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O co3xanum orjiaBJieHMA

OrnasiieHue NpeCcTaBiIsAeT COOOM CIUCOK 3arojIoBKOB J0KyMeHTa. OHO UCHOIb3yeT-
csl ISl IPOCMOTpa TeM, 00cykaeMbIx B noKymeHte. [lpu co3manun nokymenta mist Un-
TEPHETA MOXHO IMOMECTUTH OIJIaBJICHHUE B paMKy (Pamxoii Ha3bIBa€TCs UMEHOBAaHHOE OK-
HO, SIBJISIFOIIEECS YacThIO CTPAaHUIBI paMoK. Be6-0003peBarenb BHIBOAUT PaMKy Kak OJIHY
U3 HECKOJIbKMX OOJacTed THIla OKHA, B KOTOPBIX JOIMYCKAaeTCsi OTOOpaKeHHE CTPAHMII.
PaMku MoryT coaep:karb MOJIOCHI MPOKPYTKH, JOMYCKAaTh MU3MEHEHUE pa3Mepa U UMEThb
IpaHuIly) BeO-CTpaHUIbI VISl YIIPOILECHUSI IEPEMEILLEHUS 110 TOKYMEHTY.

MoskHO co3/1aTh OIJIaBJICHHE C MOMOIIBLI0 BCTpoeHHBbIX B Word ¢opmaroB cTuiieit 3aro-
70BKOB (Cmuns 3a2conoexa: B Word nipetycMOTpeHbI A€BSITh PA3IMYHBIX BCTPOCHHBIX CTHUJICH
3arojIOBKOB: «3arojioBoK 1» — «3aroyioBok 9») u ctuiiedt ypoBHEH CTPYKTYypbl (¥VposeHw
cmpykmypol: Gopmar ab3aiia, TpUMEHsEMbIN 711 IPUCBOCHUS ab3alaM JI0OKyMeHTa uepap-
XHUYECKUX YpoBHEH («YpoBeHb 1» — «YpoBeHb 9»). ITO MO3BOJSET pabOTaTh C JOKYMEHTOM
B PEKUMAaX CTPYKTYpBI U CXEMbI JIOKyMeHTa). Eciin HeoOX0oauMo MCronib30BaTh COOCTBEH-
HBIN (pOpMAaT 3aroJI0BKOB, TO MOXKHO ITPUMEHHTH M0JIb30BATEIbCKUN CTUIIb 3ar0JIOBKOB.

[Tociie TOro kak ykas3aHbl 3arojIOBKH, KOTOpBIE CIEIYET BKJIIOYHUTH B OIJIaBJICHHE,
MO>KHO BBIOpaTh BUJ OTJIABIICHUS, MTOCIE 4ero coOparh ornasnenue. Microsoft Word naii-
JIET BCE HEOOXOMMBIE 3ar0JIOBKH, OTCOPTUPYET UX IO YPOBHIO 3arojioBKa, J00aBUT COOT-
BETCTBYIOILIME HOMEPA CTPAHUIL U OTOOPA3UT OTJIABJICHHUE B IOKYMEHTE.

Cnocoovt npocmompa o2naenenus

[Ipu oTOOpaKEeHNU TOKYMEHTA B PEKUME Pa3METKU OIJIaBJIEHUE COACPKHUT KaKk HOMEpa
CTpaHMII, TaKk U 3arojioBku. [Ipu mepexozie B pexuM BeO-IOKyMEHTa 3ar0jOBKH OTOOpaXka-
I0TCS B BUJIE TUIIEPCCHUIOK, TO3TOMY € ITOMOIIBIO TAKHX 3ar0JIOBKOB MO>KHO HENOCPEACTBEH-
HO TiepelTu K HeoOxoaumoit Teme. [Ipu npocmotrpe gokymenTta B Microsoft Word B pexxume
CXEMBbI JOKYMEHTA CYIIECTBYET BO3MOXKHOCTh OBICTPOTO MEPEMEIICHUS 110 JJOKYMEHTY.

1. Co3nanue oriiaBjieHus

Hawnbomee mpocThiM cmOcOOOM CO37aHUSI OTJIABJICHHS SIBISIETCS HMCTIOJIB30BAHHE
BCTPOCHHBIX (hOPMATOB YPOBHEH CTPYKTYPBI WJIM CTUJICH 3arojioBKOB. Eciiu BCTpoeHHBIC
dbopmaThl YPOBHEUW CTPYKTYpbl WJIM CTWIU 3arOJOBKOB YK€ HMCIOJIb3YIOTCS, BBITTOJHUTE
CIIEIYIOLIUE JEUCTBHUS.

1. IllenxkHWTE MECTO BCTABKH OTJIABJICHHSI.

2. B menro BeraBka BeiOepute koMaH 1y CeblIKa, a 3aTeM — KoMaH Ty OrjiaBjieHne H yKa3aTeJIu.
3. Orkpoiite Bkiaaky OrJiaBjaeHue.

4. YtoObl BOCIIOIE30BATHCS OJTHUM U3 TOTOBBIX PEIICHHIA, BEIOCPUTE HYKHBIN BapUAHT B TIOJIE

DopMaThl.
5. Beibepure apyrue napaMeTpsl OTJIaBICHUS.

Ecii ypoBHU CTPYKTYpPBI WJIM BCTPOCHHBIE 3ar0JIOBKU HE MCIIOJIBb3YHOTCS, BBITIOJIHUTE
CIEIYIOLIHE AEUCTBUS.

Co3zoanue o2naenenus ¢ UCNONb306AHUEM YPOGHEU CIPYKIYPbL
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9.

B mento Bup BoiOepute komanay IlaHesim MHCTPYMEHTOB, a 3aT€M — KOMaHIY
Crpykrypa.

Be1enure nepBblii 3arojoBOK, KOTOPBIA HEOOXOJMMO TOMECTHUTH B OIJIABJICHHUE.

Ha nanenu uHcTpymMeHTOB CTPYKTypa BBIOEPUTE YPOBEHb CTPYKTYPbI, KOTOPBIM
TpeOyeTcsl COMOCTaBUTh C BHIOPaHHBIM a03alieM.

JUis KaX/10r0 3arojioBKa, KOTOPbIA TpeOyeTcsl BKIOYUTH B OIJIaBJIEHUE, TOBTOPUTE
maru 2 u 3.

[I{esKHUTE MECTO BCTABKU OIJIABIICHUS.

B mento BeraBka Beibepute komanny Ceblika, a 3aTeM — kKoMany OrJiaBjieHue
U YKa3aTe/u.

Otkpoiite Bkinagky OriiaBiaeHue.

. UT0OBI BOCTIONH30BATHCSI OJHUM M3 TOTOBBIX PEIICHHI, BHIOCPUTE HYKHBI BapHAHT

B ntosie Popmarsl.
Bribepute npyrue mapameTpbl OTJIaBICHUS.

Co30anue o21ae61eHUA C UCNOJIb306AHUEM NOJIb306AMENBCKUX CIUECIL

HpI/I C60pK€ OINIaBJICHMA MOKHO YKa3daTb CTHUJIM, B TOM YHCJIC I10JIb30BATCIILCKUC, KOTOPLI-

MU B JOKYMCHTC O(I)OPMJIGHBI 3ar0JIOBKH, ITOJJIC’)KAIIIMC BKIIFOUCHHIO B OI'JIaBJICHHUC.

N —

oW

*

[I{eKHUTE MECTO BCTABKU OTJIABJICHUS.

B menio BeraBka BeiOepute komanny Ceblika, a 3aTeM — KoMaHy OrJiaBjieHue
U YKa3aTeJu.

Otkporite Bkinaaky OrJiaBiaeHue.

Haxwvure kHonky Ilapamerpsl.

B cton6ue JlocTynHble CTHIIM HAIUTE CTUIIb, KOTOPBHIM B JJOKYMEHTE O(OPMIICHBI
3aroJ0BKH, MOJIEKAIIME BKIIOUYECHHIO B OTJIABJIECHUE.

B nonie cronbiia Y poBeHb, pacnoio>)KEHHOM CrpaBa OT UMEHU 3TOTO CTHJISI, BBEJIUTE
HOMep ypoBH: (0T 1 10 9), KOTOpEIi OyAeT COOTBETCTBOBATH 3TOMY CTHIIIO 3ar0JIOBKA.

IIpumevanue. Eciu 1HeobX00uMO UChOIb308amMb MONLKO NONb306AMENbCKUE CMUNY, YOanume
HoMepa yposHell 0Jisl 6CMPOEHHBIX CIuell, MaKux KaKk «3a2ono6o0xk 1».

[ToBTOopuTEe mAaru 5 u 6 ISt KAXKJA0TO CTHIIS, KOTOPBIM B TOKYMEHTE 0(DOPMIICHBI 3a-
TOJIOBKH, ITOJJIEIKAIINE BKIFOUEHHUIO B OTJIABJICHHUE.

Haxxwmure knonky OK.

UToOBI BOCIOIB30BaTHCS OJTHUM M3 TOTOBBIX PELICHUM, BLIOCPUTE HY>KHBIA BapHaHT
B nosic @opmarhbl.

10.BriOepute apyrue napameTpbl OTJIaBICHUS.

Co30aHnue 021a61€HUA C UCNONB30GAHUEM NOMEUCHHDBIX IJIEMEHN 06

Jna BcraBkm nosed TOC B 1okyMeHT ucnoabs3yite nosie IloMeTuTs 3JieMeHT or-

JIAaBJICHHUAA.

l.
2.
3.

Boigenure nepByro 4acTh TEKCTa, KOTOPYIO TPEOYETCsl BKIIIOUUTH B OTJIABJICHHE.
Haxwmure knasumm ALT+SHIFTHO.
Bri6epute ypoBeHs B 1oJie Y pOBeHb 1 HOKMUTE KHOTIKY [loMeTHTb.



4. YtoObl M10OABUTH TOMOJHUTEILHBIC 3aMHCH, BBIJCIUTE TEKCT, IMICTKHUTE B TIOJIE

JduieMeHT, a 3areM HaxmuTe KHonky Ilomeruts. Ilo 3aBepuiennn noOaBieHUS

AJIEMEHTOB HA)KMUTE KHOINKY 3aKPBITh.

[I{esIKHUTE MECTO BCTABKU OTJIABJICHUS.

6. B mento BeraBka Beibepute komanay Cebliika, a 3aTeM — KoMmaHay OrjiaBJieHue
U YKa3aTeJH.

7. Otkpoiite BkiIaaky OrjiaBjieHue.

8. Haxwmwurte kHonky IlapameTpsil.

9. B mmuanoroBom okne Ilapamerpnbl oriajenusi yctaHoBute ¢iaxok Iosas sue-
MEHTOB OIJIaBJICHHS.

10.Caumute dhnaxku CTUWIN U YPOBHU CTPYKTYPBHI.

W

Mpumeyanus
o Ymobwi cozoams oenasnenue ons pamku 6ed-cmpanuybsl, loepume 6 merio @opmam xomanoy Pam-
Ku, a 3amem — komanoy Oznaenenue é pamke. Oznagienue 6 pamke eO-CMpaHuybl Modicem Obimy
CO30AHO MONILKO C NOMOUbIO 0OHO20 U3 6CIMPOEHHBIX CIUILEL 3A20JI08KO8.
o [lpu pabome c enasuvimM OOKYMEHMOM neped CO30aHuem Wi OOHOBIEHUS. O2NABNIEHUS HAXCMUMe KHONKY
Pazeeprymp enostcernvle 00KymeHmul Ha narenu uncmpymermos Cmpykmypa

2. O0OHOBJICHHE OIJIABJICHUSA

[Tpu 0O6HOBIEHNM OTTIABICHUS BECh TEKCT U (hOpMaTUPOBaHUE, 100aBICHHBIE BPYU-
HY10, YTPAYUBAIOTCS.

1. B mento Bua BeiObepute komanay Ilanesin HHCTPYMEHTOB, a 3aTEM — KOMaHLy
Crpykrypa.

2. UtoObl OOHOBUTH OTJIaBJICHUE B paAMKE BEO-CTPaHUIIbI, TOMECTUTE KYpCOp BHYTPh
PaMKH.

3. Ha nanenu unctpyMeHTOB CTPYKTypa HAXMUTE KHOIKY OOHOBHMTH OIJIaBJICHHE.

4. B nosBuBLIEeMcs AuanoroBoM okHe OOHOBJIeHHe OTJIaBJIeHUs BbIOepUTE HE0OXO0-
JVMBIN nTapaMeTp U HaxxMuTe KHonKy OK.

Ipumeuanue. /11 00HoGIEHUA 02N1AGTIEHUA MAKIHCE MOMHCHO 8bIOETIUNb €20 8PYYHYIO U HaXCamb Kiasuuty F9.

3. Yaajgenue orjiaBJeHUSA

1. B mento Bua BoiOepute komanny IlaHenw MHCTPYMEHTOB, a 3aT€M — KOMAaHIY
CrpykTrypa.

2. Ha nanenu uHcTpyMeHTOB CTpyKTypa, Haxkmute KHOnky Conep:xxanme. byner
BBIJICJICHO OIJIaBJICHUE.

3. Haxwmure knaBumy DEL.

Mpumeyanus:
o Taxoice ModxCcHO 6blOeumsb 02nasienue 8pyyHyio u Haxcamo kiaguuty DEL.
e Ymobwvl yoanums oecnasieHue 8 pamke 6eO-CMpaHuyvl, HE0OXOOUMO NOMeCMmUmMb YKa3ameib
8HYMPb pamKu, cooepaicaweli oenagnerue. Imooduvl yoarums 6Cro pamky, HaicmMume KHONKY.

[M1a010HBI

Kaxnaeiii nokyment Microsoft Word ocHoBaH Ha wabaone. 11labnon onpenensier oc-
HOBHYIO CTPYKTYpPY JIOKYMEHTA M COACPKUT HACTPONKU JOKYMEHTA, TaKWe KaK dJIEMEHTHI



aBTOTEKCTa, MIPU(PTHI, Ha3HAUCHHBIC COYETAHMS KJIABHUII, MAKpPOCHI, MEHIO, MapaMeTphI
CTpaHuIlbl, ((OPMAaTUPOBAHNE U CTHIIH.

Hlabnon — daitn wnm daitsiel, coaepkaiire CTPYKTypy U MHCTPYMEHTHI JIJIsl CO3/a-
HUS TAKUX AJIEMEHTOB 3aKOHYCHHBIX (DalJIOB KaK CTHIIb U MaKeT CTPAHUIIBL.

