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1. IlosicHUTeIbHAS 3aNHUCKA

Henp wu3ydyeHHMs AMCHMILVIMHBI: (OPMHpOBaHHE Yy CTYIEHTOB HABBIKOB pabOThl C
TaOJMYHBIMU JJAHHBIMU; (OpMUpOBaHME KOMIUIEKCa 3HAHMH M HaBBIKOB 1O 00paboTke u
aHaJIN3Y JaHHBIX, POBeIeHUs (PUHAHCOBBIX U IKOHOMHUYECKHX PACUETOB Ha OCHOBE TaOJIMYHOTO
nporeccopa Microsoft Excel.

MecTO IMCHUIUIMHBI B Y4e0HOM IJIaHE:

[IpennaraeMeiii Kypc OTHOCHTCS K (aKyapTaTHBaM 00pa30BaTEIbHOW MPOrPaMMBI
38.03.01 Dxonomuka. byxrantepckuii yueT, aHaau3 U ayIuT.

Jucnummaa «Microsoft Office (Excel) B mnpodeccnoHanbHON AeATEJBLHOCTH
o0ecrieunBaeT OBJIA/IeHUE CJIeAYIOIIUMH KOMIIETEHIMAMM:

npojoikaeT GopmMupoBaHue 00menpodeccnoOHaTLHON KOMITETSHITUH:

CIIOCOOHOCTBIO peliaTh CTaHJAPTHBIE 3aJaud NpodecCHOHAIbHOW NeATeIbHOCTH Ha
OCHOBE MH(OPMAITMOHHON U OMOIHOrpaduecKoi KyIbTyphl C MPUMEHEHUEM HH()OPMAITMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJOTMA U C Yy4YeTOM OCHOBHBIX TpeOoBaHui WHGOPMAIMOHHON
6e3zonacHoctu (OITK-1) — 3 aram.

HaynHaeT (hopMUpOBaHHUE MTPO(HECCHOHATEHON KOMITETEHITNH

CTIIOCOOHOCTBIO MCIIONIB30BATh JUIS PEIICHUS aHATUTUIECKUX M UCCIIEOBATEIIbCKUX 3a/1a4
COBpPEMEHHbIE TEXHUYECKHE cpe/icTBa U nHpopMmarmonnsie Texnonoruu (ITK-8) — 1 srar.

Jtansbl GopMHUPOBAHUA KOMIIETEHINH
(3aouHasi popma 00yueHus)

Kon dopmyIMpOBKa VY4yeOHas qUCIHUILUIMHA Cemectp Ortan
KOMIICTCHITHH KOMITCTCHITHH
OIIK-1 CIIOCOOHOCTBIO pelaTh Beenenwue B nmpodeccuto 1 1
CTaHJapTHBIC 3a/1a49H Microsoft Office 2 2
npoeccHoHaIbHOI (Word,Power Point) B
JesITeIbHOCTH Ha OCHOBE npodeccroHalbHOI
MH(OPMALIMOHHON U JEATETbHOCTH
bubnnorpapuieckoi Microsoft Office (Excel) B 3 3
KYJBbTYPBI C IPUMCHCHUEM HpO(I)eCCHOHaHBHOﬁ
MH(OPMALMOHHO- JIESATENEHOCTH
KOMMYHHKAITHOHHBIX DKOHOMETPHKA 4 4
TEXHOJIOTHH U C y4EeTOM VH(pOpMALHOHHBIE
OCHOBHBIX TPEOOBaHMIA TEeXHOJIOIHMH B
HH(OPMAITMOHHOM OyXTraJITepcKOM yueTe
0e3omacHoOCTH DIEKTPOHHBI
JIOKyMEHTO00O0pOT B
OyXrajaTepckoM ydere
DKOHOMMKA OpraHU3alNU 5 5
(mpeanpusTus)
VY4ebHas mpaKkTHUKa: 6 6
MIPAKTHKA TI0 TTOJTy4EHHUTO
MEePBUYHBIX
PO eCCHOHATBHBIX
YMEHHI U HaBBIKOB, B TOM
YHUCIIe IEPBUYHBIX YMCHHMA
Y HaBBIKOB Hay4HO-
HCCIIEN0BATENbCKOMN
JeSTeIbHOCTH
ABTOMarusanus 8 7
OyXrajaTepcKoro ydera




(1C: byxranTtepusi)

[IpousBoacTBeHHas
IPaKTHUKA: IPAKTUKA 10
IIOJIyYEHUIO
po¢eCCHOHATIBHBIX
YMEHUU U OIIbITa
npodeccuoHaIbHON
JIESITEIbHOCTH

ABTOMaTH3aIMs yueTa
TPYy/a ¥ pacueToB C
IIEPCOHAIIOM
(1C: 3aprnaTa u Kaapbl)

ABTOMaTH3anus
OyXTaJTepCKOro y4era B
OIOIKETHBIX
OpraHu3aIusIX
(1C: byxrantepus)

[IpousBoacTBeHHAs

IIpaKTHKa (Hay4HO-

uccienoBareabeKast
pabora)

[Ipennumiomuas
MpaKTHUKA

I'ocynapcrBennas
UTOrOBas aTTECTAIUs

10

[1K-8

CIIOCOOHOCTBIO
MCIOJIb30BATh JIJIs pEIICHUS
AHATTUTHYECKUX U
HCCIIeI0BaTEIbCKUX 3aj1a4
COBPEMEHHBIE TEXHUYECKUE
CpEICTBa U
MH(pOpMallMOHHbIE
TEXHOJIOTHH

Microsoft Office (Excel) B
npodeccuoHaIbHOM
JIeSATEILHOCTH

VY4eOHast mpaKTHKA:
MpPaKTUKa MO MOJYYEHUIO
MEPBUYHBIX
PO eCCUOHATBHBIX
YMEHUH U HAaBBIKOB, B TOM
YHCJIEe IEPBUYHBIX YMEHUN
1 HaBBIKOB HAY4YHO-
HCCIICIOBATEIbCKOM
JeSITeIbHOCTHU

byxrantepckuit
(ynpaBieH4YecKHii) yuer

ABTOMaTH3auA
OyXraiaTepckoro y4dera
(1C: Byxrantepus)

[IpousBoacTBeHHas
MPAaKTHKA: IPAKTHKA 110
MIOJIyYEHUIO
PO eCCHOHATBHBIX
YMEHUH U OIIbITa
npodecCuoHaATBHON
JESTEIbHOCTH

ABTOMAaTH3aUs yyeTa
TpyJla U PacueToB C




MIEPCOHATIOM
(1C: 3aprnaTa u Kaapbl)

ABTOMaTH3anusg 10 6
OyXraJTepcKoro ydera B
OIOIKETHBIX
OpTraHu3aIusIX
(1C: byxranTtepus)
[IpousBoacTBeHHAs
NpaKTHUKa (Hay4HO-
HCCIIeIOBaTENbCKAs
pabora)

['ocynapcrBenHast
WTOTOBasi aTTECTALIMS

B pPe3yJbTaTe 0OCBOCHUSA TUCHUIIJIHHBI oﬁyqaloumi/im JOJIKCH:

OIIK-1

3HaTh:

- TpeOoBaHMA K O(QOPMIICHHIO AJICKTPOHHBIX TAOJUI], AMATPaMM, OOLIMX IPaBHII
pabotsl B MS EXxcel.

Ymers:

- Hambosee 3(pdexkTuBHO NpUMEHATH HMHCTpyMeHTh MS EXcel ans ananuza u
00pabOTKH JaHHBIX.

Baagern:

- IpejicTaBiIeHUsIME 0 pabote B MS Excel.

[1K-8

3HaTh:

- OCHOBHBIC BO3MOXKHOCTH paboTel B Microsoft Excel.

Ymern:

- IPUMEHSTh BO3MOXHOCTH 0pHCHBIX Tporpamm Microsoft Excel.

Baanerb:

- TEXHOJOTMEH CO3/aHusl JJIEKTPOHHBIX TaONMIl, MOCTPOCHUS TIpaUKOB WU
JarpaMmM;

- HaBBIKAMU pabOThI C TAHHBIMH B Ta0JIHIIE.

@opMbl  TEKYLIEr0 KOHTPOJS YCHEBAEMOCTH CTYAEHTOB: YCTHBIM  OIIPOC,
IpaKTHYECKHE 3a/1aHus, pedepar, JOKIaI.
DopMbI IPOMEKYTOYHOH aTTECTALMHU: 3aYET.




2. CTpykTypa H cojep:KaHHe TUCIHUIIHHbI
TpynoeMKOCTb 2 3a4eTHbIE €IUHUIIBI, 72 Yaca, U3 HUX:

3a04Hast opMa 0OyUeHHUS: 6 MPAKTUISCKUX YacoB, 62 Yaca CaMOCTOSTEILHOW pabOTHI,

KOHTPOJIb - 4 yaca.

2.1. TemaTn4yeckui MJIaH y4eOHOM JUCUMIIIIMHBI
(3aouHasi popma oOyueHust)

Koau4yecTBo 4acoB mo
y4eOHOMY IJIAHY
Buabl yueOHoii padoThI
s AyauTopHasi pabora =
g 2
s Haumenosanue ey 2 3
= =] 7z = A =
= pa3aesaoB U TeM = = 5 Y2 =] B om g B
= 3} [=3 =
= Q = @ =y S o =~ =S
o =) 5 | E&FE| B R ]
Z < = = = « = ot <
5} = o o
= Z S 3283 S
© =
[= "IN « <
=2 = o
1 2 3 4 5 6 7
1 | 3makomctBo ¢ Excel 12 - 2 - 10
2 | Pabora B Excel 12 - 2 - 10
3 | Hacrpoiika pabodeit KHUTH 12 - 2 - 10
4 | Pabora ¢ JaHHBIMU 10 - - - 10
5 | [IpoBeaeHne BbIUMCICHUN 10 - - - 10
6 @uibTpanys CIUCKA JUIs IOUCKA HY)KHON 12 i i i 12
uHpopMaLuu
KoHntpouns 4 - - - -
HToro no nucuuninge 72 - 6 - 62




2.2. TeMaTH4eCKHUii IUVIAH NPAKTHYECKUX (CEMUHAPCKHX) 3aHATHH

«
=
[P}
=
o
g HaunMeHoBaHHe KoianuecTBo
= pPa3iesioB U TeM 4acoB
~~
=
Sl
z
1 2 3
1 3rakomcTBO ¢ Excel 2
2 Pa6ora B Excel 2
3 | Hacrpoiika paboyeil KHUTH 2
4 Pabora ¢ mauHbIMU -
5) [IpoBeneHmne BeIuMCICHUN
6 OunbTparysi CucKa JUIsi MOMCKa HY)XHON HH()OpMaIuu -
HUToro nmo gucuuiinue 6

Conep:xanue NpaKTHYECKUX 3aHATHI
Tema 1. 3naxkomcTBO ¢ Excel
Ilnan:
1. Beenenue B Excel.
2. Pabora ¢ cymiecTByOMUM CITUCKOM JIaHHBIX.
3. Brigenenne naHHBIX B CIIHCKE.
4. Zeroln.

IIpakTuyeckas padora Ne 1

[Ipu 3amycke Excel mosBisercss mycroii nokymeHT. C 3TOrO MOMEHTa Bbl MOJKETE
BBOAUTH MH(GOPMAIUIO, U3MEHITh O(POpPMIIEHHE NaHHBIX, 00OpadaThIBaTh JAHHBIE WM HCKATh
uadopmarmio B daitnax cnpasku Excel. Crnenyromuii pucyHoKk mokaspiBaeT HanOolee BaKHbIC
anemMeHThl B okHe Excel, nBa u3 xotopwix siBisitoTcs HOBOBBeneHusimu B Excel 2002: oxHo

pa6oqel71 KHUTH, MaHCJIb TJIABHOTO MCHIO, CTPOKa (bOpMy.]'I, HaHCJIb CTaHI[apTHaH 1 MaHCJIb

dopmarupoBaHue, CTPOKA COCTOSIHUS, (HOBOE B 3TOM BEPCHM) AUATIOrOBOE OKHO 3a1aTh BONPOC

(Ask A Question) u obsacTs 3a1ad.




NaHenb HCTPWieHT 08 CTaHJapTHas OxHO paBoyelt KHINK Awanorosoe okHo

BBe aure sBonpoc
MNaHenb rMaBHOTO MEHH CTpoka  opuyn MaHenb GopiaTpoBatse (fsk a Question)
£4 Microsoft Excel - K waral il B -8 x|
daiin  Opaska Bua Beraska @opmay  Cepeuc |Adamsie  Oxno | Cnpaexa BoeanTe Bonpac vy -8 X
R SRV I IiRR-I gz-alnl__?)’_’walcxﬂ »10 | X K 4 | E?
Al - ~
- A B: | e | b [ E ] CF G | H "7 4 % Cospanse Knuru v x
1 l, " OrxpoiTve kipary
2 ) Replace
3 ! DataEntrly
4 SalesBy(ategory
45,,. Tracking
_‘;’, ! L& ApyrHe gHHmm, ..
3 | Co3panue
9 | [ “#icras para
10 Co3ganue 43 HMEroueHcs Knaru
11 ) BoiSop k..
J’g'é Co3panve c rloroubro wabnona
}f_ ] O6uwe tpabromo...
15 2] Walinond Ha manx eeb-yznax...
. & | Wabnong: Ha Microsoft.com
16 |
17
18
19
20,
21 |
%
24 |
25| [} AcBaengste y3na...
26 = lff,l -:npaa;j:\cvomﬂ Excel
27 | _ v vl Nokasedats npu samyces
4« > wiImer Siner2 finers [/ | <] | I
roroeo I NUM
CrpoKa cocToaHmA OB6nacrb 3agay

['maBHO#T cocTaBHO# YacThio JokymeHTa EXcel sBnsercs mone, KOTOpoe COIEpPKHUT
onpenenennyo uHpopmaruioo. B EXcel 3to mome HaspiBaeTcs sueiikoit. Kakmas suelika
HAXOJIUTCS Ha MEPECeYeHUN CTPOKU (TOPU3OHTAIBHOIN MOCIEN0BAaTEILHOCTH SYEEK) U CTONI0La
(BepTUKAJIBHOM MOCIENOBATEIbHOCTH SA4YE€EK); CTPOKU OOO3HAUEHBl YHUCIaMH, a CTOJIOIBI -
OykBamu. Homep ctpokun u OykBa cTonOna, 0003HAyYaIOIIME OINpPENENEHHYI0 SYeHKy,
Ha3bIBAIOTCSl CCHUIKOM Ha sueiiky. Hampumep, siueiika B JIeBOM BEpXHEM YTy OKHa paboueit
KHUTHU UMeeT ccbulky Al. PaGounit auct coctout U3 Habopa CTPOK U CTOJIOIOB M MPEACTaBIIIET
cTpanuny B jgokymente Excel. PaGoueii xHuroit, B cBOI0 ouepe/b, HA3bIBAIOTCSA OJUH WM
HECKOJIbKO pabouuX JHCTOB.

Coser. Co3naBas nokymeHT Excel, Bbl co3maere pabouyio KHUTY C TpeMmsl pabOuyuMHU
JUCTaMHU.

PabGouast kuura, KoTOpyro paspaborana mjis CBOEH KOMIAHWU ee Bianxener; Katpun
TepHep, uMeer Tpu paboyMx JIMCTA, B KaXJIOM U3 KOTOPBIX COJAEPXKUTCS HH(POpMAIMS O
MPOAYKTax, MOJJIeKAIINX pPO3HUYHOM mpojaxe. KaTpun HazBana paGouyto kHury "ToBapbl" u
BEJIET 3alUCH O GYpHUTYpE HAa OJHOM paboueM JIUCTe, O CaJAOBOM MHBEHTAape Ha JAPYroM U o0
MHCTPYMEHTax - Ha TpeThbeM. Ha kaxxaoM paOodeM JHCTe OHA MCIONb3yeT TPHU CTOJIONA s
3amucH WACHTU(UKAIIMOHHOTO KOJa TOBapa, OMHUcaHus H IeHbl. Bes 3Ta uHbopmanus
COCTaBJISIET CIIMCOK JaHHBIX.

Bb1 MoxxeTe co3aBaTh 1 O0JbliIe TpeX pa3JesioB B paboueil KHUTE Ha OJIHY U Ty K€ TEMY,
IIPOCTO cO37aBasi JOIMOJIHUTEIbHbIE pPAa0oune JMCThI; OJHAKO, €CIU Bbl XOTUTE XPaHUTh
UHPOPMALIMIO O YEM-TO JIPYTOM, BaM CTOUT CO3J1aTh HOBYIO pabouyro kHUTY. Hanpumep, ecnu
6b1 KaTpun xoTena 3anuceiBaTh HHPOPMALIMIO O Pa3IMYHbIX KATETOPUSX TOBAPOB, IPOJaBAEMBbIX
kommnanueil "Bee mis caga", HampuMep, 0 pa3HOBUAHOCTSX PACTCHHA, OHa OBl CO3/alia HOBBIN
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http://www.intuit.ru/EDI/19_01_14_1/1390079897-26769/tutorial/224/objects/1/files/05_1-2-1.jpg

pabounii muct "Toapsl" U BBoAMIA OBl JaHHBIC B 3TOT pabouwmii nuct. OmHaKo, ecinu Obl OHA
XoTena 3amucaTh HMHQOpPMALMIO Ha JPYTyl0 TeMy, MPEANONOKHM, O TOKYMaTensx, U HX
KOHTaKTHYIO HH(OpPMAIIHIO, Ha/I0 OBLIIO OBl CO3/]aTh HOBYIO pab0vyI0 KHUTY.

Coser. Kaxpas pabouass KHHra COAEpPKHUT HHQOPMAIMIO HA OMNPEICICHHYIO TEMY,
Hanpumep, "llpoxnykrtel", "llokynarenu" umm "OObeMm mnpopax', B TO BpeMs KakK KaKIbIi
pabounii JUCT CONEPKUT AAaHHBIE 00 OOBEKTax, OTHOCALIMXCA TOJBKO K JaHHON TeMaTHuke,
HanpuMmep, UH(POPMALINIO 0 Pa3HOBUAHOCTSIX MIPOJYKTOB,
MPEOYTUTEIbHBIX/HETIPEAMIOUYTUTEIbHBIX TOKyHaTensax win uHpopMmanuio 00 obbeMax
IIPOJIaX 3a TOT WJIA MHOM MECHLL.

HuanoroBoe okHO BBeaute Bompoc (Ask A Question) - HOBast onuusi B 3TOM BEPCUU
Excel. Tenepb MOXHO BBECTH BOIIPOC B 3TOM JHMAJIOrOBOM OKHE, W Excel BbImacT momomis mo
TeMe, COOTBETCTBYIOMIEH Borpocy. OKHO MOMOTaeT ObICTPO M JIETKO MOJYYUTh MOMOIIb CPaszy
[ocjie TOro, Kak y Bac BO3HUK BOIPOC, HE OTBJIEKAsACh HA JAPYrue JACHCTBHUS IO IOIYYEHHUIO
CIIPaBKH.

OO6nacTh 3a1a4, TakKe SIBISIIOIIAsICS HOBOBBEAEHHEM B 3Toll Bepcuu Excel, mo3Bossier
OTKpBIBaTh (ailsibl, BCTaBIATh MHPOpManuio u3 Oydepa oOMeHa U co3AaBaTh Kak HOBBIE, TaK U
Oasupyromnrecs: Ha CyImecTBYOMUX Qaitnax, padboune kauru. OrpomMHas 1moyib3a 00JIaCTH 3a/1a4
3aKJIFOYAeTCsl B TOM, YTO OHAa OOBEAMHIET MHOXKECTBO OOLIMX 3a/lad, TAKUX KaK OTKPBITHUE WU
CO3/71aHME HOBBIX (aiJIOB, B OJJHOM MECTE U IIO3BOJISIET OCYILECTBJISATH 3TU ONEpPALMU OJJHUM
HIETYKOM MBIIIU. EJAMHCTBEHHBIM HEIOCTaTOK oO0NacTH 3aJady B TOM, YTO OHA 3aHUMAET
JIOBOJIBHO MHOTO 3KpaHHOTO mpocTpaHcTBa. OIHAKO 3TO HE JODKHO MemaTh padoTe, T.K. BB
MOJKETE JIETKO BBbI3bIBaTh U yOuparh 3Ty maHens. B meHio Bua (View) mienkHuTe Ha MyHKTE
Ooaacts 3aga4 (Task Pane) ; Excel ckpoer o0macts 3a/1a4, eciii 0Ha 0TOOpakaeTcs B JAHHBIN
MOMEHT, U 0OTOOpa3uUT ee, eCIM OHa CKphITA.

Baxno. Ecim BBl eme He ycTaHOBWIM YydeOHBIC (aitbl, 49ToOBI TIpopaboTaTh
YIPaKHEHU ], IPUBEICHHBIE B 3TOM JIEKI[UU, TO YCTAHOBUTE UX.

IIpakTyeckas padora Ne 2

[pu 3amycke Excel mporpamma oToOpaskaeT YMCTBI pabouuii JHCT U 00JAacTh 3aad,
HaXoJAUIyIoCs cripaBa. Bel MokeTe HauaTh BBOJ MH(OpPMALUKU B siueiiku pabouero gucra jamubo
OTKPBITh CYLIECTBYIOILYIO pabouylo KHUTY. B cneayronmx ynpakHeHusx Bl Oyznere padboTaTh ¢
HECKOJIbKUMH pabouriMU KHUTaMH, KOTOpbIE yXe ObLTH cO3JaHbl A KoMnaHuu "Bcee uist caga".
[Tocne Toro, kak Bbl BHECIH HEOOXOIMMbIE M3MEHEHMsI B pabOuyi0 KHUTY, BaM HYKHO Oyner
COXPaHHUTB €€.

Korma Bel coxpansiere ¢aiin, BBl 3aMeHs€Te MPEAbIAYIIYyI0 Komuio (aiiia ero HOBOU
Bepcuel. Eciau BBl XOTUTE BHECTH M COXPAHWTb W3MEHEHUS, HO OCTAaBUTH IIEPBOHAYAIBHYIO
Komuio (aiisa, BBl MOKETE UCIONIb30BaTh KoMaH 1y CoxpaHuTh Kak (Save AS) JUis COXpaHCHUS
¢aiina moa HOBBIM UMEHEM.

CoBer. Kak uyacTto HYXHO coxpaHsaTh (ailiabl mpu pabore? JKemaTenbHO COXpPaHATH
M3MEHEHHUs KaXAble Io4aca WU JaXe MATb MUHYT, HO JIyYllE€ BCETO COXPAHATh U3MEHEHHS
Cpa3y mocjieé TOro, Kak OHU OBLIM BHECEHBI, IOCKOJIbKY BaM OyJIeT HENPUSTHO BBINOJIHSTH
JIBX]IbI OJTHY U Ty e paboTy.

BbI Takke Mo)keTe MCIONIb30BaTh KHOMKHU B AuaioroBoM okHe CoxpaHuTh Kak (Save
As) nns mpucBoeHus apyroro ¢opmara coxpansemomy ¢airy. Hampumep, Katpun Tephep,
coxpanuia 0wl ¢aitn Excel B npyrom dopmare, eciu Obl it U Oyxranrepy KOMITAaHHH, KOTOPBIHA
0OBIYHO UCTIONB3YET APYroe MpUIIoKeHHEe, ObUT HEOOXO0IUM OOIIHMI JOCTYH K 3TOMY daiiy.

FileOpen

B osrom ynpaxnenmn Bbl 3amycture Excel w3 mento Ilyck (Start) m ortkpoere
nuanoroBoe okHO OTKpPBITH (Open), 4TOOBI OTKPHITH CYIIECTBYIONIYIO padouyio kHUTY. [Tocie
OTKpBITUSL pabouell KHUTH Bbl U3MEHHUTE LIEHY TOBapa M COXPaHUTE PabOUyl0 KHHUTY JBAXKIbI:
CHavaJa Kak pabouyro kaury Excel, a 3atem - kak aiin Lotus.



1. B ob6nactu 3amauy menkHute Ha kHomke Ilyck (Start), ykaxute Ha IIporpammsi
(Programs) u Beibepute Microsoft Excel. ITosiButcs rimaBHOe 0oKHO mporpammbl Excel.

2. Ha manenu unctpyMmentoB CtangapTHas meakHUTEe Ha KHOTIKe OTKpBITH (Open) = .
[TosiButcst nuanoroBoe okHO OTKphITUE JOKyMeHTa (Open).

Coger. [Ipu oToOpakeHHO# 00J1aCTH 3a/1a4 BBl MOXKETE OTKPBITh HY)KHBIHN (Daiis1, BHIOpaB
ero m3 cnucka QaitoB moxa 3aroioBkom OtkpeiTHe KHUrH (Open A Workbook), nmu6o
HIEJIKHYB Ha COOTBETCTBYIOIIEM MMEHHU paboueil KHUTHU, KOTOPYIO BBl XOTUTE OTKPBITh, UIH KE
niesnkHyB Ha ctpoke Kuuru (More Workbooks) 11t nosiBienus: quanoroBoro okHa OTKpbITHE
nokymenTa (Open).

3. lllenxknute Ha KHONKe HHUcnanatomiero MeHio mpocmorpa Ilamka (Look In) wu
BBIOCPUTE JKECTKHH JMCK, Ha KOTOPOM YCTaHOBJEHBI ydeOHbIe (aitnpr "lllar 3a marom".
[TosiBsiTCs haiiyibl M MANKK HA BAILIEM KECTKOM JIUCKE.

4. Boiiaure B manky Office XP SBS u aBaxkapl mienkuuTe Ha manke Excel.

5. OBaxapl menkaute Ha nanke Chap05. OtoOpassaTcs (aiiibl ¥ Manku, HaXOIAIIHECs B
nanke Chap05.

6. JBaxs! mwenkuute Ha ¢aitne FileOpen.xIs. Otkpoercs daiin FileOpen.xls.

7. llenkuute Ha sueiike C16 u nabepute 16,95. Undopmanus B siueiike C16 usmeHUTCS
Ha $16.95.

8. Ha manenu mHcTpymeHToB CraHmapTHas HaKMUTE KHONKY COXpaHUTH (Save)n.
Excel coxpanut Bamm u3sMeHEHHUs.

9. B mento @aiin (File) Boibepute Coxpanuth Kak (Save As). [losBurca nuanorooe
okHO CoxpaHeHue 10KyMeHTa (Save As).

10. Ulenkuute Ha nmone Uma ¢aiina (File name), ynanute cymecTByromiee ums ¢aitia
u HabepuTe SaveAs.

11. llenkuute na none Tum ¢aisa (Save as type) 1isi OTKpPBITHUS CIHCKA THUIIOB
daiinos u Beioepute WK4 (1-2-3) (*.wk4).

12. Haxvmure kHomky Coxpanutb (Save). IlosBuTCS  AManoroBoe  OKHO,
Ipenynpexaanee 0 BO3MOXKHOW IMOTepe HEKOTOPHIX JaHHBIX AokymeHTa. lllenkHure Ha
kHonke Jla (Yes), uToOBI COXpaHHTH APYrylH0 KOIMHUIO Balllero JOKyMeHTa B ¢aiine dopmara
Lotus ¢ umenem SaveAs.wk4.

IIpakTuyeckas padora Ne 3

[Tocne oTkpbITHS pabouell KHUTM BBl MOXETE€ IPOCMATPUBATh U HU3MEHATH €€
conepxkumoe. YToObl U3MEHUTH ONpeAeeHHYI0 UH(GOpPMAIMIO, HallpUMEpP CTOMMOCTb HOXHHMII,
BBl MOKETE NIEPENUTH K COOTBETCTBYIOILIEH SYEHKE U 3aT€M BHECTU HY)KHbIE U3MeHeHus. M3 aroii
AYEHKU Bbl MOXKETE MEPEeUTH B JIPYryl0 s4YEHKy 3TOro k€ pabdouero JMcra Wid NEpedTH K
npyromy Jucty paboueit kuuru. Ilepexon k napyromy paGouemy JIHCTY OCYIIECTBISIETCS C
MOMOIUIBIO IIeJTYKA Ha APJIBIYKE JINCTA, PACIIONONKEHHOM B JIEBOM HM)KHEM YIJIy OKHa paboueit
KHUTH.

Bbl MokeTe mepexonuTh K HYXHOW siueiike MHOTMMH CHoco0aMu, HO yJoOHee BCEro
MPOCTO HICNKHYTh Ha HYKHOH sideiike. Sldelika, HA KOTOPOW BBI HICNKHYNIH, OYIET BbIAEIEHA
YEpPHOU PaMKOMU, U €€ COJIECPKUMOE, €CIId OHO TaM €CTh, Oy/neT 0TOOpakeHO B CTpOKe (popMyIL.
Korna sueiika BblaeneHa, OHA SBJISETCS AKTUBHOM ; 3TO O3HAYaE€T, YTO Bbl MOXETE BHOCHUTH
U3MEHEHHUs B ee cojepkumoe. [ BbIOOpa rpymniel sUeeK, HHaue - Juana3zoHa sS4eek, MpocTo
IIEJIKHUTE Ha MEpBOH sYeiike BbIIEIIEMOM 00JIACTM M TepeTaluTe yKa3aTelb, yAepKHUBas
KHOIIKY MBIIIH, Yepe3 s4YeiiKu, KOTOpble Bbl XOTUTE BBIAEIUTH. BbiOpaB suelky mim 00JacTh
S4YeeK, Bbl MOXETe BBIPE3aTh, KOMUPOBaTh, YAAJATh WJIM HM3MEHATh (POpMaT COJIEPKUMOIO
sayeiiku uinu quana3ona siueek. Hanpumep, Katpun TepHep, MoxkeT MOHaJOOUTHCS CKOMUPOBATH
LIEHbl HA MATh CaMbIX MOMYJSIPHBIX TOBApOB M3 CaJ0BOrO MHBEHTApsi Ha HOBYIO CTpaHMILY,
KoTopasi OyzmeTr oToOpakaTh HamOoJjiee MpoAaBacMbie BEIIM B KaKJIOW KaTErOpuud TOBApOB,
MpeaaraéMbIX KOMIIAHUEN.
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Baskno. Eciu Bl BeIIEIIsI€TE TPYIILY sI4€EK, [IepBas sA4EHKa, HA KOTOPOH BbI LICIIKHYIIU,
ABJIETCS] AKTUBHOM.

Bbl He orpaHrueHbl B BO3MOKHOCTSIX BBIIEIICHUS TYEEK MO0 IO OTAEIBHOCTH, JTU00 KaK
yactu jucta. Hampumep, BaM MOXeT HOTpeOOBAaThCS MEPEMECTUTh CTOJIOEL C JAAHHBIMU I10
[IEHaM Ha OJHY IMO3UIMIO BIIPABO, YTOOBI OCBOOOAMTH MECTO JJs CTOJOUA ¢ MH(opMalmein o
KaTeropuu, kotopoil npuHauiexur toBap (Com.toBapbl, MHCcTpymMeHnTs!, VHBeHTapp U T.1.).
Uro0Obl mepemMecTuTh BeCh CTONOEN (MM TPYHIy CTOJOLOB) OAHOBPEMEHHO, HICIKHUTE Ha
3aroJIoBKe CTOJIOLA, pacloioKEeHHOM cBepxy pabodero jiucra. llleauok Ha 3arosoBke cTosdna
BBIJICJIIET BCE SUEHKM B 9TOM CTOJOIE M MO3BOJIAET BaM CKONMPOBaTh B Oydep MM BIpe3aThb
cTos0e1] ¥ BCTaBUTh €ro B JI000€ MeCTO paboueil KHUTH.

OpHo u3 HOBOBBeneHHH B 3ToW Bepcuu Excel - knomka Ilapamerpsr BcraBkm (Paste
Options), KOTOpas MOsIBJIAETCS MOC/Ie KONMpoBaHus B Oydep nHpopmanuu u3 s4eHKy U BCTaBKU
ee B I1000e MECTO paboveii KHUTH.

A | B |
1 [Npueer, Excel! ;CLHomca
2 apaMeTpEI
3 _chmcn
4

[Tocne menuka Ha kHomke Ilapamerpnl BcraBku (Paste Options) mosBUTCS MEHIO C
nepevyHeM jeWcTBuii, koropeie EXcel MoxeT mpousBecTr Haj BCTaBICHHBIMH U3 Oydepa
JTaHHBIMU. [IyHKTBI 3TOT0 MEHIO IPUBEICHBI B TAOJIUIIE HIDKE.

Onnus JlelicrBue

Coxpanuts popmatel BetaButh conepxumoe 0ydepa ooOMeHa (KOTOPBIA COAEPKUT MOCIETHIOK

OpUTHHaja MHPOPMAIIKIO, CKONUPOBAHHYIO WIIM BBIPE3aHHYIO) B HY)KHBIC SUCHKU U
oT@opMaTHpOBaTh JaHHbIE TaK, KaK OHU ObUIM OT(HOPMaTUPOBAHBI
[IEPBOHAYAJIBHO.

Hcnonbp3oBath BcraBute comepxkumoe Oydepa oOMEHa B HYXKHBIE SYEHKH U

(dopMaThl KOHEUHBIX OT(GOPMATUPOBATh JAHHbBIE, HCIOJB3Yyd TEKyIIHi (opmar HaHHBIX B
A4eeK KOHEYHBIX AYEHKaX.

3HaueHUs u BeraButh comepxumoe Oydepa oOMeHa B KOHEYHbIE sUEHKH C
(dbopMaThl yrcen COXpaHEHHEM Bcex (popMaToB YKCEI.

Coxpanuth wmupuHy BeTaButh copepxumoe 0ydepa oOMeHa B KOHEUHbIE SIMEHKH U U3MEHUTh
CTOJIOIIOB OPUTHMHAIA pa3Mep CTOJIOIIOB KOHEUHBIX SY€eK JUIs COBHAJAEHUS HUX IIMPUHBI C
IIMPUHON CTOJIOIIOB UCXOJHBIX SUYEEK.

Tonbko GpopmMatel [IpumenuTs (QopMaT UCXOMHBIX SUYEEK K KOHEUYHBIM sYeiKaM, HO HeE
KOITUPOBATh COAEPKUMOE UCXOJHBIX SIUEEK.

CchLUIKM Ha SYCHKU OT06pa3I/ITL COACPKUMOEC HCXOIAHBIX AYCCK B KOHCYHBIX quﬁKaX,
OOHOBJISIA KOHEUYHBIC ﬂqeﬁKH, Koraa COACPKUMOEC HCXOAHBIX AYCCK
MCHACTCA.

Tonbko 3HAUEHUSA BcraButh 3HaueHHMsT #W3 CTOJIONA B KOHEUYHBIM CTOJIOEI,MCIIOIb3YS
CYIIECTBYIOIUN (hOpMAT KOHEYHOHN SUCHUKH.

3HaueHuss W BeraButh cronben sueek B KOHEUHBIH CTOJOEI; NPUMEHHTH
¢dbopMaThl opuruHaia (Gopmar CKOIMHPOBAHHOTO CTOJIOLA K HOBOMY CTOJIOILY.

Coser. Eciun kHonka Ilapamerpnl BcraBku (Paste Options) He mnosBisercsi, BBl
MOJKeTe BKJIIOYHUTH 3Ty (GyHKIUio, BbIOpaB NMyHKT Ilapamerpnl (Options) B menio Cepsuc
(Tools). B mosiBuBIIEMCSI THANoroBoM OkHe IenkHute Ha BKiagke Ilpaska (Edit) u 3artem
MOCTaBbTE TAJOUKY psAsioM ¢ onuued OrodpakaTtb MeHI0 mapaMeTpoB BecraBku (Show Paste
Options buttons).
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IIpakTnyeckas padora Ne 4

B sTOoM ympakHeHuu Bbl mepeiiieTe OT OJHOro paboyero JIMcTa K JApyromy, u3ydas
TOBaphl, mpemiaracmpie kommnanued "Bce nns cama", u 3atem BbiOepeTe Tpynmy sueek,
coiep>)KaHuEe KOTOPBIX HAJ0 CKOMUpPoBaTh B JucT O030p Bameii padoueii kuuru. Ilocie Toro
KaK BBl CKOIMpyeTe W BCTaBUTE U3 Oydepa 3Ty MHPOpPMALUIO, Bbl BbIOEpETE TPH MEPBBIX
croJidna Bamiero Jyimcra Beero, ckonupyere ux B Oydgep oOMeHa U MepeaBUHETe CTOJOIBI (M BX
COJCPKMMOE) Ha OJHY TIO3UINI0, 4TOOBI OCBOOOAWUTH MEpBBIM cTodOEl i MH(OpMAIHH,
YKa3bIBAIOIIECH HA HCTOUYHUK TE€X UM UHBIX TAHHBIX.

1. Tlepeiinure B yueOnyto nanky Chap05 u naxp! menkuute Ha daiiie Zeroln.xls.

2. B neBom HmxkHeMm yriy okHa Excel menkaute Ha spnbruke jucra Com.ToBapsbl.
[osiButcs pabouwnii uct Con.ToBapskl.

3. lllenkHuTe mnpaBoil KHONMKONW MBIIIM Ha SIPJBIYKE M BO BCIUIBIBAIOLIEM MEHIO
BeiOepute [accudaopa. Otkpoercs padounii muct [aceudaopa.

4. lllenxuute Ha sipiabluke nucta MHCTPYMeHT, 4TOOBI cAenaTh ATOT pabouuii JTUCT
AKTHUBHBIM.

5. Illenknure Ha siuetike A3. Sluelika A3 craHeT akTUBHOW. 3HaveHHE B siuciike A3, "ID
TOBapa', MOSBUTCS B CTPOKE (POPMYII ¥ B CTPOKE MMEHU TIOSIBUTCS CCHUIKA HA STYCHKY.
CTpoKa MM eH1 AYerkn Crpoka ¢ opmyn

E3 Microscft Excel - Zeroln =&l x|

D0 Jawmee  Oxno  Cnpaexa EBeANTE BOAPOE >y - ® X
DERS[ERY ¥ BT - B-4 D 2w -0 - [xX]x g =2
A3 v A 1D Toeapa
| A | B | C | D = ] F G | H | | =1
HaumenoBanwe ToBapa Llena
Capoean nefixa (50 al0imoe) $28 00
5 |TL2697 pabau $16895

AKTHBHAA AYelKa
6. llenkuure Ha sueiike A3 u nportamure Kypcop 1o stueiiku C6. Beyienurces quamna3oH

AYeeK.
7. Ha mnanenn wuHctpymeHtoB CranpmapTHas IuenkHure Ha kHonke KomupoBarth

(Copy) ™= . Conepxumoe BBIICICHHBIX sYeeK OyaeT CKOmMpoBaHo B Oydep oOMeHa.
BriieneHHble siueiiKu COXpaHAT CBOE cojepkuMoe U OyayT 0003HaueHbl MyHKTHPHON paMKoOii
(pamKoH, KOoTOpas OyIeT Ka3aTbCs ABMKYIIEHCS BOKPYT TPYIIIbI SUEEK).

8. Ilenkuure Ha spabluke aucta Beero.

9. MosButcs muct Beero. [llenxkHuTe B HEM Ha siueiike A3 ¥ 3aTeM IMICTKHUATE HA KHOTIKE

BceraBurs (Paste) @ Ha mnaHenu HHCTpyMeHTOB CranpgaptHas. MHQopmanus, KOTOpYI0 B
CKOITMPOBAJIH, MOSIBUTCH B siuerikax ¢ A3 o C6 nucra Beero.

Evcosonee-zoon i1
W] @ain Mpaexa Bna Beraexs Gopnsr  Cepewc  Jaseee  Okno Cnpaexa BBeANTE BOOE ) Ve PO
DEFEHSIREGRAY I BR-F o @ -4/ @F 7w 0 s[x]x g e
A3 - & 1D ToBapa

s s ess| 0 | E E ol 6 [ H | ¥ | 3 T = |
Bcero

||

n

ID Tosapa Hoeauwe 1 UHewna
L2248 Caposanas $28/00
TL2697 Fpabnu $18.95

TL2539 Hokanan $1895

0|~ mlmlalw

CoBer. B mpenpinymmx Bepcusix Excel Hy)XHO OBIIIO BBIIENATH sIUCHKH, B KOTOPBIE
HeoOxoauMo ObUTO cKomupoBaTh MH(popmaruto. Eciau pazMep BbiIeneHHONH 00J1aCTH KOHEUHBIX
sYeeK He COBIAJaj C pa3MEepOM CKOMHMPOBAHHOW B Oydep obiactu, mporpaMMa He MO3BOJISIIA
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IPOM3BECTH BCTaBKy. B nanHo# Bepcun Excel noctaToyHO MENKHYTH Ha s4eiike, koTopas Oynet
JIEBOM BEpPXHEH SUYCHKOM B MIpEANoIaracMoi 00JIacTH siueek, B KOTOPYIO Bbl XOTUTE CKOTTMPOBATH
JTAHHbIE, ¥ BCTaBUTh UH(pOpMAIHIO B pabounii nuct. MckitoueHnemM, 0 KOTOpOM MBI TIOTOBOPHM
MO3XKe, SBIISETCS Clydail, KOTJa Bbl BEIPE3aeTe U BCTABIISETE EJIbIE CTOJIOIBI U CTPOKH.

