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1.7.Pabouas mMebenb Jyisl MOJb30BATENICH KOMITBIOTEPHOU TEXHUKOMN AOAKHA
OTBEUATH CICAYIOMNM TPEOOBAHUSIM:

— BbICOTa paboudeil TMOBEPXHOCTH CTOJA JOJDKHA PETYJIUPOBATHCS B
npeaenax 680 - 800 mm; mpu OTCYTCTBHM TaKOW BO3MOXXHOCTH BbICOTa padboueh
MOBEPXHOCTH CTOJIA JTOJX>KHA COCTABJIATh 725 MM;

— pabouuii CTOJ MOHKEH WMETh MPOCTPAHCTBO I HOT BBICOTOW HE
menee 600 MM, ryOuHOW Ha ypoBHE KoJjieH He MmeHee 450 MM M Ha ypoOBHE
BBITAHYTHIX HOT HE MeHee 650 Mm;

2. TpeboBanus 0€30MaCHOCTH MEPE] HAUaJIOM PabOTHI

2.1.IToaroroBuTh padoyee MECTO.

2.2.0tperynupoBaTh OCBellleHHEe Ha pabdodeM MecTe, YyOeauThcad B
OTCYTCTBUU OJIMKOB HA SKPaHE.

2.3 IIpoBepuTh NMPaBUIBLHOCTH MOAKIIOUCHUS 000PYA0BAHUS K SJIEKTPOCETH.,

2.4 IlpoBepuTh WUCTIPABHOCTH MPOBOJOB MUTAHUS W OTCYTCTBHUE OTOJICHHBIX
Y4aCTKOB TIPOBOJIOB.

2.5 IlpoBepuTh MPAaBWIIBHOCTH YCTAHOBKH CTOJIA, CTYJIa, MOACTABKH JIJIs HOT,
MIONIKATPA, YIJ1a HaKJI0HA SKpaHa, TMOJ0KEHHUE KJIaBUATYPhl, MOJIOKEHUE "MBIIIIHA" Ha
CHEITUAIBHOM KOBPHKE, TIPH HEOOXOIUMOCTH MPOU3BECTH PETYJMPOBKY padbodero
CTOJIa ¥ KPECTia, a TaK)KE PACTIONOKECHHAE MIEMEHTOB KOMITHIOTEPA B COOTBETCTBHUH C
TpeOOBAHUSIMH SPTOHOMHUKH U B IEJIAX HUCKITIOUCHHS HEYTOOHBIX 103 U JUTUTEITHHBIX
HANPSKEHUN Tena.

3. TpeGoBanus 6€30MaCHOCTH BO BpeMs pabOThHI

3.1.Crynenty nipu padote Ha [1IK 3anpemniaercs:

— TIpUKacaThCad K 3agHEH TMaHeaW CHCTEMHOro OJioka (mporieccopa) MpHu
BKJTFOUCHHOM TTUTAHWW,

— TEPEeKIIIOYaTh  pa3beMbl  MHTEPPEHCHBIX Kabemer  mepudepuitHpIx
YCTPOHCTB MPH BKITIOUCHHOM TTUTAHWW,

— JIOTyCKaTh TIOTIQJIAHWE BJIaTM HA TIOBEPXHOCTh CHCTEMHOTO OJoKa
(mporieccopa), MOHHTOpPA, PabOUYyd TOBEPXHOCTHh KIIABHATYPHI, THCKOBOIOB,

MPUHTEPOB U APYTHX YCTPONCTB,



— MPOU3BOJIUTh CAMOCTOSTEIBHOE BCKPHITHE U PEMOHT 000pPY0BAHUA,

— paboTaTh HA KOMIBIOTEPE TIPH CHATHIX KOXKYXaX;

— OTKJIIOYaTh 000PYIOBAHUE OT AJIEKTPOCETH U BBIICPTUBATH SJICKTPOBUIIKY,
JIEpKach 3a LIHYP.

3.2 ITpoAOAKUTEIBHOCTh HENPEPHIBHOW pabOThl € KOMIIBIOTEPOM  0€3
PErIAaMEHTUPOBAHHOTO MEPEPHIBA HE 0KHA MPEBBIIIATH 2-X YaCOB.

3.3.Bo BpeMs periaMeHTHPOBAHHBIX TIEPEPHIBOB C TETBIO0 CHIKEHUS HEPBHO
- SMOLMOHAJILHOTO HAMPSXKCHUS, YTOMJICHHS 3PUTEJIBHOTO  aHAIM3aTopa,
YCTPaHCHUS BIUSHUA THIIOJUHAMUN W THIIOKWHE3WH, MPEAOTBPAIECHUS Pa3BUTHS
MO3HOTOHUYECKOT'O YTOMJICHHS BBHITIONHATH KOMIUICKCHI YITPAOXKHCHHH.

4. TpeGoBaHus OE30MACHOCTH B aBAPUHHBIX CUTYAIUAX

4.1.Bo Bcex chaydasx oOpblBa TMPOBOJOB TMUTAHMSA, HEUCIPABHOCTH
3a3€MJICHHUS W APYTUX MOBPEKJCHUM, MOABJICHUS Tapy, HEMEUICHHO OTKIHOYUTH
MUTaHUE.

4.2 He npuctynarb K paboTe 10 YCTPAHEHUS HEUCTIPABHOCTEH.

43 1lpy moONyuyeHHH TPaBM WM BHE3AMHOM 3a00JICBAHUM HEMEJICHHO
W3BECTUTh OPraHU30BaTh MEPBYIO JOBPAUYCOHYIO MOMOIIL WIH BBI3BATh CKOPYIO
MEIULIMHCKYIO TTOMOIIb.

5. TpebGoBanust 6€30MACHOCTH MO OKOHYAHUU PAOOTHI

5.1 OTKII0UNTh MUTAHUE KOMIBIOTEPA.

5.2 1lpuBectu B mopsiA0OK padboyee MecTo.

5.3 .BeinonHuTh ynpakHEHU AJIs TJ1a3 1 MaJiblieB PyK Ha pacciiadiieHue.





















6. Ortnenute OyayuIuii TUTYJIBHBIN JIMCT OT JIMCTa JJaOOpaTOpHON padOThI
paspsiBoMm ctpanuitel (Ctrl+Enter).

7. Ha BrOopoM nmcTe HamedaTtaite CBOM (DaMWIMIO, UM W OTYECTBO.
Hcnonssyto coueranus knapuil CTRL+C nu CTRL+V caenaiite TeKCT, COCTOSIINH
n3 10 abG3anes.

8. YOeautech, UTO B JAHHOM TEKCTE€ HET OTCTYNOB J0 WM Tocjie abzaria,
yCTaHOBUTE ab3alHbIi oTcTyn 1,25,

9. K xaxmomy ab3amy TeKcTa IpUMEHHTE YKa3aHHOe (hOpMaTHPOBAHHUE:

[IlepBbrii a63am mpudt 12 myHKTOB, 1 MEXIYCTPOUHBIH WHTEPBAL,
BBIPABHUBAHUE MO IUPUHE
II.Bropoii a63am mpudt 14 myHkroB, 1,5 MEXIyCTPOUHBIN WHTEPBA,
BBIPABHUBAHUE M0 JIEBOMY KParo, MOAUEPKHYThIH
1. Tpernii a63an mpudt 16 MyHKTOB, 2 MEXTyCTPOUHBIH WHTEPBAJI, KYPCHB,
BBIPABHUBAHUE IO MPABOMY KPar0, Pa3pe:KEHHbIA MHTEPBAT MEKIY OyKBaMU TEKCTa
IV.YerBeproiii a63an mpudt 13 myHkTos, 1,25 MEXIyCTpOUHBIH WHTEPBA,
MOJTY>KUPHBIN KYpCHUB, BHIPABHUBAHKE IO MPABOMY KParo, YIUIOTHEHHBIN HHTEPBAJ
MEKTy OYKBaMH TEKCTa
VIlareiii a63anm mpudt 15 nysxTOB,] MEXAYCTPOUHBIH WHTEPBA,
BBIPABHUBAHUE MO IUPUHE, 3aUCPKHYTHIH
VIlllecroii a63am mpudt 14 myHkroB, 1,5 MEXKIyCTPOUHBIH WHTEPBAI
BBIPABHUBAHUE MO IUPUHE, TBOWHOE 3aUCPKUBAHKE
VII.Cenpmoii ao3anm mpudt 14 myskroB, 1,5 MeXAyCTpOUHBIH HHTEPBAJ
BBIPABHUBAHUE 1O IUPUHE, HAJICTPOUHbBIE U MOJICTPOUHBIE CUMBOJIBI
VIII.Bocbmoii a63am mpudt 14 myHkroB, 1,5 MEXIyCTPOUHBIH HWHTEPBAT
BBIPABHUBAHUE 1O IUPUHE, MAJIbIE TPOMUCHBIE OYKBBI
IX JleBarbiii a63anm mpudt 14 myHkros, 1,5 MEXKIyCTPOUHBIN HWHTEPBAI
BEIPAaBHUBAHUE 110 MIMPHUHE, U3MEHHUTH MBET MpuTa
X Hdecarwiii a63anm mpudt 14 nyakros, 1,5 MEXIyCTpOUHBIH WHTEPBANT

BBIPABHHUBAHHUC 110 MIMPHUHC, BEIACIINUTL TCKCT IBETOM.