Obwue wabnonsl, BKaoyas wadion Normal.dot, conepkat HaCTpONKH, TOCTYIHbIE
JUTSL BCeX JOKYMEHTOB. [llabnonwbl 0oxymenmos (HanpuMmep 1abJIOHbI 3aMCOK WU (DaKkCoB
B nuanoroBoMm okHe IllabaoHbl) comep’aT HACTPOWKH, JOCTYIHBIE TOJIBKO ISl JOKYMEH-
TOB, OCHOBAHHBIX Ha COOTBETCTBYIOIIUX MIA0IOHAX.

1. O01mue madJI0HBI

[Tpu paGote Hax TOKyMEHTOM, KaK MPaBUIIO, MOKHO HCIIOJIb30BaTh TOIBKO HACTPOIi-
KW, COXpPAaHCHHbIC B NIA0JIOHE, MPUCOCINHEHHOM K 3TOMY JOKYMEHTY, WJIH B IIA0JIOHE
Normal.dot. JInst ucmonp30BaHUs HACTPOCK, XPAHSIIMXCS B APYroM MabIOHe, MOKHO 3a-
Ipy3UTh HYKHBIM Ma0I0OH B KadecTBe oOmiero mabdinona. [locie 3arpy3ku mabiaoHa aiie-
MEHTBI, COXpAaHEHHBIE B ATOM IIA0JIOHE, JOCTYIHBI B JIIOOOM JIOKYMEHTE /10 OKOHYAHUS
TEKylIero ceanca padotsl ¢ Microsoft Word.

3arpy>KeHHbIE HAJICTPOWKH U 1IA0JIOHBI BHITPYKAIOTCS TP 3aBEpIIEHHH padoThl Micro-
soft Word. Hanctpoiiku 1 mabioHbl, KOTOphIe TpeOyeTcs: 3arpyskaTh MPU KaxIOM 3aIyCKe
Microsoft Word, cienyer ckonupoBats B noananky Startup nmanku Microsoft Office.

2. [I1a0J10HBI JIOKYMEHTOB

[[Ta6mons! mokymeHTOB coxpanstoTcs B nanke Hladmaonbl (auanoroBoe okHo Llladmo-
HbI — BKiIagka Oo6mue). UtoOb co3math B quanoroBoM okHe IIa60HbI ITOIB30BaTEILCKIC
BKJIQJIKU 1 1aOJIOHOB, co3/aiiTe HOBYIO noananky B nanke Lllladaonbl, a 3areM coxpaHure
ma0JIoHbI B 3T0M noamnarnke. MMsi, 3aganHoe Jyisi Tonanku, O0y1eT MPUCBOCHO HOBOM BKJIA-
ke. [Ipu coxpanenun mabdnona Word aBTroMaTudeckd BBIOMPAET PACIIONIOKEHHUE, 3a/1aHHOE
i Thna ¢aiiioB madaoHbl noJis3oBarens (Cepsuc — Ilapamerpsl, Bkiaaka Pacmodio-
skenme). IllaGmonst nmerot pacumpenue DOT, ograko mo6oi daiin ¢ pacmmpernem DOC,
coxpansiemblii B nanke HIa0Ji0HbI, Takke UCIOB3yeTCs KaK MIa0JIOH.

3. Co3panue mad/I0HA JOKYMEHTA

1. BpIONIHUTE OJHO U3 CIEAYIOMINX ICUCTBUMA:
Co30aHnue wabnrona Ha 0CHOB8e CYuecmeayoujeco 00KyMeHma:
B mento @aiin BeiOeprTe KOMaHy OTKPBITh U OTKpOITE HYKHBIM TOKYMEHT

Cosz0anue H08020 WabIOHA HA OCHOBE CYWECMBYIOUIe20 WAOIOHA:
1. B mento ®aiin Bei0epure komanay Co3aarh.
2. B obnactu 3amau Co3nanue nokymenTa, B rpymnne Co3ganue ¢ moMombio
maodJioHa BeiOepute O0mue madJ0HbI.
3. BriGepute mabnoH, MOX0KUI Ha BHOBb CO3/1aBa€Mblii, YyCTAHOBUTE MEPEKITIO-
yarenb Co3aarsb B nonoxenue lladsion, a 3arem Haxxmute kHONKy OK.
2. B menro ®aiia Beioepute koMan1y CoXpaHUTh KaK.
3. B mone Tun ¢aiina Bei6epute llladaon nokymenra. [Ipu coxpanenun daiina, cos3-
JAHHOTO B KayecTBe I1adioHa, Tun ¢aina «lladion qokymeHTa» Bcerja ycTaHaB-
JIMBAETCS IO YMOJYAHUIO.
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[To ymomyanuto ¢aitn coxpansiercs B nanke llladaonbl, BeiOpannoii B mone Ilan-
ka. Ecmu tpelyercs coxpaHuTh MIa0JI0OH TaKUM 00pa3oM, YTOOBI OH OTOOpaxascs
He Ha BKiaake OQOmme, nepeiiaure B nognanky nanky HIadmaoHbl, uMsa KOTOpOit
COOTBETCTBYET Ha3BAHUIO HYKHOM BKJIAJIKU.

B none Ums gaiina BBeuTe UMsi HOBOTO 1a0JI0HA U HAKMUTE KHONKY COXPAHUTD.
JloGaBbTEe B HOBBIM I1a0JIOH TEKCT UM PUCYHKH, KOTOPbIE JOJDKHBI MOSBISATHCS BO
BCEX HOBBIX JIOKYMEHTAaX, OCHOBAHHBIX Ha 3TOM IIAa0JOHE, U yAAJIUTE BCE TE IJIe-
MEHTBI, KOTOPBIX B IOKyMEHTaxX ObITh HE JJOJKHO.

W3meHuTe Hy>KHBIM 00pa3oM pa3Mephl MOJIEH W CTPaHUL, OPUEHTALMIO CTPAaHMIL,
CTWJIM U JIpyTUE MapaMeTpbl GopMaTUPOBAHUSI.

Ha manenn unctpymenToB CtanaapTHasi HaXMUTE KHOIIKY COXpaHMTB, a 3aTeM
BbIOepHTE B MeHI0 Daiin komMaHay 3aKphITh.

Co3nanue dopm ais 3anojiHeHuss B Word

dDopma — 3TO NOKYMEHT, COAEPXKAIIUN IIPEAHA3HAUYCHHBIE IS 3aII0JHEHUS ITyCThIE

mecTa (mosst Gopmbl), B KOTOPHIE BBOASTCS JaHHbBIC.

Hanpumep, B Microsoft Word MoxHO co31aTh 3JEKTPOHHYIO PErHCTpaIoOHHYI0 GopMmy, mpu 3a-

MIOJIHEHUHU KOTOPOM 3HAYEHUsI BBIOMPAIOTCS U3 PACKPBIBAIOIINXCS CIIUCKOB. )

Uto06s1 cozoams dhopmy i pocMoTpa U 3anonHeHus B Word HeoOxoaumo:

I.
2.

9]

Co3natb 1m1a010H

Pazpabotate n06y10 hopmy Min UCTIONB30BATh Cyujecmsyouyio B KauecTse oopas-
1a (popma MOKET coaepKaTh MOJIsA, HIEMEHTHI yIPABICHHUS, TAOIULIbI, BIOKEHHBIC
TaOJIUIIBI U HAIIKCH).

B mento Bua ykazate nyHkT [laHeim HHCTpYMeHTOB, a 3aTeM BoIOpaTh PopMmbl,
YTOOBI OTKPBITh TAHEJIb UHCTPYMEHTOB POPMBI.

JloGaBuTh nojst Gopmbl A1 HaAUCEH, (PIaKKOB U PACKPBIBAIOIIMXCS CITUCKOB.
ITpu HEOOXOIMMOCTH U3MEHUTH OTOOPAKEHHE MOJIEH.

3a1aTh WK U3MEHUThH CBOMCTBA 10JI (DOPMBI.

UtoOb! 3awumums GopMy BO BpeMs €€ pa3pabOoTKH I U3MEHEHUS HEOOXO0UMO:

1.

2.

9]

Ha nanenu nunctpymeHTOB MOPMBI HAXKMUTE KHONKY 3ammuTa Gopmbl. 3amura
¢dbopMbI 0OJIeryaeT 6JIOKUPOBKY BHECEHHSI H3MEHEHUI MOJIH30BATEISIMU

Bri6pars komanay Y cTaHOBUTH 3a1IMTY B MeHI0 CepBHuC.

Ha nanenu 3agau Y cranoBuTh 3amury B rpynne OrpaHu4eHus Ha peJaKTHPOBaHUe
YCTaHOBUTH (p1aK0K Pa3pemmTh TOJIbKO YKa3aHHBIN CI0C00 peIaKTUPOBAHUS 10-
KYMEHTA, a 3aTeM BbIOpaTh BBOA JaHHBIX B 110JIs1 (POPM B CITUCKE OTPAHUYEHUIA.
YTo0Obl 3aLMTUTH ONpeIeNICHHbIE YacTH (HOPMBI, HAXMUTE KHOTIKY BbI0Op pa3nesioB u
CHUMUTE (DIIaXKKH, COOTBETCTBYIOIIME pa3zieiaM, KOTOpbIE HE HYKHO 3amuuiarh. (Uro-
OBl 3aLUTUTH ONpeIeIEHHbIE YacTH (POpMBbI, HEOOXOAUMO Pa3OUTh €€ Ha pa3neibl. Jlis
CO3JIaHus Pa3pbIBOB pa3/iesioB BbIOEpUTE B MeHIO BeTtaBka komany Pa3pbiB)
Haxmvure kHOnKy /la, BKIIOYHUTH 3aLIUTY.

Beeaurte mapounsb 115 3amuthl popmel B ojie HoBbli mapob (Heo0si3aTe/ibHO), a
3aTeM NOATBEPAUTE €ro. ToNbKO 3HAIOLIKE MAPOJIb N0JIB30BATEIN CMOTYT CHATh
3alUTY U U3MEHUTH Gpopmy. [losb30Barenu, He 3HaIOIKE TapOJIs, HO-TIPEKHEMY
CMOTYT BBOJUTH JIAaHHBIE B TIOJISI POPMBI.



JJEKTPOHHBIE TABJINIIBI EXCEL

Excel - noxanyii, caMasi monyJisipHasi CErOJIHs MporpaMma 3JIEKTPOHHBIX
Tabnuil. Ero moias3yroTcs AeioBbIe JI0U U YUYC€HBIC, OyXTraaTephl U KypHAIH-
ctel. C ee MOMOIIBI0 BEAyT pasHOOOpa3HbIC CIIMCKU, KATAJIOTH M TaOJHUIIbI, CO-
CTaBJISIOT (PMHAHCOBBIC U CTATUCTUYECKUE OTUYETHI, OOCUMTHIBAIOT JIAHHBIC OII-
POCOB OOIIIECTBEHHOIO MHEHHUS M COCTOSIHUE TOPrOBOT'O MPEANPHUATHS, 00padaThIBAIOT
pe3ysIbTaThl HAYYHOTO SKCIIEPUMEHTA, BEAYT YUET, TOTOBST MPE3CHTALIMOHHBIC MaTepHa-
JIBL.

Excel cymeer BBIUMCIUTH CYMMBI IO CTOJOIAM U CTpOKaM TaOJull, B35ITh MPOIICH-
ThI, TOCUUTATh CPeAHEe apu(MeTHIeCKOe, OAHKOBCKUN MPOICHT WIIH JUCTIEPCUIO; B HEM
BOOOIIE MOXXHO MCIOJIb30BaTh MHOXKE€CTBO CTaHIAPTHBIX (QYHKIHHI - PUHAHCOBBIX, Ma-
TEMAaTHYECKUX, JOTMYESCKUX, CTATUCTHYECKUX.

OdopmiieHue TabauIl MOXKET OBITh CaMbIM Pa3HOOOPA3HBIM (a ATO HEMAJIOBAXHO,
KOrJja HYXKHO pacrnedaTaTh Ipalc-TUCT, CIOpaBKy WM MPE3CHTAIMOHHBIA MaTepuall),
BO3MOXXHOCTU (popMaTHPOBAHUS JAHHBIX - KaK B XOPOIIEM TEKCT-NPOIIECCOPE: MOKHO
MEHSTh MPUQTHI, HaUYEPTAHUS, BBIACIATh CTPOKH, CTOJOIBI WX OTICIbHBIC SYEHUKU
TEKCTa IIBETOM (B OCOOCHHOCTH, €CJI Y Bac IIBETHOUW MPUHTEP), paMOYKaMHU U JINHEEU-
KaMH, 3aKpaiiuBaTh 00JacTH (POHOM WM IIBETOM, CTPOUTH IO TaOJIWYHBIM JaHHBIM Tpa-
(GbUKU 1 quarpaMMbl, BCTaBJIATh B TaOJIUIly KAPTUHKW | T. 1. U T. II.

Hano cka3arp, 4To mporpaMma J0CTaTOYHO MOIIHAs, BO3MOXKHOCTH €€, OCOOEHHO B
NOCJIEAHUX BEpPCHUSX, BeCbMa OOmUpHbI. OAHUX TOJBKO MAaTEMATHYECKHUX, JTOTHUYECKUX,
OyXTaJITepCKUX, CTATUCTHYECKUX (DyHKIMH, KoTopble Excel yMmeer BBIMOTHATH Ham Tab-
JUYHBIMHA TaHHBIMH, - 00JIE€ IBYXCOT MTYK. BbI, KOHEUHO, TOHMMAETE, YTO JIaXKe MPOCTO
nepeyucianuTh ux Bce B «Camoyuutene» HepeaibHO. MbI, Kak 00BIYHO, PACCMOTPUM Ca-
MbI€ Ba)KHbIC, 0a30BbIE€ MOHSATHUS MPOTPAMMBbl, & TaKXKe€ HEKOTOPbIE CIOCOOBI pabOTHI C
Hell. Bee octaibHbIe CBEJIEHUST BBl CMOKETE IO Mepe HEOOXOJUMOCTH JTOOBIBATh U3 pa3-
BETBJICHHOM CIIpaBOYHOM cucTeMbl camoro Excel.

