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1 Heap u 3apa4yu aucuuminHbl. [lepeyeHs mIaHUpyeMbIX pe3y/ibTaTOB
00y4YyeHUs IO AUCHHUILINHE, COOTHECEHHBIX C IVIAHUPYEMBIMH pe3yJbTaTaMH
O0CBOCHMsS 00pa30BaTEJbHON POrPaAMMBbI

1.1 Ileapb AUCHUNIMHBI

Lenpro mpenonaBaHusl AAHHOW TUCUUIUIUHBL SBIsSIETCS (OPMHUpPOBAHUE Y
CTYJIEHTOB TEOPETHKO-NPUKIIAHBIX MPEJICTaBICHUNH 00 OCHOBaX COBPEMEHHBIX
MH(OPMAIIMOHHBIX TEXHOJOTHM; MPUBUTHE HABBIKOB IOMCKA, cOOpa, XpaHEHHS,
aHanusza, InpeoOpa3oBaHUsT U MepefJayd  JaHHbBIX C  HMCIHOJb30BAHHEM
MH(GOPMAIIMOHHBIX TEXHOJIOTHA.

1.2 3agaun qUCHUILIHHBI

3aiayaMu U3y4eHUs AUCHUIUIUHBI «IHPopMaTrKay SBISIOTCS:
- MOJIydeHHE CTyACHTaMHu 0a30BbIX 3HAHHWM MO HMCIOJb30BAHUIO COBPEMEHHBIX
UH(GOPMAIIMOHHBIX TEXHOJIOTHH,
- MpUOOpETeHHEe HABBIKOB MPAKTHUUYECKOrO0 NPUMEHEHHUS aJIrOpUTMOB IOMCKa,
coopa, XpaHEHUs, aHalu3a, TMpeoOpa3oBaHUMs M TNeEpelayd JaHHBIX C
UCIOJIb30BaHEM MH(GOPMAIIMOHHBIX TEXHOJIOTHA.

1.3 IlepeyeHb MIAHUPYEMBIX Pe3yJabTATOB O00Y4YeHHsSI MO TUCHMUILVIMHE,
COOTHECEHHBIX ¢ IVIAHMPYEMbIMH pe3yJibTaTaMHM OCBOEHHs 00pa3oBaTe/ibHOI
NporpaMmbl

B pe3ynbTaTte u3ydeHus TUCUUILTUHBI 00y4YaIOIUNCS JOKEH 3HATH.

- METOJMKY JIeCATUIIATIBIIEBON CUCTEMBI paOOTHI Ha KJIaBUATYPE;

- OCHOBHBIE IPUEMBI PaOOTHI:

- B omeparuonHoit cucreme Windows;
- B TekctoBoM penaktope WORD;
- B TabimunoM pegakrope EXCEL.

yMeThb:

NPUMEHSTh TOJNIYYCHHBIC 3HAHHWS JUIS PEIIeHUs 3a7ad TOoucKa, cOopa,
XpaHEHHUs, aHaiM3a, MpeoOpa3oBaHUs M Tepeaaddl JaHHBIX C HCTIOJIb30BAaHHUEM
UH()OPMAITMOHHBIX CETEH.

BJa/IeTh

IPAKTUYECKUMU HABBIKAMH PaOOTHI B:

- OC Windows;
- MsOffice.

VY oOy4arommxcs GOopMUPYIOTCS CIETYIONTNE KOMIETSHITHH:
OIIK-1 - crmocoOHOCTBIO pemiaTh CTaHAAPTHBIE 33a/1a4u MPO(EeCCHOHATBEHOM
JIESITETHPHOCTH Ha OCHOBE MH(POPMAIMOHHON M OMOIMOTpaduuecKoi KyJbTyphl C



MPUMEHEHUEM HH(POPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTHM W C Yy4YETOM
OCHOBHBIX TpeOoBaHMI MH(POPMALIMOHHON 0€301aCHOCTH;

OIIK-3 - BiazeHWeM METOJaMH M CpEACTBAMH IMOJYUYEHHUS, XpaHECHMS,
00paboTku WH(pOpMAIMK, HAaBbIKAMHU HCIOJIb30BaHUS KOMIBIOTEPHOW TEXHUKH,
MPOrpaMMHO-UH(POPMALMOHHBIX CUCTEM, KOMIIBIOTEPHBIX CETEH;

[1K-35 - BiajeHWeM HaBbIKAMHM HCIOJb30BAHUS AJIEKTPOHHBIX CIOCOOOB
oOMeHa uH(popmaleil u cpecTB UX 00ecreyeHus, MPUMEHAEMbIX TAMOKECHHBIMH

OpraHaMu.
2. JlabopaTopHble padoThI

Tabnuna 2.1 — JlabopaTopHble paboThI

Haumenosanue nabopaTopHOil pabOThI

2

[lepBuyHBIE HACTPOWMKHU MApaMETPOB MeyaTHOro gjokymenta MS Word

Co3manue CIIMCKOB U aBTOMaTh4ecKoro orjasienus MS Word

Coznanue u 06padotka rpadpudeckux oorekToB MS Word

Co3nanue, aBTO3allOIHEHUE, pEJaKTUpOBaHWE TaONMI], BBEIACHHE
dopmyn B Tabamiax MicrosoftExcel
®dopmynsl, pyHKIMH U auarpaMmbl MicrosoftExcel

1
1
2
3 | Coznanue u popmaruposanue Tabnun MS Word
4
5
6




JlaGoparopHasi pabora Nel

IlepBu4yHbIC HACTPOIKH MapaMeTPOB NeYaATHOIro JoKymeHTa MS Word

Llens paOoThI: OBJIaETh HAaBBIKAMM HACTPOMKH MapaMeTpOB CTPaHHIBL,
mpudTa u abzana B gokymMenrtax MS Word, HayuuThCs BCTaBISATH HOMEpa
CTpPaHHMII B JIOKYMEHT, H3Y4YHTh COYCTAHUE KIIABUII U Topsiure kinasuium B Word.

1. Co3naiite HOBBIM gokymeHT MSWord. BeimomauTe HacTpoiiky mosei
CTpaHHUILIbI Ilepeias Bo BkiIaaky Pasmerka crpanuubsi— I[loms— Hacrtpausaemblie
OJIsl. Y CTAHOBUTE MMAPaMETPhI CTPAHULIBI:

Bepxnee u HxHEE - 2 cM

JIeBoe - 3 cMm

IIpaBoe — 1,5 cMm.

2. Bxmtounte pexum «OToOpa3uTh BCe 3HAKW» BO BKIaJKe [ JaBHas.
O3HAaKOMbTECh C COJAEpPXKAHUEM OSTOM BKIAAKHU, a Takke ¢ OkHOM «Lpudt»

WpwdT | JonoaHWTeneHO

WprdT: HaudeptaHwe: Pazmep:
Times Mew Roman CEBIYHEIR 14

Sitka Text 9
Smudger LET KypcWe 10

Snap ITC nﬂﬂ}fxb‘lprll.i
Square721 BT MoayxupHEIW Kypoie
Staccato222 BT

UEeT TekcTa: Dog4epkuBaHme: LiEeT nog4epknBaHna:

I - | | (teT) ABTO

BugonzmeHeHKMe

[] zauepkHyTHIi [] manwe nponucHee
[ ] geoiiHoe saueprnBatme [ | Bce nponucHeie

[ ] HagcrpouHEii [ ] ckprimeii

[ ] nogcrpouHkii

DBpazey,

Times New Roman

WpKudT TrueType. OH MCNOABIYETCA ANA ELIEDLA KAK HA 3KpaH, TAK W Ha NPHUHTEP.

Mo ymondaHuo TekcroBwie 3¢ eKThl..

u «Ao03amy



OTCTYNE M MHTEPBANL]

MonoxeHNE Ha CTPAHMLE

OBwme
BrlpaBHUEaHKE: m W
YpoBeHE:! CCHOBHOW TekcT W
OTcryn
Cnesa: 214 embs Nepeag cTpoKa:
Cnpaea: Oem  F= [HeT)

[ 3epkansHeie oterynb

MHTEepBan
Mepea: OnT = MENIYCTROYHBIR:
Mocne: onT = MHoxuWTENE

He 4oBaENATE MHTEPEAN MexX Ly ab3aLamMu 04HOro cTuaA

O6paze

CEEPHYTEI N0 YMONYaHWD

Ak

IHAYEHKWE!

-
-

1,15

W AR

TaBynaumMa... Mo ymondaHum

OTmeHa

3. O3HaKOMbTECH C coueTaHneM Kiapuil B WOrd, mpuBeicHHBIM B Ta0JIHIIE

1.
Taobmuna 1

I"opstune xnasuimm Word
JlericTBHUE CoueTanue KiIaBHUII
OTKpBITH CTRL+O
CoxpaHuthb CTRL+S
3aKphITh CTRL+W
BripesaTh CTRL+X
Konuposatb CTRL+C
BcraBka CTRL+V
Bri6pats Bce CTRL+A
[ony>xxupHbIit CTRL+B
Kypcus CTRL+I
[ToguepkHyTHI CTRL+U
YMmenbmuTh pazmepa mpudra Ha ogud myHKT | CTRLA+[




JlericTBre CoueTaHue KJIaBHIII
VYBenmuuuth pazmepa mpudra Ha oquH myHKT | CTRL+]
BBIpOBHATH TEKCT 1O LEHTPY CTRL+E
BBIpOBHATH TEKCT MO JIEBOMY Kparo CTRL+L
BBIpOBHATH TEKCT MO MPABOMY Kparo CTRL+R

OtmeHa ESC

OTMEHUTH Onepanuo CTRL+Z
IToBTOPUTH ONEpALUIO CTRL+Y

4. Otpenure OyayHIMN TUTYJIBHBINA JIUCT OT JIMCTA JJaOOpaTOpHOU PabOTHI
pa3peiBoM ctpanuiisl (Ctrl+Enter).

5. Ha Bropom nucre HameyaTtaiiTe cBOM (aMHIIUIO, UMS U OTYECTBO.
Ucnonwsyro coueranus kinasui CTRL+C u CTRL+V caenaiite TekeT, cocTosmunii
u3 10 a63aries.

6. VYOemurech, UTO B JAaHHOM TEKCTE€ HET OTCTYNOB JI0 U TOCie ad3ara,
yCTaHOBHTE a03anHbIi otcTyn 1,25.

7. K kaxnomy ab3aily TekcTa MIpUMEHUTE yKa3aHHOe (hopMaTHpOBaHUE!

|.IlepBbiii a63am mpudt 12 nyHKTOB, 1 MEXIYCTPOUHBIA WHTEpPBA,
BbIPAaBHHUBAHUE 110 ITUPUHE
II.Bropoii a63an mpudt 14 nyHkToB, 1,5 MEXKIyCTpOUHBIM HHTEpBAI,
BbIPABHUBAHUE T10 JIEBOMY Kparo, MOAYEPKHYThIH
1. Tpernii a63am mpudt 16 MyHKTOB, 2 MEXIYCTPOUHBIN MHTEPBAJ, KYpPCHUB,
BBIpAaBHUBAHUE [0 MPABOMY Kparo, pa3peKCHHBIA HHTEpBal MEXAY OyKBaMH
TEKCTa
IV.YerBepThiii a63an mpudt 13 nmyHKTOB, 1,25 MEXIyCTpOUYHBIN HWHTEPBAI,
MOJIYKUPHBII KypCHUB, BBIPAaBHUBAHUE 110 TPABOMY Kpalo, YIIJIOTHEHHBINA UHTEpBal
MeXy OyKBaMH TEKCTa
V.Isatelii a63an mwpudt 15 nyHKTOB,1 MEKIYCTPOUYHBIM WHTEpPBAI,
BBIPAaBHUBAHUE 110 IMPUHE, 3aUEPKHYTHIN
Vi.llecroii a63an mpudr 14 myHkToB, 1,5 MEXTyCTpOUHBIH HMHTEPBAI
BBIPaBHUBAHUE 110 IIMPUHE,JBONHOE 3aU€PKUBAHUE
VIl.Cenbmoii a63an mpudt 14 myHkTOB, 1,5 MEXKIYCTPOUHBI HMHTEpBAJ
BBIPAaBHUBAHUE 110 IIMPUHE, HAJICTPOUHBIE U MTOACTPOYHBIE CUMBOJIBI
VIll.Bocemoii a63an mpudt 14 myHkToB, 1,5 MEXKITYCTpOUHBIM WHTEPBAT
BBIPABHUBAHHUE 110 IIMPUHE, MAJIbIe TPOIMCHBIE OYKBBI
IX. deBsaTbiii a63an mpudt 14 myakToB, 1,5 MEXKIYCTpOUHBIM WHTEpBA
BBIPAaBHUBAHUE 110 IIMPUHE, U3MEHHUTH IIBET MpudTa
X decarwiii a63an mpudt 14 myHkToB, 1,5 MEXIyCTpOUHBIH WHTEpBAI
BBIPaBHUBAHUE 10 TUPUHE, BBIACIUTH TEKCT LIBETOM.



Ha mnepBoil cTpaHuiie oOT4eTa BBIIOJHUTE TUTYJIbHBIM JIUCT, COTJIACHO
[IPUBEACHHOMY HUXE IIPUMEDY.

TekcT, Hame4yaTaHHbIA KypCHUBOM, MOSICHAET TO, KaKUM JOJDKHO OBITh
(dbopmaTupoBaHUE TEKCTA HA TUTYJIBHOM JHCTE. [leyaTaTs €ro He HYKHO.

8. BcraBbTe HOMepa CTpaHMIl B JIEBbIM HUKHUMN yroyl OTYETa U UCTIOJIb3Ys
BKnaaky BeraBka— Homep crpanunbl— Buusy crpannnsi— Crpasa.

9. IlepeiimuTte B HWKHHUI KOJIOHTUTYJ, HarmedataiTe B HEM CBOE MM,
yoenurech, yTo Bamie uMs aBTOMaTHYECKHM MMOBTOPUIOCH BO BCEX HUMKHUX
KOJIOHTUTYJIaX JOKYMEHTA.

10. TloctaBbTe rajnoyky HanmpoTuB MoJst «OCOObI KOJTOHTUTYI JJIsl IEPBOM
CTpaHuily» Bo BKJaake KoHctpykrop. YoOenurech, 4To HOMEpP Ha NMEPBOM CTPAHMIIE
He oToOpa)kaercs.

11. Tlepeiins Bo Bkinanky BcraBka— Homep crpanuisi— ®opmar HOMEPOB
CTAaHMI] HAYHUTE JOKYMEHT CO CTPAHULIBI 3.

Dopmat HoMepa: =T
|:| BrAKYNUTE HOMER CAEEL]
HaY4WHAeTCA €O CTWASA: | 3aronosok 1

pazgennTenk: - [gedwmc)

Mpumepbi: 1-1,1-A

Hymepawuma cTpaHuLy

(®) npogon®KTe

[ Havate ©

PacnieuaraiiTe mosryduBIIAICA OTYET.
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JlaGoparopHasi padora Ne2
Co31aHue cIMCKOB M aBTOMaTn4Yeckoro orjaasjiaenusas MS Word

[lenp pabotel: HayuuThes co3maBaTh B MSWordmapkupoBaHHbIe,
HYMEpPOBAaHHbIE CIUCKA U MHOTOYPOBHEBBIE CIIMCKH, CO3/1aBaThb aBTOMATHYECKOE
OTJIaBJICHUE U PACCTaBJISATh ABTOMAaTUYECKUE CCHUIKM HAa UICTOYHUKHU JTUTEPATYPbI

Bbr  moxere ObICTpO [100aBUTh MapKepbl WM HYMEpauuio K
CylIecTByIoIMM cTpokam Tekcta. Kpome toro, Word MoxxeT aBTOMaTHUYECKH
co3/7aBaTh CIHUCKU MO MEpPEe TOro, Kak Bbl BBOAUTE TEKCT. [lo ymom4yaHuto, eciu B
Hayvasie ab3alia Bbl BBOAMUTE 3BE3/104KY M mpoben, Word co3naer MapkupoBaHHBIH
cnicok. Ecinm ke Bbl HaumHaeTe BBOJA ab3ama ¢ HoMepa, Word co3naer
HYMEpOBaHHbIN cnucok. Eciau BBl HE XOTUTE, 4YTOOBI TEKCT CTajl CIHUCKOM,
HOXMHUTE MOABIAIONIyIOoCs KHONKY Ilapamerpsl  aBTo3amensbi-M300paxeHue
KHOIIKU U BBIOEpUTE IPYTroi mapamerp.

1. OTpenure TUTYJIBHBIA JUCT OT Ja0OpPaTOpPHOM pabOThl HaxaTHEM
knaBuin CTRL+Enter.

2. B Bepxue#t yactu Broporo yiucra Hanumute «['nmasa 1. Hazsanue 1». C
HOBOW CTPOKM HaOepuTe YeThIpe JOObIX CJIOBa, KaXJ0€ C HOBOM CTPOKH,

Al

-

BBIIEIUTE TEKCT U COPTUPYWUTE €ro mo andaBuUTy HCIOJIb3Ys HUKOHKY

npeoOpa3yiTe JaHHBIM TEKCT B MAPKUPOBAHHBIN CIIMCOK UCTIONB3YSI HKOHKY *—
3. B BepxHeii yactu TpeThero nucra HanumuTe «I naBa 2. Ha3Banwue 2»

i
Ii—
BceraBbTe npocToil HyMEpOBaHHBIN CIIUCOK, UCIIONIB3YSl UKOHKY ~~ . Co3paiite
CIIUCOK U3 4 3JIEMEHTOB, COPTUPYUTE €ro 1o andaBury.

4. B BepxHel yacTu yeTBepToro jucrta Hanumure «I'nasa 3. HazBanue 3».

g —
— -

Co3zpaiiTe MHOTO YPOBHEBBIN CIIMCOK, UCIIOJIB3YSI HKOHKY 7. Tonx dpoit oguH
B CIIMCKE HAIMMIINTE cJIOBO «I acHbIe», HaxMuTe Enter, monnssTe ypoBeHb CIMCcKa
¢ 2 no 1.1 ucnone3ys knaBuiny Tab. [lepeuncinre 4 mo0bIe IIIaCHBIE TAaK, YTOOBI
KaXkaasi Obljia HOBBIM dJIeMeHTOM criicka. [loBbickTe anemeHT crucka 1.5 mo 2
Ha)kaTheM codyeTanuil kiaBum Enter. Hanumure B mynkre 2 cnoBo «CoryiacHbiey.
Janee nepeuniciute 4 COrIacHbIE, TaK, YTOOBI KaXK/1ast ObliIa OT/IETLHBIM
AJIEMEHTOM CIIUCKa BTOPOTO YPOBHSI.

5. I3meHuTe HauaabHOE 3HaUYCHHUE CIHCKa ¢ | Ha 3, IEeTKHYB MpaBoi
KHOIIKOW MBI 110 1udpe 1 B ciricke HanmpoTuB cioBa «I macHbIe», H3MEHUTE
YPOBEHbB 3TOI CTPOKU criucka ¢ | Ha 2 B pydyHOM pexxkume. MI3MeHuTe B pydHOM
pEXMME BCE OCTAIBLHBIC SJIEMEHTHI CIHCKA TaK, YTO ObI CJI0BO «I JTaCHBIE)» B CIIHCKE
nmeno Homep 3.1, «CornacuHsie» 3.2, riacHbie OykBbsI HOMepa 3.1, 3.2, 3.3, 3.4;
coryiacHele OykBbI HOMepa 4.1, 4.2, 4.3, 4.4.
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6. B tom cnyuwae, ecnu Bemercs KpymHas pabota (KypcOBOM IPOEKT,
auruioM, aucceptanus) U PII3 HacuuThIBaeT HECKOJNBKO AECSITKOB PA3eiioB U
MO/IPa3/ieNIoB, TO Py4Hoe ¢(OpMHUPOBAHHME OIJIAaBJIEHHs CTAHOBUTCS BechMa
3arpynHATENbHBIM. J7ig co3nanus oryiaBjaenuss B Word ciieqyeT Bo BKJAAKe
"CcblIKH'" B IYCTYIO CTPAHUILY JOKYMEHTA BCTABUTh IyCTOE OTJIABJICHUE.
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Ha skpaHe mosBUTCS cOOOIIEHHE 00 OTCYTCTBUU AJIEMEHTOB OIJIABIICHUS.
OTO €CTECTBEHHO, T. K. y Bac ele HeT TekcTa ¢ pa3aenamu.

Korna Bbel HaGepere HyXHBIH TEKCT, pa3METHTE TIJIaBbl B 3TOM TEKCTE,
HY’KHO OYyIET 9TH pa3Jesbl BHECTU B OrJIaBiIeHHE. [ 3TOro, yCTaHOBUTE Kypcop
B TEKCT Ha3BaHWS paszznena W Haxkmute KHonkKy ''/lodaBurh Teker'". B
BBINIA/IAIOIIEM MEHIO BbIOEpETE HYXHBIM YpOBEHb BIOXKEHHOCTH M OOHOBHTE

LCJIUMKOM OI'NIaBJICHUC B OTBCT HA COOTBCTCTBYIOIICC COO6LH€HI/I€.
DE“ Y-l S

m TnasHas Bcraska PazmeTka cTpaHnubl Cepinkn Pacce

|=p AoBaBuTh TEKCT ~ A Rl {[{) BCTaBUTb KOHLIEBYIO CHOCKY

He BK/N04aTb B OrNasneHne AB.: Cnegylowas cHOCKa ~
OrnaeneHue

v

YpogeeHb 1
CHOCKM

1| v | Yposenb?2 -

YpogeHb 3

Ecnu Bel Bce caenanu nmpaBuiIbHO, TO CTPaHHUIIA C OTJIABIICHUEM OOHOBHTCS
U B HEW TNOSBUTCS Ha3BaHWE BHECEHHOro Bamm pasjena ¢ COOTBETCTBYIOIIUM
HOMEPOM CTPaHMIIbl. AHAJIOTHYHBIM 00pa3oM CcleayeT IOCTyHaTh CO BCEMH
paznenamu PII3. B utore, y Bac nmonyuunrcs aBroMaTudecku chopMHUPOBaAHHOE
orjiaBjieHHe, KOTOPOC XOPOIIO BBIPOBHEHO 1 0T()OPMATHPOBAHO , KOTOPOE
OyZeT aBTOMATHYeCKU M3MEHSITh HA3BaHUSl pa3jesioB eciidi Bbl UX cMeHUTE B
X0Zle penakTupoBaHus Bameit paboThl ¥ MOCTABUT COOTBETCTBYIOIIME
CTPAaHMIBbI, KOTOPOE MO3BOJISIET MTHOBEHHO 00PATUTHCHA K HY:KHOM Bam riase u
HE JIUCTAaTh A0 HYKHOW CTPAHULIBI POJIUKOM MBIIIH.

N3mennte Ha3Banue ['nmaBel 2. Ha3zBanue 2 Ha cioBo «Camoiner», 0OHOBUTE
OTJIaBJICHHE, YAAIUTE Pa3phIBbl CTPAHUI] MEX/TY TJIaBaMH, OOHOBHUTE OTJIaBIICHUE.

7. Ilocne rnaBel 3 coznaiite «CHHUCOK JUTEpATypbl», COAEpKAIUNA TpH
KHHIU:

1. Weanos W.N. Kuura 1. 10 c.

2. Tlerpos ILII. Knaura 2. 20 c.

3. Cupnopos C.C. Kuura 3. 30 c.

ABTOMAaTHYECKH COLIJIUTECH HA MEPBYIO KHUTY B ['1aBe 1, HA BTOPYIO KHUTY
B ['naBe 2, Ha TpeThlo KHUTY B [ naBe 3.

Yro0bl caeaTb aBTOMATHYECKYK CCbLIKY Ha HCTOYHUK B Word,
BBIINIOJIHSIEM CJIeyIolIee:

1) mepeBoMM Kypcop B JIF000€ MECTO TEKCTa B IIEPBOM ITYHKTE CITHCKA
auTepaTypsl (HarmpuMep, Ha Ha3BaHUE)

2) mepexoauM Ha JIeHTy «BcTaBka», pgaiee BbIOWpaeM «3aKiiaaKay.
[TosiBunOCH OKHO MO0OABICHMS 3aKJIAJKH, B KOTOPOM HEOOXOIMMO BBECTH HMS
3aKJaJKU UM HaXaTh KHOMKY «/lo0aButh». HammeHoBaHMe 3akiiaJKu MOXKET OBbITh
moboe, HO He Oomee 40 CUMBOJIOB, HE CcoOJepKaimee MpoOeToB W APYTrHX
CIELICUMBOJIOB (KpoMe 3Haka mojauepkuBaHus). Ha3biBaTh 3akiajKy ynoOHee
BCEro Mo (haMuIMu aBTOpa U Mape KIIOYEBBIX CIOB U3 Ha3BaHUS CTAThH, HAIPUMEP



"Hashim IT decision _making". Ecinu Bbl yBepeHbI, YTO JaHHOTO aBTOpa y Bac
TOJIBKO OJTHA CTaThsl, TO MOKHO OCTaBUTH TOJBKO (DAMHIIUIO.
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MoOXHO €O3/1aTh 3aKJIaJKH Cpa3y Ha BCE MCTOYHUKH, a 3aTE€M NEPEUTH K
IPOCTABJIEHUIO CCHIJIOK Ha HUX B TEKCTE.

3) B Tekcte, B MecTe, TZIe HY)KHO COCJIAThCs HA BBINICYKA3aHHYHO CTAThIO,
BCTaBJIsIeM KBaJpaTHbIE CKOOKHM Oe3 mpobera U CTaBUM Kypcop MEXIy HUMHU.

