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IV.YerBeproiii a63an mpudt 13 myHkTos, 1,25 MEXIyCTpOUHBIH WHTEPBA,
MOJTY>KUPHBINA KYpCHUB, BHIPABHUBAHKE IO MPABOMY KParo, YIUIOTHEHHBIN HHTEPBAJ
MEKy OYKBaMH TEKCTa

VIlareiii a63anm mpudt 15 nysxTOB,] MEXAYCTPOUHBIH WHTEPBA,
BBIPABHUBAHUE MO IUPUHE, 3aUCPKHYTHIH
VIIllecroii a63am mpudt 14 myHkroB, 1,5 MEXKIyCTPOUHBIH WHTEPBAI
BBIPABHUBAHUE MO IUPUHE,TBOWHOE 3aUCPKUBAHKE
VII.Cenpmoii ad3anm mpudt 14 myskro, 1,5 MexAyCTpOUHBIH HHTEPBAJ
BBIPABHUBAHUE MO UPUHE, HAJICTPOUHbBIE U MOJICTPOUHBIE CUMBOJIBI
VIII.Bocbmoii a63am mpudt 14 myHkroB, 1,5 MEXIyCTpOUHBIH WHTEPBAT
BBIPABHUBAHUE 1O IUPUHE, MAJIbIE TPONMUCHBIE OYKBBI

IX JleBarbiii a63anm mpudt 14 mynkros, 1,5 MEXKIyCTPOUHBIN HWHTEPBAI

BEIPAaBHUBAHUE 110 NMIMPUHE, U3MEHUTH IBET Mpu(Ta
X HMecarwrii a63anm mpudt 14 nyakros, 1,5 MEXIyCTpOUHBIH WHTEPBAT

BBIPABHHUBAHHUC 110 HIMPHUHC, BEIACIINUTL TCKCT IBETOM.

Ha nepBoil crTpanuile OTYeTa BBIMOJHUTE TUTYJILHBIA JIUCT, COTJIACHO
MPUBEICHHOMY HH)XE MPUMEDPY.

TekcT, HameuaTaHHbIA KYpCHBOM, TMOSICHAET TO, KAKWUM JOJXKHO OBITh
(dhopMaTrpoBaHWE TEKCTA HA TUTYJIBHOM JTUCTE. [leuaraTs ero He HYXHO.

9. BcraBbTe HOMEpPA CTPAaHUI] B JIEBbIA HWXKHUH yTroJi OTYETA U MCHOJIb3YS
BKJaAKy BeraBka— Homep crpanutibi— BHuzy ctpanuiisi— Cropasa.

10. Ilepeiinute B HUXKHUNA KOJIOHTUTYJI, HamedyaTailTe B HEM CBOE WM,
ybeautech, uTo Baimie umMa aBTOMATUYECKU MOBTOPWIOCH BO BCEX HUKHHUX
KOJIOHTHUTYJIaX JTOKYMEHTA.

11. IToctaBpTe ramouky HanpoTuB Modas «OcoObld KOTOHTUTYJ ISl IEPBOU
CTpaHuIly» BO BKJIajike KOHCTpyKTOp. Y 0eauTech, UTO HOMEP Ha MEPBOM CTPaHULIE
HE oToOpa)kaercs.

12. Ilepeting Bo Bkimaaky Bcraska— Homep crpanuiisi— ®opMaT HOMEPOB

CTaHHUIl HAYHUTC JOKYMCHT CO CTPaHMIIbI 5.
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OrJIaBJIEHHE, KOTOPOE XOPOLIO BHIPOBHEHO U 0T(POPMATHPOBAHO , KOTOPOE Oy IeT
ABTOMATHYECKH H3MEHSITb Ha3BAHUSl Pa3lesioB €ciii Bbl UX CMEHHUTE B XOJ€
penaktupoBaHuss Bamel padoThl U MOCTABUT COOTBETCTBYHOLIHE CTPAHMIIBI,
KOTOPOE MO3BOJIAET MTHOBEHHO 00paTUThCH K HY:KHOII BaMm riaBe u He nucrath
JI0 HY’KHOW CTPAHUILIbl POJIMKOM MBIIIIH.

HN3menute Hazsanue | naBw 2. Hassanue 2 Ha cinoso «CamoiieT», OOHOBUTE
OTJIABJICHUE, YJAJIUTE Pa3pbiBbl CTPAHUI] MEK/Y TJIaBaMU, OOHOBUTE OTJIABJICHHE.

7. Ilocne rnaBbl 3 co3paiite «CNHCOK JUTEPATypb», COIAEPXKAIIUK TpU
KHHTH:

1. Usanos U.M. Kuura 1. 10 c.

2. Ilerpos ILII Kuura 2. 20 c.

3. Cupnopos C.C. Kunura 3. 30 c.

ABTOMATUYECKH COIIJIUTECH HA IEPBYIO KHUTY B [ 1aBe 1, Ha BTOPYIO KHUTY
B [ naBe 2, Ha TpeThio kHUTY B [ N1aBe 3.

Uto0bl caesiaTb aBTOMATHYECKYH CCbLIKY Ha HCTOYHHK B Word,
BBIINOJIHSIEM CJeAyHolee:

1) mepeBoauM Kypcop B JIt0OO€ MECTO TEKCTa B MEPBOM IMYHKTE CIIMCKA
JUTEpaTyphl (HampuMep, Ha Ha3BaHUE)

2) mnepexonuMm Ha JeHTy «BcrtaBka», nanee BbiOMpaeM «3aKiIaaKay.
[TosiBunoch OKHO A00ABJICHUS 3aKJAIKH, B KOTOPOM HEOOXOJAMMO BBECTH UM
3aKJIaJKU U HaXKaTh KHOMKY «JloOaButhy. HauMeHOBaHME 3aKJIafikKu MOKET ObITh
moboe, HO He Oosee 40 CHUMBOJIOB, HE COJEpXKalllee MNPOOETIOB M JPYTUxX
CIIETICUMBOJIOB (KpOME 3HaKa MmoAuepkuBanusA). HaspBaTs 3aknaaky yao0Hee BCEro
no ¢aMWIMM aBTOpAa W Tape KIFOYEBBIX CJIOB W3 Ha3BaHWS CTAaThH, HANIPUMED
"Hashim IT decision_making". Ecnu BBl yBepeHBI, uTO MAHHOTO aBTOpa y Bac

TOJIBKO OAHA CTATbA, TO MOXKHO OCTABUTH TOJIBKO (I)aMI/IJ'II/IIO.









JlaGopaTopHas padora Ne3

Coznanue u popmaTupoBanue Tadmum MS Word

[{eas paboThl: HAYUUTHCS CO37aBaTh U peaakTupoBaTh Tadnuisl B MSWord

Tabnuma mpencraBiasieT CETKy, OOpa30OBaHHYIO CTOJOIAMH M CTPOKAMHU.
Ilepeceuenuss cTonOIOB M CTPOK 0Opa3yioT sAuekkud Tadbmuiel. Kaxnas sdeiika
HE3aBUCHUMA OT JAPYTHX 3JIEMCHTOB TAOJWIBI, I HEE BBl MOXKETE YCTAaHOBHUTH
TpeOyeMblit pa3mep u popmar.

Sdeiikn MOTYT coAepKaTh TEKCT, YMCia, Tpaduueckne U300paKeHUS WK
dbopmyst. Ecu BBOAWTCS B AYEHKY TEKCT, TPU MOCTHXKCHWW TPABOTO Kpas OH
OyJeT aBTOMATHYECKH TEPEHOCUTHCS Ha CIICAYIONIYIO CTPOKY B COOTBETCTBHUH C
mupuHON sueiiku. [lpy W3MEHEHWM IHUPUHBI CTONOLA WIM SYEHKH TEKCT
aBTOMATHYECKH OyJeT MEPEHOCHUTHCA Ha CICAYIONIYIO0 CTPOKY (ITPH YMEHBITICHUH
IITUPHHBI ) WK BO3BPAIAThCS HA MPEIBILAYIIYIO CTPOKY (MTPH YBEITUUSHUH IITUPUHBI )
TaK, YTOOBI MOJTHOCTHIO 3AMOTHUTH SYSHKY HOBOTO pasMepa.

Co3zaanne Tabun Tabnuiia MoxeT ObITh BCTABJIEHA B MPOU3BOJIBHOE MECTO
JMOKyMeHTa. PazMep TaOauIbl MOKET MPEBHINIATh Pa3MEP CTPAHMIIBI, TOAITOMY €€
YacTh MOXET Pa3MeIaThCsA Ha OAHOW WM HECKOJIBKUX TMOCIICIYIONTNX CTPAHUIIAX.
B Takom ciryuae MOKHO OTIPEACIATh 3arOJIOBKH T TaONHIIBl TAKUM 00Pa3oM, UTo,
ecnu Tabnauna OyaeT pa3MellleHa Ha HECKOJIbKUX CTPAHUIAX, B BEPXHEW 4acTu
Ka)KJIOW CTPAHUIIBI 3aTOJI0BKA OyIyT OTOOPaKaThCA aBTOMATHUIECCKH.