10. Hlenkaure Ha spabiuke Jaucta MHHeTpymeHT. OTKpoeTcss paboO4HMii  JIUCT
HHcTpyMeHT.

11. HlenkHuTe HA MOJIE UMEHU STYEUKHU. 3HAUYCHUE B CTPOKE UMEHU BBIJCIUTCS.

12. B crpoke umenu BBeaute B9 u Haxmure knaBuiry (Enter). Beigenurcs sueiika B9
co 3HayeHueM "HoKHUILIBI C ITMHHBIMU pyYKaMu'.

Kimcosorexcel-zeroin =181
@jg&‘iﬂ Mpaexa Bra Beraska Qoppat  Cepenc  dasHes  Oxno  Cnpaexa BeeanTe BOAp vy - ® X
DEEa8 8RBV BB «- @ -4 B Tim 10 - XKYE?
B9 - fx HookHUUB! © ANMHHEIMN PYYKasIH
=] B E=c==[==p EZ | E G S | =i
1 WHcTpymeHT |
2 |
_3J ID vogapa Haumenosaune Togapa Lena ‘
4 |TL2248 Capnopaa nefixa (50 Al0imoE) $26.00
5 [TL2697 Mpabau $1895
6 |TL2539 Hox: ana npuewekn $1895
7 |TL2538 MHCTpyMEHTEI ANA NPUEBUEKH $57 95 |
8 |TL1182 Hexon $1000
MTLEBOZ IHO)mugu C ANHHHbBIMK DY SKaMH l $654 95 ‘
10 |TLO0Z3 LWwnyes ans opexos $18,00

13. Illenkuute Ha moje uMeHH sueiiku, Habepure B14 u naxxmure (Enter). Beigenurcs
sueiika B14 co 3nauenuem "[luna nisa noapesku".

14. Ilenxuute Ha apabiuke aucta Beero. [losButcs pabounii muct Beero.

15. IllenkuuTe Ha 3arojoBKe cTojOma A. Bwimensarcs Bce SUCHKH CTOJIOIA, BKIIOYAs
3aroJjIoBOK.

8l
M) @ain Mpaexa Bua Boraska Qopust  Cepewc  [JasHele  Okno  Cnpaeka BBEANTE BOND -8 X
DEEHSHERY IR o- @ -4 i1 2 wml -2 -[X]x g =2
Al - A Beero

c D | E F [ 6 [ H | ) |
\

Uena

$23,00

$18,95
$1895 ‘

16. IleperamuTe Kypcop OT 3arojioBka ctojoma A g0 cron6ma C. Beigensarcs Bce SUCHKu
B cTonbmax ¢ A no C, BKJIrOYast 3ar0JIOBKH CTOJIOIIOB.

17. Ha nanenu unctpymeHtoB CrangapTHas nieqkHUTe Ha KHonke Boipe3aTs (Cut) & .
18. Illlenkuute Ha 3aroioBke cTonOma B u meperammure Kypcop a0 cronbua D.
Brinensitest Bee stueiiku B croiidnax ¢ B mo D, BKirouast 3arojoBKH CTOJIOIIOB.

19. B menio IlpaBka (Edit) menkuute Ha komanae BeraButh (Paste). Comepxxumoe
O0ydepa obmena nosiBuTCs B cronbiax ¢ B mo D.
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RiMcrosoftbcel-zeroln MEIES
Eﬂgaﬁn Mpaexa Bna Beraska Qopnar  Cepenc  JdasHue  OxkHo  Cnpaexa BEeaNTE BOL vy . ® X
DEESIR EGRY $BR-< 9 @ = -4 @03 7 e =12 x|k 9 |E?
B1 - & Bcero

| A (S 5| Ty T V| [ | = |
Ed Bcero 1 Tl
2]

|3 | ID roeapa wosaune 1 LUena

4 TL2248 Capoean s 52800

[ 5 | TL2697 [paban $1895

| 6 | TL2539 Hox anan $1895

7

20. Ha nanenu uncTpymMeHTOB CTaHnaptHas ImenkHUTe Ha KHomke CoxpaHuThb (Save)
JUISL COXpAaHEHUS BalllUX U3MEHEHHH.

21. Illenkuute Ha kHOMKE 3aKpbITh (Close), uToObI 3aKpBITH TOKyMeHT Zeroln.xIs.

CoBer. UtoObI BeIOpaTh siueiiky Al B akTUBHOM pabodem JmcTe (MW HEMEIJICHHO
BEPHYThCS B Ha4Yalo padouero jaucra), Haxmute (Ctrl)+(Home).

Tema 2. Padora B Excel
Ilinan:
1. Cozmanue paboyeil KHUTH.
2. Replace.
3. IlpoBepka JaHHBIX M UCTIPABICHUE OIINOOK.
4. Tlouck 1 3aMEHA JTaHHBIX.

IIpakTuyeckast padora Ne 5§

Kaxnpiii pa3, korma BaM HYXHO coOpaTh W 3auKCUpoBaTh WH(OOPMAIHIO, KOTOPAs
JaneKka Mo CBOeH TeMmaThke OT WMH(pOpMallMU, KOTOpas HMMEETCs B KHHIEe, HY)KHO CO3/1aBaTh
HOBYIO pabouyro kHuTy. B manno#t Bepcum EXcel HOBas pabouas KHHUTa MO yMOJYAHHUIO
COJICPXKUT TPU PabOUYMX JINCTA; BBl MOXKETE 100aBIATh CBOM WM YIAIATh CYIIECTBYIOIIUE JIUCTHI
nmo cBoeMmy ycMmoTpeHuto. CoznaHue HOBOM paboyeil KHUTH - TIPOCTOE JIEHCTBHE,
OCYILIECTBIISAIOLIEECS IIETUYKOM Ha COOTBETCTBYIOIEH KHOIKE Ha MMaHeIu MHCTpyMeHTOB. Ilocne
co3faHus pabodell KHHUTH Bbl MOXETE€ HadaTh BBOJ JaHHBIX. Camblil MpPOCTOM croco0 BBECTH
UH(POPMALIUIO - 3TO IIEJKHYTh Ha slueiiKe U BBECTH 3HAYEHME; 3TOT METOJ OUeHb yJ00EH, Kor/a
Bbl BBOJUTE MH(OPMAIIMIO B MaJIO€ KOJIMYECTBO SYEEK, HO TAKOW MPHUEM Helenecoo0pa3eH Mnpu
pabote ¢ OONBIIMMU TOCIEIOBATENBHOCTAMU WM Tpynnamu 3HadueHuil. Hanmpumep, Katpun
TepHep, HYXHO co34aTh padOYUil JIUCT, OTPAKAIOUIMN €XeyacHYI0 HH(POpMAIUI0 O XOJe
npoaax komnanuu HauuHasg ¢ 13:00 u go 19:00 B 6yanue nuu. s 3anmcu 3TUX 3HAUYEHUH el
noTpeOyeTcst pabouHii JIUCT CO CIEAYIONIEH TaOIUIIeH.

=l8ix]

4] @xin Mpaexa Bna Berasxs Gopuar  Cepewc  fJasHee  Okvo  Cnpasxa EBeANTE BOOE vy .8 X

D8 @RV | IDB-<C v @ -3 02 7 sy ~10 ¥ X K Y |ET
Al - i

A (= T D [ E [ °F (2 [ o e ] [

i i |

2 |

534 Mosenencuux Bropuwk Cpeaa  Yersepr TatHuua

4 | 13.00

5| 14:00

6 | 15:00

7| 16:00

8 17.00

9| 18:00

10 | 19.00

11

[ToBTopHBIN BBOA mocnenoBaTenbHocTH I[loHenensuuk, Bropumk, Cpema, Yersepr,
[TarHuIIa MOKET OBITh OCYIIECTBIIEH MOCPEACTBOM KOMMPOBAHKS U BCTaBKHU U3 Oydepa mepBoro
JJIeMEHTa IOCJIeIOBAaTeIbHOCTH, HO YyaoOHee caenaTh d3TO C MNOMOUIbI0  (QyHKIHMH
aBTo3amofiHeHus. Mcmonb3ys aBTO3amoJIHEHUE, BBl BBOJIUTE TMEPBBIA SJIEMEHT W3BECTHOU
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MIOCJIEIOBATEIbHOCTH, IIEIKACTE Ha 3HAYKE 3allOJHEHHUS B MPABOM HIKHEM YIJIy SUCHKH H
IPOTacKMBAaeTe €ro, co3aaBas 00JacTh pa3Mepa, HEOOXOAWMOTO Ui pa3MeIleHHs Barleh
urdopmarnmu. IToxoxast GyHKIHS, 3alI0JHEHHE 00IaCTH, MO3BOJISIET BaM BBOJIMTH JBAa 3HAYCHHUS
B 00JIACTH W 3HAYKOM 3allOJHEHHs PacIIMpsATh 001acTh B BamieM pabodem jmcte. Hampumep,
€CJI BaM HY)KHO CO3/1aTh 00JIaCTh, HAYMHAOIIYIOCS CO 3HAYECHUS 2 M YBEIMYMBAIOIIYIOCS Ha 2,
BaM MOTpeOyeTcss BBECTH 2 B NEPBOM stuelike W 4 BO BTOPOW sUeiKe, 3aT€M BBIICIUTH 00€
SYEHKH W, C MOMOIIBIO 3HAYKA 3AIOJIHEHHS, PACIIUPUTH 00J1aCTh SUEeK J0 HEOOXOAUMOM Bam
BCJIMYHMHBI.

Hpyrumu crocobamu BBOja MH(DOpPMAIIMH, KOTOPBIMU BbI OY/IETE MOJI30BATHCS B 9TOM
pasjiesie, SBJISIOTCS: aBTO3aBEpIIEHHE (OMpEeAeNseT COBIAICHHE BBOAMMON HH(POPMAIUMH C
JTAHHBIMH, BBCJICHHBIMU paHee); BBIOpaTh M3 CIHCKA (IMO3BOJISIET BHIOPATh HYXKHOE 3HAUCHHE M3
3HadeHuii B cronbie). C momomnisio komounanuu Kiaaum (Ctrl)+(Enter) Ber MokeTe BBOAMTH
JAHHBIE OJIHOBPEMEHHO B HECKOJIBKHX STUCHKaX.

Cnoco6 HeiicTrBue

ABTO3aII0JIHCHUE BBGZ[I/ITG IEPBOC 3HAYCHHUC H3BECTHOM MOCJICAOBATCIIBHOCTU W PACHIUPBTC
00/1aCTh STYEEK C IIOMOIIBIO 3HAYKA 3allOJTHCHHA.

3arojHeHNE BBGZ[I/ITG ICPBLIC OBa 3HAYCHHUA B 001aCTH SYECK H C IIOMOIIBIO 3HAa4YKa
obnactu 3aIllOJIHCHUA PACHIMPbTC 0071aCTh STUEEK.

ABTo3aBepiieHue BBeaure HECKOJBKO NEpPBBIX CHUMBOJOB B sueiike U, €CId BBOAUMOE
3Ha4YEHHE COBIAJaeT ¢ MHpOpMaIMel, BBEJICHHON paHee B 3TOM ke CTOJOIE,
porpaMma MpeaioKUT BBECTH YKe CYLIECTBYIOIIEE 3HAaUEHHE.

Bri6pats u3 [lenkHuTe nMpaBoil KHOMKON Ha sSUeiKe U B MOSIBUBIIEMCS MEHIO IICIIKHHUTE
CIIMCKA Ha BwiOpars u3 cmucka (Pick from List). IlosButcs cnucok
CYIIECTBYIOIIMX 3HAYCHUN B JAHHOM CTOJIOILIE.

(Ctrl)+(Enter)  BeiOepure rpynmy siueek, KOTOpbIE JOJDKHBI COACPKATh OJHY U Ty XKe
uH(pOpMAIIMIO, BBEIWTE JAHHBIE B aKTHBHYIO SYE€HKYy W HaXMHUTE

(Ctrl)+(Enter)

HoBoBBenennem B ganHoi Bepcun Excel sBmsercs kHomka Ilapamerpsl
aBro3anoaHeHusi (Auto Fill Options), koTopas mosiBiseTcss npu BBOJE JaHHBIX B pabouumit
JUCT C WUCIHOJB30BAaHUEM AaBTO3ANOJHEHUsS WM 3anojHeHus obmnactu. lllenmyok Ha KHOIKe
ITapamerpsl aBTo3anmosnHennss (Auto Fill Options) oTkpeiBaeT cnMcOK NEHCTBUM, KOTOpBIE
Mo3KeT mpousBecTH Excel ¢ Temu siuelikamu, K KOTOPBIM Bbl IPUMEHUIH 3amnosiHeHue. Crucok
ATUX JIeHCTBUI NPUBECH B ClleAyolIel TadnuLe.

Onuus HeiictBue

Konuposars siuerikn KommpoBare  cozmepKumMoe  BBIJCICHHBIX  SYEEK B SYCHKH,
0003HaYCHHBIE ONepalen 3a0IHEHNUS.

3aroNIHUTh TOJIbKO 3alOTHUTh  S4YeWKH, O00O3HAuUEHHBIC OMepalueil  3aroyIHeHHs,

3HAYEHUS CJIEIYIOIIMMH 3HAYEHHUSIMU U3 MTOCJIEI0BATEIbHOCTH.

3anoJHNTh ToJIbKO [IpucBOUTH opMaT BBIJEIEHHON sUelKH suyeiikaM, 0003HAYEHHBIM

dopmartsl OIlepaLMEN 3all0JIHEHK], HO HE KOIIMPOBATh 3HAYECHUS U3 UCXOIHBIX B
KOHEUHBIE STYEUKH.

3anoJHNTh 0e3 3amoiaHUTh  SUYEWKH, OO0OO3HAueHHBIE oOmepalnuell  3arnoJIHEeHHUs,

dopmaTupoBaHus CICNYIOIIMMH  3HA4YEHWSIMU B IIOCIEJOBATEIbHOCTH,  HO

UTHOPUPOBATh GOpMaAT UCXO/IHBIX SUEEK.

3aroiMHUTh Ora OTIIIUS pabotaet o MIPUHLIUITY oOHapyKeHUs

<IIOCJIEI0BATEIbHOCTH>  IOCJIEJOBATEIBHOCTEH U IOX0Xa M0 CBOEMY JEHCTBHIO Ha OIILHUIO
3anoJHUThL TOJBKO 3HA4YeHHsl. Eciau Bbl BBOJUTE HEU3BECTHYIO
nporpamme Excel mocnenoBaTenbHOCTh, 3Ta OMIKS HE MOSIBUTCS.
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Coser. Eciu xHonka Ilapamerpsr aBto3amosHenus (Auto Fill Options) He
MOSIBIISIETCS, BBl MOYKETE BKJIIOUUTH €€, BeIOpaB MyHKT [lapamerpsl (Options) B MeHio CepBuC
(Tools). B mosiBuBImIeMcst naioroBoM okHe BbiOepute Bkianky IIpaBka (Edit) u nocraBete
rajouky psjaom ¢ onuueit Orodpaxkarb MeHI0 mapamerpoB BcraBku (Show Paste Options
buttons). DataEntry

IIpakTnyeckas padora Ne 6

B sTrom ympakHeHMM BBl co3ganuTe pabOuyyr0 KHUTY Ui ydera yucia IMOKynaTeel
kommanuu "Bee mig cama", mpuoOperaromux TOBapbl B TEUEHHE JIBYX YacOB €XKEIHEBHO Ha
OPOTSDKEHUM Tpex AHed. B pesynbrare, pabouas kHMra OyAeT cOAep)KaTh JIMCTHI, HECyIlue
UH(OPMALIMIO O KOJIMYECTBE MOKYIaTeNeil, mpuoOpeTaBIInX TOBApHI (Yepe3 Kaxapie 15 MUHYT),
IPO/JaHHBIX TOBapax M KOJIMYECTBE TOBApoB B JaHHON mnokynke. Ilpu 3amonHenun paboumx
JUCTOB BBl OyJdeTe WHCIONB30BaTh CIIOCOOBI BBOJAA [AHHBIX, OINKCAaHHBIC BBIIIE, T.C.
ABTO3anonHeHue, 3amnoiHeHne ooaact sueek U komouHanuto kiasui (Ctrl)+(Enter).

1. Ha nanenu unctpymenToB CraHgapTHas mIeJIKHUTE Ha KHomke Co3aaTh (New)_i.
[TosiBUTCSI uncTas paboyas KHUTA.
2. Ha mamemu wHcTpymeHnToB CraHmapTHas, WIeIKHUTE Ha KHONKe COXpPaHUTH

(Save) = . Otkpoercs quanoroBoe okHO CoxpaHeHHe T0KyMeHTa (Save).

3. Eciu Heobxoaumo, nepeiinute B manky Office XP SBS\Excel\ChapO05 na »xectkom
JIICKE BaIlIero KOMIIbIOTEpA.

4. B ctpoke Umsa ¢aiina (File name) Beequre SalesTrack. Excel mpucBout Baremy
daiury pactmpenue .xIs .

5. Haxwmure kHonky Coxpanuth (Save). Excel coxpanuT Bam ¢aitn nojg uMeHeMm
SalesTrack.xls.

6. llenkuute Ha siueiike B6 n HaGepute [leHb.

7. llenxuute Ha gueiike C5 u Habepure Bpemsi.

8. llenkuute Ha sueiike B8 u Habepure Cp. Sueiika B8 BeigenuTcs yepHoil paMKoi.

9. lloxgBenuTe yKas3aTenb MBIIM K MPaBOMY HIDKHEMY yriy siueiiku BS. Ykazarens
MBIILIY CMEHHUTCS Ha YEPHBIN 3HaK "Tuiroc".

10. [lenkHuTe HAa MPABOM HIKHEM YTITy stueiiku B8 m meperamure ykasarenb 0 SIYCHKH
B10. Excel BBezer B stueliky B9 3nauenue Urt, a B stueiiky B10 - I11. Bo Bpems nepetackuBaHus
ykazarenss MM depe3 sueiiku B9 u B10 Excel otoOpakaeT sSKpaHHBIE IOJICKa3KH,
MOKa3bIBAIOLINE, KAaKOE 3HaUeHHE Oy/1eT BBEIEHO B JAHHYIO SUYCHKY.

E3 Microsoft Excel - SalesTrack e =121 x|
[;E_]g&”m [(paexa Bna Bcraexa Qoppat Cepemc  Jasnue Oxno Cnpaexa SseANTE Bony *y - ® X
D@ S@RY FBBR-<C vo-@ -4 G 2 ml v10 <+ X K49 E?
86 A f Cp
[ A ESEl ¢ | D | €& [ GF ] =6 [0 oWy |k [ k] sy
1 =
2 |
..3.
Al
5 | Bpewma
6 | Hens
Fe
8 | Cp
9 |
10 |
11
> il

IKpaHHaaA NojcKaska
11. Ilenxaute Ha sigeiike C6 w BBeaute 3:00 ; 3aTem mieNkHWTE Ha sueiike D6 u
Beeaute 4:00.
Coget. Brl coobmaere Excel nBa 3HaueHus1, KOra UCIonb3yeTe 3anojaHeHue 00J1acTh
siyeeK: MepBOe 3HAUCHUE - HaYAIbHOE /ISl 00J1acTH, @ BTOPOE OMpeAeIsieT MHKPEeMEeHT. B aTom
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npumepe, 4:00 - Ha 1 gac 6onbie, yem HayanbHOe 3HaueHue 3:00, mostromy Excel npubasinser 1
4ac K TEeKYyIIeH sueiike, YTOOBI MOMyYUTh 3HAUCHHE CISAYIOIICH sTYeHKH B 00J1acTH.

12. Hlenkuaure Ha sueiike C6 u nmeperamuTe ykaszarenb Ha sueiiky D6. Sueitku C6 u D6
OyIlyT BBIICITICHBI.

13. IMogBenuTe yka3aTenb MBI K IPaBOMY HIKHeMYy yriny sdeiiku D6. Korma
yKazaresiab MBIIIM MOJABEJCH K MPaBOMY HIDKHEMY YIUIy SYEHKH, OH MeHsAeT (GopMy Ha YepHBIN
3HaK "moc”.

14. IlenxkHuTe HA MPABOM HIDKHEM yriy siueiiku D6 u meperamure yka3aTeiab B SUCHKY
J6. Excel 3anmomuut mects siueek ¢ E6 mo J6 crexyromuMu 3Ha4eHUSIME 00JIaCTH, @ KIMEHHO C
5:00 o 10:00, mpubasisist O 4acy.

18]
M) @ain Mpaexa Bua Beraska dopuar  Cepenc  fAasHme  Okvo  Cnpaexa BBeanTe Bony v .8 X
DERSNEGRY | $BR-F - @ = -4l F 2w -0 v XKY E?
C6 - & 3:00.00
A B | Y S | B P B | W D e K | L
] -
2]
3
4
5 Bpewma _
i_] HeHe | 3:.00 4:00 5:00 6:00 7:00 8:00 9:00 10:00
P =]
8 Cp
9 Yr
10| Mr
1]

15. Ha manenu uHctpymeHntoB CraHgapTHas menkHuTe Ha kHonke Coxpanuts (Save)
JUISL COXpaHEHUs BAIlIUX U3MEHEHUM.

16. Illenkuure Ha kHOMKE 3aKkpbITh (Close), uToObI 3akpeiTh (aiin SalesTrack.xls.

17. Ha nanenn wuHctpymeHTOB CraHjnapTHas HaxmuTe KHONKY OTkpbITh (Open).
[TostBuTCs nnanorosoe okHO OTKpbITHE 10KYyMeHTa (Open).

18. llenkaure Ha umenn DataEntry u nHaxmure OTKpbBITH(Open). Otkpoercs
nokyment DataEntry.xls.

19. lenkuawure Ha spasrake Juer2. [osBurcs padouwnii muct Juer2.

20. Ilenkuure Ha stueiike C8 u BBeauTe BaMOyk. ¢, HO He Haxumaiite (Enter). Cpasy
mocie Toro, kak Bl BBenu "c", Excel uiier cioBa B cToNOIlE, COBIANAIONINE C BBOAUMBIM B
A4YeiiKy 3HAYEeHUEM, U, HalJsl COBMaJieHue, N00aBseT BolIeNeHHbIN TekcT "cTebnu (30 mT.)"

COAEPKUMOMY STUEHKHU.

Ed Microsoft Excel - DataEntry

’ ®arin  Mpaeka Bua Bcraeka @opmat Cepeuc  AaHHble O
D Hdo8 &RV RV v @& =

C8 v X J/ /& Bambyk. crebau (30 wr)
A | B | [ [ D
Henb [MH Br
Toeap

Bambyk. ctefnu (30 wr)
Bambyk. pewetka
Knetka ana ntuy,
AHTNMACKUA KOHTEHHEP

SEI T =Te6nm (30 wr)

lawmw o 0| &= W=

21. Yto6sl BBecTH mpemiaraemoe 3HadeHue, "bamOyk. cre6mam (30 mr.)", B S4YEHKY,
Haxxmute knasuiry (Enter). Excel BBeneT naHHbIC B TYCHKY.
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Baxuno. Haxarue wmaBumm (Del) mepen naxaruem (Enter) (wmu (Tab) ) ymamur
BBIICJICHHBIN TEKCT U OCTaBUT "baMOyK. ¢" 3HaUCHUEM STYCHKH, B KOTOPYIO BHOCHIIUCH JIaHHEBIE.

22. lllenkuute Ha siueiike C9 u Habepute bamoyk. p, Ho He Haxkumaiite (Enter). TTocie
BBOJIa "p" Excel m06aBUT BbIIEICHHBIN TEKCT "pemieTka.

23. Haxmure (Enter) ans BBOma mpemiaraemoro tekcra "bamOykoBast pemierka'. B
stuerike C9 nosiBuTcs TekeT "bamOykoBas pemeTka'.

24. TlpaBoii KHOMKON MbIIM IenKHUTE Ha stueiike C10 u BbIOEpUTE B MOSBHBIIEMCS
MeHi0O BeiopaTs u3 cimcka (Pick from List). OToOpa3uTcst CHCOK CYIIECTBYIOMIMX 3HAYCHHI
B CTOJIOIIE.

Ed Microsoft Excel - DataEntry

@ darn [(paska Bua Bcraeka ®@opmatr  Cepeuc  fdanHbie  OxkHo  CNpaeka Bees
DEEaREGRY IBA-C|(v- @z -4 @D 2
C10 v S
A | B | c | D | E
1
2] OeHe MH Br Cp
3 |Toeap
4 Bambyk. crebaum (30 wr)
5 Bambyk. pewetka
B Knetka ana ntmy
AHFAMACKUI KOHTEIHHEP
L Ana dpykros
8 Bambyk. crebau (30 wr)
9 Bambyk. pewerka ,
10
11 AHMNMACKHA KOHTERHED ANA (
’12 Bambyk, pewerka
Bambyk, crebmm (30 wr)
13 KneTka Ans nTiu

25. Ilenkuure Ha ctpoke "Knerka mnst nrun". B sueiike C10 mosiBUTCA 3HaueHHe
"Knerka ans nrui".

26. Ilenxuure Ha spusruke JIuerl. [Tossutcs auct Juerl.

27. TleperamuTe yka3zaTenpb MbIH U3 siueriku C8 Ha staeiiky J10.

Excel BbLaenuT npsMoyroibHyto obaacts ssiueek ot C8 B jeBoM BepxHeM yray a0 J10 B
IIPaBOM HUKHEM yTi1y. 3aMeTbTe, uTo siueiika C8 Bce elle sSBIseTCs] aKTUBHOM.

28. Beemute 0 m nHaxmure (Ctrl)+(Enter). 3nauenne 0 TOABUTCS B KakKIOH U3
BbIJIEJICHHBIX STYEEK.

29. Ha nanenu uHctpymeHToB CTaHIapTHas LIEIKHUTE Ha KHonke CoxpaHUTh (Save),
YTOOBI COXPaHUTh BAIIU U3MEHEHMUSI.

30. Hlenkuure Ha kHonke 3akpwITh (Close). [lokyment DataEntry.xIs 3akpoercsi.

IIpakTnyeckas padora Ne 7

[Tocne BBOA MaHHBIX CIEAYET MOTPATUTH BPEMs Ha TIPOBEPKY U MCIIPABICHUE OIIHOOK.
HyxHo yOeauTbcsi B KOPPEKTHOCTH YMCIIOBBIX JIAHHBIX, @ TAK)KE MPOBEPUTHh TEKCT HAa HAJIMUME
opdorpaduyeckux OmMOOK, BOCHOJIB30BABIIUCH TpoBepkoit opdorpadbun Excel. Korma
npoBepka opdorpadguu oOHapyKUBAaeT HEM3BECTHOE CIIOBO, OHO BBIAENSAETCS, U MpeIaraloTcs
HanOoJiee MOAXOAIINE BapUAHTHI MCIIPABICHUS OMIMOKK. BBl MOXKeTe MCIpaBUTH CIIOBO CaMH,
BBIOpAaTh HY)KHOE CIIOBO M3 CIHCKA MpeAjaraéMblX WM NPOUTHOPUPOBATH COOOIIEHHE 00
ommOKe. BbI Takke MOKETE HCIONB30BaTh MPOBEPKY opdorpaduu st 100aBICHUS B CIOBAPh
CIIOB, KOTOPHIX HET B CTaHJApTHOM cIllOBape, 4ToObl B AajibHeimem mporpamma Excel ne
BBIZIaBajia coobmieHne 06 ommoKe, 0OHAPYKUB TaKOE CIOBO; TEM CaMbIM BbI OCBOOOJUTECH OT
HEOO0XOIMMOCTH KXl pa3 MOATBEPKIATh KOPPEKTHOCTH 3TOTO CJIOBA U COKOHOMHUTE BpEMs.
[Tocne Toro kak BBl BHECIM W3MEHEHHS, Bbl MOXKET€ OTMEHUTh W3MEHEHHUS, BHECEHHBIE C
MOMEHTa OTKpBITUs pabouell KHUTU. UYUToOBl OTMEHUTh U3MEHEHHE, IISIKHUTE Ha
COOTBETCTBYIONIEH KHOINKE B MaHEIW MHCTPYMEHTOB uiu oTkpoiite meHio IlpaBka (Edit) u
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BeIOepuTe KoMaHay Ormenutsb (Undo). Eciu BbI peminim BepHYTh U3MEHEHHE, BOCTIONIB3YHTECh
komano0il IloBToputs (Redo).

YroObl 0003HAYNTH HH(POPMAINIO, KOTOPYIO BIIOCIEACTBUU MPUIETCS H3MEHUTH, MOKHO
IPUMEHHUTH K TEKCTy ocoObli popmar. Hanpumep, MeHeakep NpoJiaxk OJHOIO U3 MOCTaBIIUKOB
xomnanun "Bee g caga" mpenocrasiseT Biaaenbly komnaHuu, Katpun Tepnep, nepeueHb
LIEH Ha IOCTYHAloIlUe TOBaphbl, C MOMETKOM O TOM, YTO 3THU LEHBI MOTYT OBbITb M3MEHEHbI B
110001 MOMEHT. 3HaYHUT, CTOUT OT(HOPMATHPOBATH 3TU JaHHBIC MHBIM CIIOCOOOM, OTJIMYHBIM OT
¢dopmara octanpHOW HH(OpManuu B paboyeM JsMcTe. 3areM IPHUIAETCS CBA3BIBATHCA C
MEHEKEPOM, YTOOBI 0OHOBUTH PaboUMii TUCT MEePea TeM, KaK TOBAPHI MOCTYIIAT B mpoaaxy. [1o
OJy4eHHH HOBBIX IeH KoTpuH ucmons3yer kuonky ®opmat (Find Format) B nuamorosom
okHe Haiitm m 3amenutb (Find and Replace) nns Toro, 4roObl HailTW crapble 3HAYEHUs U
3aMEHHMTh UX BPYUYHYIO HOBBIMU.

IIpakTuyeckast padora Ne 8

B sTOM ynpakHeHUU BBl OOHAPYKHUTE, YTO MPOU3BOAUTENH "YIOTHBIX Kpecen" MOMEHSUT
HauMeHoBaHue ToBapa Ha "Jlerkoe kpecno". Mcnonwsyiite komanny Haiitu (Find), uto6sl
HaiTu cioBo "YiotHoe" u komanay 3amenuTh (Replace), yToOb1 3amenuTs ero Ha "Jlerkoe".
[Tocne storo Bocnonb3yitech kHONKoN dPopmar (Find Format) B okHe HaliTu u 3aMeHHMTBH
(Find and Replace), uto0bI 3aMeHHTh 0T(HOPMATHPOBAHHBIC CIICIIHMATBHBIM 00pa30M JaHHBIC HA
HoBble. [locie sToro mpoBephTe Balll TEKCT HA HAIUMYME OIIMOOK C TMOMOIIbIO MPOBEPKHU
opdorpadumn.

1. Ha mnanmenn wuHcTpymeHtoB CTaHIapTHas IIEIKHUTE Ha KHONKe OTKPBITH
(Open) = . [losiBuTCs nnanorooe okHO OTKpbITHE J0KYyMeHTa (Open).

2. llenkuure Ha ¢aiine Replace.xls u 3arem Haxmure kHONKY OTKpBITH (Open).
Otkpoertcs ¢aitn Replace.xls.

3. Ecmm namo, menkHute Ha sApibluke jgucta MeOeab, 4TOOBI MEPEUTH K ITOMY
paboueMy JIUCTY.

4. B wmento IlpaBka (Edit) BeiOepure xomanay Haiitu (Find). /luamoroBoe okHO
Haiitu u 3amenuts (Find and Replace) otkpoercs na Bknaake Haittu (Find).

HanTh ' 3aMEHMTE l

Ha¥iT: l| d|

MapaMeTpel => l
HakTh BCE l | Ha¥it Aanee I 3aKpbIT |

CoBer. Bbl Takxke moxere oTkpbiTh OkHO Haiitm m 3amenurtsb (Find and Replace)
Hakatuem knasui (Ctrl)+(F).

5. B mone Haiitu (Find What) BBeaute yioTHoe u Haxxmute kHonky Haitm nanee
(Find Next). Otobpa3uTcs niepBas siueiika, cojepikaiias cjaoBo "yroTHoe" .

6. B mmanmoroBom oxne Haiitm u 3amenutb (Find and Replace) naxmute KHONKY
Haiitu nanee (Find Next) eme pas. OrobOpasutcs cieayromas sueiika, cojepskaimias CIOBO
"ytoTHOE".

Cosert. Haxxarne knonku Haiitu Bce (Find All) BriBeieT CIMCOK OTBEYAIONIUX 3aMpPOCy
A4eeK M HUX COJACPKHMOE CHU3Y OT JHAJIOroBoro okHa. llepemectuThecsi Kk mo0OMy U3
COBITAJICHUM MOYKHO, IIEJIKHYB HA HEM KHOIKOW MBIIIH.
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7. Ilenkuute Ha BKIaake 3ameHuTh (Replace). Ilone Haiitu (Find What) Bce eme
COAEPKUT CJIOBO "YIOTH".

8. B mone 3amenuts Ha (Replace With) Begute "Jlerk".

9. Ienkaute Ha KkHOMKe 3amMeHuTh Bcee (Replace All). [TosiBuTCS nuanoroBoe OKHO,
COOOIIAKOIIEe O TOM, YTO OIEpaIlys 3aBepIIeHa U ObLIO MPOU3BEIACHO TPU 3aMEHBI.

10. Haxwmure OK. CioBa "YroTHOE" Be3ie 3aMeHeHb! Ha ciioBa "Jlerkoe".

Ba:kno. Bbl MOXxeTe 3aMeHSTh CJIOBAa HE BCE Cpa3y, a OAHO 3a JAPYTUM, HAXKHUMasi KHOTIKY
3amennthb (Replace) BmecTto kHOonku 3amenuTh Bce (Replace All). DTo nenaerca s Toro,
YTOOBI KOHTPOJUPOBATh KAXKIYI0 3aMEHY M HE JOIMYCKAaTh 3aMEHbl T€X JAHHBIX, KOTOpPHIE HE
TpeOyeTcs: U3MEHSTh.

11. B nmumanorosom oxHe Haiitm u 3amenuts (Find and Replace) BriGepute BKIanky
Haiitu (Find). Otkpoercs Bknanka Haiitu (Find).

12. Vnamure Texct B nojie Haiitu (Find What).

13. Haxwmute xnonky Ilapamerpsl (Options) s oToOpaskeHus: mapamMeTpoB BKIAJAKU
Haiitu (Find). IlosBsarca napamerps! Bkiagku Haiitu (Find).

HakTth I 3aMEHHTE I

HaiTu: || _VJ | DOpMaT He 3a43H | DOpMaT. .. H

WckaTs: IHa cte v | YewTeieate pervctp
I Auelika uenvkom
MpocMaTPHBaTE: |"° CTpOKaM ¥ I
QBnacTk nomcka: |dopmynel v MNapaMeTpel << |

HakTH BCe I |Haﬁm Aanee I 3aKpbITh |

14. Haxwmute xHonky @opmat (Format). Otkpoercs nuamoroBoe okHo HaiiTu
¢popmart (Find Format).
15. Ecnu HeoOxonumo, menkuure Ha Bkiaaake lpudt (Font) s ee oTkpbITHS.
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21|

Yucno | BblpaBHHBaHHE | I FpaH1ua | Bra | 3awmTa I

WpndT: HayepTaHue: PazMep:
T Arial 3 06bIMHBIF | 8 i’
TP Avrial Black KYPCHE 9
T Arial Narrow NoAY¥HPHBIA 10
P Book Antiqua L] NonY¥MpPHBIA KYPCHE _'_I 11 _'_I

Moa4epKHBaHHE: UeeT:

| 4 [ [—

rBuaoHu3MEHEHKE Bpazel

[V sauepkhyTbIA
[¥ BEpXHWH MHAEKE
I HuHWH MHAEKE

AaBbBEBHAA

DYUCTHTE |

Mcnonb30BaTe GOpPMaT 3TOH A4EHKH. .. |

[ ox ]

OTMEHA I

16. B menio Hauepranume (Font Style) Boioepute Kypeus (Italic) u naxxmure OK.
Huanorosoe okno Haiitn popmar (Find Format) 3akpoercs.

17. B nuanoroBom okHe Haiitu m 3amenutb (Find and Replace) naxkmute KHONKY
Haiitu nanee (Find Next). OtoOpa3utrcs nepasi sueiika, TEKCTY KOTOPOW MPHUCBOEH MIPUPT

KYPCHB.

E2 Microsoft Excel - Replace L. - - |2 x|

IQ_] @ain  Mpaexa Bna Boraexa Dopuat  Cepews  QasHue  Oxkno  Cnpaexa BEEANTE BOAPO v -8 X

D@ % B o 2l <0 -lwlelo = = = [ o m *4 | fe cD.A- 7
c12 1 3 Haw T v 3aMennTh l]ﬁr_ -

1 |MeGenb :

5 Hafiru: [I ~] [oopwarnesass | oopar.. |-|

'3 | ID ToBapa Hami

4 |FN1401 Bambyroes -

5 |FN1404  Bambykoea MiKam: [rancre  ~] it i

B |FN1402  Howwoii cc!| | monurprearst frocrpocan 3 i 1 e uaon

7 |FN1403 Bambyross

8 |FNOBO1  Cxamen (4, O9nacTenancxa: [sopsymi =] fepvsop <5

9 |FNOE02 Cramed € [

10 |FN2002 Kegpoeaa ( HawTh poe I |Hﬁmuaee I SakpoiTe l

11 |FN1599 Yioruoe kpe

2 lrn1con Pennnv innenaranvan v "Wavinoe vansl  Tda 081

18. Illenxuaute Ha stuetike C12.
19. Ha nasnenu wusHctpymentoB ®opmatupoBanue (Formatting) HaxxmMuTe KHOIKY

.\ K o o .
Kypcus (Italic) * . llpudt B BeIgeNEeHHON siueiike CMEHUTCS Ha OOBIYHBIH.
20. Benute 47.95. IIpenpinyiiee 3HaUCHUE B A4YeiKe CMEHHUTCA Ha 3HAUY€HHE, KOTOpOe
BBI TOJIBKO YTO BBENHU. Ternepb BB OTMEHUTE W3MEHEHHE, KOTOPOE TOJBKO YTO CIIEIIAIIH.

21. Ha manenu nacTpymeHToB CTanmapTHas HaxxMuTe KHOKY OTMeHuTh (Undo) |
Conepxumoe sueiriku C12 cmenurcs Ha 44.95.

22. Haxmute kHOnky Otmenuth (Undo). Comepxxumomy sueiiku C12 BHOBB Oyjier
MPHUCBOEH MIPUPT KyPCUB.

ﬂ v ~
23. Haxxmute kHomky IloBToputh (Redo) . Teneppb coaepXuMoe SYEHKH OIAThH
oTtoOpakaeTcs OOBIYHBIM IIPUPTOM.
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24. B menio CepBuc (Tools) Boioepure nynkr Opdorpapus (Spelling). Otkpoercs
nuanoroBoe okHo Opdorpadus (Spelling). Ilepsoe cioBo ¢ ombkoit mosBuTcst B ctpoke Her
B cjoBape (Not in Dictionary), a cnucok mnpeajiaraeMbpiXx 3amMeH OTOOpa3UTCs B IIOJIE
BapuanTsl (Suggestions).

| Opdorpadua: pycckuid (Poccus) 2| %]
HeT B cnosape:

|epeso | MponycTHTE I

MponycTHTe BCE |

AoBaEnTE B CNOBapE I

BapHaHTbl:

3aMEHHUTE I

3aMEHWUTE BCE l

ABTO3aMeHa l

AsbIK cnoBapA; Ipyccmﬁ (Poccua) LI

MapamMeTpol... I OTMEHWTE NOCNEAHEE MCNPABNEHHE I 3aKpeITE I

25. Ecnm HeoOxoammo, BeiOepuTe ciioBo "/lepeBo" B mone Bapuantbl (Suggestions) u
HakxmuTe KHONKY 3amenutThb (Change). Excel 3amenut "Jlepes" nHa "IlepeBo" M COOOIIUT B
JIMAJIOTOBOM OKHE, YTO O0JIbIIIe OMMOOK HE HAHICHO.

26. Haxxmute OK. /lnanoroBoe 0KHO 3aKpOETCH.

Coser. Korna Bbl Haxumaere kHonky MWM3menuts (Change), Excel BcraBmser
IpeUIoKEHHOe caoBO. Ecnu Bel HE XOTHTE 3aMeHATh ciaoBO "JlepeB", HaXMHUTE KHOIKY
IIponycrure (Ignore Once); Haxarnem kHonku IIpomycrurs Bee (Ignore All) moxHO
OTMEHHUTbH HCIpaBJIEHUE JaHHOTO cioBa B pabouem nucre. lllenknyB Ha kHonke /loG6aBuTH B
cioBapb (Add to Dictionary), MoxxHO 700aBUTH 3TO CJIOBO B CloBapb, uToObl "JlepeB" B
JAJIBHENUIIEM BOCIIPUHUMAJIOCH IPOTPAMMOM KaK KOPPEKTHOE CIIOBO.

Tema 3. Hactpoiika padodeii KHUTH
IL1an:
1. Pabora ¢ KHUTaMH.
2. DataRead.
3. M3MmeHeHue BHEITHETO BU/Ia IPE/ICTABICHUS JaHHBIX.
4. Formats.

