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HHeTpyKUus 10 TeXHHKe 0€3011aCHOCTH

1. O6ume TpeboBanusi 6€30MaCHOCTH

1.1.K pabore Ha mMEpCOHATBLHOM KOMMBIOTEPE [JOMYCKAKTCS JHLA,
npoweamue oOyueHue O€30macHbIM METOJaM TPyJAa, BBOAHBIA MHCTPYKTAK,
MEePBUYHBIA HHCTPYKTAXK HA paboyeM MeCTe.

1.2.I1pu sKcmiyatanu NEPCOHATBHOTO KOMIBIOTEPA HA YENOBEKAa MOTYT
OKa3blBaTh [CHCTBHE CIICAYIOLIME OMNACHLIE W BPEAHLIC IPOU3BOJACTBEHHBIC
(axTops:

—  TIOBBIIICHHBIH YPOBEHB HJEKTPOMArHUTHBIX 3Ty YCHHIA;

—  TIOBBIIIECHHBIA YPOBEHb CTATUYECKOTO JIEKTPUYECTBA,;

—  TNOHW)XCHHAs MOHU3ALMsl BO3yXa,

—  cTaTuyecKue PU3MUECKUE MEPETPY3KHU;

—  TMepeHanpsKEHUE 3PUTEbHBIX aHATU3aTOPOB.

1.3. CtyaeHT npu BEINOJHEHUH Ja00paTOpHBIX padboT 00s3aH:

1.3.1.BoIMOAHATH TOJABKO Ty paboTy, KOTOpasi ONpeaesieHa B METOMUECKUX
yKa3aHMSX.

1.3.2.Conepxarh B YUCTOTE pabouee MECTO.

1.3.3.CobmoaaTh pesxuM TPyJa U OTAbIXA.

1.3.3.CobnroaaTh MEPHI MOKAPHOM OE30MACHOCTH.

1.4.Pabounie MecTa ¢ KOMIBIOTEPAMH A0JKHBI Pa3MELIAThCsl TAKUM 00pazoMm,
4TOOBI PACCTOSIHUE OT 3KPaHA OJHOTO0 BUACOMOHUTOPA 10 ThUIA JAPYroro ObLIO HE
meHee 2,0 M, a pacCTOSIHUE MEXAY OOKOBBIMHU MOBEPXHOCTIMU BUACOMOHUTOPOB -
He MeHee 1,2 M.

1.5.Paboune mMecra C NEPCOHAILHBIMM KOMIBIOTEPAMU [0 OTHOLICHUIO K
CBETOBBIM MTPOEMaM JOJDKHBI pacrnosaratbCs Tak, YTOObl €CTECTBEHHBIN CBET Maaal
cOOKY, MPEUMYIIIECTBEHHO CIIEBA.

1.6.OkoHHBIC TIPOEMBI B MOMELLEHUSX, € UCIOIB3YHTCS NEPCOHAIBHBIE
KOMITBIOTEPHI, TOJKHBI OBITE 000PYI0BAHBI PETYJIMPYEMBIMU YCTPOHCTBAMH THTIA:

JKAJTFO3H, 3aHABECEH, BHEITHUX KO3BIPHKOB U JIP.



1.7.PaGoyast meOeinp A MOoNb30BaTeNEiH KOMIBIOTEPHOW TEXHUKOH NOJKHA
OTBEYATh CIACAYIOIIUM TPEOOBAHUSIM:

— BbICOTA paboyeli MOBEPXHOCTH CTOJA JOJDKHA PETYJTUPOBATHCSA B
npenenax 680 - 800 MM; pyU OTCYTCTBHM TAaKOW BO3MOKHOCTH BBICOTA padouci
MOBEPXHOCTH CTOJIA JOIHKHA COCTABIATh 725 MM,

— pabounii CTON JOHKEH WMMETH MPOCTPAHCTBO JUIsl HOT BBICOTOW HE
meHee 600 MM, riyOMHOW Ha YPOBHE KOJEH HE MeHee 450 MM M Ha YpOBHE
BBITSHYTBIX HOT HE MeHee 650 mMMm;

2. Tpebopanust 6€30MaCHOCTH MEPEA HAYATIOM padOThI

2.1.IToaroToBUTH paboyee MECTO.

2.2.0TperynupoBarh OCBENICHHE Ha pabodeM MecTe, YOEAUThCS B
OTCYTCTBHMH OJIMKOB HA SKPaHE.

2.3.11poBepuTh MPaBUIBHOCTH MOJKIOYCHUS 000PYA0BAHUS K SICKTPOCETH.

2.4.11poBepuTh UCMPABHOCTh MPOBOJOB MUTAHUS U OTCYTCTBHE OTOJICHHBIX
Y4acCTKOB TPOBOJOB.

2.5.11poBepuTh MPAaBUIBHOCTh YCTAHOBKH CTOJIA, CTYJIA, TOJCTABKH JUISl HOT,
MIONUTPA, YIJIa HAKJIOHA SKPAaHa, MOJIOKEHUE KITABUATY PbI, MOJIOKEHUE "MBIIIA'' HA
CHELMATIEHOM KOBPUKE, TPH HEOOXOIMMOCTH MPOU3BECTH PETYIMPOBKY padbOvero
CTOJIa U KPECIIA, a TAKXKE PACOIOXKEHUE SIIEMEHTOB KOMIBIOTEPA B COOTBETCTBHH C
TpeOOBAHUSIMU SPrOHOMHUKH U B LEJAX UCKITFOUEHUS HEYA0OHBIX 1103 U ITTUTEIIBHBIX
HaIPsHKEHAN TEa.

3. TpeGoBaHus 0€30MACHOCTH BO BpeMs PabOThI

3.1.Crynenty npu padote Ha [1K 3anpeniaeres:

— IpUKacarbCs K 3aJHCH MAHEIM CUCTEMHOro Ojoka (mpoueccopa) Mmpu
BKJIFOUEHHOM MHATaHWUH;

— NEPEKIIIoYaTh  pa3beMbl  MHTEPQEHCHBIX Kadenel mnepudepuitHbIx
YCTPOMCTB MPH BKIKOYCHHOM MUTAHWW,

— JIONyCKaTh TMOMAJaHWUE BJIArM HA TMOBEPXHOCTh CHCTEMHOTO OJoKa
(mpoueccopa), MOHHUTOpa, pabOuYyr) MOBEPXHOCTh KJaBUATYPbI, JTUCKOBOJIOB,

MIPUHTEPOB U APYTUX YCTPOMCTB;



— TPOU3BOJUTH CAMOCTOSATEIBHOE BCKPBITHE U PEMOHT 000PYI0BAHHS,

— paboTaTh Ha KOMIBIOTEPE MPH CHATBIX KOKYXax;

— OTKJIKOYATh 00OPYIOBAHUE OT BIEKTPOCETH U BBIAEPTUBATh 3JIEKTPOBHIIKY,
JepKach 3a IIHYP.

3.2.1Ipo0OIKUTENBHOCTE  HEMPEPBIBHOW PA0OTBl € KOMIBHOTEpOM 0e3
PErTaMEHTUPOBAHHOTO TIEPEPBIBA HE AOJKHA MIPEBBIIATE 2-X YACOB.

3.3.Bo BpeMs pernaMeHTHPOBAHHBIX MEPEPHIBOB C LIEIBI0 CHUYKEHHS HEPBHO
- SMOUMOHAJBLHOTO HAMNPSKEHWS, YTOMIICHWS 3PHUTEIBHOIO  AaHAIM3aTopa,
YCTPAHEHUS BIUSHUS TUMOJUHAMMHA W THIIOKWHE3WH, MPEAOTBPALICHAS Pa3BUTHS
NO3HOTOHMYECKOTO YTOMJICHUS BBITIOJIHATh KOMIUIEKCHI YITPOKHEHUH.

4. TpeboBaHusi O€30MACHOCTH B ABAPUIHBIX CHTYALAIX

4.1.Bo Bcex ciydasx oOOpblBa NTPOBOJAOB NUTAHHS, HEUCOPABHOCTH
3a3€MJICHHS U JIPYTUX MOBPEKACHUN, TOSBICHUS TapH, HEMEMJIEHHO OTKIIOYMUTH
NUTAHUE.

4.2 He nmpuctynate K padoTe 10 yCTPAHEHUS] HEUCTIPABHOCTEH.

431lpy TNOAYYEHUM TpaBM WM BHE3AMHOM 3a00JIEBAHUM HEMEJICHHO
W3BECTUTh OPraHU30BaTh MEPBYIO JOBPAUYCOHYIO MOMOIIb WM BBI3BATh CKOPYHO
MEIULMHCKYIO MOMOIL.

5. TpeboBanus 6€30MaACHOCTH MO OKOHYaHUH PabOThI

5.1. OTKIHOYUTh MUTAHUE KOMITBIOTEPA.

5.2 IlpuBecTtr B mopsiiok padbodee MECTO.

5.3.BbINOAHUTE YIPaKHEHUS JUTS I71a3 U NalbIEB PYK HA pacciaabicHue.



[TpakTrueckas padota Nel

[TepBuuHble HACTPOMKK MapaMeTpoB MevYarHoro fokymenra MS Word

[lens m 3amaum pabOTHI: OBIAJETh HABBIKAMHM HACTPOMKHM TapaMeTpoOB
cTpanuubl, wpudra 1 ad3aua B aokymeHtax MS Word, HayuuTbCs BCTaBISAThH
HOMEpA CTPAHMIL B JOKYMEHT, U3YUUTh COUETAHUE KIIABUII U FOPAYME KIIABUILIN B
Word.

3Hare: TpeOoBaHMs K O(GOPMJICHHIO TEKCTOBBIX JIOKYMEHTOB B
YHUBEPCUTETE COIVIACHO CTAHAAPTY, COYETAHUS IOPSYUX KIIABUILL

YMeTh: KOMMpoBaTb M BCTABIATH TEKCT B JOKYMEHT, MOJIb30BaThC
Pa3IMYHBIMUA COYETAHUSAMM TOPAYMX KJIABULI, NMPUMEHATH K TEKCTY HACTPOHUKH
COIIacHO TpeOOBAaHUSIM YHUBEPCUTETA

Bnaaeth: HaBbIKaMW HACTPOMKHK MapamMeTpoOB CTPaHMLBI, pu(Ta 1 abd3ana
B 1oKymMeHTax MS Word

1. Co3paiite HOBbIN AOKyMeHT MSWord.

BeInosHUTE HACTPOWKY MOJEH CTPaHMIBI MEpeias BO BKIaakKy Pasmerka
crpanulbl— [losnsi— HactpauBaemebie mosist. Y CTAaHOBUTE MapaMeTpbl CTPAHHULIBL:

BepxHee u HIKHEE - 2 M

JleBoe - 3 cm

IIpaBoe — 1,5 cm.

2. Bxmounte pexxum «OTo0pa3uTh Bee 3HaAKW» BO BKIaake [ 1aBHast.

SAAN rMABHAA BCTABKA ANZAVH PASMETKA CTPAHWLIY CChIIKMA PACCHUIKA PELEHEWP OBAHME
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3. O3HaKOMBTECH C COACPKaHUCM OTOM BKJIAJKH, a TAKKE C OKHOM
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BCTABKA AN3ZAIH PASMETKA CTPAHWLLbI
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1. HacTpouTh BEIpaBHMBAHKE TEKCTA MO JICBOMY Kparo, LIEHTPY, MPaBOMY

Kparo U [IMPUHE
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5. O3HaKOMBTECH C cOUeTaHWEM KiiaBuill B Word, mpuBEAEHHBIM B TaOJIMIIE

['opsiune knauim Word

Tabmuna 1

JlelicTBre CoueTaHue KjIaBHIll
OTKpBITH CTRL+O
Coxpanutb CIREAS
3aKpBITh CTRL+W
Bripesartb CEREAX
Konuposatb CTRLAC
BeraBka CITRLA Y
BeiOpats Bce CTRL+A
[Tosy>xupHbIi CTRL+B
Kypcus CTRL+I
[TouepkHy ThIi CTREAU
YMeHbmTh pazmepa mpu@ra Ha oaud nyHKT | CTRLA|
YBenuunuth pasmepa mpudra Ha oauH nyHkt | CTRLA]
BBIPOBHATE TEKCT MO LEHTPY CTRLAE
BBIPOBHSATE TEKCT 10 JIEBOMY Kpato CTRLA+L
BBIPOBHATE TEKCT MO NMPABOMY KParo CTRLAR
Otmena ESC
OTMEHUTH ONEepPaALUIO CIRLAZ
[ToBTOpPUTH OMEpaLIAIO CERIAENY




6. Otgenure Oyaymwuid THTYJIBHBIA JUCT OT JNHCTa JabopaTtopHOil paboTHI
paspeiBoM crpanulisl (Ctrl+Enter).

7. Ha Bropom nucTe HameuyaraiTe CBOM (aMHUINIO, HMA M OTYECTBO.
Hcnonb3yio coveranns kinapul CTRL+C u CTRL+V caenaiite TEKCT, COCTOAMMN
u3 10 abzaues.

8. Ybemurtech, UTO B JAHHOM TEKCT€ HET OTCTYIOB AC M Mocie ad3aua,
yCTaHOBHTE ad3auHeii oTcTym 1,25.

9. K xaxnoMy ab3aily TEKCTa IPUMEHUTE YKa3aHHOE (POPMATUPOBAHUE:

Illepeeiii  aGzan mipugr 12 myHKTOB, 1 MEXAYCTPOYHBIH HHTEpBA,
BBIPABHHBAHHUE MO LIHPUHE
IL.Bropoii a6zan wpudr 14 nyHkToB, 1,5 MEKAYCTPOUHBI HWHTEPBA,
BBIPABHUBAHUE I10 JIEBOMY Kparo, MOAYEPKHY ThIii
IIL. Tperuit ab3au wpudt 16 MyHKTOB, 2 MEKIYCTPOUHBIH MHTEPBAN, KYPCHB,
BBIPABHUBAHUE O MIPABOMY KPaK), Pa3peKeHHbBII HHTEPBAJI MEKAY OYKBAMH TEKCTa
IV Yerseprrii abzan wpudt 13 myHkToB, 1,25 MEKAYCTpPOUHBIH HHTEpBA,
MOTYKHUPHBIA KYPCHB, BRIPABHUBAHUE TI0 MIPABOMY KPAaroO, YIUIOTHCHHBIN HHTEPBAT
MeKay OyKBaMHU TEKCTa
V.IIatei a0san mpudpr 15 nyHKTOB,l MEKAYCTPOYHBIH HHTEpBA,
BBIPABHHBAHHUE MO IIHPUHE, 3a4CPKHY THIH
VIIlecroit a63an wpudt 14 nyskroB, 1,5 MEKIYCTPOUHBIH MHTEPBAI
BBIPABHUBAHUE MO IIUPUHE, ABOMHOE 3aUCPKUBAHUE
VIL.Cenpmoii a0Gzan miput 14 nyHKTOB, 1,5 MEXAYCTPOUHBIN HWHTEpBA
BBIPABHHBAHUE MO WIHPUHE, HAACTPOUYHBIE H MOACTPOYHBIC CHMBOJIBI
VIIL.Bocemoii a0zan, mipudr 14 nyHkTOB, 1,5 MEXAYCTPOUHBIN WHTEpBA
BBIPABHUBAHUE M0 LIHUPUHE, MABIE TPONTUCHBIE OYKBBI
IX Jepsareiii a03au mpudt 14 nyHkToB, 1,5 MEXKOyCTPOYHBIH HMHTEPBAI
BBIPABHUBAHUE MO IUPUHE, H3MEHUTB LBET NIpU(Ta
X decareiii a0zan mpudgt 14 nyHkToB, 1,5 MEXAYCTPOYHBINA HHTEpBA

BEIPABHHBAHHUE 10 IIHPHHE, BEIACIIUTE TCKCT IBCTOM.



HanHoe 3aaaHue HEOOXOAMMO BBIMOJMHUTE MIA TOro, 4TOOBI BUACTH, KAaK
MEHSETCA TEKCT NMPH Pa3sIMYHBIX HACTPOHKAX U YMETh 3T HACTPOUKH U3MEHATH U
yOHparTh.

HeoOxoauMEBI HACTPOMKH TEKCTa JJA TEKCTOBBIX [JOKYMEHTOB B
VHHBEPCHUTETE:

Texer gokyMeHTa HabupaeTcs Ha koMmnblorepe B dopmare .1tf unu .doc u
Me4yaTacTess Ha OJHOHW cTopoHe nucrta Oenoit Oymaru ¢dopmara Ad (210x297).
MIpugrt — Times New Roman. [Iper mpudra — ué€pHeiii, pasmep mpudra — 14,
A03anHblii OTCTYN MO/DKEH OBITh OAMHAKOBBIM MO BCEMY TEKCTY AOKYMEHTA U
COCTABIATE 1,25 cM. MeXKCTpOUHBIH HHTEPBAI OJIYTOPHBIN. BEIpaBHUBAHUE TEKCTA
— [0 IIUPUHE,

Ha mnepBoil cTpaHuie OTYETAa BBIMOJIHHTE THUTYJIBHBIH JHCT, COIIACHO
[IPUBEACHHOMY HWXKE IIPUMEPY.

TexkcT, HameyaTaHHBIH KYpCHUBOM, MOSACHSAET TO, KAKUM JAOJKHO OBITH
(opMaTUpPOBAHHUE TEKCTA HA TUTYJIBHOM JIUCTE. [leyataTe €ro He HyXXHO.

10. BctaBpTe HOMEpA CTpaHHIL B JICBBIA HIDKHHMEA yrojl OTYETa H MCHOJIB3YA
BKJIagKy BeraBka— Homep crpanuubl— BHEH3Y cTpanuubi— Cnpasa.

11. Ilepefinure B HIDKHHMH KOJIOHTHTYJ, HameyaraiTe B HEM CBOC UM,
yOenutrech, yrto Bame WMs aBTOMATWYECCKH IMOBTOPWIOCH BO BCEX HHDKHHMX
KOJIOHTUTYJIAX AOKYMECHTA.

12. TToctaBbTe Tanouky HanmpoTus Mot «OcoObli KOMIOHTHTYN /I MEPBOH
CTpaHHuIy» Bo BKIaake KoHcTpykrop. YOeauTecs, 4to HOMEp Ha MEPBOH CTPAHHUIIE
HE 0TOOpaXKaeTCs.

13. Ilepeiing Bo BkIaaky Berapka— Homep cTpaHuipl— @opMaT HOMEPOB

CTAHUIl HAYHHUTC JOKYMEHT CO CTPAHUIIBL 5.



Qopwar vowepa: NI -

[ BraouwTs Homep raasu

HAYVHALTCR CO CTWAR: | 3aronosok 1 ‘
S —————..]

pasgenurens: - (asdndg

NMpumeps: 1-1, 1-A

Hymepaums crpanuy
® npoponxuts
O Hauats ¢ |

Pacnieuaraiite nosjry4uBIINIACS OTYET.



Munobpnayku Poccnu
IOro-3amaanelii roCy JapCTBEHHBIN YHUBEPCHTET
(noayxcupnvitl, 14 nyuxkmoe. 1 unm, no yenmpy)

Kadenpa
(noaycupuvitl, 12 nyuxkmoe. 1 unm, no yenmpy)

JlaGoparopHas padota Ne
(16 nyrxmos. 1 unm, no yenmpy)

no nucumiuiuee: «Mudopmarnka»
(16 nynkmos. 1 unm, no 1eeomy Kpaio)

Brimonawit: CTYJACHT IPYIIIIEI
Heanos U.H.
ITposepui: K.T.H., IOLICHT

Konansixuna T.H.
(14 nynkmos. 1 unm)

Kypck-20 r.
(14 nyukmos. 1 unm, no yernmpy)



IIpakrnyeckas padora Ne2

Co31anue CNUCKOB B apToOMaru4deckoro oraasaeansa MS Word

Llens v 3aaa4um padOTHI: HAYUYUTHCA co3aaBath B MSWordmapkupoBaHHbIE,
HYMEPOBAHHbBIC CITUCKH MU MHOIOYPOBHEBBIE CIUCKH, CO3/1aBaTh aBTOMATUYECKOE
OTJIABJICHUE W PACCTaBIISATh ABTOMATHYECKHUE CChUIKM HA MCTOYHUKH JIMTEPATYPBI

3HaTh: TUTBI CIIMCKOB MPH 0(POPMIEHUM TEKCTOBBIX JOKYMEHTOB, YTO TAKOE
ABTOMATUYECKOE OIVIABJICHUE, KaK O(OPMIISICTCS CIUCOK JIUTEPATYPbl U AJIs YETO
HY>KHBI CCBUIKU Ha JINTEPaTypy

YMeTh. BCTaBIATH B JAOKYMEHT aBTOMATMUYECKWE CIHMCKH, CO3/1aBaTh
ABTOMATUYECKOE OIJIABJICHHUE, CO3/1aBaTh aBTOMATHUYECKUE CCHUIKM HAa MCTOYHHUKH
JIUTEPATYPsI

Bnanets: HaBbikamMM Q00aBIEHHS B JOKYMEHT aBTOMATHUECKHX CMHMCKOB,
CO3JIaHMsI ABTOMATUYECKOTrO OIJIABJICHMS, CO3/IaHUSI aBTOMATHUYECKUX CChUIOK Ha

NCTOYHUKH JIMTEPATYPLI

Bb1 MokeTe ObICTPO 100aBUTH MapKEPhl MM HYMEPALIMIO K CYIIECTBYHOLIUAM
crpokam Tekcra. Kpome toro, Word MoskeT aBTOMAaTH4eCKH CO3aBaTh CIUCKH 1O
Mepe TOro, Kak Bbl BBOAMTE TEeKCT. [lo ymonuanuio, ecnv B Havaje ab3ana Bbl
BBOJIMTE 3BE310UKY M mpoden, Word co3aaeT MapKkiupOBaHHbIH CTUCOK. Ecin jke Bbl
HauMHaeTe BBOJ ab3ana ¢ Homepa, Word cozaet HyMepoBaHHbIH cnicok. Ecii Bbl
HE XOTHTE, YTOOBI TEKCT CTal CIMCKOM, HAKMUTE TMOSBIISIOLYIOCS KHOIKY
[TapameTpbl aBTO3aMeHbI-M300pakeHne KHOMKUA U BRIOEPUTE APYTOi mapameTp.

1. Orzenute TUTYJIBHBIH JIMCT OT JIADOPATOPHOI pabOTHI HAXKATUEM KJTABUIL
CTRL+Enter.

2. B BepxHei yactu BToporo aucta Hanummre «l'nasa 1. Hazganue 1». C

HOBO#M CTPOKH Ha6epme HECTBIPEC JHOOBIX CJIOBA, KAKA0€ C HOBOW CTPOKH, BBIACIIUTE

A
TEKCT U COPTHPYHTE €ro no andaBuTy MCMONb3Ys HKOHKY Al , peolpazsyiite

-y

JAHHBIA TEKCT B MAPKUPOBAHHBIN CIIMCOK UCIOJIB3YSl HKOHKY *



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

BcTaBbTe MPOCTOH HYMEPOBAHHBIH CMIUCOK, HCMONB3Ys UKOHKY . Co3paiite
CIUCOK M3 4 3JIEMEHTOB, COPTUPYHTE €ro 1Mo an(aBuTy.

4. B BepxHeii yactu yeTBepToro jmcra Hanuwmre «Iyiasa 3. Hazsanue 3».

q—

Co3/aiiTe MHOTO YPOBHEBBIH CIIHCOK, MCIIONB3ys MKOHKY - . IToa wudypoit oaun
B CIIMCKE HAMUIIUTE CJI0BO «I acHbiey, HaxkMuTe Enter, NOHU3bTE YPOBEHD CIIMCKA
¢ 2 1o 1.1 ucnonb3ys knaBuiny Tab. Tlepeuncaute 4 mo0bie rIacHbIE TAK, YTOOBI
Kaxk/1ast Obljia HOBBIM 271eMEHTOM crnucka. [loBbickTe anement cnucka 1.5 10 2
HakaTHeM coudeTanuil kinasui Enter. Hanummre B mynkre 2 ¢ioBo « CoriacHbIey.
Jlanee nepeunciute 4 cornacHbie, Tak, 4TOOBI Kakaas Obula OTACIbHBIM
3JIEMEHTOM CMUCKA BTOPOTO YPOBHSI.

5. 3MennTe HaYaIbHOE 3HAYEHUE CIKMCKA ¢ 1 Ha 3, IEIIKHYB IPaBOH
KHOTIKOM MBIIIHM 10 Ludpe 1 B cnucke HanpoTHB clioBa «[ TacHbIE», U3MEHUTE
YPOBEHB 3TOM CTPOKH crucka ¢ 1 Ha 2 B py4yHOM pexume. UBMEHUTE B pyUYHOM
PEIKUME BCE OCTATIBHBIE HJIEMEHTHI CIIUCKA TaK, 4TO Obl ¢10BO «[J1acHbIe» B crIUCKe
umeno Homep 3.1, «Cornacubie» 3.2, rnacHbie OykBel HOMepa 3.1, 3.2, 3.3, 3.4;

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

stonery, sty AaBG } nC AALED

a8 sopumeh Humamme |+ C wonolt
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6. B TtoM cnyuae, ecnm BeaeTrcs kpymHas padoTta (KypCOBO# MPOEKT,
JMIUIoM, aucceprauusi) U P13 HacuMThIBAET HECKOJIBKO JECITKOB pa3/ieiioB U
NOJAPA3ACNOB, TO Ppy4Hoe (opmMHupoBaHHE OIJIABJACHHSI CTAHOBUTCS BECbMa
3arpyaHuTENbHbIM. [l co3maHus oriasiaeHuss B Word crieayer BO BRIagKe

"Cepuikn'' B yCTYIO CTPAHULLY JIOKYMEHTA BCTABUTH MYCTOE OIVIABJICHUE.