Jist co3manus TaGJHIbI MOKHO BOCIOJIb30BaAThCSl KOMAHI0M BKJIaKa
BcraBka — nanens Tabnuiisl — kHonka Tabnuna.

B penakrope Word wumMeeTrcss BO3MOKHOCTH HAPHCOBATH CJIOYKHYIO
Tabauiy ot pyku. JlJ1s 3TOro AoCTaTouHO BHIOpaTh B MEHIO Tabnuiia KoMaHIy
HapUCOBaTh TAOJIUILY.

[Ipexkne yeM TPUCTYNHTHh HEMOCPEACTBEHHO K CO3JAHUIO TaOIMIIBI, BB
JOJDKHBI MUMETh XOTA OBl MPUONHM3UTEIBHOE MPEACTABIICHHE O TOM, CKOJIBKO

CTOJIOIIOB M CTPOK J0JbKHA MMeTh Tabnuia. Ha 3tom stane He 00sA3aTeaIbHO TOUHO



yKa3biBaTh mapameTpbl Tadauisl. [lociae co3manns Beeraa MOXKHO J0OABUTH W/WITH
YAQIATH CTOJIOIBI M CTPOKH TIO CBOEMY YCMOTPEHHIO.

BBoa 1aHHBIX M IepeMelneHHe 1Mo TadJIIe.

Ecnu B cBOelt paboTe BB IPEANOYNTACTE MOJTH30BATHCSA KIIABUATY PO, IS
MIEPEMENICHHUS B CIICAYIONIYIO SUCHKY UCTIOIB3yeTcs kiasuima Tab. J{isa nepexona k
npeasLaymiei suetike Haxkmurte Shift+Tab. Eciom kmasuma Tab Oymer Hakara B TOT
MOMEHT, KOT/Ia KypcOop PacIioyIO;KEH B TOCeaAHEH sueiike Tadbmunbl, Word BeTaBut
HOBYIO CTPOKY ¥ TIEPEMECTHT KYPCOP B €€ TMEPBYIO SUCHKY.

B tabnune mpeacraBieHbl KJIABHUINK IS MepeMelneHus mno tadmuue. s
TOTO 4TOOBI MOKHHYTH TAOIHITy, BBl JOJDKHBI C TMOMOIIBIO MBIIIH WM KIJIABHIII-
CTPEJIOK MEPEMECTUTH KYPCOP 3a Mpeieiibl TAOJULIbI.

Knasuma Ha3znadyenue

Tab Ilepememaercs Kypcop BOpaBO Ha OJHY suciiky. BcraBisser HOBYIO
CTPOKY, €CJIA KyPCOP PACTIOIOKEH B MOCICIHEN AYECHKE

Shif+Tab Ilepemermaercst Kypcop BIIEBO Ha OJIHY SYEHKY

Alt+tHome m Alt+End Ilepememaer kypcop B MEPBYIO HIIM IOCIICIHIOIO
SUCHKY CTPOKH, COOTBETCTBEHHO

Alt+PgUp u Alt+PgDn Ilepemerniaer kKypcop B IEPBYIO WX IOCICIHIOKO
CTPOKY CTOJI011a, COOTBETCTBEHHO

PepakTupoBanue tadiuu. Ha mpakThke [0CTaTOUHO 4YacTO BO3HUKAET
HEOOXOIMMOCTh U3MEHUTH MapaMeTPhl TaOIHUIbI, B KOTOPOH COJEPIKATCS JTaHHBIC.
MS Word npenocrasnsieT B Hallle pacopssKEHUAE MMTUPOYANIIIAE BO3MOKHOCTH TIO
PEIAKTUPOBAHUIO TAOJHNIT, BKITIOYAsI BCTABKY W YIaJICHUE STYCCK, CTPOK U CTOJIOIOB,
MIEPEMEIIICHIE M KONMHMPOBAHHE SUYCCK, W3MEHCHHME BBICOTHI M IMHPHUHBI SUCEK H
MHoroe apyroe. Komanaa: Bxnaaka Pabora ¢ Tabmumamu — Konctpykrop / Maker.

IlepemenneHne ¥ KONMMPOBAHHE STUEEK

Hcnob30BaHNe MBIIIH /151 IEPeMeEIeHUs] sTUeeK, CTPOK U CTOJIOI0B

Jlitst Toro uToOBl MEPEMECTHTh WJIM CKOIMMPOBATHh OJHY MM HECKOJIBKO,

AYCCK, BMCCTC, C UX COACPIKUMBIM, BBIIIOJHUTC CIICAYIOIIUC HeﬁCTBHH:



-Beibepute sueiiku, CTPOKM WJIM CTOJIOLBI, KOTOPbIE Bbl MPEANOJiaracre
MEPEMECTUTH UJIU CKOMTUPOBATH.

-IlepemecTuTh yKa3aTelsib MBIIIH B MPEAEIaxX BbIOPAHHBIX AUEEK TaK, UTOOBI
OH TIPUHSJI BUJ CTPEIKH, HAMPABJICHHONW CIIPaBa HAJIEBO.

-JlanibHeIe Banm ASHCTBUSA 3aBUCAT OT TOTO, XOTUTE JIK Bbl IEPEMECTUTD
WJIM CKOMUPOBATh BBIACJICHHBIC 37IEMEHTA. J[J1s1 TOro 4To0bl MEPEMECTUTH SJIEMEHTHI
TaOaUIbl, HAXKMUTE JIEBYIO KHOMKY MbIlKd. Eciu Bam TpeOyercss CKONMUPOBATH
ANIEMEHTHI, HAXXMUTE KiaBuiny Ctrl, mocie yero HakMuTe JIEBYIO KHOTIKY MbIA. B
3aBUCUMOCTH OT MPOW3BEIACHHBIX BAMHU ACHCTBUU B CTPOKE COCTOAHUA TMOABUTCS
COOTBETCTBYIOIIIEE COOOIIEHHE.

-llepeMecTuTh Kypcop B AYEHKY, PACHOJIOKCHHYIO JIEBEEC W BBILIE TOTO
MECTa, B KOTOPOM JOJIKHBI TOSBHUTBHCA IEPEMEIICHHBIC WA CKONUPOBAHHBIC
STYCUKH.

-OTnyCTUTh KHOMKY MBIIIIH.

Ucnoan3oBanne xomana Briaaaku Maxker [lpu pabote ¢ Tabnuuei
nericterue koMana Beipesats, Konmposars u BetaBuThs 3 meHro [IpaBka nosHOCTBIO
aHAJIOTUYHO padoTe ¢ TeKCTOM. C MOMOIIBIO 3TUX KOMAaH/]T Bbl MOXKETE MEPEMECTUTh
WJIU CKOMUPOBATh AUCHKH B Mpeeaax TaONUIbl UM CKOMUPOBATH Ta0UILy B APYTroe
MecTo. JlaHHOE CpencTBO MO3BOJIIET MEPEMEIIATh W KOMUPOBATh OJHY WU
HECKOJIBKO STYEEK WJIH LIEITUKOM BCIO TAOJHILY.

N3MmeHeHNe IIUPUHBI CTOJI0LI0B

Ilepemewenue epanuy syeex U UCNOIBL30GANHUE 2OPUSOHMANBHOL JIUHETKU
JIist Toro 4toObl W3MEHUTH IIUPHUHY CTOJOIA C TOMOIIBIO MBIIIH, YCTAHOBUTE
yKa3aresb MBIIIM HA MPaBYIO rpaHuily crojibia. B pesynbrare ykasareib NpUMET
BUJl BEPTUKAJIBHON ABOMHOW JIMHUM CO CTPEJIKAMH, HAIPABJICHHBIMUA BIIPABO H
BJIEBO. [ [pn 3TOM BUJI yKa3aTelsist HE 3aBUCUT OT TOT'0, OTOOPAXKAKOTCS WIH CIIPATAHbBI
JUHUU ceTKU. HakMUTE KHOMKY MBIIIA U TMEPEMECTUTE ATOT MapKep CToI0Ia 10
YCTAHOBKHU TPEOYEMOM IIUPUHBI CTONOLIBI, MOCIE YErO OTMYCTUTE KHOMKY MBIIIIH,

Jleiicmeue Pezynomam



[Tepemeliiienne rpaHuipl 0€3 HAXKATUSA KAKUX-JTUOO JOMOJHUTEIbHBIX
kimasui - [[luprHa Becex cTonOLOB crpaBa OyAeT U3MEHEHA B COOTBETCTBHUM C HX
MEPBOHAYAIIBHON IIUPUHOM

[Tepemerenne TpaHummpl TpU Hakarod kimauine Shift - M3mensercs
IIUPUHA TOJIKO JBYX CTOJIOLOB, pPACMOJOXKEHHBIX CJieBa W ClpaBa oOT
NepeMeIaeMOon rPaHuLbl

[lepememenune rpanumsl npu Hakarod kmasume Ctrl - [llupmaa Beex
CTOJIOLIOB CITpaBa OyI€T U3MEHEHA B COOTBETCTBUH C UX MEPBOHAYATIBHON IMPUHON

[Tepememenue rpanutis mpu Haxkateix Shift+Ctrl - [Iupuna Bcex cTonbIoB
CIIpaBa OCTaeTCs HEU3MEHHOW. M3MeHsieTcda mupuHa cTosiOla, pacnojioKEHHOTO
CJIeBa OT MEPEMENIAEMON IPaHUIlbl 1 COOTBETCTBEHHO IIMPUHA CAaMOU TaOJIUIIbI

[Tepemernienne rpaHullbl TpH Hakaroh kinaBume Alt - Otobpaxkaercs
pa3Mep IUPUHBI U3MEHAEMBIX CTOJIOLIOB B CM.

