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Adenkn n nx cogepxmmoe

Adenkun - OCHOBHbIE
cTpouTenbHble 6rfI0KM nucTa.
Ayvenkn MOTyT NMMETb
pa3HoODOpa3Hoe CcoAdepXuUmMoe,
Hanpumep, TEKCT, opmMynbl
nnu doyHKLMMN. UTOoObI
pabotaTb C s4enkamu, Bam
HY>XHO 3HaTb KaK UX BblOensTh,

BBOANTb coAep>KUMOE,
yoanatb  AYenkn U UX
coaepxumoe.

Kagbl NpAMOYrofibHUK Ha
NUCTE Ha3bIBAEeTCA HAYENKOW.
Adenka — 3TO NpeceyvyeHue
CTPOKU 1 cTON6LA.




AQpec A4enKkn

Y KaXgou a4enkn ectb UMSA Unn agpec
SIYENKN, KOTOPbIN 0bpasyeTcs Ha
Saska Pamena i OCHOBE MMEH CTOoNOLA N CTPOKY,

.11 - A MpecevyeHneMm KOTopbix obpasoBaHa

. | siyeurka. Agpec BbIbpaHHOM A4ENKU
, noka3bIiBaeTca B rnone Mma. 3aechb Bbl
T MOXETe YBUAETb, YTO BbIDpaHa a4emnka
% | 5
—— TakkKe Bbl MOXeTe OJHOBPEMEHHO

BblOENNUTb HECKOSBbKO A4eek. [pynna
4YeeK Ha3bIBaeTCHa Anana3oHOM AYEeK.
Ecnu Bbl cchinaetech He Ha ogHY
e 1 A4YeuKy, a Ha gmanasoH, TO
NCMoSib3yuTe 3anmcb N3 aapecos
NnepBOU N NOCeOHEN AYEEK,
pasfeneHHbIX ABoeTounem. Hanpumep,
Anana3soH s4eeK, BKINHYatoLWny S4ENKN
Al, A2, A3, A4 n A5 byaeT 3anmcaH
Kak Al1:A5.
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BblioeneHue g4yeex

UTOoObI BbIDpaTh AYENKY:

o KnukHuTe no a4yemnke, Yytodbl BbiaeNuUTb ee. Koraa
slYernKa BblgerneHa, Bbl 3aMeETUTE, YTO rpaHunLIbl AHENKU
oTODpaXatoTcsl XKUPHbIM, a CToNbeL, 1 CTPOKA,
obOpasyloLlne A4enky, BblaeneHsbl.

« OTNyCcTUTE KHOMKY MbILWIN. AYenKa OCTaHETCH
BblOENeHHOW 0 TeX Nnop, NoKa Bbl He KNMUKHUTE MbILLbIO
No Opyron a4eunke Ha nucrTe.

* Bbl Takke MOXeTe nepemMellaTtbca Mexay a4emkamm u
BblOENATb UX C MOMOLLbIO KNaBuLL CO CTPeNnKamMmun Ha
Knasuartype. |
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BblaeneHue g4yeek

UT0ObI BEIOPATh HECKOSBKO SIYEEK:

e 3aXXMUTE NEBYIO KHOMKY MbILLN U HE OTMYyCKas
ee, TalmTe Kypcop, Noka He BbIAEeNATCS
HY>XXHble A4YenKn.

« OTNyCTUTE KHOMKY MbILLN. AYENKnN oCTaHyTCS
BblAeNeHHbIMU, NOKa Bbl HE KITUKHUTE NOo
Opyrov a4enke Ha nuc




Coaepxumoe A4enkn

Kaxxpgasi auenka MOXeET coaepXaTb CBOWM CODCTBEHHbLIN TEKCT,
doopmaTtupoBaHue, KOMMEHTaPUKN, POPMYnbl NN PYHKL NN,

« TekcT. Ayenkn moryT cogepxatb OyKkBbI, LMAPbI U AATbI.

« ATpunbyTbl popmMmaTnpoBaHugd. A4enKn MoryT cogepxaTb
aTpndyTbl hopmMaTUpPOBaAHUA, KOTOPbIE MEHAIOT CrIOCOD
oTobpaxeHusa byks, umdp n gat. Hanpmumep, gatsl moryT
6bITb oT(hopmaTnpoBaHsl kak MM/O0/TTTT nnu
Mecau/O/TTTT.

« KoMmeHTapuu. A4enkn MoryT cogepatb KOMMeHTapuum ot
HECKOINbKUX PEeLeH3EeHTOB.

* ®opmynbl U PYHKLNK. AYENKM MOTYT coaepkaTb (OOpMyIbl 1
bYHKLMN, KOTOPbIE BLIYUCIIAIOT 3HAYeHMs a4elkn. Hanpumep,
CYMM (aueinka 1, suenka 2...) — 3To dopmyna, kotopas
CYMMMPYET 3HAYEHUA HECKOSTbKNX AYEeeK.




Coaepxumoe A4enku
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Ouucrute cogepxumoe (Del)

OYuMCTKE TONBKO COAEPXMMOT0 BhIgENEeHHBIX
A4yeex.

QOpPMATUPOBaHME U MPUMEYEHMA HE
YA3NA0TCA,

UT0oObI BBECTN COOAEPXKNMOE:
o KnukHUTE NO A4enke, YTOObI BbIAENUTL ee.

« BBeauTe cogepxmmoe B BblIbpaHHyto
SYENKY C NOMOLLbIO KrnasuaTtypbl. OHO
NOSIBUTCS B A4enKe U CTpoke popmyr. Bl
TakXe MOXeTe BHOCUTb U peakTupoBaTb
coaEepPXXUMOe B CTpOKe dhopmyin.

UTOoObI yoanutb COAEPKNMOE SAYENKN:
* Bblgenunte HyXHYI0 S4YenKy.

« KnukHute no komaHge O4YncTUTb Ha
neHre. [MoaABUTCA ANaANOroBoe OKHO.

*  Bblibepute OuUncTutb cogepKxumoe.

* Bbl Takke MOXeTe NCNosib30BaTh KraBuLLy
Backspace, 4TOObI yoanuTb coaepxmumoe
N3 OOQHOW A4YenKn Unu knasuwly Delete ons
yOarieHna coaepXXumMoro U3 HeCKomnbKMx
AYeeK.



CKkonnpoBaTtb 1 BCTaBUTb
. cogepXXnumoe a4yeek

an Bcraeka

SN T : YT100bI CKONMMpPOBAaTL U BCTaABUTL
Bcravsn‘rb ‘[;' X £ 4 ~ i CO,D,Gp)KMMoe ﬂqeeK:

o 5 wpus * Bblgenute a4enku, Kotopble
L B - XOTUTE CKONUpoBaTb.

m—— - KnukHUTE No KoMaHae
KonupoBaTtb. [paHuua
BblOENEeHHbIX g4eek NpUMeT

apyrov sua.
= 4 Bbloenurte ayeunky nnm s4eunku, B

[0 [ e KOTOpPble XOTUTE BCTaBUTb
i coAepKnmoe.
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Bbipe3aTb U BCTaBUTb COOEPXKNMOE
AYEeUNKU

UToObI Bblpe3aTb U BCTaBUTb COOAEPXUMOE
AYeeK:

* BoioenuTte a4eunkun, KOTopble XOTUTE Bbipe3aTh.

* KnukHute no komaHge BbipesaTtb. [ paHuua
BblAEeNeHHbIX A4YeeK NPpUMET apyrov BuA.

* BoigenuTte a4eunkun, B KOTOPblE Bbl XOTUTE
BCTaBUTb COOEPXMMOE.

 KnnukHnte no komaHae BetaBuTh.
Bbipe3aHHOe cogepxnumoe oyaeT yaaneHo n3
q4YyeeK — UICTOYHUKOB U BCTaBEHO B
BblaeNeHHbIe AYEUNKN.



[lepemelleHne ayeek

UTOObI NEPEMECTUTL AYENKN:
* Bbloenute a4enkn, KOTopble XOTUTE NEPEMECTUTD.

* [lomecTnTe Kypcop MbILLX Ha OOHY U3 BHELLHUX
rpaHunL BblaeneHHbIX syeek. Kypcop n3 6enoro
KpecTta CTaHeT YepHbIM KpeCTOM C 4 CTpernkamMu.
HaXXmMunTte neByto KHOMKY MbILLN U TalLUTE S4ENKN B
HOBOE MEecCTO.

e OTNYCTUTE KHOMKY MbILUU U SYENKM NenpeMecTaTCS.

AYenKa o
- AYenkKa
s AYerKa
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UToObLI MCcrnonb3oBaTb Mapkep
3anonHeHns angd 3anofiHeHUa a4eek:

* Bbligenute auenky nnum s4eukn,
COLEPKNMOE KOTOPbIX Bbl XOTUTE
Mcnonb3oBaTb. Bbl MOXeTe 3anonHATb
AYEUKN COOEPKNMbIM, KaK Mo
BepTuKanu, Tak U No ropusoHTanu.

« HaBegute Kypcop MbILIX HA MapKep
3anonHeHus Tak, YTodbl Kypcop 13
6enoro KpecTta cran YepHbIM KPECTOM

* Haxmunte neByro KHOMKY MbILLN U
TawmTe MapKkep 3anosfIHEHUS MOKa BCe
SAYENKN, KOTOPbIE Bbl XOTUTE
3anoNHNTb HE OKaXyTCs
BblAENeHHbIMM.

« OTNyCTUTE KHOMKY MbILLW, BaLUW
A4enkn byayT 3anorHEeHbI.



PaboTa co cTpokamu, cTonouamm u
gYyenKkamm

Mo ymonuaHuio, Kaxkaasi CTpoka 1 Kaxabli
cTtondew, HOBOW KHUMM MMEKOT OANHAKOBYHO
BbICOTY U LUMPUHY. Excel NO3BONSAET BaM U3MEHSTb
LLUIMPUHY CTONBLOB M BbICOTY CTPOK Pa3HbIMU
crnocodbamu.

UT00Obl N3MEHNTb WMPUHY cToNbua:
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Bcrasutb X

Bydep o6meHa

Al | Wupuraa: 24,00

YcTaHoBUTE KypCcOp Ha NuHUto ctonbua B
3aronoske cTonbdua Tak, YTobbl Kypcop 13
B6enoro KpecTta cTtan ABOMHON CTPESIKOW.

Haxmnte neByto KHOMKY MbILUN N TAHUTE
cTton6eL BnpaBo, YTOObI yBENUYUTbL €r0
LUMPUHY, N BNEBO, YTOObI €€ YMEHbLUUTB.

OTtnyctute KHonky Mmbliwu. LLinpmnHa ctonbua
Ha NucTe byaeT uaMeHeHa.

Ecnn otobpaxkatoTcs 3Haku (#it##iH) B
slYenKe, 9To 03Ha4aeT YTo cTonbel He
OOCTaTOYHO LUMPOK, YTOObI OTOOPAa3nTb
cogepxumoe a4enku. [NpocTo ysenuysre
LLUNPUHY cTonoGua, YTOObI

0TOOpPAa3nUTb COAEPKNMOE SHENKM.



PaboTa co cTpokamu, cTonouamm u

a4enKkamm
UTOObI yCTAHOBUTb TOYHOE
3Ha4YeHne LWNpUHbLI cTonbua:
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LWnpuHa cTonbua: I

[ OK ][ OTmeHa ]

Bbigenute ctonbubl, KOTOpbIE
HY>KHO NU3MEHMUTb.

KnnkHnte no komaHae Popmar
Ha BKNagke NmaBHasd. [logaButcs
BbiNagatoLliee MeHIo.

Bbibepute LnpuHa ctonoébua.

OTKpoeTca AnarnoroBoe OKHO
LLUMPUHa cTonbua. Beeaure
HY>XHYHO LLUMPUHY.

Haxmunte OK. LLinpmnHa kaxgoro

BblAerneHHoro ctonbua Ha nucTe
N3MEHUTCS.
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1 HKwnpunn 265-50-18
2 AnexcaHap 265-88-69
3 MNetp 265-51-10
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1 Kupunn 265-50-18
2 AnekcaHap 265-88-69
3 Metp 265-51-10
4 Mwuxaun 265-66-49
5],
6 Mapwuma 265-80-90
7 Moamuna "265-05-56
8 KceHuAa 265-32-20
9 Haranba "265-04-98
10

BcTtaBka CTPOK 1 CTONOLOB

UTOOLI BCTAaBUTb CTPOKN:

BbloenuTe CTpoOKy, Haj KOTOPOM Bbl
XOTUTE BCTaBUTb HOBY!IO.

