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1 Heab n 3apaun Aucuumiiudbl. I[lepedens miianupyemMbix pe3y/ibTaToB
00y4YyeHHUs 1O JAUCHHUILINHE, COOTHECEHHBIX ¢ IUVIAHMPYEMbIMH pe3yJbTaTAMHU
O0CBOCHMsA 00pa30BaTeJbHON POrPaAMMBbI

1.1enp AMCHUIIHHBI

dopMHUpOBaHUE Yy CTYIACHTOB 0a30BBIX 3HAHUN OO0 OCHOBHBIX MOHSATHIX
MH(pOpPMATUKY; HABBHIKOB HCIIOJIb30BaHUS MPOTPAaMMHBIX W amllapaTHBIX CPEJICTB
MEePCOHATBLHOTO KOMIIBIOTEPA.

1.23agaumn JUCHUILINHBI

- mpuoOpereHre 0a30BbIX 3HAHUKW O TOHATUIX UHPOPMATHUKH,
BO3MOKHOCTSIX KOMIIBIOTEPOB B 00pa00OTKE SKCIIEPUMEHTAIBHBIX JaHHBIX;

- OBJIAJICHUE OCHOBHBIMU METOJaMH, CIIOCOOaMU M CPeJICTBAMU MOJIYUCHUS,
XpaHeHwus, nepepadboTku nHpopMauu;

- (popmupoBanue:

- CHOCOOHOCTEW TOHMMAaHUs CYIIHOCTU U 3Ha4YeHuss HHPOpMAIuu B
Pa3BUTHHU OOIIIECTBA;

- OCO3HAHUS BO3MOXXHOCTH CO3/IaHUSI HOBBIX IIEPCIIEKTUBHBIX CPEICTB
UH(POPMATUKHY;

- CIIOCOOHOCTEH HCMOJIb30BaHUSI YHHMBEPCAIbHBIX TMAKETOB MPHUKIATHBIX
porpamMM Mpy MOJICTUPOBAHUN CUCTEM M TIPOIIECCOB.

1.311epeyeHnb IUIaHUPYEMBIX pPe3yJbTATOB 00yUYeHHUs] MO JUCHHUILIUHE,
COOTHECEHHBIX € IUNIAHUPYEMbIMH Pe3yJIbTATAMH OCBOEHHSI 00pa3oBaTeIbHOM
NporpaMmbl

OO6yuarorniue J0JKHBI 3HATh.

[J NpUHUHANUAJIBHBIE OCHOBBI YCTPONCTBA KOMITBIOTEPA,

[] 3aKOHBI ¥ METOJBI HAKOIUICHUS, Tiepeaaun u oOpaboTku uHGOpMAIHU C
IIOMOLIBIO KOMITBIOTEPA;

- OCHOBHBIE TIPUEMBI PAOOTHI:

1. B onepanuonHoi cucreme Windows;
2. B TekcToBOM penakrTope WORD;

3. B TabiimuHoM penakrope EXCEL.
yMeETh:

- UCIIOJIB30BaTh BO3MOXHOCTHU BBIHI/ICJ'II/ITCJ]BHO?I TEXHUKU U HpOFpaMMHOFO
o6ecnequH>1 JJIA peHIeHI/ISI HpaKTI/I‘—IeCKI/IX 3a1a4 HH)KeHepHOﬁ HaHpaBHeHHOCTI/I;

- OCYIIECTBIISTH MOUCK HYKHOW HMH(POPMAIMK U OOMEHUBATHCS €10 B CETH
Internet.

BJIaJA€Th.



- OCHOBHBIMH MCTOAdAaMH pa6OTBI Ha KOMIIBIOTEPE C€ HUCIIOJIIBb30BAHUECM

YHUBEPCATBbHBIX IPUKIAIHBIX [IPOTPAMM;
- TEXHOJIOTUEH CO3/1aHUSI HAYYHO-TEXHUYECKOW JOKYMEHTAMH PA3IMYHOU

CJIO’)KHOCTH C MTOMOIIIBI0 TEKCTOBOTO MPOLIECCOPa;
- TEXHOJIOTHEH PEIICHUS] TUITIOBBIX HH()OPMAIIMOHHBIX U BEIYUCIUTECIIbHBIX
3aj1a4 C MOMOIIBIO TAOJUYHOTO MPOIECCOpa.

2. JIabopaTopHbIe padoTHI

Tabauua 2.1 — JlabopaTopHble paboThI

Haumenosanue nabopaTopHOil pabOThI

2

[lepBuuHBIE HACTPOWKHK apaMeTPOB MeyaTHOro fokymenta MS Word

COSIIaHI/Ie CITMCKOB ¥ aBTOMAaTH4YeCcKoro oriasiaeHus MS Word

Coznanue u 06padotka rpadpudeckux oorekToB MS Word
Co3nanue, aBTO3alOJIHEHUE, pEJaKTUPOBAaHUE TaOIHI, BBEIACHHE

dbopmyn B Tabiuiiax Microsoft Excel
dopmynsl, pyHKIMH B auarpaMmmbl Microsoft Excel

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




JlaGoparopHasi pabora Nel

IlepBu4yHbIC HACTPOIKH MapaMeTPOB NeYaATHOIro JoKymeHTa MS Word

enb paGoThl: OBIAAETh HABBIKAMH HACTPOMKU MapamMeTpPOB CTPaHUIIBI,
mpudrta u abd3anma B JokyMeHTax MS Word, HayuuTbCcsi BCTaBISATH HOMEpaA
CTpaHUI] B IOKYMEHT, U3YYHTh COUCTaHKE KJIABHII U ropsuure kiasuimm B Word.

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

Bepxnee u HxHEE - 2 cM

JIeBoe - 3 cMm

IIpaBoe — 1,5 cMm.

2. Bxmtounte pexkum «OToOpa3uTh BCe 3HAKW» BO BKIAJKe | JaBHas.
O3HAaKOMbTECh C COJEpPKAHMEM HTOW BKJIAAKU, a Takke ¢ okHoM «IIpudt»

WpudT | donoaHuTensHO

WpngT: HaueptaHwe: Pazmep:
Times Mew Roman OB bIYHBIA

Sitka Text
Smudger LET Kypcne

Snap ITC nUﬂMHpHHIE
Square721 BT MonyHWpHBIW EYpLWE
Staccato222 BT

UgeT TekcTa: DdoayepKuEaHme: LEeT nogqYepEnEaHmna:

I - | | (HeT) AETO
BWaouzmeHeHH

[ sauepkHyTI (] maneie nponucHee

[ ] aeoiiHoe zauepkuBaHme [ ] ece nponucHee
[ ] Haacrpoueii [ ] ekprimmi
[ ] noacrpouHwii

Oepazey,

Times New Roman

WprgT TrueType, OH WENOAEIYETCA 404 BEEIEOAA KAK HA 3KpaH, TaK W Ha NPUHTEP.

Mo ymonyaHwWm TekcToBbe 3 ekThI...

u «Ao03amy




OTCTYyNbl M MHTEPEANE | TMonoxeHWe Ha CTRaHKLLE

Obwme

Bupasnueanve: |[IEITTTEIEENNNNN v

YpoBeHE: COCHOBHOM TEKCT W

QOTcryn

Cnega: 214 m Nepeag cTpoka:

Cnpaga: 0em [HeT]

[ 3epranchbie otorynu

HHTepBan

MNepea;: ont = MENAYCTP OHHEIH:

Mocne: ont = MHOM¥KUTENR

He goBaenaTe MHTEPEAN Mexay abzalamuy 0gHOro CTHUAA

O6Bpazey

CEEpHYTH MO YMOAYEHWHD

JHAYEHKWE:

Tabynauua... o ymonyaHu

3. O3HaKOMbTECH C coueTaHneM Kiapuil B WOrd, mpuBecHHBIM B TaOJIHIIE

1.
Taobmuna 1

I"opstune xnasumm Word
JlericTBHE CoueTanue KiIaBHII
OTKpBITH CTRL+O
CoxpaHuth CTRL+S
3aKphITh CTRL+W
BripesaTh CTRL+X
Konuposath CTRL+C
BcraBka CTRL+V
Bri6pats Bce CTRL+A
[Tony>xxupHbiit CTRL+B
Kypcus CTRL+I
[ToguepKkHyTHI CTRL+U
YMmensmuTh pazmepa mpudra Ha ogud myHKT | CTRLA+[




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

OtmeHa ESC

OTMEHUTH Onepanuo CTRL+Z
IToBTOPUTH ONEpALUIO CTRL+Y

4. Otpenure OyIyHIUi TUTYJIBHBIA JIUCT OT JIUCTa JIaOOpaTOpHOU pabOThI
paspeiBom ctpanuiisl (Ctrl+Enter).

5. Ha Bropom nucre HameyaTtaiiTe cBOM (aMHIIUIO, UMS U OTYECTBO.
Ucnons3yro couetanus kiaBuill CTRL+C u CTRL+V caenaiite TEKCT, COCTOSIIUNA
u3 10 a63aries.

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

7. K kaxnomy a03aily TekcTa MpUMEHUTE YKa3aHHOe (hopMaTHpOBaHUE:

|.IlepBbiii a63anm mpudt 12 nyHKTOB, 1 MEXIYCTPOUHBIH WHTEpPBA,
BbIPAaBHHUBAHUE 110 ITUPUHE
II.Bropoii a63anm mpudt 14 nmyHkTOB, 1,5 MEXIYCTPOUHBIM WHTEpBAI,
BbIPABHUBAHUE T10 JIEBOMY Kparo, MOAYEPKHYThIH
1. Tpernii a63an mpudT 16 MyHKTOB, 2 MEXAYCTPOUHBIM HHTEPBAJ, KYPCHUB,
BBIpAaBHUBAHUE [0 MPABOMY Kparo, pa3peKCHHBIA HHTEpBal MEXAY OyKBaMH
TEKCTa
IV.YerBepThiii ad3an mpudt 13 myHkTOB, 1,25 MEXTyCTpOUYHBIM HMHTEPBAI,
MOJIYKUPHBII KypCHUB, BBIPAaBHUBAHUE 110 TPABOMY Kpalo, YIIJIOTHEHHBINA UHTEpBal
MeXy OyKBaMH TEKCTa
V.IsarTelii a63an mpudt 15 mnyHkTOB,1 MEXIYCTPOUHBIM WHTEpPBAI,
BBIPAaBHUBAHUE 110 IMPUHE, 3aUEPKHYTHIN
Vi.llecroii a63anm mpudpt 14 nyHkToB, 1,5 MEXIyCTPOUHBIH HHTEPBAI
BBIPaBHUBAHUE 110 IIMPUHE,JBONHOE 3aU€PKUBAHUE
VIl.Cenbmoii a63an mpudt 14 myHkToB, 1,5 MEXTYCTPOUHBIM HMHTEpBa
BBIPAaBHUBAHUE 110 IIMPUHE, HAJICTPOUHBIE U MTOACTPOYHBIE CUMBOJIBI
VIll.Bocbmoii a63anm mpudt 14 myHkToB, 1,5 MEXITyCTpOUHBIA HWHTEPBAT
BBIPABHUBAHHUE 110 IIMPUHE, MAJIbIe TPOIMCHBIE OYKBBI
IX. deBsaTbiii ad63anm mpudt 14 mnyHKTOB, 1,5 MEXKTYCTPOUYHBIM HWHTEpBa
BBIPaBHUBAHUE 10 IMUPUHE, U3MEHHUTH IIBET MIpU(Ta
X decarwiii a63anm mpudt 14 myHkToB, 1,5 MEXKIYyCTPOUHBIH HWHTEpBAI
BBIPaBHUBAHUE 10 TUPUHE, BBIACIUTH TEKCT LIBETOM.



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

TexkcT, HamedyaTaHHbIA KYpCHUBOM, MOSICHSET TO, KAKUM JOJIKHO OBITh
(dbopmaTupoBaHUE TEKCTA HA TUTYJIBHOM JHCTE. [leyaTaTs €ro He HYKHO.

8. BcraBbTe HOMEpa CTpaHMUIl B JIEBbIM HUKHUN yroJl OTYETA U UCIONb3YS
BKnaaky BeraBka— Homep crpanunbl— Buusy crpannnsi— Crpasa.

9. IlepeiinuTte B HWKHUU KOJIOHTUTYJ, HamedyaTaite B HEM CBOE HMS,
ybenurech, 4yTo Bamie uMs aBTOMaTHYECKM MOBTOPUIOCH BO BCEX HMKHHUX
KOJIOHTUTYJIaX JOKYMEHTA.

10. TloctaBbTe ranoyky HampoTuB MO «OCOOBI KOJTOHTUTYIN JJIsl IEPBOI
CTpaHuily» Bo BkJIaake Konctpykrop. YOenurech, 4To HOMEpP Ha MEPBOM CTPAHUIIE
He oToOpa)kaercs.

11. Tlepeiias Bo BrIanky BetaBka— Homep ctpanuiisi— dopmat HomepoB
CTaHMI] HAYHUTE JOKYMEHT CO CTPAHULIBI 3.

PopmaTt HoMmepa: s
[] Bknwounte Homep rnase
HAYWMHAETCA CO CTHAR: | 3aronosok 1

pazgenmTenk: - [gedwc)

Mpumepb: 1-1,1-A

Hymepaumna crpaHMLy

®) npogonHEKTE

) HauaTte ©

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

[lenp paboTel: HayuuThes co3fgaBath B MSWordmapkupoBaHHbie,
HYMEpPOBAaHHbIE CIUCKA U MHOTOYPOBHEBBIE CIUCKH, CO37aBaTh aBTOMATHYECKOE
OTJIaBJICHUE U PACCTaBJISATh ABTOMAaTUYECKUE CCHUIKM HAa UICTOYHUKHU JTUTEPATYPbI

Bbr  moxere ObICTpO [100aBUTh MapKepbl WM HYMEpauuio K
CylIecTByIOIMM cTpokam Tekcta. Kpome toro, Word MoxeT aBTOMaTHYECKH
co3/7aBaTh CIUCKU MO MEpEe TOro, Kak Bbl BBOAUTE TEKCT. [lo ymom4anuto, eciu B
Hayvasie ab3alia Bbl BBOAMUTE 3BE3/104KY M mpoben, Word co3naer MapkupoBaHHBIH
cnicok. Eciam ke Bbl HaunmHaeTe BBOA abO3ama ¢ Homepa, Word co3gaer
HYMEpOBaHHbIN cnucok. Eciaum Bbl HE XOTUTE, YTOOBI TEKCT CTaj CIHCKOM,
HOXMHUTE mosABIAlonlytocss KHonky [lapamerpsl aBTro3amensl-M300paxeHue
KHOIIKU U BBIOEpUTE IPYTroi mapamerp.

1. OTpenure TUTYIBHBIA JHCT OT JabOpaTOpHOW paboOThl HaXaTHEM
knaBuin CTRL+Enter.

2. B Bepxue#t wactu Broporo yiucra Hanumute «['nasa 1. Hazsanue 1». C
HOBOW CTPOKM HAOEpHUTE 4YEeThIpe JIIOOBIX CJIOBa, KaXIO0€ C HOBOM CTPOKH,

Al

-

BBIIEIUTE TEKCT U COPTUPYWTE €ro mo andaBuUTy HCIOJIb3Ys HUKOHKY

npeoOpa3yiTe TaHHBII TEKCT B MAPKUPOBAHHBIN CIIMCOK MCTOIB3YSl UKOHKY *—
3. B BepxHeii yactu TpeThero nucra HanuimuTe «I maBa 2. Ha3zBanue 2»

3 —
i— ¥

BceraBbTe npocToil HyMEpOBaHHBIN CIIMCOK, UCIIOJIb3Ysl UKOHKY ~~ . Co3paiite
CIIUCOK U3 4 3JIEMEHTOB, COPTUPYUTE €ro 1o andaBury.
4. B BepxHel yacTu yeTBepToro jucrta Hanumure «I'nasa 3. HazBanue 3».

g —
a1— -

Co3zmaiiTe MHOTO YPOBHEBBIN CITUCOK, UCIIOJIB3YSl UKOHKY - . [lox mmdpoit oqux
B CIIMCKE HAIMIINTE cJIOBO «l acHbIe», HaxMuTe Enter, monnssTe ypoBeHb CIMCKa
¢ 2 no 1.1 ucnone3ys knaBuiny Tab. [lepeuncinre 4 m00bIe TIIaCHBIE TAaK, YTOOBI
KaXkaasi Obljla HOBBIM 3JIeMEHTOM criicka. [loBbickTe aneMeHT crucka 1.5 mo 2
Ha)kaTueM couyetaHuil kinasuil Enter. Hanumure B myHkre 2 cioBo «CoriacHbIe».
Janee nepeuniciute 4 COTIacHbBIE, TaK, YTOOBI KaXK/1ast Obliia OTIETbHBIM
AJIEMEHTOM CIIUCKa BTOPOTO YPOBHSI.

5. I3meHuTe HauaabHOE 3HaUYCHUE CMHMCKa ¢ 1 Ha 3, IMIEIKHYB IIpaBoi
KHOIIKOW MBI 110 1udpe 1 B criricke HanpoTuB ciioBa «I TacHbIe», H3MEHUTE
YPOBEHB 3TOH CTPOKU criucka ¢ | Ha 2 B pydyHOM pexxkume. MI3MeHuTe B pydHOM
pEXMME BCE OCTATBLHBIEC SJIEMEHTHI CIHCKA TaK, YTO ObI CJI0BO «I JTaCHBIE» B CIIHCKE
nmeno Homep 3.1, «CornacuHsie» 3.2, riacHbie OykBbsI HOMepa 3.1, 3.2, 3.3, 3.4;
corjlacHble OyKBBI HOMepa 4.1, 4.2, 4.3, 4.4.
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6. B tom cnyuwae, ecnu Bemercs KpymHas pabota (KypcOBOW IPOEKT,
auruioM, auccepranus) U PII3 HacuuThIBaeT HECKOJNBKO JAECSITKOB PA3feiioB U
MOJIPa3/ieNIoB, TO Py4Hoe ¢OpMHUPOBAHME OIJIABJEHHUS CTAHOBUTCS BechMa
3arpynHATeNnbHBIM. g co3manus orsaBiaenuss B Word ciieqyer Bo BKJAAKe
"CcplIkH'" B IYCTYIO CTPAHUIY JOKYMEHTA BCTABUTh IyCTOE OTJIABJICHUE.
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Ha »kpane mosiBUTCS cOOOIIEHHE 00 OTCYTCTBHH 3JIEMEHTOB OTJIABIICHUA.
OTO0 ecTecTBEHHO, T. K. y Bac ellie HeT TekcTa ¢ pasaenamu.



Korma Bbel HaOepeTe HYXHBIH TEKCT, pa3METHTE TIJIaBbl B ATOM TEKCTE,
HY’KHO OYyZIET 9T pa3zelibl BHECTU B OrJIaBlIeHHE. [[1s1 3TOro, ycTaHOBUTE Kypcop
B TEKCT Ha3BaHMs paslesa U Haxmure KHONKY ""JlobaButh Teker'". B
BBINIAIAIOIIEM MEHIO BbIOEpETE HYXHBI YpOBEHb BIOXEHHOCTH M OOHOBHTE

HCJIUMKOM OI'NIaBJICHUC B OTBCT HA COOTBCTCTBYIOIICC COO6H.[€HI/Ie.
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He BKAKOYETE B OTN3BNEHME A?; Cnegyrouwas CHOCKS ~
OrnaeneHue
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YpogeHb 1
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YpoBeHb 3

Ecnu Bel Bce caenanu npaBWIbHO, TO CTPaHUIIA C OTJIaBIEHUEM OOHOBUTCS
U B HEW TMOSIBUTCS Ha3BaHWE BHECEHHOro Bamu pasjiena ¢ COOTBETCTBYIOIIUM
HOMEPOM CTpPaHMIIbl. AHAJIOTHYHBIM 00pa3oM CleayeT IOCTyHaTh CO BCEMH
paznenamu PII3. B urore, y Bac nonyuurcs aBroMmaTudecku chopMUpOBaHHOE
orjiaBjieHHe, KOTOPOE XOPOII0 BbIPOBHEHO 1 0T()OPMATUPOBAHO , KOTOPOE
OyzeT aBTOMATH4YEeCKH U3MEHATHh HA3BAHUS Pa3aesioB eciii Bel ux cMeHHTE B
X0Jle penaktupoBaHus Bameidt paboThl ¥ MOCTABUT COOTBETCTBYIOIIHE
CTPAaHMIBbI, KOTOPOE MO3BOJISIET MTHOBEHHO 00PaTUThCS K HYKHOIl Bam riase u
HE JIUCTAaTh A0 HYKHOW CTPAHULIBI POJIUKOM MBIIIIH.

N3mennte HazBanue ['naBel 2. Ha3zBanue 2 Ha cnoBo «CamoseT», 0OHOBUTE
OTJIaBJICHHE, YAAIUTE Pa3phIBbl CTPAHUI] MEXTY TJIaBaMH, OOHOBHUTE OTJIaBIICHUE.

7. Ilocne rmaBel 3 coznaiite «CHHUCOK JUTEpATypbl», COAEpKAIIUNA TpH
KHHIU:

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

2. Tlerpos ILII. Knaura 2. 20 c.

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

ABTOMAaTHYECKH COLIJIUTECH HA MEPBYIO KHUTY B ['1aBe 1, HA BTOPYIO KHUTY
B ['1aBe 2, Ha TpeThlo KHUTY B I'11aBe 3.

YUro0bl caeaTb aBTOMATHYECKYKH CChLIKY Ha HMCTOYHMK B Word,
BBIINIOJIHSIEM CJIeyIolIee:

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

2) mepexoauM Ha JIeHTy «BcTaBka», pgaimee BbIOWpaeM «3aKiiaaKay.
[TosiBIIOCH OKHO J00aBJIEHUS! 3aKJIaJKH, B KOTOPOM HEOOXOJMMO BBECTU HMS
3aKJIaJIKM ¥ HaxaTh KHOTIKY «JloOaBuTh». HanMeHOBaHME 3aKiIa K MOXKET OBITH
moboe, HO He Oomee 40 CUMBOJIOB, HE CcOJepKaimee MpPoOeToB W APYTHX
CIELCUMBOJIOB (KpoMe 3Haka mojauepkuBaHus). HasbiBaTh 3akiajgKy ynoOHee
BCEro 1Mo (pamMminy aBTOpa M Mape KIFOYEBBIX CIIOB U3 Ha3BAHUS CTAThH, HAIPUMED
"Hashim IT decision making". Eciu BbI yBepeHBI, 4TO NaHHOTO aBTOpa y Bac
TOJILKO OJIHA CTaThs, TO MOKHO OCTABUTh TOJIBKO (haMUIIUIO.
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MoXHO cO3[aTh 3aKJIaJKHA Cpa3y HAa BCE MCTOYHHUKH, A 3aTEM IEPEUTH K
IIPOCTABJIEHNIO CCHUIOK HA HUX B TEKCTE.

3) B Tekcre, B MecTe, TZie HY)KHO COCJIAThCS HA BBINICYKA3aHHYIO CTAThIO,
BCTaBJIsIeM KBaJpaTHbIE CKOOKHM Oe3 mpobera u CTaBUM Kypcop MEXIy HUMHU.

4) Teniepb, YTOOBI MOCTAaBUTh ABTOMATHUYECKYIO CCBUIKY, HEOOXOIUMO
cAenaTh NEPEKPECTHYIO CChUIKY Ha YCTAaHOBIICHHYIO 3aKIaJKY.

Jlns sToro mepexoauM Ha JeHTy «BcraBkay, HaxxumaeMm «llepexkpectHas
cceutkay. [losiBUIOCH OKHO, B KOTOPOM B clUCKe « THIT CCBUIKMY HYKHO BBIOPATH

«3aKJ'IaIIKa», a B crnucke «BcraBUTH CCBUIKY Ha» — BI)I6paTI> «HOMep a63aua».
BI)I6I/Ipa€M UM CO3II&HHOI>1 3aKJIa K" u HaXnumMacm «BcTaBUTBHY.
- CPECTHENE COBUTKN ¥ =N
rf\evt- PECTHINE COBNKA . [0 e Yo e ‘ !
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BHyTpu KBaapaTHBIX CKOOOK mosiBWiIack mudpa 1, 9TO COOTBETCTBYET
MOPSIKOBOMY HOMEPY ATOW MyOJIMKAIMHU B CITUCKE JTUTEPATYPBHI.

