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1. TlosicHuTebHas 3aMIUCKA

Heap n3yyeHusi AUCHMILVIMHBI: U3yUYE€HUE TPUEMOB CO3JaHMsI TaOJIHII, TUarpamMmm, BBO1a
dbopMyI, 3HAKOMCTBO CcIlymaTeleldl C mpuemMamMu paboTel B mporpamme Microsoft Excel,
OBJIaJICHUE TMpHEMaMU pabOTHI JUIsl CO3JAHUS DJIEKTPOHHBIX TaOJUI, pacueTa OMpeesIeHHBIX
JAHHBIX.

MecTO IMCHUIUIMHBI B Y4e0HOM IJIaHE:

[IpennaraeMelii Kypc OTHOCUTCS K IUCIHMIUIMHAM 0a30BOM dYacTh 00pa3oBaTenbHOU
nporpammbl 37.03.01 Ilcuxonorus. ConpanbHas ICUXOJIOTHSL.

Mucnumauna «Microsoft Office (Excel)» ofecnieunmBaeT oBJIajieHHe CJIeIYIOIHMHA
KOMIIeTeHIUSIMU:

[Tponomxkaer popmupoBanue o0IEnpohecCHOHATFHON KOMITETECHIINN:

CIOCOOHOCTH pellaTh CTaHIAPTHBIC 3a/1a4k MPOPECCUOHANBHON AESITETFHOCTH HA OCHOBE
UHPOPMALIMOHHON © OuOnIMorpaguueckoil KyJIbTypsl € TPUMEHEHHEM HH()OPMAIMOHHO-
KOMMYHHKAIIIOHHBIX TEXHOJOTHMM M C Y4eTOM OCHOBHBIX TpeOoBaHMN HWH(OPMALMOHHON
6e3zonacHoctu (OITK-1) — 3 sram.

[Iponomxaer hopmupoBanue npodeccuoHaAIbHON KOMIIETEHIIUU:

CIIOCOOHOCTh K  MPOBEICHUIO  CTAaHAAPTHOTO  MPHUKIAJAHOTO  HWCCICIOBAaHHS B
omnpenenentoii obmactu necuxonoruu (I1K-8) — 3 srar.

Jransbl GopMUPOBAHUA KOMIIETEHINH
(3aouHas opma o0yueHust)

Kon DopmyIHpOBKa YyeOHas guCIHUIUINHA Cemectp Oran
KOMIICTCHIIMH | KOMITCTCHITUU
OIIK-1 CIOCOOHOCTHIO Microsoft Office 2 1
pelaTh CTaH1apTHbIE (Word) B
3aa4n npodeccuoHanbHOM
npodeccnoHanbHOM JIESITENIbHOCTH
JeSTeILHOCTH Ha Matemarudeckas 3 2
OCHOBE CTaTHCTUKA
MH(POPMALMOHHON 1 Microsoft Office 3 2
oubnmorpaduueckoit (Power Point) B
KYJBTYPBI C npo¢eCCHOHATBHON
MIPUMEHEHHEM JIESITENIbHOCTH
MH(POPMALMOHHO- | OGMIENICHXOIOTHYECKHUI 4 3
KOMMYHHKAITHOHHBIX IPAKTHKYM
TEXHOJIOTHH 1 € Maremarudeckue 4 3
Yy4€TOM OCHOBHAIX METOBI B ICUXOJIOTUH
TpeOoBaHU Microsoft Office 4 3
nH(pOpMaITMOHHOM (Excel) B
be3omacHoCTH npodeccuoHanbHOM
JIESITEIIbHOCTH
HNudpopmannonusie 5) 4
TEXHOJIOTHH B
TICUXOJIOTHH
MeTogoornyeckue 6 5
OCHOBBI TICUXOJIOTUH
DKcrepuMeHTaTbHAs 6 5
TICUXOJIOTHUS
IK-8 CIOCOOHOCTBIO K Microsoft Office 2 1
MIPOBEICHUIO (Word) B
CTaH/IapTHOTO npodeccroanbHON

3




IIPUKIIAAHOT'O JACATCIIbHOCTH

UCCJIEJOBAaHUS B Microsoft Office 3 2

OTIpeICIICHHOM (Power Point) B
00J1aCcTH TICUXOJIOTUI npodeccroanbHOR
JIeSITEITbHOCTH

Microsoft Office 4 3
(Excel) B
npodeccroanbHOR
JIeSITETTbHOCTH

ConmanpHas 6 4
[ICUXOJIOTUSA

Metoasl conuaiIbHO- 7 5
[ICUXOJIOTUYECKOTO
HCCIIEIOBAHUS

OTHOIICUXOJIOT U 10 6

I'ennepHbie 10 6
HCCIIENOBAHUA B
COIIAJILHON
IICUXOJIOTHH

Kpocc-kynbrypHbie 10 6

UCCIIC/IOBAaHHS B
COIIMAJIbHON
TICHIXOJIOTHH

B €3yJbTaTeC 0OCBOCHUSA JUCHHUIIIIMHBI oﬁyqaloumﬁcsl JOJIKCH:

OIIK-1 | 3nars:

- OCHOBHBIC BO3MOXXHOCTH TabimuHoro pemakropa Microsoft Office Excel mns
UCIIOJIb30BAaHUS €r0 B MPO(ECCHOHATIBHOM AeATEILHOCTH;

Ymersn:

- cO3/1aBaTh, peAaKTHPOBaTh Tabmuiel B peaakrope Microsoft Office Excel

- pemaTth TpodeccHOHATbHBIE W  ydyeOHblE 3aJa4d C  [PUMEHEHHEM
UH()OPMAIIMOHHO-KOMMYHUKAIIMOHHBIX ~TEXHOJOTMH M € Y4YeTOM OCHOBHBIX
TpeboBaHuit THHOPMAITMOHHON O€30MaCHOCTH.

Baanerb:

- OCHOBHBIMH METO/IaMH, crocob0amMu o0paboTku Tabmuil B pemaktope Microsoft
Office Excel, xak cpencrsa ynpasieHust ”HQOpMaImen;

I1K-8 3HaTh:

- mpaBuJIa U crocoObl opopmutenus Tabiun B penakrope Microsoft Office Excel.
Ymern:

- ucrosik30Bath TabnmuHbl pepakrop Microsoft Office Excel B mpodeccronanbHoit
JEeSTeNIbHOCTH JUIsl cOopa 1 00paboTku nHopManuy;

Baanern:

- HaBBIKAMH I'PAMOTHOTO M TPABHIBHOTO O(QOPMIICHHS TOKYMEHTOB B TaOJIMYHOM
penakrope Microsoft Office Excel.

@opMBbI  TEKYyLIEro KOHTPOJISI YCIEBAEMOCTH CTYAEHTOB: YCTHBIM  OINpOC,
npakTudeckas pabdora, pedepar, J0KIaa, KOHTPOJIbHas paboTa.
DopMbI IPOMEKYTOYHON ATTECTALUM: 324ET



2. CTpykTypa u cofep:KaHus TUCHUILTHHBI
TpynoeMKoCTh 2 3a4eTHBIX SAMHUIIBI, 72 Yaca, U3 HUX:
3ao04Hast popma oOydeHus: 8 mpakrudeckux, 60 4acoB caMocTosATENbHON paboTh, 4 yaca
Ha KOHTPOJIb.

2.1. TemaTyecKuii MJIaH y4eOHOM TUCHUTITHHBI
(3aounasi popma oOyueHus )

HaunMeHoBaHHne KoanuecTBO 4acoB 1O
pa3aesioB U TeM yuyeOHOMY IIaHY
« Bujbl yueOHol padoThl
§f AyauTopHasi pabora 5
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1. 3unaxkomcTBO ¢ Excel 12 - 2 - 10
2. Pa6ora B Excel 12 - 2 - 10
3. | Hacrpoiika paboyeld KHUTH 11 - 1 - 10
4, Pabora ¢ mauabIMu 11 - 1 - 10
5. [TpoBeneHME BbIUMCICHUN 11 - 1 - 10
6. @uibTpalys CHUCKA JUIsl IOUCKA HYKHOM 11 - 1 - 10
uH(pOopMalun
KonTpons 4
Bcero: 72 - 8 - 60




2.3. TemaTnyeckuii IVIaH MPAKTHYECKHUX (CEMUHAPCKHUX) 3aHATHIA

[
= =
ElA HaumenoBanue KosmyecrBo
c 2 pa3aesioB U TeM 4acoB
=3
1 2 3
1 3uaxoMmcTBO ¢ Excel 2
2 Pabora B Excel 2
3 Hacrpoiika paboueit kKHUTH 1
4 Pabota ¢ manabIMu 1
5 [TpoBeneHME BBIUMCICHUN 1
6 OwibTparys CrrucKa sl IOUCKa HYXKHOW WH(OpMaIun 1
Bcero: 8

HpaKanecKHe (CeMI/IHapCKI/Ie) 3aHATHA 110 TEMaM

Tema 1 3naxkomcrio ¢ Excel
IIpakTuyeckas padora Ne 1
IMpu 3amycke EXxcel mosBisiercst mycroit mgokymeHT. C 3TOrO MOMEHTa BBl MOXKETE
BBOJIUTh MH(OPMAINIO, U3MEHATh O(OpMIIEHHE TaHHBIX, 00pabaThiBaTh JaHHBIE WM HCKATh
uHdopmarmio B Qaiinax crnpaBku Excel. Cnenyromuii prucyHOK mokasbsiBaeT HanOoIee BayKHbBIC
sneMeHThl B OkHe EXcCel, 1Ba m3 koTophix siBisitoTcs HOBOBBeaeHusmu B Excel 2002: oxno
paboyeil KHUTH, MaHeNb IJIaBHOIO MEHI0, cTpoka ¢opmyi, naHenb CraHgapTHas U IaHeNlb
dopmatupoBaHue, CTPOKa COCTOSIHUSL, (HOBOE B 3TOW BEpCHUU) AMAJIOrOBOE OKHO 3a1aTh BONPOC
(Ask A Question) u obmacTs 3a1a4.

MaHenb wHCTpwieHT 08 CTaHgapTHan Muanorosoe okHO

Bsegure Bonpoc
{Ask a Question)

=18l
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Foroeo I

CrpoKa cocTOofHMA OGnacrb 3agay

['maBHOM COCTaBHO#M YacThiO JOKyMeHTa EXCel siBiseTcst mosie, KOTOpOE COICPIKHT
onpeneneHnyo uHpopmainuoo. B EXcel 3to mone HaspiBaercs sueiikoit. Kaxnmas sdelika
HAXOJUTCS Ha MEPEeCeYeHUH CTPOKHU (TOPU3OHTAIBHOW IMOCIIENOBATENILHOCTH sY€EK) U CTOjOLa
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(BEepTUKATBHOM IOCIEIOBATEILHOCTH SUYEEK); CTPOKH OOO3HAUEHBI YHUCIAMH, a CTOJOLBI -
oykBamu. Homep crpokn m OykBa cToyiOIia, 0003HAYANOIIME OMNPEIACICHHYIO SUYCHKY,
HA3BIBAIOTCSl CCBUIKON Ha siueliky. Hampumep, siaeilika B JIeBOM BEpXHEM yIiIy OKHa paboueit
KHUTH uMeeT cchliky Al. PabGounii auct coctout u3 Habopa CTPOK U CTOJIOLOB U MPEACTABIISAET
cTpanuiy B mokymente Excel. PaGoueli xHuroit, B cBOI o4epejib, Ha3bIBAIOTCS OJIUH WM
HECKOJIBKO pabo4MX JINCTOB.

Coser. Co3naBas nokymeHT Excel, BbI co3maere pabodyio KHHUTY C TpeMsi pabOYUMH
JUCTaMH.

Pabouass kHuTa, KOTOpyIO pazpaborana s CBOCH KoMmMmaHuu ee Buaaener Katpun
Tepuep, umeer Tpu paboyMX JHCTA, B KaXKIOM U3 KOTOPBIX COICPXKUTCS HHPOpMAIUs O
NPOAYKTaxX, MOJUIeKAIINX POZHUYHON npoaaxe. Karpun HaszBana pabouyto kuury "ToBapel" u
BEJIET 3aIUCcH O QypHUTYpEe HAa OJHOM paboyeM JIMCTE, O CaZJOBOM HMHBEHTape Ha APYyrom u o0
MHCTPYMEHTax - Ha TpeTbeM. Ha kaxmom pabouem JMCTE OHA UCHONB3YET TPH CTOJOLA st
3anucy HJIeHTU(UKAIMOHHOTO KOJa TOBapa, OMUCaHUS W IeHbl. Bed 3ta uHbopMmanus
COCTABJISIET CIMCOK JaHHBIX.

Bb1 MoxeTe coznaBaTh u OoJiblie TpeX paszienoB B paboueii KHUIe Ha OJHY U TY K€ TeMY,
MPOCTO CO3/7aBasi JOIOJIHUTEIbHBIE pPA0OUYMEe JIMCTHI; OJHAKO, €CIM BBl XOTHUTE XPaHUTh
uH(GOPMAIIMIO 0 YEM-TO JAPYrOM, BaM CTOUT CO3/1aTh HOBYIO pabouyio kHury. Hampumep, ecinu
0b1 KaTpuH X0Terna 3anmuceiBaTh HHPOPMAIIHIO O Pa3IMYHBIX KATETOPUSIX TOBAPOB, ITPOJABACMBIX
koMrtanuert "Bce st caga', HanpuMep, 0 pa3HOBUIHOCTSIX PAaCTCHUI, OHA Obl CO37ajla HOBBIN
pabouwmii et "ToBapsl" U BBOAMIIA ObI NaHHBIC B 3TOT pabouwmii imct. OgHAKO, eciau Obl OHA
XoTena 3amucaTh MHQOpPMALMIO HA JPYTY0 TeMy, MPEANONOKHM, O TOKYMaTeNsaX, U HX
KOHTaKTHYIO HH(OPMAIIHIO, HA/I0 OBIIIO OBl CO371aTh HOBYIO paOb04yI0 KHUTY.

CoBer. Kaxpmas pabouass KHHra coAepXUT HMH(OPMALUIO Ha OIPEACTICHHYIO TEMY,
Harpumep, "Tlponykter", "llokymarenmu" wimm "OO0BbemM mpomax", B TO BpeMs KaK KaxIblid
pabounii JUCT CONEPKUT AaHHbIE 00 OOBEKTax, OTHOCALIMXCA TOJNBKO K JaHHON TeMaTuKe,
Harpumep, uHdOopMaIuIo 0 Pa3HOBUIHOCTSAX MPOIYKTOB,
MPEMOYTUTENbHBIX/HETIPEATIOUYTUTENbHBIX ~TIOKyHaTensax win uHpopMmanuio 00 obbeMax
MpoAaX 3a TOT U UHOW MECSII.

[uanorosoe okHO BBeaute Bompoc (Ask A Question) - HOBasi onuus B 3TOM BEPCUU
Excel. Tenepr MOXHO BBECTH BOIPOC B ATOM AUAIOrOBOM OKHe, U Excel Bbmact momorrs mo
TeMe, COOTBETCTBYIOMIEH Bompocy. OKHO MOMOTaeT OBICTPO M JIETKO MOTYYUTHh MOMOIIb CPaszy
1ocjie TOro, Kak y Bac BO3HUK BOIPOC, HE OTBJEKAasCh Ha APyrue JCHCTBHUS MO IMOIYYECHUIO
CIIpaBKH.

Ob6unacTp 3a1a4, TakKe SBISIONIAscS HOBOBBeIeHUEM B 3Toi Bepcuu Excel, mo3pomisier
OTKpBIBaTh (ailsibl, BCTaBIATh MHPOpManmio u3 0ydepa oOMeHa U co3AaBaTh Kak HOBBIE, TaK U
Oasupyronirecs: Ha CymiecTByromux ¢ainax, padoyne kaura. OrpomMHas mojbp3a 00JacT 3aaa4
3aKJTFOYAeTCs B TOM, YTO OHA OOBEIUHSIET MHOXKECTBO OOIIMX 3a/1ad, TAKMX KaK OTKPBITHE WU
CO3JIaHMEe HOBBIX (ailioB, B OJJHOM MECTE M TO3BOJISIET OCYIIECTBIATH ATH OMEPAIHMH OJHUM
[IETYKOM MBIIU. EJIMHCTBEHHBIN HEIOCTaTOK OO0NacTH 3aJad B TOM, YTO OHA 3aHUMAaeT
JIOBOJILHO MHOTO 3KpaHHOTro mpocTpaHcTBa. OJIHAKO 3TO HE JOKHO MemaTh paboTe, T.K. BbI
MOJKETE JIETKO BBI3bIBaTh U yOUpaTh 3Ty maHens. B MmeHto Bua (View) mienkHUTE Ha MyHKTE
Obuaactb 3agau (Task Pane) ; Excel ckpoer o0nacTs 3ama4, eciu oHa 0TOOpakaeTcsl B TaHHBIN
MOMEHT, U OTOOpa3UT ee, eCIM OHa CKPhITA.

Baxno. Ecnu Bbl eme He ycTaHOBWIM YdeOHble (ailibl, 4ToOBI MpopaboTarh
YIpaKHEHU ], IPUBEICHHBIE B 3TOM JIEKI[UU, TO YCTAHOBUTE UX.

IIpakTuyeckas padora Ne 2

[Tpu 3amycke Excel mporpamma otoOpaskaeT 4MCTBI pabO4Midi JTUCT M 00NACTh 3ajaad,
HaXOJIIytocsl crpaBa. Bel Moxere HadaTh BBOJ MHGOpMauu B siueiiku pabodero jucra Judo
OTKPBITh CYIIECTBYIOINIYIO pabodyio KHUTY. B crieayronmx ynpakHEeHUsX Bel Oyznere paboTaTh ¢
HECKOJBKHUMH Pab0YMMU KHUTaMH, KOTOPBIC YXKe ObUTH CO3/1aHbl 111 komnanuu "Bee mist cama".



[Tocne Toro, Kak Bbl BHECTH HEOOXOAMMBIE M3MEHEHHUS B PabOUyl0 KHHUTY, BaM HYXHO OyneT
COXPaHUTH €e.

Kornma BeI coxpansere ¢aiin, Bbl 3aMEHsETE MPEIbIIYLIYI0 KOMUIo (Qaiia ero HOBOH
Bepcueil. Ecau Bbl XOTUTE BHECTH M COXPAaHUTh M3MEHEHHUs, HO OCTaBUTh [E€PBOHAYAIBHYIO
KOMHIO (aiiyia, BBl MOXKETE UCIOIB30BaTh KoMaHly CoOXpaHHUTh Kak (Save AS) 1l COXpaHEHHS
¢aiina moa HOBBIM UMEHEM.

CoBer. Kak uwacto HYXHO coxpaHATh (aiibl mpu padorte? JKenmareabHO COXpPaHSThH
U3MEHEHMs KaXKJple Mojyaca WIN JaXe ISIThb MUHYT, HO Jy4Ylle BCErO COXPaHATh U3MEHEHUs
Cpa3y Ioclieé TOro, Kak OHU OBLIM BHECEHBI, IMOCKOJBbKY BaM OyIeT HENPHUATHO BBHIOIHATH
JBaXK/Jbl OJTHY U Ty e paboTy.

Bbl Takke MOXeTe MCIOIb30BaTh KHOIKU B JUAJIOrOoBOoM okHe CoxpaHuTh Kak (Save
As) s mpucBoeHHsi apyroro ¢opmara coxpansemomy o¢aiiny. Hampumep, Katpun Tephep,
coxpanmia Obl ¢aitn Excel B npyrom dopmare, eciu Obl et U Oyxranrepy KOMIAHHH, KOTOPBIN
0OBIYHO HCTIONB3YET APYroe MPUiIokKeHHe, ObLT HEOOX0AUM OOIIUI TOCTYH K ATOMY (aiiy.

FileOpen

B atom ynpaxuenuu Bol 3anmycture Excel uz menro Ilyck (Start) u oTkpoere auanoroBoe
okHO OTKpBITH (Open), 4TOOBI OTKPHITH CYIIECTBYIONIYI0 pabouyto kHury. [locime OTKphITHS
paboueil KHUI'M Bbl U3MEHUTE LIEHY TOBapa U COXpaHUTE pabOuyr0 KHUTY JIBaX/bl: CHayaya Kak
pabouyro kaury Excel, a 3arem - kak ¢aiir Lotus.

1. B oGmactu 3amau menkHute Ha kHomke Ilyck (Start), ykaxxute Ha IIporpammsi
(Programs) u Beioepute Microsoft Excel. [TosiButcs rimaBHoe okHO mporpammbl Excel.

2. Ha mnanenum wuHcTpymeHTOoB CTaHgapTHas IIEJKHUTE Ha KHonke OTKPBITH

(Open) & Tospurcs nuanorooe okHO OTKpbITHE AoKyMeHTa (Open).

Cogert. [Ipu oToOpakeHHOI 007aCcTH 3329 BBl MOXKETE OTKPBITh HYKHBIN (haiiin, BEIOpaB
ero u3 cnucka ¢aisioB nmoa 3arojgoBkoM OtkpsiTHe KHHIM (Open A Workbook), n1bo
IIEJKHYB Ha COOTBETCTBYIOIIEM MMEHHU paboueil KHUTH, KOTOPYIO BBl XOTUTE OTKPBITh, HIH K€
nienkHyB Ha cTpoke Knuru (More Workbooks) it nosiBinenust quanoroporo okHa OTKpsbITHE
nokymenTa (Open).

3. IllenkHure Ha KHOMKe HUcmajaromero MeHio npocmorpa Ilamka (Look In) u
BbIOEpUTE JKECTKUH IUCK, Ha KOTOPOM YCTaHOBJIEHbI y4yeOHble daitnbl "Illar 3a marom".
[TosiBsiTCs hailyipl M MANKK Ha BallleM >KECTKOM JIMCKE.

4. Boiiaure B manky Office XP SBS u aBaxkabl menkuuTe Ha nanke Excel.

5. JIBaxnsl menkaute Ha nanke Chap05. Otobpassites Gaiabl U manku, HaXOASIHeCs
B nmanke Chap05.

6. JBaxnasl menkaute Ha daiine FileOpen.xls. Otkpoercs daiin FileOpen.xls.

7. Illenkaure Ha sigeiike C16 um waGepute 16,95. Uudopmanus B sueiike C16
nu3MeHuTcs Ha $16.95.

8. Ha nmanenu mucTpymenToB CTaHnapTHas HaXMuTe KHONKY COXpaHMTb (Save)g.
Excel coxpaHut Baim U3MeHEHUs!.

9. B mento ®aiia (File) Beioepure Coxpanuts Kak (Save As). [losiButcs nmuanorooe
okHO CoxpaHeHue J10KyMeHTa (Save As).

10. Illenxaute Ha oste Umsa ¢aiiaa (File name), ynanure cymectByromee ums (aiina
u Habepute SaveAs.

11. Hlenxaute Ha mosie Tum daiisa (Save as type) uisi OTKPBITHUS CIHCKAa THIIOB
daitnos u BeiOepuTe WK4 (1-2-3) (*.wk4).

12. Haxmute kHomky Coxpanuth (Save). [losBUTCS  IuaioroBoe  OKHO,
IpEeNyNpexaaolee O BO3MOXKHONW IOTEpE HEKOTOPHIX JaHHBIX AokymeHTa. lllenxkHure Ha
kHorke Jla (Yes), uToOBl COXpaHHWTH APYT'YIO KOIMIO Baimiero AOKyMeHTa B (aiine dopmara
Lotus ¢ umenem SaveAs.wk4.



IIpakTyeckas padora Ne 3

ITocne oTkpbiTHs pabodell KHUIM BBl MOXETE€ IIpOCMAaTpuUBaThb M H3MEHATh €€
conepxumoe. UToObl M3MEHHUTH ONPEACICHHYI0 MH(POPMALIMIO, HAIIPUMEP CTOMMOCTH HOXKHHUII,
BBl MOXKETE NEPEUTH K COOTBETCTBYIOILIEH STYEMKE U 3aT€M BHECTH HYKHbIE U3MeHEeHHUs. 13 aToi
SYCUKH BBl MOXKETE NEepedTH B APYTYIO sUEHKy 3TOro ke paboyero jucra WM MEPEeHTH K
apyroMmy Jsucty paboueil knuru. Ilepexon k npyromy pabGouemy JIHMCTY OCYHIECTBISIETCS C
MIOMOIIBIO IIeNTYKa Ha SPJIbIUKE JIMCTA, PACIIOI0KEHHOM B JIEBOM HI)KHEM YIITy OKHa paboueit
KHUTHU.

Bb1 MoxeTe mepexoiuTh K HY)KHOH siueiike MHOTHMMH CIIocOOaMu, HO yJoOHEe BCero
MIPOCTO IICIKHYTh Ha HY)XKHOM siueiike. Sluelika, Ha KOTOPOW BBI IIECJIKHYJIU, OYJIET BbIIEICHA
YepHOUW PaMKOH, U €€ COIAEPIKUMOE, €CIIM OHO TaM €CTh, OyJIET OTOOPaKEHO B CTPOKE (GOopMyIL.
Korga siueiika BblJesieHa, OHA SIBJISAETCSI aKTMBHOHM ; TO O3HAYAeT, YTO Bbl MOYKET€ BHOCHUTb
U3MEHEeHHs B ee cojaepkumoe. s BbiOOpa TpyMIbl siueeK, HHaye - JAUana3zoHa s4yeekK, MpocTo
IIEJIKHUTE Ha MEepBOH sueilike BbLIENIEMOM 00JIaCTM M MEpeTalluTe yKa3aTellb, yAepKHUBas
KHOTIKY MBIIIH, Yepe3 SUYCHKH, KOTOPHIE BBl XOTUTE BBIIEINUTH. BBIOpaB siueiiky mim o0nacTh
A4YeeK, Bbl MOXETe BbIPE3aTh, KOIHUPOBaTh, YAAIATh WJIM HM3MEHATh (OpMaT COJIEPKUMOIO
STYeWKH WM quanazoHa saeek. Hanmpumep, Koatpun TepHep, MOKeT MOHAIOOUTHCS CKOMMPOBAThH
LEHbl Ha MATh CaMbIX HOIYJSPHBIX TOBAapOB M3 CAJOBOrO WHBEHTAps HAa HOBYIO CTPaHUILY,
KoTOpass Oymer oroOpakaTh HamOojiee MpoJaBacMble BEIIM B KaKIOW KAaTErOpUd TOBAPOB,
IpeJ1araéMblX KOMIIAHUEH.

Baskno. Eciu BbI BbIIEIII€TE TPYIILY SIYEEK, IIEpBas SAYEHKA, HA KOTOPOM BbI IIECIKHYJIH,
SBJISICTCS AaKTUBHOM.

Bbl He orpaHrueHbl B BO3MOKHOCTSIX BBIJEJICHUS YEEK MO0 MO OTAEIBHOCTH, JTM00 KaK
yacTu jaucra. Hanmpumep, BaM MOXeT MOTpeOOBaThCS MEPEMECTUTh CTOJOEL C JAAHHBIMU I10
[IEHaM Ha OJHY MO3MIIMIO BIPABO, YTOOBI OCBOOOIUTH MECTO Ul CTOJOLA ¢ MHpopMauuen o
KaTeropuu, kotopoi mpuHaiexur toBap (Com.toBapbl, MHCTpymMeHThl, VHBEHTapp U T.1.).
Uto0bl mepemMecTuTh BeCh CTOJIOEN (WM Tpynmy CTOJOLOB) OJHOBPEMEHHO, IIEIKHHUTE Ha
3arojIoBKe CTOJIOIa, pacloI0kKEHHOM cBepXy pabouero snucta. Lllequok Ha 3arosoBke cTondna
BBIJIETISIET BCE SYEHKU B 3TOM CTOJIOLIE U MO3BOJISIET BaM CKONMMPOBAaTh B Oydep WM BbIpe3aTh
cTosI0eI] ¥ BCTaBUTH €ro B JII000e MeCcTO paboueil KHUTH.

Onno w3 HOBOBBeneHuit B »Toil Bepcuu Excel - xnomka Ilapamerpst BcTaBku (Paste
Options), KOTOpas MOSIBJIsIETCS MOC/Ie KONUpoBaHus B Oydep nHpopmaun 13 s4Yelkyu U BCTaBKU
ee B J11000e MecTo pabodeil KHUTH.

AL B [
1 |Npueer, Excelll. ﬁmmca
2 apaMeTpEI
3 BCTABKH
4

ITocne menuka Ha kHonke Ilapamerpsl BecraBku (Paste Options) mosBuTcS MEHIO C
nepeuHeM JeWcTBui, KoTopble EXcel moxer mpow3sBecTH Haj BCTaBICHHBIMEH U3 Oydepa
JTaHHBIMU. [TyHKTBI 3TOr0 MEHIO IPUBECHBI B TAOIUIE HUXKE.

Onuust JeiicTrBue
Coxpanuth ¢opMmaTsl BeraButh conepxxumoe 6ydepa oOMeHa (KOTOPBIM COAEPKUT MOCIEIHIO0
OpUTHHANA UH(OPMAIIHIO, CKOMUPOBAHHYIO WJIM BBIPE3aHHYIO) B HY)KHBIE sUCHKU U
oTgopMaTHpOBaTh JaHHbIE TakK, KaK OHU ObUIM OT(HOPMATHUPOBAHBI
NEPBOHAYAIIBHO.
Hcnonb3oBath BcraButhe comepkumoe Oydepa oOMEHa B HYXKHBIE SYCHKH U

dbopmaTel KOHEYHBIX OTHOPMATUPOBATH JAaHHBIC, HCIOJB3YS TEKYIIUH ¢GopmaTr IaHHBIX B
sTIeeK KOHEYHBIX TYEHKaXx.

3HaueHUs u BeraButh conmepxkumoe Oydepa oOMeHa B KOHEUHBIE SYEHKH C
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dbopMaTel yrcen COXpaHEHHEM BceX JopMaToB YHCET.

Coxpanuts mupuny BeraButh comepxumoe Oydepa oOMeHa B KOHEUHBIE SIUCHKH M U3MEHHUTH
CTOJIOIIOB OpUTHHANIA Pa3Mep CTOJIOIOB KOHEYHBIX SYEeK JUIsl COBIAJCHUS HMX IIUPUHBI C
MIMPUHOM CTOJOIIOB HCXOHBIX STYEEK.

Tonbko hopmaTsl [Tpumenuts ¢GopmMar HCXOAHBIX SYEEK K KOHEYHBIM SYEHKaM, HO He
KOIIMPOBAThH COJEPKUMOE UCXOIHBIX SYEEK.

Ccpuiku Ha siueiikn OTOOpasuTh COACPKUMOE HCXOIHBIX S4YEeK B KOHEUYHBIX sueiikax,
OOHOBJISII KOHEUYHBbIE SYCHKH, KOTJAa COAEPKUMOE MCXOIHBIX sUeeK
MEHSETCH.

Tonbko 3HAUEHUSA BceraButh 3HaueHus W3 CTOJNONA B KOHEYHBIH CTOJIOCI,HCIIONB3YS
CYIIIECTBYIOIIMK opMaT KOHEUHOH STYCHKH.

3HaueHus u BcraButh cronber sueek B KOHEUHBIM CTOJIOEI; MPUMEHUTH (Qopmar
¢dopmaThl OpurHHaNIa CKOMMPOBAHHOTO CTOJIONA K HOBOMY CTOJIOITY.

Coser. Ecin xnonka Ilapamerpbl BcraBkm (Paste Options) He nosiBisieTcs, Bbl
MOJKETe BKJIIOYMUTHh 3Ty (QyHKIuIo, BbIOpaB nyHKT Ilapamerpnl (Options) B menio Cepsuc
(Tools). B mosiBuBIIEMCST IHANOroBoM OKHE ImenkHure Ha BKiaagke Ilpaska (Edit) u 3artem
IIOCTaBbTE TAJIOUKY pAsioM ¢ onmuei OrodpaxkaTs, MeHI0 napamerpoB BeraBku (Show Paste
Options buttons).

IIpakTuyeckas padora Ne 4

B sToM ympakHeHuu BBl mepeiifieTe OT OJHOro padouero JMcTa K Opyromy, u3ydas
TOBaphl, mpemiaracmbie kommnanued "Bce nns cama", m 3atem BbiOepeTe Tpynmy sdeek,
CoJIepKaHuEe KOTOPBIX HaJ0 cKonmupoBath B JUCT O030p Bamei padoueit kHuru. [locie Toro
KaK BBl CKOIMpyeTe W BCTaBUTE U3 Oydepa 3Ty MHPOpPMALHWIO, BBl BBIOEpPETE TPU TMEPBBIX
cronbua Bamtero yucta Beero, ckonupyere ux B 0ydep oOMeHa U nepeABHHETE CTOIOLBI (M UX
COJIEP’)KMMOE) Ha OJHY IO3MIIMI0, YTOOBI OCBOOOAMTH MEpBBIM cronber sl MHpopMaluy,
YKa3bIBAIOILIEH HA NCTOYHUK T€X WU MUHBIX JaHHBIX.

1. Tlepeiinure B yueOnyto nanky Chap05 u naxxp menkaute Ha daiine Zeroln.xls.

2. B neBom HmwxHeMm yriy okHa Excel menkHure Ha sipibruke jgucta Comn.ToBaphbl.
[TostBuTCst pabounii muct Con.ToBapsbl.

3. llenkHuTe mNpaBoil KHONMKOW MBIMM Ha SIPIbIYKE M BO BCIUIBIBAIOIIEM MEHIO
Bei0epute [Maccuduiopa. Otkpoercs padouwnii muct [accudaiopa.

4. IllenkHuTte Ha sApybluke aucta MHCTpyMeHT, 4ToOBl cAenaTh 3TOT pabouyMil JuCT
AKTHUBHBIM.

5. Illenkuure Ha siuetike A3. Suelika A3 craHeT akTUBHOH. 3HaueHue B siueiike A3, "ID
TOoBapa", MOSBUTCS B CTPOKE (OPMYJI U B CTPOKE UMEHH MOSBUTCS CChIJIKA Ha SUEHKY.

CTpOKa MMeHs AYeiku Crpoka ¢ opmyn

E3 Microscft Excel - Zeroln =& x|

@) oxin| [paexa Pna Beraska  oppar omc  Jamee  Oxmo  Cnpaexa EBeANTE BOAPC . X

NP8 SRY FRBAT 9o- @ =-41 Q) 2 s < 10 -E]K gy =2
A3 v A 1D toeapa

41 B | C | D | == | E | G | H | | | =i

1 WHCTpymMeHT

2

3 HanueHoBaHWe ToBapa Uena
4 |TL2243 Capoean nefixa (50 al0imoE) $28,00
5 (TL2697 Mpaam $18.95

AKTHBHaA AYerKa
6. IllenkuuTe Ha syeiike A3 u mpoTauTe Kypcop 1o sueiiku C6. BeimenuTcs quanazoH

SYCEK.
7. Ha mnanemn wHcTpyMeHTOB CraHmapTHas IenkHuTe Ha KHomke KomupoBarh

(Copy) . ConepxuMoe BBIZICICHHBIX SYEEK OyJIeT CKomupoBaHOo B Oydep oOmeHa.
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BrigenenHbie STMEUKN COXPAHIT CBOE COICPKUMOE M OyIdyT 00O3HaueHBI MyHKTHPHOW PaMKOn
(pamKo#, KoTOpas OyJIeT Ka3aTbCs ABMKYIIEHCS BOKPYT TPYIIIHI SUEEK).

8. Illenkuute Ha sipibuke Jarcra Beero.

9. IlosBurcs nuct Bcero. IlleakauTe B HeM Ha sueiike A3 M 3aTeM IICIKHUTE Ha

kHonike BeraButhb (Paste) B Ha maHenu uHCTpyMeHToB CrannapTtHas. Hopmalus, KoTopyro
BbI CKOIIUPOBAJIU, OSABUTCS B siueiikax ¢ A3 no C6 nucta Beero.

E3 Microsoft Excel - ZeroIn = =181 x|

W] @ain Mpaexa Bna Boraeks Gopust  Cepewc  fJasHee  Okvo  Cnpaexa BBeANTE BOOD .8 X
A3 - & 1D ToBapa

Ecamitasianeam o0 [ e | F e [ W | v | o | K |

1 |Bcero I

|

_—3_ ID Tosapa Hoeauwe 1 ULeéwna

|4 |TL2248 Caposans $2800

| 5 |TL2697 pabau $18.95

6 |TL2539 Hokanan $1895

2 2 |

CoBer. B npensinymux Bepcusix Excel HyxHO OBUIO BBIICNATH SYCHKH, B KOTOpPHIE
HEeo0X01uMo ObUIO cKonupoBaTh HH(popMmanuoo. Eciu pazmep BblieneHHONW 001aCTH KOHEUYHBIX
SYEeK He COBIAJaj C Pa3MepOM CKOMHMPOBAHHOW B Oydep obnactu, mporpaMMa He IMO3BOJISIIA
IPOM3BECTH BcTaBKy. B nanHol Bepcuun Excel noctaToyHo mEnKHYTh Ha sgueiike, koTopas Oynet
JIeBOM BEpXHEW SYCUKOH B MpearosaraeéMoi 00IacTH siueeK, B KOTOPYIO BBl XOTUTE CKOITUPOBAThH
JTaHHbIE, U BCTaBUTh UH(pOpMaIHIO B pabounii muct. MckitoueHnemM, 0 KOTOpOM Mbl TIOTOBOPUM
N03XKe€, SBJISETCS Cllydail, KOTJa Bbl BEIPE3Aa€TE U BCTABIISIETE LEJIbIE CTOJIOIBI U CTPOKH.

10. lenxuure Ha spabluke Jsucta HMHerpymenT. Otkpoercs palouuit  aucT
HHcTpyMmeHT.

11. [lenxHuTe Ha MMOJie UMEHU siYeHKU. 3HaUeHHE B CTPOKE UMEHH BBIIEIUTCS.

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

Rimicrosoftexcel-zerotn = 18]I
@_] @ain  [paexa Bna Boraeka Qopnat  Cepewc  dasHee  Oxkno  Cnpaexa GeeanTe Bonp vy - ® X
DESEEa 8R_RY YB@d-<C o- @ z-4] 1103 2l »10 v X X4 E?
B9 - fx HokHUUB! C ANMHHEIMM PYYKasH
S B S T [ = I = S (R [ 1l 5~
1 WHcTpymeHT |
2
;QH ID vogapa Haumenosaune vogapa Uena ‘
4 |TL2243 Capnopaa nefixa (50 al0imoE) $2800
5 TL2897 Mpabu $18.95
6 |TL2539 Hox: ana npuenern $1895
7 |TL2538 MHCTpYMEHTEI ANA NPUENEKH $57 95 |
8 |TL1182 Hexon $10,00
LiJTUJBEQ |H0>mn§u C ANMHHBIMK DY 4KaMN l $654 95 ‘
10 |TLOOZ3 Wwnyes Ans opexos $168.00

13. Illenxuute Ha Moje UMEeHH siuekiku, HaOepute B14 u naxxmute (Enter). Beynenurcs
stueiika B14 co 3nauenuem "[luna nmst moapesku".

14. Illenxuute Ha spubruke aucta Beero. ITossurcs padounii muct Beero.

15. IllenxkauTe Ha 3arojioBKe cTOJONA A. Bhigensarcs Bce sUelKH CTOJIONA, BKITFOYAs
3aroJI0BOK.
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Bd) @ain DOpaexa Bna Boraexa Qopwst  Cepenc  [aHue  Okwo  Cnpaexa BeEANTE BOOP =

NEESY SRY {RB-<C o- @ -4l 10D 2wl <12 - [X]|k 4
Al v & Bcero

B | ¢ | D [ E F [ 6 | H T i

L]
lll‘hli
¥ Xlﬁ

\
11

Bcero

ID toBapa pomanne 1 Lewna
TL2248 Caposan s $2800
TL2697 Mpafinm $1895
TL2539 Hox anan  $1895

FEFEERE

16. Tleperammure Kypcop OT 3aroyioBka crondmna A mo crondna C. Beimenstes Bce siueiiku
B cTosionax ¢ A o C, BKJIFOYasi 3ar0JIOBKU CTOJIOIOB.