4) Teniepb, YTOOBI MOCTAaBUTh ABTOMATHUYECKYIO CCBUIKY, HEOOXOIUMO
cAenaTh NEPEKPECTHYIO CCHIIKY HAa YCTAHOBIICHHYIO 3aKIAAKY.

s sToro mepexoauM Ha JeHTy «BcraBkay, HaxxumaeMm «llepexpectHas
ccbUikay. [losiBUIIOCH OKHO, B KOTOPOM B cIUCKe « THIT CCBIIKM» HYKHO BbIOpaTh

«3aKHaHKa», a B crnucke «BcTaBuTh CCBUIKY Ha» — BLIﬁpaTL «HOMep a63aua».
BBI6PIpaeM UM CO3HaHHOﬁ 3aKJIa K" u HaXnUMacMm «BcTaBUTBHY.
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BHyTpr KBaapaTHBIX CKOOOK TOSIBIUIACh IMdpa 1, 9TO COOTBETCTBYET
MOPSIKOBOMY HOMEPY ATOU MyOJIMKAIMHU B CITUCKE JTUTEPATYPBHI.

Jasi TOro, 4TO0OBI CCHUJIKH B TeKCTe aBTOMATHYeCKH OOHOBHJINCK,
HY>KHO BBITIOJTHUTBH JIBA JIeiiCTBHA:

1) Beigenmuth  BeCh  TEKCT, B KOTOPOM  CIIEyeT IEePEeHYMEpPOBaTh
CChUIKU. ByibTe OCTOpPOXKHBI ¢ BbIIeJIEHHEM TeKCTAa BO BCEM JTOKYMEHTe
(Ctrl+A). Word paciieHHBaeT aBTOMaTHYECKOE OTJIaBJICHUE KaK HAa0Op CCHUIOK,

MO3TOMY €CJIA BBIICITUTH €T0 BMECTE C TEKCTOM, OTJIaBJICHUE OOHOBUTCS TOXKE.
2) Haxats F9
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[Tocne Haxxatus Ha F9 ccbulku B TeKCTe OOHOBSTCS U MPUOOPETYT 3HAUYCHHUE,
COOTBETCTBYIOIIEE HAXOKIECHUIO ICTOYHUKOB B CIIMCKE JINTEPATYPBHI.

Ecnu BBl yAanuam MCTOYHUKH U3 CIIUCKA, HE MOJEHUTECH IOCIE OOHOBIECHUS
IIPOCMOTPETh BEChb JOKYMEHT eme pa3. 'l[logBemeHHele” CCBUIKM Ha
HECYIIECTBYIOIIUA MCTOYHUK CTaHYT o0Oo03HaueHbl Kak "Ouiubka, 3axnadka He
Hatidena". He 3a0yibTe yIanuTh UX U3 OCHOBHOI'O TEKCTA.

8. B cnucok nurepaTypbl A00aBbTE€ MOJ BTOPHIM HOMEPOM KHHUTY
Kopenescknii H.A. HoBas xaura 500 c. Beigenure Bech TEKCT, KIMKHUTE IPABOM
KHOIIKOW MBI, BEIOEPUTE B MEHIO MYHKT «OOHOBUTH Mojey, nainee «OOHOBUTH
M0JIe LIETUKOM». Y 1aJITE B CIIUCKE JIUTEPATyphl EPBYIO KHUTY U CHOBA OOHOBUTE
noJe.

9. PacnieyaraiiTe 1moay4uBIIANICS OTYET.



JlabopaTopHas padora Ne3
Co3nanue u popmaTupoBanue tadbauun MS Word

Lenr paboOThl: HAyuyuTbCAd CO3[aBaTh M PEJAKTHPOBATh TaONMIBI B
MSWord

Tabnuia mpeAcTaBisieT CETKY, OOpa30BaHHYIO CTOJIOIAMH W CTPOKAMH.
[lepeceuenus cTONOIOB U CTPOK OOpa3yroT siuehku Tabmuibl. Kaxnas sdeiika
HE3aBHUCHMa OT APYTUX JJEMEHTOB TaOJUIbI, JJII HEE Bbl MOXKETE YCTAaHOBUTH
TpeOyemblii pazmep u hopmar.

Sdeitku MOTYT cojaepkaTh TEKCT, uncia, rpaduueckue u300pakeHus Uiu
dbopmynel. Eciin BBOAUTCS B SUEUKY TEKCT, MPU JTOCTHIXKEHUM TPABOTO Kpasi OH
OyJeT aBTOMATHYECKU MEPEHOCUTHCS Ha CICAYIOIIYI0 CTPOKY B COOTBETCTBUH C
MUPUHON stueiiku. [lpy M3MEHEeHWM IIUPHHBI CTONOIA WM SYEHKH TEKCT
aBTOMAaTUUYECKU OyAET MEPEHOCUTHCS Ha CICAYIOIIYI CTPOKY (MPU yMEHBIIEHUH
IIUPUHBI) WJIM BO3BpaIlaThCAd HA MPEIBIAYIIYI0 CTPOKy (TIpU  YBEIUYCHHUH
IIUPHUHBI) TAK, YTOOBI MOJTHOCTHIO 3aMOJIHUTH YUKy HOBOTO pa3Mepa.

Co3nanme Tadaun Tabmuiia MOXXeT OBITH BCTaBJI€HAa B IPOU3BOJIBHOE
MECTO JOKyMeHTa. Pa3Mep TaOmuIlbI MOXKET MPEBBINIATh pa3sMep CTPAHUIBI,
M03TOMY €€ 4acTh MOXKET pa3MeNIaThCsl Ha OJJHOM WIIM HECKOJIBKUX TOCIETYIOIINX
cTpaHuiax. B Takom ciydae MOXXHO ONpEAeNATh 3arojOBKU ISl TaOJHIIBI TaKUM
oOpa3zoMm, 4TO, ecinu Tabiuia OyAeT pa3MellleHa Ha HECKOJbKHX CTpaHHIaX, B
BEpXHEW 4YaCTHM  KaXJOW CTpaHMIBl  3arojioBKM  OyAyT  OTOOpaskaTbCs
aBTOMATHYECKH.

Jas1 co3manusi TA0IMIbI MOKHO BOCIIOJIb30BAaThCS KOMAH/I0M BKJIaJKa
BcraBka — nmanens Ta0mauiel — kaomnka Tadmuria.

B penakrope Word wnmeeTcs BO3MOKHOCTH HAPHCOBATH CJIO0XKHYIO
Tadauny otr pyku. JlJis 3TOro J0CTaTo4HO BhIOpaTh B MeHIO Tabmuia xomMaHmy
HApUCOBATh TAOIHILY.

[Ipexxme yeM TPUCTYNUTH HEMOCPEACTBEHHO K CO3JaHHIO TaOJHUIIBI, BBI
JOJKHBI MMETh XOTA OBl MPUONHM3UTENHHOE TNPEICTABICHHUE O TOM, CKOJBKO
CTOJIOIIOB M CTPOK JIOJbKHA MMETh Tabnuia. Ha aTom stane He 00s3aTeIbHO TOYHO
yKa3bIBaTh mapaMeTphl Ta0auiel. [locie co3manus Bcerga MOXKHO J100aBUTh W/WIN
YAQIUTH CTOJIOUBI M CTPOKHU MO CBOEMY YCMOTPEHHUIO.

BBoj 1aHHBIX M NepeMellieHHue M0 TadJanie.

Ecnu B cBoeil paboTe BbI MPENNOYUTAETE MOJIb30BATHCS KIaBUATYPOU, NSt
MepEMEIIICHHS B CICIYIONTYIO STUCHKY HMCIOb3yeTcs kinaBuma Tab. [[ns mepexona
K mpenpiaymen sueiike Haxkmure Shift+Tab. Ecim xnaBuma Tab Oyner Hakata B
TOT MOMEHT, KOTJIa KypcOp pacmloJIO)KeH B TocieAaHei sueike Tabmuie, Word
BCTaBUT HOBYIO CTPOKY U MIEPEMECTUT KypCOp B €€ MEPBYIO TUCHKY.



B Tabnune npencraBieHsl KIABUIIM JJIsl TiepeMenieHus no tadmuue. Js
TOTO YTOOBI MOKUHYTh TAOJHILY, BbI JOJKHBI C MOMOIIBIO MBI WM KJIaBHUII-
CTPEJIOK NEPEMECTUTH KypCOp 3a IPEIebl TAOIHIIBI.

Knasuma Ha3znavenue

Tab Ilepemeriaercst Kypcop BOpaBO Ha OJHY s4eiiky. BcraBiser HOBYIO
CTPOKY, €CIIA KYPCOP PACIOJIOKEH B MOCIEIHEN TUCHKE

Shif+Tab Ilepemeniaercs Kypcop BIEBO Ha OJHY STYCHKY

Alt+tHome u Alt+End Ilepememniaer Kypcop B MEPBYIO WM MOCIETHIOIO
SYENKY CTPOKHU, COOTBETCTBEHHO

Alt+PgUp u Alt+PgDn Ilepememaer Kypcop B MEpPBYIO WM MOCIEIHIONO
CTPOKY CTOJI0I1a, COOTBETCTBEHHO

PenaktupoBanue tadbamum. Ha mnpakThke AOCTATOYHO YACTO BO3HUKAET
HEO0OXOAUMOCTh U3MEHUTH MapaMeTphbl TaOJIHIIbI, B KOTOPOU coJepKaTcsl JaHHBIE.
MS Word npenocTtaBisieT B Hallle pacHopspKEHUE HMIMPOYaNIiie BO3MOXKHOCTH IO
peIaKTUPOBAHUIO TaOJWIl, BKJIIOYAash BCTaBKY U YJaJCHUE S4YECK, CTPOK U
CTOJIOIIOB, TIEpEeMEIIEHNe U KOTTUPOBAHUE SUEEK, U3MEHECHHE BBICOTHI U ITUPHUHBI
saueek 1 MHoroe apyroe. Komanga: Bxnagka Pabota ¢ Tabnunamu — Korctpykrop
/ Maker.

IlepeMenieHue U KONMPOBaAHKE STYEEK

Hcnosib30BaHne MbIIIH JJIS1 IepeMelleHUs A9eeK, CTPOK U CTOJI0O0B

Jlist Toro 4toObl MEpEeMeCTUTh WM CKONMUPOBATH OJIHY MM HECKOJIBKO,
A4EEK, BMECTE, C X COAEP>KUMBIM, BBITIOJIHUTE CIEIYIOLINUE TEUCTBUSA:

-BriOepute sueliku, CTPOKM WM CTOJOIBI, KOTOPBIE BBl MpEAINoiaraere
NEPEMECTUTH WJIM CKOITUPOBATb.

-IlepeMecTuTh yKa3aTellb MBI B MIpe/iesiaX BRIOPAaHHBIX SYEEK TaK, YUTOObI
OH MPHHSI BUJ CTPEJIKU, HAIIPABJICHHOM CIIpaBa HaJEBO.

-JlasibHENIINE Balmd JEUCTBUSL 3aBUCAT OT TOIO, XOTWUTE JIA BBI
NEPEMECTUTh WM CKOIMPOBATh BBIJCICHHBIE »JJIeMEHTa. J[ns TOro d4roObl
NEPEMECTUTh DJIEMEHTHI TAaOJIHUIIbl, HAXXMUTE JIEBYIO KHOIKY MbIIHM. Ecnu Bam
TpeOyeTCsi CKOMUPOBAThH JIEMEHTHI, HaxkMuTe kiapuinry Ctrl, mociie 4ero HaxMuTe
JIEBYK0 KHOIIKY MBIIIH. B 3aBUCUMOCTH OT IPOU3BEACHHBIX BaMH JCWCTBUM B
CTPOKE COCTOSIHMS MOSIBUTCSI COOTBETCTBYIOIIEE COOOIIIEHHE.

-IlepeMecTuTh Kypcop B SYEHKY, PACIHOJIOKEHHYIO JIEBEE W BBILIE TOTO
MecTa, B KOTOPOM JIOJDKHBI TOSIBUTHCS MEPEMEIICHHBIE WM CKONUPOBAHHBIE
STYEHKHU.

-OTHyCTUTH KHOMKY MBIIIIH.

HUcnoab3zoBanne komana Brxuaaaku Maker [Ipu pabote ¢ Ttabnuueit
nerictBue komana Beipezats, KommpoBate u BceraBute u3 wmenHwo IIpaBka
MOJIHOCTBIO AHAJIIOTUYHO padboTe ¢ TeKCTOM. C MOMOIIBIO 3TUX KOMAaH/I Bbl MOXETE
MEPEMECTUTh WM CKONMUPOBATh SUCHKU B mpejiesiax TaOJUIbl UM CKOIMHUPOBATH



Tabnuily B Jpyroe Mecto. J[aHHOe CpeicTBO MO3BOJISIET MEPEMEIATh U KOIMPOBATH
OJIHY WJIK HECKOJIBKO SYEEK UJIU LEJIMKOM BCIO TaOJIHILY.

HN3meHenne LIMPUHBI CTOJIOLOB

llepemewenue cpanuy AYeex U UCNONBL30BAHUE  2OPUOHMANLHOU
nunetiky JIJis TOro 4TOOBI M3MEHUTH IIHUPUHY CTOJIONIA C TIOMOIIBIO MBIIIIH,
YCTAHOBHUTE YyKa3aTellb MBIIIM Ha MpaByl0 TIpaHully crtoiabua. B pesynbraTe
yKa3aTeilb NOPUMET BHUJ BEPTUKAJIbHOM JBOMHOW JIMHUM CO CTpEIIKaMH,
HaIpaBJICHHBIMHU BIIPAaBO U BjEeBO. [Ipu 3TOM BHJ yKa3aTels HE 3aBUCUT OT TOTO,
OTOOpakaloTCsl WM CHOPSATaHbl JIMHUM CeTKH. HaXMuTe KHONKY MBIIUA M
NEPEMECTUTE 3TOT MAapKep CTOJIONA A0 YCTAaHOBKU TPeOyeMOU MIMPUHBI CTONOLIBI,
MOCJI€ Yero OTIYCTUTE KHOMKY MBIIIIH.

eticmeuePe3yniomam

[lepemMenienrie rpaHuilbl 0€3 HaXaTUS KaKUX-JIHUOO JOMOJHUTEIbHBIX
knaBuil - [llupuna Bcex cronboB cnpaBa OyAeT U3MEHEHA B COOTBETCTBUU C UX
[IEpPBOHAYAILHON IIUPUHOU

[Tepemenienrie rpaHunbl Tpu Haxkatod kmasumie Shift - V3mensiercs
IMIMPUHA TOJBKO JBYX CTOJIOLIOB, pAcCHOJIOKEHHBIX CJieBa M CIpaBa OT
nepeMeIaeMOu rPaHUILIb

[Tepememienne rpanunbl npu Haxkatoi kinaBumie Ctrl - [lupuHa Bcex
CTONOIIOB cmpaBa OyaeT H3MEHEHAa B COOTBETCTBMM C WX II€PBOHAYaIbHOM
APUHON

[lepememienrie rtpanunsl npu Haxkareix Shift+Ctrl - Ilupuna Bcex
CTONOIIOB cCHpaBa OCTaeTCs HeusMeHHOW. V3meHsercs 1mupuHa CTOJNOIA,
PACIIONIOKEHHOI0 CJIeBa OT MEPEMEIIAEMOIl TPaHULbl U COOTBETCTBEHHO IIMPHHA
caMOU TaOJIHLIbI

[lepememienrie TpaHuipl Npu Haxkatod kinaBuie Alt - OtoOpaxkaetcs
pa3Mep HMIMPUHBI U3MEHAEMBIX CTOJIOIIOB B CM.

-BriOepute cTonOupl, MUPUHY KOTOPHIX BBl MPEAINOJIaraere W3MEHHTb.
Ecaum BBI BEIOEpHUTE CTONONBI HE TOJHOCTHIO (HAmpuMep, OJHY Wiu 0ojee CTPOK)
Word u3MeHUT MIMPUHBI CTOTOIOB TOJIBKO B YKa3aHHBIX CTPOKAX.

-Bribepute Briagka Maxker — manens Pa3mep siaeiiku

-B okne nuamora CsolicTBa TaOauIlk MepeianTe Ha BKiIaaky “Cronben” u
YCTAHOBHUTE HY>KHBIE TapaMeTPhl WU HAXKMUTE KHONKY ABTonoaodop. U3meHeHue
BBICOTBI CTPOK

-Bribepute Briagka Maket — manens Pa3mep siaeiiku

-B oxne gumanora CpoiicTBa Tabnuiel nepeiante Ha BKIaAKy “Ctpoka” u
YCTAHOBUTE HYXKHbIE MTApAMETPhI WM HAXKMUTE KHONKY ABTOMOI00pP.

®naxok Paspewums nepeHoc cmpoxku Ha credyrouwyro cmpanuyy. Eciu
IpU  YCTAaHOBICEHHOM (uaxkke (M0 YMOJYAHUIO) COAEPXKUMOE SUYEHKH He



nomeniaercss Ha ofHoi crtpanuue, MS Word pa30uBaeT CTpOKy U NEPEHOCUT HE
MMOMECTHUBILHECS TAHHBIE HA CICAYIONIYIO0 CTPAHUILY.

Hacrpoiika nmosoxenusi ctpok Bxnanka Maker — nanens BelpaBHUBaHME

N3menenne  opueHTaumm  Tekcra Brkimagka  Maker —  manens
BripaBHuBaHue — kHOINKa HanpaBsiieHue Tekcra.

BcecraBka M yjpajieHue siueeK, CTpPOK M cTou0uoB [locne co3manus
TaOIUIBI MOXKHO U3MEHUTH €€ CTPYKTYPY, A00aBIIsIS U yAassl SYCUKU, CTPOKU U
ctonOubl. Konkpernslii Bun omniuid BeraButh u Yaanute u3z Menwo Tabnwuia
OTIPENIENACTCS TEM, KaKUe DJIEMEHThI TaONMIlbl (SYEHKH, CTPOKHU WU CTOJIOIIbI)
ObUTH BHIOpaHBI MEPE]T BBI30BOM KOMAaH/IbI.

Bxnagka Maxket — nanenb CTpOKH U CTOJIOLIBI

O0benuHenue syeek JIisi oObeMHEHUS] HECKOJIBKUX PACIOJIOKEHHBIX
PAIOM B OHOM CTPOKE STYEEK BBIMIOJHUTE CIIEAYIONIUE JICUCTBUS:

-Bribepure siueiiku, KOTOpPbIE BbI XOTUTE 00bETUHUTD.

-Bxnanka Maket — manens O0be TUHUTE — KHONKAa OOBETUHUTE STUYEHKU

Pa3ouenue siueek PazOueHue sueek sBISIETCS OOpaTHOW omeparyei 1o
OTHOIIIEHUIO K 00beauHeHnt0. C ee MOMOIIBI0 MOXHO BOCCTAHOBHUTH HCXOJHOE
cOoCTOsiHUE OOBEIMHEHHBIX sueek. IIpu 3ToM pacnpeneneHue TeKCTa MEXIY
saueiikamMu Oy/IeT onpenensiTbCca HaTnYheM CUMBOJIOB ab3ana. [lepsolit ab3an Oyner
MIOMEIIIEH B MEPBYIO SYEHKY, BTOPOH a03all — BO BTOPYIO SIYEUKY U T.1.

-BriOepute 0HY WM HECKOJIBKO SYEEK, KOTOPBIE MpeIoiaraerTe pa3ouTh.

-Brimagka Maxkert — nanens O0ObeIMHATH — KHONKA Pa3OuTh s4eiku

-B none BBoga Yncio crondioB oToOpakaeTcsi KOJIMYECTBO CTOJIOIOB, HA
kotopeie MS Word mnpennmaraer pa3OuTh Kaxaylo U3 sgueek. B cioydae
HEO0OXOIMMOCTH U3MEHUTE, YKa3aHHOEe 3HaueHne u Haxmute OK

dopMaTUpPOBaHNE Tabdaun Mcnonvsosanue KOMAHObL Cmuau
mabauy Komanna Ctuny Tabnuil MO3BOJSET 3HAYUTEIBHO COKPATUTh BpeMms,
TpebyeMoe Ui MpHUAaHus Bamieid TaOaumpl TpodeccHoHaIbHOTO BHIA, 332 CYET
UCIIONIb30BaHUS TPENONpeNeNieHHbIX cTuiel odopmieHuss Tabmunbl. C  ux
MTOMOIIFI0 MOXHO OBICTPO YCTAHOBHUTH OOpaMJICHUE M 3AJIMBKY SU€EK, MapaMeTphl
mpudTa u 11BeTOBOE 0POpMIICHHE, a TAKKE aBTOMAaTUYECKOE U3MEHEHUE Pa3MepoB
S4YE€EK B COOTBETCTBUHU C UX COJIEPKUMBIM.

-YcTraHoBUTE Kypcop B TIpejieniax TabIuIbI.

-Bribepute komanny Bkiagka Konctpykrop — manens Ctunu tabnuin. U3
CIIUCKa MPEAOPEACIICHHBIX opMaToB BeIOepUTe (hopmaT, B HAMOOIBIIEH CTETICHH
OTBEUAOIINIA BalllUM TPEOOBAHUSIM.

st opmaTHUpOBaHUS CONEPKUMOTO SUYEEK MOKHO BOCTIOIB30BATHCS
npueMamMu GopMaTUPOBAHUS OOBIYHOTO TEKCTA.

/lo0aByieHMe paMKH KO BCell Ta0JMIe WJIH ee 0TAeJIbHbIM sueidkam [lo
YMOJIYaHHIO B KayecTBe oOOpamisdmoniedl JWHUM B TaOJMIAX MCHOJIb3YEeTCs



cruiontHass ToHKas. [JInsg wu3MeHeHus oOpamiieHMs TaONMIBl  BBIMOJIHUTE
CIIEIYIOIME ICHUCTBHUS:

-BriOepute sueiiku, KOTOpbIE Bbl XOTHTE 3aKIIOUYUTh B paMKH (WU
LETTUKOM BCIO TaOJIUILY).

-BKiaaka Konctpykrop — manens Ctunu Tabiuil — KHOMKa ['paHuIisl

Jo0aBiaenue 3anojHenuss K Tadaune OueHb 3(PQPEKTHO CMOTPATCS
TAOJIULIBI YaCTh SYEEK KOTOPHIX BBIAEICHA APYTUM LBETOM. /(151 U3MeHeHus 1BeTa
¢dboHa B SUCHKHU TAOTHIIHI:

-Beigenure siueiiku TaOauIbL.

-BriGepute komanny Bknaaka Koncrpykrtop — manens CTuiu Tabnuil —
KHOTIKA 3aJInBKa

Pa3ouenue Ttadmaun [Ipu pabGore ¢ Tabiuiamu MoXKeT mNOTpeOOBaThCS
pa30uTh TaONMIy HA JBE YacTH AJIA TOr0, 4TOOBI, HAIPUMEP, BCTABUTH MEXIY
HUMU TEKCT WU PUCYHOK.

Jlnst pa36uenust TaOIUIBl YCTAaHOBUTH yKa3aTelb B CTPOKY, NEpel KOTOPO
XOTUTE pa3douTh Tabnuily. 3aTeM BblOepuTe KOoMaHIy Bkianka MakeT — maHenb
O6benuunuTh — KHOnKa Pa3oute Tabnuny wnn Haxkmure Ctrl+Shift+Enter. Ta6nuia
OyzeT pa3dbuTa Ha JBE YacTH, MEXKIY KOTOpbIMU OyleT BCTaBjieH Mapkep abzaia
(1), ordopmaTupoBaHHBI HOpPMalbHBIM cTwieM. Ecinu Bam  motpebyertcs

OTMEHMTH pazOueHue, yiaauTe Mmapkep ad3aria.
1. Hapucyiite Tabnuiy, mnpuyeM Ha3BaHHE TaOJMIBI  cleaiTe
aBTomMaTtudeckuM. [lomecture Kypcop B TaOJIUIly U BBIIIOJIHUTE KOMaH/Y: BKJIaJIKa

BTapsT

neHtbl Ccpuiku P> maHenb UHCTpyMEHTOB Ha3BaHusi P> KHOIKA ===, Y CTAHOBUTE
rmapaMeTphl: IMOANUCH — TabJWIA, TOJIOKEHHWE — HaJl BBIICICHHBIM OOBEKTOM.

COHpOBOI{I/ITe Ta6J'II/IHy 34aroJIOBKOM: ABTO6yCHI>I€ MapHIpyThbI.
laGnmna |

ABTOGYCHBIC MapUIPYTHI
Ne Hassanie mapmipyrta (nyukr | Bpems Bpems

MapmpyTa | OTIPaBJICHHSA — KOHEYHBII OTHpaBIeHHs | NPHOLITHA
IVHKT)

2. [IpeoOpa3yiiTe naHHYIO TAOIHITY B CIEAYIONIYIO



TaGmmn 2

AnTo0ycHue MapmpyT

Ne Huspasie Mapumipyta Bpems [enn
MapmpyTa | (MyHKT OTHPABACHIN ~ | oTnpasienns | npuOLITHs Onnera,

KOHETHBI ITYHKT) pyo
Hroro:

3. 3anonHuTe TAOMMIly: HOMEpA MapIIPyTOB aBTOMATHUYECKUM HYMEPOBAHHBIM
CIIMCKOM, Ha3BaHHE MapuIpyToB, B crosidue «OTmnpaBiieHHE» B PYYHOM DPEKUME
BBeauTe mUdpel oT 1 10 3, BBIAEAUTE TEKCT B cTONOIEe «Ha3zpanue mapmipyray,
c/ellaiiTe COPTUPOBKY MO anpaBUTy.

