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OBLUME CBEOEHUA

[lens paboThl — U3YyUUTh OCHOBHBIE TOHATHUS TAOJIUYHOTO MpoIeccopa
Microsoft Excel 2010, mpuoOpecTy mpakTHYECKHUE HABBIKK 110 CO3JIaHUIO U
00pabOTKe AIECKTPOHHBIX TAOJIHII.

Jlns mpenctaBieHuss U 00pabOTKH AAaHHBIX B YAOOHOM M HATJISTHOM
BUJIC HMCIOJIB3YIOTCS CIICIHalIbHBIC TMPUKIAIHBIC TPOTPaMMBI, KOTOPHIE
Ha3bIBAIOTCS JIEKTPOHHBIMU TA0IUIIAMU.

Oco0EHHOCTh AIEKTPOHHBIX TAOJIUIL 3aKIIOYAETCS B TOM, YTO MEXKIY
3HAYCHHUSAMH Pa3JIMYHBIX SYEEK MOXXHO YCTAaHOBUTH CBSI3M C TOMOIIBIO
dbopMys, mpu ITOM pacyeT MO 3aJaHHBIM (HOpPMYJIaM BBIMOTHAETCS
MpOrpaMMOM  aBTOMAaTUYECKU. VI3MEHEHME COAEPKUMOro  A4YECHKHU
MPUBOIUT K IepepacueTy 3HaUYCHUH BCEX SUYCEK, KOTOPBIC CBS3aHbI C HEH
dbopMabHBIMK OTHOILICGHUSIMH, W K OOHOBJICHHIO BCeW TaOMUIBI B
COOTBETCTBUHU C U3MEHUBIIMMHUCS JAHHBIMU.

[IpuMeHeHne AIEKTPOHHBIX TaOJHI] yIpomaeT paboTy ¢ JTaHHBIMH U
MO3BOJIAET MOJIYYUTh PE3yJbTaThl O€3 MPOBEICHUS PACUE€TOB BPYUHYIO WU
CIEIUAIBLHOTO MPOTPAMMHUPOBAHUS.

OmauM w3 Hambojee pacHpOCTPAHEHHBIX CPEACTB pabOThI ¢
JOKyMEHTaMH, UMEIOIUMH TaOJIUYHYIO CTPYKTYPY, SIBISETCS TaOJIUYHBIN
nporeccop  Microsoft Excel, xoropelii mo3Bosser B mporecce
dbopMupoBaHUS  TAaOIWIBI  BBITIOJHATH BBOJ, PEAAKTHUPOBAHHUE M
dbopmaTupoBaHUE TEKCTOBBIX M YUCJIOBBIX JIaHHBIX, a Takxke (popmyin. [1pu
00paboTKe TaOIMYHBIX JAHHBIX BO3MOYKHO BBIUYMCIIEHUE MPOMEKYTOUHBIX
M WTOTOBBIX 3HAUYCHHWM, IOCTPOCHHE IUarpaMmM, IOHMCK ONTHMAaJIbHBIX
3HAUYCHHI MapaMeTpoB u Ap. Hanuuue cpeacTB aBTOMaTU3AMKU 00JIeT4aeT
omepaluu 1Mo Co3AaHuI0 1 00pabOTKE ANEKTPOHHBIX TAOJIHII.

OCHOBHBbIE 3NIEMEHTblI UHTEP®EUCA

s  3amycka TabmuuHoro mpomeccopa Microsoft Excel 2010
X<

~ e ‘l.
AOCTATOYHO BBIIIOJIHUTH JABOMHOU IICIYOK IIO0 ITMKTOI'PAMMC |—| nin

MCIIOJIb30BaTh IIIaBHOC MCHIO KHOTIKH & :

[Tociie 3amycka mporpamMmbl Ha 3KpaHE IMOSBHTCS OKHO TaOJIMYHOIO
npoueccopa Microsoft Excel 2010. OOmmuii Bua OKHA MPUIOKCHHUS
MIPEJICTABIICH HA PUCYHKE 1.
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Pucynok 1 — Oxuo Microsoft Excel 2010

Knonka cucmemnoco MeH10 IMpCaACTaBJIACT co0011 3HAYOK IMPUIIOKCHUA

M COJICPKUT CIIMCOK KOMAaH]I yIPaBJICHUs OKHOM.

3aconoeox  CONEPKUT  Ha3BaHUE  MPWIOKEHUS U UMA
00pabaThIBa€MOI0 IOKYMEHTA.

Ilanens 6vicmpoco Oocmyna COIEPKUT YacTO HCIHOJb3yEMBbIe
KOMaH/IBbl.

Knonka ®@aun OTKPBIBAET OKHO, B KOTOPOM MOKHO BBIIIOJIHATH
pa3JIMYHbIC ONEPAIUU C PAOOUMMU KHUTAMH.

e

Knonka Ceepnyms L _| cBOpauyrBaeT OKHO M OMEIIAET HAa MAHEeJIb 3a/1a4.

Knonka Paszeepuyms =l passopaunBaer OkHO Ha Bech JKpaH, IIpH
STOM H3MEHSeT CBOH BHI Ha KHOHKY Ceepnymb 6 okmo |2, xortopas
BBITIOJTHSET (PYHKIIMIO BOCCTAHOBJICHUS pa3Mepa OKHa.

Knonka 3axpuims 2] 3axpbIBaeT OKHO IIPHIOKEHUS.

AxmueHas siuetika IpeHA3HAYCHA 111 BBOJIA I 00paOOTKHU TaHHBIX.

Knonxa Bwvidenums 6ce npelHa3Ha4YeHa JJIS BBIICICHUS BCEX
A4eeK paboyero Jucra.




llone adpeca oToOpakaeT aapec aKTUBHOW SUCWKHU WM JWaria3oHa
AYEEK.

Cmpoxa peoaxmuposanusi TIpeIHaA3HAYEHA [JII OTOOpaXEHUS H
PEIAKTUPOBAHUS COAECPKUMOIO AKTUBHOU STYECHKHU.

Jlenma 1O3BOJISIET OBICTPO HAXOAUTh KOMAaHbI, HYXKHBIC JIJIS
BBITIOJTHEHUS omnpeesieHHoN 3amaur. KoMaHawsl coOpaHbl B JIOTMYECKHE
IpyImbl, OTOOpakaeMble Ha BKIaAkax. Kakmas BKIaaka CBs3aHa C
OIPEICIIEHHBIM TUIIOM JEUCTBUU.

Knonku npokpymxku spivikoe MO3BOJISIIOT IEPEMENIATHCS MO JIUCTAM:

[4] mepexox K SIPIBIKY HEpPBOTO JIHCTA;

|I| IEPEXoa K APJbIKY MPCAbIAYHICTO JIUCTA,
|I| mepexoa K ApJiblKy CICAYHOMICTO JINCTA,
E nmepexon K ApJiblKy HHOCJICAHETO JIMCTA.

Apaviku 1ucmos TO3BOJIIOT IIEPEMEIIAThCS 10 JTUCTAM U BBIIOJIHSATH
ICHCTBHS HAJ JIUCTAMHM.

Cmpoxa cocmosiHuss BBIBOOAT HH(POPMAIUI0O O PEKUME pPadOTHI,
COCTOSIHUH MHIUKATOPOB PEKUMOB U KIIABHATYPHI.

Ilonocet  npokpymku TO3BOJSIOT MPOCMATPHBATh  COACPIKUMOC
paboueit 061acTH OKHa.

CTPYKTYPA PABOYEWU KHUTU

B paboueil obiacTu OkHa pacmojioxkeHa pabouas kHura. Padouasn
KHuza — 510 (ailn, npeaHa3HAYEHHBIA IJI1 XpPaHEHUS DSJICKTPOHHOUN
Tabuibl. Pabouast kHUra cOCTOUT U3 padbouux JucToB. [lo ymomuanuio BO
BHOBb CO3/1aBA€MOW KHUTE COJECPKUTCS 3 paboUuX JIKCTA.

Kaxnapiii pabouuit jnuct wumeer wums. [lo ymon4aHuio JHCTHI
umMmenytotcs Jiuct 1, Jlucr 2, JIuct 3 ... . X nMeHa HanucaHbl Ha SIPJIbIKAX
B HUKHEW 4acTH OKHa pabouei kHUrH (pucyHok 1). lllenkas mo sapibikam,
MOYHO TIEPEXOJAUTH OT JIUCTA K JINCTY BHYTPU KHUTH.

Pabouuii nucm npenctaBiser coOOM  DIEKTPOHHYIO TaOHILy,
COCTOSIII[YI0O M3 CTPOK M CTOJIOLOB. MakcumanbHbId pasmep padbouero
aucta — 16 384 cron6ioB u 1 048 576 cTpok. CToabiel 0603HAYAOTCS
natuHckuMu OykBaMu oT A 10 XFD. Ctpoku HyMepyroTcs yuciaamu oT 1
1o 1048576. Ha nmepecedennu cToJi011a U CTPOKHU pacriojaraeTcs OCHOBHOM
CTPYKTYPHBIN 3JIEMEHT 3JIEKTPOHHOU TaOIuIlel — Auenka. Kaxnas siuelika
TaOJIUIBI UMEET adpec, KOTOPBIM 00pa3yeTcs U3 KMEHM CTOJI011a 1 HoMepa
CTpPOKH: <uUMs cTOJNOna><Homep cTpoku>. Hampumep, eciu sueiika
HaxoauTcs B ctonbie F u crpoke 17, To ona umeet aapec F17.
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BBoa u penakTupoBaHUE TAHHBIX MPOU3BOJUTCS B AKTUBHOU SYCHKE.
AKTUBHas sg4YE€WKa BbIACIHACTCA pamMkou. VMs aKkTUBHOW SAYECHKHU
COJIEP>KUTCS B MoJie aapeca, Harpumep Al (pucyHok 1).

Jluanazon aueex popmupyer oOpalieHue K IPSIMOYTOJIbHOMY OJIOKY
CMEXHBIX  sY€EK. AJlpec  JAuara3zoHa COCTOMT W3  KOOpJIHMHAT
MIPOTUBOIIONOKHBIX YIJI0B 0JioKa (BEpXHETO JIEBOTO U MPABOTO HUKHETO),
pPa3gENCHHBIX JBOETOYMEM: <aJpPEC NMEPBOU SYEHMKH IUANA30HA>:<aJpec
mocjeaHen saeiikn auanasona >, Hanpumep: B13:C19; Al1:A7; D5:D10.

Jlnamna3zoHoM siYeeK MOXKET OBITh BECh CTOJIOCII, BCSI CTPOKA, UJIU OJTHA
auerika. HecBsizaHHbIE MEXTy COOOM AMANa3OHbl SUEEK MEPEUUCIIAIOTCS
yepe3 ToukKy ¢ 3amnsaroil, Hanpumep: Al:1V1; B1:B65536; C25.

BUObl OAHHbIX

B n1100y1o0 siueiiky pabodell KHUT'M MOHO BBECTHU JAHHOE OJIHOTO M3
CICAYIOMINX BHUJIOB: YKCIIO, hopMyny mwin TeKcT. I1lo ymomganuio popmar
BceX AaHHBIX Ob6wuii — B 3TOM (popmaTe 3HA4YCHUS OTOOPaAKAIOTCSI B TOM
BHJIC, B KOTOPOM OHH OBLIIA BBEJICHBHI.