Excel

Hauunaem padorars ¢ Excel

Bort kak Beirnsaut pycckas Bepcusi Excel 97 (puc. 1). Bo MHOroM OTKpbIBaromuecs
Hamemy B3opy JaHamadTel HanmoMuHaroT WinWord COOTBETCTBYIOIIMX BEPCHi, IO
KpallHeW Mepe, €CIM TOBOPUTH O JIMHEMKaX MHCTPYMEHTOB U MeHK. Ho ecTh u oueBua-
Hble oriinuus. [log nBymst nmanenssmu uHCTpyMeHTOB CrtaHnaptHas u PopmMaTUpOBAHUE
pacroyiaraercs cTpoka ¢popmyJ, kotopoi He Obut0 B WinWord'e. Ho rmaBnoe otnuune,
KOHEYHO, B TOM, uT0 pabouee none Excel mpencraBnser coboi HE YUCTHIN JIUCT, a Mmyc-
Ty10 TaOJINYKY, KOTOPYIO HAM C BAMH U MPEACTOUT Pa3yMHBIM 00pa30M 3amOIHSTh.
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Puc. 1 Excel

Ha camom gene, B onHoM (haitiie HaxXOAUTCS HE OJ{HA, HO HECKOJIbKO Tabiuil, oopa-
3ys T.H. pabouyio kKHUry (B Bepcusax Excel nHmxke mstoit B omHom (aiine Oblia onHa-
eauHCTBeHHass Tabnuia). Buuzy pabouero moms, jieBee TOPU3OHTAIBHOTO JTU(TA, BbI
BUANTE CTPOKy 3akiuanouek (Jlucrl, Jluct2 u T. a.). Thikas B HUX MBIIIKOM, MBI U OYy-
JIEM B ClIydyae HeOOXOJMMOCTH JIUCTATh HAlly KHIKKY. KoMy cnogpydHee Mmojabp30BaTh-
ca knaBuarypoid - komOuHauuu Ctrl-PgUp u Ctrl-Pg Down, nucrator cTpaHuibl
BIIEpE] U HA3al.

A eciu BaM He XBaTaeT JIMCTOB B paboueil KHUTEe, UMEETE BO3MOKHOCTh J100aBUTh
ele HeCKOJbKO - MeHI0 BcTraBka, ctpoka PaGounit nuct (B Excel 97 -Jluct). M1 Oy-
JeM, Kak 0ObIYHO, COKpallleHHO nucath BeraBka-Pabouuii JIucr.

Kpome Ttoro, Excel - mporpaMmma MHOTOOKOHHAasi, YTO TO3BOJISET HaM OJIHO-
BPEMEHHO 3arpy»arhb CTOJIbKO (ailioB (paboyux KHUT), CKOJIBKO IMO3BOJIMT Hamia ¢aH-
Ta3usg U 00bEeM OINEpPAaTUBHOM MaMATH KommbioTepa. [lepexon mexay 3arpyKE€HHBIMU
daitnamu - mo komOunanusm Ctrl-Tab (Bnepen) u Shift-Ctrl-Tab (nazan) unu gepes
MeHI0 OKHO.

CTpoku Kaxaou TabJIHIBl TPOHYMEpOBaHb Iuppamu, a cTonbiel - OykBamu. Ta-
KM 00pa3oM, y KaKJI0¥ SUeWKH Ha JIUCTE €CTh CBOM YHUKAIbHBIN anpec (ums).

Hanpumep, BblIeneHHas paMOYKOW sSYEHKa B JIEBOM BEPXHEM YIJly HAa HAUIUX PU-
cyHkax umeeT ajgpec Al. Ecnu jxe Mbl XOTUM OOpaTUTBhCS K 3TOU A4Yeilke U3 APYroro
JUCTa KHUTU, TO B ajpec noOaBUTcs Ha3zBaHue naHHoro jucrta: Jluctl!Al (Bocknuuna-
TEJbHBIA 3HAK CIYKUT Pa3JAeIUTEIEM).

bosiee Toro, eciu Mbl 3aX0TUM OOpaTUThCS K A4deiike U3 apyroro (Qaina, B aapec
n00aBUTCS €llle U ero uMs U nyTh K Hemy. Ho nmoapoGHee 006 3TOM Mbl MOTOBOPUM B
rnaBe «[IpaBkay.



Kcraru, TO, 4TO siueiika BbIAEIIEHA PAMOYKOM, O3HAYAET, UYTO OHA AKMUBHA U MOK-
HO HEMEJICHHO YTO-HHOY/Ib B HEE BBECTHU € KJIAaBUATYPHI. A 4TO, COOCTBEHHO, MOXHO B
HEe BBECTH?

B kaxnoil siueiike Ta0JUIbI MOKET HAXOAUTHCS YHUCI0, TEKCT Ju00 (opmyaa
(D10 HE Bce, UTO MOXKET HAXOAUTHCS B AYEUKE, HO CaMO€ CyIIECTBEHHOE). C 4HUCIOM U
TEKCTOM BCE€ IOHSTHO, BCTAa€TE€ B AYEHKY U BBOJUTE € KJIAaBUATYpbl. A BOT KakK 3TO -
dbopmyna?

[Ipocreitmas dopmyna - 310, Hampumep, cymma. OOBSICHUB MHpOrpaMmme, 4YTO
MMEHHO HAaJ0 CYMMHPOBaTh, Mbl B 3aJJaHHOM SUYEHKE MOJy4YuM pe3yiabTar. KoHeuHo,
YBUJIUM MBI B HE YUCIIO, HO B OTJIMYUE OT «IIPOCTO YUCIIa» ITO OyJET BHIYUCICHHBIM.
W ecniu Mbl U3BMEHUM 3HAYEHUE KAKUX-JIHOO sYEEK, BXOISIIUX B 007aCTh CyMMHUPOBa-
HHUS, TO aBBTOMAaTUYECKHA U3MEHUTCA U PE3YJIbTAT.

JlaBaliTe mocMOTpUM, Kak 3TO nenaercd. IlocraBum kypcop Ha sueiiky Al u BBe-
JI€M 4HUCJIO, KAaKO€ HaM B3JyMaeTcs. 3aKOHYMB, HaxkmeM Enter (Wi cTpenky BHU3) U
okaxxeMcs B sueiike A2. BBeas Takum oOpa3oM MATOK 4ucell, B sueiike A0 Hamuiiem
dbopmyny st ux cymmupoBanusi: =A1+A2+A3+A4+AS u naxxmem Ha Enter. Excel mo-
CUMTAET CyMMY M 3alMUIET €€ B s4eiiKy AO.

CyMMupoOBaHHUE, BIPOUYEM, JTyUIlle BHITOJHITEH MO-IPYyTrOMY, C PUBJICUCHH-

€M K OOIIECTBEHHO-TIOJE3HOMY TpYy cTanaapTHeix Qynkuuii Excel. [Ins aToro

BBIJICJIUM MBIIIKON siueiiku ¢ Al mo AS (310 u O6yneT o0jacTh CyMMHPOBAHMS),

a MOTOM Ha)XXMEM KHOIKY CYMMHUpPOBaHHUA (CUTMY) Ha MaHEJIW MHCTPYMEHTOB. B sueiike

A6 TyT Xe MOSIBUTCS BblUHMCIEHHAsA cyMma (cM. puc. 2). (KoHeuHo, BbIAETATh SSUEHKU

MOXHO U C KJIaBUATYpbI - Jepka Haxkatoil kimaBumy Shift u gBuras kypcop crpenka-
MHU.)

Crout Tenepp mepeiTu Ha 00y U3 s4eek ¢ Al no AS u BBECTH JIpyroe 4uclio,
KaKk CyMMa TYT K€ U3MEHUTCS (€CTECTBEHHO, MOCJIE TOT0, KaK Bbl 3aKOHUHUTE HaOOp
yucia, T. €. HaxxmeTe Enter, 1100y10 CTpeNKy WJIM TKHETE MBIIIKON B APYTYIO AUCHKY).
TouHo Tak xe (GopMysa OTCIEAUT U3MeE-

HEHHS, €CJIH BBl PCIIUTE OYHCTUTH SUYCHKY AR =CVIMMIAT A
(Delete), ynanute siueiiky uiu rpynmny siueek
(mento IlpaBka, Y nanuTh) Wik, HAO0OPOT, 10- | 24
O0aButre HoBbIe CTpokH (BcraBka-Ctpoku) u 15
3a0JIHUTE MYCThIC STYCHKH B HUX. 55
[Ipuuem ymubii Excel He craneTr my- T
raTbCsi, €Clid B KaKOW-TO s4EiKe BMECTO YH- oz
cea cTouT TeKcT. OH MpoCTO HE 0OpaTUT Ha ooE

9TO BHHMAaHUI. Takodl MOAXO0d MOXXHO
TOJBKO MPUBETCTBOBATH, MOTOMY YTO OH
I1O3BOJIUT HAM B jajbHeiimem BcTaBusth B LHC. 2. CyMMa IO IATH sSuekikam cronbra A
TaOJIUIIBI JTIOOBIE TEKCTOBBIC KOMMEHTApUU

U 3aroJIOBKH, HE 3a00TACh O TOM, YTOOBI UCKJIIOUUTH UX U3 00JacTu AercTBUs (op-
MYIIL.

A MOXHO JIM IOCMOTPETh, KaK BBITJISIAUT CO3/1aHHAsi HAMU B sueiike A6 popmyna?
Koneuno. YToObl ee yBUAETH, MEpEHIeM CTPEIKaMHU WJIM MBIIIBIO HA 3Ty SYEHKY U
MOCMOTPHUM Ha CTPOKYy (opmyl BBepXy (puc. 2). CieBa B OT/IE€JIBHOM OKOIIIEUKe (OHO
Ha3bIBACTCS IOJIEM MMEHH) HamucaHo: A6. DTo aapec (MUMs) SUYEHKHU, TAE MBI HaXo-



auMmcs. A psaom ctouT u cama dpopmyna: =CYMM(A1:AS). Kak BbI TyT %e u gorana-
auck, CYMM - 3T0 omepanus CyMMUpPOBaHHUS, a B CKOOOYKAaX HamUCaHO, YTO CYMMHU-
pyloTcs siueiiku B uHTtepBaie ot Al go AS.

N.B. B Excel dopmyrnon cumtaetcs TONbKO Takoe BblpaKeHue, KOTOpoe HadnHaeTcs Co
3HaKa paBeHCTBa.

CtouT HaM Tenepb MOCTABUTh MBIIMIKONH Kypcop B CTPOKY (GOpMYJ, U MOXKHO Oy-
JIeT 4TO-TO MOMPABUTh B HEW BPYUHYIO. A €CJU JIBaX/bI IEJIKHYTh MO sueiike A6 uiu
HaxaTh F2, TO MpaBUTh MOXKHO MPAMO B CaMoOil siueiike, a B CTpoke (HOpMyJ HalIlu
JTeUCTBUS OyIyT MPOyOJUPOBAHBI.

Hampuwmep, s 3axoTesn, 4To0bI B 0071aCTh CYMMHPOBAHUS BXOJMIN TaK)KE JIAaHHBIC
u3 ctosubnoB B u C. Torna s mory nHanucate B sueiike A6 =CYMM(A1:C5), 3anaBas
CYMMHUPOBaHUE MO MPSIMOYTOJIBLHUKY, BEPXHSS JIeBask BEPIIMHA KOTOPOTO - B sTYCHKE
Al, a HmxHAg npasas - B C5.

Ecnau Hy»X)HO cuuTaTh CyMMY IO BCEMY CTOJOIY (BBl COOMpaeTech BIOCIEACTBUU
n00aBIATH HOBBIC TAHHBIC B TAOJIHITY, HO HE JKEJIaeTe KAkl pa3 MepenuchiBaTh Hop-
MyJy), TO B KQUeCTBE apryMeHTa MOKHO 3aJaTh, ckaxeM, A:A. IIpu sTom npousoiiaet
CJI0’KEHHUE BCEX SYEEK CTOJIO0IA U pe3ysibTaT OyAeT MOMEILEH B A4EHKY...

...A, mpaBna, B kakyw? Benp eciu cymmy 3amucaTh B 3TOT ke CTOJ0el (Hanpu-
Mep, B A4eiky A6, Kak MbI JleJladu 0 CHX IOp), TO OHA TOXKE MomajaaeT B 00JacTh
cymmupoBanus. bennsira Excel goimken 3anucath B A6 BBIYMCICHHYIO CYMMY, HO €My
TYT *e€ NpuaeTcs A00aBUTh U 3TO YUCIO K CyMMe, 3allMcaB HOBBIM pe3yJibTaT TyJa
xe, B A6. CymMMa onsiTh U3MEHUTCS, HY’)KHO CHOBAa IIEpECUYUTATh U CHOBA 3anucatb. 1
TaKk 10 MOpPKOBKMHA 3aroBeHbs. Ho Excel He Tako# yx Tymoi, kak Mbl 371€Ch TIPO
HEro HAaCOYMHSIM, U JeJIaTh
3TOr0 He CcTa”er. Bwmecrto
9TOTO OH COOOIIUT, YTO HE
npaBbl, CKOpEE BCEro, BbI
(HEeBO3MOXKHO, HAMHIIET, J10-
MyCTHTh IUKINYECKUE
CCBUIKH; HEBHSITHOCThH ITOM
¢dbpa3pl OTHOLIY Ha CYET TIIy-
| | =CyLEMAL-AS C1-CH) O0okoro oOpa3oBaHHs paspa-

' J ootunkoB Excel, a Takxe
Puc. 3. Cymma o 1ByM croidniaMm Bpa3OuBKY. HalllUX  IE€PEBOAYUKOB  C
aMEPUKAHCKOTO).

Tak 4TO cCymMMy O BCEMY CTOJOIly WJIM MO CTPOKE (B 3TOM Ciydae MUIIeM, Ha-
npumep, =CYMM(1:1) ) namo momeniaTe B Ipyrom CTOJOIEe WU B ApYyroi ctpoke. He
3a0bIBaiiTe 00 3TOM.

N.B. Npu BbINONHEHUN NTEPALIMOHHBLIX BbluncneHnn Excel 97 moxet obpaba-
TbiBaTb LUMKINYECKME CCbINIKNW. HO 39TO OOCTATOYHO CIIOXHbIE MaTepun, KOTOPbIX
Mbl KacaTbCsl He Byaem.

JlaBaiiTe 4yTh yCIOXHUM 3axady. JlomyctumM, HaM HYXHO HIPOCYMMHUPOBAaTh
toinpko ctonbust A uw C, a B npomnyctuts. Torma ™Mbl Hamuiiem
=CYMM(A1:AS5;C1:C5). JIBoeTouue 3ajaeT MHTEPBaJ, TOUKA C 3aISITONH - MEepeUuc-
JICHHE.