3. PacneuaraiiTe mosyduBIINNACS OTYET.



JlaGoparopHasi paGora Ne4
Co3nanue u o0padoTka rpadpuyecknx o0bekroB MS Word

Llenb paboTHI: HAy4UTHCS paboTath ¢ rpadukoit B MSWord

Hogeiii MS Word BxitouaeT B ceOst BCTPOCHHBIN rpaduuecKuil peIakTop,
MO3BOJIAIONTUN 00padaThIBATh N300PAKECHUS.

1. OTkpoiite TeKkcTOBBIN nporeccop MS Word.

2. C nomonipto koMmaHzabl: BctaBka— PucyHku momecTtutre B JOKYMEHT
PHUCYHOK.

3. Tlocne BwIIENICHHMS PUCYHKA TOSIBISETCS BKJIaJKa JIeHTHI Pabota ¢
pucynkamu. PaccmoTpum moApoOHEe KOMaHIbI, pPACHOJIOKEHHBIE Ha JTOU
BKJIAJIKE.

anmzime Dfrexsrme 1824«
O 3Pberu drrypu 1O Basnere e [0V .

4. C noMoristo komauae O0pe3ka 00pexbTe PUCYHOK.

5. C momompo koMaHAsl Koppekius HacTpoWTe pPEe3KOCTh, SPKOCTh U
KOHTPACTHOCTh N300pakeHUHI.

6. C moMorpio koMaHbl [[BET M3MEHUTE HACBHIIIEHHOCTh U OTTEHOK IIBETA.

7. C moMoIip0 KoMaHabl Xya0KeCTBeHHbBIE d3P(EKThI T00aBbTE K PHCYHKY
T000M M3 XyJI0KECTBEHHBIX 3((HEKTOB, YTOOBI OH OOJIbIIIE HAIIOMUHA SCKHU3 WIIH
’KUBOITHCH.

8. Hapucyiite ciieqyromnue pucyHKH CaMOCTOSITEIIBHO.

4
{

Mpoueccop
/Apudme'mxo-\' ( YerpoicTteo i MpoueccopHas
normyeckoe ynpaeneHua namaTb
YyCTPOWUCTBO u uHTepdenc
B 5 & w9
| OnepaTvBHas NamMATL |
BRTALE |
[ Kanane! cBszu
BHelwHue ycTpoicTBa
. "'\‘ y 2N
BHelwHAn YcTpoictea
namsaTb BBOAa-BbIBOAA
o - =~

N

Pucynok 1 — Ynpomennas crpykrypHas cxema 9BM



C60p ' Koamposanwme | XpaHeHue | MNepeaaya
; U BBOA { nobpabotka | U ACKOAMPOBAHUE
UHGOPMaLIM | UHGOpMaLIM UHGOPMALIA ; mHOOPMAUMM
BroaHbe BbixoaHme

L M

PucyHnok 2 - CtpykTypHas cxema KOMIIbIOTepa

ITepen TeM kKak HapUCOBATH KAPTUHKY, CJIE€AYET OTKPHITh Ha JICHTE 3aKIIAIKy
«BcraBka». Ee mpocTo HaWTH, Tak Kak 3aKjIaJiIka HAXOJUTCS MpPaBee KHOIKU
«'maBHas». lloxg 3aknmaakod OTKpbIBaeTcss MeHio «MmmrocTpamuu», KOTOPBIM
MO>KHO TOJIb30BaThCs MPU BCTABKE B JIOKYMEHT KapTHHOK W3 (paiiioB, OMOINOTEK,
caiita Microsoft u 1. 1. Tem He MeHee, UTOOBI PUCOBATh, HY)KHO OTKPBITh BKJIAJIKY
«Durypsi». [log Hel CKpbIBaeTCs 1EJIbIH HA0OP MHCTPYMEHTOB JIJIsl PUCYHKA, a B
KOHLIE CHUCKa HaxoauTcs kKomanaa «HoBoe monoTHo». BpINONHUB KOMaHAy,
MoJIy4aeM B JIOKYMEHTE ToJie JjIsl padoThl, T/I€ PUCYEM CaMble pa3iudHble (GUTYpPHI,
npeajaraemMbie B KOHTEKCTHOM MEHIO. 37I€Ch €CTh JIMHUM U IIa0JOHBI PAa3IMYHON
KoH(uUrypanuu. Pasmepsl monoTHa sl H300pakeHU Bbl MOXKETE OTPETyTUPOBATh
10 CBOEMY YCMOTPEHUIO.

Bocnonb3yiiTech rOTOBBIMH 1120JIOHAMHU, KOTOPBIE TIOMOTYT CO3[1aTh CXEMY
B MS Word winu caenath reoMeTpudeckuii pucyHoK. UToObI OHM OKa3ajuch Ha
MOJIOTHE, JIOCTATOYHO KJIMKHYTh MO BBIOpaHHOMY IIIa0JIOHY JI€BOM KHOTIKOM
MBI, BTOpo# pa3 mienmuok JeBOW KHOIKOHW JellaeTcsl Ha Iojie M300pakKeHUs.
[TonyuuBieecs: n3o0pakeHHe MOKHO PeaKTUPOBATh, TAK KaK MOCIE €r0 BCTaBKH
NOSBISIOTCS KoMaHnbl «M3meHuTs durypy», «3anuBka ¢urypb», «KoHTyp» H
«3ddextol puryp». OTKPBIB IEPBOE U3 MEPEUUCICHHBIX MEHIO, MOXXHO W3MEHHUTH
KOH(UTYypallui0  PUCYHKA, TOJNB3YSICh BTOPOM W TpeThed  BKIAJKaMHU.
MoskHO 3a/1aTh 1BET (OHY M300paKeHUS M ero rpanuiaM. [loMumMo Toro, MOXKHO
OTPENAKTHUPOBATh TOJIIUHY KOHTYypa, CHIENaTh €ro MNpepbIBUCTBIM M T. IL
YerBepToe MEHIO MpejjaraeT yKpacuth KapTuHKy 3¢ dekramu. C ero momoIibo
pUCYEM TEHb, IPUIAAEM I'€OMETPUUYECKOW YACTH IUIOCKOCTU MOIYNPO3PAYHOCTh U
Ja’K€ BUAUMOCTb TPEXMEPHOCTH.

Breibepute B mento komauawsl «llomunmmaus» u «PucoBaHHas Kpuas»,
KJIMKalTe MO BbIOPAHHOW JIEBOM KHOIKOW MBIIIM U JENaiiTe MOBTOPHBIA KIUK Ha
nonotHe. He oTmyckass KHONKM, JelaldTe HYXHBIM PHUCYHOK. A elle OAHUM
Ha)XaTHEM Ha MBIIIb KapTHHKa (pukcupyercs Ha nofe. Ee, kak u mala0HbI, MOKHO
OTpPEJIaKTUPOBATh, 3aJIMBAsl PA3IMUYHBIMU LIBETaMHU, co3/1aBasi 3Q(PEeKThl U T. M. A C
nomolibio «M3menenus: GUryps» Bbl HOAMNPABUTE U300pAKEHUE 110 IEPUMETPY.


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

9. CrpynnupyiiTe puCyHOK, U3BMEHHUTE €T0 pa3Mep.
10.PacneyaTaiiTe mOJy4YUBIIUNACS OTYET.



JlabopaTopHas padora NeS
Co3panue, aBTO3aNOJIHEHHME, PpeJaKTHPOBaHHe TAa0/aML, BBeJACHHE
¢popmya B Tadsimuax MicrosoftExcel

Henbs paGotei: IlpumoOpereHre NPaKTUUECKUX HABBIKOB B CO3/IaHHM,
aBTO3aIOJIHEHUH, PpEJAKTUPOBAaHUU Tabnui, BBeAeHHE GopMyn B TabIMLax
MicrosoftExcel.

OnHolt W3 KIIOYEBBIX OCOOCHHOCTEM JJIEKTPOHHBIX TaOJUIl SBISETCS
BO3MOXHOCTh aBTOMAaTHUYECKOT'O IepecueTa 3HAYCHUS JIFOOBIX HYXHBIX SYCCK MPH
U3MCHCHHH COJICP)KMMOT0 OJHOH W3 HuxX. I BuU3yanw3alud TOJTYyYCHHBIX
JAHHBIX, HA OCHOBE T'PYIIN SYEEK MOXKHO CO3/1aBaTh Pa3JIMUHBIC BUIBI THArPAMM,
CBOJIHBIC TaOJIUIIBI M KapThl. [Ipu 3TOM 3JIeKTpOHHBIE TaOIUIII, co31aHHbIe B Excel
MO’KHO BCTaBJISITh B JAPYTHE JOKYMEHTHI, a TaK )K€ COXPAaHATh B OTJIEIbHOM (aiiire
JUTSI TIOCTICAYIOMIET0 X UCTIOJB30BAHUS WM PEaKTHPOBAHUS.

Ecnu BBI yxe 3HaKOMEBI ¢ pegakropoMm Word, To pazobparbcsi B uHTepdeiice
Excel He coctaBut Tpyna. Beas B ero ocHoBe JiexuT Ta ke JIeHTa, HO TOJBKO C
JApPYTMM HaOOpPOM BKJAJOK, Tpynn W KomaHja. [Ipu 3TOM dYTOOBI pacHIUpHTH
pabouyro 00J1acTh, HEKOTOPBIC TPYIITBI BKJIAJOK BBIBOJATCS Ha JHUCILICH TOJIBKO B
clly4ae HEOOXOTUMOCTH. Tak jke JICHTYy MOXHO CBEPHYTHh BOBCE, IIEIKHYB IIO
AKTUBHOMW BKJIQJIKE JIBa pa3a JICBOW KHOMKON MBIIIH WJIM Ha)KaB COYCTAHUE KIIABUIII
Ctrl+F1. Bo3Bpamenue ee Ha SKpaH OCYIIECTBIISIETCSI TAKUM K€ CITOCOOOM.
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Eythep oEmena Wpugt BLIpagHUMEaHME Yucno Cronm Aueiikun PeAakTUpoBaHUe
Crout oTMeTHTh, uTO B Excel /s oHOW M TOH k€ KOMaHIbI MOXKET ObITh
IPEAYCMOTPEHO Cpa3y HECKOJIBKO CIIOCOOOB €€ BBI30BAa: 4Yepe3 JICHTY, W3
KOHTEKCTHOTO MCHIO HMJIM C IOMOIIBIO COYCTAHUS TOpSYMX KJIaBHUIIL. 3HAHUE |
MCII0JIb30BaHKE MOCICIHUX MOXKET CUIBHO YCKOPUTH pabOTy B MpOrpamme.
KoHTekcTHOE MEHIO SBJISICTCS KOHTCKCTHO-3aBUCHMBIM, TO €CTh €rO
COJZICpKaHUE 3aBUCUT OT TOTO, YTO IOJIb30BATENb JCIAcT B JAHHBIH MOMCHT.
KoHTekcTHOE MEHIO BBI3BIBACTCS HA)KATHMEM IPABOH KHOMKH MBIIIKA MOYTH Ha
mobom o6bekTe B MS Excel. 3To mo3BoJIsieT SKOHOMUTH BPeMsi, TOTOMY UTO B HEM
0TOOpakaroTCsl HAMOOJIEe YaCTO UCIOJIb3YeMbIe KOMaHIbI K BRIOPAHHOMY O0BEKTY.

BBoa u penaktupoBaHUE JaHHBIX

CoznaBaembie B Excel ¢aitnbl Ha3piBaroTCs pabOYMMU KHUTAaMH M MUMEIOT
pacmmpenue «xls» wmm «xlsx». B cBoro odepenar pabodasi KHMTA COCTOUT W3
HECKOJIbKUX pabounx JuctoB. Kaxaeld paboumii JHMCT — 3TO OTACIbHAsS
AJNIEKTPOHHAs Ta0/WIla, KOTOphIE B CilIy4ae HEOOXOJUMOCTH MOTYT OBITh
B3aMMOCBSI3aHbl. AKTUBHOW pabouell KHUTOM SBISIETCSA Ta, C KOTOPOM B JaHHBIN
MOMEHT Bbl paboTaeTe, HanmpuMep, B KOTOPYIO BBOJIUTE JIaHHbIE.


http://www.compbegin.ru/data/image/excel_1_2.png

[Tocne 3amycka TPUIIOKEHHS ABTOMATUYECKH CO3JAETCSl HOBAasT KHUTA C
numereM «Kuural». [lo ymonuanuio pabodass KHUTa COCTOUT W3 TpeX paboumx
JIUCTOB ¢ UMeHaMu OT «JIuctl» mo «JIuct3».
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PabGouee mone nucra Excel momeneHo Ha MHOXKECTBO MPSMOYTOJBHBIX
suyeek. OObeIMHEHHBIC IO TOPU3OHTAIM SUYEHKH COCTAaBISIOT CTPOKH, a IO
BePTUKAIM — CTOJIOUBI. [[7s BO3MOXKHOCTH HCCIIEIOBaHUS OOJBIIOr0 00BheMa
JaHHBIX KaXIbld paboumii smct nporpammbel  umeer 1 048 576  crpok
MPOHYMEpPOBAaHHBIX uyuciaaMud U 16 384 cronbO1oB 0003HAUYCHHBIX OYyKBaMU
JATUHCKOTO andaBuTa.

Takum o0pazom, Kaxxgas suedka — 3TO MECTO MEPECeUCHUs PA3TMUHBIX
CTOJIOIIOB M CTPOK Ha JIMCTEe, POPMUPYIOMIHNX €€ COOCTBEHHBIM YHUKAIBHBIN aipec,
cocTosiui U3 OYyKBBI CTOJIOIA U HOMEpPA CTPOKH, KOTOPHIM OHAa MPUHAIJIEHKHUT.
Hanpumep, umsa niepBoit siueiiku — Al, Tak Kak OHa HaXOOUTCA Ha NEPECECUEHUU
CTOJIONA «A» M CTPOKH «1».

Ecin B mpunoxenun BkiatoueHa CTpoka ¢(opmyJi, KOTOpas pacrnojiokKeHa
cpazy xe¢ mnoxJleHroil, TOo cieBa oT Hee Haxonutcsa [losme wumeHm, ra€
oTtoOpaxkaeTcss uMsl Tekymiei siueiiku. Crozia ke Bbl BCET/Ia CMOXKETE BBECTH UMS
HMCKOMOM siueiiku, g ObicTporo mepexoja kK Heid. OCoOEHHO 3Ta BO3MOKHOCTH
moJie3Ha B OOJBIINX JOKYMEHTAX, CONEPKAIINX THICSYN CTPOK U CTOJIOIIOB.

Tak e nmmsg TpoCMOTpa pas3HBIX oOOJlacTeld JHUCTa, BHHU3Y U CIpaBa
pacmoJyiaratoTcsi MoJIOChl MPOKPYTKH. [loMuMo 3TOro mepemeniaThes Mo pabdboueit
obnactu Excel MOXKHO ¢ TOMOIIBIO KIIABHIII CO CTPEITKAMH.

m naeHan EcTaeka PasmeTEa CcTpaHULbI
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UroObl HayaTh BBOAUTH JAHHBIE B HYXHYIO SUEHKYy, €€ Heo0XOquMOo
BbIIEINTH. JUIA mepexona B HY)KHYIO AYEHKY LICIKHUTE Ha HEW JIEBOW KHOIIKOU
MBIIIIM, TIOCJIE 4Yero OoHa OyneT OKpYXEHa 4YEepHOM paMKOH, TaKk Ha3bIBa€MbIM
MHIMKAaTOpOM AaKTUBHOW sA4Yeliku. Temepp IPOCTO HAYMHAWTE I€4yaTaTb Ha
KJIaBUaType, U BcA BBoAMMas uH(popmaius OyneT OKa3bIBaTbCsd B BBHIOpAHHOMU
SAYCHKE.

IIpn BBOAE AaHHBIX B SYEHKY MOXHO TaK JK€ HCIIOJIB30BATh U CTPOKY
dopmyi. JIyist 3TOTO BBIAEIUTE HYXHYIO KJIETKY, a 3aT€M IIEJIKHUTE MBIIIbIO Ha
noJjie CTpoKu (opMysn U HayHUTE meyaTtaTh. [Ipu 3TOM BBOgMMAas MHGpOpMALIUS
OyZeT aBTOMaTHYECKH 0TOOpaxaTbCsa B BBIOPAHHOM siUeiKe.

ITocne okoH4YaHUS BBOJA TAHHBIX HAXKMUTE:

. KnaBumy «Enter» - cinegyromeil akTUBHOM SYEMKOM CTaHET
KJIETKA CHU3Y.

. Knapumy «Tab» - criepyromeld akTHUBHOM SYEHKON CTaHET
KJIETKA CIIpaBa.

. [IlenxkHUTE MBIIBIO MO JIIOOOM JApYyroi siuerke, U OHAa CTaHET
AKTUBHOM.

UToOBl U3MEHUTH WJIM yIATUTh COACPKUMOE JIIOOON SUEHKH, IIETKHUTE Ha
HEW J1Ba pa3a JIEBOM KHOIKOM MbIlU. [Iepemenialite MUTaroluii Kypcop B Hy»KHOE
MECTO JJIi BHECEHUs HEOOXOAUMBbIX MpaBoK. Kak M BO MHOTHX Jpyrux
IPUIIOKEHUAX, ISl YIAJIEHUS U BHECEHUS MCIPABICHUN HUCIOJIB3YIOTCS KIIABUILU
ctpenok, «Del» u «Backspacey. Ilpu sxenanuu, Bce He0OOXOAMMBIE TPABKU MOXHO
IPOU3BOIUTH U B CTPOKE (HOPMYIL.

OO0beM JaHHBIX, KOTOPBIN BbI Oy/ieTe BBOAUTDH B SIUEHKY, HE OIPaHUYMBACTCS
ee BUAMMOM dYacTbto. TO ecTh KIeTKH pabodyero mojas HpOrpaMMbl MOTYT
coJiepKaTh Kak OAHY LU(pY, TaK U HECKOIbKO ab3aneB Tekcra. Kaxnas sueiika
Excel cnocobna BMecTuTh 10 32 767 YMCIOBBIX WJIK TEKCTOBBIX CUMBOJIOB.

@opMaTUPOBAHUE JAHHBIX YECK

[Tocne BBO/1a Ha3BaHUM CTPOK U CTOJIOLIOB MOJTyyaeM TaOJIHILy TAKOTO BUJA:
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AHeape ®eBpane MapTt Anepn AlBape @espans MapTt Anepn
MpoaykTel NMTaHKA MNpoayKTel TMTaHKA
KommyHanbHblE NNaTe®M HomMmyHanbHbIe nna 3000 |
Mokynka Bewei MoKyNKa BELWER
OBcnywuBaHKe asToMoBKuAA OBCnyHME 2500 J

Boinnata KpeauTos Boinnata kpeauToB
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Kak BuOHO W3 Hamiero mpuMepa, HECKOJBKO HAa3BaHUM CTAaT€d PacxoJioB
«BBIIIUTA 32 PAMKHU TPAHMI] TYCHKU U €CITU COCEIHSS KIIeTKa (KJIETKH) ToKe OymeT
comepkath KakKyl-TO HWH(OpManuioo, TO BBEACHHBIH TEKCT YaCTUYHO
MEPEeKPhIBACTCSI € W CTaHOBUTCA HeBUAuWM. Jla W cama Tabiuia BBITJISIIAT
JIOBOJIBHO HEKPAaCHUBOU M Hemnpe3eHTadenbHou. [Ipu 3ToM ecnu HameuyaTaTh Takoi
JIOKYMEHT, TO CIIOKUBIIASICS CUTYyallUsl COXPAHUTCA — pa300paTh B Takoil Tabiule



4TO K 4emy OyJeT JOBOJBHO CJOKHO, B UYEM Bbl MOXETE caMH YOEIUTbCA W3
PUCYHKA HUXKE.

AHBapb despans Mapt Anepnb Mai NioHb
MpoayKTbl 18250 15720 17980 16540 15230 16100
KommyHan 5100 4980 5130 5250 4830 5180
MoKynka B¢ 6250 0 4800 1380 6900 0
O6cnyKuB: 2500 3700 1250 4620 2940 5730
Bbinnata Kj 3300 3300 3300 3300 3300 3300

UtoObI crenaTh TAOMMYHBIA JTOKYMEHT 0oJie€ aKKypaTHBIM U KPacCUBBIM,
Y4acTO MPHUXOJUTCS U3MEHSTh Pa3MeEpPhbl CTPOK U CTOJIOLOB, MIPUPT COAEPKUMOTO
SYeUKHU, ee (DOH, OCYIIECTBIISITh BbIPABHUBAaHWE TEKCTAa, AOOABJISITH TPAHUIIBI U
npoyee.

Jlns Havayia jaBaiiTe MpUBENEM B MOPSIOK JIeBBIM cronoer. [lepeBegute
KYpCOp MBIIIM Ha TPAHUILY CTOJIONOB «A» U «B» B CTpOKy, rlie oToOpakaroTcst ux
Ha3BaHus. [IpU M3MEHEHHUM Kypcopa MBIIIM HA XAPAKTEPHBIM CHUMBOJI C JIBYMS
pa3HOHAINpPABJICHHBIMU CTpPEIKaMU, HAXMHUTE U YJEpXKUBas JIEBYIO KIIaBUIY,
TalllUTe TOSIBUBILICIOCS MMYHKTUPHYIO JIMHUIO B HY)XHOM HAMNpaBlICHUU JJIs
pacuiupeHus CToJj0Ia /10 TeX MOp MOKa BCE Ha3BaHMsI HE YMECTSATCS B paMKax
OJTHOU STYEHKHU.

G7 - | WwpwuHa: 25,57 (184 nukcens) |

A 4] B C D

1 Avgape @espans MapT

2 MpopykTel NMTAaHKMA 18250 15720 17980
3 HommyHanoHbe naareHm 5100 4980 5130
4 Mowynka Bellei 6250 0 4800
5 ObcnysmneaHne asTomobuna 2500 3700 1250
6 BbinnaTta KpeauToB 3300 3300 3300
7

8

Te xe camble NEUCTBUS MOXKHO MpOJAENaTh U CO CTPOKOW. DTO SBIISIETCA
OJIHAM U3 CaMBIX JIETKUX CIIOCOOOB M3MEHEHHUSI pa3Mepa BHICOTHI U IIHUPUHBI SYEEK.

Ecnu HeoO6xoammo 3a1aTh TOYHBIE pa3MepPhl CTPOK U CTOJIOIOB, TO JUISl 3TOTO
Ha  Biiaake [yaBuasi B rpynmne Slueiiku BeiOepute  nyHKT @opmart. B
OTKpBIBIIEMCS MEHIO € IIOMOLIbK0 KoMaHJ Beicora crpoku u lllupuna
CT0JIOIIA MOKHO 33JaTh ATU TapaMeTPhbl BPYUHYIO.

OdeHp yacTO HEOOXOAMMO U3MEHHUTH IMapaMeTPhl CTPa3y HECKOJIBKUX SUEeK
U JTaXKe MeJIOTO cToi0a Wik CTpoKu. J[Jis TOro 4to Obl BBIACIUTD IENBIH CTOIOCT
W CTPOKYy, WLIEIKHUTE HA €ro Ha3BaHUM CBEPXY WJIM Ha €€ HOMEpE CJeBa
COOTBETCTBEHHO.



[ 4] A B 4 = | A B C

| 1] AHBape |Peepank 1 AvBape Oespans
| 2 |MpoAyKTbl NUTaHKA 18250 157201 5 MpoayKTE NAUTAHKA 18250 15720
| 3 |KoMMYyHanbHbIE NAATEKK 2100 4980 | o [KommyHanbHbIe nnaTemm 5100 4980
| 4 |Mokynka Beuei 6250 0| 4 Mokynka Beulei 6250 0
| 3 |ObcnyxuBaHMe aBTomobKNA 2500 3700| 5 OBcnymMBaHMe aBTOMOBWAA 2500 3700
| 6 |Boinnata kpeawuToB 3300 3300| 6 Bwinnata KpeOMTOB 3300 3300

7 7

JIns BBIIENEHUST TPYIIBl COCEIHUX S4YeeK, OOBOJUTE UX KYypCOPOM,

yAEpKUBAUTE JIEBYI0 KHONKY MBIIIH.