17. Ha nanenu unctpymenToB CTaHaapTHasl LENKHUTE HAa KHONIKe Boipe3ats (Cut) & .

18. Illenkuute Ha 3aronoBke cronbma B wu meperammre Kypcop no crtombma D.
Brigenarcs Bce Aadeiiku B cTononax ¢ B mo D, BKimrouas 3arogoBKy CTOJIOLOB.

19. B menio IlpaBka (Edit) menkuure Ha komanne BeraButh (Paste). Conepxxumoe
Oydepa oOmMeHa mosiBUTCs B cTo6max ¢ B mo D.

[BMicosoitbncel-zeoin LI
@g&‘iﬁ Mpaexa Bna Beraska Gopnar  Cepemc  AasHue  Oxkno  Cnpaexa BeesnTE BONY vy .8 X
DEESIRSGRY | IBR-<T v @ = -4 @1 2wl -12 - [X|k Y4 =2
B1 - &+ Bcero

A Ee] i | | et et s [ g o o e | s
1 Bcero 1 Wl
Bz

L3 | ID vopapa Hosaune ) Lena

[ 4 | TL2248 Cagopans $2800

[ 5 | TL2697 paban §18.95

| 6 | TL2538 Hoxanan $1895
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20. Ha manenu mHcTpymMeHTOB CTaHmapTHas mienkHUTe Ha KHonke CoxpaHuTth (Save)
JUIS COXpAaHEHMsI BallIMX U3MEHEHU.

21. Illenkuute Ha KHOMKE 3aKkpbITh (Close), 4To0bI 3aKphITH JOKyMEeHT Zeroln.xls.

Coser. UYToOb! BBIOpaTh stueiiky Al B akTUBHOM paboueM JucTe (WM HEMEUIEHHO
BEpHYThCS B Ha4yaso padouero jaucra), Haxmute (Ctrl)+(Home).

Tema 2. Padora B Excel
IIpakTnyeckas padora Ne 5

Kaxnprit pa3, xorja BaM HYXKHO coOpaTh M 3apuKCHpoOBaTh HHGOPMAIUIO, KOTOpas
JaneKka Mo CBOeH TemaTuke OT WH(pOpMAalUU, KOTOpas WMEETCS B KHHIEe, HY)KHO CO3/1aBaTh
HOBYIO pabouyro kHury. B mannoit Bepcum EXcel HOBas pabouas KHHUTa MO yMOJYaHUIO
COJICPKUT TpU PabOUMX JIUCTA; BBl MOXKETE JOOABIATH CBOU MJIHM YAAISATH CYHIECTBYIOIINE JIUCTHI
mo cBoemy ycMmoTpeHuto. Cozmanue HOBOW paboyeil KHUTH - TIPOCTOE JIEHCTBHE,
OCYLIECTBIISIONIEECS MIETYKOM Ha COOTBETCTBYIOIIECH KHOIMKE Ha MaHeIn MHCTpyMeHTOB. [locne
co3nmaHus paboyeill KHUTH Bbl MOXKETE HadaTh BBOJ JAaHHBIX. CaMblii TIPOCTO# CmOcoO BBECTH
uH(OPMAIIHIO - 3TO MIEIKHYTh Ha silYeiKe M BBECTU 3HAUYCHUE; DTOT METOJl OYE€Hb yJI00€eH, KOoraa
BBl BBOAUTE MHGOPMAIIMIO B Maj0€ KOJUYECTBO SIUEEK, HO TAaKOW MPHEM Helesiecoo0pa3eH mnpu
paboTe ¢ OONBIIMMHU TOCIEIOBATENLHOCTSIMU WM Tpynnamu 3HaueHuid. Hampumep, Katpun
TepHep, Hy)XHO co3AaTh pabOYUil JIHUCT, OTpPAKAIOUIUK e€XeyacHYI0 HH(POpMAIUI0 O XOje
npofaxk komnanuu HauuHast ¢ 13:00 u 1o 19:00 B Oymuue nuu. [[ns 3amucu STHX 3HAYCHH €it
noTpeOyeTcst pabovHii IUCT CO CICAYIOIEH TaOIUIICH.
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@g&n Mpaexa Bna Beraeka Qopnar  Cepenc  fAanHoe  OkHO Cnpaexa f vy .8 X
D8 @R Y BB -< v @ = -4 B 2 Ay w10 31X XK 9J|E 2

Al - f
A | 8B c D E | F 6 | _H | P O S =
1 |

Momegensuur Bropumk Cpeaa Yergepr Matumua
13.00
14:00
15:00
16:00
17:00
18:00
19.00

- —
-0

[ToBropubiii BBOA mnocnenoBatenbHocTu llonenensuuk, Bropuuk, Cpena, Yersepr,
[TaTHUIIA MOKET OBITH OCYILIECTBJIECH MOCPEACTBOM KOMUPOBAHUS M BCTAaBKU U3 Oydepa mnepBoro
JJIEMEHTa TMOCJENOBATEIbHOCTH, HO ymoOHee clenaTtb 3TO C TOMOIBI0  (YHKIUH
aBTo3amofiHeHus. lcronb3ysh aBTO3amoOJHEHUE, BBl BBOJIUTE MEPBBIA HSJIEMEHT W3BECTHOU
[IOCJIEZI0BATEIbHOCTH, IIEJIKAETE HA 3HAYKE 3alI0JIHEHUS B IIPAaBOM HIDKHEM YINIy SYEHKH U
MPOTAacKMBaeTe €ro, coslaBas o0JacTh pa3Mepa, HEOOXOOUMOTro Ui pa3MeIlIEeHUs Ballei
uHpopmanuu. [loxoxast pyHKIHMS, 3an0THEHHE 001aCTH, TIO3BOJISIET BaM BBOJMTD J[BA 3HAYCHUS
B 00JIaCTH M 3HAYKOM 3arojHEHHs paciupsTh o0jacTh B BamieMm paboueM sucre. Hampumep,
€CIIM BaM HY)KHO €03/1aTh 00JacTh, HAUWHAIOMIYIOCS CO 3HAYEHUS 2 U YBEIMYHMBAIOLIYIOCS HA 2,
BaM MoTpelyeTcs BBECTU 2 B MEpBOHM sueiike U 4 BO BTOpOM suelike, 3aTeM BBIICIUTH 00€
STYEUKH ¥, C MIOMOIIBIO 3HAYKA 3aIOJIHEHUS, PACIIUPUTH 00JIacTh SYEEK 0 HEOOXOIMMOW BaM
BEJIMYMHBI.

Hpyrumu crioco6amu BBoAa MH(POpMAIMK, KOTOPHIMU Bbl Oy/€Te MOJIb30BaThCsl B 3TOM
paszzene, SBISIOTCS: aBTO3aBepIIeHHE (OMperenseT COBMaJeHHWE BBOAUMOW HH(opmanuu ¢
JAaHHBIMHU, BBEJCHHBIMU paHee); BHIOpATh U3 CHKCKa (II03BOJISIET BHIOpATh HY)KHOE 3HAUEHHE U3
3HaveHuit B crosdie). C momomipio komounaiuu kiaauin (Ctrl)+(Enter) Ber MoXxere BBOAUTH
JTAHHBIE OJTHOBPEMEHHO B HECKOJIBKUX SUYCHKaX.

Cmnoco6 HeiicTBue

ABTO3aI0IHCHNE Beenute IMEpBOC 3HAYCHHUC HM3BECTHOM MOCIEIOBATEIBHOCTH H pacmpbTe
001aCTh STYECK C IIOMOIIBIO 3HA4YKa 3aIll0OJITHCHU .

3arojHeHNE BBGI[I/ITG IEPBBIC OBa 3HAYUCHUA B 00aCTH SYEEK H C IIOMOIIBIO 3HA4YKa
obiactu 3aI10JIHCHUS PACIIUPbTE 00J1aCTh STUEEK.

ABTO3aBeplIeHHE BBeauTe HECKOJIBKO MEPBBIX CHMBOJIOB B A4YEHKE M, €CIM BBOJAUMOE
3HauEHUE COBMaJaeT ¢ HHpopMaluell, BBEICHHON paHee B 3TOM ke CTOJOIIE,
IIpOrpaMMa IpeUI0KHUT BBECTH YK€ CYLIECTBYIOIIEE 3HAUCHHE.

Bri6pats n3 lllenkHuTe TpaBoil KHOMKON Ha SYEMKE M B MOSBUBIIEMCS MEHIO IIEIKHUTE
CIIHCKA Ha BeiOpare u3 cmucka (Pick from List). IlosButcs cnucok
CYILIECTBYIOIIMX 3HAYEHUN B JAHHOM CTOJIOLIE.

(Ctrh)+(Enter)  BsiOeputre Tpymmy sdeek, KOTOPbIC IOJDKHBI COIEPKATh OMHY U Ty IKe
UHPOpPMalIMIO, BBEAWTE JaHHbIE B AKTUBHYIO SAYEHKY U HaXMUTE
(Ctrl)+(Enter)

HoBoBBenennem B ganHoi Bepcunm Excel sBnsercs knHomka Ilapamerpsl
aBro3anoaHeHusi (Auto Fill Options), koTopas mosiBisercs npu BBOJAE JaHHBIX B pabouumit
JUCT C HUCHOJB30BAaHUEM AaBTO3ANOJHEHUsS WM 3amojHeHus obmactu. Illenmyok Ha KHOIKe
ITapamerpsl aBTo3anmosnHennst (Auto Fill Options) oTkpeiBaeT cnMcoK NEHCTBUM, KOTOpBIE
MoxeT npousBectd Excel ¢ Temu sueiikamu, K KOTOPHIM BBl IMPUMEHMIIH 3amnoiHeHue. Cmucok
9TUX JICUCTBUI NMPUBEICH B CICAYIONICH TabIuIIe.

Onuust JleiicTBHe
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Komnuposats sueiiku KomnupoBare  comepumoe  BBIJEIEHHBIX SYEEK B SIUYEHKH,
0003HaYCHHbIE ONepalen 3al0JIHEHNUS.

3aIoJIHUTh TOJIBKO 3allOJIHUTh ~ SYCHKH, OO0O3HAYCHHBIC OINEpalUe  3aroJHEHUSs,

3HAYEHUS CJIEIYIOIIMMU 3HAYCHHUSIMU U3 MOCJIEI0BATEILHOCTH.

3anonHUTh TonbKo IlpucBouTh (opmar BbIIEIEHHON SYEHKH sYelKaM, 0003HAYEHHBIM

dbopmatsl omnepanuyen 3arnojJHeHNs, HO HE KONMUPOBAaTh 3HAYEHUS U3 UCXOIHBIX B
KOHCYHBIC STUCHKHU.

3anoiIHuTh 0e3 3amoHUTh  AYEHKH, OOO3HAUEHHBIE OIEpalkell  3aroJIHECHUS,

dbopMaTupoBaHUs CJIeIYIOIUMHU 3HAYCHUSMHU B MOCJIeI0BATEIILHOCTH, HO

UTHOPUPOBAThH (OpMAT UCXO/IHBIX SUYEEK.

3anoJHUTh Ota OMILIUS paboraet o MIPUHLUITY OoOHapyXKEeHHS

<[OCJIEI0BATENbHOCTH>  IOCJIEJOBATEIBLHOCTEN U IOX0Xa MO CBOEMY JEHCTBUIO HA OIILUIO
3ano0JHUTh TOJIbKO 3Ha4YeHHMsl. Eciu Bbl BBOJAMTE HEU3BECTHYIO
nporpamme Excel mocnenoBarenbHOCTh, 3Ta OMIUS HE TIOSBUTCS.

CoBer. Eciu knonka Ilapamerpnl aBro3amosiHeHusi (Auto Fill Options) nHe
HOSIBJISIETCS, Bbl MOXKETE BKIIIOUUTH €€, BbIOpaB NyHKT Ilapamerpsl (Options) B meHio CepBuc
(Tools). B mosiBuBHIeMcst uanoroBoM okHe BbiOepute Bkianky Ilpaeka (Edit) u mocraBete
rajiouky psiiom ¢ onuuerr Orodpaxarb MeHI0 napamerpoB BctaBku (Show Paste Options
buttons). DataEntry

IIpakTyeckas padora Ne 6

B sToM ympakHeHMM BBl co3fanuTe pabOuyyr0 KHUTY Ui ydera yucia IMOKynaTelel
kommannu "Bee mis cama", mpuoOpeTrarommx TOBapbl B TEUEHHE JIBYX YacOB €XKETHEBHO Ha
OpOTSDKEHUM Tpex AHed. B pesynbrare, pabouas kHMra OyAeT coOAep)kKaTh JIMCTHI, HECyllue
MH(pOpPMALIMIO O KOJIMYECTBE MOKYNaTesel, MpuoOpeTaBIInX TOBaphl (Yepe3 Kaxkaple 15 MUHyT),
IPO/IaHHBIX TOBapax M KOJMYECTBE TOBApoB B JaHHON mokynke. ITpu 3amonHenun paboumx
JUCTOB BBl Oy/AeTe HCIONb30BaTh CHOCOOBI BBOJA JaHHBIX, ONHCAHHBIE BBIIIE, T.C.
ABTO3anonHeHue, 3amnonHeHne 0oaacT syeek U komouHanuio kiasui (Ctrl)+(Enter).

1. Ha manenu unctpymenToB CTaHjgapTHas meakHuTe Ha kHonke Co3aaTh (New)_i.
[TostBUTCS uncTas paboyasi KHUTA.
2. Ha mnamemn wHcTpymMeHToB CraHmapTHas, MENKHUTE Ha KHomKe COXpaHUTH

(Save) = OTtkpoercs auanoroBoe okHO CoxpaHeHue J0KyMeHTa (Save).

3. Ecnu nHeobxomumo, nepeiiaure B manky Office XP SBS\Excel\Chap05 na »xectkoM
JIUCKE BaIlero KOMITbIOTEpa.

4. B crpoke Umsa ¢aiina (File name) Beenute SalesTrack. Excel npucout Bamemy
¢aiiny pacmmupenue .xIs .

5. Haxwmunre xHonky Coxpanuth (Save). Excel coxpanut Bam ¢aiin mon mmeHnem
SalesTrack.xls.

6. Illenkuure Ha sueiike B6 u Habepute /leHb.

7. Ilenkuure Ha siueiike C5 u Habepute Bpems.

8. Ilenxuure Ha siueiike B8 u nabepure Cp. Sueiika B8 Bbiienurcs uepHoi paMKO.

9. Tlomeeamre ykazaTelb MBI K TPaBOMY HI)KHeMY yriy sueliku B8. Ykazarensb
MBI CMEHUTCS Ha YEPHBIN 3HaK "muiroc'.

10. [lenkHuTe HAa MPABOM HIKHEM YTITy stueiiku B8 u meperanure ykasarenb 10 SIYCHKH
B10. Excel BBener B siueiiky B9 3nauenue Ur, a B siueiiky B10 - [It. Bo BpeMsi nmepeTacKuBaHUs
ykazarenss Mbimu depe3 sueiiku B9 u B10 Excel oToOpakaeT sKpaHHBIE MOJACKa3KH,
MOKa3bIBAIONINE, KAaKOE 3HaYeHHE Oy/IeT BBEICHO B JAHHYIO SYCHKY.
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E3 Microsoft Excel - SalesTrack = =181 x|

) guin [paexa Bua Beraexs Qopyat Cepemc  fmame  Oxwo  Cnpasxa Beeane 8o -8 X

DEESN SRV RB-<C - Q-0 2im 10 SpEE e
86 - & Cp

| A el ¢ [ o [ € [ | ¢ [ w [ v [ 3 [ T -7

3 A

2]

Lt

A |

5 | Bpema

6 | fene

e

(8] Co

9 |

10 |

11

o il

IKpaHHaA NoAcKaska

11. [lenkuute Ha sueiike C6 m BBegutTe 3:00 ; 3arem mienkHHTE Ha sueiike D6 u
seeaute 4:00.

Coger. Brl coobmaere Excel aBa 3HaueHus1, Korjaa Ucmonb3dyere 3anoiHeHne 00J1acTU
siyeeK: TIEpBOE 3HAYCHUE - HAYaJIbHOE JUIsI 00JacTH, a BTOPOE OMpEessieT HHKPEMEHT. B aTom
npumepe, 4:00 - Ha 1 yac 6osbie, yem HavanbHOe 3HayeHue 3:00, moatomy Excel mpubasnser 1
Yac K TEKyIIeH s4ueike, YTOObI MOIydUTh 3HAYCHHUE CIIEAYIOMIECH TUeHKN B O0JIACTH.

12. Hlenkuure Ha sueiike C6 u neperamuTe ykaszarenpb Ha sueiiky D6. Sueiiku C6 u D6
OyIlyT BBIIETICHBI.

13. TloaBenute ykaszaTelnb MBIIIM K MpaBOMY HIDKHeMy yray sdeiiku D6. Korma
yKa3aTellb MBIIIN MOJBEJCH K MPAaBOMY HIKHEMY YTIy SYCHKH, OH MEHseT (pOopMy Ha YepHBIN
3HaK "moc”.

14. IllenkHuTe HAa MPaBOM HUXKHEM YTy siuelku D6 u nmeperamure ykasaTelb B SUEHKY
J6. Excel 3anmomnut mects siueek ¢ E6 mo J6 crieayromuMu 3HaueHUSIMU 00J1aCTH, @ UMEHHO C
5:00 o 10:00, mpubasisist o 4acy.

i8]
@]gﬁn Mpaexa Bna Beraska dopnar  Cepenc  Aasme  Oxkno  Cnpaexa SeeanTe BOOy v -® X
DR RV FDRA-C v @ -4l B0 2 10 v X K9 E?
CB - £ 3:00.00
[ A | B [c ] e S U e ] SO T |G ) S DN D [ ] K< EEy|
] A1
§29]
3|
4
5 | Bpema _
| 6 | pgewe 300 400 5.00 5.00 7.00 8:00 9.00 10;0_0'1-
T
8 | Cp =
9| Hr
10 | MNr
1]

15. Ha nanenu unctpymenToB CTaHgapTHas mIeJKHUTE Ha KHomke CoxpaHuTh (Save)
JUISL COXpAaHEHUS BalllUX U3MEHEHHH.

16. Illenxuure Ha kHOMKe 3aKpbITh (Close), uToOb! 3akpeiTh (aiin SalesTrack.xls.

17. Ha nanenn wuHctpymeHToB CraHmapTHas HaxmuTe KHONKY OTkpbIiTh (Open).
[TosiBuTCs nuanoroBoe okHO OTKpbITHE JOKyMeHTa (Open).

18. lllenkaute Ha wmenm DataEntry um Haxmute OTKpbITH(Open). OTkpoercs
nokyment DataEntry.xls.

19. Hlenxuwute Ha spabruke Jlucr2. [losButcs padouwnii muct Jlner2.

20. Illenxuute Ha siueiike C8 u BBeauTe bamoOyk. ¢, HOo He HaxumaiiTe (Enter). Cpasy
mocjie Toro, kak BelI BBeqH "c", Excel umier cioBa B cT00Ile, COBIIANarOMMe ¢ BBOAUMBIM B

15


http://www.intuit.ru/EDI/19_01_14_1/1390079897-26769/tutorial/224/objects/2/files/05_1-13-1.jpg
http://www.intuit.ru/EDI/19_01_14_1/1390079897-26769/tutorial/224/objects/2/files/05_1-14-1.jpg

SUYEHKy 3HAYCHUEM, W, HalJsl COBMaJieHUE, N00aBIseT BhIIeNeHHbIN TekcT "cTebnu (30 mT.)"
COJIEP’)KUMOMY STYCHKH.

Ed Microsoft Excel - DataEntry

@ ®arin  Mpaeka BuwA Bcraeka @opmat Cepeuc  JadHble O

DeHds8 2BV | iBR-¥ (- &=

ca v X «J & Bambyk. crefnm (30 wr)
A | B | g | D
1
2 OeHb MH Br
3 |Toeap
4 Bambyk. cTefau (30 wr)
5 Bambyk. pewetka
5] Knetka ana ntuy
AHFMUACKUA KOHTEHHED
7 b
8 RN =6m (30 w)
9
10

21. YroOwl BBecTH mpeiaraemMoe 3HadeHue, "bamOyk. crebmu (30 mrT.)", B sSUeHKy,
HaxxmuTte kinauiry (Enter). Excel BBener naHHbIC B SUCHKY.

Baxxno. Haxarue knapumm (Del) mepen naxaruem (Enter) (wim (Tab) ) ymanur
BBIJICTICHHBIN TEKCT M OCTaBUT "baMOyK. ¢" 3HaUeHHEM SYEHKH, B KOTOPYIO BHOCHIIUCH JaHHEIE.

22. lllenkuute Ha siueiike C9 u Habepute bamoyk. p, Ho He Haxxkumaiite (Enter). TTocie
BBOJIa "'p" Excel m06aBUT BbIICICHHBIN TEKCT "permieTka’.

23. Haxwmure (Enter) mns BBoma mpemiaraemoro tekcra "bamOykoBas pemerka'. B
sueiike C9 nosiButcs Teket "bamOykoBas pemerka'.

24. TlpaBoii KHOMKON MbIIM IenKHUTE Ha stueiike C10 u BHIOEPUTE B MOSBHBIIEMCS
MmeHio Beiopate u3 cnucka (Pick from List). OToOpa3uTcs cnucok CymiecTBYIOLUIMX 3HAYCHHIA
B CTOJIOIIE.

A

Gavin  [Opaska Bua Bcraeka @opwar  Ceperc  daHHbie  Oxwo  Cnpaeka Bees
Dot RV IBA-J v- @ = -4 0 7
C10 v f

e c | D 1 2 |
1

25 JacTT MH Br Cp

| 3 |Tosap

4 | Bambyk. crebau (30 wr)

55 Bambyk. pewertka

Bt Knetka ana ntuy

AHFNUACKUI KOHTEHHEP

Aana ppykros
Bambyxk. crebau (30 wr)

Bambyk pewerka I

AHFMACKIH KOHTEHHED ANA (
Bambyk, pewertka

Bambyk., crebmm (30 wr)
Knetka ana nTmy

| FT]
) D Y P
:.\’w‘mi—s = b bl

25. lllenkaure Ha cTtpoke "Knerka miust mrun”. B suefike C10 mosBUTCS 3HaueHHe
"Knerka ans ot

26. Illenkuaurte Ha spasrake JIuerl. [TosButcs et JIucrl.

27. TleperamuTe yka3zaTenb MbIIN U3 ssueliku C8 Ha sueiiky J10.

Excel BbienuT npsiMoyrosibHyto o6aacTh stueek oT C8 B ieBoM BepxHeM yriy 10 J10 B
IIPAaBOM HMXKHEM YTIJ1y. 3aMETbhTe, uTo siueiika C8 Bce elle SBIseTCs aKTUBHOM.

28. Beemqure 0 u maxmute (Ctrl)+(Enter). 3nauenune 0 mosBUTCS B KaXKIoW u3
BBIJICJICHHBIX SYCEK.
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29. Ha manenu uHctpymeHToB CTaHnapTHas LIEIKHUTE Ha KHomKe CoxpaHUTh (Save),
YTOOBI COXPaHUTh Ballld U3MEHEHUS.
30. Ienkuute Ha kHOMKe 3aKkpbITh (Close). JJokyment DataEntry.xls 3akpoercs.

IIpakTnyeckas padora Ne 7

[Tocne BBOA JaHHBIX CIEAYET MOTPATUTH BPEMs HA MPOBEPKY U HUCIIPABICHUE OIIUOOK.
HyxHo yOeauThcsi B KOPPEKTHOCTH YMCIIOBBIX JAHHBIX, @ TAK)KE MPOBEPUTHh TEKCT HA HAJIMYHE
opdorpadpuyeckux OImMOOK, BOCIOJIB30BABIINCH MpOBepKoii opdorpadun Excel. Korma
npoBepka opdorpadgun 0OHapYKUBAET HEM3BECTHOE CIIOBO, OHO BBIACNSCTCS, U MpPEIaraloTcs
HauboJsee MOoAXOAsIIMe BapUaHThl UCIPABICHUS OMIMOKU. Bbl MOkeTe MCIIPaBUTH CIOBO CamH,
BBIOpAaTh HY)KHOE CIIOBO M3 CIIMCKA TMpEAJaraéMpIX WM MPOUTHOPHUPOBATH COOOIIEHHE 00
omuoOKe. Bl Takke MOkeTe UCIOIb30BaTh MPOBEpKY opdorpaduu st 1006aBieHUsI B CIOBaph
CIIOB, KOTOPBIX HET B CTaHJApTHOM cCIlloBape, 4ToObl B AajibHeiimem mporpamma Excel ne
BbIJ1aBajia cooduieHue o0 omubke, 0OHAPYKUB TaKOE CIIOBO; TEM CAMBIM Bbl OCBOOOJUTECH OT
HEOOXOUMOCTH KaXKIbI pa3 MOJITBEPKIaTh KOPPEKTHOCTh 3TOT0 CJIOBA U COKOHOMHUTE BPEMS.
[Tocne TOro kak BBl BHECIM W3MEHEHHS, Bbl MOXKET€ OTMEHUTh W3MEHEHHUS, BHECEHHBIE C
MOMEHTa OTKpHITUs paboueld KHUTH. UYUToObI OTMEHUTh UW3MEHEHHE, IIEIKHUTE Ha
COOTBETCTBYIOIIECH KHOIIKE B NAHEIM MHCTPYMEHTOB Wiu OoTKpoiTe MeHio IlpaBka (Edit) u
BbiOepuTe komanay Ormenuts (Undo). Eciiu BBl peminiiv BEpHYTh U3BMEHEHHUE, BOCTIONB3YHTECh
koman0il [loBToputsh (Redo).

YroObl 0003HAYNTH HH(POPMAIHIO, KOTOPYIO BIIOCIEACTBUU MPHUIETCS H3MEHUTH, MOKHO
MPUMEHUTH K TEKCTY 0coObIil hopmar. Hampumep, MeHemkep Ipoaak OJJHOTO U3 MOCTABIIUKOB
xomnanun "Bee g caga" mpenocrasiseT Biaaenblly komnanuu, Katpun Tepnep, nepeueHb
[[EH Ha MOCTYIAoIUe TOBAPBI, C MOMETKOW O TOM, YTO 3TH LIEHBI MOTYT ObITh U3MEHEHBI B
0001 MOMEHT. 3HAYHT, CTOUT OT(HOPMATUPOBATH 3TH JAHHBIE MHBIM CITIOCOOOM, OTJIMYHBIM OT
dopmara octanpHOW HH(OpMaluM B paboyeM JMcTe. 3aTreM MPHIETCS CBA3BIBATHCA C
MEHEIKEPOM, YTOObI OOHOBUTH padOUnii JTUCT Mepes TeM, KaK TOBAPHI MOCTYIAT B pojaxy. [1o
HoJTy4eHHH HOBBIX 1eH KatpuH ucnonb3yer kHonky ®opmar (Find Format) B nuanoroBom
okHe Haiitu u 3amenutsb (Find and Replace) nns Toro, 4roObl HailTu crapble 3HAYEHUS U
3aMEHUTh UX BPYYHYIO HOBBIMH.

IIpakTnyeckas padora Ne 8

B sToM ynpaxHeHuH Bbl OOHApyXUTE, UTO NMPOU3BOAUTEND "YIOTHBIX Kpecen" MOMEHS
HauMeHoBaHUe ToBapa Ha "Jlerkoe kpecino". Mcnonw3yiite komanay Haiitu (Find), uToOsl
HaWTu cioBo "YiotHoe" u komaHay 3amenuTh (Replace), uToOb1 3amenuTs ero Ha "Jlerkoe".
[Tocne storo Bocnonb3yitech kHOoNKoi d@opmar (Find Format) B okHe HaliTu u 3aMeHHMTBH
(Find and Replace), uto0bI 3amMeHHTh 0THOPMATHPOBAHHBIEC CIICIIHATBHBIM 00pa30M JaHHBIC HA
HoBble. [locie »Toro mpoBepbTe Ball TEKCT HAa HAJIWYMe OLIMOOK C TOMOIIBIO NPOBEPKHU
opdorpadumn.

1. Ha mnanwenu wuHcTpymMeHnToB CraHAapTHas ULIETKHUTE Ha KHoOMKe OTKPBITH
(Open) = . [losiBuTCs nnanorosoe okHO OTKpbITHE N0KYMeHTa (Open).

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

3. Ecmm nHamo, menkHuTe Ha sApibuke sucta Mebeab, 4TOOBI MEPEUTH K ITOMY
pabouemMy JIUCTY.

4. B wmento IlpaBka (Edit) BeiOepure xomanay Haiitu (Find). /luamoroBoe okHO
Haiitu u 3amennts (Find and Replace) otkpoercs Ha Bknaake Havitu (Find).
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Halit I 3aMeHnTE I

HakiTu: l | Ll

MapamMeTpel == l
HakTh BCE I Ha¥ith aanee I 3aKpbITh |

CoBer. Bpl Takke moxere oTkpbiTh okHO Haiitm m 3amenurtb (Find and Replace)
nakatueM kinasuin (Ctrl)+(F).

5. B mnone Haiitu (Find What) BBenuTe yroTHoe u Haxmute kHonky HaiiTu nanee
(Find Next). Otobpa3suTcs niepBas siueiika, coaeprkaiias caoBo "yroTHoe" .

6. B mmanmoroBom oxkne Haiitm u 3amenuth (Find and Replace) nakmute KHONKY
Haiitu nanee (Find Next) eme pa3. OroOpasurcs ciemyromias sdeiika, conaepikaiias CIOBO
"ytotHOE".

Coser. Haxxarue knoniku Haiitu Bece (Find All) BeiBeieT CIMCOK OTBEYAIOLIUX 3alPOCy
SYECK W WX COACPKMMOE CHHU3Yy OT JHAIOTOBOTO OKHA. IlepemecTtuthes K JoOOMy U3
COBIMAJICHUN MOKHO, LIEJIKHYB HA HEM KHOIIKOW MBIIIIH.

7. Ilenkaute Ha BKIaake 3amenuTh (Replace). [lone Haiitu (Find What) Bce eme
COAEPKUT CJIOBO "YIOTH".

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

9. Ienkaute Ha kHOmMKe 3amMeHuTHh Bcee (Replace All). [TosBuTCS nuanoroBoe OKHO,
COO0IIaroIIee O TOM, YTO OTIEpaIlHsl 3aBepIieHa U ObLIO MPOU3BEICHO TPU 3aMEHBI.

10. Haxwmute OK. CnoBa "YioTHoe" Be3ie 3aMeHeHbI Ha ciioBa "Jlerkoe".

Ba:kno. Bbl MoXxeTe 3aMeHSTh CJIOBAa HE BCE Cpa3y, a OJHO 3a JAPYTUM, HAXKHUMasi KHOTIKY
3amenutsb (Replace) Bmecto kHonku 3amenuthb Bce (Replace All). Oto nenaercs nns toro,
4TOOBI KOHTPOJIMPOBATh KAXK/YIO 3aMEHY M HE JOIMYCKAaTh 3aMEHbl T€X JaHHBIX, KOTOpHIE HE
TpeOyeTcs U3MEHSITh.

11. B aguanoroBom oxHe Haiitu u 3amenutsh (Find and Replace) BriGepute BKIaaKy
Haiitu (Find). Otkpoertcs Bkiagka Haiitu (Find).

12. Vnanure texct B moje Haiitu (Find What).

13. Haxxmute xHonky Ilapamerpsl (Options) a1 oToOpaskeHHs mapaMeTpoB BKIIAJKH
Haiitu (Find). ITossarca napamerps! Bkiiagku Haiitu (Find).

Haritn I 3aMEHHTL I

Ha#itu: {I | | DOpMaT He 33AaH I dopMar... I-l

MckaTe: Ina nMcTe vl I” yunteiBate perucTp
I Auerika ugnvkom
MpocMaTPHBATE! Ino CTpOKaM ¥ l
OfnacTe nomcka:  |dopmynel v NapamMeTpbl << I

Ha¥Th BCe I |Haﬁm Aanee I 3aKpbITh |

14. Haxwmute kHonky @opmart (Format). Otkpoercs nuanmoroBoe okHo HaiiTu
¢popmar (Find Format).
15. Ecnu HeoOxoaumo, menkaute Ha BKiaake pudgt (Font) s ee oTKpbITHS.
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Yucno I BripasHBanne | LpHd Il'pal-mu.a I Bra l 3aum1'a|

WpndT: HauepTaHue: Pazmep:
TP Arial E‘ 0BbIYHBIN Zl g i’
I Avrial Black KYPCHE 9
T Arial Narrow NoNY¥UPHBIA 10
P Book Antiqua _:J NoNY¥MPHBIA KyYPCHE _'_I 11 LI
[oaYepKrBaHne: UeeT:
| ) —
rBHAOM3IMEHEHHE — Gpasel
[V zauepkHyTbIF
[V BEPXHHI MHAEKC AaBbB6HA
™ HuHMH MHASKE
DUUCTHTE I

Mcnonb30BaTe GOPMAT 3TON A4EHKH. .. | | OK I OTMEHa I

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

17. B nuanoroBom okHe Haiitm m 3amenutb (Find and Replace) naxmurte KHONKY
Haiitn nanee (Find Next). OtoOpa3uTcs mepBas siyeiika, TEKCTY KOTOPOW MPUCBOEH IIpHQT

KypCHuB.
EZ Microsoft Excel - Replace _ 4 Lees =12 x|
EI_] @ain  [paexa Bna  Beraeka Qoppat  Cepewc  fAaHee  Oxno  Cnpasxa BeeanTe soap v - ® X
D& ¥ @,-.-.”a.m cin < wlalo = = = /& o awn *2 = .{)..A. R
T 21
[ A | Hairn | Samerwims | N I T
1 |MeGenb 3
57 Haling: I ] | ooprernesasa | dopear... -|
3 | ID ToBapa Hami
4 |FN1401 Bambyroes r
5 |FN1404 Bambyrkopa  WiKams: I"a mcre ] !"‘":"""’"’ Romein
6 ’FN1AO2 Houxow c1c MPOCHATPHEATE! Ino(vpo«an j I & e/
7 |FN1403 Bambykoss
8 |FNDEO1  Cramen (4, O@nacrsnonaca: [popermi =] [lapaneTps <<
9 |FNOE02 Cramea C [
10 |FN2002 Kegpoeas ( HaviTh uce I |Hahnmme I BapriTe I
11 |FN1999 YioTHoe KpE
Halchicon Pon s Inmssnasnavan o Whaminass vansll  Cdd &1

18. Ilenxuure Ha suetike C12.
19. Ha manemm wuHcTpymMeHTOB ®opmaTupoBanue (Formatting) HaxxmuTe KHOIKY

N o o o
Kypcus (Italic) = . Hlpudt B BbIANEHHON A4Yeiike CMEHUTCS Ha OOBIUHBIM.
20. Beegure 47.95. [Ipenpayiiee 3HaUeHUE B siUeiike CMEHUTCS Ha 3HAYECHHUE, KOTOPOE
BbI TOJIBKO YTO BBENU. Tenepb Bl OTMEHUTE U3MEHEHUE, KOTOPOE TOJIBKO YTO CHETAJIH.

21. Ha nmanenu nunctpymenToB CtanaapTHas HaxxMmuTe KHONKY OTMeHuTs (Undo) -~}
Conepxxkumoe stueiikn C12 cmenutcst Ha 44.95.

22. Haxmute kHonky Otmenuth (Undo). Conmepxxkumomy sueiiku C12 BHOBb Oyzer
MPUCBOEH MIPUPT KypCUB.

23. Haxmure kHoOmky IloBTOpHTH (Redo)n 7. Temepb CONEPKUMOE SUYEHKH OISATH
0TOOpaxaetcst OOBIYHBIM MIPUPTOM.

24. B menio Cepsuc (Tools) Boioepure nynkr Opdorpapus (Spelling). Otkpoercs
nuanoroBoe okHo Opdorpadus (Spelling). Ilepsoe cioBo ¢ ommbkoit mosBuTcst B crpoke Her
B cjaoBape (Not in Dictionary), a cnucok mnpeanaraeMbIXx 3aMeH OTOOpasuTCs B IO
BapuanTsbl (Suggestions).
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| Opdorpadus: pycckwi (Poccus) N 21 x|

HeT B cnosape:

IEDEBD | MponycTHTE I
MponycTHTL BCE |
Ao6aEnTE B CNOBapE |

3aMeHuTE
3aMEHNTE BCE |
MNpeso
= ABTO3aMEHa |

AsblK CNOBaPA! lpyccr(mﬁ (Poccua) LI

BapuaHTb!:

NapameTpel... ] OTMEHMTE NOCREAHES ncnpasneﬂnel 3aKkpeITh I

25. Ecnu nHeobxoaumo, BeiOepute cioBo "JlepeBo" B mone Bapuantbl (Suggestions) u
HaxmuTe kKHONKy 3amenutb (Change). Excel 3amenut "JlepeB" nHa "/lepeBo" u cOOOIIUT B
JIMAJIOTOBOM OKHE, YTO O0JIblIe OIIMOOK HEe HAalIEHO.

26. Haxmute OK. [lnaioroBoe OKHO 3aKpOETCH.

CoBer. Korma Bel Haxumaere kHonky HWM3mennts (Change), Excel BcraBmser
npeiokeHHoe ciaoBo. Ecnu Bel HE XOTHTE 3aMeHATh ciaoBo "JlepeB", HaXMUTE KHOIIKY
IIponycture (Ignore Once); naxxatuem kxHonku IIpomycrurs Bee (Ignore All) moxHO
OTMEHUTbH HMCIPABICHUE AAHHOTO ciioBa B paboueM nucte. lllenkHyB Ha kHonke /lo6aBUTH B
cioBapb (Add to Dictionary), MoXHO 100aBUTH 3TO CJIOBO B cioBapb, uToObl "/lepeB" B
JAIbHENUIIIEM BOCIIPUHUMAIOCHh TPOTPAaMMOM KaK KOPPEKTHOE CIIOBO.

Tema 3. Hactpoiika padoyeii KHUTH
IIpakTyeckas padora Ne 9

BaxxupiM maroM B oOyierdyeHMHM pabOThl C KHUTAMHU SBIISETCS 00ecredeHHe MpPOCTOTHI
noucka MHpopMauuu B pabouell kHure. Bel MokeTe HCHOIB30BaTh HECKOJIBKO CIIOCOOOB
YCTaHOBKHM '"ykazarenen", HOMOramoIux Mojab30BaTeNIM HaWTH HYKHYI0 nHpopManuto. [lepsiit
CIoco0, 0 KOTOPOM PacCKa3bIBAIOCH B JIeKInH "3HaKoMCTBO ¢ EXcel”, - 310 naTh paboueii KHUTE
nojxojsiiee Ha3BaHue. Bl Takke MokeTe Ha3BaTh pabouue JIUCThI TaK, YTOOBI MOJIb30BATENH,
OTKPBIB HY)KHYIO pab04yI0 KHUTY, OBICTPO HAIIJIM HCKOMYIO MH(OPMAIUIO B COOTBETCTBYIOIIEM
pabouem nucte. MiMeHa pabouMx JHMCTOB yKa3bIBaIOTCS Ha SIPJBIUKAX JIUCTOB B JIEBOM HUKHEM
yrity pabodeit kKHuru. UtoObl meperMeHoBaTh padouuil IUCT, HIETKHUTE NMPaBOM KHOMKON MBIIIH
Ha SpJbIYKE HY)KHOIO BaM JIMCTa M BHIOEpUTE U3 TMOSBUBLIETOCS MEHIO KOMaHAY
IlepenmenoBats (Rename). Bocnonb3oBaBmKUCh 3TOM KOMaHIOM, MOXHO H3MEHUTh HUMS
pabouero nucta. Bbl Takxke MOXeTe MEHSATHb MOPSJIOK pPACIONOKEHHs pabo4yuX JHCTOB B
paboueil KHHre, MmepeTacKuBas SPJBIYKH JIUCTOB Ha HYKHOE MECTO Ha IaHENIU M pacrosaras
HauboJIee YacTo UCNOJIb3yeMble paboune JINCThI B Hayalle CIICKa.

