IIPE3CHTAIUA HA TCMY.

«MS Excel : ocHOBBI PA0OTBLI»




OcHoBbI paboTbl C TAONINYHbIM
npoLeccopom

HasHauyeHne n obnactu npuMeHeHnst TabrMMYHbIX
npoLeccopoB

cTopua n TeHOAEHUUN pa3BUTUS
OCHOBHbIE NMOHATUSA

3HaKOMCTBO C TabrnM4HbIM NPOLIECCOPOM MS
Excel

3anyck MS Excel

3HaKOMCTBO C 9kpaHoMm MS Excel

CTtaHgapTHasa naHesnb U NaHenb popmMaTupoBaHUS
Opyrne anemeHThbl OkHa Microsoft Excel

PaboTta ¢ nuctamu n KHUramu



Ha3HayeHue n oonactwm
NMPUMEHEeHUA TabNMUYHbIX
npoLeccopoB

[MpakTnyeckn B nobon obnactn aeaTenbHOCTU YenoBeKa,
OCOBEHHO NP peLlEHUN NIaHOBO-3KOHOMUYECKUNX
3agad, byxrantepckom n 6aHKOBCKOM Yy4eTe U T.1.
BO3HUKAET HEODXOAMMOCTb NPeACcTaBnAaATb AaHHbIE B
BMae tabnuu.

ONEeKTPOHHbIE Tabnuubl NpeaHa3Ha4YeHbl A8 XpaHeHUs U
06paboTkn MHpopMaLun, npeactaBrieHHoOn B Tabrn4yHow
doopme.



TabnunyHble npoLeccopbl obecnevynBatoT:

* BBO[, XpaHEHNE U KOPPEKTUPOBKA AaHHbIX;

* 0doopMIIEHMNE U NeYaTb ANEKTPOHHbIX Tabnuu;
* [OPYXECTBEHHbIN NHTEPMENUC U T.A4.

CoBpeMeHHble TabnnyHble NPoLeccopbl peanusyoT LEenbIn
PS4 AONONHUTENbHLIX QYHKLUMNN:

* BO3MOXXHOCTb paboThbl B JTOKaribHOWN CETY;

* BO3MOXHOCTb paboThbl C TPEXMEPHOW OpraHn3aLnen
SNIEKTPOHHBLIX Tabnwu;

e pa3paboTKy MakpoKoMaHd, HACTPOUKY cpeabl noa
noTpebHOCTU nonb3oBaTens u T.4.



MCTOpVIFI U TeHOeHUUN pa3BnNTuns

Npesa cosgaHns Tabnuubl BO3HUKIA Yy CTyOEHTa
[apBapackoro yHusepcuteTta (CLUA) aHa bpuknuHa
B1979r. BbINONHAA CKy4YHbl€ BblYUCIIEHUS
9KOHOMMYECKOro Xapakrepa Cc NOMOLLLIO ByxranTepCckon
KHUIW, OH 1 ero gpyr bod ®paHKCTOH, KOTOPbIN
pa3buparcs B nporpaMmmMmmpoBaHum, paspabdbortanu
nepByto NporpamMmmy 3fIEKTPOHHOW Tabnuubl, HA3BaHHYIO
nmu VisiCalc.

HoBbIN CyLLECTBEHHbLIN LLar B pa3BUTUN SNEKTPOHHbIX
Tabnuy — nosieneHme B 1982r. Ha pbIHKE NPOrpaMmMHbIX
cpenctB Lotus 1-2-3. Lotus B nepBbIn XXe rog noBbIiLLaeT
cBon obbem npoagax Ao 50 mnH. gon. M ctaHOBUTCS
camon 60osibLLION HE3aBNCUMOW KOMMNAHUEN —
npoun3BoANTENIEM NPOrpaMMHbIX CPeacTB.



Cnegyrowmn war — nosisnenme B 1987r. TabnnyHoro
npoueccopa Excel dupmbl Microsoft. 3Ta nporpamma
npeanoxuna bonee npocton rpacdnvecknm MHTepdenc B
KOMOMHaUMK ¢ HUCNAaJaWMMMN MEHIO, 3HAYUTESTbHO
pacLnpuB Npu 3TOM PYHKLMOHANbHbIE BO3MOXHOCTU
nakeTa 1 NOBLICMB Ka4€CTBO BbIXOQHOW MHPOpMaLUNW.

metowmecs cerogHsa Ha pbiHKe Tabnn4HbIE NMPOLIECCOopPbI
CnocobHblI paboTaTh Bbl LUIMPOKOM Kpyre 3KOHOMUYECKNX
N OPYrnX NPpUNOXeHUn n MoryT yaoBNeTBOPUTb
npakTu4ecKkn nodoro nonb3oBaTens.



