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JlaGopatopuasi padora Nel

IlepBHYHBIC HACTPOHKH MapaMeTPoB NeYyaTHoro fokymenta MS Word

Llenb paboOTHI: OBNAAETH HABBIKAMU HACTPOHKHM MapaMeTPOB CTPAHUIIbI,
wpudra u adzaua B fokymerTax MS Word, HayunThCst BCTaBISTH HOMEPA CTPAHULL

B JIOKYMEHT, U3YUUTh COYETAHME KIIaBUII U TOpsune Knasumm B Word.

1. Cozpaiite HOBbIH nokyMeHT MSWord. Beinonnute HacTpoiiky nosnei
CTpaHHULbI repeiias Bo BKIAKy Pasmerka crpanuusi— [lons— Hacrpausaembie

nojsi. YCTaHOBUTE MapaMeETPbl CTPAHULII:
Bepxuee u HuxkHee - 2 cM
Jlesoe - 3 cMm

[TpaBoe — 1.5 cm.

2. Brmrouure pesxxum «OToOpa3uTh Bee 3HAKW» BO BKIIaKe [ 1aBHas.

O3HaKOMBTECH C COICPYKAHUEM ITOM BKJIAAKHU, a Taroke ¢ OKHOM «LIpudr»

T _—
WpudT ‘Vﬂongnufmgngno |

WpuopTt: HauepTanue: Pazmep:
Times New Roman QBEIYHEIN [ [14

Sitka Text 9
Smudger LET 10

Snap ITC MonyupHEIA 11
Square721 BT NoayXupHEIR Kypcue 12
Staccato222 BT v

LiseT Texcra: [Noayepkusanue: LiseT nog4eprvsanns:
I | | (HeT)

BugomnsmeHedune

AsTO

(] zauepkryThiin [] mansie nponucHsie

[] Bce nponucHsie
[ expurrai

[] asofinoe sauepkusarue
[] vaacrpouHei
[] noacrpourgii

| O6pasey

Times New Roman

WpudT TrueType. OH MCNONL3YETCA ANA BLIBOAA KAK HA 3KPaH, Tak M H3 NPUHTEP.

1 Mo ymoauaruo T ; Texcrosuie 3ppexTal.,, | QK ‘ OTtmeHa

3.
n «A03amy



‘ OTcrynei U uHTEpEant Monoxexune Ha crpaHnLe ‘
O6ume
. e 7\
Buspannusarme: [IENMITTTTS v |

YpoBeHs: | OcHOBHON TecT ‘v CBEPHYTH N0 YMOAYIHNIO

Oreryn

Chega: 2,14 em 3 nepsaa crpoKa:

Cnpasa: ;O ] ‘ﬁj ‘ (HeT)

[] 3epransHeie oTcrynsl
WHTepBan

MNepex ;Om =1 MEXAYCTPOYHEI: SHauEHNE:

-

Nocae: l.Om ]*-7{ !Mnomenb M 115

[Vl He go6aenaTe uHTepBEan Mexay a63aL{aMN 0AHOTD CTUAA

Oépasey

‘jilaﬁgumunn... 1 Mo yuonuau;m 7‘ | oK \ 67“2;37}

4. O3HaKOMBTECH C coueTaHneM kinaBuil B Word, mpuBeI€HHBIM B TaOIMIIE

1.
Tabmana 1

["'opsiune knaBumm Word
JlelicTBue CoueraHue KJIaBHIILI
OTKpBITH CTRL+O
CoxpaHuThb CTRLAS
3aKphITh CTRL+W
Bripesatb CTRL X
Konuposars CIRL+C
Bceraska CIRILA+V
BeiGpats Bce CTRL+A
[Tosy>xupHbIi CIRL+B
Kypcus CTRL+I




JlelicTBue CoueraHue KJIaBHIIl

[TouepkHy ThIi CIREAU

YMeHbmTh pazmepa mpudra Ha oaud nyHKT | CTRLA]|

YBeanuuts pazmepa wipudra Ha oauH nyHkt | CTRLA+]

BBIPOBHATE TEKCT MO LEHTPY CTRL+E
BBIPOBHATE TEKCT MO JEBOMY KParO CTRLE+L
BBIPOBHSATE TEKCT 110 IPABOMY Kparo CTRL+R
Otmena ESC

OTMEHUTH OnepaLuIo CTRLAZ
[ToBTOPUTH ONEpaLIAIO CTRIAY

5. Otpenure Oyaymuii TUTYJIBHBIN JIMCT OT JICTA J1aOOPAaTOpHON paboThl
pazpsiBoM cTpanmiibl (Ctrl+Enter).

6. Ha Bropom Jmcre Hamewaraiite cBoM (aMHIMIO, UMSI M OTYECTBO.
Ucnonszyro coueranus knasuul CTRL+C u CTRL+V cuenaiite Teker, COCTOSILMN
u3 10 ab3aues.

7. YOeautech, 4TO B JAHHOM TEKCTE HET OTCTYNOB A0 M mociie ad3aina,
ycraHoBute ab3auuslii oreryn 1,25.

8. K kaxxaomy a03aily TEKCTa MPUMEHUTE YKa3aHHOE (JopMaTHpPOBAHUE:

[.IlepBbrii a63anm wpudt 12 nyHKTOB, 1 MEKAYCTPOUHBIM HMHTEpPBA,
BbIPABHUBAHUE 110 LIUPUHE
[I.Bropoii a63am wpudt 14 nyHkToB, 1,5 MEKAYCTPOUHBIH HHTEpBa,
BbIPABHUBAHUE 110 JIEBOMY KPat0, O TUECPKHY ThIN
[II. Tpernii ad63an wpudt 16 myHKTOB, 2 MEKAYCTPOUHBIN UHTEPBAJ, KYPCUB,

BbIPABHUBAHKE 10 TPABOMY Kpato, pa3peiKeHHbIH HHTEpBal MEeXTy OyKBaMM TEKCTa



IV.YerBeprolii a63an wpudt 13 nyHkToB, 1,25 MEKOyCTPOYHBIH HMHTEPBA,
MOJTY>KHPHBIN KYPCHB, BEIPABHHBAHHE TI0 IIPABOMY Kparo, YIIIOTHEHHBIH HHTEPBaJ
MeKay OyKBaMHU TEKCTa

VIIareiii a63anm wpudt 15 nyakroB,] MEXIycTpOYHBIH HWHTEPBAI,
BBIPABHUBAHUE IO IUPUHE, 3aUECPKHY THIH
VI.lecroii a63ay wpudt 14 nyHKTOB, 1,5 MEXKAYCTPOUHBIN MHTEPBAI
BBIPABHHBAHUE 0 IIHPHHE,ABOHHOE 3aYepKUBAHNE
VII.Cenpmoii a03an mpudt 14 nyHkTOB, 1,5 MEKAYCTPOYHBIH WHTEpBA
BBIDABHUBAHUE IO IUPUHE, HAACTPOYHBIE H MOJCTPOUYHBIC CHMBOJIBI
VIII.Bocbmoii a63am wmpudt 14 nyskroB, 1,5 MEKIYCTPOUHBI HHTEPBAI
BBIPABHUBAHUE M0 IIHUPUHE, MAIBIE TPONTUCHBIE OYKBEI

IX MeBsiThlii ad3am wmpudgt 14 nyHkToB, 1,5 MEXAYCTPOUHBIH HHTEPBAJ

BBIPABHHBAHUE 10 IIHPHHE, H3MEHUTD LIBET mpudTa
X decarwiii a03anm mpudr 14 nyHKTOB, 1,5 MEKAYCTPOUHBIA HHTEpBA

BBIPABHUBAHUE 1O IUPHHE, BBIACIIUTE TEKCT LUBETOM.

Ha nepBoi CTpaHMLE OTYETA BBINIOJIHUTE TWUTYJIBHBIA JIHCT, COITIACHO
MPUBEAECHHOMY HIKE IIPUMEPY.

TexcT, HANCYaTaHHBI KYPCHBOM, IMOACHACT TO, KAKUM JOJDKHO OBITBH
dhopMaTHPOBAHUE TEKCTA HA TUTYJIBHOM JIHCTE. [Iedarares €ro He HyKHO.

9. BcraBeTe HOMEpPA CTPAHUIL B JIEBBII HIKHMIA Yrol OTYETA U UCIOJIB3YA
BKIaaky Beraska— HoMep crpadunel— BHHU3Y cTpaHuLbl— Cripasa.

10. IlepeiiguTe B HWKHMHA KOJOHTHUTYJI, HaledaraiiTeé B HEM CBOE MM,
yOenurech, yto Baiie WMs aBTOMATHYECKH MOBTOPUIOCH BO BCEX HIKHHX
KOJIOHTHUTYJIaX JOKYMEHTA.

11. IlocTaBbTe ranoyky HAIpPOTUB MOJA «OCOOBI KOIOHTUTYJ WIS MEPBOM
CTpaHuIy» Bo BKIaake KoHcTpykrop. YOeauTecs, 4to HOMEp Ha MEPBOH CTPAHHUIIE
HE OTOOPAXKAETCsl.

12. Tlepeiigsa Bo BKIagky Berapka— Homep cTpanuupli— PopMaT HOMEPOB

CTAHHI[ HAYHUTC JOKYMCHT CO CTPaHHUIIBI 5.



Gopuar Homepa: NI - |

[] BknounTte HoMep raassi

HaYWHIETCA CO CTHMAR: !33ronosox 1

pPazaennTen: ’ - [(aedug

Mpumepsr 1-1, 1-A

Hymepauma crpaHuy,
(®) npogonkuTE

() nauate

I l OTMmeHa

Pacnieuaraiite nosy4uBIIMIACS OTYET.
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JlaGopaTopuasi padora Ne2

Co31anue CNUCKOB U apTOMaru4deckoro oraasaeausa MS Word

Ilens pabGoTel: HayuuThes co3aaBaTb B MSWordmapkupoBaHHBIE,
HYMEPOBAHHbBIC CITUCKH MU MHOIOYPOBHEBBIC CIUCKH, CO3/1aBaTh aBTOMATUYECKOE

OrjIaBJICHUE U paCCTaBIIATE ABTOMATHYCCKHUE CCBIJIKH HA HCTOYHHUKH JIMTCPATYPhI

Bb1 MokeTe ObICTPO 100aBUTH MapKEPhl UM HYMEPALUIO K CYIIECTBYHOLIUM
crpokam Tekcra. Kpome toro, Word MoskeT aBTOMAaTH4eCKu CO3aBaTh CIIMCKH 110
Mepe TOro, Kak Bbl BBOAMTE TeKCT. [1o ymonuanuio, ecnm B Havane ab3aia Bbl
BBOJIMTE 3BE3/104Ky U mpoden, Word co3aaer MapkiupoBaHHblii criucok. Eciu ske Bbl
HauuMHaeTe BBOJ ab3aua ¢ Homepa, Word co3aeT HymepoBaHHbIi criucok. Eciu Bbl
HE XOTHTE, YTOOBI TEKCT CTal CHHCKOM, HOKMHUTE TMOSBISIOMIYIOCS KHOMKY
[TapameTpsl aBTO3aMeHbI-M300pakeHUE KHOMKKU U BLIOEPUTE APYroil napamerp.

1. Otaenure TUTYJIBHBIN TUCT OT JIaA0OPAaTOPHOM pabOTh! HAKATHEM KJIABHIL
CTRL+Enter.

2. B BepxHeii yactu BToporo aucrta Hanumure «l'nmasa 1. Hazganue 1». C

HOBOM CTPOKM HAaOEpHUTE YETHIPE JIIOOBIX CII0BA, KAYKI0€ C HOBOM CTPOKH, BBIICIIUTE

Al

TEKCT U COPTHPYHTE €ro nmo angaBuTy HMCMONb3Ys UKOHKY , mpeoOpasyiite

— g

JIAHHBIHA TEKCT B MAPKUPOBAHHBIN CIIUCOK UCIIOJIB3Ysl HKOHKY *

3. B BepxHeii yacTu TpeThero aucta Hanummrte «I naBa 2. Hazpanue 2»

BcraBbTe IPOCTOH HYMEPOBAHHBIN CIHMCOK, CTIONL3Yys MKOHKY ~ . Co3jaiiTe
CITUCOK U3 4 3NIEMEHTOB, COPTUPYHTE €r0 MO an(aBuTy.

4. B BepxHeii yacT 4eTBEpTOro jicra Hanuwmure «lyasa 3. Hazsanue 3».

Co3zpaiiTe MHOTO YPOBHEBBIN CIIUCOK, MCTIOJIb3YsI MKOHKY =7 Tlox uudpoit oauH
B CIIMCKE HAIMUIUUTE CI0BO «I acHbIey, HaxkMuTe Enter, MOHU3bTE YPOBEHD CIIUCKA
¢ 2 1o 1.1 ucnons3ys knasuiny Tab. ITepeunciure 4 nro0bie racHble Tak, YTOObI
Ka)Kaas Obl1a HOBBIM 2JIEMEHTOM cnucKa. [1oBeIckTE anemMeHT crmcka 1.5 1o 2

HaykatueM couetanuii kiasui Enter. Hanummwre B mynkre 2 ¢j10B0 «CorylacHbIe».



Jlanee nepeuncnute 4 coriacHbie, Tak, YTOOBI Kakaas Obula OTACIbHBIM
DJIEMEHTOM CITUCKA BTOPOIO YPOBHH.

5. U3mMenuTe HavalbHOE 3HaYEHUE CNUcKa ¢ 1 Ha 3, IMEeIKHYB MpaBoit
KHOTIKOM MbIIIX 10 iudpe 1 B cnucke HanpoTHB ciioBa «[ 1acHbIe», U3MEHUTE
YPOBEHb 3TOM CTPOKH criucka ¢ 1 Ha 2 B pyyHOM pekume. M3MeHuTe B pyuHoM
PEKUME BCE OCTAIBHBIE 3JIEMEHTBI CIMCKA TAK, YTO OBl CIOBO «I JTaCHBIE» B CMIMCKE
umeno Homep 3.1, «Cornachbie» 3.2, rnacHbie OykBel HOMepa 3.1, 3.2, 3.3, 3.4;

corylacHble OykBbl HOMepa 4.1,4.2, 4.3, 4 .4.

JAZMETKA CTPAHUUGI  CCHAKM  PACCHIIKM  PELIEH3MPOBAHWME  BWA  Foxit PDF
A & v | Ap | = (R | o= 3= | & v A )
K n A= A =5 =% f M | aaseserr; asseesrs AaB6 AaB6] LN C AABBB! aossa
x A-W. A > s = Bee ™ iaronoso.. 3aroncso, Hassanme [logsaron.. Cnaboe
Texyumin concox
whT ™ Crwnm
1 i ! i 3 1- 12 B W 6N
i 11
2B pepxHeH gac| z Hasganse" 1»."C-HOBOH"
CIpOKH- HaGep! BOH' CTPOKH. * BBLIETHTE"
bubaworexa comonos ;
TEKCT H COPTH Ky " . npeoGpasyire:
1)—— | 1. —
JIaHHBIH TEKCT' s a) 11 DHKY~ .
3.+B BepxHei-1ac ] 111 | Jazpanne 2»-BceTaBbTe”
TPOCTOH'HyMeE! | (- | y—— .. CO31aHTE CITHCOK"
H3'437IEMEHTO | > | paszen101: 1,1 2wames
4.+B BepxHeHuac| - OF 1.1.1 3acse }."Hazpanne3».
CozaaifTe MHO | 1
L 3srumees Tnass 1 3=wor |
OTHHB'CITHCKE | . ... ... | - - i
YPOBEHb 'CITHCE 1.5
T71aCHBIE TaK.'© 11—
Cnicrm 8 rexyimmx JoKymentax
371€MEeHT 'CITHCE 1411 — 4
IyHKTE2'CIIOB | '~ L
1. 11
MRS . 1.1.1.11
Kaskas-ObLIa g i
* BbsMsvennte Haw A0
;\ILIIIIH'I]O'IIHQ) 5 Vsmenints yposens cnnces »

3Toﬁ-crpom~c] OppeaenTs HOBBI MHOTOYPDSHEBBIA CIINCOK. .. 1111114

i Paspuis CTparmy OnpeaeninTs HORBIA CTUAB CIINCKA. .. 11111111

11111111

6. B Tom cnyuae, eciu Beaercs KpymnHas padora (KypcoBOW MPOEKT,
JUIUIOM, aucceprauusi) U PII3 HacuMThIBAET HECKOJIBKO NECATKOB Pa3/eioB U
NOJApa3zEnoB, TO py4Hoe (GOpMHPOBAHHME OIJIABJIEHHUSI CTAHOBUTCA BEChbMaA
3aTpyAHUTENbHBIM. [l co3manus ornasiaeHuss B Word cieayer BO BKJAAKe

"CcepLaiku'' B MyCTYIO CTPAHUILY JIOKYMEHTA BCTABUTH ITyCTOE OTJIABJICHHUE.
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Ha skpane nosiutcs cooOruieHre 00 0TCYTCTBUU AJIEMEHTOB OIJIABICHUS. ITO
€CTECTBEHHO, T. K. Y Bac ele HeT TeKcTa ¢ pa3aeiami.

Korna Bel HaGepeTe HY>KHBIN TEKCT, PA3METUTE IJIaBbl B 3TOM TEKCTE, HYKHO
OyzeT 3T pa3ielibl BHECTU B OrJIaBjaeHue. J[J1st 3TOro, yCTaHOBUTE KypCOp B TEKCT
Ha3BaHWs pa3aena U HaKMUTE KHONKY "'Jlo6aBHTH TekeT''. B BeImagaroniemM MeHO
BbIOEpETE HY)KHBIM YPOBEHb BIO)KEHHOCTH M OOHOBMTE LETMKOM OTJIABJICHHUE B

OTBET HA COOTBETCTBYIOLLEE COOOILECHHE.

nasHasa Bcraska PazmeTka crpaHmnubl Ceplnkn Pacce

I@F Jo6aBuTh TeKeT "] Apl x_[li'] BCTaBMTE KOHLEEYIO CHOCKY

He BKAKYaTh B OMN3BNEHWE Ag Cnegylowas cHocka =

Ornasnenme‘
v \ YposeHb 1 _5] Mokazate CHOCKK
dv* CHOCKM %
||V | Yposens 2 r
‘ YpoBeHb 3 ‘L
-

Ecmu Bbl Bce caenany npaBuiIbHO, TO CTPAHHIIA C OTJIABJICHHEM OOHOBHUTCS U
B HEW MOSBHUTCS Ha3BaHWE BHECEHHOTO Bamu paszznena ¢ COOTBETCTBYHOLIMM
HOMEpPOM CTpaHUlbl. AHAJIOIMYHBIM 00pa3oM CleayeT MOCTynarb CO BCEMH

paznenamu PII3. B urore, y Bac nonyuutcs aBromarudeckn cpopmMupoBaHHOE



OIVIABJICHHE, KOTOPOES XOPOLWIO BLIPOBHEHO H OTPOPMATHPOBAHO , KOTOPOE OyaeT
ABTOMATHYECKH H3MEHAITh HA3BAHHS Pa3fesoB €c/id Bel UX CMEHUTE B XOJ€
pemakTtupoBanus Baweii paboTel U MOCTABHT COOTBETCTBYHIIHE CTPAHHLDI,
KOTOPOE MO3BOJISIET MTHOBEHHO O0OPATHUTLCSA K HYKHOH Bam riiaee u He JIMCTATh
JI0 HY>KHOM CTpaHHUIBI POJMKOM MBIIIIH.

HN3menute Hazpanue | naBel 2. Hazsanue 2 Ha cioBo «CaMoneT», 0OHOBHTE
OTJIABIICHUE, YAAIUTE PA3PhIBBl CTPAHULL MEXKAY II1aBaMH, OOHOBUTE OTJIABIICHUE.

7. Ilocne rmaeel 3 co3paiite «CIHCOK JIMTEPATYPBD», COACPXKAIIMNA TpH
KHUTH:

1. Heanos LY. Knura 1. 10 c.

2. Ilerpos ILII Knura 2. 20 ¢.

3. Cupopos C.C. Kuura 3. 30 c.

ABTOMAaTHYECKH COLTATECH HA TIEPBYIO KHUTY B ' 71aBe 1, HA BTOPYIO KHUTY
B I'1aBe 2, Ha TPETHIO KHUTY B I'1ase 3.

Y1oObl C€ae/1aTh ABTOMATHYECKYI0 CCBHLIKY HA HCTOMHHK B Word,
BBINOJIHSEM CJIeAyIolee:

1) mepeBoAUM Kypcop B MOOOE MECTO TEKCTAa B MEPBOM NYHKTE CIHCKA
AUTEPATypHl (HAapUMEP, HA HA3BAHUE)

2) nepexoauM Ha JieHTy «BcraBkay, pamee BBHIOMpacM «3aKIagKa».
[TosiBUnOCH OKHO JOOABNECHWS 3aKIAAKH, B KOTOPOM HEOOXOOUMO BBECTH HMA
3aKJIAAKH ¥ HaXaTh KHOTMIKY «J[0o0aBuTh». HauMeHOBaHNE 3aKNaAKU MOXKET OBITh
moboe, HO He Oonee 40 CUMBOJNIOB, HE cOAepXKallee NPOOENOB M JAPYTHX
CIELCHMBOJIOB (KpOME 3HaKa noguyepkuBanus). HazpiBaTe 3aknagky yaoOHee BCero
no (aMUINM aBTOpa M Mape KIHYEBBIX CJIOB W3 HA3BaHUS CTAaThH, HaNpuMmep
"Hashim IT decision_making". Ecni BBl yBEPEHBI, 4TO JAHHOIO aBTOpa y Bac

TOJIBKO 04Ha CTaThbA, TO MOKHO OCTABUTE TOJIBKO (baMI/IJIHIO.
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MOo>KHO €031aTh 3aK/IaAKW Cpa3y HA BCE MCTOYHMKHM, A 3aTEM NEPEHTH K
[IPOCTABJICHUIO CCHUIOK HA HUX B TEKCTE.

3) B Tekcre, B MecTe, I/Ie HY’)KHO COC/IAThCsl HA BBIICYKA3aHHYIO CTAThIO,
BCTaBJIsiEM KBaApaTHbIE CKOOKM Oe3 mpodena U CTaBUM KypPCop MEKIy HUMMU.

4) Tenepp, u4TOOBI IMOCTABUTHL ABTOMATUYECKYIO CCBUIKY, HEO0XOAMMO
c/ieIaTh NEPEKPECTHYIO CCHIJIKY HA YCTAHOBJICHHYIO 3aKJIaIKY.

Jlna sToro mepexoamMm Ha JieHTY «BcTtaBka», Haxxumaem «llepekpecTHas
CChIIKa». [TOSIBUIOCH OKHO, B KOTOPOM B CNUCKE « THI CCHUIKMY HY)KHO BBIOpaTh
«3aknanka», a B cnucke «BcraBuTh CChUIKY Ha» — BbIOpars «Homep abzanay.

BriOupaem  uMsa  CcO34aHHOW  3aKkjnagkd M HakuMmaem  «BCTaBUTHY.
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BuyTpn kBagpaTHbIX CKOOOK mosiBWiIach uudpa 1, 4TO COOTBETCTBYET
MOPS.AKOBOMY HOMEPY 3TOi MyOJIMKaLMK B CIIUCKE JIUTEPATYPbI.

JI71st TOro, 4T00bI CCHIIKH B TEKCTE ABTOMATHYECKH 00HOBH/INCH, HY’KHO

BBINOJIHUTD /1BA JICHCTBHS.



1) Bbiaenute BECh TEKCT, B KOTOPOM CIIEAYET MEPEHYMEPOBATh CCHUIKH.
ByabTe 0CTOPOIKHBI ¢ BbIAeJEHHEM TeKeTa BO BceM JokymenTte (CtriHA). Word
PaCIICHMBAET AaBTOMATMYECKOE OINIABICHME Kak HAOOp CCHUIOK, MO3TOMY €CIH
BBIJICJIUTB €M0 BMECTE C TEKCTOM, OTJIABIIEHHE OOHOBUTCS TOXKE.