JAast TOro, 4TO0OBbI CCHUJIKH B TeKCTe aBTOMATHYeCKH OOHOBHJINC,
HY>KHO BBITIOJTHUTH JIBA JIefiCTBHA:

1) Beigenmute  BeCh  TEKCT, B KOTOPOM  CIIEAyeT IMEPEHYMEpOBaTh
CChUIKU. ByibTe OCTOpPOKHBI ¢ BbIIeJIEHHEM TeKCTAa BO BCEM JOKYMEHTe
(Ctrl+A). Word paciieHHBaeT aBTOMaTHYECKOE OTJIaBJICHUE KaK HAa0Op CCHUIOK,
MO9TOMY €CJIA BBIICTTUTH €T0 BMECTE C TEKCTOM, OTJIABJICHUE OOHOBUTCS TOXKE.

2) Haxxatr F9

ITocne naxatus Ha F9 cChUIKK B TEKCTE OOHOBATCS M MIPUOOPETYT 3HAUCHUE,
COOTBETCTBYIOIIEE HAXOXKICHIIO UCTOYHUKOB B CITUCKE JIUTEPATYPBHI.


https://www.code-inside.com/wp-content/uploads/2015/05/2383cbc6f824988bd479011ed31a3d3c
https://www.code-inside.com/wp-content/uploads/2015/05/b8df3e41db43e5501d236d2c32c14163
https://www.code-inside.com/wp-content/uploads/2015/05/rtyuioretyujiolpi
https://www.code-inside.com/wp-content/uploads/2015/05/c4da9775783c2c15678cf3977792e388

Ecnu BBl yaanuiam UICTOYHUKH U3 CIIMCKA, HE MOJIEHUTECH MOCIe OOHOBICHUS
IIPOCMOTPETh  BECh JOKYMEHT eme pa3. 'llogBemeHHble" CCBUIKM Ha
HECYILECTBYIOIIUA HMCTOYHHUK CTaHYT OOO3HaueHbl Kak "Ouiubka, 3axnadka He
Hatidena". He 3a0yibTe yanuTh UX U3 OCHOBHOI'O TEKCTA.

8. B cnucok nurepaTypbl A00aBbTE€ MOJ BTOPHIM HOMEPOM KHHUTY
Kopenescknii H.A. HoBas xaura 500 c. Bergenure Bech TEKCT, KIMKHUTE MPaBOU
KHOIIKOW MBIIIH, BBIOEPUTE B MEHIO MYHKT «OOHOBUTH mojey, nainee «OOHOBUTH
M0JI€ LETUKOM». Y 1aJluTe B CIIUCKE JINTEPATypPhl MEPBYIO KHUTY U CHOBA OOHOBUTE
ToJIE.

9. PacnieyaraiiTe 1oay4uBIIANICSA OTYET.



JlabopaTopHas padora Ne3
Co3nanue u popmaTupoBanue tadbauun MS Word

Lenp paOoTel: HayuyuTbCcd cO3AaBaTh U pEAAKTUPOBATh TaOJMLBI B
MSWord

Tabnuia mpeacTaBisieT CETKy, 0Opa30BaHHYIO CTOJIOIAMH U CTPOKAMH.
[lepeceuenus cTONOIOB U CTPOK OOpasyroT suehiku Tabmunbl. Kaxmas suelika
HE3aBHUCHMa OT APYTUX JJEMEHTOB TaOJUIbI, JJII HEE Bbl MOXKETE YCTAaHOBUTH
TpeOyemblii pazmep u hopmar.

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

Co3nanmne taGaun Tabnuiia MoxkeT OBITH BCTaBJI€HAa B IPOHM3BOJIBHOE
MECTO JOKyMeHTa. Pa3Mep TaOmuIlbI MOXKET MPEBBINIATh pa3sMep CTPAHUIBI,
M03TOMY €€ 4acTh MOXKET pa3MeNIaThCsl Ha OJJHOM WIIM HECKOJIBKUX TOCIETYIOIINX
cTpaHulax. B Takom ciydae MOKHO ONPENENSATh 3aroJOBKHU ISl TaOJIUIIBI TaKUM
oOpa3zoMm, 4TO, eciii Tabiuia OyAeT pa3MellleHa Ha HECKOJIbKUX CTpaHHIAX, B
BEpXHEW 4YaCTHM  KaXJOW CTpaHMIBl  3aroJioBKU  OyAyT  OTOOpaskaTbCs
aBTOMATHYECKH.

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

B penakrope Word wumeeTcs BO3MOKHOCTh HAPHCOBATH CJ0XKHYIO
Tabdauny or pyku. [[is 3TOro noctaTouyHo BBHIOpaTh B MEHIO TaOnuila KOMaHIy
HApUCOBATh TAOIHILY.

[Ipexxme yeM TPUCTYNUTH HEMOCPEACTBEHHO K CO3JaHHIO TaOJHUIIBI, BBI
JOJKHBI MMETh XOTA OBl MPUOIU3UTENHHOE TMPEICTABICHUE O TOM, CKOJIBKO
CTOJIOIIOB M CTPOK JIOJbKHA MMETh Tabnuia. Ha aTom stane He 00s3aTeIbHO TOYHO
yKa3bIBaTh mapaMeTphl Ta0auIlel. [lociae co3manus Bceraa MOXHO J0OABUTh W/WIU
YAQIUTH CTOJIOUBI M CTPOKHU MO CBOEMY YCMOTPEHHUIO.

BBoj 1aHHBIX M NepeMellieHHue M0 TadJanie.

Ecnu B cBoeil paboTe BbI MPEANOYUTAETE MOJIB30BATHCS KIAaBUATYPOH, IS
MepEMEIIICHHS B CISAYIONTYIO STYeHKY MCIOab3yeTcs kinaBuma Tab. s mepexona
K mpenpiaymen sueiike Haxmute Shift+Tab. Ecnu kmaBuma Tab Oyner Hakara B
TOT MOMEHT, KOTJIa KypcOp pacmloJIO)KeH B TocieAaHei sueike Tabmuie, Word
BCTaBUT HOBYIO CTPOKY U MIEPEMECTUT KypCOp B €€ MEPBYIO TUCHKY.



B Tabnune npencraBieHsl KIABUIIM JJIsl TIepeMelieHus no tadnuue. s
TOTO YTOOBI MOKUHYTh TAOJHILY, BbI JOJKHBI C MOMOIIBIO MBI WM KJIaBHUII-
CTpPEJIOK MEPEMECTUTH KYpCOp 3a Mpeeibl TAOIUIIbI.

Knasuma Ha3znavenue

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

Shif+Tab Ilepemeniaercs Kypcop BIEBO Ha OJHY STYCHKY

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

Alt+PgUp u Alt+PgDn Ilepemeniaer Kypcop B MEPBYIO WIH MOCIEIHIOIO
CTPOKY CTOJI0I1a, COOTBETCTBEHHO

PenaktupoBanue tabaun. Ha mpakThke 10OCTaTOYHO 4YacTO BO3HUKAET
HEO0OXOAUMOCTh U3MEHUTH MapaMeTphbl TaOJIHIIbI, B KOTOPOU coJepKaTcsl JaHHBIE.
MS Word npenocTaBiisieT B Hallle paclopspKeHHUE MUPOYanIiie BO3MOXKHOCTH 10
peIaKTUPOBAHUIO TaOJWIl, BKJIIOYAash BCTaBKY U YJaJCHUE S4YECK, CTPOK U
CTOJIOIIOB, TIEpEeMEIIEHNe U KOTTUPOBAHUE SUEEK, U3MEHECHHE BBICOTHI U ITUPHUHBI
saueek 1 MHoroe apyroe. Komanga: Bxnagka Pabota ¢ Tabnunamu — Korctpykrop
/ Maker.

IlepeMenieHue U KONMPOBaAHKE STYEEK

Hcnosib30BaHne MbIIIH JJIS1 IepeMelleHUs A9eeK, CTPOK U CTOJI0O0B

Jlist Toro 4TOoOBI MEPEMECTUTh WM CKOMUPOBATH OJHY WU HECKOJIBKO,
A4EEK, BMECTE, C X COAEP>KUMBIM, BBITIOJIHUTE CIEIYIOLINUE TEUCTBUSA:

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

-IlepeMecTuTh yKa3aTellb MBIIIN B TIpeieNiaX BRIOPaHHBIX STYEEK TaK, YTOObI
OH MPHHSI BUJ CTPEJIKU, HAIIPABJICHHOM CIIpaBa HaJEBO.

-JlasibHENIINE Balmd JEUCTBUSL 3aBUCAT OT TOIO, XOTWUTE JIA BBI
NEPEMECTUTh WJIM CKONMUPOBATh BBIACICHHBIE »dJeMeHTa. [[ns Toro 4ToOBI
NEPEMECTUTh DJIEMEHTHI TAaOJIHUIIbl, HAXXMUTE JIEBYIO KHOIKY MbIIHM. Ecnu Bam
TpeOyeTCsi CKOMUPOBAThH dJIEMEHTHI, HAXKMHUTE KiaBuiny Ctrl, mocne yero HaxxmMure
JIEBYK0 KHOIIKY MBIIINA. B 3aBUCHUMOCTH OT NPOMU3BEACHHBIX BaMHM JCUCTBUU B
CTPOKE COCTOSIHHSI TIOSIBUTCSI COOTBETCTBYIOIIEE COOOIIICHNE.

-IlepeMecTuTh KypcOop B SYEHKY, PACHOJIOKEHHYIO JIEBEE W BBIIIE TOTO
MecTa, B KOTOPOM [IOJDKHBI TOSIBUTHCSI IEPEMEIICHHBbIE WJIM CKOIHPOBAHHBIE
STYEHKHU.

-OTHyCTUTH KHOMKY MBIIIIH.

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



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

HN3meHenne LIMPUHBI CTOJIOLOB

llepemewenue cpanuy AYeex U UCNONBL30BAHUE  2OPUOHMANLHOU
nunetiky JIJis TOrO 4TOOBI M3MEHUTH IIMPUHY CTOJIONIAa C TOMOIIBIO MBIIIIH,
YCTAHOBHUTE YyKa3aTellb MBIIIM Ha MpaByl0 TIpaHully crtoiabua. B pesynbraTe
yKa3aTeilb NOPUMET BHUJ BEPTUKAJIbHOM JBOMHOW JIMHUM CO CTpEIIKaMH,
HaIpaBJICHHBIMHU BIIPAaBO U BjEeBO. [Ipu 3TOM BHJ yKa3aTels HE 3aBUCUT OT TOTO,
OoTOOpaXkaloTCcsl WM CIHPSATaHbl JIMHUM CETKU. HakMuTe KHONKY MBI H
NEPEMECTUTE 3TOT MAapKep CTOJIONA A0 YCTAaHOBKU TPeOyeMOU MIMPUHBI CTONOLIBI,
MOCJI€ Yero OTIYCTUTE KHOMKY MBIIIIH.

eticmeuePe3yniomam

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

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

[Tepememienre rpanunbl npu Haxkatoi knaBumie Ctrl - IlupuHa Bcex
CTONOIIOB cmpaBa OyIeT H3MEHEHAa B COOTBETCTBHUM C UX IEepPBOHAYaIbHOM
APUHON

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

[lepememienrie rpaHulbl Npu Haxkatod kimaBuime Alt - OtoOpaxkaetcs
pa3Mep HMIMPUHBI U3MEHAEMBIX CTOJIOIIOB B CM.

-BriOepute cTon01Bbl, MUPUHY KOTOPHIX BBl MPEINOJIAraeTe H3MEHUTb.
Ecaum BBI BEIOEpHUTE CTONONBI HE TOJHOCTHIO (HAmpuMep, OJHY Wiu 0ojee CTPOK)
Word u3MeHUT MIMPUHBI CTOTOIOB TOJIBKO B YKa3aHHBIX CTPOKAX.

-Bribepute Briagka Maxker — manens Pa3mep siaeiiku

-B okne nuamora CsoiicTBa TaOIMIEI TTepeliuTe Ha BKIAAKY “Ctonber” u
YCTAHOBHUTE HY>KHBIE TapaMeTPhl WU HAXKMUTE KHONKY ABTonoaodop. U3meHeHue
BBICOTBI CTPOK

-Bribepute Briagka Maket — manens Pa3mep siaeiiku

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

®naxok Paspewums nepeHoc cmpoxku Ha credyrouwyro cmpanuyy. Eciu
IpU  YCTAaHOBIEHHOM (uaxkke (MO0 YMOJYAHUIO) COAECPKUMOE SYECUKU He



nomeniaercss Ha ogHou ctpanune, MS Word pazOuBaeT CTpOKY M MEPEHOCHUT HE
MMOMECTHUBILHECS TAHHBIE HA CICAYIONIYIO0 CTPAHUILY.

Hacrpoiika nmosoxenusi ctpok Bxnanka Maker — nanens BelpaBHUBaHME

N3menenne opueHTaumu  Texkcra Bxiianka  Maker —  manens
BripaBHuBaHue — kHOINKa HanpaBsiieHue Tekcra.

BcecraBka M yjajgeHue s4eeK, CTPOK M cToa0uoB [locne co3nanus
TaOIUIBI MOXKHO U3MEHUTH €€ CTPYKTYPY, A00aBIIsIS U yAassl SYCUKU, CTPOKU U
ctonOubl. Konkpernslii Bun omniuid BeraButh u Yaanute u3z Menwo Tabnwuia
OTpeNeNaeTCs TeM, KaKhe SJEMEHThl TaOJUIlbl (SYEHKH, CTPOKU HWJIU CTOJIOIIbI)
ObUTH BHIOpaHBI MEPE]T BBI30BOM KOMAaH/IbI.

Bxnagka Maxket — nanenb CTpOKH U CTOJIOLIBI

O0benuHenue siyeek J[Jis 0OBEAMHEHUS HECKOIBKHX PAaCIOJIOKEHHBIX
PAIOM B OHOM CTPOKE STYEEK BBIMIOJHUTE CIIEAYIONIUE JICUCTBUS:

-Bribepure siueiiku, KOTOpPbIE BbI XOTUTE 00bETUHUTD.

-Bxnanka Maket — manens O0be TUHUTE — KHONKAa OOBETUHUTE STUYEHKU

Pa30ouenue siueek Pa3OueHue siueex sBISICTCS OOpaTHOW omeparuen 1o
OTHOIIIEHUIO K 00beauHeHnt0. C ee MOMOIIBI0 MOXHO BOCCTAHOBHUTH HCXOJHOE
cOoCTOsiHUE OOBEIMHEHHBIX sueek. IIpu 3ToM pacnpeneneHue TeKCTa MEXIY
saueiikamMu Oy/IeT onpenensiTbCca HaTnYheM CUMBOJIOB ab3ana. [lepsolit ab3an Oyner
MIOMEIIIEH B MEPBYIO SYEHKY, BTOPOH a03all — BO BTOPYIO SIYEUKY U T.1.

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

-Brimagka Maxkert — nanens O0ObeIMHATH — KHONKA Pa3OuTh s4eiku

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

dopMaTUpPOBaHNE Tabdaunu Mcnonvsosanue KOMAHObL Cmunu
mabauy Komanna Ctuny Tabnuil MO3BOJSET 3HAYUTEIBHO COKPATUTh BpeMms,
TpeObyeMoe sl MpUIaHus Baried Tabauibl Tpo(ecCHOHATBLHOTO BHJIA, 32 CYET
UCIIOJIb30BAHUS TPENONpeeNeHHbIX CcTuie odopmienus Ttabmunel. C  uX
MOMOIIBI0 MOKHO OBICTPO YCTAHOBUTH OOpaMIICHUE U 3aJIUBKY SYEEK, MapaMeTPhI
mpudTa u 11BeTOBOE 0POpMIICHHE, a TAK)KE aBTOMAaTUYECKOE N3MEHEHUE Pa3MepoB
S4YE€EK B COOTBETCTBUHU C UX COJIEPKUMBIM.

-YcTraHoBUTE Kypcop B TIpejieniax TabIuIbI.

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

st hbopMaTHpOBAaHUS CONEPKUMOTO SY€EK MOXKHO BOCTIOJIB30BaThCS
npueMamMu GopMaTUPOBAHUS OOBIYHOTO TEKCTA.

/lo0aByieHMe paMKH KO BCell Ta0JmIle MU ee OTAeJIbHbIM ssueidkam [lo
YMOJIYaHHIO B KadyecTBe OOpaMysiiollel JuHMKM B TaOMUIAaX MCHOJIb3YeTCs



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

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

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

Jo0aBiaenue 3anojaHenuss K Taldauue OueHb 3(QPEKTHO CMOTpPSTCH
TAOJIULIBI YaCTh SYEEK KOTOPBIX BbIAEIECHA APYTUM LBETOM. [[J1s1 M”3BMEHEHUs LBeTa
¢dboHa B SUCHKHU TAOTHIIHI:

-Beigenure siueiiku TaOauIbL.

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

Pa3ouenue Ttadaun [Ipu pabGore ¢ TabmuimamMu MoOXeT MOTpeOOBaTHCS
pa30uTh TaONMIy HA JBE YacTH AJIA TOr0, 4TOOBI, HAIPUMEP, BCTABUTH MEXIY
HUMU TEKCT WU PUCYHOK.

Jlnist pa3bueHust TabMIbl YCTAHOBUTD yKa3aTellb B CTPOKY, MEpe]l KOTOPOM
XOTUTE pa3douTh Tabnuily. 3aTeM BblOepuTe KOoMaHIy Bkianka MakeT — maHenb
O6benuunuTh — KHOnKa Pa3oute Tabnuny wnn Haxkmure Ctrl+Shift+Enter. Ta6nuia
OyzeT pa3dbuTa Ha JBE YacTH, MEXKIY KOTOpbIMU OyleT BCTaBjieH Mapkep abzaia
(1), ordopmaTupoBaHHBI HOpPMalbHBIM cTwieM. Ecinu Bam  motpebyertcs

OTMEHMTH pazOueHue, yiaauTe Mmapkep ad3aria.
1. Hapucyiite Tabnuiy, mnpuyeM Ha3BaHHE TaOJMIBI  cleaiTe
aBromatudeckuM. [Tomectute Kypcop B TaOJIUIy M BBIIIOJHUTE KOMaHAY: BKIIAJIKa

neHntbl CcbUiku P> maHenb MHCTpyMeHTOB Ha3panus P> kHomka . YCTaHOBHUTE
nmapaMeTphl: IMOANUCH — TaOJWIA, TOJIOKEHHWE — HaJl BBIICICHHBIM OOBEKTOM.

COHpOBOI{I/ITe Ta6JIHHy 34aroJIOBKOM: ABTO6YCHI>I€ MapHIp}ITLI.
Talonma |

ABTOGYCHRME MApIIpYTH

Ne Hassanne MapmpyTa (mynkr | Bpems Bpems
MApIIPYTa | OTHPABIeHHN — KOHe THhI1 OTHpaBIeHHIS NpPHOLITIN
IVHKT)

2. [IpeoOpa3yiiTe 1aHHYI0 TAONHITY B CIEAYIONIYIO



TaGmuua 2

ARTOOYCHREIE MAPIIPYVTRI

Ne Haspanne mapmpyta Bpems Ilena
MapipyTa | (MyHKT OTOPABICHNIS — | OTTIPABIEHIN | IpHOLITIS | Gunera,

KOHCHHLIT ITYHKT) pyo
Hroro:

3. 3anongHuTte TAOJMIly: HOMEpa MapIIPyTOB aBTOMATHYECKHUM HYMEPOBAaHHBIM
CIIMCKOM, Ha3BaHHE MaplIpyToB, B cToyiOue «OTnpaBiieHHEe» B PYYHOM pEKUME
BBeauTe mUdpel oT 1 10 3, BBIAEAUTE TEKCT B cTONOIEe «Ha3zpanue mapmipyray,
c/ellaiiTe COPTUPOBKY MO anaBUTy.

3. PacneuvaraiiTe moay4yuBIIUNCS OTYET.



JlabopaTopHasi padora Ne4
Coznanue u 00padoTka rpagpuyecknx odbexkroB MS Word

[lenb paboTel: HayuuThCs paboTaTh ¢ rpadukoit B MSWord

Hogsriit MS Word BrirouaeT B ce0st BCTpOCHHBIN rpaduueckuil peakTop,
MO3BOJIAIONTUN 00padaThIBATh N300PAKECHUS.

1. OTkpoiite TeKkcTOBBIN nporeccop MS Word.

2. C nomouipto koMmaHzbl: BctaBka— PuUCYyHKHM TOMECTUTE B JOKYMEHT
PHUCYHOK.

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

23 Tmvimcs Quryy

) hanewerere OGreramim S8 M
DMOSTUIAIIN® i N OO oMs e Tesces MO0 v Srdesiennne A

4. C noMoristo komauael O0pe3ka 00pexbTe PUCYHOK.

5. C nomompto xkomauasl Koppekuus HacTpolTe pe3KOCTh, SIPKOCTh H
KOHTPACTHOCTh U300paKEHUSI.

6. C noMonibio koMaH bl L[BET M3MEHUTE HACKHIIIEHHOCTh U OTTEHOK IIBETA.

7. C moMoIpi0 KOMaHabl Xyn0KeCTBEHHbIE 3(PPEeKThl 100aBbTE K PUCYHKY
0001 U3 XyJI0KeCTBEHHBIX 2P (EKTOB, YTOOBI OH 0OJIbIlIE HATTOMHUHAI CKU3 WU
’KUBOITHCH.

8. Hapucyiite cienyronue pucyHKd CaMOCTOSITENBHO.

e

Mpoueccop
e 2 P ~ Z
ApucpmeTnko- | YetpoicTeo MpoueccopHas
noruyeckoe ynpaenexus namsaTL
| yCTpOMCTBO " uHTepdeiic L )
e === —_—

-

1

” OnepaTVBHasA NaMATL

]

[ Kananb! cBA3u

U

BHelwHue ycTpoucTBa

p.

( ™
BrewHan Ycrponctea
naMaTe BBOAA-BbIBOAA

J \ J
h- e

Pucynok 1 — Ynpomennas crpykrypnas cxema 9BM



C60p ! Koampoeawue |  XpaHeHue ! MNepeaaya
g M BBOA i Mobpabotka | 1 ACKOAMPOBAHME
UHGOPMALIM i MHGOopMaLmM uHPOPMALIMA 5 MHPOPMAUMH
BroaHme BbixoaHe

—pBBOAa»lT —» BHBOAS  pumlpy-

PucyHnok 2 - CtpykTypHas cxema KOMIIbIOTepa

ITepen TeM Kak HAPUCOBATH KAPTUHKY, CIEIYET OTKPBITh HA JIEHTE 3aKJIaJKy
«BcraBka». Ee mpocTo HaWTH, Tak Kak 3aKjaJka HAXOJMUTCS MpaBe€ KHOIKHU
«'maBHas». llox 3aknmaakod OTKpbIBaeTcss MeHio «MmmocTtpanun», KOTOPBIM
MO>KHO TIOJIB30BaThCsl IIPU BCTABKE B JJOKYMEHT KapTHHOK U3 (DailioB, OMOIHOTEK,
caiita Microsoft u 1. 1. Tem He MeHee, UTOOBI PUCOBATh, HY)KHO OTKPBITh BKJIAJIKy
«Durypwi». [Tog Hel cKkpbIBaeTCs LENbIH HAOOP MHCTPYMEHTOB ISl PUCYHKA, a B
KOHLIE CHUCKa HaxoauTcsi kKomanaa «HoBoe monoTHo». BpINONHUB KOMaHAy,
MoJIyd4aeM B JIOKYMEHTE ToJie JIsl padoThl, T/I€ PUCYEM CaMble pa3iudHble (GUTypHI,
npeajaraemMbie B KOHTEKCTHOM MEHIO. 371eCh €CTh JIMHUM U IIa0JOHBI Pa3IMYHON
KoH(uUrypanuu. Pasmepsl monoTHa st H300pakeHU Bbl MOXKETE OTPETyTUPOBATh
10 CBOEMY YCMOTPEHUIO.