Ecim ke H606XOI[I/IMO BBIACIIUTD

pa3po3HEHHbIE TOJIA TaOMUIbI, TO HAXMHUTE U yaepxuBaiTe knaBuiry «Ctrly,
MIOCJIE YETO HIEJIKaTe MBIIIBIO M0 HEOOXOJUMBIM SYEHKaM.

| A [ 8 [ c |4 A | 8 [ c |
1 AvBape ®espans | 1 AvBape ®esBpano
_ 2 |MpolyKTbl MMTaHKWA 18250 15720 2 |MpoayKTbl MMTaHKUA 18250 15720
_ 3 |HomMMyHaNbHbIE NAETEHM 5100 45801 3 HommyHanbHble NAaTesM 5100 4980
4 [MNoKyNKa BELWER 6250 0l 4 Mokynka Bewe 6250 0
5 |DBcnyMBaHKWe asToMobunA 2500 3700 | 5 |OBcny#mMeaHWe asToMmobuna 2500 3700
6 Bpinnarta KpeguToe 3300 3300 | 6 |Boinnarta kpegWToe 3300
7 7

Teneps, korma BB 3HaeTe, KakK BBLICISITH U (GOpPMATUPOBATh Cpa3y
HECKOJIKO SYEEK, JaBaiiTe BBHIPOBHSEM Ha3BaHUE MECSIICB B Halled TaOiHIe Mo
HeHTpy. Pa3nuuHble KOMaHIbl BBIPABHUBAHUSL COJAECPKMMOIO BHYTPHU KIIETOK
HaXOATCS Ha Bkiagke I''taBHas B rpymnme c TOBOPSIIITUM
Ha3BaHueM BbipaBHuBanue. [Ipu sToM nmis TaOJIMYHOW SIYEHKH 3TO JEeWCTBUE
MOHO MPOU3BOJIUTh KaK OTHOCHUTEIBHO TOPU30HTAJIBHOTO HAIpABJICHUS, TaK U

BCPTHUKAJIBLHOTI'O.
m [naeHan Bcraeka PazmeTka cTpaHWLE DopmMynel JaHHBIe FeueHzpoBaHWe
# Calibri 11 s Fl== OB LWMid = [ veroenoe popmatupos:
3 XK K Y- AN EEEB- @3- 9% 0 B oopmatuposats kak Tac
: 4 e | e A i= £ R = Ctinam aveek ~
Eydiep obMeHa WgpngT EI:I|:I:=|EHL1I;"aHL1-': = Yuecno CTHAK
Bl hd Je | AHE EprD;HHTb no WEHTPY
A B BripaBHMEaHME TEKCTA MO LEHTPY. ]
1 IHHElapb @eppant Mapt Anepnb  Mai FlioHb "H
2 MpooysTel NMTAaHKWA 18250 15720 17980 16540 15230 16100
3 HomMmyHanNbHBIE NNATERN 5100 4930 5130 5250 4530 5130
4 MokynHa BeLei 6250 0 4800 1380 6900 0
5 ObocnyxneaHMe aeTomobmna 2500 3700 1250 4620 2940 5730
&6 Bbinnata KpeguToB 3300 3300 3300 3300 3300 3300
7

OOBeauTe STUEHKM C Ha3BaHWEM MECSIICB B IIANKe TaOTUIBI U METKHUTE HA
KHONIKE BBIPOBHATH 110 HEHTPY.
B rpynne lpudt Ha Briaake [J1aBHAsi MOKHO W3MEHUTH THI Ipudra,
€ro pasMmep, UBET M HAauepTAHUE: KUPHBIM, KYPCUBHBIM, MOJYEPKHYTHIM U Tak
nanee. Tak ke 31ech pa3MENIEHbl KHONIKM M3MEHEHUSI TPaHMI] SYCUKHA U LBETA €€
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3anuBkd. Bce 3T (QyHKUMM TpUroAsSTCS HaAM A JANbHEHIIET0 W3MEHEHUS
BHEIIIHET0 BHUJ1a TaOJIMIIBI.

Wtak, nns Havana JaBaiiTe yBenmuyuM MIpU(T HA3BaHUS KOJOHOK H
CTOJI6I_IOB Hameﬁ TabMLbl A0 12 MYHKTOB, a TaK K€ CHAEIAEM €T0 KUPHBIM.

[naeHas EcTaeka PasmeTea CTpaHWLUbI TopMynbl JaHHble PeueHzupoBaHe
& Calibri - 12 |T| =
Sz~ |[K(|&E Y9 - |5 =

§ OB WMEA - fﬁ?mnBHne GopMaTHpoEal
- %' % 000 [ oopmatuposate kak Taks

o I

BHETBHTb 7 H- - A° = iE | B R = Crinn aueek -
Bydep oGMeHa Tu WpwudT 11? BoipaBHMEIHWME [u Yucno ! CTinu
AB - 17 | Bminnata HpenuToB
A ol E F G
1 i: ape ®espane Mapr Anepar Mai HioHE
I 2 MpoayKTel NMTaHKA a0 8250 15720 17980 16540 15230 16100
3 HKommyHaneHble naaTemm 22 5100 4930 5130 5250 4330 5180
| 4 MoKkynKa seweii 4 B2s0 0 4800 1380 6900 0
5 OBecnywueaHUue aeTomo6 - 5 2900 3700 1250 4620 2940 5730
6 [Beinnara KpeguToB 3 3300 3300 3300 3300 3300 3300

Teneppb BblzensieM CHavaja BEPXHIOK CTPOUYKY TaOJIMIBI M YCTAHABIMBAEM
el uepHsblii (hOH, a 3aTeM B JIEBOM cToiiO1e siueiikam ¢ A2 o A6 — TeMHO-CUHUH.
CraenaTth 5TO MOXKHO C MoMouIbI0 KHONKY IIBeT 3aJMBKH.

.- T T — —— m
ﬁ| H g - 5= ' EBrogcer 1 - Microsoft Bxcel
[nagHas BcTaeka PazmeTka cTpaHMUE Dopmyne HAaHHbIe PeueHzIMpOEaHKE Ewng
Qﬁ Calibri -12 - = | = OBwmi - _?;_gll YonosHoe dopMaTHpPOBEaHWE ™
) Car (K K U A S EE mad - L'_g * % 000 3% ®opmatposate kak TaBauuy -
B H - ﬁv A~ i iE | @ A (=) Crinm aueek ~
Bythep obmeHa [u U Lgera Tempr E Hucno Fl CTHAK
A2  H HEEEES MTaHKA
L F G
2 ] 15230 16100
3 CTaHAapTHEL CWMHWIA, AKUEHT 1, GoNee TEMHBIA OTTEHOK 25%6 4830 5180
4 e EEEEE 0 1380 6900 0
5 Her sanusku 3700 1250 4620 2940 5730
6 i Jdpyouve ugeTa.., 3300 3300 3300 3300 3300

Hagepnsika Bbl 3aMETHJIM, YTO I[BET TEKCTa B BEPXHEW CTPOKE CIHUIICI C
1BeToM (oHa, 1a U B JICBOM CTOJIOIE Ha3BaHUS YUTAIOTCS IU10X0. McmpaBum 3T0,
M3MEHUB MBET MpUQTa ¢ MOMOIIsI0 KHONKY LlBeT TekcTa Ha OebIii.



|EI| lg Ly I mmmﬁ_l - Microsoft Eucem

ma [nagHas Bcraeka PazmeTka cTpaHyubl Sopmynbl HJdaHHble PeugHIMpOEaHNE Ewng
,;'H; Calibri 12 - = QAW - _?;_;'| YonoeHoe GOopMATHPOBEaHKWE ™
. =3 - x| & qy- AN = EE = % 000 [§% ®opmatipoBate kak Taauuy ~
S 7 H- | & -Al] = & Ea (=) Crnm aueex ~
EBydep obmeHa I LWpwgT . ABTO Yucno u CTram
Ab - LipeTa Tembl 8
A || EENR HEE o E F G

17980 16540 15230 16100
I I I I I I 5130 5250 4830 5180
Mekynka Beu.leﬁ CTaHdapTHbIE LBETa 4800 1380 @900 1]
OBcnysueaHue asTomc R ENEEN 1250 4620 2940 5730
Beinnata kpegutoe i#  Jdpyrwe ugeTa.., 3300 3300 3300 3300

MpoayKTel NMTaHKWA
HKommyHaneHbie nnated] |

L= B B R R R

Tak ke ¢ NOMOULIBIO YK€ 3HaKOMOW KomaHzbl L{BeT 3aJIMBKU MbI NpUAATIU
(hOoHY YETHBIX U HEYETHBIX CTPOK C YHCIIAMH PA3TUYHBIA CHHUN OTTCHOK.

UTtoObl siuelKM HE CJIMBAJUCh, JaBaliTe OMNpeIeIuM WM TPaHMIIBL.
OmnpeneneHue TpaHuI] MPOUCXOIUT TOJBKO JUISl BBIJICJICHHOW 00JIACTH JIOKYMEHTA,
U MOKET OBITh CJIEJAaHO KaK JUIS OJHOM SYelKH, Tak M JJIs1 Bced Tabimipl. B
HaIlleM CcJIydae BBIACIHUTE BCIHO TaOJMIly, MOCTE Yero MIEIKHUTE Ha CTPEJIOUKY
psAznoM ¢ kHonkou /{pyrue rpanuusbl Bce B Toi ke rpymnne Hlpudr.

[naeHan BcTaeka PazmeTka cTpaHWULK DapmMynbl AaHHE

¥ Calibri -1 -
Gar XK & U~ A4
7 |(Ep & A-

Eydep obmeHa

SR R ]

=,0 ,00

I=| 5t OEWMA -
- L00 .0

i W

lpaHmnLb Yucno

Al i HumHas rpaHuua

BepxHAa rpaHdua D
Jlegan rpaHKLa

Mpaeaa rpaHwvua 17980

HeT rpaHuuk 3130

ST

Bre rpaHrusl 4300
BHeWHWe rpaHmuel 1250

e

ToncTan EHELWHAR rpaHALUaE i 3300

N -
B OTKPBIBHICMCA MCHIO BBIBOAUTCS CIIMCOK 6I>ICTpI>IX KOMaH/[J, C IIOMOIIBIO

KOTOPBIX MOXKHO BBIOpaTh OTOOpaKeHHE HYKHBIX T'PAHUI] BBIJICICHHONW 001acTH:
HIW>)KHEW, BEpXHEH, JIEBOM, IPaBOM, BHEIIHUX, BCEX M Ipoyee. Tak ke 311ech
colepKaTcsi KOMaHAbl Ui PUCOBAHUS TPaHUI] BPYYHYI0. B camom HHM3y crimcka
HAaXOJUTCS TYHKT JIpyrue rpaHuIbl TO3BOJSIIONINN OoJiee JeTalbHO 3a7aTh
HE0OXOIUMBIE TTapaMETPhI TPAHUI] STYEEK, KOTOPHIM MBI U BOCIIOJIB3yEMCHI.



| Yucno | BrIpABHUBEHWE | LWpucT | paHMua | Janueka | JawmTa |
NMuHKa Bre
THM MAHKM:
S Efi=0
I HET BHEWHWE  BHYTPEHHWE
————- e ————— OTAenEHEE
______ - -
Haanmuce l\ Haanuce
UEET: Hagnuce l Hagnuck
ABTO |E| . -

EbIEEpMTE THN AMHKMKA W C NOMOLWEBRD MBIWW YKEHWMTE, K KEKOIN YacTH BblOeNeHHOro AMana3oHa oH OTHOCOMTCA!
BHELIHEN rpaHALE BCEro AManasoda, BCEM BHYTDEHHMM MpaHMLLAM AYeeK MnK OTOENEHOM AYElikKe,

B oTkphiBIIEMCcS OKHE CHadalla BRIOEPHUTE THIT JIMHHH TPAHUIIHI (B HAIIEM
ClIy4yae TOHKasl CIUIOIIHAs), 3aTeM €€ IBET (BbIOepeM Oelblii, Tak Kak (hOH TaOTHIIbI
TEMHBI) ¥ HAKOHEIl, T¢ TPAHMIIbI, KOTOPHIE JOJDKHBI OyIyT OTOOpa)KaThCs (MBI
BBIOpAJIM BHYTPEHHHUE).

(] |l = NG copwer_1'™ Microsoft Excel

m [nagHas BcTaeka PazmeTka cTpaHuLbl Dopmynel AdaHHbe PeueHznpoBEaHHe Ewng
s & Calibri 11 v = = [; @ CAWMRA - _?;_gll YCnogHOR GOpMAaTUPOEAHWE ™
j Bz~ X &F U~ A A EE E Fad- E3- o, 000 g8 oopmatuposaTts kak TaBauuy

Bnavsmb & 4 H- $H- A~ £ P A =) Criam aueex -
bBydep obMeHa I WpwdT % | BHpaBHWEaHKE Ta Yucno ] CTHAK
I6 - f |

A B = D E F G
| | Awcape |®espans| Mapr | Anepns | Maii | Mions |
15720 17980 16540 15230

1
2 18250 16100
3 5100 4980 5130 5250 4830 5180
- 6250 0 a0 1380 6900 0
5 [oC zaHue aeTomobuns 2500 3700 1250 4620 2940 5730
] Beinnata kpeguToe 3300 3300 3300 3300 3300 3300

B wrore ¢ momompio Habopa koMaHI Bcero omHou rpynmsl HIpudT Mbl
nmpeoOpa3oBaiM  HEKA3WCThI  BHEIMIHWA  BHUJ ~ TAaOMWIBI  BO  BIIOJHE

MPe3CHTAOCIBHBIM, W TEIeph 3Has KakK OHH pPabOTar0T, BbI CaMOCTOSITCIHHO
CMOXETE MPUAYMbIBATh CBOU YHUKAJIBHBIE CTHIIM 1JI1 O(POPMIICHHUS 3JIEKTPOHHBIX
Ta0auL.



dopmar JaHHBIX TYEHKHU

Tenepb, uTo OBl 3aBEpIINTH HAlly TaOJMIy, HEOOXOAMMO HaMJIEKAIIUM
oOpazoMm 0o(hOpMUTH T€ JaHHbBIE, KOTOpPhIE Mbl TyAa BBOAWM. HamomHuM, 4TO B
HaIlleM CJIy4ae 3TO JEHEKHBIE PaCXO/IbI.

B kaxnyto U3 siueek AJIEKTPOHHOU TaOJUIIBl MOXKHO BBOJIUTH Pa3HbIC THUIIbI
JAHHBIX: TEKCT, Yucla U Aaxe rpaduueckue n3zodOpaxeHus. IMEHHO MOATOMY B
Excel cymecTByeT Takoe MOHATHE, KaK «(hOopMaT TaHHBIX SYEHKUY, CIYKAITUN TS
KOPPEKTHOI 00pabOTKM BBOJMMOM BaMu MH(OpMAIUu.

N3navyansHO, Bce sueiikn wumeroT O0muii  ¢opmar, O3BOJIAIOUIUN
COJIepKaTh UM KaK TEKCTOBbIC, Tak U IU(pOoBbIe AJaHHbIE. HO BBl BIipaBe U3MEHUTH
ATO W BBIOpaTh: YKMCJIOBOM, JCHEKHBIM, (HUHAHCOBBIM, MPOIEHTHBIN, TPOOHBIN,
AKCTIOHCHIMANBHBIN U (opmatel. [lomumo 3TOro cymiecTByroT ¢GhopmaThl JaThI,
BPEMEHH MOUYTOBBIX MHJEKCOB, HOMEPOB TeJIE(POHOB U TAOEIHHBIX HOMEPOB.

Jlns staeex Haried TaONuIbI, COJEpIKAINX HAa3BaHUS €€ CTPOK U CTOJIOIOB
BIIOJIHE TojI0WIeT oOmumii opMar (KOTOpBIA 3aaeTCs MO YMOJIYAHHIO), TaK Kak
OHU COJIEp)KAT TEKCTOBbIE JdaHHbIE. A BOT ISl A4Y€E€K, B KOTOpPHIC BBOJSTCS
O101KETHBIE PACXOIbl OOJBIIIE TTOAOUIET ICHESXKHBIN (popMar.

Breinenute B Tabnuie sueiiku coaeprkaniie HHOOPMAIUIO 10 €KEMECTIYHBIM
pacxonaM. Ha nenrte Bo Bkiajke I'maBHas B rpymnne YUMo MIEIKHATE IO CTPETIKE
panoMm c nosieM UucaoBoid @opmar, MocCjae YEro OTKPOETCS MEHIO CO CIUCKOM
OCHOBHBIX JIOCTYIHBIX (opMaroB. MoXHO BbIOpaTh MYHKT JleHeKHBIN MPSIMO
31€Ch, HO MBI JUIsi 0OoJiee TOJTHOTO O3HAKOMJICHHS BBIOEpPEM CaMyr0 HIDKHIOHO
cTpoKy Jlpyrue uyucjaoBbie GopMaThl. _

[ ]

Copmar Adeek

| BblpaBHWBaHWe | LprdT | paHHua I JanverKa | SawmTa |

Yucnoseie GopMaTh:

OBl « | Obpasey

‘;Imu:nnsun 18 250p.

E:::H':DE':"” UWCno QecATHHHEIX 3Hakoe: |0 =

Bpema . OBosHadeHre: | p. Izl
MpoUeHTHBIM

ApobHe OTPUUATENEHEIE YMCNE!

SKCNOHEHUMANEHBIA _1 734, a
TexcToBbIA 1234p.

[ ononHuTEnEHEIR -1234p,

(Bce dopmaTen) -1234p,

PopraT " leHewHBI" MCNONE3YETCA ANA 0TODPEEHMA OEHEHHEIX BENWHMH, [INA BEIPABHWEEHKMA 3HAYEHMIA No
AECATHYHOMY PASASNMTENMD MCNONEIYATE hopMaT "EUMHEHCOBEIR",

0K ] [ OTMeHa




B oTkpbIBIIIEMCSI OKHE B JI€BOM KOJIOHKE OyAyT OTOOpa)K€HbI Ha3BaHUE BCEX
YUCJIOBBIX (bOpMaTOB, BKJIIO4Yas JOIIOJHUTCIBHBIC, a B MLICHTPC, PaA3JIANYHBIC
HACTPOMKH UX OTOOPaKEHHUS.

Bri06paB neHexHsblil (popmar, CBEpXy OKHa MOXHO YBUAETb, TO, Kak Oynmer
BBITJIAACTh 3HAUCHUEC B sTyerKax T3,6JII/II_[BI. qy'TB HMXKXE MOHO YCTAHOBUTBH YHMCJIO
OTO6pa)KeHI/I$I JACCATUYHBIX 3HAKOB. YT100OBI KOIIEHKHU HE 3arpoMoKJajii HaM I10JIA
TaONMIIbI, BBICTABUM 37E€Ch 3HAUEHHE paBHbIM HyJt0. Jlaimee MOXHO BBIOpaTh
BaJIIOTY M OTOOpaX€HUE OTPULIATEIbHBIX YUCEIL.

Tenepp Hama yuyeOHas Tabsivla, HAKOHEL, TPUHSIA 3aBEPILICHHbBIN BU/:
|| susapb | Pespans]| Mapr | Anepnb | Maii |
18250p. 15720p. 17980p. 16540p. 15 230p.
5100p. 4980p. 5130p. 5250p. 4 830p.
6 250p. Op. 4800p. 1380p.  6900p.
2500p. 3700p. 1250p. 4620p. 2 940p.
3300p. 3300p. 3300p. 3300p. 3 300p.

Kcratu, Bce MaHMMysUK, KOTOPbIE MBI TIPOJEIBIBATIN C TAOJULIEH BBIIIE,
TO €cThb (OpPMATUPOBAHHE SUEEK M WX JAHHBIX MOXKHO BBIMOJHUTH C MOMOIIBIO
KOHTEKCTHOT'O MEHIO, IIEJIKHYB MPaBOM KHOMKOM MBIIIK Ha BBIJCIICHHON 00JacTH
U BeIOpaB NMyHKT MopmaT sfiyeek. B 0JHOMMEHHOM OTKPBIBIIEMCSI OKHE JJI BCEX
PacCMOTPEHHBIX HaMH ornepauum CYLIECTBYIOT
BKiIaiku: Uncesio, BeipapuuBanue, llpud, I'pannna u 3anuBka.

Tenepr o oxoHUaHUM PabOTHI B MPOrpaMM€ Bbl MOXETE COXPaHWUTh WIIH
pacrieyararh IIOJy4E€HHBIM pe3yabTar. Bce 5T KOMaHIBI HaxoOiTCs BO
BKJIagke Dani.

BrimosiHeHne 6a30BbIX apuMETUUECKUX OTIEpaIIHii

ITomuMo co3maHusa OOBIYHBIX TaOnui, Excel MOXXHO HCIIOIB30BaTh IS
BBIMIOJTHEHUS B HHUX apu(METHYCCKHUX OIepaluii, TaKuX KakK: CJIOXKCHHUE,
BBIUMTAHHUEC, YMHOKCHUE U JICIICHHE.

J171s1 BBITIOTHEHUST pacyeToB B JII000H siueiike TabauIlbl HEOOXOIUMO CO3/1aTh
BHYTpH Hee mpocTeiinyio ¢gopMyJy, KOTopas Bcerja J0KHA HAYMHATHCS CO
3HaKa paBeHCTBA (=). JlJId yka3aHUs MaTeMaTHYSCKHUX OINCPAINil BHYTpU (POPMYJIbI
WCIIOJIb3YIOTCSI OOBIYHBIE apUPMETHIECKUE OTIEPATOPHI:

0OGo2HaYeHHe Onepatop BripaxeHHe PesyasTar
+ CNodeHue =7+2 9
- BbIUMTAHME =h6-4 2
* YMHOH EHH =3*3 24
/ AeneHue =15/5 3
N BO3BENEHME B CTEMNEH b =3 M a8l
%% NpoUeHT =90% 0,9

Hanpumep, naBaiite npeactaBuM, YTO HaM HEOOXOJUMO CIIOKUTH JIBa YUCIIa
— «12» m «7». YcTaHOBHUTE KypcOp MBIIIM B JIOOYIO SUYEHKY W HamedaTanTe
caenyroniee BbipaxkeHue: «=12+7». Ilo OkOHYaHWHM BBOJA HAXKMHUTE KIIABHUIIY
«Enter» u B sgueiike 0TOOpa3UTCs pe3ynbTaT BEIYUCICHUS — «19».



m [nagHan BcTaeka PasmeTka cTpaHuLbl m [nasHan EcTaska PasmeTka cTpaHyybl
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UToObI y3HATh, YTO K€ HA CAMOM JeJie COACPKUT siueika — hopmMyny WiIu
YHCII0, - HEOOXOJMMO €€ BBIICNIUTh U MOCMOTPETh Ha CTPOKY (hopmyn — 00J1acTh
HaXOJSIUIYIOCS Cpa3y K€ HaJ HAaMMEHOBaHUSIMU CTOJOIOB. B Hamiem ciydae B Hel
Kak pa3 oroOpaxaetcst opmysia, KOTOPYIO MbI TOJIBKO YTO BBOAMIIU.

Jlanee mompoOyHTe camMOCTOSTENIBHO B sYEMKAaX HUXKE TMOJYYUTh Pa3sHUILY
ATUX YUCEJI, UX MTPOU3BEICHUE U YaCTHOE.

[Tocne mpoBeneHust Bcex omnepaiuii, oOpaTuTe BHUMAaHHE Ha PE3yJbTaT
neneHus uucen 12 Ha 7, KOTOphIA mony4uics He nenbiM (1,714286) u comepxut
JIOBOJIBHO MHOTO ITu(p 1ocse 3amsiToil. B OONIbIIMHCTBE CiTyyaeB Takas TOYHOCTh
He TpeOyeTcs, 1a U CTOJb JJIMHHBIE YHciia OYyT TOJIBKO 3arpOMOXK/IaTh TAOJIHUILY.

UToObI 3TO WUCIHPaBUTh, BBUICIUTE SYEHKY C YHCIOM, Y KOTOPOTO
HEOOXOAUMO HW3MEHUTh KOJUYECTBO JECSITHUYHBIX 3HAKOB IOCJE 3amlsTOd W Ha
BKiasike I'y1aBHas B rpynme Yuciao BeiOepuTe KOMaHy YMEHbIIUTh
pa3psaaHocThb. Kaxxnoe HakaTe Ha 3Ty KHOIKY yOUpaeT OJIMH 3HaK.

CneBa oOT KOMaHIbl YMEHBIIMTH PAa3PAAHOCTb HAXOAUTCS  KHOIIKA,
BBITIOJTHSOIIAss OOPATHYIO OIEpaIiio — yBEJIMYMBAET YUCIIO 3HAKOB MOCIIE 3aMsTOM
ISt oTOOpaxeHus: 60Jiee TOUHBIX 3HAYEHUH.

CocraBnenue Gpopmy

Tenepr naBaiiTe BepHeMcs K Tabiuile OFOKETHBIX PACcX00B, KOTOPYIO MBI
CO3/1aBajii B IEPBOM YACTHU ITOTO LUKJIA.
|| susapb | ®espanb| Mapr | Anepmb | Maii |
18250p. 15720p. 17980p. 16540p. 15 230p.
5100p. 4980p. 5130p. 5250p.  4830p.
6 250p. Op. 4800p. 1380p.  6900p.
2500p. 3700p. 1250p. 4620p. 2 940p.

Bbinnara kpeauros 3 300p. 3 300p. 3 300p. 3 300p. 3 300p.

Ha nanHbIil MOMEHT B HEHl 3a)KCHPOBAHBI €KEMECSUHBIC IMYHBIC PACXOIbI
M0 KOHKPETHBIM CTaThsiM. Harpumep, MOKHO y3HATh, CKOJIBKO OBIJIO UCTPAUYCHO B
deBpane Ha MPOAYKTHI MATAHUS WIM B MapTe Ha OOCITYy)KMBaHHE aBTOMOOWIIS. A
BOT OOIME €XEeMECSYHbIE pacxXxoabl 37€Ch HE YKa3aHbl, XOTS HMEHHO OJTH
MOKA3aTeNu Uil MHOTHX SBJISFOTCS CaMbIMU BaKHbIMM. [laBaliTe uCIpaBUM 3Ty
CUTyaluio, J00aBUB BHU3Y TaOMUIBI CTPOYKYy «EkeMecsuHble pacxoibpl» W
paccuuTaeM €€ 3HaAYCHUS.
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Bydiep obmeHa WprdgT BrlpaBHHEaHKE Yucno
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Pl MpoayKTel NMTaHKA 18250p. 15720p. 17980p.
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E 6250p.  Op.  4300p.
5 2500p.  3700p.  1250p.
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UtoObl mocuuTaTh CyMMapHBIA pacxoj]l 3a siHBapb B siueiike B7 MoxkHO
Hanucath cieayrouiee Beipaxkenue: «=18250+5100+6250+2500+3300» u Haxath
Enter, mociie yero Bbl yBUAUTE PE3ybTaT BBIUYUCIEHHUS. JTO SABISIETCS MPUMEPOM
MpUMEHEHUS MpocTeiel popmyIibl, COCTaBIEHHE KOTOPO HUUYEM HE OTIMYAETCS
OT BBIYMCJIIEHHM Ha KaibKyjsatope. Pa3Be 4TO 3HAK paBHO CTaBUTCSA BHayaje
BBIPAXKEHMS, a HE B KOHIIE.

