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JlaGopaTopnas padora Nel

[MepBuyHbIe HACTPOIKN MapaMeTPOB MeYaTHOro Jokymenra MS Word

Ilens paboOThI: OBIANETh HABBIKAMHW HACTPOWKH IMapaMETPOB CTPAHMIIBI,
mpudTa u ab3ana B fokymeHTax MS Word, HaydnuThCst BCTaBISTh HOMEPA CTPAHMII

B TOKYMCHT, U3YUYUTb COUCTAHUC KIIABUIII U T'OPAYIHNC KIIABUIIIU B Word.

1. Co3natite HOBBIM nokymMmeHT MSWord. BeimonnuTe HacTpoiky moJieit

CTpaHMUIbl nepenas BO BKIaaKy Pa3smerka ctpanunwl— Ilons— HactpanBaembie
MOJIs. Y CTAHOBUTE MAPAMETPHI CTPAHULIBI:

Bepxnee n HikHEe - 2 cM

JleBoe - 3 cm

[IpaBoe — 1,5 cm.

2. BxirounTte PCKHUM «OTO6paSI/ITB BCC 3HAKMN» BO BKJIAJKC I'maBHas.

O3HAaKOMBTECH C COJIEP)KAHUEM 3TOM BKIIAJIKH, a Takke ¢ OkHOM «ILpud»

WpudT | donoaHutensHo

LpurdT: HauepTaHue: Pazmep:
Times Mew Roman

OBBIYHEIR 14
Sitka Text

9
Smudger LET Kypewe 10
Snap ITC oAy pHENR

Square721 BT Noay#HMpHEIR Kypoie
Staccato222 BT

W

UgseT Tekcra: Nog4eprrsanune:

LigeT nog4epknBaHma:
[HeT)

I AETO
BugonIMeHEHHE
[ zauepkryTrii

[ manee nponucHeie
[] asoiinoe sauepkuEaHme [] Bee nponuchee

[ HaacTp ouHwi [ ekpuiTmii

[ nogcrpounui

Obpazey

Times New Roman

WpudT TrueType, OH MCNOAB3YETCA ANA EEEDAA KAK HA 3KPaH, Tak M Ha NPUHTEP,

Mo ymonyaHuo TekcToBkie 3¢ dekThl..

3.
u «A03amy»



OTCTynel n uHTEpEaNsl | MoNOMKEHWE HA CTPAHKWLE

OBwme
Bupaerusanme: [IENTT L v

YpoBeHE: OCHOBHOW TeKeT W CEEPHYTE NO YMOAYEHUID

OTeryn
Cnega: 2,14 tm MNepeaa cTpoka:

Cnpaea: O [HeT)

[] 3epkanshuie oTerynel

WHTepBan

MNepeg: ont = MEHRIYCTPOYHBIA: ZHAYEHME:
-

-

Mocae: onT = MHOMKTENE 1,15 =

He 406aBNATE MHTEPEAN MEXAY a63aUamMn 04HOr0 CTHARA

OBpazey

TaBynaumna... Mo ymonuaHumo

4. O3HaKOMBTECH ¢ coueTanueM kiasumn B WOrd, mpuBeIeHHBIM B TaOJIHIIC

Tabmuma 1

["opstumne xinasumm Word

JlericTBue CoueTraHue KJIaBUIII

OTKpBITh CTRL+O

CoxpaHuTth CTRL+S

3aKphITh CTRL+W

Bripesatb CTRL+X

Komnuposats CTRL+C

Bcraska CTRL+V

Bri6path Bce CTRL+A

[Tomy)xupHBIH CTRL+B

Kypcus CTRL+I




JlericTBue CoueTranue KIIaBUIII

[ToauepkHyTHII CTRL+U

YMmeHpmuTh pazmepa mpudra Ha oguH myHKT | CTRLA+[

VYBenunuuth pazmepa mpudra Ha oguH nyHKT | CTRL+]

BBIpOBHATH TEKCT MO LIEHTPY CTRL+E
BBIpOBHSTE TEKCT MO JIEBOMY Kparo CTRL+L
BBIpOBHATE TEKCT MO MPaBOMY Kparo CTRL+R
Otrmena ESC

OTMEeHUTH onepaluio CTRL+Z
[ToBTOPUTH ONIEpALIIIO CTRL+Y

5. Orpenure OyaymuMid TUTYJIBHBIM JUCT OT JHUCTa JaOOpaTOpHOM pabOThI
pa3peiBoM ctpanuils! (Ctrl+Enter).

6. Ha Bropom mmcTe HamewyaTaiiTe cBOM (PaMUIMIO, UM U OTYECTBO.
Hcnonp3yro coueranns kiaasum CTRL+C u CTRL+V cnenaiite TekcT, coCTOSIINN
u3 10 a63anes.

/. Ybenurechb, 4TO B JIaHHOM TEKCTE HET OTCTYIIOB JI0 U mocie ab3aia,
yCTaHOBHUTE ab3arHbIid oTeTym 1,25.

8. K kaxmomy ab3airy TeKCTa NpUMEHHUTE YKazaHHOE (OpMaTUPOBAHUE!

|.lepBbiii a63anm mpudt 12 myHKTOB, 1 MEXTYCTPOYHBI HWHTEpBa,
BBIPABHUBAHUE T10 IIHUPUHE
[I.Bropoii a63anm mpudt 14 nynkroB, 1,5 MeXIycTpOUHBI HHTEpBAI,
BBIPAaBHUBAHHUE T10 JICBOMY Kparo, MOAYCPKHYThIH
1. Tpernii a63an mpudt 16 MyHKTOB, 2 MEXIYCTPOUHBIM HHTEPBAJ, KYPCHB,

BBIPaBHUBAHUE IO IPABOMY Kpalo, pa3pe:KEHHbIN HHTEPBAIl MEXKly OyKBaMH TEKCTa



IV.YerBepThlii a63an mwpudt 13 myHkToB, 1,25 MeXAycTpOUHBIH HMHTEpBA,
MOJTYy>KUPHBIA KYpPCHUB, BEIPABHUBAHUE 110 MIPABOMY Kparo, YIUIOTHEHHBIA UHTEpBAI
MeXxay OyKBaMH TEKCTa

V.Isarenii a63an mpudt 15 nyHkTOB,]1 MEXKAYCTPOUHBIA HMHTEpBAJ,
BBIPAaBHUBAHUE IO IIUPUHE, 3a4EPKHYTHIN

Vli.llecroit a63am mpudt 14 nynkToB, 1,5 MEXIyCTpOUHBIM HHTEpBaI
BbIPaBHUBAHUE M0 IIUPUHE,JBOMHOE 3aUEPKUBAHNE

VIl.Cenbmoii a63an mpudt 14 nynkroB, 1,5 MexXAycTpouHbI HWHTEpBaI
BBIPaBHHUBAHUE T10 IIUPUHE, HAJCTPOUYHBIC U TOJCTPOYHBIE CUMBOJIBI

Vill.Bocomoii a63an mpudt 14 nyskrToB, 1,5 MEXIyCTpOUYHBIM HHTEpBAJ
BBIPaBHUBAHUE [0 IIUPUHE, MAJIbIE PONHUCHBIE OYKBbI

IX. deBsarbiid a63an wpudt 14 nynkroB, 1,5 MeXIyCTpOUHBIH HHTEpPBAI
BbIPaBHHUBAHUE IO IUUPUHE, U3MEHUTH 1IBET WIpUPTa

X decarsiii a63an mpudt 14 nyHkToB, 1,5 MEXKIYyCTPOUHBIH HWHTEpBAI

BbIPpaBHUBAHHC 110 IIMPHUHE, BBIACIUTL TCKCT IBETOM.

Ha mnepBoil crTpaHuiie oOT4YeTa BBINIOJHUATE TUTYJIBHBIA JIMCT, COTJACHO
IIPUBEACHHOMY HUXE IPUMEDY.

Texcr, HamewyaTaHHBIM KypCHBOM, IMOSICHAET TO, KaKUM JIOJDKHO OBIThH
(dbopmaTHpoBaHUE TEKCTA HAa TUTYJILHOM JUcTe. [ledyarars ero He HYXHO.

9. BcraBbTe HOMEpa CTpaHUI] B JICBBIM HIKHUN YTOJ OTYETA M UCTOIB3YS
BKiaaky BeraBka— Homep crpannusl— BHu3y ctpanunbsi— Cropasa.

10. [lepeiinute B HIDKHUN KOJIOHTHUTYJI, HaredaTaiiTe B HEM CBOE MM,
yoenurech, uyto Bame umsi aBTOMaTHYECKU TMOBTOPHIIOCH BO BCEX HUKHUX
KOJIOHTUTYJIaX JOKYMEHTA.

11. TloctaBbTe TamOUKy HAMPOTUB MO «OCOOBI KOJOHTUTYJ JJIsl TIEPBOM
CTpaHuIly» BO BKJaake KoHctpykrop. Yoeautech, 4To HOMEp Ha IEPBOM CTPAHUIIES
He oToOpaXkaercs.

12. Tlepeiinsg Bo Bkiaaky BcraBka— Homep crpanuiibi— dopmat HOMEpOB

CTaHUIl HAYHUTC JOKYMCHT CO CTPaHHUIIbI 5.



DOpPMAT HOMEPS: 1. 2 3. ...

[ | BrntounTte HoMep ChaBsl

HaYWMHAETCA €O CTHAR: |33rnnnsnn1

pazgennTenk: |- [aedimc)

Mpumepbi: 1-1,1-A

Hymepawuma cTpaHuLy

(@) npogonxuTe

PacneuaraiiTe mony4mMBIIMICS OTYET.
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JlaboparopHasi paboTa Ne2

Co31aHHe CIMCKOB M aBTOMaTH4YecKoro oraasjaenus MS Word

[lenp pabotel: Hayuuthes co3maBath B MSWordmapkupoBaHHEIe,
HYMEpOBaHHbIE CIIMCKA M MHOTOYPOBHEBBIE CIIMCKH, CO3[]aBaThb aBTOMAaTHYECKOE

OT'JIAaBJICHUC U PACCTABIIATE ABTOMATUYCCKHC CCBIJIKKM HAa UCTOYHUKHU JIUTCPATYPLI

Bb1 MoxkeTe ObICTpO 100aBUTH MapKEPhI UM HyMEPALUIO K CYIIECTBYIOIIUM
cTpokaM Tekcta. Kpome toro, Word mosxeT aBTOMaTHYECKH CO3/1aBaTh CITUCKHU ITO
Mepe TOro, Kak Bbl BBOAMTE TEKCT. Ilo ymMomuaHuio, eciiv B Hadaje ad3ana Bbl
BBOJIUTE 3Be3704Ky U npoden, Word cozmaer MapKipoBaHHbIH criiicok. Eciu ke BbI
HaunHaeTe BBOJ ab3ara ¢ Homepa, Word co3iaeT HyMepOBaHHBIN CIIUCOK. Eciu BbI
HE XOTWUTE, YTOObl TEKCT CTaJl CIMCKOM, Ha)XKMHUTE TOSBIISAIONLYIOCS KHOIKY
[TapameTpsl aBTO3aMeHbI-M300paxkeHre KHOMIKU U BBIOEPUTE IPYroi mapamerp.

1. OTaenurte TUTYIABHBIN JUCT OT JIA0OPATOPHOU padOThI HAXKATHUEM KJIABUIII
CTRL+Enter.

2. B BepxHeit wactu Broporo nucrta Hanumute «['maBa 1. Hazanue 1». C

HOBOM CTPOKHM HabepuTe YeThIpe JIFOOBIX CII0BA, KAXKI0€ C HOBOM CTPOKH, BBIJICIIUTE

TEKCT U COPTUPYHTE €ro mno andaBUTy HCHOJb3YSd HUKOHKY Al , TIpeoOpazyirte

JAHHBIM TEKCT B MAPKUPOBAHHBIN CIIUCOK UCIOJIb3YSI UKOHKY — ~

3. B BepxHeli yactu Tperbero nucra Hanummte «I naBa 2. Hazpanue 2»

BcTaBbTe mpocTON HyMEpPOBaHHBIN CIIMCOK, UCIIONB3Ys UKOHKY ~~ . Co3pmaiite
CIIUCOK U3 4 3JIEMEHTOB, COPTUPYWUTE €ro MO an(aBuTy.

4. B BepxHeii yacTu yeTBepToro jgucta Hanumurte «I maBa 3. Hazanue 3».

g —

Co3zpaaiiTe MHOTO YPOBHEBBIN CIUCOK, UCIIONb3YSI HKOHKY REN § (4): 1udpoit oauH
B CIIMCKE HanuIuTe cioBo «['macHeie», HaxxmuTe ENter, moHnspTe ypoBeHb CHIUCKA
¢ 2 no 1.1 ucnonp3ys kiaBumy Tab. I[lepeunciaure 4 moObie IacHbIC TaK, YTOOBI
KakJasi OblJ1a HOBBIM dJIEMEHTOM crucKa. [loBeichTe ameMeHT criucka 1.5 1o 2

Ha)kaTheM coueTaHui kiasui Enter. Hanummre B mynkTe 2 ¢10Bo «CoryiacHbIey.



Jlanee mepeuncnure 4 coriacHbie, TaK, YTOOBI Kaxaasi ObLTa OTACIIBHBIM
AJIEMEHTOM CITHCKa BTOPOTO YPOBHS.

5. 3mMeHunTe HaYaJlbHOE 3HaYeHUE crrcka ¢ 1 Ha 3, IICJIKHYB MpaBon
KHOIIKOW MBITIH 10 1idpe 1 B circke HAnmpoTHUB ciioBa «I TacHBIE», U3MEHUTE
YPOBEHb 3TOH CTPOKHM CIHCKa ¢ 1 Ha 2 B py4HOM pexxume. M3MeHHuTe B pydHOM
pEeXUME BCE OCTAIBHBIC DJIEMEHTHI CITUCKA TaK, 4TO OBbI CIOBO «I JJacHBIC» B CITUCKE
umeno Homep 3.1, «Cormacuabie» 3.2, riaacHbeie OykBbI HOMepa 3.1, 3.2, 3.3, 3.4;

corjlacHble OykBBI HOMepa 4.1, 4.2, 4.3, 4.4.
TASIMETKA CTPAHWLEI CCHKA PACCHINKA PELUEH3MPOBAHWE B Foxit PDF

S &5 AN | neseeerry asseeey AaB6 AaBe] LN C AABBBI assea

- A A Al A

X AW A- === Bee ™ aronoso.. 3aronoso..  Hassanme Mogzaron.. Cnaboe
Texymmii cnncok
WpT ] CTunm
2 1 ¥ e 1 i_ 3 1 12 13 14 hﬁ 16 Tl 17
. 1.1, .
2 +B BepxHeH 4a( i Hasganre: 1»."C-HOBOH"
CIpOKH' Habepl BOH' CTPOKH, ' BBIIEIHTE"
BuGanoTEKa CNMCKOE .:q\ .
TEKCT H COPTH K . IpeoGpasyHTe:
1) 1. .
JaHHBIH TEKCT' Her a) 11 DHKY "~ .
3.+B Bepxnefiac ] 111 Jaspanne 2» BeTaBbTe:
MPOCTOH HyMe, | craren Lawe | | 1 2woromon 1 _."CozmafiTe ciHCOK"
H343[I€MEHTO | » Pasgen1.01:| | 1.1
4.-+BBepxHefivac | - (a)3mranozox | | 1.1.1 3aranoee }‘Hasparae 3».-
CozmafiTe -MHO 1.

OTHH'BE CITHCKE 11

YPOBEHE CITHCE 1. 35000
TJIaCHEBIE TaK, T 111

3TIeMeHT CITHCE 1111,

IIYHKTE 2 'CII0B . "

Kasknad OpLa 1. 114 aaas
5.+112MeHHTE Hag 111111

)[BII_]]H'HO']_[‘H(}) & MzmeHnTs ypoBEHE CIMCK3

3-[01:'[-0'[\[}01;_“‘3] OnpegenuTs HOBLIA MHOMOYPOBHEBBIA CTMCOK... 1114144

v PSP BIB CTPAHMLY OnpeaenuTs HOBLIA CTUAL CINCKA... 11111111

111111111

6. B Tom ciywae, ecnu BemeTcss KpymnHas pabora (KypCOBOM MpPOEKT,
nurioM, aucceptarusi) U PII3 HacuMThIBa€T HECKOJIBKO JECSITKOB Pa3feioB H
MOJIpa3ieyioB, TO Ppy4yHoe (OPMHPOBaHHE OIJIABJIEHUS] CTAaHOBHUTCS BEChMa
3aTpyaHUTeNbHBIM. [ co3manust orsaBienusi B Word ciieyeT Bo BKJIAJIKe

"CcpulkH'" B IIyCTYIO CTPAHHUILY JOKYMEHTA BCTABUTh IIyCTOE OrJIaBJICHUE.
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m FnaeHan Beraska PazmeTka cTpaHWUb Ceulnku Pacceinkmn PeueHzMpoOBIHWE Eug Popmyna Hagcrpoikwn
[Z¢ AoBaBuTe TekeT = [}y BeraswTe koHLeEy0 cHoCKky =5 ) ¥npaeneHue MCTOUHMKaMK ‘“j (£ CnMcok nanko cTpaumii
2 O6HOBUTE TaBAKLY Ag Cneaywiuas cHocka = = hé Ctune: APA Fifth Edition = {06 S UL
Ectaeute _ Ectaeute EcraBute
CHoCKy J OKa3aTe CHOCKM ccBnKy ~ ﬂj CrNcoK ANTepaTypel ~ Hassarme L1 NepekpecTHan cowinka
BCrpoeHHbiii ~ CCEINKM W CONCKM INTEPATYPEl HazsaHua

AsTocoGWpasmMoe Ornasnedne 1

Oraasnenue
Sarononok | 1
frrn— SO |
Saranonok 3 1
ABTOCOEMPaEMOE OrNaBnexne 1

ABTOMAaTMHECKW COBMPAEMOE OrNaBneHKe [c
AsToCo6MpaeM  saronoekom quot;OrnaEneHne’), KOTOpoe PApasaen
BKNIOYAET BECh TEKCT, 0 OPMAEHHBIR
Ornasrense | CTWIAMK “3aronosok 1-3°

apasget (HcOpae. TeHHBIH)

Sarononok | I Opa3mena
Tarvimsox U —— |
Haranonok 3 1
apaiaena
Py4HOE OrNasneHmne Apazaex
BECTAE )
Ornannenue
BetnIe nassanme paas (yposen. 1) 1 Mpa3zea
Besiprme BRaRanne TIREREOFPOBERE ) | &
[T R——— S .3 [ipaiaen
Breawpme naimanme rAsnk (Ypomenmh 1)
Hec/HTe Hassaime riass (yposces 2) 5
o apasnena
Z] Ornaenenue...
ﬁ:.‘ YA3NWUTE OrNaENEHKUE Apasaex

Ha skpane nosiBuTcst cooO1ieHne 00 OTCYTCTBUH 3JIEMEHTOB OIJIABJICHHS. DTO
€CTECTBEHHO, T. K. y Bac elie HeT TeKcTa ¢ pa3jiesiaMu.

Korma Bel HaGepeTe HyXHBIN TEKCT, pa3METUTE TJIaBbI B 9TOM TEKCTE, HYKHO
OyZeT 3TU pa3lienbl BHECTH B orjiaBieHue. st 3Toro, ycTaHOBUTE Kypcop B TEKCT
Ha3BaHMs pazzena u HaxMuTe KHonKy "'lo6aButh TekeT". B BrimagaroieM MEHIO
BbIOEpETE HYXHBIH YPOBEHb BJIOKEHHOCTH W OOHOBHUTE IIETMKOM OTJIABJICHUE B

OTBCT HA COOTBGTCTBYIOIHCC COOGIHCHI/IC.
. |
Wiid 9~ 0|

m lnaeHas Bcraska PazmeTra cTpaHnybl Ceblnkn Pacce

[|;f|-|- JoBaBNTE TEKCT - Al .__['i'] BITaBWTE KOHUEEYH CHOCKY

He BKNHY43TE B OMA3ENEHWE Aﬁ Cnegywwian cHocka =

OrnagneHue
- YpoBeHs 1 J DKA3aTh CHOCKK
( CHOCKN -
v | ¥YpoBeHb 2
YpOoBeHE 3

Ecnu Bl Bce caenany npaBuiibHO, TO CTpAaHUIIA C OTJIaBI€HUEM OOHOBUTCS U
B HEll MOSBUTCS Ha3BaHUE BHECEHHOro Bamu pasnena ¢ COOTBETCTBYIOLIUM
HOMEPOM CTpaHMIIbl. AHAJOTUYHBIM O0pa30oM CIEQyeT MOCTYNaThb CO BCEMHU

paznenamu PII3. B urore, y Bac nomyuntcss apromaTniecku chopMUpPOBaHHOE



orjiaBjieHHe, KOTOPOE XOPOIII0 BLIPOBHEHO 1 0T(POPMATHPOBAHO , KOTOPOE Oy 1eT
aBTOMATHYECKH M3MEHSITh Ha3BaHMs Pa3lesioB eciu Bel UX cMEHWUTE B X0Je
penaktupoBaHusi Bamieil paGoThl ¥ MOCTABUT COOTBETCTBYIOIME CTPAHHUIIBI,
KOTOpPO€ MO3BOJISIET MTHOBEHHO 00PaTUTHCH K HY:KHOI Bam riiaBe u He nucrarb
JI0 HY’KHOM CTpaHUIIbI POJTMKOM MBIIIIH.

N3menute HazBanue ['naBel 2. Hazanue 2 Ha cinoBo «CamMoner», 0OHOBUTE
OrJIaBJIEHUE, YAAIUTE Pa3phIBbl CTPAHUL MEXAY INIaBaMHU, OOHOBUTE OTrJIaBJICHUE.

7. Tlocne rnaBel 3 co3maiite «CHUCOK JUTEPATYPHI», COJAEPXKAIIUA TpU
KHHTU:

1. Hsanos U.U. Kuura 1. 10 c.

2. Tlerpos ILII. Kuawura 2. 20 c.

3. Cupnopos C.C. Kuwura 3. 30 c.

ABTOMAaTUYECKH COILIIMTECH Ha MEpBYIO0 KHUTY B ['1aBe 1, Ha BTOPYIO KHUTY
B ['aBe 2, Ha TpeTbio kHUry B ['1aBe 3.

Yr1o0bl cAesaTh aBTOMATHYECKYH CChLIKY Ha umcTtounmk B \Word,
BBIIIOJIHSIEM CJIeAyIoLIIee:

1) nmepeBomuM Kypcop B JIFO00€ MECTO TEKCTa B MEPBOM ITYHKTE CITHCKA
JUTEPATYpHl (HapuMep, Ha HA3BaHUE)

2) mepexoauM Ha JeHTy «BcTaBkay, nanee BbIOMpaeM «3akiagKay.
[TosiBUnOCh OKHO J00aBJICHUS 3aKJIaJIKU, B KOTOPOM HEOOXOJMMO BBECTH UMS
3aKJIaJIKU U HaXaTh KHOMKY «/[00aBuTh». HanmeHnoBaHue 3aKkiajku MOXKET OBITH
aro6oe, HO He Oonee 40 cUMBOJIOB, HE cojepXkaimiee NPOOETOB U JAPYTUX
CIELICUMBOJIOB (KpOME 3HaKa noguyepkuBanusi). Ha3zpiBaTh 3aknaiky ynoOHee BCero
no ¢GaMuUIMK aBTOpa W Tape KIIIOYEBBIX CJIOB M3 HA3BaHUS CTaThbU, HAIIPUMEP
"Hashim_IT_decision_making". Ecnu Bbl yBepeHBI, 4TO AaHHOTO aBTOpa Yy Bac

TOJIBKO OAHA CTaTbi, TO MOKHO OCTaBHUTb TOJIBKO CbaMI/IJ'II/IIO.
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MOXHO CO3/1aTh 3aKJIaJKH Cpa3y Ha BCE MCTOYHMKH, a 3aTEM MEPEUTH K
MIPOCTABJICHUIO CCHUIOK Ha HUX B TEKCTE.

3) B Tekcte, B MecTe, TlIe HY)KHO COCJIAThCSl Ha BBHIICYKa3aHHYIO CTaThioO,
BCTaBIIIEM KBaJ[paTHbIE CKOOKH 0e3 mpobesnia U CTaBUM KypCcop MEXAY HUMHU.

4) Tenepb, 4YTOOBI TOCTaBUTh ABTOMATHYECKYI CCBUIKY, HEOOXOIMMO
CHENaTh MEPEKPECTHYIO CChUIKY HAa YCTAHOBIICHHYIO 3aKJIAKY.

Jlns sToro mepexonuMm Ha JeHTy «BcrtaBka», Haxumaem «llepekpecTHas
cceuikay. [1osSIBHIIOCH OKHO, B KOTOPOM B CHCKE « THI CCHIIIKM» HY)KHO BBIOpATh
«3aknanka», a B crucke «BcTaBuTh cChlUIKy Ha» — BbIOpaTh «Homep abzaray.