Bocnonb3yiiTech roTOBBIMH 1120JIOHAMHU, KOTOPBIE TTOMOTYT CO3[1aTh CXEMY
B MS Word wiu caenats reoMeTpudeckuii pucyHoK. UToObI OHM OKa3ajuch Ha
MOJIOTHE, JTOCTATOYHO KJIUKHYTh IO BBIOpaHHOMY IIIa0JIOHY JIEBOM KHOTIKOM
MBI, BTOpo# pa3 mienmuok JeBOW KHOIKOHM JellaeTcsl Ha Iojie M300pakKeHUs.
[TonyuuBieecs: n3o0pakeHHe MOKHO PeaKTUPOBATh, TAK KaK MOCIE €r0 BCTaBKH
MOSBISIOTCS KoMaHnbl «M3meHuTs ¢urypy», «3anuBka ¢urypb», «KoHTyp» H
«3ddektpl puryp». OTKPHIB IEPBOC U3 MEPEUUCICHHBIX MEHIO, MOXXHO HU3MEHHUTH
KOH(UTYypallui0  PUCYHKA, TOJNB3YSICh BTOPOM W TpeThed  BKIAJKaMHU.
MoskHo 3a1ath 1BeT (OHY M300paKeHHsI M ero rpanuiaM. [loMmrumo TOro, MOKHO
OTPENAKTHUPOBATh TOJIIUHY KOHTYypa, CHIENaTh €ro MNpepbIBUCTBIM U T. IL
YerBepToe MEHIO MpejiaraeT YKpacuth KapTuHKY 3¢dekramu. C ero moMouso
pUCYEM TEHb, IPUIAAEM I'€OMETPUUYECKOW YACTH IUIOCKOCTU MOIYNPO3PAYHOCTh U
Ja’K€ BUAUMOCTb TPEXMEPHOCTH.

Breibeputre B mento xomauawl «llommmmausy u «PucoBaHHas Kpuasy,
KJIMKalTe MO BHIOPAHHOW JIEBOM KHOMKOW MBIIIW U JIeJIalTe TOBTOPHBIM KIUK Ha
nonotHe. He oTmyckass KHONKM, JelaldTe HYXHBIM PHUCYHOK. A elle OJHUM
Ha)XaTHEeM Ha MBIIIb KapTHHKa (pukcupyercs Ha nofe. Ee, kak v mala0HbI, MOKHO
OTpPEJIaKTUPOBATh, 3aJIMBAsl PA3IMUYHBIMU LIBETaMHU, co3/1aBasi 3Q(PeKThl U T. . A C
nomolibio «M3menenus GUryps» Bbl HOANPABUTE U300PAKEHUE 110 IEPUMETPY.


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

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



JlabopaTopHas padora NeS
Co3nanme, aBTO3aIOJIHEHHE, PeJAKTHPOBaHMEe Ta0Jul, BBeICHHE
¢popmya B Tadamnax Microsoft Excel

Henbs pabotel: IlpuobpereHre NPAKTUUYECKUX HABBIKOB B CO3/IaHHM,
aBTO3aIOJIHEHUH, PEAAKTUPOBAaHUM TaOMUL, BBeleHUE (opMyl B TabiaUIax
Microsoft Excel.

OnHolt W3 KIIOYEBBIX OCOOCHHOCTEM JJIEKTPOHHBIX TaOJUIl SBISETCS
BO3MOXHOCTh aBTOMAaTHUYECKOT'O IepecueTa 3HAYCHUS JIFOOBIX HYXHBIX SYCCK MPH
U3MCHCHHH COJICP)KMMOT0 OJHOH W3 HuxX. I BuU3yanw3alud TOJTYyYCHHBIX
JAHHBIX, HA OCHOBE T'PYIIN SYEEK MOXKHO CO3/1aBaTh Pa3JIMUHBIC BUIBI THArPAMM,
CBOJIHBIC TaOJIUIIBI M KapThl. [Ipu 3TOM 35IeKTpOHHBIE TaOIUIIEI, co31aHHbIe B Excel
MO’KHO BCTaBJISITh B JAPYTHE JOKYMEHTHI, a TaK )K€ COXPAaHATh B OTJIEIbHOM (aiiire
JUTSI TIOCTICAYIOMIET0 X UCTIOJB30BAHUS WM PEaKTHPOBAHUS.

Ecnu BBI yxe 3HaKoMbI ¢ penaktopom Word, To pazoOpatbest B uHTEpdeiice
Excel He cocraBut Tpyna. Beas B ero ocHoBe nexut Ta e JleHTa, HO TOJIBKO C
JApPYTMM HaOOpPOM BKJAJOK, Tpynn W KomaHja. [Ipu 3TOM dYTOOBI pacHIUpHTH
pabouyro 00J1acTh, HEKOTOPHIC IPYIIITHI BKJIAA0K BBIBOISATCS HA JUCIUICH TOJBKO B
clly4ae HEOOXOTUMOCTH. Tak jke JICHTY MOXXHO CBEPHYTHh BOBCE, IICIKHYB IIO
aKTHBHOMW BKJIQJIKE JIBa pa3a JICBOW KHOTIKOW MBIIIN WU Ha)KaB COYCTAHNE KIIABUIII
Ctrl+F1. Bo3Bpamenue ee Ha SKpaH OCYIIECTBIISIETCS TAKUM K€ CITOCOOOM.

InasHaa Beraska PaszmeTka cTpaHnLbl DopmMynsl JaHHble PeueHInpoBaHne Bug & @ (=T

& Calibri 11 - = ; OB Wit - ;;ng YenoeHoe dopmatupoBaHue © g Boasnte v X v ﬂ? }}
Zy- K K 9 A4 e v g} * % 000 g% wopmatnposate kak TaBamuy v | 3% Yaanute v j - A

. e . CopTwpoBka Haiiti u
7 He | v A~ P o 450 (5} Cruam aueex - (2] ®opmat ~ LT nuneTp T BEIZENNTE T

Eydep oBmeHa LWpugT EulpagHHEaHKE Yucno CTram Aueikn PegakTMpoBaHue

Crout oT™MeTHTh, uTO B Excel /s oHOW M TOH k€ KOMaHbI MOXKET OBITh
IPEAYCMOTPEHO Cpa3y HECKOJIBKO CIIOCOOOB €€ BBI30Ba: 4Yepe3 JICHTY, W3
KOHTEKCTHOTO MCHIO WJIM C TIOMOIINBIO COYETAaHUS TOpSYUX KJIaBUIIL. 3HAHUE |
MCII0JIb30BaHKE MOCICIHUX MOXKET CUIBHO YCKOPUTH pabOTy B MpoOrpamme.

KoHTekcTHOE MEHIO SBJISIETCS KOHTCKCTHO-3aBUCHMBIM, TO €CTh €rO
COJZICp)KaHHE 3aBUCUT OT TOTO, YTO IOJIb30BATENb JCIAcT B JAaHHBIA MOMEHT.
KoHTekcTHOE MEHIO BBI3BIBACTCS HAXKATHEM IPABON KHOMKH MBIIIKA MOYTH Ha
mobom o6bekTe B MS Excel. 3To mo3BoJIsieT SKOHOMUTH BPeMsi, TOTOMY UTO B HEM
0ToOpakaroTCs HAMOOJIee YaCTO UCIIOB3YeMbIe KOMaH/Ibl K BHIOPAaHHOMY OOBEKTY.

BBoa u penaktupoBaHUE JaHHBIX

CoznaBaembie B Excel ¢aitnbr Ha3zpiBaroTCs paboYrMu KHUTAMU U UMEIOT
pacmmpenue «xls» wmm «xlsx». B cBoro odepenar pabodass KHWTA COCTOUT W3
HECKOJBKHX paboumx JnucTOB. Kaxaplii paboumii JUCT — ITO OTHETbHAs
ANIEKTPOHHAs TabmWIla, KOTOpPhIE B CJIydae HEOOXOJUMOCTH MOTYT OBITh
B3aMMOCBSI3aHbl. AKTUBHOW pabouell KHUTOM SBISIETCSA Ta, C KOTOPOM B JaHHBIN
MOMEHT Bbl paboTaeTe, HanmpuMep, B KOTOPYIO BBOJIUTE JIaHHbIE.


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

[locne 3amycka NPWIOKEHHsS aBTOMATUYECKH CO3MAETCA HOBas KHUTA C
umeneM «Kuural». Ilo ymomuanuio pabouas KHHUTa COCTOMT U3 TpeX paboumx
JIMCTOB ¢ UMeHaMH OT «JIuctl» no «JIuct3».

|z|| = e BE - Krural - Microsoft Excel o l"‘:"‘ "E“M
TnasHaa EcTaska PazmeTka cTpaHWLbl Dopmynsl JaHHble PeueHInpoBaHKe Bug & @ = 2R
% Calibri 11 e = OEwmin - f;_;'l YCnoEHOE GOPMATMPOEaHWE ™ j‘ﬂ Bcragute ~ X v F [?a
B3~ X & 4- A A » ;'};' %Y 000 @mopuampoﬁamKaKTaE;;lMu.y' % yaanue - Iﬂ'
BWTE - = e CopTuposka Haiiti 1
7 He | & A £ # T 520 5 crunm aueex - Eoopmar~ | 27w pumtp+ sgenuTs
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PabGouee mone nucra Excel momeneHo Ha MHOXKECTBO MPSMOYTOJBHBIX
suyeek. OObeIMHEHHBIC IO TOPU3OHTAIM SUYEHKH COCTAaBISIOT CTPOKH, a IO
BEpTUKAIM — CTOJIOUBI. [[71 BO3MOXKHOCTH HCCIICIOBaHHUS OOJBIIOT0 0o0BheMa
JaHHBIX KaXIbld paboumii smct nporpammbel  umeer 1 048 576  crpok
MPOHYMEpPOBaHHBIX uyuciaaMud U 16 384 cTonO1OB 0003HAYEHHBIX OYyKBaMu
JATUHCKOTO andaBuTa.

Takum o0pazom, Kaxgas sueka — 3TO MECTO MEPEeCeUeHUs Pa3TMYHBIX
CTOJIOIIOB M CTPOK Ha JIMCTE, POPMUPYIONINX €€ COOCTBEHHBIN YHUKAIBHBIN aJipec,
cocTosiui U3 OYyKBBI CTOJIOIA U HOMEpPA CTPOKU, KOTOPHIM OHAa MPUHAIJIEHKUT.
Hanpumep, umsa niepBoit siueiiku — Al, Tak Kak OHa HaXOOUTCA Ha NEPECECUEHUU
CTOJIONA «A» M CTPOKH «1».

Ecoun B npunoxenun BkioueHa CTpoka ¢(opmyJi, KOTOpas pacloJiOkKeHa
cpazy xe¢ mnoxJleHToir, TO cneBa oT Hee Haxoautcs Ilose wuMeHu, Ta€
oTtoOpaxkaeTcss uMsl Tekymiei siueiiku. Crozia ke Bbl BCET/Ia CMOXKETE BBECTH UMS
HMCKOMOM siueiiku, g ObicTporo mepexoja kK Heid. OCoOEHHO 3Ta BO3MOKHOCTH
moJie3Ha B OOJBIINX JOKYMEHTAX, COIEPKAIINX THICSYH CTPOK U CTOJIOIOB.

Tax >xe s mpocMoTpa pa3HbIX oOnacTed smcTa, BHU3Y W CIpaBa
pacmosyiaratoTcsi MoJIoChl MPOKpYyTKH. [loMuMo 3TOro mepemeniaThecs Mo pabdboueit
obnactu Excel MOXHO ¢ TOMOIIBIO KIIABHIII CO CTPEITKAMH.

m [nagHan EcTaeka PazmeTka CTpaHWMLUB

& Calibri 11 s E ==
. 3 XK F U~ | A4y E=E=
TS e S A =iy
Bycdep obmeHa I WpugT % | BmpasHwear
Bl - KV & AHBape
A B c D/ E
I\ HHEIEpI:r|
- Y Cmpoka opmyn
2 Avetika
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UroObl HayaTh BBOAUTH JAHHBIE B HYXHYIO SUEHKYy, €€ He00X0AUMO
BbIIEINTH. JUIA mepexona B HY)KHYIO AYEHKY LICIKHUTE Ha HEW JIEBOW KHOIIKOU
MBIIIIM, TIOCJIE 4Yero OoHa OyneT OKpYXEHa 4YEepHOM paMKOH, TaKk Ha3bIBa€MbIM
MHIMKAaTOpOM AaKTUBHOW sA4Yeliku. Temepp IPOCTO HAYMHAWTE I€4yaTaTb Ha
KJIaBUaType, U BcA BBoAMMas uH(popmaiusi OyneT OKa3blBaThCs B BBHIOPAHHOU
SAYCHKE.

IIpn BBOAE NAaHHBIX B SYEHKY MOXXHO TaK K€ HMCIOJIb30BATh U CTPOKY
dopmyin. JlJis 3TOr0 BBIAEIUTE HYXKHYIO KJIETKY, a 3aT€M UIEJIKHUTE MBIIIBIO Ha
nojie cTpoku GopMyn ¥ HayHuTe mneyataTh. [Ipu »TOM BBOAMMAas MHPOpMaLUS
OyZeT aBTOMaTHYECKH 0TOOpaxaThCsl B BBIOPAHHOM siUelKe.

ITocne okoH4YaHUS BBOJA TAHHBIX HAXKMUTE:

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

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

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

UToOBl U3MEHUTDH WU yAATUTH COACPKUMOE JIIOOOW SUEHKH, IIETKHUTE Ha
HEHU J1Ba pasa JIEBOM KHOIIKOM MbIIIHU. [lepememante MUraronuii Kypcop B Hy»KHO€E
MECTO JJIi BHECEHUSI HEOOXOIUMBIX MpaBoK. Kak W BO MHOTHX Jpyrux
IPUIIOKEHUAX, ISl YIAJIEHUS U BHECEHUS UCIPABICHUMN HCIOJIB3YIOTCS KJIABHUILU
ctpenok, «Del» u «Backspacey. Ilpu xenanuu, Bce HEOOXOAMMBIE ITPaBKU MOXHO
IPOU3BOIUTH U B CTPOKE (HOPMYIL.

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

@opMaTUPOBAHUE JAHHBIX YECK

[Tocne BBO/Ia Ha3BaHUM CTPOK U CTOJIOLIOB MOJTyyaeM TaOJIMILy TAKOTO BUJA:

F& - I 8 - £
A B C D E A B C D E
AHBape ®espans MapT Anepn AHBaps  ®espant MapT Anepn
MpoayKThl NUTaHWA MpoayKTbl NTMTaHWA
KoMMYHaNBHbIE NAATEHK HommyHaneHe2 NNa 3000 |
Mokynka eewei ToKYNKE BELLER
OBCyHMBaHKE aBTOMOBKNA OBcnymue 2500 I

Brminnata KpeguToR Brinnara KpeJuToB

L=l = I P TRR N
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Kak BuaHO u3 Hamero nmpumepa, HECKOJBbKO HA3BaHUW CTATEM PACXOAO0B
«BBIIIUTM» 32 PAMKH TPAHUI] SUCHKU U €CJIM COCENIHS KeTKa (KJIETKU) TOXe OyAeT
comepkath Kakyl-TO HWH(OpManuioo, TO BBEACHHBIH TEKCT YaCTUYHO
MEepPEeKphIBaCTCS €l W CTaHOBUTCA HeBUauM. Jla W cama Tabnwma BBITISIUAT
JIOBOJILHO HEKPACWBOUW M Hempe3eHTadenpHou. [Ipu »TOM ecnu HamedaTaTh TaKkon
JIOKYMEHT, TO CJIOKHMBIIASCS CUTYyallUsl COXPAaHUTCA — pa300paTh B Takoil Tabmule



YTO K 4eMy OyJeT JIOBOJBHO CJIOXKHO, B YEM Bbl MOXKETE CaMH YOEIUTbCS W3
PUCYHKA HUXKE.

AHBapb ®despans Mapt Anepnb Man NioHb
MpoAayKTbi 18250 15720 17980 16540 15230 16100
KommyHan 5100 4980 5130 5250 4830 5180
Mokynka Be 6250 0 4800 1380 6900 0
O6cnyxuB: 2500 3700 1250 4620 2940 5730
Bbinnata Kj 3300 3300 3300 3300 3300 3300

UtoObl chenaTh TAaOMMYHBIA JIOKYMEHT 0o0Jiee aKKypaTHBIM W KpPaCHUBBIM,
4aCTO MPUXOJUTCS U3MEHSATHh pa3Mepbl CTPOK U CTOJOIOB, MIPUDT COIEPIKUMOIO
SYeiKu, ee (OH, OCYIIECTBIISITH BhIPABHUBAHWE TEKCTa, AOOABJISITH TPAHUIIBI U
npoyee.

Jlns Havanma naBaiiTe TpuUBEIEM B TOPSAOK JieBbld crosben. [lepeBenute
KYpPCOp MBIIIN HA TPAHUILY CTOJIONOB «A» U «B» B CTPOKy, T/ie 0TOOpakaroTCs UX
Ha3BaHuA. [Ipy M3MEHEHMM Kypcopa MBIIIM Ha XapaKTEPHBI CUMBOJ C JIBYMS
pa3HOHAINpPABJICHHBIMU CTpPEIKaMU, HAXMHUTE W YJEp)KUBasg JIEBYIO KIIABUIY,
TalllUTe TOSBUBILICIOCS MMYHKTUPHYIO JIMHUIO B HY)XHOM HANpaBJICHUU Jid
pacuimpeHus CToJjI0a 10 TeX MOp TMOKa BCE Ha3BaHHUS HE YMECTATCS B paMKax
OJTHOU STYEHKHU.

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

A 4| = C D

1 Aveape @eBpane MapTt

2 MpogysTel NMTaHWA 18250 15720 17980
3 HommyHanbHbBlE MNNATEMH 5100 4980 5130
4 MNokynHa Bewe 6250 0 4300
5 ObcnyxueaHMe aeTomobKnA 2500 3700 1250
& Boinnara KpegWToB 3300 3300 3300
7

8

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

Ecnu HeoO6xoaumo 3a1aTh TOYHBIE pa3Mephl CTPOK U CTOJIOIOB, TO JUIsl TOTO
Ha  Biimanke [aBHasi B rpynmne Slueiiku BeiOepute  myHKT @opmart. B
OTKPBIBIIEMCS MEHIO € MOMOWIBbI0 KomaHI Beicota crpoku u lllupuna
CT0JIOIA MOKHO 337aTh ATH NTapaMeTPbl BPYUHYIO.

Odenp yacTo HEOOXOAMMO U3MEHHUTH MApPaMETPhl CTPA3y HECKOIBKUX SUEEK
U JTaXKe MeJIOTO cToi0Ia uin cTpoku. st Toro 9To OBl BBIAEIUTH LEJbIA CTOIOEI]
W CTPOKY, IICJIKHUTE HAa €r0 Ha3BaHUM CBEPXY WJIM Ha €€ HOMEpe ClieBa
COOTBETCTBEHHO.



| 4] A B 4+ C | A B G

|1 AHBapb |PeBpanc | g AuBapb  MesBpanb
| 2 |NpoayKTsl MMTaHKA 18250 15720 | 2 npogykrel nuTaHKA 18250 15720
| 3 |HoMMYyHanbHble NAaTEHK 3100 4980 | = h;UMMyHaﬂth,e nAaTexu 5100 4980
| 4 |Noxynka sewei 6250 0 | 4 Nowynkaeewen 6250 0
| 5 |O6cnywusadne asToMmobunA 2500 3700 | 5 OBcnywueaHue aeToMoBKUNA 2500 3700
| 6 |BbimnaTa kpeaMTos 3300 3300 | 6 BoinnaTa KpegWTOB 3300 3300

7 7

JUist  BblENEHUs TPYMNbl COCEAHUX sSUEEK, OOBOIUTE HX KypCOpOM,
ylIepKUBalTe JIEBYI0 KHOMKY MbIK. Ecaum ke HeoOXOIWMO BBIIEIHUTD
pa3po3HEHHbIE TOJIA TAOMUIBI, TO HAKMHUTE M ylaepxkuBaiTe kiasuiry «Ctrly,
MOCJIE YETOo MIEJIKaTe MBILIBIO [0 HEOOXOUMBIM STYEHKaM.

| g I | g [ 8 | ¢ |
1 AvBape @espans | 1 AHeape ®espant
_ 2 |MpogyKTbl NMTAHKWA 18250 157200 | 2 |MpooyKTol NMTaHAA 18250 15720
3 |KommMyHaNbHBIE NAATEHH 5100 49800 | 2 |HommyHanbHBDIE NAATEMH 5100 4380
4 [Mokynxa BeleR 65250 0l| 4 |Nowynka Bewei 6250 0
5 ObcnymmeaHWe agTomobuna 2500 3700 | 5 |OBcny:xmBaHKe aeToMobunA 2500 3700
6 BbinnaTa KPeauToB 3300 3300 | 6 |BbinnaTa KPeAMTOB 3300
7 7

Teneps, korma BB 3HaeTe, KaK BBIACISITH U (OpMATUPOBATH Cpazy
HECKOJIKO SUECK, JlaBaiiTe BHIPOBHSEM HA3BaHHME MECSIICB B HAIICW TaOIuUIE IO
HEeHTpy. Pa3nnuHbie KOMaHIIbl BBIPABHUBAHUS COAEPKMMOIO BHYTPHU KIIETOK
HaXOATCS Ha Bkiagke I''taBHas B rpymnme c TOBOPSIIITUM
Ha3BaHueM BobipaBHuBanue. I[lpu sToM 11 TaOMWYHOM sSUEHKU ATO JCHCTBHE
MOHO MPOU3BOJIUTH KaK OTHOCUTEIBHO TOPU30HTAJIBHOTO HAIpPaBICHUSA, TaK U
BEPTUKAIIBHOTO.

m [naeHan Bcraeka PazmeTea cTpaHuUbl TopmMynb JaHHbIe PeyeHznpoBaHue

% Calibri 11 v El== OB WM ~ B} ¥ooeHoe dopmatupos:
B K & U- Ay E=E= A h‘_{é* % 000 ;@m-:upr-lamp-:uEaTbhatTaE
: 7 e - A i= & R = Cruam aveek ~

Eydep obMeHa [a LWprdgT " EI:I|:IEIEHL1|;".3HL1-': a Yrcno " CTran

Bl - Je | fAHE EprD;HHTb no WeHTpy

A B BbipaBHWEAHWE TEKLTA MO LEHTPY. G

1 IFIHElapb @eppans Mapt Anepnb Mak HMioHb "H
2 NpopykTel NMTAaHKWA 18250 15720 17980 16540 15230 16100
3 HommyHanoHbie naaresd 5100 4980 5130 5250 4830 5180
4 Mowynka Beliei 6230 ] 4800 1380 6300 ]
5 ObcnywueaHwe aeTomobuna 2500 3700 1250 4620 2540 5730
6 Bwmnnata kpeouToB 3300 3300 3300 3300 3300 3300
7

OOBeauTe STUEHKM C Ha3BaHWEM MECSIICB B IIaNKe TaOIUIBI U METKHUTE HA
KHONIKE BBIPOBHATH 110 HEHTPY.

B rpynne lpudgt Ha Briaake ['J1aBHAsi MOKHO HW3MEHUTH THI IpudTa,
€ro pasMep, LBET W HAYEPTaHHE: KUPHBIM, KYPCUBHBIM, MOAYEPKHYTBHIM M TaK
nanee. Tak e 37ech pa3MelIeHbl KHONIKM U3MEHEHUSI TPaHUI] STYCUKHA U IBETA €€


http://www.compbegin.ru/artbegin/view/vydelenie_e
http://www.compbegin.ru/data/image/excel_8_1
http://www.compbegin.ru/data/image/excel_8_2
http://www.compbegin.ru/data/image/excel_8_3

3anuBKkd. Bce 3T (QyHKUIMM TpUroAsTCcS HaM IS JalbHEHIIEro M3MEHEHHS
BHEIIHETO BHJa TaOIHIIBI.

Wtak, nns Havana JaBaiiTe yBenmuyuM MIpU(T HA3BaHUS KOJOHOK H
CTOJI6I_IOB Hameﬁ TaOnMLbl 10 12 MyHKTOB, a TaK ke CAEJAEM €ro KUPHBIM.