JlanHO€ 3a7aHue HEOOXOAWMO BBIMIOJIHUTH JJiA TOTO, YTOObl BUJIEThH, Kak
MEHSIETCSA TEKCT MPU PA3JIMUHbIX HACTPOUKAX M YMETh 3TU HACTPOWKH U3MEHSATH U
youparh.

HeoOxoaumeiii HAcTpoWkM TEeKCTa [AJd TEKCTOBBIX JOKYMEHTOB B
YHUBEPCUTETE:

Teker moxkymeHTa Habmpaercs Ha kommbiorepe B dopmare .rtf wim .doc u
neJyaraeTcsl Ha OMHOW CTOpoHe jucta Oemoit Oymarm dopmara A4 (210x297).
[lIpudt — Times New Roman. [[per mpudra — uépnsriii, pasmep mpudra — 14,
AO3alHbI OTCTYIl JOJKEH OBbITh OAMHAKOBBIM MO BCEMY TEKCTY JOKYMEHTa H
coCTaBATh 1,25 cM. MeXCTpOUYHBIH MHTEPBAJI MOIYTOPHBIN. BhipaBHUBaHME TEKCTA
— 1O IIUPUHE.

Ha nepBoil crTpanuile OTYETa BBIMOJHUTE TUTYJBHBIA JIUCT, COTJIACHO
MPUBEICHHOMY HH)XE MPUMEDPY.

TekcT, HameuyaTaHHbIA KYpCHBOM, TMOSICHAET TO, KAKUM JOJXKHO OBITh
(dhopMaTrpoBaHWE TEKCTA HA TUTYJIBHOM JIUCTE. [lewaraTs ero He HYXHO.

10. BcTraBbTe HOMEpPA CTpaHUIL B JIEBbIA HUXKHUN yTOJ OTYETA U MCHOJIb3YS
BKJIaAKy BeraBka— Homep crpanutibi— BHuzy ctpanuiisi— Cropasa.

11. IlepetinuTe B HMOKHWM KOJOHTHUTYJ, HamedaTaiTe B HEM CBOE HMS,
ybeautech, uTo Bamie uMa aBTOMATHYECKU MMOBTOPWIOCH BO BCEX HHKHHUX
KOJIOHTHUTYJIaX JJOKYMEHTA.

12. IloctaBpTe rajgouky HanpoTus Mmoias «OcoObld KOTOHTUTYJ ISl TIEPBOU
CTpaHuIly» BO BKJIajike KOoHCTpyKTOp. Y 0eauTech, UTO HOMEP Ha MEPBOM CTPAHULIE
He oToOpa)kaercs.

13. Ilepeiins Bo Bknaaky Bceraska— Homep crpanuiisi— ®@opMar HOMEpPOB

CTaHHUIl HAYHUTC JOKYMCHT CO CTPaHMIIbI 5.






MunoopHayku Poccun
IOro-3anaaHblii rocy1apcTBeHHbII YHHUBEPCUTET
(nonyscupuwiti, 14 nynkmos. 1 unm, no yeumpy)

Kadenpa
(nonyscupuwiti, 12 nynkmos. 1 unm, no yeumpy)

JlaGoparopnast padota No
(16 nynxmos. 1 unm, no yenmpy)

no aucuuiimHe: «Mudopmarukay
(16 nynxmos. 1 unm, no negomy xkparo)

Beimonau: CTYACHT TPYMIIBI
HNeanos 1.U.
[Iposepui: K.T.H., TOLICHT

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

Kypek-20_ .
(14 nynxmos. 1 unm, no yenmpy)












HOMEPOM CTpaHUIlbl. AHAJIOTMYHBIM 00pPa3oM CJEAyeT MNOCTyHaTh CO BCEMH
pazaenamu PII3. B urore, y Bac nonyuutcs apromaTndecku cpopMUpoBaHHOE
OrJiaBJIEHHE, KOTOPOE XOPOLI0 BHIPOBHEHO 1 0T(POPMATHPOBAHO , KOTOPOE Oy 1T
ABTOMATHYECKH H3MEHSITb Ha3BAHUSl Pa3lesioB €ciii Bbl MX CMEHHUTE B XOJ€
penaktupoBaHus Bamel padoThl U MOCTABUT COOTBETCTBYIOLIHE CTPAHMIIBI,
KOTOPO€ MO3BOJIAET MTHOBEHHO 00paTUThCH K HY:KHOII BaMm riaBe u He nucrath
JI0 HY’KHOW CTPAHUILIbl POJIMKOM MBIIIIH.

N3mennte Ha3zpanme [ 'naBel 2. Hassaaue 2 Ha cnoBo «CamojieT», 0OHOBUTE
OTJIABJICHUE, YJAJIUTE Pa3pbiBbl CTPAHUI] MEK/Y TJIaBaMU, OOHOBUTE OTJIABJICHHE.

7. Ilocne rnaBbl 3 co3paiite «CHHCOK JUTEPATypb», COIAEPXKAIIUK TpHU
KHHTH:

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

2. Ilerpos ILII Kuura 2. 20 c.

3. Cunopos C.C. Knawura 3. 30 c.

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

Uto0bl caesiaTb aBTOMATHYECKYH CChLIKY Ha HCTOYHHMK B Word,
BBITIOJIHSIEM CJIeyIolIee:

1) mepeBoauM Kypcop B Jit0OO€ MECTO TEKCTa B MEPBOM IMYHKTE CIMCKA
JUTEpaTyphl (HampuMep, Ha Ha3BaHUE)

2) mnepexonuMm Ha JeHTy «BcrtaBka», nanee BbiOMpaeM «3aKiIaaKay.
[TosiBunock OKHO A00ABJICHUS 3aKJAJKH, B KOTOPOM HEOOXOJAMMO BBECTH UM
3aKJIaJKU U HaXKaTh KHOMKY «JloOaButhy. HauMeHOBaHME 3aKJIafikKu MOKET ObITh
moboe, HO He Oosee 40 CHUMBOJIOB, HE COJEpXKalllee MPOOETIOB M JPYTUxX
CTIETICUMBOJIOB (KpOME 3HaKa MmoAuepkuBanmusA). HaspiBaTs 3aknaaky yao0Hee BCEro
mo ¢aMWIMM aBTOpAa W Tape KIFOYEBBIX CJIOB W3 Ha3BaHWSA CTAThbH, HANIPUMED
"Hashim IT decision_making". Ecnu BBl yBepeHBI, uTO MAHHOTO aBTOpa y Bac

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









JlaGopaTopHas padora Ne3

Coznanue u popmaTupoBanue Tadmum MS Word

I{enb 1 3a1aun pabOTHI: HAYUUTHCS CO3/1aBaTh U PEAAKTUPOBATH TAOJIMIIBI B
MSWord

3HaTh: CIOCOOBI CO3/IaHUS U PEIAKTHUPOBAHUA TAOJIHI]

YMeTh: aBTOMAaTUYECKH HYMEPOBATh TaOJIUIIBI U CChLIIATHCS HA HUX B TEKCTE

Brnaners: HaBbIkaMu co3manus, peaakTuposanus Tadbmui 8 MS Word

Tabnuma mpencraBiasieT CETKy, OOpa3oBaHHYIO CTOJOIIAMH M CTPOKAMH.
Ilepeceuenuss cTonOIOB M CTPOK 0Opa3yioT sAueckkud Tadbmuiel. Kaxknas sdeiika
HE3aBUCUMa OT JAPYTHX 3JIEMCHTOB TAOJWIBI, I HEE BBl MOXKETE YCTAaHOBHUTH
TpeOyeMblit pa3mep u popmar.

Sdeiikn MOTYT coAepKaTh TEKCT, YMCa, Tpaduueckne N300paKeHUS WITH
dbopmymst. Ecu BBOAWTCS B AYEHKY TEKCT, TPU MOCTHXKCHWW TPABOTO Kpas OH
OyJeT aBTOMATHYECKH TEPEHOCUTHCS Ha CIICAYIONIYIO CTPOKY B COOTBETCTBHUH C
mupuHON sueiiku. [lpy W3MEHEHWM IIHUPUHBI CTONOLA WIM SYEHKH TEKCT
aBTOMATHYECKH OyJeT NMEPEHOCHUTHCA Ha CICAYIONIYIO0 CTPOKY (ITPH yMEHBITICHUH
IITUPHHBI ) WK BO3BPAIAThCS HA MPEIBIAYIIYIO CTPOKY (MTPH YBEITUUSHUH IITUPUHBI )
TaK, 4TOOBI MOJTHOCTHIO 3aMOTHUTH SYSHKY HOBOTO pa3Mepa.

Co3zaanne Tadun Tabnuiia MoxeT ObITh BCTABJIEHA B MPOU3BOJIBHOE MECTO
JTOKyMeHTa. PazMep TaOiuIl MOKET MPEBHINIATh Pa3MEP CTPAHMIIBI, TOATOMY €€
YacTh MOXET Pa3MeIaThCsA Ha OAHOW WM HECKOJIBKUX TMOCIICIYIONTNX CTPAHHIIAX.
B Takom ciyuae MOKHO OTIPEACTIATH 3arOJIOBKH T TaONHIIB TAKUM 00Pa3oM, UTo,
ecnu Tabnauna OyaeT pa3MellleHa Ha HECKOJIbKUX CTPAHUIAX, B BEPXHEW 4acTu
KQ)KJIOW CTPAHUIIBI 3aTOJI0BKA OyIyT OTOOPaKaThCA aBTOMATHUIECKH.

Jist co3manust TaGJHIbI MOKHO BOCIOJIb30BAThCSl KOMAHI0H BKJIaKa

Bcraska — nanenns Ta0Omuisl — kaonka Tabmuua.