ITocne Toro kak Bbl YCTaHOBWJIM CBOETO poOJia yKazaTeldu A OBICTPOro M yAOOHOTO
novcka HH(OpMalnMM, Bbl MOXKETE NPEINPUHATH CIEAYIOIIWe ACUCTBUS JUIS MOBBIIICHUS
y1000YUTaEMOCTH U TMPOCTOTHI paboThl ¢ MHpopManued B pabouux kHurax. Hampumep, Bb
MOXKET€ W3MEHHUTh LIMPUHY CTOJIOA MM BBICOTY CTPOKM B pabodyeM JHCTe, MepeTacKuBas
IPaHHUIly CTOJIOIA WJIM CTPOKU B Ty WM HMHYIO CTOPOHY. YBEJIWYEHHE IIUMPHUHBI CTOJIOLA MU
BBICOTHI CTPOKHM YBEIMYMBAET MPOCTPAHCTBO JUIA COAEPIKUMOTO siUeiku, oOserdast BbIACIICHUE
uH(pOpMalMU B STYEHKe U TOMorasi U30eKaTh CIIy4ailHOTO BBIICICHUS JaHHBIX U3 IPYTHX S4YeeK.

CoBeT. Bbl MOXXeTE IPUMEHUTH OJTHH U TE K€ U3MEHEHMS K HECKOJBKUM CTPOKaM WIIH
CTOJNO1IaM, BBIJCIUB CTPOKH U CTOJOIBI, pa3Mep KOTOPHIX HEOOXOAUMO U3MEHHUTh, U MEPETAINB
TpaHUIly OJHOW U3 BBIIEIEHHBIX CTPOK MIIHM CTOJIOIIOB Ha HYXHOe paccrosHue. Kornma BbI
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OTITYCTUTE KHOIKY MBIIIU, BCE BBIICICHHbIE CTPOKU WJIM CTOJIOIBI U3MEHST CBOIO BBICOTY HIIU
LIUPHHY.

V3MeHeHne BBICOTHI CTPOKH WJIM IIMPUHBI CTOJIOA MOXKET TIOBBICUTH YJI0OCTBO PabOTHI €
JaHHBIMU B pabouell KHUTE, HO Bbl TAK)KE€ MOXETE BCTABUTh CTPOKY MIIM CTOJIOCI] MEXIY KpaeMm
pabouero nucTa U syeiikamu ¢ uHopMaluen. JJonoIHUTEN HOE TPOCTPAHCTBO MEXKIY KpasiMH
JUCTA U STYEUKaMU WM, HallpUMEpP, MEXK]y 3ar0JJOBKOM U TEKCTOM, K KOTOPOMY OH OTHOCHTCH,
nenaet uHpopMaluio B pabodeil KHIUre MeHee CKy4YeHHON W yJoOHOH it paboThl. Bel MoxeTte
BCTaBUTh CTPOKH, INEIKHYB Ha HY)KHOH sueiike u BbIOpaB NMyHKT Ctpoku (Rows) B MeHIo
BceraBka (Insert). Excel BctaBut cTpoky Ha/l ak THBHOM siueiikoid. BeraBka croslia mporucxoauT
aHaJIOTUYHO; HYXHO BbIOpaTh MyHKT CTonoubl (Columns) B meHio BeraBka (Insert). Excel
BCTAaBHT CTOJIOECI] CJieBa OT aKTUBHOW SYCHKH.

Bbl Takke MoOXeTe M0 CBOEMY YCMOTPEHHIO J100aBIsATH B pabOuyuil JIUCT OTAENbHBIC
s9eiiky. YTOOBI BCTABUTD SUYEHKY, IIEIKHUTE HA STYEHKe, KOTOpasi HAXOIUTCA Ha TOM MeCTe, Ky/a
Obl BBl XOTeNu N00AaBUTh HOBbIE s4eiiku, M BbiOepuTe komaHay Hueiiku (Cells) B MeHio
BcecraBka (Insert). IlosBuTcsi nuanoroBoe OKHO BCTaBKH. 37€Ch BBl MOKETE BbIOpaTh, KaKUM
00pa3oM BCTaBUTH A4YEHKU: J1OO0 CO CIABUTOM BIPABO OTHOCHTENHHO BBIOpAHHOW sueiiku (ecrmu
JAHHBIE PaCIIONaraloTCs B CTPOKE), JIMOO CO CIBUTOM BHU3 OTHOCHUTEIHLHO BHIOPAHHOHW SYECHKU
(ecmu ato cronben). [locne Haxxkatusa xkHomku OK mosiBATCS HOBBIE sueiiku, U UHOpPMALUS B
CTPOKE WJIM CTOJIOIE CABUHETCS BIIPABO MJIM BHU3, COOTBETCTBEHHO.

Coser. /lnasoroBoe OKHO BCTaBKM SYEEK TakKK€ IIO3BOJSET BCTABIATH CTPOKU H
CTOJIOLIBI, BBIOPAB COOTBETCTBYIOIIYIO OMIIMIO.

Wuorna u3MeHeHne pa3MepoB CTPOK M CTOJIOIOB HE SBIISETCS ONTUMAJIbHBIM CIIOCOOOM
MOBBILIEHUS YA00CTBa paboThl ¢ paboueil kHUroil. Hanpumep, naxe ecnu 3arosoBok padouero
JUCTa HE TMOMENIAeTCs B OJIHOM sueiike, yBeIHMUEHUE €€ IIMPUHBI (WM HIMPUHBI BCEX STUEEK)
MO’KET HapyIIUTh U3aiiH pabodero aucta. Bbl, KOHEUHO, MOXKETE PA3MECTUTh OTJENIbHBIE CIIOBA
3aroJjIOBKa JIUCTa B OT/AEJIbHBIX sU€HKax, 4TOOBI 3aroJIOBOK YMECTHJICS Ha paboueM JIUCTe, HO
ropasio ynoOHee oObeIMHUTD JBE Wiu Oonee sueek. OObeIMHEHHBIE STMEUKN BOCTIPUHUMAIOTCS
Excel B kauecTBe OnHOW SUCHKHM C OJHHM M TEM € COACPKUMBIM U (opmaroM. UToObI
O0BEAMHUTH SYEHKU B OJHY, HOXMHUTE Ha MaHEIM HHCTPYMEHTOB KHONKY OO0ObeIMHHUTH W

nomectuts B uHentpe (Merge and Center) . W3 HasBaHus KHOUKH BHIHO, uyTo EXCcel
OTLEHTPUPYET COACPKUMOE 0OBEANHEHHBIX TUEEK.

Coser. lllenkHyB Ha OOBEIMHEHHOHN syeilke M HaxaB KHONKY OO0beAUHUTH U
nomectuth B neHTpe (Merge and Center), MO>XKHO pa3i€JIUTh CTPYIIIUPOBAHHBIE AUEHKH.

Ecnu BaM HY)XHO yJIalnuTh CTPOKY WJIM CTOJIOEL, IIEIKHUTE MPaBOM KHOMKOM MBIIIM Ha
3arojIOBKe CTPOKM WJIM CTOJOLA M BbiOepuTe M3 mosiBuBLIerocs MeHo Yaaauth (Delete). Bel
MO’KET€ BPEMEHHO CKPBITh CTPOKM WJIM CTOJIOIBI, BHIOpAB HY>KHBIE CTPOKHU WM CTOJOLBI U
BbINOJIHUB KoMaHAy CkpbiTh (Hide) B Menio @opmat (Format), nynkrsl Ctpoka (Row) wiun
Croaben (Column). CTpoku U CTONOIBI, KOTOPHIE BBl BBIICIUIIN, UCUE3HYT, KaK €CId ObI BBI
UCTONB30BaIM KoMaHAy YaaauThb (Delete), Ho ocranyrcs Ha nucre. OHu OyayT yOpaHbl
JKpaHa J10 TeX Iop, IOKa Bbl HE BEpHETE UX Ha MecTo komaH 10l OTodpasuth (Unhide) B MeHI0
®opmart (Format), myakrser Ctpoka (Row) nnu Croaoden (Column).

Korna BbI BcTaBisiere CTPOKY, CTONIOE MM SUEHKY B pabouuii JTUCT € CYIIECTBYIOLIMM
dbopmarupoBanuem, noseisieTcss kHonka [lapamerpsl no6aBienus (Insert Options). Tak xe,
Kak U B ciayyae c kHonkamu Ilapamerpnl BcraBkm (Paste Options) u Ilapamerpsl
aBro3anoqHenus (AutoFill Options), naxxarue Ha kHonky Ilapamerpnl no6aBiaenus (Insert
Options) BEIBOAUT MEHIO, MTpeIararoliee BEIOpaTh, Kakoi (hopMaT MPUMEHHUTH K TAHHOH CTPOKe
niu cTonoIy. Crircok 3Tux (hOpMaTOB MPUBEICH HIDKE B TaOIHIIE.

Onuust JeiicTrBue

DopMaTHPOBATH KaK cBepxy [IpuMeHuTs, K BCTaBIEHHOW CTpoke (HOPMATCTPOKH,
(FormatSame as Above) HAXOJIAIICHCS CBEPXY OT HEe.

DopMaTHPOBATH KaK cam3y [IpumMeHuTh K BCTaBIEHHOW CTpOKe (OpPMATCTPOKH,
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(FormatSame as Below) HaAXOJAIICHCS CHU3Y OT Hee.

®opMaTHPOBATH KaK caeBa [IpuMeHUTH K BCTaBIEHHOMY CTOJIONY (popmaTcTondia,
(FormatSame as Left) HaAXOJALIETOCS CJIEBa OT HETO.

®opMaTHPOBATH KaK cnpasa [IpuMeHUTh K BCTaBICHHOMY CTOJIONY (hopMaTcTOIIONA,
(FormatSame as Right) HAXOJIAIICTOCS CIIPaBa OT HETO.

OuucTuTh dopmar (Clear IlpuMeHnuTs K BCTaBICHHOW CTPOKE WM CTOJOIY
Formatting) dbopMaT Mo yMOT4aHUIO.

Easier

B nanHOM ympaXHEHHMHM BBl ONTUMH3HMPYETE JIHCT, colepxkammii uHpopmanuioo 00
o0BeMe Tpojax 3a SIHBAPh, JAelas ero Oonee ynobountaemeiM. CHavana Bbl Ha3bIBaeTe pabouunii
JMCT W pacriojlaraeTe ero moBepX BCEX OCTAIBHBIX JIMCTOB B paboueil kuure. Cienyromuii Bam
IIar - yBeJIMYEHUE BBICOTHI CTPOK U IMIMPHHBI CTOJIOIOB SY€EK ¢ JaHHBIMU 00 00beme mpoaax. B
JIONOJTHEHHE K 3TOMY, BBl OOBEAMHUTE M OTIEHTPUPYETE 3aroJIOBOK paboyero JMCTa U 3aTeM
n00aBUTE CTPOKY MEXIY 3arojOBKOM U CTPOKOM, cojaepikamiell MH(GOpMAlHi0O O BPEMEHH, B
TedeHue koroporo kommanus Garden BeneT yderT mHpoJaHHbIX ToBapoB. Ilocie 3Toro B
BCTaBHUTE CTOJOEI[ ClIeBa OT MEPBOro CTOJONA ¢ MH(OpMAIUel U CKpoeTe BCe JAaHHBIC, KPOME
TEeX, KOTOPbIE OTHOCSTCS K TIEPBOM HezesIe MecsIa.

S

1. Ha nmanenu uHctpymMeHTOB CranjaptHas HaxkmuTe KHONMKY OTkpbITh (Open) =
[TosiBuTCs nuanorooe okHO OTKpbITHE J0KYyMeHTa (Open).

2. Ecnu vHeoOxoaumo, nepeitnute B manky Office XP SBS, 3atem qBakabl IEIKHATE HA
narnke Excel, uTo0b1 mpocMoTpeTh ee coaepikumoe. [TosBaTcs (aiiiibl U Manku, CoaepKaiuecs B
katasnore Excel.

3. JBaxap! menkaute Ha mamnke Chap06. Otoopassres daiiisr B manke Chap06.

4. JIBaxxaw! menkuute Ha ¢aitne Easier.xls. ®aiin Easier.x|s otkpoercs.

5. B 1eBoM HW)XHEM yrily OKHa pabodell KHHUTHM IIEJKHUTE MPaBOM KHOMKOM MBIMIN Ha
spabiuke JIuer2.

6. 13 nosBuBIIerocs MeHto BeiOepute komany IlepenmenoBats (Rename). Spnbraox
JIVCTa BBIZCITUTCA.

7. Beenute SluBaps u Haxxmute (Enter). Ums pabodero nucra momensiercs ¢ "Jlucr2"
Ha "SIHBapp". o . L .
20 |Br 202 102 277 187 187

[ty

21 |Cp 300 401 150 125 385
22 |Mr 189 299 102 283 277
23 |Mr 101 166 401 166 201
24 1Ch 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 Nf\ NMnerl )\HHBapb /{' J'Inc'r3/

[oToBO

8. Illenknute Ha sgpipluke NTuUcTa SIHBaph U MepeTamuTe €ro Ha MECTO IO JIEBYIO
cropoHy ot spiabruka Jluerl. Apnbuok nucta SIHBapb pacmoJIOKUTCS clieBa OT SIpJibIYKa
Jluerl. Bo Bpems mnepeMenieHusi SpJibluKa OH BBIAENSAETCS WHBEPTUPYIOIIUM YEPHBIM
MIPSIMOYTOJIBHUKOM.

9. IllenkHute Ha 3arojioBke cToyOla A W TepeTamuTe yka3aTenb Ha cronber; M.
Brigensitest cronos: ¢ A mo M.

10. Pacmonoxute yka3aTrenb MBIIIA Ha MPaBOW TpaHHIE CTONONA A U TMEepeTamuTe
IpaHUIly BIIPaBO A0 TOM MO3ULIMHU, KOT/Ia B MOSBUBILIEHCS SKpaHHOM MoJICKa3Ke Oy/eT 3HaueHue
mmmpuabl (Width) 10.00 (75 mukceneit). [llnpuHa BBIOpaHHBIX CTOIOIIOB U3MEHUTCSI.
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E3 Microsoft Excel - Easier =12 x|

Qain  [paexa Bna  Beraexa Dopnat  Cepenc  AasHme  OxkHe  Cnpaexa BBEANTE BOOY v -® X
D2E RY BR- <« g 2 10 v X K9 EEE _-D-A?
Al Wnpena: 10,00 (75 rvrcen) ]

Q74T N0 NPOAANKEM 33 AHBAPE

9.00 10:00 11:00 12:00 13:00 14:00 15:00 16:00 17:00 18:00 191
147 €02 185 202 245 202 125 187 303 485 3t
161 285 362 285 300 158 249 365 300 502 2
Cp ] 182 a1 400 187 189 285 302 277 189 750 4
11. Brigenure ctpoku ¢ 3 1o 35. Ctpoku ¢ 3 1o 35 BBIACIATCS [IBETOM.
12. TloaBenuTe yka3zareinb MBIIIM K HUXKHEW TPaHMIIC CTPOKH 3 U NEpETalInuTe BHU3 JI0

sHaueHust BoicoTsl (Height) 25.50 (34 nukcens). BeicoTa BEIOpaHHBIX CTPOK U3MEHHUTCS.

_isix

E_I]ga‘in Mpaexa Bna Beraeka Qoppar  Cepewc  AasHue  Oxno  Cnpaexa BeeanTe oy v-® X
DEeE RY @A - & @B 2w 10 v XKUY EEE DA
A3 - ﬁr

[ | | o | P ] e e | i e | e | Pt ] e S |

Oryer no NPoA&Kam 33 AHBaPL

Beicora: 25,50 (34 nvkcen)
pEMa

9:00 10:00 11:00 12:00 13.00 14:00 15:00 16:00 17:00
147 802 185 202 246 202 125 187 303

13. llenkuure Ha siueiike E2 u neperamnure Ha sueiiky G2.

14. Ha nanenu unctpymMeHTOB dopmarupoBaHue HaKMUTE KHONKY OO0beAMHMTH M
nomectuth B HeHTpe (Merge and Center). fAueiiku E2, F2 u G2 o0benuHATCSA B OJHY STUEHKY,
U COJIEPKUMOE HOBOW STYEHKH OTLEHTPUPYETCSI.

eI

@ dasin  [paexa Bua  Beraska  dopuar  Cepemc  QasHoe  OkHo  Cnpaexa BEeaNTE BOOT vy .8 X
DR RY R2EA- n-ﬁlﬂ@ » | anal «10 + XK K Y EEE _+D-A-?
E2 - £ O14er no npoaaKam 3a AHBapL

A e B D [ G [ E T e | T T
1 | T |
2] [Oruer no npoaakam 2a ausaps 1
3| Bpema
4 Dewe 9:00 10:00 11:00 12:00 13:00 14:.00 15:.00 16:00 17:00

|
5 M 147 802 185 202 246 202 125 187 303

Baxno. B 3aBucHMOCTH OT pa3pelieHus Ballero SKpaHa M TOro, Kakhe KHONKU MaHeln
MHCTPYMEHTOB BbI UCIOJb3yeTe Yallle BCEro, BO3MOXKHO, YTO B MaHENSX MHCTpyMeHTOB Excel
OyayT oToOpaxxaTbCsi HE BCe KHONKW. Ecim KHOMKH, O KOTOpOH HMIET peub B KHUTE, HET Ha
NaHeJIN WHCTPYMEHTOB, HAXMHUTE Ha ATOM MaHEeTU KHONKY CO CTPENIKOHM, HalpaBJICHHOW BHU3
[Tapamerpsl nanesieit uHcTpyMeHTOB (Toolbars Options), uToOb1 0TOOpa3UTh BCe OCTaIbHbIE
KHOTIKH.

15. [lenkuute Ha sueiike A3.

16. B menio BeraBka (Insert) BeiOepute Ctpoku (Rows). Ilpeapigymias cTpoka c
HOMEPOM 3 CIBHMHETCS BHU3 M YCTYIUT MECTO BCTaBIICHHOW Ha €€ MECTO CTPOKE, KOTOpOH
IIPUCBOUTCS HOMeEp 3.

17. B menio BceraBka (Insert) Beibepute Crosioubl (Columns). HoBriii cTomber; A
MOSIBUTCS CIIEBA OT CTOJNOIIA, IPEKAEC HOCUBIIIETO UHIEKC A.

18. Beinenute crpoku ¢ 13 mo 36. Ctpoku ¢ 13 mo 36 BbIenaTcs IIBETOM.

19. B menio ®opmar (Format) ykaxute Ha myHKT Ctpoka (Row) u BriOepute
Cxpsoith (Hide). Ctpoku ¢ 13 mo 36 ucue3nyt u3 pabodero qucTa.
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E3 Microsoft Excel - Easier —

4] @ain Dpaexa Bna Bcraexa DopmaT Cepenc  Jasee  Okwo  Cnpaexa

DEeH RY RBRa- - 4l {@e 2w »10 v | X K 4
Al3 A i Nn

5 | [ [ | ) [ P e s e
i 4
2 | Oryer no npoaakam 3a AHBaps
3
4 Bpema
5 |Dexe 9:00 10:00 11:00 12:00 13:00 14:00 15.00 16:00 17:00
6 Mu 147 802 185 202 245 22 125 187 303
7 |Br 161 285 362 285 300 158 249 385 300
8 |Cp 182 301 400 187 189 285 302 277 189
9 |4 201 280 192 385 101 168 228 150 101
10 M 158 247 166 277 135 350 412 102 135
11./Ch 190 453 235 150 206 189 602 401 206
12 |Bc 243 285 140 102 183 85 147 299 189
37
w 4
w 4
40|
A1 =l
42 -
14 > ml\Smsaps {Mnert [ nmers [/ [« | »

lNotceo Cyrmna=0 NUM

20. B menio ®opmar (Format) ykaxutre Ha nyHkT Crtpoka (Row) u BwiOepute
Otoopa3uts (Unhide). CkpbITbie CTPOKH BHOBb IOSIBATCS B paboyeM JIUCTE.

21. B manenmun uHcTpymenToB CraHmapTHas HaxkMuTe KHONKY CoOXpaHUTh (Save)n.
Excel coxpanut 1oKyMeHT.
22. Haxwure kHoniky 3akpbITh (Close)Xl. JlTokyment Easier.xIs 3akpoercsi.
Cnenaiite uHopmanno ya1o0Hoi 11 YTeHUs
[Tocne Toro, kak Bbl OOJierduiau pabOTy C JIMCTOM, BHECS B HErO0 COOTBETCTBYIOILIUE
U3MEHEHHUS, BBl MOXKETE YIPOCTUTh BOCIPHUITHE WH(POPMALMKA B HEM C MOMOIIBIO HEKOTOPBIX
METOJIOB, HalpaBJICHHBIX Ha MNOBBILIEHHE yhoOounTaemMocTu. OAUMH U3 Clay4yaeB, KOTJa BBHI,
BEPOSITHO, 3aXOTUTE IMOBBICUTH YJOOCTBO UTEHHMsS - 3TO Korjga HMH(popMmalnus B suelke He
MOMEIAETCS B €€ IPaHULaX, U Bbl HE XOTUTE OOBEAUHSTDH ATY AYEHKY C TOMH, 3@ KOTOPOU CKPBIT
HE NOMECTUBILIUICS TEKCT, PYKOBOJCTBYSCh, HAllpUMEp, TEM, YTO BaM BIIOCJIEICTBUU HYKHO
OyJeT BBECTH JJaHHBIE B COCETHUE STUCHKH.
Crnenyroniuili puCyHOK IOKa3bIBAET, KAK BBITVISIAUT TEKCT, HE TIOMECTUBILUICS B STUEHKY.
30 147 168 249 401
31 161 350 302 299

3107 cTonbey ekt Cronbey HacTpoeH Tak, yTobel He nepekpeleaTecA cTonbuom MHCTpymenT

Ecnu Obl stueliku cripaBa ObLTH MYCTHIMH, TEKCT B JIEBOU siu€iKe MPOCTO 0TOOpaszuics Obl
Ha MecTe sueek cmpaBa. OmHAKO ecnM B sUeHKax crpaBa cojepkutcs mHpopmarms, Excel
pacmojio)KUT MX ToBepX HHpopmanuu, Haxoxasmencs B cocegHe sueiike. YToOwl
IIPENOTBPATUTh CKPBITUE TEKCTA IOJ SYEHUKOW CIIpaBa, BBl MOYKETE IPUBECTH TEKCT B SYCHKE
IIOJIHOCTBIO, YMECTHUB €T0 B Mpejienax S4eiKHU TakK, KaK MOKa3aHO Ha PUCYHKE.

3rot cronbey
gkntovaer g ceba
BCe HHCTPYMEHNTEI,
KPOME TOYMNbHBIX
CTaHKOB,
n06aBNeHHLIX B
despane.

Cronbey HacTpoeH Tak, yTobel He nepekpeisateca cTonbyom MHCTpymenT

CoBer. MoxeT moka3aTbCs YJOOHBIM IMPOCTO YBEIMYHUTH IIUPHHY CTOJIOIA, YTOOBI
BMECTUTh MH(OpMANNIO, HO TOMHHTE, YTO YBEIMYECHHE OJHOTO CTOJOLA BBIICIUT €ro Cpeiu
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BCEX OCTAJBHBIX CTOJNOIOB pabodyero IuUCTa H, BO3MOXXHO, CHH3UT YAOOOYUTAEMOCTh
nH(popMaIy B Ipyrux CTONOIAX.

Jlpyroii MeToJ, MO3BOJSIONIMNA CHeNaTh JaHHbIe Ooyiee yHOOHBIMU JUISL YTEHHS - 3TO
3aKperuieHue sueek. MOXKHO cenarh Tak, 9YTOObl SYCHKN ObUTH BCETia BUJIHBI U PacIioarajiuch
HaBepXy paboyero Jimcra, HE3aBUCUMO OT TOTO, KaKoe MecTo pabodero mucta orodpaxkaercs B
OkHe B AaHHbIA MoMeHT. Hanpumep, Katpun Tepuep, Bnanenen komnanuu "Bee st caga', He
MIOMHHT, Kakas MHGOPMAIUs COACPKHUTCS B TOM HIIM HHOM CTOJIOIE pabodero imcra. 3aKpernuB
HaBepXy Ha3BaHWsA, YKa3bIBAIOIIME HA TEMATHUYECKYIO TNPUHAJICKHOCTh JaHHBIX KaXKJIO0TO
CTONOIAa, OHA CMOXET MEPEeXOJUTh K IMOCIEIHEH CTPOKE JINCTa W MPH ITOM BHUJAETH BBEPXY
Ha3BaHUS CTOJOLOB ¢ JaHHBIMH. EXCel BeigenseT rpaHuIly MeXIy 3aKpeIUICHHBIMH U

HE3aKPEIUICHHBIMU SYCUKaMU YEPHOM JIMHUEW, HIMEHYEMOM IpaHULIEN pa3aena.
MpaHuya paspena

Fd Microsoft Excel - DataRead .

@ ®arin | Mpaeka Bua Bcraska @opmat Cepeuc  AaHHele  OkHo — Crnpaeka Ee
Dl Y BR - & {@3E 2 ad 10 +| X X u |=
B1 v fx MHCTpymeHT
A B [ C | D [ E

1 MHCTpYMEHT Con.Toeapkl 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

Coser. Ilpu 3akperieHun CcTpok B pabouem smcte Excel 3akpenur cTpoky,
HaXOJAIIYIOCS HaJl aKTUBHOM B TaHHBIM MOMEHT siueiKoi. [Io3ToMy, eciy Bbl XOTUTE 3aKpENUTh
TPU BEPXHUE CTPOKU JIMCTA, LIEJIKHUTE Ha slYEHKE B UYETBEPTOM CTPOKE U 3aTEM BBINOJHUTE
KOMaHAY 3aKpEIUICHHUS.

IIpakTnueckas padora Ne 10

B 3TOM ynpakHeHUM BbI IPENOTBPATUTE HAJIOKEHUE AUEHKN HA TEKCT B COCEAHMX C HEU
A4yeiikax, 4YTO TIO3BOJUT BBOJUTH KOMMEHTapUU B COCEIHUX C JIaHHOM suelkax, u3deras
CKPBITHS COAEPKUMOTO ITOU SUEHKH. 3aT€M Bbl HACTPOUTE BBIPABHUBAHUE SUEEK, COACPKAIINX
Ha3BaHMs CTOJIOIOB Ballero padodyero JUCTa U 3aKpelnuTe MX TaK, YTOObl OHM OCTaBaJIUCh
HaBepXy CTPaHMIIbI, KOTJa BbI IEpeMeIIaeTech BHU3 110 paboueMy JIUCTY.

1. Ha nanenu unctpymentoB CraHaaprHasi HaxmuTe KHONKY OTkpsiTh (Open).
[TostBuTCs nnanorosoe okHO OTKpbITHE T0KYyMeHTa (Open).

2. JlBaxnwl menkHuTe Ha ¢aiine DataRead.xls.

daiin DataRead.xIs otkpoercs.

3. Ecmu HeoOxommmo, mepeiianre k nucry Ilpomamu 1mo KarteropusM, MIENKHYB Ha
COOTBETCTBYIOILIEM SIPJIBIUKE.

4. llenkuute Ha sueiike B34.

5. B mento @opmar (Format) sei6epure SAueiiku (Cells).

6. [Ilepeiinure Bo Bkianky BoipaBuuBanue (Alignment).
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Yucno | WpndT I [paH1ua | Bua I 3awmTa I

BrlpasH1BaH1e

~OpHEeHTaUMA
MO FOPH3OHTaNM:

II'IO 3Ha4YeHHH ‘VJ

N0 BEPTHKANH: ID 3‘

Ino HHM¥HEMY KpaHD :_I

*

Haanmce ¢

- n A @® -

™ Pacnpeaenate no wHpHHe ¢
OTofipaxenue 2o

I nepeHockTe No cnosam

™ asTonoaBop wWHpkHL! IU 5 rpaaycos
™ ofbeanHeHHe aueek

HanpagneHwe TekcTa

HanNpaeneHe TeKcTa.

II'IO KOHTEKCTY ‘j

OK I OTMEHA |

7. TlocraBbTe ramouky psaom co ctpokoi Ilepenocutb mo ciaoBam (Wrap text) u
Haxxmute OK. Tekcr B sueiike B34 Oyner nepeHeceH Mo cioBaM U BITUCAH B TPAHUIIBI TYCHKH.
8. Illenkuwure Ha siueiike B1 u neperamure ykazarens Ha sueiiky E1.

9. B mnamenum wuHcTpymeHTOB @OpMarupoBaHue HaxxmMuTe KHONKY Ilo weHTpYy

(Center) = . COI[ep)KI/IMOC BBIJICJICHHBIX SIYCCK BBIPOBHSCTCA B HUX I10 LHECHTPY.
IR
E!]_} @ain [paexa Bua Beraexa Qoppar  Cepewc  Aasmme  Oxno  Cnpaexa ANTE BONE e B X
D'E.;; &:’}Q}J@:' ‘"'ﬁlﬂ_l@ »  Aal »10 v X XK 49 EE—-‘_‘ _v-{,’lva-"’
81 - A Wectpymest
A i B | C | D | E | [ e ] [ RS |
1 HHCTpymest Con.Tosapkt MebBens Maceudnops
13| 12 285 3682 208 166
14 13 301 400 365 235

10. IlenkHute Ha sueiike A2.

11. B mento Oxno (Window) BeiGepute 3akpenuts odunactu (Freeze Panes). Jlunus
paszzieia nosIBUTCS. MEXKIY CTpokamu | u 2.

12. Ha BepTHKaIBHOM 1MOJIOCE MPOKPYTKH HAXKMUTE KHOTIKY BHU3. CTpoka | ocraercs Ha
MECTE, KOI'/1a OCTAJIbHBIE CTPOKH NTEPEMEILAIOTCS.

13. B menio Okno (Window) BeiOepute CHsTh pasaenenue odjacreid (Unfreeze
Panes). JIunus pa3zena HCYE3HET, U BCE CTPOKHU OYAYT MepeMenIaThCsi HOPMAIBHO.

14. B nmanenu mHCTpyMeHTOB CraHaapTHas HaxmuTe KHONKY COXpaHMTb (Save)g.
Excel coxpanut Bamm u3smMeHeHHUs.

15. Haxxwmute kHonky 3akpbITh (Close)Xl. Jlokyment DataRead.xls 3akpoercs.

IIpakTnyeckas padora Ne 11
B mucrax Excel moxxeT XpaHUTBCS U 00padaThIBATHCS OOJBIION 00beM WHPOPMAIHH, HO
Korjga Bbl paboTaere ¢ OOJBIIUM KOJIMYECTBOM JIMCTOB, CIOXKHO ONPEAEITUTH MO HA3BaHUIO
JaucTa, Kakas uHpopmanus B HeM coiepx uTcs. CMBICIOBBIE 3aroJIoBKM COOOLIAIOT O
IIPUHAJJIEKHOCTH COJIEPKALUXCS B JIMCTE JAaHHBIX, HO Ba)XHO TAaK)KE€ M BU3YaJIbHO BBIJEIINUTH
3aroJIOBKM M3 OCTaIbHOM WHGpOpMaruu. YUToOBl BBIIETUTH 3aroJIOBKH WU JIIOOYIO JIPYTYIO
UH(POPMALINIO, BBl MOXKETE U3MEHATH (hOpMaT sYeeK, B KOTOPBIX COACPKHUTCS 3Ta HH(POpMAIIHS.
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Bpemsa
Hexb 9:00 10:00 11:00
117w $ 14700 § 80200 % 18500
2 Bm $ 16100 § 28500 § 38200
3Cp $ 18200 § 30100 § 40000
4 Um $ 20100 § 25000 % 19200
5 Mm $ 155800 § 24700 % 166,00
6 CH $ 15000 § 499500 § 23500
7 Be $ 24300 ' § 28500 % 14000

BoJIbIIMHCTBO CPEACTB, C TOMOIIBIO KOTOPBIX MOXKHO HU3MEHSATH (opMmar S4erKH,

HaxXoJd4ATCs B MIaHCJIN HHCTPYMCHTOB q)OpMaTI/IpOBaHI/IC.
MonyxkupHbINA pannupl

User

Pa3smep wpugra Kypcus YBenuunTb OTCTYN wpngTa

MopyepkHyTbIM YMeHbIWNTL oTCTYN

r

Arial v 10 XKUY EEEE P osmlB EE L-D-4A
|
BbipaBHMBaH e NO NEBOMY Kpalo YBeNnuunTL paspagHocTb
BbipaBHMBaHKE NO LEHTpYy— YMEeHbWKWTb pa3zpanH ocTh
BbipaBHMBaH e NO NPaBOMY KPAKO—- OpMaT C pasaenuTenamn
Ob0beneHUTb M PacNONOXHMTb MO MpoueHTHBLIN hopmar
LeHTpY Dex exnbii popmar

Ba:kHo. B 3aBHCcHMOCTH OT pa3pelieHHs] BalIero SKpaHa M TOro, KaKhe KHONKHU ITaHeH
HUHCTPYMEHTOB BbI HCIIOJIBb3YETE Yallle BCEro, BOZMOXKHO, YTO HA MaHENIsX MHCTpyMeHTOB Excel
OyayT oTOOpakaTbCsi HE BCe KHOMKU. ECIM KHONKH, O KOTOPOW HIET peub B KHUIE, HET Ha
MaHeTH HMHCTPYMEHTOB, HAXMHTE Ha OTOM TmaHenu KHOmkKy IlapamMerpsl mnaHeu
uncrpymentoB (Toolbars Options) ¢ kHomkoii crxcka, 4TOOBl OTOOpPA3HTh BCE OCTAIbHBIC
KHOTIKH.

Bel MoxeTe HpHMEHHTh (OpPMATUPOBaHHE, IpelaraeMoe Ha IaHEeIH HHCTPYMEHTOB,
BBIICIUB  STEHKH, K KOTOPBIM BbI XOTHTE MPUMEHUTH (opMar, U 3aTeM HakKaTh
COOTBETCTBYIOIIYIO KHOMKY. ECITH BbI XOTHUTE BBIACIUTH 3arOJIOBKU MOIYKUPHBIM MIPUDTOM,
Bocnosb3yiitech KHONKOW Iloay:kupubiii (Bold). Ecim Bbl yxe NpHCBOWIH COIEPKUMOMY
SYCHKH TMOJYKUPHBIA MmpH(T, TO MOXKHO OTMEHUTh JTO [CUCTBUE, HAXKaB KHOIIKY

IMoayxupusbrii (Bold) ™ leme pas.

CoBer. VYjaneHue BCEro COAEPKUMOIrO siUEHKHM HE IMOBJIEYET 3a COOOM ynaneHus
dbopmaTupoBanus sueiiku. UtoOb! ynanuth Gpopmar sueilku, BBIICIUTE HYKHYIO STUEHKY U 3aTeM,
B MmeHio IlpaBka (Edit), ykaxure Ha nyHkT Ouucruth (Clear) u BbiOepute Popmarthl
(Formats).pasmep u300pakeHus, IIEIKHYB HAa HEM M I[EPETAIlldB OJHY W3 KHOIOYEK,
MOSIBUBLIMXCS HAa KapTUHKE; UMEWTE B BHJY, UTO B AUAIOrOBOM OKHe PopMaT m300pa:keHust
(Picture Format) Bl MOXKET€ YCTAHOBHUTH OIMIIMIO, KOTOPAsi CIACTUT 3a TE€M, YTOOBI MPOMOPIIMU
BallleTo PUCYHKa IIPU U3MEHEHUH pa3Mepa He Hapylmaiuchk. Eciin BBl M3MEHWIM pa3Mep pUCYHKa
CIIy4aitHo, mpocTo HaxkMuTe KHONKY OTMenuTh (Undo).

Ha xHomkax maHenu MHCTpyMEHTOB DoOpMaTHpOBaHHUE, KOTOPBIE NPEAOCTABISAIOT BaM
BbIOOp JEWCTBUM, MO MPABOMY Kparo KHOMKHU €CTh CTPENKU, HalpaBieHHble BHU3. lllenmyok Ha
ATOW CTPEJKE BBI3BIBAET CIMCOK ONIIMM, OTHOCSIIMXCSA K JECHCTBHUIO 3TOW KHOIKH, HAIpUMED,
BbIOOp MIPUPTOB, AOCTYNMHBIX Ha BalleM KOMIIbIOTEpE, WM IBETOB, KOTOpPHIE BBl XOTUTE
IIPUCBOUTH STYCHKE.
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EEEN
HEOCOME
BEO0O0O

[
(1

Jlpyroii crmoco® BBIICTUTH SUCHKY Cpeau APYTHX, COCEAHMX C HEH - 3aKIIOYHTh €€ B
pamky. B mpensinymux Bepcusix Excel BBl MOINIM BBIIEISTH OJHY WU HECKOJIBKO SUYCCK W
KCIOJIb30BaTh onuuu KHONKU I'panunsbl (Borders) Ha nmaHenn UHCTPYMEHTOB JUIsl IPUCBOCHMS
paMKH sideiike uiau rpymnme sueek. Hampumep, Bbl MOIIM BBIOpaTh TPYNIy SYEEK U 3aTEM
moa00paTh HEOOXOMAUMBIA THUI TPAHUIIBI. JTOT METOJ| IIPUCBOCHUS TPAHMUIl SYCHKaM BCE CIle
noctyrneH B Excel, HO y Hero ectb psj HempocTatkoB. Camblii BECOMBIA M3 HHUX 3aKJIFOUACTCS B
TOM, 4TO CO3JaHHE CIIOKHBIX PaMOK TpeOyeT BbIOOpa OTAENbHBIX TPYII SUeeK U MPUMEHEHUS K
HUM pa3JIMYHBIX TUIOB rpanull. Jlanuas Bepcust Excel mo3BossieT ObICTpO MpUCBanBaTh SUCKaM
CJIOKHBIE TPAHUIIBI, PEIOCTABIISI BO3MOXXHOCTh PUCOBATh UX MPSIMO Ha pab04yeM JIHCTE.

UT0OBI CTOIB30BaTh HOBBIE BO3MOKHOCTH PUCOBAHUSI PAMOK, BKIIFOUUTE (€CIIU HYKHO)

naHesnab HCTpyMeHTOB I'panunbl (Borders).
Tvn AMHUKK

CtepeThb rpaH MUy LiBeT nuH UK

HapucoBaTh rpaH ULy —

UYto06bl HAPUCOBATH PaMKY BOKPYT TPYIIIbI SYEEK, MIETKHUTE YKa3aTeJleM MBI Ha yTiie
TPYNIBl SYEEK M MEPETAIUTE yKa3aTelb B IMPOTUBOIOJIOKHBIM yrojl mo auaroHaid. I'panuna
Oyner pacimupsThCs BMECTE C JABM)KEHHMEM yKazarens MblM. Ecin Bbl XoTuTe A00aBUTH
TPaHULY B BHUJI€ BEPTUKAJIBHOW WJIM TOPU3OHTAIBHON JMHMHM, MEPETAIUTE YKa3aTelb MBbIIIH
BJIOJIb HYXXHOW NpsiMOil JTmHuM, 1 EXCel BcTaBUT nuHMIO, HE paclpoCTpaHUB €€ KaK paMKy Ha
coceiHue siueiiku. Bbl Takke MokeTe MEHSTh THN J00aBlisieMONH BaMM I'paHMIBI C MOMOLIbIO
Onuui Ha naHeau HHCTpyMeHTOB I'pannusbl (Borders).

Jpyroit crnoco0, ¢ MOMOIIBIO KOTOPOTO MO>KHO BBIJICJIUTh TPYIITY Y€K - MPUCBOUTH UM
uBeT 3anuBku. Hampumep, B pabouem nucte ¢ uHopmanuei o6 odbeMe Impojak KOMIIAHUU
"Bce mna cama" 3a mecsan, Katpun TepHep, Binagenen KOMIIAHUU, MOXET W3MEHUThH LIBETa
3aJIUBKH SYEEK, COMEPXKALUX 3arojIoBKU (MIOMUMO U3MEHEHHUs IIpUQTa), 4TOObI BBIACIUTH HX
el1le CUJIbHEE.

IIpakTnueckas padora Ne 12

v

1. Ha nanenu uncrpymentoB CranaapTHas HaxxmuTe KHONKY OTkpbITh (Open) =
[TostBuTCs nnanorosoe okHO OTKphITHE 10KYyMeHTa (Open).