IIpakTuyeckas padora Ne 9

BaxupM 1marom B oOnerdeHuM paboThl ¢ KHUTAMHU SBJISIETCS OO€cCleYeHHe MPOCTOTHI
novucka WHPOpManuu B pabodell KHUTE. BB MOXKETe HCHOIB30BaTh HECKOJIBKO CIOCOOOB
YCTAHOBKHM "yKaszaTesei", moMoraromux nojib30BaTeNsiM HalTH HyXKHYI0 HHpopmanuio. [lepBoiit
€roco0, 0 KOTOPOM paccKa3bIBaJIOCh B Jiekiuu "3HakoMcTBO ¢ EXcel”, - aTo math paboueii kHure
MOJXO/IsIIee Ha3BaHUe. BbI Takke MOKeTe Ha3BaTh pabodne JIMCTHI TaK, YTOOBI TOJIH30BATEIH,
OTKPBIB HY>KHYIO pab04yI0 KHUTY, OBICTPO HAILJIM HCKOMYIO HH(OPMAIUIO B COOTBETCTBYIOIIEM
pabouem mucte. MiMeHa pa0oYHX JIMCTOB YKAa3bIBAIOTCS HA SIPIIBIYKAX JIMCTOB B JICBOM HIDKHEM
yriry pabouyeit KHUTH. UTOOBI meperMeHoBaTh pabouuil JIUCT, METKHUTE MPaBONH KHOIKOW MBIIIH
Ha SPIBIYKE HYXHOTO BaM JIMCTa W BBIOGPUTE W3 TOSBHBIIETOCS MEHIO KOMAaHIY
IlepeumenoBats (Rename). Bocrnonb3oBaBmuch 3TOM KOMaHIOM, MOXHO H3MEHUTh HUMS
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pabouero mnucra. Bbl Takke MOXETe MEHATHh MOPSAOK PACHOJOXKEHHS pPabOYMX JIMCTOB B
paboueil KHHre, NepeTacKuBas SpJbIYKHM JMCTOB HAa HYKHOE MECTO Ha IAHENIM M pacroJaras
Han0oJiee YacTo UCIOIb3yeMble paboyue JUCThHI B Havaje CIUCKA.

Ilocne Toro kak Bbl YCTAaHOBWJIM CBOETO poJia yKazaTelau Mg ObICTPOro M yao0HOro
noucka HH(pOpManMKM, Bbl MOXKETE MNPEANPHHATH CICAYIOIIUE JSHCTBUS JJS TOBBIIICHUS
y1000UNTAEMOCTH U MPOCTOTHI paboThl ¢ MH(popMmanuel B pabouux kHurax. Hampumep, BbI
MOXET€ W3MEHHUTh LIMPUHY CTOJIOIA MM BBICOTY CTPOKM B pabodyeM JHCTE, MepeTacKuBas
IPaHUIly CTOJOLA WIN CTPOKM B TY MM MHYIO CTOPOHY. YBEJIMYEHHUE LIMPUHBI CTOJIONA WU
BBICOTHI CTPOKH YBEIUYMBACT MPOCTPAHCTBO JUIA COAEPKUMOTO SUEHKHU, oOserdasi BbIACIICHUE
UHpOpMaLKK B siueiike U moMorasi u30exaTh CIIy4aifHOrO BbIJICJIEHUS JTaHHBIX U3 APYTUX SYEeK.

Coger. Bpl MOXeTe IPUMEHUTh OJHU U T€ K€ U3MEHEHUS K HECKOJbKUM CTPOKAM MJIU
cToI01aM, BBIIEIMB CTPOKH M CTOJIOLBI, pa3Mep KOTOPBIX HEOOXOIMMO U3MEHHTh, U NIepeTaluB
TpaHUIly OJHOW W3 BBIIEICHHBIX CTPOK MIIHM CTOJIOIIOB Ha HYXHOe paccrosHue. Korma BwI
OTIIYCTUTE KHOIKY MBIIIH, BCE BbIIEICHHbIE CTPOKU MM CTOJIOIBI U3MEHST CBOIO BBICOTY HJIU
HIUPUHY.

V3MeHeHMe BBICOTHI CTPOKH WM LIMPUHBI CTOJIOA MOKET MOBBICUTH YA0OCTBO pabOTHI C
JaHHBIMU B paOouell KHUTE, HO Bbl TAK)KE€ MOXKETE BCTABUTh CTPOKY MJIM CTOJIOEI] MEXy KpaeM
pabouero nucra u suyeiikamu ¢ uHdopMmamuen. JlononHUTEIbHOE IPOCTPAHCTBO MEXKY KpasiMH
JUCTA U sYeWKaMM WJIM, HAapUMEpP, MEXAY 3aroJIOBKOM U TEKCTOM, K KOTOPOMY OH OTHOCHUTCH,
Jenaer uHpopMaluoo B pabodell KHUre MeHee CKyuYeHHOM M yqoO0HOH i1t paboThl. Bel Moxere
BCTaBUTh CTPOKH, IIEJIKHYB Ha HYKHOU sueiike u BbiOpaB NyHKT Crtpokm (Rows) B MeHIo
Bceraka (Insert). Excel BctaBuT cTpoky HaJl akTHBHOM stueiikoii. BeraBka ctos0ra mpoucxoauT
aHaAJIOTUYHO; HYXHO BbIOpaTh MyHKT CTonéubl (Columns) B meHio BeraBka (Insert). Excel
BCTaBUT CTOJIOEI] clieBa OT aKTUBHOW SYEHKH.

BBl Takke MOXeTe MO CBOEMY YCMOTPEHHIO J00aBIsATh B pabO4Mii JIUCT OTIEIbHBIC
syeiku. YToObl BCTABUTH SUYEHKY, LIEIIKHUTE HA STUeiiKe, KOTOpasi HAXOIUTCS Ha TOM MECTe, Ky/a
Obl BBl XOTenu J00aBUTh HOBblE sS4elku, U BblOepute kKomaHnay Hueiikm (Cells) B MeHio
BceraBka (Insert). ITosBuTcs AManoroBoe OKHO BCTaBKU. 37€Ch Bbl MOYKETE BBIOpaTh, KaKUM
00pa3oM BCTaBUTH A4YEKU: MO0 CO CIBUIOM BIPABO OTHOCUTEIHHO BBHIOpAHHOW sueilku (eciau
JTaHHbIE pacIoyiaraloTcs B CTPOKE), JIMOO CO CIBUTOM BHU3 OTHOCHUTENIBHO BBIOpAHHOM sSUEHKU
(ecmu ato cronben). [locne Haxkatus kHonku OK mosiBATCS HOBBIE suelkH, U MHDOpPMaLUs B
CTPOKE MJIM CTOJIOLE CIBUHETCS BIIPABO MIIM BHU3, COOTBETCTBEHHO.

CoBer. [lnanoroBoe OKHO BCTaBKM S4YEEK TaKXKe IO3BOJISIET BCTAaBISATh CTPOKH U
CTOJNOIIBI, BBIOPAB COOTBETCTBYIOIIYIO OMIIHIO.

WNHorpa n3MeHeHne pa3MepoB CTPOK M CTOJIOLIOB HE SIBISIETCS ONTHUMAJIbHBIM CIIOCOOOM
HOBBIIIEHUS Y100cTBa paboThl ¢ paboueit kHuroil. Hanpumep, naxe eciu 3aronoBok padouero
JUCTa HE MOMENIAeTcs B OJIHOM sueiike, YBEIMYEHUE €€ IIMPUHBI (WM IIMPUHBI BCEX SUEEK)
MOYKET HapyIIUTh AU3aiiH pabouero nucta. Bel, KOHEUHO, MOXKETE pa3MEeCTUTh OTAEIbHBIE CIIOBA
3arojioBKa JIMCTa B OTJENbHBIX sf4eiKax, 4TOOBI 3aroJIOBOK yYMECTHIICA Ha pabodeM JHcTe, HO
ropaszio yao0Hee 00beTUHHUTD /1B UK Oosee sueek. OObeIMHEHHbIE SYeHKU BOCIPUHUMAIOTCS
Excel B kauecTBe OJHOW SYECHKH C OAHUM U TEM K€ COACPXKHUMBIM U (opmaTom. UTOOBI
O00BEIMHUTD SYEHKH B OJHY, HQXMUTE HA MMAHEIW HUHCTPYMEHTOB KHONKY OO0beIUHHUTH U

noMecTuTh B HeHTpe (Merge and Center). W3 Ha3BaHus KHONKM BHJHO, 4yTo EXCcel
OTLIEHTPHUPYET CONCPKUMOE O0HETNHEHHBIX STUYEECK.

Coser. lllenkHyB Ha O0OBEIWHEHHOW s4YeiiKe W HaxkaB KHONKY OObeIMHUTb H
nomecTuTh B HeHTpe (Merge and Center), MO>XHO pa3[IeIUTh CIPYIIUPOBAHHBIC STYEHKH.

Ecnam BaM HY)XHO yJaJMTh CTPOKY WJIM CTOJIOEI, MIETKHUTE MPABOM KHOMKOW MBIIIA HA
3arojIOBKe CTPOKH WJIM CTOJIOIA W BbIOEpHUTE M3 MOsBUBIIErocs MeHIO Yaaauth (Delete). Boi
MO’KET€ BPEMEHHO CKPBITb CTPOKM WJIU CTOJIOIbI, BHIOpAB HY>KHBIE CTPOKHU WM CTOJOLBI U
BbINOJIHUB KoMaHAy CkpbITh (Hide) B Menio @opmat (Format), nynktsl Ctpoka (Row) wiu
Croaben (Column). CTpoku U CTONOIBI, KOTOPHIE BbI BBIACIWIIN, UCUYE3HYT, KaK €CJIU Obl BBI
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UCTIONB30BAIH KoMaHAy YaaauThb (Delete), Ho ocranyrcs Ha nmucrte. OHu OyayT yOpaHbl
JKpaHa JI0 TeX MOp, MOKa Bbl HE BepHETE UX Ha MecTo komaHa0il OTodpa3uts (Unhide) B MmeHiO
®opmart (Format), nynkrsl Ctpoka (Row) nnu Croaden (Column).

Korna BbI BcTaBiisieTe CTpOKY, CTOJIOCI MU STYeMKY B pabouMii JUCT € CYIIECTBYIOIIUM
dbopmatupoBanuemM, nosBisiercss kHorka [lapamerpsl no6aBiaenus (Insert Options). Tak xe,
kKak u B chydae ¢ kHonkamu Ilapamerpnl BcraBkm (Paste Options) u Ilapamerpsl
aBro3anoqHenus (AutoFill Options), naxarue Ha kHonky Ilapamerpsl no6aBienus (Insert
Options) BEIBOAKUT MEHIO, Mpejiararolinee BbIOpaTh, Kakoi (hopMar MPUMEHHUTh K JTaHHOH CTPOKe
i ctonoiy. Cnucok 3Tux (popMaToB MPUBEICH HUKE B TaOIHLIE.

Onnus HeiictBue

dopMaTHPOBATH KaK cBepxy [IpuMeHNUTh K BCTaBICHHOH CTpOKe (HOPMATCTPOKH,
(FormatSame as Above) HaAXOJAIICHCS CBEPXY OT HEe.

®opMaTHPOBATH KaK cHu3y [IpuMEHUTh K BCTAaBICHHOW CTpPOKE (OPMATCTPOKH,
(FormatSame as Below) HaXOJAIICHCS CHU3Y OT Hee.

®opmaTHpoOBaTH KaK caeBa [I[puMEHUTH K BCTaBIEHHOMY CTOJIONY (popmaTcTonoia,
(FormatSame as Left) HaAXOJISAIICTOCS CJIEBa OT HETO.

dopMaTHPOBATH Kak cnpaBa [IpuMeHHUTh K BCTaBIeHHOMY cT0JI0Iy opmarcTonoiia,
(FormatSame as Right) HAXOJAIICTOCS CIPaBa OT HETO.

OuucTuTh dopmar (Clear IlpuMeHuTs K BCTaBICHHOW CTPOKE WM CTOJOIY
Formatting) dbopMaT Mo yMOTYaHHIO.

Easier

B nmaHHOM yIpa)kHEHHH BBl ONTUMH3UpPYETE JIHCT, COAepXKalmui uH(OpMAIMio 00
o0BbeMe MpoJax 3a sIHBApb, Jienas ero oosiee ynodbountaeMmpiM. CHayana Bbl Ha3blBaeTe pabounit
JIUCT U PacliojiaraeTe ero MoBepX BCEX OCTAIbHBIX JUCTOB B paboueil kHure. Cienyromuii Bamn
IIar - yBeJIMYEHUE BBICOTHI CTPOK U IMIMPHHBI CTOJIOLIOB SY€EK ¢ JaHHBIMU 00 o0beme mpoaax. B
JIONIOJIHEHUE K TOMY, Bbl OOBEIUHHUTE M OTLEHTPUPYETE 3arojOBOK pabOyero JIMCTa U 3aTeM
n00aBUTE CTPOKY MEXIY 3arojOBKOM M CTPOKOM, cozaepikaiiedl MH(GOpMalHi0 O BPEMEHH, B
TedeHue Koroporo kommanus Garden Bener yder mnpojaHHbBIX ToBapoB. [locie 3TOro BbI
BCTaBHUTE CTOJIOEI[ CleBa OT MEPBOro cToydua ¢ uHdopMaled U CKpoeTe BCe JaHHbIE, KpoMe
TeX, KOTOPbIE OTHOCATCS K IIEPBOM Heele MecsIa.

1. Ha nmanenu uHctpymeHToB CranjaptHas HaxkMmuTe KHONKY OTkpbITh (Open) = .
[TostBuTcs nnanorosoe okHO OTKpBITHE 10KYyMeHTa (Open).

2. Ecnu HeoOxoaumo, nepeitnute B manky Office XP SBS, 3aTem qBakabl IEIKHATE HA
narnke Excel, uto6s1 mpocMoTpeTh ee copepxkumoe. [losBsites daiinbl 1 manku, coaepiKamecs B
katanore Excel.

3. JIBax bl menkuute Ha manke Chap06. Otobpassrcs daitnsr B manke Chap06.

4. JIBaxxab! menkaute Ha ¢aitne Easier.xls. ®aiin Easier.x|s otkpoercs.

5. B neBoM HmXHEM yriy okHa pabodeil KHUTH ILIEIKHUTE NMPaBOM KHOIMKON MBIIIN Ha
apnbrake JIner?2.

6. 13 nosiBuBmerocs MeHio BeIOepuTe kKomanny IlepenmenoBatb (Rename). SApisrdaok
JIUCTA BBIACIUTCS.

7. Beenute SluBapb u Haxkmurte (Enter). ms pabodero nucra momensiercs ¢ "Jluct2"
Ha "SHBapp".
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20 |Br 202 102 277 187 1687
21 |Cp 300 401 150 125 385
22 |47 189 299 102 283 277
23 |Mr 101 166 401 166 201
24 |Ch 135 235 299 202 125
25 |Bc 206 140 382 243 444
26 |MH 189 249 400 147 1028
27 |Br 161 302 357 158 247
M 4 » M\ JncTl ) SAuBapb f Mct3 /

[oToBO

8. lllenkHuTe Ha sApybluKe JKcTa SIHBapp M MepeTaluTe €ro Ha MECTO IO JIEBYIO
ctopony ot sipibluka Jlmerl. Spnbrdok nucta SAHBapb pacronoXUTCSA clieBa OT SPJbIYKA
Jluerl. Bo Bpemsi mnepemelieHusi spibldka OH BBIACNSETCS WHBEPTHPYIOIIUM UYEPHBIM
PSMOYTOJIBHUKOM.

9. lllenkHuTe Ha 3aroJioBKe CTONOIAa A W TepeTaliuTe ykKaszarenb Ha cronder M.
Boigensrcs ctonbusl ¢ A no M.

10. Pacmonoxkure ykasaTreiab MBIIIM HA TPAaBOW TpaHUIE CTOJNOIMA A W TEpeTamuTe
TpaHUIly BIIPaBO JO TOM MO3UIIMHU, KOT/Ia B MOSBUBILIEHCS SKpaHHOU MOJICKa3Ke Oy/IeT 3HaueHue
mmpuabl (Width) 10.00 (75 nukceneit). llupruna BHIOpaHHBIX CTOJOIOB U3MEHUTCS.

E3 Microsoft Excel - Easier = ==l x|
4] @ain Mpaexa Bna Boraexa Qopwst Cepewc  fJawnbie OkWo  Cnpaea Geeante Bonp T-& X
DB RY 2R - 4 2 2 w =10 FIX K TIEER L-O-4 -2

Al Lmpetra: 10,00 (75 rmrcen) I

] Q74T N0 NPOAAKaM 33 AHBIPE ‘
ema
H 900 10:00 11:00 12:00 13:00 14:00 15:00 16:00 17:00 18:00 1
147 02 185 202 245 202 125 187 303 485
161 285 382 285 300 158 243 385 300 502
] 182 3]1 A(IJ 187 189 : 2&5 302 277 1. 750

tanw S

11 BBII[GJ'II/ITG CTPOKH C 3 110 35. CTpOKI/I ¢ 3 1o 35 BBIJICJISITCS [IBETOM.
12. TloxsenuTe ykaszaTenb MBIIIM K HYDKHEH IpaHUIE CTPOKH 3 M MepeTaliuTe BHU3 JI0
3HA4YCHMS BblcOTbl (Height) 25.50 (34 nuxcesns). Beicota BBI6paHHI>IX CTPOK U3MEHHUTCH.

SETES

lﬂ_}w Dpaexa Bua Beraska ®opuat Cepewe  faseie Okno  Cnpaexa BBEANTE BOAPO -8 X

DR RY R@- v~ 4 @3 2w =10 F[XIK 9| NS i
A3 - #~

1J e T e ] e T e - e (e | B

2| Ortyer no NPoAEKaM 38 AHBAPL : 1

pema

CET3 9:00 10:00 11:00 12.00 13.00 14:00 15:00 16:00 17.00 ‘
(IH 147 802 1685 202 245 202 125 187 303 ‘

13. [lenkuaure Ha sueiike E2 u nmeperammure Ha staeriky G2.

14. Ha nanenu uHcTpyMeHTOB DOpMaTHpOBaHHE HAXXMUTE KHONKY OO0beIHHHUTH H
nomectuTh B eHTpe (Merge and Center). Sueiiku E2, F2 u G2 00beuHATCS B OJIHY STYEHKY,
U COJEPKUMOE HOBOM SAUYEHKN OTLEHTPUPYETCS.
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E3 Microsoft Excel - Easier = =121 x]

@] dain  [paexa Bua  Beraska  dopmar  Cepemc  QasHuie  OkHo  Cnpaexa Boesnte Bony vy . 8& X
Neld RY BRAE- “'ﬁl@@ »  anal v 10 -_.&,\.A.?
E2 - £ OT14eT No NpoaaKaM 3a AHBapL
Rl A ] B ] C | D E | F | G | H | | [ J [':
11 il
z] IONQY N0 _Npoaakam 33 AHBaps | ‘
‘ |
3| Bpema
4 |DOews 9:00 10:00 11:00 12:00 13:.00 14:.00 15:00 16:00 17:00 ‘
5 }nu 147 802 185 202 245 202 125 187 303 |

Baxno. B 3aBucHMOCTH OT pa3pelieHus Balllero SKpaHa U TOTO, KaKue KHOIKHU MaHelH
WHCTPYMEHTOB BBI HCIIOJB3YETE Yallle BCEro, BO3MOXHO, YTO B IMaHEIsIX MHCTpyMEeHTOB Excel
OynyT oToOpakaThCsi HE BCe KHOMKU. Eciii KHONKH, 0 KOTOpPOM HAET peub B KHUTE, HET Ha
[IaHEJIU MHCTPYMEHTOB, HQ)KMHUTE HA OTOH IAHENIHM KHOIIKY CO CTPEJIKOM, HalpaBJICHHOW BHM3
IMapametpsl nanesieit uHcTpymMeHToB (Toolbars Options), uToOb1 0TOOpa3UTh BCe OCTaIbHBIC
KHOIIKH.

15. IllenkuuTe Ha suciike A3.

16. B meno BeraBka (Insert) BeiOepure Ctpoku (Rows). Ilpeapigymias ctpoka ¢
HOMEpPOM 3 CIBUHETCS BHHM3 U YCTYIHT MECTO BCTAaBJIICHHOH Ha €€ MECTO CTPOKE, KOTOpOit
IPUCBOUTCS HOMeED 3.

17. B menio BeraBka (Insert) BoiOeputre Ctos16ubl (Columns). HoBerii crombernr A
MOSIBUTCS CJIEBA OT CTOJIONA, MPEX/Ie HOCUBILIETO HHICKC A.

18. Brigenure ctpoku ¢ 13 mo 36. Ctpoku ¢ 13 mo 36 BBIASIATCS IIBETOM.

19. B menio ®opmar (Format) ykaxwure Ha nyHkr Crtpoka (Row) u BbiOepute
Cxkpsithb (Hide). Ctpoku ¢ 13 no 36 ucue3nyt u3 pabodero JucTa.

i51x]
Qain  Mpaexa Bna  Beraska Qopnar  Cepemc  fJasHue  Oxno  Cnpaexa BoesnTe song vy .® X
DB RY 2R - 4l i3 2 A »10 v X K 4 B A 2
Al3 - £ My
) = | | O c ) [ = [ [ Y [ [ e | |

1 1
2| OTtyer no npoaakam 3a AHBAPL

3 |

4 Bpema

5 |Dex 9:00 10:00 11:00 12:00 13:00 14:.00 15.00 16:00 17:00
ﬁ,i Mu 147 802 185 202 245 202 125 187 303

7 |Br 161 285 362 2685 300 158 249 385 300

8 |Cp 182 301 400 187 189 285 302 277 189
,,9"}"‘“ 201 280 192 385 101 168 228 150 101

1

10 |Mr 158 247 166 277 135 350 412 102 135
11./C6 120 499 235 150 206 189 602 401 206

12 |Bc 243 285 140 102 189 85 147 299 189
37|

w 1

39|

40

41 | |
42 | v
o4 > i\ Ansaps { Mwert f e |«] | »
lotceo Cynna=0 NLM

20. B menio ®opmar (Format) ykaxure Ha nyHKT CTpoka (Row) u BwIOepuTe
Oto0pa3uts (Unhide). CkpbIThie CTPOKH BHOBB MOSIBATCS B paOOYeM JIHCTE.

21. B manenu mHcTpymeHToB CraHjapTHas HaxkmuTe KHOnKy Coxpanuthb (Save) = .
Excel coxpanut 1OKyMeHT.
22. Haxwure kHOnKy 3akpbITh (Close)Xl. JlTokyment Easier.xIs 3akpoercs.
Cnenaiite undopmannio ya1o0HoMi 11 YTeHUs
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ITocne Toro, kak Bl oOyerymwin paboTy C JHCTOM, BHECS B HETO COOTBETCTBYIOIIHUE
U3MEHEHHUS, BBl MOXKETE YINPOCTUTh BOCHPHUATHE MH(POPMALMU B HEM C MOMOIIBIO HEKOTOPBIX
METO/IOB, HAlpaBJICHHBIX Ha MOBBIIICHHE ynoOouuTaemMoctd. OAMH W3 CiIydaeB, KOTJa BBI,
BEPOSITHO, 3aXOTUTE IOBBICUTH YHOOCTBO UYTEHHUs - 3TO Korjga MH(popMmalnus B s4elke He
MIOMEIIAETCS B €€ TPAHUIAX, U BBl HE XOTUTE OOBEIUHSITD 3Ty SUYEHKY C TOM, 32 KOTOPOH CKPBIT
HE IIOMECTUBILUNICS TEKCT, PYKOBOJCTBYSCh, HAIlPUMEpP, TEM, YTO BAM BIIOCJICICTBUU HYKHO
OyJeT BBECTH JJaHHBIE B COCETHUE STUECHUKHU.

Crnenyronuil puCyHOK ITOKa3bIBA€T, KAK BBIMVISIAUT TEKCT, HE MIOMECTUBILUICS B TYCHKY.

30 147 168 249 401
31 161 350 302 299

3tot cronbey exknto Ctonbey HacTpoen Tak, ytobel He nepekpelieaTecA cToNbYom MHCTpYMeHT

Ecnu Ol stueliku cripaBa ObLIM MTyCTBIMH, TEKCT B JIEBOU siUEHKe MPOCTO OTOOpa3miics Obl
Ha MecTe siueek cmpaBa. OQHAKO eciM B siueiikax copaBa colepikutcs uHpopmanus, Excel
pacloNIOKUT WX ToBepX wWH(popmamuu, HaXOmsmIeHcs B coceaHer suciike. UToOBI
MPEAOTBPATUTh CKPBITUE TEKCTa IMOJ SYEHUKOU CIpaBa, BBl MOYKETE MPUBECTU TEKCT B sSUEHKE
IIOJIHOCTBIO, YMECTHUB €r0 B Mpejenax s4eiKHU TaK, KaK IIOKa3aHO Ha PUCYHKE.

3ror cronbey
gkntovaer B ceba
BCE@ MHCTPYMEHTE,
KpOME TOYMNbHbIX
CTaHKoB,
n003BNeHHLIX B
bespane. Cronbey nacTtpoes Tak, yTobel He nepekpeisateca cTonbuom MKCTpymMenT

CoBer. MoxeT moka3aTbcs YJOOHBIM IMPOCTO YBEIWYHUTH IIUPHUHY CTOJNOIA, YTOOBI
BMECTUTh MH(POpPMAIMIO, HO TIOMHUTE, YTO YBEJIMUYEHUE OJHOTO CTOJIOIA BBIJCIUT €r0 Cpeiu
BCEX OCTAJBHBIX CTOJIOLIOB pabodyero JucTa M, BO3MOXKHO, CHH3UT yJI1000YHUTAEMOCThb
nH(pOpMaLKU B APYTUX CTOJIOIAX.

Jlpyroii MeToJ, MO3BOJSIOMIMN caenaTh JaHHble Oojiee yIOOHBIMU Ul YTEHHS - 3TO
3aKperyieHue ssueek. MoKHO cienaTh Tak, YTOObI s;/ueKH ObUIM BCErJa BUJIHBI M PACIIONIarajiich
HaBepxy pabodvero JucTa, HE3aBUCUMO OT TOT0, KaKO€ MECTO pabodero jucra oToOpakaercs B
OoKkHe B JaHHBIM MomeHT. Hanpumep, Katpun Tepuep, Bnagenen komnanuu "Bcee s caga, He
IOMHUT, Kakasi UHQOpMAIHsl COJEPKUTCA B TOM MM MHOM CToJIOLEe pabodero jaucra. 3aKkpenun
HaBepXy Ha3BaHWUA, YKa3blBaIOUIME HA TEMATHYECKYH) MPHHAMIEKHOCTh JAHHBIX KaXJIO0ro
cTo011a, OHA CMOXKET MEPEeXOAMTh K MOCIEIHEH CTpOKe JIMCTa M MpPHU 3TOM BHUJAETH BBEPXY
Ha3BaHUs CTOJOIOB ¢ JaHHbIMH. EXCel Bhigensier rpaHuily MEXay 3aKpelUIeHHBIMH |
HE3aKPEIUICHHBIMU sfY€UKaMU YEPHOH JIMHUEHN, IMEHYEMOU IPAHULIEH pa3zena.

MpaHuua pasgena

Ed Microsoft Excel - DataRead S

f@ ®arin | MNpaeka Bua Bcraeka ®opMat  Cepeuc  fdadHble  OkHo  Crpaeka Ee
Dl RBY RBR- - & B3 2 ad <10 5| % x u =
B1 v . WHCTpymMeHT
A E | C [ D [ E

1 MHCTRYMEHT Con.Toeapk! Mebens Maccudnopa

13 12 285 382 208 166
14 13 301 400 385 235
15 14 303 409 277 140
16 15 140 166 150 249
17 16 249 235 102 357
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Coser. Ilpu 3akpemnenun cTpok B pabouem inmcte Excel 3akpenur cTpoky,
HaXOSLIYIOCS HaJl aKTUBHOM B JaHHBIA MOMEHT s4eiikoi. [I03TOMY, €ciiu Bbl XOTUTE 3aKPENUTh
TPU BEpXHUE CTPOKHU JIUCTA, IICJIKHUTE HA SUEHKE B UETBEPTOM CTPOKE U 3aT€M BBIMIOJIHUTE
KOMaH]y 3aKpeTICHHUS.

IIpakTuyeckas padora Ne 10

B sTOM ynpaskHeHHM BbI IPEJOTBPATUTE HAJIOKEHUE STYEUKN HA TEKCT B COCEHUX C HEM
A4yeiikax, 4YTO TIO3BOJUT BBOJUTH KOMMEHTapUU B COCEIHUX C JIaHHOW suelkax, u3deras
CKPBITUS COJAEPKUMOTO ITOU STYEHKH. 3aT€M Bbl HACTPOUTE BBIPABHUBAHUE SIYEEK, COACPIKAIINX
Ha3BaHMs CTOJIOIIOB Ballero padoyero JHCTa W 3aKpernuTe MX TakK, 4TOObI OHHU OCTaBaJUCh
HaBepXY CTPAHMIIbI, KOTJa BbI IEPEMEIIAeTECh BHU3 110 pabouemMy JIUCTY.

1. Ha nanenn wmHcTpymMeHTOB CTaHaapTHasi HaxkMuTe KHONKY OTkpbITh (Open).
[TosiBuTCs nuanoroBoe okHO OTKpbITHE JOKyMeHTa (Open).

2. JIBax bl menkuute Ha ¢aitne DataRead.xls.

daiin DataRead.xls orkpoercsi.

3. Ecniu neobxoaumo, mepeiiaute k sucty I[lpogazkm 1mo karteropusiM, IIETKHYB Ha
COOTBETCTBYIOILIEM SIPJIBIUKE.

4. Illenkuure Ha suciike B34.

5. B menro ®@opmat (Format) Beibepure Sueiiku (Cells).

6. Ilepeiinute Bo Bkiaaky BoipapHuBanue (Alignment).
21

I LWpndT | [paHrua | Buna l JawuTa I

Yucno
BblpaBHHBaHHe ~OpHeHTauna
Mo FOPH30HTanK: s

*
Ino 3Ha4YEHNH _:J OTCTYM! .

NO BEPTHKANM: IU E‘

II'IO HHXHEMY KpaHd b |

Haanuce ¢

A @

I~ Pacnpeaenate no wHpHHe ¢
OTofipaxenue o

I nepeHocHTe No cnosam
7

& aeToNoABop WHPHHE IU 5 rpaaycos

[~ ofiveanHenme aueek

HanpagneH1e TekcTa

HaNpagneHne TeKcTa:

II']O KOHTEKCTY Ll

| OK I OTMEHA |

7. IlocraBbTe ranouky psaioM co crpokoil Ilepenocuts mo ciaoBam (Wrap text) u
HaxxmuTe OK. Tekct B sueiike B34 Gyner nepeHeceH mo cioBaM U BIIUCAH B TPAHMIIbI SUCHKH.

8. llenkuute Ha stueiike B1 n meperamuTe yka3atens Ha ssaeiiky E1.

9. B manenmun wuHcTpyMeHTOB ®opmarupoBanue Haxmute KHONKy Ilo umeHTpy

(Center) = ConepKUMOe BBIJICIICHHBIX STYEEK BBIPOBHSIETCS] B HUX 110 LEHTPY.

181X
E_!]_] @ain  [lpaexa Bna Boraexa Qoppat  Cepec  AasHee OxHo  Cnpaexa BeesnTe Bonp vy -® X
D RV B@E- o- &0 7w 10 - X K49 EEE _-d-A-2
81 e A WscTpymest

A 8 [ c [ D | E B e | HER
1 HHCTpYMEHT Con.roeape Mefiens Maccudnopa

13 | 12 285 362 208 166

14| 13 301 400 385 235

10. IllenkuuTe Ha suciike A2.
28


http://www.intuit.ru/EDI/19_01_14_1/1390079897-26769/tutorial/224/objects/3/files/06_2-31-1.jpg

11. B meno Oxno (Window) Beibepute 3akpenuthb obiactu (Freeze Panes). Jlunus
paszena nosiBUTCS MEXIy CTpokamu 1 u 2.

12. Ha BepTHKaIbHOI 1MOJIOCE MPOKPYTKU HAXKMUTE KHONKY BHU3. CTpoka 1 ocraercs Ha
MECTe, KOT/1a OCTAJIbHBIE CTPOKU MEPEMEIAI0TCS.

13. B menio Okno (Window) BeiOepute CHeATh pasaeinenue odjacreid (Unfreeze
Panes). JIunus pa3jena HCYE3HET, U BCE CTPOKHU OYAYT MEpEeMeaThCsi HOPMaIbHO.

14. B manenmu wHCTpyMeHTOB CTaHmapTHas HaXMuTe KHONKY COXpaHUTh (Save)g.
Excel coxpanut Bamm u3MeHEHHS.
15. HaxwmuTte kaHonky 3akpbITh (Close)Xl. Jlokyment DataRead.xls 3akpoercs.

IIpakTnyeckas padora Ne 11
B mucrax Excel moxxeT xpaHUThCS U 00pabaThIBaTHCS OOJIBIION 00BEM MHPOPMAIHH, HO
Korjga Bbl paOoTaere ¢ OONBIIUM KOJIMYECTBOM JIMCTOB, CIO0XKHO ONPEAEIUTh IO HA3BaHUIO
JucTa, Kakas WHQOpMamus B HeM conepKUTcia. CMBICIOBBIE 3arojioBKM COOOIIAIOT O
INPUHAAICKHOCTH COAEPIKAIIMXCS B JIMCTE JAHHBIX, HO Ba)KHO TAaK)K€ M BHU3YaJlbHO BBIJICIUTh
3arojIOBKM M3 OCTaNbHOW HH(popMarnuu. UTOOBI BBLICIWTH 3aroJIOBKM WIH JIIOOYIO APYTyIO
UH(POPMALIKIO, BBl MOXKETE U3MEHATh (hOpMaT sueeK, B KOTOPBIX COJEPIKUTCS 3Ta HH(POpMALIHSL.

Bpema
Heuns 9:00 10:00 11:00
1w $ 14700 § 80200 % 18500
2 Bm $ 16100 % 28500 % 352,00
3Cp $ 158200 % 301,00 % 400,00
4 Ym $ 20100 % 25000 % 19200
5 m $ 15800 § 24700 § 166,00
6 Co $ 19000 § 49900 § 23500
7 Bc $ 24300 % 28500 % 140,00

BonpImMHCTBO CpencTB, C TOMOIIBIO KOTOPBIX MOXXHO H3MEHSTh (opMmar sSuerKH,
HaxXo4ATCsA B ITaHCJIN UHCTPYMCHTOB cDOpMElTI/IpOBaHI/Ie.
Mony:xupHbIA pannupi

wpudra
LUBser
3aNMBKKH

Pasmep wpudra
WpupTt

Kypcus YBenuuntb oTcTyn

MNon4epkHyTbIA ¥MeHbIWNTL OTCTYN

"

. 10 KY EEEE D % m 5% % b e
I
BbipaBH1MBaH e No NeBOMy Kpalo YBenuunTb paspagHocTb
BbipaBHMBaHKWe NO LEHTPY YMEHbWKWTL paspagHocTh
BbipaBHMBaH e NO NPaBOMY Kpalo— opMaT ¢ paaenMTenamMm
Ob6beneHTb M PACNONOKUTb MO lMpoueHTHbIN hopmar
LIeHTpY Hex exnbii opmar

Baxno. B 3aBucHMOCTH OT pa3pelIeHMs Balllero SKpaHa M TOTO, KaKue KHOIKU NaHEeNln
MHCTPYMEHTOB BbI HCIIOJIb3YETE Yallle BCEro, BO3MOXKHO, YTO Ha MaHemsXx uHcTpyMeHToB Excel
OyayT oToOpaxaTbcsi HE BCe KHONKHU. EciM KHOMKH, O KOTOPOH WIET peub B KHUTE, HET Ha
MaHEeJIXM HWHCTPYMEHTOB, HaXMHUTe Ha OToi maHenn kHonky Ilapamerpnl mnanenu
uncrtpymenToB (Toolbars Options) ¢ kHomkoil cmucka, 4ToObl OTOOPa3UTh BCE OCTalbHBIE
KHOIIKH.

Bbl Moxere mpuMeHHTH (hOpMAaTHpOBAHME, MpeJlaraéMoe Ha IMaHelId HWHCTPYMEHTOB,
BBIJICIUB  SYEWKH, K KOTOPBIM Bbl XOTUTE MPUMEHUTh ¢opmar, ¥ 3aTeM HaXaTh
COOTBETCTBYIOLYIO KHONKY. ECIIM BBl XOTUTE BBIAEIMTH 3arojIOBKU IOIYKUPHBIM LIPU(TOM,
Bocnosb3yiitech KHoOmko Ilomy:kmpubiii (Bold). Eciu Bbl yxe HpHCBOWIM COIEPKHUMOMY
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SYEUKH TOJMYXKUPHBIH MpUPT, TO MOXKHO OTMEHHUTh O3TO JCWCTBUE, HaXaB KHONKY

Moayxupnsbrii (Bold) ™ leme pas.

CoBer. YpajlleHHE BCEro COACPKUMOIO SYCHKM HE TIOBJICUET 3a COOOH ymalieHHs
dopmarupoBaHus stueiiku. YToOBI yanuTh GopMaT SUEHKH, BBIICTUTE HYKHYIO STYCHKY U 3aTEM,
B Mmenio IlpaBka (Edit), ykaxure nHa nyHkt Ouueruth (Clear) u BriOepute PopmaTrhl
(Formats).pasmep u300pakeHUs, MICIKHYB Ha HEM M IMEPETAlUB OJHY W3 KHOIOYEK,
MOSIBUBIIMXCSA Ha KapTUHKE; UMEUTE B BUIY, YTO B JUAJIOTOBOM OKHEe DopmaT m300paskeHust
(Picture Format) Bbl MOkeTe YCTaHOBHTD OIIIMIO, KOTOpAs CJACIUT 3a TE€M, YTOOBI MPOMOPIIUU
BAaILIEr0 PUCYHKA [PU U3MEHEHUU pa3Mepa He Hapylaiauch. Eciy Bbl H3MEHUIIM pa3Mep PUCYHKa
ciy4yaiiHo, mpocTo HaxkMuTe KHONKY OTMeHuTh (Undo).

Ha xHonkax maHenu MHCTpyMEHTOB DOpMAaTHUpPOBAaHWE, KOTOPBIE MPEAOCTABIAIOT Bam
BbIOOp JEWCTBUM, 110 NIPABOMY KparO0 KHONKHU €CTh CTPEJIKM, HampaBieHHble BHU3. lllenuok Ha
3TOM CTPEJKE BBI3BIBAET CIHUCOK OIUWNA, OTHOCALIMXCS K JACHCTBUIO 3TOM KHOIKH, HapuUMeED,
BBIOOp MIpU(TOB, MOCTYNMHBIX HA BallleM KOMIIBIOTEpE, WM IIBETOB, KOTOPHIE BBl XOTHUTE
MIPUCBOUTH STUEHKE.

B ECOOCE N

Jlpyroii cnoco0 BBIACTUTH SUEHKY Cpeau IPYrHX, COCEIHUX C HEW - 3aKII0YUTH €€ B
pamky. B mpeapinymux Bepcusix Excel BbI MOINIM BBIAETATH OJHY WIM HECKOJIBKO SUEEK U
WCIIONIB30BaTh onuuu KHoNkK I'panunsl (Borders) Ha naHeau MHCTPYMEHTOB JJI IPUCBOEHUS
paMKH sueiike uiau rpynmne sdyeek. Hampumep, Bbl MOIJIM BbIOpaTh TIPYMIy sY€EK U 3aTeM
no00paTh HEOOXOAMMBIN TUIl TPAaHUIBl. DTOT METOJ MPHUCBOEHUS TI'paHUI] sSUeKaM BCE elle
noctyneH B Excel, Ho y Hero ecTb psa HenoctatkoB. Camblii BECOMBIA M3 HUX 3aKJIIOYAETCS B
TOM, YTO CO3JaHHE CIIOKHBIX PaMOK TpeOyeT BbIOOPA OTAENbHBIX TPYIII slY€eK U MPUMEHEHUS K
HUM pa3inyHbIX TUNOB rpaHull. [lanHas Bepcus Excel mo3Bosnser ObICTpo MpHUcBauBaTh siueiikam
CJIOHBIE TPAHUIIBI, IPEJOCTABIIAS BO3MOKHOCTh PUCOBATh UX MPSAMO Ha pabodeM JIHCTE.

YroObl MCHOIH30BATh HOBBIE BO3MOXKHOCTH PUCOBAHUS PAMOK, BKJIIOUUTE (€CIU HYXKHO)
nanesb THCTpyMeHTOB I'pannusl (Borders).

