COILEPKAHHUE

PABOTA B MICROSOFT OFFICE EXCEL 2016. ®OPMATHUPOBAHUE

TABJIHMLL B EXCEL 2007 .......ovteeeeeeeeeeeeeeeeteseeeeteseesetes et e ases e s eseses s seesesenessnenns 3
YACTH 1. O3HAKOMJIEHUE C ITPOT'PAMMOI. HACTPOUMKA

NHTEPOEMCA TIPOTPAMMDL......c..eeoeeeeeeeeeeeeeeeee et eteteeeeeesseeeseeeneseteeeesesseneeens 3
YACTbD 2. UBMEHEHUE IIIMPUHBI U BLICOTHI IYEEK B EXCEL 2016........ 5
YACTH 3. ABTOMATHUUYECKHNM TIEPEHOC CJIOB BHYTPU SYEWKU U
BBIPABHUBAHMUE 110 BEPTUKAJIU U TOPU30OHTAJIU B EXCEL 2016........ 7
YACTbD 4. JOBABJIEHUE WJIN VJAJIEHUE CTOJIBLIA MJIU CTPOKU

B TABJIVLIE B EXCEL 2016........teeeeeeeeeeeeeeeeteeeeteteseeeeetes s eeesenes e eees s s esesenenseenns 9
YACTD 5. OOOPMJIEHUME I'PAHMUII TABJIMLIBI B EXCEL 2016...... 10

YACTD 6. OBBEJIMHEHUE SUEEK B EXCEL 2016........coovieeeeeeeeeeseerereeeeeenn, 11
YACTbD 7. 3AKPEIUIEHUE OBJIACTU JIUI VIOBCTBA PABOTHI C
TABJILIEY B EXCEL 2016........ecuieieeeeeeeeeeeeeee et ee et 13
PABOTA B MICROSOFT OFFICE EXCEL 2016 ....cvovevveeeeeeeeeeeeeeeeeeeeeeeaens 15
YACTD 1. CO3JTAHUE JTUATPAMMODL.......oooieeieeeeeeeeeeeeeeeeeeeeee e 15
YACTD 2. UBMEHEHUE TUIIA JUATPAMMBOBL......c.ooovvieeeeeeeeeeeeeeeeeeeeeereee e 16
YACTD 3. POPMATUPOBAHUE JJUATPAMMODI ...t 19
YACTD 4. VKPVITHEHME IIKAJIBI HA JIUATPAMME.......cooooiooieeeeeeeeeeeeeen, 22
YACTD 5. UBMEHEHUE MAPKEPA HA TPAD®UKE .......cooveeeeeeeeeeeeeeeeeerenerenenns 23
YACTD 6. JOBABJIEHUE OCH U TUCTOT'PAMMBI HA TPA®UK....24

YACTD 7. PABOTA C @OPMYJIAMI ....oeoeeeeeeeeeeeeeeeeeeeeeee et eeeeseseseeeeeenenens 25
YACTD 8. CLIOCOBBI AZTPECALINM STUEEK ........cooieieeeeeeeeeeeeeeseeeeeeeeeneseenns 28

YACTD 9. BCTPOEHHBIE ®YHKIUNHM EXCEL ......cooocviiiiiiiiiiiiieee e 29



PABOTA B MICROSOFT OFFICE EXCEL 2016.
OOPMATUPOBAHUE TABJIUL B EXCEL 2016

YACTbD 1. O3HAKOMJIEHME C ITPOT'PAMMO. HACTPOHKA
UHTEP®ENCA ITIPOT'PAMMBI

1. BkiiounTh KOMIBIOTEP U 3arpy3uTh Windows.

2. Otkpeith Ilyck — Bee mporpammsl - Microsoft Office - Microsoft Office
Excel 2016. Ha skpane okHO Buaa, n300pakeHHOTO Ha prcyHKe 1.

3. O3HaKOMBTECh ¢ OKHOM TpOTrpaMMBbl. PacKpbiBas KaxIblid MyHKT MEHIO,
Cpa3y OTKPBIBAIOTCS MAaHEIH HEOOXOAMMBIX MHCTPYMEHTOB. Hike pacmonaraercs
JMHEWKa, pabovast 001aCcTh U CTPOKA COCTOSIHUS.
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Puc. 1. Okno nporpammsr Microsoft Office Excel 2016



4. DaexkTpoHHAasi TaldaMUa - crHenuaibHas MOJENIb CTPYKTYpUPOBaHUS,
IpeCTaBlIeHUs U 00pabOTKU MPOU3BOILHON MH(MOPMAIIMU, TECHO CBA3aHHAS U C
TEKCTOBBIMHU JJOKYMEHTaMH, U ¢ 0a3aMH JJAHHBIX.

DJIeKTPOHHAs TA0IMIA - KOMIIBIOTEPHBIN SKBUBAJICHT OOBIYHOM TaOJIUIIbI, B
KJIeTKax (s9eiikax) KOTOPOH 3amurcaHbl JaHHBIC PA3TUYHBIX THIOB: TEKCTHI, JaThl,
dbopmyIIBI, YHCIA.

Pesynbrar BeruuciacHUS (HOPMYIIBI B KICTKE SIBISIETCS M300paKCHHEM DTOU
KJIeTKH. YHCITOBBIC JaHHBIC U AaThl MOTYT PAaCCMaTPUBATHCSA KaK YACTHBIM Clydai
dopmyn. [l ympaBieHHsS 3JIEKTPOHHON TaOIWIIEH HCIOIB3YETCS CIICIUATbHBIN
KOMILJIEKC MTPOrpamMM — TaOJMYHbIN Mpoleccop.

['maBHOE JOCTOMHCTBO OAJIEKTPOHHOM TaOJHMIBI - 3TO BO3MOXKHOCTh
MT'HOBEHHOT'O IepecyeTa BCceX JaHHBIX, CBA3aHHBIX ()OPMYITHbHBIMH 3aBUCUMOCTSIMU
IpY U3MEHEHUHU 3HAUYCHUS JII000TO ONepaH/a.

Pabouast 06macTh 37IEKTPOHHOM TaOJUIBI COCTOMT W3 CTPOK U CTOJIOIIOB,
MMEIOIINX CBOM MMEHA.

Nmena cTpok - 310 MX HOMepa. Hymepanmss ctpok HaumHaercs ¢ | wu
3aKaHYMBACTCS MAKCUMAJIBHBIM YHCIIOM, YCTAHOBJICHHBIM JIJIS TAHHON TIPOTPaMMBbI
(pucyHox 2).

Puc. 2. Umena ctpok B Microsoft Office Excel 2016

Nmena ctonbuoB - 3To OYKBHI JaTUHCKOTO ajipaBuTa CHavayia ot A a0 Z ,
3areMm oT AA 10 AZ , BA no BZ u 1. 1. (pucyHok 3).
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Puc. 3. mena cron6uios B Microsoft Office Excel 2016



5. [lepeceuenue cTpoku U cTosiOIa oOpazyeT sideHKy TaOIHUIbl, UMEIOIIYIO
CBOM YHUKaNbHBIN aapec (pucyHok 4). s ykazaHus aipecoB siueek B popMyax
UCIIOJIb3YIOTCS CChUTKH (Hampumep, A2 uiu C4).

A4eiika - oOnacTh, omnpejensemMas MEPECEUCHHEM CTOJOIAa U CTPOKHU
AIIEKTPOHHON TAOJIUIIBI.

H SR TE R L R
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Puc. 4. Sueiika C4

AZipec TYeHKH - ONpeesieTca Ha3BaHUEM (HOMEPOM) CTOJI0Ia U HOMEPOM
cTpoku (Harpumep, A2 uinu C4).

CcebLiaka - cioco6 (popMat) ykazaHus ajpeca sT9eHKu.

buok syeek - rpymnma MocieqoBaTENbHBIX sA4yeeK. BIOK syeexk MOxKer
COCTOATh M3 OJHOW SUEUKH, CTPOKH (UM €€ YacTH), CTOJOIa (WM ero 4acTu), a
TaK)Ke MOCJIEeI0BATEIIbHOCTH CTPOK UJIU CTOJIOLOB (MJIM UX YacTel).

Jlokymentom (T.e. o0bekToM) o00OpaGoTku Excel sBnsercs ¢aiin ¢
MPOM3BOJILHBIM UMEHEM W pactmmpenueM *.XIsx. B tepmmuax Excel stot daiin
Ha3bIBaeTCs padoueil KHUTOM.

Pa0ouass kHUra mnpeacrasisier co0oil Habop paboyuX JIMCTOB, KAXAbIA U3
KOTOPBIX UMEET TaOIUYHYIO CTPYKTYPY U MOXKET COJEP>KaTh OAHY WM HECKOJIBKO
Tabimui. B okHe nokymeHTa B mporpamme EXxcel oroOpakaercs TOJNBKO TEKYIIH
pabouuil JUMCT, ¢ KOTOpPHIM Benercs pabota. Kaxawlid pabouuii JHUCT HMEET
Ha3BaHME, KOTOPOE 0TOOpakaeTcs Ha SIPIIBIYKE JIMCTA, OTOOPAKAEMOM B €TI0 HUKHEH
YJaCTH.

6. C NOMOMIBbIO SIPIBIYKOB MOXHO TMEPEKIIOYaThCS K JAPYTUM pabouum
JUCTaM, BXOMSIIUM B Ty K€ camMyl pabouyio KHUTY. UTOOBI TEpenuMEHOBATH
pabounii IMCT, HA/IO ABAXK]IBI MIETKHYTh Ha ero spibluke. [lepenmenyiite mr000ii 13
JIMCTOB, 3agpuKcupyiime pezyioman.

YACTD 2. USMEHEHUME HIUPUHDBI U BBICOTHI AYEEK B EXCEL 2016

1. Tlpenmnonoxkum, YTO MBI XOTHM CO3/1aTh TaOJHUIly CO CJEAYIOUUM
COJICp>)KaHHUEM:

A B i D E F c
1 [Nen/m Cneywans MuctumyT Mpynna  Konwyecreo cTygeHTOB
2

Puc. 5. Ilpumep Tabnuiibt
5



Cnenaem cronben co CrneuuanbHOCTBIO Oojee HIMPOKHM, KOJOHKY C
HyMepalue CTpok - Ooljiee Y3KOH, a TpU OCTaBIIMECS CTOJOIA - pacUIupUM
OJIHOBPEMEHHO.