BBI6I/Ip acM UM co34 aHHOU 3aKJIa K1 u Ha>XuMacm «BcTaBuThHY.
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Buytpu kBagpaTHbIX CKOOOK mosiBHiiach mudpa 1, 4TO0 COOTBETCTBYET
MOPSIIKOBOMY HOMEPY ATOU IMyOJIMKAIIUU B CIIUCKE JIUTEPATYPHI.
Jy1st TOro, 4T00BI CCHIJIKM B TEKCTE ABTOMATHYECKH O0HOBHJIMCh, HY?KHO

BbBIINNOJIHUTD /1BA HEﬁCTBHﬂ:
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1) Beienuth BeCh TEKCT, B KOTOPOM CIEIyeT MEePEHyMEpPOBATh CCBHLIKH.
ByabTe 0CTOPOKHBI ¢ BhIIeJIEeHHEM TeKcTa BO BceM gokymente (Ctrl+A). Word
paclieHuBaeT aBTOMATHYECKOE OIJIaBJICHHWE Kak HabOp CCHUIOK, MOSTOMY €Clu
BBIJICIUTH €TI0 BMECTE C TEKCTOM, OTJIaBIICHUE OOHOBUTCS TOXKE.

2) Haxkatp F9 niin Ha)kMHTE IIPaBYIO KHOIIKY MBIIIH, BhIOepHTe «OOHOBHTH

moJie»
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CchbUIKM B TEKCTE€ OOHOBATCS W MPUOOPETYT 3HAUEHHUE, COOTBETCTBYIOIIEE
HaxX0>XJICHUIO0 HCTOYHUKOB B CIIHCKE JTIUTEPATYPHI.

Ecnu BBl yaanuiy MCTOYHHUKY U3 CIIHCKA, HE TIOJIGHUTECH MOCIIe OOHOBICHUS
MPOCMOTPETh BECh JOKYMEHT eme pa3. 'llogBemeHHble" CChUIKM Ha
HECYIIECTBYIOMNUIA HCTOYHUK CTaHYT 00O3HadyeHbl Kak "Quiubka, 3axnadka He
Hatidena". He 3a0ynibTe yIaauTh UX U3 OCHOBHOTO TEKCTAa.

8. B cmucok nutepaTypel 100aBbT€ TOJ BTOPHIM HOMEPOM KHUTY
Kopenesckuit H.A. HoBas kaura 500 c. Beigenure Bech TEKCT, KIUKHUTE MPaBOA
KHOIIKOW MBI, BbIOEpUTE B MEHIO MyHKT «OOHOBUTH Mosiey», ganee « OOHOBUTH
M0JIC LIETUKOMY. Y TaJIUTEe B CIIHUCKE JIUTEPATYPhI IEPBYIO KHUTY U CHOBA OOHOBUTE
noJIe.

Q. Pacnieyaraiite 1nojay4uBIIMICS OTYET.



JlaboparopHasi paboTa Ne3

Co3nanne u popmaTupoBanue Tadaun MS Word

[esb paboThI: HAYYUTHCS CO3/1aBaTh M pelakTUpoBaTh Tadbmuisl B MSWord

Tabnuua npeacTaBisieT CeTKy, 0Opa30BaHHYIO CTOJOIAMH W CTPOKaMHU.
[lepecedennss CTONOMOB M CTPOK OOpa3yroT siaeiiku Tabimibl. Kaxmas sueiika
HE3aBUCUMA OT JAPYTHUX JJIEMEHTOB TaOJIMIbI, T HEE Bbl MOXETE YCTaHOBUTH
TpeOyeMblii pa3mep u GpopMmar.

Sl4eiiku MOTYT COAEpKaTh TEKCT, YUCHa, rpaduyeckre N300paKeHus WIn
¢opmyinbl. Eciiu BBOOUTCS B SYEMKY TEKCT, IPU JOCTUKEHHM INPABOTO Kpas OH
OyZeT aBTOMAaTHUYECKH MEPEHOCUTHCA Ha CIEAYIOLIYI0 CTPOKY B COOTBETCTBUHU C
mUpuHON stueiiku. [lpw M3MEHEHMHM MIMPUHBI CTOJNOLA WM SYCHKH TEKCT
aBTOMATUYECKU OyJeT MEPEHOCUTHCS Ha CIEAYIOIIYI0 CTPOKY (MpU YMEHBIICHUU
IIMPHUHBI) WM BO3BPALIATHCS HA MPEIBIIYIIYIO CTPOKY (ITPU YBETMYEHUU IIUPUHBI)
TaK, 4YTOOBI IOJHOCTBIO 3aOJHUTH TUYEHKY HOBOTO pa3Mmepa.

Co3nanue Tadaun Tabnuia MoXeT ObITh BCTaBJI€Ha B MPOU3BOJIBHOE MECTO
JNoKyMeHTa. Pa3zmep TabmuIbl MOXKET MPEBbIIIATh pa3Mep CTPAHULIbl, TO3TOMY €€
4acTh MOXKET Pa3MeIIAThCs Ha OJHOM WJIM HECKOJIBKUX MOCJIEYIOIIUX CTPAHUIIAX.
B TakoMm cirydae MOKHO ONPENENsATh 3aroJOBKY JJi TaOIHIIbI TAKUM 00pa3oMm, UuTo,
eciy Tabnuua OyAeT pa3MellleHa Ha HECKOJbKHUX CTpPAaHMLAX, B BEpXHEW dactu
KQ)KJI0M CTpaHHULIbI 3ar0JIOBKH OyAYT OTOOpakaThCsl aBTOMaTHYECKHU.

Jisi co3manusi TaGJIMIbI MOYKHO BOCHOJIb30BATHCSI KOMAHI0M BKJIAJKa
BcraBska — manens Ta0auisl — kHonka Ta0muna.

B penaktope Word wumeercs BO3MOXKHOCTH HAPHCOBATH CJIOKHYH)
Tabdauny or pyku. /Iy 3TOro J0OCTaTO4YHO BBHIOpaTh B MEHIO Tabimuna KoMaHIy
HapHCOBaTh TAOIUILY.

[Ipexxne yeM MPUCTYNUTh HEMOCPEACTBEHHO K CO3JAaHUIO TaOJIMIIbI, BbI
JOJDKHBI MMETh XOTS Obl MPUOJIM3UTEIHHOE MPEACTABIEHUE O TOM, CKOJIBKO

CTOJIOILIOB M CTPOK JOJKHA UMETh Tabiuia. Ha aTom sTamne He 0053aTEIbHO TOYHO



yKa3bIBaTh MapameTpsl Tadmauisl. [locme co3manns Bceraa MOKHO T00aBUTH W/WITH
yIaJUTh CTOJIOIBI U CTPOKU MO CBOEMY YCMOTPEHHIO.

BBoa 1aHHBIX U epeMelleHHne Mo Tadjauile.

Ecnu B cBoeit paboTe BBl MPEANOYNTACTE TOIB30BATHCS KIABHATYPOH, IS
HIepEMEIICHUS B CIICAYIONIYIO sIUCHKY UCTIOJIb3yeTcs KiaBuiia Tab. Jlins nepexoa k
npeaplayinei suciike Haxkmute Shift+Tab. Eciu xnasuina Tab Oyner nakara B TOoT
MOMEHT, KOT'JIa Kypcop pacIioJIOKEH B Mocie el ssuciike Tadmuiel, WWord BcraBut
HOBYIO CTPOKY U TIEPEMECTHUT KypCOp B €€ MEPBYIO SUCHKY.

B Tabnuie mpencraBieHbl KIABHINM IS MepeMeIieHns o Tabmume. J{ms
TOTO YTOOBI MOKHHYTH TAOJHITY, BbI JOJDKHBI C TMOMOIIBIO MBIIIN WA KIIABHIII-
CTPEJIOK TIEPEMECTUTH KypCOp 3a MpeIeibl TaOIUIIbI.

Knapuma Haznauenue

Tab Ilepemernaercst Kypcop BIpaBO Ha OAHY siueliKy. BcTaBisieT HOBYIO
CTPOKY, €CJIM KypPCOp pacloJIo’KeH B OCIEAHEN sueiike

Shif+Tab Ilepemernaercs Kypcop BI€BO Ha OJHY SUCHKY

Alt+Home u Alt+End IlepemeriaeTr Kypcop B NEPBYIO WM IMOCIEIHIONO
STYEHKY CTPOKH, COOTBETCTBEHHO

Alt+PgUp u Alt+PgDn Ilepemeriiaer Kypcop B MEPBYIO MM MOCICIHIO
CTPOKY CTOJIOIIa, COOTBETCTBEHHO

PenakrupoBanue tadiamu. Ha nmpakTthke AOCTATOYHO 4YacTO BO3HUKAET
HEOOXOMMOCTh U3MEHUTH IMapaMeTPhl TaOJIUIIbI, B KOTOPOU COJIEPIKATCS TaHHBIC.
MS Word npenocrasisier B Hallle pacrlopsHKESHHE MIMPOYAUIITIE BO3ZMOKHOCTH 110
pEeNaKTUPOBAHUIO TAOJHII, BKIIIOUAsi BCTABKY M yAaJCHHUE siUeeK, CTPOK U CTOJIOIOB,
NepeMeIeHIEe W KOIMMPOBAHKE SYCCK, M3MECHECHHUE BBICOTHI M IIMPUHBI SYCCK U
mHoroe npyroe. Komanna: Bkinanka Pabota ¢ tabmunamu — Korcrpykrop / Maker.

IlepemelieHue U KONMMPOBAHUE STYEEK

Hcnosb3oBanue MbIIIH /151 TepeMellleHUs siYeeK, CTPOK U CTOJIOI0B

JIist TOro 4YTOOBI MEPEMECTUTh WM CKOIMPOBATh OJHY HWIJIM HECKOJBKO,

AYCCK, BMCCTC, C UX COJACPKUMBIM, BBIIIOJIHUTC CJICAYIOIINC I[GIZCTBHSI:



-BriOepute sideiiku, CTPOKM WM CTOJIOIBI, KOTOPHIE BBl MPEATIONiaracTe
MEPEMECTUTH UJIU CKOIIUPOBAT.

-IlepemecTuTh yKkaszatesb MBIIIH B TIpeieiaX BRIOPAHHBIX SUeeK TakK, YTOOBI
OH IIPUHSUI BUJI CTPEJIKU, HAMPABJICHHOW CITpaBa HaJIEBO.

-JlanbHeNIIMe Ballu JEUCTBUS 3aBUCST OT TOI0, XOTUTE JIU BbI IEPEMECTUTH
WJIU CKOITUPOBATD BhIJCIICHHBIC dJIeMeHTa. JIJ1s1 TOTO 4TOOBI IEPEMECTUTh DJIEMEHTHI
TaONHIBI, HAKMUTE JIEBYIO KHOTKY MbImK. Ecim Bam TpelyeTcs CKOMUpPOBATH
3JIEMEHTHI, HaxkmuTe KiaBuiny Ctrl, mocie yero HaxMuTe JIEBYIO KHOIKY MbIIIN. B
3aBUCUMOCTH OT NMPOU3BEJCHHBIX BAMU JACHUCTBUUA B CTPOKE COCTOSIHUS TMOSBUTCS
COOTBETCTBYIOIIIEE COOOIICHUE.

-IlepeMecTUTh KypCcOp B SYEHKY, PACIOJIOKEHHYIO JIEBEE W BBIIIE TOTO
MECTa, B KOTOPOM JOJKHBI TIOSIBUTHCA MEPEMENICHHBIE WM CKOMUPOBAHHBIC
STYCHKHU.

-OTIyCTUTH KHOIIKY MBIIIIH.

HUcnonb3oBanue komana Bkaaakm Maker [lpu pabote ¢ Tabnuueit
neiictBre koman Beipezats, KonnpoBaTs 1 BcTaBuTh 13 MeHto [IpaBka motHOCTBIO
aHaJOTMYHO padoTe ¢ TeKCTOM. C MOMOIIBIO 3TUX KOMaH/1 Bbl MOKETE MEPEMECTUTD
WJTU CKOTIMPOBATH SIYCHKH B MIpeieaax TaOIHIIbI MUTH CKOITMPOBATH TAOIHITY B IPYTroe
MecTO. JlaHHO€ CpeacTBO IMO3BOJISIET MNEpPEMEINIaTh W KOMUPOBATh OJHY WU
HECKOJIBKO SYEEK WJIM IIEJIMKOM BCIO TaOIUILy.

N3MeHeHUEe IMPHUHBI CTOJIOOB

llepemewenue epanuy ayeex u UCNONL30BAHUE 20PU3OHMANLHOU JTUHEUKU
Jnst Toro 4roObl M3MEHUTh IIUPUHY CTOJIOIA C MOMOIIBI) MBIIIH, YCTAHOBUTE
yKa3zaTeb MBIIITK Ha MPaByl T'paHMIly cToji01a. B pesynprare ykasareib MpUMeET
BHUJ] BEPTUKAJIBHOW [IBOMHOW JIMHUM CO CTPEJIKAMH, HAMPABICHHBIMU BIIPABO M
B1eBO. [Ipu 3TOM BUj yKa3aTesst He 3aBUCHUT OT TOTO, OTOOPaXKAFOTCS HIIA CIIPSITAHBI
JUHUU CeTKH. HakMHUTE KHOTKY MBIIIA W TIEPEMECTUTE 3TOT MapKep CTOJOIA 10
YCTAHOBKHU TPEOYEMOM MIMUPUHBI CTOJIOIIBI, TOCTIE YETO OTMYCTUTE KHOIKY MBIIIIH.

eticmsue Pe3ynomam



[lepememienue rpaHunbl 0€3 HaXKATUS KaKUX-JIMOO JOMOJHUTEIBHBIX
knaBuil - upuna Beex cTonOoB cripaBa OyJIeT U3MEHEHa B COOTBETCTBUU C MX
MEPBOHAYATILHON IIUPUHOMN

[lepememenue rpaHunbl NMpu HaxaTod kiaBuime Shift - M3mensercs
IIMPUHA TOJBKO JIBYX CTOJIOIIOB, pACIIOJIOXKEHHBIX CJ€Ba W CIOpaBa oOT
MEepEMEIIAEMON TPaHULIbI

[Tepemerienue rpanunbl npu Haxkatod wmaBume Ctrl - Illmpuna Bcex
CTOJIOIOB cIipaBa OyZIeT M3MEHEHA B COOTBETCTBUU C X MEPBOHAYATBHON ITUPUHON

[Tepemenienue rpanutp! npu Haxkateix Shift+Ctrl - [llupuna Bcex cTonbIoB
CIpaBa OCTAeTCs] HEM3MEHHOW. M3MeHseTcs mupuHa CTOJIOA, PaclOiI0KEHHOTO
ClIeBa OT MEepPEMEIaeMOil TPaHULIbI U COOTBETCTBEHHO IIMPUHA CaMOU TaOJINLIbI

[lepememenue TpaHunbl npu HaxaTod kiaBumie Alt - OrtoOpaxaercs
pa3Mep IHUPUHBI U3MEHSAEMBIX CTOJIOLIOB B CM.

-BriOepuTe cT001IBI, HIMPUHY KOTOPBIX BBI IPE/IIoaracTe u3MeHUTh. Eciu
BbI BBIOCpUTE CTOJIOIBI HE MOJHOCTHIO (HampuMep, oAHy win Oojee crpok) Word
W3MEHUT IUPUHBI CTOJIOIIOB TOJIHKO B YKa3aHHBIX CTPOKAX.

-BriOepute Brianka Maket — nanens Pazmep sueiiku

-B okne nmanora CBolicTBa TaOauIBI epeanTe Ha BKiIaaky “Cronben’” u
YCTaHOBUTE HY>KHbBIE MMapaMeTPhl WJIM HAXKMHUTE KHONIKY ABTOnoaoop. U3meHeHue
BBICOTHI CTPOK

-Bribepute Brimanka Maxker — nmanens Pa3zmep siaeiiku

-B okne nuanora CpoiicTBa Tabmuibl nepeiiauTe Ha BKIAAKy “CTpoka” u
YCTaHOBUTE HYKHbIE MapaMeTPbl WJIK HAXMUTE KHONIKY ABTOIOAOOD.

®dnaxok Paspewums nepenoc cmpoku Ha ciedyrowyio cmpanuyy. Ecnu npu
YCTaHOBJIEHHOM (piiaskke (110 YMOJTYaHUIO) COACPIKUMOE SIUEHKU HE TTOMEIaeTCs Ha
onHoit crpanuiie, MS Word pa30uBaet cTpOKy M MEPEHOCHT HE MOMECTUBIIIUECS
JAHHBIE HA CIEAYIOIIYIO CTPAHULLY.

Hacrpoiika nmosio:xxkenusi crpok Bxnagka Maker — nanens BolpaBHUBaHUE

N3menenune opueHTauuMu Tekcra Brxiagka Maker —  nmaHenb

BripaBHuBaHue — kHonka Harpasienue tekcra.



BcraBka u ynajieHue siueek, CTPOK u ¢T1oJionoB [Tociie co3manust Tabuiibl
MOXHO U3MEHUTH €€ CTPYKTYPY, N00aBIAS U yIamsisd SSYCHUKU, CTPOKA U CTOJIOIBI.
Konkpetnbiit Bua oniuid BeraBuTh 1 Y aanuTh u3 MeHo Tabnuia onpenensercs
TEM, KaKUE AJIEMEHThI TaONIUIbl (SIMEUKH, CTPOKU WM CTOJIOIBI) OBLIU BBHIOPAHBI
repei BBI30BOM KOMaH/IbI.

Bxrnaaka Maket — nanenb CTpOKH U CTOIOLIBI

O0benunenue siyeek Jlisi 0ObEIMHEHHSI HECKOJIBKMX PAaCHOJIOKEHHBIX
PSIOM B OJTHOM CTPOKE STYEEK BBITMIOJHUTE CIEAYIOMINE AECHCTBUS:

-Br10epuTe siueiiku, KOTOPbIE BBl XOTUTE OOBEUHUTD.

-Bkinagka Maxket — manenb O0be TUHUTE — KHONKA OOBbe TUHUTE STUYEHKH

Pa3ouenne siveek PazOueHue sueek sIBIsSETCS OOpaTHOM omeparued 1o
OTHOIIICHUIO K 00beauHeHuto. C ee MOMOIIbI0 MOKHO BOCCTAHOBUTH MCXOJHOE
COCTOsIHUE OOBEeMUHEHHBIX sueek. [Ipu 3TOM pacmpenenceHue TEKCTa MEXIY
suerkamMu OyIeT ONpeAeNAThCsl HATMYMEM CUMBOJIOB ab3ana. [lepssiii ab3ai Oyaer
MIOMEIIIEH B MEPBYIO SUYEUKY, BTOPOM a03all — BO BTOPYIO SUEHKY U T.1.

-BriOepuTe 0JIHY MJIM HECKOJIBKO SY€eK, KOTOPbIE MPEAnoaraete pa3onTh.

-Bxnanka Maket — nanenb OObeIUHATH — KHOMIKA Pa3OouTh sueiiku

-B mone BBoga Yncno cToiabmoB oTtoOpaxaeTcss KOJIMYECTBO CTOJIOIOB, HA
koTopeic MS Word mnpeamaraer pa3oWTh KakIyl U3 sdeek. B cioydae
HEO0OXOMMOCTH U3MEHUTE, YKa3aHHOE 3HaueHue U Haxmute OK

®opmaTupoBanue Tadaun Mcnonvzosanue komanovl Cmuiu mabauy
Komanga Ctuiam TaGaull mo3BOJSIET 3HAUUTEIILHO COKPATUTh BpeMs, TpeOyeMoe 1Jis
NpUaHus Balie TaOmuIbl MPO(ECcCHOHATBLHOTO BHJA, 3a CUET HUCIOJIb30BaHUS
MpeaonpeaesieHHbIX cTrel oopmiieHus Tabuibl. C UX TOMOIIBIO MOXXHO OBICTPO
YCTAaHOBUTH OOpaMJICHHE M 3aJIUBKY S4Y€eK, MapaMeTphl ImpudTa U IIBETOBOE
opopMieHHE, a TaKXKE aBTOMAaTUYECKOEC W3MCHCHHE pPa3MEpPOB S4YeeK B
COOTBETCTBHUHU C UX COJICPKUMBIM.

-YcTaHOBUTE Kypcop B Mpeenax TaOIulIbl.



-Bri6epure komanay Bkianka Koncrpykrop — manens Ctunu tabnun. 13
CIIUCKA MPEONPEeICHHBIX (hOpMaTOB BEIOEpUTE (hopMaT, B HAUOOJIBIIIEH CTEIIEHN
OTBEYAIONINI BalllM TPEOOBAHUSIM.

st hopMaTHpOBaHUS CONEPKUMOTO SUYEEK MOKHO BOCTIOJIB30BATHCS
npuemMamu (GopMaTUPOBAaHUS OOBIYHOTO TEKCTA.

/lo0aBJieHre paMKH KO Bceill TadJuue WiM ee oTaAeJbHbIM siueiikam 1o
YMOJYaHUI0O B KaueCcTBE OOpaMIISIIONICH JHHUM B TaOJIUIAX WCIOJIB3YeTCS
CIutonIHast ToHKast. i1 u3MeHeHus: oOpaMiIeHuUs! TaOJIUIIbI BBITIOJHUTE CIIEIYIONIUE
JICUCTBUS:

-Br106epuTe siueiiku, KOTOpbI€ BBl XOTUTE 3aKIIOYUTH B paMKH (WUJTU [IEJTUKOM
BCIO TaOJIHILY).

-Bkiaaka Koncrpykrop — manens Ctuin Tabmnui — kHOnka ['paHuiibl

JoGaBjieHue 3anoJjiHeHuss K TaOuaume OueHb 5PQGEKTHO CMOTPATCA
Ta0JIMIIBI YaCTh SYEEK KOTOPBIX BBIJIETICHA JPYTUM HBETOM. J[J11 M3MEHEHHUs 1IBETa
¢dboHa B siUCHKN TaOIUIIBI:

-Brinennre stueKU TaOJIHIIbI.

-BriOepute komanny Bkiaaka KoncTpykrop — manens CTunu TaOiui —
KHOIKa 3ajIuBKa

Pa3ouenue Tabaun Ilpu paGore c Tabmuiamum MOXKET MOTPEOOBATHCS
pa3ouTh TaOJIUIlY HA JIBE YACTH JJIS TOTO, YTOOBI, HAIPUMEP, BCTABUTH MEXKIAY HUMHU
TEKCT WJIU PUCYHOK.

Jlns pa3oueHust TaObiuIlbl yCTAaHOBUTH yKa3aTelb B CTPOKY, MEpe]l KOTOPOM
XOTUTE pa30uTh Tabnuily. 3atemM BbIOepuTe KoMmaHay Bxiagka MakeT — maHelnb
OObeauHUTH — KHOMKA Pa3ouTh Tabaumny win Haxmure Ctrl+Shift+Enter. Ta6nua
Oynet pa30uTa Ha JIBE YaCcTH, MEKy KOTOPhIMU OyJieT BcTaBjieH Mapkep ab3ana (),
oTgopMaTUPOBaHHBIM HOPMaIbHBIM CTWJIEM. Ecnu Bam moTpeOyeTcss OTMEHUTH
paszOueHue, ynaauTte Mapkep abd3ara.

[Ipu pabGore ¢ TabnauIaMu MOXKET BO3HUKHYTh CHUTyallMs, KOTJa TMpH
no0aBiaeHd WH(POpMaMM B SYCHKH, OJIHA W3 TPAHUI] TAOJMIIBI, dYale IipaBas,

YXOOUT 3a I'paHUIbI CTPAHUIbI 1 CTAHOBHUTCA HCBHﬂHMOﬁ.
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B nanHoit cutyanuu He0OXO0AMMO MOCTaBUTh Kypcop B TaOJUIly U MEpEHTH

BO BKJIAJIKy «MakeT» 1 HalTH TaM UKOHKY «CBOMCTBaY.

DAY 1 JIABHAH B 1ABKA HNSAKH PASME | EA CIPAHKLBI CLBUIKA PALCBIEK PELEHSKPU
[% Beigenuts - m‘HapMCDEETh Tabanwy + [ Beramute chusy El]
1
[EH Orobpasnts cetey [ Nactuk . X & BeraswTe cneea [ Pasgenuts aueiikn 3
Ypanenuwe BcraeuTe - i
r|':| CeoiicTea - cBepxy [ Berasuts cnpasa [ Pasgenwts TaBnuwy ===}
TaBnanua Pucoeanue CTpokn u cTonBupl [F] OBBeguHeHNE Pa
Ceoicrea Tabnmub z 1 # R i# + # 6 #7
L OTKpLITME AMANIOrOEOTD DKHA
"Caoiicrea Tabauus” 4na Tabsmna-1---Aaaaaaaaaaaaas
CIEES WEMEHEHWMA AOMONHUTENEHEIX +
= CBOMCTE TaBAWLBl, TAKWNX Kak Ne-n/nn | ®amu- Mmar OTue- rog-
OTCTYN M NapameTpel NEpeHoCa naad CTBOH poMa
TeKCTa. HMAL
1 1 1 1 1
o o o o o
1 1 1 1 1
b o o o o o
1 1 1 1 1
1 1 1 1 1
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r~ 1 1 1 1 1
1 1 1 1 1

B oTpeiBImieMcst okHe HeoOXoauMo HalTh noiie «IIIupruna Tabauiey. MHorma
oHa Oyner oTtoOpakeHa B CaHTHUMETpaxX, TOTJa 3HAYCHHWE HYKHO YMEHBIIUTH, a

MHOT/Ia, KaK B 3TOM CiIy4ae 1oJie OyJeT 3aKpbITO.