Ha camoM pene, Bce onucaHHbIE BBIIIE ONEPALUA MOXHO MPOAEIATh U MBIIIKOM.
Hanpumep, Bctath B Aueiiky D6, rae Oyaer HaXOauTbCs CyMMa, HaXaThb Ha CUTMY - B
A4eiike cpa3dy BO3HHUKHET He3amnojiHeHHas ¢opmyia =CYMMO, a moToM MBIIIKOA BbI-
nenuTh au00 mpsiMoyroJibHbIN 00k A1:C5 (cymma mo Tpem crojiduam), 1udo crepBa
sueriku ¢ Al mo A5, a 3atem, nepxa Haxatou kinapumy Ctrl, - ¢ Cl no C5 (cymma no
JIBYM CTOJ0IIaM Bpa3OMBKY). MOXKHO J1a)ke pa3oM BBIJEIUTh BECh CTOJOEI -IIEJIKHYB
MBIIIKON MO €ro UMEHH, Hampumep, o OykBe A BBepxy cToiiona. CTpoka BbIAEIsSETCS
aAHAJIOTUYHO - IIETYKOM 10 €€ HOMEPY clieBa.

[To mepe BwimeneHUs B CKOOKax OyayT MOSABISATHCS MMEHa sueek (puc. 328). 3a-
KOHYMJIM - U, YTOOBI MOATBEPAUTh OKOHYAHUE BBOJA, )KMEeM maiblleM Ha Enter wim
MBIIITKOW Ha TaJ04YKy B CTpOKe GOpMyII.

NHorna BO3HUKAaeT HEOOXOAUMOCTh B (pOpMyJie MCIOJIB30BaTh JaHHbIE U3 JAPY-
roif Tabnuupl. Tak, ang Toro 4ro0sl NpuOABUTH K HalIel cymMme sueiiky Al, Haxons-
nryrocsa Ha yeTBepToM jucte, nuiiem; =CYMM(A1:AS5)+]Iuct4!Al.

Kcratu, oOpatute BHUMaHHUE: KaK TOJILKO Mbl CTalU PeJaKTUPOBATh Gopmyiy, B
CTpoKe (GOpMyJ MOSBUIUCH HOBbIE KHOMOYKU. CMbICH uX TakoB. [1[e40K MBINIBIO 1O
rajoyke (*) MOJATBEPkKJA€T BHECEHHbIC HAMU U3MEHEHUS, IO KPECTUKY (X) - OTMEHSIET,
a KHOIKA fx MO3BOJSET BCTABUTh KaKYHO-HUOYIb (YHKIMIO W3 OOMIMUPHOro Habopa,
umeromerocsi B Excel. Ho 06 a3Tom Mbl emie OyjieM UMETh Cily4dail IOTOBOPUT.

B Excel 97 BMecTo fx Ha KHOINKE CTOMT 3HAaK paBeHCTBa (=), HO paboTaeT OHa
Tak xe. Ho B pexume pemaktupoBaHus Gopmyiasl nosiBisiercs B 97-M HOBOE OKHO-
criucok Dynkuuu. OJHUM MIETIYKOM MBIIIU BBl MOXKETE B35Th OTTYyAa JIO0YI0 U3 JecCs-
TH QYHKIIUH, KOTOPBIMHU MOJIB30BAJIMCh B MOCIeAHEe BpeMs (puc. 4).

MO>KHO BBIJICIUTH MBIIIIKOHN JJAaHHBIE,

. - l  pacrnonoKeHHbIE HE B CTONOMK, a B
J% ] @san Oposxa Bva Botasxa Poper Cepeuc Qe orpoky. Torja, Ha)aB KHOIKY CYMMH-

™=
IEETIE ALY FAEIER Y3k pOBaHMS, MOJYYUM CIIpaBa OT BBIACICH-
fiarii cye fu-lx xslE=W@M@ %05 IPYIIbLl AYEEK CYMMY IIO CTPOKE.

"'h. Microcolt Lacel - Enwral

bl 52 -E:::Mt.&;:ﬂﬁ‘ z dopmyna  OymeT  BHIDISAACTh  Tak:
11 120 1 =CYMM

2 13 A BOT OTrajairte, 4To CAENaeT Mpo-
1 rpaMMa, €CJIM Mbl BBIJAEIMM MBIIIKOM
11 11 . IPAMOYTOJBHYIO  00JacTh, HaIpUMED,
2 18,5 epBLIE MATh sueek cToubuos A, B u C,

45 10[=CYMMAICS) . i yascmem Ha curmy?..
HI- A Tenepp MpaBWIbHBII OTBET: BbI-

YUCIUT CYMMY I10 KXIOMY U3 CHMOJ0-

Puc. 4. oxno-crncox PyHKuuU 406 W HANWIIET B CBOOOJHBIE SYEHKU

BHU3Y.

Ecnu e Ham XxodeTcs mogoOHBIM 00pa30M MOCYUTATH CYMMBI IO KaXIOU Cmpo-
ke, 1O, BoiAesAs 0ok Al1:C5, Hamo 3axBaTuTh U myctod ctosouk D (Al1:DS5). Toraa
IpU HAXKATUM KHOMKHU CYMMHUPOBAHHS B CTOJIONE D OKaXyTCs CyMMBI, BHIYUCJICHHbBIC
0 CTPOKAaM.

W nocnenHee, yxe BIIOJHE OYEBUIHOE: €CIIU BBIJICIIUTh, KpoMe OJIOKa ¢ JaHHBIMH,
TaK)Xe MyCTOMW CcTOJOEIl cipaBa M MyCTYI CTPOKY CHH3Y M HakaTh Ha curmy, To Excel
HaMuIIeT HaM CYMMBI U 1O CTPOKaM, U IO CTOJI0IaMm.



[IpucMoTpUTECH NMOBHUMATENBHEE K PAaMOYKE, KOTOPOl BBIJAEISAETCS aKTHUBHAs
Adeiika. B ee mpaBoM HIDKHEM YTy €CTh MalleHbKHI yepHbIH KBaapaTuK. OOBIYHBIN
kypcop Excel umeer ¢popmy TosCTEHbKOr0O 0€JIOr0 KpeCTHKA, HO CTOUT €MY OKa3aThCs
HaJl 3TUM KBaJPaTUKOM, KaK OH MEHSET CBOW BHEIIHUN BUJI: CTAHOBUTCS XYJI€HbKUM U
yepHeHbkUM. W 3TO Hecmpocra - y KBaJpaTuka B Hporpamme ocobas poiib. CTOUT
B3AThCS 32 HETO MBIIIKOW U NMOTSIHYTh, HAIPUMEDP, BHU3, KaK YHUCJIO UM TEKCT CKOIH-
pylOTCs B CBOOOIHYIO A4EHKY (MM BO BCE STYEHUKHU CTONOIA, HA KOTOPBIE BBl IPOTSHE-
T€ paMOUKY).

Ecnu xe B ucxonHoii siueiike 6wu1a opMyiia, To cKomupyercs u oHa. Ho kak cko-
nupyercs! Ecmu, k mnpumepy, B sueitke D1 Oplma cymma 1o mepBOW CTPOKE:
=CYMM(A1:C1), To nocie npotsruBanusi GopmyJibl BHU3 B siueiike D2 okaxkeTcs cyMm-
Ma 1o Bropoi ctpoke: =CYMM(A2:C2). To ectb Bce apryMeHTbl CMECTHJIMCh Ha CTPO-
Ky BHHU3, B Ty JX€ CTOPOHY, KyJIa MBI NpOTATUBaIN Hamy ¢opmyiny. OU4eHb MHIO C
Baieil cropousl, r-H Excel!

AnanornyHo noseaeT cebsa r-H Excel, ecaum Mbl BblIEIMM CyMMy IO CTOJIOLY
(stueiika A6: =CYMM(A1:AS) ) u, B35B 3a KBaApaTHK, NepeTsitHeM (GopMysy BIpaBo, B
aueiiky b6 - Bce aprymentsl cmectsaTes Ha croyiden: =CYMM(B1:BS).

3auem cue ynoo6cto? IlpeacraBsTe cebe, 4TO y Bac €CTh TabiuIla U HAJI0 BBECTHU
B Hee cTonoOen (Hanmpumep, E), rae Oyaer BRIYUCIATHCS KaKOW-HUOYIb "XUTPBIA Mpo-
LEHT WJIK UHas 3akoBbipuctas Gopmyna. Heyxenu Bce 3T0 Hago OyaeT BBOAUTDH B Ka-
xaou siueiike cronbma E? Koneuno, Her. JloctatouHo BcTath B sueiiky El, BBecTH
HYXHYI0 (hOpMyIly, a IOTOM, B35IB 32 KBaIpaTHK, PACTSIHYTh PaMOYKYy Ha BECh CTOJIOEII.
dopmyJia CKOIUPYETCs, U3MEHUB COOTBETCTBEHHO apI'yMEHTHI.

TouHo Tak ke mocTynaite, eciii BaM HYXHO, UYTOObI BHOBb BCTaBJIEHHAs CTPOKa
BBIIIOJIHSJIA T€ K€ ONEpPALMU, YTO U OCTaJIbHbIE CTPOKU. BrIOHpaiiTe MBIIIKON Te SUei-
KM IpEeAbIIYyLIEH CTPOKH, I/I€e HaXOAATCs POpMYJIbl, U, B3B 3a YTOJOK, IEPETaCKUBaTE
BHU3, B HOBYIO CTPOKY.

A MOXHO JIU CKONHUPOBATh POPMYIy U3 OJHOU AYEHKH B APYTylO, €ClIM OHM pac-
MOJIOKEHBI HE PSIAOM, TaK YTO 3a YrOJIOK IepeTalmuTh He yaactcs? MoxHO, KOHEYHO,
BCE€ MOJKHO. BcTaHbTe MBIIIKON B HYXXHYIO SlYEHKY, IIOCTaBLTE KypCOp Ha €€ BEPTU-
KaJbHYI0 WM TOPU30HTAJIbHYIO I'paHULly (Kypcop MpPEBPATUTCS B CTPEIKY) U, HaKaB
Ctrl (Bo3nie CTpenKH MOSIBUTCS MEJIKUN TaKOW IUIIOCUK, O3HAYaIOIIHUil, YTO Mbl OyJeM
JejaTh KONMMPOBAaHHWE, a HE IepeMelleHue), neperammure Gopmyiy Tyaa, Kyjaa Bam
HYXHO.

Ecnau ve naxumars Ctrl, To popmyna nepemMecTuTcs Ha HOBOE MECTO, a Ha CTa-
poMm ucue3HeT. TOYHO Tak ke MOKHO IepeMeniaTh U KOMUPOBaTh BbIIECJIEHHbIE OJIOKH,
cToJOnel U CTpoKH. Bee 91O Ha3pIBaeTcs, Kak BbI yxke 3Haete, Drag-and-Drop («mepe-
TalUTh U OPOCUTHY).

Iloka Bce oueHb MHJIO M yJayHO nonydaercs. Ho ectb B KonupoBaHUM (popmyil
CBOM MOJBOAHBIC KaMHH. [ TaBHBIN M3 HUX - TOT (AKT, YTO MPU KOMUPOBAHUU MEHSIOT-
Ccsl azipeca BCeX apryMEHTOB.

[TocmoTpute Ha puc. 331. [Ipeanonoxum, Ham TPEACTOUT NEPEBECTU HALI J0JLIA-
POBBII 10X0J B pyOaeBbIi™. DT0 mpocTo: 6epem Jojjaapbl, YMHOXKaeM Ha OOMEHHBIN
Kypc U nojydyaeM pyosu: B siueiiky C2 BBogum dopmyny =A2*B2 u xMmem Ha Enter.
Cpa3y BbIYMCIHUTCSA CyMMa B pyOJiax mo BTopoi ctpoke. Ho eciu Mbl 3aX0THUM IPOTS-
HYTb 3Ty $GOpMyJy MO BCEMY CTOJIOIY, TO MOJIYYHUM HE COBCEM TOT pe3yJbTaT, Ha KO-
TOpbIN paccunuthiBaiu (cM. puc. 332). Oanu Hyau. U MOHATHO MoYeMy: yKe B TPEThb-



el ctpoke popmyna Oymer BeirsAneTh Tak: =A3*B3, a B8 B3 y mac mycto, TO ecTh
HOJIb.

3/1ech XOTh HYJIH MOJYYUIUCH, @ €CJIU Obl MBI MOMBITAIUCH TAKUM CIIOCOOOM MpO-
nenath 00paTHYIO ONEpaIuio - IepeBecTH pyoJin B J0JUIaphl, JAJisl 4ero MoHaa00uI0Ch
OBl AenuTh pyOJIeBbIM 10X0J Ha Kypc, To Excel Beigan 6b1 Ham coobuieHue 06 ommuoke
{#IEITIO!), ubo nenauTh Ha HYJb B HaIllEM T'OCYJapCTBE HE O3BOJIEHO HUKOMY, Jaxe
0aHKUpaM U 4YJeHaM MPABUTEIHCTBA.

Urto e aenath? [Ipomre Bcero 3anmoiHuTh Bech cTonber B kypcom gostapa (mpo-
TSHYB siueiiky B2 3a yronok BHu3). Ho M0XHO MOCTyNnUTh MHAYE: 3aMEHUTh B HalllEl
dopmyne aprymeHT B2 Ha takyio Botr 0sky: $B$2. 310 He 3Hauut, 4TO BCce camo co-
0011 mepeBeneTcsa B A0JUIAPHI, 3TO 3HAYMUT, YTO MpU KomupoBaHuu dopmynsl Excel He
OyJeT MEHSITh HU HOMEp cToa01a (3HAaUOK Jouiapa nepen B),

HU HOMEp CTPOKM (3HAUOK Jojuiapa mnepej JABoilkoi). dopmyna NpUMET Takou
Bua: =A2*$B$2, u ee cMeno MOXKHO OyIeT KOMHPOBATH NMPUBEICHHBIM BBIMIE CIIOCO-
O0oM.