J1J1st 5TOro CTaBUM Kypcop Ha cepoe IMoJie Ha TpaHully Mexay sueiikamu B u
C, Ha)KMMaeM Ha JIEBYIO KHOIIKY MBIIIU U, HE OTITyCKasi, TSSHEM BIIPABO, Ha SKPaHE
MOSIBUTCS CEYIONIEE:

(D% * ——
Wwpuna: 11,57 (86 nukcens)

A B C D E

1 |Nen/n Cneunans MHCTATYT Mpynna  Konawdect
2

Puc. 6. U3meHeHue mupuHbl cToI011a

TenepL CTaBUM KYPCOp Ha CECPOC IOJIEC MEKIY syelikamMu A u B, HaxxuMaem
Ha JICBYIO KHOIIKY MBINIK H, HEC OTIIyCKasd, TAHCM BJICBO. 3ad)ul<cup03amb
pe3yiomam.

Jlist TOoro, 4ToOBl OTHOBPEMEHHO M3MEHUTh IIUPUHY HECKOJIBKHUX CTOJIOIOB
NI CTPOK, BBIACIIMM HYKHBIC CTPOKH IIO CEPpOMY IIOJIIO U, pa3aBHHYB 10001 13
BBIJICJICHHBIX CTOJIOIIOB, OTIIYCTHUM KJIaBHUIITY MBIIIH.

cl - e HcTATYT WwpuHa: 20,43 (148 nukcens)

A B C D E F
1 N2 n/n CneynansHod MHcTUTyT [Tpynna  |HoaWM4yecTpo cTygeHTos
2

u

: E

Puc. 7. I3mMeHeHne MUpUHbBI Cpa3y HECKOJIBKUX CTOJIOIIOB

2. Bce T0 e caMoe JSHCTBEHHO U JJIS pacIIupeHus (Cy>KeHHs ) CTPOK. B aTom
CJIy4ae BBIIEISATH 10 CEPOMY IOJIIO HY>)KHO CTPOKU. 3aghukcuposams pe3yromam.

3. beiBatoT cimyuau, Korja sUeiika HaCTOJNBKO IMIMPOKA WM BBICOKA, YTO HE
MMOMEIIACTCS B BUMMYIO YacTh JIUCTa. J[J1s TOTO, 4TOOBI CY3UTh TaKOM CTOJIOCI] WIIH
CTPOKY MOXHO UCIONb30BaTh (yHkius "Bbicora crpokn" wim "lupuna
croqona" (pucyHok 8). Jlms 3TOro BBIIENSIEM HYXHYIO CTPOKY, W, HE yOupas
Kypcopa ¢ BbIJIJICHHOHM 00J1aCTH, HA)KMMAaeM Ha MPaBYIO KJIABUIITY MBIIIH.

WwpwHa cTonbua ? ot

WrprHa cTonbua: 21},43|

Puc. 8. Okno IllIlupuna croadua



BreiOupaem HyXHYI0 (GYHKIMIO W BpPYyYHYIO YyCTaHaBIMBaeM HYKHYIO
IIMPUHY WIH BBICOTY. 3apuxcupoeams pe3yiomam.

YACTD 3. ABTOMATHUYECKHWI MEPEHOC CJIOB BHYTPU TYEMKHU
N BBIPABHUBAHMUE 11O BEPTUKAJIU U TTOPU30OHTAJIN B EXCEL
2016

1. MplI pa3IBUHYJIH SYEHKU U TENEPh XOTUM CJI€NIaTh IEPEHOC CJIOB B IIATIKE
Harei TabIuIh.

Ectb nBa mytu:

1.1 TIlpocroit

Boigensiem o0nacTe TabIULbI, B KOTOPOU Oy1yT MPOU3BOAUTHCS IEUCTBHUS.
BriGupaem B 0CHOBHOM MEHIO BKJIAJKy «['J1aBHas» 1 HA)KMMaeM Ha KHOTIKU
«IlepeHoc TexkcTa» U « BoIpaBHUBaHHME NOCEPETUHE).

3 CTpaHHLiG! Doprynkl JanHbie Peuenznposanne

,
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Microsoft
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BBLA BWAEH LENNKOM,

9 .D.DHD-J'IHI-"ITE'J'II:HI:IE' CEBEAEHMA

Puc. 9. BeipaBHUBaHKE TEKCTa B AU€iiKax

3agukcuposams pezynomam.

1.2  CrnoxHbIi

Brigensiem o6nacTs TabmauIel, B KOTOpOH OyJeM MPOU3BOAUTH JEHCTBUSA, U,
yAepKUBasi Kypcop Ha BBIIECICHHON 00JIaCTH, BBI3BIBAEM MEHIO MPABON KHOITKOM
MbIn. Beibupaem «@opmat ssueex» (pucyHnok 10).

Haxogum Bkianky «BbIlpaBHUBaHUE» W CTaBUM Tallo4Ky B OKOIIKE
«MEPEeHOCUTH MO ¢JIoBamy. J[J11 BRIpaBHUBAHMS TEKCTA BHYTPU SUEHKH BBIOEpEM
«IMO0 HEeHTPY» B OKONIKAX «MO0 TOPHM30HTAIN» U 0 BEePTHKAIW.
3agpuxcuposamsv pezyivmam.
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Puc. 10. Mento @opMat siueek

TropMaT Aueek 7 >

Yuecno WpudT TpaHkua  3ankeka  3awuTa
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Puc. 11. Bknanka BelpaBHuBanue




YACTD 4. JOBABJIEHUE NJIM YJIAJIEHUE CTOJIBIA NJIX CTPOKH
B TABJIMLIE B EXCEL 2016

1. B wumeromytocs Tabiuily HEOOXOAUMO JT00aBUTh HOBBIM CTOJIOEII.
[Ipeanonoxum, 49TO IMOCJIE CTOJOMA CO CHEIUATBLHOCTBIO MBI XOTHM JOOABHUTH
CTOJIOCI] C YKa3aHHUEM ee KoJa.

Brinensem cronbelr, clienyromnii 3a KOJOHKON ¢ yKa3aHHEM HauMEHOBaHMSI,
Ha)KaB Ha CEpoOe MOJIe, aJIee, YIECpKUBasi Kypcop Ha BBIIEIECHHOM IOJIE, MPABOU
KJIABUIICH MBIIIN BBI3BIBAEM MEHIO U BBIOMpaeM « BeTaBUTHY:

Calibri ~-|11 - A" a" B0~ o5 om

X Bupesats
Egy Konwposats

m [MapameTpbl BCTaBKM:

e

[

CrneuwransHan BCTABKA...

BrcTasuTte
¥panute

CyncTuTe C oAep¥UMOE

Dopmat gHeek...

Wupuna ctonBua...
CrpbITe

Mokasate

Puc. 11. Menro BeraBurth

Ecnu e Bce moayuusoch, TO HOBbIHM ctonben 0yaeT oThopmMaTUpOBaH TaKUM
&Ke 00pa3oMm, Kak M TOT, IOCJIE€ KOTOPOro OH BCTaBjieH. MBI IpOCTO crenaiire
MOJINKCH B IIAINKE U MOJTYyYaeM HYKHbBIN pe3yJIbTarT.

2. Jlng Toro, 4ToOBbl BCTaBUTh CTPOKU, TMPOU3ZBOIATCA aHAJIOTUYHBIC
JIEHCTBUS.

Ilpumeuanue!
Hoewiii cmonbey unu cmpoka nossumces IIOCJIE évidenennoco cmonbya unu
CMPOKU U OyOem umems AHALI02UYHbIL opmam.

JloGaBbTE JOMOJHUTENBHYIO CTPOKY H CTOJOeL U 3agukcupyiime
pesynvmam.



3. g Toro, yToObl yAaJIUTh KOJOHKY, BBIJENSIEM €€ M0 CepoMy MOJIIO H,
yIIepKUBas Kypcop Ha BbIACICHHON 00J1aCTH, BHI3bIBAEM MPABOW KJIABUIIECH MBIIIN

MEHIO U BbIOUpaeM «Y IajuThy. 3aghuxcupyiime pe3yivmant.

YACTbD 5. OPOPMJUIEHUE I'PAHUIL TABJIMIBI B EXCEL 2016

1. Ins opopmiieHust rpaHuI] TaOIUIIBI MOXKHO BBIOpATh J1Ba MyTH:

1.1 TIlIpocroii u MeHee HYHKITMOHATBHBIN

Beinensem o6nacte mpeamosiaraeMoil TaOiuikl. BeiOnpaemM B OCHOBHOM

MCHIO BKJIAIKY «I'maBHast» M HaXpUMaeM Ha KHOIIKY «rpaHI/IIIbI»

BBIOMpaeM HYKHBIN BapUAHT U3 MPEII0KCHHBIX.
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BepxHan rpanuua

[eean rpannua

Mpaeaa rpaHuua

HeT rpaHuue

Bce rpanmue

BHewHre rpaHnye
ToNCTEIE BHELWIHKWE MPaHMLEI

CABCEHHEA HMHHAR rpaHyLa

IC."IIITEH HWAHAA rpaHKua
EEp}(HHH W HWXHAA rpaHKuLbI

EEpEHHH W TONCT3aA HUAHAR rpaHnLBI

BepxHAA W CABOEHHAA HUXHAA rPaHWLE
Hapwcogars rpanmubi

E’ Hapwcoeats rpaHuuy

B Hapucosate cetiy

CTepeTs rpaHuLy

L# LeeT AMHMK »

Bua anHuK »

H AOpyrve rpasnugt...
| |

Puc. 12. Mento I'paHuubl

1.2 CioXHbIid U ¢ OOJBIIHUM KOJHYECTBOM BO3MOXKHOCTEM
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Brinensem obGnacTh npesnonaraeMou Tabiuibl U, yAepKUBas Kypcop Ha
BBIJICIICHHON 00JIaCTH, BRI3BIBAEM MEHIO MPABOM KHOMKOW MBIIIH. BriOnpaem
«@opmar siueex» (cm. puc. 10).

