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

— BbICOTA paboyell MOBEPXHOCTH CTOJA JOJDKHA PETYJIUPOBATHCSA B
npenenax 680 - 800 MM; mpyU OTCYTCTBHM TAKOW BO3MOKHOCTH BBICOTA padouci
MOBEPXHOCTH CTOJIA JOIHKHA COCTABIATh 725 MM,

— pabounii CTON JOHKEH WMMETH MPOCTPAHCTBO JUIsl HOT BBICOTOW HE
meHee 600 MM, rioyOMHOW Ha ypPOBHE KOJEH HE MeHee 450 MM M Ha YpOBHE
BBITSHY TBIX HOT HE MeHee 650 mMMm;

2. Tpebopanust 6€30MaCHOCTH MEPEA HAYATIOM padOThI

2.1.IToaroToBUTH pabovee MeCTO.

2.2.0TperyaMpoBarh OCBElICHHE Ha pabodeM MecTe, YyOEeauThCsS B
OTCYTCTBHH OJIMKOB HA SKPaHE.

2.3.1IpoBepuTh MPaBUIIBHOCTH MOAKIOYCHUS 000PYAOBAHUS K SICKTPOCETH.

2.4 1lpoBepuTh UCMPABHOCTh MPOBOJOB MUTAHUS U OTCYTCTBHE OTOJICHHBIX
Y4aCTKOB ITPOBOJIOB.

2.5.11poBepuTh MPAaBUIBHOCTh YCTAHOBKH CTOJIA, CTYJIA, MOJCTABKH JUISl HOT,
MIONUTPA, YIJ1a HAKIIOHA SKPaHa, MOJ0KEHUE KIIABUATY PhI, TTOJIOXKCHHUE "MBIIIN ' HA
CHELMATIEHOM KOBPUKE, TPH HEOOXOIMMOCTH MPOU3BECTH PETYIIMPOBKY padbOUero
CTOJIa U KPECIIA, a TAKXKE PACOIOXKEHUE SIIEMEHTOB KOMITBIOTEPA B COOTBETCTBHH C
TpeOOBAHUSIMU SPrOHOMUKH U B LEJIAX UCKITFOUEHUS HEY JOOHBIX 1103 U ATTUTEIIbHBIX
HaMPsHKEHAN TEa.

3. TpeGoBaHus 0€30MACHOCTH BO BpeMs PabOThI

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

— IpUKacarbCs K 3aJHCH MAHEIM CUCTEMHOro OJoka (mporeccopa) Mpu
BKJIFOUEHHOM MHATaHWUH;

— NEPEKIIIoYaTh  pa3beMbl  MHTEPQEHCHBIX Kalenel mnepudepuitHbIx
YCTPOMCTB MPH BKIKOYCHHOM MTUTAHWW,

— JIONyCKaTh TMOMAJaHWE BJIArM HA TMOBEPXHOCTh CUCTEMHOTO OJoKa
(mpoueccopa), MOHHUTOpa, pabOuYyr) MOBEPXHOCTh KJABUATYPbI, JIUCKOBOJIOB,

MIPUHTEPOB U APYTUX yCTPOHCTB;



— TPOU3BOJUTH CAMOCTOSATEIBHOE BCKPBITHE U PEMOHT 000Dy IOBAHHS,

— paboTarh Ha KOMIBIOTEPE MPH CHATHIX KOKYXax;

— OTKJIFOYATh 00OPYIOBAHUE OT SIECKTPOCETH U BBIAEPTUBATH SJIEKTPOBUIIKY,
JepKach 3a IIHYP.

3.2.IIpof0OIKUTENBHOCTE  HEMPEPBIBHOW PA0OTBI ¢  KOMIBIOTEPOM  0€3
PErTaMEHTUPOBAHHOTO TIEPEPBIBA HE AOJKHA MIPEBBIIATE 2-X YACOB.

3.3.Bo BpeMs pernaMeHTHPOBAHHBIX MEPEPHIBOB C LIEIBI0 CHUYKEHHS HEPBHO
- SMOLMOHAJBLHOTO HAMNPSKEHWS, YTOMIICHWS 3PHUTEIBHOIO  aHAIM3aTopa,
YCTPAHEHUS BIUSHUS TUMOJMHAMUHA W THIIOKWHE3WH, MPEAOTBPAILCHUS Pa3BUTHS
NO3HOTOHMYECKOTO YTOMJICHHUS BBINOJHATh KOMIUIEKCHI YITPAXKHEHU .

4. TpeboBaHusi O€30MACHOCTH B ABAPUIHBIX CHTYALAIX

4.1.Bo Bcex ciyvasx oOpblBa NTPOBOJAOB NUTAHHS, HEUCIPABHOCTH
3a3€MJICHUS U JPYTUX MOBPEKIACHUMN, TOSBICHUS TapH, HEMEMJIEHHO OTKIIOYMUTH
NUTAHUE.

4.2 He npuctynare K padoTe 10 yCTPaHEHUS! HEUCIIPABHOCTEH.

431lpy NOAYYEHUM TPABM WM BHE3AMHOM 3a00JEBAHUM HEMEJICHHO
W3BECTUTh OPraHU30BaTh MEPBYIO JOBPAuYCOHYIO MOMOIIb WM BBI3BATh CKOPYHO
MEIUIMHCKYFO TOMOILb.

5. TpebGoBanus 6€30MaCHOCTH MO OKOHYaHUH pabOThI

5.1.OTKJIHOUYUTH MUTAHUE KOMITBIOTEPA.

5.2 IlpuBecTtr B mOpsiAOK pabodee MECTO.

5.3.BbINOAHUTE YIPAKHEHUS JUIS 7143 U NalbIEB PYK HA pacciaabiicHue.





















6. Otaenure OyaylmMili TUTYJIBHBIA JTUCT OT JInCcTa N1a0OPaTOpHON paboThI
paspbiBoM ctpanuisl (Ctrl+Enter).

7. Ha BTOpOM nMCTE Hameyaraite CBOM (PAMHIUIO, UM H OTYECTBO.
Hcnome3yto couetanus knapum CTRL+C u CTRL+V caenaiite TEKCT, COCTOSAIINIMA
u3 10 abzanes.

8. Ybemutech, 4TO B JAHHOM TEKCTE€ HET OTCTYIOB A0 W mocie ad3aua,
ycraHoBuTe ad3auHblii otctym 1,25.

9. Kxaxaomy ad3aily TeKCTa MPUMEHUTE YKAa3aHHOE (POPMATHPOBAHUE:

[1lepBbrii a63an wpudt 12 nyHKTOB, 1 MEXKAYCTPOUHBI WHTEpBA,
BBIPABHUBAHHUE M0 IIMPUHE
II.Bropoii a63anm wmpudt 14 nyHkTOB, 1,5 MEXIYCTPOUHBIA WHTEpBA,
BBIPABHUBAHKUE 10 JIEBOMY KPar0, MOAYECPKHY ThIH
1. Tpernii ad3an mpu@dt 16 NyHKTOB, 2 MEKAYCTPOUHBIA WHTEPBAJ, KyPCHUB,
BbIPABHUBAHHKE M0 MPABOMY KParo, PA3PEKEHHBIA MHTEPBAT MEXITY OYKBAMH TEKCTA
[V.YerBeprolii a03an wpudt 13 myHkTOB, 1,25 MEXKAYCTPOUYHBIA MHTEpBA,
MOJIYKUPHBIA KYPCUB, BEIPABHUBAHUE T10 MPABOMY KPAr0, YINIOTHEHHBIA UHTEPBAII
MexIy OyKBaMH TEKCTa
V.Ilareni aG3an wpudt 15 nyHKTOB,1 MEXKIYyCTPOUHBI WHTEPBAI,
BBIPABHUBAHKUE M0 IIUPUHE, 3aUYECPKHY ThIN
VI.llecroii aé3anm wmpudt 14 nyHKTOB, 1,5 MEXIYCTPOUHBIA HHTEPBAI
BBIPABHUBAHHUE M0 IIMPUHE, JBOMHOE 3aUEPKUBAHUE
VII.Cenbmoii a03an mwpudt 14 nyHKTOB, 1,5 MEXIYyCTPOUHBIM WHTEpBAI
BBIPABHUBAHHUE M0 IMPUHE, HAACTPOUYHBIE U TOACTPOUYHBIE CUMBOJIBI
VIII.Bocbmoii ad63an mpudt 14 nyHkToB, 1,5 MEXIyCTPOUYHBIA WHTEpPBAJ
BbIPABHUBAHKE 10 [IUPHUHE, MAJIBIE POMHUCHBIE OYKBBI
IX JdeBsarerii a63an mpudt 14 myHKTOB, 1,5 MEXKIyCTPOUHBIA WHTEpPBAJ
BbIPABHUBAHKE 10 IHUPHUHE, U3MEHUTH LBET IIPUPTA
X Jdecarbnii ad3an wpudt 14 nyHKTOB, 1,5 MEKIYyCTPOUYHBIH WHTEpBAI

BbIPaBHUBAHUC 110 HIMPHUHC, BEIACIIUTE TCKCT IBCTOM.



JlaHHOE 3a7aHKMEe HEOOXOAMMO BBINOJHUTH JUISl TOTO, YTOOBI BHJAETH, Kak
MEHSETCS TEKCT MPHU PA3IMYHBIX HACTPOMKAX U YMETh 3TH HACTPOWKM M3MEHATH U
youpars.

HeoOxommumpblii  HacTpOHKHM TEkCTa i  TEKCTOBBIX JTOKYMEHTOB B
YHUBEPCUTETE:

Tekcr noKyMeHTa HaOupaeTcs Ha komnbrotepe B gopmare .rtf wim .doc u
neYaracTcs Ha OJHOW CTOpoHe jaucta Oenoit Oymarm (opmara A4 (210x297).
MIpugpt — Times New Roman. L{ger mpudra — yéphsliii, pazmep mpudra — 14.
AO3aiHbli OTCTYN AOKEH OBITh OJWHAKOBBIM MO BCEMY TEKCTY MOKYMEHTA W
cocTaByATh 1,25 cM. MEKCTPOYHBINA MHTEPBAJ Oy TOPHBII. BeIpaBHUBaHKE TEKCTA
— 10 [UMPHHE.

Ha mnepBo#i cTpaHuie OTYETA BBINOJHUTE THUTYJIBHBIA JIUCT, COTJIACHO
MIPUBEIACHHOMY HIDKE TPUMEPY .

TekcT, HameyaTaHHBI KypCHBOM, MOSCHSAET TO, KAaKUM JOJDKHO OBITh
(opMaTUPOBAHUE TEKCTA HA TUTYJIBLHOM JHCTE. [IeyaraTs €ro He Hy KHO.

10. BcraBpTe HOMEpPA CTPAHULL B JIEBBI HWKHHMIA YIOJl OTYETA U UCTIOJIB3YS
BKJIAAKY BeraBka— Homep crpannusl— BHusy crpanunsi— Cropasa.

11. IlepeiiauTe B HWXKHWIA KOJIOHTUTYJI, HANEYaTAUTE B HEM CBOE WM,
yOenutech, 4To Bame wuMs aBTOMAaTUYECKHM MOBTOPHJIOCH BO BCEX HIKHUX
KOJIOHTUTYJIaX JOKYMEHTA.

12. TlocTaBbTe rajlouky HampoTUB NOJIst «OCOOBIA KOJOHTUTYH IJsl IEPBOK
CTpaHully» BO BKJaake KoHCTpykTOp. YOeauTech, 4To HOMEP Ha NEPBOM CTPAHULIE
HE 0TOOPAXKAETCA.

13. Ilepeiins Bo BKianky BeraBka— Homep crpanuipl— dopMar HOMEPOB

CTaHuIl HAYHUTC JOKYMCHT CO CTPaHHIbI 5.