ASPaR Ma800e ARSI
ABVOCOSRDSEM 43 g matn 2as Gush OF satatmmt | (219PO4 PRy
scricnetd vt ens apanie’ (acopanewnuif)
—— ¢« apaaen
xapazien
Pywnoe o Samarim apadien
BCTABAEHNAN)
[ p—— + sapaiex

, apaxien

rapaien
| Iryanverens
apaxies

Ha skpane nosiBUTCst COO0LIEeHHE 00 OTCYTCTBUU AJIEMEHTOB OIJIaBJICHUS. DTO
€CTECTBEHHO, T. K. y Bac euie HeT Tekcra ¢ pazaenamu.

Koraa Bel HabepeTe Hy)KHBIN TEKCT, PA3METUTE TJ1aBbl B 3TOM TEKCTE, HY)KHO
OyzeT 3T pa3ielibl BHECTU B OrJIaBjaeHue. J[Jist 3TOro, yCTaHOBUTE KypPCOp B TEKCT
Ha3BaHWs pasjelia u HaxMuTe KHONKY ''JlodaButh Teker'' . B BhiNaaromem MeHIO
BbIOEPETE HY)KHBI YPOBEHb BIOKEHHOCTH M OOHOBUTE LIEJTMKOM OTJIABIICHHE B

OTBCT HA COOTBCTCTBYHOIIECC coo0LIeHHUE.

Wid9-0i= T
m lnasxan Bcraexa PazmeTka cTpaHnus Centnkm Paces
3 |2 Ao6asuTe Teker ~ Al o £) BCTaBuTs KOHLEBYI0 CHOCKY
He BXII0YaTE B OrnasneHne Ag Chegyrowas cHocxa ~
Ornasnenne
\ Ypoeers 1
¢ CHOCKM

v | Yposeus2

Ypoeers 3

-

Ecnu Bbl Bce caenany npaBuiibHO, TO CTPAHUIIA C OTJIABICHUEM OOHOBHUTCS U

B HEH TMOSBUTCS HA3BaHUE BHECEHHOro Bamwu pasaciia € COOTBETCTBYHOLIUM



HOMEPOM CTPaHULBL. AHUIOTHYHBIM 00pa3oM cleayeT MOCTYNaTh €O BCEMH
paznenamu PIT3. B urore, y Bac mony4uTcs aBTOMATHYECKH c(popMHPOBAHHOE
OIVIABJICHHE, KOTOPOES XOPOIWIO BLIPOBHEHO U OTPOPMATHPOBAHO , KOTOPOE OyaeT
ABTOMATHYCCKH H3MCHATH HA3BAHHS Pa3neloB ¢Clid BBl UX CMEHUTE B XOI€
peaakTupoBaHus Baieii paloThl U MOCTABHT COOTBETCTBYHIIHE CTPAHHIbI,
KOTOPOE MO3BOJISIET MTHOBEHHO O0OPATHTLCSA K HYKHOH Bam riiaee u He JIUCTATh
10 HY>KHOH CTPaHHLBI POJTHKOM MEILLH.

N3menute Ha3Banue I'naBel 2. Haspanue 2 Ha clioBo «CaMoneTy, OOHOBUTE
OTJIABJICHUE, YAATUTE Pa3phIBbl CTPAHUII MEXY INTaBaMH, OOHOBHUTE OTJIaBIICHHE.

7. Tlocne rmaBel 3 co3paiite «CHHCOK THUTEPATYPBI», COACPIKAIOMIT TpH
KHUTH:

1. Heanop LU Knura 1. 10 ¢

2. Ilerpos ILII Knura 2. 20 c.

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

ABTOMATHYECKH COLUTHTECH HA MEPBYIO KHUTY B I'1aBe 1, Ha BTOPYIO KHHUTY
B I'maBe 2, Ha TpeThio kHUTY B I'nmage 3.

YTolbl cae1aTh ABTOMATHYECKYI) CCHLIKY Ha HCTOYHHK B Word,
BBINOJIHSEM CJIeAyoLIee:

1) mepeBoAUM Kypcop B M0OOE MECTO TEKCTa B MEPBOM NYHKTE CIHCKA
JTUTEPATYPHI (HAIPUMEP, HA HA3BAHHE )

2) nepexonuMm Ha JneHTY «BcraBka», namee BeIOMpacM  «3akiaakay.
[MosiBHNIOCH OKHO A0OABJICHHUS 3aKIAAKH, B KOTOPOM HEOOXOAMMO BBECTH MM
3aKJIAJKH U HAXKaTh KHOMKY «Jlo0aBuTh». HauMeHOBaHWE 3aKJIAOKH MOYKET OBITH
moboe, HO He Oonee 40 CUMBOJNIOB, HE cOAepXKallee NPOOENOB M JAPYTHX
CIICLICUMBOJIOB (KPOME 3HaKa Mo JYepKuBaHus ). HaswiBaTh 3aKna Ky ynoOHEE BCEro
no (paMWIMM aBTOPA M TNAape KIIOYEBBIX CJIOB M3 HA3BAHWUA CTATBH, HAIPHUMEP
"Hashim IT decision_making". Ecni BBl yBEPEHBI, 4TO JAHHOIO aBTOpa y Bac

TOJIBKO OJJHA CTaThA, TO MOKHO OCTAaBHTE TOJIBKO (l)aMI/IJ'[I/IIO.
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MOo>kHO €O31aTh 3aK/IaK{ Cpa3y Ha BCE MCTOYHMKHM, A 3aTEM MNEPEHTH K
[IPOCTABJICHUIO CCHUIOK HA HUX B TEKCTE.

3) B Tekcre, B MecCTe, 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.

BeiOupaem  uMs  CO34aHHOW  3aKkjNagkd M HakuMmaem  «BCTaBUTHY.

T e <<
Nepespecrmme Comnen I L “ Nepecpectme conmon l ¥ & 1
T common D comor BCTgmaTs Conicy ret
|af20u s v
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BHyTpM KBajgpaTHbIX CKOOOK mMosiBWiIach Iwdpa 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 uinu HaKMuUTE MpaByro KHOMKY MbILIH, BbiOepuTe «OOHOBHTH

noJie»

X Bupesats
E® Konwposars

‘™ MNapamerpot Bcrasim:

e‘ - £

= L LA
(M1 O6Hosurs none

WamenuTts none..

Koabl/3HaueHna nonei

Wpngr...

& >

ABzau..

CChITKA B TEKCTE OOHOBATCS M MPUOOPETYT 3HAUEHHE, COOTBETCTBYIOIIEE
HAXOKJACHUIO UCTOUYHUKOB B CITUCKE JIMTEPATYPHI.

Eciu BBl y1a/IMiIM UCTOYHUKK U3 CITUCKA, HE MOJICHUTECH 110CJIe OOHOBIICHUS
NPOCMOTPETh BECb JOKYMEHT ewme pa3. "lloasewmieHHsle" CCbUIKH  Ha
HECYIIECCTBYIOLIMI MCTOYHMK CTaHYT 0003HA4yeHbl Kak "Quiubka, saxiaoxka e
Hatioena". He 3a0yapTe y1aiuTh KX U3 OCHOBHOIO TEKCTA.

8. B cnucok nureparypsl J00aBbTE€ MO BTOPHIM HOMEPOM KHUIY
Kopenesckuit H.A. HoBasg kuura 500 ¢. Boiaenure BeCh TEKCT, KIMKHUTE MPaBOi
KHOTIKOH MBILIK, BHIOEPUTE B MEHIO NMYHKT «OOHOBUTH moje», aajiee «OOHOBUTH
0JIC LEIUKOMY. Y JaUTe B CIIMCKE JIMTEPATyPhl MEPBYIO KHUT'Y U CHOBA OOHOBUTE
ToJeE.

9. PacnieuaraiiTe mony4uBIIAIACS OTYET.



IIpakTH4eckas padora Ne3

Co3aanue u popmaTupoBanue Tabaun MS Word

Llenp u 3aga4yn paboTE: HAYUHTHCS CO3JaBaTh U PeAAKTHPOBAThH TaOIUIB] B
MSWord

3HaTh: cOCcOOBl CO3JaHUs U PeAAKTHPOBAHUA TaOIHIL

YMeTh: aBTOMaTHYECKH HYMEPOBATh TaOJIHIBI M CCHUIATECA HA HUX B TEKCTE

Braners: HaBbIKaMH CO3JaHKs, pelakTHpoBaHus Tabmun B MS Word

Tabnuua mpeacTaBnsgeT CETKy, OOpa30BAHHYIO CTONOLAMHM H CTPOKAMH.
IMTepecevenus cTonbuoB M CTPOK 00pasyloT suelku Tadmuuel. Kaknad sueiika
HE3aBUCHUMA OT JPYTUX HJIEMEHTOB TAONMIBI, JJII HEE BBl MOXETE YCTAHOBHTH
TpedyeMblii pazmMep U fopmar.

Slaeliku MOTYT CONEPKATh TEKCT, YHCIIA, rpaduuecKue N300pakKeHU UK
¢dopmynsl. Ecnu BRBOAMTCA B AUEHKY TEKCT, MPH JOCTHXXCHHUH MPABOro Kpas OH
OyaeT aBTOMAaru4eCKHd NEPEHOCUTHCS HA CICAYIOLIYI0 CTPOKY B COOTBETCTBHHU C
MUPUHON Adekiku. IIpH HM3MCHEHHM IUMPHUHBI CTOJMOLA WIM SYCHKM TEKCT
ABTOMATHYECKH OyAET MEPEHOCHTHCA HA CIECAYIOUYIO CTPOKY (IPH YMEHBIICHUH
[IUPHWHBI ) KT BO3BPALIATECA HA IPEABIAYIIYIO CTPOKY (IMPY YBETWYCHUH IIAPHHEI )
TaK, YTOOBI MOJTHOCTBIO 3AMOJIHUTE AYECHKY HOBOTO pa3Mepa.

Co3nanue Tadann Ta0nuna MOKET OBITH BCTABJCHA B TPOM3BOJIEHOE MECTO
NOKyMeHTa. PasMep TaONMuIBl MOXKET MPEBBILATH Pa3MEP CTPAHHUILIBL, TO3TOMY €€
4acTh MOKET Pa3MEIlAThCsA HA OJHON HIIM HECKOJNBKUX TOCIEAYIOMMNX CTPAHNLAX.
B TakoM ciiy4ae MOKHO ONPEAensTh 3aroa0BKH T TaOMUIBI TAKUM 00pa3oM, UTo,
ecii Tabuua OyAeT pa3sMEIleHAa HAa HECKONBKHX CTPAaHHIAX, B BEPXHEH 4acTd
KaXAOH CTPAHWULB] 3aroJIOBKUA OyayT OTOOPAKATHCS ABTOMATHYCCKH.

Jst co3aaHus TA0JIHIBI MOXKHO BOCIOJIB30BATHCA KOMAHAOH BKIaAKa

BctaBka — maHenp Ta0aunel — kHonka Tadnuna.



B pemakrope Word HMeeTcs BO3MOMKHOCTD HAPHUCOBATH CJAOKHYIO
Tadmuny oT pykH. /s 3TOro A0CTaTOYHO BHIOpaTh B MEHKO Talnmuia KoMaHay
HApHCOBATH TAOIMLLY.

[Ipexkoe 4eM MPHUCTYNHTH HEMOCPECACTBEHHO K CO3OAHHEO TAONHLBI, BB
JNOJDKHBl MMETH XOTA Obl MPUONU3HTENBHOE TNPEACTABICHHE O TOM, CKOJIBKO
CTOJIOLIOB U CTPOK JOIDKHA UMETh TaObmuua. Ha »ToM 3Tane He 0043aTeIbHO TOUHO
YKa3BIBaTh napameTpsl Tadmuuel. [locne co3aanus Bceraa MOKHO A00OABUTD W/HMIIH
YAATUTh CTOIOLBL U CTPOKHU IO CBOEMY YCMOTPEHHE),

Ecnu B cBoeii paboTe BB NPEAMOYNTAETE NONB30BAaThCA KJIAaBHATYPOH, s
MePEMELICHUA B CICAYIOUIYIO AYCHKY HCTIoNb3yeTcs kKnaBuina Tab. ng nepexona k
npeaslayieii sueiike HaxMute Shift+Tab. Ecnu xnasuimna Tab Oyaer Haxkata B TOT
MOMEHT, KOT/Ia KYPCOp PacloioxkKeH B nocneanei sueiike radmuupl, Word BCTaBUT
HOBYIO CTPOKY M TIEPEMECTHUT KyPCOp B €€ MEPBYIO AUCHKY.

B talnuie mpencTapiaeHsl KIaBUINN Ui NepeMelleHud no tadnuue. [ng
TOT0 YTOOBI MOKUHYTH TAONHILY, BBl JOJDKHBEL ¢ MOMOINBI MBIIIH WM KIaBUII-
CTPENOK MEPEMECTHUTE KYPCOP 3a NPEAeIbl TAOIHLIBL.

Tab IlepeMemaerca Kypcop BIOPaBO HA OJHY AYEHKY. BcTaBiader HOBYIO
CTPOKY, €CIIH KYPCOpP PacnoIOXKeH B MOCIETHEN dueiike

Shif+Tab [Iepemelnaercs Kypcop BICBO Ha OJHY SUEHKY

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 CTONONA, COOTBETCTBEHHO

Ha mnpakTuke AOCTATOYHO 4YacTO BO3HUKACT HEOOXOAUMOCTH HM3MECHUTH
mapaMeTphl TaOIHIBL, B KOTOPOil coaepkarca nanubie. MS Word npenocrasnger B
HALE PACMOPMKEHUE MIMPOYANIIHEe BO3MOMKHOCTH MO PECAAKTAPOBAHUIO TalJIHULL,
BKJII0YAas BCTABKY M YJANCHHE AYEEK, CTPOK M CTOJAOLOB, NEPEMENICHUE U
KOTUPOBAHUE AYEEK, U3MEHEHUE BBICOTHl U IIMPUHBL AYEEK M MHOTOE JPyroe.

Komanga: Bxknagka Padota ¢ Tabmmnamu — KoHcTpykrop / Maker.



Hiig Toro 4yrtoObl MEPEMECTUTh WM CKONMPOBATH OAHY MM HECKOJBKO,
AYEEK, BMECTE, C UX COACPKUMBIM, BBITOJIHUTE CICAYIOIIUE ACHCTBUS:

-BeiGepure sA9eiKn, CTPOKH WIM CTONOLEI, KOTOPBIC BBl NPEATNOJaracte
MEPEMECTHTD HJIA CKOIMUPOBATE.

-[TepemecTuTh yKa3arenb MBIIIU B IPEACNaxX BHIOPAHHBIX YEEK TaK, YTOOBI
OH TIPUHSAI BUJ CTPEIIKU, HATIPABICHHOMN CIIPABA HAJIEBO.

-JanpHerme Bamm AeHCTBAA 3aBUCAT OT TOI'O, XOTUTE JIK BBI IEPEMECTHTD
WM CKONIHPOBATh BBIACICHHBIE 3JIEMEHTA. [[15 TOro YTOOB! MEPEMECTUTD HIEMEHTHI
TaONUIBI, HAKMHTE JIEBYK) KHOMKY MBI, Ecnu Bam TpeOyeTcs CKONMUpPOBATH
3JMIEMEHTHI, HAKMUTE Kiapuiny Ctrl, mocne 4yero HaKMHUTE JIEBYIO KHONMKY MBIMLHK. B
3aBUCUMOCTH OT IPOM3BEIEHHBIX BaMU ACHCTBHI B CTPOKE COCTOSHHSA MOSBUTCA
COOTBETCTBYIOILEE COOOIIEHNE.

-llepeMeCcTHTE Kypcop B SYEHKY, PACHOJIOKEHHYHK) JIEBEEC W BBILIEC TOIO
MECTa, B KOTOPOM JOJDKHBI TIOSBHTBECS MEPEMEIICHHBIE WM CKOMUPOBAHHBIE
AYEHKH,

-OTIyCTUTDH KHOTIKY MBILLIH.

[Ipn paGore ¢ Tabmmueii aeficteue koMmaHza Beipesars, KomupoBare u
Berasute 13 MeHEO ITpaBka MOTHOCTHEO aHATOTHYHO padoTe ¢ TEKCTOM. C MOMOIIBIO
3TUX KOMAaHZ BBl MOXKETE IMEPEMECTHUTh WIH CKONHPOBATH AYEHKH B Mpeaenax
TaGJIMLBL WIW CKOMMUPOBATE TaOJMLy B Apyroe Mecto. JJaHHOE CPEeACTBO MO3BOJIACT
MepeMEIaTh U KOMUPOBATEH OJHY WJIM HECKOJIBKO AYE€EK WITH [ETUKOM BCKO TAOIHUILy.

[lepemewenue cpanuy s14eex 1 UCNOMLIOBAHUE COPUBOHMAUTLHOU TUHETIKU
Hiisg Toro 4roObl M3MEHHTH MIMPUHY CTONOLA ¢ MOMOINBIO MBIIH, YCTAHOBHUTE
yKa3aTesib MBINIM HA [PABYIO FPaHULY CTONOLA. B pesynbrare ykasaTesb MPUMET
BHJl B€PTHKANBHOH JBOWHOM JNHHHH CO CTpEJIKaMM, HANpaBICHHBIMH BIIPaBO H
BieBO. [Ipu 5TOM BUI yKa3aremns HE 3aBUCUT OT TOTO, OTOOPAKAIOTCA WIIH CIIPATAHBI
NMUHUU CeTKH. HaXKMHUTE KHOMKY MBILIH U MEPEMECTHTE TOT Mapkep ctosdia 1o
YCTAHOBKU TPeOYeMOil MIMPHUHBI CTOIOLBL, ITOCIIE YErQ OTIIYCTUTE KHOMKY 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.



[locne co3paHud TaONHMUBI MOYKHO H3MEHHTH €€ CTPYKTYPY, A00aBiidd U
yaansAd SUYEHKU, CTPOKH U ¢TONIOUBL. KoHKpeTHBIH B onuuil BeTaBuTe U Y 1anuth
13 MeH10 Tabmmua onpeaendaercsa TeM, Kakue JIeMEHTH TaOMuUbl {TYCHKH, CTPOKH
I ¢TONOLB) ObUIM BRIOPAHEI NIEPE] BEI30BOM KOMAH/EI.

Bknanka Maket — masens CTpOKH H CTOIOIEL

Hiig 0ObECOMHEHUA HECKONBKUAX PACHONIOKEHHBIX PAJOM B OOHOH CTPOKE
AYECK BBHIMOJIHUATE CIICAYIOMNE ACHCTBHA:

-BriGepuTte sueiikn, KOTOPBIE BBL XOTHUTE O0OBETUHUTS.

-Brnaaka Maket — naHenb O0be AMHUTD — KHOMKA OOBeTUHUTD SUCHKU

Pa3bueHne s4yeek sABIgeTCS OOpaTHOM omnepauueii Mo OTHOIICHHIO K
o0benuHEeHUu0. C €€ TNOMOINBID MOXHO BOCCTAHOBHUTH HCXOOHOE COCTOSHUE
O0OBEAUHEHHBIX siueek. [IpH 3TOM pacmpeneneHie TEKCTa MeXay s4eikaMu OyaeT
OTIPEIENATECA HANMYHEeM CHMBONOB al03ana. [lepeeiii ab3an OyzaeT moOMEINeH B
MEePBYIO UY€Ky, BTOpo#i ad3all — BO BTOPYIO AYEHKY U T. 1.

-BriOeprTe OHY HIIH HECKOJIBKO Y€€k, KOTOPEIE MPEANOIaracTe pa3OoHTh.

-Bknagka MakeT — nanens OObeIMHUTE — KHOMKA Pa30nTe sachku

-B nosie BBoAa Uucio cTOMOLOB OTOOPAKAETCA KOMHYECTBO CTOJIOLOB, HA
koTopele MS Word mnpeanaraer pa3OuTh Kaxkayn H3 fgueek. B cioydae
HEOOXOAUMOCTH H3MEHHUTE, YKA3aHHOE 3HAYeHHE U HaXKMuTe OK

@opmartupoBanne Tabauu cnoavzosarnue romanowr Cmuiu mabruy
Komanna Ctunu Tabnuil mo3BoJIAeT 3HAUYUTENBHO COKPATHTD BpEMsl, TPeOyeMoe Tt
npuAaHus Balieil Tadnuubl OpoeCCHOHATBHOrO BHJAA, 34 CUET UCMONb30BAHHL
npeaonpeaencHHeiX cruneii oopmienus Tadmuupl. C UX MOMOIMIBIO MOJKHO OBICTPO
YCTaHOBUTh OOpaMJICHHE M 3aJIUBKY Y€€k, MapaMeTpbl MIpUdTa U IBETOBOEC
opopMIIEHHE, A TaKXKE aBTOMAarHYeCKO€ H3MEHEHHE PpasMEpPOB d4YEEK B
COOTBETCTBHH € UX COACPKHMBIM.

-YCTaHOBUTE KYPCOP B Mpeaenax TaOIuIsl.

-BeiOepure komanny Bkiaaaka KoHCTpykrop — ma”ens Ctunu tabmuun. M3
CIIMCKA NMPEAONPECIICHHBIX (POPMATOB BEIOEpHUTE PopMart, B HanOOMbIICH CTENEHH

OTBCYAIOLIHNHA BAIUM TPEOOBAHUSAM.



Jns  GopMaTupoBaHUsl COACPIKUMOrO SUEEK MOYKHO BOCHOJIb30BAThCA
npuemMaMu (popmMaTUpoOBaHusi OOBIYHOIO TEKCTA.

[Io ymonmyaHui0 B KayecTBE OOpaMmiswomie nauHMM B TabIuuax
MCTONBb3YETCs  CIUIOIMIHAs TOHKas. [l wm3MeHeHus: oOpamieHus TaOmuibl
BBIMOJIHATE CIIEAYIOIIME JCHCTBHS:

-Bribepure sueliku, KOTOpbIE Bbl XOTUTE 3aKJIFOYUTh B PAMKH (MJTH LIETUKOM
BCIO TAOMHILY ).

-BKj1aka Konerpykrop — nanens Ctiiii TadimL — KHonka I paHuiibl

Ouenb 3p(hEeKTHO CMOTPATCS TAaOIUIBI, YACTh SUEEK KOTOPBIX BbIAEICHA
JIPYTUM 1BETOM. [l n3MeHeHus 1BeTa (hoHa B SYCHKM TaOIUIIbI:

-Breigenure sueiku TadJIULbL.

-BeiGepure komanay Bkiaaka Koncrpykrop — navens Ctwimd tabnui —
KHOTIKa 3aMBKa

[Tpu paGore ¢ Tabmuamu MoxeT noTpedoBaTses pa3OUTh TadIMIly Ha JBE
YaCTH JUIsl TOTO, YTOOBI, HAIPUMEP, BCTABUTH MEXKy HUIMU TEKCT MM PUCYHOK.

Jlnst pazorenus Tabnuibl YCTAHOBUTH YKa3aTelb B CTPOKY, MEPEA KOTOPOi
XOTUTE pa3ouTh Tabmuily. 3areM BwIOepuTe Komanay Bkmaaka Maker — maHenb
OO0beHuTh — KHONKa Pa3outs Tabnuuy wim naxmure Ctrl+Shift+Enter. Tabnuna
OyneT pa3duTa Ha JBE 4aCTh, MEXIY KOTOphIMM Oy1eT BCTaBieH Mapkep ad3aua (),
oT(dOpMaTHPOBAHHBII HOpMaNbHBIM cTHAEM. Eciu BaM moTpedyercss OTMEHUTH
pazOuenue, yanurte Mapkep ad3aua.

[TIpu pabore ¢ Tabnuuamm MOXKET BO3HMKHYTH CUTyallus, Korja Ipu
no0aBneHud uHpOpMaLMKM B SYECHKM, OJHA M3 TpaHMI] TAaOIMIIbI, Yalle npaBas,

YXOOUT 3a I'paHUuLbl CTPAHULIBI U CTAHOBUTCA HEBUUMOM.
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B nanHO# cuTyal HEOOXOAMMO MOCTaBUTh KYPCOP B TAOJMIly U NMEPEHTH

BO BKJIAZKY «MakeT» U HailTU Tam UKOHKY «CBOCTBaY.
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B oTpbiBLIEMCSst OKHE HE00X0AMMO HaiiTu rosie «Ilupuna tadbmuus. MHoraa
oHa Oyner oToOpakeHa B CAHTUMETPAX, TOrAA 3HAYCHHE HYI)KHO YMEHBLIWTH, a

MHOT/IA, KaK B 3TOM cilydae nose OyaeT 3aKphiTo.
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B 5ToM ciyuae HaM HEOOXOMMO MOCTABUTh TAIOYKY NEPE]] CII0BOM IIMPUHA
M yKa3aTh HEOOXOJUMYHO BEIMYMHY UCXOs U3 IMPUHBI CTpaHuLel. [1Iuprna nomns
JUIs TedaTd B CTpaHuue A4 npH yCTaHOBJICHHBIX HAMHM IOKaszaressax 16,5 cw.