Yucno MoxeT OBITH 3alMCaHO B OJTHOM W3 CTaHAAPTHBIX (popmaToB:
00U, YMCIOBOM, NEHEKHBIN, (DMHAHCOBBIN, AaTa, BpeMs, IMPOIEHTHBIH,
JPOOHBIN, SKCITOHEHIIMATbHBIN, TEKCTOBBIN, TIOTMOJTHUTEIbHBIMN.

CylecTBYIOT CJIEAYIOIINE ITpaBujia BBOJIA YUCIOBBIX 3HAYCHUI:

1 Ecnu BBOJA YMCIa HAYMHACTCS CO 3HAKA «+» MM «—», TO 3HAK
«t» omyckaercs, a 3HaK «—» coXpaHsiercs, Hanpumep: 54; -147.

2 llpm BBOAC BEIIECTBEHHOTO 3HAYCHMS IIejIas 9acTh YHCIA OT
TPOOHOM OTAEISICTCS CUMBOJIOM «,», Hanpumep: 0,25; -7,2.

3 CwumBon E ucnons3yercs mpu BBOJIC YHCEN B 9KCHOHEHUUAILHOM
gdopmame, nanpumep: 1,5E-4; -3E4,

4 Ecnu BBOJ 4YuClia 3aKaHYMBaeTCs 3HaKoM %, K s4deiike OynaeT
NPUMEHEH  NpOYeHmHblll  opmam. HYUCIOBOE 3HAUYCHUE
aBToMatuyecku ymHokaeTcss Ha 100 u otoGpakaeTcst B siueike
co 3HaKoM %.

S5 Jlatra u Bpemsi HMHTEpIpETUPYIOTCA Kak uucia. B dopmarax
Jlama nu Bpems WCTIONB3YIOTCS PA3JACIUTENN: UISI JATBl — «.»,
«», «/», I BPEMEHU — «:».

[Ipu BBOJIE YMCIIOBOTO 3HAYCHMS, €CJIM JIJIMHA YUCJAa HE TPEBBIIIACT
IIUPUHY SYCHKH, TO OHO OTOOpakaeTcs B TOM BHUJE, B KOTOPOM BBOJIUTCH,
€CJIM MPEBBIIIACT, TO 4YHUCJIO OYJEeT BBIBEJCHO B SKCIOHEHIIMAIbHOM
dbopmare.



Ecnu mmupuHa sideikd He MO3BOJISIET OTOOPA3UTh YMCIO B 3aJaHHOM
dopmate, TO B AUECUKY BBHIBOAUTCS MIPU3HAK NIEPETIOTTHEHUS — HHHHH.

@opmyna — STO KpaTKas 3alUChb HEKOTOPOW IOCIIEAOBATEIBHOCTH
JIEHUCTBUM, MPUBOJAIIUX K KOHKPETHOMY Pe3yJbTaTy. 3anuch GOpMyJibl B
SYEHKy HauMHAeTCs CO 3HaKa «=». dopmyia oToOpakaeTcsi B CTPOKE
penakTupoBaHus (pUCYHOK 1).

CTpykTypy ¥ TOpAJIOK D3JEMEHTOB B (opmylsie OmpenesnsieT ee
CUHTaKCUC. Pe3ynbTaToM BBINOJHEHUS (OPMYJIBI SIBIISIETCS HEKOTOPOE
YHCIIOBOE 3HAYEHHE, KOTOpOE OTOOpa)kaeTcsi B s4eiike, coaeprkaiei
dbopmyiy.

Texcm — 510 HaboOp NPOMU3BOJBHBIX CHUMBOJIOB. BBOJ Tekcra
AHAJIOTUYEH BBOAY YMCIOBBIX 3HAYCHUMN.

Becb TEKCT XpaHWTCA TOJBKO B OJHOW, mepBou sueiike. llpum
aKTUBU3AIMU SYEMKH B CTPOKE pEHAaKTHUPOBaHUS (PUCYHOK 1)
O0TOOpaXaeTcsl BCE COJAEPKUMOE TUEHKH.

IIpn BBOJE MIMHHOIO TEKCTA, €CJIIM COCEIHUE SYECUKH HE 3aHATHI, TO
TEKCT BBIBOJUTCS MOJIHOCTBIO, NMEPEKPBIBAs COCEIHUE ITYCThIC SYCUKHU.
Ecnu coceanue sitaeiiku 3aHATHI, TO OTOOpa)KaeTcs TOJNBKO Ta YAaCTh TEKCTA,
KOTOpas MOMEIIAETCS B STYEHKY.

JITMHHBIA TEKCT MOXHO OTOOpa3uTh B OJHOW SYEHKe, YBEIUYHUB
HIMPUHY CTOJIONA C MOMOIIBIO JIEBOM KHOINKHK MBIIIM HA TPAHUIE CTOI0IA
B €r0 3aroJIOBKE.

CNnocobbl BBOOA OAHHbBLIX

YToOBbl NOJYyYUTHh BO3MOXHOCTh BBOJWUTH JaHHbIE HEOOXOIUMO
BBIICJIUTh HYXKHYIO SUEHKY WIM IHUana3oH sueeK. BriaeneHHas o0nacThb
A4YeeK BCEra UMEET MPSMOYTOJIbHYI0 popMy.

BbiaeneHue siyeek

Buvioenums 00ny suetiky MOXKHO CIEIYIOITUMH CIIOCOOAMU:

— LIEJIKHYTh JIEBOW KJIABUILIEU MBILINA B HY)KHOM MECTE;

— BBECTH 4JIPEC HYKHOM SIYEUKHU B M1OJIE UMEHH.

Buvidenums  unmepean cmedrcHwviXx AYeek MOXKHO  CIEAYHOUUMU
crocobamu:

— YIEpKHUBAs JIEBYH0 KJIABUIIY, NPOTAIUTh YyKa3aTeIb MBIIIN IO
JIAArOHAJIA OT NIEPBOM JI0 MOCJEIHEN STUYEUKN AUANA30Ha;

— BBECTH B I10JIE BBOJIA A/IPEC IHANA30HA STYEEK.

ns evloenenus HecmedcHblX sAyeeKk HEOOXOIUMO BBIIEIUTH MEPBYIO
IPYNIly CMEKHBIX SY€eK W, yaepkuBas kiasumry Ctrl, mpomoinkuTh
BBIICJICHUE CJIEIYIOMNX (DparMEeHTOB.
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s evioenenus éceti cmpoku uau cmonoya HeoOX0IUMO MEIKHYTh 110
MMEHU CTPOKH WJIM CTOJIOLA.
Jlnsa evioenenus 6cex siueek paboueco aucma HEOOXOIUMO Ha)KaTh Ha

KHONKY Bbvldenumsb 6ce , HAXOJIAIYIOCS HA MEPECEUCHUN 3arojJOBKOB
CTPOK U CTOJOIOB (pUCYHOK 1).

BBoa AaHHbIX

BBOJ maHHBIX MOKET OCYIIECTBISTHCSA B OTACIBHYIO SUCHKY WM B
Jrana3oH sueeK.

B600 oOannbix 6 axmueHyr0 AuelKy OCYUIECTBISICTCS Ha)XaTHEM
kiaBuiin Enter mocne HaOopa naHHbIX Ha kiaBuatype. Ilpu 3Tom
BBIJIETICHUE TI0O YMOJTYAHUIO MTePEMENIAeTCs] BHU3 110 AKTUBHOMY CTOJIOILY.

s 6600a Oanublix 6 Ouana3oH HEOOXOJUMO BBIJIETUTh HYXHbIN
WHTEPBAJ si9€eK U BBECTHU JAHHBIC MTOCIEIOBATEIIHHO B STYCHKH JUana3oHa.

s 6600a 00HO U Moo dice 3HAUEHUS CPA3)y 8 HeCKOIbKO SA4eeK,
HY)KHO CHauaja BBIJICNIUTh ITH SUYEHKH, 3aT€M BBECTU 3HAUCHHE U TPU
Haxxatou kiasuie Ctrl naxxats Enter.

JlomymieHHble TpU BBOAEC ONIMOKKM MOTYT OBITh HCHPABJICHBI JI0
3aBepileHuss BBoja WiM mocie. Jlo HaxaTus knaBumu ENter moxxHo
BHOCHUTH JIOOBIE HCHPABICHUS, TMONB3YSICh CTPOKOW pPEIaKTUPOBAHMUSA,
MOJKHO TaK»e€ OTMEHHUTH BECh BBOJI, HaXKaB KJiaBHIy ESC.

OTtmeHa BBOAa TMOCJE€ HaXKaTus KIaBuimd ENter ocymecTBiseTcs

KHONIKOW  Ommenumo , pacnonokeHHoW Ha [lawenu 6Ovicmpoeo
oocmyna (PUCYHOK 2).

-
Kuonka Bepnyms Ha [lanenu 6vicmpozo O0ocmyna TO3BOJISIET
MOBTOPHO BBITIOJTHUTH OTMEHEHHBIE IEUCTBUS (PUCYHOK 2).

o 9-®-[3 |+
Pucynok 2 — Ilanens ObICTpOro A0CTyNa

CPEOCTBA PEOAKTUPOBAHUA
PenakTrpoBaHuio TO/JIEKAT BBEACHHBIE B SUYCHMKU JAHHBIC, SYCHUKU
paboyero nucTa, IUCThl paboyeil KHUTH.
PepnaktnpoBaHue AaHHbIX

BBenenHble JaHHBIE MOXHO PpPEJAKTUPOBAaTh KaKk B  CTPOKE
pEIaKTUPOBAaHMUSI, TAaK W HEIMOCPEACTBEHHO B SYEHKE. BCTaBJIATH,



KOIMMPOBaTh, I€peMelIaTh, YyAaJIsITh, HCIONB3ys Oydep oOmeHa uIu
KOMaH/Ibl KOHTEKCTHOT'O MEHIO.

s 6vi306a KOHMEKCMHO20 MeHH0 HEO0OXOIUMO IIEITKHYTh I10
00BEKTY npaeoil Kaasuuieit mvluiu (pPUCyHOK 3).
EE T

& [+ Microsoft Excel =

9ETKE CTpaHMUE  Dopmyns  [aHHsie
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Pucynok 3 — KOHTEKCTHOE MEHIO STYECUKH

Ucnionszys Oydep oOMeHa, COAEpPKUMOE SUYCUKH PEIaKTUPYETCs
CIISIYIOIINM 00pa3oMm:

— M1 KOIMUPOBAHUSA OAHHBIX HGO6XO,Z[I/IMO Ha BKJIAAKC I'naeénan na

_:é -
Jlenme B Tpynne Bygep oomena menKHyTh 10 KHONIKE Konuposams ,
NEePEMECTUTh KYpCOp B HOBYIO STUEHKY U MICJIKHYTh MO KHOIKE Bcmagumes

oy

=

Bcraeute |,

-

— A IICPpEMCIICHHUA JaHHbIX HCO6XOI[HMO Ha BKJIAJKC I'naeénasa Ha

Jleume B rpynne Bbygep odmena menkHyTh 10 KHONKE Bwipezamb |
NEPEMECTUTh KypCcOp B HOBYIO SUEHKY U IEJIKHYTh MO KHOIIKE Bcmasums
B

BeTaBuTe

Y,Z[EUIGHI/IC JaHHBIX BO3MOKHO HCCKOJIBKUMU CII0CO0aMU:

— YAAJICHUC CTapblIX MOAaHHBIX OCYHICCTBJIACTCA IIPU BBOAC HOBBLIX
JaHHBIX HAYNHAIOMIUXCA C nepBoﬁ ITO3UIINH,

— npu Haxkatuu Kiapuinu Delete;

— pu BBITIOJITHEHU U KOMAaHJIbI Ouucmumeo cooepircumoe
KOHTEKCTHOT'O MEHIO.
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[Ipu  penaktupoBaHuu  GOPMYJbI  Pa3HOLBETHBIMH  pPaMKaMH
BBIJICIIIIOTCS TYEMKU W JUANa30Hbl, CChUIKM HAa KOTOPBIE MCIIOJIB3YIOTCA B

bopmyie.
PepakTupoBaHue siyeek

K sueiikam pabodero JmcTa, CTpOKaM U CTOJIOIAM MOKHO MPUMEHSITh
CTaHJapTHBIC KOMaHIbl PEIAKTHPOBAHUS. KOIMMPOBAHHE, IEPEMEIICHHE,
BCTaBKa, y/IaJICHUE.

