¢ 300,00 300,002| 1800,00#

1 Opewpa v obyes| 2 000,00 | 4000,00P| 3500,00P 0,00#| 1000,00F| 4000,00#)|14500,00¥#
12 Mroro §2595,00#( 11389,00P| 10191,00#(11232,00F| 10732,002| 9080,00P2|61923,00#
14 HakonneHwA | | | | | | |

i

B nepBoMm Mecsilie HaKOIIeHUSI OyayT CKJIaAbIBaThCsl M3 OOBIYHOM pa3HULIbI
MEXIy AOXOJIO0M, MOJYYEHHbIM 3a MECSI M OOIIMMU pacxoJaMy B HeM. A BOT BO
BTOPOM MeCS1e Mbl K 3TO pa3HUlIe NPUILIIOCYyeM OajlaHC IepBOro, Tak KaK Mbl
BEeJEM pacyeT MMEHHO HaKOIUIEHUM. Pacy€Thl misl mociaeayrolmnx MecsleB OyayT
BBITIOJTHATBCS IO TAKOM K€ CXeME€ — K TEKYIIEMY €XEMECIYHOMY OajaHCy OymyT
MpUOAaBIATHCS HAKOILJICHMUS 3a TIPeablAyIIUi MepUuo/.

Tenepp nepeBeaeM 3TU pacyeTbl B (popMyiabl noHsATHbIe Excel. s ssHBaps
(siueiiku B14) dbopMyna ouyeHb mpocTa U OyaeT BbITJISAETh TaK: «<=B5-B12». A BoT
st ssyeiiku C14  (deBpajib) BbhIpakeHHE MOXHO 3alucaTh JBYMsSI pa3sHbIMU
cnocobamu: «=(B5-B12)+(C5-C12)» unu «=B14+C5-C12». B nepBoM ciiyyae Mbl
OIISITh MPOBOAMM pacyeT OajlaHCa MPEAbIAYILIEro Mecslia M 3aTeM MpudaBisgeM K
HeMy OajaHC TEKYILEro, a BO BTOpOM B (pOpPMyJly BKJIIOYAETCS YK€ pacCUYMTaHHbIN
pe3yjabTaT MO mpeabiaylieMy Mecsiy. KoHEYHO, UCIOJb30BaHUE BTOPOTrO

BapMaHTa MJIsI  TOCTpoeHUs  (opmyiabl B HallleM  clydyae  Iopasio

MpeAIouTuTeIbHee. Beap ecam ciiemoBaTh JIOTMKE IIEPBOTO BapuaHTa, TO B
BbIpaXXEHMU 1T MapTOBCKOTO pacueta OyaeT (urypupoBaTh yxKe 6 aapecoB
syeek, B ampesie — 8, B Mae — 10 u Tak gajnee, a MpU MCIOJAb30BaHUMU BTOPOIO

BapMaHTa MX Bcerma OyaeT TpHu.



Hns  3anojiHeHMs1 ocTaBliuMxcd sg4yeek ¢ D14 nmo G114 npumeHum
BO3MOXXHOCTh MX aBTOMATMYECKOIO 3alOJHEHHUS, TaK XE KaK Mbl 3TO Acjalu B
clay4yae ¢ CyMMaMHu.

Kcratn, ni1d npoBepkyd 3HAYE€HUSI WTOTOBbIX HAKOIUIEHMII Ha WIOHb,
Haxoasuierocss B kietke G14, B sueiike H14 MOXHO BBIBECTM pa3HMILY MEXIY
obuIeit cymMMoi exeMecsauyHbIX goxomoB (HS) m exemecsyHbix pacxomoB (H12).
Kaxk Bbl MOHMMaeTe, OHU JOKHBI ObITh PaBHBbI.

Kak BUAHO M3 MOCAEIHUX pacyeToB, B (popMyJiaX MOXHO MCHOJb30BaTh He
TOJIBKO ajpeca CMEXHbIX SlY€€K, HO U JIOObIX APYIrUX, BHE 3aBUCUMOCTU OT MX
pAaCIIOJIOKEHUsSI B JOKYMEHTE WJIM MPUHAIJIEXHOCTM K TOM WJIM WHOM Tabiuie.
bonee Toro Bl BIpaBe CBSI3bIBaTh SIYEWKM, HaXOASIIMECS Ha pa3HbIX JIMCTaxX

JOKYMCHTA M JaXE€ B PAa3HbLIX KHHUTIAaX

A BOT U Hallla UTOTOBasI TaﬁJ'II/ILIa C BBLIIIOJTHCHHBIMH paC‘IéTaMI/IZ

K18 - fx
A B C D E F G H
_ |sweapo |¢espann [wmapr  |anpenw  |mai  |mwows  |Bcero |
2 Joxoapi
2 3apnnara 50 000,00 2| 50000,00f| 50000,00#| 50000,00£| 50000,00f| 50000,00F|300000,00P
4 CreneHaus 2500,00P| 2500,00P| 2500,00P| 2500,00P 2500,00 | 2500,00P| 15000,00¥
5 Hroro 52500,00P| 52500,00F| 52500,00F| 52500,00P| 52500,00F| 52500,00F|315000,00P
B Pacxoabl
MpogykTbl

7 MNWMTaHWA 2999,00P| 3089,00P| 5657,00P| 2345,00P 5643,00F| 2323,00P| 22056,00P
3 nNpoesg 1000,00°| 2000,008 234,00F| 1587,00P 1785,00#| 1457,00P| 8067,00P
S Pa3sneyeHus 5000,00P| 6000,00&#| 400000f 7000,00P 3 000,00 # 5 000,00 | 30000,00#
10 WHTEpHET 300,002 300,00 # 300,008 300,00£ 300,00 ¢ 300,002 1800,00f

| Opewpawobyss| 2000,008( 4000,00P| 3500,00P 0,00 P 1000,00F| 4000,00P| 14500,00¥

2 Wroro 9299,00P| 11389,00P| 10191,00P| 11232,00P| 10732,00F| 9080,00P| 61923,00P

4 HakonneHwua |43 201,00 P| 84 312,00 P| 126 621,00 #|167 889,00 £| 209 657,00#| 253 077,00 2| 253 077,00 £

Pacrnieuaraiite moysiyduBIIMICS OTYET.




IIpakTuyeckas padora Ne6

®dopmy.abl, hbynkmuu 1 guarpamvbl Microsoft Excel

Lenp m 3amaum pabGOTBHI: HAy4YUTHCS pPEAAKTUPOBATh (OPMYJbI, CTPOUTH
rpaduku GyHKLUN U TUCTOIPAMMbI

3HaTh: peJakTupoBaHUEe (POPMYJT U CUCTEMY OTCIEKMBAHUSI OIIMOOK, 4TO
TaKOE€ OTHOCUTEJIbHBIE U a0COJIIOTHBIE aipeca sTueeK

YMmeTh: nucath GopMysibl ¢ aOCOMIOTHBIMU aapecaMu siYyeeK, co3daBaTh U
penakTupoBaTh rpagpuyeckue o0beKThl B Microsoft Excel

Binagets: HaBbIKaMu HanucaHus GOPMYJIB ¢ aOCOMIOTHLIMU agpecaMu sTYeekK,

co3/iaBaTh U pelakTUpoBaTh rpapudyeckue oobekThl B Microsoft Excel

PenaktupoBaHue ¢popmya U cucTeMa OTCAEKMBAHMST OLLIMOOK

Bce dopmynbl, KoTOpble HaxomdaTCd B sdeiiKax TaOJMMIbl MOXKHO
OTPEAAKTUPOBATh B JIIOOOM MOMEHT. [[JIsI 3TOro AOCTAaTOYHO BBIAEIUTDH STYEUKY C
(popMyJi0if 1 3aTeM ILEJKHYThH 110 CTPOKEe (hOpMYJ Hal TaOJMIIEH, IIe Bbl CMOXETE
cpa3y Xe BHEeCTM Heobxomumble m3MeHeHMs. Eciu Bam ynoOHee peaaKTMpoOBaTh
COIEPKUMOE HEMOCPEICTBEHHO B CAMOM Sd4eiiKe, TO KIIMKHUTE [0 HEl IBa pasa.

[Tocne okoHYaHUSI peaakKTUpPOBaHUS HaxXMmuTe KiaBuiuyd Enter wam Tab,
nociae 4dero Excel BBIMOJMHUT MepepacyeT C y4yeTOM M3MEHEHUH U OTOOpa3uT
pe3yJibTar.

JIOBOJIBHO 4YacTO CJIy4aeTcsl TakK, YTO Bbl BBeJM (POpPMyJly HEBEPHO WJIMU
nocjae ynajieHuss (M3MEHEHMsI) COIEPXKMMOIO OOHOM M3 S4YeeK, Ha KOTOpYIO
cchliaeTcs (¢opmysa, MPOMCXOAUT OIIMOKA B BbIUMCIEHMsIX. B Takom ciydae,
Excel HenpeMeHHO M3BECTUT Bac 00 3TOM. PSIaoM C KIETKOM, Ie COAEPXXKUTCS
OILIMOOYHOE BbhIpaXXE€HUE, MOSIBUTCS BOCKIMIIATEIbHBIN 3HAK, B XXEJITOM poMOe.

Bo MHorux ciydasix, NpWJIOXXEHME HE TOJbKO M3BECTUT Bac O HaJIMYHUe
OLIMOKM, HO M YKaXXET Ha TO, YTO UMEHHO CAEJaHO HE TaK.