A Temepb MNpenCTaBbTE, YTO MpPU YKAa3aHWM 3HAYEHUW OJHOM WU
HECKOJIbKMX CTaTe pacxof0B Bbl JONycTWIM OmUOKY. B sTom ciydae, Bam
IIPUAETCS. CKOPPEKTUPOBATh HE TOJBKO JaHHBIE B AUYEHKaX C YKa3aHUEM PacXoJ0B,
HO U (HOpPMYJy BBIUHUCIEHUS CyMMapHbIX TpaT. KoHeuHO, 3TO O4YeHb HEYIOOHO U
nosromy B Excel npu cocraBiennn ¢GpopMmys 4acTO UCIMOJIb3YIOTCS HE KOHKPETHBIE
YUCJIOBBIC 3HAYCHUS, a ajpeca U AUANA30HbI AYeeK.

C yderoM »STOro JAaBaiiTe U3MEHMM Halry (OpPMYTy BBIUYMCICHUS

CYMMApPHBIX CKEMCECATHBIX PACXOJO0B.
bBydep obMeHa [ LWpHdgT BHpaEHWEAHK

CYNIM - * " x| =B2+B3+B4+B5
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1

Pl MpogyKTEl NMTaHKWA

) KommyHaneHeIe NAaTEXMH 4 9380p.
4 NEIVRICEDTE N 6250p. Op.
Ell O6cnyrkueanue asTomobuns ¢ ____:_!j_i_:rﬂillﬂé 3 700p.
il Beinnata kpeguroe | 3300p. 3 300p.
i

ExemecAdHble pacxogbl =B2+B 3+E4+|35|

B sueiiky B7, BBenuTe 3HaK paBHO (=) H... BMECTO TOTO, YTOOBI BPYUHYIO
BOMBaTh 3HAUCHHE KJIETKM B2, mieaxkHUTE MO HeH JieBoi kKHomkoi Mmeimu. Ilocie
3TOr0 BOKPYT SIYEHKH MOSIBUTCS MYHKTUPHAs BBIACIHUTEIbHAS paMKa, KOTOpas
MMOKa3bIBACT, YTO €€ 3HAYCHHE IMomajo B Gopmyny. Temepb BBeAUTE 3HAK «+» U
mesnkauTe no suerke B3. lanee mpoaenaiite Toxe camoe ¢ suerikamu B4, BS u
B6, a 3atem Haxkxmute knasuinry BBOJ[ (Enter), mocie 4ero mosiBUTCS TO Ke
3HAYE€HUE CYMMBI, UTO U B IEPBOM CJIy4ae.

Breimenute BHOBB sueiiky B7 n mocMmorpute Ha cTpoky popmyn. Buaro, 9ro
BMeCTO Iudp — 3HAYCHUM sSUYeeK, B POpMyJIe CoJepkKaTcsa MX aapeca. ITO OYCHb
B)XHBIN MOMEHT, TaK KaK MbI TOJIBKO YTO TOCTPOMIN (POPMYITy HE U3 KOHKPETHBIX



qrceNl, a W3 3HAYCHWH SYE€eK, KOTOphIE MOTYT CO BPEMEHEM H3MEHSTHCS.
Hanpumep, eciu Tenepb MOMEHSThH CyMMY PacXoJ0B Ha MOKYIIKY BelIeil B SHBape,
TO BECh €XKEMECSYHBI CyMMapHBI pacxoja OyAeT mepecunTaH aBTOMATUYECKH.
[TonpoOyiire.

Tenmepr naBaiiTe TPEANONOXKHUM, YTO TPOCYMMHUPOBATh HYKHO HE TIISThH
3HAYeHHWH, KaK B HalleM TNpuUMepe, a CTO WiIM ABecTH. Kak BBl TOHHMMAaeTe,
MCIIONB30BaTh BBIIICONUCAHHBIA METOJ MOCTPOCHHS (HOPMYT B TaKOM Cllydae
O4YeHb Hey0OHO. B 3TOM ciyuae Jsrydliie BOCIONB30BaThCs CIIEUATIBHON KHOMKOM
«ABTOCYMMay, KOTOpas IO3BOJIIET BBIUUCIUTH CYMMY HECKOJIBKHX SYEEK B
npezenax OAHOro cronbma uian crpoku. B Excel M0oXHO cuuTaTh HE TOJBKO
CYMMBI CTONIOIIOB, HO W CTPOK, TaK YTO HCIOIB3yeM €€ I BBIYUCIICHUS,
HaIpUMeEp, OOIIKMX PACXOI0B Ha IMPOJYKThI TUTAHHMS 3a HOITO/A.
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E F
| Anepne | Maii _
16540p. 15230p. 16100p.
5250p.  4830p. 5180p.
1 380p. 6 900p. Op.
4620p. 25940p.  5730p.

3300p. 3300p. 3 300p. _

YcranoBuTe Kypcop Ha MycTOM KIIeTKe COOKY HYXHOW CTpOKH (B HalieM
ciydae sto H2). 3arem nHaxmure kHOnky Cymma Ha 3akianke ['1aBHas B
rpynne PenaktupoBanue. Ternepb, BepHEMCS K TaOIHIE M MMOCMOTPUM, UYTO K€

IIPOU30IIIO.
BripagHWEaHKWE Yucno CTran Auerkn PeaakTHpoBaHMe

BbiBOg, CyMMbl BblgdeNEHHBIX AYEEK
HENOCPEACTEEHHD NOCNE 3THX AHEEK,

b =c:vmm{52:r32}

5 1gﬂp_ | CYMM(umcnol; [uncnol]; ... |
Op.

5 730p.

3 300p.

B BweIOpanHO¥ Hamu suelike TosBUiIach (opMysa C WHTEPBAJIOM SYEEK,
3HAYEHUS] KOTOPBIX TpeOyeTcss mpocyMMHpoBath. [Ipu 3TOM OmNsATH MOSIBUIIACH
MyHKTUPHAS BbIAETUTENbHAA paMKa. TOIBKO B 3TOT pa3 oHa OOpamiIsIET HE OJIHY
KJIETKY, @ BECh JMAMNA30H STYECK, CYMMY KOTOPBIX TPEOYyeTCs MOCUUTATh.



Tenepp mocMoTpum Ha camy (popmyiny. Kak u pasblie, BHayane UAET 3HAK
paBeHCTBa, HO HAa ATOT pa3 3a HuM ciuenayeT pynkuusa «CYMM» - 3apanee
onpejeneHHass (QopMylia, KOTOpas BBIINOJHUT CIOXKEHUE 3HAYEHUH YyKa3aHHBIX
aueek. Cpaszy 3a pyHKUMEN YT CKOOKH pacloNOXKEHHbIE BOKPYT aIpeCOB KIIETOK,
3HAUYCHUs KOTOPBIX HYKXHO IPOCYMMHUPOBATh, HA3bIBAEMbIC AaPIyMEHTOM
¢opmyabl. OOpatute BHMMaHHMe, 4YTO B (QoOpMylie HE YyKa3aHbl BCe ajpeca
CYMMHUPYEMBIX SYEEK, a JIMIIb NEPBOM W TOCIeAHEW. J[BoeToune Mexay HUMU
0003HavaeT, 4TO yKazaH AUana3oH kietok ot B2 no G2.

[locne naxxatus Enter, B BbIOpaHHOW siYeMKEe MOSBUTCS pe3yibTaT, HO Ha
ATOM BO3MOXHOCTH KHOIIKM CyMMa He 3akaHunBarorcs. lllenkHure Ha cTpenouky
pAIOM C HEH M OTKPOETCS CIHUCOK, COAepKalluil (PYyHKIUU MJIS BBIYUCICHUS
cpenHux 3HaueHuil (CpenHee), KOJIWYECTBa BBEACHHBIX JaHHBIX (Ywucino),
MakcuMalbHbIX (MakcuMyM) U MUHUMAIbHBIX (MUHUMYM) 3HAUCHUH.

5= BcraeuTe * [=]- w Ta

o VaanuTe T T Cymma

[T

=] Popmat ~ CpedHee i
Aueiikn Yweno L
Makcumym
H UHKMYM [
| Apyrue dyHKELU ..,
99 SEEI'E.

I/ITaK, B HalleH Ta6JII/ILIC MBI ITIOCHHUTAJIHN O6HII/I€ TpaTbl 3a JdHBApb H
CYMMapHLIﬁ pacxoa Ha IMPOAYKTHI IIMTAHUA 3a ITOJroJa. HpI/I 9TOM CACJIaJIN 3TO
ABYMS Pa3HbBIMU criocobaMu — CHayajla ¢ UCHOJIb30BAaHHEM B (1)0pMYJIC aJpcCcoB
AYCCK, a 3aTCM, (bYHKHI/II/I N Juaria3oHa. TGHGpL, CaMOC€ BpPCMA 3aKOHYHUTDH PACUCThI
JJIA OCTaBIIMXCA A4YCCK, ITOCUHUTaB O6HII/I€ 3aTpaTbl IO OCTAJIBHBIM MCCALlAM H
CTaTbiAM PaCXOa0B.

ABTO3aI0JIHEHUE

Jlmga pacdera OCTaBIIMXCS CYMM BOCITOJIB3YEMCSA OJHOW 3aMEYaTeIbHOMN
ocobeHHOCTBhIO Tporpammbl  Excel, koTopass 3akitodaeTcsi B BO3MOXKHOCTH
ABTOMATU3UPOBATh  MPOLIECC  3ANOJHEHUS  SYEEK  CUCTEMATU3UPOBAHHBIMU
JAHHBIMHU.

Nuorna B Excel mpuxomutcs BBOAWTH MOXOXKHWE OJHOTUIIHBIC JaHHBIC B
ONPEAECIECHHOW TOCJIEA0BATEIIbHOCTH, HAOpuUMep, MJHU HEAECHIW, JaTbl WIH
MOPSAAKOBbIE HOMEpa CTpokK. [lomMHHUTE, B mEpBOM 4acTM ATOTO LMKJIA B IIAIKE
TaOJIUIIBI MBI BBOJIMJIM Ha3BaHHME MECAIA B KaXKbIi CTONOEI] 1o oTAenabHOCTH? Ha
caMOM JieJie, COBEpIIEHHO HEeOoOS3aTeNhbHO OBUIO BBOJAUTH BECh ATOT CIHCOK
BPYYHYIO, TaK KaK IPUJI0KEHUE BO MHOTUX CIIy4asiX MOXET CJIeNaTh 3TO 3a Bac.

JlaBaiiTe coTpeM BCE Ha3BaHUS MECAICB B IMANKe HaIIeH TaOJWIIBI, KPOME
nepBoro. Temepp BBIACIUTE SYEUKY C HAANUCBIO «SIHBapp» M NIEpPEMECTUTE
yKa3aTellb MBI B MPaBbI €€ HUKHUI YroJl, 4To Obl OH MPUHSIT (OPMY KPECTHKa,
KOTOPBIM Ha3bIBACTCS MAPKEPOM 3aMOJHEHUA. 3AKMUTE JIEBYIO KHONKY MBIIIN U
MIEPETAIIUTE €r0 BIIPABO.
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Pl MpoayKTEl NUTaHKMA . 15720p. 17980p. 16540p. 16 1dp.

3 5100p. 4580p. 5130p. 5250p. 4830p.  5180p.

Ha skpane mosiBUTCSI BCIUIbIBAIONIAsl MOJACKa3Ka, KOTOpask COOOIIUT BaM TO
3Ha4Y€HHE, KOTOPOE MporpamMma coOupaeTcs BCTaBUTh B CICAYIONIYIO KIETKY. B
HameM ciydae 310 «Despanby. [Io Mepe nepemenienusi Mapkepa BHU3 OHA OyJeT
MEHSITBCS HAa HA3BaHUS JPYTUX MECAIIEB, YTO MOMOXKET BaM MOHSTH, TJI€ HYXKHO
octaHoBUThes. [locme Toro kak kHomka OyAeT OTMHYIEHA, CIHMCOK 3armOJHUTCS
aBTOMAaTHYECKHU.

Koneuno, Excel He Bcerga BepHO «IMOHUMAET», KaK HY)KHO 3aIlOJIHUTh
MOCJICAYIONINE KIETKH, TaK KaK IOCIe0BAaTeIbHOCTY MOTYT OBITh JIOBOJIBHO
pazHooOpa3HbiMu. [lpeacTaBum cebe, yTO HaM HEOOXOJMMO 3alOJIHUTh CTPOKY
YEeTHBIMHU YHMCJIOBBIMH 3HaUeHUSIMHU: 2, 4, 6, 8 u Tak gance. Eciu Mbl BBEIEM YHCIIO
«2» u momnpoOyeM TepeMeCTUTh MapKep aBTO3AaIOJIHECHHUSI BIIPABO, TO OKaXKETCH,
YTO TIporpaMMma Mpejjiaraer, Kak B CJISAYIOIIYI0, TaK U B APYTHE SYCHKH BCTABUTH
OIISATh 3HAUCHHUE «2».

— :

+ +

B srom ciywae, mpuiioKeHHUIO HEOOXOIUMO
MPEAOCTAaBUTh HECKOJIBKO OOoJbIle MaHHBIX. J[JI1 ATOro B ClEAyOIICH sdeiike
cripaBa BBeqeM muUdpy «4». Tenepsb BbIIEINM 00€ 3alOJHCHHBIC KICTKU U BHOBD
MePEMECTHM KypCOp B IpaBbIi HIKHUK YroJl oOJIacTH BBIACICHHUS, 4TO OBl OH
npuHs GopMy Mapkepa BeieneHus. [lepeMernas Mapkep BHU3, MBI BHIUM, YTO
TENeph MporpaMma TOHSJA HaIly [OCJIEI0BaTeIbHOCTh M TOKa3bIBa€T B
MOJICKa3KaX HY>KHbIC 3HAUCHMUSI.

Taxum 06pa3om, A1l CIOKHBIX TIOCIICIOBATEIIBHOCTEH, TIepe] IPUMEHCHHEM
ABTO3AMOJHCHHSA, HEOOXOIUMO CaMOCTOSTEIBHO 3allOJHUTHh Cpa3y HECKOJBKO
sgeek, uro 06l Excel mpaBuiapHO cMOT omnpeneuTh OO aJrOpUTM BBIYHCICHUS
UX 3HAUCHUM.

Tenepp naBaiiTe MPUMEHUM OTY IMOJIE3HYIO BO3MOXKHOCTH MPOTrpaMMbl K
Hamel Tabauie, 9To ObI HM BBOJIUTH (POPMYJIbI BPYYHYIO JUISI OCTABIIUXCS KJIETOK.
Cnayana BbIJICTIUTE STYEHKY C y)Ke TOCUUTaHHOU cymmoii (B7).
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Tenepp «3auenure)» KypcopoM TMpaBblii HWXKHUM yrojl KBaJApaTHKa U

neperanurTe mMapkep BrpaBo A0 suerku (7. Ilocne TOro kak Bbl OTIYCTHUTE
KJIABUIY, TIPUIIOKEHHE caMoO CKOMUpPYeT (opmMyny B OTMEUYEHHBIE SYEHKH, MPU
ATOM aBTOMAaTHMYECKH H3MEHUB aJpeca KIETOK, COAEpKallUuXCs B BBIPAXKCHUH,
MOJICTABUB NIPABUJIbHBIE 3HAYCHUSI.

IIpu sTOM ecim Mapkep mepeMmeniaTh BIPAaBO, KaK B HALIEM Cllydae, WU
BHU3, TO STYEHKU OYIyT 3aMOJHIATHCS B IOPSIIKE BO3pacTaHUsl, a BI€BO UM BBEPX —
B TIOpsAJIKE YOBIBaHUSI.

CymiecTByeT Tak e CHOCO0 3amojIHEHUs psia C TOMOUIBIO JICHTHI.

Bocrmonib3yemMcst UM JiJ1s1 BBIYMCIICHUST CYMM 3aTpaT 0 BCEM PACXOJHBIM CTaThsIM
(cton6er H).
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CTHnm Averikn [# enpago — L |
EI Beepx 3anNoAHKTE BHI3
G H | J [# Bneso ™M !
o | Gy |
16 100p. 99 820p. MporpeccKa...,
3 180p. BLIpOEHATE
Op.
5 730p.
3 300p.
30 310p. l
Brigensem auanazoH, KOTOPBIM CIEAYET 3aMOJHWUTh, HAUYMHASL C STYCUKH C
YKC BBCIICHHBIMHN JAHHBIMU. 3aTeM Ha BKJIAAKEC I'naBuag B
rpyiie PepakTupoBanue HaxuMaem KHOTKY 3amoOJIHUTh U BbIOMpaeM

HaIIpaBJICHUC 3aIIOJIHCHMA.

Jlo6aBieHue CTPOK, CTOJIONOB B O0BEIUHCHHE TUCCK

UtoOBsl mMOMyunuTh OOJNBIIE TMPAKTUKH B COCTaBIeHWW (opmyl, maBaiite
pacuiMpuM Hamly TaOJIMIy M 3a0JHO OCBOMM HECKOJIBKO OCHOBHBIX OIEpaluil ee



¢dopmarupoBanus. Hanpumep, 100aBUM K pacXxoJHOM 4YacTH, CTaThbU JOXOJOB, a
3aTeM MPOBEAEM pacyeT BO3MOKHBIX OIOP)KETHBIX HAKOIJICHUH.

[Ipennonoxxum, 4To AOXOIHAS YacTh TAOIUIBI OYAET pacnojaaraTbCsi CBEpXyY
HaJ pacxoaHou. i 3TOro HaMm NPUAETCS BCTaBUTh HECKOJBKO JOIOJIHUTEIBHBIX
ctpok. Kak Bceraa, caenaTe 3TO MOXKHO ABYMs NYTSMHU: MCIOJIB3YS KOMaH/Ibl Ha
JIEHTE WA B KOHTEKCTHOM MEHIO, 4TO OBICTpPEE U MPOIIIE.

lenkuure B M1000#1 syeiike BTOPOM CTPOKH MpPaBOM KHOIMKOW MBIIIU U B
OTKpBIBIIEMCS MEHIO BbIOEpUTE KOMaHIy BcTaBMTB..., a 3aTeM B OKHE -
/100aBUTH CTPOKY.

A2 - Fe | MpoovKTe NMTaHKA
Calibri ~ 12 = A" A7 '1'1:5 v % 000 g
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2 W| 1R750n. 157700,  17980p.

3 § &  Bapesars 130p. | A |

) ANEWEM, CO CABMroM ENPaB0
I'Inlwmca ST 53 Konwposate | 800p. !

[, MapameTpei BrTasKM: _250p.

iy

KK, OO CABWIMoM BHWS
5

6 = 300p.
7 CneunaneHan ECTaBKa. . t460p. |

: ;C_I'EBMTI:... / [ OK ] [ OTMeHa
9

10
11
ITocne BcTaBkM CTpokM oOpaTuTe BHHUMaHHE Ha TOT (haKT, UYTO IO
YMOJIYaHUIO OHA BCTaBJISICTCS HaJ BHIOpaAaHHOW CTPOKOW M mmeeT (opmar (1BET
(doHa sueek, HAaCTPOMKHU pa3Mepa, IIBETa TeKCTa U T. JI.) psAJa pacroiararoIierocs
HaJ He_:ﬁ.

¥aanuTe...

CYMCTUTE COAEPXUMOE

5 D E
| fineape |@espans| Mapr | Anepns ||
l

1

2

N MpogyKTel NMTaHKA | <f -250p. 15720p. 17980p. | 16 540p.
L KoMmMyHansHbIE NAATEXKM (3 (QopMaTMpoBaTh Kak CEEpXY 5 250p.
Ell Mokynka sewei ) DopmaTMpoEATE KK CHWZY Lo
M ObcnysueaHue aeTomobuna O Ouncrims dopmar 4 620p.
I Beinnata kpeguroe p 3 300p.
8 35400p. 27700p. 32460p. 31090p.

Ecmu nyxHO wu3MeHUTH (QopMaTUpOBaHHE, BBHIOPAHHOE IO YMOJYAHUIO,
cpa3y mociie BCTaBKM ILIeNKHUTE Mo KHomnke Ilapamerpsl nmoGaBieHusi, Kotopas
ABTOMATHUYECKH OTOOPA3UTCS PSIAOM C MPaBbIM HUXHUM YIJIOM BBIOpaHHOM
SYEUKHU U BBIOEPUTE HYKHBIM BapHaHT.

AHaNOTMYHBIM METOJIOM B TaOJHUIly MOKHO BCTaBISATH CTOJOIbI, KOTOPHIE
OyayT pa3MemaTrbes clieBa OT BRIOPAHHOTO M OT/CIbHBIC STYCHKH.

Kcratu, ecnu B mTore cTpoka WM CTOJNOEIl MOC/IE BCTaBKM OKa3aJIMCh Ha
HEHY)KHOM MECTE€, UX JIETKO MOXHO ynaiuTh. ll{enkHuTe nmpaBoli KHOIKON MBIIIN
Ha JIO00W sYeiike, MpUHAIEKAIICH yaamsieMoMy OOBEKTY W B OTKPBIBIIEMCS



MEHIO BBIOEpHTE KOMaHAy YAAJuTh. B 3aBepiieHnn yKakwte, 4YTO HMEHHO
HEO0OXOUMO YAQINUTh: CTPOKY, CTOJOEI] MU OTNIECIbHYIO STYCHKY.

Ha nente 1ns  onepauuid  goOaBi€HUs  MOXHO  HCIOJIB30BaTh
KHOTIKY BeTaBuTh, pacnonokeHHyio B rpymme A4eiiku Ha 3aknanke ['1aBHas, a
I yaJeHusl, OTHOMMEHHYIO0 KOMaHAy B TOU e TPYIIIIE.

B Hamem ciiydae HaM HEOOXOJMMO BCTaBHUTh MSITh HOBBIX CTPOK B BEPXHIOIO
YacTh TaONMIBI cpa3y Mocie Mankd. [[iIs 3TOoro MOXHO TMOBTOPUTH OMEPALUIO
100aBICHUS HECKOJBKO pPa3, a MOXKHO BBITIONHUB €€ €IUHOXKABl HCIOIh30BATh
knaBulry «F4», KoTopasi HOBTOPSIET CaMyIO TIOCJIEIHIO ONEPaInIo.

B wurore mocie BCTaBKM MSATH TOPU3OHTAIBHBIX PSIIOB B BEPXHIOID YaCTh
TaOJIMIIBI, TPUBOINM €€ K CIEAYIONIEMY BUTY:

Ausape |Oespans] Mapr | Ancons | Maii | Miows | Cyma |

3apnnara

BoHycel

EmemecAdHble goxogkl

MpoayKTel NMTaHKMA 18 250p. 15720p. 17930p. 16540p. 15230p. 16100p. 99 820p.
5100p. 4980p. 5130p. 5250p. 4830p. 5180p. 30 470p.
6 250p. Op. 4800p. 1380p. 6900p. Op. 19 330p.
2500p. 3700p. 1250p. 4620p. 2940p. 5730p. 20 740p.
3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 19 800p.

35400p. 27700p. 32460p. 31090p. 33200p. 30310p.

HommyHaneHble nnatemn
Mokynka eeweii
ObcnymueaHue aeTomobuns
Beinnata KpeguToe
ErenmecAqHble pacxopbl

HakonneHwua

benbie HepopmaTHpoBaHHBIE PsiABI B TAOIHMIIE MBI OCTaBUJIM CIICIIHAIBHO,
910 OBl OTIEIUTH JOXOIHYIO, PACXOJHYIO M HWTOTOBYIO YacTh IPYr OT Jpyra,
HaIKCcaB B HUX COOTBETCTBYIOIIME 3arojoBKUA. Ho mepen Tem Kak 3TO cleliaTh, Mbl
M3Y4YUM elle oHy ornepanuio B Excel — 00bequHeHue siueeK.

[Ipu oObeIMHEHNN HECKOIBKHX CMEKHBIX sYeeK 00pa3yeTcsl 0JiHa, KOTopas
MOXET 3aHMMaTh Cpa3y HECKOJBKO CTOJIOOB WU CTpok. [Ipm 3TOM HMeHeM
00BbETMHECHHOM STUEHKU CTAHOBHUTCS aJIpeC BEPXHEH JIeBOU SYCHKH 00bEIMHIEMOTO
nuariazoHa. B m000i MOMEHT BBl MOXKETE CHOBA pa30UTh OOBEIMHECHHYIO SYCHKY,
a BOT KJIETKY, KOTOpasi HUKOT/Ia He ObLTa 00BbeIMHEeHA, pa30UTh HE y1acTCs.