Tyn NMHUKK
CTeperb rpaH MLy LiBeT nuHuK
HapucoBatb rpaH MLy ——/ \/ S S .__;7_

YroObl HApUCOBATh PAMKY BOKPYT TPYIIIBI SUYEeK, IIEIKHUTE YKa3aTeJleM MBIIIN Ha yriie
TpYNNbl SY€eK M IMEepeTalluTe yKa3aTelb B IMPOTUBOMOJIOXKHBIM yroi mo auaroHanu. I'panuna
OyzeT pacmupsTbcs BMECTE€ C JBIDKEHHEM YyKazaTels MbIM. Eciau Bbl XoTuTe 100aBUTH
TPaHUIly B BHJI€ BEPTUKAJIBHOM WJIM TOPU3OHTAIBHON JMHHUM, MEpETAIlUTe YyKa3aTelb MBbIIIN
BIOJIb HY)KHOW NpsiMOi TMHUM, u EXCel BcTaBUT nuHMIO, HE paclpocTpaHUB €€ KaK pamMKy Ha
coceqHue siuelku. Bbl Takke Mo)KeTe MEHATh TUN J100aBisieMOM BaMU T'paHUIBI C MOMOIIBIO
onuuii Ha na"Heau MHCTpyMeHTOB I'panunbl (Borders).

Hpyroii coco6, ¢ MOMOIIBI0 KOTOPOTO MOKHO BBIEIUTDH IPYIITY SYE€EK - IPUCBOUTH UM
nBeT 3anuBku. Hampumep, B pabouyem mmcre ¢ uHpopmaimeidr o0 o0ObeMe Mpojak KOMITAHUU
"Bece nmna cama" 3a mecsn, Katpun TepHep, Biazenen; KOMIOAHUHM, MOXKET HM3MEHHUThH IIBETa
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3QJIMBKH SYEEK, COACPIKAIINX 3aroJIOBKH (TOMUMO WM3MEHEHHs MpU(Ta), 9TOOBI BBIICIUTH HX

ellle CUJIbHEE.
IIpakTnueckas padora Ne 12

1. Ha nanenu uncrpymentoB CranaapTHas HaxxmuTe KHONKY OTKpbITh (Open) =
[TosBuTca nuanorooe okHO OTKpbITHE JOKYMeHTa (Open).

2. lleperinure B manky ChangingDocAppearance u nBakabl IICIKHHTE Ha (aiiie
Formats.xls. JTokyment Formats.xIs orkpoercsi.

3. Ilepeiiaure x nucTy "sHBaph", HIETKHYB HA €T0 SPJIbIUKE.

4. Ilenkuute Ha sueiike G2. SAueciika G2 BbIACIHTCS.

5. Ha nanenu uHcTpymMeHTOB DOpMaTHpOBaHUE LICJIKHUTE Ha KHOIKE CIIHMCKA IOJS
Pasmep (Font Size) u BriOeputTe M3 crnmcka 3HavyeHue 14. Pasmep Tekcra B suelike CTaHET
paBHBIM 14 MUKceNsiM, U CTPOKA 2 CTAHET IIUPE M0 BEPTUKAIH, YTOOBI BMECTHTD TEKCT C TAKUM
pazMepoM.

6. Ha manmenum wunHcTpymeHTOB @PoOpmarupoBaHHe HaXMHUTE KHONKY Iloay:KupHbIi
(Bold). Tekcrt B stueiike G2 0TOOPA3UTCS MOTYKUPHBIM MIPUPTOM.

7. Ilenxkaute Ha 3arojoBKe CTPokHu 5. CTpoKa 5 BBIIECITUTCH.

8. Ha manenu unctpymentoB Q@opmaTtupoBaHHe, HIeNKkHUTEe Ha KHomke Ilo meHTpy

(Center)

. Copepx’uMoe SYeeK B CTPOKE 5 BBIPOBHSAETCS 10 LEHTPY.

ka Bna Bcraeka @opeat Cepeuc  faHHbie  Oxkdo  Cnpaska BseauTe sonpoc

2. @] 2 a -0 - XKUY EEEBFrmigE D
. L

e e e e e [ R

OT4yeT no npoAaxam 3a AHBapb
Bpema

lens 9:.00 10:00 11:00 12:00 13:00 14:00 15:00 16:00 17:00
TH 147 802 185 202 246 202 125 187 30
it 161 285 362 285 300 158 249 385 30

9. Ienkaute Ha suetike G2. SAueiika G2 BBIICTUTCS.
10. Ha mnanenmu wHCTpyMeHTOB dopmarhpoBaHHE IWICTKHUTE HA CTPEIKE KHOIKHU

I'pannusbl (Borders) — u BbriOepute B mnosBuBlIeMcs MeHI0o HapucoBath rpanuubl (Draw
Borders). Otkpoercs manenr I'panuma (Borders), u ykasaTenb MbIIIM H3MEHHT BHJ Ha
"kapannmam'.

11. Hlenxuute Ha jeBou rpanuile sueikn G2 W TepeTalmuTe yKa3aTellb Ha MpaByIO
rpanuny. ¥ sueiku G2 nosiBUTCS paMKa.

12. Ha nanenu I'panumna (Borders) nHaxkmute kunonky 3akpbiTh (Close)Xl. ITanesns
I'panuna (Borders) 3akpoercs.

13. B manenu uHCcTpyMeHTOB DopmaTrpoBanue HaxmuTe kKHOnKy LBer 3aauBku (Fill

Color) s . IMosiButcs manutpa LBer 3amuBku (Fill Color).
14. Bribepure B nanutpe LBer 3aiuBku (Fill Color) xentoiii niBet. ®on sueitku G2
CTaHET YKEIIThIM.

y | E | F | 6 | H | 1 |

OT4eT No npojaxam 3a sHBapb LL

15. Ha nanenu uHctpymeHnToB CraHjaapTHas HakMuTe KHONKY COXpaHHUTH (Save)m.
Excel coxpaHut Baim u3MeHEHUSI.
Haxxmute kHonky 3akpbITh (Close). Jlokyment Formats.xls 3akpoeTcs.
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Tema 4. PaboTa ¢ JaHHBIMH
Ilnan:
[Ipumenenue cymecTByromiero gopmara K JaHHBIM.
CreateNew.
[ToBrlenue y,I[O60‘lI/ITaeMOCTI/I YUCCJI.
EasyRead.
N3menenue MpEACTAaBJICHHUA JaHHBIX B 3aBUCHUMOCTH OT UX 3HAUCHUA.
Conditional.

oakrwdE

IIpakTnueckas padora Ne 13
IIpu pabore ¢ Excel BbI, BeposiTHO, OyneTe NpUMEHSITh CBOM COOCTBEHHBIC (pOpMaThI K
3arojIOBKaM, Ha3BaHUSM M JIPYTMM 3J€MEHTaM paboyero jucra. BMecTo TOro 4roObl KaXkIblid
pa3 mpucBaWBaTh siYEHKAM OTHEJIbHBIC AJIEMEHTHl (POpMATHPOBAHMS, Bbl MOXKETE COXPAHUTH
CO3MaHHBIN (opMaT W TMEPEeHMMEHOBATh €ro Ui JaJbHEHIIero WCIOiIb30BaHUSA. JlOCTYITHEIC
cTaHaapTHbIE (OpMaThI BBl MOXKETE HalTH B AnanoroBoM okHe Ctuib (Style).

CTHNb BKNHOYaET
o OTMeHa
IV umcno OCHOBHOF
M3MEHNTE. .. I
IV BbipasHHBaHHe MO ropU30HTaNK 0BBIMHOE, NO BEPTHKANK

Mo HAXKHEMY KPparD
IV wpndt arial 10

AoGaenTh

IV pamka fies pamMok oD |
IV yzopei fies 3aTeHeHHs OB beAHHHTS. .. I

IV sawmra 3abN0KWpOBaHO

B nuanoroBom okHe Ctmib (Style) Bbl MOXeTe MPUCBOUTH SUYEHKE CYIIECTBYIOIIUI
ctuib. Ecnu B criMcke CTHIIEH OTCYTCTBYET HYKHBIM BaM CTWJIb, BBl MOXETE CO3/IaTh Balll
coOCTBeHHBII, HabpaB uMs B osic Umst cruas (Style Name) u 3atem HakaB KHOTNIKY I3MeHUTH
(Modify). Orkpoercst muanorooe okHo Popmar sdyeek (Format Cells). Hacrpous
XapaKTePUCTUKHU BaIIero HOBOTO cTuisl, HAKMuTe OK, 94ToOBI 10OaBUTH €0 B CIUCOK CTHIICH.

l BblpasHHBaH1e | WpncT I MpaH1ua I Bua | 3awmta I

Yucnosble hopMaTel: -Ofpasel
a [ OTYET No NPOAA¥aM 33 AHBaPb ‘

Yycnosom
AeHexHbIN
PHHAHCOBBIM OBWHi hopMaT MCNONE3YETCA ANA
Aata oToBPaNKeHnA Kak TEKCTOBBIX, Tak 1

Bpema . YMCNOBbIX 3HaYEHWHA NPOM3BONBHOMO THNA.
MpoueHTHLIA

ApoBHEIA
SKCNOHEHUHANEHEIA
TeKCTOBbIM
AoNonHATENEHEIA

(Bce dopMaTe!) _"_I

OK I OTMEHA
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B nuanoroBom okne Ctuiab (Style) 10BOJIBHO MHOTO MMapaMeTpoOB, U MCHOJIb30BaTh €O
JUIIb JJIS TOro, 4YToObl MPUMEHSTh (opmar, NPUCBOCHHBIH BaMH OJHON sueiike, K
COJCPKUMOMY JAPYTUX S4YEEeK, HEPALMOHAIBHO. DTO ynoOHee cAenaTh C IMOMOIIbIO KHOIKHU

®opmart no oopasuy (Format Painter) 24 ; IPOCTO IIEJIKHUTE Ha sS4elike, uMmeromiei gopmar,
KOTOPBI Bbl XOTUTE MPUMEHHUTH K JAPYTUM siueiikaMm, HaKMUTE KHONKy dopmar mo odpasmy
(Format Painter) u BeiOepuTe siuCHKH JJ1s1 IPUCBOCHUS UM (popmara.

IIpakTnueckas padora Ne 14
B stom ynpaxHeHuu Bbl co3fanute (opmar, MPUMEHUTE €ro K 3arojioBKy U 3aTeM
ucnionbzyere ®opmar mo obpasuy (Format Painter) st npucBoeHHUs HOBOTO CTHIIA
COACP)KUMOMY APYroil TYEHKHU.

S

1. Ha manemu mHctpymeHTOoB CTaHmapTHas HaxmuTe KHOMKY OTKpbITH (Open) =
[TosBuTca nuanororoe okHO OTKpbITHE JOKYMeHTa (Open).

2. JBaxnawl menkaute Ha (paiine CreateNew.xls. lokyment CreateNew.x|s orkpoercsi.

3. Ilepeiiaute k TUCTy "SHBaph", MIEIKHYB HA COOTBETCTBYIOIIEM SIPJIBIUKE JTUCTA.

4. Ilenkuute Ha sueiike C3.

5. B wmenio ®opmar (Format) BwiOepure nyHkTr Crtuab (Style). Otkpoercs
nuanoroBoe okHO Ctuib (Style), B ctpoke Ums ctuiis (Style Name) Oyner BbleNieH CTHIIb
OO0b1unbIii (Normal).

6. B crpoxe Umsa ctuas (Style Name) ynanmurte texymee uMs U BBenute OcoObIi.
Craner gocrynHoit kHonka /[00aBurthb (Add - 100aBUTB).

7. Haxwmure xnonky U3menutnh (Modify). Otkpoercs aumanoroBoe okHo Pdopmar
sueek (Format Cells).

8. Ilenknaure Ha Bkiuaake pudt (Font). Otkpoercs Bknaaka pudgt (Font).

9. B crpoke Hauyepranme (Font Style) BriGepute Iloayxupusbiii kypcus (Bold
Italic). Texct B OKHe MPOCMOTpa B MPAaBOM HIDKHEM YIJIy TUAJOrOBOI'O OKHA OTOOPA3HTCS B
BBIOpAaHHOM BaMU HauepTaHUH.

10. lllenkaute ©Ha BkiIagke BbipaBHuBanue (Alignment). OTkpoeTcs BKIIajKa
BoipaBauBanne (Alignment).

11. B crpoke Ilo ropuszontanu (Horizontally) menkHure Ha KHOINKE CIUCKAa U
BeiOepute o nentpy (Center).

12. Haxwmute OK. JInanmororoe okao @opmat siueek (Format Cells) 3axpoercs.

13. Haxwmute OK. [unanorosoe okHo Ctmiab (Style) 3akpoercs, u Tekct B sueiike C3
0TOOpa3zuTcs B BHIOPAaHHOM CTHIIE.

14. Ha nmanenu uHcTtpymeHToB CTaHIapTHas HaXMUTe KHONKYy Popmar mo o0pasny
(Format Painter). Yka3arenb MbIIIH H3MEHUT BHJ] Ha OCJIbIA KPECT CO 3HAYKOM KHUCTHU PSIIOM C
HUM.

15. Hlenxuwute Ha siuerike BS. Aueiike B5S mpucBoutcs popmar siueiiku C3.

Ed Microsoft Excel - CreateNew

@ ®arin  Mpaeka Bua Bcraeka @opmat  Cepeuc  faHHble

EH R - [@ 2w -0 [
BS v £ HeHb
A B | ¢ | D | E |
1
2 OT4yeT N
3 Bpema
4
5 ens I 9:00 10:00 11:00 15
(5] 1 1H 147 802 185
5 2 Br 161 285 382
o DM 107 2MA4 AMNM
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16. Ha manenu mHcTpyMeHTOB CTaHmapTHas HaXMUTE KHOMKY COXpPaHMTh (Save)u.
Excel coxpanut Bamm u3MeHEHHS.
17. Haxwmute kHonky 3akpbITh (Close) X!, Jlokyment CreateNew.xls 3akpoercsi.

IIpakTuyeckas padora Ne 15

W3menenne ¢gopmara sigeek B pabodeM JIUCTE MOXET HAMHOTO OOJIETYUTH BOCIPHUSITHE
BalllMX JaHHBIX. MOXHO pacmojiarath 3arojoBKH OTAEIBHO OT OCTalbHOW HH(OpPMAIUH U
3aKJTF0YATh UX B PAMKH, YTOOBI €IIIe sIpYe BBIACISATH TPAHMIIBI MEXKTY 3aroJIOBKAMH U JTAHHBIMU.
Opnako wu3MeHeHue WIpU(PTa U BHEUIHETO BHJAA COJEPKUMOTO SUEHKM HE CKaXeTcsl Ha
y1000YNTaEMOCTH AaT, HOMEPOB TeJIe(HOHOB WU ICHEKHBIX CYMM.
B xauectBe mpumepa paccmorpuMm TenedonHbie Homepa CIIIA. DTu HOMepa, COCTOAIINE W3
necatu uudp, uMeromue 3-3HauyHblid Ko mTara, 3-3Ha4Hblii HoMep ATC u 4-3HauHBIA HOMEP
JWHWH, 3aliChIBAlOTCA B Buie (H##) ###-####. Konedno, MOXHO BBOAMTD B SUYCHKH
Tesne()OHHbIE HOMEpa, coOMIo/asi MpaBWja WX HANKCaHHs, HO TOpa3/io JIerde MPOCTO BBECTH
MOCIIEA0BATEIBHOCTh IIUGP, YTOOBI OHM ABTOMATHUECKU MTPE0OPa30BaATIUCH TOKHBIM 00pazoM.
Ber  moxere Hactpouth Excel Tak, uToObl BBEACHHAs TOCICIOBATCIILHOCTh  IHQP
npeoOpa3zoBbiBaiack B TenedoHHBIH HOMep. OTkpoiite auanoroBoe okHo dopMmar siyeek
(Format Cells), nepeiiaure Bo Bkiaaaky Yucao (Number) u, menkHyB Ha 4KCI0BOM (opmare
Jonoanurtenbusblii (Special), BoiOeputre B mone Tum (Type) ¢opmar Tesedonnsiii Homep
(Phone Number).

Hucno |BblpaBHMBaHHe | LWpndhT I IpaHnua | Bra | 3auxwra|

Yucnoeble hopMaTel: -Obpaszel,

OB Z' ’
Y1cnosoH

AeHexHbIA Tun:

PranQoBel]
Aata WMHaekc + 4

Bpema % Homep TenedoHa

ﬂpoueH'rvam TabeneHeIM HoMep

ApobHbIA

SKCNOHEHUMaNEHBIA

TeKCTOBbIM LJ

1
Ilf'Bce i — | Sseik (mecTononowenue):
p

I YCCKHH LI

AononHUTENBHBIE (bODMaTbI npeaHasHa4eHel 4n3 paﬁOTbl c 6a3amMu AaHHBIX 1
CAMCKaMK aApECOE.

| OK I OTMEHA |

Tenepp mobast TOCIENOBATENBHOCTh W3 JAecATH IHMdp Oyaer mnpeodOpa3oBaHa B
Tene@OoHHbIN HOMep. YOeauThCs B TOM, YTO 3Ta ONEpalys He UCKaXaeT COJEPKUMOe STUEHKH, a
JMIIB Tpeo0pas3yeT ero, MOXKHO, CPAaBHUB COAEPKUMOE aKTUBHON STYEHKU U CTPOKH (POpMYIT (CM.
PHUCYHOK). -

- fx 4555550122
B | C | D

|i455i 555-01 22!

Coser. Ecnu Bbl BBeNU 9-3HA4HBI HOMEpP B S4YEMKE, B KOTOPOIl yCTaHOBJIEHA OMNLUS
pacrnio3HaBaHus TeaehOHHOTO HOMEPA, COOOIIECHHs 00 OIMOKE HE MOCIeAYEeT; B JAHHOM ClIydae,
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Ko mTara Oyaer nByx3HauHbIM. Hampumep, Homep 425555012 otobpasutcs kak (42)555-5012.
11-3nayHBICc HOMEpa 0TOOPAKAIOTCS KaK HOMepa ¢ 4-3HaYHBIM KOJIOM IIITaTa.

Touno Tak ke, Kak M B Cily4ae C TpeoOpa3oBaHHEM Tele(hOHHOTO HOMEpa, MOXKHO
HacTpouth Excel m st oroOpaxeHus OaThl MM JIEHEKHBIX CyMM. OTH HU3MEHEHHS] MOKHO
caenartp u3 auanoroBoro okna @opmat sueek (Format Cells), BiOpaB 1100 yrcinoBoit popmar
Hara (Date), tu6o ®@unancoBblii (Currency). B dopmare Jara (Date) MOXXHO HACTPOUTH
YUKy Ha OTOOpakeHUe aThl (M BKIIOYUTH WIN BBIKIIOYUTH U3MEHEHHE TIPEICTABICHUS 1aThl B
3aBHCUMOCTH OT HacTpoek Local Settings onepanoHHON CUCTEMBI KOMITbIOTEPA MPU IPOCMOTpE
paboueil kuuru). Takum ke oOpa3zom, BbiOpaB @®@uuHancoBblii (Currerncy) ¢dopmar uucna,
MOKHO HACTPOUTh YMCIIO 3HAKOB IIOCJE 3amsiToil (IECATHYHOM TOYKH), a TaKKe BbIOpaTh
HY>KHBIF CHMBOJI BaJTIOTHI U CIIOCOO OTOOpasKeHUsI OTPUIIATENILHOTO Oaanca.

Taxke MOKHO cO3AaTh CBOM YHCIOBOU (hOpPMAT ¢ BOZMOXKHOCTBIO JOOABJICHUSI CJIOBA UITU
¢pa3bl k ynciy B suelike. Hanmpumep, MoxxHO 100aBUTH pasy "B Mecsl" B s4eiKy ¢ GOpMYIIoii,
KOTOpasi MOACYUTHIBACT CPEAHUI 00BEM €KEMECSIUHBIX MPOAAXK 3a IOJl, YTOOBI 3aMUCh B A4Yeiike
BOCIIpUHUMMAJach MMEHHO Kak cpeaHuil oObemM mpojaxk 3a Mecsal. UToObl co3naTh CBOM
coOcTBeHHBII uncioBoit popmart, BeiOepute myHKT H4eiiku (Cells) B menio @opmat (Format),
4yTOOBl OTKPBITH AuanoroBoe okHO Mopmar siueexk (Format Cells). 3atem nepeiinure BO
BKiaaky Umesao (Number).

B criucke uncnoBeix ¢opmaroB Beioepute Bee ¢opmarsl (Custom), uToObl 0TOOPA3UTH
cymecTByomue ¢popmatel B criucke Tum (Type). Tenepb BbI MOxeTe BbIOpaTh MOIXOISIINAN
BaM 0a3oBbIi hopmar st penaktupoBanus ero B crpoke Tum (Type). Hanpumep, nipu BeiOOpe
dopmara "0.00", Excel Oynmer oToOpaxkaTh Bce YuCla B s4YeKax Kak 4ucia ¢ JBYMsl 3HaKaMH
IIOCJIE 3aIATOM.

Coger. Hynu B yncioBoM ¢opmaTe O3HAUYAIOT, YTO HA UX MECTE€ MOXKET CTOSTh JIH000e
YHCIIO0, U OHO OYZIET BOCIPUHSTO KaK KOPPEKTHOE 3HAUEHUE.

YroObl n3meHuTh popmart, menkaute Ha ctpoke Tum (Type) u no6aBeTe K Qopmary
m00ble HYXHBbIE BaM CHMBOJIBI MJIM TeKcT. Hampumep, ecnu BBecTH nepea (GopMaTroM 3HAUOK
"§", a cmpaBa or ¢Qopmara BBecTH "B Mecsan", uyuciao 1500 Oymer oroOpaxaTbcs B BHIE
"$1500.00 B mecsii".

Baxuno. UToOb! BBeieHHas BaMu MH(OpManus oToOpa)kanach B sdelike KaK TEKCT, ee
HE00XO0IUMO 3aKJIFOUNUTh B KaBBIUKH.

IIpakTnueckas padora Ne 16
B aToM ynpaxxHeHHH BbI IPUCBOUTE AMAa30HaM siueek padoyero jucta GopMaThl IaThl,
TeneOHHOTO HOMEpPA U JeHEXKHOW cymMMbl. [locime »Toro Bel MpoBEepUTE MX JIEHCTBUE, BBOJA
UH(OPMALIMIO O OKyHaTese.

1. Ha nmanenu uHcTtpyMeHTOB CTaHaapTHas HakmMuTe KHONKY OTKpbITH (Open) = .
[TosiBuTCS nranoroBoe okHO OTKpbITHE J0KyMeHTa (Open).

2. JIBaxxap! mienkHute Ha Qaiine EasyRead.xls. lokyment EasyRead.x|s otkpoercsi.

3. lllenkuure Ha sueiike B4.

4. B mento @opmart (Format) Beioepure Sueiiku (Cells). OTKpoeTcst TMaIoroBoe OKHO
®opmat ssueek (Format Cells).

5. Iepeiinute Bo BiIaaky Yuesao (Number).

6. B criucke @opmat unciaa (Category) Beioepute dpopmat Jlara (Date). B criucke Tun
(Type) otobOpassatcst popMaThl AaTHI.
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YHurcno IBblpaBHnBaHne | WpndT I IpaHnua | Bua | 3au1m'al
Yucnoeele hopMaThl: Obpasey

OBwWHH | ‘
Yucnoson
AeHexHBIA Tvn:
DUHAHCOBBIN
d

Bpema

*14 MapTa 2001 r.

o 14.3

”P°Lée”l”b'” 14.3.01
Apobrbin ; 14.03.01
SKCMOHEHUHANBHBIH
T % 14 map

EKCTOBbLIM . 14 map 01 'I
AOnNOAHUTENEHBIA
{Bce thopHaTbl) vl AzbIK (MECTONONOMEHHE):

lpyccmﬁ vl

DOpMaTEl AAT CAYMAT ANA 0TOBPaMEHUA AST M BPEMEHH, NPEACT3ENEHHBIX
YKMCNaMK, B BHAE AaT. B NpumMeHaemblx GOPMATAX, 33 HCKAKIYEHHENM NOMEHEHHBIX
3B8€3404K0H (*), NOPAAOK 3NEMEHTOB AaThl HE MEHAETCA NPH cMeHe dhopMaTa
ONEPaLHMOHHON CHCTEMEI

OK I OTMEHA

7. Bribepure B criucke Tum (Type) "*3/14/01".
8. Haxwmure OK. Excel mpucBout siueiike BEIOpaHHBIN hopMmart.
9. Ha nmanenu uHcTpymMeHTOB CTaHmapTHas Ha)XMUTE KHONKY Popmart mo odpasmy

(Format Painter) " . Slueiika B4 BbIAEIUTCS MyHKTUPHOU PAMKOH.

10. Ilenkuute Ha stueiike BS u meperammure ykazarens Ha sueiiky B23. Excel mpucBour
dbopwmar siueiiku B4 siueitkam B5:B23.

11. HlenkuuTte Ha suelike J4.

12. B menro ®opmat (Format) BeiOepute nyHkT Huelikum (Cells). Otkpoercs
nuanoroBoe okHO @opmart sueek (Format Cells).

13. B mnone ®opmar umciaa (Category) BboiOepure ¢opmar JlomoJTHUTETbHBI
(Special). TToste Tun (Type) 0TOOpa3UT MOMOTHUTEIBHbBIE YUCIOBBIC (HOPMATHI.

14. B none Tun (Type) Boi6epute Homep Tesiedona (Phone Number) u naxxmure OK.
Huanorosoe okHo @opmart ssueek (Format Cells) 3akpoercs.

15. Ha manenu uHcTpymMeHTOB CTaHAapTHas HaxMuTe KHomky @®opmart mo odpa3iy
(Format Painter). flueiixa J4 BbIICIUTCS TyHKTHPHOM PAMKOIA.

16. Illenxkaute Ha sueiike J5 m meperammre Ha sueiiky J23. Excel npucBout dopmar
Aueiiku J4 suelikam J5:J23.

17. Ulenkuure Ha siueiike K4.

18. B menio ®opmar (Format) BbeiOepute nyHkT Huelikm (Cells). Otkpoercs
nuanoroBoe okHO @opmart siueek (Format Cells).

19. B none ®opmar umucaa (Category) Boioeputre Bee dopmarsl (Custom). B oxne
nosist Tun (Type) nosBsaTcs BeIOpaHHbIE POPMATHI.
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Yucno I BblpasHHBaHHe I Wpne | MpaHnua I Bra I 3awuTa I
~Obpazey ‘

Yucnoeble hopMaTel:
OBWwHA ;]
Yucnosok

AeHexHbIH Tun:
DUHAHCOBBIA
Aata

Bpema
MpOUEHTHBIM
ApoBHeIR

IOcHOBHoﬁ

0
0,00

SKCNOHEHUMANEHBIA # ¥#0
TeKcToBbIM # ##0,00
ONONHUTENBHBIA #RR0_p_.;-# ¥#0_p_.
YT TP | |# 705 pocee# #0.5._. -l

Y aaniTb I

Macka hopMaTa No3BONAET YNPaBNATE 0TOOPAMEHUEM SHA4YEHHH B A4erkax, Ecnm
HMeroWKeca hopMaThl He NOAXOAAT, A00aBbTE HOBLIM hopMaT.

OK I OTMEHa I

20. B mone Tum (Type) Broibepure ¢opmar ###0.00. B crpoxke Tum (Type)
otoOpaszurcs "#,##0.00".

21. Ilenkuure Ha Mecte cieBa oT popmara B crpoke Tum (Type) u BBeaure $, 3atem
HIETKHUTE CIIpaBa OT popmara u BBEUTE BCETO.

22. Haxwmute OK. [Inanorosoe okao @opmar siueek (Format Cells) 3akpoercs.

23. Ha manenu uncTtpyMeHTOB CTaHaapTHas HaxmuTe KHONKy dopMart mo obpa3suy
(Format Painter). Sueiika K4 BbiienuTcsi MyHKTUPHOMN JIMHUCH.

24. Ilenkuute Ha sueiike K5 u neperanure ykazarens Ha sueiiky K23. Excel mpucout
dopmar sueriku K4 saeiikam K5:K23.

25. B sueiike B4 Beenute 25 sinBapsi 2001 roga u naxxmure (Enter). Comepxumoe
suerku cmenutcs Ha "1/25/01", cooTBeTcTBEHHO TOMY (hOopMaTy, KOTOPBIM BBl YCTAaHOBHUIIH
paHee.

26. B sueiike C4 nadepurte C100001.

27. B sueiike D4 nabepure CTHBeH.

28. B sueiike E4 nabGepure JleBu.

29. B sueiike F4 na6epute 6789 dam Ctpur.

30. B sueiike G4 Habepute Paamons.

31. B sgeiike H4 nabepure mrat BammmHrTon.

32. B suetike 14 Habepure 87063.

33. B sueiike J4 naGepute 4255550102. Conepxumoe sueiiku usmenutcs Ha "(425) 555-
0102", cornmacHo 3agaHHOMY BamM# (opMary.

34. B sueiike K4 nabGepute 2400. Comepxumoe syeiiku m3Menutces Ha "$2,400.00
BCero'", COrJacHO CO3IaHHOMY BaMU paHee (opmary.

Ed Microsoft Excel - EasyRead

' ®arin  MNpaeka Bua Bcraeka @opmat  Cepevc  AaHHele  OkHo — Crpe

'IZ!';@"" 2 Arial <10 ¥| % XK 4
P20 v Fx

H | | | J [ K l
1
2
3 lWrar MouToBbIN KOO, Tenedron Numnr
4 | BawwHrToH 87063 (425) 555-0102 %2 ,400.00 ecero
5
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35. Ha manenu unctpymentoB CrangaptHas Haxmure KHONKy CoxpaHutsh (Save) mis
COXpaHEHUS U3MEHEHUH.
36. Haxxmute kHoniky 3akpbITh (Close)Xl, uroObI 3akpbiTh J0KyMeHT EasyRead.xls.

IIpakTnyeckas padora Ne 17

Xpanenue Ha paboueM jucTe MHGOPMALMK MO MPOJAXKaM, JUMHUTaM KPEIUTOBAHUS U
Ipyroii nH(pOpMaIuM, UMEIOIIeH OTHOLIEHHE K OM3HECY, MO3BOJIAET BaM NPHUHUMAThH CEPhE3HbIC
pemienus. Kak Bbl y3HAJIM U3 3TOM JIEKIIMU, MOKHO U3MEHATH OPOpPMIIEHHE 3ar0JIOBKOB M CAMOTO
pabouero nucTa, 4ToObl 00JIETYUTh pabOTy C JTAaHHBIMH.

Jpyroii cnoco0, MO3BOJISIOMINNA YIIPOCTUTHh PaboTy ¢ mHpopmanuen - HacTpouTh Excel
TaK, 4T00bI 0(hOpMIICHNE AAHHBIX U3MEHSIOCHh B 3aBUCHMOCTH OT MX 3Ha4eHHUs. Takue Gpopmatsl
HA3bIBAIOTCS YCJIOBHBIMH (opMaramMu, wid ¢opMmMaTaMH C YCIOBUEM, T.K. JaHHbBIC JOJIKHBI
OTBEYATh OINPE/ACICHHBIM YCIOBHAM, 4TOOBI K HHM MPHUMEHWICA TOT WIA HHOH ¢opmart.
Hanpumep, ecnu Brnagenen komnanuu Katpun TepHep XodeT BBIIEIUTH Bce AHH CyOOOTHI, B
KOTOpbIe 00beM mpojaax komnanuu "Bee mis cama" cocraBun 6onee $4.000, eii motpebyercs
CO3/aTh YCIIOBHBIM (popMaT, MPOBEPAIONINK 3HAYCHHE B SUEWKE C JAHHBIMU [0 MPOAaKaM U
U3MEHSIOMUN (opMaT COASPKUMOTO STYCHKHU TP BBHITIOTHEHUHU YCIIOBHSL.

Uro0bl co3maTh YCIOBHBIM (opMaT, BBIIEIUTE SYEHKH, K KOTOPHIM BBl XOTHUTE €O
NPUMEHUTh, W OTKPOWTE JuajgoroBoe OkHO YcjgoBHoe ¢opmatupoBanue (Conditional
Formatting). Ha pucyHke HuXe MOKa3aHbl HACTPOWKHM B JHAJOTOBOM OKHE YCJIOBHOE
¢popmaTupoBanue (Conditional Formatting) mo ymonuanuto.

YcnosHoe dopMaTHpoBatie [ 21x]

Yonoene 1
[EEERENTEN - | Jrcvay =il Ao | Y|
OTobpaxeH1e A4erKK Npu
BLINOAHEHHH YCNOBHA! Dopmat He 3adaH DopMaT. .. |

QI A TaKxe >>| ¥AanuTb... I OK I OTMEHa I

[lepBast cTpoka CO CHMCKOM MO3BOJIIET BHIOpPATh B KauecTBE apryMeHTa yCIOBUS OO
coJepkuMoe siueiiku, 1ubo ee popmyny. [louTn Bo Bcex ciydasx Bbl OylieTe MCIIOIB30BaTh B
KauyeCcTBE 3HAUEHUS I YCIOBUS COAEPKUMOE SUEHKH.

CoBer. ETUMHCTBEHHBIM cllydaeM, KOTJa BaM MOTpeOyeTcs yCTaHOBUTh (GOpMYNy B
KayecTBE OCHOBaHMS /s ycjoBus, Oyner (opMaTHpoBaHME pe3yJibTaTa BBIYMCICHUH,
HarpuMmep, UTOTOBOM CyMMBI, KOTOpas OyJdeT TakuM k€ o0pa3oM, Kak M OOBIYHBIC JAHHBIE,
0TOOpaxxaThbcsi B pabo4YeM JIUCTE MPU BOSHUKHOBEHUH COOTBETCTBYIOIIMX YCIOBHIA.

Bropasg cTpoka cO CHHUCKOM B [MaJlOrOBOM OKHE YCJ0BHOe (opmMaTupoBaHHe
(Conditional Formatting) mo3sosnsier Bam BbIOpaTh HYXHBIH THIT CpaBHEHHUs. B 3aBUCHMOCTH OT
BBIOPAHHOTO THIA CPAaBHEHMs, B JMAJIOTOBOM OKHe Oyner nubo onxHa, au0O0 JBE CTPOKH, B
KOTOpbIE HYKHO BBECTH 3HA4eHMs [ cpaBHeHUs. CpaBHEHHME 110 YMOJIYAHMIO, "MEXIy',
TpeOyeT JBa 3HAYEHUs, TOT/Ia KaK CpaBHEHHUsS "MeHblle, yeM" TpeOyioT BBOJA TOJIBKO OJIHOTO
3HAYEHUS.

ITocne Toro xak BBl CO3JalId YCIOBHE, BaM HYXKHO YCTaHOBUTH (popMaT, KOTOpBI Oyzaer
MPUMEHSTHCS K JIaHHBIM, OTBEYAIOIIUM JaHHOMY ycioBHio. PopmaT co3faeTcs B JUAIOTOBOM
okHe @opmar siueek (Format Cells). C momo1ipo 3Toro 1MajgoroBoro 0KHa MOHO HacCTPOUTh
mpu@dT, KOTOPBIM 0TOOpakaeTcs 3HaueHue B sueiike. OnpeneraeHHbI BaMu popMaT MOSIBUTCS B
JMAJIOrOBOM OKHE Y cjioBHOe (popmaTupoBanue (Conditional Formatting).

Ecnu 510 HE06X0AMMO, MOYKHO HE OTpPaHUYMBATHCS IPUCBOCHHUEM JIUIIb OJHOTO YCIOBUS
KaKI0U siuerike. MOKHO co37aTh JOMOJIHUTEIbHBIE YCIOBHS, Ha)kKaB KHONIKY A Takke (Add) B
nuanoroBoM okHe YcjoBHOe ¢opmatupoBanue (Conditional Formatting). [Tocne naxarus
KHONKU A Tak:ke (Add) nosiBUTCS OKHO BTOPOTO YCIIOBHUSI.
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Baxno. Excel He mpoBepsieT Bamiu ycioBUs HA JIOTUYECKYIO 3aBEPIICHHOCTH, TTOITOMY
BaM HY>KHO BHHUMATEJIbHO CJIEIUTh 32 KOPPEKTHOCTHIO KaXJI0T0 U3 BBOAUMBIX BaMH YCIIOBHUH.

Excel BBIMONHSET YCIOBUS B TOM MOPSIKE, B KOTOPOM BBI 331aJTH UX B JUAJIOTOBOM OKHE
Ycaosuoe dopmarupoBanue (Conditional Formatting) u, npu HaXO0XIEHUH YCIOBUS,
KOTOPOMY OTBEUAIOT JIaHHbIE, IpeKpaiaer cpaBHenus. Hanpumep, npenmnonoxum, yto Katpun
XOUY€T BU3YaJIbHO Pa3/IeIUTh JUMUTHI KPEAUTOBAHUS TIOKyMareneid komnanuu "Bee s cana" Ha
JIBE pa3IMYHbIe KaTeropuu: JUMHUTH MeHbine 1.500$, u mumutel B npenenax ot 1.500$ mo
2.5008. OHa MOXET YCTaHOBHTH OTOOpaXCHHE JIMMUTOB KpPEIUTOBAHHS IIOKYyMaTeleld ¢
MPUMEHEHHUEM yCIIOBHOTO (hopMaTa, HCIOIb3YIOIIETO YCIOBUS, IIOKa3aHHBIC HA PUCYHKE HIKE.

YcnosHoe dopraTipoBanve D, 21 x|
Yonosne 1
IBHBHBHHB E’ Imenbme 3 '2500 j‘_]
OTobpaxeH1e a4erikn Npu - I
BbINONHEHWH YCNOBHA! AaBbb65a DOPRATS -
rYonoene 2
I3HaueHMe ZI IMeHbLLIe Z| ’1500
OTobpaxeH1e a4erkKn Npu -
BbINOAHEHWH YCNOBHA! AaBbboAa
@I 4 Takwe > YaanmTe... | OK l OTMEHA I

B atom cimyuae, Excel Oyner comocraBmste 3Hadenue "1250" ¢ mepBBIM 3HAYCHHEM,
"<2500", m mpuMeHATh (GOpPMATHPOBAHHUE K SUYCHKE, colaepiKalled 3To 3HaueHue. Bropoe
yciosue, "<1500", 6nuke Mo MO0 K CpaBHMBAEMOMY C HUM 3HA4YCHUIO; Kak Tojibko Excel
HalJET yCIOBHE, OTBEYAOILEE ITOMY 3HAUEHUIO, CPABHEHNE IIPEKPATUTCSI.

Coser. B mepByro odepenab Bcerna 3adaBaiiTe Haubosee crporoe ycioBue. B
paccMaTpuBaEMOM IIpUMeEpe ycTaHOBKa mepBbIM ycinoBua "<1500" u BropeM "<2500" mact
MPaBWIbHBIN pe3ynbTaT (opMaTUPOBAHUS.

IIpakTnyeckas padora Ne 18
B sTOoM ynpakHeHUM BBl co3danuTe OOJACTH YCIOBHBIX (DOPMATOB ISl M3MEHEHUs
OoTOOpa’keHMsI JaHHBIX B s4elKax JHMCTa, COJEpXkAllUX JUMHUT KpEAUTOBAHUS IOKyIaTenei
xommanuu "Bcee mig caga”.

1. B nanenu unctpymentoB CranaapTHas HaxmuTe KHONKY OTKpbITH (Open) ﬁ:.
[TostBuTCs nnanorosoe okHO OTKpbITHE T0KYyMeHTa (Open).

2. JBaxnael menkaute Ha ¢aitme Conditional.xls. doxkyment Conditional.xls
OTKpOETCSl.

3. Ilenkuute Ha suetike K4.

4. B mento ®@opmar (Format) Bei6epute YcaoBHoe ¢popmarupoBanue (Conditional
Formatting). Otkpoercs auanoroBoe OKHO YcjoBHoe (opmaTupoBanue (Conditional
Formatting).

5. Bo BTOpOIi CTpOKE CO CIIUCKOM IIEIKHUTE Ha CTPEJIKE U BbIOEPUTE U3 CIIHMCKA CIOBO
Me:kay. Bo BTopoil cTpoke co CIMCKOM MOSIBUTCS CJIOBO "MEXIy".

6. B mepBoii ctpoke aprymenta Beeaute 1000.

7. Bo BTOpOIii cTpoke aprymenta BBeaute 2000.

8. Haxwmure kHonky ®@opmat (Format). Otkpoercsi nuajoroBoe okno ®opmar
siueek (Format Cells).

9. [Ilepeitaute Bo Briaaky pugTt (Font).
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10. B ctpoxke LIBet (Color) menkHUTE Ha KHOMKE CIUCKA W BHIOGPHUTE U3 MOSBUBIICHCS
nanuTpsl cuauid (Blue) nBert. [[BeToBas manuTpa MCYE3HET, U MBET TEKCTA B 00JACTH MPOCMOTpa
CTaHET CUHUM.

11. Haxwmute OK. JInamoroBoe okno @opmat siueek (Format Cells) 3akpoercsi.

12. HaxwmuTte kHONIKY A Takxke (Add). B muanoroBoM okHe MOSBUTCS CEKIUs Y CIIOBHE 2
(Condition 2).

13. Bo BTOpOIi CTPOKE CO CTUCKOM IICITKHUTE HAa CTPEJIKE U BBIOCPUTE M3 CIHCKA MTyHKT
"mMexmy'".

14. B ctpoke nepBoro aprymenta Habepure 2000.

15. B crpoke BTOporo aprymenta Hadepute 2500.

16. Haxxwmute kHonky @opmat (Format). Otkpoercst quanoroBoe okHO opmar siyeex
(Format Cells).

17. B crpoke LiBer (Color) mienkHHWTE HAa CTpPEIKE W BHIOCPUTE W3 MOSBUBIICIHCS
NATUTPhl 3eNieHblid 1BeT. L[BeToBas manuTpa MCUYe3HET, M IBET TEKCTa B O0JIACTH MPOCMOTpa
W3MEHHTCS Ha 3EJICHBIM.