B penakrope Word wumMeeTcss BO3MOKHOCTH HAPHCOBATH CJIOYKHYIO
Tabauiy ot pyku. JlJ1s 3TOro A0oCTaTOuHO BHIOpaTh B MEHIO Tabnuiia KoMaHIy
HApUCOBATh TAOJUILY.

[Ipexxae yeM MPUCTYNHTh HEMOCPEACTBEHHO K CO3JAHHIO TaOJMIIBI, BHI
JOJDKHBI MUMETh XOTA OBl MPUONHM3UTEIBHOE MPEACTABIICHHE O TOM, CKOJIBKO
CTOJIOIOB M CTPOK J0JHKHA MMeTh Tabnmuma. Ha 3Ttom stane He 00sA3aTeIbHO TOUHO
yKa3biBaTh mapameTpbl Tadauisl. [lociae co3manns Beeraa MOXKHO J00OABUThH W/WITH
YAQIATH CTOJIOIBI M CTPOKH TIO CBOEMY YCMOTPEHHIO.

Ecnu B cBOelt paboTe BB IPEANOUYNTACTE MOJTH30BATHCSA KIIABHATY PO, IS
MIEPEMEMICHHUS B CIICAYIONIYIO SUCHKY UCTIOIB3yeTcs kiasuima Tab. J{is nepexona k
npeasiaymiei suetike Haxkmute Shift+Tab. Ecion kmasuma Tab Oymer Hakara B TOT
MOMEHT, KOT/Ia Kypcop PacIioyio;KEH B IOCAeaAHEH sueiike Tadbmunbl, Word BcTaBuT
HOBYIO CTPOKY ¥ TIEPEMECTHT KYPCOP B €€ TEPBYIO SUCHKY.

B tabnune mpeacraBieHbl KJIAaBHUINK IS MepeMelneHus mno tadmuue. s
TOTO YTOOBI MOKHHYTH TAOIHIy, BBl JOJDKHBI ¢ TMOMOIIBIO MBIIIH WM KJIABHIII-
CTPEJIOK IEPEMECTHTH KypCOP 3a TIPEACITBI TAOJHIIHI.

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

Shif+Tab Ilepemermaercst Kypcop BIIEBO Ha OJIHY SUEHKY

Alt+Home m Alt+End Ilepememaer kypcop B MEPBYIO HIIM IOCICIHIOIO
SUCHKY CTPOKH, COOTBETCTBEHHO

Alt+PgUp u Alt+PgDn Ilepemerniaer kKypcop B NMEPBYIO WX MOCICIHIOKO
CTPOKY CTOJI011a, COOTBETCTBEHHO

Ha mpaktuke A0CTaTOYHO YacTO BO3HUKAET HEOOXOAMMOCTh W3MEHUTH
rmapamMeTphl TaOJHITBL, B KOTOPOM coaepikarcs ganHaeie. MS Word npenocrapiser B
HaIlle PACTIOPSKEHUE MIMPOYANIIAE BO3MOKHOCTH IO PEIAKTUPOBAHUIO TAOJIHIL,
BKJTIOYAsl BCTaBKY W yAAJICHWE SUYEEK, CTPOK M CTOJIONOB, TEPEMEIICHHUE W
KOIIMPOBAHME SUYCCK, M3MCHCHHE BBICOTHI W IMHPHUHBI SYCEK M MHOTOE JPYToe.

Komanpna: Bkimanka Padora ¢ Tabnumamu — KoHcerpykrop / Maker.



Jlis Toro 4TtoObl MEPEMECTUTh WJIM CKOMMPOBATH OJHY WA HECKOJIBKO,
AYECK, BMECTE, C UX COJACPKUMBIM, BBITIOJIHUTE CJICAYIOIINE ACHCTBUA:

-BeiGepute sueiiku, CTPOKM WJIM CTOJIOLBI, KOTOPbIE Bbl MPEANOJiaracre
MEPEMECTUTH HUJIN CKOTTUPOBATD.

-IlepeMecTHTh yKa3aTellb MBIIIH B TIpeaeiax BHIOPAHHBIX SUEEK TaK, YTOOBI
OH MPHHST BUJ CTPEJIKU, HAMIPABJICHHON CMpaBa HAJIEBO.

-JlanbHelIme Baliu JSHCTBUS 3aBUCAT OT TOTO, XOTHUTE JIM Bbl IEPEMECTUTH
WJIM CKOMTUPOBATh BBIACJICHHBIC 37IeMEHTA. J[J1s1 TOro 4ToObl MEPEMECTUTH SJIEMEHTHI
TaOJUIIBI, HAXXKMUTE JIEBYIO KHOMKY MbIH. Ecau BaMm TpeOyercss CKOMWPOBATh
AJIEMEHTHI, HaykmuTe Kiasuiny Ctrl, mociie uero HaKMHTE JICBYIO KHONKY MBITTH. B
3aBUCUMOCTH OT MPOM3BEIACHHBIX BaMHU ACHCTBUN B CTPOKE COCTOSHHUA TOABUTCS
COOTBETCTBYIOIIIEE COOOIIEHHE.

-IlepemecTuTh Kypcop B sSUEHKY, PacloOjOKEHHYIO JIEBEE M BbIIIEC TOTO
MECTa, B KOTOPOM JOJKHBI TOSBUTHCA IEPEMEIICHHBIC WA CKOMHPOBAHHbBIEC
STYEUKH.

-OTIyCTUTH KHOTIKY MBIIITH.

ITpu pabGote ¢ Tabnuieid naeiictBue komana Beipesars, KonupoBaTh u
BceraButs u3 meHto [IpaBka moaHOCTHIO aHAJIOTMYHO padoTe ¢ TeKCTOM. C MOMOIIBIO
3TUX KOMaHJl Bbl MOXKETE IMEPEMECTHUTh WJIM CKOMHPOBATh SUYEHKW B Mpeaesiax
TaOJIUIIBI MJIM CKOMTUPOBATh TAONHILy B Ipyroe MecTo. JlaHHOE CpeICTBO TO3BOJISIET
MepeMeEIaTh U KOMUPOBATh OJIHY WM HECKOJIBKO STYEEK WITH LIEIUKOM BCHO TAOJIHILY.

llepemewernue epanuy syeex u UCNOJBLI0BAHUE 2OPUSOHMANBHOU JIUHEKU
Jlnsg Toro ytoOBl M3MEHHUTH IIHPHUHY CTOJIOA C TOMOIIBIO MBIIIH, YCTAHOBUTE
yKa3aresb MBIIIM HA MPaBYIO rpaHuily crojibia. B pesynbrare ykasareib NpUMET
BUJI BEPTUKAJIBHOW ABOWHOW JIMHUHU CO CTPEJIKAMHW, HAMPABJICHHBIMU BIPABO M
BJIEBO. [ [pn 3TOM BUJI yKa3aTelsist HE 3aBUCUT OT TOT'0, OTOOPAXKAKOTCS WIH CIIPATAHbBI
JIMHUM CeTKU. HakMUTE KHOIKY MBIIIHA M MEPEMECTUTE STOT MapKep CToadIa /10
YCTaHOBKH TPeOyeMOM MUPUHBI CTOJIOIBI, MOCIIE YErO OTIYCTUTE KHOMKY MBIIITH.

Jleiicmeue Pezynomam



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

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

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

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

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

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

-Bri6epute Brnaaka Maket — nanens Pazmep aueliku

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

-Brei6epute Brnaaka Maket — nanens Pazmep aueliku

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

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

Hacrpoiika nosoxenust crpoxk Bxiaaka Maket — manenb BeipaBHUBaHUE

N3menenne opueHranum Tekcra Bxmanka Maker —  maHens

BripaBHuBanue — kHonka Hanpasnenue Tekcra.



[Tocne cozmanust TabaUIBI MOKHO U3MEHHUTHh €€ CTPYKTYpy, 100aBisid U
yaansis a4euKu, CTPoku U cTonoibl. KoHkpeTHbid Bu oniuii BectaButh U Y 1auth
u3 MeHro Tabnuia onpeaenseTcs TeM, Kakue 3J1eMEeHThl TaOMUIbl (TYEHKH, CTPOKH
WM CTOJIOIIBI) OBLTH BHIOPAHBI TIEPE] BHI30OBOM KOMAaH/IbI.

Bxnaaka Maket — nanenb CTPOKH M CTOJIOIIBI

JIist 0ObeIMHEHUSI HECKOJIBKUX PACIOJIOKCHHBIX PAJIOM B OJIHOW CTPOKE
AYECK BBIMOJIHUTE CJICAYIOIINE ACHCTBHUS:

-Bei6epuTte sueiiku, KOTOPbIE Bl XOTUTE OOBEIUHUTD.

-Bknanka Maket — nadens O0beAMHUTD — KHOTIKA OOBbEAMHUTD TUSHKH

Pa30ueHne sueek sBIAECTCS OOpaTHOW omepaluedl Mo OTHOUIEHUIO K
o0benuHeHuto. C €€ MOMOIIBI0 MOYKHO BOCCTAHOBUTH MCXOJIHOE COCTOSTHUE
00beIMHEHHBIX AuYeeK. [Ipu 3TOM pacnpeneneHue TeKCTa MeKIy suehkamu Oyaet
OMPEACIATHCA HaJIMUuMeM CHMBOJIOB abO3ara. Ilepewiit ad3air OyaeT MOMEIEH B
MIEPBYIO AUEHKY, BTOPOH ab3all — BO BTOPYIO STYEHKY U T.1.