2) Haxxate F9 unu HaKMUTE PaByro KHOMKY MbILIH, BbiOepuTe «OOHOBHTH

noJie»

X, Boipesats
E® Konuposats
iy [lMapameTpbi BCTaBkmn:

[ OBHoeuTs None
WizmeHuTe none...
Koabl/3Ha4yeHna nonen

A LUWpwudr..

=4 ABsau,.

CChITKA B TEKCTE OOHOBSATCS M MPUOOPETYT 3HAUEHHE, COOTBETCTBYHOIIEE
HAXOXKACHUIO UCTOYHMUKOB B CITUCKE JIMTEPATYPHI.

Ecnu Bbl yaauIM UCTOYHUKHN U3 CITUCKA, HE MOJICHUTECH TTOC)IC OOHOBIICHUS
NPOCMOTPETh BECh AOKYMEHT eme pa3. "lloaBemieHHbie” CChUIKM  Ha
HECYLIECTBYIOILMI MCTOYHUK CTAaHYT 0003HaueHbl Kak "Ouiubka, 3axiaoka He
naiioena”. He 3a0yapTe y1aiuTh UX U3 OCHOBHOI'O TEKCTA.

8. B cnucok nauteparypbl A00aBbTE MOA BTOPHIM HOMEPOM KHUTY
Kopenenckuit H.A. HoBas kuura 500 ¢. Beiaenure BeCh TEKCT, KIMKHUTE MPaBOi
KHOTIKOM MBILIK, BEIOEPUTE B MEHIO MYHKT «OOHOBUTH nojey, aajiee «OOHOBUTH
0JI€ LEIUKOMY. Y JAIUTE B CIIUCKE JIMTEPATYPhl NEPBYIO KHUIY U CHOBA OOHOBUTE
TnoJe.

9.  Pacneuaraiite nosy4MBLINIiCS OTYET.



JIaGopaTopHas paGora Ne3

Co3aanue u popmaTupoBanue Tabaun MS Word

Llene paGoTel: HAYYHTBCS CO3AABaTh H peJaKTHPOBaTh Tabuuusl B MSWord

Tabnuua MmpeacTaBnseT CETKy, OOpa30BAHHYIO CTONOLAMHM H CTPOKAMH.
ITepeceyeHnss CTONOLOB M CTPOK 00pazyloT suekikm Tabmuubl. Kaxpas sdeiika
HE3aBUCHMA OT JPYTUX HJIEMEHTOB TAONMIBI, JJII HEE BBl MOXETE YCTAHOBHTH
TpeOyeMBlii pasMep U fopMar.

SdeiiKkn MOryT COAEPIKATh TEKCT, 4ucha, rpadpmdeckie n300paKeHUs HIH
¢dopmynsl. Ecnu BRBOAMTCA B AUEHKY TEKCT, MPH JOCTHXXCHHUH MPABOro Kpas OH
Oy/e€T aBTOMAarH4YeCkH MEPEHOCHTHCA HA CIEAYIOUYI0 CTPOKY B COOTBETCTBUM ¢
MUPUHON Adekiky. IIpH HM3MCHEHHM IUMPHUHBL CTOJMOLA WIM SYCHKM TEKCT
ABTOMATHUYECKH OyAET MEPEHOCHTHCA HA CIECAYIOLYIO CTPOKY (IPH YMEHBIICHHH
[IMPHHBI ) UM BO3BPALIATECS HA IPEABIAYIIYE) CTPOKY (MPH YBETUYECHHUH IIIHPUHBI )
TaK, YTOOBI MOTHOCTBIO 3AMOJIHUTE AYECHKY HOBOTO pa3Mepa.

Co3aanne Tabmnu Tadana MOKeT OBITh BCTABJICHA B IIPON3BOJIBHOE MECTO
NOKyMeHTa. PasMep TaONMuIBl MOXKET MPEBBILATH Pa3MEP CTPAHHUIIBL, TO3TOMY €€
YacTh MOXKET PA3MELIATHCA HA OJHOM HWJIM HECKOJIBKAX TOCICAYIOMMUX CTPAHULIAX.
B Takom citydae MOYKHO ONIPEACATE 3ar0JIOBKH TS TaOJIMLBI TAKHM 00pa3oM, uTo,
ecIi Tabiuua OyAeT pa3sMEIleHAa HAa HECKONBKHX CTPaHHIAX, B BEPXHEH 4acTd
Ka>KI0H CTPaHUIIB] 3ar0JIOBKH Oy YT OTOOPAKATHCS] ABTOMATHYECKH.

dns co3nanus Ta0JHUObLI MOJKHO BOCHOJIbB30BATHCH KOMAHAOH BKIAJKa
Bcraska — nanens TaOnuiel — kHonka Tabnuna.

B penaktope Word umeercd BO3MOMKHOCTH HAPHCOBATh CJIOKHYH)
Ta0AHLY OT pYKH. s 3TOro A0CTaro4yHo BHIOpath B MeHIO Tadmuia xomManay
HApUCOBaTh Ta0IHILy.

[Ipesxne 4eM MPUCTYNUTHh HEMOCPEACTBEHHO K CO3JAHHE) TAONHIIBI, BEI
OOJDKHBI HUMETH XOTA OBl MPUONU3UTENBHOE TPEACTABICHHE O TOM, CKOJIBKO

CTOJIOLOB U CTPOK JOJDKHA UMETh TaObmuua. Ha »ToM 3Tane He 0043aTeIbHO TOUHO



YKa3BIBaTh mapameTpsl Tadmuuel. [locne co3aanus Bceraa MOKHO A00OABUTD W/HMIIH
YAATUTh CTOIOLBL U CTPOKHU IO CBOEMY YCMOTPEHHE),

Beoa 1aHHBIX H nepeMeneHne no Tadauue,

Ecnu B cBoeii paboTe BB NPEANOYUTACTE TONB30BATHCS KIABUATYPOH, Ay
MEPEMEIICHHA B CNEAYIOLIYIO YEHKY ucnonb3yercd knasuia Tab. /lng nepexona k
npeapaylnei sueiike naxkmute Shift+Tab. Ecnu knapuina Tab Oyaer Hakara B TOT
MOMEHT, KOTJa Kypcop pachoJiokeH B nocneanei suetike Tabmiupl, Word BCTaBHT
HOBYK) CTPOKY M IEPEMECTHUT KYPCOP B €€ MEPBYIO AUYCHKY.

B ta0nuie mpencTapiaeHsl KIaBUINN Ui NEepeMelieHud no tadnuue. g
TOTO YTOOBI MOKUHYTE TAONHIY, Bbl JOJDKHBI ¢ MOMOIIBIO MBIIIN WK KIABHII-
CTPENOK MEPEMECTUTE KYPCOP 3a NPEACIIBI TAOIULIBL.

Knapuma Hasnauenue

Tab IlepeMemaerca Kypcop BOPaBO Ha OJHY AYEHKY. BcTaBiader HOBYIO
CTPOKY, €CIIH KYyPCOpP PacnoIOXKeH B MOCIETHEN dueiike

Shif+Tab INepememaercs Kypcop BACBO HA OJHY UY€Ky

Alt+Home u Alt+End IlepemelnaeT Kypcop B MEPBYIO WIH MOCICTHIOK
AYEHKY CTPOKH, COOTBETCTBEHHO

Alt+PgUp u Alt+PgDn [lepememaer Kypcop B NEPBYIO WIH MOCIETHION
CTPOKY CTONOIA, COOTBETCTBEHHO

PenakTupoBanne tadauy. Ha npaktuke AOCTAaTOYHO 4YacTO BO3HUKACT
HEOOXOIMMOCTh U3MEHUTH MapaMeTPhl TAOMUIIBI, B KOTOPOI COAEPKATCA JAHHBIE.
MS Word mpenoctapnser B Halle pacmopsHKCHUE NIMPOYANIINE BO3ZMOKHOCTH MO
PEIAKTHPOBAHUIO TAOMULL, BKIKOYAs BCTABKY U YIAICHUE AYEEK, CTPOK U CTOIOLOB,
MEPEMEIICHUE W KOMUPOBAHHUE SYEEK, U3MEHEHUE BBICOTHI U IIUPUHBI SYE€EK U
MHoroe apyroe. Komanaa: Bxnaaka PaGota ¢ Tabnumiamu — Konctpykrop / Maker.

ITepeMerieHHe H KOMUPOBAHHE STYEEK

Hcnonb30Banne MBILIH AJIM NIEPEMELLICHUSA A4€eK, CTPOK H CTOJ0HO0B

Jig TOoro 4roObl MEPEMECTHTH WM CKOIMHPOBATH OAHY MJIH HECKOJIBKO,

AYCCK, BMCCTC, C UX COOCPKHMBIM, BBIITOJIHUTE CIICAYIOLINE JCHCTBHA.



-BeiGepure A4eHKH, CTPOKH HIH CTOJIOLEBI, KOTOPBIE BBl NPEATIONAracTe
MEPEMECTUTE UITH CKOITHPOBATh.

-[lepemecTuTh yKa3zarens MBILIH B IPEAEIax BEIOPAHHBIX AYEECK TAK, YTOOBI
OH NPHHAJT BUJ, CTPEIIKH, HATIPABJICHHOH CIIPaBa HAJIEBO.

-JlanbHeHnNe Baly JeHCTBHA 3aBUCAT OT TOIO, XOTHUTE JIH BB IEPEMECTHUTD
FJIH CKOTIMPOBATH BEIACIICHHEIE HIIEMEHTA. [l TOro YTOOB! MEPEMECTHTH SJIEMEHTEI
TaONUUEl, HHOKMHTE JIEBYIO KHONKY MBILHW. Ecnu Bam TpedyeTcda CKONHPOBATh
3MEMEHTHL, HOKMUTE Knasuiy Ctrl, mocne 4ero HaXXMHUTE JIEBYEO KHOMKY MBIIIH. B
3aBHCUMOCTH OT NPOM3BEACHHBIX BaMH ACHCTBHI B CTPOKE COCTOSIHHA MOSABUTCA
COOTBETCTBYIOLLEE COOOLICHHE.

-[lepeMecTuTs Kypcop B sY€iiKy, PAcTOJIONKECHHYIO JIEBES H BHILNIE TOrO
MECTa, B KOTOPOM JOJDKHBI TOSBHUTHCA MEPEMEILCHHBIE WIH CKOMUPOBAHHBIC
AYECHKH.

-OTnyCTUTH KHOTIKY MBIIIIH.

Hcenonw3opanne xkomaHan Brinaakn Maker [Ipu pabGote ¢ tabnuuei
nerictere komana Beipesars, Konuposates 1 BeTaBuTh 13 MeHI0 [ IpaBKa noJIHOCTEIO
AHATOTHYHO PadoTe ¢ TEKCTOM. C MOMOLIBIO 3THX KOMAHJ BBl MOJKETE IEPEMECTUTE
WK CKOIMHPOBATE AYEHKH B MpeAeaxX TaOIuIbl HIH CKOMHPOBATE TaOJIUILY B IPYToe
MecTo. JlaHHO€ CPEACTBO NO3BONAET IEPEMEIlATh U KOMUPOBaTh OJHY WIIH
HECKOJIBKO AYEEK WU LEHKOM BCKO Tabnuy.

H3menenne HPHHADBI CTOIOLOB

[Tepemengenne cpanuy 4eex 1 UCNONLIOBAHUE 20PUSOHMUNOHON TUHETKU
Hns Toro 4roObl M3MEHHUTE IIUPHHY CTONOLA ¢ IMOMOIIBIO MBIIH, YCTAHOBHTE
yKasaTelb MBIIIH HA [PaByIO PaHUIly ¢TOM0NA. B pesynbrare ykazaTenb MPUMET
BHJl B€PTHKANBHOH JBOWHOM JNHHHH CO CTpEJIKaMM, HANpaBICHHBIMH BIIPaBO H
BJICBO. [IpH 3TOM BHA yKa3aTens HE 3aBUCHT OT TOT0, OTOOP@KAIOTCA WIH CIIPATAHEL
JMHUH CeTKH. HaXKMHUTE KHOMKY MBIIK H MEPEMECTUTE TOT MApKep CTos0Na 10
YCTaHOBKH TPeOYEMOii [IUPHHEL CTOIOLBL, MIOCHE YEro OTIYCTUTE KHOIKY MBIIIIH.

Jeiicmeue Pe3ynomam



[lepememienne rpaHuupl 6€3 HAOKATHA KAKAX-THOO OOTONHHTENBHBIX
knasuil - [[lupuHa Beex CcTONOLOB cnpaBa Oy/JAeT U3MEHEHA B COOTBETCTBUH ¢ HX
[IEPBOHAYAIBHOHN LUUPUHON

[lepeMermieHne rpaHuubl OpH Hakarol kiaBume Shift - H3MeHsercs
[IUPHHA TONBKO JBYX CTOJOLIOB, PAacTlONOKEHHBIX CJI€Ba M cIOpaBa OT
[EPEMEIIAEMON MPAHHLIBI

[lepememienne rpaHuupl npu Hakaroi knasume Ctrl - [Mupuna Beex
CTONOIOB cripaBa OyAeT H3MEHEHA B COOTBETCTBHH ¢ UX MEPBOHAYAJIBHON IIUPUHOIM

[TepeMenienne rpanuisl npu Haxkateix Shift+Ctrl - Illupuna Bcex crondios
clpaBa OCTacTcid HEW3MEHHOH. M3MEHsAETCs MuMpHUHA CTONONA, PacIioOKEHHOIO
CJIeBa OT MEPEMELIAEMO TPAHUIIEL H COOTBETCTBEHHO IIHPHHA CaMOii TaOIHIIBL

[TlepemenieHne rpaHunbl NMpH Haxaroil knapume Alt - OroOpakaercs
pa3Mep WUPUHBL H3MEHAEMBIX CTOIOLOB B CM.

-BriGepure cTonOup!, IMpUHY KOTOPHIX BHL PEANONAracTe U3MeHUTs. Ecnu
BBl BRIOEPUTE CTOJIOLBI HE MOTHOCTHE) (HANpuUMeEp, oaHy uian Oonee crpok) Word
H3MEHHUT [IUPHHEI CTOIOLOB TONBKO B YKA3AHHBIX CTPOKAX.

-BeiGepure Brnagka Maket — nanens PazMep sueiiku

-B oxne auanora CroiicTBa TaOnuiel nepeiiante Ha BKIaAKy “Cronden” u
YCTAaHOBHTE HYKHBIC TTAPAMETPHI HIIA HAXKMHUTE KHOTIKY ABTonoadop. Himenenne
BbICOTHI CTPOK

-Bribepute Britagka Maket — nadens Pasmep saueiiku

-B okHe auanora CeolicTRa TaObnuuel nepeiiaure Ha BkIaaky “Ctpoka” U
YCTAHOBHTE HY)KHBIE NIAPAMETPHI HITH HAKMHUTE KHONKY ABTOIIOAOOP.

Onaxok Paspeuwiums nepeHoc cmpoxu Ha credyiowyio cmpantiyy. ECITH Ipy
YCTAHOBJICHHOM (PIaXkKe ([0 YMOITYAHHIO) COAEPKUMOE TYEHKU HE OMEIAETCA HA
oaHo# crpanuue, MS Word pa3duBaeT CTPOKY M MEPEHOCUT HE TIOMECTHBILIMECH
JAHHBIC HA CIIEAYIOMIYE) CTPAHHUILY.

HacTtpoiika nojioxenus crpok Bxinaaka Maket — manens BelpaBHHBaHHE

H3menenne opueHTamuu Texcra DBriagka Maker —  mnaHens

BripaBHuBanue — kHomka HanpasneHnue Texkcra.



BceraBka u yaajieHHe siUeeK, CTPOK H ¢T106u0B [locne co3ganus Tabiuubl
MOYKHO M3MEHUTH €€ CTPYKTYPY, A00aBNsAs U yaands A4eiku, CTPOKH U CTONOIBL.
KonkpertHniii Bug onuuii BeraButs 11 Yaanute w3 MeHo Tabnuna onpeaensercs
TEM, KaKHe AJIEMEHTHl TaOMUUbl (A4eiKHU, CTPOKH HIH CTOJIOLBI) ObLIN BBIOPAHEI
MEePEN BEI30BOM KOMAH/IBL.

Bknaagka Maket — manens CTPOKH U CTOJIOLBI

O6veanHenne sideexk s OOBCOMHEHHMA HECKOJNBKHX PACIONOKEHHBIX
pPSOOM B OHOH CTPOKE SYEEK BHITQIHUTE CIEAYIONINE ACHCTBHS:

-BriOepute a4eiiku, KOTOPBIE BBl XOTUTE OOBETUHUTE.

-Bknagka MakeT — nanens O0beIMHUTE — KHOMKA OOBCAUHHTD AYCHKH

Pa30uenne siueex PazOueHue sueex gpnsgercd oOpaTHOll omepauueii mo
OTHOILIEHUI K 00BeIUHEHNID. C €€ MOMOMIBI) MOKHO BOCCTAHOBUTH UCXOJHOE
COCTOsIHME OOBCOMHEHHBIX fA4YceK. [IpH 3TOM pacnpeacsicHue TEKCTa MEXAY
ayelikamu OyAeT ONMpeaenaThcs HAMHYUEM CUMBOIOB a03aua. [lepebrii ab3an Oyaer
MOMEILIEH B MIEPBYIO A4YEHKY, BTOPOil a03all — BO BTOPYIO TUEHKY U T. 1.

-BeiGepure 0aHy HIIM HECKOJIBKO AYEEK, KOTOPBIC MPEANoaaracTe pa3ourhb.

-Bknagka MakeT — nanens OObeIMHUTE — KHOMKA Pa30nTe sachku

-B none Beoaa Uucnao cTonbuoB 0ToOpakaeTcs KOMMYECTBO CTONOLOB, HA
kotoppie MS Word mnpegnmaraet pa3Ourh Kaxkayw M3 d4eek. B ciayyae
HEOOXOAUMOCTH H3MEHHUTE, YKA3aHHOE 3HAYeHHE U HaXKMuTe OK

DopmaTupoBaHHe TAOIML Fcnonvzoeanue rxomanovr Cmunu mabauy
Komanna Ctunu tabnui mo3BogeT 3HAYUTENBHO COKPATUTh BPEMsl, TpeOyeMOe 1T
NpUJaHHs BawieH TaOMMUBI MPO(ECCHOHATBHOTO BHAA, 34 CYET HCIOIB30BAHUA
NpeAONPEACTCHHBIX CTHIIEH O(opMIeHHs TaOMUIBL C UX MOMOIBI MOKHO OBICTPO
YCTAaHOBUTh OOpaMJICHHE M 3aJIUBKY Y€€k, MapaMeTpbl MIpUdTa U IBETOBOEC
opopMiicHHE, a TaKKE AaBTOMATHYECKOE W3MEHCHHUE pa3MEpPOB AYEEK B
COOTBETCTBHM ¢ UX COACPKUMBIM,

-YCTaHOBHUTE KYPCOp B Mpeaenax TaOauibl.



-BeiGepure komanay Bkiaagka Koncrpykrop — manens Ctunm tabnuu. M3
CIHCKA MPEIOMPENEICHHBIX (JOPMATOB BEIOEpUTE (PopMaT, B HANOOIBIICH CTENCHU
OTBEYAIOIIHHA BalIMM TPEOOBAHHSM.

g dpopMaTupoBaHHA COAEPIKHMOTO SUYEEK MOJKHO BOCIONB30BATHCA
npueMaMu GpopMaTHPOBaHUS OOBIYHOTO TEKCTA.

HobGaBieHue paMKH Ko BCeH TadauLe HWIH ee OTAebHbIM ssuelikaMm I1o
YMOJIYAHHIO B KauyecTBe OoOpamydiomicii TMHHM B TaOMUIaxX MCIONB3YeTCA
CILIOWIHAS TOHKAA. J[J11 H3MEHEHHU 00OpaMiIeHUs TaOIUIbI BEIMOIHUTE CIIEAYIOIINE
JEUCTBHUS:

-BriGepuTte sueliku, KOTOPHIC BBl XOTUTE 3aKJIIOYUTH B PAMKH (MJIH LIENHKOM
BCIO TAOIHUILY ).

-Biyaaka Konerpykrop — nanens Ctumn tabnui — kHonka I'paHu1s!

HoGaBaeHue 3anoaHeHuss K TaGaume OueHb 3PPEKTHO CMOTPATCA
TaONMUIBL 4acTh AYEEK KOTOPBIX BBIAEICHA APYTUM LBETOM. JIJI1 U3MEHEHHS 11BETA
¢oHa B AUeHKH TaOMHUIIBL:

-Beiaenure gueiiku TaOmuLBbL.

-BeiOGepure komangy Bkimagka Koncrpykrop — maHens Ctunu tabmmn —
KHOTIKA 3aJIHBKa

Pa3ouenne Tabmmu Ilpu pabore ¢ TabnuuamMu MOKET NOTPeOOBATHCA
pa3OuTh TaGMNHIly HA ABE YaCTH ISl TOTO, YTOOB, HAPUMED, BCTABUTH MEXIY HUMHU
TEKCT UM PUCYHOK.

JIns pa3OueHus TaGMUIBl YCTAHOBUTH YKa3aTeNb B CTPOKY, MEPEA KOTOPOi
XOTUTE pazOmTh Tabmuuy. 3ateM BeIOCpUTEe KOMaHay Bknaaka Maker — maHenb
O6bemHUTE — KHOTIKA Pa30uTh Tabmuiy umn Haxxmute Ctrl+Shift+Enter. TaGnuma
OyaeT pa30uTa Ha JBE YaCTH, MEXKAY KOTOPBIMHU OYIET BCTABNICH Mapkep ad3aua (),
oT(hopMaTUPOBAHHEIH HOpMATbHBIM CTHIeM. Ecnu BaM moTpeGyercs OTMEHMTH
paz0ueHHe, yaanure Mapkep ad3alia.

[Tpu palore ¢ TabnulaMH MOXKET BO3HMKHYTh CHUTyallMs, KOTrjAa MOpH
no0apeHUM MHGOPMALMH B AYEHKHM, OJHA M3 TpPaHWL TaONMLBl, Yalle MpaBasd,

YXOOUT 3a Ir'PpaHHLBI CTPAHHLIBI H CTAHOBUTCA HEBHANMOI.
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B nanHoli cutyauuu HEOOXOAMMO MOCTAaBUTH KYpCop B TAOJIMILy U NEpeHTH

BO BKJIAJKY «MakeT» U HalWTh TaM UKOHKY « CBOMCTBAY.
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B orpsiBLIeMest OKHE He0Ox0auMO HaiTh nose «upuna Tadnuue». Muoraa
oHa Oyner oToOpakeHa B CAHTUMETPAx, TOrAA 3HAUYECHHE HY)KHO YMEHBLIWTH, a

MHOT/Ia, KaK B 3TOM cilyyae nose OyaeT 3aKphiTo.
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B 5ToM ciyyae HaMm HEOOXOMMO MOCTABUTh TAIOYKY NEPE]] CII0BOM IIUPUHA
U yKa3aTb HEOOXOAUMYIO BEJIMYMHY UCXOMs U3 WMPUHBL cTpaHulel. [TInpuna noss
JUIs 1edaTd B CTpaHuue A4 npH yCTaHOBJICHHBIX HAMHM IOKaszareysax 16,5 cw.

OueBHIHO, €CM MBI TIponHIIEM 16 M, TO BCS TAONKIIA OTOOPA3UTCS HA CTPAHULIE.
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B 3TOM ciydae Ha BepHEei yacThio TaOIUIIbl, KOTOPas MEPEHECIach Ha APYTYIO
cTpanully HeoOxoauMo Hanucarh «lIpopomkenue tabmuusl 1» unn «OxkoHYaHUE
Tabmuibl 1» B 3aBUCHMMOCTM OT TOro, 3aKOHYMjach Tadiauua WM OHa Oyaer
MPOJOMKATHCS €11IE HA CIEAYIONLYIO CTPAHUILY.