MunoOpnaayku Poccun
IOro-3anaaHblii rocy1apcTBeHHbIH YHHBEPCHTET
(nonysicupusiii, 14 nynkmos. 1 unm, no yeHmpy)

Kadenpa
(nonyoicupusiii, 12 nynkmos. 1 unm, no yeHmpy)

JlaGoparopnas padota Ne
(16 nynxmos. 1 unm, no yenmpy)

no aucuuruinie: « Mudopmaruka»
(16 nynxmos. 1 unm, no negomy xkpaio)

Beimonawu: CTYACHT TPyIIIbI
HWeanos U.U.
[TpoBepun: K.T.H., JOLICHT

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

Kypeck —20 T
(14 nynxmos. | unm, no yeumpy)












HOMEPOM CTPAaHMLbI. AHAJIOTMYHBIM 00pa3oM CIEAYET MNOCTyNarb CO BCEMH
paznenamu PII3. B urore, y Bac nonyuurtcs aBromaru4ecku ¢(popMupoOBaHHOE
OrJIaBJICHUE, KOTOPOE XOPOIIO BLIPOBHEHO U 0TGPOPMATHPOBAHO , KOTOPOE Oy IET
ABTOMATHYE€CKH M3MEHSITh HA3BaHHsS Pa3AeI0B €ClIM Bbl MX CMEHUTE B XOI€
penakTipoBaHus Bamieil paOoThl M MOCTABHUT COOTBETCTBYHIOIHME CTPAHMIBI,
KOTOPOE TMO3BOJIIET MTHOBEHHO 00pPAaTHTHLCS K HY:KHOI Bam riiase u He nmucrarh
JI0 HY KHOW CTPAHULBI POJIMKOM MBILIH.

HN3mennte Hazsanue ['napul 2. Hazsanue 2 Ha citoBo «CamoneT», 0OHOBHTE
OTJIABJICHUE, YAAIUTE PAa3PhIBbl CTPAHULL MEKIY I1aBaMHU, OOHOBUTE OTJIABIICHUE.

7. Tlocne rnmaeel 3 co3maiite «CHUCOK JMTEPATYPhl», COACPXKAIIUN TpH
KHHTH:

1. MBanoB U.U. Knura 1. 10 c.

2. Ilerpos ILIIL Knura 2. 20 c.

3. Cunopos C.C. Kunura 3. 30 c.

ABTOMAaTHYECKH COLIMTECH HA MEPBYIO KHUTY B ['1aBe 1, HA BTOPYIO KHUTY
B ['1aBe 2, Ha TpeThrO KHUTY B ['mase 3.

YUro0bl cAeIaTh ABTOMATHYECKYH) CCBUIKY HAa HCTOYHMK B Word,
BBITNIOJIHSIEM CJIeyIolIee:

1) mepeBoaMM Kypcop B JIFOOOE€ MECTO TEKCTAa B MEPBOM NYHKTE CIHCKA
JUTEPATYpPhl (HAPUMEP, HA HA3BAHUC)

2) mnepexoauM Ha JIeHTY «BcrtaBka», nanee BblOMpacM «3akiaakay.
[TosiBUnOCH OKHO MOOABNEHUS 3aKJIAAKH, B KOTOPOM HEOOXOIMMO BBECTH MM
3aKJIAJIKA M HaXKaThb KHOMNKY «/loOaBuTh». HamMeHOBaHUE 3aKIIaJ KW MOKET OBITh
a0boe, HO He Oonee 40 CUMBOJIOB, HE CcoOAepKalee NPoOEoOB W JAPYTUX
CHELICMMBOJIOB (KpOME 3HaKa moauepkuBanus ). Ha3eiBare 3aknaaky y1o0Hee BCEro
no (GaMuIMKM aBTOpa W MApe KIIOYEBBIX CIIOB M3 HA3BaHMs CTaTbH, HAMPUMED
"Hashim IT decision_making". Eciu BBl yBEpPEHBI, YTO NAHHOTO ABTOPA y Bac

TOJIBKO OAHAa CTaTbs, TO MOXKHO OCTABHUTH TOJIBKO q)aMI/IJ'II/IIO.









JlaGoparopnasi paGora Ne3

Co3nanue u popmarupoanme Tadaun MS Word

Llenpb v 3amaun pabOTHI: HAYYUTHCS CO3/1aBaTh U PEJAKTUPOBATH TAOJIUIIBI B
MSWord

3HaTh. COCOOBI CO3/IaHUS U PEAAKTUPOBAHUS TAOJIUIL

YMeTh: aBTOMAaTUYECKH HYMEPOBaTh TaOJUIIbI U CChIJIATHCS HA HUX B TEKCTE

Braners: HaBbIKaM¥ CO31aHMs, peaakTupoBanus Tadomuin B MS Word

Tabnuia NpeacTaBiaseT CETKY, OOpa30BaHHYKO CTOJIOIAMU W CTPOKAMHU.
[Tepeceyenust CTOJONOB M CTPOK OOpa3yroT siueiiku Tabnuibl. Kaknas sueiika
HE3aBHCUMA OT JAPYTMX BJIEMEHTOB TAOJMUBbI, A HEE Bbl MOKETE YCTAHOBHUTH
TpeOyeMblii pazmep u popmar.

Sl4eiiku MOryT COIEP)KaTh TEKCT, YUCIA, TPapUUECKUE N300paKEHHUS WIH
(dopmynel. Eciiim BBOOUTCS B SYEHKY TEKCT, MPU AOCTHKCHHM MPABOrO Kpas OH
OyJeT aBTOMATHYECKA NEPEHOCUTHCS HA CIECAYIOLIYI0 CTPOKY B COOTBETCTBHH C
WHUPUHOH sueiiku. [Ipy W3MEHEHWM [MUPHHBI CTOJNIOLNA WM SYCHKH TEKCT
ABTOMATUYECKH OYyJIET NEPEHOCUTHCS Ha CIECAYIOUIYIO CTPOKY (MPH YMEHBLICHUA
LMIMPUHBI ) WK BO3BPALLATHCS HA MPEABIAYILYIO CTPOKY (TP YBEIMYEHUH LIMPUHBI )
TaK, YTOOBI NOJTHOCTBIO 3AMOIHHUTH SYEHKY HOBOTO pa3Mepa.

Co3nanne Tadaun Tabnua MoKeT ObITh BCTABIIEHA B TPOM3BOJIBHOE MECTO
JOKyMeHTa. Pazmep Tabnuipl MOKET MPEBBIIATH Pa3MEP CTPAHULIBI, TO3TOMY €€
YaCcTh MOKET Pa3MELIATHCSA HA OJTHOM WIJIM HECKOJBKUX MOCIEAYIOIUX CTPAHULAX.
B Takom ciy4ae MOKHO ONPeAEnsTh 3ar0JIOBKH JUIsl TAOJIALBI TAKMM 00pa3oM, uTo,
ecin Tabnuna OyAeT pa3MellleHA HAa HECKOJbKMX CTPAHMLAX, B BEPXHEH dacTh
KKIOW CTPAHMULIBI 3ar0JIOBKH Oy IyT OTOOPA’KaThCsl aBTOMATUYECKH.

Jist co3paHusi TaO/MIbI MOKHO BOCHOJIB30BATHCSI KOMAHAOH BKIAJKa

BceraBka — nanens Tadonunel — kHonka Tabnuia.



B pemaktrope Word umeeTcss BO3MOKHOCTH HApHCOBATh CJI0KHYIO
Tabauuy oT pyku. /[ 3TOro A0CTaroyHo BeIOpaTh B MEHIO Tadnuna komMaHay
HAPHUCOBATH TAOJMILY.

[Ipexxne 4eM MNPUCTYNMUTh HEMOCPEACTBEHHO K CO3JAHWIO TaOJIMLBI, BbI
JOJDKHBI MUMETH XOTsI Obl MPUOJIM3UTEIBHOEC MPEACTABICHHE O TOM, CKOJIBKO
CTOJIOIIOB W CTPOK JIOJKHA UMETh Tabnuia. Ha 3ToM 3Tane He 0053aTeIbHO TOYHO
yKa3bIBaTh napaMmeTpel Tabnuipbl. [lociie co3nanus Bcerga MOKHO JOOABUTh W/WIH
YAATUTh CTOJIOLBI U CTPOKK MO CBOEMY YCMOTPEHHUIO.

Ecnu B cBOEi paboTe BBl MPEAMOYMTAETE NOJIB30BATHCS KIABUATYPOM, s
NEPEMEIIEHHS B CICAYIOUIYIO SYEHKY UCONb3yeTcs knaBuma Tab. [{ins nepexona k
npeaslayei ssueiike Haxxmure Shift+Tab. Ecim knaBuma Tab Oyner Haxkara B TOT
MOMEHT, KOT'/1a Kypcop pacloyiOKEH B MOCICAHEH siueiike Tabmuibl, Word BCTaBUT
HOBYIO CTPOKY M MIEPEMECTUT KYPCOP B €€ MEPBYIO TUYCHKY.

B Tabnmune npencraBieHbl KIABHIIM Il EpeMeleHus no tadmuue. Jns
TOTO 4TOOBI MOKUHYTH TAOJMILY, BbI JOJDKHBI ¢ TIOMOIIBIO MBIIIU WA KJIaBHUIII-
CTPEJIOK MEPEMECTHTH KYPCOP 3a MPEAEIIbl TAOIHILIBI.

Tab Ilepememaercs Kypcop BOpPaBO Ha OJHY sUCHKy. BCTaBiasieT HOBYHO
CTPOKY, €CIIA KYyPCOP PACTIOIOKEH B IMOCHEAHEN AIENKE

Shif+Tab [Tepemeniactcst Kypcop BIEBO HA OJHY SUEHKY

Alt+tHome u Alt+End [lepememaer Kypcop B NMEPBYK WM MOCIEIHIOIO
SYEHKY CTPOKH, COOTBETCTBEHHO

Alt+PgUp u Alt+PgDn Ilepemeniact Kypcop B MEPBYIO WM MOCIEIHIOI0
CTPOKY CTOJIOIA, COOTBETCTBEHHO

Ha mnpaktuke n0CcTaTodyHO 4acTO BO3HHMKAET HEOOXOIMMOCTH H3MEHUTH
napaMeTpsl TaONIMLbI, B KOTOPO# conaepkarcs qanusle. MS Word npenocraiser B
HAllIe PaCMOPsHKEHHUE IMUPOYAMIIME BO3MOKHOCTH MO PEIAKTHPOBAHHMIO TaOJMIL,
BKIIFOYAsi BCTABKY M YAAJNEHUE SYEEK, CTPOK M CTOJOLOB, NEPEMEUICHUE W
KOMUPOBAHUE SYEEK, U3MECHEHUE BBICOTHI M IMUPHUHBI SUYEEK W MHOTOE JAPYTOE.

Komanna: Brianka Pabota ¢ Tabnunamu — Konctpykrop / Maker.



JIsist TOro 4toObl MEPEMECTUTh WM CKOMUPOBATH OJHY HWJIM HECKOJIBKO,
SYEEK, BMECTE, C UX COACPIKUMBIM, BBITIOJTHUTE CJICAYFOLUME NCUCTBUA:

-Breibepute siueiiku, CTpOKM WM CTOJOLBI, KOTOPBIC BbI MPEANOJAracTe
MEPEMECTUTH UM CKOTIUPOBATh.

-IlepemMecTuTh yKa3areab MBIIINA B peaeiaX BHIOPAHHBIX SYEEK TAK, YTOObI
OH TIPUHSUT BUJI CTPEJIKU, HAMIPABJICHHOM CIIpaBa HaJIEBO.

-JlanbHENUIINE BallK IEUCTBUS 3aBUCAT OT TOIO, XOTUTE JIA BbI IEPEMECTUTH
WJIU CKOMTMPOBATH BBIJIETICHHBIC DJIEMEHTA. /{7151 TOTO 4TOOBI NEPEMECTUTH HJIEMEHTHI
TaOJMIIBI, HAKMUTE JICBYO KHOMKY MbIW. Eciu Bam TpeOyeTcsi CKOMUPOBATH
AJIEMEHTHI, HAKMUTE Kiiapuliny Ctrl, mocie 4ero HaxKMHUTE JIEBYIO KHOMKY MbIld. B
3aBUCUMOCTH OT MPOU3BEICHHBIX BAMU JICHCTBUM B CTPOKE COCTOSIHHUS MOSBUTCS
COOTBETCTBYIOIIIEE COOOIIEHUE.

