JloKyMEHT NOANNUCaH NPOCTOM SAEKTPOHHON NOANMCbIO
MHbopmauus o Bragenbue:

®WO: JloktnoHosa OkcaHa eHHafbeBHA

[lomxHOCTb: NpopeKTop no y4ebHoi pabote

[lata nognucanms: 08.08.2024 13:34:29 : -
P MHUHOBPHAYKH POCCHN

0b817ca911e6668abb13a5d426d39e5f1c11eabbf7 3dIE3UFRATSHAAS 6089 I PCTBEHHOE OroKeTHOE

OOPTIORATCIEHOT YIPT/RICHHE BLICIICTO 00pa3oBatus
«lOro-3anaanelii rocyapcTBEHHbIH YHHBEPCHTETY

(1O31'Y)

Kadeapa nporpamMmMHoii HHKEHEPHH

CospemeHHble MH)OPMALIMOHHbBIE TEXHOIOMHHU B PO(ECCHOHAIBHOM
NESATENLHOCTH

MeTo/iHueckHe peKOMEH/ LK (10 BBINOIHEHHIO NPAKTHYECKHUX padoT /uls
cTyaenTos Hanpasienns moarotosku 37.03.02 Koudaunkronoris

Kypek 2023

“




YJIK 004
Cocrasurens T.H. Konaubixnua

Peuenszent
i Tavsirun M.O.

Cospemennble  HHGOPMALMOHHBIC TEXHONOIHH B [POPECCHOHATLHOMN
JRATENILHOCTH: METOJAHYCCKHE PEKOMEH/AIMH [0 BBIMOJHCHHIO [MPAKTHUCCKHX
pabot Hanpasneuus noarotrosku 37.03.02 Kouduukronorus / [Oro-3art. roc. yu-;
coct.: T.H. Konausixuna, Kypek, 2024. 104 c.

Conepar METOAMUECKHE PEKOMEHAAUMHK K BBIMOJIHEHUIO PAKTUYECKUX 10
aucuuminne «CospeMentbie HHPOPMAUHOHHBIE TEXHOIOIHH B TPO(ECCHOHATLHOMH
NCATEbHOCTHY.

MeTonueckHe yKazaHus Mo CTPYKTYpe, COACPKAHHIO U CTHUITIO H3JI0/KEHHUs
MaTepuMansa  COOTBETCTBYIOT — METOAMYECKMM M HayuyHbIM  TpeboBaHMs,
NpeAbABIAAEMbIM K YHEOHBIM H METOJIMYECKUM MOCOOHSAM.

[TpennasHayensl JUis  CTYJACHTOB HampasieHuss noarotoBku 37.03.02
Koudnukronorus.

Teker neyaraercs B aBTOPCKOi peaaKiiu

Ioanucano B nevars M%(bopmm 60x84 1/16
Yeo.newn3 54, Ya-u3nn3. 8. Tupak_ ak3. '3;1Ka't;§2(/l;ccu,'m1no‘
1Oro-3anannnlii rocyapeTBe bl Y HHBEPCHTET.

305040. r. Kypck, ya. 50 ner Okrsa0pa, 94.




OraBneHne
HHCTPYKLUS 10 TEXHUKE OC30MACHOCT . ......evveievieeieieieeieeeneessieesieanasanieenie e ene e 4

[Tpaktuueckass padora Nel IlepBuuHble HACTPOWKM MNapaMeTpoB MEYATHOIO

e 33 L b (s S — 7
[TpakTuueckas padora Ne2 Co3zgaHue CMMCKOB M aBTOMATHUYECKOTO OrjiaBiaeHuss MS
WOTA ...t ettt ettt 17
ITpakTuueckas padora Ne3 Cozpanue u popmarupoBanue tadnun MS Word ... 23

[TpakTuueckas padora Ne4 Coszmanue n oOpadoTka rpapuyeckux 00bEKTOB MS

ITpakTuueckas padora Ne5S_Co3gaHue, aBTO3anOJHEHUE, PEJAKTUPOBAHUE TaOIHIL,
BBOZ thopuyr B Tabmmax MICtoSOIt BXCR] . .. ans sz 44
[TpakTnueckas padora Ne6_dopmyiisl, pyHkuuu u auarpammel Microsoft Excel . 66
[TpakTuueckas padora No7 TexHonorum noucka UHQOPMALUK ...........c..covvveneeenne. 85

Heobxoaumoe MaTepuanbHO-TEXHUUECKOE O0OPYAOBAHME: .........veeevveenieeeirenneenn 98



NHCTpyKIMS 0 TEXHUKE 0€30MACHOCTH

1. OOwwue TpeboBanust 6€30NaCHOCTH

1.1.LK pabore Ha mNEPCOHATILHOM KOMMBIOTEPE JOMYCKAKOTCA JIHLIA,
npoweame oOyueHue Oe30macHbIM METOJaM TPY/Ja, BBOJAHBIA HMHCTPYKTAXK,
NEPBUYHBINA UHCTPYKTAXK HA paboueM MecTe.

1.2.I1lpu skcniyaTanuu MEepCOHANIBHONO KOMMBIOTEpA HA 4YETOBEKA MOTYT
OKa3bplBaTh [JCHCTBUE CICAYIOIIME OMACHBIE M BPEAHBIE TMPOM3BOACTBEHHBIC
(aKTopsI:

— MOBBIICHHBIN YPOBEHb 2JIEKTPOMArHUTHBIX U3JTYYECHUH,

—  TIOBBILICHHBIA YPOBEHb CTATUYECKOTO NEKTPUUECTBA,

—  MOHW)KEHHAs MOHM3ALMs BO3/1yXa,

—  cTaruyeckue (PU3n4ecKue neperpys3Ku;

—  TIEpEHanpsKEHME 3PUTENIbHBIX aHAJIM3aTOPOB.

1.3. CtyaeHT npu BEINOJHEHUH Ja00PaTOPHBIX PadoT 00s3aH:

1.3.1.BbIOnHATE TOJIBKO TY padoTy, KOTOpast ONpeiesieHa B METOAUYECKUX
YKa3aHHUsX.

1.3.2.Coneprkarh B UMCTOTE paboyee MECTO.

1.3.3.Cobnroath peskum Tpyia U OTAbIXA.

1.3.3.Co0nroaath MEPHI MOKAPHO# O€30MaCHOCTH.

1.4.Paboune MecTa ¢ KOMIBIOTEPAMHU JOJDKHBI PA3MEILIAThCs TAKUM 00pa3oM,
4TOOBI PACCTOSIHUE OT 3KPaHa OJHOTO BUACOMOHUTOPA 10 ThUIA APYroro ObLIO HE
menee 2,0 M, a pacCcTOsIHUE MKy OOKOBBIMM MOBEPXHOCTSMU BUJICOMOHUTOPOB -
He MeHee 1,2 M.

1.5.Pabourie mMecta ¢ MEepCOHAIbHBIMUA KOMITBIOTEPAMU [0 OTHOILEHUIO K
CBETOBBIM ITPOEMaM JI0JDKHBI pacrojararbes TakK, YTOObl €CTECTBEHHBIN CBET Majaal
COOKY, MPEUMYLIECTBEHHO CIIEBA.

1.6.OxoHHBIC NIPOEMBI B MOMEILEHUSX, 1€ UCIOIB3YIOTCS MEPCOHAIBHBIC
KOMITBIOTEPBI, IOJKHBI OBITH 000PYA0BaHBI PETYJIMPYEMBIMU YCTPONHCTBAMU THIA:

JKAITO3M, 3aHABECEH, BHEITHUX KO3BIPHKOB U JIP.



1.7.PaGouas mebens 11 Monb30oBaTeneii KOMIBIOTEPHOM TEXHHKOM J0JKHA
OTBEYATH CIIEAYOLIMM TPeOOBAHUSIM:

— BBICOTA padodel MOBEPXHOCTH CTOJIA JOJDKHA PEryJdupOBaThes B
npeaenax 680 - 800 MM; Mpu OTCYTCTBHU TAKOH BO3MOXKHOCTH BEICOTa padoyei
MOBEPXHOCTH CTOJIA JOJDKHA COCTABNIATDE 725 MM,

— pabouuii cTON AOMKEH MMETH MPOCTPAHCTBO 1A HOT BBICOTOH HE
meHee 600 mm, riyOuHON Ha ypOoBHE KOJIeH He MeHee 450 MM M Ha ypOBHE
BBITAHYTHIX HOT HE MeHee 650 MM,

2. TpeboBaHus 0e30MacHOCTH MEPE HaYanOM padOTHI

2.1.IToarotroButk paboyee MECTO.

2.2.0TperymupoBark OCBemMICHUEC Ha padoueM MecTe, yOeauThCsS B
OTCYTCTBHM OJIMKOB HA SKpaHe.

2.3 ITpoBepuTh NPaBUIBHOCTH NMOJKITIOUEHUS 000OPYIOBAHUS K IMEKTPOCETH,

2.4 IIpoBepHTh UCIIPABHOCTH MPOBOAOB MUTAHWUSA W OTCYTCTBHE OTOJIEHHBIX
YUYACTKOB TMPOBOJIOB.

2.5 I1poBeputh NMPaBWIBHOCTE YCTAHOBKH CTOJIA, CTYJA, MOACTABKH IS HOT,
MIOTIUTPA, YIJIa HAKJIOHA DKPaHa, MOJOKEHHE KIABHATYPhl, MOJIOKEHUE "MBILLH " Ha
CIIELHAIIBHOM KOBPHKE, ITPH HEOOXOAUMOCTH IMPOU3BECTH PETYJIHPOBKY paboyero
CTOJIa M KpecCiia, a TAKoKe PacIoIOKEHUE JIEMEHTOB KOMIBIOTEPA B COOTBETCTBHH ¢
TpeGOBaHUAMY SPTOHOMHMKH 1 B LIETIAX UCKITIOYCHHS HEY AJOOHBIX 1103 U AJTHTENBHBIX
HANPKCHUM Tela.

3. TpeboBaHus 6€30MacHOCTH BO BpeMs pabOThI

3.1.Cryaenty nipu pabote Ha I1K 3anpeiaercs:

— MpUKacaTbCd K 3aJHEH MaHeNId CHCTEeMHOro Oioka (mpoueccopa) mpu
BKJIIOYEHHOM MUTAHUH;

— MEpPEeKIIoYaTh  pa3beMbl  HHTep(eHcHbBIX Kalemeil nepudepuiiHbIX
YCTPOICTB NMPH BKIIIOUYESHHOM ITHTAHWH,

— JOMyCKaTh TOMAJAHUE BJIard Ha MOBEPXHOCTh CHCTEMHOTO Onoka
(mponeccopa), MOHHUTOpa, paldo4yld MOBEPXHOCTH KIABHATYpPhl, AUCKOBOJOB,

IIPUHTEPOB U APYTUX YCTPOHCTB,



— MPOU3BOINTE CAMOCTOATEIBHOE BCKPHITHE M PEMOHT 000PY IOBAHMS,

— paloTaTh HAa KOMNBIOTEPE NPH CHATHIX KOXKYXAX;

— OTKJTHOYATh 000PYIOBAHHE OT MIEKTPOCETH U BBIIEPTHBATH HJICKTPOBUJIKY,
OEPKAch 34 [WHYP.

3.2 IIpoaomKnTENIBHOCTE HEMPEPBIBHOH pPadoThl ¢  KOMIIBIOTEpOM 03
pErNaMeHTHPOBAHHOTO NEPEPHIBA HE JOJIXKHA NPEBBIILATE 2-X YaCOoB.

3.3.Bo BpeMs pernaMEHTHPOBAHHBIX IEPEPHIBOB ¢ LEIbIO CHUYKCHUSA HEPBHO
-  OMOLHMOHAJIBHOTO HANPKEHUA, YTOMIICHMS 3PHUTEJIBHOIO  AHAIIM3aropa,
YCTPAHEHUS BAMSHUS THUNOAMHAMUH U THIOKWHE3HH, MPEAOTBPALIEHHUS Pa3sBUTHS
MO3HOTOHUYECKOTO YTOMIICHHS BHITIOJIHATE KOMIUIEKCH YITPOKHEHU .

4. TpeboBaHus 0€30MACHOCTH B ABAPUIHBIX CUTYaLHSIX

41.Bo Bcex chyuyasx oOpbiBa TPOBOAOB MUTAHHS, HEHCTIPABHOCTH
3a3€MIIEHUA M JIPYTHUX MOBPEKICHUI, NMOSBJIECHUS FapH, HEMEUICHHO OTKIIIOYUTH
[TUTAHUE.

4.2 He npuctynare k padoTe 10 YCTPaHEHUS HEHCTIPABHOCTEH.

431Ipu NONYYEeHHH TPaBM HJIH BHE3AaNMHOM 3a00JCBAHUM HEME/JICHHO
H3BECTUTH OPraHU30BaTh MEPBYIO JOBPAYEOHYIO MOMOIIb MW BHI3BATH CKOPYIO
MEIULMHCKY 0 TOMOLLE.

5. TpeOoBanus O€30MaCHOCTH IO OKOHYAHHH PabOTHI

5.1.OTKIIOYHTH MUTAHNE KOMIIBIOTEPA.

5.2 IlpuBecTH B mopsAanok paboyee MecTo.

5.3 . BBIMONHUTE YIPaXKHEHUA [UTA [1a3 H DAJBLEB PYK HA pacciablieHue.



[IpakTrueckas padora Nel

[lepBruHbIE HACTPOIiKK MapamMeTpoB nevyaTtHoro aokymenra MS Word

[lens U 3amaun pabOTHI: OBIAJETh HABBIKAMM HACTPOMKHM MapaMeTpoB
cTpaHuubl, mpudra m ad3aua B AokyMmeHtax MS Word, HayuuThCs BCTaBIATh
HOMEpa CTPaHULl B JIOKYMEHT, U3Y4YUTh COYCTAHUE KJIABULI U IOPSYUE KJIABHUILU B
Word.

3nath: TpeOOBaHMS K OGDOPMIICHMIO TEKCTOBBIX JIOKYMEHTOB B
YHUBEPCUTETE COIVIACHO CTAHAAPTY, COUETAHUS FOPSYUX KJIABULL

YMETh: KONMPOBATH M BCTABIATH TEKCT B JAOKYMEHT, MOJb30BATHCS
Pa3NMYHBIMU COUYETAHUSIMHM TOPAYMX KJIABULI, MPUMEHATh K TEKCTY HACTPOWKH
COIJIAaCHO TpeOOBaHUSIM YHUBEPCUTETA

Bnaners: HaBbIKaMy HACTPOMKHM NapaMeTpoB CTpaHULbl, prQTa 1 ad3aua
B nokyMeHTax MS Word

1. Co3paiite HOBBIH AOKyMeHT MSWord.

BbInoiHuTE HACTPOMKY MOJIEH CTpaHULBI Mepeins BO BkiIaaky Pasmerka
crpanubl— [lons— HacrpanBaembie mosist. Y CTAaHOBUTE MapaMeTPbl CTPAHHULIBL:
BepxHee u HIKHEE - 2 M
Jlesoe - 3 cMm
[IpaBoe — 1,5 cm.
2. Bxmouute pexxum «OToOpa3uTh BCE 3HAKW» BO BKJIaKke [ maBHas.

FNABHAR  BCTABKA  AM3AMH  PASMETKACTPAHWLE  CCHAKM  PACCHUKM  PELEH3WPOBAHME
prem—
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BCTABKA AN3ANH PASMETKA CTPAHWMLLbI
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B0O3MOKHO TakKe NEPERTH HAKAB HA KHOMIKY MEPEX0/1a B KOHTEKCTHOE
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1. HacTpouTh BbIpaBHMBAHKE TEKCTA MO JIGBOMY KPar0, LIEHTPY, MPABOMY
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5. O3HaKOMBTECH ¢ COUETaHUEM KaBulll B Word, mpuBEAEHHBIM B TaOJIMIIE

['opsiune knaumm Word

Tabmna 1

JlelictBue CoueraHue KJ1aBUII
OTKpBITH CTRL+O
CoxpaHuTb CIRLAS
3aKpbITh CTRL+W
Bripesarb CIRILAX
Konuposatb CTRLAC
Beraska CIRLAY
BeiOparsb Bce CTRL+A
[Tosy>kupHBIHA CTRL+B
Kypcus CTRL+I
ITonuepkHy ThIH CTRLAU
YMmeHpmTh pazmepa mpu@dra Ha oauH nyHKT | CTRLA|
YBennunth pazmepa mpu@ra Ha oaud nyHKT | CTRLA]
BEIPOBHATH TEKCT 10 LIEHTPY CTRLAE
BBIPOBHATH TEKCT 110 JIEBOMY KParo CTRLA+L
BBIPOBHATE TEKCT MO MPABOMY Kparo CIRLAR
OtmeHa ESC
OTMEHUTH OMEpaLUI0 CIRL+*Z
[ToBTOPUTH ONIEpaLiO CIRI+Y




6. Otgenure OyaylIMid THTYJIBHBIA JUCT OT JHCTa JabopaTtopHOil paboTHI
paspeiBoM crpanulisl (Ctrl+Enter).

7. Ha BTOpOM mHCTe HameuaTaiiTe CBOM (aMHIHIO, UM H OTYECTBO.
Hcenonb3yio coderanus kinapul CTRL+C u CTRL+V caenaiite TEKCT, COCTOAIMMN
u3 10 ab3anes.

8. VYOemutech, 4TO B JAHHOM TEKCTE HET OTCTYNOB A0 M moche alszana,
yCTaHOBHTE ab3auHeli oTcTym 1,25.

9. K kaxgoMy ad3aly TeKCTa IPUMEHHTE yKa3aHHOES (OPMATHPOBAHHE:

Illepeiii  aGzan mipugr 12 myHKTOB, 1 MEXAYCTPOYHBIH HHTEpBA,
BBIPABHHBAHHUE I10 LHPHHE
[L.Bropoii ab3ay wpudt 14 nyHkroB, 1,5 MEKIyCTPOYHBIH WHTEpBA,
BBIPABHUBAHUE IO JIEBOMY Kparo, MOAYEPKHYTHII
IIL. Tperuii abzan mpudt 16 MyHKTOB, 2 MEKIYCTPOUHBIA HHTEpBAN, KYPCUB,
BBIPABHHBAHUE IO TIPABOMY KPal0, pa3peKeHHbIN HHTEPBA MEKDY OYKBAMM TEKCTa
IV Yerseprrii abzan wpudt 13 myHKTOB, 1,25 MEKIYCTPOYHBIH HHTEpBA,
MOJY>KHPHBIN KYPCUB, BEIPABHHBAHHE TI0 IIPABOMY Kparo, YIUIOTHEHHBIH HHTEpPBaJ
MeKay OyKBaMHU TEKCTa
VIlaterii aG3an  wpudt 15 nyHKTOB,] MEKIYCTPOUHBI HMHTEPBaJ,
BBIPABHUBAHUE IO IUPUHE, 3aUECPKHY THIH
VIMlecroit a63an wpudpt 14 nyHKTOB, 1,5 MEKIYCTPOUHBIH MHTEPBAI
BBIPABHHBAHUE 10 IIHPHHE, ABOIHOE 3a4ePKHUBAHHE
VIL.Cenpmoii a0Gzan mput 14 nyHKTOB, 1,5 MEXAYCTPOUHBIN WHTEpBA
BBIPABHHBAHHUE [0 WHPHHE, HAACTPOYHBIE H TOACTPOYHBIC CHMBOJIBI
VIII.Bocemoii abzan wpudpt 14 nynktoB, 1,5 MEXAyCTPOUYHBIH HHTEPBAI
BBIPABHUBAHUE M0 LIHUPUHE, MAIBIE TPONTUCHBIE OYKBBI
IX Jepareiii abzan mpugt 14 nyHKTOB, 1,5 MEXAYCTPOUHBIH HHTEPBAI
BBIPABHHBAHUE O IIHPHHE, H3MEHUTD LIBET mpu{Ta
X decareiii a0zan mpudgt 14 nyHkToB, 1,5 MEXAyCTPOYHBIA HHTEpBA

BBIDABHUBAHUC 1O IMUPHHE, BBIACIIUTE TEKCT LUBETOM.



HanHoe 3aaaHue HEOOXOAMMO BBIMOJMHUTE MIA TOro, 4TOOBI BUACTH, KAaK
MEHSETCA TEKCT MPH Pa3siMYHBIX HACTPOHKAX U YMETh 3TH HACTPOUKH U3MEHATH U
yOupare.

HeoOxoauMBlli HACTPOMKH TEKCTa I TEKCTOBBIX JOKYMEHTOB B
VHUBEPCHUTETE:

Texct mokyMmeHTa HabupaeTca Ha koMmnblotepe B (opmare .rtf uwnu .doc u
Me4yaTacTess Ha OJHOHW cTopoHe nucrta Oenoit Oymarm ¢dopmara A4 (210x297).
pudt — Times New Roman. Liper mpudra — uépHeiii, pazmep wpudra — 14.
AO3alHbBli OTCTYN MO/DKEH OBITH OAMHAKOBBIM O BCEMY TEKCTY NOKYMEHTA H
COCTABIATE 1,25 cM. MeXKCTpOUHBIH HHTEPBAI OJYTOPHBIN. BEIpaBHUBAHUE TEKCTA
— [0 LUUPHHE.

Ha neppoil cTpaHMIle OTYETAa BBIMOIHUTE THUTY/BHBIH JIUCT, COITIACHO
MPUBEAECHHOMY HIKE IIPUMEPY.

TexcT, HANCYaTaHHBI KYPCHBOM, IMOACHACT TO, KAKUM JOJDKHO OBITH
(opMaTUpPOBAaHHUE TEKCTA HA TUTYJILHOM JiHCTE. [leuaraTe €ro He HyKHO.

10. BetaBpTe HOMEpaA CTpaHUIl B JIEBBIH HIDKHHIA YroJl OTYETA U UCIOJIB3YA
BKJIagKy BeraBka— HoMep crpanuubsl— BHEH3Y cTpanuubi— Cnpasa.

11. Ilepefigure B HWKHWHA KOJIOHTWUTYJI, HAlCYaraiiTe B HEM CBOC WM,
yOenurech, 4to Baiie uMs aBTOMaTUYECKH MMOBTOPUIOCH BO BCEX HUKHUX
KOJIOHTUTYJIAX AOKYMECHTA.

12. TlocTaBbTe TanoyKky HAIpPOTUB MOJA «OCOOBI KOIOHTUTYJ WIS MEPBOM
CTpaHuIy» BO BKJaake KoHcTpykTop. YOeauTecs, 4To HOMEp Ha MEPBOH CTPAHHUIIE
HE 0TOOpaXKaeTCs.

13. Ilepeiigsa Bo BKiIagky Berapka— Homep cTpanuupli— PopMaT HOMEPOB

CTAHUIl HAYHHUTC JOKYMEHT CO CTPAHUIIBI 5.



Qopwar vowepa: NI -

[ BraouwTs Homep raasu

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

pasgenurens: - (aednd

NMpumeps: 1-1, 1-A

Hymepaums crpanuy
® npoponxuts
O Hauats ¢ |

Pacneuvaraiite rnosryyMBUIMIICS OTUET.



Munobpnayku Poccnu
IOro-3amaanelii rocy 1TapCTBEHHEBINA YHUBEPCUTET
(noayocupnuti, 14 nynukmos. 1 unm, no yenmpy)

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

JIaboparopHas pabora Ne_
(16 nynxmos. 1 unm, no yenmpy)

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

Brimonawit: CTYAEHT IPYIIIIEI
Heanos U.H.
ITpoeepui: K.T.H., IOLICHT

Konanpixuna T .H.
(14 nynxmos. 1 unm)

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



IlpakTnyeckas padora Ne2

Co31anue CNHUCKOB H aBTOMATH4YeCKOoro orsiasjienuss MS Word

Llenw u 3aaa4m padOTHI: HAYuUnThCs co3aaBatb B MSWordmapkupoBaHHbIE,
HYMEPOBAHHbIE CIMCKM M MHOTOYPOBHEBBIE CIHMCKH, CO3/1aBaTh aBTOMATUYECKOE
OIJIABJICHUE U PACCTaB/IATh ABTOMATUYECKHUE CChUIKM HA MCTOYHUKH JINTEPATY Pl

3HaTh: TUMBI CIMCKOB MPH 0(OPMIIEHUM TEKCTOBBIX JOKYMEHTOB, YTO TAKOE
aBTOMATHYECKOE OTNaBlIeHHE, KaKk 0(GOopMIISIETCs CIMCOK JMTEPATyphl M JUIS YETO
HY’KHBI CCBUIKH Ha JIMTEpATypy

VYMeTh. BCTaBIATH B JAOKYMEHT aBTOMATMYECKHE CIMCKH, CO3/aBaTh
aBTOMATMUECKOE OTJIABJIEHWE, CO37AaBaTh ABTOMATHYECKUE CCHUIKM HA MCTOYHHKH
JIUTEPaATYPhl

Bnaners: HaBbikamMu 100aBJICHUS B JOKYMEHT aBTOMATHMUYECKMX CITUCKOB,
CO3/IaHMsI ABTOMATUYECKOTO OIJIABJICHMS, CO3/aHWSI aBTOMATMUYECKUX CCBhUIOK Ha

MCTOYHUKH JINTEPATy Pl

Bb1 MoskeTe ObICTPO 100aBUTH MApKEPhl MM HYMEPALIMIO K CYILECTBY FOLLIMM
cTpokam Tekcra. Kpome Toro, Word Mo>keT aBTOMAaTHYECKH CO3aBaTh CIUCKH 10O
Mepe TOro, Kak Bbl BBOAMTE TEKCT. [10 ymonuanuto, ecnv B Havajne ad3aua Bbl
BBOJIMTE 3BE3/10UKY M mpoden, Word co3aaeT MapkiupoBaHHbIH cnucoK. Eciu ske Bbl
HaunMHaeTe BBOJ ab3aua ¢ Homepa, Word cozaeT HyMepoBaHHbIH cucok. Eciu Bbl
HE XOTHUTE, YTOOBI TEKCT CTal CIHMCKOM, HAKMUTE MOSBIISIOMYIOCS KHOIKY
[TapameTpsl aBTO3aMeHbI-M300paskeHIEe KHOMKK W BHIOCPUTE APYTOM mapameTp.

1. Oraenure TUTYJIbHBIN JTUCT OT 1a00PaTOPHON PadOTHI HAYKATUEM KITaBHIII
CTRL+Enter.

2. B BepxHe# yactu Broporo jucrta Hanummre «l'nasa 1. Hazganue 1». C

HOBO#M CTPOKM HAOEPUTE YETHIPE JIFOOBIX CIIOBA, KAKI0€ ¢ HOBOI CTPOKH, BBIACIIUTE

A
TEKCT U COPTHPYiTE €ro mo an(aBUTy HUCMOJb3Ys HUKOHKY Al , ipeoOpasyiite

-_—

JAHHBIN TEKCT B MAPKUPOBAHHBIM CIMCOK UCMOJIB3Y Sl UKOHKY *



3. B BepxHeil yacTu TpeThero aucta Hanummte «I naea 2. Hazpanue 2»

BcTaBbTe MPOCTOl HyMEpPOBAHHBIH CIIMCOK, HCMOMB3ys MKOHKY . Co3paiiTe
CIUCOK M3 4 3IEMEHTOB, COPTUPYHTE €ro 1o andaBuTy.

4. B BepxHei yacTH 4eTBEPTOro Jiucra Hanumure «lnasa 3. Hazsanue 3».

q —
A— v

CospaiiTe MHOTO YPOBHEBBIN CIIUCOK, UCNOJIB3Ysl UKOHKY . [loa nudpoii oaux
B CIIMCKE HAMUIIUTE CJI0BO «I acHbley, HaxkMUTE Enter, MOHU3bTE YPOBEHD CIIMCKA
¢ 2 no 1.1 ucnonb3ys knasuiny Tab. Ilepeuncaute 4 moObie riIacHbIe Tak, YTOOBI
Kask/1as ObL1a HOBBIM 3JIEMEHTOM crrcka. [ToBbICkTE 371eMeHT cnucka 1.5 10 2
HakatueMm coueranuii knasuiu Enter. Hanummre B nyHkre 2 cj0B0 « COrjIacHbIE).
Jlanee nepeunciute 4 cornacHsle, Tak, YTOObI Kaxkaas Oblia OTACIbHBIM
37IEMEHTOM CMHUCKA BTOPOTO YPOBHS.

5. 3MeHuTe HAYaIbHOE 3HAYEHUE CucKa ¢ 1 Ha 3, IIENKHYB [paBoi
KHOMKOW MbILIY 10 nu@dpe 1 B cnucke HANpoTUB cioBa «l J1acHbIE», U3SMEHUTE
YPOBEHb 3TOM CTPOKM CNUCKa ¢ 1 HA 2 B pydHOM pekume. M3MeHUTE B pyuHOM
PEKMME BCE OCTAJIbHBIC 3JIEMEHTHI CMMCKA TaK, YTO Obl CJIOBO «I JTaCHBIEY» B CIIMCKE
umesto Homep 3.1, «Cornacubie» 3.2, riacHeie OykBbl HOMepa 3.1, 3.2, 3.3, 3.4;

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

PAIMETKA CTPAHWLE  CCBUIKV  PACCHUIKW  PELEH3VPOBAHME  BWJ  Foxit PDF
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6. B tom cayuae, ecnu Beaercs KpynHas pabota (KypCOBOM TMPOEKT,
JUIUIOM, aucceprauusi) U PII3 HacuMTBIBAET HECKOJIBKO NECSITKOB pa3/ieiioB U
NOApa3AeioB, TO py4Hoe (opmMHpoBaHHE OIJIABJIEHHSI CTAHOBUTCS BECbMa
3aTpyAHUTENBHBIM. i1 co3panus oryiaBiaeHuss B Word cieayer BO BKIaAKe

"Cepuikn'"' B MyCTYIO CTPAHUILY AOKYMEHTA BCTABUTH MYCTOE OTJIABJIEHHE.
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Ha skxpane nosiButTcst coo011eHne 00 OTCYTCTBUH JIEMEHTOB OTJIABJICHMS. DTO
€CTECTBEHHO, T. K. Y Bac ewie HeT TekcTa ¢ pas3jaeamu.

Koraa Bel HaGepeTe HY)KHBIN TEKCT, pa3METUTE TJ1aBbl B 3TOM TEKCTE, HY)KHO
OyAeT 3TH pa3zenibl BHECTH B OrJIaBiaeHMe. J{s 3TOro, yCTaHOBUTE KypPCOp B TEKCT
HAa3BaHUs pas3jieiia U HAKMUTE KHONKY "'/lo0aBHTB TeKCT''. B BhINajaomemM MEHIO
BbIOEpETE HYIKHBIM YPOBEHb BJIOXKEHHOCTH M OOHOBHTE LEIMKOM OIJIABJICHUE B

OTBECT HA COOTBCTCTBYIOIICC coO0IIIECHHUE.

Wldow-ols T
m nasxas Bcraska PasMeTka cTpaHuus Ceankmn Pacce
= 2% AoGasus Texcr ~ | AR U}y BCT3BMTS KOHLEEYI0 CHOCKY
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== = !