-Be1Gepute 0/1HY WM HECKOJIBKO SYEEK, KOTOPhIE MPEANOJIaracTe pa3ouTh.

-Bknanka Maket — nanens O0beTMHUTD — KHOMKA Pa30uTh suehku

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

®opmaTupoBanue Tadaun Hcnonvzosanue xomanowvl Cmuiu madiuy
Komanga Ctunum Tadauil mo3BOISAET 3HAUUTENIBHO COKPATUTh BpeMsl, TpeOyeMoe it
MpUaaHus Bamieh TaOmWIkl MPOGECCHOHANBHOTO BHAA, 32 CUYET WCIIOIb30BAHUS
PEAONPEICIICHABIX cTHICH odopmierns Tabauiel. C HX TOMOIIBIO MOKHO OBICTPO
YCTAaHOBUTH OOpamMJICHWE W 3aJMBKy SUYEEK, MapameTpbl mpudTa W IBETOBOC
opopMiIeHHE, a TaKXKe aBTOMAaTHYECKOE W3MCHEHHWE pa3MEpoB SUEEK B
COOTBETCTBHUH C UX COJEPKUMBIM.

-YCcTaHOBUTE KYypcOp B Mpeaenax TabuIIbl.

-Bei6epute komanay Bkianka Konctpykrop — manens Ctunu tabmuu. M3
CIIUCKA MPEAoTPEACIICHHBIX (hopMaToB BeIOeprTe (hopMaT, B HAUOOJIBINEH CTENIEHN

OTBEYAIOIIWNA BAIlIUM TPEOOBAHUAM.
























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

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

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

nomotbio « M3mMeHeHus Gpurypbr» Bl MOAMPABUTE H30OPAKEHUE TIO TIEPUMETPY.

































Takum o00pazom, Kaxaas suelka — 3TO MECTO TMEPECECUEHUsA PA3TUUHBIX
CTOJIOIOB ¥ CTPOK Ha JIKCTE, (OPMUPYIONINX €€ COOCTBEHHBIN YHUKAIBHBIA aapec,
COCTOSIIMI U3 OYKBbI CTOJIOIIA U HOMEPA CTPOKU, KOTOPHIM OHA MPUHAIJICIKHUT.
Hanpumep, nms nepBoii siuelikn — Al, Tak Kak OHAa HAaXOJUTCS HA MEPECCUCHUH
cToJiOna «A» U CTpoku «1».

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

Tak »xe nand NpocMOTpa pa3HbiX oO0nacTedt JucTa, BHU3Y U CIpaBa
pacronararoTca noyiockl npokpyTku. [ToMmumo 3Toro, nepemeniateea mno padoyeit
obnactu Excel MOXHO ¢ TTOMOIIBIO KJIABHUII CO CTPEITKAMHU.

UtoObl HauaTh BBOAWTH JAHHBIE B HYXHYIO SUYEHKY, €€ HEeoO0X0auMo
BBIICNIATH. JUJI mepexoaa B HYKHYIO AYEHKY IIECJTKHUTE HA HEW JIEBOM KHOMKOM
MBIIIK, MOCJ€ Yero oHa OyJeT OKpYy)XeHa UYEpHOW paMKOH, TaK Ha3bIBaeMbIM
WHIWKATOPOM aKTUBHOW sA4Yeiikk. Temepp NPOCTO HAYMHAWTE TIeyaraTb Ha
KJIaBUAType, M BCA BBOoAMMAs wHdoOpMmarus OyJeT OKashbiBaThCA B BBHIOpPAHHOU
AYEHKE.

[Tpu BBO/IE TAaHHBIX B SUESHKY MOKHO TaK € UCITOJIB30BATh U CTPOKY (hopmyit.
JI151 3TOTO BBLACIUTE HYKHYIO KIIETKY, a 3aT€M IIEITKHUTE MBILIBIO HA TIOJIE CTPOKH
dbopmyn w wHaunmTe medarath. [lpm SToM BBOAMMAs wHpopManua OynaeT
ABTOMATUUYECKU OTOOPAXKATHCS B BEIOPAHHOM AUEHKeE.

Ilocne okonuanus BBOJAa JAHHBIX HA)KMHUTC!:

. Knapumy «Entery - cnenyromeil akTHBHOM SYEWKOW CTaHET KIIETKa
CHU3Y.

. Kmapummry «Tab» - cnemytomeli akTUBHOW SUEHKOW CTaHET KIIETKA
crpasa.

. [lenkHUTE MBIIIBIO TIO JIEOOOH IPYroM STYeiKe, U OHA CTAHET AKTUBHOM.







































Jlist pacdera OCTaBIIMXCS CyMM BOCHOJB3yeMCsS OJHOM 3amMedaTelnbHOM
ocoOeHHOCTBhIO TmporpaMmbl  Excel, koropas 3akimodaeTcss B BO3MOMKHOCTH
aBTOMATH3UPOBATh  IIPOIECC 3alOJHCHHUS  SYeeK  CHCTEMAaTH3HPOBAHHBIMU
JTAHHBIMH.

Huorga B Excel mpuxoauTcss BBOAWTH IMOXOKHE OJHOTHITHBIC JTaHHBIC B
OMPENCIICHHOW IIOCIACA0BATCIPHOCTH, HANpHMEP, MAHH HEASTH, JaThl WIIH
MOPSAKOBEIE HOMEpa CTPOK. [loMHHTE, B IEpBOM YacTH ATOrO MHMKJIA B IIAIKe
TaOJMIBI MBI BBOAWIN Ha3BAaHHE MECAIA B KaXKABIH cTOJIOCH Mo oTAcbHOCcTH? Ha
CaMOM JieJie, COBEPIICHHO HE00A3aTeIbHO OBUIO BBOAMTHL BECh 3TOT CIHCOK
BPYYHYIO, TaK KakK MPHUIOKEHHAE BO MHOTHX CIydasX MOJKET CJIEIaTh 3TO 3a Bac.

JlaBaiiTe coTpeM Bce Ha3BaHWA MECAIICB B IIANKE HaIlled TaOIMIbI, KPOME
nmepBoro. Temepp BBIACHUTE SUYCHKY € HAANHCBIO «SIHBApE» W TIEPEMECTUTE
yKa3aTejab MBIIIH B TIPABBIM €€ HIDKHHUM YroJi, 4To OBl OH IPHHSI (POpMy KpECTHKa,
KOTOPBIH HA3bIBACTCS MAPKEPOM 3aIO0JIHEHUs. 3KMHUTE JICBYIO KHOMKY MBI H
MIEPETAITUTE €ro BIPaBo.

Ha »skpane mosiBHTCS BCIUIBIBAIOMIAS IMOJCKAa3Ka, KOTOpas COOOIMHT BaM TO
3HAUYCHHUE, KOTOPOE MporpamMma coOHpaeTcs BCTaBUTh B CICAYIOMIYIO KIETKY. B
HameM citydae 310 «Despanby. [lo Mepe mepeMerieHus Mapkepa BHU3 OoHA OyaeT
MCHSTBHCS HA HA3BaHUA JPYTHX MECSIEB, YTO IOMOXKET BaM IOHATH, I HYXKHO
octaHoBuThes. [locime Toro kak KHomka OyJIeT OTHYINEHA, CHHUCOK 3aIllOJIHHUTCS
ABTOMATHYECKH.

Koneuno, Excel He Bcerma BepHO «IOHMMAET», KaK HY)KHO 3aIlOJIHHATH
MOCJCAYIONINE KIIETKHA, TaK KaK IIOCIICIOBATEIBHOCTH MOTYT OBITh JOBOJIBHO
paszHooOpa3HbIMH. [IpeacTaBuM cebe, 4To HaM HEOOXOAMMO 3alOJIHHUTh CTPOKY
YCTHBIMH YHCJIOBBIMH 3HaueHUAMU: 2, 4, 6, 8 u Tak manee. Eciu MBI BBEIEM UHCIIO
«2» m monpodyeM IMepEMECTHTh MapKeP aBTO3aMOJTHESHHS BIPABO, TO OKAXKETCA, YTO
IporpaMma mnpejiaracT, Kak B CJICIYIONIYIO, Tak U B IPyTHE SYEHKH BCTAaBUTh OISTH

3HAUEHUE «2».





















JlaGopaTopHasi paGota Ne6

®opmy.ibl, pyHkun u quarpammbl Microsoft Excel

Ileas w 3amaum paboOTHI. HAYUHTHCS PEAAKTHPOBATH (POPMYIIBI, CTPOHTH
rpaduky QyHKIHNH W THCTOTPAMMBI

3HaTh: pemakTUpoBaHUuE (POPMYJ H CHCTEMY OTCJICKHBAHHS OIMIHOOK, YTO
TaKO€ OTHOCHUTEIBHBIC M a0COITIOTHBIE aJpeca TUeeK

Ywmers: mucath GopMysbl ¢ aOCOMIOTHBIMU apecaMu sSUYeeK, CO3/aBaTh W
penaktupoBarth rpaduieckue 00bekThl B Microsoft Excel

Brnaners: HaBbikamMu Hanvicauwsi GOPMYIIB C aOCOTIOTHBIMH aIpECaMU STUEEK,

CO3/1aBaTh M peIaKTUPOBaTh rpadmueckue 00bekThl B Microsoft Excel

Penaxktuposanve Gpopmyst U cuctema OTCICKUBAHUS OMTHOOK

Bce ¢dopmyner, koTOphle HaAXOAATCA B AYCHKAX TAOMMIBI  MOMHO
OTPEeAAKTHUPOBATh B JIO00M MOMEHT. JIJis 3TOr0 AOCTAaTOYHO BBIACIHUTH SUEHKY C
(hopMyJ10ii 1 3aTeM MIETKHYTh MO CTPOKe (hOPMYJT HAJ TaOJIUIICH, T/IC BBl CMOXKETE
cpa3y ke BHECTH HeoOxoaumbie m3MeHeHus. Eciam Bam y/o0Hee peaakTUpOBaTh
COAEPKUMOE HEMOCPEACTBEHHO B CaMOM SIYEHKE, TO KIIMKHUTE IO HEW Ba pasa.