2. Tleperinure B manky ChangingDocAppearance u aBakabl IIEIKHHTE Ha (aiiie
Formats.xls. lokyment Formats.xls orkpoercsi.

3. Tepeiinure x nucTy "sHBaph", MIETKHYB Ha €TO SPJIBIUKE.

4. lllenkaute Ha sueiike G2. Adeiika G2 BBIICTUTC.

5. Ha nanenu unctpymentoB ®opmaTHpoBaHHE IIETKHUTE HA KHOMKE CIUCKA IO
Pa3mep (Font Size) u BriOepuTe u3 cnucka 3HaueHue 14. Pa3mep Tekcta B siueiike craHeT
paBHBIM 14 muKcensaM, U CTpOKa 2 CTaHET HIMPE MO BEPTHKAIN, YTOOBI BMECTUTh TEKCT C TaKUM
pa3MepoM.

6. Ha manemu wuHcTpymeHToB @DopMarupoBaHue HaXkMuTe KHOMKY IlosyKupHBbIi
(Bold). Texkcr B stueiike G2 0TOOPa3UTCS NOTYKUPHBIM MIPUPTOM.
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7. Illenknure Ha 3arojaoBke cTpoku 5. CTpoka 5 BBIAEIUTCS.
8. Ha nanenu unctpymentoB ®opmarupoBaHue, IenkHUTEe Ha KHomke Ilo meHTpy

(Center) = . CozmepxnuMoe siueeK B CTPOKE 5 BHIPOBHSETCS 10 LIEHTPY.

Ka Bna Bcraexa ®opwat Cepeuc  faHHbie  Okdo  Cnpaska BseanTe sonpoc
2. (@] 2 e -0 - XKUY [EE=ET %

- A
EE e[ e e e e e A R

OT4eT no npoAaxam 3a AHBapb

Bpema
eHb 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 161 285 382 285 300 158 249 385 30

9. Illenxaute Ha suetike G2. Sueiika G2 BbIICINUTCS.
10. Ha mnanenmu wHCTpyMeHTOB dopMarhpoBaHHE IWICTKHUTE HA CTPEIKE KHOIKHU

I'panunsl (Borders) — u BbiOepuTe B mosiBuBmeMcs MeHo HapucoBath rpanmusbl (Draw
Borders). Otkpoercs mnanenr I'panuma (Borders), u ykasaTenb MbIIIM H3MCHHT BHJ Ha
"kapangant'.

11. Hlenkuute Ha jeBoi rpanuile sueiku G2 U mepeTaluTe yKa3aTellb Ha MpaByIO
rpanuiy. ¥ sueitku G2 nosiBUTCA paMKa.

12. Ha nanenu I'panuma (Borders) nHaxxmute xHonky 3akpwiTh (Close)Xl. ITanesns

I'pannua (Borders) 3akpoercs.
13. B manenu uHcTpymMeHTOB DopmaTupoBanue Haxxmute kHonky LIBer 3aauBku (Fill

Color) N . INosiButcs manutpa LBer 3amuBku (Fill Color).
14. Bribepute B nanutpe LBer 3aiuBkm (Fill Color) xenterit uBer. ®on sueiiku G2

CTaHCT XKCJITBIM.

v [ E | FE [ 6 [ H T 1 ]

OT4eT No npoAaxam 3a AHBapb M

15. Ha manenu uHcTpyMeHTOB CTaHmapTHas HaXMUTe KHONKY COXpaHMTh (Save)n.
Excel coxpanut Bamm u3sMeHEeHHUs.
Haxxmute kaonky 3akpbiTh (Close). Jlokyment Formats.xls 3akpoeTcs.

Tema 4 PaGoTa ¢ JaHHBIMH
IIpakTnueckas padora Ne 13
IIpu pabote ¢ Excel BbI, BeposiTHO, Oy/eTe NpUMEHSTh CBOU COOCTBEHHbIE (hOpMaThl K
3arojIOBKaM, Ha3BaHUSAM M JIPYTMM d3JeMEHTaM pabouero jucra. BMecto TOro 4troObl KakIbIi
pa3 mpucBauBaTh sYEWKaM OT/AEIbHBIE AJIEMEHThl (OpMATHpPOBAHUS, Bbl MOYKETE COXPAHUTH
CO3/aHHBI (hopMaT M TMEpPEeMMEHOBaTh €ro i JAJbHEHIIEero HCHojb3oBaHuA. JlocTymHbIe
cTaHJapTHHIC (hOPMATHI BBl MOXKETE€ HAUTH B THaTOroBOM oKHEe CTHIb (Style).
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CTHNb BKNHOYaET
o OTMeHa
IV uucno OCHOBHOF
M3MEHNTE. .. I
[V BbipasHHBaHHe MO rOpU30HTaNK 0BBIMHOE, NO BEPTHKANK

Mo HAXKHEMY KPaHD

V' wpndr Arial 10 TR

IV pamka fies pamMok

IV yzopei fies 3aTeHeHHs Db ea T I
IV sawmra 336M0KMPOBAHD

B nunanoroBom okHe Crtumiab (Style) BbI MOXeTe HNPHUCBOUTH SUEHKE CYIIECTBYIOIIUN
ctwib. Ecnu B crnmcke cTujel OTCYTCTBYET HYXKHBIM BaM CTHIJIb, Bl MOXKETE CO3/aTh Balll
cobcTBeHHBIN, HaOpaB nMs B nojie Umsa ctuas (Style Name) u 3arem HaxkaB kHONIKY U3MeHMTH
(Modify). Otkpoercs muanorooe okHo PDopmar siueek (Format Cells). Hacrpous
XapaKTEPUCTHKH BalIero HOBOTro cTuisl, HaXMuTe OK, 4T0OBI J0OABUTH €T0 B CIIMCOK CTHIICH.

I BblpasHHBaHHe | WpnT I MpaH1ua I Bua | 3awmta I

Yucnosele hopMaThl: -Ofipasel
a ’ OTYEeT No NPoAaNan 3a AHBapb ‘

Yucnosom
AeHexHbIN

PHHAHCOBBIM OBLWMA hOPMAT HCNONB3YETCA ANA
Aata 0ToBPaMEHHA KaK TEKCTOBbIX, Tak W

Bpema . YMCNOBBIX 3HE4YEHWA NPOM3BOABHOTD THNA.
MpoueHTHLIA

ApobHei
SKCNOHEHUHANEHEIA
TeKCTOBbIM
AonNonHUTENEHEIA

(Bce dopMaTe!) _"_]

OK I OTMEHA I

B nuanoroBom oxkHe Ctuib (Style) 10BOJIBHO MHOTO MapaMETPOB, M MCIIOJIB30BATH €r0
JUIIb JJIS TOro, 4ToObl MPUMEHSTh (opmar, NPUCBOCHHBIH BaMH OJHON sueiike, K
COJICPKUMOMY JAPYTUX S4YEeK, HEePAUMOHAIbHO. DTO ynoOHee cAenaTh C IMOMOIIbI0 KHOIKH

®opmat no odpasuny (Format Painter) = ; nmpocTo 1menkHUTe Ha s4elike, UMerolIel ¢opmar,
KOTOPBIM Bbl XOTUTE MPUMEHHUTHh K APYTUM siuelikaMm, HaXXKMUTE KHONKYy dopmar mo o0pasmy
(Format Painter) u BeiOepuTe stueiiku AJ1sl IPUCBOCHUS UM popmara.

IIpakTnyeckas padora Ne 14
B stom ynpaxxHeHuM BBl co3faaute (opmar, MPUMEHUTE €ro K 3arojoBKy M 3aTeM
ucnonsdyere Popmatr mo odpasuy (Format Painter) nns mnpucBoeHHss HOBOTO CTHIIS
COJIEPKUMOMY JIPYTOM STUEHKH.

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

2. JBaxnawl menkaute Ha (paiine CreateNew.xls. lokyment CreateNew.xIs otkpoercsi.

3. [Ilepeitaute K muCTy "sITHBAph', MIETKHYB HA COOTBETCTBYIOIIEM SIPJIBIYKE JICTA.

4. lenkuute Ha sueiike C3.
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5. B wmenio ®opmar (Format) BwiOepure nyHkT Crtuab (Style). Otkpoercs
nuanorooe okHo Ctmib (Style), B ctpoke Umsi ctuist (Style Name) Oyner BbIAeNeH CTHIIb
OO0b1unbIii (Normal).

6. B crpoke Umsa cruas (Style Name) ynanure Tekyiiee ums U BBeaute OcoOblid.
Craner goctynHoii kHonka J[00aButh (Add - 100aBUTB).

7. Haxwmure kHonky H3menutnh (Modify). Otkpoercs aumanoroBoe okHo PDopmar
siueek (Format Cells).

8. Ienkuute Ha Briaaake pudt (Font). Otkpoercs Bxinaaka pudgt (Font).

9. B crpoke Hauepranme (Font Style) BriGepute Iloayxupusbiii kypcus (Bold
Italic). Tekct B OKHEe MPOCMOTpa B MPAaBOM HIDKHEM YIJIy THAJOrOBOIO OKHA OTOOPA3HTCS B
BBHIOPAHHOM BaMH Ha4y€pTaHUU.

10. Hlenxuute Ha BkIaake BbipaBuuBanme (Alignment). Ortkpoercs BKIIagKa
BoipaBauBanne (Alignment).

11. B crpoke Ilo ropuszonranu (Horizontally) mienkHure Ha KHOINKE CIUCKAa U
BbiOepuTe Ilo nentpy (Center).

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

13. Haxwmute OK. [unamorosoe okHo Ctmib (Style) 3akpoercs, u TekcT B siueiike C3
0TOOpa3uTCs B BBIOPAaHHOM CTHIIC.

14. Ha nmanenu uHcTpymMeHTOB CTaHAapTHas HaXMuUTe KHONKy ®opMmart mo odpasmy
(Format Painter). Yka3arenb MBI U3MEHUT BHJ] Ha OCJbI KPECT CO 3HAYKOM KHUCTHU PSIIOM C
HUM.

15. Illenkuure Ha stueiike B5. Sueiike BS npucBoutcs popmar sueiiku C3.

Ed Microsoft Excel - CreateNew

@ ®arin  [paeka Bua Bcraeka @opmat  Cepeuc  faHHble

= Bl L& n. >~ Arial - 10 .I:
B5 > A [OeHb
A | B [ ¢ [ b | E |
1
7 Otyern
Bk Bpemsa
4
5 [Chere ) 900 1000 1100 1
6 1.1 147 802 185
7 2 Br 161 285 382
o DM 107 M4 AMM

16. Ha manenu wHCcTpyMeHTOB CTaHmapTHas HaXMUTE KHONKY COXpaHUTh (Save)n.
Excel coxpanut Bamm u3smMeHeHHUs.
17. HaxmuTte kHonky 3akpsITh (Close) Xl. JlTokymenT CreateNew.xls 3akpoercs.

IIpakTnueckas padora Ne 15

N3menenne dopmara siueek B pabodyeM JUCTE MOXKET HAMHOTO OOJIETYUTh BOCIPHUSITHE
BalllMX JaHHBIX. MOXHO pacrmojiaraTh 3arojOBKH OTAENBHO OT OCTaIbHOW HH(OpPMAINH U
3aKJTI0YaTh UX B PAMKH, YTOOBI €le sipue BBIIESATh TPAHUIIBI MKy 3aroJOBKaMU U JIaHHBIMHU.
Opnnako wW3MeHeHHe WIpUPTa W BHEIIHETO BHUAA COJEPKUMOTO SUEHKH HE CKaXeTcs Ha
y1000YUTaEMOCTH J1aT, HOMEPOB TeJIe()OHOB UITU JIEHEKHBIX CYMM.
B xagectBe mpumepa paccMmoTpuMm Tenedonnble Homepa CIIIA. DTu HOMmepa, cocTosmre U3
necsaty 1udp, uMeromre 3-3Ha4Hbli KoJ mrTara, 3-3HauHblii Homep ATC u 4-3HayHBIA HOMED
JUHUHW, 3allUCBHIBAIOTCS B Buue (###) #HH##-####. KoHEYHO, MOXHO BBOJIUTH B SUCHKH
TeneoHHbIE HOMEpa, coOIofas MpaBWiia MX HAMKMCAHUSA, HO TOpa3/io Jjerde MpoCTO BBECTU
MOCIIEA0BATEIHHOCTE IIUQP, YTOOBI OHM ABTOMATHUYECKU MPEOOPa30BATUCH TOJKHBIM 00pazoM.
Bl moxere wHactpouth Excel Tak, u9ToObl BBEIEHHAas TOCIEIOBATEIBLHOCTh UMD
npeoOpa3oBbIBasiach B TelneGoHHBIH Homep. OTKpoiTe nuanorooe okHO dopMar siueek
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(Format Cells), nepetinure Bo Briaaky Ymesno (Number) u, menkHyB Ha 4HCIOBOM (opmare
HNonosnurteabublii (Special), BeiOepute B mosie Tun (Type) dopmar Tesnedonnblii Homep
(Phone Number).

Hucno |BblpaBHMBaHHe I LWpndhT I IpaHMua | Bra I 3au1wra|
Yucnoeble hopMaTel: -Obpazel,

Y1cnosoH

AeHexHbIA Tun:

PHHAndoBeN]
éla‘ra WMHaeke + 4

nper-m 5 Homep TenedoHa

ROHEHTHoIM TabeneHbIM HoMep

ApobHbIFA

SKCNOHEHUHMaNEHBIA

TeKCTOBbIM _.J

{1
I{Bte i — | Sseik (mecTononowenue):
Ipyccmﬁ Ll

AononHUTENBHBbIE dJODMaTbI npeaHasHa4eHel 4n3 DaﬁOTbl c 6a3amMu AaHHBIX 1
CAHMCKaMH aApECOE.

| OK I OTMEHA |

Tenepp nr00ast mOCIENOBATENBHOCTh M3 JAecATH LUdp Oyaer mnpeobpa3oBaHa B
TeneQOHHbIN HOMEp. YOEeIUuThCS B TOM, YTO 3Ta ONEPALUsl HE UCKAXKAET COJEPKUMOE STUEHUKH, a
JMIIB Tpeo0pa3yeT ero, MOXKHO, CPAaBHUB COAECP)KUMOE aKTUBHOW SYEHKH U CTPOKU (GOPMYIT (CM.
PHUCYHOK). o

- A 4555550122
B | C | D

Ii455i 555-01 22!

Coser. Ecnu Bbl BBenu 9-3Ha4yHBI HOMEp B S4eiKe, B KOTOPOIl yCTaHOBJIEHA OMNIUS
pacrio3HaBaHUs Telne(OHHOTO HOMepa, cooOIIeHUs1 00 OMMOKe He MOoCceyeT; B JaHHOM ciydae,
KOJI mTara Oyner nByx3HauHbIM. Hampumep, Homep 425555012 otoOpasutces kak (42)555-5012.
11-3Ha4yHbIe HOMEpa 0TOOPAXKAIOTCS KaK HOMepa ¢ 4-3HauHBbIM KOJIOM IITAaTa.

ToyHo Tak ’xe, Kak M B cilydyae ¢ IpeoOpazoBaHuEM Tesle(OHHOr0O HOMEpPa, MOXKHO
HacTpouTh Excel m st oroOpakeHHs AaThl MM JCHEXKHBIX CyMM. ODTH U3MEHEHHUS MOXKHO
cnenath U3 auanoroporo okHa Mopmar siueek (Format Cells), BeiOpas n1bo uncinoBoit popmar
HNara (Date), 1u60 ®@unancoBblii (Currency). B ¢dopmare /lata (Date) MOXHO HACTPOUTH
A4YeiiKy Ha 0TOOpaXkKeHUe aThl (M BKJIIOYUTH WX BBIKIIOYUTH U3MEHEHHE NIPEICTABICHUS JaThl B
3aBHCUMOCTH OT HacTpoek Local Settings onepaninoHHO#M crcTeMBbl KOMIIbIOTEPA MPH MPOCMOTPE
paboueii kuuru). Takum sxe oOpa3zom, BbIOpaB ®uuaHcoBblii (Currerncy) dopmar uwucia,
MOXKHO HACTPOUTHh YHCIO 3HAKOB IOCIE 3amiaToi (JeCATUYHOW TOYKH), a TaKKe BBIOpaTh
HY>KHBIA CHMBOJI BaJTIOTHI M CIIOCO0 OTOOpa)KEHUs OTPHIIATEIBHOTO OaaHca.

Taxoke MOXKHO cO3/1aTh CBOM YMCIIOBON (hopMaTt ¢ BO3SMOXKHOCTBIO I00ABJIECHHUS CIIOBA UITH
¢dpassl k yncay B sueiike. Hampumep, MoxHO 1006aBUTh Ppasy "B Mecs" B siueiiky ¢ hopMyIioil,
KOTOpas MOACYUTHIBACT CPEIHUI 00BEM €KEMECSIUHBIX MPOAAXK 3a TOJI, YTOOBI 3aIUCh B siueiike
BOCIIPUHUMAJIaCh MMEHHO KaK CpeaHui o0BeM mpojax 3a Mecsai. YToObl co3aarh CBOU
coOCTBEeHHBIN uncnoBoit ¢popmar, BeiOepute myHKT SAueiiku (Cells) B menio @opmat (Format),
9TOOBI OTKPBHITH auanoroBoe okHo Mopmart siveek (Format Cells). 3arem mnepeiigure BO
BKiIaaky Umesao (Number).
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B cniucke uncnoBsix popmatoB BeiOepute Bee ¢opmartnl (Custom), uToObl 0TOOPA3UTH
cymectByromue Gopmarel B cnucke Tum (Type). Teneps Bbl MokeTe BBIOpPATh MOIXOIAIINN
BaM 0a3oBbIil hopmar ast penaktTupoBanus ero B crpoke Tum (Type). Hanpumep, npu BeiOope
dopmara "0.00", Excel Oyaer oroOpakarh Bce uMciia B sUeiKax Kak 4YUCiIa C JBYMs 3HAKaMu
IIOCJIE 3aIATOM.

Coser. Hynu B yncioBoM gopmaTe 03HAUYaAIOT, YTO HA UX MECTE€ MOXKET CTOSTh JII000e
YHCII0, U OHO OY/IeT BOCIIPUHATO KaK KOPPEKTHOE 3HAYCHUE.

YroObl m3MeHuTh popmart, menkuute Ha crpoke Tum (Type) u mobaBbTe K Gopmary
Tr00bIe HYXKHBIE BaM CHMBOJIBI HIIM TEKCT. Hampumep, eciu BBecTH mepea (GopMaTroM 3HAUOK
"$", a cmpaBa or ¢opmara BBecTH "B Mecan", umciao 1500 Oymer oroOpakaTbcs B BHUJC
"$1500.00 B mecsr".

Baxno. UtoOsl BBeneHHass BamMu HMHGpopMaius oroOpaxanach B siUelKe KaK TEKCT, ee
HEO0OXOMMO 3aKJIFOUUTH B KABBIUKHU.

IIpakTnueckas padora Ne 16
B sToM ynpaxxHeHHH BbI IPUCBOUTE AHAMa30HaM siueeK paboyero jucta GopMaThl I1aThl,
TeneOHHOTO HOMEpPa U JEHEXKHOM cyMMbl. [locime 3Toro Bel MpoBEepUTE MX IEHCTBUE, BBOJIS
uH(pOpPMAIIUIO O MOKyMaTele.

1. Ha nanenu unctpymentoB CranmapTHas HaxxmuTe KHONKY OTKpbITh (Open) l“""".
ITosiBuTCs nranorosoe okHO OTKpBITHE J0KYMeHTa (Open).

2. JIBaxnwl menkuute Ha ¢aitne EasyRead.xls. JJokyment EasyRead.xIs orkpoercs.

3. Illenkuawure Ha suelike B4.

4. B menio ®@opmat (Format) BeiOepure Sueiiku (Cells). Otkpoercs aumanorosoe
okHO Popmart siueek (Format Cells).

5. Ilepeiiaute Bo BkiIaaky Uueao (Number).

6. B crucke @opmar unciaa (Category) Beibepute dopmar Jara (Date). B criucke

Tun (Type) oTobpa3zsatcs popmaTsl AaTHI.

Yucno IBbIDaBHMBaHMe | WpndT I IpaHnua I Bua | 3au.u»ﬂ'a|
Yucnoeele hopMaTel: -Obpasey ‘

OBLWHE | ‘
Yucnoson

AeHexHBIA Tvn:
DUHAHCOBBIN
i

*14 MapTa 2001 r.

Bpema . 14.3
Hpo%eHTrubm 14.3.01
Apobribin ; 14.03.01
SKCMNOHEHUHANBHBIH 14 Map
TeKcToBLIM

" 14 map 01 L‘
AOnNoNHUTENEHBIA
{Bce thopraTbl) .LI AzbIK (MECTONONOMEHHE):

lpyccxmﬁ L‘

DOpMaTEl AAT CAYXAT AN 0TOBPaMEHUA AST M BPEMEHH, NPEACTAENEHHBIX
YKMCNaMK, B BHAE AaT. B NpumeHaemblx GOpPMATaX, 33 MCKAKIYEHHENM NOMEHEHHBIX
3B8E3404K0H (*), NOPAACK 3NEMEHTOB AaThl HE MEHAETCA NPH cMeHe dhopMaTa
ONEePaUHMOHHON CHCTEMBI

OK I OTMEHA

7.  Beibepure B ciucke Tun (Type) "*3/14/01".
8.  Haxwmure OK. Excel npucBout stueiike BHIOpaHHBIN (opmar.
9. Ha manenu mHCcTpyMeHTOB CTaHIapTHash HAKMHUTE KHONKYy dopMmat mo odpasiy

(Format Painter) ™" . Slueiika B4 BbigeauTCS MyHKTUPHON paMKOH.

10. Illenknute Ha suerike BS u meperamurte ykaszarenb Ha sdeiiky B23. Excel
npucBouT (opmar sueiiku B4 srueiikam B5:B23.

11. IllenkuwuTe Ha sUciike J4.
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12. B wmenio ®opmat (Format) Broibepure nyHkt Hueiikm (Cells). Otkpoercs
nuanoroBoe okHo @opmat sideek (Format Cells).

13. B mnone ®opmat umciaa (Category) BbeiOepure ¢opmar JlonmoaTHUTEeTbHbI
(Special). IToste Tun (Type) 0TOOpa3UT IOMOIHUTEIBHBIC YUCIOBBIC (POPMATHI.

14. B none Tun (Type) Boioepute Homep Tenedona (Phone Number) u Haxxmure
OK. uanorosoe okHo ®opmat siueek (Format Cells) 3akpoetcsi.

15. Ha nanenu unctpymentoB CtaHgapTHas HaXMuTe KHONKYy dopmart mo odpasmy
(Format Painter). fueiika J4 BbIAEIMTCS IyHKTUPHOM PaMKOM.

16. Illenkuute Ha sueiike J5 u meperammre Ha sueiiky J23. Excel mpucBout gopmar
auerku J4 sueiikam J5:J23.

17. lllenkuwute Ha sueiike K4.

18. B wmenio ®opmar (Format) Beioeputre nyHkT Hueiikm (Cells). Otkpoercs
nuanoroBoe okHo @opmat siueek (Format Cells).

19. B mnone ®@opmar uuciaa (Category) Boibepure Bee dopmarsl (Custom). B okne
noins Tun (Type) nosiBaTcs BeIOpaHHBIE POPMATHI.

Yucno | BblpagHHBaHHe | WpndT l IpaHua I Bua I JawuTa I

Yucnoeble hopMaTel: -Obpazeu

OBwwmiA 3 ‘ ‘
Yucnosok
AeHexHbIA Tvn:
DUHAHCOBBIN

Aata

Bpema
MpOUEHTHBIM
ApobHeIR
SKCNOHEHUMANEHEIA
TeKCTOBbIA

ONOAHUTENBHLIA # ##0_p_.;-#¥ #¥0_p_,
b 7| | ##0 . [KpacHow-# ##0_p_. ~|

IO-:HOBHoﬁ

Macka hopMaTa NO3BONAET YNPaBNATE 0TOBPaXEHHEM SHaYeHWH B Aderikax, Ecnn
MMEHOLLMECA HOPMATEI HE NOAX0AAT, A0BABLTE HOBBIM hOpMaT.

OK I OTMEHA l

20. B nmone Tum (Type) Boibepure ¢opmar ###0.00. B crpoke Tum (Type)
otoOpaszutcs "#,##0.00".

21. Illenkuure Ha mecte ciaeBa oT popmara B crpoke Tum (Type) u BBemute $, 3arem
HICJIKHUTE CIpaBa OT OopMaTa U BBEIHUTE BCETO.

22. Haxwmute OK. [TnanoroBoe okno @opmar siueek (Format Cells) 3akpoercs.

23. Ha manenu mHcTpyMeHTOB CTaHmapTHas HaXMHTE KHONKYy dopMart mo oépa3siry
(Format Painter). Sueiika K4 BbienuTcst MyHKTUPHOUW JIMHUCH.

24. lenxuure Ha sueiike K5 u neperamure ykaszarens Ha sueiiky K23. Excel npucsout
dopmar staeiiku K4 sraeiikam K5:K23.

25. B sueiike B4 BBemute 25 stuBapsi 2001 roga u maxmurte (Enter). Coxepxumoe
sueiiku cmeHuTcs Ha "1/25/01", cooTBeTcTBeHHO TOMY (opmMary, KOTOPBIM BBl YCTAaHOBHIIN
paHee.

26. B sueiike C4 nadepute 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 nabepute Pagmon.

31. B sgeiike H4 nabepure mrat BamimHrron.

32. B sueiike 14 nabepure 87063.
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33. B sueiike J4 nabepure 4255550102. Conepxumoe siueiiku n3MmeHuTcs Ha "(425) 555-
0102", cornacHo 3agaHHOMY BamMH (opMary.
34. B sueiike K4 wnabGepute 2400. Conmepxumoe sueiiku m3Menutcs Ha "$2,400.00
BCero'", COrjgacHo CO3JaHHOMY BaMHU paHee opmary.
Ed Microsoft Excel - EasyRead

' ®arn [Mpaeka Bua Bcraeka @opmat  Cepeuc  AaHHele  OkHo  Cnpe

E';@.ﬂ' 2 Arial <10 +| %X XK 4
P20 v Fx

] l | 1 1 % I
1
2
3 lWrar MouToBbIN KOO, Tenedron Nunnr
4 | BawwuHrToH 87063 (425) 555-0102 %2 ,400.00 ecero
5

35. Ha manenn unctpymenToB CrangapTHas HaxMuTe KHONKY CoxpaHuTh (Save) mis
COXpaHEHMs U3BMEHEHUH.
36. Haxxmute kHOnky 3akpbITh (Close)Xl, uro0sl 3akpbITh J0KyMeHT EasyRead.xls.

IIpakTnyeckas padora Ne 17

XpaHeHue Ha pabodeM JMcTe MHGOpMAIMM MO MPOAaXKaM, JUMUTAM KpEAUTOBaHUS U
npyroii nH(GOpPMAIUH, UMEIOIIeH OTHOLICHHE K OM3HECY, TO3BOJISIET BaM MPUHUMATh CEPbE3HbIC
pewenus. Kak Bbl y3HaIM 13 3TOH JIEKLIMU, MO>KHO U3MEHATh O(hOPMIIEHUE 3ar0JIOBKOB U CaMOI'0
pabouero nucta, 9To0bl 00JIETIUTH PaObOTy C JTAaHHBIMH.

Jpyroit croco0, MO3BOJISIOMUN yIPOCTUTh paboTy ¢ uHpopmMarueit - Hactpouts Excel
TaK, 9T00bI 0(hOpMIICHHE JAHHBIX U3MEHSIIOCHh B 3aBUCHMOCTH OT MX 3HAa4YeHHUs. Takue popmaTsl
Ha3bIBAIOTCS YCIOBHBIMM (opMmaraMH, WM ¢GopMaTaMu C YCIOBHEM, T.K. JAHHbBIE JOJDKHBI
OTBEYATh OIPE/ICICHHBIM YCIOBHSM, YTOOBI K HHM MPHMEHWICS TOT WJIA WHOW (opmar.
Hanpumep, ecnu Bnagenen komnanuu Katpun TepHep XodeT BBIAETUTH Bce JHU CyOOOTHI, B
KOTOpbIe 00beM mpojaax komnanuu "Bee mms cama" cocraBun 6onee $4.000, eit motpeOyercs
CO3/1aTh YCJIOBHBIM (hopMat, MpOBEPSIOLIMI 3HAYeHHE B sSUEHKe C JaHHBIMHU 10 MpOJaXaM U
U3MEHSIOMNN (POpPMAT COAEPKUMOTO STYSHKH IPH BBITIOTHEHUH YCIIOBHSL.

UYroObl co3maTh YCIOBHBIM (hopMaT, BBIAETUTE SUEHKH, K KOTOPBIM BBl XOTHTE €ro
MPUMEHUTh, W OTKPOWTE JuajoroBoe OkHO YcJjoBHoe ¢opmatupoBanue (Conditional
Formatting). Ha pucyHke HWKe MOKa3aHbl HACTPOMKH B JUAJOrOBOM OKHE YCJIOBHOE
¢popmaTupoBanue (Conditional Formatting) mo ymonuanuto.

YcnosHoe dopMaTHpoBaH1e 21 x|

Ycnosne 1

e~ [rovar gl A | 3
OTobpaxeHre a4erKku npu
BBINONHEHHH YCNOBHA! Dopmat He 3a8aH BopMaT... I

@l A TaKxe >>| ¥AanmTb... | QK I OTMEHa I

[lepBast cTpoka CO CIHCKOM TMO3BOJIIET BBIOpPATh B KaueCTBE apryMeHTa yCIOBUS OO
co/iepuMoe sTuerku, b0 ee ¢popmyny. [louTn Bo Bcex ciaydasx BbI OyJeTe WCIOIb30BATh B
KaueCTBE 3HAUCHUS JJIs1 YCIOBUS COJAEPKUMOE STUEHKH.

CoBer. EnuHCTBEeHHBIM cllydyaeM, KOTjJa BaM MOTpeOyeTcs YCTaHOBUTH (OpMylly B
KayecTBE OCHOBAaHHUS JJs YCIOBUs, Oyner (opMaTHpOBaHUWE pe3yJibTaTa BbIYUCICHHM,
HaIpUMep, UTOTOBOW CYMMBI, KOTOpas OyAeT TakuM ke 00pa3oMm, Kak U OObIYHbIC JaHHbIE,
oToOpakaTbcs B paboyeM JIMCTE PU BOSHUKHOBEHHH COOTBETCTBYIOIINX YCIOBUH.
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Bropas cTpoka CO CHHCKOM B [IHAJIOTOBOM OKHE YCJI0BHOe (popMaTHpoBaHHe
(Conditional Formatting) mo3Bossier Bam BEIOpaTh HY)KHBIN THIT CpaBHEHHS. B 3aBUCUMOCTH OT
BBEIOpAHHOTO THUIA CPAaBHEHUS, B TUAJIOrOBOM OKHE OyaeT 1uOo onHa, JTUOO ABE CTPOKH, B
KOTOpbIE HY)KHO BBECTH 3HAu€HMs isi cpaBHEeHMs. CpaBHEHHE IO yMOJIYaHUIO, "Mexay",
TpeOyeT aBa 3HAYEHUS, TOTJAa KaK CpaBHEHHS '"MeHbIle, yeM" TpeOyIoT BBOAA TOJIBKO OIHOTO
3HAYEHHUS.

[Tocne Toro Kak BbI CO3JaJIM YCIOBHE, BAM HY)XHO YCTAaHOBUTH (popMar, KOTOPBIKA Oyaer
MPUMEHATHCS K JaHHBIM, OTBEYAIOIIMM JAaHHOMY ycioBHio. DopmaT co3aercs B IHATOTOBOM
okHe @opmar siueek (Format Cells). C nmomoriso 3Toro 11ajioroBoro OKHa MOHO HaCTPOUTh
mpudT, KOTOPBIM 0TOOpakaeTcs 3HaUeHue B sueiike. OnpeeneHHblii BaMu ¢popMaT MOSIBUTCS B
nuaaoroBom okHe YcjaoBHoe ¢popmatupoBanue (Conditional Formatting).

Ecnu 510 HE06X0AMMO, MOYKHO HE OTPaHUYUBATHCS MPUCBOCHHUEM JIUIIb OJHOTO YCIOBUS
KaKJI0M stueiike. MOXKHO cO3/1aTh JOMOJHUTEIBHBIE YCIOBUS, Ha)KaB KHONKY A Takike (Add) B
auanoroBoM okHe YcjoBHoe ¢opmatupoBanue (Conditional Formatting). [locne naxarus
KHONIKH A Takxke (Add) mosiBUTCS OKHO BTOPOTO YCJIOBHS.

Bawxno. Excel He nmpoBepsieT Baiiu ycioBUs Ha JIOTUYECKYIO 3aBEPIICHHOCTH, IOITOMY
BaM HYKHO BHUMATEJIHHO CIEAUTH 32 KOPPEKTHOCTHIO KAXKI0TO U3 BBOJAUMBIX BAMH YCJIOBHIA.

Excel BbimonHsgeT ycnoBusi B TOM MOPSAIKE, B KOTOPOM BBI 331aTU UX B JHAJIOTOBOM OKHE
YcaoBuoe ¢opmarupoBanue (Conditional Formatting) u, npu HaXOXIACHUU YCIOBUS,
KOTOPOMY OTBEYAIOT JaHHbIE, IpeKpaiaer cpaBHeHus. Hanpumep, npenmnonoxum, uro Katpun
XO0UY€T BU3YAJIbHO Pa3/IeTUTh JUMUTHI KPEAUTOBAHMS TIOKyTarenei kommnanuu "Bee mist cana" Ha
JIBE pa3lMYHble KaTeropuu: JUMUThI MeHbine 1.500$, u mumutel B mpeaenax ot 1.500$ no
2.5008. OHa MOXET YCTaHOBUTH OTOOpPaKCHHE JIMMHTOB KpPEAWTOBAaHHS IOKYyMarTeneil ¢
MPUMEHEHHUEM YCIOBHOTO (hopMara, UCIOIb3YIOIIETO YCIOBUS, TOKa3aHHbIC HA PUCYHKE HIDKE.

~Ycnoene 1
|3Haqune _vJ ImeHbu.le _V_I 12500 j‘_!
OTobpaieH1e A4erkKn Npu ~ I
BBINONHEHHH YCNOBHA! AaBbb6fa LOPHAT. ..
~Ycnoeve 2
3Ha4eHHe Ll Imenbwe LI |1500
OTobpameH1e SYEHKH NPy ) ~
BbINOAHEHWH YCNOBHA: AaBbboAa
@I 4 Takwe == YAanuTe. .. | OK | QOTMEHA I

B stom cnyudae, Excel Oynmer comocrtaBnarh 3HaueHue "1250" ¢ mepBBIM 3HAYCHHEM,
"<2500", m npumeHsTh (opMaTHpoBaHHME K sAueike, conepxamied 3To 3HaueHue. Bropoe
yciosue, "<1500", 6amke Mo MOIYII0 K CpaBHMBAEMOMY C HUM 3HA4eHUIO; Kak Toibko Excel
HalIEeT yCI0OBHUE, OTBEYAIOILEE ITOMY 3HAUEHUIO, CPABHEHNE IIPEKPATUTCSI.

CoBer. B mepByro odepear Bcerna 3adaBaiiTe Haubosee crporoe ycioBue. B
paccMaTpuBaEMOM IpUMeEpe ycTaHOBKa mepBbIM ycioBusa "<1500" u BrophmM "<2500" mact
MPaBWIbHBIN pe3ynbTaT (opMaTUPOBAHUS.

IIpakTHyeckas padora Ne 18
B aToM ympakHeHUM BBl CO3JaauTe OOJNACTH YCIOBHBIX (DOPMATOB ISl M3MEHEHUs
OTOOpa)XKCHHSI NTAaHHBIX B SYCHKax JIMCTa, COACPXKAIIMX JIMMHUT KPEAUTOBAHUS TOKYyIaTenen
komnanuu "Bcee mist caga'.

]
1. B nanenu unctpymeHToB CTaHaapTHas HaxmuTe KHONKY OTKpbITH (Open) g
[TosBuTca nuanorooe okHO OTKpbITHE JOKYMeHTa (Open).
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2. JBaxawpl mienkaute Ha (¢aitne Conditional.xls. doxkyment Conditional.xls
OTKpOETCH.

3. Illenxuute Ha suelike K4.

4. B menio @opmar (Format) Beioepute ¥YcioBHoe popmarupoBanue (Conditional
Formatting). Orkpoercs auanoroBoe OkHO YciaoBHoe ¢(opmarupoBanne (Conditional
Formatting).

5. Bo BTOpOIi cTpOKE CO CIUCKOM IIEIKHUTE HAa CTPEJIKE M BBIOEPUTE U3 CITUCKA CIOBO
Mexay. Bo BTOpoil CTpoke co CIIUCKOM MOSIBUTCSA CJIOBO "MExAY".

6. B mepsoii crpoke aprymenta Beeaute 1000.

7. Bo Bropoii ctpoke aprymenta Beenute 2000.

8. Haxwure xnonky ®opmart (Format). Otkpoercsi auanoropoe okHo Popmar
siueek (Format Cells).

9. Iepeiiaure Bo Bkiaaaky lpudgt (Font).

10. B ctpoxke LIBet (Color) menkHuTe Ha KHOMKE CIUCKA U BBIOEPUTE U3 MOSBUBILIEHCS
nanmutpel cuanii (Blue) mBer. L{BeToBas manuTpa UCYE3HET, U IBET TEKCTA B 00JIACTH ITPOCMOTpA
CTaHET CUHUM.

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

12. Haxwmute kHonKy A Takxke (Add). B auanoroBom okHe MOSBUTCS CeKlUs Y cioBUe 2
(Condition 2).

13. Bo BTOpOIi CTpOKE CO CHUCKOM HISTKHUTE HAa CTPEJIKE U BHIOEPUTE U3 CHHCKA MYHKT
"MG)KI[yH.

14. B crpoke nepBoro aprymenta Habepute 2000.

15. B crpoke Broporo aprymenta Habepute 2500.

16. Haxwmute kHonky ®@opmat (Format). Otkpoetcs nuanoroBoe okHo @opMaT siueek
(Format Cells).

17. B crpoke LBer (Color) menkHuTe Ha CTpelIKe M BBHIOEPUTE M3 TMOSBUBIICHCS
NaJIUTPhl 3eNeHblid 1BeT. L[BeToBas manuTpa MCUY€3HET, M IBET TEKCTa B 00JIACTH MPOCMOTpa
M3MEHUTCS Ha 3€JIEHBII.

18. Haxwmute OK. [Imanmorosoe okao @opmat siueek (Format Cells) 3axpoercs.

19. Haxxmute OK. J[ImanmoroBoe okHo YciaoBHoe ¢opmaTupoBanue (Conditional
Formatting) 3akpoercs.

20. B sueiike K4 menkHuTe Ha NPSIMOYTOJIBHOM TOYKE B NPaBOM HH)KHEM YIIIy U
nepeTanuTe ykasareab Ha sueiiky K6. Cogepxxumoe stueek K5 u K6 cmenntes Ha "$2.400.00", u

nosiBuTcs kHonka Ilapamerpsl aBTo3anoaHenns (Auto Fill Options).

21. Ilenknure Ha kHomke Ilapamerpnl aBTo3anmosaHeHusi (Auto Fill Options) u B
nosiBUBLIEMCST MeHIO BbIOepute 3amoJHuTh TOabkKO ¢opmarsl (Fill Formatting Only).
Conepxumoe stueek K5 n K6 u3menutcs Ha ux mpexxkHue 3HaueHus, U Excel mpumenur x
BbIJIEJICHHBIM SYEHKaM YCIOBHOE (popMaTHpPOBAHUE.