Ecnu Bbl Bce caenany npaBuiibHO, TO CTPAHUIA C OTJIABICHUEM OOHOBHUTCS 1

B HEH MOSBUTCS HAa3BaHME BHECEHHOrO0 Bamu pasaena ¢ COOTBETCTBYHOLLUM



HOMEPOM CTPaHULBL. AHUIOTHYHBIM 00pa3oM cleayeT MOCTYNarh CO BCEMH
pazaenamu PIT3. B utore, y Bac monyuuTcs aBTOMATHYECKH C(PpopMHUPOBAHHOE
OIJIaBJIEHHE, KOTOPOE XOPOIIO BLIPOBHEHO H OTGPOPMATHPOBAHO , KOTOPOE Oy IET
ABTOMATHYCCKH H3MCHATH HA3BAHHS Pa3neloB ¢Clid BBl UX CMEHUTE B XOI€
pemaktupoBanus Baweii paboTel U MOCTABUT COOTBETCTBYHLIHE CTPAHHUbI,
KOTOPOE MO3BOJISIET MTHOBEHHO 00pPaTHThCS K Hy:kHoii Bam rjiaBe u He nucTarb
10 HY>KHOM CTPaHHLBI POJTHKOM MEILLH.

H3Menute Hazpanue I'naeel 2. Ha3zpanue 2 Ha cioBo «CaMoneT», 0OHOBHTE
OTJIABJICHHE, YAAJIUTE Pa3PhIBbl CTPAHUII MEXTY [NTaBaMH, OOHOBHUTE OTJIaBJICHHE.

7. Ilocne rmaBel 3 co3paiite «CNHCOK TUTEPATYPBI», COACPIKAIOMIT TpH
KHUTH:

1. Heanop LU Knura 1. 10 ¢

2. Ilerpos ILII Knura 2. 20 ¢.

3. Cugopor C.C. Kuura 3. 30 c.

ABTOMAaTHYECKH COILUTHTECH HA MEPBYIO KHUTY B ['1aBe 1, HA BTOPYIO KHHUTY
B I'1aBe 2, Ha TPETHIO KHUTY B ['1ase 3.

Y1oObl C€ae/1aTh ABTOMATHYECKYI0 CCBLIKY HAa HCTOMHHK B Word,
BBINOJIHSEM CJIeAyoLIee:

1) mepeBoaUM Kypcop B JIOOOE MECTO TEKCTA B MEPBOM NYHKTE CIHCKA
JTUTEPATYPHI (HAIPUMEP, HA HA3BAHHE )

2) nepexoAuM Ha JieHTy «BcraBka», pamee BBHIOHpacM «3aKIagKa».
[MosiBHNIOCH OKHO A0OABJICHHUS 3aKIAAKH, B KOTOPOM HEOOXOAMMO BBECTH MM
3aKIaAKH U HAXaTh KHOMKY «JoGaButh». HammeHOBaHNE 3aKIaaKH MOXKET OBITH
moboe, HO He Oonee 40 CHMBOJIOB, HE cOAcpkallee IpoOENnoB W APYIUX
CIICLICUMBOJIOB (KPOME 3HaKa Mo J4epKuBaHus ). HaswiBaTh 3aKknaaky yrnoOHEE BCEro
no (aMUINH aBTOpa M Mape KIHYEBBIX CJIOB W3 HA3BaHUS CTAaThH, HaNpuMmep
"Hashim IT decision making”. Ecim BB yBEepeHBI, UYTO AAHHOIO aBTOpa y Bac

TOJIBKO OJJHA CTaThA, TO MOKHO OCTAaBHTE TOJIBKO (l)aMI/IJ'[I/IIO.
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MOo>KHO €O3AaTh 3aKIaJKU Cpa3dy HAa BCE MCTOYHWKHM, a 3aTeM MEpPEHTH K
MPOCTABJICHUIO CCHUIOK HA HUX B TEKCTE.

3) B Tekcre, B MeCTE, I/1e HY)KHO COCJIAThCsl HA BBILICYKA3AHHYIO CTATbIO,
BCTaBJISICM KBajIpaTHbIC CKOOKH 0Oe3 npobesna 1 CTaBUM Kypcop MEKIy HUMU.

4) Tenepp, 4TOOBI MOCTaBUTH ABTOMATUYECKYH) CCBIIKY, HEOOXOOMMO
c/ienaTh NEPEeKPECTHYIO CCHIIKY HA YCTAHOBJICHHYIO 3aKJIJIKY.

Jlis sToro nepexoauMm Ha JieHTy «BcraBka», Haxxumaem «llepekpectHas
ccohlikay. [TOSBUIOCH OKHO, B KOTOPOM B CMHMCKE « TWM CCHUIKM» HYKHO BbIOpaTh
«3aknagka», a B cnucke «BcTaBuTh CChIIKY Ha» — BbIOpaTh «Homep ab3auay.

BeiOupaem  uMs  CO3JaHHOW  3aKjiafgkd W HakumaeM  «BcraBuThy.
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BuyTpn kBagpaTHbIX CKOOOK mosiBuiach uuMdpa 1, 4TO COOTBETCTBYET
NOPSIZIKOBOMY HOMEPY 3TOM MyOaMKaLMK B CIIMCKE JTUTEPATYPHI.

J11s1 TOro, 4T00bI CCHIVIKH B TEKCTE ABTOMATHYECKH 00HOBH/IMCH, HY’KHO

BBITNIOJIHUTH 1BA ACHCTBHA:



1) Bbigenute BeChb TEKCT, B KOTOPOM CIEAYET MEPEHYMEPOBATH CCHUIKH.
ByabTe 0CTOPOKHBI ¢ BblAEJIEHHEM TeKkeTa BO BeeM aokymenre (CtrlH+A). Word
pPacUEHUBACT ABTOMATUYECKOE OIJIABJICHME KaK HAa0Op CCBUIOK, MO3TOMY €CIH
BBIJIEJINTH €M0 BMECTE € TEKCTOM, OTJIaBIIEHHE OOHOBHUTCS TOXKE.

2) Haxxatp F9 nm HOKMUTE MPaByO KHOMKY MbIIIH, BeIOepuTe «OOHOBHTH

noJie»
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CcbUlKM B TEKCTE OOHOBATCS M MPUOOPETYT 3HAYECHUE, COOTBETCTBYIOLLEE
HAXOXKACHUIO UCTOYHUKOB B CIIMCKE JIMTEPATYPBI.

Ecnu Bbl yaanunm MCTOYHUKHM M3 CIIMCKA, HE TOJIEHUTECH TTOCIE OOHOBIICHUS
IPOCMOTPETH BECb JOKYMEHT eme pa3. "lloasemieHHbie" CCbUIKM  Ha
HECYLIECTBYIOILMI MCTOYHUK CTaHYT 0003HaueHbl Kak "Quiubka, 3axiaoka ue
natioena". He 3a0yapTe y1aauTh X U3 OCHOBHOTO TEKCTA.

8. B cnucok swureparypsl A00aBbTE€ MO BTOPHIM HOMEPOM KHHIY
Kopenesckuit H A. Hosas kuura 500 ¢. Beiaenure BeCh TEKCT, KIMKHUTE ITPaBO
KHOTMIKOM MBIIIH, BEIOEPUTE B MEHIO MYHKT «OOHOBUTHL moniey, aanee «OOHOBUTH
[10JI€ LEJIIUKOMY. Y JAIATE B CIIUCKE JIUTEPATyPhl IEPBYIO KHUI'Y U CHOBA OOHOBHUTE
1oJe.

9. Pacnieyaraiite nmony4uBIIAIACSA OTYET.



IIpakTuaeckas padora Ne3

Cosnanue u popmataposanue Tadaun MS Word

Llens u 3agaun paboThl: HAYYHUTHCS CO3AABaTh U PEAAKTHPOBATH TAOIUIIEI B
MSWord

3HaTh: cOCOOBI CO3aHMs U PeIaKTHPOBAHKS TAOMHIL

YMETh: aBTOMAaTUYECKHA HYMEPOBATh TAOJUIBI U CCHITATHCA HA HUX B TEKCTE

BnageTs: HaBBIKAMH CO3JaHUA, peAaKTHpoBaHus Tabmuy B MS Word

Tabnuua mpeacTaBnsdeT CETKy, OOpa3OBaHHYIO CTONOLAMHM H CTPOKAMH.
ITepeceyeHns CTONOLOB M CTPOK 0Opa3yroT s4uekkm Tabmuubl. Kaxpas sueiika
HE3aBUCHMA OT JPYTUX BJIEMEHTOB TAONMIBI, JJII HEE BBl MOXETE YCTaHOBHTH
TpeOyeMBlii pasMep u GopMar.

S9eiKkn MOryT COOEPKATh TEKCT, YHcha, rpadpmudeckie n300paKeHU HITH
¢opmynsl. Ecnu BBOAMTCA B AUEHKY TEKCT, MPH JOCTHXXCHUH MPABOro Kpas OH
OyAeT aBTOMATHYECKH MEPEHOCHTHCA Ha CIEAYIOIYK) CTPOKY B COOTBETCTBUM ¢
MUPUHON Adekiky. IIpH HM3MCHEHHM IUMPHUHBI CTOJMOLA WIM SYCHKM TEKCT
ABTOMATHYECCKN OyJET MEPEHOCUTRECA Ha CIEAYIOMYIO CTPOKY (TPH YMEHBIICHUH
[IMPHHBI ) UK BO3BPAIIATECS HA MPEABIAYIIYIO CTPOKY (IMPH YBEIUYEHHH LI PUHBI )
TaK, YTOOBI MOJTHOCTBIO 3AMOJIHUTE AYECHKY HOBOTO pa3Mepa.

Co3aanne Tabmuu Tadmna MoKeT OBITh BCTABICHA B IIPON3BOJIBHOE MECTO
NOKyMeHTa. PasMep TaONMuIBl MOXKET MPEBBILATH Pa3MEP CTPAHHUILIBL, TO3TOMY €€
YacTh MOXKET PA3MELIATHCSA HA OJHOM KM HECKOJIBKAX TOCICAYIOMMUX CTPAHULIAX.
B Takom citydae MOYKHO ONIPEACATE 3ar0JIOBKH TS TaOJIMLBI TAKHM 00pa3oM, 4To,
ecu Tabiuua OyAeT pasMEIleHAa HAa HECKONBKHX CTPAaHHIAX, B BEPXHEH 4acTd
KaXI0H CTpaHUIB] 3arOJOBKH Oy YT OTOOPAKATHCA ABTOMATUYECKH.

Has co3nanus Ta0JHObLI MOJKHO BOCHOJIbB30BATHCH KOMAHAOH BKIAJKa

BcraBka — manenp Ta0auiel — kHonka Ta0muna.



B pemakrope Word HMeeTcd BO3MOMKHOCTD HAPHCOBATH CJIOKHYIO
Tadmuny oT pykH. [Ins 3TOro A0CTaTOYHO BHIOpaTh B MEHKO Talnmuia KoMaHay
HApUCOBATh Ta0IHILy.

[Ipexkoe 4eM MPHUCTYMUTE HEMOCPECACTBEHHO K CO3JAHHEO TAONHLBI, BBI
OOJDKHBI HUMETH XOTA OBl MPUONM3UTENBHOE TPEACTABICHHE O TOM, CKOJIBKO
CTONOIOB U CTPOK MOMIKHA UMeTh Tabmuia. Ha 3ToM 3Tane He 0043aTebHO TOYHO
YKa3BIBaTh napameTpsl Tadmuuel. [locne co3aanusd Bceraa MOKHO A00OABHTD W/HMIIH
YAQIUTH CTOJIOLEL U CTPOKHU IO CBOEMY YCMOTPEHHIO.

Ecnu B ¢Boeii paboTe BB NPEAMOYNTAETE NONB30BAThCA KJIAaBHATYPOH, A
MePEMEIICHUA B CICAYIOMYIO AYSHKY HCTIONb3yeTcs KiaBuina Tab. Ing nepexona k
npeapiayei sueiike Haxkmute Shift+Tab. Ecnu knapuina Tab Oyaer Hakara B TOT
MOMEHT, KOT/Ia KYpPCOp PacloioxkKeH B nocneanei sueiike Tabmiupl, Word BCTaBUT
HOBYI0 CTPOKY M IEPEMECTHUT KYPCOP B €€ MEPBYIO AUCHKY.

B tabnvue nmpeacTaBieHbl KIABWIOM AJIA NEepeMelcHud no tabnuue. i
TOT0 YTOOBI MOKUHYTH TAONHILY, BBl JOJDKHBEL ¢ MOMOINBI MBIIIH WM KIaBHUII-
CTPENOK MEPEMECTUTE KYPCOP 3a NPEACIIbI TAOIULIBL.

Tab IlepeMelnacTcs Kypcop BOPABO HA OJHY S4EHKy. BCTaBiader HOBYHO
CTPOKY, €CIIA KYPCOP PACTIOJIOKEH B IMOCIICAHEH AUCHKE

Shif+Tab I[epemeniaerca Kypcop BIEBO HA OJHY S9EHKY

Alt+Home u Alt+End Ilepemelnaer Kypcop B MEPBYIO WIH MOCICTHIOK
AYCHKY CTPOKH, COOTBETCTBEHHO

Alt+PgUp n Alt+PgDn [epememaer kypcop B NEPBYIO MM MOCAEAHION
CTPOKY CTOJIOIA, COOTBETCTBEHHO

Ha mpaktuke AOCTATOYHO YacTO BO3HHUKAET HEOOXOAMMOCTH W3MEHHTH
mapaMeTphl TaOIHIBL, B KOTOPOil coaepkarca nanubie. MS Word npenocrasnger B
HAllle PAcOPKCHUE MIMPOYailIMe BO3MOKHOCTH IO PEAAKTUPOBAHUEO TaOJIHUIL,
BKITIOYasA BCTABKY M YJAINCHHE AYECK, CTPOK H CTONOLOB, NEPEMEIICHHUE U
KOMMPOBAHUE AYEEK, U3MEHEHUE BBICOTHl U IIMPUHBL AYEEK M MHOTOE JPyroe.

Komanaa: Bknaakxa Paota ¢ Tabminamu — KoHcTpykTop / Maker.



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

-BriGepute Auelky, CTPOKH WM CTOJOLBI, KOTOPHIE Bbl NPEANONAracTe
MEPEMECTHTD HJIA CKOIMUPOBATE.

-IlepeMecTuTh yKa3aTenp MBILIH B IPeAEnax BEIOPAHHBIX AYEEK TaK, YTOOBI
OH MPUHST BUJ CTPEJIKH, HATIPABICHHOH CIIpaBa HAJIEBO.

-JlaNbHEAIINE BALK JEHCTBUA 3aBUCAT OT TOIO, XOTHTE JIH BBl IEPEMECTUTE
IJIM CKOTIMPOBATh BBIACICHHBIE AIeMeHTA. 14 TOro 4ro0el NEPeMECTUTD STIEMEHTHI
TaONUIBI, HAKMHTE JICBYK) KHOMKY MbIM. Ecnu Bam TpeOyercs CKONMUpPOBATH
3JMIEMEHTHI, HAKMUTE Kiapuiny Ctrl, mocne 4yero HakKMHUTE JIEBY1O KHOMKY MBIMHA. B
3aBUCUMOCTH OT INPOU3BEACHHBIX BaMHU ACHCTBHA B CTPOKE COCTOAHHSA TOABUTCA
COOTBETCTBYHOILIEE COOOIIEHNE.

-[IepeMecTUTE Kypcop B sUEHKY, pacHONOKEHHYIO JIEBEE M BHILIE TOrO
MECTa, B KOTOPOM JAOJDKHBI TIOABHTBECS MEPEMEIICHHBIE WA CKOIMMPOBAHHBIC
AYCHKH.

-OTNnyCcTUTH KHOTIKY MBIIIIH.

[Ipn paGore ¢ Tabmmueii aeficteue koMmaHza Beipesars, KomupoBare u
Beraputs u3 MeHIO IIpaBka MOHOCTHIO aHAIOTHYHO padoTe ¢ TEKCTOM. C MOMOLLBIO
3TUX KOMAHJ BBl MOXKET€ MEPEMECTUTh WU CKOMHUPOBATH SUEHKH B Tpeaenax
TaGJIMLBL WIW CKOMMUPOBATE TaOJMLy B APYroe Mecto. JJaHHOE CPEeaCTBO MO3BOJIACT
MepeMEIIATh H KOMUPOBATh OAHY HJIH HECKOJIBKO S9EEK WIIH LICTTHKOM BCIO TaOIuLy.

[lepemewgenue cpanuy s14eex 1 UCNOMLIOBAHUE SOPUBOHMAUTLHOU TUHETIKU
Hiisg Toro 4roObl M3MEHHTH MIMPUHY CTONOLA ¢ MOMOINBIO MBIIH, YCTAHOBHUTE
yKa3areiab MBIIIH HA MPaBYIO IpaHuly crondua. B pesynbrare ykasarenb IpUMET
BHJl B€PTHKANBHOH JBOWHOM JNHHHH CO CTpEJIKaMM, HANpaBICHHBIMH BIIPaBO H
BeBO. [Ipu 3TOM BHA yKa3aTess HE 3aBUCHT OT TOIO, 0TOOPaXKaOTCS UM CIIPATAHB
JTVHUK CeTKH. Ha)KMHUTE KHONKY MBIIOH M MEPEMECTHTE 3TOT MapKep crondua o
YCTAHOBKU TPEOYEMOH MIMPUHBL CTOIOIBL, MOCE YErQ OTIMYCTUTE KHOMKY MBIIIH.

Jleticmeue Pesynomam



[lepemewicHne rpanuuel 6€3 HAOKATHA KAKAX-NHOO AOTOJHHTENBHBIX
KnaBuml - IIupuHa Bcex CTONOLOB crpaBa OyaeT U3MEHEHA B COOTBETCTBHH C UX
[ePBOHAYANIBHOH IHPHHOK

[lepemelnenne rpaHuupl NpH Hakarol kiaBume Shift - H3Mensierca
[IMPUHA TOJNBKO JBYX CTOJIOLOB, PAaclOJIOKEHHBIX CIEBA W COpaBa  OT
nepeMeIacMON IPaHHITBI

[lepemeinenne rpanuuel npu Hakaroi knasume Ctrl - [Mupuna Beex
cTONONOB cripaBa OyaeT U3MEHEHA B COOTBETCTBHH C UX IIEPBOHAYANIBHON LUHPUHOM

[Tepememenne rpanuiel npu HakaTeix Shift+Ctrl - IlTnpuna Bcex cTonOuos
ClipaBa OCTAcTCA HEW3MEHHOI. M3MEHsAETCs WupHHa cTONONA, PacmoNIOKEHHOTO
CIIEBA OT MMEPEMELIACMOI TPAHULEL M COOTBETCTBECHHO [IMPHUHA CaMOi TabIuLBL

[Tlepememenne rpaHunbl NMpH Haxarodl knapume Alt - OroOpakaercs
pasMep UPUHBL U3MEHIAEMBIX CTOJIOIOB B CM.

-BriGepute cTONOLBI, MIMPUHY KOTOPEIX BH PEATIONATAeTE H3MEHUTh. Ecnu
BBl BRIOEPUTE CTOJIOLBI HE MOTHOCTHE) (HANpuUMeEp, oaHy Ui Oonee crpok) Word
U3MEHUT [IHPHHEI CTOJIOLOB TOABKO B YKA3aHHBIX CTPOKaX.

-BeiGepure Brnagka Maket — nanens PazMep sueiiku

-B oxne gnanora CpoiicTBa Tabmuipl nepeiante Ha Bkiaagky “Crondeu’” u
YCTAHOBUTE HY>KHBIE NApaMETPhl HIH HAKMHTE KHONIKY ABTonoa0op. H3meHenue
BBICOTBI CTPOK

-BeiGepure Brnagka Maket — nanens PazMep sueiiku

-B okHe auanora CeolicTRa TaObnuuel nepeiiaure Ha BkIaaky “Ctpoka” U
YCTaHOBHTE HYKHBIE IAPAMETPHI HITH HAKMHUTE KHOTIKY ABTOIOAOOP.

Onaxxok Paspeutums nepeHoc CMpoxu Ha credyrouyio cmpanuyy. Ecnu npu
YCTAHOBJICHHOM (Praskke (10 YMOTYAHHIO) COACPKIMOE SYCHKH HE MOMEIACTCS Ha
OAHOH cTpanune, MS Word pa3duBaeT cTpOKY H NMEPEHOCHT HE TIOMECTUBLIHECH
JAHHBIE HA CIEAYIOUIYIO CTPAHHULLY.

Hactpoiika nonoxenns crpok Bxiaaka Maker — nasens BelpaBHuBaHue

H3MeHenne opueHTanMu TekcTa Bxnaaka Maker - naHens

BripaBHuBanue — kHomka HanpasneHnue Texkcra.



[locne co3paHud TaONHMLBI MOYKHO H3MEHHTH €€ CTPYKTYPY, A0OaBiidd U
yaands ;MeHKU, CTPOKH U ¢TONIONBL. KoHKpeTHRIH By onuuil BeTaBuTe U Y 1anuth
13 MeHIO Ta0nuua onpefensaercd TeM, Kakue 3IEMEHTH TaOMUIbl (AYESHKH, CTPOKH
I ¢TONOLB) ObUIM BRIOPAHEI NIEPE] BEI30BOM KOMAH/EI.

Bknaagka Maket — manens CTPOKH U CTOJIOLBI

JIns o0BeIMHEHUS HECKONBKUX PACMONIOKEHHBIX PAAOM B OOHON CTPOKE
AYECK BBHIMOJIHUATE CIICAYIOIIHE JCHCTBHA:

-Beibepure a4eiiku, KOTOPBIC BB XOTUTE OOBEIUHUTE.

-Brnaaka Maket — naHenb O0be AMHUTD — KHONKA OOBeTUHUTD SUCHKH

Pa3bueHne s4yeek sABIgeTCS OOpaTHOM omnepauueii Mo OTHOIICHHIO K
o0peauHeHn0. C €e¢ TMOMOIIBI0 MOJKHO BOCCTAHOBHTH HCXOOHOC COCTOAHHE
O0OBEAUHEHHBIX siueek. [Ipy 3TOM pacmpeneneHie TEKCTa MEXay A4YeikaMu OyaeT
ONPEACNATECA HAMUYMEM CUMBOJIOB a03ana. [lepmeiii a0san OyaeT moMelneH B
MEPBYIO AYCHKY, BTOPOI ab3al — BO BTOPYIO AYECHKY H T.A.

-BeiOeprTe OHY HIIH HECKOJIBKO Y€€k, KOTOPEIE MPEANOIaracTe pa3oHTh.

-Bknanka Maket — nanens OObeMHUTE — KHOMKA Pa30nTh auciikn

-B nosie BBoAa Uucio cTOMOLOB OTOOPAKAETCA KOMHYECTBO CTOJIOLOB, HA
kotoppie MS Word mnpegnmaraet pa3OuTh Kaxkayl H3 sA4eek. B ciayuae
HEOOXOAMMOCTH U3MEHHUTE, YKA3aHHOE 3HAaYeHNE U HaxxMuTe OK

@opmatupoBanne Tabauu cnonezosarnue romanowr Cmuiu mabruy
Komanga Ctunu Tabnui mo3BOIAECT 3HAYUTEIIBHO COKPATHTE BpeMs, Tpedyemoe A
npuAaHus Balieil Tadnuubl OpoeCCHOHATBHOrO BHJAA, 34 CUET UCMONb30BAHHL
npeaonpeaencHHeiX cruneii oopmienus Tadmuupl. C UX MOMOIMIBIO MOJKHO OBICTPO
YCTAHOBUTH OOpaMIiCHHE W 3AQJIUBKY fAYEEK, Mapamerpbl WpH(pTa U LBETOBOE
oopMIICHHE, a TAKKE aBTOMATHYECKOE M3MEHCHHE Pa3MEpPOB d4YEEK B
COOTBETCTBUM ¢ UX COJEPKUMBIM,

-YCTaHOBUTE KYpPCOp B Mpeaciax Tadaumbl.

-BeiOepure komanny Bkiaaaka KoHcTpykrop — ma”ens Ctunu tabmuu. M3
CIHCKA MPEIOMPENEICHHBIX (JOPMATOB BEIOEpUTE (PopMaT, B HANOOIBILICH CTENCHH

OTBCYAIOLIHNHA BAIUM TPEOOBAHUSAM.



Jns  popmaTupoBaHus COACPIKUMOIO SUYEEK MOYKHO BOCHOJIB30BATHCS
npuemMaMu (popMaTUPOBaHUsE OOBIYHOTO TEKCTA.

[lo ymonuanui0 B KauyecTBe oOOpamiisitonieid JnuHMM B Tadiuuax
MCTIONB3YETCS  CIUIOIIHAs TOoHKas. I wm3MeHeHus oOpamieHus TaOIuiibl
BBITIOJTHUTE CIICAYIOLIME ACHCTBUS:

-Boibepure siueiiku, KOTOPbIE Bbl XOTUTE 3aKJIIOYUTH B PAMKH (MJTH LEJTUKOM
BCIO TAOMILY ).

-BKiIaika KoHerpykrop — nanens Ctunum tTabnui — kHonka [ paHuiibl

Ouenb (p(heKTHO CMOTPATCS TaOJULBI, YACTh SUYEEK KOTOPHIX BbIICICHA
Apyrum 1BeToMm. [l u3MeHeHus useta poHa B sUSHKKM TabIuIb:

-Beigenure sueitku Tabnuies.

-BeiGepure komanny Brinaaka Koncrpykrop — nasens Ctuim tabaui —
KHOIIKa 3aJIMBKa

[Ipu padote ¢ Tabnuuamm MOXKET NOTpedOBaTLCSA pa3OuTh TaONMIly HA JIBE
YacTH JUlsl TOrO, YTOOBI, HAIIPUMEP, BCTABUTH MEIKAY HUMM TEKCT UM PUCYHOK.

Jlnst pazOuenust TabMibl YCTAHOBUTH YKa3aTellb B CTPOKY, MEPE KOTOPOi
XOTUTE pazOuTh Tabnmuily. 3areM BbIOEpUTe KomaHay Bxnaaka Maker — maHenb
OObeauHuTh — KHOMKa PazouTe Tabmuny wim HaxxMute Ctrl+Shift+Enter. Tabnua
Oyzer pazduTa Ha JIBE 4acTH, MKy KOTOpbIMU Oy IeT BCTasiieH Mapkep ad3aua (),
oTopmMaTHpOBaHHBIH HOpMalbHBIM CTHIeM. Ecnu Bam motpedyercsi OTMEHHMTH
pa3bueHue, yaanure Mapkep adsana.

[Tpu pabore ¢ Tabnmuamm MOXKET BO3HMKHYTH CUTyallMs, Korja Ipu
no0aBneHud uHGOpPMaLMKM B SYEHKHM, OJHA M3 TpaHMI] TAONMIIBI, Yalle npaBas,

YXOOUT 3a I'paHullbl CTPAaHUIIbl U CTAHOBUTCA HEBUIMMON.

KA CTPAHWULIS CChIKN PACCHNKM PELIEH3UPORAKWE Ena MathType Foxit PDF MaTenatnia KOHC
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B nanHO# cuTyan HEOOXOAMMO MOCTaBUTh KYPCOp B TAO/IMIly W MEPEHTH

BO BKJIAAKy «MakeT» u HallTu TaM UKOHKY «CBOHCTBaY.
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B oTpbiBIIEMCS OKHE HE0OX0aMMO HalTh noJe «IlInpuna Tabnuue». MHoraa
oHa Oyjer oroOpakeHa B CAHTUMETpaX, TOrJa 3HAYCHUE HY)KHO YMEHBIIUTH, a

HHOTJa, KaK B 3TOM CJ1y4ac 1oJic 6YJICT 3aKPBITO.
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B sToM ciiyuae Ham HEOOX0IMMO TOCTaBUTh IAJIOUKY MEPE/] CJIOBOM LIMPUHA
¥ yKa3aTb HEOOXOAMMYIO BEIMUMHY MCXO0/1 U3 IMPHHBI cTpaHuubl. [1lnpuna nons
JUIsl TIeYaTh B CTpaHulle A4 mpu yCTAHOBIEHHBIX HAMM Tokasatensax 16,5 cw.
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Bce cronOuel TabmMiel Temeph HAM BHIHBIL, U MBI MOXKEM TPOJIODKAThH
padory.
Cnemyrolas 4acTo BCTpEYaroLIascs CUTyalus — Tabiuiia He MoMeCTHIach Ha

OJIHO# CTPaHMIIE M YacTh €€ Mepela Ha APYroi JINCT.
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B 3TOM ciyuae Ha BepHeii 4acThro TabJIMIIbI, KOTOPas MepeHecIach Ha IPyTY o
cTpanully HeoOxoauMo Hanucarh «lIpopomkenue tabmuusl 1» uam «OxkoHYaHUE
Tabnuupl 1» B 3aBUCHMMOCTH OT TOrO, 3aKOHUWJIACh Tabiuma uiavd oHa Oynaer
MPOJOIKATHCS €I Ha CIECAYFOLIY 0 CTPAHHUILY.

Ham Heo0X0IMMO MOCTaBUTH KYPCOP B MEPBYIO CTPOKY TaOJIMIBI, KOTOpas
MmepeHeciach Ha CJIEAYIOUINM JIMCT W BO BKJAJKE MaKeT BBIOpaTh HKOHKY

«Paznenuth Tabamiy».
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Opna Tabnuua JeIMTCS Ha JABE, HAA BBIACICHHOW CTPOKOM TaOIMIIbI

NOSIBJISIETCA MyCTasi CTPOKA, B KOTOPOH MOKHO HANMMCATh HEOOXOAMMBIN HaAM TEKCT.
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1. Hapucyiite Tabnuily, mnpuyeM Ha3BaHWE TaONMIBI  CHAEnaiTe

aBroMaTu4ecKuM. [TomecTuTe Kypcop B TaOIMILy M BBIMOJHUTE KOMAHAY: BKIaJKa

[wil

Berasums

neHtsl Cepliky P> naHens UHCTpyMeHTOB Haspanus P> kHoOMka ==, YCTaHOBUTE
MapaMeTpel: MOAMKCH — TadMULA, MOJ0XKEHHE — HaJ BbIICJICHHBIM OOBEKTOM.

ConpoBoauTe Tabnuily 3aroloBKOM: ABTOOYCHBIE MAPIIPYTHI.



Tabnuma 1

ABTOOYCHBIE MapUIPYTh

No Hazsanne mapmpyta (mynkr | Bpems Bpewms
MapuipyTa | OTHpaBlIeHHs — KOHeYHbII OTIpABlIEHNS | IPHOBITHS
IIYHKT)

2. Ilpeobpazyiite naHHyr TabIMIly B CJIEAYIOLLY O

TaGmuna 2
ABTOOYCHEIE MAPIIPYTHI
No Haspanne mapmpyTa Bpems [ena
MapmpyTa | (ITyHKT OTHPABIEHNS — | OTIpaBIeHus | npuobrrms omrera,
KOHEUHBIIT ITyHKT) pyo.

Hroro:

3. 3anonnute  TAOJMIly:  HOMEpAa  MapuUIpyTOB  aBTOMAaTHYECKUM
HYMEPOBAHHBIM CMHCKOM, HAa3BaHHME MapUIPyTOB, B cTosiOne «OTnpaBieHue» B
pyuHOM peskume Beeaure uudpst oT 1 10 3, Beraenure Teket B ctosndue «Ha3panue
MapLIpyTa», CAEIaiTe COPTUPOBKY 110 ajl(aBuTy.