-IlepeMeCTUTE KypCcOp B SYEHKY, PACTOJIOKEHHYIO JIEBEE U BBILIE TOTO
MECTa, B KOTOPOM JOJIKHBI TOSIBUTHCS TEPEMEUIEHHBIE WJIM CKONMUPOBAHHBIC
STUYCHKH.

-OTIyCTUTh KHONIKY MBIIIIH.

ITpu pabGote ¢ Tabmmuel aelictBue komanna Beipezars, KommpoBate u
BceTaBuTh n3 MeHIo [TpaBka mOIHOCTBEO aHATOTHYHO padoTe ¢ TEKCTOM. C MOMOUIBIO
ATUX KOMAHJ Bbl MOXKETE MEPEMECTUTH WIM CKOMUPOBATH SAUYECHKHA B TPEAciax
TaOJIMIIBI WJIN CKOMUPOBATh TAOIUILY B IPYroe€ MECTO. JIaHHOE CPEACTBO MO3BOJISET
nepeMeniaTh U KOMUPOBATH OJTHY UM HECKOJIBKO SYECK WU LEJTMKOM BCIO TAOJIUILY.

llepemewenue cpanuy sayeex u UCHONb308AHUE 2OPUSOHMANILHOU JTUHETKU
JIsist TOro 4roObl M3MEHWUTH HIMPUHY CTOJIOIA C MOMOUIBIO MBIIIH, YCTAHOBUTE
yKazaTellb MBI Ha MPaBYIO rpaHully crosidna. B pesynbTare ykasarenb NpuMeT
BUJl BEPTUKAJIBGHOW IBOWMHOW JIMHUM CO CTPEJIKAMHU, HAIPABICHHBIMHA BIIPABO U
BJI€BO. [Ipy 3TOM BUJ yKa3aTeNsl HE 3aBUCHUT OT TOr0, OTOOPAXKAIOTCS WA CIIPSTaHbI
JUHUM CEeTKH. HaKMHUTE KHOMKY MBIIIM U TEPEMECTUTE 3TOT MapKep CToJIONa 10
YCTAHOBKU TPEOYEMOI IIMPUHBI CTOJIOIBL, TOCJIE YErO OTHYCTUTE KHOTMKY MBIIIIH.

Jleticmeue Pesynomam



[lepemelieHne TpaHunbl 0€3 HaKaTUs KAKUX-JIAOO TOMOJHHUTEIBHBIX
knaBuil - [1luprHa Beex cTonOnoB cnpaBa OyJaeT U3MEHEHA B COOTBETCTBUM C MX
[IEPBOHAYAIILHON MIUPUHOMN

[Tepemenmienue rpaHunbl npu HaxaToi kimaBuine Shift - M3mensercs
IMPUHA TOJBKO JBYX CTOJOLIOB, PAaCHOJIOKEHHBIX CJIEBA W ClpaBa OT
MEPEMEIIAEMOi TPAHULIBI

[lepememienne rpanuubl npu Haxkaroi knasume Ctrl - [MlupuHa Beex
CTONOLOB cripaBa Oy 1T N3MEHEHA B COOTBETCTBUH C MX MEPBOHAYATIbHON IIMPUHON

[Tepemerenne rpanuisl mpu Haxkateix Shift+Ctrl - [lupuna Bcex cronduos
CIpaBa OCTacTCd HEM3MEHHOH. M3MmeHsercs mmpuHa ctondua, pacroyioKeHHOTO
CJIEBA OT MEPEMEINAEMO IPAHULIBI K COOTBETCTBEHHO IIMPHHA CAMOM TaOJIHLbI

[lepemelieHne rpaHuipl Mpu Haxkarod kmasume Alt - OtoOpaxkaercs
pa3Mep WUPHUHBI U3MEHIEMBIX CTOJIOLOB B CM.

-BeiOepute cTonOupl, MUprHY KOTOPBIX BBl MPEANONIAracTe M3MEHUTh. Eciin
BbI BBIOEPUTE CTOJIOIBI HE MOJIHOCTHIO (HApUMEpP, OAHY uiu Oonee cTpok) Word
W3MEHUT LMIMPUHBI CTOJOLOB TOJBKO B YKA3aHHBIX CTPOKAX.

-Beibepurte Brianka Maker — nanens Pazmep sueiiku

-B okne nmanora CpolicTBa Tabnuel nepeiaute Ha BKIaaky “Cronden” u
YCTAaHOBUTE HY>KHbIE TAPaMETPhI MJIM HAXKMUTE KHONIKY ABTOonondop. U3MeHnenue
BBICOTBI CTPOK

-Bribepure Brianka Maker — nanens Pazmep sueiiku

-B okne amanora CeoiicTBa Tabmauel nepeiiante Ha BKIAAKy “CTpoka” u
YCTAaHOBUTE HY>KHBIE TAPAMETPHI WM HAKMUTE KHOIMKY ABTOMOA00P.

Onaxok Paspeuiums nepenoc Cmpoxku Ha ciieoyiowyio cmpanuyy. Ecnu npu
YCTAHOBJICHHOM (piakKe (M0 yMOJTYAHUIO) COEPKUMOE STUCHKH HE TOMENTACTCS HA
oHOM ctpanune, MS Word pa30uBacT CTPOKY M MEPEHOCUT HE MOMECTHBIIMECS
JAHHBIE HA CIEAYIOLIYIO CTPAHHMILY.

Hactpoiika nojoxenus crpok Bxinaaka Maker — naHens BeipaBHUBaHHE

N3menenue opueHTaumu Tekcra Brxiaaka Maker —  maHens

BripaBHuBanue — KHOIKa HarnpasiieHne Tekcra.



[Tocne cozpanus TaOMUIBI MOXKHO M3MEHHTH €€ CTPYKTYpPY, A0OaBiss U
yAaIsisl TYEHKHU, CTPOKHM M cTOJIONBL. KOHKpeTHBIN B onuuii BctaBuTe 1 Y nanurthb
u3 MeHIO Tabnuna onpenenseTcs TeM, Kakue SJEMEHTBI TaOIUIbl (TYEHKH, CTPOKA
WJIH CTOJIONBI ) ObUTM BBIOpaHBI NEPE BEI30OBOM KOMAH/BI.

Bknanka Maket — manens CTPOKH U CTOJOLBI

Jlis 0ObEMHEHNSI HECKOIBKUX PACHOJOKEHHBIX PSIIOM B OJHOW CTPOKE
SYEEK BBITIOTHUTE CIECIYIOLINE EHCTBUS:

-BeiOepure sueiikn, KOTOPBIE BBl XOTUTE OOBEIUHUTD.

-Bknanka Maket — nanens O0beAMHUTH — KHONTKA OOBECIMHUTD STUEHKH

Pa3Ouenne sueek sBAsSETCS OOpATHON oOmnepanMeld MO OTHOLICHWUIO K
o0benuHeHn0. C €€ TMOMOIIBI0 MOKHO BOCCTAaHOBUTH HMCXOJHOE COCTOSIHUE
00BEIMHEHHBIX sueeK. [Ipu 3TOM pacnpenesicHue TEKCTa MEXKAy sYeikamu Oynetr
OMPENENATLCS HAIMYMEM CHUMBOJIOB aO3ana. [lepBeiid a0zan Oyaer momenieH B
NEPBYIO AUYEHKY, BTOPO ab3al] — BO BTOPYIO SYCHKY U T.JI.

-BriOepute 01HY WM HECKOJIBKO STYEEK, KOTOPBIE MPEANONaracTe pa3ouTh.

-Bknanka Maket — nanens O0beIMHATH — KHONIKA Paz0uTh siueiiku

-B none BBoma Yncnio cToiadioB 0ToOOpaxkaeTcss KOJIMYECTBO CTOJIONOB, HA
kotopeie MS Word npemnaraet pa3ouTh KaxAyrw U3 s4eek. B cioydae
HEOOXOMMOCTH U3MEHUTE, YKA3aHHOE 3HaYCHHE U HaxkMuTe OK

@opmaTupoBanue TadauU /Mcnonvzosanue xkomanovr Cmunu mabnuy
Komanga Ctunu Tabnmun mo3BOJISIET 3HAYATEIIBHO COKPATUTh BpEMS, TPEOyeMOoe JUIst
OpUIAHUsS BalleH TAONMHMIBl MPOPECCHOHAIBHOTO BHJAA, 3a CYET MCHOJB30BAHUS
MPEAONPEACIICHHBIX CTHIIEH 0popmiieHus TaOauIbl. C UX MOMOIIBI MOKHO OBICTPO
YCTAaHOBUTH OOpAMJICHUE M 3aJIMBKY SYECK, MApaMeTpbl MWpU(Ta W LBETOBOEC
opopmiicHHE, a TaKKE aBTOMATHYECKOE W3MCHECHHE pa3MEpOB SYEEK B
COOTBETCTBUM C UX COACPKUMBIM.

-YCTaHOBUTE KYpPCOp B Mpeaeiax TaOIHIIbI.

-Beibepute komanay Bknaaka Koncrpykrop — manens Ctunu tabmun. U3
CIUCKA MPEAONPEACICHHBIX (POPMATOB BHIOEPUTE (hopMaT, B HAUOOJIBIIEH CTENECHU

OTBEUAIOLINI BalIuM TPEOOBAHMSIM.
























[lepen TeM Kak HapUCOBATh KAPTUHKY, CIEIYET OTKPBITh HA JIEHTE 3aAKIIAIKY
«BcraBka». Ee mpocTo HalTH, Tak KaK 3aKJIaJKa HAXOAMTCS NPaBee KHOMKH
«I'nmaBHas». Ilox 3akimagkoil OTKpeIBacTca MeHIO «HimmrocTpauny, KOTOPBIM
MO>KHO TOJI30BATHCS TPA BCTABKE B TOKYMEHT KapTHHOK U3 (ailyioB, OMOIMOTEK,
caifra Microsoft u T. 1. TeM He MeHee, YTOOBI pUCOBATh, HYKHO OTKPBITH BKJIAIKY
«Duryps». [log Hel CKpbIBaeTCs LEIblA HAOOP MHCTPYMEHTOB AJIsi PUCYHKA, a B
KOHIE CHUCKa HaxoauTcs komaHna «HoBoe mnosioTHO». BBINOIHKMB KOMaHIy,
NOJTy4aeM B JOKYMEHTE MOJie A5l padoThl, [AC PUCYEM CaMble Pa3IMYHbIe PUTYPHI,
npeiaracMele B KOHTEKCTHOM MEHIO. 3/1€Ch €CTh JIMHAM W AOJOHBI PA3JIMYHON
KOH(urypauuu. Pa3mepsl Oa0THA Tt H300PAKEHUI Bbl MOXKETE OTPETYJIMPOBATH
10 CBOEMY YCMOTPEHHUIO.

Bocnone3yiTecs roroBbIMYM aOJ0HAMHU, KOTOPBIE MOMOTYT CO3/1aTh CXEMY B
MS Word wnm cnenatb reoOMETpUYECKHii pUCYHOK. UTOOBI OHM OKa3aauch Ha
NOJIOTHE, AOCTATOYHO KIIMKHYTH IO BEIOPAHHOMY [IAOJIOHY JIEBOH KHONKON MBILIH.
Bropoii pa3 wmiemyok JIeBOH KHONKOM JENacTcss Ha TOJE  U300paKEeHHSI.
[TonyunBIeecs HM300PAKEHUE MOKHO PEAAKTUPOBATH, TAK KAK MOCIE €r0 BCTABKU
NOSIBJISIFOTCS. KOMaHAbl «M3meHuTh Qurypy», «3ammBka gurypel»y, «KoHTyp» n
«2pdexTl Puryp». OTKpBIB NEPBOE U3 NEPCUUCIEHHBIX MEHIO, MOKHO U3MEHUTH
KOH(pUTypalMio pUCYHKA, OJb3YsCh BTOPOW U TPEThEH BKIIaAKaMu. MO>KHO 3a1aTh
1BET POHY M300pAKEHUS U €T0 rpaHuLiaM. [[IoMUMO TOTO, MO’KHO OTPEIAKTUPOBATH
TOJILIMHY KOHTYPA, CAETATh €r0 MPEPBIBUCTHIM U T. I. UeTBEPTOE MEHIO MpEAJIaract
yKpacuth KapTuHKy 3¢@dekramu. C ero mNOMOLIBID PHCYEM TEHb, MNPUAACM
TEOMETPAYECKON YacTW TMJIOCKOCTH MOJMYMPO3PAYHOCTh M JAKE BHAUMOCTH
TPEXMEPHOCTH.