OueBUIHO, €cii MBI TponuieM 16 cM, To Best Tabnuia 0ToOpa3suTCs Ha CTPAHUIIC.
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Bee ctonOupl Tabiauibl Tenepb HaM BUAHBL, U Mbl MOXKEM MNPOAOJIKAThH
padorty.
Crnenyronias 4acTo BCTpeUaroascs CuTyaius — Tadbauia He MOMECTUIach Ha

OJIHOM CTpaHMUILIEC U YacTb €€ Meperia Ha JIPyrou JIMCT.
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B 5T0M city4ae Ha BepHel yacTbio TabJuIbl, KOTOpast IEPEHECIACh Ha APYTYIO
cTpanuly HeoOxoaumo Hanucarh «lIpopomkenue tadbmuubl 1» unn «OxkoHYaHUE
Tabmuibl 1» B 3aBUCHMMOCTM OT TOro, 3aKOHYMjach Tadnuua WiM OHa Oyaer
MPOJOMKATHCS €I1IE HA CIEAYIONLYIO CTPAHUILY.

Ham HeoOX0auMMO MOCTaBUTh KYPCOP B MEPBYIO CTPOKY TaOJULbI, KOTOpas
nepeHecaach Ha CHEAYIOIMii JUCT M BO BKJIQJAKE MakKeT BHIOpaTh WKOHKY

«Paznenuth Tabnuiry».
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Opna TabnMua AEIUTCS HA JIBE, HAA BbIACIECHHOW CTPOKOH TaOIMIlbl

NOSIBJISIETCS MyCTasi CTPOKA, B KOTOPOM MOYKHO HAMucaTh HEOOXOIMMBIN HAM TEKCT.
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1. Hapucyiite Tabnuiyy, npuueM Ha3BaHue TAOMMIBI  CACNANWTE

aBromatuyeckuM. [Tomecture Kypcop B TaOIMIy U BBIMOJIHUTE KOMAHJY: BKJIAJKa

&

B rwmnrs
neHTbl Cepliiky P> naHens UHCTpyMeHTOB HasBanus P kHomka ~«-. YCTaHOBUTE
napaMeTphl: MOANUCH — Ta0IUIA, MOJOXKEHHWE — HAJA BBIJECIECHHBIM OOBEKTOM.

ConpoBoaure TabauIly 3aroJJOBKOM: ABTOOYCHBIE MAPLIPYTHI.



TaGmua |

Ant1o0ycHME MAPIPYTH
Ne Haxsanne mapmpyra (nyuxr | Bpess Bpems
MAPIIPYTA | OTHPARICHIN — KOHCHHMIT | ommpasitenns | npnoLTIs
HYHKT) i
- 8 —t— - -

2. I1peoOpasyiiTe JaHHYIO TAOIUILY B CICAYIOILY IO

Astolycuue MapupyTu

Ne Hasmame Mapmpya Bpesms Llena
MAPHIPYTS | (MYHKT OTHpARICHIN ~ | omnpansenns | npudsrris Gunera,

xoneadl mynkr) py6

] |
| ’1
|

| |

Hrovo:

3.  3anonHute  TAOAMIly.: HOMEpAa  MAapIIPYyTOB  ABTOMATUUYECKUM
HYMEPOBAHHBIM CIIMCKOM, HAa3BaHUE MapUIpyToOB, B cTosidue «OTmnpapineHue» B
pyuHOM pexkume BBeaute uudpsl ot 1 1o 3, BeiaenuTe TEKCT B cTosi0Le «Ha3Banue
MapLIpyTa», CACIANTe COPTUPOBKY MO a(aBuTy.

4. PacneuaraiiTe moOJy4YMBIIMICS OTUET.



IIpakrnyeckas padora Ned

Co3nanne n odopadoTka rpadpuyueckux o0o0bexkToB MS Word

Llens v 3apaun paboTHI: HAYUYMTHCs padoTatk ¢ rpadukoit B MSWord

3HaThb: crocoOb! 100aBneHus rpaduuecKux 00BEKTOB B JOKYMEHT

YmeTh: co3paBarh pucyHkn B MS Word

Bnaners: HaBbIKaMU CO3AAHUS U PEIAKTHPOBAHUS rpaguyueckKux 00BEKTOB
B MS Word

Hogbiit MS Word BkitouaeT B ce0st BCTPOCHHBIN rpaMuecKuii peiakrop,
NO3BOJISIFOLIMI 00padaThiBaTh U300PAKEHUS.

1. Otkpoiite TekcToBslii npoueccop MS Word.

2. C nomoipro koMaHel: BeraBka— PHCYHKH mOMeECTHTE B JOKYMEHT
PUCYHOK.

3. Ilocne BblAENECHUS PHCYHKA MOSBISETCS BKIaAka JeHTH Paborta c

pucyHkamu. PaccMoTpuM noapoOHee KOMaH 1bl, PacioOKEHHBIE HA ATOM BKJIA/IKE.
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4. C nomorubro koman el O0peska 00pesKbTe PUCYHOK.

5. C nmomoupt0 KoMaHabl Koppekims HacTpoWTe Pe3KOCTb, SPKOCTh M
KOHTPACTHOCTh M300pasKEHHUSI.

6. C noMoIbo KoMaH bl [[BET M3MEHUTE HACKIIIEHHOCTh U OTTEHOK I[BETA.

7. C noMouibro KoOMaH bl XyA0KECTBEHHbBIE YPPEKTHI 100ABBTE K PUCYHKY
1000# U3 Xya0KECTBEHHBIX 2((PEeKTOB, 4TOOBI OH OO0JNbIIIE HAMOMUHAI ICKU3 WIIH
YKHBOITHUCh.

8. Hapucyiite cneayroume pucyHK| CaMOCTOSTENBHO.
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Pucynok 1 — Ynpouennas cTpykrypHas cxema OBM
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Pucynok 2 - CTpykTypHas cxema KOMIbHTEPa



[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 €I 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, U3BMEHHUTE €ro pa3mep.

10. B npouecce pabotel ¢ TabnuuamMu U PUCYHKAMU MOXKET CIOKUTHCS
CUTyalus, Korja u3o0pakeHue win tadnuua OyayT yaoOHee [uisi 3amOoiaHEeHUs 1
KOM(OpTHEE A MPOUTEHHUS, €Ci 00BEKT OyIeT pacnonoXkeH Ha allbOOMHOIM, a He
HA KHWKHOM CTpaHMLLY.

PASMETKA CTPAHWLIbI CChUTIKN PACCHISIKW PELIEH3MPOBAHIWE BMA MathType Foxit PDF Maremaruka
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Heo0xommMo BBIIETUTh TabaMILYy, pUCYHOK, YACTh TEKCTA MITH MX COUYETaHuS,
KOTOPBIE HEOOXOAUMO PACIIOJIOKUTH HA TOPU3OHTAIIBHOM CTPAHHULLY.

[lepeiitu Bo Baaky «Pa3meTka cTpaHuLb) U NEPEHTH B KOHTEKCTHOE MEHIO
«[Tapamerpsl cTpanuipy mogoOHoe MeHto «IllpudT»y m «Ab3am» Ha TIaBHOM

BKJIaJKke (maboparopHas padora Nel).
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B oTkpbiBUIEMCS MEHIO HEOOXOAUMO BBIOpATh aHB6OMHyIO OPHUEHTALIUIO

CTPAHULLbI, HO MPUMEHHUTD €€ TOJBKO B BBIACICHHOMY (PparMeHTy TEKCTA.
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Ecnm Bel BCe caenany npaBuiIbHO, TO OJYYUTH BOT TAKON PE3YJIbTAT:
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[Ipn Takoii OpMEHTALMK CTPAHUIIbI TAOJMIA BBITJSAMT 3HAUUTEIBHO JTYYIIIE,

ynoOHee €€ pedakTUpoBaTh, a TaKKE YAOOHEEe 4YUTATh, 3AMUCAHHYID B HEE

uH(pOpMALIUIO.
[Ipu sTOoM MBI ¢ Bamu ceiiyac CTOIKHYIHCh C €IIE OJHHUM CIyKEOHBIM

CHMBOJIOM, KOTOpI:IP'I A0 3TOro €ue HE BCTpEHAJIn.
Paspuis pasaena (Co cnegyiowen CTpanius)

1

Kak u ocranbHble Cly)KeOHbIE CHMBOJBI OH HE OyAeT BHACH TMpH

pacnedarblBAaHUU AOKYMCHTBI, 4 BHJCH TOJIBKO B PCXKUME PCAAKTHPOBAHUS IPHU

BKITFOUEHHOU (PyHKIMN « OTOOpA3UTh BCE 3HAKMY.

YTO € 3TO TAKOE M TSl YETO OH HYIKEH.
Pesynbrar nosiBacHus pa3pbiBa CTPAHULILI MOKHO MPOCTO CPABHUTH C TEM,

4TO B OOHOM JOKYMCHTEC MbI IMPOCTO MNEPECHOCHM KaKOW-TO TEKCT Ha HOBYIO

CTpaHHILy, IPH pa3pbiBE pa3jena CUTyallus UHas, € MOJKHO CPABHUTH C TEM, UTO B



OJTHOM OKHE TPOTpaMMbl OTOOpaXKarOTCs ABa aOCOMIOTHO Pa3HBIX JOKYMEHTA M
HACTPOMKH TEKCTA B ATUX JOKYMEHTAX MOI'YT KOPEHHBIM 00pa30M OT/IMYaThCs, KaK
B HAUIEM MPUMEPE, B OJHOM «IOKYMEHTE» CTPaHUIIbl BEPTHKAIBHBIC, B JPYrOM
rOPU30HTANIbHBIE. DTO OYE€Hb MOJIe3Has 0COOEHHOCTh W Brl Oymere mocTaTtouHo
4acTo €K Nojb3oBaThes. Hampumep, B KypcoBoi paboTe HEOOXOOUMO HE
HYMEPOBAaTh MEPBBIC TPU CTPAHUILIBI, @ HYMEPALMIO HaYaTh C YETBEPTOM. [l71s 3TOTO
HaM HY’>KHO OyZeT BOCHOJIB30BAThCs MMEHHO pa3pbiBaMH paszenoB. [TocTaBuTh nx
MOYKHO HHU TOJIBKO TOTJa, KOrja Ham HEoOXOAMMO 4acTh TEKCTa MEPEHECTH Ha
FOPU30HTAIBHYIO CTPAHMLLY.

Ecnn HaM HEOOXOAMMO HE CTaBUTh HOMEP Ha TPEX CTpaHMIAX AOKYMEHTA,
3HAYUT HaM HYKHO OyJeT CO3JaTh JiBa pa3pbiBa pa3/eioB, AJisi ’TOr0 HEOOX0AUMO
nepeitu Bo BKIAJAKy «Pa3merka cTpaHuibl»y M BeIOpaTh B BbINAAIOMICH BKIAIKE

«PazpeiBb» «Pa3peiB pazaena» «Co CAeayomei CTpaHub.
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Tenepr HaM HEOOXOAMMO MPOCTO BCTABUTH CTPAHMIBI B IOKYMEHT JHOOBIM
yao0HeiM  Bam  crocobom.  Pesynbrar  OyleT  NPUBBIYHBIM:  CTPAHULBI
npoHymepyrotes 1, 2, 3, HenpuBbIYHBIM OYJET TONBKO HA3BAHME KOJIOHTHTYJIIOB, K
HUM OyJeT MPUNKMCAH HOMED pa3ziena, BCIOMMHAEM, YTO pa3pbiB paszena Kak Obl
CO3[aE€T HOBBIA JIOKYMEHT, Mbl MMEEM B OJHOM JOKYMEHTE TPH JOKYMEHTa
(Co3maHHBIE BYMS pa3pbiBaMM pasjienia) U y KaKAOTO M3 3THUX AOKYMEHTOB €CTh
nepBasi CTPAHUIA, A5l KOTOPO MOKHO HACTPOUTH OCOOBIN KOMOHTUTYJ /U1 NEPBOIA

CTpaHULbL — yOpaTh ¢ HEE HOMEP.

Macand sonOKTRTER Paoaes | Hiowmsd wanosrarys Pragen I Cae & Ppeapuen
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Beparendt sonOMTITEe Prigen 3 Lo b NPeSUBTM

CtaBuM Kypcop B HWKHMI KOJIOHTUTYJ pas3jena OQuH (€CIM HOMEDP CTOUT B
HWKHEM KOJIOHTUTYIIE), Aajee BO BKIaake «KOHCTPYKTOp» MOCTaBUTH TajOuKy
«Oco0blil KOJOHTUTYJT Jjsi MepBoil cTpanuuy. [lpu 3ToM HOMep u3 pazaena 1

HCYEC3acCT.

CTaBUM KypcOp B HIDKHMN KOJIOHTHTYJl BTOPOTO pasjiefia, y Hac CHOBa
MOSIBIISETCS BO3MOYKHOCTB MOCTABUTh Tanouky «OcoOblii KOTOHTHTYI AJIS MEPBOiA
CTpaHHIIbY. B HameM cimyyae — 3TO mepBas CTpaHMIA HALIETO BTOPOTO pasaesna —
BTOpasi CTpaHuIa JOKYMEHThl. CTaBUM rajio4ky — HOMEP CO BTOPOW CTpaHMIIbI

HUCYEC3acCT.



[TocTynaeM aHaAJOrMYHO ¢ HOMEPOM Tpereit crpaHuibl. [lonydaem Takoit
pe3yJbTaT (Ha TpeTeil CTPaHMLIE CTOUT Pa3pblB CTPAHULbI, YTOOLI OBICTPO CO31aTh

YETBEPTYIO U MOCMOTPETh, YTO HOMEP TaM OyeT).

11. CneayromuM  BaKHBIM ~ BOIIPOCOM  SIBJISIETCSE  HEOOXOAMMOCTb
MPaBUJILHO pacroJiaraTb HOMEP HA CTPAHMIIE C TOPU3OHTAIBHOM OPUEHTALIMEH.

Ecnm MBI IPOCTO BCTABMM HOMEpA CTPAHMIl B AOKYMEHT, COJCPIKallvi
AILOOMHYI0 OPUEHTALMIO CTPAHMULL, TOTOM PacreyaTacM U COLIBEM HTOT JOKYMEHT
(KypCOBYIO WIIM TUTIIOMHYIO paboTy), TO MbI YBUAMM, YTO HOMEP PACMOJIOKEH HU B

TOM YacTH aTbOOMHOIO JTUCTA.

o i ‘ ' PSR AaBf AMHOB Adiite




CTaBHUM KypCop PSAIOM € TEM HOMEPOM CTPaHMIIBI, PACTIOIOKEHHE KOTOPOTO
HY)KHO M3MEHUTh M BO BKJIAJKE KOHCTPYKTOP HaxoAuM HWKOHKY «Kak B
MpeabIAyIIEM pa3fiefiey M HaKAMaeM Ha Hee. AHAJOTMYHO TOCTYMaeM Co
CIIEIYIOIIEH CTPAHUIIEH MOCe HIDKHErO pa3phiBa pazaena. Jlanee cTaBuM Kypcop B
TOT KOJIOHTHTYJI, B KOTOPOM HY>KHO M3MEHHUTH pacnojiokeHue HoMmepa. B Hamem

CIydae 3TO BTOpas CTPaHMIIA.

e LD Dawey 1ee 8 vrmmamse
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1
Jlanee nepexoauM BO BKJIAJKy BCTaBKa, BLIOMPAEM HOMEpP CTPAHULIbI TOUHO
TaK K€ KaK M IPU MPOCTOM J100aBIEHUN CTPAHULL B JOKYMEHT, HO BbiOMpaem «Ha

MOJSAX CTPAHULIBIY, Aajee BbIOMpaeM HEOOX0AMMOE HaM MOJIOKEHHUE HOMEpA.

Eciu Ha CTpaHulE€ OCTAaCTCsA [JIBa HOMEpA, TO HCHY)l(HbIﬁ HEOOX0UMO

y1IHTh.
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AdbBUaT  AsbB8ary AaBl AabGB: Askile

CTaBUM Kypcop B HOBBI HOMEp CTpaHHIbI, KOTOPbIA MOSBUJICS B JIEBOM

4aCTH CTPAHMIIbI, HO PACTIONIOKEH BEPTUKAIILHO, @ HAM €10 HEOOXOAUMO MOBEPHY Th

Ha 90 rpaaycos.

Hanee nepeBoauM BO BKIAAKy (opmar, TaM BeIOMpPAEeM HAMpPaBJICHUE TEKCTA

U Jlajiee HY)KHbIA HaM BapUaHT.
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IIpakrnyeckas padbora NeS
Co3nanue, aBTO3ano0JIHEHHe, PeAIaKTHPOBaHHe Tadauu, BBOA (popmy. B

Tadoauuax Microsoft Excel

[lenb 1 3apaum paboTsl: [TpuoOperenue npakTHYECKMX HABBIKOB B CO3/IaHUM,
aBTO3aIMOJIHEHUH, PEAAKTUPOBAHUM Ta0nMIl, BBOAY Gopmyn B Tabnuuax Microsoft
Excel.

3HaTh: KaKk Npou3BosiTCS BhluncieHus B Microsoft Excel

YMeTh: co3aBarh, peaaktupoBath Tabmauisl B Microsoft Excel

BnaneTs: HaBbIKaMK B CO3JIaHMsI, aBTO3AMOTHEHUS, PEAAKTUPOBAHUS TabuIL,

BBOZa (popmy B Tabiamuax Microsoft Excel

OnHOoit W3 KIHYEBBIX OCOOCHHOCTEN JJNEKTPOHHBIX TaOJMI SBISETCS
BO3MOYKHOCTh aBTOMATUYECKOT0 MepecyeTa 3HAYCHUs JIFOOBIX HY)KHBIX SIYEEK TPU
M3MEHEHUU COJICP’)KUMOr0 OIHOM U3 HUX. J{J1s BU3yasm3auuu nojy4YeHHbIX IaHHbIX,
Ha OCHOBE TPYINI SUYEEK MOXKHO CO3/1aBaTh PA3MYHbIC BUIbI AMArpaMM, CBOJHBIC
Tabnuibl ¥ KapThl. [1pn 3TOM 31€KTpOHHBIE TaONMLIbI, co3/1aHHbIe B Excel MojkHO
BCTABJISITh B APYrHe JOKYMEHTHI, & TAK)KE COXPaHATh B OTACAbHOM (pailie s
MOCIEAYIOLIEr0 X UCTIOIB30BAHUS WIIM PEAAKTHPOBAHHUS.

Ecnu BbI yoke 3HaKOMBI ¢ peaakTopom Word, To pazoOparbest B uHTEpdeiice
Excel He cocraBut Tpyaa. Beab B ero ocHOBE JIEKHT Ta ke JIeHTa, HO TOJIBKO ¢
Ipyrum HabopoM BKJIAI0K, rpynn U komau . [Tpu 3ToM utoOsl paciumputs pabouyio
0051aCTh, HEKOTOPBIE TPYIIBLI BKIAJA0K BHIBOAATCS HA AMCIUICH TOJNBKO B Ciydae
HE0OX0MMOCTH. Tak ke JIEHTY MOKHO CBEPHYTb BOBCE, LLEJIKHYB [0 AKTUBHOM
BKJIQ/IKE JIBAa Pa3a JIEBOM KHOMKOW MBIIIM WM HakaB codyeranue kinasui Ctrl+F1.

Bo3BpailieHHe ee Ha SKpaH OCYIIECTBISETCS TAKAM e CIOCOO0M.
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Crout oTMeTUTB, uTO B Excel uis oaHOM ¥ TOM ke KOMaHIAbl MOXKET ObITh

MPEIYCMOTPEHO Cpa3y HECKOIBKO CMOCOOOB €€ BBI30BA: uEpe3 JICHTY, W3



KOHTEKCTHOIO MEHIO WJM C MOMOMIBK) COYETAHMS TOPSAYMX KIABHUIL. 3HAHWE W
MCIIOJIb30BAHKE MOCEIHUX MOKET CHIIBHO YCKOPUTH paboTy B MporpaMme.

KOHTEKCTHOE MEHIO SBISETCS KOHTEKCTHO-3aBUCHUMBIM, TO €CThb €ro
COJEP)KAHUE 3aBUCUT OT TOTO, YTO MOJIb30BATEb ACNACT B JAHHBI MOMEHT.
KOHTEKCTHOE MEHIO BBI3BIBACTCS HA)KATHEM IMPABOM KHOMKKM MBIIIM TMOYTH HA
at0bom 00bekTe B MS Excel. 310 mo3BosiIeT SKOHOMUTEL BPEMS, TOTOMY YTO B HEM
0TOOpaKarOTCst HAaMOO0JIEE YaCTO MCMOIB3YEMbIE KOMaHIbl K BLIOPAHHOMY OOBEKTY.

BBOA U penakTUPOBAHUE AAHHBIX

Co3nasaembie B Excel daiinbl HazbiBaroTcss pabouuMH KHUIaMU M UMEIOT
pacupenue «xlsy wnm «xlsx». B cBow ouepeap paboyas KHMTa COCTOUT W3
HECKOJIbKMX paboumx JmctoB. Kakaeiii paGoumit nMct — 3TO  OTHAENbHAs
SJIEKTPOHHAsE Tal/lML@, KOTOpble B Cllydae HEOOXOAMMOCTH MOIyT ObITh
B3aMMOCBSI3aHbl. AKTUBHOM padodeil KHUTOM SIBISETCS Ta, ¢ KOTOPOi B JaHHBIN
MOMEHT BbI paboTaere, HanpuMep, B KOTOPYIO BBOAUTE JaHHbIE.

[locne 3anycka NPWIOKEHHUS ABTOMATUYECKM CO3/1a€TCs HOBas KHUra ¢
umeHeM «Kuauraly». Ilo ymonuanuio paboyasi KHMra COCTOMT M3 Tpex pabdoumx

JIMCTOB C UMeHaMU OT «JIuct1» 1m0 «JIuct3».

m [AABHAR BCTABKA PAMETKA OOPMYNH JAHHBE PEUEH3UP BWA Forit PDF
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Pabouee none micra Excel noaeneHo Ha MHOKECTBO MPSIMOYTOJIbHBIX SIUEEK.
OObeIMHEHHBIE TI0O TOPU3OHTANM SUYEHKH COCTABJISIFOT CTPOKHM, a MO BEPTUKAIIU —
cToNOIBI. [l BO3MOKHOCTH MCCICAOBAHMS OOJIBIIOTO 00beMa AAHHBIX KaXKIbIH
pabouuii muct nporpammel umeer 1 048 576 CTpok MPOHYMEPOBAHHBIX YUC/IAMU U

16 384 cTonbuoB 0003HaYEHHBIX OYKBaMU JIATUHCKOTO andasBuTa.



TakuMm oOpa3zoMm, Kakgad suelika — 3TO MECTO IIEPECEUYCHHs Pa3IMYHBIX
CTONOIOB U CTPOK Ha JIUCTE, (POPMHUPYIOIIMX €€ COOCTBEHHBIN YHUKANIBHBIN aapec,
COCTOSMMUN U3 OYyKBBI CTOJIOLA M HOMEpA CTPOKH, KOTOPBIM OHA MPHHAAJICIKHUT.
Hanpumep, umsa nepBoi syeiiku — Al, Tak KaKk OHA HAXOOHUTCA HA MEPECCUYCHUHU
crondna «A» U cTpoku « 1y,

Ecnu B mpunokeHud BkimodeHa Crpoka ¢opmyli, KOTOpas pacloiiosKeHa
cpasy ke moa JIeHToi, To ciieBa ot Hee HaxoauTca [lose nmenn, rae otodpaxkaercs
UM TeKYILIeH sueikd. Cro/ia ke Bbl BCEr1a CMOXKETE BBECTH UM HCKOMOM AYEHKH,
Ui ObICTPOrO mepexona k Heil. Oco0eHHO 3Ta BO3MOYKHOCTE MOJIE3HA B OOJBIINX
OOKYMEHTaX, COAEP)KALINX THICAYN CTPOK W CTOJIOLOB.

Tak >xe mia npocMOTpa pasHbBIX 00dacTell auCcTa, BHU3Y M ClpaBa
pacnonararTcs MOAOCH MPOKPYTKH. [ToMUMO 3TOrO, mepeMeniaThesa mo padoueii
obnactn Excel MOKHO ¢ MOMOIIBIO KIIABUII CO CTPEIIKAMH.

UtoObl HauaTh BBOJAWUTH JAaHHBIE B HYXHYH sAYelKy, €€ HEOOXOaUMO
BBIICNIUTE. J[I1 MEepexo/a B HY>KHYI A4YEHKY INETKHUTE HA HEHl JeBOH KHOMKOM
MBILIHM, TIOCHE 4Yero oHa OyIeT OKpY)KEHA YEPHOH pamKoOil, TaKk HA3BIBACMEBIM
HHIMKATOPOM AaKTHBHOW AdYCHKH. Temepe MPOCTO HAYMHAWTE MNEeYararb Ha
KIaBHAType, U BCcA BBOAMMAs HH(popMmaims OyaeT OKa3bIBaTBCS B BBIOPAHHOI
AYCHKE.

[Ipyn BBOAC JAHHEBIX B AYCHKY MOKHO TaK YK€ UCIIOJIB30BATH H CTPOKY POpMyIL.
JU1s 3TOro BBIACIUTE HYKHYIO KIIETKY, 4 3aTEM LIEIKHUTE MBIIBIO HA NOJIE CTPOKU
dbopMyn M HauyHUTe mevyarath. [Ipy >TOM BBOAMMad uHpopManus Oyaer
ABTOMATHYECKN OTOOpaKaThbes B BEIOPAHHOM AYCHKE.

[MTocne okoHUYAHUA BBOAA NAHHBIX HASKMUTE,

. Knasumy «Enter» - caeayroouneil akTHBHOR sS4eiikoil CTaHET KIeTka
CHM3Y.