4. PacnevaTtaiiTe mOJy4YUBIIMICS OTYET.



IlpakTuyeckas padora Ned

Co3nanne u odpadorka rpagpuuecknx oobexkroB MS Word

[lens u 3amaun paboTHI: HAYUYUTHCs padoTarh ¢ rpadukoit B MSWord

3HaTh: cnocoObl 100aBneHNus rpaduUeCKuX OOBEKTOB B IOKYMEHT

Ymers: co3naBath pucyHku B MS Word

BrnaneTs: HaBbIKaMM CO3/1aHUSI M PEAAKTUPOBAHUS rpaduyeckux 0ObEKTOB
B MS Word

Hogbiit MS Word BkitodaeT B ce0si BCTPOCHHBIN rpaMuecKuii penakrop,
MO3BOJISIFOLMI 00padaThiBaTh U300PAKEHUS.

1. OtkpoiiTe TekcToBBIN mpoueccop MS Word.

2. C nomompro koMaHsl: BeraBka— PHCYHKM NOMECTHTE B JOKYMEHT
PUCYHOK.

3. Tlocne BblAETCHMS PHUCYHKA TMOSBISETCS BKIaaKa JeHTH Pabdota ¢

pucyHnkamu. PaccMoTpum noapoOHee KOMaH1bl, PACIoIOKEHHBIE HA ATON BKIIAJIKE.

. o ”
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4. C nomouibto koman sl O0peska 00peKbTE PUCYHOK.

5. C nomoupio komaHiasl Koppekius HacTpoiiTe pe3KoCTb, SIPKOCTh U
KOHTPACTHOCTH N300PaKEHHUS.

6. C nomoipto KoMaH bl L[BET U3MEHUTE HACKIIEHHOCTH U OTTEHOK LIBETA.

7. C noMouibio KoMas sl XyA05KeCTBEHHbIE d(P(PEKThl 100aBbTE K PUCYHKY
1000i# U3 XyH0KECTBEHHBIX 2((PEKTOB, 4TOOBI OH OO0JbIIIE HAMOMUHAN ICKU3 WU
YKHUBOITHUCh.

8. Hapucyiite cieayromme pucyHKHd CaMOCTOSTENILHO.
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PucyHoxk 1 — Yrpouiennas cTpykTypHas cxema OBM

| KoqmpoBaume 1 | XpaHeHHe 1 . Tlepemaua n
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Pucynox 2 - CTpyKTypHas cxema KOMIIbITEpa



[lepen TeM KaK HAPUCOBATH KAPTUHKY, CICAYET OTKPHITH HA JICHTE 3aKIAAKy
«BcraBka». Ee mpocTo HaiiTH, Tak Kak 3aK/lajKka HAaXOAUTCA MNpaBee KHOMKHU
«[nasrag». Ilox 3akmaakod OTKphIBAaeTCA MEHK «HmmocTpaium», KOTOPBIM
MOJKHO TIOJIB30BAThCS MPH BCTABKE B AOKYMEHT KapTHHOK H3 daiinos, OndINoTeK,
caiita Microsoft u T. a. TeM He MeHee, YTOOBI pUCOBATh, HYJKHO OTKPBITh BKJIAAKY
«Durypse». Iloa Hell CkphIBACTCA LEBIA HA0OP UHCTPYMEHTOB /IS PHCYHKA, a B
KOHLE CIHUCKA HaxoguTca komanpa «Hoeoe monotHo». BHIIOMHHB KOMaHZy,
MOTYYacM B JOKYMEHTE MoJe i pabOoTeL, TAE PUCYEM CAMBIC PA3JIHYHBIC (PUTYPEL,
MpPEATaracéMele B KOHTEKCTHOM MEHIO. 3/1€Ch €CTh JIMHUM U IIA0IOHBI pa3IHYHOI
KOH(uTypauuu. PazMepsl monoTHa Aid H300paKeHHH BBl MOJKETE OTPErYIHPOBATE
0 CBOEMY YCMOTPEHHIO.

Bocnons3yHTeCh NOTOBBIMH MIA0JOHAMH, KOTOPHIE IOMOTYT CO3/1aTh CXEMY B
MS Word umm caenaTe reoMeTpUYECKH pUCYHOK. UToOBl OHHM OKa3anuch Ha
MOJOTHE, AOCTATOYHO KIMKHYTH 110 BEIOPAHHOMY AGIOHY JIEBOH KHOIMKOH MBILIH.
Bropoii pa3 Ieayok JieBOH KHOMKOH JenaeTcs Ha TMoJie  H300paKeHHA.
[MTony4upimeecs n300paXkKeHUE MOYKHO PEJAKTHPOBATh, TaK Kak MOCIE €ro BCTaBKH
MOABJIAKOTCA KOMaHABl «M3MEHUTH PUrypy», «3ammBka puryper», «KOoHTyp»
D Pextn puryp». OTKPLIB MEPBOE N3 NEPEUHCICHHBIX MEHIO, MOYKHO N3MEHHTH
KOH(DUTIypalvi0 PUCYHKa, MOJb3YiCh BTOPOH U TpeThell BKIaakaMH. MOXKHO 3a1aTh
uBeT GoHy H300paKeHUS U eT0 rpaHuuam. [loMuMo TOTo, MOYKHO OTPEIAKTHPOBATH
TOJILUMHY KOHTYPA, CACNATH €r0 MPEPBIBUCTHIM U T. I1. YETBEPTOE MEHIO NPEAIaract
yKpacuTh KapTUHKy 3¢p@dekramu. C €ro mnoOMOIBK PUCYEM TEHb, TNPHAAEM
FEOMETPHYECKON YacTH IUIOCKOCTH IONYNPO3PAYHOCTE W OAKE BHAUMOCTH
TPEXMEPHOCTH.

Beibepure B MeHIO KoMaHawl «IlommmuHug» B «PHCOBaHHAs KpHBas»,
KIMKaHTe 10 BHIOPAHHOH JIEBOI KHONKOM MBINIM H JA€TaiiTe NOBTOPHBIH KIHK HA
noyioTHE. He oTmyckad KHONKW, ACHaiTe HYKHBIA PHCYHOK. A €lIe OOHHUM
HAKaTHEM Ha MBI KapTHHKA puKcupyeTcs Ha noje. Ee, kak U madaoHbl, MOKHO
OTPEAaKTHPOBATh, 3aJIMBad PAa3TNYHBIMU 1IBETAMU, CO3AaBad 3PPeKTHl U T. M. A ¢

MOMOIIBK) «M3MEeHEHUA (PUTYPBI» BB MOANMPABUTE H30OPAKEHHUE MO IEPUMETPY.



9. CrpynnupyiTe pucyHOK, U3BMEHHUTE €ro0 pa3mep.

10. B mpouecce paboThl ¢ TaOIMLIAMU U PUCYHKAMH MOXKET CJIOJKHTHCS
cuTyauus, korga uzoOpaxkeHue wid tabnuua OyayT yaoOHee Ajsi 3anOojHEHUs U
KOM(DOpPTHEE Al MPOUTEHUS, €CITM 0OBEKT OYAET PacmnoioKeH Ha aTbOOMHOM, a He

Ha KHW)KHOW CTPaHMILY.

PASMETKA CTPAHWLIbI CChUTIKN PACCHISIKW PELIEH3MPOBAHIWE BMA MathType Foxit PDF Maremaruka
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Heo0xoauMo BbIIETUTE TaOaULy, PUCYHOK, 4AaCTh TEKCTA MM UX COYETaHUs,
KOTOpbIE HEOOXOANMO PACNONOKUTh HA TOPU30HTAIHON CTPAHMILY.

[TepeliTu Bo Bknaaky «Pa3meTka CTpaHHLbD) M NEPEHTH B KOHTEKCTHOE MEHIO
«[Tapamerpsl cTpanuupy noaodHoe meHwo «lllpudpr» u «Al3auy Ha rIaBHOI

BKJIaJKke (maboparopHas padora Nel).
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B OTKphIBIIEMCS MEHIO HEOOXOAMMO BbIOpAaTh aibOOMHYIO OPHMEHTALMIO

s

CTPAHULbI, HO IPUMEHHUTH €€ TOJILKO B BBIICIIEHHOMY (DParMeHTy TEKCTa.
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[Ipu Takoil OpMEeHTALMK CTPAHUIIbI TAOIMIA BBITISAMT 3HAUUTEIBHO JTyUlIe,

yaoOHee €€ pemakTHUpoBaTh, a TaKke YA0OHEE YWTaTh, 3alMMCaHHYK B HEE

UH(pOpPMALUIO.
[Ipu sTOM MBI ¢ Bamu ceifdac CTOJKHYJIMCH C €IIE OJHMUM CIyKEOHBIM

CHMBOJIOM, KOTOPBIii JI0 3TOTO €IlIe HE BCTPEYalIu:

1
! Paspuis pasaena (Co cnegyiowen CTpanius)

Kak u ocranpHbie Ciay)KeOHbIE CHMBOJIBI OH HE OyAeT BHUACH TMpH

pacneyaTbiBAaHMM JOKYMEHTBI, @ BUJIEH TOJBKO B PEKUME PEAAKTHMPOBAHMS TPU

BKITIOUEHHOM (pyHKIMKM «OTOOPa3UTh BCE 3HAKWY.

YT0 7K€ 3TO TAKOE U AJIs YETO OH HYIKEH.
Pe3ynbrar mosiBiieHHs paspbiBa CTPAHULIBI MOXKHO MPOCTO CPABHHUTH C TEM,

4qTO B OAHOM JOKYMCHTC MbI IPOCTO IMEPEHOCUM KaKOW-TO TEKCT Ha HOBYIO

CTpaHMILy, TIPH Pa3phIBE pa3/iesia CUTyalus HHas, €€ MOYKHO CPaBHHUTH C TEM, YTO B



OJHOM OKHE MpOTrpamMMbl OTOOPaKArTCS ABa aOCOJIOTHO PasHbIX AOKYMEHTA U
HACTPOMKU TEKCTA B ITUX JIOKYMEHTAX MOI'YT KOPEHHBIM 00Pa30M OTJIMYATLCS, KaK
B HAUIEM MPUMEPE, B OJHOM «IOKYMEHTE» CTPaHUIIbl BEPTUKAIbLHBIC, B JPYrom
rOPU30HTANIbHBIE. ITO OYE€HBb MOJIe3HAs 0COOEHHOCTh W Brl Oyaere mocTtaTouHo
4acTo €K TOoJb30BaThes. Hampumep, B KypcoBoi paboTe HEOOXO0OMMO He
HYMEPOBATh MEPBBIC TPU CTPAHULIBI, & HYMEPALUIO HaYaTh ¢ 4eTBEPTOit. /11t 3TOTO
HaM HY’KHO OyIeT BOCMOJIB30BaThCs MMEHHO pa3pbiBaMK pas3aenoB. [TocTaBuTh Ux
MOYKHO HW TOJBKO TOTJa, KOrJa HaMm HEoOXOAMMO 4acTh TEKCTa MEPEHECTH Ha
FOPU30HTAJIBHYIO CTPAHUILY.

Ecnn HaM HE0OXOAMMO HE CTaBHTh HOMEP Ha TPEX CTpaHHMIAX AOKYMEHTa,
3HAYUT HaM HY’KHO OYyJIET CO3JaTh JBa pa3pbiBa pa3/eioB, Asi STOr0 HEOOXO0AUMO
nepeiTi BO BKIAAKY «Pa3Merka cTpaHMibl» M BbIOpATh B BhINAJAIOUICH BKIAIKE

«PaspeiBbel» «PazpsiB paszaena» «Co cienyromeil cCTpaHiuubb).

TNABHAA BCTABKA ANZARH PAMETKA CTPARMLIB CChUIKI PACCHUIKN PELEH3MPOBAHME 84a MathT
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BCTapxa paspLise pa3zena M HAYaNC HOSOMO PAASAA € TOR

M3’ PASPBIBA” CTPAHHIBL MOKHO IIPOCTO
8- MBI TIPOCTO - MePEHOCHM - KaKoi-To-
2a37e778 CHTY AL HHAS, ‘@8 MOKHO CPaB

3 W RAUAND HOROMO PEMEAS S [ OTOOpPAKAIOTCH B3 A0COMIOTHO PasH
“TIOKYMEHTAX MOTYT-KOPEHHBIM-00pa3oN

1 Heuemaa crpanmua [HOM «JI0KYMEHTE» CTPAHHIN BEPTHRA

=3t BCropsa paspeins PsAens W HA%ANo HOSOMD PIACAI S HeHb- TTOTe3HAS - OCOOSHROCTH: H- Bhl- Oy

- e s 1 #.- Hanpmep,- B- KypcoBOfi- padore-

HYMEPOBATh TIEPEAIE TPH CTPAHMIIBL, 3 HVMEPAIHK HAYaTh C YeTs
HAM HYXBO Gy;m-Bucnonbwaarbcn-uueuno-paspumu pasaen

Hacxumaem oauH pa3, a NOTOM CHOBA OTKPBIBAEM OTOT K€ CIUCOK H
MOBTOPSIEM Haul BHIOOD.

Pe3ynbTar OyIeT cieay roumm:
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Tenepp HaM HEOOXOAMMO MPOCTO BCTABUTH CTPAHULBI B JOKYMEHT JTHOOBIM
ynoOHeiM  Bam  cmocoGom. Pesynsrar  OyAer NPUBBIYHBIM.  CTPAHMLIbI
npoHymepyrores 1, 2, 3, HenpuBbIYHBIM Oy IET TOJIBKO HA3BaHUE KOJIOHTHUTYJIOB, K
HUM OyJET MpUIMCaH HOMEP Pa3/iena, BCOMUHAEM, YTO pa3pbiB pasjena Kak Obl
CO3/1a€T HOBBI NOKYMEHT, Mbl UMEEM B OJHOM JOKYMEHTE TPU AOKYMEHTA
(co3aHHBIC IBYMS PaspblBaMu paszeiia) U y KaKIOro M3 3THUX JOKYMEHTOB €CThb
nepBas CTpaHuIa, A1 KOTOPO MOKHO HACTPOMTh 0COOBIH KOJOHTUTYJT [UTsl IEPBOI

CTpaHHULIbl — YOpaTh ¢ HEE HOMED.

Hioks il xoroHTHTYN -Pasaen 1. HveHnid kononTiTyn -Pasgen 2. Kak B npeasiayuen
3

| L

"

Bepxuni kononTTyn -Pasaen 3- Kax & npeasiayuiem

CraBuM Kypcop B HHKHUI KOJIOHTUTYJI pa3jiesia OQuH (€CIM HOMEP CTOUT B
HIDKHEM KOJIOHTHTYJIE), Aajiee BO BKJIaake «KOHCTPYKTOP» MOCTaBUTH TalOuKy
«Oco0blii KOMOHTUTYJ I MEepBOM cTpaHuiy. [Ipu sTomM HOmMEep M3 paszaena 1

HUCYC3acT.

BCTABKA LW3AIH PAIMETKA CTRAHWL R CChUIEN PACCHAKA PELIEH3MPOBAHIE BV MathType Fowt PDF Maressarina KOHCTRYKTOP

& ncnpece-Snon

MiocHui kamosiTyn nepoold crpanuus: -Pasaen 1- Hiokswil xomonTHTy -Pazaen 2- K s npeamayuem

CTaBUM Kypcop B HIDKHHMH KOJIOHTHTYJI BTOPOTO pasjielia, y Hac CHOBa
MOSIBJISICTCS. BO3MOKHOCTb [TOCTABUTH raiouky «OcoOblid KOJIOHTUTY [UIst EPBOM
CTpaHMIBl». B Hamem ciyuyae — 3TO mepBas CTpaHuIla HAIIEro0 BTOPOTO paszaena —
BTOpasi CTpaHMIa MOKYMEHThl. CTaBMM Talo4yKy — HOMEp CO BTOPOW CTpaHMIbI

HCUYC3acT.
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[TocTtymaeM aHaJIOTMYHO C HOMEPOM TpeTel cTpaHuipbl. [lomydaem Takoi
pe3yabTar (Ha TPETEl CTPaHULIE CTOUT Pa3pblB CTPAHULILL, YTOOBI OBICTPO CO3/4aTh

YETBEPTYIO M MOCMOTPETh, YTO HOMEP Tam OyJeT).

11. CneayoomuM  BaKHBIM — BOIPOCOM  SIBJISIETCS.  HEOOXOAMMOCTH
NPaBUJILHO pacriojiaraTb HOMEP Ha CTPAHMIIE C TOPU3OHTAILHONW OPUEHTALIMEH.

Eciyi MBI MPOCTO BCTaBMM HOMEpAa CTPAHWIl B JOKYMEHT, COIEp KallHii
anbOOMHYH0 OPHEHTALMIO CTPAHULL, TOTOM PACIeyaTacM U COIIBLEM 3TOT AJOKYMEHT
(KYPCOBYIO WM JUIJIOMHYIO pad0oTy ), TO MbI YBUIUM, YTO HOMEP PACIIOJI0KEH HU B

TOM YacTH aTbOOMHOIO JIUCTA.
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CTaBHUM KypCop PSAIOM € TEM HOMEPOM CTPaHMIIBI, PACTIONOKEHHE KOTOPOTO
HYy’)KHO M3MEHHTh W BO BKJIAaJKE KOHCTPYKTOpP HAaxXOAMM HWKOHKY «Kak B
MpeIbIAyINeM pa3eiey W HaKMMaeM Ha Hee. AHAJIOTMYHO MOCTYMaeM Co
CIIeIYIOIIEH CTPaHMIIEH MOCe HIDKHErO pa3phiBa pa3aena. Jlanee ctaBum Kypcop B
TOT KOJIOHTHTYJI, B KOTOPOM HY)KHO M3MEHHThH pacnojiokeHne HoMepa. B Hamem

CJIydac 5TO BTOpas CTpaHuLa.
- B i,._ :. . el L T -~ Y o B

Bt GG,y AN . © ¢ . Nom

B e ] e et et e a—

/ LT —— . ., . . -

R R o e L Y

P Vo b e

Tae b o breetye Puiges L I

29

S — eyt P

19

Jlanee nmepexoauM BO BKJIAAKY BCTABKA, BEIOMPAEM HOMEP CTPAHMIIbl TOYHO
TaK K€ KaK U MPH NPOCTOM J00aBICHUM CTPAaHULL B JOKYMEHT, HO BbiOMpaem «Ha

NOJISAX CTpaHULbD), JAJICC BLI6I/IpaCM HEOOXOAMMOE HaM IOJIOKEHUE HOMEpa.

_—
Loxyment! - Word (Choit akmmsaumn npogykra) PABOTA C KONOHTUTY.,,
ABKA LN3AAH PASMETKA CTPAHWLLEI CChUKA PACCBUIKN PELLEH3MPOBAHME BUA MathType Faxt PDF Matensatmia KOHCTPYKTOP
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_‘E Dopnat HOMEDDE CTPaMILL., m
5%  yaznuTe Homepa crpaniny [

Tpasnuas, cnesa I'panmua, cnpasa Kpynrutit, cresa

KpynHeii, cnpaea
Eciu Ha CTpaHULE OCTaCTCsA ABa HOMEpa, TO HeHy>KHI:II71 HCO6XOIII/IMO

YAAIATE.
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CraBuM Kypcop B HOBBI HOMED CTPAaHMIBI, KOTOPbI MOSBUIICS B JIEBOM

YaCTH CTPAHULBL, HO PACIOIOKEH BEPTUKAIBHO, @ HAM €ro He00X0MMO MOBEPHYTh

Ha 90 rpamycos.

Jlanee nepeBoaMM BO BKJIAAKy (opMmaT, TaM BEIOMpPaEM HarpaBlIeHUE TEKCTa

U JlaJiee HY>KHBIA HAM BapUaHT.
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12.Pacnevaraite noayynBIIMACS OTYET.



IIpakTuyeckas padora NeS
Co3nanue, aBT03an0/IHeHHE, PpeJaKTHPOBaHUe Ta0/ M1, BBO (p)OPMY.1 B

Tadaunax Microsoft Excel

Llenb u 3aaa4u paboTsl: [IpuoOpeTeHne NpaKTHYECKUX HABBIKOB B CO3/JaHUH,
aBTO3AIOJIHEHUH, peAaKTupoBaHuu Tabuil, BBoay (popmys B Tabnuuax Microsoft
Excel.

3HaTh: KaK Mpou3BoasATCs BeiuMcieHus B Microsoft Excel

YMeTh: co3aaBath, peaakTuposarb Tabnuusl B Microsoft Excel

Bnanets: HaBbIKaMu B CO3/1aHMs, ABTO3AMOIHEHNUS, PEIaKTUPOBAHU I TAONIHLL,

BBOAa opmyn B Tabmunax Microsoft Excel

OnHOll M3 KIIIOYEBBIX OCOOCHHOCTEH OJJIEKTPOHHBIX TalOMLl SIBIISETCS
BO3MOKHOCTh aBTOMATHMYECKOTO MEPECUYETA 3HAUEHUS JIFOOBIX HY)KHBIX SYEEK MPH
MU3MEHEHUH COJICPIKUMOr0 OAHOM U3 HUX. J{/1s BU3yanu3aluu 1oy YeHHbIX IaHHBIX,
HA OCHOBE I'PYIII SYEEK MOYKHO CO3/aBaTh Pa3/MUHbIC BU/bI AUAarpaMM, CBOAHbLIE
Tabnuiel U KapThl. [Ipy 3TOM 31EeKTPOHHBIE TA0NMIIBI, CO3aHHbIE B EXcel MOXKHO
BCTABJIATh B JPYTME JOKYMEHTHI, & TAKXKE COXPaHATh B OTACIbHOM (haiine s
ITOCJIEY FOLLIETO UX UCIIOIb30BAHMS WU PEAAKTUPOBAHUS.

Ecnm BbI yoke 3HaKOMBI ¢ peaakTopom Word, To pazoOparbest B uHTepdeiice
Excel He coctaBuT Tpyaa. Beap B €ro oCHOBE JIEKUT Ta ke JIeHTa, HO TOJBKO ¢
Apyrum HabopOM BKJIAJI0K, Py U Komau1. [1pu 5ToM 4To0BI paciuupuTh padouyro
001acTh, HEKOTOPBLIE TPYNIbI BKIAJOK BBIBOAATCS HA AMCIUICH TOJBKO B Clyyae
HEOOXOIMMOCTH. Tak k€ JIEHTY MOYKHO CBEPHYTh BOBCE, ILEIKHYB MO AKTUBHOM
BKJIAQJIKE /1BA Pa3a JICBOW KHOMKOM MBILIM WU HaKaB couetanue knasuu Ctrl+F1.

BOBBpaHIGHHe €€ Ha 5KpaH OCYLICCTBJISICTCA TAKUM KC CIocoOoM.

m 1JIABHAH BLIABKA PASMEIKA CIPAHNLB CUFMYJIb HAHHbBIE PELUEHIMPOBAHWE B4 Fowit FUF
g, ibri W z=77) &°B - -
= Calibri M <A a =B &~ = 06wt = r 7 L [y EeBeramim > ,;v ﬂ
B - = z -~ A EYaam - [J)-
Beraaume X K 9 - DA EEEEE B P-pm BY Yenoaroe Oopmarupasare Crwam Coprvposka  Haima st
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popMaTHRORaHNE = KaK TABNULY = Auesk~ 2 COPMAT~ =7 wdunetp = BbEMTL

Bydep obmena 1 Wpudr v BripasHHsarne g Yueno % ™n Aueiin PEASKTHROBAHNE

Crout oTMeTuTh, 4T0 B Excel mis 0 HOM U TOW K€ KOMaHJIbl MOXKET ObITh

MPEeIyCMOTPEHO Cpa3y HECKOIBKO CMOCOOOB €€ BBI30BA: uepe3 JICHTY, W3



KOHTEKCTHOTO MEHKO MM C TMOMOLIBIO COYETaHWs TOPAYMX KIIABUIL. 3HAHHE M
MCIIOJIb30BAHUE MOCIIEIHUX MOYKET CUJIBHO YCKOPUTH padoTy B MporpamMme.

KOHTEKCTHOE MEHIO SIBISIETCS KOHTEKCTHO-3aBUCHMBIM, TO €CTh €ro
COACP/KAHUE 3aBUCUT OT TOTO, YTO MOJIB30BATENb JENACT B JAaHHBI MOMEHT.
KOHTEKCTHOE MEHIO BBI3BIBACTCS HAKATHEM IPABOW KHOMKM MBIIIM IMOYTH HA
mobom 00bekTe B MS Excel. 310 n03B0JISIET 5KOHOMUTB BPEMSL, IOTOMY YTO B HEM
0TOOpaKarOTCs HAaMOO0JIEE YaCTO UCTIOJB3YEMbIE KOMaHIbl K BBIOPAHHOMY OOBEKTY.

BBOA M pelakTUPOBAHKUE AAHHBIX

Cozpasaembie B Excel (aiinbl Ha3piBaloTCs padOYMMM KHUIaMu U UMEIOT
pacimpenue «xlsy wnm «xlsx». B cBow ouepeap padodas KHMTa COCTOMT W3
HECKONBKMX padounx mnucToB. Kakapli padoumii JAMCT — 3TO  OTAENIbHAs
SJICKTPOHHAs Ta0/MIa, KOTOpbIE B cCilyd4ae HEOOXOAMMOCTH MOIYT OBITH
B3aUMOCBS3aHbl. AKTUBHOW padoyel KHUrO#l sBISETCS Ta, C KOTOPO B JAaHHBIN
MOMEHT Bbl pa00TaETe, HAMPUMED, B KOTOPYHO BBOIWTE JaHHBIC.

[Tociie 3amycka NPUIOKEHUS ABTOMATHHYECKH CO3[AETCsl HOBAsk KHUIA C
umeHeM «Knuraly. Ilo ymomuanuio paboyas KHUra COCTOMT M3 TpeX paboumMx

JIMCTOB ¢ UMeHaMu oT «JIuct1» 10 «JIuct3».

SAAN TNABHAR BCTABKA PASMETKA @OPMYNB AAHHBIE PEUEH3WP  BWA  Foxit PDF
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Pabouee mose nucra Excel moaeneHo Ha MHOXKECTBO MPSAMOYTOIBHBIX SUEEK.
OOBeAMHEHHBIE 110 TOPU3OHTAIM SIYEHKH COCTABJISIFOT CTPOKHU, a MO BEPTUKAIIA —
cTosOnbBl. {71 BO3MOYKHOCTH MCCIEA0BAHUS OOJIBIIOTO 00heMa JAHHBIX KayKabIi
paGoumii muct mporpaMmbl uMeeT 1 048 576 CTpOK MPOHYMEPOBAHHBIX YMCIAMM 1

16 384 ctonbuoB 0003HAYEHHBIX OyKBAMU JIATHHCKOTO ajipaBuTa.



Takum oOpaszoMm, Kakgad suelika — 3T0 MECTO IIEPECEYCHHs Pa3IMYHBIX
CTONOIOB U CTPOK Ha JIUCTE, (POPMUPYIONIMX €€ COOCTBEHHBIN YHUKANIBHBIN aapec,
COCTOAIMI U3 OYKBHL CTOIONA U HOMEpA CTPOKH, KOTOPHIM OHA MPHHAJIEKUT.
Hanpumep, umsa nepBoi syeiiku — Al, Tak KaK OHA HAXOOHUTCA HA MEPECCUYCHUHU
cTONIOIA «A» U CTPOKH « 1».

Ecnu B npunoxxkeHuu BkimodeHa CTpoka (popmyJi, KOTopas pacnoioKeHa
cpasy e moa JIeHToi, To ciieBa ot Hee HaxoauTcs [lose nmenn, rae otodpaxkaercs
UM TeKyIeh sueiku. Cro4a e Bbl BCEr1a CMOJKETE BBECTH HMA NCKOMOI TYCHKH,
Ui ObICTPOrO mepexona k Heil. Oco0eHHO 3Ta BO3MOYKHOCTE MOJIE3HA B OOJBIINX
OOKYMEHTaX, COAEP)KALINX THICAYN CTPOK W CTOJIOLOB.

Tak ke anmd NpocMOTpa pasHBIX OOMacTed aucTa, BHH3Y M CIpaBa
pacnonararOTcs MOAOCH NPOKPYTKH. [ToMUMO 3TOrO, mepeMeniaThesa mo padoueii
obnacti Excel MOKHO ¢ MOMOILIBE) KJTABUII CO CTPETKAMH.

YroObl HayaTh BBOAMTH AAHHBIE B HY)KHYIO AYECHKY, €€ HE00X0auMo
BBIICINTD. [ MEepexoaa B HYXKHYKO A4€ilky I[IENKHUTE HAa HEH JIEBOH KHONKOMI
MBIIIH, TIOCJE 4YEero oHa OyJAeT OKpy>KeHa YepHOH paMKoif, TaKk HA3BIBAEMBIM
HHIMKATOPOM AaKTHBHOW AdYCHKH. Temepe MPOCTO HAYMHAWTE MNEeYararb Ha
KIaBUAType, U BCA BBoAMMAas uHpopmanus Oyaer OKa3pIBaTbCA B BBIOPAHHOI
AYCHKe.

[Ipyn BBOAC JAHHEBIX B AYCHKY MOKHO TaK YK€ UCITOJIB30BATH H CTPOKY (hOpMyJI.
JIJ1s1 3TOrO BBEIACIHUTE HY)KHYKO KIIETKY, 4 3aTEM IICIIKHUTE MBILIBIO HA TIOJIE CTPOKU
dbopMyn M HauyHUTe mevyarath. [Ipy >TOM BBOAMMad uHpopManus Oyaer
ABTOMATHYECKN OTOOpaKaThbes B BEIOPAHHOM AYCHKE.

[Tocne okoHYaHHS BBOAA JAHHBIX HAXKMUTE:

. Knasumy «Enter» - ciaeayromeil akTHBHOR sA4eiikoil CTaHET KIeTka
CHU3Y.

. Knapuiny «Tab» - crneayromeil akTHBHOH AYCHKOW CTAHET KIETKa
CIIpaBa.

. [TIenKHUTE MBILIBIO 1O JIEOOOM APYTOif AYEHKe, M OHA CTAHET AKTHBHOI.



YT10oObI M3MEHUTH WK YAAIUTH COAEPKUMOE JIHOOOM SUCHKM, LIEIKHUTE Ha
HEW J1Ba pa3a JIeBOM KHONKOM MbIu. [lepemernaiite Muraromuii Kypcop B HY>KHOE
MECTO [yl BHECEHHMs HEOOXOAMMBIX mMpaBoK. Kak ©M BO MHOrMX Apyrux
NPUIOKEHUSAX, Ul YAAIECHUS U BHECEHUS MCMPABICHUIA MCMOJIB3YIOTCS KJIABUILN
cTpenok, «Del» n «Backspace». [Ipu jxenanuu, Bce HEOOXOAMMBIEC TTPABKHA MOYKHO
MPOU3BOANTH U B CTPOKE (popMyI.