Breibepure B MeHro komaHabl «llomwmmHus» w «PucoBaHHas KpuBasy,
KJIMKaWTE 10 BBIOPAHHOM JICBOH KHONKON MBIIIW W ACIANTE MOBTOPHBINA KUK Ha
nojsotHe. He oTnyckas KHOMKHW, AeNaiTe HY>KHbI PUCYHOK. A €lle OAHUM
HAKATHEM Ha MBIIIb KapTUHKA Pukcupyercs Ha none. Ee, kak u mabioHbl, MOYKHO
OTPEAAKTHPOBATh, 3aJIMBAsl PA3JIMYHBIMU LIBETAMH, co3AaBast 3PPeKTs U T. . A ¢

nomouibto « U3mMeHeHns GUrypol» Bbl MOANPABATE N300PAKEHUE IO IEPUMETPY.

































Takum 00pazom, Kaxaas sUYeiHka — 3TO MECTO IMEPECEUCHUS PA3TUYHBIX
CTOJOLOB M CTPOK HA JTUCTE, POPMUPYIOLIMX €€ COOCTBEHHBIN YHUKAIBHBINA aapec,
cocTosiiuii U3 OyKBbI CTOJIOLA W HOMEpAa CTPOKH, KOTOPBIM OHA MPUHAIJIECKHT.
Hanpumep, nms nepBoii sueiiku — Al, Tak Kak OHA HaXOAMTCS HA MEPECCUEHUH
cTondua «A» U CTPOKH « 1.

Ecnu B nmpunoxxennn BkmroueHa CTpoka (opmy., KOTOpas pacroiokeHa
cpazy ke nox JleHToii, To cnesa ot Hee HaxoauTcs Iosie umenu, rae orodpaxkaerces
uMsl TeKyuiei ssueiiku. Croa >k Bbl BCET1a CMOKETE BBECTH UMSI UICKOMOM STYCHKH,
JUist ObICTpOTO Mepexoaa K Held. OCOOCHHO 3Ta BO3MOKHOCTh MOJIE3HA B OOJIBIITNX
JOKYMEHTAX, COJEPKAINX ThICIYU CTPOK M CTOJIOLOB.

Tak >xe UIs TPOCMOTpa pasHbIX oOONacTel JIMCTa, BHM3Y M CIIpaBa
pacroaratoTcst MmoJockl NPoKpyTKh. [lomumo 3TOrO, Mepememarscs no padovei
obnactu Excel MO>KHO C MOMOIIBIO KJIABUII CO CTPEIKAMH.

YroObl HauaTh BBOAWTH JAHHBICE B HYXHYKO S4YCHKy, €€ HE0oOXO0auMo
BBLIETUTE. [T mepexona B HY)KHYIO AYEWKY ILIECIIKHUTE HA HEH JIEBOM KHOIKOWN
MBIIIM, TOCJIE 4Y€ro OHa OyAeT OKpYy>KEHAa 4YE€pPHOW PAMKOW, TaKk HA3bIBAEMBIM
WHIMKATOPOM AaKTUBHON sA4Yelku. Temepp NpoCTO HAYMHAWTE Mevararb Ha
KJIABUATYpe, WU BCS BBOAMMAs WHQpopManusi OyJET OKa3blBaThCsl B BBIOPAHHOM
YEHKE.

[Tpu BBOJE AAHHBIX B TYEHKY MOYKHO TAK K€ UCTIOIB30BATh U CTPOKY (POpMYyI.
J1s1 3TOr0 BBIACIIMTE HYKHYIO KJIETKY, 4 3aTEM LIEJIKHUTE MBIIIBIO HA MOJIE CTPOKA
Gopmyn w HaunuTe nevararb. [Ipm sToM BBOAMMAas wuHpopmanus Oynaer
ABTOMATUYECKH OTOOpaKaTbCs B BHIOPAHHOM SUciKe.

ITocne okoHUYaHMs BBOA JAHHBIX HAXKMUTE:

. Knasumy «Enter» - cieayrolei akTUBHOW S4YEHKON CTaHET KIIETKa
CHU3Y.

. KnaBumy «Tab» - cnemyromieil akTUBHOM SIYEHKOH CTaHET KIIETKA
cIpasa.

. [IeNKHATE MBILIBEO 1O JIFOOOH APYroi sueiKe, U OHA CTAHET aKTHBHOM.







































JlJisi pacueTa OCTaBIIMXCS CYMM BOCIHOJIB3YEMCS OJHOH 3aMevaresbHOMN
0COOEHHOCTBHIO Tporpammbl  Excel, koTopas 3akirodacTcs B BO3MOXKHOCTH
ABTOMATU3UPOBATh  MPOIECC  3AMOJHEHUS  SIYECK  CUCTEMATU3UPOBAHHBIMHU
JAHHBIMU.

Huorma B Excel npuxoauTcs BBOAUTH MOXOXKHE OJHOTHUIIHBIC TaHHBIE B
ONMPENECICHHOW MMOCJIEA0BATEILHOCTH, HANMpPUMEp, JHU HEIEIW, JAaThl WA
MOPSIKOBbIC HOMEPA CTPOK. [loMHUTE, B MEPBOM 4YACTH 3TOrO IUMKIA B LIANKE
TaOJMIBI Mbl BBOJMJIM HA3BAHUE MECSIA B KaX bl cTondel no oTaeasHocth? Ha
CaMOM JI€Jie, COBEPLICHHO HEO0SA3aTEIbHO OBIJI0O BBOJUTH BECh ATOT CIHUCOK
BPYUYHYI0, TaK KaK MPUIOKEHUE BO MHOTUX CITy4asiX MOXET CEaTh 3TO 3a BaC.

JlaBaiiTe COTpEM BCE Ha3BaHWs MECAIECB B IIANKE HAEH TAOIUIbI, KPOME
nepBoro. Tenepp BBIACTUTE SYCHKY C HAAMUCBIO «SIHBAph» W TMEPEMECTUTE
yKa3aTellb MBIIIN B MPaBbIil €€ HUKHUKM YroJi, 4To Obl OH MPUHSIT OPMY KPECTHUKA,
KOTOPbII HA3bIBAETCS MAPKEPOM 3aNOJHEHUsI. 3aKMUTE JICBYIO KHOMKY MBIIIN U
NEPETAIIATE €0 BIPABO.

Ha skpaHe mosiBUTCSI BCIJIBIBAKOIIAS MMOJICKA3Ka, KOTOpasi COOOIIUT BaM TO
3HAYCHHUE, KOTOPOE Mporpamma COOMPACTCs BCTABUTH B CICAYIONIYH KIIETKY. B
Hauiem ciydae 310 «Despanby. [1o Mepe nepemenieHus Mapkepa BHU3 OHA OyaeT
MEHATBCSI Ha HA3BaHUS JAPYTHX MECAIEB, YTO MOMOKET BaM MOHSATh, A€ HYXKHO
octaHoBUThCA. [lociae Toro kak kHomka OyJET OTHYIICHA, CIUCOK 3amOjHUTCS
ABTOMATHUYECKHU.

Koneuno, Excel He Bcerma BEpHO «IOHHMMACT», KAK HY>KHO 3arOjHUTH
MOCJICYIOUINE KIIETKU, TaK KakK [MOCJIEA0BATEIbHOCTH MOTYT OBITh JOBOJIBHO
pazHooOpasHbiMu. [IpenctaBuM cebe, 4TO HAM HEOOXOIUMO 3aMOJIHUTH CTPOKY
YETHBIMH YMCJIOBBIMH 3HaUYCHUAMU: 2, 4, 6, 8 U Tak ganee. ECIM Mbl BBEAEM YHCIIO
«2» 1 nonpoOyeM NEPEMECTUTh MAPKEP aBTO3AMOJIHEHHSI BIIPABO, TO OKAKETCSI, YTO
porpaMma npeaiaracT, KaK B CICAYIONIYIO, TaK U B IPYTUE SIYCHKU BCTABUTh ONSAThH

3HAYCHHUE «2).





















JlaGopaTopnasi paGora Ne6

DopmyJsl, pynkuuu u guarpammbl Microsoft Excel

Llene m 3agaum pabOThI: HAYYMTHCS PEAAKTUPOBATH (POPMYJIBL, CTPOUTH
rpaduku QyHKIHNA U THCTOTPaAMMBI

3HaTh. peAaKTUPOBaHUE (HOPMYJ U CUCTEMY OTCIIC)KUBAHMS OIIMOOK, YTO
TAKOE€ OTHOCHUTEIILHBIE U aOCOJIFOTHBIE aIpeca TUEEK

YmeTh: nucarb (GOpPMYJbl ¢ aOCOMIOTHBIMH aapecaMu SYEEK, CO3/1aBaTh W
penakTupoBarhb rpaduueckue o0bekThl B Microsoft Excel

Brnanets: HaBpikaMu HarmucaHusi GOPMYJIB ¢ aOCONFOTHBIMU aAPECAMM SIUEEK,

Co3/71aBaTh U PelakTUpoBaTh rpagudeckue o0bekThl B Microsoft Excel

PenaktupoBanue GopMyn B CUCTEMA OTCIIEKUBAHUS OLIMOOK

Bce ¢opmynel, KOTOpble HaxoAsaTcd B sSY€WKaX TaOIMIbl MOYHO
OTPEAAKTHPOBATh B JIFOOOM MOMEHT. [[Jisl 3TOr0 TOCTATOYHO BBIACIIUTE SUEHKY C
(opMyII0ii M 3aTEM IIEIKHYTh IO CTPOKE (POpMYN HA TaOIULEH, 1€ BBl CMOXKETE
Cpa3dy K¢ BHECTM HEOOXOAMMBbIE M3MeHeHMs. Ecnu BaM ynoOHee pelakTUpoBaTh
COAEPKUMOE HETIOCPEACTBEHHO B CaMOH s[YEHKe, TO KJIMKHUATE 10 HEHM JBa pasa.

[Tocnie OkOHYAHMS pEeAAKTUPOBAHUS HAKMUTE KiaBum Enter wim Tab, mocne
yero Excel BBIMOMHATE mEpepacueT ¢ y4eTOM U3MEHEHUI U OTOOPA3UT PE3YJIbTAT.

JIOBOJIBHO 4acTO CIIy4aeTCs TAK, YTO BBl BBEIU (POPMYIIy HEBEPHO MU TTOCIIE
yAaIeHUs (M3MEHEHMS) COACPKUMOTO OJHON M3 SIYEEK, Ha KOTOPYHO CChLIACTCS
(dopmyna, MNpPOMCXOOMT OwWMOKa B BBUMCICHHIX. B Takom cnyuae, Excel
HETMPEMEHHO U3BECTUT BAC 00 3TOM. PIOM C KIETKOM, 1€ CONEPIKUTCS OIMO0YHOE
BBIPOKEHUE, TOSBUTCS BOCKJIMLIATENBHBIN 3HAK, B YKEJITOM POMOE.

Bo MHOrux ciyvasx, NPUJIOKEHHE HE TOJBKO M3BECTUT BAC O HAIAYME
OIIMOKH, HO M YKAKET HA TO, YTO UMEHHO CACIIAHO HE TaK.