Ecau notoM kypc nomiapa u3MeHUTCA (3TO ¢ HUM ObIBA€T), Bbl HAMMIIETE €r0 HO-
BOE€ 3HAUCHHE B KAKOM-TO Aueiike (Hy, ckaxkeMm, B B35), usmenure popmyny B suerike
C35 ¢ =A35*$BS$2 na =A35*$B$35 u mpoTsHeTe ee BHU3, IO BCEMY OCTaBIIEMYCS
cronbuy. M Torga Bce mocieayrouye Baly J0X0Abl OyAyT MEPECUUTHIBATHCS yKE 10
HOBOMY KYypCYy.

Bripaxkasics B Tepmunax, npuHAThIX B Excel, Mbl ¢ Bamu 3ananu B popmye ad-
COJNIOTHBIN aapec sueiiku B2 (unm B35), toraa kak agpec A! (A35) B Hell sBisieTcs
OTHOCUTEJbHBIM, U3MEHseMbIM. [Ipy HE0OX0AMMOCTH MOXKHO C/IeNIaTh a0CONIOTHBIM
TOJBbKO HOMep ctonbna ($B2) unu crpoku (B$2).

IIpu BBOzmE ajpeca ¢ KiIaBHATypbhl HET HEOOXOJMMOCTH MHCATh 3HAK Jojulapa
Bpyunyto. Haxxmure knaBumy F4, u Excel caenaer sto cam. [lo mepBomy HaxaTHio OH
npeBpatuT A2 B $AS$2, o Bropomy - B A$2, nmo tperbemy - B $A2, a moToM CHOBA B
A2.

EcTh u apyroii cnoco0 anpecanuu - npucBoeHne MMeHu siveiike. Hanpumep, 0003-
BaB HEKOTOpYI0 sueiiky OacHocioBHbIM uMeHeM UTOI'O (BcraBka-Umsa-Onpenenutsb
unn komOuHanus Ctrl-F3), Mb1 cMokeM oOpamiatbcs K HEW B 000N MOMEHT U U3
110001 TOYKHU TAaOJHUIIBI, aXKE €CIM OHAa CTO pa3 U3MEHMIIAa CBOE MECTOIOJIOKeHue. B
noje UMEHM (JieBee CTpoku Gopmyn) OyaeT Ternepb BMECTO ajipeca HAlKUCaHO CJIOBO
HUTOI'O (cMm. puc. 5).

Jlaxxe HaXoMsICh HA APYTOM JIUCTE pabodeil KHUTHU, Mbl CMOXEM BBITIOJHATH JIIO-
Obie onepamuu ¢ sueiikorr MTOI'O, He 3amaBas, ¢ Kakoro jgucra ee Opath. M3 cka-
3aHHOT'O BBITEKAET, YTO MMEHA SY€eK B Mpenesiax OJHOW pabodeil KHUTM He JOJIKHBI
HOBTOPSATHCS.

Kcratu, ¢ mOMOIIbIO OKOIIIKAa UMEH MOHO OBICTPO MEPEUTH K HYXKHOU sueHke:
€CJIM LEJKHYTh MO CTPEIOYKE, TO Mbl YBUJUM CIIUCOK
BCEX IMOMMEHOBAHHBIX HAaMHU s4eeKk paboueil KHUTU U, BHIOpAB HYXHYH, MUTOM
OKa)KeMCs TaM, 1€ XOTEeJIH.

B Excel ucnonb3yroTcs camble OOBbIUHBIE 3HAKU apUPMETUUECKUX OINepanuii: +
(cnoxxeHue), — (BpruuTanue), * (ymHoxenue), / (nemnenue), % (MPOLEHT) U, HAKOHEII,
A (Bo3BeneHME a cTeneHb). g 3agaHusi apryMEHTOB UCHOJIb3YIOTCS y>K€ U3BECTHBIE
HaM 3HAKU: «> - UHTEPBAJ U «;» - epeuncienne (00beAUHEHHUE).



[Topsimok nerMcTBUM ONpPEAEIIETCS UMEHHO TaK, KaK HAC YYWJIM B IIKoJEe, MOXKHO
UCII0JIb30BaTh CKOOKH, B TOM YHUCJIE U BIoXeHHbIe. Enie pa3 HanmomHio, ¢popmyina o0s-
3aHa HAUMHATHCS CO 3HAKA PaBEHCTBA, MHAYE OHA OYAET CUUTATHCS TEKCTOM.

puwmep: =((F4+C5)/E6)*(B2-D2)+C4"2

YTo0OBbI UCII0JIB30BATh TEKCT COBMECTHO € (POPMYJION B OJHOM siueiike uiau o0beau-
HSATHh TEKCTHI U3 PA3HBIX SAYEEK, MPUMEHAETCS 3HAK MPUCOEAUHEHHS TEKCTOB & (ammep-
caun). Hanpumep, Mbl XOTUM 100aBUTh HAUMEHOBAaHHUE «Py0.» K BHIYUCICHHOW B Ipe-
IOpIIyIIeH TaBe pyoOsieBoi cymme®. 3amumem dopmyny tak: =A2*$B$2&" py6.". U
MOJIy4YUM TO, 4yTO xoTenu. OOpaTuTe BHUMaHUE: MPUCOCIUMHEHHBIA TEKCT CTOUT B Ka-
BBIUKaxX (MHA4Ye MOSABUTCS coobmieHue o6 ommoke: #11MA?). U Bce mpobensl, KOTOpHIe
JOJDKHBI OBITH MEXJYy TEKCTOM U Iu(dpamMu M MEXIYy CIOBAMHU B TEKCTE, TOXKE HAXO-
JATCSI BHYTPHU KaBBIUEK. ECITM BBI MOMBITAETECh TOCTABUTH MPOOEIBI BHE KaBbIUEK, ExX-
cel Ha HUX MPOCTO HE OOPATUT BHUMAHUS.

K coxanenwnto, pe3ynprat — nudppa ¢ HAUMEHOBAHUEM — y)Ke HE OyJeT SIBIATHCS
YUCIOM WU (OPMYJIOH, KOTOPblE MOXHO HCIIOJb30BaTh B KauyeCTBE apryMEHTOB B
apyrux ¢opmynax. 9To BUAHO Cpa3zy — XOTH Obl MO TOMY, YTO MOJYUYEHHOE BbIpaxe-
HUE BBIPOBHEHO IO JIEBOMY Kparo sSiUeiKH (Tak OOBbIYHO BBIPABHUBAETCS TEKCT, TOT/AA
KakK 4yucia BCTAlOT K NPaBOM IpaHulle sueiiku). Pe3yapTaToM CIUsIHUSA CTal MPOCTO
TEKCT, B KOTOPOM HEKOTOpas 4acTh Kak-TO TaMm BblUMcigeTcs. Ho ecnu naHHBINA JTUCT
Excel sBnsercs He paboued Talnuueil, a KOHEUHBIM»; BBIXOJHBIM JOKYMEHTOM
(mpaiic-mucToM, CTPaHUIEH MPE3EHTAIMOHHOr0 OyKJIeTa UM 0TYETa), TO 3TO HE UMEET
3HaYeHUA. A BOT KaK KOPPEKTHO MpocTaBUTh HecTangapTHOE HAMMEHOBAHUE, MBI 10-
roBopumM B TiaBe «OkpyrieHnue u ¢opmara yucen» ([lpumep uucmo ycnosHulil, Ha ca-
MOM Oene 000a8iamb HAUMEHOBAHUE «PY0.» Hem HeobXxooumocmu, nockonvky 6 Excel
UMeemcs CneyuaibHblil popmam npeocmaesienus Yucia — OeHeNCHbIl, cpasy dce 000as-
WUl Haumenoganue. Ho eciu Hyscno esecmu kaxkoe-Hu6yowv. «Toic. wm.» uiu «Y.
exHC. »).

MOXHO COeTMHATHh TEKCTHI C IPYTUMH TEKCTaMu (BCTaBJIsis, HAIPUMED, Ha3BaHUs,
uMeHa, aapeca u T.1.). [Ipoucxoaut sto Tak. Homyctum, B siuelike Al HaxoauTcs
TeKcT «(padbpuka KpacHas cyuumnbmuna», a B sueiike A2 - «3aBoja Mosonoil BoJio-
qunpluk». Toraa coOpates ux B siueiike A4 He cocTaBuT Tpyaa. [lumem B Hell Takyro
BOT hopmyiy:

"HammMyu NOCTOSSHHBIMU KJIMEHTaMU SIBJISIIOTCA KPYHHEHIINE MPEANPUATHS TOpoJa
"&A1&" n"&A2

Pesynprar Oymer Takoi: «HamuMmu MOCTOSIHHBIMU KIMEHTAMH SIBJISIOTCS KPYII-
Helmue npeanpusaTus ropoaa - ¢Gadpuka Kpacnas cyumnbiiuma u 3aBoj Momomoit
BOJIOUMJIBIIUK)», €CJIH, KOHEYHO, Bbl HE MOTEPSAETE MO JOPOre 4acTh KaBbIUYEK, MpoOe-
JIOB U aMIIEpCAHOB.

)_IJII/IHHBIG YucJia 1 HAAIMUCH

JinuHHBIE HAaAMHUCH (TEKCTHI), BBUIC3AIOUIME 3a TpaHULy SYEHKH, OyAyT BHUIHBI
NOJTHOCTBIO, €CJIM CIpaBa OT HUX - MycThle sueiiku. Ho cTouT Tyna uro-HuOyap BBe-
ctu, u Excel ypexer Haanuce. BripoueMm, cogepkuMoe sSiUEHKU Bbl CMOXKETE YBUIETb
HEJUKOM B cTpoke dhopmya (puc. 5). A BOT IJIMHHOE YUCIIO MPOrpaMma ypexkeT, Taxe
€CJIM CIIpaBa OT sYeUKU IycTo. bosiee TOro, pe3ysbrar BBIUUCIECHUS, KOTOPBIM HE I10-



MeIaeTcsl B sS'YCHKe, BBl HE CMOXKETE YBHJICTH IEJIUKOM Ja)ke B CTpOKe (GOopMyII: TaM
xe Oyzer HanucaHa cama gopmyna!

Al ANWHRAA HAANKUCH, KOTCRAR He NOMeCTHNACH

- I nUHHas 22 V 33 44
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Puc. 5. He moMmecTuBIIMICS B sIY€IKE TEKCT MOXKHO MPOYECTh B CTPOKE (HOPMYIL.

Yto e neiaathb?

Bo-nepsbix, MOXHO yMEHBIIUTH pasMep mpudra uiau B3ATh 0ojiee y3KylO, KOM-
NaKTHYIO TapHUTYpY. BbienuB Bcio Tabiuily (IIETYOK MO MyCTOMY KBaJpaTy B JIEBOM
BEPXHEM YTy, Ha MIEPECEUCHUH 3ar0JI0BKOB CTPOK M CTOJOIOB) JIMOO 4acTh €€, mojioe-
pUTE B OKOIIKaX BbIOOpA TApHUTYPHI U Keriisl Ha uHelike dopmaTupoBanue 4To-T0 60-
Jee MOoAXO0asuIee.

Bo-emopbix, MOXHO pacIIMPUTh KOJIOHKY, B3SIBIIMCh MBIIIKOW 3a MPaByK I'PaHU-
1y 3TOM KOJIOHKH B €€ 3aroJjioBKe (Kypcop U3 KPECTHUKA CTaHET BEPTUKAJIbHON 4epTOU-
KOHM C IBYMS CTPEJIOYKaMHU BIIPABO M BJIEBO) M OTTAIIUB €€ BIPABO TaK, YTOOBI YHUCIIO
WJIA HAJIMUCh MOMEIIATIUCh LIETUKOM.

Toro xe MoxHO 700uThest koManaoi Popmar-Cronbeu-lupuna; npu 3ToM 1IU-
puHa 3agaeTcs uudpoi.

MoxHo Takxe nmonpocuTh Excel camomy omnpenenuTs MUPUHY CTOJIOIOB BbljE-
nenHo# yactu tabauisl: ®opmart-Croaodeu-Iloaron mupunbl. U Bce Oyaer o'keil.

- PopMaT A4LEK
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Puc. 6. Komanna popmar siueiiku. Ctpanuna, BeipaBHuBaHue.

B ornuune ot yucen, Ajisi TEKCTOB €CTh €lle OJuH crnoco0. Bectaem B Aueiiky co
CJIMIIIKOM JJTAHHBIM TEKCTOM (MJIM BBICIISIEM TPYIIY sSYeeK) U, BEIOpaB B MeHIO Dopmat



komaHny HA4eiikn (Ctri-1), nonmagem B nuanoroBoe okHO Popmart siueek. Ilenkaem mo
3aKiaaKe BeipaBHUBaHME U BUIUM TAKyH BOT CTPaHUUKY (puc. 7). 31€Ch HaXOAATCs KO-
MaH/bl, YIPABJISIOLIIME TOPU30HTAJIBHBIM M BEPTUKAJIBHBIM Pa3MEIIEHUEM TEKCTa B
sa4yerke. M3 Bcero cmmcka BO3MOJKHOCTEM HAc celdac MHTEPECYET TOJBKO KBAaAPATUK
Ilepenocuts nmo ciaoBaM. Eciu mocTaBUTh B HEM KpecTUK, To Excel OyaeT NiuumHHYIO
¢pa3y pa3dbuBaTe Ha yacTu. [IpaBna, yT0O yBUAETH €€ LEIUKOM, NPUIETCS €LIE YBEJIU-
YUTh BBICOTY CTPOKH, caMo 3TO He caenaercs (B Excel 97 cnenaercs!). Touno tak xe,
KaK MEHSJIM LIMPUHY KOJIOHKH, MEHSIEM U BBICOTY CTPOKM: OEpeM MBIIIKON 32 HUKHION"
pa3IeIUTEIbHYIO JUHENKY B 3ar0JIOBKE CTPOKM U TAllUM €€ BHU3 10 TE€X IIOP, ITOKA BCS
¢dpasa HE TOMECTUTCS B SUCHKE.

U Tak, KOMOMHUPYS HIUPUHY KOJOHKH U BBICOTY CTPOKH, MOXXHO TOOUTHCS HOP-
MaJbHOTO OTOOpakeHus 000N HAAMKCH.