PacmmmdpoBka ommbok B Excel:



##### - pe3yJbTaTOM BBINOJHEHUS (POPMYJbI, KCIOJb3YIOLICH
3HAUYEHMS JaThl M BPEMEHM CTaJ0 OTPULATEIIbHOE YMCIO WJIM Pe3yJbTaT
00pabOTKM HE YMELIAETCS B SIUYECHKE;

#3HAUY! - ucnoab3yercsl HEIONMYCTUMBIM TUII ollepaTopa WU
apryMeHTa ¢gopMybl. OnHa M3 caMbIX pacIpOCTPAHEHHBIX OIIMOOK;

. #]IEJ1/0! - B dopmysie OCYLIECTBISIETCSI MOMBITKA ACJACHUS Ha
HOJIb;

° #UMMA? - ucnonablyemoe B (dopmyne HWMS HEKOPPEKTHO U
Excel He MOXeT ero pacrno3HarThb;

° #H/II - HeompeneneHHble naHHble. Yalue Bcero 3Ta olIMOKa
BO3HUKAET MPU HEMPABUJIBHOM OIIpEIEIEHUU apryMeHTa (YHKIIUY;

° #CCDBLJIKA! - ¢dopmysia cogep:KMT HENOIYCTUMYIO CCBHIJIKY Ha
SIYEKY, HAaIIpUMeEp, Ha SiYeliKy, KoTopas Oblla yaajieHa.

. #UYUCIIO! - pe3yabTaToM BBIYMCICHMS SIBISETCS YHUCIIO,
KOTOPOE CJAMIIKOM Maji0 WJIM CAUIIKOM BEIMKO, YTO Obl €r0 MOXHO OBbLIO

ucrnojb3oBaTb B MS Excel. [IuamazoH oToOpaxkaeMblx 4YHCEI JIEXUT B

307 307

npoMexyrtke ot -107" mo 107",
#IIYCTO! - B dopmyne 3agaHo TmepecedyeHUe o00JacTei,

KOTOpPBIE Ha CAaMOM J€JI€ HE MMEIOT OOIIMX STYeeK.

Eme pa3 HanmoMHMM, 4TO OIIMOKM MOIYT TIOSIBJISITbCSL HE TOJBKO W3-3a
HEIMPaBWIbHBIX JAHHBIX B (DOpMYJIe, HO U BCJIEICTBUE COAEPKAHUSI HEKOPPEKTHOM
“H(pOpPMALIMHU B sTUeiiKe, Ha KOTOPYIO OHA CChLIAETCS.

MHuornma, xorga gaHHBIX B TabJMiie MHOIro, a ()OpMyJbl coaepKaT OOJIbIIOe
KOJMYECTBO CChUIOK Ha pa3MYHbIC SYEWKW, TO MNPU IIPOBEPKE BBIPAXXEHMSI Ha
MPaBWIbHOCTh WJIM IIOMCKA MCTOYHMKA OIIMOKM MOIYT BO3HUMKHYTHb CEPbE3HbIC
TpyaHocTU. UTO OBl 00JIETYUTH PabOTy IOJb30BaTEAd B TaKMX cUTyauMsx, B Excel

BCTPOCH MWHCTPYMCHT, MO3BOJISIIOLIMIMA  BbIICIUTh Ha 9KpaHC BJIUAIOININEC U

3aBUCUMBIE TYENKU.



Bausiionmpe sg4eidkym — 5TO SIYEVKM, HAa KOTOPbBIE CChUIAIOTCS (POPMYJIbI, a
3aBUCHMBIE STYEKH, HAa0OOpOT, comepKaT (POPMYJIbl, CChUIAIOIIMECS HA ajapeca
KJIETOK 3JICKTPOHHOM TaOJIUIIBI.

Y1oObl rpapuuecku OTOOpa3UTh CBA3M MEXIY sYeiiKaMu U (hOpMyJaMu C
IMOMOIIbI0 TaK Ha3bIBAEMBbIX CTPEJOK 3aBHCHUMOCTEH, MOXHO BOCHOJIb30BAThCS
KOMaHAaMM Ha JieHTe Biusiomue s4eiikym 11 3aBUCHMbIE SYEHKH B TpYIIIIC
3aBucumocTu (popMyJ1 Bo BkIiagke DopMy.Jibl.

Hanpumep, npaBaiiTe INOCMOTpMM, KaK B Halleil TeCTOBOM TabJMlIE,
COCTaBJICHHOM B TPEIbIAYIIMX ABYX 4YacTsaX, (POPMUPYETCS WTOTOBBIMA pe3ysbTaT
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Hecmotps Ha To, uTOo (popMysa B JaHHOI siueiike umeeT Bua «=HS — H12»,

nporpamma Excel, ¢ MOMOIIbBIO CTPEIOK 3aBUCUMMOCTEM, MOXET IIoKa3aTb BCE
3HAYEHHUSI, KOTOPhIE YUYYBCTBYIOT B BBIUMCJIEHWM KOHEYHOTO pe3yibTaTa. Beab B
knetkax HS u H12 Tak xe comepxarcsd (opMyJibl, UMEIOLINE CCHUIKA Ha APYyrue
agpeca, KOTOpble B CBOIO O4Ye€pelb, MOIYT coaepXaThb KakK (OpMyJbl, TaK U
YKCJIOBbIE KOHCTAHTHI.

Yto0bl ygaauTh BCE CTPEJKU C pabouyero Jucra, B Tpyire 3aBUCUMOCTH

¢opmya Ha Bk1agke @opMyJibl, HAXKMUTE KHOMKY YOpaTh CTPEJIKH.



OTHoOCUTEbHBIE U a0COMIOTHBIE afpeca siueek

Bo3moxHocTh KonupoBaHus Gopmys B Excel u3 ogHoM sSl4eiKU B APYTYIO C
ABTOMAaTUYECKUM M3MEHEHMEM aJpecoB, COAEPXKAILIMXCS B HHUX, CYIIECTBYET
OJ1arogapsi KOHLEIIMY OTHOCUTEJIbHOM aapecamuu. Tak 4yTo Xe 3To Takoe?

Heno B ToM, uto Excel moHumaer aapeca siueek, BBEAEHHBIX B (POPMYJIY HE
KaK CCBUJIKYy Ha MX peajJbHOE€ MECTOpPacHoJOXEHHWE, a KaK CChUIKY Ha MX
MECTOPACIIOJOKEHUE OTHOCUTENIbHO SYEMKM, B KOTOpPOW HaxoauTcs ¢dopmyia.
[Tosicnum Ha ipuMepe.

Hanpumep, sueiika A3 comepxur dopmyny: «=Al+A2». JIna Excel ato
BbIpaXk€HHE HE O3HAYAET, YTO HY>KHO B3Th 3HaUeHUE U3 sS4yeilku Al ¥ nmpubaBUTH
K HeMy 4YHuCJIo u3 sueiiku A2. BMecTo 3TOro OH MHTEepHpeTUpyeT JaHHYIO
(opMyiy, KaK «B3SITb YUCJIO U3 SIYEHKHU, PACIIOJOKEHHOM B TOM XK€ CTOJIOLE, HO Ha
JIIB€ CTPOKM BBIIIE M CJIOXWUTb €r0 CO 3HAYEHUEM SYEHKM BTOro Xe CToJolLa,
PAaCIIOJIOKEHHOM BbIIIE HA OAHY CTpOoKYy». IIpu KonupoBaHuM naHHOI (POPMYJIBI B
IpyIylo s4eiky, Hampumep, D3, npuHUMI onpeaciacHUs aapecoB SUYeEeK,
BXOASIIIMUX B BBIPAXEHUE, OCTAETCI TEM Xe€: <«B3ATb YMCIO M3 SYEHKHU,
PACIIOJIOKEHHOM B TOM K€ CTOJI0LIE, HO Ha IB€ CTPOKM BBIIIE U CIOXUTb €T0 C...».
Takum obpazoM, 1ocie KonupoBaHusd B D3, ncxogHas ¢popMmynaa aBTOMaTUYECKU
npumet BUa «=D1+D2».

C OoIHOM CTOPOHBI, TAKOM TUII CCHUIOK JAaeT MOJb30BATE/ISIM IMPEKPACHYIO
BO3MOXHOCTb IIPOCTO KOMMPOBATh OJMHAKOBBIE (DOPMYJIbI U3 STUEHKU B SUYEHKY,
130aBJIsid OT HEOOXOAMMOCTU BBOAUTH UX CHOBA W CHOBA. A C APYroii CTOPOHBI, B
HEKOTOPBIX (PopMysiax HEOOXOIMMO ITOCTOSIHHO WCIIOJb30BaThb 3HAYEHWE OIHOM
OIIPEICJICHHOM SUeKM1, a 3TO 3HAYMUT, YTO CChUIKA HA HEE HE JOJDKHA M3MEHSThCS
1 3aBUCETb OT PACIIOJIOXEHUS (POPMYJIbl HA JIUCTE.