-Be16epute cTonO1Ibl, IMPUHY KOTOPBIX BbI MPEANOJAracTe n3MeHuThb. Ecin
BBl BRIOCPUTE CTOJIOIBI HE TIOIHOCTHIO (HAMpUMep, oaHy wiu O6ojee cTtpok) Word
WU3MEHUT IIUPUHBI CTOJIOLIOB TOJIBKO B YKA3aHHBIX CTPOKAX.

-Bri6epute Brnaaka Maket — nanens Pazmep aueliku

-B okne auanora CpoiictBa Tabnuibl nepeiiaute Ha BKIaaky “Cronbden” u
YCTAHOBUTE HY>KHBIC MTApaMETPhl WM HAKMUTE KHONIKY ABTonoaoop. U3meHeHue
BbICOTBI CTPOK

-Brei6epute Brnaaka Maket — nanens Pazmep aueliku

-B okne nuanora CpoiicTBa Tabauubl nepeiante Ha BKIaaky “‘Ctpoka” u
YCTAHOBUTE HYKHbBIC MAPAMETPhI UM HAKMUTE KHOMKY ABTONOAOOP.

Onaxok Pazpeutums nepenoc cmpoxu Ha cieoyrowyio cmpanuyy. Ecinm npu
YCTaHOBJICHHOM (hj1aXKe (110 YMOTYAHHIO) COEPKUMOEC TUESHKH HE TIOMETIAeTCA Ha
onuoi#t crpanutie, MS Word pazOuBaeT CTpOKy W NEPEHOCHUT HE TTOMECTHBIIIHECS
JTAHHBIE HA CIAEIYIOUIYIO CTPAHUILY.

Hacrpoiika nosoxenust crpoxk Bxiaaka Maket — manenb BeipaBHUBaHUE

N3menenne opueHranum Tekcra Bxmanka Maker —  maHens

BripaBHuBanue — kHonka Hanpasnenue Tekcra.



BcraBka u ynajieHue siueek, CTPoK U cToJ1010B [locne co3aanus Tabnuiibi
MOYXHO U3MEHHUTh €€ CTPYKTYPY, N00aBisAd U yJaaisid SUEHKU, CTPOKUA U CTOJOLIBI.
Konkpetnbiii Bua onuuii BeraButh u Y nanute u3 meHo Tadnuna onpenenserca
TEM, KaKhe SJIEMEHTHI TAaONHIbI (STUSHKHA, CTPOKKA WM CTOJIONBI) OBITH BHIOpAHBI
nepes; BI30BOM KOMaH/IbI.

Bxnaaka Maket — nanenb CTPOKH M CTOJIOIIBI

O0benuHeHue siyeek /(711 OOBEIMHEHUS HECKOIBKHX PACMOI0KEHHBIX
PAIOM B OJTHOM CTPOKE SUYEEK BBIMOJHUTE CJCAYIOIINUE ACHCTBUA:

-BeiGepuTte sueiiku, KOTOPbIE Bl XOTUTE OOBEIUHUTD.

-Bknanka Maket — na"ens O0beqMHUTD — KHOTIKA OOBbEAMHUTD TUSHKH

Pa3ouenne siueex Pa30ueHue dueek sBigercs oOpaTHOM omepanuen mo
OTHOILIECHHUIO K 00beauHeHnto. C € MOMOIIBI0 MOKHO BOCCTAHOBUTH HCXOJHOE
COCTOSIHME OOBCIAMHEHHBIX fAueeK. lIpum »>TOM pacnpeneneHue TEKCTa MEXKIY
AuekaMu OyJIEeT ONpeAeAThCS HATMIUEM CUMBOJIOB ad3aia. [lepsriit ab3ail Oyaer
MOMEIIEH B MEPBYIO AYEHKY, BTOPOH abd3al] — BO BTOPYIO AUCHKY U T.A.

-Be1Gepute 0/IHY MM HECKOJIBKO SYEEK, KOTOPhIE MPEANOJIaracTe pa3ouTh.

-Bknanka Maket — nanens O0beTMHUTD — KHOMKA Pa30uTh suehku

-B mone BBoma Uncno cronbiioB oToOpa)kaeTcss KOJIMYECTBO CTOJIOIOB, Ha
koropele MS Word mnpemmaraer pa30duth Kaxayr W3 sSdeek. B cioydae
HEOOXOIMMOCTH U3MEHHUTE, YKa3aHHOE 3HaueHne 1 HaxmuTe OK

®opmaTupoBanue Tadaun Hcnonvzosanue xomanowvl Cmuiu madiuy
Komanga Ctunu Tadaui mo3BOISAET 3HAUUTEIIBHO COKPATUTh BpeEMsI, TpeOyeMoe it
MpUaaHus Bamieh TaOmWIkl MPOGECCHOHANBHOTO BHAA, 32 CUYET WCIIOJIb30BAHUS
PEAONPEICIICHABIX cTHICH odopmierns Tabauiel. C HX TOMOIIBIO MOKHO OBICTPO
YCTAaHOBUTH OOpamMJICHWE W 3aJMBKy SUYEEK, MapameTpbl mpudTa W IBETOBOC
opopMiIeHHE, a TaKXKe aBTOMAaTHYECKOE W3MCHEHHWE pa3MEpoOB SUEEK B
COOTBETCTBHUH C UX COJEPKUMBIM.

-YCcTaHOBUTE Kypcop B Mpeaenax TabJuIIbl.



-Bri6epute komanay Bkianka Konctpykrop — manens Ctunu tabnuu. U3
CIIHCKA MPEAOTPEACIICHHBIX (hopMaToB BeIOepHTe (hopMaT, B HAUOOJIBINEH CTENIEHN
OTBEUAIOIIHNHA BAIlIAM TPEOOBAHUM.

Jlns  dbopMaTHpoBaHUSA CONEPKUMOTO SUEEK MOXKHO BOCTIOJB30BATHCS
nprueMamMu (HopMaTHPOBAHUA OOBIYHOTO TEKCTA.

lobaBjieHre paMKH KO Bceii TadJuIe WK ee OTAeJbHbIM siueiikam 1o
YMOJIUAHUIO B KAyeCcTBE OOpaMJIAIONIEH JIMHUM B TaONMIAX HUCIOIb3yeTCA
CIUIOIIHAS TOHKaA. J[J1 u3MeHeHus: 0OpaMJICHHs TAOJIULIbl BHITIOJHUTE CIIETYIOLINE
JNEUCTBUA:

-BribepuTe siaeliku, KOTOPBIE BBl XOTUTE 3aKITIOUYATH B PAMKH (WA TICITAKOM
BCIO TaOIHITY).

-Bkiaaka Koncrpykrop — manens CTuian Tabnuil — KHOMKa [ paHuITs!

Job6aBienne 3anosHenuss K Ttao6amme Ouenb 3(PGEKTHO CMOTPATCA
TaOJHIIBI YaCTh SYCEK KOTOPHIX BBIJIECICHA IPYTUM IBETOM. [IJIsl MI3BMEHEHUS 1BETA
(hoHa B SIICHKN TAOTHITHL:

-Beigenure sueiiky TaOnAIIbI.

-BeiGepute komanay Bknaaka KoHcrpyktop — manenbs Ctwim Tadiui —
KHOTKA 3aJINBKA

Pa3ouenne Tab6smu [lpu paGotre ¢ TabauuaMu MOXKET MOTPEOOBATHCA
pa30OuTh TaOUITY HA BE YACTH JUTS TOTO, YTOOBI, HAPUMEP, BCTABUTH MEXKTy HUMH
TEKCT WJIN PUCYHOK.

Jliist pa3OureHus TabJIMIbl YCTAHOBUTh YKa3aTeNlb B CTPOKY, MEPEA KOTOPOH
XOTUTE pa30duTh TadauIly. 3atreM BbiOepuTe KoMmaHay Bkianka MakeT — maHenb
OO6beauunTh — KHOMKA Pa30ouTe Tabnuity win Haxkmurte Ctrl+Shift+Enter. Tabmuma
Oynet pa3OuTa Ha BE YaCTH, MEXITYy KOTOPHIMU OyIET BCTaBJieH Mapkep abd3ara (1),
oTpopMaTUPOBAHHBIM HOPMAJIBHBIM cTHJIeM. Ecim Bam morpedyercs OTMEHHUTH
pazbueHue, yaanuTe Mapkep ad3ara.

[Ipu pabore ¢ TabmuiaMu MOKET BO3HHUKHYTh CHTyalWs, KOTJa TPH
nobapieHn WHGOPMAIMKA B SYCHKW, OJHA W3 TPAHMI] TAOJMIBI, Yalle TpaBas,

YXOOUT 3a I'paHUIIbl CTPAHKUIIBI U CTAHOBUTCA HGBHHHMOﬁ.



























