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[MmaBa

PaboTa ¢ aMana3oHamu
u Tabnuuamu Excel

B 3TOW [MABE...

flueitkn n gnana3soHbl Excel

BblgeneHue sueek M guanasoHoB

KonupoBaHue 1 nepemelLeHne AUaNa3oHOB
MUcnonb3oBaHue MMeH ons paboTbl C fuana3oHaMm
[lo6aBneHne KOMMEHTAPUEB K SYEKaM

Pab6orta ¢ Tabnuuamu Excel

OnbuIas vacTb paborst B Excel mpeanonaraeT Te Wn UHbie MaHUIYNALUMN AYeiiKaMu

" puamnasoHamu. [lonnManue TOro, KaK 3TO Aenarbh Haunyuumm ob6pasoM, OyzeT 3a-

JI0TOM BalIeil ycrenrHon u 3¢ dexTnBHOI paboTh. B fanton rnase peub UZeT 0 pas-
JIMYHBIX METOAAX PabOThI, BIaZleTh KOTOPHIMU HEOOXOAUMO Nt060My monb3oBarento Excel.

Ayenkn n pnanasoHbl Excel

Kak BBl yxe 3HaeTe, Adelika — 3TO eAUHWYHbIA afjpecyeMbI 3JeMeHT pabovero
JINCTA, KOTOPHI MOXET COZEPKATb UMCI0BOE 3HaueHue, TeKCT unn Gopmyny. Aueiika
OIIpeZenseTca a0pecom, KOTOPHIA COCTOUT U3 uMeHU (OYKBLI) CTON611A U HOMEPA CTPOKMU.
Hanmpumep, D9 — 370 fueiika, KOTOpas HAXOAWUTCA B YETBEPTOM CTONOLE LEBATON CTPOKY,
TaK Kak 6ykBa D cooTBeTCTBYET YeTBEPTOMY CTONOLY.

Juana3oHom Ha3bIBaeTCA TPYIINa U3 ONHOMI U Gojee Aueek. UToOb 3aaTh aapec Ava-
[Ia30Ha, HYKHO YKas3aTb afipeca ero JIeBOo BepxXHell 1 IIPaBoi HWXHeW AueeK, pa3fenus
UX I BOETOUYUEM.
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Bort neckonsko IIPUMEPOB aApeCOB AUAIIa30HOB.

C24 3T0T AManasoH COCTOMUT U3 OOHON AYENKM

A1:B1 [lBe A4eiKun, pacnonoKeHHbIe B OfHOM CTPOKE B ABYX COCEAHMX CTONOLAX

A1:A100 100 siveek cTonbua A

A1:D4 16 siveeK, pacnoNoXEHHbIX B YeTbIPEX CTPOKAX M YETbIPEX CTOA6LaX

C1:C1048576 Bce Aueiikn 0aHOro (TPETbero) cTobLa (3T0T AManas3oH MOXHO TaKKe yKasaTb
Kak C:C)

AB:XFD6 Bce siueitkn ofHOM (WeCToi) CTPOKK (3TOT ianas3oH MOMHO TaKiKe YKasaTb
KaK 6:6)

A1;XFD1048576  Bce syeiikv paboyero ucTa. ITOT AUana3oH MOXHO npeactaBuTb Kak A1:XFD

win 1:1048576

BbigeneHue npuanasoHoB

YTOOH! BHITOJIHWUTD KaKyl0-1160 Omepanunio Haj ANama30HOoM fAyeeK paboyero AuUCTa,
CHavasla Heo6XOUMO BHIZLENUTb TOT Auama3oH. Hampumep, 4TOOH B Anamnas3oHe fueex
BLIZLLEJINTD TEKCT ONYKUPHLIM LIDUGTOM, CIIeAyEeT CHavala BEIOpaTh 3TOT [UATIA30H, A 3a-
TeM — Komanzay MasHasa= LpnudT=MonyXMpHbIA (unn Haxars knasuuru <Ctrl+B>).

[Tpu BbIGOPE iMaTa30Ha LBET AUEEK U3MEHAETCA — OHU ITOACBeunBatoTes. Mcknoyenue
COCTaBJIfIET TOJILKO AKTUBHAA AYEKa, KOTOPas COXpaHAET CBOW 00bIuHLINM 11BeT. Ha puc. 4.1
TIOKa3aH MpuUMep: Ha pabouem nucTe BhZeNeH ananazon aueek A4:D12. AxTusHas aveiika
A4 HaxonuTCA B 3TOM AMATA30HE, HO He MOLCBEYeHa.

A B C

1 |MTOMM MO pernoHam

2

3 Cesep Hor 3anapn,
4 |AHBapb 97 a5 75
5 |®eBpanb 88 89 77
6 |Mapt 82 91 B0/
7 |Anpens 86 79 75
8 |Mai 74 97 B85
9 |MioHb 73 80 91
10 |Monb 70 92 73
11 |Asrycr 77 70 20
12 |CenTabpb ) ) 84/

PP [y e
wo R w

Bcero
267
254
253
240
259
244
235
227
282

Puc. 4.1. lMpwu BbI6OpE AMana3oHa ero S4ernK1 NoacBeYnBatoTCs,
HO LIBET aKTMBHOW SI4EMKM NPU 3TOM He U3MEHSIeTCS

JInamnasox MOXHO BHIGPATb HECKONLKUMU CIIOCOOAMMU.

e IllenkHUTe N1€BON KHOIKOW MBILIU W IIEPETALINTE €€ YKa3aTellb 0 ANANIA30HY Ave-
ex. Ecnu nepetamurs ykasatens 3a mpefiensl 3KkpaHa, To paboyas tabnuua 6yner

aBTOMaTUYECKU POKPYIUBATLCA.
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e Haxmure n ynepxusaiTe knasuuy <Shift>, a 3aTem BrIENIUTE ANANIA30H C [TOMO-
11b10 KJ1aBULI YIIPaBNeHUA KYPCOPOM.

e [N BXOAA B PEXWUM PACIIMPEHUA 06/1acTW BhIAENEHUA HAKMUTE Knasuuy <F8>
(B cTpoKe coCTOAHUA MOABUTCA coobuerHune PacLUMpUTb BbigENEHHbIM GparMeHT),
a 3aTeM C IOMOIbLI0 KaBULI YIpPaBlleHUA KYPCOPOM IEPEMECTUTe TabNUVHLINA
KYpCop, BhIENAA AuanasoH. YTo6bl BepHYTb KNABWUUIU YIIPABIEHUS KYPCOPOM
B HODMaJbHbI PEXUM, CHOBA HAXXMWUTe KnaBuuy <F8>.

e Bepure ajpec AYeNKU WU AWama3oHa fvyeek B moje MM W HOXMUTE KilaBuUly
<Enter>. Excel BEZENUT YKa3aHHYIO AUYEWKY UIN ANATIa30H fUeekK.

e Buibepute KomaHzy [MaBHas= PepakTuposaHue= Haiitu n Bbigenutb=lepeitn (win
HaxmuTe knasuwy <F5>) u BBELUTe BPYYHYIO aZjpec Auama3oHa B LUAJLOTOBOM
okHe [lNepexon. [Tocne menuka Ha kHomke OK mporpamMma BHIAENUT AYENKU YKa-
3aHHOTO JuanasoHa.

CoBer

Bo Bpems BbleneHusi aAMana3oHa, CoAepHallero 6onee 4em oaHy sueviky, Excel otobpamaeT Ko-
JINYEeCTBO BbIGPAHHLIX BaMM CTPOK M CTON6LOB B none MMs (KOTopoe Haxoautcs CieBa B CTPOKe
dopmyn). Koraga Bbl 3aBeplumnTe NPOLECC BbiAeNeHUs AMana3oHa sueekK, B none Mma otobpasutcs
aApec aKTMBHOM AYENKH.

BbigeneHune CTPOK U CTONOLOB LLETNKOM

Hnorpa HYXHO BHAEAUTL BECH CTONOEL, UK BCIO CTPOKY. Hampumep, BE X0TUTE Npu-
MEHWUTb OFVH U TOT e UUCI0BOW (HOPMAT WIN OAUHAKOBOE BHIPABHUBAHUE KO BCEMY
cTon61Y MK KO BCeil cTpoke. CylecTByeT HECKOJLKO CIIOCO60B CLeNaTh 3TO.

e Yro6bI BLIOPATbL TOJBLKO ONHY CTPOKY WU CTONGEl, 1eNKHUTEe Ha HOMEpe CTPOKU
Wiv Ha GyKBe cTonbua.

e Yro6n BHIOpATb HECKONLKO HECMEKHBIX CTPOK U CTONO110B, HAXMUTE KJlaBULIY
<Ctrl> u, yoepxuBas ee, menKHUTe Ha 3ar0J10BKAX HYXHBIX CTPOK WU CTONOL0B.

e Haxmure xombunauuio knasum <Ctrl+mpoben> — wu 6yner BhiAeneH cronbeu,
COZEPXalN aKTUBHY0 AYENKY (MW CTONOUbI, COZepXKalme BhIAENEHHLIN Ana-
nas3oH Aveek). YTo6bl BLIOPATL BCIO TEKYLLYIO CTPOKY (MU CTPOKU, COLEpPKaumne
BbIJieJIeHHbIe AYeKN), HAXMUTe KoMOMHauuio knasuu <Shift+mpobens.

Coer )

[ns Toro 4to6bl BLIGPATh BCE AYENKM paboyero AncTa, HakMuTe KOMOMHaUUID KnaBui <Ctrl+A>,

Ecnn aKkTMBHasA fveiika HaxoauTCA BHYTPU BbIOGPAHHOMO AManasoHa, 4Tobbl BbIOPaTh BCE AYEMKM

paboyero nMcTa, NoTpebyeTca HaxaTb KoMOKUHaL Mo KnaBui <Ctrl+A> ewle pa3. Takxe ans BbI6opa

BCEX A4YEEK MOMHO LENKHYTb Ha NEPECEYEHNMN 3arof0BKOB CTPOK U CTONOLOB (Ha TPEYroibHHUKE,
_PaCNoNOKEHHOM B JIEBOM BEPXHEM yry TabauLbl).
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Bbi6op HECMEMXHbIX ManasoHoOB

B 60nbIIMHCTBE CIyYaeB BLIOMpPAEMbIe BAMW AUATIA30HEL OYAYT CMEXHbIMU, WIN Henpe-
PbIBHBIMU, T.e. OYAYT MPEACTaBAATb CO00I CIUIOWIHbIE MTPAMOYTONbHUKU Aveek. 0pHaKo
Excel mo3Bonsier Takxke paboTaTb C HECMEXHbIMU AUaria3oHaMu. Takoii AnamnasoH COCTOUT
13 IBYX UK 60Jle€e MATa30HOB (1160 OUHOYHBIX IUEEK), KOTOPLIE He 0653aTeNbHO AOTLK-
Hbl OBITH PACTIOJIONKEHB! PAOM OfHA C APYroit. Eciu BaM HYXKHO, HalmpuMep, OLUHAKOBO
0T(hOpPMaTUPOBATb AYEKU B PA3NIUYHLIX 0671acTAX paboyeit TabanLLL, TO OAUH U3 CITOCO-
00B — BHIOpAThL HECMEXHLIA Anamna3oH. Korpa Bhl BhiGepeTe Bce HYKHbIE AUYEUKU U fUa-
ITa30HbI, YKa3aHHbIE aTPUOYTH GopMaTUPOBaHUA OYAYT MPUMEHEHH! KO BCEM BHIIEIEHHBIM
AueitkaM. Ha puc. 4.2 mokasaH BbILENEHHLI HECMEXHEIA Anana3oH paboyero UCTa, Co-
CTOAIMMWIA U3 YeThIpex yacTei. ITo auanasonst A4:A12, B3:D3, D16:D18 u F3.

A B C D E F G
1 |MTOrM no pervoHam
2
2 | Cesep Hor 3anap,
4 |AHBapb 97 95 75 267
5 |despant 88 89 77 254
6 |Mapt 82 91 80 253
7 |Anpeno 86 79 75 240
& |Ma#n 74 97 a8 259
9 |MioHb 73 80 91 244
10 |Monb 70 92 73 235
11 |ABrycT 77 70 80 227
12 |CeHTAbpe 99 99 84 282
13
14
115
16 AuBapb-mapTt
17 Anpenst-HioHb
18 Hionb-ceHTADpD
19

Puc. 4.2. B nporpamme Excel MOXHO BbIGUpaTh HECMEXKHbIE AnanasoHbl

BuiOpaTh HeCMeXHble [UATAa30Hbl MOXHO TEMU e CII0co6aMu, UTO U Ipu BhiGOpe
LVaTa30HOB CMEXHBIX AYEeK, HO C HeOONbIUIUMU OTANIUAMU. BMecTo TOrO 4TO6H Ipo-
CTO WENIKaTh W ITEPETACKUBATb YKa3aTelb MUY, TPU BHIOOPE HECMEXHEIX AUATIa30HOB
LenaiiTe TO Xe caMoe, yIepxuBasa Haxaron knasuury <Ctrl>. Ecnv gpnanasoHst Bbigens-
10TCAA C UCITOIb30BAaHUEM KJIaBULI YIIPABJIEHUA KYPCOPOM, TO, BHIOPAB OAUH AMANA30H
(ncmonb3ys knasuury <F8> unu <Shift>), naxmure kombuHaumio knasuw <Shift+F8>,
4yTOOHI BHIOPATD ellje OAMH UaIa3oH, He OTMEHAA IIPU 3TOM BbI6OPA IpeAbIAyLero (Ipo-
rpamMma nepeuser B pexum [l06aBUTb UM UCKIIOYUTb U3 BLILENIEHHOMO, 0 YeM MOABUTCA
COOTBETCTBYIOlEe COOOWEHNEe B CTPOKE COCTOAHUA). Ecnu Bl BBOAUTE ajpeca Auama-
30HOB BpPYyYHYW (B Aueitke Mg wnu B okHe epexom), To mpocTo paspenaiTe aapeca
HEeCMEXHbIX JUANa30HOB TOYKOM C 3aMATON (TOYHee, CUMBOJIOM-PA3ZeNnTeNeM s CIiv-
CKOB, 33[JaHHbIM B PETMOHAJIbHBIX HACTPOWKAX ITAHeNW YIIPaBleHUsA BALIEr0 KOMITbIOTe-
pa). Hampumep, ecnu BBectu A1:A10; C5:C6, Ha pabouem nucre OYAYT BhiZeneHs ABa
HECMeXHbIX Iuamna3oHa.
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Ha 3amETHY

HecmexHbIA fMana3oH no CBOMCTBaM M cnocobam paboThl C HAM OTAWYAETCS OT CMEKHOIo Auna-
nasoHa. Tak, And nepeMeLeHns Win KONMMPOBaHWUA JaHHbIX U3 HECMEXHOMO AMana3oHa Hesb3s
kv|cnonb3013aTb METOA “nepeTaLLuTb 1 ONyCTUTL”, KOTOPLIN BYLET ONUCAH HUKE.

BbigeneHve gnana3oHOB Ha pasHbIX IMCTaxX

[ToMUMO ABYXMEPHBIX IUAMA30HOB, HAXOAAWMNXCA Ha OLHOM U TOM e paboyeM NUCTe,
MIOHATUE AMATa30Ha MOXET ObITh PACIINPEHO Ha HECKOJIbKO pabOUUX IUCTOB, UTO fieNlaeT
TaKue ANaNa30Hbl TPEXMEPHLIMU.

Domyctum, y Bac ecTh pabovasn KHUTa, TpefiHasHavyeHHas s yYeTa PacXof0B BalIero
npeanpuaTus. 06LIYHO /s KaXKAOTo OTAeNa WCITONb3yeTcs cBOW pabouwii nuct. Takoit
TIOZX07, TI03BOJLAET YIIPOCTUTb OPTraHU3aLNI0 JaHHBIX: YTOO TPOCMOTPeTh UHbOpPMaLnio
10 KOHKPETHOMY IIOApa3zeNeHu1o, LOCTAaTOYHO WEeNKHYTL Ha HYXHOM APJILIYKE JIUCTA.

Ha puc. 4.3 mokasaxa pabouas KHUra, COCTOAIAA U3 YeTHipex nucToBs: Mtorm, Peknama,
MapkeTuHr n NpousBOACTBO. ITW NIUCTHL UMEIOT UAEHTUYHYI0 CTPYKTYPY. EAnHCcTBEHHOE
pasnuuue 3aknovaeTca B 3HaueHUAX. JIuct UTOrM copepxut GOpMymnLL, BHYUCAAOLINE
CYMMY COOTBETCTBYIOLUX 3]IeMEHTOB PAO0OYMX IUCTOB C AAHHLIMU IT0 TPEM ITOApPA3AETIe-
HUAM KOMITaHUW.

A B € D E F G H -
1 |Pacxogpl
2 =l
3 Ke.1 Ke. 2 Ke. 3 Ke. 4 Bcero 3a rog
4 3apnnarta 128 500 128 500 128 500 132 500 518 000
5 |AMpOBOYHDIE 18 500 19425 20 396 21416 79737
6 | MaTtepuans 16 000 16 800 17 640 18522 68 962
7 Apenga 23 000 23 000 23 000 23 000 92 000
8 HToro 186 000 187 725 189 536 195438 758 699
2
10
11 | _I
12
13
14
15 |
16 -
| Wtorn Pexknama MapkeTiHr | MNpouzeoacreo | ({-) 4 »
rotoso & H m - 1 + 100%

Puc. 4.3. Mpumep paboyei KHUIM C HECKONbKUMU ULEHTUYHBIMU
Nno opraH1sauun pabounmMu auctamu

[”]D 3Ty paboyylo KHATY MOXHO HalTh B daine budget.x1sx Ha Be6-CailTe KHUTU www .
wiley.com/go/excel2019bible. [N PYCCKOA3BIYHOMO U34aHWA KHUIW Gain Ha-
3biBaetca Pic04 03.xlsx.

[Ipeanonoxum, Ham He06X0AUMO IIPUMEHNTb POPMATUPOBAHUE KO BCEM JIUCTAM, Ha-
IIPUMED BHILENWUTD MONYKUPHHIM LIPUGTOM 3aTOJI0BKU U YCTAHOBUTD 3aNUBKY HOHOBLIM
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1BeTOM. MOXHO, KOHEYHO, 0THOPMATUPOBATh TABNNLEL KAXKL0T0 Pab0yero 1UCTa OTAeNb-
HO, HO 3TOT MeToz Mano3ddexTuser. Topaszo ayylle B 3TOM C/ly4Yae BbIOPATh MHOTOIUC-
TOBO AMamnasoH (T.e. [uanasoH, COCTOALMN U3 ANATIA30HOB, PACIIONIOXKEHHLIX Ha Pa3HbIX
pabouux nucrax) v 0TGOpPMaTUPOBATH AYEIKN HA BCEX INCTaX cpa3y. OmuuieM noapo6Ho
Ipolecc 0OfHOBpEMeHHOro GOpMaTUPOBAHUA AYeeK U3 HECKONbKUX INCTOB Ha IIpUMepe
paboueit KHUI'W, TOKa3aHHOMN Ha puc. 4.3.

1. AKTMBU3UpYNTe pabounit nuct UToru, menkHys Ha ero spabike.
2. Boipenure guamasox B3:F3, copepxamuii 3aronosku.

3. Haxmure knasuury <Shift> n menkHure Ha ApAbIKE UCTA, KOTOPLIN Ha3bIBa-
erca MpounsBoacTBo. B pesynbrate 6yOyT BHIOpPAaHbL BCE IUCTHL MEXIY aKTUBU-
3UPOBAHHLIM pabouum nucrom UTOMM 1 TeM, Ha APJLIKE KOTOPOTO Bl EAKHYIH,
T.e. [1pOM3BOACTBO. B CymHOCTW, BB MOAYYWIU TPEXMEPHLIN LUAIA30H AveeK
(puc. 4.4). Korpa Buimontsercs BHAENEHNE Ha HECKObKUX IUCTAX, B CTPOKE 3a-
rOJI0BKAa OKHA COOTBETCTBYlOLlEN paboyeit KHUI'M TOABAAETCA Haamuch [[pynna].
Jro CJIYyXXUT BaM HAITOMUHAHUEM O TOM, YTO BHI BbI6pa11Vl rpynmny aAncros U 4To
aKTUBU3UPOBAH PEXUM PEeAAKTUPOBAHNA TPYIIITHL.

A B C D E F G H 1 -
1 Ofwue pacxogpl
2
3 Ke. 1 Ke. 2 Ke. 3 Ke.4 Bcero3a ro,nl
4 3apnnata 286 500 286 500 286500 290500 1150 000
5  KomauguposouHblie 40 500 425325 44651 46 884 174 560
6 MaTtepuansb 59 500 62475 65 599 68 879 256453
T Apenna 144 000 144 000 144000 144 000 576 000
3 WToro 530 500 535500 540750 550 263 2157013
]
10
1
12
13
14
15
16 -
| Wrorn | Pexnama | MapueTuHr | MpouzeoacTEO | @ 4 »
fotoso B Konnuecrso: 5 HH - ] + 100%

Puc. 4.4. Excel B pexnme rpynnoBoro peAakTMpoBaHus: BbleNeH TPEXMEPHbIA AnanasoH,
BKOYAIOWMM SYEMKM Ha HECKONBbKUX Paboumnx INCTax

4, Buibepute komanpy MnaeHas=LlUpudT=TMonyXupHblil, a 3aTem eme ofHy KO-
maHpy — MaesHas~ WpundT=LUBeT 3anueku. B pesynbraTe Ko BCeM BbIeNeHHEIM
Aveiikam OYLYT IIpUMEHEHH IONYKUPHOE HauepTaHWe U 1iBeTHas 3anuBka GoHa.

5. IlenkHuTe Ha N106OM APALIKE NIUCTA, OTAUYHOM OT nucta MTorn. 3to mpusezner
K BHIOOPY COOTBETCTBYIOIETO JIUCTA U OTMEHE IPYIIIOBOTO PEXUMA PelaKTUPOBa-
Hus. [Ipu aTom Hapgnucs [[pynnaj] ucuesHeT U3 CTPOKU 3aro0BKa.

Korp,a JIUCTHL CTPYIIIINPOBAHDI, nobbie U3MEHEHUA, BHECEHHbLIE HA OHOM JINCTE, aBTO-
MaTU4eCKn 0To6pa>1<a10Tca BO BCEX OCTaJIbHbIX CI'PYIIIIUPOBAHHLIX JINCTAX. JToT pexum
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MOXHO BHITOLHO UCITOAb30BATh IIPU HEOOXOAUMOCTU CTPYNIIMPOBATL WAEHTUYHLIE Pa-
60Ymne NUCTHL, TaK Kak N106as BBOAUMAA BaMU HAfIIUCh, laHHbE, HOPMATUPOBaHUE WU
(bopMynbl aBTOMATUYECKW B06ABNAIOTCA K TEM e AdeilkaM Ccpa3y BO BCeX CIPYIIIUPO-
BaHHHIX PabOUNX IUCTAX.

Ha 3amETHY

B pexnme peaakTMpoBaHUA rpynnbl HEKOTOPbIE JIEHTOYHbIE KOMaHAbl CTAaHOBATCA 3aTEHEHHbLIMHU,
T.€. HeOCTYNHbIMKA. Hanpumep, B 3TOM pexume Hesb3si NpeobpasoBath BblAENEHHbIM Anana3oH
B Tab/1LYy, NOCKONbKY GYAET HeAOCTYNHa KoMaHaa BeTtaBka= Tabnmupl= Tabnmua.

B obumem cnyyae BbI60OpP MHOTOUCTOBOIO Uana3oHa — 3TO IIPOCTOi IIPOLlecc, COCTO-
AWMWIA U3 BYX 3TAIIOB: BLIAENEHUA ANaNa30Ha Ha OAHOM JIUCTE U MOCEAYIOWET0 BEOOPa
pabounx NUCTOB AN UX BKIIOYEHWUS B MHOTOIUCTOBOW Auama3oH. Haxmure knasuury
<Shift>, 4yTo6bI BLIGPATh IPYNITY COCENHUX PA6OUUX IUCTOB, MU HAKMUTE U YIEPKUBAN-
Te Knasuury <Ctrl>, uTo6s1 BLIOpaTh paboune nucTs mo oTgensHocT. Ecnu Bee paboune
JIUCTHL B KHUT€ UMEIOT Pa3Hyl0 CTPYKTYPY, MPONMYCTUTE Te U3 HUX, KOTOPLIE HE HYXHO
(opMaTupoBars. B 11060M cnyyae ApALIKU BHIOPAHHLIX IUCTOB U3MEHAT CBOM 1BET (CTa-
HYT CBETJILIMU), @ B CTPOKE 3arojl0BKa MOABUTCA Hagmucs [[pynna).

CoBer )

Y1066l BbIOPATL BCE paboyMe JUCTDI, WENKHWUTE NPaBOM KHOMKOM MbIlWX Ha J060M ApAbIKe McTa
(1 B NOABUBLIEMCSA KOHTEKCTHOM MeH0 Bbl6epUTE KOMaHLY BblaenuTb BCE NIUCTHI.

BHUMAHKE! )
MomHuTe, 4TO, KOrAa Paboyme NUCTLI CrPYNNUPOBaHbI, Bbl BHOCHUTE B HUX U3MEHEHUS, KOTOPbLIE BaM
OyayT He BUAHbI. [oaToMy, Npexae 4em 06beanHATL IMCTbI B rpynny, yoeautecb B TOM, 4TO Bbl XOPO-
IO NpefCcTaBnseTe, KakMe MMEHHO U3MEHEHWs ByayT CAenaHbl U Kak 3T0 0TPa3UTCs Ha BCEX JICTaX,
KOTOpble NpeanosiaraeTca BKIYUTbL B 3Ty rpynny. A Koraa 3agaHue 6yLeT BblNOJHEHO, He 3abyabTe
pasrpynnupoBath AUCTh. He caenaB 3Toro, Bbl MOXETE Nepe3anncatb COAEPHMMOe SYEEK Ha BCEX
JIUCTaXx, eC/IM HAaYHETE BBOAUTb HA aKTUBHOM JINCTE AaHHbIE, KOFAa PEXMUM rpynnMpoBaHUs MCTOB
_BLUE HE OTMEHEH.