Hanpumep, mpeacraBuMm, 4To B Halleil Tabjulie 3HAYEHUS OIOMXKETHBIX
pacxogoB B pyOJisIX OydyT pacCYUTBLIBATHLCS MCXOHOsI M3 JOJJapOBBLIX 1I€H,
YMHOXEHHBIX Ha TeKYILIMI KypC, KOTOpPBIMA 3amMcaH Bcerga B sueiike Al. DTo
3HAYUT, YTO MPU KONUPOBAHUMU (POPMYJbI CChLIKA Ha BTy SYEHKY HE JOJDKHA

N3MCHATDHCA. Torz[a B OTOM CdCJjy4dac€ cCJIeayer npuMMCEHATL HE OTHOCHUTCIBHYIO, a



a0COMIOTHYI0 CCBUIKY, KOTOpasl Bcerga OyIeT oOcCTaBaTbCsl HEU3MEHHON Mpu
KOIMMPOBAHUY BBIPAXECHUS U3 OJHOM SYEUKU B IPYIYIO.
C nomolplo abCOMIOTHBIX CChUIOK MOXHO AaTh KomaHay Excel npu
KOIMMPOBAHUU (POPMYJIBI:
. COXpaHATb CCBUIKY Ha CTOJIOEl] IOCTOSIHHO, HO IIpU 3TOM

U3MEHATH CCHUIKU Ha CTOJIOIBI

. U3MEHSITh CCHUIKM Ha CTPOKU, HO COXPAHSITh CChUIKY Ha CTOJIOELI
. COXPaHATb MOCTOSIHHBIMM CCBUIKM, KaK Ha CToJIOell, TaK M Ha
CTPOKY.

YtoO6bl MNpeBpaTUTb OTHOCUTEIbHYIO CCBUIKY B  aOCOJIOTHYIO WU
CMEIIaHHYI0, HeoOXOOMMO BBeCTM 3HaK goyaapa ($) mepen Toil ee 4YacThbio,
KOTOpas I0JDKHA CTaThb aOCOJIOTHOIA.

$A$1 - ccplika Bcerma ccbliaeTcsl Ha sueiiky Al (abcosroTHast

CCbLJIKA);

° A$1 - cchulka Bcerma ccblIaeTcsl Ha CTPOKy 1, a myTh K

CTOJIOIy MOXKET U3MEHSThCS (CMEIIaHHAsl CChLUIKA);

. $Al - ccpulka Bcerga cchllaeTcd Ha CTojOel A, a MyTh K

CTPOKE MOXET U3MEHSThCS (CMEIIaHHAs CChLIKA).

Jng BBoma aOCOMIOTHBIX M CMELIAHHBIX CCHUIOK HMCIIOJb3YeTCsl KiaBUILA
«F4». Boeigenure sueiiky mjisi (popMyJsibl, BBEAUTE 3HAK PaBEHCTBA (=) U KJIMKHUTE
M0 KJIETKE, Ha KOTOPYIO HAaa0 YCTAHOBUTh aOCOJIOTHYIO CCBLIKY. 3aTeéM HaXXMMTE
knaBuiny F4, mocie yero nepen OyKBOM CTOJIOLIa U HOMEPOM CTPOKM Iporpamma
ycraHoBur 3Haku gojuiapa ($). IloBropHble Haxatuss Ha F4 1mo3BoJSIOT
MEepexXoaIuTh OT OJHOIO THIMA CChUIOK K ApyruM. Hampumep, ccouika Ha E3, Oymer
uukiandHo usMeHsthes Ha $E$3, E$3, $E3, E3 u Tak nanee. [1pu Xenanuu 3Haku $

MOXHO BBOJIUTH BPYUYHYIO.

DOyHKIMN



Oynkuusgamu B Excel HasbiBaloT 3apaHee omnpeneieHHBbIE (OpPMYbI, C
IMOMOIIbIO KOTOPBIX BBIMNOJHSIOTCS BBIYMCICHUS B YKa3aHHOM IIOpSIAKE IIO
3aJaHHBIM BeInduHaM. [Ipy 3TOM BBIYMCIEHUSI MOTYT ObITh KaK MPOCThIMU, TaK U
CJIO>KHBIMU.

HanpumMmep, onpenencHue cpeaHero 3HaY€HUs IISTU SY€eK MOXHO OIMCATh
dopmynoit: =(Al + A2 + A3 + A4 + AS5)/5, a MOXHO cnelualbHON (DyHKIIMER
CP3HAY, «xoropas  COKpaTUT  BbIpaXeHUMe OO0  CJICAYIOIIEro BUJA:
CP3HAUY(A1:AS5). Kak BuauTe, 4To BMECTO BBOAA B (pOPMyJIy BCEX aJPECOB SUEEK
MOXHO MCHOJIb30BaTh OINPENEJICHHYIO (PYHKIIMIO, YKa3aB €ii B KaueCTBE apryMeHTa
X AUaIa3oH.

Hns padorel ¢ ¢yHkuusiMu B Excel Ha seHTe CylIeCTBYeT OTIEIbHAs
3akiagka Dopmysbl, Ha KOTOPOI pacIojlaraloTcsi BCE OCHOBHBIC MHCTPYMEHThI

JJIS paOOThI C HUMM.

ASME TEA LI PASVILE SUFMY B AnHHsE FELEHSMIMLEARINE -1 Fokl PUr

THAHPHPE

Hago oTMeTuth, 4TO IporpaMma cCoOAEpPXUT 0ojee ABYXCOT (PYHKIIUM,
CIIOCOOHBIX OO0JIErYUTb BBINOJIHEHME BBIYWCIACHUN pPa3iIUMYHON  CJIIOXHOCTH.
I[Tostomy Bce d¢dynkuun B Excel pasgelieHbI Ha HECKOJABKO KaTEeropuid,
IPYNIMPYIOIIMX KX IO TUILy pellaeMblx 3aaady. Kakue HMMEeHHO 3TH 3adayu,
CTAHOBUTCS SICHO U3 Ha3BaHUIi Kateropuii: ®uHaHcoBbIe, Jlornueckue, TeKCTOBbIE,
MaremaTtuueckue, CtTaTUCTUYECKUE, AHAJIMTUYECKME U TaK Jajice.

BriOpath HeoOXOOMMYIO KATEropyMild MOXHO Ha JIEHT€ B TIpyIme
buoimoreka ¢dynkuuii Bo Bkiaake @opmyasl. [locie 1ieauka mo cTpeioyke,
pacrojlaralIencss psaaoM C KaxIod M3 KaTreropuil, packpbIBAcTCS CIUCOK
(pyHKIMIA, a TIpM HABEIEHUM Kypcopa Ha JI00YI0 M3 HUX, MOSBISIETCS OKHO C €€
OITMCAHUEM.

BBon ¢yHkumii, kak 1 (Gopmysl, HaUMHAETCSI CO 3HaKa paBeHcTBa. Ilocie
uaeT umMsa (PyHKIMM, B BUJe a00peBrUaTypbl U3 OOJIbIIMX OyKB, YKa3blBalollel Ha
€€ 3HauyeHHuE. 3aTeM B CKOOKaxX yKa3bIBaIOTCS aprymMeHTbl (yHKIIMM — JAHHBIC,

MCITOJIB3YIOIUECA MJId IMOJIYUYCHUA PEIyJbTaTa.



B kauecTtBe aprymeHTa MOXET BBICTYNaThb KOHKPETHOE  YHUCIO,
CaMOCTOSITE/IbHAS CChLJIKA Ha $S4YeiKy, 1iejiasgd Cepusl CChUIOK Ha 3HAYeHUsS WU
SIYEMKM, a TaK Xe Auana3oH sg4eek. [Ipu 3ToM y omHUX PyHKIMIA apryMEHTbl — 3TO
TEKCT WJIM YMCJIa, Y IPYTUX — BpeMsl U JaThl.

MHorue ¢pyHKUMM MOTYT MMEThb Cpa3y HECKOJbKO aprymMeHToB. B Takom
cllydae, KaxXOblili M3 HHUX OTICISIETCd OT CJICAYIOLIEro TOYKOM C 3alsaToM.
Hampumep, ¢ynkmus =ITPOU3BEI(7; Al; 6; B2) cuuraer npousBeneHUe
YETHIPEX pa3HbIX YMCEJ, yYKa3aHHBIX B CKOOKaX, M COOTBETCTBEHHO COIEPXUT
yeTbipe aprymeHnTa. IIpy aToM B Hallem ciayyae OJHW apryMEHThI YKa3aHbl SIBHO, a
IpyTUe, SIBJISIIOTCS 3HAYEHUSIMU OIPEICICHHbBIX SYEeK.

Tak e B KauyecTBe apryMeHTa MOXHO MCIOJIb30BaTh JIPYryr (PYHKIIUIO,
KOTOpass B O3TOM CJy4yae Ha3bIBaeTCd BJOXKeHHOH. Hamnpumep, dyHKuusa
=CYMM(AIL:AS5; CP3HAY(B5:B10)) cymMupyeT 3HaYeHUS SY€EK HAXOMSIIMXCS
B auamna3oHe oT Al mo A5, a Tak Xe cpeiHee 3HaueHue 4Yucesl, pa3MEIlIEHHBIX B
kietkax B5, B6, B7, B8, B9 u B10.

Y HeKOTOpBIX NPOCTHIX (DYHKIIMI apryMEHTOB MOXET He ObITh BOBce. Tak, ¢
noMoiiplo pyHkuun =TJATA() MOXHO MOJYy4YUTh TEKYyLIME BpeMsl U OaTy, He
KCIIO0JIb3YSl HUKAKUX apTyMEHTOB.

Haneko He Bce ¢yHkuM B Ecxel uMmeroT mpocTtoe ompelnencHUe, Kak
¢dynkisas CYMM, ocyuiecTBiasoomas CyMMHUPOBAaHME BbIOPAHHBIX 3HAYCHMIA.
Hekortopble M3 HMX HMMEIOT CJIOXHOE€ CHHTAKCMYECKOE HamuWCaHWE, a TaK XKe
TpeOylOT MHOIO apryMeHTOB, KOTOpbIe K TOMY XK€ JOJDKHbI OBITh IPaBUJIbHBIX
TunoB. YeMm cioxHee (DyHKIMS, TEM CJIOXHEE €€ IpaBWIbHOE cocTaBieHue. U
pa3pabOTUMKM 3TO Y4UJIM, BKIIOUUB B CBOM 3JEKTPOHHBIE TaOJMIIbl MOMOIIIHUKA MO
COCTaBJICHMIO (pyHKIIMI 111 oJib3oBaTesieii — MacTtep (pyHKImid.