O0BeM AaHHBIX, KOTOPHBIH Bbl OyA€TE BBOAUTDH B SYCHKY, HE OrpaHUYMBACTCS
€€ BUAMMOM 4acThi0. TO €CTh KIETKM pabovero nosis mporpaMmmbl MOTYT COAEPIKATh
Kak oJHy UuQpy, TaK U HECKOJIbKO a03aueB Tekcra. Kaxas sueiika Excel cocoOna
BMECTUTh 10 32 767 4YMCIOBBIX MM TEKCTOBBIX CHMBOJIOB. DOpMaTHpOBAHWE
JTAHHBIX STYEEK

[Tocne BBO1a HA3BaHU CTPOK U CTOJIOLIOB MOJIy4aeM TaOJIUIly TaKOro BUIA:

AN FNABHAR BCTABKA PASMETKA CTPAHULLbI OOPMYIbI JAHHbBIE Pl
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Ogexnan obyseb
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Kak BUAHO U3 HaWEro npumepa, HECKOJIbKO Ha3BaHWI cTaredl pacxol0B
«BBILLIM) 32 PAMKH TPAHUL] SYEHKH M €CIIA COCEIHAS KIIEeTKA (KJIETKM ) TOKE Oy IeT
COJAEp)KaTh  Kakykw-TO HMH(OpMALMIO, TO BBEACHHBIH TEKCT YACTHYHO
NEPEKPBIBACTCA €I U CTAaHOBUTCS HEBUAMM. Jla 1 cama Tabiinua BN IUT J0BOJIBHO
HEKpacuBO# U Henpe3eHTabenbHOU. [Ipn 3TOM €cim HameuyaTaTh TaKOM JTOKYMEHT,
TO CJIO’KMBILIASACS CUTYyalMsi COXPAHUTCS — Pa3o0parh B TaKOW TAONMIIE UTO K YEMY
OyAeT NOBOJBHO CIIOMKHO.

Yro0Obl caenarb TaOMWYHBINA JOKYMEHT 0OJIe€ aKKypaTHBIM U KPAaCUBBIM,

4aCcTO MPUXOJUTCS M3MEHSATHh Pa3Mepbl CTPOK M CTOJIOLOB, MWPUPT COACPKUMOTO



A4eiikn, €¢ (POH, OCYLIECTBIATh BbIPABHMBAHUE TEKCTA, A00ABIATH TPAHMULIBI U
npouee.

Jlis Hauvana aaBaiite mpuBeaeM B MOPSAAOK JeBblid crondeu. Ilepesenure
KypPCOp MBILIM HA TPAaHUILy CTOIOLOB «A» U «B» B CTPOKY, Iie OTOOPAKAKOTCS UX
HazBaHudA. [Ipy M3MEHEHMM Kypcopa MbIIIM Ha XapakTEPHbIA CUMBOJ C ABYMS
Pa3HOHAINPABJICHHBIMU CTPEJIKAMH, HAKMUTE W YIACPKUBas JIEBYIO KIIABUILLY,
TALUATE TMOABUBILCIKOCA MYHKTUPHYIO JIMHUK) B HY)KHOM HalpaBJICHUH JUIs
pacmmMperus cToada 10 TeX Mop, NOKa BCe HA3BaHUs HE YMECTATCS B paMKax OAHOMN
AYCHKH.

Te xe camble NEWCTBUS MOYKHO MPOAENATh U CO CTPOKOH. ITO SBISAETCA
OJTHUM M3 CaMbIX JIETKMX COCOOOB U3MEHEHHUS pa3Mepa BbICOTHI M LIMPUHBI SUECEK.

Eciin He00X0auMO 3a/1aTh TOYHBIE Pa3MEPbI CTPOK U CTOJIOLOB, TO 1Sl 3TOT0
Ha Bkiaanake I[aBmas B rpynne $Huelikm BbiOepute nyHkr Popmar. B
OTKPBIBLIEMCS MEHIO C MOMOIIBK KOMaHa Beicora crpoku u lllupuna crondna
MO>KHO 3a1aTh 3TH MapaMeTPhl BPYYHYIO.

O4eHb 4acTo HEOOXOAUMO U3MEHUTH NAPAMETPhl CTPA3y HECKOJIBbKUX SUYEEK
W J@KE LEI0ro cTondua UM CTpoku. Jis Toro 4to Obl BHIAEIUTH LEbIH CTOIOEI]

WX CTPOKY, IIEJKHUTE HA €r0 HAa3BaHWW CBEPXY WMJIM HAa €€ HOMEpE CleBa

COOTBCTCTBCHHO.
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JUis BBIOENCHMS TPYNIbl COCEAHMX SAYEEK, OOBOAMTE HMX KypPCOPOM,

YVACPKUBAWTE JIEBYK) KHOMKY MbllM. Ecam ke  HEOOX0AMMO  BBIJIEIWTH



Pa3pO3HEHHBIE MO TAOIMLIBI, TO HOKMUTE U yAep kuBaiiTe knasuiy «Ctrl», mocne
4ero UIEJIKAWTE MBILIBIO [0 HEOOXOAUMBIM STUEHKAM.

Jlnst TOro, 4ToObI TEKCT B siYeiKe 0TOOPAXKATHCS HE TOJIBKO B OJHY CTPOUKY,
a C MEPEHOCOM Ha CIEAYIOIIYI0 CTPOKY, €CIM TEKCT HE BMECTHMJICS B SIUEHKY MO

IUPUHE, HEOOXOIMMO BBIIACIUTD STYEHKY M HAKATh HA KHONIKY «[IepeHecTn TEKCTY.

ABMHAR BCTABKA PAIMETEA CTPAHMUM oOPily AAHHBE PELLEHINPORAHIAE d Fomit POF
- x o o
Calibn N« A a = ¥ - Obupi . P’ A
a S -

Boraneny X K Y - - DA @ & . 0. gm0 %8O Y crosmoe Dopmarmposary

. a DOPMITHPORMIME * KAk TAOAWY * W

. Nepemedin renct
. fr  Npoaywrs: nuranwn
AnBaps  despans mapr anpens  Mah < ¢ ’ "

2 Inpo,xy-vu nnlau!ﬂ

Npoera

4 Pasunevennn
Wsrepuer

6 Opewas w obyss © Nooosnmie smmse csepcunn

PesynbTar OyaeT Takum:

[NABHAR = BCTABKA  PA3METKACTPAHMLIEL  GOPMYABL  JAHF

<L p I | v
B ;x*’ | Calibri (11 | A A =—_|®- E |obumw
Berasute —; XK U~ i+ & A~ === E v | B2

Bydep obmera f Wpuodr [ BoipasHusaHmne (-
A2 2 f\' Mpoay«Tbl NUTaHMA

A B C D E F G
AHBapb  ¢espans mapt anpens  mai WIOHb

-

MpoAayKTbi
NUTaHUA
Mpoess

~n

|PasaneqeHun
|MHTEpHET
|Oaexaa v o6ysb

POy U b W

OO0BenuTe TYEHKH C HA3BAHUEM MECSLEB B LIanKe TaOAULbl U IEITKHUTE HA
KHOIKE BBIPOBHSITH 110 LEHTPY.

B rpynne lpudTt Ha Bkiaake I'maBHasi MOJKHO M3MEHUTh TUI IIpudTa, €ro
pasmep, LBET U HAYEPTAHUE: JKUPHBIH, Ky PCUBHBIMH, IOAYEPKHYTHIHA U Tak jaiee. Tak
JKE 3J1€Ch Pa3MELLEHbI KHOIKU U3MEHEHHS! TPAaHULl SYCHKU U LIBETA €€ 3aIuBKH. Bee
5TU (PYHKIMM DPUTOAATCS HaM sl JAIBHEHIIEr0 W3MEHEHMs BHEIIHErO BHUA
TaOJIULLBI.

MeHsTh UBETA AYEEK MOKHO C/Ie/1aTh C TOMOLIBI KHOIKU HBCT 3a/IHBKH.
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Bo3M0kHO n3MeHHUTH LBET MmipudTa ¢ nomoibto kHonku I{BeT Tekcra.

YroObl suelKM HE CIMBAIWCh, JaBaiTe ONPEACTMM WM TPaHMUIIbL.
OnpeneneHue rpaHUL] MPOUCXOAUT TOJIBKO ISl BBIACICHHOM 001aCT TOKYMEHTA,
1 MOKET OBITh CAETIAHO KaK JUIS OJHOM S4YEeHKH, TaK U Ui Beeil Tabnuipl. B Hamem
Cyyae BBIACIUTE BCH TAONMIly, MOCIE YEro LIEIKHUTE HA CTPEIIOYKY PSIIOM C

KHONKO#H /Ipyrue rpanuusl Bce B T0i xe rpymne Hpugr.
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B OTKpBIBIIEMCS MEHK) BBIBOAMTCS CIMUMCOK OBICTPHIX KOMaHM, C MOMOILBIO
KOTOPBIX MOKHO BbIOpaTh OTOOPAKEHUE HYKHBIX T'PAHML] BbIACICHHON 00J1acTH:
HWKHEH, BEpPXHEH, JIEBOM, NpaBoil, BHELIHUX, BCeX M Mpouee. Tak ke 37ech
CoAEpKATC KOMAH/BI /I PUCOBAHMSA TPAHULl BPYYHYH. B camMOM HH3y CHUCKa
HaxoauTcss MyHKT Jlpyrme rpaHuubl MO3BOJSIOMIMKA Oonee AeTambHO 3a1aTh

HEOOXOIMMbIE MapaMeTPbl IPAHULL TYEEK, KOTOPBIM MBI U BOCIIOJIB3YEMCSL.

| Yucno BuipasHusanune [ Wpnor :l'éa@!ga LBalmsxa I Sawmra
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Her BHEWHNE  BHYTDEHHWE

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

Bot Takoi MBI oty 4miu pesyJibTar
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dopMar JaHHBIX SYEHKH
Tenepb, 4roObl 3aBeplMTh Hauly TaOaUIy, HEOOXOAUMO HAIECIKALLUM
oOpa3zom 0(OpPMHTH TE€ JAHHBIE, KOTOPHIE MBI TyJa BBOAMM. HamomHum, 4TO B

HameM Cjiydac 3TO ACHEKHBIC paCXO/bl.



B Kaxayro M3 S4YEEK 3NEKTPOHHOM TAONMIIbI MOKHO BBOJMTBL PA3HBIC THUIbI
JAHHBIX: TEKCT, Yuciia U Jaxke rpapuueckue usodpaxenus. MIMeHHO mosToMy B
Excel cyniectByer Takoe noHATHE, KaK «(OpPMAT AAHHBIX STYSHKWY, CITyKALLU 1U1st
KOPPEKTHOM 00pabOTKK BBOAMMOM BaMu MH(OpMaIiK.

M3navanbHo, Bce suelikn wuMeroT OOmmii  gopmar, mNO3BOJSHOLIMI
COAEPKaTh UM KaK TEKCTOBbIE, TaK U LU (poBbie naHHbie. HO BbI BIipaBe M3MEHHUTH
9TO W BbIOpATh. YMCIOBOM, ACHEKHBIN, (PUHAHCOBBIN, MPOLECHTHBIN, APOOHBIN,
SKCMOHEHUMANBHBIA U (opmaTel. [ToMMMO 3TOTO, CYILECTBYIOT (OpMAThl JATHI,
BPEMEHH MOYTOBBIX UHIEKCOB, HOMEPOB TEIE(POHOB U TAOEIBHBIX HOMEPOB.

Jlns sueek Hamie Tabnuibl, COACPKAUIMX HA3BAHMS €€ CTPOK U CTOJOIOB
BIOJIHE MO0 AET 001t popmar (KOTOPbIH 3aAa€TCs MO YMOJYAHHIO ), TAK KaK OHU
COAEPKAT TEKCTOBBIC IaHHBIC. A BOT JUIsl SYEEK, B KOTOPbIE BBOJASTCS OFO/IKETHBIE
pacxo/b! OosbLIe TOAOWAET ACHEKHBIH (popmar.

Briaenute B Ta0nuie s4YCHKM, coaeprKaime HHHOPMALIMIO MO EXKEMECTIHBIM
pacxonam. Ha sienre Bo Bkiazke I'itapHast B rpynne Uue10 LEIKHUTE 10 CTPEIKE
psiiom ¢ nojem YmesaoBoii @opmar, nocie 4ero OTKPOETCS MEHIO CO CIUCKOM
OCHOBHBIX JAOCTYNHBIX (popmaToB. MOKHO BBIOpaTh NYHKT JleHeKHbIH MpPsAMO
3/1€Ch, HO MBI [UTs 00J1€€ TOJHOTO 03HAKOMJICHHUS BBIOEPEM CaMyH0 HMYKHIOK CTPOKY

Jpyrue unciaoBbie popmarsl.
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B OTKpbIBLIEMCSl OKHE B JIEBOM KOJMOHKE OyayT 0TOOpa’keHbl Ha3BaHUE BCEX
4UCJIOBBIX (POPMATOB, BKJIIOYAs JONOJHUTEIbHBIE, A B LIEHTPE, Pa3IH4uHbIC
HACTPOWKH UX OTOOPaKEHMUS.

BriOpaB aeHexHbI (hopmaT, CBEpXYy OKHA MOXKHO YBUIETh, TO, KaKk OyaeT
BBITVISAJIETh 3HAYCHHUE B sueiikax Tabmuibl. YyTh HHKE MOHO YCTAaHOBHTH YHMCIIO
O0TOOpPa)KEHUS JECATUYHBIX 3HAKOB. UTOOBI KONEHKM HE 3arpOMO’KIAIA HaM TOJIs
TaONMIbI, BHICTABUM 3/€Ch 3HAUEHWE pPaBHBIM HyH0. Jlajgee MOXHO BbIOpaTh
BAJIIOTY U OTOOPaKEHUE OTPULIATENBHBIX YHCE.

JlaBaiite 3anojHUM TaOJIUILy MPOU3BOILHBIME TaHHBIMU

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

KcraTtu, Bce MaHUMYJISLMKA, KOTOPBIE MbI TPOAEIIBIBAIM ¢ TaOIMIIEH BBILIE, TO
ecTb (OpMATUPOBAHME SYEEK M MX JAHHBIX MOXHO BBIMIOJHUTH C TMOMOILBIO
KOHTEKCTHOI'O MEHIO, IIEJIKHYB ITPaBOi KHOMKOI MBIIIN HA BbIJICJICHHON 00JIacTH U
BbIOpaB MyHKT dopmar siueexk. B 0/IHOMMEHHOM OTKPBIBIIEMCS OKHE Ui BCEX
PAacCMOTPEHHBIX HAMHU ONepalyii CYIIeCTBYIOT BKIaAku: Uuncao, BolpaBHuBaHue,
pudr, 'panuna u 3aauBka.

Teneps mMo OkOHYaAHMM PabOTHI B MPOrpPaMME Bbl MOMKETE COXPAHUTb WIIH
pacrniedaTaTth MOJYUYEHHBIH pe3yabTar. Bce 3T KOMaHIbl HAXOAATCS BO BKJIAJIKE
Daii.

Beinonnenue 0a30BbIX apu(METUHECKUX ONEpaLuii

[ToMmuMoO co3manus OObIYHBIX TaOnuI, Excel MOXXHO uWCMonb30BaTh JIs
BBIMOJIHEHHS] B HUX apU(PMETHUECKUX ONEPaLUii, TAKMX KAK: CJI0KEHUE, BBIYUTAHKE,
YMHOYKEHHUE U JCJICHUE.

J11sl BBIOJTHEHUS PACUETOB B JIF000# siueiike Tabauipl HEOOX0AMMO CO3aaTh

BHYTPU Hee mpocreiiuryongopmyty, KoTopas BeCerja A0/DKHA HAYMHATHCS CO



3HaKa paBeHCTBA (<). g yKazaHus MaTeMaTHUECKUX Onepalyii BHYTpH GOpMyIbl

MCIOJIb3YIOTCS. OOBIYHbIE apU(PMETUUYECKUE ONIEPATOPHIL:

OGo3Ha4yeHue Onepatop BripaxeHune PesynrsTar
+ CAOMEeHue =7+2 9
- BblUMTaHME =6-4 2
¥ YMHOMEHU E =B*3 24
7 4 JeneHue =15/5 3
A BO3BEOEHME B CTEMNEHD =3M 81
% NPOUEeHT =90% 0,9

Hanpumep, naBaiite npeacTaBuM, 4TO HaM HEOOXOAMMO CIIOKUTH JBA YMCIA

— «12» n «7». YcraHoBUTE KypcOp MbILUM B JIHOOYI0 siYeiKy W Harevaraite

cieayrouiee BblpakeHHE: «=3+3». [lo OKkOH4YaHMM BBOJA HAKMHUTE KJIABUILNY

«Entery u B suelike 0To0pa3uTCs pe3yabTar BHIYMCICHUS — «O%.
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YroObl y3HATH, YTO JK€ HA CAaMOM eI COACPXKUT siueiika — GopMmyiy Hiu

YUCII0, - HEOOXOAUMO €€ BBIACINTL U OCMOTPETH Ha CTPOKY (opMys — 00JacTh,

HAXOSIIYHOCS cpa3y »Ke HaJl HAMMEHOBAHUSAMH CTOJIOOB. B Hamem ciyvae B HEll

Kak pa3 otoOpaxkaetcs (popMyIia, KOTOPYIO MbI TOJILKO YTO BBOIMJIH.

Hanee nonpoOyiTe CaMOCTOATE/ILHO B siYEHKaX HUIKE MMOJIYUYUTH PasHULLY

STHUX YUCCJI, UX MTPOU3SBCACHUEC U YaCTHOC.

[Tocne npoBeaeHus Bcex onepauuii, oOpatuTe BHUMaHHME HA pe3yJibTaT

nenenus yucelt 12 va 7, Kotopelid nonyuuics He uensiM (1,714286) u conepkur

JIOBOJIbHO MHOTO 1M(p nocne 3ansaTtoil. B OONbIIMHCTBE CyyaeB Takas TOYHOCTh

He TpeOyeTcs, 1a U CTOJIb JUTMHHBIE Yhcsia Oy Iy T TOJBKO 3arpoMOXKAaTh TaOJHILY.

B13 v Jr
A B C

12

13 | 1,7142861
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YT10OBI 3TO UCTIPABHUTH, BBIACITUTE STUYEHKY C YUCIOM, Y KOTOPOTO HEOOXOAUMO
MU3MEHUTB KOJIMYECTBO JECATUYHBIX 3HAKOB I10CJIE 3aM4TON U HA BKiIagke Iy1aBHast
B rpyrre Yuces1o BoIOEpUTE KOMaHy Y MEHBIIUTD Pa3psaHoCcTh. Kaxkioe HaxxaTue
HA 3TY KHOMKY YOMPAET OMH 3HaK.

CneBa OT KOMaHAbl YMEHBIIMTH pPa3pPSAHOCTb HAXOAWTCA KHOIKA,
BBINOJIHSOLIAs OOPaTHYIO ONEPALUIO — YBEIMUYMBACT YHCII0 3HAKOB IOCIIE 3aMsTON

JUTst OTOOpaKkeHus: 0OJIEE TOUHBIX 3HAYCHMIA.

oA FNABHAR BCTABKA PASIMETKA CTPAHMLU b QOPMY bl JAHHBE PELEH3MPOBAHME B
o oY [ . . o=
It Calibr =1~ A A = V- e Yucnosoi . h )
| By - [#]
Berapsurs 2 WK M - ‘i‘ - ™ . A - = ¥ | R . R, o ool 8 .f.‘ Yenosrnoe
o dopmarnpossrn
Bydep obmema Wpndr ] Bupatrmsarine . imens
813 v fx 27
A B D f F ¢ H |
13| 1,71429]

Cocrasnenue hopmyn

Teneps napaiite BepHeMcs K Tab/uile OIOHKETHBIX PACX00B.

Ha nanHblii MOMEHT B Heil 3a(hUKCUPOBAHBI €KEMECSYHbIC JINYHBIE PACXO/IbI
MO KOHKPETHBIM CTaThaM. Hanmpumep, MOXKHO y3HATh, CKOJBKO OBIJIO MCTPAYEHO B
(deBpaie Ha NPOAYKTHI MUTAHWS WIM B Mapre Ha npoe3l. A BOT o0Ime
€KEMECSIYHbIE pacXoibl 3/1eCh HE yKaszaHbl. Jl00aBUM BHU3Y TaOJUIBI CTPOUKY

«HToro» u paccuuTacM €€ 3HaUCHMUA.

A B € D E F G
_ weops ocspams |wepr [anems [wah [wows |
‘nponywru

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

o]

YroObl mocunTaTh CyMMapHbI pacxoi 3a siHBapb B sueiike B7 MOXHO
HamucaTth craeayrmee BoipakeHue: «=2999+1000+5000+300+2000» u HaxaTh

Enter, mocne 4ero Bbl YBUIUTE PE3YJbTAT BHIYUCICHUSA. DTO ABISETCS MPUMEPOM



NPUMEHEHMS MpoCcTelIne (OpMyIIbl, COCTABICHUE KOTOPOM HUYEM HE OTIIMYAETCS
OT BBIYHMCJICHUH HA KalubKyjsTOope. PasBe 4TO 3HAK pPaBHO CTAaBUTCs BHAYase
BBIP@KEHMS, & HE B KOHLIE.

A Terneps NPEACTaBbTE, UTO MPHU YKA3aHWKU 3HAYEHUN OHON WA HECKOJIBKUAX
CTareil pacxoA0B Bbl AONYCTUAM OWMOKYy. B 3TOM cimydae, Bam npuaercs
CKOPPEKTUPOBATL HE TOJIBKO JAHHBIE B s4Y€HKax C YKa3aHWEM pacxoj0B, HO H
(hopmyJTy BEIYMCICHHUS CYMMapHbBIX TPaT. KOHEYHO, 3TO 04E€Hb HEYAOOHO U TOITOMY
B Excel npu cocraBnennu Gopmyn 4aCTo UCHOIB3YKOTCS HE KOHKPETHBIE YACTIOBBIE
3HAUYCHUS, a a/Ipeca U JHANA30HbI STYECK.

C y4eTomM 3TOro JaBaiTe M3MEHUM Haly (pOpMyIly BBIUMCICHUS CyMMAapPHBIX

CKEMCCAYHBIX PACXOI0B.

DANN [NABHARA BCTAEKA PASMETKA CTPAHMLLbI DOPMYSbI AAHHbIE PELLE

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

B syeliky B7, BBeauTe 3HaK paBHO (=) U... BMECTO TOrO, YTOOBI BPYYHYIO
BOMBAThH 3HAUCHUE KJIETKU B2, IMIETKHATE MO HEH JIeBO# KHOMKOM MbiuH. [locne
3TOr0 BOKPYT SYEHKMA TOSBHMTCS MYHKTHPHAs BBIJCIUTEIbHAS paMKa, KOTOpas
MOKA3bIBACT, UTO €€ 3HaueHue nonajio B Gopmyity. Tenepb BBEAUTE 3HAK «+» U
eIKHUTE 1o sueiike B3. Jlanee npoaenaiite Toxe camoe ¢ sueiikamu B4, B5 u B6,
a 3arem Haxmute knasuury BBOJI (Enter), mocne 4ero mosBUTCS TO YK€ 3HAYEHUE
CYMMBI, YTO U B IEPBOM CJIyYae.

Beiaenure BHOBB sueiiky B7 u nocmorpurte Ha cTpoky Gopmyn. Buano, uto
BMECTO LM(]Pp — 3HaUCHUN sUeeK, B (opMyJie Coaepkarcs ux aapeca. IT0 0YEHb

BAYKHBII MOMEHT, TaK KaK Mbl TOJIBKO YTO MOCTPOMIIN (POPMYJTY HE U3 KOHKPETHBIX



YHCEI, 4 U3 3HAYCHHUH TYEEK, KOTOPHIE MOTYT CO BPEMEHEM M3MEHAThLCs. Hampumep,
€CJIM TEMephb IMOMEHATh CYMMY pPacxXo0B Ha IOKYIKY BELIEH B SHBApE, TO BECh
€KEMECAYHbIA  CyMMapHbli  pacxox OyAeT ImepecudTaH  aBTOMATHYECKH.
[TonpoGyiiTe.

Teneps naBaiTe MNPEANOIOKUM, YTO MPOCYMMHPOBATH HY)KHO HE IAThH
3HAYEHWH, KaK B HAmEM MpuMmepe, a ¢To WM JaBectd. Kak Bbl MOHMMAaeCTe,
MCIIOJIb30BATh BHIIIEONMCAHHBIA METO MOCTPOCHNUS (POPMYIT B TAKOM CITy4ae OUEHb
HEyI00HO. B 3TOM ciyyae Jsydmie BOCHONB30BaThCS CINEHMATBHON KHOIKOM
«ABTOCYMMa», KOTOpasi IO3BOJISSET BBIYUCIUTH CYMMY HECKOJIBKHX SYEEK B
npeaenax 0HOro croadua uin cTpoku. B Excel MOJKHO cunTaTh HE TOJIBKO CYMMBI
CTOJIOLIOB, HO M CTPOK, TAK YTO MUCTIOJIB3YEM €€ JUTs BEIYUCIICHUS, HATPUMED, O0IIMX

pacxoa0B Ha MPOAYKTHI MUTAHWUA 3a 1OJIroaa.
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(ABHAR  BCTABKA  PASMETKACTPAHMLE  GOPMYAEl  [AHHHE  PEUEMBWPOBAHME  BMA  Fost PDF Tetyana Govarukiina - il
'y Tl  E=ger - -
& % Calibr) ht - A A= = - B Obumd . F 2] [y | " Bcrmmini, x Ay 2%
A0 5 = 9 T e - ([EERE
oo . M K M- Hle DA === E B Begoa 9 Yemunoe opMaTHpasaTs CTHAN |
. v 1 - . DOpMaMpoRIHIE * KAk TaBIMLY * wweex + L5 Dopaar = sanes .
Byorp obmena a Wpnd 3 Bupasnunange = Wurao 3 Crman Ausdoen Cuerang O (Alt+ =)
PATEERE 6
8 c E H ) i | M N
Leypie 5
- s
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2| 2999,00 | 2 089,00 | 5 657,00 | 2 345,00 |5 643,00 #| 2323,009
3 Mpoesa 1000,00%)2000,009] 234,00 7| 1587,007|1739,009|1257,008
4 Pasanedenun |5 000,00 9| 6000,00 |4 000,00 7| 7 000,00 P| 3 000,00 P|5000,007
5 Mureper 300,008| 300,00¢] 300,00¢| 300.00¢| 300.00¢| 300,008
& Opewas u obyss| 2 000,00 F|4 000,00 P|3 500,00 P| 0,00 9|1000,00%|4 000,009
7 Mo 5299,007)

YcraHoBUTE Kypcop Ha MycTOi kiieTke cOOKY HY)KHOH CTPOKM (B HAlIEM
ciyyae 510 H2). 3atem Haxxmute kHonky Cymma Ha 3aknaake I'maBnasi B rpynmne

PenalcmpOBanne. Tenepb, BCPHEMCA K Tabnmue u NOCMOTPUM, HYTO IKE€

TTIABHAS BCTABKA PASMETKA CTPAHWLLbI QOPMYNbl  JAHHBIE PELEH3VPORAHWE B Fox
X
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2999,00 P| 3 089,00 | 5 657,00 P| 2 345,00 P| 5 643,00 | 2 323,00 P!=CYMM(BZ:G*
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5 Opemas n 0Gyss| 2 000,00 2|4 000,00 2|3 500,002 0,00#|1000,00#|4000,002
7 Wroro 9299,00 P
8
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B BbIOpaHHOW HamMu s4eike nosBUIIACh (pOopMyna ¢ MHTEPBAIOM SUEEK,
3HAYEHHsI KOTOPBIX TpeOyeTcst mpocymmupoBath. [Ipu 3TOM onsiTh nosiBUIaCh
MyHKTUPHAs BbIIEIUTENIbHAs paMka. TOJIBKO B ATOT pa3 oHa 0OpamiisieT HE OJHY
KJIETKY, & BECh IMAMA30H SYEEK, CYMMY KOTOPBIX TPEOYETCsl MOCUMTATb.

Tenepp nocMoTpuM Ha camy ¢opmyny. Kak u paHblie, BHaUane MAET 3HAK
paBeHCTBA, HO HA JTOT pa3 3a HuM ciueayer pynkousa «CYMM» - 3apanee
onpeacneHHas (Gopmyna, KOTOpas BBIMOJHUT CIIOKEHHUE 3HAYCHUN YKa3aHHBIX
syeek. Cpa3zy 3a QyHKUUENH MAYT CKOOKH, pacoIOKEHHbIE BOKPYT aAPECOB KIETOK,
3HQYEHHUs] KOTOPBIX HYKHO MPOCYMMHPOBATh, Ha3bIBAEMbIE APryMEHTOM
¢popmyabl. OOpatute BHMMaHMe, 4TO B (opMysie HE yKa3aHbl BCE ajpeca
CYMMHMPYEMBIX SYEEK, a JUIIb NMEPBOM M TMOCIECAHEN. [[BOETOUME MEKIY HUMH
0003HayaeT, 4TO yKa3zaH AUana3oH kietok ot B2 no G2,

[Tocne Haxkatus Enter, B BBIOpaHHOH sU€iiKe MOSBUTCS PE3YJILTAT, HO HA ATOM
BO3MOKHOCTH KHOTIKM CyMMma He 3akaHuuBaroTCs. [LlenKHUTE HA CTPENoUKy psaom
C HEH M OTKPOETCs CHUCOK, CcOoAepKaluii (PyHKUWH Ul BBIYUCIICHUS CPEIHUX
3HaueHuil (CpeaHee), KOJIMUECTBA BBEACHHBIX JaHHBLIX (YKCII0), MaKCUMaIbHBIX
(MakcumMym) 1 MUHUMaTbHBIX (MUHUMYM ) 3HAUCHUM.

l .k E=Bcrasute + D = Aw Ty
v

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

Hpyrwe dyHkumig...

WUrak, B Hamieid Tabnuie Mbl MOCUMTAIM OOLIME TpaThl 3a SHBAPb M
CYMMApHBIii pacxoi Ha MPOAYKThl MUTaHWs 3a noJroja. [Ipu 3ToM caenamm 370
NBYMSI pasHbIMM Crioco0aMM — CHavajaa ¢ MCHOJIb30BaHMEM B (popMmysie aapecoB
AYEEK, a 3aTeM, QYHKIMM U auanasoHa. Tenepb, caMoe BpeMs 3aKOHUMTh PacueThl
JUIsl OCTABILMXCS SYEEK, MOCYMTAB OOIIME 3aTpaTbl MO OCTAIbHBIM MECSLAM MU
CTaThsIM PacXO/0B.

ABTO3arnoIHEHNE



Hnda pacuera OCTaBIIMXCA CYMM BOCIIOIB3YEMCS OAHON 3aMedarciibHOMN
0COOEHHOCTBK) MporpaMMel  Excel, koTopas 3akmoyaeTcs B BO3MOXKHOCTH
ABTOMATH3HPOBATh TMPOLECC  3AMONHEHHS  dYE€EK  CHCTEMATH3HPOBAHHBIMH
JAHHBIMH.

Huorga B Excel npuxoguTcss BBOAUTH NMOXO0XKHWE OJHOTUITHBIC JAHHBEIC B
OTIPEACNEHHON TOCNEAOBATENIBHOCTH, HAOpUMEp, [IHH HEACNH, AaThl WU
MOPAAKOBEIE HOMEpa CTpoK. IloMHHTE, B MEPBOM YacTH 3TOr0 LHMKIA B ILIANKE
TaONHULBI MBI BBOOWIA HA3BAHHE MecALA B KWKIBIH cronden mo otaensHocTH? Ha
CaMOM Jielie, COBEPLICHHO HEOOA3aTeNBHO OBLIO BBOAMTH BEChH 3TOT CHHCOK
BPYYHYIO, TAK KaK IIPHJIOKEHUE BO MHOTHX CITy4adX MOXKET CAEIATk 3TO 3a Bac.

