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Tabnnuamm MICROSOFT EXCEL

E Microsoft Excel - Kuural

E_I]Qaﬁn Mpaeka Bua Bcraeka Popmat Cepeuc faHHbie OkHo Cnpaeka
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DNEeKTPOHHbIe Tabnunubl

KomnbloTepHble nporpaMmmbl, npegHasHavYeHHble ONs XpaHEeHUS r
00paboTKM AaHHbIX, NPeACTaBEHHbIX B TAbnMYHOM BUAE, HA3bIBAKOT
371eKMpPOHHbIMU mabrnuyamu (COOTBETCTBYIOLLMA aHITIUACKUA TEPMUH -
Spreadsheet)

JOCTOUHCTBA 3NIeKTPOHHbIX Tabnuu,:

1. [laHHbIe, XpaHALWMeca B 3NIEKTPOHHbIX Tabnmuax 6onee HarnagHbI.

2. C HMMKM npoLle Npon3BOoaANTb pacyeTbl (BbICTPO M TOYHO NPON3BOAATCH
aBTOMaTU4YeCKne BbIHUCIIEHUSA).

3. ONeKTpOoHHbIE Tabnuubl NOMOratT mModesnuposams pearbHble CUTYyaunn
N oueHMBaTb Mosny4varLmnecs pesynsrarbl.

OQHO 13 cambIx NONYNSPHLIX CPEACTB ynpaBreHNa AfTIEKTPOHHbLIMU
Tabnuuamun — npoepamma Microsoft Excel.




BbizoB nporpaMmmbl MS EXCEL

1. Ecnu ectp sipnbik Excel Ha 3. Ecnu Hem Hu sipnibika, HU NYHKMa 8
paboyeM crosie: BbinonHWTb MeHo [lyck —BbinonHuTb—
JBOMHOWM LWWEeNTYOK Ha 3TOM

ap/iblKe.

@ Cnpaeka

iﬂ BeinonHUTE...

2. U3 enasHoO20 MEHKO
Myck—l1porpammbl—Microsoft Excel

JaeepweHme ceaHca Bnagmmmp...
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Microsoft Access

2 Microsoft Excel

&l Microsoft Outlook
Microsoft PowerPoint
Microsoft Word
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CtpykTtypa okHa EXCEL

Cmpymypa Ll Excel CTpOKa 3aronoBkKa

MmaBHoe MeHIo MaHenu UHCTPYMEHTOB
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Ocob6eHHOCTU MHTEepdenca

O Crpoxa gopmyJi, CONEPKUT 10JIE€ UMEHU TEKYILEH
STYEHKH U TI0JIe BBO/IA (DOPMYIIBI.

$4 Microsoft Excel - Kuural

J@ Pann [paska Bua Bcrzeka Popmat Cepeuc LlaH
B Y i

| Avial Cyr -0 - xpUEE=
A7 B -

Crnenyrommas cTpoka — CTPOKA 3ar0J10BKOB
cT0J1010B. HaunHas co BTOpoii KJIETKH,

3aMMCBHIBAIOTCS HOMepa cTonomoB (A, B u T.1.).
[TepBast KJIeTKa — T0JIEe «BBIACIUTH BCe» (TIPU
IISTYKE Ha ATOU KJIETKE BBIJCIISACTCS BECh JIUCT).

J@_] Pavin [paeka Bua Bctaeka Popmat Cepeuc fQaHHble OkHo Cnpaeka
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O6nacrtb pabouero nucra

O Janee uaet 001aCTh JIMCTA - BCE JIEMEHTHI JINCTA, BKIIIOUas AYECUKU, IMHUU CETKU, 3aT0JIOBKU CTPOK,
3aroJIOBKU CTOJIOIIOB, TOJIOCHI TPOKPYTKHU U SIPIBIYKH

B3 Microsoft Excel - Kuural !E X
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Co3paaHMe v OTKpPbITUE AOKYMEHTa

CO3I[aHI/le HOBOI'O TOKYMEHTA.