[Ipu oObenuHEHUU SYEEK, COXPAHSIOTCS JAaHHBIE TOJILKO BEPXHEW JIEBOW,
JTaHHBIE K€ BCEX OCTAIBHBIX OOBEIMHIEMBIX ueeK OynyT yaaneHsl. [lomHUTE 3TO
M CHayaja Jydile TpPOU3BOJIUTE OOBEIWHEHHWE, a JUIlb TOTOM BBOIUTE
uHbOpMAIHIO.

Bepraemcs k Hamedr tabmurie. st Toro, uyto OBl HamucaTh 3arojIOBKU B
OeNbIX CTpOYKax HaM IMOHAJAOOWTCS JIWIL OJIHA sS4Yeiika, B TO BpPEeMs Kak ceddac
OHU COCTOAT W3 BOCBbMU. [laBaiiTe ucrpaBuM 3TO. Beiaenure Bce BOCEMb SUYEEK
BTOPOIO pana Ta0IUIBI u Ha BKiaske I'1aBHasi B
rpynie BolpaBHUBaHHe MICIKHUTE Ha KHONKY O0beIMHUTh W TNOMECTHTH B
LeHTpe.
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«t
|

Excel
1| 2

[Tocne BbIIOTHEHUS KOMAaHJIbl, BCE BBIJCJICHHBIE SUYEUKH B CTPOKE
00BEIUHATCS B OJTHY OOJBIIYIO SUCHUKY.

Psinom ¢ kHOmMKOM OOBENMHEHUS PACIIONIOKEHA CTpejouka, HakaTue Ha
KOTOPYIO BBI30BET MEHIO C JIOMOJHUTEIbHBIMU KOMAaHJIAaMH, IO3BOJISIONIUMH:
00BEeIUHATL SUYCHKH 0€3 IIEHTPAJIHHOTO BBIPABHUBAHUSA, OOBEAUHATH IIEJIbIC
TPYIIIBI STYeeK 10 TOPU30HTAIN U BEPTUKAIIH, a TaK )K€ OTMEHHUTh O0BEIMHECHHUE.

ITocne moGaBieHMsI 3aroJIOBKOB, a TakK >K€ 3arllOJIHEHMsI CTPOK: 3apIuiaTta,
OOHYCHI M €KEMECSIYHbBIC JTOXOIbI, HaIlla TabJIMIIa cTajia BBITJISETh BOT TaK:

“Ancape |Ocspane| Mapr | Anepns| Maii | Miowe | Cymwa |

Jdoxoabi
25000p. 25000p. 25000p. 30000p. 30000p. 30000p. 165000p.
11000p.  500p. 9000p. 12300p. 11800p. 10200p. 54 800p.
36000p. 25500p. 34000p. 42300p. 41800p. 40200p. 219 800p.
Pacxogel
18250p. 15720p. 17980p. 16540p. 15230p. 16100p. 99 820p.
5100p. 4980p. 5130p. 5250p. 4830p. 5180p.  30470p.
6 250p. Op. 4800p. 1330p.  6900p. Op.  19330p.
2500p. 3700p. 1250p. 4620p. 2940p. 5730p.  20740p.
3300p. 3300p. 3300p. 3300p. 3300p. 3300p.  19800p.
35400p. 27700p. 32460p. 31090p. 33200p. 30310p. 190160p.
bBanaHc

B mepBom Mecsme OamaHc OyneT CKIAAbIBATHCA W3 OOBIYHOW pPa3HUIIBI
MEXIY J0XOJIO0M, MOJIYYCHHBIM 32 MECSI] M OOIIMMH pacXxojJaMu B HEM. A BOT BO
BTOPOM MECSIIE MBI K TOW Pa3HUIE MPUILTIOCYEM OallaHC TEepBOro, TaK KaK MBI
BEJIEM pacyeT MMEHHO HaKorieHWH. Pacu€Thl Mis mocienyrommux MecsieB OyayT
BBITIOJTHATHCS TI0 TAKOM )K€ CXeME — K TEKyIIeMy eXeMeCIYHOMY OanaHcy OyayT
MpUOABIATHCS HAKOTUICHHS 32 TIPEIBLIYIINN TIEPHO/I.

Teneprs mepeBeneM 3T pacueTsl B (hopmyibl nonstaeie Excel. s ssaBaps
(staeiixu B14) dhopmyna ouenb mpocTa u OyneT BBINISIAECTh Tak: «=B5-B12». A Bot
st siaeiikn C14  (dbeBpanb) BeIpakeHHE MOXKHO 3amucaTh JABYMsI pPa3HBIMH
cnocobamu: «=(B5-B12)+(C5-C12)» mm «=B14+C5-C12». B niepBom ciydae Ml
OIISITh MIPOBOJIUM pacdeT OallaHca MPEIBIIYIIEeT0 Mecsia U 3aTeM NpuOaBiIsgeM K
HeMy OaJlaHC TEKYIIEro, a BO BTOPOM B (DOpMyIly BKIIFOYAETCS YK€ pacCUUTAHHBIN
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pe3yJbTaT Mo MpenbaymeMy Mecsny. KOHEYHO, HCIoNIb30BaHUWE BTOPOrO
BapuaHTa JJisi  TOCTPOeHHs  (QopMynbl B HalleM  cliydae  Topaszio
MpeanoyTuTeNnbHee. Beap ecim ciegoBaTth JIOTHMKE IEPBOrO BapuaHTa, TO B
BBIpQXXKEHUU JJIi MapTOBCKOrO pacuetra OyaeT ¢urypupoBaTh yxke 6 aapecoB
q4eek, B ampene — 8, B Mae — 10 u Tak ganee, a mpu KCMIOJb30BAHUU BTOPOIO
BapUaHTa UX Bcernia OyAeT TPH.

JIns  3anonHenus ocrtaBmuxca sdeek ¢ D14 nmo Gl4 npumenum
BO3MOXHOCTh WX aBTOMATHUYECKOTO 3alOJHEHUS, TaK K€ KaK Mbl 3TO JEJNalu B
CIIy4yae ¢ CyMMaMH.

Kcratn, nns mnpoBepkd 3HAUEHHMS] MTOTOBBIX HAKOIUIGHUM Ha HIOHb,
Haxoxseroca B kierke G14, B suelike H14 MOXHO BBIBECTH pa3HUILy MEXKIY
oOmieit cymmoit exxemecssunbix a0xo0510B (HS5) u exxemecsunbix pacxomnos (H12).
Kaxk BbI moHMMaeTe, OHU JIOJKHBI OBITH PaBHBI.

Kak BuaHO M3 mociegHuX pacueroB, B GopMysiax MOXKHO HCIIOJIb30BaTh HE
TOJIBKO aJipeca CMEXHBIX SYeeK, HO W JIIOOBIX APYrHUX, BHE 3aBUCHUMOCTH OT HX
PaCIONIOKEHHSI B JIOKYMEHTE WM TMPUHAJJICHKHOCTH K TOW WM MHOM TalmuIe.
Bosiee TOro BBl BIIpaBe CBS3bIBaTh SYCHKM HAXOISIIMECS HA Pa3HbIX JHUCTaX
JIOKyMEHTA U JIa)Ke B pa3HBIX KHUTAX

A BOT Y Hallla UTOTOBasi TAOJIMIIA C BBHITTOJTHEHHBIMU pacyETaMu:

| Ansaps |®espans| Mapr | Anepnb | Maii | Mions | Cymma |

Odoxoabl
3apnnara 25000p. 25000p. 25000p. 30000p. 30000p. 30000p. 165000p.
T iio000p. s00p.  9000p. 12300p.  11800p. 10200p.  54800p.
36000p. 25500p. 34000p. 42300p. 41800p. 40200p. 219 800p.
Pacxopgpbl
18250p. 15720p. 17980p. 16540p. 15230p. 16100p.  99820p.
5100p. 4930p. 5130p. 5250p. 4830p. 5180p.  30470p.
6250p. Op. 4800p. 1330p.  6900p. op.  19330p.
ObcnyxueaHue aeToMmobuns 2500p. 3700p. 1250p. 4620p. 2940p. 5730p.  20740p.
Beinnara kpegutoB 3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 19 800p.
T —— 35400p. 27700p. 32460p. 31090p. 33200p. 30310p. 190 160p.
BanaHc
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PacnieuaraiiTe moay4nBIIAICS OTYET.



JlabopaTopHasi padora Ne6
®opmyJibl, pyHkuuu U guarpammsel MicrosoftExcel

Lenp pa®oOThl: HAay4yHUTHCS PENAKTUPOBATH (OPMYJbl, CTPOUTH TIpaduku
(GYHKIUH U THCTOTPAMMBbI

PenakrupoBanue GpopMys U cucTeMa OTCIEKUBAHUS OMIMOOK

Bce ¢opMynbl, KOTOpble HaxXOmSITCS B sYeWKaxX TaOMUIBI MOXKHO
OTPEAaKTUPOBATh B JIFOOOW MOMEHT. JJIT 3TOr0 JAOCTATOYHO BBIACIUTH SYEHKY C
dopMymoif 1 3aTeM HICTKHYTh MO CTpoke (popMyn Hax TaOiuIeH, I/1e BBl CMOXKETE
Cpa3y K€ BHECTH HEOOXOJIMMbIC M3MEHCHMs. Eciam Bam ymoOHee peaakTUpOBaTh
COJICP’)KUMOE HEMTOCPEACTBEHHO B CAMOM SUEHKe, TO KIIMKHHUTE MO Hel JBa pasa.

[Tocrie okOHUaHMS PETAKTUPOBAHMS HaXMuTe KiaBuimm Enter wmm Tab,
nociie 4ero Excel BBIMOJHHUTH mepepacdyeT ¢ y4eTOM H3MEHCHHH M OTOOpasuT
pe3yJbTar.

JIOBOJILHO 4YacTO CJy4yaeTcsli TaK, YTO Bbl BBEIU (HOPMYJIy HEBEPHO HIIU
nociie ynaajicHus (M3MEHCHHUsS) COJEPKMMOrO OJTHOW M3 sYeeK, Ha KOTOPYIO
cceutaeTcss  (opMmyia, TPOUCXOJUT OIMMOKAa B BBIYHCICHHSIX. B  Takom
ciydae Excel HempemMeHHO H3BEeCTUT Bac 00 3TOM. Psamom C KIETKOW, rie
COJIEPKUTCST OIIMOOYHOE BBIPAKEHUE, TOSIBUTCS BOCKIMLATEIbHBIM 3HAK, B
XKeITOM poMobe.

Bo MHorux cnydasx, MpWIOKEHHE HE TOJBKO HM3BECTUT Bac O HaJIUYUE
OIIMOKH, HO M YKaXKET Ha TO, YTO UMEHHO C/IEJIaHO HE TaK.

Pacmmdposka omubok B Excel:

. #H###H - pe3yNbTaTOM BBITIOJIHEHUS (POPMYJIBI, MCIIOJIB3YIOMISH
3HAUEHHUs JaThl U BPEMEHHU CTAJI0 OTPHUIATEIBHOE YHCIO WIH PE3yIbTaT
00paboTKH HE yMeIIaeTcsl B sTUekKe;

. #3HAU! — ucnonb3yeTcsd HEAONMYCTUMBINA TUN OmepaTopa Wiu
aprymenTa ¢popmynbsl. OHa U3 CaMbIX PACIIPOCTPAHEHHBIX OINOOK;

. #IEJI/0! — B dopmyrne ocyiecTBiIseTCs MOMbITKA JEICHHUS Ha
HOJIb;

. #UMS? — ucnonpzyemoe B (GopMmysne HUMs HEKOPPEKTHO U
Excel He MOXeT ero pacro3Harsb;

. #H/Jl — HeompeneneHHple NaHHBIC. Yamie Bcero 3ta ommubOKa

BO3HUKAET MPHU HEMPABUILHOM OIPEACIICHUN apryMeHTa QyHKIIUHU;

. #CCBIJIKA! — ¢popmyna coep>XUT HEJOMYCTUMYIO CCBUIKY Ha
SYEHKyY, HAIPUMED, Ha STYEHKY, KOTopas Obla yaaieHa.

. #UUCJIO! — pe3ynbTaTOM BBIYUCICHUS SBISIETCS YHUCIO,
KOTOPOE CJMIIIKOM MaJi0 WM CIHUIIKOM BEJIHUKO, YTO OBl €r0 MOXHO OBLIO
ucnonb3oBath B MS Excel. /lnama3on oToOpakaeMbIX 4YHCEN JICKHT B
npomexytke ot -10*% 1o 10%,

. #IIYCTO! - B dopMyne 3amaHo TniepecedyeHHE OOJacTeH,

KOTOPBIC HA CaMOM ACJIC HC UMCIOT O6IlII/IX SAYCCK.



Eme pa3 HanmoMHHM, YTO OLIMOKM MOTYT MOSIBISATHCS HE TOJBKO H3-3a
HEIMpaBUWIbHBIX JTAHHBIX B JOpMYyJie, HO U BCIEICTBUE COJAEPKAHUS HEKOPPEKTHOM
uH(popMaIuK B SUYEiiKe, HA KOTOPYIO OHA CChLIAETCH.

WNHorpa, xorna gaHHBIX B Tabiuile MHOTO, a (hOpMYJIbI COAEPKAT OOIBIIOE
KOJMYECTBO CCHUIOK Ha pa3jiMyHble SYEUKH, TO MPHU MHPOBEPKE BBIPAKECHHS Ha
MPaBUWIBHOCTh MJIM TOMCKAa MCTOYHHUKA OLIMOKM MOTYT BO3HMKHYTH CEpbE3HbIE
TpyaHocTH. YTo OBl 00J€rYuTh paboTy MOJIB30BATENS B TAKUX CUTYyalusax, B Excel
BCTPOCH HWHCTPYMEHT, IMO3BOJSIOMIMNA BBIACIUTh Ha JKpaHE BIUSIOLIUE U
3aBUCUMBIEC TYECUKH.

Bausitomme siyeiikM— 3TO SYEKKM, HAa KOTOpBIE CChUIAIOTCA (DOPMYJIBL,
a 3aBHCHMBbIe siYeliku, HAa000pOT, coaepkar (OpMyIbl, CChIJIAIOLIMECS Ha ajJpeca
KJIETOK AJIEKTPOHHOM TaOIUIIbI.
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Uto OBl Tpaduyeckr 0TOOPA3UTh CBS3M MEXIY sSUYeHKaMHu U (opMyJaMH C
NOMOIIIbIO, TAK HA3bIBAEMBIX CTPEJIOK 3aBHCHMOCTEH, MOXHO BOCIOJIb30BATHCS
KOMaHJaMU Ha sneute Bausironiue AYeHKHN 1 3aBHCUMBbIe IYeliKH B
rpynie 3aBucumMocTu GopmyJ Bo BKIIagke DOpMYJIbI.
Hampumep, npaBaliTe NOCMOTpUM Kak B Hallled TECTOBOM TaliuIle,
COCTaBJICHHOW B MPEIbIAYIINX ABYX YacTIX, (POPMHUPYETCS MUTOTOBBIA PE3ysbTatT
HAKOIUJICHUM:

| Ansaps Qespans| Mapr | Anepns | Maii  Mions | Cymma |

OToBpaxeHne CTPENOK, KOTOPEIE MOKA3LIEANT, OToBpaxeHHe CTPENOK, KOTOPEIE NOKA3HEANT,
FHEAYEHWA KAKWX AYEEK 33BNCAT OT 3HAYEHNA H .\ 25 3HAYEHWA KAKWX AYEEK BAWMAKT HA SHAYEHHNE
TEKYWER BEAENEHHON AYEHKM, \ 50 Tekylei BElAeNeHHOM AYEHKN,
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EremecadHblie goxogbl

Jlo (u e |w N (e

Adoxogbl
TSO00p. 250000, Zs000p.  SOO00p. S0000p. S0 o00p. 165 000p.
TIO00D: SO0 JU00p. 12 300p. IIsoop.T  1o200p.] *| 54 800p.
ExemecAuHslie goxogkl 36000p. 25500p. 34000p. 42300p. 418200p.; 40200p. %190 800p.
Pacxopgbi
MpoayKTel NUTaHMA ESOp.  ISTIOp. 1T oROp. IO SOp IS Z30p. IoTIoop 199 820p.
HKommyHaneHbie naaTemm ~SOOp. A EOD. S IsUp. SISOp A Sp T SIs0p ™| 30 470p.
Mokynka eewei bl e 4 PR ) 03] S .11 S B 1) o] 19 330p.
T NT-ECN L LTI RN 2S00, S 7000, T250p. 15200, 2P S TS0 | 20 740p.
Beinnata kpeguroe oD, S I00pT T T aUOp. I I00p 300D 2 300m. | 19 800p.
ExxemecadHble pacxogbl 35400p. 27700p. 32460p. 3103%0p. 33200p.; 30310p. 1l‘_ilﬂ 160p.
BanaHc
600p. -1600p. -60p. 11150p. 19750p.. 29640p.| Y29 640p.

He cmoTtpst Ha TO, 9TO popMmyna B maHHOU sueiike umeeT Bua «=HS — H12»,
nporpamMmma Excel, cnomoibio CTpesok 3aBUCUMOCTEH, MOXET IOKa3aThb BCE
3HAYEHHUsI, KOTOPhIE YYYBCTBYIOT B BBIYMCJIICHHM KOHEYHOrO pe3yibrarta. Benb B
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kietkax HS m H12 Tak e comepkarbes (pOpMysibl, UMEIOIINE CCHUIKM HA JPYTrHUe
azpeca, KOTOpbIE B CBOI O4Yepellb, MOTYT COJEpXkaThb Kak (OpMysbl, Tak H
YYCJIOBbIE KOHCTAHTHI.

UYToObl yganuTh BCE CTPENIKM ¢ paboyero JMcTra, B rpymie 3aBUCHMOCTH
(popmya Ha Bitanke @OpMyJIbl, HAKMUTE KHOIKY Y 0paTh CTPEJIKH.

OTtHOocUTeNbHBIE U aOCOIIOTHBIE aJipeca sTYeeK

Bo3moxHocTs konupoBanus ¢popmyn B Excel u3 onHo# silueliku B APYTyIO €
ABTOMAaTHYECKUM HW3MEHEHUEM aJpECOB, COAEPKAIIMXCS B HUX, CYIIECTBYET
OJyiarosiapsi KOHUEMIMK OTHOCUTEJIbHOM afpecanun. Tak 4To ke 3T0 Takoe?

Heno B Tom, uto Excel nonnmaer aznpeca siueexk BBEICHHBIX B (JOPMYITy HE
KaK CCBUIKY Ha HMX pPEaJbHOE MECTOPACHOJ0KEHUE, a KaK CCBUIKY Ha HX
MECTOPACIIONIOKEHUE OTHOCUTENBHO SYEHKH, B KOTOPOM Haxomautcs Gopmyna.
[Tosicanm Ha ipumepe.

Hanpumep, sueiika A3, comepxur opmyny: «=Al+A2». Jns Excelato
BBIp@)KEHUE HE O3HAYAET, UTO HY)KHO B3SITh 3HAUCHHE W3 suehku Al u mpuOaBUThH
K HEMy 4ucio U3 sgueiiku A2. BmecTo 3TOro OH HMHTEPHPETUPYET NAHHYIO
bopMyIty, KaK «B3sITh YUCIIO U3 SYEHKH PACIIONOKEHHOM B TOM K€ cTollie, HO Ha
JIBE CTPOKHM BBIIIE U CIOXHTh €ro CO 3HAYCHHEM SYEHKHU JTOr0 K€ CTOoJOIa
PacIoIOKEHHOW BbIIIE HA OJIHY CTpOKy». [Ipu xomupoBanuu nanHo (Gopmyiibl B
IpYryto siueiiky, HanpuMep D3, npuHUun onpeaeneHus: aipecoB sU4eeK BXOIAIINX
B BBIPAXKEHUE OCTAETCS TEM JKE€: «B3ATh YMCIIO U3 SYEHUKH PACIOJIOKEHHOU B TOM
e CTOJIOIIe, HO HA JIB€ CTPOKH BBIIIE U CIOXKHUTH €T0 C...». Takum 00pa3om, mocie
konupoBanus B D3, ucxonnas gpopmyiia aBToMaTudecku npumet Bug «=D1+D2y.

C oIHOW CTOpPOHBI, TAKOM THUIl CCHUIOK AAET IOJIb30BATENIAM IMPEKPACHYIO
BO3MOKHOCTh MPOCTO KOMHUPOBATH OJMHAKOBBIC (POPMYIIBI U3 SUCUKH B SUYCHKY,
n30aBisig OT HEOOXOIMMOCTH BBOJMUTH UX CHOBA M CHOBA. A C JIpyroil CTOPOHBHI, B
HEKOTOPBIX (opMyrnax HEOOXOIMMO TOCTOSHHO HCIOJb30BaTh 3HAUYEHHE OJIHOMN
ONpENICICHHON SYEHKH, a 3TO 3HAYUT, YTO CChUIKA HA HEE HE JOJIKHA U3MEHATHCS
M 3aBHCETH OT PACTIONOKEHUS (DOPMYIIBI HA JIUCTE.

Hampumep, mpeactaBum, uTo B Hamied TaOiuile 3HAUYCHUS OIOKETHBIX
pacxooB B pyOnsx OyayT pacCUMTBIBATBCS HCXOAS W3 JIOJJIAPOBBIX IIEH,
YMHOXEHHBIX Ha TEKYIIHH Kypc, KOTOPBIM 3amucaH Bcerna B sueilike Al. Oto
3HAYUT, YTO TMPHU KOMUPOBAHUHM (OPMYJIBI CChUIKA Ha 3Ty SUYCHKY HE JOJDKHA
U3MEHAThCS. Torma B 3TOM Cilydae CleayeT INPUMEHSITb HE OTHOCHUTEIIBHYIO,
a a0COJIIOTHYI0 CCBUIKY, KOTOpas Bcerna OyneT OCTaBaTbCsi HEU3MEHHOW IpH
KONMPOBAHHUU BBIPAKEHUS U3 OJTHOM SYEHKHU B APYTYIO.

C momompio abCOMIOTHBIX CCHUIOK MOXHO J1aTh KoMaHnay Excel mpum
KOIMMUPOBAHUU (HOPMYJIBI:

. COXPAHATh CCBUIKY Ha CTOJOE€I] MOCTOSIHHO, HO IIpU 3TOM

U3MEHSATH CCHUIKA HAa CTOJIOIBI

. U3MEHSTh CCBUIKM Ha CTPOKH, HO COXPAHATh CCHUIKY Ha CTOJIOEL]



. COXPaHITh TOCTOSHHBIMU CCBUIKH, KaK Ha CTOJIOCI], TaK W Ha
CTPOKY.
UtoOBl MpeBpaTUTh OTHOCUTEIBHYIO CCBUIKY B aOCONIOTHYIO WA
CMCIIIaHHYI0, HEOOXOJMMO BBECTH 3HaK jaoiuiapa ($) mepen Toi ee 4YacThio,
KOTOpasi I0JDKHA CTaTh a0COTIOTHOM.

. $A31 — ccwiika Beerma cebutacTes Ha stuckiky Al (abcomroTHas
CCBLIKA);

. A$l — ccpuika Bcerja cchUlaeTCs Ha CTPOKy 1, a myTh K
CTOJIOIY MOKET U3MEHSTHCS (CMEIIaHHas CChLIKA);

. $A1l — cceuika Bcerma cchliacTcs Ha CTONOEI A, a myTh K

CTPOKE MOXET U3MEHSATHCS (CMEIIaHHAsI CChLTKA).

st BBOIa aOCONFOTHBIX W CMENIAHHBIX CCHUIOK HCIIONIB3YETCS KJIaBHIIA
«F4y». Beigenute siaeiiky st popMysibl, BBEAUTE 3HAK PABCHCTBA (=) U KIUKHHUTE
10 KJIETKE, Ha KOTOPYIO Ha/J0 YCTAHOBHTH aOCOTIOTHYIO CCHUIKY. 3aTeM Ha)KMHTE
knaBumy F4, mocie dero mepen OyKBOUM CTOJOIIA U HOMEPOM CTPOKH Iporpamma
yctaHoBUT 3Haku joiiapa ($). I[loBropHble HaxkaTuss Ha F4 Mm0O3BOJSAIOT
NIEPEXOIUTh OT OJHOTO THIIA CCHUIOK K ApyruM. Hampumep, ccbuika Ha E3, Oymer
ukanaHo m3meHsaTbes Ha $ES$3, ES3, $E3, E3 u tak nanee. I1pu sxenanuu 3Haku $
MO’KHO BBOJIUTBH BPYUYHYIO.

OyHKIUU

Oyukmusmu B Excel HaspBaloT 3apaHee omnpeneieHHbIE (OPMYIBI, C
MOMOIIBI0 KOTOPBIX BBIMOJHSIOTCA BBIYUCICHHUS B YKa3aHHOM TMOpPSAKE TI0
3aJlaHHBIM BeMurHaM. [Ipu 3TOM BBIYMCIIEHHS] MOTYT OBITh KaK MPOCTHIMHU, TaK U
CJIOKHBIMH.

Hampumep, onpeneneHue cpeaHero 3HaA4CHHs IMATH SUYEEK MOXHO OMHCATh
dbopmymnoit: =(Al + A2 + A3 + A4 + AS5)/5, a MOXKHO creIUaIbHON (PyHKIIUEH
CP3HAY, «koropas  COKpaTHUT  BbIpaKEHHE 1O  CJICAYIOIIEro  BHjA:
CP3HAUY(A1:A5). Kak BuauTe, 4TO BMECTO BBOJA B (POPMYITy BCEX apPECOB sSUeeK
MO>KHO HCIIOJIb30BaTh OMpeeNeHHYIO (DYHKIMIO, YKa3aB €il B KauecTBe aprymMeHTa
UX JTUATa3oH.