. Knasumy «Tab» - ciaenyroleii akTHBHON sSYeiKkol cTaHET KieTka
CIIpaBa.

. [lenTKHUTE MBILLIBIO IO JIFO00H APYToii AYeHKE, U OHA CTAHET AKTHBHOM.



YT10OBl M3MEHUTH UM YAATUTH COACPIKUMOE JTHOO0H SUEHKHU, IENKHUTE Ha
HEW J1Ba pasa JeBOM KHONKOW MbIIIHK. [lepemernaite MUrarouii Kypcop B HYy’)KHOE
MECTO JUIs BHECEHMS HEOOXOAMMBIX MpaBOK. Kak W BO MHOTUX JAPYIHX
NPUIOKEHUAX, /Ul YIAICHUS U BHECEHUS! MCIIPABICHUH MCTIOIBb3YHOTCS KIIABUILIN
crpenok, «Del» u «Backspacey. [1pu sxenanuu, Bce HCOOXOAUMBIE ITPABKH MOKHO
MPOU3BOJIUTH U B CTPOKE (hopmyi.

O0BeM AaHHBIX, KOTOPBIH Bbl Oy/1€TE€ BBOAUTD B SUCHKY, HE OrPaHUYMBACTCS
ee BUAMMOI1 yacThro. To ecTb KieTKu padoyero 1moist MporpaMMbl MOTYT COICP)KATh
Kak oHy 1MQpy, TaKk 1 HECKOIbKO ab3aleB Tekcra. Kaxnas sueiika Excel cnocoOHa
BMECTUTh 10 32 767 4YMCIOBBIX MM TEKCTOBBIX CHMBOJIOB. DOpMaTHpOBaHWE
JAHHBIX STYEEK

[Tocne BBO1a HA3BaHUI CTPOK U CTOJIOLOB MOJy4aeM TaOJIUIly TaKOro BUA:

AN FNABHAR BCTABKA PASMETKA CTPAHULLbI GOPMYb! JAHHBIE Pl
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Kak BHAHO M3 HAWIETO NMpPUMEpa, HECKOJIBKO HA3BaHWM CTaTell pacxo0B
«BBILIIIAY 33 PAMKHM TPaHUL] SYEHKHN U €CIIA COCEIHAS KIIEeTKA (KJIETKH) TOKE OyIeT
COACP)KaTh  Kakyko-TO MH(OpMALMIO, TO BBEACHHBIH TEKCT YaCTUYHO
NEPEKPBIBACTCA €1 U CTAaHOBUTCS HEBUAMM. Jla u cama Tabyinua BbINIS IUT JOBOJIBHO
HEKpPACWBO# M Henpe3eHTa0enbHOM. [Ipr 3TOM eciu Hamevararth TakOW JOKYMEHT,
TO CJIO’KMBILIASACS CUTYALMsI COXPAHUTCS — Pa300parh B TaKOH TaOJIMLIE UTO K YEMY
OyIeT 10BOJIBHO CJIOKHO.

YrtoOwl caenath TaOMMUHBIA JAOKYMEHT OOJiee aKKypaTHbIM M KPacHBBIM,

4acTO MPUXOJUTCS M3MEHSTH Pa3MEpbl CTPOK U CTOJIOLOB, WIPHUPT COAEPIKUMOrO



A4eiiku, e (POH, OCYIICCTBIATHL BbIPABHMBAHUE TEKCTA, A0OABIATH TPAHMULIBI M
npouee.

Jlnga Havana naBaiiTe mpuMBEIEM B NOPSAAOK JeBblid ctonOeu. IlepeBenure
KypCOp MBILIA HA TPaHUIy CTOJIOLOB «A» U «B» B CTPOKY, rie OTOOpaKarOTCs UX
Ha3BaHus. [Ipy M3MEHEHMM Kypcopa MBIIM HA XapakTEPHbIA CUMBOJ C JABYMS
pPa3HOHAINPABJICHHBIMA CTPEJIKAMUA, HAKMHUTE W YACPKHUBAsA JIEBYIO KIIABHIILY,
TALIUMTE TMOSBUBIICIOCA MYHKTUPHYK) JIMHWUKO B HY)KHOM HalpaBJICHUH Ui
pacuMpeHus cToI0Ma 10 TeX Mop, N0Ka BCE HA3BaHUsI HE YMECTATCS B paMKax OJIHOM
AYCHKH.

Te xe camble ACHCTBUS MOXKHO MPOAENATh U CO CTPOKOH. DTO SBIAETCA
OJIHUM M3 CaMbIX JIETKHX CIIOCOOOB U3MEHEHHUS pa3Mepa BHICOTHI U LIMPUHBI STUEEK.

Eciin Heo0X0auMO 3a/1aTh TOYHBIE Pa3MEPBI CTPOK U CTOJIOLOB, TO 1Sl 3TOT0
Ha Bkiaake I'maBuass B rpynne S$l4eiiku BoiOeputre nyHkr PDopmar. B
OTKPBIBLLIEMCS MEHIO C IMOMOLIBIO KOMaH 1 Bbicora crpoku u lllupuna crondua
MOKHO 3a1aTh 3TH [TapaMeTPhl BPYYHYIO.

O4eHb 4acTO HEOOXOAUMO M3MEHUTh MAPAMETPhI CTPA3y HECKOIBKUX SAUYEEK
W J@KE 1eT0r0 CTondua uim CTpoku. s TOro uto Obl BHIACIUTD LEbIA CTONOEL]

WINW CTPOKY, WECJIKHUTE Ha €ro Ha3dBaHWM CBCPXY WM Ha €€ HOMECPE CJICBa

COOTBETCTBCHHO.
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JUis BBIOENCHUS TPyNObl COCEAHMX SYEEK, OOBOAMTE HX KypcopoM,

VAECP)KUBAWTE JIEBYKD KHOMNKY  MBILIH.
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Pa3po3HEHHBIE MOJIS TAONMIIBI, TO HAOKMHUTE U YAEp kuBaiiTe knapuiny «Ctrly, mocne
YEro UIEJIKAWTE MBILIBIO 110 HEOOXOAUMBIM SIUEHKAM.

Jlnst Toro, 94To0bl TEKCT B siueiike 0TOOpakaThCsl HE TOJNBKO B OZHY CTPOUKY,
a C MEPEHOCOM Ha CIEAYIOULYIO CTPOKY, €CIM TEKCT HE BMECTHMJICS B SIUEHKY MO

LIUPUHE, HEOOXO0AMMO BBIJICJIUTh H‘ICVIKy " Ha’KaTb Ha KHOIIKY ((HCpGHCCTI/l TEKCT».

AN ABHAN BCTABKA PAIMETEA CTRAHMLY QOPIEY e LA PELEHIVP OBAMAE ma Famt PO
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O0BeauTe TYECHKKM ¢ HA3BAHUEM MECSLEB B LIANKE TAONMLBI U WIETKHUTE HA
KHOTIKE BHIDOBHSITH IO HEHTPY.

B rpynne Hlpudr Ha Bxknaake I'aBHasi MOYKHO U3MEHUTH THI WPU(TA, €10
pa3Mep, LBET U HAYEPTAHUE: JKUPHBIN, KyPCUBHBIN, IOAYEPKHYTHIA U Tak gajee. Tak
JKE 3JIECH Pa3MEILEHBI KHOMKM U3MEHEHHS TPAHULL SYEHKM U LIBETA €€ 3aIMBKH. Bee
3T (YHKLMH TPUTOAATCS HaM Ul JAIbHEHWIIErO0 W3MEHEHWsS BHEHIHErO0 BHMJA
TaOJIULBL.

MEHSATH LBETA STYEEK MOYKHO CI€IaTh ¢ MOMOIIBK KHONKH HBCT 3AJIHBKH.



GAA FNABHAR BCTABKA PAZMETKA CTPAHMLEI OOPMY LI JAHHEIE PELLEH3VPOBAHME
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B03M0OHO W3MEHUTH LBET MmIpHQTa ¢ MOMOLILI0 KHOMKK LIBeT Tekcra.

YroObl sueliKM HE CAMBAIUCH, [aBaiTe ONPEACIMM UM T'PaHUIIbL.
OnpezneneHue rpaHuLl MPOUCXOIUT TOJIBKO JJISl BBIACICHHON 001aCTH TOKYMEHTA,
1 MOJKET OBITh C/IENAaHO KaK JUIsi OHOM SYeHKH, TaK W /Ui Bceil Tadnuibl. B Hamem
cllydae BbIACIUTE BCIO TAOJUILy, MOC/IE YEro IIEJIKHUTE HA CTPEJIOYKY PSAAOM C

KHOMKO#H /Ipyrue rpanuus! Bce B T0ii sxe rpynmne pudr.

QAN NABHAA BCTAEKA PA3METKA CTPAHWLLBI DOPMY bl OAHHbIE PELIEH3WPOB
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B OTKpBIBHIEMCSI MEHIO BBIBOAMTCS CITUCOK OBICTPBIX KOMAHI, C MOMOLIBIO
KOTOPBIX MOKHO BbIOpaTh OTOOPKEHHE HY)KHBIX I'PAHULL BBIACICHHONH 001acTH:
HWKHEH, BEPXHEH, JIEBOM, MpaBOM, BHEUIHUX, BCEX M TMpoyee. Tak Ke 31eCh
COAEPIKATC KOMAaHMbl AJIi PUCOBAHWS I'PaHWLl BPY4YHYH. B camom HM3y cnmcka
HaxoauTcs MyHKT Jlpyrume rpanmubl no3sosstomuii Oosee AeTanbHO 3aaarhb

HEOOXOMMBIE TAPAMETPBI TPAHUIL TYEEK, KOTOPBIM MbI M BOCMIOJIb3YEMCSI.

| Yucno BuipasHusanune [ Wpnor :FEM-EM;! LBalmsxa I Sawmra

MIGTE ]
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Her BHEWHNE  BHYTDEHHWE

OTaeAbHbIE

Hagnuco

Haanuce

BHIGEPUTE THM NMHKMK M C NOMOLUBIO MEILIM YK3XUTE, K KAKOW YacTW BEAENEHHOI0 AWanasoHa OH OTHOCHTCR:
BHEWHEN MPAHWLE BCETO AM3N330Ha, BCEM BHYTPEHHUM TPaHMLEM RYEEK MAKM OTAENBHOW AYEIKe,

BoT Takoit Mbl MOMy4YWIIN pe3yabTaT

FNABHAA BCTABKA PA3METKA CTPAHWULbI QOPMYAIbI OAHHBIE F
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dopmar JaHHBIX SYECHKH
Tenepp, uyTOOBI 3aBEPIIMTH HaUly TAONMIly, HEOOXOAMMO HaAJIECKALIIM
oOpa3zoM OpOpPMUTH T€ AAHHBIEC, KOTOPbIE MbI Tyja BBOAWM. HanmomMHuM, 4TO B

HameM ciiy4dac 3TO ACHECKHBIC PaCXObl.



B kaxayro U3 sUeeK NEeKTPOHHON TabaMilbl MOYKHO BBOJMTH Pa3HbIE THITHI
JAHHBIX: TEKCT, Yucia U Jaxe rpapuueckue usodpaxenus. MIMeHHO mosTomy B
Excel cymiecTByeT Takoe MOHATHE, Kak «(pOpMAT AAHHBIX SYESHKWY, CIy KAL|i 171s
KOPPEKTHOM 00pabOTKK BBOAMMOM BaMu MH(OpMAIIK.

M3navanbHo, Bce sueiiku uMeroT OOwmii  ¢Gopmar, M03BOSIOLIMIA
COAEPKaTh UM Kak TEKCTOBbIE, TaK U LIM(poBbIe naHHbIE. HO BB BMpaBe M3MEHHUTH
3TO W BHIOpATh. YMCIOBOM, ACHEKHBIN, (PMHAHCOBBIN, MPOLECHTHBIN, APOOHBINH,
SKCMOHEHLMAbHBIA 1 (opmartbl. [lomumo 3TOro, CymiecTByroT (hopmarhl AAThl,
BPEMEHH MMOYTOBLIX MHJEKCOB, HOMEPOB TeIe(POHOB U TAOEIILHBIX HOMEPOB.

Jlns sueek Hawiei Tabnauibl, COACPKAIMX HA3BaHUs €€ CTPOK M CTOJOLOB
BIOJIHE MOAO#AET 00umii (hopmar (KOTOPBIH 3a1aeTcs 110 YMOIYAHUIO ), TAK KAK OHU
COZIepKaT TEKCTOBbIC JaHHBIE. A BOT JUIsl ’YEEK, B KOTOPbIC BBOAATCS OFO/DKETHBIC
pacxoabl OOIbIIE MOJOMAET ACHEKHBINA (Popmar.

Beienure B Ta0nuue siueiiku, coiepkaniye NHPOPMALHUIO N0 €KEMECTYHBIM
pacxonam. Ha sienre Bo Biiiajike I'itaBHast B rpynine Uuce/io MEIKHUTE N0 CTPEIKE
pagoM ¢ noneM UueaoBoii @opmar, mociie 4ero OTKPOETCS MEHK) CO CIMCKOM
OCHOBHBIX AOCTYMHBIX (popmMaroB. MoKHO BbIOpaTh NMYHKT JleHeKHBI Mpsmo
3J1€Ch, HO MBI [UTs 00J1€€ MOJTHOrO 03HAKOMJICHUS BEIOEPEM CaMY10 HUIKHIOK) CTPOKY

Jlpyrue unc/jioBbie (popmMaThbl.

| Yuero BupasHusanme [ Wpuot | MpaHuuya I 3anusxa I SawmTa

YHucnosbie dopmarer
O6umin Oépasey
Yucnosoit
s

DuHaHCOBIH YO0 A8 CRTMYHBIX SHAKOB:

» OfosHavenne; |F
MpoueHTHER
m)DSHNﬁ Q‘I‘pMLLBTEJIbeie Yual

IKCNOHEHUMANBHBIH Agoy
Texcrosbin 1234,109

JononHWTEABHEIN -1234,10#¢

(Bee opmars) -1234,10#2

Dopmat ' [eHeKHbIN  MENONEIYETCA 408 OTOBPAXEHMA ASHEKHBX BEAUYMH. N8 BHIP3BHUE3HMA 3HaYEHWIA No
AECATUHHOMY Da3AEANTENI0 MCNOAL3YHTE GOPMAT "OUHIHCOBHIN .

OK Otmena




B OTKpBIBIIEMCSI OKHE B JIEBOM KOJOHKE OyayT 0TOOpa’keHbl HA3BaHUE BCEX
YUCIIOBLIX (POpPMATOB, BKJIIOYAs JONOJHUTE/ILHBIE, @ B LEHTPE, Pa3IMYHbIC
HACTPONKHM UX OTOOPAKEHHUS.

BriOpaB aeHexHbId (hopmaT, CBEpXY OKHA MOXKHO YBUAETh, TO, KaKk OyaeT
BBIIVISJICTh 3HAYCHUE B siueiikax Tabiuiubl. YyTh HUKE MOHO YCTAHOBUTH YHCIIO
O0TOOpaKEHUS NECATUYHBIX 3HAKOB. UTOOBI KOMEHKM HE 3arpOMO’KIAIA HAM TOJs
TaONMWIbl, BBICTABUM 3[€Ch 3HAQUECHUE PaBHBIM HYJH0. Jlamee MOXKHO BBIOpATh
BAJIIOTY U OTOOPaKEHHE OTPULIATEIIBHBIX YHCEL.

JlaBaiite 3anmoTHUM TaOJIUILY TPOM3BOJILHBIME JaHHBIMU

H10 v f\
A B C D E F G H
s |gespans |wepr |anpens |wait [moms |
NpoayKTb
2 NATaHuA 2999,00 £| 3 089,00 £| 5 657,00 |2 345,00 P| 5 643,00 £| 2 323,00 P
3 Mpoe3n 1000,00#|2000,008| 234,00P|1587,00P(1789,00P|1457,00#
4 PaasaeyeHnA 5 000,00 #| 6 000,00 £| 4 000,00 2| 7 000,00 £| 3 000,00 £|5 000,00
5 |MuTepHer 300,00 2| 300,00£| 300,002 300,00#2| 300,002| 300,00¥¢
6 |Opemxpawn 0byss| 2 000,00 £|4 000,00 #| 3 500,00 2 0,00 £| 1 000,002|4 000,002
7
8

Kcrartu, Bce MaHUMY IS, KOTOPBIE Mbl POJEIIBIBAIN ¢ TAOIUIIEH BBILIE, TO
ecTb (hopMaTUpPOBAHUE SYEEK U MX JAHHBIX MOKHO BBINOJHUTH € MOMOLIBIO
KOHTEKCTHOTO MEHIO, IIEJKHYB MPaBOi KHOMKOM MBIIIN HA BbIIEIEHHONW 001acTH 1
BbIOpaB MyHKT MDopmar siueexk. B 0JIHOMMEHHOM OTKPBIBIIEMCS OKHE Ui BCEX
PACCMOTPEHHBIX HAMU OnNepaluii CyecTBYIOT BKIaaku: Yunciio, BoipaBHHBaHue,
pudt, I'panuna u 3aauBKa.

Tenepb Mo OkOHUYaHMM PabOTHI B MPOrpaMMeE Bbl MOYKETE€ COXPAHUTH WIIH
pacrnieyarath MOJYYEHHbIH pe3ysbTar. Bece 3T KOMaH/bl HAXOAATCS BO BKJIAJKE
Daii.

BrinonHenne 0a30BbIX apuPMETHUECKUX Oneparuii

[Tomumo co3manus oObIUHBIX TaOmui, Excel MOXHO WCMOJB30BATHL JUIst
BBIMOJIHEHUS B HUX apu(PMETUUECKIX ONEPALIUiA, TAKUX KAK: CII0YKEHHUE, BHIYUTAHUE,
YMHO)KEHHUE U JACTICHHE.

JL1st BBIIOJTHEHMS PACUETOB B JIF000# siueiike Tabauiipl HEOOX0AMMO CO3aaTh

BHYTPU Hee mpocreimyrongopmylry, KOTOpas BCeria JO/DKHA HAYMHATHCS CO



3HaKa paBeHCTBA (<). [lng ykazaHus MaTeMaTUUECKUX Onepanuii BHyTpu GOpMyIbl

MCIIOJIL3YIOTCs OOBIYHBIC apU(hMETHUECKHIE ONEPaTOPbI:

OGo3Ha4yeHue Onepatop BeipaxeHune PesynrsTar
+ CAOMEeHue =42 9
- BbluMTaHME =6-4 2
o YMHOMEHN & =8*3 24
7 4 JeneHue =15/5 3
A BO3BEOEHME B CTENEHb =3M 81
% NpoUeHT =90% 0,9

Hanpumep, naBaiite npeacrtaBuM, 4To HaM HEOOXOAUMO CIIOJKHMTH JIBa YMCIIA

— «12» u «7». YcraHoBUTE Kypcop MBIIKM B JIOOYHO SYEHKY M Hanevaraiite

CIeayIIee BblpakeHue: «=3+3». [Io OKOHYAHMM BBOJA HAKMHUTE KJIABUIILY

«Enter» u B siueiike 0TOOPA3UTCS PE3yJIbTAT BBIUNCICHUS — «O).
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YToOBI y3HATH, YTO JK€ HA CAMOM JEJIe COACPXKUT siueiika — GopMysy WM

YHUCII0, - HEOOXOAMMO €€ BBIACIUTL U TOCMOTPETH HA CTPOKY (HOpMys — 00JacTh,

HAXOALLYIOCS Cpa3y JKe Hajl HAMMEHOBAHUSIMU CTOJIOLOB. B Haiem ciaydae B Hell

Kak pa3 oroOpakaercst popmyia, KOTOPYIO MbI TOJIBKO YTO BBOJIMIIH.

Jlanee monpoOyiTe CaMOCTOATENBHO B SYCHKAX HWKE TOJYUYUTh PA3HUILY

STHUX YUCCJI, UX MPOU3BCACHUEC U YaCTHOC.

[Tocne npoBeaeHus Bcex onepauuii, oOparure BHHUMaHUE HA pE3yJbrar

neneHus yucen 12 Ha 7, KOTOpeId momyuuics He uensiM (1,714286) u coaepxut

JIOBOJIBHO MHOTO LM(p mocne 3ansaToil. B OONbIIMHCTBE CyyaeB Takas TOYHOCTh

He Tpedyercs, a U CTOJIb JUTMHHBIE YKicaa OyayT TOIBKO 3arpOMOKAATEH TaOIHLLY.
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YT10OBI 3TO UCTIPABUTH, BBIACIUTE SUEHKY C YUCIIOM, Y KOTOPOr0 HEOOXOAMMO
M3MEHUTH KOJIMYECTBO JAECATUYHBIX 3HAKOB I10CIIE 3ansToi U Ha BKIaake [yiaBHas
B rpynmne Umncesao BeIOEpUTE KOMaHAy ¥ MEHBIIUTD Pa3psaaHocThb. Kakaoe HaxaTne
Ha 3Ty KHONKY YOMPAET OJIMH 3HAK.

CneBa OT KOMaHIbl YMEHBIUMTH Pa3psiAHOCTb HAXOJIWUTCS KHOIIKA,
BBITIOJTHSIOIIAA OOPaTHYIO ONEPALMIO — YBEIMUMBAET YMCIIO 3HAKOB MOCIIE 3aMsITON

JUIst OTOOpaKeHust 00IEE TOUHBIX 3HAYCHMIA.

BCTABKA QOPMY N PELEH3IMPOBAHWE B

k.

Ycnosnoe

OAAN FMABHAR

- X

PAIMETRA CTPAHWMLY JAHMbBE

Calibn I AN o Yucrceon

Bcraswm

XKy H- D

GopMmatuposanm

'''''

813

13

I 1,714?')1

Cocrasnenue hopmyi

Tenepsb napaiite BepHeMcs K TaOIMLE OIOIKETHBIX PAaCX0I0B.

Ha naHHbIit MOMEHT B Heli 3aMKCHPOBAHBI €KEMECSYHBIC JTIMYHBIE PACXOIbI
10 KOHKPETHbIM cTaTbsiM. Hanpumep, MOXKHO y3HaTh, CKOJIBKO OBUIO UCTPAuYCHO B
(deBpaie Ha NPOAYKTHl NHUTAHUS WJIM B MapTe Ha npoe3a. A BoT olume
©KEMECSUHbIE PAcXO/bl 371€Ch HE yKazaHbl. Jlo0aBMM BHW3Y TaOIMIBI CTPOYKY

«HAtoro» u paccuuTacM €€ 3HAUCHHUA.

A

(]

‘nponywru

2 NATaHWA 2999,002(3083,002(5657,002|2345,002|5643,00P2|2323,00¢
3 MNpoesg 1000,00P|2000,00P| 234,00P|1587,00P|1789,00P|1457,00¢
4 PasenedyeHua 5 000,00 2| 6 000,00 £| 4 000,00 2| 7 000,00 £| 3 000,00 |5 000,00 £
5 |MHTEepHeT 300,00 2| 300,00#| 300,002| 300,002 300,002 300,008
6 Opemzawn obyes| 2 000,00 £ (4 000,00 £| 3 500,00 £ 0,00 £|1000,00#(4000,00°
7 Mroro

2 1

YroObl MOCUMTATh CyMMapHbId pacxoja 3a sHBapb B sAueiike B7 MOXKHO

HamucaTh ciaeayromiee BolpakeHHe: «=2999+1000+5000+300+2000» u HaxaTh

Enter, nociie 4ero Bbl YBUAUTE PE3yJIbTAT BBIYMCIICHHS. DTO SIBJISETCS NPUMEPOM



NPUMEHEHMS TpocTeliueii (GOpMyJibl, COCTABICHUE KOTOPO HUYEM HE OTIIMYAETCS
OT BBIYKMCIICHUH HA KaibKyjisTope. PazBe 4TO 3HAK pPABHO CTAaBUTCsS BHAYaJE
BBIPOKEHUS, & HE B KOHIIE.

A Tenepb NPEACTaBLTE, YTO MPU YKA3aHUHW 3HAYCHHUIH OHON MM HECKOJIBKHX
cTareil pacxoJ0B Bbl AonycTwid owumOky. B sToM ciydae, Bam npuaercs
CKOPPEKTUPOBATH HE TOJIBKO JAAHHBIE B AYEHKaX C YKA3aHMEM PACcXOA0B, HO H
(hopmyJy BEIUMCIEHHUS CYyMMapHbBIX TpaT. KOHEYHO, 3TO 04E€Hb HEYA00HO U MO3ITOMY
B Excel npu cocraBiienun popmys1 4acTo UCHONB3YIOTCS HE KOHKPETHBIEC YUCIIOBBIC
3HAUYCHUS, a a/ipeca U AHANA30HbI STYeCK.

C y4eTom 3TOro JaBaiTe U3MEHUM Halry (pOpMyIy BBIUMCICHUS CYMMAapHbIX

CKCMECAYHBIX PAaCXOd0B.