BbigeneHue aueek onpeneneHHoro tuna

Excel mpenocTaBnseT TakKe BO3MOXHOCTb BLIOOPA B paboueil KHUTe WU B BHITENEH-
HOM JMamna3oHe ayeek 0cobbx Tumos. Hampumep, 4acTo BO3HUKAET HE06XOAUMOCTD BbI-
LeNNTb AYeiKY, cofepxalme GopMysr, 1160 AYEKY, OT COAEPKUMOTO KOTOPHIX 3aBUCUT
tbopmyna B janHoi fAueiike. Excel mpefocTaBnser mpocToe CpeLCTBO JI0KANN30BATh TAKUE
U Inopo6Hbie UM fueiiku. [Ins 3Toro BLibepuTe KoMmaHay MasHas= PepaktuporaHue=Haitu
W BbIAENUTL= BbiaennTb rpynny S4eeK — 1 0TKPOeTCs AUanorosoe okHo Bulaenuts rpynny
flueek, mpeicTaBleHHOe Ha pUC. 4.5.



120

Yactb |. BBogHbIN Kype

Belaenute rpynny aueex

Buigenuts

() KOHCTaHTHI
O popmyne

4Yynona

TekcT
NOTHYECKNE
OWKHBEN

O nycreie aueiikm

O TEKYLYK 06nacTE

() Texyumii maccus

O OTANHKA NO (TpOKaM
(O oTnuuma no cronBuam
O snmawme aueiikn
() saeucumbie Aueiikn

TONBKD HEMOCPEACTEEHHD

Ha BCEX YPOBHAX
) nocnearow aueiiky

() TonbKo BMgMMBLE AYEiKI

(O yenosHsie dopmate

(O nposepka gaHHbx

) oEBekTH BCEX

3THX Ke

onuena

Puc. 4.5. lnanorosoe okHo Bbigenuts rpynny sueek
NO3BONISIET BbIOPATL 0COOLIE TUMbI AYEEK

ITocne TOro Kak Bb BHIGEPETE B ITOM ANAIOTOBOM OKHe HYXHYI0 omuumio, Excel Buize-
JINT COOTBETCTBYIOLEE [IOAMHOXECTBO AYeeK B AUAIA30HE, BHIOPAHHOM B TEKYIINIA MO-
MeHT. Kak mpaBuiio, B pe3ybTaTe BHAENAETCA HECMEXHBIN Auana3oH. Ecnv xe He byner
HaiileHo HU OAHOW MOAXOAALLel AYENKY, IPOrpaMMa COOBLNUT BaM 06 3TOM.

CoBer

Ecav npu BbI30BE AMAN0roBOro OKHa Bbigenutb rpynny sueek BolopaHa ToNbKo 0fHa fuelika, Excel
BbIAENUT AYENKM BO BCEM MCNOAb3YEMOI 06nacT paboyero ncTa. B npotMBHOM ciyyae BbIGOpKa
OCHOBbIBAETCS Ha BbIOPAHHOM nana3oHe.

B Tabn. 4.1 mpuBeneHO KpaTKoe OMUCAHWE OIIUUI [UAJI0T0BOTO OKHA Bigenuts rpynmny

fiyeek.

Ta6nuua 4.1. Onuunun cneumnanbHbiX TUNOB BblAeNEHUA

Onuus HasHauyeHue

Mpymedanus BblaensieT ToMbKO Te I4ENKKM, KOTOPbIE COAepHaT NPUMeYaHus

KOHCTaHTHI BblgensieT Bce HenycTble A4eiku, He coaepalimne dopmyn. ins Bbibopa TMNOB
BH/II0YaEMbIX AYeeK 6e3 Gopmyn BOCNONL3YMTECH MyHKTaMW napameTpa GopMybl

dopmynel Bbiaenser a4enku, conepalme dopmynbl. MoxHo elie 6onee cy3uTb 3aaavy,
BbIOpaB TMN pe3ynbrata, KOTOPbIM faeT Gopmyna: YUCAO, TEKCT, NOrMYecKoe
3HayeHue (MICTVHA unun JIOXb) Mb0 olwmnbKa

Myctole queiikn  BbigensieT nycTble sueiku. Ecnv Bo BpeMs 0To6paKeH|s AMaioroBoro oKHa
BblOpaHa 0fHa 13 fYeeK, 3TOT NapaMeTp 3a4aeT MycTble SHENKU B UCMOb30BAHHOM
o6nactv paboyero mcta

TekylLyto 06nacTb  Bblaenser npaMOoyroibHbIA A1anasoH A4eeK BOKPYr aKTUBHOIM a4eiku. MpaHuua

3TOr0 AManasoHa onpeaenseTcs OKPYHaoWnMm NyCcTbiMU CTPOKaMM M CTONBLAMM.
A BblAENEHNS TEKYLLEN 06/1aCTU MOKHO TaKKe HamaTb KOMOMHALMIO KiaBuLl
<Ctrl+Shift+*>
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OKoHyaHue Tabn. 4.1

Onuus Ha3HaueHue

Texywwit maccuB  BeibrpaeT MaceuB Lenvkom. O MaccuBax pedb noiaet B mase 18, “ToxsTue
0 bopmynax Maccusos”

ObbexThl Bbi6rpaeT Bce rpaduyeckme 06beKTbl paboyero KCTa, BRIKYasA auarpaMmmbl
U rpadury

Ommnuns AHanunaupyeT Bbl6paHHOE MHOKECTBO A4eeK M BbIOMPAET Te, KOTOPble OTMYaloTCA

Mo CTpokam OT APYrvX B Kaxa0v CTPOKe

Otnums AHanusunpyet BbI6paHHOE MHOXECTBO AYEEK U BLIOMPAET Te, KOTOPbIE OTAUYAOTCA

no ctonbuam OT APYIvX B KaxaoMm cTonbue

Bausiowme BblaensieT A4eiku, Ha KoTopble eCTb CCbIKM B GOpMYnaXx, PacrnoNoHeHHbIX

suelikn B @KTMBHOM WK B BbIOPaHHbIX A4erKax. MoXHO BblbpaTb WK HENOCPEACTBEHHO
BUSIOLLME AYEMKKM, UK BAKSIOLLME AYENKKM 110600 ypoBHS. MoapobHee 06 3ToM
MOIKHO Yy3HaTb B maBe 19, “lo1cK 1 ncnpaeneHne oWn60oK”

3aBncHUMbIe Bbigenser a4enku ¢ Gopmynamu, B KOTOPbIX €CTb CCbUIKM Ha aKTUBHYHO SYEWKY

fuyenku UM BbiGpaHHble a4eiiknu. MOKHO BbIGpaTh MM HENOCPEACTBEHHO 3aBUCUMbIE
SYENKK, UK 3aBUCUMbIE SIYEHKKM N060ro ypoBHs. MoapobHee 06 3ToM peyb nonaet
B mase 19

MocnepHioo BblgensieT HUKHIOW NpaByto AYeiKy paboyero N1cTa, KOTopas COAEPHUT AaHHbIE

fyenky UM atpnobyThl HopmMaTMpoBaHms. MpK aKTMBMU3aLMM 3TOMO NapameTpa NpoBepseTcs
BECb paboymii INCT, AaKe eCNv BO BPEMS OTOOPAMKEHNS A1anoroBoro OKHa 6bin
BblOpaH AManasoH fYeek

Tonbko BUOUMBIE  BbiensieT ToNbKO BUAMMbIE IYEHKM U3 BbIOPAHHOTO MHOXECTBA. 3Ta Onuus

S4elikn nonesHa ansa pabotbl CO CTPYKTYPaMu UK CO CMIMCKOM, K KOTOPOMY NPUMEHEH
aBToOUNLTP

YcnosHble BblaensieT Aueiku, K KOTopbIM NPUMEHEHO YCN0BHOE hopmaTMpoBaHue (C

dopmarsl nomolLbto KomaHapl MMasHas= Ctunn=YcnoeHoe GpopmartmposaHme). Onuus
Bcex BbiGMpaeT Bce Takue suerikn. Onums STUX XKE BbIGUPAET TONbKO Te SYEKK,
KOTOPbIE MMEKOT TAKOE e YCA0BHOE HOPMaTUPOBAHHE, KaK W aKTUBHbIE SYENKN

MpoBsepka BblaensieT Aueviku, 4ns KOTopbiX NPOBEPSETCA AONYCTUMOCTb AaHHBIX (3aAaHHas

JAHHbIX ¢ NomolLLbto KoMaHabl laHHele=PaboTa ¢ gaHHeIMU= TpoBepka AaHHbIX). Mpw
BblOOpE nepektoyatens Bee 6yayT BblAeneHsl BCe Takue suevku. Mpu Boibope
ONUMK STUXXKE BbIAENSIOTCA TONBKO Te AYEHKM, ANs KOTOPbIX YCTAHOB/EHBI T€ e
npaBwuia NPOBEPKM A0NYCTUMOCTU AHHbIX, YTO U A1 aKTUBHOW SYEVKN

CoBer )

Mpu BLIGOPE B AMANOrOBOM OKHE BblAGNUTBL rpynmny SYeeK HEKOTOPbIX ONLUIA NPEeAOCTaBNAETCA BO3-
MOMHOCTb YTO4HUTb CAeNaHHbIN BbIGOP. Hanpumep, npu Beibope onuun KOHCTaHTHI Takxe 6yayT Ao-
CTYNHbI GNa¥KKM, PacnonoKeHHble Nog onuueit PopMynbl. AHaNOMMYHBIM 06Pa30M JONONHUTENbHbIE
Bapu1aHTbl, pacnonaralolmecs nog onuusamm 3aBUcUmble s4erikv 1 INpoBepka AaHHbIX, TPUMEHUMbI
_Take npu BblbOpe onuui Bausiowme aueiiku 1 YcnoBHele GOpMaThl COOTBETCTBEHHO.
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BbigeneHune Ayeek ¢ UCNoNb30BaHMEM GYHKLMM NOUCKA

Eme opHUM CpencTBOM BHIfiENIeHUA AUeek ABNAETCA KoMaHza [MaBHas~ PenakTupoea-
Hue=Haiitn n BeigenuTb=Haiitn (win kombutaums knasuu <Ctrl+F>). Ilocne ee Bri6opa
OTKPOETCA NaNoroBoe 0KHO HalT M 3aMEHWTb, ToKa3aHHoe Ha pUc. 4.6. Acmonb3ya 3To
OKHO, MOXXHO BHIIENIATL AYEKU [0 UX copepxumomy. Ha pucyHke Taxxe mokasaHsl fo-
IIOJIHUTEJIbHLIE OITIIUU OKHa, KOTOPbIE TOABAIOTCA IIOCIE le/1YKa Ha KHOTKe [MapameTpbl.

Haiitit 1 3amennts 7 X
Haiitn  3amenuTs
HaiTu: | ~ DOPMaT He 334aH POpMaT..
Wekats: Ha AncTe +| O yuureisate perncrp
[] Aueiika uennkom
MNpoCMaTpWEaTE: | MO CTPOKAM |
OBNacTe NoKCKa: | GopMynsl ~ NapameTpbl < <
Haiitn Bre Haittu ganee 3akpuTh

Puc. 4.6. [lnanorosoe okHO HainT 1 3aMeHnTb

B mone HaiTv BBeaUTE UCKOMBIN TEKCT UAU 3HAYEHUE U HENKHUTE Ha KHOmKe Haltu
BCE. B pesynbraTe BHWU3Y ANAIOTOBOTO OKHA MMOABATCA CChUIKW Ha AYeiKu, KOTOpbIE YAO0B-
JIETBOPAIOT KPUTEPWIO TIouCKa. Hampumep, Ha puc. 4.7 IOKas3aH pe3y/bTaT IIOUCKA AUeeK,
B KOTOPHIX COMIEPUTCA CN10BO MapT. [l[enkHuTe B ClincKe Ha OQHO U3 HAWIEHHBIX AYEEK,
" 3Ta AvYeiKa 6yneT BoifeeHa Ha paboyeM nucre. YToObl BHIAENUTL BCE AYENKY, KOTOPLIE
HAXOJATCA B CITUCKE, BLIAEAUTE ONHY U3 HUX U HAKMUTE KOMOUHAUMIO Knasuur <Ctrl+A>.

Haiitin n 3ameHunTs ? X
HaiiTn  3ameHuTs
Haitu: mapT ~| | ®opmar He 3asaH GopmaT... -
Mckate: Ha ancTe ~ D YuuThIEaTE perncTp

[ Aueiika uennkom
MpocMmaTpyBaTE: | MO CTonBUaM |~

OBNacTb NOWCKE: | 3HAYEHMA o NapameTpel <<

Haiiti BCce Haittn ganee 3aKpuTe

Knwra Nucr HMma Aveiika 3Ha4eHne DopmMyna

1 mapta 2013 r.

picd_06xlsx  JaHHbie SAS45 2 mapTa 20131,
picd_06xlsx  JaHHeie SAS46 3 mapTa 2013 .
picd_06xlsx  JaHHbie SAS4T 6 mapTa 2013 1.
pic04_06.xlsx  JdaHHbie SAS43 7 mapTa 2013 .
pic04_06.xlsx  [JaHHble SAS49 & mapTa 2013 . ¥

69 AYeek HallgeHo

Puc. 4.7. lnanoroBoe 0kHO HaiTi 1 3aMeHUTb C pesynsratamu NoucKa
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Ha 3amETHY

O6paTnTe BHUMaHKE Ha TO, YTO B OKHO paboye KHUMM MOXHO NepexoauTb, He 3aKpbiBas AManoro-
kBoe OKHO Haiitu n 3ameHuTb.

Iuanorosoe oxxHo HaiiTu 1 3amMeHWUTb mopfep)uUBaeT PaboTy C ABYMs I'PYIIIOBLIMU
CUMBOJ1aMMU.
? COOTBETCTBYET OAHOMY JI0GOMY CHMBOJTY

* CoOTBETCTBYET I0OOMY KOMYECTBY /IL06ObIX CUMBOJIOB

['pymmoBble CUMBOJLL MOTYT TaKKe paboTaTh CO 3HAUEHUAMU, €C/IN YCTaHOBNEH (na-
KoK fyeiika LenMkoM. Hampumep, MOUCK 3HayeHUA 3* HacT BCe AYENKW, COLepXKauue
3HaYeHUs, HauuHaommecs ¢ undpst 3. Ilouck sHavyennsa 1?9 mo3BonseT BHIOpPATb BCe
TPEXCUMBOJbHLIE 3HAYEHUSA, HauuHatomuecs ¢ 1 v 3akanuusatomuecs uudpon 9. Iouck
3HayeHus *00 faer BCe AYENKY, 3HAYEHUA B KOTOPHIX UMEIOT HA KOHILE [Ba HYJIA.

CoBer )

anI NMOUCKE CaMOro 3Haka BOMpPOCa WKW 3BE3[A04YKW NpeaBapute MCKOMbIA CMMBOJI CMMBOJIOM
™nbabl (~). Hanpumep, cnefytowas CTpoOKa NoMcKa npeaHasHaveHa ans nomcka ctpokn *NONE*;
~*NONE~*

kEcnw BaM He06X0AMMO HaiTW caM CUMBON TUNbbI, BOCMO/b3YHTECH ABYMS CUMBONAMM TUNbAbI.

Ecnu co3paercs BneyaTieHue, YTo OUCK paboTaeT He COBCEM KOPPEKTHO, IIPOBEPLTE
clefyloumme Tpu omunn (KOTOPbIE MHOTAA MOT'YT BCE U3MEHUTD).

VuyurbiBatbh peructp. Ecnin ycTaHoBieH 3TOT (GnaOK, PETUCTP TEKCTa LOJLKEH CO-
BITaAATb ITOJIHOCTbL1O. Hanpmmep, CTPOKa IIOUCKa MapT He ITI03BONUT HANTU 3HaYeHune
Mapr.

flueitka uenukom. IIpu ycraHoBKe 3TOTO (1aXKa COOTBETCTBUE OYAET HallleHO B TOM
CI1yYae, eCU AUenKa COLEPHKUT TOJILKO TO, YTO COZLEPIKUTCA B CTPOKE ITOUCKA (M HUYe-
ro 6onbure). Hampumep, monck 3HaueHus Excel He MO3BONUT HAUTU A4EKY, COLep-
wawyto 3Hauenue Microsoft Excel. [Ipu ucronb3oBaHUM IPYIIIOBLIX CUMBOJIOB TOUHOE
COOTBETCTBUE He TpebyeTcs.

O6nacrb moucka. B 3ToM packpniBaomeMcs CIUCKe COpepKarcsa Tpu omuun: Pop-
mynbl, 3HayeHuns w Mpumeuanus. IIpu Bui6ope 3Havenua POPMyNbl B Xoze mouc-
Ka OYIYT aHaIU3UPOBATLCA TOJIbKO TEKCTOBbIE 3HAYEHWs, TPELCTaBasilomue cob-
CTBEHHO (OPMYyNy, WU COLEPHUMOE fiveeK, B KOTOPLX HeT ¢dopmyn. Ecan BhI-
6paHa omuus 3HAYEHMUS, TTIOUCK MIPOBOAUTCA B COLEPHKUMOM fvyeek Ge3 Gopmyn
W pe3yibTarax, CreHepUpOBaHHLIX (OPMyaMU, HO HE B CAMOM TeKcTe (QOpPMYyIl.
Hampumep, ecnau Bei6pana omuiua GopMynbl, mouck ¢ aprymentoM 900 He M0O3BO-
JUT BLIOpPATb AYenKy, copepxamyio sHavenune 900, ecnn 370 3HaYeHUe creHepu-
POBAHO C ITOMOWbI0 GOPMYILLL.
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KonupoBaHue 1 nepemelleHue JManasoHoB

Konvposatue u mepemenieHne COREPHKUMOro AUeNKU (A4eeK) — 0ueHb pacIpoCcTpa-
HeHHas omepauus mpu pabore ¢ 31eKTPOHHLIMU Tabnuuamu. B Excel cymectByer He-
CKOJIbKO BAapVMaHTOB 3TOW OIEPaUUMN.

e KomuposaHue copepKUMOTro SUeNKU B IPYTYI0 AUENKY.

e KomuposaHue copepXuMoro adeiku B AuamnasoH adeek. [Ipu sTom copepxumoe
UCXOLHON AYENKU KOIUPYETCA B KAXAYI0 AUYEeNKY COOTBETCTBYIOLEr0 ANara3oHa.

e KomnpoBaHue comepnMOro Anarna3oHa B Apyroi AuamnasoH.
e [lepeMenieHne COAEPKUMOTO AUana3oHa B APYToii AUaa3oH.
Mexny KomupoBaHWEM U IIepeMellleHUeM CYLeCTBYeT HeOOoblIoe Pasnnine, 3akio-

yaroleecs B BO3[ENCTBUU 3TUX OTlepaluii Ha UCXOAHLIN [namna3oH. IIpn Komuposanun
UCXOAHBIN AMATIa30H He U3MEHAETCS, a IPU NIepeMELleHUM eT0 COEPKUMOEe YAANAETCA.

~

Ha 3amETHY

Mp1 KOMMPOBAHUM AYENKU OBLIYHO MPOUCXOAUT KOMUPOBAHUE €€ COAEPHUMOrO, MPUMEHEHHBIX
K Hell aTpu6yToB GOPMATUPOBAHHS (BKIKOYAs YCIOBHOE (GOPMATUPOBAHWE U NPOBEPKY BBOAUMBIX
3HAYeHUI) 1 NPUMeYaHuns (ecan oHo umeetcs). Npu KONMPOBaHUM AYEKU, copepHallen Gopmy-
Ny, CCHIIKM Ha AYEHKM B CKONMPOBAHHLIX GOPMYIax M3MEHSIOTCA aBTOMATUYECKU B COOTBETCTBUM
_ C HOBBIM noNIOKeHMeM GOpMyNbl.

[Ipouenypa KomupoBaHUA, Kak U MepeMelleHns, COCTOUT U3 ABYX 3TaIOB (XOTH, Kak
BB y3HAeTe YYTb [I03)KE, CYLECTBYIOT CIIOCOOLI OBICTPOTO BLITONHEHUA 3TUX OIepaLuii).

1. Bnibepure AueitKy Unu Anana3oH AYeeK ANA KOMUPOBAHUA (UCXOAHLIN ANATIa30H)
W cKomupyiTe ero B 6ydep o6Mena. IIpu mepeMenleHUU UCXONHbIA AUAMA30H BbI-
pe3aeTca (a He KOMUPYeTCs) U Takxe noMewaercs B 6ydhep obMeHa.

2. IlepeMecTuTe TaGNUYHLIN KYPCOP B TO MECTO paboueit Tabnuisl, KyAa 6yneT Komm-
POBATbCA UK NTepeMelaTbca UHGOopManus (AMamnas3oH Ha3HAYEHUA), U BCTaBbTe
B HEro copepxumoe Gydepa o6MeHa.

N
BHuMAHUE!

BcraBnaa uHdopmaumio, Excel ctvpaet (6€30 BCAKOrO npeaynpexaeHns) Coaepxmnmoe BCex sve-
€K, BXOAALMX B Uana3oH HasHauyeHus. U ecnun Bbl 06HapYKUTE, YTO B Pe3ysibTaTe BCTaBKU CTEPTHI
SIYENKM C BaHOM MHDOPMALMEN, TO Cpasy e LWeNKHUTE Ha KHOMKe OTMEHNUTb naHenu 6bicTporo
k,uoCTyna (Mnu HaxmmTe KOMBMHALMIO KnaBui <Ctrl+Z>).

~N
BHumaHKE!

Mocne KONMPOBaHWA AYENKK WK fMana3oHa sueek Excel co3aaeT BOKpYr CKONMPOBAHHOM obnac-
TM @aHMMUPOBAHHYIO rpaHuLy (MHOrAA ee HasbliBalT “Oeryuumu MypaBbamu”). MoKa Takas rpa-
HULa BMAHA Ha 3KpaHe, flaHHbIM GpparMeHT paboyero UCTa BCe elle XpaHuTea B 6ydepe obMeHa
W [OCTYNeH AN NOBTOPHOW BCTaBKWU. EC/M Bbl HaxMmeTe KnaBuiy <Esc>, T0 “MypaBbi” UCHE3HYT
_C 3KpaHa u Excel ynanut gaHHyo MHbopmaumio u3 bydepa obMeHa.
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[TockonbKy omepauuu KOMUPOBAHUA U MEPEMEeleHUA UCTIONb3YIOTCA OYeHb 4acTo,
B Excel mpeaycMoTpeHO HECKONbKO METOMOB UX BhIONHeHUA. O KaXaoM U3 HUX Oyner
pacckasaHo B Clefyomux paszenax. Tak Kak omepaunu KOMMpoBaHUs W IepeMeleHus
OYeHb CXOXW, Jajlee MOZPOOHO OYMET pacCMOTpeHa TONLKO ONMEpanus KOMWPOBAaHUA
C yKa3aHueM BO3MOXHBIX Pa3NU4Uii MEXAY 3TOW oIepaluneil u epemMeleHUeM.

HOHVIpOBaHVIe C MOMOLLbIO KOMAHA Ha JiIeHTe

Komanpa MmasHas=bydep o0bmeHa=>Konupoeatb momeniaeT BheNeHHLI AUANa3oH
Aveek B 6ydep o6Mera Windows u B 6ydep o6Mena Office. [Tocne BONHEHUA OTepa-
1IN KOMUPOBAHUA MEPENUAUTE B AYENKY, B KOTOPYIO HYKHO BCTaBUTb CKONUPOBAHHLIE
LaHHble, U BeIGepuTe KoManay [asHas= bydep obMeHa~BcTaButh.

Opyroi BapuaHT: BMECTO BLIIOJIHEHWA IOcnefHei kKomaupnl (MasHasi~Bydep
o6meHa=BcTaBnTb) mepeiiauTre B A4eiiKy, B KOTOPYI0 HYKHO BCTABUTb CKOMIUPOBAHHbIE
LaHHLIe, U HAXMUTe Knasuiry <Enter>. B sTom cnyyae Excel ynanur srienerHbiii guarma-
30H Ayeek U3 6ydepa o6MeHa, TOITOMY IIOBTOPHAA €TI0 BCTaBKa OYAET yKe HEBO3MOXHA.

[Ipv KommMpoBaHUM OMamMa3oHa Mepeq leaYKoM Ha KHomKe BeTaBuTb B rpynme Bydpep
obMmeHa Bknagku [NaBHaa HeT HEOOXOAUMOCTU BLIOUPAThL BECh AUAA30H, B KOTOPHIi OY-
LYT BCTaBJeHbl CKOITUPOBAHHbIE [AHHbLIE, — NOCTATOYHO aKTUBU3UPOBATb TOJLKO €r0
J1eBy10 BEPXHIOI0 AYelKY.

CoBer

Ha neHte KHomnka KomaHasl MaeHasa= Bydep 06MeHa=> BCTaBUTL COAEPHUT CTPEIKY PACKPLIBAID-
ILETrOCs MEHIO, LENKHYB Ha KOTOPOA, Bbl NOJTyYMTE B CBOE PACMOPSIKEHWUE AONONHUTEbHBIA HAGOP
MUKTOrPaMM KOMaH/l BCTABKM, BbINOMHAEMbIX C Pa3HbIMK NapameTpami. HagHaueHue 3Tnx NuUKTo-
rpamm 6yaeT onucaHo HUMe, B pasaene “CneluanbHas BCTaBKa”.