Ham HeoOX0auMO MOCTaBUTh KYPCOP B MEPBYIO CTPOKY TaOJIMLBI, KOTOpas

NepeHecnach Ha CHCAYIOIMH JMCT M BO BKJIAQAKE MAKET BBIOpaTb MKOHKY

«Paznenuth Tabnuiy».
PA3SMETKA CTPAHWMLLGI CCHUIKN PACCHINKA PELIEH3VPOBAHWE BnAa MathType Foxit PDF Maremarm
|,E H f :*5,5 4 Bcrasuts chusy E 06veaunwo aueiikn 3 [| ;0,53 <] 7: ‘E‘H‘ SEE F ‘;»: :'l:H A
: x S T Berasuts cnesa @ Pazgenuts aueiixu 511,07 [ - '—_ﬁ' = =] [=] S A
Yaanenne Beramwre __ p— ARy jiy __ Hanpasnenue Tona  Coprv
csepxy &2 Berapwte cnpasa = Pasgenuts TaGnnuy = Astonoabop ~ = [E] =i TexcTa AYeRKN
CTpokw ¥ cTonbubl 7 O6veanHeHne Pasmep A4enkn BbipasHuBaHne

3 2 1 n u " IW 10W 11 W12 W13 M4 WS WS 17

Paspennts rabanuy

1[ PazBuexne ogHoM Tabanupl Ha
Age Tabanypr,
_Tabnmuna-1 _ l1aaay
kot Texyian cTpoka craner nepeon [
Ne- | ®a- | Mm  crpoxost HoeoW Tabnuusl, 2T | Npe | Npe | Tun- | Aar | Azt | Npu |=
n/nd| mu- | A e pumepes T e 6ne | po- | 06- | & a- me-
AnAK cs |ae- | no- | uye- | dory| 06- | max | crae | pa- | Hay | owo | wa-
o | Husd| npo | cko pa- neH | we- | ana- | Hya | HueR
nuc | e ue- Hele | HAsH| pa- | Hua:
Kex | me- HUAK Ao~ Gorxt | pa-

cro- Ky- 6ot

npo MeH

Hu- Toll

Ba-

HURK
" " u -] = n n -] u n 3 n =] 4 u =
-] 4 -4 - " -] ] H -] 3 13 -3 H - -3 4
B H o o H ] = B ] = 23 = = " = =

)|

o
-
R’ L " R’ H R R’ R R R L3 ] R R R H
] n n ] o ] ] |+ o n ] ] o ] n 3
B u -4 -] -4 -] -] -4 u -1 >3 H =4 -1 u -3
] H 2] 2} H ] " " " ] 3 u = ] ] =

Opna Ttabnuua JenuTcss HAa JBE, HAJ BBIJCJIECHHOH CTPOKOH TaOIMLbI

NOABJIACTCA MyCTas CTPOKa, B KOTOpOﬁ MOKHO HamucaTh HEOOXOAMMBIHA HaM TEKCT.
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1. Hapucyiite Ttalnuuy, npuueM HaszBaHue TaOJUUbl  ClENaiTe

aBTOMATH4YeCKUM. [lomMecTuTe Kypcop B TaONMILy M BBIMOJHUTE KOMAHY: BKIAAKa

I

(o]

Bcrasuts

neHTbl CChUTKM P> MaHenb HUHCTPYMEHTOB Ha3Banus P> kHOmNKa "=+, YCTaHOBUTE
napameTpsl: MOANUCH — Tadmuua, MOJIOKEHUE — HAJ BBIJCJIEHHBIM OOBEKTOM.

ConpoBoauTe TabnuIly 3arojJJOBKOM: ABTOOYCHBIE MAPIIPYTHI.

Tabnumna 1
ABTOOYCHEIE MapIIPYTHI
No Ha3zpanne mapmpyra (ryHkr | Bpemst Bpems
MapHIpyTa | OTIIPaBIeHHs — KOHeTHBIIT OTHpaBJIEHNS | MPHOBITIA

IIYHKT)

17



2. IlpeoOpa3zyiiTe gaHHy10 TaOIUIYy B CIECAYIOLLYHO

Tabmuna 2
ABTOGYCHBIE MAPIIPYTHI
No HasBanne mapmpyta Bpems [ena
MapmipyTa | (IlyHKT OTHPABICHHs — | OTIPAaBACHHUs | IPHOBITHS Omera,
KOHEYHBIIT ITYHKT) pyo.

Hroro:

3. 3anonHute TAONMIly: HOMEPA MApLIPYTOB ABTOMATHYECKMM HYMEPOBAHHbBIM
CITMCKOM, Ha3BaHWE MapLIPyTOB, B cTONOLE «OTNpaBICHUE» B PYYHOM PEXKUME
BBeaAuTe 1MPps 0T 1 10 3, BhIAEHUTE TEKCT B croadue «Haspanue mapiupyray,
CAeNnaiTe COPTUPOBKY MO andaBuTy.

3. Pacneuyaraiite noayuMBILIMNACS OTYET.



Jlaboparopuasi padora Ned

Co3nanne n oOpadoTka rpadpuyuecknx o00bekToB MS Word
Llenns paboTel: HayuuThCs padoTaTh ¢ rpadukoit B MSWord

Hogseiit MS Word BkitouaeT B ¢e0si BCTPOCHHBIN rpa@MyecKuii penaxkTop,
MO3BOJISIFOLIMI 00padaThiBaTh U300PAKEHUS.

1. Otkpoiite TekcToBblii mpoueccop MS Word.

2. C nomoubo komaHabl: BeraBka— PHCYyHKHM MOMECTUTE B JTOKYMEHT
PUCYHOK.

3. Ilocne BbACNCHUS PUCYHKA MOSBISETCS BKiIaaka JeHTsl Pabota ¢

pucyHnkamu. PaccMoTpum noapoOHee KOMaH 1bl, PACIoIOKEHHBIE HA ATON BKIIAJIKE.
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4. C nomouibto koman sl O0pe3ka 00peKbTe PUCYHOK.

5. C nomoipo kKomaHabl Koppekiusi HacTpoMTe pe3KOCTh, SIPKOCTh U
KOHTPACTHOCTh M300pasKeHHUSI.

6. C nomoipio KoMauabl [[BeT M3MEHUTE HACBIIEHHOCTh U OTTEHOK L(BETA.

7. C nmoMomuibr KoMaH bl Xya0KeCTBEHHbIEC Y(PPeKThl 100aBbTE K PUCYHKY
m000# U3 Xyn05kecTBEHHBIX 3(h(PeKToB, 4TOOB!I OH OOJIBIIE HATOMHHAT CKU3 WA
JKMBOITUCb.

8. Hapucyiite cneayromme pucyHk| CaMOCTOSTENBHO.
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Pucynok 1 — Ynpouennas cTpykrypHas cxema OBM

| KoqupoBaume 1 | XpaHeHHe u . Tlepemaua n
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ITamsaTe

Pucynok 2 - CTpykTypHas cxema KOMIbITEPa



[lepen TeM KaKk HAPUCOBATH KAPTUHKY, CICAYET OTKPHITE HA JICHTE 3aKIAAKy
«BcraBka». Ee mpocTo HailTH, Tak Kak 3aK/ajKka HAaXOAUTCA MNpaBee KHOMKHU
«I'naBuady. Iloa 3akmagkodl OTKpeIBacTcd MeHK «Humoctpauun», KOTOPBIM
MOJKHO TIOJIB30BAThCS MPH BCTABKE B AOKYMEHT KapTHHOK H3 daiinos, OndINoTeK,
caiita Microsoft u 1. 1. TeM He MeHee, UTOOBI pUCOBATh, HY>KHO OTKPHITH BKIAAKY
«durypei». [Tog Helt ckppIBacTCs UENbIH HAOOP MHCTPYMEHTOB JJIA PUCYHKA, a B
KOHLC CNHCKAa HAXoAuTca KomaHga «HoBoe monotHo». BBIMOTHHB KOMaHAy,
MOJIy4aeM B IOKYMEHTE Mofe JJid paboThl, TAE PUCYEM CaMBbIE Pa3NUYHBIE (PUTYPHI,
MpPEATaracéMele B KOHTEKCTHOM MEHIO. 3/1€Ch €CTh JIMHUM U IIA0IOHBI pa3IHYHOI
KOH(uTypauuu. Pa3Mepsl monoTHa Aid H300paKeHHH BBl MOJKETE OTPErYIMPOBATh
10 CBOEMY YCMOTPEHHUIO.

Bocnons3yHTECh NOTOBBIMH MIA0IOHAMH, KOTOPHIE IOMOTYT CO3/1aTh CXEMY B
MS Word unm caenatb reOMETPUUYCCKHA PUCYHOK. UTOOB OHH OKa3zaJucCh Ha
MOJOTHE, 1OCTATOYHO KINMKHYTH 10 BEIOPAHHOMY [IA0IOHY JIEBO KHOIKOH MBIIIIH.
Bropoii pa3 Ieayok JieBOH KHOMKOH JenaeTcs Ha TMoJie  H300paKeHHA.
[TonyuuBLIeecas U300PAKEHUE MOKHO PEAAKTHPOBATH, TAK KAK MOCIE €ro BCTABKU
MOABJIAIOTCA KOMaHAbl «M3mMenuTh urypy», «3anuBka ¢uryped», «KOHTyp» u
«IPpdextsl puryp». OTKpHIB MEPBOE U3 NEPEUUCTCHHBIX MEHIO, MOKHO U3MEHHUTH
KOH(UTYpaLMIO PUCYHKA, IMOJIb3YACH BTOPOH U TpeThel BKIagkaMu. MO)KHO 3a1aTh
uBeT PoHy n300paKeHHUs U ero rpaHuuam. [loMuMo TOTo, MOYKHO OTPEIAKTHPOBATH
TOJILMHY KOHTYPA, CAENATh €r0 MPEPLIBUCTHIM U T. I1. UeTBEPTOE MEHIO Npearaet
YKpacuTh KapTUHKY 3¢pdekramu. C €ro mnOMOIBK PUCYEM TEHb, TNPHAAEM
FEOMETPHYECKON YacTH IUIOCKOCTH IONYNPO3PAYHOCTE W OAKE BHAUMOCTH
TPEXMEPHOCTH.

Beibepure B MeHIO KoMaHawl «IlommmuHug» B «PHCOBaHHAs KpHBas»,
KIMKAHTE NO BEIOPAHHOW NTEBOH KHOMKOM MBIIIK M ACTANTE MOBTOPHBIN KIMK Ha
nmonotHe. He oTmyckad KHOMKH, AeNaiiTe HYXKHBIA PHCYHOK. A €IIe OJHHM
HAKaTHEM Ha MBI KapTHHKA puKkcupyeTcsa Ha noje. Ee, kak U madaoHbl, MOKHO
OTPEAAKTUPOBATE, 3ATMBAA PA3TUYHBIMH LBETAMH, cO3AaBasd dYPPEKTEI U T. . A C

MOMOIIBK «H3MeHeHNA (PUTYPED» BB MOANMPABUTE U30OPAKEHHUE MO IEPUMETPY.



9. CrpynnupyiTe pucyHOK, U3MEHUTE €TI0 pa3Mep.

10.B mpouecce paboTbl ¢ TadIMLUAMU U PUCYHKAMH MOKET CJIOKMTHCS
cuUTyauMs, Korga u3oOpakeHue uiaM Tabmumua Oyayt yaoOHee ams
3amoJHEHUss M KOMQOpTHEE I TMPOUTEHHUs, €Clu OO0BEeKT Oyaer
pacroiokKeH Ha abOOMHOM, @ HE HA KHUYKHOW CTPaHULLY.
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Heo0x0ammo BbIAENUTH TAONKILY, PUCYHOK, YACTh TEKCTA WIIA UX COYETAHUS,
KOTOpbIE HEOOXOAMMO PACIOIOKUTH HA TOPU3OHTATILHON CTPAHULLY.

[lepeiitu BO BKnaaky «Pa3meTka cTpaHuLb) U IEPEHTH B KOHTEKCTHOE MEHIO
«ITapametpnl cTpaHuibl» nmoaoOHoe MeHw «IllpudT» m «Abd3au» Ha raaBHOMN

BKJIazke (1aboparopHas padora Nel).
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B orkpbiBuieMCs MEHIO HEOOXOAMMO BBIOpATh AIbOOMHYIO OPHEHTALUIO

CTPaHMLbL, HO MPUMEHUTD €€ TOJIBKO B BBIACICHHOMY (PparMeHTy TEeKCTa.
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[Ipu Takoii opreHTalMy CTpaHuLbl TadIULA BEINVIAAUT 3HAYUTEIBHO JTyYLUE,
yaoOHee €€ peaakTUpoBaTh, a TaKkKe YAOOHEEe 4YUTaTh, 3alNUCAHHYIO B HEE
UH(pOPMALHIO.

[Ipu sTOM MBI ¢ Bamu ceiiyac CTOJKHYJIUCH C €LUE OAHMM CIIy>KEOHBIM

CUMBOIJIOM, KOTOpI:Iﬁ A0 3TOro €ue HE BCTpEHalIn.

1

'.‘.!. R R SR R s S s s s s PASPBIB PASAena (Co CNeayoWen CTP AU ) sussmm i

Kak u ocranpHble Cci1y>)keOHbIE CHUMBOJIBI OH He OyJaer BHIEH MpH
pacrnieyaTbiBAaHUM JOKYMEHTBI, @ BUJCH TOJbKO B PEXKHUME PEAAKTUPOBAHUS TPH
BKITHOUEHHON (pyHKIIMM «OTOOpPA3UTh BCE 3HAKWY.

YT0 7K€ ITO TAKOE U YISl YEr0 OH HY3KEH.

Pesynbrar nosiBjieHUs: pa3pbiBa CTPAHULILI MOKHO MPOCTO CPABHUTH C TEM,
4YTO B OJHOM JOKYMEHTE€ Mbl MPOCTO TMEPEHOCHM KAaKOH-TO TEKCT HA HOBYIO
CTpaHHUILy, MPH pa3pbiBe pa3jiesia CUTyalus HHasl, €€ MOYKHO CPABHUTh C TEM, UYTO B
OJJHOM OKHE MPOrpaMMbl OTOOpaXkaroTcsi JBa aOCOJOTHO PA3HBIX JOKYMEHTA U
HACTPOWKM TEKCTA B 3TUX AOKYMEHTAX MOTYT KOPEHHBIM 00pa3oM OTIMYAThCS, KaK
B HaIlleM MPUMEPE, B OJHOM «IOKYMEHTE)» CTPaHMIbl BEPTHUKAIBHBIE, B JAPYTOM
FOPU30HTAIBHBIE. DTO OYEHb IMOJIe3HAass O0COOCHHOCTH U Bbl OyneTe 10CTaTouHO

YacToO €K TMOJb30BaThCs. Hampumep, B KypcoBoit paboTe HEOOXO0aMMO He



HYMEpPOBATh MEPBBIE TPH CTPAHULIBI, & HYMEPALIMIO HaYaTh ¢ 4eTBEPTOit. 11 3TOTO0
HaM HYKHO OyJeT BOCIHOJIL30BaThCs KIMEHHO pa3pbiBaMu paszenoB. [loctaButh ux
MOYKHO HHW TOJBKO TOTJa, KOrja Ham HEeoOXOAMMO 4acTh TEKCTa MEPEHECTH Ha
FOPU30HTATIBHYIO CTPAHUILY.

Eciu HaM HE0OXOAMMO HE CTAaBUTh HOMEP Ha TPEX CTpaHHULax JAOKYMEHTa,
3HAYMT HaM HY>KHO OyJeT CO3JaTh JBa pa3pbiBa pa3ieioB, Asi STOr0 HEOOXOAUMO
nepeiTi Bo BKIAAKY «Pa3MeTka cTpaHuibl» M BHIOpaTh B BBIMAAIONIEH BKIAIKE

«PaspbiBbl» «PazpsiB pasaena» «Co ciieayromei CTpaHuLb).

[NIABHAR BCTABKA AV3ANH PASMETKA CTPAHULIBI CChIKA PACCHINIKA PELIEH3MPOBAHWE BMA MathT
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- BYAET NEPEHECEH B HAYANO CAERYIOLUEN KONOHKYM,

Obrexanme Texcrom
OBTexanne TexcTa sokpyT 06BEXTOE Ha Beb-CTparRuyax

Pasp s pasaena (co chreayowien cTparenzs)
Pa3peiBet pasaence

» S le CIyAKeOHble: CHMBOIBIY OH™ He: Oy
Bcrapka paspblea pasaena v Ha4asno HOBOTO pasgenaco | T g o 2 d
CnegyoLLeR CTpaHuLbI. JHTBE, a- BHIEH  TOJIBKO- B- peKHME- pee
” DT00OpasHTh Bee-3HAKI. ¢
JpRaAR Cpsn 1771 9ero-oH Hy/keH.|

Bcraexa paspelea pasgena v Ha4ano HOBOrO Pasaena ¢ Tol
e CTpanuybl.

1S PasphIBa- CTPAHHIIEL- MOXKHO  IIPOCTO
‘@ Mbl* MPOCTO- NIEPEHOCHM- KaKOH-TO-
Hetxas cpanvua )asgena CHTyalfHa HHad, €€ -MOKHO-CPaB
Bcrasxa pazpbiea pasaena v Ha4Yano HOBOro Pasaena ¢ - OTOGPBJKB!OTCX' IBa- a0COTIOTHO" pasH
HETHOW CTPpaHMLbL. ) -
-TOKYMEeHTaX MOTyT-KOPeHHBIM -00pason
Heuernan crpannua {(HOM" «JJOKYMEHTIE» - CTPAHHILIBI- BEPTHRA
Bcrapxka pazpeiea pasgena v H3Uano HOBOTO Pasgena ¢ 4eHB- TIOTE3HAS - OCOOSHHOCTE- H- BBI- OV
MENETOX Erpt gL 1. HanpuMep,- B- KypCOBOH- padote-
HyMepOBaTh TlepBble TPH -CTPAHHIIBL, -2 HyMepaIHiO ‘Ha4aTh ¢ JeTB
HaM HYZAHO" 6yner-30cnom>303an>cn "HMEHHO PaspbIBAMH Pa3aeii
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Haxxumaem oauH pa3, a MOTOM CHOBA OTKPHIBAEM STOT K€ CHHCOK |
MOBTOPSIEM HalI BLIOOP.

Pesynbrar Oyaer clieayomum:
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Tenepe HaM HEOOXOAMMO MPOCTO BCTABUTH CTPAHMIIBI B IOKYMEHT JIHOOBIM
ynoOousiM  Bam  cnocoGom.  Pesynprar  OyneT  NPUBBIYHBIM:  CTPAHULBI
npoHymepyrotes 1, 2, 3, HenpuBbIYHBIM OYJET TOJILKO HAa3BAHUE KOJIOHTUTYJIOB, K
HUM OyIeT MpUnucaH HOMEP pasziena, BCIOMUHAEM, YTO pa3pbiB pasjena Kak Obl
CO37AEeT HOBBIW JOKYMEHT, MBI MMEEM B OJHOM AOKYMEHTE TPU [NOKYMEHTA
(co3paHHBIC IBYMS PaspbiBaMu pasjeiia) U y KaKIOro U3 3THX JOKYMEHTOB €CThb
nepBasi CTpaHua, sl KOTOPO MOYKHO HACTPOUTDL OCOOBINA KOJIOHTUTYJI ISl TEPBO

CTPaHHULIbl — YOpaTh ¢ HEE HOMED.

Hiokm Ui xOR0HTHTYA -Pasgen 1. ] HUXHAT KOROHTUTYA -Paspen 2- [kaxn npaasiayuen

h L)

Ll

: Bepxnunit kononriuryn -Pasaen 3- Kak 8 npeauiayuen |

CraBuM Kypcop B HIDKHUHM KOJIOHTUTYJ pa3jena OQuH (€CIM HOMEP CTOUT B
HIDKHEM KOJIOHTUTYJIE), Aajiee BO BKIaake «KOHCTPYKTOp» MOCTaBUTH TajlOuKy
«Oco0bIii KOJOHTUTY sl mepBoi cTpanuiy. [lpu sTomM HOmep M3 pasaena 1

HCYEC3acCT.
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|'—.' —I— 2 3xcnpacc-Gnoxu ~ r Lle ¥ Ocobuii konontiTyn ans nepsoil crpaninust 1285 em - B
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|Tg' Pucyrin - i | PasHble konoHTUTy bl B8 HETHBIX M HEYETHBIK CTPAHHL +125ecm
Aaran Ceegerwno Mepeiimn i Bepxrenry [lepeimmin k Finssany Y 3aKpsITh OKHE
BPEMA AOKYMEHTE * [ot‘bcbpaxeuuﬂ w3 Wivreprera KONOHTUTY Y KONOHTHTYAY 1! Moxasare TekeT aokymerma 2 KOAOHTUTYADE
Beranka Nepexoan MNapameTps Monoxerue 3axpuitue
2 ': 2 4 ¢ LTR 10 12 1 16 Ocobutit KONOHTMIYA ANA NEPBOR CTPIHMLL

HacTpoixa ocobeix kONOHTUTYARE ANA
NEPEOR CTPAHILEI NOIECNRET EUIYANLHO
OTASNNTh €2 OT OCTAALHOO AOKYMEHTS

@ Honcnrmmrenvusie caepenna

Husknnia konowinTya -Pasaen 2- | Kax = npeanigyiie [

[mermﬁ KOROHIMIYA NEPBOR CTpaH LI -Pasaen 1-1 s = x | Pt e e i |

‘ Al

CtaBuM Kypcop B HIDKHMI KOJOHTHTYJ BTOPOrO pasjiena, y Hac CHOBA
MOSIBISETCS BO3MOYKHOCTD MOCTaBUTh TajlouKy «OcoOblii KOJOHTHUTYII Ul NEPBOi
CTpaHMLbl». B HaleMm ciyyae — 3TO nepasi CTPaHUIIA HAIIEro BTOPOro pasjesa —

BTOpasi CTpaHMLA JOKYMEHTHl. CTaBUM TajJOuyKy — HOMEp CO BTOPOW CTpPaHMIIbI

HnCcye3acT.
1 PELUEHSNPOBAHNE B Math lype Foxat PUF Marematuka KOHCIPYKIOP laty
Elq Ocobblif KONOHTUTYN AN NEPEOH CTPAHULIbI =125 ca S a
Ep ] Pastbie konoHTATY LI 4nA YeTHBIX M HEUeTHBIX CTPaHML, .t 1,25¢m -
WTH K HIDKHEMY gy s 3aKpbITb OKHO
i [V] Mokazats Texcr gokymenTa [+
SNOHTUTYNTY e AOKy' e KOJIOHTUTYNI0B
al MapameTpsl Monoxexnne 3akpeiTne
2 Ocobbiil KONOHTUTYA ANA NEPBOW CTPaHWULLbI 2 5 16
Hactpoiika ocoBeix KOAOHTUTYNOE An8
NEPEOA CTPAHNLBI NO3BCARET BUSYSNbHO
OTASNUTE €€ OT OCTaNLHOMO AOKYMEHTS,
0 LononHUTEAbHBIE CBELEHUA
HimkHuin konoHTuTyn -Pasaen 2- | Kak B npeabigyutiem

[ToctymaeM aHaJOrMYHO C HOMEPOM TPETEH CTpaHuibl. [lomyyaem Takoi
pe3yabTaT (Ha TPETEl CTPAHMIIE CTOUT Pa3pbiB CTPAHMLIBI, YTOOBI OBICTPO CO3/AAThH

YETBEPTYIO U MIOCMOTPETh, YTO HOMEP TaM OyJer).
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11. CnenyromuM  BaXHBIM  BOMPOCOM  SBISIETCS  HEOOXOIUMOCTb
IPABUJILHO PacrojiaraTb HOMEpP Ha CTPAHULIE ¢ TOPU3OHTAIBHON OpUEHTALMEH.