[IpaBna, npu TakoMm cnoco0e CTPOKHU CTaHYT pa3HOW BbICOTHI. Eciau mis naHHOM
TaOMHIBI MPABUIBHOCTh OQOPMIICHUS MMEET 3HAUYEHHE, TO JIyYIlIe BOCIOJIb30BATHCS
TOYHOM LHU(PPOBON YCTAaHOBKOM BBICOTHI CTPOKHU. Brimonnsiercss oHa komanaoi dop-
mar-Ctpoka-BeicoTa. B nmosiBuBIIEMCSI MaJI€HBKOM THAJIOTOBOM OKOIIKE MHUIIETE BPYU-
HYI0 UUGpY B MYHKTAX - IPU JECATOM KErjie OCHOBHOTO mpudTa (T. €. IpHu BBICOTE
ero B 10 myHKTOB) peKOMEHAYyeTCs BRIOMpATh BHICOTY, KpaTHyto 12,5 nT.

A 11 aBTOMAaTHYECKOI'0 OIPEIEJIEHUs] BBICOTBI CTPOKM BOCIOJIB3yHTECh KOMAH-
noit ®opmar-Crpoka-Iloaron Beicotsl (B Excel 97 - ABTomoa00p BBICOTHI), KOTOpas
caMa ONpEAEIUT BBICOTY CTPOKH Il BCEX BBIJCICHHBIX SIY€EK B COOTBETCTBUHU C Ker-
aeM mwpu@dTa ¥ JJIMHON HaXOASIIErocs: B HUX TEKCTa.

Bce paccMmorpeHHble crocoObl pa3MelieHus MJIMHHBIX HaAnuced B Tabiuie
MpeJIoiaratT, YTO Mbl COOMpaeMcs pa3BUHYTh FPAHUIIbI SYEHKHU, YTOOBI TOMECTUTH
TEKCT. A 3TO BOBCe HeoOs3aTenbHO! MOXHO BBHIOpAaTh HECKOJBKO SYEEK U yKazaTh
Excel-y, 4T0 Haamuch A0JDKHA 3aHITh BCE OTH STYCHKH.

JI7s 3TOro HajO BBIACIUTH HECKOJIIBKO A4€eK U HaKaTh KHONKY LleHTpH-
poBaTth no crojduam (B Excel 97 ona naspiBaercs O0beIMHUTH U NOMeC-
TUTHb B HeHTpe). Excel 00benMHUT yKa3aHHBIE BaMU SUYEHKHU U PACIIONOKHUT
B HUX TEKCT.

Tenepb HUKTO HE MOMEIIAET HAM HM3MEHUTH IOJOKEHHE TEKCTa B HOBOW 00B-
€IMHEHHOU SYElKe: BMECTO PACIOJIOKEHUS IO LEHTPY €€ B35ATh BRIPABHUBAHUE BIIEBO
unu Brapaso (puc. 336). Tak MOXKHO CO37aBaTh 3aroJIOBKM WM pa3MellaTh Ha CTpa-
Hulle OOJbIINE MAaCCUBBI TEKCTA, HE MOPTS BHEIIHETO BUAAa OCTAJIbHOW 4acTH Tabiu-
bl

—



FaEss@on . ZAF

="HawmMm rnocTcARHLIMW KNMeHT aMb

¥ " .,_:_.;: " ; CRa « ’i‘ " ¢ 3 1:1313;} f;';_i:'::\_-(\ N
11 3apog MonNogoA BONOYMLLIMK 123,343
i) Pabpvia Kpacrian cy-mietimua 1567 34

HALIMM TOCTORHHEIMIA KIMEHTAMM ABSTAOTCA KRynHefuve
s fNPefnpuATHA ropoga — 3asofn MOMOROR BOAOHMALLIMK K
3,{ $abpiia Kpackan cyumnbuinya

= - —
i
0

Puc. 7. O0bennHeHNE TYEEK.

Oxpyrienue u popMaThl Yncesa

HexpacuBo, korna B KOJOHKE BCE YUCIIAa UMEIOT Pa3HOE KOJIUYECTBO 3HAKOB IIOCIIE
3anaroil. [IpunsaTo opopmissTe UX eaquHbBIM 00pa3oM. Jjisi 3TOro HajAO OKPYIJIUThH BCE
gycia cTojidla 1o OJHOIO M TOTO e KOJIW4ecTBa 3HakoB. Excel ymeer 310 nenats.
[Ipuuem, OKpyriiss 4uciao, OH (Kakodl Moionel!) B JajJbHEHIIMX BBIYHUCIEHUSX MPO-
JOJDKACT YYUTHIBATh UCTUHHYIO, & HE YPE3aHHYIO BEJIUUYUHY YHUCIIA.

Ha nmanenn dopmatupoBaHue €CTh HECKOIBKO KHOIIOK, BEJAIOIIUX TAKUM «HEHA-
CTOAILMM» OKPYTJICHUEM.

.00 C nomo1bI0 3TON KHOIIKH Bbl YMEHBIIIAETE PA3PsAAHOCTh MOKa3bIBAE-
il MOTO YHCJIa Ha €IUHULLY,

4-_0! a C IOMOIIBIO 3TON YBEINYUBACTE.
00

OTa KHOTKa 3a7aeT JACHEKHbIA (hopMaT MPeCTABICHUS YUCTIA C HAUMe-

HOBAaHUEM «P.», 3a0HO «OKPYTJISISH» YHCIO IO ABYX 3HAKOB IOCJE 3alATON
@ (MeTpuYe KOTICHKH JEHEKHBIX SIUHUIL, BpOJe Obl, HE CYIIECTBYET).

®opmar nener 3amaercs, He B Excele, a B [lanenu ynpaBnenus Win-
dows (Control Panel) mporpammoit Ctanaaptsl (S3bik U cTranaaptsl, International).

B oTnnune oT 0OBIYHBIX pacyeToB, Oyxraiarepus TpeOyeT, YTOObl BCE BHIUUCICHUS
BEJIUCh TOJBKO B PyOJIsIX (MJIM, CKaKeM, B J0JIJIapax U LIEHTax), a OKPyrjisieMble 10U
0TOpachIBaJUCh COBCEM, HE YUUTBHIBAIMCH. [[J1s1 3TOro CyleCTBYIOT CIEUabHbIE KO-
manabl okpyriaenus: OKPYI'JI, OKPYI'JIBBEPX u OKPYIJIBHU3. 3agatorcs Bce
OHM OJIMHAKOBO. BOT ToJIbKO Tpu nmpumepa:

=OKPVYTJI(A:A;2) o3HayaeT 0OBIYHOE OKPYIJICHHWE YMCEN CTONOma A 110 IBYX Jie-
CSTUYHBIX 3HAKOB (ckaxeM, 2,444 nipeBpatutcs B 2,44, a 2,445 - B 2,45);

=OKPVYTJIBHU3(B1:06;0) - oxpyrienue BHU3 B siueiikax ¢ Bl no D6 ¢ Tou-
HOCTBIO 710 LeabiXx yucen (1 2,444 u 2,445 npesparsarcsa B 2, a 1,9999999 - B enunu-
y);

=OKPVYTJIBBEPX(1:6;1) - okpyrieHue BBEpX B MEPBBIX IIECTU CTPOKAX TAOIUIIBI
no oxnoro 31aka (1,999 u 1,9001 npespatarcs B 2,0).



KcraTn, pa3 yx Mbl 0OKa3aiduch Ha JIMHEHKE POpMATUPOBAHUS, YIIOMSIHEM U O JBYX
OPYTUX KHOIKAX U3 3TOW TPYIIIHI.

lﬂﬂﬂl

3 B 97-m-Excele aTa kHOMTOYKa MMEET APYTyIO MUKTOrPAMMY.

DTa KHOMOYKA YCTAHOBHUT pa3/ICIUTENIb ThICAY (TaKUM, MPpUMEpPHO, 00pa-
3oMm: 126 521 000), Gmarogapst yemy Jjierde OyAeT NPOYECTh CIUIIKOM JJIMH-

HO€ 4YHCJIO.

OTa KHOIIKAa 3aJaeT MPOLEHTHBIM (opMaT NpENCTABICHUS 4YMCIa, Cpasy
IO CTaBIIsAsI HAMMEHOBaHUE «%» W NONYTHO yBEJIMYMBAsl YUCIO B CTO pas3: ec-
JU B s4dekike O0bu1o 1,25, To cra"er 125%. YUTo K, CBOSA JIOTHKA B 3TOM €CTh.
Brinesatomiee 3a rpaHuily SYEWKM YMCIO B IPOIEHTHOM M JCHEXKHOM Qopmatax (a
TaK)K€ B HEKOTOPBIX JIPYTrUX cllydasix) BooOIie He Oyaer moka3zaHo. Bmecto Hero Bam
OyJeT NpeabsBIEH TaKOW BOT YAaCTOKOJ: #HHHH. YMeHbIIalTe pa3psAIHOCTb, OKPYT-

JUTE YUCIIO WIINA PA3ABUTANTE TYEUKY.

%

-— PopHaT A4eeK
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Puc. 8. ®opmatsl uncen B Excel.

BooOie, 3amaB 1151 KOJIOHKHA WIJIM BCEW TaOMUIIBI KakoW-mu0Oo GopmaT yucesn Ml
MOJTHOCTBIO CHUMAaeM C ce0s OTBETCTBEHHOCTh 3a €IWHOOOpa3Hoe opopmiieHUH U Tie-
peknaapiBaeM ee Ha Excel.

Ha nepeaHior mnaHesb BRIHECEHBI TOJIBLKO CaMble paclpOCTPaHEHHBIE YHCIIO BbIE
dbopmatel. Ha camom nene B Excel ux ropaszno 6onbiie. Haxmute komOunamnuto Ctrl-
1 (unu, Boiias B MeHto @opmart, BeiOepuTe KoMaHy Sueliku). B nosiBuBLIeMcs qualo-
rosoM okHe dopmar fyeexk HaM ceryac HyKHa cTpaHuna YMca0: MEIKHUTE MBIIIKOU
0 3aKJaJIKe ¢ 3TOW HAAMUCHIO U TOTJA CMOXKETE MOCMOTPETh BECh CHEKTp (hopMaToB
ymucina (puc 337). B konoHke ciieBa mokazaHbl Kateropuu ¢opMaToB, ClipaBa - UX pas-

HOBHIAHOCTH B 3TOH KaTCIropuu.



IIpencrtaBnensl Oyxraarepckuii (B 97-m - puHaHCOBBINH) U JeHeKHBbIN hopMma-
THI - C OKPYTJICHUEM JI0 LEJOTO KOJMYECTBa pyOJiei niu 10 ogHoi cotoit (B 97-M vuc-
JO JECSITUYHBIX HU(p M HAaUMEHOBAHHWE MOXHO MEHSTH), C HaUMEHOBaHUEM U 0e3
(Medicoy coboii onu pasiuuaromcs moabko 0COOeHHOCMAMU 0)OpMIeHUs) TPOUEHTHBIH
dbopmMmar - ¢ okpyrieHueM u 0e3; HayYHbIid (B 97-M - IKCNIOHEHUUAJbHBIH) - B BUJIC
OCHOBaHMA W mokazatens creneHu (uucio 123000,456 Oyaer OKpyrieHO U 3alucaHo
kak 1.23E+05, 1. e. 1,23'10°); uncnosoii popmar u GopMar ¢ IPOCTHIMH APOOIMH (Ha-
npumMep, 33'/3). BEIOpaB HyXHYIO KAaTErOPHIO H Pa3sHOBHIHOCTb (pOpMAaTa, HAKMHTE
OK, u yucno nepedopmarupyercs.

EcTp Takxe HECKOIbKO BapuaHTOB (hopMaTa AaThl 1 BpeMenu. Hanpumep, naty
1.10.99 moxuo mpeBpatuth B 1.0KT.99 mim gaxe B 1.0kTa0ps.99. A Bpems 14:45 - B
2:45 PM (nmocne noyHs).

Jlata B Excel, kak Obl OHa HU BBITJIAENIA B TOM WM WHOM ¢opMaTe, Ha caMOM
JieJIe IPEACTABISIETCS YACIOM — MOPAAKOBBIM HOMEpPOM AHA HaunHaiA ¢ 1 suBaps 1900
T., YTO TTO3BOJISIET MPOCTO CKJIAABIBATh U BHIYUTATH AAThl, HE MPUMEHSS ISl STOTO CIie-
nuadbHbIX KoMaHugz. [IporpamMma mmeeTr BCTPOCHHBIM KajeHaapb ¢ Havaiga XX 10
TpeTher yeTBepTU XXI BEka, Tak 4TO C ONPEAECIIEHUEM JHEW HEIEJIU U BUCOKOCHBIX
aet npoOJsieM He OylieT.

A BOT CcKJIaJIbIBasi M BbIUMTAS YMcCia B opMare BpeMEHH, CIIeAyeT IOMHUTb, YTO BpEeMs
B Excel 5.0 e 6p1BaeT 60mbie 23:59:59 - 3anuck 24:00 cuurtaercs yxe mexcmom. Ecium
BaM HYKHO BBIYHMCIIMTH BPEMEHHbIE MHTEPBAJIbI JJIMHOM O0jiee CYyTOK, MOJIb3yWTECh CMe-
mraHHeIMH (popMaTamu 1aTa-Bpemsi. B Takux uucnax fmata - 9To 1enas 4acTh YHCiia, a BpeMs
- TpoOHasl.

B Excel 97, eciu Bmecto 23:59:59 Bbl Hammiere 24:00, To 3TO BpeMs OyJeT 3aMEHEHO
Ha 0:00, a k gare npubaButrcs enuuuna. Ho eciam mist 3Tol siueliku ObUIO 337aHO TOJIBKO
BpeMs, HO HE Jara, TO IporpaMmMa Oyjer noxiarate, 4ro peus uaer o 01.01.1900, To ects 0
Hayasie BpeMeH. Y UnuThIBalTe 3TOT (PaKt!

Ecnu e nara u Bpemsi ObUIM BBE/ICHBI TIOJTHOCTBIO, TO MIEPECUYET BpEMEHU 00sIee CyTOK
B Excel 97 npoucxoautr xoppektHo. Jla U gaTbl B HEM MOTYT OBITH CaMble MPUUYJIUBBIE.
Harmpumep, 1 anpesnst 8098.

Excel 97 npenocraBiisieT eliie YeTbipe JOMOIHUTEIbHBIX (popMaTa yrcia: CeMU3HAYHBIN
nouToBblid uHAEKe (1234567), unnexc + 4 3Haka(1234567-1234), nomep tenedona (123-
4567) u ele Kakoi-To TaOeIbHBIA HOMED.