O 6ydepe oo6meHa Office

Koraa Bbl Bbipe3aeTe MM KOMWPYeTe AaHHble B Cpede KaKoW-TMbo nporpammel
Windows, cuctema nomelaet nx B 6ydpep o6meHa Windows. Bo Bpems Kaxaon onepa-
LMK KonnupoBaHus unu nepeHoca Windows 3amelaet MHGopMaLmIo, paHee COXpPaHEeH-
Hyt0 B 6ydepe, HOBOM MHPOPMaLMeEN, KOTOPYIO Bbl Konupyete. bydep o6meHa Windows
MOMET XpaHWUTb JaHHble B pas3/iMyHbix popmaTtax. Bcneacrame 1oro, 4To MHGopmaumen
B 6ydepe ynpasnseTt onepaunoHHas cuctema Windows, oHa MOXeT OblTb NepeHeceHa
B Apyrue npunoxexma Windows, He3aBMCMMO OT UCTOYHUKA 3TOM MHOPMaL K.
Mporpammbl Microsoft Office nmeloT co6¢cTBEHHbIN 6ydep obMeHa (bydep obmeHa
Office), KOTOpbIM AOCTYNEH TONLKO Ans nporpamm naketa Office. ns Toro 4tobbl Npo-
CMOTpPETb coaepxnmoe b6ydpepa obmeHa Office, WENKHUTE HA KHOMKE OTKPbITUS Ava-
JIOrOBOr0 OKHa, KOTopas PacnoJsioXeHa B HUKHEM npaBoM yriy rpynnbl Bypep obmeHa
BKNagku MMaeHas.

Koraa Bbl Bbipe3aeTe unn KonupyeTe AaHHble N3 Kakon-nnbo nporpammbl Office (Takon,
Kak Word nnu Excel), cuctema nomeltaeTt ux Kak B 6ydpep oomeHa Windows, TaK 1 B 6y-
dep o6meHa Office. Ho nporpammebl Office no-pasHomMy paboTatoT ¢ MHbopMaLunen, xpa-
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HAWENCs B 3TUX ABYX 6ydepax o6MeHa. Ecnm nocne nepBoro CKoNMpoBaHHOro dpar-
MEeHTa Bbl KONMpyeTe (MK Bbipe3aeTe) elle OAuH pparMeHT AaHHbIX, TO NOCNeAHUI 3a-
MeuaeT B 6ydpepe o6MeHa Windows npeabiayline gaHHble, a B 6ydpepe obmeHa Office
OH A06aBNAETCA K Y¥Ke coaeprallumMmes 3aecb dparmeHTam. Takum o6pa3om, B Gydepe
obmeHa Office MOXeT 0AHOBPEMEHHO XPaHUTbCH HECKOJIbKO PParMeHTOB AaHHbIX, KO-
TOopble 3aTeM MOrYT 6biTb BCTaBNEHbl B JOKYMeHThI nporpamm Office no otaenbHocTH
W TPYMMown.

O ToMm, Kak paboTtaTb ¢ 6ydpepom o6meHa Office, peub NOMAET HMKE B 3TOM rMaBse, B pas-
aene “Ucnonb3oBaHne 6ydpepa obmeHa Office ana BctaBku”.

KonupoBaHue ¢ NOMOLLb0 KOMaHA KOHTEKCTHOIMO MEHH0

Ecnu BB TpeamoyuraeTe paboTaTh C KOHTEKCTHHIMU MEHIO, TO B C1yae KOMUPOBAHUA
BLITIOJIHUTE CIefyiollee.

e UT06BLI CKOMMPOBATL BHIZIE/IEHHLIN AMUATIa30H B 6ydep oOMeHa, meKHUTE Ha ITOM
ounarasoHe npaBoﬁ KHOITKOW MBILIN U BbI6epl/lTe B KOHTEKCTHOM MEHIO KOMaHAY
Konupoeats (unu Beipesats).

#, Bupesats
e Yro6ul BCTaBUTb U3 bydepa obMeHa B
CKOITWPOBAHHLIN AMAMA30H, WENKHU- 0
Te IIPAaBON KHOITKOW MBLIUIN Ha AveliKe,
B KOTOPY10 HAafo BCTaBUTb CKOMWUPO-
BaHHbIE J]AHHLIE, U BLIOEPUTE B KOH- L

TEKCTHOM MeH10 KoMaHay BCTaBuTh.

Konwposats

MNapameTpoi BCTaBKM:

ol ol e ol ﬁ ol
]

D) Loy LA L1E8 %
CreynansHan BCTABKA... 3
WHTennektyansHeiil nouck
BCTaBUTE CKOMMPOBAHHBIE AUERKM..,

Yaanute...

[lns 6onee mMONHOrO yIpaBjeHUs Mapa-
METPaMW BCTABKU MOXHO WENKHYTb IPABON
KHOITKOW MbILIW Ha AYeiKe, B KOTOPYO HEOO-
X0AUMO BCTAaBWUTDL JaHHbLIE, N BOCITOJ1b30BAThb-
Csl OHOI U3 IINKTOTPAMM BCTABKMU, TOABJIA-

OYUCTUTE © OAEPHNMOE

DuneTp
Loptuposka

Bcraewte NPAMEHEHNE

1INXCA B KOHTEKCTHOM MeH10 (puC. 4.8). Qopuar gucex...

BmecTo komanast BcTaBuTh MOXHO akTu-
BU3UPOBATh MPUHUMAIOWYI0 AYENKY U Ha-
KaTb knaBuury <Enter>. B Takom cnyuae
Excel ynanut ckomvpoBaHHyto utidopmaumnio
u3 6ydepa o6MeHa, U €0 Henb3s GyaeT Boc-

ITON1b30BATbLCA ITOBTOPHO.

Brifipate U3 packpbiBatOLLErOCA CAMCKA...
MpUcBONTE UMA...

% Cepinka

Puc. 4.8. C nomoubio NMKTOrpamMmmM BCTaBKMH,
NOABASIOWMXCA B KOHTEKCTHOM MEHIO, MOXHO
ynpaBAaTb XOA0M ONepaLnmn BCTaBKK

KonupoBaHue ¢ NOMOLL b KnaBuatypbl

,U;Jlﬂ onepauw?t KOITIMPOBAaHUSA, BbIPE€3aHUA U BCTABKU CYLECTBYIOT KllaBUATYPHbLIE 3K-
BUBAJIEHTHI.

e <Ctrl+C>. Komupyet BribpanHbie ayeiiku B 6ydepa o6mMerna Windows u Office.
e <Ctrl+X>. Bripesaet BribpaHHbie Aueiiku B 6ydepa o6mena Windows u Office.

e <Ctrl+V>. BcraBnser copepxumoe 6ydepa o6MeHa B BHOPAHHYI0 AYEKY UK ina-
Ma30H AYeeK.
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CoBer

MprBeAEHHbIE Bbille KNaBUATYPHbIE SKBMBAIEHTbI UCMOML3YIOTCS ANS STUX e Lenen B 60NblunH-
kcnse Apyrux npunoxexunii Windows.

Ucnonb3oBaHWe KHOMOK NapaMeTpoB BCTaBKU AN19 Ao6aBNeHUs
U BCTaBKU

Mocne BbINOSHEHUS C MOMOLLBIO MbILLW HEKOTOPbIX ONepaLuin Hag S4enKaMn Unun guana-
30HaMK F4EeEK, TaKNX KaKk gobaBfieHne, BCTaBKa U aBTO3anofHEHME, Ha IKpaHe NnosiB-
NS0TCA KHOMKM NapaMeTpoB BCTaBKKW. Hanpumep, ecin CKonnpoBaTb AManas3oH a4eek,
a 3aTeM BCTaBWTb €ro B APYroM MecTe paboyero iucta, B MpaBOM HUXKHEM yriy Anana-
30Ha NOSIBUTCH KHOMKa BapuaHTOB BCTaBKMW. LLLlenKHWTE Ha HeR (MM HaXKMUTE KnaBuLLy
<Ctrl>), v Bbl yBUAUTE OMUKK, NPUBELEHHbIE HA PUCYHKE BHU3Y. B HalweMm cnyyae uc-
Nnosib30BaHMe KHOMOK NapameTpoB BCTaBKM ABASETCS aflbTePHATMBON MCNOb30BaHMIO
onuui 13 guanorosoro okHa CneupanbHas BCTaBka. (O avanoroBom okHe CneumanbHas
BCTaBKa MOXHO y3HaTb 60Jibllie B NPMBEAEHHOM HUXe pa3gene “Mcnonb3oBaHue gua-
JIOroBoro okHa CneuunanbHas BcTaBKa”.)

H | J K L
BoCTOYHDIH 10909 p.
HOmHbIA 8098 p.
3anagHbiA 4434 p.
CeBepHbIi 11126 p.
Ty (Ctrl) -
Bcraeka
R
O LA % 12
o, o
£ (28
Bcragwib sHauenus
P Y
% o
123 M3 423
Jipyrue napameTpbi BCTaBKM
% ol ol ol
'] 4
B e Ll I

YT06bl OTKOYUTL OTOBParKeHWe KHOMOK napameTpoB BCTaBKM, BbiGepuUTe KOMaHay
daitn=lMNapameTpbl, NeperanTe Ha BKNaaKy JoONoNHUTENLHO M cGpockTe dhaaxKu OnLMi
OtobpaxaTtb KHOMKY MapameTpoB BCTABKW NpU BCTaBKe coaepxumoro v OTobpaxarb MEHIo
napameTtpoB fo6aeneHus.

KonupoBaHue u nepemelL,eHne ¢ NOMOLLbIO
onepauuv nepeTtacKMBaHus

Excel mo3BonseT KOMMPOBATh W IepeMeliaTh COLEPKUMOe AUENKU WIN AUara3oHa
siyeek mmyTeM neperackuBanusa. [Ipu atom 6ydepa o6mena Windows u Office xe ucnons-
3YI0TCA, T.€. B HUX He NIOMELAIOTCA Ha XpaHeHWe JaHHbIE, KOTOPLIE KOMUpYyloTcs (mepe-
MelaoTes).
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~N
BHumaHKE!

MeToa “nepeTawmtb ¥ ONyCTUTL” AN NepeMELLEHNUs AaHHbIX NPEANoYTUTENbHEE ONEepaL i Bblipe-

3aHUs M BCTaBKM, NOCKONbKY B 3TOM cnydvae Excel npeaynpexaaert, yto B AManasoHe HasHadeHus

MOTyT OblTb NOTEPSIHbLI AaHHble (eCau OH He nycT). OaHaKo NpeaynpexaeHus 0 TOM, 4TO Npu Bbl-

MOSIHEHMM ONepaLyMKU KOMMPOBaHUA C NOMOLLbIO NepeTackuBaHusa ByaeT yaaneHo CylwecTsylolee
kco.qepmwvloe f4eeK, He Oyjer.

Ina KomvupoBaHUsA C MOMOLILIO OIEPAlUN MIEPETACKUBAHUA BHILENUTE AYEUKY (UK
IVaIa3oH fAyeek), KOTOPYI0 HYXHO CKOIMPOBATh, a 3aTeM IlepeMecTUTe yKas3aTelb MbIUIL
K OLHOMW n3 ee (wnn ero) yeTsipex rpatul. Korga ykasaTenb mpuMeT BUJ YeThipexHa-
MIPaBNeHHON CTPenku, Haxmure knasumy <Ctrl>. K ykasarenio no6aBurcsa ManeHbKuit
3HaK “mioc”. [locye 3Toro mepetamuTe BLIOPAHHbIE AYEKIU HA HOBOE MECTO, ITPOA0ILIKAS
yIepXKuBaTh Haxaron knasuuy <Ctrl>. McxonHoe MHOXeCTBO AYeeK 0CTaHeTCA Ha ITpex-
HEM MECTE, a KOTZa BbI OTITYCTUTE KHOIKY Mbiiy, Excel co3pacT HOBYO KOIUIO LAHHLIX.

[Ina mepeMelenua JaHHLIX IIOBTOPUTE BCE OMMUCAHHLIE AEWCTBUA, HE Ha}XUMas Kna-
Buury <Ctrl>.

CoBer )

Ecnv npu noMeweHWn Ha rpaHuLy fiYedkM WAW Auana3oHa fveeK yKasaTelb MbllM He npe-

BpaTWICA B YETbpeXHanpaBeHHYID CTPENKY, TO BaM HYKHO M3MEHWTb HEKOTOpble MapaMeTpbl

Excel. Boibepute komanay Paiin=>lapametpsbl, B auanorosom okHe lMapametpbl Excel nepe-

“aute Ha BKNaaky JONOMHUTENbHO W ycTaHOBUTE dnamok Paspelumtb Mapkepbl 3anoaHeHus
\_1 NepeTackuBaHme s4eex.

KonupoBaHue B coceHue S4YeiKu

DIoBonbHO vacTo, ocoberHo mpu pabore ¢ HOpPMynaMu, HYXKHO CKOIIUPOBATb COZEP-
XUMO€e OLHOWM AUeNKU B COCENHIOW AYENKY WIW Auama3oH Adeek. [Ipenmonoxum, mpu
COCTaBEHUMN O10[KETA BH CO3Aanu GOpMyNy CYMMUPOBAHUA 3HaYeHUN B cTonbe B. 3ty
e GOPMYNY MOXHO UCIIONb30BaTh 1 CYMMUPOBAHWUA 3HAYEHUN fAYeeK LPYIUX CTONO-
10B. BMecTo TOro 4TO6bLI CHOBA BBOAUTD TV Ke Camyio GOPMYy, ee MOXHO CKOIIMPOBAaThb
B COCefHUe AYenKu.

[ns KomupoBaHuA B cocefnne aveiku B Excel mpefycMoTpeHo HECKOIBKO LOTONHN-
TEeNbHLIX KOMaHf,. YToOLI BOCMONb30BATLCA UMY, BEIOEPUTE AYENKY, COJEPKUMOE KOTO-
poit 6yAeT KOMUPOBATLCA, a TaKXKe AUENKY, B KOTOpLIe OYAeT KOMUPoBaThcA UHGOpMa-
uus, T.e. UCXOAHYI0 AYENKY U AYeKU HasHauyeHuA. Ilocne 3TOrO0 BLHITONHUTE OAHY U3
IIPVBEJEeHHbIX HUXEe KOMaH], KOMUPOBAHWUA.

o [naBHas=PepakTpoBaHue= 3anonHUTb= BHU3 (unu kombutanus knasuim <Ctrl+D>).

Komupyer conepxuMmoe aueiiku B BIOPaHHbIN LUATIA30H HUXKE.

o [haBHas=PepaktuposaHne=3anonHuTb=>BnpaBo  (win  KoMOMHAUMA  KjaBuiI
<Ctrl+R>). KormpyeT copep:umoe aueiiku B BHIOPaHHLII [UATIa30H CITpaBa.

¢ [nasHasi~PepaktnposaHve=3anonHutb=BBepx. KomupyeT comepxumoe fueiku
B BbIOPAHHbIA 1UAMA30H BBEPXY.
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¢ [haBHas=PepakTMpoBaHune= 3anofnHUTb=Bneso. Komupyer comepxumoe sueitku
B BbI6paHHbI]7l OUaIia30H CjieBad.

Hukakas u3 3TUX KOMaHz He KonmupyeT uxdopmauuio B 6ydep oomera Windows unu
bydep obmena Office.

CoBEr )

EcTb ewe oauH cnocod KONMPOBaHUSA B COCEAHME AYENKN — NEPETAaCKUBAHWE MapKepa 3anosiHe-

HUA BbIOPaHHBIX AYeeK. Excel cKonupyeT cogepmnMoe UCXOAHBIX SYEEK B Te A4erKK, KoTopble 6yayT

BblAENEHbI NPU NEPeTacKMBaHWMK. 31O NPUMEP MCMONb30BaHMA GyHKUMKM ABTO3anonHeHus. Ans

TOro YTOObI NOAYYMTL JOCTYN K AOMOAHUTENBHBIM ONUMAM GYHKLMM ABTO3aNOSHEHUS, nepeTawuTe

MapKep 3anonHeHUs NpaBOM KHOMKOW MblwW. B KawaoMm cnyyae GyAeT BbIBEAEHO KOHTEKCTHOE
_MEHIO C ONO/HUTENbHBIMM aPaMETPamy, X0TA OHH ¢ OyayT pasnanyarbes.

HonupoBaHue guanasoHa fA4eeK B Apyrue nuctbl

OnucanHbIe BbIIE ITPOLEAYPH KOMMUPOBAHUA MOXHO WUCIIONb30BaTh Takke LA KO-
MMPOBAHUA COLEPKUMOTO AUENKU WIN AMaTa30Ha AUeeK B APYrov pabounit IUCT, paxe
€C/W OH HAaXOAUTCA B pyroiil paboyeit kuure. CyllecTByeT eAUHCTBEHHOE AOMONHEHUE:
MIPEX e YeM BLIOPATh IMANA30H HasHAYEHUA, HYKHO [TEPEATU B APYroi pabouuii IucT.

B Excel mpenycMoTpeH Takxe 6onee GLICTPLIA CIIOCO6 KOTTMPOBAHUA AUEWKN UL fua-
Ia30Ha W BCTaBKU UHGOPMaLMu B Apyrue pabouune IUCTH TON e pabodeit KHUTU.

1. BribepuTe AnamnasoH A KOMUPOBAHUA.

2. Haxmure knasumy <Ctrl> u, yaepxusas ee HaXaroi, eKHUTE Ha APAbIKaX TeX
paboyux NUCTOB, B KOTOPLIE HYXKHO CKOMUPOBATb HGOopManuio (Iipu 3TOM B CTPO-
Ke 3aronoBKa paboyeil KHUTM MOABUTCA HAAmUCh [[pynnal).

3. BuiGepure Komanay MnaBHas=PepaktnpoBanne= 3anonHutb= o nucram, uro-
Obl OTKDPLITb UAJIOT'0OBOE OKHO 3anonHnTb No JINCTAaM, B KOTOPOM HYXXHO BbI6paTb
OIIMI0 KOIUpoBaHuA (MOAHOCTBIO, TONBLKO COAEPXUMOE win TONLKO GopMaThl).

4. YcTaHOBUTE ITEPEKII0YATEND B HYKHOE IOJ10XeHUe U menkHuTe Ha kHomke OK. B

pe3yJbTaTe BhIAEEHHLI! [Uana3oH GYAeT CKOMUPOBAH B BEIOPAaHHbLIE BaMU pabo-
Yne IUCTH (€To afipec BO BCEX pabouux NUCTax OYLET 0fUHAKOBLIM).

~
BHuMAHUE!

Monb3ysicb 3TOM KOMaHAOK, ByabTe BHUMATENbHbI, TaK KaK Excel He cTaHeT npeaynpexaarb Bac
B TOM C/lyyae, eCNu A4YENKU AnManasoHa HasHaYeHUs OKaXyTCsi 3anosHeHHbIMU. B pesynbrate
KOMMPOBaHMA UK NEPEMELLEHNUS Bbl MOXETE MTHOBEHHO NOTEPSATb 60NbLON 06HEM LLEHHOW UH-
dopmaLum, npuyem, faxe He nogo3pesas 06 aToM. M03TomMy 0653aTeibHO NPOBEPANTE CAeNaH-
HOE W B C/ly4ae yaaneHust HyKHOW MHGopMaLIMK C NOMOLLbI0 KOMaHAbl OTMEHUTb BOCCTaHOBUTE
| yAanerHoe.
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WUcnonb3oBanue 6ydpepa oomeHa Office ana BCTaBKM

Kax ynomMunanoch paHee, Korfa BH BhIpe3aeTe WiIN KOMUPYeTe AaHHLIE U3 KaKOW-TU-
60 mporpammut Office (nampumep, Excel), 3Ta mporpamMma momemaer Bripe3aHHLEe (CKO-
IIUPOBAHHbIE) JaHHbIE KaK B 6ydep obmerHa Windows, Tak n B 6ydep obmena Office. Ho
€CJW TOCJle MIePBOT0 CKOMMMPOBAHHOTO (GparMeHTa BHL KOMUPYETe (WU BHIPE3aeTe) ele
OAVH QparMeHT AAHHLIX, TO MOC/IeAHU 3amMemaeT B 6ydhepe oo6MeHa Windows npepsiny-
1Me [aHHbIE, a B 6ydepe o6mena Office nobaBnsercs K yxKe cofepamumcs hparmeHTam.
Takum ob6pasom, B 6ydepe ob6mena Office opHOBpEMEHHO MOXKET XPaHUTLCA HECKOJLKO
(parMeHToB AHHLIX, KOTOPLIE 3aTEM MOTYT OLITL BCTABJIEHLI B IOKYMEHTH IIPOrPaMM
Office (unu KaxpbIi B OTLENBHOCTY, WV BCE BMECTE).

Yrob1t ucmonb3osarsh 6ydep obmera Office, cHavana ero HyHO OTKPHITh. [Ins 3TOrO
BHIOEepUTEe KoMaHpy [MaBHas=bydpep oOMeHa. 3aTeM wenkHUTe Ha MajeHbKOW KHOTKe
OTKPHITUA JUAJI0TOBOTO OKHA, PACIIONIONEHHON B HUXKHEM IIPAaBOM yIny rpynms bydep
obmeHa. 3To peiicTBUE IPUBELET K OTKPHITUIO TaHenu 6ydepa o6mena Office.

CoBer

Y1o6bl naHenb Gydepa o6MeHa OTKpbIBaNacb aBTOMATMYECKM, LWENKHUTE Ha KHoMKe lMapameTpel
BHM3Y pacKkpbiToro okHa bydep obmeHa u Bbibepute onuuio ABTOMAatMYeckoe oTobpaxeHue
6ydepa obmena Office.

OTkpuie manens bydep 0bMeHa, ckonupyiite n106LIM

Bydep obmeHa A <
ybep OMUCAHHLIM B 3TOV IJlaBe CIOCOOOM COZEepPKUMOe Tiep-

ECTamElcc U hCIHTLECE BOA AYENKN WIN AnaTla30HA AYeeK, KOTopble HeoOXoam-
Zj‘%ﬁe"m e MO momecTuTb B 6ydep o6meHa Office. [loBTopuTe 311N
19 67736p.

LeWCTBUA [N CIefylollero BHAENEHHOTO [uamasoHa
fyeek, MpeAHa3HAYEHHOTO 1A oMelleHus B 6ydep 06-
MeHa. [lo mepe KoIIMpoBaHUA IUATa30HOB AUeeK Ha Ia-
Henn bydep oOMeHa 6yayT oTobpaxarbcs UX KpaTkoe
oIlMcaHUe U oblee KONIUYECTBO CKOMMUPOBAHHLIX dpar-
MeHTOB (puc. 4.9). Bydep obmMeHa MOXeT comepaTb
10 24 GparMeHTOB.

Mapawerps Korpa Bb 6yaieTe rOTOBHI K BCTaBKE CKOMMUPOBAHHLIX
LaHHBLIX, BHENUTE AYENKY, B KOTOPYH HYXHO BCTa-
Puc. 4.9. Ha naHenn Bydep ~ BUTb 3T JaHHble. YTOOLI BCTaBUTb OTAENbHBIN (par-

0 3anagreii 4434 p.
07 HOwneii 8098 p.
£ Bocrounsii 10900 p.

obMeHa oTo6paaroTcs MEeHT, leJIKHUTe Ha ero MUKTOTpaMMe Ha maHenu bydep
BCE CKONMUPOBAHHbIE paHee obMeHa. [Ins ofHOBpEMEHHOW BCTaBKWU BCEX CKOIIUPO-
(GparmMeHThl JaHHbIX BaHHBIX 3J1eMEHTOB lIeJIKHUTE Ha KHOITKe BCTaBUTb BCe

natenu bydep o6meHa. Bce 3HaueHUs BCTaBAAOTCA OAHO 33 LPYIUM. BeposaTHO, KHOTIKA
BcraBuTb Bce Gyzner 6onee monesHoun mpw ucmonb3osanuu 8 MS Word, korna B 6ydepe
oOMeHa CHavyasa HAaKaIIMBAETCA TEKCT U3 PA3NINYHBIX UCTOUHMKOB, @ 3aTEM LeIUKOM
BCTABJAETCA B HYXHOE MECTO JOKYMEHTa.

Yro61l 0UNCTUTD conepuMoe bydepa ooMena Office, menkuure Ha kHonke OYNCTUTD
Bce maxenu bydep obmeHa.

[IpuBeneM ele HECKONIbKO 3aMevaHUii To paboTe 6ytdepos obmena Office n Windows.
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e Excel BcTaBuT copepxumoe 6ydepa oomena Windows, ecnu Bb BhIbEpETE KOMAHAY
MasHas=~Bbydep 06MeHa= BcTaBuTh, HaxMeTe KoMOuHaumio Knasuur <Ctrl+V> unu
BbiOepeTe KoMaHay BCTaBUTb U3 KOHTEKCTHOTO MEHI0 AUEWKU.

e [locnepnwnit GparMeHT HAHHLIX, KOTOPHIA Bl BHIPE3AIU WIU CKOITMPOBAIW, IOSA-
BUTCA Kak B 6ydepe o6mMena Windows, Tak u B 6ytdepe o6mena Office.

e VYnanenue copepxumoro 6ydepa obmMena Office mpuBOAWUT K aHANOTUUHBIM Leii-
cTBuaM u B 6ydepe o6Mena Windows.

BunmAHUE!

bydep obmeHa Office MMeeT cepbesHblii HE0CTATOK, KOTOPbIM OrpaHWYMBAET ero NonesHoCTb
A9 nosb3oBateneit Excel: npu KONMPOBaHWK AManasoHa, cogepxallero Gopmynbl, B Gydep Konu-
PYIOTCSA TONIbKO CTEHEPUPOBAHHBIE UMW JaHHbIE, 8 He camu dopmynbl. bonee Toro, Excel HUKaK He
NpeaynpexaaeT nosb30Barens 06 3rom.

CneuuanbHas BCTaBKa

He Bcerpa Tpebyercs monHoe KOIMMMPOBAHWE UCXOLHOTO AMana3oHa B LUAMa30H Ha3Ha-
yenus. Hampumep, IIpu KOIMMPOBAHUU AUeeK, COJepHKanX GOPMYILbL, YaCTO HYXKHO CKOTIN-
POBATH TOJILKO BHIYUCIIEHHLIE 3HAYEHWS, 3 He caMU opMyJibl. TakKe YacTo BHIIONHAEMO
orepalueil ABNAETCA MEPEHOC TOAbKO (GOPMATOB AAHHLIX U3 OLHOTO AUalla3oHa B Apyrow
6e3 mepe3anucLBaimus 1106LIX CYECTBYIOMUX B €T0 AYENKAX AAHHBIX UIU GOPMYIL.

