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SJIEKTPOHHBIE TABJIMLUbI EXCEL

Excel — nporpamma 3n1eKTPOHHbIX Tabnul, MO3BONAKOWLAA paboTaTb C AaHHbIMU
(4uncnamu 1 cuMBONaMu), opraHvU3oBaHHbIMU B BUAe Tabnumy. Excel MoxeT co3fasartb
rpadmyeckmne N306paXkeHns 1 anarpaMmmel, ynpaendaTb 6a3aMu JaHHbIX U T.[.

[l0CTOMHCTBA 3/1EKTPOHHBIX TabNNLL:

- JIErKOCTb M 6bICTPOTa BBOAA MH(opMaumn. Bo3MOXKHOCTb MOBTOPeHMs (KOMUpPO-
BaHMWA) OAHOTUMNHOW MH(opMaLuK;

- BO3MOXHOCTb C MOMOLLBI0 (DOPMYN 3aJaBaTb 3aBUCMMOCTb OAHMX 3HAYEHWUA OT
APYryX U pacnpoCTpaHATb 3TV 3aBUCMMOCTMN Ha ApYrie 3/1eMeHTbI TabnuLbl;

- chopMMpoBaHHasA 3M1eKTPOHHaA Tabimua cpasy e CTaHOBUTCA [OKYMEHTOM, KO-
TOPbI MOXHO JIErKO MOAWUMULIMPOBATL U BbIBOAWTL HA MeYaThb.

Paboyee OKHO 3/1eKTPOHHbIX Tabsnmu, Excel npeactasneHo Ha puc. 1.
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PucyHok 7 — Bug pabouero okHa Excel

B paboueit 06nacTu okHa Excel pacrnonaratoTca nofgunHeHHble OkHa. OfHOBPEMEH-
HO MOXET ObITb OTKPbLITO HECKO/IbKO NMOAYMHEHHbIX OKOH, B K&XXAOM M3 KOTOpPbIX OT-
KpbIBaeTCa 0fjHa paboyast KHUra.

Pabouas kHura — ato painn Microsoft Excel, cogepxxalimii 0AuvH U HECKO/bKO pa-
604MX NINCTOB.

Pabouuii iMcT — cama Tabnuua unn amarpamma. Ipu 3arpyske pabodent KHUru 3a-
rpy)atoTcs Bce ee paboume NUCTbl. BHM3Y OKHa paboyeli KHUTN HaXoaaTCst ApSbIKK pa-
604MX NNCTOB: «JTUCT 1», «JIUCT 2» U T.4. MOXHO Bbl6paTb HEOOX0AMMbIA pabounii
JCT LLIENYKOM Ha COOTBETCTBYHOLLEM fAp/ibiKe. Ha3BaHWe TeKyLLero Ap/bika Bblaenset-
CA NONYXXMPHBLIM LUPUGTOM 1 CBET/IbIM (DOHOM.

Pabounin nuct npeactaBnsieT cob60M CeTKy, cofepkawlyto 16384 cTpok u 256
cTon6L0oB. CTPOKM NoMeYeHb! udpamu oT 1 o 16384, a cTonbubl — 6yKBamu: nepsblii
A, 26-n - Z, 27-n — AA, 52-ih — AZ, 53-Ii — BZ n T.4. g0 256-ro (KoTopbli 0603Ha4eH



V). O6nacTb nepeceyeHnst CTPOKM 1 CTONBLA Ha3bIBaeTCA AYeliKoil. Homep CTpokM u
0603HaYeHNe CToNOLA OAHO3HAYHO OnpeaensoT agpec aveinkun. Hanpumep: C8, AA14.

B agpece A4eliku nepeg vMeHeM CTonbUa WU/WUAM HOMEPOM CTPOKM MOXKET CTOATb
CUMBON «$» 03HaYatoLWMIA, YTO HOMep CToNBLa U/MNN CTPOKM COOTBETCTBEHHO SB/ISET-
CA abCo/OTHLIM. B MPOTUBHOM C/yyae afpec OTHOCUTENbHbINA. py KONMpoBaHUW aj-
pecoB abCosOTHbIE afpeca He U3MEHAKTCA, & OTHOCUTE/IbHbIE — MEHSAKOTCS B COOTBET-
CTBWM C Hanpas/IeHNEM W BENIMUYMHOM NepeHoca.

AfpecoBaTb MOXXHO He TO/IbKO OTAe/IbHble SYENKM, HO U COBOKYMHOCTb CMEXHbIX
Aueek (6110K): NPAMOYro/ibHUK UK YacTb CTPOKKN MM cTonbua. Aapec 610Ka 3agaeTcs
KOOpAuHaTaMn ABYX ero npoTMBOMOMOXHbLIX YrN0B, pa3fefieHHbIX [ABoeTouveM. Ha-
npumep: C2: D6, $C2 : $C8, C$2 : ES2.

B Excel oiHa 13 a4yeek paboyero nucta Bcerga sABseTcs akTUBHOW. Ha akpaHe oHa
BblAeNeHa XXMPHOW paMKoi. Ee copep>xmMmoe BbIBOAMTCA B CTPOKe (DOPMY/ B BEPXHEM
CTpouKe OkHa Excel nof CTPOKOM MeHK W CTaHAAPTHOW MaHe/bid WUHCTPYMEHTOB
(CM). Mepeauratbea Mo paboyemy NINCTY MOXHO C MOMOLLbIO KnaBuLL yrpaB/ieHNs
KypcopoM. MOXXHO cpa3y LLEeNKHYTb MbILIbO Ha TPebyemoil syelike, YTOObI BblAENNUTD
ee (caenaTb TEKYLLER).

BblgenMte MOXHO He TOMbKO OfHY AYelKy, HO U HekoTopyro rpynny (6n0k). Ans
3TOro Heob6X0AMMO NOMECTUTL yKasaTeNb Kypcopa B Kakou-nvMbo yron 610ka v nepe-
TaWuUTb ero B NPOTMBONEXAWMA. ECv Npu aTOM HaXKaTb M He OTMYCKaTb KnasuLly
<Ctrl>, TO MOXHO BblAeNNTb HECKO/IbKO FPynn syeek. [Na BblgeNleHUA BCe CTPOKM
CeayeT LeNKHYTb Ha ee HOMepe, a rpynnbl CMeXHbIX CTPOK — NpoTawuTb Kypcop Mo
MX 3aro/ioBKamM. 370 XKe OTHOCUTCA U K CToN6LaM.

Kaxkgas sveiika MOXeT cofepXKaTb TeKCT, YMCcno, opmMyny UAn BOOGLLE HUYEro.
dopmyna Ha4yMHaeTCs CO 3HaKa «=» W MpefcTaBnseT co60M cnocob BbIMUCIEHNA 3HA-
YEHWS C UCNONb30BaHNEM UH(OPMALIMM, XPaHALLEACA B APYrMX SYerKax.

[ns BBOAA B AYeliKy MH(OpMaumu cnefyet cAenatb ee akTMBHOW M HabpaTb WH-
(hopmarmio. Habupaemas nHgopmarms otobpaxaerca B CTpoke dopmyn. [ns ee nepe-
HOCa B AYelKy crieflyeT cAenatb NOATBEPXKAEHMe: HaxKaTb <Enter> nnun neperiTtn K apy-
rov siverike. MoaTeBepXKaeHMe BbIMOMHAETCA TakXkKe LUENTYKOM MO KHOMKe B CTPOKe

¥ thopmyn. Mocne nopaTBepKaeHNs hOPMYy/bl B AYeliKe MOKa3bIBAeTCA Pesysib-
TaT ee BbINosHeHNA. OfHAKO (haKTUYEeCKM B AYelike XpaHMTCA (hopmynia U B CTPOKe
(hopMyn oTpaxKaeTcs UMeHHO hopmyna (T.e. COLEPXKMMOe SYeiKK), a He pe3ynbTaT ee
BbINOMHEHUA. ECny HabpaHHbIA TEKCT He MOMELLAETCA B AYeliKe, OH «MepeTekaeT» B



crnefytolme He 3aHATbIE NpaBble. TOT TEKCT ByaeT obpesaH MepBoOit Xe 3aHATON (He-
MYCTOIN A4EinKOoNn).

[na pefakTMpOBaHUA COAEPXKMMOro SYeKnm HeobXoAuMMO MPOM3BECTM ABOWHOW
Le/TYOK Mo Tpebyemon fvelike (MM HaxXaTb KnaBuwy <F2>), BHeCTM HeobXxoAuMble
N3MEHEHWS U MOATBEPAUTD UX.

[Nns 3aMeHbl BCEro COAEPXXUMOro SiYenkn HeobXOAMMO BbIAeNUTb (aKTUBU3UPO-
BaTb) TPebyemyto A4YeiKy, BBECTU HOBbIE JaHHbIe N MOATBEPAUTDL UX.