Haxogum Bkiaaky «I'panuma». BpiOupaem TuN JHHUH, TOCJIE YEro
Ha)KMUMaeM Ha KHOMKY «BHEIHUE» WU «BHYTPEHHHE», B 3aBUCUMOCTH OT TOTO,
KaKyIo TpaHUIly XOTUM HapucoBaTb. Hanpumep:

TropMaT Aueek 7 >

Yuecno BeipaeHWBaHKWe  WpwdT Janveka  3awWTa

JHKA Bce
THM AMHWK:
HET -------
HET EHEWHWE  EHYTPEHHWE

e e i ———— OTaeneHble

Hagnuce
LgeT: Hagnuce

AETO w i

BrIGEPUTE TUM AMHWK M € MOMOLLBK MbILWK YEAXWTE, K KAKOW YacTW BgeNEHHOMND QMana3oHa oH OTHOCUTCA: BHELHER
rpaHWLE BCErD AWaNasoHa, ECEM EHYTPEHHMM FPaHMLAM A4k MAK OTASAEHOR A4elike,

Puc. 13. Mento ®@opmar siueek, Bkiaaka I'panuna

2. 15151 TOrO, 4TOOBI YOPATh FPAHUIIBI, HAXKUMAEM KHOIIKY «HET.
[Tpu HEOOXOIMMOCTH MOKHO C/I€JIaTh BCE IPAHUIIBI PA3HBIMU JIMHUSIMHU.

Ilpumeuanue!
Chauana - e6vlOOp muna JAUHUU, HNOMOM - 6blOOp JUHUU 8 noJje

«Omoenvuvie):

3. Cnemnaiite rpaHullbl CBOSH TaOJUIIBI ABYMS CIIOCO0AMU U 3aguxcupyitme
pe3ynomam.
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YACTbDb 6. OFBEJUHEHUE AYEEK B EXCEL 2016

1. Ipeanosoxxum, 4To HaM HY’KHO MOJTYYUTh TaONHILy CIECTYIOUIEro BUAA, B

KOTOPOH €CTh JaHHBIC, O0BEAMHEHHBIC OOIUM KPUTEPHEM, a JTAHHOM CIIyJac
«Omuara 1 kBapTam» (pucyHok 14).

EcTh 1Ba cocoba o0beauHeHUS sTueeK. Bocmonmp3yemMcst KaKIbIM 13 HUX.
1.1 KHomnka B IrJITaBHOM MEHIO

A E & D E
1 |HoHTpareHT Onnara 3a 1 keapTan
2 Aneape Tepspant (Mapt HMToro
3 MN{®@.WN.O. CTyneHTa)
4 |000 (rpynna)
5 |3A0 (HanpaeneHwme)
&

Puc. 14. IIpumep TaGauIbl 10 0OBETUHEHUS TYEECK

Haunewm c Toro, 4to 00beTMHUM MEPBYIO U BTOPYIO sTUCHKHU B cTo0O1e A. [{1s
ATOTO BBIJIETUM YyKa3aHHbIE SYCHKU W HaXMEM Ha KHONKY «OO0beIMHUTb H
NMOMeCTUTH B LIEHTPe» B IJ1aBHOM MEHIO B 3akiajke «[JiaBHas»:

=

Ecraeute v MK Y- H- d-ao- =

== 3= B ¥ %m 4 53 .
- o a i 9
i 16
Bygep oGmeHa = WpwgT F] BoipaBHUBaHWE OBueanHuTs W NOMECTHTL B LIEHTDE
OBbegMHUTE NO CTPOKEM
Al ~ J KouTparedT .
E OBBEAMHUTE AYERKI
A B C D E E OTMEHUTE 0BBEIMHEHWME AYEEK
1 |HouTpareut Onnara 3a 1 KBapTan
2 AHBapb Mespant |MapT MToro

Puc. 15. O0bennHeHNe IBYX sYEEK B OJIHY

B ciyuae xe, ecnu HaM HE HY>XHO LIEHTPUPOBATH TEKCT B AYEUKE, MOKHO
BBIOpaTh B BhINMAAaroneM MeHIO «O0beIMHUTD STUYEeKI.
Jlnst cHATUS OOBbEAMHEHUS SYEEK MOXKHO HakaTh HAa KHONMKY «OTMEHUTh

o0bennHeHue siueek». Vnu Ha kKHOMKY «O0beUHUTH U MOMECTUTH B IIEHTPE».
Oddekr Oynetr omMHAKOBLIM. 3aghuxcupyiime pe3yibmamn.
1.2 ®opmar siueek

Tenepb 00beaHUM B 0/1HY stueliky ctonousl B,C,D,E no nepsoii cTpoxe.

JUist 3TOro BBLAEIMM YKa3aHHbIE SYEHKH U, YJIEpXKUBas Kypcop Ha
BBIJICJICHHOM I10JI€, BRI30BEM MEHIO TIPaBOi KiaBuilei Mbiu. Beioepem «Dopmat
syeex» (cM. puc. 10).

Haxoaum Bknaaky « BblpaBHHUBaHMe» U CTaBUM rajlOuKy B KBaJpaTUKE

«O0benuHeHUe siYeeKk». 3a0AHO BBIPABHUBAEM TIO0 MEHTPY COIEPKUMOE
00bEIMHEHHON TYEHKH.

12



Jljist TOro, 4To0Bl CHATH OOBEIMHEHHE STUEEK, 3aX0JUM TyJa K€ U CHUMaeM
rajouKy.
3achukcupyiime pezyromam.

YACTbD 7. BAKPEIIVTEHUE OBJIACTH AJI51 Y IOBCTBA PABOTBI C
TABJIMIIEU B EXCEL 2016

1. Yacto HaM mpUXOIUTCA paboTaTh ¢ OOJIBIIMM OOBEMOM JAaHHBIX W HE
BCer/Ia TabJuIla yMenaeTcs Ha oJHoM Jiucte Excel.

Kpome Toro, mepmomuyecku BO3HHUKAET HEOOXOAUMOCTb MpHU pabdoTe C
TaOJIMIIeH BUAETh BBEPXY JINCTA ONPEIEICHHBIN HA00p JaHHBIX.

Jlnst Toro, 4ToOBl 00IeTYUTh cebe padoTy, 3aKpernuM 001acTh, T.€. clejlaeM
€€ HEeMOABM)XHOU B OTJIMYHME OT OCTATBHOM TaOJIUIIbI, KOTOpas OyJeT JBUTAThHCS T10
OTHOUIEHHUIO K HEH.

J{nst 3TOr0, yCTAaHOBUM KYpCOpP Ha TPAHUIIE 3aKPETUISIEMBIX STUCEK.

2. Boienennas staetika Haxogutest [IOCJIE (Hmke u mpaBee) 3aKperisieMbIX
CTpPOKH U cToyiOna. Takum oOpa3oMm, Mbl OCTaBUM HEMNOJBHKHON BEPTUKAIBHYIO
IIAMKY U BEPXHIOIO YaCTh JIUCTA.

Jlanee HaxoAMM B TJIABHOM MEHIO 3aKiaAKy Bua u Ha)KuMaem Ha KHOIIKY
3akpenuts 00JacTU. 3agukcupyiime pezyiomam.

d rEH:::E:::E OKHO PazgenuTe E
B E ¥nopagouwnTe Bce ECKFII:-ITI:

uTab no Mepr
1EHHONY E JakpenuTe obnact + apyros

Jawpenwute obnacTH

-
BelgeneHHele cTpokn W cTonBuel Bceraa ByayT
EMAHBI HA IKPaHE BC BOEMA NPOKPYTEN MCTA.

JaKpenuTh BEPXHIDI CTPOKY
Bepxran cTpoka ecerga GyaeTt BngHa Ha !
IKpAHE BO BPEMA NPOKPYTEW IWCTA,

JakpenuTe nepewld cronbey
MepebId cTonBey Bcerga By4eT BUAEH Ha
3K[PEHE BO BPEMA NPOKPYTKW NKCTA,

Puc.16. Menio 3akpenurs 00J1acTu

3. IIpu nepemMenieHUN HE3aKPETUICHHOW YacTH TaOJIMIIbI, IIalKa OCTAeTCs Ha
MecTe:

4. JIns Toro, 4ToOBI CHATH 3aKpeIjieHue, MOKHO OCTaBUTh KypCcOp B JIFOOOM
mecte. Haxoaum rinaBHOM MeHro 3akmanky Bua m Hakumaem Ha KHOTIKY CHSTH
3aKpeIJieHne 00JiacTei.

5. Tlomumo nanHBIX Bo3MoxkHOcTel EXxcel 2016 mnpenmnaraer eme nBe:
3aKperyIeHHe BEpXHEW CTPOKU U IIEPBOTO CTOJIOLIA.
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[Ipu ucnosb30BaHUM TAaHHBIX KHOTOK KypCOpP MOXET HaXOAUTHCS B JIIOOOM
MecCTe.

[Iponenaiite 3akperuieHHMEe BEpXHEH CTPOKM U TMEPBOro CTOJONA W
3agukcupyiime pezyiomam.

B pe3yabTarte BbINOJIHEHHS pa00THI HEOOXOAUMO 3HATH CJeaylollee:

1. Jlatb onpenenieHre JJaeKTpPOHHAs Tadauna, Tadau4uHbIi npoueccop,
Anpec aueiiku, Ccbuika, biok siueek, Pabouyas kHura.

2. OCHOBHBIE HACTPOUKH MPOTPaMMbl U peJaKTUPOBAHKE TaOIHII.

3. Hactpoiika uaTepdeiica mporpaMmebi.

4. VI3aMeHeHre MIMPUHBI U BBICOTHI STYCCK.

5. ABTOMaTUYECKUI IEPEHOC CJIOB BHYTPH SUYECHKH.

6. BeipaBHMBaHKE 110 BepTUKaIM U TopuzoHTau B Excel 2016.

7. JloGaBieHue iy yaaneHue cToiona wiu crpoku B Tabimie B Excel 2016.
8. Odopmnenue rpanui Tadauier Excel 2016.

9. O0benuuenue suecek B Excel 2016.

10. 3akpemnenue odactu B Excel 2016.

Cooeporcanue omuema

1. Yacts 1, myHKT 6 — mepeuMeHoBaTh pabovmii JUCT.

2. Yactpb 2, myHKT | — UI3MEHUTDH MIUPHUHY CTOJIOIIA.

3. Yactpb 2, MyHKT 2 — U3MEHUTD IUPHUHY Cpa3y HECKOIBKUX CTOJIOIOB.

4. Yacte 2, nyHKT 3 — ucnonb3dys ¢GyHkuuio "Bbicora cTpoku" umm
"IllupuHa cT0a0LA" U3MEHUTH COOTBETCTBEHHO BBICOTY CTPOKHU WJIH IIHUPUHY
cTOJIONA.