[Tocne okoHUaHWA penakTHPOBAaHUA HaXkMuTe Kiapuiy Enter unm Tab, mocne
yero Excel BRITOTHUTE TIEpepacyeT ¢ yueToM W3MEHEHUH W 0TOOPA3UT pe3yJIbTar.

JIOBOIBHO YaCTO CAyUYaeTCs Tak, YTO BBl BBETH (DOPMYITYy HEBEPHO WM TTOCIIC
yAaieHus (M3MEHEHUs) COACPKUMOTO OAHOW W3 AYeeK, Ha KOTOPYIO CChLIACTCSA
dbopmyna, mnpoucxomuT ommbOKa B BBHYUHCICHHWAX. B Takom ciyuae, Excel
HEMPEMEHHO U3BECTUT Bac 00 3TOM. PAI0M ¢ KIIETKOM, I'I€ COAEPIKUTCS OLIMOOUHOE
BBIPAXKEHUE, TOSBUTCS BOCKIIUIIATENbHBIN 3HAK, B JKEJATOM POMOE.

Bo MHOrmx cnydasx, NPUWJIOKEHHE HE TOJIBKO M3BECTUT BAaC O HAJU4UE
OIIMOKH, HO M YKAXET HA TO, UTO UMEHHO C/IEJIAHO HE TaK.

Pacmmdposka ommbok B Excel:



. #it##H# - pe3ynbTaTOM BBHIIOJHCHHUS (DOPMYJIBI, UCIIOJIB3YIOMICH
3HAQUECHUS JaThl U BPEMEHU CTAJi0 OTPHULIATENIBHOE YWCIO WM PE3yJibTaT
00pabOTKH HE YMEIIIACTCS B AUCHKE;

. #3HAY! — ucnonp3yeTcss HEIOMYCTUMbBIA TUM Oreparopa Win
aprymenTa ¢opmyiibl. OHa U3 CaMbIX PacPOCTPAHEHHBIX OMHAOO0K;

. #JIEJI/0! — B dhopMmysie oCymecTBIsAE€TCA TOMBITKA JCICHHS Ha
HOJIb;

. #UMS? — ucnionp3yemoe B hopMyiie M HEKOppekTHO U Excel
HE MOKET €ro pacno3HaTh;

. #H/]1 — HeompeneneHHbie AaHHbie. Yame Bcero 3ta omuOKa
BO3HHUKAET TIPH HETIPABUJILHOM OTIPEACIICHAH apTryMeHTa (PYHKITHH,

. #CCBIJIKA! — dopmyna conepXuT HEOMYCTUMYIO CCBIJIKY Ha
AYCHKY, HAampUMeEp, Ha AYeHKy, KoTopas Obula yaajieHa.

. #UNCJIO! — pe3ynbTaTOM BBIYUCICHUSA SBJISETCS YHUCIIO,
KOTOPOE€ CIMIIKOM Maji0 WX CJIMIIKOM BEJIMKO, 4TO Obl €ro MOXHO ObLIO

ucnonib3oBath B MS Excel. Jlmama3zon oroOpaxkaeMbiXx YHCEN JICKHT B
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MPOMEXKYTKE OT -1 1o 1
. #IITYCTO! — B dopMmyne 3adaHo TmepecedcHUue 00JIacTeH,

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

Eme pa3 HamoMHUM, 4YTO OIIMOKM MOTYT MOABJSATHCA HE TOJIBKO H3-3a
HEMPaBWIBHBIX TAHHBIX B ()OPMYJIE, HO U BCIICICTBHE COACPNKAHUS HEKOPPEKTHON
uHopMaIm B sUeiike, Ha KOTOPYIO OHA CCHIJIAETCS.

Wuorna, korga AaHHBX B Tabnmile MHOTO, a GOPMYIIBI COMEpKaT OOJBINOE
KOJIMYECTBO CCHUIOK HA PA3JIMUHbIE AYCHKH, TO MPU MPOBEPKE BBIPAKECHUS HA
MPAaBUJIBHOCTh WJIM MOMCKA MCTOYHMKA OIIMOKA MOTYT BO3HUKHYTh CEPbE3HBIC
TpyaHocTH. YTo O 00eTunTh paboTy MOIB30BATENSA B TAaKUX CUTyalusax, B Excel

BCTPOCH HWHCTPYMCHT, HOSBOJ’IHIOH_[I/Iﬁ BBIACJIUTE HA J3KpPaHC BIHUAKINKC H

3aBUCUMBIE STUCUKH.






OTHOCUTENBHBIE U A0COIOTHBIE apeca AUeeK

Bo3mosxknocTs konmpoBanus popmyst B Excel 3 ogHol sueliku B ApyTyIO C
ABTOMAaTHUYECKUM W3MEHEHUEM aJIPECOB, COJEPXKAIIMXCSA B HHUX, CYLIECTBYET
Osiarogaps KOHUEMIMY OTHOCUTEJIbHOI aapecauuu. Tak uTo e 3TO Takoe?

Jleo B Tom, uto Excel monnMaer aapeca siaeek, BBEACHHBIX B (hOPMYITy HE
KaK CCBUIKY Ha WX peaIbHOE MECTOPACHOJIOKEHUE, a KaK CChUIKY Ha WHX
MECTOPaCITOJIOJKCHUE OTHOCHTEIIPHO SUYCHKH, B KOTOPOH HaxomumTcs dopmyna.
[Tossicaum Ha pumepe.

Hampuwmep, suetika A3, comepxur dopmyny: «=Al+A2». Jlna Excel 3to
BBIPAKEHUE HE 03HAUAET, UTO HYKHO B3ATh 3HAaUCHUE U3 AUehku Al 1 mpubaBuTh K
HEMY YHUCJIO U3 siueiiku A2. BMecTo 3TOro oH WHTEpNpeTHpyeT AaHHYIO popmyiy,
KaK «B34Th YUCJIO U3 TYCHKH, PACIIOJIOKEHHOM B TOM K€ CTOJIOLIE, HO HA IBE CTPOKH
BBIIIIE W CIOXHUTh €r0 CO 3HAUCHUEM SUEHKH 3TOTO K€ CTOJO0Ia pacloJIOKEHHOM
BHINIIC HA OJHY CTPOKy». [Ipu xommpoBanmu maHHO#W (HOPMYJIBI B APYTYIO SUEHKY,
HanpuMep, D3, mpuHUuMN onpeacsieHUsl aapecoB SUYEEK BXOJAIIUX B BBIPAXKEHUE
OCTAETCS TEM €. «B35ATh UKCIIO U3 AYEHKHU PACIIOI0KEHHON B TOM e CTOJIOLE, HO
Ha JIB€ CTPOKH BBILIE U CIIOXKUTH €ro ¢...». Takum 00pa3om, Mocjae KOMUPOBAHUS B
D3, ucxomanas hopmysa aBroMaTHuecku mpuMeT Bua «=D1+D2y.

C onHOW CTOpPOHBI, TAKOW THUM CCHUIOK JAET MOJIb30BATENISIM MPEKPACHYIO
BO3MOXHOCTh MPOCTO KOMHMPOBATH OAMHAKOBBIC (hOPMYIJBI M3 SUCHKH B SIUCHKY,
n30aBJIsiA OT HEOOXOIMMOCTH BBOJWTH UX CHOBA U CHOBA. A C JpPYyroil CTOPOHBI, B
HEKOTOPHIX (popMysiax HEOOXOAUMO TMOCTOSHHO HWCIOJb30BaTh 3HAUCHHUE OJHOU
OMPEICICHHON AUEHKH, a 3TO 3HAYUT, YTO CChIKA HA HEE HE JOJIKHA U3MEHSTHCS U
3aBUCETH OT PACIONIOKECHUS (hOPMYJIBI HA JIUCTE.

Hanpumep, npencraBum, 4To B Hallled TaONiWile 3HAUCHHUS OFOJKETHBIX
pacxomoB B PyoOnsx OyAyT pacCUMTHIBATBCA MCXOAS W3 JIOJUIAPOBBIX IIEH,
YMHOXEHHBIX Ha TEKYIIHMA Kypc, KOTOPBIM 3amucaH Bceraa B sueiike Al. Oto
3HAUUT, YTO TPH KOMUPOBAHWUH (OPMYJIBI CChIJIKA HA ATy SUCHKY HE OJIKHA

HU3MCHATHCA. TOFI[a B 3TOM CJIy4ac CJICAYCT NMPUMCHATL HC OTHOCHUTCIIBHYIO, a



a0COJIIOTHYI0 CCBIJIKY, KOTOpas Bcerga OyJIeT OCTaBaTbCd HEWM3MEHHOW TpH
KOMTUPOBAHUH BHIPAKEHUS U3 OJTHOU SYCHKH B IPYTYIO.
C momomrpio aOCOMIOTHRIX CCHUIOK MOXKHO Jarh komauHay Excel mnpwm
KOMTUPOBAHUH (hOPMY I
. COXPaHATh CCBHIJIKY Ha CTOJOEI] TOCTOSHHO, HO TPH HTOM

HU3MCHATH CCBIJIKHM Ha CTOJ'I6I_[I>I

. U3MEHSATh CCHIJIKA Ha CTPOKH, HO COXPAHATh CCHIIKY Ha CTOI0EI]
. COXPaHATh MOCTOSHHBIMH CCBUIKM, KaK Ha cTOJOell, TaKk M Ha
CTPOKY.