[N NOMHOro yfaneHus COAEPXKUMOro BblAeNeHHOW AYelKu crefyeT MPUMEHUTb
KomaHay lpaBka - Ounctutb - CofdepXXumoe mMAnM KomaHay O4MCTUTb KOHTEKCTHO-
3aBMCUMOr0 MeHI0, KOTOPOe BbI3bIBAETCS LLUENYKOM NPaBoO/ KHOMKW MbIWW MO Bblje-
NEHHOW fiveitke. Y aannTb COAEPKUMOE BbIAENEHHON AYENKN MOXKHO TakXKe HaKaTuem
Knasuwmn <Delete>.

KonuposaHwue gaHHbIX B Excel nponcxogut B YeTblpe aTana:

1 BbleneHme a4enkn nnm 610kKa, KOTopble HY)KHO CKONMPOoBaTb (MCXOAHbIN GMOK).

2 KonunpoBaHue nx coep>xmmoro B 6ytep oomeHa Clipboard ¢ nomoLubto KoMaHabl
MpaBka - KonupoBaTb ( nnn Haxatuem <Ctrl>+<C>, unm kHonkoin  Ha CIW,

MNN KOMaHo KonmnpoBaTb B KOHTEKCTHO - 3aBUCMMOM MEHHO).

3 BbleneHne A4ekn unu amanasoHa, KOTopblil 6yaeT coaepxXaTb CKOMMPOBaHHbIN
marepuan.

4 BcTaBKa B BblAe/IEHHbI AMana3oH CoAepXMMoro 6ytepa o6meHa C NMOMOLLbHO
KOMaHAb! MpaBka - BcTaBuTb (MM HakaTveM <CtrI>+<X>, WM KHOMKOWA
Ha CIN, B v KOMaHAoin BcTaBuUTb B KOHTEKCTHO - 3aBUCMMOM MEHHO).

MpvmMeyaHne. BCTaBUTb KONUPYeMbIA MaTepran MOXHO TakxKe, HaXKaB KaBuLly
<Enter>, npefBapuTeNnbHO MOCTABMB KYPCOP B BEPXHIOKD /IEBYIO AYelKY BblAeNeHHOro
AnanasoHa, KOTopblid OyAeT coaepXXaTb KONMPYeMbIA MaTepuar.

Ecnn Konupyemblil 1 NPUHUMAKOLLMIA A1ana3oHbl PacnonoXeHbl Heaaneko Apyr ot
[pyra, KOnvpoBaHMe MOXHO OCYLLECTBUTL CefYHOLMM 06pa3oM:

1 BblgennTtb AvanasoH, KOTOpbIA HeOB6X0AMMO KOMMPOBaTb.

2 HaxaB 1 yaepxmBasi Knasuily <Ctrl>, nOMeCTUTb yKasaTeNb MbILIN Ha FpaHnLy
BblAeNeHHOro AvanasoHa. K ykasaTesito Mbllimn J06aBUTCA Ma/IeHbKUIA 3HAK «+»,

3 MNepeTawyTh MbILLLIO PaMKy BblAeNeHHOro AxanasoHa Ha HOBOe MeCTO.

4 OTNYCTUTb KHOMKY MbILLIN.

[ns nepemeLLieHNA AaHHbIX HE06XOAUMO BbINOMHUTL CNeAYyHoLLEe:

1 BblgennTb SYeiiky Unv nmanasoH, npeAHasHaueHHble 415 nepemeLLeHns.



2 BbinonHnte kKomaHgy [lpaBka — Bebipesatb (MM HaxaTb KOMOWHALMIO

<Ctrl>+<X>, nnn HakaTb KHOMKY ® ha CIW, nnn BblbpaTb KoMaHAy BbipesaTs B
KOHTEKCTHO- 3aBUCYMOM MEHIO).

3 BblgenuTb AvanasoH, KOTopblil 6ydeT coaep)KaTb NepeHOCUMble faHHble (MOXHO
yKasaTb IMLLb NIEBYH0 BEPXHIOHD AYEIKY 3TOr0 AnanasoHa).

4 Haxatb <Enter>.

Ecnn nepemellaemblii nanasoH COLEPXMT (POPMY/bl CO CCbIIKAMW Ha Apyrue
AYENKN, 3TN CCbINIKN OCTaHYTCA HEU3MEHHbLIMM.

B npesenax ogHoOro nucTa nepemeLleHmne aHHbIX MOXXHO OCYLLIECTBUTL C MOMOLLIbIO
nepetacknsaHus. [1518 3TOro He06X04NMO

1 BblfennTb UKy Uv AnanasoH, npefHasHaueHHble /15 NepemeLLeHns.

2 YCTaHOBWTb YKasaTe/lb MbILIM Ha OAHON M3 YEeTbIPEX rPaHuUL, SUenkn unu auana-
30Ha. Mpu 3TOM yKasaTenb NPUOGPETAET BUL, CTPEKMN.

3 lMepeTawmTb BbIAENEHHYHO SUEKY WKW AMana3oH B HOBYK 061acTb paboyero
JINCTA N OTNYCTUTb KHOMKY MbILLW.

B yxe co3faHHy0 Tabnmuy MOXHO BCTaBWUTb HOBYHO fYeliKy, CTPOKY (HECKOJIbKO
CTPOK) nnmn ctonbel, (HECKOMBKO CTO/IOLOB). [15 3TOr0 UCMO/b3yeTca ornepauyoHHOoe
MeHI0 BcTaBKa. HOBble 3/1eMeHTbl BCTaBAKOTCA HA MECTO Bblfe/IeHHbIX, (TO eCTb npea-
BapUTEIbHO HEO6XOAMMO BbIAENNTL T€ 3/IEMEHTbI, HA MECTO KOTOPbIX 6YAYT BCTaB/IEHDI
HOBble). [pn BCTaBKe fYeiKkn (Fpynnbl S4eeK) NOSBUTCSA AMASIOroBOe OKHO, YTOUHSO-
Lee, Kyaa A0/MKHbI ObITb CABUHYTHI BblAENEHHbIE AYENKN: BNPaBO WU BHK3.

[na yaaneHus ayeiiku, rpynrbl sUeek, CTPOKK, cTon16La, He0bX04UMO BbIAENUTL KX,
a 3aTeM BblbpaTb KOMaHAy NpaBka - Y aanuTb.

YpaneHve oTaensHOM opMysbl B paboyem NIUCTe YacTo NPUBOAUT K OLLUMOBOYHBIM
pe3ynbTaTaM B BbIUYMCNIEHUAX APYrnX POPMYS W, YTO XY>Ke BCEro, K HemnpasuibHOMY
KOHeYHOMY pe3ynbTaty. YTobbl n36exxaTb NOA06HbIX NPO6/ieM, HEO6X0ANUMO 3aUTUTb
paboymin NNCT OT U3MEHEHWI CNeayHOLLMM 06pa3oM.

1 Bbibpatb koMaHay Cepsuc - 3awmra - 3alumMTnTb NCT. Ha akpaHe nosBuTCA aua-
JIOroBOE OKHO 3aLlUTUTb JINCT.

2 BblbpaTb cootBetcTBYlOWYO onumio (Copepxkumoe, O6bekTbl, CugHapun) u
LLIeNTKHYTb Ha KHonke OK.

3 B gnanorosom okHe 3aliMTUTL JINCT CYLLLECTBYET TEKCTOBOe Nosie 418 BBOAA Na-
pons:



- €CNW NNCT 3alLMLLIEH Maponem, To ANs CHATWS 3alWTbl HY)XXHO HabpaTb Naposib
eLLe pas;

- C/I1 Naponb He BBe/lEH, N0BOI NONMb30BaTe b MOXET CHATb 3aLLUUTY NACTA.

UT06bI pacneyataTb TabnuLy, HYXKHO BbINONHWUTL KOMaHay Paiin - MeyaTb UK Ha-

aTb Ha KHONKY MevaTb (1€ ) Ha TV,

Excel MpefocTaBNseT MHOXKECTBO HEOBS3aTe/bHbIX MapaMeTpoB, NO3BONSIOLLMX Ha-
CTPOUTH KOHEYHbIF BHELLHWI BUA HaneyaTaHHOM CTPaHWLbl B COOTBETCTBUM C Mpefb-
SBSEMbIMI TpeGoBaHUAMU. TYHKT MeHio Paiin, KomMaHaa Meyvars:

MpHHTER
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THn: HP LaserJet 6L
MopT: LPT1:
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(" BBIAENEHHBIA AMaNasoH

(* BblAENEHHEIE AHCTE! " BCH KHHCY [V PazofpaTh No KOMHAM
OpocMoTp O | OTMEHA ‘

[na TOoro 4ytobbl NPOBEPUTL BCE, UTO MOXET MOB/NATL HAa pPe3ynbTaTbl Meyartu, xe-
naTefibHO caenaTb NPOCMOTP NUcTa nepefd neyarbto.  Microsoft Excel npegoctaBnseT
Tpy cnocoba NPocMoTPa 1 HaCTPOMKW BHELLHErO BMAA NNCTa Nepes nevathblo.