KnukHute no komaHae BetaBuUTb Ha
BKnaake NnaBHas.

Ha nucte nosaBuTCcs HoBas CTpoKa.

YT00bI BCTABUTb CTOMNOLbI:

Bbigenute ctonbeu cnpasa oT
KOTOPOro Bbl XOTUTE BCTaBUTb
HOBbIW. Hanpumep, 4TOObI BCTaBUTL
cTonbeu mexay ctonbuammn A u B,
BblaenuTe ctonded B.

KnunkHuTe no komaHge BetaBuUTb Ha
BKnaake NnmaBHas.
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BoipasHuBaHue Yuano
MepeHoc Tekcra
2 /| OToBpaxeHWe BCEro COAEPXKMMOro AYeHKN Ha
1 Microsoft E: HECKONBKNX CTPOKaX,
"
Microsoft
1 Excel
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[lepeHocC TekcTa
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PeueH3InpoBaHue

Knural - Microsoft Excel
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|Knpwunn 265-50-18 |Jyn. Cosetckan, 25|ksapTupa 110
|AneKkcaHap 265-88-69 |yn. Mennopatopas, 156 keapTupa 50
|Metp 265-51-10 |yn. Job6pontoboBz, 12 kKeapTupa 12
|Munxawnn 265-66-49 |yn. Opy#6bl, 39 K3apTvpa 62
|Mapwua 265-80-90 |yAn. JleHuHa, 22 KeppTupa 107
Nrogmuna '265-05-56 yA. leHnHa, 72 KeppTrpa 33
KceHuA 265-32-20 Iva. beperosas. 8SlksBanTMpa 5
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@ Ana nony4eHusa AONONHUTENbHBIX (BEACHMﬁ HaXmuTe knasmwy F1.

Ecnu suenka cogepxmut donbLue
TEeKCTa, YeEM MOXET ObITb
oTOBpaXeHo, Bbl MOXXETE BblIOpaTb
onuwuto [NepeHoc TeKkcTa B A4enke nunm
00beaNHUTb AYENKY C NYCTbIMU
cocegHumu. [epeHoc

TEKCTa 3acTaBnsieET TEKCT
oTobpaxatbCcH B f4ENKE B HECKOMNbKO
cTpok. O6beaAnHUTL

AYENKN COeaNHAET cocegHne SYENKN
B OHY.

UTo0ObLI ycTaHOBUTL [lepeHocC TekcTa:
* Bblgenute HyXXHble A4enku.

* Bbibepute komaHay MNepeHoc
TeKcTa Ha Bknagke NmaBHas.

e TeKCT B BbIDpaHHbLIX S4enKax
bynet oTobpaxaTbCH B HECKOSbKO
CTPOK.



ObbeanHeHue ayeek
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COTPYAHWMKM KOMNaHWUK

3 Kvpunn

265-50-18 25 kBaptvpa 110

- YT0ObI 0OBEONHUTBL AYENKN C

NMOMOLLBbIO KOMaHbl
«O0begNHNTb U MOMECTUTL B
LEHTPEN»:

 Bblaenute obbeanHaemble
a4yeunKkun.

Bbibepute komaHay

"t O6begUHUTb U MOMECTUTL B

LeHTpe Ha Bknaake NnaBHas.

* BbloerneHHble a4enkm oyayT
o0beNHEHBI, @ TEKCT NOMELLEH
B LIEHTpE.

* Ecnu Bbl nepegymanu
00beNHATb A4YENKU, MPOCTO
ele pa3s KINUKHUTE rno KomaHae
O0beaAuHNTb U NOMEeCTUTbL B

FEAS LI



dopmaTtmpoBaHue TeEKCTa

MHorme komaHabl ONs dopmMaTUpoBaHUS
TeKcTa MOXHO Hautu B rpynnax LWpudr,
BbipaBHMBaHue, HYnucno, Kotopble HaxXoOAaTCH
Ha  JeHTe. KomaHabl roynnel WpudT
NO3BOSISAOT BaM MEHATb CTUMb, pa3Mep U UBET
TekcTta. Bbl Takke MoOXeTe ucnonb3oBaTb KX
anst nobaBneHnst rpaHnl, U 3anosIHEHUSA siYeek
usetoMm. KomaHabl rpynnbl BblpaBHUBaHue
NO3BONAKT 3adaTb OTOOpa)eHne TeKcTa B
d4eMKe KakKk No BepTuKanu, Tak U 1o
rOPU30OHTanMwu. KomaHabl
rpynnbl YMcno no3BonarwT MeHATb cnocob



dopmaTtmpoBaHue TeEKCTa

YUTOObI N3MEHUTL LLPUDT:

Bbioennte HyXHble S4YenKku.

KNMKHUTE No CTperke BbiNnagaroLlero MeHo KomaHab! LWpUGT
Ha BKkNagke [ maBHasg. [loaBuTca BbinagaroLlee MeHHo.

HaBoauTe Kypcop MbilK Ha pa3sHble WpuThl. B
BblEeNeHHbIX s4erkax oyaet I/IHTepaKTI/IBHO MEHATbLCSA
LUPUT TEKCTA. LRI

Bbibepute HYXXHbIW LLPUAIT. I

TnasHas Bcraeka PasmeTka cTpaHuubl dopmynkl A
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dopmaTtmpoBaHue TeEKCTa

YTOoObI U3MEHUTL pa3Mep wpudgrTa:

Bbloenute HyXXHble S4euKn.

KnnkHUTE no cTpernke BbinagatoLwero MeHto KomaHAbl pasmep
lpudpTa Ha BkNnagke [naBHag. [loaBuTca Bbinagatollee MeHH0.

HaBoguTte Kypcop Mbiln Ha pasHble pasmepbl WpudgTa. B
BblESIEHHbIX SS4enKax byaeT MHTEPaKTUBHO MEHATLCA Ppa3sMepPOM
lwpudra.

BbibepuTe HYXXHbIW pa3mep wpudrTa.
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dopmaTnpoBaHue Yyncen u aar

OpHa 13 camMblX NonesHbIX PYHKUKUN Excel — 3TO BO3MOXHOCTb
dopmaTupoBaTh Yncna u aatbl pasHbiMu criocodbamu. Hanpumep, Bam MoOXeT
noHagobuTbca oTobpa3nTb YMcna ¢ AeCATUYHbIM pa3genutenem, CUMBOSIOM
BanoTbl UNU NpoOLEHTa U T.A4.

UToObI 3apaaTb popmar umcen v gar:
* Bblgenute HyXHble S4enkn.,

* KnunkHuTe Ha cTpenke BbinagaroLero MeHo pagomM ¢ KomaHaoun
Yucnosou cpopmart Ha Bknagke NnmaBHas.

* Bbibepute HyXHbI popmaT. [Ins HEKOTOPLIX PpopMaToB, Bbl 3aTEM
MO>XETe UCMOSIb30BaTb KOMaHAbl YBENMUUYNTL PaspsanaHOCTb
M YMEHbLWUTb Pa3psAAHOCTb (HaxoasaTCs HUxke), YTOObl USMEHUTb

KOJrin4ecTBO 0To6pa>|<aeM bIX 3HAKOB I'IOf‘mral“_ T Vicrosoft Exce EEG——

PeyeHsnposaHue Bua ABEYY FineReader 11
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Yucno ’ Crunn Adenkn

Yucnoson opmar

Bri6op ¢ opmMarta 0TOBPaKeHWA 3HAYEHWIA B A4ENKE: B NPOLEHTaX,
KaK ASHEXHOMN eaMHULBI, K3K 43Tkl AW BPEMEHWU W T, 4.

@ [na nonyyeHna AONONHUTENbHBIX CBEASHNI HAXXMWUTE Knasuwy F1.




CboplvlaTbl A4eek
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mmmm  KpaTkuit popmart gatbi
- QopmMaTMpoOBaHue
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=1 ©opMaTMpPOBaHMe

PurHaHCOBbIU hOpMaTUPYET YMcna BRYLG

D0BaTh KaK Tabauuy v

El

ERl

O6wun — 310 hopmart nodom s4enkn nNo
ymonyanuto. Korga Bbl BBOOUTE B A4YENKY
4yuncno, Excel npeanoXxuTt Hanbonee
NoaXOASLLMI MO ero MHEHUIO doopmaTt ymcna.
Hanpumep, ecnu Bbl BBEAETE «1-5", TO B s4enke
oTobpa3ntcsa Yncno B gpopmate KpaTkum
dopmart gathbl, «1/5/2010".

Yucnosowu doopmatupyet Ymcna B Bug c
OeCcATUYHbIMK pa3psigamn. Hanpumep, ecnm Bbl
BBeETE B A4YEUKY «4», TO B IMENKE
oTobpasnTca Yncrno «4.00».

[leHeXxXHbI hopmaTnpyeT ymcrna B Bug C
oToOpaxeHMeM cMMBONa BantoThl. Hanpmmep,

€eCInu Bbl BBE eT BFl‘-Iel/IK «4», TO B g4enkKe
(g;;oplvlaTOM HO

OOMNOSTHUTENBHO BblpaBHUBAET CUMBOIbI BantoT U ,EI,eCFITI/I‘-IHbIe paspsaabl B
ctonbuax. AToT dopmaT cAenaeT nerye YTeHne AnnHHbIX GUHAHCOBbLIX CMNCKOB.

Kpatkumn dbopmat gatbl bopmatmpyet umcna s sug M/4/ITTT. Hanpumep,
3anuncb ABrycT 8, 2010 OyneT npeacrasneHa Kak «8/8/2010".

AnuHHbIN dopmaT aatbl popmatupyet yncna B Bug eHo Hegenun, Mecsauy [,
[TTT. Hanpumep, «I'loHeaenbHuk, Asryct 01, 2010".
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Apyrue 4Yncaioseie GopmMaTel...

dopmaTbl A4eek

Bpemsa doopmatunpyet ymucna B sug Y4/ MM/CC u
nognucb AM nnn PM. Hanpumep, «10:25:00 AM».

MpoueHTHbIN hopmMaTUpPyET Yncna B BUA C
OECATUYHbLIMU paspsgamMm 1 3HaKOM MPOLIEHTA.
Hanpumep, ecnn Bbl BBEAETE B A4eNKY «0.75», TO B
Hen oTobpasnTcs «75.00%».

OpobHbIN dopmaTupyeT ymucna B Bua apoben ¢
Kocomn yepTton. Hanpumep, ecnu BBegeTe B A4ENKY
«1/4", TO B A4enke otobpasntca «1/4". Ecnu Bbl
BBeAeTe B ss4enky ¢ bopmaTtom OBLwmnm «1/4", To B
siyernke otobpasuntca «4-Jan»,

AKCNOHeHUManbHbIW dopMaTUPYET YMca B 3KCNOHEHUManbHyo 3anuck. Hanpumep, ecnu
BBeAETE B S4ENKY «140000», TO B A4enKe oTobpasnTtcs «1.40E+05".3aMeTuM: N0 yMOSHaHUIo
Excel OygeT ncnosnb3oBaTtbh 9KCMOHEHUWaNbHbIM doopMaT Ansa S4EnKn, eCrnn B Hee 3annucaHo
oveHb bonbLuoe uenoe Yncno. Ecnun Bel He XoTUTe Takoro doopmarta, To UCNonb3ynTe YnMcrnosou
doopmar.
TeKkCTOBbIN (hOpMaTMPYET YNCSIa KaK TEKCT, TO €CTb B i4ENKe Bce DyaeT oTobpaXXeHO UMEHHO
TaK, KaK Bbl 3TO BBeSN. Excel N0 yMOMYaHUIO NCNOMb3YeT 3TOT popMart Ana a4eek, coaepxalimx
yucra n TeKCT.
Bkl C IErKOCTLI0 MOXKETE HACTPOUTL Ntobon cbopmaT ¢ NOMOLLbIO NyHKTa [pyrne Yyncnosble
dopmatbl. Hanpumep, Bbl MOXeTe N3aMeHUTb 3Hak gonnapa CLUA Ha cumBon apyron BantoThl,
yKasaTb OToOpaXeHue 3anaTbiX B YACNAX, UBMEHUTb KONMYECTBO OTODpaXaeMblX AECATUYHbLIX

YN OO Y Y\CIIRIzamD 14AAT" M
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[1pocTble opMmyrnbl

dopmyrna — 3To paBeHCTBO, KOTOpPOe BbINOJIHSIET BbluucrieHns. Kak
KanbKynaTop, Excel MOXET BbIMMCIATL OPMYNbI, coaepKallne
CINOXeHne, BblYMTaHNE, YMHOXEHNE U EeNEHNE.