JlaBaiiTe cOTpeM BCE HA3BaHWA MECALECB B IIANKE HAWICH TaONHLEBI, KPOME
nepeoro. Teneps BBIACIUTE AYEHKY € HAAMUCBIO «SIHBaph» M NEPEMECTHTE
yKa3aTeNlb MBIIIH B NPaBBIi €€ HIOKHUIA yrof, 9T Obl OH NPUHST POpPMY KPECTHKA,
KOTOPBIH HA3BIBACTCA MAPKEPOM 3ANOJHEHHs. 3KMUTE JICBYK KHOTIKY MBIIIA U
[EePETALLUTE €r0 BIPABO.

Ha »kpaHe mosSBUTCA BCIUIBIBAOLIAs MOACKA3Ka, KOTOpPad COOOIIMT BaM TO
3HAYCHHE, KOTOPOE MporpaMma coOMpacTcs BCTABUTH B CICAYIOMYIO KIETKY. B
HaleM ciydae 1o «Deppanb». 11o Mepe nepeMeneHns Mapkepa BHU3 OHa OyaeT
MEHATBCA HA HA3BAHMSA JPYTHUX MECAUEB, YTO MOMOXET BaM IMOHATH, T/I€ HYKHO
OCTaHOBHTBCS. [locnme Toro kak kKHomka OyAeT OTHYILEHA, CHUCOK 3amoJIHUTCA
ABTOMATHYECKH.

Koneuno, Excel He Bcerma BEpHO «NOHUMAET», KAaK HYKHO 3alOJIHUTH
MOCHEAYIOIHE KICTKH, TaK KaK MOCICIOBATENIBHOCTH MOTYT OBITH JOBOJIBHO
pasHooOpa3ueiMH. [IpeactaBum cebe, 9ro HAM HEOOXOAMMO 3aMOTHHTL CTPOKY
YETHBIMH YHCJIOBBIMHM 3HaUeHUIMH: 2, 4, 6, 8 U Tak nanee. Ecin Mbl BBEAEM UYHCIIO
«2» 1 monpoOyeM MEPEMECTUTh MAPKEP aBTO3AMOJIHEHHS BIIPABO, TO OKAXKETCS, UTO
[IpOrpaMMa MPEAIaracT, KaK B CJICAYIOLIYIO, TAK U B APYTHE AYCHKH BCTABUTH ONATH

3HAUYEHHE «2.



iR

B sroMm ciydae, MNpPUIOKEHHMIO HEOOXOOMMO TMPEAOCTaBUTh HECKOJIBKO
Oosiblie JaHHbIX. [{j1s 5TOro B Cleayrowlei syelike crnpasa BBeAeM LUDPY «4».
Tenepb BbIIEIUM 00€ 3aM10JTHEHHBIE KJIETKH U BHOBb [IEPEMECTUM KYPCOP B IPaBbIii
HWKHUI yroa 007aCcTH BBIACIEHUS, 4TO Obl OH MPUHSI (OopMy MapKepa BbIACIICHUS.
[lepememass Mapkep BHU3, Mbl BUIAUM, YTO TEMNEPb NpOrpaMma MNOHsUIA HaUly
[0CJIEI0BATE/ILHOCTD U MOKA3bIBACT B MMOCKA3KAX HYKHBIC 3HAYCHUS.

Takum 00pa3om, uist CIIO’KHBIX MOCIEA0BATENBHOCTEN, TEPE] TPUMEHEHUEM
aBTO3aMOJHEHUS, HEOOXOJMMO CAMOCTOATENBHO 3aMOJHUTh Cpa3dy HECKOJIbKO
s4eek, uTo Obl Excel npaBuiibHO CMOT OnpeaenauTs 00Ul alrOpUTM BEIYUCIICHUS
UX 3HAYCHUM.

Tenepp naBaiiTe MPUMEHUM OTY TOJIE3HYIO BO3MOJKHOCTH TMPOTPaMMBbI K
Hauteil Tabnuue, 4yTo Obl HU BBOAUTH (POPMYJIbI BPYUHYIO U1 OCTABIIMXCS KIIETOK.
CHauasia BbIJICIIUTE SUYEHKY € yIKE OCUUTAaHHOM cymMMoii (B7).

Tenepp «3auenure» KypcopoM MpaBblii HW)XKHUKA YroJ KBajgpaTUKa W
neperawmre mapkep Brnpaso 10 sueliku G7. [locne TOro kak Bbl OTIYCTUTE
KJIaBUILY, MPUTIOKEHUE CaMO CKONMUPYeT (POpMyJly B OTMEUYCHHBIC SUYCHKH, MMPU
5TOM aBTOMATWMYECKH W3MEHMB aJpeca KIETOK, COAEPIKALIMXCSH B BBIPAKEHUH,
[10/ICTABUB [PABUJIBHBIE 3HAYCHUS.

[Ipu 5TOM eciiu Mapkep nepeMeLlarh BIpaBo, Kak B HALLEM CJTy4ae, WA BHU3,
TO A4YEHKN OyayT 3amONHATHCS B MOPSAKE BO3pACTaHMs, a BJICBO WJIM BBEPX — B
NOpsiIKE YObIBAHMSI.

AHAJIOTMYHO MOCTYIAEM CO CTOJOIIOM

JloGaBneHue CTpoK, CTONOIOB U O0OBEAUHEHUE AUEEK



Y1oObl monyuuTh OONbIIE MPAKTUKKM B COCTABICHHMM (OpPMYJI, [JaBaiiTe
pacuiMpuM Hamy TabJUIy M 3a0JHO OCBOMM HECKOJIBKO OCHOBHBIX OMepauuii ee
¢dopmaruposanust. Harnpumep, noGaBuM K pacXOJHOM 4acTH, CTaThbM J0XOJOB, a
3aTeM MPOBEAEM PacueT BO3MOYKHBIX OFOKETHBIX HAKOTUICHHUH.

[Tpennonoxum, 9yTo A0XO0AHAs YacTh Tabmuibl OyaeT pacrnonararbCs CBEpXy
HaJl pacXOAHOM. {751 3TOro HaM NPUAETCS BCTABUTH HECKOJBKO JAOMOJHUTEIbHBIX
ctpok. Kak Bcerpa, cienarb 3T0 MOYKHO JABYMS MYTSMM: MCIOJIb3Ysl KOMaH/ bl Ha
JIEHTE WM B KOHTEKCTHOM MEHIO, 4TO OBICTPEE W MPOLIE.

[lenkHuTe B 000N sYelike BTOPOH CTPOKH MPABOH KHONKOH MBIIM U B

OTKPBIBIIEMCS MEHIO BBIOEpUTE KOMaH1y BCTaBHUTh..., a 3aTeM B OKHE - /l00aBUTH

CTPOKY.
Bydep obmena & LWipndr ra BhipaBHuBaHmue 5 — o
s b f\ MpoayKThl NUTaHWUA
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PSR 00 0 0 0 0 0 0 =

1)l( K=D-A-HH-38 ¢

2 - [5 a0 ane 3089,00P| 5657,00P| 2345,00P| 5643,00P| 2323,00%|22056,00FP

136 Bupesars 2000,00#2 234,002 1587009 17895,00°| 1457,002| 8067,0092

4Ey Konuposars 6 000,002 4000,002| 7000,002| 3000,00#2| 5000,00%|30000,00#°

L N S — 300,00| 300,008 300,00p| 300008 300,00e| 180000

€ < 4 000,00 3500009 0,00P| 1000,00P| 4000,00#|14500,00P

7 L] 11389,002( 10191,00#| 11 232,00 2| 10732,00 2] 5080,002]61523,002
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lMokaszate

[Tocne BCcTaBKM CTPOKK 00OpaTUTE BHUMAHUE HA TOT (PAKT, YTO M0 YMOITYAHUIO
OHA BCTaBJIseTCS HaJ BbIOpaHHON cTpokoi M umeeT (opmar (user (oHa sueek,
HACTPOMKK pa3Mepa, IBeTa TEKCTA U T. J1.) Ps/ia, Pachojararomerocs Haa Heil.

Ecnu Hy>KHO U3MEHUTH ()OPMATUPOBAHKE, BHIOPAHHOE 110 YMOJTYAHHIO, CPa3y

IMOoCJIC BCTAaBKKW IHIC/IKHUTE 110 KHOIIKC Hapameprl IlOﬁaBJ]eHHﬂ, KOTOpas
ABTOMATHYECKU OTOOPA3UTCS PSIIOM C MIPABbIM HUYKHUM YTJIOM BBIOpAHHOM SUCHKH
1 BBIOCPUTE HYKHBII BApUAHT.
AHAJIOTMYHBIM METOIOM B TAOJIMIly MOKHO BCTaBJISATH CTOJIOLbI, KOTOPBIE

OyAyT pa3Memarbes CeBa OT BBIOPAHHOTO M OT/ACTBHBIC TUEHKH.



Kcraru, ecnu B UTOre CTpOKa MM CTONOEL MOCIE BCTABKM OKA3alMCh Ha
HEHYKHOM MECTE, UX JIETKO MOKHO yaanuTh. LLleakHuTe npaBoil KHOMKONW MbIIIN
Ha J1I000H siueiike, mpuHaaeKalei yaauiseMomMy 00BbEKTY U B OTKPBIBLLIEMCS MEHIO
BbIOCPUTE KOMaHIy ¥YAAJuTh. B 3aBEpUICHUN YKOKUTE, YTO UMEHHO HEOOXOAUMO
YAQIUTB. CTPOKY, CTONOEI] MIIH OTACITBHYIO SUYEHKY.

Ha nenre s onepaumii 100aBiIeHUsT MOKHO MCIOJIB30BATh KHOIKY
BeraButh, pacnonokeHHyr B rpynmne fAdeiiku Ha 3aknaake IyaBHas, a i
yAQIEHUs, OJTHOUMEHHYI0 KOMaHay B TOM )K€ IPyIIIE.

B Hawewm cityyae HaM HEOOX0IMMO BCTABUTH MSITh HOBBIX CTPOK B BEPXHIOIO
4acTh TAONMIBI cpa3dy MOCHAe MAnKM. [ljist 35TOr0 MOYKHO MOBTOPHUTH OMNEPAIUIO
N00aBICHHUSI HECKOJIBKO pa3, a MOYKHO BBITIOJIHUB €€ €IMHOXKIbl MCMOJIb30BATh
kiasuily «F4», koTopas OBTOPSET CaMyto MOCIIEIHIO ONEPALUIO.

B urore mnocie BCTaBKU MATU FOPU3OHTAILHBIX PSAZAOB B BEPXHIOK 4YacThb
TaOJIMIBI, MPUBOIUM €€ K CIAEAYIOILEMY BULY:

- B C D E E G H

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

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

2

benbie HepopMaTHpoBaHHbBIE psAbl B TAONMIE Mbl OCTABWJIM CMELMATBHO,
4TO0BI OTAEIUTD JOXOAHYI0, PACXOIHYI0 U HTOTOBYIO YaCTh APYT OT JAPYra, HaIucas
B HUX COOTBETCTBYIOILME 3arojoBku. HO mepea Tem kak 3To ¢aenarb, Mbl H3y4uM
eme oaHy onepauuio B Excel — o0bequHeHue siueex.

[Tpu 0ObeIMHEHUH HECKOJIBKUX CMEXKHBIX siueek 00pazyercst 0/iHa, KoTopast
MOJKET 3aHMMaTh Cpa3dy HECKOJIBKO CTOJOLOB MM CTPoK. [Ipu 3TOM HMMeHem

OOBEAMHEHHOM STYEHKM CTAHOBUTCS QIPEC BEPXHEN NEBOM AUEHKU 00BEAMHIAEMOTO



nuanasoHa. B mo00i MOMEHT Bbl MOKETE CHOBA pa3OUTh OOBEIMHEHHYIO SUCHKY, a
BOT KJIETKY, KOTOpasi HUKOr/1a He Obliia 00beIMHEHA, Pa30UTh HE y1aCTCs.

[Tpu oObeAMHEHMM SYEEK, COXPAHSIOTCS JAHHBIE TOJIBKO BEpPXHEH JICBOIA,
JTAHHBIE YK€ BCEX OCTAIbHBIX 00BEAMHAEMBIX sueek OyayT yaaneHsl. [lomHuTE 310
M CHavajga Jydlle TMpOM3BOAUTE OOBEIMHEHWE, a JIMIIb [OTOM BBOIMTE
uH(pOopMaLHUIO.

BepHemcs k Haiei Tadbnuue. Jlis Toro, ytoObl HanmMcaTh 3ar0J0BKH B OENbIX
CTPOYKaX HaM MOHAA00MTCS JIUIL O/IHA SUYeiiKa, B TO BPEMs KaK ceifuac OHM COCTOSIT
13 BocbMHU. JlaBaiiTe ucrpaBuM 3T0. BbIIEIUTE BCE BOCEMb SUYEEK BTOPOrO psija

Tabnuiel ¥ Ha BKIaake I'yiaBHas B rpynne BbipaBHUBaHHE ILIETKHUTE HA KHOTIKY

OO0beIHHUTH U MOMECTHTH B LIEHTPE.

GANN [NABHASR BCTABKA PA3METKA CTPAHWLBI DOPMY/IbI AAHHBIE PELIEH3VPOBAHME BMA Foxit PDF
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7| Calibri -1 A A TS B benoxnui - - F - # (g &
D g | - = A
Berasure < X K M- [H- o A . = &= 3= [:] - > 9% 000 -'33 3 . YcnosHoe Dopmatmposate Cruam L-
- e 9BaHWME™ KaK Tabawuy v Aueex ~
Bydep obmeHa x Wpndt = BuipasHuBaHue OSseaniTs 1 NOMECTHTS 8 UEHTPE Crunan
a Y O6vegupmmsnn cxnaxan
H2 X j.l' B Osean O6vepnnnTs n NoMeCTuTs B UeHTpe
A B C D E B Omsenn O6seanHeHne EsgeneHHbX .
- 2 Excel Aueex & 0aHy BOABLUYIO RuesiKy W
1 1 2 EbipagHnBanne ee C()A?p KMMOT0
2 NO UeHTpy.
3 |3apnnara Iy =
3Ty dyHKuMIC yactHo
4 CreneHans t Excel 1 NPUMEHATE ANR COZZAHUR
5 |Mroro _ll_z obuero saronoska Ans
6 HECKO/IbKMX CTOABL0B.
Npoayxbi 0 Aononuurensibie ceeaenmns

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

13
14

[locne BBINOJIHEHUS KOMaHABI, BCE BBIJEJICHHBIE SYECHKU B CTPOKE
OOBEAMHSATCS B OAHY OOJBIIYIO STYEHKY.

Psnom ¢ KHOMKOW OOBEAMHEHMs PACTIONOKEHA CTPENOYKA, HAKATUE HA
KOTOPYIO BBI30BET MEHIO C JOIMOJIHUTEIIBHBIMUA KOMaHJaMH, MO3BOJISIOLUMMU:
00BEIMHATD AUEiiKn 6€3 HEHTPAIBHOTO BhIPAaBHUBAHMU S, OO BEAMHSATE LENBIE TPY b
STYEEK MO FOPU3OHTAIIM M BEPTUKAJTH, & TAK)KE OTMEHUTh O0BEAMHEHHE.

[Tocne nobGapneHus 3aroJiOBKOB, a TAaKKe 3alOJHEHUs CTPOK: 3apIuiara,

CTUIICH/IMS, CYUTAEM MTOrO JIOXOJIbl 32 KKABIA MECAL] U BCEro I10 KX 101 Tpare,

N00aBUM TaKKE CTPOKY HAKOTUICHHS.



b

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

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

15 |

B nepBoM mecsiiie HaKOrIeHus: OyAyT CKIaAbIBaThCs U3 OOBIYHON pa3HULIbI
MEXIY JI0XOA0M, MOJYYEHHBIM 3a MECSI U O0IMMH pacxoJamu B HEM. A BOT BO
BTOPOM MECSLE MbI K 3TOH Pa3sHULIEC MPUILTKOCYEM OalaHC NMepBOro, TaK Kak MbI
BEJECM pacyeT UMEHHO HAKOIUICHWHA. Pacuétsl aig nocieayromux Mecsues OyayT
BBIMOJIHATBCS 110 TAKOW JKE CXEME — K TEKYILLEMY eKeMecsuHOMy OanaHcy OyayT
npuOaBIATHCS HAKOTUICHHMS 3a MPEABLAY LU TEPHO.

Teneps nepesenem 3t pacuetsl B popmysl noustHele Excel. [lns sHBaps
(saueiiku B14) ¢popmyiia oueHb npocta ¥ Oy T BBINIAACTh Tak: «=B5-B12». A BoT
s sueiikn Cl14  (deBpanb) BbBIp@KEHME MOXKHO 3amMcarbh JABYMs PpasHbIMHU
cnocobamu: «=(B5-B12)+(C5-C12)» nim «=B14+C5-C12». B nepBoM ciydae Mbl
OMATH MPOBOAUM pacyeT OajaHca MpeAbIyIIero Mecsia U 3aTeM npudaBisieM K
HeMy OanaHC TEKYILETo, a BO BTOPOM B (POPMYJTy BKIKOHAETCS YK€ PACCUMTAHHBIH
Pe3yJIbTAT MO NMPEAbIAYIIEMY MecsLy. KOHEUHO, HCTIOIB30BAHUE BTOPOTIO BAPHAHTA
JUIsl TOCTPOEHK S (POPMYJIBI B HALIEM CiTy4ae ropasao npeanoyTuresbuee. Beas ecinu
CJIEIOBATh JIOTMKE MEPBOr0 BAPUAHTA, TO B BHIPAKEHUH ISl MAPTOBCKOTO pacyeTa
Oyznet ¢purypuposars yxe 6 aapecoB siueek, B anpene — 8, B mae — 10 u Tak ganee, a
[PU UCMOJIB30BAHUM BTOPOr0 BapuaHTa UxX Bcerjaa OyaeT TpH.

Jnst 3anonHenus ocrasiuxcs syeek ¢ D14 no G14 npumMeHuM BO3MOMKHOCTb

HX aBTOMAaTHYCCKOTI'0 3alOJHCHUA, TaK K€ KaK MbI 3TO ACJIAIU B Cjiydac C CYyMMaMH.



Kcratu, aAns npoBEpKM 3HAYEHWsI MTOTOBBIX HAKOMIICHWH Ha HIOHbD,
Haxoaswwerocss B kierke G14, B sueiike H14 MOXKHO BBIBECTH pPasHHULY MEXKIY
o0uieii cymMMoit exxemecsiunbix 10x010B (HS) u exxemecsunsix pacxonos (H12). Kak
BbI TOHUMAETE, OHU JOJKHBI OBITh PABHBI.

Kak BUIHO M3 MOCHEAHMX pacyeToB, B (popmMyliax MOKHO MCHOJIb30BaTh HE
TOJIBKO a/peca CMEKHBIX Y€K, HO M JIIOOBIX JAPYruX, BHE 3aBUCHUMOCTH OT MX
Pacmoa0KeHUS B JOKYMEHTE WU TPUHAATIEXKHOCTH K TOM MM MHOM Tabnuie. bonee

TOTO BEI BIIPABC CBA3bBIBATH )I‘{CVIKH, HaXOoIueCsa Ha pa3HbIX JJUCTaX JOKYMCHTA U

JIaXKe B pa3HbIX

KHUTrax

A BOT M HaIllla UTOroBas TadbiMIia ¢ BHIMOJHEHHBIMU pacuy€ramu:

K18 -

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

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

MpoaykTel

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




IIpakTuueckas paGora Ne6

Dopmyasl, pyHxkouu 1 auarpaMmel Microsoft Excel

Llens u 3amaun paboTH HAYYUTHCA PEAAKTHPOBATH (POPMYJIBI, CTPOMTH
rpaduku QyHKUKUHA U THCTOrPAMMBI

3HaTh. perakTHpoBaHHE (OPMYN M CHUCTEMY OTCICKHMBAHUA OIIHOOK, YTO
TaKoe OTHOCHTENBHBIE U abCOMOTHBIC aapeca sueek

Yumeth: mucath Gopmynel ¢ aGCOMOTHBIMH apecaMHu S4eeK, CO34aBaTh W
penakTupoBath rpaduueckue 00bekTH B Microsoft Excel

BnageTrs: HaBpIKaM# HamucaHus GopMyIB ¢ aGCONIOTHBIMH aapecaMu sueek,

CO30aBaTh U peJaKTHPOBaTh rpadudeckne o0bekTh B Microsoft Excel

Penaktuporanne GopMys U CHCTEMA OTCIIEKUBAHUS OINOOK

Bce ¢opMymBl, KOTOPBIE HAXOASATCS B sueiikax TaONHLBI  MOXHO
OTPEIAKTHPOBATE B JIFOOOH MOMEHT. [N 3TOTO JOCTATOYHO BBIACIMUTH SUYEHKY C
(opMyJIOii 1 3aTEM INENKHYTH MO CTPOKE (POpMYJ Haa TaOMULEH, LA BB CMOXKETE
cpa3y ke BHECTH HeoOxoaumbie n3MeHeHHs. Ecmm Bam ynoOHee pelakTHpPOBaTh
COACPKUMOE HENIOCPEACTBEHHO B CaMOH SYeiKe, TO KIHKHUTE 10 HEH ABa pasa.

[Tocne okoOHYaHNA peAaKTHPOBAHUA HAXXMUTE KinaBuiuu Enter unu Tab, mocne
gero Excel BEIMONHUTE TIEPEPacyeT ¢ YUeTOM U3MEHEHHI H 0TOOpa3uT pe3yubTar.

JIOBOJIBHO YacTO CNy4aeTcs TaK, YTO Bbl BBEJH (GOPMYTY HEBEPHO HIIH ITOCIE
yJaaneHus (U3MEHEHHUs) COACP’)KUMOr0 OJHOH M3 sYeeK, Ha KOTOPYIO CChLIAETCA
dopmyna, mnpoucxoguT owmmOKa B BHUMCICHHUAX. B TakoMm cmyudae, Excel
HENPEMEHHO H3BECTHUT Bac 00 STOM. PAIOM ¢ KIETKO#H, TAE COOCP)KUTCA OLIMO0YHOe
BBIPaYKCHHUE, OABUTCA BOCKIIUIATENBHBIN 3HAK, B )KEITOM PoMOE.

Bo MHOrHX Clyvyasx, MPUIOKEHHE HE TOJIBKO M3BECTUT Bac O HAJTMUHE
OIIHOKH, HO ¥ YKAKET HA TO, UYTO HMEHHO CACTAHO HE TaK.

Pacnm¢poeka ommbok B Excel:



. HiH#HH# - pe3ynbTaToM BHIMOJIHEHHS (POPMYIIBI, HCIIONB3YIOLICH
3HAYCHUs JaThl H BPEMEHU CTA0 OTPULIATENBHOE YHCIO WM Pe3ybTaT
00pabOTKH HE YMEIACTCSA B AYCHKE,

. #3HAY! — Hcnonp3yeTcs HEAOMYCTUMBI THIT OMEparopa KiIH
aprymenTa ¢gopmyiisl. OgHa U3 CaMBIX PpacCpPOCTPAHEHHBIX OMIMOOK,

. #/IEJI/0! — B QopMyse OCYLIECTBIAETCA NONBITKA ACNCHHS HA
HOJIb,

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

. #H/J1 — HeompeaeneHHble AaHHBIC. Yamie Bcero 3ta ommdka
BO3HWKACT IPU HEMPABUIIBHOM ONPEACIICHUH apryMeHTa (pyHKIHH;

. #CCBLIKA! - popMyna COASPKUT HETOMYCTUMYIO CCBUIKY HA
q9eiiKy, HAMPUMEP, Ha sUekKy, KoTopas Oblna yaaieHa.

. H#UUCIIO! — pe3ynbTaTOM BBIYMCIICHHS SBIACTCA HYHCIIO,
KOTOPO€ CJIMIIKOM Maji0 WM CIIUIMIKOM BEIHMKO, YTO OBl €10 MOXHO OBLIO
ucnonszoBate B MS Excel. JlnanazoH oToOpakaeMBIX YHCEN JIEKHT B
nmpomexkyTke o1 -10°7 no 1037,

. #IIYCTO! — B ¢Qopmyne 3amaHo nepecedycHue odnacTei,
KOTOPBIE HA CAMOM JEJI€ HE HMEIOT O0IMINX AYEEK.

Eme pa3 HamoOMHUM, YTO OIIMOKH MOTYT TOABISATBECA HE TOJIBKO H3-3a
HETIPABUJIBHBIX JAHHBIX B OPMYJIC, HO ¥ BCICACTBHE COACPKAHNA HEKOPPEKTHOM
HH(pOpMALUH B d4€iike, Ha KOTOPYIO OHA CCHUTACTCS.

HHuorga, korga JaHHBIX B TaOimie MHOro, a GopMynbl cogepkar OOJbLIoe
KOJIMYECTBO CCBUIOK HA PA3UYHBIC AYCHKH, TO MPH MPOBEPKE BBHIPAKCHHA HA
MPaBUJIBHOCTE WJIM MOMCKA HCTOYHHMKA OIMMOKH MOTYT BO3SHHKHYTH CEPBE3HBIE
TpyaHOCTH. UTo OB1 00NErYuTh padoTy MONB30BATENS B TAKHX CUTyalMsaX, B Excel
BCTPOEH MHCTPYMEHT, TMO3BOJISIOIIMHA BBIACITHTE HA 3KPAHE BIHAKOMIMEC U

3aBUCUMBIE sTUCHKH,



Bausiromme siueiiku— 3TO SUYCHKH, Ha KOTOPBIE CCHIIAKOTCA (QOPMYIbI, a
3aBHCHMbIE si4eiikuH, HA000pOT, coaepxkar (POpMyJibl, CChUIAKOLIMECS HA ajJpeca
KJIETOK DJIEKTPOHHON TaOIMLBL.

Yro O rpaduyueckn 0TOOpa3uTh CBA3M MEXAY sA4eikaMu U popMmynamu ¢
MOMOIIBIO, TAK HA3bIBAEMBIX CTPEJOK 3aBHCHMOCTEH, MOKHO BOCIMOJIL30BATHCS
KOMaHJAaMH Ha JieHte Buusiiomme siveiiku v 3aBHCHMBbIE si4eiikH B rpyrmne
3aBucumocTH popmy. BO BKiagke PopmMyJibl.

Hanmpumep, paBaiiTe mNOCMOTPUMM, KaKk B Hallleid TECTOBOM TaOmMILE,

COCTaBJICHHOW B NPEABbLAYIUUX ABYX 4acTsX, (OpMHPYETCs UTOrOBbIHA pe3ysbTar

L
HAKOIIJICHUMU:
. ] ~ Nl
FNABHAR BCTABKA PASMETEA CTPAHMLN SOPMY N JARMBE PELEMOVPOBAMHME ena Fomit POF
f\_ 2. Asrocymma Norwseckne * Copnmm m Mmaccmnes “ =l Npucooute was  ~ $10 Bauasoupee aveien
3 m MNocnegrmne * Texcrosue * lo Maressatuueckne * :0 3asncanie Auesian
Berasnrs Ancnervep §
yrxumo |O Durancosse - lﬂ Aara n spess ~ [. Apyrne Gyrocym - apo— £ Cosgate 13 snigenennoro > YOpars crpencn *
Gibanorexa Oymaupmn Onpeaensrirue nmena
H14 - /; =HS-H12
8 D E F H )
2 Joxoam
3 3apnnara 58000,00 #| 5P 000,00 #| 30 000,00 P| 5¢ 000,00 P 000,00 | 30 000,00 P| 300 000,00 P

4s00,009] psoocop| bsoo00¢| psoocor| 2500009 |2500,009| 15000009
B e - Racas - -D0-$+4%% 000,00 P
Pacxoant

$000,00 #| ¥ 000,009 234000 9587000 1 789,00 ¢ #457,009| Boe7,009
2000,00P| $000,00P| % 000,009 ¥000,00¢ 3 000,00 | % 000,00 P| 3D 000,00 P
0 300,00 » 300,00 # 300,00 # 300,00 ¢ 300,00 ¢ 300,00 9| } 800,009

! Opemaa w obyes| 2000,00 9 & 000,00 # 3 500,00 ¢ 0,00 % 1 000,00 ¥ 000,00 #| 18 500,00 ¢
12 Mroro 4 a " T 29200 “ a '-” 923,00 ¢

Crenexawa

Wroro

Npoayxrol

7 NMTaHUA 4999009 B089,00°| [5657,00°| R34500p| |5643,009 fz;zz,oor 2 056,00 ¥
Npoeaa

Pasanedenns

WuTepwer

4 [Haxonnewwn  |43201,009] 84312,009] 126 621,00 #[167 889,00 #] 209 657,00 #] 253 077,00 9] 258 077,009

5

j
HecMmotps Ha 1O, uTo (hopMyJia B 1aHHOM sueiike umeer Bua «=HS — H12y,

nporpamma Excel, ¢ moMomipr0 CTpEnok 3aBUCMMOCTEH, MOXKET MOKa3aTh BCE
3HQYEHUsI, KOTOPbIE YYYyBCTBYIOT B BBIYMCIICHHMM KOHEUHOrO pesyJibrara. Beab B
knerkax HS u H12 tak ke coaepkarbecst GOpMyJibl, UMEIOIIME CChUIKU HA Apyrue
azpeca, KOTOpBIE B CBOK) OUEPEIb, MOTYT COAEPIKATh KaK (POPMYJIbI, TAK U Y CIIOBBIE
KOHCTAHTBHI.

YrtoObl yaaiuTh BCe CTPEaKU ¢ paboyero JIMCTa, B rpymnie 3aBHCHMOCTH

(opmy.a Ha BKIagke POpMYJIbl, HOKMUTE KHONIKY YOpaTh CTPEJIKH.



OTHOCHUTENBHBIC U a0COJIIOTHBIE agpeca A9eeK

BosMoxxHOCTh kKonupoBaHus ¢opmyn B Excel u3 oaHoH aueiiku B APyryio ¢
ABTOMATHYECKUM H3MEHEHHEM AaPECOB, COJAEPXKAIIMXCA B HHUX, CYIUECTBYET
Onmarogapsa KOHLUCILHHA OTHOCHTE/IbHOH aapecaunn. Tak 4To e 370 Takoe?

Heno B ToM, uro Excel monumaet aapeca sdeek, BBEACHHBIX B QOpMyJly HE
KaKk CCBUIKY Ha HX pPeabHOC MECTOPACMOIOKEHHE, a KaK CCBUIKY Ha HX
MECTOPACIIOIOKEHHE OTHOCUTENBHO SYEHKH, B KOTOPOH Haxoaurca (opmyia.
IToscHuM Ha pUMeEpe.