[nss Toro uto OBl HayaTh BBOAUTH (PYHKILUIO C MoMollblo Macrtepa
¢dyHkumii, 1meIKHUTE Ha 3HaA4oK BeraButh dynkmuo (fx), pacriosioKeHHBIN

ciaeBa ot Ctpoku dhopmy..
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dynrumo

|n Mocnegrine = Texcrosoie = |u Maremarnyeckne =
B ounarcossie~ | faraw BpemMa ~ [ Apyrue dyHkupmm -

BuGanotexa dyHxymn
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Tak xe KHOIIKY BcTaButhb (by]-[KllI/IIO Bbl HaMIETEe Ha JICHTE CBEPXY B

rpymie bubdaumoreka ¢yHkumii Bo BKiIagke Dopmyasl. Ellle omHUM criocobom

BbI30Ba MacTepa PYHKILMI sgBisieTcs coueTtaHue Kiauin Shift+F3.

ITocne OTKPLITHA OKHa IMTOMOIINDHHKA, IIEPBOC, YTO BaM IIPUIACTCA CACIATL —

3TO BBIOpaTh KaTreropuio (pyHKLUHU. g 3TOro MOXHO BOCHOJb30BAThCS I10JIEM

ITIOMCKa NI HUCIIaaaromuM CIIMCKOM.

Mownck dyHELWK:

BEESAWTE KPaTKOE OMWUCAHUE AEWCTEUA, KOTOPOE HYXKHO
EBIMOAHWUTE, U HAXMWUTE KHONKY "Hadti

Kateropua: 10 HegasHO MCNONL3I0BABWWXCA

BrIGepUTEe DYHKLWIO:

ECN
(CYMMECWMA |
CYMM

CP3HAY

FUMEPCCBLTKA

CYET

MAKC

CYMMEC/TM(ananasox; KpUTEDHIL ANaNasoH_CyMMBDOBaHKA)
CyMMUPYET AYERKM, 3a4aHHBIE YKa3aHHbIM YOI0BMEM.

Cnpaeka no 310W QYHKLWK

B cepenuHe okHa oTpaxaercs nepedyeHb (PYHKLMIA BBIOpaHHOI KaTeropuu, a

HIXKE - KpaTKoe ONUCAaHWE BBIICICHHON KypcopoM (YHKLUMU M CIIpaBKa IO €e

aprymcHTaM. Kcratu Ha3zHauyeHMe (I)YHKL[I/II/I 4aCTO MOXKHO OIIPpCACIUTb IIO €€

Ha3BaHUIO.

CaenaB HeoOXomuMblii BbIOOp, HIeJKHUTe mno KHomke OK, mocie yero

MOSIBUTCSI OKHO APTyMEHTHI (DYHKIIVU.



CYMMECTW
AnanazoH
Kputepuid

AManasoH_cq/MMHp OBaHNA

Cymmupyet HqEﬁKH, 3dfaHHBIE YKEZaHHbBIM YONOBEWEM,

AHEHEOH AWNanasoH NPpOBEPAEMbIX AYEEK,

3HaYeHWe:

Cnpaska no 310 dyHKLWNA

B n1eBoM BepxHeM yrIjly OKHa yKa3blBaeTCs MMS BbIOpaHHON (DYHKIIUM, MO,
KOTOPBbIM HaXOAATCS MOJIsl, CAyXalllue s BBOJA HEOOXOAMMbBIX apryMEHTOB.
CrpaBa OT HMX, IOCJ€ 3HAaKa PABEHCTBA YKa3bIBAIOTCS TEKYLIWE 3HAYEHUS
KaXJI0ro aprymMeHta. B HWXHE 4YacTM OKHa pa3MellaeTcs CIpaBOYHast
nHdopManys, yKa3blBalolliass Ha3HaueHue (YHKIMM M KaXJAOro aprymMeHra, a
TaKXe TeKYIIUI pe3yabTaT BhIYMCICHMUSI.

CcbUlKM Ha s4Yerikd (WIM MX AMana3oH) B MOJs IJIsd BBOJA apryMEHTOB
MOXHO BBOJUTb KaK BPYYHYIO, TaK U MCIIOJIb3ysl MbIlb, YTO Topa3ao yaoOHee.
g 3TOro mpoCTO ILIEIKAWTE JeBOW KHOIKOM IO HYXXHBIM KJIE€TKaM Ha OTKPbITOM
JIMCTe WM o0BeauTe HX HEOOXOOAMMbI auana3oH. Bce 3HauyeHus OyayT
ABTOMATUYECKM TMOJCTABJICHBI B TEKYIIIEE MOJIE BBOIA.

Ecnu nuanoroBoe okHO ApryMeHTbl (PYHKIIMK MelllaeT BBOAY HEOOXOAMMBIX
JNaHHBbIX, TepeKpbIBasi CoO00K pabOuYMii JUCT, €r0 MOXHO Ha BpPEMSl YMEHBIIUTD,
HaxkaB Ha KHOIIKY B IPaBOii YaCTH I10JIs1 BBOA apTyMEHTOB.

IToBTOpHOE HaXaTue Ha Hee e IMPUBEAET K BOCCTAHOBJIEHUIO OOBIYHOIO
pa3Mmepa.

ITocne BBOma Bcex HEOOXOAUMBIX 3HAYEHUI, OCTACTCS KIMKHYTD MO KHOIIKE

OK 1 B BbIOpaHHOM s1Y€iiKe MOSIBUTCS pe3y/abTaT BEIYUCICHUS.

JwvarpamMmsbl



JIOBOJIBHO 4YacTO 4Yuciaa B TabJMIE, JaXe OTCOPTUPOBAHHBIE HOJKHBIM
00pa3oM, He MO3BOJISIIOT COCTABUThH IOJHYIO KapTUHY MO WMTOraM BBIYMCICHMIA.
Yro OBl MOOAYYUTh HAIJISIAHOE MpeAcTaBieHUEe pe3yabTatoB, B MS Excel
CYLIECTBYET BO3MOXHOCTb IMOCTPOSHUSI AUArpaMM pPa3iMyHbIX TUIIOB. DTO MOXET
ObITh, KaK OObIYHasI TMCTOrpaMMa Wiu rpaduk, Tak 1 JEMNeCTKOBas, KpyroBas WJIn
9K30TUYECKasl My3bIpbKOBasl Auarpamma. bosiee Toro, B mporpamMme CyII€CTBYET
BO3MOXXHOCTb CO3/J1aBaThb KOMOMHMPOBAHHbIC AUarpaMMbl M3 pPa3JIMYHbIX TUIIOB,
COXpaHss MX B KaueCTBe 11a0J0Ha 1Sl JaAbHEUIIEero uCnojb30BaHMsI.

Huarpammy B Excel MOXHO pa3mMecTUTh JUOO Ha TOM XK€ JIMCTE, IIE YXKe
HaxoAMTCs Tabauila, M B TAKOM CJIy4yae OHa Ha3bIBaeTCs «BHEAPEHHOI», J1ubOO Ha
OT/ICJIbHOM JIUCTE, KOTOPBIIA CTAHET HA3bIBAThCSl «JIUCT AUArpaMMbl».

B kxauectBe mpumepa, nonpodyeM IpeacTaBUTh B HAIVISIIHOM BUJE JAHHBIC
€XEeMECSUYHbIX PacX0OJ0B, YKa3aHHbIX B TaOJIMIIE.

Jns co3maHMs OMarpaMMbl Ha OCHOBE TaOJMYHBIX JaHHBIX CHaydajaa
BBIICIUTE T€ SYECUKM, MH(POpMALMs M3 KOTOPbIX OOJKHA OBITh IpeacTaBieHa B
rpapuyeckomM Buae. Ilpy 3TOM BHEIIHUI BMA AWarpaMMbl 3aBUCUT OT TuMa
BbIOpAaHHBIX AAHHBIX, KOTOpPbI€ AOKHBI HAXOAUTHCS B CTOJOLIAX WM CTPOKax.
3arojioBK1 CTOJIOLIOB IOJKHBI HAXOAUTHCS Hal 3HAYECHUSIMU, a 3ar0JIOBKU CTPOK —
cieBa OT HMX. B Hamem ciyyae, BblAEISIeM KIJIETKU COAepXKalllMe Ha3BaHUS

MECALICB, cTareu pacxoaoB UX 3HAYCHUAI.