 OgHOM N3 caMbIX NOsie3HbIX 0COOEeHHOCTEN Excel ABnaeTcs
BO3MOXXHOCTb NPON3BOAUTb BbIMUCIIEHUA C UCMOSIb30BAaHMEM aapeca
SYenKn Ons npeacTtaBneHns 3HavYeHns B Hen. Takom crnocob
Ha3blBaE€TCA MCMNOSIb30BaHMEM CCbINTOK Ha g4eunkun. [ns
MaKCUMarnbHOro NCnosib30BaHUA BO3MOXXHOCTEN Excel BaXKHO
NOHMMATb, Kak co3gaBaTb NMPOCThbie POPMYIbl U MICNOSMb30BaTh
CCbIJTKN Ha A4ENKMN.

Co3faHune NpoCTbIX PopMYIT

e Excel ncnosnb3yeT cTaHOapTHble onepaTopbl A9 ypaBHEHUN, Takue
KakK 3HaK Nric ansa cnoXXeHusa (+), 3Hak MMHYC N4 BblYUTaHUA
(-), 3Be3g04Ka Ang yMHOXeHUd (*), a Kocaqa YepTta ana geneHus (/),
N 3HaK BCTaBKU () AnNs Bo3BeaeHus B cTeneHb. Knwo4veBbiM
MOMEHTOM, KOTOPbIW crneayeT NOMHUTbL Npu co3gaHum popmyn B
Excel, ABNseTcA TO, YTO BCe POPMYIIbl OSTKHbI HAYMHATBLCA CO 3HaKa
paBeHCcTBa (=). Tak nponcxoauT NOTOMY, YTO SYEenKa COAEPKNT UM
paBHa popmMyne 1 ee 3Ha4YEHUIO.




[1pocTble opMmyrnbl

UTobObI co3aaTth NpocTyto hopmyny B Excel:

 Bblgenurte ayenky, rae OOMKHO
NOABUTLCS 3Ha4YeHne doopmynbl (B4,
Hanpumep).

 BBeauTte 3HaK paBHO (=).
« Begute doopmyny, KOTOPYH OOSMKEH
BblUMCNNTb Excel. Hanpumep, «120.900".

« Haxmute Enter. Popmyna éyaet
BblUMCIIEHA N pe3yrnbTaT 0TOOpasnTcs B
a4elke.

PesynsraT popMmyrbl MOXET He
NOMECTUTBLCA B A4ENKE, U BMECTO
3Ha4YeHns MOryT oTobpaXkaTbCA 3HaAKU
(HitHHHH). OTO 03HaYaeT, YTo cToNnbeL
HeOOCTaTOYHO LUMPOK AN OTObpaXeHus
cogepxnmoro a4enku. lNpocrto yeenunysrte
LUMPUHY cToNOua, YTODbI

0TOOpPAa3nNTb COAEPKNUMOE AYENKMN.

CYMM v

X v Je | =120%900

2

W w

A

ApeHpa naowanu

B &

0O6wana naowanb, m2

120

CToMmocTb M2

900,00p.

MTorosasa CTOMMOCTb | =120*900|

B4 v

Jfe | =120%900

A

1 ApeHpa nnouj,ap,u

2 06wana nnowanb, M2

3 CroMmocTb m2

900§00p.

4 |MTorosasa CTOMMOCTb

108 OO0,00p.u
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Co3gaHne doopmyn co CChifikaMu Ha

AYenKun

Koraa coopmyna cogepxuT aapec si4enku, ero
Ha3blBalOT CCbISIKOMN Ha AYENKY. Cosp,ane copmyn co
CCbIJTKaMW Ha AYENKN ABIIAETCH O4EeHb MNOJSIE3HOM
LUTYKON. OTO AaET BaM BO3MOXXHOCTb UBMEHUTb JaHHbIE
Ha NnucTe 6e3 HeobxoaAMMOCTU NEPENUCHLIBATb 3HAYEHUS
B popmynax.

YTobbl co3gatb PopMyny CO CChINIKaMn Ha AYENKN:

BelaenuTte siveinky, rae OOMKHO NOSIBUTLCS 3HAYEHNE
doopmynbl (B3, Hanpumep).
BeeauTte 3Hak paBHO (=).

BeBeaonte agpec a4emnku, Kotopas Coaep>XnT nepsoe
YMUCIO ypaBHEHUA (B1, Hanpumep).

Beeoute HyXHbI onepartop. Hanpumep, 3HaK nsoc
(+).

BeBeaonte agpec a4enkun, Kotopas CoaepXXnT BTopoe
4YMCNO yYpaBHEHUs (B MOen Tabnuue 3To B2).

HaxxmuTe Enter. Popmyna 6yaeT BbluMcrieHa
pesynkraT 0TOOpa3nTCs B A4ENKe.

Ecnu Bbl uUaMeHuTe 3HadeHune B g4yemnke B1 nnu B2,
nTor byaet aBToMaTU4YeCcKn nepecyHnTaH.

B3 v

s (W [N =

Joxon B AHBape

| Joxog s pespane

|UTOroBbIi 4OX04,

CYMM

A g

Jdoxopg s AHBape 9 OO0,00b.

TOroBbiM

[oxopq

:
2 [oxop s ¢pespane 2 000,00p.
3
A

CYMM v XV i
A —
1 [Ooxopa e AHBape 9 000,
2 [oxop s dpespane 12 000,09p
3 |MTorosbiii goxon =Bl+BZI
4

B3

v Jf | =B1+B2

A
Joxopg B AHBape

pe— ¢
00,00p.

Odoxog 8 pespane

000,00p.

|UTorosbiit goxog

21 000,00p.]




Co3gaHne doopmyn co CChifikaMu Ha

ﬂL’IeM KM B3 - X v ﬁ‘, ____|
Bonee nerknin n 6bICcTpbIn cnocod T e
co3gaHunsa qopmyn «HaBeau U KIMUKHNy - e L2
* Bblgenunte a4yeuky, rae OOMKHO -

NOABUTLCHA 3Ha4YeHue (B3, Hanpumep).

CYMM \d X v | =Bl
- BBeauTe 3HaK paBHO (=). A [
- 1 BcanpubbinbBroa %9999@99‘3
 KnukHuTe no nepsow > [Mecnues T
A4YenKe, KOTOPYH HY>XXHO BKIHOYUTL B el
doopmyny (B1, Hanpumep). o — T
« BBegute HyXHbIN onepartop. = A 8 | 4
Hanpumep, 3Hak aenexHus (*). L Sonmpuumercn fso0mnoned

* KnukHMTE Nno cneaylowen A4YenKe B 2 nexumsnecy  |-51/6:

cdopmyrie (B2, Hanpumep). :

« Haxmute Enter. Popmyna oyger e ";’f' =81f”
BbILI MC.neHa I/I pe3y.r|bTaT 1 BcanpubbinbBrog P,Q@LQQ.E;
oToOpasnTca B AYeENKe. e L1

pubbinb B Mecay, =B1/B2 1

4
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Co3aaHne oopmMyrs CO CChifikaMy Ha
AYEUNKU

UTOObI UI3MEHUTL hbopmyny:

KnnkHnTe No siyemnke, KOTOPYH HY>KHO U3MEHUTB.

[TomecTnTE KypCcop MbILLUKX B CTPOKY popMYyn KU OTpeaakTupymnTe
doopmyny. Takke Bbl MOXETE NpocMaTpuBaTh U peaakTMpoBaTh
doopmyny NpaAmMo B g4enke, ABaxabl WESKHYB Mo HEU MbILUbIO.

Korga 3akoH4nTe, HaXXMnTe Enter Ha KnaBnaTtype Unu HaxXmMmTe Ha
KomaHay Beopg B cTpoke popmyrn .

Ecnun Bbl nepegymaete, ncnonb3ynte komaHgy OTmeHa B CTpoke
dopmyn, 4TObbI N36EXaTb BHECEHUS UBMEHEHNIN B hopMyIy.

CYMM - X v f | =B1/B2

A R Bl b

1 BcAanpubbiibBroa ESBO 000,00p.]
2 Mecaues 12
3 |Mpubbinb B Mecay |=81/82| l

5
5
7 l
8
9 PenaktupoBaTtb hopMyny MOXHO B
6 CTpoKe hopMyNn UK NMPAMO B AYelKe




MaTtemaTn4yeckme onepartopbl

OnepaTopbl CpaBHEHUA

* Onepartopbl CpaBHEHUA NCNOMb3YIOTCA AN CpaBHEHUS OABYX
3HadyeHnn. Pe3ynstaTtomMm cpaBHEHUSA ABMSAETCA NOrM4Yeckoe
3HadeHue: nnoo NCTUHA, nndo JIOXKb.

OnepaTtop 3HaueHue lNpumep
= (3HaK paBeHcTBa) PaBHO (A1=B1) >= (3Hak bonblue u paBHo) Bonblue unm pasHo (A1>=B1)
> (3Hak bonblue) Bonblue (A1>B1) <= (3Hak MeHblue u paBHo) MeHblue wnm pasHo (A1<=B1)
< (3HaK MeHblue) MeHbLue (A1<B1) <> (3HaK MeHblue u Bonblwe) He pasHo (A1<>B1)

TekcTOBbLIV onepaTop KOHKaTeHauuu

« TeKkCTOBbIV onepartop amnepcaHy (&) ncnonbayercd Ans
00beaNHEHUS HECKOSTbKNX TEKCTOBbIX 3HAYEHUN.

Onepatop 3HaueHue lMpumep

& (amnepcann) ObbveaunHerue nocnenoBaTeNbHOCTEN 3HAKOB B 0AHY nocnefoBaTensHocTh "®amMmunua"&"'Mma"&"OTuectso”

Onepatop 3HaueHue lMpumep
° c : (nBoeTouMe) CTaBuTCa MeXay CCbINKaMu Ha NepBYIO U NOCNEAHIO FYeHKkM AnanasoHa B5:B15
F (Touka ¢ 3anaToi) OnepaTop obbeauHeHUa B5:B15;D5:D15

(npoben) OnepaTop repeceyeHs MHOXECTB, CNYXUT ANA CCbiNkK Ha oblume gyeski aByx avanasoHos B7:D7 C6:C8



Co3aaHue cpopmyn c
ncnonb3oBaHUEM MacTepa

» OyHKUMS - cTaHAEPDVHKROAW Na, KoTOpas
obecneuvmBaeT BbIl1OTHEHWE ONpeaeneHHbIX
OEeVUCTBUN HaQ 3Ha4YeHUAMN, BbICTyNnawLwnumm B
KayecTBe apryMmeHToB. OyHKLNM NO3BONAIOT
YNPOCTUTb OPMYIibl, OCOOEHHO ECINUN OHU
ONUHHBIE UMK CNOXHbIE. DYHKLUM NCMOMb3YIOT HE
TONBLKO ANA HENOCPEOACTBEHHbLIX BbIYUCIIEHNN, HO
TakxXe n gns npeobpasoBaHms Ynces, Hanpumep
ONs OKpYyrneHud, anga noncka sHadeHuu,
CpaBHEHUA U T. 4.

« [1na coszgaHnsa gopmyn ¢ YHKUUAMU ODbIYHO
menonb3yloT rpylgse . <
BKNnagkm ®opm ‘ "




MacTep dbyHKUUN

BbioenuTte syeliky, B KOTOpPYto TpebyeTcs BBECTU hopMyny.

LLlenkHMUTe no KHOMKe HY>XHON KaTeropmn qoyHKLUN B
rpynne bubnuoteka pyHKLNN 1 BbIDEPUTE HYXKHYIO
doyHKLMIO.