Hanpumep, suelika A3, conepxut gopmyny: «=Al+A2». Jna Excel ato
BBIPQKCHHUE HE O3HAYACT, YTO HY)KHO B3ATh 3HAYCHUE U3 AYCHKH Al 1 mpubaBuTh K
HEMY YHCJIO U3 AYeiKU A2. BMECTO 3TOr0 OH MHTEPIPETHPYET JAaHHYIO PopMyIly,
KaK «B3ATh YUCJIO U3 AYEHKH, paCTIONIOKEHHOH B TOM K€ CTOJIOLE, HO HA IBE CTPOKU
BBIIIE H CIOXKUTEH €10 CO 3HAUECHUEM SYEHKH 3TOro K& CTOIOLA pacloIOKEHHON
BBHIIIE HA OAHY CTPOKy». [IpH KOMMpoBaHUM JAHHOKH (POPMYNEBI B APYIYIO AUYCHKY,
Hanpumep, D3, nOpuHIHN ONpPeAeIeHUs aJpecoB AYEEK BXOAIIUX B BBHIPAKCHUE
OCTACTCA TEM K€ «B3ATH YHCTIO U3 AYCHKHN pPacTOIOKEHHOH B TOM K€ CTOJIONE, HO
HA JABE CTPOKH BBILLE U CIOXKHTB €10 C...». Takum 00pa3zom, nocie KOMUPOBAHUS B
D3, ucxoanas ¢popMyina aBTOMATHIECKN IpUMeT BUA «=D1+D2y».

C OmHOH CTOpPOHBI, TAKOHM THI CCBUIOK AACT MOJB30BATENIAM INPEKPACHYIO
BO3MOKHOCTE IMPOCTO KOMHPOBATh OOWMHAKOBBIC (POPMYJIBI M3 SYCHKH B AYCHKY,
H30aBiisist OT HEOOXOJUMOCTH BBOAUTDH MX CHOBA M CHOBA. A C JPYroii CTOPOHEI, B
HEKOTOPBIX (popMynax HEOOXOAMMO MOCTOSHHO HCTOJB30BAaTh 3HAYCHUE OHOI
OTIPEIOCNCHHON AYEHKH, & 3TO 3HAYUT, YTO CCHUIKA HA HEE HE JOJDKHA U3MEHATHCA U
3aBHCETH OT PACMOJIOKEHUS (POPMYJIBI HA JTUCTE.

Hanpumep, mpencraBuMm, 4to B Hauledl TaOnMIle 3HAYECHUS OFOIKETHBIX
pacxofoB B pyOnmsax OyAyT pacCUMTHIBATECA WCXOAA U3 JOJIAPOBBIX IIEH,
YMHOJKCHHBIX HA TEKYILOMI KypcC, KOTOPBIH 3amMcaH Bcerga B sdeiike Al. 3rto
3HAYUT, YTO TPH KOMHPOBAHMH (POPMYJIBL CCHUIKA HA 3Ty A4YEHKY HE JOJKHA

U3MEHATBCA. Toraa B 3TOM CIiydac CNeayeT NpUMCHATHE HE OTHOCHUTCIBHYH), A



aGCOMIOTHYI0 CCBUIKY, KOTOpas Bcerza Oyler OCTaBaTkCs HEM3MCEHHOH NpU
KOTIHPOBAHUH BBIPAKECHUA U3 OHOH AYEHKH B APYIVIO.
C mnomouplo aOCOMIOTHBIX CCBUIOK MOXHO AaTh komaHay Excel mpu
KOIMPOBAHHH (POPMYJIBL:
. COXPaHATh CCBUIKY Ha CTONOCH NOCTOSHHO, HO TIPU ITOM

U3MEHATH CChLUIKH HA CTOJIOIBI

. H3MEHSTh CCBIJIKM Ha CTPOKH, HO COXPAHSTh CCHUIKY Ha cTOJI0CN
. COXPaHSTh IMOCTOSHHBIMH CCHUIKH, KaK Ha cTONOCL, Tak ¥ Ha
CTPOKY.

Y1oO6pl TpeBpPaTHTh OTHOCHTENBHYI0 CCBUIKY B aOCOMIOTHYIO WM
CMELIAHHY10, HEOOXOHMO BBECTH 3HAK Aosutapa ($) mepen Toif ee 4acThio, KOTopas

JIOJIKHA CTATh a0COMIOTHOM,

. $AS$1 — ccpuka Beerna cepinaeTces Ha siueHky Al (abcomoTHas
CCBIJIKA),
. AS$1 — cchiTka BeeT/Ia CChITaeTCa Ha CTPOKY 1, a My Th K CTOJIOIY

MOJKET U3MEHATHCA (CMELIAHHAA CChUIKA),

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

MOJKET H3MEHATHCA (CMEILIaHHAA CCBLIKA).

JIng BBOAA aOCOMIOTHBIX M CMEIIAHHBIX CCBUIOK HCTMOJB3YeTCd KIaBHILA
«F4». Beigenure saeiky s ¢GopMyIibl, BBEOUTE 3HAK PABEHCTBA (=) H KIIMKHUATE
O KIETKe, Ha KOTOPYIO HAJ0 YCTAHOBUTH aGCOMIOTHYIO CCBUIKY. 3aT€M HAKMHUTE
knapuiy F4, mocne vero mepea OykBod cTtonldua U HOMEPOM CTPOKH MPOrpaMMa
yCcTaHOBHT 3HaKy gosuapa ($). [TopropHbie HakaThd Ha F4 mO3BONAIOT MEPEXOIUTH
OT OJHOr0 THIA CCHUTOK K ApyruM. Hampumep, ccbiika Ha E3, OyaeT UMKIHYHO
mMeHaTees Ha $E$3, E$3, $E3, E3 u Tak nanee. Ilpu skenaHuy 3HaKH $ MOKHO

BBOJHTE BPYYHYIO.

DOyHKIHU



Oyukuusmu B Excel HazbiBaloT 3apaHee omnpeneneHHbie (HOpMyJbl, C
MOMOIIBIO KOTOPBIX BBINOJIHSIIOTCS BBIYMCICHUS B YKa3aHHOM TMOPSJKE 10
3aaHHBIM BeruuHam. [Ipu 5ToM BbIYMCIEHUS MOTYT OBITh KaK MPOCTHIMU, TaK U
CITO’KHBIMH.

Hanpumep, onpeaeneHue CpeaHEro 3HAYSHUs MATH SUEEK MOYKHO OMUCaTh
dopmynoit: =(Al + A2 + A3 + A4 + AS)/5, a MOKHO crielUaIbHON (PyHKIMEH
CP3HAUY, koTopast COKpaTuT BeipaxkeHue 10 cneayromero suga: CP3HAUY(AT:AS).
Kak Buaute, 410 BMECTO BBOJA B (OPMYJIY BCEX aaPECOB SUYEEK MOYKHO
UCIOJIb30BaTh ONPEICICHHYI0 (YHKUUIO, YKa3aB € B KAUeCTBE apryMeHTa MX
JIarnasoH.

Jlns paGoThl ¢ pyHKuMsaMH B Excel Ha IeHTe CyliecTBYeT OTAENbHAS 3aKiaaKa

®opMyJibl, Ha KOTOPOI pacroaratoTcsi BCe OCHOBHBIE HHCTPYMEHTBI 1Jisi pa0OThI

m | FIABHAN BLIABRA PASME | RA LIVAMKIUN YUFMYJ I HArrbiE FELEMSKIPUSAMALE - 1418 Foxit Yur
. 2 Avtocymsss - B Norwsecase - 8 Covummm v mocemnni - = Elllpucooiwrs mar - % Brwsnowme suciine T4 Nokasars dopatynsl fr =
X — a P § i
= I3 nocnearne - Texcrogwie> M Marematnueckne - 1C00/B30EATE b POpMYIE =3% 3ancnniie Aueikn P Mposepka Hanuuma ownbok i
Craours Oucnervep ) 00 KOHTPONBHATD
DyHKLQ I durancosvie - |B fara uspern~ |8 Apyrue dymuuypia~ wnmen Eo Cosgame w3 seaenenvoro T Y6paru crpenkn = (&) Bamcanms dopayny INaveHUR

Hano orMetuts, 4TO mporpamMma COACPKUT Oosiee IBYXCOT (PyHKLUH,
CIOCOOHBIX 0OJIErYMTh BHITOJTHEHUE BEIYUCIICHUI Pa3InuHOi ciioxHoCcTH. [ToaTomy
Bce pyHkumu B Excel pazaeneHbl Ha HECKOIBLKO KaTerOpHid, TPyNMUPYOLIMX MX MO
TUMY pelaeMbiX 3a1a4. Kakue MMEHHO 3TH 3a/1a4M, CTAHOBUTCS SICHO U3 Ha3BaHMi
kareropuii:  ®unancosele, Jlormueckue, TekcroBele, MaremaTnyeckue,
Craructuyeckue, AHATUTUYECKHE U TaK JaJiee.

BriOparh HEOOXOAMMYHO KaTErOPHI0 MOYKHO Ha JIEHTE B rpynne budbaunorexa
¢yuxnuii  Bo Briagke @opmyabl.  [locne mienyka 1o CTpEsiodKe,
pacrojlararolieiicss psaoM C KaXA0d W3 KaTeropwii, pacKpbIBacTCs CHUCOK
(GyHKUMA, a MPU HABEJECHUM Kypcopa Ha JHoOYI0 M3 HMX, MOSBISETCS OKHO C €€
OIUCAHUEM.

Boa ¢yHkuumid, kak U popMyI1, HAUMHAETCS €O 3HaKa paBeHcTa. [Tocne uaer
uMs1i QYHKUHMH, B BUAe aOOpeBuarypsl u3 Oonblimx OYyKB, YKa3bIBAKOLIEH Ha €€
3Ha4YeHUe. 3areM B CKOOKAX YKa3bIBAIOTCS apryMeHTbl (DYHKIHH — JaHHBIC,

MCIIOJIL3Y FOLLMECS [UIsl [TOJTyYEeHUs Pe3yJibTaTa.



B KayecTBe AapryME€HTa MOMKET BBICTYNATE KOHKPETHOE  YHCIIO,
CAMOCTOATEIBHAA CCHUIKA HA SAYeHKy, 1enas cepHd CCBUIOK HA 3HAYCHHs HIIH
AYCHKH, a TaK K€ AUana3oH fueek. [Ipu 3ToM y ofHUX (PyHKIUI apryMEHTHL — 3TO
TEKCT WM YUCIIA, Y APYTUX — BPEMA U JATHL

Mnorue (GpyHKUMH MOTYT MMETH Cpa3y HECKOJNBKO apryMeHToOB. B Takom
ClIy4ae, KaKABIH U3 HUX OTACIAETCS OT CIIEAYIOIIEro TOUKOi ¢ 3amsaToi. Hanpumep,
dbynkuus =[IPOU3BEM(7; Al, 6; B2) cuntacT Npou3BEICHNE YETHIPEX Pa3HBIX
YUCEN, YKA3AHHBIX B CKOOKAX, U COOTBETCTBEHHO COACPIKHUT YETHIPE apryMeHTA.
ITpu 3TOM B HAIIEM CIIyYac OOHH ApPrYMEHTHI YKA3aHBI IBHO, 4 APYTHE, SIBISIOTCA
3HAYCHUAMM OTIPEACIICHHBIX SYEEK.

Tak k¢ B KayecTBE apryMEHTa MOXKHO MCIOJIB30BATH APYTYIO (DYHKIMIO,
KOTOpas B 3TOM CJlydae HasblBacTCs BJOKeHHoii. Hanmpumep, ¢yHKIug
=CYMM(A1:AS5; CP3HAUY(B5:B10)) cyMMHUpYET 3HAUEHNS TYEEK HAXOIALIMXCA B
auamazone otr Al go AS, a Tak K€ cpeJHec 3HAYCHHME UYMCEN, PA3MCIICHHBIX B
kietkax B5, B6, B7, BS, BO u B10.

Y HEKOTOPBIX MPOCTHIX (PYHKIMI apryMEHTOB MOXKET He OBITh BOBCE. Tak, ¢
noMopl0 GyHkuMH =THATA() MOXKHO MOMYYUTH TEKYIUME BpeMs H JaTy, HE
HCTIOJIB3Y S HUKAKUX APTYMEHTOB.

Jlaneko He Bce pyHKIMH B Ecxel MMEIOT mpocToe onpeneneHne, Kak (pyHKIHIA
CYMM, ocyniecTBIIsIOIIAA CYMMHPOBAHKE BEIOPAaHHBIX 3HAUCHHI. HekoTopeie u3
HUX HMCIOT CJIOKHOC CHHTAKCHYCCKOS HANMCAHHE, a TaK K& TPeOYyIOT MHOIO
APTYMEHTOB, KOTOPHIE K TOMY K€ JOJKHBEL OBITH IPABWIBHBIX TUIOB. YeM cloxkHEee
(dYHKUUSA, TEM CIOKHES €€ MPABUIBHOE COCTapneHue. Y pa3paboTyHKy 3TO yUIIn,
BKITIOYHB B CBOW 3JICKTPOHHBIE TAOMWLBI MOMOLIHUKA 1O COCTABNCHUIO (PyHKLMIT
JUIs one3oBarteneii — Macrep gyHKumii.

Jlng toro 4ro OBl HayaTh BBOJAWUTH (PYHKIMI ¢ momonpiy Macrepa
(pyHKUHI, DICJKHUTE HA 3Ha40K BeraBuTh pynkumio (fX), pacnoyioKeHHBIH cieBa

oT CTpokH popmy.I.
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Tax xe kKHonKy BeTaBuTh (PYHKUMIO BBl HAMJECTE HA JICHTE CBEPXY B IPYIINIE
bubanorexa gynkunii Bo Briagke @opmyasl. Enie ogHum crnocodoM BbI30Ba
macrepa GpyHKuMii sBisercs couetanue kinasu Shift+F3.

ITocne OTKPBITHS OKHA TOMOLIHUKA, IEPBOE, YTO BaM MPHUIETCS CAENATH — 3TO
BbIOpATh KaTeroputo (PYHKIMHU. J[71s1 3TOr0 MOKHO BOCTIOJIB30BATHCS MOJIEM TTOUCKA

WK HUCITaAaronUM CITHCKOM.

Mownck yHKLMM:

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

Kateropua: 10 HegasHO MCNONB30BABLWINXCA

BrifeprTe OYHKUWMID:
ECITN

CYMM
CP3HAY
FMMEPCCBUTKA
CYET

MAKC

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

Cnpaska No 370 GYHKUWK

B cepenuHe okHa oTpakaeTcs nepeueHb PyHKIMI BHIOPAHHOK KaTeropyuu, a
HIWDKE - KPaTKO€ OMMCAHME BBIACICHHOH KypcopoM (YHKIMM M CIpaBKa MO €¢
aprymentam. Kcrarm HazHayeHue (yHKIMM 4acTO MOXKHO OMNPEACTUTH MO €€
Ha3BaHMIO.

CpenaB HeoOXomumblii BeIOOpP, wenkHUTE MO KHomke OK, mocne uero

MOSIBUTCS OKHO APryMEHTBI (DYHKIUH.



CYMMECTK
AwnanazoH

Kputepuid

[ManasoH_cyMMUpOBaHUA |

CYMMMPYET a4eiKkM, 334aHHBIE YKaSaHHEIM YCI0BUEM,

AwanasoH JWanasoH NPOBEPAEMLIX AYEEK.

3HaYyeHune:

Cnpaska No 3Tol dyHKLNK ‘ OTmeHa

B JieBOM BepXHEM yIJy OKHA yKa3bIBACTCs UMs BIOpPAHHOW (DYHKLMU, MOJ

KOTOPBIM HAXOMATCS MOJIs, CIIy Kalue JUuisi BBOAA HEOOXOAMMBIX apryMEHTOB.
CnpaBa OT HMX, MOCJIE 3HAKA PABEHCTBA YKA3bIBAKOTCS TEKYIIME 3HAUECHUS KAKI0TO
aprymeHTa. B HIKHEH wvacTM OKHa pa3MEILaeTcs CrpaBouYHasi UH(opMmarius,
yKa3blBAIOLIAsi Ha3HAUYEHUE (DYHKLMU U KKIONO apryMeHTa, a TAKKE TEKYILUii
pe3yNbTaT BHIYUCTECHHUS.

Ccblnku Ha srueiiky (MM MX Iuanas3oH) B MoJis 7Sl BBOAA apTyMEHTOB MOYKHO
BBOJIUTh KAaK BPYYHYI0, TAK U UCTIOJIB3Ysl MbIlIb, 4TO ropaszno ynaoouee. s storo
MPOCTO LICNTKANTE JCBONH KHOMKOM MO HY)KHBIM KJI€TKaM Ha OTKPBITOM JIUCTE WK
oOBemuTe MX HEOOXOAMMBIM auana3oH. Bce 3HaueHuss OyayT aBTOMATHYECKH
MOJCTABJICHBI B TEKYIIIEE 10JIe BBOA.

Eciu auanoroBoe OKHO ApryMeHThl (DyHKIMU MEIIAECT BBOAY HEOOXOAUMBIX
JAHHBIX, TepeKpbiBasi coOoi padoumii JUCT, €r0 MOXKHO HAa BPEMS YMEHBILHUTD,
HAQ’KaB HA KHOIKY B IIPABOIi 4acTH 10J1sl BBOJIA APIyMEHTOB.

[ToBTOpHOE HAXKATUE HA HEE K€ MPHUBEAET K BOCCTAHOBJICHUIO OOBIYHOTO
pazmepa.

[Tocne BBOA BCex HEOOXOAUMBIX 3HAUEHHIA, OCTACTCSl KJIIMKHYTh 110 KHOMKE

OK u B BEIOpaHHO# siueiiKe MOSBUTCS PE3yJIbTAT BEIYUCIICHUSI,

JlnarpamMmbl



JoBOJIBHO 4YacTo umcna B Tabmume, Aake OTCOPTUPOBAHHBIE JOJDKHEBIM
00pa3oM, HE MO3BOJIAIOT COCTABUTH MOJIHYK) KAPTHHY MO UTOraM BRIYUCIEHMIA, UTo
OBl MOJYYUTH HATMAAHOE NPEACTaBIeHHE pe3ynbTatoB, B MS Excel cymectsyer
BO3MOXKHOCTE MMOCTPOCHUA AHAIPAMM PA3IMUHBIX THIOB. JTO MOKET OBITh, Kak
oObluHas rucTOrpaMmMa WIM rpadyMK, TaKk M JICHECTKOBas, Kpyrosas HWIH
3K30THYECKAs My3bIpbKOBasl AudarpaMMa. bosiee TOro, B MporpaMMme CylIeCTBYET
BO3MOXKHOCTE CO3JIaBaTh KOMOWHHUPOBAHHBIE AMArPaMMBl M3 PA3JIHYHBIX THIIOB,
COXpaHAs UX B KauecTBe madaoHa i JalbHEHIIero ucToib30BaHusl.

Junarpammy B Excel MOXHO pasMecTHTh JHOO HA TOM K€ JIUCTE, TAE YKE
HaxoauTcs Tabiiia, U B TAKOM CIIydae OHA HA3BIBACTCA «BHEIPEHHON», MO0 Ha
OTACTHEHOM JIUCTE, KOTOPBI CTAaHET HA3BIBATHCA «JIHCT AUArPAMMEBD».

B kadecTBe mpumepa, monpoOyeM MpeACTaBUTh B HATVIAHOM BUAE JaHHBIE
€KEMECIYHBIX PACX0/A0B, YKa3aHHBIX B TaOJHIIE.

s co3ganns aMarpaMMBbl Ha OCHOBE TaOJHYHBIX JAHHBIX CHAYAJIa BEIACIIATE
Te s4eiiky, HHPOPMALHs U3 KOTOPBIX NO/KHA OBITH NPEACTABICHA B IPapHUECKOM
Buje. [Ipu 3TOM BHELIHMI BHA AMArpaMMBI 3aBUCHT OT THIA BBIOPAHHBIX JaHHBIX,
KOTOpBIC JOIDKHBI HAXOAWUTHCS B CTOJOLAX MM CTPOKax. 3arojOBKH CTONOLOB
IOJKHBI HAXOAUTHCA HA 3HAYCHUSAMH, a 3ar0JIOBKH CTPOK — CJIEBA OT HUX. B Hatem
CIIy4ae, BBIACIAEM KJIETKH COJAEPKAIINEe HA3BAHUA MECALIEB, CTaTeil pacXxoA0B UX

3Ha4YCHHA.



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

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

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

MpoaykTbl

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

13

14 HaxkonneHua

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

15

3areM, Ha JieHTe BO BKiaake BeraBka B rpynne /lmarpammbl BeiOepute

HY KHBIA TUII U BUJ auarpammbl. YTo Obl YBUAETH KPaTKOE€ OMNUCAHUE TOTO WJIH

HWHOI'O THUIla U BUAa JHarpamMmm, HEOOXOIUMO 3aCPKaTh HA HEM YKa3aTCJIb MBIIIIN.
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MPoAYKTHI NUTaHUA

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

15

18

B npasom HukHem yrity Onioka Jlmarpammel pacrnonaraercs HeOOsbIuas

kHonka Co3aaTe amarpamMmy, C TOMOIIBKO KOTOPOM MOYKHO OTKPBITh OKHO

BeraBka quarpammbl, 0TOOpa)karoLlee BCE BU/IbL, THIIBI M LIA0JIOHBI AUarpamMm.
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KomBuHuposarHas

B Hamem mnpumepe fgaBaiite BbIOEPEM OOBEMHYIO LMIMHIPHYECKYIO
THCTOrpaMMy C HAKOIUIEHUEM U HakMeM KHonKy OK, mociie yero Ha paboyem ucre

MOsABUTCA AUarpamma.
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W [poayKTbl NUTaHWA M Mpoesa W PazsneyeHua

W WHTepHeT W Opexaa v obyss M UTOro



Tak xe oOparuTe BHUMaHHWE, HA MOABICHHUE OOMOJIHUTEIBHON 3aKJIAJKH HA
nentTe Pafgora ¢ amarpaMmmami, coJepxkaitas eule Tpu Briaaku: KoHerpykrop,
Maxker u ®@opmar wid KoHcTpykrop u @opMar B 3aBUCHMOCTH OT BEpPCHH,
YCTAHOBJICHHOM y Bac mporpaMmmel.

DOpMATUPOBAHUE U U3MEHEHUE TUATPAMM

[Ipy NnepBUYHOM CO3JAaHHUHU AUATPAMMEL 3aPaHEe OYEHb TPYAHO OMPEACIIUTS,
KaKoOi €¢ THN MpPeIOCTAaBUT HauOoJIee HAMISAHO BHIOPAHHBIC TAOIMYHBIC JAHHEIC.
Tem Gosnee, BIOJHE BEPOATHO, YTO PACHONOKCHUE HOBOH AMArpaMMBI HA JIUCTE
OKQKETCs COBCEM HE TaM, I/Ie BaM XOTEJIOCH OB, 1a H €€ pasMephl BaC MOTYT HE
ycTpanBark. Ho 310 He 6eJa — mepBOHAYANBHBIA THII H BHJ JHATPAMMBI MOXKHO
JIETKO HU3MEHHUTB, TAK )K€ €€ MOYKHO MIEPEMECTHTD B JTI00YI0 TOUKY pabodcii obnactu
JUCTA WM CKOPPEKTUPOBATE FTOPU3OHTAIBHBIE H BEPTHKAJIBHBIE PasMEPHI.

Yo OBICTPO U3MEHUTH THIT JUarpaMMel Ha BKJIaake KoHeTpykTop B rpymnmne
Tun, pasMewaoLeics CIeBa, WENKHUTE KHONMKY H3MEeHUTh THI AHArpaMMel. B
OTKPBIBILIEMCA OKHE C/I€BA BEIOCPUTE CHAYANIA MOAXOAAIIUH TUIT TUArpaMMBI, 3aTEM
e¢ noarun W HaxMutre kHomky OK. JluarpaMMma OyaeT aBTOMATHYECKH
nepectpoeHa. Crapaiiteck noadUpaTh TaKO# THUIl AUArPAMMBI, KOTOPBIH HaHOoJce
TOYHO U HArTIAZHO OyJeT JEMOHCTPUPOBATD LEJIb BALIUX BEIYUCIICHHIA.

Ecnu nanHble Ha auarpaMMe OTOOpaXarTcs HE AOJDKHBIM 00pasoM,
nonpoOyiHTe MOMEHATE MECTAMH OTOOpAXEHWs CTPOK H CTONOLOB, HaXKaB Ha
KHOTIKY, CTpoka/cronben B rpynne Jdannbie Ha BK1agke KoHeTpykTop.

[TomoOpaB Hy>XHBI THN AWArpaMMbl, MOXKHO MOpadoTaTh Haj €€ BUAOM,
MPUMCHUB K HEH BCTPOCHHBIC B MPOTPaMMy MAakeTel M cTwiH. Excel, 3a cuer
BCTPOCHHBIX PELICHWH, MPEAOCTABIAET MOJIB30BATENAM IIHPOKHE BO3MOKHOCTH
BHIOOpA B3aMMHOIO PAcIONOKEHUs BJIEMEHTOB IUarpaMM, HX OTOOpaKeHus, a
TaKe LIBETOBOTO OopMneHnd. BeIOOp Hy»KHOTO MakeTa U CTHJIS OCYIIECTRISETCA
Ha BKIagke KOHCTpPYKTOp B Ipynmax ¢ TOBOPALIMMHM HAa3BaHHAMH Makernl
anarpaMM U Ctuan guarpamm. Ilpu 3T0M B KaXI0i M3 HHUX €CTh KHONKA
JIONO/IHHTEIbHbIE MApaMeTPbl, PACKPBIBAOIIAA MOJHBINA CIUCOK MPEAIaracMbIX

PELICHUIA.



M Bce ke HE BCerga cOo3JaHHad WM OT(GOpPMATHPOBAHHAA AMArpaMma ¢
MOMOILBE) BCTPOSHHBIX MaKETOB U CTUJIEH Y IOBIAETBOPAET MOIB30BATENCH LIETUKOM
U IONHOCTBE). CIUIIKOM OONMBIIOH pasMep NIPU(TOB, OUEHB MHOTO MECTA 3aHUMACT
JeT€HOa, HE B TOM MECTE HaxXOOATCA MOAMMCH JAHHBIX WK camMa AWarpaMma
CIIMIIKOM ManieHbkas. ClIOBOM, HET IpeAcia COBEPLICHCTBY, U B Excel, Bee, yTo BaM
HE HPAaBHUTCA, MOKHO UCIPABUTh CAMOCTOATENBHO HA CBOM «BKYC» U «1BETY. [leno
B TOM, YTO JUarpamMma COCTOMUT U3 HECKOJIBKHX OCHOBHBIX OJIOKOB, KOTOPBHIE BBI
MOJKeTe (POpMATHPOBRATE.

Obaacms ouazpammst — OCHOBHOE OKHO, [AE€ PasMEIIalOTCA BCE
OCTAITBHBIC KOMIIOHEHTHI JHarpaMmel. HaBead Kypcop MBIILHK Ha 3Ty 00IacThb
(MOABJIACTCA YEPHOE MEPEKPECTHE), U 3AKAB JICBYIO KHOIIKY MBIIIH, MOYKHO
NEpPEeTAINTE AUarpaMMy B THOOYEO YacTh JIUCTA. ECNH 5k€ BB XOTUTE H3MEHUTh
pasMep AMarpaMMBbl, TO HABEAMTE KYPCOP MBIIK Ha JIFOOOH M3 yINOB HIH
CEepeOMHy CTOPOHBI €€ PaMKH, H KOTJa YyKasarelb MpuMer ¢opMmy
JABYXCTOPOHHEH CTPETOYUKH, MOTIHUTE €r0 B HY>KHOM HANPABICHHH,

Obaacmpy nocmpoenua Ouazpammsi — BKIIOYAET B ce0 BEPTUKATIBHY KO
Y TOPU3OHTANIBHYIO OCH, P JAHHBIX, 4 TAK K€ OCHOBHBIC H JOMOJIHUTENBHEIC
JIUHUHA CETKU (CTEHBI).

Pao oannvix — pnaHHBIE, MPEACTABICHHBIE B TIpaUYECKOM BHAE
(auarpamma, rucrorpamma, rpapuk u 1.4.). MOryT HMETh NOANKUCH JAHHEBIX,
OTOOpaKAIIME TOYHBICE UUPPOBBIE TMOKA3aTENH CTPOK WIH PAJOB
AvarpaMMBl.

Ocv 3HaueHuili u 0Cb Kame2opuilt — 4YNCJIOBBIC TAPAMETPHI,
PACIIONIOKEHHBIE  BAOJIb BEPTHKAIBHOH W TOPU3OHTAIBHOW  JIMHHUMA,
OPHEHTHPYICH HA KOTOPBIE MOXKHO OLCHHMTH JaHHBIC AuarpaMmel. Moryt
UMETH COOCTBEHHBIE MOMUCH JETCHUH 1 3aTOJIOBKH.

Junuu cemku — HArMAOHO TNPEACTABIAIOT 3HAYEHWUA OCEH o
PasMEIIATCA Ha OOKOBBIX MTAHENAX, HA3BIBACMBIX CTEHAMH.

Jlecenoa — pacummppoBka 3HAUEHHI PANOB HITH CTPOK.



Jliobomy  monp3oBaTemo  Excel  mpegocraBngercs  BO3MOXKHOCTH
CaAMOCTOATEIBHO H3MEHATh CTHIIH U XYIOKECTBEHHOE IIPEACTABICHHE KOKAOrO U3
BBILLIEMIEPEUNCIICHHBIX KOMIIOHEHTOB quarpaMmel. K BaniuM ycnyraMm BBIOOp 11BETA
3QJIUBKH, CTUJIS TPAHWL, TOJIIHHBI TMHUHA, HANOKEHUE 00beMa, TEHE, CBCUCHUA U
CIIIAKNBAHUA HA BEIOPAHHBIE OOBEKTHI. B 111060i MOMEHT, MOKHO H3MEHHUTH OOLInit
pasMep JuarpaMMbl, YBETMYUTH/YMEHBIIUTE JOOYK €€ 0o0macTh, HaMpUMED,
YBEIMYUTh CaMy JOWAarpaMMy M YMEHBLIMTE JIETCHOY, WIH BOOOIIE OTMEHHTH
O0TOOpA’KEHNUE HEHY)KHBIX TIEMEHTOB. MOJKHO H3MEHUTD YIOJ1 HAKJIIOHA AUAr PAMMEL,
MOBEPHYTh €€, chenaTh 00BbeMHOH wmm miockoil. OmauM ciosoM, MS Excel
COIEPKUT MHCTPYMEHTHI, TIO3BOJIAIOLINE MMPUOATh AHArpaMMe COOCTBEHHOPYYHO
HanbOonee ya00HBIH I BOCIPUATHS 00pa3.

JInd U3MEHEHUS KOMIIOHEHTOB AHArpaMMBl BOCIOIB3YHTECH BKIAAKOM
Makert, pacnono:keHHOI Ha JieHTe B o0nmactu Padora ¢ nnarpaMmamu.

3Aech BBl HAWOCTe KOMAHIBl ¢ HA3BAHHMAMM BCEX YacTell AMArpaMMEbl, a
IEJIKHYB 10 COOTBETCTBYIOIIUM KHOIMKAM, MOKHO EPEHTH K X (POPMaTHPOBAHHIO.
Ecte n apyrue, Oonee nmpocTeie ¢noco0Bl U3MEHEHHS KOMIIOHEHTOB AMATPaMM.
HanmpuMep, AOCTAaTOYHO MPOCTO HABECTH KYyPCOP MBIIM HA HYKHBIH OOBEKT, H
IIECNKHYTE TI0 HEMY [BA pasa, MOCJIE YeTo Cpa3y OTKPOSTCA OKHO PopMaTHpOBaHUA
BBIOPAaHHOTO 3JIEMEHTAa. Tak e BBl MOXKETE BOCHOJB30BATHCA KOMaHIAMHU
KOHTEKCTHOIO MEHIO, KOTOPOE BBI3HIBACTCA KJIMKOM IPABOH KHOMKHM MBILIH TI0
HY>KHOMY KOMITOHEHTY.