IIepen TeM kak HapUCOBaTh KAPTUHKY, CICAYET OTKPBITh HA JIEHTE 3aKIAJIKY
«BcraBka». Ee mpocTO HAWTH, Tak KaK 3aKIaJKa HAXOJWUTCS MPABEE KHOMKH
«I'maBnaa». Iloxg 3akmankoit oTkpeiBacTcs MeHKO «Mmmoctpaumm», KOTOPBIM
MOYHO TIOJTb30BaThCS MTPH BCTAaBKE B JOKYMEHT KapTUHOK W3 (haiijioB, OMOIHOTEK,
caiita Microsoft u T. 1. Tem He MeHee, 9TOOBI PUCOBATH, HYKHO OTKPBITH BKIIAJKY
«D@urypsi». [Ton Hel ckpbiBaeTCA 1ENbIH HAOOP MHCTPYMEHTOB JI1 PUCYHKA, a B
KOHIIE CHUCKa HaxoauTca koMmaHaa «Hosoe monoTHO». BBIMOJHMB KOMaHAy,
MOJTy9aeM B JOKYMEHTE TIOJI€ I paOOTHI, TJE PUCYEM CaMble Pa3IMdHbIe (PUTYPHI,
MpejyiaraéMbie B KOHTEKCTHOM MEHIO. 37€Ch €CTh JIMHUM W 1A0JIOHbBI Pa3IUUyHON
koH(purypanuu. Pazmeps! monoTHa 11 n300paXeHU BHI MOYKETE OTPETYJIMPOBATH
M0 CBOEMY YCMOTPEHHIO.

Bocnosnib3yiiTech roTOBbIMHU IA0JIOHAMU, KOTOPBIE MOMOTYT CO3JaTh CXEMY B
MS Word unm caenmath reoMeTpuuecKWii pUCyHOK. YTOOBI OHM OKa3ajiuCh Ha
MOJIOTHE, IOCTATOUYHO KJIMKHYTh MO BHIOPAHHOMY IIA0JIOHY JI€BON KHOMKOM MBIIIIH.
Btopoit pa3 menuok JieBOHM KHOMKOW JejaeTrcs Ha Tojie  HM300pakeHHs.
[TonyuuBiieeca n300paxeHue MOKHO PEAAKTUPOBATH, TAK KAK MOCJE €ro BCTaBKH
nosBAOTes koMauabl «M3menuts durypy», «3amuBka ¢uryps», «Koatypy mn
«Oddexrrr puryp». OTKPHIB IEPBOC M3 NEPSUUCICHHBIX MEHIO, MOKHO U3MCHHUTD
KOH(pHUTYpannio pucyHKa, TIOJIb3YACh BTOPOH M TPEThel BKiIagkamMu. MoOXHO 3a/1aTh
1BeT (hoHy M300pakeHusI U ero rpanuiiaM. [loMuMo TOro, MOXHO OTPEIAaKTHPOBATH
TOJIIMHY KOHTYPA, CIEJIaTh €r0 MPEPBIBUCTBIM U T. 1. UeTBEPTOE MEHIO TPEAIAraeT
ykpacuTh KapThHKY 3¢dektamu. C €ro MOMONIBI0 PUCYEM TEHb, MPHUAAEM
F€OMETPUUYECKOM YaCTH IUIOCKOCTH TOJMYNPO3PAYHOCTh M AK€ BUAUMOCTD
TPEXMEPHOCTH.

Bribepure B MeHwo komannabl «llomunuuusy u «PucoBaHHas KpuBasy,
KJIMKAWTE MO BbIOPAHHOW JICBOW KHOMKOW MBIIIK U JENaiTe MOBTOPHBIM KIIMK Ha
noysiotHe. He oTmyckas KHONKH, JeMalTe HYXHBIH PUCYHOK. A €lle OJHUM
HaXXaTHUEM Ha MBIIIh KapTHHKA pukcupyercs Ha mose. Ee, kak u mabioHsl, MOXHO
OTPEAAKTUPOBATh, 3AJIMBAS PA3IMYHBIMU IBETAMU, co3maBas d3hdekTsl U T. m. A ¢

nomotbio « M3mMeHeHus Gpurypbr» Bl MOAMPABUTE H30OPAKEHUE TIO TIEPUMETPY.







































CTOOUBI. {719 BO3MOXKHOCTH HCCIICAOBAHUS OOJIBIIOTO 00BbEMa JAHHBIX KaKIabIH
pabounii tuct nmporpammbl umeet 1 048 576 cTpok MPOHYMEPOBAHHBIX YUCIAMU H
16 384 cTonbioB 0603HAUCHHBIX OyKBAMH JIATHHCKOTO ajipaBUTA.

Takum o00pazom, Kaxaas sueka — 3TO MECTO TMEPECECUEHUA PA3TUUHBIX
CTOJIOIOB ¥ CTPOK Ha JIUCTE, (POPMUPYIONINX €€ COOCTBEHHBIN YHUKAIBHBIA aapec,
COCTOSIIMI U3 OYKBBI CTOJIOIIA U HOMEPA CTPOKU, KOTOPHIM OHA MPUHAIJICIKHUT.
Hanpumep, nms nepBoii siuelikn — Al, Tak Kak OHAa HAaXOJUTCS HA MEPECCUCHUH
cToJIONA «A» U CTPOKH «1».

Ecnu B mpunoxenun BriiroueHa CTpoka (opmyJi, KOTOpas pacroiokeHa
cpa3y ke noa JlenToii, To ciaeBa ot Hee HaxoauTcs Ilosie umeHu, rae oroOpaxaeTcs
M Tekytei aueiiku. Croa e Bbl BCET]a CMOKETE BBECTH UM HCKOMOM STUCHKH,
JU1s ObICTpOro mepexoaa k Hed. OcoOeHHO 3Ta BO3MOYKHOCTh TOJIE3HA B OOJIBIITUX
JIOKYMEHTAaX, COACPIKAIIUX THICSYN CTPOK U CTOJIOLIOB.

Tak »xe nand NpocMOTpa pa3HbiX oO0nacTedl JucTa, BHU3Y U CIpaBa
pacroniararoTca noyiockl npokpyTku. [ToMmumo 3Toro, nepemeniateea no padoueit
obnactu Excel MOXHO ¢ TTOMOIIBIO KJIABHUII CO CTPEITKAMHU.

UtoObl HauaTh BBOAWTH JAHHBIE B HYXHYIO SUYEHKY, €€ HEeoOX0auMo
BBIICNIATH. JUJI mepexoaa B HYKHYIO AYEHKY IIECJTKHWUTE HA HEW JIEBOM KHOMKOM
MBIIIK, MOCJIE Yero oHa OyJeT OKpYy>XeHa UYEpHOW paMKOW, TaK Ha3bIBaeMbIM
WHIWKATOPOM aKTUBHOW sA4Yeiikk. Temepp NPOCTO HAYMHAWTE TeyaraTb Ha
KJIaBUAType, WM BCA BBOoAMMAs wHdopmarus OyJeT OKashiBaThCA B BBHIOpAHHOU
AYEHKE.

[Tpu BBO/IE TAaHHBIX B SUCHKY MOKHO TaK € UCITOJIB30BATh U CTPOKY (hopMyit.
JI151 3TOTO BBLACUTE HYKHYIO KIIETKY, @ 3aT€M LIEITKHUTE MBIIIBIO HA TIOJIE CTPOKH
dbopmyn w wHaunmte medarath. [lpm STOoM BBOAMMAs wHpoOpManua OynaeT
ABTOMATHUYECKU OTOOPAXKATHCS B BEIOPAHHOM SAUEHKeE.

[Tocme okoOHYaHWS BBOAA JAHHBIX HAKMUTE:

. Knapumy «Enter» - crnemyromeil akTMBHON SYEHWKON CTaHET

KJICTKA CHU3Y.






comepkarh Kakylo-TO WH(OpMAINMO, TO BBEACHHBIM TEKCT YaCTHUYHO
MEPEKPHIBACTCS €M U CTAHOBUTCA HEBUIMM. [la 1 cama Tabiuia BBITJISIAUT JOBOJIBHO
HEKpPacHUBOU M Hempe3eHTadenbHou. 1Ipy AToOM eciy HamedyaTaTh TakoOH JOKYMEHT,
TO CJIOXXUBIIASACS CUTyallMd COXPAHUTCS — Pa3o0paTh B TAKOW TAOJMIIE UTO K UEMY
OyIeT AOBOJIBHO CJIOKHO.

UtoObl caenath TAOMMUHBIA JOKYMEHT 00Jie€ aKKypaTHbIM M KPaCUBbBIM,
YacTO MPUXOJUTCA U3MEHATh Pa3MepPhl CTPOK M CTOJIOIOB, MPUPT COMEPKUMOTO
aueiikn, ee¢ (POH, OCYIIECTBIISTh BHIPABHUBAHWE TEKCTA, AOOABJATH TPAHUIBI H
poyee.