18. Haxwmute OK. JInamoroBoe okHo @opmat siueek (Format Cells) 3akpoercsi.

19. Haxmure OK. [namoroBoe okHO YcjoBHoe ¢popmaTtupoBanue (Conditional
Formatting) 3akpoercs.

20. B sueiike K4 mienkHuTe Ha NPSIMOYTOJIBHOM TOYKE B NPABOM HU)KHEM YIIIy H
nepeTamuTe ykasarenb Ha sueiiky K6. Congepxumoe stueek K5 u K6 cmenutces Ha "$2.400.00", u

nosiButcs kHonka [lapamerpsl aBTo3anosaHenus (Auto Fill Options).

21. Ilenkuute Ha kHomke I[lapamerpbl aBro3amosiHeHusi (Auto Fill Options) u B
nosiBUBLIEMCST MeHIO0 BblOepure 3amojHuTh TOAbKO ¢Gopmarsl (Fill Formatting Only).
Copepxumoe siueek K5 u K6 u3menutcs Ha ux mnpexHue 3HaueHus, u Excel mpumenutr x
BBIJICJIIEHHBIM sIY€HKaM YCIOBHOE (hopMaTHpPOBAHHE.

G H | I | J | K |
1
2
3 lopon Wrar [lMouToBklil Kog, Tenedon NMuunr
4 |Peamonn Bawwnrror 87063 (425) 555-0102 $2 400,00
5 |Peamona BawwuHrror 87063 (425) 555-0198 $750,00
6 |Peamona Bawwnrror 87063 (425) 555-0187 $1 500,00
’
g

22. Ha nanenu uHcTpymeHToB CTaHnapTHas HaxMuTe KHONKy CoxpaHuThb (Save),
YTOOBI COXPAHUTD C/ICJIaHHbIE U3MEHEHHUS.
Haxxmure kHonKy 3akpbITh (Close) s 3akpeitst qokymenta Conditional.xls.
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Tema S. IIpoBeaeHue BbIYMCICHU T
ILnan:
[IpucBoeHne Ha3BaHUM IpyIIe JaHHBIX.
NameRange.
Co3znanue GopmyIt A1t BBIYUCICHHUS 3HAYCHUH.
Formula.
[Touck u ucnpaiienre OoMKMOOK B BBIYUCICHUSX.
O6Hapyxenue u ucrpanieHue omuook B popmynax (FindErrors).

ocoukrwhE

IIpakTuyeckas padora Ne 19

PaGoune xuurm Microsoft EXcel mnpemocraBisiioT BO3MOXHOCTh XpaHEHHS H
OpraHu3alluyl BallMX NaHHBIX, OJJHAKO Bo3MOxkHOcTH EXcel ropaszno mmpe. OpHa U3 Ba)KHBIX
3aja4, KOTOPYHO Bbl MOXeTe pemarb, padoras B Excel - Bblumcnenune cymMMmbl 3HaueHHi B
syelikax. Bbl Takoke MoXKeTe IPOBOJIUTH JIpyTrUe ONepalu ¢ BHIOpaHHBIMM JJaHHBIMU, HallpuMep,
BBIUUCIISAITh MAaKCHUMaJbHOE WJIM MHUHUMAJIbHOE 3HAYEHUs s Tpynmbel  stueek. [lowmck
MaKCHUMaJbHOIO M3 3HAUEHMH MOXET IOMOYb BaM ONpEAEIHTb, HAIpPUMEp, CamMoro
IPOJYKTHBHOTO TPOJIABIA, BEISIBUTh KATETOPHH TOBAPOB, HA KOTOPBIE CIIEAOBANO ObI 0OpaTHTh
0oJbllIe BHUMAHUS, WIKA NOCTaBILMKOB, KOTOPBIE JI€Nal0T BaM CaMble BBIFOJHBIC MPEATIOKEHHUS.
[Tomumo xpanenust uHdopmanuu, Excel npemocraBiser BO3MOXKHOCTh TOUCKA HEOOXOIUMOI
uHpopmanuu. Takxe, €Cliu Bbl JOMYCTHIN OMIMOKY, BbI OBICTPO HaleTe U UCIPABUTE €e.

B GonpuinHCTBE ciay4yaeB Bbl HE CMOXKETE pabOTaTh C JAHHBIMU, CChLIAsICh TOJBKO Ha
OJIHYy siuelKy. Bam MokeT MoHagoOMTbCS MPOU3BECTH HECKOJIBKO BBIUMCIEHUH C JaHHBIMU B
OMHOM W ToW ke rpymme sueek. EXcel oOnerdaer oOparieHue K LENOH Tpymme sueeK
OJIHOBPEMEHHO, [T03BOJISIS BAM OBICTPO IPOU3BECTH BBHIUMCIICHUS.

[To mepe ocBoeHMS ATON JIEKLMHU, BBl HAYYUTECH aJPECOBaTh CCbUIKU HA IPYIIbI JAHHBIX
B pabouux JHCTaxX, a TaKXe co3JaBaTb M pEJaKTHPOBaTh (OpPMyIbl, HEOOXOIUMBbIE s
oToOpaxkeHus1 00bEMOB POk U MHPOopMaIuu 0 ToBapax komnanuu "Bee st cana".

B nexuunu ucnons3yrores yueOHsle ¢paiinel NameRange, Formula u FindErrors.

Korma Bml paboraere ¢ OonpmumMu  oObeMaMu HWHQOpMANUM, KEJIATEITHLHO
UJCHTU(PUIMPOBATh TPYMIBl SUEEK, KOTOPhIE COAEP)KAaT COOTBETCTBYIOIIYIO HH(OPMAIHUIO.
Hampumep, Ha pucynke Huxke stueiiku ¢ C2 nmo C6 comepxaT LIEHbl Ha TOBaphbl, 3aKa3aHHbIE
HOKyHaTeJIeM.

Ed Microsoft Excel - FindErrors

@ ®arin  Mpaeka Bua Bcraeka @opumat  Ceperc  JadHble  OkHo  C

Dl Y BRBER- <-4 >k 2 s

F16 v Fx

A 1 B 1 C 1
1 |3akas #1
2 |TL2248 Capoean neiika (50 groimMoE) $28,00
3 |TLO210 Takmep "Watering" $44 95
4 |SP3628 Knetka ana ntuy $15,95
5 |SP1840 IlockoH ANA Tena © MOPKOBHBIM ¢ $1250
B |FN2002 Keapoeaa ceanka $59 95

Bmecto Toro utoObl yKa3bIBaTh CCHUIKM Ha SYEWKH KaKIbld pa3, KOrja BaM HYXHO
0o0paTuThCcsl K MHPOPMALIMU B HUX, Bbl MOXETE€ OOBEIMHUTH 3TH SUCHKM B JIUANa3oH (MM
Ha3BaHHBIN JKana3oH ). Hampumep, BbI MOKeTe 00BETUHUTH TOBAPBI U3 MPEBLIYIIETO PHCYHKA
B JMana3oH, Ha3BaHHbIN "3akazaHHblieToBapsll". Eciin BaM HYXHO HMCIOJIB30BaTh JAHHBIE W3
9TOr0 JMana3oHa B BBIYMCIEHHUSIX, Bbl MOJKETE MPOCTO BBECTH MMS JHMAala3oHa BMECTO TOTO,
4TOOBI YKa3bIBATh CCHUIKY Ha KaXIYIO SUYEHKY.

CymecTByeT HECKOJIBKO CIIOCOOOB CO3/IaHMs Ha3BAHHOIO JUAala3oHa, JBa U3 KOTOPBIX
ocymiecTBis0TCA U3 MeHI0 BeraBka (Insert). [lepBrlii MeToa mose3€eH, €ClU y Bac B JIMCTE €CTh
cTos0el] JTaHHBIX C 3ar0JIOBKOM BBEPXY CTOJIOLA, KaK IIOKAa3aHO HA PUCYHKE.
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Ed Microsoft Excel - NameRange

@ ®aiin  [paeka Bua Bcraeka @opmat  Cepevc  daHHble  OKHC

DeE QY BRE- - 4 [k 2 s

G21 v Fx
A I B | ¢ |
1 |MHCcTpyMeHT
2

i ID ToBapa HaumeHoBaHKe ToBapa LleHa
4 |TL2248 Capoean neika (50 griAMoE) $28,00
5 |TL2697 Mpabnu $18.95
B |TL2539 Hoxk ana npueneku $15,95
7 |TL2538 MHCTpYMEHTEI ANA NPUEMEKK $57 95

B nanHowm ciywae, Bl OTKphiBaeTe auanoroBoe okHo Co3narb umeHa (Create Name),
BbIOpaB B MeHI0O BeraBka (Imsert) mogmento Umsi (Name) u menknyB Ha komanae Co3aarth
(Create). B quanoroBom okae Co3xath umeHa (Create Name) Bbl MOYKETE CO31aTh Ha3BaHHBIN
JIMaria3oH, MPUCBOUB €My B KaueCTBE MMEHU 3arojIOBOK (BEpXHIOIO sA4YeiKy) croslua. Bel Takke
MO>KETe CO3/aBaTh U YJAIATh JUala3oHbl yepe3 auainorooe okHo IlpucBoenue nmenn (Define
Name), oTKpbITh KOTOPOE MOKHO, yka3aB Ha myHKT Umsi (Name) B meHio BeraBka (Insert) u
BbIOpaB [lpucBouts (Define).

Hakonern, MOXHO co31aTh AMAIIa30H, BEIOPAB STYCHKHU, KOTOPHIE BBl XOTUTE OOBEAMHHUTD B
nuanasoH, u BBeAs B crpoke Mms (Name) HazBaHue nuana3zoHa. Bl MokeTe MOJydnuTh CIIUCOK
JIMATia30HOB, CO3/IJaHHBIX Ha JIUCTE, IEIKHYB B 3TOM CTPOKE Ha KHOIIKE CITUCKA.

Bakno. Kaxnaplii nmuama3oH B paboueld KHUTE JIODKEH UMETh cBoe uMs. lIprcBoeHME
MMEHHU YK€ CYIIECTBYIOIIETO IUara3oHa HOBOMY YIAIUT TMEPBOHAYAIBHOE HMsSI- CCBUIKY,
AQHAJIOTMYHO TOMY, KaK 3TO MPOUCXOUT MPHU MPUCBOCHUH UMEHU pabodeMy JTUCTY.

IIpakTuyeckas padora Ne 20
B sToM ynpakHeHHH BBl CO3AaUTE AMAINA30HbI, YTOOBI apecOBaTh CCHUIKM Ha TPYIIIBI
AYEeK.
1. Ha nanenun wuHcTpymMeHTOB CranaapTHas Haxkmute KHONKY OTKpbITH (Open).
[TostBuTCs nnanorosoe okHO OTKpbITHE 10KYyMeHTa (Open).
2. Ilepeiinute B manky Chap07 u nBaxasl menkuaure Ha daiie NameRange.xls. daiin
nameRange.xIs otkpoercsi.
3. Ilepeitnute k mucty MHCTPYMEHTBI.
4. lenkuure Ha sueiike C3 u meperammre ykaszarenb Ha sueiiky C18. BwiOpanHbIE
SAYEHKN BBIIEIATCS 1IBETOM.
5. B mento BeraBka (Imsert) ykaxute Ha nmyHkT Mmsi (Name) u 3arem BbiOepuTe
Co3narsb (Create). OTkpoetcst auanioroBoe okHo Co3nats uMeHa (Create names).
Mo TekcTy
Ve
[~ B cTonbue cresa
™ B cTpoke HUXe
I” & cTonfue cnpasa

| OK I OTMEHA l

6. Otmerbre myHKT B cTrpoke Bbinie (Top Row).

7. Haxwmure OK. Excel mpucBout quanazony stueex ums "Llena".

8. B HmKkHeM IeBOM yIIy OKHa paboyell KHHTH INEIKHUTE Ha SPIBIYKE JIACTa
IHocraBku. Ilossurcs nuct IlocTaBku.

9. Ienxaute Ha siuetike C4 u mepeTamuTe yKazarelb Ha sueiky C29.
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10. B menio BceraBka (Insert) ykaxure Ha nyHkr HMms (Name) u BwiOepute
IpucBouts (Define). Otkpoercs quanorosoe okHO IlpucBoenune nmenn (Define name).

Mma:
|
Tosapbl Al

OK

3aKpbITE

il

AobBaenTb

¥aannte

DopMyna:
I=C0n.TOBapb|!$C$4:$C$29 j‘_‘

11. B crpoke Uma (Names in Workbook) Beenute LlensiHallocTaBku u Haxxmute
OK. Excel mpucBoutr ums "lensiHalloctaBku" nuanazoHy siueek, M JHAIOTOBOE OKHO
IIpucBoenue nmenu (Define Name) 3akpoetcs.

12. B neBoM HWXHEM yriy OKHa pabodeil KHHUTM IIEIKHUTE Ha SPIbIUKE JHCTa
®ypuurypa. [lossurcs pabouuii 1uct @ypHuUTypa.

13. Hlenkuure Ha siuelike C4 u neperamuTe ykasaTtenasb Ha sueiky C18.

14. Hlenxuute Ha ctpoke Umsa (Name). Conepxxumoe ctpoku Umsa (Name) BbiaenuTcs.

15. Beemute Crommocte@ypuutypsl u Haxmune (Enter). Excel nmpucBout nuamazony
sueek ums "CroumoctbDypHUTYpHI".

16. B menio BeraBka (Insert) ykaxute Ha nyHkT Mms (Name) u 3arem BbIOepuTe
IIpucBouts (Define). Otkpoercs quanoroBoe okHo [IpucBoenune nmenu (Define Name).

17. B HmwxHel 00yacTH IUAJIOrOBOTO OKHA IeiakHHuTe Ha ctpoke "llena". B mone Ums
(Names in workbook) nmosiButcs ciioBo "llena".

18. B mone MHmsa (Names in workbook) ynamute cnoso Ilena, BBemute
CroumoctbUHcTpymenToB n Haxxmute OK. JlnamoroBoe okHo IIpucBoenue umenu (Define
Name) 3akpoeTtcsi.

19. Ha nanenu uactpyMeHToB CTaHaapTHast HaXMUTE KHONIKY CoxpaHUTh (Save) i .
20. Haxmute kHOnKy 3akpbITh (Close) X, daiin NameRange.xIs 3akpoercs.

IIpakTnueckas padora Ne 21

ITocne Toro xak Bbl 100aBWIM HH(pOpPMALMIO B pabOUYMi JHCT W CO3JAIH JUANa30HbI
A4eeK, MOXKHO YCKOpUThH oOpamieHue K uHpopmanuu, HamucaB (popmyiy, T.€. BbIpaXK€HHE,
KOTOpPO€ NPOM3BOAMT BBIYMCIEHHUS C BallUMU JaHHBIMHU. Hampumep, BBl MOKETE BBIYMCIUTH
o0LIyI0 CyMMy 3aKasa IMOKyMaTess, BIBECTH CpPeIHHI 00beM MpoJax I BCEX THEH cpeibl
SHBapsl Mecsla WIM HalTH MaKCUMAJbHBIM MM MUHHMAJbHBIA YpOBEHb IPOJAX 3a HEIEINIO,
MecsI WU TO/I.

YroOsl Hamucath ¢opmyny EXcel, HaunuTe BBOIMTH NaHHBIE B SYEHKY CO 3HaKa
paBeHCTBa, TOTJa OHU OYAYyT MHTEPIPETHPOBATHCS KaK BbIpaXEHHE JUIsl BBIYMCIICHUS, a HE
tekcT. [locne 3Haka paBeHcTBa BBl BBOauTe (popmyny. Hampumep, BbI MOXeTe HalTH CymMMy
3HaueHuil B suerikax C2 u C3 ¢ momomipto opmynsr =C2+C3. Tlociae Toro xak Bbl BBEIH
dopMmynny B sUelKy, BBl MOXKETE MPOBEPUTH €€, LICIKHYB Ha siueiike M OTpeJaKkTHUPOBaB €€
coepxuMoe B cTpoke dhopmyin. Hampumep, BbI MOXeTe 3aMeHHUTH 3Ty hopmyny Ha =C3-C2, ns
BBIUNCJIEHHSI PA3HOCTH MEXAY coaepKuMbIM ssueek C2 u C3.

IMMoackaska.Ecou Excel pacrioznaer Bamry popmyity kKak TEKCT, MPOBEPHTE, HET JIM TEPE]]
3HaKOM pPAaBEHCTBa Mpolesia WM JPYroro ciy4yailHO BBEIAECHHOro cuMBoiyia. IlomHHTE, 3HAK
paBeHCTBA JIOJIKEH ObITh MEPBBIM CUMBOJIOM !

BBox cchutok Ha 15 mim 20 siueek MOXKET MOKa3aThCs YTOMHUTEIbHBIM, ofHako B EXxcel
JIETKO paboTaTh CO CIOKHBIMU BBIYUCICHHUSMHM. J{7Is1 3alaHMs] HOBOTO BBIUMCIICHHS BBIOEpHUTE
nyHkT @ynknus (Function) B menio BeraBka (Insert). Otkpoercst nuanorosoe okHo Macrtep
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¢pynkuuii (Insert Function) co crnuckoM GyHKIUH, WM TpeonpeaeTeHHbIX (HopMyll, u3
KOTOPOTO BBl MOXKETE BBIOPATh HY)KHYIO BaM () YHKITHIO.
B cnenytomeii Tabnuie onrcansl HanboJee YacTo NCHOIb3yeMble ()yHKITHH.

DyHKIHA Onucanue

CYMM(SUM) Boruncnsier cyMMy uncen B 3a/laHHBIX YEHKax

CP3HAY(AVERAGE) HaxoauT cpennee 3Haue€HHE YUCEN B 3aJaHHBIX SYEHKax

CYHET(COUNT) [TopcunThIBaeT KOJUYECTBO YUCEN B CIUCKE apryMEHTOB B 3aJIaHHBIX
sTYerKax

MAKC(MAX) Haxoaut HanGospiiee 3Ha4YCHNE B 33/IaHHBIX sTUEHKaxX

MUH(MIN) Haxoaut HanmeHblIee 3HaYCHHUE B 33/IaHHBIX STYEUKax

Brr Taxke mokere ucrnosb3oBath Ae apyrue ¢yakuun, THATA() [NOW()] u TIIT()
[PMT()]. ®ynkmuss THAATA() Bo3Bpamiaer Bpems, Korga pabouass KHHra ObLIa OTKPBITA,
MO3TOMY 3HaueHHue (GYHKUUMU OyAeT HM3MEHSAThCS KaxAblii pa3, korga OyaeT OTKPbIBAThCS
pabouast xuura. IlpaBunbHas 3anuck (GyHKIUU BeITISAUT Tak: =1 JJATA(); 94T00BI OOHOBHTH
TeKyllee BpeMs M JIaTy, MPOCTO COXpaHHUTE paboTy, 3aKpOHTe M CHOBA OTKPOMTE TOKYMEHT.
Oyukuus [IJIT() HemHoro cnoxknHee. OHa BBIYMCIAET CyMMY NEPUOAMYECKOIO IUIATEXa s
AHHYWTETa Ha OCHOBE MOCTOSHCTBA CYMM IIJIaTeKeH U MOCTOSHCTBA MPOLEHTHON CTaBKU. UTOOBI
IPOM3BECTH C €€ TMOMOUIBIO BBIYHMCICHUS, (YHKIHU TpeOyeTcs 3aaaTh CTaBKY, KOJHMYECTBO
MecCSIeB IUIaTeXel M CTapTOBBIA OaylaHC. DJIEMEHTHI, BBOAMMBIE B (DYHKIMIO, HA3bIBAIOTCSA
apryMEHTaMH M JIOJDKHBI OBITh BBEJCHBI B OIPEICIICHHOM TOPSIKE. DTOT MOPSAOK BBITISIUT
tak: [1JIT(cTaBka;knep;mnc;oc;Tum). B crenyromieit Tabnuie NpUBEACHBI OMHCAHUS KaXJA0TO
aprymenTa ¢ynkmuu [TJIT.

Apryment Onucanue

CTaBKa IIpoueHTHas cTaBKa MO cCyAe, AENHATCA Ha 12 Juid ONpENeNeHMs] €KEMECSUHBIX
BBIIUIAT 110 CCy/Ie

KIep OO611ast 4Mco0 BHIIUIAT MO CCYIE

IC [IpuBeneHHas K TEKylIEeMy MOMEHTY CTOMMOCTb, MJIM oOlIasi CymMMa, KOTOpas Ha

TEKyIIMIi MOMEHT paBHOLIEHHa psay OyaylmMx IUlaTekeil, Ha3blBaeMas Takke
OCHOBHOW CYMMOM

oc TpeOyemoe 3HaueHHE OyAYIEH CTOMMOCTH, UM OCTaTKa CPEICTB IMOCIE MOCIEeIHEH
BbIIaThl. Eciin aprymeHT Oc omy1ieH, To oH nojaraetcs paBHbIM 0 (HyI0), T. €. I
3aiiMa, HanpuMep, 3HaueHue 6¢ pasHo 0

THUI Yucno 0 (Hynp) unu 1, o603Hayaroiee, Korjaa A0KHA TPOU3BOIUTHCS BhIILIATa

Ecnu BBl B3stmn B3aiimbl $20.000 mox 8-TIpOLIEHTHYIO CTaBKY W BO3BpaIllacTe KPEAWT B
TeueHue 24-X MecsIeB, BbI MOXeTe ucnoib3oBath QyHkiuto [UJIT() mis onpenenenust pazmepa
©KEeMECSUHBIX BbIIAT. B 3ToM ciyyae, (QyHKIMIO CleQyeT 3aJaBaTb TaKUM 0Opa3oM:
=I1JIT(8%/12,24,20000); (pyHKUMS BO3BPATUT BEIMYMHY €XKEMECSYHBIX BBIIJIAT B pa3Mepe
$904.55.

Bbl Takxke MoxeTe HCHOIb30BaTh B (OpMynax HMEHa JIOObIX JMana3oHOB sUeeK.
Hampumep, ecnu mms nuanaszona "3akazl" ccpurtaercs Ha sueliku ¢ C2 no C6, BBl MOXETe
BBIYUCIIUTh cpefaHee 3HadeHue syeek ¢ C2 mo C6 mo dopmyne =CP3HAY(3akazl)
[AVERAGE3axka31)]. Eciu BbI X0THTE BKIIOYHTH B (POpMYITy 00JaCTh CMEXKHBIX SIYEEK, HO eIle
HE OIpEeeIA 3TH SUeHKH KaK JMara3oH, MOXETe LIEJKHYTh Ha MepBOil siueiike quamna3oHa u
NepeTalUTh yKaszaTellb Ha MOCIETHIO suelKy. Ecnm s4eliku He CMeXHble, HaOXMHUTE U
ynepxuBaiite (Ctrl) u nienkHuTe Ha HYXHBIX sueiikax. B 00oux citydyasix, KOrjia Bbl OTIIYCTHUTE
KHOIIKY MBIIIH, CCBUIKM Ha BHIOpAHHBIC BAMU STYUEHKU TOSABATCS B OpMYIIE.

@opMynbl Takke MOTyT OBITh HCHOJNB30BaHbl JUId BBIBOJA COOOINEHUH IpH
onpezaeneHHbIx ycnoBuax. Hanpumep, Katpun Tepuep, Bnanenen komnanuu "Bee ansa capa”,
IpeocTaBIsseT OECIUIaTHBIM SK3EMIUIIP JKypHaJla O CaJOBOJACTBE IOKyHaTessM, CAEIaBIIUM
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NnoKynku Ha cymmy Oonee $150. Takoi Tum (opmyn HasbiBaeTcsi yclIOBHOW (opmyliod u
ucnone3yeT Gpyukuuio ECJIN (IF). YtoOs! HanrcaTh yCIOBHYIO (GOpMYITy, HICTKHUTE HA TYEHKE,
KoTOpass Oyner conepxarb (OpPMYITYy U OTKPOHTE IHAJOrOBOE OKHO BCTaBKM (yHKIuU. B
nuanoroBom okHe BeiOeputTe Gpynkiuto ECJIN u3 criucka noctynubix ¢Gyakuuid U Haxxmute OK.
Otkpoercs auanoroBoe okHO AprymeHThl pyHkunu (Function Arguments).

-ECIA
Jor_Bbipaskexue l j‘.’ =
3Ha4EeHNE_BCNM_MCTHHA I :‘J =
3HauEHHe _echi_nowe | 3=

MNpoBepAET, BLINOAHAETCA MM YCNOBME, W BO3BPALLEET 0AHO 3Ha4EHWE, ECAKM OHO BBINOAHAETCA, M APYroe
3H34YeHHE, BCNH HET,

JNor_sbipaxenue Noboe 3HA4EHWE MKW BLIPAXEHHE, KOTOPOE NP BBIYMCNEHUH A3eT
3Ha4eHne MCTHHA nan NOXb,

CnpaeKka no 310k dyHKUMKM 3HaqeHne: OK I OTMEHa I

[Tpu pabote ¢ ¢pynkumeit ECJIN, nuanoroBoe okHo AprymeHTsl ¢pynkuuu (Function
Arguments) coaepxxut Tpu mons: Jlor_Bbipa:keHue (Logical test), 3Hauenune ecju_MCTHHA
(Value_if _true) u 3nauenue eciau _Joxb (Value if false). B crpoky Jlor BbipaikeHue
(Logical test) BBoauTCs yciioBue, KOTOPOE BbI XOTUTE MPOBEPsATH. JIJIsl MPOBEPKH, MPEBHIIIACT
au cymma 3akasa $150, Beipakenue Oynet Boinsiaets Tak: CYMM(3akaz1)>150.

Teneps BaM HYXXHO c/eath Tak, 4To0bl EXCel oToOpaxan coobiieHus, yKka3plBaroIue Ha
TO, JOJDKEH JIM TIOKYNAaTellb MOJy4daTh OECIUIATHBIA AK3EMIUIIp JKypHaja. YToObl BBIBOJUTH
coobmenuss ¢ mnomomplo Qynkuuu ECJIM, BBemuTe 3TH COOOHIEHHS B  CTPOKax
3navenue ecau_ucruHa (Value if true) win 3nadvenue ecau _Jjoxb (Value if false). B
JAHHOM CJIy4ae Bbl MOJKETE BBECTH B CTpoke 3HadeHme_eciau_ucTHHa (Value_ if true) "Bmr

nosyyaete OecrutatHblil xypHan" u "Cnacubo 3a mokynky" B cTpoke 3HaueHHe ec/iM_JI0Kb
(Value_if_false).

ApryMeHTbl YHKUUM 21x]
-ECIK
Tor_sbipaxenye |CYMM(3akas1)>150 ] = noxb
3HaYeHHE_ECAM_MCTHHAE I"Bbl nony4aeTte GecnnaTHeIA xypHan" _’_"J = "Bbl nony4aeTe becr
3Ha4eHWe_ecnv_noxb l"Cnacnﬁo 3a nokynky!"| _’}J = "Cnacvbo 3a NokynK
= "Cnacvbo 3a nokynky!"
MpOBEPAET, BLINONHABTCA MM YCNOBWE, M BOSBPALLAET 0AHO 3HAYEHHE, ECNH OHO BBINONHABTCA, W APYroe
3HaYEHHE, ECNM HET,
3HaYeHWe _ecnu_NoXb 3HA4YEHHE, KOTOPOE BOSBPALLAETCA, SCAM 'NOM_BLIPAKEHHE' MMEET
3HaqeHue NOXb. Ecnk He yKasaHo, BO3BpalaeTcA 3HaqveHHe NOXb,

Cnpaeka no 3Tk dyHKUMK SHaueHue: Cnackbo 3a nokynky! OK I OTMEHa I

Korna BbI co3nanu popmyiy, BbI MOXKETE CKOIUPOBATh €€ B Oydep U BCTaBUTH B JIPYTYIO
siaeiiky. [Tocie atoro Excel mombiTaercst u3sMeHUTh HOpMyITy Tak, 4TOOBI OHA paboTana B HOBBIX
syeiikax. B kadecTBe mpumepa Ha OSTOM pHUCYHKe sueiika D8 comepxur dopmyny
=CYMM(C2:C6):
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Ed Microsoft Excel - FindErrors

@ ®ain [paeka Bua Bcraeka dopmat  Cepevc  AadHble  OkHo  Crpaeka

DEEHRY BB o- 4@E 2 - 1
D3 v fe =CYMM(C2:CE)
A [ B [ [ [ b ]

| 1 [3akaz #1

| 2 |TL2248 Capoeana neiika (50 aroimoEe) $28,00

| 3 [TLO210 Taimep "Watering" $44 85
| 4 |SP3628 Knetka ana nty, $18.95
| 5 |SP1840 TockoH ANA TENa © MOPKOBHEIM C $1250
| 6 |FN2002 Keapoeaa ceanka $59 95

7
ER Bcero CiEazE]
9 |3aka3z#2

1N ITINN3R Hluniin nna nnevne 18 nn

[enkauTe Ha sueiike D8, ckonupyiite comepxkumoe B Oydep U BCTaBbTE pe3yibTaT B
stueiiky D16; B stueiike D16 nosiButces Boipaxkenne =CYMM(C10:C14). Excel usmenut popmyny
TaK, 4TO OHa OymeT MpUMEHMMa K sdeiikam B 3Toi oOmactu jucra! Excel ucmonbsyer B
dbopMysax OTHOCHUTENIBHYIO CCBUIKY, WJIM CCBUIKY, KOTOpas HM3MEHSAETCS IpU KOMUPOBAHUHU
dbopMyIibl B IpYTyIo siueiiky. B OTHOCUTEIBHBIX CChUIKaX YKA3bIBAETCS TOIBKO CTPOKA M CTOJIOCI]
SIYCHKHU.

Ecnu BbI XOTHTE, YTOOBI CChIIKA HA YEHKY OcTaBajgach HEM3MEHHOW MPHU KOMMUPOBAHHUHU B
JIPYTYIO SIMEUKY, BBl MOXKETE MCIOJIb30BaTh a0CONIOTHYIO CChUIKY. UTOOBI chenaTh CChUIKY Ha
SYCHKY aOCOJIOTHOW, HY)KHO BBECTH 3HA4YOK $ Iepel HOMEpOM CTPOKH W Tepe]] HOMEpOM
cron6bma. Hampumep, st Toro urodsl Gopmyna B sueiike D16 BbIBomMIa CyMMy 3Ha4YCHUW B
auelikax ¢ C10 no Cl14, He3aBUCUMO OT TOTO, B KaKOW siUEHKE OHA HAXOJUTCS, CIEYEeT BBECTH
dopmyiry =CYMM($C$10:3C$14).

CoBer. Eciu Bbl kommpyere ¢opMylny u3 CTPOKH (QOpMYJ, HCIONb3yeTe B Ballel
dopMmyiie aOCONIOTHBIE CCHUIKM WJIM TOJILKO JHAIa3oHblI siueek, Excel He M3MEHHUT CCBUIKM Ha
SYEHKU, KOTJ]a BBl CKOMTUpPYETe Bally GopMyny B IPYTYIO SUYEHKY.

IIpakTnueckas padora Ne 22
B stom ympaxHeHuum Bbl co3mamuTe Qopmyidy JUis MojcuyeTa oOIeld CyMMBI 3akasa,
KonupyeTre 3Ty (opMylny B IPYryl sUEHKy M 3aTeM co3jaere (opMyiy, BBIYHCISIONIYIO
CPEeIHIOI CTOMMOCTh TOBapoB B 3akaze. Sueliku C IIeHaMH Ha TOBaphl B JITOM 3aKase
00beIMHEHBI B AUana3oH, Ha3BaHHBIN "ToBapri3akasa".

1. Ha nmanenu uHctpymeHTOoB CranjaptHas HaxkmuTe KHONKY OTkpbITh (Open) = .
[TostBuTCs nnanorosoe okHO OTKpbITHE KT0KYyMeHTa (Open).

2. JIBaxapl mienkuute Ha daitne Formula.xls. ®aitn Formula.xls otkpoercs.

3. Ilenkuute Ha sueiike D7. D7 craHeT akTHBHOMN STUCHKOIA.

4. B crpoke dopmyn BBemute =D4+D5 u naxmure (Enter). B sueiike D7 mosButcs

snayenne $63.90.
@ ®aiin  [paska Bua Bcraeka @opmat  Cepeuc  JaHHt
DeEHRY 2R o- % @de 2
D3 v Fx
A | B | C | b |

ToBapbl
TLO210  Taimep "Watering" $44 95
SP3628 Knetka ana ntuy $18.95

Bcezo $63 90

Cpeduan cymma I .|

5. [Illenkuure Ha siueiike D7 u 3areM Ha naHenu MHCTPYMEHTOB CTaHJapTHAs HAKMUTE

kHonky Kommposats (Copy) = . Excel ckonupyer nannsie u3 siueriku D7 B 6ydep oOmeHa.
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6. Ilenkuure Ha sueiike D8 u HaxxmuTe Ha mMaHenu HHCTpyMeHTOB CTaHIapTHas

kHonKy BeraBurh (Paste) B B sueiike D8 mosutcst 3nauenme $18.95, a B cTtpoke dopmyn
oTtoOpa3utcs BeipakeHue =D5+D6.

7. Haxwure (Del). ®opmyia u3 sueiiku D8 Oyzner ynaneHa.

8. B menio BeraBka (Insert) BeiOepute @ynknus (Function). Otkpoercs nuamoroBoe
okHo Mactep ¢pynkuuii (Insert Function).

9. Bribepure CP3HAY (AVERAGE) u naxxmute OK. OTKpoeTcs AMalIOroBoe OKHO
AprymenTsl pynkunun (Function Arguments) ¢ BbIJICJIEHHBIM COIEPKUMbBIM cTpoku Hmeno 1
(Number 1).

10. Beeaute ToBapbi3aka3za u Haxxmute OK. /luanoroBoe o0kHO ApryMeHTbl pyHKIHH

(Function Arguments) 3akpoercs, u B siueiike D8 mosiButcs 3nauenue $31.95.

@ ®aiin  [paska Bua Bcraeka @opmat Cepeuc  AaHHble

DEE RY BB o &l @ 2~

D3 v A =CP3HAY({3akas1)
A | B | C [ B | |

IR

B2

B3| ToBapel

& TLO210  Taimep "Watering" 544 95

557 SP3628  Knetka Ana ntuy $18 .95
]

] Bcezo 63,90
8 Cpeduan cymma E 31951
9

11. Hlenxuure Ha suetike C10.

12. B menio BeraBka (Insert) BoiGepure @ynkuus (Function). OTkpoercs nuanoroBoe
okHo Mactep ¢pynkuuii (Insert Function).

13. B cniucke Brioepurte pynkuuio (Select a function) menkuure Ha pynkunu ECJIU
u Haxxmute OK. OTkpoercs nuanoroBoe okHO ApryMeHTsl pyHkuuu (Function Arguments).

14. B ctpoke Jlornueckoe_Bbipaxenue (Logical_test) Beenute D7>50.

15. B cTpoke 3nauenue ecqau_uctuna (Value if true) Begute "ckmaka 5%".

16. B crpoke 3nauenue ecam Joxb (Value if false) Beaure 'be3 ckmaku" u

Haxxmute OK. Jlnanorosoe okHO AprymenTsl pyHkuuu (Function Arguments) 3akpoercs, u B
aueiike C10 nmosButcs TekcT "ckuaka 5%".

Ed Microsoft Excel - Formula

@ ®aiin  Mpaeka Bua Bcraeka ®opmat  CepBuc  AaHHbl

DeE RV BR- o & MBI ¢

C10 h # =ECNK(D7>50;"Ckuaka 5%","B
A | B | c | b |
1
2
E3| Tosapel
4 | TLO210  Taimep "Watering" 544 95
557 SP3628  Knetka gna ntuy $18.95
6
(B Becezo $63 .90
| 8 | Cpeduas cymma $31.95
9
E ICKHEKa 5% .I
1"

17. Ha nanenu uHcTpyMeHTOB CTaHJapTHas HaKMUTE KHONKY COXpaHUTH (Save)n.
Excel coxpanut Bamm u3smMeHeHHUs.

18. Haxxmute kHOnKy 3akpbITh (Close)Xl. Jlokyment Formula.xls 3akpoercsi.

IIpakTnueckas padora Ne 23
[IpuMeHeHne BBIYUCIICHHN B pabodeM JUCTE pemaeT MHOTO mpobsiem mpu padore ¢
JaHHBIMU. OI[HaKO BCCrAa CYHICCTBYCT BO3MOXHOCTHL TOT'O, YTO B BalllUX (I)opMyJIax €CThb
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ommbOku. Excel oOneruaer mnouck ommOoKk B Qopmynax, ompenenss, KaKue SUCHKH
UCTIOJIB30BAJIMCh B BBIUMCIICHUH U ONKCHIBas Bce OOHapyKeHHbIe ommoOKu. [Iporecc mpoBepku
pabouero JUCTa Ha HATMYKME OIMOOK B (POPMYIIax HA3bIBACTCS ayIUTOM.

Excel o603nagaeT oOHapyKeHHBIE OIMOKH HECKOJIBLKUMHU criocobamu. IlepBsiii crmocob -
0TOOpaXeHHE KO0Jia OIUOKHU B siUeiiKe, comeprkaiieit (opMyiry, B KOTOPO 0OHapyKeHa OInOKa.
Ha pucynke Hmxke siueiika D8 oroOpaxkaer ko ommOku "#MS?".

Ed Microsoft Excel - FindErrors |

@j ®daiin  Mpaeka Buwa Bcraeka @opmar Cepevc  AaHbble  OkHo  Cnpaeka

DEERY BRa | o 4mE 2 10 -
D11 v A
A [ B 1 C | b | E

1 |3akas #1
2 |TL2248 Capoean neiika (50 groimMoE) $28,00
3 |TLO210 Taimep "Watering" $44 .95
4 |SP3628 Knetka gna ntuy, $18 .95
5 |SP1840 JlockoH ANA Tena ¢ MOPKOBHBIM ¢ $12,50
6 |FN2002 Keapoeaa ceanka $59.95

7
8 | Bcero " #mg?
9 [3akas #2

10 ITLOO38 LLunuel AnA onexoe $18.00

Kornma sueiika ¢ OommOKOH SIBISETCSI aKTUBHOW SYEWKOH, PSAAOM TOSBISIETCS KHOIKA

Omuoka (Error). Bbl MOXeTe 1IEeNKHYTh Ha CTPENKE 3TOM KHONKHU ISl OTKPBITUS MEHIO, B
KOTOpOM oToOpaxkaercs uH(popmaius o0 omubke M cnocoObl ee ucmpasieHusa. B crienyromeit
Ta0JIMIIe IPUBEICHBI HAaNOO0JIee 00IIME KOIbI ONMIMOOK U U3 3HAUCHHSI.

Ko
A Onucanne
OlINOKH
T [upuna crondia HeTOCTaTOYHA IS TOTO, YTOOBI BMECTUTH 3HAUCHUE
#3HAUY! B ¢opmyny BBeneH HeBEpHBIM THIl aprymMeHTa (Hampumep, TEKCT, TaMm, TIJe
noiokHbI Ob1Th 3HaUeHuss UCTUHA nau JIOXKD)
#UAMSA? dopmyna COAEpKHUT TEKCT, KOTOpbIi He pacno3Haercs Excel (mampumep,

HEU3BECTHBIN JMAMa30H sYEeK)

#CCBIJIKA! ®opmyia ccbluiaeTcsi Ha HECYHIECTBYIONIYIO SSYEHKY (3TO MOXKET MPOU30UTH, €CIIH,
Hanpumep, siueiiku ObUTH y/1aJIeHbI)

#J1EJI1/0! [TombiTKa neneHus Ha HOMb B (hopMmyJie

Hpyroii cnoco® mnpeaoTBpaTUTh OWMOKKM B  (GopMmynax - yOeOUTbCS, UTO
COOTBETCTBYIOILIME SAYEHKHU cozepkaT HeoOXoAauMble s ¢opMynbl 3HaueHus. Hampumep, BbI
XOTEJIM BBIYHUCIUTH TOJHBIM 00BbEM MPOJaX B KaKOW-TMOO KAaTeropuu TOBapa, HO CIIy4ailHO
Hanmucanu (popMyny, CChIIAIOIIYIOCS HAa Ha3BaHUS TOBAPOB, @ HE HA WX IIEHBbI. Takylo OMIMOKY
MOHO OOHapYKUTh MOCPEICTBOM 0003HAUCHUS MPEIEICHTOB SUCHKH (MJIH BIMSIONIAX SUCEK ),
T. €. ST9eeK, 3HAUCHHs KOTOPBIX UCIIOIB3YIOTCS B (pOpMyJie aKTHBHOM stueiiku. EXcel onpenenser
MpeLeeHTHI TUeeK, 0ToOpakasi CHHIOI CTPEJNIKY IMPOBEPKHU OT IpeLeeHTa K aKTUBHOM suelike.