Hnst paGotel ¢ ynkumsimu B Excel Ha JeHTe CymiecTByeT OTHeiIbHas
3aknanka @opMyJibl, HA KOTOPOW PAacCIMojararoTcsi BCE OCHOBHBIC HMHCTPYMEHTHI
TUTsE pabOTHI C HUMH.
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EnBanoTeka dyHKUNIA OnpejeneHHbIie MMEHA 3asmaumocTn dopmyn BuiyucneHune

Hamo ormeTrwTh, WrO mporpamMma COISPKHT Oojiee ABYXCOT (YHKIIHH,
CIIOCOOHBIX OOJErYuTh BBIMOJHEHWE BBIUMCICHUNW PA3IUYHOU  CJI0KHOCTH.
[Tootomy Bce ¢ynaknuun B Excel pasgeneHbl Ha HECKOJIBKO KaTETOPHH,
TPYNIHUPYIOMIMX KX IO THUIy pelIaeMbIX 3aaad. Kakue MMEHHO 3TH 3aj1ayu,
CTAaHOBUTCS SICHO M3 Ha3BaHUW Kateropuii: @uHaHcoBkle, Jlornueckue, TekcToBbIE,
Maremaruueckue, CTaTUCTUYCCKHE, AHAITUTHUECKHUE U TaK JaJee.
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BeiOpatb  HEOOXOAMMYIO ~ KAaTeropuld  MOXHO  Ha  JIGHTE B
rpynmne bubdaunorexka ¢Qynkumii Bo Briaake @opmyabl. [locne menuka no
CTPEIIOYKE, PACIOJIATAIOIIECHCS PSAOM C KaXIOW M3 KaTErOpPHUil, PACKPBIBACTCA
CIUCOK (DYHKIIMIA, a MpU HABEJEHUU Kypcopa Ha JH00YI0 U3 HUX, MOSBIAETCS OKHO
C €€ OIUCAHHUEM.

lhaeHas Bcraeka PasmeTka cTpaHuubl Qopmynsl AaHHbie PeueHsuMpoBaHue Bua
ur 2 @ [ | ( [
ABTOCYMMA | HeaaeHo OuHaHcoBble Jlornyeckne Tekcroeeie Jatawm Ccoiaknm v Matematudeckue  Jpyrue
* MCNONB30BaNNCE ¥ v Y d BPEMA ¥ M3CCUBBI ¥ Y QyHKELUK ~
CYMM 16AN0TEKD DYHKLUA
Al CP3HAY
T CYMM (uncnol;uncno;)
B EC/N J
CyMMUpYeT apryMeHThl,

— TMNEPCCHY T
‘ Ana nonyyeHna AONONAHWTENbHLIX CBEACHUNA HAXMUTE Knasmwy F1,

CYET

MAKC

BBon Qynkiuii, kak u Qopmyi, HauMHaeTcs co 3HaKa paBeHcTBa. [locrne
uaeT uMA PYHKUMHU, B BuJe ab0OpeBuaTypbl U3 O0JIbIINX OYKB, YKa3bIBaIOLIEH Ha
ee 3HaueHue. 3aTeM B CKOOKaxX YKa3bIBalOTCS ApryMeHTbl (PyHKIMM — JaHHbIC,
UCTIOJIb3YIOIIMECS JIJIsl TTOJIyYEeHHSI pe3ysIbTara.

B kadecTBe aprymeHta MOXET BBICTYNaTh KOHKPETHOE  YHUCIIO,
CaMOCTOSITEJIbHAs CChUIKA Ha SYEHKY, ILleas Cepusl CChUIOK Ha 3HAYEHUS WIH
SAYEHKH, a TaK ke Juana3oH siyeek. [Ipu aToM y ogHuX GyHKIMA apryMeHThl — 3TO
TEKCT WJIH YUCIIa, Y IPYTUX — BPEMSI U 1aThl.

Muorue (yHKIMH MOTYT MMETh Cpa3y HECKOJIbKO aprymMeHToB. B Takom
clyyae, KaXIblii W3 HUX OTAEISIETCS OT CIEAYIOIIEr0 TOYKOM € 3amsToM.
Hampumep, ¢ynkums =[IPOU3BEJ(7; Al; 6; B2) cuuTtaeT mnpousBeacHHE
YeThIPEX pa3HBIX YMCEJ, YKAa3aHHBIX B CKOOKaX, WU COOTBETCTBEHHO COACPKUT
4yeThlpe aprymMeHTa. [Ipu 3ToM B HamieM ciydae OJHU apryMEHThI YKa3aHbl BHO, a
IpYrue, IBIAITCA 3HAYECHUSAMU ONPEICICHHBIX SYEEK.

Tak >xe B KadecTBe apryMeHTa MOXKHO HCIOJIb30BaTh APYTYyIO (DyHKIHIO,
KOTOpas B O3TOM cllydae HasbIBacTCs BJOKeHHOHM. Hampumep, dyHKIus
=CYMM(A1:AS; CP3HAY(B5:B10)) cymmupyeT 3HaueHUs S4Y€EK HAXOISAIIUXCS
B nuamnas3oHe or Al no AS, a Tak ke cpeHee 3HAU€HHE YHCEJl, Pa3MEIIEHHBIX B
kinetkax B5, B6, B7, B8, B9 u B10.

Y HEKOTOPBIX MPOCTHIX (PYHKIUN apryMEHTOB MOXET HE ObITh BOBCE. Tak, ¢
nomotpto Gyakmmun =TJJATA() MOKHO TONY4UTHh TEKYIIHE BpeMs U JaTy, HE
UCIIOJIb3Ysl HUKAKUX apTyMEHTOB.

Hanexo He Bce ¢ynkmuu B Ecxel mmeror mpocTtoe ompeaeneHne, Kak
byakius CYMM, ocymecTBisionas CyMMHUPOBAaHUE BBHIOPAHHBIX 3HAYCHHM.
Hekoropble M3 HHX HMMEIOT CJIOKHOE CHUHTAKCMYECKOE HANMCAaHUE, a TaK XKe
TpeOyIOT MHOTO apryMEHTOB, KOTOPBIE K TOMY K€ JOJDKHBI OBITH MPaBMIIHHBIX
TUNOB. YeMm crokHee (QyHKUUSA, TEM CIIOKHEE ee MpaBHiIbHOE cocTaBieHue. U



pa3pabOTYMKU 3TO YWIH, BKIIFOUUB B CBOM 3JIEKTPOHHBIE TAOJIUIBI TOMOLIHUKA IO
COCTaBJICHUIO (PYHKUMU U1l oJb30BaTeneii — Macrep GpyHKUMI.

Jis Toro 4ro Obl HayaThb BBOJAWUTH (PYHKIUIO C momollbio MacTtepa
(pyukumid, menkHuTte Ha 3Ha4oK BeraButh ¢yHkuuio (fX), pacnosioXeHHBIN
ciaesa or CTpoku popmy.
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BuBnuoTeka dyHELKMA
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1
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Tak xe KHOIKY BcraBuTh (PYHKIUIO BBl HaiJeTe Ha JICHTE CBEPXY B

rpynne bubaunorexka ¢ynknuii Bo Bkiagke @opmyJsl. Enie ognum crnocodom
BBI30Ba MacTepa QYHKIIMIA ABJsieTcs: couetanue kiasuin Shift+F3.

[locnie OTKpBITHS OKHA MOMOIIHHUKA, NEPBOE, YTO BaM MPHUAETCA CAENaTh —
ATO BBIOpaTh Karteropuio (GyHKUUU. [ 3TOro MOXKHO BOCHOJIB30BAThCS IMOJIEM

INOMCKa NJIN HUCIIAAAOMNUM CITHCKOM.
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Mook dyHKLMN;

BEegWTe KPaTKOE ONMCEHWE QENCTEMA, KOTOPOE HYHHO HaiTi

EbINONHWTE, W HEHMUTE KHOMKY HaliTi®

KaTeropua: | 10 HEQAABHO MCNONL30E3BLLMXCR IEI

BoibepuTe dyyHKLAHD:

TWNEPCCHIMIKA -
CHET
MAK.C ‘_

SIN
AT
CTAHACTKNOH

CYMMECNH(owanasoH; KT EpHit;QWana3oH_CyMMUpOBaHNA )
CYMMUDYET AYEKK, 3308HHBIE YKA3EHHEIM YCNOBWEM,

-

-

Crpaska Nno 5ToM dyHKLYM [ QK ] [ OTMEHE ]

B cepenune okHa oTpaxkaeTcs nepedeHb (DyHKIH BEIOpaHHON KaTeropuu, a
HUKE - KpaTKOE OMUCAHUE BBIICICHHOW KypcopoM (YHKIMHM W CHpaBKa 1O €€
aprymenTam. Kcrtatu Ha3HadyeHwe (YHKIHHM Y9acTO MOXKHO OIPEACIUTHh MO e

Ha3BaHUIO.
CnenaB HeoOXoauMbIH BbIOOp, mmIenkHuTe 1mo kHomke OK, mocie dero

MOSIBUTCSL OKHO APTryMEHTHI (DyHKITUH.
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CYMMADYET AYEliKK, 3308HHbIE YKASEHHEIM YCNOBMEM,

AnanasoH_CyMMHPOBAHMA DaKTUYECKKE AHEMKM ANA CYMMADOEaHIA. ECNM AWANas0H CYMMUDOBEHUA He

YKasaH, ByayT MNoNb30BaTECA AYEAKK, 3a086aEMbIE NapaMETPOM
'AnanasoH’,

3HadeHwe: 143

Cnpaeka No 370l dyHKLMK [ Ok ] [ OTMEHA ]

B neBoM BepxHEM yrily OKHa yKa3bIBaeTCsA MMsI BBIOpAHHOW (DYHKITMH, MO
KOTOPBIM HaXOMASTCS TIOJIsI, CIy)KalllMe JJii BBOJIa HEOOXOIUMBIX apryMEHTOB.
CnpaBa OT HHUX, MOCJE 3HAaKa pPAaBEHCTBA YKa3bIBAIOTCS TEKYIIUME 3HAYCHUS
KOKJIOTO aprymeHTa. B HWXKHEHl dYacTM OKHa pa3MeniaeTcss CIpaBOYHas
uH(popMaIms, yKa3blBaloIIasi Ha3HauYeHWE (PYHKIIMM U KaXJIOrO apryMeHTa, a Tak
e TeKYIIUNA Pe3yIbTaT BHIYUCICHUS.

Ccbulku Ha siyelikd (WIM MX JWaras3oH) B MOJSL JJi1 BBOJIa apryMEHTOB
MO>XHO BBOJUTH KaK BPYUHYIO, TaK M HCIOJb3YS MBIIIb, YTO TOpa3io yaoOHeEe.
JIJist 3TOTO TIPOCTO IIEIKANWTE JIEBOW KHOIKOM MO HYXHBIM KJIETKaM Ha OTKPBITOM
JUCTE WM OOBeAUTE HX HEOOXOAUMBINM nuamnazoH. Bce 3Hauenus OynyT
aBTOMATHYECKH TOJICTABIIEHBI B TEKYIIIEE MOJI€ BBOJIA.

Ecnu nuanoroBoe okHO AprymMeHThl PYHKIIUU MEIIAeT BBOAY HEOOXOAMMBIX
JTAHHBIX, TIEPEKpbIBasi cOOOW pabOUYMi JUCT, €ro MOXKHO Ha BPEMS YMEHBIIUTH,
Ha)kaB Ha KHOIIKY B IPABOM YacTH MOJIA BBOAA aPTyYMEHTOB.

sorers oy | -

[loBTOpHOE Ha)xkaTMe Ha HEE K€ MPUBENET K BOCCTAHOBICHHUIO OOBIYHOTO
pa3mepa.

[Tocnie BBOga Bcex HEOOXOUMBIX 3HAYEHUM, OCTACTCS KIMKHYTh 110 KHOTIKE
OK u B BHIOpaHHOM STYEHKE MOSBUTCS PE3yIbTAT BHIUUCICHUS.

JnarpaMmmebl

JIOBOJIBHO YacTo yucia B TaOnulle, aKe OTCOPTHUPOBAHHBIE JOJKHBIM
o0pa3oM, HE TIO3BOJITIOT COCTaBUThH MOJHYIO KapTHHY 1O HTOTaM BBIYUCIICHHM.
Uro Obl TONYyYHTHh HATJAIHOE TMPEACTaBICHHE pe3ynbratoB, B MS Excel
CYILIECTBYET BO3MOKHOCTb IMOCTPOEHUSI JUarpaMM Pas3JIMYHbIX THUIOB. OTO MOXET
OBITh KaK OOBIYHASI TUCTOTPaMMa WM rpaduK, TaK M JICTIECTKOBAs, KPYroBas WIH
AK30THUYECKasl IMy3bIpbKOBas nuarpamma. bonee Toro, B mporpaMmme CymecTBYET



BO3MOXKHOCTh CO3/1aBaTh KOMOWHHPOBAHHBIC JHArpaMMbl U3 PA3IUYHBIX THUIIOB,
COXpaHsisl UX B KauecTBe 11a0JIoHa /ISl JadbHEHIIIEro NCOIb30BaHUSI.

Huarpammy B Excel MOXHO pa3MecTUTh JUOO Ha TOM K€ JIUCTE, INIE yKe
HaxXoJUTCS TaOJMUIA, U B TAKOM Cllydae OHA HAa3bIBAETCS «BHEAPEHHOI», TUOO Ha
OTJICJIbHOM JIUCTE, KOTOPBIM CTAHET HA3BIBATHCS «JIUCT AUATPAMMBI.

B kauectBe nmpumepa, monpoOyem NpeACTaBUTh B HAIJISIAHOM BUJIC JTaHHbBIC
€KEMECSIUHBIX PACXOJI0B, YKA3aHHBIX B TAOJIHIIE.

“Ancaps |Ocspane| Mapr | Anepns | Maii | Wiows | Cymwa |

Odoxoabl
3apnnara 25000p. 25000p. 25000p. 30000p. 30000p. 30000p. 165 000p.
BoHycbl 11 000p. 500p. 9000p. 12300p. 11800p. 10200p. 54 800p.
ExxemecaduHble goxogsl 36000p. 25500p. 34000p. 42300p. 41800p. 40200p. 210800p.
Pacxogsbl
MpogyKTel NUTaHKUA 18 250p. 15720p. 17980p. 16540p. 15230p. 16100p. 99 820p.
KommyHaneHele naaTemm 5100p. 4980p. 5130p. 5250p. 4830p. 5180p. 30 470p.
Mokynka sewei 6 250p. Op. 4 800p. 1 380p. 6 900p. 0p. 19 330p.
Obcnymuneanne aeTomobuna 2500p. 3700p. 1250p. 4620p. 2940p. 5730p. 20 740p.
BeinnaTta KpegutoB 3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 19 800p.
EmemecadHele pacxogel 35400p. 27700p. 32460p. 31090p. 33200p. 30310p. 190 160p.
BanaHc
HakonneHwa 600p. -1600p. -60p. 11150p. 19750p. 29640p. 29 640p.

I[J'ISI CO3gaHu:A OguarpamMmbl Ha OCHOBC TaOJIMIHBIX JaHHBIX CHadalia
BBIJICJIUTE TE STYCHKH, I/IH(l)OpMaHI/Iﬂ M3 KOTOPBIX MTOJDKHA OBITH IIpeacTaBJICHA B
I‘pa(l)I/I‘IeCKOM Buze. llpm 3TOM BHEWIHMU BUJ JUATPaMMbl 3aBUCUT OT THIIA
BBI6paHHBIX JaHHBIX, KOTOPBIC MOJDKHBI HAXOIUTHCI B CTOJIOLIaX WIIH CTpOKax.
3aroj0BKH CTOJIOLIOB JOJKHBI HAXOAUTHCS HaJl 3HAYEHUSMH, & 3ar0JIOBKU CTPOK —
cieBa OT HHMX. B Hamem ciydae, BBIAEIAEM KIETKH COJEPKAIIUE Ha3BaHUSA
MECAIIEB, CTATEH PACXOJI0B UX 3HAYCHUSI.
|HHBaph|d}espanh| [ ET=0 |Anep.nh| Maii | HioHe Cyrama

Adoxogel

25000p. 25000p. 25000p. 30000p. 30000p. 30000p. 165000p.
11000p.  500p. 9000p. 12300p. 11800p. 10200p.  54800p.
36000p. 25500p. 34000p. 42300p. 41800p. 40200p. 219 800p.

Pacxoapl
99 820p.
5100p. 4980p. 5130p.  5250p. . | 30470p.
| 6250p.  0p. 48300p. 1330p. 6500p. 19 330p.
3700p. 1250p.  4620p. . | 207a0p.
Beinnara KpeguToE 13 800p.
35400p. 27700p. 32460p. 31090p. 33200p. 30310p. 190 160p.

BanaHc

600p. -1600p.  -60p. 11150p. 19750p. 29640p. 29 640p.

3atem, Ha JeHTe BO BkJajke BeraBka B rpynne {marpammbl BoiOepuTe
HY)KHBIH THN W BHI JuarpaMMbl. UTo OBI yBHIETHh KPaTKOE OMHCAHHE TOTO WM
WHOTO THIA W BUJIA TUarpaMM, HEOOXOUMO 3aepKaTh HA HEM yKa3aTeIh MBIIIH.
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B mamem mnpumepe nmaBaiite BbIOEpEM OOBEMHYIO IHIIMHIPUYECCKYIO
TUCTOTPaMMy C HakoIuleHHeM W HaxmeM kHomky OK, mocie wero Ha pabouem
JIACTE MOSIBUTCS THArpamMMa.
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Tak xe O6paTI/ITe BHHUMAaHHUC, Ha ITIOABJICHHUC IIOHOHHHTGHBHOﬁ 3aKJIaJKHu Ha

nente Padora c auarpaMMamu, cozeprKalas erle TpHU
Bkinanku: Konerpykrop, Maker u ®opmar.
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1 Twn AaHHbie MakeTsl garpamm CTrAm Anarpamm PacnonoxeHue

Ha Bknagke KoHCTPYKTOpP MOKHO WM3MEHUTh THUIl JHArpaMMbl, TTOMEHSTH
MECTaMU CTPOKH M CTOJIOIbI, T0OABUTH WM YJAIUTh JaHHBIE, BEIOPATh €€ MaKeT U
CTWJIb, @ TaK K€ MEPEMECTUTh AUArpaMMy Ha JIPYroi JUCT WU JPYTyl0 BKIAIKY
KHHTU.

Ha Bkimanke Maket pacrosiararoTcsi KOMaHJbl, IMO3BOJSIONIME J00aBIATH
WIM YAQIATh Pa3M4yHbIE »AJIEMEHThl JUarpaMMbl, KOTOPbIE MOHO JIETKO
(dbopmaTupoBaTh C TOMOIIBIO 3aKiIaaku Dopmar.

Bxknanka Pabora ¢ auarpaMMamMu MosIBJISIETCS aBTOMaTUYECKH BCSIKHUM pas,
KOT/Ia BBl BBIJEISIETe JUarpaMMy M HCYE3a€T, KOIjJa MPOUCXOIUT paboTa ¢
OPYTUMU 3JIEMEHTAMH JOKYMEHTA.

®opMaTUPOBAHUE U U3MEHEHHE THArpaMM

[Ipy nmepBUYHOM CO3[aHUU AUATPAMMBI 3apAHEE OUYECHBb TPYAHO OIPEIEIINTD,
KaKo ee THUM MpeACTaBUT Hanbosee HarlIsgHO BHIOpAaHHBIC TaOJIMYHBIC JTaHHBIE.
Tem Oonee, BIOTHE BEPOSATHO, YTO PACIOIOKEHUE HOBOW TUArpaMMbl Ha JIHCTE
OKa)KETCsI COBCEM HE TaM, TJI€ BaM XOTEJIOCh Obl, J1a U €€ pa3Mephbl Bac MOTYT He
ycTpauBaTh. Ho 3T0 He Oena — mepBOHAYANBHBINA TUM W BHJ JAHArpaMMbl MOXKHO
JETKO W3MEHUTh, TaK K€ €€ MOXXHO NEPEeMECTHTh B JOOYI0 TOUYKYy paboueit
00JIaCTH JIMCTA WM CKOPPEKTUPOBATH TOPU3OHTAIBHBIC U BEPTUKAIBHBIC Pa3MEPHI.

Uro ObICTPO HW3MEHHUTh THUI JuarpamMmbl Ha Bkiajake KoHcTpykTop B
rpynne Tum, pa3Memarmencs ciieBa, HIEIKHUTE KHONKY U3MeHUuTh THI
AuarpaMmbl. B OTKphIBIIEMCSI OKHE CJeBa BHIOEPUTE CHAYaja MOAXOASIINI THII
auarpaMMbl, 3aTteM ee moatun W Haxkmure KHONMKy OK. Jlmarpamma Oynet
aBToOMaThuecku nepectpoeHa. CrapaiiTech moAOWpaTh TAaKOW TUIl JUarpaMMBl,
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KOTOpbI HauOojiee TOYHO M HArJIAJHO OylneT JAEMOHCTPUPOBATH LEb BallIUX
BBIYHCIICHUH.

Ecnu nanneple Ha pguarpamme oOTOOpaXkaloTcsi HE JIOJDKHBIM  00pa3oM,
nonpoOylTe MOMEHSITh MECTaMU OTOOpaXKEHUS CTPOK M CTOJOIOB, HaXXaB Ha
KHOIIKY, CTpoka/cTonden B rpynne /lannbie Ha Bknaake KoncTpykrop.

[lono6paB HYXXHBIH THUIl JUArpaMMbl, MOXXHO MOpabOTaTh Ha €€ BUAOM,
NPUMEHUB K HEW BCTPOCHHBIE B NpOrpaMMmy MakeTbl M ctuiu. Excel, 3a cuer
BCTPOCHHBIX PEUICHUM, MPEJOCTABISET IMOJIb30BATENSAM HIMPOKUE BO3MOKHOCTU
BbIOOpA B3aMMHOT'O PACIIOJIOAKEHUS SJIEMEHTOB JIUarpaMM, UX OTOOPAKEHHUS, a TaK
e [BETOBOr0o oopmMieHus. BbIOOp HYKHOTO MakeTa M CTUJISL OCYILECTBIIAECTCS Ha
BKiIagke KOHCTpYKTOp B Tpynmax ¢  TOBOpSIIMMHU  Ha3BaHUsIMU MakeTsbl
auarpamMm v Ctwim  guarpamMm. Ilpu »>ToM B Kaxaoil U3 HHUX €CThb
KHOMKA /lono/iHUTe IbHBIE MapaMeTphbl, pacKphiBarollas MOJHBIA  CHUCOK

MpEIaracMbIX PEIUICHUM.
Brogwer 1 - Microsoft Excel

[T Popmynsl JaHHble PeueHznpoEaHme Bug KoHcTpykTOp | MakeT fopmat £

8§ _8E -
=

MakeTel gnarpamm \ CTHAK ZHarpamm /

~
[ ononHATENbHBIE NAPAMETPbI T,(

C D E M3meHeHHe oBLero cTMna o opMAEHKA I ] K
AMarpaMmel.

®eepans| Mapt | Anep

N Bce xe He BCE€raa CO3aaHHasA HJIN OTq)OpMaTI/IPOBaHHaSI AuarpamMma ¢
IIOMOIIBIKO BCTPOCHHBIX MAKCTOB U CTUJICH YAOBJICTBOPACT M0Jb30BaTeJICH
OCJIIMKOM M ITOJHOCTBIO. CnaumkoM OOJIBIION pasMep IHpI/I(l)TOB, O4Y€Hb MHOI'O
MECTa 3aHUMACT JICTCHAA, HC B TOM MCCTC HAXOAATCA ITOAIIMCH JaHHBIX WJIIM CaMa
AuarpamMma CJIMIIKOM MaJICHbKas. CJ'IOBOM, HCT IIpcaciia COBCPIICHCTBY, U B EXCGI,
BCC, YTO BaM HC HPABUTCA, MOXKXHO HUCIIPABUTL CAMOCTOATCIILHO Ha CBOM «BKYC» U
«IBET». I[GJ'IO B TOM, 4TO JuHarpaMmMa COCTOHT M3 HCCKOJIBKUX OCHOBHBLIX 6J'IOKOB,
KOTOPBIC BbBI MOJKCTC (1)OpMaTI/Ip0BaTI>.
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Oonacms Ouazpammpl — OCHOBHOE OKHO, TJ€ pPa3MEIIAIOTCA BCE
OCTaJIbHBIE KOMIIOHEHTHI AuarpaMmbl. HaBeast Kypcop MBIIIM Ha 3Ty 00JacTh
(MOSABIISIETCS. YEPHOE MEPEKPECThE), U 3aKaB JIEBYI0 KHOMKY MBIIIN, MOKHO
nepeTanuTh auarpaMmMy B JIIOOyI0 4YacTh JHcTa. Eclu ke BBl XOTUTE
U3MEHUTh pa3Mep JuarpamMMbl, TO HaBEIUTE KypcOp MBIIIM Ha J000H U3
YIJIOB WJIM CEPEIMHY CTOPOHBI €€ PaMKH, U KOTrJa yKa3zaTeslb MPpUMeT GopMy
JIBYXCTOPOHHEU CTPENIOYKH, MMOTSIHUTE €T0 B HY’KHOM HaIlpaBJICHUH.