TaBnuua | CTpoka I CTongew, I Aueika I JaMEWAKILWA TEKTT |

EAWHMLEL | CaHTHMeTp b

OTCTYM CAEEa:

é Oem Iil

no LeHTpyY

EE

EOKPYT PA3MELLEHME. .,

IpaHWUEl 1 3aNUEES... | | MapameTpel... |

| OK || OTMeHa |

B sTOoM ciyyae HaM HEOOXOUMO MTOCTABUTH TaJIOUKY IIEPE]] CIIOBOM LLIMPHUHA
U yKa3aThb HEOOXOJUMYIO BEJIMUMUHY UCXOJA U3 WUPHHBI cTpaHulpl. [Iluprna nosns
JUIs TieyaTh B cTpaHulle A4 mpu YCTAaHOBJIEHHBIX HaMM Iokazareiasx 16,5 cwm.

OquH,Z[HO, CCJIX MBI IIPOITHIIICM 16 CM, TO BCiA Ta6J'II/IIIa OTO6paBI/ITCﬂ Ha CTPaHHUIIC.

Taénwnua | Crpoka | Crongey, | Aveiika | 3amMewamWmi TekeT |

Pasmep

EblpagHWEBEaHKE

OTCTYN CNeBa:

%E Om El

CneEa MO LEHTPY  COpaea

BTeKaHue

PazmeweHue..,

TpaHHWLUEl W 33AWEKE... | | MNapameTpol... |

| QK || OTmeHa |

[Tocne naxatust kHOonkH «OK», OyJ1IeM UMETh CIAEAYIONTUN Pe3yIbTar:
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Bce cronbupl Tabmuiel Teneph HaM BUJHBI, U Mbl MOXEM MPOJOIKAThH
pabory.

Crnemyroliasi 4acTO BCTPEUAIOIIAsICsl CUTYyaIus — TaOJIMIla He TTOMECTUIIach Ha
OJTHOW CTPAHMUIIE U YACTh €€ NEPENIA HA IPYTOU JIUCT.
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B aTom ciiydae Ha BepHel 4acThiO TaOIUIIbI, KOTOpas IEpeHeCIach Ha JPYTYIO
CTpaHHIly HeoOxoauMo Hammcath «lIpogomkenue Tadmuipl 1» nwin «OKoHUaHUE
Tabnuibl 1» B 3aBUCHUMOCTH OT TOrO, 3aKOHYMJIACh TaOlMla Wi OHa OyjaeT
IPOJOJIKATHCA €IE Ha CIIETYIOUIYIO CTPAHHUILY.

Ham Heo0XxoauMo MOCTaBUTh KypCOp B MEPBYIO CTPOKY TaOJMIIBI, KOTOpas
NepeHeciach Ha CICAYIOIMA JIMCT U BO BKIAJKE MAakKeT BbIOpaTh HKOHKY

«Paznenuts TabIUITY».

PA3IMETKA CTPAHMLLBI CChITKA PACCBIKIA PELLEH3WPOEBAHWE ENA MathType Foxit PDF Maremarit
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Pazpenuts Tabanuy

1] PazBueHne ogHoi TaBauuel Ha
age Tabauykl.
Tabmumna-1 laaas
4 TekyLLan cTpoKa CTAHET NepBOR
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Onna Tabnuua JeauTcss Ha JBE, HAaJl BBIJICJICHHOW CTPOKOW TaOJUIIbI

IMOABJIACTCA IIyCTasA CTPOKaA, B KOTOpOfI MOKHO HaIIMCaTb HGO6XOI[HMBII>'I HaM TCKCT.
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1. Hapucyiite Tabmuiy, TpUYeM Ha3BaHWe TaOMUIBI  CHENaiTe

aBToMaTndeckum. ITomecture KypCop B Ta6J'H/II_[y H BBIIIOJIHUTEC KOMAaHAY: BKIIaAAKa

&

BcTaBuTe

nenThl Ccbuiku P> maHens HHCTpyMeHTOB Ha3Banust P> kHomka *=="<. Y CTaHOBHUTE
napaMeTphl: MOJNUCh — TaOJWIA, TOJIOKEHUE — HaJl BBIJACICHHBIM OOBEKTOM.

ConpoBouTe TadJIMIly 3ar0JJOBKOM: ABTOOYCHBIE MAPIIPYTHI.

Tabnuna 1
ABTOGYCHEIE MapIIPYTEI
Ne Hazpanne Mapmpyra (myHkT | Bpems Bpems
MapIIpyTa | OTIpaBICHUA — KOHCUHBII OTIIpPaBJICHHUA MpPUOBITIS

IIYHKT)




2. [IpeoOpa3yiiTe TaHHYIO TAOJIUILY B CIETYIOIIYIO

Tabnuna 2
ABTOOYCHBIE MapIIPYTHI
Ne Haspanue mapupyta Bpems Iena
MapmpyTa | (IIyHKT OTIIPaBICHUS — | OTIPABIEHUS | IPUOBITHS Omera,
KOHEYHBIII ITyHKT) pyo.

Hroro:

3. 3amonHuTe TAOJIMIy: HOMEpa MapHIPyTOB aBTOMAaTUYECKUM HYMEPOBAHHBIM
CIIMCKOM, Ha3BaHWE MapUIpyTOB, B cTOJ0IE «OTHpaBieHUE» B PYYHOM pPEKUME
BBenute 1udpel oT 1 1o 3, BeIIEnUTEe TEKCT B crosdie «Ha3Banue mapuipyray,
cAenaiTe COpTUPOBKY MO andaBuTy.

3. Pacmeuartaiite moyduBIINICS OTYET.



Jlaboparopnasi padota Ne4

Co3nanue u odpadoTka rpapuuecknx oobexroB MS Word
[enb paGoTel: HayuuThes paborath ¢ rpadukoit B MSWord

Hoseiit MS Word BximrodaeT B ¢eOst BCTPOCHHBIN rpauuecKuii peaakTop,
MO3BOJIAIONINN 00padaThIBaTh U300PaKEHHUS.

1. Otkpoiite TekcToBBIN mporeccop MS Word.

2. C momomipio KoMaHIel: BcTaBka— PHCYHKH TTOMECTHUTE B JOKYMEHT
PHUCYHOK.

3. Tlocne BbIACNEHUS PUCYHKA TOSIBISIETCS BKJIaJKa JIeHThl PaboTa c
pucynkamu. PaccMoTpum noapodHee KOMaH/Ibl, pACIOI0KEHHBIE HA TOM BKJIAJIKE.

SO0 o L23anueka durypei - © " slleeeen =
A . . - . = e s e
AL Led 0 e s L2 Komryp durype - —

PN = - Nonosxenue Obrexanie . —15240m *
e VA W ¥ IpdexTel purype 7 - Texcrom~ Ok OBAACTE BEIAENEHNA h- e

Beraska duryp CTinn dwryp ra Cranm WordArt Tekcr ¥YNOpRADHEHHE Pazmep [F]

4. C nomourpto komanasl O0pe3ka 00peKbTe PUCYHOK.

5. C nmomompbio koMaHnbl Koppekuuss HacTpolTe pe3KOCTh, APKOCTh U
KOHTPAaCTHOCTb U300paKEeHUSI.

6. C momomnipro komanabl LIBeT M3MeHHTe HACHIIIICHHOCTh M OTTEHOK IIBETA.

7. C nmoMoIpio KoMaHbl XyA0KecTBeHHbIE d((EKThI 100aBbTE K PUCYHKY
10001 U3 Xyn0KECTBEHHBIX 3(()EeKTOB, YTOOBI OH OOJIBIIIE HATTOMUHAT ACKHU3 WU
KUBOTIHCH.

8. Hapucyiite crnenyroriye pucyHKH CaMOCTOSITEIBHO.
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Pucynok 1 — YnpomieHnas ctpykrypHas cxema 9BM
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Pucynok 2 - CtpykTypHas cxeMa KOMIIbIOTepa



Ilepen Tem Kak HapUCOBATh KAPTUHKY, CJIEAYET OTKPHITH HA JICHTE 3aKJIAJKY
«BcraBka». Ee mpocTo HaWTH, Tak KakK 3aKjIaJKa HaXOOUTCS MpaBee KHOIKH
«I'nmaBHas». Ilom 3akimankoil oTkpbIBaeTcsa MeHI «Minmoctpanum», KOTOPBIM
MOJKHO TOJIb30BAaThCA MPU BCTaBKE B JOKYMEHT KapTHHOK U3 (ailyioB, OMOIHOTEK,
caiita Microsoft u 1. 1. Tem He MeHee, YTOOBI PUCOBATh, HY)KHO OTKPBITh BKIIAJIKY
«Durypsei». [log Helt ckpbpiBaeTCs 1€l HA00Op UHCTPYMEHTOB JJIsi PUCYHKA, a B
KOHIIE CIIUCKa HaxoauTcsa Komannaa «HoBoe mnmonoTtHo». BeInosHMB KOMaHAy,
MOJIy4aeM B JIOKYMEHTE T0JI€ 1Jis1 paboThl, T pUCYEM CaMble pa3InuHbIe QUTYPHI,
npeajiaraéMple B KOHTEKCTHOM MEHIO. 3/1€Ch €CTh JIMHUM W IIa0JIOHBI Pa3Iu4HON
KoH(purypauuu. PazmMepsl nojsoTHa A1 U300paKeHUI BBl MOYKETE OTPETYIHPOBAThH
II0 CBOEMY YCMOTPEHHUIO.

Bocnons3yiiTech roTOBBIMH 1a0JIOHAMU, KOTOPBIE TOMOTYT CO3JaTh CXEMY B
MS Word unu caenaTh reoMeTpuyYecKuii pucyHoK. UToObl OHM OKa3ajiuch Ha
MOJIOTHE, JOCTATOYHO KIMKHYTH 110 BEIOPAaHHOMY 1IA0JIOHY JIEBOM KHOIIKOM MBIIIIH.
Bropoii pa3 mienmyok JIEBOM KHOMKOM Jenaercss Ha IMoJie  M300paKeHUs.
[TomyuuBieecss n300pa’keHUE MOKHO PEAAKTUPOBATh, TaK KakK MOCIE €ro BCTaBKU
NOSBIAIOTCS KoMmaHabl «M3MeHuTh urypy», «3amuBka ¢urype», «KoHTyp» u
«ddexTnr huryp». OTKpPHIB IEpBOE U3 NEPEUUCICHHBIX MEHIO, MOKHO U3MECHUTH
KOH(UTYpaIIMIO PUCYHKA, TTOJIB3YSICh BTOPOI M TPEThel BKIagkaMu. MOKHO 3a/1aTh
1BeT (OHY M300pakeHHsI U ero rpaHuuaM. [loMmrumo Toro, MOXHO OTPEIaKTHPOBAThH
TOJILIMHY KOHTYPA, CAENATH €r0 IPEPBIBUCTHIM U T. II. YeTBEPTOE MEHIO MpEIaraet
yKpacuTh KapTUHKY 3¢¢ektamu. C ero mnomombl0 pUCYeM TEeHb, NPUAAEM
F€OMETPUYECKOM YACTH IUIOCKOCTH IOJYNPO3PAaYHOCTh M Ja)K€ BUIUMOCTH
TPEXMEPHOCTH.

Breibepute B MeHo koMaHnbl «llonmunmuuus» u «PucoBaHHas Kpuasy,
KJIMKATe TI0 BRIOPAHHOW JICBOM KHOMKOW MBI U JCJIaiTe MOBTOPHBIA KUK Ha
nosiotHe. He oTmyckas KHONKH, JI€NaiTe HYXHBIA PHUCYHOK. A €Ille OJHUM
Ha)KaTUEM Ha MBIIIb KapTUHKA Qukcupyercs Ha noiie. Ee, kak u mabioHbl, MOXKHO
OTpEaKTUPOBATh, 3AJIMBAsT PA3TMYHBIMU I[BETaMH, co3aaBasi d3PGeKTsl U T. . A ¢

nomoiplo «M3menenus Gpurypb» Bl MOANPABUTE U300pAKEHUE TIO IEPUMETDY.


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

9. CrpynnupyiiTe pucyHOK, U3BMEHUTE €r0 pa3Mep.

10.B mporecce paboThl ¢ TaOIMIIAMU M PUCYHKAMH MOXET CIOXKUTHCS
CUTyallus, Korja uzoOpakeHHe Wiau Tabiuma OyayT yaoOHee s
3allOJIHEHU W KOMQOpTHee i MPOYTEHHs, eclid 00beKT Oynaer
pAacIioyIo’KeH Ha aTbOOMHOM, a He Ha KHIDKHOW CTpaHUILY.

PAZMETKA CTPAHKLUEI CCBINKKN PACCBIKN PELLEHZMPOEBAHKE Blng MathType Foxit PDF Matematika
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Heo6xoaumo BeIIENTH TAOIUITY, PUCYHOK, YAaCTh TEKCTA WJIM UX COUYETAHUS,
KOTOpbIE HEOOXOIMMO PACTIONOKHUTh Ha TOPU30HTAILHON CTPAHHUITY.

[TepenTu BO BKnaaky «Pa3Merka CTpaHUIb U IEPEUTH B KOHTEKCTHOE MEHIO
«ITapametpnl cTpanuip» nogodHoe MeHwo «IIpudt» M «AG3am» Ha TIaBHOU

BKJIaAKe (1abopatopHas padota Nel).
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B oTkpeiBIIeMcs MEHIO HEOOXOJMMO BBIOpPATh ATbOOMHYIO OPHEHTAIUIO

CTpaHuIbI, HO IIPUMCHHUTDH €€ TOJIbKO B BBIACIICHHOMY @parMeHTy TCKCTa.

Moas | Pasmep 6ymarn | McrosHUME Bymari

Mona
BepxHes: .3 o
Negoe: _2 o

Mepenmner: 0em

OpueHTaLMA

EHICHHAA Y ansBoMHan
CrpaHmMLe

HECKONLKD CTRAHMLE o [ THLT]

Ofpazey,

MNpumeHnTg: ko BCEMY LOKYMEHTY

Huxcmee:
Npaeae:

DNonoxenne nepenneta:

HERA

[¥]

KO BCe A OKYMEH

[ K EbLIEAEHHOMY TEK
Mo ymoauaHu

_2 oM

-Cneaa

Ecnu Bel Bce caenanu mpaBuiIbHO, TO MTOJTYYHUTh BOT TAKOW PE3yJIbTaT:
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Paspuis pasaena (o CReayiollen cTpaHmsl

[Ipu Takoii OpueHTaMU CTPaHULBI TAOJMIA BBIMJISIAUT 3HAYUTENBHO JIyYlle,
ynoOHee €€ penakTUpOBaTh, a TakKe YJOOHEe YWTaTh, 3alMCAHHYI0 B HeE
uHdOpMaIHIO.

IIpu »TOoM MBI ¢ Bamu ceiluac CTOJIKHYJUCh C €LIE OJHUM CITy>KEOHBIM

CHMBOJIOM, KOTOpBIﬁ A0 9TOT0 €1IC HC BCTPCHAJIN:

1

'"! Pazpuie pazgena (co cnegyiolwel cTparmuus)

Kak wu ocranpHble ciy’eOHbI€ CHMBOJIBI OH He OyneT BHUACH NpH
pacreyaTbIBaHUM JOKYMEHTHI, @ BHUJIEH TOJIBKO B PEXUME PENAKTUPOBAHMS IPH
BKIIIOUEHHOU (PyHKIMHN «OTOOPAa3UTh BCE 3HAKWY.

YT0 ke 3TO TaKoe U I YETO OH HYXKEH.

Pe3ynbTaT mosiBiieHUs pa3pbiBa CTPAHULBI MOKHO MPOCTO CPABHUTH C TEM,
YTO B OJHOM JIOKYMEHTE€ MbI MPOCTO MEPEHOCHM KaKOH-TO TEKCT Ha HOBYIO
CTpaHMILY, IPH pa3pbIBE pa3jieiia CUTyalusl nHas, €€ MOXKHO CPaBHUTh C TEM, YTO B
OJTHOM OKHE IpOrpamMMmbl OTOOpa)karoTcsl 1Ba aOCOJIFOTHO pa3HbIX JOKYMEHTa U
HACTPOMKHU TEKCTa B 3TUX JOKYMEHTaX MOTYT KOPEHHBIM 00pa30M OTIMYATHCS, KaK
B HalleM NpHUMEpPE, B OAHOM «JIOKYMEHTE» CTPAaHMIbI BEPTUKAIBHBIE, B APYTOM
TOPU30HTAJIbHBIE. DTO OUYEHb IOJIE3Hass O0COOEHHOCTh U Brl Oynere aocTaToyHO

4acToO €10 TMOJIb30BaThCsA. Hampumep, B KypcoBoii paboTe HEOOXOIMMO He



HyMEpOBATh MEPBBIE TPU CTPAHMIIBI, & HYMEPALMIO HAYaTh C 4eTBEPTOU. [l aToro
HaM HYKHO OyJIeT BOCIOJIB30BaThCSl KIMEHHO pa3pbIiBaMu pazzenoB. [locTaButh ux
MOKHO HHU TOJBKO TOrJa, KOrJa HaM HeoOXOJUMO 4YacTh TEKCTa MEPEHECTH Ha
TOPU30HTAJIBHYIO CTPAHHILY.

Ecin HaM HE0OX0aUMO HE CTaBUTh HOMEP Ha TPEX CTPAHULAX JIOKYMEHTA,
3HAYUT HaM HY’KHO OyZET cO3/1aTh J1Ba pa3pblBa pa3/eioB, g 3TOr0 HE00X0UMO
nepeiTy BO BKIAAKy «Pa3meTka cTpaHUIBD U BBIOpATh B BBHINAJAONICH BKIIAJIKE

«Pa3priBbl» «Pa3phiB pazaena» «Co caeayrome CTpaHuIbh.

DA TMABHAA BCTABKA ON3ARAH PASMETKA CTPAHNLEI CChUIKIA PACCBINKIA PELIEH3MPOBAHWE BlAA MathT

¥ o 'ﬁ Paspeissl = Otetyn VHTepean
O = 0

N
Monas Opuentauma Pasmep KonoHkw PaspeiBe! crpaniy i :
M - M - Crpannua ) -
MNapameTpel crpal * Beibop Toukw, B KOTOPOI 3aKaHUNBAETCA O4HA CTPAHWLE W I :
T HAYNHAETCA CNEQYHILLEA CTPAaHMLA, & 7 8 3 w12 &
Kononka

YKa3bIEAET, UTO TEKCT, CAEAYHILLIWA 33 Pa3PRIECM KOJOHKW,
GYAET NEPEHECEH B HAYAN0 CAENYHILLIER KOMGHKW,

Obrexanne Texcrom
OfTekaHne TEKCTa BoKpyT oOBEKTOE HA BEG-CTpaHMLaX.

=9 1 L

Pazpwn passena (o cnemyowed CTparms)
PazpuiBw pasgencs

Cnegyrowan crpaHMUa
BcTaeka pa3pelBa pazgena v Hauyano HoBOra Pasgena co
CNESYHOLLEN CTPaHMLBL.

le- CclOyXeDHBIe- CHMEOIEI- OH- He- OV
*HTBL, - 4- BHIeH" TOJbKO- B- PeKHMe- pel:
JTOOPasHTb Bee 3HAKH». |
ge'ﬁ’“‘a“ CTpakMLa _ TJUI9Ero-OH-HyKeH T
*iTE-IE-:ij:I;EIITIEE Pazgena v Ha4yano HoBOorD pazjena c Tou mﬂ-pﬂpb[ﬂa'crpalﬂm'br'MOHﬂ-ID'lIEOCTo
"e- MBI* IIPOCTO- TIEPeHOCHM - KaKoH-To- -
Hernan crpannua ya37IeTa CHTY Al HHAS, &8 MOKHO Cpas
BCTEEF;E PazpelEa pazgena v Ha4ano HoBOro paijena C I O—Ioapmrc_ﬂ. ,D;Ba' aﬁcomomo. paSH.
HETHON CTRAHILEL. -IOKyMeHTaX MOI'yT-KOPeHHBIM-00pason
Heuetnan crpannua HOM" «I0KyMeHTe»  CTPAHHITEl- BEPTHKA
BCTEEKB EaZpblEa paz,ﬂ,&na W Ha4Yano HoBOro pBZ,.'J'E"IB C geHE- ITOT3HAT- OCOGEI{HOCT‘]’- H- BB[ 6}{
HEYETHOWN CTpﬂHHLI,bI. q.- Ha.l:lpl‘]ZMep,' B k_}l,pCOBoﬁ_ paSOTE'
HYMEepOBaTh NIepBble TPH-CTPAHHIIBL, -a-HyMepalTHio -Ha4aTh ¢ 9eTB
HaM-Hy:XHO 0y JeT-BOCIIOIE30EaThCA - HMEHHO PasPEIBAMH PasIe

2
-

B BE [ 10

Haxxumaem oamH pa3, a TMOTOM CHOBAa OTKPHIBAEM JTOT JK€ CIIHCOK H
MOBTOPSIEM HaIIl BEIOOD.

PesynbTaT OyaeT crneayronmm:
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% '— Paspeisbl * Oretyn WHTepean L2 L [Z Boiposuats =
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2 Konohkn a . .= - O6nacte
- b¢ PaccraHoska nepeHocoe =% Cnpasa: |0 cm - |t+=Tocne: |8 n7 - BBlgEnEHmA

METPE CTPaHWLEI [ AB3ay ] ¥nopagoueHue
2 - 2 4 13 ) 0 12 14 16 &~

-:: PASPLIB pazgena (Co ciegywed cTpasuubl) .

-::PA3PLIE pazgena (Co CemyHwWen CTp aHKLbl ).

Tenepp HaM HEOOXOAUMO MPOCTO BCTaBUTh CTPAHUILBI B IOKYMEHT JIHOOBIM
ynooHeiM  Bam  cnocobom. Pesymbrar  OygeT OpPHUBBIYHBIM:  CTPAHUIBI
nponymepytoTes 1, 2, 3, HenpuUBBIYHBIM OyJIET TOJIBKO Ha3BaHUE KOJOHTUTYJIOB, K
HUM OyJleT MpUIUCaH HOMEP pasjiesia, BCNOMUHAEM, YTO Pa3pbiB pa3jeiia Kak Obl
CO3Ja€T HOBBIM JOKYMEHT, Mbl MMEEM B OJHOM JOKYMEHTE TpPHU JOKYMEHTa
(cozmaHHbIE JBYMS pa3pblBaMu paszfielia) U y KaXJI0Tro U3 3TUX JIOKYyMEHTOB €CTb
nepBasi CTpaHuUIIa, AJ1sI KOTOPOU MOKHO HaCTPOUTH OCOOBIN KOJIOHTUTY JJ1s IEPBOM

CTpaHHUIIBI — YOPATh C HEE€ HOMED.