Konuposanue unu nepemewenue sueex Ha pabodeM JHUCTE MOXKHO
BBIOJIHSATH HECKOJIBKUMU CIIOCOOAMU:

— ¢ momompio komaHn Konuposamws wim Bweipezamb W KOMaHBI
Bcmaeumsb cxkonuposanuue aueiiku KOHTEKCTHOTO MEHIO;

— ¢ TIOMOIILI0 MbIU, crocooom Drug & Drop, npu konmupoBaHUu
WJIU TIEPEMEIICHUHN sTYEEK Ha HEOOIBIITNE PACCTOSHHUS.

s ecmasku ssueex HEOOXOAUMO BBITIOJTHUTH CJICAYIOITNE TeHCTBHUS:

— BBIJICJIUTH HHTEPBAJI, B KOTOPBIA HY’KHO BCTaBUTh STUCHKH;

— BBITIOJIHUTH KOMaHay Bcmagumes KOHTEKCTHOTO MEHIO,

— B JIMAJIOTOBOM OKHE /[obasiieHue aueek yKa3aTh HamnpaBjCHHUE, B
KOTOPOM HYKHO TIEPEMECTUTh OKPYKAIOIINE STUCHKH.

[Ipr BcTaBKe S4YEEK OCYIISCTBISETCS aBTOMATHYECKOE W3MCHCHHE
CCBUIOK B (pOpMyJIax, pacIioj0KEHHBIX B CMEIIAEMBIX STUCHKaX.

s ecmasxku cmpox uau cmoadbyos HEOOXOAUMO BBITIOTHUTH
CIICAYIOIINE ICUCTBUA:

— IMEJKHYTh II0 3arojIOBKYy CTPOKH WJIW CTOJOIA MWW BBIICIIHUTH
TaKO€ KOJIMYECTBO CTPOK HJIM CTOJIOIIOB, KOTOPOE HEOOXOIMMO BCTABUTH;
— BBITIOJIHUTH KOMaHy Bcmagsumes KOHTEKCTHOTO MEHIO.

BcTaBka Bcerga MpOUCXOAUT BBIIIE TEPBOM W3 BBIICICHHBIX CTPOK U
JIeBEE MEePBOT0 U3 BBIJCICHHBIX CTOIOIOB.

Yoanenue 6vioenennvix sueexk, cmpox, cmoabyos TPOU3BOJIUTCS
AHAJIOTUYHO BCTAaBKE, KOMAaHAOW Yoaiumb KOHTEKCTHOrO MeHwo. [lpu
YIQICHUH SYECK B JUAJIOTOBOM OKHE YoaieHue saueek CleayeT yKa3aTh
HaIlpaBJICHUE CMEIICHUS OKPYKAIOIINX STYCCK.

PepaktupoBaHue nucToB

K nucram paGouell KHUTHM MOXKHO TPUMEHSTH CIICIYIOIINE KOMAaHJIbI
pENAKTUPOBAHUA: KOINUPOBAHUE, BCTABKA, YJAJICHUE, NMEPEUMEHOBAHUE,
IEpEMEILICHUE.

Konuposanue unu nepemewenue aucmos BBIIOITHAECTCS KOMaHION
Ilepemecmums uiu cKORUpPoO8ams KOHTECKCTHOTO MEHIO.
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Konuposanue aucmosé ¢ TIOMOIIBIO MBI  OCYIIECTBIISACTCS
IPOTACKMBAaHUEM yKa3aTells MBIIIH IPpU HaxkaTtoi kiaaBuiie Ctrl.

Il nepemewienuss aucmos 8 mnpeoenax O0OHOU KHueu HEOOXOIUMO
BBIJICINTh HY>KHOE KOJWYECTBO JIMCTOB M, YJEPKUBash HaXaTOW JIEBYIO
KJIABUIITY MBIIIH, IIPOTAIIUTh YKa3aTelb K MECTY BCTaBKH.

Bcmaexa unu yoanenue nucmos NPOU3SBOJMUTCS aHATOTUYHO BCTaBKE
WM YAAJICHUIO CTPOK WJIM CTOJOIOB (COOTBETCTBYIOIIME KOMAaH]IbI
KOHTEKCTHOT'O MEHIO).

Ilpu nepeumenosarnuu aucma pado4YeMy JIUCTy MOXKHO TPHUCBOUTH
J11000€ CUMBOJIBHOE UM JUTMHOU He OoJiee 31 cumBoIIa, BKIHOYask MpOOEbl.

[lepenMeHOBATH JIMCT MOKHO CJIEAYIOIIMMHU CITOCOOAMMU:

— MIEIKHYTh JBAXKIbI TIO SPJIBIKY JIMCTa M BBECTH HOBOE MIMS;

— BBITIOJTHUTH KOMaHay Ilepeumenoeamsb KOHTEKCTHOTO MEHIO.

CPEAOCTBA ®OPMATUPOBAHUA

dopmatupoBanne — 93T0 OoQOpMIICHHE TaOJWYHBIX JIaHHBIX,
HaxXO[AIIUXCcs Ha pabodyeM JmmcTe. DopMaTrpoBaHue AAHHBIX CBOJMTCS K
dbopMaTHUPOBAHUIO SYEEK, B KOTOPBIX OTH JaHHBIC 3allMCaHbI, CTPOK M
CTOJIOIIOB pabouero JucTa.

PopmaTnpoBaHue siueek

CylecTByIOT ClIeNyIOIME TMapaMeTpbl (POopMaTUPOBAHUS AUEEK:
dbopmaT JaHHBIX, BEIPAaBHUBAHHUE COJCPKUMOTO sueek, popmar mpudra,
I'paHUIIbI, 3aJIMBKA, 3aIlIUTa sSTYCEK.

dopmarsl MOTYT 3aJ1aBATHCSA JJI1 AKTUBHOM STYEMKHU WJIM BBIJIEJICHHOTO
Juara3oHa siueek, 10 BBOJA JaHHBIX WIM Tocie Hero. Ham ¢dopmaramu
MOHO BBITIOJTHSTH ICUCTBUS: IPUMEHUTH, KOMUPOBATh, U3MEHUTb.

Dopmamuposanue OAGHHBIX 3aKII0YACTCS B 3aJaHUKU (P OPMATOB YHUCET
u TekcTa. [1lo ymonuanuto ¢popmar Beex siueek padboueid KHUuru — OOIIni.

Jns m3menenus ¢opmara JaHHBIX HEOOXOIUMO BBIOpATh BKJIAIKY
Yucno xomannbpl @Dopmam Aaveek KOHTEKCTHOro MeHro. Ilone cmmcka
Yucnosvie ghopmamul COASPIKUAT KaTeropuu GopMaToB (PUCYHOK 4).
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Wopmat aqeek @

Yucno | BEIpaBHHEaHHE | LWprhT | paHnua | Janueka | JalWKTa |

Yucnossie diOpMATEL

OB - | Obpasey

AeHexHEIR

PHHEHCOB LI HMCNo ABCATHHHEIX 3HAKOE: |2 :
Aata

Bpema . [] PazaenmTens rpynn paspaace {
MpOUEHTHEIA

ApobHeIA OTPHUATENLHBIE YHCNA:
IKCNOHEHUHENEHEIR

TerCTOBRIA

AONONHHTENEHEF -1234,10

(Bte dopmaTe -1234,10

[ Ok ][ OTHEHA ]

Pucynok 4 — JluanioroBoe okHO KoMaHibl @opmam saueex,
BKJIanKa Yucno

Buvipasnueanue cooepicumozo aueex NONYCKACTCS MO JEBOMY Kparo,
[0 MPaBOMY Kpar Wiv 1o HEeHTpy. [lo yMolyaHHIO YMCIOBBIE 3HAYEHHUS
BBIPABHUBAIOTCS 110 TMPABOMY Kparo, TEKCT BLIPABHUBACTCS IO JIEBOMY
Kparo.

JInsi BBIpaBHUBAHHS COJEPKUMOTO SUYEEK HEOOXOAMMO BBIOpATH
BKJIAJIKy Bosipasnueanue KoMaHabl DPopmam AYeeK KOHTEKCTHOTO MEHIO.
[lone cnucka Bwipasnusanue BbHIOpATh BUJ  BBIPABHUBAHUS 10
TOPU30HTAIIH U 110 BEPTHKAIH (PUCYHOK 5).

Wopmat aqeek @

| LWprhT | paHnua | Janueka | JalmnTa |

BeIpaBHHEaHHE CpPHEHTALMA

N FOPHZOHTAMH: . .

N SHIYEHHHD IZ| OTCTYM: ’ +
No EEPTHEANH: o $
N HHHHEMY KPatD IZ|

PacnpeAsnaTe MO WHPHHE Haanmce ——#

4nA@ A

OTobpamKeHHe
[] neperocHTe no cnosan .
[] aETonoafiop WHpkHe!

.

[ cfbeannerme auess -
u] | rpaaycos
HanpagneHHe TekcTa

HanpaeneHne TeKcTa:

Mo KOHTEKCTY E

[ Ok ][ OTHEHA ]

Pucynok 5 — /IlnanoroBoe okHO KoMaHbl Dopmam aueek,
BKJIaJIKa Buipasnusanue
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Peosicum nepenoca mo3BoinseT oToOpa)kaTh IJIWHHBIM TEKCT B sSUYEHKE
0€3 HaJIOKEHUS TEKCTA Ha IPYyTHUE STUYCHKHU.

JInsi yCTaHOBKM peKUMa IMepeHoca HEOOXOAUMO BKIIHOYUTH (hIIaOK
Ilepenocums no cnosam Ha BKNajKe Buipasnusanue KoMaHIbl Dopmam
AYeeK KOHTEKCTHOTO MEHIO (PUCYHOK 5).

/lna evipasnueanus mexcma no UEHmMpy HECKOJbKUX Cmoadyoe,
JOCTAaTOYHO BBIACIHUTH SYEHKH, OTHOCHUTEIBHO KOTOPBIX HEOOXOIUMO
BBITIOJIHUTh BBIPAaBHUBAHHME, W IWICJIKHYTh MO KHONKE OO6veouHums u

e | -

nomecmums 6mecme , PACIIOJIOKCHHOW Ha BKJaake Inaenasa Ha
Jlenme B Tpynne Boipasnusanue (pucyHoK 6).