- OObIYHbIN peXxnum. Mcnonb3yeTcs Mo YMOMYaHUI0. Hannydwnii pexxmum gns npo-
CMOTpAa Ha 3KpaHe 1 paboTbl (MYHKT MeHI0 Bug).

- MpeagapuTeNbHbI MpocMoTp. 8 MokasbiBaeT neyaTHyO CTPaHWULY 1 MO3BONSET
NErko HacTpamBaTb CTONOLbI 1 NONSA (MYHKT MeHto daiin).

- Pe>xvm pasmeTku cTpaHubl. [oKa3biBaeT pacnpeseneHune faHHbIX Mo CTpaHuLam
1 NO3BOJISIET ObICTPO HacTpamMBaTb 06/1aCTb MeYaTn 1 paspbiBbl CTPaHUL, (MYHKT MEHIO
Bun):



B ofbiuHei
M Pasmetra cTpanmuE

MaHenH HHCTPYMEHTOE
v CTpoKa thopryn

v CTPOKa COCTOAHHA

KonoHTHTY B ..

Ty MpHMEYaHHA

MpeacTagneqHkAa. ..
Bo BECE 3kpaH

MacwTab...

Mo mepe BbIMOMHEHMS HACTPOEK, BAMAIOLLIMX Ha NapameTpbl NeyaTu ANCTa, MOXKHO
MEePeKoYaThCs U3 OJHOFO PEXWUMA B APYroii Ans MpocMoTpa M3MEHEHWI nepeqd oT-
MPaBKOWA JaHHbIX Ha Neyatsb.

[ns yno6cTBa NPOCMOTPa TEKCTA U M300paXKeHUI A MOXHO YBENNUMBATb UK YMEHb-
WaTb MaclTad. [Ans n3MeHeHs MacluTaba OKHa HY)KHO B PacKpbIBatOLLEMCS CMIUCKE

MacwTab "% ~ BbIGpPaTh HYXKHbI pa3mep 1an BeecTy uncno oT 10 go 400. KomaH-
Ay Maciutab MOXHO BbI3BaTh C MOMOLLbIO MeHH0 Bug:

Macmrah E] @

MaciTab

" 200%
 fitos;

" No BblAENEHHHD
(" nponzsoneHel: (100 %

Ok | OTMEHA |

UToObl BbIBECTU BbIE/NEHHbIA AMana3oH Ha BeCb 3KpaH, BblOMPatOT «Mo Bblgese-
HUO».  I3MeHeHMe MacwiTaba M3006paKeHUss He OTpaXkaeTcs Ha (OYHKUMK neyaTw.
CTpaHuupbl pacreyatbiBatOTCA B HaTypasibHYHO BEIMYMHY, MOKa He 6yaeT M3MeHeH
MacwTab neyatu B AMasioroBoM OKHe [MapameTpbl CTpaHuUubl Ha BKnagke CTpaHuua
(mMeHto Paiin).

JT0 AenaroT, YToObl CTONOLLI UM CTPOKKM He pasbmBainCh NPW Nnevyaty Ha HeCKO/b-
KO cTpaHuy,. MOoXXHO Tak nogo6patb MacluTab, YTobbl JOKYMEHT NOMECTU/CA Ha OfHOM
CTpaHuLEe B LUMPWUHY WK B BbICOTY. B MeH0 daiin BbibepuTe KoMmaHay lapaMeTpbl
CTpaHuubl, a 3aTeMm — BKaakKy CTpaHuua. YCTaHOBUTe MepeksitoyaTe/b B MOMOXKEHUE
pasmMecTuTb He 60siee YeM Ha M BBefMTe 1 B Mosie CTPaHMLAX B LWUMPWHY WX B Mosne
CTpaHuLax B BbICOTY, 3aTEM YA/INTE YACMIO U3 BTOPOrO MONS.
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UT06bl pacneyararb Tabnuuy ¢ gopmynamu, No KOTOPbIM MPOBOAUIUCL BblYMCIIe-
HUS, HE06XOAMMO BbINOMHUTL CNEAYHOLLME AeNCTBUS.

1 CkonupoBaTb TabnuLy Ha HOBbIN JTUCT.

2 BbinonHuTe KomaHay Cepsuc - MapameTpbl - Bua, ycTaHOBUTH (DIAXKOK ONLn
dopmyrnbl. Ha nucte nossaTca (hopMysbl.

3 HaxkaTb Ha KHONKY lMpeaBapuTenbHblii NpocmoTp Ha MIA, Bbi6paTh BKnaaky Ctpa-
HMLA, YCTAHOBUTb TaM KHVXKHYHO UIN a/lbOOMHYHO OpUEHTALMI0 CTpaHuLbl. 3aTeM Bbl-
OpaTb BKMadky JIMCT, YCTaHOBUTbL (haxkKKn onuuii CeTka 1 3arofioBKU CTPOK U CTON6-
uoB. HaxaTb Ha OK, 3akpbITb. [NeyataTb Tabnmuy.

BONbLUMHCTBO BO3MOXKHOCTEN MO (hopmaTnpoBaHmio pabounx nuctos Excel peanu-
3yeTcs yYepe3 MeH0 Popmat. MHOrve KomaHAbl 3T0ro MeHo Ly6/mpyroTCs COOTBETCT-
BYIOLLMMWN KHOMKAMW Ha NaHesIn MHCTPYMEHTOB (puc. 8).

KHOMNKW EbIpaBHUBAaHNA
P KHOMNKa NMUHAA PamMKin

—— |
[pser EH o E x| x[9] =l==]E @I%Imwl:aslsesll 31| <l Tl
\ | I

KHOMKW
ugeTa

KHOMKK LWIpUCHTOB KHONKKW thopmMaTpoBaHuA
yncen

PUCYHOK 8 -l1aHenb NHCTPYMeHTOB dPopmMaTMpoBaHme

Bce BO3MOXHbIE KOMaHAbl (hopMaTUpoBaHMsA aveek unm nHtepsana (6/10Ka) Bblae-
NEeHHbIX YeeK NnpeacTaB/eHbl AUaN0roBbIM OKHOM dPopmar fyeex.
[wnanorosoe okHO ®opmaT HA4yeeK OTKPbIBAETCS:



1 Mo KomaHge Popmat — HAYeliku ornepauyioHHOro MeHHO.

2 Mo kKomaHae Popmat AveeK KOHTEKCTHOrO MeHHO (A9 ero Bbi30Ba Hao LLENKHYTb
MPaBoi KHOMKOI MbILLW Ha BblAeNEHHOM B/10Ke S4eek).

3 KombuHauueli knasmw <Ctrl> + <1>,

[nanorosoe okHO Popmat A4eek UMEET 6 BKNAAO0K.

Yncno — n3MeHseT BUZ, YMCeN Ha 3KpaHe (HO He peasibHO XpaHUMble 3HaYeHNs).

BblpaBHMBaHWE — N3MEHSIET CNOCO6 BbIpaBHMBaHUA AaHHbLIX B SiUeiiKax.

LLIpndT — N3MeHSET LWPUAT, ero pasmep, LBET U HayepTaHue.

PamKka — NMo3BO/ISeT BblYepUMBaTb PaMKM BOKPYT AYEEK NN NHTEPBA/IOB AYEeK.

Bug — n3MeHseT (hoH B f4eitkax (UBeT) YTo6bl MPYBIEYb K HAM BHUMaHME.

3awmta — nNo3BoNSET CKPbITb (HOPMY/Ibl UK 3a6/10KMPOBaTb AYENKN (YTOObI HEMb3s
ObI/10 CNyYaliHO U3MEHWUTD).

YT06bI BbICTPO YCTaHaB/IMBaTbL CTaHAAPTHbIE POPMATbI YMCEN, MOXHO MCMO/b30BaTh
KHOMKW NaHenn UHCTPYMEHTOB hopmaTrpoBaHus (Tabn. 1). Mpwu wenyke no ogHon u3
3TUX KHOMOK aKTMBHas s4elika NpMobpeTaeT COOTBETCTBYHOLLMIA YACNOBOM opmar.