/Liisi co31aHNsI HOBOT'O IOKYMEHTA B TOPU30HTAILHOM MEHIO
daiin—Co3natb—BeIOpaTs KHura—Hnaxare Enter unm npocro
HIEJIKHYTh Ha KHoike = («Co3narhy) cTaHIapTHOW MaHeu

MHCTPYMEHTOB. OTKprTI/Ie CYmIEeCTBYIOLIIEI'O JOKYMCEHTA
Onsa oTkpbITUA cyulecTByoLliero AoOKymMeHTa.
Ll.leJ'IKHyTb Ha N300pa*xeHnn 3Toro JOKymMmeHTa B NpoBOAHUNKE UITN OKHE
nanku
} DParin Dpasxa Bua lMepexoa MWsbpaHHoe Cnpaska \ e
J H ) T s ‘ o £ ‘
asan Bruywn BepX Bblpesarb Konupoe.. BcTtaenTe | i
J apec |j CAMou aokyMeHTEl L‘
Mo" iCarel User Files: O PUCYHKI npumep xls
unu ﬂOKyMeH'I %;j
CryMbmp CI vt choTo.tif Z
‘ [1.83MB | 2)Mow komnbioTep >
Ha ctaHgapTHOM NaHenn MHCTPYMEHTOB LWENKHYTb Ha KHoMKe [~ («OTKpbITb») U1
Jarnee Kak B rpegbigywem criy4vyae.
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CoxpaHeHMe AOKYMeHTa

Js coxpaHeHusi IOKYMEHTA:

Haxars komOuHanmro kiasum Shift + F12
CoxpaHeHune T0KyMeHTa.

Nm

Ha crangaprHoii nanenu nHCTpyMeHTOB HaxkaTh kKHOKy COXPAHUTD

#4 Microsoft Excel - Knural
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CtpykTtypa apokymeHTta B EXCEL

|

Crpykrypa nokymenrta B Excel.

Jloxymenm B Excel nazpiBaeTcs Kuura. KHura cocTouT 3 HECKOIBKUX JTUCTOB, KOTOPBIE COCTOAT U3 CTPOK M CTOJIOIIOB.
[lepeceuenue CTpOK U CTOJIOIIOB — SIYCHKH.

Cmonéywr 0603HagatoTcs TaTnHCKUME OykBamu: A, B, C... Eciau OykB He XBaTaeT, UCMOIB3YIOT ABYXOyKBEHHBIC
o0o3Hauenus AA, AB u nanee. MakcrumaiibHOE YHCIIO CTOJIOOB B Ta0muie — 256.

Cmpoku HyMepyIoTCs IeNIbIMU YrciaMi. MaKkCUMalbHOE YHCIIO CTPOK, KOTOPOE MOXKET UMETh Tabnuia — 65 536.

Aueiiku B Excel pacrionaratorcs Ha iepeceueHnu cToa010B 1 cTpok. Homep siueiiku — oObeinHeHne HOMEPOB CTONIONA U
cTpoku 0e3 rmpodena Mexay HuMu. Takum o6pazom, Al, CZ31 u HP65000 — nomyctumbie HOMepa stueek. Homepa

sYeeK B I10JIe UMEHU sYeiiku win B popmyrie (0 popmynax paccka3blBaeTCsl HIKE) MOSBISETCS aBTOMATHUECKH TPU
LIETYKE HA YKa3aHHOM STYEHKE.

@ Microsoft Excel - Knural

2] @aitn Mpasca Bua Berasca Popuar Cepeue aubie Ouio Crpaska OpHa U3 sYeeK Ha JIMCTE BCEr/a sBIseTCs TeKyen. B
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J{ DEEeRly sBaI LRl O X OOJIBIIIMHCTBE OTEpaliid UCIIOJIb3YETCS UMEHHO OHA.
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- 5 5 Tekymias sueiika oOBefeHa MMpPoKor pamkoil. Ee ums
T B c [ o | E T F ] IIPUBEJICHO B I10JIE UMEHU SYEUKH, 4 COIEPKUMOE — B
1 cTpoke ¢popmyin. Eciiv Hafo BeIIEANTH JUana3oH
AYEEK, TO YKA3bIBAKOTCSI HOMEDP NIEPBOU U NOCIIEIHEN

A4YEEK B JUAIla30HE.

UtoOb! clieaTh siueiKy TeKyllei (AKTUBHOM), HATO

IIPOCTO LWIEJIKHYTh Ha HEN MBILIBIO.