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

Kak Bugnte, BCTpocHHBIE B EXcel HHCTpYMEHTHI (hOpMaTUPOBaHNs AAarpaMmm
JNEUCTBUTENBHO [AKT LIHPOKUE BO3MOXKHOCTU TONB30BATENIM M BHU3YAIBHOE
MPEACTABICHUE TAOIMYHBIX JAHHBIX HA 3TOM PHCYHKE Pa3sHTENIBHO OTJIHYAETCA OT

IEPBOHAYAIIEHOTO BAaPHAHTA.
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MpoayKThl NUTaHUA Mpoesan m PazgnevyeHuA WUHTEepHeT Opexwnan obysb mMWTOro

Ho Ha naHHO#M AmarpaMme BMECTO HA3BaHHWSI MECSLIEB HamucaHbl LUQPHI 1,
2.3 ¥ T.A. DTO MPOMU3OIILIO MOTOMY, UYTO HA3BAHUS MECSLIEB HE HAXOAATCS PAIOM C
TOM 4acTbIO TAOJMLIBL, 10 KOTOPOM MBI CTPOWJIA, U HAM HE YAAJIOCh BBIACIUTH UX
cpa3sy, Kak 3TO BO3MOKHO MPH MOCTPOECHUH rpaduka mo noxonam (yaaiuB CTPOUKY
NOX0/b!). BeiaenseM UCTOYHUKH 10X0/1a, HA3BAHUSI MECSIIE M YMCIIOBBIC 3HAUEHUS

J0X040B, BO BKJIIaAKEC BCTaBKa Bbl6l/lpaeM r'uCTOrpaMmy.

FNABH. PAIMETKA CTPAHMLL QOPMYNL| LAHHEIE PELIEHIVMPOBAHME BnA Fouit POF
| J ; LR wh Ju =T
oaisan Pex Anmacry Ip Fucrorpamasa Bumrps Cpea Bpew
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IIpakTuyeckas paGora Ne7

Texnoaorun noucka HagopmManuu

Lens u 3agaun padotel: ITonyynTs 3HaHNA 00 agpecaumu B ceTH FIHTEPHET,
METOJAaX MOKMCKa HHPOPMALIMHK ¢ HCTIONIB30BAHUEM MH(POPMALMOHHBIX TEXHOJIOTHIA,
HAYYUTBCA OCYLIECTBJIATH BHIOOP METOAMKH MOHMCKAa HMH(OPMALMH, OBNAJEThH
HABBIKAMHM HCIOJIB30BAHUA PA3IMYHBIX HHCTPYMEHTOB MPOPECCHOHANBHOIO
OOLICHHA, TPEIOCTABNAEMBIX TT100aNBHOM CeThIO IHTEpHET.

3HaTh. TEXHONOTHH MOUCKA HHPOPMAIIH

YMETh: NPUMEHATH METOABl TMOMCKA HHPOPMALMH € WCIONB30BAHUEM
HHPOPMALOHHBIX TEXHOJIOTUI

FMeTh ONBIT AEATENBHOCTH: BHIOOpPA METOMUKH IMO-HCKa HH(popMaluy;
OBJIAJIETH HABBIKAMH UCIIOIb30BaHUA Pa3TUYHBIX HHCTPYMEHTOB

npodecCUOHANTBEHOrO O0LLE-HUA, MPEIOCTABIAEMEIX TTI00abHO ceThio IHTepHeT

B HHTepHETE COCPENOTOUEHO OTPOMHOE KOMMYECTBO AOKYMEHTOB. UTOOBI
oOJICrYNTE TIOMCK HY)KHOM HHQOPMALMH, CO3JAIOTCS CHEUHANIBHBIC MMONCKOBHIC
MALIHHBL.

[TouckoBBIE MAIIMHBEL — 3TO ABTOMATHYECKHUE CHCTEMBI, OMNPAIIHUBAIOIINEG
CEPBEPHI, MOJKIIOYCHHBIC K TOOANBHOM CETH, W COXPAHAIOIHUE B CBOCH Oaze
HHPOPMaLHIO 00 HMEIOLIMXCA HA cepBepax JaHHBIX. [ JoMckoBBIe MaLIHHEI (Spiders,
crawlers) NoCTOAHHO UccaeAyT CeTh ¢ LETBK MOMOMHEHHS CBOMX 0a3 JaHHBIX
JOKYMEHTOB. OOBIYHO 5TO HE TPeOyeT HHKAKHX YCHJIMA CO CTOPOHBI YETIOBEKA.
ITpumepoM MOKeT OBITh TOMCKOBag cuctema Altavista (cucTtemMa OTKpBITa B AeKabpe
1995. ITpunaanesxxut xomnanuu DEC. C 1996 rona cotpyaau4aet ¢ Yahoo).

[To cnemmaneHBIM 00pa3oM CHOPMYTMPOBAHHOMY 3aMpoCy MOHUCKOBBIE
MALIMHBL TPEJOCTABIAIOT MHPOPMALMIO O TOM, TA€ MOXKHO MOJYYHTD
HEOOXOAUMBIE TAHHBIE,

[TouckoBBIE MAIIMHBL COCTOAT M3 TPeX uvacTel: podoTa, HMHAEKCA U

mporpaMMel 00paboTKH 3anpoca



PobGot (Spider, Robot mimm Bot) — 310 mporpamMma, KoTopas noceiaeT Beo-
CTPAHHIBI M CYHMTHIBACT (TOJHOCTHK) MIIM YACTHYHO) HX COJAECPKHMOE. POOOTEHI
MOUCKOBBIX CHCTEM Pa3IMYaOTCA MHAUBUAYAIbHOM CXEMOH aHANH3a COACPKUMOTO
BeO-CTPaHHULIBL.

HHACKC — 3TO XPaHIWIHILIE JAHHBIX, B KOTOPOM COCPEAOTOUYCHBI KOMMMH BCEX
MOCEIIEHHBIX Po0OTaMH CTpaHull. WHAEKCH B KAXKAOH MOUCKOBOH CHCTEME
pa3mMyaTed mo 00seMy M Croco0y OpraHM3aluH XpaHuMOi HHpopMauuu. ba3el
JAHHBIX BEOYIUMX MOHCKOBBIX MAILOMH XPaHAT CBEACHUA O ACCATKAX MUJUTHOHOB
JOKYMEHTOB, a O0OBEMBI HX HHJAEKCA COCTABJIAIOT cOTHW ruradaiit. MHAeKcH
MEPUOANYECKH OOHOBIAIOTCA U AOMOMHAIOTCA, [IOATOMY PE3YIBTATE PadOTHI OAHOM
MOUCKOBOH MAIIWHBI ¢ OJHUAM H TEM K€ 3alPOCOM MOTYT Pa3mudarbes, €CIIM MOUCK
MPOU3BOWIICS B PA3HOE BPEMAL.

[Tporpamma 06paloTkH 3anpoca — 3TO MporpaMMa, KOTOpas B COOTBETCTBUH
C 3aIPOCOM TIONB30BATEIA IIPOCMATPUBACT» HHACKC HA TPEAMET HAJIMYHA HYKHOM
HH(pOPMALIUM U BO3BPALIAET CCHUIKHM HA HAWACHHBIC JOKYMEHTH. MHOXECTBO
CCBUIOK HA BBIXOJE CHUCTEMBI PACHpeACTAeTCs NporpaMMoil B nopsaake yObIBaHUS
PENEBAHTHOCTH, TO €CTh OT HANOONBIIECH CTEMIEHH COOTBETCTBHISA CCBUIKH 3alPOCy K
HAUMEHBIIECH.

B HacTod1iee BpeMs caMBIMU MONYJISPHBIMH JJ1s1 POCCHICKHUX MOTb30BATENECH
HHTepHeTa ABIAKOTCA ABE KPYIHBIC TOHUCKOBBIE CHCTEMBI HHACKCHOTO THIIA:
Google, Yandex. 3TM CHCTEMBI YYMTBIBAOT TPAMMATHYECKHE OCOOCHHOCTH
PYCCKOTO 43bIKa, TIOITOMY PE3YJIbTaThl UX TMOMCKA B PYCCKOSI3BIYHBIX PECYpCax
OTNHYAKTCA O0NEe BEICOKAM KA4€CTBOM, YEM Y 3AIMAJHBIX CHCTEM.

CormacHO  CTaTUCTMKE  TOMCKOBOM  cucteMbl  (Google,  3ampochl,
HaunHawmuecas ¢ «Iae», «Kro», «Korma» m «Ecthb», cocraBmarwoTr 8% Bcex
MOMCKOBHIX 3apocoB B Google.

PEHTUHT TIOMCKOBBIX CHCTEM CPEIM PYCCKOA3BIYHBIX TMOJB30BATENICH
MPEACTaBIICH B TAONHLE 1.

Tabmua 1

PEeHTHHT MOUCKOBBIX CUCTEM CPEAU PYCCKOA3BIYHEIX MOJIB30BATEICH



[Touckosad cuctema Web-aapec
Google https://www.google.ru
Anpeke https://yandex.ru
Mail.ru https://mail.ru

[TonCKOBBIE MALIMHEL PA3THYAIOTCS [0 OXBATy HH(QOPMALMOHHBIX PECYPCOB:

[TouckoBele MalIMHBL O0MICH TEMaTMKH HMMEKT 0a3y JaHHBIX MO BCEM
HANPABJICHUAM 3HAHUH U OTINYAIOTCA OOIIHMPHBIM HHAECKCOM M O0BIIHM 00BEMOM
HAKAIUTHBAEMOi HH(pOpMAaLUH,

[TouckoBBIE MalIMHBI CICHUANIBHOTO HA3HAYEHHA MPOCMATPUBAKOT TONBKO
CaMTEI 1O OMPEACIICHHON TEMATHKE, HATIPUMEDP MY3BIKATIBHBIC HIIH MY3€HHEIC.

OCHOBHBIE XapaKTEPUCTHKH MOMCKOBBIX MAILIUH:

— 00BEM IOKYMEHTOB B HHIEKCE;

— qacToTa OOHOBIEHNA HHPOpMaALHH;

— MHPOPMALMOHHOE MPOCTPAHCTBO, KOTOPOE OXBATHIBACT POOOT MOMCKOBOM
MAIIMHBL, W Pa3HOOOpasHe THUMOB JOKYMEHTOB, O KOTOPBIX COOHMpaeTcd
uHpOpMAaLHs;

— CKOpoCTh 00paboTKy 3ampoca;

— KpUTEpHIl ONpEAeNiCHUs] PEICBAHTHOCTH (COOTBETCTBHUS HAliICHHOrO
JOKYMEHTA MTOMCKOBOMY 3a1pocy ),

— BO3MOKHOCTD JCTAJIM3ALMH U YTOYHCHHUA 3a1poca.

IMouck mo pyopukaTopy NOHCKOBOI CHCTEMBbI

[TouckoBBIE KaTaJOrH MPEACTABNAIOT COOOH  CHCTEMAaTU3UPOBAHHYIO
KOJUICKLMIO (ToA0OpKY) CCBUIOK Ha Apyrue pecypceel HMutepHera. CCBUIKH
OpraHu30BaHbl B BHIE TEMAaTHYECKOro pyoOpukaropa (cM. PHCYHOK 1),
MPEACTABIAIOILETO COOOH HEPAPXHUYECKYE) CTPYKTYPY, MEPEMEILAACE MO KOTOPOid,

MOYKHO HalTH HYKHYI0 HH)OPMALIHIO.



AHpekc —

Y Cravanre Anpexc.bpaysep

PyOpukaropsl

Pucynox 1 — PyOpukaropsl SIHaekc

Paccmotpum  npumep. [lpeanonokum, Bbel coOupaerech MPUOOPECTH
MOOWJIBHBINA TENE(POH M XOTUTE CPABHUTH XAPAKTEPUCTHKHM AalMaparoB pa3HbIX
¢upm. [Torck Mor Obl BECTHUCH MO CIIEAYIOLMM pyOpUKaM Kartaora:

Aupexce > Karanor > Mapket > DnekTpoHuka > CMapT(OHbI U aKceccyapsl
> MoOunbHbIE TENEHOHBI.

[lonyurB OrpaHMYEHHOE KOJIMYECTBO CCHUIOK, MOXHO JOCTAaTOYHO
OIEPATUBHO UX MPOCMOTPETH U BLIOPATh TENE(HOH, UCCIEA0BAB XapaKTEPUCTUKH T10

(dbupmam 1 MoaM(pUKaALKIM annapaToB.

Ilouck no KJIO4YEBLIM CJIOBAM

BOJIBIIMHCTBO MOMCKOBBIX MAIlIMH MMEIOT BO3MOYKHOCTb TOMCKA IO
KIKOYEBBIM CJIOBaM. DTO OJMH M3 CaAMbIX PaClPOCTPAHEHHBIX BUAOB MOMCKA. Jlyis
MOMCKA MO KJIIOYEBBIM CJIOBAM HEOOXOJMMO BBECTU B CTPOKE MOMCKA CJIOBO WIIH
HECKOJIBKO CJIOB, KOTOPLIE CJEAYeT MCKaTh, M LICJIKHYTh HAa KHOMKE [louck.
[TorckoBasi cucTeMa HalAET B CBOEH 0a3e M MOKAKET AOKYMEHTBI, COACPIKALLIUE 3TH

CJIOBa.

[Touckosas cucrema Google (pucyHok 2).
Google mnO3BONSET OCYIIECTBIAATL TOWUCK B Pa3sNUYHbIX MCTOYHMKAX
uH(popmauuu: BoO BcemupHoii nayTune, B Karajaore, B IMCKYCCUOHHBIX IPynmax, a

TaK)KC UCKATh KAPTUHKH.



Google

Mouck B8 Google Mte nose3séT!

Pucynox 2 — Unrepdeiic Google

Bo3MOKeH Takke pacliMpeHHbIN MOUCK (PUCYHOK 3), KOTOPBIA MO3BOJISET
Pa3bICKMBATh JOKYMEHT Ha Pa3HbIX fA3blKax U B paznuuHbix popmarax (PDF, DOC,
XLS u T1.4.), moKa3plBaTh CTPAHULIbI, U3MEHEHHBIE B TEUCHUE ONPEACICHHOrO
BPEMEHM, M YUUTHIBATH P APYTHX MAPAMETPOB.

Google
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Pucynok 3 — Pacmpennsiii nouck Google



Pabotas ¢ Google, mMONe3HO 3HATH HECKOJIBKO OMEParoOpoB, KOTOPHIE
ynpouarT nouck. Hanpumep, mis Toro 4roObl MOJYYUTH TOAKOBAHUE CJIOBA WU
COUCTAHUA CJIOB, AOCTATOYHO MEPEd HE3HAKOMBIM TEPMHMHOM (depe3 mpoden)
Hanedarark «definey.

Taxk, 3anae 3anpoc «define IHTEpHET», BB MOMYYNTE CIEHUATBHYIO CCBUIKY,
MPEAOCTABIAOLIYIO BCEBO3MOKHEBIE TOJIKOBAHHS TepMHHA B CETH.

CnoBo «site», COMPOBOKAAEMOE IBOETOUHEM, TTO3BOJIAET OrPAHUYHTD MTOHCK
KOHKPETHBIM caiitom. HampuMmep, 3anpoc «ceTh site: www. hownetworks.boom.ruy
TO3BOJISCT HANTH JOKYMEHT CO CIIOBOM «CETH)» HA KOHKPETHOM CaMTe.

J1s KayKooro JOKYMEHTA BBIOACTCS CCHUIKA Ha pecype H cchiika [Ilokazare
HaliICHHBIE CJIOBA] — MEPEXO0 Ha MOACBEYCHHBIH TOKYMEHT, TJI€ KOHTEKCT 3ampoca
BBIJIEJIEH CTPEIOYKAMH, KOTOPBIE 00€CTIEYHBAKOT NEPEXOA MO BHIACICHHBIM CIOBAM
PacrunpeHHbIN MOUCK.

JIns  JOCTHKEHMS TONOXXMTENBHOIO pPe3ysbTaTa MONb30BaTENb JOIKEH
MpUOETHYTh K YCIyraM HECKOJBKHUX TOHCKOBBIX CHUCTEM. MOXKHO 3TO ¢aenarh
CAMOCTOATENBHO, MEPEXOAA U3 CHCTEMBI B CHCTEMY, @ MOYKHO TIOPYUHTE 3Ty padoTy
OJHOM U3 METANOMCKOBHIX CHCTEM (meta — mepBas COCTaBHAs YacTh CJIOYKHBIX CIIOB,
0003HAYA0IIAs CUCTEMBI AJIS OTIUCAHUA ¥ UCCIIEAOBAHUA APYTUX CUCTEM).

OaHo U3 HA3HAYCHWIT METAMOUCKOBOTO CEPBICA ITPU TIOUCKE — TECTHPOBAHHE
Ceru Ha mpeaAMeT UHGOPMALIUH.

SI3bIK popMHPOBAHHSA 3ANIPOCOB

Jlnsa Toro 4ro0bl cAenaTs MOUCK 0onee MpOayKTHBHBIM BO BCEX MMOMCKOBBIX
CHCTEMAaX CYIICCTBYET CHEUMATBHBIN A3BIK (OPMHPOBAHHA 3aMPOCOB CO CBOUM
CHHTAKCHCOM.

[TpaBuna GpopMupoBaHUs 3aMpoca U NOUCKOBOI CHCTEME STHACKC:

KioueBrie CIOBa B 3amlpoce ClIeOyeT MUCATh CTPOUYHBIMM OykBamMu. 3TO
O0ECIEYNT MOUCK BCEX KIIFOUEBHIX CJIOB, @ HE TOJIBKO TEX, KOTOPBIE HAUHHAKTCS ¢
MPONUCHOH OYKBHI.

[Ipy MOMCKE YUNTHIBAOTCA BCE (POPMEBI CIIOBA MO TIPABUIIAM PYCCKOTO A3bIKA,



HE3aBUCUMO OT (OPMEI CJIOBA B 3aMPOCE.

[Touck crmosa B 3aaHHOH popMe — oneparop «!». CTaBUTCA MEPEN CIOBOM,
KOTOPOE HYHO HalTH. [To yMOmUaHHIO BeCh MOUCK BeAETCA O€3 yueTa MOp(osoruu
A3BIKA, T.€. CIIOBO MILETCA B JKOOOM Majeke, CKIOHECHHW W Yucie. i TOYHOro
MOUCKA HCIOMB3YITE OMEparop, MpH HEOOXOAUMOCTH MMPUMEHSNTE B OJHOM
3anpoce HECKONBKO oneparopos. IIpumep: 'ropoaa.

[Tonck mo umrare — omeparop « ». [loMoraer HalTH TOYHYIO (pa3y HIU
OTPBIBOK TeKcTa. BrmounTe B KaBbIUkM TpeOyemblil 3ampoc. [Ipumep: «4 k Bam
IHIIY, Y€T0 K€ O0Ien.

[Torck mo UTaTe ¢ NPONYLICHHBIM CIIOBOM — OTepaTop «*». Micnons3yercs,
KOTJa B OTPBIBKE MPOMYILICHA YaCTh TeKCTA. I[pUMEHAETCA TOMBKO B COYECTAHUU C
oneparopoM noucka mo uurare. Ilpumep: «B asrycre 2020 poct uHAEKca
3apa0oTHOI1 mIatel coctaBun * B Mocksey.

[ToUCK ¢ HY)KHBIM CIIOBOM — OTEpaTop «+». byayT HalOCHBI AOKYMEHTEI, B
KOTOPBIX 00A3aTENBHO NMPHCYTCTBYET CIOBO C OMEPATOPOM «+». OCHOBHOE CIIOBO
moucka O€3 omepaTopa MOXET MPHCYTCTBOBATh HE HA BcexX cTpaHumax. [Ipu
HEOOXOOUMOCTH HCTONB3YHTE B 3ampoce HECKONBKO onepatopos. [Ipumep:
Hcropus +TpuymdanbHas +apka.

Ilouck ©Oe3 omnpeacneHHOro ciopa — omeparop «—». IloMoraer HalTH
CTPAHMLBL, HA KOTOPBIX €CTh 3aMpOc, HO OTCYTCTBYET CJIOBA C ONEPaTOpOM. MOKHO
HCTIONB30BaTk HECKOJIBKO OMNEparopoB B OAHOM 3ampoce. Ilpumep: Tearp
Cranucnaeckoro —-Hemuposuya —JlaHueHKO

[lonuck Ha BeEIOOp — omepatop «|». HmmMre cTpaHWLEBl, HA KOTOPBIX
MPUCYTCTBYET JII0O0OE CIOBO M3 3amMpoca, Kak MHHHMYM OOHO. Mcnone3yite
HECKOJIBKO OTEPATOpOB B 3anpoce. [TpuMep: KUHO | PUABMBI | CEpHABL.

[Tpaeuna popMupoBaHus 3anpoca B NOUCKOBOI cucTeMe Google.

Cam Google He adpummpyer HHGOPMALMIO O CBOMX «MOMOIIHHKax». Ha
OPUIMATBHOM CaiiTe NOAMEPXKKH MMOMCKOBHKA €CTh HMH(pOpMAaLUs JIMIIBE O
HEKOTOPBIX OMEPATOpax, HO JANEKO HE 000 BCEX. YCIOBHO BCE OMEPATOPBI MOXKHO

NOACIHUTE HA ABC I'PYIIIEL: IIPOCTEIC — IIPCACTABJICHEI, KaK ITPABWIO, B BUAC OHOTO-



OBYX CIICLCHMBOJIOB, 3HAKOB TPENHHAHHSA, CJIOJKHBIC (AOKYMEHTHBIC) — LENbIe
croBa ((hpassl) WIH MPEIIOTH.

K npocTeIM OTHOCATCS:

«+» (mwmoc). JaHHBI onepaTop NO3BOJNAET YUECTh TO WIH HMHOE CJIOBO
(npeanor) B 00sA3aTeNnbHOM mopsake. i 5Toro Hy:kKHO JOOABUTE MEPEH HAM «+».
B pesynbrare mouckoBasg CUCTEMA MOKAXKET TOJMBKO TE PECYPCHI, [IE OTMEUYCHHOE
CJIOBO ({[IPEIJIOr) COACPKUTCA. B 0gHOM 3ampoce MOXKET OBITE Cpa3y HECKOJBKO
TakuX 1mocoB. Hampumep: JLOCTOEBCKUA HANOT COACPKAHUE +KPATKO.

«—» (MuHYC). Ecmu «+» MO3BONAN HAXOJUTH CAlTHI, KOTOpbIE 00A3aTENBHO
COAEPKAT, TO «—» HIIET PeCypChl, KOTOPHIE 00A3aTENBHO HE COAEPKAT YKA3aHHOE
CJIOBO (MCKJIIOYAET €r0).

OH Taicke 1o0aBnAeTCA BIEPEAN CIOBA U MOKET YNOTPEOIATECA HECKOIBKO
pa3 B oaHOM 3ampoce. Hanpumep: penent cymm —(punaaenbpus —X0COMaKH.

«.» {(IBe TOYKH). 3TOT ONEpPaTOp MO3BONACT HCKaTh HHPOPMALHMIO B
OTIPEJIEICHHOM YNCJIOBOM JHANA30HE, ITO MOTYT OBITH AATHI, LICHBL, H3MEPEHUS U
T.1A. Bee unicna u3 auanazoHa Oy AyT NOACBEYMBAThCA B CHUNNETax. [IpuMep: KynuTh
urpoeoit HoyTOyk $200..$300.

«» (npamas yepra). Urobm Google uckan coBmageHus Mo a0OoOMy H3
KJIIOYEBBIX CJIOB, COAEPKALIMXCS B 3aIPOCE, UX HEOOXOAMMO CBSI3aTh CHMBOJIOM «|»
(unu). BMecTo npAMo#i 94€pThl MOXKHO MCMOJIB30BATE mpeanor «OR» (obs3arenpHo
3aryiaBHBIC) — pe3yJIbTaT HACHTHYCH. [IpuMep: JKEHCKOE IIaThe PO30BOE | HEXKHO-
PO30BOE | CBETIIO-KPACHOE | MAJIMHOBOE.,

«» (kaBpluKM). [IpUMEHAIOTCS B cnydasx, KOrga HEoOXOAMMO TOYHOE
coBnageHue cnoBoopmel, ppasel. CHCTEMA HCKITIOYAET CANTHI ¢ MHBIMH (OpPMaMH
HAMUCAHUsI, HHBIM MOPAAKOM CJIOB U T.J. JIaHHBII OoNeparop XOPOlIO COYETACTCA ¢
ApPYTUMH, IMO3BOJAA JieNaThk 3alpoC MaKCUMAaJbHO KOHKPETH3HPOBAHHBIM
(Hanpumep, ¢ «—» ). Ilpumepel, «eMKOCTE OaTapen Samsung S8».

«~» (TUIpaa). YTtoOsl MOMUMO YKA3aHHOTO KJIHOYEBOIO CIIOBA MOHUCKOBHK
HCKAJl U €r0 CHHOHUMBI, HEOOXOJUMO BIEpeaAn A00AaBUTH CHUMBOJ «THIBAAY.

Hanpumep, ~ctardpnsauusd npuyHHLL.



«*» (3Be3gouka). CHMBON «*» IMO3BOMACT HCKATh NPOIYIICHHBIE CJIOBA U3
VCTOSIBIIUXCS W TOMYJAPHBIX (ppa3, BBIPAXCHHUH, CTPOK MY3BIKAJBHBIX U
XyAOKECTBEHHBIX NPOHU3BEACHHUH, IUTaT. IToMoraer, koraa moas30BaTeNb 3a0bL
WIH HE MOKET 4e€TKO c(hOpMyIMpOBaTE CBOH 3ampoc. Hampumep, nmepebiii 3aK0H
TePMOAMHAMMKH IIa*npouecca.

Onepatop «at» (M1, KaKk €r0 B MPOCTOPEULE HA3BIBAIOT, «CO0AKa») CIYKUT
IJTA MOUCKA HHGOPMALIMY 10 TEraM B cOUMANBHBIX ceTax. [Ipumep: @lordjurrd.

«#» (pemrerka). OnepaTop i noucka uHopManuu mo Teram. B gaHHoM
CJTy4ae NOUCK OCYIIECTBIAETCA MO XENITEraM U HE TONIBKO B COLUANIBHBIX CeTAX. Bee
CAMTHI ¢ YKA3aHHBIM XEIITErOM 0TOOpa3ATCs B pe3yabTarax Beigaun. IlpumMep, Kak
npouuy #BeI0ope12020.

«$» (3Hak pomnapa). Yaine Bcero ymoTpednseTcs B KOMMEPUYECKHX 3ampocax
JUT TOTO, YTOOBI HAlTH TOBAP WK YCIIYTY MO KOHKPETHOI IIEHE WIH B KOHKPETHOM
LICHOBOM OMAIA30HE, €CJIH IPUMEHHUTD OTIEPATOP «..».

JoGapup cumBon «$» mepen YHCIOM, TONB30BATENb 3ACTABHT MOHUCKOBYIO
CHCTEMY MCKATh COBMAACHUA HMMEHHO B [IEHAX (HE TONBKO B IOJUIApax, HO U B OO0
Ipyroi Bamore). B pe3ynbprarax BeIAaYM COBIaaAeHus OyayT noacseueHsl. [Ipumep,
KynuTh Tenesu3op LG $300.

«ANDpy. JlaHHBI OmEpaTrop aHAJIOTUYEH OOBMHOMY MPOOENy — MO3BOMAET
VUHTBIBATh BCE KIIOYCBHIE CJIOBA, PACTONOKECHHBIC CIIEBa H CIpaBa OT HETo
(mponucCHIBaTE TOJILKO 3ariaBHBIMH OykBamMu). Hampumep, perckue AND
¢dyrOoneHbie AND GyTCHI.

«site:». Ecnv B MOMCKOBOH CTPOKE HAITMCATH «Site:», a Mocie yKa3aTh JOMEH
pecypca, To IOHCK OyOeT OCYIIECTBIEH TONBKO BHYTPH YKa3aHHOro caira. Ocobo
4acTO NPUMEHSETCS IS MONCKA WH(OPMAIlMK Ha KPYIMHBIX IJIOIAAKAX U MOpTanax,
rAe NOUCK BPYYHYIO HE HAcTONbko 3¢ ¢pektuseH. Hampumep, site:ru. wikipedia.org
4TO TAaKOE€ MaTeMATHYCCKUIT aHATH3.

«related:». Oneparop mo3BondAeT UCKarh HHPOPMAIME) Ha IUIOIIAAKAX CO
CXOXKEH TEeMAaTHKOH YKa3aHHOrO pecypca. YnoTpeOnsercs, Koraa MoJib30BaTelb

X0YeT HAWTH AHAJIOTMYHBIA KOHTEHT Ha JAPYrux canrax. Tak ke, Kak H ¢



MPEAbIAYIAM «MOMOIIHUKOMY, TMOCIE ABOETOUYMS HEOOXOAMMO yKa3aTh AOMEH
MCXOJHON momaaku. UYToObl MOMCKOBUK HAIIE] HE MPOCTO CaWThI-aHAJIOTH, a
KOHKPETHYI0 MH(POPMALIMIO HA UX CTPAHMIIAX, [TOCIE JOMEHA HEOOXOAUMO 3a/1aTh
cBoii 3ampoc. [Ipumep, related:amazom.com HoyTOYKHM Lenovo.

«cache:». ITonckoBas cucrema Google mpu MHAECKCALMU CTPAHMIL COXPAHSIET
X B Kdle y cebs Ha cepBepax. Ecim mo kakuM-To mpuyMHAM CalT nepecra
paboTaTh (HampuMmep, MO0 TEXHUYECKHM ), MOYKHO HAUTH MX KIIIMPOBAHHBIE BEPCUN
npu nomouM oneparopa «cache:», ykazas URL-aapec MckoMOii BeO-CTpaHHMIIBL.
Takxe MO’KHO 00aBUTH KJIFOUEBBIE CJIOBA U1 IIOUCKA ONPEIEIICHHON nH(popMaLuu

Ha yka3aHHo# ctpanuue. [Ipumep, cahce:https://auto.ru bmw m6é.

«filetype:». UroOsl HaiiTh He mpocto html BeO-cTpaHuily, a JOKYMEHT B
koHkpetHoM ¢opmare (pdf, doc, rtf u 1. 1.), HeoOxoAUMO 100aBUTH K 3arpocy
«filetype:» m ykazatb HyxHbIA (opmar. T.e. Mbl yKa3blBaeM IOUCKOBHKY,
JIOKYMEHTHI Kakoro (popmarta Hy»kHO uckaTth. Hanpumep, popma 16 filetype:pdf.

«info:». Oneparop «info:» mpeacrapiasier OOJBIIYIO LEHHOCTb Ul BeO-
MaCTEpOB, TaK KaK MO3BOJISIET MMOJIyYUTh Pa3inyHy0 HH(OopMauo 00 yKka3aHHOM
BeO-aapece. [Ipumep ucnonb3oBanus: info:vk.com.

«link:». TTo3BongeT MONYYUTh COMCOK CAWTOB-AOHOPOB, CCHUIANOIIMXCS HA
yKa3aHHblii JqoMeH. Takke ucnosibdyercs BeO-mMacTepamu [Uisi OMCKA MOJIE3HON
uHpopMal (B TOM UHMCI€ M O KOHKYPEHTCKMX pecypcax). Hampumep:
link:https://destacar.de.