[nagHaa EBctaeka PazmeTka cTpaHHLbI TopMynbl JdaHHBlE PeLeHIMpOBEaHWE
& Calibri - |2 |T|
Sz~ |IE|E 4 - |5

§ OB LA - _?g_g'ﬂcnuBHne G opMaTupoEal
- %* % 000 38 copmatwpoeats kak Taks

< TN

A
ST

Bnafmb 7 H- - A3 SR = Crinum aueex -
Bydep oBMeEHE Tu LWpwugT ! BbipaBHHMBIHWE [u Yucno Fl CTinm
Ab - 17 | Boinnata KpenHToB
A I i E F G
1 i: ape ®espane Mapt Anepae Mait HoHe
I 2 |NpoayKTel NMTaHWA a0 8250 15720 17980 16540 15230 16100
3 KommyHaneHele naaremm 22 5100 4980 5130 5250 4530 5180
| 4 |Mokynka sewei 24 B2s0 0 4800 1380 6900 0
5 |OBcnymueaHue aeTomo6 5 2900 3700 1250 4620 2940 5730
6 |Beinnata KpEgWTOE 2 3300 3300 3300 3300 3300 3300

Teneppb BblensieM CHadaja BEPXHIOK CTPOUYKY TaOJMIIBI U yCTAHABIMBAEM
el uepHsblii (hOH, a 3aTeM B JIeBOM cToiO1e siueiikam ¢ A2 mo A6 — TeMHO-CUHUH.
CraenaTth 5TO MOXKHO € oMouIbio KHONKY IBeT 3aMBKH.

g“ H ) - - @ & e m-_'ﬁro,axﬂ 1 - Microsoft Excelm
[naeHan Ecraska PazmeTka CTpaHWUB DopMynel AaHHble PeugHIMpoBaHKe Bug,
,}. Calibri 12 - = = CBWMA - _?;_;'| YonoEHoe HopMaTUpOEaHKE =
i 53 - X & Y- A EE &3 - oy 00 [GE copmaTpoBaTs Kak Ta6auLy ¥
. . 4 H - E‘T} A - EIE B 8 50 =} Crinm aqeek -
Bythep oGMeHa Ia U Ligera Temet E Hucno Fl CTunm
A2 ~ H HBHEENNESE® 400
c F G
i
2 ] Tj_I_I_I_IJSJJ_U_LEEU_Lﬁ_'AE 15230 16100
3 CTaHAapTHEL CHHWHA, AKLEHT 1, 6ONEE TEMHBIA OTTEHOK 25% 4830 5180
4 el HEEEN 0 1380 6900 0
5 Her zanskn 3700 1250 4620 2940 5730
6 i@ Apyrwe ugeTa.. 3300 3300 3300 3300 3300

Hagepnsika BbI 3aMeTWIM, YTO LBET TEKCTa B BEPXHEH CTPOKE CIWICA C
1BeToM (poHa, /1a ¥ B JICBOM CTOJIOIC Ha3BaHUsS YUTAIOTCS TUI0X0. McnpaBum aTo,
M3MEHUB MBET MpUQTa ¢ MOMOIILI0 KHONKY LlBeT TekcTa Ha OebIii.



@l lg Wy mmmﬂ_l - Microsoft Em::em

__IDa [nagHas BcTaska PazmeTea cTpaHWLbI DopmMynbl HAaHHble PeueHznMpoEaHKe Bug
. \ . . = — | | == - 1
4 Calibri 12 - = == = OBLWwMA - ?ﬂ YCnoBHOE HopMaTUpoBaHWE ™
] - - = = = i
. 53 - K A 9~ AN a EEE - tE* % 000 [§% topmatuposate kak TAGAMLY *
s - f EE‘ - | '[Atl'! 'EE 'EE @" fﬁg ;23 %CTMHM AYeek ~
Eydep obmeHa a LWpugT . ABTO Yucno ] CTrnm
AB - LipeTa TeMbl 8
A || HEENR HEE D E F G

17380 16540 15230 16100

I I I I I I 3130 5250 4830 3180

Mokynka Beu.leﬁ CTaHAapTHBIE WBETA A800 1380 500 1]
OBcnymueaHMe asTomc C L EEEEN 1250 4620 2940 5730

Beinnata Kpegutoe i®  Apyrve ugeta.., 3300 3300 3300 3300

MpogykTbl NMTaHKUA
KommyHaneHble naatex] |

L= B B R TR S R

Tak ke ¢ MOMOUIBIO YK€ 3HAKOMOMW KoMmaHAbl LIBeT 3a1MBKM MbI ITpUIAIH
(hOHY YETHBIX U HEYETHBIX CTPOK C YHUCIAMH PA3TUYHBIA CUHUI OTTCHOK.

UTtoObl sYEHKM HE CIMBAJUCh, JaBaTe OMNpEJAeIMM WM T'pPaHUIIBL.
OmnpeeneHue TpaHUI] MPOUCXOIUT TOJBKO ISl BBIICIICHHOW 00JIaCTH JIOKYMEHTA,
U MOKET OBITh CJEJAaHO KaK JUIS OJHOM SYelKH, Tak M JJIs1 Bced Tabimipl. B
HaIleM CJydae BBIJICJIUTE BCIO TaOJUIly, MOCJIE Yero IMIEJKHUTE Ha CTPEJIOUKY
psAnoM ¢ kHonkou J{pyrue rpanuusbl Bce B Toi ke rpynne Hlpudr.

[naeHan EcTaeka PazmeTea CTpaHWULUbI DapmMynbl JaHHE
& Calibri -1 - = OBy -
Ba- X & U~ | A 4 | E - ]
¥ (@] &-A- = A
Eygpep obmeHa MIFIIJ:EHHLW Yucno

Al

HuzHAR rpaHnua

BepxHAa rpaHKua (3]
JlegadA rpaHKLa

Mpaeag rpaHKua " 17980

HeT rpaHuLbl 5130

S

Bce rpaHuubl i 4300
BHeWHWe rpaHuubl 1250

e

ToncTan EHEWHAR FPaHKLA 3300

B oTkphIBIIIEMCSI MEHIO BBIBOAMTCSI CITUCOK OBICTPHIX KOMAaHJ, C MOMOIIBIO
KOTOPBIX MOXKHO BBIOpaTh OTOOpaKe€HUE HY)KHBIX T'PAHUI] BBIJICICHHONW 001acTH:
HID)KHEW, BEpXHEH, JIEBOM, NMpaBOM, BHEIIHUX, BCEX M mpodee. Tak ke 31eCh
colepKaTcsi KOMaHbl JIJIi PUCOBAaHMS TPaHUI] Bpy4YHY0. B camoM HuU3y crnucka
HAaXOJUTCS TYHKT Jlpyrue rpaHuibl MO3BOJISIONINN OoJjee AeTalbHO 3a1aTh
HE0OXOIMMBIE TTapaMETPhI TPAHUIL TYEEK, KOTOPHIM MBI U BOCIIOJIB3yEeMCSI.



| Yucno | BhIpaBHUBEHWE I LWpuchT | PaHMLa | Janeka | JawuTa |
MiHKA Bee
THIM NAHKM;
e ] [E]
I HET BHEWHWE  BHYTPEHHWE
———— - e ——— OTaensHbIE

’

UsEeT: Haanuo

l
o B [E |- l

BbIEEpMTE THN AMHKMK W C NOMOLWEBEHD MBIWW YKEHWTE, K KAKDN YacTK BEbldeneHHOr 0 AWManasoHa OH OTHOOMTCA!
EHELHEN rpaHKUE BCEro AManasoHa, BCEM BHYTPEHHWM MDaHMULAM AYEEK MK OTAENEHOA AYEiKe,

Haanwce Haanwcs

Haanwce

B oTkphiBIIEMCcS OKHE CHadasa BRIOEPHUTE THIT JIMHHHM TPAHUIIHI (B HAIIEM
Clly4yae TOHKasl CIUIOIIHAs), 3aTeM €€ IBET (BbIOepeM Oelblii, Tak Kak ()OH TaOTHIIbI
TEMHBI) ¥ HAKOHEIl, T¢ TPAHMIIBI, KOTOPbIE JTOJDKHBI OyayT oToOpakaTbes (MBI

BBIOpAJIM BHYTPEHHHUE).
| il - N E copcer 1 Microsoft Excel

m [naeHasA Ecragka PazmeTka cTpaHWLUbl Dopmynel daHHble PeueHIMpoOBEaHKWE Ewg,

e & Calibri -1 - OBLWMA - f;_g'| YonoBHO® HOopMaTUPOEaHKWE ™
j By~ XK & 9~ A A E__g* % 000 [ ®opmatnposate kak TaBauuy ~
Bnavsmb e J H~-| &~ A- £ i 0 2 =) Crnam aveex -
Bydpep obmeHa I WpugT u | BolpaBHHUEaHWE I Yucno ] CTran
I 16 v £ |
A B C D E F G
@l = 0 | Ansaps |Oespans| Mapr | Anepns | Maii | Mioms |
2 18250 15720 17980 16540 15230 16100
3 5100 4980 5130 5250 4830 5180
- 6250 0 4800 1380 6900 0
Gl ObcnyueaHue asTomobuns 2500 3700 1250 4620 2940 5730
7 Beinnata KpeguToe 3300 3300 3300 3300 3300 3300

B wrore ¢ momomipio Habopa komaHj Bcero omHoW rpynmsl HIpudt Mbn
nmpeoOpa3oBaiy  HEKA3WCThI  BHENIHWA  BWJ ~ TaONWIBI  BO  BIIOJHE
MpPEe3eHTA0CIbHBIA, W TEMeph 3Hasg KaKk OHM padOTalT, BBl CaMOCTOSTEIHHO
CMOJKETe MPUIYMBIBATh CBOM YHHUKAIBHBIC CTHIIU JJIT O(OPMIICHUS DJICKTPOHHBIX
Tadau.



dopmar JaHHBIX TYEHKHU

Tenepb, uTo OBl 3aBEpIINTH HAlly TaOJMIy, HEOOXOAMMO HaMJIEKAIIUM
oOpazoMm 0GoOpMUTH T€ AaHHBIE, KOTOpPbIE MbI TyAa BBoAWM. HamomHuM, 4TO B
HallIeM CJIy4ae 3TO JICHEKHbIE PacXO/Ibl.

B kaxnayto U3 siueek 3JIeKTPOHHOM TaOJUIIBI MOYKHO BBOJUTH Pa3HbIC THUIIBI
JAHHBIX: TEKCT, YMclia U Jaxe rpaduueckue mzodpaxenus. IMeHHO MO3TOMY B
Excel cymecTByeT Takoe MOHSITHE, KaK «(hOpMaT JaHHBIX SYEHKU», CIyKAIIUN JJIsI
KOPPEKTHOI 00pabOTKM BBOJMMOM BaMu MH(OpMAIUu.

N3navyansHO, Bce sueiikun umeroT O0mmi  ¢opmar, MO3BOJIAIOIIUN
COJIepKaTh UM KaK TEKCTOBbIE, TaK U U POBbIC NaHHbIC. HO BbI BpaBe U3MEHUTH
ATO W BBIOpaTh: YKMCJIOBOM, JCHEKHBIM, (HUHAHCOBBIM, MPOIEHTHBIN, TPOOHBIN,
AKCTIOHCHIMANBHBIN U ¢dopmaTel. [loMuMO 3TOro CymecTByrOT (GopMmaThl aThl,
BPEMEHU MOUYTOBBIX MHJEKCOB, HOMEPOB TeJe()OHOB U TaAOETHLHBIX HOMEPOB.

Jlns sideex Haiie TaOMIlbl, COEepIKAIUX HAa3BaHUS €€ CTPOK M CTOJIOIOB
BIIOJIHE TojI0WIeT oOmumii popMat (KOTOPBIA 3a/aeTcsl MO YMOJYAHHIO), TaK Kak
OHM COJIEp)KAaT TEKCTOBBIE JaHHbIE. A BOT I SYEEK, B KOTOPBIE BBOMSTCS
OIOKETHBIE PAcX0/Ibl OOJIBIIE MOJONAET JEeHEKHBINA (hopMmaT.

Boigenure B Tabnuiie ssUeiiku cogeprkaniue nHGOpMaIuio o eKeMeCsIHbIM
pacxonam. Ha nente Bo Bknaake I'maBHas B rpyrine YHC/I0 1IEIKHUTE 11O CTPEIKE
psanom c nonem YmesaoBoid Popmar, Mociie Yero OTKPOETCS MEHIO CO CIUCKOM
OCHOBHBIX JOCTYNHBIX (popmaToB. MOXHO BBIOpaTh NYHKT /leHe:KHBIH MPSIMO
3ech, HO MBI JJisi OoJiee TOJHOTO O3HAKOMJICHHUS BBIOEPEM CaMyl0 HIKHIOIO
cTpoKy Jlpyrue uucjaoBbie GopMaThl.

| BbIpaBHHMBaHKE I LpmhT | IpaHWua | JanvBra | SawmTa |

Yucnosele hopMaThl:

OB - | Obpasey

'—limcnnsnm 18 250p.

E:::H':DE':"” YWCNo QeCATHYHLIX 3HaKoE: |0 =

Bpema . OBozHaqeHue: | p. IEI
MpoUEHTHBIK

OpoBsi OTPUUETENEHEIE YMCnE:

SKCNOHEHUMANEHBIN —1 234, -
TexkcToBbIA 1234p,

JonanHuTensHeIRN -1 234p,

(ece dopmaTer) -1234p,

PopMaT "eHexHBIA" MONONE3YETCA ANA 0TORPEHEHMA AEHEXHEIN BENWYMH, [NA BEIPEEHWBAHMA 3HAYEHMIA No

NECATHYHOMY PA3ASNMTENKD MONONE3YATE dopMaT "EWMHaEHCoBRIR",




B oTkpbIBIIIEMCSI OKHE B JI€BOM KOJIOHKE OyAyT OTOOpa)K€HbI Ha3BaHUE BCEX
YUCJIOBBIX (bOpMaTOB, BKJIrO4as JOIOJHUTCIBHBIC, a@ B MLCHTPC, Pa3JIUMYHBIC
HACTPOMKH UX OTOOPaKEHHUS.

Bri6paB neHexHbIid (popMar, CBEpXy OKHA MOXKHO YBHUJAETh, TO, Kak Oyner
BBITJIAACTh 3HAUCHUEC B sTyerKax T3,6JII/II_IBI. qy'TB HMXKXE MOHO YCTAHOBUTBH YHMCJIO
OTO6pa)K€HI/I$I JACCATUYHBIX 3HAKOB. Y100BI KONEHKU HE 3arpoMoXKJaajinu HaM I10JIA
TaONMIIbI, BBICTABUM 3/I€Chb 3HAUY€HHE paBHbIM HyJI0. Jlamee MOXHO BBIOpaTh
BaJIIOTY M OTOOpaX€HUE OTPULIATEIbHBIX YUCEIL.

Tenepp Hama yuyeOHas TabyMla, HAKOHEL, TPUHSIIA 3aBEPILICHHbBIN BU/:
| | sweapb | despann| Mapr | Anepnb | Maii |
18250p. 15720p. 17980p. 16540p. 15 230p.
5100p. 4980p. 5130p. 5250p.  4830p.
6 250p. Op. 4800p. 1380p.  6900p.
2500p. 3700p. 1250p. 4620p.  2940p.
3300p. 3300p. 3300p. 3300p. 3 300p.

Kcraru, Bce MaHUNYSLUKA, KOTOPbIE MBI TIPOJENbIBATIN C TAaOJUIIEH BhIIIE,
TO €cThb (OpMATUPOBAHHE SUYEEK M WX JAHHBIX MOXKHO BBIMOJHUTH C MOMOIIBIO
KOHTEKCTHOTO MEHIO, IIEJIKHYB MPaBOM KHOMKON MBIIIK Ha BBIJCIIEHHON 00JacTH
U BeIOpaB NMyHKT MopmaT siueek. B 0JHOMMEHHOM OTKpPBIBILIEMCSI OKHE JIJIsl BCEX
PacCMOTPEHHBIX HaMH ornepauum CYLIECTBYIOT
BKiIaku: Uncesio, Beipapuusanue, llpudr, I'pannna u 3anuBka.

Tenepr o oxoHUaHUM pabOTHI B MpOrpaMMe Bbl MOXKETE€ COXPAHUTh WIH
pacrieyararbh IIOJy4E€HHBIM pe3yabTaT. Bce 53T KOMaHIBI HaxomiATCs BO
BKJIagKke Dani.

BrinosineHne 6a30BbIX apuMETUUECKUX OTIEpaIIHid

I[TomuMo co3maHust OOBIYHBIX TaOmui, Excel MOXHO HCIIOIB30BaTh IS
BBIMIOJTHEHUST B HUX apU(PMETHYCCKHX OICpalvii, TaKuX KaK: CII0O)KCHHE,
BBIUMTAHHUEC, YMHOKCHUE U JCIICHHE.

J171s1 BBITIOTHEHUST pacyeToB B JII000H siueiike TabauIlbl HEOOXOIUMO CO3/1aTh
BHYTpHU Hee mpocTeiiinyio ¢gopMysry, KoTopas Bcerjga JOKHAa HAuYMHATBCS CO
3HaKa paBeHCTBA (=). J{s yka3aHUs MaTeMaTHYSCKUX ONECPaLMid BHYTPU (HOPMYJIBI
MCIIOJIb3YIOTCSI OOBIYHBIE apUPMETHIECKUE OTIEPATOPHI:

0OGo2HaYeHHe Onepatop BrlpaxkeHHe PesynaeTar
+ CNoMeHHe =7+2 9
- BbBIUMTAHKME =h-4 2
* YMHOM EHHE =3*3 24
/ JefeHue =15/5 3
n BO3BEEHME B CTEMEHD =37 81
%% NPOLEHT =90% 0,9

Hanpumep, naBaiite npeacTaBuM, YTO HAaM HEOOXOJUMO CIIOKUTH JIBa YUCIIa
— «12» u «7». YcTaHOBHUTE KypcOp MBIIIM B JIOOYIO SUYCHKY W HaredaTainTte
caenyroniee BbipaxkeHue: «=12+7». [lo OkOHYaHWHM BBOJA HAXKMUTE KIIABHUIIY
«Enter» u B sgueiike 0TOOpa3UTCs pe3yabTaT BEIYUCICHUS — «19».



m TnagHan BcTaeka PasmeTka cTpaHuLgl m nasHan Bcraska PazmeTka cTpaHrugl
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UToObI y3HATh, YTO K€ HA CaMOM JIeJIe COJACPXKUT sueiika — popMyiy WU
YHCII0, - HEOOXOJMMO €€ BBIICNIUTh U MOCMOTPETh Ha CTPOKY (PopMys — 00J1acTh
HaXOJSIUIYIOCS cpasy K€ HaJl HAMMEHOBaHUSIMU CTOJIOLOB. B HaieM ciiydyae B Heil
Kak pa3 oroOpaxaetcst (opmysia, KOTOPYIO MbI TOJIBKO YTO BBOAMIIU.

Jlanee mompoOyHTe caMOCTOSTENBHO B SUEMKAaX HUXKE MOJYYUTh Pa3HUILY
ATUX YUCEI, UX MTPOU3BEJICHUE U YACTHOE.

[Tocne mpoBeneHust Bcex omnepaiuii, oOpaTuTe BHUMAaHHE Ha PE3yJbTaT
neneHus urcen 12 Ha 7, KOTOphId monyduics He mnenbiM (1,714286) u comepxut
JIOBOJIBHO MHOTO IU(p Tocie 3aniaToi. B OONbIIMHCTBE cllyyaeB Takas TOYHOCTh
He TpeOyeTcs, /1a U CTOJIb JUIMHHBIE YKCclia OyAYT TOJIBKO 3arpOMOXKIATh TAOIHUILY.

UTtoObl 3TO WCHpPaBUTh, BBUICIUTE SYEHKY C YHCIOM, Y KOTOPOTO
HEOOXOAUMO HW3MEHUTh KOJUYECTBO JECSITHUYHBIX 3HAKOB IOCJE 3amlsTOd W Ha
BKiasike I'y1aBHas B rpymme Yuceso BeiOepute KOMaHy YMeHBbIIUTh
paspsaaHocTb. Kaxxnoe HakaTe Ha 3Ty KHOMKY YOUpPAeT OJMH 3HAK.

CrneBa OT KOMaHIbl YMEHbIINTh Pa3pAAHOCTb HAXOAUTCS  KHOIIKA,
BBITIOJTHSOIIAss OOPATHYIO ONEPAINIO — YBEJIMUMBAET YUCIIO 3HAKOB MOCIIE 3aMsTOM
1Tt oTOOpaxkeHus: 60Jiee TOUHBIX 3HAYEHUH.

CocraBnenue Gpopmy

Tenepr naBaiiTe BepHeMCsl K TaOuIle OIOJKETHBIX PACX0JI0B, KOTOPYIO MBI

CO3/aBaJIM B MIEPBOM YaCTH 3TOTO IIUKIIA.

| | Awsapb | Pespann| Mapr | Anepnb | Maii |
18250p. 15720p. 17980p. 16540p. 15 230p.
[KommyHanbHble niatexm 5100p. 4980p. 5130p.  5250p.  4830p.
6 250p. Op. 4800p. 1380p.  6900p.
2500p. 3700p. 1250p. 4620p. 2 940p.
3300p. 3300p. 3300p. 3300p. 3 300p.

Ha nanubIii MOMEHT B Hel 3a)MKCUPOBAHBI €KEMECIYHBIC JINYHBIE PACXO IbI
M0 KOHKPETHBIM CTaThsiM. Harpumep, MOKHO y3HATh, CKOJIBKO OBIJIO UCTPAUYCHO B
(deBpase Ha MPOMYKTHI MATAHUS WJIM B MapTe HAa OOCTY)KWBAaHHE aBTOMOOWIS. A
BOT OOIMEe eXeMEeCSYHbIE pPACXOIbl 3/I€Ch HE YKa3aHbl, XOTS HMEHHO JTH
MOKa3aTeIu JJIi MHOTUX SIBIISIIOTCS CaMbIMHU BaKHbIMU. [laBaiiTe ucrpaBuMm 3Ty
CUTyaluio, J00aBUB BHU3Y TaOMUIBI CTPOUKYy «EkeMecsuHble pacxoispl» W
paccuuTaeM ee 3HaYCHUs.
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Bydiep obMeHa WpudgT EblpaEHHEaHKE Yucno

CY¥MM - * " Jr | =18250+5100+6250+2500+3300
A

B C D
Ansape | ®espans| Mapr |

Pl MpoayKTel NMTaHWA 18250p. 15720p. 17920p.

3 5100p.  4980p.  5130p.

E 6250p.  Op.  4300p.

5 2500p.  3700p.  1250p.

M Beinnata KpeguToB | 3 300p. 3 300p. 3 300p.
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UtoObsl mocyuTaTh CyMMapHBIA pacxoja 3a siHBapb B sueiike B7 MoxkHO
Hanucath cieayrouiee Beipaxenue: «=18250+5100+6250+2500+3300» u HaxxaTh
Enter, mociie yero Bbl YBUAUTE PE3YNbTAT BBIYUCIEHUSA. DTO SBISETCS IPUMEPOM
MPUMEHEHUS MpocTeiiel popmyIibl, COCTaBIEHHE KOTOPOW HUYEM HE OTINYAETCS
OT BBIYMCJIICHUM Ha KaJlbKyJsATOpe. Pa3Be 4yTO 3HAK paBHO CTAaBUTCA BHayaje
BBIPAXKCHMS, & HE B KOHIIE.

A Temepp MpenCTaBbTE, 4YTO MPH YyKa3aHUM 3HAYEHUW OJHOM WM
HECKOJIbKMX CTaTe pacxoJ0B BbI JONYCTWIM OWMOKY. B »TOoM cnydae, Bam
IPUAETCS. CKOPPEKTUPOBATh HE TOJBKO JaHHBIE B SYEHKaAX C YKa3aHUEM pacXO/0B,
HO U (OpMYJy BBIUHUCIEHUS CyMMapHbIX TpaT. KoHeuHO, 3TO OueHb HEYIOOHO U
nostomy B Excel npu cocraBinenun ¢popMys 4aCTO UCHOIB3YIOTCS HE KOHKPETHBIE
YUCJIOBBIC 3HAYCHUS, a ajpeca U AUANA30HbI AYeeK.