HuzkHuil konoHTUTYN -Pasgen 1- HuscHWiA konoHTUTYN -Pasgen 2- Kak B npeasiaywem
m b1
1 1
1
BepxHuil KonoHTUTYA -Pasgen 3- Kak B Npeasiayuies

CtaBuM Kypcop B HIDKHUM KOJOHTUTYJI pa3jiesia OJIMH (€CIi HOMEp CTOUT B
HIDKHEM KOJIOHTHUTYJIE), Aanee Bo Bkiaake «KOHCTpyKTOp» MOCTaBUTH TajOuKy
«Oco0BIi KOJOHTHUTYJ JJIsi TMepBOW CcTpanui». [Ipu sTom HOMmMep u3 paszmena 1

HCUYC3acT.
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T I E Jkcnpecc-Bnokn ~ U Elq ¥ OcoBuiii konoHThTyn ana nepeoii cTpaHuus! 1,25 em D a
D =] =
- L_‘g PucyHin - SN PasHble KONOHTUTYABI ANS YETHEIX M HEYETHBIX CTPAHUL, “1,25em
aTa u CeegeHun o Mepelitn K BepxHemy [epelith kK HIBKHEM . 33KpbITE OKHD
@ P P Y e ¥ v P
BpEMA AOKyMeHTE L8 Visobpaxerina us VinTepreta KONOHTHTY.Y KONOHTUTY. MNokasate Teket gokymenta KONOHTUTYNOE
Bcraeka MNepexogpi MNapameTpsi MonoxeHue SakpobiTue
2 g 2 4 & gy 10 12 14 165 Ocobblit KOAOHTUTYA ANA NEPBEOA CTPAHWULLbI

HacTpoiika ocoben KONOHTUTYNOE ANA
NEPEnii CTPaHULEI NO3BONAET BU3YaNEHD
OTAENWUTE £€ OT DCTANEHOMD AOKYMEHTA.

e Jlononnmtenshbie cBefEHNA

HWaKHNA KOAOHTWTYA NEPBOIA CTpaH LB -Pasgen 1- Huokrmii konoHTUTyn -Pasgen 2- Kak B npeabiayuen

1 1

CraBuM Kypcop B HI)XHMI KOJOHTUTYJI BTOPOTO pasjlena, y Hac CHOBa
MOSIBISIETCSA BO3MOXHOCTb IMOCTABUTh ranodyky «OcoOblid KOJOHTUTYI ISl IEPBOU
CTpaHMIIbl». B HameM ciydyae — 3TO mepBasi CTPaHMIA HAIIETO BTOPOTO pasjeia —

BTOpasA CTpaHHIlda JOKYMCHTHI. CraBuM raiIodKy — HOMCp CO BTOpOfI CTpaHHIIbI

HCcYe3acT.
il PEUEHIWPOBAHIE Bl Math | ype Fawxit PLIF MaremaTka KOHLCTPYE QP I aty
Eiq Ocobblid KONOHTUTYA 418 NEPECA CTpaHWL b L1125 em D a
En PazHele KONOHTUTY AR ANA YETHEIX U HEYETHEIX CTPAHWL, o 1,25cm -
AT K HMHCHEMY . 33KpPBITE OKHO
STOHTHTYMY +: ¥ TNokasaTe TEKCT AoKyMEHTE KOMOHTUTYI0B
al MapameTphl MonoxeHne JakpbiTHe
= Ocobbii KONOHTUTYA AN NEPBOH CTPaHMLLbI 1 14 16 4,
Hactporka ocoben KONOHTUTYAOE ANA
NEPECA CTPAHWLIbI MO3BOAAET BU3YaNEHO
OTAENWTE EE OT OCTANBHOMD ACKYMEHTA.
9 JonoAHWUTENBHEIE CBELEHWA
HuscHWA KonoHTUTYA -Pasgen 2- Kak B npegeigyiuem

1

[Toctynmaem aHaJOTMYHO C HOMEpPOM TpeTer crpaHuubl. [lomyuaem Takou
pe3ynbTar (Ha TpeTeill CTpaHUIle CTOUT Pa3pbIiB CTPAHMIIBI, YTOOBI OBICTPO CO3/1ATh

YETBEPTYIO U IOCMOTPETh, YTO HOMEP TaM OYIET).
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11. CnenymomuM  BaXXHBIM  BOIPOCOM  SIBISIETCSI  HEOOXOJIMMOCTD
IIPaBUJIBHO PACIIOJIaraTb HOMEP Ha CTPAHULE C TOPU3OHTAIBHON OPUEHTALMEH.

Ecnn MBI mpocTO BCTaBUM HOMEpa CTPAaHULl B JTOKYMEHT, COAEpKaUIUi
AJIbOOMHYIO OPHEHTALMIO CTPaHMIL, IOTOM PAcIedyaTacM U COLIBEM ATOT JOKYMEHT
(KypCOBYIO WJIM JUILUIOMHYIO paboTy), TO Mbl YBUJUM, YTO HOMEP PACIOJIOKEH HU B

TOM YaCTH aJIb,OOMHOTO JIUCTA.

BCTABKA [N3AAH PASMETKA CTPAHMLIEI CChINKK PACCELTKA PELLEH3MPOBAHWE B MathType Foxit PDF Matemarunka KOHCTPYKTOP
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BepxHIiA KONOHTWTYN -Pasgen 2- f.ﬁ.gﬁ.gﬁgﬁ.gﬁ.goﬁ. Kak B npeasiaywem
HudkHWIA KonoHTWTYN -Pasaen 2- 1aspuis pastena (Co Cieayrowei CTpaHiue ) === Kak B NpegbiayILem

29

a

HuzkHmii konoHTATYN -Pasgen 1- |

i1

.

CraBuM Kypcop psJIoM C TEM HOMEPOM CTPAHHUIIbI, PACTION0KEHUE KOTOPOTO
HY>)KHO UW3MEHUTh M BO BKJAJKE KOHCTPYKTOp HaxoauM HKOHKY «Kak B
NpeAbAyIeM pasfiele» W HaKUMaeM Ha Hee. AHAJOTMYHO TIOCTYMaeM Co

CIIEIYIOIIEN CTPAHULEH MTOCIIE HUKHETO pa3pbiBa pasnena. Jlajee ctaBuM Kypcop B



TOT KOJIOHTHUTYJI, B KOTOPOM HYKHO H3MCHHTH PACIIOJIOKCHHUC HOMCPA. B namem

cJIydae 3TO BTOpasi CTPaHUIIA.

Lopammt s anie L

P

29

1ot 0k ¢ Ayt Paae s

19
Jlanee nmepexoauM BO BKJIAJKy BCTaBKa, BEIOMpPaeM HOMEP CTPaHUIbl TOUHO
TaK e Kak U MNPy IPOCTOM JT0O0ABIEHUH CTpaHUI] B JOKYMEHT, HO BeiOUpaeM «Ha

IIOJIX CTPpAaHHUIbD», IAJICC BI>I6I/IpaeM H€O6XOIII/IMOC HaM II0JIOKCHHUC HOMCPA.

——
Jowyment] - Word (CBoit akmweaunn npogykra) PABOTA C KONOHTUTY...

ABKA NAZAAH
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4 g 2 4 & G120 L2 L E Bhusy crpanuue [
Mpocroit nomep ~|| B Ha nonsx crpanmye: (3

Tekylee nonoxeHne

*

Popmat HOMEDCE CTPAHML,.. I
Dop pos crparu. o]

YAanuTe HoMEpA CTPaHWUL

Ipanuua, cneea

Tpanuua, cnpaea

KpynHelii, cnesa

KpynHeli, cnpaea

Ecnu Ha crTpanuie ocraercs aBa HOMEpa, TO HEHYXKHBIA HEOO0XOIUMO

YAAIUTh.
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CraBuUM Kypcop B HOBBIM HOMEp CTpPaHHUIbI, KOTOPBIA MOSBUJICS B JIEBOU
YaCTH CTPAHUIIBI, HO PACIIONIOKEH BEPTHKAIBHO, @ HAM €r0 HE0OXOAMMO TTOBEPHYThH

Ha 90 rpaaycos.

Jlanee mepeBouM BO BKJIAAKY GhopMaT, TaM BEIOMpaeM HampaBieHWEe TEKCTa

Hn Jajicc Hy}KHBIﬁ HaM BapHaHT.

A V3ARH  PASMETKA CTPAHWLE  CCBIMK  PACCHINKWM  PELEH3WPOBAHWE BWA  MathType FoxitPDF  Matematuka GOPMAT KOHCTPYKTOP
& 3anuska Durypel A.‘ A “ﬂ Hanpaenenwne Tekcra ~ i) .1 Mepemectnte Bnepes [~ E[l 349 cma
, S e w | &5 CM
Age Age Ade [# Karmyp durype: & i [0 MepemecTiTs Hasag =)
- Jrcnpecc- BTekaHne o . 212 cm
& IpderTol Gurypel A Abe lopusonTanshan \cvcron - Bl DBACT BoigeneHiA A a3 | 212 CM
CTunn duryp Crunn WordArt ¥nopagodeHue Pazmep

E 14 I3 B0 T M 3 3
| n -
gl OBEPHYTE BECH TEKCT HA

@
[ts]) 705
] g MosepHyTe seck ekt Ha 270

BepxHUiA KonoHTUTYN -Pasgen 1- fa

E ||ff Hanpaenewua Texcra... i
| | WA T e A R | T Tara: Tpe- Tipwgs- | Tanes- | Nara
A cTaan pomge- | nompe | wecsoe | doHl ofipa- GAmnil | cTaE- ey i
el nuel | mecso el Aurr | pabem
pa i,

T

a

HykHWiA konoHTWTyn -Pasgen 2- [33P5ie pasaena (co cnemyiowedi cTpaHiLs )

1

HikHKil konoHTHTyn -Pasgen 1- ‘

11



Nmeem cnepyromuii pe3yapTar:

2 # #72 ) B4 B 6 # 5 . ] #2 14 816 B 188 J# i #4, #©26

3/ Tadmina-1-EG300000

| o Hanr T Hara: L
awn | | e chipa-
P W
a
E
1
Paspeie p T U S ——————————

1

11

12.PacnieuaTaiiTe OJIyYUBIIHICS OTYET.



JlaboparopHasi padota NeS
Co3nanue, aBT03an0JIHEHUE, PpeJAKTHPOBaHMe Ta0Jull, BBOA (popMy.1 B

Tadauuax Microsoft Excel

Hens paGotei: IlpuoOpereHre NpaKTUUYECKUX HABBIKOB B CO3J/IaHUHU,
aBTO3AIOJIHCHUH, PEIAKTUPOBAHUH TaOuIl, BBOIY (opMyi B Tabaumax Microsoft

Excel.

OpHOM W3 KIIOUEBBIX OCOOEHHOCTEH JJIGKTPOHHBIX TaONHIl SIBISAETCS
BO3MOXKHOCTh aBTOMATHYECKOTO TMepecueTa 3HAUCHHUs JTIOOBIX HYKHBIX SYEeK MpU
U3MEHEHUU COAEPKUMOI0 OJHOU U3 HUX. JJIs BU3yalu3aluy NOIyYeHHbIX JaHHbIX,
Ha OCHOBE TPYIII SYEEK MOKHO CO3/1aBaTh PA3IUYHBIC BHUJBI TUArPaMM, CBOJTHBIC
TaOJIHIBI ¥ KapThl. [Ipy 3TOM AIIEKTPOHHBIC TaONUIIBI, co3MaHHbIe B EXCel MoxHO
BCTaBJIATh B JIPYrHM€ JIOKYMEHTBI, a TaK )K€ COXpaHATh B OTAEIIbHOM (ailie ais
MOCIIEAYIOMIETO UX UCIIOIB30BAHMUS WM PETaKTHPOBAHHUSL.

Ecnu BB yrke 3HaKOMEBI ¢ pegakropoM Word, To pa3oOpartbkcsi B uHTEpdeiice
Excel me cocraBut Tpyna. Bens B ero ocHoBe JekuT Ta ke JleHTa, HO TOJNBKO C
JIPYTUM Ha0OpOM BKJIAJ0K, TPy U koMaH . [Ipu 3ToM 4T0OBI paciMpuTh pabodyio
001acTh, HEKOTOPBIE TPYIIBI BKJIAJOK BBIBOASATCS Ha JUCIIEH TOJIBKO B Cllydyae
HE00X0oauMOCTH. Tak ke JIGHTy MOKHO CBEPHYTHb BOBCE, IIETKHYB 1O aKTHBHOU
BKJIAJIKE JIBa pa3a JCBOM KHOIKOM MBIIIN WK HaKkaB coucTanue kiaasuin Ctrl+F1.

Bo3Bparienue ee Ha 3KpaH OCYIIECTBISIETCS] TAKUM K€ CITOCOOOM.
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Crout oT™MeTHTh, uT0 B EXCel mis omHO#M M TOM ke KOMaHIbl MOKET OBITh
MPETYCMOTPEHO Cpa3y HECKOJIbKO CIIOCOOOB €€ BBI30BA: 4Yepe3 JICHTY, U3
KOHTEKCTHOTO MEHIO WJIM C TOMOIIBIO COUETAHUS TOPSYUX KIIABHIN. 3HAHHWE U

UCITOJIb30BAHUE TIOCIICTHUX MOXKET CHIIBHO YCKOPUTH pabOTy B MpoTrpamMMe.



KoHTekcTHOE MEHIO SIBISETCS KOHTEKCTHO-3aBHCUMBIM, TO €CTh €ro
COZICpKaHUE 3aBHCUT OT TOTO, YTO IIOJIb30BATENlb JEJIaeT B JAHHBIA MOMEHT.
KOHTEeKCTHOE MEHIO BBI3BIBACTCS Ha)KATHEM MPABOW KHONKH MBIIIH IOYTH Ha
nro6om oobekTe B MS EXcel. D1o mo3BosisieT 53KOHOMHUTB BpeMsi, IOTOMY YTO B HEM

0T06pa}KaIOTC5I HanOoJIee YacTo HCIIOJIB3YCMBIC KOMAHABI K BBI6paHHOMy 06’BCKTy.

BBoa u penakTupoBaHue TaHHBIX

Co3naBaembie B EXcel ¢daiinbl HazpiBatoTCs pabOYMMH KHUTAMU M UMEIOT
pacmpenne «xls» unu «xlsx». B cBoro ouepenp pabodass KHUTa COCTOUT U3
HECKOJIbKUX pabouux sucToB. Kaxnwpiii pabouuii JUCT — 3TO OTAEIbHAA
JJIEKTPOHHAsE TalOnuIa, KOTOpblE B CiIy4ae HEOOXOAMMOCTH MOTYT OBITh
B3aMMOCBsI3aHbl. AKTUBHOW paboyeil KHUTOW SIBJIAETCA Ta, C KOTOPOW B JAaHHBIN
MOMEHT BbI paboTaeTe, HalpuMep, B KOTOPYIO BBOJIUTE JIaHHBIE.

Ilocne 3amycka IPWIOKEHHMS aBTOMAaTHYECKU CO3[A€TCs HOBAas KHUIA C
uMmeneM «Kuural». Ilo ymonuanuio paboyass KHUra COCTOMT M3 TpeX padoumx

JINCTOB ¢ UMEHAMHM OT «JIuctl» a0 «JInct3».
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PaGouee none mucra Excel momeneHo Ha MHOXKECTBO MPSIMOYTOJILHBIX STUECK.

OObenMHEHHBIE 110 TOPU3OHTAIN SYEHKH COCTABIISIIOT CTPOKH, a MO BEPTUKAIUA —



CTONONBI. J[J11 BO3MOXKHOCTH HCCICAOBAHMS OOJIBIIOr0 00beMa JAHHBIX KaXKIbIH
pabounii muct mporpammbl umeeT 1 048 576 cTpok MPOHYMEPOBAHHBIX YHCIAMH H
16 384 cTos10110B 0003HaUYCHHBIX OYKBaMU JIATUHCKOTO adaBUTA.

Takum oOpa3om, kKaxnaas sueiika — 3TO MECTO IEPECEUEHUs] Pa3IMYHBIX
CTOJIOIIOB M CTPOK Ha JIKCTE, POPMUPYIONINX €€ COOCTBEHHBIN YHUKAJIBHBIN ajpec,
cocTosui U3 OyKBBI CTOJNOLIA U HOMEpPA CTPOKH, KOTOPHIM OHA MPUHAJICHKHUT.
Hanpumep, ums nepBoii siueliku — Al, Tak Kak OHa HaXOJUTCS HA MEPECCUYCHUU
CTOJIONA «A» U CTPOKHU «1».

Ecnu B mpunoxenun BkiaoueHa CTpoka ¢gopmyJi, KOTopas pacroiokeHa
cpa3y e noj JlenTou, To cieBa ot Hee HaxoauTcs IloJie umeHu, rie oroopaxkaeTcs
uMs Tekyuiei ssuerku. Croza ke Bbl BCEr/1a CMOXKETE BBECTH UMSI HCKOMOU STYEHKH,
JUIs1 OBICTPOTO TIepexoia K Hell. OCOOEHHO ATa BO3MOKHOCTD I0JI€3HA B OOJBIINX
JIOKyMEHTaX, COACPKAIINX THICSYH CTPOK U CTOJIOIOB.

Tak ke nmns mpocMOTpa pasHbIX o0JacTel JnucTa, BHU3Y M CHpaBa
pacnoJiaratorcs MoJiockl IpoKpyTKU. [loMUMO 3TOrO, mepeMemaTbes no padoueit
obacti EXcel MOYKHO ¢ TOMOIIBbIO KITABHII CO CTPEIKAMHU.

UtoObl HauaTh BBOAUTH JaHHBIC B HYXKHYIO SYEHKY, €€ HEOOXOJNMO
BbIICNIUTH. JUJIsI mepexosa B HYKHYIO SAYEHKY LICJIKHUTE HAa HEW JIEBOW KHOIIKOMU
MBIIIIA, TIOCJIE Yero OHa OyAeT OKPY>KeHa YEepHOW paMKOM, TaK Ha3bIBa€MbIM
WHJMKAaTOPOM AaKTHUBHOM sA4YEWKW. Temepb NPOCTO HA4YMHAWTE MedaraTb Ha
KJIaBUAType, U BcA BBoAWMas uWH(opmarus OyAeT OKa3bIBaThCd B BBHIOPAHHOMU
SYEHKE.

[Tpu BBOJIE TaHHBIX B STYEHKY MOYKHO TaK 7K€ UCIOJIB30BaTh U CTPOKY (HOpMyII.
st TOTO BBIAEIUTE HYKHYIO KIIETKY, a 3aTE€M IIEJIKHUTE MBIIIBIO HA M0JIE CTPOKH
dbopmyn u Haunute nieyatath. [lpm sToM BBOoAMMas wuHoOpMauus Oyner
aBTOMATHYECKH OTOOPAKATHCS B BEIOPAHHOM sTUCHKE.

[Tocne okoHYaHUs BBOJA JAHHBIX HAXKMUTE:

. KnaBumy «Enter» - cienyromeid akTUBHOW SYEHWKOW CTaHET

KJICTKA CHU3Y.



. KnaBumry «Tab» - crnemyromieil akTUBHOW SYEMKOW CTaHET

KJIETKA CIIpaBa.

. [IlenkHUTE MBIMIBIO IO OO0 Apyroil siuelike, ¥ OHA CTaHET

AKTUBHOM.

UToObl U3MEHUTh WM YAAIUTH COACPKUMOE JIO00M SUEHMKH, IIEIKHUTE Ha
HEM JIBa pa3a JE€BOM KHOMKOW MbIIIH. [Iepemerante MUrarommmn Kypcop B Hy»KHOE
MECTO JUIsi BHECCHHMsS HEOOXOOMMBIX TpaBOK. Kak W BO MHOTHX JApyTrHX
MPUJIOKEHUSX, AJI1 YIAJICHUS] U BHECEHUSI UCIPABICHUN HUCMOJb3YIOTCA KIABUIIH
ctpenok, «Del» u «Backspace». [Ipu xenanuu, Bce He0OX0IUMbIE TTPABKU MOKHO
MPOU3BOJIUTH U B CTPOKE (HOPMYIL.

OO0beM TaHHBIX, KOTOPBIHA BbI Oy/1€T€ BBOJIUTD B SIUEHUKY, HE OTPAaHUYUBACTCS
ee BUAUMOM 4acThi0. To €cTh KJIETKU paboyero mosjisi mporpaMMbl MOTYT COJIEPKaTh
Kak oJHy u(py, TaK U HECKOJIbKO ab3arieB TekcTa. Kaxxas siuetika Excel cmocoona
BMECTUTh /10 32 767 4YHCIOBBIX WJIM TEKCTOBBIX CHUMBOJIOB. DopmaTHpoBaHUE
JTAHHBIX STYEEK

[Tocne BBO/Ia Ha3BaHUM CTPOK M CTOJIOIIOB MOJTy4YaeM TaOJIUIly TAaKOTO BHUJIA:
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Kak BHIHO W3 Hamiero mpuMmepa, HECKOJIBKO HAa3BaHUW CTaTE€ld PacxoloB
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colepkaTh  KaKyl-TO HH(POpMANUiO, TO BBEACHHBIA TEKCT YaCTHYHO
MIEPEKPBIBACTCS €1 M CTAHOBUTCSI HEBUAMM. J[a 1 cama TabuIia BRITJISIAUT TOBOJIHHO
HEKpacuBOW M Hempe3eHTabenbHOU. [Ipu 3TOM ecnu HameyaTaTh TaKOW JTOKYMEHT,
TO CJIOYKWBIIASICS CUTYAIIUsI COXPAHUTCS — pa300paTh B TAaKOW TAOIHIIE YTO K YEMY
OyJIeT TOBOJIBHO CJIOXKHO.

UtoObl crenaTh TAOIMYHBIM JOKYMEHT 0o0Jie€ aKKypaTHBIM M KPaCHUBBIM,
4aCTO MPUXOAUTCS U3MEHSTh pa3sMephbl CTPOK U CTOJOIOB, MIPUPT COAEPKUMOTO
sS4eiKku, ee (OH, OCYIIECTBIISITh BBHIPABHHUBAHUE TEKCTA, JOOABISATH TPAHUIBI U
npouee.

Jlisi Hayanma paBaiTe MpUBEIEM B TOPSIOK JIeBBIM ctoioemn. IlepeBemute
KYPCOP MBIIIN Ha TPAHMITY CTOJIOOB «A» U «B» B CTPOKY, I'ie 0TOOpa)KaroTCs MX
Ha3BaHUA. [Ipy M3MEHEHMM Kypcopa MBIIIM Ha XapaKTePHBIM CHMBOJ C JIBYMS
pa3HOHANPaBJIEHHBIMU CTpEJIKaMH, HaKMHTE M YJEep)KHUBas JIEBYIO KJIABHIIY,
TalllUTEC TOSBUBIICIOCS NYHKTUPHYIO JIMHUIO B HY)XKHOM HaIlpaBJICHUH IS
pacIIMpeHus CTOI0Ia A0 TEX MOp, MOKA BCE Ha3BAHUS HE YMECTSITCS B paMKaX OTHOM
STYCHKHU.

Te ke camble JAEHCTBUS MOXKHO TIpOJEiaTh M CO CTPOKOW. DTO SBIACTCS
OJIHMM U3 CaMbIX JIETKHUX CITOCOOOB M3MEHEHHUS pa3Mepa BBICOTHI M IIUPUHBI SYSeK.

Ecau HeoO6xoauMo 3a1aTh TOUYHBIC pa3MEPhl CTPOK U CTOJOIOB, TO JIJIS TOTO
Ha Bkiaake [maBHas B rpynne Sueiikm BbiOeputre nyHKT PDopmar. B
OTKPBIBIIIEMCSI MEHIO ¢ MTOMOITBI0 KoMaHT BeicoTa cTpoku u lllupuna croadua
MO>KHO 33/1aTh 3TH TTapaMeTPhl BPYYHYIO.

OdeHb 4acTo HEOOXOAUMO M3MEHUTH MapaMeTPhl CTPa3y HECKOJIBKUX SYEeK
U JTaKe I1eJIOTO CTOJIONA MM CTPOKH. JIJIst TOro 4To OBI BBIASIUTH IEIBIA CTONIOCIT
WM CTPOKY, IICTKHWTE HAa €r0 Ha3BaHWHM CBEPXY WJIM Ha €€ HOMEpe ClieBa

COOTBCTCTBCHHO.
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JUis BBIJENEHUS TPYNIbl COCEAHMX SA4YEEK, OOBOAUTE HX KYypCOPOM,
YAEPKUBAUTE JIEBYIO KHONKY MbIIM. Eciu ke Heo0XOIMMO BbIIEIHUTH
pa3pO3HEHHBIE MOJISI TAOJUIBL, TO HAKMUTE U yAepkuBaiTe kinasuiry «Ctrly, mociue
Yero MIENKaNTe MBIIIBIO 10 HEOOXOAUMBIM STUEHKaM.

Jl1st TOro, 4TOOBI TEKCT B slYEHKE OTOOpaXKaThCsl HE TOJIBKO B OJIHY CTPOUKY,
a C IIEPEHOCOM Ha CIIEAYIOLLYIO CTPOKY, €CIM TEKCT HE BMECTWICS B SYEUKY I10

IIUpHUHE, HCO6XOI[I/IMO BBIACIIUTH H‘ICIZKY M HaXXaTb Ha KHOIIKY «HepeHeCTn TCKCT».
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OO0BenuTe s;UEHKH C Ha3BaHUEM MECSLEB B LIANKE TaOIUIbI U IEIKHUTE Ha
KHOIIKE BBIPOBHATH IO LEHTPY.

B rpynne Hpudt Ha Bknaake I'maBHass MOXKHO U3BMEHHUTH THUIT LIPU(PTA, €TO
pasmep, IBET U HaUepTaHUE: KUPHBIN, KyPCUBHBIN, IOJYEPKHYTHIN U Tak nainee. Tak
K€ 3/1€Ch Pa3MEILICHbI KHOIIKA N3MEHEHUS IPAHUL TYEHKHU U 1IBETA €€ 3aJIUBKU. Bee
3TH (YHKUUM TPUTOIATCA HAM i JajdbHEHIIEro M3MEHEHHs BHEIIHEro BHJA
TaOJIHIIBI.

MeHsTh OBETa AYCCK MOKHO CACIIATh C IOMOIIIBIO KHOIIKH HBCT 3aJIUBKH.