VY siueek B popmare aThl U BpEMEHU €CTh 0JIHAa 0COOEHHOCTh. [Ipeanonoxum, y Hac B
suelike Haxonutcesd Bpems 19:00. BeraB B 3Ty siueiiKy U NPOTSHYB €€ 3a KBaJpaTHK BHU3,
MBI TIOJTyYHM B CIICAYIOIICH SYeHKEe HE KOMHUIO MPEABITYyIeH, KaK IMPOU30IUI0 Obl ¢ 0OBIY-
HeIM gmciioM, a 20:00, T. e. Ha yac Oonpire. Eciu nMpoTSHyTh € ajbllie, TO B CIASAYIOIMNX
siueiikax moxyyum 21:00, 22:00, 23:00, 0:00, 1:00 u T. 1. TouHo Tak e OyJIET U C 1aTOM:
nox 29.01.98 nomyuyum 30.01.98, 31.01.98, 1.02.98 u . 1.

Ecnu Bac He ycTpamBaeT HM OJUH W3 CTaHAAPTHBIX (JOPMATOB MPEIACTABIICHUS TaHHBIX,
MOYKETe cOo37aTh CBOM coOCTBeHHBIH. OH OyneT nossisaTbes B paspsae Ilonb3oBarenbekuid
(B 97-m - Bce dopmartsi). s storo Hano B crpoke Kop (Tum) 3anmucats:

0 - Tam, Tae 00s3aTeNIbHO JOKHA ObITh IM(dpa (eciu ee HeT, To Excel mocTtaBuT Hymm).
Hammpumep, ko 000 000,00 o3HayaeT, 4To 4Kcio Haiero ¢gopmara Beeraa OyJaeT mecTu3Hay-
HBIM C JIByMsI 3HaKaMU I1OCTIE 3allsiTON U MPOOesIoM TIepel ThICTYaMu;



# - Tam, Tae QP B YUCIIE HET, COOTBETCTBYIOIIHNM pa3psi OyaeT OCTaBICH ITyCThIM.
Hampumep, xon ### ### ###,00 o3HagaeT, 94TO YnCIO OyIET MOKa3aHO KaK JCBATH3HAY-
HOE, TOJILKO €CJIM OHO U BIPaBIy JEBATU3HAYHOE.

3neck ke, B ctpoke Koj, pasperiaercsi IOCTaBUTh U CaMO€ 3aKOBBIPUCTOE HAUMEHOBA-
HUE (B KaBbIYKAX), KOTOPOE OYJIET MOSBIISATHCS PSIIOM C YUCIIOM, HE TIPEeBpaIliasi €ro B TEKCT.

@opmarsl 1aThl U BPEMEHU UCHIOJIB3YIOT IPYTHE 3HAYKUL:

I' - ron (nBy3Haunsii), ['TTT - rox nomHOCTHIO;

M - auco,

MM - mecsn mudpoit, MMM - mecsanr OykBamu COKpamieHHO (sSHB, GeB u T. I.),

MMMM - mecsi1 ITOJTHOCTBIO;
Y - YacChl;
M - MAHYTBI U, HAKOHEII,
C - CEKYH/IBL.

C moMoIIbI0 3TOW KHOIKM MOYKHO CKOIHMPOBaTh (popmatr umcia u odopmiie-

g I Hue (mpudroBoe, 1BET, POH U T.1.) sueiiku. JlemaeTcs 3TO TOYHO TakkKe, KaK B
WinWord'e: BcTaere Ha siueliky, IIeIKaeTe 0 KUCTOUYKE, & IOTOM — 10 TOW A4eil-

K€, KOTOPYIO HY>)KHO 0()OpMHTbh. ECITN MIEIKHYTh 1O KHCTOYKE JTBAXKIIBI, MOKXHO O(OPMUTH
HECKOJIbKO siueeK (1moka He HaxxkmeTe Esc).

IIpaBka

OObryHOe pepakTupoBanue (mpaBka) B Excel B ocHOBHOM Maiio oTiu4aercs OT OIu-
ca"sbIx 11 WinWord. 3to OtMeHna nocieHeit komaH bl (Bcero ofaHo# ajist 15-ro u Heorpa-
HUYEHHOI'0 KOJIMYECTBA - ISl 97-r0) U MOBTOPHOE BBINOJIHEHUE, onepaiui Beipe3ats, Ko-
nupoBath, BecraButb, Haiitn 1 3aMeHHUTDb, KOTOpPBIE BBIMIOJIHSAIOTCSA BIOJIHE CTAaHAAPTHBIM
obpazom. Ho ectb u HeKOTOpBIE crieruuuecKre BO3SMOKHOCTH.

Komanga 3anmoauuts (BHu3,
Beepx, Bmnpaso, BiueBo) nenaer
MMEHHO TO, YTO Mbl paHee JeJallu,
«mpoTsruBas» (HOpPMyTy WIM YHUCIO
3a YepHbIM KBAJApPATUK B YIrOJKE
STYCHKHU.

Komanna 3anmoJHHUTH MO JJHCTAM
MO3BOJIUT CKOIUPOBAThH BBIJICJICHHBIE
SUEHKU B JIpyrue JIMCTHI paboueit
KHHUTU 110 TeM ke aapecam. [Ipensa-
PUTENBHO HAAO BBIACIUTH MBbIIIBIO
HYKHBIE JIUCTBI - IIEIKHYTh MO Tep-
BOI1 3aknajnke, a morom (¢ ShiftOM)
o nocynenne. Ecim nmcTsl - Bpas-
OWBKy, TO MIEJIKATh 1O HUM HAJIO C
Ctrl-om.

B Excel 97 Bce Tumbl 3anojiHeHUs
coOpaHbl B MOJAMEHIO 3aMOJHHUTH
(puc 338). 31ech, Kak BUAUTE, €CTh U
HOBble Tumbl. Hampumep, cTpoka
IIporpeccusi, omnpenensdmoomas, Ka-

{Enml;ui

BoTanuTh KAk CHnnaccmngy

¥ Tl Te 8800 34 D AT CibeZ
J MoBTopHTs BETOSANOAMEHME sy
4 Bupeaars Cirlei
@3 KoavpoaaTte Cei+C
BorapuTe sy
CnguHansHas BETABKA

CyMCTHTE
YaaaMTh,.

HaanaTe QHCT

—

MapapacTH T/CKONHPONATE NMCT...

# Heore Cirl+F
SAMEHTD... CarieHH
DepedT. Ciri+G
Cagan.,

CfearT

B S D
1] Bopaeo Cul=R
Bgep

=il cia

Mo meET e
Mpocpecoa
SEPOEHATE

Puc. 9. Excel 97:
MeHro [IpaBka, THIIBI 3aTI0JTHCHHS




KM o6pa30M 6y,)_IYT BBIYUCIIATBCA 3HAYCHU A 3aIllOJIHACMBIX AYCCK.

PasnoBugHOCTH KOMaH 16l OYMCTUTH BBIMUIIAIOT U3 SYEEK TOJBKO COACPKUMOE, TOJb-
KO (hopMaTUpPOBAHKE, TOIBKO MPUMEUYAHUS UJIH K€ BCE 3TO PA30OM.

Jymaro, He HY>KJAIOTCSl B TTOJAPOOHOM TOSICHEHUH KOMAaH[Ibl ¥YAAJINTh, Y IAJTUTh JIUCT
u IlepeMmecTHTH/CKONIMPOBATH JIUCT.

A BoT komaHa CrnenmMaJibHasi BCTABKA B MOSCHEHUWU OYEHb Jaxke Hyxnaercsa. C ee
MIOMOIIIBIO MBI CMOKE€M BCTaBUTh B TAOIUIly 3HaUYC€HHUE U3 APYrod TAOIUIII U YCTAHOBUTH
MEXy HUMHU auHaMudeckyto cBsi3b (DDE) Tak, uToObl Bce M3MEHEHHs B TAOJIUIE-UCTOUHUKE
OTpaKaJHCh U B TAOJMIIC-TIPHEMHUKE.

JlenaeTcst Bce 3TO JIOCTATOYHO MPOCTO. 3arpyaeM B OJIHO OKHO (hala-MCTOYHUK, B
npyroe ¢ain-npuemMHuk. Kormupyem HyxkHyto sueiiky (depe3 meHro — [IpaBka — KormmpoBats,

nmo komOmnHanuu Ctrl-Ins wm

| Cn L‘I'.I,.HU.HEH_! ﬂ;!ml;a_ o MbBIOIBIO - TIpaBasg KHOIIKA, CTPOKa

rE crasuin———  DnapainA Konwmposars). Teneprs nepexoaum

|| @ [nea) [-EI s — (Ctrl-Tab wnu menro OKHO) B
L) Doperyne |"-'3 CRIENTY | Oreewa MPUEMHHUK W BBI3bIBAEM KOMaH-

O anavnme C expacme o ny CoemuajbHasi BCTaBKa
I|g e 15 PG, |_Brramas m-sm_E= (puc. 339). HaxaB KHOIKY
el innia B il BCTaBUTL CBSI3b, MBI Pa30M H
| [ Nponycrars [ Toancoamupnsas. | Lrpans a f BCTaBUM COJIEP)KMMOE KapMaHa,

u o0wbsiacHuM Excel, orkyma ato
3HaueHue B34T0. B cTpoke dop-
MYyJI MOSIBUTCS Takasl MPHMEPHO

Puc. 10. BcraBnsiem cchiiky Ha Ipyroit Qaii.

TEjera.
=[CBoaka Ha 16.06.98.xIs]/TucT1!$SE$13

Nnm Ttakas:

='C:\Mowu gokymeHTbI\[CBOAKa Ha 16.06.98.xIs]JInct1’'B10

Kak BuauTe, B KBaJpaTHBIX CKOOKax 3ajjaHo uMs ¢ailna-ucTouHuka (€cjiu B Apy-
rOM OKHE H€ OTKPHIT (Halia-UCTOYHUK, TO MUIIETCS MOJHBINA MyTh K HEMY), 3aT€M HUJET
UMS JINCTA, C KOTOPOTO B3siTa siUeiika, U €€ a0COJIIOTHBIN ajpec.

BnpoueM, B Takoil cuUTyalluu BMECTO HMKOMY HU O 4Y€M HE roBOpsIIero adbco-
JIOTHOTO ajipeca (CMBICT KOTOPOTO K TOMY € MOXET U3MEHUTHCS, €CIIM Bbl BCTABUJIU
WM YIAJIWIN CTPOKY B UCTOYHHUKE) Jy4Yllle BBOJAUTH UMS «A4E€MKU. A JJIs 3TOrO JaTh
BCE e KonmupyeMoi sueiike ums (BeraBka-Umsa-Onpeneaurs).

JItoObie U3BMEHEHHS COAEPKMMOTO ITOM SYEHKU B UCTOUYHUKE OyyT HEMEJIEHHO
OTpaXXEHbl B MPUEMHHUKE. A KOTJa Bbl B CIEAYIOUIUNA pa3 CTAHETE 3arpyx aTh MpPUEM-
HUK, Excel Bam cooOmuT: J[aHHBIN TOKYMEHT COMEPKHUT CB3H. M mompocut pasperie-
HUSI 3TU CBS3U OOHOBUTH, T. €. IPUBECTU B COOTBETCTBHUE C UCTOYHUKOM. Eciau 3T0
pa3pEelnTh, Bbl MOJYUYUTE MEPECBBIUUCICHHBIE 3HAYECHUS BHEJIPEHHOM STYEMKU M BCEX
CBSI3aHHBIX C HEH PopMyiL.

Tewm ke cmoco60M MOXKHO KOTTUPOBATH HE OJIHY SYEHKY, a MPSIMOYTOJIbHBINA OJI0K.
Torga B ctpoke ¢hopMyJT HAMUIIIETCS

{=[CBoaka Ha 16.06.98.xIs] [lnct1! $A$1:$B$14}



[Tpuyem, Ha Kakyio sSYEHKY M3 3TOr0 MHTEpBana B (aiije-pueMHUKE BBl Obl HU
BcTanu, popmyna Oyaer onHa u Ta xe. [louemy? Excel 5.0 cunrtaer Bech 3TOT 0J0K
€JIMHBIM I[€JIbIM, & UMEHHO MAaCCUBOM (MpU3HAK MacCUBa - puUrypHeie cKoOKHU, B KO-
Tophle 3akitodeHa ¢opmyra). COOTBETCTBEHHO, U3MEHUTh COAEPKUMOE KAKOU-TH0O0
s4yeiku u3 3Toro MmaccuBa Excel Bam He mact, ckaxeT: Heslb3si ”BMEHUTH YacTh MAacCH-
BA.

Excel 97 ne macramBaeT Ha TOM, YTOOBI BCTaBJICHHBIM CHEIUAIBHBIM 00pa3oM
0JI0K ObLT MacCUBOM. 3/1€Ch Ka)KJjasg CTPOKA BCTABJIEHHOTO 0JI0KAa OMUCHIBAETCS B CTPO-
ke GOopMyIT TaK:

=[Csopgka Ha 16.06.98.xIs]/luct1!B11

U TIPU KEJaHUM MOXKET OBbITh yJasieHa, IepeMelleHa ii U3MEHEHa.

(MaccuB MmOJIydyuTCSl TAaK¥Ke€, €CIM Mbl, HallpUMEpP, JKEJIaeM IEPEMHOXUTh JBa
cronbua nanablx (A u C) u pe3ynbTaT MOMECTHUTh B TPETHi, 3apaHee BbIACICHHBIN
cronber (D). B xauectBe hopmynsr Hanumem: =A1:A300*CI'C300 u Ha)XxMEeM BMECTO
Enter komOunaiuio Shift-Ctrl-Enter. Toraa Bce Tpucta yMHOXKEHUN MPOU3OUIYT pa-
30M M pe3yJibTaThl UX 3anuiytcs B Adeiiku ¢ DI no D300. BectaB motom B Jt00yI0
AYEMKy MaccuBa, Bbl YBUIUTE TaM OJHY U Ty e (HopMyiny B (UIYpHBIX; CKOOKaX.
@opMyy MEHATH MOKHO, @ OTAEIbHYIO IUYEHKY - HET.)