DANN NABHAR BCTAEKA PASMETKA CTPAHMLLbI DOPMYSbI AAHHbIE PELLE

X =
OLLLWH
Emy -
e W Y
Bydep obmeHa Wpuor BuipasHUsaHKe Yucno
B6 y X & v  =B2+B3:Ba+B5+B6
A B D E F G H
_ lnmapo lgespano |wapr |anpens |waii  |wous |
. -
MpoaykTbi
2 |NATaHKA 29599,00 2|3 089,00P|5657,00P|2345,00P|5643,00P|2323,00P
3 |Mpoesa 1 000,00 £12000,00P| 234,002(1587,00P|1789,00#|1457,00P
4 |Pa3gneusHun 5 000,00 £ |6 000,00 £| 4 000,00 £| 7 000,00 £| 3 000,00 #£|5 000,002
5 |MHTEepHEeT 300,00 2| 300,00P| 300,00P| 300,002 300,00£| 300,008
6 Opewpa m obyeb 2000,002 4000,002| 3 500,002 0,00 2| 1000,00%2|4000,00P
7 [Mmro =B248 _\+E4+85+80I
8 |
q

B sueiiky B7, BBeAUTE 3HAK PaBHO (=) W... BMECTO TOTrO, YTOOBI BPYYHYIO
BOMBAaTh 3HAYEHHUE KJIETKW B2, MIENKHUATE MO HE#l JIeBOi KHOMKOM Mbnuu. [locne
ATOr0 BOKPYI SYCHKH MOSIBUTCS MYyHKTUPHAs BBIJCIMTENbHAS pamKa, KOTopas
MOKA3bIBACT, YTO €€ 3HaueHue nonajio B Gopmyiy. Tenepb BBEAUTE 3HAK «+» M
HmeIKHUTE 1o sueiike B3. Jlanee npoaenaiite Toxe camoe ¢ sueiikamu B4, BS u B6,
a 3ateM Haxxmurte kiasuuy BBO/I (Enter), mociie 4yero nosiBUTCS TO 7K€ 3HAYEHUE
CYMMBI, YTO U B IIEPBOM ClIy4ae.

Boiaenure BHOBb sueiiky B7 u mocmoTpute Ha CTpoky (popmyi. BuaHo, uto
BMECTO LMpp — 3HAYCHUI siueek, B (popMmyJie coaepkarcs UX aapeca. IT0 OYEHb

BAKHbI MOMEHT, TaK KaK Mbl TOJIKO YTO OCTPOMJIU (POPMYJTY HE U3 KOHKPETHBIX



4KCell, a U3 3HAYCHUH SUEeK, KOTOPhIE MOTYT CO BpEMEHEM M3MEHATLCs. Hanpumep,
€CJIM TENEepb MOMEHATh CYMMY PAacXOJIOB Ha MOKYIKY BELIEH B sHBApe, TO BECh
©KEMECSYHbIH  CcymMMapHbIi  pacxon OyaeT TepecuuTaH  aBTOMATHUYECKH.
ITonpoOyiire.

Teneps naBaiiTe MPEeANONONKUM, YTO MMPOCYMMUPOBATH HYXKHO HE IMSATh
3HAYCHM#, KaKk B HalIeM MpUMEpPE, a CTO WM ABecTH. Kak BBl MOHMMAETE,
MCTOIb30BaTh BBILICONMMCAHHBII METO MOCTPOEHUS (POPMYJT B TAKOM CITy4ae OUYEHb
Heyn00HO. B 5TOM ciyuae Jydiie BOCHOIBL30BATHCS CIELUAIBHON KHOMKOM
«ABTOCYMMay», KOTOpas [O3BOJISIET BBIYUCIUTH CYMMY HECKOJIbKUX SIYEEK B
npeaenax oaHoro crondua uiam cTpoku. B Excel MO)KHO cuuTaTh HE TOJIBKO CyMMBI
CTOJIOLIOB, HO U CTPOK, TaK YTO MCIOJIb3YEM €€ JUIsl BHIYUCIICHHS, HarpuMep, 001ux

Pacxo/10B Ha MPOAYKTHI MUTAHUS 32 MOJITO/A.
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YcTaHOBUTE Kypcop Ha MYCTOM KIETKE COOKY HYKHOW CTpPOKHM (B HalleMm
ciydae 310 H2). 3arem Haxmute kHonky Cymma Ha 3akiazake IiaBnasi B rpynmne
PepakTtupoBanme. Tenepb, BepHeMcs K Tabiuue M IMOCMOTPUM, 4YTO K€

MPOU30IILIO.
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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
CYMMUPYEMBIX SYEEK, a JMIIb MEPBOM U nocieaHei. J[Boeroune Mex1y 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 BBEJICHHBIX JaHHBIX (YUMCII0), MaKCMMaIbHBIX
(MakcumMym) 1 MUHUMaIbHBIX (MUHUMYM ) 3HAUCHUM.

l ) = Bcrasuty + D = Aw Ty
i

o,
& Yaanute > Cymma
s Ctvan i
ayeek~ = Gopmar~ Cpeariee v
A4erkn CueTunk
Maxcumym
MusHunaym
L M N Q R

Hpyrwe dyHkumig...

WUtak, B Hameid Tabauie Mbl MOCUMTAIM OOLIME TpaThl 3a SHBApb M
CYMMapHBbIii pacxo/ Ha NPOAYKTHI MUTaHus 3a noiroja. [lpu stom caenam 310
NBYMsI Pa3HBIMH CMOCOOAMM — CHayaia ¢ MCMOJIb30BaHUEM B (OpMYJe aapecoB
s4eeK, a 3aTeM, PyHKIMH ¥ auanazoHa. Tenepb, caMoe BpeMs 3aKOHUYMTh PACUEThI
JUIsl OCTaBLIUXCS SYEEK, NOCYMTAB OOLIME 3aTpaThl MO OCTAJLHBIM MeEcslaM |
CTaThsIM PacXO0B.

ABTO3aMmoOJITHEHUE



Hnda pacuera OCTaBIIMXCA CYMM BOCIIONB3YEMCA OAHON 3aMedarciibHOMN
0COOEHHOCTBK) MporpaMMel  Excel, koTopas 3akmoyaeTcs B BO3MOXKHOCTH
ABTOMATHU3UPOBATh MPOLECC  3AMONHEHHS AYEEK  CHCTEMATU3MPOBAHHBIMHU
JAHHBIMH.

Wnorna B Excel mpuxoauTcs BBOAMUTH MOXOXKHE OJHOTUITHBIE JAHHBIE B
OTIPEACNCHHON TIOCNEeAOBATENIBHOCTH, HANpUMEp, [OHW HEOCHH, OaThl MU
MOPSAAKOBBIC HOMEpa CTpoK. [loMHuTE, B MepBOil 9acTH 3TOr0 LMKIA B LOAMKE
TaONUIBI MBI BBOJMIM HA3BAHHE MeCAlla B KaXKAbld cTonden mo otaensHocTH? Ha
CaMOM Jieie, COBEPLICHHO HEOOA3aTeNBHO OBLIO BBOAMTH BEChH 3TOT CHHCOK
BPYYHYIO, TAK KaK IMPIIOKEHUE BO MHOTHX CIIy4asx MOXKET CACNATh 3TO 3a Bac.

JlaBaiiTe COTpEM BCE Ha3BaHUA MECALICB B LIANKE HAWIEH TaOMULBL, KPOME
nepeoro. Tenepbs BBACAUTE AYEHKY C HAAMHCBIO <«STHBape» M NEPEMECTUTE
YKa3aTeNb MBILIH B [IPABHIi €€ HUXKHWIA yrof, 9To Obl OH NPUHAT POopMy KPECTHKA,
KOTOPBIN HA3BIBACTCA MAPKEPOM 3aNOJAHEHHs. 3aKMUTE JEBYHK) KHOMKY MBIIIH U
MEPETALIUTE IO BIIPABO.

Ha skpaHe mOABWTCS BCIUIBIBAIOIIAA MMOACKA3Ka, KOTOpas COOOLIMT BaM TO
3HAYCHHE, KOTOPOE MporpaMma coOMpacTcs BCTABUTH B CIECAYIOWIYIO KIETKY. B
HaweM ciayvae 310 «Deppaney». [1o Mepe nepeMelieHds: MapKepa BHU3 OHa OyaeT
MEHATECA HA HA3BAHWA APYIHX MECALEB, YTO TOMOXKET BaM MOHATH, TAE HYKHO
OCTaHOBHTHCS. [locrme Toro kak KHomka OyJeT OTHyLIeHAa, CHUCOK 3amOJIHUTCA
ABTOMATHYECKH,

Koneuno, Excel He Bcerma BEpHO «NOHUMAET», KaK HYKHO 3alOJIHUTH
MOCHEAYIOIHE KICTKH, TaK KaK MOCICIOBATENIBHOCTH MOTYT OBITH AOBOJIBHO
pazHooOpasHeIMU. [IpenctaBum cede, YTO HaM HEOOXOAMMO 3alOIHUTH CTPOKY
YETHBIMH YHCJIOBBIMHM 3HaUeHUIMH: 2, 4, 6, 8 U Tak nanee. Ecin Mbl BBEAEM UYHCIIO
«2» u nompodyeM MEPEMECTUTE MapPKeP ABTO3AMOJIHECHHA BIIPABO, TO OKAKETCS, YTO
MporpamMMa IpeUIaracT, Kak B CIEAYIOIYIO, TAK H B IPYTHE AYECHKH BCTABUTH OIATH

3HAUYEHHE «2.
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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 TadJUIbl OYET pacrnoiararbCs CBEpXy
HaJl pacxoaHOM. J[jst 3TOro HaM MPUAETCS BCTABUTH HECKOJBKO AOMOJHUTENbHBIX
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

CneywansHan scraska,,

T3}

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
ol

X T a o= = 3 el | %

[ :] Calibri 11 A A TE==- E Aenexon - - FF} = oo [
Berasurs . ‘ X K M - LU . o A . &= 3= [:] - > 9% 000 -'33 2 YecnoeHoe Dopmatmposate Cruam “

- : s JBaHWE ™ Kak Tabawuuy ~ Aueex ~ &
Bydep obmeHa x Wpndt = BuipasHuBaHue OSseaniTs 1 NOMECTHTS 8 UEHTPE Crunan

a Y O6vegupmmsnn cxnaxan
H2 Y - » . o
j.l H oG O6veannnTs ¥ NOMECTHTL B LEHTpe
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.




IIpakTHyeckas padora Ne6

@opmy.ibl, pyHKIHH H auarpaMmbl Microsoft Excel

Llens u 3agaun paGoTHl. HAYYHTHCA PEOAKTHPOBATH (HOPMYJIBI, CTPOUTH
rpaduke QYHKIHHA ¥ THCTOTPAMMEI

3HaTh. peAAKTUPOBAHWE (POPMYIT H CHCTEMY OTCIICKHUBAHMA OLIMOOK, UYTO
TaKOe OTHOCHTENBHEIE U a0COMOTHBIC aapeca sueek

YMeTh: mucath GopMynel ¢ a0COMIOTHBIMU a/PECaMHU SYEEK, CO3/AaBaTh W
penakTupoBath rpaduueckue 00bekTH B Microsoft Excel

BrageTs: HaBBIKaMU HamMcaHus GOpMYIIB ¢ aGCONIOTHBEIME aApecamMu sSUeek,

CO37aBaTh U PeJaKTHPOBATH rpaduueckne 00beKTh B Microsoft Excel

PenaktupoBanue GopMyJs 1 CHCTEMA OTCIICKUBAHUA OLIMOOK

Bce QopMmyabl, KoTopble HaxoaaTcs B sdeiikax TaOMUIBI  MOXKHO
OTPENAKTHPOBATh B KOO0 MOMEHT. /[N 3TOr0 AOCTATOYHO BBIAENUTH AUYCHKY ¢
dhopMyII0if 1 3aTeM IIECNKHYTH MO CTPOKe (GOpMyJ Han TaOJMLEH, II¢ BBl CMOXKETE
cpa3y K¢ BHECTH HeoOxoauMble m3MeHeHHMs. Ecimm BaMm yno0Hee peJakTHpOBaTh
COACPKUMOE HETOCPEACTBEHHO B CaMOH siU€iiKe, TO KIHKHHUTE 10 Hell fBa pasa.

[Tociie OKOHYaHUA PEIAKTUPOBAHUA HAKMHUTE KiIaBuiuu Enter mim Tab, mocne
gero Excel BEIOMHHUTE IEpepacyeT ¢ y4eTOM U3MEHEHWIT i 0TOOpa3uT pe3yibTar.

JTOBOJIBHO 4acTO CJIYYAeTCS TAK, YTO Bbl BRBENH (POPMYJTY HEBEPHO UM MOCTIE
yaJCHUA (M3MEHEHUs) COACP)KUMOr0 OIHOH M3 SYEEK, HA KOTOPYIO CCBUIACTCA
dopmyna, npoucxoguT omuOKa B BHYMCICHHUAX. B TakoMm cmydae, Excel
HETIPEMEHHO U3BECTHUT BAC 00 3TOM. PA10M ¢ KNETKOi, T/Ie COAEPKUTCA OLIMO0YHOE
BBIPaYKCHHUE, OABUTCA BOCKIIUIATENBHBIN 3HAK, B )KEITOM PoMOE.

Bo MHOrux ciydasx, NPWIOKEHHE HE TOJIBKO H3BECTHT BaCc O HAIMYHE
OLNMOKH, HO M YKAKET Ha TO, YTO UMEHHO CACTAHO HE TaK.

Pacnm¢poeka ommbok B Excel:



. HiH#H## - pe3ynbTaToM BHIMOJIHEHHS (POPMYIIBI, HCTIONB3YIOLICH
3HAYCHUs JaThl H BPEMEHU CTAN0 OTPULATENBHOE YHCIO MU Pe3YybTar
00paboOTKH HE YMEILAETCA B AUCHKeE;

. #3HAY! — Hcnonp3yeTcs HEAOMYCTUMBI THIT OMEparopa KiIH
aprymeHTa (popmynsl. OHA U3 CaMBIX PACIpOCTPAHEHHBIX OIIHOO0K;

. #IAEJ/0! — B dpopmyne OCYIICCTBIAETCA TOMBITKA ACJICHAS Ha
HOJIb,

. #UMSA? — ucnonezyemoe B opMysie UMsi HeKOppeKTHO U Excel
HE MOJKET €ro paclo3Harh,

. #H/I — HeompeaeneHHble AaHHBIC. Yamie Bcero 3ta ommdOka
BO3HHMKACT MPH HEMPABWIEHOM OTPEACTICHHUN apryMEHTa (PYHKIIMH,

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

. #UHCJIO! - pe3ynbTaTOM BBIYHCICHUS SBIAETCA 4YHCIIO,
KOTOPO€ CJIMIIKOM Maji0 WM CIIUIMIKOM BEIHMKO, YTO OBl €10 MOXHO OBLIO
ucnojp3oBate B MS Excel. JJuana3oH 0ToOpakacMBIX YHCEN JICKUT B
nmpomexkyTke ot -10°7 no 1037,

. #IIYCTO! - B ¢opMmyne 3amaHo mnepecedyeHue oOnacrei,
KOTOPBIC HA CAMOM ACTIE HE UMEIOT 00X AYEEK.

Eme pa3 HamoOMHUM, YTO OIIMOKH MOTYT MOSBISATBCA HE TOJIBKO H3-3a
HETIPABUJILHBIX JAHHBIX B ()OPMYJIE, HO ¥ BCIEACTBHE COAEPKAHNUI HEKOPPEKTHOI
HH(pOpPMaLIUN B Aueiike, Ha KOTOPYE) OHA CCBUIAETCH.

HHuorga, korga JaHHBIX B TaOimie MHOro, a GopMynbl cogepkar OOJbLIoe
KOJIMYECTBO CCBUIOK HA PA3TUYHBIE AYCHKHU, TO MPU MPOBEPKE BHIPAKCHUSA HA
MPaBUJIBHOCTE WJIM MOMCKA HCTOYHHMKA OIMMOKH MOTYT BO3HHMKHYTH CEpPBE3HBIE
TpyZHOCTH. UTO OB 00NErYnTh paboTy MONB30BaTENA B TAKUX CHTyauusax, B Excel
BCTPOCH HHCTPYMEHT, TMO3BOJIAIONIMI BBIACTUTh HA DJKpaHE BIUAKIMINE U

3aBUCUMBIE sTUCHKH,



Bausiromue siueiiku— 3TO SUYEHKU, HA KOTOPbIE CChLIAKOTCS (HopMysibl, a
3aBHCHMbIe s4eiiku, Ha000pOT, coaepxar (hOpMyJibl, CCHUIAIOLIMECS HA ajpeca
KJIETOK 3JIEKTPOHHOM TaOIMIIbI.

Yro Obl rpadguueckn 0TOOpa3uTh CBA3M MEXKAY sSUeikaMu U GopMyiamu ¢
[OMOLLBIO, TAK HA3BIBAEMBIX CTPEJIOK 3aBHCHMOCTEH, MOXXHO BOCIOJIb30BATHCS
KOMaHJaMM Ha JieHTe Bausiromme siveiikm M 3aBHCHMbBbIE sSiYeiKH B Tpynme
3aBucumocTH (popmyJ BO BKiIaake PopMyJibl.

Hanpumep, naBaiite nocMoTpuM, Kak B Haleidl TecToBOH Tadiuuge,
COCTaBJICHHOM B NPEAbIAYILUX IBYX 4acTsX, (OpMHPYETCs UTOrOBbIA pe3ysbTar

HAKOIJICHUWM

FNABHAR BCTABKA PASMETEA CTPAMMLN SOPMY T AAMMBIE PELEHOMPORAHME ana Fouit PDF

f\. Z Asrocymma * ﬂ Norwweckne * Conmmm i maccmam * - = Npucosouts wws  * I .‘:‘ Enmmsoupse naeian |
3 m Nocnegrne * Texcrosse * IU Maresaruueckme * ¢ . 3 FABMCHMBIC ANeRKH
Borasurty Ancnervep
Syrrumo |0 Dunarncotwre - 'u Aara n spenss ~ [. Apyrne dyrocpm = oo 1 Cosaats 43 snaenennoro > Yopary crpencn *
bdanorena Qyreunn Onpeaenerrmnse parena
H14 v fe  sHsh12
8 C D E ¥ H J
Loxoast
3aprnara Q000,00 P| 5P 000,00 30000,00P| 50000,00P| $0000,00P| 30 000,00 P| 300 000,00 P
4 Crenenamra 4500,00 ¢ _ESW,OOP 2 500,00 ¢ _ESOO.NF 2 500,00 ¢ 500,00 #| 15 000,00 9
roro 5 50000+ - 00 PH—2-500" 00 #1926 000,00 £
6
MPOAYXTHI
7 NUTaHnA 299500P| BOSS00P| 5657009 R345009 5643009 & 323,009 056,00 ¢
£ MNpoeaa $000,00 #| % 000,00 ¢ 234,009 9587000 1 789,000 #%Aa57.000| B067,009
Pazaneuenma $000,00P] $000,00P| % 000,009 ¥000,000 3 000,00 #| % 000,00#| 3D 000,00 P
U HnTepwer 300,00 300,00 ¢ * 300,00 ¢ 300,00 # 300,00P| ¢ 300,009 }800,009
11 Opexaa wobyesl 3000,009| &000,009 bsoo.oov 0,00 ¢ 1 000,00 # 000,00 #| 18 500,00 9
12 Hroro <ryorrt—trreroneirloerony - OSt-oe Pt 923,00
13
14 [Haxonnenwn 143 201,009] 84312,009| 126 621,00 9167 889,00 9] 209 657,00 9] 253 077,00 8| 25% 077,009

,
HecmoTps Ha TO, uT0o (hopMyna B AaHHO#M sueiike umeeT Bua «=HS — HI12»,
nporpamma Excel, ¢ mOMOIIBIO CTPENOK 3aBUCUMOCTEH, MOXKET MOKa3aTh BCE
3HAQYCHUsl, KOTOPbIE YYYBCTBYIOT B BBIUMCIICHUM KOHEUHOro pe3ysbrara. Beab B
kneTkax HS m H12 Tak ke coaepkarbesi POopMyIibl, UMEIOLINE CCHUIKK Ha PYTUe
azipeca, KOTOPBIE B CBOO OYEPEb, MOTYT COAEPIKATh KaK (OPMYJIbl, TAK U YACIIOBBIE
KOHCTaHTBI,
Yr1oObl yAaIuTh BCE CTPENKU ¢ paboyero jmucra, B rpynne 3aBHCHMOCTH

(popmya Ha BKIaake PopMyJibl, HOKMUATE KHOMIKY Y OpaTh CTPEJIKH.



OTHOCHUTENBHBIC U a0COJIIOTHEIE agpeca A9eeK

BosmoxxHOCTE KonuporaHus (popMya B Excel U3 oaHoi sueiiku B Apyryro ¢
ABTOMATHYECKAM M3MCHECHHEM aIPECcOB, COACPKALIMXCA B HHX, CYIIECTBYET
Onmarogapsa KOHUCILHHA OTHOCHTE/IbHOH aapecaunn. Tak 4To e 370 Takoe?

Jleno B ToM, uto Excel moHuMaeT aapeca sueek, BBEACHHBIX B (OpMyNy He
KaK CCBUIKY HA HMX pPEATbHOC MECTOPACHONOXKEHHE, a4 KaK CCBUIKY Ha HX
MECTOPACIIOJIOKEHUE OTHOCHTEIBHO SYEHKH, B KOTOPOH Haxoaurca ¢opmya.
ITosicHUM Ha mpUMEpE.

Hanpumep, suelika A3, conepxut gopmyny: «=Al+A2». Jna Excel ato
BBIPAKCHUEC HE O3HAYACT, YTO HY)KHO B3ATb 3HAYCHHE U3 AUCHKH Al 1 mpuOaBUTE K
HEMY YHCIIO U3 SYeHKH A2. BMECTO 3TOr0 OH HHTEPIPETHPYET JaHHYIO (POPMYILY,
KaK «B3SITh YUCJIO U3 AYEHKH, paCTIONIOKEHHOH B TOM >Ke CTONIOLE, HO Ha 1BE CTPOKH
BBILIE H CJIOKUTE €T0 CO 3HAYCHUEM AYCHKHM ITOrO )K€ CTONOLA PacTioOKEHHOM
BBIILIE HA OJHY CTPOKY». IIpH KOMHpOBaHHU JAHHOU (GOpPMYIIBl B APYIVEO AYEHKY,
Hanpumep, D3, nOpuHIHN ONpPeAeIeHUs aJpecoB AYEEK BXOAIIUX B BBHIPAKCHUE
OCTAETCA TEM JKE. «B3ATh YUCIIO U3 AYCHKH PACHIONIOKEHHOH B TOM XKe CTOJIOLE, HO
Ha JBE CTPOKH BBILIE U CIOXKHTD €r0 C...». Takum o0pazom, nocie KOMMPOBaHUS B
D3, ucxonnas GpopMyia aBTOMaTHYECKH NPUMET BUA «=D1+D2».

C opHO¥W CTOPOHBI, TAKOW THI CCBUIOK AACT NOIB3OBATENAM IPEKPACHYIO
BO3MOXKHOCTE [POCTO KOMHPOBATh OJMHAKOBEIE (OPMYJIBEL U3 AYECHKH B AYCHKY,
130aBssg OT HEOOXOJUMOCTH BBOAUTHL UX CHOBA M CHOBA. A ¢ JPYIoil CTOPOHEI, B
HEKOTOPBIX (popMyJiaX HEOOXOAMMO MOCTOSHHO HCIONB30BATH 3HAYEHUE OMHOM
OTIPEIEIICHHON A9EHKH, a 3TO 3HAYMT, YTO CCBUIKA HA HEE HE JOIDKHA U3MEHATECS U
3aBUCETH OT PACIOJIOKEHUS (POPMYJIBL HA JIHCTE.

Hanpumep, mpencraBuM, 4T0 B Hawleid TaOnuIe 3HAYEHUs OFOJUKETHBIX
pacxogoB B pyOsax OyOyT pacCUMTBHIBATECA WCXOAA U3 JOJUIAPOBBIX LICH,
YMHOXXEHHBIX HA TEKYIIMA Kype, KOTOpBIH 3amucaH Bceraa B sueiike Al. 3to
3HAUUT, YTO NMpH KOMUPOBAaHHU (POPMYNIBL CCBUIKA HA 3Ty sU€HKy HE JOIDKHA

H3MEHATBCA. Torma B 5TOM ciydac CicayCT NPHMCHATH HE OTHOCHTCIIBHYIO, a



a0COMOTHYIO CCBUIKY, KOTopasd Bcerga Oyaer OCTaBarbCs HEM3MEHHOH TIpu
KOTIHPOBAHUH BBIPAXKEHHA U3 OHOM IUCHKH B APYTYIO.
C nomowpio abCOMIOTHBIX CCBUJIOK MO)KHO JaTek Komangy Excel npu
KOIMPOBAHHH (POPMYJIBL:
. COXPAHATh CCBUIKY Ha CTOJOEH TMOCTOSHHO, HO TpPH 3TOM

H3MCHATE CCBIJIKH Ha CTOH6].IBI

. H3MEHSTh CCBIJIKM HAa CTPOKH, HO COXPAHATh CCBUIKY Ha CTOJIOCH
. COXPaHATh MOCTOSSHHBIMH CCBUTKH, KaK Ha CTOJIOCIl, TaKk ¥ Ha
CTPOKY.

Yro6bl TPEBPaTHTH OTHOCHTENBHYID CCBUIKY B a0COMIOTHYIO HIJIH
CMEIIaHHYI0, HEOOXOAMMO BBECTH 3HAK JoJutapa ($) mepen Toii ee 4acThio, KoTopas

JIOJIKHA CTATh a0COMIOTHOM,

. $AS$1 — ccrinka Beerna cerimaercs Ha sueiiky Al (aGcomoTHas
CCBLIKA),
. A$1 - ccpuika Beera CChUIAETCA Ha CTPOKY 1, a MyTh K CTONOIY

MOJKET H3MEHATHCA (CMELIaHHAA CChLIKA),

. $A1 — ccpuika Beeraa cepimaerca Ha ctonden A, a MyTh K CTPOKE

MOJKET U3MEHATHCA (CMELIAHHAA CCBUIKA).