Pacmmgposka ommbok B Excel:



. HH#H#A# - pe3ynbTaTOM BBINOJHEHUS (POPMYJIBI, HCIIONB3YOIICH
3HAUEHUS JaThl U BPEMEHHM CTAI0 OTPHULATEIBHOE YHMCIO WM PE3YJIbTAT
00pabOTKK HE YMEIIAETCS B TUEHKE,

. #3HAU! — ncnone3yercs HEAOMYCTUMBIM THIT ONEPATOpa WU
aprymenTa (opmyiibl. OTHA U3 CaMbIX PACIPOCTPAHEHHBIX OIINOOK;

. #JIEJI/0! — B (opMmyJic OCYIIECTBIISIETCSA MONBITKA ACICHUS Ha
HOJIb,

. #UMSA? — ucnionb3zyemoe B GopMmyJie UMst HEKOPPEKTHO 1 Excel
HE MOJKET €r0 pacno3Harh;

. #H//| — HeompeneneHHbIE NaHHbIe. Yamie Bcero 3ta ommOka
BO3HUKACT IPH HEMPABUIIBHOM ONPEACTICHUN apTyMEHTA PYHKINH,

. #CCBLJIKA! — (popmyna COAEPKUT HETONYCTUMYIO CChUIKY Ha
A4YEKy, HaTpUMED, Ha SYEHKY, KOTOpas Obla yJaieHa.

. H#UNCJIO! — pe3yapTaTOM BBIYKCIEHUS SBISIETCS  YHCIIO,
KOTOPOE CIIMIIKOM MAJIO WM CIMIIKOM BEJIMKO, YTO OBl €ro MOXHO OBLIO
ucnonb3oBate B MS Excel. /lnanazoH 0OTOOpakacMbIX YHCEN JICKHUT B
npomexyTke ot -10%7 1o 10377,

. #IIYCTO! — B (Qopmyne 3anaHo mnepeceucHue o0acTei,
KOTOPBIEC HA CAaMOM JEJIE HE UMEIOT OOIIUX SUYEEK.

Eme pa3 HanmoMHHM, 4TO OIIMOKA MOTYT MOSBIATBCS HE TOJBKO M3-3a
HEMPABWIILHBIX TaHHBIX B (DOPMYJIE, HO U BCICACTBUE COACPKAHUS HEKOPPEKTHOM
uH(pOpMaLMK B STYCHKE, HA KOTOPYIO OHA CCHUTACTCS.

HHorma, korga JaHHBIX B TaOIUIE MHOTO, a (POPMYJIbI coaepkar OOJbIIOE
KOJIMYECTBO CCHUTOK HA PA3JIMYHBIC SYCHKH, TO MPU MPOBEPKE BBIPAKECHHS HA
NPABWJIBHOCTh MJIM TIOMCKA MCTOYHWKA OIIMOKA MOTYT BO3HUKHYThH CEPBE3HBIC
TPyAHOCTH. YTo OBl 00sI€runTh paboTy MONB30BATENS B TAKUX cUTyauusx, B Excel
BCTPOEH MHCTPYMEHT, TMO3BOJSIIONINI BBIACIMTE HA DKPAHE BIMSIOIIUE W

3aBUCUMBIC STUCUKU.






OTHOCHTENBHBIE U A0COITFOTHBIE AJIpeca TUEEK

Bo3moxHocTh konrpoBanus Gopmyn B Excel u3 onHOi sueiiku B APyTyIO €
ABTOMATUYECKUM W3MEHEHUEM aJpECOB, COJECPXKALIMXCA B HHUX, CYLIECTBYET
Omarogapst KOHUENIMKA OTHOCUTEIBHOM aapecanuu. Tak 4ro ke 370 Takoe?

Jlemo B ToM, uro Excel moHumaeTr aapeca sueek, BBEACHHBIX B (POPMYJIy HE
KAaK CCBUIKY HA HMX PEATbHOEC MECTOPACIONOKECHHE, a KaK CCBUIKY Ha MX
MECTOPACTIONOKEHAE OTHOCUTEILHO SYCHKH, B KOTOPOM HaxoauTcs Qopmya.
[TosicHuM Ha pumepe.

Hanpumep, sueiika A3, comepxxut popmyny: «=Al1+A2». [lnsa Excel 3to
BBIPAKEHUE HE 03HAYACT, UTO HY>KHO B3STh 3HAUYEHUE U3 iUk A1 1 nprOaBUTh K
HEMY YHCJIO U3 A4eiikn A2. BMeECTO 3TOr0 OH MHTEPNPETUPYET AaHHYIO GOpMYJTy,
KaK «B3Th YACJIO U3 SIYCHKH, PACIIOIOKEHHOM B TOM K€ CTOOLE, HO HA IBE CTPOKH
BBIIIC U CIIO’KUATH €0 CO 3HAYECHUEM SUYEHKM 3TOrO0 K€ CTOJIOLA PACMOIOKEHHON
BBIIIIC HA OAHY CTPOKY». [Ipn konupoBaHWM JaHHOW (HOPMYJIBI B APYTYIO SUYEHKY,
HanpuMmep, D3, mpuHIMN ONpPEaesieHUs aAPECOB SUEEK BXOMALINX B BBIPAKCHHE
OCTaETCs TEM KE: «B3SITh YACIIO M3 STYCHKHU PACIIONIOKEHHON B TOM K€ CTOJIOLE, HO
Ha JBE CTPOKH BBIILIE U CIOXKHUTh €70 C...». TakuM 00pa3om, mociae KONMPOBAHUS B
D3, nucxoaHas popmyJia aBTOMATAYECKH TPUMET B «=D1+D2y.

C OOHOHN CTOPOHBI, TAKOW THIT CCHIJIOK AACT MOJIB30BATENSAM MPEKPACHYIO
BO3MOKHOCTh MPOCTO KONMPOBATh OJMHAKOBBIE (POPMYJIBI M3 SUECHKHA B SUYEHKY,
n30aByss OT HEOOXOIMMOCTH BBOAWTh UX CHOBA M CHOBA. A C JAPYroil CTOPOHBI, B
HEKOTOPBIX (POpMynax HEOOXOAMMO TMOCTOSHHO MCIOJIb30BATh 3HAYCHHE OTHOMU
ONPEACTIEHHON STYEHKH, a 3TO 3HAUMT, YTO CChUTKA HA HEE HE NOJHKHA U3MEHSTHCS U
3aBHCETh OT PACHOJIOKEHUS (POPMYJIBI HA JIUCTE.

Hanpumep, mpencraBuM, 4to B HAmeld TaOnune 3HAYEHHS OFOKETHBIX
pacxofoB B pyoONsIX OYIyT pacCUMTHIBATBCS MCXOJS W3 JOJUIAPOBBIX IICH,
YMHOKEHHBIX Ha TEKYLUMI KypC, KOTOPBIA 3amuMcaH Bcerga B sueiike Al. Oto
3HAUUT, YTO MPU KONUPOBAHWHU (POPMYJIBI CCHUIKA HA 3Ty SUYCHKY HE JOJDKHA

A3MEHATBCS. Torma B 3TOM cdiydac CiacayCcr NpUMCHATL HC OTHOCHTCIIBHYIO, a



a0COJIIOTHYI0 CCBLIKY, KOTOpas Bcerga OyIeT OCTaBarbCsl HEM3MEHHOW mpwu
KONIAPOBAHWU BBIPAKEHUA U3 OJHOM SYEHKHU B APYTVIO.
C nomoupto aOCONIOTHBIX CCBUIOK MOKHO JaTh komanay Excel npum
KONUPOBAHUHU (POPMYJIBL:
. COXPAHATh CCBUIKY Ha CTOJIOEL MOCTOSHHO, HO MPH 3TOM

HU3MCHATH CCHIJIKH HA CTOJ'I6HBI

. U3MEHSATH CCHITKHA Ha CTPOKH, HO COXPAHATh CCHIJIKY Ha CTOJIOEI
. COXPaHATH IMOCTOSHHBIMHU CCBUIKHM, KaK Ha CTOJNOCI, Tak W Ha
CTPOKY.

YroOBl TpeBpaTHTh OTHOCHUTEIBHYIO CCBUIKY B  aOCONIIOTHYIO WU
CMEIIaHHY10, He0OX0MMO BBECTH 3HAK jJojutapa ($) mepen Toit ee yacThro, KOTOpas

JIOJKHA ¢TaTh a0COJTFOTHOM.

. $AS$1 — ccputka Beeraa ceblaetcs Ha stueiiky Al (aOcomoTHas
CCBUIKA),
. AS$1 — cchiika Beerzia CChiIaeTCs Ha CTPOKY 1, a myTh K CTOJOIY

MOJKET U3MEHATHLCS (CMEIIaHHast CChITKA);

. $A1 — cchlIKa BCETra CChUTACTCS Ha CTOJIORI A, a TyTh K CTPOKE

MOYKET U3MEHATHLCS (CMEIIaHHas CChITKA).

Jlns BBOMA aOCONIOTHBIX M CMEIIAHHBIX CCBIJIOK MCIOJB3YETCS KIIaBHINA
«F4». Beinenmute sueiiky mis GopMyJibl, BBEAUTE 3HAK PABECHCTBA (=) M KITMKHUTE
Mo KJIETKE, HAa KOTOPYIO Hal0 YCTAaHOBUTH aOCOMIOTHYIO CCBUIKY. 3aTeM HaXXMHTE
kiapumy F4, mocne yero nepen OykBOM cTo0IIa 1 HOMEPOM CTPOKH ITporpamma
ycTaHOBHT 3HaKku poiutapa ($). [ToBTopHbie HaxkaThs Ha F4 MO3BOJISAIOT MEPEXOIUTh
OT OJIHOTO THITa CCHUTOK K apyruM. Hampumep, ccbuika Ha E3, OyaeT MUKIMYHO
m3mensthes Ha $SE$3, E$3, $E3, E3 u tak manee. [pu skenannu 3Haku $ MOXKHO

BBOJIUTH BPYYHYIO.

DOyHKIMA






B kadectBe aprymMeHTa MOXKET BBICTYNATh KOHKPETHOE  YHCIIO,
CaMOCTOSITENIbHASL CChUTKA HA SYCHKY, LENlas CEpusl CChUIOK HA 3HAYECHHS WIIA
AYEHKY, a TAK )K€ IMana3oH siueek. [Ipu 3ToM y 0qHUX QYHKLIHA apryMEHThI — 3TO
TEKCT WIH YUCIIA, Y APYTUX — BPEMS U JIaThI.

MHorue (QpyHKIMH MOTYT UMETh CpPa3y HECKOJIBKO apryMeHTOB. B Takom
clly4ae, KaKIblid U3 HUX OTACISETCS OT CIEAYOUIEro TOUKOH ¢ 3ansToi. Hampumep,
¢ynkuus =[IPOU3BE/I(7; Al; 6; B2) cuntact npou3BEACHUE YETHIPEX Pa3HBIX
YHCEJI, YKA3aHHBIX B CKOOKAaX, U COOTBETCTBEHHO COACPHUT YETHIPE apryMEHTA.
[Ipn 5TOM B HamIeM CIy4yae OAHHA apryMEHTHI YKa3aHbl SIBHO, & JAPYTHUE, SBIISIFOTCS
3HAUEHUSMU OTPENCTICHHBIX SUEEK.

Tak >x¢ B KauecTBE apryMeHTa MOXHO HCIIOJIB30BaTh APYTYHO (DYHKIMIO,
KOTOpass B OTOM CIydYac Ha3bIBacTCs BJOKeHHO#. Hanpumep, QyHkums
=CYMM(AT:AS; CP3HAY(B5:B10)) cyMmMHpyeT 3HAUEHUS TYEEK HAXOAAIMXCS B
muanaszone or Al mo A5, a Tak e CpelHee 3HAUECHHME YMCEN, PA3MELICHHBIX B
kineTkax B5, B6, B7, B8, B9 u B10.

Y HEKOTOPBIX TPOCTHIX (PYHKIMI apryMEHTOB MOXKET HE ObITh BOBCE. Tak, ¢
nomouibto GyHkumu =TJIATA() MOXXHO NOJSYyYMTh TEKyLIME BPEMS W JATy, HE
UCIOJIb3Ysl HUKAKAX apTYMEHTOB.

Jlaneko He Bce pyHkmu B Ecxel umerot mpoctoe onpeaeneHue, kak GyHKnus
CYMM, ocylieCTBIISIOMAs CyMMUPOBAHNE BBIOPAHHBIX 3HAUeHUHA. HekoTopeie u3
HUX HMMCIOT CIIO)KHOE CHMHTAKCMYECKOE HAMWCAHWE, a TaK K& TPEeOYKT MHOro
apPryMEHTOB, KOTOPBIE K TOMY K€ TOJDKHBI OBITh TPABHIBHBIX THIIOB. YeM CITO’KHEE
(YHKLHMS, TEM CIIOXKHEE €€ MPABWIIBHOE COCTaBlieHUe. M pa3paboTumku 3TO ywin,
BKIIFOUMB B CBOW 3JICKTPOHHBIE TAOJIMLBI TOMOIIHUKA MO COCTABICHUIO (PyHKLMM
JUIs ToJib3oBarelieid — Macrep (pyHKImii.