KJ) v [~




NepeMewieHne No JINCTY

ITepemenienue no ssuerkam:
MBIIIBIO MIENKHYTh HA HY)KHOU STYEHKE.
HJIH

Knasumamu «—, —, 1, |, Home (6 nauano cmpoxu), End (6 xoney cmpoku), PageUp (na sxpan
ssepx), PageDown (na sxkpan énuz) unu komounanusimu Ctrl+Home (6 nauano nucma — siueuxy
Al), CtrlI+End (6 xoney — npasbvlil HUMCHULL Y201 — 3anoIHeHHOU 001acmu Tucma).

HJIN

B ctpoke ¢hopmyrn, B 1oJie UMEHU SYEUKHA BBECTH HOMED SIYEHKH, K KOTOPOUl HAJ[0 MeperTn




BbiageneHue AMana3oHa:

CXBaTuB MBIIIBIO ¢ HAYajia Aualra3oHa ImpoTAHYTb 40 HOCJ'IGI[HGI‘/JI STYCUKH Jualria3oHa.
HJIn

B cTpoke ¢popmyr B osie UMeHU BBECTH YePe3 TBOETOUNE HOMEP NEPBOI U MOCIIEAHEH STYEEK Truarma3oHa.

P4 Microsoft Excel - Kuural
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Bbi60Op LiBETa U y30pa 3aJ/IMBKU AUYENKMU

dopmat— Avenkn— Bknagka «Bng»—BbibpaTb UBET 1

y30p.
PopmaT aueek /

Yucno I BeIpaEH1BaHME I LipmchT | MpaHuua

3anvBeka AYeeK

Leer:
HeTt useta

OK | OTMEHa




3apaaHue dpopmarta (Tna IMHUMN N LBeTa)
rpaHMUbl sYeek

Bbloenntb si4enky unu amanasoH syeek, Ans KOTopblX Haao 3agaTth dopmar
rpaHnLbl.

®OPMAT— AYEMKN— Bknagka «"PAHVLIA»—BbIGpaTh TUM MMHUM 1 ee
LBeT,
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N MOJIbBKO rnociJsie 3amoeo Bbl6paTb ANEeMeEHTDbI rpaHunLbl, K KOTOPbIM 3TO 6y,El,eT
OTHOCUTbLCA.

PdopmMaT aueek

Bce

| @

HeT BHELWHW BHYTPEHHWE | | AF

OTaENEHER

Haanmce Hagnuce

Haanumce Hagnuce

Bblﬁepme TUN NkHKA K C NOMOLLBHY MBILUM YK2XKUTE, K KAKOIA YacTi
BLIASNEHHOrD AWMANA30Ha OH OTHOCUTCA: BHELUHEN rpaHvle ecero
AvanazoHa, BCeM BHYTPEHHMM rpaHuiuamM A4eeKk unu OTAENEHON AYElike,

OK OTMeHa




Tunbl AaHHbIX B A4YenkKax n nx dopmarbl

B sideiikax MOTYT COIEpKaTbCs: TEKCT, YUCIIO WIIN
dopmyma. [IporpamMma aBTOMaTUu4eCKU MBITAETCA
OTIPENETINTh, KAKOTO UMEHHO BHU1a WH(OpMAIUs

COICPKUTCS B sTUCHKE y>KE B MPOIIECCE BBOJA.
YucsoBoii popmar.
dopMaT YHCIa MOXKET OBITh:
yenvim unu ¢ OpobHot yacmoio, (Hanpumep, 123, —456
unu —123,45).

Opoonwim, (Hatipumep, 1/4 umu 23/45)
oenexcrvim, (Hanpumep, 123p., -123,45p., 123,4512p.
wim 123,4p.)
oamoti, (Hanpumep, 15.11.99 unu 21 map 98)
spemenem. (Hanpumep, 14:30 unu 2:30:53 PM)

Tekcr
B anexTpoHHBIX TaOnHIax TEKCT — 3TO
COBOKYITHOCTh CHMBOJIOB, HCTIOB3YIOIIASCS JTSI
oopmIieHHs TaOIUIIBl (3ar0JIOBKH, TOSICHEHUS
UT I.).