C yderoM »STOro pAaBaiiTe U3MEHMM Halry (OpMYIy BbIYHCICHUS

CYMMApPHBIX CKEMCECATHBIX PACXOJO0B.
Bydiep o6MeHa [ WpudgT BrlpaEHHEaHKWE

CYNIM - * " Jfo | =B2+B3+B4+B5

1

1

P MpoayHTEl MMTaHKWA

) KommyHaneHsIe NAaTeXK 4 380p.
4 NEVLTERDTE N 6 250p. 0p.
Ell O6cnyueaHue asTomobuns ¢ ____%E‘_:',Dﬂl 3 700p.
i Beinnata KkpeguToE | 3 300p. 3 300p.
7

ExemecAadHble pacxogbl | :EZ+B3+B4+BS|

B sueiiky B7, BBenute 3HaK paBHO (=) U... BMECTO TOTO, YTOOBI BPYUHYIO
BOMBAaTh 3HAUCHHE KJIETKM B2, mieaxkHUTE MO HeH JieBoi kKHomkoi Mmeimun. Ilocie
3TOrO0 BOKPYI AYEUKHU IOSBUTCS ITYHKTUPHAsl BBIACIUTEIBHAS paMKa, KOTOpas
MOKAa3bIBACT, YTO €€ 3HaueHue momnaio B Gopmyny. Teneph BBEAWTE 3HAK «+» H
menkHute no suevike B3. Jlanee npoaenaite Toxke camoe ¢ suevikamu B4, BS u
B6, a 3atem Haxkxmute knasuinry BBOJ[ (Enter), mocie 4ero mosiBUTCS TO Ke
3HAYEHHUE CYMMBI, YTO U B IIEPBOM CJIy4ae.

Breinenure BHOBB sueiiky B7 n mocMmorpute Ha cTpoky Gopmyn. BuaHo, dro
BMeCTO IM(p — 3HAUYCHUI SYEEK, B GOpMyIe colepKarcs X aapeca. ITO OYCHb
B)KHBI MOMEHT, TaK KaK MbI TOJIbKO YTO MOCTPOMIN (DOPMYITYy HE U3 KOHKPETHBIX



yycelsl, a W3 3HAYCHUM S4YEEK, KOTOpble MOIYT CO BPEMEHEM U3MEHSITHCS.
Hanpumep, ecnu tenepb MOMEHATh CYMMY PacXOJI0OB HA MOKYIIKY BEILIEH B SHBApE,
TO BECh €KEMECSYHBI CyMMapHbI pacxoj; OyAeT MepecuyuTaH aBTOMATUYECKH.
[TonpoOyiire.

Tenepp nmaBanTe NPEANOJIONKUM, YTO MPOCYMMHUPOBATH HYKHO HE MATh
3HAYEHUM, KaK B HaIlleM MpuUMepe, a CTo Wik ABecTH. Kak Bbl NMOHMMaere,
MCIIOJIb30BaTh BBIIICONUCAHHBIM METOJ MOCTpOeHUs (OpMysT B TakoM ciydae
oueHb HeYyJ0O0HO. B 3TOM ciyuae Jiydille BOCIIOJIB30BATHCS CIIEHUATBHON KHOMKOM
«ABTOCYMMay», KOTOpas IMO3BOJSIET BBIYUCIUTH CYMMY HECKOJIBKHX SYEEK B
npejenax oaHoro crosnbma uiaum ctpoku. B Excel MoXXHO cuMTaTh HE TOJIBKO
CyMMBbl CTOJIOIIOB, HO M CTPOK, TaK YTO HCIOJIb3YeM €€ JUIsl BBIYUCIICHHUS,
HanpuMep, OOIIMX PACXO/I0B HA MPOJIYKThI MTAHKSA 32 MOJITOJIA.
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E F
| Anepne | Maii |
16540p. 15230p. 16 100p.
5250p. 4830p. 5180p.
1 380p. 6 900p. Op.
4620p. 2940p.  5730p.
3 300p. 3 300p. 3 300p.

BhiB0d CyMMbl BblJENeHHBIX AYEEK
HEMOCPEACTEEHHO NOCNE ITHX ANEEK,

YcranoBuTe Kypcop Ha MycTOM KIIeTKe COOKY HYXHOW CTpOKH (B HalieM
ciyyae 310 H2). 3arem nHaxmute kHonky Cymma Ha 3akiajke I'siaBHas B
rpynne PenaktupoBanue. Tenepb, BepHEMCsl K TaOJIUIE U TMOCMOTPUM, YTO XK€

IIPOU30I1JIO.
BelpaEHHMEaHKE Yucno CTHAK AverKm PegakTHpoBEaHWe

fe | =CYMM(B2:G2)

5 180p. | CY¥MM({umcnol: [uncnol]: ...) |
1 380p. 6 900p. Op.
4 620p. 2 940p. 5730p.
3 300p. 3 300p. 3 300p.

B BweIOpanHO¥ Hamu suelike TosBWIach (opMysia C HWHTEPBAJIOM SYEEK,
3HAYEHUS] KOTOPBIX TpedyeTcss mpocyMMupoBath. [Ipu 3TOM OmsATh MOABUIACH
MyHKTUPHAS BbIAETUTENbHAA paMKa. TOIBKO B 3TOT pa3 oHa OOpamiIsIEeT HE OJIHY
KJIETKY, a BECh JUAIA30H sYeEeK, CYMMY KOTOPBIX TPEOYyeTCsl IOCUUTATh.

Teneps mocMoTpuM Ha camy gopmyny. Kak u paHblie, BHa4alle UJIET 3HAK
paBeHCTBa, HO Ha 3TOT pa3 3a HUM cruenyeT pyHkuusa «CYMM» - 3apanee



onpejeneHHas (Qopmyiia, KOTOpas BBINOJHUT CIOXKEHUE 3HAYEHUH YKa3aHHBIX
aueek. Cpaszy 3a pyHKUMEN UAYT CKOOKH pacloNOXKEHHbIE BOKPYT aIpeCOB KIIETOK,
3HAYCHUsA KOTOPBIX HYKHO IPOCYMMHUPOBATh, HAa3bIBAEMbIC AapryMEHTOM
¢opmyabl. OOpatuTe BHUMaHHe, 4YTO B (opMylie HE yKa3aHbl BcE ajpeca
CYMMHUPYEMBIX SYEEK, a JHUIIb MEPBOU U MOCIEHHEW. J[BoeToume MEXIy HUMU
0003HavaeT, 4TO yKazaH AUana3oH kietok ot B2 no G2.

[locne naxxatus Enter, B BHIOpaHHON su€liKe MOSIBUTCS PE3yNbTAT, HO Ha
ATOM BO3MOXHOCTH KHONKM CyMMa He 3akaHuuBarorcs. lllenkHure Ha cTpenouky
pAIOM C HEH M OTKPOETCS CIHUCOK, COAep KAl (YHKIMU [ BBIYMCICHUS
cpennux 3HaueHuil (CpenHee), KoJauW4yecTBa BBeACHHBIX AaHHBIX (Yucno),
MakcuMalbHbIX (MakcuMyM) U MUHUMAIbHBIX (MUHUMYM) 3HAUCHUH.

"= BrrasuTe ~ (=]~ ’w Ia

T Yaanute * T Cymma

::lmc'pn1aT' CpeaHee -
Aqeikm Ywero L
Makcumym
H MUHMMYM T
| Apyrue fyHELMH...
99 Elﬂe.

I/ITaK, B HalleH Ta6JII/IIIC MbI IIOCYUHTAIHU O6IIII/I€ TpaTbl 3a SAHBApb U
CYMMapHLIﬁ pacxoa Ha IMPOAYKTHI IIMTAHUA 3a ITOJroJa. HpI/I 9TOM CACJIaJIM OTO
ABYMS pPa3HbIMUA criocobaMy — CHayaja ¢ HCIOJIb30BAHHUEM B q)OpMy.]IC aJIpCCOB
AYCCK, a 3aTCM, (bYHKHI/II/I M aralra3oHa. TenepL, CaMOC€ BpCMA 3aKOHYHUTH PACUCTHI
JJIA OCTaBIIMXCA AYCCK, ITOCUUTAaB 06H_II/I€ 3aTpaTbl IO OCTAJIBHBIM MCCALlAM U
CTaTbiAM PaCXOa0B.

ABTO3aI0JIHEHUE

Jlmga pacdera OCTaBIIMXCS CYMM BOCITOJIB3YEMCA OJHOW 3aMEYaTeIbHOMN
ocobeHHOCThIO Tporpammbl  Excel, koTopas 3akirodaeTcsi B BO3MOXKHOCTH
aBTOMAaTU3UPOBaTh IMPOLIECC 3alOJIHEHUS  SYEEK CUCTEMaTU3MPOBAHHBIMU
JAHHBIMU.

WNuorpa B Excel mpuxonutcs BBOAWUTH MOXOXKHE OJIHOTHUIIHBIC JTaHHBIE B
ONPEAECICHHOW TOCJIEA0BATEIbBHOCTH, HAIpUMeEp, JIHU HENENHW, JaTbl WU
MOPSAAKOBbIE HOMEpa CTpoK. [lomHHWTE, B mMEepBOM 4YACTH ATOrO LHMKJIA B IIAIKE
TaOJIUIIBI MBI BBOJIVIIM Ha3BaHUE MecsIla B KOKIbIM cTonder mo otaenbHocTu? Ha
caMOM JieJie, COBEpIIEHHO HeOoOs3aTeNIbHO ObUIO BBOJIUTH BECh JTOT CITHUCOK
BPYYHYIO, TaK KaK IPUJI0KEHNE BO MHOTUX CIIy4asiX MOXET CJIeJaTh 3TO 3a Bac.

JlaBaiiTe coTpeM BCE Ha3BaHUS MECAICB B IIANKe HaIeH TaOJIWIIBI, KPOME
nepBoro. Temnepp BBIACIUTE SYEWKY C HAANKUCBIO «SIHBapp» M NIEPEMECTUTE
yKa3aTellb MBIIIN B IPABbIA €€ HIDKHUIA YToJl, 9YTO OBl OH MPUHSUT (POPMY KPECTHKA,
KOTOPBIM HA3bIBAECTCSI MAPKEPOM 3aMOJHEHHS. 32)KMUTE JIEBYIO KHOIKY MBIIIU U
MEPETAIIUTE €r0 BIIPABO.
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Pl MNpoayKTel NMTaHWA . 15720p. 17980p. 16 540p. 16 1dp.
3 . 4980p. 5130p. 5250p. 4830p. 5180p.
Ha skpane mosiBUTCSI BCIUIbIBaOIasi MOACKa3ka, KOTOpasi COOOIIUT BaM TO
3Ha4Y€HHUE, KOTOPOE MporpamMma coOUpaeTcs BCTAaBUTh B CIEIYIONIYIO KJIETKY. B
HameM ciydae 310 «DeBpanby. [lo Mepe mepeMelieHus Mmapkepa BHU3 OHa OyJeT
MEHSITBCS Ha HA3BaHUS JPYTUX MECAIIEB, YTO MOMOXKET BaM MOHSTH, TJI€ HYXKHO
octaHoBUThes. [locme Toro kak kHomka OyAeT OTMYIEHA, CIHMCOK 3arOoJHUTCS
aBTOMAaTHUYECKHU.

Koneuno, Excel He Bcerjga BepHO «IOHUMAET», KaK HYXHO 3alOJIHUTh
MOCJICAYIONINE KIETKH, TaK KaK IOCIe0BAaTeIbHOCTU MOTYT OBITh JIOBOJIBHO
pazHooOpa3HbeiMu. [IpeacTaBum cebe, YTO HaM HEOOXOIMMO 3aIOJHHUTH CTPOKY
YeTHBIMHU YHMCJIOBBIMU 3HaUCHUSIMHU: 2, 4, 6, 8 1 Tak nanee. Ecim Mbl BBEAEM UKCIIO
«2» u monpoOyeM TMepeMeCTUTh MapKep aBTO3AIOJIHECHHUS BIIPABO, TO OKaXKETCH,
YTO IporpaMMma Ipejajiaraet, Kak B CICAYIOIIYI0, TaK U B IPYTHE YUK BCTABUTh
OIISATh 3HAUCHUE «2».

m— ;

+ +

B sToMm ciydae, mpriIoKeHHUIO HEOOXOIUMO
MPEIOCTaBUTh HECKOJIBKO Ooubllie JaHHBIX. [l 3TOro B ciedyromiend sdeiike
cripaBa BBeqeM mudpy «4». Tenepsb BbIIEINM 00€ 3alOJHCHHBIC KICTKU U BHOBD
MepEMECTHM KypCcop B NpaBbIi HWKHUN Yrosl 0O0JacTH BBIICIICHHS, YTO Obl OH
npuHsI GopMy Mapkepa BelfeiacHUs. [lepeMernas Mapkep BHHU3, Mbl BHJIHM, YTO
TENeph MporpaMma TMOHSJIA HaIly TOCIEI0BATeIbHOCT W IIOKa3blBa€T B
MOJICKa3KaX HY>KHbIC 3HAUCHMUSI.

Taxum 06pa3om, AJIsI CIOKHBIX TIOCIICIOBATEIIBHOCTEH, TIepe] TPUMEHCHHEM
ABTO3ANOJHCHHS, HEOOXOIUMO CaMOCTOSATEIBHO 3alOJHUTH Cpa3y HECKOJIBKO
sgeek, uyTo 0b1 Excel mpaBuiabsHO cMOT onpenenuTh OO alrOPUTM BBIYHCICHUS
UX 3HAUCHUM.

Tenepp naBaiiTe MPUMEHUM 3Ty IOJE3HYIO BO3MOXKHOCTH IMPOrpaMMbl K
Hamel Tabauie, 9To ObI HM BBOJIUTH (POPMYJIbI BPYYHYIO JUISI OCTABIIUXCS KJIETOK.
Cnayana BBIJICIUTE STYEHKY C y)Ke€ TOCUYUTaHHOM cymmoit (B7).




ErelpaEHHEaHKE Yucno CTHAK Aueikn
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| Aieaps |@espans| Mapr | Anepns | Maii | Mions | Cymma |
| 18250p. 15720p. 17980p. 16540p. 15230p. 16100p. 99 820p.
|l s5100p. 4980p. 5130p. 5250p. 4830p. 5180p.
[
[

6 250p. Op. 4 300p. 1 330p. & 900p. Op.

2500p. 3700p. 1250p. 4620p. 2940p.  5730p.
J 3300p. 3300p. 3300p. 3300p. 3300p. 3300p.
s a00p.|
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Tenepp «3anenuTe» KypcopoM IMpaBblii HWKHUM YroJl KBaJpaTHUKa H

nepeTamure Mapkep BrpaBo o sueiku G7. Ilocime TOro kak BBl OTITYCTHTE
KJIABUIITy, TIPUJIOKCHHE CaMO CKOMHUPYET (PopMysy B OTMEUCHHBIC SYCHKH, TPH
TOM aBTOMAaTHYECKH W3MEHUB aJipeca KIIETOK, COACPIKAIIUXCS B BBIPAXKCHUH,
MO/ICTaBMB TIPABWIIHHBIC 3HAUCHHS.

[Tpu 3TOM eciiu Mapkep mepeMenaTh BIPaBO, KaK B HAIllEM Ciy4ae, WA
BHU3, TO TYCHKN OYIyT 3aMOJHATHCS B TTOPSIIKE BO3paCTaHUs, a BICBO MM BBEPX —
B TIOPSIJIKE YOBIBAHUS.

CymiecTByeT Tak jK€ CHoco0 3aloNHeHUs psAla C TOMOIIBIO JICHTEHI.
Bocrmonib3yemMcst UM ISl BBIYMCIICHUS CYMM 3aTpaTt IO BCEM PAaCXOJHBIM CTaThSIM
(ctonber H).
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BrigenseM nuamazoH, KOTOPBIM CIEAYET 3aMOJHUTh, HAYMHAS C SYECHKHU C
yKe BBEJIEHHBIMU TAHHBIMU. 3areMm Ha BKiaake I'1aBHada B
rpyiie PerakTupoBanue HaxuMaem KHOTKY 3amoOJIHUTh U BbIOMpaeM

HaIIpaBJICHUC 3aII0JIHCHMA.

Jlo6aBieHue CTPOK, CTOJIONOB U 00BEAUHEHHE STUCCK

UtoOBsl mOMyunuTh OOJNBIE TMPAKTUKH B COCTaBIeHWH (opmyl, naBaiite
pacmiMpuM Halry TaOJIMIy M 3a0/IHO OCBOMM HECKOJIbKO OCHOBHBIX OMEpaluii ee
dbopmatupoBanusa. Hanpumep, 106aBuM K pacXoAHOM 4YacTH, CTaThbU JIOXOJIOB, a
3aTeM MPOBEAEM pacyeT BO3MOMXKHBIX OO)KETHBIX HAKOTICHUH.



[IpennonoxxuMm, 4To TOXO/IHAA YaCTh TaOIUIBI OYAET pacronaratbCs CBEPXyY
HaJ pacxomHou. i 3TOro Ham NPUAETCS BCTaBUTh HECKOJIBKO IOIIOJHUTEIBHBIX
ctpok. Kak Bcerma, caenaTe 3T0 MOXKHO ABYMs IYTSMHU: MCIOJIB3YS KOMaH/Ibl Ha
JICHTE WK B KOHTEKCTHOM MEHIO, UTO OBICTpEE U MPOIILIE.

lenkuure B m1000# siueiike BTOPOM CTPOKH MPAaBOW KHOMKOM MBIIIM U B
OTKpBIBIIEMCS MEHIO BbIOEpUTE KOMaHIy BcTaBMTB..., a 3aTeM B OKHE -
/100aBUTH CTPOKY.

A2 - Fe | MpoaveTel nMTaHMa
Calibri ~ 12 - A" A7 B8 - o g ED—

I'_“! = - - -, 0 00 P = ey "
= 2 & A00 .0 j ml [obasnetve aueek &
n 3 S | 189500 15 7720m. 17 980p. -
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- () AYefikK, CO COBWroM BOPaso
2 [IERNGRCLIE 52 KonuposaTs B00p,| | - e co casron S
. () AYEfKK, CO COBWMMOM BHMS
5 (YRR &, Mapamerpu scras sp, | O
E 1@)icTpoky:
; 3 mm | o=
7 CneynancHaa BCTABKA... t460p. ||
B / [ OK I [ OTHMEHE
BcrasuTh...
9

¥aannTe..,
10

11 CYUCTHTE COAEPHMMOE

[locne BcTaBKkM CTPOKM OOpaTHUTe BHUMaHUWE HaA TOT (HaKT, YTO IO
YMOJYaHUIO OHAa BCTaBISIETCA HAJl BHIOPAHHOW CTPOKOM M mumeeT ¢opmar (LBET

(doHa sueek, HaCTPOMKHU pa3Mepa, IIBETa TeKCTa U T. JI.) psAJa pacroiararoIierocs
HaJ HEW.

C D E
| Ainsape |espans| Mapr | Anepns |
l

1

2

M MpogyKTel NUTaHWA | <f -150p. 15720p. 17980p. | 16 540p.
LS HommyHanbHble nAaTemm (3 DopMaTWPOBATH KaK CEEpXY 5 250p.
EJ Mokynka eewjeid ) DopmaTMpoBaTE KK CHUIY o
il ObcnymueaHue asTomobunn O Ouncrims opmar 4 620p.
Pl Beinnata KpeguToe ) ) ) 3 300p.
8 35400p. 27700p. 32460p. 31090p.

Ecmu HyXHO wu3MeHUTH (QopmMaTUpOBaHHE, BBHIOPAHHOE IO YMOJYaHUIO,
cpa3y moclie BCTaBKM ILIeNKHUTE Mo KHomnke Ilapamerpnl nodaBieHusi, Kotopas
ABTOMATHUYECKH OTOOpPA3UTCS PSIAOM C MPaBbIM HUKHUM YIJIOM BBIOpaHHOM
SYEHKH U BHIOCPHUTE HYKHBIM BapUaHT.

AHANIOTUYHBIM METOJOM B TaOJMILy MOXKHO BCTaBJISATH CTOJIOIBI, KOTOPBIC
OyayT pa3MemaTrbes clieBa OT BRIOPAHHOTO M OT/ICIbHBIC STYCHKH.

Kcratu, ecnm B uTore CTpoka WM CTONOEI] TOCTe BCTABKM OKAa3alMCh Ha
HEHY)KHOM MECTE€, UX JIETKO MOXXHO yJIaluTh. ll{eNKkHUTE NpaBOl KHONKON MBIIIN
Ha JTI000W sYeiKe, MPUHAMJIEKAIICH YIaIsIeMOMYy OOBEKTY U B OTKPBIBIIEMCS
MEHIO BBIOEpUTE KOMaHAY YIaJuTh. B 3aBepiieHUM yKaXuTe, 4YTO HMEHHO
HEO0OXOIMMO yIaNUTh: CTPOKY, CTOJIOCI] WITH OTACIBHYIO STUCHKY.



Ha nente 1ns  onepauuid  g00OaBi€HUsS  MOXHO  HCIOJIB30BaTh
KHOINIKY BeTtaBuUTB, pacnonokeHHyto B rpynne 4eiku Ha 3aknanke I'itaBHas, a
JUISl yTaJICHHs], OTHOMMEHHYI0 KOMaHly B TOM € IPYIIIIE.

B nHameMm ciydae HaM HEOOXOJMMO BCTaBUTh MSTh HOBBIX CTPOK B BEPXHIOIO
YyacTh TaONMIBI cpa3y mociie Mmanku. [[s 3Toro MOXHO MOBTOPUTH OIEPALUIO
N00aBJIEHUsI HECKOJBKO Pa3, a MOXKHO BBINOJHHUB €€ €IMHOXAbl MCIOIb30BaTh
xiaBuy «F4», KoTopast IOBTOPSIET CaMyl0 ITOCIIEIHIOK ONEpPaLUIoO.

B wrore mocie BCTaBKM NSATH TOPU3OHTAIBHBIX PSAJOB B BEPXHIOKO YaCTh
Ta0JIMIIbl, IPUBOJUM €€ K CIEAYIOIEMY BUY:

“Ansape |Gespans] Mapr | Anepn | Maii | Wons | Cymwa |

3apnnara
BoHycel

EmemecadHble goxogbl

MpoayKTel NMTaHKUA 18250p. 15720p. 179380p. 163540p. 15230p. 16100p. 99 820p.
5100p. 4980p. 5130p. 5250p. 4830p. 5180p.  30470p.
b6 250p. Op. 4 800p. 1380p. 6 900p. Op. 19 330p.
2500p. 3 700p. 1250p. 4 620p. 2 940p. 5730p. 20 740p.
3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 15 500p.

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

KommyHaneHbie NAaTEMM
Mokynka eeweii
O6cayrueaHue aetomobuna
Beinnata Kpegutoe
ExxemecauHble pacxogsl

HaxkonneHua

benbie HepopmaTHpoBaHHBIE PsiIBI B TAOIHMIIE MBI OCTaBUJIM CIICIIHAIBHO,
910 OBl OTACIHUTH JOXOJIHYI0, PACXOAHYIO M HMTOTOBYIO HYacTh APYr OT ApYyra,
HaIKCaB B HUX COOTBETCTBYIOILIME 3arojloBKU. Ho mepen TeM kak 3To caenath, Mbl
U3Y4YuM elle oAHy omnepanuio B Excel — 00bequHeHue siueex.

[Ipu oObeTMHEHNN HECKOIBKHX CMEXKHBIX siYeeK 00pa3yercsl 0JHa, KOTOpast
MOXET 3aHHMaTh Cpa3y HECKOJBKO CTOJIOOB WM cTpok. [Ipm 3TOM HMMeHeM
00BbETMHCHHOW STYCHKHM CTAHOBUTCS aJIpec BEpPXHEH JIEBOM SUEHKH 00BhETUHAEMOTO
nuariazoHa. B mo00if MOMEHT BBl MOXKETE CHOBA pa30UTh OOBETUHECHHYIO SYCHKY,
a BOT KJIETKY, KOTOpasi HUKOT1a He ObLTa 00BbeIMHEHA, pa30UTh HE YAACTC.