B okHe AprymMeHTbl PYHKLMMN B COOTBETCTBYIOLLIEM MOSie
(nonsax) BBeanTe apaymeHmsl oyHKyuU. CCbinku

Ha sYeUKU MOXXHO BBOAUTb C KriaBuaTtypbl, HO yaobHee
NoNb30BaTLCA BblAeNeHNEM A4eek MbiLbH. [1519 3Toro
NoCTaBbTe KypCOop B COOTBETCTBYIOLLEE NOSIE N HA NNCTE
BblOENNTE HEODXOOAUMYIO SYelKy N duara3oH S4Yeex.

[nsa ynobcTea BbliaeneHust s4eek OKHO AprymMeHTbl
oyHKLMM MOXXHO COABUHYTb UIN CBEPHYTb. TEKCT, Yncna

N Jlo2u4ecKue 8blpa)keHuUsi B Ka4eCTBE apryMeHToB OBbI4YHO
BBOAOAT C KnaBuaTypbl. B KayecTBe noAckasku B OKHe
oTobpaxkaeTcsa Ha3HavyeHne PyHKUNK, a B HUXKHEW YaCTU OKHa
oTObpaXkaeTcsi onncaHne aprymeHTa, B rosie KOToporo B
OaHHbIN MOMEHT HaxoauTca Kypcop. CnegyeT UMETHL B BUAY,
YTO HEKOTOPble PYHKLUUN HE UMEIOT apryMeHTOB.

B okHe AprymeHTbI (hyHKLMM HaxxmunTe KHornky OK.



OTHOCMTEenNnbHbLIE U a0CONIOTHbLIE
CCbIJTIKM

Mo ymon4aHuIo CCbINKK Ha g4elKu B OpMYyriax OTHOCUTENbHbLIE, TO eCTb

agpec s4yelKu onpenenaeTcs Ha OCHOBE PaCONOXeHUS 3TON SYelKuU OTHOCUTESTbHO
A4elku ¢ opmynoun. Npu KornuposaHuu s4YelKu ¢ PopMynon OTHOCUTESbHAA CCblfika
aBTOMaTN4eCckn nameHsieTcs. IMeHHO BO3MOXHOCTb MCMONb30BaHUS OTHOCUTESbHbIX
CCbISTOK M NO3BONSIET KONMPOBaTb POPMYIIbI.

B HEKOTOPbIX CltyHadaXx NCnoJyib30BaHNE OTHOCUTESIbHbIX CCbIJTOK HEOOMYCTUMO.

[lns Toro 4Tobbl CCblfika Ha siYeliKy NPy KOnuposaHUU He N3MeHsinacb, Heobxoanumo
Mcnonb30BaTb abCOMOTHbBIE CCbINKU. ABCOMOTHAsN CCbifika syeliku UMeeT doopMmat $SAS1, rae
$ - cny>Xe0HbI CUMBOJT, NOKa3bIBaOLLMIA aOCONIOTHYHO CCbISKY.

UTobbI cchinika Ha ss4elKy Bbina abcontoTHOM, NOCNE yKasaHUs CCbISKW Ha sYyelKy cnegyet
HaxkaTb Knasuwy F4. CcbIfTKy MOXHO Npeobpa3oBaTb U3 OTHOCUTENLHOW B aBCOMNIOTHYIO U
Npwn pegakTMpoBaHumn s4eliku ¢ doopmynoin. K saaronioBkam ctonbua 1 CTpoku B agpece
a4yeliku cnegyet 0obaBuUTb CNyXebHbIn CUMBON S.

Ccblrnka MoXeT ObITb HE TONMbKO OTHOCUTENBbHOW MM abCONOTHOW, HO N CMELLaHHOW.
Ccbinka popmata AS1 aBnsieTcst OTHOCUTENBbHOM NO cToN6Uy 1 abCcontoTHOM NO CTPOKE, T.€.

Npu KonuposaHuu si4eliku ¢ popMYron BbILLIE UK HUXKE, CCbINKa N3MEHATLCA He byaeT. A
Npu KonuposaHuu BNEBO U BpaBo OyaeT N3MEHATLCSA 3aronoBok cTonoua.

Cchbinka popmata SA1 aBnsieTcs OTHOCUTESbHOM NO CTPOKe 1 abcontoTHoM No ctonbéuy, T.e.
Npwn KonuposaHuu s4elku ¢ OopMyIion BNEBO UK BNPABO CChifika N3MEHATLCS He ByaeT. A
NpW KONuposaHUU BbiLLE UIN HXKe ByOeT N3MEHATLCH 3arofioBOK CTPOKM.



bBydep obmeHa

PyHKUMA cy” A
MpocTtas cymma i S so0i30
» [Insi NpOCTEMLLEr0 CYMMUPOBAI : sewee s
ncnonb3aytoT dyHKumo CYMM. & v | o
« CuHmMakcuc yHKUnn CYMMs %

roe A - cnncok ot 1 4o 30 aNeMEHTOB,
KOTOpble TpebyeTcsa CyMMuUpoBaTb.
AneMeHT MOXeT ObITb sYeukou,
ouarna3oHOM g4eeK, YNCITOM UNu
dopmynon. Ccbifikn Ha NyCcTble S4YelKU,
TEKCTOBbIE UM JIOMTNMYECKNE 3HAYEHUS
NrHOPUPYIOTCA.

daKkTnyeckn gaHHaga PyHKUUA 3aMeHseT
HenocpeacTBEHHOE CyMMUPOBAHUE C
MCNOSb30BaAHUEM

onepartopa C/I0KeHUS (+).



PyHKkuna CYMM

Bbibopo4yHasa cymma

*  WHorga HeobxoaMMO CyMMUpPOBaTL HE BECb AnanasoH, a TOSbKO SYelKu, oTBevarLmne
HEKOTOPbLIM YCITOBUAM (KpuTepuam). B aTom cnydae ncnonb3ytot pyHkunio CYMMECITIN.

 CuHmakcuc pyHkumn  CYMMECIIU(A;B;C),
roe A - AnanasoH BblYUCNSAEMbIX AYEEK.
B - KpuTtepuin B popme vncna, BolpaxKeHns v TekcTa, onpenensatoLlero CyMmMmpyemble s4YelKu;
C - pakTnyeckne s4yelku pna CyMMMPOBAHUS.

B Tex cny4dadx, Korga anana3oH BblHUCIIAEMbIX A4EEK N Anana30oH CbaKTVI‘-IGCKI/IX A4eeK AnA
CyMMUpoBaHuA coBnagaroT, apryMmeHT C MOXHO He YKa3blBaTb.

MoXXHO cymMMpOBaTb 3Ha4YEeHMs, OTBeYatoL e 3agaHHoMy ycroeuto. Hanpumep, B Tabnuue
Ha PUCYHKE CYMMUPOBaHbI TONbKO CTYAEHTbI MO CTPaHaMm, Npu YCIOBUK, YTO YMUCIO CTYAEHTOB OT
CTpaHbl npeBbiwaeT 200.

YKpauHa Aprymentsl byHKUMH 7=
DUOKN CYMMEC/N
SIANONAHE] Awanason B2:8103 [B] = {(142:87:1387:46:33:33:720:15:18:54
DOUHNAHAMA i R = g -
Opanuma Kpurepmit | ">200 | :t] = ">200
um —

Xopsatua [AnanasoH_cyMMUpOBaHUS }':_1 -
LleHTpanbHO-AppurraHckan Pecnybnvka = 170202
Yewckan Pecny6auka CyMMUDYET RUEIKM, 3a03HHDIE YKA3aHHBIM YCNOBMeN,
Weenyapuna A _cy P DaAKTUHECKUE RS ANS CYMMAPOBAHNSA, ECM AMaNasoH CyMMAPOBAHUS He
w yKa3aH, GyayT NCNonb30BaTLCA A4Sk, 3303B3EMEIE NADAMETPOM

BeumA ‘auanasoH',
Wpun-anka
3Keanop 3navenme: 170202
3CTOHMA — . ¢ X
IOAP Cnpagexa no 7ot hyHKiym OK | Ommena
tOrocnaeua 16
KOxHaa Kopea 18
Amaika 13
AnoHuA 37

Uroro (6onbuwe 200) =CYMMECAM(B2:8103;"5200") |




YMHOXeHue

« Ina ymHoxeHus ncnonb3yoT yHkuuio MPOU3BEL.
* CuHmakcuc pyHkumn TMPOU3BELA(A),

rae A - cnnucok oT 1 4o 30 aneMeHTOoB, KOTopble TpebyeTtca
NePEMHOXNTb. ANEMEHT MOXET BbITb S4YelKou, duara3oHoM
g4eekK, Yicriom unm dopmynon. Ccbelfiku Ha nycTble g4euku,
TEKCTOBbIE USTN JFTOTNYECKNEe 3Ha4YEeHUSA UTHOPUPYIOTCA.

dakTnyeckn gaHHada PyHKUUA 3aMeHSET HenocpeacTBEHHOe
YMHOX€eHUe C UCMOSIb30BaHNEM orepaTtopa yMHoXeHus (*). Tak
e KaK 1 npu ncnosnb3oBaHum pyHkummn CYMM, nipu
ncnons3oBaHun pyHkumn MPOUI3BEL nobasneHune ssveek B
OvanasoH nepeMHoOXeHUa aBToMaTu4yeckn N3MeHAET 3aMnnchb
avanasoHa B dopmyne. Hanpumep, ecnuv B Tabnuuy BCTaBUTb
CTPOKY, TO B popmyrie OyaeT ykasaH HOBbIN Anana3oH
nepeMHOXeHUsd. AHanorn4Ho doopmyna 6yaet MUsMeHATLCA U
Npu yMeHbLUEHNX Onanas3oHa.



OkKpyrnexHue

OkpyrrneHue Yncernt ocobeHHO YacTo TpebyeTcst NPU AEeHEXHbIX pacyeTax.
Hanpumep, ueHy mosapa B pybnisix, Kak npaBuno, HeNb3s yctaHaBnNuBaTh C
TOYHOCTbIO Bonee AByx 3HAKOB Nocre 3ansaTon. Ecnn ke B peaynsrate BblYUCNEHUN
nonydaeTcsa 6onbLlee YMCro AeCATUYHbIX pa3psiaos, TpebyeTcs okpyrreHue. B
NPOTUBHOM CIllydae HakanmBaHUe ThICAYHbIX N OEeCATUTBICAYHbLIX Aonen pybns
NpuBEOET B UTOre K OLUIMOKaM B BbIYUCIIEHUSX.

« [1nsa oKpyrneHus ymcen MOXXHO UCMNONbL30BaThb Lienyto rpynny yHKUMn.

« Hawnbonee yacto ncnonb3ytoT dyHkUuun OKPYTT1, OKPYITIBBEPX 1
OKPYITIBHUS.

« CuHmakcuc dyHkumn  OKPYTTI(A;B),

raoe A - okpyrnsemoe 4Y1cro;
B - yncno 3HakoB nocne 3anaton (4ECATUYHbIX pPa3psaaoB), O KOTOPOro OKPYrnsaeTcd Ymcno.

CuHmakcuc oyHkumn OKPYTTIBBEPX 1 OKPYTTIBHU3 TO4HO Takow xe, Yytony
doyHKkunn OKPYTTI.

dyHkums OKPYTTI npu okpyrneHun otbpacbkiBaeT umdpbl MEHbLUNE 5, 8 ULNAPbI
bonbLue 5 okpyrnsaeTt o creayouwero paspaga. PyHkuma OKPYTTIBBEPX npu
OKpyrneHun nobble Lndpbl OKPYINSAET 40 CreayoLwero paspsaaa.

dyHkumsa OKPYTTIBHWU3 npu okpyrneHum otbpackliBaeT nobble unudpsbl.



Bo3BeaeHue B CTemneHb,
N3BevYeHne KoOpHA

[1na Bo3BegeHUA B CTENEHb UCMOMb3YIOT
dyHkumio CTEMNEHD.

 CuHmakcuc yHkumn  CTENEHb(A;B),
roe A - Yyncno, BO3BOAMMOE B CTEMEHb;
B - nokasartenb cTeneHu, B KOTOPYHO BO3BOAUTCH YUCHO.

OTpVILI,aTeJ'IbeIe YnClla MOXXHO BO3BOANTb TOJIBKO B
CTeneHb, 3Ha4YeHNE KOTOPOU ABIAETCA UesibIM HYUCITIOM. B
OCTalJIbHOM OrpaHN4YeHnn Ha BO3BeEAEHUNE B CTEMNEHb HET.