Ina BhimonHeHWA MOROOGHLIX OIlepaunil UCTIONb3YeTcs KoMaHza [MasHas=bydep
06meHa=BcTaBnTb, KOTOpas OTKPLIBAET CIIUCOK LOMOJIHUTENbHEIX KOMaH], TOKAa3aHHLI
Ha puc. 4.10. [Ipn nepeMelleHNUM YKa3aTeNs MBIUIU ITO0 STUM KOMaHAaM obecreunBaeTcs
IIPeABAPUTENLHLIA IPOCMOTP BCTABIAEMbIX JAHHLIX B 11e71€BOM Auanasoxe. [lna suibopa
BapWUaHTA BCTABKU IIPOCTO 1€IKHWUTE Ha COOTBETCTBYIOLEN TUKTOIPAMME.

o S -
D & Calibri =E=_ - ab OB
By - 2. o4 o
g LSS =S==2=EH- g
= L0 3,0
| Bcraska HDT [F] BuipasHuBaHne [F} Yneno
)
O LA %% 12 2
< [N
il ﬁ D E F G H
BorasnTh =s=ssamman
cn, e | | pEHCMOHMPOBaTE (A)
%
123 123 123
Jipyrue napameTpul BCTAEKK T N
e, e : Aue des :
% e Ll I ICesep 1093 18331
CReunansHan 5CTaBka.. jtor 833 923
’ Ueutp 543 513!
8
] Cesep Hor Lientp
10 Aus 1093 893 543
11 hes 1833 923 513
12

Puc. 4.10. B Excel cyuiectByioT J0NOAHUTENbHbIE BOBMOXHOCTHA KOMMPOBAHMS AaHHbIX
C NpeABapUTEbHBIM NPOCMOTPOM; B JAHHOM Cydae MHhOopMaLMa KONUPYETCA U3 AWana3oHa fveek
D4:F7 v BcTaBnsieTcs HaunHas ¢ f4eikn E9 ¢ nomowbio KomMaHabl TPAHCMOHMPOBATb
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CrmncoX 3TUX KOMaHp, ITpUBEAEH HUXKE.

BcraBurs (b). Bcrasnser us 6ycdepa o6mena Windows copepxumoe sueek, bopmarsi
U ITapaMeTpbl (bYHK]J,VlVl IIPOBEPKUN AONTYCTUMOCTU AAHHDbIX.

dopmynst (P). Komupytores Tonbko bopmynst u 3HaueHus (6e3 arpubyTos hopmaru-
POBAHUA), COAEPKALMUECA B UCXOAHOM ANATIA30HE.

®opmynst n bopmarst uncen (®). Ita omuns mo3BonNAET BCTaBUTL GOpPMyIbl U bop-
MaTUPOBAHUE TONLKO UUCE]L.

CoxpaHuTb ucxopHoe popmatuposanue (C). ITa omuua Mo3BONAET BCTAaBUTb GOPMY-
JIbL U BCE aTPUOYTH (POPMATUPOBAHUA.

Be3 pamok (B). Komupyercsa Bce, 3a uCKnl0ueHUEM PAMOK BOKDYT fueeK, KOTOpble
€CTb B UCXOAHOM AiUama3oHe.

CoxpaHuTb WIMPUHY cTON610B opuruHana (C). Bcrasnser hopmyns u aybnupyer
LTUPUHY CTO0J16110B CKONIMPOBAHHLIX fUeeK.

TpaHcnoHupoBaThb (A). V3MeHAeT OpueHTalui0 CKOIMPOBAHHOTO AMAIa30Ha, KOrAa
CTPOKW CTaHOBATCA CTON6LaMU, a CTONOLUL — CTPOKAMU. B CKONMMpPOBAHHOM Juara-
30He (GOPMyNH TPpeobpasyloTcs TaKUM 06pa3oM, YTOOL ITPU TPAHCIIOHUPOBAHUN OHU
paboTanu mpaBuUibHO.

06bepunnTL yenosHoe (opmarupoBanue (0). ITa muKTOrpamMma OTObOpANaeTCA
TOJILKO TOT7A, KOTAA B CKOMWPOBAHHLIX AUENKaX COMEPKATCA aTpUOYTHl YCI0BHOTO
dopmaTnposanus. Ecnv BbI6paH Tako BApUAHT BCTABKW, aTPUOYTH YCA0BHOTO HOp-
MaTUPOBAHUA U3 CKOITMPOBAHHLIX AYeek 00beANHAIOTCA C N0OLIMU APYTUMU aTPUOY-
TaMW YCJI0BHOTO (GOPMATUPOBAHUA, 3aAaHHLIMU B UaNa3oHe, B KOTOPHIA OCYIeCT-
BJIAETCA KOIIUPOBAHMeE.

3HaveHus (3). Jra omuus MO3BOJAET CKOMMPOBATb PE3YIbTATH PACYETOB IO POPMY-
JlaM, IPUYEM [UaNa30HOM HazHauyeHUs MOXET OLITb KaK HOBHIM [UANa3oH, Tak U UC-
XOJHbI. B mocneaHeM cayyae mepBoHavajbHble GOpMynbl 6YAYT 3aMeHeHHl IONY-
YEeHHBIMW 3HAYEHUAMMU.

3HaueHus n dopmarst yucen (3). ITa omuUA BCTABIAET PE3Y/AbLTATHL BLIYUCIEHUA
bopmyn mntoc aTpubyTH HOPMATUPOBAHUA YUCE]L.

3HaueHuA u ucxopHoe popmaruposanue (3). Ita OMUUA BCTABAAET PE3YJbTATHI
BEIUUCNIEHUS (POPMYIL ITJIIOC BCE aTPUOYTH POPMATUPOBAHUA.

dopmatuposarue (). ITa omumsa BCTABAAET TONBLKO aTPUOYTH GOPMATUPOBAHUA
UCXOAHOTO AMara3oHa.

BcraBursb cebinky (b). B puamasoxe HasHayeHus co3paeTca GopMyna, KOTOpas CChl-
JIaeTCA HAa UCXOZHbIN AMATIA30H.

Pucynoxk (P). BcraBnser ckomvupoBaHHbIe laHHbIE Ha PA60OYMNIA INCT KaK PUCYHOK.

CeasanHbIN pucyHok (C). BcraBnser ckomupoBaHHbBIE [AaHHLIE B BUAE AUHAMUYEC-
KO KapTUHKW, KOTOpas 0OHOBIAETCA IT0 MepPE U3MEHEHUA UCXOAHOTO ANATa30Ha.
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CrneuunansHan BcTaBKa. OTKpbIBaeT fuanorosoe okHo CneunanbHas BCTABKa, OMIUCAH-
HOE B CJlefiyloleM paspere.

Ha 3amETHY

Mocne BCTaBKM OCTAETCS elile BO3MOMHOCTb NePeCMOTPETh NPABUALHOCTb CBOMX IEUCTBUIA. B HUM-
HeM NPaBoM Yy CKONMPOBAHHOIO AMana3oHa NOsIBUTCA pacKpbiBakoWuiics cnucok MapaMeTpel
BCTaBKW. LLleNKHMTE Ha HEeM (MK HawmuTe KnaBuuy <Ctrl>). 3T0 NO3BOAMT NPOCMOTPETL MUKTO-
rPamMMbl BCTABKM Elle pas.

WUcnonb3oBaHne AManorosoro okHa CneuuanbHas BCTaBKa

Haubonbumme BO3MOXKHOCTU IIPU KONMUPOBAHWUU IPELOCTABIAET AMUAJTIOTOBOE OKHO
CnieuvanbHasi BcTaBka (puc. 10.11), KOTOpoe OTKPLIBAETCA C IOMOWbI0 KOMaH bt [NTaBHas=
bydep obmeHa= BcTaButb=CneumanbHas BCTaBKA. ITO OKHO MOXHO TaKXKe OTKPHITD, iel-
KHYB IIPAaBON KHOIIKOW MBIUIU Ha AveiiKe, B KOTOPYI0 OYAYT BCTABAATLCA CKOMUPOBAH-
Hble JaHHbIE, U BLIOPAB U3 KOHTEKCTHOTO MeH0 KoMauay CneumanbHas BCTaBka. B okxe
CrieumanbHasi BCTaBKA PacIiooXeHO HECKOJIbKO MepeKiiodaTeneil, MHOTUE U3 KOTOPHIX
WUNEHTWUYHEL OMLUAM B PacKpbiBaomeMcs MeHio BCTaBka, KoTopoe 06CyXAanoch BHIIE.
Hwxe mpuBeneHo omucadne TONbKO OTANYAIOMNKCA OIILUNA.

CneuynansHan BCTaBKa ? =
Beragute
) ¢ nxogHoii Temoii

O phopmynel O Be3 paMEn

(O zHauenmnsa (O wwpmHel cronéuos

O fopmaTe O GOpMYNE W HOPMAETE HACEN

O npumeuarns () sHauenna n Gopmatel uncen

(O yenosua Ha sHaueHns ECE YCNOBHEIE (OPMaTH 06BEAMHEHNA
Onepauwna

(®) per () ymHoRMTE

) cnogwTs () pasgenuTe

() eavecTs

[] nponyckats nycreie aveiiku [] Tpamcnonmposate

BcTaBuTE CBASL OTmena

Puc. 4.11. inanorosoe okHo CneLpanbHas BCTaBka

Ha 3amETHY

daKtnyeckn Excel MMeeT HECKONbKO Pas/iUyHbIX AWaNoroBbiX OKOH MOA OOHUM Ha3BaHWEM
CneupanbHas BCTaBka. KaKoe 0KHO OTKPOETCS, 3aBUCUT OT TOr0, Y4TO CKOMMPOBAHO B 6ydep o6me-
Ha. B aTOoM pasgene onucbiBaeTcs Auanorosoe okHo CneLpansHas BCTaBka, KOTOPOe OTKPbIBAET-
csl, ecnun B 6ypep 06MeHa CKONUPOBaHa OTAesbHas AYeiKa UK AManasoH AYeeK.




134 Yactb |. BBogHbIN Kype

CoBer

Y1o6bl KOMaHaa CneumnanbHast BCTaBka Gbina A0CTYMHOW, HE0BX0ANMO CKOMMUPOBATh IYENKY UK
AManasoH fYeeK. Ecnu e flaHHbIe Bbipe3aHsl (C NoOMOLb0 KoMaHasl MMaBHas= bydpep obmeHa=
kaIpe3aTb), T0 KOMaHAa CrellmanbHas BcTaBka 6yaeT HeAOCTyMNHa.

IIpumevanus. KomupyioTca TONbKO IPUMeYaHUA K AuelikaM. JHaueHUA B AveWKax
U X aTpu6yTH GOpMaTUPOBAHUA He KOTUPYIOTCA.

Vcnosusa Ha 3Hauenua. KomupytoTca mpaBwia MpoBepKU JaHHLIX. ITU IIpaBuiia yCTa-
HABAUBAIOTCA C TIOMOIIbI0 KOMaHasl JlJaHHble= PaboTa ¢ JaHHbIMU= [1poBepKa AaHHbIX.

C ncxopton remon. Komwupyer Bce, HO € UCIIOAb30BaHMEM HOPMATUPOBAHUA U3 TEMLL
UCXOAHOTO JOKYMEHTa. JTa ONIUs MoJle3Ha TOTAA, KOTHA AaHHLE KOMUPYIOTCA U3 Ofi-
HOW paboyeit KHUTU B APYTYIO U STU KHUTU 0T OPMATUPOBAHEL B COOTBETCTBUM C Pas-
HBbIMU TEMaMU NOKYMEHTOB.

LInpuust cronbuoe. KomupyeTca TonbKo nHGoOpMalus o LIimpuHe cTonb110B U3 OLHO-
0 IMama3oHa fyeex B Apyroii.

Bce ycnosHble dopmarsl 06bepuHeHUA. 00bEANHAIOTCA BCE CKONMUPOBAHHLIE aTPU-
OyTH YCI0BHOTO GOPMATUPOBAHUA C NI0OLIMU APYTUMU aTpubyTamMu hopMaTupoBa-
HUA U3 AWama30Ha, B KOTOPHIN OCYILECTBAETCA KOMMPOBaHWe. JTa OMUNA JeicTByeT
TOJIbKO TOTTIA, KOTZA B KOITUPYETE AVNATIA30H, YKE COREPKAWMIA aTPUOYTH YCILOBHOTO
tbopmarupoBaHus.

HM&HOI‘OBOG OKHO Cl'leLl,VIaJ'IbHaFI BCT@BKa IT03BOJIAET TaKXe BLIIIOJIHATb HEKOTOPLIE
Apyrue omnepauuun, onuCanHble B CIEAVIOLINX ITOApa3fenax.

BbinonHeHne BblYUCAEHUN 6€3 UCNOoNb30BaHUA Gopmyn

[Tepexniovarenu n3 rpymnnst Onepaums auanorosoro okHa CneumansHas BCTaBka Io-
3BOJIAIOT BLIIONHATL apudMeTUIecKue omepaunm co 3HaYeHUAMU U GopMyamMu B Lene-
BOM Jiama3oHe. Hampumep, MOXKHO CKOMMPOBaTh OAUH AUAMA30H B APYToN W BHIOPATDH
ormepanuio YMHOXWUTb. B pesynvrare Excel mepeMHOXUT COOTBETCTBYIOLINE 3HAYEHUA UC-
XOJHOTO Anama3oHa U Avamna3oHa Ha3HaueHUs U MOJlyYeHHLIMU Pe3yibTraTaMu 3aMeHuUT
IpeXHWe 3HaUeHUA JUara3oHa Ha3HauYeHUA.

JTa BO3MOXHOCTb ITO3BOJIAET TAKXKe BCTABUTb 3HAYEHUS OLHO AYEIKU B JUATIA30H Ave-
€K, IPUYEM C OHOBPEMEHHbIM BHITONHEHVEM MAaTEMATNIECKUX omepaunit. Ilpenmonoxum,
BLI UMEETE PAJ, 3HAYEHUIL U XOTUTE YBELUUNTD KAKA0E U3 HUX HA 5%. UTOOH BEIIONHNUTD
TaKy10 OIepaluio, BBEAUTe cHavana 105% B n100y10 MyCTYI0 AYENKY U CKOITUPYWTE 3TO 3HA-
yeHue B 6ytdep o6MeHa. 3aTeM BLHIENINTE AMATIA30H AUYEEK, COAEPKALMNiA 3HAYEHWS, KOTO-
pbie HeobxonuMo yBenuunutb. OTKpoiite aunanorosoe okHo CneuuanbHasi BCTaBKa, yCTaHo-
BUTe MePeKIII0YaTeNlb YMHOXUTb U LenkHuTe Ha KHomke OK. B pesynbraTe Kawpoe 3Have-
HUE B BbI€JIEHHOM Anamnasoxe 6yaer yBenndeHo Ha 5%.

BHumaHKE!

Ecnu siuenkn B Anana3oHe Ha3HauyeHus cogepar GopMysbl, TO 3TM GOPMYJIbl TAKKE M3MEHSIOTCA.
[TOCKONIbKY BO MHOTUX CAy4YasiX 310 HEXENAaTeslbHO, ﬂpMMeHHVITe AaHHOE CpeAcTBO OCTOPOMKHO.
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I'Iponycu NyCTbIX A4€€EK NP BCTaBKe

Omuuma nponyckatb NycThie A4elikM auanorosoro okxa CneumanbHasi BCTaBka He Iio-
3BOJIAET MIPOrPaMMe CTUPATh COLEPHKUMOE AYeeK B AMarasoHe Ha3HAYEHUs, B KOTOPHIE
KOIUPYIOTCA MYCTHIE AYENKU UCXOLHOTO AUATa30Ha. ITa OIMMA OYEeHb MOJle3Ha IPU KO-
MUPOBAHMU [MATa30HA B APYTYI0 0071aCTh, TAK KaK Bbl BPAJ JIX 3aXOTUTE, YTOOHI U3-3a
HaZAU4UA B KOMMUPYEMOM [Mama3oHe MYCTHIX AYeeK CTUPANUCh CYIECTBYIONME JaHHbIe.

TpaHcnoHUpoBaHWe ananasoHa

Omuust TPAHCMOHMPOBATL AManoroBoro okHa CneuuanbHas BCTaBKA U3MEHAET OpU-
EHTAIMI0 CTPOK W CTO76110B KOMUPYEMOro Anamna3oHa. CTPOKW CTaHOBATCA CTONOLAMM,
a cTonbusl — crpokamu. Jltobbie HOpPMyLL B KOMMPYEMOM AUAIla30He U3MEHATCA TakK,
4yTOOBl MPU TPAHCIOHWPOBAHUW OHWU AABaiW MPABWIbHbLIE PE3Y/bTATHl BLIYUCIIEHW.
3aMeTbTe, UTO 3TV OIIIMI0 MOXHO UCIT0/1b30BATh BMECTE C APYTUMM OMUUAMU [UAJI0T0BO-
ro okxa CneupanbHas BcTaBka. Ha puc. 4.12 mokasaH mpuMep BepTUKaILHOTO Auana3oxa
A1:D5, xoTopbiit 61 TPAHCIIOHUPOBAH B TOPU30OHTANbHLIN Anamnasox A9:E12.

A B C D E F

1 AHBapb Tespans MapTt

2 PervoH 1 36084 27911 34519

3 PervoH 2 37077 32274 25873

4 Pervon 2 26 196 26 477 24 065

3 PervoH 4 25438 36823 23 209

6

7

8 PervoH 1 PervoH 2 PerdoH 3 PernoH 4
9 AHBapb 36084 37077 26 196 25438
10 ®espant 27911 32274 26477 36823
11 MapT 34519 25873 24065 23 209
12

13

Puc. 4.12. lpeobpasoBaHne BEPTUKANLHOIO ManasoHa B ropU30HTabHbIN

CoBer

Ecnu B guanoroBom okHe CneuuanbHasi BCTaBKA Bbl LEKHETE Ha KHOMKe BCTaBuTb CBA3b, TO
MEXAY MCXOAHBIM AnanasoHOM U AUanasoOHOM Ha3HaYeHUs YCTaHOBUTCA CBA3b. ITO 03HAYAET, YTO
No6ble MK3MEHEHUA B UCXOHOM AnanasoHe 6yayT aBToMaTM4yecKu otobpakatbes B AManasoHe Ha-
3Ha4YeHuq.

NMeHOoBaHHbIe AYEMKN U AnanasoHbl

He BLI3bIBAET COMHEHUA, YTO UMETH AENO C 3arafj0MHLIMU aipecaMu fYeeK U aua-
Ma30HOB WHOTAA OYeHb YTOMUTENbHO (0COGEHHO 3TO KacaeTcsi GOpPMys, O KOTOPHIX
peub moiiger B rnase 9, “OcxoBul opmyn u dyukumit Excel”). K cuactsio, Excel mo-
3BOJIAET IPUCBAUBATh AYEWKaM W [Malla30oHaM COZepKaTelbHble WMeHa. Hampumep,
AYenKy MOXHO HasBarh [IpoueHTHaa_CtaBka, a auamason — O6beM_NpoLax_3a_MioNb.
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Hcronb3oBanne mof06HLIX UMEH (IO CPaBHEHUIO C aipecaMu AUeeK Ui ANANa30HOB)
LaeT pAf MPeUMyILecTB.

o CopepxarenbHoe UMA puamnasoHa (Hampwmep, BanoBoi_[loxod) 3amoMHWUTb Ha-
MHOTO Jlerye, ueM appec aueiiku (Hampumep, AC21).

o IIpu BBOZE afpecoB AYeeK W AUATIA30HOB JIerYe OINOUTHCA, YeM ITPU BBOLE UMEH,
1, ecnu B ommberech B uMenu B hopMyie, Excel BriBegeT ourmbky #MMA?.

e MoXHO 6LICTPO ITEPEMECTUTLCA K 0671aCTAM Pab0OUero 1UCTa, B KOTOPLHIX HAXOLATCA
UMeHOBaHHbIe AYENKU WIN AWaMa30Hbl. [Inf 3TOr0 HYXHO BOCIIOJb30BATHCA IIO-
nem M8, KoTopoe Haxonutcs ceBa B cTpoke Gopmyn. Heobxopumo menkHyTb
Ha KHOIIKE PACKPHITUA CITUCKA U BLIOPATh HYXHOE UMA U3 CITUCKA WIU KOMAHLY
MaeHas=PepakTuposanve=Haitu n Boigenute=Nepentu (nnbo HaXaTb KlaBulry
<F5> unu <Ctrl+G>) n yxasarb uma suamnasoHa.

e Vrmpowaerca mpouecc co3pganua @opmyn. VMa Avedku uau LuamasoHa MOXHO
BCTaBUTH B GOPMYILy, BOCIIONIb30BABLIUCL CPEACTBOM aBTO3aBePLIeHUA OpPMYIL.

MHdopmaumio 06 aBTo3aBepLIEHUM GOPMYA MOXKHO HanTK B mase 9, “OcHoBbl popmyn
"[":l n dyHKUMA Excel”.
[ ]

mena mo3BonatoT cuenarb GopMyibl 60jee OHATHLIMU U TIPOCTHIMU B UCIIONb-
30Banuun. Cornacurecs, uto hopmyna =Joxom-Hasoru HaMHOTO MOHATHEE, YEM
=D20-D40.

CosgaHne MMeHOBaHHbIX iIYeeK U Anana3oHOB B pab04YMX KHUrax

B Excel IIpefyCcMOTPEHO HECKOJIbKO CIIOCOO0B CO3LAHUA UMEH A4YeeK U AWNATIa30HOB.
Ho mpexpe 4eM OMUCHIBATL 3TU CIIOCOOLI, HEOOXOAUMO PACCMOTPETb YCTAHOBJIEHHbIE
IIpaBWla BLIOOPA UMEH.

e B uMeHax He [OKHO ObITL TPO6ENoB. A NyYLIero BOCIPUATUA UMEHU MOXeTe
BOCIT0J1b30BAThCA CUMBOJIOM ITOfUePKUBaHUA, Harpumep [ogosoi Jloxoa.

e MOXHO UCIIONb30BaTh Nt06OLIe KOMOUHAIUN 6YKB W BUdpP, HO UMA [OJKHO Hauu-
HaTbCA C BYKBLL, 3HAKa MTOAYEPKUBAHUA WU 06PATHOI KOCOMN YepThl. IMa He Mo-
KEeT HaunHaTheA ¢ uudps (Hampumep, 3-nKBapTtan) unmn 6LITb TOXOXUM Ha afipec
Aveiiku (Hampumep, Q3). Ecnn Bce-Taku Takme nMeHa He06X0AUMO 337aTh, MOXKHO
IIPeABAPUTbL UMSA CUMBOJIOM TTOAYEPKUBAHUA WU 00PATHOW KOCON UepTOA, HAIpu-
mep _3-iKeaptan n \QTR3.

e Jlio6bie crieliManbHbe CUMBOJILL M CUMBOJIL TYHKTYALUY, 33 UCKIIIOYEHUEM CUMBO-
J10B TIOJ]YEPKUBAHUS, 06PATHOW KOCOM YEPTHL U TOYKU, UCIIO/Ib30BATh B UMEHAX HE
paspemraeTcs.

e lIMeHa JOJKHBL COLEPKAThL He 6onblre 255 cumBonoB. Ho crapaiitech co3paBaTh
KaK MOXHO 60Jlee KOPOTKUE UMEH], KOTOPLIE BMECTE C TeM OYAYT [OCTATOYHO CO-
LepXaTenbHbl, MOHATHLI U 3aIIOMUHAOINCA.
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~N
BHumaHKE!

B Excel ecTb HECKO/IbKO UMEH A1s1 BHYTPEHHErO UCMOAb30BaHMs. M X0Ts Bbl MOXETe c034aTb MMe-

Ha, 3amMellalle BHYTpeHHUe uUMeHa Excel, nydqwe 3atoro He aenatb. COBETYEM He PUCKOBATb

u usberatb cnepytowmux umeH: ObnacTtb_neyat, 3aronoBku_nevat, O6nacTb_KOHCOAMAALMU

u Uma_nucra. O ToM, KaK yaanseTcs umsa avanasoHa Uau NnepeMMeHyeTcst AuanasoH, Bbl y3HaeTe
\_HWHe, B paspene “YnpaBneHue nmeHamun”.

HUcnonb3osaHue nons Ums

CaMbIM GLICTPLIM CIIOCOOOM CO3LaHUA UMEHU ABAAETCA WUCIONb30BaHue mons Ums
(cneBa ot crpokn hopmyn). BribepuTe aueiiky (unu fuamasoH), KOTOpoii OyAeT mpucsa-
UBATbCA UM#, eNKHUTE Ha mone IMA 1 BBenTe camMo uMs. [ co3naHnsA UMEHU HaXMU-
Te knasuwy <Enter>. (Haxumars <Enter> Heo6xoaumo Ana 3anoMuHaHUA CO3LAHHOTO
UMeHW, — ecM Cpa3y Iepeittu Ha pabounit nuct, Excel umenu He cospacrt.)

[Ipu BBOAE HEKOPPEKTHOTO MMeHW (Hampumep, May21, uro mpepcraBnser co6oii
azpec sueiikn, MAY21) Excel akTuBu3upyeT A4eiKy C STUM afpecoM, He TPefyIpeLuB Bac
0 TOM, UTO 3TO UMs HETpaBUAbHOe. Ecnu BBELEHHOE UMSA COLEPKUT OIMOOUHLIN CUMBOJL,
Excel BuiBepeT coobumermne 06 omnbke. Ecnu BHOBb CO3TaHHOE UMSA YXKe UCTIONb3YEeTCs,
BHL HE CMOXETe UCTI0Nb30BaTh nojie MMS Ins yxe 3alaHHOT0 U3MeHeHUA afpeca A9eiku
WU IVama30Ha, K KOTOPOMY 3TO UMs OTHOCUTCA. IIOMEITKA chenarh 370, T.e. Ha3aHauuThb
V)Ke UCTIONb3YEMOEe UMS HOBO fueiike UIU IWUATa30HY, aBTOMATUYECKU IIPUBELET K BhI-
60py Ha IUCTe CTapO AYENKU WU Anana3oHa.