Ecnu MBI IpOCTO BCTaBUM HOMEpPA CTPAHHIL B JOKYMEHT, COJAEp)Kalluii
anbOOMHYIO OPUEHTALMIO CTPAHULL, TIOTOM PACHEYATAEM M COIIBEM 3TOT AOKYMEHT
(KypCOBYIO WJIH JIUTJIOMHYIO PaboTy), TO Mbl YBUIMUM, YTO HOMEP PacIoJIOKEH HU B

TOM YacTH aTbOOMHOIO JIUCTA.
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ibn ( | ol Kk v | & —eimcNE. (== A YO . v
[Cali (Ocie = |28 A A Aa- B i2-i2-5- &% 8l W | assosaerr, assoser, Aab6Bi AaB§ AaB6Bi AaB6Bs Assoserr,
Sy KK Y -ax, X A-%- A E=E== :; - "" -ig - TO6oivnewi TEes were., Jaronoso.. 3aronoso.. 3aronoso.. 3aronoso.. 3aronoso.
Wpnpr ] AB3aly ) Crnan

| Kaxsnpeaniyuen

(e ———— (T ——
H¥XHWH KOROHTITYA -Pasgen 2- laspun pasgena (Co cneayiowes Crparmgt === [ Kax 8 npeavlayuie s

29

M

Hiskruit nongnmwn AD:MQT'L |

CraBuM Kypcop psSaoM ¢ TEM HOMEPOM CTPAHMIIBI, PACTIONOKEHHE KOTOPOTO
HY)KHO HM3MEHHTh M BO BKJIAJKE KOHCTPYKTOp HaxoauM WKOHKY «Kak B
NpebIAylieM pa3feie» M HaKAMaeM Ha Hee. AHAJOMMYHO IOCTYMaeM Co

CIIeIYIOIIEH CTPAHMIIEH MOCe HIDKHErO pa3phiBa pazaena. Jlanee cTaBuM Kypcop B



TOT KOJIOHTUTYJI, B KOTOPOM HY>KHO M3MEHHMTh PACMOJIOKEHUE HOMEpa. B Hamiem

cJiydac 3TO BTOpas CTpaHUlla.
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Jlanee mepexoauM BO BKJIAJKY BCTaBKA, BHIOMPAEM HOMED CTPAHMIBI TOYHO
TaK JK€ KaK W MPH MPOCTOM JI00aBJICHUH CTPAHMI] B TIOKYMEHT, HO BhiOMpaeM «Ha

NOJIgX CTpaHULbD», 1ajICC BLI6I/IpaeM HEOOXOAMMOE HaM IOJIOKEHUE HOMEpa.

Hoxyment - Word (Coii aktusaunn npoayxTa) PABOTA C KONIOHTUTY...

1BKA LVBAAH PA3METKA CTPAHWLILI CCHUIKN PACCHUIKM PELEH3MPOBAHME BUA MathType Faxt PDF Marenatnka KOHCTPYKTOP
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Ecnu Ha cTpaHune OcCTaercs JBa HOMEPA, TO HEHYXKHbIH HEO0XOIUMO

YITUTD.
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CrtaBuM Kypcop B HOBBI HOMED CTPAHMLBI, KOTOPBI MOSBUIICS B JIEBOM

YaCTH CTPAHHIIBI, HO PACTIONIOKEH BEPTHKAIIBHO, 8 HAM €0 HEOOXOAUMO TIOBEPHYTh

Ha 90 rpaaycos.

Jlanee mepeBoauM BO BKJIAAKY Gopmar, TaMm BHIOMpaeM HarpaBleHHe TEKCTa

W J1ajiee HY)KHBIM HAM BapyaHT.
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12.Pacnieqaraiite nojy4uBIIUIACS OTYET.



JlaGoparopuasi padora NeS
Co3nanue, aBT03ano/IHeHHE, peJaKTHPOBaHHe Ta0/u1l, BBOA Gopmy.1 B

Taoauuax Microsoft Excel

Llene pabotel: IIpuoOpereHre NPaKTUYECKUX HABBIKOB B CO3JAHHH,
aBTO3aIMOJHEHUH, PEAAKTUPOBAHUM TaOnMIl, BBoaY (Gopmys B Tabnuuax Microsoft

Excel.

OpHOM M3 KIIHOYEBBIX OCOOEHHOCTEH JJIEKTPOHHBIX TAOJHL SIBJISETCA
BO3MOKHOCTh aBTOMATHUECKOTO MEPECUYETA 3HAUCHUS JIIOOBIX HY)KHBIX SYEEK MPHU
MU3MEHEHUH COJIEPIKUMOr0 OAHOM U3 HUX. J{/1s BU3yanu3auuu noJly4eHHbIX IaHHBIX,
HAa OCHOBE I'PYIMI SYE€EK MOXHO CO34aBaTh Pa3jM4HbIC BUJbI JUAarpaMM, CBOJHBIC
TaObnuIbl 1 KapThl. [1pM 3TOM 31€KTPOHHBIE TaONMLIBI, CO31aHHbIE B Excel MOykHO
BCTABJISITh B JIPYrHe JOKYMEHTHI, a TaK K€ COXPaHATh B OTAEAbHOM (aiine ais
MOCJIEAYIOUIEr0 UX UCIIOIB30BAHUS WIN PEJAKTUPOBAHHS.

Ecnu BbI yoke 3HaKOMBI ¢ peaakTopom Word, To pazoOparbest B uHTepdeiice
Excel He coctaBuT Tpyaa. Beap B €ro OCHOBE JEKUT Ta ke JIeHTa, HO TOJBKO ¢
ApyruM HabopOM BKJIAJOK, Ipymni ¥ komau . [Ipu 5ToM uyTo0bl pactputs pabouyro
0071acTh, HEKOTOPBIE TPYIIbI BKJIAJOK BBIBOAATCS HA JAMCIUICH TOJBKO B Clydyae
HEOOXOMMMOCTH. Tak k€ JIEHTY MOYKHO CBEPHYTh BOBCE, ILEIKHYB MO AKTUBHOMN
BKJIQ/IKE /1BA pa3a JICBOM KHOIMKOW MBI WK HaXaB covyeranue kiasuil Ctrl+F1.

Bo3BpalieHue ee Ha SKpaH OCYILECTBIISICTCS TAKUM e CI0COO0M.

m 1 JIABHAX BCIABKA PASMEI KA CIPAHNLB QUPFMYJIb HAHHbBIE PELEHSMPOUBAHWE Bl Fowt PDE
P - e = — VSR S
Calibri -In A A = - & |o6uwi . !’_ g [E r sl 2 '317 ﬂ
i e g = - - B yaamme - [J)- e
Ectasure < X K 4 - o M - .A. FEEEEE B ©-9oum 808 Yenostoe Gopwaruponatre Crwm » Coprwposxa Halffram

Bopmariponanme = kak Tabnuly * gueek = =) Dophiar - * wduabTp e BbenuTy *

BYDep O5MeHa Tx Wpuds 5 BpABHMBI HItE 5 Yueno 5 Cmnm Auefinm PEASKTUROBAHME

Crout oTMeTHTH, uTO B Excel mis ogHOM M TOM K€ KOMaHIbl MOYKET OBITh
NPEAYCMOTPEHO Cpa3y HECKOJILKO CrnocoOOB €€ BbI30BA: 4YEpe3 JICHTY, U3
KOHTEKCTHOI'O MEHIO MM C MOMOUIbI) COYETAHUs TOPSYMX KJIaBUIL. 3HAHHE U

MCTIOIb30BAHUE TOCIEIHNX MOXKET CHIIBHO YCKOPUTH Pad0oTy B MPOTpamMMe.



KOHTEKCTHOE MEHIO SBISETCS KOHTEKCTHO-3aBUCHMMBIM, TO €CTh €ro
COJCPIKAHUE 3aBUCUT OT TOr0, 4TO I10JIb30BATEIb JEJIACT B JAHHbBIA MOMEHT.
KOHTEKCTHOE MEHIO BBI3BIBACTCS HA)KATHEM MPaBOM KHOMKH MBIIIM MOYTH Ha
nt0bom 00bekTe B MS Excel. 510 mo3BosiseT S3KOHOMUTDL BPEMS, TOTOMY 4TO B HEM

0TOOpaXkatoTCst HaUbOJIEE YaCTO UCIOJIB3YEMBIC KOMAH/IbI K BBIOPAHHOMY OOBEKTY.

BBOA 1 pelakTMPOBAHHUE AAHHBIX

CospnaBaembie B Excel aiinbl Ha3bBatoTcs pabOuYUMH KHUTAaMHU M UMEIOT
pacimpenue «xlsy wm «xlsx». B cBowo ouepeab pabouas KHUra COCTOUT U3
HECKONBbKMX paboumx nucToB. Kaxapii padoumii JAMCT — 3TO  OTACIbHAs
SJICKTPOHHAs Ta0JMLA, KOTOpbIE B Cilyd4ae HEOOXOAMMOCTH MOIYT ObITh
B3aUMOCBSI3aHbl. AKTUBHOW pabouel KHUIO# sBISETCS Ta, C KOTOPOH B JAaHHBIN
MOMEHT BBl pa00TaeTe, HAMPUMED, B KOTOPYHO BBOIMTE JTaHHBIE.

[Tociie 3amycka NPUIOKEHHUsS ABTOMATHYECKH CO3[ACTCs HOBas KHUTA C
uMmeneMm «Knuraly». Ilo ymomuanuio padoyas KHHUra COCTOMT U3 TpeX pado4ux

JIMCTOB ¢ UMEHAMHU OT «JIuct1» 10 «JIuct3».
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Pabouee none nucta Excel moaeneHo Ha MHOYKECTBO MPSMOYTOJIbHBIX SUEEK.

OObeIMHEHHBIE IO TOPU3OHTANM SYEHKH COCTABISIKOT CTPOKM, & MO BEPTUKAINA —



cToNOUEL. {14 BO3MOKHOCTH HCCICIOBAHUA OONBIIOTO 00BEMa HAHHBIX KAXKIBIH
paGounii muct nporpaMmsel uMeeT 1 048 576 ¢TpOK MPOHYMEPOBAHHBIX YHCIAMU U
16 384 cronbuoB 0003HAYCHHBIX OyYKBAMH JIATHHCKOTO andaBuTa.

TakuMm oOpaszoMm, Kakgad sdelika — 3TO MECTO IIEPECEUYCHHs Pa3IMYHBIX
CTONOIOB U CTPOK Ha JIUCTE, (POPMUPYIOLIHUX €€ COOCTBEHHBIN YHUKANIBHBIN aapec,
COCTOSMMUN U3 OYyKBBI CTOJIOLA M HOMEpPA CTPOKH, KOTOPBIM OHA MPHHAAJICIKHUT.
Hamnpumep, umsa nepBoi syeiiku — Al, Tak KaK OHA HAXOOHMTCA HA MEPECCUYCHUHU
cronbna «A» U cTpoku «1».

Ecnu B npunoxeHuu BkimodeHa CTpoka (popmyli, KOTopas pacnoioKeHa
cpasy ke moa JIeHToi, To ciieBa ot Hee HaxoauTcsa [lose numenn, rae otodpaxkaercs
UM TeKyIIeH ssueikd. Cro/ia ke Bbl BCEr1a CMOXKETE BBECTH UM HCKOMOM AYEHKH,
Ui OBICTPOTO mepexona k Heil. Oco0eHHO 3Ta BO3MOYKHOCTE MOJIE3HA B OOJBIINX
OOKYMEHTax, COAEP)KALINX THICAYN CTPOK W CTOJIOLOB.

Tak >xe s npocMOTpa pasHbBIX 00dacTell aucTa, BHU3Y M ClpaBa
pacnonararTCs MOAOCH MPOKPYTKH. [ToMUMO 3TOrO, mepeMeniaThesa mo padoueii
obnactn Excel MOKHO ¢ MOMOIIBIO KIABUII CO CTPENIKAMH.

YroObl HauaTh BBOAMTH AAHHBIE B HY)KHYIO AYE€HKy, €€ HE00X0aMMo
BBIICJIUTE. J[I1 MEepexo/a B HY>KHYI A4YEHKY INETKHUTE HA HEHl JeBOH KHONKOM
MBILIHM, TIOCHE 4Yero oHa OyIeT OKpY)KEHA YEPHOH pamKkoOil, TaKk HA3BIBACMBIM
HHIMKATOPOM AaKTHBHOW AdYCHKH. Temepe MPOCTO HAYMHAWTE MNEeYararb Ha
KIaBHAType, U BCcA BBOANMAs HH(popmaims OyaeT OKa3bIBaThCS B BBIOPAHHOI
AYCHKE.

[Ipy1 BBOAC JAHHEBIX B AYCHKY MOKHO TaK YK€ UCIIOJIB30BATH H CTPOKY POPMyIL.
JU1 3TOro BBIACIUTE HYKHYIO KIIETKY, 4 3aTEM LIEIKHUTE MBIMIBIO HA NOJIE CTPOKU
dopMyn M HauHWTe mevyarath. [Ipy >TOM BBOAMMad HHpopManus Oyaer
ABTOMATHYECKN 0TOOpaKaThbes B BEIOPAHHOM AYCHKeE.

[Toce OkOHYaHHs BBOJA JAHHBIX HAKMHTE:

. Knasuimy «Enter» - ciaemyromieil akTHBHOM Aueiikoi craHeT

KJIETKA CHHU3Y.



. Knaumy «Taby - cneayroieid akTMBHOM SYEHKOW CTaHET

KJIETKa CIipaBa.

. [IlenkHUTE MBIIBIO MO OO0 ApPYroi sueike, U OHa CTaHET

AKTUBHOM.

YTo0Bl U3MEHUTH UM YAAIUTH COAEPIKUMOE JTHOOO0H SUCHKY, WIEIKHUTE HA
HEWM J1Ba pa3a JIEBOH KHOMKOM MbIIK. [lepeMeniaiTte MUurarmmii Kypcop B Hy)KHOE
MECTO Ul BHECEHMS HEOOXOAMMBIX MpaBoK. Kak M BO MHOTMX Apyrux
NPUIOKEHUSAX, JUIS YIAJICHUS U BHECEHUS UCIIPABJICHUH MCIIOJB3YIOTCS KIIaBULIU
crpenok, «Del» u «Backspacey. [1pu sxenanuu, Bce HECOOXOAUMBIE ITPABKH MOKHO
MPOM3BOAMTH U B CTPOKE (hopMyIL.

OObeM JaHHBIX, KOTOPbII Bbl Oy1€TE BBOAUTH B AUCHKY, HE OrPaHUYUBACTCS
ee BUAUMOI yacThro. To ecTh KIeTKH padoyero nosst nporpaMmsl MOTYT COAEPIKATh
KaKk oaHy uudpy, Tak 1 HECKOJIbKO ad3aneB Tekcra. Kaxnas sueiika Excel cnocobna
BMECTUTH 10 32 767 4YHUCIOBLIX WJIM TEKCTOBBIX CUMBOJIOB. DOpMaTUpOBaAHUE
JIAHHBIX STYEEK

[Tocne BBOA HA3BaHMii CTPOK M CTOJIOIOB MOJIy4aeM TaOJIUIly TAKOrO BUA:
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COIEPKaTh  KaKyk-TO HMH(OPMALMIO, TO BBEACHHBIA TEKCT  YACTHYHO
MEePEKPHIBACTCA €if M CTAHOBUTCA HEBUAMM. J1a 11 caMa Ta0NuIa BEICISANT AOBOJBHO
HEKpacHBOIl M Henmpe3eHTadensHoM. I1pn 3TOM ecnu Hanedararb TakoH JOKYMEHT,
TO CJIO)KHMBIIASACA CUTYaLHs COXPAHUTCA — Pa300pars B TAKOM TabNHLE YTO K YEMY
OyAET AOBOJBHO CJIOXKHO.

YroOel caenate TaONHYHBIH JOKYMEHT OOJiee aKKypaTHBIM H KPAacHBBIM,
4acTO MPUXOIUTCA U3MEHATH Pa3MEpPbl CTPOK U CTOJIOLOB, WPHPT COACPKUMOTO
ayeifikn, ee (POH, OCYIIECTBIATH BhIDABHHBaHHE TEKCTA, AOOABNATH TPAaHUIIB U
poyee.

Jid Hagana gaBaiiTe MmpuBEIeM B MOPAOOK JNeBbiii crondeu. IlepeBeaute
KyPCOP MBIIIN HAa PaHHUIly CTOJIOOB «A» H «B» B CTPOKY, II€ OTOOPAKAKTCS X
HazpaHud. [Ipu M3MEHEHHHM Kypcopa MBI HA XapakTEPHBIA CUMBON C JABYMS
Pa3sHOHANPABJICHHBIMH CTPEJIKAMH, HAKMHTE W YACP)KABAA JICBYK) KIIABHILY,
TALUTe NOABUBILICIOCA IMYHKTHPHYIO JIHHUK B HY)KHOM HamNpaBlIcHUH Ui
paciIupeHud cTondna A0 TeX Nop, MOKa BCE Ha3BaHUS HE YMECTATCA B paMKax OHOIA
AYCHKH.

Te ke caMmple OCHCTBHS MOYKHO MPOACTATH U CO CTPOKOH. DTO ABIAETCA
OJTHUM M3 CaMBIX JIETKUX CIIOCOOOB H3MEHEHHS pa3Mepa BEICOTHI U IIHPUHBI SYEEK.

Ecnu He00X0auMO 3aJaTh TOYHBIC PA3MEPBI CTPOK M CTOIIOLOB, TO AJIA 3TOT0
Ha Bkiaake I'namas B rpynne Sdeliku Beibepure nyHkr Popmar. B
OTKPBIBIIEMCA MEHIO ¢ MOMOINIBK KOMaHI BeicoTa cTpoku u Iupuna crondua
MO>KHO 33J1aTh 3TH NapaMeTphl BPYUYHYIO.

O4yeHb 4acTo HEOOXOAUMO U3MEHHUTH TTAPAMETPBI CTPA3y HECKONBKUX AYEEK
H JaXe HEeJIOro cTondna Wi CTpoku. /g Toro uto OBl BEIACTUTH LENbIH CTOIOCL
WIM CTPOKY, IUENKHUTE HA €r0 HA3BaHHU CBEPXY WIH Ha €€ HOMEpe Clera

COOTBCTCTBCHHO.
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yICP)KUBATe JIeBYIO KHOMNKY Mbid. Eciu ke HeoOXOOMMO  BBIICIUTH
Pa3pO3HEHHBIE MOJIst TAOIUIIBI, TO HAKMUTE U yaepskuBaiite kinasumy «Ctrly», nocie
YEro MIETKANTE MBIIIBIO TT0 HEOOXOAMMBIM STYEHKaM.

Jlist TOro, 4yToOBI TEKCT B siUeike 0TOOpAKAThCS HE TOJIBKO B OIHY CTPOYKY,
a C MEPEHOCOM Ha CIEAYIOIIYIO CTPOKY, €CJIM TEKCT HE BMECTWICS B SYEHKY I10

LIMPUHE, HEOOXOAMMO BBIACTUTD SUCHKY M HOKATh HA KHONIKY «lIepeHecTn TEKCTY.
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QAWN [NABHAARA BCTABKA PASMETKA CTPAHMLLBI QOPMY b OAHF

h [ B - T— [oane
0 g‘f’ Calibri 1 AN T== - B |Obwm
B~ [ 1 | ‘
BCTa'BMTb" XK Yy~ &E2. d-Av|l=s==&E= H-|E-
Bydep obmMeHa WpudpT [ BoipaBHWEaHWE e
A2 bl - f‘ MpoaykTbl NMTaHKA
A B c D E F G
1 AHBapb deBpane mapT anpens  MaM MHOHDb
MpogykTbl
2 |nuTaHmA |
3 Mpoesg
4 PassneuyeHuA
5 |MHTepHer
6 |Opexnau obyeb
-

OOBeuTe AYEHKH ¢ HA3BAHUEM MECSLIEB B LIANKE TAOJIUIIBI U IEIKHUTE HA
KHONIKE BLIDOBHATEH M0 LEHTPY.

B rpynne WpugT Ha Briaake I'1aBHast MOJKHO U3MEHUTH THIT LUPUQTA, €ro
pa3Mep, LBET U HAYEPTAHUE: JKUPHBIN, KYPCUBHBIM, IOAYEPKHYTHIN U Tak gajnee. Tak
K€ 371ECH PA3MEIIECHBI KHOMKM M3MEHEHHS TPAHMIL SYEHKU U 1BETA €€ 3aIMBKU. Bee
9TH (YHKUMH TIPUTOAATCS HaM Ul AAJIbHEHINEr0 M3MEHEHHS BHELIHETO BHJA
TaOJIULIBL.

MeHSATh LBETA STYECK MOXKHO CI€/1aTh ¢ MOMOIIBIK KHOMKHU ].IBCT 3AJIHBKH.
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B03M0OXHO M3MEHMTH LIBET Mipu@Ta ¢ mnomMoisio kHonku IBeT Tekcra.



Y1oObl sUEHKM HE CIAWMBAIKCH, [aBalTe OMPEACTUM WM  TPaHUIBL.
OnpeneneHue rpaHUL MPOUCXOAMUT TOJIBKO /ISl BBIACICHHOM 001acTH TOKYMEHTA,
1 MOKET OBITh CACTAHO KakK ISl OAHOM SUeHKH, TaK v Ui Beeit Tabnuiipl. B Hamem
Cllyyae BBIACIUTE BCHO TAOMMILy, TOCHE Yero LICTKHUTE Ha CTPENOYKY PSIOM C

KHOIKOM JIpyrue rpanuusl Bce B To# e rpynne Hpudr.

AN TNABHAA BCTAEKA PA3METKA CTPAHWLLb! DOPMY b AAHHbIE PELIEH3WPOB
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Mpaeag rpanHuuya -I

Her rpanuubl
Bce rpanmnupl
BHewHne rpannub

Toncraa EHELUHAA rpaHnLa

CABOEHHER HIDKHAR rpaHnLa

ToncTas HWKHAR rpaHuua
BepxHas n HWXHAA rpaHuLb

BEPKHHR W TONCTaA HUXHAA rpanuLbl

BEpXHﬂR W CABOEHHAA HWAHAA rpaHnLbl

B OTKpBIBIIEMCS MEHIO BBIBOAMTCS CITUCOK OBICTPBIX KOMAHI, C MOMOIIBIO
KOTOPBIX MOKHO BBIOpaTh OTOOpP@KEHHUE HY)KHBIX IPAHULL BBIACIECHHON 00JIACTH:
HWKHEH, BEpXHEH, JI€BOM, NMpaBoi, BHEIIHMX, BCEX W Mmpouee. Tak ke 31ech
COAEPIKATC KOMaHbl A/l PUCOBAHWS T'PAaHWLl BPY4YHYHO. B camoM HM3y cnucka
HAXOAMUTCS MYyHKT JIpyrue rpaHMubl NO3BOJIIOLMIA Ooliee AETaIbHO 3a/1aTh

HEO0OXO0MMBbIE MTAPaMETPBI IPAHHULL TYEEK, KOTOPBIM MBI M BOCIIOJIB3YEMCS.
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Tenepp, 4yToOBI 3aBEPIIMTH HAIDy TaOmMHIy, HEOOXOAMMO HAAJICKALIMM
o0pa3oM OQOpPMUTH TE€ AAHHBIC, KOTOPBIE MBI TyJa BBOAUM. HamoMHuM, 4TO B
HALEM CIIy4ae 3TO JCHEIKHBIE PACXOMdbL.

B KaKIYK U3 AYECCK HNEKTPOHHOHN TAONHMLBI MOYKHO BBOAWTE PA3HBIC THIIBL
JAHHBIX. TEKCT, YUCla U Aaxe rpaduyeckue uzoOpaxkeHus. IMEHHO MOITOMY B
Excel cymectByeT Takoe MOHATHE, KaK «PopMAaT JAHHBIX TYSHKH», CIIyKALWN A4
KOPPEKTHOM 00paboTKH BBOOUMON BaMU NH(OPMALHH.

N3HavaneHO, Bce sueiikn umerwT OO0mmii ¢opmar, TO3BOIAKOMIMIMA
COAEPXAaTh UM KaK TEKCTOBHIE, TaK U LIU(PpoBbIe NaHHBIE. HO BBl BIIpaBe N3MEHHUTH
3TO W BHIOpATh. YHCJIOBOM, ACHEKHBIN, (PMHAHCOBBIH, MPOLCHTHBIN, APOOHLIH,
3KCTIOHEHLIMABHBI 1 (opmarel. [ToMuMo 3TOro, CymecTByrOT (OpMaThl AaThl,
BPEMEHH MMOYTOBBIX HHAEKCOB, HOMEPOB TEIC(POHOB U TAOEIEHBIX HOMEPOB.