[To xomanne CBsA3M, caMoil HUKHEW B MeHIo I[IpaBka, MOXKHO OOHOBHUTH CBSI3H
NPUEMHUKA C UCTOYHUKOM (eciiu BBl MpH 3arpy3ke (aiina 3anpetunu ' ©x oOHOB-
JAATh, a TeNepb BAPYT HaAyMaju) I U3MEHUTH (eciau (aili-uCTOYHHUK MEepEeEMEIIEH B
IpYroe MecTo, a CBI3b HEOOXOUMO COXPaHUTh). MOXKHO TakKe 3arpy3uTh B CBOOO/I-
HO€ OKHO (hallI-UuCTOUYHUK
_ (kHomKa OTKPBITSH).
1= Macrep qyueunt warfwa? L { B menrw IlpaBka Excel
o QUrRLLC W HIMPATE AT L3 3 088 CA3 B0 e e, 97 ectp coBceM HOBasf
Eator opnin fpmame

ctpoka BeraBurh Kak ru-
nepccblIKy. Ilo 31Ol KO-

Hea
© | T i MAaHJI€ BCTAaBJISAECTCI HE ca-
|| Rara u opess
M. o TR T DT Ma paHEC CKOIHMpOBAaHHAasA
0 Ay TR

A4erika, a nyTh K Heil. Cro-

|
|

f a3 ximes UT HaM UIEJIKHYTh MBbIIIbIO

:-:;m ’ no runepccouike, u Excel
| (M et P ot 3arpy3uT HYXHBIH  (aiin
1"?“'51'“‘“““] Il (maxe wu3 Wurepuera!) u
| Bampailder KM ware IOCTaBUT HAC HA MCKOMYIO
} | SAYECHKY.

Ho ecnu mam 3axouer-
csI WU3MEHHUTHb HAJINHCH B
9TOM  sgUeiike, JIBAX bl
IIEJKHYB [0 HEH MBIIILIO UM BCTAaB TyJa OJHOKPATHBIM IIEIUYKOM M HaxaB F2, kak

MBIl TPUBBIKJIM TIOCTYyIaTh C
Puc. 11. Mactep B3suics 3a J1e710: BeIOMpaeM (QyHKIUIO APYTHMH  SUEHKaMH, TO 9TO

| Linpome & ill Oressy l_ ¢ Hlar _I War > Iﬂ-‘ﬂ“ﬂ"“hl

HaM HC yAaCTCs: THUIICPCCBIIKA
Cpasy KC MCPCHCCCT HAC HA HOBOC MCCTO.
Kak xe moMeHSTh HaAIINCh UIIN COOACPIKHUMOC ssueiiku? MoxHO:



* IEpEeUTH Ha 3Ty AYEHKY «IOJ3KOM» (CTpEJIKaMu yIpaBJIEHHS Kypcopom), a
NOTOM Ha)kaTh F2 Wiu BCTaTh MBIIMIBIO B CTPOKY HOPMYIT;

* BBECTH aJpec syeuku B okHe VM u Haxats Enter;

* BCTaTh Ha AYEHKY MpPaBOW KHOMKOW MBIIIU U BBIOPATh U3 KOHTEKCTHOI'O MEHIO
paspeuieHHble onepauuu. Hanpumep, BoiOpaB noameHnto I'mmepcceblika, a B
HeM /3MEHUTh rumepcchlIKy, Mbl CMOXKEM IMOMEHATh UMs (aiina, JHUCT H;
A4YEWKy, a HaXaB KHONKY YJIaJuTh THNEPCChLIKY, cymeeM — 4to?.. Bot

HNMCHHO.

Macrep pyHKUMiA.

necc co3nanus ¢opmyi. Ee 3amada - HCKIIOYUTH HEKOTOPbHIE TUMUYHbBIC

B Excel cymectByeT crenuaibHas MOANPOTrpaMma, yHPOIIAroas Mpo-
£

OIIMOKH, 1aBaTh MO XOAY JeJa MOJCKa3KH U KOMMEHTapUHU, BEIYUCIISATh IPOMeE-
KYTOUYHBbIE pe3yJsbTarhl. I npuMepa BcTaHeM B ss4yeiiky DI u mocuuraem B HEM KOCHU-
HYC CyMMBbI yncen no crojbuam A u C.

Haxxatuem 3TOM KHOIIKM Ha CTaHJAAPTHOM ITaHEJIM UHCTPYMEHTOB BBI3bIBAEM Mac-
Tepa ¢ynkiuid. Ha puc. 340 nmoka3aHo nepBoe auajioroBoe okHO MacTtepa. CieBa BbI-
Oupaem kKateropuo QyHKIUH, clipaBa — camy ¢pyHKuuto. Ham HyxHa kareropus

Mar. u tpuronomerpus®, uma ¢pynkiuu - COS. Tyt xe OyAeT naHa nepBas NoA-
CKa3Ka: BHU3Y OKHa, HAaJ| KHONKAaMH, MOABUTCS cooOlIeHne o ToMm, 4ro komanaa COS
«Bo3Bpamaer KocuHyC 4uCiIa» (CIOBO «BO3BpALIacT» Ha NTUYBEM SA3BIKE IPOrPaMMU-
CTOB 03HAYaeT «PACCUUTHIBAET, BBIUUCIAETY). C MOMOILBIO ATOW MOJACKA3KH, BOBMOXKHO,
yAacTcs pa3o0paThCs B TPOMO3JIKUX M HE BCET/Ia MOHATHBIX a00peBUaTypax KOMaHI.

Bribpas  COS, xmem
kHonouky Ilar >. [losBusercs
BTOPOE€ JUAJIOTOBOE OKHO Mac-
Tepa ¢yukui (puc. 341).
37ech TOXKE €CTh MOJCKAa3KH.
Kpome cmpicna QpyHKIMM Ham
NOSICHAIOT U CMBICI €€ apry-
MEHTOB. B 1aHHOM cityyae, Kak
BUJIUTE, HAIMKUCAHO, YTO B
cTpoke YUucio cineayer BBECTH
yrojll B paauaHax - uudppou
U UMEHEM STYEHKH.

ITockosnbky HaM ¢ Bamu
HY’)K€H HE€ IIPOCTO KOCHHYC, a
KOCHHYC CyMMBI, T. €. CI0KHasl

- MacTep dyHruui - war 2 ua 2
cos | Jnavenme: [ |
BosepaiiaeT KocwHYG wicA2.

Yucno (ofnsarenstni)
- 3T0 YroA B PATHAMAK, AN KOTOPOro DNPEABARETCS KOCHHYE.

ancao (£ § i |

IQﬂMﬂ || Ormena I < lilar _l dlar » l3alnu'm'rb’

Puc. 12 Jleno mactepa O0UTCS: BBOJUM apryMEHT.

(GyHKIUS, TO, HE BBOJS HUKAKUX YMCEJ, IIEJIKAaeM MO 3HA4YKY fX psAOM CO CIIOBOM
Uucno m oka3plBaeMcsl CHOBA B IIEPBOM OKHE macrepa. lemepp B Kareropuu Mart. n
Tpur. BeioupaeMm ¢pynkiuio CYMM u cHoBa xmem Ha Llar>.




OxkHoO 3TOM (pyHKIIMU OyIeT BHITIANETh HEeMHOTO nHaue (puc. 342). 3nech pas3bsic-
HiaeTcs 3HadeHue onepanuu CYMM wu nosicHsercs, 4To MOxHO BBecTu 10 30 apry-
MEHTOB. Eciau aprymeHTbl JOJDKHBI OBITh Pa3sHOIO cMbicia (Hampumep, B (YHKIUU

= Macrep qrymwuni - wsar 2 w3 2 [oawennu] LOG 510 OynyT OCHOBaHME JIOTa-

i i pudma U 9UCI0, OT KOTOPOTO MBI

¢ " cobupaemcsi  3TOT  Jiorapudm

OpaTh, a TPU OKPYIJICHUU - OK-

Hucnol (naotasmemiedd) . pyrJasgeMoe YMCIO U KOJIUYECTBO

et marnal. - ordor 1 go 3] anf yeatefon, Komofosd Cip-mapua Ca i 3HaKOB), To MacTep q)yHKHHfI

weset [ s [ B PaCCKaXXeT OTIACIIBHO PO KaXKIbIN

. werc? [ e —E= ] apryMeHT, Korja Mbl OyJieM BCTa-
wot@ ] BaTh KypCOPOM B €T0 OKOIIIKO.

i Ceituac Ham 0co00 MYJApPHUTH
| Croansa || Oramna r“ o | war» l_ﬂu HE TPUXOAUTCS, W MBI MHIIEM
(MOXHO BBIOpaTh MBIIIBIO) B Ka-
YeCcTBE IEPBOro aprymeHra A:A
(Bech crtosberr A), a B kauectBe BTOporo C:C. Excel TyT ’xe BBIUMCIUT MpO-
MEXXYTOYHBIN pe3ysibTaT M 3allMLIET €ro cipaBa BBEpXY, B okolike 3HadeHue. I[loka
YTO 3TO TOJIbKO 3HaueHue PpyHkiuu CYMM - cymma uucen nmo AByMm ctonbiam. Ho
cTOUT HaM Teneppb HaxkaTh OK, U MBI CHOBa OKa)XeMcsl B IEPBOM JIHAJIOTOBOM OKHE. B
cTpoke Yucio OyJer yke MOJTHOCThIO CPOPMUPOBAHHBIN apryMeHT ISl BHIYMCICHUS
kocuHyca CYMM(A:A;C:C), a B okomike 3HaueHHe OyAeT BBIUKMCIICH UCTUHHBIN pe-
3ynbTar. JKMeM KHONIKY 3aKOHYMTH, U B siuelike DI moirydyaem uckomoe.

Koneuyno, MoXHO OBLUIO BBECTH BCHO 3Ty (GOpMyly HW BPYYHYIO:
=COS(CYMM(A:A;C:C)) - Bce mpocTo, CTpOro mno mnpaBuiaM Marematuku. Hano
TOJHKO TOMHHTH HA TAMSITh IBECTH TPUANATHh GyHKIHN. Cylne myCTIKH.

B 97-m Excele Bce mpouCXOIUT TOYHO TAK JKE, TOIBKO TOOABJICH IECATOK HOBBIX
GyHKUMI 1 U3MEHEHbl Ha3BaHUs kaTeropuil. Hampumep, BMecto 3HamMeHuToro «Mar.
U MIPOY.», TYyT CKPOMHO HamMcaHo MaTeMaTuyecKue.

[ToHATHO, YTO MONTYyUYEHHYIO (OPMYITy HUKOT/AA HE MO3HO OTPEJAKTUPOBATH -
BCTaTh B SIY€HKY U HaxkaTb F2 (unu BcTaTh B CTPOKY (hOpMYyJT MBIIIKOK). O6masch ¢
MactepoM (QyHKIHH, B JIIOOOH MOMEHT MOXKHO:

* BEPHYThCS Ha WIar Ha3all, HaxkaB kKHonky <IIlar;

* HaxaTh kKHONKY CrpaBKa U MOJIYyYUTh OAPOOHOE pa3bsiCHEHUE;

e HaxaTh KHONKYy OTMeHa unu Esc u HauaTh Bce cHavasa.

Puc. 13. BBoguM apryMeHTbl BTOPOM (PyHKIUU.

N.B. B cnpaBoyHon cucteme Excel 5.0 (pycckasi Bepcusi) B kKayecTBe pasgenutens apry-
MEHTOB NMOYEMY-TO YNMOPHO MOKa3bIBalOT 3aNATYyI0 BMECTO TOYKM C 3ansaATOn. JTO owmnbka, yyuTu-
Te. Ha camom gene Excel He BOCnpuUHMMaET 3anaTyto Kak pasgenuTens.

[Ipu cozmanuu popmya ciaegyeT ObITh OUCHH BHUMATENbHBIM. J[€710 3TO TOH-KOE,
CHHTAaKCHC HapyllaTb KaTeropuuecku He cienyeT. CTOMT BaM BMECTO JBOE-TOYHS
[IOCTaBUTh TOUKY C 3aIATON, U JjaTa MEPECTAHET ObITh JAaTOM, a UHTEPBAJ PEBPATUT-
cs B nepeuncieHue. CTOUT HE TaM MOCTAaBUTh CKOOKY, U (pyHKIUs OKa)KeTcs Jubo
oIMOO0YHOM, 1100, YTO €elle Xy)Ke, HeBepHO nocuutaeTca. CTOUT HE TyJa aapeco-
BATHCS, U MOJIYYUM JICJICHUE HA HOJIb WJIM YMHOXKEHUE HA TEKCT.

Buab ommmoox



YrtoOHI Tyule MoHATh, YeTo X04eT oT Bac Excel, mocMoTpuTe, Kakue BHABI OLIHU-
OOK OH pacmo3HaeT.

Msi1 yxe ynomuHanu o0 omuOke feneHus Ha HoJb #/EJI/0!. O6pIYHO OHA O3Ha-
YaeT, 4To aJpec JIeJIUTEN 3a/laH HEBEPHO U Bbl a/IpECyEeTeCh K MyCTOH sueiike.

#UMA? - Excel He mOHMMAET, YTO 3a UM WJIH aJIpeC Bbl UCIOJb30BaIHN B (Pop-
myne. Yaiie Bcero Takas ommOKa BBICKAKMBAET, KOTJa Bbl 3a0bIBa€TE CMEHUTH pe-
TUCTP M BMeECTO JIaTUHCKUX OykB B aapecax siueek (Cl, D1) numere pycckue (Cl1,
H1)* (Haoo cxazamob, umo camvim 60ALUUUM HEYOOOCMBOM PYCUPUYUPOBAHHOU BepCUUl
Excel sasnaemcsa neobxooumocms nocmosHHo nepexkioyams pecucmp: 6ce QyHKyuu nu-
Wymcst no-pyccku, a aopeca siueexk nepesecmu Ha pycCcKull He YOOCYHCUTUCH, BNPOUEM,
MOJCHO He 86800UMb adpeca siieex C KIasuamypul, d 6blOelsimb MbIUKOU. UIU HA0OO0-
pom).

#3HAY! - B xauecTBe apryMeHTa BMECTO YHMCJIa WJIM AAThl CTOUT TEKCT. Y MHO-
KUTh TEKCT HA YUCJIO MPOrpaMMa HE MOKET. A Bbl MOXkeTe?

Ota xe omunOKa BO3HUKAET, KOrja 3aJaHHas BaMH (yHKIUs yMeeT paldoTarh -
TOJBKO C €IMHUYHBIM 3HAYEHUEM apryMeHTa, a Bbl MPOCUTE €€ nmopadoTaTh C HH-
TepBajJoM WM clHCKOM siueek. Hampumep, eciu BmMecto =COS(6yMM(A:A)) BHI 10-
nbiTaeTech Hanmucatbh =COS(A:A), TO MOTYYUTE UMEHHO TaKyl0 OIIHUOKY.