5. Yacts 3, myHKT 1.1 — BeIpaBHUBAaHHE TEKCTA B slYCHKaX.

6. Yactp 3, myHKT 1.2 — BeIpaBHUBAaHKE TEKCTA B STYCHKAX C IOMOIIBIO MEHIO
dopmMar f4YeeK.

7. Yactp 4, myHKT 2 — 100aBiI€HHUE JOTIOJIHUTEIBHON CTPOKU U CTOJIOIIA.

8. YHactsp 4, myHKT 3 — yajgeHue CTpOKH U CTOJIO1A.

9. Yacts 5, myHKT 3 — cenaite TpaHUIlbl CBOEH TaOIUIIBI IBYMS CIIOCOOaMHU
(gactp 5, myHkr 1.1 —1.2).

10. Yacts 6, nyHkT 1.1 - 0ObenMHEHNE TYEEK.

11. Yactsb 6, nyHKT 1.2 - oObeIMHEHHE STYEEK ¢ TOMOIIBI0 MeHI0 DopmaTt
siyeeK.

12. Yacts 7, myHKT 2 — 3aKpenuTh obOnactu B Tabumie Excel.

13. YacTb 7, myHKT 5 - 3aKpEeNUTh BEPXHIOK CTPOKY U MEPBBIA CTONOEII.
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JIABOPATOPHAS PABOTA Ne2.
PABOTA B MICROSOFT OFFICE EXCEL 2016.
®OPMYVYJIbL, ®YHKIIUU U TUAT'PAMMBI B MICROSOFT
OFFICE EXCEL 2016.

YACTbD 1. CO3JAHUE JTUATPAMMBbI

1. JlmarpaMMmy MOJKHO CO3JIaThb Ha OTJCIBLHOM JIMCTE HJIM ITOMECTUTH B
KadeCcTBE BHEAPEHHOTO 00BEKTa Ha JIUCT ¢ JaHHBIMA. Co3/1a1uM TabIuILy:

A B C D E F
©.M1.0.
1 |[h. ByxranTep CTyOeHTa
2
2 keapTan 1 keapran 2 weaptan 3 keapran 4
4 nAaHoBbIE 83000 23000 46000 12000
] PaKTHUeCKKE 80258 25647 48256 12748

Puc. 1. Tabmuiia ¢ JaHHBIMHA

2. [TomecTtuTe Kypcop MblIlU B pabouyro obsacte mporpammel. HaGepute B
sueiike C3 ums noss: kBapraJl. Beigenure sueiiky C3, qanee HaKMHUTE Ha YEPHBIN

a) HAXOJAIIMNCA B IIPAaBOM HIKHEM  YIUIy

b

STYCHKH, 3aTEM, HE
OTITyCKasi, KHOTIKY MBIIIU TIEpeTaInTe Kypcop a0 sueitku F3.

3. Bwimenure BBeneHHBIC JaHHBIC, Jgaiee BceraBka/(JImarpamMmbr)
I'mcrorpamma/I'ucrorpamMma ¢ rpyninupoBKoOi. 3aguxcuposams pe3ynomam.

Daiin [nasHas Bcraeka PasmeTka cTpaHuLibl Qopuynbl JaHHbie Peuensnposanmne Bua

) E"? w ] 1% i le- - e gl

lNacrorpamma T

CeogHan Pexomengyensie Tabnuua Mlanocrpaunn Hagorpoikn  Pexomengyensie

Tabnuua ceogHble Tabanuel v T AWarpammbl
TaBanLbl | ’_HI_I_‘ |:|

Ouarpam... ~ § 2 O6ner

[wcTorpamma © rpynnUpoBKoH

JaHHBIA TUN gnarpammel
WCMONBIYETCA: -
* ANA CP3BHEHMA IHAYEHWA No

A B i D E F
D.1.0.

1 |[n. ByxranTep cTyaeHTa Munei NECKOIBKAM KITErOpUAN.
2
—L MpumeHaeTca B cydans:
3 KBapTan 1 keapTtan 2 keapTan 3 KeapTan 4 * KO3 NOPAZOK CIEI0EHNA
4 MnnaHoBble 85000 23000 46000 12000] | = kareropwii e urpaet ponu.
9 PaKTMUECKKE 90258 25647 48256 12748] | O6nemnan nuneiiyatan
B
7

525

Puc. 2. BcraBka ructorpaMmbl
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4. Jlmarpamma CBsi3aHa C JaHHBIMH, Ha OCHOBE KOTOPBIX OHa CO3/1aHa, U
OOHOBJISIETCSI aBTOMATUYECKH MPU U3MEHEHUU JaHHBIX.

JIro06oii rpaduk u nuarpamma B EXxcel coctosr u3 ciemyrommux 31¢MEHTOB:
HETOCPEACTBEHHO JJIEMEHTOB TIpaduKka WIM JuarpaMMmbl (KPUBBIX, CTOJIOIIOB,
CEerMEHTOB), OOJACTH IOCTPOEHHUSI, TPATyHUPOBAHHBIX OCEH KOOpPAHMHAT, 00JACTH
MIOCTPOCHUS U JIETCHIBI.

Ecnu BBl BHIMONHWTE WIEMTYOK HA O00JIACTH TIOCTPOCHUS WM JIOOOM
KOMIIOHEHTE rpadyKa WU JuarpaMMbl, B TaOJIMIle TOSBATCS IBETHBIE PaMKH,
YKa3bIBAIONIUE HA YUKW WJIU JUAINA30HbI, U3 KOTOPHIX OBLUIM B3SATHI JAaHHBIC JIS
noctpoeHus. llepememas paMku B TaOJMile, Bl MOXETE WU3MEHSATH JIUANa30HbI
3Ha4YCHUH, KOTOpPHIC HCIOJIB30BAIMCh, TIpU co3naHuu rpaduka. Ha rpanumax
00JIacTH TIOCTPOCHHMS, JIETeHABl M 00Iel obiacTu rpaduka UMEIOTCS MapKephl,
MPOTACKMBAHUEM KOTOPBIX MOKHO MEHSTh pa3Mepbl UX MPAMOYTOJIbHUKOB.

5. 3nauenns ocu. Microsoft Excel 2016 co3maeT 3HaueHUs OCH HAa OCHOBE
yKa3aHHBIX JaHHBIX. B IpHUBEICHHOM MpUMEpPE 3HAYEHUS OCU U3MEHsI0TCs oT 0 110
100000, 4TO COOTBETCTBYET 3HAUCHUAM SUCEK IMala30Ha Ha JIUCTE.

HNmena karteropmii. B kauectBe mmen ocu kareropuii Excel 2016
HCTIOJIB3YET 3aroJ0BKH CTOJIOIIOB WJIM CTPOK JaHHBIX. B MpUBEIEHHOM MpUMEpE B
KauecTBE HMEH OCHM  KaTeropuid  OTOOpa)KaloTCs  3arojloBKM  CTPOK,
COOTBETCTBYIOIIME IEPBOMY KBapTally, BTOPOMY KBapTaly U T.I.

Mapkepbl JaHHBIX. Mapkephl JaHHBIX OJHOTO I[BETa MPEACTABISIOT OJIUH
pan naHHbIX. Kaxxapiii Mapkep COOTBETCTBYET OJHOMY 3HAUCHHIO JAHHBIX JIUCTA.

OobaacTs quarpammsl. Best fuarpamma u ee 3J1IEMEHTBL.

Oobanacre mnocrpoenuss. Ha miockux pauarpammax - OrpaHAYEHHAs
KOOPAMHATHBIMU OCSIMU 00JIaCTh, COJEprKalllasi BCe psibl JaHHbIX. Ha 00BeMHBIX
quarpamMMax - OrpaHUY€HHas KOOPJUWHATHBIMU OCSIMU 00JIacTh, COJEpIKaIliasi BCe
psABI JAHHBIX, UMEHA KaTETOPHM, TTOJNMCH JIEJICHUN U Ha3BAHUS OCEH.

BHenpennble quarpamMmMbl. BHepeHHas quarpamma pacCMaTpUBaeTCsl Kak
rpaduyeckuii 0ObEKT M COXpaHSETCS B Ka4eCTBE YacCTH JIMCTa, HA KOTOPOM OHa
co3naHa. BHeapeHHble auarpamMMbl CIEAYET HCIOJb30BaTh B Ciydasx, Korjaa
TpeOyeTcss 0TOOpa3uTh WM HamedaTaTh OJHY MJIM HECKOJIBKO JUarpaMM BMECTE C
JTAHHBIMH JIMCTA.

Jluersl auarpamMm. Jlucer auarpaMmbl - 3TO OTHEIbHBIM JIMCT B KHUIE,
UMEIOITUN COOCTBEHHOE UMS. JIUCTHI UarpaMM CJIeIyeT UCTOIb30BaTh B CIydasX,
Korja TpeOyeTcst IPOCMOTPETh WJIM U3MEHUTDH OOJIBIITNE WU CJI0KHBIC THArpaMMbl
OTJ/ICJIBHO OT JAHHBIX, WM KOTJa TpeOyeTCs COXPAaHUTh MPOCTPAHCTBO dKpaHa JJis
pPabOThI C TUCTOM.

YACTbD 2. UBSMEHEHUE THUITIA TUAT'PAMMBbI

1. JIsist TOro 4T00Bl U3MEHUTH TUI IUArPaMMBbI, IIEJIKHUTE HAa TUArpPaMMYy.

2. Bwmonuutre komanny — Koucrpykrop/(Tunm) U3MenuTh  THI
auarpammbl/O0beMHast koHuuyeckast (cMm. puc. 3, 4). 3aguxkcuposeamv
pe3yivmam.
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3. BwI0op 11BeTa, rpaHUIl ¥ 3aJTUBKY JIOITyCKAETCS B MapKepax JaHHBIX, B
o0JjacTu AuarpamMmbl, B 00JIaCTH IOCTPOCHUS U B IPYTUX SJIEMEHTaX AUarpaMMBl.

| Konctpyktop ITo XOTHTE CAENa Brog j..“_’;_ OBLMA gocTyn
B =
=i ':l'_I:I = =H |:'_|:I == '  (Crpoka/ Beibpate Msmenwte Tun  [Mepemectuts
cTonBey gaHHEIE | AWMArpaMMEl | AWarpammy
JaHHbe Tun PacnonoxeHwne L

Hzmenenne Tuna AWarpamMmi

5 llzmeHeHMe TUNE Anarpammiel.

y

Puc. 3. 3mMeHeHne Thna AuarpaMmsl

WsmereHne TMNa guarpammbl ? X
PekomeHAayeMble guarpamMmel Bce gnarpammel
K™ [locnegHue
v | It 8% A8 R 0% 08 50
Fucrorpamma
Mpadmk O6bemHas ructorpamma c rpynnyMpoBKoi

prro B3A Hassarne panpanwiel Hassamue aparpaswvel

NlnHenyaras -~
C oBnactamu o
ToueyHan : . . - .