Jid g9eek Hamel Taliuubl, COOEPKAIIMX HA3BAHUA €€ CTPOK M CTOJIOLOB
BIOJTHE MOA0IAET o0umii (popMar (KOTOPBIH 3a7aeTCA MO YMOJIYAHHE) ), TAK KaK OHU
COAEPXAT TEKCTOBHIE JAHHBIE. A BOT /UIA AYEEK, B KOTOPBIE BBOJAATCS OFO/IKETHHIC
pacxoapl OoMblle NOJOHAET ACHEKHBINH Popmar.

Bergenure B Ta0NHLE AYEHKH, COACPrKaIINE HHPOPMALIHIO MO €KEMECTIHBIM
pacxoaaM. Ha neHre Bo Bknaake I'naBHas B rpynne Unes10 MENKHUTE MO CTPENKE
paooM ¢ moneM HucaoBoii @opMar, NoOC/Ee Y€r0 OTKPOETCS MEHIKO €O CIIHCKOM
OCHOBHBIX AOCTYMHBIX (popMaToB. MokHO BBIOparh MyHKT JeHeKHbIH NpaMo
371ECh, HO MBI [T 00M€€e MOTHOrO 03HAKOMIIEHHS BHIOEPEM CaMyE) HHXKHEOK) CTPOKY

JApyrue yucjioBbie (pOPMATHI.
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YHucnoseie dopmate:

O6wMit OBpaszey
Yucnoson
[eHEXHbIN
OUHAHCOBINA J =

prasis Yucno p,ecumungx 3HAKOE: \Zbﬂ‘ r
Bpema " O603HayeHue: £ [E]
MpoUEHTHLIN :
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SKCNOHEHLMaNBHBIi
TekcToBbIN 1234 10¢

[onoAHUTeNBHEIR A 23:1'109

(BCe popmatsi) -1234,10F

GopmaTt " [JeHexXHBIN " MCNONb3YeTCS ANA 0TOBPaXKeHUa AeHeXHbIX BENMYUH, N9 BEipaBHUBAHMA SHAYEHWI No
BECATUMHOMY PE3AENUTEND MCNONL3YHTE QOPMAT "OUHAHCOBEIN ",

| ‘ OTmeHa

B OoTKpbIBHIEMCS OKHE B JIEBOM KOJOHKE OyAyT OTOOpa)K€HbI HA3BAHUE BCEX
YMCIOBBIX (POPMATOB, BKIIOYAs OMOMHUTENbHBIE, A B LEHTPE, Pa3IUUHbIE
HACTPOMKHN UX OTOOPaKEHUSI.

BriOpas aeHexHblii popmar, CBEpXy OKHA MOXKHO YBUIETb, TO, Kak Oyner
BBITVIAJAETh 3HAYECHHE B siueiikax TaOmuibl. UyTh HIDKE MOHO YCTAHOBHMTH YHCIIO
OTOOPaKEHHS JECATUYHBIX 3HAKOB. UTOOBI KOMEHKN HE 3arpOMOKAAIMA HAM MOJIs
TaOJIMLbI, BBICTABMM 3[€Ch 3HAUEHHE paBHBIM HyJI0. Jlajee MOXKHO BbIOpaTh
BTIOTY M OTOOp@KEHWE OTPULIATENBHBIX YHCE.

JlaBaiiTe 3anojaHuM TabJIuIly POU3BOJILHBIMH JaHHBIMU
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S |weape [deopano wapr  lanpens |wai  Jwows [

MpoayKTbl
2 |nuTaHmMA 2999,00 £| 3 089,00 P| 5 657,00 2| 2 345,00 2| 5 643,00 £| 2 323,002
3 Mpoesg 1000,002|2000,00 | 234,00 2|1587,00 | 1789,00 £|1457,002
4 Passnevenws | 5000,00 2|6 000,00 P[4 000,00 | 7000,00 #| 3 000,00 |5 000,00 2
5 WHTepHer 300,002| 300,002| 300,002 300,002 300,009| 300,00P
6 |Ogemaa v obysb| 2 000,00 2|4000,00|3500,002]  0,002]1000,00 2|4 000,009
7 !
8

Kcraru, Bce MaHUMyISLIMKA, KOTOPBIE MBI MTPOJACIBIBAIN € TAONMLIEH BBILIE, TO
ecTb (pOpMATUPOBAHME SYEEK M MX JAHHBIX MOYKHO BBINIOJHUTH C MOMOILLBIO
KOHTEKCTHOTO MEHIO, HIEJIKHYB MPABOM KHOMKOM MBIIIM HA BBIJIETCHHOM 00J1aCTH 1
BbIOpaB MyHKT Dopmart siueek. B OTHOMMEHHOM OTKPBIBILIEMCSl OKHE JUIsl BCEX
PacCMOTPEHHBIX HAMM Olepauuii CyIIeCTBYIOT BKIaaku: Yucao, BelpaBHuBanue,
[pudt, I'pannna u 3ajauBka.

Tenepp Mo OkOH4YaHMM PabOTHl B MPOrpPaMME Bbl MOYKETE COXPAHUThH WIIM
pacrieyararb MOJIyYEHHBIH pe3ysibrar. Bee 9TH KOMaHIbl HAXOMTCS BO BKJIAJKE

daii.

BeinonHenue 0a30BbIx apu(METHIECKUX ONeparuii

[ToMmumo co3panust 0ObIUHBLIX Tabaui, Excel MOXXKHO HMCHOJIB30BATH It
BBITTOJIHEHHS B HUX apu(PMETHUECCKHUX ONEPALnii, TAKMX KaK: CII0KEHUE, BHIYMTAHKE,
YMHO)KEHHUE M JACTICHHE.

JI71st BBITIOJTHEHKSI PACYETOB B JIIOO0M stuelike Tabauibl HEOOXO0AUMO CO3/1aTh
BHYTPH Hee mpocteiimywondopmysy, KOTopas Bcerja J0/DKHA HAYMHATHCS CO
3HaKa paBeHcTBa (=). [l yKazaHWs MaTeMaTHYECKUX Onepanuii BHYTPH (GOPMYJIbI

MCIIOJIB3YIOTCS OOBIYHBIC apH(PMETHUECKHIE ONEPATOPLL:



O6o3Ha4yeHHe OnepaTop BelpakeHue PesynbTar

+ CNoOXeHue i 9
- BblUMTaHME =6-4 2
~ YMHOMEHU e =8*3 24
/ aeneHue =15/5 3
A BO3BEOEHME B CTEMEHb =3/ 81
% ___MPOUEHT =50% 0.9

Hanpumep, nasaiite npeacraBuMm, 4T0 HaM HEOOXOAUMO CIIOKUTH JIBA YKC/ia
— «12» n «7». YcTaHOBUTE KypCOp MBILK B JHOOYHO SUEHKY M HameyaranTe
cieayroniee BblpakeHHe: «=3+3». [lo OxoH4YaHWM BBOJA HAKMUTE KIIABUILNY

«Enter» u B siueiike 0ToOpasuTes pe3ysibTar BEIYUCICHHS — «6».

ECAU ¥ X « fi =4 B12 - Jr | =343

A B C D A B & D
10 1
11 11

13 13

14 14

Yr1oObl y3HATh, YTO K€ HA CAMOM JECTE COACPKUT sueiika — Gpopmyny Wiau
YUCII0, - HEOOXOMMO €€ BBIICIUTL U MOCMOTPETh HA CTPOKY (opMys — 00J1acTb,
HAXOJSLIYIOCS Cpa3y K€ HaJl HAMMEHOBAaHUSIMH CTOJIOLOB. B Hallem ciyyae B Hei
KaK pa3 otoOpaxaetcs (popmysa, KOTOPYH Mbl TOJIBKO YTO BBOIUIIH.

Hanee nonpoOyiTe CaMOCTOATEILHO B sSiYEHKAX HIDKE MOJIYYUTh Pa3HULLY
ATUX YUCEJI, UX MPOU3BEICHUE U YACTHOE.

[locne mpoBeacHMs Bcex omnepaumid, oOpatuTe BHUMAHME HA PE3yJbTar
neneHus yncen 12 Ha 7, KOTopeiid momyuuics He uenbiM (1,714286) u coaepkut
JOBOJILHO MHOTrO udp nocie 3anstoid. B OobIIMHCTBE ClTyyaeB Takas TOYHOCTh

He TpeOyeTes, 1a ¥ CTOJIb JUTMHHBIE Yhcnia OyayT TOIBKO 3arpoOMOIKAATh TaOHILY.

B13 v e || =12/7

A B C D
12

13] [ 1,724286]

14

15

YT100bI 3TO UCIIPABUTH, BHIACTUTE STYEHKY C YUCIIOM, Y KOTOPOTr0 HEOOX0AUMO

M3MEHMTh KOJIMYECTBO JCCATHYHBIX 3HAKOB IMOCJIC 3anaTOM M Ha BKIaake I 1aBHasi



B rpynmne Umnce/ao BoIOEPUTE KOMaHAy ¥ MEHBIIUTD Pa3psiaAHOCTh. Kakoe HaxkaTne
HA ATy KHOIKY YOMpaeT OJIMH 3HaK.

CneBa OT KOMaHapl YMEHBUINTH PAa3PSAHOCTb HAXOAUTCSA KHOIMKA,
BBITOJIHAIOIIAA OOPAaTHYIO ONEPALMIO — YBEIMYMBAET YMCIIO 3HAKOB MOCIIE 3aMsITOi

JUIst OTOOpaskeHust 00J1e€ TOUHBIX 3HAYECHUIA.

AN INABHAR BCTABKA PASMETKA CTRPAHWLL DOPMYNbI JAHHBE PELLEH3MPOBAHWE 8

¥ . » -
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Cocrasiienue hopmyn

Teneps napaiite BepHEMCS K TaOMIle OFODKETHBIX PACX0/0B.

Ha nanHblii MOMEHT B HEll 3a(DUKCHUPOBAHBI €KEMECSUHBIC JINYHBIE PACXO/IbI
M0 KOHKPETHBIM cTaThsiM. Hampumep, MOXKHO y3HATh, CKOJIBKO OBbLIO UCTPAYCHO B
(deBpane Ha TPOAYKTHl MNHWTAHWS WM B MapTe HaA npoe3da. A BOT oOume
€KEMECSUHBIE PacXO/bl 3[eChb HE ykazaHbl. Jlo0aBuM BHU3Y TaOIMLbI CTPOYKY

«Htoro» u paccuuraeM €€ 3HaAUCHUsI.

A B & D E F G
_ |msapo |oespan wapr [anpens [mai |wows |
NpoaykTol

2 NUTaHWA 2999,00#(3 089,00¥P|5657,00#|2345,00P|5643,00P|2323,00#
3 Mpoe3g 1000,00#(2000,00P| 234,00P£|1587,00P|1789,00P|1457,00#
4 PaseneyeHun 5 000,00 £| 6 000,00 £| 4 000,00 £| 7 000,00 £( 3 000,00 £| 5 000,00 P
5 |MHTepHer 300,00 #| 300,00#| 300,00£( 300,002| 300,008 300,00P
6 Opexpaw obyeb| 2 000,00 £|4 000,00 £( 3 500,00 £ 0,00 2| 1 000,00 £|4 000,00 #
7 WTtoro

3

YroObl mocuuTaTh CyMMapHbId pacxoja 3a sHBapb B sueiike B7 MOXKHO
Hamucarb cieayouee BelpaxeHue: «=2999+1000+5000+300+2000» u Haxath
Enter, nociie 4ero Bel yBUIUTE PE3YJILTAT BBIYUCICHUS. DTO SBJISETCS IPUMEPOM

NPUMEHEHHS MpocTeliueii GopmMyibl, COCTABICHUE KOTOPO HUYEM HE OTIMYACTCS



OT BBIYMCIICHMH Ha KaJubKyJasaTope. Pa3Be 4TO 3HAK pPaBHO CTAaBUTCsS BHAYAJe
BBIPAYKCHHUSI, & HE B KOHLIE.

A Tenepp NPEACTaBbTE, YTO NMPHU YKA3AaHUHM 3HAUYCHUI OAHON MIIM HECKOJIBKUX
cTareid pacxoA0B Bbl AONYCTWIM OWMOKY. B 3TOM ciydae, BaM mNpUAETCS
CKOPPEKTUPOBaTh HE TOJBKO AAHHBIC B sSYCHKAX C YKa3aHUEM PacXOJ0B, HO U
(hopmyJy BEIUMCIEHUS CYMMapHBIX TPaT. KOHEYHO, 3TO 04E€Hb HEYA00HO U TOITOMY
B Excel npu coctaBnennn Gopmys 4aCTo MCMOIB3YIOTCS HE KOHKPETHBIE YHACTIOBBIE
3HAYCHUS, a aJipeca U ANaNa30HbI STYeeK.

C yueTom 3TOro JaBaiiTe U3MEHUM Haly (pOpPMyITy BBIUUCICHUS CYyMMapPHbIX

CKCMCCAYHBIX PACXOI0B.

TNABHAR BCTABKA  PASMETKA CTPAHWLLE  ®OPMYNbl  JAAHHBIE  PELIE

X
B ~

:‘.:Ll..y "

CTasnT

X K M

bydpep obmeHa Wipupr BripasHWBaHWe Yucno

B6 - X Jfv -B2:m3:mases+Be
A B c D E F G H

_ laueaps lgespane |mapr  lanpens |wai  [wows |

\MpoaykTbi
> \nutauma 2999,00 £ |3 089,00 8| 5 657,00 #| 2 345,00 2| 5 643,00 2| 2 323,00
3 \Mpoess 1000,00 9|2 000,009| 234,009|1587,00%|1789,009|1457,009
4 |passneuenwa | 5000,00 #6000,00 2|4 000,00 2| 7 000,00 #| 3 000,00 2| 5 000,00 £
5 |MHTepHeT 300,002| 300,002 300,002 300,00e| 300,002 300,009
6 |Opexaa u 0Bysb} 2 000,00 P14 000,00 8| 3500,002[ 0,002 1000,00 2|4 000,00 2
7 |uroro =82+83+B4+B5+B6]
.

B sueiiky B7, BBeauTe 3HaK paBHO (=) U... BMECTO TOrO, 4TOOBI BPY4YHYIO
BOMBATh 3HAUCHME KIETKW B2, MEIKHUTE MO HEll JIeBOM KHOMKOW MblmH. [lTocne
3TOr0 BOKPYT SYEHKM TOSBUTCS TNYHKTHUPHAs BBIJCIMTENIBHAS pamMKa, KOTOpas
MOKA3bIBACT, UTO €€ 3HaueHue nonajio B Gopmyity. Tenepb BBEIUTE 3HAK «+» U
wesaKkHuTe 1o sueiike B3. [lanee npoaenaiite Toxe camoe ¢ ssueiikamu B4, B5 u B6,
a 3arem Haxmute kinasuury BBOJI (Enter), mocie 4ero nmosBUTCS TO YK€ 3HAYEHUE
CYMMBI, YTO U B [IEPBOM ClIyyae.

Beiaenure BHOBB sueiiky B7 u nocmorpurte Ha cTpoky Gopmyn. Buano, uro
BMECTO LM(]Pp — 3HAUCHU sUeek, B GopMylie coaepkarcs ux aapeca. IT0 0YEHb
B)KHBI MOMEHT, TaK KaK Mbl TOJILKO 4TO MOCTPOMIH (POPMYJTY HE U3 KOHKPETHBIX

YUCEJ1, 4 U3 3HAUCHUI SYEEK, KOTOPBIC MOT'YT CO BPEMCHEM U3MCHSATHLCA. HaanMCp,



€CIT TEnepb MOMEHITh CYMMY Pacxo0J0B Ha MOKYMKY BEIIEH B sHBape, TO BECh
CKEMECSIYHBIA  CcymMMapHbli  pacxox OyJaeT MepecuuTaH  aBTOMATHYECKH.
[TonpoOyiite.

Teneps paBaiiTe MPeANoOOKMM, YTO MPOCYMMHUPOBATH HYXKHO HE TMSATh
3HAYCHUH, KaKk B HaUleM [OpuUMepe, a CTo win jaectd. Kak Bbl MOHMMAaeTe,
MCTIOJIb30BATH BHILICOMUCAHHBIN METO MOCTPOEHHS (POPMYJT B TAKOM CITydae OYECHb
Heya00HO. B 3TOM ciywae nydine BOCHOJBb30BATHCS CMEUMATBHON KHOMKOM
«ABTOCYMMa», KOTOpasi MMO3BOJIIET BBIYUCIUTH CYyMMY HECKOJBKUX SYEEK B
npezaenax ogHoro crosdua uim ctpoku. B Excel MOXKHO cunuTarh HE TOJBLKO CyMMBI
CTOJIOIOB, HO M CTPOK, TaK YTO UCTIOIB3YEM €€ IJIsl BHIYMCIICHHUS, HanpuMep, 001ux

PacXo/I0B Ha MPOIYKTHI MUTAHKS 34 TOJTO/A.

B H S $&- . ? ®m - 8 X
MABHAT  BCTABKA  PAIMETKACTPAHMLN  COPNDAE  [JAHHWE  PEEHBMPOBAHME  BMA  FowtPDF Tatyana Govoruktina ~ [l
- ¥ . 3= - j
| iy Calibri M - A A == ¥ = Q6ui - k > ot Py
B - = Z r &
Bermawre |, ¢ K B &  EEmm e B C. % 998 Yenoswoe  Gopmatwpassts CrMAM |
- o 4 - - a DopMITHEGEINNG = KoK TREMMLY T mueek - L DOpMAT peases -
Byoep 06MeHs Wengr " BupssnuseHue 5 Quese = Craan Ausfn Cucpauy  CYMama (Alt<=)
H2 - S Marew
Ddpsans
A L] C D E <} H K E M N
Jgryew
NIpOAYKTE =
2 |nuTanms 2999,00 P} 3 085,00 #| 5 657,00 £| 2 345,00 #|5643,00#|2323,009 =
3 Npoeaa 1000,00 £| 2 000,00 8| 234,00 £[ 1587,00 £|1 783,00 #|1 457,008
4 Pasanevenun | 5000,00 #| 5 000,00 #| 4 000,00 #| 7 000.00 #| 3 000,00 |5 000,00 ®
5 MHTepHer 300,00P| 300,00p| 300,00P| 300,00P| 300,00| 300,009
5 Opewaan 2000,00 |4 000,00 |3 500,00 8| 0,00 P21 000,00 #|4000,00%
7 Hroro 9299,00

YcraHoBUTE Kypcop Ha MycToil kjieTke cOOKY HY>KHOHM CTPOKM (B HaLIeM
ciydae 310 H2). 3arem Haxxmute kHonky Cymma Ha 3aknaake I'maBnasi B rpynmne

Peﬂamuponaﬂne. Tenepb, BCPHEMCA K Tabnuue u NOCMOTPUM, HYTO IKE€

IIPOU30LLIO.
FNABHAR = BCTABKA  PASMETKA CTPAHWLbL — OOPMY/l  JAHHBIE PELIEH3UPOBAHME BMA  Foxi
(x' 1
[ ~
- B CNOB DopmaTi
e dopmaTHposatne ~  Kak Tab
Bydep o6meHa WpwndT BolpasHusanne Yucno Crvnn
EC/W v X « Jfe| =cymms62)
A B C D E F G H | ) K
NpoAyKTbl
2 |nwutanua 2999,002| 3 089,002|5 657,00 2| 2 345,00 2| 5 643,00 2| 2 323,00 2! =cyMM(32:62b
3 Mpoesg 1000,002|2000,002| 234,00P|1587,002|1789,002|1457,002] CYMM(umcnol; [uncaoll: ...
4 PasenevyeHua 5 000,00 #| 6 000,00 #| 4 000,00 #| 7 000,00 #| 3 000,00 #| 5 000,00 #
5 MurtepHer 300,00 | 300,00#| 300,00P( 300,00%| 300,00P| 300,00%
6 Opexaa v obyes| 2 000,00 #|4 000,00 #| 3 500,00 P 0,00 #| 1 000,00 #| 4 000,00 P
7 Wroro 9299,00#
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B BbIOpaHHO#H Hamu s4eiike mnosBUiIach (opMyna ¢ MHTEPBATIOM SYEEK,
3HAYEHHsI KOTOPBIX TpeOyercst mpocyMMHpoBaTh. [Ipu 3TOM OnsTh nosiBUIIACH
MYHKTUPHAs BbIACTUTENbHAA paMKka. TOIbKO B 3TOT pa3 OHAa 00pamiieT HE OAHY
KJIETKY, @ BECh IMANA30H SUEEK, CYMMY KOTOPBIX TPEOYETCS MOCUUTATb.

Tenepe mocmoTpuMm Ha camy Gopmyity. Kak 1 panblue, BHayane MIET 3HAK
PaBEHCTBA, HO Ha HTOT pa3 3a HuUM crueayeT pyHkuusa «CYMM» - 3apaHee
onpeacneHHas (Gopmyna, KOTOpash BBIMOJHUT CJIOKEHUE 3HAYCHMM YKa3aHHBIX
sueek. Cpasy 3a pyHkuuel nayT CKOOKH, pacnolOsKEHHBIE BOKPYT aIpeCOB KIIETOK,
3HQYEHUsT KOTOPBIX HYKHO [POCYMMHPOBATH, HA3bIBACMBIE APryMEHTOM
¢popmyabl. OOpatute BHMMaHHWE, 4TO B (opMylie HE yKazaHbl BCE ajpeca
CYMMHPYEMBIX SYEEK, a JHLIb NEPBOM U mnocieaHeil. J[poeroune Mexay HUMU
0003HAYaET, YTO YKa3aH AUANa30H K1eTok otr B2 no G2.

[Tocne Haxxatus Enter, B BRIOpaHHOM SYEHKE MOSABUTCS PE3YJILTAT, HO HA STOM
BO3MOKHOCTH KHONIKM CyMma He 3akaHunBatoTcsl. LL{enkHuTe Ha CcTpesiouky psijiom
C HEll W OTKpPOETCs CIHCOK, COAEp KAl (PYHKLUMU IJI1 BBIYMCIICHUS CPEAHHUX
3HaueHmi (CpenHee), KOMMYeCTBa BBEICHHBIX JaHHBIX (YUMCII0), MaKCMMaIbHBIX

(MakcumMym) 1 MUHUMaTbHBIX (MUHUMYM ) 3HAUECHUM.

D §m Berasnte 2 = &W pTy
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A4enkn Cuerumk

Makcumym

MuHumym

Adpyrue dyHkyun...

WUrak, B Hamiei Tabnume Mbl MOCUMTAIM OOLIME TpaTbl 3a SIHBAPb M
CYMMapHBbIi pacxoj Ha MPOAYKTHl MuTaHus 3a noiroja. [Ipu stom caenam 3T1o
JBYMsI Pa3HbIMHM CMOCOOaMM — CHavaja ¢ MCMOJIb30BAaHMEM B (popmysie aapecoB
AYEEK, a 3aTeM, PyHKUMU U AuanasoHa. Tenepb, caMoe BpeEMs 3aKOHUMTh PacueThl
JUIsl OCTaBUIMXCS SYEEK, MOCYMTAB OOLIME 3aTpaThl MO OCTAJILHBIM MeEcslaM |

CTaThsIM Pacxo/I0B.



ABTO3anOJIHEHHE

Hnda pacuera OCTaBIIMXCA CYMM BOCIIONB3YEMCA OAHON 3amMeydarciibHOM
0cOOCHHOCTRIO mporpamMmel  Excel, kotopas 3aKmoyacTcs B BO3MOXKHOCTH
ABTOMATH3HPOBATh TMPOLECC  3AMONHEHHS Y€K  CHCTEMATU3HPOBAHHBIMU
JAHHBIMH.