Bbl Takke MoxkeTe MpOBepsATh Ball pabOYMi JIMCT, onpenenss s4elku ¢ (dopMmysamu,
KOTOpBbIE HCIIONB3YIOT 3HAaueHHe JaHHOW sueliku. Hampumep, ¢dopmyna, BbrYMcIsiOmIas
CPEHIOI0 CTOMMOCTb BCEX 3aKa30B, IOJYYEHHBIX 3a JEHb, UCIOJB3YET IMOJHYIO CTOMMOCTH
OJIHOTO 3aKa3a. Sluelku, UCTOJIb3YIOIINE JI CBOMX BBHIYMCICHHUM 3HAUEHUS B APYTUX sUEHKax,
Ha3bIBAIOTCS 3aBUCHUMBIMH, T. €. Pe3yJbTaTbl MX COOCTBEHHBIX BBIUMCIEHUH 3aBHCAT OT
COJIEP’)KUMOTO JPYTUX suyeek. Tak ke, Kak U B ciilydyae ¢ 0003HaYCHHEM BIIMSIOUINX SUEEK, BbI
MOJKETe yKa3zaTb Ha NyHKT 3aBucumoctH ¢(opmys (Formula Auditing) B meHo Cepsuc
(Tools) u BeiOpate 3aBucumblie siveiiku (Trace Dependents), uro6sr nporpamma Excel
oTtoOpa3miia CHHHE CTPEJIKH OT aKTHBHOHM SUEHKH K TeM siueiikaM, B KOTOPBIX MPOU3BOIATCS
BBIUMCJICHHS C UCIIOJIb30BAHUEM JAHHBIX OTOU SYECUKH.
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Ecnu cTpenku ykasplBalOT Ha HEBEpHbIE SYEHKHU, BBl MOXETE€ YOpaTh CTpPEIKH U
ucrpaButh ¢Gopmyny. UtoObl yOpaTh ¢ pabodero jucra CTPEIKA 3aBHCHUMOCTH, IOJBEIUTE
yKazareiab MbIIM K NMYHKTY 3aBucumoctH ¢opmya (Formula Auditing) B meHio CepBuc
(Tools) u Beibepute Yoparts Bce crpesiku (Remove All Arrows).

IIpakTuyeckas padora Ne 24
B 3TOM ympakHEHWW BBl HCIIOJIB3yeTe BO3MOXKHOCTH ayauta ¢opmyn B Excel mis
0OHapy>XCHHS ¥ UCIIPABJICHHS OIMINOOK B (hopmyJiax.

S

1. Ha nanenu wHCTpyMeHTOB CraHmapTHas HaxmuTe KHONKY OTKpbITH (Open) =
[TosiBuTCs nuanorosoe okHO OTKpbITHE JOKyMeHTa (Open).

2. JIBax bl menkuute Ha daitne FindErrors.xls. Jlokyment FindErrors.xls orkpoercs.

3. Hlenkuute Ha sueiike D8. B crpoke ¢popmyn nosisutcs Boipaxkenne =CYMM(C2:C6).

4. B menio CepBuc (Tools) ykaxute Ha nyHKT 3aBucumoctu ¢opmya (Formula
Auditing) u 3atem BeiOepuTe Bimsiromue siveiiku (Trace Precedents). Mexuy siuetikoit D8 u
rpynnoi siueek ¢ C2 mo C6 mosBUTCS CUHSA CTpeliKa, 0003HAavYaroIIas, 4YTo SYeiiky B AUAra3oHe
C2:C6 sBasitoTCA NMpereaeHTaMu 3HaueHus B stueiike DS.

i 5164 35 1
L]

5. B menio Cepsuc (Tools) nmoasenute ykasarenab MbIIM K IMYHKTY 3aBHCHMOCTH
¢opmyn (Formula Auditing) u BeiOepure Yopath Bce crpesku (Remove all Arrows).
Crpeinka ucyesHer.

6. Ilenkaure Ha sueiike D20. B crpoke QopMyn TOSBHTCS BBIpaKEHHE
=CP3HAY(D7,D15).

7. B wmenwo Cepuc (Tools) ykaxure Ha nyHKT 3aBucumoctu popmya (Formula
Auditing) u BeiOepure Hcrounuk ommoku (Trace Error). IlosBsrcs cuHHE CTpENKH,
ykasbiBatolue u3 sueku D20 Ha sueliku D7 m D15, Dtu cTpenku cooOmamT o TOM, YTO
UCIOJIb30BaHUE 3HAUYEHUM (MM OTCYTCTBHME 3HAYEHUH, B JAaHHOM Clly4yae) B YKa3aHHBIX S4eHKax
BBI3BIBAE€T BOSHUKHOBEHHE OMMOKH B siueiike D20.

B4 Microsoft Excel - FindErrors

@ ®aiin  Mpaeka Bua Bcraeka dopwmat  Cepeuc  fdaHHble  OkHo  Cnpaeka

Ded Q¥ B@E-| o g g 2:am - U
D20 - e =CP3HAHY{D7;D15)
A [ B [ C | D |

1 |3akas #1
| 2 [TL2248 Capoean neika (50 arAmMoE) $28 00
| 3 |TLO210 Taimep "Watering" $44 85
| 4 |SP3628 Knetka ana ntuy $18.95
| 5 |SP1840 INockoH ANA TENa © MOPKOBHEIM C $12 50
B |FN2002 Kegpoeaa ceanka $59 95

7
| Gl Bcero §164 35
| 9 |3akas #2
10 | TLOO38 LLnnuer ana opexoe $18,00
11 |TL1543 HOXHWUEI ANA BEICOKWX KYCTOB $69 95
12 |SP1784 MbIno Ha MONOMHOW OCHOBE $395
|13 |SPO005 Bambykoelit Bapeep (za dyT) $1,95
| 14 |SP2860 Bambykosele Ayaku $39,95

15
16 | Bcero §133.80
|17
18
Lkt
@ CpepnHaa cymma I ﬂiEﬂa’D! _l
21
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8. B mento CepBuc (Tools) ykaxure Ha nyHKT 3aBucumoctH ¢opmya (Formula
Auditing) u 3arem BeiOepuTe YopaTh Bee crpeiku (Remove All Arrows). CTpeiaku HCUC3HYT.

9. Yaamute Tekymyto ¢opmyny u3 crpoku (opmyn, BBequte =CP3HAY(D8,D16) u
naxxmute (Enter). B siueiike D20 otoOpasutcs 3nauenne $149.08.

10. Ha manenu mHcTpyMeHTOB CTaHmapTHas HaxMuTe KHONKY COXpaHHMTh (Save)g.
Excel coxpanut Bamm u3MeHEHHS.
Haxwmure kHonky 3akpbITh (Close) Xl JlTokymenT FindErrors.xls 3akpoercs.

Tema 6. ®uiabTpanus CNUCKA JJI5 MOUCKA HYKHOH HHpopMauuu
Ilian:
Orpanuyenue oToOpaxeHus: HHPOPMAaIIUH.
Ounbtp nannbix (Filter).
Brruncnenus Hasl oTUIBTPOBAHHBIMH JAHHBIMHU.
AptoBerunciienne (Calculation).
¥YcranoBka Habopa AOMYCTUMBIX 3HAUEHUH JJIsl JAHHOTO Halla30Ha sueekK.

orwdPE

IIpakTuyeckas padora Ne 25

BaxHpIM acriekToM npu padote ¢ O0IbIIHM 00bEMOM JAaHHBIX SBISIETCS BO3MOXKHOCTh
HaXOJUTh B paboueM JjHcTe Hambosee BaXXHYIO HMH(OpPMAIMIO, HANPUMEp, O JNECATH CaMbIX
yIayHBIX JHSAX MPOJAX B MECSLE WM O KaTeropusx IUIOXO MPOJaBAEMbIX TOBApOB, LIEHHI Ha
KOTOpbIE HE0OX0uMO cHU3UTh. Microsoft Excel mpenocrasisier MoriHbIe U THOKUE CPEACTBA, C
MIOMOUIbIO KOTOPBIX BBl MOXKETE€ OTPaHUUYUTh OTOOpPaKEHHE JAHHBIX B pabouyeM JIUCTE, YTOOBI
JOKYMEHT HE BBITJISIIE] TPOMO3JK0. BBl MokeTe MpOU3BOAUTh BHIYMCICHUS HaJl KOHKPETHBIMU
JAHHBIMH, KOTOpBIE HEoOXxomumo o0paborarh. Bl MOXeTe BBIYHCIUTH MPOLEHT MPOIAK,
ocyliecTBIeHHBIX 3a 10 caMbIX yAauHBIX JHEH TOPTOBIIM TEKYIIEro Mecsla OT OOIIero ymcia
MPOJaX 3a MECSL, WJIK YCTAaHOBUTH, B KAKOM JIEHb MecsIia TOProBIIs LIUIa XyXke BCETO.

BbI MOXeTe cTaBUTh OrpaHMYEHHsI Ha BBOJ MH(OpMaIK B pabouuil JIUCT TOYHO TakK XKe,
KaK ¥ OTpaHMYUBATh €€ OTOOpakeHHe. Y CTaHOBKa IMpaBWJI BBOJIA JaHHBIX IO3BOJIET M30erarhb
Han0oJiee 4acThIX OIMMOOK MPHU BBOJAE TEKCTAa, TAKUX, KAK BBOJ| CIMIIKOM MAaJIbIX WM CIUIIKOM
OOJIBIINX 3HAYEHUH, JIMOO MOMBITKA BBOJIA CJIOBA B STYEHKY, TPEOYIONTYIO BBOJIA YHCIIA.

B oT0ii nekuuu Bel HaydyuTeCh OrpaHMYUBATh OTOOpakeHHe MH(oOpManuu B pabouyMx
JIUCTaxX, MPOU3BOJIUThH BHIYUCICHUS HaJ OTQUIBTPOBAHHBIMU JAHHBIMU U BBOJUTH OTPaHUYEHUS
Ha BBOJMMYIO B siueiiKu MH(OpMAIHIO.

B aroii nekiun ucnons3yrores yaeonsie daiiiel Filter, Calculations u Validate.

Tabmuusr Excel moryr copmepxaTh oveHb MHOrO HH(OpPMAIMK, HO BaM MOXKET
noTpeboBarbcs paboOTaTh JIMIIL C HEKOTOPHIMA KOHKPETHBIMM JIaHHBIMU pabodvero JIKMCTa.
Hanpumep, BaM HY)XXHO H3y4ydUThb O0BEM MNpPOAAX Ballleil KOMIIAHUM 3a NEPBYIO, BTOPYIO U
MOCIIEAHIOI TPeTh Mecsana. Bl MojkeTe BBECTH OrpaHMYEHHUs Ha MOKa3 MHQOpPMAIMH B JIUCTE,
co3naB (uiabTp, T.e. MPaBUIIO, COIVIACHO KOTOPOMY T€ MM HHBIE CTPOKH paboOYero IucTa
0TOOpaXaroTCs WM CKPBIBAIOTCSL.

UYroObl co3maTe (QUIBTP, LIETKHUTE Ha sueiike B 00JacTH, KOTOPYIO BBl XOTHTE
otdunsTpoBath, 1 B MeHIO [lanuble (Data) Bxmrounte ommuio ABTOPMILTP (AutoFilter).
Korna BbI BKIIOUUTE aBTO(UIBTP, SABISIOMIMKACA HAOOPOM HECKOJIBKHX CPEICTB (UIIBTPALIUH, B
sueiike, KOTopasl pacro3HaHa mporpamMMoi EXcel xak 3aromoBok cToOa, MOSBUTCS KHOIKA
CIIUCKaA.

Baxwno. [Ipu Brimtouenun guiibtpanuu Excel npunumaer siueiiku ctonbua non
3aroJIOBKOM 3a IMaNa30H sueeK. J{Js mpaBUiIbHOCTH paboThl (GHIIBTPALIN HEOOXOAUMO BCEria
J00aBJIATh 3ar0J0BOK K CTOJIOIY, KOTOPBIN Bbl XOTUTE OT(PUIBLTPOBATS.

[Ien4ox Ha KHONKE CIMCKA BBIBEIET NEPEYEHb 3HAUEHUH M onuuid. IlepBble HECKOIBKO
MYHKTOB B CIHCKE - OMIMH (QUIbTpAlMU, TaKue KakK, HallpuMep, OTOOpaKeHHe TOJIbKO MEPBBIX
JIeCATH 3HAUYEHUH B CTONOIE, CO3/IaHME CBOETO COOCTBEHHOro (MIIbTpa WM OTOOpakeHHe BCeX
3HAYCHHUH B CTOJIOIE (TO €CTh OTKII0ueHne puiibTpa). OCTaTbHBIMU MTYHKTAMHU CITHCKA SBIISFOTCS
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OTJeNbHBIC 3HAUEHUS CTOJIOIA; IIETKHYB HAa OJHOM M3 3THUX 3HAYCHHUH MOXKHO OTOOPa3UThH
CTPOKY WJIM CTPOKH, COJepKallKe ITO 3HAYCHHE.

Bri6op omnmun IlepBbie 10 (Top 10) He TONBKO OrpaHMYMBACT OTOOpAKEHHE TaHHBIX
NEPBBIMU JIECATHIO 3HAYCHUSIMH; TakKe OTKpbIBaeTcs auanoroBoe okHo Ilepsbie 10 -
aBropuiasTp (Top 10 AutoFilter). B 3ToM okHe BBl MOXeTe BbIOpaTh, OTKyJa HAYMHATH
OTOOpakeHHe JAaHHBIX, JTUOO CBepXy, JUOO0 CHU3Y CTOJNOIA, 33JaTh KOJIWYECTBO 3HAUYCHUH,
KOTOpBIE JIOJDKHBI OTOOpa)kaThCsl, a TAaKXKe yKa3aTh, B KakoM (opmare BBEICHO KOJIHMYECTBO
3HAQUYCHWH - B Yuciax, JuO00 B mporeHTax. Mcmons3ys aumanoroBoe okHo IlepBbie 10 -
apropuiabTp (Top 10 AutoFilter), MoXHO OIpenenuTh AECATh CaMbIX YAAUHBIX IMPOJABLIOB
Balllel KOMIAHUM WM OINpPEAeTuTh, KaKhe MOKYNaTeJd BXOAST B MSATh MPOLEHTOB CaMbIX
AKTUBHBIX.

Bri6paB nynkr Pacmupennbiii puiabtp (Custom) B meHio @uibTp (AutoFilter), Bb
MOKETE YCTaHOBHTBH IPABUIIO, COTJIAcCHO KoTopomy EXcel Oyzer ompenensith, Kakue CTPOKH
oToOpaxaTh mocje BKIOYeHHs ¢uibTpa. Hampumep, BbI MOXKETe€ YCTaHOBUTH IPaBUIIO,
COTJIACHO KOTOPOMY Ha pabodem iucTe OyayT 0TOOpaKkaThCs TOJIBKO T€ JIHH, B KOTOPBIE 00BEM
npojaax cocraBui MeHee $2.500. AHanu3upys 3TH TaHHBIE, MOXKHO BBISICHHTB, KaKue (akToOphl B
9TH JIHU TUIOXO CKa3bIBAIOTCS HA MHTEHCUBHOCTH IIPOJAXK Ballleil KOMITAHUU.

B Excel MoXHO OCYIIECTBIATh JBa B3aWMOCBS3aHHBIX JICHCTBUSA - BBIOMpATh
IPOM3BOJILHBIM 00pa3oM CTPOKH M OTOOpa)kaTb KOHKPETHBIE 3HAUEHHS B CTOJIONE pabodero
aucTa (He U3 MEepeyHs MOJ| KHOMKOW CIUCKa, T.K. B IaHHOM cllyyae HOpMallbHas paboTa ¢ HUM
HEBO3MOkHa). CreHepupoBaB CIUCOK OTIEJIbHBIX 3HAYEHWH U IOMECTHB HUX B OJIHY KOJIOHKY,
MOJKHO MOJYYUTh BOKHYI HH(POpPMAIUIO, HApPUMED, BBIICHUTH, KIMEHTHl U3 KaKUX TOPOJOB
MIOKYTIAalOT BallM TOBAPhI, WIIK KAKUE BUJIbI TOBAPOB MTOKYIIAIOTCS B TEUEHHE Yaca.

Br160p cTpok mpou3BOIbHBIM 00pa30M MOJIE3€H, HAPUMED, MPU PACCHUIKE MOKYMATeIsIM
CHEHUaJIbHbIX MPENIOKEHUH, NMpu BeIOOpe AHEW MecsAlla Uid NPOBENCHUS ayauTa WIH IMpU
OTpe/ielIeHnd No0eIuTeNst IpU po3bIrphiie npu3oB. /s BbIOOpa CTPOK MOYKHO HCHOJIB30BATh
¢yukauto CJIUMC (RAND), kotopast reHepUpyeT cilydaifHOe 3HaU€HHE U COIOCTABIISIET €ro CO
3HAUEHUEM YCIIOBHS, BBEJIEHHBIM B BBIpAXEHUHU. BbIpakeHuneM, BO3BpAILAIOIIUM 3HAYCHHUE
NCTHUHA B 30% cnyuaeB, 6yner RAND()<=30%; BbI MOXETe HCIOJIB30BaTh 3TO BBIPAKCHUE
JUIs BBIOOpa KaXKJ0M CTPOKH B JIUCTE € BEPOSATHOCTHIO 30%.

IIpakTnyeckas padora Ne 26
B sTom ynpaxkHeHuH Bbl co3iaguTe QUIbTP, YTOOBI OTOOPAa3UTh MATh CaMbIX YAAuHBIX
JTHeW Mpojax sHBaps Mecsla, Moka3aTb 00beM MPOJaX 3a JTHHU MOHEIeNbHHUKA 3TOTO XKe Mecsla,
0oTo0pa3uTh JHU ¢ o0BbeMoM mpomax He Mmenee 3.000$, BbIOpaTh ciydailHBIM 00pa3oM ITHH
Mecslia JJs MPOBEACHUS ayAuTa U CreHEpUpPOBaTh CIHUCOK OTAENbHBIX 3HAYEHUH B OJHOM M3
CTOJIOIIOB paboyvero JucTa.
1. Ha mnanenum wuHcTpymeHToB CTaHgapTHas HaXMHTe KHONKY OTKpBITH

(Open) = [losiButcst nuanoroBoe okHO OTKpbITHE J0KYyMeHTa (Open).

2. Tlepeiinure B manky Chap08 u mBaxiel menkuute Ha ¢aitne Filter.xls. JJokyment
Filter.xIs oTkpoercs.

3. llenxuute Ha spibrake JmcTa SAHBaph.

4. lllenkaute Ha stueiike PS.

5. B wmeno [lannble (Data) yxaxure Ha nyHkT Puabtp (Filter) u BbIOEpuTe
ABTodniabtp (AutoFilter). B sueiixe PS5 mosBuTCS KHOMKA HUCTIAJAIOLIETO MEHIO.

6. B sueiike PS5 maxxmute kHOmKy crmcka u BbiOepure Ilepsbie 10: (Top 10:).
Otkpoercs auanorosoe okHO Ilepsbie 10 - aBTopuasTp (Top 10 AutoFilter).
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Mokazate

Fy
IE IHEMEDHI:-LIJHX "I IBHEMEHTDB CAKCKS "I

ikl I OTMEHa |

7. €IIKHUTE Ha cpeaHeill crtpoke, yaanmute "10", BBegure 5 um Haxmure OK.
2 2

OT0o0pa3sATcs TOIBKO T€ CTPOKH, KOTOPBIE COJIEPKAT MATh HAMOOJBIINX 3HAYCHUH B cTOJIOIE P.

J dafin Opaeka BWa BrTagka dopwat CepeMc JaHHele OKHO Chpaeka

DEHa@RY tBRS v - (&= 4 4N 0Huw - @

| aia -0 - | X KU|E=S=EHF % m B8 E
RG1 | =]
F [ T HT 1T [T JTEKEKJTL]IMINT®DOIJTPTJ

1
| 2 |0 npoAakaMm 3a AHBapt

3
4|
[ 5| 1200 1300 14:00 1500 16:00 17:00 18:00 19:00 20:00 Beelv|
|5 | 197 183 285 302 277 189 7AD 404 300 I7EG
11 | 150 206 189 G602 401 206 601 388 135 3802
14| 299 147 1BE 385 400 147 1028 335 243 4013
| 20| 401 186 135 192 385 412 B4 382 190 3794
| 21 | 197 187, 206 1BB 277 B02 1003 400 101 710
7
E 7276 8072 E948 BREY 7E53) 7520 13930 &F04 BANM 97925

9

8. B wmeno Jlannble (Data) ykaxwure Ha nyHktr ®uabtp (Filter) u BriOepure
ABToduiabtp (AutoFilter). OTo6pazsaTcs oThUIBTPOBAaHHBIE CTPOKH.

9. Illenkuawure Ha suelike BS.

10. B mento Jlanuble (Data) ykaxure Ha nyHKT @uiabtp (Filter) u BvIOCpuTE
ABToduiantp (AutoFilter). B sueiixe BS nosBuTCS KHOIKa HUCHAIAIOIETO MEHIO.

11. B sueiike BS5 menkaute Ha kHOmke crucka u Bbioepute IIH. Ha paGouem numcre
OyayT oToOpaxaTbCsi TOIBKO CTPOKH co 3HaueHueM "[IH" B cronOue B.

12. B mento Jlanuble (Data) ykaxure Ha nyHKT @uiabtp (Filter) u BvIOSpUTE
ABToduiantp (AutoFilter). IlosssaTcs oTduabTpoOBaHHBIE CTPOKH.

13. Hlenkuure Ha sueiike PS5, B menio lannble (Data) ykaxuTe Ha MyHKT PUIBTP
(Filter) u BeiOepuTe ABTOopUALTP (AutoFilter). B siueiike PS mosiBUTCS KHOIKA CIIMCKA.

14. B sueiike PS5 mienkHuTe Ha KHOMKE chnucka U BbiOepute YcjoBue: (Custom:).
Otkpoertcst quanoroBoe okHO [Tonp3oBatensckuii ABTOGuabTp (Custom AutoFilter).

MokaxaTe TOARKD TE CTROKH, SHAYEHHA KOTOPEL:!
Beero
IpaBHD j I ;I
1 WM
! | | =

CHMEDn " 0B03Ha4aET NHBOA &AHHHHYHEIR CHHEDN
Cumeon "+ 0B03HA4AET NOCNEADBATENEHOCTE NHIORIX 3HAKOE

(8,9 I CITMEHA |

15. B neBoil BepxHel CTpoKe IIEIKHUTE Ha KHONKE CIKcKa U BblOepute boabine wim
paBHoO (Is greater than or equal to).

16. B mpagoii BepxHueit ctpoke BBeaute 3000 u 3arem Haxkmute OK. Ha paboyem nmcte
Terneps OyyT 0ToOpaXkaThCsl TOIBKO 3HaYCHUS, Oosblne win paBHbie 3000.

52



Fd Microsoft Excel - Filter [Tonbko gna urenus]

J dain Mpaska Bua Boraeka Mopmar Cepexc  fJaHHel® OkHo Cnpaeka

JDWH|§@“3’|XJﬁ‘§|ﬂvﬂv|%2ﬁ¢ﬂﬂ¢|ﬂﬂmu%.@'
| il -0 -k kU S ==EF % m @8 ==
P5 | =| Beero
H [ 1+ [ 4 | kK [ L [ M | W [ o | P |

1

2 M 3a AHBapb
ER

4
| 5] 1400 1500  16:00  17:00  18:00  19:00  20:00
[ 5 | 202 125 187 303 485 367 202 3453
| 7 | 158 249 385 300 502 264 202 3453
| 5 285 302 2777 189 740 404 300 3766
11 189 BO2 401 206 BO1 368 135 3602
EEl 158 208 382 243 444 208 189 3040
14 165 385 400 147 1028 385 243 4013
17| 300 102 70 245 846 102 182 3176
15| 189 382 285 302 795 401 201 3581
19| 101 400 187 228 800 299 158 3617
20 135 152 385 412 849 362 180 3754
21 208 165 2777 02 1003 400 101 3710
22 189 235 150 147 602 192 135 3011
|24 40 301 400 385 385 235 189 3331
Ed 263 249 23 102 102 357 201 3542
(29 187 499 245 495 299 235 285 3208
30 385 475 302 285 382 140 168 3385
El 277 360 165 168 400 249 350 3440
E 299 189 102 277 187 502 180 3140
E3 382 243 299 202 125 147 497 3042
37
| 38| 6948 9650 7453 7529 13930 6704 G111 57525
9

17. B wmenio [lannbie (Data) ykaxute Ha nyHkt ®uabtp (Filter) u BbIOepuTe
ABToduiabtp (AutoFilter). IlosssaTcs oTduIbTpOBaHHBIE CTPOKH.

18. B mento Jlanuble (Data) ykaxure Ha mnyHKT @uiabtp (Filter) u BvIOEpuTE
ABToduiantp (AutoFilter). B sueiike PS5 nosiBuTCs KHOMKA criMcka.

19. HaxxmuTe KHONKY cnucka B siuelike PS5 u 3aTem BblOepuTe M3 CIUCKA OTIECIBHBIX
3HaYeHHH cToJ010B 3HaueHHne 2236. Bee cTpoku, KpoMe CTpOKH, cojepikamiei 3HaueHne 2236 B
cronoue P, nucuesnyr.

20. B meno [dannbie (Data) ykaxwure Ha myHkT @uabTp (Filter) u BeIOSpHTE
ABTOpUABLTP (AutoFilter). [TosBsTcs OTQUIBTPOBAHHBIE CTPOKHU.

21. B sueiike Q5 BBequTe AYAUT.

22. B sueiike Q6 BBeaure =CJIUYUC()<17%. Ecnu pesynprar Qynkuuu CIIUUC
MeHblie, ueM 17%, siueitka Q6 otobpazut 3Hauenne MICTUHA; B npotuBHOM cityuae - JIOXKD.

23. Tleperamure 3HaYOK aBTO3amoNHEHHS U3 sueiiku Q6 Ha sueiiky Q36. B sueiikax c
Q6 o Q36 mnosBarcsa 3nauenuss MCTUHA u JIOXDb, ¢ gactoroit Bctpeuaemoctu 16% u 84%
COOTBETCTBEHHO.
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24. lenknute Ha siueiike BS u neperamute ykasatenb Ha sueiiky B36.

B36 Beigensarcs.

Ed Microsoft Excel - Filter [Tonbko ansa yrexqs]

J@ Main [paeka Bwa BrTaska MopwaT CepeHe

AaHHele ORHO CRpaska

DL ERY s+ 2R o-o- @ &ML B -3,
| Al -0 - R KU|ISEE=E|F % m | E
R13 | =|

0 |k | L | M | N | o | F Q|
1
2 Bapb
3
4
E 15:00 16:00 17:00 18:00 19:00 20:00 Bcero Ayant
| B | 125 187 303 485 367 202 3453 MCTHMHA
| 7 ] 243 385 300 &02 284 202 3493 OB
| 5 | 302 27 189 780 404 300 3766 NOMb
ER 228 160 1M 475 302 189 2742 OB
| 10 | 42 102 135 360 165 1m 2628 MCTHMHA
11 ] G02 401 206 G001 368 136 36802 NOMHb
12 147 299 189 499 479 206 2863 NOMb
13| 208 362 243 444 208 189 3040 nowe [C
| 14 | 365 400 147 1028 385 243 4013 MCTHMHA
| 15 | 27 158 161 166 277 147 2515 NOHb
| 16 | 150 102 277 187 180 161 2728 oMb
| 17 | 102 70 243 asa 102 182 376 oMb
| 18] 362 285 302 795 401 201 3831 OB
| 19| 400 187 228 500 293 158 3617 OB
| 20 | 192 385 412 543 352 190 3734 OB

Suetiku ¢ BS o

25. B meno [lannble (Data) ykaxutre Ha nyHkT ®Puabtp (Filter) u BbIOepute
Pacmupennblii puabstp (Advanced Filter).

Otkpoercs auanoroBoe okHO Pacmupennsbiii puabtp (Advanced Filter).

26. Otmetbte ranoukoil onmmio Tobko yHukaiabHble 3anucu (Unique records only)

u Haxxmute OK.

B pabGouem mmcre oTOOpa3sATCS TONBKO SYEHKU C YHUKaJIbHBIMU 3HAYEHUSIMH, T.€. 0e3

MIOBTOPEHMUIA.

E3 Microsoft Excel - Filter [Tonsko ana utenxal]

J Dakin Opaeka Bwa Boraska $opmat Cepeuc  JdadHels OkHO  Cnpaeks

DBHS SRY|[$B2BRC 0- o

@z A HN[0S 0 -0,

| B -z -xxky SEE=EHF %m R EE
=] | =| Oent
A |8 | ¢ | o | E | F | & | H [ 1 |

1

2 OT4yeT No NpoAaxaM 3a AHBapb
El Bpemn

4
5 | HeHb | 9:00 10:00 11:00  12:00 | 13:00 14:00  15:00
| 6 | 1{w 147 B02 185 202 245 202 125
| 7 | 2|Br 161 285 382 285 300 158 249
8 | 3|Cp 182 3m 400 187 189 285 302
9 4|4y 2m 250 192 385 101 168 228
10 3 1 156 247 166 277 135 350 412
11 5 [ 190 459 235 150 206 189 B02
| 12 ] 7|Be 243 285 140 102 169 85 147
37
Ed Beero 5571 6833 g739 7276 BO72 FO48 fE59
gz

27. B meno [dannbie (Data) ykaxwure Ha nmyHkT ®Puabtp (Filter) m BbeIOCpHTE
Oto0pa3uts Bece (Show All). OTdunbTpoBaHHbIE SYSHKH MMOSBATCS CHOBA.
28. Ha mamemm wHcTpyMeHTOoB CraHmapTtHas Haxmure KHONKy CoXpaHuTh

(Save) M Excel COXPaHUT Ballli U3MEHCHHSI.
29.  Haxwmute kHOnKy 3akpsbITh (Close)Xl. [Tokyment Filter.xls 3akpoercsi.
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IIpakTnyeckas padora Ne 27

[Ipu ¢dunprpanuu pabouero ucTa BbI OrpaHUYMBACTE OTOOpakeHHUE WHQOpPMAIIUH.
B03MOXHOCTh CKOHIIEHTPUPOBATh BHHUMAaHWE Ha WHGOpPMAIUU, HY)KHOW B JaHHBIH MOMEHT,
HE00X0uMa, HO €CTh HECKOJIbKO Ba)KHBIX MOMEHTOB. OHHM U3 HUX SBISIETCA TO, YTO JitoOas
dopMmyna He M3MEHSET CBOMX BBIYMCICHUH, NaXe €CIIM HCIOJb3yeMble B (OpPMYyNe CTPOKHU
CKPBITHI (PUIIBTPOM.

CymecTBYIOT JiBa METOAAa HAXOXXACHUS CYMMbI 3HAYEHUH TPyMIbl OT(UIBTPOBAHHBIX
sueek. [lepBbIil U3 HUX IIpeAycMaTPUBAET UCIOJIb30BaHe ABTOBbIYMCIeHUus1 (AutoCalculate).
UroObl NPUMEHHUTH ABTOBBIYMCIICHUE, BBIICINTE HYXKHBIC SYCHKH, U CyMMa 3HAUYCHHUH sS4eeK
0TOOpa3UTCs B 00JIACTH aBTOBBIUUCIICHHUS CTPOKH COCTOSIHUS BHU3Y OkHa EXCel.

IIpn wucnonb30BaHUM AaBTOBBIUMCIICHHUS HHUKAKUX OIPAHUYEHHUH HA IIOMCK CYMMBI
3HAYEHUI BBIICNEHHBIX SYECK HE HakjaabIBacTcs. BO3MOXKHOCTH MoOjAcYeTa 3HAYCHHN He
OrpaHMuYMBalOTCAd JHIIb CcyMMoM. IllenkHuTe mpaBOM KHONKOM MBIIM Ha 00JAaCTH
ABTOBBIYMCIICHUS U BBIOEPUTE U3 MOSBUBLIETOCS MEHIO HYKHYIO BaM KOMaH]Ty.

ABTOBBIYMCIIEHNE TIOJIE3HO JJIS1 OBICTPOTO HAXOXKJIEHHUS CYMMBI UM CPEJHET0 3HAUECHUS
OTQUIBTPOBAHHBIX SUYEEK, HO OHO HE J00aBIIET pe3yabTaT BBIYUCICHUNW B pPabOUMi JIHCT.
Uto0BI 0TOOpPA3HUTh Pe3yabTaT B padodyeM JIUCTE, MOXKHO co31ath pyHkimio CYMM. Tak xe, Kak
C aBTOBBIYHMCIICHUEM, BBl MOXKETE BHIOMPATH OMEPAIUIO, TPOU3BOAUMYIO () YHKIIHEH.

IIpakTHyeckas pabora Ne 28
B »TOM ynpakHeHUM BBl HCIIOJIb3yeTE AaBTOBBIUMCIICHHUE JJIS HAXOXKIACHUSI CYyMMBbI
IpYMIIBI SYeeK B OTGUIBTPOBAHHOM paboueM sucte, co3naere Gpynkuuo CYMM ans nosBieHus
3HAa4YeHHs CyMMBI B pabodem nucte u penakrupyere ¢pynkunto CYMM Takum o0pa3oM, 4ToObI
OHa II0JICUUTHIBAJIa HE CYMMY, a CpeIHEE 3HaUEHHE.

1. B nanenu uncTpymeHtoB CranaapTHas HaxmuTe KHONKY OTKpbITH (Open) Dﬂ.
ITosiBuTCs nranorooe okHO OTKpBITHE J0KYMeHTa (Open).

2. JlBaxapl menkuute Ha (aiine Calculations.xls. [dokyment Calculations.xls
OTKpOETCSl.

3. [Ilepeiiaure x nucty SIHBapkb, IEIKHYB HAa COOTBETCTBYIOIIEM SIPIIBIUKE.

4. lllenkuute Ha staeiike PS.

5. B wmeno Jlannble (Data) ykaxute Ha nyHkT ®uabtp (Filter) u BbeiOepure
ABToduiantp (AutoFilter).

B sueiike PS5 nosBUTCA KHOIKA CIMCKA.

6. Haxwmure xHOTKY criucka B stueiike PS5 u BeiOepure u3 criucka Ilepsbie 10: (Top
10:).

OTtkpoertcst auanorooe okHO [lepsrie 10 - ABTopuasTp (Top 10 AutoFilter).

7. Haxwmure OK. Okno IlepBbie 10 - ABTodpuastp (Top 10 AutoFilter) 3axpoercs, u
B cTouiOnie P oToOpassiTcst CTpoku ¢ HanOOJIBIIUMHU JIECATHIO 3HAYCHUSIMH.

Coser. Haxxatue xHonku OK B JaHHOM OKHE YCTaHOBHUT ONIMIO IO YMOJYaHUIO -
0TOOpa)keHHe MEePBBIX JAECATH 3HAYECHUH B BBIJICJIEHHBIX STYEHKaX.

8. Ilenxuure Ha sueiike P6 u neperamuTe ykazaTens Ha ssdeiiky P27.

Sueliku BbIIENATCA, M B 00JIAaCTH aBTOBBIYMCIIEHUS B MPaBOM HIXKHEM yriy okHa Excel
otoOpasurcas CYMM=36781.
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E4 Microsoft Excel - Calculations [Toneko gna 4Tedqs]

J tdarin Opaeka Bwa Bcraeka dopuar Cepeuc fJaneie OkHo Cnpaska

DERaGRY [ s2BT o o @At @d o -0,

| arial -0 - XKy ES=EF % mw R0
PE | =| =CYMM(CE: NE)
H | 1 [ a0 | v | L | M | w | o | p |

1

2 M 3a AHBapb
3|

4
|5 | 1400 15:00 16:00 | 17:00  18:00  19:00  20:00 Beero~|
| 6 | 202 125 187 303 485 367 202 3453
7 158 243 385 300 02 284 202 3493
8 285 302 277 189 750 404 300 3766
(11 189 B02 401 206 B0 398 135 3802
(14 166 385 400 147 1028 385 243 4013
18 | 189 382 285 302 795 401 201 3591
19 101 400 187 228 500 293 158 3617
20 135 192 385 412 549 382 190 3794
El 206 166 277 B2 1003 400 101 3710
27 283 249 235 102 102 357 201 3542
37
138 6948 BRS9 7553 7523 13330 B704 B111 97925
Gi]

9. Illenkuwure Ha siueiike P37 u 3arem Ha maHenu HHCTpyMeHTOB CTaHAapTHAS HAKMUTE

KHOIIKY ABTOCYMMa = B CTpOKE bopmyn oTo0Opa3uTcs bopmyna
=[IPOMEXYTOUYHBIE.UTOI'H(9,P6:P36).

10. Haxmute (Enter). 3nauenue "36781" oroOpasutcs B sueiike P37. 3nadyeHue B
aueiike P38 Taxxke m3menutcs Ha "134706", HO 3TO 3HayYeHHE BKIIOYAET B ce0s CyMMy
OT(hUIBTPOBAHHBIX STYEEK B CTOJIOIIE.

11. llenxuute Ha siueiike P37 u 3areM B cTpoke GopMyn OTpeAakTHpyHTe Qopmyny
TakuM 00pa3om, 4to0Obl oHa umena Bug =CYMM(1,P6:P36) u naxxmure (Enter).

ITocne 3amenslr "9" Ha "1" Qynkuus CYMM Oyzner moAcuUTHIBaTH CpeJHEEe 3HAUECHUE
BMecTO CyMMbI. B siuelike P37 oTtoOpa3utcs cpenHee U3 JecsTH HauOOJIbIIUX 3HAYEHHUN SUYeeK C
P6 mo P36 - "3678.1". 3Hauenne B sueciike P38 Taxxxe cmenutcs Ha "101603.1", HO »3TOT
pe3ysbTaT BKIIIOYAET B ce0s cpe/iHee 3HaueHNEe OTQUIBTPOBAHHBIX SYEEK B CTONIOLE.

12. [enkuute Ha stueiike P37 u naxmurte (Delete). Excel ynamut dopmyny CYMM wu3
aueiiku P37, u cymma B stueiike P38 usmenurcs na "97925".

13. Ha nanenu uHcTpymeHToB CraHjapTHas HaxkmuTe KHONKy CoxpaHuth (Save).
Excel coxpanur Bamm u3smMeHeHHUsI.

14. Haxwmute kHonky 3akpbITh (Close). Tokyment Calculations.xls 3akpoercs.

IIpakTnyeckas padora Ne 29

BaXHBIM MOMEHTOM B CO3JaHHU YAOOOYHTAEMOTO pPabOYero JucTa SBISETCS
obecrneueHre KOPPEKTHOCTH BBOAMMBIX B JIUCT 3HaueHU. HecMOTpst Ha TO, 4TO OOHapyKeHHe
KKJI0M omedatku win opdorpadudeckoil OMMOKA HEBO3MOXKHO, BBl MOXKETE€ YCTaHOBUTH
[TpaBuno mposepku (Validation Rule) ans yBepeHHOCTH B TOM, YTO BBOAMMAS B SYCHKHU
nH(GOpPMAIIHS OTBEUALST ONPEICICHHBIM CTaHIaPTaM.

Urto0sl co31aTh MPaBUIIO MIPOBEPKU, OTKpOiTe quanoroBoe okHo IIpoBepka BBOAMMBIX
3Hauenuii (Data Validation).
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MpoBEpKa BEOAWMBIE 3HAYEHWH 2=

| CooBleHe 4nd BBOAA I CooBweHue of owkbikce I

¥CNOEME MPOEEPKH

THN AaHHER::

Inroﬁoe SHAYEHHE v| ¥ MruopHposate mycTele Asefic

IHaqEHHE!

Ime»{,ﬂy j

[T PACMROCTREHHTE HIMEHEHMA Ha APYTHE FHSHKH £ TEM %E YCNOBHEH

OYMETHTE BCE | Ok I OTHMEHA |

HuanoroBoe oxHo IlpoBepka BBoauMbIX 3Hauenuii (Data Validation) (cMm. puc.
BBEpXY CJIEAYIOIIEH CTPaHHUIIbI) MOKET OBITh HCIOJIB30BAHO JUIS OMpEIENICHUs] TUMA JaHHBIX,
KOTOPBIC JTOJKHBI BBOAUTHCS B OMPEICIICHHYIO STYCHKY, B 3aTEM, B 3aBUCUMOCTH OT BRIOPAHHOTO
BaMU THIA JaHHBIX, JUIsI YCTAHOBKH YCIOBUM, KOTOPBIM JIOJKHA OTBEYAaTh MH(OpMAIHS IS ee
oToOpakeHus: B siueiike. Ha crepyromem pUCyHKE MOKa3aHO, KaK clielaTh, YTOOBI B SYCHKY
MO>KHO OBLIIO BBECTH, HaIlpuMep, Toabko 3HaueHus ot 1000 mo 2000.

YcTaHoBKa HEOOXOIUMBIX TIPABHII MPOBEPKH MTOMOXKET MPEIOTBPATUTH BBOJI, HAIPUMED,
MMEHH TIOKYTIaTells, B A4YEiiKy, B KOTOPYIO JOJDKEH OBITh BBEJICH HOMEp ero TenedoHa, uiu He
JOIYCTUTh BBOJI pa3Mepa JCHEKHON CYMMBI, MPEBBIMIAIONINI ONpeIeicHHOe 3HaueHne. UToObI
OT MOJb30BaTeNs TpeOoBajics BBOJA B SYCHKY YHMCICHHOTO 3HAYEHHUs, BOMAMTE BO BKIIAJKY
ITapamerpsl (Settings) nuanoroBoro okHa IlpoBepka BBoaMMBIX 3HaveHuii (Data
Validation) u, HaxkaB kHomky crucka Tum manubix (Allow), BbiGepute u3 crmcka Ilesoe
3Havyenne (Whole Number) win JleiictButennnoe (Decimal), B 3aBUCHMOCTH OT TOTO, YTO
BaM TpeOyercs.