MnagHaq Bcraeka PazmeTka cTpaHMLUE o p My bl AaHHEIE PeueH3MpOEaHWE Ewg & @ o e 29

= & Calibri 1 Ay == > = QBLMiA - [Byoroenoe popMatuposanme - SeBoasute T X v N L?a
- - A - == T = - |
5 J By~ - A o L‘j}' % 000 [EE dopmMatupoeaTte kak Tagauly T W Yaaaute v j' c s
CTABMTE K K U~ | i~ = - E=E EEE - e ] opTMpoEKE  HaiiTi 1
- & =L = e i ) Crunm aueek ®opMaT ™ 2Ty uneTp - BbgRAMTE

Eydrep obM.. WpwdgT BripaEHWEaHKE Yucno CTHAM

PucyHok 6 — Jleuma, Bknanka I nasnas

Aueikm PeaakTMpOBEaHKE

Dopmamuposanue wipughma TO3BOJSIET 3aAaThb BUA LIpUPTA,
KOTOPBIM ~ OTOOpa)kaloTCsi  JaHHble, €ro HadyepTaHue, pasMep U
BUJIOM3MEHEHUE.

Jns u3MmeHeHnus mpudra HE0OXoauMO BBIOpaTh BKIAIKYy [llpughm
KOMaHabl @Dopmam AYeeKk KOHTEKCTHOTO MEHIO UM YCTAaHOBUTh
HEOO0XOJUMBIC TTapaMeTpPhI (PUCYHOK 7).

Wopmat aqeek @

| Yucno | BEIpaBHHEaHHE

Janveka | SaWKTa |

LpkchT: HaqepTaHue: Pazmep:

OfbMHHEIF 11

PRI b 1HE I - | |8 -
EYPCHE Q

I Agency FB MOy #HHPHEIA 10

I Aharoni NONY#HPHEIA KYPOHE
T Algerian 1z

T Andalus <z |14 <z

MNoa4epKHEaHHE! UeeT:

Her [~] |~ | 7] Obreri

BraonzMeHEHHE Obpasey

[ sameprry e

[T HaacTpouHER AaBhEBAA

[ noacTposnes

WpHdT THNa TrueType, LWpHdT By AST MCNONE30ESH KaK ANA BLIE0AS HA 3KPaH, TAK H ANA NEYaTH,

[ Ok ]I OTHEHA I

Pucynok 7 — /IlnanoroBoe okHO KoMaHbl Dopmam aueex,
BKJIanka [lpugm
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I panuysr MO3BONSIOT BBIMOJHUTH OOPUCOBKY SYEEK WIIM JUANa30HOB
sYeeK: BHIOpATh BHEUITHUE, BHYTPEHHUE, OT/ACIIbHBIC TUHUU 151 OOPHUCOBKHU
A4EeK, TUN W LBET JuHUU. s GopmaTupoBaHusl TpaHUI] HEOOXOIUMO
BbIOpaTh BKIAAKY [ panuya koMaHnbl @opmam AYeeK KOHTEKCTHOTO
MEHIO ¥ 3a7aTh HEOOX0IUMBbIC MTapaMeTPhI (PUCYHOK 7).

WopmaT a4eek @

Yucno BEIpaBHHEaHHE

TH1A

THN AKHKK

Her  r=======

o Haankce

BblsEDHTE THM NHHHK K C NOMOLWLEHD MEILLH YEI¥HTE, K KaKOH YACTH BEIAENEHHOND AHAMNAS0HA OH OTHOCMTCA:
BHELWHEH rPaHKUE BCEro AManazoHa, BCeM BHYTPEHHWM MPaHHULaM A4eek MnK OTAENEHORA AYefike,

[ o ][ omena |

Pucynok 7 — JlnanoroBoe okHO KoMaHibl @opmam saueex,
BKJIaaKa [ panuya

Jns ynaneHusi TpaHMl] SYEHMKH WM AUana3oHa BBIJEICHHBIX SYEEK
HEeoOXoauMo Ha Bkiaake [paunuya KoMaHnel @Dopmam  AueeK
KOHTEKCTHOT'O MEHIO BhIOpaTh mapamerp Hem.

dopmMaTupoBaHue CTONOLOB U CTPOK

[To ymoiuaHMIO SYEHKH WMEIOT CTAaHJIAPTHYIO IIUPHUHY W BBICOTY.
BricoTa cTpoku onpenensercs pazmepom mpudra.

JUist U3MEHEHUsT MIMPUHBI CTPOJOIa HEOOXOAMMO TEPEMECTUTH
yKa3aTellb MBIIIIA Ha TPAaHUILy 3aroJIOBKa CTOJ0IIAa Tak, YTOOBI yKazaTelb
OpUHST BHUJ JABYHANPaBICHHOW CTPEJIKHM, W TIEPEMECTUTh TpPaHUIlY
3aroJioBKa BJICBO WJIM BIIPaBO JIO0 HEOOXOIUMOTO 3HA4YCHHs (PUCYHOK 8).
M3meHeHne BBICOTHI CTPOKH BBITIOJIHICTCS aHAJIOTHYHO.

A < B A B
: %
2

Pucynok 8 — M3MeHeHue pa3mepa CTpokH / cToj01a

15



JIst  TOYHOrO  yCTAHOBJEHUS IIUPUHBI CTOJIOLA HEOOXOIUMO
BBINIOHUTh KoMmaHny Ilupuna cmondéuya KOHTEKCTHOrO MeEHO. B
auanoroBoM okHe [llupuma cmonbya yKa3zaTb HYXKHBIA pa3Mep
(pucynok 9). TouHass yCTaHOBKa BBICOTBI CTPOKH  BBITOJIHACTCS
AHAJIOTUYHO C mnomolblo koMmaHnbl Illupuna cmpoku KOHTEKCTHOTO
MEHIO.

WupuHa cTonbua @

LLUMpkHa cTonfwa;

[ O ]| OTHMEHS |

Pucynok 9 — Jluanorosoe okHo komau bl Illupuna cmonoya
KOHTEKCTHOTO MEHIO

®OPMYIbI

Bce BhumciacHus B SUYCHKaX BBIMOJHSIOTCS C TOMOIIBIO (OPMYIL.
DopMyJIbl ONPEACISAIOT MOPSAIOK BBIITOJIHEHUS JEUCTBUN HAJl 3JIEMEHTaAMU
JTaHHBIX. 3auch GOPMYJIbI B SIUCHKY JOJKHA HAYMHATHCA CO 3HAKa «=», B
MPOTUBHOM CJIydae€, BCE BBEJCHHBIE CHMBOJIBI PAacCMaTPUBAIOTCI Kak
TEKCT WUJIA YMUCJIO.

Onepauuun. NMpuoputeT onepauyun

Dopmynbl COCTOST U3 ONIEPAHOB, ONEPALUN U KPYTJIBIX CKOOOK.

OnepangamMu  SIBIISIFOTCS ~ BBIYUCISIEMBIE  AJIEMEHTBI: KOHCTAHTHI,
CCBUIKU WJIM IMANIa30HbI CCHUIOK, 3aT0JIOBKU, UMEHA, (DYHKIIUH.

Onepanuu onpenessitoT ASUCTBUS, KOTOPbIE MOKHO BBINOJIHUTH Haj
onepangaMu. Buabl oneparuii: apupMeTUIecKre, TEKCTOBbIE, CPaBHEHUS,
aJIpECHBIC.

Apupmemuueckue onepayuu  WUCIOJB3YIOTCA JUISI  BBINOJHEHUS
OCHOBHBIX MAaTE€MaTHYECKUX JECHCTBUM HaJ 4uciIamMu. PesynbTratom
BbIYUCITICHUS (OPMYJI, COJEpKAMMX apU(PMETUUECKUE OTEpaliu, BCEraa
SIBISICTCS UM CIIO.

K apudmMernyeckum oneparusm otHocsres: +, —, *, /[, , %.

Texcmosas onepayus & OCYILIECTBIISIET 00BbEeIMHEHNE
MOCJIEAOBATEBHOCTEN CUMBOJIOB B €IMHYIO IMOCJIEI0BATEIHLHOCTD.

Onepayuu cpasHenusi WCHOJIB3YIOTCS IS CPAaBHEHUSA YHCIIOBBIX
3HaueHUi. Pe3ynbTaToM BBIYHCIEHUS (DOpMYII, COACpkKAIIUX ONepaluu
CpaBHEHUS, SABJISAIOTCS JIOTUUYECKHe 3HaueHus Vctuna unu JIoxKs.

K omepanusimM cpaBHEHUSI OTHOCATCS: =, >, <, >=, <=, <>,
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Aopecnvie  onepayusm  OObBEIUHSIIOT  JUAMA30HBI  SYEEK  JJIA
OCYILIECTBJICHHS BBIYUCIICHHIA.

K aapecHbIM onepaiusiMm OTHOCSTCS:

«» — omnepauys [IMAaNa3OH, CChUIAETCS HA BCE SYEHKU MEKIY
rpaHullaM¥ AUaria3oHa BKIOUHUTENbHO, HartpuMep, CYMM(B5:B15);

«» — omeparus OObEIMHEHUS, CChUIACTCA Ha OOBEAWHCHHE SUCCK
nuarna3ona, Hanpumep, CYMM (B5:B15,C15:C25);

npoOen — omepainus MEePeceueHHs, CChUIACTCS Ha OOIIMe SYEHKH
nuarna3ona, Hanpumep, CYMM(B4:C6 B4:D4) - saueiiku B4 u C4
SBJISIIOTCS OOIIMMU, PE3YJIHLTATOM BBIYHCICHHS OYJIET CyMMa TUX STUYEEK.

[IpropuTeT BBHIMOJHEHUS ONIEPaALIHiA:

— aJIPECHBIC OTEPALTHH <), «,», « »;

— 3HAKOBBI MUHYC «—»;

— BBIYHCJICHUE NpoLeHTa %o;

— apudMeTHUYECKHE onepamuii », *, /, +, —;

— TEKCTOBAas ornepanus &;

— ONEpaly CPaBHEHUU =, <, >, <=, >= <>,

[To yMOm4aHUIO BBIUUCICHUS IO (hOPMYJIE OCYIIECTBIISIOTCS, HAUMHAs
C CUMBOJIA «=» C Y4YETOM IIPUOPUTETA BBINIOJHEHHUS Onepauui. JlercTBus
OJIHOTO TIPUOPUTETA BBIMOJIHSIIOTCS B MOPSAJIKE CIETOBAHUS CIE€BA HAIIPABO.

Kpyribsie CckOOKM TO3BOJSIIOT M3MEHUTHh TMOPSJIOK BBIMOJIHEHUS
onepauuii B GopMmyie.

[Tocne BBOga hopMyIIbl B STYEHKY PaOOYEro JIMCTa, OHA OTOOpaKaeTcs
B CTPOKE PEIAKTUPOBAHUS, a B sSTYCHKE BHIBOJUTCS PE3YIbTAT BHIYUCIICHUS.