UroOsl mMpeBpaTUTh OTHOCHUTEIBHYIO CCHUIKY B aOCOJIOTHYIO  WJIH
CMEIIaHHYIO, He00X0IMMO BBECTH 3HAK aosuiapa ($) mepen Toii ee 4acThio, KOTopast

JIOJKHA CTaTh a0COJIFOTHOIA.

. $AS$1 — ccpuika Bceraa ceblnaercs Ha suekky Al (abcomroTHas
CCBIJTIKA);
. AS$1 — cchuUIKa BCEraa CChUTAETCS HA CTPOKY 1, a ImyTh K CTOIOIY

MOYET U3MEHATHCSA (CMEITaHHas CChLTKA);

. $A1 — ccpuIKa BCeraa CChUTAETCS Ha CTOJIOEI A, a IyTh K CTPOKE

MOYET U3MEHATHCA (CMEITaHHasT CChLTKA).

Jlns BBOMA aOCONMIOTHBIX W CMEMIAHHBIX CCHUTOK MCIIOIB3YETCS KIIABHINA
«F4». Beinenure saeiiky st opMyIibl, BBEIUTE 3HAK PABEHCTBA (=) M KIMKHUATE
Mo KJIETKE, Ha KOTOPYIO HAJ0 YCTAaHOBUTH aOCOJIIOTHYIO CCBHIJIKY. 3aTeM HAKMHTE
knasuiny F4, mocne yero nepen OykBoi cToyIOlla U HOMEPOM CTPOKH TMporpaMmma
yctaHoBHT 3Haku poutapa ($). [ToBTropHbie HaxkaTtus Ha F4 mo3BOJISIOT MEPEXOIUTh
OT OJTHOTO THWIA CCHIJIOK K npyruMm. Hampumep, cchimka Ha E3, Oyaer mukImdHO
usmenatbes Ha $E$3, E$3, $E3, E3 u tak manee. Ilpu xenanuu 3Haku $ MOxHO

BBOJUTH BPYUYHYIO.

OyHKIMH






B kauecTtBe apryMeHTa MOXKET BBICTYyNarh KOHKPETHOE  YHCIIO,
CaMOCTOSITEIbHAS CChUIKA HAa SAYEHKy, 1€7as CEpHsl CChUIOK HA 3HAUCHUS WU
AYEHKH, a TaK JKe AMama3oH sdeek. [Ipu sTomM y oganx (QyHKITUH apryMEHTBI — 3TO
TEKCT WJIH YHCTIA, Y IPYTUX — BPEMS U JaThI.

Muorue (pyHKOEE MOTYT UMETh Cpa3y HECKOJNBKO apryMeHTOB. B Takom
Cllyuae, KaKJbli U3 HUX OTAENAETCA OT CASAYIOIIEro TOUKou ¢ 3anstoil. Hanpumep,
dbynxuua =[TPOU3BEJI(7; Al; 6; B2) cuutaeT npow3BeneHNE YETHIPEX PA3HBIX
YHUCEJN, YKa3aHHBIX B CKOOKax, W COOTBETCTBEHHO COJCPKUT YETHIPE apTyMEHTA.
[Tpu >TOM B HaIeM Ciydae OJHH apTyMEHTHI YKa3aHbl SBHO, a JAPYTHE, SBJSIOTCA
3HAUCHUSAMH OTIPEACIICHHBIX SUCCK.

Tak ke B KauecTBe apryMeHTa MOXKHO HCIIOJIb30BaTh JAPYTYIO (DYHKITHIO,
KOTOpas B OTOM CjIydae Ha3blBaeTCs BJIOKeHHOiI. Hampumep, ¢dynkums
=CYMM(A1:A5; CP3HAY(B5:B10)) cymmupyeT 3HaueHHUS TdEEK HAXO/ISIIAXCS B
nuana3ode ot Al g0 A5, a Tak ke cpe/lHee 3HAQUCHHE YMCEN, Pa3MEIICHHbBIX B
kietkax BS5, B6, B7, B8, B9 u B10.

Y HEKOTOPBIX POCTHIX (PYHKITUH apryMEHTOB MOXKET HE ObITh BoBce. Tak, ¢
nomotpio pyakmun =TJIATA() MOXHO TIONy4YWTh TEKYITUE BPEMS W JAaTy, HE
WCITOJTb3YSI HUKAKMX apTyMEHTOB.

Janexo He Bce ¢pynkiun B Ecxel nMetoT nmpoctoe onpeaeneHue, Kak GyHKIAS
CYMM, ocyiiecTBaAIONAsA CyMMHUPOBAHUE BHIOpAHHBIX 3HaueHUH. HekoTophie u3
HUX HMMEIOT CJIO)KHOE CUHTAKCHMUECKOE HAMUCAHHWE, a TaK e TPeOYHOT MHOrO
apryMEHTOB, KOTOPBIC K TOMY K€ JTOJDKHBI OBITh MPABWJIBHBIX THTIOB. YeM cioskHee
(dyHKIIHA, TEM CIOKHEE €€ MPaBWIIbHOE cocTaBiieHre. M pa3paboTumku 3TO ydIIH,
BKJTFOUMB B CBOM 3JICKTPOHHBIC TAOIUITHI TTOMOITHUKA TIO COCTaBJICHUIO (hyHKIIANA
JUIs oJib30Baresnien — Macrep pyHkumii.

Jlms Toro uro Obl HauaTh BBOAWTH (yHKIHIO C momomipio Macrtepa
pynkumii, menkaute Ha 3Hauok BeraButh pynxumio (fX), pacnosioskeHHbIN ceBa

ot CTpoku gopmy.i.









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

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

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

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

3HA4YCHHA.









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

dopMaTUPOBAHUE U UBMEHEHHUE NHArPaMM

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

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

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

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

PELLIEHUM.



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

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

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

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

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

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

Jlezenoa — pactimdpoBKa 3HAUECHUN PSAOB WA CTPOK.



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

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

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

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

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

MMCPBOHAYAJILHOI'O BaApHUaHTA.















Heo0xoammoe MaTepuabHO-TEXHHYECKOE 000pyI0BaHUE:

[lepcoHanbHbBIH KOMIBIOTEP WA HOYTOYK C YCTAHOBJICHHBIM MPOTPAMMHBIM
obecrieuenuem Microsoft office me mwxke Bepcum 2007, manpumep, [IOBM
INTELGore13-7100/H110M-KRTL/8GB/1 TB/DVDRW/LCD21.5"/k+m/

nepcoHanibHbiMU  komnbtoTepamu [IK S1155 Inteli3 (IntelRH67/13-2130
3/40GHz/DDRIII-4Gb/HDDSATAIII 320Gb/DVD+R/RW/450Bt/knaBuaryp,
mbirb/23”LCDSamsungB2330 (ZKFV))

[IK S1155 Intel 13-2130 3.4 Hz/DDR MI-4Gb/HDD SATA 111320
Gb/DVD+R/RW,23 "LCD Samsung

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

[IIkana olleHWBaHUA U KPUTEPUHU OLICHUBAHWSA BHITIOJTHEHHBIX 33/1aHUN:

®opma MuHUMaNbHBINA Ot MakcumanbHbii Oami
KOHTPOIA ban [Ipumeuanue ban [Ipumeuanue
a a
1 2 3 4 5

JlabopaTtopHa 3 | Beimonuaun 5 | Bemmomaun

s padora Ne 1 JadopaTopHyto padoTy ¢ nadopaTopHyIO padoTy
CYIIIECTBCHHBIMHA 0e3 3aMeuaHuii U
3aMEYaHHUSIMH, TIPOTIIEIT MPOIIEN TECTUPOBAHUE
TECTUPOBAHKE TTO TEME C JOJIeH MPaBHIIBHBIX
JadopaToOpHOit PabOTHI C otBeTOB OoJiee 50%
50% npaBuIBHBIX
OTBETOB

JlabopaTtopHa 3 | Beimonuaun 5 | Beimomaun

s pabota Ne 2 JadopaTopHyto padoTy ¢ Ja00opaToOpHyIO padoTy
CYIIIECTBCHHBIMHA 0e3 3aMmeuaHuii U
3aMEYaHUSIMH, TIPOTIIEIT MIPOIIEN TECTUPOBAHUE
TECTUPOBAHKE TTO TEME C JOJIeH TTPaBHIIBHBIX
nadopaTopHOt PabOTHI C otBeTOB OoJiee 50%
50% npaBuIBHBIX
OTBETOB

Jlabopatopna | 2 | Bemmonnun 5 | Bemmomaun

a1 padora Ne 3 nadopaTopHyto padoTy ¢ J1a00opaToOpHyIO padoTy
CYIIIECTBCHHBIMHA 0e3 3aMmeuaHuii U
3aMEYaHUSIMH, TIPOTIIEIT MPOIIEN TECTUPOBAHUE
TECTUPOBAHKE TTO TEME C JOJIeH MPaBHIIBHBIX
J1a00paTOPHOI PabOTHI C oTBeTOB O0oJiee 50%