JUts Toro 4ro Obl HayaTh BBOAUTH (PyHKIMIO ¢ momombrd Macrepa
(yHxnuii, meIKHUTE HA 3HA40K BeraBuTh pyHkuuio (£X), pacronoskeHHbIA ceBa

ot CTpoxku ¢popmy.i.









JIOBOJIBHO 4acTo wucna B TaOmuIe, AAKE OTCOPTUPOBAHHBIE OJDKHBIM
00pa3oM, HE MO3BOJISIIOT COCTABUTH MOJHYIO KAPTUHY 110 UTOraM BbIYMCIICHUH. UTO
OBl MOJYYUTh HAITIIAHOE MPEIACTABICHUE pe3ynbTaroB, B MS Excel cymiectByer
BO3MOKHOCTh MOCTPOCHUSI AMArpaMM Pa3MYHBIX TUIOB. JTO MOYKET OBITh, KaK
OoOblYHAs THUCTOTpaMMa WM TpauK, Tak W JIENECTKOBAas, Kpyroeas WA
DK30THYECKasl My3bIPbKOBas Auarpamma. bonee Toro, B mporpaMMe CyIIECTBYET
BO3MOKHOCTh CO3JaBaTh KOMOMHUPOBAHHBIC JHWArpaMMbl W3 PA3JIMYHBIX THUIIOB,
COXPaHss WX B Ka4eCTBE MAOI0HA IS JAIBHEHIIETO HCIOIB30BAHMS.

Juarpammy B Excel MOXHO pa3MecTUTh JIMOO HA TOM K€ JIMCTE, TOAE YKe
HaxXOAWTCA TaONMIA, U B TAKOM CIIy4ac OHA HA3BIBACTCS «BHEAPEHHOW», IMOO Ha
OTJEJIBHOM JIUCTE, KOTOPBII CTAHET HA3bIBATHCS «JIMCT AHArPAMMBI.

B kauectBe mprumMepa, monpoOyeM MPenCTaBUTh B HATTISIAHOM BUJE NAHHBIC
€KEMECIYHBIX PACXOJ0B, YKA3aHHBIX B TAOIULE.

JUt co3nanust tuarpaMmMbl Ha OCHOBE TAOJIMYHBIX JAHHBIX CHAYAJIA BBIICITUTE
TE sAYeiiku, MH(POPMALMS U3 KOTOPBIX TOJDKHA OBITh MPEICTaBICHA B TpaduueCKOM
Buje. [Ipr 3TOM BHEIIHMIA B AMArPAMMBI 3aBUCUT OT TUIA BEIOPAHHBIX JTAHHBIX,
KOTOPBIE JOJKHBI HAXOMUTHCS B CTONOLAX WJIM CTPOKAX. 3arojOBKM CTOJOLOB
JOJKHBI HAXOAUTHCS HaJl 3HAYCHU MU, a 3ar0JIOBKH CTPOK — CJIEBA OT HUX. B Hamem
Clly4ae, BBIACTSAEM KIETKH COACP)KALINE HA3BaHUs MECSLEB, CTATEH pacxoloB MX

3HaA4YCHHUA.









Tak »xe 00paruTe BHUMAHUE, HA MOSBICHUE TOTOJHATEIBHON 3aKJIAIKA Ha
nentre PaGora ¢ qmarpammamu, coaepikamas enie Tpu Bkiaaaku: Konerpykrop,
Maxker u ®@opmar unu Koncrpykrop m ®@opmar B 3aBUCHUMOCTHA OT BEPCHH,
YCTaHOBJIEHHO! y Bac mporpamMel.

dopMaTUpOBAaHUE U U3MEHEHUE AUarpaMmm

[Tpu nepBUYHOM CO3JaHUH AAArPAMMBI 3apAHEE OUEHBb TPYIHO ONPEACTUTD,
KaKOW €€ TWN MPEACTaBUT HauOoJiee HArsSAHO BHIOPAHHBIE TAOJIMYHBIC JTAHHBIE.
Tem Oosiee, BOOJHE BEPOSATHO, YTO PACHOJIOKCHUE HOBOM JAMAarpaMMbl Ha JIMCTE
OK@)KETCs COBCEM HE TaM, I'ZI€ BaM XOTENOCh Obl, Aa U €€ Pa3MepPbl BaC MOTYT HE
ycrpauBath. Ho 310 He Oena — NepBOHAYAIBHBIA THIT U BHJ JUArPAMMBI MOYKHO
JIETKO U3MEHUTD, TAK YK€ €€ MOXKHO MIEPEMECTUTH B JIFOOYI0 TOUKY padoueii o0nactu
JIMCTA UM CKOPPEKTHPOBATh TOPU3OHTAIBHBIE U BEPTUKAJIBHBIC PAa3MEPBI.

Yto OBICTPO M3MEHUTH THIT IMarpamMel Ha BKiaake Konerpykrop B rpymme
Tun, pazmelarmeiics ciaeBa, EIKHATE KHONKY M3MeHuTh THII Auarpammsbl. B
OTKPBIBIIEMCS OKHE CJI€Ba BEIOCPUTE CHAvYaJIa MOAXOASIINNA THTI IRArPAMMBIL, 3aT€M
ee moarun W Haxmure KHomKy OK. Jluarpamma OyAeT aBTOMAaTHYECKH
nepectpoeHa. CtapaiTecs moaOUparTk TAKOH THI AMArPAMMBbI, KOTOPBIM Hanboee
TOYHO M HArJIIAHO OyIET AEMOHCTPUPOBATH LIENb BAIIUX BBIYMCICHUM.

Ecnu nmanHble Ha auarpamMme OTOOPaXKarOTCS HE AOKHBIM - 00pazoM,
nonpoOyiTe NOMEHITh MECTAaMH OTOOPaXEHWS CTPOK M CTOJIOLOB, HAXKaB Ha
KHOTIKY, CTpoka/cTos0en B rpynne /lannbie Ha Bknaake Konerpykrop.

[TonoOpaB Hy>XHBIA THI AMArPAMMBI, MOKHO NOpPadOTaTh Ha €€ BHIOM,
NPUMEHUB K HEH BCTPOEHHBIE B MporpaMmy MakeTbl W ctuiau. Excel, 3a cuer
BCTPOCHHBIX PEUICHHWH, MPEIOCTABISET MOJIB30BATENSIM LIMPOKUE BO3MOKHOCTH
BbIOOPA B3aMMHOTO PACHOJIOKEHUSI AJIEMEHTOB AMArpaMMm, UX OTOOpaKCHHS, a
TAK>KE€ BETOBOrO 0(opMIIcHHS. BEIOOP HYKHOTO MAKETA W CTHJISI OCYILECTBIISETCS
Ha BKiaake KOHCTpPYKTOp B rpynmax ¢ TOBOPSIIMMH Ha3BaHUsMU MakeTsbl
amarpamM ¥ Cruam amarpamm. [Ipy 3TOM B KaXkA0H M3 HHX €CTh KHOIKA
JIONOJIHUTEIbHbIE MAPAMETPbI, PACKPHIBAOINAS MOJHBIA COUCOK MPEATAracMbIX

PELICHA.



W Bce ke HEe Bcerga co3laHHas WM OT(pOopMaTHpOBaHHAS auarpamma c
NOMOIIBI BCTPOCHHBIX MAKETOB M CTHIICH Y AOBJIETBOPSET MOJIb30BATENEH NETUKOM
Y MOJTHOCTHIO. CIMIIKOM OO0JBIION pa3Mep pPH(TOB, 04CHH MHOTO MECTA 3aHUMACT
JET€HJa, HE B TOM MECTE HAXOJATCS MOANUCH JAHHBIX WIA camMa AuarpaMma
CIIMLIKOM MasieHbKasi. CTOBOM, HET MpeEena COBEPIIEHCTBY, U B Excel, Bce, uro Bam
HE HPABUTCS, MOKHO UCIPABUTh CAMOCTOSITENIEHO Ha CBOM «BKYC» M «LBETY». Jleno
B TOM, YTO JHMarpamMMa COCTOHUT M3 HECKOJIBKUX OCHOBHBIX OJOKOB, KOTOPBIEC BBI
MO>keTe (POPMaTHUPOBATE.

Oonacms Ouazpammsl — OCHOBHOEC OKHO, TIE PAa3MEIIAKOTCA BCE
OCTaJIbHBIE KOMIIOHEHTHI quarpaMmbl. HaBenst Kypcop MbIlK Ha 3Ty 001acTh
(MOSIBIISIETCS. YEPHOE MEPEKPECTHE), U 3aXKaB JIEBYHO KHOIKY MBI, MOKHO
NEPETALMTE AUarpaMMy B JTFOOYFO 4acThb JIMCTA. ECIN Jk€ BBl XOTUTE U3MEHUTD
pa3Mep auarpamMmbl, TO HABEIUTE KYypCOpP MBIIIK Ha JIFOOOH M3 YIJIOB WM
CEpPEaMHY CTOPOHBI €€ PAaMKH, M KOrJa yKaszarellb OpuMeT (Qopmy
JIBYXCTOPOHHEH CTPETIOYKH, IOTSHUTE €TI0 B HY>)KHOM HAITPABJICHUU.

Ob1acmb nOCMpPoeHUa OUAzpammspl — BKITIOYAET B €0l BEPTUKATIBLHY IO
Y TOPA3OHTAIBHYIO OCH, PSII JAHHBIX, & TAK K€ OCHOBHBIC U TOTIOJTHUTEIbHBIC
JIMHUH CETKH (CTEHBI).

Ps0 oOanHbix — JAaHHBIE, TMPEACTABICHHBIE B Trpa@M4yecKOM BHJE
(Imarpamma, rucTorpaMma, rpaduk u T.1.). MOryT uMETh MOANKUCH JaHHBIX,
OTOOpaKAIOIIME TOYHBIC NUQPOBBIC MMOKA3aTENM CTPOK WIH  PSAJIOB
JaarpaMMabl.

Ocb 3HaueHuu u 0Cb Kame2opuu — 4YUCIOBBIE TMAPAMETPHL,
PACIIOJIOKEHHBIE  BIOJb  BEPTUKAIBHOW W TOPU3OHTAIBHOW  JIMHHIA,
OPUEHTHPYSICh HA KOTOPBIE MOXKHO OLEHWTH JAHHBIC auarpammel. Moryt
UMETH COOCTBEHHBIE MONUCH ICICHUAN U 3ar0JIOBKH.

Jluhuu cemxu — HaArNAAHO TPEACTABISAIOT 3HAYCHUS OCEH W
pPa3MEIATCs Ha OOKOBBIX MAHENSX, HA3bIBACMBIX CTEHAMM.

Jlezenoa — pactm(poBKa 3HAUCHUHN PATOB UK CTPOK.



JIrobomy  monb3oBatento  Excel  mpengocraBisercss  BO3MOXKHOCTh
CaMOCTOSTEIBHO U3MEHSTh CTUIIA U XYJI0KECTBEHHOE MPECTABICHUE KAKIOTO U3
BBIIIETIEPEUMCIICHHBIX KOMIIOHEHTOB JuarpaMMbl. K Bammm yciiyram BeIOOp 1[BETa
3aJIUBKH, CTUJISI TPAHULL, TOJIIIMHBI JIMHUHI, HATOKEHUE 00bEMa, TEHEH, CBCUCHUS U
CIJIQXKUBAHUSI HA BHIOPAHHBIE OOBEKTHI. B JTF000H MOMEHT, MOYKHO U3MEHUTh 00N
pasMep AuarpamMbl, YBEJIWYUTH/YMEHBIIUThL JIIOOYKO €€ 00JacTh, HampUMeED,
YBEJIWYUTh CaMy JuarpaMMy W YMEHBIIWTH JIETCHIY, WX BOOOLIE OTMEHHTH
OTOOPAKEHUE HEHYKHBIX 3JIEMEHTOB. MO>KHO M3MEHUTH YTOJ1 HAKJIOHA TUArPaMMBl,
MOBEPHYTh €€, cleaaTh 00beMHOM wiam miaockoil. OmuumM cioBoM, MS Excel
COJICPKUT WHCTPYMEHTHI, MO3BOJISIFOIIME MPUAATh AUArpaMMe COOCTBEHHOPYYHO
HanOoJee yA0OHBIN JUTsl BOCOPUITHS 00Pa3.