Huorga B Excel npuxoguTcss BBOAUTH NMOXO0XKHWE OJHOTUITHBIC JAHHBEIC B
OTPEACNEHHON TOCNEAOBATENIBHOCTH, HAMpUMEp, [OHH HEACNH, AaThl WU
MOPAIKOBEIE HOMEpa CTpoK. [IoMHHTE, B mepBOil 4acTH 3TOr0 LMKIA B IIANKE
TaONHULBI MBI BBOOWIM HA3BAHHE MeECALA B KWKIBIH cTonden mo otaensHocTH? Ha
CaMOM Jielie, COBEPUICHHO HEOOA3aTeNBHO OBLIO BBOAMTH BEChH 3TOT CHHCOK
BPYYHYIO, TaK KaK MIPUJIOKEHHE BO MHOTHX CIIy4asX MOXKET CIenaTh 3TO 3a Bac.

JlaBaiiTe cOTpeM BCE HA3BaHWA MECALCB B IIANKE HAWICH TaONHLEBI, KPOME
nepeoro. Teneps BBUACHAUTE SAYEHKY C HAAMUCBIO <«STHBaph» M NEPEMECTHTE
yKa3aTelb MBIIIH B MPABBIi €€ HIKHUIA yrof, 9T Obl OH NPUHST POpPMY KPECTHKA,
KOTOPBIH HA3BIBACTCA MAPKEPOM 3aNOJHEHHs. 3KMUTE JICBYK KHOTIKY MBIIIHA U
MEPETALLUTE €r0 BIPABO.

Ha »kpaHe mosaBUTCA BCILIBIBAOLIAs MOACKA3Ka, KOTOpPad COOOIIMT BaM TO
3HAYCHHE, KOTOPOE MporpaMma coOMpacTcs BCTABUTH B CICAYIOWIYIO KIETKYy. B
HaleM ciydae 510 «Deppanb». [1o Mepe nepeMenieHns Mapkepa BHH3 OHa OyaeT
MEHATHCA HA HA3BAHWA JPYTHX MECAUEB, YTO MOMOXET BaM IMOHATH, T/I€ HY>KHO
ocTaHOBUTECs. [locne Toro kak kHomka OyAeT OTHyILIEHA, CIUCOK 3alOJHUTCSH
ABTOMATHYECKH.

Koneuno, Excel He Bcerma BEpHO «NOHUMAET», KaK HYKHO 3alOJIHUTH
MOCHEAYIOIMME KIETKH, TaK KaK MOCIECIOBATEIBHOCTH MOIYT OBITH JOBOJIBHO
pasHooOpa3ueiMu. [IpeactaBum cebe, 9To HAM HEOOXOAWMMO 3aMOTHHTL CTPOKY
YETHBIMH YHCJIOBBIMHM 3HaUeHUIMH: 2, 4, 6, 8 U Tak nanee. Ecin Mbl BBEAEM UYHCIIO
«2» 1 mOmpoOyeM MEPEMECTHTE MAPKEP aBTO3AMOJIHEHHS BIIPABO, TO OKAXKETCS, UTO
[IpOrpaMMa MPEAIaracT, KaK B CJICAYIOYIO, TAK U B APYTHE AYCHKH BCTABUTH ONATH

3HAYECHUE «2».



iR

B 5TOM ciyyae, MNPWIOKEHUIO HEOOXOAMMO MPENAOCTABUTH HECKOJIBKO
Oosibuie JaHHBIX. [[1s 9TOro B cieayrouei sueiike crpaa BBeaeM LUDPY «4».
Tenepb BbIAEAMM 00€ 3aNI0JTHEHHBIE KIETKH U BHOBb IEPEMECTUM KYPCOP B MPaBblii
HWKHMA yrosi 00JacTH BBIACTIEHUS, YTO Obl OH NPUHS (OPMY MapKepa BbIACICHHUS.
[lepemenias Mapkep BHM3, Mbl BUAMM, 4TO TEMNEpb MpOrpaMMa MOHsJIA Hally
MOCIEA0BATENBHOCT U MOKA3bIBAET B MOJCKA3KAX HY)KHBIC 3HAYCHUS.

Takum 00pa3om, /Uisl CIIOKHBIX MOCIEA0BATENBHOCTEN, IEPE TPUMEHEHUEM
ABTO3AIOJIHEHHSI, HEOOXOAUMO CaMOCTOSTENBHO 3alOIHUTh Cpa3y HECKOJIBKO
s4eek, 4to Obl Excel mpaBuiibHO cMOTr onpeaenuTh 00U aIrOpUTM BbIYMCIICHHS
WX 3HAYECHUH.

Tenepp napaiiTe NPUMEHUM DTy IMOJIE3HYK) BO3MOXKHOCTH MPOTrPaMMBI K
Hawei Tadnuue, 4To Obl HU BBOAUTH (POPMYJIBI BPYUHYIO UIsl OCTABILMXCS KIIETOK.
CHauana BbIICTUTE SYCHKY C yoke MOCUMTaHHOM cymMmmoii (B7).

Tenepp «3auenure» KypcopoM MpaBblii HWKHUI yroja KBajparuka u
neperamurTe Mapkep BhpaBo a0 siueiiku G7. Ilocie TOro kak Bbl OTIYCTUTE
KIaBUIYy, TPUIOKEHHE CaMO CKONMUPYET (POpMysly B OTMEUYCHHBIE SUYCHKH, MPH
STOM AaBTOMATHYECKM M3MEHHMB aJpeca KIETOK, COACPIKALIMXCS B BBIPAKCHHH,
[10/ICTaBUB MPABUJIbHBIC 3HAYCHHUSI.

[Ipu 3TOM ecniu MapKep NeEPEMEIIaTh BIPABO, KAK B HALLIEM CITy4Yae, UJIH BHU3,
TO A4YEHKN OyayT 3amONHATHCS B MOPSAKE BO3PACTaHMs, a BJIEBO MJIM BBEPX — B
nopsiaKe yObIBaHUSL.

AHAJIOTMYHO MOCTYIAEM CO CTOJIOLIOM

JloGaBrieHue CTPOK, CTONOIOB U OOBEIMHEHUE AUEEK



Y1oObsl monyuuTh OONbIIE€ MPAKTHMKKA B COCTABICHMM (OPMYJI, JaBaiTe
pacuMpuM Hamy TabjuIy U 3a0HO OCBOMM HECKOJIbKO OCHOBHBIX Orepauuii ee
(opmarupoBanus. Hanpumep, 100aBUM K pacxoAHOM 4acTH, CTaTbU AOXOMAOB, a
3aTeM MPOBEAEM PacueT BO3MOYKHBIX OFODKETHBIX HAKOTUICHUH.

[Tpeanomnoxum, 4To JOXOAHAS YacTh TadJULbl OYET pacrnoiararbes CBEpPXY
HaJl pacxoaHOM. J[7st 3TOro HaM MPUAETCS BCTABUTH HECKOJBKO AOMOJHUTEIbHBIX
ctpok. Kak Bcerpa, cienarb 3T0 MOYKHO JBYMs MyTSAMM: MCIOJb3Ys KOMaHIbl Ha
JICHTE WU B KOHTEKCTHOM MEHIO, 4TO OBICTPEE U MPOLIE.

[lenkuute B 000 s4eiike BTOPOH CTPOKHM MPABOM KHOMKOH MBIIIA U B

OTKPBIBIIEMCS MEHIO BBIOEPUTE KOMaH1y BCTaBHTh..., a 3aTe€M B OKHE - /l00aBHTH

CTPOKY.

Bydep obmena Wpndr s Buipasrnsarine % Yuwo o

A2 Y f\ MpoAyKTbI MUTaHUA

1)l( K=D-A-H-88 &

2 Inwr.:uua I)tnqmp 3089,00P| 5657,00P| 2345,00P| 5643,00P| 2323,00P|22056,00P
El X% Belpesate 2000,00# 234,002| 1587,00#| 1789,008| 1457,002| 8067008
4 '_=A|-=‘v Konuposars 6 000,002 4000002 7000,002| 300000#£| 5000,002|30000,00P
L [P Y — py—_ 300,008| 300,009 300,009 300,008 300,008| 1800,009
€ - 4 000,00®( 3500,00% 0,00p 1000,00 | 4000,00#®|14500,00 P
7 L1 11389,00£| 10 191,00 11 232,002 10732,002| 9080,002]|61923,00°
g
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Beraents
Yaanute
O4yncrute cogepxumos
Dopmat guesk..,
BgicoTa cpoxm..
Cxpeims
Mokasare

[Tocne BcTaBkU CTPOKH 06paTme BHHUMAHHEC Ha TOT Q)aKT, YTO MO0 YMOJITHaHU KO
OHA BCTaBJIAETCS HaJA BBIOpaHHOW CTPOKOM M mMmeeT opmar (uBeT GoHa sueek,
HACTPOMKH pa3Mepa, IIBETa TEKCTA | T. /1.) Ps/a, PacmoIararonierocst Haj Heil.

Eciu Hy)KHO U3MEHUTH (JOPMATUPOBAHKE, BEIOPAHHOE 110 YMOJTYAHHUIO, CPa3y

nociae BCTaBKM IHeNkHUTE 1O KkHOomke Ilapamerpnl mgo0aBieHHsi, KOTopas
ABTOMATHYECKH OTOOPA3UTCS PSJIOM C TTPABBIM HMYKHUM YTJIOM BBHIOPAHHOW S4YEHKH
Y BBIOCPUTE HY)KHBIN BapUAHT.
AHaJIOrMYHBIM METOJO0M B Ta6J]I/II.[y MOJXHO BCTaBJIATH CTOJ'I6I.IBI, KOTOPLIC

OyAyT pa3MeIarbes ClieBa OT BBIOPAHHOTO M OT/ACTBHBIC SUEHKH.



Kcraru, ecnu B UTOre CTpoKa MM CTOJNOEI! MOCIE BCTABKM OKAa3alMCh Ha
HEHY)KHOM MECTE, UX JIETKO MOKHO yaanuTh. LLlenkHuTe npaBoii KHOMKOW MBIIIH
Ha 000 sueiike, MpUHAATISKAIICH yAATIEMOMY O0OBEKTY ¥ B OTKPBIBIIEMCS MEHIO
BbIOCPUTE KOMaHIy Y AAJuTh. B 3aBEpIICHUN YKOKUTE, YTO UMEHHO HEOOXOAUMO
YJQJIUTB. CTPOKY, CTOJIOCL] MIIH OTICIIBHYIO SUCHKY.

Ha nente s onepauuii 100aBIEHUST MOYMKHO MCMOIb30BaTh KHOMKY
BeraButh, pacnonokeHHyr B rpynmne fAdveiikn Ha 3aknaake I'yiaBHas, a i
yAQICHHS, OJTHOMMEHHYIO0 KOMaH/ly B TO# JK€ rpymie.

B Hamewm ciiy4ae HaM HE0OX0IMMO BCTABUTH MSITh HOBBIX CTPOK B BEPXHIOIO
4acTh TAOMMIBI cpa3y MOCHEe WAnKu. [[jis 3TOr0 MOYKHO MOBTOPUTH OMNMEPALHHO
N00aBICHUsI HECKOJIBKO Pa3, a MOKHO BBIIIOJIHUB €€ €IMHOXKbl UCIOJIb30BAThH
Knasuily «F4», koTopas MOBTOPSET CaMyHO MOCIIEHIOK ONEPaLKIO.

B wurore mocie BCTaBKU MATA TOPU3OHTAIBHBIX PSAJOB B BEPXHIOK YacTh
TaOMLbL, TPUBOAUM €€ K CJCAYIOLIEMY BUY:

- B & D E E G H

1
2
3 |3apnnara
4 CreneHama
5 Mroro
6 |

MpoaykTol
7 AUTaHMA 2999,002| 3089,002| 5657,002| 2345,002| 5643,002| 2323,00£(22056,00L
g NMpoe3p 1000,002| 2000,008 234,002 1587,00P| 1789,002| 1457,00P| 8067,00F
9 PassneyeHua 5000,00 2| 6000,002| 4000,002| 7000,00P| 3000002 5000,00Ff|30000,00P
10 WHTEpHEeT 300,00 2 300,00 £ 300,00 2 300,00 £ 300,00 # 300,00P| 1800,00P
11 |Opempa v obyeb| 2000,002| 4000,002( 3500,002 0,002| 1000,002| 4000,00L|14500,00P
12 |UToro 9299,00#2| 11389,00#2| 10191,00#2(11232,002| 10732,002| 9080,00P(61923,00#F

2

benble HepopMaTUpOBaHHBIE PsiAbl B TAOJMLE Mbl OCTABWIIA CIIELUAIBHO,
4TOOBI OT/ICJIUTH JOXOJHYIO, PACXOHYIO U UTOTOBYIO HaCTh APYT OT ApPyra, HarnucaB
B HUX COOTBETCTBYIOLIHME 3arojJoBkU. HO mepea TemM Kak 3TO CenaTh, Mbl H3yUUM
ewe oaHy onepauuio B Excel — o0bequHenune sieex.

[Tpu 0ObEAMHEHNN HECKOJIBKUX CMEXKHBIX siUeek 00pa3yeTcsi 0/1Ha, KOTopast
MOXKET 3aHMMaTh Cpa3dy HECKOJBKO CTONOLOB MM CTPOK. [IpM 3TOM MMeEHeEM

O00BEAMHEHHOM STYEHKM CTAHOBUTCS aIPEC BEPXHEN NEBOM AUEHKM 00BEAMHAEMOTO



auanasoHa. B mo0oi MOMEHT Bbl MOKETE CHOBA pa30MTh OOBEIMHEHHYIO TUYEHKY, a
BOT KJIETKY, KOTOpasi HUKOT/1a He Obljla 00beIMHEeHA, pa30UTh HE Y1aCTCsL.

[Ipu oObeaAMHEHNM SYEEK, COXPAHAIOTCS JaHHBIE TOJBKO BEpPXHEH JEBOM,
JTAaHHBIE YK€ BCEX OCTAIbHBIX OOBEAMHAEMBIX ssUeeK OyayT yaaneHsl. [loMmHUTE 3TO
M CHayajga Jydylle TMPOU3BOAMTE OOBEIMHEHUE, a JIMLIb [OTOM BBOIMTE
uHpopMaImio.

Bepuemcs k Haweid Tabnuue. Jlns Toro, yToObl HamMcaTh 3ar0J0BKH B OENbIX
CTPOUKAX HaM MMOHAA00MTCS JIUILL O/IHA sTYeiiKa, B TO BPEMs KaK Ceifuac OHU COCTOSIT
13 BocbMHU. [laBaiite ucnpaBuM 3T0. BhiaenuTe BCE BOCEMb SUEEK BTOPOro psija

Tabnuiel U Ha BKIaake I'ymaBHas B rpynne BoipaBHUBaHHE LLIETKHUTE HA KHOTIKY

O0beIHHUTH U NIOMECTHTH B LIEHTpE.

DANN NABHASR BCTABKA PA3METKA CTPAHWLBI DOPMY/IbI AAHHBIE PELIEH3VPOBAHME BMA Foxit PDF
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Bydep obmeHa x Wpndt = BuipasHuBaHue OSseaniTs 1 NOMECTHTS 8 UEHTPE Crunan
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A B C D E ﬁ Oinsctiit O6seanHeHWE BEIZENEHHBIX 4
- 2 Excel Aueex & 0aHy BOABLUYIO RuesiKy W
no UeHTpy.
3 |3apnnara Irvé =
3Ty dyHKuMIC yactHo

4 CreneHans t Excel 1 NPUMEHATE ANR COZZAHUR
5 |Mroro _ll_Z obuero saronoska Ans
6 HECKO/IbKMX CTOABL0B.

Npoayxbi 0 Aononuurensibie ceeaenmns
7 NATaHKA 2999,00P| 3089,00P| 5657,00P| 2345,00P| 5643,00P( zszs,vuwzzuovuuw
2 NMpoe3g 1000,002| 2000,002 234,002| 1587,002| 1783,00°| 1457,00P| 8067,002
9 |PazsneveHun 5000,00P( 6000,00P| 4000,00P| 7000,00#| 3000,00P( 5000,00F|30000,00P
10 UHTEpHET 300,00 300,00 P 300,00 # 300,00 # 300,00 P 300,00 #| 1800,009
11 |Opexaa v obyss| 2000,002| 4000,002| 3500,00 2 0,002| 1000,002( 4000,00#|14500,002
12 WUToro 9295,002| 11389,00P| 10191,002|11232,002| 10732,002| S5080,00#P|61923,00°

13
14

[locne BBIMOMHEHUST KOMAHABI, BCE BBIJCICHHBIC SYECHKM B CTPOKE
O0BEAMHSATCS B OAHY OONBLIYIO TYECHKY .

PsgomM ¢ KHOMKOH OOBEAMHEHMs PACIOJIOKEHA CTPEIoYKa, HAaKATUE Ha
KOTOPYIO BBI30BET MEHIO C JOMOJIHUTEIBHBIMUA KOMaHJIaMH, TMO3BOJISIOLIUMU:
00BEIMHATD TUEHKN 0€3 IEHTPATBHOTO BhIPAaBHUBAHUS, O0BEAMHSATD LIENIbIE TPYIITIbI
SYEEK 110 TOPU30OHTAIM U BEPTUKAIH, a TAKIKE OTMEHUTH O0bEIMHEHUE.

[Tocne pobGapneHHs 3aroJiOBKOB, a TAaKKe 3arlOJHEHUs CTPOK:. 3apIuiara,

CTUINCH/IMS, CUMTAEM MTOTO JIOXOJbl 32 KOKABIA MECAL] M BCErO MO KaXKI0M Tpare,

N00aBUM TAK)KE CTPOKY HAKOIUICHUSI,



b

1
2 Joxoapl
3 |3apnnata
4 [CreneHawuA
5 |MToro
6 Pacxogpl

MpoaykTbl
7 |NATaHMA 2999,00# 3089,008| 5657,008| 2345,00P| 5643,00P| 2323,00P|22056,00¥F
8 Mpoe3g 1000,002| 2000,00¥¢ 234,002| 1587,00P| 1789,00P 1457,002| 8067,00¥¢
9 Pa3eneyeHun 5000,002( 6000,002| 4000002 7000,002( 3000,00£| 5000,00#€|30000,00#
10 MHTEepHeT 300,00 300,002 300,002 300,00 300,00 2 300,00 2| 1800,00#¢
11 |Ogemxnaa n obyeb| 2 000,00 2| 4000,002| 3500,00¥ 0,002| 1000,00£| 4000,002|14500,00#
12 |UTOro 9299,00P| 11389,00£(10191,00#£|11232,00P| 10732,00P| 9080,00P|61923,00F
13
14 |Hakonnenua | | | | | | |

15 |

B nepBoM mecsilie HaKoruieHus: OyAyT CKIaJAbIBaThCs U3 OOBIYHON pa3HULIbI
MEXKIY A0XO/0M, MOJYYEHHBIM 3a MECAI U OOIIMMHU PacxodaMu B HEM. A BOT BO
BTOPOM MECSLE Mbl K 3TOW pa3HULE MPUILIIOCYEM OajlaHC MEPBOro, TaK KaK MbI
BEJCM pacyeT UMEHHO HAKOIUICHWH. PacuéTsl 1id nocieayomux Mecsues OyayT
BBITIOJTHATHCS MO TAKOW K€ CXEME — K TEKYIEMY eXeMecsuHoMy OanaHcy OyayT
npuOABIATHCS HAKOTUIEHHS 3a MPEAbIAYILNI MEPHO.

Teneps nepesenem 3tu pacuetsl B popmyisl nousTHse Excel. Jlns suBaps
(srueiiku B14) ¢popmyna odeHb mpocTta U OyaeT BHIMISACTh Tak: «=B5-B12». A BoT
s sueiikn Cl14  (deBpanb) BBIpAKEHME MOXKHO 3amucarbh JABYMs pPasHbIMHU
cniocobamu: «=(B5-B12)+(C5-C12)» wim «=B14+C5-C12». B nepBoM ciiyuae Mbl
OMATH MPOBOJAMM pacueT OamaHca MPEeAbIAYIIEro Mecsla U 3areM MpHOaBIsIeM K
HeMy OallaHC TEKYIIEro, a BO BTOPOM B (JOPMYJTy BKITFOUAETCS YK€ PACCUMTAHHbIH
pe3yJibTar 1o npeasiayuiemMy Mecsany. KoHeuHo, ucnosib30BaHue BTOPOro BapuaHTa
JUIsl TOCTPOEHKS (POPMYJIBI B HALIIEM Cily4ae ropaso npeanoyTuresbuee. Beas eciu
CIIEZI0BATh JIOTMKE TMEPBOr0 BapUaHTa, TO B BHIPAKEHUH TSI MAPTOBCKOTO pacyeTa
Oynet (purypupoBars y>xe 6 aapecoB siueek, B anpene — 8, B mae — 10 u Tak nanee, a
[P UCTIOJIB30BAHUM BTOPOro BapHaHTa MX Bceraa OyaeT Tpu.

Jlns 3anonHenus octapuxcs sueek ¢ D14 no G14 npuMeHuM BO3MOXKHOCTh

HX aBTOMATUYCCKOT'O 3aMOJIHCHU A, TaK K€ KaK MbI 5TO JACJIaJIM B CJIy4ac C CYMMaMU.



Kcrat, /s TPOBEPKM 3HAYECHUS! WMTOTOBBIX HAKOMJCHWH Ha WIOHD,
Haxozasuierocss B knerke G14, B suelike H14 MOXXHO BBIBECTU Pa3HUIY MENKIY
o0wIeit cymmoit exxemecssunbix 10x010B (HS) n exxemecsunbix pacxoaos (H12). Kak
Bbl TOHUMAETE, OHU JOJDKHBI ObITh PaBHBI.

Kak BUIHO U3 MOCIEIHUX PACcUYETOB, B (POpMYJIaX MOKHO MCIOJIb30BATh HE
TOJILKO aJpeca CMEXKHBIX Y€K, HO W JIIOOBIX JPYTMX, BHE 3aBUCUMOCTH OT UX
pacnoIoKeHus B AOKYMEHTE MJIM TPUHAIEKHOCTH K TO# Wiim nHo# Tabmuie. bonee

TOT'O BbI BIIPABC CBA3LIBATH STYCUKH, HAXOQALIUECS HA Pa3HbIX JIACTAX JOKYMCHTA U

JIKe B Pa3HbIX

KHUIrax

A BOT ¥ HaIla UTOroBast TadJIMIA C BHIMOJHEHHBIMU pacu€ramu:

K18 *

© |mmeapo  |¢espane |mapr  |ampene man  |mows  [cero |
2 [oxoap

3 3apnnata 50000,00 | 50000,002| 50000,002| 50000,002| 50000,002| 50000,00%2|300000,00#
4 Crenenaua 2500,00°| 2500,002| 2500002 2500002 2500002 2500,00@| 15000,00#
5 Wroro 52 500,00 | 52500,009| 52500,008| 52500,008| 52500,009| 52500,008|315000,00P
= Pacxoapl

MpoaykTel

7 nuTauua 2999,00°| 2089,002| 5657,00°| 234500P| 5643,009| 2323,009| 22056008
3 Mpoesn, 1000,00°| 2000002 234,00e| 158700| 1789008 1457002 8067009
9 |Paseneuenws | 5000,008| 6000,009| 4000,00°| 7000,002| 3000,002] 5000,002| 30000,008
10 |MHTepHeT 300,002| 300,002 300,002 300,00# 300,002 300,009 1800002
11 Opexaa u o6yes| 2000,008] 4000,002] 3500,002 0,002 1000,002] 4000,008| 14500,00P
12 |Wroro 9299,00#| 11389,002| 10191008 11232,002| 10732,002| 9080,002| 61923,008
14 Hakonnewma |43 201,00 9| 84312,002| 126 621,00 2167 889,00 2| 209 657,00 2| 253 077,00 8| 253 077,00 £

15

Pacnievaraiite noiay4uBUIMIACS OTYET.