DA [MAEBHAR BCTABKA PASMETKA CTPAHILLLI QOPMYIBI JAHHEIE PELLEH3MPOBAHIE

& - - jp—
[ ® [Catibn -1 - A T==®- E |0bwwi - e
Eg -
BcTaeuTh ¢ W K Y- H. M - A - = = = &= 3= I 94 000 130 _,38 ¥ecnoem
- dopmaTupoE
Bydep o6MEHE Tu WpudT Lisera reme He I Yuecno I
H EEN HE
A1 - J
- : | H T | e——-———
1 || L maii  wmoHb
2 |NpoayKThl NMTaHKMA CranpapTHbI CuHMA, AkueHT 1, Bonee TEMHEIA oTTeHok 23%
3 Npoesg | | EEEENE
4 |PassnedeHmMna Her zannekn
5 |MHTepHer vy [pyrue LBeTa..
& |Ogexga w obyeb
7
8
9

Bo3MoxHO n3MeHHTH LBET mpu@dTa ¢ nomoibio kHonku L{BeT Tekcra.



YroObl siueWKM HE CIWBAjJINCh, JaBaiiTe OMNpeAeluM UM TPAaHHULIBI.
Omnpenenenre TpaHUI] IPOUCXOJUT TOJBKO JJIS BBIJICICHHON 00JIaCTH IOKyMEHTA,
Y MOXET OBITh CEJIaHO KaK JJIsl OJJHOU SIYEiKH, TaK U Juid Bcel Tabnuipl. B Haem
cllyyae BBIIEIUTE BCIO TAOJUIly, MOCIE Yero ILIEJKHUTE Ha CTPEJIOYKY PSIOM C

KHOMKOMU JIpyrue rpanuunbl Bce B Tou ke rpynme Hpudr.
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BEpXHHH W CABDEHHAA HWAHAR rpaHWLUEl

B oTkpheIBIIIEMCSI MEHIO BBIBOJIUTCS CITUCOK OBICTPHIX KOMAaHJI, C TTOMOIIBIO
KOTOPBIX MOXHO BBIOpaTh OTOOpaX€HUE HY>KHBIX T'PAHUIl BBIJEICHHON 00JacTH:
HW)KHEW, BEpXHEHW, JICBOM, IPABOM, BHEIIHUX, BCEX W IMpouee. Tak ke 31ecCh
COZEpKATCA KOMAaHJIbl JUIsI PUCOBAHMS T'PaHUIl BPy4yHYyr0. B caMOoM HHU3y chmcka
HaxoAUTCS MYHKT Jlpyrue rpaHumbl TMO3BOJISIIONIMNA OoJjiee NETAbHO 3a]aTh

HeO6XOI[I/IMI>Ie mapamMCTphl I'paHull AYCCK, KOTOPBIM MbI U BOCIIOJIB3YCMCA.
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Tenepp, yTOOBI 3aBepIIUTh Hally TaOJHUIy, HEOOXOIMMO HaIJIeKAIIUM
oOpa3oM oOpMHUTH T€ JNaHHBIE, KOTOpbIE MBI TyAa BBOAMM. HamomHum, 4to B
HaIllEM CJIy4ae 3TO JICHEKHbBIE PACXO/IBI.

B kaxnayro u3 sUeeK 3JIEeKTPOHHOM TaOIHIIBI MOKHO BBOJUTH Pa3HbIC THUIIBI
JAHHBIX: TEKCT, YUCIa U Jaxe rpaduyeckue nzoOpaxeHus. MiMeHHO mosToMy B
Excel cymectByeT Takoe moHsATHE, Kak «(hopMaT JaHHBIX SYCHKHY», CIYKAIIUN I
KOPPEKTHOM 00pabOTKK BBOJUMOM BaMH UH(POPMALIUU.

N3HavanbHO, Bce sueiiku uMerorT OOmuii  dgopmar, MO3BOISIONIUNA
coJiep>KaTh UM KaK TEKCTOBbIE, TaK U HU(poBbIe NaHHbIE. HO BBI BllpaBe NU3MEHUTH
9TO W BBIOpATh: YUCIOBOM, JCHEXKHBIN, (PUHAHCOBBINA, MPOLEHTHBIA, APOOHBIM,
HKCIIOHEHIIUAIBHBIN U QopmaTel. [lomumo 3TOro, CymiecTBYIOT (OpMaThl JAThI,
BPEMEHU MTOYTOBBIX UHJIEKCOB, HOMEPOB Tee()OHOB U TaOEIbHBIX HOMEPOB.

Jliist stueex Halie TaOJuWIbl, COoep KaIUX HAa3BaHUS €€ CTPOK U CTOJOIIOB
BIIOJTHE MTOIOMET 001K hopMaT (KOTOPBIN 33Ja€TCsl 110 YMOJTYAHUIO), TAK KaK OHU
coJiep KaT TEKCTOBbIE JaHHBIE. A BOT JJIS SIYE€EK, B KOTOPbIE BBOAATCS OO KETHBIE
pacxozbl 00JIbIlIe TOIOMIET ACHEXKHBIN (hopmarT.

Beigenute B Tabnuue ss4eiiky, coaepxkaiire HHPOPMaLHIO 10 eXKEeMECIYHbIM
pacxonam. Ha nenre Bo Bkiazke I'tapHas B rpyrirne Yuces10 MEIKHUTE 110 CTPEIIKE
panoMm ¢ nosiem UucesaoBoir dopmar, 1ociae 4ero OTKPOETCS MEHIO CO CIUMCKOM
OCHOBHBIX JOCTYNHBIX (hopmaToB. MOXKHO BBIOpaTh NMYHKT JleHEe:KHBIH MpPSIMO
3J1€Ch, HO MBI JJ1s1 00Jiee TTOJTHOTO O3HAKOMIIEHUSI BBIOEPEM CaMyt0 HUKHIOKO CTPOKY

Jlpyrue uncJjioBbie ()OpMAaTHI.



Hucno EwlpaeHWeaHWe | WpwugTt | Mpanwua | Zanveka | JawwTa

Yucnoewle dopmMaTe:

D6 LM O6pazel
Yucnogon
DUHAHCOBRIA

JdaTa

Bpema . OBo3HadeHHe: | £
MpoueHTHEIK
Apo&HeIR OTpUuaTeneHBIE YKona:

JKCNOHEHUMANBHBI 123410 F

TEeKCTOELIA . 123410 F
AonoAHUTEAEHBIA -1234.10F

Yoo gecaTUYHE ZHakoE: |2

(Bce popmatsi) 123410

Dopmat " AeHEXHBIAT MCNOAEIYETCA ANA OTOBPAXEHWA JEHEXHLX EENMYMH, JnA EBPaEHMEAHWA IHAYSHKMA Mo
ASCATHYHOMY PasgenuTenty MCNone3yATe dopMaTt "PUHAHCOERIR

B oTkpbIBIIEMCSI OKHE B JIEBOM KOJIOHKE OYJIyT OTOOpak€HbI Ha3BaHUE BCEX
YUCJIOBBIX (OpPMATOB, BKJIOYAs JOMOJIHUTENbHBIC, a B ILIEHTPE, pa3IUYHbIC
HACTPOUKH UX OTOOpaKeHHUS.

Bri0paB neHexHbIll (popMmaT, CBEPXY OKHA MOKHO YBUIETb, TO, Kak Oynaer
BBHITJIAJIETh 3HAUCHUE B siuehkax TaOnuipl. UyTh HMKE MOHO YCTaHOBHUTH YHCIIO
OTOOpaKEHMSI NECSITUUHBIX 3HAKOB. UTOOBI KOMENKN HE 3arpoOMOKIaIN Ham MO
TaOJIMIbI, BHICTABUM 3J/IeCh 3HAUYE€HHWE paBHbIM Hym0. Jlamee MOXHO BbIOpaTh
BaJIIOTY U OTOOpa)KEHUE OTPULIATEIbHBIX YUCEN.

JlaBaiiTe 3amoaIHUM TabJIUIly NPOU3BOJbHBIMU JaHHBIMU



H10

Jx

A E C D E F G
_ |sweape |gespans |mapr |anpens |wai  |wows |
MpoaykTol
2 nMTaHwWA 2999,00#|3085,00#(5657,008|2345,008|5643,008(2323,008
3 Mpoesg 1000,00#|2000,00 8 234,00£|1587,00£|1789,00F(1457,00F
4 PaseneyeHmnA 5 000,00 £| 6 000,00 £| 4 000,00 £( 7 000,00 £| 3 000,00 £| 5 000,00 £
3 MHTEpHET 300,00 #£( 300,00#€| 300,00#£| 300,00£( 300,00£€£| 300008
& Opgempa W obyes| 2 000,00 £|4 000,00 £|3 500,008 0,00 £(1 000,00 £| 4 000,00 £

[w=]

Kcrartu, Bce MaHUIYIISILIMK, KOTOPBIE MBI IIPOJIEIBIBAIIM € TAOIHIIEH BBILIE, TO
ecTb (hOpMAaTUPOBAHHUE SYEEK U UX JAHHBIX MOKHO BBIIOJHUTH C MOMOUIBIO
KOHTEKCTHOI'O MEHIO, IIEJIKHYB IIPaBOil KHOMKOM MBIIIM Ha BBIIEJIEHHON 00IacTH 1
BbIOpaB NMyHKT ®opmar siyeek. B 0THOMMEHHOM OTKpBIBIIEMCS OKHE JJIsI BCEX
PacCMOTPEHHBIX HAMH ONEPALMI CYIIECTBYIOT BKIAAKU: Yuncao, BoipaBHuBanue,
pudrt, I'panuna u 3anuBka.

Tenepp mo okoH4YaHHU PaOOTHI B MPOrpaMME€ BBl MOXKETE COXPAaHUTh WU
pacriedararb MOJIy4€HHBIN pe3ynbTaT. Bce 3T KOMaHIbl HaXOIATCS BO BKJIAJIKE

daii.

Brinonnenue 0a30BbIX apuPMETHUECKUX Oepanui

I[TomuMo co3manus oObIYHBIX Tabmui, EXcel MOoXHO wHcmonb30BaTh I
BBITIOJTHCHUS B HUX apu()METHUSCKHX OTepaIiii, TAKMX KaK: CIIOKCHHUE, BEIYUTAHHE,
YMHOEHHUE U JIeTICHNE.

J171s1 BBITIOJTHEHUS PacUeTOB B JIFOOOM sSUeiike TaOIMITBI HECOOXOAMMO CO3/1aTh
BHYTpPH HEe NMpocCTeHIywndopmyay, KoTopas BCerjaa I0JDKHA HAYMHATBCS CO
3HaKa paBeHcTBa (=). J{1s1 yKa3zaHus MaTEMATHYECKHUX OIMEpaliii BHYTPH (OPMYIIbI

UCIIOJIb3YIOTCSl OOBIYHBIE apU(METUUECKHUE ONIEPATOPHI:



0Go2HaYeHHe Onepatop BripaxeHHe PesynasTar
+ CnoMeHue =7+2 9
- BbIUMTAHME =6-4 2
* YMHOH EHH =3*3 24
/ AeneHM e =15/5 3
A BO3BEOEHME B CTEMEHb =3/ 81
% NpoUEeHT =90% 0,9

Hampumep, maBaiite mpencTaBuM, 9TO0 HaM HEOOXOIUMO CIIOXKHUTH JIBA YUCIIA
— «12» u «7». YcraHoBUTE Kypcop MBIIIM B JIOOYIO SYEHKY M HaredaraiTe
cienyoomiee BboIpaxkeHHE: «=3+3». Ilo OKOHYaHMM BBOJA HAXXMUTE KIIABUIILY

«Enter» u B siuelike 0TOOPA3UTCs pE3yIbTAT BEIUUCICHUS — «O.

ECIK h

X  Jr

A B C D A

=3+3 B12 - fe | =343

LI =]
I =)

| | =3+3 ‘| 1

P L | B2
(EN VRN )

YroObl y3HATh, UTO K€ HA CaMOM JIeJie COACPKUT suelika — popMyiy WIH
YHUCIO, - HEOOXOIUMO €€ BBIIEIUTh U MMOCMOTPETh HAa CTPOKY (popMyll — 001acTh,
HaXOJSIIYIOCS cpa3y e HaJ HauMEHOBaHUSMHU CTOJIOLOB. B Hamem ciaydae B Hel
KaK pa3 oToOpaxaetcst opmysia, KOTOPYIO Mbl TOJIBKO YTO BBOAMIIU.

Hanee nonpoOyiTe CaMOCTOSITENIbHO B SYEMKaX HWXKE MOJYYUTh PAZHUILY
ATUX YUCEN, UX IPOU3BEIEHUE U YACTHOE.

ITocne mpoBeneHus BcexX omepaiuii, oOpaTuTe BHUMAHUE Ha pe3yJbTar
neneHus yucen 12 Ha 7, KoTopbii noayuwnics He meiasiM (1,714286) u comepxut
JOBOJILHO MHOTO LM(p mocie 3ansaToid. B 00nbIIMHCTBE CllydyaeB Takas TOUHOCTb

He TpeOyeTcs, 1a U CTOJIb JJIMHHBIE Yyucia OyAyT TOJBKO 3arPOMOKIATh TaOJIHUILY.

B13 - fr || =12/7

A B c D
12

13| [ 1,714286]

15

YTOoOBI 3TO UCTIPABUTH, BBIJEIHUTE SYEHKY C UUCIIOM, Y KOTOPOr0 HEOOXOIMMO

NU3MCHUTH KOJINYCCTBO ACCATHUYHBIX 3HAKOB I1O0CJIC 3amnsaTon U Ha BKJIaKC I'naBuasi



B rpynne Yuciao BeiOepruTe KOMaHAy Y MEeHBIINTH pa3psaaHocTb. Kaxoe Haxarue
Ha 3Ty KHOTIKY yOUpaeT OJ1H 3HaK.

CneBa OT KOMaHIbl YMEHBUIUTh Pa3PsAAHOCTb HAXOJWUTCS KHOIIKA,
BBITNOJIHAONIAs] OOPAaTHYIO ONEPALMIO — YBEIMUMUBAET YHCIIO 3HAKOB I0CIE 3aIATON

JJI1 OT06pa}KCHI/ISI 0oJice TOYHBIX 3HAUCHHH.

BCTABKA PAIMETEA CTRPAHMLE DOPMYNH JAHHBE PELLEH3MPOBAHME B

Calisn =M - ,f'q,‘ .1,- ‘Sqf- =1 Yacnosol

I

¥onosHoe

W . Mok M B e f - == B Feogom| g

dopsaaTHpOsann

BepaBHAEEHK - Yacno

Cocranenue hopmyn

Teneps naBaiite BepHeMcs K TaOauIlEe OFOKETHBIX PACX0/I0B.

Ha naHHbIII MOMEHT B HEll 3a)MKCUPOBAHBI €XKEMECSUHBIC JIMYHBIE PACXOJIbI
110 KOHKPETHBIM cTaThsiM. Hanpumep, MOXKHO y3HATh, CKOJIBKO ObUIO HUCTPAu€HO B
(deBpane Ha TPOAYKTHl NUTAaHUS WM B MapTe Ha mpoe3d. A BOT oOumme
eXKEeMECSYHbIE PAcXoAbl 371eCh HEe yKa3aHbl. Jlo0aBMM BHHU3Y TaOJIUIBI CTPOUKY

«HToro» u pacCUuTacM €C 3HAYCHUA.

A B C D E F G
_ |meape |gespans |mapr  |anpens |wai |momws |
MpoaykTel
ER R 2999,00#|3089,00P|(5657,00F|2345,00P|5643,00P(2323,00F
3 Npoesg 1000,00#|2000,008( 234,00£|1587,008|1789,008(1457,00F
4 |Paseneyedma 5 000,00 £| 6 000,00 £| 4 000,00 £| 7 000,00 £| 3 000,00 £| 5 000,00 £
5 MuTEpHET 300,00 #| 300,00#( 300,00#£| 300,002 300,008 300,00%fF
& |Opespgaw obyes|2 000,00 £(4 000,00 8|3 500,008 0,00 £(1000,00F|4 000,00 F
7 MWToro
a

YtoObl mocuuTaTh CyMMAapHBIM pacxoi 3a sitHBaph B siueiike B7 moxHO
Hamucath cienyrouee BelpaxkeHue: «=2999+1000+5000+300+2000» u HaxaTh
Enter, mocne 4yero Bbl yBUIUTE PE3yibTaT BBIUMUCIEHUS. DTO SBISETCA MPUMEPOM

MPUMEHEHUS MPOCTeHIeld POpMyIIbl, COCTaBICHUE KOTOPOH HUYEM HE OTIIMYAETCS



OT BBIYMCICHMM Ha KajbKyjsaTope. Pa3Be 4rOo 3HAaK paBHO CTAaBUTCS BHAJale
BBIPAXKEHUs, a HE B KOHIIE.

A Teneps NpeacTaBbTe, YTO MPU YKA3aHUHU 3HAYCHUN OJJHOM MIIM HECKOJIBKUX
CTaTeid pacxoJ0B BBl JOMYyCTUIM OWKOKy. B 3ToM ciydae, Bam mnpuaercs
CKOPPEKTHPOBAaTh HE TOJBKO JAaHHBIE B fYEHKaxX C YKAa3aHUEM pACXOJ0B, HO U
(dopMyIly BEIUHCIEHHSI CYMMapHbIX TpaT. KOHE4YHO, 3TO 04eHb HEYA0OHO U TIO3TOMY
B EXcel mpu cocraBiennu GopMyIt 4acTo UCTIONIB3YIOTCS HE KOHKPETHBIC YHCIIOBEIC
3HAYCHMs, a aipeca U AUaNa30Hbl AYeeK.

C yueTom 3TOTr0 JaBaiiTe U3MEHUM Halry (JOpPMYITy BRIUHUCICHUS CyMMapHbIX

CIKCMCCAYHBIX PACXOJ0B.

DA TMABHAR BCTABKA PASMETEA CTPAHWLEI QOPMY NI JAHHBIE PELLE

%
Eg -
Bygrep oBMeHa Tu LWprdT BripaBHHEaHWE Yucno
B6 - X & Jfr | =B2+B3:Ba+Bs+86
A B C D E F G H
_ lsueaps lgespans |mapr  |anpenn |wain  [mows |
MpoaykTbl
2 MMATaHWA 2999,00#£|3089,00F|5657,008(2345,00F|5643,00F| 2 323,008
3 Mpoesg 1 000,00 #£|2 000,008 234,008(1587,00#|1789,00#| 1457008
4 PazsneusHMA 5 000,00 £ | 6 000,00 £ 4 000,00 £( 7 000,00 £| 3 000,00 £| 5 000,00 £
5 |MHTEpHET 300,00#£| 300,00#£| 300,008 300,00f| 300,00F| 300,00#8
& |Opexpaw obyeb 2 000,00 £14 000,00 £| 3 500,00 £ 0,00 £] 1 000,00 £ | 4 000,00 £
7 |vrore =B2+B3+BA4B54B6
a
g

B sueiiky B7, BBeauTe 3HaK paBHO (=) H... BMECTO TOTrO, YTOOBI BPYUHYIO
BOMBATH 3HAaUeHUE KJIETKM B2, mienxHuTe 1Mo HeEl jJeBOM KHOMKOM MbImid. Ilocie
ATOTO BOKPYI SYEWKU MOSIBUTCS MYHKTHUPHAs BbIICITUTEIbHAS paMKa, KOTOpas
MOKA3bIBAET, YTO €€ 3HAUCHHE Momnajgo B ¢opmyiy. Tenepb BBEIUTE 3HAK «+» U
menKHuTe 1o sueiike B3. Jlanee mpoxaenaiite Toxke camoe ¢ stuciikamu B4, B5 u B6,
a 3ateM Haxkmute kiaasuimy BBOJI (Enter), mocie yero mosiBUTCS TO K€ 3HAYCHHE
CYMMBI, UTO U B TIEPBOM CJIy4ae.

Brinenute BHOBB stueiiky B7 u mocMmoTpute Ha cTpoky Gopmyi. BugHo, uTo
BMeCTO U(Pp — 3HAYCHUM sUeeK, B GopMysie COAEpKATCS UX ajpeca. ITO OYeHb
BOKHBIM MOMEHT, TaK KaK MbI TOJIBKO YTO MOCTPOWIIA (OPMYJTy HE U3 KOHKPETHBIX

HYUCCJ, a U3 3HAYCHUMN SAYCCK, KOTOPBIC MOT'YT CO BPCMCHEM U3MCHSATHCA. HaanMep,



€ClIi Tereph MOMEHATh CYMMY PacxXxojOB Ha IMOKYIKY BeIlleld B sIHBape, TO BECh
CKEMECSYHBI  CyMMapHBId  pacxojl OyJIeT IepecuuTaH aBTOMATHYCCKH.
[TormpoOyiiTe.

Temeps paBaiiTe MPEANONIOKHM, YTO IMPOCYMMHPOBATH HYKHO HE IIAThH
3HAUEHWH, KaKk B HalIeM MpuMepe, a CTO WM JBecTd. Kak BBl TIOHHWMaeTe,
UCTIOJIb30BAaTh BBIIICOMMCAHHBIA METO TOCTPOCHUS (OPMYJT B TAKOM CITy4dae OUYeHb
HeynmoOHO. B 3TOM ciywae Jydime BOCIOJIB30BAaThCS CICIMATBHON KHOIKOW
«ABTOCYyMMa», KOTOpasi IO3BOJISICT BBIYHCIUTH CYMMY HECKOJBKHX SUEEK B
Ipejieax OJJHOro cToJIONa ik cTpoku. B EXcel MoXHO cunTaTh HE TOIBKO CyMMBI
CTOJIOILIOB, HO M CTPOK, TaK YTO MCIIOJIb3yeM €€ JUISI BEIYHUCICHHS, HalpuMep, 00X

Pacxoa0B Ha IIPOAYKTHI ITMTAHKA 3a ITIOJITOJA.

H ©- & - Kenral - Excel (CBoi axrupaumu npogyicra) 7 @ - x
YU rNABHAR  BCTABKA  PASMETKACTPAHWLB  @OPMYMbl  JAHHBIE  PELEH3MPOBAHWE  BWA  FoxitPDF Tatyana Govorukhina ~ Eﬁ
s . .| = - B
0 B b lnela s Tl e B (oswm - = ] 7 Eesceam - X Ay A
B - -~ & @ VYganus ¥ Cyuwma
BerasuTs < XK Y- H- H-A- === &= - 2. ogp om0 2 08 YenosHoe ©opmaraposats CTHAM ., N B = 1
- $opmaTnpoBaHne - Kk Tabnnuy - Aveek~ ) Popmar Cpeariee -
Eybep obMeHa Wpngr [ BLpaEHuEaHuE [ Yucno & Crian Aueiiki Cueran| CYMma (Alts=)
3 AETOMATHHECKOE CNOKEHNE,
H2 - fx Maxcuy 3| | Cymma norgurca npamo sa
. [ 6| | somenenmsimm avedanaw,
A B C D E F ] H J K L M N
Dpyrne E
5
NpoaykTbl — o [EET
=% ()
2 |nuTanma 21999,00 £[3 089,00 £| 5 657,00 £| 2 345,00 £| 5 643,00 | 2 323,008
3 Mpoesg 1000,00 2| 2000,00 | 234,00 P 1587,00 | 1789,00 9| 1457,008
4 |Paseneuerua |5 000,00 2|6 000,00 2|4 000,00 £| 7 000,00 £| 3 000,00 £| 5 000,00 2
5 WHTepHeT 300,00P| 300,00P| 300,009| 300,009 300,002 300,008
6 Opexaa v obyes| 2 000,00 2|4 000,00 #|3 500,002  0,002|1000,002|4000,002
7 Wroro 9299,00P
8
9

YcraHoBuTe Kypcop Ha IMyCTOM KJIETKEe COOKY HY>KHOW CTPOKH (B HaIlem
cirydae 3to H2). 3arem Haxkmute kHonky CymMma Ha 3akiaake [JiaBHasi B rpyrmne

PenaxktupoBanue. Temepb, BepHemMcss K TaOnMIe W TMOCMOTPUM, YTO K€

IIPOMN301LIIO.
GAAN TNABHAA BCTABKA PAIMETKA CTPAHMLEI QOPMY B JAHHBIE PELEH3MPOBAHWME BIAA Foxi
b
By -
Bydep oBmeHa = WpKndT EblpasHnEaHWE Yuecno CTran
EC/U - X o fr | =cymm(B2:G2)
A B C D E F G H J K
[ 3
MpoayxTb
2 |nuTaHmA 2999,00#|3 089,00#|5657,00#|2345,00£|5643,009|2323,00F :CYMM(BZ:GZhI
3 Mpoe3g 1000,002(2000,008| 234,008|1587,00P|1789,00L|1457,008| CYMM(umcnol; [uncnol]; ..)
4 PassneyeHuA 5 000,00 £| 6 000,00 2|4 000,00#£|7000,00£| 3 000,00£|5000,00F
5 WHTepHer 300,00#| 300,00£| 300,002 300,002 300,002 300,008
6 |Ogexpa v obyes| 2 000,00£|4000,002| 3 500,002 0,00 £|1000,00 £|4 000,00 £
7 MToro 9 299,008
8
9



B BbiOpanHO! Hamu syeiike mosiBHIIach (opMmyria C HMHTEpPBAJIOM sUEeK,
3HAYEHUsA KOTOpBIX TpeOyeTcss MpOCyMMHpoBaTh. llpu 3TOM omsATh MOsSBHIIACH
NYHKTUPHAs BBIJEIUTENbHAS paMKa. TOJILKO B 3TOT pa3 oHa oOpaMJsieT HE OIHY
KJIETKY, @ BECh JIMAINa30H SYeeK, CYMMY KOTOPBIX TpeOyeTcs MOCUNUTaTh.