MposepKa BEOAHMBIN SHAYEHHH 21|

MapameTpel | CoofileHHeE ANA BEBOAA | CaofiugHre of owrbke |

¥CNOEHE NPOEEPKH

THn AaHHER::

ILl,enoe “MEno j ¥ WrHopHpOEaTE NYCTEE AHERKH
SHAYEHHE!

Ime:k.a.y j

MHHHMYM;

{1000 Y|

MaKCHMYH!
| zo00] =i

[T PacnpocTpaHkTe HaMEHEHMA Ha APYTHE AYEHKKH © TEM %e YCNDEHEN

OYHCTHTE BCE | Ok I OTHMEHA |

HecomuenHo, Ob110 ObI HEpa3yMHBIM 3allpelliaTh BBOJ B Y€Ky HE COOTBETCTBYIOIIEH el
UH(OPMALIMU U TIPU ITOM HE BBIBOJIUTH IMOJICKA3KY, TOMOTAIOLIYIO TOJIb30BATEN0 pa3odpaThes,
B Kakyl SUCiiKy BBOJWTh T€ WIM WHbIE JaHHbIe. EXCel mo3BosseT co3maBaTh MOJCKA3KH,
cooOmraronme mojab30BaTeI0 0 TOM, Kakasg MHPOpMaLus TOJHKHA ObITh BBelEHA B SUCHKY, H,
€CJI OHA HE OTBEYAET TUM YCJIOBHSM, BbIIA€T COOOIIEHHE 00 OIIMOKe.
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MO’KHO OTKJIIOYMTH NTPOBEPKY AaHHBIX B sf4elike, HaxaB KHONKY OuucTuth Bee (Clear
All) B n1eBoM HmwkHeM yriay auanorooro okHa IIpoBepka BBoaumMbIX 3HaveHuii (Data
Validation) na Bknaake [lapametpsl (Settings).

IIpakTnueckas padora Ne 30
B o5romM ynpaxHeHHMHM BBl CO3JaAMTE IPaBWJIO IIPOBEPKU, OrPAHUYMBAsA paszMmep
KPEIUTOBaHUS KIMEHTOB Kommanuu "Bce mst cama" cymmoit $2.500, nob6aBute cooluieHue o
JUMUTE KPEAUTOBAHUSA U CO3JaJAUTE CcOOOIIeHHEe 00 omuOKe, KOTopoe OyAeT MOSBIATHCA MPH
HOMBITKE BBOAA cyMMbI Oombie $2.500. [Tocie 3Toro Bl poBepuTe paboTy MpaBHi MPOBEPKU
BBIBOJ] COOOILEHUH.

1. Ha nanenu wHCTpyMeHTOB CraHmapTHas HaxmuTe KHONKY OTkpbITh (Open) lﬁ.
[TostBuTCs nuanorosoe okHO OTKpbITHE K10KyMeHTa (Open).

2. JIBaxnpl menkuute Ha ¢aitne Validate.xls. loxyment Validate.xIs otkpoercs.

3. lllenkHuTe Ha stuciike J4.

4. B mento Jdaunnbie (Data) Boibepute nyHkt IIpoBepka (Validation). IlosBurcs
nuanoroBoe okHo IlpoBepka BBoauMbIX 3Havyennii (Data Validation), oTkpsiToe Ha BKIIagKe
IHapametpsl (Settings).

5. B ctpoke Tun nannsbix (Allow) HaxxMuTe KHOMIKY criucka U Beioepute Lleable unciaa
(Decimal). Tlomx crtpokoii 3uauenue (Data) mosBiarcs mosns Mumnmmym (Minimum) wu
Maxkcumym (Maximum).

6. Haxwmure xHomky cmnucka B cTpoke 3Haudenue (Data) u BoiGepute MeHblle MU
paBHoO (less than or equal to). Ctpoxa Muaumym (Minimum) ucuesHer.

7. B ctpoke Makcumym (Maximum) BBenute 2500.

8. Y0epure ranouky B crpoke UrnopupoBats mycrble sueiiku (Ignore blank).

9. Ilepeiinute Bo Biagky Coobduienue s BBoaa (Input message).

10. B crpoke 3aronoBok (Title) Habepute BBequTe mpeaen.

11. B crpoke Coo6umenue (Input Message) Beaute Iloxkanyiicrta, BBequTe JUMHUT
KpeAUTOBAHMSA MOKYyNaTe s 0e3 3HAYKA 10/1JIapa.

12. Tlepeitnure Bo BKianky Coodienue 06 ommoke (Error Alert).

13. B crpoke Bua (Style) Boibepure IIpeaympe:xaenue (Warning), HakaB KHOIKY
CIMCKA. 3HA4YOK I10J] CTPOKON M3MEHUTCS Ha 3HAUYOK IIPEYNPEKICHUS.

14. B crpoke 3aroaosok (Title) BBeaure Omuodka.

Coset. Eciu ocraButh nose Coodmenue 06 omudke (Error message) mycroim, Excel
OyZeT BBIBOAUTH COOOIIEHHE 110 yMo4aHuio: "BBeenHoe 3HaueHne HeBepHo. Habop 3HaueHui,
KOTOpbIE MOT'YT OBITh BBEJICHBI B stueliky, orpannyeH. [Ipomomkuts?" (The value you entered is
not valid. A user has restricted values that can be entered into this cell. Continue?)

15. Haxwmute OK. Psamom c¢ sueiikoit J4 mosiBUTCS mojcKa3ka ¢ Ha3BaHHeM ''BBemute
mumut" u Texkcrom "lloxamyiicTa, BBeIUTE JTUMUT KPEIUTOBAHUS MOKymaTens Oe3 3Hauka
Joiapa'.

16. Beeaure 2501 u naxmute (Enter). IMosiBuTcs mpemynpekiaromiee COOOMICHHE C
3aroioBkoM Oummoka (Error) u TekcToM 1o yMOJI4aHHUIO.

x
Q BEEAEHHOS SHAHEHHE HEESPHO,
Habop 3HaYEHMF, KOTOREIE MOMYT DbITE BEEAEHE! B AYEFKY, OrPaHHYEH,
OTMEHA |

17. Haxwmute da (Yes). OkHO npeaynpexIeHHUs HCUE3HET.

Baxno. HaxaB kHonky Het (No), BBl MOKETe OTpeAaKTHPOBATh 3HAYEHUE, a Ha)KaTHe
kHonku Ormena (Cancel) ynanut BBeZiIcHHbIE IaHHBIE.

18. IllenkamTe Ha sueiike J4. Slueiika J4 craHeT aKTUBHOM, M ITOACKa3Ka ITOSBUTCS
CHOBA.
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19. Beeaute 2500 u naxmute (Enter). Excel mpumer BBeieHHOE BaMH 3HAYCHHUE KaK
MpaBUIJIbHOE.

20. IlenkHuTe Ha sUekike J4.

21. B meno Jlannble (Data) Beibepute nmyHkT IlpoBepka (Validation). Otkpoercs
nuanoroBoe okHo IIpoBepka BBoauMbIX 3HaveHuii (Data Validation).

22. ITlepeiinute Ha Bkiaaaky Ilapamerpsl (Settings).

23. B crpoke Tum nanubix (Allow) HaxkxmuTe KHONKY chucka U Beioepute Jlwdoe
qucjao (Whole Number).

24. Haxwmute OK.

25. B sueiike J4 BBemute 2499.95 u naxmure (Enter). IosiButcs mpemynpeskaaroiiee
coobuienue ¢ 3arojjoBkoM Ommoka (Error) u TeKCTOM M0 yMOJTYaHUIO.

26. Haxvure Her (No). OxkHO mnpenynpexaeHus 3aKpoeTcs, suelika J4 craHer
AKTUBHOH, U BHOBb TIOSIBUTCS SKPaHHAs MOJICKA3Ka.

27. Beemute 2500 u naxxmute (Enter).

28. Excel nmpumer BBeJIeHHbIE BaMH JTaHHBIE.

29. B nanenu uactpymenToB CtangapTHas HaxmuTe KHONIKY CoxpaHuTh (Save) =
Haxxmure kHonky 3akpbITh (Close)Xl. daiin Validate.xIs 3akpoercst.

2.3. TemaTnyecKkuii MJIaH CAMOCTOSITEJIbHOM PadoThI

=

=

] HaumenoBanmne KoanuecTBo

:- pa3/iesioB U TeM JacoB

=

2

1 2 3

1 3nakoMcTBO ¢ Excel 10

2 | Pabora B Excel 10

3 | Hacrpoiika pabouell KHUTH 10

4 PaboTa ¢ maHHBEIMU 10

5 [IpoBenenue BeUMCICHUN 10

6 | ®unpTpanus cnucka i OMCKa HY)KHOW WH(pOpMannuu 12
HToro mo giucuuninHe 62

ConepxaHue caMOCTOATEIbHOM PadoThI
Tema 1. 3nakomcTBO ¢ Excel

IL1an:

1. TlepBoHavanbHBle CBemeHust o Tabmuuaom pemaktope MS Excel. CxoactBo u
paznnuwmst pa3HbIXx Bepcuid Excel.

2. Pa6ota ¢ MaccMBOM [TaHHEIX.

3. Bhigenenue JaHHBIX B CIHCKE.

Bonpocwt ona ycmuozo onpoca:
Jlnst yero mpeaHa3zHavueH TaOIUYHBIN Tporieccop Excel?
Kak naspiBaercs mokyment Excel?
[TepeunciuTe OCHOBHBIC BO3MOXKHOCTH pabOThI ¢ MacCHBOM JaHHBIX B MS EXxcel.
Omnumure By okHa Excel.
Kak coznate HOBBIH nokymeHT Excel?
Kaxk BbIBECTH CIIpaBKY MJIM OTKPHITH OKHO TIOMOITHUKA?
Kak 3arpy3uts ¢aiin ¢ Tabnueit?
Kak 0oTMEHUTH KOMaHy WJIH PEKUM?
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Tema 2. Padora B Excel
ILnan:
1. Coznmanue paboyeil KHUTH.
2. TlpoBepka JaHHBIX M UCTIPABJIICHUE OIINOOK.
Bonpocwi 0na ycmnoeo onpoca:
1. U3 gero coctout paboyast KHUTA?
2. Yto TaKoe pexXHM aBTO3aMOJIHECHHS YeeK?
3. Kak B MS Excel ocymectBisercst mpoBepka JaHHBIX U HCIIPABICHHE OMIHOOK?

Tema 3. HacTpoiika padoueii KHUTH

ILnan:

1. Yn06¢cTBO paboOThI C KHUTAMH.

2. Buzyanu3zanust uHpopMaIyu i ya00CTBa YTEHUS.

3. M3meHeHue BHENIHETO B/ IPE/ICTABICHUS TaHHBIX.

4. Coznanue u popMaTHpOBAHUE TUATPAMM.

Bonpocuwl ons yemnoeo onpoca:

1. JInst yero mpuMeEHSIETCS COPTHPOBKA CITUCKOB?

2. Kak co3pmate HOBYIO pabouyro KHUTY, paboumii nuct? Kak co3gaBaTh CCHUIKH Ha
OTIpeIeICHHBIC JINCTHI KHUTH?

3. Uro Takoe mouck MHPOpPMAILINH B CIIUCKe?

4. Kak co3natp quarpammy?

5. Kakue Tumnsl quarpamMmm CymiecTByOT?

6. Kak BHeCTH U3MEHEHHU B UarpaMmy?

7. Yo Takoe jereHa, Kak U3MEHHUTb JIETeHTy?

Tema 4. PadoTa ¢ TaHHLIMH
Iinan:
[TpumeneHue cymiecTByoIero Gopmara K JaHHBIM.
[ToBbIeHNE YI000YNTAEMOCTH YHCET.
V3MeHeHre peICTaBIeHNs JaHHBIX B 3aBUCUMOCTH OT UX 3HAUCHUS.
Coznanne u paboTa co CBOAHBIMU TaOIUIIAMHU.
. UtoroBeie TabOMUIIBL.
Bonpocw 07151 YCIMHO020 Onpoca.
[lepeunciute TUIBI JaHHBIX, UCTOB3yeMble B MS EXxcel.
N3 yvero coctout crpoka hopmyn?
J171st 4ero UCTONb3yIOTCS CCHUIKH Ha STYeHKy?
Kak 3anmaroTcst oTHOCUTEBHBIE CCHUTKH? AOCOIOTHBIE?
YeM OTIMYAOTCS OTHOCUTEIBHBIC CCHUIKU OT a0COTIOTHBIX?
Uto Ha3BIBaeTCs CIMUCKOM B TaOymuHOM Tiporieccope Excel?

AR A

ogakrwdE

Tema 5. IlpoBeneHue BbIYMCIEHU

1. IlpucBoeHue Ha3BaHUM TPYIIE JAHHBIX.

2. Co3znanue GpopMyl A BBIYMCICHUS 3HAYESHUH.

3. Tlouck u ucrpaBieHHE OMMOOK B BHIYUCICHHUSX .

4. Ananu3s naHneix. HazHaueHue 1 OCHOBHBIE BO3MOYKHOCTH.

5. Berpoennsie pyakumnn MS Excel: ¢nHaHCOBBIC, MaTeMaTHYECKHE, JIOTHIESCKHUE.
6. Pemenue 3aga4 onTUMH3AILINN.

7. CuMmIuiekc-MeTo/I.

Bonpocv ona ycmuozo onpoca:

1. Jlymst wero nmpegHa3HaueH MacTep GyHKIANA?
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2. Moxno mu B MS Excel pemnts TpancnopTHyto 3agauy? C moMOIIbIO Kakoi GpyHKIUH
MS EXxcel pemmarorcst 3a1aun ONTHMHA3AIAHA?

Tema 6. ®uiabTpanus CNUCKA JJI5 MOUCKA HYKHOH HHopMauuu
ILnan:
1. Orpanuvenue oToOpaXkeHnss UHPOPMaIIUH.
2. Brerancnenus Hal oTQUIBTPOBAHHBIME JTAHHBIMHU.
3. YcranoBka HaOOpa AOMYCTUMBIX 3HAUEHUH JJIsl JaHHOTO JIMalia3oHa siueekK.
Bonpocwi 0na yemnoeo onpoca:
1.Yrto Takoe ¢punbTp?
2. Kakue Buzbl puinbtpoB umerotrcs B Excel?
3. Kak BBecTH laHHBIE, UCTIOJIB3Ys MPOIEypy UHTEpBaia?
4. Kak penaktupyercs siueiika ¢ HeBepHbIMH JTaHHBIMU?
5. Kak O4HUCTUTE STUEWKH OT JaHHBIX?
6. Kak ocyiecTBUTh BCTaBKY CTPOKH (CTONOI11a) B TAOIUILY?
7. Yto nonumaetcs noja popmMarupoBaHUEM siueek?

Ilepeyens Tem pedeparoB u JOKIATOB
[Tonstue u Bo3moxxHoct MS Excel.
OcHosHble 251eMeHTs 0kHAa MS Excel.
CTpyKTypa 31eKTPOHHBIX TaOJIMII.
Bo3MmorkHbIE OIIMOKK IPU MCTI0JIb30BAaHUM (DYHKIMIH B hopMyIIax.
AHnanu3 nannbiX. Mcrnonp30BaHue ClieHapueB.
Amnanu3 naaseix B MS Excel.
Cuenapum.
VYnpasnenue daitnamu.
CtpyKTypa TOKYMEHTOB.
0. Odopmnenue TabmUILI.
1. Iloctpoenue u ohopmiIeHUE TUarPaMM.
12. ®ynkuun Excel.
13. ®ynkiun: OuHAHCOBHIE.
14. ®ynkuuu: [lata u Bpems.
15. ®yuxuuu: Jlornueckue.
16. ®yukuu: MaremaTudeckue.
17. Ccpuiku 1 MacCUBBI
18. IlpoBepka CBOWCTB M 3HAYCHUI
19. Pabota ¢ 6a30ii TaHHBIX
20. Macrep auarpamm.
21. CpaBHuTenbHAs XapakTepucTuka Bepcuid MS Excel.

RBOooo~NOR~wNE

CpencTBo oueHuBaHusi: pedepar
[Ikana oreHNBaHUS:
Pedepar onenuBaercs no 100-6aapHOIM HIKasie.
basel nepeBoIATCS B OLIEHKH YCIIEBAEMOCTH CIIEIYIOIIUM 00pa3oMm:
86-100 0amIoB — «OTINYHOY,
70- 85 6anIoB — «XOPOIIOY;
51-69 6amoB — «yIOBIETBOPUTEIHHO;
MeHee 51 Oansa — «HeYJOBJICTBOPUTEIHLHOY.

Kpurepun IToka3zarenn

1. HoBu3zHa peepupoBaHHOTO TEKCTA. — aKTyallbHOCTh MPOOIEMBI 1 TEMBI;

MakcumainsHas orieaka — 20 60ayuroB — HOBH3HA U CAMOCTOSITEIbHOCTL B IIOCTAHOBKE
po6JeMbl, B HOpMYITUPOBAHHH HOBOTO
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acrmeKTa BHIOPAHHOM 711 aHAJIM3a TTPOOIIEMBI;
— HAJINYKE aBTOPCKOM MO3ULMH,
CaMOCTOSITENIbHOCTD CY)KJICHUM.

2. CrenieHb pacKpBITUS CYIIHOCTH MPOOJIEMBL. | — COOTBETCTBHE IUIaHA TeMe pedepara;
MaxkcumanbHas ouenka — 30 Oanos — COOTBETCTBHE COJCPKAHUS TEME U IUIaHY
pedepara;

— MOJIHOTA U TIyOMHA PAaCKPbITHSI OCHOBHBIX
MOHATHUH MPOOIIEMBL;

— 000CHOBAaHHOCTB CIIOCOOOB ¥ METOJIOB
paboThI ¢ MaTepHaIoM;

— yMeHHe paboTaTh ¢ UCTOPUUECKUMU
HMCTOYHMKAMHU U JIUTEPATYPOH,
CHUCTEMaTU3UPOBATh U CTPYKTYpHUPOBATh
MaTepHai;

— yMeHue 000011aTh, CONOCTABIATh
pa3NIUYHbBIE TOUYKH 3PEHHUS IO
paccMaTpuBaeMOMY BOIPOCY,
apryMEHTHPOBaTh OCHOBHBIC TIOJIOKECHUS U

BBIBO/JIBL.
3. O60cHOBaHHOCTH BIOOPA UCTOUYHUKOB U — KpYT, IOJIHOTA UCII0JIb30BAHUS
JTUTEPATYPHI. UCTOPUYECKHX HCTOYHUKOB U JIUTEPATYPHI 110
MakcumanbHas orieHka — 20 6aJioB. npoOueme;

— MpUBJIEYEHNUE HOBEHIINX paboT 1o mpodiaeme
(>KypHaibHbIE TyOIMKAIIUU, MaTEPHAIIBI
COOPHUKOB HaYYHBIX TPY/JOB, UHTEPHET-
PECYpPCOB U T. 11.).

4. Cobmoaenue TpeboBaHU K 0POPMIICHHUIO. | — IPaBUIbHOE 0(OPMIIEHHE CCHIJIOK Ha
MakcumanbHas olieHka — 15 Ganos. HCIIOJIb30BAaHHBIE UICTOYHUKH U JINTEPATYPY;
— IPaMOTHOCTb U KYJbTYPa U3JI0KEHHUS;

— HMCTIOJIb30BAaHUE PEKOMEHIOBAHHOTO
KOJINYECTBA HCTOPUYECKUX UCTOUYHUKOB U
JUTEPATypPHI;

— BJIaZICHUE TEPMHUHOJIOTHEH U TOHATUIHBIM
anmnapaToM MpoOJIeMbl;

— cobmoieHre TpeboBaHMii K 00beMy
pedepara;

— KyJbTypa opopMiIeHHs: BblJIelIeHUE a03alleB,
TJ1aB ¥ maparpagos.

5. I'pamOTHOCTS. — orcytcTBHE Oporpaduueckux u
MaxkcumanesHas oleHka — 15 0aios. CHUHTAKCUYECKUX OIIMOOK, CTUINCTUUECKUX
[IOTPELTHOCTEN;

— OTCYTCTBHE OII€YaTOK, COKPALEHUH CIIOB,
KpOMe OOILENpPUHSATHIX;
— JIUTEPATYPHBIN CTUIIb.

CpeacTBo OLlCHMBAHUA: TOKJIA]
[Ixana onleHUBaHMUS:
O1neHKa «OTJIMYHO» BBICTABIIAECTCS CTYACHTY, €CIU:
— aBTOp NMPEACTABUII AEMOHCTPALIMOHHBIN MaTepUall U YBEPEHHO B HEM OPUEHTUPOBAJICS;
— aBTOP OTBEYACT HA YTOYHSAIOIINE BOIPOCHI Ay IUTOPUU;
— IOKa3aHo BJIaJIeHUE MOHATUSAMH U KaTeropusiMu uocoduu npasa;
— BBIBOJIbI [TOJTHOCTBIO OTPAXkKAIOT TOCTABJIEHHBIE €U U COJIEpKaHUE PaOOTHI.
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O1eHKa «XOPOI0Y» BBICTABIIAETCS CTYACHTY, €CIIU:

— IEMOHCTPAIMOHHBIN MaTepuall UCIIOJIH30BAJICS B JOKIA/IE, HO €CTh HETOUYHOCTH;

— JIOKJIATYUK CMOT OTBETUTH Ha 2-3 YTOUHSIIOIIUX BOIPOCA;

— IOKJIaTYUK YBEPEHHO MCIOJB30BaNT (PHII0COPCKO-TIPABOBBIC MIOHATHS M KaTETOPUH;

— BBIBOJIBI JOKJIATYMKA HE MOJTHOCTHIO OTPAXKAIOT [TOCTABJICHHBIC LIEIIH.

Or1eHKa «y/10BJI€TBOPHTEIbHO» BBICTABIISICTCS CTYJICHTY, €CIIU:

— JIOKJIa/T 324U THIBACTCS (JOKJIAIUUK 3aTPYIHSCTCS BOCIPOU3BECTH HHPOPMAIIHIO
CaMOCTOSTEIIbHO);

— IIPE/ICTaBIICHHBIN JEMOHCTPALIMOHHBIN MaTEepHall HE UCIIOJIH30BAJICS JIOKJIATIUKOM WU

OB OPOPMIIEH C OLTMOKAMH 10 COICPKAHUIO TEMBI JOKJIAIa;

— JIOKJIQTYUK HE MOXKET OTBETUTH Ha | 1 OoJiee YTOUHSIONINX BOIIPOCA Ay TUTOPUH;

— BBIBOJIBI ITPE/ICTABIICHBI, HO HE OTPAKAIOT MOCTABJICHHBIE IIEJIM U COCp)KaHue pabOTHI.

O1eHKa «HeyA0BJIeTBOPUTEIbHO0Y BBICTABIISICTCS CTY/ACHTY, €CIIH:

He cooTBeTcTBYET KpUTEPUSAM OLIEHKH YAOBIECTBOPUTEIHHO.

Pacnpenesienue Tpyroemkoctu CPC npu u3y4yeHuu TUCHUILINHBI

Bun camocTosiTesibHOM padoThI TpynoeMkocTsh (4ac)
ITonroroBka K 3a4ery 20
[ToaroroBka K MpakTHYECKUM (CEMHUHAPCKHUM ) 3aHATHSIM 13
ITpopaboTka yueOHOM JuTepaTyphl 20
Harnmcanne pedepartos, 10KiI1a10B 9
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3. OueHoYHBbIE CPeICTBA U METOAMYECKHE PEKOMEHIALUH 110 IPOBEAeHUI0
MPOMEKYTOYHOM aTTeCTAMHU

IIpu npoBemenunm 3avera mno aucuuiumHe «Microsoft  Office  (Excel) B
npoecCHOHANBHOM EATEeIbHOCTU» MOXKET MCIOJB30BaThCs YCTHAsl WJIM MHCbMEHHas Qopma
IIPOBEJCHUS.

IIpumepHnasi cTpykrypa 3auvera mno aucumiuiude «Microsoft Office (Excel) B
npogeccHoHAIbHOI 1esITeTbHOCTID)

1. YcTHBII 0TBET HAa BONPOCHI

CryneHTy Ha 3a4eTe JaeTcsl BpeMsl Ha IIOJArOTOBKY BOIIPOCOB TEOPETUUECKOIO XapaKTepa

2. BeInmoJiHeHHe TeCTOBBIX 3aaHUK

TecToBble 3aaHusl BBIMOJHSIOTCA B TeueHHe 30 MUHYT M COCTOAT U3 25 BOIPOCOB
pa3HbIX THNOB. [IpenogaBaTens TOTOBUT HECKOIBKO BAPUAHTOB TECTOBBIX 3a/1aHUU.

3. BoinoJiHeHHE MPAKTHYECKUX 32 IaHU T

[IpakTuueckue 3a1aHus BHINONHSAIOTCA B TeueHue 30 MuHyT. biaHku ¢ 3a1auaMu TOTOBUT
Y BBIJIa€T MPEN0/IaBaTelNb.

YcTHBIN 0TBET CTY/IeHTA Ha 3a4eTe JI0/:KeH 0TBeYaTh CJIeAyIOIHM TPeOOBaHUIM:

e HAYYHOCTb, 3HAHHE U YMEHHE TIOJIH30BATHCS MOHATHIHBIM allllapaToM;

e U3JIOKEHHE BOIPOCOB B METOJOJOTHYECKUX AaCMeKTaX, apryMeHTalls OCHOBHBIX
MOJIOKEHHUH OTBETa MPUMEPAMHU M3 COBPEMEHHON NPAKTUKH, a TAKXKE U3 JJMYHOTO OIBITAa PaOOTHI;

e OCBEJIOMJICHHOCTh B BKHEHIIIMX COBPEMEHHBIX MpobdiemMax ucroib3oBanus Microsoft
Office (Excel) B mpodeccrmoHanbHOM NesTeIbHOCTH, 3HAHHE KIACCHYECKOW M COBPEMEHHOMN
JUTEPATYPHI.

BobinosiHeHHe  NPaKTHYeCcKOro  3aJaHUsl  JOJIKHO  OTBe4YaThb  CJIEAYHOLIUM
TpeOOBaAHUAM:

o Branenue npodecCHOHaTbHOM TEPMHHOIOTHEH;

o [locrnenoBaTenbHOE M APTYMEHTUPOBAHHOE M3JI0KEHHE PELICHHUS.

Kpurtepun oneHMBaHus 0TBETOB

YpoBeHb
OCBOCHUSA
KOMIIeTEeHIIUN

@opmyMpPOBKA TPeOOBAHMI K CTeNeHH

.« IIxana oneHuBaHUA
c¢opMHPOBAHHOCTH KOMIIETECHIMA

Komnerennuu Bnageer nmnpexacraBneHusiMu o pabore B 3ayTeHo
chopmupoBansl B | MS  Excel.  JlemoHcTpupyer — BhaaeHue
IIOJIHOM O00BEME TEXHOJIOTHEN CO3/IaHUS DJIEKTPOHHBIX TaOJIHUII,
MOCTPOEHMsI TpaKOB U UArpamMM; HaBBIKAMHU
paloThI ¢ JAHHBIMHU B TaOJIHLIE.

Haubonee 3P PEKTUBHO IPUMEHSET
uHcTpymenTsl MS  Excel s anamuza wu
00paboTku JaHHbIX. [IpuMeHseT BO3MOXXHOCTH
oucuex mporpamm Microsoft Excel.

3Haer TpeOoBaHUs K oopmieHHIo
AJICKTPOHHBIX ~ TAOMWIl, AWarpamMm, OOIUX
npaBu padotel B MS EXxcel.

HNwmeer MPEJICTABICHUE 00 OCHOBHBIX
BO3MOXKHOCTSIX paboThl B Microsoft Excel.

Komnerennuun He | He  cOOTBETCTByeT  KpUTEpUAM  OLIEHKH He 3aureno
c(OpMHPOBAHEI YIOBJIETBOPUTEIILHO
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PexoMeH1a1uM 10 NPOBEAEHUIO 3a4eTa

1. CryneHTsI OMKHBI OBITH 3apaHee 03HAKOMIICHHI ¢ [ookeHneM o TeKyIeM KOHTpoJIe
yCIIEBaEMOCTH U MIPOMEKYTOUHOM aTTecTanuu odyyatomuxcss AHO BO MOCH.

2. [lo pesynmpTaTram 3aueTa IpenojaBaTelb 00s3aH PA3BACHUTH CTYICHTY IpaBHiIa
BBICTABJICHUS] OTMETKH.

3. IIpenoaBarenp B X0/€ 3a4€Ta MPOBEPSET YPOBEHD MOJYYCHHBIX B TCUCHUE H3YUCHUS
JUCLIUTUTMHBI 3HAHUH, YMEHUH U HaBBIKOB M C(DOPMUPOBAHHOCTh KOMIIETEHI[UH.

4. TecTupoBaHME MO TUCLHUILIMHE MPOBOAMUTCS JIMOO B KOMIIBIOTEPHOM KJlacce, JIMOO B
ayJIUTOpUU Ha OJIaHKE C TECTOBBIMU 33JaHUSMHU.

IlepeyeHsb BOMPOCOB K 3a4eTy
Hasunauenue nporpammer Microsoft Excel.
CocraB u cTpykTypa okaa Microsoft Excel
Ocuosusle noustus Microsoft Excel.
Kuury, nuctsl 1 pabota ¢ HUMHU.
BBoj u pegakTupoBaHue TaHHBIX, THITBI JAHHBIX, (OPMATHI STUYCEK.
dopmaTHpOBAaHUE YHCENT U TEKCTA, STYCCK.
BBox u pegaktupoBanue GopmyiL.
®uHaHCOBBIE (DYHKIIUH.
dopmaTtupoBaHHE U 1eYaTh JaHHBIX.
0. I'padmyeckoe mpeCTaBICHUE TaHHBIX.
1. ABTO3amnoJHEHHUE, 3aJJaHKE TPOTPECCUH.
12. Copruposka. Pabora c MaccuBamMu JaHHBIX.
13. ITouck u 3ameHa TaHHBIX.
14. CpsizanHble U HECBsA3aHHBIC SUeUKU. OTHOCUTENIbHBIE U a0COTIOTHBIE CCHLIKH.
15. Pemrenue 3agayu ONTUMU3ALINNA.
16. Ananu3 nanHbIX. Ha3HaYeHNe 1 OCHOBHBIC BO3MOXKHOCTH.
17. ®unbTpel U UX TPUMEHEHUE.
18. Co3manue u paboTa Co CBOAHBIMU TAOTUIIAMH.
19. Urorossle TaOIHUIIBI.
20. Coznmanue u popMaTUPOBAHHE AUATPAMM.

RRoOoo~NoOR~wNE

Tect no nucuunmne «Microsoft Office (Excel)»
0 BapuaHT

1) EXCEL - 3T0
. I'paduueckuii penakrop
TekcToBbIl TTpOIIECCOD
OnepannonHas cucrema
Taonuunwtii npoyeccop
. KnaBuma na knaBuatype
2) ®daii ¢ paciuupenuem XLS cogepxkurt
1. Tonbpko ogHy TaOIUILY
2. Tonbko omuH pabouuii TUCT ¢ BO3MOKHO HECKOJIbKUMH TaOJIUIIaMH
3. Heckonvko pabdouux nucmos, 00pasyroujux padouyio KHuzy
3) Ilpu BbIICICHMH OHOTO (PparMeHTAa HA padouyeM JIMCTe, BbIACIsIeTCS
1. Ilpamoyzonvnas obnacme
2. Obnacth IPOU3BOIHLHON (POPMBI
4) MokHO /14 BBIIEJIUTH HA pabo4yeM JIMCTe HeCKOJIbKO ()parMeHTOB?
1. Jla
2. Her
5) Jaist BbIAeJIeHUSI MBIIIKOM HECKOJBLKHUX 00J1acTel ciieayeT NPUKaATh KIABUIILY
1. Esc

SRR
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2. Shift

3. Ctrl

4. Alt

6) MoskHOo 11 (popMaTHPOBATH YHMCJIA U TEKCT, HAXOAsIIIIMeCS HA padoyeM Jucrte?

1. Jla

2. Her

7) BcraBka HOBOH NaHeJM MHCTPYMEHTOB OCYLIECTBJIsIeTCS BbIOOPOM B IVIABHOM
MEHIO:

1. IlpaBka->BcraBuTh

2. BcraBka->Ilone

3. Buo->Ilanenu uncmpymenmoag

4. ®opmar->Crnucox

8) Mo:kHO 11 U3MEHUTH UMs padoyero JHUCTa U HA3BaHUs padoyeil KHUTU?

1. paGouero nucra

2. Tonbko paboyeil KHUTH

3. U pabouezo nucma u pavoueit KHuzu

4. Henw3s B 000uX cydasx

9) Ck0JIbKO YHCeJ MOKHO 3alIUCATh B OHOI siueiike?

1. Tonvko oono

2. He 6onee nByx

3. bonee nByx

10) Mo:xno 11 B ogHoii nporpamme EXCEL oTkpbITh

1. Bonee oonou paboueii knucu

2. He Gonee ogHOM paboueli KHUTH

3. Bonee oonozo pabouezo nucma

4. He 6onee ogHoro pabodero aTucTa

11) B kakoii cTpoKe OKHA NPOrpamMMbl HAXOAATCH KHOINKH, OTHOCALIHMECH K OKHY
nporpammsbl Ceepuymeo, Pazeepuymuo/Boccmanogums, 3axpvimo

1. Crpoke MeHIO

2. Cmpoke 3a20106Ka

3. TlaHenn HHCTPYMEHTOB

12) B kakoii CTpOKe KAKOr0 OKHA HAXOJATCS KHONKH, OTHOCSINHECS K OKHY
nokymenta Ceepuyms, Pazeepuymv/Boccmanoeums, 3akpovims, €eCid  3TO OKHO ObLIO
pa3BepHyTo (0bL1a HaxaTa KHONKA Pazeepryms)

1. B cTpoke 3arojoBka OKHa JOKyMEHTa

2. B cTpoke 3arojoBKa OKHa POrpaMMbl

3. B cmpoke 2naenozo menio OKHa npozpammol

4. B cTpoKe IJIaBHOTO MEHIO OKHA JIOKYMEHTa

13) ®opmyJibl 1J151 pacueToB BBOASATCS

1. Tonpko «BpYyYHYIO» — C KJIaBUATYPHI

2. Tonbko uepe3 MeHt0 Bemaska->@ynkyusn

3. Bpyunyto (c knasuamyput) unu uepesz menio Bcmaska->@yukyusn

14) Mo:kHO JH COXpaHUTH B (aiijie HA JHCKE OTAEJBLHO CO3JAHHYI) Ta0J ULy, He
COXpaHsisl IPH 3TOM BCI0 Pa004yI0 KHUTY?

1. Jla

2. Hem

15) Kak MO:KHO M3MEHHMTb IIHPHHY CcTOJI0mA?

1. C nomowpro motuuu

2. Yepes menro @opmam

3. C noMo1IbIo HCToNIb30BaHus (hopMyI

16) Kak MOKHO H3MEHHTb BBICOTY CTPOKH?

1. C nomowvio motiuu
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2. Yepes menro @opmam

3. C momoIp0 HCTob30BaHus HOpMyIT

17) Mo:KHO J1u c1eJ1aTh CTPOKY HEeBHIMMOit

1. Jla

2. Her

18) Mo:kHo J1u ¢/1eJIaTh HeBUAUMBIMHU OIMH MJIM HECKOJIBKO CTOJIOIOB

1. Her

2. Tonpko onuH

3. O0un unu HeCKOIbKO cmonoyoe

19) HMmena Kakux CTPOK H CTOJONOB MNpPH KONMHPOBAHUH (POPMYJIbI
=$A23+C$21 He OyAyT MEHSTHCA:

1. A

2. C

3. 21

4. 23

20) HmeHa KakKuUX CTPOK H CTOJOIOB NpPH KONHPOBAHHH (HOPMYJIbI
=$F15+K$44  OyayT MeHATHCS:

1. F

2. K

3. 15

4. 44

21) Kakasi u3 (popMyJ1 BBIBOJMT JATY CJIEAYIOLIETr0 THS

1. =Ceronns(1)

2. =Cezo0na()+1

3. =Ceromnsi()+ Ceromansi()

4. = Ceroansi()*2

22) Kaxkasi u3 popmMyJ1 COIEPKUT aOCOTIOTHYIO CCHUIKY

1. F45/$H$12

2. G$4 + J6

3. R74*E63

23) B kakoM ciayuae MMl aJpecyeMoro JUCTa padouyeil KHHUIH 3aKJII0YEHO B
OIlI/lHaprIe KaBbIYKH:

='[Kuura2]®unancossiit otuer’ !$AS$1+'[Kuura2 |Punancossiii otaer’ !$B$1

1. Hmsa nucma codeprcum npooben

2. paboyasi KHWTa, COJep KaIIas aJpecyeMblii JIUCT 3aKphITa

3. ums pabouero JUCTa UCTIOIb3yeTCs B (hopMyie 1BaX/Ibl

24) B sueiike C4 ¢opmyna =B4/B2. Kak oHa Oyaer BBIIUISIIETh, €CJIH
nepeMecTuThb ee B siueiiky C5?

1. B4/B2

2. C4/C2

3. B5/B3

4. C4/B2

25) @opmyna =B4/B2 konupyercs u3 siueiikm C4 B siueiiky C5. Kakos
pe3yJasbTar B siueiike C5?

1. 12,00p.

2. #3nau

3. #nen/0

4. #ceplka
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IIpuMepHBIH NepedyeHb NPAKTUYECKHUX 3a1aHui
Bapuanrt 1
Coznmate cBOAHYIO TaOnwIy Juisi (OPMUPOBAHHS BBIXOAHOTO mokymeHTta "llltaTHas
YUCJIICHHOCTh COTPYIHUKOB mpeanpusatus (bupmser)" mo hopme:

TabenbHBIN HOMEP OamMuins JomxHocTh JomxkHOCTHOM
n.0. oknan (pyo.)

OO6muit

WUTOT

Copepxanue TaOauIbl JOKHO AaBTOMATHYECKH (POpMUPOBATBCS HAa OCHOBaHHUHU
COJepKAaHUS OCHOBHOW TaONMUIBI M JOJDKHO OBITh OTCOPTHPOBAHO B MOPSAKE BO3PACTAHUS
TabeIbHOr0 HOMEpa.

Oto0pa3uTh B BUIE KPYrOBOH JMarpaMMbl pacupelesieHue JOHKHOCTHBIX OKJIAJOB
COTPYAHHUKOB.

Bapuanr 2
Co3znaTh CBOIHYIO TaOJHUINy sl (POPMUPOBAHUS BBEIXOAHOTO AoKyMeHTa "Pacder donma
3apa0OTHOM IJIaThl peanpusATHs (Gupmsel)" o hopme:

Nem/m | Damwmus HoiokHocTHOM | [IpemuanbHbIe Hroro Hauucieno
n.o. oknan (pyo.) HauucaeHus (pyo.) (py0.)

OO0muit uTor

Conepxanve TaOMUIBl JODKHO AaBTOMATHYECKH (POpMUPOBATHCS HAa OCHOBaHHU
COJIep’)KaHUsl OCHOBHOM TaOMUIBl M JOJKHO OBITH OTCOPTHPOBAHO B MOpsAKE YObIBAaHUS
JIOJKHOCTHBIX OKJIAJIOB.

OtoOpa3uTe B BUJE THCTOIPAMMBl paclpe/eseHHe JOKHOCTHBIX OKIAJ0B U
IIPEMHUATIBHBIX HAUYUCIIEHUH I BCEX COTPYAHHUKOB.

Bapuanr 3
Co3marh cBOAHYIO Tabmuiy naisi (OPMHUPOBAHMS BBIXOJHOTO JOKymMeHTa 'Pacuer
Heo0J1araeMbIX HaJOroM CyMM Juisd npeanpusatus (hupmsl)" mo Gopme:

No H/ II Damumua U.0. Kom-Bo MXKJINBCHIICB HeoGnar acMasi HaJIOTOM
cymma (pyo.)

OO0wuit uTor

Copepxanue TaOMMIBI JOJKHO AaBTOMAaTHYeCKH (OPMUPOBATbCS Ha OCHOBAaHUM
COJIepKaHHsl OCHOBHOM TaOMMIBI M JOJDKHO OBITh OTCOPTUPOBAHO B MOpSAKE YOBIBaHUS
KOJIMYECTBA MKIUBEHIIEB.

OT00pa3uTh B BUJE KPYroBOW JAMarpaMMbl paclpenelieHue HeoOlaraeéMbIX HajJoroM
CYMM JUIsl BCEX COTPYIHUKOB.

Bapuant 4
Co3nare cBOJHYIO TabMUIy Ui (HOpMUPOBAHMS BBIXOAHOTO JAOKyMeHTa "Pacder cymw,
MOJIeXKAITUX HAJIOTO0OJI0KEHHIO TSl peanpusatust (bupmel)" mo popme:
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Ne /1t MDaMunus JIOKHOCTHOM [IpemuanbHbIe Cymma, nojuiexanas
1.0. OKJIaI HAYUCICHUS HaJIOr000JI0KEHUIO

py0.) py0.) py0.).