[Tone NMsi ipencraBnsieT co60i PpacKpLIBAOWMUIACA CITUCOK, B KOTOPOM OTOOpAKatoT-
Csl BCE UMEHa, UMelomunecs B paboueit kaure. [Ina Toro 4To6LI BEIOPATh UMEHOBAHHLIN
LVaIa30H WIn A4eiiKy, wenkHure Ha mone MMa u Bret6epure cooTBeTcTBytomEe uMsa. Ilpu
3TOM Ha3BaHWe AYENKU WX namna3oHa mossurca B mone Mms, n Excel Buibeper umeHo-
BAHHYI0 AYENKY WIN JUANA30H Ha paboueM nucTe.

WUcnonb3oBaHue ananoroBoro okHa CosgaHue UMEHM

[inst 6onee MONHOTO YIIpaBieHUs IMPOLECCOM Comarme mesn 7 x
MIPUCBOEHUA UMEH AUENKaM W UATa30HaM MOXHO e s
BOCITO/Ib30BATbCSA AMANOTOBLIM OKHOM CO3AaHUE | enac:
MMeHW. YToObt CO30aTh UMS AUENKU UIU [UATIA30Ha, EpreseE
CHavasa BLIAENNTE 3Ty AYENKY WIN ANAMA30H, a 3a-
TeM BbiGepuTe KoMmaHay PopMynbi=OnpeaeneHHble
umeHa~>3apatb MMSi. B pesynbTaTe OTKpoeTcs
nmanorosoe okHo CO3faHWe UMeHW (puc. 4.13).  [A°™  [=Mascsis
OTMETMM, YTO pasMepbl 3TOTO OKHA MOXHO W3-
MeHATb. [Nl 3TOTO0 YCTAaHOBUTE YKas3aTelb MbILIU
Ha /1106011 IpaHnLe OKHA U IEPETALUTE ee.

BeeauTe ums B mosne 8eoaa Mg wnu socmons-
3yiiTeCch UMeHeM, KOTOPOe MPeJI0KUT IIPorpamMma
(ecnu oHa ero, KOHEYHO, TPeANOKUT). B TexcToBOM mmone [lManasoH moABUTCA afpec ak-
TUBHOW iUelKu (Win BHAENEHHOTO Juana3oHa). B packpuiBatomemcs cnincke O6nactb

KHura ~

¥

OTtmena

Puc. 4.13. lNpncBoeHMe UMeH sYeiikam
¥ nana3oHam C NOMOLLbIO A1anoroBoro
okHa Co31aHue MMeHn
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yKasbBaeTcs 0671acTb BUAMMOCTY JJ15 CO3[1aBaeMoro umetu. 0biacms BuOUMOCMU 04€ep-
YUBAET 30HY MPUMEHUMOCTU UMEHWU — BCA paboyas KHUIa WU KOHKPETHLI pabounii
JIUCT, B KOTOPOM OTIpefiefieHo 3To uMA. B mone MNpuMeyaHme MoxHo BBECTU KOMMEHTapUN
K BbIZLeJIeHHOMY iUaIa3oHy Avyeek u k ero umenu. llenkunte Ha kHomke OK, uTo6bt f0-
6aBUTb HOBOE UM U 3aKPHITb AUAJIOTOBOE OKHO.

Ucnonb3oBaHue okHa Co3gaHne UMEH U3 BbiAENEHHOM0 Auana3oHa

YacTo BO3HUKAET HeOOXOAMMOCTb UCIONb30BaTh TEKCT, COMEpKamuniica B paboveit
Ta6nvm,e, ona co3paHuA UMeH AveeK WU IUalla3OHOB. Hanpvuwep, BdM MOXET ITOHAAO0-
OUTbCSA UCTTONbL30BATb TEKCT U3 AdYeeK cTonbua A s CO34aHUA UMEH COOTBETCTBYIOIUX
AgeeK CTOJl6].1a B. Excel mo3BonseT 3To CAEJ1aTb J1€I'KO U ITPOCTO.

Yro61l CO30ATh UMEHA C MIOMOIILI0 TEKCTA, PACIIONIOKEHHOTO B COCENHUX AvENKax,
CHaA4aJjla BbIAENNTE 3TOT TEKCT U ﬂ‘IeﬁKM, KOTOPbI€ HYXXHO HA3BATb (Z-)TO MOTyT 6bIT1> KaK
OTAeNbHLIE AUEWNKY, TaK U AWAIa30HL Ayeek). VMeiiTe B BUAY, YTO TEKCT JOJKEH Ha-
X0AUTbCA B COCegHUX AYenKax M0 OTHOLIEHUID K H‘IefflKaM, KOTOpPbI€ HYXXHO HA3BATb.
(Jomyckaercs Takxe BHIOOP HECKONbKUX AMAIA30HOB MApHLIX Aveek.) [anee Buibepu-
Te KoManay Popmynbi=>OnpeneneHHblie meHa=Co3aaTb U3 BbIAENEHHOr0. B pesynbraTe
Excel oTo6pasut nuanorosoe okHo Co3naHMe MMeH M3 BbiOeNEeHHOro AMana3oHa, oKasaH-
HOe Ha puc. 4.14.

A B T D E F G H 1 J
AuBape ®esBpane Mapt
PermoH 1 8832 9032 9318
Pervon 2 9321 9575 9661 Co3gaHne MMEH W3 BEIZENEHHOMD gNanasoHa ? *
PermoH 3 9914 10 026 10 062
Pervon 4 10 245 10515 10 566 COBAETb MMEHE M3 3HAYEHWIT

E CcTONGLE Cnesa

[ & crpoke Hike

(= TN I R R T R F R

|:| E cTon6BLe cnpasa

OTmeHa

—_
=
H
=

"
—_

g
W | ra

Puc. 4.14. Excel no3BoAseT c034aBaTb UMEHA YEEK
Ha OCHOBE TEKCTa, PacnooKEHHOr0 B COCEIHMX fYEMKax

®naxok omuuu B 3TOM AUaNOrOBOM OKHE YCTaHOBJEH Ha OCHOBAaHWUW ITPOBEMEHHO-
r0 MPOrPaMMON aHanu3a BHIZENEHHOTO Auana3oHa. Hampumep, ecnu mporpamma o6-
HapyXWuia TeKCT B IIEPBOIL CTPOKe BHIOPAHHOTO Lualla30Ha svYeeK, TO OHA IIPefJlOKUT
CO37,aTb UMeHa Ha OCHOBE TEKCTa B BEPXHEeW CTPOKe — omuua B CTPOKE Bbiwe. Ecan
poranka Excel HeBepHa, Bb MOXeTe BHOpaTh Apyryio omuuio. llenkHure Ha KHOIKe
OK, n umena 6yayT co3zanbl. B pesynbrare uCImonb3oBaHWUA [AHHLIX, MOKA3aHHBIX
Ha puc. 4.14, mporpamma Excel co3pacT ceMb UMeHOBaHHLIX MANa30HOB, KaK II0Ka3aHo
Ha puc. 4.15.
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Ouncnetuep umen ? *
LCo3gate... HmeHuTs... YpanuTe PrneTp T
Hma 3HaueHne AwnanazoH O6nacre MpumeyaHue

19318779 6617710 0627710 56677  =Nncr1!SDS2:5D55

@Pernwj {'8832779032779 3187 =/lncT1!5652:5D52 Knura
El Pernon_2 19321779 575779 6617} =NncT1!SB53:5053 KHura
E'Permmj {"9914%"10 026710 062"} =Nuct1!5654:5054 Knura
E Peruon_4 {710 3457710 5157710 5667 =NncT1!SBS5:5D55  Khura
E'meapanb 19032779 5757710 0267710 5157 =NncrT1!SC82:5C55 KHura
EIHHBED!: {'8832779 321779 9147710 3457 =NncT1!5B52:5655 Knura

AwnanasoH:

=Nncr1!SD52:5055 +

3aKpeiTh

4

Puc. 4.15. ina paboTbl C UMeHaMu Auana3oHoB NoNb3yMTECh OKHOM [ucneTyep uMeH

N
Ha 3amETHY

Ecnn copepiallmMincs B 4eriKe TEKCT NPMBEAET K CO34aHUK HEKOPPEKTHOro umeHu, Excel aB-
TOMaTUYECKU UCNPABMUT 3TO MMSA TaK, 4TOObl OHO ObINO KOPPEKTHbIM. Hanpumep, ecnun B siueike
COLEPHUTCA TEKCT Uncrast npmbsIb (TAKOE UMSA HENb3A HA3HAYUTL AYEHKE, NOCKOJbKY B HEM
coaepxutcst npoben), Excel 3ameHUT npob6en cMMBONOM nogyepkuBanus. OfHaKo, ecnu BMecTo
TEKCTa B iYeViKe COAEePIKMTCS HEKOTOPOe 3HadYeHne nav dopmyna, Excel He CMOKET co3aaTh Ha ero
0CHOBEe KOpPeKTHOoe MMS. Mpu 3TOM HUKaKoe UMS AYENKe He NPUCBaMBAETCS M NO 3TOMY NOBOAY
(_He BbIBOAMTCA HUKaKMX CO06LWEHUHN.

BHumAHKE!

Ecnu svelika, pacnonoxeHHas B IEBOM BEPXHEM Yy BbIOPaHHOMO AManasoHa, COLEPHUT TEKCT,
a Bbl BbiGpanu onumun B cTpoke BoiLe v B cTonbue cnesa, 1o Excel ncnonb3yeT aToT TEKCT B Kade-
CTBE UMEHM AN151 BCEX AaHHbIX, 3@ UCKNIOYEHWEM BEPXHEN CTPOKKU 1 NeBOTO cTonbua. Moatomy, npe-
Ae Yem NPUHUMaTh MMeHa, aBTOMATUYECKM co3aiaBaemble Excel, ybeantecb B TOM, Y4TO OHU NPK-
CBOEHbI NPaBWNbHO, T.€. HyKHbIM Anana3oHam. Ecian Excel co3aaet owmnb04HOE UMSI, Er0 MOXKHO
kyp,anvm: WM U3MEHWUTb B OKHe JJucneT4yep MMEH, KOTOpoe ONUCLIBAETCS B Cneaytolem pasaene.

YnpaBneHue umeHamu

B oznHoii paboueit KHUTe MOXKHO CO3ZaTh /11060€e KOMYECTBO UMEH AUeeK U AMUamaso-
HOB. Eciv BB CO30anu MHOTO TaKUX UMEH, TO IJ1 YIIPABAE€HUA UMU MOXET IIPUTOAUTHCSA
uHcTpymeHT Excel, KoTopbiit HaskiBaeTcA Aucnetdep MMeH (cM. puc. 4.15).

JIvanorosoe okHo JMCNeTyEp MMEH MoABAAETCA IOcje BuiOopa koMaxasl Popmynbl=
OnpepneneHHble MMeHa= [ucneTyep MMeH WK HaxaTua KoMmounauuu knasuir <Ctrl+F3>.
B03MOXHOCTW, ITPELOCTABAEMbIE 3TUM OKHOM, OITUCAHLI HUXKE.
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I[IpepocTaBneHmne MONHBIX AAHHBIX 0 KAXKAOM UMEHU, COAiePKaleMca B paboyeit KHu-
re. Pasmep puanorosoro okHa JIMCNETYEP UMEH MOKHO UIMEHATD, N MOXKHO IT0 Mepe
He0OX0AUMOCTU YBENNYUBATL LIMPUHY CTONOL0B AJ1s TOTO, YTO6OL YBUAETH Gonblre
uHdopmauuu. [Ina copTMpoBku UHGOPMALUM ITO COREPKUMOMY CTONOLA MOKHO 1~
KHYTb Ha 3arojl0BKe CTOJ61a.

Bo3MoXHOCTb GUAbTPALUK CIIUCKA UMEH. [If 3TOTO LeNKHUTE Ha KHOIKe Punbtp
W B OTKPHIBLIEMCS CITUCKE BLIOEPUTE TY KOMaHAy, KOTOpas II03BOIUT BaM 0TOOPA3UTD
TONLKO HYXHbE UMeHa. Hampumep, MOXHO 0TOOPaswUTL UMeHA, MpuHafJiexamue
TOJIbKO OTIPeJieJIeHHOMY paboyemMy nucTy.

IIpepocraBnenmne 6LICTPOro AOCTYMA K AUanoroBomy okny CosgaHve umenu. Ilenk-
HUTe Ha KHomKe CO3[aTh, YTOOLI OTKPHITL 3TO OKHO, ITPUYEM OKHO JMUCMETYEep UMEH
OCTaHETCA OTKPLITHIM.

B03MOXHOCTb pefaKTUPOBATb CylleCTByWIUE UMeHa. UTOOH OTpenaKTUpOBAThH
Kakoe-nub0 UMs, BLIIEIUTE €r0 B CIIUCKE UMEH U LeIKHUTE Ha KHOMKe M3MeHUTb.
OTKpoeTca nuanorosoe okHo MI3MEHEHMe UMEHW, B KOTOPOM MOXHO U3MEHUTb CaMo
UM#, CCLUIKY Ha AUeWKU, KOTOPHIM MTPUCBOEHO 3TO UMS, MO0 TPUMeYaHUA K HUM.

B03MOXHOCTb yAaeHUA UMEH, KOTOpLIe G0MblIe He UCIIONb3YITCA. A 3TOrO Bbl-
LenuTe yaansieMoe UM B CIIUCKe UMEH W LeIKHUTe Ha KHOTIKe YAAIUTb.

BHuMAHUE!

byabTe 04eHb OCTOPOKHBI NPU YAANEHUM UMEH AYEeeK M [Mana3oHoB. ECiM umsa ucnosnb3yerca

B dopmyrne, TO ero yaaneHue NpuBeaeT K ToMy, 4To GopmMyna CTaHeT HenpaBuIbHOW W ByAeT BO3-

BpalllaTh 3Ha4YeHWe ownokn #FUMA?. Kasanoch 6bl NOMMYHLIM, €C/K Gbl NPU YAaNEHUU UMeHN Excel

3ameHsn ero B Gopmynax COOTBETCTBYIOLMM agpecoM, HO 3TOr0 He npoucxoauTt. K cyacTbto, yaane-

HME UMEHN MOKHO OTMeHMTb. ECu cpasy nocne yaaneHus UMeHU Ha paboyemM NUCTE Bbl YBUAEM

own6ky #NMA?, wenkHute Ha KHonke OTMEHUTb NaHenu GLICTPOro AOCTyNa (MM HaKMUTE KOM-
k61/|Hau,vuo Knasui <Ctrl+Z>), yT06bl OTMEHWTb yAANEHUE UMEHW.

VYnanue cTpoku num6o cTonbubl, copepKaliue UMEHOBAHHBIE AYENKU U [Uaa30Hbl,
BbI TEM CAMLIM HAPYLIUTE 11€J1I0CTHOCTD CCHILOK, COOTBETCTBYIOIUX UX uMeHaM. Hampumep,
ecnu aveiika A1 Ha nucre Jlnct1 umena ums, gonycTum, lNPOLEHT, TO 3TO UMA COOTBETCTBO-
BaJlO cchinKe =Jimcrl!Al. Ecnun BB ynanute Nepeyo CTPOKY AU MEPBLIA cTon6el pabo-
Yero JINCTa, TO CChUIKA, COOTBETCTBYIOWAn uMenu MPOLEHT, CTaHeT HEKOPPEKTHOW U byneT
0TOGpaXXaTbea KaK =JlmcTl ! #CCEIIKA ! . U ecnn umsa MPOUEHT UCTIONb3YeTCA B KaKO-1160
tbopmyne, To Teneps 31a GopMyna BepHeT 3Hauenne omrnbku #CChIJIKA?.

CoBer )

Y106bl CO3AaTb HAa paboyem NIMCTE CUCOK BCEX UMEH, UMELLMXCA B paboyei KHure, cHadvana

NMOMEeCTUTE Tab/IMYHBIA Kypcop B KaKylo-HWMOYAb NYCTYIO AYErKy — 3Ta fuerka Oyaet BepxHew ne-

BOW SIYEMKOM c031aBaeMoro cnucka. lanee Haxmute knasuiny <F3>, yto6bl OTKPbITb AUAN0OroBOE

OKHO BCTaBka MMEHW, B KOTOPOM NpeacTaBieHbl BCE MMEHa, ONpeaeNeHHbIe Ha TeKyllleM paboyem

nwvcte. LWenkHute Ha KHonKke Bce nmena, v Excel co3pact Ha paboyem AKUCTe CUCOK UMEH C YKa-
_38HVEM aApECOB A4EEK, KOTOPbIE COOTBETCTBYHOT STUM MMEHaM.
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[lo6aBneHne npUmevaHun K a4emKam

JloKyMeHTa1us, B KOTOPOii IIOACHAETCA HasHAYeHWUEe PA3/IMYHLIX 371IEMEHTOB pabovero
JINCTA, YaCTO MOXET 0KA3aThCA OYEHb IT0JIe3HON. B KauecTBe 0HOTO0 U3 CIIOCOO0B 0CTU-
}enus stoit uenn B Excel mpeanaraeTcs BO3MOMXHOCTb CO37laHUA MIPUMEUAHUI K AUent-
KaM. JTO 1ie1ec006pa3HO B TOM CIIy4aE, €CAU TPEOYETCs OMUCaTb KOHKPETHOEe 3HaYyeHue
WV 00bACHUTD, KaK paboTaeT 3amucanHasn B sueitke Gopmyna.

YT06bI 106ABUTH K AUEliKe IIPUMeYaHWe, BLIIEJIUTE ee U BLIIIOJHUTE N1060€e U3 cneny-
0WUX 0eNCTBUN.

e Buibepure komanzny PeuenanpoBaHme= NMpumevanus=Co3patb NpUMeyaHue.

o [llenkuuTe mMpaBO KHOMKON MbILIU U UCIIONbL3YITE KOMaHLy BCTaBUTb NpumedaHne
U3 KOHTEKCTHOTO MEHI0 AYENKU.

e Haxmure kombuxauuo knasuur <Shift+F2>.

Excel BCTaBUT mpuMedaHwe, YKasbiBalollee Ha aKTUBHYIO AvenKy. BHavane mpume-
yaHue GYAeT COCTOATb TOJbKO U3 BALIEr0 WMEHW, 3aflaHHOro BO BKnagke O6wme nua-
norosoro okHa MapameTpbl Excel (ans Toro yTo6b 0TOOPA3UTb 3TO LUANIOTOBOE OKHO,
BhrIOepuTe KoManay Pann=rapameTpsbl). IIpn xenaHum cBoe NMA U3 MPUMEYAHUA MOXHO
yIanuTh. BBeaure TeKCT mpuMevaHus K sdeitke, a 3aTeM lENKHUTE B 11060M MecTe pa-
6ouero nucra, YToObl CKPLITL €ro. Pasmep oKHa, B KOTOPOM 3aIUCLIBAETCA [IPUMEYAHNE,
MOXXHO U3MEHATb, IIPOCTO MIEPETACKUBAs ero rpaHuibl. Ha puc. 4.16 mokasaHo, Kak sveit-
Ka C IPUMeYaHueM BHIIIAAUT Ha paboyeM nucre.

A B € D E F G

1 AHBapb  ®espans MapT

2 |Permon 1 8832 9032 9318

3 |PermoH 2 9321 9575 9661

4 |PervoH 3 9914 10026 10062 -~ Admin: .

5 |PermoH 4 10345 10 515 10566  |370 aHaueHne cienyet

6 CIYTOYHHTE ]
7

8

]

Puc. 4.16. K a4eitkam MOXHO A006aBAATb NPUMEYAHHS,
MOACHAOWME 0COOEHHOCTU NOMELLEHHbIX B HUX 3HAYEHWUI

B mpaBOM BepxHeM yriy fueek, K KOTOPHIM L06aBneHO MpuMevaHue, oTobpaxaercs
MasneHbKUIL KpacHbll TPEYTObHUK (OH Ha3blBAETCA WHAWKATOPOM IIpuMevanus). Ecnu
ITIOMECTUTb YKa3aTejlb MbIIV Ha AYENKY, COAEPIKALLYI0 IIPUMEYaHUe, TO TPUMeyaHue CTa-
HeT BUAUMBIM.

MoxHo cpenarb Tak, YTOObl IIPUMEYAHUA 0TOOPAKANUCL faXe B TOM CILyvae, eCiu
AJdeiKa He aKTuBU3UpoBaHa. lllenkHure Ha copepikaulei IpuMedaHue adelnke, IpaBon
KHOITKOM MBILIU U BHIOEPUTE U3 PACKPHIBLIETOCA KOHTEKCTHOTO MeH10 KoMaHAy lNoka3aTb
UnK CKPbITb MpUMedaHust. Cyna mo Ha3BaHWIo, 3Ta KOMaHZa AOJIKHA OTHOCUTBCA KO BCEM
“mpumeyannamM” (IIOCKONLKY UCIIONb3YETCA MHOXECTBEHHOE UUCIIO0), TEM HE MeHee OHa
BJIUAET TOJILKO Ha IPUMeYaHUe AJIA TeKYLle BHIOPaHHON Aveiiku. [Ina BO3BpaTa K 00b14-
HOMY ITOBeZieHWI0 (MIPUMeYaHns MOABIAIOTCA TOMLKO TOTAa, KOTHa AYeiiKa akTUBHA WIn
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yKasarelb MbIUIW IIPOXOAUT Haj HeW) LeNKHUTe Ha Avelike IIPaBOW KHOIKOW MbILIU
1 Bei6epute koManay CKpbITb NPUMEYAHME.

CoBer h

CylLecTByeT BO3MOKHOCTb M3MEHWTb CNOCO6 0TOBPAKEHUSA NPUMEYaHHii K s4eiiKaM W UX MHAMKa-

TopoB. [ns 3toro BbibepuTe KomaHay daiin=apameTphl 1 0TKpoiiTe BKNaaKy LONONHUTENLHO

AnanoroBoro okHa [MapameTpbl Excel. B pasgene kpaH yctaHOBUTE neperoyatens ns

slyeek C NpUMMeYaHusIMM NnokasbiBaTb: B Tpebyemoe MONOXEHWE: HUYEro, TONbKO MHAMKATOPSI
k(M BCMJIblBAIOLLIME NPUMEYaHNS) nav NpUMeHaHuUsi U UHOWMKATOpDI.

dopmaTtMpoBaHue NPUMeYaHHii

Ecnv BaM He HpaBUTCA BHEWIHWUN BUJ, MIPUMEYaHWUW, 3aAaHHbIA 110 YMONIYAHUIO, MO-
XeTe ero u3aMeHuTs. llenkHuTe MpaBol KHOMKOW MbILIW Ha AYeNKe U B OTKPLIBLIEMCA
KOHTEKCTHOM MEHIO BHIOEpUTE KOMAHAY M3MEHUTb npumeyaHue. Brijenure TexcT mpu-
MevaHUs U UCTIoNb3YiiTe KoMaHpbl MasHas= LWpnudT n MasHas= BuipaBHueaHue ans gop-
MaTUPOBAHUA TEKCTa PUMEYAHUA 10 CBOEMY YCMOTPEHUIO.

3HauuTeNnbHO 60NbUINE BOZMOXHOCTU GOPMATUPOBaHUA IPUMEYaHWUN IIPELOCTaBIA-
eT avanorosoe okHo OpPMaT NPUMEYAHWS, KOTOPOe OTKPLIBAETCA IOCTle BLIOOPA B KOH-
TEKCTHOM MeHI0 IIPUMeYaHUuA OfHOUMEHHOW KoMaHzabl. OHO 03BOAAET U3MEHUTb MHO-
XECTBO HI0AHCOB BHELIHET0 BUAA IPUMEYaHUS, BKLI0Yas 11BEeT, OKaMJleHWe U IPaHuLlbL.

N

CoBer

C nomollblo A1anoroeoro okHa Gopmar npuMedaHust B 0KHO NpUMEeYaH!st MOMHO BCTABHTb PUCY-
HOK. [lns 31010 LWEeKHWUTE NPaBOM KHOMKOW MbILWKW Ha AYEWKE M B OTKPbIBLIEMCSH KOHTEKCTHOM MEHIO
BblOEpUTE KOMaHAy M3MeHUTb NpuMeyaHue. 3aTem LIEKHMTE NPaBOM KHOMKOWM MbIWK Ha rpa-
HULLE OKOLWKa NpUMMeYaHus (HO He Ha caMoM NPUMEYAHWUKN) U B CNeayloLeM KOHTEKCTHOM MEHI0
BbiGepuTe KoMaHay Popmat npumeyaHus. B okHe Popmat npumeyaHus nepenamnte Ha BKNaaKy
LiBeTa v nimHWM, oTkpoiite nanuTpy LIBeT B paszsene 3anueka v Ha 3Toi nanuTpe BbIGEPUTE KOMaH-
4y Cnoco6bl 3anMBku. B OTKpbIBLIEMCS OHOMMEHHOM AWANOrOBOM OKHE NepeiauTe Ha BKNaAKY
PUCYHOK v BblGepuTE NOAXOAAWMI PUCYHOK Ansi GOHa OKHa npuMedanus. Ha puc. 4.17 nokasaHo
kom-lo npuMMeYaHus, cogepallee rpaguyeckuii GoH.

A B C D E
fAlHBapb

®espane Mapt

(=R NN T R

PervoH 1
Permon 2
PervoH 3
Pervoun 4

8832
9321
9914
10 345

9032
9575
10026
10515

9318
9661
10062
10 566

Puc. 4.17. NpumeyaHue ¢ rpapuyecknm GpoHom
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AnbTepHaTuBa CTaHAaPTHbLIM MPUMEYaHUAM K S4erKam

CpenctBo npoBepKku AaHHbIx Excel (nogpobHee o HeM — B rnaee 26, “llpoBepKa AaH-
HbIX”) Npeanaraert elle 0AMH Cnocob co3aaHUsA NPUMEYaHUI K s4enKam. 3ToT TMN nNpu-
Me4YaHW aBTOMATUYECKN MOSBNSAETCHA Ha 3KpaHe, Koraa BbibpaHa cojeprkallias ero
fiyerka. Yto6bl co3aaTh TaKoe NpuMedaHue, BbiMONHUTE CleaytolmMe ENCTBUS.