G H | | | J | K |

1
2

3 lopon lrar MoutoBbIi KO A, Tenedon NMumnr

4 |Peamonn BawwuHrTor 87063 (425) 555-0102 $2 400 00
5 |Peamona BawwuHrrar 87063 (425) 555-0198 $750,00
B |Peamona Bawwnrror 87063 (425) 555-0187 $1 500,00

7

8

22. Ha manemn wHcTpymeHToB CTaHaapTHas HaxmuTe KHOnKy CoxpaHuthb (Save),
‘ITO6BI COXPAHUTH CACITIAHHBIC U3MCHCHMUH.
Haxxmute kaonky 3akpbiTh (Close) a1 3akpbeitus qokymenta Conditional.xls.
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Tema S. IIpoBeaeHue BbIYHMCICHU I
IIpakTuyeckas padora Ne 19

PaGoune xuurm Microsoft EXcel mnpemocraBisiioT BO3MOXKHOCTh XpaHEHHS H
OpraHu3alyy BallMX NaHHBIX, OJJHAKO Bo3MOxkHOcTH EXcel ropaszno mmpe. OpHa U3 Ba)KHBIX
3aja4, KOTOPYIH Bbl MOXeTe pemiatb, padoras B EXcel - BbumcieHue cymMMmbl 3HauCHHU B
A4yelkax. Bbl Takoke MoXeTe IPOBOIUTH IPyrue ONepalnu ¢ BHIOpaHHBIMM JJaHHBIMU, HallpuMep,
BBIUUCIIATh MAaKCHMaJbHOE WJIM MUHUMAJbHOE 3HAUYEHUS s Tpynmbel  stueek. [lowmck
MaKCHUMaJbHOIO M3 3HAYEHMH MOXET IIOMOYb BaM ONPEAEIHTb, HAIpPUMEp, Camoro
IPOJYKTHBHOTO TPOJIABIA, BEISIBUTH KATETOPUU TOBAPOB, HA KOTOPHIE CIEAI0BAIO Obl 00paTUTh
0oJbllIe BHUMAHUS, WIN MOCTABILMKOB, KOTOPBIE JIENal0T BaM CaMble€ BBIFOJHBIC MPEATIOKEHHUS.
[Tomumo xpanenust uHdopmanuu, Excel npemocraBiser Bo3MOXKHOCTh TOUCKA HEOOXOIUMOM
uHpopmanuu. Takxe, €Ciid Bbl JOIYCTHIIN OIIMOKY, BbI OBICTPO HaiiieTe U UCTIpaBUTE €e.

B GonpmmHCTBE CiyyaeB BBl HE CMOXeETe padoTaTh C JaHHBIMHU, CChLIAsICh TOJIBKO Ha
OJIHYy siuelky. Bam MokeT MoHagoOMTbCS MPOU3BECTH HECKOJIBKO BBIUMCIEHUH C JaHHBIMU B
OMHOM W ToW ke rpymme sueek. EXcel obGnerdaer oOparieHue K LeNOH Tpymme siueek
OJIHOBPEMEHHO, [T03BOJISIsI BAM OBICTPO IPOU3BECTH BBHIUMCIICHUS.

ITo Mepe ocBOCHHUS 3TOM JIEKIMH, BBl HAYYUTECH a/IPECOBATh CCHUIKHM HA TPYIIIbI TaHHBIX
B pabouux JMCTaX, a TaKXe co3JaBaTb M PEJaKTHPOBaTh (OpMyIbl, HEOOXOIUMBbIE s
oToOpakeHHst 00bEMOB IIPOAaX U HHPOpPMALIUKU O ToBapax kommnannu "Bee st cama'.

B nexiuu ucnones3ytores yueonsie daiinnel NameRange, Formula u FindErrors.

Korma BeI paboraere ¢ OonpmmMu oObeMamMu  WHGOPMAIUHU, IKEJIATEIHHO
UACHTU(QUIUPOBATh TPYIIBl SUEEK, KOTOPbIE COAEP)KAaT COOTBETCTBYIOILYIO HH(MOPMAIHIO.
Hampumep, Ha pucynke Humxke sueiiku ¢ C2 mo C6 comepxaT LIEHbl Ha TOBaphbl, 3aKa3aHHbIE
HOKYIaTeJIeM.

Ed Microsoft Excel - FindErrors

@ ®ain Mpaska Bua Bcraska ®opmat  Cepeuc  daHHble  OkHo €

DEeE &Y B @- ""ﬁl[ﬂ@ ? ~ Arial

F16 v f

A [ B [ [ [
|1 [3akas #1
| 2 [TL2248 Capoean neika (50 groiAmoe) $28,00
3 |TLO210 Taimep "Watering" $44 95
4 |SP3625 Knetka ana ntuy, $1895
| 5 |SP1840 JlocbOH ANA TeNa © MOPKOBHEIM © $1250
| B |FN2002 Kegpoeaa ceanka $59 95

Bmecto Toro utoObl yKa3bIBaTh CCHUIKM Ha SYEWKH KaKIbld pa3, KOrjJa BaM HYKHO
o0patuTbesi K MHGOPMALUK B HHUX, BBl MOXETC OOBCIMHUTH JTH SYCHKH B JAMANa30H (WIH
Ha3BaHHBIN Auana3oH ). Hanpumep, Bl MokeTe 00bEAUMHUTD TOBAPHI U3 MPEIBIAYIIET0 PUCYHKA
B JMana3oH, Ha3BaHHbIN "3akazanHblieToBapsil". Eciin BaM HYXHO HCNOJIb30BaTh JAaHHBIE W3
ATOro Juamna3oHa B BBIUMCIEHMSIX, BBl MOYKETE IPOCTO BBECTH MMsI JMalla30HAa BMECTO TOTO,
YTOOBI YKa3bIBaTh CCHUIKY Ha KaXAYIO AUYEHKY.

CyiecTByeT HECKOJIBKO CIIOCOOOB CO3/IaHHsI HAa3BAaHHOTO JUAara3oHa, JBa U3 KOTOPBIX
ocylecTBIsII0TCA U3 MeHIO BeraBka (Insert). IlepBelit MeTo1 MOJI€3€H, €CIU Y Bac B JIUCTE €CTh
cTos0el] TaHHBIX C 3ar0JIOBKOM BBEPXY CTOJIOIA, KaK MIOKAa3aHO HA PUCYHKE.

Ed Microsoft Excel - NameRange

@ ®aiin  [paeka Bua Bcraeka ®opmat  Cepeuc  fadHele  OKHC

DEeERY BR - 2 - & @0E 2

G21 - &
A | B L ¢ |
1 |VHCTpymeHT
2

'3 | IDvoBapa HaumeHoBanue ToBapa Llena

| 4 |TL2248 Capoean neiika (50 aroimMoe) $28 00
5 |TL2697 Mpabnu $1895
| B |TL2539 Hosx Ana npuenexu $18.95
| 7 |TL2538 WHCTpYMEHTEI ANA NPUBHMEKK $57 95

B nanHowMm ciywae, Bl OTKphIBaeTe auanoroBoe okHo Co3narb umeHa (Create Name),
BbIOpaB B MeHIO BeraBka (Insert) moamento Mms (Name) u menkayB Ha komanae Co3aaTh
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(Create). B nquanoroBom okae Co3nath umeHa (Create Name) Bbl MOXKETE CO3/1aTh Ha3BaHHBIN
Jana3oH, MPUCBOMB €My B KaueCTBE MMEHHU 3aroJIOBOK (BEpXHIOIO sueiiky) ctosnbua. Bol Takxke
MOJKETE CO3/aBaTh U yJaJATh nMala3oHbl uepes auanorosoe okHo IpucBoenune nmenu (Define
Name), oTKpbITh KOTOPOE MOKHO, yka3aB Ha myHKT Mms (Name) B meHio BeraBka (Insert) u
BbIOpaB IlpucBonts (Define).

Hakonern, MoXHO co3aTh AMara3oH, BEIOpaB SYEHKU, KOTOPHIE Bbl XOTUTE OOBEAMHUTD B
nuanasoH, u BBeAs B crpoke Ums (Name) nazBanue nuama3ona. Bl MoxkeTe moqyduTh CIIUCOK
JIMAIla30HOB, CO3JaHHBIX HA JIMCTE, IEIKHYB B 3TOM CTPOKE HAa KHOIIKE CIIUCKA.

Baxno. Kaxnaplii nuana3on B paboyeil KHUTE OJDKEH UMETh cBoe uMs. [IpucBoenue
MMEHHU YK€ CYIIECTBYIOIIEr0 IMala30Ha HOBOMY YIAIUT MEPBOHAYAIBHOE HMs- CCBUIKY,
AQHAJIOTMYHO TOMY, KaK 3TO IIPOUCXOJUT MPU IPUCBOCHUN UMEHU paboueMy JIUCTY.

IIpakTnueckas padora Ne 20

B sToM ynpakHeHUH BB CO3AAIUTE AUAINA30HBI, YTOOBI aJPECOBATh CCHUIKM HA TPYIMIIbI
AYEeK.

1. Ha nanmenn wuHctpymeHToB CraHmapTtHas HaxmuTe KHONKY OTkpbIiTh (Open).
ITosiBuTCs nranorosoe okHO OTKpBITHE J0KYyMeHTa (Open).

2. Tlepeiiaure B manky Chap07 u nBaxasl menkuuTe Ha aiiie NameRange.xls. daiin
nameRange.xIs otkpoercs.

3. Ilepeiinure k mucty UHCTPYMEHTHI.

4. Hlenkuute Ha sueiike C3 u meperamure ykasatenb Ha suciiky C18. BeiOpaHHbIC
SYEUKH BBIIETATCS LIBETOM.

5. B menio BeraBka (Insert) ykaxure Ha myHnkt Umsi (Name) u 3arem BbiOepute
Coznatb (Create). Otkpoercs nuanorosoe okHo Co3aatb nmena (Create names).

Co3paTh MMeHa 21 x|
Mo TercTy
p .' b
" & cTonbue cnesa
™ B cTpoke HUXE

[~ & cTonfue cnpasa

| OK I OTMEHA I

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

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

8. B wHmwkHeM 5eBoM yriy oOKHa pa0oueil KHHUTH IIEIKHUTE Ha SPIBIYKE JIHCTa
HocraBku. [losBurcs nuct IlocTaBkm.

9. Illenkuaure Ha sueiike C4 1 meperaniuTe ykaszarenb Ha saeiky C29.

10. B menio BceraBka (Insert) ykaxure Ha nyHkt HMms (Name) u BwiOepute
IIpucBouts (Define). Otkpoercs quanoroBoe okHo [IpucBoenne umenn (Define name).

2(x]
Mma:
| [ o |
Tosapel =]

3aKpbiTE

il

AoBaenTh

Yaanute

DopMyna:
|=Con.ToBapen§Cee:$Cs2o Y|
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11. B crpoke Uma (Names in Workbook) Beenute LlensiHallocTaBku u Haxxmute
OK. Excel mpucBoutr wums "llensiHallocTaBku" paumama3oHy sdeek, W JIHAJIOTOBOE OKHO
IIpucoenue nmenu (Define Name) 3akpoercs.

12. B neBoM HWXHEM Yyriy OKHa paboueil KHHUIM IIEIKHUTE Ha SpPJbIUKE JHCTa
®ypuurypa. [lossurcs padounii 1uct @ypHUTYpAa.

13. Hlenxuute Ha siueiike C4 u meperanuTe ykazareib Ha sueiky C18.

14. Hlenkuute Ha ctpoke Umsa (Name). Conepxxumoe ctpoku Ums (Name) BbiaenuTcs.

15. Beeaure Croumocts®@ypuutypsl u Hakmune (Enter). Excel mpucBout auama3ony
sueek ums "CroumoctbDypHUTYpHI".

16. B menio BeraBka (Insert) ykaxute Ha nyHKT Mmsi (Name) u 3aTem BbIOepHTE
IIpucsonts (Define). OTkpoerca quanorooe okHo IlpucBoenne umenu (Define Name).

17. B HmwxHel o0sacTh IUAJIOTOBOTO OKHA IeiakHHuTe Ha cTpoke "llena". B mone Umsa
(Names in workbook) nosiButcs cioBo "Liena".

18. B mone Hma (Names in workbook) ynamute cnoso Ilena, BBenute
CroumocteMHcTpymenToB u Haxxmute OK. JlnamoroBoe okHo IlpucBoenue umenu (Define
Name) 3akpoercs.

19. Ha nanenu unctpymentoB CrangaptHas HaxmuTe KHONIKY CoxpaHuTh (Save) = .
20. Haxmure kHoniky 3akpbITh (Close)Xl. daiin NameRange.xIs 3akpoercsi.

IIpakTnueckas padora Ne 21

ITocne Toro xak Bbl 100aBWIM HMHGOPMALMIO B pabO4YMid JHMCT U CO3JAIM JUAra30HbI
A4EeK, MOXKHO YCKOpUThH oOpalieHue K uHpopmanuu, HamucaB (Gopmyiy, T.€. BbIpaXKEHHE,
KOTOpOE NPOM3BOJUT BBIYMCICHUS C BallUMU JaHHbIMH. Hampumep, Bbl MOXeT€ BBIYHCIUTh
o0IIyI0 CyMMy 3aKa3a IOKYIaTels, BBIBECTH CPeIHUN 00beM MpOoJaXx Ui BCEX THEU Cpeibl
SHBapsl Mecsla WIM HAalTH MaKCHUMAJbHBIM MM MUHHMAJbHBIA YpOBEHb IPOJAX 3a HEIEINIO,
MecCsI WX TO/I.

Yrtobbl Hamucath (opmyny EXcel, HauHuTe BBOAMTH HaHHBIE B SYCHKY CO 3HaKa
pPaBEHCTBA, TOTJa OHU OyIyT HMHTEPIPETUPOBATHCS KaK BBIPAKEHUE JJIS BBIUMCIICHUS, a HE
tekcT. [locne 3Haka paBeHcTBa Bbl BBoauTe (popmyny. Hampumep, Bbl MoXxeTe HaTH Cymmy
3HaueHul B suerikax C2 u C3 c¢ nmomounpio Gopmyinsl =C2+C3. Ilocie Toro kak Bbl BBEIU
dopmynny B s4elKy, BBl MOXKETE MpPOBEPUTH €€, LICIKHYB Ha siueiike M OTpeNaKTUpOBaB ee
coiepxuMoe B cTpoke dhopmyin. Hampumep, Bbl MOxkeTe 3aMeHHUTH 3Ty hopmyny Ha =C3-C2, nus
BBIUNCJIEHHSI PA3HOCTH MEXAY colepKuMbIM ssueek C2 u C3.

Moackaska.Ecou Excel pacrioznaer Bamry Gpopmyity Kak TEKCT, MPOBEPHTE, HET JIM TEPE]T
3HaKOM pPAaBEHCTBa Mpolesia WIM JIPYyroro ciy4yaiHO BBEIEHHOro cuMBoiia. IlomMHHTE, 3HaK
paBeHCTBA JIOJIKEH ObITh MEPBBIM CUMBOJIOM !

BBonx ccbutok Ha 15 mam 20 s4eex MOXKET TMOKa3aThbCsi yTOMUTEIBHBIM, OfHako B Excel
Jerko paboTaTh CO CIIOKHBIMH BBIYUCIIEHUSMU. {1 3ajaHUs] HOBOTO BBIUMCIIECHHUS BbIOEpHUTE
nyHkT @ynknus (Function) B meHio BeraBka (Insert). Otkpoercss nuanoroBoe okHo Macrtep
¢ynkuuii (Insert Function) co cnuckoM ¢GyHKIMA, WIH TPEAONpPEACICHHBIX (GopMmyl, u3
KOTOPOT'O BBl MOXETE BBIOPATh HY)KHYIO BaM () YHKIIHIO.

B crenytomieit Tabnuiie onvcanbl HaHOoOJEeE YaCTO UCIIOJIb3yeMble (DYHKIINU.

DOyHKUUA Onucanne
CYMM(SUM) Beruncser cyMMy 4ucen B 3aJJaHHBIX sUYEHKax

CP3HAY(AVERAGE) Haxonut cpeaHee 3Hau€HHE YKCEN B 33/IaHHBIX SYSKaX

CUET(COUNT) [TopcunThiBaeT KOJIMYECTBO YKCEN B CIHMCKE apryMEHTOB B 3aJaHHBIX
sTYerKax

MAKC(MAX) HaxomauT Haubomnbliiee 3HaUCHUE B 33JaHHBIX sTUEHKaX

MUWH(MIN) Haxonut HanMeHbllIee 3HaUeHHUE B 3aJaHHBIX sTUeHKax
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Bbl Takke moxete ucrnonb3oBarh Ae apyrue ¢yHkmuu, THATA() [NOW()] u ITJIT()
[PMT()]. ®yukuus TIATA() Bo3Bpamiaer Bpemsi, Korja pabodas KHHra Oblla OTKPBITA,
MO3TOMY 3HAaueHUE QYHKIUU OYAeT H3MEHSAThCS KaxIbld pa3, Korga OyaeT OTKPHIBATHCS
pabouasi kuura. IlpaBunbHas 3amuck GyHkmuu BeITIIAAT Tak: =1JIATA(); 4ToObI OOHOBUTH
TEKyIllee BpeMsi U JaTy, MPOCTO COXpaHUTE paboTy, 3aKpOWTEe MU CHOBA OTKPOMTE HOKYMEHT.
Oynaknus [IJIT() memHoro cioxuee. OHa BBIYUCISIET CYMMY IMEPUOAMYECKOTO IUIATEX,a s
aHHYHUTETa Ha OCHOBE MOCTOSIHCTBA CYMM IUIaTEXKE M MOCTOSHCTBA POLIEHTHOM CTaBKU. YTOObI
IIPOM3BECTH C €€ MOMOUIbI0 BBIUMCICHHS, (YHKIMHU TpeOyeTcs 3aJaTh CTaBKY, KOJIHMYECTBO
MECSIEB TUTATeXKEH W CTApTOBBIA OayaHc. DJIEMEHTHI, BBOJAUMBIE B (DYHKIUIO, HA3BIBAIOTCS
apryMeHTaMd U JIOJDKHBI OBITh BBEICHBI B OMPEICICHHOM IOpPSAKE. DTOT MOPSAIOK BBITISIUT
tak: [1JIT(craBka;knep;mc;0c;Tum). B cienyromeil Tabmuie NPUBEACHBI OMHCAHUS KaXIOTO
aprymenTa ¢pyukmuu [TJIT.

Apryment Onucanue

CTaBKa [IponienTHas craBka Mo ccyne, AeaUTCs Ha 12 s ompeneneHus eKeMeCSYHbIX
BBIILJIAT 110 CCYZIE

KIIED OO611as 4Mco BHIIUIAT MO CCYIe

e [IpuBeneHHas K TEKylIEeMy MOMEHTY CTOMMOCTb, MJU OOIIasi CymMMa, KOTOpas Ha

TEeKYIIM MOMEHT paBHOLIEHHA psay OyAylmuX IUlaTexeil, Ha3bplBaeMas TakKke
OCHOBHOM CyMMO#

oc TpeOyemoe 3HaueHnE OyaylIei CTOMMOCTH, HIIM OCTaTKa CPEJCTB TOCIE TOCICIHEH
BhITIaTHL. Eciin aprymeHT 6¢ omnyiieH, To oH nojaraercst paBHbiM 0 (HYI0), T. €. 1A
3aliMa, HanpuMep, 3HadueHue 6c paBHO 0

THII UYucno 0 (mynb) unu 1, o603Havaromiee, Korjaa J0HKHA TPOU3BOIUTHCS BhIIIATa

Ecnu BbI B3sutn B3aiimMbl $20.000 1o 8-TpOIEHTHYIO CTaBKY M BO3BpAIllacTe KPEAUT B
TedyeHue 24-X MecsleB, Bbl MOXKeTe ucnoib3oBath ¢yHkuuto ITJIT() s onpenenenus pazmepa
€XKEeMEeCSIYHBbIX BbIIIAT. B 3TOM ciydae, QyHKIUIO cieqyeT 3aJaBaTh TaKUM o00pa3oM:
=I1JIT(8%/12,24,20000); (yHKIMS BO3BpAaTUT BEJIWYMHY €XKEMECSUYHBIX BBIILJIAT B pazMepe
$904.55.

Bbl Takke MoXkeTe HCMNONb30BaTh B (OPMYNIax HMMEHa JIOOBIX JMANa30HOB sUEeK.
Hanpuwmep, ecnu umsi nuamazona "3akaszl" cceunaercs Ha suediku ¢ C2 mo C6, BBl MOXETe
BBIUMCIUTH cpenHee 3HaueHue syeek ¢ C2 mo C6 mo dopmyne =CP3HAY(3akazl)
[AVERAGE(3aka31)]. Eciu BbI XOTHTE BKJIIOYHTH B (OPMYITy 00JaCTh CMEXKHBIX SIYCEK, HO eIIe
HE OIpPENETWIN ITH SYEHKH KaK JHaINa30H, MOXETE LIEJIKHYTh Ha MEPBOH siUelKe quarna3zoHa u
MEepEeTAlUTh YKa3aTellb Ha MOCICIHIOK S4YelKy. Eciau s4eiiku He CMEXHbIE, HaXMHUTE H
ynepxusaiite (Ctrl) u menkHuTe Ha HY)XHBIX sueiikax. B 00oux cirydyasix, Korjia Bbl OTIIYCTHUTE
KHOIIKY MBIIIH, CCBIJIKY HA BRIOpAHHbBIE BaMU sTUEHKH MOSBATCS B GopMyIie.

@opMynbl TakkKe MOTYT OBITh HCHOJB30BAaHBI JUIS BbIBOJA COOOLICHHH TpU
onpeaeneHHbix ycnoBusx. Hanpumep, Katpun Tepuep, Bnagenen komnanuu "Bcee mis capa',
IpEeOCTaBIseT OCCIUIATHBIM SK3eMIUISIp JKypHaJla O CaJI0OBOJCTBE MOKYHAaTessM, CAeIaBIIUM
nokynku Ha cymmy Oosee $150. Takoi Tum (Gopmyn Ha3bIBaeTCs yCIOBHOW (opMylon u
ucnonb3yeT Gynkuuio ECJIN (IF). YToOs! HanMcaTh ycnoBHYIO (opMyily, HIETKHUTE Ha STYEHKe,
KoTopasi Oyner coiepxaThb (GOpMyilny M OTKpPOWTE AMAJIOroBOE€ OKHO BCTaBKM (yHKIUH. B
nuanoroBoM okHe BeiOepute GpyHkiuio ECJIN u3 cniucka noctynueix GyHkiuid u Haxmure OK.
OTtkpoercs auanoroBoe okHo AprymeHThl pyHkunu (Function Arguments).
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ApryMeHTbl hyHKLUI 21|

rECM

Jor_BbipaxkeHue | j‘J =
3HaYeHHe_ECNH_MCTHHa | j‘J =
3Ha4eHHe_ecni_noxb | j‘J o

MpPOBEPSAET, BLINOAHAETCA N1 YCAOBHE, M BO3BPALLAET OAHO 3HAUEHHE, ECAM OHO BEINOAHAETCA, M APYroe
3H3YEHHE, BCNH HET,

Jlor_BbipaXxeHue ntfoe 3HAYEHHE MW BbIDAXEHHE, KOTOPOE NPH BBIMUCAEHHN A3ET
3Haqenre MCTHHA nan NOXb,

CnpaBKa No 3ToH dyHKUMK 3HaveHmne: OTMEHE I

IIpu pa6ote ¢ ¢ynknuerr ECJIN, nuamoroBoe okHO AprymenTbl ¢pyHkuuu (Function
Arguments) coaepxxut Tpu nons: Jlor_Bbipa:kenue (Logical test), 3Hauenune_ecau_mcTuHa
(Value_if true) u 3nauenme ecim_Jjoxb (Value if false). B crpoky Jlor_ Bbipa:keHue
(Logical test) BBoguTCs yCIIOBHE, KOTOPOE BbI XOTUTE MPOBEPATh. [ MPOBEPKH, MPEBHIIIACT
au cymMma 3akasa $150, Beipaxkenue Oynaet Boirsiaeth Tak: CYMM(3akaz1)>150.

Teneps BaM HYXKHO czienath Tak, 4To0bl EXCel oToOpaxan cooOuieHus, yka3plBaroue Ha
TO, JOJDKEH JIM TOKYINaTeslb MOoJydaTh OECIUIaTHBIA SK3eMIUIAp JKypHana. UToObl BBHIBOIUTH
cooOmenuss ¢ mnomomplo Qyakmum ECJIM, BBemuTe 3TH COOOMICHUS B CTPOKax
3navenne_ecau_mucruHa (Value if true) mnu 3navenme_ecam_Jioxb (Value if false). B
JAHHOM CJIy4ae Bbl MOKET€ BBECTH B CTpoke 3HadeHue_ecjau_ucTuHa (Value_ if true) "Bni
nonyvaere OecruiaTHbii kypHan" u "Cnacu0o 3a mokynky" B cTpoke 3HadYeHHe ecJH_JIOXKb
(Value_if_false).

-ECTI

Jlor_Bbipa)<eHve ]CYMM(BaKa31)>15L'I y = NOX¥b

SHaYEHHE_ECAM_MCTHHA ’"Bbl nony4aeTte BeCnNnaTHLINA XypHan" jﬂ = "Bl nonyyaeTe Gecr

SHaYEHNE_BCAM_NOXb ]"Cnacnﬁo 3a nokynky!"| "‘J = "Cnacubio 33 NoKynK

= "Cnacvbo 3a nokynky!"

MpoBepAeT, BLINOAHABTCA MK YCNOBHE, M BO3BPALLAET 0AHO 3HAYEHHE, BCNH OHO BBINONHABTCA, U APYroe
3Ha4eHue, ecnu HeT,

3HaYeHWe _ecnu_NodXKb 3H3YeHHe, KOTOPOE BO3BPALLAETCA, ECAM NOr_BbIpaXeHne’ MeeT
3HaqeHve NOXb. Ecnn He yKasaHo, BO3BpallaeTca 3HaqveHne NOXb,

CnpasKa No 3Toi dyHKuMM 3HaueHre: Cnacvbo 3a nokynky! OK I OTmeHa I

Korma BbI co3nanmm ¢popmMyity, BBl MOXKETE CKOITUPOBATH €€ B Oy(ep 1 BCTABUTH B IPYTYIO
siueiiky. [Tocne aToro Excel mombitaercs u3ameHuts GopMysy Tak, 4ToObl OHA paboTalia B HOBBIX
sueiikax. B KkadecTBe mpuMepa Ha OTOM pHCYHKe sueiika D8 comepxkur dopmyny
=CYMM(C2:C6):

@ ®aiin  Mpaeka Bua Bcraeka ®opmar  Cepeuc  fabHble  OkHo  Cnpaeka

DEERY 2@ o 4 @@ 2 -1
D5 v A =CYMM(C2:CB)
A | B | ¢ [ o |

| 1 [3akas #1

LTQ248 Capoean neika (50 groimos) $28,00

| 3 [TLO210 Taimep "Watering" $44 95
| 4 |SP3628 Knetka ana ntuy, $1895
| 5 |SP1840 INockoH ANA Tena © MOPKOBHEIM « $12 50
| 6 |FN2002 Keapoeaa ceanka $59 95

7
| 8 | Bcero | $164 35 !
| 9 [3aka3z #2

1N ITINN3R HHuniik nna nnevne 18 NN

[enxkauTe Ha sveiike D8, ckomupyiite comepxkumoe B Oydep U BCTaBbTE pe3yibTaT B
staeiiky D16; B siueiike D16 nosiButcs Beipaskerne =CYMM(C10:C14). Excel uamenut popmyiy
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TaKk, 4TO OHa OyJeT NMpUMEHHWMa K syeiikam B 3Toi oOmactu ymcta! Excel ucmonssyer B
dbopMynax OTHOCUTENBbHYI CCBUIKY, WJIM CCBUIKY, KOTOpas H3MEHSETCS MpU KOMHPOBAHUU
(bopMyITBI B IPYTYIO sTUEHKY. B OTHOCHTEIBHBIX CCHUIKAX YKA3bIBAETCS TOJIBKO CTPOKA M CTOJIOEI]
SAYEUKH.

Ecnu BBl XOTHTE, 4TOOBI CCHIJIKA HA STYEHKY OCTaBaIach HEM3MEHHOM MPH KOMTUPOBAaHHUHU B
JIPYTYIO SYEHKY, Bbl MOXETE HCIOJB30BaTh a0COJIOTHYIO CChUIKY. UTOOBI clienarh CChUIKY Ha
si9eiKy aOCOJIIOTHOM, HY)KHO BBECTH 3HAYOK $ mepes HOMEpPOM CTPOKM M Tepell HOMEpPOM
crosionia. Hanpumep, s Toro 4roOsl ¢opmyna B siueiike D16 BeIBoaMiIa CyMMy 3HAY€HUW B
sueiikax ¢ C10 nmo Cl14, He3aBUCUMO OT TOTO, B KaKOM siu€Ke OHA HAXOJUTCS, CJIEYyeT BBECTH
bopmyny =CYMM($C$10:$CS$14).

Coser. Ecimu Bel kommpyere (opMyny U3 CTpokH (OpMys, HCIOJIb3yeTe B Ballei
dbopMmyne abCONIOTHBIE CCHUIKM WM TOJIBKO JMana3oHbl sueek, Excel He M3MEHHUT CChUIKM Ha
STYEHKHU, KOTJIa BBl CKOMTUPYETE Bamry GopmMyny B IPYTYIO SUYCHKY.

IIpakTnueckas padora Ne 22.

B sToM ympaxkHeHuw Bbl co3famute (GopMyny i TojcueTa oOIIel CyMMBbI 3aKasa,
KonupyeTre 3Ty (opMyiny B IPYryl sUEHKYy W 3areM co3aaere (OopMyIly, BBIYHCISIONIYIO
CPEIHIOI CTOMMOCTh TOBapoB B 3aka3e. SldelikM C IIEHaMH Ha TOBaphbl B 3TOM 3aKase
00beIMHEHBI B AUana3oH, Ha3BaHHBIN "ToBapri3akasa".

T

1. Ha nmanenu uHctpymMeHTOoB CranjapTHas Haxkmure KHONKY OTkpbITh (Open) =
[TosiBuTCs nuanorooe okHO OTKpbITHE J0KYyMeHTa (Open).

2. JIBaxnpl menkuute Ha daitne Formula.xls. ®aitn Formula.xls otkpoercsi.

3. Ilenkuure Ha sueiike D7. D7 craHeT akTHBHOMN STUCHKOM.

4. B crpoke dpopmyn BBemute =D4+D5 u naxmure (Enter). B sueiike D7 nosButcs
3Hauenne $63.90.

Ed Microsoft Excel - Formula

@ ®aiin  paeka Bua Bcraeka @opmar  Cepeuc  JaHHt

DEeE Ry BR- <- & @2 2

D3 v Fx
A [ B | c | o |

18
2
E3 Tosapel
4= TLO210  Tadmep "“Watering"  $44,95
E57 SP3628  Knetka ana ntuy, $18.95

B

7 Bcezo $63 90
| 8 | Cpednan cymma I _l

q

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

Ep: .
kHonky KonmmpoBatb (Copy) = . Excel ckonupyet nannsie u3 sueiiku D7 B Oydep oOMeHa.
6. Ilenkuure Ha sueiike D8 u HaxxmMuTe Ha maHenu HMHCTpyMeHTOB CTaHIapTHas

kHonky BeraButh (Paste) @ . B staeiike D8 mosiButcs 3Hauenue $18.95, a B cTpoke dpopmyn
otoOpasutcs Belpaxkenue =D5+D6.

7. Haxwmure (Del). ®opmyna u3 sueiiku DS Oyznet ynaneHa.

8. B menio BeraBka (Insert) BeiOepure @ynknus (Function). Otkpoercs nuanoroBoe
okHO Mactep ¢ynkuuii (Insert Function).

9. Bridepure CP3HAY (AVERAGE) u naxxmure OK. OTkpoeTcs AManoroBoe OKHO

Aprymentsl pynkuum (Function Arguments) ¢ BbIICIICHHBIM COJEPKUMBIM CTpoku Umceno 1
(Number 1).

10. Beenute ToBapsbi3aka3a u Haxxmute OK. J/InamoroBoe okHO APpryMeHTbl (PYHKIHH
(Function Arguments) 3akpoercs, u B siueiike D8 mosiButcst 3nauenue $31.95.
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@ ®aiin  [paeka Bua Bcraeka @opmat Cepeuc  faHHble
DEeEd Y R v § B 24
D8 v fx =CP3HAY(3akaz1)
A | B | C [ b | |

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

Becezo 3,90
Cpeduan cymma E 31,95

o)

|

11. Illenkuaute Ha stuetike C10.

12. B meno BeraBka (Insert) Beioepure @ynkuus (Function). OTkpoercs 1uanoroBoe
okHO Mactep ¢pynxuuii (Insert Function).

13. B criucke Boioepure pynkuuio (Select a function) menkuure Ha pynkuuun ECJIN
n HaxmutTe OK. Otkpoercs quanoroBoe okHO AprymenTsl pynkuun (Function Arguments).

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

15. B crpoke 3nauenue_ecau_uctuHa (Value_if true) BBeaute "ckuaka 5%".

16. B crpoke 3nauenue ecam Joxb (Value if false) Beeaure "bBe3 ckmaku" u
Haxmute OK. JlnanoroBoe okHo AprymenTsl pynkuuu (Function Arguments) 3akpoercs, U B
suerike C10 mosiBuTCs TeKCT ""ckuaka 5%".

Ed Microsoft Excel - Formula

@ ®avin  Mpaeka Bua Bcraeka dopmat  Cepeuc  fAaHHel

DEE RV B@R- o |a @k 2:¢

C10 - A =ECNW(D7>50;"Ckuaka 5%";"B
A | B | c [ Do |
ElN
23
32 Toeapei
4 | TLO210  Taimep "Watering" $44 95
57 SP3628  Knetka gna ntuy, $18.95
5
7] Beezo $63,90
| 8 | Cpednas cymma $31.95
9
E ICKHEKG 5% !
"

17. Ha nanenu unctpymenToB CraHgapTHas HakMuTe KHONKY COXpaHUTh (Save)n.
Excel coxpanut Bamm U3MEHEHUSI.

18. HaxmuTte kHonky 3akpsiTh (Close)Xl. /lTokyment Formula.x|s 3akpoercs.

IIpakTHyeckas padora Ne 23

[IpumeHeHne BbhIYMCICHUNA B paboueM JMCTE pelaeT MHOro mpodjeM mpu pabote ¢
naHHbIMA. OHAKO BCET/Ia CYMIECTBYET BO3MOXHOCTH TOTO, YTO B Bammx (opMmylax ecTb
ommbOku. Excel oOneruaer mnouck ommOoKk B Qopmynax, ompenenss, KaKue SUCHKH
UCTIOJTB30BAJIMCh B BBIUMCIICHUH W OIHCHIBas Bce OOHapyKeHHbIe ommOKu. [Iporecc mpoBepku
pabouero JUcTa Ha HATMYKE OMMOOK B (POPMYIIax HA3bIBACTCS AyIUTOM.

Excel o6o3HavaeT oOHapYKEHHBIC OMMOKH HECKOIbKUMH criocobamu. [TepBriit criocob -
oToOpakeHHe KoJia OIIMOKH B siUeiike, cojepxkaiieil popmyity, B KOTOpoil oOHapykeHa omnoKa.
Ha pucynke Hike siueiika D8 otoOpaxaer ko omuoku "#AMSA?".
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Ed Microsoft Excel - FindErrors

@j daiin  Mpaeka Buwa Bcraeka dopmar Cepeuc  AaHHble  OkHo  Cnpaeka

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

1 |3akas #1
2 |TL2248 Capoean neitka (50 groimoE) $28,00
3 [TLO210 Taimep "Watering" $44 95
4 |SP3628 Knetka gna ntuy, $18.95
5 |SP1840 JlockoH ANA Tena ¢ MOPKOBHBIM ¢ $12,50
B |FN2002 Keapoeaa ceanka $59,95

7
LGH Bcero " #mg?
_____ 3akas #2

10 ITLOO38 LLunuel AnA onexoe $18.00

Korpma sueiika ¢ omMOKON SIBISETCS aKTUBHOM SYEHKOH, PSAAOM IOSBISETCS KHOIKA

Oummbka (Error). Bbl MOXeTE MIENKHYTh Ha CTPEIIKE TOM KHOIKH JIJISi OTKPBITHS MEHIO, B
KOTOpOM oToOpaxkaercs uH(popmaius o0 omubke u cnocoObl ee ucmpasieHusa. B cienyromeit
Ta0JIMIIe IPUBEICHBI HAaNOO0JIee 00IHE KOIBI ONMIMOOK U U3 3HAYCHHSI.

Ko
A Onucanne
OINOKH
T upuna crondia HeAOCTaTOYHA IS TOTO, YTOOBI BMECTUTh 3HAUCHHE
#3HAU! B ¢dopmyny BBeneH HEBEpHBI THUN apryMeHTa (HampuMep, TEeKCT, Tam, TIJe
noikHbI Ob1Th 3HaUeHuss UCTUHA nau JIOXKD)
#UMSA? dopmyna COOEPKUT TEKCT, KOTOpbId He pacrno3Haercs Excel (mampumep,

HEM3BECTHBIN JHAara3oH sYCeeK)

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

#J1EJ1/0! [TonbiTKa neneHus Ha HOMb B (hopMmyJie

Hpyroii cnoco0® mnpeaoTBpatuTth OmUOKHM B QopMynax - yOeauTbCs, UTO
COOTBETCTBYIOIIME SAYEHKHU cozepkaT HeoOxoaumble Ui ¢opMyisl 3HaueHus. Hanpuwmep, BbI
XOTEJIM BBIYHUCIUTH TOJHBIM 00BbEM MPOJaX B KAaKOW-TMOO KAaTeropuu TOBapa, HO CIIy4ailHO
Hanucanu (GopMyny, CChUIAIOIIYIOCS HAa Ha3BaHUS TOBAPOB, a HE HA WX IIEHbI. Takyio OUIMOKY
MOXHO OOHapYKUTh IMOCPEICTBOM 0003HAUYCHUS MPEIEICHTOB SUCHKH (MJIM BIMSIONINX SUCEK ),
T. €. slYeeK, 3HAUCHUS KOTOPBIX HCIONB3YITCs B (hOpMyJsie akTUBHOM stueiiku. EXcel onpenenser
MpeLeeHTH TUeeK, 0ToOpakasi CHHIOI CTPEJIKY IPOBEPKH OT IpELeeHTa K aKTUBHOM suelike.

Bbl Takke MoxkeTe MpOBepsATh Ball pabOuMil JHUCT, onpenensds syerku ¢ (opmynamu,
KOTOpBIE HCIONB3YIOT 3HAUYC€HHWE JaHHOW sueiku. Hampumep, dopmyna, BIYUCSIONIAS
CPEHIOI0 CTOMMOCTb BCEX 3aKa30B, IOJYUYEHHBIX 3a JE€Hb, UCIOJB3YET IOJHYIO CTOMMOCTH
OJIHOTO 3aKa3a. Sluelku, UCTIOIb3YIOIINE /Uil CBOMX BBIYMCIECHUIN 3HAUEHHUS B JPYTUX sUehKax,
Ha3bIBAIOTCS 3aBUCHUMBIMH, T. €. Pe3yJbTaTbl MX COOCTBEHHBIX BBIUMCIEHUH 3aBHCAT OT
COJIEP’)KUMOTO JPYTUX suyeek. Tak ke, Kak U B ciilydyae ¢ 0003HaYeHHEM BIMSIOUINX SUYEEK, BbI
MOJKETe yKa3zaTb Ha NyHKT 3aBucumoctH ¢(opmys (Formula Auditing) B meHo Cepsuc
(Tools) u BeiOpats 3aBucumblie siueiikum (Trace Dependents), uroOsr mporpamma Excel
oTroOpa3miia CHHHE CTPEJIKM OT aKTHBHOHM sUEHKH K TeM siueiikaM, B KOTOPBIX MPOU3BOJATCS
BBIUMCJIEHHSI C UCIIOJIb30BAaHUEM JIAHHBIX ITOU SYEHKH.