JIaGopaTopHas paGora Ne6

@opmy.ibl, pyHKIHH H auarpaMmbl Microsoft Excel

Lene paGoTh. HAYYUTBCA PEOAKTAPOBATH (POPMYIIBI, CTPOUTH TIpadUKH

(YHKIMIA ¥ THCTOrPaMMBI

PenaktupoBanue GopMyJs1 1 CHCTEMA OTCIICKUBAHUA OLIMOOK

Bce QopMmyasl, KoTopble HaxoaaTcs B sdeiikax TaOMUIBI  MOXKHO
OTPEOAKTUPOBATE B JIKOOOH MOMEHT. lJId 3TOr0 AOCTAaTOYHO BBIACIHTH AYCHKY C
(opMyJIOii 1 3aTEM INENKHYTH MO CTPOKE (GOpMyJN Haa TaOMULEH, LA BB CMOXKETE
Cpa3y K€ BHECTH HEOOXOauMble M3MeHEHHA. Ecnu BaM yao0HEE penakTHpOBaTh
COACPKUMOE HENIOCPEACTBEHHO B CaMOH SY€HKe, TO KIHKHUTE 10 HEH ABa pasa.

[Tocne okOHYaHNA peAaKTHPOBAHUA HAXXMUTE Kinasuiuu Enter nunu Tab, mocne
gero Excel BEINOMHUTE MEPEPACUET ¢ YUETOM H3MEHEHHI U OTOOPA3UT pe3ybTar.

JOBOJIBHO 4aCTO CIIYYAETCA TAK, YTO BBl BBENH (POPMYJTY HEBEPHO WIIH [TOCTIE
yOAICHUA (M3MEHEHHUS) COACPKUMOTO OOHOI M3 AYEEK, HA KOTOPYIO CCHLIACTCA
¢dopmyna, mpoHCXOAMT owKOka B BHUMCAEHUAX. B TakoM cmyuae, Excel
HETIPEMEHHO H3BECTHUT Bac 00 3TOM. PAI0M ¢ KINETKOH, TAE COACPIKUTCA OLTMOOYHOE
BBIPAKCHHUE, TIOABUTCA BOCKIIMLATEIBHEIN 3HAK, B KENITOM poMOe.

Bo MHOrux ciaydasx, NPUIOKEHHE HE TOJBKO M3BECTUT BaC O HajIU4ue
OLIUOKH, HO M YKAXKET HA TO, YTO UMEHHO CACTIAHO HE TaK.

Pacumdporka ommdok B Excel:

. ##### - pe3ynbTaTOM BBIMOJHEHHS (POPMYJBL, UCTIONB3YIOLIEH
3HAYEHHs JAThl U BPEMEHU CTAJI0 OTPULIATEIBHOE YHCIO WM PE3YibTar
00paboOTKH HE YMEILAETCA B AUCHKeE;

. #3HAUY! — Hcmone3yeTess HEAOMYCTHMBIA THIT OMeparopa HilH
aprymeHTa (popmynsl. OHA U3 CaMBIX PacpOCTPAHEHHBIX OIMIHOO0K;

. #AEJ/0! — B dpopmyne OCYIICCTBIAETCA TONBITKA ACJICHUS Ha

HOJIb,



. #UMA? — ucnonezyemoe B GopMyie UMs HEKOPPEKTHO U Excel
HE MOJKET €ro paclo3Harh,

. #H/I — HeompeaeneHHble AaHHBIC. Yamie Bcero 3ta ommdka
BO3HHUKACT IPU HEMPABUIIBHOM ONPEACIICHUH apryMeHTa (PyHKIHUH;

. #CCBLIKA! - ¢popMysa COASPKUT HETOMYCTUMYI) CCBUIKY HA
AYCHKY, HAIIPUMED, HA AYCHKy, KOTOpas Oblia yaancHa.

. HUUCIIO! — pe3ynpTaTOM BBIYMCICHHS SBIACTCA HYHCIIO,
KOTOPO€ CJIMIIKOM Maji0 WM CIIUIMIKOM BEIHMKO, YTO OBl €10 MOXKHO OBLIO

ucnonszoBate B MS Excel. JlnanazoH oToOpakaeMBIX YHCEN JIEKHT B

0307 0307

IPOMEXYTKE OT -1 go 1
. #IIYCTO! - B ¢opmyne 3amaHo mnepecedeHue oOnacrei,

KOTOPBIE HA CAMOM JIENIC HE UMEIOT OOINX TYEEK.

Eiwe pa3 HamoMHHM, 4YTO OWMOKH MOTYT MOSBIATHCA HE TOJMBKO H3-3a
HETIPABHJILHBIX JAHHBIX B ()OPMYJIE, HO ¥ BCIEACTBHE COAECPKAHHUI HEKOPPEKTHOI
HH(pOpPMaLIUN B AUeiike, Ha KOTOPYE) OHA CCBUIACTCH.

WHuorga, korga JaHHBIX B TaOimie MHOTo, a GopMynbl cogepkar OONbLIoe
KOJIMYECTBO CCBUIOK HA Pa3IUUYHBIC AYSHKH, TO MPH MPOBEPKE BHIPAKECHHS HA
MPaBUJIBHOCTE WJIM MOMCKA HCTOYHHMKA OIMMOKM MOTYT BO3HHMKHYTH CEpPBE3HBIE
TpyZHOCTH. UTO OB 00NErYnTh paboTy MONB30BATENA B TAKUX CHTyanusax, B Excel
BCTPOCH MHCTPYMEHT, TO3BOJIAIOWIMIA BBIACIUTD HA JKpaHe BIHAKOMNUE U
3aBHUCUMBIC SIYCHKH.

Bausiroimme siveiikH— 3TO A4YE€KH, HA KOTOPHIE CCHUTANOTCA (OPMYNBI, a
3aBHCHMbIe sideiikH, Hao00opOT, comepkar (GOPMyJBI, CCHUITAIOMIMECA HA ajapeca
KJIETOK 3JI€KTPOHHOM TaOIHLBL.

Yto Ol rpaduuecknn 0TOOPA3UTh CBA3U MEXIY suciikaMu 1 GopMynaMu ¢
MOMOILUBIO, TAK HA3BIBACMBIX CTPEJIOK 3aABHCHMOCTEl, MOKHO BOCIONB30BATHCA

KOMAH/JaMH Ha JieHTe Biausiioipe sivelikH ¥ 3aBHCHMBbIE sSTMeHKH B Ipymne

3aBucHMOCTH (pOpPMYJI BO BKIaAKE POPMY.JIbIL.



Hanpumep, pnpaBaiiTe mOCMOTpMM, Kak B Hamied TeCTOBOW Taldiuue,

COCTaBJICHHOW B MpebIAyLIUX JABYX 4acTsX, (JOpMUPYETCsl UTOrOBBIA pe3ysbTar

A .
HaKOIJICHUH.
= T ofl |
FNABHAR BCTABKA PASMETKA CTPAHMLIN QOPMYNY JARHMBE PELEMAMPOBAMHME ana Fomit PDF
f‘, z Asrocymma * a Norwseckme * Couimmm m maccmae: * - " =] Npwcoours wms  * $30 Banmsouise aveitem
¥ n MNocnegrme * Texcrosme * In Maressarnueckne * { .0 Jasncmnie Fueston
Berasnts Ancnervep
yrxumo |D Dunancoswe - n Aara v spess ~ I. Apyrwe $yrocumm - - £ Coxgare m3 saigenenmoro o> Y6parn crpenen *
Grbanoress Gy Onpeaenesire wamena
H14 - fr | =H5-H12
B D E F < H J
Loxoant

54000,00 #| 5P 000,00 P !DO(X).OOPT-S,NO,NP 000,00 #| 30 000,00 P| 300 000,00 ¢

4s00,009] psoooop| psooocoe| psoocoe| |2500,00¢] |s00.00e| 15000000

- b nn g b g - O P8 000,00 P

3apanara

CTeneHamns

Wroro

Npoayxrel

NATAHKUA 2999,00 % 8 089,00 ¢ 15 657,00 ¢ g 345,00 @ 5643,009 Ezm,ooa 29 056,00 ¥
& Npoeaa 000,00 #|  $ 000,00 ¢ 233,009 $587,000| 41789009 #asz00e| Bos7.009
Pazsnedennn
WnTepHer
Opemaa u obyes,
Wroro

$000,009] $000,009| $000,009| ¥000,009| $3000,009| 000,009 3D000,00%
300,009] % 300,009 ¢ 300,009 $ 300009 300,009 ¢ 200,00¢| 800,009
do00,00#] Booo00p| [3s00,009 0,009| |1000,009] kooo,00¢| 18500009
g b e - et - OS0-00 T4 523,00 P

13
14 [Haxonnenwa |43 201,009| 24312,009] 126 621,00 »[167 889,00 8| 209 657,00 #] 253 077,00 #| 25% 077,00
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16 j
HecmoTps Ha TO, uTO GopMysia B JaHHOM sueiike umeer Bua «=HS — H12»,

nporpaMmMa Excel, ¢ mOMOIIBIO CTPENOK 3aBUCUMOCTEH, MOXKET IMOKa3aTh BCE
3HAYEHUS, KOTOPLIE YYYBCTBYIOT B BBIYMCIIEHUM KOHEYHOrO pesyiibrara. Beap B
knetkax HS u H12 tak ke cogepkatbest POpMyIibl, UMEIOIIME CChUIKU HA APyTrue
azipeca, KOTOPBIE B CBOKO OYEPEb, MOTYT COACPIKATH KAK ()OPMYJIbI, TAK M YHCIIOBBIE
KOHCTAHTHI.

YTo0b! yaanuTh BCE CTPEIKU ¢ PadOYero JMcra, B rpymnine 3aBHCHMOCTH

(popmya Ha BKIaake POPMYJIbl, HOKMUATE KHONIKY Y OpaTh CTPEJIKH.
OtHOcUTENIbHBIE 1 A0COJIFOTHBIE a/Ipeca siUeeK
Bo3mokHocTh KOnmpoBanus Gopmyn B Excel U3 oqHO#M sueiiku B APYTYIO C

ABTOMATHYCCKUM HM3MCHCHHUEM aJIpeCoB, COACPXKAIIUXCA B HUX, CYHICCTBYCT

Onaroaaps KOHLENUMKA OTHOCHTEIbHOMH aapecanuu. Tak 4To e 5T0 Takoe?



Heno B ToM, uro Excel nonumaer aapeca sueek, BBEACHHBIX B PopMyTy HE
KaKk CCBUIKY Ha HX pPeabHOC MECTOPACTOIOKEHHE, a KaK CCBUIKY Ha HX
MECTOPACIIOIOKEHHE OTHOCUTENIBHO SYEHKH, B KOTOPOH Haxoaurca (opmyna.
IToscHuM Ha puMepe.

Hanpumep, suelika A3, conepxut gopmyny: «=Al+A2». Jna Excel ato
BBIPAKCHUEC HE O3HAYACT, UYTO HY)KHO B3ATh 3HAYCHHE U3 AYCHKH Al 1 mpudaBUTE K
HEMY YMCIIO U3 A4eiKku A2. BMECTO 3TOr0 OH MHTEPIPETHPYET JaHHYIO GopMyILy,
KaK «B3STh YHCIO U3 AYEHKH, PACTIONOKEHHOH B TOM K€ CTOIOLE, HO HA JBE CTPOKH
BBILLIE U CIIOKUTH €r0 CO 3HAYCHHEM SYEHKH 3TOrO K& CTOMOA PacloIOKEHHON
BBHIIIE HA OJHY CTPOKY». IIpH KOMMpOBaHMH JAHHOH (POPMYIIBI B APYIVIO AUYEHKY,
Hanpumep, D3, nOpuHIHN ONpPeAcIeHHs aJpecoB AYEEK BXOAIIUX B BBHIPAKCHUE
OCTACTCA TEM K€ «B3ATh YHCTIO U3 AYCHKH PaclOIOKEHHOH B TOM K€ CTOJIONE, HO
HA ABE CTPOKH BHILIC H CIIOXKHTH €10 ¢...». TakuM o0pa3oM, 0cIe KOMMPOBAaHUS B
D3, ucxoanas GpopMyia aBTOMaTHYECKH NPUMET BUA «=D1+D2».

C OOHOH CTOpPOHBI, TAKOW THI CCBUIOK AACT MOJB30BATENIAM INPEKPACHYIO
BO3MOKHOCTE MMPOCTO KOMHPOBATh OOWMHAKOBBIC (POPMYJIBI M3 AYCHKN B AYCHKY,
H30aBiisis OT HEOOXOJUMOCTH BBOAUTDH MX CHOBA M CHOBA. A C JPYroii CTOPOHEI, B
HEKOTOPBIX (PopMynax HEOOXOAMMO MOCTOSHHO HCTOJB30BAaTh 3HAYECHUE OHOI
OTIPEICICHHON AYEHKH, & 3TO 3HAYUT, YTO CCHUIKA HA HEE HE JOJDKHA U3MEHATHCA U
3aBHCETH OT PAcMOJIOKEHU (POPMYJIBI HA JTUCTE.

Hanpumep, mpencraBuMm, 4to B Haulell TaOnMIle 3HAYCHUS OFOIKETHBIX
pacxofoB B pyonax OyAyT pacCUMTHIBATECA HCXOAS U3 JOJIAPOBBIX IIEH,
YMHOKCHHBIX HA TEKYIIMA KypC, KOTOPBIH 3amMcaH Bcerga B sdeiike Al. 3rto
3HAQYHT, YTO NMpPH KOMHMPOBaHHM (POPMYNBI CCBHUIKA HA 3Ty AYEHKY HE MOJDKHA
H3MEHATECA. Torna B 3TOM c¢loy4ae cleayeT NPHUMEHITh HE OTHOCHTEIBHYIO, a
a0COMIOTHYI0 CCBUIKY, KOTOpas Bcerga Oyaer OCTaBarbCsd HEU3MEHHOH TpH
KONUPOBAHUH BBIPAKEHUSA U3 OQHOM AYEHKH B IPYTVYIO.

C mnomouplo aOCOMIOTHBIX CCBUIOK MOXHO AaTh komaHay Excel mpu

KOIIMPOBAHHH (POPMYJIBL:



. COXPAHATH CCBUIKY HA CTOJIOCL TMOCTOAHHO, HO TPH ITOM

HU3MEHATH CCHLUIKH HA CTOJIOIBI

. H3MEHSTh CCBIIKH Ha CTPOKH, HO COXPAHSITh CCHUIKY Ha CTOJI0CH
. COXPaHSTh IMOCTOSHHBIMH CCHUIKH, KaK Ha cToNOCL, Tak ¥ Ha
CTPOKY.

Y1oO6el TpEeBpPaTHTh OTHOCHTENBHYID CCBUIKY B aOCOMIOTHYIO WM
CMELIAHHYIO, HeOOXOIHMO BBECTH 3HAK Aosutapa ($) mepen Toii ee 4acThio, KOTopas

JOJIKHA CTATh a0COMIOTHOM,

. $AS1 — ccpuka Beerna cepinaeTces Ha siueHky Al (abcomoTHad
CCBUJIKA),
. A$1 - ccpuika Beera CChUIAETCA HA CTPOKY 1, a MyTh K CTONOIY

MOJKET U3MEHATHCA (CMELIAHHAA CChUIKA),

. $A1 — ccpuika Beeraa cepimaercs Ha ctonden A, a myTh K CTPOKE

MOYKET U3MEHATHCA (CMEIIAaHHAI CCBIUIKA).

JIng BBOAA aOCOMIOTHBIX M CMEIIAHHBIX CCBUIOK HCTOJB3YeTCd KIaBHILA
«F4». Beigenute saeiky st GOpMyJIbl, BBEOUTE 3HAK PABEHCTBA (=) H KIIMKHUTE
MO KIEeTKe, Ha KOTOPYIO HAJO0 YCTAHOBUTH aGCOMIOTHYIO CCBUIKY. 3aTe€M HAKMHUTE
knapuiy F4, mocne vero nmepea OykBod cTonlua U HOMEPOM CTPOKH MpOrpaMMa
yCTaHOBHT 3HaKy gosuapa ($). [ToropHbie HakaThA Ha F4 mO3BONAIOT MEPEXOIUTD
OT OJHOr0 THIA CCHUTOK K ApyruM. Hampumep, ccpiika Ha E3, Oyger UuKIHYHO
mMeHaTees Ha $E$3, E$3, $E3, E3 u Tax nmanee. Ilpu skenaHu# 3HaKH $ MOKHO

BBOJHTE BPYUHYIO.

DyHKIHU

Oyukumamu B Excel Ha3piBaioT 3apaHee omnpeiesicHHbBIE (OPMYNBL, ¢
MOMOIMIBE) KOTOPBIX BBIMOJHAKTCS BHIUMCICHHS B YKA3aHHOM MOPsJAKE TI0
3aJJaHHBIM BEMMYUHAM. [Tpy 3TOM BBIYHCIEHHS MOTYT OBITH KaK MPOCTHIMU, TaK U

CJIO’KHBIMH.



Hanpumep, onpeneneHue CpeaHero 3HAYCHUs MATH SUEEK MOYKHO OINMUCATh
dopmynoit: =(Al + A2 + A3 + A4 + AS)/5, a MOXKHO cneuuanbHOi (pyHKUIMEH
CP3HAU, koTopast cCOkpaTuT BeipaxkeHue 10 cineayromero Buga: CP3HAUY(AT:AS).
Kak BuauTe, 4TO BMECTO BBOAA B (OPMYJY BCEX aJPECOB SYEEK MOYKHO
MCIOJIb30BaTh ONPEIC/ICHHYIO (DYHKLMIO, YKa3aB €l B KayeCTBE aprymMeHTa HuX
JIanasoH.

Jlns padoTel ¢ pyHKumaMU B Excel Ha IeHTe CYyLIECTBYET OTACIbHAS 3aKIaIKa
@opmyJibl, HA KOTOPOIl pacnoiaratoTcsi BCE OCHOBHBIE MHCTPYMEHTBI Uit paboThl
C HUMH.

[ ORI BUIABKA PASME | KA LCIFAMVILIB wormy e LRHMbIE FELIEMSVIPUSAMAE
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Hano orMeruts, 4TO mporpamma COAEpKUT Oosiee ABYXCOT (PYHKLUH,
CIOCOOHBIX 00JIErYUTh BBIOJIHEHNUE BEIYUCIICHUI Pa3In4HOi cioxkHocTH. [ToaTomMy
Bce (yHKIMKM B Excel pa3neneHbl Ha HECKOIBKO KaTeropHii, FPyNIUPYOLIMX UX M0
TUITY pelIaeMbiX 3a1a4. Kakue MMEHHO 3TH 3aa4M, CTAHOBUTCS SICHO W3 HA3BaHUM
kareropuii:  ®unancosele, Jloruueckue, TekcroBele, MaremaTnyeckue,
Cratuctueckne, AHATMTUYECKUE U TAK JaJiee.

BriOparh HEOOXOAMMYHO KaTErOPHIO0 MOKHO Ha JIEHTE B rpynine bubaunorexa
¢pynknuii B0 Briagke @opmyasnt.  [locie wmenmuka 1o CTpesioYkKe,
pacroJiararomeiicss psaaoM C KaKIOW W3 KaTeropuil, PacKpbhIBAeTCs CIIHUCOK
(yHKUMIA, @ MPU HABEACHUM Kypcopa Ha JHOOYK M3 HUX, MOSBISETCS OKHO C €€
OIUCAHUEM.

Beoa pyHkuumii, kak 1 popmyIi, HaUMHACTCS CO 3HaKa paBeHcTBa. [locne uaer
uMsi pyHKIUM, B BUAEC a00OpeBuaTypsl M3 O0nbIIMX OYKB, YKa3bIBAKOIIECH Ha €€
3HAYCHHME. 3aTeéM B CKOOKaX YKa3bIBAKOTCS APryMeHTbl (PyHKUMH — [aHHBIC,
UCIOJIL3YIOLIMECS JIUIsl TOJIYYECHHS PE3yJIbTara.

B kayecTBe aprymMeHTa MOXET  BBICTYNATh KOHKPETHOE  YHCIIO,
CaMOCTOATENbHAA CChUIKA HA SAYEHKY, LieNass CEpHUs CChUIOK HA 3HAYCHUS WIIU
SYEHKHU, a TaK ke AMana3oH sueek. [Ipu 5ToM y oaHuX PyHKLMIA apryMeHThl — 3TO

TEKCT WA YUCIIA, Y APYTUX — BPEMS U JIAThI.



MHorue (QpyHKUMM MOTYT MMETh Cpa3y HECKOIbKO apryMeHTOB. B Takom
cllydae, KaKIbli U3 HUX OT/AEISAETCs OT CIIEYIOIIEro TOUKOi ¢ 3arstoi. Hampumep,
dbyuxuus =[IPOU3BEJI(7. Al; 6; B2) cuuTaeT NpoU3BEAECHUE UYETHIPEX Pa3HBIX
YHCEN, YKA3aHHBIX B CKOOKAaX, U COOTBETCTBEHHO COACPIKMT YETHIPE apryMeHTa.
[Tpu 5TOM B HalEM Cily4ae OJHU APryMEHThI YKa3aHbl SIBHO, a JAPYrHE, SBISIOTCS
3HAQYECHUSMHU OTPENCIICHHBIX SYEEK.

Tak k¢ B KaueCTBE apryMEHTa MOYKHO MCIMOJIb30BaTh APYTYH (PyHKLMIO,
KOTOpast B O3TOM Cjly4ae Ha3bIBacTCsl BJIOXKeHHOH. Hanpumep, ¢(yHkums
=CYMM(A1:AS5; CP3HAY(B5:B10)) cyMmMupyeT 3HAUEHUS TYEEK HAXOALIMXCS B
nuanaszoHe oT Al mo AS, a Tak K€ CpPEeIHEE 3HAUCHWE YMCEN, PA3MEILCHHBIX B
kinerkax BS, B6, B7, B8, B9 u B10.

Y HEKOTOPBIX MPOCTHIX (DYHKIMIA apryMEeHTOB MOXKeT He ObITh BoBce. Tak, ¢
noMoielo GyHkumu =TJIATA() MOXKHO MOAYYUTH TEKYIIME BPEMs W JaTy, HE
UCIOJIb3Ysl HUKAKUX apryMEHTOB.

Haneko He Bce pyHkuuu B Ecxel umeror npocroe onpeaeneHue, kak QyHKLus
CYMM, ocyuiecTBIsIONIas CyMMUPOBAHME BbIOpaHHBIX 3HAYCHHI. HEKOTOpHIE 13
HUX MMEKOT CJIOKHOE CHMHTAKCHMYECKOE HAmMCaHWe, a TaK kK& TPeOyrT MHOTO
apryMeHTOB, KOTOPBIE K TOMY K€ JOJDKHBI OBITh MPABUIBHBIX TUIIOB. UeM criokHee
(YHKLMS, TEM CIIOKHEE €€ MPABUIBHOE COCTaBleHue. M pa3paboOTUMKKM 3TO yUiIu,
BKJIFOUMB B CBOM JIEKTPOHHBIE TAOJMIBI MOMOIIHUKA MO COCTABICHUIO (PyHKUMI
JUts ojs3oBareneil — Macrep gyHkumii.

Jlis Ttoro uro Obl HauyaTh BBOAUTH (PyHKUMIO ¢ nomolislo Macrepa
(pyHKUMid, ETKHUTE Ha 3Ha40K BeraBuTh pyHKmmio (fX), pacnosniokeHHbIH cieBa
ot CTpoku popmy.rL.
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Tak ke kKHonKy BeTaBUTh PYHKUMIO BBl HAWJAECTE HA JICHTE CBEPXY B IPYIIIE
bubaunoreka gynkuunii Bo Bxiagke @opmyasl. Eme ogHum crnocodoM Bbi30Ba
mactepa QyHKUMi sBisercsa couetanue knapui Shift+F3.

[Tocne OTKPBITUS OKHA TOMOLIHUKA, MIEPBOE, YTO BAM MPUIETCA CAETATh — 3TO
BBIOpaTh Kateropuo GpyHkumu. /1jist 3T0ro MOYKHO BOCIOJIB30BaThCS MOJIEM TTOMCKA

WM HUCIIaJaroInIuM CITMCKOM.