1. Bblgenute 4eiKy, B KOTOPOW AOJIKHO GbITb NPUMeYaHue.

2. Bbibepute koMaHay [laHHble=>Pab6oTa ¢ gaHHbiMu=TpoBepka paHHbIX. OTKpPOETCSH
Ananorosoe oKkHo MpoBepka BBOAUMBIX 3HA4EHWIA.

B atom gnanoroBom oKkHe WenKHUTE Ha BKnagke Mopckaska ong BBoaa.
YcraHoBuTe dnaxok OToOpaxaTb NOACKa3Ky, €CNN fYeiika ABNSeTCS TeKyLIe.
BBeauTe TeKcT npumeyaHus B noe lNMoackaska no BBoAy.

HononHutenbHo (He 06A3aTe/lbHO) BBEAUTE TEKCT B NoJjie 3arofioBokK. 3TOT TEKCT
6yaeT BbIBOAUTLCS KaK 3aro/loBOK NpuMMeYaHus.

7. WenkHute Ha KHonke OK, 4TOObl 3aKpbiTbh AnanoroBoe oKHO lpoBepka BBOAMMBIX
3Ha4YeHui.

oo s w

B pe3ynbraTte npojenaHHbIX [ENCTBUI Ha 3KpaHe NocJsie BblAeNIEHUA JaHHON AYENKHU MO-
SIBUTCH Balle cooblieHune, KOTOPOE UCHEIHET NpU BblAENEHNN ﬂpyFOVI AYENKM.

OTMETMM, YTO TaKOE MPUMEYaHME He SBNSETCA “HacTosiluM” NMPUMEYAHMEM K SYENKE.
B yacTHOCTH, iuerKa, coaepallasi Takoe COobLLEHNE, HE UMEET MHANKATOPA NPUMEYaHN
W He pearvpyeT Ha KOMaHAbl, NPUMeEHsIeMble 419 paboTbl C NpUMedYaHusamMu. Kpome Toro,
3TO COOOLLEHME HENBb3S1 0TGOPMATUPOBATb HUKAKMM CNIOCOBOM M ero HeNb3s pacneyatatb.

U3meHeHue KOHTYpPa OKHa npnmMme4vyaHus

06LIYHO TTpUMevaHne 0TobpaXaeTcs B MPAMOYTOJLHOM OKHe. [InA TOTro 4TOOH W3-
MEHWUTb (bopmy OKHa IIpuMedYaHus, IIpexne BCEro c,u,enaﬁTe €ro BUAUMBIM (JJ,JlFl 3TOTO
meNnKHUTE Ha AdenKe ¢ IIpuMmedaHneMm r[paBoﬁ KHOITKOW MBILIU U BbI6epMTe B OTKPLIB-
LIEMCA KOHTEKCTHOM MeH10 KoMaHzy [okasath Mn CKpbITb NPUMeYaHust). anee menkHu-
Te IIPaBOi KHOITKOW MBILIM HAa TPaHWlle IMPUMeYaHus (U1K WeNKHWUTe Ha MPUMeYaHun
IIpu Haxarow knasuure <Ctrl>), yTo6nl 3Ta rpaHuna 6rla BEIOpaHa xax gueypa. 3aTeM
B IT0J1e YTO BBIXOTUTE CAENAaTb? B CTPOKE 3ar0J10BKOB JIEHTHI BBEUTE 3HAYEHUE UBMEHUTE
durypy U B Ipe[JI0XKEeHHHIX BApUAHTAaX BLHIOEPUTE OfHOUMEHHY0 KoMaHay. OTkpoercs
manuTpa Guryp — BaM 0CTaj0Ch AUILIb BLIOPATh B Heil Ty, KOTopas Haubojee TOYHO Co-
OTBETCTBYET BALIUM II0XKEJIaHUAM. Ha puc. 4,18 II0Ka3aHO, KaK BLIITIAAUT IIPUMEYaHUe
K AiueiiKe, oToOpaXaeMoe B HECTAHLAPTHOM OKHE.

lMpocmoTp npumeyaHuim

YT06H MPOCMOTPETHL BCE MMPUMEUYAHUs, UMeKolnecs B paboyeil kKHure, BeibepuTe Ko-
MaHzy PeueHauposaHue=Tpumedanua=Cnegyioliee. MHOroKpaTHOe BLITOJIHEHUE 3TOW
KOMaHZH IPUBEET K IOCEe[0BATEILHOMY ITPOCMOTPY BCEX MMPUMeYaHU, KOTOPLIE eCThb
B paboueit kuure. Komanna PeueHsmpoaHue=puMeyanusi>Ilpeabioyliee mo3sonser
IIPOCMOTPETb TPUMEYaHUs B 00PaTHOM MOPALKE.
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A B © D E F G H
AuBapb @espans Mapt
PernoH 1 8832 9032 9318

PermoH 2 9321 9575 9661
PervoH 3 9914 10026 10062

PervoH 4 10 345 10515 10 566 Admin:
3T0 2HaYeHHe
cnenyet

YTOUHWTE
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Puc. 4.18. lpumeyaHne B HECTAHAAPTHOM OKHE

IIns Toro 4TO6LI 6LICTPO BHIAENUTD BCE COLEPHKALINE IPUMEUAHUA AYENKY, UMEOLIUECH
Ha paboueM nucre, BuibepuTe koMmanay MmasHas=PenaktuposaHne=Haiit v BolnenuTL=
BbioenuTb rpynny sueexk..., a 3aTeM B OTKPLIBLIEMCSA IUAJIOTOBOM OKHE BHIOEPUTE BApUAHT
MpumeyaHua n menkuuTe Ha kHomke OK.

"[":l O TOM, KaK BKIOYMTb MPUMEYAHMS B JaHHbIE, BbIBOAMMbIE HA MevaTb, YUTAlTE B Ma-
Be 7, “lleyatb pesynsratoB paboTbl”.

CoKpbiTHe U 0TOOpaKeHne NpUMeYaHu

Ecnu Bb X0TUTE 0TOOPA3UTb HAa paboueM IUCTE CPasy BCe MTPUMEUAHUS, KOTOPLIE B HEM
ecTb, BbiOepuTe KoMmanzy PeueHsvposaHue=[lpumeyaHus=rloka3atb BCE NPUMEYaHMS.
[lockonbky 3TO KOMaHpAa-IEepeKilouaTenb, B MOXETe BHIOpPATh ee IOBTOPHO, UTOOH
CKPLITh BCE ITPUMEYAHUA.

[Ins COKPHITUA AU 0TOOPAXKEHWUS OTLEbHOTO IIPUMEYaHUs BHAENUTE AYENKY C IIpu-
MeuaHueM u Bbibepute komanzy PeueHsuposaHue= lNpumeyaHus=Tlokasarts nim CKpbITb
npvmeyaHue.

PepaktmpoBaHue npumevyaHun

[Ins Toro YTO6BI OTPEAAKTUPOBATHL TEKCT KAKOTO-NNO0 MPUMEYAHUS, BLIENUTE AUeit-
KY C 3TUM IPUMEYaHWUEM, leIKHUTE HA Hell TPaBOi KHOITKOW MLILIN U BEIOEPUTE B KOH-
TEKCTHOM MeH10 KoMaHzy WM3MeHuTb npumMedaHvne. AHanoruyHoro pesyibraTa MOXHO
LOOUTLCS, BHIAENWUB COOTBETCTBYIOWYI0 A4eiKy W Haxae <Shift+F2>. [locne BHecenus
U3MEHEHWIL B TEKCT TPUMEYAHUA LeNKHUTE The-HU6Yb BHE OKHA IIPUMEYAHUA.

YnaneHve npumeyaHun

Ina Toro 4To6H yHAAUTL MpUMEYaHUe K AYeilKe, aKTUBU3UPYITE ee U BLIOEpUTe
KoMaHzay PeueHsvposaHue= lpumedaHna=ynanutb. inu menkHuTe Ha fuenke paBoi
KHOITKOW MBINIW W BHIGEPUTE B OTKPBLIIEMCA KOHTEKCTHOM MEHI0 KOMaHay YAAnuTb
npumedaHue.
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Pa6ota ¢ Tabnuuamu Excel

Tabnuya Excel — 370 ompefienerHas 06nacTb paboyero 1UCTa CreljuanbHOTo Ha3Ha-
yenus. Korna ananason sueek onpenenserca kak Tabnuua, Excel mpupaer atum aveiikam
0co6bIe CBOMCTBA, KOTOPHIE YITPOLIAOT pelieHne ONpeie/leHHBIX 3aia4 U IIOMOTaloT CHU-
3UTb KOJIMUECTBO OUINOOK.

HasnaueHue Tabnuusl — 06€CIEUNTb ONPELENeHHY0 CTPYKTYPY AaHHBLIM. Ecnu Bb
3HAKOMbL C IIOHATWUEM TabNULULL B IMPWIOXKEHUAX 6a3 faHHBIX (Hampumep, B Microsoft
Access), To BaM yxe LOJ/KHA ObITb 3HAKOMA KOHLEMIUA CTPYKTYPUPOBAHHBIX JAHHBIX.
Ecnv e 3T0 He Tak, He 6€CITIOKONTECD, B 3TOM HET HUYETO CJI0KHOTO.

B Tabnuile Kaxpasa cTpoKa COLEPHUT MHGDOPMALNIO O KAKOW-TO OfIHOW CylHoCTU. B Ta-
Onuue ¢ JaHHBIMU O COTPYAHWKAX KaKLAA cmpoka OYLeT copep)arb faHHbe 06 00HOM
paboTHUKe (TaKue, Kak UMA U haMwnus, OApasfeneHue, aTa IpuemMa Ha paborTy u T.4.).
B kaxpom cmonbye Tabnunsl 6yayT TPUCYTCTBOBATD AAHHLIE INILb OIIPeAie/IeHHOTO TUIT],
HO A7ns K@#0020 U3 paboTHUKOB. MHavue roBops, B TOM CTO/01lE, TZle XpaHUTCA AATa [TOCTY-
IJIeHWA Ha PaboTy ofHOro paboTHUKA, 6YAET MIPUCYTCTBOBATh MHGOPMALUA O AATe ITOCTY-
TIJIEHUS U BCEX OCTAJIbHLIX PAOOTHUKOB, IS KAXK0TO B COOCTBEHHON! CTPOKeE.

YT0 TaKkoe Tabnn4YHaA CTPYKTypa

Ha puc. 4.19 mokasaHa mpocTenuas Tabnuua. Pasnunutbie ee 31€MeHTH, [TPefCTaB-
JIeHHble Ha 3TOM PUCYHKe, 6YAyT MOAPOOHO OMUCAHLL B MOCAEAYIOIUX pas3aenax 3Tow
T71aBHI.

CTpoKa 3arofioBKOB KHonKka copTupoBKmM 1 dpunbTpaummn
1 1
1
Yepepytowmeca

CTPOKU —| 2 |00001 Netp Ceprees MapreTHHT 08.04.2001 25000 F 6439

3 '00002 AHna lycesa  byxrantepua 12.12.199 300008 2017
CTpoka utoros —t 4 |Bcero 55000 J

5 -
6

Puc. 4.19. OCHOBHbIE 3/1EMEHTbI TabANLbI

" [":l 3Ty pabouyto KHUIY MOXKHO HalTK B paiine EmployeeTable . x1sx Ha Be6-CalTe KHU-
M www.wiley.com/go/excel2019bible. [N PYCCKOASBIYHOMO U3LAHWUSA KHUTU
daiin HasbiBaeTcA Pic04 19.x1lsx.

Cmpoxa 3a207108Ka, KaK MPaBWILO, BLIE/lEHA 11BETOM, OTAUYAIOIMUMCA OT 11BETA APY-
I'UX CTPOK Tabnuisl. 3HAYEHUA B CTPOKE 3ar0jl0BKOB OMPEENAT Ha3BaHUA CTONO10B
Tabnuusl. Ecau BH ucmonb3yere GOpMyNy, CCHIIAONIYIOCA HA AYeWKU Tabnulbl, 3Have-
HUA B CTPOKE 3arojloBKa OVAYT TaKKe ONMpefeNiaTh, KaK CeAyeT CCLUIATbCA Ha ee OT-
menbHue cronbust. Hampumep, B saveiikax cron6ua Ctax (gHW) Tabnuubl, MpuBeReHHOM
Ha puc. 4.19, HaxoaaTca GOPMYJbI, CChINAOIMECs Ha AvenKku cronbua [ara npuema
(cTron6ey D). 3Tn dopmynsr uMEOT Takow BUA: =THATA () - [@ [Jlara npuema] ]. Eciun
OJMHA Tabnuikl 607blIe ONHOTO 3KPaHa, IIPYU ee IIPOKPYTKE CTPOKA 3ar0/1I0BKOB 3aMEHUT
co601 00LIYHbIe 3ar0N10BKU cTon6108B Excel.
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06 ncnonb3oBaHWKM B popmynax 0cobbix TabANYHbLIX CCbIIOK NOAPOOHEE YuTainTe B mMa-
" [":I Be 18, “loHatne o Gpopmynax MaccMBoB”.

B cTpoke 3aronoska Takxe MPUCYTCTBYIOT KHOIIKU PACKPLITUA MEHI0 KOMAH[, COPTU-
POBKU U QuabTpauumu — Impu HeOOXOAUMOCTU UX MOKHO COOTBETCTBYIOLIUM 06pasoM
ucIonb3oBaTh. OHW QYHKIMOHWPYIOT B TOYHOCTU TaK, Kak 0OLIMHLIE KHOIKU QyHKIUU
¢bunbTpaunmn cTpok faHHLx B Excel.

Teno Tabnuubl

Teno Tabnuusr o6pasyeT opHa unm 6osnee CTpok AaHHbX. [lo yMOIYaHUIO STU CTPOKU
0TOOPaXKATCA € Yepenyiolencs OKPacKkon ABYX pasHbix 1iBeToB. [Ipu nobaBneHun B Ta-
6111y HOBHIX AaHHLIX IIpaBula GopMaTUPOBAHUA YKe CYLIECTBYIOWNX CTPOK IPUMEHSA-
10TCA U K 3TUM HOBHIM laHHbIM. Hampumep, ecnu 3HaueHus B cTonbie 65m oThopMaTu-
POBaHbL KaK TEKCT, TO BO BCEX HOBLIX CTPOKAX 3TOW Tabnuubl oHU Takxe 6yayT oTdop-
MaTUpPOBaHbI KaK TeKCT. To e caMoe KacaeTcs 1 IIPaBuil YCN0BHOTO (opMaTMpPOBaHUA.

OnHaKo K HOBLIM JJaHHBLIM IPUMEHAIOTCA He TONbKO IpaBuia GopmaTuposanus. Ecaun
Aveiku cronbua copepxar Gopmyny, 3ta Gopmyna 6yneT aBTOMATUYECKU BCTaBJleHA
BO BCE BHOBb Zl0OaBAEMbIE CTPOKW, KaK W YCTAHOBJIEHHLIE JJif 3TOTO CTO761a ITpaBuia
IIPOBEPKU JaHHLIX. Bce 3TO 103BONAET OPraHn30BaTh LOCTATOYHO HAAEKHYIO CTPYKTYPY
BBOZA JI@HHBIX, 00€CIIeYNBAIONIYI0 aBTOMATUIECKOE TPUMEHEHUE BCEX YCTAHOBJIEHHLIX
Tpe60oBaHUN KO BCel BHOBb BBOAUMON UHGOPMALUU.

0pHO U3 caMBIX 3aMeYaTeNbHEIX CBOWCTB Tabnul] 3aKj104aeTCs B TOM, UTO IIPW paclIn-
PEHUU UX Te€Jlda HOBLIMU NAHHbLIMU BCE, UYTO CCbIJIAETCA Ha Ta6nvm,y, dBTOMATUYECKU YVIN-
THIBAET 3TO pacumperune. Ecnm tabnuna aBnseTcs 0CHOBOW AJA OCTPOEHUA ANATPAMMEL
WU CBOZHO Tabnuubl, 1 TO, U Apyroe 6YAYT aBTOMATUYECKW IIEPECTPOEHLL IIpU [06aB-
JIEHWUU B 3Ty Ta6AULY HOBLIX CTPOK JAHHBIX WU YOALEHUA U3 HEE YKe HEHYKHBIX CTPOK.

CTpoKa utoros Tabnuu,bl

[Tpv co3patmnm Tabauiist ee CTPOKa UTOTOB ITO YMOJIYaHUIO He 0TobpaxaeTcs. UTo6bl fo-
6aBUTH ee K TabaulLle, Ha NeHTe ycTaHoBUTe Gnaxoxk CTpoka MTOroB B rpyrne MapameTpsl
ctunei Tabnuu, koHTekcTHO BKnanku KoHcTpykTop. Koraa crpoka utoros otrobpaxaercs,
B ee ITEPBYI0 AUeWKY NOMeLaeTCA TEKCTOBOe 3HaueHue MTOr, HO BEI MOXeTe U3MEHUTb
3TO 3HaYeHUe WK laXKe IIOMECTUTD B 3TY AUeiKy QopMyny.

[Tpu BLIGOpE N1060M AUEWKN CTPOKU UTOTOB PAAOM C HEM ITOABAETCA KHOIIKA PACKPbHI-
TUS MEHI0, B KOTOPOM COJIEPIKUTCA CITUCOK Hanbonee ynorpebnseMsx pyHkumin. CoBceM
He CNyYalHO 3TOT CIIUCOK GQYHKUWIL HAIIOMUHAET IepevyeHb apryMeHToB Aia QyHKuumn
TPOMEXYTOUHHE . UTOT'. Ecnu B ciincke BrIOpaTh Kakyto-nubo gyxakuuio, Excel aBToma-
TUYECKU BCTaBJAET B AUENKY GOpPMYNY € ucnonb3oBanueMm pyukuuun IPOMEXYTOUHHE .
VTOT'M. CMbICA 3TOTO [ENCTBUA B TOM, UTO GyHKuUA IPOMEXYTOUHHE . UTOTY ueHopu-
pyem GUbTpyeMbie sYeiKU, MTOITOMY 06mUA NTOT O6YIET U3MEHATHCA B 3aBUCUMOCTY
OT ITapaMeTpoB GUALTPAUUUN CTPOK TabIULLL.

[ToMuMmo crincka GYHKLUMA, B HUKHEN CTPOKE MEHIO HAXOAWUTCA KoMaHaa Jpyrue GpyHkumm. ..
IIpu ee BLIOOpE OTKPLIBAETCA CTAHAAPTHOE AUAJIOrOBOE OKHO BcTaBka (PYHKLMKM, B KOTOpPOM
MOXHO BbIOpATh N106y10 byHKIMIO U3 Beex pocTymubix B Excel. Hy n momumo Bcero 3Toro,
MOXXHO IIPOCTO BPYYHYIO0 BBECTU B AYEWKY CTPOKU UTOTOB NI06YI0 HYKHYIO0 BaM QOPMYILY.
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MaHunynaTop usMeHeHus pasmepa

B HWXHEM MPaBOM Iy IMOC/IENHE! AYEeNKN MOCNe[HeN CTPOKU Tabanlbl HAXO[UT-
Csl MAHUIYJIATOP U3MEHEHUA ee PasMepoB. IlepeTackuBasi ero MhIIIbIO, MOXHO U3Me-
HATb pasMephl TaONUILLL KaK B BEPTUKANLHOM, TaK U B TOPU3OHTAJILHOM HampaBaeHUN.
B mepBoM cny4ae B Tabnuiy mMpocTo [00aBAANTCA MYCTHIE CTPOKY, B AYEMKN KOTOPBIX
CKOIIMPOBAHHL BCE 1€MEHTH HOPMAaTUPOBAHMUA, GOPMYLL U MIPABUIA IIPOBEPKU JAHHBIX
B cTon6uax. [Ipu pacumperuu TabamnILLL 0 TOPU3OHTANN B Hee N06aBNATCA HOBLIE ITy-
CTbIe CTON6UL ¢ TUITOBLIMU HasBanuamu Ctonbew1, Ctonbeu2 u T.4. OnHakKo y Bac ecTb
BO3MOXHOCTb ITO3HEE U3MEHUTb UX Ha YTO-1160 6051ee 0CMBICIEHHOE.

VYMeHblIeHNE Pa3MepOB Tabaunllbl MPOCTO U3MEHALT COTIANIEHNE O TOM, KAKUE UMEHHO
[aHHbIE BOCIIPUHUMAIOTCA KaK 4acTb Tabnuubl. [Ipu 3TOM He yaansieTcs HUKAKUX [aH-
HBIX, 371€MeHTOB (opMaTupoBaHua GOPMYN MU MPaBWI MPOBEPKU AaHHHX. Ecnu Bam
He06X0IMMO N3MEHUTb COTlePHKaHMe TabAuIbL, TO Iy YIIe CAeNaTh 9TO TOCPEACTBOM yaa-
JIeHWA CTONG110B, CTPOK WK OTAE/bHLIX AUATIA30HOB, @ He MLITAThCs [OCTUYb }KelaeMoro
pesybTaTa C OMOILbI0 MAHUITYIATOPA U3MEHEHWUA pasMepa.

Co3naHue Tabnuu,

B 60/bIIMHCTBE CYYaeB TabNnIlLL CO3MATCA U3 YIKe CYLIECTBYIONEr0 AUanas3oHa sue-
€K, 3amonHexHoro gaHHbiMu. OpHako Excel mosBonseT cospasaTh Tabnuibl U Ha OCHOBE
MYCTHIX sideeK, MPeAronaras, YTo HoBas Tabnuua 6yaeT 3amonHeHa AAHHLIMU MO3LHEE.
Hwe ommcan mpoijecc co3aanus Tabnmnil Ha 0CHOBE YKe 3aM0NHEHHOT0 ANana3oHa syeex.

1. V6epuTecn, UTO AMANa30H, MpeAHA3HAYEHHLIN 1A NMPe06pa3oBaHua B Tabnuuy,
He COZIePKUT MOJIHOCTbIO IYCTLIX CTPOK UK CTON6110B. B mpoTueHoM cnyyae Excel
He CMOeT ITPaBUILHO OMPeeNnUThb ANAIa30H sYeeK 1A TOCTPOSHUA TabInIILL.

2. YcTaHOBUTE TaGNUYHLIN KYPCOP B 110601 AUeitKe AuanasoHa.

3. BuiGepure koMaHpay BcraBka=Tabnuupi=>Tabnmua (unu HaxMuTe KOMO6UHA-
nuio knasuumr <Ctrl+T>). Excel otkpoer puanorosoe okHo CospaHue Tabnuupl,
TMIOKa3aHHOE Ha PUC. 4.20, 1 TMOMBITAETCA CAMOCTOATEJIbHO OMPEZeNUTb ANamna3oH
Ayeek, U3 KOTOPOTO HYXHO co3zaTh Tabnuuy. [loutu Bcerga mporpamme 3To yaa-
eTcs CAenaTbh MPaBWIbHO. B MPOTMBHOM Cny4yae U3MEHUTE B 3TOM OKHE CCHUIKY
Ha ManasoH u wenkuuTe Ha kHomke OK.

Ivama3oH mpeobpasyerca B Tabnuuy (C UCIONb30BAHUEM CTAHAAPTHOTO CTWA Ta-
6nunbt), 1 Ha NIeHTe MOABUTCA BKIazka KOHCTPYKTOP.