A7 r fl MpoayHTol NUTaHMA
A B C D E F G H

_ |meapn [oeopane |wapr  Janpem» [wad  [wow  |eceo |

2 Jdoxogpl

3 3apnnata 50 000,00#| 50000,002| 50000,00#| 50000,00#| 50000009 50000,00%#|300000,00P

4 Crenedgua 2500,00£ 2500,008 2500,00£| 2500,00F 2500,00F 2500,00£| 15000,008

5 Mroro 52500,00#| 52500,00#| 52500,00#| 52500,008| 52500,00P| 52500,00#2|315000,008

6 Pacxoapl

MpoaykTol

7 |nuTaHuA 2999,00P| 3089,00°| 5657,008| 234500P| 5643008 2323,008| 22056,00P

8 1000,00P| 2000,008 234,00#8| 1587008 1789,00F| 145700P| 8067008

9 ‘ 5000,00£| 600000P| 4000008 7000,00P 3000,008| 5000,008| 30000,00¢

300,00 P 300,00 P 300,00# 300,00 # 300,00 P 300,002| 1800,00f

2000,00P| 4000,00P| 3500,00F 0,002 1000,00f| 4000,00P| 14500,00P
9299,00£2| 11389,00P| 10151,008| 11232,00P| 10732,002| 9080,008| 61923,00°

14 HakonaeHwAa

Hy}KHbIﬁ TUII U BUO OWarpaMMBI. Yrto OBl YBHUIACTb KpPAaTKO€ OIMMCAHUE TOIO MINU

43 201,00 2| 84 312,00 2| 126 621,00 £|167 889,00 2| 209 657,00 8| 253 077,00 2| 253 077,00 £

3areM,

Ha JIeHTe BO BKJagke BcraBka B T'pyIHIic I[Hal"paMMbI BbI6€pI/IT€

MHOTO TUIIa U BHJa AuarpaMm, HGO6XO,Z[I/IMO 3a1Cp2KaTb HAa HCM yKa3aTCJ/Ib MBIIIH.
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KHOIIKa COSIlaTb amarpamMmMy, ¢ ITOMOIIBIO KOTOpOfI MOXKHO OTKpPBITH OKHO

BcraBka AuarpaMmbl, 0T06pa>Kanmee BCC BHUObI, TUIIBI U 11a0JIOHBI JuarpaMMm.
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B Hamem npuMepe npaBaiiTe BblOepeM OOBEMHYIO UWJIMHAPUYECKYIO
TUCTOTpaMMy C HakoIIeHWeM U HaxmeM KHomnky OK, mocie udero Ha pabouyeMm

JIUCTEC IIOABUTCA AarpamMma.
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Tak xe oOparuTe BHMMaHWE Ha IMOSIBJECHUE JOMOJHUTEIbHOM 3aKJIaJKU Ha
JeHTe Pabora ¢ nmarpamMmamu, coaepkaiiasl eine Tpu Bkaaaku: KoHCTpykrop,
Maker u @opmar wiu Koncrpykrop u PopMar B 3aBUCUMOCTUA OT BEPCUH,
YCTaHOBJIEHHOM y Bac mporpamMmbi.

®opmaTupoBaHuEe U U3MEHEHUE TUarpaMMm

[Tpy mepBMYHOM CO3IaHUU JUMArpaMMbl 3apaHee OYE€Hb TPYAHO OIPEIE/IUTh,
Kakoil ee TWUN MpeAcTaBUT HauOojee HarIsaHO BbIOpaHHbBIE TAOJIMYHBIC HAHHBIE.
Tem OoJiee, BIOJIHE BEPOSTHO, UTO PACHOJIOXEHME HOBOM AuMarpaMMbl Ha JIUCTE
OKaXXeTCsI COBCEM HE TaM, IJle BaM XOTEJOCh Obl, Ja U €€ pa3Mepbl BaC MOIYT HE
ycTtpauBaTb. Ho 310 He Oega — mepBOHAYaJlbHbIM TUIT W BUJ AUMAarpamMMbl MOXHO
JIETKO H3MEHMUTb, TaK XE€ €€ MOXHO IIepeMECTUTh B JIOOYI0 TOYKY paboyeit
00J1aCTH JIMUCTA WU CKOPPEKTUPOBATh TOPU3OHTAIbHBIE U BEPTUKAIbHBIE PAa3MEPHI.

Y1oObl OBICTPO M3MEHUTbL TUII JAMAarpaMMbl Ha BKIaake KoHCTpyKrop B
rpynrne Tum, pasMmemaromieiicss ciaeBa, IIEJAKHUTE KHONKY V3MeHMTh THN
auarpamMmbl. B OTKpBIBIIEMCSI OKHE CJieBa BbIOEpUTE CHayajga MOAXOASIIMIA TUII
IUarpamMMbl, 3aTeM ee noaTun M Haxmute KHomnkKy OK. [uarpamma OyaeT
aBpTOMaTtuyecku mnepectpoeHa. CrapailTech NnoaOupaTh TaKOW TUI AUMarpaMMBbl,
KOTOpBbI Haubojiee TOYHO M HANISIAHO OyaeT IeMOHCTPUPOBATh 1I€JIb BallIUX
BBIYMCJICHUM.

Ecnu panHble Ha auarpaMMe OTOOpaXkaloTcsl HE JOKHBIM 00pasoM,
MOIpoOyiiTe IMOMEHSITh MeCTaMM OTOOpaXeHHUsI CTPOK M CTOJOLIOB, HaXaB Ha
kHonky, Ctpoka/crogoen B rpyriie Jlanapie Ha BKiIaake KoHCTpyKTOp.

I[TonoOpaB HYXHBIM TUII AUMAarpaMMbl, MOXHO IOpa0OTaTh Hal €€ BUAOM,
MPMMEHNUB K HeWl BCTPOEHHBIE B MporpaMMmy MakeTbl W cTwiaud. Excel, 3a cuer
BCTPOEHHBIX PEIIEHMIA, MPEAOCTABISIET MOJIb30BATEISIM ILIMPOKKE BO3MOXHOCTHU
BbIOOpa B3aMMHOIO pACIIOJOXEHUS 3JEMEHTOB AWarpaMM, MX OTOOpaXeHus, a
TakKXKe LIBETOBOro oopMiieHUs. BbIOOp HY>)KHOr0 MakeTa U CTUJISI OCYILECTBIISIETCS
Ha Bkj1aake KoHCTpykTop B TIpyImmax ¢ roBOpsiliMMM Ha3BaHUsIMU MakeTsl

quarpamM 1 Ctuwim guarpamm. [Ipy 3ToM B KaXmoil M3 HMX €CTh KHOIIKA



JlonosHuTEIbHBIE MAPaAMETPbl, PACKPbIBAIOIIAsl MOJHbIMA CIIMCOK MpeaaaraeMbIx
pPELICHU.

M Bce ke He Bcerma co3gaHHas WM OT(GOpMATUpPOBAHHAs aMarpaMma c
IMOMOIIbI0 BCTPOEHHBLIX MAKETOB WM CTWJIEH yIOBJIETBOPSIET MOJb30BaTENCH
LIEIMKOM M TIOJHOCThIO. CaAUIIKOM OOJBIIOK pa3Mep IpU@PTOB, OYEHb MHOIO
MeCTa 3aHMMAET JIET€H/Ia, HE B TOM MECTE€ HaxXOASTCs MOAIMCHU JaHHBIX WM caMa
JuarpaMma CiauMinikoM MajeHbKas. CIIOBOM, HET Ipenesia COBEpIIEHCTBY, U B Excel,
BCE€, YTO BaM HE HPABUTCS, MOXHO HCIIPABUTh CAMOCTOSITEJIbHO Ha CBOM «BKYC» U
«11BeT». [leso B TOM, 4TO AMarpaMma COCTOMT M3 HECKOJbKMX OCHOBHBIX OJIOKOB,
KOTOpbIE€ Bbl MOXeTe (POpMaTUPOBATh.

Obaacmov Ouacpammvl — OCHOBHOE OKHO, TJ€ pa3MellaloTcsl Bce
OCTaJIbHble KOMIIOHEHTHI AuarpamMmMbl. HaBeast Kypcop Mbliiiyd Ha 3Ty 00JIaCTh
(TToSIBJISIETCSI YEPHOE MEPEKPECThE), M, 3aXKaB JIEBYID KHOMKY MBI, MOXHO
MepeTaluTh auarpaMmMy B JIIOOyH0 4YacTb JiMcTa. EciayM ke BBl XOTHUTE
W3MEHUTh pa3Mep AuarpaMMbl, TO HaBEAWUTE KYpCOp MBIIIM Ha JI000H M3
VIJIOB WJIM CEPEAMHY CTOPOHBI €€ paMKM, M KOrJa yKasaTejlb MpUMeET (hopMmy
JBYXCTOPOHHEM CTPEIOYKHU, NOTSIHUTE €ro B Hy>KHOM HaIlpaBJICHUM.

Obaacmv  nocmpoenuss  duazpammbl — BKJIIOYaeT B ceOs
BEPTUKAIbHYIO ¥ TOPU30HTAJbHYIO OCM, PSM JAHHBIX, a TaK K€ OCHOBHbIE U
JOMOJHUTEbHbIC TMHUU CETKU (CTEHBI).

Pad oOannbix — naHHBIE, TpPEACTaBICHHbIE B TIpadUUeCKOM BUIE
(nmarpamma, ructorpamma, rpaduk v T.4.). Moryr umeTb HOANMCU JAHHBIX,
oToOpaxamllue TOYHble LM@POBbIE MOKa3aTeJuM CTPOK WIM PSAOB
JUarpamMmMebl.

Ocv 3Hauenuill u ocv Kameeopuili — 4YUCJIOBBIE IlIapaMETpPHI,
pacrioJIOXKEHHbIE  BIOJb BEPTUKAIBHOW W TOPU3OHTAJIBHOW  JIMHUMA,
OPUEHTUPYSICh Ha KOTOpPbIE MOXHO OLIEHWTb JaHHbIE AuUarpamMMmbl. Moryt
MMETb COOCTBEHHBIE MOAINMCHU AEJCHUIA 1 3ar0JIOBKU.

Jlunuu cemku — HarJISIAHO TIPEACTABIISIOT 3HAYEHUSI OCed U

pasMEIIaroTCA Ha OOKOBBIX ITaHCIAX, Ha3bIBACMbIX CTCHAMMH.



Jlezenda — paciidpoBKa 3HaUEHUN PsIIOB UJIU CTPOK.