[1na nsenevyeHns kBagpaTHOro KOPHA MOXHO UCMOSb30BaTh
dyHkumio KOPEHbD.

* CuHmakcuc yHkunn KOPEHb(A),

roe A - 4Yncno, N3 KOTOPOro N3BeKarT KBadapaTHbIN
KOPEHD.

Henb3sa naenekaTb KOPEHb U3 OTpUnuaTeESibHbIX YNCETT.



TpuroHomeTpUuyeckue
BblYUCITIEHUA

B Microsoft Excel MOXHO BbINOMHATb Kak NPAMble, Tak n obpaTHble
TPUIrOHOMETPUYECKNE BbIYNCNEHMNS, TO ECTb, 3Has 3Ha4YeHNe yrna,
HaxXOAUTb 3HAYEHUS] TPUTOHOMETPUYECKNX OYHKLIMA UMW, 3Has
3HayeHne PyHKUUK, HaXoAUTb 3HAYEeHne yrna.

CuHmakcuc Bcex NpsiMbIX TPUFOHOMETPUYECKUX DYHKLINK
oguHakoB. Hanpumep, cuHmakcuc pyHkumm  SIN(A),

roe A - yron B paguaHax, aAnst KotToporo onpeaensieTca CUHyc.

TOYHO TakK XXe 0gMHaKOB U CUHMAaKCcUC BCEX ODpaTHbIX
TPUFOHOMETPUNYECKNX PYHKLNN.
Hanpumep, cuHmakcuc pyHkummn ASIN

ASIN(A),
rae A - Yyucrno, paBHoe CMHYCY onpeaensaemMoro yrna.

Cnenyet obpatnuTb BHUMaHWNE, YTO BCE TPUTOHOMETPUYECKMNE
BblYMCNEHNA NPOU3BOAATCA A4 YII0B, U3MEepPAeMbIX B paanaHax.
[1na nepesoaa B 6bonee npmBbIYHbIE rPaaycChbl crieqyet
ncnonb3oBaTtb PyHKUMK NpeobpasosaHnsa ( TPAOYCbI,
PAOWAHDbI ) unn camocrtoatenbHO NepeBoanTb 3HAYEHUS
ncnonb3ys yHkumio MA().



CtaTtucrtuyeckune pyHKUUMN.
PacuyeT cpeaHUX 3Ha4YeHUN

* B camom npocTom crniydae ans pacdeta
cpegHero apndmMeTmnyecKoro 3Ha4eHus
ncnonb3ytot pyHkumno CP3HAY.

» CuHmakcuc dyHkumn CP3HAY(A),

rae A - cnncok ot 1 Ao 30 3arneMeHTOB,
cpeaHee 3Ha4YeHme KOTopbIX TpebyeTtcs
HAUTWN. DNEMEHT MOXET

ObITb SYeukou, duarna3oHOM 4YeekK, YACIIOM
nnu popmynon. CchIfnku Ha NycTble g4euKu,
TEKCTOBbIE U NOrM4yeckne 3HavyeHusd
MrHOPUPYIOTCA.



HaxoxpaeHune KpanHux
3HAYeHUN

« [1Nna HaxoXOeHnA KpanHnx (HanbonbLIEro Unm
HaMMeHbLLUEro) 3Ha4eHU B Anana3oHe JaHHbIX
ncnonb3ytoTt pyHkum MAKC n MUH.

* CuHmakcuc pyHkunn: MAKC(A), MUH(A)

roe A - cnnucok oT 1 oo 30 aneMeHToB, cpeau
KOTOPbIX TpebyeTca HanTu HanbornblLlee 3Ha4YEHHUE.

AnemMeHT MOXeT ObITb g4yeuKkou, duarna3oHOM

a4eekK, Yyncnom unm doopmynoun. Ccboinkm Ha
NyCTble SYEUKU, TEKCTOBbIE UMK JFIOTNYEeCKne

3Ha4YEHUSI UTHOPUPYIOTCS.

dyHkumn MAKC n MUH Ttonbko onpenenatoT
KpanHWe 3Ha4YeHuns, HO He NoKas3bIBaloT, B
KaKou sg4yeukKe 3TN 3Ha4YeHUs HaxoOaTcs.



YcnoBHbIE BbIYUCIIEeHUSA

* YacTo BbIbOp hopMynbl A5s BbIYMUCIIEHUI 3aBUCUT OT KaknX-nnodo
ycrnosuu. Hanpumep, npu pacyeTte TOProBov CKUAKN MOTyT
NCMOSIb30BaTbLCA pasnmyHble POopPMYIbl B 3aBUCMMOCTU OT pa3mMepa
MOKYIKN,

« [1nA BbINONMHEHMA TaKUX BblYMCNeHUN ncnosnb3yetcs pyHkumns ECJIIN,
B KOTOPOM B Ka4eCTBe apryMeHTOB 3Ha4eHN BCTaBMAKOTCS
COOTBETCTBYHOLME POPMYIbI.

« Hanpumep, B Tabnvue Ha pUCyHKe Npu pacyeTe cmoumMocmu

moeapa LieHa 3aBuUCuT oT obbema naptum mosapa. [Npn obbveme
nanTuu Honee 20 11eHA NOHUXALTCA HA 1N% C.nenaraTenkHO Nnu

€néHHBie MMEHa | 33BMCMMOCTK dopmyn Bui4mn
ECN - X « fo =ECAWN(C2>30;B2*C2*0,9;B2*C2)
A B C D E F G H | J K L M
1 HassaHue leHa, py6. Konuuecteo CTOMMOCTb 33Ka3a
2 |BeegeHve B MaTeMaTHRy M MHGOPMATHKY 200 Sll=ECIM(C2>30;82‘C2’0,9;82‘C2) |
3 BsepeHve B TEOPUIO NPOrPaMMHUPOBAHMA 250 42 9450
4 Beepenve 8 UMPOBYIO CXEMOTEXHHUKY 240 88 AprymenTsl dyHKLN [ 2 |[o3e]
5 UCTopuA MHPOPMAUMOHHBIX TEXHONOMMI 240 29 ECM
2 a .
6 |/lekumnum no nucsipemon maTemaTtuke 200 1 Tor stpmweme | C25a0 ] = ucva
7 |lorMyeckue HeMpOoOHHbIe CeTu 300 96 =
8 |Mexceresoe IKpaHuposaHue 200 49 e BT @il e
9 | HelipOKOMNbIOTEPHBIE CUCTEMDI 150 10 3ravenme_ecnu_noxs |B2%C2| (] = 16200
10 HeyeTkue MHOMECTBa M HEMPOHHbIE CeTH 240 94 = 14580
11 |OnepaunoHHana cuctema Unix 200 37 MposepseT, BoiNONHAETCA N1 YCNOBUE, M BOIBPAWAET OQHO SHAYEHUE, ECNIM OHO BbINONHAETCS, U APYroe SHAYEHE,
ecm HeT,
12 OCHOBHbIE NPOTOKO/NbI UHTEPHET 300 75
13 OcHoBbl ASP.NET 2.0 200 50 3"8‘42”“_&"”_”0)‘(5 3Ha4eHMe, KOTOPOe BO3BPALWALTCR, e 'ﬂOf'_Bblpa)(eHMe' UMEET 3HaNeHne
: * NOXb, Ecnm He yKasaHo, 8038pawaeTcs sHaverme fIOXb.,

14 OcHosbl SQL 200 1
15 OcHoBbl 633 AaHHbIX 300 69
16 OCHOBbI BU3YanbHOrO MOAEAMPOBAHMA 200 4 3naverme: 14580
17 OcHoBsbl nHPOPMaLMOHHOK BesonacHOCTH 200 55 T T T oK ] | Ommena

18



OtobpaxeHune
B AyelKe

#3HAY!

#0EnN/o!

#UMA?

#H/A

# CChIJIKA!

#F4KMCcno!

#NYCTO!

L

MpuunHa

Mcnonb3oBakue
HeZomnyCTUMOro TUNa
apryMeHTa Ui onepaHaa

Henerte uncna Ha 0 (Honb).

Excel He MOXeT pacnozHaTb
uMAa, UCNonb3yemoe B

hopmyne

3HaueHune HepoCTynHoO
DyHKUMKM unn dopmyne

CCblIKa Ha AYEKY yKa3aHa
HEBEpPHO

HenpaeunbHble YMCNOBLIE
3Hauenua B opmyne unm
DyHKUMN.

3ajako nepeceyeHite AByx
obnacTeit, KoTopble B
[eACTBUTENbHOCTU He UMEKT
obwmx Aveek

OKkun B dopmynax

Mpumep

B dopmyny BMeCTO uMcna unm noriyeckoro 3Haveruna (MCTUHA wam /10XK6) BeegeH TekcT. Ana
onepaTopa wm dyHKUMK, TpebyloLeit 0aHOro 3HauYeHua, YKa3blBaeTCA AUanasoH.

B dopMyne COQepKUTCA ABHOE geleHie Ha HoNb (Hanpumep, =A1/0). Mcnonb3yeTca ccuinka Ha
NYCTYK AYeiiKy Wnn Fuesiky, cogepxally 0 B KauecTee JemTens

MCnonb3yeTca UMA Auesiki Wk Auanasoka, KoTopoe He Bbino onpegenero. OwmbKa B HanUCcaHum
UMEHM AYeiki UK gnanasoka. Owubka B HanucaHuy uMenn OYHKUMK. B CCbINKe Ha JHManasoH
Aueex NponyLwexo geoeToune (1) B dopmyny BBeAEH TEKCT, He 3aKMKUEHHbI B ABOMHbIE

KaBbIYKW.

He 3agaHbl 04MH WK HeCKOMbKO HeoBX0AWUMLIX apryMeHTOB CTaHAAPTHOW WK /70/153083Te/ b CKOM
@yHKLIW NACTA

Auesiki, Ha KOTOpble CChinakrdTCA d)OpMyﬂbl, Gbinu yAanexbl WK B 3TH AYesixy ObINo NoMeLeHo
cogepxumoe Apyrux CKonuMpoBaHHbIX AYeeK.

B qJYHKLIHM C YACNOBbIM apryMeHTOM MCNONb3yeTCA HeaneMﬂeMblﬁ dapryMmesT Yucnoeoe
3Ha4yeHue pe3ynbTdaTa BblYMOIEHUA (bOpMyan CNULLKOM BEAMKO MAKM CAKMLLKOM Mano, utobel ero

MOXHO Bbino npeacTaBuTe B Exce/

Mcnonb3yeTcs owmbouHbll onepaTop AuanazoHa



YacTtb 3

EXCEL - COPTUPOBKA OAHHbIX,
PUIIbTPALUNA OAHHDbIX,
YCJIIOBHOE ®OPMATUPOBAHMUE



CopTrnpoBKa AaHHbIX

COpTMpOBKa — pacnonoxeHune AaHHbIX Ha JIMCTEe B ornpeaesieHHOM nopsake.

Yalle Bcero HeobxoamMmo copTMpoBaTb CTPOKU ¢ AaHHbIMKU. Kak npaBuno, npu
COPTUPOBKE YMNOPSA0YNBAIOTCA LENUKOM CTPOKW, HO MOXHO COPTUPOBaTb U
oTOEemNbHble AYEKN.

COopTMPOBKY MOXHO NPOU3BOANTL KaK Mo BO3pacTaHuio, Tak 1 No yObIBaHWIO.
[pun XenaHuM MOXHO COPTMPOBaTb AaHHble B COOTBETCTBUN C COOCTBEHHbLIM
NOPSIAKOM COPTUPOBKMU.

[ockonbKy npu copTupoBKe Microsoft Excel aBTomaTuyecku onpepensiet
CBSI3aHHbIV AMana3oH JaHHbIX, COPTUPYEMBbIA AMana3oH He A0MKeH UMETb NYCTbIX
cTon6uoB. Hannyme nycTbIX CTPOK AONYCKAeTCsl, HO HE PEKOMEHyeTCs.

[pn copTUpoBKEe 3arofioBKM CTONOLOB OObIYHO HE COPTUPYIOTCS BMECTE C
AaHHbIMW, HO COPTUPYEMbIN Anana3oH MOXET 1 He UMETb 3aronoBKOB CTONOLOB.