[Ipu o0BeMHEHUM SUYEEK, COXPAHSIOTCS JaHHBIC TOJIBKO BEPXHEH JICBOM,
JTAHHBIE )K€ BCEX OCTAJIBHBIX O0BEAUHACMBIX sTUeeK OyayT yaaneHsl. [lomHHUTE ATO
M CHayala Jydlle TpPOU3BOJIUTE OOBEIUHEHHWE, a JHIIb TIOTOM BBOJHUTE
uH(pOpMAIHIO.

Bepraemcst x Hamedi tabGmure. [l Toro, uro Obl HamucaTh 3arojIOBKH B
OeNbIX CTpOYKax HaM IMOHAJAO0MTCS JIMIL OJIHA sS4Yeiika, B TO BpPEeMs Kak cerdac
OHU COCTOAT U3 BOCBbMU. [laBailiTe ucrpaBuM 3TO. Bpiaenure Bce BOCEMb SUEEK
BTOPOIO pana Ta0JIULIbI u Ha BKJajske ['maBHas B
rpynie BolpaBHUBaHHe MICIKHUTE Ha KHONKY O0ObeAUHUTHL W NOMECTHTH B
LeHTpe.
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06 BEgMHATE M NOMECTHTE B LLEHTDE

B OBBegMHEHWE BRIENEHHBIX AYEEK B OQHY
Excel BONbWYH AYEAKY W EbpaEHWEIHHE
HEapb | de ; S .
—— 5 COAEPXHMMOro HOBOW AY2HKKN NO LEHTPY.
Yacro Menone3yeTon 4nA Co34aHKA 3aronoeka,
OBWero 4nA HeCKONbBKWX CTONBLOE,

-

Excel
I

[Tocne BBIIOTHEHUSI KOMAHMABI, BCE BBIICICHHBIE SYEHKU B CTPOKE
00BEIUHATCS B OJIHY OOJIBIIYIO SUCHKY.

Psimom ¢ kHOMKON OOBEIUHEHHS PACIOJIOKEHA CTpEouKa, HaKaTHE Ha
KOTOPYIO BBI30BET MEHIO C JOMNOJHUTEIbHBIMUA KOMaHJaMH, TO3BOJISIOIIUMU:
00BEeIUHATL SUYCHKH 0€3 IIEHTPAJIHHOTO BBIPABHUBAHUSA, OOBEAUHATH IIEJIbIC
TPYIIIBI STYEeK M0 TOPU30HTATN U BEPTUKAIIH, a TaK )K€ OTMEHUTh O0BhEIUHEHHUE.

[Tocne moGaBneHMsI 3arojIOBKOB, a TaK K€ 3alOJHEHUS CTPOK: 3apIuiaTta,
OOHYCHI M €KEMECSYHbIC JJOXOIbI, Hallla TabJWIIa cTajia BBITJISICTh BOT TaK:

| Anpaps |Gespane| Mapr | Anepnw | Maii | Mions | Cymma |

Adoxopkl
25000p. 25000p. 25000p. 30000p. 30000p. 30000p. 165000p.
11000p.  500p. 9000p. 12300p. 11800p. 10200p.  54800p.
36000p. 25500p. 34000p. 42300p. 41800p. 40200p. 219 800p.
Pacxoapl
18250p. 15720p. 17980p. 16540p. 15230p. 16100p. 99 820p.
5100p. 4980p. 5130p. 5250p. 4830p. 5180p.  30470p.
6250p. Op. 4800p. 1330p.  6900p. Op.  19330p.
2500p. 3700p. 1250p. 4620p. 2940p. 5730p. 20 740p.
3300p. 3300p. 3300p. 3300p. 3300p. 3300p. 19800p.
35400p. 27700p. 32460p. 31090p. 33200p. 30310p. 190 160p.
BanaHc

B mepBom mecsne OamaHc OyJeT CKIAIbIBAThCA M3 OOBIYHON Pa3HUIIBI
MEXIY J0XOJO0M, MOJIYYCHHBIM 32 MECSI] U OOIIMMH pacXxojaMy B HEM. A BOT BO
BTOPOM MECSIIE MBI K 3TOH pa3HUIlE MPUILTIOCYeM OajaHC MEepPBOTO, TaK KaK MBI
BEJIEM pacyeT MMEHHO HaKoIUieHWH. Pacu€Thl ana mociemayrommx MecsieB OyayT
BBITIOJTHATHCS TIO TAKOM K€ CXeME — K TEKYIIEMY €KEeMECSIYHOMY Oanancy OymyT
MpUOABIATHCS HAKOTUICHHS 32 TIPEIBLIYIIUN TIEPHO/I.

Teneprs mepeBeneM 3T pacueTsl B (hopmyinbl nonstaeie Excel. s ssaBaps
(staeiixu B14) dopmyna oueHnb mpocTa u OyneT BRIMISACTh Tak: «=B5-B12». A Bot
st siaeiiku C14  (dbeBpanb) BbIpakeHHWE MOXKHO 3amucaTh JABYMsI pPa3HBIMH
cnocobamu: «=(B5-B12)+(C5-C12)» mm «=B14+C5-C12». B nepBom cirydae Ml
OIISITh MTPOBOJIUM pacueT OajaHca MPEIBIIYIIET0 MECAla U 3aTeM MpUOaBIsieM K
HeMy OallaHC TEKYIIEro, a BO BTOPOM B (POPMYJTy BKITIOUAETCS YK€ PacCUMTAHHBIN
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pe3yJbTaT MO MNpeabaymeMy Mecsny. KOHEYHO, WCMNOJIb30BAHUE BTOPOTO
BapuaHTa il  TOCTpOoeHHs  (QopMynsl B HalIeM ciydae ropaszio
MpeanoyTuTeNnbHee. Beap ecim ciegoBaTth JIOTHMKE IEPBOrO BapuaHTa, TO B
BBIpQXKEHUU JJI MapTOBCKOTO pacuera Oyner (urypupoBaTh yxke 6 aapecoB
sq4eek, B anpene — 8, B Mmae — 10 U Tak pganee, a MpU UCIOIB30BAHUU BTOPOIO
BapUaHTa UX Bcernia OyAeT TPH.

Jnsa 3anomHeHuss octaBmuxca sdeek ¢ D14 mo Gl4 npumenum
BO3MOXHOCTh WX aBTOMAaTHUYECKOTO 3aIlOJHEHUS, TaK K€ KaK Mbl 3TO JElalu B
CIIy4yae ¢ CyMMaMH.

Kcratn, 1 npoBepku 3HaueHUS WTOTOBBIX HAKOIUIGHUM Ha UIOHD,
Haxoxseroca B kierke G14, B suelike H14 MOXHO BBIBECTH pa3HUILy MEXKIY
oOmeit cymmoii exemecssuHbIXx 10xo0n10B (HS5) u exemecsunbix pacxonoB (H12).
Kaxk BbI moHMMaeTe, OHU OJKHBI OBITH PaBHBI.

Kak BumHO M3 mocieaHuX pacuetoB, B GopMysiaX MOXKHO HCIIOIb30BaTh HE
TOJILKO aJpeca CMEXHBIX SY€€K, HO W JIOOBIX JPYIHX, BHE 3aBUCUMOCTU OT UX
PaCIONIOKEHUSI B JIOKYMEHTE WU TMPUHAJJICKHOCTH K TOW WM WHOW TaliuIe.
Bosiee TOoro BBl BIIpaBe CBS3bIBaTh SYEHKHM HAXOJIAIIMECS Ha Pa3HBIX JIUCTAX
JIOKyMEHTA U JIa)Ke B pa3HBIX KHUTAX

A BOT Y Hallla UTOTOBasi TAa0JIUIA C BBHITTOJTHEHHBIMU pacyETaMu:

| Ansape [Oespane| Mapr | Anepns | Maii | Mions | Cymma |

Ddoxopbl
3apnnara 25000p. 25000p. 25000p. 30000p. 30000p. 30000p. 165 000p.
11000p.  500p. 9000p. 12300p. 11800p. 10200p.  54800p.
36000p. 25500p. 34000p. 42300p. 41800p. 40200p. 219 800p.
Pacxogbi
18250p. 15720p. 17980p. 16540p. 15230p. 16100p. 99 820p.
5100p. 4980p. 5130p. 5250p. 4830p. 5180p.  30470p.
6250p. Op. 4800p. 1380p.  6900p. op. 19 330p.
O6cnymineaHne aeTomobuna 2500p. 3700p. 1250p. 4620p. 2940p. 5730p. 20 740p.
Beinnata KpeguToE 3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 19 200p.
ExemecauHble pacxogsl 35400p. 27700p. 32460p. 3109%p. 33200p. 30310p. 190 160p.
banaHc

| o] | ma| | men| o

PacnieuaraiiTe moay4nBIIAICS OTYET.



JlabopaTopHasi padora Ne6
®opmyJibl, pyHkuun U guarpammsel Microsoft Excel

Lenp paboOThl: HAay4dUTbCS pEAAKTUPOBATH (HOPMYJIbI, CTPOUTH TIpaPUKU
(GYHKIUH U THCTOTPAMMBbI

PenaktupoBanue Gopmys U cucTemMa OTCICKUBAHUS OIIHOOK

Bce ¢opMynbl, KOTOpble HaxXOmSITCS B sYeWKaxX TaOMUIBI MOXKHO
OTpPEJIaKTUPOBATh B JIFOOOM MOMEHT. J[Jisi 3TOTO JOCTAaTOYHO BBIACTUTH SUYEHKY C
(dopMyIoi U 3aTeM IIENKHYTh 10 CTpoKe GopMyIT HaJl TAOJIULEH, T/I€ BBl CMOXKETE
cpa3y K€ BHECTH HEO0OXOoJuMble M3MeHeHMs. Eciu Bam ynoOHee penakTUpOBaTh
COJIEP’KMMOE HETIOCPEICTBEHHO B CaMOM siueiike, TO KIMKHUTE M0 HeH J1Ba pasa.

[Tocne okoHUAHWS pEAAKTHPOBAHHUS Ha)xkMuTe KiaBuinu Enter mmm Tab,
nocyie yero Excel BBIMOMHUTH mepepacdyeT C y4yeToM H3MEHEHHH U O0TOOpa3uT
pe3yJbTar.

JIOBOJIBHO 4YacTO CIy4aeTcs TaK, YTO Bbl BBEJM (OPMYIY HEBEPHO WIIU
nocyie yaaiaeHuss (M3MEHEHHUs) COAEPKUMOTO OJHOM M3 s4YeeK, Ha KOTOPYIO
cceutaeTcs (popMyna, TPOMCXOIUT OIIMOKA B BBIUMCICHUSAX. B TakoM cirydae
Excel HenpemeHnHo u3BecTUT Bac 00 3TOM. PsjoM C KIIETKOM, T/I€ COACPKUTCS
OIIMOOYHOE BhIpAXKEHNE, TOSIBUTCS BOCKIIMIIATEIbHBIN 3HAK, B )KEATOM poMOe.

Bo MHorux cnydasx, MpWIOKEHHE HE TOJBKO HM3BECTUT Bac O HaJIUYUE
OLIMOKH, HO M YKaXKET Ha TO, YTO UMEHHO CJIEIaHO HE TaK.

Pacmmdposka omubok B Excel:

. #i### - pe3yNbTaTOM BBITIOJIHEHUS (DOPMYITBI, MCTIONB3YIOIIEH
3HAUEHHUs JaThl U BPEMEHHU CTAJI0 OTPHUIATEIBHOE YHCIO WIH PEe3yiIbTaT
00paboTKH HE yMeIIaeTcsl B sTUekKe;

. #3HAU! — ucnonp3yercsa HEAONMYCTUMBIN THII omepaTopa Wiu
aprymenTa ¢popmynbl. OfHa U3 CaMBIX PACIIPOCTPAHEHHBIX OIINOOK;

. #IEJI/0! — B ¢popMyre ocyiecTBIsieTCs MOMbITKA JCICHUS Ha
HOJIb;

. #UMSI? — ucnonszyemoe B (opMysne HMs HEKOPPEKTHO U
Excel He MOXeT ero pacro3Harsb;

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

BO3HUKAET MPHU HEMPABUILHOM OIPEACIICHUN apryMeHTa QyHKIIUHU;

. #CCBIJIKA! — popmyna comepXUT HEAOMYCTUMYIO CCBUIKY Ha
SUehKy, HAIPUMeEp, Ha SYEHKY, KOTopas Obla yjaaieHa.

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

. #IIYCTO! - B ¢dopmyne 3amaHo mnepecedeHue oOJIacTel,

KOTOPBIC HA CaMOM ACJIC HC UMCIOT O6HII/IX SAYCCK.



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

WNHorpa, xorna maHHBIX B Tabiuile MHOTO, a (OpMyJbl coaepKaT OOJIbIIoe
KOJMYECTBO CCHUIOK Ha pa3jiMyHble SYEUKH, TO MPHU MHPOBEPKE BBIPAKECHHS Ha
MPaBUWIBHOCTh MJIM TOMCKAa MCTOYHHUKA OLIMOKM MOTYT BO3HMKHYTH CEpbE3HbIE
TpyaHoCcTH. YTO OBl 001€ryuTh paboTy MOIB30BATENS B TAKUX CUTYyalusax, B Excel
BCTPOCH HWHCTPYMEHT, IMO3BOJSIOMIMNA BBIACIUTh Ha DJKpaHE BIUSIOIIAE U
3aBUCUMBIEC TYECUKH.

Bausitomme siyeikM— 3TO sYEHKM, Ha KOTOpbIE CCHUIAOTCS (HOPMYJIBL,
a 3aBHCHMBbIe sYeiikn, HA000pOT, copepKaT (GOPMYIIbI, CChUIAIOIIMECS Ha ajpeca
KJIETOK AJIEKTPOHHOM TaOIUIIbI.
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OToBpaXKEHWE CTPENOK, KOTOPIE NOKASHIEAIT, OTo6paxeHne CTPENOK, KOTOPbIE NOK33bIBA0T,
3HAYEHMA KAKWX A4EEK 3ABUCAT OT SHAYEHMA H %, 23 3HAYEHMA KAKWK AYECK BNWAKDT HA SHAYEHNE
Tekylen BeldeNeHHON AYerkm. \ 50 TEKYILEA BEAENEHHOH AYerkn,
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¥ g
A @ Ananonyuenna g T CBEAEHMIT HIXMUTE K y FL. (0 [ina nonyueHna g T CBeEHMIT HAXMUTE K y FL.
Uto 661 rpaduyecku OTOOPa3UTh CBSI3M MEXIY sUeiikamMu U GopMyliaMH ¢
NOMOIIIbIO, TAK HA3bIBAEMBIX CTPEJIOK 3aBHCHMOCTEH, MOXHO BOCITOJIb30BAThCS
KOMaHJaMU Ha jeHTe Biausironiue Y€ KU U 3aBHCHUMBIE fIYeliKH B
rpynie 3aBucumMocTu GopmyJ Bo BKIIagke DOpMYJIBI.
Hampumep, naBaliTe mocMOTpUM Kak B Halled TeCTOBOW TaluwIle,
COCTaBIICHHOW B MPEIbIAYIINX ABYX YacTIX, (POPMHUPYETCS MUTOTOBBIA pe3ysbTar
HAKOIUJICHUM:

| Ausape Oespans| Mapr | Anepn | Maii _Mone | Cymma

o W R
= [
=15
i
=

i

EmemecAqHble goxogsl

LY Y R S TE R R

Jdoxogsl
TS000p. 250000, Z5000p.  S0000p.  S0000p. S0 o0up.| 165 000p.
TI000p.  S00p. S 000p.  1Z300p.  IIS00p. 10 =200p.| | 54 800p.
ExemecadHslie goxogbl 36000p. 25500p. 34000p. 42300p. 41300p.; 40200p. %19 800p.
Pacxopgbi
MpoayKTEl NMTaHKUA TEZS0p. 1S 720p. 17 980p. 10 3A0p. 15 Z230p.; 16 100p. "1 99 820p.
HommyHaneHBle nAaTemm op. A YeOD. S IdOp. S SOp. A eI TS ISUp.T™| 30 470p.
Mokynka Bewei Rl e PO v P 1 1 /S s 11 Y o B 11 4 o 19 330p.
ObcnymueaHue aeToMmobuna [y G i) S pieit) A oo 7.y P 21 ) A e g 10) o L0 T o
Beinnata kpeguroe *3300p. 3 300p. 2 3000 33000 33000 3 300p-| | 19 800p.
ExiemecauHele pacxogel 35400p. 27700p. 32460p. 231090p. 33200p.; 30310p. 190 160p.
BanaHc
600p. -1600p. -60p. 11150p. 19750p.i 29640p. '29 640p.

He cmoTtpst Ha TO, 9TO popMmyna B maHHOU sueiike umeeT Bua «=HS — H12»,
nporpaMmma Excel, cnomolipio cTpenok 3aBUCMMOCTEN, MOXET I0Ka3aTh BCE
3HAYEHHUsI, KOTOPhIE YUYYBCTBYIOT B BBIYMCJIECHHM KOHEYHOTO pe3ylibTata. Beap B
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kietkax HS m H12 Tak e comepkarbes (pOpMysibl, UMEIOIINE CCHUIKM HA JPYTrHUe
azpeca, KOTOpbIE B CBOI O4Yepellb, MOTYT COJEpXkaThb Kak (OpMysbl, Tak H
YUCJIOBbIE KOHCTAHTHI.

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

OTtHOocUTeNbHBIE U aOCOIIOTHBIE aJipeca sTYeeK

Bo3moxHocTs konupoBanus ¢popmyn B Excel u3 onHo# silueliku B APYTyIO €
ABTOMAaTHYECKUM HM3MEHEHUEM aJpECOB, COAECPKAMUXCA B HHUX, CYIIECTBYET
OJylarosiapsi KOHUEMIMK OTHOCUTEJIbHOM afpecanuu. Tak 4To ke 370 Takoe?

Heno B Tom, uto Excel nonnmaer aznpeca siueexk BBEICHHBIX B (JOPMYITy HE
KaK CCBUIKY Ha HX pEaJbHOE MECTOPACIOJOKEHUE, a KaK CChUIKY Ha HX
MECTOPACIIOJIOKEHUE OTHOCUTENBHO SYEHKH, B KOTOpPOM HaxomuTcs ¢dopmya.
[Tosicanm Ha ipumepe.

Hampumep, sueiika A3, comepxut dopmyny: «=Al+A2». s Excelato
BBIp@)KEHUE HE 03HAYAET, YTO HYKHO B3ATh 3HaUCHHUE U3 sueilku Al u npubaBUThH
K HEMy 4ucio U3 sAueku A2. BmecTo 3TOro OH HMHTEPHPETUPYET HAHHYIO
bopMyIy, KaK «B3sITh YUCIIO U3 SUYECHKH PACIIOIOKEHHON B TOM e CTOJIOIE, HO Ha
JIBE CTPOKHM BBIIIE W CIOXKHTh €r0 CO 3HAYCHHEM SYEHKHU 3TOro K€ CTOoJOIa
PacIoIOKEHHOW BbIIIE HA OJIHY CTpOKy». [Ipu xomupoBanuu nanHo (Gopmyiibl B
IpYryto siueiky, HanpuMep D3, mpuHUuUN onpeaeneHus: aipecoB TUYeeK BXOIAIINX
B BBIPAXKEHUE OCTAETCS TEM JKE€: «B3ATh YUCJIO U3 SYECUKU PACIIONOKEHHOU B TOM
e CTOJIOIIe, HO Ha JIBE CTPOKH BBIIIE U CIIOKHUTH €T0 C...». TakuM o0pa3om, mocie
konupoBanus B D3, ucxonnas popmyna apTomaTudecku mpumeT Buf «=D1+D2y.

C OIHOH CTOPOHBI, TAKOM THUIl CCBUIOK IAE€T MOJIb30BATENSAM IPEKPACHYIO
BO3MOXXHOCTh MPOCTO KOMHUPOBATH OJMHAKOBBIE (DOPMYINBI U3 SAUYEHKH B SUCHKY,
n30aBisig OT HEOOXOIMMOCTH BBOJMUTH UX CHOBA M CHOBA. A C JIpyroil CTOPOHBHI, B
HEKOTOPBIX (opMyrax HEOOXOJMMO TOCTOSHHO HCIIONh30BaTh 3HAYEHUE OHOMU
ONpENICICHHON SYEHKH, a 3TO 3HAYUT, YTO CChUIKA HAa HEE HE JIOJHKHA U3MEHSThCS
M 3aBHCETH OT PACTIONOKEHUS (DOPMYIIBI HA JIUCTE.

Hampumep, mpeactaBum, uTo B Hamied TaOiuile 3HAUYCHUS OIOKETHBIX
pacxoloB B pyOisx OyayT pacCUMTHIBATBCA MCXONAS U3 JOJUIAPOBBIX ILIEH,
YMHOXEHHBIX Ha TEKYIIHH Kypc, KOTOPBIM 3amucaH Bcerna B sueiike Al. Oto
3HAYUT, YTO TMPHU KOMUPOBAHUHM (OPMYJBI CChUIKA Ha ATy SYEHKY HE JOHKHA
U3MeHATbCs. Torma B 3TOM Cilydae CIEIyeT IPUMEHSTh HE OTHOCHUTEIBHYIO,
a a0COJIIOTHYI0 CCBLIKY, KOTOpas Bcerga OyleT OCTaBaTbCsl HEU3MEHHOW IpH
KONMPOBAHHUM BBIPAKEHUS U3 OJTHOM STYEUKH B IPYTYIO.

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

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

U3MEHSATH CCHUIKA HAa CTOJIOIBI

. U3MEHSTh CCBUIKU HA CTPOKH, HO COXPAHSATh CCBUIKY Ha CTOJIOEL]



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

. $A31 — ccputka Beerga ccpliaeTes Ha sueiiky Al (abcomroTHas
CCBLIKA);

. A$l — ccbuika Bcerja ccbUtaeTCs Ha CTPOKY 1, a myTh K
CTOJIOIY MOKET U3MEHSTHCS (CMEIIaHHas CChLIKA);

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

CTPOKE MOXET M3MEHATHCS (CMEIIaHHasT CChUIKA).

st BBOIa aOCONFOTHBIX W CMENIAHHBIX CCHUIOK HCIIONIB3YETCS KJIaBHIIA
«F4y». Beigenure saeiky st GopMyIibl, BBEUTE 3HAK PABEHCTBA (=) M KIIMKHUTE
10 KJIETKE, Ha KOTOPYIO Ha/JI0 YCTAHOBHTH aOCOIIOTHYIO CCBUIKY. 3aTeM Ha)KMHUTE
knaBuiy F4, mocne dero mepen OyKBOUM CTOJOIIA 1 HOMEPOM CTPOKH MpOrpamMma
yctaHoBuT 3Haku jgoiiapa ($). I[loBropHele HaxaTus Ha F4 mo3BosisioT
NIEPEXOIUTh OT OJHOTO THIIA CCHUIOK K ApyruM. Hampumep, ccbuika Ha E3, Oymer
ukanaHo m3meHsaTbes Ha $ES$3, ES3, $E3, E3 u tak nanee. I1pu sxenanuu 3Haku $
MO>KHO BBOJUTH BPYUYHYIO.

OyHKIUU

Oyukmusmu B Excel HasbIBaloT 3apaHee omnpeneieHHbIE (OPMYIbI, C
MOMOIIBI0 KOTOPBIX BBIMOJHSIOTCA BBIYUCICHHUS B YKa3aHHOM TMOpPSAKE TI0
3aJlaHHBIM BelMurMHaM. [Ipu 3TOM BBIYMCIIEHHS MOTYT OBITh KaK MPOCTHIMU, TaK U
CJIOKHBIMH.

Hampumep, onpenenenue cpeaHEero 3HAUYCHHS TATH SYEEK MOXKHO OMHUCATh
dopmymnoii: =(Al + A2 + A3 + A4 + AS5)/5, a MOXXHO crieHaTbHON (PyHKIIHMEH
CP3HAY, «koropas COKpaTUT  BbIpaKE€HHE JO  CIEIYIOIIEro  BHjA:
CP3HAUY(A1:A5). Kak BuguTe, 4TO BMECTO BBOJIa B (DOPMYITY BCEX aAPECOB SYCCK
MO>KHO MCITOJIb30BaTh OMpeNeNeHHYI0 (DYHKITUIO, YKa3aB €l B KaueCTBE apryMeHTa
UX JTUATa3oH.