JIrobomy M0JIb30BATEII0 Excel MpeaoCTaBIIsIETCS BO3MOXHOCTh
CaMOCTOSTEJIbHO M3MEHSTh CTUJIM U XYJAOXECTBEHHOE IIPEICTABICHUE KaxKI0Iro 13
BbILIENEPEUNCAEHHBIX KOMIOHEHTOB AuarpaMMbl. K BammM yciayraM BbIOOp 1IBETa
3aJIMBKM, CTWJIS TPAHULIL, TOJILMHBI JUHUM, HAJTOKEHUE 00beMa, TEHEI, CBEUCHUS 1
CIIaXMBaHUSI Ha BBIOpaHHbIE OOBEKTHI. B 11000/ MOMEHT MOXHO WM3MEHUTH
o0IIMii pa3Mep JOMarpaMMbl, YBEJIWYUTH/YMEHBIIUTh JIOOYyI0 ee 00JacTh,
HampuMmep, YBEJIMYUThL caMy JuarpaMMy W YMEHbBIIWTH JIETeHAY, WJIM BOOOIIE
OTMEHUTh OTOOPaK€HWE HEHYXXHBIX 3J1€MEHTOB. MOXHO M3MEHUTh yroj HaKJIOHa
JUarpaMMbl, IOBEPHYTH €€, clieJaTh 0ObeMHOM WM MI0CKOoW. OgHUM clioBoM, MS
Excel comepXuT  MHCTPYMEHTbI, IIO3BOJISIIOLIME  MOpUIaTh  AUarpaMme
COOCTBEHHOPYYHO Haubosiee yIOOHBIN 1Jis1 BOCIPUSITUSL 00pa3s.

Jse M3MEHEHMS KOMIOHEHTOB JMarpamMMbl BOCHOJb3YMTECh BKJIAAKON
MakeT, pacIojIoXKeHHOI Ha JieHTe B o0yiacTu Padora ¢ nmarpaMmamu.

31ech Bbl HaligeTe KOMaHAbl C Ha3BaHUSIMM BCEX 4YacTe AuarpaMMbl, a
IIEJKHYB IO COOTBETCTBYIOILIMM  KHOIIKAM, MOXHO II€pEeUTH K  UX
dopmarupoBanuto. EcTb u npyrue, 0Oosiee MOPOCTbie CHOCOObI W3MEHEHWUS
KOMITOHEHTOB auarpaMMm. Hampumep, 1O0CTaTOUHO MPOCTO HABECTU KypCOP MBbIIINU
Ha HYXHBIi 00BEKT, 1 IIEJIKHYTh IO HEMY JIBa pa3a, MOCJe Yero cpasy OTKpPOETCS
OKHO (dopMaTUpOBaHUSI BbLIOpAaHHOrO 3JeMeHTa. Tak Xe Bbl MOXeETe
BOCIIOJIb30BaThCsd KOMaHIAMU KOHTEKCTHOTO MEHIO, KOTOPOE BbI3bIBAETCSI KIUKOM
MPaBOi KHOIKU MBIIIY [0 HY>KHOMY KOMITOHEHTY.

Camoe BpeMs1 mpeoOpa3oBaTh BHEIIHUI BUJ, Hallleli TECTOBOUW AUarpamMMbl,
BOCITIOJIb30BaBIIMCh Pa3HBIMU CIIOCOOAMMU.

Kak Buagute, BcTpoeHHble B Excel wuHCTpyMeHTBH (opMaTHpOBaHUS
JUarpamMM JEMCTBUTEIILHO [JAalOT IIMPOKME BO3MOXHOCTM I10Jb30BATEIsIM U
BU3yaJIbHOE MpPEACTaBJICHUE TaOJMYHBIX JAHHBIX HAa 3TOM PUCYHKE Pa3UTEIbHO

OTJINYAacTCA OT IICPBOHAYAJIbHOI'O BapHUaHTa.
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Ho nHa pgaHHOI auarpaMMme BMECTO Ha3BaHUSI MecCsIeB HamucaHbl LHU@pPHI 1,
2,3 1 T.1. DTO MPOMU30IILIO TTOTOMY, YTO Ha3BaHUSI MECSILEB HE HAXOMSITCSI PSIIOM C
TOM 4YacThblO TAOJMIIBI, IO KOTOPOU MbI CTPOMJIM, U HAaM HE yIaJIOCh BBIAEIUTH UX
cpa3y, KaKk 3TO BO3MOXHO MpHU IOCTPOEeHUM TpaduKa mo goxojam (yIajuB CTPOUKY
Joxoanl). BeigensieM MCTOYHUMKM J0XOJa, Ha3BaHUS MeECSIIEB U 4YMCJIOBBIE

3HAQUYEHUS JTOXOAO0B, BO BKJIaJKe BCTaBKa BbIOMpaeM T'MCTOTpaMMYy.
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Kak BuauMm, Ha3BaHUS MECSLEB MOANKUCAHbl aBTOMATUYECKM.
BepHemcs K Halueil mpeapiayiieil nuarpaMme M 100aBMM B HeE JTaHHBIC.
Haxumaem Ha Hamly auarpamMmy, B KOTOPYKO Mbl ceilyac OyneM BHOCHUTH

JaHHble U BO BKIagke KoHCTpykTop BbiOMpaeM «BblOpaTh maHHBIE».

VHbEE PELIEH3/POBAHVE KOHCTPYKTOP

A A
\ll[ HyK ll[ w blm Crtpoka/ Bbibpatb Wamennts Tn  lepe*,

cTonbeL, AaHHble  auarpaMmbl varp
Crwm guarpamm JaHHble Tun Pacrion

BbiGpath AaHHbIe

M3meHeHneananasoHa AaHHbIX,
npencTaBneHHbIX Ha anarpamMmme.

padpuk LoxopoB N pacxonoB

Onexaa 1 0bysb

MponykTbl MuTaHrs  + Mpoesn,

HpoaHaJ'H/ISI/IpyeM JaHHBIC B OTKPBLIBIIEMCA AWAIOTOBOM OKHE.



OueBUAHO, YTO HAM HYXKHO M3MEHMTb IPaBYIO 4acTb TaOJUILbI, B KOTOPOM

yKa3aHbl ynciaa. Ham 3Toit yacThlo HaxkuMaeM Ha KHOIIKY «M3MeHUThb».
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Heo0xoaumoe MaTepuaibHO-TEXHHYECKOE 000PYI0BaAHHE:

[TepcoHaNbHBII KOMIIBIOTEP WX HOYTOYK C YCTAHOBJIEHHBIM IIPOrpaMMHBIM
obecneueHneM Microsoft office He Huxe Bepcum 2007, Hanpumep, [IDBM
INTELGorei3-7100/H110M-KRTL/8GB/1 TB/DVDRW/LCD21.5"/k+m/

nepcoHanbHble KommbloTepl IIK  S1155 Inteli3 (IntelRH67/i3-2130
3/40GHz/DDRIII-4Gb/HDDSATAIIIL 320Gb/DVD+R/RW/450Bt/xnaBuarypa,
Mbiib/23” LCDSamsungB2330 (ZKFV))

I[IK S1155 Intel i3-2130 3.4 Hz/DDR I11I-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 512MbMonutopTFTWide 23))

[Ixana OLCHUBAHUWA 1 KPUTECPUU OLICHMBAHWA BbIIIOJTHCHHBIX 3aJaHUM:

®opma MuHUMaJIbHbIN OaJLT MaxkcumanbHbIi 6a1
KOHTPOIA bann [Tpumeyanue bann [Tpumevanue
1 2 3 4 5

[TpakTtnueckast | 2 | BeImogHWI mpakTuyec- 4 BeimonHun mpaktuyec-

pabora No 1 Kyl0 paboTy ¢ CylIecT- Kyl paboty 6e3
BEHHBIMM 3aMEUYaHUSIMU, 3aMeYaHUil U MPOIIes
MpoIie] TeCTUPOBaHUE TeCTUpOBaHUE C IOJIei
1o Teme padothl ¢ 50% MPaBUJIbHBIX OTBETOB
MPaBUJbHBIX OTBETOB oomnee 50%

[TpakTtnueckast | 2 | BeImogHWI mpakTuyec- 4 BeinmoaHun

pabota No 2 Ky10 paboTy ¢ CyllIecT- MPaKTUYECKYIO padboTy
BEHHBIMM 3aMEUYaHUSIMU, 0e3 3aMevyaHuil 1
MpoIie] TeCTUPOBaHUE Mpoliesl TeCTUPOBaHUE
1o Teme padothl ¢ 50% C oJieli TTpaBUJIBHBIX
MPaBWJIBHBIX OTBETOB otBeTOB Gosiee 50%

[TpakTtnueckast | 2 | BeImogHWI mpakTuyec- 4 BoinmoaHun

pabora Neo 3 Kyl0 paboTy ¢ CylIecT- MpaKkTUYECKYyI0 paboTy
BEHHBIMM 3aMEUYaHUSIMU, 0e3 3aMevyaHuii 1
MpoIie] TeCTUPOBaHUE Mpoliesl TeCTUPOBaHUE
1o Teme padothl ¢ 50% C IoJieli TTpaBUJIBHBIX
MPaBUJIbHBIX OTBETOB otBeTOB Oostee 50%