CKpbITble CTPOKM He nepeMeLLatTcs Npu COPTUPOBKE CTPOK. TeM He MeHee
NP COPTUPOBKE CTPOK AAHHbIE CKPbITbIX CTOMOLOB TakkKe ynopsaodnBaoTCS.
[Mpexae 4em npucTynatb K COPTUPOBKE, PEKOMEHAYeTcs caenatb BUAUMbIMU
CKPbITblE CTPOKM U CTONOLbI.

MOXHO BbIMOMHATL COPTUPOBKY AaHHbIX NO TeKCTy (0T A K A unn ot A Kk A),
4yucnam (0T HaMMeHbLUMX K HAanbonbLWNM UM OT HaMbOoNbLUNX K HAMMEHbLLMM), a
Takke gatam U BpeMeHU (OT cTapbiX K HOBbIM UMM OT HOBbIX K cTapbiM). MoXHO
TakKe BbINOMHATL COPTUPOBKY MO HacTpauMBaeMblM CnncKam unm no opmary,
BKINOYas LBET AYeeK, LBET WpugTa, a Takke no 3Havkam.



CopTunpoBKa no 3Ha4YeHUsAM ogHoro

cTonoua
[1pocTeniuas coptTmpoBka Npomn3BoaNTCA Mo o @ =
OaHHbIM ogHoro ctonobua. N e
 Bblgenute ogHy niobyto sS4eiKy B B I e 2 AT | A
cTonbue, no AaHHbLIM KOTOPOro apmponats Qoumt | ot copuar® | 2+ [Re s
C:()pTMpyeTCﬂ Ta6nML'Ia' ‘:}l CODTHDOE[B OT MMHMUMANbHOrO K MaKCMManbHOMYy
[} Ha>KM|/|Te KHonKy CopTMPOBKa M Kl COpTMPOBKA OT MAKCMMANBHOM0 K MUHUMANbHOMY
*Manp rpynnbl ¥H Hacrpansaemas copTMpOBKa...
PepakTupoBaHue Bknagkn NmaBHaa v |

BblOEepuTe HanpaBneHne COPTUPOBKM.

« HasBaHue komaHObl B MEHIO 3aBUCUT OT
TUNa copTUpyeMbIX AaHHbIX (Y1Cna,
TEKCT UNK KaneHaapHble AaHHbIe).

Kypcet - Microsoft Excel - = 3

i}

E;ll - ' - ﬁ) 296 —
W'IJIIJIP INJ IuHI\VI H“l

1LJEINY



CopTupoBKa NO HECKOJSTbKUM
cTonouam

CopTUPOBKY MOXHO OCYLLIECTBMAATbL MO HECKONbKNUM cToNbuamM Ans rpynnmMpoBKU AaHHbIX C
OOMHaKOBbIMW 3HAYEHNAMU B 0AHOM CcTONbue 1 nocrnenyowero ocyLwecTBNeHUs COPTUPOBKK APYroro
cTonbua nnu CTPOoKM B 3TUX Fpynnax ¢ OANHaAKOBbIMU 3HAYeHUSAMU. Hanpumep, ecnuv B3sTb CTONOUbI
"OTtgen" n "CoTpyaHuKK", cHa4yana MoXXHO OTCOPTMpPOBaTb CTPOKKM No ctonbuy "OTtaen” (ans
rpynnMpPOBKN BCEX COTPYAHMKOB OQHOrO OTAesa), a 3ateM No UMeHu (4N pacnosioKeHUs UMeH
COTPYAHMKOB B KaXXaoM oTaene B andasuTHOM nopsagke). MoXXHO o4HOBPEMEHHO OCYLLECTBNATb
COPTUPOBKY MO 64 cTonduam.

* Bolgenute OOHY J'IPO6yPO ﬂquZKy B Ainana3oHe COPTUpPYyEMbIX JaHHbIX.

*  Haxmute kHonky CopTtupoBka n couneTp rpynnel PegaktupoBaHue Bkragku MasHaa m
BblbepuTe KoMmaHay Hacmpausaemasi copmuposgka N HaxmuTte KHornky CopTupoBKa rpynnbl
CoptupoBka u counsTp BKNagkm flaHHbIe.

+ B okHe CopTupoBKa B packpbiBatoiemcs cnucke Ctonbeu BbibepuTe Ha3BaHne ctonbua, no
AaHHbIM KOTOpOoro 6yaeT BbINONMHATLCA COPTMPOBKA. B packpbiBatowwemcs cnucke CopTupoBka
BblOEpUTE NpMU3HAK COPTUPOBKU (3HaYEHUe, ysem s4elKu, ugem wpughma Nnn 3Haqyok ss4eliku).
3arteMm LLenkKHUTE Mo CTpenKe packpbiBatoLerocs cnucka Mopsapok n Bbibepute HanpaesneHme
COPTUPOBKU UMK LiBET (3HAYOK).

* B okHe COpTVIpOBKa Ha>XMUTE KHOTKY Oob6aButb YPOBEeHb 1 Mnocrie Toro, Kak noaBmMTcA HoBas
CTpOKa, Bbl6epl/ITe Ha3BaHue cTonbua, No AaHHbIM KOTOpPOro 6yp,eT BbIMOJTHATBLCA nocne,qyrou.la;l

COPTUPOBKa. AHanornyHo npeabigywemy rr
luaeMCTBVIe luanﬂ ﬂ-pyrmx CTOH6L'|OB' ‘ “2] AobaenTs yposeHs ;‘ X Yaanuts yposers || 3 KonmposaTs yposers

» [locne Bbibopa BCceX HEOOXOAUMBbIX Crode _ Coprvposxa  Mopaao ‘ .
OPTUPOBATL MO | CpeaHAR OUSHKA [w] |3HauoK sueitu v ; O v 1 Ceepxy v
kHonky OK ‘

Coprupoexa =< I

‘
| ¥ H Dapawetpsi... | [V] Mon aanwele conepxar saronoexu

3aremno Cpearwt 6ann [w] |3Haverms [w] |nosospacrarino =
3aTem no Aata nybnuxkawm v | |3Hauerms [w| OT crapbix k HoBEM [w

- = . =
3aTem no Beero cTyaeHTos [w| | 3naverns w | |MosospacTarmo | v

N

i: OK 1 Otmena \




OT60p AaHHbIX

[lpocTenwummMm MHCTPYMEHTOM AN19 BblOOpa n oTbopa AaHHbIX
aBnsieTca ounetp. B oTdhunsTpoBaHHOM cnincke oTobpaXkaroTcs
TONIbKO CTPOKKW, OTBeYawllue YCnoBuUAM, 3adaHHbIM O54
cTonobua.

B otnnuyme OT COpPTMPOBKKU, PUNLTP He MeHHAEeT MNOopPsOoK
3anuncen B cnucke. lNpu dunstTpaunm BpeEMEHHO CKpbiBaKOTCH
CTPOKU, KOTOpPbIE HE TpebyeTcst oTobpaXkaTb.

CTpokn, OTOOpaHHble npu  duUNbTPaUUM,  MOXKHO
pegakTupoBaTb, dopMaTMpoBaTb, CO3gaBaTb Ha WX OCHOBE
anarpamMmbl, BbIBOAUTb UX Ha re4amb, HE U3MEHSS MOPSAoK
CTPOK 1 HE NepemMeLLas nx.

Kpome Toro, ana Bblibopa OaHHbIX MOXHO WCMONb30BaTb
BO3MOXHOCTU Noncka AaHHbIX, OpMbl U HEKOTOPbIE OYHKLUW.



YcTaHoBKa punbTpa

*  PuUNLTPbI MOXXHO YCTAHOBUTL ANSA NOOOro AnanasoHa, pacnorioXXeHHOro B
nobom mecTte nucTa. [lnanasoH He A0MKEH MMETb NOMHOCTBLIO MYCThIX CTPOK U
cTonbuoB, OTAENbHbIE NYCTbIE AYENKN AONYCKaTCS.

« Bblgenute ogHy nodyro S4erky B AnanasoHe, Ans KOTOPOoro yctaHaBnnBaroTCs
oUNLTPHLI.

« Haxmunte kHonky CopTupoBKa u (punbTp rpynnol
PepaktnpoBaHue Bknagku MaBHas v Bbibepute KomaHay @usibmp nnu
HaXXMuUTe KHOMNKY @uneTp rpynnel CopTtupoBka v ounbtp BKNagkn flaHHble

« [locne ycTtaHOBKM (PUNLTPOB B HA3BaHUSIX CTONOLIOB TabnuLbl NOABATCSH
3HaYKM pacKpbIBaIOLLINX CMIUCKOB

Ona ynaneHna douneTpoB BblAENUTE OAOHY OOy A4erKy B gManasoHe, Angd
KOTOPOro yCTaHaBnmMBalTCA QUIbLTPbI, HaxXmuTe KHOMKy CopTUpoBKa W
¢dunbTp rpynnsl PegakrnpoBaHue Bkagku MNMaesHaa v BblOepute
KoMmaHay Qunibmp nnn - HaXxXMute  KHonky ®unbtp rpynnsl COpTUpoBKa U
¢unbTp BKNagku flaHHble

PunbTPbl aBTOMaTUYECKM YCTaHaBNMBaKOTCSA Npyu odoopMieHnn "Tabnuubl" v
aBTOMaTUYeCKU yOansawTcss npu npeobpasoBaHun "Tabnuubl" B  0OObIYHbLIN
AMnanasoH.



PaboTta ¢ dunbsTpom

 [1ns BbIOBOPKM AaHHbBIX C NUCMONb30BaAHNEM
bunbTpa crneayeT WENKHYTb No 3HAYKY

pacKpbiBatoLLierocs crnmcka T —

COOTBETCTBYIOLLIETo CTONOLA U BbIOpaTb il coomsenaorases [

3Ha4YeHne nnu napameTp BbIOOPKY = M b 2
» 3arornoBKy CTPOK NUCTA, BbIOPAHHBIX U3 o oo

Tabnuubl ¢ NOMOLLbIO PUNLTPA, e 5l

oTOOpaXatoTCA CUHUM LiIBETOM. Ha 3HaYKaxon o e

v| TipoasuHyTeIe” anropuTMel ANA WK

PaCKpbIBAOLLNXCA CMMTNCKOB B HA3BaAHUAX i ¥1C# ana uxoneraecos

| CSS

CTONOLIOB, MO KOTOPbLIM Oblfla MPON3BEOEHE ™ Zossuan

Pat \v| Flash MX Studio

BbIOOpPKa, nosaABnsaeTcd ocobas otmeTka. B o« wm

= V] Inte! "OByuerme ans Byaywero” |
CTPOKE COCTOSIHUS OKHA Excel B TEUEHNE oo Yrremsowsmorsenc - |
HEKOTOPOro BPEMEHU OTOBPaXKaeTcs TEKCT .
C yKasaHMeM KONn4yecTBa HaaeHHbIX S

3anucen n obLlero KofnyecTsa 3anmMcen B =
Tabnuue.

[_ox ][ omen |F




OTO6O0p no ycnoBuio

MO>XHO NPOM3BOAUTL BbIOOPKY HE TONbKO MO KOHKPETHOMY 3HAYEHMUIO,
HO 1 MO YCMOBWIO.

YcnoBme MOXXHO NPUMEHATDLb AJ14 YNCIOBbIX 3HA4YEHUN.

LLlenkHnTe no 3Ha4yKy pacKpbiBaoLLLErocs crimcka ctonodua, no
KOTOPOMY NMpom3BoauTca oToop.

Bbibepute komaHay Yucrossie ¢hunibmpesl, a 3aTem B NOAYNHEHHOM
MeHI0 BblbepuTe NpuMeHseMoe ycroBme

[1pn ncnonb3oBaHMKM YCNOBUW: pagHoO, He paeHo, boribwe, MeHbWE,
borbwe unu pasHo, MeHbLWEe UrlU pagHO YCTaHOBUTE 3HAYEHUE
ycnoBusi B okHe NMonb3oBaTtenbcknm aBtopuneTp. 3HadeHne
YCNOBWUS MOXHO BbIbpaTh N3 CAKCKA UITN BBECTU C KNARUATVDLL.

Mamaaa « FREHTN

JAKKNKNANRNNARA K
PN N b e e O




YcnoBHoe popmaTupoBaHue

YcnoBHoe dopMaTupoBaHME — 3TO HaNoXeHue
onpegdeneHHoro dopmara Ha  d4Yeuky npwu
BbIMONTHEHUY 3a[laHHOro YCITOBUS. Takoe
dopmaTunpoBaHne yoobHO U HarnsggHo, Hanpumep,
Onsi aHanunsa 6onbLOoro MaccuBa AaHHbIX.