Tabnuua 3 — KHonku hopmatrpoBaHus vmcer

KHon .
HasBaHuve KHOMKwW YcTaHaB/iMBaembIv hopmaTt

e [eHeXxHbIn hopmat [l06aBNseT CUMBON AEHEXHONM eAuHULbI, Npoben ans
= OT[eNeHns YMCen 1 BblAaeT Ha 3KpaH 3HayeHne C ABY-
Ms 3HaKaMmn Moce AeCATUYHON 3ansToi.

ar MpoUeHTHbIN opmaT BblgaeT Ha akpaH 3HaueHVe B NPOLiEHTaX, He y4NTbIBaA
3HaKu nocse AeCATUYHOI 3anATow

100 dopmar ¢ pasgenurtenamu | Pasgensdet paspagbl uncen

+a0 YBENNUUTb PaspsigHOCTb | YBENMUMBAET KONIMYECTBO LGP Nocne 3ansToi Ha of-
2 Hy
00 YMeHbLUNTb Pa3psifHOCTb | YMeHbLUIAET Ha 0AHY KOMMUYECTBO Lyhp Noc/e 3ansToii

Ecnv HX 0fHA U3 KHOMOK He MPeACTaB/seT HYXXHbIA (hopMmat, UCMOo/b3YyT AUanoro-
BOe OKHO Popmar s4yeek. B 3TOM OKHe HeOOXOAMMO LLUENKHYTb MbILbKO MO BKIaLKe
Yucno 1 BblbpaTh B cnvcke Yucnosble hopMaTbl 04HY U3 12 KaTeropuid goopmatos. Io-
C/le 3TOro npasas YacTb BKMaAKN U3MEHUTCS, NPeACcTaBnsas Ans U3MEHEHNA COOTBETCT-
BYHOLLME 3TON KaTeropuu onuuu. Mocne yCTaHOBNEHMS BCEX HEOOXOAMMBIX NapameT-
POB U LWenyka no kHorke OK, BblfenieHHble AYENKN NPMobpeTyT COOTBETCTBYIOLLUIA
(hopmar.

MprMeyaHue. Ecnn cofiepxvMoe S4einku BblLaeTcs Ha 3KpaH B Buze Habopa ycnos-
HbIX 3HAKOB (Hanpumep, ##HE#HH##), 3HAUMT CTONGEL, CAULLKOM Y30K 15 TOro, YTOo6bl



BbIBECTM 3HaYEHWE AYEiKN B BbIOPAHHOM YMC/IOBOM (hopmaTe. B aToM cnydae Hago munm
M3MEHWTb YMCNOBOV (HOpPMaT, UMW YBENMUUTD LLIMPUHY KOMOHKM.

Mo yMonYaHMio COAEPXKUMOE SIYEKI BbIPAaBHUBAETCS MO HKHEMY Kpato, Mpu 3TOM
ymncna - BbIPaBHUBAKOTCS BMPABO, TEKCT - BNEBO.

YacTo 1cnonb3yemble NapameTpbl BbIpaBHUBAHWS SUeliki UK BbleNeHHOro anana-
30Ha f4YeeK MOXHO 3a7aBaTb C MOMOLLbIO KHOMOK MaHen! UHCTPYMEHTOB (hopMaTupo-
BaHWS:

=1 -lo neBomy Kpato , | | -0 LeHTpYy, EI -I'lo npaBomMy Kpato U -
O6beanHUTL Y MOMECTUTB B LIEHTpE.

BceBo3MOXHbIe CNOCO6bI BbIpaBHMBAHWS COAEPXMMOI0 SUENKN KN Anana3oHa sue-
€K Nnpe/cTaB/eHbl B ANaioroBom okHe dopmat sa4veek (puc. 9).

YToObl BbIPOBHATL COAEPXKUMOE SUeeK, HEOOXOANMO LLENKHYTb MbILLIKOW Ha BKNai-
Ke BblpaBHMBaHMe. 3aTeM BblOpaTb HYXXHYHO OMUMIO TOPU30HTA/IbHOIO UN BEPTUKA/b-

HOr0 BbIpaBHMBAHWS, OPMEHTaLMI0. ECIM HEO6X0AMMO 3ano/IHUTL SYeliKy TEKCTOM B
HECKO/IbKO CTPOK, TO He06X0AMMO YCTaHOBUTb (hN1aXKOK ONLMK NepeHOCTb Mo CoBaM.
Ecnu TpebyeTcs 06beAMHUTL HECKONBKO SiUeeK B OfHY, HanpumMep, ANs CO3AaHMs Kpa-
CVBOrO 3arofioBKa Tab/nmubl, TO NOC/Me NPeABapUTENbHONO BblAENEHMS SUeeK, HeobXo-
AVMO  YCTaHOBWUTb (hNaXkoK onuum O6beanHeHne sdeek. O6beANHUTL BblAeneHHble

AUeliKM MOXKHO TaKXXe LLEMYKOM Ha KHOMKe Ha MaHennm UHCTPYMeHTOB dopmatii-
pOBaHVe.



P opMaT AYEEK
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PucyHok 9 —[lnanorosoe okHO Popmat Ayeek. Bknagka BbipaBHyBaHMe

Jlerye BCero M3mMeHUTb LUPUGT, ero pasmep, HauepTaHne 1 LBET ANS TeKCTa B Bblje-
NEHHbIX AYeilkaxX C MOMOLLbI0 KHOMoK LWpudT, Pasvep wpudTa, MonyxnpHeli, Kyp-
cvB, MogyepkHyTbIv, LiBeT thoHa, LiBeT wpudrta Ha naHennm MHCTPYMEHTOB (hopmatu-
poBaHMs. HeobXoAMMo NPOCTO BbIAENUTL AYENKM, LUENKHYTb MO COOTBETCTBYHOLLEN
KHOMKe 1 BbIOPaTh HYXXHbIV LUPUQT 1 pa3mep B PaCKPbIBAKOLLMXCA CMUCKAX.

KoHTponmpoBaTh cpa3y HECKO/IbKO NapameTpoB LPUMTa MOXHO C MOMOLLbIO Anasno-
roBoro okHa dopmar fyeek. [ns aTOro HeOO6XOAMMO LLENTKHYTb MbILLIKON Ha BKNafke
LWpndT (prc. 10), caenatb HeO6X0AMMbIE U3MEHEHUSA: U3MEHUTb HavyepTaHMe LWpudTa
(Nony>XXMpHBIA, KypcuB), ero apyrve atpmoyTtbl (MoAyYepKMBaHue, LUBET) U pas/inyHble
apekTbl (NepeyepKmBaHme, BEPXHUIA U HXHUIA MHAEKCHI). [locne 3TOro LWeNKHYThL Ha
KHonke OK.



P opmar AYeeK

T arial
T Arial Black,
T Arial CE

T Arial Cyr
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PucyHok 10 - Auanorosoe okHo PopmaT saueek. Bknagka Lpudt

UTo6bl 3aKNHOUUTL SUENKY UK TPYNMy s4eek B pamKy, HeoOXOAMMO BbINOMHUTb
crefytoLme aeicTaus.

1 LLlenkHyTb MbIWbiO Ha BKNagke MpaHuua (puc. 11) B AmanoroBom okHe dopmar
AYeeK.

2 BblbpaTb HauepTaHue MHUA B Nosie TUn IMHUK 4MaioroBOoro OKHa.

3 BblbpaTb pacrnonoXxeHne MMHUIA paMKM Ha BHYTPEHHUX U BHELLHUX FpaHuLax Bbl-
[leNIEHHbIX AYeeK, LeIKHYB Ha COOTBETCTBYHOLLIMX KHOMKaX.

4 WenkHyTb Ha KHonke OK, 1 BblbpaHHas YacTb paboyero nMcTa byaert 3ak/oyeHa

B PamKy.



P opMar AYEEK
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PucyHok 11 - [inanorosoe okHO PopmaT a4eek. Bknaaka I'paHumLa

[lns 6onee GbICTPOro 06PaMNEHNS BblAENEHHbIX SUYEEK UCMONb3YOT KHOMKY [paHu-

Ubl (EILH), PacnoOXeHHYH0 Ha MaHesim MHCTPYMeHTOB dopmaTupoBaHue.

Excel nmeeT BO3MOXHOCTb BbINOMHATL (POPMATUPOBaHME Cpa3y BCEX fUeeK Bblfe-
NeHHon cTpokm (Popmart - CTpoka) unu ctonbua (Popmat - Ctonbew). MpeasapuTesb-
HO HeobXoA4VMble CTPOKM (CTO/OLbI) HEO6X0AMMO BbiaennTb. Obe KOMaHbl MEHT Ba-
PUaHTLI:

CKpbITb — fieNaeT HEBUAMMOA CTPOKY WK CToNGeL,.

OTo6pasuTb — AenaeT BUAUMbIM CKPbITble CTPOKM WX CTONMOLbI, CTOALLME MEXAY
Bble/IEHHbIMX CTpOKaMu (cTonbuamu), T.e. NpPeLBapuUTeSIbHO HeOOXOAUMO BbILENUTb
CTOSILLME CBEPXY W CHW3Y (CNeBa 1 Cnpasa) OT CKPbITbIX CTPOKU (CTONM6LLbI).