EFEMeE

—aiad
-yaay R @2— 444§ musa

r

bupxkesan

MosepxHocThb
JlenecTkoean
JpescsunaHan

ConHeynbie ny4u

FOEX®

MucTorpamma

=
=
=

Awmk ¢ ycamn

KackagHas

B E

KomBuHnposaHHas

Puc. 4. O0beMHas ructorpamma ¢ rpynnupoBKOM
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4, Haxxmute B mycToi o6acTu rpaduka neBoit kinaBuieid Mpimi. Ha JlenTe

Koncrpykrop Mopmar
IIOABUTCA CICAYIOIICC:

Crnenyromasi mporeaypa HCIONb3YETCS s W3MEHEHHsI LIBETOB, Yy30pa,
MIMPUHBI JIMHUA WU TUMNA PaMKHU JJI1 MapKepoB JAaHHBIX, 00JIACTU JUArpaMMbl,
00JIaCTH MOCTPOEHHUS, CETKH, OCEH U MOJINUCEN IeIeHUI Ha TUIOCKUX U 00BEMHBIX
auarpammax.

4.1. lllenkHuTe 1€BOM KHOMKOW MBIIIX HA 00JIACTH TUArPAMMBI.

4.2. Tlpu HeobxoaumocTu 3anuBKH (Gurypsl Beioepute Popmat/(Ctuim
¢uryp) 3anuBka Gurypsl U yKa)kuTe HYKHbII BHJ BO BKiIaakax I'paameHTHas
win Tekcrypa (pucyHok 5). 3agpuxcuposeams pezynvmam.

4.3. Tlpu HeoOXOAMMOCTH HW3MEHEHHUS BHUJA JUArpaMMbl MOJB3YHTECh
BKiagkamu Konerpykrop wim @opmar.

5 Z-

SanMeka  KoHTyYp

OBnacTe gnarg -

ABTO

Lleera remi

CranpapTHbie LEETa

HeT 3anuekn

v [pyrve UBETa 3aNMBKN...

PucyHow...
[ TpaanexTHan k
] Tekcrypa k

Puc. 5. 3anuBka gurypsi
5. Bo Bknaake Koncrpykrop > MakeTbl aMarpaMM MOXKHO Tak Xe

dbopmaTupoBath Baill rpaguk. MoKHO cliesaTh MOAMUCH K OCSIM, a TaK K€ HarmucaTh
Ha3BaHUE JMarpaMMBbl.
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HaseaHue gmMarpammbi

40000

30000

20000

- L 1
L]

KeapTan 1 KEapTan 2 KBapTan 3 KEapTan 4

H MNaHoBbie M JaKTHYECKHE

Puc. 6. ['panuenTHas 3aJIMBKa

6. IllenkHuTe IEBOI KHOMKOW MBIIIM Ha 00JIACTH MUarpamMMbl. Bo Bkiamgke
Koncrpykrop > Makerbl auarpamMm nieikHute Ha J[lo6aBUTH 3JieMeHT
auarpamMmbl. B packpsiBaromeMcsi MEHIO BBIOEpUTE, Te JIODKHO pacrojiaraTbes
HAa3BaHUE JUArpaMMBblI.

]
1k i | ee®

JobaenTe 3nement Jkcnpecc- | MsmennTe

AWarpammel = MAKET ™ LBETE ™
ilh. Ocw » CTinm g
Idh HazeaHuA oceil J
dh HaseaHue amarpammel P =
- M Her

di [Mognucw gaHHBIK 4

TaBnuua aaHHbX r = .
Ik, 2LE A |.[|1|]1 Hag awarparmoi
Uy Mpenen norpelwHocTed »

=
g LCerwa 4 |.|:|:|[|l Mo ueHTtpy (HanoxeHne)
I:I]:i NereHaa ¥
JononHUTENEHEIE N@PaMETPEI 33r0N0BKA. .,

|2 MuHwa Tpenaa * {

Puc. 7. Ha3zBanue guarpaMmsl

7. Tlocne Toro, Kak BBl BBIOpaiM, TN€ JOJDKHO paclojiaratbCs Ha3BaHHE
JarpamMMbl, Ha rpaduKe MosBIseTcs 00J1acTh, B KOTOPOW HEOOXOIUMO IIEIKHYTh 2
pa3a JeBOM KJIaBHILEH MBIIIN, YTOO HAmUcaTh CBOW 3arojioBOK. 3agukcuposams
pe3yiomam.
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YACTD 3. POPMATUPOBAHUE JJTUAT'PAMMbI

1. TToctpoiite O0BeMHYI0 KPYTOBYIO ArarpamMmy (cMm. puc. 8).

2. Bo Bcex mmarpammax EXcel ecth BO3MOXHOCTH J00aBUTH IMOANKCH K
JaHHBbIM. Bce 3Tu JelCTBUS BBl MOXKETE TaK K€ CIENIATh UCTIOJIb3Yysd MEHIO JICHTHI.
Ha Bknanke Koncrpykrop > Makerbl aumarpamMm IieikHute Ha Jlo0aBuUTh
3JIeMEHT JuarpamMmmsbl. B packpeiBaronieMcs MeHio Beioepute [loanucu JaHHbIX, a
3aTeM BBIOCPUTE HYKHBIN MMapaMeTp 0TOOpakeHus. 3agpuxcuposeams pe3yibmant.

Jliist u3meHenust popmara MOAMUCH JAHHBIX HEOOXOAMMO KIMKHYTH IIPaBOM
KHOIIKM MBIIIKK Ha 00BEKTe (B JAaHHOM Cilydae HEMOCPEJICTBEHHO Ha KPYroBOWH
ayuarpaMMe) B KOHTEKCTOM MEHIO BeIOpaTh dopMat psiia JaHHBIX... (CM. puc. 9).

WsmeHerHne Tuna gnarpammel ? X

PekoMeHAYEMEIE AgMarpaMmel  BCe AMarpammel

K™ lMocnegHue . --T-\,\ TR\
' n

( ) & Y g ‘\".'."T. /t ) ( ( | |
WaBnoHsl \ }\\;j | VA L 7__:3 '__ 4

MucTorpamma
Mpaduk ObbvemHan Kpyroeasn
Kpyrosas nAakHoose

flvHenyaran

C oBnactammn

ToyeyHan

bupxkesan

BEREE NG E

MoeepxHocTe

o
\
Y

FEEEF® X

flenecTkoean
JdpesosuaHan
ConHeyrbie ny4u
MucTtorpamma
Ak ¢ ycamm
KackagHan

KomBuHnposaHHas

Puc. 8. Tloctpoenne 00beMHOM KPYTOBOI TUArpPaMMbI

3. B mosBuBIIEMCS OKHE CIipaBa Bbl MOXeT€ BhIOpAaTh BCE HEOOXOIMMOE,
4TOOBI TpauK ObLT MAKCUMANIBHO HH(POPMATHUBHBIM, KaK MMOKa3aHo Ha pucyHke 10:
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N
& 2 T
= Pag"daktidec -
Janueka KoHTyp

LT

¥ gannte
:] BoccTaHoBWTE CTWAE

ran g1 Msmesute TR guarpammel 408 paga..
m BelGpate gaHHBIE..
B0 O NMosopor ofzemHoii durypel...

JAoBaBnTe NOANWMCK AaHHBIX 3
y PopmaT pRAA A3HHBIX...

Puc. 9. MeHio @opmar psiia JaHHBIX

dopmat paja AaHHbIX M
MapameTpm paga ¥

CHON (|

4 [lapameTpm paga

PpoHTANEHEIR 3a30p

1509 2
Bokosoit 3azop
—_— 219% z
Durypa
@m * [MpamoyronsHUE
&& MNonxas nupamuga
ﬂ& YecedeHHan nupannaa
E] E] Uununap
A\ DonHeiii
AL Donxsi unavHgp
A -
ald YeeqeHHblR umnrHap

Puc. 10. Menro ®@opMmart psiia JaHHBIX

4. Brl MOXxeTe BBIOpaTh, Kak OJHY M3 3TUX MOJINKUCEH, TaK U Bce BMecTe. Ho
B 3aBUCUMOCTH OT THUIIA IUAarpaMMbl OyyT JOCTYIIHBI pa3JIU4HbIE TUIbI JAHHBIX JJIs
OTOOpaKEHUS.
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5. UroOwsl [100aBUTH MOAMKHCH JAHHBIX TOJBKO K OJHOMY 3JEMEHTY
JUarpaMMbl, HYy>KHO JBaX/Ibl KIMKHYTh Ha HEOOXOIUMOM MOMUCH TTPaBOl KHOIIKU
MBIIIKHA. [IepBbIA KIHUK - BBIIEISECT BCE IOANKWCHA, BTOPOM - Ty HAa KOTOPOWM
YCTaHOBJIEH KypCOp.

{DOpME‘IT NOANMUCEN AaHHbIX ~

MapameTpw nognuced ¥  [lapameTpel TEKCTE
. g —
o o=l

I Pasmep

4 BripaBHMBaHWE

EripaeHneaHwe no septikann: | [No cepeam...
HanpaeneHwe TekcTa: MopuIoHTaNEHOD
Dpyroi yron: 0

| MNogroxate pasmep Gurypel Nog TekcT
B| PaspelunTe nepenonHeHne Gurypel TELCTOM
Nesoe none 0,17 cm

[paeoce none 0,11 cm

=]
=1
]

Eepxree none ]

]

M

=
=]

HuxcHee none
| MNepeHocUTE TEKCT B GUIype No cnosam

Kononkn...

Puc. 10. OxHo ®@opMat noanuceii JaHHbIX

6. Bce aTu neficTBUS BBI MOXKETE TaK e CJlieJlaTh, HCIOJIb3ysl MeHIO JIEHTBI.
Ha Bknaake Koncrpykrop > Jlo0aBuTh djieMeHT Auarpammsbl B rpynime [lognucu
AAHHBIX HaxmuTe KHONKY [logmmen AaHHBIX, a 3aTeM BBIOEPUTE HYKHBIH
napameTp oToOpakeHus. 3agukcuposams pe3yibman.