JIIsi M3MEHEHUsT KOMITIOHEHTOB JHMarpaMMbl BOCIHOJIB3YUTECH BKJIAAKOMN
Makert, pacnionoKeHHOMH Ha JieHTe B oOnactu Padora ¢ Amarpammamu.

31ech Bbl HaWIETE KOMAHJbl C HA3BAHMSIMM BCEX YAaCTCH auarpaMmsbl, a
HIEJIKHYB 1O COOTBETCTBYIOIIMM KHOMKAM, MOKHO IEPEUTH K KX (POpMATUPOBAHUIO.
Ecte u apyrue, 6ojee mpocThie CHOCOOBI M3MECHECHUSI KOMITIOHEHTOB JUArPaMM.
Hanpumep, 10cTaro4HO MPOCTO HABECTHM KYpPCOP MBIIIM HA HYXKHBIM OOBEKT, W
HIEJIKHYTh TI0 HEMY JIBa pa3a, MOCJIE YEro ¢pa3y OTKPOETCs OKHO (JOpMaTUPOBAHUS
BBIODAHHOTO 73JieMeHTa. Tak K€ Bbl MOXETE BOCHOJIB30BAThCS KOMaHIAMU
KOHTEKCTHOIO MEHIO, KOTOPOE€ BBI3BIBACTCS KJIMKOM MPABOM KHOMKH MBIIIK IO
HY>KHOMY KOMITOHEHTY.

Camoe Bpemsi mpeoOpa3oBaTh BHEUIHUIA BUJ HAIICH TECTOBOM AvarpamMel,
BOCIOJIb30BABIIUCH PA3HBIMU COCOOAMHU.

Kak Buaute, BcrpoeHHbIE B Excel HHCTpyMEHTHI (POPMATUPOBAHUS AUArPaAMM
JEHCTBUTEIBLHO AT IMIMPOKHE BO3MOXKHOCTH TMOJIB30BATEISIM W BU3YaJIbHOE
MPEACTABICHUE TAOJIMYHBIX JAHHBIX HA 3TOM PUCYHKE PA3UTEIBHO OTJIMYAETCS OT

IICPBOHAYAJILHOI'O BapuaHTa.















Heo0xoaumoe MaTepuaibHO-TEXHHYECKOE 000PyI0BaAHHUE:

[lepcoHanbHBINA KOMIIBIOTEP WIA HOYTOYK € YCTAHOBIEHHBIM IMPOTrPAMMHBIM
obecneuenneM Microsoft office He Hwxe Bepcum 2007, nanpumep, [[DBM
INTELGorei3-7100/H110M-KRTL/8GB/1 TB/DVDRW/LCD21.5"/k+m/

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

I[IK S1155 Intel i3-2130 3.4 Hz/DDR II-4Gb/HDD SATA 111320
Gb/DVD+R/RW,23 "LCD Samsung

2005-716, II9BMtun 2 (Asus- P7P55LX-/DDR3 4096Mb/Coreei3-
540/SATA-11 500 GbHitachi/PCI-E 512MbMonutopTFTWide 23))

[IIxana OLlCHUBAHWS U KPUTEPUN OLICHUBAHWS BBITIOJTHEHHBIX 3a1aHUH !

dopma MuHuManeHbIH Oamt MaxkcumanbHbli Oan
RORTPOTA ban [Ipumeuanue ban [Ipumeuanue
| |
1 2 3 4 5

JlaGopatopna | 3 | BeimonHun 5 | Beimosiui

s padota Ne 1 JadopaTopHyto padoTy ¢ JadopaTopHyto padboTy
CYLIECTBEHHBIMU 0e3 3aMeyaHuii 1
3aMEUYaHU MU, TPOLIETT POLLIET TECTUPOBAHUE
TECTUPOBAHUE 0 TEME C J1oJiel TTPaBMITbHBIX
JadbopaTopHOit paboTHI € otBeTOB Oosiee 50%
50% npaBUIBHBIX
OTBETOB

JlaGoparopna | 3 | BeimonHun 5 | BeimoJyiaui

s padota No 2 JadopaTopHyto padoTy ¢ JadopaTopHyto padboTy
CYLIECTBEHHBIMU 0e3 3aMeuaHuii 1
3aMEYaHUSMU, TPOLIETT POLLIET TECTUPOBAHUE
TECTUPOBAHUE 10 TEME C JIoJiel TPaBMITbHBIX
JabopaTopHOit paboTHI € otBeTOB Oosiee 50%
50% npaBUIBHBIX
OTBETOB

JlaGoparopna | 2 | BeimonHun 5 | BeimosiHui

s pabora Ne 3 JadopaTopHyto padoTy ¢ JadopaTopHyto padboTy
CYLIECTBEHHBIMU 0e3 3aMeyaHuii 1
3aMEYaHUSIMU, TTPOLIETT POLLET TECTUPOBAHUE
TECTUPOBAHUE 10 TEME C JIoJiel TTPaBMITbHBIX
Ja0opaTopHOi padOTHI € oTBeTOB OoJiee 50%




50% npaBUIBHBIX

OTBETOB
JlaGoparopHa Beimonuun Beimonuun
s pabota Ne 4 JadopaTopHyto padoTy ¢ JadopaTopHyto padboTy
CYIIECTBCHHBIMHU 0€3 3aMeyYaHuii u

3aMEYaHUSMU, MPOLIEN
TECTUPOBAHUE MO TEME
JadopaTopHOit paboTHI €
50% npaBUIBHBIX

MPOLLET TECTUPOBAHUE
C JOJIEN MTPaBUIILHBIX
oTBeTOB Oonee 50%

OTBETOB
JlaGoparopHa Beimonuun Beimonuun
s paborta Ne 5 JadopaTopHyto padoTy ¢ JadopaTopHyto padboTy
CYIIECTBCHHBIMHU 0€3 3aMeyYaHuii u

3aMEYaHUSMU, MPOLLIEN
TECTUPOBAHUE M0 TEME
JadbopaTopHOit paboTHI €
50% npaBUIBHBIX

MPOLLIET TECTUPOBAHUE
C JOJIEN MTPaBUIILHBIX
oTBeTOB Oonee 50%

OTBETOB
JlaGoparopHa Beimonuun Beimonuun
s padota Ne 6 JadopaTopHyto padoTy ¢ JadopaTopHyto padboTy
CYIIECCTBCHHBIMHU 0€3 3aMeyYaHuii u

3aMEYaHUSMU, POLLIEN
TECTUPOBAHUE M0 TEME
JadopaTopHOit paboTHI €
50% npaBUIBHBIX
OTBETOB

MPOLLIET TECTUPOBAHUE
C JOJIEN MTPaBUIILHBIX
oTBeToB Oonee 50%




Cnucok BOIIPOCOB JJIsd CAMOKOHTPOJIA:

L. Crncox BOIIPOCOB il
CaMOKOHTPOSL:

Boamoxkno mu B mporpamme  Word
MPOU3BOJAUTE  ABTOMATHYCCKYI0  COPTHPOBKY
CITUCKOB 10 andaBuTy?

A) Ja, COPTHPOBKA HAXOTUTCA BO
Bkianake [ 'naBHas B Gmoke AG3an

B) ma, coprupoBka HaxOAWTCSA BO
Bkmagke Pasmerka crpammumel B Oloke
ITapameTtps! cTpaHUIIB!

C) Takoii BO3MOKHOCTH HET

2. I'lpu nobaBnaeHn cTOIOUOB B TAOIHITY
BO BKJIQJIKE MAKET MPH BHIOOPE BCTABUTH CIICBA,
BCTABUTh CIPaBa HOBBIM CTOJOECL] BCTABUTCA
CIICBa WU CIIPaBa OT

A) sueliKe, B KOTOPOH CTOUT Kypcop

B) ot uenTpa Tabnuie:

C) or Hauaga TaOIHUIIBI

3. Bo3moxHO nmm sueliky B TaOJHUIR
Pa3aeaInuTh MO AUArQHATH

A) 13, BOBMOXKHO, HATIPUMEP HCIIONb3YS
HHCTPYMCHT KapaHAaII

B) HeT, HEBO3MOKHO

4. Eciu mipu 100ABICHHH 3aIOJHCHHON
Tabmuupl B JOKYMCHT, OHA HC IOMECTHIIACH
LCTHUKOM [0 LIMPUHC HA CTPAHHLY U YacTh
CTONOLOB OKA3AINCh HEBUAUMBI, TO HEOOXOAUMO

A) mepedth BO BKIaAKy Maket, B
KOTOPOM BBIOPATh CBOWCTBA, JAJCE B CBOHCTBAX
NPOIUCATh IUHPUHY TaOIHLBI MCHBLIC, YEM
IIUPUHA CTPAHHULIBI

B) yvoamute yacts cToa010B B TAGIULIEC

C) yMeHpLIATh IIMPUHY HECKOIBKUX
MEPBBIX CTOJNOLIOB, MOKa BCca Tabmunma He
OKQKETCA Ha JHCTE

5. Bo3MoxHO 1M MacmTaOUpOBATh
PHCYHOK, HapUCOBAHHBIH B mporpamme MS
Word?

A) 1a, BO3MOKHO, €CJTH OH HAPUCOBAH B
MOJIOTHE

B) na, Bo3MOXKHO, €cH OH HapHCOBAH
0¢3 MoIoTHA

C) HeT, HCBO3MOKHO

6. Kax wusMeHuTE 3amuBKY (HIYPBI

"Jluaus" BO BpeMs co3maHus pPUCYHKA B MS
Word?

A) v durypsl "JluHua" HE CYIIECTBYET
3a7MBKH, V JAHHOU (PUTYpPBI BOBMOKHO H3MCHHUTD
TOJbKO HACTPOMKH KOHTypa

B) BeiOpare 3anuBka (urypsl B OlOKe
Crumu gurypst Bo Bknaaky @opmar

7. VYcrpolicTBamMH BHCIIHCH MaMITH
SBILSIFOTCS

A) xaptel mamatu, USB - nakonurenn,
SSD-HaKOIUTE TH, KECTKHUS JUCKH

B) OTICPATUBHEIC 3AMOMHUHATOLIHE
YCTPOMICTB

O) MOCTOSTHHOS 3AMOMHHAOIIEE
YCTPOUCTBO

8. Kakmx CHOHCKOB HET B TEKCTOBOM
peaakrope?

A) TOYCUHBIX

B) nymepoBaHHBIX

C) MapKupOBaHHBIX

9. Ilpu 3aaHNM TAPaMETPOB CTPAHUIIBI B
TEKCTOBOM PEIAAKTOPE YCTAHABIUBAIOTCS:

A) mond, OpHEHTaUMs M pasMep
CTpaHULIBI

B) unrtepBan mexay abzamamMu U BUJ
mpudTa

C) doH u rpaHULIB CTPAHHULIBI, OTCTYII

10. Kakyro KOMOWHAIIMIO  KJIABHII
CINEAYeT NPUMCHUTb, YTOOBI BBIOCIUTH BECh
JOKYMEHT

A) Ctrl+A

B) Ctrl+C

O) Cul+V

11. Kakyro KOMOWHAIIMIO  KJIABHII
CIEAyeT TNPHUMCHHTh, YTOOB CKONHPOBATH
BBIJCJICHHBIH (hparMeHT

A) Ctrd+C

B) Ctrll+A

C) Cl +V

12. OcHOBHBIMH (dYHKUHIMHI
ONCPALIMOHHON CHCTEMBI SBIISFOTCS

A) JHAIOT c MOJIb30BaTENCM,

VIPaBJICHHE PECYPCaMH KOMIBIOTEPA, 3aIycK
MPOrpaMM Ha BHITIOJTHCHUE

B) paspaborka mporpamm gus OBM,
BBIBOA MH(POPMALTHUH HA IPHHTEP

13. Kakyro KOMOWHAIIMIO  KJIABHII
CIEAYET NPUMCHUTh, YTOOBl BCTABHUTH B TEKCT
CKOTIMPOBAHHBIH (parMeHT



A) Cul+V

B) Ctrl+C

C) Cul+A

14. Kakyw KOMOHWHAIIMIO  KJIABHII
CIEAYET MPUMCHUTh, YTOOBl BCTABHTH B TCKCT
Pa3phIB CTPAHHULEL

A) Ctrl+Enter

B) Ctrll+A

C) Cul+C

15. Kakas xnaBuma Ha KIaBHATYPE
VAAIIET CUMBOII CI€Ba OT Kypcopa?

A) Backspace, BS, <

B) Delete

16. Kakas xmaBuma Ha KIaBHATYPE
VAAJIET CUMBOII CIIPaBa OT Kypcopa?

A) Delete

B) Backspace, BS, <

17. KonaonTuryn — 310:

A) obmacte, KOTOpas HAXOAWUTCH B
BCPXHEM H HIJKHEM TOJIC U PCAHA3HAYACTCS TS
MOMEIICHUS HOMEpa CTPAaHULbl WIH HA3BaHHS
PpadoThI HAJT TEKCTOM KaXKIOW CTPAHHULIBI