Jdna BBOoJa aGCOMOTHBIX M CMEIIAHHBIX CCBUIOK HCIONB3YeTCA KIaBHILA
«F4». Beigenute saeiky st GOpMyJIbl, BBEOUTE 3HAK PABEHCTRA (=) H KIIMKHUATE
MO KNETKe, Ha KOTOPYIO HAJ0 YCTAHOBUTH AOCOMIOTHYEO CCBUIKY. 3aTEM HAXKMHUTE
knapuiy F4, mocne vero nmepea OykBod cTtonldua U HOMEPOM CTPOKH MPOrpaMMa
yCTaHOBHT 3HaKy gosuapa ($). [TopropHbie HakaThA Ha F4 MO3BONAIOT MEPEXOAUTD
OT OQHOrO THUMA CCBUIOK K ApyruM. Hanpumep, cceiika Ha E3, OyaeT NUKIHYHO
mMeHaTees Ha $E$3, E$3, $E3, E3 u Tax nmanee. Ilpu skenaHuy 3HaKH $ MOKHO

BBOAUTH BPYUYHYIO.

DyHKIHU



Oyukumsimu B Excel HasbiBaioT 3apaHee ompeaeneHHble (OpMysbl, ¢
MOMOUIbK) KOTOPBIX BBIMOJIHAIOTCS BBIYMCIACHUS B YKA3aHHOM TOPSJIKE T10
3aJJaHHBIM BeMurHaM. [Ipu 5TOM BBIYMCIEHHS MOTYT OBITh KaK MPOCTHIMHU, TaK M
CIIO’KHBIMH.

Hanpumep, onpeaesieHue CpeHero 3HaYCHHs MATU UY€K MOYKHO OIMCATh
dbopmynoii: =(Al + A2 + A3 + A4 + AS)/5, a MOXKHO CreuManbHOM (PyHKIMEH
CP3HAU, koTopast COKkpaTuT BeipakeHue 10 cneayromero Buaa: CP3HAU(AT:AS).
Kak Buaure, 4to BMeCTO BBOAA B (OPMYJy BCEX AJPECOB SUYEEK MOXKHO
KCIOJIB30BaTh ONPEIAC/IEHHYIO (DYHKLMIO, YKa3aB €l B KayeCTBE apryMeHTa HuX
JManasoH.

Jlns paboTel ¢ pyHkumsamu B Excel Ha jieHTe CyliecTBYET OTAEbHAs 3aKI1aKa
@opmyJibl, Ha KOTOPOIl pacnoiaraloTcsi BCE OCHOBHBIE HHCTPYMEHTBI Ul paboThl
C HUMH.

Hano orMeturs, 4TO mporpamMma COAEpKUT Oosiee ABYXCOT (PyHKLMH,
CMOCOOHBIX 0OJIErYNTh BHIMOTHEHUE BBIUYMCIICHUIN Pa3MyuHOM CI0KHOCTH. [TosTOMY
Bce (yHKIMKM B Excel pa3neneHbl Ha HECKOJIBKO KaTErOpHid, FPYNIUPYIOLIMX UX 10
TUIY pellaeMbix 3aa4. Kakue uMEHHO 3TH 3a/1a4i, CTAHOBUTCS SICHO U3 HA3BAHUM
kareropuii:  DunaHcoBeie, Jlormueckue, TexkcroBele, MaremaTuyeCcKue,
Cratuctnueckue, AHATMTUYECKUE U TaK Jaiee.

BeiOpaTe HEOOX0IMMYIO KATErOPUIO MOKHO Ha JIeHTE B rpymnne bubanorexa
¢pynxknuii B0 Briagke @opmyast.  [locie menuka 1o CTpENIOYKE,
pacroJyiararoeicss psSaoM € KaKIOW W3 KaTEerOpuii, PaCKPBIBAETCS CIIHUCOK
(DYHKLUMIA, a MpU HABEACHUM Kypcopa Ha JIIOOYI0 M3 HUX, MOSBIISIETCS OKHO C €€
OIMUCAHUEM.

BBoa ¢yHkumi, kak u GOpMyJ1, HAUMHAETCS €O 3HaKa paBeHcTBa. [Tocne uaer
uMs QPyHKUHMH, B BUAe aOOpeBuarypsl u3 OonbliMx OYKB, YKa3bIBAKOLIEH Ha €€
3HAYEHHE. 3aTeM B CKOOKAaX YKa3bIBAKOTCS APryMeHTbl (PyHKUHMH — JaHHBIEC,

MCTIONIb3YIOIIMECS [Tl IOJTyUYEHUs Pe3ybTara.



B kayecTBe AaprymMe€HTa MOXKET BBICTYNATH KOHKPETHOE  YHCIIO,
CAMOCTOATENBHAA CCHUIKA HA SAYEHKy, Lienas CepHd CCBUIOK HA 3HAYCHHUs HIIH
AYCHKH, a TaK )K€ AHana3oH f4yeek. I1pu 3ToM y OAHHUX (PYHKLMI apryMEHTHI — 3TO
TEKCT WM YUCIIA, Y APYTHUX — BPEMA U JATHL

MHorue (yHKIHMH MOTYT MMETH Cpa3y HECKOJBKO apryMeHTOB. B Takom
CIIY4ac, KQKABIA U3 HUX OTACIACTCA OT CIEAYIOWETO TOYKOH ¢ 3amsaToi. Hanpumep,
dbyukuus =[IPOU3BEM(7, Al, 6; B2) cuntacT Npou3BEICHNE YETHIPEX PAa3HBIX
YHCEN, YKA3aHHBIX B CKOOKaX, H COOTBETCTBEHHO COACPKUT YETHIPE apryMeHTa.
ITpu 3TOM B HAIIEM CIIyvae OJHH ApPryMEHTHI YKA3aHBI IBHO, 4 APYIHE, SBISIOTCA
3HAYCHUAMM OTIPEACIICHHBIX SYEEK.

Tak e B Ka4eCTBE apryMEHTa MOKHO HCHOJB30BATh APYTYID (PYHKIIHIO,
KOTOpas B 3TOM CJlyya€ HasblBacTCs BJOKeHHoii. Hanmpumep, ¢yHKIug
=CYMM(AL:AS; CP3HAY(B5:B10)) cyMMupyeT 3HaUCHNS AYCCK HAXOAAIINXCA B
nuarnasoHe oT Al no AS, a Tak e CpellHee 3HAYEHHE UYHCEN, PasMEIICHHBIX B
kietkax B5, B6, B7, BS, BO u B10.

Y HEKOTOPBIX MPOCTHIX PYHKLNH apryMEHTOB MOKET He OBITh BOBCE. Tak, ¢
noMopil0 GyHkuMH =THATA() MOXKHO MOMYYUTH TEKYIIHE BPEeMs H JaTy, HE
UCTIOJIB3YA HUKAKHX apryYMEHTOB.

Haneko He Bee PpyHkuuH B Ecxel nMeroT nmpoctoe onpeaesieHue, Kak (pyHKIUA
CYMM, ocyniecTBIIsIOIIAA CYMMUPOBAHKE BEIOPAaHHBIX 3HAUYCHHI. HekoTopeie u3
HUX HMEIT CJIOKHOE€ CHHTAKCHYECKOE HAMUCAHUE, a TaK X& TPeOYyHT MHOIO
ApPTYMEHTOB, KOTOPHIE K TOMY K€ JOJKHBL OBITH IPABWILHBIX TUIOB. YeM cloxkHEe
(dYHKLUMS, TEM CIOKHES €€ MPABUIBHOE COcTapneHue. M pa3paboTyiKy 3TO y9in,
BKJTIOYMB B CBOM HJIEKTPOHHBIE TaOIHIBI MOMOLTHHUKA MO COCTABJICHUIO (DYHKIIMIA
JUIs one3oBarteneii — Macrep gyHKumii.

g Toro 4ro Obl Hayarb BBOAWTE (YHKUMIO ¢ TMOMOWEBI Macrepa
(pyHKIHIi, NIENTKHUTE HA 3HaYOK BeraBuTh pyHkmIo (fX), pacnosioxkeHHBIH cnesa

oT CTpokH popmy.I.
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Tak yxe KHONKY BeTaBuTh QYHKIMIO BBl HANIETE HA JICHTE CBEPXY B IPYIIIE
bubinorexa ¢ynkuuii Bo Bxiagke @opmyasl. Eme oguum crnocoOboM BbI30Ba
macrepa GyHkumii sensiercs couetanue knasuin Shift+F3.

[Tocne OTKpBITHS OKHA TOMOILHUKA, TIEPBOE, UTO BaM NPUACTCS CAEIATH — 3TO
BBIOpaTh KaTeropuio (GyHKUMU. J1jist 3TOro MOYKHO BOCIOJIB30BAThCS MOJIEM TTOMCKA

WJIA HUCNTaJaroM CITHCKOM.

Mownck yHKLMM:

‘ BEEAMTE KPaTKOE ONWCaHNE AEHCTENA, KOTOPOE HYXHO
| BEINOAHUTDL, W HAXMUTE KHONKY "HaiTi'

Kateropua: 10 HegasHO MCNONB30BABLWINXCA

BrifeprTe OYHKUWMID:
ECITN

CYMM

CP3HAY
FMMEPCCBUTKA
CYET

MAKC

CYMMEC/TU(anana3oH;KpUTepuie; AManasoH_cyMMWUPOBaHWUA)
CyMMUPYET A4EMKM, 334aHHBIE YKaZaHHEIM YCI0BUEM,

Cnpaska No 370 GYHKUNK

B cepenmHe OkHa OTpaXkaeTcsi nepedyeHb (PyHKLIMHA BEIOpAHHOM KaTeropuu, a
HIDKE - KPaTKO€ OMNKMCAHWE BBIJICJICHHOM KYypcOpoM (yHKUIMHM M CHpaBKa Mo €¢
aprymentaM. Kcraru HasHaueHue (PyHKIUM 4acTO MOXKHO OMNPEACTUTH MO €€
Ha3BaHMIO.

Cnenas HeoOxoauMmblii BbIOOp, wenkHure no kHomke OK, mocie wero

MOSIBUTCS OKHO APryMEHTBI (DYHKIUH.



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 NIA0NOHA AN AAIBHEHINEN0O HCTIOIB30BaHMUS.

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.

s

(e

.§J
Caoaran Pexomenayemnie Tabnuua Vnnocrpayum
Tabanua ceogHbIe Tabnuubl b

A7

BCTABKA PASMETKA CTPAHWLIBI DQOPMYL AAHHBIE PELIEH3VPOBAHWE B4 Foxit PDF
T — " 4 = . . - ;
Lt? 5 Y & Marazum I ? i = -k e AN 1l

FTucrorpamwa

Pexomenayemele Mpadpuk Mucrarpan

procpei | rﬂm DP Mq

Obnvemuan rucrorpamma

im Jaf 08

& Mow npunoxerma - n

Hagcrposikn Cnapkn

TaGanusl
= 3
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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
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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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W MpoAyKTbl NUTaHnA M Mpoesa W PazsneveHua

W VHTepHeT W Opexpavobyss ™ UTOro



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 naHHO#M auarpaMMe BMECTO HA3BaHUSI MECSLEB HAMMCAHbI HUQPHI 1,

2,3 U T.1. 210 MIPOU30LLIO MOTOMY, YTO Ha3BaHUs MCCALCB HEC HAXOAATCA PAIOM C

TOW 4acTbIO TAOIULBI, O KOTOPOH MBI CTPOMJIM, M HAM HE yJAJIOCh BBIACIUTH MX

Cpasy, Kak 3TO BO3MOYKHO MPH MOCTPOECHUH rpaduka mo J0XoAaM (yAaIuB CTPOUKY

IIOXOIIBI). BriaenseM uCTOYHMKH J0X0Ja, Ha3BaHUA MECALC U YHUCJIOBBIC 3HAYCHU A

J0X040B, BO BKJIIAJAKC 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 BKJIaKe KOHCTpyKTOP BIOMpaeM «BbIOpaTh HaHHBIEY.
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Wsmerenne AnanasoHa AaHHbx
G H J K L M npéA(Y.‘lﬂéNth HA Anarpamate.

HpoaHanusnpyeM AaHHBIC B OTKPBIBIICMCS JHAJIONOBOM OKHE.



O4eBMAHO, YTO HAM HY)KHO M3MEHWTh MPABYIO YacTh TaOJMIbI, B KOTOPO

yKazaHbl yucia. Haj 51oi 4acThio HaKuMaeM Ha KHOMKY «3MeHUTbY.

Ananasom gammex 208 guarpammer:  =Jlucr1iSAS&SGS11
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CRprITHIiE W OYCTHE AYENKH

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

MECHLEB, BbIICIISIEM COOTBETCTBYIOLINC s4eiku B TaOJIuLIE.

Wir A BCTADEA PAIME THA CHRAMIRIM SOMAY Aot ML OMORAIGS “wyi F o VOV KO TP TON soMM | Tatyons Dovesidivon .

wips f i

fi

nm R =

m_ P W00 F 00N e ﬁc-xr..x‘rlrsrmn.
) ING000 2500000 2300008| 3300
! e NENMOF MOy N%Nemy \Jlmml! 33 3000 1 N
ARSI - [
g I
© Y e IMNL0P 08NN SESTU0P| 23500 3
ool S— :
Taoew ] 10000 20000007 2500 13N
Pl tvesnues S oy 4 000 00 & e, oo v 1o Sadpeiall
————————————— —— - ST e [ L)
W06 M08 Met0| M ™ x n B
» S TARLE 2381 5 - l & x
" - .'(7“7:!"7 6{‘51(!{' ) %00 0 v .3 | #]
oy | S399000] 1330009 10193009 1123 o ! N S8
S - o P S .

Haxumaem kHonky « OK» u kHonky «OK» B ciieayromeM AuaaoroBoOM OKHE.



AnanasoH gaHHe gna guarpammer: | ="ucr11SAS1:8GS 1 Incr1!SASE: G511

grpoxa/cronﬁeu ! ) |

3neMeHTHl nereHasl (paael) MoANMECK FOPUIOHTANBHOM OCK (KaTerapum)

{7 Aosasute | [ Msmennts | X Yaanuts £7 Vzmenute

MpoAykTE AUTaHUA AHBapk

Mpoesg despanb
Pazene4eHuna MapT

NHTEpHET anpens

[« & [ | [«
CIRCINCINCINCY

Opexaa v 06yBb Man

CKPBITBIE W OYCTRIE AYEHKK OTMeHa

[Tomyyaem BOT Tako# pe3ymbTar.

lPadumk aoxono0B MU pacxoaos

15000,00

10 000,00 2

5 000,00 £ “ /" Wroro

—Onemaa 1 0byBb
0,00p . r WNHTEepHeT
< " PaseneyeHus
Q ~
& S° » / Mpoezg
@ Q?Q
®

‘\@Q ) /" NpoaykTsl nUTaHKs

MpoayKTbl NUTaHWA Mpoe3za  mPassnevyeHuWA NHTepHeT Opexaa v obysb  mMWTOrO

[lepenecure ABE auarpaMMbl B CBOM OTYET M pacnevyaranTe ero.



IIpakTuyeckas padora Ne7

TexHo/J10run NoucKa HupopManuu

Lene u 3agaun padotel: ITony4ynTs 3HaHUA 00 agpecaumu B ceTH MIHTEpHET,
METOJIaX MOUCKa HH(OPMALMHU ¢ HCIIOIB30BAHHEM HH(POPMALHOHHBIX TEXHOIOTHIA,
HAYYUTBCA OCYIICCTBJIATE BBIOOP METOAMKH IMOWCKA HH(POPMALUH, OBIALETH
HABBIKAMHM HCIIONB30BAHUA PA3JIMYHBIX HHCTPYMEHTOB INPOPECCHOHATBHOIO
OOIIEHHS, TPEIOCTaBIAEMBIX IMO0ANBHON CeThE0 IHTEpHET.

3HaTh. TEXHONOTHH MMONCKA HH(POpMALHU

YMETh. TNPUMEHATE METOABl IOWCKA HHQOPMALUMU C HCIONB30BAHUEM
HH(OPMALIMOHHBIX TEXHONOTHI

HMeTh ONBIT AEATENBHOCTH: BHIOOpPA METOMUKH IMO-HCKa HH(popMaluy;
OBIAJICTh HABBIKAMH ACIIONIb30BAHNA Pa3TMYHBIX HHCTPYMEHTOB

MpodeCCHOHANTBHOrO 00IIe-HUA, MPEIOCTABIAEMBIX IIO0ATBHOM ceThio IHTEpHET

B HHTepHEeTE COCPEaOTOUEHO OIPOMHOE KOJMYECTBO AOKYMEHTOB. UTOOEI
OONEerYuTh MOWCK HYKHOH HH(POPMALMH, CO3HAKTCS CHCUHAIBHBIC MOUCKOBBIC
MAILIUHBL,

[JOMCKOBBIC MAIOHHBI — 3TO ABTOMATHYCCKHE CHCTEMBI, OTPALIMBAIOLINEC
CEPBEPHI, MOAKIKYCHHBIC K I0OANBHON CETH, W COXPAHAIIHUE B CBOCH Oaze
HHPOPMAIMIO 00 UMEIOLIUXCA Ha cepBepax JaHHBIX. [ToHCKOBBIE MAIMHEI (spiders,
crawlers) MOCTOSHHO HCCNeAYT CeTh ¢ LETBK) MOMOJIHEHHS CBOMX 0a3 JaHHBIX
J0KyMEHTOB. OOBIYHO 5TO HE TpeOyeT HHKAKHX YCHJIMH CO CTOPOHBI YeJIOBEKA.
ITpuMepoM MoskeT OBITh TOUCKOBAs cHcTeMa Altavista (CHcTeMa OTKpEITA B iIekadpe
1995. ITpunaanesxxut xomnanuu DEC. C 1996 roxa cotpyaau4aet ¢ Yahoo).

[Io cneumaneHbeiM 00pazoM  CHOPMYJIMPOBAHHOMY 3alpOCy TOHCKOBEBIC
MAIllMHBL TPEAOCTABAAIOT WHPOPMALHMID O TOM, TJA€ MOXKHO MONYYHTh
HEOOXOAUMBIE TAHHBIE,

[JONCKOBBIE MAIOMHBL COCTOAT M3 TPeX 4dacTei: podoTa, HHOCKCA U

mporpaMMel 00paboTKH 3anpoca



PobGot (Spider, Robot mimm Bot) — 310 mporpamMma, KoTopas noceiaeT Beo-
CTPAHHIBI M CYHMTHIBACT (TOJHOCTHK) MIIM YACTHYHO) HX COJAECPKHMOE. POOOTEHI
MMOUCKOBBIX CUCTEM PA3NIMNYalOTCA HHAUBUAYAIBHON CXEMOH aHAN3a COACPKUMOTO
BeO-CTPaHHULIBL.

HHAEKC — 3TO XpaHWIUIIE AAHHBIX, B KOTOPOM COCPEAOTOUEHBI KOMUH BCEX
MOCCIIEHHBIX poboTaMu cTpaHul. HMHOEKCH B KaKIOH MOMCKOBOH CHCTEME
pa3MyaTed mo 00beMy U CrocoOy OpraHu3aluy XpaHuMon uHdopManui. ba3wl
JAHHBIX BEAYIIUX MOMCKOBBIX MALIMH XPaHAT CBEACHUSA O ACCATKAX MWJITHOHOB
JOKYMEHTOB, a O0OBEMBI HX HHAEKCA COCTABJIAIOT cOTHW ruradaiit. MHAeKcH
MEPUOANYECKH OOHOBIAIOTCA U AOMOMHAIOTCA, [IOATOMY PE3YIIBTATEL PadOTHI OAHOM
MOUCKOBOH MAIIUHE] ¢ OTHUM H TEM K€ 3aIIPOCOM MOTYT pa3aInvaThCd, €CIIH MOHCK
MPOU3BOWIICS B PA3HOE BPEMAL.

[IporpaMma 06paboTku 3anpoca — 3T0 mporpamma, KOTopas B COOTBETCTBHH
C 3aMpOCOM MONB30BATENS «IIPOCMATPHBACT» HHACKC HA IPEAMET HATHYHS HYXHOI
HH(pOPMALIMM U BO3BPALNAET CCHUIKH HA HAMJIEHHBIE JOKYMEHTHl. MHOXKECTBO
CCBUIOK HA BBIXOJE CHCTEMBI PACHpEACIACTCS NMPOrPpaMMON B MOPSAKE YOBIBAHHS
PENEeBAaHTHOCTH, TO €CTh OT HANOONBIIECH CTEIIEHH COOTBETCTBHIA CCBUIKH 3a1pPoCy K
HANMEHBIIEH.

B HacTosdmee BpeMs CaMBIMHU MOTYJIAPHBIMHA U1 POCCUACKHUX TOIB30BATEICH
HHTepHeTa ABIAKOTCA ABE KPYIHBIC TOUCKOBBIE CHCTEMBI HHACKCHOTO THIIA:
Google, Yandex. 3T CHCTEMBI YUYUTHIBAIOT TPAMMaTHUYECKHE OCOOECHHOCTH
PYCCKOTO f3bIKA, MO3TOMY PEe3yNbTAaTHl UX TOHCKA B PYCCKOSA3BIYHBIX pecypceax
OTNHYAKTCA O0NEe BEICOKAM KAY€CTBOM, YEM Y 3AIMAJHBIX CHCTEM.

CormacHO  CTaTHCTUKE  TOUCKOBOH  cucreMbl  (Google,  3ampochl,
HaunHawmmecas ¢ «Iae», «Kro», «Korma» u «EcThb», cocTaBasT 8% Bcex
MOUCKOBEIX 3apocoB B Google.

PEiTHHI TOHCKOBBIX CHCTEM CPEAM PYCCKOSI3BIYHBIX IOJIB30BATENEH
MPEACTaBIICH B TAONHLE 1.

Tabmma 1

PEHTHHT IOMCKOBBIX CUCTEM CPEAU PYCCKOA3BIYHEIX MTOJIb30BATEIICH



[louckoBas cucTteMa Web-agpec
Google https://www.google.ru
Anpeke https://yandex.ru
Mail.ru https://mail.ru

[TonCKOBBIE MALIMHEL PA3THYAOTCs [0 0XBATy HH(OPMALMOHHBIX PECYPCOB:

[JocKoBBIC MAIIMHBL OOMICH TEMATHKH WMEOT 0a3y AAHHBIX MO BCEM
HAMpaBJICHUAM 3HaHUI U OTINYAKOTCS OOIMPHBIM HHASKCOM U OOJIBIIMM 00BEMOM
HAKAIUTHBAEMOi HH(pOpMAaLUH,

[JOMCKOBBIC MAIIMHBI CICHHAIBHOTO HA3HAYEHUA NPOCMATPUBAIOT TOJIBKO
CaMTEI 1O OMPEACIICHHON TEMATHKE, HATIPUMEP MY3BIKATIBHBIC HIIH MY3E€HHEIC.

OCHOBHBIE XaPaKTEPUCTHKH MOMCKOBBIX MAIIIUH:

— 00BEM JOKYMEHTOB B HHACKCE,

— qacToTa OOHOBIEHNA HHPOpMaALHH;

— HH(OPMALIMOHHOE MPOCTPAHCTBO, KOTOPOE OXBATHIBAET POOOT MOHUCKOBOIA
MAalOHHBL, H pPa3HooOpa3ue THUIIOB JOKYMEHTOB, O KOTOPHIX coOupaercs
uHpOpMAaLHs;

— CKOPOCTBb 00pabOTKH 3ampoca;

— KPUTEpUH OMNpPEaeneHUsl PEIEBAHTHOCTH (COOTBETCTBHS HAMICHHOIO
JOKYMEHTA MTOUCKOBOMY 3aIpocy ),

— BO3MOKHOCTB ACTANU3alUH U YTOUYHEHHS 3anpoca.

HHouck mo pyopuKaTropy nNOHCKOBOI CHCTEMbI

[JONCKOBBIE KATAJIOTH MPEACTABIAIOT COOOH  CHCTEMaTU3HPOBAHHYIO
KOJUICKLMIO (ToA0OpKY) CCBUIOK Ha Apyrue pecypcesl HMutepHera. CCBUIKH
OpraHHM30BaHbl B BHJE TEMATHYECKOro pyOpukaTropa (CM. PHCYHOK 1),
MPEOCTABIAIOMIETO COO0H NEPAPXUUECKYIO CTPYKTYPY, NEPEMEILAACEH TI0 KOTOPOIi,

MOYKHO HalTH HYKHYI0 HH)OPMALIHIO.
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Pucynok 1 — PyOGpukarope! SHaekc

Paccmotpum  mpumep. Ilpeanmonoxkum, Bbl coOupaeTech NpUoOpecTH
MOOWIBbHBIA TeNe(pOH U XOTUTE CPABHUTH XAPAKTEPUCTHKHU AarmnaparoB pa3HbIX
(upMm. TTorck mMor Obl BECTUCH 110 CIIECAYIOIMM PyOpUKaM KaTtajiora:

SAnnexe > Kartanor > MapkeT > Dnektponuka > CMapT(OoHbI 1 akceccyaphbl
> MoOubHbIE TENEPOHBI.

[lolyunB  OrpaHUYEHHOE KOJIMYECTBO CCBUIOK, MOXHO JIOCTAaTOYHO
OMEPaTUBHO X MPOCMOTPETH ¥ BHIOPATh TENE(HOH, MCCIEA0BAB XapaKTEPUCTUKH IO

(upmam u MmoaMpUKaLKIM annapaToB.