[TpakTtnueckast | 2 | BeImoJHWI pakTU4dec- 4 BeinmoaHun

pabora Ne 4 Kyl0 paboTy ¢ CylIecT- MpaKkTUYECKYyI0 paboTy
BEHHBIMM 3aMEUYaHUSIMU, 0e3 3aMevYaHuil 1
MpoIie] TeCTUPOBaHUE Mpoliesl TeCTUPOBaHUE
1o Teme pabothl ¢ 50% C IoJieli TTpaBUJIBHBIX
MPaBUJIbHBIX OTBETOB oTrBeTOB Oostee 50%
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[TpakTnueckas BoimosiHu nmpakTruyec- BoimosHun

pabota Ne 5 Kyl0 paboTy ¢ CyIIecT- MpaKTUYeCKyI0 paboTy
BEHHbIMU 3aMEYaHUSIMMU, 0e3 3aMevaHuil 1
Mpoles TECTUPOBaHNE Mpo1uiea TECTUPOBaHUE
mo Teme pabotsl ¢ 50% C IOJIei MPaBUIbHBIX
MPaBUJIbHBIX OTBETOB oTtBeTOB Oosiee 50%

[TpakTnueckas BoimosiHu mpakTruyec- BoimmosHun

pabota Ne 6 Ky10 paboTy ¢ CyllIecT- MPaKTUYECKYIO0 padboTy

BEHHBIMU 3aMEUYaHUSIMU,
MpOIIIe]I TECTUPOBAHUE
o Teme padothl ¢ 50%
MPaBWIbHBIX OTBETOB

0e3 3aMeuyaHuii u
MpouIes TECTUPOBaHUE
C J0JIEW TIPpaBUJIbHBIX
oTBeTOB O0Jiee 50%




Cnucoxk BOIIPOCOB 1Jid CAMOKOHTPOJIA:

1. Crincok BOITPOCOB IS
CaMOKOHTPOJIS:

Bo3moxHo au B 1mporpamme Word
MPOU3BOAUThL  ABTOMAaTUYECKYID  COPTUPOBKY
CMUCKOB Mo aychaButy?

A) n§a, copTHMpoBKa HaxoOOUTCS BO
Bkiiagke I'1aBHag B 610ke AbG3all

B) n1a, coptupoBKka HaxoguTCs BO
Biagke Pa3meTka  cTpaHuilbel B OJIoKe
IMTapameTpbl CTpaHUIIBI

C) Taxkoii BO3BMOXHOCTHU HET

2. Ilpu pobGaBieHUMM CTOJOLIOB B
TabIUILy BO BKJIAIKE MakeT npu
BbIOOpE BCTaBUThH CJieBa, BCTaBUTh CIpaBa
HOBBII CTOJIOEI] BCTABUTCS CJIEBA WIM CIIpaBa OT

A) siyeiiku, B KOTOPOI CTOUT KypCop

B) ot ueHTpa Tabauliibl

C) ot Havaja TabJULbI

3. Bo3MoXHO 1M s4Yeliky B TabJule
pa3AenuTh Mo nuaroHamu?

A) nma, BO3BMOXHO, HAIPUMEDP UCTIOIb3YSI
WHCTPYMEHT KapaHJalll

B) HeT, HEBO3MOXHO

4. Eciau npu 1o6aBaeHUM 3allOJIHEHHOM
TabMUIBI B JTOKYMEHT, OHa HE IIOMECTUJIACh
LIEIMKOM TI0 IIMPUHE Ha CTPAaHUIy U YacTb
CTOJIOIIOB 0Kaz3aauch HEBUIUMBI, TO
HEo0XoIuMOo

A) nmepeiiTu BO BKIagKy MakeT, B
KOTOPOU BBIOpATh CBOWCTBA, Jajee B CBOMCTBAaX
MponucaTh IMUPUHY TaOMWIBI MEHBIIE, YeM
IIPUHA CTPAHUIIB

B) ynanuTth yacTh CTOJOLIOB B TaOaulle

C) yMeHbLIATb IIUMPUHY HECKOJbKUX
MEepBbIX CTOJOIOB, IMOKa BCI TabmUIa He
OKaXeTCsI Ha JIUCTE

5. Bo3MoxHO 1M MacmTabupoBaTh
PUCYHOK, HApUCOBaHHBIi B TporpamMmme MS
Word?

A) nma, BO3MOXHO, €CJIM OH HapUCOBaH B
MOJIOTHE

B) na, BO3MOXHO, €CliM OH HapuCOBaH
0e3 moJIoTHa

C) HeT, HEBO3MOXHO

6. Kak WuW3MeHUTh 3aJMBKYy (QUTYpHI
"JIunua" BO BpeMs cO3daHMSI PUCYHKa B MS
Word?

A) y ¢durypsl "JInHHA" HE CYILIECTBYET
3aJIMBKM, y JaHHOW (urypbl BO3MOXHO
U3MEHUTD TOJBbKO HACTPOUKM KOHTYpa

B) BBIOpaTh 3ayiMBKa GUTYpbl B OJIOKE
Ctunu ¢urypsl Bo Bkiaaky @opmMar

7. VYcrTpoiicTBaMM BHEIIHEH MNaMsITU
SIBJISTIOTCS

A) xaptel namsitu, USB - HakonuTenu,
SSD-HakonuTenu, XeCTKUe JUCKU

B) onepaTuBHbIC 3allOMMHAIOLIE
YCTPOKCTB

C) MOCTOSTHHOE 3aloMUHaloIIee
YCTPOWCTBO

8. Kakumx cnumckoB HET B TEKCTOBOM
penakTope?

A) TOYEUYHBIX

B) HymMepoBaHHBIX

C) MapKupOBaHHBIX

9. Tlpu 3amaHuK MapaMeTpOB CTPAHUIIbI
B TEKCTOBOM pPEIAaKTOPE YCTaHABJIUBAIOTCS:

A) mnojsg, oOpHeHTauusT U pa3Mmep
CTpaHUIIBI

B) unTepBan Mexay ab3anamMu U BUI
mpudTa

C) ¢oH U rpaHULBI CTPAHULIBI, OTCTYIT

10. Kakyilo koOMOWHaIMIO KJIaBUII
clieAyeT TMPUMEHUTh, YTOOBI BBICIUTh BECH
JIOKYMEHT

A) Ctrl+A

B) Ctrl+C

C) Ctrl+V

11. Kakyilo kKOMOWHAIMIO KJIaBUII
cleayeT TPUMEHUTh, YTOOBI CKOMUPOBATH
BBIJICJIEHHBI (DparMeHT

A) Ctrl+C

B) Ctrl+A

C) Ctrll +V

12. OCHOBHBIMU GyHKUIMAMU
onepaloOHHON CUCTEMBI SIBJISTFOTCSI

A) JIUAJIOT C MOJIb30BATEJIEM,

yIpaBJeHUEe pecypcaMM KOMIIbloTepa, 3aIlmyckK
MPOTpaMM Ha BBITIOJIHEHUE

B) paszpabotrka nporpamm mist OBM,
BBIBOJ MH(OpMALIUU HA TIPUHTEP

13. Kakyilo KOMOWHAIMIO KJIaBUII
cleAyeT MPUMEHUThb, YTOObI BCTaBUTh B TEKCT
CKOMUPOBaHHBIN (hparMeHT



A) Ctrl+V

B) Ctrl+C

C) Ctrl+A

14. Kakyilo KOMOMHAIMIO KJIaBUII
clieAyeT TMPUMEHUTh, YTOObI BCTaBUTh B TEKCT
pa3pbiB CTPAHULIBI

A) Ctrl+Enter

B) Ctrl+A

C) Ctrl1+C

15. Kakag xiaBumia Ha KJaBuaType
yaaiasieT CUMBOJI cjeBa OT Kypcopa?

A) Backspace, BS,

B) Delete

16. Kakasg ximaBuilla Ha KiIaBUaType
yaoanasieT CUMBOJI CIipaBa OT Kypcopa?

A) Delete

B) Backspace, BS,

17. KonoHTUTYy1 — 3T0:

A) obmacte, KOTOpasi HaxoOQuUTCS B
BEPXHEM U HUXXHEM TIOJie U TpeAHa3HavaeTcs
IJIsT  TIOMEUIEHWSI HOMepa CTPaHWLbl WA
Ha3BaHMSI pPaOOTBI Hal TEKCTOM  KaXaou
CTpPaHUIIBI

B) BHewmHMiA BUAO Ne4YaTHBIX 3HAaKOB,
KOTOPBI  TONb30BaTeNlb  BUAUT B  OKHE
TEKCTOBOTO pelakTopa

C) BepxHsIsI CTpoKa OKHa pegakTopa
Word, KkoTopast comepXuT B cebe ImaHelb

KOMaH[ (Hammpumep, «BcTaBka»,
«KoHcTpykTOop», «MakeT» u T. 1.).
18. Yo MO3BOJISIET YBUAETD

BKJIIOUEHHAas KHOIIKa «OT00pa3uTh BCE
CUMBOJIbI»

A) mpobenbl MEXOy CJIOBaMM M KOHEI|
ab3ara

B) Bce 3HaKkM npenuHaHUS

C) olIMOKHU B TEKCTE

19. OObeaUMHUTh WIM Ppa3OUTh STUYEUKU
HapHCOBaHHOU Ta0IMIbI BOBMOXKHO BO BKJIagKe

A) «Maket»

B) «KoHcTpykTop»

C) «ITapameTrpbl TaOIUILIBI»

20. Ytobbl cHmemaTb coaepXaHUE B
JIOKYMEHTE, HEOOXOAMMO BBINOJIHUTbL  PSI
CIEAYIOIIUX ACUCTBUIA

A) BbIIEIUTL B TEKCTe 3arojoBKHU,
MOMETUTh UX KaK BJIEMEHTbl KaKOro-TO YpOBHS,
nepeiitu Ha BKJIaaKy «CCBUIKM» M TaM HaXaTb
Ha UKOHKY «OrjiaBjieHue»

B) BbIIEIUTH HECKOJIBKO CJIOB B TEKCTE C
nomompto  kiauimm  Ctrl  (oHu  Oymyt
3aryIaBUsIMU), TIEPETH Ha BKIAAKY «BcTraBka» u
HaxaTh Ha UKOHKY «ComepkaHue»

C) Kaxayl HOBYIO TIJlaBy HayaTb C
HOBOM  CTpaHWULbl, TIEPEUTU Ha  BKIAIKY
«BcTaBka», HaWTM TaM WKOHKY «BcTaBUTH
colepxKaHMe» U HaXaTh Ha Hee.