N
Ha 3aAMETHY

Excel MOxeT HenpaBWAbHO ONpeaenvTb pasmepbl TabauLbl, TONLKO ecnu Tabnauua He OTAesleHa
OT APpYrux AaHHbIX XOTA Obl OLHOW MYCTOM CTPOKOW WMAM MyCTbIM CTONGLOM. ECiM nporpamma He-
npaBUAbHO oNpeaennna pasMepsl Tabauubl, 70 B AManorosom okHe CosaaHne Tabaumupl 3aaiite
npaBWbHblE KOOPAMHATHI 6yayuler Tabauubl. JIMGO WeNKHUTE B 3TOM OKHe Ha KHonke OTMeEHa,
BCTaBbTe MyCThble CTPOKM M CTONGLbI AN OTAeNeHUsa Tabaulbl OT APYruX AaHHbIX M NOBTOPWTE MO-
_TBITKY CO3AAHMA TabAunLibI.
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A B C D E F G H I J
1 JAredt Dara PaiioH Liena HKon. Komuat Baunele Mnowaae Tun baccedn Mpopgano
2 |ApTamoHoB 17.05.2015 CBAC 10470000 4 2,5 254 CofcreeHHocTe MCTMHA WMCTWHA
3 JApTamoHoB 30.05.2015 CBAC 11397000 F 3 2,5 229 CobecrseHHocTe fIOMb  NIOXb
4 JApTamoHoB 01.08.2015 CBAO 11 370 000 £ 3 3 219 CoGcreeHHocTe | fIOMb  MCTMHA
5 JApTamoHos 02.10.2015 UAO 5970 000 £ 3 2,5 140 CobecreeHHocTe JIOMb  JIO¥b
6 jApTamoHoBs | 08.04.2015! CBAO 10 157 000 £ 3 2 170 CemelHbld MCTUHA MCTHMHA
7 |ApTamoHoB 14.04.2015 HOBAO 6262 500 £ 4 3 205 CemeHHbIA WMCTUHA MCTHHA
& JApTamoHoB 21.04.2015 LAO e A 3 177 CemelHbld Nowb  NOHb
9 |Apramonos 08.06.2015 UAQ | Cossanme1abanue ? X bs 163 CemeiiHbiii NOMb  UCTUHA
10 |ApTamoHos 12.07.2015 UAC | yyamure pacnonosenie AaHHBX TaBANLEE (210 178 CemeiHbliA NoMb  NOHb
11 |ApTamoHoB 25.07.2015 LAO =3431:95126] 1 3 260 CemeHHbIA WCTUHA NO¥b
12 |ApTamoHos 12.08.2015 LAO b e R 12,5 173 CEMEN?HDI? WMCTHUHA NOHb
13 jApTamoHoB 25.11.2015 LUAO - 2 144 CemeilHbM WMCTUHA  NOXb
14 |Bopucos 28.02.2015 CBAO P 2 190 CoGcreeHHocte IOHb  IOHb
15 |bopucos 07.03.2015 CBAO 3 232 CobcreenHocts NIOMb  NOXb
16 |Bopucos 15.03.2015 CBAO 10 500 000 £ 3 2,5 185 CobcreeHHocTe IOMb  MCTMHA
17 jbopucos 15.06.2015 CBAC 10 650 000 £ 4 2,5 246 CobcreeHHocte MCTMHA  NOXL
18 jBopucaos 03.08.2015 CBAO 10 350 000 £ 4 3 222 CobcreeHHocTe MCTMHA MCTMHA
13 |bopucos 20.09.2015 CBAC 7197000 £ 4 3 190 CobcreenHocts NOMb  NOXb
20 |Bopucaos 15.06.2015 HIBAO 6262 500 F 4 2 167 CemelHbliA NOWb  NOHb
21 |Benukos 14.04.2015 CBAC 6 897 000 £ 3 3 211 CobcreenHocte | NIOMb  NOXb
22 |BeHuHOB 20.05.2015 CBAC 6 897 000 # 4 3 190 CobcreeHHocTe fIOHKb  JIOHb
23 |BeHMKOB 02.05.2015 UAO 16 470 000 £ 4 3 180 CemelHbiA WMCTUHA  NOXb

Puc. 4.20. NposepbTe B AnanorosoM okHe CospaHme Tabnuiibl, NpaBUnbHO 1n
nporpamma Excel onpeaenuna pasmep oyaylien Taéauubl

IIna co3manua Tabnui U3 MyCTOTO ANATa3oHa BLIOEpUTe [UAMA30H W BHIIIONHUTE KO-
manny Beraska= Tabnmubi=> Tabnuua. Excel cosnacT Tabnuiy, 406aBUT 3ar00BKM Tabnul]
(nampumep, Cronbeu 1, Cronbeu?, ...) n IpUMEHUT CTaHAAPTHLIE aTPUOYTHL PopMaTUPO-
BaHUA TabONULE K 3TOMY AMamnasoHy. Jlanee BaM HYXHO OYZeT 3aMeHWUTb CTaH[ApTHbLIE
3aro0J10BKU CTOJ6110B YeM-TO 60Jle€ OCMBICJIEHHLIM.

J[lo6aBneHue faHHbIX B Tabnuuy

Ecnv Tabnuia He UMeeT CTPOKWU UTOTOB, CaMbIil TPOCTOW CIIOCO6 BBOAUTH B Hee laH-
Hble — IPOCTO HAYaTb UX BBOJ, B CTPOKE, PACIIONIOXEHHOW cpa3y I0f, MOCNeAHeN 3amo-
HEHHOMW CTPOKOW Tabnuubl. B 3TOM ciyyae Mpu TMOMLITKE BBECTU YTO-HUOYAbL B AYEUKU
3TOM cTpoku Excel aBTOMaTUYECKM YBENNUNT TA6AULY Ha OLHY CTPOKY U IPUMEHWUT K Hell
tdbopmarnpoBatne, GOpMynLl U IIpaBula IPOBEPKU AAHHLIX, YCTAHOBJIEHHLIE B 3TOW Ta-
6nunie. 3aKOHYMB C OLHOW CTPOKOW, HAYHUTE BBOZ, C/IeAyI0LeN — U CUTYalUs IOBTOPUT-
cs. daKTuUeCKU BLI MOXKETEe BBECTU CTOJILKO CTPOK JAHHLIX, CKOJILKO BaM TpebyeTcs, mpn
3TOM TabnuLa aBTOMATUYECKU YBEAUYUT CBOIO AJMUHY TaK, YTOOLI HOBHIE CTPOKU CTANU
ee 4acThio.

Ecnu B Tabnuie ecTb CTpOKA UTOTOB, MOXHO UCIIOJ1b30BaTh CIEAYIOMMNIA TpueM. B sTom
Cly4ae Bbl MOXETE MPOCTO BCTABUTb B TAbGNIULY CTPOKU TOYHO TaK, KaK B N10O60M 06bIY-
HOM finamnasoHe. YTOOI BCTAaBUTb CTPOKY, BHIAENNUTE AUENKY WIN LENYI0 CTPOKY, a 3aTeM
BbIOepUTE KOMaHzy [MaBHasa= A4eiikn=BcTaBuTb. Ecnv BhieneHHbIN Anamna3oH HaxO#UTCA
BHYTPY TabNU1bL, B OTKPLIBLIEMCA MeH10 BCTaBUTb 6YAYT MPUCYTCTBOBATb HOBLIE KOMAHbI,
IpefHa3HavYeHHbIE 1 PaboThl UMeHHO ¢ Tabnuuamu. IIpu ux Boibope Tabnula COOTBET-
CTBYIOLUM 06Pa30M U3MEHWTCA, OBHAKO AAHHLIE BHE Ta6ULbI OCTAHYTCA HEU3MEHEHHLIMU.
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Ecnu BhIeneHHan ayeitka HaxopuTcA B Tabnuie, Kom6buHanum knasuur <Ctrl+(munyc
Ha undpoBoii knasuarype)> n <Ctrl+(mntoc Ha undposoit knaBuarype)> 6YAYT oKasbl-
BaTb BAUAHWE TONbKO Ha TAbNULY, He 3aTparuBas AaHHLE, PACIONIOXKEHHLIE Ha 3TOM
paboueM nucTe 3a mpefenamMu Tabnuusl. Bonee TOro, B MpOTMBOIO0XHOCTb CUTYALUN,
KOTZa BhHIiE/IEHHAA AYeiiKa He IPUHAMJIEKUT Tabaulle, 3TU KOMOMHALUN KaBull OYAyT
paboTaTh 0AMHAKOBO HE33aBUCUMO OT TOTO, YTO BLIZEJIEHO: OfHA AYEeKa WU BCA CTPOKA
wiu cronbel.

CoptupoBKa u punbrpaumsa Tabnuy,

PackpbiBatowmecs CIUCKN B 3aT0J10BKaX CTOO110B COREPKAT KOMAHAbL, HE0OXO[UMbIE
LA POBEAleHUA OIepaLunii COPTUPOBKU 1 dunbTpanun. OHU MOABNAIOTCA TOCIE LleTdKa
Ha cTtpenke (puc. 4.21).

A B C D E F G H I 4
2 |ApTamoHoB 17.05.2015 CBAO 10470000 §] Copruposka no sospactanmo CobcreeHHocTe MCTMIHA  MCTHMHA
3 |ApTamoHos 30.05.2015 CBAO 11337000 7| Copruposka no ySeisanmm I} CofcteenHocTe | fIOKb e i)
4 |ApTamoHoB 01.08.2015 CBAO 11370001 CopTuposka no ugeTy R CobctBeHHOCTE  JIOMBb MCTUHA
5 |ApTamoHoB 02.10.2015 UAO 5970001 CofcTBeHHOCTE | JIOKb NOHb
6 |ApTamoHoB 08.04.2015 CBAO 10197 001 CemMerHbIA WCTHUHA WMCTHUHA
7 |ApTamoHoB 14.04.2015 HOBAO 6262 500 CemerHbIA WCTHMHA WMCTHUHA
& |ApTamoHoB 21.04.2015 UAO 7950 001 Yncnossle duALTpbI » | CemeHHbiA NOXb NOoXb
9 |ApTamoHos 08.06.2015 UAO 9750 001 onee 5 CemerHbIA NoHKb WMCTUHA
10 |ApTamoHos 12.07.2015 UAO 8055001 CemerHbIA NoHKb NO¥b
11 |ApTamoHos 25.07.2015 UAO 9298 501 - (BeigennTe 8ce) sl CemerHbIA MCTUHA JIOXb
12 |ApTamoHoB 12.08.2015 UAOC 643500 CemerHbIA WCTUHA NO¥b
13 |ApTamoHoB 29.11.2015 UAO 8205 001 CemedHbii WCTUHA NOHb
14 |Bopucos 28.02.2015 CBAO 8970 001 CobctBeHHOCTE  JIOMBb NOHKb
15 |bopurcos 07.03.2015 CBAO 7947 00 CoBCTBEHHOCTD NOoXb NOXb
16 |bopurcos 15.03.2015 CBAO 10 500 00 CoBCTBEHHOCTD NoXb WMCTHUHA
17 |bopuncos 19.06.2015 CBAO 10650 001 CobcTBeHHOCTE | MCTMHA NOXb
18 |bopucos 03.08.2015 CBAO 10350 00 i v CobcteenHocte MCTMHA  MCTHHA
13 |Bopucos 20.09.2015 CBAO 7197001 o CobcteenHocTe | JIOKb NO¥b
20 |Bopmcos 19.06.2015 HOBAO 6262 50 OK OTMmeHa CemerHbIA NOHKb JIO¥b
21 |BeHnkos 14.04.2015 CBAO 6897 001 CobctBeHHocTs | JIOMb NO¥b
22 |BEHMHKOB 20.05.2015 CBAO 6897 000 £ 4 3 190 CobcrBeHHOCTs  JIOMBb NOHb
23 |BEHMHKOB 02.05.2015 UAO 16470000 # 4 3 180 CemedHbIA WCTUHA NOHb
24 D, NE NE INIE LIAM EOQENNND A 3 100 i bl FiTatt T LACTIALIA
Puc. 4.21. B Kaxaom cTon6Le Tabnunusl MMeeTcs LOCTyN K KoMaHaam
BbINOJHEHUSA COPTUPOBKM M GUALTPALMK
CoBer

Ecnn Bbl He cobupaeTech BbINOAHATL COPTUPOBKY WK GUALTPALIMIO AaHHBIX B KAKOW-1M60 Tabnu-
Lie, TO MOKeTe OTKNIOYUTL OTOOPaXeHWe KHOMOK GUALTPa B CTPOKE 3aroioBKa Tabaunupl. s atoro
HY}HO Bbi6paTb komaHay KoHcTpykTop=Tapametpbl ctuneii Tabnuu=KHonka Gunstpa, 4tobsl
0T06PasuTb UK CKPbITb CTPENKM BbIBOAA MeHI0 dunbtpa.

CopTupoBKa Tabanubl

B mpo1iecce cOPTUPOBKU CTPOKU TABNNLLL IEPEYIIOPALOUNBAIOTCA HA OCHOBE 3HAYEHUA
OAHOro U3 cTon6108. Hampumep, MOXHO YIIOPALOUNTD TabIULY IO UMEHAM, PaCcCTaBUB UX
B a1$aBUTHOM IIOPAAKE, WIN OTCOPTUPOBATH COTPYAHUKOB IT0 CYMMAPHLIM BLIIUIATaM.
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Ina Toro 4To6H OTCOPTUPOBATH TAGAULY IO 3HAYEHUAM KAKOr0-1ub0 U3 cTono61oB.,
OTKDOITE PACKPLIBAIOLINIACA CIIUCOK B 3ar0JI0BKe 3TOTO CTO/1611a W BHIOEpUTE OAHY U3
KOMaH], COPTUPOBKU. ITU KOMAHALI MOT'YT PA3NNYaThCA B 3aBUCUMOCTYW OT TUIA JAHHBIX
B cTOnOLE.

Cpenn 3TMX KOMaH €CTb U Takas “IK30Tudeckan” Komanaa, kak CopTUpoBKa Mo LBeTy,
KOTOpas M03BONAET COPTUPOBATH CTPOKU TaONUILL B 3aBUCUMOCTY OT 1iBeTa (hoHa Aueek
win nBeTa mpudTa B AYeitkax. ONHAKO 3TY KOMAHAY UMEET CMLIC UCIT0N1b30BaTh TOALKO
TOr'A4d, KOT'Ad Bbl UBMEHWUIIN CTUJLb Ta6JlVl]J,bI I10 CBOEMY VCMOTPEHUIO.

Mo3KHO OTCOPTUPOBATH TAONULY IT0 N110HOMY KONUYECTBY CTO6110B. 1 MHOXECTBEH-
HOW COPTMPOBKU CHavala BHIMOJNIHAETCA COPTUPOBKA IO MOCAEAHEMY COPTUPYEMOMY
cTonbuy, 3aTeMm — I10 MPEANOCeHEMY U TaK jaee 10 IEPBOr0 COPTUPYEMOTrO CTONOLA.
[ToxaxeM, KaK 3To fenaercs, Ha MPUMepe Haurei Tabnuusl. JOMyCTUM, MEL XOTUM, UTOOb
Tabnuia 6s1a OTCOPTUPOBAHA B andaBUTHOM ITOPAAKe IO areHTaM. Jlaznee, A1s KaXa0ro
areHTa 3amucy JOJKHLL OLITh OTCOPTUPOBAHLL IO PErMoHaM, a 3aTeM — B MOPAAKE BO3-
pacTaHusa 1eH. [Ins 3Toro TMIA COPTUPOBKU CHAYala OTCOPTUPYEM TabnuLy IO CTONOLY
LieHa, 3aTem — 1o cronbuy PaioH n Hakorel — 1o cTonbuy AreHT. Ha puc. 4.22 mokasax
Pe3sy/bTaT TaKoi COPTUPOBKMU.

1 |Are |~ |

2 |ApTamoHoB 1 08.04.2015 CBAO 10197000 F 3 2 170 CemeWHbliA WCTHUHA WMCTHUHA
3 |ApTamoHoB 17.05.2015 CBAO 10470000 £ 4 2,5 254 CobcreenHocte . MCTMHA  MCTHMHA
4 |ApTamoHoB 01.08.2015 CBAO 11370000 # 3 3 219 CobcreenHocTe  JIOKb WUCTHHA
= ) AptamoHos 30.05.2015 CBAO 11397000 # 3 2,5 229 CofcTeeHHOCTE NOXb NO¥b
6 |ApTamoHoB 02.10.2015 UAO 5970000 F 3 2.5 140 CobcteeHHOCTE  JIOKb NOoXb
7 |ApTamoHOB 12.08.2015 UAO 64350008 4 2,5 173 CemeHHbli WCTHUHA NOMb
8 |ApTamoHOoB 21.04.2015 UAO 7950 000 £ 4 3 177 CeMeHHblH NoXb NOMb
9 |ApTamoHoB 12.07.2015 UAO 80550008 4 2,5 178 CemeWHbliA NOXb NOXb
10 | ApTamoHOB 29.11.2015 UAO 8205000 P 2 2 144 CemeWHbIA WCTHHA NOXb
11 | ApTamoHoB 25.07.2015 LUAO 9298 500 P 4 3 260 CemeHHbIA WCTUHA NOXb
12 |ApTamoHoB 08.06.2015 UAO 9750000 F 3 2,5 163 CemeHHbId NoXb WUCTHHA
13 |ApTamoHoB 14.04.2015 HOBAO 6262500F 4 3 205 CeMmeHHbId WMCTUHA WUCTHHA
14 |bopucos 20.09.2015 CBAO 7197 000 £ 4 3 190 CoBCTBEHHOCTD NoXb NOMb
15 |bopmcos 07.03.2015 CBAO 79470008 3 3 232 CobcTBEHHOCTD NoXb NOXb
16 |bopucos 28.02.2015 CBAO 8970 000 £ 3 2 190 CobcreenHocTe  JIOKb NOXb
17 |bopucos 03.08.2015 CBAOQC 10350000 £ 4 3 222 CobcreenHocTe | MCTMHA  MCTHHA
187 Bopucoe 15.03.2015 CBAO 10 500 000 £ 3 2,5 185 CoBcrBeHHOCTE NOXb WCTHHA
19 |Bopucos 19.06.2015 CBAO 10650000 F 4 2,5 246 CobctBeHHOCTE | MCTUHA NoXb
20 |bopucos 19.06.2015 HOBAO 6262 500 £ 4 2 167 CeMmeHHblH NoXb NOMb
21 |BeHukoB 24.06.2015 CBAO 6 885 000 £ 6 3 251 CeMmeHHbli WCTHUHA NOMb
22 |BeHWKOB 14.04.2015 CBAO 6897000 £ 3 3 211 CobcreenHocte  MIOXKb JIOHBE
23 |BeHnkoB 20.05.2015 CBAO 68957000 F 4 3 190 CobcteenHocTe | JIOKB NOHb
24 |BeHWKOB 05.05.2015 UAO 6 885 000 # 4 3 190 CemeHHbIA NOXb WMCTHHA
25 |BeHHKoB 02.05.2015 UAO 16470000 4 3 180 CeMmeHHbIA WMCTUHA NoXb
26 |BeHHKOB 19.06.2015 HOBAO 6397000 F 3 2,5 147 CemeHHbIA WCTUHA NOoXb
27 |l'ynkos 01.07.2015 UAO 7107 000 # 3 2 158 CeMmeHHbli NoXb NOMb
28 |l'ynros 20.08.2015 UAO 10197000 F 4 2 208 CemeWHbliA NoXb NOKb
29 |Tynroe 14.04.2015 LUAO 11250000 # 4 3 229 CemeWHbliA WCTUHA NOXb
30 |Tynxoe 15.03.2015 HOBAO 6150 000 £ 3 2,5 186 CemeHHbIA WCTUHA NOXb
317 lNyoroe 27.07.2015 HOBAO 6885000 # 4 2,5 212 CofcTeeHHOCTE NOXb NO¥b
32 |ynkos 23.09.2015 HOBAO 70797008 5 3 253 CobcteeHHoCTeE  MIOKb NOoXb
33 |l'ynkos 28.06.2015 HOBAO 7157 000 £ 4 3 210 CeMmeHHbIH NoXb NOMb
34 |Iynxkos 26.08.2015 HOBAO 73500008 4 3 194 CeMmeHHbIH NoXb NOMb

Puc. 4.22. Pesynbtat COPTUPOBKKM N0 TPEM CTONOLAM
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Ha 3amETHY

Korga cronbel, oTCOpPTMPOBaH, B KHOMKE PACKPbLIBAIOLLErOCA CMMCKa B 3arofoBKe Tabnuupl no-
fABngaeTcq CI'IeLl,VIaJ'IbeIVI 3Ha4YoK And HanoOMWHaHUA O TOM, 4TO Ta6m/|u,a 0TCOPTMPOBAHa MMEHHO
o sromy cronbuy.

COpTUPOBKY I10 HECKOILKUM CTON011aM MOXHO BHITONHUTb W C TIOMOLbI0 ANANOT0BO-
ro okxa CopTupoBKa. [JaHHOe OKHO OTKPHIBAETCA IMOC/e Bhb6opa KoMaHat [iaBHas=Pe-
LakTmposaHne=CopTuposka u punsTp=HacTpavsaemas CopTMpoBKa nnbo mocne Buib6opa
B KOHTEKCTHOM MeH0 N1060ii Aueitkn Tabnuust komanas CopTupoBka=~HacTpanBaemas
COPTMPOBKA.

B mnanorosom okxe COPTMPOBKA HEOOXOAMMO yKasaTb, II0 KaKOMy cTonbuy 6yner
BBUTO/IHATLCA COPTUPOBKA U B KAKOM Iopsake (0 BO3PACTAHMIO WIK IO YOLIBAHUIO).
OTMEeTUM, YTO TPV 3aAaHUN COPTUPOBKM II0 HECKOJIbKUM CTON611aM 3TU CTONOLL 3aAat0T-
Csl B 00PaTHOM IOPsAAKe 0 OTHOUIEHWIO K TOMY, KaK 3TO OMUCAHO Bbiure. Hampumep, yTo-
6Ll OTCOPTUPOBATH TAGNNLY aHAZIOTUYHO TOMY, KaK Mbl fIeJlajiv 9TO paHee, CHavana Hyx-
HO COPTUPOBATD IT0 CTONO1Y ArEHT, KOTOPHIN clepyeT BLIOPaTs B criucke COPTMPOBATH MO.
ITocne atoro menkHuTe Ha kHomke [l06aBUTb YPOBEHb W B criucke 3aTem No Bhibepure
cronb6en PaitoH. [locne 3Toro eme pa3s wenkHuTe Ha KHomke [106aBUTb YPOBEHb U B HO-
BOM cIiucke 3ateM no Buibepute cronben LieHa. 3amontentoe okio COPTUPOBKA AOMKHO
UMeTb TaKOW BUJ, KaK MOKa3aHOo Ha puc. 4.23. Ilocne menuka Ha kHomke OK Excel ot-
COpPTUPYeT Tabnuuy, puYeM pe3yibTaT COPTUPOBKU OGYAET COBIAAATh C TEM, KOTOPHIN
IoKasaH Ha puc. 4.22.

CopTuposka ? X

‘j“l AoBaBnTE ypoBEHD x ¥aanuTe yposeHE E@ KonuposaTk ypoBeHE Y DapameTpbl... Mo gaHHBIe CO42pHaAT 3aronoBkd

Cronéew, CopTHpOEBKa Mopagok
CopTUPOBATE MO | Arent ~ || | 3HaueHMA Aueek ~| |OTApoA ~
3atem no PaitoH w || |3HaveHMa Adeek w| |OTApgof ~

3aTem no 3HAYEHNA AHNEEK w Mo Bo3pacTaHnm £

orwens

Puc. 4.23. inanoroBoe okHo CopTUpoBKa NpeaHasHa4yeHo
ANA BbINOJIHEHUA COPTUPOBKKN MO HECKOJIbKUM CTO)16U,aM

dunbtpauma TabnuLbl

dunpmpayua TabnuLbl 03HavaeT 0TOOPAKEHNE B TAONULE TOJILKO TEX CTPOK, 3HAYEHUS
B KOTOPHIX VAOBJIETBOPAIOT OIpefe/leHHBIM YCc0BUAM. (OcTanbHble CTPOKU CKPLIBAIOTCA. )

06paTuTe BHUMaHWE HA TO, YTO MPU QWUILTPALUUN CTPOKN TaBNMNILL CKPHIBAIOTCA LeU-
koM. [lo3TOMY, ecin y BaC UMENTCA APYTUe [aHHbIE C/l€Ba WIWU CTpaBa OT TabnuuL, 3Ta
uH(OpPMaIUs TaKKe MOXKET OLITb CKPLITA, KOTZA BbL BEIIIONHAETE GUALTPAUNIO TAONULIHL.
Ecnu BB naHupyeTe TeM WK UHBIM 0TO6Pa30M GUALTPOBATH CBOO TabAULY, He BKIOYAN-
Te Kakue-nunbo Ipyrue faHHLIe C/1e€Ba WIW CIIPaBa OT Hee.
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Ha mpumepe Haurent Tabnuubl MPeAIoNoXuUM, YTO He0OX0AUMO 0TOOPa3UTb JaHHbIe
TONbKO Mo paitony I0BAQ. OTkpoiiTe pacKpbiBAOWUIACA CIIUCOK B 3arojioBkKe CTonbua
PaiioH n menkuuTe B HeM cHavana Ha ¢naxxe Bbloenutb Bce (mpu 3TOM Bce Qnaxku
OynyT cOpourent), a 3ateM — Ha ¢naxke OBAO. B 3aBepurierue menkHuTe Ha KHOITKE
OK. B Tabnuile, moKasaHHOW Ha PUC. 4.24, Telepb 0TOHPAKAIOTCA 3AIIUCH, OTHOCALIUECA
TOJbKO K paitony I0BAQ. 3ameTbTe, UTO B paboyeM nucTe HapylleHa HyMepauus CTpoK —
9TO PE3Y/bTAT TOTO, YTO CTPOKU TabaUIlkl, He OTHOCAmMECA K paitony I0BAO, cKpbITHL.

1] [-]

13 ApTamoHoB 14.04.2015 HOBAO 6262 5008 4 3 205 CemeHHbIA MCTUMHA  MCTHMHA
20: Bopucos 19.06.2015 KOBAO 6262 5008 4 2 167 CemeHHbIHA No¥b NOXb

26: BeHWKOB 19.06.2015 HOBAO 6 897 000 P 3 2,5 147 CemedHblid WMCTHUHA NoXb

30: yakos 15.03.2015 HKOBAO 6150 000 £ 3 2,5 186 CemeiHbli WMCTHUHA NOoXb

31 |Tyaxos 27.07.2015 HOBAO 6 885 000 a4 2,5 212 CobcreenHocTe  JIOHDb noXb

32_ Myakos 23.09.2015 HOBAOD 7079 700 5 3 253 CobcTeeHHOCTD NOoWb NOXKb

33 |Tyakos 28.06.2015 HOBAO 7197 000 £ 4 3 210 CemeHHbIH NO¥b NOXb

34 Tyakos 26.08.2015 HOBAO 73500008 4 3 194 CemeHHbIA No¥b NOXb

35 Myakos 11.10.2015 HOBAO 79470008 4 2,5 231 CobcreeHHOCTE  JIOWb NOXb

EE:QMMTpMEE 15.02.2015 HOBAO 6147 000 £ 3 2,5 151 CemedHbli NO¥b WCTHMHA
39 | OmuTpues 05.08.2015 HOBAO 6777 330P a4 2,5 177 CemedHbli NO¥b WCTHUHA
40 Amutpres 22.09.2015 HOBAO 8670000 3 2 151 CemedHbli NO¥b WCTHUHA
41 | Amuipues 12.05.2015 HOBAO 10 800 000 £ 5 3 196 CemeHHbIH MCTMHA  MCTHMHA
45: EnudaHos 20.04.2015 HOBAO 9 147 000 P 4 3 218 CemeHHbIH NO¥b WCTHUHA
51i Hypasnesa 19.03.2015 HOBAO 74250008 4 2 186 CemeHHbIHA NoXb NoXb

52 |Wypaenesa 19.05.2015 HKOBAO 7470000 F 3 2,5 161 CoBCTBEHHOCTD NOo¥b WCTHUHA
53 | HMypasnesa 25.02.2015 HOBAO 10 166 280 £ a4 2,5 243 CemedHbli NO¥b NoXb

Eﬁ:ﬂeEMLlKMﬁ 26.04.2015 HOBAO 67773308 4 2,5 177 CemeiHbli WMCTHUHA NoXb

67 NeBuuKMiA 13.06.2015 HOBAO 7350 000 £ 4 3 190 CemedHbli NoO¥b WCTUHA

Puc. 4.24. B o1¢ounbTpoBaHHOM TabnuLe 0Tobpa)aoTcs TONbKO AaHHbIE,
oTHocAwMecs K pavioHy OBAO

Tak)e OTMETUM, UTO Ha KHOITKE PACKPHITUA CIIUCKA B 3aronoBKe cronbua PaiioH mo-
ABWICA 3HAUOK [, KOTOPLII 03HavaerT, YTo Tabnuia 0THUALTPOBAHA IO 3HAUEHUAM 3TOTO
cronbua.