B) BHewHWI BUA MCYATHBIX 3HAKOB,
KOTOPBI  TOJB30BATEIb  BHIUT B  OKHE
TEKCTOBOTO PEIAAKTOPA

C) BepxHss CTpPOKa OKHA peIaKTopa
Word, koTopast ConepKuT B ¢e0¢ MaHEIb KOMaH[
(Hampumep, «Bcragkay, «KoncTpykTop»,
«MaxkeT» U T. 1.).

18. Yro mo3BosIAeT YBUAETD BKIIFOUSHHASL
kHOMKa «OQTOOPa3UTh BCE CUMBOJIBI)

A) mpolesibl MKy CIOBAMH M KOHEII
abzana

B) Bce 3Haku npenuHaHUS

C) ommOKH B TEKCTE

19. O0beaunuTes MU PasdUTh STUCHKH
HAPUCOBAHHOH TaOIHIIBI BOZMOXKHO BO BKIAIKE

A) «Maket»

B) «Konctpykrop»

C) «ITapametprr TaOAHLIBD?

20. Urobel caemarh COOCpPKAHUE B
JOKYMCHTE, HEOOXOAUMO BBINOIHUTH  PIX
CIEeYIOUX ACHCTBUM

A) BBACIHUTP B TCKCTC 3aroJIOBKH,
MOMETHTh X KaK 3JIICMCHTHI KaKOro-TO VPOBHS,
nepeiiti Ha BKIAAKY « CChUTKM» U TAM HAXKATh HA
HUKOHKY «OTIaBICHHC)

B) BBLACTHTD HECKONBKO CIIOB B TEKCTE C
noMompro  kmasumu  Ctrl  (omm  Oyayr

3ariaBusIMK), MICPEHTH Ha BKIAAKY «BcraBkay u
Ha)aTb HA UKOHKY «CoAepKaHue

C) KaKayI0 HOBYIO IJIaBY HAYATh C HOBOH
CTPAHHUIBI, TICPSUTH HA BKIAAKY «BcraBkay,
HaWTH TaM HKOHKY «BcCTaBuTh CoaepKaHue» H
HAKaTh HA HEe.

2]1. K onepannoHHBIM  cHCTEMaM
OTHOCSITCS

A) Microsoft Windows, MacOS, Linux

B) MS-Office

C) MS-Word, Word Pad, PowerPoint

22. Kakoli OpHCHTAIIMH CTpPAHULBI HE
CYIIECTBYET?

A) 6I0KHOTHOIH

B) kHmwxHON

C) anpboMHOI

23, Kakyio ONIuio peryiupyeT 3TO
JHATIOTOBOE OKHO?

A) uzmeHeHHe a03aI[HOTO OTCTYIIA

B) m3menenue mpudra Tekcra;

() u3MeHeHHE pasMepa oieH TucTa.

24. TlomecTuTh B AOKYMCHT PHCYHOK
MO3KHO MPH MOMOIIH BKJIA KU

A) Bcraska

B) Cepsuc

C) Bug

25. YtoOsl caeIaTh TEKCT MOIYKHUPHBIM:

A) Beraenurs TekeT 1 Haxath KHOIKY JK
Ha BKJIazake [ maBHas

B) Brraenuth TekeT ¥ HaxkaTh KHONKY JK
Ha Biaake PericHsuposanme

C) Beiaeaurs TEKCT 1 HaXKaTh KHOMKY JK
Ha BKiIaaxke Bun

26. UtoObl caenaTh TEKCT KyPCHBOM

A) BBIOeUTh TEKCT B HAXKATh KHONIKY K
Ha BKJIazake [ maBHas

B) Beigenuts Teker U Haxath KHONKY K
Ha BKiaake PerieHsuposanue

C) Boeraenuth TeKCT v HaXxaTh KHOMKY K
Ha BKiIaaxke Bun

27. C moMOIIbIO0 KAKOr0 BCTPOCHHOIO B
peaakrop WORD o0bekTa MOKHO BCTaBIISTH B
JOKYMEHT MaTCMaTHICCKUC (POpMY il ?

A) MS Equation

B) MS Clip Gallery

C) MS Word Art

28. Kakoit mapametp QopmaTHpoBaHHUS
HEJIb3d HACTPOUTD B TUAOTOBOM OKHE Ab3ar?

A) uBeT TeKcTa

B) MexxnycTpouHbiti HHTEPBAT



C) BBIPABHUBAHUC TEKCTA

D) otctyn

E) yOpate unTepBaNel Mexxay ab3anamu

29. Yto HEe MB35 HACTPOUTH B TUATIOTOBOM
oxse pugt

A) BBIOOP HUCTIOMB3YEMOTO SI3BIKA

B) uBet cumBO10B

() paccTosHHE MEXKIY CUMBOIAMHU

D) BepxHwuit HHACKC

30. Kak BcTraBuUTh HOMCpPA CTPAHHI B
JOKYMEHT?

A) Bcraska / HOMEp cTpaHHIIBI

B) Hammucath HOMEP B KOTOHTHUTYJIC

() HamucaTe HOMEP BHHU3Y CTPAHHLIBI

31. Kak MOkHO 0OpaTuThCs K SUCHKE B
Excel (ykazars ¢€ B hopmyic)

A) 1o HUHACKCY CTOJ0LA W HHACKCY
CTPOKH SIYEUKU

B) mo HazBaHMIO MUCTA K HOMEPY TUCHKH

32. IocrosHHAA HaMAThH MPCAHAZHAUCHA
JUTSL

A) XpaHEeHHA HEM3MEHAECMOH
uHbpopMaIuu

B) anutenpHOrO XpaneHus HHGOPMALIH

O KPaTKOBPEMEHHOTO XPaHCHUS
nHGpOPMAITUH B TCKYIIUH MOMEHT BPEMCHU

33, UYem  OTHOCHTCTBHBIH  amgpec
OTIHYAIOTCA OT a0COoMIOTHOTO anpeca B Excel?

A) OTHOCHTEIBHBIN aIpec CChIIACTCS Ha
JUANA30H,  PACIOJNIOKCHHBIH ~ OTHOCHTEIBHO
TEKyLIeH s4yekn. AOCOMIOTHBRIA azpec BeCeraa
CCBUTACTCS HA OUH H TOT XKE JHAMA30H

B) otHocuTembHBIH azpec - 3TO Takou
agpec, KOTOpBIM JCHCTBYET OTHOCHTEJIBHO
TCKYIICH KHHUrH. AOCOMIOTHBIM aapec MOXKET
CCBUIATH HA JHATMA30HBI BHYTPH TCKYIIEH KHUTH
U 32 €€ MPeaebl

C) mo (YHKIHOHANBHOCTH HHYEM HE
otamyarorcsa. OTaNIus UMEIOTCS B CTUIIC 3aIHCH
azpeca

34, C Kkakoro CcHUMBOJA JOJDKHA
HauuHaTheCs modas Gopmyna B Excel?

A)=

B):

C) -

35. Kakoii pe3ympTar BO3BpaImacT
MPaBUIBHOE TOTHIECKoe BeIpakeHue B Excel?

A) HICTUHA

B) JIOXb

C) BEPHO

36. B MS Excel ykazanue Ha OTACIBHYIO
SYCHKY TaOIHLBL, COCTABICHHOE N3 0003HAUCHHUS
cToa01a U HOMEPA CTPOKH HA3BIBAKOT

A) agpecoM sucHKH

B) pesynpTarom BEMHCTCHHS

C) dbopmyioit, BBEACHHOH B SIUCHKY

D) nuanazoHom

37. B MS Excel nma wusmeHeHus
pasMepoB cToa0La HEOOXOTUMO

A) VYcTaHOBHTE yKazaTeiab MBI Ha
MPaByK TPaHHULy B 3aroJioBke cToiadua u
MEPEMECTUTh I'PAHHLYY BICBO MM BIIPABO

B) Brigenuts x0T OBl OJHY SMEHKY B
cronOue, 3areM BeOpare komaHay Cepsuc —
[Moxbop - Tlapametrpsl ©  YCTaHOBHTH
COOTBETCTBYIOIIHC 3HAUCHHUS

C) Boiaenute x0T Obl OJHY SUYCHKY B
croadie, 3areM BeiOpaTh kKoMaHay J[laHHbIC —
dbopma

38. B MS Excel rpynny pacnono:keHHbIX
pazoM u 0OOpasvIOIHX MPSIMOYTOJBHUK STICCK
MOJKHO Ha3BaTh:

A) lnanazoHom

B) TaGaureit

C) Kawnroii

39. B MS Excel B agpece $A$16 ne
OYIET MCHATHCS

A) HOMEP CTONIOIA U HOMEP CTPOKH

B) usmeHuThCS BCE

C) Homep croabdia

40. B MS Excel HazHauenne QyHKINUH
CYMM

A) Bosppamaer 3HaUCHHE CYMMBI
3HAYCHUH CBOHMX AapryMeHTOB (B Ka4uecTBE
apryMEHTOB ~ MOJKHO  3aHCBIBATH  aJpeca
OTACIIbHBIX STUCCK)

B) Bosspamaer ogHO 3HAUCHHUE, €CIH
VKa3aHHOE VCIIOBHC HMCTHHHO, W APYroe, CCiH
OHO JIOKHO

C) Bo3sppamaer 3HaYCHHE CYMMBI
3HAYCHUH CBOMX ApryMCHTOB, CCIH OHH BCE
LICJTBIC

41. B MS Excel aapec suciiku MOKHO
BKJIFOUUTH B (hopmy iy

A) OgHuM IIECTYKOM JICBOM KHOIKH
MBIIIHN HA COOTBETCTBYIOIIEH sSUCIiKe

B) Hcronb3ys
xomOuHaumo Ctrl + Shift

C) OgnuM IOETYKOM TIPABOH KHOTIKH

KJIABHATYPHYIO

MBIIIH HA COOTBETCTBYIOIIEH Sueiike



42. Tlpu mencHUM HA HYJb MPOTpaMma
MS Excel BeLaacT coobmenune 06 omuoke

A) #1IEJ1/0!

B) #3HAU!

C) ###

43. B MS Excel mactep amarpamm
MPUMEHSCTCS

A) Jlas  co3maHust  BCEBO3MOMKHBIX
rpa¢uKoB U JuarpaMm

B) [ns yoporenus coznanus QyHKIAN

C) s ympowenus BBoja (YHKLHH B
SIMEUKY

44, B MS Excel amna mnocrpoeHus
rpaduka MO JAHHBIM DJICKTPOHHOH TaOIHIIBI
CIIEAYET UCTIONB30BATD!

A) Komanny luarpamma MeHro BeraBka

B) Komanny Mroro menro Hannsie

C) Komanay Pucynok meHio BeraBka