YACTD 4. YKPYIIHEHHUE HIKAJIBI HA TUAT'PAMME

1. C nomompto MeHio PaGora ¢ guarpammamu - Maker B rpynne Ocu
HaXMuUTE Ha KHONKY Ocu. 371ech Bbl MOKETE BHIOPATH OCh, HA KOTOPOM BaM HYKHO
W3MEHUTH JEJIEHNE WKAIbL. [lepelins B MEHIO BEPTUKAIBHON WJIM TOPU30HTAIBHOM
ocH BaM OyIyT MpeasioKeHbl BapHaHThl aBTOMAaTHYECKOro u3MeHeHust ocu. Eciu
OHM Bac HE YCTpaWBalOT, BbIOepUTEe NYHKT JlomoaHHMTe/JbHBIE NapamMeTpbl
OCHOBHOH OCH...
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R e o0 |- m
1% Nan

JoBaenTe 3nemedT Jkcnpecc- | MsmeHnTs

AWarpammel = MaKeT ™ LBeTa ™
M Ocw 3 in
|rﬂm (cHOBHARA rOpU3CHTANEHARA
Idh Hazsarmua ocei k
&b Hassarue gnarpamme r
P [I]Dl JcHoBHAA BEPTMEANEHEA H
g TMognucw gaHHBK + =
b TaBnuua gaHHemx b JononHWTeNEHBIE NApaMETPEL CCH...

Puc. 11. Pabora ¢ ocamu

2. B oTkphIBIIEMCS TUATOTOBOM OKHE (pUCYHOK 12) Bam mpeaocTaBisieTcs

BO3MOXHOCTb BpPYYHYIO YCTAHOBUTbL HC TOJBKO ILCHY ACJICHUS,

MHUHHMaJIbHbIe/MaKCHMAaJILHBIC 3HA4YCHUA

IIPOMCIKYTOYHBIX I[GJIGHI/Iﬁ H T.II.

HIKaJIbI, neny

OCHOBHBIX

HO H

n

3. IlomeHnstiiTe mapamMeTphl OCeil, I3BMEHUTE 3aTUBKY, [IBETA JIMHUMA U TIPOYUE

HACTPOUKU U 3agpuxcupyiime pe3ynvman.

dopmart ocu

MapameTpm ockw ¥ [lapamerpel TEKCTE

(z"\._\l —_
SO =M

4 [apameTpoi ocK
IpanuLb
MuHrmy
Makcrnnyma
EanHKLE! n3MeEpeH A

[naeHble

,ﬂ,DI’IDJ’IHHTEﬂthIE

0,0

v

500,0

100,0

20,0

]

CcHoBaHWE nepeceKaer

* ApToBRIBOp

JHAYEHWE OCK

AsTomar

ABTOMET

ABTOMAET

ABTOMaET

MEKCMMEJ‘II:-HEIE FHAYEHWE NO OCK

LleHa geneHua

ﬂDFEFIH{IJMH'—IECKEH LLKa.na

HET

oBpaTHEIR NOpABOK 3HAYEHWA

Puc. 12. Meno ®@opmart ocu
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YACTbD 5. UBSMEHEHUME MAPKEPA HA T PA®UKE

1. IToctpouTs 0601 I'paduk ¢ 1ByMs uim 6oJiee JTMHUSIMU Ha HEM.

2. J1nst u3MeHeHus: MapKepa BbIIETUTE JIMHUIO TpaduKa, Ha KOTOPOH XOTUTE
U3MEeHUTH Mapkep. C MOMOIIBbI0 KOHTEKCTHOIO MEHIO NIEpeiinuTe B MyHKT Ddopmart
pfaa JaHHBIX... (pUCyHOK 13).

3. Ha Bknaake @opmat B rpynne Tekyuuii ¢pparmeHnT cHayana BeiOepute
HEO0OXOJAMMBIN 3JIEMEHT W3 BbINAAAOMIEro cnrcka O0J1acTh AMarpaMmsl, a 3aTeM
HaXXMHUTE KHONKY PopMart BblIeJeHHOro. J[aHHbll crioco0 BbIOOpa 3JIE€MEHTOB
JayarpamMmbl O4€Hb YAOOHBIN, €CIIM Y BAC MHOTO JINHUM, 1 OHU TECHO MEPEIIETA0TCS
apyr ¢ apyroM. IlosBurcs Tak ke MeHIO ciipaBa Popmar psiia JaHHBIX, I BaM
HEOOXOAMMO HM3MEHUTh MapKepbl WIM JIMHUM Ha Trpaduke. 3agukcuposams
pe3ynvmam.

dopmar pasa AaHHbIX
MNapameTpwm paga ¥

Pt
7y
— I

" flunwa <" Mapwep
4 [lapameTpm mapkepa

ABTO
Her

* BcTpoeHHBIR

Twn -

Pazmep

F 3anueka

I Ipannua

]

Puc. 13. ®opmar psana naHHBIX
YACTD 6. JOBABJIEHUE OCU U TUCTOI'PAMMBI HA TPA®UK
1. TToctpouTts mo6oit I'paduk ¢ nByms uium 60s1ee TUHUSIMHI Ha HEM.

2. JlomycTuM, 4TO OJIMH MOKa3aTeNlb 3HAYUTEILHO OTJIMYAETCS OT APYTHUX, HO
BC€ JIOJDKHBI OBITh HA OJTHOM JIUarpaMMe.
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3. KiukHuTe mnpaBoi KHOMKH MBIIIKA Ha JaHHbIE, KOTOpbIE HYKHO
O0TOOpPa3UTh MO BCIIOMOTAaTENbHONH OCH. B KOHTEKCTHOM MEHIO BBIOEPUTE MYyHKT
®opMmar psaaa JaHHbIX... WA Ha Bkiagke @opmar B rpynne Tekyumuu
(¢parmenT 13 BhINaaaroniero cnucka B noje Q6gacTb AMarpaMmmsbl BEIOEpUTE Pl
HEOOXOUMBIX JaHHBIX, KOTOpbIE HY>KHO OTOOpa3uTh Ha BCIOMOTaTEIbHOU
BEPTUKAIBHOM OCHU. 3aTeM KJIIMKHUTE 3/1€Ch K€ Ha KHONKE POpMaT BbIAEJIEHHOIO
(¢pparmenra...

4. B mosiBuBmieMcs MeHio @opmatr ocu B pasznene Ilapamerpsl ocu
BoiOepute Ilo BcemomorareabHo ocu. Haxvure KHONKY 3aKpbITh.
3agukcuposams pezyromam.

5. Ha Bknagke Koncrpykrop B rpynne Makersl guarpamm > J[00aBUTH
3jieMeHT auarpamMmbl > Ocum y Bac mnosBsATcs NOyHKTHl IIpomesxyTounbie
ropusoHTajJbHbie U [IpomMexxyToUHbIe BEPTHKAJIBHBIE, C IOMOIIBIO KOTOPOT'O BBI
cMOKeTe (popMaTHUPOBATh €€ TOUHO TaK K€ KaK U OOBIUHYIO OCh.

0 o % S —
I" il -
JoBaenTe 3nemenT Jkcnpecc- | MameHuTs
AWarpammel = MaKET * LBeTa *
M QOcwm 3 I
||ﬂﬂ'| OcHoBHAA [OpU3OHTANEHER

Idbh HazeaHua oceil |
dh Hassarue gnarpamme r

P Jﬂﬂl OcHoBHAA BEPTHKANBHAR i
i Mognwucw gaHHBK b F
b Tabnuua AaHHb ' hﬂm MpomesyToUHBIE FOpU3CHTANEHEIE
i Mpeaen norpelwHocTe »
o Cerka L4 |_|ﬂ|]1 MpomesxyTodHbIE BEPTHEANBHBIE
dh

Nerexnaa 3
JoncaAHuTensHEIE NAPAMETPEI BCH..,
| Murian 3 -

Puc. 14. ITynkter IIpoMexkyTouHbIe ropu3oHTaNbHBIE U [IpoMexyTOUHBbIE
BEPTUKAJIbHbIC OCH

6. bbiBaeT Tak, 4TO OJHU JaHHBIE JOHKHBI OBITH OTOOPAXKEHBI B BUJIC
rpaduka, a Ipyrue B BUJ€ TUCTOTPaMMBI, M 3TO BCE HA OAHOM nuarpamme. J1Jist 3Toro
KJIMKHUTE Ha AUarpaMMe MpaBoi KHOMKHK MBIIIU IO HEOOXOIMMOMY DSy JaHHBIX.
N3 KOHTEKCTHOro MeHIO0 BblOepuTe NMYyHKT W3MeHWTh THN JMarpamMmbl JIfl
paaa...

7. lnu xe ¢ nomouipio BkIaaku dopmar B rpynne Texkymumii ¢gparment
BbIOepuTe O0JIacTh AUArpaMmbl. 3ateM nepeianre Ha BkiIaaky KoHeTpykrop u B
rpynne Tun HaxxMuTe Ha KHONIKY U3MEeHUTh THII IMarpaMMBbl.

B nuanoroBom orue 3mMeHeHnsi TUNa AUArpaMMbl BEIOEPUTE HYKHBIN BaMm
tui (cM. puc. 15). 3agpuxcuposams pezynomam.
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M3meHeHue TMNE guarpammel ? x

PekoMeHZyeMEle guarpammel  BCe AMarpammel

. o o rh b

Il Twcrerpamma
I3 Tpadux Monb3oBaTenbckas KOMOMHaLWA
@ Kpyroeas HazeaHWe ouarpammbl
E Nuneiiuaran o 100 200 300 a0 500
601
M Cobnactann .
] 500
|_ Toueynan
P 400
il Ewmpesan
300
@@ MNosepxrocts
200
B fNenectkosan
-
Bﬂ JpescengHan R
Iy
.@ CoNHEYHBIE MyYK ——rAnH T
il Twcrorpanms BrIG2pWTE TUN ZWArPaMMEl W OCk 409 PAAOE AaHHELE
i Awpe o ycanm Mma paga TN AMErpamMmel BcnomorateneHas otk
I]l_]] KackagHan B nnan lMpadrk ¢ MapEepamn e
iy KomBunwposannas

I dakr NHeRYaTan c Hakomn... kg

OK OTMeHa

Puc. 15. Mento U3mMeHeHne THIIA IMATPAMMBI
YACTDB 7. PABOTA C ®OPMYJIAMHA

1. Bce Boruncnenus B Excel naspiBatorcs popmysibl, U BCe OHU HAYMHAOTCS
CO 3HaKa paBHO (=).

2. Hanpumep, ecnmi HEOOXOIUMO TOCYHMTATh B siueiike cymmy 3+2. Ecnm
HaXkaTh Ha JIIOOYIO siueiKy U BHYTpH HareuaTaTh 3+2, a 3aTeM HaxMy KHOTIKY Enter
Ha KJIaBUaType, TO HUYETO He MOCUUTACTCs — B siueiike Oyaer HamucaHo 3+2. A BOT

o =2+3 o
CCJIM HalicdaraTb B AYCHKC * W HAXKXATb KHOIIKY Enter, TO B A4YCHUKC BCC

rmocyuTaercs v OyJeT oKa3aH pe3ysbTaT, TO €CTh D.