Jlns Hauaja gaBaiiTe TpUBEAEM B TOPAIOK JieBbld ctonber. IlepeBeaute
KYpCOP MBIIIN HA TPaHUILy CTOJIOLOB «A» U «B» B CTpoOKy, rie 0TOOpaXKaroTCs UX
Ha3BaHus. [Ipu M3MEHEHMHM Kypcopa MbIIIM HA XApPAKTEPHbIH CHMBOJI C JBYMA
Pa3HOHAMNPABJIICHHBIMU CTPEIKAMM, HAXMUTE W YJACPKUBAs JIEBYIO KJIABUILY,
TAllATE TMOABUBIICIOCA MYHKTUPHYIO JIMHUIO B HYXXHOM HAIpPaBJICHUMU IS
paclIMpeHus CToa01a 10 TEX MOP, TOKA BCE HA3BAHMS HE YMECTATCA B paMKaX OJTHOM
STYEUKH.

Te xe camble NEHCTBUS MOXKHO MPOJENATh U CO CTPOKOH. DTO ABISETCA
OJIHUM U3 CaMBbIX JIETKUX CIIOCOOOB M3MEHEHUA pa3MePa BbICOTHI U IIIUPUHBI TYEEK.

Ecnu HeoO6xoauMo 3aaaTh TOUHBIE Pa3MEPBI CTPOK U CTOJIOIOB, TO AJIA 3TOTrO
Ha Brimanke I['naBnass B rpynne Sueiiku BbiOepute nyHkT Popmar. B
OTKPBIBIIEMCA MEHIO C MOMOIILIO KoMaHl BbicoTa crpoku u lllupuna crosouna
MOYHO 33J1aTh 3TH MAPAMETPbl BPYUHYIO.

OdeHb 4acTo HEOOXOIUMO U3MEHUTh MAPAMETPhI CTPA3y HECKOJIbKUX AUECK
U JaXe LEJIOro CToji0na uin cTpoku. JIJist Toro 4to Obl BBLACIUTH LIEJIbIA CTOJIOEI
WA CTPOKY, IIEIKHUTE HA €ro HAa3BAHWU CBEPXY WM HA €€ HOMEpe CIIeBa

COOTBCTCTBCHHO.















Tenepb, uTOOBI 3aBEPIINTH HaIly TaOJWIy, HEOOXOAMMO HaAJICKAIIUM
obpazoMm odopMHUTH T¢ JaHHBIC, KOTOPHIC MBI TyJa BBOAWM. HamomHMM, 4TO B
HAIIEM CJTy4ae 3TO ICHEXKHBIC PACXO/bI.

B kaxayio u3 sueek ANEKTPOHHOM TaOMMIlbI MOXXHO BBOJMTH PA3HBIC THITBI
JAHHBIX. TEKCT, YHClIa W Aaxe rpaduueckme mzoOpakeHus. MIMeHHO mo3ToMy B
Excel cymectByeT Takoe MoHATHE, KaK «(hopMaT JAHHBIX SUCHKIY, CITyKaITuH JIIs
KOPPEKTHOM 00padOTKH BBOAMMOM BaMu WH(POPMAITHH.

WM3nauanbHo, Bce sAuelkun wumeror OO0mmuili  ¢opmar, MNO3BOISAIOMINNA
COJIepKaTh MM KaK TEKCTOBBIC, TaK M MU(POBBIC JaHHbIC. HO BBI BIpaBe M3MEHHUTH
3TO W BHIOpaTh. YKMCIIOBOM, JCHEKHBIM, (PMHAHCOBBIN, MPOICHTHBINM, JPOOHBIM,
AKCTIOHCHITHAIBHBIH B (opmartel. [lomumo 3TOTO, CymiecTByrOT (hOpMaThl JAThI,
BPEMCHH TIOUTOBBIX HHIECKCOB, HOMEPOB TeJIe(hOHOB U TaOCIHHBIX HOMEPOB.

Jlns aueek Haiied TaOnauibl, COACPKAIIUX HA3BAHUA €€ CTPOK U CTOJIOLIOB
BITOJTHE TIO10M AT 001miA hopMat (KOTOPHIH 3aJaETCs IO YMOJTUAHHIO ), TAK KaK OHU
coAepKaT TEKCTOBBIE TAHHBIE. A BOT AJIA SAYEEK, B KOTOPHIE BBOJATCS OFOJIKETHBIE
pacxo/Ipl OOJIBIIE MOJORACT ACHEKHBIHN popMar.

Brigenure B Tabnuie sueiiku, coaeprkaniiue HHGOPMAIHIO 10 €KEMECIIHBIM
pacxonam. Ha nente Bo Bkimaake I'maBHast B rpynne Uncsi0 METKHUATE IO CTPEIKE
panom ¢ nojieM UucaoBoii @opmar, Nocjie 4ero OTKPOETCA MEHIO CO CIUCKOM
OCHOBHBIX JOCTYHHBIX (hopMaToB. MokHO BBIOpaTh NMyHKT JleHEKHBIH IIPSMO
3/1€Ch, HO MBI JIJIs1 00JI€€ MOJTHOTO 0O3HAKOMJICHUS BEIOEPEM CaMyHO HUKHIOKO CTPOKY

Apyrue uncsiosbie Gopmarhl.
























ABTO3aI0IHCHHUE

Jlist pacdera OCTaBIIMXCS CyMM BOCHOJIB3yeMCsS OJIHOM 3amMedaTelnbHOM
ocoOeHHOCTBhIO TmporpamMmbl  Excel, koropas 3akimouaeTcss B BO3MOXKHOCTH
aBTOMATH3UPOBATh IIPOIECC 3allOJIHCHHUS  SIY€eK  CHCTEMAaTH3HPOBAHHBIMU
JIAHHBIMH.

Huorga B Excel mpuxoauTcss BBOAMTH IMOXOKHE OJHOTHITHBIC JTAHHBIC B
OMPENCIICHHONW IIOCIACA0BATCIbHOCTH, HANpPHMEP, MAHH HEASTH, JaThl WIIH
MOPSAKOBEIC HOMEpa CTPOK. IloMHHTE, B IEpBOM YacTH ATOrO MHMKJIA B IIAIIKe
TaOJIMIBI MBI BBOAWIN HAa3BAaHHE MECAIA B KaXKABIH cTOJIOCH Mo oTAcnbHOcTH? Ha
caMOM JieJie, COBEPIICHHO HE00A3aTEIbHO OBUIO BBOAMTHL BECh 3TOT CIHCOK
BPYYHYIO, TaK KakK MPHUI0KEHHAE BO MHOTHX CIydJasX MOJKET CJIeIaTh 3TO 3a Bac.

JlaBaiiTe coTpeM BCe Ha3BaHWA MECAIICB B IIANKE HaIlled TaOIMIbI, KPOME
nmepBoro. Temepp BBIACHUTE SUYCHKY C HAAMHCBIO «SIHBApE» W TIEPEMECTUTE
yKa3aTejab MBIIIH B TIPABBIM €€ HIDKHHUM YroJi, 4To OBl OH IPHHSI (POpMy KPECTHKa,
KOTOPBIH HA3bIBACTCS MAPKEPOM 3aI0JTHEHUs. 3KMHUTE JICBYIO KHOMKY MBIIIH H
MIEPETAITUTE €ro BIPaBO.

Ha »skpane mosiBHTCS BCIUIBIBAIOMIAS IMOJCKAa3Ka, KOTOpas COOOIIHT BaM TO
3HAUYCHHUE, KOTOPOE MporpamMma coOHpaeTcs BCTaBUTh B CIACAYIOMIYIO KIETKY. B
HameM citydae 310 «Despanby. [lo Mepe mepeMereHus Mapkepa BHU3 OoHA OyaeT
MCHSTBHCS HA HAa3BaHUA JPYTHX MECSIEB, YTO IOMOXKET BaM IOHATH, IJE HYXKHO
octaHoBuThes. [locime Toro kak KHomka OyJIeT OTHYINEHA, CHHUCOK 3aIllOJIHHUTCS
ABTOMATHYECKHU.

Koneuno, Excel He Bcerma BepHO «IOHMMAET», KaK HY)KHO 3arlOJIHATH
MOCJCAYIONINE KIIETKHA, TaK KakK IIOCIICIOBATEIBHOCTH MOTYT OBITh JOBOJIBHO
paszHooOpa3HbpIMH. [IpeacTaBumM cebe, 4To HaM HEOOXOAMMO 3aMOJIHHUTH CTPOKY
YCTHBIMH YHCJIOBBIMH 3HaueHUAMU: 2, 4, 6, 8 u Tak manee. Eciu MBI BBEIEM UHCIIO
«2» u monpodyeM IMepEMECTHTh MapKeP aBTO3aMOJTHESHHS BIIPABO, TO OKAXKETCA, YTO
IporpaMma fnpejiaracT, Kak B CJICIYIONIYIO, Tak U B IPyTHE SYEHKH BCTAaBUTh OMSTH

3HAUEHUE «2».





