«allintitle: (intitle)». Wcnonws3yercs i MOUCKA CTPaHMIL, COAEPIKALIUX
3a7aHHyl0 (pasy B TailTiie (B 3arojiOBKE). YUYMTHIBAIOTCSA BCE CIIOBA, BBEACHHBIE
MOCHE ABOETOUYMS.

«intitle:» — aHAIIOrHYHO, HO YYUTHIBAETCS TOJIBKO OJJHO CJIOBO, CTOSIIIEE CPa3y
nocjie omneparopa (OCTaabHbBIE KIOYM OyIyT COAEp)KaTbCs HE 00sA3aTEIbHO B
3aronoBke). [Ipumep, allintitle: neMOHTaK IEPEBAHHBIX OKOH.

«allinurl (inurl)». Ecnu ucnons3oBarhk ero, nouckoBuk Google 6yaeT uckarb
copnazenus B URL-anpece:

— «allinurl:» yunuTHIBAaET BCE CIOBA MOCHE ABOCTOYMS,



— «inurl:» y4uTBIBaET TONBKO TIEPBOE.

[Tpumep, allinurl: npoasuwxenue rpynmne BK.

«allintext (intext)». JlaHHBI onepaTop paboTaeT N0 TOMY K€ NPHHLIUIY, YTO
H [IBa MPEABIAYIINX. MI3MEHACTCA JIMIIb MECTO AJIsA IIOUCKA COBMAACHHIA.

«allintext:» u «intext:» MIIYT 3aJaHHBIE KIIOYHA HEMOCPEACTBCHHO B TEKCTE HA
CTPaHHLAX (B KOHTEHTE ), YUUTHIBASA BCE HIIH TOJIBKO NMEPBOE CIOBO COOTBETCTBEHHO.
ITpumepel ucnonb3oBanus: allintext: 0CTeOIOrud T0 HayKa.

«allinanchor: (inanchor)». ITocneoane oneparopel H3 Kareropun «allin (in)»
B A3bIKE MOUCKOBBIX 3ampocoB Google. B naHHOM ciydae COBMAACHUS WIIYTCA B
aHKOPE.

AHKOp — 3TO TEKCT IMNEPCCHUIKH (TO, YTO BUOMT MONB30BATENb). Tak Kak B
AHKOP MOXHO MOMECTHTH JKOO0H TEKCT, B HETO 3a4acTyI0 JOOABJSAIOT KIKOYEBHIE
CITOBa BeO-CTpaHHUIB], HA KOTOPYIO BEAET CChUIKA. [ HIMEHHO No 3THM KiTFouaM Oy IeT
OCYLIECTBIATHCS MOMCK, €CJIH B 3anpoc aodapuThk «allinanchor» umu «inanchor.
Hanpuwmep, allinanchor: xynmuTs aBHaOUNETH! OHMANH.

«define:». OnuH N3 caMBIX NMOJE3HBIX ITIOMOIIHUKOBY» B TOUCKE HH(POpMALIUH
IJIA T€X, KTO 4acTo HMeeT Jelo ¢ TepMuHonormed. «define:» maer xomaHzy
MOUCKOBON CHUCTEME MCKATh HMEHHO OMPEACTIeHUs (CTPAaHHWLBI, HA KOTOPBIX €CTh
onpeaeneHue). B SonpmmHCcTBE cyyaes Google caM 1acT MOACHEHHE B OTACTBHOM
OKHE B caMOM Hauaji¢ Beigaud. Hampumep, define: GromxeTHas ccyaa.

«movie:». [IpumeHgeTcd, ecnu HeoOX0AUMO HATH HHPOPMALIHIO HMEHHO 110
¢uneMam. HazpaHust HEKOTOPBIX (PUNBEMOB COCTOSIT U3 OJIHOTO-ABYX CJIOB, KOTOPHIE
ynotpedisaiorca n B oduxoae. [lonyyas takoii 3anpoc, Google He OHMMAET, 4TO
HMEHHO MOJTb30BAaTENb X0UeT HAlTH: OMpeAcIeHHEe, TEeMATHIECKY 10 CTAThIO, (PUITEM
WIH 9TO-TO elle. OmepaTrop «movie:» YyTOUHSAET HaMEPEHHUE nonb3oBartens. [Ipumep:
movie: moOoBb.

B03MOXXHO, HA MOMEHT BBHITOMHEHHS TabopaTopHO# paboTEl HEKOTOPHIE W3
OTMEPATOPOB y3ke He OyAyT padoTaTh (B CHIY MOABAEHHA HOBBIX TEXHONOTHIA). Beas
Google HUKOTIAa HE CTOUT HAa MECTE U MOCTOSHHO OOHOBJIAET CBOH TEXHOJIOTHH. OH

CTPEMUTCA [0 MAKCUMYMYy OOJISTYMTH MPOLECC MOMCKA MHGPOPMALMH, U TAKHE



«IOMOIIHUKWY JTUIIHCC TOMY IMOATBCPIKIACHHUC.

ITouck no kapTruHke

SIHAEKC yMeeT ucKaTh M300pakeHUs 10 3aJaHHOMY 00pasuy. OTO MOXKET
ObITh 1EN0e M300pakeHue wiam ero (¢parment. [lpm >TOM o0Opasenr MOXKeT
pa3MEIIaTbCsl B MHTEPHETE MM XPAHUTHCA HA BAILEM KOMIBIOTEPE WM APYTOM
YCTPOMCTBE.

[TOWCK MO KapTHMHKE OCHOBAH HA QJITOPUTMAax KOMIBIOTEPHOro 3peHus. B
pe3yabTare TOMCKa MOTYT OBITh HAMJACHbl KAaK TOYHBIE KOMWU MCXOJHOTO
U300pakKeHUs, TaK U KAPTUHKU, HE3HAYMTENILHO OTJIMYAIOIIMECS OT OpUrMHAJIA.
Hanpumep, 310 MoryT ObITh pasHbie (ororpaduu OJHOIO U TOro e MamsATHUKA
APXUTEKTY PBIL.

Haitu
Kak Haware nouck 1o kapruHke? HakMuTe KHOIKY B

MOMCKOBOM CTPOKE CEpBHCA M B OTKPHIBIIEMCS IHAJIOrOBOM OKHE 3arpy3uTe
MCXOAHOE M300PAKEHUE OJTHUM U3 CIACAYIOIMX CIOCOOOB:

— MEPETAIIMB UCXOAHYH KAPTUHKY B JHAJIOTOBOE OKHO;

— HaKaB cChUIKy BoiOepute (aiin u yka3aB MmyThb K KAPTUHKE HA YKECTKOM
JTCKE;

—BBeas URL KapTUHKH B MOMCKOBYHO CTPOKY.

3areM HaKMHUTE KHONKY Haiitu.

Pe3ynbpTarel Moucka 1no KapTuHkKe OOBEAMHSIOTCS B rpynmnbl. Bel Mokete
OTKPBITH KOMHUIO KAapTHHKH B JPYrOM pa3Mepe WM y3HaTh, Ha KaKMX caiTax
BCTPEYAOTCS TAKHUE HKE KAPTHHKH.
3ananue

1. CpaBHEHME OCHOBHBIX PyOpPHK MOMCKOBBIX CHCTEM.

[ToodepetHO OTKPBITH 2-3 TMOWCKOBBIE CHUCTEMBI. [IpOCMOTpPETH MEpeyeHb
OCHOBHBIX pyOpuk. CpaBHUTL pyOpPUKH TOUCKOBBLIX CHCTEM.

Kaxkas mouckoBas cucTeMa, Ha Balll B3rjsa, o0naaaer 6osee npoyKTHBHOK

2. 3HaKOMCTBO C SI3bIKOM 3aMpOCOB:

— c(hOPMUPOBATH 3aMPOC 10 TOYHOMY HA3BAHUIO WU LIUTATE,



— C(hOPMHPOBATE CJIOXKHBIH 3aPOC HA MOUCK HHPOPMALIMHU [0 3aKATHBAHUIO
(MCKJTFOUHMTB U3 MOUCKA TPYAHBIX ACTEH, 3aHATHS C TPEHEPOM ).

3. Ilouck no KapTHUHKE:

Bo3pMmuTe B MHTEpHETE NH0O0e H3o0pakeHHe. C MOMOMIBIO TOHCKA IO

KapTUHKE HAWOUTE TOUHYIO KONHIO N300POKECHHUA.



Heo0OxoaumMoe MaTepuaJIbHO-TEXHHYECKOE 000PYI0BAHHE:

[TepcoHanbHBI KOMNBIOTEP WIN HOYTOYK C YCTAHOBIEHHBIM MPOTPaMMHBIM
obecnieyenueM Microsoft office me nmxe Bepcum 2007, Hanpumep, 1129BM
INTELGorei3-7100/H110M-KRTL/8GB/1 TB/DVDRW/LCD21.5"/k+m/

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

[IK S1155 Intel i3-2130 34 Hz/DDR III-4Gb/HDD SATA 111320
Gb/DVD+R/RW,23 "LCD Samsung

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

[ITkana oleHUBAaHKA U KPHTEPHH OLIEHHBAHHUS BBIMOIHEHHBIX 3a1aHHIA:

PopMa KOHTPOJIA MuHHMaNbHBII Oamn MakcuManbHbIi Oamn
bann | IIpuMeuanue bann | IIpuMeyanue

1 2 3 4 5

Jlaboparopras pabora Ne | 1 BoImoaHuI 2 BeimonHin

1 naGopaTopHyo paboTy ¢ nabopaTopHyIO
CYILECTBEHHBIMU paboty 6e3
3aMEYaHHSIMH, NPOLIET 3aMe4aHui 1
TECTHPOBAHHE MO TEME npoLen
nabopaTopHoii paboThl ¢ TEeCTUPOBAHHE C
50% npaBHNBHBIX nonei MpaBUJIbHBIX
OTBETOB otBeToB Gonee 50%

Jlaboparopras pabora Ne | 1 BoimosHuI 2 BeimonHin

2 nabopaTopHyo paboTy ¢ nabopaTopHyIO
CYILIeCTBEHHBIMU paboty 6e3
3aMEYaHHSIMH, NPOLIEN 3aMe4aHui 1
TECTHPOBAHHE MO TEME npoLen
nabopaTopHoii paboThl ¢ TECTUPOBAHHE C
50% npaBHNBHBIX nonei mpaBUJIbHBIX
OTBETOB otBeToB Gonee 50%

Jlaboparopuas pabora Ne | 1 BoimosHuI 2 BeimonHin

3 nabopaTtopHyo paboTy ¢ nabopaTopHYIO
CYILeCTBEHHBIMU paboty 6e3
3aMEYaHHSIMH, NPOLIEN 3aMe4aHui 1
TECTHPOBAHHE MO TEME nporen
nabopaTopHoii paboThl ¢ TECTUPOBAHHE C
50% npaBHNBHBIX nonei MpaBUJIbHBIX
OTBETOB otBeToB Gonee 50%

Jlaboparopuas pabora Ne | 1 BoimosiHuI 2 BeimonHun

4 nabopaTopHyo paboTy ¢ nabopaTopHyIO
CYILeCTBEHHBIMU paboty 6e3
3aMEYaHHSIMH, NPOLIET 3aMe4aHui 1
TECTUPOBAHHE IO TEME npoLLe




nabopaTtopHoii paboThl ¢
50% npaBHNBHBIX

TECTHPOBAHHE C
Oonei NpaBUIbHBIX

OTBETOB otBeToB Gonee 50%
Jlaboparopuas pabora Ne | 1 BoImosHuI BeimonHin
5 naGopaTtopHyo paboTy ¢ nabopaTopHYIO
CYILeCTBEHHBIMU paboty Ge3
3aMEYaHHSIMH, NPOLIEN 3aMe4aHui 1
TECTHPOBAHHE MO TEME poLIeN

nabopartopHoii paboThl ¢
50% npaBHNBHBIX

TECTHPOBAHHE C
Oonei NpaBUJIbHBIX

OTBETOB otBeToB Gonee 50%
Jlabopatopuas pabora Ne | 1 BoimosHuI BeimonHin
6 nabopaTtopHyo paboTy ¢ nabopaTopHyIO
CYILIECTBEHHBIMU paboty 6e3
3aMEYaHHSIMH, NPOLIEN 3aMe4aHui 1
TECTHPOBAHHE MO TEME npouIeN

naGopaTtopHoii paboThl ¢
50% npaBHNBHBIX

TECTHPOBAHHE C
Oonei NpaBUIbHBIX

OTBETOB otBeToB Gonee 50%

Jlabopatopuas pabora Ne | 0,5 BoImoaHuI BeimonHin

7 nabopatopHyo paboty ¢ naBOPaTOPHYIO
CYLIECTBEHHBIMH paboty 6e3
3aMEYaHHSIMH, NPOLIET 3aMe4aHui 1
TECTHPOBAHHE MO TEME poLIeN
nabopatopHoii paboTe! ¢ TECTUPOBAHHE ¢
50% npaBHNIBHBIX NoNeH NpaBUIbHBIX
OTBETOB oteeToB Oonee 50%

Jlabopatopuas pabora Ne | 0,5 BoImoiH1I BeimonHun

8 nabopatopHyo paboty ¢ na6OPaTOPHYIO
CYLIECTBEHHBIMH paboty 6e3
3aMe4aHHSAMH, MpoLIen 3aMe4aHuii 1
TECTUPOBAHHE MO TEME npoLuen
nabopaTopHoii paboThl ¢ TECTUPOBAHHE C
50% npaBHNBHBIX nonei mpaBUJIbHBIX
OTBETOB otBeToB Oonee 50%

JlaGopartopHas pabota Ne | 0,5 Brinoanun Brinmonanun

9 nabopaTtopHyo paboTy ¢ nabopaTopHYIO
CYILeCTBEHHBIMU paboty 6e3
3aMe4aHHSAMH, MpoLIen 3aMe4aHuii 1
TECTUPOBAHHE MO TEME npoLen
nabopaTopHoii paboThl ¢ TECTUPOBAHHE C
50% npaBHNBHBIX nonei MpaBUJIbHBIX
OTBETOB otBeToB Oonee 50%

JlaGopartopHas pabota Ne | 0,5 Brinoanun Brinmoanun

10 nabopaTopHyo paboTy ¢ nabopaTopHyIO

CYLICCTBCHHBIMHU

paboty 6e3




3aMeUaHHAMH, MPOLIEN
TECTUPOBAHHE MO TEMe
naGopaTtopHoii paboThl ¢
50% npaBHNBHBIX

3aMe4yaHHil U
npoLen
TECTUPOBAaHHE C
ooJiel MpaBUJIbHBIX

OTBETOB otBeToB Gonee 50%
JlaGopartopHas pabota Ne | 0,5 Brinonxun Brimonanun
11 nabopaTtopHyo paboTy ¢ nabopaTopHYIO
CYILeCTBEHHBIMU paboty 6e3
3aMEYaHHSIMH, NPOLIE 3aMe4aHui 1
TECTHPOBAHHE MO TEME npoLen

naboparopHoii paboThi ¢
50% npaBHNIBHBIX
OTBETOB

TECTUPOBAHHE C
AONeH NpaBUIbHbBIX
oreetoB Honee 50%




CHnHCOK BONPOCOB /151 CAMOKOHTPOJISE:

1. Crmcok
CaAMOKOHTPOJA:

Bosmoskno mu B mporpamme  Word
NPOU3BOAUTE  ABTOMATHYECKVIO  COPTHPOBKY
CIHCKOB MO angaButy?

A) ma, COPTHPOBKA HAXOAMTCA BO
Bknajke [nasnas B Gnoke AG3an

B) na, copTupoBKa HAXOOHTCA BO
BkIaake  Pasmerka crpammust B Onoke
TMapameTpr! cTpaHUIE!

C) Takoii BOZMOKHOCTH HET

2. Ilpu ao6aBneHHH CTONOLOB B TAOMHLY
BO BKJIQJKE MAKET MpH BHIOOpPE BCTABUTH CIIEBA,
BCTABUTH CMPAaBa HOBBIH CTONOSL BCTABUTCA
CNEBa WK CTIPaBa OT

A) sueiiku, B KOTOPOIH CTOMT Kypcop

B) ot uenrpa Tabnuuet

C) ot Hayana TabMULEBI

BOIpPOCOB A

3. BosmoxHo ju sueiiky B Tabmmue
Pa3IeuTh MO AUATOHATH?

A) Ja, BO3MOKHO, HATIPHMEP HUCTIONB3Y A
HHCTPYMEHT KapaHIALl

B) HeT, HEBO3MOKHO

4. Ecnu mpu 100aBNeHHH 3aMONHEHHOMH
TaOMULB B AOKVMEHT, OHA HE MOMECTHIACH
OeJTHKOM IO LMIHPHHC HA CTPAHHLY H UaCTh
CTONOLIOB OKA3aNTHCh HEBHANUMBI, TO HEOOXOIUMO

A) nepeiiTu BO BKIAOKY Maker, B
KOTOPOH BEIOpaTh CBOHCTBA, Janee B CBOHCTBAX
OPONMKCATh INHPHHY TaOMHIBl MEHBIIE, YeM
LIHPHHA CTPAHHLIBI

B) yaanute uacts ¢ronbuos B Tabmuie

C) yMeHbIIATh IIHPHHY HECKOJIbKUX
NEPBHIX CTONOLOB, MOKAa BCA TaOnHMUA He
OKQKETCA Ha JTHCTE

5. Bosmoxno u wmacurrabuposath
PHCYHOK, HApHCOBAHHMIA B mporpamme MS
Word?

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

B) na, BO3MOJXKHO, €CnU OH HapHCOBAH
6e3 nonoTHa

C) HET, HEBO3MOXKHO

6. Kak H3MeHUT: 3amHMBKY (QUIVPH
"Jlunus" BO BpeMs CO3JaHMS pHCYHKA B MS
Word?

A) v ¢urypsl "JIUHHA" HE CYIIECTBVET
3aJTHBKH, V JAHHOH (Hryphl BO3MOXKHO H3MEHHTh
TOJIBKO HACTPOMKH KOHTYPA

B) BeIOpath 3anuBka (urypbl B OMOKe
Ctunu ¢urvpsl Bo BK1aaky @opmar

7. VYerpoiicTBaMu BHEIUHEH MAMSTH
ABIAKOTCA

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

B) oneparuBHEIE  3ANOMHHAKOLINEG
YCTPOKCTB

O MOCTOSHHOE 33MOMHHAOLLEE
YCTPOHCTBO

8. Kakux CNHCKOB HET B TEKCTOBOM
penakrope?

A) TOYEUHBIX

B) nymepoBanHBIX

C) MapKHpOBaHHBIX

9. [Tpu 3aaaHIH MAPAMETPOB CTPAHHIIBI B
TEKCTOBOM PEAAKTOPES YCTAHABIHBAKOTCA!

A) nmond, OpHEHTAUMsA M pa3Mep
CTPaHULBI

B) untepBan mexny absanaMu H BUT
wpudra

C) doH U rpaHULBI CTPAHULBI, OTCTYII

10. Kaxyo koMOMHAIMIO  KJIQBHII
CNeAveT MPHMEHHTb, YTOOBl BBIACIHTE BECh
AOKYMEHT

A) Ctrl+A

B) Ctrl+C

C) Ctl+V

11. Kaxyo koMOMHAIMIO KJIQBHII
CIEAYET TPUMEHHTb, uTO0Bl  CKONMHUPOBATDH
BBLACNICHHBIH (parMeHT

A) Cul+C

B) Ctrl+A

C) Ctrl +V

12. OCHOBHBIMH (OVHKUHAMH
ONEPALIMOHHOH CUCTEMBI ABISIOTCH

A)  Amamor ¢ MONB3OBATENEM,

VOpaBIEHHE PECYpPCcaMH KOMMBIOTEPA, 3aMVCK
nporpamMm Ha BbINOJTHCHHE

B) paspaGorka mporpamm mns 3BM,
BBIBOJ, HH(OPMALIUH HA MPUHTEP

13, Kaxyo koMOMHAIMIO  KJIQBHII
CHeAYET MPUMESHHTH, YTOOBI BCTABHTH B TEKCT
CKOMUPOBAHHBIH (PparMeHT



A) Cul+Vv

B) Ctrl+C

C) Ctrll+A

14, Kakyro KOMOHMHAUMIO KIaBHII
CNeAYET MPUMEHHTH, YTOOBI BCTABUTH B TEKCT
Pa3pbiB CTPAHHLEBL

A) Ctrl+Enter

B) Ctrl+A

C) Ctul+C

15, Kakasa knaBulIa Ha KIaBHATYpE
YJANAeT CHMBOJ CIISBA OT Kypcopa?

A) Backspace, BS, —

B) Delete

16, Kakasa knaBulIa Ha KIaBHATYpE
yJAN4eT CHMBOJI CIIPaBa OT Kypcopa?

A) Delete

B) Backspace, BS, <

17. Konoururyn — 310:

A) obmacte, KOTOpas HAXOJUTCS B
BEPXHEM H HIZKHEM TI0JIE H PEAHAZHAYaeTCA A
NOMEIICHHA HOMEPA CTPAHHUUBI HIH HA3BAHHS
paBoTh! HAA TEKCTOM KAXKAOH CTPAHHULEI

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

C) BepxHAA CTpPOKa OKHA peJakTopa
Word, koTopas cCOOepAKUT B ce0¢ MAHETE KOMaHA
(HanpumMep, «BceraBkay, «KoncTpykTOp»,
«MakeT» H T. A.).

18. Yro mo3eonseT YBHOSTE BKIOYEHHASA
kHOMKa «OTo0pasuTh BCG CHMBOMIBD?

A) nmpobensl MexAY CIOBAMH H KOHEL[
ab3aua

B) Bce 3Haxu npenuHaHus

C) oumbku B TEKCTE

19. O6veaunnTe HAH pazOuTh AUCHKH
HAPUCOBAHHO TaONHLIEI BO3MOXKHO BO BKIAIKE

A) «MakeT»

B) «Konctpvkrop»

C) «IlapameTpsl TAOIHLIBD?

20. UYroOwl caenatrs COACPKAHHE B
AOKVMEHTE, HEOOXOJAHMO  BBIMOMHUTE  PAX
CNeAVIOLHNX AeHCTBUI

A) BHASIHTD B TEKCTE 3Ar0JOBKH,
NOMETHTE MX KAK 3JIEMEHTHI KAKOTO-TO YPOBHA,
nepeiiTi Ha BKIAAKY «CCBUIKHY» H TaM HOKATh HA
HUKOHKY «OrmaBneHue»

B) Bbi1gTHTE HECKOBKO CIIOB B TEKCTE ¢
nomower  knasuwd  Ctrl  (oHu  Ovavt

3arnaBUAMH), IEpeiTH Ha BKNaJky «BcraBka» u
HAXaTh HA UKOHKY «ComepaHue»

() kax oy HOBVIO INIABY HAYATh C HOBOI
CTpaHULBI, MEPEHTH Ha BKIagky «BcraBka»,
HAHTH TaM HKOHKY «BcraBuTh conmep:xaHue» u
HaXKaTh Ha Hee.

2]1. K onepauHOHHBIM CHCTEMaM
OTHOCATCA

A) Microsoft Windows, MacOS, Linux

B) MS-Office

C) MS-Word, Word Pad, PowerPoint

22. KakoH OpHCHTALMH CTPAHHLLI HE
CYLIECTBYET?

A) OOKHOTHOM

B) xHmxHOM

C) anpboMHOI

23, Kakyp ONUHI0 pPErvIHPYET 3TO
AHAIIOTOBOE OKHO?

A) m3MeHeHHe ab3aIHOTO OTCTYIA

B) n2MeHeHHe WpH(TA TEKCTA;

C) usmeHeHHe pazMepa NoNeH JHUCTa.

24, TlomecTuTh B JOKYMEHT PHCYHOK
MOYKHO NPH MOMOIIH BKIAJKH:

A) Beraska

B) Cepsuc

C) Bua

25. Y1oOsl caenaTk TEKCT MOMYIKHPHBIM:

A) Brigenuts TEKCT M HaxkaTh KHONKY JK
Ha Bknaake I’ nasHas

B) Brraenutk TEKCT H HaXKAaTh KHOMKY K
Ha Brmaake PeueHsuposanue

C) Boigenuts TeKCT 1 HAKATh KHONKY JK
Ha BKkiIaake Bua

26. Ytobbl ¢crenaTh TEKCT KYPCHBOM

A) Briaenuts TeKCT M HaKaTh KHONKY K
Ha Bknaake I'nasHas

B) Brigenute TEKCT H HaxkaTe KHONKY K
Ha Brmaake PeueHsuposanue

C) BriaenuTs TEKCT H HaxaTh KHOMKY K
Ha BKkiIaake Bua

27. C noMOBK KAaKOTO BCTPOSHHOIO B
penakrop WORD 00BekTa MOKHO BCTaBIATH B
JAOKVMEHT MaTeMaTHUYeCKHe GopMy e’

A) MS Equation

B) MS Clip Gallery

C) MS Word Art

28. Kaxon mapametp (opMaTHpOBaHHS
HEJIb3s HACTPOHUTH B JHANOrOBOM OkHe Ab3an?

A) LBET TEKCTA

B) MexxavcTpoUuHslH HHTEpBaN



C) BEIpABHHBAHHE TEKCTA

D) orctyn

E) yOpaTk uHTEpBANE MEXKAY a03aLaMu

29. Yro HeNb35 HACTPOHTH B AUATIOTOBOM
oxue Hpudr

A) BEHIOOP HCTIONB3VEMOTO A3HIKA

B) user cHMBOJIOB

C) paccToaHHEe MEXKAY CHMBOIAMH

D) Bepxuuii unnexc

30. Kak BCcTaBUTP HOMEpA CTpaHHL B
JOKYMEHT?

A) Beraska / HOMep cTpaHHLIBI

B) HanucaTh HOMEP B KONOHTHTY NG

C) HamucaTh HOMEP BHH3Y CTPAHULEBI

31. Kak MOHO 00paTHTECH K AUCHKE B
Excel (vkazath ¢€ B lopMyIE)

A) mo HHISKCY CTONMOLA H HHIOCKCY
CTPOKH STYCHKU

B) no Ha3BaHHIO THCTA H HOMEPY AUCHKH

32. [locToAHHas maMATE NpeIHA3HauUCHa
A

A) XpaHCHUA HEH3MEHACMOH
HHPOPMALIHH

B) nnutensHoro xpaneHus uagopmarpu

C)  KpaTKOBPEMEHHOrO  XpPaHEHHS
HHPOPMALIMH B TEKYILHI MOMEHT BPpeMEHH

33, UYem  OTHOCHTENBHBIH  ampec
oTgarTes OT abcomoTHoro aapeca B Excel?

A) OTHOCHTENBHBIH aIpec CCHUTAETCA Ha
AMANAa30H, PACMONOXKEHHBII  OTHOCHTENBHO
TeKymeH sueiikn. AGCOMOTHHIA aapec Bceraa
CCBUTASTCA HA OJJHH M TOT XK€ THANA30H

B) oTHocuTENBHEIA agpec - 310 Takoi
agpec, KOTOPbIH ACHCTBYET OTHOCHTEIIBHO
TeKymeH KHHru. AOCOMIOTHBIA aapec MOKET
CCBUTATh HA JHANA30Hbl BHYTPH TEKYILEH KHHIH
H 32 €€ MPEIEIbl

() no (QyHKUMOHATBHOCTH HHYEM HE
ornuMaroTca. OTIHYUA HMEIOTCA B CTHIIE 3alHCH
ajpeca

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

A)=

B):

C)-

35. Kakoli pe3yneTaT BOZBpallacT
NPABHIBHOE JIOTHYECKOE BbipakeHue B Excel?

A) UCTUHA

B) JIOKb

C) BEPHO

36. B MS Excel vkazaHHe Ha OTAENBHYIO
AUCHKY TaOIHLBI, COCTABICHHOE 13 0003HAUECHHUA
cTondLA H HOMEPA CTPOKH HA3BIBAIOT

A) aapecoM SUEHKH

B) pe3ynbTaToM BbIMHCICHHSA

C) dopmynoii, BBeACHHOI B AUCHKY

D) nuanazoHoM

37. B MS Excel ana wu3MeHcHHS
pasmepoB ¢Tondna HeoOX0AMMO

A) VYCTaHOBHTB VKazaTelb MBIIUH Ha
OpaBYK TpPaHUIY B 3aroloBke cronbua u
NICPEMECTUTD TPAHULY BJICBO WIH BIPABO

B) Brioenute x0T OBl OOHY AMEHKY B
cronbue, 3ateM BHIOpaTh koMaHay CepBHC -
TMoaGop — Tlapamerppl ©®  YCTAHOBHTH
COOTBETCTBYIOILHE 3HAYCHUA

C) Boblmenuth XoTa Obl OOHY AYCHKY B
cronbue, 3atem BbiOpath komaHny JauHbie —
tdopma

38. B MS Excel rpvnny pacmonoKeHHBIX
PAIOM B 00pasyiOLMX NPSMOYTOJIbHHK AUSEK
MOZKHO HA3BATDb!:

A) JInanazoHoM

B) Tabnuueii

C) Knuroi

39. B MS Excel B agpece $AS$16 He
OVACT MCHATBCA

A) HOMep cTonOIA M HOMEP CTPOKHU

B) HaMeHHTBCA BCE

C) HoMep cTonbua

40. B MS Excel nasHauenne dyHKIuu
CYMM

A) Bo3sBpamaer 3HauCHHE CVMMBI
SHAUCHHH CBOMX QpPIyMEHTOB (B KAUeCTBE
QPryMEHTOB  MOXKHO  3alHMCHIBATBL  ajpeca
OTICNBHBIX AUEEK)

B) Bosepawjact 0JHO 3HAYEHHE, €CNH
VKA3QHHOE YCIIOBHE HMCTHHHO, H JPYroe, €CIH
OHO JIOXKHO

C) Bo3sBpamaeT 2HAYCHHE CYMMBI
3HAUCHUH CBOMX APrYMEHTOB, €CJIM OHH BCO
Lenbe

41. B MS Excel agpec AuelKH MOKHO
BKJIFOUHTH B (POPMY Iy

A) OanuM mETYKOM JIE€BOH KHOIKH
MBILIH Ha COOTBETCTBYIOWICH AuctKe

B) Hcnonpsya KJIABHATYPHY 10
komOunaumio Ctrl + Shift

C) OaHUM WEMYKOM TNpaBoH KHOMKH
MBILIH Ha COOTBETCTBYIOWICH AuctKe



42. Tlpu meneHUH HA HVJbL MporpamMma
MS Excel BrigaeT coobmenne 06 omubxe

A) #IEJI/0!

B) #3HAY!

C) ###4

43, B MS Excel Mactep amarpamm
NpHMEHSAETCA

A) Jna  ¢o3aaHHA  BCEBO3IMOKHBIX
rpaukoB 1 quarpamm

B) Ans ynpoleHya co30aHusA QyHKIUH

C) Jna ynpoweHud BBOAA (VHKLUHU B
AUCHKY

44, B MS Excel mna mnocTpocHHA
rpadpuKka MO JAHHEIM 3MEKTPOHHOH TaOIHLBI
CHNEeAYET UCTIONb3OBATE:

A) Komanny [luarpamma MeHio BeraBka

B) Komanay Uroro meHo JaHHEIE

C) Komanay Pucynox menio Beraska