[1na 3agaHna ycnoBHOIo popmMmatupoBaHUda HaOo
BblENNUTbL ONfIOK A4eek u BblOpaTb [MaBHasgA—
Ctunn—YcnoBHoe cdhopmaTupoBaHue. B
OTKPbIBLLEMCA MEHI0 ONS 3agaHua onpegerieHHoro
npaBuna BblaeneHns s4eek MOXHO BblOpaTb MyHKThI
[lpaBuna BblaeneHnsa sa4veek unu lpasuna otbopa
nepBbIX W MNOCNegHnX 3HadeHun W 3adaTb
Heobxoaumble ycnosus. JIMbo co3gaTb CBOE
npaBuno oTbopa siveek, ncnonb3oBaB NyHKT Co3gaTth
npaBuno.
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« C nomoLbto YCIOBHOIo ghopmamupo8aHUsi MOXHO = — E
BblOENUTb 3HAa4YeHUs, OTBeYaoLme KakoMmy nNmbo ycrioBug [%
(bornblue, MeHbLUE, MeXAY, paBHO 1 Ap.). -

 Bbligenure ﬂqeley NNwn duarasoH S4Yeex.

» LUlenkHnTe no kHoMKe YcrnoBHoOe
dopmaTupoBaHue rpynnsl CTunu sBknagkn MMasHas, B

ranepee Bblbepute komaHay NpaBuna BblAENEHNA AYEEK,
a 3atemM B NOQYMHEHHOM MEHIO BbiIbepuTe ycriosme N .
3| Mexay CR ==

« HacTtponTe napameTpbl YCIOBUA N BEIBEPUTE CMIOCOD || e oeuses scton rovopue sosarce s
BblﬂeﬂeHMﬂ ; 2000 £% w5000 &l c

3
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HasBaHue 1 coaepxaHue OkHa HaCTPOMKN NapaMeTpoB |« v ??“%;;xm %
YCIIOBMSA 3aBUCUT OT BbIBPAHHOTO ycriosus. Hanpumep, npu’

BbIGOpe ycrosms Mexay MOXHO ykasaTb MUHUMATbHOE U
MaKcuMarbHOE 3Ha4YEeHMS, a Takke BblbpaTb cnocob
BblaEneHus.

[Mpw BbIGOpE ycrnoBus [lata MOXHO BblbpaTb OTHOLLEHME

BblaensdeMblX S4Yeek K cerogHsiluHen aate (Buepa, CeroaHs
3aBTpa, 3a nocnegHune 7 oHen 1 1.4.) M BbIbpaTb CNOCOD | cews =

fara [7 =4

DOPMATHPOBAT b AYEHKH, KOTOPLIE COAEPAT AATY:

Buepa [w| ¢ |CseTno-Kpacras 3anvsKa i TEMHO-KDACHbIT TEKCT |w |

‘ |
| Otmena |

3a nocnearue 7 aneit

BblAEJIEHNA [Ha oo neaene s =
Ha Texyweit Heaene
|Ha cneayrowett Heaene 4,11 4,86
I8 npownon mecae 35 5
|B 3ToM Mecaue ’
|B cnenviowem necaue A 3.67 4.5




BblioeneHue KpanHux
3HaYeHUU

 C noMoLbo
YCITOBHOIoO (hopMamupo8aHUsi MOXHO
BblOENNTb MakCUMaribHble N1 MUHUMarbHbIE
3Ha4YeHus.

« Bolgenute syeliky unn duanas3oH SIHEEK.

 LLlenkHNTe No KHoOMKe YcrnoBHOe
dopmaTupoBaHue rpynnbl CTUNKU BKNagKu
maBHas, B rariepee BblbepuTe KOMaHay
[TpaBmnna oTbopa NnepBbIX U NOCNEAHNX
3Ha4YeHui, a 3atem B NOJYNHEHHOM MEHIO
BblOEpuUTE NpUHLIMN OTOOpAa



PopmaTupoBaHue C

Nncnosib3oBaHmemMm ruictorpamMmmbli

[ucmoepammbl NTOMOratoT PacCMOTPETb 3HAa4YEHNE B
A4YenKe OTHOCUTENBbHO OPYrux s4eek.

[1nnHa aucmoepamMmMbl COOTBETCTBYET 3HAYEHUIO B
qyenke. Yem oHa ANMHHEE - TEM BbllLe 3HA4YEeHUe.

 Bbiaenute ouana3soH SSi4eek.

 lllenkHnTe no kKHoMke YcnoBHoOeEe
dopmaTupoBaHue rpynmnol
Ctunu Bknagkun NmaBHas, B ranepee Bblbepute
KomaHay 'ucmozpammel, a 3aTemM B NOAYNHEHHOM
BblOepuTe LBeTOBOE odhopmrieHune. [pu
HaBeOeHUN yKasaTensa MbiWU Ha BblIDUpaeMbIn
BapuaHT odoopMIieHna cpabartbiBaeT PyHKLUMS
npeannpocmoTpa, n dparMeHTa nincra
oTOoDpa)kaeTca ¢ ykazaHHbIM 0OOPMITIEHMNEM.




dPopmaTupoBaHue c
MCMNoJSib30BaHUEeM TpexXLBETHOMU
LKanbl

LiBeTOBbIE WKaribl NOMOratoT NOHATL pacnpeaeneHne n pasdpoc
OAaHHbIX. TpexuBeTHaa wkKasia NoMoraeT cpaBHUTb ouarnal3oH
A4eeK nyTeM UCnonb3oBaHNA rpagaumm Tpex LBETOB. YPOBEHb
APKOCTU LiBETA COOTBETCTBYET BbICOKUM, CPEAHUM U HU3KNUM
3Ha4YeHnsaM. Hanpumep, B KpaCcHO-XXenTo-3ef1eHoU LKane MoXXHO
yKasaTb, YTO S4YeUKU C BbICOKMMMN 3HA4YEeHNsMn byayT

3eneHbIMU, SYeUKU CO CPEAHNUM 3HAYEHMEM ByayT XeENnTbiMu,

a si4elKu C HU3KUMU 3HaYEHMNAMU OyOyT KpacHbIMN,

 Bbloenute duarna3oH ssYeex.

« lllenkHnTe No KHonke YcnoBHOe (hopmMmaTupoBaHue rpynnol
Ctunu Bknaaku NaBHasg, B ranepee Bbidepute KomaHay
LIBeToBbIE WKarbl, a 3aTeM B NOAYNHEHHOM BbibepuTe
usemoasyro cxemy. ['lpn HaBegeHUn ykasatens MbiWwu Ha
BblOMpaemMbin BapmaHT odbopMIieHns cpabaTtbiBaeT PyHKUUA
npeanpocMoTpa, U dparMeHTa nucTa otobpaxkaeTcsi C
yKa3aHHbIM O(POpPMIIEHNEM.



Co3spaHue n ocbopmMmneHue
"Tagﬂulé!(u"

[laHHble, OpraHM3oBaHHbIE HA NUCTE, MOXXHO 0opMUTL Kak "Tabnuuy". MNpwu
co3gaHuu Tabnuubl MOXXHO aHanNM3npoBaTh ee JaHHbIE U YNPaBsaATb UMY
He3aBMCMMO OT aHHbIX 3a npegenamun Tabnuubl. Ha nmcte MoXxHO co3gaTthb
noboe konuyecTso Tabnuuy,

Tabnuua MoXeT NCcnonb3oBaTbes ANs 6bICTPOI COPMUPOBKU, 0TEOPA,
CYMMMPOBaHMS UNKU Nyonukaumm gaHHbIX, COAepKaLLUXCH B HEMN.

C Oopyrov CTOpOHbI, Hann4ymMe Tabnuubl Ha NIMCTE U B KHUMe CO30aeT U HEKOTopble
npobnemsl. Tak, HanpuMep, Tabnuuy Henb3s CTPYKTypupoBaTth. Henb3s
MCMNONb30BaTb M aBTOMATMYeCKOoe NoABEAEHNE UTOTOB.

Co3pgaHue Tabnuubl

Tabnuua oObl4YHO CO30aeTCA Ha OCHOBE MMEKLLIMXCA Ha NTUCTE AaHHbIX.
Bolaenute nobyto syelky B oManasoHe AaHHbIX.

HaxxmuTte kHonky PopmMaTupoBaTb Kak Tabnuuy B rpynne CTUnu Bknaaku
MmaBHasa n BbIbepute cmusib 0ghopMIIeHUS

B none okHa ®opmaTtupoBaHue Tabnuubl OyaeT aBToMaTUYECKN yKasaH
ananasoH AaHHbIX, KOTopbIn NpeobpasyeTtcsa B Tabnuuy. Npn HeobxogmMmocTn
MOXXHO OYUCTUTb NOSe U Ha NINCTE BbIAENNTb Apyron duaria3oH si4eekK C
OaHHbIMK, KOTOpble oopMnATCcA B Buae tabnuubl. Haxmnte kHonky OK .

B pesynerate byget co3gaHa Tabnuua. B kaxabin ctonbey, aBTomaTndecku
nobaBnsieTca 3Ha4yoK aBTopuneTpa. ABTOMaTn4eckn dyaet otobpaxeHa
KOHTEeKCTHas Bknagka PaboTta ¢ Tabnuuamu/KoHCTpyKTOp



YacTtb 4

EXCEL— PABOTA C
OUAT PAMMAMW



O puarpammax

Huazpammbl ABNAKOTCA  CPEACTBOM  HarnsggHoro rnpedcmaesrieHusi 0aHHbIX U obrneryatoT BbINOSIHEHNE CPaBHEHUN,
BbIsiBfieHME 3aKOHOMEPHOCTEN N TEHAEHUUN JAHHbIX.

HuazpamMmbl co34al0T HA OCHOBE AaHHbIX, pacnofioXXeHHbIX Ha paboyux nucmax. Kak npaBusio, UCMOMb3YTCA AaHHble
OfHOro nmMcta. 3To MoryT ObITb JaHHblIE OMAana3oHOB KakK CMEXHbIX, TaK U HE CMEXHbIX si4eek. HecMexHble syeliKu JOKHbI
obpasoBbIBaTh MpsMOy20/1bHUK. [1pyn HeoBXxoaANMMOCTH, B npouecce Unu nocne cosgaHna duagpamMmbl, B Hee MOXHO AobaButb
AaHHble, PacnonoXeHHble Ha ApYrux fncTax.

Huazpamma MOXeT pacnonaratbCs Kak rpaduyecknin obbekm Ha nucte C JaHHbIMKU (He oba3aTenbHO Ha TOM Xe, rae
HaxoOATCA [AaHHble, B3ATble ANA  NOCTPoeHus duazpammbl). Ha ogHOM nuMcTe € OaHHbIMW - MOXET HaxoAUTbCS
HecKonbko duaepamm. [Juazpamma MOXET pacnonaraTbCs Ha OTAENbHOM cneynasnbHOM fnncTe.

HAwnarpammy MOXHO Hanedartatb. [JuazpamMma, pacrnonoXeHHas Ha OTAeNnbHOM JIMCTe, rnevataeTcs Kak oTaenbHas
cTpaHuua. [Juaepamma, pacrnofnioXXeHHas Ha Nucte C AaHHbIMW, MOXET OblTb HaneyaTaHa BMecTe C AaHHbIMW NUCTa UMU Ha
OTAENbHOW CTpaHuue.

Huazpamma NOCTOAHHO CBA3aHa C AaHHbIMW, Ha OCHOBE KOTOPbIX OHA co3faHa, U OBHOBMSETCA aBTOMAaTUYEecKU npu
N3MEHEHNN UCXOLHbIX AaHHbIX. bonee Toro, N3MeHeHne NONOXeHUs UK pasmepa 351eMeHmMo8 0aHHbIX Ha OuazpaMmMe MOXET
NPUBECTU K U3BMEHEHNIO AaHHbIX Ha NUCTe.

B Excel MOXXHO co34aBaTb pasnuyHble QuagpamMmbl. Bcero cywectsyeT 11 TUNOB BCTPOEHHbIX QuazpamMm, Kaxabli U3
KOTOPbIX MMEET €LLe MHOXECTBO pa3HOBMAHOCTEN (BMAOB). Beibop Tnna duazpammel onpeaensieTca 3agadamu, peuaembiMmn npu
ee cosaHuu.