BbicoTta (LUnpuHa) — M3MeHSET BbICOTY (LLUMPWHY) BblAeNeHHbIX CTPOK (CTON6LOB).
3TV onepaumm MOXKHO BbIMOSIHUTL MYTEM MepeTacKMBaHUA HKHeW (NpaBoii) rpaHnLbl
HOMepa CTPOKM (cTon6La) Ha pamMKe paboyert Tabmupbl.

ABTONOA60p BbICOTHI (LLUMPUHBI) — BbINOMHAET MOAIOH BbICOTbI WX LUMPUHBI B CO-
OTBETCTBMU C CaMbIM BbICOKAM LUPUQTOM B CTPOKE UK CaMbIM A/IMHHBLIM 3/IEMEHTOM B
cTonbue.

dopmyna B Excel- 310 cnocob BblUMCIEHNSA C UCMO/b30BaHMEM MHDOPMaLMK, Xpa-
HALLENCS B ApYyrux syeiikax. CCbINIKM Ha AYeliK/ OCYLLECTBASKOTCA MO MX agpecam (0T-



HOCUTENbHBIM WU abCoMOTHBIM). ABCOMKOTHAA CCbl/IKA MCMO/b3YeT B CBOEM afpece
[Ba 3HaKa Aonnapa: OAvH - ANA CTOoN6LUoB, APYroi - And cTpok. Mpu KonvpoBaHMK
(hopMynbl C abCOMKOTHOM CCbI/IKOI, NOCNEAHAS HEe NOArOHSeTCA MOf CKOMMPOBaHHYHO
Ayeiniky. OTHOCUTENbHAsA CCbl/IKa, HA0bOpPOT, MPUCNOCab/MBAETCAS U BUAOU3MEHSETCS
npy KonmpoBaHuy hopmynbl. Excel Takke paboTaeT co CMeLLaHHbIMU CCbl/IKamu, B KO-
TOPbIX IMLWb OAHAa YacTb agpeca ABnseTcs abCcontoTHOW. B Tabn. 4 nokasaHbl BCe BO3-
MO>XHbl€ BU/bl CCbINIOK Ha AYEiKN.

Tabnmua 4 - Bugbl ccbinok

Mpume
P P Bug ccbinku

Al OTHOCUTeNbHadA cCblnika
$A$1  AGCONOTHaA CCbiNKa
$A1 CmelLLaHHas ccblnka (agpec cTonbua asnsetTcs abCcontoTHOM CCblfl-
Koi1)
A%l CMelLIiaHHas cCblfika (aapec CTPOKM ABNSIETCA abCOMOTHOW CChINKOWA)

[ns 3a0aHnA OTHOCUTENILHOTO agpeca AYenkn uam 061acT sueek B hopmysne MOoX-
HO BbIENNTb X B TabuLe.

BBog thopMy/ibl HAUMHAETCS CO 3HaKa «=».

[ns HanucaHua opMyn UCNOMb3YHTCA OMepaTopsbl:

- apudmeTunyeckme: +, -, * /1, % , " ;

- CpaBHEHUS: =, >, <, >, <, <>

- CBA3N: . - AnanasoH (=CYMM(B1:C10));

; - 00beanHeHne (=CYMM(AL;A3;B1:C4));

- COeAVHeHNs TeKCToB: & (= «obLee konn4yecTso B» &C18 «rogy:» &D1).

Vepapxusa (CTapLUMHCTBO) Onepauuii - eCTeCTBEHHas, Kak B Matematuke. a5 nsve-
HEHWA nepapxmnn UCMosb3yKTCSA KPYr/ible CKOOKM.

B dhopmynax moryTt ncnonb3oBatbc BCTPOeHHble hyHKumn Excel (6onee 300 dyHk-
M), KOTOpble LEeNIATCA Ha CeAyHoLLmMe KaTeropun: MaTeMaTUyecKre; CTaTUCTUYECKNE,;
(PMHaHCOBbIE; NOTNYECKME; TEKCTOBbIE; (DYHKLMW AaTbl MU BPEMEHW; YHKLUW CCbINOK U
MaccuBoB; (YHKUMWM A1 paboTbl ¢ 6a30iM AaHHbIX; (YHKUUWM NOTMYECKMX MPOBEPOK
CBOWICTB U 3HAYEHUIA.

[ns BBOAa (PyHKUNIA B Excel ncnonb3yeTca naHens opmyi.



UTOoOblI BBECTU (PYHKUMIO C MOMOLUGK NaHenn gopmys, HeobXoAMMO BblAe/nTb
A4eliKy, KoTopas 6yaeT cofepyXaTb 3HayeHne PyHKUMN, U BbIMNOHUTL KOMaHay BcTas-

Ka - DYHKUMA (UM HXKaTb KHOMKY BCTaBuUTb PYHKUMIO (Iil) Ha CTaH4apTHOW naHe-
NN NHCTPYMeHTOB. Excel BbiBeAeT Ha a3KpaH OKHO MacTtep yHKUuiA — war 1 u3 2 (puc.
12).

B cnucke ®yHKUMA COLEPXXUTCA NOMHbIA NepeveHb LOCTYMNHbIX (DYHKLMIA BblOpaH-
HO KaTeropun. MOWCK (PYHKUMM OCYLLECTBASETCA NyTeM MOC/ef0BaTe/IbHOr0 Mpo-
cMOTpa cnucka. Ans Bblbopa PYHKUUN Kypcop yCTaHaB/MBAETCH Ha UMS (DyHKUuK. B
HVKHEN YaCT OKHa NPUBELEH KPaTKMiA CUHTAKCUC M CNpaBKa 0 HasHayeHUW BblOupae-
MO PYHKLMW.

KHonka CnpaBka Bbl3blBaeT 3KpaH CrpaBku Ans (DYHKLMKU, Ha KOTOPOW YCTaHOB/EH
Kypcop. KHornka OTmeHa npekpatyaeT paboTy. Mpu Haxkatum Ha KHornky OK ocyulecT-
BNSETCS MEPEHOC B CTPOKY (POPMY/NT CUHTAKCUUYECKOW KOHCTPYKLUMK BbIGpaHHOW (hyHK-
LMW 1 Nepexos, K naHenun opmyi.

MaHenb chopmyn (puc. 13) BbIBOAUTCS HEMOCPEACTBEHHO NOJ CTPOKOM (opmyn. Ee
MOXHO NepeTaLiuTh B NH060e MECTO Ha 3KpaHe.

MaHenb hopMyn npefnaraeT 3afaTb apryMeHTbl (YHKLMK (afgpeca A4eeK Co 3Hade-
HUAMW WIN CaMW 3HAYeHWs). DTN aprymeHTbl MOXKHO BBOAWTL BPYUHYHO, @ MOXHO Bbl-
[enuTb B Tabnmue. B npolecce BBOAA apryMeHTOB MX 3HAYEHUA OTPAXKAKTCA Cnpasa OT
nons Beofa. B npaBom BepXHeM Yry B rnosie 3Ha4YeHne OTPaKaeTCs pe3y/nbTaT BblUMC-
NeHns (OYHKLUUN C y>Ke BBEAEHHbIMW aprymMeHTamu. 3aBeplUeHne BBOAA aprymMeHTOB
BbINO/HAETCA HaXxaTneM KHonkun OK.



Macrep ¢pyHEumi - war 1 us 2

10 HEAAEHD HCNONES0EAEWHMECA
MNHEA anbaEHTHEIM NEpEYEHE:
PHHAHCOELIE

faTa v spema

MaTemMaTHIeCKHE
CTaTHCTHYECKHE

CCEINEM M MECCHEERI

PaboTa © Basof 4aHHE
TEKCTOERIE

PrcyHoK 13 - OkHO MacTep (hyHKumin — war 1 n3 2

[N BCTaBKM (DYHKLMN B Y)Ke CYLLECTBYIOLLYHO (DOpMY/TY, HEO6XOAUMO LLESKHYTb Ha
kHorke W3smennts dopmyny ( B=l ) B cTpoke thopmyn gns otobpaeHus naHenm
(hopmyn. 3aTemM He06X0AUMO MOMECTUTb KYpPCcop B TOM MeCTO (hopMy/ibl, Kyaa TpebyeT-
A BCTaBUTb (DYHKLWIO, U BbIOPATb HY)XXHYIO (DYHKLMIO U3 CIMCKA (YHKUWIA.

[Mpy HEO6XOAMMOCTN KOPPEKTUPOBKMN 3HAYEHUIA apryMeHTOB (hYHKLMUW HEOOX0AMMO
YCTaHOBUTb KYpPCOP B AYelKY, COLepXallum hopmMyny, 1 LeNKHYTb Mo KHomnke 3me-
HUTb (DopmMyny B CTpoke qopmyn. ossutcs naHenb qopmyn. 3atem Heob6XoLMMO
LWeNKHYTb Ha pefakTMpyeMor (hyHKUMM B 3anucy (hopmysbl U C NOMOLLLKO NaHem
(hopMy/1 OTKOPPEKTMPOBATL apryMeHTbl PYHKLUNN.