ITouck mo Ka4YeBbLIM CJI0BAM

BONBIIMHCTBO TMOMCKOBBIX MAIMH HMMEKT BO3MOYKHOCTH TOWCKA 110
KITIOUEBBIM CJIOBaM. DTO OJIMH M3 CAMBIX PACIPOCTPAHEHHBIX BUIOB Moucka. J{iis
MOUCKA MO KJIFOYEBBIM CJIOBAM HEOOXOJAMMO BBECTH B CTPOKE MOMCKA CJIOBO WIIH
HECKOIIBKO CJIOB, KOTOpBIE CJIEAYyEeT MCKaTh, W LIENKHYTh Ha KHOmNKe [lowmck.
[TonckoBas cucTemMa HaieT B cBOEH 0a3e M MOKKET JOKYMEHTBI, COAEPIKaILe 3TH

CJIOBaA.

[Touckosas cucrema Google (pucyHok 2).
Google mno3BoNsSET OCYLIECTBIATH I[MOUCK B Pa3IMYHbIX HUCTOYHUKAX
uHpopmauun: B0 BecemupHoii nayTune, B Katajaore, B AUCKYCCHOHHBIX Ipynmax, a

TaK)KC UCKATb KaPTUHKH.



Google

Mouck 8 Google MHe noseaéT!

Pucynok 2 — Unrepdeiic Google

Bo3moxkeH Takyke pacliUupeHHbINH MOUCK (PUCYHOK 3), KOTOPBIA MO3BOJISET
Pa3bICKUBATh JOKYMEHT Ha Pa3HbIX sA3bIKax U B paznnuHbix popmarax (PDF, DOC,
XLS w T.4.), NOKa3biBaTh CTPAHMIIbI, U3MEHEHHBIE B TECUEHUE OMPEACIEHHOTO
BPEMEHH, U YUUTHIBATH P APYTUX NAPAMETPOB.
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Pucynok 3 — Pacumpennsiii mouck Google



PaGotas ¢ Google, mone3HO 3HaTh HECKOJBKO OMEPaTopoB, KOTOPHIE
YIPOLAOT MOUCK. Hanpumep, 1t Toro 4roOsl MOMYYHTh TOJMKOBAHUE CJIOBA KM
COUCTAHUA CJIOB, AOCTATOYHO MEPEd HE3HAKOMBIM TEPMHMHOM (depe3 mpoden)
Hanevarath «define».

Taxk, 3agaB 3ampoc «define IHTEpHETY, BB IOIYYNTE CTICHUANBHYIO CCBIIKY,
MPEAOCTABIAIOLIYIO BCEBO3MOIKHBIE TOJIKOBAHHS TePpMHHA B CETH.

CnoBo «site», COMPOBOKAAEMOE TBOSTOYUEM, TIO3BOJIAET OTPAHHUYUTH [TOUCK
KOHKPETHBIM caiitoM. Hanpumep, 3ampoc «cets site: www. hownetworks.boom.ru»
[O3BOJAET HAWTH JOKYMEHT CO CJIOBOM «CETH» HA KOHKPETHOM CaMTe.

JIns KaKaoro JOKYMEHTA BBIAAETCS CChUIKA HA pecypce U ccblika [ITokasars
HaliICHHBIE CJIOBA] — MEPEXO0 Ha MOACBEYCHHBIH TOKYMEHT, TJI€ KOHTEKCT 3ampoca
BBIJEJICH CTPENIOYKaMH, KOTOPBIE 00eCTICUMBAIOT NEPEX0A IO BHIACICHHBIM CIIOBaM
PacummpeHHBIH MOUCK.

JIns  JOCTHKEHMS TIONOXXMTENBHOIO Pe3ysbTaTa MONb30BaTENb JOJIKEH
NpuOErHyTh K YCJIYyTaM HECKOJIBKHX TIOMCKOBBIX CHCTEM. MOXKHO 3TO CIenarh
CAMOCTOATENBHO, MEPEXOAA U3 CHCTEMBI B CHCTEMY, @ MOJKHO MOPYUHTH 3Ty paboTty
O/JHOH M3 METANOMCKOBBIX CUCTEM (meta — MepBast COCTaBHAs YacTh CJIOKHBIX CIOB,
0003HavaowAas CUCTEMBI /I OTIHCAHUA 1 UCCIIEJOBAHUSA APYTHX CHCTEM ).

OaHo U3 HA3HAYCHWIT METAMOUCKOBOTO CEPBICA ITPU TIOUCKE — TECTHPOBAHHE
Ceru Ha mpeaMeT HH(pOPMALUH.

A3bIK GOpMHPOBAHHS 3ANPOCOB

HJig Toro 9rodel caenarb MOUCK 0onee MPOAYKTHBHBEIM BO BCEX MOMCKOBBIX
CHCTEMAX CYIIECTBYET CHEHUATBHBIA 43bIK (POPMHUPOBAHHUS 3aMPOCOB CO CBOUM
CHHTaKCHCOM.

[IpaBuna popMHpPOBaHHUS 3aNpoca U IOUCKOBOH cucTeMe AHaeKe:

KimoueBeie CJI0Ba B 3anpoce CIEAyeT MUCATh CTPOYHBIMU OyKBAMH. OTO
O0ECIIEYUT MOUCK BCEX KIIFOUEBBIX CJIOB, @ HE TOJIBKO TEX, KOTOPBIE HAYHHAKTCS ¢
MPOTIHCHOI OYKBEL.

[Ipy MOMCKE YYNTHIBAKOTCA BCE (POPMEBI CIIOBA IO TIPABUIIAM PYCCKOTO A3bIKA,



HE3aBHCHUMO OT (POPMBI CIIOBA B 3aIpOCe.

[Touck cnosa B 3anaHHOi (opme — oneparop «!». CTaBUTCA MEPEN CIIOBOM,
KOTOPOE HY)KHO HAWTH. 110 yMOT9aHuIO BECh MOUCK BeAeTCA 0e3 yaeTa Mopdhosoruu
A3BIKA, T.€. CTIOBO MLIECTCA B JIFOOOM Naaeke, CKIIOHEHHW W 4ucie. i TOYHOro
MOUCKA MCMHOJB3YITE OMmeparop, MpH HEOOXOAUMOCTH NPUMEHSANHTE B OJHOM
3anpoce HECKONBKO onmeparopos. IIpumep: !ropoaa.

[Tonck mo uurare — omeparop « ». [lomoraer HalTH TOYHYIO ¢pa3sy HIU
OTPBIBOK TeKCTa. Brmounte B kaBblukH TpeOyemsbril 3ampoc. [Ipumep: «51 k Bam
IHIIY, Yero ke 00ey.

[Tonck mo uuTare ¢ NPONYIIEHHEIM CIIOBOM — OnepaTop «*». Hcnons3yercd,
KOrJa B OTPBIBKE NPOMYILEHA 4acTh TekcTa. [IpUMEHsETCA TONBKO B COUYETAHUH ¢
oneparopoM noucka mo umurare. Ilpumep: «B asrycre 2020 poct uHAEKCA
3apaboTHOM IJIaTEl COCTaBMI * B MOCKBE».

[ToHCK ¢ HY>KHBIM CIIOBOM — onepatop «+». byayT HalaeHbl JOKYMEHTHL, B
KOTOPBIX 00A3aTENBHO NMPHCYTCTBYET CJIOBO C OMEPATOPOM «+». OCHOBHOE CIIOBO
nmoucka 0e3 omepaTtopa MOXKET MPUCYTCTBOBATH HE HA BCeX cTpaHuuax. llpu
HEOOXOOMMOCTH HCIONB3YHTE B 3ampoce HECKONBKO omneparopos. [Ipumep:
Hctopus +TpuymdansHas +apka.

[lonck Ge3 omnpeaencHHOro cioBa — omeparop «—». [lomoraer HaiTH
CTPAHULEBI, HA KOTOPBIX €CTh 3aMPOC, HO OTCYTCTBYET CIIOBA € ONEPATOPOM. MO)KHO
HCTIONIB30BAaTh HECKOJBKO ONEpaTopoB B oAHOM 3ampoce. Ilpumep: Tearp
Cranucnaeckoro —Hemuposuya —JlaHuEHKO

[Tonck Ha BeIOOp — omepatop «|». HiouTe CTpaHHLB, HA KOTOPBIX
MPUCYTCTBYET NKOOOE CIOBO M3 3ampoca, Kak MHUHHMYM ofHO. Hcnonesyiite
HECKOJIBKO OTEPATOpOB B 3anpoce. [TpuMep: KUHO | PUABMBI | CEpHABL.

[IpaBuna ¢popMHpOBaHHUS 3anpoca B IOHCKOBO# cucTeMme Google.

Cam Google He adunmpyer HHPOPMAIMK O CBOMX «MOMOIIHHKAxX». Ha
OPUIMATBHOM CaiiTe NOAMEPXKKH MMOMCKOBHKA €CTh HMH(pOpMAaLUs JIMIIBE O
HEKOTOPBIX OMEPATopax, HO JANEKO HE 000 BCEX. YCIOBHO BCE OMEPATOPEI MOKHO

NOACIHUTE HA ABC T'PYIIIBL: IIPOCTEIC — IIPCACTABJICHEI, KAK ITPABWIO, B BUAC OOHOTIO-



IOBYX CIICLICHMBOJIOB, 3HAKOB TPCIMUHAHHSA, CJIOJKHBIC (HOKYMEHTHBIE) — LENbIe
croBa ((hpassl) WIH MPEIIOTH.

K 1IpOCTBIM OTHOCATCA:

«+» (mmoc). JaHHBIA onepaTop MO3BOJNAET YYECTh TO WM HMHOE CJIOBO
(mpeanor) B 00s13aTeNBHOM MOPAAKE. [N 3TOr0 Hy>KHO A00aBUTH MEPEA HUM «+»,
B pe3ynbrare MOHCKOBas CUCTEMa MOKAXKET TOJIBKO TE PECYPCH, IA¢ OTMEYCHHOE
CJIOBO {[IPEIJIOr) COACPKUTCA. B 0gHOM 3ampoce MOKET OBITh Cpa3y HECKOIBKO
Takux mmocoB. Hanpumep: JIoCTOEBCKUH HANOT COAEP)KaHUE +KPaTKO.

«—» (MuHYC). Ecmn «+» MO3BOMNAN HAXOJUTh CalThl, KOTOPBIE 00SI3aTEBHO
COAEPKAT, TO «—» HIIET PeCypchl, KOTOPHIE 0053aTENBHO HE COAEPXKAT YKA3aHHOE
CIIOBO (MCKJIFOHAET €r0).

OH Taicke 1o0aBnAeTCA BIEPEAN CIOBA H MOKET YNOTPEOIATECA HECKOIBKO
pa3 B oaHoM 3amnpoce. Hampumep: peuent cyinn —pmiaaeabpus —X0COMaKH.

«.» (OB€ TOYKH). 3TOT OMEpParop NO3BONAECT HCKaTh WHPOPMALHI B
OTIPEJIEICHHOM YNCJIOBOM JHANA30HE, ITO MOTYT OBITh AATHI, LICHBL, H3MEPEHUS U
T.4. Bee ynena u3 auanaszona 6y ayT NOACBEUHBATLCA B CHUNINIETax. [[puMep: KynuThb
urpoeoit HoyTOyk $200..$300.

«» (npsamas dyepra). UroOwl Google uckan cosmageHus mo JOOMY M3
KJITIOUEBBIX CIIOB, COACPIKALLIMXCS B 3apoce, HX HEOOXOAUMO CBA3ATh CHMBOJIOM «|»
(unu). BMecTO npAMo# 94€pTBl MOXKHO MCIOJIB30BATE Mpeanor «OR» (00s3arenpHo
3arJIaBHBIE) — PE3YNbTaT WACHTHYEH. [IpuMep: KEHCKOE IJIAaThe PO30BOE | HEKHO-
PO30BOE | CBETNO-KPACHOE | MAJIMHOBOE,

«» (kaBplukH). [IpUMEHAIOTCS B cCaydasx, KOraa HEoOXOAMMO TOYHOE
COBMafAcHUE CIOBOGOPMBIL, (ppasel. CUCTEMA UCKJIHOUAET CAlTHI ¢ HHBIMU (POpMaMH
HAMUCAHUsI, HHBIM MOPAAKOM CJIOB U T.J. JIaHHBII OoNeparop XOPOlIO COYETACTCA ¢
OPYTUMH, TMO3BOMSAA J€Narh 3alpoCc  MAKCHMMAIbHO KOHKPETH3MPOBAHHBIM
(HampuMmep, ¢ «—»). ITpuMepsl, «eMKOCTE aTapen Samsung S8».

«~» (TUapaa). YToOBl MOMHMO YKAa3aHHOTO KJIHOYEBOIO CIIOBA MOHUCKOBHK
HCKAJl U €r0 CHHOHUMBI, HEOOXOAMMO BIepean A00ABUTH CHMBOJI «THIBIAN.

Hanpumep, ~ctardpnsauusd npuyHHEL.



«*» (3Be3mouka). CHMBON «*» MO3BONACT HCKATh NPOIYIICHHBIC CJIOBA U3
VCTOSIBIIMXCSl W TOMNYNAPHBIX (ppa3, BBIPAOXCHHUH, CTPOK MY3bIKAJbHBIX U
XYJOKECTBECHHBIX MPOM3BEACHMIA, nuTar. IloMoraer, Korga noap30BarTeNb 3a0bUT
WIH HE MOKET 4e€TKO CHOpPMYIHpPOBATE CBOH 3ampoc. Hampumep, nepeblii 3aKk0H
TEPMOAMHAMHKH U1 *TIpo1iecca.

Omnepatop «at» (MK, KaK €ro B IPOCTOPEUbe HA3BIBAIOT, «CO0aKa» ) CIYKUT
IJTA MOUCKA HHGOPMALIMY 10 TEraM B cOUMANBHBIX ceTax. [Ipumep: @lordjurrd.

«#» (pemerka). OnepaTop And moucka UHGOPMALMU MO Teram. B maHHOM
CITy4Yae MOUCK OCYIIECTBIAETCA MO XENITEraM U HE TONIBKO B COLUANIBHBIX CeTAX. Bee
CAMTHI ¢ YKA3aHHBIM XCIUTErOM OTOOPA3ATCs B pe3yybTrarax Beigayn. IlpumMep, kak
MpoLuUTH #BEIOOPEI2020.

«$» (3mak momnapa). Yaine Bcero ymoTpedaseTca B KOMMEPUYECKHIX 3apocax
IJTs TOTO, YTOOBI HANTH TOBApP WIH YCIYTY 110 KOHKPETHON LICHE WM B KOHKPETHOM
[ICHOBOM JMAMA30HE, €CJIU PUMEHUTD OTIEPATOP «..».

JoGapup cumBon «$» mepen YHCIOM, TONB30BATENb 3ACTABHT MOHUCKOBYIO
CHCTEMY UCKATh COBNAACHUA HMEHHO B LICHAX (HE TONBKO B JOJUIApaXx, HO U B JIHO00H
Ipyroi Bamore). B pe3ynbrarax BeIAaYM COBMaAeHUs OyayT noacBeueHsl. [Ipumep,
Kynuth Tenesusop LG $300.

«AND». JlanHBIH Omeparop aHAJIOrH4YeH OOBIYHOMY Mpoleny — MO3BOJISIET
YVUUTBHIBATh BCE KIIOUEBBIC CIIOBA, PACTONOXKCHHBIE CIICBA M CHPaBa OT HETO
(mponMcHIBaTH TOJMBKO 3ariaBHBIMH OykBamu). Hampumep, nerckue AND
¢dyr6oneHBIe AND GYTCHL

«site:». Eciii B MOMCKOBOH CTPOKE HAIKHCATH «Site:», a Mocne yKa3arb JOMEH
pecypca, To MOUCK OYAET OCYIIECTBIIEH TOJILKO BHYTPH yka3aHHOTO caiita. Ocolo
4acTO MPUMEHAETCS A MOUCKA MH(POpMaIMK Ha KPYTHBIX [JIOIIAAKaX U MOpTaiax,
ra¢ IOMCK BPYUYHYIO HE HAcToNbko »ddextnBen. Hanpumep, site:ru. wikipedia.org
YTO TAKOC MATEMATHYCCKUI aHAIHU3.

«related:». Oneparop mo3BoNsgeT UCKarh HHPOPMAIMIO HA IUIOIIAAKAX CO
CXOKEH TEMATHKOH YKa3aHHOIO pecypca. YNoTpeOmsercs, KOoraa IoJib30BaTellb

X0YeT HAWTH AHAJIOTMYHBIA KOHTEHT Ha JAPYruX canrax. Tak ’Ke, Kak H ¢



MPEABIAYHIMM «MOMOLIHUKOMY, TMOCIE IBOETOUYMS HEOOXOAMMO yKa3aTh AOMEH
MCXOAHOHN miom@anku. YtoObl NOMCKOBUK HALLE HE MPOCTO CANTbI-aHAIOTH, a
KOHKPETHYI0 MH(POPMALMIO HA WX CTPAHUIIAX, OCNE IOMEHA HEOOXOAMMO 3a1aTh
cBoii 3ampoc. Ipumep, related:amazom.com HoyTOYKM Lenovo.

«cache:». [TouckoBas cuctema Google npu MHAEKCALIMKA CTPAHULL COXPAHSIET
X B Kd3lIe y cebs Ha cepBepax. Ecnm mo kakMMm-TO MpPUUMHAM CaT mepectan
paboTatk (Hanpumep, MO0 TEXHUYECKUM ), MOYKHO HAWTH MX KIIIMPOBAHHBIE BEPCHU
npu nomoww oneparopa «cache:», ykazas URL-agpec uckoMO# BeO-CTpaHULIBL
Taxoke MOXKHO 100aBUTH KJTIOUYEBBIE CJI0BA VTS [IOMCKA ONTPEICIIEHHON HH(OopMaLiu

Ha yka3aHHO# cTpanuue. [Ipumep, cahce:https://auto.ru bmw mé6.

«filetype:». UroOsl Haiitu He npocto html BeG-cTpaHuily, a JOKYMEHT B
koHkpetHoM ¢opmare (pdf, doc, rtf u 1. a.), HEoOX0aMMO N0OABUTH K 3arpocy
«filetype:» wm ykazatb HykHbIH (opmar. T.e. MBI yKa3blBa€M TMOUCKOBHKY,
JNOKYMEHTBI Kakoro opMara Hy»HO uckath. Harnpumep, popma 16 filetype:pdf.

«info:». Oneparop «info:» mnpeacrasisier OONBLIYID LEHHOCTb UIsi BeO-
MACTEPOB, TaK KaK MO3BOJISET MOJYUYUTh Pa3InyHyl0 MHPOpMaLuio 00 yka3aHHOM
BeO-aapece. [Tpumep ncnonb3zoBanus: info:vk.com.

«link:». Tlo3BonsieT MONYYUTH CHMCOK CANTOB-IOHOPOB, CCHUIAOILMXCS HA
yKa3aHHbIA J0MeH. Taioke MCMoNb3yeTcs: BeO-MacTepaMu Uls OMCKA MOJIE3HOM
uHpopMalMu (B TOM UYHMCI€ M O KOHKYPEHTCKMX pecypcax). Hampumep:
link: https://destacar.de.

«allintitle: (intitle)». Wcnoms3yercs ais MOMCKAa CTPaHML, COASPIKALLUX
3aJaHHy0 (pasy B TaiiTiie (B 3arojioBKE). YUMTHIBAIOTCS BCE CIIOBA, BBEACHHBIC
MOCJIE ABOCTOYMSI.

«intitle:» — aHAIIOrUMYHO, HO YYUTHIBACTCS TOJIBLKO OJTHO CJIOBO, CTOSIIEE Cpa3y
mocne omneparopa (OCTaJbHBIE KIHOUM OyAyT COAEpIKaThCs HE 00s3aTelbHO B
zaronioBke). [Ipumep, allintitle: nemoHTaX JEPEBAHHBIX OKOH.

«allinurl (inurl)». Eciu ucnons3oBarh ero, nouckoBuk Google OyaeT uckarb
cosnancHus B URL-aapece:

— «allinurl:» yauTBIBa€T BCE CIIOBA MOCIIE ABOCTOUMS,



— «inurl:» yYHTBIBAET TOJIBKO MEPBOE.

[Tpumep, allinurl: npoasuwxenue rpynmne BK.

«allintext (intext)». Janubli onepaTop paboTaeT No TOMY K€ IPUHLMITY, YTO
H [IBa MPEABIAYIINX. MI3MEHSeT s JIMLIB MECTO AJIsA IIONCKA COBMAACHMIA.

«allintext:» H «intext:» UIIYT 3aJaHHBIE KJIFOYH HEMTOCPEACTBEHHO B TEKCTE HA
CTPaHMLAX {B KOHTEHTE ), YUHUTHIBAA BCE HITH TOJIBKO NMEPBOE CIIOBO COOTBETCTBEHHO.
ITpumepel ucnonb3oBanus: allintext: 0CTEOnOrus 3T0 HayKa.

«allinanchor: (inanchor)». ITocnemnue oneparopsl U3 kareropuu «allin (in)»
B A3BIKE MOUCKOBBIX 3ampocoB (Google. B naHHOM ciydae COBMAACHUS WIIYTCS B
aHKOPE.

AHKOpP — 3TO TEKCT FHNEPCCHUIKH (TO, YTO BUIUT MOJIL30BATEND). Tak Kak B
AHKOP MO>KHO MOMECTUTh JFOO0H TEKCT, B HETO 3aYacTYH JOOABISIOT KIIFOUYEBBIC
CIIOBa BeO-CTPaHHLIBI, HA KOTOPYIO BEET cChbUIka. M MMEHHO 0 3TUM KiroyaMm Oy aer
OCYILECTBIATHCA MMOKCK, €U B 3anpoc aodasuth «allinanchor» wnu «inanchory.
Hanpumep, allinanchor: xynuTe aBHaOUNETHI OHJANH.

«define:». OAMH 13 CAMBIX MOJIE3HBIX «TOMOIIHUKOB) B TOHCKE HHGOPMALIHH
IJId T€X, KTO 4acTo HMeeT JeNo ¢ TepMuHonormed. «define:» maer komaHzy
MOUCKOBOH CHCTEME HCKATh UMEHHO OMPEACTCHHs (CTPAHWIBI, HA KOTOPHIX €CTh
onpeaencHue). B GonpluumHCcTBE CiyyaeB (Google cam AacT NMOSCHEHHE B OTACIBHOM
OKHE B caMOM Hauaji¢ Beigaud. Hampumep, define: GromxeTHas ccya.

«movie:». [TpuMeHseTcs, ecii He0OX0AMMO HAWTH HHPOPMALIMIO HMEHHO TIO
¢uneMam. HazpaHust HEKOTOPBIX (PUNBEMOB COCTOSIT U3 OJTHOTO-ABYX CJIOB, KOTOPHIE
ynotpedisaiorca n B oduxoae. Ilonyyas takoii 3anpoc, Google He TOHMMAET, YTO
HMEHHO MOJIb30BATENE XOUET HATH: OMPEACTICHUE, TEMATHYECKYIO CTAThIO, (PUIIEM
HJIH 4TO-TO ellle. OnepaTop «movie:» yTOuHsAeT HaMepeHUe nonb3opatens. [Tpumep:
movie: moGOBb.

B03MOXHO, HA MOMEHT BBHIMOIHEHHS Ja00paTOPHOI pa0OTEL HEKOTOPHIE U3
OTMEPATOPOB YK€ He OyAyT padoTaTh (B CHITY MOABICHHUA HOBBIX TEXHONOTHIA). Beas
Google HUKOT A HE CTOUT HA MECTE M MOCTOAHHO OOHOBIACT CBOU TEXHOJIOTUH. OH

CTPEMUTCA [0 MAKCUMYMYy OONIErYMTH MPOLECC MOWUCKA HHPOPMALUH, U TAKWE



«IOMOIIHHUKWY JIMITHCC TOMY NMOATBCPXKACHUC.

ITouck mo kapTuHKe

SIHaeKC yMeeT McKarh M300pakeHHMs MO 3aJaHHOMY 00pasily. ITO MOXKET
ObITh 1LEn0e M300pakeHwe wiaM ero ¢parmMeHt. [lpm >TOM o00pasenr MOKeT
pa3MelarbCs B MHTEPHETE WM XPAHUTHCS HA BALIEM KOMIbIOTEPE WM APYroM
YCTPOMCTBE.

[Touck Mo KapTHMHKE OCHOBAaH HA AJIrOPMTMAax KOMIBIOTEPHOTO 3peHus. B
pe3ysibTaTte MOUCKA MOTryT ObITh HAiJEHbl KaK TOYHBIE KOMHUU HMCXOJHOTO
M300pKEHUS, TAK U KAPTUHKHK, HE3HAYUTEJILHO OTJIMYAIOIIMECS OT OPUTHMHAA.
Hanpumep, 370 MOryT ObITh pazHbie Gororpaguu OJAHOTO U TOrO K€ MaMATHHUKA

APXUTEKTYPHIL.

Hairw
Kak Havare nouck no kapruHke? Haxmure KHOIKY B

MOMCKOBOM CTPOKE CEpBHCA M B OTKPBHIBIIEMCS AMAIOTOBOM OKHE 3arpy3uTe
MCXOIHOE N300pAKEHUE OJTHUM U3 CIAEOYIOMIMX COCOO0B:

— MEPETALUB UCXOAHYIO KAPTUHKY B JUATIOTOBOE OKHO;

— HaXaB cchlIKy BriGepute (aiin u ykazaB myTh K KapTHHKE Ha JKECTKOM
JTCKE;

—BBeist URL KapTUHKHU B MOMCKOBYIO CTPOKY.