Hnst pa6otel ¢ ¢ynkumsmu B Excel Ha neHTe cyIiecTBYyeT OTAeIbHas
3aknanka @opMyJibl, HA KOTOPOW PAacCIMojararoTcsi BCE OCHOBHBIC HMHCTPYMEHTHI
TSl pabOTHI C HUMH.

nasHaa Bcraeka PasmeTka crpaHuLst Dopmyns AaHHbie PeueHsupoBaHue Bug (A} @ (=
=

= ay =
f‘ 3 AsTogymma v 2 noruveckne ~ 3 - £ A3 MNpUcsouTs MMA ¥ 1= Bavawowue aueiikn B | !
S P S
fﬁ oS |

=

L HepaeHo ucnonbsosannce ~ [[A TekcToBeie ,LQ z k f BaTb =":f 3aBUCUMbIE RYEKN ’/5 %
Bcrasutb 3 iz Ancnetyep 2y ~ OKHO KOHTPOABHOTO MapameTpbl ‘;J
dyrkumio [B2 PvHaHcoseie ¥ ﬁ_‘j data v spema v [~ uMeH B8 Cosgate U3 BrigeneHHOrO < Y6paTb crpenku v ‘._{Q SHAYEHNA BEIYUCAEHUE * —

EmBanoTeka pyHKLMA OnpeaeneHHbie UMEHAE 3aBMCIMOCTH DopmMyA Boiyncnenune

Hamo otrMmerwTh, YTO mporpamMma COACPKHT OoJjiee JIBYXCOT (YHKIIHH,
CIIOCOOHBIX OOJEr4uTh BBIMOJHEHWE BBIUMCICHUNW PA3IMYHOM  CJIOKHOCTH.
ITootomy Bce d¢yuknuu B Excel pasgeneHbl Ha HECKOIBKO KaTETOPHH,
TPYNIHPYIOMIMX WX MO TUIY pelaeMbix 3ajad. Kakue MMEHHO 3TH 3aj]1ayu,
CTAaHOBUTCSA SICHO M3 Ha3BaHUW Kateropui: @uHaHcoBkle, Jlorndyeckue, TekcToBbIE,
Maremaruueckue, CTaTUCTUYCCKHE, AHAITUTHUECCKHUE U TaK JaJiee.
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BeiOpatb  HEOOXOAMMYIO  KAaTeropurd  MOXHO  Ha  JIGHTE B
rpynmne bubdaunorexka ¢ynkuuii B0 Brianke @opmydabl. [locne menuka no
CTPEIIOYKE, PACIIONATaroMICCs PSAOM C KaXIOW M3 KaTETOPHiMl, PacKpbIBACTCS
CIUCOK (DYHKIIMIA, a MpU HABEJEHUU Kypcopa Ha JH00YI0 U3 HUX, MOSBIAETCS OKHO
C €€ OIUCAHHUEM.

lnasHas Bcraeka PasmeTka cTpaHuubl Qopmynkl AaHHbie PeueHsnposarHue Bug
A 2 @ [ | 0 I
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CYMM J6AnoTERE DYHKUMA
Al CP3HAY

CYMM(uucnol;uncno?;)
| B EC/N o ]
CYMMWPYET apryMeHTEI,
—_—n TMNEPCCHY
) @ Ana nonyyernsa JONOMHWUTENbHLIX CBEASHUA HaXKMmuTe Knasmwy F1,
CHET

MAKC

BBon ¢ynkiuii, kak u Gopmyi, HauMHaeTcs co 3Haka paBeHcTBa. llocrie
uaeT uMAa GyHKUIMHU, B Buje abOpeBuaTypbl U3 O00ibIINX OYKB, YKa3bIBAIOIIEH Ha
ee 3HaueHue. 3aTeM B CKOOKaX YKa3bIBaIOTCA apryMeHTbl (PyHKIMM — JaHHbIC,
UCTIOJIb3YIOIIMECS JIJIsl TTOJIyYEeHHSI pe3ysIbTara.

B kadecTBe aprymeHta MOXKET BBICTYNATh KOHKPETHOE 4YHUCIIO,
CaMOCTOSITEJIbHAs CChUIKA Ha SYEHKY, ILleas Cepusl CChUIOK Ha 3HAYEHUS WIH
AYEHKH, a TaK K€ Auana3oH syeek. [Ipu 3ToM y ogqHux GyHKIHA apryMeHThl — 3TO
TEKCT WJIH YUCIIa, Y IPYTUX — BPEMSI U 1aThl.

MHuorue ¢GyHKIMHA MOTYT MMETh Cpa3y HECKOJbKO apryMeHToB. B Takom
clyyae, KaXIblii W3 HHUX OTHAENSIETCS OT CIEAYIOIIETO0 TOYKOM C 3arsiToM.
Hampumep, ¢ynuknus =IIPOU3BEJI(7; Al; 6; B2) cuurtaeT mnpowm3BeacHUE
YeThIpEX pa3HbIX YHUCEN, YKa3aHHBIX B CKOOKAaX, U COOTBETCTBEHHO COJEPKHUT
YyeThlpe apryMeHTa. [Ipu 3ToMm B HameM ciiydae OAHU apryMEHThI yKa3aHbl IBHO, a
IpYrue, IBIAITCA 3HAYECHUSAMU ONPEICICHHBIX SYEEK.

Tak >xe B KadecTBe apryMeHTa MOXXHO HCIOJIb30BaTh IPYTyH0 (DyHKIHIO,
KOTOpas B O3TOM cllydae HasbIBacTCs BJOKeHHOHM. Hampumep, dyHKIus
=CYMM(A1:AS5; CP3HAY(B5:B10)) cymmupyet 3Ha4eHUS STYEEK HAXOMSIIUXCS
B nuamnas3oHe or Al no AS, a Tak ke cpeHee 3HAU€HHE YHCEJl, Pa3MEIIEHHBIX B
kinetkax B5, B6, B7, B8, B9 u B10.

VY HEKOTOPBIX MPOCTHIX (PYHKIUI apryMEHTOB MOXKET HE OBITH BOBce. Tak, ¢
nomompio pyakmmu =TJJATA() MOXKHO TIONY4UTh TEKYIIHE BpeMs W JaTy, HeE
UCIIOJIb3Ysl HUKAKUX apTyMEHTOB.

HNanexo He Bce ¢(ynkmuu B Ecxel mmeror mpoctoe ompeaeneHue, Kak
byakius CYMM, ocymecTBisionas CyMMHUPOBAaHUE BBIOPAHHBIX 3HAYCHHI.
Hekoropble M3 HHUX HMMEIOT CJIOKHOE CUHTAKCUYECKOE HANMCaHUE, a TaK XKe
TpeOyIOT MHOTO apryMEHTOB, KOTOPBIE K TOMY € JOJKHBI OBITH MPaBHIBHBIX
TUNOB. YeMm crokHee (QyHKUUSA, TEM CIIOKHEE ee MpaBHiIbHOE cocTaBieHue. U



p33pa6OT‘-II/IKI/I 9TO YYJIH, BKIIFTOUMB B CBOHU JJICKTPOHHLIC Ta6J'H/II_IBI IIOMOIIIHUKA I10

COCTaBJICHUIO (PYHKUMU U1l oJb30BaTeneii — Macrep GpyHKUMI.
Jis Toro 4yro Obl HavyaThb BBOAUTH (YHKIMIO ¢ nomoulsio Macrtepa
(pyukumid, menkHuTe Ha 3HA4oK BeraBurh Qynkunuio (fX), pacnosioxeHHbIN

ciesa or CTpoku hopmy.

Dan naeHan EBcTaeka PazmeTka cTpaHWLK DopmMynbl L
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Tak e KHOIKY BcTaBUTBH (PYHKIHMIO BBl HaWJIETe HA JIEHTE CBEPXYy B
rpynne bubaunorexka ¢ynkumii Bo Bkiaake @opmyasl. Eme ogHum crocodom
BBI30Ba MacTepa QYHKIMIA ABJsieTcs couetanue kiasuin Shift+F3.

[Tocne OTKphITHSA OKHA IOMOIIHHUKA, [IEPBOE, YTO BaM MNPUAETCS CHIENIaTh —
ATO BBIOpaTh Kateropuio GyHKUUU. JJIsT 3TOr0 MOKHO BOCHOJIB30BAThCS MOJIEM
NOMCKA WUJI¥ HUCIAJAIOIIHUM CIIUCKOM.

e -0 T e

MoMCK QYHKLIM:

BEeaWTe KPAaTKOE ONMCEHWE ASHCTEWA, KOTOPOE HYHHO HakTi

BEINONHATE, W HEHMUTE KHOMKY "HalTi®

KaTeropua: | 10 HeQaBHO MCMONEZ0E3BLWLMXCA IEI

BribepuTe dyHKLAD:

TWMEPCCBIMKA -
CHET
MAKC

SIN
nAT
CTAHAOTKNOH

CYMMECNHW( apanasoH;KpAT epHit;OWana3oH_CyMMHpOBaHuA )
CYMMADYET AYEliKK, 3303HHbIE YKASEHHEIM YCNOBMEM,

m

CnpaBka No 5ToR HyHKLAW [ QK ] [ OTMEHE ]

B cepenune okHa oTpaxkaeTcs nepedeHb GyHKINUNA BRIOPAHHOW KaTeropuu, a
HUKE - KPAaTKOE OMHCAHUE BBIACICHHOW KypcopoM (YHKIMHM W CIpPaBKa IO €€
aprymenTam. Kcrtatu Ha3HadyeHwe (QYHKIIMM YacTO MOXKHO OINPEACIHUTHh IO €€

Ha3BaHUIO.
CnenaB HeoOXoauMbIii BbIOOp, mienkHUTe Mo kHomke OK, mocme dbero

MOSIBUTCSI OKHO APTryMEeHTHI (DYHKITHH.
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CYMMMDYET AYEIiKI, 330aHHEIE YKA3EHHEIM YCNOBMEM,

[AnanasoH_cyMMHPOBAHMA DaKTMYECKKE AYERKI ANA CYMMMPOBEHWA. ECNM OMaNa30H CYMMUDOBAHMA He

YKasaH, OyayT MNoNb306aThCA AYEAKK, 3a086aEMbIE NEPaMETPOM
'‘AvanasoH.

SHadeHue: 143

Cnpaetka no 370l dyHKLMKM [ Ok ] [ OTHEHA ]

B neBoM BepxHEM yrily OKHa yKa3bIBaeTCsA MMsI BBIOpAHHOW (DYHKITMH, MO
KOTOPBIM HaXOASTCSA TOJIsI, CIyXallue JJiS BBOJIa HEOOXOJIWMBIX apryMEHTOB.
CnpaBa OT HHUX, MOCJE 3HAaKa pPAaBEHCTBA YKa3bIBAIOTCS TEKYIIUME 3HAYCHUS
KOKJIOr0 aprymMeHTa. B HWwKHeEW dacTh OKHa pa3Mellaercs CIpaBOYHas
uH(popMaIms, yKa3blBawolllasi Ha3HauYeHue (PYHKIIMM U KaXKJIOTO apryMEeHTa, a Tak
e TeKYIIUNA Pe3yIbTaT BHIYUCICHUS.

Ccbulku Ha siyelikd (WIM MX JWaras3oH) B MOJSL JJi1 BBOJIa apryMEHTOB
MO>XHO BBOJUTH KaK BPYUHYIO, TAaK U HCIOJB3YS MBIIIb, YTO TrOpa3io yaoOHeEe.
JJist 3TOr0 MPOCTO HIENKANTE JIEBOW KHOIKOM MO HYXHBIM KJIETKaM Ha OTKPBITOM
JUCTE WM OOBeAUTE HUX HEOOXOAUMBIM nuana3oH. Bce 3HaueHuss Oyayt
aBTOMATHYECKH TOJICTABIIEHBI B TEKYIIIEE MOJI€ BBOJIA.

Ecnu nuanoroBoe okHO AprymMeHThl PYHKIIUU MEIIAeT BBOAY HEOOXOAMMBIX
JAHHBIX, TIEPEeKpbIBasi cOO0N pabOUYUil JHUCT, €ro MOXHO Ha BPEMS YMEHBIIHUTH,
Ha)kaB Ha KHOIIKY B IIPaBOl YaCTH MOJII BBOJA apTyMEHTOB.

oy =

=

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

[Tocnie BBOga Bcex HEOOXOUMBIX 3HAYEHUM, OCTACTCS KIMKHYTh 110 KHOTIKE
OK u B BHIOpaHHOU STUEHKE MOSBUTCS PE3yIbTAT BHIUMUCICHUS.

JnarpaMmmebl

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



BO3MOXKHOCTh CO3/1aBaTh KOMOWHHMPOBAHHBIE JUarpaMMbl U3 Pa3JIUYHBIX THUIIOB,
COXpaHsisl UX B KauecTBe 11a0JIoHa /ISl JadbHEHIIIEro NCOIb30BaHUSI.

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

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

“Acape |Ocspans| Mapr | Ancpns | Maii | Miowe | Cywwa |

Odoxoakel
3apnaara 25000p. 25000p. 25000p. 30000p. 30000p. 30000p. 165000p.
BoHychbl 11 000p. 500p. 9000p. 12300p. 11800p. 10200p. 54 800p.
ExemecAyHble goxogbl 36000p. 25500p. 34000p. 42300p. 41800p. 40200p. 219 300p.
Pacxopgbl
MpogyKTEl NUTaHKUA 18250p. 15720p. 17980p. 16540p. 15230p. 16100p. 99 820p.
KommyHaneHbele naaremm 3 100p. 4 980p. 3130p. 3 250p. 4 830p. 5 180p. 30470p.
Mokynka eewei 6 250p. Op. 4 800p. 1 380p. 6 900p. Op. 19 330p.
ObcnymueaHue aeTomobuna 2500p. 3700p. 1250p. 4620p. 2940p. 5730p. 20 740p.
Beinnata kpeguroe 3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 3 300p. 19 800p.
ExxemecadHble pacxogel 35400p. 27700p. 32460p. 31090p. 33200p. 30310p. 190160p.
BanaHc
HakonneHwa 600p. -1600p. -60p. 11150p. 19750p. 29 640p. 29 640p.

,ZIJ'ISI CO3JlaHud auarpaMMbl Ha OCHOBC TaOJIMYHBIX JaHHBIX CHa4dajia
BBIICIUTE TEC ﬂqeﬁKI/I, HH(bOpMaIII/ISI M3 KOTOPBIX JOJIDKHA OBITH IIpeACTaBJICHA B
I‘pa(l)I/I‘IGCKOM BUJIEC. HpI/I 9TOM BHEIIHMN BUJ JAUarpaMMmbl 3aBUCHT OT THIIA
BI)I6paHHI)IX JaHHBIX, KOTOPBLIC AOOJIKHbBI HAaXOJHUTLCA B CTOJ'I6IIaX HIIN CTpOKax.
3aroJioBKu CTOJI6IIOB JOJDKHBI HAXOAUTHCA Hald 3HAYCHUAMM, a 3arOJIOBKHU CTPOK —
clieBa OT HHUX. B Hamem cIy4dac, BBIIACIEAEM KIICTKH COACpXKAIKWEC Ha3BaHUIA
MECIIIEB, craTteu pPacxoa0B UX 3HAYCHMU.
|HH5apb|meapanb| Mapr |Anepnb| Maid | HroHB Cynanaa

Adoxoakl

250000 25000p. 25000p. 20000p. 30000p. 30000p. 165000p.
11000p.  500p. 9000p. 12300p. 11800p. 10200p. 54 800p.
36000p. 25500p. 34000p. 42300p. 41800p. 40200p. 219 800p.

Pacxopgpel

MpopgyHTEl NUTaHKWA 99 B20p.

KommyHanbHbIie NAaTeMn 5100p. 4980p. 5130p. 5250p. : .|  30470p.

Moxynka seweis | 6250p.  0p.  4800p.  1380p.  6300p. 19 330p.

Obcnymmneanue aeTomobuna b . 1250p. 4620p. b .| 20740p.
Beinnara KpegwuToe 19 800p.

35400p. 27700p. 32460p. 31090p. 33200p. 30310p. 190160p.

EanaHc

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

3atem, Ha JeHTe BO BkJajke BeraBka B rpynne {marpammbl BoiOepuTe
HY)KHBIH THN W BHI AuarpaMMbl. UTo OBl YBHIIETh KPAaTKOE OMHCAHHE TOTO WIIH
WHOTO THIA ¥ BUJIA TUarpaMM, HEOOXOUMO 3aJepKaTh HA HEM yKa3aTeIh MBIIIH.
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B mwamem mnpumepe nmaBaiiTe BbIOEpEM OOBEMHYIO IHIIMHIPUYIECCKYIO
TUCTOTPaMMy C HakoIuleHHeM W HaxmeM kHomky OK, mocie wero Ha pabouem
JIACTE MOSIBUTCS THArpamMMa.
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Tak xe O6paTI/ITe BHHUMAaHHUC, Ha ITIOABJICHHUC }IOHOJIHPITCJIBHOﬁ 3aKJIalIK1 Ha
nente PaGora c AAArpaMMaMHu, coJieprKarast ermie TpH
Bknanku: Konerpykrop, Maker u ®d®opmar.
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Ha Bknagke KoHCTPpYKTOpP MOKHO M3MEHWUTh THUIl JHATPAMMBbI, MOMEHSTH
MECTaMU CTPOKH M CTOJIOIbI, TOOABUTH WM YIAIUTh JaHHBIE, BEIOPATh €€ MaKeT U
CTUJIb, @ TaK K€ MEPEMECTUTh AUArpPaMMy Ha JIPYroM JUCT WU JPYTyI0 BKIAIKY
KHHTU.

Ha Bkimanke Maket pacrosiaraioTcsi KOMaH[bl, IO3BOJSIONINE J00aBIATH
WIM yOAIATh PA3JIUYHbIE DJIEMEHTHl JUAarpaMMbl, KOTOpPbIE MOYHO JIETKO
(dbopmaTupoBaTh C TOMOIIBIO 3aKiIaaku Dopmar.

Bxrnanka Pabora ¢ nmarpaMmmamm MosBiIsSie€TCS aBTOMATUYECKU BCSIKHUM pas,
KOT/Ia BbI BBIJCNSETE AMarpaMMy W HCYE3aeT, KOrjJa MPOUCXOIUT padbora C
OPYTUMU 3JIEMEHTAMH JOKYMEHTA.

dopMaTUPOBAHUE U U3MEHEHHE AUArpaMm

[Ipy nmepBUYHOM CO3JaHMU THATPAMMBI 3apaHEE OUYECHb TPYAHO OIPEIEIINTD,
KaKo ee THUM MpeACTaBUT Hanbosee HarlIsgHO BHIOpAaHHBIC TaOJIMYHBIC JTaHHBIE.
Tem Oonee, BIOTHE BEPOSATHO, YTO PACIOIOKEHHUE HOBOW MUArpaMMbl Ha JIHCTE
OKa)XKETCsl COBCEM HE TaM, TJIe€ BaM XOTEJIOCh Obl, 1a U €€ pa3Mephbl BaC MOTYT HE
ycTpauBaTh. Ho 3T0 He Oena — mepBOHAYANBHBINA TUI W BHJ JAHArpaMMbl MOXKHO
JIETKO W3MEHUTh, TaK K€ €€ MOXXHO NEPEeMECTHTh B JOOYI0 TOUKYy paboueit
00JIaCTH JIMCTa WM CKOPPEKTUPOBATH TOPU3OHTAIBHBIC U BEPTHUKAILHBIC Pa3MEPHI.

Uro OBICTpO W3MEHHUTh THUI JuarpaMMmbl Ha Bkiajgke KoHCTpykTOp B
rpynne Tum, pa3Memarmencs ciieBa, EIKHUTe KHONKy U3MeHuTh THI
AuarpaMmbl. B OTKphIBIIEMCSI OKHE CJeBa BHIOEPUTE CHAYaja MOAXOASIINI THII
auarpaMMbl, 3aTeM ee moatun M Haxkmure KHOmkKy OK. Jlmarpamma Oymet
aBToMartuuecku mnepectpoeHa. CrapaiiTech MoAOMpaTh TAaKOM THUI JUarpaMMBbl,
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KOTOpbI Haubojiee TOYHO W HArjsigHO OyJIeT IEeMOHCTPUPOBATH II€JIb BaIUX
BBIYHCIICHUH.

Ecnu nanneple Ha pguarpamme oOTOOpaXkaloTcsi HE JIOJDKHBIM  00pa3oM,
nonpoOylTe MOMEHSITh MECTaMH OTOOpa)K€HUs CTPOK M CTOJOLIOB, HakaB Ha
KHOIIKY, CTpoka/cTonden B rpynne /lannbie Ha Bknaake KoncTpykrop.

[lono6paB HYXXHBIH THUIl JUArpaMMbl, MOXXHO MOpabOTaTh Ha €€ BUAOM,
NPUMEHUB K HEW BCTPOCHHBIE B NpOrpaMMmy MakeTbl M ctuiu. Excel, 3a cuer
BCTPOCHHBIX PEUICHUM, MPEJOCTABISET IMOJIb30BATENSIM HIMPOKHE BO3MOKHOCTU
BbIOOpA B3aMMHOT'O PACIIOJIOAKEHUS SJIEMEHTOB JIUarpaMM, UX OTOOPAKEHHUS, a TaK
e [BETOBOr0o oopmMieHus. BbIOOp HYKHOTO MakeTa M CTUJISL OCYILECTBIIAECTCS Ha
BKiIajke KOHCTpYyKTOp B rpynmax ¢ TOBOpSIIMMHM  Ha3BaHUsMU MakeTsbl
auarpamMm v Ctwim  auarpamm. llpu »53ToM B  KaxaoW M3 HUX €CThb
KHOMKA /lono/iHUTe IbHBIE NAapaMeTpbl, pPAacKpbIBAIOIIAasl TMOJHBIA  CIUCOK

MpEeIaracMbIX PEIUICHUM.
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N Bce xe He BCE€raa CO3aHHasA HIIN OT(i)OpMaTI/IPOBaHHaSI AuarpamMma ¢
IIOMOIIBIO BCTPOCHHBIX MAKCTOB MU cTHieH YAOBJICTBOPACT MOJb30BaTeNICH
OCJIIMKOM M ITOJIHOCTBIO. CnumkoM OOIBIIION pasMep HIpI/I(i)TOB, O4Y€Hb MHOI'O
MECTa 3aHUMACT JICTCHAA, HC B TOM MCCTC HAXOAATCA ITOAIIMCH JAaHHBIX WMJIIM CaMa
AuarpamMma CJIMIIKOM MaJICHbKa. CHOBOM, HCT IIpcaciia COBCPIICHCTBY, U B EXCGI,
BCC, YTO BaM HC HPABUTCA, MOKXHO UCIIPABUTb CaMOCTOATCIIBHO Ha CBOH «BKYC» U
«IBET». I[GJ'IO B TOM, 4UTO JuarpaMma COCTOHT U3 HCCKOJIBKUX OCHOBHBIX 6J'IOKOB,

KOTOPEIE BbI MOKETE (POPMATUPOBATH.
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Oonacms Ouazpammpl — OCHOBHOE OKHO, TJ€ pPa3sMEIIAIOTCA BCE
OCTaJIbHBIE KOMIIOHEHTHI AuarpaMmbl. HaBeast Kypcop MBIIIM Ha 3Ty 00JacTh
(MOSABIISIETCS. YEPHOE MEPEKPECThE), U 3aKaB JIEBYIO KHOIKY MBIIIH, MOKHO
nepeTanuTh AUarpaMmy B JIIOOyH0 4YacTh JucTa. Eciu ke Bbl XOTUTE
U3MEHUTh pa3Mep AuarpaMmbl, TO HaBEAUTE KYypCOp MBIIIM Ha JIO00N u3
YIJIOB WJIM CEPEIMHY CTOPOHBI €€ PaMKH, U KOTrJa yKa3zaTeslb MPpUMeT GopMy
JIBYXCTOPOHHEU CTPEJIOYKH, MOTIHUTE €T0 B HY’KHOM HaIlpaBJICHUH.