Obnacmes  nocmpoenusa  ouazpammel —  BKIIOYaeT B ce0s
BEPTUKAIBHYIO U TOPU3OHTAIBHYIO OCH, PSAJl JAHHBIX, a TaK K€ OCHOBHBIE U
JOTIOJTHUTEIIbHBIC TUHUU CETKHU (CTEHBI).

Pao oOannvix — naHHble, TpPEACTaBICHHbIE B TIpa@UUecKoM BUJE
(tnarpamma, ructorpamma, rpaguk u T.71.). MOryT UMeTh MOJANKUCH JTaHHBIX,
oTo0Opaxkarolue TOYHble IM(pPOBBIE TMOKa3aTeld CTPOK WIH PSJIOB
JUarpamMMel.

Ocbv 3Hauenuil u o0cb Kame2opuili — 4NCIOBbIE IapaMeTphl,
paclONOKEHHBIE  BIOJb BEPTUKAJIBHOM W  TOPU3OHTAIBHOW  JIMHUM,
OPUCHTHPYSACh Ha KOTOPhIE MOKHO OIICHUTH JaHHBIE JuarpaMMbl. MoOryT
UMETb COOCTBEHHBIC MOJIIMUCH JICTICHUI U 3ar0JIOBKHU.

Jlunuu cemku — HarjaSAHO TIPEACTABIAIOT 3HAYEHHS OcCed U
pa3MeniarTcs Ha OOKOBBIX MAHEIISIX, Ha3bIBAEMbBIX CTEHAMMU.

Jlezenoa — pacmipoBka 3HAUCHUH PSATOB UIH CTPOK.

Jlrobomy  momp3zoBatento  Excel — mpemocraBnsiercss  BO3MOXKHOCTB
CaMOCTOSITEIIbHO U3MEHSTh CTUIIU U XYJ0KECTBEHHOE MPECTABICHUE KAXKI0T0 U3
BBIIICTIEPEYHCIICHHBIX KOMIIOHEHTOB quarpammebl. K BammM yciyram BeIOOp 11BETa
3aJIMBKH, CTHJIA TPaHUI, TOJNIIMHBI TUHUHN, HATOKEHUE 00beMa, TeHEW, CBEUECHUS U
CrJIaKMBaHUs Ha BbhIOpaHHBIE OOBEKTH.. B 111000 MOMEHT, MOXXHO H3MEHHTH
oOmuii pasmMep JAuarpaMMmbl, YBEIHYUTH/yMEHBIIUTH JIOOYIO ee 00JacTh,
HAMpUMeEpP, YBEIUYUTh CaMy JAHarpaMMy U YMEHBUIUTH JIETCHIYy, WJIH BOOOIIE
OTMEHHUTHh O0TOOpaXECHUE HEHYKHBIX PJIEMEHTOB. MOXKHO M3MEHUTH YTrOJl HAKJIOHA
JMarpamMMBbl, TIOBEPHYTH €e, cliellaTh 00BEMHON WK TUIOCKON. OaHUM ciioBoM, MS
Excel comepxuT  HMHCTPYMEHTBHI, MO3BOJIIONIME  MPHUAATh  JAHArpaMme
COOCTBEHHOPYYHO Hanbosiee yI0O0HBIN I BOCIPUITHS 00pa3.

I.[JIH N3MCECHCHUA KOMIIOHCEHTOB AruarpaMMbl BOCHOHB3YﬁTeCB
BKJIaIKON MakeT, pacroio)XeHHOH Ha JICHTE B 001aCTH PaﬁoTa c zmarpaMMaMI/I
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Tekywmuin GparmeHT Moanucn O ®oH

3nech Bbl HailjleTe KOMaHIbl C Ha3BaHUSMM BCEX 4YacTedl guarpammbl, a
HIEJTKHYB 10 COOTBETCTBYIOIIMM  KHONKAM, MOXHO IIEpEUTH K HX
dopmatupoBanuto. Ects u gpyrume, Oonee mpocThie CMOCOOBI M3MEHECHHUS
KOMIIOHEHTOB AuarpamMm. Hampumep, 10CTaTOYHO MPOCTO HABECTH KYpPCOP MBIIIU
Ha HYXXHBII O0BEKT, U MICIKHYTh IO HEMY JIBa pasa, MOCIe YeTr0 Cpa3y OTKPOETCS
OKHO (opMaTupoBaHusi BBIOPAHHOIO HJeMEHTa. Tak e Bbl MOXKETE
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BOCIIOJIB30BATHCA KOMAaHAAMU KOHTEKCTHOI'O MEHIO, KOTOPOE BBI3BIBACTCS KIUKOM
IIPAaBOM KHOIKU MBIIIY IO HY’)KHOMY KOMIIOHEHTY.

Camoe Bpemsi mpeoOpa3oBaTh BHEIIHWI BUJ HAIIEW TECTOBON JHArpaMMBbl,
BOCIIOJI30BABUIMCH Pa3HbIMU criocobamu. CHayana HECKOJIBKO YBETUYUM pa3Mep
auarpamMMmbl. J[asi 3TOrO yCTaHOBUTE KypCOp MBIIIA B JIIOOOH yroia o6yiacTu
AUarpaMMbl M II0CJIE M3MEHEHMS €ro BUJAa Ha JIBYXCTOPOHHIOIO CTPEIOYKY
MOTAIUTE YKA3aTellb B HY’KHOM HalpaBJIeHUH (HAMIPaBICHUSX).

Ternepb OoTpeakTUpyeM BHELIHUM BUJ PsAAOB HaHHBIX. [llenkHure nBa pasa
JIEBO KHOIMKOW MBILIY IO JH000M [IBETHON HMIMHAPUYECKON 00J1aCTH TUarpaMMbl
(KaXabld psii OTMEYEH CBOMM YHUKAJIbHBIM I[BETOM), IOCJIE€ YEro OTKPOETCA
OJIHOMMEHHOE OKHO C HACTPOMKAMH.
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| NapameTpe pana MapameTpbl pAda
durypa DPOHTaNbHLIA 33300
I —— bes 3asopa r/} Bonbwoi 3a30p
LUBeeT rpaHuus 0%
CTHAM rpaHIL Bokos0i 3a30D

TeHe Bes zazopa |_/l Bonbwoi sasop

CBEYEHHE W T NEHHBEHHE 31%%

DopMaT ofbEMHOR dMrypel

3nmech, cineBa B CTOJNOIE, OTOOpa)kaeTCs CIHMCOK MapaMeTpoB, KOTOpHIE
MOKHO COOCTBEHHOPYYHO HM3MEHATH MJI1 JAaHHOTO KOMIIOHEHTa JuarpaMMbl, a
crpaBa — 00J1acTh PEIAKTUPOBAHUS C TEKYIIMMU 3HAUCHUSIMH.

3nech Bbl MOXKETE BBIOpaTh pa3jMYHbIE MMapaMeTpbl OTOOpaKEHUs psna,
BKJIIOUas TUIT PUTYPBI, 3a30pbl MEXAY HUMU, 3AJIUBKY O00JIACTH, LIBET TPAHUI] U TaK
nanee. [lompoOyiiTe caMOCTOATENHHO B KaXKOM M3 Pa3eiOB MEHATH MapaMeTphl
U YBUJIMTE, KaK 3TO OyJIeT BIUSATh HAa BHEITHUN BUJI JUATPAMMBI.

B utore, B okaHe @opmar psijia JaHHBIX MbI yOpaiau (ppoHTaIbHBIN 3a30p, a
O6okoBoi caemanu paBHbIM 20%, MOOABWIM TE€Hb CHApPYXU M HEMHOro oObema
CBEpXY.

Tenepp 1menkHEM TMpaBOM KHOMKOW MBINIM Ha JIOOOM  I[BETHOM
MAIMHAPUIECKON 00JIacTh M B OTKPBIBIIEMCSI KOHTEKCTHOM MEHIO BBIOEpeM
nyHKT Jlo6aButh moanucu aansbix. [locne 3Toro Ha auarpamMme MOSBSITCS
eKEeMeCsSYHble 3HAueHUs IO BBIOpAaHHOW CTaThe pacxoloB. Toxke camoe
MPOJAENIANTEe CO BCEMM OCTaBIIMMUCA psaaMu. Kcratu, caMu NOANUCH JTaHHBIX
BIIOCJICJICTBHH TOKE€ MOXHO (popMaTHpOBaTh: M3MEHATH pasMmep mpudra, IBET,
€ro HayepTaHHe, MEHATh MECTOPACIOJIOKEHUE 3HAYCHUN U Tak nanee. st 3Toro
TaK JK€ HCIOJIb3YWTE KOHTEKCTHOE MEHIO, KJIMKHYB MPaBOd KHONKOW MBIIIH
HEIMOCPEICTBEHHO TI0 CAMOMY 3HAY€HHUI0, U BhIOEpHUTE KOMaH1y DopMaT noanucu
JAHHBIX.
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Jlns popmatupoBanusi oced NaBaiiTe BOCIOIb3yeMcsl BkiIaakod MakeTt Ha
nente cBepxy. B rpynmne Ocwu mienkHuTe MO OAHOMMEHHOW KHOIKE, BBIOEpHUTE
HY’)KHYI0O OCb, a 3aTeM NOyHKT /lomoJiHMTeIbHbIE TapaMeTpbl OCHOBHOM
TOPM30HTAJILHOW/BEPTHKAJIBLHOMN OCH.

[IpyHUMI pacMoONOXKEHUSI YOPABJISAIOMIMX JJIEMEHTOB B  OTKPBIBIIEMCS
okHe PopMAaT OCH MaJI0 YeM OTJIMYAETCS OT MPEABIAYIIUX - TOT ke CTOJOel] C
rapaMeTpaMHt clieBa M 30HOM M3MEHSEMbIX 3HAUYEHU crpaBa. 31€Chb Mbl HE CTalln
0Cc000 HUYETO MEHSITh, JIUIIb J00aBUB CBETIO-CEphle TEHU K MOJIUCSIM 3HAYCHUH,
KaK BEpTUKAJIbHOM, TaK U TOPU3OHTAIBHOU OCEH.

Hakonen, pmaBaiiTe 1q00aBMM 3arojoBOK JWarpaMMbl, HIEJIKHYB Ha
Bkiaake Maker B rpynne Ilogmuen no xHonke HazBanme muarpammbl. Jlanee
YMEHBIIUM 00JIaCTh JIET€H/IbI, YBETUYUM 00JacTh MOCTPOCHHUS U TTOCMOTPHUM, YTO

Y Hac MOJIYYHUJIOCH:
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AHBapb despant MapTt Anepnb Mai WioHb
Kax Buamre, BcTpoeHHbie B Excel wuHCTpymMeHTH GdopMaTupoBaHUS
Auarpamm ,Z[eﬁCTBPITeJIbHO Jarl0T MMHPOKHC BO3MOXHOCTH II0Jb30BATCIIIM H



BU3YAJIbBHOC IPCACTABIICHHC TaOTUYHBIX JaHHBIX Ha 3TOM PUCYHKC PA3HUTCIbLHO
OTJIIMYACTCA OT IICPBOHAYAJIBHOI'O BaApHWaHTA.

Cnapkinaiinbl Wi UH()OKpPUBbBIE

3aBepiuas TeMy JUarpaMM B AJIEKTPOHHBIX Ta0JIMIax, JaBaiTe pacCMOTPUM
HOBBII MHCTPYMEHT HAIJISITHOTO MPEICTABIEHUS TaHHBIX, KOTOPBIN CTANl TOCTYNEH
B Ecxel. Cnapkiaiinbl 1 HHQOKPUBBIE — 53TO HEOOJbIIME JUATPAMMBI,
pa3Melauecs B OJHON s4eiike, KOTOpble MO3BOJIIOT BU3yaJlbHO OTOOPa3uTh
M3MEHEHHE 3HAYEHNN HETIOCPEICTBEHHO PAJIOM C TaHHBIMH.

Takum oOpa3om, 3aHMMasi COBCEM HEMHOTO MeCTa, CMapKJIalHbl MPU3BAHbI
IPOJIEMOHCTPUPOBATh  TEHJACHIMIO W3MEHEHMS JAaHHbIX B  KOMIIAKTHOM
rpaduueckom Buae. MHPOKpUBBIE peKOMEHYETCS pa3MelllaTh B COCEIHEN sueiike
C UCITIOJIb3YEMBIMU €€ TaHHBIMH.

JIns npuMepHBIX OCTPOCHUM CIAPKIIAMHOB JAaBANTE BOCIIOIB3YEMCs HalllEeH
y)K€ TOTOBOW TaONHUIIEH eKEeMECSYHBIX JIOXOJIOB M pacxojoB. Hamel 3amadeit
Oyner mocTpouTh WHGOKPUBBIE, TMOKA3bIBAIOIINE €XKEMECAYHbIe TEeHACHIIUH
MU3MEHEHHMSI TOXOHBIX U PACXOAHBIX CTaTel Oro/KeTa.

Kak yxe roBopwioch BbIIIE, HAIIM MAaJEHbKUE IHArpaMMbl JOJIKHBI
HaXOJIWUTbCS PANOM C SYEHKaMH JAHHBIX, KOTOPbIE€ YYYBCTBYIOT B UX
dbopMupoBaHuu. OTO 3HAYUT, YTO HAM HEOOXOAMMO BCTaBUTh B TaOJHILY
JIOTIOJIHUTENIBHBIN CTONOEL] AJIi MX pacHoJIOKEHHUs cpa3y I0oCie€ JaHHBIX I10
IIOCJIEIHEMY MECSILY.

CTHAK Ausiria FProakTHnnEAHIAA
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| Maii % | Bopesan
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33200p. 30 310p. CKphiT
Tenepb BeIOEpEM HYKHYIO MYCTYIO SYE€MKY BO BHOBBH CO3JJaHHOM CTOJIOIIE,
HanpuMep HS. [Hamnee Ha JICHTE BO BKIagke BeraBka B
rpynne CnapkiaaiHbl BeIOEpeTe MTOXOISIIITU I THIL

kpuBoil: I'pa¢uk, 'mcrorpamma vnu Beurpsim/Ilpourpsim.
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BeibEpMTE MECTO ANA PA3MELLEHMA NAPKNARHOE

[dWanazoH pacnonoseHKa: | SHES E,F}:

ITociie atoro orkpoercs okHO Co3aaHHMe CHAPKJIAWHOB, B KOTOPOM BaM
OyZeT HeoOXOJMMO BBECTH [MANa30H SYE€EK C JaHHBIMHU, Ha OCHOBE KOTOPBIX
Oyzaer co3znaH cnapkiaiiH. Crenats 3TO MOXKHO JIMO0 HareuyaTaB JUara3oH siueeK
BPYUYHYIO, JUMOO BBIAEIMB €ro C MOMOIIbIO MBIIIM IpsiMo B Tabmuue. B ciyuae
HEOOXOIMMOCTH MOXHO TaK € yKa3aTb MECTO Il pa3MEIlEHHUs CMapKIAWHOB.
Hocne Haxatnst KHONKU OK B BBICICHHOMN SYCHKH MOSIBUTCSL HH(OKPUBAL.

! A B c D E F G H I
1 _mmm
2 Odoxoabl
3 25000p. 25000p. 25000p. 30000p. 320000p. 30000p. 165 000p.
. BoHYycChbI 11 000p. 500p. 9000p. 12300p. 11800p. 10 200p. 54 800p.
36000p. 25500p. 34000p. 42300p. 41800p. 40 200p. 219 800p.

B sTom npumepe, BBl MOKETE BU3YaJIbHO HAOMIOAATh TMHAMUKY U3MEHEHUSI
o0IIMX JI0XOJOB 3a MOJYrojiue, KOTOPYI MBI OTOOpaswid B BUIE Tpaduka.
Kcratu, 4ro OBl MOCTPOUTH CHAPKJIAMHBI B OCTABIIMXCA sAYEHKaX CTPOK
«3apruiatay U «bOHYCH», HET HUKAaKOW HEOOXOAUMOCTH TMpOJIETbIBaTh BCE
BBIIICONUCAHHBIE NEHCTBUS 3aHOBO. J{OCTATOYHO BCIIOMHUTH M BOCHOJIb30BATHCS
y’K€ U3BECTHOUM HaM (pyHKI[MEH aBTO3AMOTHEHHUS.

F G H | F G H |
| Mai | Miowe | | cymma |l Maii |

30000p. 30 000p. 165 000p. 30000p. 30000p.| - | 165 000p.
11800p. 10 200p. 54800p.  11800p. 10200p.| " [ 54 800p.
41800p. 40200p.i -~~~ : 219800p. 41800p. 40200p.| -~~~ | 219800p.

[lonBenuTe Kypcop MBIIIM K IIPABOMY HHI)KHEMY YIIIy SIYEHKU C Y¥KE
IIOCTPOEHHBIM CHApPKJIAHOM M IIOCJI€ TIOSBJIEHUS UYEPHOrO MEPEKPECThA,
MepeTauuTe ero K BepxueMy kparo kinetkd H3. OTnycTuB J€ByI0 KHOIKY MBIIIIH,
HACJIAXKIANTECh MOJIYYCHHBIM PE3YJIBTATOM.

Teneppr mompoOyHTe CcaMOCTOSTEIBLHO JOCTPOHUTHh CHApPKIAWHBI 10
pacXoAHBIM CTaThsIM, TOJBKO B BHJIE TUCTOTpamMM, a Jjisi obmiero OanaHca, Kak
HEJb3s KCTATH MOJOUIET TUT BHIUTPHIII/TIPOUTPHIIIL.

Teneps, nocne qo0aBiIeHUs CIApKIAMHOB, Hallla CBOJHASA TaOJauIa MPUHSIIA
BOT TaKOM MHTEPECHBIN BU:
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[ Asape |espane| Mapr | Ancpne | Mai | oo | | Cyuwa

Odoxopabl
25000p. 25000p. 25000p. 30000p. 320000p. 30000p. .~ 165 000p.
BoHychl 11 000p. 500p. 9000p. 12300p. 11800p. 10200p. “~~ 54800p.
ExxemecAUHEIE AOXOAEI 36000p. 25500p. 34000p. 42300p. 41800p. 40200p. ~~~ 219800p.
Pacxogbi
MpogyKTel NMTaHKWA 18 250p. 15720p. 17980p. 16540p. 15230p. 16100p. H_He_= 99 820p.
KommyHaneHsle naartemu 5100p. 4980p. 5130p. 5 250p. 4 830p. 5120p. maull _H 30470p.
Mokynka eeweii 6 250p. Op. 4800p. 1380p.  6900p. op. 01 u_1 19 330p.
Ob6cnyueaHue asTomobuna 2 500p. 3 700p. 1250p. 4 620p. 2 940p. 5730p. =mm_Hm | 20 740p.
Brinnata KpeguToB 3300p. 3300p. 3300p. 3300p. 2300p. 3200p. NANEN  19200p.
ExxemecauHble pacxogbi 35400p. 27700p. 32460p. 31090p. 33200p. 30310p. B _mul- 190 160p.
banaHc
HakenneHnwua 600p. -1600p. -60p. 11130p. 19750p. 29640p. IIII II 20 640p.

Taxkum oOpazom, OpocuB O€TJIbIi B3TJIsLA Ha TAOJMWIy U HE BUMTHIBASICh B
YyCcla, MOXHO YBUJIETh JTUHAMHUKY MOJYYEHHUS JOXOJ0B, NMHUKOBBIE PACXOAbI IO
MecsiaM, MecsIbl, T 0ananc ObLI OTPUIIATEIIBHBIM, a TJI€ TOJOKUTEIBHBIM U TaK
nanee. Corjacurech, BO MHOTHX CIIy4asiX 3TO MOKET OBITh MOJIE3HO.

Tak e, Kak M JAuarpaMMbl, CHApPKJIAMHBI MOXHO pPEAaKTHUpOBaTh U
HACTpauBaTh WX BHEIMIHWHM BuJ. [Ipu mienyke MbIIbIO MO suelike ¢ HHGOKPUBOM,

Ha JICHTC MOABJIACTCA HOBAsA BKJIAJKa Pabora co CHapKﬂaﬁHaMI/l.
EH = 9~ _mmm_leﬂ?cmso& Euc_ PaboTa oo ;';.- CNATH3 ‘.[-:-|-EI-|£H

naeHas Bcraeka PasmeTka crpaHuusl Dopmynsl HaHHbe PeueHsvpoBaHmne Bug PDF KoHcrpykTop & 9 =R X

(|
-’!}2 — —I 'W MakcumaneHan ToYka D Mepean To4ka I z - 75 : : Y NNMPOEaTE
: |:| MUHWMaNEHaA TOYKA |:| MocnegHAan To4Ka I ||||-|I'I|I = n' IEI Pazrpynnupoeate

MzmeHWTE | NIMHKWA [TMCTOrpamma | Belvrpeiw/mp ourpsiw _ (949
JAaHHEE * [[] otpuuatensHbie Toukw Mapkep =2 - &2 OuncTuTe ~

CnapknaiH Tun Mokasate CTrne IpynnuposaTk

C momompl0 KOMaHJ PAacHOJIOKEHHBIX 3J€Ch MOXKHO H3MEHUTH JIaHHBIC
crnapkiaiiHa W €ro THUIl, YOPaBJISATh IOKa30M OTOOpaKeHUs TOYEK JaHHBIX,
U3MEHSTh CTWJIb W IIBET, YOPABIATh MACIITA0OM U BHAMMOCTBIO OCEil,
IpyNIUpPOBATh U 33/1aBaTh COOCTBEHHBIE TTapaMeTphbl OpMaTUPOBAHUS.

Hanocnenok, CTouT OTMETUTD U €11€ OAUH UHTEPECHBII MOMEHT - B STYCHKY,
COJICPIKAIIlYIO CITapKJIaifH, BBl MOKETE BBOJUTH OOBIYHBIM TEKCT. B aTOM ciiydae
nHpoKpuBas OyJeT UCIIOTL30BaThCS B KauecTBe (PoHA.

PacnieuaraiiTe moay4nBIIAICS OTYET.
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3 IlepeyeHb OCHOBHOM H /JONMOJHUTEJbHOM Y4YeOHOH JMTEpaTypbl,

HEe00X0AMMOi1 1VIsl OCBOCHM S AUCHMIIHHBI
3.1 OcHoBHas yyeOHas1 quTEepaTypa

1. Mudopmartuka. bazoBeiii kypc [Tekct]: yueOHOoe mocobue / moa pen.
CB. CumoHnoBuua. - 2-¢ uzn. - CII6.: ITutep, 2010. - 640 c.: wi. - (YueOHUK s
BY30B). (99 5K3.)

2. Wessaxun, A. C. UndopmanmoHHble TaMOKEHHbIE TeXHOJIOTHH [TekeT] :
yueOHoe mocobue: [t cTyneHToB no crnenuanbHocTd 036401.65 '"TamoxkeHHOE
neno"] / A. C. lllesikun, B. B. KoBapaa. - Caukr-Ilerepoypr: Uatepmenus, 2016.
- 200 c.

3. KonokonbuukoBa, A. W. Wnadpopmaruka [DaexkTpoHHBIH pecypcl]:
yueoHoe mocobue / A. W. KonokxonbuuxoBa, E. Ilpoxonenko, JI. Taranos. -
Mockga: Jlupekr-Menua, 2013. - 115 ¢. - Pexxum gocryma: http://biblioclub.ru

3.2 JlonosiHUTEIbHAS JIUTEPATYypa

1. Mansimenko, FO. B. HudopmainmoHHble TaMOXEHHbIE TEXHOJIOTHH
[TexkcT]: yuebnuk / Poccuiickas TamokeHHas akajgemus;, DenepanbHas
TaMOXKeHHas ciyx0a. - M.: PUO PTA, 2007. - 352 c.

2. bop3sos, . b. Undopmaruka [Tekct] : yueOnoe nocobue / /1. b. bop3os,
N. E. Yepneukas, E. A. Turenko; Kypckuil rocyaapCTBEHHbBI TEXHUYECKHUI1
yauBepcurer. -Kypcek : KypekI'TY, 2007. - 128 c.

3. bopzos, . b. Uadopmartuka [DIeKTpOHHBIN pecypc]: yueOHoe mocodue
/ . b. bop3os, U. E. Uepnenkas, E. A. Turenko; Kypckuii rocymapcTBeHHbIN
TexHuueckuit yausepcutet. - Kypck: Kypck[' TV, 2007. - 128 c.

3.3 Jlpyrue y4eOHO-MeTOAUYECKHE MATEPUAJIBI

OTtpacneBble HAYYHO-TEXHUYECKHE KYPHAJIbI B OMOIMOTEKE YHUBEPCUTETA:

N3Bectust FOro-3amagHoro rocyaapcTBeHHoro yHuBepcutera. Cepus
VYropaBnenue, BBIYUCIUTENbHAS  TeXHHWKA, UWHPopMaruka. MeauImHCKoe
IPUOOPOCTPOCHHE.

4 TlepeueHb pecypcoB MH(OPMALMOHHO-TEJIEKOMMYHUKAIIMOHHON CeTH
«/HTepHeT?», HEOOXOAUMBIX JISI OCBOCHHS TUCIHUIIINHBI
1. Onextponnas 6ubmuoreka FO3I'Y http://www.lib.swsu.ru/

2. Nudopmarmonnass  cuctema  «EnmHOE  OKHO — JOCTyma K
oOpazoBaTenbHBIM pecypcam» http://window.edu.ru/library
3. DNEKTPOHHO-OMOIMOTEUHAs] chucTeMa «Y HUBEpCUTETCKasi OubImoTexa

online» http://www.biblioclub.ru
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