PdopmaT aueek

Ymcno I BeipagHWEaHWE | LLipwchT l paH1ua I Bug I 3awmra I

Yycnoesie opMaTsl

lOﬁLuvuZ - I

OeHexHBIN
DUHAHCOELINA

Data

Bpema

MpOUEHTHEIA
ApofHeii
SKCNOHEHUMANEHEIA
TEKCTOBLIA
DononHATENBHLIA
{Bce dopmaTer)

Yucnoeoi hopmat AenseTca Haubonee ofiwwmM cnocoBom NpeacTaeneHrA
umcen. AnA BbIB0Aa ASHEXHHLIX 3HAYEHWIA MCMONB3YHOTCA Takeke hopMaTel
"AeHexHIN" 1 "OUHaHCoBLIA",

| /|

loﬁpamau

UMCNO ABCATHYHLIX ZHAKDE: |2 E‘

™ Pazgenurens rpynn paspaaoe ()

OTpuyaTensHLIe YMCna:

1234,10
-1234,10

-1234,10 =l

OK I OTMeHa




dopmMynbli

|
dPopmyna Bcerga HadmHaeTcsl co 3Haka =. OHa MOXEeT cogepxaTb 4ucna, agpeca
lYeek UM guManasoHoB, UMeHa (PyHKUMA, COedMHEHHble 3Hakamu onepauum +, -, *
(yMHOXWUTB), / (pasgenutb), » (Bo3BecTn B cTeneHb) U ckobkamu. Hanpumep, =3*4/5
nnn =D4/(A5-0.77) +CYMM(C1:C5).
B ayelrike Mbl BUOMM pes3ynbTaTt (YMCIEHHOE 3HavyeHue BblipaxeHus). [Ina npocmoTtpa
dopMynbl, MO KOTOPOW BbLINOSTHAKOTCA BbIYUCIIEHNA HAAO0 caenaTtb SYEnKy TeKyLLEW.
Torga B CTpoKe (OOopMyn MOXHO YBWOETb BblpaXeHWe, a B CaMOW SYenke  ero
YUCJIICHHOC 3HAYCHUC

$4 Microsoft Excel - Kuural
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]
[ns BcTaBKU UMeHU A4enkn B hopMyny npoLLie BCEro LWENKHYTb Ha TON

A4yerike, UM KOTOPOUW HaJo BCTaBuTb B popmyny. MiMsa nosBuTca B TOM

MeCTe CTPOKU (POpMYI, e Haxoauncs TEKCTOBbIN Kypcop.
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[na nepexoga Ha gpyron nucT
HaZo NMPOCTO WENKHYTb Ha
SpnblYKe 3TOro nNucTa.
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dopmMmaTpoBaHume Bnaa siveekx
e EEEP e EaESVSSNGEVWE 0T  13VEeHeHMe NX pa3mepoB (BbICOTbl U

LUMPWHbI), NApaMeTPOB UX rPaHULbl (HanNnu4mMe NMHUIN CETKKU, UX LUBET M TOMLWMHA), BUA,
WwpudTa (pasmep, UBET, HAYepTaHUe, NogyYepKMBaHuE), UBET MU TN (POHa B SYEWNKE,
BblpaBHMBaHME N OpPUEHTaAUUS TeKCTa B sA4erike, popmaT MNpPeacTaBreHus OaHHbIX
(BUA AaHHbIX — YUCAO, AaTta, TEKCT M T.MN., KONMYECTBO 3HAKOB, HanNnumMe pasgenurens
n npoyee).

N3meHeHne MUPUHBI SYEHKH (CTOJIO01A).

HaBecTn ykasaTernb MbIlUM Ha BepTUKaNbHYK rpaHuuy s4erkn (ctonodua).
Ykasartenb NpuMeT Bug «— | —. «CxBaTtuTb» MbILWbIO rpaHMLy 1 nepemeLlaTb ee
00 HyXHoro pasmepa. Ecnv BMecTo 3TOro BbIMOMHUTL OBOMHOM LUENYOK, TO
nporpaMmmMa yCTaHOBUT ONTUMalbHYIO C €€ TOYKN 3PEHUS LUNPUHY AYENKM.

N3mMeHeHNne BBICOTHI IY€KHU (CTPOKHM).

HaBecTu ykasatenb MbIIN Ha FOPU3OHTArbHYI rpaHuULy SiMekun (CTpoKM). YkasaTenb
NpUMeT BuA T

[anee Kak npy NameHeHun LWNpPUHbI a4erikn (ctonbua).




NEPEXOAMM K
NMPAKTUYECKOW
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