Ecnu cTpenku yka3plBalOT Ha HEBEpHbIE SYEHKH, BBl MOXeTe YOpaTh CTpEeNKH U
ucnpaButh QGopmyny. Utobsl yOpaTh ¢ pabodero jmcra CTpPEIKH 3aBUCUMOCTH, IOJIBEIUTE
yKazareiab MbIIM K MyHKTY 3aBucumoctH ¢opmya (Formula Auditing) B meHio CepBuc
(Tools) u Beibepute Yoparts Bce crpesiku (Remove All Arrows).

IIpakTuyeckas padora Ne 24
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B »TOM ympakHeHWH BBl HCIOJIB3yeTe BO3MOXHOCTH ayauta dopmyn B Excel mis
0OHapy>XeHHS ¥ UCIIPABJICHHS OIMINOOK B (hopmyJiax.

S

1. Ha manemu mHctpymeHTOoB CTaHmapTHas HaxmuTe KHONKY OTKpbITH (Open) =
[TosiBuTCs nuanorosoe okHO OTKpbITHE JOKYyMeHTa (Open).

2. JBaxnael menkaure Ha daitne FindErrors.xls. dokyment FindErrors.xls
OTKpOETCSl.

3. Ienxkaute Ha sueiike D8. B crpoke QopMyn MOSABUTCS  BBIPaKCHHE
=CYMM(C2:C6).

4. B wmenio CepBuc (Tools) ykaxure Ha nyHKT 3aBucumoctu (opmya (Formula
Auditing) u 3atem BeiOepuTe Bamsiromue siveiiku (Trace Precedents). Mexny siuetikoit D8 u
rpymmoi sueek ¢ C2 mo C6 MosSBUTCS CHHSISA CTpENiKa, 0003HAYAOIIasl, YTO SIMEUKH B JUANa30HE
C2:C6 sBastoTCA NMpereeHTaMu 3HaueHus B stueiike DS.

i 5164 35 1
L]

5. B menio Cepsuc (Tools) noasenute ykasarenab MbIIHM K HYHKTY 3aBHCHMOCTH
¢popmya (Formula Auditing) u BeiOepute YoOpath Bce crpeiiku (Remove all Arrows).
Crpenka ucye3Her.

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

7. B wmenwo CepBuc (Tools) ykaxure Ha nyHKT 3aBucumoctu popmya (Formula
Auditing) u BbeiOepure Hcrounuk ommbéku (Trace Error). IlosBsrcs cHHHE CTPEJKH,
ykasbiBatolue u3 ek D20 nHa sueliku D7 u D15, Dtu cTpenku cooOmamT o TOM, YTO
UCIOJIb30BaHUE 3HAUYEHUM (MM OTCYTCTBHME 3HAYEHUH, B JAaHHOM Cllyyae) B YKa3aHHBIX S4eHKax
BBI3BIBAE€T BOSHUKHOBEHHE OMMOKY B siueiike D20.

Ed Microsoft Excel - FindErrors

@ ®aiin  Mpaska Bua Bcraeka @opmat Cepevc  AabHele  OkHo  Cnpaeka

DSeE QY BRE- - & g 2 - U
D20 v A =CP3HAY(D7;D15)
A | B | C | b |

1 |3akas #1
| 2 |TL2248 Capoean nefka (50 groimoe) $28 00
| 3 |TLO210 Taimep "Watering" $44 95
4 |SP3623 Knetka ana ntuy $18.95
5 |SP1840 TNockoH ANA TENa © MOPKOEHBIM C $1250
6 |FN2002 Keapoeaa ceanka $59 95

7
| Gl Bcero §164 35
9 |3aka3z #2
10 |TLOO38 LLunuel anA opexoe $18,00
11 |TL1549 HOXHUUEI ANA BEICOKWX KYCTOB $69 95
| 12 |SP1784 Mbino Ha MONOYHOW OCHOBE $395
| 13 |SPO00S Bambykoeslit Bapeep (za dyT) $1.95
14 |SP2860 Bambykoebie gyaku $38 .95

15
16 | Bcero $133,80
7]
18
15
g CpenHaa cymma I g EN/AD! !
21

8. B wmenio Cepsuc (Tools) ykaxure Ha nyHKT 3aBucumoctH (opmya (Formula
Auditing) u 3arem BeiOepuTe YopaTh Bee crpeiku (Remove All Arrows). CTpenaku HCUC3HYT.

9. Vnamure Texymyo Gopmyny u3 ctpoku dopmyi, Beaure =CP3HAY(D8,D16) u
naxxmute (Enter). B stueiike D20 otoOpasutcst 3Hauenue $149.08.

46



10. Ha manenu mHcTpyMeHTOB CTaHmapTHas HaXMUTE KHOMKY COXpPaHMTH (Save)g.
Excel coxpanut Bamm u3MeHEHHS.
Haxwmurte kaHonky 3akpbITh (Close) Xl lJokyment FindErrors.xls 3akpoercs.

Tema 6. @uiabTpanus CNUCKA JJI5 MOUCKA HY:KHOH HHopMaunu
IIpakTnueckas padora Ne 25

BaxubIM acniekToM npu paboTe ¢ O0JbIIMM 00BEMOM JaHHBIX SIBJISIETCS BO3MOYKHOCTh
HAXOJUTh B paboyeM JHcTe Hambosee BaXXKHYIO WH(POpPMALMIO, HANPHUMEP, O JECATH CaMBIX
yIauHBIX JIHAX NMPOJAX B MECALE WIM O KaTEropusX IUIOXO MPOJABAEMBIX TOBAPOB, LIEHBI Ha
KOTOpbIE HEOOX0uMO cHU3UTh. Microsoft EXcel mpemocrasiser MolHbie U THOKHE CPEICTBA, C
IIOMOIIIBI0 KOTOPBIX Bbl MOYKETE€ OTPAHUYMUTH OTOOPAKEHHME JAaHHBIX B pabO4yeM JIUCTE, YTOOBI
JIOKYMEHT HE BBIIJISIIEN TPOMO3JK0. BBl MOkeTe MpOU3BOAUTH BHIYMCICHUS HaJl KOHKPETHBIMU
JAHHBIMM, KOTOpBIE HEoO0XonumMo o00paboTarh. Bbl MoO)XeTe BBIUMCIUTH MPOLEHT IPOJAK,
ocyliecTBiIeHHbIX 3a 10 caMbIX yAauHBIX JTHEH TOPIOBIM TEKYILIEro Mecsa OT OOIIero uucia
IIPOJAXK 32 MECSALl, WK YyCTAHOBUTH, B KAKOM JIEHb MecCsIa TOProBJIs LIUIA XyXkK€E BCETO.

BbI MOXeTe CTaBUTh OrpaHHYCHHS Ha BBOJ MH(OpMAIK B pabouuii JIUCT TOYHO TaK XKe,
KaK M OrpaHUYMBaTh €¢ OTOOpakeHHe. Y CTaHOBKa IPaBUJI BBOJA JIAHHBIX [103BOJIET M30erath
HauboJee YacThIX OIMOOK IIPU BBOJE TEKCTA, TAKUX, KAK BBOJI CIUIIKOM MaJIbIX WM CIMIIKOM
00bIINX 3HAaUYEeHUH, 1100 MOMbITKA BBOJA CJIOBA B sIUEHKY, TPEOYIOIIYI0 BBOJIA YUCIIA.

B 310l nekuuu BBl HaydyHWTECh OTpaHUYMBATH OTOOpakeHHE MHGPOpMalUU B pabouyux
JMCTaX, MPOU3BOANUTE BBHIUMCIEHUS HaJl OTGWIBTPOBAHHBIMM JIaHHBIMU U BBOJAUTH OTPaHUYECHUS
Ha BBOJMMYIO B siY€HKU HH(POpMAIHIO.

B sroii nekiuu ncnons3yrores yaeonsie ¢aiisiel Filter, Calculations u Validate.

Tabmuuer Excel wmoryr comepkaTh O4YeHb MHOTO HMHGOpPMAaIMHM, HO BaM MOXET
notpedoBaThCsl paboTaTh JUIIb C HEKOTOPHIMU KOHKPETHBIMH JaHHBIMH pPabOYero JHcCTa.
Hampumep, BaM Hy)XHO M3y4UTh OOBEM MpPOJaX Balllell KOMIIAHUU 3a IEpPBYIO, BTOPYIO U
HOCJIETHIO TPETh Mecsua. Bel Mo)keTe BBECTH OrpaHMUYEHMs Ha MoKa3 MHPOPMALUHU B JIUCTE,
co3faB (QUIBTP, T.€. IMPAaBUJIO, COIJIACHO KOTOPOMY T€ WJIM HHBIE CTPOKH paldouero jmcra
0TOOpaXKarOTCs UM CKPBIBAIOTCS.

UtoObl co3math (GUIBTp, WICIKHUTE HaA SYCiKe B 00JaCTH, KOTOPYIO BBl XOTHUTE
orunbTpoBath, U B MeHi0 [lanuble (Data) Bxmouute onuuio ABToQuIbTp (AutoFilter).
Korna BbI BKiIOUMTE aBTOPUIBTP, SBISIOLIUICS HA0OPOM HECKOJBKUX CPEACTB (pUIbTpalvu, B
siueiike, KOTOpasi pacro3HaHa mporpamMmoii Excel kak 3aronoBok cTomOIa, MOSBUTCS KHOIKA
CITUCKaA.

Baxwno. [Ipu Bxarouenun punbtpanmu Excel npuHuMaet stueiiku ctonbua moj
3aroJIOBKOM 3a JIMara3oH sueek. i npaBmiIbHOCTH paboThl pUIbTpaliiu HE0OX0JMMO BCeria
N00aBIIATH 3aT0JIOBOK K CTOJIOIY, KOTOPBIi BB XOTUTE OT(HHIBTPOBATD.

[Ienq4oKk Ha KHOIIKE CHMCKAa BBIBEJET NEPEUYCHb 3HAUEHUM U onuuil. [lepBbie HECKOIBKO
IYHKTOB B CIUCKE - ONIMM (QUIBTPALMU, TAKUE KaK, HAIpuMep, OTOOpaKEHHE TOJIBKO MEPBBIX
JECSITH 3HaUE€HUM B CTONOIE, CO3JaHNE CBOEro COOCTBEHHOTO (DPUIIBTPa WIIM OTOOpa’keHHE BCEeX
3HaYeHUH B CTONOIE (TO €CTh OTKIItOUeHHE (HUiIbTpa). OCTalbHBIMU MYHKTAMH CITUCKA SIBIISIOTCS
OTJIeNIbHbIE 3HAYeHMsI CTOJIONA; IIETKHYB Ha OJHOM W3 3TUX 3HAUYE€HUH MOXKHO OTOOpa3uTh
CTPOKY WJIM CTPOKH, COAEPKAILNE ITO 3HAUYCHHE.

Bri6op onmuu Ilepbie 10 (Top 10) He ToNbKO OrpaHMYMBAET OTOOpaKEHHE TAHHBIX
NEPBBIMU JIECATHIO 3HAYCHMSIMM; TaKK€ OTKpbIBaercs auanoroBoe oxkHo Ilepsbie 10 -
aBTopuabTp (Top 10 AutoFilter). B stom okHe BBl MOXeTe BbIOpaTh, OTKyJa HAaYMHATh
oToOpa’keHHe JaHHBIX, JUOO CBEepXy, JMOO CHHU3Y CTOJIONA, 3a/aTh KOJMYECTBO 3HAUCHHIH,
KOTOpPBIE JIOJKHBI OTOOpakaThCsl, a TaKkKe yKa3aTb, B KakoM (opmare BBEJIEHO KOJIMYECTBO
3HaYeHUH - B uMciax, au00 B mpoueHTax. Mcmons3dys auanoroBoe okHo IlepBbie 10 -
aBTopuabTp (Top 10 AutoFilter), MoxxHO ompenenuTh AECATh CaMbIX YJAYHBIX MPOJABIIOB
Balllel KOMIAHUM WIM OINpPEAEIUTb, KaKME IOKYNaTeJW BXOASAT B ISITh IPOLEHTOB CaMbIX
AKTHBHBIX.
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BriOpas nynkt Pacmmpennblii puabtp (Custom) B meHio @uabtp (AutoFilter), Bo
MOXETE YCTaHOBHTBH IPABUIIO, COTJIACHO KoTopomy EXcel Oyaer ompenensiTh, Kakhe CTPOKH
oroOpakaTh TMoOciie BKIOYeHUs ¢uibTpa. Hampumep, Bbl MOXKET€ YCTaHOBHUTH IPABHIIO,
COTJIaCHO KOTOpPOMY Ha pabodem jucte OyayT 0ToOpakaTbcs TOJIBKO T€ JHU, B KOTOpble 00beM
nponax cocraBui Meree $2.500. AHanu3upys 3TH TaHHBIC, MOKHO BBISICHHTB, Kakie (haKTOphI B
9TH JIHU TUI0XO CKa3bIBAIOTCSA HA MHTEHCUBHOCTH MPOJIaX Ballleld KOMIaHUH.

B Excel moxHO oOCyHIeCTBISTH JBa B3aWMOCBSI3aHHBIX JICHCTBUSI - BBIOMpATh
MPOU3BOJIBHBIM O0Pa30M CTPOKM U OTOOpakaTh KOHKPETHbIE 3HA4YeHHs] B CTOJOLE paboyero
aucTa (He U3 MepeyuHs MOoj KHONKOW CHHCKa, T.K. B JAHHOM Ciy4ae HOopMajibHas paboTa ¢ HUM
HEeBO3MOkHa). CreHepupoBaB CIHUCOK OTICNIBbHBIX 3HAYEHHH M MOMECTHB HUX B OJIHY KOJOHKY,
MOYKHO TIOJYYHUTh BaKHYIO MH(OpPMAIHMIO, HAPUMEpP, BBISICHUTH, KJIMEHTHl M3 KaKUX TOPOJIOB
MOKYTIAIOT BAIIM TOBAPhI, MJIK KaKHe BHUJIbI TOBAPOB MOKYIAIOTCS B TEYCHHE Yaca.

Br160p CTpOK IMpOU3BOIBHBIM 00pa30M I0JIE3EH, HAPHUMED, IIPH PACChUIKE MOKYHIATEIsIM
CHEIHMANIbHBIX TPENIoKeHUH, Mpu BbIOOpe THEH Mecsma [Uisl MPOBEACHHS ayAuTa WM MpU
OTIpeNieIeHuH TI00eIUTeNsl IPU PO3BITPHIIIE Mpu30B. it BEIOOpA CTPOK MOXHO HCIIOJIB30BATh
dbyukuio CJIUMC (RAND), kotopasi reHepupyeT ciiy4aiiHOe 3HAY€HHE M COIOCTABIISIET €ro CO
3HAYCHWEM YCIIOBHsI, BBEJCHHBIM B BBIPOKEHHUH. BbIpakeHHeM, BO3BpAIAlOIIMM 3HAYEHUE
NCTHUHA B 30% cnyuaeB, 6yner RAND()<=30%; BbI MOe€Te UCHOIB30BaTh 3TO BBIPAKECHUE
JUIs BBIOOpA KaXkJ10 CTPOKH B JIUCTE € BEPOATHOCTHIO 30%.

IIpakTuyeckas pabora Ne 26

B sToM ympakHeHWU Bl co3fanuTe QHIBTP, YTOOBI 0TOOPA3UTh MATH CaMBIX YIAYHBIX
JTHEHN Ipoaax sSHBaps Mecsla, MoKa3aTh 00beM MPOoJIax 3a JHHU MOHEEIbHUKA 3TOT0 JKe Mecslla,
0To0pa3uTh JHU ¢ 00beMoM mponax He menee 3.000$, BbIOpaTh ciydailHBIM 00pa3oM ITHH
Mecsia JUIsl MPOBENCHUs ayauTa U CTeHEPUPOBATh CIHCOK OTIEIbHBIX 3HAYCHUIH B OJHOM W3
CTOJIOIIOB paboyvero JucTa.

1. Ha mnanenm wuHcTpymMeHToB CTaHgapTHas HaXMHUTe KHONKY OTKpBITH

(Open) = [TosiBuTCs UanoroBoe okHO OTKpbITHE J0KYMeHTa (Open).

2. Tlepetigure B manky Chap08 u mBaxipl menkuute Ha ¢aitne Filter.xls. Jokyment
Filter.xls otkpoercsi.

3. llenxuure Ha spibrake jucta SAHBaph.

4. Ilenknute Ha sueiike P5.

5. B wmeno [lannble (Data) yxaxure Ha nyHkT Puabtp (Filter) u BbIOepute
ABTodniabstp (AutoFilter). B sueiixe PS5 mosBuTCS KHOMKA HUCIAJAIOLIETO MEHIO.

6. B sueiike PS5 maxxmute kHomky crmcka u Bbioepure Ilepsbie 10: (Top 10:).
Otkpoercs auanorosoe okHO Ilepsbie 10 - aBTopuabTp (Top 10 AutoFilter).

MokasaTe

ry
IE IHaMEu:-nbLunx vl IBHEMEHTDB CAMCKA vl
ok I OTHEHA |

7. Illenxkaute Ha cpemHeit ctpoke, ymammre "10", BBegmte 5 u Haxmure OK.
OTo0pa3sATcs TOIBKO T€ CTPOKU, KOTOPBIE COJIEPKAT MATh HAMOOIBIINX 3HAYSHHH B cTONOIE P.
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F4 Microsoft Excel - Filter [Tonbko ana urenws]

(—

@gaﬁn Mpaska Bra BcTaska ®opuat Cepekc  fJaHHele OkHo Cnpaska

DEEHS SRY | $4B2BT v - &= A 44 @S0 -G

—

| arial - 10 - H{Kﬂ|§§§|§%ﬂﬂﬂfﬁ%i?3|'
RE1 | =|
F | ¢ | HT I | 41 K] LI N[o[ P |

1
| 2 0 NpoAaxamM 3a AHBapt

3
| 4|
| 5 | 12:00 | 13:00 | 14:00 | 15:00  16:00 | 17:00 | 18:00  19:00 | 20:00 Beel x|
| & | 187 183 285 302 277 189 FAD 404 300 I7EG
11 150 206 189 GO2) 401 206 B0 383 135 3802
| 14| 293 147 166 385 4000 147 1028 385 243 4013
| 20 | 401 186 135 192 386 412) 849 332 190 3794
| 21 | 187 187 206 166 277 BO02| 1003 400 101 3710
7
E3 7276 8072 G948 BGESY 7553 7529) 13830 8704 BINM 97925
39

8. B wmeno Jlannuble (Data) ykaxwure Ha nyHktr ®uabtp (Filter) u BriOepure
ABToduiabTp (AutoFilter). OTo6pazsatcst oThUIBTPOBAaHHBIE CTPOKHU.

9. Ilenkuawure Ha suelike BS.

10. B mento Jlanuble (Data) ykaxure Ha nyHKT @uiabtp (Filter) u BoIOepuTe
ABToduniabtp (AutoFilter). B siueiike BS nosBuTCS KHOIKA HUCHAIAIOLIETO MEHIO.

11. B sueiike B5 mienknuTe Ha kHomke criucka W BbiOepute IIH. Ha pabouem nmcrte
OyIyT 0TOOpaxaThCsi TOJIBKO CTPOKH co 3HaueHueM "[TH" B cronbiie B.

12. B menio Jlanuble (Data) ykaxutre Ha nyHKT @uabtp (Filter) u BoIOepuTe
ABToduanstp (AutoFilter). [TosBsaTcst oTOUIBTPOBAaHHBIC CTPOKH.

13. Hlenkuure Ha sueiike P5, B meHio lannble (Data) ykaxuTe Ha NMyHKT PUIBTP
(Filter) u BeiGepuTe ABTOopuUaALTP (AutoFilter). B siueiike PS5 mosiBUTCS KHOIIKA CIIMCKA.

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

MNakazaTe TONEKD TE CTRORH, SHAYEHHA KOTOPELK:
Bcero
IpaBHD j I ;I
(o] 1
| | | =l

Chmeon "7 oBosHaYaeT NHoBofA & AHHHYHEIR CHHEDR
CHmeon "** 0D03HA4aET NOCEADEATENEHOCTE NHIOGIX 3HAKOE

Ok I OTmMeHa |

15. B neBoit BepxHE#l cTpoke IIETKHUTE Ha KHOIKE CNHMCKa U BbiOepute BoJblue nim
pasHo (Is greater than or equal to).

16. B npasoii BepxHueit ctpoke BBeaute 3000 u 3arem Haxxmute OK. Ha paGouem nucte
Tenepb OyayT 0TOOpaXkaThCs TOIBKO 3HaUeHus, Oonbinre win pasHbie 3000.
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EA Microsoft Excel - Filter [Tonsko gna urenwa]

J@ darn Opaeka Bwa BoTaeka dopMat CepeMc fadHele OkHo  Cnpaska

DEEHS @RY 4 B2RY - o & A G| EH w0 -0).

| Aria -0 -k xu|lS=E=EH P % w8
P4 -] =| Beero
H [+ [ 4 [k L [ WM [ N [ o | P |

1

2 M 3a AHBapb
ER

4
| 5| 1400 1500  16:00 1700 1800  19:00  20:00
6 | 202 125 187 303 485 367 202 3453
7| 158 249 385 300 502 264 202 3453
| 8 | 285 302 77 189 750 404 300 3766
11 189 602 401 206 BO1 368 135 3602
13 158 208 382 243 444 208 189 3040
[ 14 166 385 400 147 1028 385 243 4013
17 | 300 102 70 249 858 102 182 3176
| 18| 189 382 285 302 795 401 201 3591
19| 101 400 187 228 500 295 158 3617
20 135 152 385 412 849 362 180 3754
| 21 | 208 186 77 B2 1003 400 101 3710
[ 22| 189 23 150 147 BO2 182 135 011
24 401 1 400 385 385 235 189 3331
Fd 283 249 235 102 102 387 201 3542
29 187 499 249 499 299 23 285 3208
30 385 475 302 285 382 140 168 3385
31| 277 380 165 168 400 245 380 3440
E3 295 189 102 27 187 B02 180 3140
|36 382 243 299 202 125 147 497 3042
37
|38 6948 8650 7553 7529 13930 6704 BIN 87525
9

17. B mento Jlanuble (Data) ykaxure Ha nyHKT @uiastp (Filter) u BvIOEpUTE
ABToduiabtp (AutoFilter). IlosssaTcs oTduIbTpOBaHHBIE CTPOKH.

18. B mento Jlanuble (Data) ykaxure Ha mnyHKT @uiabtp (Filter) u BvIOEpuTE
ABToduiabtp (AutoFilter). B sueiike PS5 nosiBuTcs KkHOMKA criMcka.

19. HaxxmuTe KHONKY cnucka B siuelike PS5 u 3aTem BbiOepuTe M3 CIHCKAa OTAEIbHBIX
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
MeHbIie, ueM 17%, siueitka Q6 otobpaszut 3Hauenne MICTHUHA; B mpotuBHOM cityuae - JIOXKD.

23. TleperamuTe 3HaYOK aBTO3amoNHEHUS U3 sueiiku Q6 Ha sueiiky Q36. B sueiikax c
Q6 o Q36 nosBarcs 3nauenuss MCTUHA u JIOXDb, ¢ gactoroit Bctpeuaemoctu 16% u 84%
COOTBETCTBEHHO.
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Ed Microsoft Excel - Filter [Tonbko ansa yrexqs]

—

@ Makin [Opaska BWa BrTaeka DopwaT Cepskc AaHHele OkHo  CRpaeka

DEEa/gRY t2RES v-c (@ = & 4400w -0,

| avial -0 - R KU|ISEE=EF % m W EE
R13 | =|
0k | L | WM | N | o | P | o |

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

24. Illenkuute Ha sueiike BS u neperammte ykasarens Ha sueiiky B36. Sueiiku ¢ BS no
B36 Beigensrcs.

25. B meno J[lannble (Data) ykaxure Ha nyHkT Puabtp (Filter) u BwIOepure
Pacuupennniii punbTp (Advanced Filter).

Otkpoercs auanoroBoe okHO Pacmupennsbiii puabtp (Advanced Filter).

26. Otmetbte ranoukoil onmmio Toabko yHukaiabHble 3anucu (Unique records only)
n Haxxmurte OK.

B pabGouem mmcrte oTOOpa3sATCS TONBKO AYEHKU C YHUKAJIbHBIMU 3HAYEHUSIMH, T.€. 0e3
MIOBTOPEHUM.

Ed Microsoft Excel - Filter [Tonbko ana urenqal

(—

darin [paska Bua Bcraska ®opmar Cepeumc JaHble OkHo  Cnpaska

DEEHS EGRY §BRT o &= f;ﬁlﬁ”ﬂgwo% ..

| avial .12 §§§.|§ % 0 g8 £
B5 =] =| Mene
A | B | ¢ | o | E | F | & [ H [ 1 |

1

2 OT4eT No npojaxam 3a AHBapb
E Bpems

4
| 5 | eHb | 9:00 10:00 11:00 12:00 13:00 14:00 15:00
| 6 | 147 BO2 185 202 245 202 126
7 161 285 352 285 300 158 249
O | 152 301 400 187 189 285 302
Ex 201 250 192 385 101 168 274
| 10 158 247 166 77 135 350 412
| 11 190 499 235 150 206 189 B2
| 12| 243 285 140 102 189 g5 147
3
E3 Bcero 8571 5633 5739 7276 8072 5945 5659
ET

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

(Save) M Excel COXPaHUT Ballli U3MEHCHHSI.
29. Haxwmure kaonky 3akpbITh (Close) Xl JTokyment Filter.xls 3akpoercsi.

IIpakTnyeckas padora Ne 27

o1



IIpu ¢unprpanmu paboyero jucTa Bbl OTpaHUYMBAaETe OTOOpakeHHEe HH(OPMAIUH.
B03MOXHOCTh CKOHLEHTPUPOBATh BHUMaHME Ha HMH(pOpPMAlMM, HYKHOH B JaHHBIH MOMEHT,
HEo0X0/1MMa, HO €CTh HECKOJBKO BAXKHBIX MOMEHTOB. OJJHHM W3 HUX SBISIETCA TO, YTO JI0Oast
(dopMyna He M3MEHSIET CBOUX BBIYMCICHUH, JaXe €ClIM HCIOoJIb3yeMble B (OpMyse CTPOKHU
CKPBITBI (PHIIBTPOM.

CylecTBYIOT J1Ba METOJa HAaXOXKICHUS CyMMbl 3HAYEHHUH TIpyNIbl OTQHIBTPOBAHHBIX
aueek. [lepBplii U3 HUX IpeaycMaTpUBAET UCIOIb30BaHNE ABTOBbIYMCIAeHUs (AutoCalculate).
YroObl MPUMEHUTh AaBTOBBIYMCIICHUE, BBIICINUTE HYXKHbIE SYEHKHM, U CyMMa 3HAUEHHUH s4eek
0TOOpa3uTCs B 00JIaCTH aBTOBBIYUCIICHUSI CTPOKU COCTOSIHUS BHU3Y OKkHa EXcel.

IIpy wucnonb30BaHMM ABTOBBIYMCIICHHWS HHUKAKUX OIPAHUYECHHH HA IIOMCK CYMMBI
3HAQYCHUI BBIJCICHHBIX SYEEK HE HAKJIAIbIBACTCA. BO3MOXHOCTM IIOACYETa 3HAYECHHU HE
orpaHu4MBaroTcs JMIb cyMMmoil. IllenkHuTe npaBol KHONMKOM MBI Ha 001acTH
ABTOBBIUMCIICHUS U BBIOEPUTE U3 MOSBUBIIECTOCS MEHIO HY)KHYIO BaM KOMAaH]TY.

ABTOBBIUNCIIEHUE TI0JIE3HO JUI OBICTPOrO HAXOXKJIEHHUS CYMMBl WIIM CPEAHEr0 3HAUYEHUS
OT()UIBTPOBAHHBIX SYEEK, HO OHO HE J00ABISAET pPE3yNbTaT BBIYMCICHUNA B paboOdYMii JIHCT.
Yto6bl 0TOOpa3UTh pe3yabTaT B pabouem Jucte, MokHO co3nath ¢pyHkiuo CYMM. Tak xe, kak
C aBTOBBIYMCIICHUEM, Bbl MOYKETE BHIOMPATH ONEpALUIO, IPOU3BOAUMYIO () yHKLIHEH.

IIpakTnueckas padora Ne 28
B sTroM ympaxXHEHHH BbI HCIOJIb3YeTE€ ABTOBBIYMCICHHME JUISI HAXOXKAECHUS CYyMMBI
TPYIIIB TYeeK B OTPMIBTPOBAHHOM padboueM smcte, co3naere Gpynkmuo CYMM ans nosBiaeHus
3HA4YEHUsl CyMMbI B paboueM jucte u pegakrtupyere pyHkuuo CYMM takum o6pa3om, 4TOObI
OHa IO/ICYUTHIBAJIA HE CYMMY, a CpEJIHEE 3HAUCHUE.

1. B nanenu unctpymentoB CranaapTHas HaxmuTe KHONKY OTKpbITH (Open) @.
[TostBuTCs nnanorosoe okHO OTKpbITHE 10KYyMeHTa (Open).

2. JlBaxnaer menkaute Ha (aitme Calculations.xls. [Jokyment Calculations.xls
OTKpOETCH.

3. Ilepefinure x mucty SIHBaphb, MEITKHYB HA COOTBETCTBYIOIIEM SIPIIBIYKE.

4. Ilenknute Ha sueiike P5.

5. B wmenwo [dannble (Data) yxaxure Ha nyHkT Puabtp (Filter) u BbIOepure
ABTodniastp (AutoFilter).

B suelike PS5 nmosBUTCS KHOIIKA CIIMCKA.

6. Haxwure kHOmKy cnucka B stueiike PS5 u BeiOepure u3 crnucka Ilepsbie 10: (Top
10:).

Otkpoercs auanorosoe okHO [Iepseie 10 - ABTopuabTp (Top 10 AutoFilter).

7. Haxwmure OK. Okno Ilepsbie 10 - ABropuabtp (Top 10 AutoFilter) 3akpoercs, u
B cTosb1e P oToOpa3saTcs cTpoku ¢ HauOONBIINMHU AECATHIO 3HAUEHUSMHU.

Coser. Haxarne kHonknm OK B JaHHOM OKHE YCTaHOBHT OILIHIO IO YMOJIYAHUIO -
oToOpakeHHe MEPBIX AECATH 3HAUCHHI B BBIJICIICHHBIX SYeHKax.

8. lllenxHwute Ha stueiike P6 u meperamuTe yka3zaTens Ha ss9eiiky P27.

Slueiiku BBIIENATCS, U B 00JIACTH aBTOBBIYMCIICHHUS B MPAaBOM HIDKHEM yriy okHa Excel
otobpazurcs CYMM=36781.
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E3 Microsoft Excel - Calculations [Tonoko ansa utexqs]

J Mafn Mpaeka Bua BcTaska ©opMat CepeWc JAaHHEIE CWHO  Chpaska

IDeHa @Ry iRRS| - - |@ = ﬁsamla&swn% -@Y

[ fia -0 - RKUSE=EF %m il == A
PE | =| =CYMM(CE: NE)
H | 1« [ 4 | k | L | W [ w [ o [ pr |

1

2 M 34 AHBApb

ER

4

| 5| 1400 1500 | 16:00  17:00 | 18:00  19:00 | Z0:00 Beerd~]
| 6 | pliv] 125 1687 303 485 37 pliv] 3453
| 7 | 153 249 38| 300 &02 284 202 3493
| 8 | 285 302 277 189 750 404 300 37866
[ 11] 189 i) 401 206 B01 388 135 3802
[ 14 ] 166 386 400 147 1028 386 243 4013
| 18 | 189 362 285 302 795 401 201 3501
| 19| 101 400 167 228 500 299 155 3617
| 20| 135 192 385 412 B49 362 190 3794
| 21 206 166 7 B2 1003 400 101 3710
| 27 | 263 249 23 102 102 367 201 3642
3
EEE BE59 7553 7529 13930 6704 B111 97925
ET]

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

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

10. Haxmute (Enter). 3uayenue "36781" oroOpasutcs B sueiike P37. 3nadyenue B
aueiike P38 Taxxe u3menurca Ha "134706", HO 3TO 3HayeHHE BKIIOYAET B ce0s CyMMY
OT(hUIBTPOBAHHBIX SIUEEK B CTOJIOLIE.

11. Ilenkuute Ha siueiike P37 u 3areM B cTpoke QopmMyn OTpeAakTHpyHTe Qopmyny
TakuM 00pa3zoM, uToObl oHa umena Bua =CYMM(1,P6:P36) u naxxmure (Enter).

ITocne 3amensl "9" Ha "1" pynkuus CYMM Oyner moAcYUTHIBATh CpeHEe 3HAUYEeHUE
BMecTO CyMMbI. B siuelike P37 otoOpa3utcs cpenHee U3 JecsTH HauOOJIbIIUX 3HAYEHHUN SUYeeK C
P6 mo P36 - "3678.1". 3nauenne B suciike P38 Takxxe cmenurca Ha "101603.1", HO 3TOT
pe3ysbTaT BKIIIOYAET B ce0s cpe/iHee 3HaueHue OT(OUIBTPOBAHHBIX SYEEK B CTOJIOLE.

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

13. Ha nanenu uHcTpymeHTOB CTaHaapTHass HaxkmuTe KHOmKy CoxpaHuTth (Save).
Excel coxpanuT Bamm n3MeHEHUSI.

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

IIpakTnyeckas padora Ne 29

BaXHBIM MOMEHTOM B CO3aHHU YAOOOYHTAEMOrO pPaboYero JHcTa SBISETCS
obecrieueHre KOPPEKTHOCTH BBOAMMBIX B JIUCT 3HaueHU. HecMOTpst Ha TO, 4TO OOHapyKeHHe
KKJI0M omedaTtku win opdorpadudeckoil OMMOKA HEBO3MOXKHO, BBl MOXKETE€ YCTAaHOBUTH
[TpaBuno mposepku (Validation Rule) ans yBepeHHOCTH B TOM, 4YTO BBOAMMAS B SYCHKHU
UHPOPMAIIHS 0TBEYAET OMPEICIICHHBIM CTaHAAPTAM.

Uto0bl co3/1aTh MPAaBUIIO MIPOBEPKHU, OTKpOMTe AuanoroBoe okHO IIpoBepka BBOAMMBIX
3Hauenuii (Data Validation).
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MpoBEepKa BBOAMMBIX SHAYEHWHA e |

i| Coofienre Ana BE04a I Cooferne of ownbke I

W¥CNOEHE NPOEERKH

TN AaHHE:::

IJ'IroEoe SHAYEHHE v| ¥ WrHopHpoBaTE MyCTele A4k

3HIYEHHE:

Imemﬂ.y j

[~ PACpocTpaHHTE HIMEHEHHS Ha APYTHE SHEHKH © TEH % YCROBHEN

OYHETHTE BCE | QR I OTMEHE |

HuanoroBoe oxHo IlpoBepka BBoauMbIX 3Hauenuii (Data Validation) (cMm. puc.
BBEpXY CJIEAYIOIIEH CTPaHHUIIBI) MOXKET OBITh MCIOJIB30BAHO ISl OMpPENENCHUs THUIlA JAHHBIX,
KOTOPBIC JTOJKHBI BBOAUTHCS B OMPEIICIICHHYIO STYEHKY, U 3aT€M, B 3aBUCIMOCTH OT BEIOPAHHOTO
BaMU THIA JaHHBIX, JUIsI YCTAHOBKH YCIOBUM, KOTOPBIM JIOJKHA OTBEYAaTh MH(OpMAIHS IS ee
oToOpakeHus: B siueiike. Ha ciemyromeMm pHCyHKE MOKa3aHO, KaK cliejaTh, YTOOBI B STUEUKY
MO>KHO OBLIIO BBECTH, HaIlpuMep, Toabko 3HaueHus ot 1000 mo 2000.

VYcraHoBKka HEOOXOIUMBIX MPABUJI MPOBEPKU MTOMOKET MPEIOTBPATUTH BBOJI, HAIPUMED,
MMEHH TIOKYTIaTells, B A4YEiiKy, B KOTOPYIO JOJDKEH OBITh BBEJICH HOMEp ero TenedoHa, uiu He
JIOTIYCTUTh BBOJ pa3Mepa JICHS)KHOW CYMMBI, MPEBBIMIAIONINNA OnpeesieHHoe 3HaueHne. UToObl
OT TMOJb30BaTeNs TpeOoBajics BBOJA B SUYCHKY UYMCICHHOTO 3HAUEHHUsS, BOMAWTE BO BKIAIKY
ITapamerpsl (Settings) nuanoroBoro okHa IlpoBepka BBoaMMBIX 3HaveHuii (Data
Validation) u, HaxkaB kHomky crucka Tum manubix (Allow), BbiGepute u3 crmcka Ilesoe
3Havyenne (Whole Number) uaun elicrBurenabHoe (Decimal), B 3aBUCHMOCTH OT TOTO, YTO
BaM TpeOyercsl.

MNposepka BBOAHMBIX HAYEHWA e

MapameTpel | CoofileHHeE ANA BEOAA I CoofiuweHre of owxbke |

¥CNOBHE NPOEEPKH

Tvn gaHHEx:

ILI,enu:ne (TRl o] v| ¥ MrHOpHpOBATE MyCTRIE AUEkikk

SHaqeHHE!

Ime;mv j

MEHEMY M

{1000 Y

MaKCHHYH!
fzomo] |

™ PachipocTpaHkTe M3MEHEHMA Ha APYTHE AHERKK C TEM %e YONOEHEM

OYHCTHTE BCE | [0),4 I OTHMEHA |

HecomuenHo, 6b110 ObI HEpAa3yMHBIM 3aMpeIaTh BBOJI B SUYEHKY HE COOTBETCTBYIOIICH €l
uH(OpPMAIIUK U TIPH 3TOM HE BBIBOJUTH MOJCKA3KY, IOMOTAIOIIYIO MOIH30BATEI0 Pa300paThes,
B Kakyl SUCiKy BBOJWTh T€ WIM WHbIC JaHHbIC. EXCel mo3BosiseT co3maBaTh IMOJACKA3KH,
COOOINAroIME MOB30BATENI0 O TOM, Kakash MHpOpMAaIUs TOJKHA OBITh BBEACHA B SIYCHKY, H,
€CJI OHA HE OTBEYAET TUM YCJIOBHSM, BbIIA€T COOOIIEHHE 00 OIIMOKe.

54



MO’KHO OTKJIIOYMTH IIPOBEPKY AaHHBIX B sf4elike, HaxaB KHONKY OuucTuTh Bee (Clear
All) B 1eBoM HmkHeM yriay auanorooro okHa IIpoBepka BBoaumMbIX 3HadeHuii (Data
Validation) na Bknaake [lapametpsl (Settings).

IIpakTnueckas padora Ne 30
B o5roM ynpaxHeHHMHM BBl CO3JaAMTE IPaBWJIO IPOBEPKU, OrPAHUYMBAS paszMep
KPEIUTOBaHUS KIMEHTOB Kommanuu "Bce mnst cama" cymmoii $2.500, nobaBute coobuieHue o
JUMUTE KPEAUTOBAHUSA U CO3JaJAUTE CcOOOIIeHHEe 00 omuOKe, KOTopoe OyAeT MOSBIATHCA MPH
HONBITKE BBOAA cyMMbI Ooabiie $2.500. [Tocie aToro BeI poBeprTe paboOTy MPaBHII MPOBEPKH U
BBIBOJ] COOOILEHUH.

S

1. Ha manemu mHctpymeHTOoB CTaHmapTHas HaxmuTe KHONKY OTKpbITH (Open) =
[TostBuTCs nuanorosoe okHO OTKpbITHE K10KyMeHTa (Open).

2. JlBaxnasl menkuute Ha ¢aitne Validate.xls. Jlokyment Validate.xls orkpoercs.

3. Ilenkaute Ha sueiike J4.

4. B wmenwo Jlanuble (Data) Boibepure nyHkT IIpoBepka (Validation). IlosBurcs
nuanoroBoe okHo IlpoBepka BBoauMbIX 3Havyennii (Data Validation), oTkpsiTOe Ha BKIIagKe
IHapametpsl (Settings).

5. B crpoke Tunm pannbix (Allow) nHaxmuTe KHONKY cnucka u BwiOepute Llesabie
yucaa (Decimal). [log crpokoii 3nauenune (Data) nosisatcs nons Muaumym (Minimum) u
Maxkcumym (Maximum).