3. B Excel moxHO ucmons30BaTh U Apyrue 3Haku s cuera (-, *, /,
ABO3BEJICHUE B CTEIICHD, %0)

4. CoctaBuM Ta0JIHILY.
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A E C D
1 HaummeHoBaHwe |Konkuecteo (LleHa Cymma
2 |Coip 213 300
3 |Macno 224 32
4 Monoro 352 21
5 |Xneb 130 22
A

Puc. 16. Ta6muua B Excel

5. UToOBI NOJYYUTH CYMMY, HEOOXOAUMO YMHOXKHUThH KOJUYECTBO Ha IIEHY
0 KaXK0M MO3UILIMK. Y MHOKUThH 3HAUYCHHS B CTOJI0MKE B Ha 3HaUeHUS B CTOJIOMKE
C. s aToro ctaBuM «=» B siueiike D2. Jlanee Ha staeiiky B2. HyxHo 3HaueHue B
ATOM sUelKe YMHOXKHUTh Ha 3HaueHHe B siuelike C2. Hameuaralite 3HaK YMHOKCHHS
* u HaxxmuTe Ha siueiiky C2. [lanee kuonky Enter na knaBuarype. B sueitke D2

MOJIYYHIICS pe3yibTaT. 3aghukcuposams pe3yromam.

A E C D
1 HEHMEHDEEHHElHDJ‘IHHECTEID lLLEHE Cymma
2 |Coip ! 2131 300|=B2
3 |Macno 224 32
4 |Monoko 352 21
5 |Mneb 130 22

Puc. 17. YMHOXEHUE ABYX STUEEK

A B C D
1 HEIHMEHDEIE!HHElHGﬂHLIECTEID lLLEHE Cymma
2 |Coip l 2131 300|=B2*
3 |Macno 224 32
4 |Monoko 352 21
5 |Xneb 130 22
A

Puc. 18. YMHOXEHHUE NBYX STUEEK

A E C D
1 HEHMEHCIEIEHHElHD.ﬂHLIECTEIDlI;LEEEl__ Cymma
2 |Coip | 2131 300!=B2*C2
3 |Macno 224 32
4 |Monouo 352 21
5 |Xneb 130 22

Puc. 19. YMHOXeEHUE NBYX STUEEK
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6. UToOBbl BBIYMCIUTH OOIIYIO CYMMY IIOJYyYEHHBIX 4ucel B sueiike D
HE0OX0UMO BBIICINTH suekiku D2 — D6. B JleHTe Ha maHeau MHCTPYMEHTOB B
paznene I'maBHasi HaxoauTCs KHOMKA cymMma Y . HaxxmuTe Ha Hee u 3agpukcupyiime
pe3yiomam.

7. Haxwmurte Ha stueliky D2 u mocmotpute B CTpoky ¢opmy.i. B 3Toi cTpoke
otoOpakaercs popmysia, TPy MOMOIIHM KOTOPOH MOTYYHIIOCH JaHHOE 3HAYCHHE.

I =B2*C2

Puc. 20. Ctpoka dpopmya

Excel cumraer He Te camble UGB, KOTOpbIE BBEICHBI B SYCHKH, a
COJIEP)KUMOE SUEEK.

8. Usmenute sueiiky B2, BBems npyroe 3naueHue. Hamewartaiite mro6oe
yucio u Haoxmute Enter. 3agpuxcuposams pezynomam.

B
Konwuecteo (L
130

Puc. 21. $yeiixa B2

9. A Temeps MOCMOTPUTE B STYCHKY ¢ cymMMoit D2.

Pe3ynpraT n3amMeHuiICs, HCXo/1sl M3 HOBOTO uncia B2.

10. /laBaiiTe eme pa3 BepHeMcs k Hamel (opmysne. Illenkaure mo sueiike
D2 u mocmoTtpuTte B cTpoky dhopmyi (cm. puc. 20). dopmyra ciemyromias:
=B2*C2

11. BeuucauTh OCTAbHBIE TPOIYKTHI, HCIIOIB3YsI MPUMEHEHUE K JIPYTUM
stuetikam (D3, D4, D5). Jlns 3T0r0 MIENKHUTE 1O SYCHKe ¢ (OpMYJIIOH, TO €CTh IO
D2. flueiika BbIAETUTCS paMOuKkoil. B HUXXHEM IpaBOM YTy 3TOM paMOUYKH €CTh

1 E?DDD|

HeOoNbIIoN KBagpatuk T 1. [logBeauTe Ha ATOT KBajIpaTHUK Kypcop, OH

) 5?000‘
MPUMET BUJ YEPHOTO TOHKOIO 3HaKa IItoc (+) il . Korma oH cran mrocom,
HY’)KHO Ha)XXaThb Ha JIEBYIO KHOIIKY MBIIIM M, HE OTHYCKas €€, TAHYThb BHU3 JI0
nocienHeit HyxHow sueiiku (D5).
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A E C D

1 |HaumeHoeaHuwe |KonwuecTeo |LleHa Cymma

2 |Coip 190 300 37000
3 |Macno 224 32

4 Monoko 352 21

5 |Xneb 130 22

Puc. 22. Brruncienne sstueexk D3, D4, D5

12. OTnycTHB JIEeBYIO KHOIIKY MbIIIKH, EXCel mocunTaeT 3HauCHUS B KaXK101
sauerike, ucxoas u3 hopmyisl =BnN*Cn. 3agpuxcuposams pezynomam.

YACTD 8. CHHOCOBbBI AAPECAIINA AYEEK

1. Anpec si9eWKH COCTOUT M3 MMEHU CTOJIOIA U HOMEpPa CTPOKH paboyero
mucta (Hanpumep, Al, C4). B popmynax aapeca yka3bIBalOTCs € TOMOIIBIO CCBHIIIOK
— OTHOCHTEJIbHBIX, A0COJIOTHBIX WJIM CMEIIAaHHBIX. biarogapsi ccelikam JaHHBIE,
HaxXOJAIINECS B Pa3HBIX YaCTAX JMCTa, MOTYT HCIIOIBh30BAaTHCA B HECKOJIBKUX
bopMyiax 0JHOBPEMEHHO (PUCYHOK 23).

fo || =G3+GA+GS|

C D E F G H
HOHDETDI
KPacHble CHHWME  WenTele
BYpaTHHO 7 5|_ 2|
Mbepo a 9| 6
| | | |
ManeBrHa 2 3l 3 8

L |
13 |+G4+GS l

F =CY¥MM(ES:G5)
C | CYMM(umcnol; [uncnol]; ...) .F G H
KHOHeTbI
KpacHble CHHMWE WenTole
EypatiHo 7 5 2
Meepo l 4 6
MEﬂbEIHHE!l 2 3|=CymMm|ES

13

Puc. 23. IIlpuMeHeHre CChUIOK

2. OTHOCUTEIBLHAS CCHLIKA, KOTJIa MPYU KOMMPOBAHUM U TIEpeHoce GopMy
B JIPyroe MecTo, B GopMyJiax MEHSIETCS aipec TYeeK OTHOCUTEIHLHO HOBOTO MECTA.
[Ipumep, xomupyem dopmyny u3 sueriku E6 B sueliky HS. 3aguxcuposamo
pe3ynomam.

29



3. AOCOJIIOTHASI CCBHLJIKA YKa3bIBAE€T HA TOUYHOE MECTOIOJIOXKEHUE STUEHUKH,
Bxondied B ¢popmyny. [Ipu konupoBaHnuu GopMys 3TH CChUIKH HE U3MEHSIOTCA.
Jlist co3ganusi aOCONMIOTHON CCHUIKM Ha sSiUeiKy, HE0OXOAMMO MOCTABUTH 3HAK
nomnapa ($) nepea obo3nauenueM ctonba u ctpoku ([Ipumep 3amucu CChUIKH:
$AS$2, $C$10). Coznath AOCOMIOTHYIO CCBUIKY U 3apuKcuposams pe3yibmant.

4. YrtoObl 3apUKCHPOBATH YACTh a/ipeca SYCHKN OT U3MEHEHHH (110 CTONIOIY
WJIH 110 CTPOKE) MPU KOMUPOBAHUU (HOPMYJI, HUCIOIB3YETCS CMEIIAHHAN CChLIKA
¢ pukcanueii Hy>knoro napametpa. (Ilpumep 3anucu cepiku: $A2, C$10). Co3natsb
CMelIaHHYI0 CCBUIKY U 3agyukcuposams pezyivmam.

Ilpumeuanue!

o Umobwi 6pyunyto He HAOUpamov 3HaAKU O0LIAPA NPU 3ANUCU CCHLIOK, MOHCHO
socnonvzosamvcs kiasuwel F4, komopas noszsonsem «nepebpamey 6ce GUObL
CCHLIOK 015 AYEUKU.

o Umobwl ucnonvzosams 6 ghopmyiie cColiKy HA AUelKU ¢ 0pyeo2o pabouezo
Jucma, HysicHo npumenams cieoyiowuil cunmarxcuc. Uma_JlucmalAopec aueiiku
(IIpumep z3anucu: JIucm2!C20).

e Ymobul ucnonvzoseamo 6 ghopmyne ccoliKy HA sAuYeliku u3 opyeou pabouei
KHUSU, HYHCHO NpumeHams caedyrowui cunmaxcuc: [Hma pabouein xknuzul
Hma_JlucmalAopec _aueiiku (IIpumep 3anucu: [Taonuuvt.xlsx|/Tucm?2!C20).

YACTD 9. BCTPOEHHBIE ®YHKIINU EXCEL

1. Kaxxnass pyHKIMS ©MEET CBOM CHHTAKCHUC M MOPSIOK JEHCTBUS, KOTOPBIN
HY>KHO COOJIIO/IaTh, YTOOBI BBIUMCICHUS ObUIM BEPHBIMH. APryMeHTHI (YHKIUU
3aIUCHIBAIOTCS B KPYIJIBIX CKOOKaX, mpudeM (PYHKIIUU MOTYT UMETh UJIM HE UMETh
apTYMEHTBI, IPU UX UCIOJIb30BAHUU HEOOXOIUMO YUYUTHIBATH COOTBETCTBUE THUIIOB
apryMeHToB. DYHKIIMST MOXET BBICTyNaTh B KayeCTBE apryMeHTa sl Ipyrou
(yHKUMH, B 3TOM Cily4yae OHA Ha3bIBAETCA BIIOXKEHHOW ¢yHkuueu. [Ipum stom B
dbopmysiax MOXKHO UCIIOJIH30BATh /10 HECKOJIBKUX YPOBHEH BIOKEHUS (DYHKITUH.