JlaGopaTopHasi paGota Ne6

®opmy.ibl, pyHkun u quarpammbl Microsoft Excel

Ileas paboThl: HAy4YUTHCS PEAAKTAPOBATH (DOPMYJIBI, CTPOUTH Tpaduku

(hyHKIHN ¥ TUCTOTPAMMBI

Penaxtuposanve Gpopmyst U cuctema OTCICKUBAHUS OIMTHOOK

Bce ¢dopmyner, koTopele HaxXOAATCA B AUYCHKAaX TaOMMIBI  MOXHO
OTPEeAAKTHUPOBATh B JIO00M MOMEHT. JIJis 3TOr0 AOCTAaTOYHO BBIACIHUTH SUEHKY C
(hopMyJI0ii M 3aTeM MIETKHYTh MO CTPOKe (hOPMYJT HAJ TaOJIAIICH, T/I€ BBl CMOXKETE
cpa3y ke BHECTH HeoOxoaumbie m3MeHeHus. Eciam BaMm y/oOHee peaakTUpOBaTh
COJICP’)KUMOE HEMOCPEICTBEHHO B CAMOM AUeHKe, TO KJIIMKHUTE MO HEM JBa pasa.

[Tocne okoHUaHWA penakTHPOBAaHWA HaxkMuTe Kiapuiy Enter unm Tab, mocre
yero Excel BrITOTHUTE TIEpepacyeT ¢ yueToM W3MEHEHUH W OTOOPA3UT pe3yJIbTar.

JIOBOBHO YACTO CAyUYaeTCs TaK, YTO BBl BBETH (hOPMYITy HEBEPHO WIIH TTOCIIC
yAaieHus (M3MEHEHUA) COACPKUMOTO OAHOW W3 fAYeeK, Ha KOTOPYIO CChLIACTCS
dbopmyna, mnpoucxomuT ommbOka B BHUHCICHWAX. B Takom ciyuae, Excel
HEMPEMEHHO U3BECTUT Bac 00 3TOM. PAI0M ¢ KIIETKOM, I'Ie COAEPIKUTCS OIMOOUHOE
BBIPAXKEHUE, TTOSBUTCS BOCKIIUIATEbHBIN 3HAK, B JKEJATOM POMOE.

Bo MHorux ciyuasx, MpUI0KEHUE HE TOJIBKO W3BECTUT BAaC O HAJIMUKE
OIIMOKH, HO M YKAXET HA TO, UTO UMEHHO CJIEJIAHO HE TaK.

Pacmmdposka omubok B Excel:

. #it#H### - pe3ybTaTOM BHITIOJHEHUS (DOPMYJIBI, WCIIONB3YIOMICH
3HAQUEHUS JaThl U BPEMEHU CTAJI0 OTPHULIATENIBHOE YHWCIIO WM PE3yJibTaT
00pabOTKH HE YMEIIAETCs B sUEHKeE;

. #3HAY! — ucnonp3yeTcss HEIOMYCTUMbBIA TUM Oreparopa Win
aprymenTa ¢opmyasl. OHA U3 CaMbBIX PACIPOCTPAHEHHBIX OMMOOK;

. #JIEJI/0! — B dhopMmyse oCymecTBIAE€TCA TOMbBITKA JCICHHUS Ha

HOJIb,



. #UMS? — ucrionb3yemoe B hopMylie M HEKOppekTHO U Excel

HE MOKET €ro pacno3HaTh;

. #H/J| — HeompeneneHHble AaHHble. Yalle BCero 3Ta ommoKa

BO3HHUKAET TIPH HETIPABUJILHOM OTIPECIICHAH apTyMEHTa (PYHKITHH;

. #CCBIJIKA! — dopmyta coaepKUT HEIOMYCTHMYIO CCHUIKY Ha

AYCHKY, HAampUMeEp, Ha AYeHKy, KoTopas Obula yaajieHa.

. #UNCJIO! — pe3ynbTaTOM BBIYUCICHUA SBJISETCS YHUCIIO,

KOTOPOE€ CJMIIKOM Maji0 WX CJIMIIKOM BEJIUKO, 4TO Obl €ro MOXHO ObLIO

ucronb3oBath B MS Excel. /luamazon otoOpakaeMbIX YHCEN JICKHT B

npome:xyTke ot -10%7 go 10377,

. #IITYCTO! — B dopmyne 3agaHo TIepecedcHue 00JIacTeH,

KOTOPbIEC Ha CAaMOM JI€JI€ HE UMEIOT OOIIUX STUYEEK.

Eme pa3 HamoMHUM, 4YTO OHIMOKM MOTYT MOABJATHCA HE TOJIBKO H3-3a
HEMPABWIBHBIX JTAHHBIX B ()OPMYJIE, HO U BCIICICTBHE COACPKAHUS HEKOPPEKTHON
uH(opMaIMK B SUCiiKe, Ha KOTOPYIO OHA CCHIJIAETCS.

Wuorna, korga AaHHBIX B Tabnmile MHOTO, a HOPMYIIBI COMEpKAT OOJIBIIOE
KOJIMYECTBO CCHUIOK HA PA3JIMUHbIE AYCHKH, TO MPU MPOBEPKE BBIPAKCHUS HA
MPAaBUJIBHOCTh WJIM MOMCKA HMCTOYHMKA OIMIMOKA MOTYT BO3HUKHYTh CEPbE3HBIC
TpyaHocTr. YTo O 00eTunTh paboTy MOIB30BATENSA B TaKWX CUTyalusax, B Excel
BCTPOEH HWHCTPYMEHT, TMO3BOJIAIOIIMNA BBIACIWTh HA OHKPAHE BIMSAIOIIKAE H
3aBUCUMBIE STUEUKH.

Bausironpe si9eMKH— ATO SYEHWKH, HAa KOTOPBIC CCHLIAIOTCS (DOPMYJIBI, a
3aBHCHUMbIE sTYelKH, HAa000poT, coaepxaT (OPMYJIbI, CCHUTAIONTUECS HA ajpeca
KJIETOK 3JIEKTPOHHOMN TaOJIHIIBI.

Uro Obl rpaduuecku 0TOOPA3UTh CBSA3M MEXKIY sueiikamMu U (popMysIiaMu C
MOMOIIbIO, TaK HA3bIBAEMBIX CTPEJIOK 3aBHUCUMOCTelH, MOKHO BOCIOIb30BAThCs
KOMaHAaMu Ha JieHTe Biusiromiue siveliku u 3aBUCHMBble SiUeiKM B TPYIIE

3aBucumocT popmy.Jt Bo BKIaake DopmyJibl.






Jlermo B Tom, uto Excel monnMaetr aapeca siaeek, BBEACHHBIX B (hOPMYITy HE
KaK CCBhUIKY Ha WX peaJIbHOE MECTOPACHoOJIOKEHUE, a KaK CChUIKY Ha MX
MECTOPaCITOJNIOJKCHUE OTHOCHTEIIBHO SUYCHKH, B KOTOPOH HaxomumTcs dopmyna.
[Tosicaum Ha mpumepe.

Hampumep, sueiika A3, comepxur dopmyny: «=Al+A2». Jlma Excel 3to
BBIPAXKEHUE HE 03HAUAET, UTO HYKHO B3ATh 3HAUCHUE U3 AUehku Al 1 mpubaBuTh K
HEMY YHUCJIO U3 siueiikn A2. BMecTo 3TOro oH WHTEpNpeTHpyeT AaHHYIO hopmyiy,
KaK «B34Th YUCJIO U3 TYCHKH, PACIIOJIOKEHHOM B TOM K€ CTOJIOLIE, HO HA IBE CTPOKH
BBIIIIE W CIOXHUTh €r0 CO 3HAUCHHEM SUEHKH 3TOTO K€ CTOJO0Ia pacloJIOKEHHOM
BHINIIC HA OJHY CTPOKy». [Ipm kommpoBanmu maHHO#N (OPMYJIBI B APYTYIO TUEHKY,
HanpuMmep, D3, mpuHUuUN onpeacsicHUsl aapecoB SUYEEK BXOJAIIUX B BBIPAXKEHHUE
OCTAETCS TEM €. «B3SATh UKCIIO U3 AYEHKHU PACIIOI0KEHHON B TOM e CTOJIOLE, HO
Ha JIB€ CTPOKH BBIIIE U CJIOXKUTH €ro ¢...». Takum 00pa3om, Mocjiae KOMUPOBAHUS B
D3, ucxomgnas dopmysa aBToMaTHuecku mpuMeT BUA «=D1+D2y.

C onHOW CTOpPOHBI, TAKOW THUM CCHUIOK JAET MOJb30BATENISIM MPEKPACHYIO
BO3MOXHOCTh MPOCTO KOMHMPOBATH OAMHAKOBBIC (HOPMYJIBI M3 SUCHKHA B SIUCHKY,
n30aBJIsiss OT HEOOXOMMOCTH BBOJWTh UX CHOBA U CHOBA. A C ApPYroil CTOPOHBI, B
HEKOTOPHIX (popMysiax HEOOXOAUMO TOCTOSHHO HCIOJb30BaTh 3HAUCHHUE OJHOU
OMPECICHHON AUECHKH, @ 3TO 3HAYUT, YTO CChUIKA HA HEE HE JOJIKHA U3MEHSTHCS U
3aBUCETH OT PACIONIOKECHUS (hOPMYJIBI HA JIUCTE.