50% npaBuIBHBIX

OTBETOB
JlaboparopHa Brimomaun Brimomaun
1 pabora Ne 4 JadopaTopHyto padoTy ¢ Ja00paToOpHyIO padoTy
CYIIIECTBEHHBIMU 0e3 3aMeUyaHui 1

3aMEUYaHUAMM, TPOLIET
TECTUPOBAHKE MO TEME
nadopaTopHOt PabOTHI C
50% npaBuIBHBIX

MPOIIIEST TECTUPOBAHKE
C IOJIEW MPaBUJIbHBIX
otBeToB Oosiee 50%

OTBETOB
JlabopaTtopHa Brimomann Brimomann
1 padora Ne 5 JadopaTopHyto padoTy ¢ Ja00paToOpHyIO padoTy
CYIIECTBEHHBIMU 0e3 3aMeUyaHui 1

3aMEUYaHUAMM, TPOLIET
TECTUPOBAHKE MO TEME
J1adopaToOpHOt PabOTHI C
50% npaBuIBHBIX

MPOILIET TECTUPOBAHKE
C JIOJIEW MPaBUJIbHBIX
otBeToB Oosiee 50%

OTBETOB
JlabopaTtopHa Brimomann Brimomann
s pabora Ne 6 JadopaTopHyto padoTy ¢ Jad0opaToOpHyIO padoTy
CYIIECTBEHHBIMHU 0e3 3aMeUyaHui 1

3aMEUYaHUAMM, TPOLIET
TECTUPOBAHKE MO TEME
JadopaTopHOt PabOTHI C
50% npaBuIBHBIX
OTBETOB

MPOIIIEIT TECTUPOBAHKE
C JIOJIEW MPaBUJIbHBIX
otBeToB Oosiee 50%




Cmucox BOIIPOCOB 1JId CAMOKOHTPOJIA.

L. Crucok BOIPOCOB JUTSL
CaMOKOHTPOSL

Boamoxkao mmu B mporpamme Word
MPOU3BOJUTh  ABTOMATHYCCKYIO  COPTHPOBKY
CIucKoB 1o anpasury?

A) 1[a, COPTHPOBKA HAXOOUTCA BO
Bknaake [ maBHas B Onoke AbG3an

B) 1ma, coprupoBka HaxoguTcs BO
Bkmagke Pasmerka crpamuumel B OIoke
ITapameTpsr cTpaHUITB!

C) Takoii BO3MOKHOCTH HET

2. Ilpu nob6aBiaeHnH cTOIOLOB B TAOMHIY
BO BKJIQJKE MAKET MPH BHIOOPE BCTABUTH CIICBA,
BCTaBUTh CIpaBa HOBBIH cTONOCL BCTABUTCA
CJICBA HITH CIIPaBa OT

A) sueliKH, B KOTOPOH CTOUT KYPCOp

B) ot uenTpa Tabnuiiet

C) or Hauaa TaOIMIIBI

3. Bo3MOxHO M SUCHKY B TaOIUIEC
pa3aeauTh MO AUATOHATH

A) Ja, BO3MOXKHO, HAIIPUMEP UCTIONb3YS
HHCTPYMEHT KapaHAam

B) HeT, HEBO3MOKHO

4. Eciu nipu 100aBICHHH 3aMIOJHCHHON
Tabauubl B JOKYMEHT, OHA HE MOMECTHIACH
LEIUKOM MO INHPUHE HAa CTPaHULY M YacTh
CTONOLOB OKA3ANKCE HEBUANMEL, TO HEOOXO0AUMO

A) mepedth BO BKIagKy MakeT, B
KOTOPO# BHIOpAaTh CBOWMCTBA, AAJICC B CBOWMCTBAX
MponMcaTh MIHPUHY TaONHIBI MCHBINE, YEM
LIUPUHA CTPAHULIBI

B) ynanute yacte CTOI0LOB B TAOIUIIEC

C) yMcHBIIATh MIMPUHY HECKOIBKUX
MEPBBIX CTONOLOB, IOKAa BCA TaOnMuMma He
OKQKETCS Ha JHCTE

5. Bo3moxHO M MacmITaOHPOBAThH
PHUCYHOK, HApHCOBAHHBIH B mporpamve MS
Word?

A) nma, BOBMOKHO, €CJTH OH HAPUCOBAH B
MOJIOTHE

B) na, Bo3MOKHO, €CTH OH HApHUCOBAaH
63 monoTHa

C) HeT, HCBO3MOYKHO

6. Kax w3MeHHTH 32MUBKY (QUTYpHI
"Jluaus" BO Bpemst co3maHus PUCYHKA B MS
Word?

A) v ¢urypsr "Jluaug" He cyIecTBYET
3a7MBKH, Y JAHHOU (PUTYpPBI BO3MOKHO H3MCHHUTD
TOJBKO HACTPOUKH KOHTYypa

B) BriOpate 3amuBka (QUrypel B OJIOKS
Crunu urypsl Bo Bk1aaky dopmar

7. VYcrTpolcTBAaMM BHCINHCH MAMATH
SBISAIOTCS

A) kaptel mamsatu, USB - makonwurtesm,
SSD-HakonmHTEeH, JKECTKHE JUCKH

B) OTICPATUBHBIC 3aIIOMHUHAOLIHE
YCTPOUCTB

O) MOCTOSHHOS 3aMOMHUHANOIIEE
YCTPOUCTBO

8. Kakmx cmmckoB HET B TEKCTOBOM
peaaxrope?

A) TOUYCUHBIX

B) nymepoBaHHBIX

C) MapKHPOBaHHBIX

9. Ilpn 3agasmy mapaMeTPOB CTPAHHUIIH B
TEKCTOBOM PEAAKTOPE YCTAHABIUBAIOTCA:

A) moma, OpUCHTAIUSA H  pa3Mep
CTpPaHULIBI

B) wunTepBan mexkay abzanamMu U BUJ
mpudTa

C) doH 1 rpaHULIBI CTPAHHULIBL, OTCTYI

10. Kakywo KOMOWHAIMIO  KJIABHII
CIACAYET NIPUMCHUTb, YTOOBI BBIJCIUTH BEChH
JOKYMCHT

A) Cul+A

B) Ctrl+C

C) Ctrl+V

11. Kakywo KOMOMHAIHMIO  KJIABHII
CIACAYET TMPUMCHHTH, YTOOB CKONHPOBATh
BBIICJICHHBIN pparMeHT

A) Ctl+C

B) Ctrl+A

C) Cul +v

12. OcHOBHBIMH (dYHKUHIMH
ONCPALIMOHHON CHCTEMBI SIBIISLIOTCS

A) JAAIOT c TIOTB30BATCIICM,

VIPAaBICHUE PECYPCaMH KOMIIBIOTEPA, 3ammyck
MPOTpaMM Ha BHIIOJTHCHHE

B) paspabotka mporpamm mms IBM,
BBIBOJ MHPOPMALIUH HA IPUHTEP

13. Kakyw KOMOMHAIMIO  KJIABHII
CICAYET MPUMCHHUTH, YTOOBI BCTABHTh B TCKCT
CKOIIMPOBAHHBIH (hparMeHT



A) Ctrl+V

B) Ctrl+C

C) Ctrl+A

14, Kakyro KOMOWHAIMIO  KJIABHII
CIEAYET MPUMCHUTH, YTOOBI BCTABHTh B TCKCT
Pa3sphIB CTPAHHULIBI

A) Ctrl+Enter

B) Ctrl+A

C) Ctrl+C

15. Kakas xnaBuma Ha KIABHATYPE
yAQISCT CUMBOJI CJIeBa OT Kypcopa?

A) Backspace, BS, «—

B) Delete

16. Kakas xnaBuma Ha KIABHATYPE
yAQISCT CUMBOJI CITpaBa OT Kypcopa?

A) Delete

B) Backspace, BS, «

17. KonaontuTtyn — 310:

A) obmacte, KOTOpas HAaXOAWTCH B
BEPXHEM M HHXKHEM MOJIC U PEIHA3HAYACTCA TS
MOMEIICHUS. HOMEpa CTPAHHLBI WM HAa3BaHUS
paboTEl HAX TEKCTOM KaXKIOW CTPAHHLIBI

B) BHCIIHWII BHA MEYATHBIX 3HAKOB,
KOTOPBIH  TMONB30BATENb BHAUT B  OKHE
TEKCTOBOT'O PEAAKTOPa

C) BepxHsisI CTPOKAa OKHA PEAAKTOPa
Word, koTopast coaepsKuT B ceO¢ maHeIb KOMaH[
(Hanpumep, «BcragBxka», «KoncTpykTop»,
«MaxkeT» u T. 1.).