Ccbinku. Buabl ccbInok

Ccvinka sBRsETCS MIASHTU(PUKATOPOM SUEHKU WM TPYMINbl SYEEK B
kaure. Ilpu co3ganum QopMys, coAepKalllUX CCHUIKM Ha SYEHKH,
(opmynia CBA3BIBACTCA C SYEHKaAMU KHHUTU. 3HAYEHUE (POPMYJIbI 3aBUCHUT
OT COJEPKUMOIr0 $4YEEK, Ha KOTOPbIE YKa3bIBAKOT CCBUIKM, U OHO
ABTOMAaTUYECKU U3MEHSETCS IPU U3MEHEHNUU COAEPKUMOTO ITUX SYEEK.

C nomomupio CChUIOK B (OpMyJIax MOKHO HMCIOJIb30BaTh JAaHHBIE,
HaxXOIAIIMECS B PA3JIMYHBIX MECTaxX JIMCTA, WA HUCIIOJIb30BATh 3HAYCHUE
OJIHOM M TOM XK€ SUEHMKH B HECKOJIbKUX (popmyiax. Kpome Toro, MoxHO
CCBLIATHCSA HA SYEHKHU, HAXOIAIIUECs Ha APYTUX JIMCTAX KHUTU, WA B
IPYTOU KHUTE.

CymiecTByeT TpH BHAAQ CCHUIOK: OTHOCUTENbHBIE, aOCOJIOTHBIE,
CMEIIaHHBbIE.
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Omuocumenvuas CccvlIKA YKa3blBaeT Ha SYEHKY, OTHOCHTEIBHO
s4erKku, B KOoTopoil Haxomutcs dopmyna. [Ipu nepememennun hopmyibl
OTHOCUTEJIbHAS CChUIKA M3MEHSETCS, OPUEHTUPYSICh HA Ty MO3UIIMIO, B
KOTOopyto niepeHocutcs ¢popmyna. Hanpumep, ecnu B saeiike C1 3anmcana
dopmyna =A1+B1, To nmpu konupoBanuu ee B sueiiky C2 gopmyna 6yaet
MMETH CJICITYIOIINE OTHOCUTEIbHBIE CChUIKA =A2+B2.

AbconomuvivMu  SBIAIOTCS  CCBUIKA  HAa  SIYEMKH, HMMEIOIIUE
(UKCUpPOBaHHOE MECTOIOJIOKEHHE Ha JIUCTE. ITU CCHUIKU HE U3MEHSIOTCS
py¥ KonupoBaHuu (Hopmysl. AOCOJIFOTHAS CChUIKA COJEPKUT 3HAK $ mepen
UMEHEM CTOJI0Ia MK MMeHeM CTpokH, Hanpumep SASL.

Cmewianuble CCoblIKU — ITO CCBUIKH, SIBJSIOMIUECS KOMOWHAIMen
OTHOCHUTEIIBHBIX M  aOCONIOTHBIX  cchbUIOK.  Hampumep, F$7 —
OTHOCUTEJIbHASI CChUIKA Ha CTOJIOEIl M abCOJIIOTHAs CChIJIKA Ha CTPOKY;
$F7 — aOcomroTHAS CChUIKA HA CTOJOEIl M OTHOCHUTENIbHAS CChUIKA HAa
CTPOKY.

[Ipumep dhopmyIl ¢ UCTIOTB30BAaHUEM OTHOCUTEIBHBIX CCHIIOK:

=(A4+B8&)*6

=A2"2+(B1+C1)/D7

[Ipumep dhopmyIl ¢ UCTIOTB30BAaHUEM OTHOCUTEIBHBIX M a0COIIOTHBIX
CCBUIOK:

=F7/$C$14

=$B3/$A8

Ycemanoenenue ceazein  mexncdy aueinikamu. CCBUIKM  MOXHO
UCIIOJB30BaTh IS  YCTAHOBJIGHMS  CBsI3€M  MEXIy  s4YelKamu,
pPaCION0KEHHBIMA Ha Pa3HbIX JIUCTax padounii kHuru. [Ipu stom nroboe
M3MEHEHUE 3HAYEHUSI B UCXOJHOW SIYEIKE MPUBOJUT K aBTOMATUYECKOMY
M3MEHEHMIO 3HAYCHHM BO BCEX CBSI3AHHBIX C HEH siueiikax.

CchUlkM Ha SYEWKHM JPYTrUX JUCTOB palboyell KHUTH UMEIOT
cieayromui popmat: <uMms padodero JUCcTa™>!<CChbUIKa Ha sTYCHKY>.

[Tpumep dhopmyll ¢ yCTAaHOBIEHUEM CBSI3€H MEXKAY JTUCTAMMU:

=JIuctl!C5

=JIuctl!H15

PYyHKLMUN

@yukyua — HTO CleNMAlIbHAs, 3apaHee MOJArOTOBJICHHas (GopmyJa,
KOTOpasi BBINIOJHSIET ONEpalyd HaJl 3aJaHHbIMHA 3HAYCHUSIMU U
BO3BPAIIAECT MOJYYECHHBIN PE3YJIBTAT.

3HaueHus, HaJ KOTOPHIMM (PYHKUMS  BBINOJHSAET  OIMEpaluH,
Ha3bIBAIOTCS apryMeHTaMHu. AprymeHTaMd (PYHKIHUU MOTYT OBITh
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YHCJIOBbIC, TEKCTOBBIC, JIOTUYECKUE 3HAUEHUS, CChUIKH, POPMYJIbI, IpyTHe
byHKITHN.

B o0miem Buje mr00as GyHKIUSI MOXKET OBITh 3alMCaHa B BUJIE:

=<uMsa_(yHKIUKU>(apryMEHTHI)

CyIIecTBYIOT ClIeIyIOIIKE MpaBuiia BBOAA (PyHKIIHIA:

1 Wmsa GyHKIMU BCET1a BBOJIUTCS MOCIE 3HAKA «=H.
2 ApryMeHTHI 3aKII04Yal0TCs B KPYTJble CKOOKH, YKa3bIBAIOIIUE HA
Hayajo U KOHEI] CIIMUCKa apryMEHTOB.
Mexny nmeHeM (YHKIIMH 1 3HAKOM «(» mpoOes He CTaBUTCS.
4 Bpoauth (QYyHKIMH PEKOMEHIYETCS CTPOYHBIMU OykBamu. Eciu
BBOJI (DYHKIIMM OCYIIECTBJIEH MPaBUIBHO, TO CTPOYHBIC OYKBBHI
aBTOMATHUYECKHU ITPeoOpa3yeTcs B MPOMUCHBIE.

TaOmuuneiii mpoueccop MS Excel comepxut mmpokuii HaOOp
GyHKIMM, TMO3BOJISIONIMX — BBIMOJHATH  CTAHAAPTHBIC  BBIYMCICHUS:
(¢brHaHCOBBIE, JaTa U BPEMSs, MATEMaTUUECKHE, CTATUCTUYECKUE U JIP.

Jlist BBoma (YHKIMA MOXKHO HCIHOJBb30BaTh Mactep GyHKIHH,

w

BBI3BIBAEMbI Ha)KaTHEM KHONKUW Bcmasumwv ynxyuro | g CTPOKE
penaktupoBaHus (pucyHok 1). Mactep (GyHKIMH TO3BOJIIET BhIOpATh
HYXHYI0 yHKIMIO U3 criucka (pucyHok 10) m oTKpbIBaeT ajisi BRIOpaHHOU
GyHKIMU TUAIOroBOe OKHO Apeymenmot pyHxyuu (pucyHok 11).

MacTep dyHKUWEA - Wwar 1w 2 @
[oKck i HKLMH:

BeeanTe KPATEOE ONHCaHHE .\’J.EHETBHFI, KOTOpOE HY¥HHO HGHTM

BEINOAHATE, M HEXMMTE KHONKY "HaiT"

EaTteropna: | 10 He A4ABHD HCNONEZ0E3ELLMXCA El

BribeprTe dyHKLNHD:

=
MM

CP3HAH =
TWMEPCChINKA

CHET

MAKC

SIN

ECNA{ nor _Bbipas#eHME;SHAYEHHE _ECIH_WCTHHE;...)
HDDBEDHET, BbINONHAETCA MK YCNOEKWE, KM BOSEPAWAEET 04H0 SHAYEHKE, ECNH OHD
EbINONHASTCA, H APYIO8 3HAYEHHE, BCIH HET,

Cnpasica No 3Tod HE L | (8]8 | | OTMEHS |

Pucynok 10 — [luanoroBoe okHo Macmep ¢hynuxyuii
B nmanoroBoM okHe Apeymenmsi pyHKyuu OTOOpaKAIOTCI UMS U

onucanne (YHKIMHM, KOJWYECTBO W TUM ApTyMEHTOB, MOJISI BBOAA IS
apryMeHTOB (DYHKIIMH, BO3BpalljacMoe 3HaueHue (pucyHok 11).
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ApryreHTel EyYHK LMK @
WM
Yucnol

Yucnoz

CYMMMPYET SPryMEHTEL

Yucnol: wwcnol;umcnoZ;... ot 1 a0 255 apryMeHToE, KOTOPRIE CYMMHPYHOTCA,
TNorMyeckne M TeRCTOBRIE 3HAYEHHA MTHOPHPYHITCA,

SHaHeHHE:

COpagka N0 3Tof dyHEL KM [ Ok ] | CTMEHa |

Pucynok 11 — JluanoroBoe okHO Apeymenmot QyHKyuil

Komanma, BbI3pIBacMasi KHONKOU |Z_Astogymma -] pacroaoKEeHHOW Ha
Bkianke Inasnas na Jleume B rpynne Pedakmupoeanue (pucyHok 6),
NpeHa3HayeHa JUIsl TMOJIYYeHHUs MWTOTOBBIX JIAaHHBIX JUJIsi  JIFOOBIX
yKa3aHHBIX JUAMAa30HOB JIaHHBIX ¢ MoMoinbio pyHkinu CYMM.

J171s1 BBITIOJTHEHUST KOMaHbl A8mocymma HE00X0IUMO

— BBIACIIUTh SYEUKY, B KOTOPOM HOJDKHO PaCIOaraTbCs UTOTOBOE
3HA4YCHUE,

— HCJIKHYTH 110 KHOIIKC ;

— yKa3zaThb JuWamna3oH [Jii CYMMHUPOBAHMSI WJIA COTJACUTBCA C
MPEJI0KEHHBIM (OH OKPYKEH MOJBUXHON paMKoil);

— HaXkaTh KjiaBuily Enter.

[Tpumepsl cTaHAAPTHBIX PYHKIUNI:

=CYMM(AS:A10) — BbIUKCIIEHHE CYMMBbI 3HAYEHHI B siueiikax AS,
A6, A7, A8, A9, Al0;

=CP3HAY(G4:G8) — Beruncnenne cpeanero 3uadeHus sucek G4, G5,
G6, G7, G8;

=ECJIM(CYMM(B3:B9)=1;,CYMM(B3:B9);"Ommubka") —  ecnmu
CymMMa 3HaueHuil B auamna3oHe sueek B3:B9 pasna 1, Torna Beruucnsiercs
3HaYE€HUE CyMMBbI, nHaue BeiBoAUTCA TeKCT OILIMBKA.