6. Haxmure xHOMKy crnucka B cTpoke 3Hadenue (Data) u BriOepure MeHble MU
paBHoO (less than or equal to). Ctpoxa Muaumym (Minimum) ucuesHer.

7. B crpoke Makcumym (Maximum) sBeaute 2500.

8. VYo0epure ramouky B ctpoke UrHopupoBath nycthie siueiiku (Ignore blank).

9. [Ilepeiiaure Bo Bkiaaky Coolmenne a5 BBoaa (Input message).

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

11. B crpoke Coo6umenue (Input Message) Beaute Iloxkanyiicrta, BBequTe JUMHUT
KpeAUTOBAHMS MOKYyNaTe s 0e3 3HAYKA 10/U1apa.

12. Tlepeitnure Bo BKianky Coodbienue 06 ommodke (Error Alert).

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

14. B crpoke 3aronosok (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, orpannyet. [Ipomomkuts?" (The value you entered is
not valid. A user has restricted values that can be entered into this cell. Continue?)

15. Haxmure OK. Psamom ¢ sadgeiikoii J4 mosiBUTCS MMOACKa3Ka ¢ Ha3BaHueM "Bsenure
aumuT" U TekcroMm "lloxkamyiicTa, BBeIUTE ITUMHUT KPEIUTOBAHUS TMOKyMaTens Oe3 3Hadka
nomnapa".

16. Beeaure 2501 u naxmute (Enter). IosiBuTcs mpenynpexaaroiiee COOOIIEHHE C
3arosioBkoM Omuodka (Error) 1 TEKCTOM IO YMOJIYaHHUIO.

x
Q BEeAeHHOE SHAYEHKE HEEEDHO,
Hafop ZHAYEHWH, KOTOPEIE MOMYT DEITE BEEAEHE! B AYERKKY, OrPaHHYEH,
OTHMEHA |

17. Haxwmute 1a (Yes). OkHO IpeaynpexaCHIS NCUC3HET.
Baxno. Haxxas kHonky Het (No), BBl MOXETE OTpeIaKTHUpPOBaTh 3HAUEHHE, a HaXaTHe
kaonku OTMena (Cancel) ynanuT BBeieHHbIE TaHHBIC.
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18. Illenkuute Ha sueiike J4. Slueiika J4 craHeT akTUBHOW, M IOJCKa3Ka IOSBHTCS
CHOBA.

19. Beeaute 2500 u naxmute (Enter). Excel mpumer BBejeHHOE BaMH 3HAYCHHE Kak
MpaBUJIbHOE.

20. [lenkHuTe Ha suekike J4.

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

22. Ilepeiinute Ha Bkiaaaky Ilapamerpsl (Settings).

23. B crpoke Tum nanubix (Allow) HaxmuTe KHONKY crucka W Beioepute Jlwdoe
qucjao (Whole Number).

24. Haxwmute OK.

25. B sueiike J4 BBenute 2499.95 u naxmure (Enter). IosiBuTcs mpemynpeskaaroiiee
coobuienue ¢ 3arojioBkoM Ommoka (Error) u TeKCTOM M0 yMOJTYaHUIO.

26. Haxxmute Her (No). OxHo mnpeaynpexieHus 3akpoercs, sueiika J4 craHer
AKTUBHOH, U BHOBb TIOSIBUTCS dKpaHHAs IMOJICKa3Ka.

27. Beemure 2500 u naxxmute (Enter).

28. Excel nmpumer BBeJIcHHbIC BaMH JTaHHBIE.

29. B nanenu uactpymenToB CtangapTHas HaXMuTe KHOKY CoxpaHuTh (Save) <
Haxxmure kHonky 3akpbITh (Close)Xl. daiin Validate.xIs 3akpoercst.

BapuaHTBI KOHTPOJILHBIX PadoT
Bapuant 1.

Coznath CBOAHYIO TaOmHIy Juisi (OPMUPOBAHHS BBIXOAHOTO 1okymeHrta "llltaTHas
YHUCJIEHHOCTh COTPYIHUKOB npeanpustus (upmsl)" no gpopme:

TabenbHbINA HOMED OamMuins JomxkHOCTh JomxkHOCTHOMN
n.0. okJsaz (pyo.)

OO6muit

WUTOT

Copepxanuie TaOMMIBI JOMKHO aBTOMAaTHYeCKH (OPMHUPOBATHCI HAa OCHOBaHHUH
COJIep’)KaHUsl OCHOBHOW TaOIMIBI M JOJKHO OBITH OTCOPTUPOBAHO B MOPSIKE BO3pacTaHUs
TabeNbHOTO HOMEpa.

OT00pa3uTh B BHUJIE KPYrOBOW IHUarpamMMmbl pacrlpeiesieHue TOJDKHOCTHBIX OKJIAIOB
COTPYTHUKOB.

Bapuanr 2.
Co3narh CBOJIHYIO TaOMHILy Juisi (POPMHUPOBAHUS BBIXOJHOTO MOKymMeHTa "Pacuer donma
Nen/m | Damunus HoikHocTHOM | [IpeMuanbHbIe Nroro Hauucneno
n.o. oknan (pyo.) HayucneHus (pyo.) (py0.)

OO0muit uTor

3apaboTHOI miatel npeanpusaTs (pupmsl)" mo Gopme:

Conepxanuie TaOMUIBI JIOJDKHO aBTOMAaTWYeCKH (OPMHPOBATHCS HAa OCHOBAaHUH
COJepKAaHHs OCHOBHOM TaONMIBI M JODKHO OBITH OTCOPTHPOBAHO B TMOPSAIKE YOBIBaHUS
JIOJDKHOCTHBIX OKJIAfIOB.

OT00pa3uTe B BHJE TUCTOIPAMMBl paclpeleleHue JOJDKHOCTHBIX OKJIAaJoB |
NPEeMHATBHBIX HAYNCIICHUH JUTSI BCEX COTPYIAHUKOB.
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Bapuanr 3
Coznmath cBOAHYIO TabmuIy miis (OPMUPOBAHUS BBIXOJHOTO JOKyMmeHTa "Pacuer
Heo0JIaraeMbIX HAJIOrOM CyMM Jijist ipeanpustus (pupmsl)" o dpopme:

Ne i/ damumusg U.0. Koi-Bo wxnusenieB | HeoOmaraemas HaJIOrOM
cymma (py0.)

OO0wuii uTor

Conepxanue TaONMMIBI JOJDKHO aBTOMAaTHYECKH (OPMHUPOBATHCS HAa OCHOBAaHHH
COJepKaHUs OCHOBHOM TaOMMIBI M JOJDKHO OBITH OTCOPTHPOBAHO B MOPSIKE YOBIBaHUS
KOJIMYECTBA MKIMBEHIICB.

OT00pa3uTe B BUAE KPYTrOBOW JaMarpaMMbl pacrpesieleHne HeoOnaraeMpIX HajloTOM
CYMM ISl BCEX COTPYIHHUKOB.

Bapuant 4
CoznaTh CBOIHYIO TAOMHIy s (GOPMHUPOBAHMS BBIXOJIHOTO JOKyMeHTa "Pacder cymwm,
MOJISXKAITUX HAJIOTO00JIOKEHHIO ISl peanpusaTus (bupmel)" mo Gopme:

Ne m/m  Damunus J{OIDKHOCTHOM [TpemuanbHbie Cymma, nojiexaras
11.0. OKJIa HAYUCIICHUS HaJIOT000JIOKEHUTO
py6.) py6.) py0.).

OO1umii uTor

Conepxkumoe TabIUIIBI JOJDKHO aBTOMAaTU4YeCKH (POPMHUPOBATHCS HAa OCHOBAHHMH COJEPKAHUS
OCHOBHOM TaOJHUIIBI U JOJDKHO OBITH OTCOPTUPOBATIO B MOPSAKE YOBIBAHUS CYMM MPEMHATBHBIX
HAYHCIICHUMH.

OTo0pa3uTh B BUAE TUHEHYATON ITUarpaMMbl pacipeesieHne JOHKHOCTHBIX OKIIAZoB U
MIPEMHAIBHBIX HAYUCICHUN COTPYTHUKOB.

Bapmuanr 5
Co3natb cBOJIHYIO TabaMIly JUIs YOPMUPOBAHMS BEIXOJHOTO JOKyMeHTa "BoltuiaTel o cyay”

Ne i/ ®ammmms N.0.  |JomxHoctHoM  |MToro Hauucieno|Beimuatel mo cyay
okzaz (py0.) (py6.) (py6.)

OOt UTor

Conepxanne TaONMIBI JIOJDKHO aBTOMATHYECKH (OPMHpPOBATHCS HA OCHOBAaHUSA
CoJIep>KaHUsl OCHOBHOM TaOJHIIBI M JOHKHO OBITh OTCOPTUPOBAHO B MOPSIKE YBEIMUCHUS CYMM
HaAYHCIICHHH.

OT00pa3uTh B BUJE KPYrOBOM AMAarpaMMbl paclpeaelicHue HAUMCICHHBIX CYMM IS BCeX
COTPYJIHUKOB.

Bapuant 6

Co3nare cBOgHYIO Tabmuiy ans (OpPMHpPOBAHHS BBIXOJHOTO JOKyMmMeHTa '"Pacuer
MOI0XO0THOTO Hajiora /i npeanpusatus (bupmen)" mo Gopme:
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Ne ii/r1 | @amunus U.O. Htoro Cymma, mnomiexamas | [lomoxomHsiil
HAYHUCIIEHO HAJIOTO00I0KEHUIO HaJIOT

(py6.) (py6.)

OO0Lwuii UTOr

Conepxanue TaONMMIBI JOIDKHO AaBTOMATUYECKH (OPMHUPOBATBCS HA OCHOBAHUU
COJIep>KaHUsl OCHOBHOM TaOJUIBI U JOJKHO OBITh OTCOPTUPOBAHO B MOPsIIKE YOBIBAHUS CYMM
[10/I0XOHOTO HaJora.

OtoOpa3uth B BUAe rpapuka C MapKepaMud paclpeiesieHue MOJJIeKaINX
HaJIOr000JI0KEHUIO CYMM JUISl BCEX COTPYIHUKOB.

Bapuaunr 7
Cosznate Tabmumy it GOPMHPOBAHUS BBIXOJTHOTO JTOKyMeHTa "Pacuer oTuncneHuit st
npeanpusaTus (hupmel) mo popme:
Nenm/m | ®amumnus U.O. Htoro nauucieHo (pyo.) [Tonoxonnslii HaJor
(py6.)

OO0wu uror

Conepxanue TaOJIUIBl JOJKHO aBTOMAaTHYeCKH (OPMHUPOBATHCS HA OCHOBAHUU
COJIep>KaHUs CBOJAHOW TaOJMIBl M JIOJXKHO OBITh OTCOPTUPOBAHO B IMOPSAKE YOBIBAHUSI CYMM
OTUYUCIICHUM.

OTt00pa3ute B BUAEC OOBEMHOH KPYrOBOH IuarpaMmbl pacmpenesieHHue IMOAO0XOIHOTO
HaJjiora Jijisi BC€X COTPYAHHUKOB.

Bapuant 8
Coznars Tabmuiy amst popMupoBaHusl BEIXOJHOTO NokyMeHTa "llnarexHas Be1OMOCTh
i npennpusatus (upmel)" o Gopme:

Neri/m | Damunus 1.0. TaGenbuplii HoMep [Mtoro k  Beigaue|lloamuch

OO0muit uTor

Copnepxanue TaOIMIBl JODKHO aBTOMAaTHMYECKH (POPMHUpPOBATHCI Ha OCHOBAHUU
COJIEpKaHHUsI OCHOBHOM TaOJIUIIbI U IOJKHO OBITH OTCOPTUPOBAHO B aj()aBUTHOM MOPSIIKE.

Oto0pa3uTh O BHIE THUCTOIPAMMBI paclpefielieHne CyMM K BblJade s BceX
COTPYIHUKOB.

Bapuant 9
Coznarps Tabmuity st GOpMUPOBAHHUS BBIXOJHOTO JOKYMEHTa "BemoMOCTh BBITLIATHI
aBaHca Juig npennpuatus (pupmel)" o Gopme:

Ne i/r1 |{Damumst 1.O. | TaOenbHEBIN JomxHocTHOM ABaHCOBEIE Tlonmuce
HOMEp oknaz (pyo6.) BBIIUIATBI
(py0.)

OO0LWu UTOor

Pa3mep aBaHca npuHATH paBHBIM 40% OT JOJKHOCTHOTO OKJIaja.
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Co;[epncaHHe Ta6JII/ILIbI JOJDKHO aBTOMATHYCCKHU

dbopMUpOBaTECS HA OCHOBAaHUU

COACpKaHUA OCHOBHOM Ta6J'II/II_[BI Hn JOJDKHO OBITh OTCOPTHUPOBAHO B aﬂ(i)aBI/ITHOM IOopAOKE.
OTO6pa3I/ITb B BUJIC prFOBOﬁ JAuarpaMmbl aBaHCOBBIC BBIIUIATHI JJIs1 BCEX COTPYIHUKOB.

Bapuanr 10
Co3narb cBOAHYIO TabuuIy sl GOPMUPOBAHMSI BBIXOJHOTO JoKyMeHTa "CoOTHOIIEHHE
JOJDKHOCTHBIX OKJIAZIOB M MPEMHUANIBHBIX BBIILIAT JUIs npeanpusatus (upmer)" mo dpopme:

Ne o/t

Damunus 1.0 | TabensHbBIH
HOMED

JomxHocTHOMI
okian (pyo.)

[IpemuanbHbIe
HAYKCIICHUS

(py6.)

CooTHoOIlIEHHE
(%)

OO0wu uror

Conepxanue TaONUIBI JOJDKHO aBTOMAaTHYEeCKH (OPMHUPOBATHCS HA OCHOBAHUU
COJIep>KaHMsI OCHOBHOI TaOJIHIIBI U I0OJKHO OBITH OTCOPTUPOBAHO B aI(aBUTHOM TOPSIIIKE.

OT00pa3uth B BUJE 00BEMHON TUCTOIPAaMMBI paclpe/elieHUe JODKHOCTHBIX OKJIAJ0B H
NpEeMHAIbHBIX HAYUCICHUH I BCEX COTPYIHHKOB.

2.4. TemaTnyecKMii IJIAH VISl CAMOCTOSITEJIbHOM PadoThI

1. U3 uero cocrout pabouast KHUra?
2. UTo Takoe peXrM aBTO3AIOJTHEHUS STYCCK?
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Tema 2. Padora B Excel

= &
= g HanmenoBanue KoJnuecTBo
s 3 pa3/iesioB U TeM 4acoB
2.
1 2 3
3nakomcTBO ¢ Excel 10
Pa6ora B Excel 10
3 HacTtpoiika paGoueit KHUTH 10
4 Pabota ¢ nanabIMH 10
5 [IpoBenenune BeIUUCICHUI 10
6 dunpTpanys CrucKa s MoucKa HyKHOU HHPOpMaluu 10

Bceero: 60

Bonpocsl 1J151 caMmocTOATEILHOMH padoThI
Tema 1. 3nakomcrso ¢ Excel

1. Jlns wero nmpenHasHaueH TabauaHbIi npoueccop Excel?

2. Kaxk nazeiBaercs mokymeHT Excel?

3. Tlepeuncnure OCHOBHBIC BO3MOXKHOCTH pabOThI ¢ MaccHBOM JaHHbIX B MS Excel.

4. Onummute Bux okHa Excel.

5. Kak co3znate HOBBIN nOoKymMeHT Excel?

6. Kak BeIBeCTH CIIpaBKY MJIM OTKPBITH OKHO ITOMOIITHUKA?

7. Kak 3arpy3uts (aiin ¢ Tabnuneit?

8. Kak oTMEeHUTh KOMaHly WJIH PEXKUM?




3. Kak B MS Excel ocymecTBnsiercsi mpoBepka JaHHBIX M UCIIPABICHUE OIIUOOK?

Tema 3. Hactpoiika padoyeii KHUTH
1. Jlns yero nmpuMeHsieTcs COPTUPOBKA CIIUCKOB?
2. Kak co3zmath HOByI pabouyio KHHTY, paboumii smct? Kak co3gaBaTh CCBUIKM Ha
ONpEIETICHHBIE JTUCThI KHUTH?
. UTo Takoe moucK HHPOPMAIIUHU B CITUCKE?
. Kak co3ngate nuarpammy?
. Kakue tumnel tuarpamm cymiecTByor?
. Kak BHeCcTH U3MeHEHUs B Auarpammy?
. Urto Takoe jerena, Kak K3MEHUTD JIETeHTY?

NN B Ww

Tema 4 PaboTa ¢ JaHHLIMH
. TlepeuncianTe TUIIBI TaHHBIX, UCTIONb3yeMble B MS EXxcel.
. U3 wero cocrout crpoka popmyin?
. J1J1g 9ero UCroNb3ylTCs CChUIKH Ha STYEHKY?
. Kak 3ayarorcs oTHOCHTENBHBIE CCBUIKU? AOCOIIOTHBIE?
. UeM 0oT/IMYAIOTCS OTHOCUTENBHBIE CCBUIKHA OT a0COMIOTHBIX?
. Urto Ha3BIBaeTCS CUCKOM B TaOJMYHOM Iporeccope Excel?

OO, WN

Tema S. IIpoBeneHue BbIYMCICHU
1. Jlns yero npenHa3HaueH Mactep GyHKIUT?
2. MoxHo nu B MS EXxcel pemuts TpancnopTHyto 3a1auy? C MOMOIIbI0 KaKOH QYHKIMH
MS EXcel pemarorcs 3a1aun ONTHMHU3ALHHA?

Tema 6. ®uiabTpanusi CIUCKA 1JIs1 IOUCKA HYKHOH MH(poOpManuu
1.Yro Takoe ¢punstp?
2. Kakue Buzbl puinbTpoB umerorcs B Excel?
3. Kak BBecTH JlaHHBIE, UCIIOJIb3YS MPOLENypy UHTEpBana?
4. Kak penaktupyercs siuelika ¢ HEBEpHBIMU JaHHBIMU?
5. Kak ouncTUTh SYEHKH OT JaHHBIX?
6. Kak ocymiecTBUTh BCTaBKY CTPOKH (CTOJ01@) B TAOIHILY?
7. Yto noHumaercs noja popmMatupoBaHueM gyeeK?

3aganue |
B nporpamme Microsoft Excel co3aars 6a3y nanusix [Ipogaxa ToBapa.

Breruucnuts 3nauenus cronbna Beipyduka B p. mo ¢popmyse. [locTpouts Kpyropyro
00BbeMHYI0 Tuarpammy 1o noisim Jlara npoaaxu u Beipydka B $.

[Tonsectu utoru (onepauus Cpeanee) ans noneit GO, Beipyuka B p.

ITpoBectu koHconmuaanuto (pynkuus Cymma) o nosisiMm HanmeHnoBanue ToBapa,
Bripyuka B $.
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A T C R
1 |kypc ponnapa
2
Hata HauuMeHoEIHME
5 eyt ) TR — Belpy4ka e $ |Beipydka e p.
4 | [prmpees CP. 04.aHE CTan i)
5 |CTenaHos AT, 12.0eE CTyYn 20
E |WMeaHos [B. 17 .peE Lkad =10
¥ |MeaHos B, 21.des CTon 120
§ |CTenaHoe & 1. 25.0eE CTyn 52
9 |CTenaHos AL, 26.deE Wkad 1200
10 [CTenaHos A0 01 .map cTon 135
11 [MeaHos TH. 14 .map Cron G0
12 | Mpunopeee CP. 18 map CTyn 30
13 | Mpunopees CP. 30 .map Wkad Fan
3aganue 2
COB,I[aTb 6a3y JaHHBIX B Excel TeJIeBI/ISOpLI.
Han 0a30if [aHHBIX BBINOJHUTH OIEPAlMU: COPTUPOBKA,
KOHCOJIM a1, CBOAHAs Ta6JII/II_[a.
1 | 2 E 4 | 5 | 6 | 7
1 Tenepuzopbl
2 Pupma Mapka :x‘::: Llena Mocrynun Mpopano Cymma
3 |Panasonic 1451TCC 37 1 600 000p. 15.aHE. 2 3 200 000p.
4 [|sharp 20HSC 51 1 700 000p. 05 pek. Op.
5 |Samsung S035ZR =1 1 650 000, 09.aHE. 4 E 600 000k,
£ [|Samsung S035ZR =1 1 750 000, 09 aHE. 1 1 F50 000k,
7 [|Hitachi 2089 =1 1 700 000, 17 .pek. O,
g |Toshiba 2089 51 1 B30 000 . 17 pek. Op.
g [sony 21Nk 54 2400 000p. 05 ek 3 7 200 000p.
10 [zony 21TR =4 2500 000, 05 pek. 2 S 000 000k,
11 [Panazonic 2117 54 2700 000, 15.aHE. Op.
12 [Philips 21PT137A 24 2200 000p. 1788k, 1 2200 000g,
13 |Bcero 25 850 000p.

0.
1.
12.
13.
14.
15.
16.
17.
18.
19.
20.

RBOoo~NoOwNE

Ilepeyennb Tem pedepaToB, 10KJIAN0B

IToustie 1 Bo3moxxkHoct MS Excel.
OcHoBHbIe dteMeHThl 0kHa MS Excel.
CTpyKTypa 31€KTPOHHBIX TaOJIHII.

¢bunbTpanus,

Bo3moxHbIe OMOKH TPY UCTIONB30BaHUU QYHKIHHA B popmynax.
Amnanu3 nansbpIX. Mcnonp30BaHue CliICHApHEB.

Awnanus nagueix B MS Excel.
Cuenapuu.
VYnpasienue daitnamu.
CrpyKTypa TOKYMEHTOB.
Odopmnenune Tadbmuil.
[Toctpoenue u opopmiieHuE TUarpaMm.
Oynkiuu Excel.
Oynkunn: OUHAHCOBBIE.
Oyukuuu: [Jata u Bpems.
Oynknnu: Jlornueckue.
Oynkiuu: MaremaTuiecKkue.
CCBUIKH 1 MaCcCHBBI
IIpoBepka CBOMCTB U 3HAUECHU I
Pabora ¢ 0a30ii maHHBIX
Macrep nuarpamm.
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21. CpaBHuTenbHas XapakTepucTtuka Bepcuit MS Excel.

CpencTBo oueHnBaHusi: pedepart

[Ikama oneHUBaHUA:

Pedepar onennBaercs nmo 100-0amnpHON 1mIKame.
Basuiel iepeBoSITCS B OLICHKU YCIIEBAEMOCTH CIICAYIOLIMM 00pa3oM:

86-100 0amI0B — «OTIUYHON;
70- 85 6aIIOB — «XOPOIIOY;
51-69 6amIoB — «yJOBIETBOPUTEIHHO;

MeHee 51 Oaia — «HeYJOBIETBOPUTEIHHOY.

Kpurepun

ITokazarenu

1. HoBu3Ha peeprpoBaHHOTO TEKCTA.
MaxkcumainsHag ouenka — 20 6ayuroB

— aKTYaJIbHOCTb TPOOJIEMBI U TEMBI;

— HOBHM3HA W  CaMOCTOSITEJIbHOCTH B
MOCTAaHOBKE MpPOOJEMBI, B (POPMYIHPOBAHUH
HOBOT'O AaCHeKTa BBIOpaHHOM s aHaIM3a
pOOJIEMBI;

- HaJINuue aBTOPCKOU
CaMOCTOSITEJIBHOCTD CYKJICHHUM.

IIO3UIIMH,

2. CreneHb pacKpbITUSl CYIIHOCTH MPOOJIEMBI.
Maxkcumanbuag ornenka — 30 0atoB

— COOTBETCTBHE IUIaHA TeMe pedepara;

— COOTBETCTBHE COJIEP)KaHUS TeME W IUIaHY
pedepara;

— TOJHOTa W TIyOWHA PACKPBITHUS OCHOBHBIX
MOHATHUH MPOOJIEMBL;

— 00OCHOBaHHOCTH CIIOCOOOB ¥ METOOB
paboThI ¢ MaTepUaIoM;

— yMeHue paboTaTh C HUCTOPUUYECKUMHU
HUCTOYHUKAMU u JUTEpaTypOH,
CHCTEMATU3UpPOBaTL U CIPYKTYpHUPOBATh
MaTepuan;

- yMEHUE 00001IaTh, COIIOCTAaBIISATh
pa3InyuHbIe TOYKHU 3peHust 1o
paccMaTpuBaeMoOMy BOTIPOCY,

APTYMCHTHUPOBATL OCHOBHBIC IIOJIOKCHHUA U
BBIBObI.

3. OOGOCHOBaHHOCTh BbIOOpAa HCTOYHHMKOB H
JUTEPATYPHI.
MaxkcumanbHast orieHka — 20 6aios.

—KpYyT, OJHOTA UCIIOJIb30BAaHUS UCTOPHUUECKHUX
MCTOYHUKOB U JIUTEPATYpPHI 110 NpodIIeme;
— MpUBJIEYCHHE HOBEUIINX PaboT Mo mpobiaeme

(KypHalbHBIE  MYyOJUKALlUM,  MaTepHabl
COOpDHUKOB HAay4yHBIX TPYAOB, HHTEPHET-
pPECYpCOB U T. 1.).

4. Cobmoaenue TpeOoBaHUN K O(QOPMIICHHUIO. | — TpPaBUIbHOE O(OPMIIEHHE CCBUIOK Ha

MaxkcumanbsHas oleHka — 15 0aymios.

HCITOJIb30BAaHHBIE UICTOYHUKH U JINTEPATYPY;

— I'PaMOTHOCTb U KYJIBTYPa U3JI0KECHUS;

— HCIIOIb30BaHNE PEKOMEHI0BaHHOT' O
KOJIMYECTBA HCTOPUYECKUX MCTOYHUKOB U
JUTEpaTyphl; — BIAJCHUE TEPMUHOJIOTHUEH M
MOHATUIHBIM arnapaToM IpoOIeMsl;

— coOmronmenne TpeOOBaHWH K  00BEMY
pedepara;
—  Ky#abTypa  OQOpPMIICHHS:  BBIACICHHE
a03a1ieB, r71aB 1 naparpagon

5. I'paMOTHOCTS. — OTCYTCTBHE opdorpabuyeckux "
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MaxkcumanesHas oleHka — 15 0ayuios.

CHUHTAKCUYECKMX OIIMOOK, CTUIMCTUYECKUX
IIOTPELIHOCTEN;

— OTCYTCTBHME OIIEYaTOK, COKpAIIECHUH CIIOB,
KpOMe OOIENpUHSATHIX;

— JINTEPaTYPHBIA CTHIIb.

CpeacTBo OlleHUBAHUA: TOKJIA]

IIIkxana orieHUBaHUS:

OHCHKa «OTJIHUYHO» BBICTABIACTCA CTYACHTY, €CJIN:
— AOKJIaJd IMPOU3BOAUT BbIAAIOIICCCA BIICYATIICHUC, COITPOBOKAACTCS NINIFOCTPATUBHBIM

MaTC€pHralioM;

— aBTOp NpCACTaBUJI I[GMOHCTpaLII/IOHHbIﬁ MaTcepuall U IIPEKPaCHO B HEM

OpUEHTUPOBAJICS;

— aBTOp OTBEYAET HA BONPOCHI Ay TUTOPUH;
— [10KA3aHO BJIaJIeHUE CHEeIMaIbHbBIM aIlllapaToM;

— BBIBOJIbI [IOJTHOCTBIO OTPAXkKAIOT IOCTABJICHHBIE LIEJIU U COJEPKAHUE PadOTYy.
O11eHKa «XOPOLI0Y BBICTaBIIAETCS CTYJIEHTY, €CIIU:

— AOKJIaa Y€TKO BBICTPOCH,

— ,I[GMOHCTpaI_II/IOHH]EJﬁ MaTCpHral UCIIOJIL30BAJICA B IOKIIAAC, XOPOLIO O(I)OpMJ'ICH, HO €CThb

HETOYHOCTH;

— JOKJIAAYHK HEC MOKCT OTBCTHUTH Ha HCKOTOPBIC BOIIPOCHI;

— AOKJIaAYMK YBCPCHHO HCII0JIb30BaJl O6HI€Hay‘~IHI)Ie 1 CIICHHAJIbHBIC TCPMUHBI,
— BBIBOJbI AOKJIaAYHMKa HE ABJIAOTCA YCTKHUMMU.

OHGHKa «YAOBJIETBOPHUTECJILHO» BBICTABIACTCA CTYACHTY, CCJIIN:

— JOKJIaJ 3a4HUTbIBACTCA,

— HpeI[CTaBJ'IeHHI)II\/JI I[CMOHCTpaHI/IOHHblf/'I MaTCepHrall HC UCIIOJIL30BAJICA JOKIAAYNKOM HUIIA

OBLI O(i)OpMJ'ICH IJI0XO0, HCTPAMOTHO,

— JOKJIAAYMK HE MOKET UCTKO OTBECTUTH HA BOIIPOCHI Ay ITUTOPHU,

— INOKa3aHO HCIIOJHOC BJIaACHUC 0a30BBIM HAayYHBIM U HpO(I)eCCI/IOHaJ'IBHBIM arrapaTom;
— BBIBOJIbI HMCIOTCsI, HO OHH HC JOKa3aHBbI.

OI_IGHKa «HEYAOBJECTBOPUTECIbHO)» BbBICTABIACTCA CTYACHTY, €CIIN:

— COACPpKaHUC JOKJIaJa HC COOTBETCTBYET TEMC,

— OTCYTCTBYCT I[eMOHCTpaI_[I/IOHHHﬁ MaTcpuall;

— JOKJIAAYMK HE MOKET OTBCTUTH HAa BOIIPOCHI;

— AOKJIAAYUK HE MOHUMACT CIICLIUAJIBHYIO TCPMUHOJIOTUIO, CBA3aAHHYIO C TEMOM JOKJ1azaa,

— OTCYTCTBYIOT BBLIBO/JIBI.

Pacnpenenenue Tpynoemkoctu CPC npu n3y4yeHun QU CHUNIHHBI

Buja camocTosiTe1bHOM padoThI TpynoeMkocTsh (4ac)
[ToaroToBka K 3auery 18
[ToaroToBka K MpakTUYECKUM (CEMUHAPCKUM) 3aHITUSIM 16
[TpopaboTka yueOHOI TUuTepaTyphl 16
Hanucanue pedepaTos, 10K1a10B 10
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3. OlueHoYHbIE CPEICTB U METOANYECKHE PEKOMEHIAIUH M0 MPOBEIEHHI0
NMPOMEKYTOYHOM aTTecTalluu

IIpu mpoBemenun 3auera mo aucuuiumHe «Microsoft Office (Excel)» wmoxer
UCIIOJIb30BAThLCSl YCTHAS WITK MMHChbMEHHast (hopMa IPOBEIACHUS.

IpumepHas crpykrypa 3a4era no gucuumnne «Microsoft Office (Excel)»

1. yCTHBIN 0OTBET HA BONIPOCHI

CryneHTy Ha 3a4eTe JaeTcsl BpeMsl Ha IIOJArOTOBKY BOIIPOCOB TEOPETUUECKOIO XapaKTepa

2. BLINIOJTHEHHE TECTOBBIX 3aaHMI

TecToBble 3aaHusl BBIMOJHSIOTCA B TeueHHe 30 MUHYT M COCTOAT M3 25 BOIPOCOB
pa3HbIX THNOB. [IpenogaBaTens TOTOBUT HECKOIBKO BAPUAHTOB TECTOBBIX 3a/1aHUU.

3. BbINOJIHEHHE TPAKTHYECKHX 32 JaHUI

[IpakTnueckux 3ananus BbIIONHAIOTCA B TeueHue 30 Munyr. brnanku ¢ 3agavamu
TOTOBUT U BBLIAET MIPENOaBaTelb.

YCTHBII OTBET CTY/IEHTA Ha 3a4eTe J0JLKEH 0TBEYATh CJIeAYIOIIHM TPeOOBAHUAM:

e HAYYHOCTb, 3HAaHHE M YMEHHE I10JIb30BAThCS MMOHSATUIHBIM aIlIapaToM;

e H3JIOKCHUE BOMPOCOB B METOIOJIOTHUECKOM acIeKTax, apryMEHTalls OCHOBHBIX
THOJIOKEHUI OTBETa IPUMEPAMHU M3 COBPEMEHHOI MPAKTHKH, a TAK)KE U3 JINYHOTO OIbITa PabOThL;

e OCBEIOMIJICHHOCTh B BaXKHEHIIMX coBpeMeHHbIX mpobiemax Microsoft Office (Excel),
3HAHUE KIIACCUYECKOIl U COBPEMEHHOM JIUTEPaTyPBhI.

BbInojiHeHHe  NPaKTHYeCKOTO  3alaHUsl  JOJUKHO  OTBeYaTh  CJEAYHINHM
TpeOOBAHUSIM:

o Bnanenue npodeccrnoHanibHONW TEPMUHOJIOTHEH;

o [locnenoBaTenbHOE U APTYMEHTHPOBAHHOE U3JIOKEHNE PEIICHNSI.

Kpurepun onieHUBaHHMs 0TBETOB

YpoBeHn @opMyJIMPOBKA TPeOOBAHUIT K CTENEHHU IIIkajia oneHUBAHUSA
0CBOCHHS c(hopMHPOBAHHOCTH KOMIIETEHLUH
KOMIIETEeHIIUH
Komnerenmun Bianeer OCHOBHBIMH METOAAMH, CIOCOOaMH 3aureHo
c(hOpMHUPOBaHbI oOpaboTku Tabmuir B pemakrope Microsoft
HOJTHOCTBIO Office Excel, kak cpeactBa ynpaBieHHs
nHpopmMaIuen. Oo6nagaer HaBBIKAMH

IPaMOTHOTO ¥ MIPAaBUJIBHOTO  OGOPMIICHUS
JTOKYMEHTOB B Ta0TMIHOM penaktope
Microsoft Office Excel.

Co3pmaer, penaktupyer TaOIHMIBI B pelakTope

Microsoft Office Excel. Pemraer
npodeccuoHaIbHble W yueOHble 3afaudl ¢
IIPUMEHEHUEM nH(pOpMaIMOHHO-

KOMMYHHUKAIIHOHHBIX TEXHOJOTUH U C y4ETOM
OCHOBHBIX  TpeOoBaHMH  MHGOPMAIMOHHOMN
0€30MaCHOCTH. Hcnonb3yer TaOIUYHBIN
pemaktop  Microsoft  Office Excel B
npoecCUOHATbHON IeSTeIBHOCTH AT cOopa u
00paboTKu nHMOpMAIUH.

JleMoHCcTpUpyeT 3HaHUE OCHOBHBIX
BO3MOXKHOCTEH TaOJIUYHOTO peakTopa
Microsoft Office Excel mns ucrons3oBanus ero
B TPO(ECCHOHAIIBHONW NESITeIbHOCTH. 3HAET
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nmpaBujia U CrocoObl opopMieHUs TaOIUI] B
penakrope Microsoft Office Excel.

Komnerennuu He | He  cooTBeTcTByeT  KpUTEpHUSM  OLIEHKHU He 3auteno

copMUpOBaHBI YAOBJIETBOPUTEIBHO

PexoMenganuu mo MPOBEACHUIO 3a1€Ta

1.
KOHTpOJIE
2.

CTy,I[CHTI)I JOJIPKHBI OBITH 3apaHeC O3HaKOMJICHBI C ITonoxxenuem o TEKYLIEM

YCIIEBAEMOCTH U IPOMEXKYTOUHOHU arrectanuu odyqaromuxcs AHO BO MOCH.

ITo pe3yibTaTaM 3a4e€Ta IpCroJaBaTciib 00s13aH Pa3bACHUTL CTYACHTY IIpaBHJIA

BBICTaBJICHUA 3K3aMCHaI_[I/IOHHOﬁ OLCHKU.

3.
W3y4CHUS
4.

Hpenoz[aBaTenL B XOAC 3a4c€Ta IPOBEPACT YPOBCHBb IIOJIYUYECHHBIX B TCYCHHC

JMCLUTUIMHBI 3HAaHUH, YMEHUI U HAaBBIKOB ¥ C(DOPMUPOBAHHOCTH KOMIIETECHITUH.

TeCTI/IpOBaHI/Ie M0 AUCHUILINHE IIPOBOAUTCA 0o B KOMIIBIOTCPHOM KJIACCC, 1100 B

ayIUTOPUU Ha OJIAHKE C TECTOBBIMU 33JIaHUSIMH.

RBRoOoo~NoGO~LNE

0.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

IlepeyeHb BONIPOCOB K 3a4eTy
Hasunauenue nporpammer Microsoft Excel.
CocraB u cTpykTypa okaa Microsoft Excel
Ocuosubie ousitus Microsoft Excel.
Kuury, nuctsl 1 pabota ¢ HUMHU.
BBoj 1 penakTHpoBaHUE TaHHBIX, TUIIBI TAHHBIX, POPMATHI STYEEK.
dopMaTUPOBAHUE YUCENT U TEKCTA, STYEEK.
BBoj u penaktupoBanue Gopmy.
®uHaHCOBBIE (DYHKIIUH.
dopmaTHpOBAHUE U N€YATh JAHHBIX.
['paduaeckoe npencraBieHne JaHHBIX.
ABTO3an0JIHEHHE, 3a/IaHUE NTPOTPECCUH.
CoptupoBka. Pabota ¢ MaccuBamu JaHHBIX.
[Touck u 3amMeHa JaHHBIX.
CBsi3aHHBIC U HECBSI3aHHBIE STYCUKU. OTHOCUTENBHBIC U A0OCOIIOTHBIE CCHUIKH.
Perenne 3ama4 onTUMHU3aIIH.
AHanm3 naHHbIX. HazHaueHne 1 OCHOBHBIC BO3MOXHOCTH.
OUIBTPHI U UX IPUMEHEHHUE.
Coznanne u paboTa co CBOAHBIMU TaOIUIIAMHU.
HToroBbie TaOIUIIBL.
Coznanne u popMaTupoOBaHUE AHATPAMM.

IIpumepHbie TecToBBIE 3aMaHus no gucuunianne «Microsoft Office (Word)»

0 BapuaHT

1) EXCEL - 3T0

O W

. I'padmueckuii penakrop
TekcToBbII TTpoIIECCOP
OnepanmonHasi cucteMa
Taonuunwtii npoyeccop
. KnaBuma na knaBuatype

2) ®daiin ¢ paciuupenuem XLS cogepxkur

1.
2.

Tonpko oHY TaOIUILY
Tonbko o uH pabovHii IMCT C BOZMOXXHO HECKOJIBKUMHU TaOIMIIAMHU

3. Heckonvko pabouux nucmos, 00pasyroujux padouyio KHuzy
3) Ilpu BbIIESIEHUN OHOTO hparMeHTa HA padoyeM JHCTe, BbIIeasieTcs
1. Ilpamoyzonvnan oonacmo

65




2. Obnacth IPOU3BOJILHON (POPMBI

4) M0O:KHO JiM BbII€JIUTH HA pa0o4yeM JINCTE HECKOJIbKO ()parMeHToOB?

1. Jla

2. Her

5) lns BbIAeIeHUs MBILIKOH HECKOJIBKHUX 00/1acTel ciieAyeT NPUKATh KIaBHIITY

1. Esc

2. Shift

3. Ctrl

4. Alt

6) MoskHo 11 popMaTHPOBATH YMCJIA M TEKCT, HAXOASIIIMeCcs] HA padoyeM Jucrte?

1. Jla

2. Her

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

1. IIpaBka->BcraBuTh

2. BcraBka->Ilone

3. Buo->Ilanenu uncmpymenmoas

4. ®opmar->Crnucok

8) Mo:kHO 11 U3MEHUTH UMsl padoyero JUCTa U HA3BaHUs padoyeil KHUTH?

1. paGouero naucra

2. Tonbko paboyeil KHUTH

3. U pabouezo nucma u pavoueit KHuzu

4. Henw3s B 000uX ciydasx

9) Ck0JIbKO YHCeJ MOKHO 3alIUCATh B OHOI siueiike?