MNouck pyHKEUMI:

| BEEAWTE KPATKOE ONMWCAHWE AENCTEWNA, KOTOPOE HYKHO
| BEINMOAHUTD, W HAXMUTE KHONKY “HaliTi'’

Kateropua: 10 HegaeHO MCNONB30BABLINXCA

BrifepuTe QYHKLWIO:
EC/IN

CYMM

CP3HAY
MMMEPCCBLIKA
CYET

MAKC

CYMMEC/TU(auana3on;KpuTepuin; AnanasoH_cyMMWUpPOBaHMA)
CYMMUPYET A4ENKM, 3343HHBIE YKaZaHHEIM YCI0BUEM,

Cnpaska Nno 310l dyHKLNK ‘ OTMeHa

B cepennne okHa oTpaskaeTcs nepeueHb (PyHKIMI BHIOPAHHOW KaTeropuu, a

HIDKE - KPaTKOE OIMMCAHUE BbIJEIEHHON KypcopoMm (YHKUIMHM M CIpaBKa 10 €€
aprymentaMm. Kcrati HasHadeHue (QYHKIMM 4YacTO MOXKHO OMNPEAETUTh MO €€
Ha3BaHMIO.

CnenaB HeoOXxoauMblii BbIOOp, wenkHute 1no kHomke OK, mocie wero

MOSIBUTCS OKHO APryMeHTHI (PyHKLIMU,



CYMMECTK
AwnanazoH

Kputepuid

[ManasoH_cyMMUpOBaHUA |

CYMMMPYET a4eiKkM, 334aHHBIE YKaSaHHEIM YCI0BUEM,

AwanasoH JWanasoH NPOBEPAEMLIX AYEEK.

3HaYyeHune:

Cnpaska No 3Tou dyHKLNK | OTmeHa

B J1eBOM BEpXHEM YIJly OKHA YKa3bIBACTCS UMSs BHIOPAHHOW (DYHKLHMH, TOA

KOTOPBIM HAaXOJATCS TOJNsA, CHOy’KallkMe JUls BBOJA HEOOXOAMMBIX apryMEHTOB.
CnpaBa OT HHMX, TOCIIE 3HAKA PABEHCTBA YKA3bIBAIOTCS TEKYIME 3HAUEHUS KAKI0TO
aprymenta. B HmKHEHl uYacTM OKHA pasMelaeTcs chopaBovHas HH(opmars,
VKa3bIBAOIIAsl HA3HAUCHWE (YHKLMU M KOKIOrO APryMeHTa, a TaKKe TEKyLLUi
pe3ynbTaT BBIYUCICHHUS.

Ccblky Ha STYEHKH (WM UX 1Mara3oH) B [OJIs UIsl BBO/A apryMEHTOB MOYKHO
BBOJUTb KaK BPYUYHYIO, TAK U UCIOJIB3Ys MBILIb, YTO ropaszao yaoouee. s 3toro
NPOCTO LICNKANWTE JIEBON KHOMKOW MO HY)KHBIM KJIETKAM Ha OTKPBITOM JIUCTE WM
obBenute MX HEOOXOAMMBIN auana3oH. Bce 3HadeHuss OyayT aBTOMaTHUYECKH
MO/ICTABJICHBI B TEKYIIIEE M0J1e BBOJA.

Ecnu auanoroBoe OKHO ApPryMeHThl (PyHKLIMHM MEIIAET BBOAY HEOOXOIMMBIX
JIAHHBIX, MEpeKpbiBas co00i pabouuii JUCT, €ro MOXKHO HA BPEMsl YMECHBLIUTH,
HAKAB HA KHOIKY B ITPABOi 4acCTH 10JIs1 BBOJA APTYMEHTOB.

IToBTOpPHOE Ha)KaTHE HA HEE K€ MPUBEAET K BOCCTAHOBICHUIO OOBIYHOTO
pasmepa.

[Tocne BBOAA BceX HEOOXOAMMBIX 3HAYECHUIM, OCTACTCS KIIMKHYTh 110 KHOIKE

OK u B BBIOpaHHO# SYCHKE MOSBUTCS PE3YJIbTAT BHIYMCIICHUSI.

JnarpamMmel



JoBOJIBHO 4YacTo umcna B Tabmume, Aake OTCOPTUPOBAHHBIE JOJDKHEBIM
00pa3oM, HE MO3BOJIAIOT COCTABUTH MOJIHYK) KAPTHHY MO HTOraM BRIYUCIEHMIA, UTo
OBl TIOJYYUTh HArMAAHOE TNpEacTaBleHuEe pe3ynabTartoB, B MS Excel cymectByer
BO3MOXKHOCTE MMOCTPOCHUA AHAIPAMM PA3IMUHBIX THIOB. JTO MOKET OBITh, Kak
o0OBbIYHAA THCTOrpaMMa WM rpaduK, Tak W JENeCTKOBas, KPyromas HJIH
SK30THUECKaA My3bIPbKOBas Auarpamma. bonee Toro, B mporpaMMe CylIeCTBYET
BO3MOXKHOCTE CO3JIaBaTh KOMOWHHUPOBAHHBIE AMArPaMMBl M3 PA3JIHYHBIX THIIOB,
COXpaHds UX B KA4eCTBE MIA0NOHA ANA AANBHEHIIEr0 HCTIOIB30BaHHUS.

JnarpamMmy B Excel MOXHO pasMecTHTh JHOO HA TOM K€ JIUCTE, TJE YKE
HaxoauTcs Tabiiia, U B TAKOM CIIy4ae OHA HA3bIBACTCA «BHEIPEHHOM», MO0 Ha
OTACTBHOM JIUCTE, KOTOPBIH CTAHET HA3BIBATHCA «JIMCT AUArPAMMBD).

B kadecTBe mpumepa, monpoOyeM MpeACTaBUTh B HATVIAHOM BUAE JaHHBIE
€KEMECSYHBIX PACX0A0B, YKA3aHHBIX B TaOJH1IE.

JIns co3aaHns quarpaMMBbl Ha OCHOBE TaOJIMYHBIX JAHHBIX CHAYAJIa BEIACIUTE
Te s4eiiky, HHPOPMALHs U3 KOTOPBIX NO/KHA OBITH NPEACTABICHA B IPapHUECKOM
Buge. Ilpu 5TOM BHELIHWI BHA JHArPAMMBI 3aBHCHT OT THIIA BRIOPAHHBIX AAHHBIX,
KOTOpBIC JOIDKHBI HAXOAWUTHCS B CTOJOLAX MM CTPOKax. 3arojOBKH CTONOLOB
JO/KHBI HAXOAUTHCA HaJl 3HAYEHUSAMH, A 3ar0JIOBKH CTPOK — ¢JIEBa OT HUX. B Halem
CIy4yae, BBIACNAEM KJICTKH COASPXKAIINE HA3BAHHA MECALECB, CTAaTEif pacxomoB MX

3Ha4YCHHA.



A7 » fr MpoayKTbl NUTaHMA
A B C D E F G H

. fweape [bewpoms lwapr  owems lwah  lwow  loce |
2 [oxogpl

3 3apnnata 50 000,00 £| 50000,00F| 50000,00#2| 50000,00#2| 50000,00#| 50000,00%(300000,00%
4 CreneHgua 2500,002| 2500,002 2500,002( 2500,00° 2500,00 2 2500,00#( 15000,00¢
5 Wroro 52 500,00 2| 52500,002| 52500,002| 52500,002| 52500,002| 52500,00%|315000,00#
6 Pacxoapl

MpoaykTbl

7 |nuTanuA 2995,002| 3089,008| 5657,008 2345002| 5643,002| 2323,008| 22056,00P
8 | 1000,002| 2000,00#¢ 234,002| 1587002 1785,002| 1457,002| 8067,00#
9 | 5000,002| 6000,008| 4000,002] 7000002 3000002 5000008 30000008
10 | 300,00P 300,00 300,009 300,008 300,00 ¢ 300,00P| 1800,009
1 2000,00P| 4000,00P( 3500,00# 0,00P| 1000,00F| 4000008 14500,00P
12 | 9299,00p| 11389,00P| 10191,008| 11232,00°| 10732,008| 9080,00°| 61523009

13

14 HaxkonneHua

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

15

3arem, Ha JieHTe BO BKJajake BeraBka B rpynne /lmarpammsr BeiOepute

HY’KHBIA TUI U BHJ auarpammbl. YTo Obl YBUAETH KpaTkoe ONUCAHUE TOIO WM

MHOI'O THIIA U BHJA JUarpaMm, HEOOXOIUMO 3aCPXKaTh HA HCEM YKas3aTCJib MBIIIH.
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A B C D E F

MPoAYKTHI NUTaHUA

2 Jloxoabi )
3 3apnnara 50000,00 | 50000,00°| 50000,009| 50000,00P| 50000,009| 50¢ m’@n
4 Creneuaun 2500,002| 2500,009| 2500008 2500,002| 2500008 25 UMY
5 Wroro 52500,008| 52500,00P| 52500,008| 52500,008] 52500,00P] 52% |1 1 rue rucrorpanmin..
Pacxoabl
3089008 5657,008| 2345008 5643,008 2323,008( 22056,002
2000,009| 234008 1587,009| 1789,00°| 1457,008 8067,00¢
5000,00°| 4000,00°| 7000,00°| 3000,00°| 5000,00P| 30000,00P
300,009 300,002 300002 300,008 300,008 1800,002
4000,002| 3500,008 0,002| 1000,002| 24000,002| 14500,008
11389,00¢| 10191,009| 11232,009| 10732,009¢| 9080,009| 61923,009
14 Haxonnewwa |43 201,002 84312,00 2| 126 621,00 £{167889,00 2| 209 657,00 2| 253 077,00 2| 253 077,00 2

15

18

B npaBom HwxkHem yray Onoka Jlmarpammsel pacnonaraercs HeOObInas

kHomka Co3aaTh aMarpamMmy, ¢ TOMOIIBK) KOTOPOH MOYKHO OTKPBITH OKHO

Beraska quarpamMmbl, 0TOOpPasKaroIEee BCE BU/IbL, TUIILI M LIA0JOHBI JUATPAMM.
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KomBuHuposarHas

B wHamem mnpumepe paapaiite BblOepeM OOBEMHYIO LIMJIMHIPUYECKYIO
TUCTOrPaMMY C HAKOTLJICHUEM U HaskmeM kHonky OK, nociie 4yero Ha paboyeM JiucTe

MNOABUTCA auUarpamMma.
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Tak xe oOparuTe BHUMaHHWE, HA MOABICHHUE OOMOJIHUTEIBHON 3aKJIAJKH HA
nente Padora ¢ amarpammamu, coaepkaias eue Tpu Bkaaaku: KoHeTpykrop,
Maker u @opmar wiu Koncrpykrop u ®@opMar B 3aBUCHMOCTH OT BEpPCHH,
YCTAHOBJICHHOM y Bac mporpaMmel.

DopMaTHPOBAHUE U U3MEHEHHE ANarpaMMm

[Ipy nepBUYHOM CO34AHUH JUATPAMMEL 3apaHEe OYCHb TPYAHO OMPEOCIINTD,
KaKoOi €¢ THN MpPeIOCTAaBUT HauOoJIee HAMISAHO BHIOPAHHBIC TAOIMYHBIC JAHHEIC.
TeMm Oonee, BIOJHE BEPOATHO, YTO PACHOIOKEHUE HOBOH AMarpaMMBI HA JHUCTE
OKQKETCs COBCEM HE TaM, I/Ie BaM XOTEJIOCH OB, 1a H €€ pasMephl BaC MOTYT HE
ycrpanBath. Ho 310 He GeJa — MepBOHAYANBHBIA THII H BHJ AHATPAMMBI MOXKHO
TIETKO U3MEHUTH, TAK K€ €€ MOXKHO MEPEMECTUTE B TIOOYIO TOUKY padoueii o0nacTu
JNCTA WIH CKOPPEKTHPOBATH TOPU3OHTANIBHEIE U BEPTUKATBHBIE Pa3MEPHL.

Yo GBICTPO U3MEHUTE TUIT JUarpaMmel Ha BKJIagke KoHeTpykTop B rpymnme
Tun, pasMemarIneiics cIeBa, MENKHUTE KHONKY U3MeHHTh THI AHarpaMmel. B
OTKPBIBILIEMCA OKHE C/I€BA BEIOCPUTE CHAYANIA MOAXOAAIIUH TUIT TUArpaMMBI, 3aTEM
ee moarun WM HakMuTe KHONKY OK. Juarpamma OyaeT aBTOMATHYECCKH
nepectpoeHa. Crapaiiteck noadUpaTh TaKO# THUIl AUArPAMMBI, KOTOPBIH HaHOoJce
TOYHO ¥ HarJAAHO OYyAET AEMOHCTPHPOBATS LI/ BAIIUX BHIYUCIICHHIA,

Ecnu pganHple Ha JAMarpaMme OTOOpaKaloTCa HE JOJDKHBEIM 00pa3om,
nonpoOyiHTe TOMEHATE MECTAMH OTOOpAaXEHWs CTPOK H CTONOLOB, HaXKaB Ha
KHOTIKY, CTpoka/cronden B rpynmne J{aHnbie Ha BkIaake KoHCcTpyKTOp.

[TomoOpaB Hy)XHBI THN AWArpaMMbl, MOXKHO MOpaboTaTh Haj €€ BUAOM,
MPUMCHUB K HEH BCTPOCHHBIC B MPOTPaMMy MAaKeTHl M CcTWiM. Excel, 3a cuer
BCTPOEHHBIX PEIICHUI, MPEAOCTABIAET MOJB30BATENAM IIUPOKUE BO3MOXHOCTH
BHIOOpA B3aMMHOIO PAcIONOKEHUs BJIEMEHTOB IUarpaMM, HX OTOOpaKeHus, a
TAKKE UBETOBOTO OPopMiIeHUA. BEIOOP HYKHOTO MaKeTa U CTHJIA OCYLIECTBIIACTCA
Ha BKIaake KoHcTpykTop B Ipymmax ¢ TOBOPAIMMH Ha3BaHHAMH MakeTsbl
anarpaMM U Ctuaud guarpamm. Ilpu 3TOM B K@XI0i M3 HHUX €CTh KHONKA
JONOJHHTE/IbHBIC MAPAMETPbI, PACKPBIBAIOLIAA MOJHBIA CIUCOK MPEANaracMbIxX

PELICHUIA.



M BCe k¢ HE BCerga cOo3JaHHad WM OT(GOpPMATHPOBAHHAA AMArpaMma ¢
MOMOIIBE) BCTPOSHHBIX MaKETOB U CTUJIEH YIOBAETBOPAET MOIB30BATENECH LIETUKOM
H TIOJIHOCTBIO. CIHIIKOM OONBILIONH pazMep WpudTOB, OUCHb MHOTO MECTa 3aHUMAET
JeT€HOa, HE B TOM MECTE HaxXOOATCA MOAMMCH JAHHBIX WK camMa AWarpaMma
CITUILKOM ManeHbkas. CIIOBOM, HET peaena COBEPIICHCTRY, U B Excel, Bce, uto Bam
HE HPABUTCA, MOYKHO HCIIPABUTH CAMOCTOATENBHO HA CBOH «BKYC» H «LBET». Jleno
B TOM, YTO JUarpamMma COCTOMUT U3 HECKOJIBKHX OCHOBHBIX OJIOKOB, KOTOPBHIE BBI
MOXETE (POpMaTUPOBATh.

Obnracms ouazpammst — OCHOBHOE OKHO, [AE€ PasMEIIalOTCA BCE
OCTAITBHBIC KOMIIOHEHTHI JHarpaMmel. HaBead Kypcop MBIILHN Ha 3Ty 00acThb
(MOSABNAETCA YEPHOE MEPEKPECTHE), M 3aXKaB JIEBYIO KHOIKY MBILIH, MOXHO
NEepeTAINTE AUarpaMMy B THO0YIO YacTh TUCTA. ECNH K€ BBl XOTUTE H3MEHUTh
pasMep JHarpaMMel, TO HABEOUTE KYpPCOpP MBILIK HA JIFOOOH M3 YITIOB WIH
CEpEeAMHY CTOPOHBI €€ PpaMKH, U KOTJAa YyKa3arelb NpuMeT ¢GopMy
JABYXCTOPOHHEH CTPETOYUKH, MOTIHUTE €r0 B HY>KHOM HANPABNCHHH.

Obnacme nocmpoenus Ouazpammpl — BKIIOYAET B ce0d BEPTHKAIIBHYIO
Y TOPU3OHTANIBHYIO OCH, P JAHHBIX, 4 TAK K€ OCHOBHBIC H JOMOJIHUTENBHEIC
JIUHUM CETKHU (CTCHBI).

Psad oaunvix — JaHHBIC, MPEOCTABICHHBIE B TpapUYecKOM BHIE
(auarpamma, rucrorpamma, rpapuk u 1.4.). MOryT MMETh NOANKHCH JAHHEBIX,
OTOOpAKAKONME TOYHBIE IMQPOBBIC TMOKA3aTeNd CTPOK MM PSAJIOB
AvarpaMMBl.

Ocv 3HaQueHuwit u o0Cb Kame2opuilt — 4YNCJIOBBIC TAPAMETPHI,
PacnoNIO)KEHHBIE  BAOJAb  BEPTHKAIBPHOH MW  TOPH3OHTAIBHOM  JIMHHH,
OPHEHTHPYICH HA KOTOPBIE MOXKHO OLECHHWTH JaHHBIC AuarpaMmel. Moryr
UMETH COOCTBEHHBIE MOAMUCH ACIICHUN 1 3aTOJIOBKH.

Junuu cemxu — HarmAAHO TPEACTABIAKT 3HAYCHHS OcCell U
PasMEIIATCA Ha OOKOBBIX MTAHENAX, HA3BIBACMBIX CTEHAMH.

Jlezenda — paciimpoBKa 3HAYCHMI PAIOB HIIM CTPOK.



Jliobomy  monp3oBaTemo  Excel  mpegocraBngercs  BO3MOXKHOCTH
CaAMOCTOATENBHO U3MEHATh CTHIH H XYA0KECTBEHHOE MIPEACTABJIEHUE KOKAOTO U3
BBILLCIIEPEYNCIICHHBIX KOMIIOHEHTOB guarpaMmel. K BanmM yciyraMm BEIOOP 1IBETa
3QJIUBKH, CTUJIS TPAHWL, TOJIIHHBI TMHUHA, HANOKEHUE 00beMa, TEHE, CBCUCHUA U
CIJIQXKHBaHWUA Ha BHIOpaHHBIE 00BEKTHL. B JIF000I MOMEHT, MOXKHO H3MEHUTH OOIIHi
pasMep AMArpaMMbl, YBEIMYHTH/YMEHBIOMTE OOYI0 €€ 00/lacTh, HAIPUMED,
YBEIIMYATH CaMy [OHArPaMMy M YMCHBIUWTE JIETCHAY, WIH BOOOIIE OTMEHHTH
0TOOpa’keHHE HEHYKHBIX ATEMEHTOB. MOXXHO H3MEHUTH YT0J1 HAKJIOHA THarpaMMBl,
MOBEPHYTh €€, CAenaTh O0BEeMHONH WM miockod. OaHuM cimoBoM, MS Excel
COIEPKUT MHCTPYMEHTHI, TIO3BOJIAIOLINE MMPUOATh AHArpaMMe COOCTBEHHOPYYHO
HanboJiee YIOOHBIH T BOCIPHATHS 00pas.

JInsg M3MEHEHWS KOMIIOHEHTOB [HArpaMMbl BOCIONB3YHTECH BKJIAAKOI
Makert, pacnonokeHHOI Ha JieHTe B 00nactu PaGora ¢ amarpaMmMamu.

3neck BBl HAWAETe KOMaHJbl ¢ Ha3BAHMAMH BCEX 4YACTEil auarpaMMsbl, a
IEJIKHYB 10 COOTBETCTBYOILNM KHOIMKAM, MOKHO MEPEHTH K HX (POPMaTHPOBAHHIO.
Ecte m gpyrue, Gonmee mpocTeie CHOCOOB H3MEHEHHA KOMIIOHCHTOB AHMATPAMM.
HampumMep, AOCTAaTOYHO MPOCTO HABECTH KyPCOP MBIIM HA HYKHBIH OOBEKT, H
[IEJKHYTE [0 HEMY JBa pa3a, OC/e YETO Cpa3y OTKPOETCA OKHO (pOopMaTHpOBaHUA
BBIOPAHHOTO 3JIEMEHTa. Tak K€ BBl MOXKETE BOCIONB30OBATHCS KOMAaHIAMHU
KOHTEKCTHOIO MEHIO, KOTOPOE BBI3HIBACTCA KJIMKOM IPABOH KHOMKHM MBILIH TI0
HY>KHOMY KOMITOHEHTY.

CaMoe BpeMs mpeoOpa3oBarhk BHEMIHUI BUA HALEH TECTOBOH AuarpamMMBel,
BOCIIOJIB30BABIIMCH PA3HBIMH CIIOCOOAMH.

Kaxk Buaure, BcTpoeHHBIE B EXcel HHCTpyMEHTH popMaTHpOBaHKS IHarpaMm
NEHCTBUTENIBHO JAIOT LIHPOKHE BO3MOMKHOCTH TOJB30BATENSAM M BHU3YAJIBHOE
MPCOCTABICHUE TAOMMYHBIX JAHHBIX HA 5TOM PUCYHKE PA3UTENBHO OTIHYACTCA OT

NEPBOHAYAIEHOI'O BApUAHTA.
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Ho Ha nanHO#M AMarpaMme BMECTO Ha3BaHUSI MECSLEB HamMcaHbl LUQPHI 1,
2,3 ¥ T.. DTO MPOU3OLLIO MOTOMY, YTO HA3BAHUSI MECSLIEB HE HAXOJSATCS PSJIOM C
TOW 4acTbIO TAOIULBI, O KOTOPOH MBI CTPOMJIM, M HAM HE yJAJIOCh BBIACIUTH MX
cpa3y, Kak 3T0 BO3MOKHO MPH MOCTPOECHUH rpaduka mo noxoaam (yaaauB CTPOUKY
N0X0/b!). BeiaenseM UCTOYHUKH J10X0/1a, HA3BAHUSI MECSILC M YUCIIOBBIC 3HAUCHMUS

J0X040B, BO BKJIIAAKE BCTaBKa BI:I6I/IpaCM ruCTOrpamMmy.
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Kak Buaum, Ha3BaHUS MECALIEB MOAMMUCAHBI ABTOMATHYECKH.
BepHeMmcs K Hateit npeaplayeit inarpaMme u 100aBuM B HEE TaHHbBIE.
Haxumaem Ha Hauly auarpammy, B KOTOPYHO MbI ceiyac OyJieM BHOCHUTH

JaHHbIE W BO BKJIaaKe KOHCTpYKTOp BbIOMpaeM «BbriOpaTh 1aHHBIEY.
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[Tpoananu3upyem AaHHbIC B OTKPBIBIIEMCS AUAIOTOBOM OKHE.



O4eBMAHO, YTO HAM HY)KHO M3MEHWTh MPABYI YacTh TaOJIMIbI, B KOTOPOW

yKkazaHsbl yucia. Hajx 5Toi 4acThio HAKMMaeM Ha KHOMKY «M3MEHUTHY.

Jnanason JanHEN A8 AMarpaMmet:

SnemenTr nerenan (pasel)

=/IucT1iSASE:SGST

7] Crpoxa/cronGey J

MoANMcH FrOPU3ONTaARMOR 0K (KaTeropuw)

7 fo6asuTe

£ Wamenuts

X Yaanute | & [ Mamerums

N EEE

NpoAYKTE NUTAHWA

Npoe3a

Paseneuenun

WHTEpHET
Oaexaa n

0ByEL

CICIGICIS

1
2
3
4
5

CKPHITHIE ¥ NYCTHE AYERKN

Jlanee HeoOX0aMMO BbIOpaTh, HA YTO Mbl MEHSEM, a MEHSEM Mbl Ha Ha3BaHWs

MECHLEB, BbIICIISIEM COOTBETCTBYIOIINC si4eiku B Ta0JIuLIE.
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[lepenecure ABE auarpaMMbl B CBOM OTYET M pacneyaranTe ero.