CoobOuweHuns o6 owmbkax

Ecnu TabnuuHbll mpolieccop HE MOXKET OTOOpa3uTh YHCIOBOE
3HAYEHUE B SAYCHKE WM BBINOJHUTH BBIYUCIEHUS MO (opmysie, TO B
SYEUKY BBIBOJIUTCSI COOOIIIEHUE 00 OIIHOKE.

Ecnu dopmyna coaepXuUT CChUIKY Ha S4YEMKy, KOTOpash COJEPKUT
OIIMOKY, TO BMECTO 3TOU (POpMyJibI Takxke OyJ1€T BBIBOJUTHCS COOOIIECHHE
00 ommnoke.
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3HaueHust cooOIeHN 00 omnodKax:

#I1EJI/0! — moneiTka genenus Ha 0. Dta ommOKa OOBIYHO BO3HHKACT,
eciau B popmyJie IEUTEIb CChUIACTCS HA MYCTYIO STYCUKY;

#UMS? — B bopmylie UCnonb3yeTcs UMs, OTCYTCTBYIOIIEE B CITUCKE
uMeH auanora [Ipuceoenue umenu. Takxke 3TO 3HAUEHUE BHIBOJAUTCS B TOM
cilydae, KOorja CTpoKa CUMBOJIOB HE 3aKJIFOUEHA B IBOMHBIC KaBbIUKHY;

#3HAUY! — BblmaeTcs mpu yKa3aHUM apryMeHTa WU OIEepaHja
HEJIOMYCTUMOTO THIIa, a TAKXKE B TOM Ciiydae, Koraa Gopmysia HE MOXKET
OBITh HCITpaBJICHAa CPEJACTBAMU ABTOUCITPABIICHUS;

#CCBIJIKA! — oTcyTCTBYET IHana3oH sYEEK, HA KOTOPBIM CChUIAETCA
dopmyna (BO3MOXKHO, OH YJaJIeH);

#H/JI — HeT naHHBIX i1 BBIYUCICHUM. ApPryMeHT (GYHKIUUA WU
onepana (GopMynbl SBISETCS CCBUIKOM Ha SUEHKY, HE COJEpKaIlylo
naHHbIX. Jr00as GopMysa, KOTOpasi CChUIAETCA Ha SYEUKH, COAEpKaIue
#H/]1, Bo3BpaiaeT 3Hauenue #H//1;

#UNCJIO! — 3agan HempaBUIBHBIN apryMeHT PyHKIUA. MOXET Takxke
YKa3blBaTh Ha TO, YTO 3HA4Y€HUE (OPMYJbI CIHIIKOM BEJIHKO WU
CJIMIITKOM MaJjlo U HE MOKET OBITh IIPEJICTABICHO HA JIUCTE;

#ITYCTO! — B popmyrne ykazaHO IMepecedueHne AUama3oHOB, HO ITH
JMaIa30Hbl HE UMEIOT OOIIUX STYEEK.

[Tpu MOUCKE 01112 (T4 1eaeco00pa3Ho UCIIOJIB30BaTh
BCIIOMOTATENIbHYI0 (YHKIMIO OTCJIEKUBAHUSA 3aBUCUMOCTEH, KOTOpas
MO3BOJISIET rpadUuecku NOPEACTABUTh HAa JIKPAHE CBSI3H  MEXKIY
Pa3IMYHBIMU STYCHKAMH.

AUWATPAMMDI

Muazpamma — 5>TO TIpEACTABICHUE HAHHBIX, PACHOJOXECHHBIX B
s4eKax TaOnulbl, B rpau4yeckoM BHJE, KOTOPOE HCIOJIb3yeTCsS s
aHAJIM3a U CPAaBHECHUS TAHHBIX.

NocTpoeHue anarpammbl

I mocTpoeHus: auarpaMMbl HEOOXOJMMO BBITIOJIHUTE CIEAYIOIINE
JICUCTBUS:

— BBIJICJIUTD PAJ AYEEK WIM JIHAIA30H SYECK, COJACPKAINIUX UCXOTHbBIC
JAHHBIE JJ1S1 IOCTPOCHUS THarpaMMBbl;

— Ha BKJIajike Bcmaexka Ha Jlenme B rpynne /luazpammel BuIOpaTh
HEOOXOIMMBIN THUII TUAarPaMMBI;

— B OTKpbIBIICUCS BKIaake Pabdoma ¢ ouazpammamu na Jlenme,
HCMOJIB3Ysl KOMaHJbl Ha BKiIaake Makem (pucyHok 12), 3amaTh
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HCOOXOOUMBIE KOMIIOHCHTBI JuarpaMMbl (Ha3BaHUS, JIMHMH CETKH,
JIETeH/IA).

@ 1= | — Microsoft Excel

Frastas Beraska  Paswerka Crpannus  Qopmyns  [Janrise Peyersuposanue Bug | Koncpykop | Maker | Oopmar

. ; s guarpamms:
i — ] L] i | | i ) avarp
Hasarue  Hassarus erenga Mogmnc Tagan o
oceii v -

Anarpauna 1
383 Nererga Mognnea Tagauua en Cetka O6nacte HiR Marku
AvarpaMME * a -

T
Pt AHHX - - - nocpoenus~ Py norpewnocrei -

Togrncn Oc o ranus Cooficrsa

Pucynok 12 — Jlenma, Bknagka Paboma c ouazpammamu, BKIaak
Makxem

dopmaTupoBaHue guarpamMmmbl

B TabmuuHoM mporieccope MMeeTcss Ha0oOp KOMaHJ, C MOMOIIbIO
KOTOPBIX MOXXHO H3MEHATh BHEIIHWN BUI guarpamMm. Ecau HyscHo
U3MEHUMb KOHKDPEMHbLI J/1IeMEeHm Ouazpammol, €20 Heo0X00uMo
8bl0e/IUmD.

1. Tun ouazpammor. {1 U3MEHEHUs THIA AHArpaMMbl HEOOXOIUMO
BBITIOJIHUTH KOMaHy M3menums mun ouazpammusl KOHTEKCTHOTO MEHIO,
KOTOPO€ BBI3BIBACTCA IIETYKOM IMPaBOM KIABHUIIM MBIIIK B 0O0JacTU
auarpaMMel (pucyHok 13).

WzreHEHKE TN A AWarpakmel @
O = = n
3 LWatnoHs ®an o g PR | 04, | i
[l rucrorpamma
Brpxesan
|24 Tpadwk
. f
&  HKpyrosaa }l” HH bﬁﬂm $¢ F
E  Nunefidaran
MoBEpRHOCTE
I._\  ofnacTam1 .-
. P 2D
e e ||| || 5] B |1
L]_i_] Evpesan

Konbuesan
MoBEpxHOCTE

= |
@ Fonbusean t ? ?

28 Mysbpekosas

&

MNy3bIppKOBan
‘2‘5-‘ NenectroBan HEE

9 | |20
o3 | |9
NenecTroBan
- a-- .
| Y¥npagnexye wabinoHamh. .. ‘ | CAENATH CTEHASPTHOA | OTMEHa

Pucynok 13 — JInanoroBoe okHO M3meneHue muna ouazpammol

2. /Muanazon oOaunuvix. JInd W3MEHEHHs Jualla3oHa JaHHBIX
HEOOXOIUMO BBINIOJHUTH KOMaHIy Bosiopamsv oOanHble KOHTEKCTHOTO
MEHIO, BBI3BIBAEMOI'0 IIETYKOM IIPaBOM KJIABHIIKM MBIIIA B 00JacTH
auarpaMMbl. B MosBUBIIEMCS JIUallOTOBOM OKHE Bwvloop ucmounuka
OaHHBIX MOXXHO W3MEHUTH JUAMA30H JAHHBIX JJIsI JUArpaMMbl (PUCYHOK

14).
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Pucynok 14 — IluanoroBoe okHO Bbibop ucmounuxka OaHHbIX

HcxonHbie JaHHBIE HEOOS3aTEIbHO JOJDKHBI PacIoiaraThCs B OJHOM
Osioke sdeek. UTOOBI MOCTPOMUTH AUArpaMMy JJIsi HECMEXXHBIX JaHHBIX,
CICAYeT BBIACIUTh KaXKIbIM OTACIBHBIM OJIOK HCXOMHBIX TOYECK IPH
Haxxator kiasuie Ctrl.

3. Hazeanue ouazpammel. ]9 co3maHus Ha3BaHUS AUarpaMMmbl U
OTIPEACIICHUS €ro TIOJIOKCHHS HeoOXoauMo BKIIaake Paboma c¢
ouazpammamu (pucyHok 12) mepeditu Ha BkIanky Maxem, B rpymnne

&l

HasgaHwe

Ioonucu menkHyTh o KHONIKE Haszeanue ouazpammor 122" | 1 BLIOpAThH

= Haa auarpammoi
PazmeweHne HasEaHMA BEEPXY 0BNACT 4MarpamMmel

KOMaHHy COOTEETCTEYOIWMM WEMEHEHWEM DAZMEROE JMarpamMmel .

Jist  W3MeHeHHsT TeKcTa HEoOXOAMMO  BBINIOJHUTH — KOMaHIy
H3menump mekcm KOHTEKCTHOTO MEHIO, KOTOPOE BBI3BIBACTCS IICITYKOM
IIPaBO# KJIABUIIK MBIIIN B 00JIACTH Ha3BaHUS JUATPAMMBI.

4. Hazeanue oceii. JIns co3nanvs Ha3BaHUS TOPU3OHTAIBLHON OCU U
OMpeNeNieHusT ero TMOJOKEHUsT HeoOXOoauMo Ha BKianke Paboma c
ouazpammamu (pucyHok 12) mepeditu Ha BkIanky Makem, B Tpymme

o HaszgaHwa
Iloonucu wenkHyTh 10 KHOOKE [Haszeanus oceu Le<i-| BBINOJIHUTH
KOMaHHy J HaszgaHWe OCHOBHOW COPWIOHTANEHOW OCH  # u BBI6paTB KOMaHI[y
HassaHwWe nojg oCb
J Pazneu.l,emmiazeamm nog I"leIrIZ'JHTaﬂbHDﬁ DCBHD C COOTEETCTEYHD WM
HM3IMEHEHWEM PASMEDDE gWarpamMmbl

Jist  W3MEHEHUs TeKcTa HEoOXOAMMO  BBINOJHHTH  KOMaHIY
H3menump mekcm KOHTEKCTHOT'O MEHIO, KOTOPOE BBI3BIBACTCS IICITYKOM
MPaBO# KJIABUIIIN MBIIIM B 00JIACTH Ha3BaHUS TOPU30HTAIHHOM OCH.

Ha3BaHne BepTHKaILHON OCH CO3J1a€TCs aHAJIOTHUYHO.

5. Jlunuu cemku. JIyisi 100aBIeHUS] TOPU3OHTAIBHBIX JUHUM CETKHU
HE00X0IUMO Ha BKJIajke Padoma c ouazpammamu (pucynok 12) nepeiitu

Ha BkJanky Makem, B rpynne Ocu mENKHYTh 1o kHonke Cemka L=,
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BBIHOHHI/ITB KOMaHHy | J TopW30OHTAaNBHEIE NMHWK CETEW NO OCHOBHOW OCKH  F | H BbI6paTB KOMaH,Hy

1| OcHoBHBIE NUHWK ceTKK
illle=| | MokazaTe rOPWICHTANEHEIZ AMHWW CETKM ANA OCHOEHEIX AENeHMEA

JloOaBiieHrE BEPTUKAJIBHBIX JIMHUM CETKH BBITIOIHSIECTCS aHAJIOTHYHO.