Bo3MOXeH Takxe BapuaHT HeNOCpPeACTBEHHOr0 BBOAA (hOPMY/ibl, COAepKaLLen nme-
Ha 1 NapameTpbl BCTPOEHHbIX PYHKUWIA (6e3 BbI3oBa NaHenn gopmyn). Beog topmynsl
HauVMHaeTCs COo 3HaKa «=». [lanee cnefyet BBeCTU UMSA PYHKLWW, a B KPYT/bIX CKOOKax
YKas3blBaloTCA ee aprymMeHTbl B MOC/NeA0BaTe/IbHOCTW, COOTBETCTBYHOLLEN CUHTAKCUCY
(yHKUMK. B kayecTBe pasgenvTenss aprymeHTOB WCMOMb3YeTCA BblOPaHHbIA NpU Ha-
cTporike Windows pa3genutesnb, 06bI4HO 3TO TOUKa C 3ansTon (;) unm 3anatas (,).



Pucyrnor ? — Haneas gapreyn

Hanpuwmep, B sueliky C10 BeeaeHa opmyna: =CYMM(B1:B8;C8;C9).
[na aBTOMaTM4eCcKoro CyMMMPOBaHWUA 4dncen € nomolbio gyHkumn CYMM wnc-

NONb3yeTcs KHOMKa ABTOCYMMMPOBaHMe (=) Ha CTaHAapPTHOI NaHenu MHCTPYMEHTOB.
Mpy HaXXaTMM KHOMKW A5 CYMMMUPOBaHUA NpeanaraeTcs AuanasoH sveek. Ecnm npeg-
NOXEHHbIVA [1ana3oH He MOoAXOAWMT, HEOOXOAMMO MepeTalimTb yKasaTelb N0 CyMMU-
pyeMbIM f4eikam 1 HaxKaTb Knasuwly <Enter>.

Excel no3sonsert co3gasartb guarpaMmbl Kak Ha OL4HOM paboyem NIUCTe C LaHHbIMK,
TaK U Ha OTAeNbHOM NNCTe paboyein KHUru. AuarpaMmmMa, NOCTPOEHHas NPsiMO Ha pabo-
Yem JINCTe, Ha3blBAETCA BHEAPEHHOW. Ecnn fuarpamma pacnosioxeHa Ha OTAe/IbHOM
NINCTE, TO 3TOT JINCT Ha3bIBaETCA /IMCTOM [marpaMmm.

[nsa co3gaHua guarpamMm MCrosib3yetcs mactep avarpamm. 310 yHKumsa ECXEL,
KOTOpas C NMOMOLLbIO YeTbIpeX 4UaoroBbiX OKOH MO3BOJIAET MOMYYUTb BCHO HEOOXOAN-
MY MH(OpMaUMIO AnA NOCTPOEHUS Anarpammbl. [ns Bbi30Ba mactepa  [Aua-
rpaMm HYXXHO LLEeNIKHYTb Ha KHOMKe MacTep gunarpamm ( ) E Ha CTaHAapTHOM
naHesn NHCTPYMEHTOB.

MepBbIi War MacTepa AuarpamMm no3BonseT BblbpaTh TUN Auarpammbl (puc. 12).



Macrep auarpanm [war 1 us 4); TMN AMarpamMms
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PucyHok 12 — OkHo MacTep gnarpamm — war 1 13 4

AN NpyMeHeHWs1 06bIYHOrO TWMa AuarpamMbl HEOGXOAMMO BbIGPaTb BKIAAKY
CraHaapTHble. s KaXaoro CTaHAapTHOrO TUMa MOXKHO TakXke BblOpaTb COOTBETCT-
BYHOLLMIA NOATMM AMarpamMmbl.

[ns nepexofa K cneaytoLLemy Lary Heo6XoaMMO LLLENKHYThL Ha KHoMKe [anee.

Ha BTOpom 3Tarie paboTbl C MacTepoM AuarpamMmmM ykasblBaeTcs Auana3oH JaHHbIX, Ha
OCHOBE KOTOPOro cTpoutcs agmarpamma (puc. 13).



Macrep auarpamm [war 2 w3 4]; MCTOMHME AaHHBIX AMArpanMMbl

PucyHok 13 — OkHo MacTep gnarpamm — wwar 2 n3 4

3HayeHne AmanasoHa MOXHO YKasaTb Bblfe/IeHNEeM COOTBETCTBYHOLLMX AYeeK C faH-
HbIMK B Tabnmue. INpu 3TOM B BblAeNeHHbIE SUENKN JO/MKHbI NONAacTb 3arofoBKN U Apy-
rme aTpmoyTbl PALOB AaHHBIX. ECM faHHble PacrosioXKeHbl B HECMEXHbIX AuanasoHax,
TO VX MOXXHO BbIfle/INTb, HAXaB 1 yaepxmBas knasuwy <Ctrl>. Ecnv gvuanorosoe 0KHO
3aKpblBaeT TabnuLy, TO ero MOXHO nepeABUHYTb C MOMOLLbH MbILLIN.

Ecnv pagbl faHHbIX PacrofioKeHbl B CTPOKaX, TO HEOOXOAMMO LLUENKHYTL Ha nepe-
Knoyaresie Pafbl B CTPOKax, ec/in B CTOMOLAX - HAa nepektoyartene Pafbl B cTonbLax.
BbI60p 3TMX ONUMIA OYeHb BaXKeH, TaK KaK B KOPHe MOXET M3MEHWUTb BHELUHWUIA BU[,
AnarpaMmmbl. B 6onbinHCTBE cnyvaeB Excel npaBuibHO ycTaHaBNMBaeT 3Ty ONUMIO
CaMOCTOATE/IbHO - HO He BCerfa.

[ns nepexoja K crefytoLemy stany HeobxoAMMO LLENKHYTb Ha KHOMKe Jdanee.

TpeTbe OKHO MacTepa AuarpamMmmM COAEPXXUT LLIECTb BKNAA0K pPa3/iNyHbIX onuumi (puc.
14). Bce cfienaHHble 3[eCb YCTaHOBKM Cpa3y OTPaXKatoTCs B OKOLUKE MNpeaBapuTesibHOro
NMpocMoTpa Auarpammbl.

TpeTbe AManoroBoe OKHO UMEET ClefyHoLLe BKIaAKN.

3aronosku. Mo3B0NSET BBECTU 3ar0/10BKM AN Pa3/IMYHbIX YacTel anarpammbl.
Ocw. MNo3BonseT yKasaTb, YTO OyAeT BbIBOAUTLCS Ha OCAX AvarpaMmbl.



JIHnK ceTku. 3afaHve NapameTpoB JIMHUIA CETKW, EC/IN OHW €CT.

Nerenpa. Mo3BonseT ykasarb, UTO OYyAeT BbIBOAUTLCA B fIereHie U rae oHa oyger
pacnosaraTbCca Ha guarpavme.

Mognucy gaHHbIX. Co3faHve nognucet AN psaos faHHbIX.

Tabnvua paHHbIX. M03BONSET yKas3aTb, UTO OyfeT 0ToOpaxaTbcs B Tabnvue 3Hade-
HWIA ayuarpaMmb..

Macrep amarpamm [war 3 w3 4]): napaMeTps AHarpaMmb

CYMMA BOZHAr DA ARHHA OB aA CyMMa BOSHArPREASHKIA

3||E

Hmuae SOpnae Pyl Auwnu

Pucynor 14 — Oxne Macmep onazpamnt — ar 3 uz d

Ans nepexofa K mocnegHeMy 3Tany Heo6XoauMo LUENKHYTb Ha KHOMke [arnee.



Ha nocnegHem Liare mactepa Auarpamm ykasblBaeTcs, rae 6yAeT HaxoauTbCs Aua-
rpaMma, - Ha HOBOM JICTE AMarpammbl, UM Kak OObEKT B CYLLECTBYIOLEM paboyem
nucte (MOXHO BblbpaTb UCT) (puc. 15).

PuU- Macrep auarpamm [war 4 us 4]: pasmeweHHe qHArparMel CyHOK 15—
OkHO Mac- Tep gna-
rpanm - . war 1u3 4
Mocne LLIe/TYKa Ha
KHonke [o- T0BO EXCcel
co3pacTt anarpamMmmy
C YYeToM CAeNaHHbIX
YCTAHOBOK.