Mo3KHO OTOUNLTPOBATL JAHHBIE TaK, YTOOLI B Tabnulle 0TOOGpaXKanuch 3ammcu, CooT-
BETCTBYIOLIME HECKOIbKUM 3HAYEHUAM U3 CTOJ0113, IT0 KOTOPOMY BLHITIONHAETCA GUIbTPa-
ums. Ins 3TOro B pacKpHIBAIOWEMCA CIIUCKE 3TOTO CTONOLUA YCTAHOBUTE BNAKKU LA He-
CKOJIbKUX 371€EMEHTOB JAHHOTO cToN61a. Hanpumep, MOXHO 0THUALTPOBATL HAULY TabAU-
11y TaK, 4YTOOb B HeW 0TOOpaXannuch 3amucu, oTHocAmuecs k paodam 10BAO u ITAQ.

Jns GunbTpanumn LaHHEIX MOXHO UCII0J1b30BATDb N110060€ KONUYECTBO CTON610B Tabnu-
ust. Hampumep, B Haureit Tabnuiie MOXHO UCIIONb30BaTh GUILTP, KOTAA B CTONOLe PaioH
3anaH anemeHT IOBAQ, a B cTonbue Tun — anement Keaptupa. Torna B oThunbTpOBaHHOM
Tabnule 6yayT 0TOOPAKATHCA TOJILKO Te 3aMUCH, B CTONO1e PaiiOH KOTOPLIX yKa3aHo 3Ha-
yenue IOBAO u B cTonbie Tun — 3xHaverune Keaptupa.

Bonbuime BO3MOXHOCTU Ans (GUAbTPaUUM TabAUL, MPEAOCTABAAIT HAXOAAWMECH
B PaCKPLIBAIOLWINXCA CITUCKAX 3ar0JI0BKOB CTONO110B KOMaHAL! TEKCTOBbIE PUALTPLI (ecnn
B CTOJ1611e 3aIIUCAHBI TEKCTOBLIE AHHBIE), YNCNOBLIE GUALTPLI (eCn B CTON611e XPAHAT-
Csl YMCN0BLIe AaHHbe) U DUALTPLI N0 AaTe (ecnu 3HauYeHus B CTONOLE 0THOPMATUPOBA-
HBL OAHUM U3 HOpPMATOB AATH WK BpeMeHW). C IIOMOLIbI0 3TUX KOMAHJ Bbl MOXeTe Ha-
CTPOUTb QUABLTP TaK, YTO B TabaUle 6YAYT 0TOOPAKATLCA TOABKO HYKHbLIE BAM AAHHBLIE.
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Hampumep, MOXHO BLIBOAUTD CTPOKW, B KOTOPHIX 3HaueHue B cTonbue LieHa 6onbuie nnn
pasxo 3 000 000 pybneit, Ho MeHbure, yeM 5 000 000 py67neit (puc. 4.24).

Mone3oBaTenbCknii aBTOGUALTP 7 X
MokasaTe TOABKD TE CTPOKMW, 3HAYEHWA KOTOpPBIXG
LieHa
BONbIIE WAW PAEHD ~ | | 3000000 e
®un Owm

MeHblE ~ | | soooooo| ~
3Hak Bonpoca "7 0603HAYAET DAMH N6 0N 3HAK
3Hak "*" 0B03HAYEET NOCNef0BaTENEHOCTE NIOBRIX IHAKOE

orers

Puc. 4.25. 3aagaHue 605ee CAOKHOIO YUCIOBOro GUILTpa

KpoMme TOro, Bbl MOXETe LeNKHYTb MPABOW KHOIIKOW MLIIM Ha KaKOW-1nbo sveiike
1 BOCIT0/1b30BATbCA KOMaH01 PUNLTP KOHTEKCTHOTO MEH10. BhbpaB 3TOT MyHKT MEHIO,
Bbl II0Jly4aeTe AOCTYIl K HECKONbKUM [OIOJHWUTEbHHIM BO3MOXHOCTAM, KOTOPbHIE ITO-
3BOJIAIOT PUNLTPOBATH AAHHbIE, OCHOBLIBAACH HA COIEPXUMOM BLIOPAHHOMN BaMU AYENKN
niu ee (I)OpMaTleOBaHVlVl (BTO MOXET NPUroanTbCA, €CIU Bbl IIPUMEHUIIU K AYenKaM B Ta-
6nuie ycnosHoe hopMaTUpoOBaHue).

Ha 3amETHY

Kak u cnenosaso 0xuaatb, 3Ha4€HUA B CTPOKE UTOTOB NEPECHUTLIBAIOTCA NPU Ha)Kp,OVI (bl/lanpaLl,VIM
TaK, YTOObI 0T06pa)KaTb MUTOroBble 3Ha4YeHUA, NoACYHUTaHHbIE TOJIbKO N0 TEM AaHHbIM, KOTOPbIE B Ha-
CTOSILLMI MOMEHT 0TOOPAKAOTCS HA IKPaHe.

[Tpu KomUpoBaHUM LAHHBIX U3 OTPUALTPOBAHHOMN TabNULBL GYAYT CKOTUPOBAHLL TOJLb-
KO Te [laHHbIE, KOTOPbIE ITOKA3aHLI B Tabnule. [IpyruMu clioBaMu, CKpLITHe TPU GunbTpa-
LIMU CTPOKU KOTIMPOBATbCA He OYAYT. ITO CBOWUCTBO OT(PWIBTPOBAHHLIX JAHHLIX OYE€Hb
MONIe3HO ANA CO3A4aHUA IOAMHOXECTB Tabnuly B APYrUX MecTax paboyero aucra wiu
Ha APYTUX IUCTAX W COAEPKALUX TONIbKO OTpefieleHHble JaHHble U3 60JbUION TAbNNLHL.
OTMETUM, YTO CKOMMPOBAHHbIE U3 TAONULBL JAHHEIE BCTABIAIOTCA HE KaK Tabnuua, a Kak
OOBIYHLINA Anamna3oH fueek. 0AHAKO B JalbHENIIEM 3TU CKOITMPOBAHHLIE AAHHLIE TAKKe
MOXHO IIpeo6pa3oBaTh B TabNU1Y.

Yro61l yRanuTb GUALTP, BEIGEPUTE COOTBETCTBYIOLIYI0 KOMAHLY B PacKphIBalomeMCs
CITUCKE 3ar0JI0BKA CTOJ161a, M0 3HAYEHUAM KOTOPOTO BHIMONHANACL GunbTpanms. Ecnan
(bwunbTpanus MPoBoOAWIACH IO HECKOIbKUM CTONO1AM, TO [J1l CHATUA BCEX QUILTPOB BbI-
bepute komanzy MmasHas= PepaktuposaHue= CopTtuposka 1 GunbTp= OunucTuUTh.

dunbTpaums TabauLbl No cpesam

Eme opun croco6 ¢unbrpanmu Tabnul, — UCIOAb30BaHWE OAHOTO U Oonee cpesos.
3TOT MeTos MeHee TMOKWUM, HO BU3YaNbHO 6ojee MpuBJeKaTenbHbi. Cpesbl 0c0O6eHHO
TI0JIe3HHI B TOM Cly4ae, eCnun Tabnuia 6yner mpocMaTpUBaTbCA HOBUYKAMU UIU TEMU, KTO
HAXOAUT 0OLIYHbBIE METOML (GUIbTPALNU OYEHb COXHBLIMU Ana cebs. Cpesbl BecbMa Ha-
TJISZIHBL, M B HUX OMeHb JIeTKO YBUIETh, KAKOW U3 TUITOB UbTPalium O 3a1€NCTBOBAH.
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Beraska cpesos ? % InaBHbIN HELOCTATOK CPE30B 3aKJI0YAETCA B TOM, UTO
OHW 33aHUMAKT MHOT'O MeCTa Ha 3KpaHe.

T [Ins Toro 4yTo6H 106aBUTL OLUH W 6GoJlee Cpe3os,

[Jaara

&APaion N AKTUBU3UPYIATE N100YI0 AYENKY TabAULLL U BHIOEpU-
E?::.axow Te KoMmaHny KoHCTpykTOp=WHCTPYMEHTLI=>BCTaBUTh
Clsannse Cpes. B pesynbraTe OTKpOETCA AUANOTOBOE OKHO
ET”::“*M" BcraBka cpesoB, B KOTOPOM OYZYT MpefCTaBleHLl BCE
DlBscceiin 3arojl0BKW, UMetommecs B Tabnuue (puc. 4.26).

Lnpoaane Ycranosute oaMH win Gonee (GaKoB B CTPOKAX

TeX ITOJIeA, IT0 KOTOPHIM 6YZET 3aaaBarbes unbrp. Cpes
MOXXHO CO3ZaTh ANs KaXKZOTo CTon61a, HO 3TO BPAT, U
notpebyercs. B 6onbumicTBe cnyvaes Tabnuua hpunb-
TPYEeTCA [0 HECKOJbKUM monaM. LenkunTe Ha KHOIKe
OK, n Excel co3pact cpes ans Kaxporo 3aflaHHoTo MO,

Cpe3 comep:KUT KHOMKY AN Kak0020 YHWKab-
HOTO 3HayeHWs B mojle. [Ina Hauero mpumepa cpes
Ans monst AreHT OYZeT conepKaTh 1EBATL KHOIIOK, TaK
Kak B Tabnule COAEPKaTCa 3alUCU 0 AEBATU Pa3nui-
HbIX areHTax.

Insa Toro 4To6H UCIIONb30BATh CpPE3, LIEKHUTE
Ha OZIHO¥ 13 ero KHOIIOK U B Tabnuie 6ynyT oTobpa-
KEHBI TOJILKO T€ CTPOKU, KOTOPLIE COOTBETCTBYIOT BLIOPAHHOM KHOIKe. KpoMe Toro, mipep -
BAPWUTENbLHO MOXHO Haarb knasuury <Ctrl>, 4To 03BONUT BHIOPATh HECKOJILKO KHOIIOK,
unu knasumy <Shift>, — 4TOOH BLIOPATL HEMPEPHIBHYIO TPYITY KHOMOK. Ilocnenxee
MOXET OBITD IT0J1e3HO, HATIPUMED, 11 BEIOOPKU AUama3oHa 3HaYeHuit B cTonbue LieHa.

~

O

Puc. 4.26. 1ns onpeaeneHus
C03/1aBaEMbIX CPE30B NPEAHa3HAYEHO
Avanorosoe okHo BcTaBska cpesos

Ha 3amMETHY

Cpe3sbl MOTyT OKa3aTbCs HEMPUMEHUMbIMW A1 CTOA6LOB, KOTOPblE COAEPHAT YMCNOBbLIE AaHHbIE.
Hanpumep, B Hallel TabnuLe, NpeacTaBaeHHON Ha puc. 4.26, coaepHuTca 78 pasnnyHbix 3Ha4eHUI
B cTon6bue LleHa. CooTBETCTBEHHO, Cpes 418 3T0ro cTonbLa ByaeT HacuuTbiBaTb 78 KHOMOK (M B 3TOM
ciyyae He OyLeT BOSMOXHOCTW rpynnMpoBaHUA 3HaYeHUN B YUCIOBbLIX AManasoHax). 310 npuMep
_TOTO, HACKO/IbKO Cpesbl He TMGKM N0 CPABHEHMIO C 3aiaHneM GULTPA C NOMOLLbIO KHOMOK DuAbTp.

Ecnu B Tabnuue nmeercs 6onee ofHOTO cpesa, OHA 6YAeT GUNbTPOBATHCA B COOTBET-
CTBUU C KaX[01 BLIOPAHHOW KHOIMKOW B Ka)0M cpese. [I715 TOT0 YTOOL OTMEHUTb GUilb-
TPAUWIO [Ji OTIPeNe/IEHHOTO Cpe3a, eNKHUTe Ha IUKTOrpaMMe YAanuTe GUILTP B BEPX-
HEM IIPaBOM YIJly OKHa Cpes3a.

JInsa Toro 4TO6L USMEHWUTL CIIOCO6 OTOOPAKEHUA UK PACIIONOXEeHUe cpe3a Ha pabo-
YeM JIUCTE, BOCIIONb3YiiTeCh KOMaH 01 MHCTPYMEHTBI oNs cpesa= lNapameTpbi=>HacTpoiika
Cpes3a win COOTBETCTBYI01EN KOMAH/I01 U3 KOHTEKCTHOTO MEHI0 cpe3a. B pesynbraTe Bbl
MIOJIYYNTE BO3MOKXHOCTb HEMHOT'O U3MEHWUTD CITOCO0 MpEefCTaBleHUsA Cpe3a.

Ha puc. 4.27 nipencraBnexa Tabnuua ¢ AByMa cpe3amu. C ux moMmolbio Tabnnua oThuibT-
pOBaHa Tax, UTOObI ITOKA3aThb 3aIUCK, UMeloIue OTHOlUIeHUe K paioHy I0OBAO mns aByx
areHTos: [Imutpuesa n Jypasneson.
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A B C D E F G H I ]

1 1T - [id Lt - - - - - -
38: Omntpres 19.02.2015 HOBAO 6147 000 £ 3 2.5 151 CemeHHbiH NOXb WMCTUHA
3% | Amutpues 05.08.2015 HOBAO 67773308 4 2,5 177 CemeRHbii led, 1) WMCTUHA
40 | AmuTpues 22.09.2015 OBAO 8670000# 3 2 151 CemeiHbli NOXb WUCTUHA
41 | Amutpres 12.05.2015 HIBAO 10 800 000 £ 5 3 196 CemeRHbii WCTHHA  UCTHUHA
51 |Hypaenesa 19.03.2015 HOBAO 74250008 4 3 186 CemeiHblid NnoXb NOXb
52 |Wypaenesa 19.05.2015 HOBAO 74700008 3 2,5 161 CoBCTBEHHOCTD NoXb WUCTUHA
53 |Wypaenesa 25.02.2015 HOBAO 10166 280 £ 4 CemerHbIA NOHb NOKb
127 ——————————
128|
129/ PaiioH = % ATEHT = %
i:(])._ CBAC & ApTamoHoB Bopwucos Bennkos o
132| iF.(e] lyakos Enudanos
133 HOBAO v TNesuugmia NonTopak 3
134]
135|

Puc. 4.27. Tabanua otdunsTpoBaHa no AByM cpesam

W3MeHeHue BHelIHero Buaa Tabnuubl

ITpu cospanuu Tabnuist Excel mpuMeHsieT K Heil CTaHAAPTHLIA CTUb, ITPU 3TOM pe-
aNbHOE TPeJCTaBleHUe JOKYMEHTA 3aBUCUT OT UCII0J1b3YEMOii TEMBI JIOKYMEHTa B pabo-
yeil kiure (moapo6Ho 06 3ToM — B rnase 5, “dopmarnposanme pabounx nucros”). Ecnn
BHENIHWI BUJ, TabNnlbl BAC Y€M-TO He YCTPAUBAET, MOXKETE MMPUMEHUTD K Hell KaKon-1u-
60 IPYTroit TAONUYHLL CTUb.

[TomecTUTe TabNUYHLIN KypCcoOp B N100Y10 A4eitky Tabnuust u Bribepute KoManny KoH-
cTpykTop=>CTinmn Tabnuu, Ha nente B 3TON IPyMIe MOXET OLITb MOKAa3aHa TOJILKO OfHA
CTpOKa MaNUTPLL CTUiei nnbo BooOmEe Hu onHOW. [I03TOMY 1ENKHWUTE B 3TOi rpyIme
Ha KHoImKe JloMONHMTENbHBLIE MAPAMETPbl — U OKHO TPYIIL CTUIEN Tabnuil pacuimpur-
s, KaK MMOKa3aHo Ha puc. 4.28. 31ech BCe CTUAN PasOUTHL HA Tpu Kateropuu: CBeT/ble,
CpenHvie u TeMHble. OTMeTUM, YTO, KOTMa Bbl ITOMeNlAeTe YKas3aTelb MbIIINM Ha 1060
CTWUIb B 3TOW MANWUTPe, BUA Tabnauisl Ha paboueM NUCTe Cpasy U3MEHAETCA B COOTBET-
CTBUM C 3TUM cTwieM. [lof06paB MOAXOAAWMUA CTWIb, LIENKHUTE HA HEM AJIA €ro Ipu-
MeHeHus. [Ipn 3TOM cnefyeT OTMETUTb, YTO HEKOTOPHIE U3 CTWIIEN COBCEM HUKYAA HE
TOAATCA U TPAKTUYECKU HETTPUEMIIEMHL.

~N
CoBer

Y106bI UIBMEHUTb ANSt CBOEN paboyer KHUIMM TabAUYHBIA CTUNb, NPEAYCMOTPEHHbIM N0 yMONYa-

HUIO, WENKHUTE NPaBO/ KHOMKOW MbIlWKW Ha BbiGpaHHOM Bamu cTune B rpynne Ctunu 1abnuy,

U BbIGEPUTE B KOHTEKCTHOM MEHI0 KoMaHay 1o ymonyaHuio. focne atoro B Tekylwen paboyen

KHUIe ANs BCEX HOBLIX TabnuL, KOTOpbe Bbl 6yaeTe co3aaBatb, OYAET MCNONb30BaTLCA UMEHHO
370t TabANYHBIN CTUAD.

Yro61t BLIOPATL 1A TAONUIHL APYTYI0 LIBETOBYI0 FAaMMY, IPUMEHUTE K paboyeil KHure
UHYI0 CXEMY [IOKYMEHTA, BLIOPAB €€ B MaJUTPe, KOTOPAasA OTKPLIBAETCA MOCTe BLIGOpa KO-
MaHzbl PasmeTtka cTpaHuLbl= TeMbl= TeMbl.
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Ceetnbie

i Cosaats cruns Tabauuet...

@ Ouncrums

Puc. 4.28. lManutpa cTaHAapTHbIX CTUIEN TabnuL
[| |]|:||:> Moapo6HO 0 TeMax peyb NoMAeT B mage 5, “DopmatvpoBaHue paboumnx NIUCToB”.

VMeeTca BO3MOXHOCTb BHECTU W3MEHEHUA B OIlpefeJleHHbIE 3JIEMEHTBLI BbI-
OpaHHOrO CTUAA, YCTaHOBMB (MW COPOCUB) COOTBETCTBYIOWMUe (naxku B rpymie
KoHcTpykTop=TlapaMeTpbl CTunein Tabnuu. 3Tv Gnaxku OIMpefensioT OToOpaXeHue
OIlpefeleHHbIX 3J1IEMEHTOB Ta611M]J,bI W IIPUMEHEHUE K Hen OIlpefelIeHHbIX ITapaMeTPOB
(hopMarnpoBaHus, KaK OIUCAHO HUXKE.

C'rpoxa 3aron0BKa. BxkntovaeT n oTKnovaer 0T06pa)KEH1/le CTPOKU 3arojloBKa.
C'rpoxa UTOroB. BxjlovaeT v OTKNOYaeT 0To6pa>KeHme CTPOKU UTOT'OB.

Mepsoiii cTon6en. Briovyaer u oTkI0YAET CrielManbHOe GOPMATUPOBAHME AJIA TIEP-
BOrO CT0N61a. B 3aBUCUMOCTM OT UCTIONBL3YEMOTO CTWIIA IIPEACTABAEHNA TAOANIH 3TA
KOMaH/a MOXET He UrPaTh HUKAKOW PONU.

Mocnepuuit cron6en. Brniouaer u OTKNOYAET crielManbHoe GOPMAaTUPOBAHNE ANs
mocsenHero cronbua. B 3aBUCUMOCTU OT UCIIONIb3YEMOTO CTWUIA MPEACTABNEHNUA Ta-
OIMLEL 9Ta KOMAHZA MOXKET He UrPaTh HUKAKOW PONN.
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Yepepyromueca CTPOKU. BxiovaeT M OTKNOYAET uepenyloueecs NpeLCTaBleHue
(uepepoBaHne LIBETOB) CTPOK.

Yepepyromueca cTonbusl. BriioyaeT u 0TKIIOYAET Yepeayiollleecs MpefcTaBleHmne
(uepenoBanve 1BETOB) CTO610B.

Knonka ¢unbrpa. BrntouaeT u oTKNIOYaeT 0TOOPaXEHUE PACKPHIBANUXCA CITU-
CKOB (WIbTPOB B 3arojl0BKe TabAULbI.

Coer )
Ecnn Ko BHOBb CO3AaHHO TabnuLe He Obl1 aBTOMATUYECKU NPUMEHEH KaKOW-HMOYAb CTWNb, TO,
CKOpee BCEro, Anana3oH s4eek, Ha OCHOBE KOTOPOro co3daHa Tabauua, Obin oThopmMaTMpoBaH
elle A0 ero npeobpasoBaHus B Tabauly. 310 GopMaTMpPOBAHME MOKHO OTMEHUTb. Bbibepute
Komangy MmasHas=LUpugpt=LlBeT 3anmBkm="HeT 3anMBkun, 4T0OLl yAaAUTb GOHOBYID 3aNMUBKY
fiueek, M Komangy MmasHaa= Wpudpt=LgeT wpndra=ABT0, 4T0ObI YaanuTb LBETOBOE BblAene-
HUE COAEPHMMOro fA4eeK. YTobbl yaanuTb CyLIeCTBYIOWME PpaMKK, BbIOepUTe KoMaHay [aBHas=
WpudTt=Tpannua=HeT rpaHuubl. locne BbIGOpa 3TUX KOMaHA NaauTpa CTune AomKHa pabotatb,
kHaH 006bIYHO.

Ecnv BH pemmnu co3nath COGCTBEHHBIN CTUb Tabnwl, Bbi6epuTte KoManzay KOHCTpyK-
Top=>CTunmn Tabnuu, v packpoiiTe manuTpy cTuieit. Bribepute B Heit komanny Co3natb
CTwib Tabnuubl, B pe3ynbTaTe Yero OTKPOeTCA Auanorosoe okHo Co3paHue CTuns
Tabnuupl (puc. 4.29). B 3TOM OKHe MOXKHO HacTPOUTb HOPMAT N1060T0 1eMeHTa Tabnu-
L. Bribepure Tpe6yeMblii 3neMeHT B cincke ANEMEHT TabnuLbl 1 LeKHUTE Ha KHOTIKE
dopmar. B oTKpbIBLUIEMCA AMANOrOBOM OkHe (POPMAT SYEEK MOXHO 3afaTh 1i060ii dop-
MaT BLIIEJIEHHOTO0 371eMeHTa Tabaulibl. 3aKOHYUB PabOoTy Haj BHEIIHUM BULOM TabNu1ILI,
MIPUCBOITE HOBOMY CTU/II0 UMA U lilenkHuTe Ha kKHomke OK. BHOBb CO30aHHbIN CTWUIIb T10-
ABUTCA B MTAJIUTPE CTUIIEN B HOBOM KaTeropuu — [lonb3oBaTensckue.

Co3gaHne cTuna Tabanusl ? X

Ums: | Crune TaGauug 1

SnemeHT TaBanLbE O6pazey

Bea Tabnnua ~
lMepeas Nonoca ron6Los

BTopas nonoca cronBuos

Mepeas nonoca cTpok

BTopas nonoca crpok

MooegHwil cronBew,

MNepeeid cTonewy

CTpoKa 3aronoeka

CTpOKa NTOTOE 57

Dopmat CuncruTe

DOpMaETHPOEAHWE 3NEMEHTA:

[ HasHauwTe crunem TaBAWLE MO YMONYEHMIO 41A AFHHOMD AOKYMEHTA

Gruens

Puc. 4.29. [lnanoroBoe OKHO AN co3aaHnsA COBCTBEHHbIX CTUNEN TabMLLbl
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[Tonb3oBaTenbcKue CTUAN Tabaul, AOCTYIIHLL TONLKO B TOW paboyeit KHUTe, B KOTOPOiA
oHU 61K co3manbl. 04HAKO, eC/n BLl CKOMMpyeTe Tabaully, K KOTOPOM Ob1 TpUMeHeH
0N1b30BATENbLCKUIA CTWIIb, B APYTYI0 PABOYYI0 KHUTY, STOT CTWIb CTAHET JOCTYIIEH U B
TO paboyeit KHUTe, B KOTOPYIO Tabauila 6bi1a CKOIIMpPOBaHa.

CoBer )

Mpn Heo6Xx0AMMOCTH BHECTU U3MEHEHUSI B CYLLECTBYIOLLMI CTUb TabauLbl, HAWAMTE ero Ha NieH-
T€ U WENKHUTE HAa HEM NPABOM KHOMKOW MblK. Bbibepute B NOSBUBLIEMCS MEHIO 3/1EMEHT
Lybnuposartb. Excel BbiBeeT Ha 3KpaH A1anorosoe okHO MiaMeHeHne cTvuns Tabnuubl co Bcemu
HaCTPOMKaMK Ana 3aaHHOro ctunsa Tabnuu. BHecute Bce HEOOX0AMMbIE, Ha Ball B3rNa, U3MEHe-
HUS, NPUCBOIATE CTUNIO HOBOE UMS U LLeNKHUTE Ha KHOMKe OK, YTOGbl COXPaHWTbL €r0 B BM/E HOBOIO
kcmnﬂ Tabnuu,
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