6. Jlecenoa. Jlerenma — 3TO 3aroJIOBKM PSJIOB JIaHHBIX,
pa3MeniaeMbpie MO0 yMOJYAHUIO B TIPaBOM dYacTh JuarpaMmbl. Bwidbop
3aroJIOBKOB PSJI0OB MPOU3BOJUTCS aBTOMATHYECKU, €CJIM B BBIJCICHHBIN
JMaIta30H BKJIFOYEHBI 3ar0JIOBKH CTPOK M CTOJOI0B. B mpoTUBHOM citydae
psAnbl UMeHyroTes Kak Pan 1, Pag 2 u . 1.

s nmoOaBieHUs JIETEHIBI M OIPEJCIICHUS €€ MECTOIOJOXEHUS U
BBIpAaBHUBAaHUS HEOOXOAWMO TEepedTH Ha BKIAIKy Makem, B TpymIme

JNereHga

Ioonucu menkHyTh MO KHONKE Jlecenoa U BBIOpaTh KOMaHIY

[ o6asnTe NereHay cnpasa
Jo6aEUTE NEréHaY W EBPOEHATE MO

Npasamy kpaw WJIU 11000 JpyTroi BapUHT.
7. Cmunu ouacpammsl. Jjis BbBIOOpa LBETOBOTO O(QOpMIICHUS
auarpaMMbl HEOOXOIMMO Ha BKJIaJke Padoma c ouazpammamu (PUCYHOK
12) nmepeiitu Ha BkiIaaky Koncmpykmop v B rpynne Cmuau ouazpamm
BBIOpATh HY>KHBIN CTHJIb (PUCYHOK 15).

-

CTHAK gMarpass

Pucynok 15 — I'pynna Cmuau ouazpamm

8. Pazmewienue ouazpammsl. JlnarpaMmy MOXKHO pa3MeCTUTh Ha
UMEIOIIEeMCSl UM OTAeNbHOM JsHcte. [lo ymonmyanuio, co3mgaBaeMas
auarpaMMa pa3MeInaeTcs Ha UMEIOIIEMCSI JICTE.

JIns u3MeHeHusl pa3MeIleHUs] AuarpaMMbl HEOOXOJIMMO Ha BKIIQJIKE
Paboma c¢ Ouacpammamu (pucyHok 12) mnepedTy Ha BKIAJKY
Koucmpykmop, B rpynne Pacnonosxcenue WENKHYTh 10 KHOIIKE

il

MepemecTuTe

Ilepemecmumo ouacpammy Lz=m | u B nuanoroBom okHe Ilepemewienue
ouazpammeul BEIOpATh HY)KHBIH BapuaHT pa3MelieHus (pucyHok 16).

[Ipu co3manuy awarpaMMbl B CYIIECTBYIOIIEM paboyeM JIUCTE ee
pasMepbl U TIOJIOKCHHE YCTAHABIMBAIOTCS MO yMoidaHuio. C MOMOIIbIO
MBIIIU AUarpaMMy MOKHO MEPEMECTUTH B JI1000€ MECTO paboyero JIMCTa,
U3MEHUHUTL €€ pasMmepol. [Ipy wH3MEHEHUM pa3MepoB AuarpaMmbl
aBTOMAaTUYECKH HACTPAMBAIOTCS Pa3MEPhl BCEX €€ TEKCTOBBIX AJIEMEHTOB.
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ﬂﬂﬂ yeeiaudeHus uiu YyMeHbUleHUAl pasmepoe mexkcmda H€06XO,Z[I/IMO

UCII0JIH30BaTh KOMaHIbl (hOpMaTUPOBAHUS.
HEFIEMELLI,EHME Awarpararel @

PazmecThTe AKErpay

J_J J_J Ha OTAENBHOM NHCTE: Ararpammal

Al @) Ha HMEHIWEMCA MHCTES

-]

[ 0.4 ]| OTMeHa |

Pucynok 16 — /luanorosoe okHo Ilepemelienne quarpaMmbl

Juarpamma, co3laHHas Ha OTHEJIBHOM JINCTE, UMEET CTaHAapTHHIC
pa3Mepbl, KOTOPBIE COXPAHAIOTCS JaXK€ NPU U3MEHEHUHU Pa3MEpPOB OKHA.

s uzmenenuss paszmepa ouazpamMmvl HEOOXOIUMO BBIICIUTH
IarpamMMmy U U3MEHHUTH ITOJI0KEHUE MAPKEPOB A0 HY>KHOT'O pa3mepa.

s yoanenus ouazpammsi CIEAYeT MICIKHYTh HA HEW MBIIIBIO, YTOObI
MOSIBUIIMCH MapKepbl pa3Mepa, M Haxarth kiaBumy Delete.

COXPAHEHUE PABOYEWN KHUTU

Co3ganHyl0 pabo4yr0 KHUTY HEOOXOJAMMO COXPaHUTh B (aii. IDTo
oOecrieynBaeT  BO3MOXKHOCTh  MOCHEAyIOIme  oOpabOTKU  yXKe
CyliecTByroIIero gaiina.

Jlnst coxpaHeHust paboyeil KHUTH HEOOXOJIMMO BBIMIOJHUTH KOMaHIY

Coxpanump xHonku DPauin WJIY LIEJIKHYTh N0 KHOTKe CoxpaHumb

| ya nanenn OBICTpPOTO J0CTyna (PUCYHOK 2).
B naumanoroBom oxHe Coxpanenue oOokymenma (pucyHok 17)
HEO0OXOUMO BBITIOJIHUTH CJICTYIOIINE ICHCTBU.
— BBIOpaTh MaIkKy, B KOTOPOH OyJIeT cOXpaHeH (aiin ;
— BBIOpaTh MaIKy ¢ Ha3BaHHEM MHCTUTYTA,
— BBIOpaTh MaIKy ¢ Ha3BaHWEM TPYIIIIbI;
— B nnosie Amsa Datina BBECTH UMsI cOXpaHsemMoro ¢aiina;

— HICJIKHYTH 11O KHOIIKC

[Ipy MOBTOPHOM COXpaHEHUU pa6oqep1 KHUTH TIOJI TEM XK€ CaMbIM
UMEHEeM auanoroBoe okHO Coxpanenue OOKymMeHma HE BBIBOAUTCS, TaK
KaK KHUTA aBTOMAaTUYECKU COXPAHSETCS B TOT ke (ail.

st coxpanenust (ailia n0oa JAPYrUM  HUMEHEM HE0OXOJIUMO

BBINIOJIHUTE KOMaHAy Coxpanums Kak... kHoniku Daiin , KOTOpas
BBITIOJIHSIETCS] AaHATIOTUYHO KoMaHie Coxpanums.
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|'._—’.‘ CoxpaHeHne A0KyMEHTa \EI

@uvl < flokaneneld guck (C) b CTygeHTel - |67 ‘ | Mouck: Crpdenmbe ol
¥nopagounte ¥ Hoeas nanka = - .é.
-
[GI%E] JaTa nzmeHeHna Tun

|i_—'.| Microsoft Excel

HeT 3.nemMeHTOR, YAOENETE OPARILLIX YCAOBMAM NOHCKE,
- VsBpannoe

4L 3arpysen
B Pafiouui cron

=4 EwbnuoTtern
E Buraeo
3 JokymerTol

= Mzobpaxenwa m D

Wusa daiina:  Krwnral.xlsx

Tun daina: ‘Krmra Excel (*alsx)

Agtoper: Julia Knrouesrie cnoea: [obassTe wro4EB0E CNOED

CoxpaHnTb 3ckn3

“ CKpeITE Manku Cepeuc ¥ [ CoxpaHute ] | OTMeHa |

Pucynok 17 — JluamoroBoe okHO Coxpanump KHOTIKY B

OTKPbITUE PABOYEN KHUTU

CymecTByromyo padodyro KHHUTY, COXpPaHCHHYIO B (aijie, MOXXHO
OTKPBITH JJIsl POCMOTpPA U MOCIEaYI0IIe 00padoTKH.
JImst  OTKpBITHS ~ CYIIECTBYIOIIEH pabodeil KHUTH HEO0OXOIUMO

BBIIIOJTHUTh KOMAaH/ Oprblmb KHOIIKU Daiin HWJIM IOCJIKHYTH I10

KHOTIKe OmKpouims =] Ha maHean OBICTPOTO J0CTyMa (PUCYHOK 2).

B nnanorosom okHe Omxpvimue 0okymenma (PUCYHOK 18i:
— BBIOpATH MAIKy, B KOTOPOU OyaeT CoXpaHeH (haiim L ST

— BBIOpATh MAIKy C HA3BaHUEM WHCTUTYTA,
— BBIOpATh MAIKy C HA3BAaHUEM TPYIIIIHI;
— B noJyie Mmsa @aiina BBECTH UMS COXpaHsaeMoro (aiina;

OTEpEITE |Y

IICJIKHYTD ITO KHOIIKC

\E_—T‘ OTEpBITHE AOKYMEHTA @
X |« Cryaentel b ACW b C-124 v [ 43 |[ rowes c-124 P
S L LS
¥nopagouute ¥ Hosaa nanka =~ @ E@l
=
m Ara JaTa MsmeHeHKHA Tun

- VsBpannoe
. 2 ] tablodsz 10.00.2013 0:16 e kict

& Jarpyzku

Bl PaBouni cron

4 Bubnmotekn
E Buaeo
3 AokymeHTe
=] MsoBpanenna
@ Myzeika

1M KomneoTep
& SokankeHbl | grck
Ca LENOWO (D)

- 4 1 b

Wran daiina: tablaxlsx - |B:e thaiae Bxcel (*ad** g '|
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3AOAHNA AN CAMOCTOATENIbHON PABOTbI

3apaHue 1

1. Co3nath UCXOJHYIO TAOJIHUITY.

\z‘ =9 - Q&= tablalsk - Microsoft Bxcel o R
E FnagHas Bcraeka PazMeTka CTpaHMLEl DO pMyABI JaHHeE PeLeHZMpOEaHME B [~ Q = o ER
= i - = = OBWMA - ‘?;‘)’Umanne OpMATMPOEAHWE © 53 BrrasWTe = E T .