1. Toawvko oono

2. He 6onee nByx

3. bonee nByx

10) Moxno 1u B ogHoii nporpamme EXCEL oTkpbITH

1. Bonee oonoin paboueii knuzu

2. He 6onee onHolt paboueit KHUTH

3. Bonee oonozo pavouezo nucma

4. He 6onee ogaoro pabodero aTucTa

11) B kakoii cTpoKe OKHA NMPOrpamMMbl HAXOAATCH KHOIKH, OTHOCALIHMECH K OKHY
nporpammsbl Ceepuymeo, Pazeepuymus/Boccmanogumas, 3axpvimo

1. Crpoke MeHIO

2. Cmpoke 3a20106Ka

3. TlaHenn HHCTPYMEHTOB

12) B kakoii CTPpOKe KAaKOro OKHA HAXOAATCH KHONKH, OTHOCHAIIHMECS K OKHY
noxkymenrta Ceepuyms, Pazeepuymv/Boccmanosums, 3akpvims, ecii 3T0 OKHO ObLIO
pa3BepHyTO (0bLJIa HaKaTa KHONKA Pazeepruymy)

1. B cTpoke 3arojioBka oOkHa JOKyMEHTa

2. B cTpoke 3arojoBka OKHa MPOrpaMMbl

3. B cmpoke 2naenozo menio OKHA RPOZPaAMMbL

4. B cTpoKe IJIaBHOTO MEHIO OKHA JIOKYMEHTa

13) ®opmyJibl 1J151 pacueToB BBOASATCS

1. Tonpko «BpYyYHYIO» — C KJIaBUATYPBI

2. Tonbko uepe3 MeHt0 Bemaska->@ynkyusn

3. Bpyunyrto (c knasuamyput) unu uepes menio Bcmaska->@yukyusn

14) Mo:kHo Jin cOXpaHUTH B (aiijle HA TUCKe OTAEIbHO CO3IaAHHYI0 TAOJIHILY, He
COXpaHsis IPH 3TOM BCI0 Pa004yI0 KHUTY?

1. Jla

2. Hem
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15) Kak M0:XKHO H3MEHHUTDb IIMPHHY CTOJI0Ia?

1. C nomowvro motuuu

2. Yepes menro @opmam

3. C momoIp0 UCTob30BaHus HOPMYIT

16) Kak M0KHO U3BMEHUTH BBICOTY CTPOKH?

1. C nomowpio mvtuuu

2. Yepes menro @opmam

3. C momoIp0 UCTob30BaHus HOPMYIT

17) Mo:xHo 11 c/1eJIaTh CTPOKY HeBHIHMOW

1. Jla

2. Her

18) Mo:kHo v ¢/1eJIaTh HeBHAUMBIMHU OIMH MJIM HECKOJIBLKO CTOJIONOB

1. Her

2. Tonpko onuH

3. O0un unu HecKoO1bKO cmonoyoe

19) HMmena KaKHX CTPOK M CTOJIOHOB MNpPH KONUPOBAHUH (GOPMYJIbI
=$A23+C$21 He GyAyT MEHATHCS:

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 BLIBOIHUT /ATy CJIEIYIOIIETr0 THSI

1. =Ceronns(1)

2. =Cezo0na()+1

3. =Ceromnsi()+ Ceromansi()

4. = Ceroansi()*2

22) Kakasi n3 popMyJ1 COIEPKUT aOCOTIOTHYIO CCHUIKY

1. F45/$H$12

2. G$4 +J6

3. R74*E63

23) B kakoMm ciyyae HMMsl QJApPecyeMoro JHCTa padoyeid KHUTH 3aKJIIOYEHO B
OIMHAPHbIE KaBBbIYKH:

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

1. Hma nucma codeprcum npooben

2. pabouasi KHUTa, COJIEPIKAIIast alPEeCyeMbIil JTUCT 3aKphITa

3. uMs paboyero JIMCTa UCTIONB3YETCS B (POPMYJIIE TBAKIBI

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

1. B4/B2

2. C4/C2

3. B5/B3

4. C4/B2

25) ®opmyaa =B4/B2 kommpyercs u3 siveiiku C4 B sueiiky C5. Kaxkos
pe3yJabTar B siueiike C5?

1. 12,00p.

2. #3nau
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3. #nen/0
1. #cceuika

IIpumepHbIi epevYeHb NPAKTHYECKUX 3aJaHU I
3ananue 1.
Coznath cBOAHYIO TabmuIly A (GOPMUPOBAHUS BBIXOJAHOTO JOKyMeHTa "BhIiatel 1mo

CYI[Y”

Ne /it ®ammwmus N.0O. | HomxHoctHoM | MToro HauucneHno | Beimnatel o cyny
oxyaz (py6.) (py0.) (py0.)

OO0wu uror

Conepxanue TaONMIBI JOKHO aBTOMAaTHYeCKH (OpMHUpOBAThCSA Ha OCHOBAaHHS
COJIEpKaHUsl OCHOBHOU TaOJIMIIBI M JOJKHO OBITH OTCOPTUPOBAHO B TOPSAJIKE YBEIHMUYCHUS CYMM
HAYMCJIICHUH.

OT00pa3uTh B BHJIE KPYrOBOW TUArpaMMBbl pacIpeIeIICHHEe HAYUCIICHHBIX CYMM IS BCEX
COTPYIHUKOB.

3aganme 2.
Cozmate CcBOAHYIO TaOMUIly i (OPMUPOBAHUS BBIXOJHOTO JOKyMeHTa "Pacuer
MOI0XO0JTHOTO Hajiora /i npeanpusatus (bupmel)" mo Gopme:

Ne i/ damumug 1.0. Htoro Cymma, noasiexarias ITomoxoaHbIi
HAYHCIIEHO HaJIOT000JI0KEHUTO HaJIoT
(py0.) (py0.)

OO0t uTor

Copepxanve TaOIMIBI JODKHO aBTOMAaTH4YeCKH (OPMHUPOBATHCSI HA OCHOBAaHUU
COJIepKaHNsl OCHOBHOM TaOJUIbl U JTOJDKHO OBITh OTCOPTHPOBAHO B MOPS/IKE YOBIBAHUS CyMM
M0JI0XOAHOT0 HAJIOTa.

Otobpazuth B BuAe rpaduka ¢ MapkepaMu pacHpeieseHHe IOAJEeKAIINX
HAJIOr000JI0’KEHUIO CYMM JUISl BCEX COTPYIHUKOB.

3aganue 3.
Co3narp Tabnuity A GOpMHUPOBAaHUS BBIXOAHOTO JOKyMeHTa "Pacuer oTuncieHuit uist
npennpustus (Gupmel) o popme:
Ne n/mt ®ammns 1.0. Htoro HauucieHo (pyo.) ITonoxonHelii HaJIOT
(py0.)

OO0Lwut uTOor

Conepxanue TaOMUIBI JOJDKHO AaBTOMAaTW4YeCKH (OPMHUPOBATHCS Ha OCHOBAaHUH
coJlep’KaHusl CBOJHOM TaOJIHMIBI U JODKHO OBITH OTCOPTUPOBAHO B MOPSAKE YOBIBAHUS CYyMM
OTYHUCIIEHUM.

OtobOpa3uth B BHAEC OOBEMHOW KPYroBOW JaUarpaMMbl pPacHpeeieHUE ITOJ0XOIHOTO
HaJIora Jyisl BCEX COTPYAHHUKOB.

3ananmne 4.
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Coznate Tabnuny s GOpMUPOBAHHS BBIXOAHOTO JOKyMmMeHTa "[lmaTekHas BEJOMOCTH
1ot pennpustus (Gupmen)" o popme:
Ne /it damumua U.0. TaGenbHbINM HOMEP | HTOro K BBIIaue Ioamuce

OO0muit uTor

Conepxanuie TaONMMIBI JOJDKHO aBTOMaTHYeCKH ()OPMHPOBATHCS HAa OCHOBAHUH
COJIepKaHUsI OCHOBHOM TaOJIHUIIBI M IOJHDKHO OBITH OTCOPTUPOBAHO B ai(haBUTHOM HOPSIZIKE.

Oto0Opa3ute O BHIE THCTOTPAMMBI paclpeiesieHHe CyMM K BbIgade sl BCex
COTPY/AHHUKOB.

3ananme S.
Co3natp Tabnuiy Uit (GOPMUPOBAHUS BBIXOJHOTO JOKyMeHTa "BemomocTh BBITUIATHI
aBanca jus npeanpustus (pupmsl)" mo popme:

Ne /i | @amummmst 1.O. | TabenbHbBIN JloiKHOCTHOM ABaHCOBBIE [Toanuce
HOMEp okuaz (pyo.) BBITUIATHI
(py0.)

OO01wu uror

Pa3mep aBanca npunsaTh paBHBIM 40% OT TOJDKHOCTHOTO OKJIaja.

Copepxanue TaOMMIBI JOMKHO aBTOMAaTH4eCKH (OpPMUPOBATbCS HA OCHOBAaHUU
COJIepKaHUsI OCHOBHOM TaOJHUIIBI M TOJDKHO OBITH OTCOPTHPOBAHO B ai(haBUTHOM TOPSIZIKE.

OT00pa3uTh B BUAE KPYroBOW JUarpaMmbl aBAHCOBBIE BBITIIIATHI JUISI BCEX COTPYIHUKOB.

3aganue 6.
Co3natb CBOJIHYIO TaOUIly i (POPMUPOBAHUS BBHIXOJHOTO JOoKyMeHTa "COOTHOIIEHHE
JOJKHOCTHBIX OKJIAJIOB U MTPEMUANBHBIX BBITIAT IS npeAnpusatus (pupmel)" mo dpopme:

Nen/m |Damumusa N.O| Tabenbubiit | JlomKHOCTHOU [IpemuanbHbIe CooTtHonieHue
HOMEpP okuaz (pyo.) HAYUCIICHUS (%)
(py6.)

OO01wu uror

Conepxanue TaOMUIBl JODKHO AaBTOMAaTWYeCKH (OPMHUPOBATHCS Ha OCHOBAaHUH
CoJIep’KaHusl OCHOBHOM TaOJIUIIBI U TOJKHO OBITH OTCOPTUPOBAHO B ali()aBUTHOM IOPSIZIKE.

OT100pa3uTh B BUJIE 0OBEMHON TMCTOTPaMMBI paclpesieieHue TOKHOCTHBIX OKJIaZIOB U
MIPEMUATIBHBIX HAUUCIICHUN [T BCEX COTPYAHUKOB.
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4. Y4yeOHO-MeTOoAMYECKOE H MH(OPMALMOHHOE o0ecnedeHne TUCIUTIIMHBI

OcHoBHasi IuTEparypa
1. Teopernueckne ocHoBbl uH(popmaTuku : yueOnuk / P.1O. Ilapes, A.H. IIynkos, B.B.
Camapus u 1p. ; MunuctepctBo obpa3oBanusi u Hayku Poccuiickoit @eneparnuu, Cubupckuit
®denepanbHblii yHUBepcuTeT. - KpacHosipck : Cubupckuii denepaibublii yauBepceurer, 2015. -
176 c. : tabn., cxem., wi. - bubmmorp.: c. 140. - ISBN 978-5-7638-3192-4 ; To xe
[DnexTponnsiii pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=435850

JlonoIHUTeIbHAS JTUTEepaTypa

1. JIertkuna, E.A. Ilpumenenne nHGOPMAMOHHBIX TEXHOJOTHH : ydeOHOe mocobue /
E.A. JIpiTkuna ; MunuctepcTBo oOpazoBanust U Hayku Poccuiickoit denepanun, DenepaibHoe
rOCyJapCTBEHHOE aBTOHOMHOE 00pa3oBaTENbHOE YUPEKACHUE BBICIIETO MPO(ECCHOHATBLHOTO
oOpazoBanust CeBepHblii (ApkTuueckuii) denepanpubiii yauBepcurer uM. M.B. Jlomonocoga. -
Apxanrensck : CADY, 2015. - 91 c. - ISBN 978-5-261-01049-4 ; To xe [DIeKTpOHHBIH
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=436329

2. Kucenes, I"'M. MHpopMannOHHbIE TEXHOJOTHMH B IEAArOTHYECKOM OOpa3OBaHHH :
yuebnuk / I'M. Kucenes, P.B. boukoBa. - 2-e uzn., nepepad. u gomn. - Mocksa : M3narenscko-
ToproBasi kopropamus «Jlamkos u K°», 2016. - 304 c. : tabn., wi. - (Y4eOHbIC U3TaHUS IS
OakamaBpoB). - ISBN 978-5-394-02365-1 ; To xe [Onexkrponusii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=452839

HNudopManuoHHO-CIPAaBOYHbIE CUCTEMBI, MPodeccHOHATbHbIE 0a3bI JTAHHBIX H HHTEPHET-
pecypchl

1. Dnextponnsiii xypHan «udopmaTuka u oOpasoBanue [DIEKTPOHHBIA pecypc]. —
Pexxum noctyna: http://www.infojournal.ru/ -»

2. VlHTEepHET-YHUBEPCUTET MH(}OPMALIMOHHBIX TEXHOJIOTHI (UHTYUT.py)
[DnexTponHsIi pecype]. — Pexxum moctyma: http://www.intuit.ru -

3. OnnaiiH-TecTupoBaHue W cepTUGUKAMSA TO HHOOPMAIMOHHBIM TEXHOJIOTHUSIM
[DnexTponHsii pecypc]. — Pesxxum moctyma: http://test.specialist.ru -

4. Caiitr RusEdu: wunHbOpManmoHHBIE TEXHOJIOTHMH B 00pa3oBaHUU [ DIEKTPOHHBIN
pecypc]. — Pexxum nocrymna: http://www.rusedu.info

5. Ilpodeccnonanphas 6a3a TaHHBIX 7S IICUXOJIOTOB [DNEKTPOHHBIN pecypc]. - Pexum
nocryma: https://psyera.ru/articles

6. CIIC «Koncynsrant Ilmoc», CIIC «["apaHT» (DOTOBOp O COTPYIHHYECTBE OT
23.09.2013 1. ¢ 3AO0 «Kommbtorepusie TexHonorun» (IIC I'apant)), perucTpalliOHHBIM JIHCT
3apeructpupoBanHoro nois3oBarens DIIC «Cucrema TAPAHT» ot 16.02.2012 r. Ne12-40272-
000944; noroopsl ¢ OO0 «Koncynsrantllntoc Mapuii 1m» Ne2017-CB-4 ot 28.12.2016 1
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7. MarepuajJbHO-TeXHHYECKOE 0O0ecneyeHue TUCHUILINHBI

MaTepI/IaJIBHO-TGXHI/I‘-IeCKyIO 6213y IJid MPOBCACHUA JICKHUMOHHBIX W IMPAKTHYCCKUX
3aHATHH 110 JUCHUIIIIMHE COCTAaBJIAIOT:

HaumeHnoBaHue OCHaIIIeHHOCTb CIICHAJbHBIX HepequL JUICH3UOHHOI'0

CIEHHUATbHBIX IOMEIeHUH | MOMELICHUI M IIOMeLeHHil 11 NMPOrpaMMHOro oéecne4eHus.

M NOMelleHuH 1J1s CaMOCTOSITEIbHOI padoThl PexBHM3UTHI HOATBEPKIAIOLIETO
CAMOCTOAITEJIbHOM padoThI JOKYMEHTa
VYyeOHas ayauTopust OcHoBHOE yuebnoe | CIIC «Koncynprant [Tmocy», CIIC
JUISL IPOBEJICHUS o0opyaoBaHue: «["apanT» (mOroBop o
3aHATUNA CEMUHAPCKOI0 | CHELMATIN3UPOBAHHAS corpynnudectse ot 23.09.2013 r. ¢
THUIIA, TPYIIIOBBIX U Mebenb (ydueOnble mapThl, | 3A0 «KoMMIbIOTEPHBIE TEXHOIOTUN
VHIMBUYaJIbHBIX CTYJIbS, cron | (IIC I'apanr)), peructpaiiOHHBIN
KOHCYJIbTAIIHH, npenojaBatens,  ydyeOHas | JIMCT 3aperucTPUPOBAHHOTO
TEKYILEro KOHTPOJISI U | JIOCKA). nosb3oBarens JIIC «Cucrema
MIPOMEKYTOUHOU TexHuueckue cpeactBa | TAPAHT» ot 16.02.2012 r. Nel2-
aTTecTaluu 00y4YeHHS: 40272-000944; noroopsl c OO0
(KommbroTepHslit ABTOMATHU3UPOBAHHbBIC «Koncynprantlnroc Mapuit Dm»
KJIace), pabouue MecCTa, ¢ | Ne2017-CB-4 ot 28.12.2016 1.
424007, Pecriyonuka BO3MOKHOCTBIO Windows 7 Professional (Microsoft
Mapuii D, r. Momkap- | mogxmiouennss  x  cetu | Open License). Sys Ctr Endpoint
Oua, yi1. I[Tpoxoposa, «uTepueT» u | Protection ALNG Subscriptions VL
n.28, ka6.302 obecrieuennem goctyna B | OLVS E 1Month AcademicEdition

AIIEKTPOHHYIO Enterprise Per User (Cy0GumuiI.
MH(OPMaLIMOHHYIO norosop Ne Tr000171440

obpasoBarensHylo  cpeny | 17.07.2017). Office Prosessional
opraum3anun  (ASUSTeK | 2010 (Microsoft Open License).
Computer INC. PSKPL-AM | Apxuatop 7-zip (GNU LGPL).
SE/Pentium (R) Dual-Core | Adobe Acrobat Reader DC

CPU E5300 2.60GHz/512) | (becnunatnoe I10). Adobe Flash

Player (becninatnoe I10).
ITomemenue s | OcHOBHOE yuebHoe | CIIC «Koncynprant [Tmoc», CIIC
CaMOCTOSITEIIbHOU 0o0opynoBaHue: «["apanT» (HOTOBOP O
paboThI Cnennanu3upoBaHHas corpynuudectse ot 23.09.2013 r. ¢
424007,  Pecnybnuka | meOenb (yueOHble mapThl, | 3AO «KOMIBIOTEPHBIE TEXHOIOTHI
Mapuii On, 1. ﬁommp- CTYJIb4, cron | (IIC I'apanT)), peructpaliiOHHBIHI
Oma, yn. IIpoxopoBa, | npenonaBarensi,  y4deOHas | JUCT 3apETUCTPHUPOBAHHOTO
.28, ka6.407, 408 JIOCKQ). noss3oBaTelsg DIIC «Cucrema
TexHuueckue cpenctBa | TAPAHT» ot 16.02.2012 1. Nel2-
00y4YeHHUs: 40272-000944; norosopsl ¢ OO0
aBTOMaTU3UPOBAHHbIE «Koncynprantlntoc Mapuit Dm»
paboure MecTa, ¢ | Ne2017-CB-4 ot 28.12.2016r.
BO3MOXKHOCTBIO Windows 7 Professional (Microsoft
nogkiaroueHuss k- cetm | Open License) Office Standart 2010
«uTepHeT» u | (Microsoft Open License)
o0ecrieyeHMEeM JOCTyNa B
AIIEKTPOHHYIO
UH(POPMALIMOHHYIO
00pa3oBaTeNbHYI0  Cpeay
OpraHu3aluu
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6. MeToanuyecKue YKazaHusd 1J1s1 oﬁy'{ammnxca 110 OCBOCHHMI0 JUCHMUITJIMHbI

MeTtoanyecKkue yKa3aHusi JUIS MOATOTOBKHU K NPAKTHYECKUM (CEMUHAPCKUM) 3aHATHAM

HaunHas NoAroToBKy K CEMHUHAPCKOMY 3aHATHIO, HEOOXOIUMO, IIPEX/Ie BCEro, 00paTUTh
BHUMaHME Ha KOHCIEKT JEeKIHH, pa3fenbl y4yeOHMKOB M Y4eOHBIX NOCOOMH, KOTOpBIE
CIOCOOCTBYIOT 00LIEMY NPEICTABICHUIO O MECTE€ U 3HAUEHUM TEMbI B U3y4aeMOM Kypce. 3aTteM
clleflyeT mopadoTaTh C JOMOIHUTEIBHON JIUTEPAaTYpOH, CAeNaTh 3aHCH 110 PEKOMEHIOBAHHBIM
ucToyHuKaM. [ToAroToBka Kk CEMHHApCKOMY 3aHATHIO BKJIIOYAET 2 JTana:

- 1¥ sTan - oprann3aluoOHHBIH;

- 2#1 stanm - 3akpemsieHHe M yriayOjieHue TeopeThdyeckux 3HaHuid. Ha nepBom srame
CTYZACHT IUITAHUPYET CBOIO CAMOCTOSITENIbHYIO padoTy, KOTOpast BKIIOYAET:

- YSICHEHUE 3aJlaHMsl, BBIIAHHOTO Ha CaMOCTOSATENIbHYIO palboTy:

- 10A00p PEKOMEHI0BAaHHOU JIUTEPATYPbI;

- COCTaBlieHHE IIJJaHa paboTbl, B KOTOPOM OIIPENENIAIOTCS OCHOBHBIE ITYHKTBI
IIPEACTOAIEH TOATOTOBKHU.

CocrapieHue IUIaHa JUCHMIUIMHUPYET W MOBBIIAET OPraHU30BaHHOCTh B paboTe.
Bropoii aTam BKIII09aeT HEMOCPEACTBEHHYIO IOJrOTOBKY CTYIEHTa K 3aHATHIO. HaunmHaTe Hamo ¢
U3y4eHHs] PEKOMEHJIOBaHHOW iurepaTypbl. Heo6XonuMO MOMHHTB, YTO Ha JIEKLUMU OOBIYHO
paccMaTpuBaeTCsl HE BECh MaTepHal, a TOJIbKO ero yactb. OcranbHasi €€ 9acTh BOCIIOIHSCTCS B
polecce caMOCTOATENIbHOM paboThl. B ¢BsA3M ¢ 3TUM paboTa ¢ peKOMEHI0BaHHOM JInTepaTypoit
oOs3arenpHa. Oco0oe BHUMAHUE NMPU 3TOM HEOOXOIUMO OOpaTUTh Ha COJAEPKAHUE OCHOBHBIX
HOJIOKEHUH U BBIBOJIOB, OOBSICHEHUE SIBIEHUH U (DAaKTOB, yACHEHHE MPAKTUYECKOI'0 IPUI0KEHUS
paccMaTprUBaeMBIX TEOPETHUECKUX BONPOCOB. B mpormecce 3Toil paboTBl CTYAEHT JOJDKEH
CTPEMHUTbCS MOHATh M 3allOMHUTb OCHOBHBIE IIOJIOKEHUS pPAacCMAaTpUBAEMOro Marepuana,
IIPUMEPEI, TTOSICHSIOMINE €T0, a TAKXKE pa3o0paThcs B WILTIOCTPATHBHOM MaTepuale. 3aKkaHYuBaTh
HOJTrOTOBKY CJIelyeT COCTaBJIEHHEM IUIaHa (KOHCIEKTa) 10 U3y4aeMOMY MaTepuaiy (BOIpOCY).
OTO TO3BOJIET COCTAaBUTh KOHIIEHTPUPOBAHHOE, CXKAaTO€ MPEJCTABICHHE 110 HW3y4aeMbIM
BompocaM. B mporecce MOATOTOBKM K 3aHATHSIM DPEKOMEHJIYEeTCS B3aHMMHOE OOCYXIeHue
Marepuaia, BO BpeMsi KOTOPOTO 3aKpEIUIIOTCS 3HAHHs, a TakKe MPHOOpEeTaeTcs MpakTHKa B
U3JI0KEHUU U DPa3bsCHEHMM IOJyYeHHBbIX 3HaHUi, pa3BuBaercd peub. Ilpu HeoOXxoammoctu
ciefyeT oOpamaTrhCs 3a KOHCYJbTAllMEd K IMperojaBaTeNio. ['OTOBACH K KOHCYJIbTAIlHH,
HE00X0/IMMO XOPOIIO MPOJYyMaTh BOIPOCH!, KOTOpPbIE TPEOYIOT pa3bsICHEHUSI.

B Hauame 3aHATHA CTYyIEHTHl TOJA PYKOBOJICTBOM IIperojaaBaTeliss Ooiee TIIyOOKO
OCMBICIIMBAIOT TEOPETUYECKUE TIOJIOKEHUS IO TEME 3aHATHs, PACKPBIBAIOT U OOBICHAIOT
OCHOBHBIE TTOJIO’KEHUS BHICTYTUICHHS.

3anmucu  UMEIT  MEepBOCTENEHHOE  3HAaueHHEe I CaMOCTOSATENIbHOM  paboTh
oOyuaromuxcst. OHH TIOMOTAlOT TOHSTH TIOCTPOCHHUE W3Y4aeMOrO Marepuaia, BBIICINUTh
OCHOBHBIC TIOJIOXKEHUS M TPOCIEOUTh WX JIOTHKY. BeneHue 3amuceid cnocoOCTByeT
MIPEBPAICHUIO YTSHHS B AKTHBHBII MPOIIECC, MOOUIIM3YET, Hapsy CO 3pUTEIBHON, 1 MOTOPHYIO
namsTh, CreayeT MOMHMTB: y CTYAEHTAa, CUCTEMAaTHYECKU BEAYILEIro 3alMCH, CO3[aeTcsi CBOM
WH/IMBUIYAIGHBIA (OHA TOACOOHBIX MaTepHANIOB IJIsi OBICTPOTO TOBTOPEHHS MPOYUTAHHOTO,
JUIs. MOOMITU3AI[MK HAKOIJICHHBIX 3HaHWH. OCOOCHHO BaXKHBI M TOJIE3HBI 3allUCH TOTJa, KOTAa B
HUX HAaXOJAIT OTPaKEHHE MBICIIH, BOSHUKIIHE TP CaMOCTOSTEHHON paboTe. BaxkHo 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), BHIMHUCKH, TE3HUCH. Pe3ylbTaThl KOHCIEKTHPOBAHHS MOTYT OBITH
IPEJCTaBJICHbI B PA3INYHBIX (hopMax.

[Inman - 3TO cxeMa MPOYUTAHHOTO MaTepuaja, KpaTKui (MW TMOAPOOHBIN) TEepeUYeHb
BONPOCOB, OTPAXKAIOMIMX CTPYKTYpy M IOCIENOBAaTeIbHOCTh MaTepuana. IloxpobHo
COCTaBJICHHBIH IJIaH BIIOJIHE 3aMEHSET KOHCIIEKT.
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KoHcnekr - 3T0 cucTeMaTH3MpOBaHHOE, JIOTMUHOE H3JI0KEHHE MaTepuaia MCTOYHHKA.
Pa3nuyaroTcs yeTslpe TUIIa KOHCIIEKTOB.

[InaH-KOHCIIEKT - 3TO pa3BEPHYTHIM NETAIU3UPOBAHHBIN IUIaH, B KOTOPOM JIOCTAaTOYHO
HOJPOOHBIE 3aIIUCH TPUBOASTCA IO TEM ITyHKTaM IUIaHa, KOTOPbIE HY)KAAIOTCS B IIOSCHEHUH.

TexkcTyanbHBI KOHCIIEKT — 3TO BOCIPOU3BEACHHME HauOoJiee BaXKHBIX IOJIOKEHUN U
(aKTOB HCTOYHHUKA.

CBOOO/IHBI KOHCIIEKT - 3TO YETKO M KpaTtko c(opMyTupoBaHHbBIC (M3JI0KEHHBIC)
OCHOBHBIC IIOJIOKEHMsI B pe3yibTaTe INIyOOKOTO OCMBICIMBAaHMs Marepuana. B HeM Moryr
IIPUCYTCTBOBATh BBIIMCKHM, LIUTAThl, TE3UCHI; YacTh MaTepuaga MOKET ObITh IMpEACTaBIIEHA
IUTAHOM.

Temarnueckuil KOHCIIEKT COCTABJIIETCS HAa OCHOBE M3y4YEHHS Psiia UCTOUHUKOB M JIa€T
OoJiee WM MEHee MCUEPIIBIBAIOLINI OTBET IO KaKOH-TO cxeme (BOIpocy).

BBuny TpynoeMKOCTH IOATOTOBKH K CEMUHApY CIEAYET IPOAYMaTh aJIFOPUTM JAEUCTBUH,
ellle pa3 BHUMATEJIbHO IIPOYUTATh 3alMCH JIEKIIUN U YK€ TOTOBBIN KOHCIEKT 110 TEME CEMHUHApA,
THIATEIBHO MPOJIyMaTh CBOE YCTHOE BBICTYIUICHHUE.

Ha cemuHape Kaablil ero y4acTHHUK JOJKEH ObIThb FOTOBBIM K BBICTYIUIEHHIO IO BCEM
IIOCTAaBJIEHHBIM B IUIAaHE BOIpOCaM, MpPOSIBISThH MAaKCHUMajbHYIHO aKTUBHOCTb IIPH HX
paccMoTpeHuH BpIcTyIuieHne 10JIKHO CTPOUTHCS CBOOOIHO, YOEIUTENbHO U apryMEHTUPOBAHO
HeobOxonuMo cnenuTh, 4TOOBI BBICTYIJIEHHME HE CBOAMJIOCH K PEHPOAYKTHUBHOMY YPOBHIO
(mpocTOMYy BOCHPOU3BEJIEHUIO TEKCTa), HE JONYyCKaTh M IPOCTOE UTEHHE KOHCIIEKTA.
Heo0OxonrnMo, 4ToOBI BBICTYMAIOLUN MPOSIBISUT COOCTBEHHOE OTHOILIEHHE K TOMY, O YEM OH
TOBOPUT, BBICKa3bIBal CBOE JIMYHOE MHEHHE, NOHMMaHHE, OOOCHOBBIBAJI €0 M MOI' CAejaTh
IIPABWJIbHBIE BBIBOJBI U3 CKa3aHHOTO.

Beictynnienust gpyrux oOydarommuxcst HeoOXOAMMO BHHUMATEIbHO M KPUTHYECKU
CJIyllaTh, MOJMEYaTh OCOOCHHOE B CYXKICHHAX OOYYarOLUXCs, YJIAaBIUBaThb HEAOCTATKH 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
(akTHUecKOro MaTepualia MO TeMe MPAKTUYECKOTO 3aHiATHA JOJDKHO OCYILECTBISATHCS
3abnaroBpemenHo. Ilox QaxkTuueckum MmarepuasioM ClelyeT I[OHHUMAaTh CHEHUAIbHYIO
JUTEpATypy MO TEME 3aHATHs, CHCTEMY HOPMAaTHBHBIX IPABOBBIX AKTOB, a TAKXXe apOUTPAKHYIO
IPaKTUKy MO paccMarpuBaeMbiM mpoOiemaMm. OcobOoe BHUMaHUE cieayer oOpaTHTh Ha
JUCKYCCHOHHBIE TEOPETUYECKUE BOIIPOCHI B CUCTEME U3y4aeMOI'0 BOIIPOCA: U3YUUTh PA3JINYHbIE
TOYKH 3pEHUS BEIYIIUX yYEHBIX, 0003HAYUTH MPOTUBOPEUNS COBPEMEHHOI'O 3aKOHO/IaTENbCTBA.
Jig cucreMaTu3allid OCHOBHBIX IOJIOKEHUM IO TEME 3aHATHA PEKOMEHAYETCS COCTABIICHUE
KOHCIIEKTOB.

OOpatuTh BHUMaHUE Ha:

- COCTaBJICHHE CIIMCKa HOPMATUBHBIX IIPaBOBBIX AaKTOB M Y4eOHOM M HaydHOI
JUTEPATypBl 10 U3yYaeMOU TEME;

- U3y4YEeHHE U aHAJIU3 BIOPAHHBIX HCTOUYHUKOB;

- U3yYeHHe W aHaJIu3 apOUTPAKHOW NMPAKTHUKU IO JAHHOM TeMe, MPEJICTABICHHOH B
MH(OPMaLMOHHO- CIIPABOYHBIX MTPABOBBIX AIEKTPOHHBIX CUCTEMAX U JIp.;

- BBIIOJHEHUE MPEAYCMOTPEHHBIX NPOrpaMMON 3aJaHUil B COOTBETCTBHM C
TEMaTHYECKHUM IIJIAHOM;

- BBIACTICHHE HamOoJiee CIOXHBIX W MPOOJEMHBIX BOIPOCOB MO M3y4aeMOW TeMme,
MOJIyYEHUE Pa3bsICHEHUM M PeKOMEHAIH Mo TaHHBIM BOIIPOCaM C MpenojaBaTessiMu Kadeapbl
Ha UX €KECHEENbHBIX KOHCYJIbTAUAX;

- MIPOBEJIEHUE CAMOKOHTPOJISI IIyTEM OTBETOB Ha BOMPOCHI TEKYIIETO KOHTPOJIS 3HAHUM,
peLIeHHs TPEJCTaBICHHBIX B Y4eOHO-METOIMYECKUX Marepuanax Kadeapsl 3ajad, TECTOB,
HanucaHus peepaToB U 3CCE M0 OTAETbHBIM BOIIPOCAM U3y4aeMOM TEMBI,

CemuHapcKue 3aHATUS 3aBEPUIAIOT H3Y4YEeHHE Hambolee BAXHBIX TeM Yy4eOHOM
qucuuiuinebl. OHM CayKaT I 3aKpeIUICHUS M3YYEHHOrO MaTepualla, Pa3sBUTUS YMEHHHU U
HaBBIKOB TOATOTOBKU JIOKJIAJOB, COOOIICHUH, MPUOOPETEHUS OIBITa YCTHBIX IYOJUYHBIX
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BBICTYIUICHUM, BEJIEHUs IUCKYCCHUH, apryMEHTAlUHM U 3allUTHl BBIJBUIAa€MbIX IIOJIOKECHHUM, a
TaKXe U1 KOHTPOJIS NpenojaBaTeleM CTENEeHU IOATOTOBIEHHOCTH OOy4YarolmMXcsl 10
M3y4aeMOU TUCLMILIMHE.

MeToanyeckue yKkazaHusi Il 00y4alOIIMXCS 110 OCBOEHUIO TUCHMIJIMHBI VIS
CaMOCTOSITEJIbHOH PadoThI

MeTtoauka OpraHu3alMyd CaMOCTOATENBHOM pabOThl CTYACHTOB 3aBUCHT OT CTPYKTYPHI,
XapakTepa U OCOOCHHOCTEM H3y4aeMOl NHCUUIUIMHBI, 00be€Ma 4YacoB Ha €€ W3y4deHue, BHIa
3aJJaHMi U1 CAMOCTOSATENBHOM paboTHI CTY/IGHTOB, MHANBUYAIbHBIX 0COOEHHOCTEH CTYICHTOB
U yCIIOBUN Y4eOHOH JEATEIHHOCTH.

I[Ipu »sTOM mpemomaBaTeNnb  HA3HAYAeT  CTYAEHTAM  BAapHAHTHl  BBIIIOJHEHUS
CaMOCTOSITENIbHOM  paboOThl, OCYIIECTBISICT CHCTEMAaTHYECKHIl  KOHTPOJb  BBIMOJHEHUS
CTyACHTaMH TrpaduKa CaMOCTOSTEIbHONW paboThl, TMPOBOAWUT AaHAIM3 U JAaeT OICHKY
BBITIOJTHEHHON PaOOTHI.

CamocrosiTenbHast pabora OO0y4aromMXcs OCYLIECTBISIETCS B ayJAUTOPHON U
BHeaynuTopHOU ¢opmax. CamocTosiTenbHas paboTa 00yJarouxcs B ayIMTOPHOE BPEMsI MOKET
BKJTIOYATh!

- KOHCIIEKTUPOBAaHUE (COCTaBJICHHUE T€3UCOB) JICKIIUIA, BBIMOJTHEHUE KOHTPOJIBHBIX PaboT;

- peleHne 3ajad;

- paboTy CO CIIpaBOYHOM U METOAUYECKOM TUTEPATyPOIi;

- paboTy ¢ HOPMATUBHBIMU IPABOBBIMHU aKTaMU;

- BBICTYIUICHHS C JOKJIaJJaMH, COOOIICHUSIMU Ha CEMUHAPCKUX 3aHATUSX;

- 3aIUTY BBIIIOJHEHHBIX paboT;

- ydacTue B OIEpaTHMBHOM (TEKYIEM) ONpOCe MO OTIACIbHBIM TEMaM H3y4aeMoi
JUCITUTIIAHBI,

- ydactue B cobeceoBaHMsIX, AEJOBBIX (POJIEBBIX) UTpaX, JUCKYCCHSX, KPYIJIBIX CTOJAX,
KOH(EpeHIUSIX;

- y4acTue B TECTUPOBAHUH U JIp.

CamocrosiTenpHas paboTa 00yJarouuxcsi BO BHEAyIUTOPHOE BPEMsI MOKET COCTOSTh H3:

- IOBTOPEHUE JIEKIIUOHHOTO MaTepHaa,

- IOJITOTOBKH K CEMHHApaM (TIPaKTHYECKUM 3aHITHSIM);

- U3y4eHUs y4eOHOI M Hay4HOH JIUTepaTyphl;

- U3YYEHUS] HOPMAaTHUBHBIX MTPABOBBIX aKTOB (B T.4. B DJICKTPOHHBIX 0a3ax JTaHHBIX);

- pelieHus 3a/1a4, BBIIAaHHBIX HA MPAKTUYECKUX 3aHITHIX;

- MOJITOTOBKH K KOHTPOJIHBIM pa0d0TaM, TECTUPOBAHUIO H T.JI.;

- MOJITOTOBKH K CEMHHApaM YCTHBIX JI0KJIaJ 0B (CooOIIeHu );

- TMOATOTOBKH pedepaToB, dcce W HMHBIX WHAMBHIYaJIbHBIX MUCHMEHHBIX pPabOT TI0
3aJJaHHIO MPETI01aBaTes;

- BBITIOJTHEHUS KyPCOBBIX padOT, MPETyCMOTPEHHBIX yIeOHBIM TUTAHOM;

- BBIACTICHHE HamOoJiee CIOXHBIX W MPOOJEMHBIX BOIPOCOB IO M3y4aeMoOW TeMme,
NOJTy9YeHUE Pa3bsICHEHUH M PEKOMEHIAINHI 10 TaHHBIM BOTIPOCaM C TPENoIaBaTelisiMu Kadeaps
Ha UX €KECHEIENbHBIX KOHCYIbTAIUX;

- TMIPOBEJICHHE CaMOKOHTPOJISI IIyTEM OTBETOB Ha BOIMPOCHI TEKYIIETO KOHTPOJSI 3HAHHH,
pelLIeHHs TPEICTABICHHBIX B y4eOHO-METOAMUECKUX MaTepranax Kadeapsl 3aau, TECTOB;

- HamMcaHus pedepaToB U dcce 0 OTACTHHBIM BOIIPOCAM H3Y9aeMOM TEMBI.

- MOJITOTOBKH K CEMHHApaM YCTHBIX JIOKJIa 0B (COOOIIeHuH);

- TIOATOTOBKH pedeparoB, 3cce W WHBIX WHAMBHIYaTbHBIX THCHMEHHBIX Pa0OT 110
3a[JaHHIO MTPETIOIaBaTEIs;

- BBIIIOJIHEHUSI KYPCOBBIX pa0bOT, IPEIyCMOTPEHHBIX YUeOHBIM IIAHOM;

- BBITIOJIHEHUS BBIMTYCKHBIX KBATH(PHUKAITMOHHBIX padoT U Ap.
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- BBIACTICHHE HamOoJIee CIOXHBIX W MPOOJEMHBIX BOIPOCOB MO M3Y4aeMOW Teme,
HOJIy4EeHUE Pa3bsICHEHUH U peKOMEHAlUi [0 JaHHBIM BOIIPOCaM C IpenojaBaTesiMU Kadeapbl
Ha UX €KEHEJEIbHBIX KOHCYJIbTALUX;

- NPOBEJICHUE CAaMOKOHTPOJIS IIyTEM OTBETOB Ha BONPOCHI TEKYILEro KOHTPOJIS 3HAHMH,
peLIeHHs TPEACTABICHHBIX B y4eOHO-METOAMUECKUX MaTepraiax Kadeapsl 3aa4, TECTOB;

- HanMcaHus pedepaToB U 3cce MO OTAEIbHBIM BOIIPOCAM U3Y4aeMO TEMBI.
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