18. Uto 1o3BOIAET YBUAETH BKIFOUCHHAL
kHoMKa «OToOpa3uTh BCE CHMBOJIBI»

A) mpolenibl MEKIy CIOBAMH M KOHEII
ab3ana

B) Bce 3naku npenuHaHUS

C) ommOKH B TEKCTE

19. O0beaunuTs WM Pa3dUTh SUCHKH
HApPUCOBAHHOH TabIHLIBI BOBMOYKHO BO BKIIAIKE

A) «Maxket»

B) «Konctpykrop»

C) «ITapameTprr TaOauLBD»

20. Yrobel caenaTe COACPKAHHE B
JOKYMEHTE, HEOOXOANMO  BBIIOJIHUTH  PSA
CIEAYIOLIUX ACUCTBUM

A) BBLACIHUTh B TCKCTC 3arOJIOBKH,
MOMETHTh UX KaK 3JEMEHTHl KaKOT'O-TO YPOBHSL,
nepeiitu Ha BIaaky «CChUTKM» U TaM HaXKaTh Ha
UKOHKY «OriaBIcHue

B) BEIOCTHTD HECKONBKO CIIOB B TEKCTE C
momomero  kinapumm  Ctrl  (omm  Oyayr

3armaBUsIMK), MIEPEHTH HA BKIAAKy «BcraBkay u
HaxaTh HA UKOHKY «CoaepKaHue

() kaxx Ay HOBYIO IJIaBY HA4YaTh C HOBOH
CTPaHHUIBI, TMEPESUTH Ha BKIAAKy «BcraBkay,
HalWTH TaM HKOHKY «BCTaBUTH CoAcp:KaHHC» H
HaXKaTh HA HEC.

2]1. K omepamuoHHBIM — CHCTEMaM
OTHOCSITCS

A) Microsoft Windows, MacOS, Linux

B) MS-Office

C) MS-Word, Word Pad, PowerPoint

22. Kakoii opuCHTaMM CTPAHUIEI HE
CYIIECTBYET?

A) GIOKHOTHOM

B) xumxHOI

C) anpboMHOM

23, Kakyo OOmmio peryaupyeT >TO
JHATIOTOBOE OKHO?

A) uzmeHeHHe ab3aIHOTO OTCTYIA

B) uamenenue mpudra TekcTa;

() n3MeHeHne pazmepa moyeH nucTa.

24. TlomecTUTh B AOKYMCHT PHCYHOK
MO3KHO MPH MOMOIIHU BKJIQIKU:

A) Bceraska

B) Cepsuc

C) Bux

25. YtoOsl caeaaTh TCKCT MOy KUPHBIM:

A) BeirenuTs TEKCT U HaXKaTh KHOIKY JK
Ha Bxiaake I 1aBHas

B) Beraenuts TekeT v Haxkatb KHOIIKY JK
Ha Brnagke Penensuposanme

C) Boiaenuth TEKCT U HasKaTh KHOMKY 7K
Ha Bxiaake Bun

26. UtoOsl caeaarh TEKCT KYPCUBOM

A) Brraenuts TekcT U Hakarh KHONKY K
Ha Bxiaake I 1aBHas

B) Beigenuts TekeT ¥ Haxare kHOKy K
Ha Briagke Penensuposanne

C) Boraeaurs Teker u Haxarph KHONKY K
Ha Bxiaake Bun

27. C noMOIUIpK KAKOTO BCTPOCHHOTO B
peaakrop WORD o0bekTa MOKHO BCTaBIISTH B
JOKYMCHT MaTeMaTH4ecKue hopmyibr?

A) MS Equation

B) MS Clip Gallery

C) MS Word Art

28. Kakoii mapamerp ¢dopmarnpoBaHus
HEJB3$ HACTPOUTh B AUATOTOBOM OKHE AG3art?

A) uBer TekcTa

B) mexaycTpouHsIl HHTEpBAT



C) BBIpaBHUBAHHE TCKCTA

D) orerym

E) yOpats unTEpBansl Mexxay adb3anamu

29. Yrto HEB3g HACTPOUTH B AUATIOTOBOM
oxHe pudr

A) BBIOOP HUCHIONB3YEMOTO SI3bIKA

B) uBet cuMBO;I0B

() paccTosiHUE MEXKIY CHMBONAMH

D) BepxHwUit HHACKC

30. Kak BCTaBUTBE HOMCpA CTPAHUI] B
JOKYMEHT?

A) BcraBka / HOMep CTpaHHLBL

B) nancars HOMEpP B KOJOHTUTYJIC

() HamucaTh HOMEP BHU3Y CTPAHHLIBI

31. Kak mMoxkHO 0OpaTtuThes K SUCHKE B
Excel (ykazare ¢€ B hopmyie)

A) mO HWHACKCY CTONOLA W HHACKCY
CTPOKH SIUEUKU

B) mo HazBaHwMIO JMCTA K HOMEPY TYCHKH

32. IlocrosHHAS TAMATh TIPCAHAZHAUCHA
JUTSL

A) XpaHCHHU HEHU3MEHAEMOH
nHpopMaIUH

B) anutenpHOrO XpaneHus HHGOPMALIH

O) KPaTKOBPEMCHHOTO XPaHCHUS
nH(OPMALIUH B TEKYIIHH MOMECHT BPEMCHU

33, UYem  OTHOCHTCTBHBIM  amgpec
OTIIMYAKOTCS OT a0COMIOTHOTO aapeca B Excel?

A) OTHOCHTEIBHBIH aApEC CCHIIACTCS Ha
JUANA30H,  PACIOJNIOKCHHBIH  OTHOCHTECIBHO
TEKyIWEeH sueiku. AOCOTIOTHBIM aapec BCEraa
CCBLIACTCS HA OJUH H TOT JKE JUANA30H

B) oTHOCHTENBHBIH azpec - 3TO TakoH
agpec, KOTOpBIM JACHCTBYET OTHOCHTEJIBHO
TCKyIICH KHUTU. AOCONIOTHBIH aapec MOMKET
CCBLIATh HA JHANA30HBI BHYTPH TCKYINCH KHUTH
U 32 €€ IpeaeTbl

C) mo (GYHKUHOHATPHOCTH HHYCM HE
otnmyaroTcsa. OTIHYNSI IMEIOTCS B CTHIC 3aITUCH
agpeca

34, C xakoro CHMBOIA JOJDKHA
Ha4YMHATHCS Tr00as Gopmyna B Excel?

A)=

B):

C) -

35. Kakoii pesymprar BO3BpaIACT
MPaBHIBHOEC JIOTHICCKOE BhipaskeHue B Excel?

A) HCTUHA

B) JIOXb

C) BEPHO

36. B MS Excel ykazanue Ha OTOCTBHYIO
SAYCHKY TaOIULBL, COCTABICHHOE N3 0003HAUCHHUS
cToa01a 1 HOMEpa CTPOKH HA3BIBAIOT

A) ampecoMm stuchKu

B) pe3yapratom BBIYHCICHHS

C) dopmyioii, BBEACHHOH B SUCHKY

D) nuanazonom

37. B MS Excel 11 wusMeHeHud
pasMepoB CTOI01a HEOOX0AUMO

A) VYcraHOBUTH yKazaTelb MBIIIH HA
MpaByI0 TPaHHLY B 3arojoBKe cToi0UIa U
MCPEMECTUTD TPAHULLY BJICBO HIIH BIIPABO

B) Brigenuts x0T OBl OOHY SMCHKY B
ctonbue, 3areM BhIOpare komanay CepsHc —
[MoxGop - Ilapametrpsl ©u  yCTAaHOBUTH
COOTBETCTBYIOIINC 3HAUCHHUS

C) Briaenutp xots Obl OAHY SYCHKY B
cTonbue, 3areM BeIOpark koMaHxay JlaHHeie —
dopma

38. B MS Excel rpynmy pacnonoskeHHbIX
PSIIOM M OOpa3yIOUIMX MPSIMOYTOJIbHHK SUCCK
MOYKHO Ha3BaTh:

A) lmanazoHom

B) Tabmuuei

C) Kuwuroit

39. B MS Excel B ampece $A$16 ne
OVIeT MCHATBCS

A) HOMED CTOIOLA U HOMEP CTPOKHU

B) usmenurscs Bee

C) HOMED cTOJ01A

40. B MS Excel nazHauenne ¢yHKIHH
CYMM

A) Bosppamaer 3HauCHHE CYMMEI
3HAUCHUH CBOMX apryMCHTOB (B Ka4eCTBE
apryMCHTOB ~ MOXKHO  3alHCBIBaTh  aJpeca
OTICIIBHBIX TYCCK)

B) Bosepamaer ogHO 3HavcHHE, eciau
VKa3aHHOE VCIOBHE HCTHHHO, U JAPYroe, €CiH
OHO JIOXHO

C) Bo3sppamaer 3HAYCHHE CYMMBI
3HAUCHUH CBOHX AaPTYMCHTOB, C€CIM OHH BCE
LICNTBIC

41. B MS Excel ampec suciiku MOXHO
BKJIFOUUTH B OPMYJTy

A) OagsuM IOETYKOM JICBOM KHOIIKH
MBIIIN Ha COOTBETCTBYIOIIEH suciKe

B) Hcrone3ys
xomOuHarmro Ctrl + Shift

C) OaHMM IIETYKOM TMPABOH KHOIKH

KJIABHATYPHYIO

MBIIIN Ha COOTBETCTBYIOIIEH sSuciKe



42. Tlpu mencHUM HA HYIB MPOrpaMma
MS Excel BrigaeT coobmenne 06 omumbdke

A) #IEJI/0!

B) #3HAY!

C) ###

43. B MS Excel mactep aumarpamm
MPUMCHSICTCS

A) Jlns  co3maHust  BCEBO3MOXKHBIX
rpa¢pHKOB U AUarpaMm

B) [na ynporenus coznanus GpyHKIM

C) Jna yopowenus BBoxa (YHKLUHH B
STYEUKY

44, B MS Excel ama mocrpoenus
rpadyka MO JAHHBIM 3JICKTPOHHOH TaOIUIIBI
CTICAYET UCTIONB30BAT!

A) Komanny uarpammva meHio BeraBka

B) Komanny Utoro mento Jlannsie

C) Komanay Pucynok mento BeraBka