Teneps mocMoTpum Ha camy Gopmyiny. Kak u panblie, BHavane UAET 3HAK
paBEeHCTBAa, HO HA A3TOT pa3 3a HUM cienyeT ¢(pyHkuua «CYMM» - 3apanee
onpeneneHHas (Qopmyia, KOTopas BBINOJHUT CIIOKEHHE 3HAYCHHM yKa3aHHBIX
sueek. Cpasy 3a GyHKIMEH UIyT CKOOKH, PACIIONIOKEHHbBIE BOKPYT aJIpECOB KIIETOK,
3HAQYEHUS KOTOPBIX HYKHO IIPOCYMMHPOBATh, HA3bIBAEMbIE aPryMEHTOM
¢opmyanbl. OOpature BHHMMaHHE, 4YTO B (OpMyJie HE YyKa3aHbl BCE€ ajapeca
CYMMHUPYEMBIX S4YEEK, a JUIIb IEPBOM W IOciHeqHen. J[BoeToune MeEXIy HUMU
0003HayaeT, 4TO yKa3aH AUANA30H KJIeTok oT B2 no G2.

[Tocne naxatust Enter, B BBIOpaHHOM siueiike MOsSBUTCS PE3yJIbTaT, HO HAa ’TOM
BO3MOKHOCTH KHOIIKM CymMMa He 3akaH4uBaroTcs. LI{eKHUTE Ha CTPETOUKY psioM
C HEW M OTKPOETCS CIHCOK, colepKaliuid (YHKUHMH ISl BBIYMCIICHHS CPEIHMX
3HaueHuil (CpeaHee), KOJIMYECTBAa BBEIEHHBIX JaHHbIX (UMCI0), MaKCHMalbHbBIX

(Makcumym) 1 MUHUMaTbHBIX (MUHUMYM) 3HaUYCHUM.

D £ Bcrapnte v |2 T &W T
&

= ¥oanute - Cyumm
» Crnam %, z ~yMMa I
aueex~ 2 Popmat~ CpeaHee VT
Auerikn Cuerumnk
Makcunym
BuHuy M
L M M Q R

Apyrune dyHELMM...

WUrtak, B Hameil Tabiauile Mbl TOCUMTAIM OOIIME TpaThl 3a SHBAph U
CyMMapHbIN pacxoji Ha MPOAYKTHI MUTaHUA 3a nojroja. [Ipu 3ToM cuenamu 3To
JIBYMsI pa3HbIMU CIOCOOaMU — CHaudajlia ¢ MCIOJIb30BaHUEM B (hopmysie aJpecoB
s4yeek, a 3ateM, QYHKIIUU U JuanazoHa. Teneps, caMoe BpeMsl 3aKOHUUTH PacUeThI
JUISL OCTAaBILIUXCS SYEEK, MOCUMTAB OOIME 3aTpaThl MO OCTAJIBLHBIM MeECSIaM U

CTaTbiAM PaCXOd0B.



ABTO3anojiHeHHE

Jlns pacdyeTa OCTaBIIMXCA CYMM BOCITOJIB3YE€MCS OJHOM 3aMedaTesIbHOM
0COOCHHOCTBIO Tporpammbl  EXcel, koropas 3akmodaeTcsi B BO3MOYKHOCTH
aBTOMATH3HUPOBATh  IPOIECC  3allOJHEHUS  AYEeeK CHCTEMaTU3WPOBAHHBIMU
JTAaHHBIMH.

WNuorna B Excel mpuxoauTcss BBOAWUTH TOXOKHE OJHOTHITHBIC JTaHHBIC B
OTIPENICICHHOW TOCIeI0BAaTeIbHOCTH, HampuMep, JHU HEAeHIH, JaThl WU
MOPSIIKOBBIC HOMEpa CTpoK. [loMHUTE, B TEpPBOM YacCTH STOTO MHKJIA B IIANKe
TaOJIMIILI MBI BBOOWJINA Ha3BaHHUE MeECSIa B KaKABIA CTOJIOEI MO oTAeIbHOCTH? Ha
caMOM JieJie, COBEPIICHHO HeoO0s3aTeIbHO OBLIIO BBOJHUTH BECh 3TOT CIIHCOK
BPYUYHYIO, TaK KaK MPIIOKEHUE BO MHOTHX CITydasiX MOXKET ClIeJiaTh 3TO 3a Bac.

JlaBaiiTe coTpeM Bce Ha3BaHUS MECSIEB B IANKe HAIICH TaOJHIbI, KpOME
nepBoro. Termepb BBIIEIUTE SUYCHKY C HAAMUCHIO «SIHBapb» W IEpeMECTUTE
yKa3aTellb MBIIITU B TIPaBbIi €€ HIKHUHN YToJI, YTO Obl OH MPUHST GOpMY KpeCTHKa,
KOTOPBIM Ha3bIBACTCSI MAPKEPOM 3aNOJHEHUA. 3KMUTE JIEBYIO KHOIIKY MBIIIH U
MIEpPETAIINUTE €T0 BIPABO.

Ha skxpaHe mosBUTCS BCIUIBIBAIOIAs MOJCKa3Ka, KOTOpas COOOIIUT BaM TO
3Ha4YCHHUE, KOTOPOE MporpaMMa coOHUpaeTcs BCTaBUTh B CICAYIOIIYIO KIETKY. B
HareMm cirydae 310 «DeBpanby. [1o Mepe mepemereHns Mmapkepa BHU3 OHA OyeT
MEHSTBCS Ha Ha3BaHUS JIPYTHX MECSIEB, YTO MOMOXET BaM IOHSTH, IJe HYKHO
ocTaHOBHUTHCS. [locie Toro kak KHOMKa OyAeT OTIYIIEHA, CIHUCOK 3arOJHUTCS
ABTOMAaTHYECKH.

Koneuno, Excel me Bcerma BepHO «IOHHMAET», KaK HY)KHO 3aIlOJHHUTH
MOCJICTYIONTNE KIETKH, TaK KaK ITOCJIEI0BATEILHOCTH MOTYT OBITH JIOBOJBHO
pazHooOpasubiMu. [IpencraBum cebe, yToO HaM HEOOXOIMMO 3aIOJHHUTH CTPOKY
YEeTHBIMH YUCJIOBBIMHU 3HaUeHUsIMU: 2, 4, 6, 8 u Tak majnee. Eciu MBI BBEIEM YHCIIO
«2» 1 monpoOyeM ePEeMECTHTh MapKep aBTO3AIOJIHCHHSI BIIPABO, TO OKAKETCS, YTO
porpamma MpeiaraeT, Kak B CISAYIONIYIO, TaK U B IPYTUE STYEUKN BCTABUTH OMSThH

3HAUEHUE «2)».



+ +

B »sTom cilydac, IIPHUIIOKCHHIO HCO6XOI[I/IMO npeaoCTaBuTb HCCKOJIBKO

Oonbiie AaHHBIX. JlJig 3TOro B cleayloulel sueiike crpaBa BBeAeM HUDPY «4».
Teneps BbIETNM 00€ 3aM0JHEHHBIE KIIETKH U BHOBb IEPEMECTHM KYPCOp B MPaBbIi
HWKHUH YToJl 00JIaCTH BBIACIICHHUS, 4YTO Obl OH MPUHSI (POPMY MAapKepa BbIICICHUS.
[lepemenias Mapkep BHHU3, Mbl BUAMM, YTO TENEepb NporpaMma MOHsIA HaIly
MOCJIEA0BATEIBLHOCTD U MTOKA3bIBAET B MOJICKA3KAX HYKHBIE 3HAUCHHS.

Takum 00pazom, IS CIOKHBIX MOCIEA0BATEIbHOCTEN, NTEPE] MPUMEHEHHEM
aBTO3AIOJHEHMs, HEOOXOIMMO CAMOCTOSTEIbHO 3alOjHUTh Cpa3y HECKOJIBKO
sT9eeK, 9To Obl EXCel mpaBUIBHO CMOT ONpeACTUTh OOIINN adrOPUTM BBIYMCICHHS
VX 3HAYCHUM.

Tenepp naBaliTe NPUMEHUM 3Ty TMOJIE3HYIO BO3MOYKHOCTH IMPOTPaMMBbI K
Hanieil Tabnuue, 4To Obl HU BBOAUTH (DOPMYJIbI BPYUHYIO JJISl OCTABIIMXCS KIIETOK.
CHavaJjia BbIICIHMTE SYCHKY C y)Ke TIocUrTaHHON cymmoii (B7).

Tenepp «3amenure» KypcOpOM MpaBbld HWXHUW Yroia KBaJgpaTUKa U
neperanmre Mapkep BmpaBo a0 sueiiku G7. Ilocie TOro xak BBl OTIYCTHTE
KJIABUIITY, TIPUJIOKEHHE CaMO CKOMUPYeT (opMysly B OTMEUEHHBIE SYEHKH, MPHU
TOM aBTOMATHYECKHM H3MEHHUB aJpeca KIETOK, COJAEPXKAIIMUXCS B BBIPAKEHHH,
MOJICTAaBUB NIPABUJIbHBIC 3HAUCHHUS.

[Tpu 3TOM ecnu Mmapkep nepemMeniaTh BIIPaBo, Kak B HAILIEM CIy4ae, Uiu BHU3,
TO sUEUKHU OyAyT 3alOJIHATHCS B MOPSAKE BO3pacTaHMs, a BJIEBO WM BBEPX — B
MOpsIIKE YOBIBAHUS.

AHAJIOTUYHO MOCTYIIaeM CO CTOJIOIIOM

Jlo6aBieHue CTPOK, CTOJIOIOB U OOBETUHEHHE STUEEK



UtoOsl moMyunTh OONBIIE TPAKTUKA B COCTABICHUH (HOPMYJ, JTaBanTe
paciMpuM Hamly TabauIly ¥ 3a0JHO OCBOMM HECKOJIbKO OCHOBHBIX OIEpaluii ee
dbopmatupoBanusa. Hampumep, 106aBUM K pacXoAHOW YacTH, CTaTbU JOXOJOB, a
3aTeM MPOBEJEM pacyeT BOZMOKHBIX OIO/KETHBIX HAKOTLJICHUH.

[Ipeanonoxum, 4To JOXOAHAS YacTh TAOJHUIIBI OyJIET pacroyiaraThbCs CBEPXY
HaJ[ pacXoJIHOM. /[ 3TOro HaM MPHUAETCS BCTABUTh HECKOJIBKO JTOMOJHUTEIBHBIX
ctpok. Kak Bcerna, caenats 3TO MOXHO JIBYMsI IMyTSAMH: HCTOJb3Yys] KOMaHAbl Ha
JICHTE WJIA B KOHTEKCTHOM MEHIO, YTO OBICTpEE U MPOIIIe.

lenkaure B J1IOOON sSYEHKE BTOPOM CTPOKM MPABOMl KHONKOW MBIIIM U B

OTKPBIBILIEMCS MEHIO BBIOEpUTE KOMaHy BCTABHTb..., a 3aTeM B OKHE - /[00aBUTH

CTPOKY.
EBydep obmeHa WpwndgT [P BbipasHWEaHWE ] Yucno [P
A2 N f\ NpoaysThl NMTaHKUA
Calibri ~|11 ~«| a° A" B~ o5 oo - E : = 2
i A Y A
Kk =D-A-E-G0
2 I"Mﬂ‘”"ﬂ |7qmmp 3089,00P| 5657,00P| 234500P| 5643,00P| 2323,00P|22056,00F
3 d6 Bupesats 2 000,008 234,008| 1587008 1789,00P| 1457008 8067,00F
4y Konuposats 6 000,002 4000008 7000,00#£( 300000£| 5000,00%2(3000000%8
3 -D MapameTpl BCraBKy: 300,008 300,008 300,008 300,00 £ 300,008| 1800,00F
€ e 4000,00#| 3500008 0,00#| 1000,00#( 4000,00#£|14500,0082
7 O 11 389,002 10191,002 | 11 232,00#| 10732,00L| 95080,00L|61923,00P
g CrneunansHan BcTaska..
£ Bcraente
! Yaanute

OuncTuTe cogepxnmos

1 Dopmart gueek...
BelcoTa cTpokm...
CrpeiTe

MNokazate

[

[Tocne BcTaBku CcTpOKH 00paTUTE BHUMAHUE Ha TOT (DAaKT, 4TO MO YMOIYAHUIO
OHA BCTaBJISIETCSl HaJ BBIOPAHHOW CTpOKOW M mMmeeT ¢opmar (UBeT (poHa syeek,
HACTPOMKHU pa3Mepa, [IBETa TEKCTA U T. [1.) PSAAA, PacloIararwllerocs Hal Hell.

Ecnu Hy»HO U3MEeHUTH (OpMaTUPOBAHUE, BHIOPAHHOE M0 YMOJIYAHUIO, CPA3y
1ocJie BCTaBKM WIENKHUTE Mo KHonke Ilapamerpsl ao0aBjeHusi, KOTopas
aBTOMATUYECKU 0TOOPA3UTCS PSIOM C ITPABbIM HUKHUM YTJIOM BBIOPAHHOM sueiku
U BbIOEpUTE HY)KHBII BaApUAHT.

AHaNOTMYHBIM METOJOM B TAaOJUIy MOXHO BCTaBJISATH CTOJOIIbI, KOTOpPHIE

OyIyT pa3MeIarbes clieBa OT BEIOPAHHOTO M OTJEIbHBIC SUCHKH.



Kcrartn, ecnmu B uTore cTpoka wiM CTOJOCIl MOCIE BCTaBKH OKa3ajincCh Ha
HEHY)KHOM MECTE, UX JIETKO MOXHO yaanuTh. lllenkHuTe npaBoil KHONMKOW MBIIIN
Ha JI000 siuelike, MpUHaAJIekKaIel yaalisieMoMy O0OBEKTY U B OTKPBIBIIEMCSI MEHIO
BEIOCpUTE KOMAHAY Y AAJUTh. B 3aBepiieHun yKakuTe, 9T0 UMEHHO HEOOXOAMMO
YAAIUTh: CTPOKY, CTOJIOCI MU OTIAEIBHYIO STUEHKY.

Ha nentre mns omepanuit 100aBiIEHUS MOMKHO MCIOJB30BaTh KHOTMKY
BceraBuTh, pacnonoxenHyro B rpymnme fAdeirku Ha 3aknaake lyiaBHasi, a i
yAQJIEeHUs, ONHOMMEHHYIO KOMaHy B TO K€ TpyIIIE.

B namewm ciiyyae HaMm HE0OOXOJUMO BCTaBUTH MSITh HOBBIX CTPOK B BEPXHIOIO
4acTh TaOJMIBI cpasy Mocie Mmanku. JJisi 3TOro MOXHO TMOBTOPUTH OIEPaIUIO
n00aBJICHUST HECKOJIBKO Pa3, a MOKHO BBITIOJHUB €€ €IUHOX/bl HMCIOJIb30BaTh
KiaBuiry «F4», koTopast TOBTOPSAET CaMyI0 MTOCIEIHIO ONIEPALIUIO.

B wurore mocne BCTaBKM ISTU TOPU3OHTAIBHBIX PSJOB B BEPXHIOK YacCThb

TaOJIUIIBI, TIPUBOAUM €€ K CIICIYIOMIEMY BUIY:

A B C D E F G H

_ |meap» |tespane |wapr  |ampens |wai  |mwows  |woms |
2
3 Bapnnara
4 [CTeneHauWA
3 Hroro
&

MpoaykThl
7 MMTaHMA 2999,00#| 3089,002| 5657008 234500£L| 5643008 2323,008(22056,00F
8 NMpoeszg 1000,00#| 2000,00% 234,00#| 158700£| 17895,008| 1457008 8067008
5 |PasBneuyeHuA 5000,00 £ 6000008 4000008 7000,00#| 3000008 5000,008|3000000%
10 |MHTEepHET 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,00 #| 1800,00F
1 |0gexna v obyes| 2 000,008 4000002 3500,00f8 0,00#| 1000,008| 4000,00#|14 500,008
12 |MToro §299,00#| 11389002 10191,00#|11232,00L| 10732,00£( 9080,00F(61923,00F

benbie HedopmaTHpoBaHHbBIE PsiAbl B TAOIUIE Mbl OCTaBWIM CIIELMAIIBHO,
4YTOOBI OTAETUTH JOXOJHYIO, PACXOJHYIO M UTOTOBYIO YaCTh APYT OT JIpyra, HalucaB
B HUX COOTBETCTBYIOIIME 3arojoBku. Ho mepen TeM kak 3To cAenarb, Mbl U3y4YUM
ele oHy orepanuio B Excel — odbennHeHue sueek.

[Ipu 00beaMHEHUN HECKOJIBKMX CMEKHBIX silueek oOpa3yercs oJiHa, KOTopas
MOKET 3aHMMaTh Cpa3y HECKOJIbKO CTOJIONOB WiM CTpoK. Ilpu 3TOM uMeHeM

00BbEIMHEHHOM STYEUKU CTAaHOBUTCS aIpeC BEPXHEH JIeBOM STYEHKH 00beTUHIEMOTO



nuarnaszoHa. B 1000l MOMEHT BbI MOKETE CHOBA pa3OUTh 00BEIMHEHHYIO SIUCHKY, a
BOT KJIETKY, KOTOpasi HUKOT/1a He ObUTa 00beANHEHA, Pa30UTh HE YACTCH.

[lpu oOBbETMHEHUH S[YEEK, COXPAHSIOTCS JIAaHHBIC TOJBKO BEPXHEH JICBOH,
JIAHHBIC )K€ BCEX OCTAIBbHBIX OOBEIMHICMBIX sfdeeK OynyT ynaieHsl. [loMHUTE 3TO

W CHayaja JIydlie IPOU3BOJHMTE OOBCIAMHECHHE, a JIUIIb II0TOM BBOJIUTE
nHpopMaruro.

Bepuemcs k mHamreli Tabsmite. JIjis TOro, 9ToOB HAaMCcaTh 3aTr0JIOBKH B O€JIBIX
CTpOYKax HaM IMOHAI00UTCS JIUIIH OHA STUYCHKa, B TO BpeMs KaK ceiiyac OHM COCTOST

u3 BoCcbMHU. JlaBaiiTe ncrpaBuM 3TO. BelaenuTe BCce BOCEMb SUEEK BTOPOrO psiAa

TaOauIbl U Ha BKIIaJKe [JiaBHas B rpynie BolpaBHUBaHUe MICIKHUTE HA KHOIKY
O0beMHUTH U IOMECTUTH B LIEHTPE.

AN NABHARA BCTABKA PASMETKA CTPAHWLEI QOPMYNbI JAHHBIE PELIEH3MPOBAHWE ENA Foxit PDF

sy X .o o=
0 Calibri S A A T =2 % B |denexnoi - - 7] o &
Em - - Fy # g
Bcraente - - - === = - 2. o 0 00 ¥enosHoe Qopmatnposate Ctuam
" XK 4Y- H- D-A- === &= B % 000 %G 38 puaTp
- - homsaaTion 0BaHME ™  Kak Tabnuuy v Adeek v E
Bydep obmeHa M WpwgT ] BripagHWBEaHWE OBBEaMHNTE 1 MOMECTUTE B LigHTpE CTunm
. OB bEgMHATE OO rTROKAR
H2 - ](l E Obzenm 06 bEAMHNATE M MOMECTUTE B LIEHTPE
A B C D E B Omern OBbEIMHEHNE BRIJENEHHEIX b
i ) Excel AYEEK B 0gHY BonbLuyto sueiiky u
u 1| 2 BBIPAaEHMEAHHE EE COSEPHUMOTD
2 * no LEHTPY.
3 3apnnata 3y b -
. Excel Ty GyHKUWID yao6HD
4 Crenenpua x|cc MPUMEHATE 418 COS4aHNA
5 |MToro 1 2 oBLUErD 3aronoeka 4na
6 HECKONBKMX CTONBL0B.
MpoaykTol e JononHMTENbHBIE CEEAEHUA
7 NMTaHWA 2999,00#| 3089,008| 5657008 2345,00P| 5643,00P| zozsuur|jzzusuuus
2 Mpoesg, 1000,008| 2000,00P 234,00#| 1587,00#| 1789,008| 1457,00f| 8067008
S PasgneyeHuWa 5000,00£| 6000,00£ 4000,00£| 7000,002| 3000,008| 5000,00# 30000008
10 | MHTEpHET 300,00 £ 300,00 300,00 # 300,00 # 300,00 2 300,00 #| 1800,008
1 | Opgexpa v obyes| 2 000,002 4000,002| 3500008 0,00#2| 1000,00£| 4000,00#|14 500,002
Wrtoro 9299,00f| 11389,00F| 10191,00#| 11 232,00 10732,00#| 9080,00F|61923,00F

| W o

Ilocne BeIOTHEHUS KOMaHIbI, BCC€ BBIICICHHBIC STYCHKHU B CTPOKEC

OOBEAMHSTCS B OJIHY OOJIBIIYIO SYCHKY.

Psinom ¢ kHOmMKOW OOBEAMHEHHUS pACIOJIOXKEHA CTpeJIoYKa, HaKaThe Ha
KOTOPYIO BBI3OBET MEHIO C JOIMOJHHUTEIbHBIMH KOMAaHJAaMH, I103BOJISIIOIUMMU:
OOBEIUHSATH STYCUKHU 03 IIEHTPATLHOTO BRIPABHUBAHUS, 00HEIUHSITH 11EJIbIEC TPYTITIHI
SYEEK M0 TOPU3OHTANIM U BEPTUKAJIU, a TAKXKE OTMEHUTh 00bEIMHEHUE.

ITocne moGaBlieHHMS 3aroJIOBKOB, a TaKXe 3allOJHEHHS CTPOK: 3apruiara,

CTUIICHOUA, CHUTACM HUTOI'O JOXOJbI 3a K&)K,Z[BII\/'I MECAIL U BCETO II0 Kﬂ)I(IIOﬁ Tpare,

100aBUM TaKke CTPOKY HaKOIJICHUSI.



&

2 Joxoabl
3 Bapnnarta
4 |CreneHgmMA
3 Hroro
& Pacxoabl
MpooykTb

7 MMTaHWA 2999,00#| 3089,00£| 5657008 234500F| 5643,008( 2323,00£€|22056,00F
8 Mpoes3g 1000008 2000008 234,008| 1587,00F| 1729,008( 1457008 B06700F
% PaseneyeHwWA 5000,00#| 6000,00#| 400000#£| 7000,00F| 3000,00£| 5000,00%#€|3000000¢F
10 MHTEpHET 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,00 #| 1800,00#¢

1 0gexwaa v obyes| 2 000,00 £| A000,00#| 3500008 0,008 100000#£| 4000,00%2(14500,00¢8
12 |MToro 9299,00#| 11389,00#| 10191,00#|11232,00#2| 10732,002( 9080,00£|61923,00F
14 |HarwonneHwAa | | ‘ | | | |

Eal

B nepBoM mecsiie HakomuieHus: OyAyT CKIAAbIBAThCA U3 OOBIYHON pa3HULIBI
MEXy J10XOA0M, MOJYYEHHBIM 332 MECALl U OOIIMMHU pacxoJaMu B HEM. A BOT BO
BTOPOM MECSLIE MBI K 3TOW pa3HULE NPUILTIOCYEM OallaHC MEPBOro, TaK KaK MbI
BEJIEM pacyeT UMEHHO HakorieHui. Pacuérel 11l mocnenyommux MecsieB OyayT
BBINIOJIHATBCSI IO TaKOM K€ CXeME — K TEKYLIEMY €XKEeMECIYHOMY OanaHcy OyayT
NpUOABIIATHCS HAKOIUICHUS 32 MPEAbIAYIIUNA TEPUO/I.