OO1muii uTor

Conepxxumoe TaOnMMLBl JODKHO AaBTOMATHYECKH (HOPMUPOBATbCS HA OCHOBAHUU
COJIepKAHUsI OCHOBHOM TaOJIMIBI M JOJDKHO OBITh OTCOPTHUPOBAIIO B MOPSAKE yOBIBAHUS CYyMM
IIPEMUAIIbHBIX HAYUCIICHUH.

OTo0pa3uTh B BHUJIE JIMHEHYATON JUArpaMMbl pacrpeieieHnue J0DKHOCTHBIX OKJIAJ0B U
IIPEMHUAIIBHBIX HAYNUCIICHUH COTPYIHUKOB.

Bapuanr 5
Co3narh CBOAHYIO TAaOMUIy [UIs (POPMHUPOBAHUS BBIXOJHOTO JTOKyMeHTa "BhImiaTsl mo
Cyﬂy”
Ne n/nn @ammwina N1.O.  |[JomxHocTtHOM  [MTOro HauucieHo|Bsimuiatel no cyay

oknan (pyo.) (py6.) (py6.)

OO01wu uror

Conepxanuie TaOMUIBl JODKHO AaBTOMATHYECKH (OPMHPOBATHCS HA OCHOBAaHUS
COZIepKaHMsI OCHOBHOI TaOJUIIBI U JJOJDKHO OBITH OTCOPTHPOBAHO B MOPSKE YBEINYCHUS CYMM

HAYUCIEHU.
OT00pa3uTh B BUJE KPYrOBOM AHarpaMMbl paclpeaelieHue HAauMCICHHBIX CYMM ISl BCeX

COTPYAHHUKOB.

Bapuant 6
Co3mare cBOIHYIO Tabmuiy Juid (opMUpOBaHHS BBIXOJHOrO JoKyMmeHTa "Pacuer
MOJIOXOJJHOTO Hajiora Juid npeanpusatus (hupmel)" o ¢popme:

Ne /i | @amuimms U.0O. Htoro CymmMma, mnomiexamias | [TogoxomHsiii
HA4YMCIIEHO HaJIOTr000JI0KEHUTO HaJIoT
(py0.) (py0.)

OO0wwmii uTor

Conepxanne TaOaMIBl JOJDKHO ABTOMAaTHUECKHM (OPMHUPOBATHCS Ha OCHOBAHUH
CoJIep’KaHusl OCHOBHOW TaOIMIIBI U JIOJKHO OBITH OTCOPTUPOBAHO B MOPSAKE YObIBAaHUS CYyMM
MIOJI0XOAHOI0 HAJIOTA.

Oto0pazute B BHAe TIpaduka C MapkKepamMHM pacmpefesieHHe  MOoJyIekKalux
HAJIOT000JIOKEHUIO CYMM JJIS1 BCEX COTPYIHUKOB.

Bapuanr 7
Co3narp Tabnuiy A GOpMUPOBAHUS BBIXOIHOTO JOKyMEHTa "PacueT oTuucieHui ams
npennpusaTus (Gupmsl) o popme:

Nen/m | ®amunusa U.0O. Htoro HauucieHo (pyo.) ITonoxonHslii HaJor
(py6.)
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OO0wmwuii uTor

CognepkaHue TaONMIBI JIOJDKHO aBTOMATHYECKH (OPMHUPOBATHCSI HA OCHOBAaHUH
CoJIep>)KaHUsI CBOAHOW TAOIHUIBI U JIOJDKHO OBITH OTCOPTHPOBAHO B MOPSJKE YOBIBAaHUS CyMM
OTUYMCIICHUH.

Oto0pa3uTh B BHJIE OOBEMHOI KPYroBOW IUarpaMMbl paclpeieiieHue IOI0XOTHOTO
Hajora Jyisi BCeX COTPYAHHUKOB.

Bapuanr 8
Coznate Tabmuy ayis GopMUPOBAHHS BBIXOJHOTO HokymeHTta "[lnaTexHas BEIOMOCTH
11 mpeanpustast (hupmel)" o popme:

Ne/m  |®amumusa U.O. TaGenbubiii HoMep |Mtoro k  Beimade|lloamuck

OOt uTor

Conepxanue TaONUIBI JOJDKHO aBTOMAaTHYeCKH (OPMHUPOBATHCS HA OCHOBAHUU
COJIep>KaHMsI OCHOBHOM TaOJHIIBI U IOJKHO OBITh OTCOPTHPOBAHO B aJI()aBUTHOM IOPSIJIKE.

OT00pa3uth O BHIE THCTOTPAMMBI pacHpeiesieHHe CyMM K BbIJade Ui BCEX
COTPYIHHKOB.

Bapuanr 9
Coznate Tabmuny Juisi (OpMHPOBAHUS BBIXOJHOTO JOKYMEHTa "BemoMoCTh BBIILIATHI
aBaHca Juia npennpuatus (pupmer)" mo Gopme:

Ne /i |@amumust M1.O. | TaGenbHbIiA JloiKHOCTHOM ABaHCOBBIC [Toanuce
HOMED oknaz (pyo6.) BBIILJIATHI
(py0.)

OO01wu uror

Pa3mep aBanca npunaTh paBHbIM 40% OT TOKHOCTHOTO OKJIaJA.

Conepxanue TaOMUIBl JOJKHO aBTOMAaTHYeCKH (OPMHUPOBATHCS HAa OCHOBAHUU
COJIep>KaHMsI OCHOBHOW TaOJIMIIBI U IOJKHO OBITh OTCOPTUPOBAHO B al(paBUTHOM IMOPSIKE.

OT00pa3uTh B BUE KPYroBOM AMarpaMMbl aBaHCOBBIE BBITUIATHI JUI BCEX COTPYAHUKOB.

Bapuant 10
Coznath CBOIHYIO TaOMUINY 711 POPMHUPOBAHMS BHIXOJHOTO JOoKyMeHTa "COOTHOIICHUE
JOJKHOCTHBIX OKJIa/I0B U MPEMHANILHBIX BBITUIAT JUIsl ipeanpusitus (Gupmel)" o hopme:

Nom/m |@amummst N.O | TabGenpHbIi HomxnoctHoi |[IpemuanibHbIe CooTHotieHne
HOMED oknan (py0.) |HadHMCIEeHUs (%)
(py0.)

OO0wu uTor

Conepkanue TaONUIBI JOJDKHO aBTOMAaTHYeCKH (OPMHUPOBATHCS HA OCHOBAHUU
COJIEpKaHHUsI OCHOBHOM TAaOIUIIBI M TOJKHO OBITh OTCOPTUPOBAHO B aI(aBUTHOM MOPSIIIKE.

Oto0pa3uth B Bue 0OBEMHOI THCTOrpaMMbI PAcHpeAeIeHNE JODKHOCTHBIX OKJIAJIOB U
PEMUAIBHBIX HAYMCICHUN JJIS1 BCEX COTPYIHHUKOB.
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4. Y4yeOHO-MeTOAMYECKOE H HH(POPMALMOHHOE o0ecTedeHne JUCIUIIMHBI

OcHoBHas JIUTEpaTypa
1. Teopernueckne ocHoBbl uH(popmaTuku : yueOnuk / P.1O. Ilapes, A.H. IIynkos, B.B.
Camapun u np. ; Cubupckuii @enepanbHblii yHuBepcuteT. - KpacHospck : Cubupckuii
dbenepanbublii yauBepcurert, 2015. - 176 c. : Tabma., cxem., wi. - bubauorp.: c. 140. - ISBN 978-
5-7638-3192-4; To xKe [DneKTpOHHBIH pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=435850 (DmexrponHass OHOIMOTEYHAss CHCTEMA
«Yuusepcuterckas oubdimorexka ONLINE»)

JlonoJiHuTeIbHAS JIUTepaTypa

1. JIeitkuHa, E.A. [IpuMeHenre nHGOPMAIIMOHHBIX TEXHOJIOTHI: yueOHOoe mocooue / E.A.
JIeitkuHa ; @DenepanbHOE TOCYAAPCTBEHHOE AaBTOHOMHOE OOpa3oBaTENbHOE YUpEKICHHE
BhIcIIeTO TpodeccuonanbHOro obpa3oBanus CeBepHbIi  (ApKTHYEeCKU) (denepalbHbIN
yauBepcuteT uM. M.B. Jlomonocosa. - Apxanrensck : CADVY, 2015. - 91 c. - ISBN 978-5-261-
01049-4 ; To xKe [DnexTpoHHBIH pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=436329 (Dnekrponnas OuOIMOTEYHAs CHCTEMa
«Yuusepcuterckas oudiamorexka ONLINEy)

2. I'pome, A.C. Uadopmatuka : mabopatopuslii mpaktukym / A.C. I'pomes. - Mocksa ;
bepaun : upexr-Memua, 2015. - 159 c. : un. - bubmwmorp. B kH. - ISBN 978-5-4475-5063-9 ; To
ke [Dnekrponnsiii pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=428590
(Onextponnast OubnmoTeuHas cucrema «YHuepcuterckas oudianoreka ONLINEY)

3. BopobveBa, ®.U. Hudopmaruka. MS Excel 2010 : yue6HOe mocobue /
®.1. BopobneBa, E.C. Bopobbes ; MunuctepctBo oOpazoBanus U Hayku Poccun, denepanbHoe
rOCyJapCTBEHHOE OIOJDKETHOE 00pa3oBaTENbHOE YUPEKICHHE BBICIIETO MPO(ECCHOHATBHOTO
oOpazoBanusi  «KasaHCckuMii ~ HalMOHANbHBIM  MCCIENOBATENIbCKUNA  TEXHOJIOTHYECKUH
yHuBepcuteT». - Kazanp : U3znareascteo KHUTY, 2014. - 100 c. : un.; To xke [DneKTpoHHBIHA
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=428798  (DnexrponHas
Ooubmuoreuynast cucrtemMa «YHuBepcuterckas oOmbOmmoreka  ONLINE»)  (Onexrponnas
6ubnuoreynas cucrema «YHuBepcurerckas ouonmoreka ONLINEY)

4. makos, II.C. Martematuyeckas o0paboTKa pe3yabTaTOB H3MEPEHHH : ydeOHOe
nocobue / II.C.IImakos, HO.JIL HOnakoB ; CuOupckuii ®PenepanbHblii yHUBEPCUTET. -
KpacHosipck : Cubupckuii denepanpubiii ynusepcurer, 2014. - 410 c. : tabn., rpad., ui. -
bubmuorp.: c¢. 391. - ISBN 978-5-7638-3077-4 ; To xe [DaexTpoHHBIA pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=435837  (DnekTponHas  OuOIMOTEUHAS
cuctema «YHuBepcurerckas Oubmuoreka ONLINEy») (Dnextponnas O6ubnmoredyHasl cucrema
«YuuBepcurerckas oudimoreka ONLINE»)

5. CoBpemeHHbIE KOMIbIOTEpHBbIE O(UCHbIE TexHosoruu: mnocobue / E.A. JleBuyk,
B.B. bongapesa, C.M. MoBmoBu4 u jap. ; moxa pea. E.A. JleBuyk. - 2-¢ u3n., crep. - MUHCK :
PUIIO, 2014. - 368 c. : wi. - bubmmorp. B kH. - ISBN 978-985-503-418-7 ; To xe
[DnexTponnsiii  pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=463687
(Onextponnast OubmoTeuHas cucreMa «YHuBepcuterckas oudmoreka ONLINE)

CoBpeMeHHbIe TPodecCHOHAIbHBIE 0a3bI TaHHBIX
1. IlpodeccuonanbHas 0a3a JaHHBIX MO YKOHOMHUKE [DIEKTpoHHBIH pecypc]. - Pexxum
noctyna: http://sophist.hse.ru/data_access.shtml
2. IlpodeccnonanpHas 06a3a JaHHBIX 10 SKOHOMHKE [DIIeKTpOHHBIN pecypc]. - Pexum
nocryna: http://www.gks.ru/

HNHpopManHOHHO-CIIPABOYHbIE CHCTEMBbI
1. CIIC «Koucynbrant Ilmoc», CIIC «['apaHT» (IOrOBOp O COTPYIHUYECTBE OT
23.09.2013 1. ¢ 3A0 «Komnsrorepusie texHosorun» (IIC I'apaHT)), perucTpaliuoHHbIN JHCT
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http://sophist.hse.ru/data_access.shtml
http://www.gks.ru/

3apeructpupoBanHoro nonbs3oBarens DIIC «Cucrema TAPAHT» ot 16.02.2012 r. Nel12-40272-
000944; norosopsl ¢ OO0 «Koncynbrantllmoc Mapuii 9m» Ne2017-CB-4 ot 28.12.2016 1.

HNuTepHeT-pecypcnl

1. Kny6 nporpaMMucToB [DIeKTpOHHBIH pecypc]: Gopym mporpamMMuctoB — Pexum
nocryna: http://programmersforum.ru/forumdisplay.php?f=20

2. Ilnanera Excel [DnektponHnsblit pecypce] — Pexxum nocryma: http://www.planetaexcel.ru/

3. Caiitr Mapka JIbBOBCKOro [DIJIEKTpOHHBIN pecypc]: oOydaronuii KOMILIEKC IS
U3yUYeHHsI AICKTPOHHBIX Tabmui — Excel — Pexxum mocryma: http://mymark.narod.ru/xls

4. ExcelTABLE: pabora ¢ Tabmumamu [DaeKTpoHHBIH pecypc] — Pexkum mocryma:
http://exceltable.com/vozmojnosti-excel/kak-nauchitsya-rabotat-v-excel

5. Msoffice-Prowork.com [DiexkTponHbIii pecypc]: Kypehl ISl H3YYEHHS MPOrpamMm
naketa Microsoft Office — Pexxum moctyna: https://msoffice-prowork.com/courses/excel/excel-
program-newbie/
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5. MarepuaibHO-TEXHHYECKOE o0ecredeHne M CUMITUHbI

MartepuainbHO-TEXHUUYECKYIO 0a3y Ui TpOBENCHUS JIEKUMOHHBIX U MPaKTUYECKUX

3aHATHI 110 JUCHUIIINHE COCTABIISIOT.

HaunmeHoBaHue cHenMaJbHbIX*
NMOMeEIeHuii M NMoOMelleHnil aJIs
CaMOCTOSATEIbHOI padoThI

OcCHaIleHHOCTh
CHEeNMAJbHBIX

oM elleHui "
oM eIlleHui IS

CAMOCTOSITEIbHOI padoThI

Ilepeuenn JIMLEH3HOHHOTI'0
NMPOrpaMMHOIo odecneyeHms.
PekBH3HTEHI TOATBEP:KAAI0LIEro
JOKYMEHTAa

YueOHas JUTSt
MPOBEICHUS 3aHSATHH
CEeMUHAPCKOTO TUIIA, IPYIIOBBIX U
MHUBHUIYAIbHBIX KOHCYJIbTALHUH,
TEKYIIEro KOHTPOJIS "
IIPOMEXYTOUHOM aTTeCcTaluu
(KoMrsroTepHBIi Ki1acc),

424007, Pecry6iimka Mapwmii O,

r. Moukap-Onna, yn. [Tpoxoposa,
.28, ka6.Ne 303.

ayIuTOpUs

OcHOBHOE yuebHOe

obopyznoBaHue:
CHeUaTN3UpOBaHHAS
Mebenp (ydeOHBIE TMapTHI,
CTYJIBSI, CTOJ
mperogaBaTens, — ydeOHas
JTOCKA).

Texanueckue cpencTBa
0o0y4deHus:
ABTOMATU3UPOBAHHBIC
paboune MeECTa, c
BO3MO>KHOCTBIO
IIOAKJIIFOYCHUA K CCTHU
«HTepHET» u
obecrieueHneM JOCTyna B
3JIEKTPOHHYIO
nH(pOpMAIMOHHYIO
00pa3oBaTeNbHYI0O  Cpeny
opraam3am ~ (ASUSTeK

Computer INC. PSKPL-AM
SE/Pentium (R) Dual-Core
CPU E5300 2.60GHz/512).

CIIC «KoncynsranT [Imrocy, CIIC
«["apanT» (IOTOBOP O COTPYJHUYECTBE OT
23.09.2013 1. ¢ 3A0 «KomnbioTepHBIE
texnonorum» (I1C I'apanr)),
pEerucTpalOHHbIN JTUCT
3apeTUCTPHPOBAHHOTO NoJb30Batens JI1C
«Cucrema TAPAHT» ot 16.02.2012 1.
Ne12-40272-000944; moroeopsr ¢ OO0
«Koncynsrantllmtoc Mapuit 9m» Ne2017-
CB-4 o1 28.12.2016 r. Windows 7
Professional (Microsoft Open License).
Sys Ctr Endpoint Protection ALNG
Subscriptions VL OLVS E 1Month
AcademicEdition Enterprise Per User
(Cy6mut. morosop Ne Tr000171440
17.07.2017). Office Prosessional 2010
(Microsoft Open License). ApxuaTop 7-
zip (GNU LGPL). Adobe Acrobat Reader
DC (becmiataoe I10). Adobe Flash Player
(becatnoe I10).

Ilomewmenue nis
CaMOCTOSATENIFHON paboTHI,
424007, Pecrry6sinka Mapwuii O,
r. Momkap-Onna, yi. IIpoxoposa,
.28, xab. Ne 302.

OcHoBHOE yueOHOe

obopynoBanue:
CreUaIn3upoBaHHas
Mebenp (ydeOHBIE TMapTHI,
CTYJIbS, CTON
npenojasarens, — ydeOHas
JIOCKa).

TexHuyeckue cpencraa
o0yJYeHHS:
ABTOMAaTHU3MPOBaHHbIE
paboune MECTa, c
BO3MOXXHOCTBIO
NOAKIIIOYEHH K CeTH
«HTepHETY 51
obecrieueHreM Jo0CTyma B
JJIEKTPOHHYIO
nH(pOpMaMOHHYIO
00pa3oBaTeNbHYI0  Cpeny
OpraHH3aIIH.

CIIC «Koncynsrant [Imrocy, CIIC
«"apaHT» (IOTOBOP O COTPYAHUYECTBE OT
23.09.2013 1. ¢ 3A0 «KomnbioTepHBIE
texaonorum» (I1C 'apaHnr)),
PETHCTPALIMOHHBIN JIHCT
3aperucTpupoBaHHOro noJyb3osareis JI1C
«Cuctema TAPAHT» ot 16.02.2012 1.
Ne12-40272-000944; moroeopsr ¢ OO0
«Koncynsrantllmtoc Mapuit Dm» Ne2017-
CB-4 o1 28.12.2016 r. Windows 7
Professional (Microsoft Open License).
Sys Ctr Endpoint Protection ALNG
Subscriptions VL OLVS E 1Month
AcademicEdition Enterprise Per User
(Cy6uur. norosop Ne Tr000171440
17.07.2017). Office Prosessional 2010
(Microsoft Open License). Apxusarop 7-
zip (GNU LGPL). Adobe Acrobat Reader
DC (becmnathoe I10). Adobe Flash Player
(Becmiatroe I10).
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6. MeToanuyecKkue YKazaHud AJad Oﬁy‘lﬂlO]].lI/IXCﬂ 0 OCBOCHHMI0 JUCHMUITJIMHBbI

MeTtoanyecKkue yKa3aHusi JUIS MOATOTOBKHU K NPAKTHYECKUM (CEMUHAPCKUM) 3aHATHAM

HaunHas NoAroToBKY K CEMHUHAPCKOMY 3aHATHIO, HEOOXOAMMO, NPEX/Ee BCero, 00paTuTh
BHUMaHME Ha KOHCIEKT JEKIHHA, pasfesibl y4eOHMKOB M YYeOHBIX MOCOOWH, KOTOpBIE
CIOCOOCTBYIOT 00LIEMY NPEICTABICHUIO O MECTE€ U 3HAUEHUM TEMbI B U3y4aeMOM Kypce. 3aTteM
ClIeflyeT mopaboTaTh ¢ JOMOJHUTEIBHON JINTEPaTypol, clenaTh 3aliCcy M0 PEKOMEHI0BaHHBIM
ucToyHuKaM. [ToAroToBka Kk CEMHHApCKOMY 3aHATHIO BKJIIOYAET 2 JTana:

- 1-#1 3Tan - opraHu3alMOHHbIN;

- 2-i1 JTan - 3aKperieHHe M yriiyOJeHue TeopeTHueckux 3HaHuid. Ha mepBom srame
CTYZACHT IUITAHUPYET CBOIO CAMOCTOSITENIbHYIO padoTy, KOTOpast BKIIOYAET:

- YSICHEHUE 3a/laHusl, BBIIAHHOTO HA CAMOCTOSATENbHYIO paboTy:

- 10A00p PEKOMEHI0BAaHHOU JIUTEPATYPbI;

- COCTaBlieHHE IJJaHa paboTbl, B KOTOPOM OIPENENIAIOTCS OCHOBHBIE ITYHKTBI
MPEACTOSAEN MOATOTOBKH.

CocrapieHue IUIaHa JUCHMIUIMHUPYET W MOBBIIAET OPraHU30BaHHOCTh B paboTe.
Bropoii aTam BKIII09aeT HEMOCPEACTBEHHYIO IOrOTOBKY CTY/IEHTa K 3aHATHIO. HaunHaTe Hamo ¢
U3y4eHHs] PEKOMEHJIOBaHHOW mureparypbl. Heo0XoauMO MOMHUTBH, YTO Ha JIEKUUU OOBIYHO
paccMaTpuBaeTCs HE BECh MaTepual, a TOJIbKO ero 4actb. OcranpHas €€ 4acTh BOCIOJIHSIETCS B
polecce CaMOCTOATENIbHOM paboThl. B ¢BsA3M ¢ 3TUM paboTa ¢ peKOMEeH10BaHHOH JIUTEpaTypoit
oOsi3arenpHa. Oco0oe BHUMaHUE NPU 3TOM HEOOXOIMMO OOpaTUTh Ha COJEP’KaHHE OCHOBHBIX
HOJIOKEHUH U BBIBOJIOB, OOBSICHEHUE SIBIEHUH U (DAaKTOB, yACHEHHE MPAKTUYECKOI'0 IPUI0KEHUS
paccMaTprUBaEeMBIX TEOPETHUECKHUX BONPOCOB. B mporecce 3Toil paboOTBHl CTYAEHT JOJDKEH
CTPEMHUTbCS IOHATh M 3allOMHUTb OCHOBHBIE IIOJOXEHHS pPAcCMATpUBAEMOIo Marepuana,
IIPUMEPBI, MOSICHSIONINE €T0, a TAKXKE pa300paThcs B WILTIOCTPATUBHOM MaTepuaie. 3aKkaHYuBaTh
MOJTOTOBKY CJIeJIyeT COCTaBJIEHHMEM IulaHa (KOHCIIEKTAa) [0 M3y4aeMOMY MaTepHualy (BOIpOCy).
DTO TO3BOJIET COCTAaBUTh KOHIIEHTPUPOBAHHOE, CKATOE TMPEICTABICHUE IO H3Yy4aeMbIM
BompocaM. B mporecce MOATOTOBKM K 3aHATHSIM DPEKOMEHJIYEeTCS B3aHMMHOE OOCYXIeHue
Marepuaia, BO BpeMsi KOTOPOTO 3aKpEIUIIOTCS 3HAHHS, a TaKkKe MPHOOpEeTaeTcsl MpakTHKa B
U3JI0KEHUU W DPa3bsSCHEHMM IIOJyYEHHbIX 3HAaHUM, pa3BuBaeTcs pedb. [Ipu HeobxomumocTH
ciefyeT oOpamaTrhCs 3a KOHCYJbTAllMEd K IMperojaBaTeNio. ['OTOBACH K KOHCYJIbTAIlHH,
HE00X0/IMMO XOPOIIO MPOJYyMaTh BOIPOCH!, KOTOpPbIE TPEOYIOT pa3bsICHEHUSI.

B Havane 3aHATHS CTyIEHTHl TOJ PYKOBOJICTBOM TperojaBarens Ooyiee TiryOoKo
OCMBICTIMBAIOT TEOPETUYECKHUE TIOJOXKEHUS IO TEME 3aHATHUS, PACKPBIBAIOT M OOBSCHSAIOT
OCHOBHBIE TTOJIO’KEHUS BHICTYTUICHHS.

3anmucu  UMEIT  MEepBOCTENEHHOE  3HAaueHHEe I CaMOCTOSATENIbHOM  paboTh
oOyyaromuxcst. OHH TIOMOTAIOT TMOHSTH TIOCTPOCHHWE HM3Yy4aeMOro MaTepHaia, BBIICINUTh
OCHOBHBIC TIOJIOKEHUS M TpOCIeIUTh HX JIOTUKY. BeneHuwe 3amuceil crocobcTByeT
MIPEBPAICHUIO YTSHHS B AKTHBHBII MPOIIECC, MOOUIIM3YET, Hapsy CO 3pUTEIBHON, 1 MOTOPHYIO
namsTh, Creayer MOMHHUTB: y CTYAEHTA, CUCTEMAaTHUYECKU BEIYILEro 3alMCH, CO3JaeTcsi CBOM
WHIMBUAYAIGHBIA (POHA TOACOOHBIX MaTepHANIOB JJISi OBICTPOTO TOBTOPEHHS MPOYUTAHHOTO,
JUIs. MOOMITU3AI[MK HAKOIJICHHBIX 3HaHWH. OCOOCHHO BaXKHBI M TOJIE3HBI 3allUCH TOTJa, KOTAa B
HUX HAaXOJAT OTPaKEHHE MBICIIM, BOHUKIIHE TP CaMOCTOATENBHOM padore. BaxxHO pa3BuBaTh
YMEHHUE COMOCTABIISATH HCTOUHUKH, TPOJYMBIBATh H3y4aeMblii MaTepuall.

Bombmioe  3HaueHWE WMEET  COBEPIICHCTBOBAHWE HABBHIKOB  KOHCHEKTHPOBAHWS.
[IpenoaBaTens MOXET pEKOMEHI0OBATh CTYACHTaM CIIeAYIOIINE OCHOBHBIE (DOPMBI 3alUCH TUIaH
(TpocTOl W pa3BEepPHYTHIN), BHINMHUCKH, TE3WCHl. Pe3ylbTaThl KOHCIEKTHPOBAHHS MOTYT OBITH
IPEeJICTaBJICHbI B Pa3INYHBIX (hopMax.

[Inan - 3TO cxema MPOYMTAHHOTO Marepualna, KpaTKuil (WM MOApOOHBIN) MepeueHb
BONPOCOB, OTPAXKAIOMIMX CTPYKTYpy M IOCIENOBAaTeIbHOCTh MaTepuana. IloxpobHo
COCTaBJICHHBIH IJIaH BIIOJIHE 3aMEHSET KOHCIIEKT.

74



KoHcnekr - 3T0 cucTeMaTH3MpPOBAHHOE, JIOTUUHOE W3JI0KEHHE MaTepuana HCTOYHMKA.
Pa3nuyaroTcs yeTsIpe TUIIa KOHCIIEKTOB.

[InaH-KOHCIIEKT - 3TO pa3BEPHYTHIM NETAIU3UPOBAHHBIN IUIaH, B KOTOPOM JIOCTAaTOYHO
HOPOOHBIE 3aIIUCH TPUBOASITCA IO TEM ITYHKTaM IJIaHa, KOTOPbIE HYKAAIOTCS B TIOSCHEHUH.

TekcTyanbHBIE KOHCIIEKT — 3TO BOCHPOHM3BEACHHE HauboJiee BaKHBIX MOJOXKCHUU MU
(aKTOB HCTOYHHUKA.

CBOOO/IHBI KOHCIIEKT - 3TO YETKO M KpaTtko c(opMyTupoBaHHbBIC (M3JI0KEHHBIC)
OCHOBHBIC IIOJIOKEHMsI B pe3yibTaTe INIyOOKOro OCMBICIMBAaHUSA Marepuana. B Hem moryr
NPUCYTCTBOBATh BBIMUCKH, IUTATBHI, TE3UCHI, YaCTh MaTephalla MOXXET OBITh NpEeICTaBJICHA
IUTAHOM.

TemaTnueckuil KOHCIIEKT COCTAaBJISIETCSI HA OCHOBE M3YYEHMsI Psiia UICTOYHMKOB U J1aeT
OoJee WM MEHee MCUEPIIBIBAIOLINI OTBET IO KaKOH-TO cxeme (BOIpocy).

BBuny TpynoeMKOCTH IOATOTOBKH K CEMUHApY CIEAYET IPOAYMaTh aJIFOPUTM JAEUCTBUH,
ellle pa3 BHUMATEIbHO IPOYMUTATh 3alIMCH JIEKIIN U YK€ TOTOBBIM KOHCIIEKT 110 TEME CEMHUHApA,
THIATEIBHO MPOJIyMaTh CBOE YCTHOE BBICTYIUICHHUE.

Ha cemuHape Kaxiblil €ro y4acTHHMK JOJIKEH OBbITh FOTOBBIM K BBICTYIJICHHIO 110 BCEM
[IOCTAaBJIEHHBIM B IUIAaHE BOIIPOCaM, IMPOSIBIATh MAaKCHMaJbHYIO aKTUBHOCTb MpPU HX
paccMoTpeHuH BpIcTyIuieHne 10JIKHO CTPOUTHCS CBOOOIHO, YOEIUTENbHO U apryMEHTUPOBAHO
HeoOxonuMo cnenuTh, 4TOOBI BBICTYIJIEHME HE CBOAMJIOCH K PENPOAYKTUBHOMY YPOBHIO
(mpocTOMYy BOCHPOU3BEJIEHUIO TEKCTa), HE JONYyCKaTh M IPOCTOE UTEHHE KOHCIIEKTA.
Heo6xoaumMo, uToOBI BBICTYNAIOMUKA TPOSBIIST COOCTBEHHOE OTHOIIEHHE K TOMY, O Y€M OH
TOBOPUT, BBICKa3bIBal CBOE JIMYHOE MHEHHE, NOHMMaHHE, OOOCHOBBIBAJI €0 M MOI' CAejaTh
IIPABWJIbHBIE BHIBOJBI U3 CKa3aHHOTO.

Beictynnienust gpyrux oOydarommuxcst HeoOXOAMMO BHHUMATEIbHO M KPUTHYECKU
CIIylIaTh, MOJAMEYaTb OCOOEHHOE B CYXACHUAX OOYyYaloOlUXCsl, YJIaBJIMBaTh HEAOCTAaTKU U
omnOku. Ilpu 3TOM 00paTUTH BHUMaHME Ha TO, YTO €Il He ObUIO CKa3aHO, WIN MOAJEpKaTh U
Pa3BUTh UHTEPECHYIO MBICIIb, BHICKA3aHHYIO BBICTYIAIOIIUM CTYy/I€HTOM. M3ydyeHue cryneHTaMu
(akTHUeCcKOro MaTepuala IO TeMe MPAKTUYECKOTo 3aHATHS JOJDKHO OCYILECTBIISATHCS
3abnaroBpemenHo. Ilox QaxkTuueckum MmarepuasioM ClelyeT I[OHHUMAaTh CHEHUAIbHYIO
JUTEpATypy MO T€Me 3aHATHs, CHCTEMY HOPMATHUBHBIX NPABOBBIX aKTOB, a TAKXKE apOUTPaAKHYIO
NPaKTUKy IO paccMarpuBaeMbiM mpoOiemaMm. Oco0oe BHHMaHHE cleAyeT OOpaTUTh Ha
JUCKYCCHOHHBIE TEOPETUYECKUE BOIIPOCHI B CUCTEME U3y4aeMOI'0 BOIIPOCA: U3YUUTh PA3JINYHbIE
TOYKH 3PEHHUS BEIYLIUX YUYEHBIX, 0003HAUNUTh IPOTUBOPEUHSI COBPEMEHHOI'O 3aKOHO/1aTEIbCTBA.

JUia cuctemaTth3alli OCHOBHBIX IIOJIOKEHUM 10 TEME 3aHATHA PEKOMEHIYETCS
COCTaBJICHHE KOHCIIEKTOB.

OOpatuTh BHUMaHUE Ha:

— COCTaBJICHHME CIHMCKAa HOPMATHUBHBIX IIPABOBBIX AaKTOB W Yy4YyeOHOH W Hay4dHOU
JUTEPATYPHI 110 U3y4aeMOU TEME;

— HW3y4YeHHE U aHaJIHU3 BHIOPAaHHBIX UCTOYHUKOB,;

— U3y4YeHHe M aHauu3 apOUTpPaXKHON NpPAaKTUKU IO JAHHOW TeMe, MPEJICTaBICHHON B
MH(OPMaLIMOHHO-CIIPABOYHBIX MTPABOBBIX 3JIEKTPOHHBIX CUCTEMaX U JIp.;

— BBIIIOJIHEHUE TPEAYCMOTPEHHBIX IPOrpaMMOM 3aJaHMM B  COOTBETCTBHUHM C
TEMaTUYECKHUM IIJIAHOM;

— BBIJIETIEHWE HauOoJIee CIIOKHBIX W TMPOOJEMHBIX BOMPOCOB IO H3y4aeMOM TeMme,
MOJIy4YEHUE Pa3bsICHEHUI M PEKOMEH Al IO TaHHBIM BOMpPOCaM C MperoaBareasiMu Kadeapsl
Ha UX €KECHEJENbHBIX KOHCYJIbTAUAX;

— TMpOBeJIeHHEe CAaMOKOHTPOJISl IIyTEM OTBETOB Ha BOIPOCHI TEKYILIEr0 KOHTPOJIS 3HAHUMH,
pellleHusl TMPeACTaBICHHBIX B Y4e€OHO-METOIMYECKMX Marepuanax Kadeapbl 3ajad, TECTOB,
HanucaHus peepaToB U 3CCE MO OTAETbHBIM BOIPOCAM U3y4aeMOM TEMBI.

CemuHapckue 3aHATUS 3aBEpLIAIOT H3Yy4YE€HUE Hambolee BaXXKHBIX TEeM Yy4eOHOM
JuctuiuinHel. OHM CayXaT s 3aKpeIUIeHMs] MU3yYEHHOrOo Marepuala, pa3BUTHUS YMEHUH U
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HABBIKOB TOJTOTOBKHU JIOKJAJ0B, COOOIICHWI, MPUOOPETeHUs OMbITa YCTHBIX MyOIMYHBIX
BBICTYIUJICHUM, BEJEHUSI NMCKYCCHUM, APTYMEHTAIlMM W 3alllUThl BBIABUTAEMBIX TMOJIOKECHHH, a
TaKkKe JUII KOHTPOJIA TMperojaBaTelieM CTEIeHH MOATOTOBICHHOCTH OOYYaroIIUXCs TIO0
M3y4aeMou TUCIUIUIUHE.

MeTtoauyeckue ykazaHus AJs 00y4arOLIUXCS M0 OCBOEHUIO TUCHUILIUHBI /151
CaMOCTOSITEIbHOM padoThI

MeTtoauka opraHu3alli CaMOCTOSITENIbHON paboThl CTYJAEHTOB 3aBUCUT OT CTPYKTYPBI,
XapakTepa U OCOOECHHOCTEW HM3y4aeMOW AMCUMIUIMHBI, 00bEMa 4acoB Ha €€ H3y4eHHUe, BUAA
3aJJaHUM JJI CaMOCTOSITENIbHON PabOThl CTYICHTOB, MHIUBUIYAIbHBIX OCOOCHHOCTEH CTYJCHTOB
U YCIIOBHH yueOHOH e TeTbHOCTH.

I[Ipy »>TOM mpenonaBaTenb  Ha3HAyaeT  CTYACHTaM  BAapUAHThl  BBINOJIHEHUSA
CaMOCTOSITENIbHOW ~ pabOThl, OCYILECTBIIIET CHUCTEMAaTHYECKUH  KOHTPOJb  BBIIOJHEHUS
CTyIeHTaMH rpaduKa CcamMOCTOSTEIbHOM paboThl, NPOBOAMT aHAIMW3 M JAET OLEHKY
BBITIOJIHCHHOU PaOOTHI.

CaMocrtosiTenbHasi paboTa OOy4aromMXCs OCYLIECTBISIETCS B ayJAUTOPHOH U
BHeayuTopHOU (hopmax. CaMocTosTeIbHAST Pa00Ta 00YUAIOIIMXCS B ayTMTOPHOE BPEMSI MOKET
BKJIIOYATh:

— KOHCIIEKTHPOBAaHME (COCTABJIEHHWE TE3UCOB) JIEKIMI, BBINOJIHEHUE KOHTPOJIBHBIX
pabor;

— pelIeHue 3a1ady;

— paboTy cO CIPaBOYHON U METOJUYECKOMN JIUTEPATYPOH;

— paboTy ¢ HOpPMATHUBHBIMH MIPABOBBIMH AKTaAMU;

— BBICTYIUICHUS C JOKJIaJJaMH, COOOLIEHUSIMU Ha CEMUHAPCKUX 3aHATUSAX;

— 3aIIUTY BBIMIOJHEHHBIX padoT;

— ydacTu€ B ONEPAaTUBHOM (TEKYyILEM) ONpPOCE MO OTACIbHBIM TeMaM H3ydaeMou
JTCHUTITAHBI;

— ydacTue B COOECEIOBaHUAX, JENOBBIX (POJNEBBIX) WIpax, TUCKYCCHUSX, KPYIIIBIX
CTOJIaX, KOH(EPEHIIMSIX;

— yd4acTue B TECTUPOBAHUH U JIp.

CamocrosTenbHast paboTa 00y4aronuxcs BO BHEAYAUTOPHOE BPEMsI MOXKET COCTOSTh U3:

— TOBTOpPEHUE JIEKIIMOHHOTO MaTepuraa,

— TIOJITOTOBKH K CEMUHAapaM (TIPAKTUUECKUM 3aHSATHUSIM);

— H3y4YeHHs yueOHOU U HayuyHOU TuTepaTyphl;

— W3YyYEHHs] HOPMATHUBHBIX MPABOBBIX aKTOB (B T.4. B AJICKTPOHHBIX 0a3ax JIaHHBIX ),

— peuieHus 3a/1a4, BEIIAHHBIX HA IPAKTUYECKUX 3aHATHSIX;

— TMOATOTOBKH K KOHTPOJIBHBIM paboTaM, TECTHPOBAHUIO U T.1I.;

— TMOATOTOBKH K CEMHHApaM YCTHBIX JIOKJIaI0B (COOOIIeHu ),

— MOATOTOBKH pedeparoB, 3¢C€ M HHBIX WHIANBUAYAIbHBIX MUCHMEHHBIX paboOT 1O
3a/IaHUIO TIPETNO0/IaBaTels;

— BBIMOJIHEHHUS KYPCOBBIX PabOT, MPETYyCMOTPEHHBIX YIECOHBIM IIJIAHOM;

— BBIIETIEHWE HauOOoJIee CIIOKHBIX W TMPOOJEMHBIX BOIPOCOB MO HM3y4yaeMOW TeMme,
MOJIyYeHUE Pa3bsICHEHUN M pPeKOMEHAI Mo TaHHBIM BOIIPOCaM C MpenoaBaTesiMu Kadeapbl
Ha UX €KEHEJIEJIbHBIX KOHCYIbTAIUX;

— TMpOBeJIeHHEe CAaMOKOHTPOJISL IIyTEM OTBETOB Ha BOIPOCHI TEKYILIEr0 KOHTPOJIS 3HAHUMH,
pellIeHus TPEICTABICHHBIX B YUeOHO-METOIMYECKUX MaTepraiax Kageapsl 3a/1a4, TECTOB;

— HamucaHus pedepaToB U 3cce MO OTAETBHBIM BOIIPOCAM U3y4aeMOM TEMBI.

— TIOJITOTOBKHU K CEMHUHApPaM YCTHBIX JOKJIAJIOB (COOOIICHUH);

— MOATOTOBKH pedeparoB, 3¢C€ M HHBIX HHIAUBUAYAIbHBIX MUCBMEHHBIX paboT MO
3aJJaHUIO TPETo1aBaTess;
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— BBINOJIHEHUS KYPCOBBIX paboT, MPEIyCMOTPEHHBIX YUeOHBIM IIIAaHOM;

— BBINOJIHEHUS BBIIYCKHBIX KBAIN(UKAMOHHBIX padoT U JIp.

— BblJEJIEHUE Haubosee CIOXHBIX M IMPOOJIEMHBIX BOIPOCOB IO H3y4yaeMOH TeMe,
HOJIy4eHUE Pa3bsICHEHUHM U peKOMEHJalUi 110 JaHHBIM BOIPOCaM C IPEenojaBaTesiMu Kageapsl
Ha UX €KEHEEIbHBIX KOHCYJIbTALUAX;

— IIPOBEJEHUE CAMOKOHTPOJISA IIyTEM OTBETOB HAa BOIPOCHI TEKYLIETO KOHTPOJIS 3HAHWM,
peLIeHHs IPEICTABICHHBIX B y4eOHO-METOAMUECKUX MaTepranax kadeapsl 3ajau, TECTOB;

— HanucaHus pedepaToB U 3CCE MO OTACTHHBIM BOIPOCAM U3y4aeMOM TEMBI.
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