UYTo6bl M3MEHUTL pa3mepbl Auarpammbl, HEOOXOAUMO cAenaTb Mo Heil OAUHOYHBIIA
LLLeNTYOK /IEBOI KHOMKOM MblwW. Ha paMke AmarpammMbl MOSBATCA MapKepbl BblgeNeHus
- MaJIEHbKME YepHble KBaAPaTUKKN B Yriax U Ha CepefiMHax CTOPOH pamku. lNepemelye-
H/Ye MapKepa, PacrofioKEHHOr0 Ha CepefuHe CTOPOHbLI, MO3BOMUT W3MEHWUTL BepTu-
Ka/lbHble UM TOPU30OHTa/IbHBbIE pa3Mepbl AnarpaMmbl. [epemelLeHne yrnoBoro Mapke-
pa Mo3BOJIUT U3MEHUTbL TOPU3OHTA/IbHBIE U BEPTUKA/IbHbIE pasMepbl Auarpammbl O4HO-
BPEMEHHO.

UYT0Obl N3MEHUTb MeCTOPACMNO/IOXKEHWe AnarpaMMbl Ha IMCTE, HEOOXOAMMO CeNath
MO HeW LWenyoK Mbiww. Mocne aToro, yaepXkveas NeByt0 KHOMKY MbllWKW, NepeTalimTb
JAunarpaMmMmy Ha HOBOE MeCTO.

[ns n3meHeHWs TUNa AuarpaMMbl HEOOXOAMMO aKTUBU3UPOBATL e  LLENYKOM Mbl-
UK. 3aTeM BbI3BaTb Ha 3KpPaH NaHenb MHCTPYMeHTOB Auarpamma (Bug - MaHenn WH-
CTPYMeHTOB - [lnarpamma). LLLenikHyTb Nno KHornke Tun gvarpaMmbl, KOTOPas COAEPXUT
CMMCOK pas/IMYHbIX TUMOB AnarpaMmm. BelbpaTtb HY)XXHBbIV TvM.

[varpaMmma coCTOUT M3 HECKO/IbKUX YacTeid, HasblBaeMbIX aneMeHTamu. K HUM OT-
HOCATCA: 061aCTb NOCTPOEHUA AMarpammbl; 06/1aCTb AnarpaMMbl; ereHaa; 3aronoBok;
MeTKW JaHHbIX; PAAbl AaHHbIX.

[ns pefakTMpOBaHUA KaKoro-nmbo 13 aTUx 3M1EMEHTOB HEOOXOAMMO CHaYasa akTu-
BM3MPOBaTb AnarpammMmy ABOMHbLIM LLENYKOM MbILWK. 3aTeM LLEeNYKOM MbILWN BblOpaTh
3/1leMeHT Anarpammbl. BblOpaHHbIA 31eMEHT NOMeYaeTCs MaleHbKMMU YepHbIMU KBaf-
paTvkamu. Mocne Bblibopa 31eMeHTa NPy HaXXaTuW NPaBoii KHOMKM MbILWW NOAB/SETCA
KOHTEKCTHO-3aBMCUMOE MEHIO - NHAMBUAYAIbHOE ANS KaXKA0ro 3/1eMEHTa, C NOMOLLbIO
KOTOPOro MOXXHO OCYLLIECTBNATL PelakTUPOBaHue.



MpyMeyaHue. PeXXMm pefakTUPOBaHMS MOXHO BKIHOUUTL WM ABOMHBLIM LLENTYKOM
MbILLUW MO Bble/IEHHOMY 3/1EMEHTY.

3MeHATb pa3mMepbl 1 nepemMeLLaTb 3/1EMEHTbI AnarpaMMbl MOXKHO Tak e, Kak U ca-
MY Auarpammy.

[ns Toro, 4ytobbl yaanuTb AvarpaMmy, HeobXoAMMO OAUH pa3 LUENKHYTb MO Hei
MbILLbIO 1 HaXKaTb Knasuwy <Delete> ( nnun BbibpaTb B KOHTEKCTHO- 3aBUCMMOM MEHIO
KOMaHZy Y fanntb).

[ns ynpaeneHus 601bWMMM MaccMBamy LaHHbIX 06bIYHO MCMOML3YHOTCA Creunab-
Hble NporpaMMbl - CUCTEMbI YrpaBneHWs 6a3aMu faHHbIX. B Excel Takke mmetoTcs
aHaornyHble cpeAcTsBa 419 06paboTKM [aHHbIX, OPraHM30BaHHbIX N0 NPUHLMNY 6a3bl
[aHHbIX. JTO TaK Ha3blBaeMble PYHKLMM CNCKA.

[MOHATME CNMCKa OTHOCUTCH He K COLePXXMMOMY Tabnuubl, a K Crocoby ee opraHu-
3auun.

Cnuncok — 310 Tabnuua, BCe CTPOKM KOTOPOW, KPOMe NepBON cofepykaT OfHOPOA-
HYt0 MH(opMaLmto. CTPOKM B 3TOM C/lyyae Ha3blBatOTCA 3armcamu, a A4eriku 3anucu —
nonsmun. KonmyecTBo 3anuceid He orpaHnymBaeTcs. MepBas CTpoKa NpefcTaBnseT co-
601 3aro/I0BOK TabNLbl M COAEPXKUT HAMMEHOBaHUS CTO/OLIOB, T.€. MO/l 3anncein.

Tabnuubl-crmckn mMoryT obpabaTbiBaTbCsl Kak 00blYHble Tabnuubl. OfHAKO UCNONb-
30BaHMe (PYHKLNUM CUCKa pacLLumMpseT BO3MOXKHOCTU 06paboTKM. C MOMOLLbHO PYHKLMK
CMUCKA KXAYH OTAENbHYH0 CTPOKY, Kbl CTOM6EL, MOXHO 06pabaTbiBaTb OTAE/Nb-
HO.

MpuymMeyaHue: TONMbKO O4HOPOAHOCTL Tabnuubl MO CTPOKaM [aeT BO3MOXHOCTb
npuMeHeHns yHKUMK cnucka. Ecnm Tabnunua ogHopodHast no ctonbuam, ee cnegyet
TPaHCMOHMPOBATb.

Excel MOXeT pacno3HasaTb CMMCOK aBTOMATMYeCKW, 4OCTaTOYHO MOMECTUTL yKa3a-
TeNb A4YeKn B NOOYI0 AYeliKy BHYTPW crvcka. Ipr3HakoM KOHLA 0651acTu crimcka
CUMTaeTCA nepsas MycTas CTpoka. JlonyckaeTcs npeaBapuTesibHOe BblgeneHne 06n1acTu
cnucka (T.e. «BPYYHYHO»). 3TO HEO6XOAMMO, EC/IN NYCTble CTPOKM COAEPXKATCSH BHYTPYU
CMMCKa NN ecnvt (DYHKLMK CrMcKa AO/MKHbI ObITb MPUMEHEHbI K YacTy cnucka. OgHako
HeMb3A BbleNATb HECMEXHbIe 061acTu!

B nowvckax CTpoku 3aronoBka (C HassaHMsiMU noneit) Excel cpaBHMBaeT codepXu-
MOe MepBbIX ABYX CTPOK. ECNM faHHble B 3TMX CTPOKaxX OTAnyaroTcsd no tmny, Excel
NPUHMMAET NepBY0 (BEPXHIOK) CTPOKY B KayecTBe CTPOKWM 3arofioBka. [aHHble 3TOM
CTPOKM UCK/THOYatoTCA U3 06pabaTbiBaeMoil 06/1acTh Crimcka.



Mpw coBnaseHU TUMOB AaHHbIX B NMEPBbIX ABYX CTPOKaX PeLleHne O HalInYnm CTpo-
KW 3aro/ioBKa NpUHMMaET Mosib30BaTe/ lb.

MpyMepom cnucka ABNSAETCH BELOMOCTb pacyeTa 3apnsaTbl, YNPOLLEHHbIN BapnaHT
KOTOpoW npuBeAeH Ha puc. 17. [Ans npocTOTbl NOAOXOAHBIA HANOr HAYUCNSETCA B pas-
mepe - % oT ...

Kaxkaas cTpoka 3Toi Tabnunubl COAEPXUT OAHOPOAHYHO MHOPMAaLMIO: UCXOAHbIE U
pacyeTHble AaHHble MO O4HOMY KOHKPETHOMY COTPYAHWUKY. WCXOAHBIMU ABMAKOTCH
cnepytowme nons «®NO», «OTpaboTaHo AHel» N «OKnag». OcTa/lbHble paccynTbIBa-
toTcA. O6Lme ans Bceil Tabnmupbl UCXOAHbIE [aHHbIE: Ha3BaHME Mecsua U 4ncno pabo-
4MX [HEN B MecsLe BbIHECEHbI B BEPXHIOKO YacTb paboyero nmcTa.

[na BBoAa v 06pabOTKM MHGOpMaLMK CNUCKA MOXHO WCMO/b30BaTh AMaoroBoe
OKHO POpMbI [JaHHbIX, Bbl3blBaEMOE KOMaH4oM daHHble — dopma.