2. B Excel 2016 cymecTByrOT MaTeMaTHYECKUE, JOTHUYECKHE, PUHAHCOBBIE,
CTaTUCTUYECKHE, TEKCTOBBIC U ipyrue pyHkuuu. Mms GyHkimu B popmyse MOKHO
BBOJIUTh BPYYHYIO C KJIaBHaTypbl (IIpU D3TOM AaKTHUBUPYETCS CPEICTBO
ABTo3anosHeHue ¢GopmyJi, TO3BOJISIONIEE IO TEPBBIM BBEICHHBIM OyKBaM
BBIOpaTh HYXKHYIO (DYHKIIMIO), @ MOKHO BbIOMpaTh B JleHTe > ®opmylJibl

Jx

Brrasuth

KHOMKY ™" yiyyt w3 rpymn GyHKIMiA Ha 9TOM %Ke MaHemHu, IGO0 ¢ TIOMOLLIBIO

>

KHOIIKH " maHenu PenakrupoBanue Bxiaaku l'y1aBHas.
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%J

e CymMMUPYET apryMeHTE
() CYMMECTI

.
A

I

=

() CYMMECTMMH
%) CYMMKB

) CYMMKBPASH
) CYMMNPOW3E
) CYMMPA3HKB
() CYMMCYMMKB

Puc. 24. ABro3anonnenue dhopmyi

3. @opMyJibl MOKHO OTPENAKTHPOBATh TaK K€, KaK U COJIEPKUMOE 000
apyroi siuediku. YToObl OTpedakTUPOBATh COACPKUMOE (HOPMYIBI: JBAXKIbl
HICJIKHUTE MO sueiike ¢ gopMynoi, mubo Haxmute F2, nubo orpemaktupyire
COJZIEP’)KUMOE B CTPOKE BBOJIa GOopMYIL. 3aghuxkcuposams pe3yivmam.

4. B Excel 2016 wmmeercs mose3Hass BO3MOXKHOCTH IPHCBaWBaHUS MMCH
A4elikaM WM JAuana3zoHam. OJTO ObIBae€T OCOOEHHO YAOOHO MpPU COCTABJICHHH
dbopmyin. Hanpumep, 3a51aB 17151 Kakoi-nuoo siueiiku umst UToro_3a_roa, MOXHO BO
Bcex (popmyrnax BMECTO ajpeca SUEHKH YKa3bIBATh 3TO UMSI.

Co3aaHME MMEHK ? X

Hma: |

Denacre: KHMra et

MNprMevaHue,

Ananazon: =Mncr11SCSE:5D511 =

Puc. 25. OkHO co31aHusa UMEHA

Nmst Adeiiku MOXKET AEHUCTBOBATH B IPEIENiax OAHOTO JIMCTA WJIM OJIHOU
KHUTH, OHO JIOJDKHO OBITh YHUKAIHHBIM U HE JyOIUpOBATh Ha3BAHUS STUCEK.

5. UroObl MPUCBOUTH HUMsI sA4YEHKaM, HYXHO BBIIEIUTh SUYEHKY WIH
JIMAIia30H, BbI3BAaTh KOHTEKCTHOE MEHIO Ha BBIJCIICHHBIX SYEMKAaX M HaXaTb
IlpucBouTh MMfi... M B CTPOKE Ha3BaHUS BBeCTH HoOBoe ums. JInbo
BOCIONb30BaThCsd KHOMKoOW IlpucBouTh MMsA mnaHenu OmnpenejieHHble HMEHA
BKJIaAKd @OpPMYJIbI ¥ BbI3BAaTh JUAIIOrOBOE OKHO (CM. pHcC. 25), uToOBbI 3a1aTh
HY>KHBIE IapamMeTpbL. 3agpukcuposams pe3yivmam.

6. Hna mpocMOoTpa BCEX NPUCBOEHHBIX HMMEH HCIOJNb3YHTE KOMaHIY

Jucneryep umeH. Taxke Ha JINCTE MOKHO ITOJIYYNUTh CIIMCOK BCEX UMEH C
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anpecamu siueek no komanjae Ucnmosab3oBats B (popmyJie — BcraButh nMeHa
na"enu OnpeaeeHHbIE HMEHA.

7. Jlns BCTaBKM WMEHH B (opMyly MOXKHO TPUMEHUTh KOMaHTY
Hcnoan3oBath B dopMyJie U BbIOpaTh U3 CHUCKA HEOOXOJUMOE UMS SUEEK.
3aghukcuposams pezyiromam.

Ilpumeuanue!
Hms mosicem 6bimsb npuceoeHo He moibKo OUANA30HAM AYeekK, HO U hopmyie.
Omo y0oOHO npu UCNONB30BAHUU BTLOHCEHHBIX POPMYIL.

8. OTobpaxeHue 3aBUCUMOCTEH B (popMmyiax.

8.1. UtoObI BBIBUTH OMIMOKW MPU CO3MaHUU (POPMYJ, MOXKHO OTOOpPa3UTh
3aBHCHUMOCTH SiY€€K. 3aBUCUMOCTH UCIIOJIB3YIOTCS JUIsl IPOCMOTpa Ha TaOJIMYHOM
HOJI€ CBsI3el MEXKIY siuekamMu ¢ popMyJiaMu U TYeKaMU CO 3HAUEHUSIMU, KOTOpbIE
ObLIM 3aJIEICTBOBAaHbI B JAHHBIX (pOpMyJiax. 3aBUCUMOCTH OTOOPaXKaroTCsl TOIBKO B
npeaenax OJHOM OTKphITOM KHUTH. [Ipu co3gaHuM 3aBUCUMOCTU HCIOJIB3YIOTCA
BIMSIONINE SYEHKU U 3aBUCUMBIE STUCHKH.

8.2. Bansiromas siueifka — 3T0 syeiika, KOTOpas CChLIaeTcs Ha GopMyiTy B
IPYTOM STYEHKE.

J =C2+C3I+CA+CS

Puc. 26. OTobpakeHre BIUSIOMINX STUCCK

8.3. 3aBucumas ssyeiika — 3TO siueiiKa, KOTopasi CoJEpPKUT popMyiry. UToObI
O0TOOpa3UTh CBS3M SUYEEK, HY)KHO BBIOpaTh KOMaHIbl Biusiromme siueiikuM niu
3aBucuMble ssueiiku manenu 3apucumMocT popmy.a Bkiagku Mopmyabl. UToOb!
He oToOpa)kaTh 3aBUCMMOCTH, NIPUMEHUTE KOMaHIy YOpaTh CTPeJKH JTOH Xke
naHenu. 3aguxkcuposams pe3yibmam.

9. PexxuMsbl paboThl ¢ hopMynamu.

9.1. B Excel ycranoBiieH pexuM aBTOMaTHYSCKUX BBIYUCICHUH, O1aroaaps
KOTOpOMY (DOpMYJIbI Ha JTUCTaX MEPECUUTHIBAIOTCS MIHOBEHHO. [Ipu paszmeniennu
Ha JINCTE€ OYEHb OOJBIIOr0 KOJWYECTBA (10 HECKOJBKO THICSY) CIOXKHBIX (popMyl
CKOPOCTb pabOThl MOXKET 3aMETHO CHU3MUTHCS H3-3a Iepecdera Bcex (Gopmys Ha
aucte. YToObl yNpaBisATh NPOLECCOM BBIUUCIAEHHS 1O (opMysaM, HYKHO
YCTAHOBUTb PYYHOM PEXUM BBIUYMCICHWM, NPUMEHUB KoMaHAy DopMyJbl —
Beruucienue — Ilapamerpsl BbluKcjeHuil — Bpy4nylo.
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[Tocne BHeceHMs U3MEHEHUH HYHO BbI3BaTh koMaHny IIpou3BecTH BHIYHCIEHUSA
(nns mepecyeTa naHHbIX Ha jmcte kKHUTH) win Ilepecder (17 mepecuera Bceid
kuuru) na"enu Bobruuciaenme. Co3zgaiite moOyio Tabmuily ¢ dopMmynamMu |
BBIUMCIICHUSAMH W  HCIOJB3YHUTE PEXKUM aBTOMATHUYECKHX BBIUUCICHUN U
BBIYMCJIEHUE BPYUHYIO. 3agpuxcuposams pe3yibmam.

9.2. Tlome3Hoit BO3MOXXHOCTBIO MO pabore ¢ GopMynaMu SBIAETCA
oToOpaxeHne Bcex (HOpMys Ha JIMCTE. DTO MOXKHO CIENaTh, UCMOIB3Ysl KOMaHIy
®opmyasl — 3aBucumoctu popmya — Ilokaszars ¢opmydsl. Ilocie 3Toro B
sTYeKaxX BMECTO BBIYMCIICHHBIX 3HAYCHUH OyIyT MOKa3aHbl 3alliCaHHbIE (JOPMYIIHIL.
JIist Bo3Bpata B OOBIYHBIA pPEXUM HYXKHO elle pa3 HaxkaTh kHomky Iloka3zaTh
popmyasl. 3aguxcuposams pezyromam.

9.3. Ecniu ¢opmyna BosBpariaer ommbouHoe 3HadeHue, EXxcel moxer
MIOMOYb OMNPEJEIUTh SUEHKY, KOTOpas BbI3bIBACT OMIMOKY. J[Ji1 ATOro Hy)KHO
aKTUBU3UPOBaTh KoMaHy @opmyJbl — 3aBucumoctu (opmya — IlpoBepka
HaJIn4us onook — Ucrounnk ommmbdok. Komanna IlpoBepka Hammumns o1indoK
IIOMOTAaeT BBIABUTh Bce OmMMOOYHBIE 3amucu (opmyn. 3agpuxcuposamo
pe3ynvmam.

9.4. Ilns otnanku (GoOpMyJ CYIIECTBYET CPEACTBO BBIYHUCICHHS (HOpMYI,
BbI3bIBacMo€ KoMaHaod Popmyiabl — 3aBucuMoctH (opmys — Bbramcanrtnb
(opmyJy, KOTOpoe MOKA3bIBAET MOIIATOBOE BHIYUCICHUE B CIOXKHBIX (hopMyriax.
3agpuxcuposams pezyrvmam.
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