Tenepr nepeBenem 3tu pacueTsl B Gopmysbl nmonstHbie Excel. s siaBapst
(srueiiku B14) dopmyra odeHb mpocTa u OyJIeT BBINIAACTh Tak: «=B5-B12». A BoT
st suevikn Cl4  (peBpanb) BBIpaXKEHHE MOXKHO 3amucaTh JABYMsI pPa3HBIMH
ciocobamu: «=(B5-B12)+(C5-C12)» nmm «=B14+C5-C12». B nepBom ciiyuae Mbl
OISITh MPOBOJMM pacueT OajlaHca MPeabIAYLIEro Mecsla M 3aTeM MpuOaBisieM K
HeMmy OajiaHC TEKYILEero, a BO BTOPOM B (pOpMyJTy BKIIFOUAETCS YK€ paCCUUTAHHBIN
pe3yabTaT 1o npeapaynemMy Mecsiy. KoneuHo, ucnosib3oBaHue BTOPOTO BapraHTa
JUIsl TIOCTpOEHUs (POPMYJIbI B HAIlIEM CIIydae ropasio npeanoutuTensaee. Beas eciu
CJIEIOBATh JIOTMKE IEPBOI0 BapHaHTa, TO B BBIPAXKEHUU JIJI1 MAPTOBCKOIO pacyera
Oyner hurypupoBaTh yxke 6 aapecoB siueek, B anpene — 8, B mae — 10 u tak ganee, a
IIPU KCIIOJIb30BAHUN BTOPOTO BapHaHTa UX Bceraa OyaeT Tpu.

Jlnist 3anonnenus octaBuuxcs siueek ¢ D14 no G14 npuMeHuM BO3MOKHOCTh

HNX aBTOMATHUYCCKOI'O 3allOJIHCHM A, TaK K€ KaK MBI 9TO ACJIAJIM B CJIyda€ C CYMMaMH.



Kcratn, nams mnpoBepkr 3HAYEHHUS WTOTOBBIX HAKOIUICHWH HA HIOHb,
Haxogsmerocs B kietke G14, B sueitke H14 MOXHO BBIBECTH Pa3HUILY MEXKIY
o01el cyMMoii exxemMecsuHbIX 10x010B (H5) u exxemecsiunbix pacxoznos (H12). Kak
BBl IOHUMAETE, OHU JOKHBI OBITh PABHEI.

Kak BugHO M3 MOCIEIHUX pacyeToB, B (hOpMyax MOXKHO HUCIOJb30BaTh HE
TOJBKO aJpeca CMEXKHBIX SYeeK, HO M JIIOOBIX JAPYTHUX, BHE 3aBUCUMOCTH OT HX
PacIoJIOKECHUS B IOKYMEHTE WJTH MMPUHAIC)KHOCTH K TOW WM MHOU Tabmwmie. bomnee
TOT'O BBI BITPaBE CBA3BIBATH SUCHKH, HAXOISIIMECS HAa PA3HBIX JUCTAX JOKYMEHTA U
JaXKe B pa3HBIX KHATAX

A BOT M Hallla UTOroBas Ta6J'II/II_[a C BBIIIOJTHCHHBIMHU paC‘—IéTaMI/IZ

K18 - fe
A B C D E F G H

_ |meapo |pespane |wapr  |snpens  [man  [wows  [Bero |
2 Doxonbl
3 3Bapnnata 50000,00#| 50000,00#| 50000,00F| 50000,00F| 50000008 50000,00%F(300000,00%
4 |CTreneHpua 2500,00 | 250000#| 2500008 2500008 2500,00#| 2500002 15000,00#¢
5 Hroro 52500,00#8| 52500,00F| 52500,00F| 52500,00F| 52500008 52500,00%F(315000,00F
6 Pacxonpl

MpoayKTo
7 MATaHKA 2999,00P| 3089008 5657008 2345008 5643,00#| 2323,00P| 22056008
8 Mpoesp, 1000,008| 2000008 234,008 1587,00F 1789,008| 1457008 8067008
5 PassnedyeHuA 5000,00#| 6000,00F| 400000F8( 7000008 3 000,008 5000008 30000008
10 MHTEpHET 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,00 £ 300,008 1800,008
1 Ogewpnawobyes| 2000,00# 4000,00£ 3500008 0,00 £ 1000,002| 4000008 14500,00F
12 Mroro 9299,00¥F| 11389,00#| 10191,00#€| 11232008 10732,008| 9080,00P8| 61923008
14 HakonneHua 43 EDI,DDP| 84312,DDP| 126 621,00 £|167 889,00 £| 209 657,00#| 253 077,00 | 253 077,00 £

wn

PacnieuaraiiTe mony4mBIIMICS OTYET.




JlaboparopHasi padota Ne6

®opmyabl, pynkiuuu u guarpammbl Microsoft Excel

[lenp paGoTHI: HAYYUTHCS PEAAKTHPOBATH (OPMYIIBI, CTPOUTH TpaduKu

(GyHKUMNA U TUCTOTPaAMMBI

PenaktupoBanue GopMyI U cUCTeMa OTCIICKUBAHUS OLUIHOOK

Bce dopmynbl, KOTOphie HaXOAATCA B sSUYEHKax TaOJHMIBI  MOYKHO
OTPEIaKTUPOBATh B JIFOOOW MOMEHT. JIjisi 3TOro JOCTaTOYHO BBIACIUTH SUEUKY C
dbopmMyII0ii U 3aTeM HICIKHYTh IO CTpOKe (HOPMYJ HaJl TaOIUIICH, T/Ie BBl CMOXKETE
Cpa3y k€ BHECTH HE0OXOJWMble M3MEHEHHS. Ecin BaMm ymoOHee pemakTHpOBaTh
COJIEP>KMMOE HETIOCPEJICTBEHHO B CaMOii siueiKe, TO KJIIMKHUTE IO Hell 1Ba pasa.

[Tocne okoHYaHUS peIaKTUPOBAHKS HAKMHUTE KitaBuiiu Enter wiu Tab, mocie
yero Excel BeIMOTHATE TIepepacyer ¢ y4eTOM U3MEHEHUH M 0TOOPa3UT pe3yJIbTar.

JIOBOJIBHO YacTO ClIy4aeTcs TaK, YTO BbI BBEJIH (DOPMYITy HEBEPHO WJIH MOCTIE
ymaneHus (M3MEHEHHUs) COACPKUMOTO OIHOW W3 s4eeK, Ha KOTOPYIO CChUIACTCS
dbopMyna, NPOUCXOAWT OIMMOKA B BHUMCACHHMSAX. B Takom ciydae, Excel
HEIMPEMEHHO U3BECTHUT Bac 00 3TOM. PS710M ¢ KIIETKOM, 1€ COMEPKUTCS OIMO0YHOE
BBIPKCHHE, TTOSBUTCS BOCKJIMIIATEILHBIN 3HAK, B )KEJITOM pOMOE.

Bo MHOrmx ciydasx, mpujaoK€HHE HE TOJbKO H3BECTUT BAac O HaIUYHE
OIMOKH, HO ¥ YKQKET Ha TO, YTO UIMEHHO CJEIaHO HE TaK.

Pacmmdposka ommbok B Excel:

. #HH##HH# - pe3ynbTaTOM BBITIOJIHEHUS (DOPMYJIIBI, UCTIONB3YIOIEH
3HAUCHUS JaThl U BPEMEHH CTaj0 OTPUIIATECILHOE YHCIIO WM PE3yJIbTaT
00pabOTKHU HE yMEIIaeTcs B sTUeike;

. #3HAU! — ncnonp3yercs HEAOIYCTUMBII THII ONEpaTopa Wiu
aprymenTa ¢popmynbl. OHa U3 caMbIX PaCIPOCTPAHEHHBIX OIIHOOK;

. #JIEJI/0! — B dbopmyse oCyIecTBIsSETCS MOMbBITKA JEIEHUs Ha

HOJIb,



. #UMSI? — ucnionb3yemoe B popmyiie uMsi HeKoppekTHo u Excel

HE MOKET €ro pacro3HaTh;

. #H/Jl — HeompeneneHHble naHHble. Yamie Bcero sta ommoOKa

BO3HHMKAET MIPH HETIPABWIILHOM OTIPE/ICIICHIH apTyMEHTa (PYHKITUH;

. #CCBIJIKA! — dhopmyra coaepKuT HEIOMYCTUMYIO CChUIKY Ha
s4elKy, HapuMep, Ha STYEHKY, KOTopas OblIa y/ajaeHa.
. #UUCJIO! — pe3ynbTaTOM BBIUHCIEHUS SBISIETCS YHCIIO,

KOTOpPOE CIUIIKOM MAaJI0 WUJIM CIWIIKOM BEJHMKO, YTO Obl €r0o MOXKHO OBbLIO

ucnoip3oBath B MS Excel. /lnanmazoH oToOpakaeMbIX 4YHCET JICKHT B

npomexytke ot -10°°7 10 1037,

. #IITYCTO! — B dopmyne 3amaHo mepecedeHrue obIacTei,

KOTOPBIE HA CAMOM JIEJIE HE UMEIOT OOIIUX SUYEeK.

Eme pa3 HamomMHMM, YTO OIMIMOKH MOTYT MOSBISTHCS HE TOJIBKO H3-3a
HEIpaBUJIBHBIX JIAaHHBIX B (DOpPMYJIE, HO U BCJIEACTBUE COACPIKAHUS HEKOPPEKTHOU
nH(popMaIu B sueiike, Ha KOTOPYIO OHA CChLIACTCH.

WNHuorna, korga gaHHBIX B TaOIHIlE MHOTO, a (hOPMYJIbI COJEPKAT OOJIBIIIOE
KOJIMYECTBO CCHUIOK Ha Pa3IMYHbIC SYEHKH, TO MPU MPOBEPKE BBIPAKCHUS HA
MPaBUJIBLHOCTh HJIM TIOMCKA MCTOYHMKA OIMIMOKHM MOTYT BO3HUKHYTH CEpPbE3HbIC
TpyaHOCTH. YTO ObI 00JIErYnTh PAbOTY MOIB30BATENS B TAKUX CUTyalusaX, B Excel
BCTPOEGH HWHCTPYMEHT, TMIO3BOJISIONIUM BBIACIUTh HA DJKPAHE BIMSIONIUE W
3aBUCUMBIC TUEHKHU.

Bausiromme siyeiiku— 5TO sYCHKM, HA KOTOpPbBIE CChUIAIOTCA (OPMYIIBI, a
3aBUCHMbIe STYEKH, HA000pOT, comepxaT (popMyJibl, CChUIAIOIIMECS Ha ajpeca
KJIETOK AJICKTPOHHOMN TaOJIUIIBI.

Yro Obl rpadguuecku 0TOOpPa3UTh CBSI3U MEXKIY SYeHKamMu U QopMysiamMH C
MOMOIIbI0, TAK HA3bIBAEMBIX CTPEJIOK 3aBHCHMOCTEH, MOKHO BOCIOJIb30BaThCS
KOMaHJaMu Ha JieHTe Buuswmme siyeilku U 3aBHCHMBbIe SIYE€KM B TpyIIe

3aBucumoctu ¢popmyJ1 Bo BKIIaake DopmyJibl.



Hanpumep, naBaiiTe mocMOTpuM, Kak B Halleil TecToBoW Talmuile,

COCTaBJICHHOW B MPEIBIAYIIUX IABYX 4YaCTAX, (POPMHUPYETCS UTOTOBBIA pe3yibTaT

HAKOIIJICHUMH.
e
QAN TNABHAR BCTABKA PASMETXA CTPAHMLN SOPMYNH AAMHBIE PELEHZMPOBAHME Bna Fot PDF
f\‘ 2 Asrocymma = B Norwweckme = B Couunmm w maccmees + Vo A =) MpucoouTs wma  ~ £10 Banasowise aveikn
ln MNocnegme = Texcroome * lu Mareasatmueckne * J 3 JaoncHmpIe AYEHKM
Berssurs Ancnervep
dyrxumo I8 @ursncosese - I8 Raram epers- [B Apyrwe dyrikumn - wneys B0 Cosgate w3 seigenennoro +> ¥Y6patb crpenxn ~
Entanorexa dyHxumn Onpeaeneritue umera
H14 - fr | =H5-H12
B C D E F H J
2 JLoxoan
3 3apnnara 5Q000,00 #| 5p 000,00 #| 30 000,00 P| 5¢ 000,00 ¢ )0 000,00 #| 30 000,00 £| 300 000,00 #
4 CreneHauMa 4500009 R500,00P| [R2500,00% P 500,009 2500,00P| |2500,00#| 15000,009
5 Wroro SEFS0000¢ 2500009 00002300 00" TS0 00 P T—I2S00;00 #1428 000,00 P
6 Pacxoani
Npoayxrel :
7 NWTaHUAR 2999,00P| BO089,00P| [5657,00P| Pp34500P 5643,00P| [2323,00P| 22056,009
£ Npoesn »000,00 ] ¢ 000,00 % 234,00P| 9587009 1789,009| #457,009| B067,009
4 Passnevesua 3000,00P| $000,00°| ¥ 000,00P ¥000,00P 3 000,00 % 000,00P| 3D 000,00
10 HuTepuer 300,00 ¢ 300,00 9 300,00 9 300,00 ¢ 300,009 ¢ 300,009 }800,009
! |Opexaa u obyes| 2000,00P| {000,00#| [3500,00F 0,00# 1000,00#| ¥000,00#| 1a500,00%
12 Mroro 29900138900+ OO0 P IT292700¢ 0782004 oSO 00+ q 923,00 %
14 [Havonnenwn  |43201,009] 24312,009| 126 621,00 »[167 889,00 #| 209 657,00 8] 253 077,00 7 25% 077,00
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Hecmotpst Ha To, uTo popmyna B maHHOU siueiike umeet Bua «=HS — H12»,
nporpamma Excel, ¢ momormipio cTpenok 3aBHCHMOCTEH, MOXET IOKa3aTh BCE
3HAYCHUS, KOTOPhIE YYYBCTBYIOT B BBIYHMCIICHHMH KOHEYHOTO pe3yibTara. Bemp B
kietkax HS u H12 Ttak xe comepkarbcst pOpMyIibl, UMEIOIINE CCHUIKM Ha JIPyTre
ajzipeca, KOTOpbIE B CBOIO OYEPE]Ib, MOTYT COJIEPKATh KaK (DOPMYJIbI, TAK U YUCIIOBBIC
KOHCTAHTHI.

UtoOBl yganuTh BCE CTPENKH C paboyero JucTa, B Tpynrne 3aBHCHUMOCTH

¢opmy. Ha BkIagke DopMyJibl, HOKMUATE KHOMIKY YOPaTh CTPEJIKH.
OTtHOcuTeNbHBIE U A0COJIIOTHBIE apeca UeeK
Bo3moxuOCTh KOnIpoBaHust popmyi B Excel u3 ofHoit siueiiku B apyryto ¢

ABTOMATUYCCKUM HM3MCHCHHCM aJIpCCOB, COACPKAIOMUXCA B HHUX, CYHICCTBYCT

OJlarogapsi KOHLETIIMN OTHOCUTEJIBLHOM ajgpecanun. Tak 4To e 3TO Takoe?



Jleno B Tom, uro Excel monmmaeT anpeca siaeek, BBEACHHBIX B (hOpMyITy He
KaK CCBUIKY Ha HMX pe€aJlbHOE MECTOPAaCIOJIOKEHHE, a KaK CCBUIKY Ha HX
MECTOPACHOJIO0KEHUE OTHOCUTENBHO SYEWKH, B KOTOPOW HaxoauTcs (opmya.
[TosicHuM Ha TIpuMeEpE.

Hanpumep, sueiika A3, comepkut dhopmyny: «=Al1+A2x». s Excel sto
BBIp@XEHUE HE 03HAYAET, UTO HY>KHO B34Th 3HaueHUE U3 siueiiku Al u npuOaBUTh K
HEMY 4ncio u3 s4ueiiku A2. BMecTo 3TOro oH MHTEPIPETHPYET AaHHYIO (popmydy,
KaK «B34Tb YHCJIO U3 SIYEUKH, PACIIOJIOKEHHOM B TOM )K€ CTOJIOLIE, HO Ha JIBE CTPOKHU
BBIIIE U CJIOXKUTh €r0 CO 3HAYEHUEM STYEHKHU 3TOTO K€ CTOJIOIa pacroioKeHHOU
BBIIIE HA OJIHY CTPOKY». [Ipn xonupoBaHuM TaHHON (OPMYJbI B APYTYIO SUYEHKY,
Hanpumep, D3, npuHuMn omnpeneneHuss ajpecoB sYeeK BXOJSAIIMX B BhIPAXKECHUE
OCTAETCS TEM KE€: «B3ATh YHCIIO U3 SIUEUKHU PACIOJIOKEHHON B TOM K€ CTOJIOLE, HO
HAa JIB€ CTPOKH BBIIIIE U CIOXKUTH €T0 C...». TakuM 00pa3oM, ocjae KOMUPOBaHUS B
D3, ucxonnas ¢popMyiia aBToMaTUYECKU IPUMET BUJ «=D1+D2y.

C OoIHOW CTOpPOHBI, TAKOM THUN CCBUIOK JAET IOJIb30BATENSAM IMPEKPACHYIO
BO3MOXKHOCTh MPOCTO KOIMUPOBATh OJUHAKOBBbIE (POPMYJBI U3 SUYEHKU B SYCHKY,
n30aBIIsAsl OT HEOOXOAMMOCTH BBOJUTH UX CHOBA U CHOBA. A C Ipyroil CTOpPOHBI, B
HEKOTOPBIX (popMyrnax HEOOXOAWMO IOCTOSHHO HCIOJIb30BaTh 3HAUEHHE OJHOU
ONPEIEIICHHON AYEUKH, @ ITO 3HAYUT, YTO CCHIJIKA HA HEE HE JOJDKHA U3MEHATHCS U
3aBUCETh OT PACHOJIOKEHHS (POPMYIIbI Ha JIUCTE.

Hanpumep, nmpeacraBuM, 4Tto B Hamiedl Tabiuue 3HA4eHHsI OIOKETHBIX
pacxooB B pyOssiX OYyIyT pacCUMTHIBATBCA HUCXOJsS U3 JOJJIAPOBBIX IIEH,
YMHOKEHHBIX Ha TEKYIIMH Kypc, KOTOpBIA 3amHMcaH Bcerga B suedike Al. Dto
3HAYUT, YTO MPHU KOMHPOBAHUHM (OPMYJIbI CChUIKA Ha 3Ty SUYEWKY HE JOJDKHA
U3MEHAThCA. Tormga B ATOM Ciydyae CIeAyeT NMPUMEHSATh HE OTHOCUTEIBHYIO, a
a0COJIIOTHYI0 CCBLIKY, KOTOpas Bcerja OyJeT OCTaBaTbCsl HEM3MEHHOW Impu
KOIMMPOBAHUU BBIPAXKECHUS U3 OJHOM SYEUKH B IPYTYIO.

C mnomompio aOCOJIOTHBIX CCBUJIOK MOXHO JaTh KomaHnay Excel mpwu

KOMUPOBaHUU (HOPMYIIBIL:



° COXpaHATb CCBUIKY Ha CTOJ'I6GI_[ IIOCTOAHHO, HO IIpHU 3TOM

HU3MCHATH CCBIJIIKHK Ha CTOJ'I6I_IBI

. U3MEHSTh CChUIKA Ha CTPOKH, HO COXPAHATh CCBUIKY Ha CTOJ0€I]
. COXpAaHSTh MOCTOSIHHBIMU CCBUIKH, KaK Ha CTOJIOEI, TaKk U Ha
CTPOKY.

UtoObl mMpeBpaTUTh OTHOCUTENBHYIO CCBUIKY B aOCOJIOTHYIO WJIU
CMEIIaHHYI0, HEe00XOIUMO BBECTH 3HAK Jiojuiapa ($) mepen Toii ee 4acTbio, KoTopast

JOJIDKHA CTaTb a0COJIFOTHOM.

. $AS%1 — ccruika Beerya cebutaeTes Ha stueiiky Al (abcomoTHast
CCBLIKA);
. A$1 — ccplika Beera cChUIaeTCs Ha CTPOKY 1, a MyTh K CTOJI0ITY

MOKET U3MEHATHCS (CMEeIIaHHas CChUIKA);

. $A1 — ccpuika Beerga cehliaeTes Ha ctoaoer] A, a IyTh K CTPOKE

MOKET U3MEHATHCS (CMEIIaHHasl CChUIKA).

Jlist BBoga aOCOMIOTHBIX W CMEMIAHHBIX CCBUIOK HMCIOJB3YeTCsS KIIaBHUIIA
«F4». Boigenute sdeiiky st GOpMyJIbl, BBEAUTE 3HAK PABCHCTBA (=) M KJIMKHHUTE
0 KJIETKE, Ha KOTOPYIO HAJ0 YCTAaHOBUTH aOCOJIOTHYIO CCBUIKY. 3aTeM Ha)KMHUTE
kinaBuiry F4, mocne yero nepen OykBoW cTosiOlla © HOMEPOM CTPOKH MpoTrpaMma
ycTaHOBUT 3HaKku jgosuiapa ($). [ToBropHbie HaxkaTHst Ha F4 O3BOISIOT IIEPEXOIUTH
OT OJIHOTO THITA CCHUTOK K ApyruM. Hampummep, ccpimka Ha E3, OyneT nmukimdHO
m3mensatees Ha $E$3, E$3, $E3, E3 u Tak nmanee. Ilpu xenmanuu 3Hakd $ MoxHO

BBOJIUTH BPYUYHYIO.

DOyHKIMU

Oyukiusamu B Excel HaspBaroT 3apanee ompeaesieHHbIe (GOPMYJIBI, C
IIOMOIIBK0 KOTOPBIX BBIMOJHSAOTCA BBIYMCICHHUS B YKAa3aHHOM THOPSAKE IO
3aIaHHBIM Beau4YuHaM. [Ipu 3TOM BBIUKCIIEHUS] MOTYT OBITh KaK MPOCTBIMH, TaK U

CJIO’KHBIMU.



Hanpumep, onpeaesneHne cpelHEr0 3HAYEHUS MIATH SYEEK MOXKHO OMHUCATh
dopmymoit: =(Al + A2 + A3 + A4 + A5)/5, a MOXHO crielTHaIbHON (pyHKIHEH
CP3HAU, kotopas cokpaTuT BeipaxkeHue 1o ciaeayromero sujna: CP3HAY(AT:AS).
Kak Bummure, uTto BMECTO BBOJa B (OPMYTy BCEX aApPECOB SYEEK MOXKHO
UCIIOJIb30BaTh OMNPECICHHYI0 (DYHKIMIO, yKa3aB €l B KayecTBE aprymMeHTa HX
JTMaTa3oH.

Jiis paboTel ¢ pyHKIHsIME B EXCel Ha JTeHTe cymecTByeT oT/IepHas 3aKIaaKka

@opmyJibl, HA KOTOPOW pacroiaraloTcsi BCe€ OCHOBHbIE HHCTPYMEHTHI J1JIs1 pabOThI

ORI BLIABKA PASME | KA LIFAHKILID WUPMYJ bl LAHHbIE PELLEHSKIPUBAHVIE BV FoxIt PUF
‘f.‘x > AsTocymma ~ Noruueckne = E Cebinkn 1 Maccues ~ ..:_' Gl Mpucsonts uma ~ F:2 Banarowie sueiiki @ Mokasate dopuyns! m ==
 — o P aaed ===
MocnegHme = TekcToBble ™ Marematuqeckne ~ oJ% Jasueuneie aueiikn 1 Mposepka Hanuuns ownBok ~
Bcrasute Ancnetuep ; OkHo koHTponeHore  [Mapametp
ynrupro 1B @urancossie - I8 Aamaw spewn - |B fpyrire dymayna - wmen I Cospars wsobigenennore J9 Y6pars crpenkn - (&) Bormcnums dopuyny naerma uncneni

BuEAroTERa GYHKLNIA OnpegeneHHbie HMEHE 33EMCAMOCTI OpMyn Briuncne

Hano ormetuTh, 4TO mporpamMma COIEPKUT OoJiee IBYXCOT (PYHKIIMMA,
CIIOCOOHBIX 00JIETYUTH BHITIOJHEHUE BBIYUCICHUHN Pa3InyHON clioskHOCTH. [ToaToOMy
Bce (yHKIMU B EXCel pa3aenensl Ha HECKOIBKO KaTeropui, TPYyMIHAPYIOMUX HX 10
TUITY pelaeMbIx 3a1a4d. Kakue MMEHHO 3TH 33a/1a4d, CTAHOBUTCSA SICHO M3 Ha3BaHUM
kareropui:  ®Dunancosble, Jlormueckue, TekcroBeie, Maremarnueckue,
Crartuctuueckue, AHAJIMTUYCCKHUE U TaK Jayee.

Bri6path HEOOXOAMMYIO KATETOPUIO0 MOKHO Ha JieHTe B rpyrine budanoreka
¢pyukumii  Bo Bikiagke @opmyasnl. [locme menuka 1Mo CTpENOYKE,
pacroJiaralomencss psAaoM C KaKIOW M3 KaTerOpuil, PAaCKpPBIBAETCS CIHUCOK
GbyHKIMIA, a IPU HABEJACHUHM Kypcopa Ha JIO0YI0 M3 HHUX, MOSBJISIETCS OKHO C €€
OTNIMCAHUEM.