OavH 13 TMnoB duazpaMm ABRSETCS CTaH4aPTHbIM, TO €CTb OH UCMOSb3yeTCcs Mo YMOMYaHUKo Npy co3gaHum duazpamm.
OObI4YHO CTaHOapTHOWM AnarpaMmon ABNAETCS Nrockasa sucmozpamMmma.

B Microsoft Excel 2010 nosiBunacb BO3MOXHOCTb CO3[aHNS U UCMONb30BaHUS MUKpoAMarpamMm - MHOKpuBbIX. MHGOoKpuBbIE
- 3T0 Hebonblne duazpamMMbl B S4yelikax NNCTa, BU3yanbHO NpeacTaBnsawowmne gaHHble. 3aHMMasi Mmano mecTta, MHGOKpuBas
NO3BONSET NPOAEMOHCTPUPOBaTL TEHOAEHUMIO B CMEXHbLIX C HEW [aHHbIX B MOHATHOM W KOMMAKTHOM rpaduyeckoMm BuAe.
MHpoKpmBYIO pekoMeHayeTcsa pacnonarath B s4Yelke, CMEXHOWN C UCNOSb3yeMbIMU €10 AaHHbIMU.

C nomoLLblo MHOKPUBBIX MOXXHO MOKasbiBaTb TEHAEHUMU B psidax 3Ha4YeHUN (HanpumMmep, CE30HHbIE NOBbILIEHUS U cnagbl
NN 3KOHOMUYECKMNE LMKITbI) U BblOENATb MakCMMarnbHble N MUHUMarbHble 3HaYeHus. MoxHO 6bICTPO YBUAETL €853k MeXay
NHOKPUBOW 1 UCNONb3yeMbIMU €10 aHHbIMU, @ NPU U3MEHEHUWN JAaHHbLIX MTHOBEHHO YBUOETb COOTBETCTBYIOLLNE N3MEHEHUS Ha
NHOKpMBON. NMOMUMO CcO3gaHMst MPOCTON UHADOKPUBOWM Ha OCHOBE AaHHbIX B CTPOKE WUNnu ctonbue, MOXHO OOHOBPEMEHHO
co3sfaBaTtb HECKOMbKO MHAOKPUBbLIX, BbIBUpas HECKOMNbLKO A4eek C COOTBETCTBY UMM JAHHBIMMN.

B otnunune ot duagpamm Ha nucTte Excel, N(HPOKPMBBIE HE ABNAKOTCA OObEKTaMU: haKTUYECKUN, MHPOKPMBAS - 3TO KAPTMHKA,
aBnsoLwanca OHOM syelKu



Co3paHue guarpammbl

Mepen cosnaHveM OuaspaMmbl cnenyetr ybeouTbCs, YTO [aHHble Ha nucTe
pacnonoXeHbl B COOTBETCTBMM C TUMOM OduazpamMmMbl, KOTOPbIA MnaHUpyeTcs
MCNONb30BaTb.

[aHHble oMmKHbI BbITb YNnopsaaoYeHbI Mo ctonbuam unu ctpokam. He obsizatensHO
cTonoubl (cmpoku) OaHHbIX OOIKHbI ObITb CMEXHbIMM, HO
HECMEXHbIE SYeUKU OOMKHbl 06pa3oBbIBaTh MPSIMOY20/1bHUK.

[Tpn co3gaHum aucmoepamMmbl, NIMHenYaTon duazpamMmsl, 2paghuka, ouazpamMmel C
obnactamn, NenecTkoBon duazpamMmabl, KPYroBon oduagpamMmbl MOXHO MUCMONb30BaTb
OT OAHOIO [0 HECKOSTbKNX CTONOLIOB (CMPOK) OaHHbIX.

[Mpn co3gaHum uazpammbl TUNna "lloBepxHOCTL" AOMKHO ObITb ABa cTonOua
(cmpokKu) OaHHbIX, HE cumTasi ctonbua (CTPOoKK) NoAnucen KaTeropun.

[Mpn co3maHuM KpyroBowm duazpamMmMbl HENb3S UCMNoNb3oBaTb Oonee OAQHOro
cTonbua (cmpokKu) OaHHbIX, HE cunTas ctonodua (CTPOoKK) NOANUCEN KaTEropUumn.

Kak npaswuJio, AaHHble, NCMNOJib3yeMble OJ14 CO34aHunA OuaapaMMb/, HE OOJTKHblI
UMETHb CYyLLECTBEHHO Pa3JIN4HYHO BEJTUHNHY.

* Bbigenute doparmeHT Tabnuubl, 418 KOTOPOro co3gaeTcda gnarpamMmma.

« Ha Bknagke BectaBka B rpynne AiuarpamMmmbl LLENKHUTE MO KHOMKE C HY>XHbIM
TUNOM QuazpaMM 1 B ranepee BblbepunTe KOHKPETHbIN BUA duazpamMmal

« Ha nucte byaoet cosnaHa anarpamma BblOpaHHOro BMaa

[1ns co3gaHna duazpaMmMbl CTaHAAPTHOIO TUMa JOCTAaTOYHO BblAENUTb doparMeHT
nucTa u HaxaTb knasuuy F11.

Ons yonaneHus duazpamMmMbl [OCTAaTOMHO BbIAENUTb €€ U HaXkaTb knaBully Delete.
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BbioeneHune agnarpaMmmbi

Bce gencreunsi BbINONHAKTCA C BblAENEHHON ,qmarpaMMOM nin C ee BblaeNIeHHbIMUA
ANemMeHTaMn.

Ons BblaeneHus duagpaMmbi CneayeT WeEenkHYTb MblLbo B Mo6om MmecTe
obnacTtn duaepammal. NMpnU3HaKoM BblaeneHus ABnsTcs pamka duagpamMmbl. Ha pamke
MMEKTCHA MapKepbl, pacnonoXeHHbIe Mo yrinamM 1 CToOpoHaM pamKu.

[ns BblaeneHust Kakoro-nnbo anemeHTa ouazpamMmMbl CReayeT WENKHYTb N0 HEMY MbILLbLO.
[Mpn3HakoM BblaeneHus ABNAKOTCA paMKa 1 MapKepbl aniemeHTa. JInHenHble 3aneMeHTbl (ocu,
NUHNUN MpeHOa U T.MN.) paMKn He MMeT. KonnyecTtBo MapkepoB MOXET BbITb pasnuyHbIM Ans
pasHbIX anemMeHToB duazpamm. OaHOBPEMEHHO MOXET ObITb BblAEMNEH TONbKO OAMH 3fIEMEHT
duazpammel. [py BbloeNneHNn anemMeHTa NoSBNAETCS 8crifibiearoulasi mooOckKaska c ero
Ha3BaHMEM.

[na BblaeneHnsa oTaernbHbIX ANEMEHTOB duagpaMmbl MOXHO Takke UCNoMb30BaTb
pacKpbIBaloLLMNCA CNMMCOK ArieMeHTbl AunarpamMmbl rpynnel Tekywun doparmeHT
KOHTEKCTHOM BKNagku PaboTa ¢ anarpammamu/MakeTt
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3amMeHa UCTOUYHUKA AaHHbIX

[Nocne co3paHus duazpamMmMbl MOXHO U3MEHUTb AnanasoH
[NaHHbIX, NpeacTaBneHHbIX Ha duazpamMme.

B rpynne Aunana3oH Bknagkn Pabota c
anarpammammn/KoHCTPYKTOpP HaXXMUTe KHOMKY BblIOpaTb
AOaHHbIe.

B okHe BbIOOp UCTOUYHMKA AAHHbIX OYNCTUTE
none [luana3oH AaHHbIX ANA guarpamMmmebl, a 3aTem
BblOAenuTe Ha NINCTe HOBbIN Anana3oH AaHHbIX

B Tex cnyyasx, korga gmarpamma pacrosioXXeHa Ha NIucTe C
OAHHBbIMU, U3MEHUTb Anana3oH UCmoYHUKa 0aHHbIX MOXHO
nepeTacknBaHMeM MapKkepoB Amnana3oHoB AaHHbIX. Mapkepbl
ananasoHoB OTODpaXkaroTcd Ha NIMCTE NPy BblAeNeHnn
Ouazpammebl. Kak npaBuno, BblAENsTCA TPy AnanasoHa: B
3eNeHOoWn paMKe - Ha3BaHusA paaoB duazspaMmMbl , B CUPEHEBOM
paMKe - Ha3BaHUA KaTeropuun, B CUHEN paMKe - 3Ha4YeHUs
PAO0B OaHHbIX.



N3meHeHue Buaa amarpamMmmbil

22000 iumee P
Bbi6op MmakeTa AnarpamMmmbl _

« MakeT Quagpammbi onpeaensaeT Hannyne u dkE i G Jﬂ
pacnosioXXeHne afieMeHToB duazpaMMbl. . -

- B rpynne MakeTbl anarpamm Bknagakv Pabota c i S | |
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» Bbibepute Tpebyembinn BapmaHT
[obaBneHne u yaqaneHne aneMeHTOB AnarpaMmbl

» HesaBncnmo ot BbIOpaHHOIO
MakeTa duaepamMmbl MOXKHO 006aBNATb U yoansThb
ee oTAernbHble 3aNeMeHTbl. [1ng 3Toro ncnonb3yoT
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OdopmneHune anarpamMmmbli

Bbi6op cTuna ohopmneHus

Cmurnb oghopmrieHUs OuazpamMmMbl ONpeaensieT, B NepByo oMepenb, LBeTa
3r1IeMeEHTOB OuazpamMmel.

B rpynne Ctunun ganarpamm sBknagkm Pabota ¢ gnarpammammn/KoHCTPYKTOP LLENKHUTE MO
KHOMKe [JlononHuTenbHbIe NapamMeTpbl rariepen CTUen.

Bibepute Tpebyembln BApUaHT

CpeactBa othopmrieHus

HesaBncumo oT BbIbBpaHHOro cTunsa duazpaMmbl MOXHO 0DOPMIIATL ee OTAeNbHbIe
anemeHTbl. [Jns 3TOro Mcnonb3yoT arneMeHThl Bknaaku Pabora ¢ guarpammamu/®opmar

Bbi6op cTuna odpopmneHnsn anemeHTa

Cmurb oghopMrieHUs ANeMEHTa onpeaenseT UBET U 9P EKTbI 3aNMBKN ANIEMEHTA,
napamMmeTpbl MIMHUN KOHMypa n 3PP eKTbl, NPUMEHEHHbIE NPU 0POPMIEHNMN AfTIEMEHTA.

Bblgenute anemMmeHT duazspammel.

B rpynne Ctunu douryp Bkrnagkm PaboTta ¢ auarpammamu/dopmart LLENKHUTE NO KHOMKe
dononHuTtenbHbIe NapaMeTpbl ranepen CTUnen.

Bibepute Tpebyembln BapUaHT



NMHdoKkpuBble

OB6bI4YHO MHMOKPUBAS CO3OAETCA HA OCHOBE HEMPEPLIBHOIO psaaa
3Ha4YEeHNN A4eeK 0OgHOW CTPOKU UM ogHOro ctonoua.

Boioennte ayenky npaesee (HMXe) AnanasoHa, Ang KOToporo co3gaeTtcsd
NH(POKpMBaS.

B rpynne UHpokpuBble BKNagku BecTtaBka HaXXMUTe KHOMKY C
TpebyeMbiM TUNOM co3gaBaeMon MHAOKPUBON

[TocTaBbTe Kypcop B none [Ainana3oH gaHHbIX okHa Co3naHue
MH(POKPUBDLIX U HA NTUCTE BblAeNUTe S4YeUKU, Ans KOTOPbIX CO34aeTcs
nHpokpueas. Haxmute kHonky OK.

[Ona paboTbl ¢ MHPOKPUBLIMWU UCTOSb3YIOT KOHTEKCTHYIO
Bknaaky Pabota ¢ nHcdpokpuBbiMrM/KOHCTPYKTOP, KOTOpas 00bIYHO
(2N fra 31,0320 30.06.2008 30.09.2008 31.12.2008 3103.2000 30.06.2009 30.09.2009 31.12.2009 31.03.201¢
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