Hanpumep, npencraBum, 4To B Hailled TaONIMile 3HAUCHHUS OFOJKETHBIX
pacxooB B PyoONnsx OyAyT pacCUMTHIBATBCA MCXOAS W3 JIOJUIAPOBBIX IIEH,
YMHOXEHHBIX Ha TEKYIIHMA Kypc, KOTOPBIM 3amucaH Bceraa B sueiike Al. Oto
3HAUUT, YTO TPH KOMWPOBAHWUHM (HOPMYJIBI CChIJIKA HA ATy SUCHKY HE JOJIKHA
U3MEHAThCA. Torma B 3TOM cilyuyae CIeQyeT MPUMEHSATh HE OTHOCUTEIbHYIO, a
a0COJIIOTHYK0 CCBLIKY, KOTOpas Bcerga OyJeT OCTaBaThCd HEU3MEHHOW Mpu
KOMHUPOBAHUM BBIPAXKECHUS U3 OJTHOW AUCHKHU B APYTYIO.

C mnomomipio aOCOMIOTHRIX CCBHUIOK MOXKHO Jarh komaHay Excel mpwm

KOMTUPOBAHUH (hOPMY I



] COXpaHATh CCBIIKY Ha CTOJ'I6€I_I IMOCTOAHHO, HO IIpU 3TOM

HU3MCHATH CCBIJIKHM Ha CTOJ'I6I_[I>I

. U3MEHSATh CCHIJIKA Ha CTPOKH, HO COXPAHATh CCHUIKY Ha CTOI0EI]
. COXPaHATh MOCTOSHHBIMH CCBUIKM, KaK Ha cToyOell, Tak M Ha
CTPOKY.

UtoOsl mpeBpaTUTh OTHOCHUTEIBHYIO CCHUIKY B aOCOJIOTHYIO  WJIH
CMEIIaHHYI0, He00X0IMMO BBECTH 3HAK Jaosuiapa ($) mepen Toii ee 4acThio, KOTopast

JOJKHA CTAaTh a0COJIFOTHOIA.

. $AS$1 — ccputka Beceraa ceblnaercs Ha suekky Al (abcomroTHas
CCBIJTIKA);
. AS$1 — cchuIKa BCEraa CChUIAETCS HA CTPOKY 1, a IMyTh K CTOIOIY

MOYET U3MEHATHCSA (CMEITaHHas CChLTKA),

. $A1 — cchuIKa BCeraa CChUTAETCS Ha CTOJIOEI A, a Iy Th K CTPOKE

MOYET U3MEHATHCA (CMEITaHHAs CChLTKA).

Jlns BBOMA aOCOMIOTHBIX W CMEIMIAHHBIX CCHUTOK MCIIOIB3YETCS KIIABHINA
«F4». Beinenure saeiiky muist GopMyIibl, BBEIUTE 3HAK PABEHCTBA (=) M KIMKHUATE
Mo KJIETKE, HAa KOTOPYIO HAJ0 YCTAaHOBUTH aOCOJIOTHYIO CCBHIJIKY. 3aTeM HAKMHTE
knasuiny F4, mocne yero nepen OykBoi cTosiOlla U HOMEPOM CTPOKH IMporpaMmma
ycTtaHoBHT 3Haku poutapa ($). [ToBTropHbie Haxkatus Ha F4 mo3BOJISIOT MEPEXOIUTh
OT OJTHOTO THIIA CCHIJIOK K npyruMm. Hampumep, cchinmka Ha E3, Oyaer mukIndHO
usmenatbes Ha $E$3, E$3, $E3, E3 u tak manee. Ilpu xenanuu 3Haku $ MoxHO

BBOJUTH BPYUYHYIO.

OyHKIMH

Oynknmsimu B Excel HaspiBaroT 3apaHee ompeaeiieHHbIE (DOPMYJIBI, C
MOMOIIPKO KOTOPBIX BBINOJHAKOTCSA BBIYMCICHAS B YKA3aHHOM TMOPSAKE IO
3aJJaHHBIM BeIUYUHAM. [Ipu 3TOM BBIUMCIICHUS MOTYT OBITh KaK MPOCTBIMH, TaK U

CJIOKHBIMH.















JIOBOJILHO 4acTo 4Yucia B TalOnule, AaKEe OTCOPTHPOBAHHBIC JOJIKHBIM
00pa3oM, HE O3BOJISAIOT COCTABUTH MOJHYIO KAPTHHY MO UTOTaM BblUUCIEHUNA. UTO
OBl TOJYyYWTh HATJIATHOE TPEACTaBieHUe pesyiabTaToB, B MS Excel cymectByeT
BO3MOKHOCTh MOCTPOEHHUS AUATPAMM PA3JIMYHBIX THUIOB. DTO MOXKET ObITh, KaK
oObIYHAsl THUCTOTpaMMa WM Tpaduk, Tak © JICTIECTKOBAs, KpPyroBas WA
AK30TUYECKas My3bIpbKOBass auarpamma. boniee Toro, B mporpamMme CylIeCTBYET
BO3MOXKHOCTh CO3/1aBaTh KOMOMHUPOBAHHBIE AUArpaMMbl U3 PA3JIMUHBIX THIIOB,
COXpaHAs UX B KaueCTBE 11a0JI0HA ISl TAbHEHIIIErOo UCTIOJIb30BAHUS.

Hmarpammy B Excel MoxkHO pasMecTHTh JUOO0 HAa TOM XK€ JIUCTE, TAC YXKE
HaxXOAUTCS TaOIUIA, U B TAKOM CJIy4a€ OHA HA3bIBACTCS «BHEIPEHHON», OO HA
OTZICJIbHOM JIUCTE, KOTOPBIN CTAHET HA3bIBATHCS JIUCT IAArPaAMMBbI.

B kauectBe nmpumepa, nonpoOyeM MPEACTABUTh B HATJIAHOM BHUAE AAHHBIC
€KEMECIUHBIX PACXOJIOB, YKA3aHHBIX B TAOIHIIE.

J7ist co3nanus IuarpaMMbl HA OCHOBE TaOJWUYHBIX JAHHBIX CHAYaJia BBIACIUTE
Te sUehKH, HHGOPMAIHA U3 KOTOPHIX JTOJDKHA OBITh TIPEACTaBieHa B TpadpuaeckoM
Buje. [Ipu 5ToM BHEITHUN BUJ [MarpaMMbl 3aBUCUT OT THUIMA BbIOPAHHBIX JAHHBIX,
KOTOpPbIE€ JOJIKHBI HAXOAMThCSA B CTOJIOLIAX WJIM CTPOKAX. 3arojIOBKU CTOJIOLOB
JIOJI>KHBI HAXOJUTHCA HAJl 3HAUEHUSMH, a 3aTOJI0OBKH CTPOK — CJIeBa OT HUX. B Hailiem
CJlyuae, BBIJICTIAEM KJIIETKU COJACPIKalllie HA3BAHUA MECALICB, CTaTeld pacxXxoJ0B HX

3HA4YCHHA.









Tak >xe oOparuTe BHUMAHUE, HA TOSABJICHUE JOMOJHUTEIBHON 3aKIaJKU Ha
nente PaGora ¢ quarpammamu, coaepxainias eiie Tpu Bkiaaku: KoHcTpykrop,
Maxker u ®@opmar wiu Koncrpykrop u ®@opMar B 3aBUCUMOCTU OT BEPCHUH,
yCTaHOBJIEHHOW y Bac nporpammel.

dopMaTUPOBAHUE U UBMEHEHHUE NHArPaMM

[Tpu nepBUYHOM CO3AaHUU AMATPAMMBbI 3apaHEE OYEHb TPYIHO OMPEACIINUTD,
KaKOl €€ TUM MPEe/CTaBUT HamOOJiee HArJIAHO BbIOpaHHbIC TAOJWUYHBIC JTAHHBIC.
Tem Oosiee, BMOJIHE BEPOATHO, UTO PACMHOJIOKEHUE HOBOW JMArpaMMbl HA JIUCTE
OKa)KETCA COBCEM HE TaM, I'I€ BaM XOTEIOCh Obl, Aa U €€ pa3Mepbl BaC MOTYT HE
ycTpauBath. Ho 310 He Oena — nepBOHAYAIbHBIN TUN U BUJ AUMArPaMMbl MOXHO
JIETKO U3MEHHUTD, TaK K€ €€ MOXKHO IEPEMECTUTH B JTI00YIO TOUKY padouei o0acTh
JIMCTA WU CKOPPEKTUPOBATH TOPU3OHTAIIBHBIE U BEPTUKAJIBHBIEC PA3MEPHI.

UTto ObICTPO U3MEHUTH TUIT TUarpaMMbl Ha BKJIajike KoHCTpykTOp B rpymnmne
Tun, pa3memaromencs ciesa, IeakHuTe KHoNnKy U3meHuts Tun amarpammel. B
OTKPBIBIIEMCA OKHE CJI€BA BEIOEPUTE CHaYasa MOJXOAAIIMA TUIT JUAarpaMMbl, 3aTEM
ee mnoartun u Haxmute kKHomky OK. [luarpamma OyJaeT aBTOMAaTHYECKH
nepectpoeHa. CrapalTech MOAOMPATh TAKOW THUIT JUArPaMMbl, KOTOPbIN HanboJsee
TOYHO U HArJIAHO OyAET IeMOHCTPUPOBATH 1I€)Ib BAIIUX BHIYMCIICHUH.