J Jt' imes NewRoman 7[14 */A& &) = =& ¥~ = -i@ui %Yo 000 émnpmamprﬁ:mxa:raﬁnmw' :'v")’,qanwrn' j' 37 }}
ey KA 4B O A ESDEEE g o Broor | 2~ e -

Evhep oéM.., Wpupt BEIpaEHMEIHME Hurcno CTHAK Aueiikn PeaakTupoeaHme
D11 - I -
& B c D E F G H J K [=]
1 CTOHMOCTE OCHOBHBIX (POHAOB MPEANPHATHS
2 2013r.
3 CTOHMOCTh
Ne BHbI OCHOBHBIX (POHJ 0B
4 MITH. Y0 %
5 1 3aHHs 850,7
3 2 Coopy:KeHHs 3138
7 3  |llepeparouHsble yeTpoiicTea 159.9
i 4 CHITOBBIE MAIHHBI H 000PYAOBaHHe 220,4
] 5 |PaGo4He MalIHHLI H 000Dy 0B aHHE 427,9
6 X 03HACTEEHHEIH HHEEHTAPE H 466 3
10 0B5OpY 0B aHHe
11 Hroro
1z
13
14 =
WA b v el o2 Ticrd % M4 _ s |I|
rotoso | ||EE 5 [ 1003% (=) . {+)

2.B cBoOOmHBIC sUYCHKM 3amucaTh HEOOXOAWMBIE (HOPMYIIBI TIO
CJIEIYIOIINM TIpaBUIaM:

— B siueiike C11, mpu 3anucu GopMybl i BEIYMCICHHUS UTOTOBOTO
3Ha4YeHUs B pyOJIsX, ucnosib3oBarsh pyHkuuo CYMM,

— s nuamna3zoHa siyeek D5:D10, B koTOphix OyIayT coAep:KaThCs
3HAYEHUs B MPOIIEHTAX, YyCTAHOBUTH MPOIEHTHBIN opmMar;

— B aueiike D35, nipu 3anuicu GopmyJibl 11 BEIYUCIICHUS] 3HAYEHUS B
NPOLIEHTAaX, MCHOJb30BaTh OTHOCUTEIbHBIE WM a0CONIOTHBIE CCHUIKU, B
3aBUCUMOCTH OT TOrO, JOJPKHA WA HET U3MEHSIThCA CChUIKA IMpHU
KOMMUPOBaHUM 3TON (popMyIibl B cocenuue sueiiku D6:D10;

— u3 siueiiku DS ckonupoBaTh GOpMyITy JUJIsS BBIUYKUCICHUS TTPOIICHTOB
B cocenuue sueriku D6:D10;

— B sueiike D11, anst mosiydeHuss UTOrOBOro 3HA4YE€HUS B MPOIECHTAX,
UCIOJIb30BaTh Jornueckyto pynkuio ECJIN.

3. BBITIOTHUTE 0OPHUCOBKY TaOJIUIIBI.

4. BeimoysiHUTH (hOpMAaTUPOBAHUE HA3BAHMUSI, 3aT0JIOBKA U COJEPKUMOTO
tabnuipl: wpudt — Times New Roman, pasmep mpudra — 14.

5. CoxpaHUTh CO3JIaHHYIO TaOJIMIy B TamnKe CBOEW rpymmbl (UMs
daiina tabl.xIsx).

6. BRIMOMHUTE TIpeBapUTEIbHBIA MPOCMOTP M PE3YyJbTaT IOKa3aTh
MPENOIaBaTENIO.
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3apaHue 2

1. Ucxoanyro TabauIly CKOMUPOBAaTh JBa pa3a Ha TOT ke pabouuid
JIUCT.

2. Pacrionoxuth TaOIUIBI HA paboyeM JUCTE APYT MOJ IPYyroM Tak,
YTOOBI BCE TPHU TAOJIUIIBI TOMECTUIIMCHh HA OJUH PaOOUurii JTUCT.

3. BcTtaBUTh 110 OIHOM MYCTOM CTPOKE MOCIE KaXKA0W TaOIUIbI.

4.B  Ha3BaHUAX  CKOMUPOBAHHBIX  TaOMUIl  WU3MEHUTh  TOJ
MPOU3BOJIBLHBIM 00pa30M.

5. I3MeHUTh WCXOJHBIE JaHHBIE B KOMUSIX MCXOJHON TaOIUIIBI
MPOU3BOJBHBIM 00pa30M.

6. CoXpaHHUTh CO3JaHHBIC TAONMIIBI B TANKe CBOCH Tpymmbl (MM
daiina tab2.xIsx).

/. BBIIOJIHUTH TIpEABAPUTEIBHBIN MPOCMOTP M PE3yJbTaT IMOKa3aTh
MIPETNOoIaBaTENIo.

3apgaHue 3

1. Ha BTOpOM JHICTE CO37aTh CBOJAHYIO TAOJIHMIy CTOUMOCTH OCHOBHBIX
(GOHIOB MPEeANPUATHS B IPOIICHTAX MO T0JIaM, MO CIAEAYIOIIEMY TTPaBUITY:

oA Kaxcoou AYEeUKU C8OOHOU madauubl HeoOX00UMO YCMAHOBUMDb
C6A3b C COOTBETCTBYIOIIEH SYEHMKOM C MEpPBOro JUCTa TaKUM O0paszom,
yTOOBI HYXKHO€ 3HAu€HHWE TMepeaBajoCch B  CBOJHYIO  TaOIuIly
aBTOMAaTHYECKH.

= & &= tab3xlsx - Microsoft Excel o = 2R
[LELGEE] BcTaeka PazmMeTEa cTpaHKMUb DopMyAs AaHHEe PeueHzMpOBEIHKME Ewg & @ (=

‘ij & Times New Roman « 14« A% A7 = = = ®- ; CAWMA - fﬁ)’musnue fpopMmarhposadie = BCraEMTe T E v j}? }}
e 5‘} - O 000 @mopmampoaam Kak Tabamuy T | O YganuTs v j'

BCrasuTe XK K 49 - | By A =E == EESFE | f- .  Coprwpoeka  Hadtmw
" * 4 i H - ESEFE = T £ (=) CTiam aueek ~ el PopMaT T AT hiaeTp T BRIGEAMTE T

Eythep obmM... WpugT BrIpaBHKEaHME Yucno CTHAM Aveikw PefakTHpOBaHME

B4 - Je

S
2 B c D E F G H ] K N
CTOHMOCTb OCHOBHBIX (IOH/IOB TP EATIPHATHA

BH/bI OCHOBHBLIX HOHIOB 2013r. | 2014r. | 20151,
JaaHHA
Coopy:ReHH
IlepeaarodHble YCTpOHCTRA
CHITOBLIe MAIIHHEI H 060py10EaHHe
Pabo4uHe MAIHHLI H 000pyA0BaHHE
Xo3aHCTR eHHBIH HHReHTaph H
3 ofopyJopaHHe
10
11
12
13
14
WA ¥ Mwctl | Swer2 o Tuer3 o E [« - [ -
loToen | ||| B w003 (=) [} (+)

2. BBIMOMHUTL 0OpHCOBKY CBOAHOM TAaOIHUIIHI.

L L - O B B R
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3. BemonHuTs (hopMaTUpOBaHUE HA3BaHUS W COJEPKHUMOTO CBOIHOM
tabnuiel: mpudt — Times New Roman, pasmep mpudra — 14.

4, BeIMOTHUTH 3aJIUBKY SY€EK B HA3BaHUSX CTOJIOIIOB W TIEPBOM
CTOJIOIIE TaOIHUIIBI.

5.CoxpaHHTh CO3JaHHYIO TaOJIHIy B TMamke CBoed Tpymmbl (WM
daiina tab3.xIsx).

6. BEIMOMHUTE TIpeABapUTEIbHBI MPOCMOTP M PE3yJbTaT IMOKa3aTh
MPEnoIaBaTeio.

3apaHue 4

1. Ha TpeTbem JaucTe NOCTPOUTh IO CBOJTHOW TAOJIUIIE ABE TUATPAMMBI
Pa3HOTro THMA, MO CIECAYIOIIUM MPABUIIAM:

— nepeas  ouazpamma  JOJDKHA  OTOOpa)kaTh  pacrpeiereHue
MPOLEHTOB IO TOoJaM, JIET€HAAa [OJKHA COJAEpKaTh BHUJIBI OCHOBHBIX
boHI0B,;

— emopas ouazpamMma  JOJKHA  OTOOpa)kaTh  pacIlpeiesieHUeE
MPOIICHTOB MO BHJaM OCHOBHBIX (DOHOB, JIETEH/Ia JOJDKHA COIEPXKATh
rona;

— KaxJas auarpaMma JO0JDKHA HUMETh TaKOe JK€ Ha3BaHUe, Kak
Ha3BaHUE CBOJIHOM TAOJHIIBI,

— OCH JIOJDKHBI UMETh Ha3BaHHE B COOTBETCTBUU C OTOOpaKaeMbIMU
JTAHHBIMH,

— Kaxjasg JuarpaMma JIOJDKHa ~HUMETh  TOPU3OHTAIbHBIE U
BEPTUKAJIbHBIC INHUU CETKHU;

— JuarpaMMbl HEOOXOJMMO pPa3MECTUTh 0€3 TMEepeKphITUsS Ha
OTZIEJIbHOM padOyeM JINCTE TaK, YTOOBI OHU 3aHUMAJIU €0 MOJTHOCTBIO.

2. BeimomHUTh (hopMaTUpPOBaHUE HA3BAHUM JUarpamMM, OCel U JereH
CJIeIYIOIINM 00pa30M:

wpugm — Times New Roman, pasmep wpugpma — 14.
3. [lepenMeHOBaTh JIUCTHI pabOUE KHUTH CJIEAYIOIIUM 00Pa30M:
JIuct 1 — UcxonHbIi
JIuct 2 — CBOIHBIN
JIuct 3 — JIlmarpammel

4.COoXpaHHTh CO3/JaHHBIC JUArpaMMbl B IallKe CBOCH rpymmbl (MMs
daiina tab4.xlsx).

5. BBITIOTHUTE NpEeIBAPUTENBHBIA MPOCMOTP M PE3yJbTaT IMOKa3aTh
perno/iaBaTento.
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BOMNPOCHI ANnA CAMOKOHTPONA

KaxkoBa cTpykTypa padboueil KHUTH?
UYro Takoe siueiika?
Kak yka3bIiBaeTcs aapec staeiku?
Kak yka3piBaeTcs quana3oH siueek?
JlaHHBIE KAaKOTO THIIAa MOXHO 3aliCaTh B STYEHUKY?
Kakue cyiiecTByrOT mpaBuiia BBOJA YUCIOBBIX 3HAUCHU?
Kak 3anuceiBaercs B siueiiky hopmyna?
Kak B stuelike oToOpakaeTcst TEKCT?
Kaxkue cymiecTByroT cmocoObl BbIICTICHUS STYCEK?
10 Kak ocymiecTBisieTcs BBOJ JaHHBIX B TYCUKU?
11. Kakue CymiecTBYIOT CpE/ICTBa PEIaKTUPOBAHUE JTaHHBIX, SYEEK,
JIMCTOB?
12. Kakue cCymiecTBylOT CpeAcTBa  (POpPMATHPOBAHUS  STUEEK,
CTOJI0II0B, CTPOK?
13. U3 gero cocrost Gpopmyiibr?
14. Kakue CylecTBYIOT BUJIbl ONIEpaIIUii?
15. Kakue CcyiiecTBYIOT BU/IbI CChIIOK?
16. Kak ycTaHOBHUTH CBSI3b MEXKAY SUEHKaMH, PACTOIOKEHHBIMU Ha
Pa3HBIX JUCTAX paboyell KHUTH?
17. Kak ucnosib30BaTh CTaHIAPTHBIC PYyHKITUN?
18. Kak Ha OCHOBE pSAJIOB JIAaHHBIX TTOCTPOUTH JUATPAMMY?
19. Kakwue cymecTByOT apaMeTphl TUarpaMmbl?
20. Kakwue cymiecTByIOT cpeacTBa hopMaTUpOBaHUS TUATPaMMBbI?
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