BBon dhyHkumii, kak u opmyIs1, HAUMHAETCS CO 3HaKa paBeHcTBa. [locie uaet
uMs pyHKIUM, B BUAe aO0OpeBuaTyphl U3 OOJBIIMX OYKB, YKa3bIBAIOIICH Ha ee
3Ha4YeHUE. 3aTeM B CKOOKax YKa3bIBalOTCS APryMeHThbl (YHKUMH — JaHHBIE,
VCTIOJIB3YIOIIMECS ISl TIOJIyUYECHUS Pe3yJIbTaTa.

B kauectBe aprymeHTa MOXKET BBICTyNAaTh KOHKPETHOE  YMCIIO,
CaMOCTOSITENIbHASI CChUIKA Ha SA4YEWKy, 1edasi cepusi CChUIOK HAa 3HAYCHHS WIU
SYEHKH, a TaK K€ nuama3oH siueek. [Ipu 5ToM y omHUX (QYHKIUN apryMEHTHI — 3TO

TCKCT WJIK YMUCIIa, Y APYTUX — BPEMS U IAThI.



MHuorue (QpyHKIMH MOTYT MMETh Cpa3y HECKOJBKO apryMeHTOB. B Takom
ClIy4ae, KaxJbli U3 HUX OTAENISETCS OT CIEAYIOIIETrO TOUKOM ¢ 3arsitoi. Hammpumep,
¢yukuus =[IPOU3BEJI(7; Al; 6; B2) cuutaer mpou3Be[cHUE YCTHIPEX PA3HBIX
YyHucel, yKa3aHHbIX B CKOOKax, U COOTBETCTBEHHO COIEPKUT YETHIPE apryMeHTa.
[Ipu »TOM B HameM ciaydae OJHU apryMEHThI YKa3aHbl SIBHO, a APYTHUE, SBISIIOTCA
3HAYEHUSIMH OIIPEICTICHHBIX SYEEK.

Tak e B KauecTBE apryMeHTa MOXKHO HCIOJIb30BaTh JPYTyI0 (YHKIIHIO,
KOTOpas B OTOM CJy4yae Ha3bIBaeTcs BJOMKeHHOW. Hanpumep, ¢yHkuus
=CYMM(A1:AS5; CP3HAY(B5:B10)) cymmupyeT 3Hau€HUs TYEEK HAXOASIINUXCS B
nuanazoHe oT Al mo AS, a Tak ke cpeHee 3HAUEHWE YMCENl, PA3MEIICHHBIX B
kinetkax B5, B6, B7, B8, B9 u B10.

Y HEKOTOPBIX MPOCTHIX (QYHKLUUNA apryMEHTOB MOKET HE ObITh BOBce. Tak, C
nomouibto pyHkunu =TJJATA() MOXHO NOJSYyYUTh TEKYLIHME BpeMs U JaTy, HE
UCITIOJIb3YsI HUKAKUX apIyMEHTOB.

Jlanexo He Bce ¢pyHKIMU B ECXel umeroT mpocroe onpenenenue, kak GyHKIusI
CYMM, ocymiecTBisitonias CyMMUpOBaHHEe BhIOpaHHBIX 3HaueHui. Hekotopsie u3
HUX UMEIOT CIIO)HOE€ CHUHTAaKCHMYECKOE HANHCaHWe, a TaK K€ TpeOylT MHOIO
apryMEHTOB, KOTOPbIE K TOMY € JIOJKHBI ObITh IPABUJILHBIX TUIIOB. YeM clioxkHee
GyHKIMS, TEM CIIOKHEE ee MpaBUiIbHOE cocTaBieHue. W pa3paboTyuku 310 y4iiy,
BKJIFOYMB B CBOM 3JIEKTPOHHBIE TAOJIUIbI TOMOILIHUKA MO COCTaBIEHUIO (QYyHKUIUN
IS TIoJib3oBarener — Macrep QyHKUMMA.

JUist Toro 4tro Obl HayaThb BBOAWUTH (YHKIMIO C moMoulbio Macrtepa
¢yHKkIMi, nenkauTe Ha 3Ha40K BeraButh pynknmio (fX), pacmonosxeHHbIH cieBa

ot CTpoku popmy.r.
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Tak ke kHONKY BeTaBUTBH (PyHKIMIO BBl HAMAETE HA JICHTE CBEPXY B IPYyIIIE
bubéanoreka ¢pynkumii Bo Biagke Mopmyasl. Eme onqnuMm cocobom BbI30Ba
Mmactepa QyHKIMH sBisieTcst coueTanue kiapum Shift+F3.

ITocne OTKpBITHSA OKHA HOMOIIHKKA, IIEPBOE, YTO BaM IIPUAETCS CIEIATh — 3TO
BbIOpaTh KaTEropuio GyHKUMU. [1Ji1 3TOr0 MOKHO BOCHOJIb30BAThCS MOJIEM ITOMCKA

HNJIN HUCITaAAr0IKUM CITHCKOM.

Nowck dyHELKMK:

BEEAMTE KPATKOE ONMWCAHWE JERCTENA, KOTOPOE HY#HO
EEINOAHMTE, M HEXMWTE KHONKY "HafTi"

Kateropwa: | 10 HegasHo MCNONE3I0EABWMECA

BribepuTe $yHELMID:
ECNI P

CYIM

CP3HAY
MAMNEPCCHINKA
CHET

MAKC

CYMMECTM{ananasoH; KpUTEPHIA; ANanasoH_CyMmMHpoEaHna)
CyMMUPYET AYEAKMN, 333HHEIE YEAZAHHEIM YOI0EWMEM,

Cnpagka No 310 GyHELMK

B cepenvne okHa oTpaxkaeTcs nepedeHb (QyHKIHMM BEIOpAHHON KaTeropuw, a
HUKE - KpPaTKOE OMHUCAaHWE BBIIECIEHHOW KypcopoM (YHKIIMU M CIIpaBKa IO €e
aprymenTaM. Kcratu HaszHaueHWE (QYHKIIMA YacTO MOXKHO OIPEACIUTH IO ¢
Ha3BaHMIO.

CnenaB HeoOXoauMbIA BBIOOp, meiakHUTe MO KHOMke OK, mocrie dero

MOSIBUTCA OKHO APTyMEHTHI (PyHKITUH.



CYMMECTIA
JAuanazoH
KpuTepui

AWanazoH_oyMMUp oBaHUA

CyMMUPYET AYEKW, 3343HHEIE YEAZaHHEIM YO1OEWEM,

AwnanaioH JWManasoH NpoBepAEMB AYEEK,

JHaYeHKE:

CNpaBKa no 3Tol GyHELMKA

B neBoM BepxHEM YIUly OKHa YKa3bIBae€TCA MMs BBIOPAaHHOW (PYHKLMH, MOJ
KOTOPBIM HaXOAATCS MOJs, CIyXKaluue s BBOAA HEOOXOJMMBIX apryMEHTOB.
CripaBa OT HHX, IIOCJIE 3HAaKa PABEHCTBA YKA3bIBAIOTCS TEKYIME 3HAUYECHUS KaXK10TO
aprymMeHTa. B HmxHell yacTM OKHa pa3MeliaeTrcs CHpaBovHas HHGpopMalus,
yKa3blBarolasi Ha3HaueHHe (YHKIMH M KaKJOTO apryMEHTa, a TaKKe TEKYIIHM
pe3yabTaT BEIUYHACICHUS.

CcblUiky Ha SYEHKH (MM MX TMAna3oH) B MOJIS 1Sl BBOJIA apT'YMEHTOB MOYKHO
BBOJIUThH KaK BPYUYHYIO, TaK M UCIOJIb3Yys MBIIb, YTO ropa3fao yaooduee. g 3Toro
IPOCTO LIEJKANTE JIEBOW KHOIIKOM IO HYXKHBIM KJIETKaM Ha OTKPBITOM JIUCTE WU
o0BenuTe MX HEOOXOAMMBIA Juana3oH. Bce 3HaueHus OyayT aBTOMAaTHYECKU
MIOJICTABJICHBI B TEKYLIEE MOJIE BBOJA.

Ecnu nuanoroBoe okHO ApryMeHThbl (PYyHKLIHUH MEIIAeT BBOY HEOOXOAUMBIX
JAHHBIX, MEpeKpbIBasi co00i pabouMii JIUCT, €r0 MOKHO Ha BPEMsI YMEHBIIHTD,
Ha)KaB Ha KHOIIKY B [TPABOM 4aCTH I10JIs1 BBOAA APTyMEHTOB.

[loBTOpHOE Ha)kaThe HA HEE k€ MPUBEIAET K BOCCTAHOBJICHHUIO OOBIYHOTO
pa3mepa.

[Tocne BBosIa BceX HEOOXOAUMBIX 3HAYEHHM, OCTACTCS KIIMKHYTh MO KHOIKE

OK u B BbIOpaHHOM siueliKe MOSIBUTCS PE3yJIbTAT BHIYMCICHHUS.

JlnarpamMmbl



JIOBOIBHO YacTO uucia B Tabiuie, AaXe OTCOPTUPOBAHHBIE TOJKHBIM
00pa3oM, HE TO3BOJISIOT COCTABUTH MOJHYIO KapTUHY 110 UTOraM BbIYHCIeHui. UTo
OBl TIOJTYYUTh HATJISAJHOE MpeACTaBieHHe pe3ynabratoB, B MS Excel cymectByer
BO3MOYKHOCTh HOCTPOEHHSI AWArpaMM pa3iudHbIX TUIOB. JTO MOKET OBITh, Kak
oOblYHAsl THUCTOrpaMMa WM TIpaduk, Tak U JIENECTKOBas, Kpyropas WIH
IK30THYECKas My3bIpbKOBas aAuarpamma. bosee Toro, B mporpamme CyIecTBYET
BO3MOYKHOCTh CO3/1aBaTh KOMOWHHPOBAHHBIE AUArpaMMbl M3 Pa3JIMYHBIX THIIOB,
COXpaHsAs UX B KauecTBe 11a0J0Ha Ui JaJIbHENUIIEr0 UCTIOIb30BaHMS.

Juarpammy B EXcel moxHO pazMecTuth MO0 Ha TOM K€ JIUCTE, TOAE yiKE
HaXOJUTCs Ta0nHIa, U B TAKOM CIy4yae OHA HA3bIBAECTCA «BHEIPEHHOI», TMOO0 Ha
OTJIEJIbHOM JINCTE, KOTOPBII CTAHET HA3BIBATHCS <JIUCT JUATPAMMBD».

B kauecTtBe nmpumepa, monpoOdyeM MpeACTaBUTh B HATJISAHOM BHUJE JTaHHBIE
€KEMECAYHBIX PacX0/I0B, YKa3aHHbIX B TaOJIHUIIE.

Jli co3iaHust [uarpaMMbl Ha OCHOBE TaOJIMYHBIX JAHHBIX CHAYalla BBIEIUTE
T€ AYEUKH, HHPOPMALIMS U3 KOTOPBIX TOJKHA ObITh IPEICTaBIIEHA B TpapruecKoM
Buze. [lpu 3ToM BHEIIHMI BUA AMAarpaMMbl 3aBUCHUT OT TUIIA BEIOPAHHBIX JaHHbIX,
KOTOpBIE JIOJKHBI HAXOAMWTBCS B CTOJNOLIAX WIIM CTPOKax. 3aroJIOBKM CTOJOLIOB
JOJKHBI HAXOUTHCS HAJl 3HAUEHUSIMU, a 3ar0JIOBKH CTPOK — CJIEBA OT HUX. B Hamem
cilydae, BBIIEISEM KIETKH COACpKALIUe Ha3BaHUS MECALEB, CTaTEl pacxoJ0B MX

3Ha4YCHHUA.



AT - ﬁ MpogykTel NTUTaHWA
A B C D E F G H
_ |oweapn |oempane |wapr  lanpens [wai  [wows  [scero |
2 Ooxogpbl
3 3apnnara 50 000,00 2| 50000,002| 50000,008| 50000,002| 50000,002| 50000,00#|300000,00 P
4 Crenengua 2500,002| 2500,008] 2500002 2500,008] 2500008 2500,00#| 15000,00¢
5 Mroro 52500,002| 52500,008| 52500,008| 52500,008] 52500,008] 52500,00#|315 000,00
i) Pacxoabl
MpoaykTbl
7 |nuTanun 2999,009| 3089,008| 5657008 234500P| 5643008 2323,009| 22056008
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KHOIIKa C03I[aTb amarpaMmmy, C IIOMOIIbIO KOTOpOﬁ MOJXHO OTKPBITH OKHO

BcraBka nmarpaMmel, 0TOOpakaroliee BCe BUbI, TUITHI U AOJIOHBI JUATrPaAMM.
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Tak xe oOpaTuTe BHUMAHUE, HA TMOSBJICHUE JOMOJHUTEILHON 3aKIIaJIKU Ha
nenre Padora ¢ nmarpammamu, cojaepxkaiias eme Tpu Bkinaaku: Koncrpykrop,
Maxker u ®@opmar uiu KoHcrpykrop m ®@opMart B 3aBUCMMOCTH OT BEpPCHH,
YCTaHOBJIEHHOU y Bac nporpammel.

PopmMaTUPOBaHUE U U3MEHEHUE AUATPAMM

[Ipy nepBUYHOM CO3AaHUU IHArPaMMBbl 3apaHEE OUYEHb TPYAHO ONPEIEIIUTD,
KaKoOM ee TUI MNpeACTaBUT HauOojiee HATJIAIHO BBIOpaHHBIC TAOJWYHBIE JaHHBIC.
Tem Oonee, BIOJIHE BEPOSTHO, YTO PACIOJIOKEHUE HOBOW JUArpaMMbl Ha JIMUCTE
OKa)KETCSl COBCEM HE TaM, I'JIe BaM XOTEJIOCh Obl, 1a U €€ pa3Mepbl BaC MOT'YT HE
ycTpauBath. Ho 310 He Oella — mepBOHAYAIBHBIN TUI U BUJl AHMATPAMMbl MOXHO
JIETKO U3MEHUTh, TaK K€ €€ MOXKHO IIEPEMECTHUTH B JIIOOYIO TOUKY paboueit o6nacTu
JIMCTA WU CKOPPEKTUPOBATH TOPU3OHTAIBHBIE U BEPTUKAIBHBIEC Pa3MEpHI.

UYrto GBICTPO U3MEHUTD THUII TUAarpaMmbl Ha BKiIaake KonceTpykrop B rpymnme
Tum, pa3menaroniencs ciepa, MeJIKHUTE KHONKY U3MeHuTh TUIl Juarpammsbl. B
OTKPBIBIIEMCS OKHE CJIEBa BHIOEPUTE CHAYaIa MOIXOISIINA TUIT JUarpaMMBbl, 3aTeM
ee moxrun u Haxmure kHomky OK. J[luarpamma OyaeT aBTOMaTHYECKU
nepectpoeHa. Crapaiitech mogOMpaTh TaKOW THUI JUArpaMMbl, KOTOpbII Hanboee
TOYHO U HATJIAIHO OyJET IeMOHCTPUPOBATH 11€Jb BAIIUX BBIUMCICHUH.

Ecnu nannbie Ha puarpamme OTOOpa)kaloTcsi HE JIOJDKHBIM  00pasoM,
nonpoOylTe MOMEHATH MECTaMU OTOOpPAKEHHS CTPOK M CTOJIOLOB, HAXKaB Ha
kHOMNKy, CTpoka/cronden B rpynie {annble Ha BkIagke KoneTpykrop.

[TonoOpaB HyXHBI THUI JUAarpaMMbl, MOKHO TOpabOTaTh HaJ €€ BUAOM,
NPUMEHHUB K HEH BCTPOCHHBIC B MporpaMmy MakeThl W cTwiu. Excel, 3a cuer
BCTPOCHHBIX PEIICHUH, MPEIOCTABISIET MOJIB30BATENSIM IIUPOKUE BO3MOKHOCTH
BbIOOpA B3aUMHOTO PACIOJIOKEHHSI AJIEMEHTOB JAMarpamM, UX OTOOpaKeHusd, a
Tak)ke BETOBOTO oopmiieHHs. BoIOOp HY)KHOTO MakeTa M CTUJISL OCYIIIECTBIIACTCS
Ha BKiIaAKe KoHCTpykTOp B TIpynmax ¢ TrOBOPSAIIMMHU Ha3BaHUAMU MakeTsl
auarpamm ¥ Ctuiam auarpamm. [Ipu 3ToM B KaxaoW M3 HUX €CTh KHOIKA
JlonoJIHUTeIbHbIE MAPpAMeTPbl, PACKPBIBAIOIIAS MOJHBINA CIUCOK MpeIIaracMbIX

pELIECHUN.



N Bce e He Bcerma cosmaHHas WM OTHOpPMATUPOBAHHAS IUarpamma C
MOMOIIBI0 BCTPOEHHBIX MAKETOB U CTUJIEH YJIOBIETBOPSET MOJI30BATENICH LIETUKOM
Y MOJTHOCTHI0. CIuiIkoM 00JbIoN pa3zMep mpudToB, O4EHHL MHOTO MECTA 3aHUMAET
JereHja, He B TOM MECT€ HaXOJATCS MOJANKMCH JAaHHBIX WIM caMa JuarpaMmma
CIIMIIIKOM MaJjieHbKas. CIIOBOM, HET Tpejielia COBEPICHCTBY, U B EXCel, Bce, uTo Bam
HE HPaBUTCS, MOYKHO UCIIPABUTH CAMOCTOSITEIBHO Ha CBOM «BKYC» M «1IBET». [leno
B TOM, YTO JHarpaMMa COCTOUT M3 HECKOJbKHX OCHOBHBIX OJIOKOB, KOTOPBIE BBI
MOkeTe opMaTUPOBATh.

Oonacmov Ouazpammsl — OCHOBHOE OKHO, TJI€ pa3MENIAlOTCS BCE
OCTaJIbHbIE KOMIIOHEHTHI AUarpaMmbl. HaBeas Kypcop MbIIIK Ha 3Ty 00J1acTh
(MOSABIISIETCST YEPHOE TIEPEKPECThE), U 3aKaB JIEBYIO KHOIKY MBIIIHA, MOXKHO
NepeTaluTh AUarpaMmmy B JTI00YI0 4acTh JiucTa. ECM e Bbl XOTUTE U3MEHUTh
pasMep auarpaMMbl, TO HaBEAUTE KypCcOp MBI Ha JHO00W U3 YrioB WIH
CEepellMHy CTOPOHBI €€ paMKh, U KOTJa yKazaTelb NpuMer ¢Gopmy
JIBYXCTOPOHHEU CTPEJIOYKH, MOTIHUTE €r0 B HY’KHOM HAINpaBJICHUU.

Obaacmob nocmpoenus ouazpammost — BKIIOUYAET B €0 BEPTUKAIBHYIO
Y TOPUBOHTAIBHYIO OCH, PSIJT JAHHBIX, a TaK )K€ OCHOBHBIC U JIOMIOJIHUTEIHHBIC
JIMHUU CETKU (CTECHBI).

Pao oOamnvix — naHHBIC, TMPEJCTABICHHBIE B TpadUUECKOM BHUE
(znarpamma, rucrorpamMmma, rpaduk u 1.1.). MOTYT UMETh MOJINUCH JaHHBIX,
OTOOpaKalIIUe TOYHBbIE IU(GPOBBIC TMOKA3aTENM CTPOK WM PSJIOB
JarpaMMel.

Ocbv 3HaueHuill u o0cb Kame2opuil — YUCIOBBIE IAPAMETPHI,
pACHOJIOKEHHBIE  BJOJIb  BEPTHUKAJIBHOM W TOPU3OHTAIBHOW  JIMHUU,
OPUCHTHUPYSACh Ha KOTOPHIE MOXHO OIICHUTH JIaHHbIC JUarpaMmbl. Moryt
UMETh COOCTBEHHBIC MOIUCH JICJICHUN 1 3ar0JIOBKH.

Junuu cemku — HarJIAOHO TPEICTABISAIOT 3HAYEHHUS OCEH U
pa3MeniaroTcs Ha OOKOBBIX MaHENAX, HA3bIBAEMbIX CTEHAMH.

Jlezenoa — pacimimpoBKa 3HAUCHHUM PSAIOB WIH CTPOK.



JIrobomy  monw3oBarento  Excel  mpemocraBisiercs  BO3MOXKHOCTB
CaMOCTOSITETIbHO U3MEHSTh CTUJIU U XYJI0KECTBEHHOE MPEJICTABICHUE KAXOTO U3
BBIIIETIEPEUNCICHHBIX KOMIIOHEHTOB JuarpaMmbl. K BammM yciyram BeIOOp 1IBETa
3aJIMBKH, CTUJISI TPAHUII, TOJIITUHBI JIMHUN, HAJIO)KEHUE 00beMa, TEHEH, CBEUCHUS U
CTJIa)KMBaHUS HA BIOpAHHBIE 00BEKTHI. B 110001 MOMEHT, MOYKHO U3MEHUTH 00NN
pasMep JuarpaMMmbl, YBEJIMYUTH/YMEHBIIUTh JIOOYI0 €€ 00JacTh, Halpumep,
YBEIMYHUTh CaMy AWarpaMMy M YMEHBIIWUTH JIETCHIY, WU BOOOIIE OTMCHHTH
O0TOOpa’KeHHE HEHYHBIX 3JIEMEHTOB. MOXXKHO H3MEHUTH YTOJl HAKJIOHA TUarpaMMBl,
IIOBEPHYTh €€, CJAeNIaTh O0BbeMHOH WM Iwiockod. Omuum cimoBom, MS Excel
COJICP’)KUT MHCTPYMEHTHI, TTO3BOJISIONINE MPUIATh JUarpaMMe COOCTBEHHOPYUHO
HauOoJee yIOOHBIN 111 BOCIIPUATHS 00pas.

JInsi W3MEHEHHWs] KOMIIOHEHTOB JUarpaMMbl BOCIIOJB3YWTECh BKJIAAKOU
MakerT, pacnosio’keHHOM Ha JieHTe B oOsactu PaGoTa ¢ amarpammamm.

3nech BBl HalJleTe€ KOMaHIbl C HA3BAaHUSAMHU BCEX YacT€ AHArpaMmbl, a
HIEJIKHYB [0 COOTBETCTBYIOIINM KHOTIKaM, MOKHO NIEPEUTH K UX (POpMATHPOBAHUIO.
Ecte u npyrue, Gosnee mpocTbie CrocoObl MU3MEHEHUSI KOMIIOHEHTOB JHarpaMM.
Hanpumep, 10CTaToOyHO MPOCTO HABECTHU KYpCOP MBI HAa HYXHBIA OOBEKT, U
HICJIKHYTh 10 HEMY JIBa pasa, MOCIIe Yero cpazy OTKPOETCsl OKHO (OpMAaTUPOBAHUS
BBIOPAHHOTO »JJeMeHTa. Tak e BbI MOXETE BOCIOJB30BaThCS KOMaHIaMU
KOHTEKCTHOTO MEHIO, KOTOPO€ BBI3bIBACTCS KJIMKOM IPaBOM KHOIMKH MBIIIN IO
HY>KHOMY KOMIIOHEHTY.

Camoe Bpems npeoOpa3oBaTh BHEIIHUN BHUJ HAIlle TECTOBOM JHArpaMMbl,
BOCIIOJIb30BABIINCH Pa3HBIMU CIIOCOOAMHU.

Kak Buaute, BcTpoeHHbIe B EXCEl HHCTpYMEHTBI pOpMaTHPOBAHUS AHArPaMM
JNEUCTBUTEIBLHO JAIOT IIUPOKHE BO3MOXKHOCTHU TMOJB30BATEISIM W BU3YaJIbHOE
MIPEICTABIICHUE TAOJMYHBIX JAHHBIX HA 9TOM PUCYHKE Pa3UTEIbHO OTIMYAETCS OT

IICPBOHAYAJIBHOI'O BapHaHTa.
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MpoayKTbl NUTaHUA Mpoesn M Pa3ssneyeHuna NHTepHeT Opexpa v obysb HEUTOro

Ho na maHHOW auarpamMme BMECTO Ha3BaHHWs MECAIEB HamucaHbl UGpsI 1,
2,3 ¥ T.71. DTO MPOMU3OIIIO TOTOMY, YTO HA3BaHUS MECSIIEB HE HAXOATCS PSIOM C
TOW 4aCThIO TAOJMIIBI, IO KOTOPOH MBI CTPOWJIH, M HAM HE YJAJIOCh BBIJICIHTH UX
cpa3y, KaKk 3T0 BO3MOYKHO IPHU TIOCTPOCHUH TpadrKa 1Mo Joxoaam (yIaauB CTPOUKY
J0X0J1bl ). BoIensieM UCTOYHUKHU JOX0J1a, Ha3BaHMs MECSIE U YUCIIOBbIC 3HAYCHHS

JI0XOJI0OB, BO BKJIaJIKE BCTaBKa BRIOWPAEM THCTOTPAMMY.
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Kak Bunm, Ha3BaHUs MECALIEB MOANMUCAHBI ABTOMATUYECKH.
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