B aTOM OKHe npefcTassieH WaboH 414 BBOAA 1 06pabOTKM 3anncuK B BULE HECKO/Tb-
K1X Nosiein BBOAA, KaXK0e U3 KOTOPbIX COOTBETCTBYET O4HOMY CTON6LY B 06/1aCTW CNn-
cKa. B nonsx BBoga oTobpaxkatoTCs 3HaYeHWs nosein Tekyuleid sanucu (puc. 18).

Al B | ¢ [D] E | F | G |
_ 1 |BesomocTk pacqera 3apaloTHOA NAatkl 3@ AHEADE
| 2 |KonwyecTeo pafioums qHed 2
3
Mo Ompado J’T-::u:"miouj .
D0 mapn | Qknad | Hawldcneto Hb)l
4 i aneld wangz | o ame
5 1 [KpmeoHoc &.0 1| 170,00 170,00 1955 15045
B 2[NeTpoe &.0. 20| 170,00 161,900  1834| 14357
7 3|Cugopoe E.T 21| 160,00 160000 18,05 14185
g 4 [Mepees E.O. 21| 160,00 160000 18,05 14185
g 5 Neicerko P4, 15| 150,00 10714 1042 97 02

PucyHok 17 - BegoMoCTb pacyeTa 3apniaThl
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PucyHok 18 —BBog 3anuceli ¢ NoMOoLLbH (POPMbI AaHHbIX

Knasnwm <Tab> n <Shift> + <Tab> no3Bonat0T oCyWEeCTBNATL NEPeXos OT Nons K
Nont. PacyeTHble Nons Npy 3TOM NPonycKaroTca (MX Henb3s M3MeHATb!). C NOMOLLbHO
BBOZA HOBOIO 3HaYeHWA C KnaBMaTypbl MOXXHO 3aMEHUTb CYLLECTBYIOLUME [aHHbIE.
CMeHa TeKyLUeid 3anncy OCYLLLECTBNSETCA C MOMOLLbI KaBULL YNPaB/ieHUs KypCcopoM
WK NMOSOChI NPOKPYTKWU. HOoMep TeKyLLel 3anncy n obLyee KonmyecTBo 3anucer B Cnn-
CKe MOKas3blBaeTCA B BEPXHEM MPaBOM Yry.

cnonb3yst KOMaH/AHbIe KHOMKW B NMPaBoii YaCTW AnanoroBoro OKHa MOXHO:

- BCTaBWTb B CMUCOK HOBYHO 3amnnch (M COOTBETCTBEHHO CTPOKY B Tabnmuy);

- YOannTb TeKYLLYHO 3anuch (CTPOKY);

- OnpeaenuTb KpUTepuin nomcka (kHorka Kputepun) 1 nocnefoBatesibHO NPOCMOT-
PeTb 3anucu, YA0B/EeTBOPAOLLME 3aaHHOMY KPUTEPUIO, «/IUCTas» CMUCOK, KaK B nps-
MoM (KHomMKa [anee), Tak U B 06paTHOM (KHOMKa Hasaa) HanpasneHuu.

B KpuTepumn nomcka ANiA LaHHbIX TEKCTOBOrO TWMa MOXHO MCMONb30BaTb CUMBOI
3aMeLLeHNs: «*» - 1t060e KOMYECTBO NIHOOLIX CUMBO/IOB U «?» — OAWH /110601 CUMBO.

[N 4ncnoBbIX NOMen KPUTEPUIA MOMCKA MOXKET COZepXKaTb OTHOLUEHWE CPaBHEHUS
(=, <>, <, <=, >, >=). 1ns 04HOro Nnoss MOXHO 3a4aTb HECKO/IbKO KPUTEPUEB MOUCKa,
06beanHas nx onepatopamun U n UJN.

Hanpumep, B Bbille NPUBEAEHHOM CMUCKE A5 MPOCMOTPa Crnmncka COTPYLHWKOB,
(hamMuinsa KOTopbIX HauMHaeTcd Ha 6ykBy I 1 y KOTOpbIX 3apriiara He npeBbiwaeT 160
FPH. cneayeT 3afaTb KpUTEPWiA, MPUBEAEHHbIN Ha puc. 19.

CopTrpoBKa — 3TO PacrosioXKeHue 3anuceil cnucka (T.e. CTPOK B Tabnuue) B 3afaH-
HO nocniefoBaTesIbHOCTU. MOXHO 3afaTb [0 TPeX YPOBHel COPTUPOBKN OJHOBPEMEH-
HO. 19 yKa3aHus nopsfka COPTUPOBKM UCMOSb3YEeTCA 4MafioroBoe oKHO CopTMpoBKa
AMnanasoHa, 0TKpbIBaeMoe KOMaHoM [laHHble — COopTMPOBKa.

B Hawem npumepe Kputepuii COPTUPOBKM CMUCKA COTPYAHWKOB B a/ipaBUTHOM Mo-
psAKe 3a[aeTcs C MOMOLLbIO CNnefytoumx ycTaHoBOK (puc. 20).
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PucyHok 19 —Kputepuii ansi nomcka coTpyaHUKOB, (hamuinst KOTOPbIX Ha4yMHAeTCs
Ha 6ykBY 'l 1 y KOTOpbIX 3apnnaTta He npesbiaeT 160 rpH.

B oT/mume oT novcka no KpuUTeputo B POpMe LaHHbIX C MOMOLLbIO PYHKLMN (UbT-
pa Bbl60P OTAE/bHbIX 3aMnM1cein MOXHO NPOV3BOAUTL HEMOCPELCTBEHHO B paboyem fmc-
Te.

Pe3y/ibTaT 3anpoca MOXHO MPOCMOTPETL Ha 3KpaHe Lie/IMKOM, a He Mo OfHOM 3anu-
cn. Ee MOXHO yfanuTb 13 Tabnmupl, CKONUMpoBeaTtb B Apyryto 061acTb. cnosib3oBaTb
[NA CO34aHns Amarpammbl Uan pac-rneyaratsb. [pn unbTpaumm, B 0TIMYME OT COPTU-
POBKW, cama Tab/nmua He M3MeHseTcs. Pe3ynbTaToM AaHHOW onepauun SBASETCA CO-
KpbITWe 3arunceid, HeCOOTBETCTBYIOLLMX 3aflaHHOMY KPUTEPULO (DrNbTpy).

AKTMBM3aUMS aBTOMbTPA OCYLLECTBNAETCA KOMaHAoW [aHHble - PunbTp - ABTO-
GunnbTp.



CoprupoeEka aManasoHa

PrcyHok 20 - Kputepuii COPTUPOBKM CMMCKa COTPYAHUKOB B a/1(DaBUTHOM MOPsiAKe

B cTpoke 3aronoBka BO3/e KaXX40ro UMeHW noss NosBUTCA KHOMKa CO CTPESIKOM A1
pa3BepTbiBAHUA PACKPbLIBAIOLLErOCs Crucka. Tenepb KaX4oe rnose MOXHO WCMo/b30-
BaTb B KayeCTBe KpuTepus 418 oTbopa 3anmnceil. Heo6XoaMMO pacKpbITb CNCOK 3TOT0
Mosif 1 BbIOpaTb B HEM 3HayeHve. byayT 0To6paHbl 3amnucK, B KOTOPbIX 3HAYEHUS 3TOr0
Mosif COBMafaeT € 3afaHHbIM KputepreM. MOXKHO YCTaHOBUTb LOMONHUTE/bHbIE KPU-
Tepun Mo ApYrumM nonsm. BCAKWIA HOBbIN KPUTEPUiA BCerfa OTHOCUTCA K NOAMHOXECT-
BY CMM1CKa, MOJSIy4EHHOro B pe3y/bTaTe NMPUMeHeHUs npeabiayuiero kputepus. C no-
MOLLBI0 3n1emMeHTa (KHOMKK1) Bce B CMCKe MO MOXHO BOCCTAHOBUTb OTOOpaXkeHue
BCEX 3anuceil cnucka (CHATb (UIbTP). nemeHT (KHOMKa) HacTpoiika ucnonb3yetcs
A/15 onpefeneHns 601ee C0XKHOro Kputepus.

Hwxe npuBefeH pesynbTar YCTaHOBKM PunbTpa =160 no nomo «HauncneHo» (pwc.

21).

A B C D E F | 5 |
1 |BenoMOCTL pacyera 3apadoTHON NNAatkl 3@ | AHE3pE
2 |KonvdecTeo pafiodds Held 21
3

Mo Crnpgto Fadoxod i

o Qi mann | Qwnad || Hawucnero Rl
4|+ - ﬂHeF - - HE‘J‘.'DF BbJ.".'J'.'E‘.’;T":
7 3|Cuaopos E.T 21 | 160,00 16000 1805|1418
g 4|Neipees EO. 21 | 160,00 16000 1805| 14195

PucyHok 21 — Pe3ynbTaT ycTaHoBKM ABTO(WIbTpa
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