3areMm HaXMHUTE KHONKY Haiitu.

PesynbTaThl MOMCKA MO KapTHHKE OOBEAMHSIOTCS B TPYMIbl. Bbl MoXxeTe
OTKPBITh KOMWIO KAPTHMHKU B JPYroM pa3sMepe WM y3HaTh, HAa KakuX caiTax
BCTPEYAIOTCS TAKHUE HKE KAPTHHKH.

3apanue

1. CpaBHEHHE OCHOBHBIX PYOPHK MOMCKOBBIX CUCTEM.

[loouyepenHo OTKpbITH 2-3 MOUCKOBBLIE cUCTEMBL. [IpocMOTpeTs mnepeyeHsb
OCHOBHBIX pyOpuK. CpaBHUTH PYOPUKH MOUCKOBBIX CHCTEM.

Kakas nmouckoBasi cuctema, Ha Balll B3I, o0nanaeT 0oee npoayKTUBHOM

2. 3HaKOMCTBO C SI3bIKOM 3aIPOCOB:

— c(hopMUPOBATH 3aIPOC MO TOYHOMY HA3BAHHIO WU LIUTATE;



— c(hOpMHPOBATE CJIOXKHBIN 3aIPOC HA MOUCK HHPOPMALIMHU MO 3aKAJTMBAHUIO
(MCKNEOUNTD U3 MOUCKA TPYAHBIX JETEH, 3aHATHS ¢ TPEHEPOM ).

3. ITonck 1o KapTUHKE:

Bo3pMmuTe B MHTEpHETE NH000e m300pakeHHe. C NMOMOIIBK MMOMCKA 1O

KapTHHKE HAUTE TOUHYHO KOTIMIO H300paKEHHS.



Heo0xonuMoe MaTepuaIbHO-TEXHHYECKOE 000PYAOBAHHE:

[lepcoHanbHBI KOMNIBIOTEP WIIH HOYTOYK € YCTAHOBIICHHBIM NPOTPAMMHBIM
obecneuenueM Microsoft office He Huwxe Bepcuu 2007, Hanpumep, IT3BM
INTELGorei3-7100/H1 10M-KRTL/8GB/1 TB/DVDRW/LCD21.5"/k+n/

nepcoHanbHbiME  KoMmbroTepaMu [IK S1155 Inteli3 (IntelRH67/13-2130
3/40GHz/DDRIII-4Gb/HDDSATAIII 320Gb/DVD+R/RW/450Bt/xnaBuaryp,
MbIIIL/23”LCDSamsungB2330 (ZKFV))

[IK S1155 Intel 13-2130 3.4 Hz/DDR III-4Gb/HDD SATA 111320
Gb/DVD+R/RW,23 "LCD Samsung

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

[Ikana OLlCHHBAHHA ¥ KPUTEPHH OLICHUBAHHUSA BHIMOTHEHHBIX 3 JAHHIA:

Dopma KOHTpOIA MuHnManbHbIH Gamn MakcumanbHbli 6amwn
bann | IIpuMeuanue bann | IIpuMeyanue

1 2 3 4 5

Jlaboparopras pabora Ne | 1 BoImonHua 2 BeimonHun

1 naGoparopHy pabory ¢ nabopaTopHYIO
CYLIeCTBEHHBIMU paboty Oe3
3aMeYaHHAMH, MPOLIEN 3aMeYaHHi 1
TECTHPOBAHHE MO TEME poLIeN
nabopatopHoii paboTe! ¢ TECTUPOBAHHE ¢
50% npaBHNBHBIX nonei MpaBUJIbHBIX
OTBETOB oteeToB Oonee 50%

Jlaboparopras pabora Ne | 1 BoimonHua 2 Beimonsun

2 naGoparopHy pabory ¢ nabopaTopHYIO
CYLIeCTBEHHBIMU paboty Oe3
3aMeUYaHHAMH, MPOLIEN 3aMeYaHHi 1
TECTHPOBAHHE MO TEME IpoLIeN
nabopatopHoii paboTe! ¢ TECTUPOBAHHE ¢
50% npaBHNBbHBIX nonei mpaBUJIbHBIX
OTBETOB otBeToB Oonee 50%

Jlaboparopuas pabora Ne | 1 BoimonHua 2 BeimonHun

3 naGoparopHy pabory ¢ nabopaTopHYIO
CYLIeCTBEHHBIMU paboty Oe3
3aMeUYaHHAMH, MPOLIEN 3aMeYaHHi 1
TECTHPOBAHHE MO TEME npoLIeN
nabopatopHoii paboTe! ¢ TECTUPOBAHHE ¢
50% npaBHJIBHBIX nonei MpaBUJIbHBIX
OTBETOB otBeToB Oonee 50%

Jlaboparopuas pabora Ne | 1 BoimonHuI 2 BeimonHun

4 naGoparopHy pabory ¢ nabopaTopHYIO
CYLIeCTBEHHBIMU paboty Oe3
3aMeYaHHAMH, MPOLIEN 3aMeYaHHi 1
TECTHPOBAHHE MO TEME IpoLIe




naboparopHoii paboTel ¢
50% npaBHNBHBIX

TeCTHPOBAaHHE C
noneii NpaBUIbHBIX

OTBETOB oteeToB Oonee 50%
Jlaboparopuas pabora Ne | 1 BoImonHua Beimonsun
5 naGoparopHy pabory ¢ nabopaTopHYIO
CYLIeCTBEHHBIMU paboty Oe3
3aMeUYaHHAMH, MPOLIEN 3aMeYaHHi 1
TECTHPOBAHHE MO TEME poLIeN

naboparopHoii paboThl ¢
50% npaBHNBHBIX

TeCTHPOBAHHE C
noneii NpaBUIbHBIX

OTBETOB oteeToB Oonee 50%
Jlabopatopuas pabora Ne | 1 BoimonHua BeimonHun
6 naGoparopHyo pabory ¢ nabopaTopHyIO
CYLIeCTBEHHBIMU paboty Oe3
3aMeYaHHAMH, MPOLIEN 3aMeYaHHi 1
TECTHPOBAHHE MO TEME npouIeN

naboparopHoii paboTh! ¢
50% npaBHNBHBIX

TeCTHPOBAaHHE C
noneii NpaBUIbHBIX

OTBETOB oteeToB Oonee 50%

Jaboparopnas pabora Ne | 0,5 Beinonnua Bemonnun

7 naGopaTopHyio paboty ¢ nabopaTopHYIO
CYLIeCTBEHHBIMU paboty Oe3
3aMe4aHHSAMH, MpoLIen 3aMe4aHuii 1
TECTUPOBAHHE MO TEME npoLen
nabopaTopHoii paboThl ¢ TEeCTUPOBAHHE C
50% npaBHNBHBIX nonei MpaBUJIbHBIX
OTBETOB oteeToB Oonee 50%

JlaGopartopHas pabota Ne | 0,5 Brinonnun Brinmonaun

8 nabopaTopHyio paboty ¢ nabopaTopHYIO
CYLIeCTBEHHBIMU paboty Oe3
3aMEYaHHSIMH, NPOLIEN 3aMe4aHui 1
TECTHPOBAHHE MO TEME poLIeN
nabopatopHoii paboTe! ¢ TEeCTUPOBAHHE ¢
50% npaBHIBHBIX NoNeH NpaBUJIbHBIX
OTBETOB otBeToB Gonee 50%

JlaGopartopHas pabota Ne | 0,5 BeimonHun Breimonuun

9 nabopatopHyro paboty ¢ na6OPaTOPHYIO
CYIECTBEHHBIMH pabory Oe3
3aMEYaHHSIMH, NPOLIEN 3aMe4aHui 1
TeCTHPOBAHHE MO TEME npoLIeN
nabopatopHoii paboTe! ¢ TECTUPOBAHHE ¢
50% npaBHIBHBIX NoNeH NpaBUIbHBIX
OTBETOB otBeToB Gonee 50%

Jlabopatopuas pabora Ne | 0,5 BoimonHuI BeimonHun

10 nabopatopHyro paboTy ¢ na6OPaTOPHYIO

CYIECTBCHHBIMH

paborty Oe3




3aMEYaAHHAMH, NPOLIEN
TeCTHPOBAHHE IO TEME
naboparopHoii paboThl ¢
50% npaBHIBHBIX

3aMe4aHui 1
nporen
TECTUPOBAHHE C
AoNeH NpaBUIbHbBIX

OTBETOB otBeToB Gonee 50%
Jlabopatopuas pabora Ne | 0,5 BoimonHua BeimonHun
11 nabopatopHyro paboty ¢ naBOPaTOPHYIO
CYIECTBEHHBIMH paboty Oe3
3aMe4aHHsSMH, TPOLLEJ 3aMedaHHil U
TECTUPOBAHHE MO TeMe npoLuen

nabopartopHoii paboThl ¢
50% npaBHNBHBIX
OTBETOB

TECTUPOBAHHE C
noneii npaBUIbHBIX
oteeTOB Oonee 50%




Choucok BOIIPOCOB IJIf1 CAMOKOHTPOJIS:

1. Cricok
CaMOKOHTPOIS:

Bosmoskno mu B mporpamme  Word
NPOU3BOAUTE  ABTOMATHYECKVIO  COPTHPOBKY
cnucKoB no angasury?

A) ma, COPTHPOBKA HAXOAMTCA BO
Bknagke [naBHas B 6noke AGzan

B) na, copTupoBKa HAXOOHTCA BO
BkIaake  Pasmerka crpammust B Onoke
TTapaMeTpsl CTpaHULIEL

C) Takoii BOZMOKHOCTH HET

2. TIpu aoGasnenuu cToa01OB B TAOIHIY
BO BKJAJKE MakeT MpH BHIOOpPE BCTABHTH CICBA,
BCTABUTH CMPAaBAa HOBBIH CTONOEL BCTABHTCA
CNeBa UM CIIPABA OT

A) sueiiku, B KOTOPO# CTOUT Kypeop

B) ot ueHTpa TAGNULEI

C) ot Hayanma TabnuIE!

3. BosmoxHo ju sueiiky B Tabnuue
pa3oenuTh Mo AHArOHANU?

A) Ja, BO3MOKHO, HATIPHMEP HUCTIONB3Y A
HHCTPYMEHT KapaHIAI

B) HeT, HEBO3MOXKHO

4. Ecnu mpu 100aBNeHHU 3aMONHEHHOMH

BOIpPOCOB A

TabMHUIbl B AOKYMEHT, OHA HE MMOMECTHIACH
OeJHKOM IO MIHPHHC HA CTPAHHLY H UaCTh
CTONOLIOB OKA3AHCh HEBHAMMEIL, TO HEOOXOIUMO

A) mepetitu B0 BKIagky Maxker, B
KOTOPOH BEIOpaTh CBOHCTBA, Janee B CBOHCTBAX
NpONHCaTh WHPUHY TaONHLEI MEHBINE, YeM
LIHPHHA CTPAHHLBI

B) ynanurs uacts ¢Ton0uos B Tabauie

C) VMEHBLIATP INHPHHY HECKONBKHX
MEPBEIX CTONMOLIOB, MOKa BCA TabnHLA He
OKKETCA HA JIHCTE

5. Bo3MOXHO JH MaclITaOHPOBaTh
PHCYHOK, HApHCOBaHHBIH B mnporpamme MS
Word?

A) na, BO3MOXKHO, €CJIH OH HAPHUCOBAH B
NOJIOTHE

B) ma, BO3MOXKHO, €Cnu OH HAPUCOBAH
6e3 nonoTHa

() HeT, HEBO3MOXKHO

6. Kak H3MeHUT: 3amHMBKY (QUIVPH
"Jlunus" BO BpeMs CO3gaHus pucyHka B MS
Word?

A) v durypsl "JIUHHA" HE CYIICCTBVET
SAMHBKH, ¥ TAHHOH GUTYPbl BO3MOKHO H3MEHHUTD
TOJIBKO HACTPOMKH KOHTYPA

B) BeiOpare zanueka purvpel B Onoxe
Crunu durypsr Bo Bknaaky ®opmar

7. VYerpoiicTBaMu BHEIUHEH MAMSTH
ABIAIOTCA

A) xaptbl mamati, USB - HakonuTenw,
SSD-HAKONHTEH, KECTKHE JUCKH

B) onepaTtueHBE 3aMOMHHAIOLIHE
YCTPONCTB

) MIOCTOSHHOE JANOMHHAIOIIEE
YCTPOKCTBO

8. Kakux CNHCKOB HET B TEKCTOBOM
penaxrope?

A) TOYEUHBIX

B) HvMepOBaHHBIX

C) MapKUPOBAHHBIX

9. [Tpu 3aaaHIH MAPAMETPOB CTPAHHIIBI B
TEKCTOBOM PEAAKTOPE YCTAHABINBAKOTCA:!

A) nmond, OpHEHTAUMsA M pa3Mep
CTPAHHLIBI

B) uwHTepBan Mexny ad3auaMH U BUL
wpudra

C) ¢oH 1 rpaHULBI CTPAHULIBL, OTCTYTI

10. Kaxyo koMOMHAIMIO  KIIABHII
CNeAveT NPHMEHHTb, YTOOBl BBIACIHTH BECH
JOKYMEHT

A) Ctrl+A

B) Ctrll+C

C) Cul+V

11. Kaxyo koMOMHAIMIO KJIQBHII
CNeAvVeT TPHMEHHTb, UTOOB  CKOMHPOBAThH
BBLACNICHHBIH (parMeHT

A) Ctrl+C

B) Ctrll+A

C) Ctrld +V

12. OcHOBHBIMH dbyurkupaMu
ONEPALIMOHHOH CUCTEMBI ABISIOTCH

A)  amamor ¢ MONB30BATENEM,

YOPABICHHE PEeCypeaMu KOMIBIOTEPA, 3aMyCK
nporpamMm Ha BbINOJTHCHHE

B) paspabotka mporpamM gaa IBM,
BBHIBOA HHPOPMALIMH HA MPHHTEP

13, Kaxyo koMOMHAIMIO  KJIQBHII
CNeAveT MPUMEHHTB, YTOOH BCTABHTH B TEKCT
CKOMUPOBAHHBIH (PparMeHT



A) Cul+V

B) Ctrl+C

C) Ctrl+A

14, Kakyw xoMOMHAIMIO  KJIABHIN
CNeAYET MPUMEHHTH, YTOOBI BCTABUTH B TEKCT
Pa3pbiB CTPAHHLBL

A) Ctrl+Enter

B) Ctrl+A

C) Ctrl+C

15 Kakasa knaBulIa Ha KIaBHATYpe
YAAISET CHMBOJ CIISBA OT Kypeopa?

A) Backspace, BS, <«

B) Delete

16, Kakas knaBuma Ha KIaBHATYPE
VIaNAEeT CUHMBOJ CripaBa oT kvpcopa?

A) Delete

B) Backspace, BS, —

17. Konoururyn — 310:

A) oOnacte, KOTOpasd HAXOAUTCA B
BCPXHCM H HIDKHCM IIOJIC H [IPCAHASHAYACTCS A1
NOMEIICHHA HOMEPA CTPAHHLBI HIH HA3BAHHI
paboOThl HaJ TEKCTOM KXKIOH CTPAHHULIbI

B) BHemHHII BHA TIEYATHHIX 3HAKOE,
KOTOPBIH  MONB30BATC/Ib  BHANT B OKHE
TEKCTOBOTO PeaaKTopa

C) BepxHAA CTpOKAa OKHa peJakTopa
Word, koTopas comepxur B cebe maHe b KOMaHT
(HanpumMep, «Bcraskay, «Konerpykrop»,
«MakeT» H T. I.).

18. Yo no3BoAsSeT YBUISTH BKIIKOUCHHAA
kHOMKA «OQToOpa3suTh BCE CHMBOIBIY

A) mpoGensl MeXay CIOBaMH H KOHELl
abzama

B) Bce 3Haxu npenuHaHus

C) onOKH B TEKCTE

19. O6veaunnTe HAH pazOuTh AUCHKH
HAPHUCOBAHHOM TAOTHILIBI BO3MOXKHO BO BKJIA,IKE

A) (Maker»

B) «KoncTpvkTOop»

C) [Tapamerpbt Tabauub»

20. Yrobml caenmare comepxKaHHEe B
JAOKVMEHTE, HEOOXOAHMO  BBIMOJHHTE  PAX
CIEAYIOIMX ACHCTBUI

A) BHASIHTD B TEKCTE 3Ar0JOBKH,
MOMETHTE MX KaK 3JIEMEHTHl KaKOTO-TO VPOBHA,
nepeiiTi Ha BKIaAKy «CCBIIKHY» H TaM HAKATh HA
HUKOHKY «OrnasneHue»

B) BBLOCTHTE HECKOMBKO CIOB B TEKCTE C
nomower  knasuwd  Ctrl  (oHu  Ovavt

3arjJaBHsIMM), IEPSHTH Ha BKNaAKy «BcraBka» u
HaKaTh Ha HKOHKY «CoacpkaHue»

() kax oy HOBVIO INIABY HAYATh C HOBOI
CTpaHULIBI, [EepeiiTH Ha BKIaAKy «Bcraskan,
HAHTH TaM HKOHKY «BcTaBuTh cOomepxaHue» u
HaXKaTh Ha Hee.

21, K onepaumoHHBIM  CHCTEMAM
OTHOCATCA

A) Microsoft Windows, MacOS, Linux

B) MS-Office

C) MS-Word, Word Pad, PowerPoint

22. Kakol OpHESHTAUUH CTPaHULB HE
CYLICCTBYET?

A) B10KHOTHOH

B) kHIDKHOH

C) anpboMHOI

23. Kakylo Onuuio peryiupyer 310
AHAIIOTOBOE OKHO?

A) u3MeHeHHe ab3aLHOTO OTCTVIIA

B) usmenenne mpudra TeKcTa;

C) usmeHeHHe pazMepa NoNeH JHUCTa.

24. TloMecTuTh B AOKYMEHT PHCYHOK
MOYKHO NPH MOMOIIH BKIAJKH:

A) Beraska

B) Cepsuc

C) Bua

25. UroBbl ¢renarh TEKCT MOy KHPHBIM:

A) Buigenuts TEKCT M HaxkaTh KHONKY JK
Ha Bknaake I'naBHas

B) Beiaenuts TexeT 1 HaXkaTh KHONKY JK
Ha Brmaake PeueHsuposanue

C) BriaenuTh TEKCT U HaXKaTh KHOMKY K
Ha BKIaaxe Bun

26. Ytobbl ¢crenaTh TEKCT KYPCHBOM

A) BBLAETHTE TEKCT H HaXKaTh KHOMKY K
Ha Bknaake I'naBHas

B) Buiaenuts TekeT 1 Haxkarh KHONKY K
Ha BKnajke PeueH3uposaHue

C) BrIaenuTh TEKCT H HaXaTh KHOMKY K
Ha BKIaaxe Bun

27. C noMOBK KAaKOTO BCTPOSHHOIO B
penakrop WORD 00BekTa MOKHO BCTaBIATH B
JOKYMEHT MaTeMaTHIeCKue hopMymb?

A) MS Equation

B) MS Clip Gallery

C) MS Word Art

28. Kaxon mapametp (opMaTHpOBaHHS
HENb34 HACTPOHTH B AHANOrOBOM OkHe AGzan?

A) LBET TEKCTA

B) mexaycTpouHblii HHTEPBA



() BbIpPABHHBAHHE TEKCTA

D) orctvn

E) yOpate uHTEpBanBl MEKAY ab3aaMu

29. Yto HeNb3s HACTPOUTD B JUATIOTOBOM
oxue Hpudr

A) BEHIOOp HCTIONB3VEMOTO A3HIKA

B) user ¢cumMBOIOB

C) paccToaHHEe MEXKAY CHMBOIAMH

D) BepxHuUii HHAEKC

30. Kak BCcTaBUTP HOMEpA CTpaHHL B
JOKYMEHT?

A) BcraBka / HOMep CTpaHHLBI

B) HanucaTh HOMEP B KONOHTHTYIIE

() HanucaTh HOMEP BHH3Y CTPAHHULIBI

31. Kak MO:XHO OOpaTHTECA K AYCHKE B
Excel (vkazath ¢€ B hopMyvIe)

A) mo uHmekCcy c¢Tonmdua M HHICKCY
CTPOKH STYCHKU

B) no Ha3BaHUIO TUCTA H HOMEPY AYESHKH

32. INocToannas naMATh NMPEIHA3HANCHA
A

A) XpaHeHUA HEM3MEHAEMOI
HHPOPMALIHH

B) nnutensHoro xpaneHus uagopmarpu

C)  KpaTKOBPEMEHHOTO  XpaHEHHA
HHGOPMALIMH B TEKYILHI MOMEHT BPEMEHH

33, UYem oTHOCUTENBHBIH  aipec
oTgarTes OT abcomoTHoro aapeca B Excel?

A) OTHOCHTENBHBIH aIpec CCHUTAETCA Ha
AUATIA30H,  PACNOJOXKEHHBIH  OTHOCHTSJIBHO
TeKymeH aueiikn. AGCOMOTHHIA aapec Bceraa
CCBLTACTCA HA OOUH M TOT K€ AHANa3oH

B) oTHOCHuTENBHEIH aapec - ITO TaKOH
agpec, KOTOPbIH ACHCTBYET OTHOCHTENIBHO
TEKVIIEH KHHUrd. AOCOMIOTHBIM ampec MOXET
CCBUTATh HA JHANA30Hbl BHYTPH TEKYLICH KHHIH
H 32 ¢ IPeeIIbl

C) no ¢VHKUHOHANTBHOCTH HHYEM HE
ornuMaroTca. OTIHYUA HMEIOTCA B CTHIIE 3alHCH
aapeca

34, C kakOro CHMBOIA JO/DKHA
HavyHHaThCA Modas popmvaa B Excel?

A)=

B):

C)-

35. Kakoli pe3yneTaT BOZBpallacT
NPABHIBHOE JIOTHYECKOE BbipakeHue B Excel?

A) HCTHHA

B) JIOKb

C) BEPHO

36. B MS Excel ykazaHue Ha OTICIbHYI)
AYCHKY TaOIHLEBI, COCTABICHHOE H3 0003HAYCHHUA
cTondLA H HOMEPA CTPOKH HA3BIBAOT

A) aapecoM AueHKH

B) pe3ynbTaToM BbIMHCICHHSA

C) dopmynoii, BBeACHHOI B AUCHKY

D) auanazonom

37. B MS Excel ana wu3MeHcHHS
pasMepoB cTondLa HEOOXOAUMO

A) VYCTaHOBHTh VKazaTelb MBIIUH Ha
OpaBYK TPaHULY B 3arooBke cronbua u
NEPEMECTUTP IPAHULY BIEBO WIH BIIPABO

B) Brioenute x0T OBl OOHY AMEHKY B
¢ronbue, 3arem BeIOpaTth komaHay Cepsuc —
Iloadop - [Ilapamerpel H  YCTAHOBHTH
COOTBETCTBYIOILHE 3HAYEC HUA

C) Boigenuts xoTa Obl OMHY SueiKy B
cronbue, 3atem BbiOpath komaHny MauHble —
dopma

38. B MS Excel rpynimy pacnonoxeHHBIX
PLaOM M OOpasyIOIMX MPSIMOYTOJbHHK SUEEK
MOJKHO Ha3BaTh!

A) JInanazoHoM

B) Tabnuueii

C) Kuuroii

39. B MS Excel B agpece $AS$16 He
Oy aeT MEHATBC

A) HOMep cTonOIA M HOMEP CTPOKHU

B) HaMeHHTBCA BCE

C) HoMep cTonGa

40. B MS Excel nasHauenne dyHKuMU
CYMM

A) Bosepamaer 3HaueHHE CyMMBI
SHAUCHHH CBOMX QpPIyMEHTOB (B KAUeCTBE
apryMEHTOB  MOMKHO  3alHCHIBATR  ajpeca
OTICTBHBIX AYEEK)

B) Bosspawaer ogHO 3HAYeHHE, €CIH
VYKa2aHHOS YCMOBHE HCTHHHO, H OPYroe, €CIH
OHO JIOXKHO

C) Bosepamaer 3HaYeHHE CYMMBI
3HAUCHUH CBOMX APrYMEHTOB, €CJIM OHH BCO
Lenble

41. B MS Excel agpec sueiiku MOKHO
BKJIFOUHTE B (POPMYITY

A) OgHHUM IIETYKOM NEBOH KHOMNKH
MBILIH HA COOTBETCTBYIOILEH AucHKe

B) Hcnonbsys KJIAQBHATYPHYIO
xkoMOuHauuto Ctrl + Shift

C) OaHUM WEMYKOM TNpaBoH KHOMKH
MBIIIH HA COOTBETCTBYIOIIEH AUCHKe



42, Tlpu peneHu HA HYIb MOPOrpaMma
MS Excel BriaaeT cooOuicHue 00 omuOKe

A) #IEJI/0!

B) #3HAY!

C) ###4

43, B MS Excel Mactep amarpamm
NPHMEHAETCA

A) Jna  ¢o3aaHHA  BCEBO3IMOKHBIX
rpaduKoB U qHarpaMMm

B) Ans ynpoleHHs co30aHuA QYHKLUIA

C) Ans ynpomwenus BBoAa (YHKIMH B
AUSHKY

44, B MS Excel mna mnocTpocHHA
rpapuka MO JAHHBIM 3ICKTPOHHOH TAOMHIEI
CIEAYST HCTIONb30BATh:

A) Komanny [luarpamma MeHio BeraBka

B) Komanay Uroro menio Jlanssie

C) Komanay Pucynox menio Beraska