Obnacmes  nocmpoenus  ouazpammvl —  BKIIOYAaeT B ce0s
BEPTUKAIBHYIO U TOPU3OHTAIBHYIO OCH, PSJl JAHHBIX, a TaK K€ OCHOBHBIE U
JOTIOJTHUTEIIbHBIC TUHUU CETKHU (CTEHBI).

Pao oOannvix — naHHble, NpEJCTaBICHHbIE B TpadUuecKoM BHJIE
(InarpaMmma, rucrorpamma, rpaduk u T.1.). MOTyT UMETh MOJIMUCH JIaHHBIX,
oTo0Opaxkarolue TOYHble IM(pPOBBIE TMOKa3aTeld CTPOK WIH PSJIOB
JUarpamMMel.

Ocbv 3Hauenuil u o0Cb Kame2opuil — YNUCIOBbIE MapaMeTphl,
paclONOKEHHBIE  BIOJb BEPTUKAJIBHOM W  TOPU3OHTAJIbHOM  JIMHHUM,
OPUCHTHPYSACh HAa KOTOPHIE MOXXHO OIICHWUTH JaHHBIC auarpaMMmbl. MoryT
UMETb COOCTBEHHBIC MOJIIMUCH JICTICHUI U 3ar0JIOBKHU.

Jlunuu cemku — HarJIsIAHO TPENCTABISIOT 3HAYEHUS Oced U
pa3MeniarTcs Ha OOKOBBIX MAHEIISIX, Ha3bIBAEMbBIX CTEHAMMU.

Jlezenoa — pacmipoBka 3HAUCHUH PSATOB UIH CTPOK.

Jlrobomy  momws3oBarento  Excel — mpepocraBisiercs  BO3MOXHOCTD
CaMOCTOSITEIIbHO U3MEHSTh CTUIIU U XYJ0KECTBEHHOE MPECTABICHUE KAXKI0T0 U3
BBIIICTIEPEYHCIICHHBIX KOMIIOHEHTOB quarpammebl. K BammM yciyram BeIOOp 11BETa
3aJIMBKH, CTHJIA TPaHUI, TOJNIIMHBI TUHUHN, HATOKEHUE 00beMa, TeHEW, CBEUECHUS U
CrJIaXUBaHUsl Ha BBIOpaHHBIE OOBEKTHL. B 111000 MOMEHT, MOXXHO H3MEHHTH
oOmuii pasmMep JAuarpaMMmbl, YBEIHYUTH/yMEHBIIUTH JIOOYIO ee 00JacTh,
HAMpUMeEpP, YBEIUYUTh CaMy JAHarpaMMy U YMEHBUIUTH JIETCHIYy, WJIH BOOOIIE
OTMEHHUTH O0TOOpaK€HNE HEHY>KHBIX 3JIEMEHTOB. MOXHO M3MEHUTH YTrOJ HAKJIOHA
JMarpamMMBbl, TIOBEPHYTH €e, clieslaTh 00beMHON WiIH IIocko. OgHuUM citoBoM, MS
Excel comepxuT  HMHCTpYMEHTHI, TO3BOJSIIONIME  TMPUAATh  JUArpamMme
COOCTBEHHOPYYHO Hanbosiee yI0O0HBIN I BOCIPUITHS 00pa3.

s M3MEHEHHUS KOMIIOHEHTOB JarpamMMbl BOCITOJIB3YUTECH
BKJIaJKoi MakeT, pacliong0:K€HHOH! Ha JIEHTE B 00J1aCTH PaﬁoTa c zmarpaMMaMn

F™ _Wmi‘?uamm_ (=10
m FnasHas Bcraska PasmeTka cTparnuysl Dopmynst JaHHbte PeueHsupoBaHue Bua KoncTpykTop MakeT Dopmat a @ = @p 24
O6nacTb gUarpaMmel e 0 JNlerenpa ~ 8 | CTeHKa guarpammel ~ %

: izl ¥ | = " il | |l = AR %] [l

@] OcHoBaHWe guarpammel =
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YUWMiA pparmeHT Moanucy O Do

3ILGCB BbI HaHz[eTe KOMaHJbl C Ha3BaHUAMHU BCEX 4YaCTeu z[HarpaMMH a
HICJKHYB 1O COOTBETCTBYIOIIMM  KHONKAM, MOXHO IIEpEUTH K HX
dopmatupoBanuto. EcTh um gpyrue, Oojnee mpocThie CHOCOOBI HM3MEHEHUS
KOMIIOHEHTOB AuarpaMm. Hampumep, 10CTaTOYHO MPOCTO HABECTH KYPCOP MBIIIU
Ha HYXXHBII 00BEKT, U IMETKHYTh IO HEMY JIBa pa3a, MOCJE Yero cpa3dy OTKPOETCs
OKHO (opMaTUpoOBaHUS BBIOPAHHOIO d3JieMeHTa. Tak e Bbl MOXKETE
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BOCIIOJIB30BATHCA KOMAaHAAMU KOHTEKCTHOI'O MEHIO, KOTOPOE BBI3BIBACTCS KIUKOM
IIPAaBOM KHOIKU MBIIIY IO HY’)KHOMY KOMIIOHEHTY.

Camoe BpeMsi mpeoOpa3oBaTh BHEIIHWM BUJ Hallel TECTOBOM JuUarpammbl,
BOCIIOJI30BABUIMCH Pa3HbIMU criocobamu. CHayana HECKOJBKO YBEITUYUM pa3Mep
auarpamMMmbl. J[asi 3TOrO yCTaHOBUTE KypCOp MBIIIA B JIIOOOH yroia o6yiacTu
AUarpaMMbl M II0CJIE M3MEHEHMS €ro BUJAa Ha JIBYXCTOPOHHIOIO CTPEIOYKY
MOTAIUTE YKA3aTellb B HY’KHOM HalpaBJIeHUH (HAMIPaBICHUSX).

Ternepb OoTpeakTUpyeM BHELIHUM BUJ PsAAOB HaHHBIX. [llenkHure nBa pasa
JIEBOM KHOIMKOW MBIIIY O JIFOOON IIBETHOW IMJIMHJIPUYECKON 00JaCTH AUarpaMMbl
(KaXabld psii OTMEYEH CBOMM YHUKAJIbHBIM I[BETOM), IOCJIE€ YEro OTKPOETCA
OJTHOMMEHHOE OKHO C HACTPOHKAMH.

oo v | -

| NapameTpsl pana MapameTpbl pada
durypa DPoHTANLHBIA 3330p
o p—— Bes zazopa r/} BonswoK 3asop
LieeT rpaHuus 0%
CTHAM MPEHHLL Fokosoit sa30p
TeHe Bes zasopa r/l Bonbwoi asop
CBEYEHME W CrNEKHBaHWE 31%,

DopMaT ofibeMHOR dMrypel

3nmech, cineBa B CTOJNOIE, OTOOpa)kaeTCs CIHMCOK MapaMeTpoB, KOTOpHIE
MOKHO COOCTBEHHOPYYHO M3MEHSATH IJIsi JTaHHOTO KOMIIOHEHTa JHarpamMMmbl, a
crpaBa — 00J1acTh PEIAKTUPOBAHUS C TEKYIIMMU 3HAUCHUSIMH.

3nech Bbl MOKET€ BBIOpaTh pa3jMYHbIE MMapaMeTpbl OTOOpaKeHUs psna,
BKJIIOUas TUII (PUTYPBI, 3a30pbl MEXKAY HUMU, 3aJIMBKY 00JIACTH, LIBET TPAHUI] U TaK
nanee. [lompoOyiiTe caMOCTOATENHFHO B KaXKIOM W3 Pa3/ieJIOB MEHSThH MapaMeTphI
U YBUJIMTE, KaK 3TO OyJIeT BIUSATh HAa BHEITHUN BUJI JUATPAMMBI.

B utore, B okHe @opMar psijia JaHHBIX MBI YOpanu (poHTaILHBIN 3a30p, a
6okoBoi caenanu paBHbIM 20%, 100aBWJIM TEHb CHAPYX U M HEMHOTo oObeMa
CBEpXY.

Tenepp 1menkHEM TMpaBOM KHOMKOW MBINIM Ha JIOOOM  I[BETHOM
MAIMHAPUIECKON 00JIacTh M B OTKPBIBIIEMCSI KOHTEKCTHOM MEHIO BBIOEpeM
nyHKT Jlo6aButh moanmcu aaHHbIX. Ilocne 3roro Ha guarpamme MOSIBSITCS
eKEeMeCsSYHble 3HAa4YeHUsi 10 BBHIOPAHHOW CTaThe pacxonoB. Toxe camoe
MpOJAENIAaNTe CO BCEMH OCTaBIIMMUCS psaamMu. Kcrath, camy MOANKMCU JAHHBIX
BIIOCJICJICTBHH TOKE€ MOXHO (popMaTHpOBaTh: M3MEHATH pasMmep mpudra, IBET,
€ro HaYepTaHHE, MEHITh MECTOPACHOJIOKEHUE 3HAYEHUN U Tak nainee. st aToro
TaK JK€ HCIOJIb3YWTE KOHTEKCTHOE MEHIO, KJIMKHYB MPaBOd KHONKOW MBIIIH
HEIMOCPEICTBEHHO TI0 CAMOMY 3HAY€HUIO, U BHIOEpUTE KOMaHay dPopMaT noanucu
JAHHBIX.
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Jlns opmatupoBaHMsl OCeil JaBaiiTe BOCIONb3yeMcsl BKIaakoi MakeT Ha

nente cBepxy. B rpynme Ocwu mienkHuUTE MO OJAHOMMEHHOM KHOIIKE, BbIOEpUTE
HY’)KHYIO OCb, a 3aTeéM IyHKT JlomoJIHUTe/JbHbIe TapaMeTpPpbl OCHOBHOM
TOPM30HTAJILHOW/BEPTHKAJIBLHOMN OCH.

[IpyHUMI pacMoONOXKEHUSI YOPABJISAIOMIMX JJIEMEHTOB B  OTKPBIBIIEMCS
okHe PopMAaT OCH MaJi0 YeM OTJIMYAETCA OT MPEABIAYLIUX - TOT ke CTOJOel] C
rapaMeTpaMHt CJI€Ba U 30HOW M3MEHSIEMbIX 3HAYEHUH CIIpaBa. 3AECh Mbl HE CTAJIH
0Cc000 HUYETO MEHSITh, JIMIIb J00aBUB CBETIO-CEphle TEHU K MOJIUCSIM 3HAYCHUH,
KaK BEpTUKAJIbHOM, TaK U TOPU3OHTAIBHOM OCEU.

Hakonen, pmaBaiiTe 1q00aBMM 3arojoBOK JMarpaMMbl, MIEJKHYB Ha
Bkiaake Maker B rpynne Iloamuen no kHonke HazBanme amarpammbl. Jlanee
YMEHBIIUM 00JIaCTh JIET€H/IbI, YBETUYUM 00JacTh MOCTPOCHHUS U TTOCMOTPHUM, YTO

Y Hac MOJIYYHUJIOCH:
ExxemecsuHble pacxogb!
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Kax Buamre, BcTpoeHHbie B Excel wuHCTpyMeHTH GdopMaTupoBaHUS
JUarpaMMm JE€UCTBUTENIBHO JAKOT MIHWPOKUE BO3MOYKHOCTH ITOJB30BATEISIM U



BU3YAJIbBHOC NPCACTABIICHHC TaOTUYHBIX JaHHBIX Ha 3TOM PHCYHKC PA3UTCIBHO
OTJIIMYACTCA OT IICPBOHAYAJIBHOI'O BaApHWaHTA.

CnapkiaiiHbl WM UH()OKpPUBBIE

3aBepiuas TeMy AUarpaMM B 3JIEKTPOHHBIX TaOauUax, AaBalTe paccCMOTPUM
HOBBII MHCTPYMEHT HATJISITHOTO MPEACTAaBIEHUS JaHHBIX, KOTOPBIM CTAll JOCTYNEH
B Ecxel. Cnapkiaiinbl 1 HHQOKPUBBIE — 53TO HEOOJbIIME JUATPAMMBI,
pa3Melamuecs B OJHON s4eiike, KOTOpblE MO3BOJIIOT BU3YaJbHO OTOOpa3UTh
M3MEHEHHE 3HAYEHNN HETIOCPEICTBEHHO PAJIOM C TaHHBIMH.

Takum oOpa3om, 3aHHMasi COBCEM HEMHOI'O MECTa, CHapKJailHbl MPHU3BaHbI
IPOJIEMOHCTPUPOBATh  TEHJACHIMIO HW3MEHEHMS JaHHBIX B  KOMIIAKTHOM
rpaduueckom Buae. MHDOKpUBBIE peKOMEHIYETCS pa3MellaTh B COCEHEN Aueiike
C UCITIOJIb3YEMBIMU €€ TaHHBIMH.

JIns npuMepHBIX OCTPOCHUM CIAPKIIAMHOB JAaBANTE BOCIIOIB3YEMCs HalllEeH
y)K€ TOTOBOW TaONHUIIEH eKEeMECSYHBIX JIOXOJIOB M pacxojoB. Hamel 3amadeit
Oyner mocTpouTh WHGOKPUBBIE, TMOKA3bIBAIOIINE €XKEMECAYHbIe TEeHACHIIUH
M3MEHEHHMSI IOXOHBIX U PACXOIHBIX CTaTel OroIKeTa.

Kak yxe roBopwioch BbIIIE, HAIIM MAaJEHbKUE IHArpaMMbl JOJIKHBI
HaXOJIWUTbCS PANOM C sA4YEWKaMH JAHHBIX, KOTOPbIE YYYBCTBYIOT B HX
dbopMupoBaHuu. OTO 3HAYUT, YTO HAM HEOOXOAMMO BCTaBUTh B TaOJHILY
JIOTIOJIHUTENIBHBIN CTONMOel i1 MX pacHoJIOKEHUs cpa3dy Iocjie JaHHBIX II0
IIOCJIEIHEMY MECSLLY.

CTinK Ausiieia PeaakTHMnnEAHIAAS
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Tenepb BeIOEpEM HYKHYIO MYCTYIO SYE€MKY BO BHOBBH CO3JJaHHOM CTOJIOIIE,
HanpuMep HS. [Hamnee Ha JICHTE BO BKIagke BeraBka B
rpynne CnapkiaaiHbl BeIOEpeTe MOXOISIIU I TUIL

kpuBoil: I'pa¢puk, 'mcrorpamma vnu Beiurpsim/Ilpourpsim.



BrIGEDMTE HY¥HBIE AaHHBIE

[WanasoH AaHHex: | B5:G5| R
BeiGEpMTE MECTD ANA PA3MELLEHWA NIAPKNANHOE

[OWanazoH pacnonoxeHKa: | SHSS E'}:

ITociie aToro orkpoercs okHO Co3laHHe CHAPK/IAWHOB, B KOTOPOM BaM
OyZneT HeoOXOJMMO BBECTH [MANa30H SYE€EK C JaHHBIMHU, Ha OCHOBE KOTOPBIX
Oyzaer co3naH cnapkiaiiH. CaenaTh 3TO MOXKHO JIMOO HareuyaTaB AMANa30H SAYEEK
BPYUYHYIO, JIMOO BBIACIHUB €r0 C MOMOIIBI0 MBIIIK NpsAMO B Tabiuie. B cioydae
HEOOXOIMMOCTH MOXHO TaK € yKa3aTb MECTO ISl pa3MELICHUsl CIapKIaiHOB.
Hocne naxxatist KHonku OK B BBIIENCHHOM STMEHKU HOSBATCS HHPOKPHBASL.

l A B C D E F G H I
1 —mnﬁﬁm
2 Hdoxopgkl
3 25000p. 25000p. 25000p. 30000p. 30000p. 30000p. 165 000p.
11000p.  500p. 9000p. 12300p. 11800p. 10 200p. 54 800p.
Ll ExxenmecadHblie goxogbl 36000p. 25500p. 34000p. 42300p. 41800p. 40 ZODp. 219 800p.

B sTom npumepe, BBl MOKETE BU3YalIbHO HAOMIOAATh TMHAMUKY U3MEHEHUSI
00X JOXOJOB 3a IMOJYrojiue, KOTOPYH Mbl OTOOpasuiu B Buae rpaduka.
Kcratu, 4to OBl TOCTPOMTH CHAPKJIAMHBI B OCTABIIMXCA SYEHKAX CTPOK
«3apruiatay U «bOHYCB», HET HUKAaKOW HEOOXOIUMOCTH TMpOJIETbIBaTh BCE
BBIIICONMCAHHBIE JIEHCTBUSA 3aHOBO. /[0CTaTOYHO BCIIOMHUTH M BOCIOJIB30BATHCA
y’K€ U3BECTHOM HaM (pyHKI[MEH aBTO3aIMOTHEHHUS.
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30000p. 30 000p. 165000p. | 30000p. 30000p.| —~ | 165000p.
11800p. 10 200p. 54800p.  11800p. 10200p. “~" | 54800p.
41800p. 40200p. -~ i 219800p. 41800p. 40200p.| ~~" | 219800p.

[lonBenuTe Kypcop MBIIIM K IIPABOMY HI)KHEMY YIIIy SYEHKU C Y¥KE
IIOCTPOEHHBIM CHApPKJIAHOM M IIOCJI€ TIOSBJIEHUS UYEPHOrO MEPEKPECThA,
MepeTaumTe ero K BepxueMy kpato kietku H3. OTnycTHB JIEBYIO KHOINKY MBbIIIH,
HACJIAXKIANUTECh MIOJIYYEHHBIM PE3YJIBTATOM.

Tenepr mompoOyHTe CcaMOCTOSTEIBHO JOCTPOUTHh CHAPKIAWHBI  I10
pacXodHBIM CTAaThsIM, TOJBKO B BHJIE TUCTOTpamMM, a Jjisi obOmiero OanaHca, Kak
HEJIb35 KCTATH TIOJIOMIET TUIT BBIUTPBII/ TIPOUTPHIIIL.

Tenepp, mocne mobaBiIeHMs CIIApKIAWHOB, HAIlla CBOJAHAS TaOIHIIA MIPUHSIIA
BOT TaKOW MHTEPECHBIN BU:
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 sape [Oespane| Mapr | Ancpne | Maii | ome | | Cynwa

Odoxogbl
25000p. 25000p. 25000p. 30000p. 30000p. 30000p. -~  165000p.
11000p.  500p. 9000p. 12300p. 11800p. 10200p. .~ ~  54300p.
36000p. 25500p. 34000p. 42300p. 41800p. 40200p. ~~ 219800p.
Pacxoghbl
18250p. 15720p. 17980p. 16540p. 15230p. 16100p. H_Na_- 99 320p.
5100p. 4980p. 5130p. 5250p. 4830p. 5180p. m=BMN_N  30470p.
6250p. Op. 4800p. 1380p.  6900p. op.® m_N  19330p.
2500p. 3700p. 1250p. A4620p. 2940p. 5730p. —m_mal  20740p.
3300p. 3300p. 3300p. 3300p. 3300p. 3300p. NENNENE  19800p.
35400p. 27700p. 32460p. 31090p. 33200p. 30310p. H_maBa  190160p.
BanaHc
HakonneHusa 600p. -1600p. -60p. 11130p. 19750p. 29640p. IIII II 29 640p.

Taxkum oOpazom, OpocuB O€rmblii B3TJIsA HA TaOMWIY U HE BUUTHIBASICH B
YuCia, MOXHO YBUJETh JTUHAMHUKY MOJYYEHHUS JOXOJO0B, NMUKOBBIE PACXOAbI IO
MecsiIaM, MecsIbl, Tie 0ananc ObLI OTPUIIATEIIBHBIM, a TJI€ TOJOKUTEIBHBIM U TaK
nanee. Corjacurech, BO MHOTHX CIIy4asiX 3TO MOKET OBITh MOJIE3HO.

Tak e, Kak W JAuarpamMMbl, CHapKJIailHbI MOXXHO pPEIaKTUPOBaTh M
HACTpauBaTh WX BHEIIHHWM BuJ. [Ipu miemyke MbIIbIO MO suelike ¢ HHGOKPUBOM,
Ha JICHTE MOSBIIAETCS HOBas BKJajika Padora co cnapkiaiiHaMu.

@l H e _Iﬂmemﬁcrosoﬂ EI(C_ Paborta co ,'_';.'- GETE ‘.l-:-|-|§|-|i2§
naeHan Bcraeka PazmeTka cTpaHWLE DopmMynel [JaHHele PeLleHIMpOEaHWE Bwna FDF KoHcTpykTOop I () e = e B
2 .|‘/\__/\ .FE 'W MakcumaneHaa Touka D Mepeaa Touka Z hd -'Q : : YNNUpoE
—"ﬁ T |:| MuHUManeHaa ToqKa |:| MoonegHAn ToYKa I'I||I|-|I'I|I n' %Pasrpynnmposam

MzmennTe | JluHua TMCTorpamma | Bevrp siw/nponrpeiw

(a1
AaHHbIE ™ [ OTpuuaTensHbie Toukm .

>

&2 Oumncute =

CnapknaiiH Twn Mokazate CTHNE IpynnuposaTe

C momompl0 KOMaHJ PAacHOJIOKEHHBIX 3J€Ch MOXKHO M3MEHUTH JIaHHBIE
cHapkiaiiHa M €ro THUIl, YOPaBISITh IOKAa30M OTOOpaXeHHs TOYEK JaHHBIX,
U3MEHSTh CTWJIb W IIBET, VYIOPABIATh MACIITA0OM U BHAMMOCTBIO OCEil,
TpyNIUpPOBATh U 33/1aBaTh COOCTBEHHBIE TTapaMeTphbl OpMaTUPOBAHUS.

Hanocnenok, cToUT OTMETUTH U €11€ OJIMH UHTEPECHBI MOMEHT - B STYEHKY,
COJICpIKaIIlyI0 CIAapKJIaiH, BBl MOKETE BBOJWUTH OOBIYHBIM TEKCT. B 3TOM ciydae
nHpokpuBas OyJeT UCIIOIL30BaThCS B KauecTBe (PoHA.

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

HEe00X0AMMOi1 1VIsl OCBOCHM S AUCHMIIHHBI
3.1 OcHoBHas yyeOHasi quTEpaTypa

1. Uudopmartuka. bazossiii kypc [Tekct|: yueObHoe mocoOue / mox pen.
CB. CumoHoBuua. - 2-¢ uzga. - CII6.: ITutep, 2010. - 640 c.: wi. - (YueOHUK s
BY30B). (99 5K3.)

2. Wessaxun, A. C. UndopmaiimoHHble TAMOKEHHbIE TeXHOJIOTHH [TekcT] :
yueOHoe mocobue: [t cTyneHToB no crnenuanbHoctd 036401.65 '"TamoxeHHOE
neno"] / A. C. llleskun, B. B. KoBapna. - Cankr-Ilerepoypr: Uatepmenus, 2016.
- 200 c.

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

3.2 JlonosiHUTEIbHAS JIUTEPATYypa

1. Mansimenko, HO. B. HHbopmanroHHbIE TaMOXEHHbIE TEXHOJIOTHH
[TexkcT]: yuebnuk / Poccuiickas TtamoxeHHas akanemusi; DenepanbHas
TaMOXKeHHas ciyx0a. - M.: PO PTA, 2007. - 352 c.

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

3. bopzos, 1. b. Uadopmartuka [DneKTpoHHBIN pecypc]: yuebHoe mocooue
/ . b. bop3os, U. E. Uepnenkas, E. A. Turenko; Kypckuii rocymapcTBeHHbIN
TexHuueckuit yausepcutet. - Kypck: Kypck[' TV, 2007. - 128 c.

3.3 Jlpyrue y4eOHO-MeTOAUYECKHE MATEPUAJIBI

OTtpacneBble HAYYHO-TEXHUYECKHE KYPHAJIbI B OMOIMOTEKE YHUBEPCUTETA:

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

4 TlepeyeHb pecypcoB HH(GOPMANMOHHO-TEJIEKOMMYHUKAINIMOHHON CeTH
«/HTepHeT?», HEOOXOAUMBIX JISI OCBOCHHS TUCIHUIIINHBI
1. Onextponnas 6ubmuoreka FO3I'Y http://www.lib.swsu.ru/

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

online» http://www.biblioclub.ru
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