21. K onepalMoOHHBIM CHUCTEeMaM
OTHOCSITCS

A) Microsoft Windows, MacOS, Linux

B) MS-Office

C) MS-Word, Word Pad, PowerPoint

22. Kakoil opueHTallMM CTpaHULbI HE
CylIecTByeT?

A) G710KHOTHOM

B) kHMXHOM

C) anbboMHOM

23. Kakyio ONUWI0 peryjimupyer »3To
JINAJIOTOBOE OKHO?

A) n3MeHeHue ad3allHOT0 OTCTyMa

B) usmeHeHue mpudTa TeKCTa;

C) usMeHeHue pa3Mepa Mojel JucTa.

24. TloMmecTUTh B AOKYMEHT DPUCYHOK
MOXHO MPU MTOMOIIY BKJIAIKH:

A) BctaBka

B) CepBuc

C) Bun

25. YToObI cuenath TEKCT MOJYKUPHBIM:

A) BbimenuTh TEKCT M HaXaTh KHOIKY
2K Ha Bkianke I'taBHast

B) BbiaenuTh TEKCT W HaXaTh KHOMKY
K Ha Bkagke PenieH3upoBaHue

C) Bblaeautb TEKCT U HaXaTh KHOIIKY
2K Ha Bxitagke Bun

26. YtoObI cieaaTh TEKCT KYPCUBOM

A) BblaenuTb TeKCT U HaxaTb KHOINKY K
Ha BKJIanke ['maBHas

B) Boeigenuth TeKCT 1 HaxaTh KHONKY K
Ha Bkyanke PenieH3upoBaHue

C) BolgenuTh TeKCT U HaxaTh KHONIKY K
Ha BkJIagke Bup

27. C nmoMolIblo KaKOro BCTpPOEHHOIO B
penaktop WORD o0bekTa MOXHO BCTaBJISITb B
JIOKYMEHT MaTeMaTthudeckue hopMyJibl?

A) MS Equation

B) MS Clip Gallery

C) MS Word Art

28. Kakoii mapameTp ¢opMaTUPOBAHUS
HEJIb351 HACTPOUTh B TUAJIOTOBOM OKHe A03a1r?



A) LBeT TekcTa

B) MexnmycTpouyHbIii MHTEpBa

C) BeIpaBHMBaHME TEKCTa

D) orcTyn

E) yopaTh MHTepBabl MeXay ab3aLiaMu

29. UYrto  Henb3s
nuajgorosoM okHe pudpt

HaCTpOUTDb B

A) BbIOOD HCIIOJIb3YEMOTO SI3bIKa

B) uBer cumBo0B

C) paccTossHUE MEXIy CUMBOJIaMU

D) BepxHuii nHAEKC

30. Kak BcTaBUTH HOMEpa CTpaHHUI B
JOKYMEHT?

A) BcraBka / HOMep CTpaHULIbI

B) HanicaTh HOMEpP B KOJIOHTUTYJIE

C) HanucaTh HOMEP BHU3Y CTPAHUIIBI

31. Kak MOXHO 0OpaTUThCS K sS4eiiKe B
Excel (yka3aTb €€ B opmyJie)

A) MO UWHAEKCY CTOJIOIA W WHIEKCY
CTPOKHU SIYEUKU

B) nmo Ha3zBaHMIO JMCTa U HOMEpPY
STYEUKU

32. IlocTossHHAs MaMSTh IpeaHa3HaYeHa

TUTSL:

A) XpaHEHUsI HEU3MEHSIeMOM
vHbopMauu

B) JUIUTEJIBHOTO XpaHEHU
vHbopMauu

O) KpaTKOBPEMEHHOTO XpaHEHUs
“HGOPMALIMU B TEKYLIIMIA MOMEHT BPEMEHU
33.  Yem

OTJIMYaloTCs OT abcojoTHOro aapeca B Excel?

OTHOCHUTEJbHBIN aapec

A) OTHOCUTENBHBIN aJpec cChbUIaeTCsl Ha
NWAMa3oH, PaCMOJIOXEHHbIA  OTHOCUTEIBHO
TeKylleil s4eiiku. AOCOMIOTHBINM aapec Bcerda
CChIJTAETCS HAa OJIUH U TOT X€ AUana3oH

B) oTHOcuTenbHBIN anpec - 3TO TaKoOW
anpec, KOTOpBIA JAEUCTBYeT OTHOCHUTEIBHO
TEeKylllell KHUTU. AOCOIOTHBIA agpec MOXET
CChUIaTh HA AWAMNA30HbI BHYTPU TEKYIEH KHUTH
U 3a ee Mpeaesbl

C) nmo (pyHKIMOHATBLHOCTU HUYEM HE
oTanyamTcs. OTIUYNST UMEIOTCS B CTUJIE 3alTUCH
anpeca

34, C Kkakoro cuUMBoOJIa JOJDKHA
HauyuHaThcs Jobast hopmyna B Excel?

A) =
B) :
C) -

35. Kakoii pe3yabraT  BO3BpalllaeT
MpaBWIbHOE Jorndeckoe BoipakeHue B Excel?

A) UICTHUHA

B) JIOXb

C) BEPHO

36. B MS Excel ykazaHue Ha
OTJACJIbHYIO STYEUKY TaOJIUIIbI, COCTABIIEHHOE U3
0003HaueHMUs CTOJAOLA UM HOMepa CTPOKHU
Ha3bIBAIOT

A) agpecoMm sgueiiku

B) pe3yabTaToM BBIYMCICHUS

C) dopmyoii, BBEIEHHOU B STYEUKY

D) nuamnazoHom

37. B MS Excel nna wusMeHeHUS
pa3MepoB CTOJI01La HEOOXOAUMO

A) VYcTaHOBUTH yKa3aTeslb MBI Ha
MpaByl0 TpaHUIly B 3arojloBKe crojidia u
TMEePEeMECTUTh IPAHUILY BIEBO WU BIIPABO

B) Boimenuth XoTs1 Obl OOHY SIYEHKY B
croybue, 3aTteM BbIOpaTh KomaHay CepBuc —
ITon6op — IlapameTrppl U YCTAaHOBUTH
COOTBETCTBYIOIIIME 3HAYEHMUSI

C) BbiaenuTh XOTs Obl OfHY SIYEUKY B
croyibue, 3ateM BbIOpaTb KoMmaHAy JaHHBIE —
dopMma

38. B MS Excel rpymniy
PacTONIOXEHHBIX  PSIIOM W O0Opasylolux
MPSIMOYTOJIbHUK STY€EK MOXKHO Ha3BaTh:

A) JIluanazoHoMm

B) Tabnuueit

C) Knuroit

39. B MS Excel B amgpece $A$16 ne
OydeT MEHSIThCS

A) HOMep CTONOIIa U HOMEP CTPOKU

B) usmeHuThCS BCe

C) HoMep cTonb1a

40. B MS Excel HazHaueHUe (DYHKLIUU
CYMM

A) BosBpamjaeT 3HaueHUE CYMMBI
3HAYEHUl CBOMX apryMeHTOB (B KayecTBe
apryMeHTOB  MOXHO  3aluchiBaTh  ajpeca
OTHENIbHBIX STYEEK)

B) BosBpamiaer ogHO 3HauyeHUE, €CJIU
YKa3aHHOE YCJIOBUE WUCTUHHO, WU JPYroe, €ciu
OHO JIOXKHO

C) BosBpaliaer 3Hau€eHUE CYMMBI
3HAUCHUN CBOMX apryMEHTOB, €CJIM OHU BCE
LeJible

41. B MS Excel agpec sueiiku MOXKHO
BKJIIOUUTH B (hOpMYITY



A) OmHuUM 1IETYKOM JIEBOl KHOIKU
MBIIIIM Ha COOTBETCTBYIOIIECH STUCiiKe

B) Hcnonb3ys
koMmoOuHauwo Ctrl + Shift

KJIABUATYPHYIO

C) OgHuM 1IEJTYKOM IPaBOM KHOIKU
MBIIIIM Ha COOTBETCTBYIOIIICH STUCiiKe

42. Tlpu nmeneHWM Ha HYJAb TporpamMma
MS Excel BoimaeT coobuieHe 00 ommoke

A) #11EJI1/0!

B) #3HAY!

C) ###

43. B MS Excel mactep auarpamm
MIPUMEHSIETCS

A) [ng co3maHMsI  BCEBO3MOXKHBIX
rpaduKOB U TUarpaMm

B) dns ynpoineHus co3nanust QyHKIURA

C) Jlnst ynpouieHusi BBoma (hyHKIIWU B
STYEUKY

44. B MS Excel nnd mnocTpoeHuUst
rpadvka TO JAaHHBIM 3JIEKTPOHHOU TaOIUIIbI
ClIeAyeT WCIMOJIb30BaTh:

A) Komanny IuarpamMmma mMeHio BcraBka

B) Komanay Mtoro meHio JlaHHbIe

C) Komanny PucyHok MeHio BcraBka