Ecnu naHHbie Ha guarpaMme OTOOpaKalOTCAd HE JOJKHBIM  00pa3oM,
nonpoOyHUTEe MOMEHATh MECTaMH OTOOPaKEHUS CTPOK W CTOJIOLOB, HAXKaB Ha
kHomKy, CTpoka/cTonbden B rpymnmne Jlanasie Ha BKiIagke KoHCcTpyKTOp.

[TonoOpaB Hy>KHBIH TUO JUAarpaMMbl, MOXHO MOpPadOTaTh HAJ €€ BUAOM,
MPUMEHUB K HEHW BCTPOCHHBIE B TporpamMmy MakeThl W ctwm. Excel, 3a cuer
BCTPOEHHBIX PEIICHHUM, MPEAOCTaBIAECT MOJIb30BATEIAM IIUPOKUE BO3MOKHOCTH
BbHIOOpA B3aMMHOIO PACMHOJIOKEHUA SJIIEMEHTOB AMArpaMM, WX OTOOpaXKEHUA, a
TaKke BETOBOTO OhopmiieHHs. BoIOOp HYKHOTO MaKeTa M CTHJIS OCYIIECTBIISETCS
Ha Bkiaake KoHcTpykTop B rpynmax ¢ roBOpSIIMMU Ha3BaHUsMU MakeTsbl
auarpamm 1 Ctuim auarpamm. [Ipu 3TOM B KaXJI0M M3 HHUX €CTh KHOMKA
JlonoJIHUTEIbHbIE MapaMeTPbl, PACKPBIBAIOIIAS MOJIHBIA CHCOK MPEAJiaracMbIxX

PELLIEHUM.



W Bce ke He Bcerma cosmaHHas WiM OTGopMaTHPOBAHHAS AWarpamMma C
MOMOIIHIO BCTPOCHHBIX MAKETOB M CTHJICH yIOBJICTBOPSET MOIH30BATEIICH IETUKOM
¥ MOTHOCTHI0. CITUIITIKOM OO0JTBINO#H pazMep mpudTOB, 0OYCHh MHOTO MECTA 3aHUMACT
JIETCHIa, HC B TOM MECTE HAxXOMATCS TOJIMUCH JaHHBIX WM cama JauarpaMmma
cimIKoM MasieHbkast. ClI0BOM, HET TIpeiesia COBEPIICHCTBY, U B Excel, Bce, uTo Bam
HE HPABUTCSA, MOKHO UCIIPABUTH CAMOCTOATEIIEHO HAa CBOM «BKYC» W «IBET». Jlemo
B TOM, YTO AWarpaMMa COCTOWT W3 HECKOJBKHX OCHOBHBIX OJIOKOB, KOTOPHIE BBI
MOXeTe (popMaTUPOBATh.

Oobnacmev Ouazpammvl — OCHOBHOE OKHO, TJ€ Pa3MEIIAlOTCA BCE
OCTaJIbHBIC KOMITOHEHTHI AMarpaMmbl. HaBens Kypcop MbITH Ha 3Ty 00J1acTh
(MOABIIACTCA YEPHOE TIEPEKPECTHE), M 3aXkKaB JICBYIO KHOIMKY MBIIIH, MOKHO
MEPETAMNATD AUarpaMMy B JFO0YIO YacTh IUCTA. ECiH jke BBl XOTUTE H3MEHUTH
pa3Mep auarpaMMbl, TO HABEJAWTE KypPCOP MBI HA JIO0OW W3 YTJIOB WIH
CEpPeNMHY CTOPOHBI €€ paMKh, W KOTJa YyKaszaTenb npuMeT G(opMmy
JIBYXCTOPOHHEH CTPEJIOUKH, IOTIHUTE €T0 B HY’)KHOM HaIlPaBJICHUH,

Oonacme nocmpoenua ouazpammpl — BKIOUACT B ce0S BEPTUKATIBHYIO
¥ TOPU30HTATBHYIO OCH, PAJ JAHHBIX, 2 TaK )K€ OCHOBHBIC W JOTIOJTHUTEITLHBIC
JIMHUM CETKHU (CTEHBI).

Pa0 oanHbiX — naHHBIC, TPEACTABICHHBIE B TpadUUeCKOM BHIE
(nmarpamma, TuctorpamMmma, rpaduk u T.1.). MOryT UMEeTh TOIIMUCH JAaHHBIX,
oroOpaxkarolmpe TOYHbIe IM(POBBHIE TOKa3aTeid CTPOK MM  PSJIOB
JMarpaMMBbl.

Ocv 3HaueHUN u O0Cb Kameopuii — YNUCIOBBIC TApPaMETPHI,
PaClONIOKEHHBIE  BAOJb  BEPTUKAJIBHOM W TOPU3OHTAIIBHOW  JIMHUM,
OPHUEHTUPYSICh Ha KOTOPBIE MOKHO OICHUTHh JAHHBIE auarpaMmbl. MoryT
UMETh COOCTBEHHBIC MTOAMMCH ACTICHUN U 3aTOJIOBKH.

Jluhuu cemku — HarSAHO TIPEACTABIIAIOT 3HAUCHHUS OCEH W
pa3MemaroTcsi Ha OOKOBBIX MAHENIAX, HA3bIBAEMbBIX CTEHAMM.

Jlezenoa — pactimdpoBKa 3HAUECHUN PSAOB WA CTPOK.



Jliobomy  momp3oBaremto  Excel — mpemocrtaBisercss  BO3MOMKHOCTH
CaMOCTOSITEILHO M3MCHATh CTHIIM U XYJI0KECTBECHHOE MPEICTABIICHHE KAXIOTO M3
BBIITICTICPSYMCIICHHBIX KOMIIOHCHTOB AuarpaMMbl. K BammMm yciryram BEIOOD IBETA
3QJIMBKH, CTHJIS TPAHMII, TOJIIWHBI JUHHUH, HAJIOKEHHEe 00beMa, TCHEH, CBCUCHUS H
CIJIaXKMBAHUA HA BEIOpaHHbBIE OOBEKTHI. B 1000 MOMEHT, MOKHO M3MEHUTH OOIITHH
pasMep JuarpaMMbl, YBEIHYHTH/YMEHBIIHTHh JIOOYID €¢ 00JIacTh, HampuMmep,
YBEIIMYUTh CaMy JHarpaMMy W YMCHBIIHTH JICTECHIY, HJIM BOOOINE OTMEHHTH
oToOpakeHUE HEHYKHBIX 3JIEMEHTOB. MOXHO M3MEHHUTH YTOJI HAKJIOHA THATPAMMBI,
MOBEPHYTh €€, caellarh 00beMHOH wim mmiockoi. OmamMm ciioBoMm, MS Excel
COJICP)KAT MHCTPYMEHTHI, TO3BOJISIONIME MPUAATh JHArpaMMe COOCTBEHHOPYUHO
HanOoJiee yI0OHBIH AJI BOCIIPUATHSA 00pas.

JUtst W3MEHEHUs KOMIIOHCHTOB JHAarpaMMbl BOCIOJIB3YHTECh BKJIAIKON
MakeT, pacnojioxkeHHOU Ha JieHTe B oOsiacth PabdoTa ¢ quarpammamu.

3nech BBl HaljeTe KOMaHIbl C Ha3BaHWAMH BCEX YACTCH AUArpaMMbl, a
IIEIIKHYB 10 COOTBETCTBYIOIIMM KHOITKAM, MOYKHO TIEPEHTH K X (hOPMaTHPOBAHMIO.
Ecte m npyrue, Oojiee MpoCThie CIOCOOB M3MEHEHHMS KOMIOHEHTOB aUarpaMmM.
Hanpumep, nocratoyHo MPOCTO HABECTH KypPCOP MBI HA HY)XKHBIH OOBEKT, H
IIEIIKHYTh 110 HEMY JBa pasa, IMOCJIe Yero ¢pa3y OTKPOeTCs OKHO (pOpMaTHPOBAHMS
BEIOPAaHHOTO »?JeMEHTa. Tak k€ BBl MOXKETE BOCIIOJNB30BATHCSA KOMaHIAMH
KOHTEKCTHOTO MEHIO, KOTOPOE BBI3BIBACTCA KJIMKOM IPaBOH KHOIIKH MBIIIH II0
HY>KHOMY KOMITOHCHTY.

Camoe BpeMs mpeoOpa3oBaTh BHEIIHWM BUJ HaIlleH TECTOBOW JAMArpamMMbl,
BOCITOJIb30BABIITHCH PA3HBIMH CITIOCOOAMHU.

Kak Bumure, BcTpoeHHbie B Excel mHCTpYMEHTHI (popMaTHpOBAaHKS THATPAMM
JCHCTBUTEIIPHO JAIOT IMHPOKHE BO3MOXKHOCTH ITOJIB30BATEIIIM M BH3YaJIbHOC
MPEACTaBICHUE TaOIMUYHBIX JAHHBIX HA TOM PHUCYHKE PA3UTEIBHO OTIMYACTCS OT

MMCPBOHAYAJILHOI'O BaApHUaHTA.