OCHOBHbIE NOHATUSA

ANeKTpoHHaA Tabnuua — aBTOMaTU3NPOBAHHbIN
9KBMBANEHT 00bIYHOW TabnuLbl, B f4ENKaX KOTOPOW
HaxoasaTcsa NMbo AaHHble, MO0 pe3ynbTaThbl pacyeTa rno
doopmynam.

Paboyana obnacTtb 311eKTPOHHON TabnuLbl COCTOUT N3
CTPOK U CTONOLOB, MMEKLLMX CBON nMMeHa. iIMeHa CTpoK
— 9TO UX HoMepa. MImeHa cTonbuoB — 3TO OYKBbI
naTuUHCKOro andaswura.

A4yemnka — obnacTtb, onpeaensemas nepecev4eHnem
ctonbua n CTPOKU 3NEKTPOHHOW Tabnuubl, MetoLLas
CBOM YHUKanbHbIW agpec.



Appec a4eunkKu onpenensieTca MMeHem (HomMepom) ctonodua

N NMEHEM (HOMEPOM) CTPOKU, Ha NepeceyeHnn KOTopbIX
HaxoOuTCcAa S4YeunkKa.

CcblInika — yKkasaHue agpeca siMeENKn.

BrnokK fs4eek — rpynna cCMeXxHbIX g4eek, onpegendemMmasa c
NOMOLLbIO agpeca. bnok ga4eek MOXXeT COCTOATL U3 O4HOU

AYENKN, CTPOKK, cToNnbua, a Takke nocnegoBaTenbHOCTY
CTPOK U CTONOLIOB.

Appec 6noka siueek 3agaeTcs ykasaHUeM CCbINTOK NepBon U
nocrnegHemn ero s4yeek, Mexay KoTopbiIM1 CTaBUTCS
pasgennTenbHbIA CUMBOST — BOETOYME NN BE TOYKM
noapsA.



3HAKOMCTBO C TaOJSNIMYHbIM
npoueccopom MS Excel

Tabnu4Heiu npoueccop MS Excel ucrione3yemcs Ons
0bpabomku OaHHbIX.

Obpabomka 8kritodaem 8 cebs:

* NpoBeAeHne pasnnyHbIX BbIYNCIIEHUIN C UCNOMNb30BaHMEM MOLLHOIO
annapara yHKuMn n popmyn,
* uccriegoBaHue BNUAHMS PasfnYHbIX PakTOpOB Ha JaHHbIE;

* peLleHne 3aga4y onTUMU3aUunm;

* MONyYeHne BbIOOPKN OaHHbIX, AOBNETBOPSAOLLINX ONpeaeneHHbIM
KPUTEPUSAM;

e MocTpoeHune rpadonkoB 1 guarpamm;

e CTATUCTUYECKUIM aHanm3 AaHHbIX.



3anyck MS Excel

[1pn 3anycke MS Excel Ha 3kpaHe
noasnsercda pabovasa kHura «KHura 1»
cogepxauwaa 16 pabo4ymx rnMMCToB.

Kaxkabin NIUCT npeacraBnsieT coboun
Tabnuuy.

B aTnx tabnuuax Bbl MOXETE XPaHUTb
NaHHbIE C KOTOpbIMKU ByaeTe paboTaTh.



Cnoco6bl 3anycka MS Excel

1) Myck - nporpammbl — Microsoft Office — Microsoft Excel.

2) B rmaBHOM MeHI0 HaXXMuUTe Mbllwbio Ha «Co3aaTth
nokymeHT» Microsoft Office, a Ha naHenun Microsoft Office
— nuktorpammy «Cosgatb JOKYMEHTY.

Ha akpaHe noasnsieTcs okHo ananora «CosgaHune
OoKymeHTa». [Ana sanycka MS Excel gBaxabl HaXXMuUTe
MbILLbIO NUKTOrpamMmy «HoBasa KHUra»

3) [1BOMHOW LLEN4YOoK f1IeBOW KHOMKOW MbILLW MO SAPSbIKY C
nporpamMmmMon.



Cpoka saronosa | JKpaH MS Excel
12| Microsoft Excel - Kuural [z]@
@_] ®arin  [paeka Bua Bctaeka  @oOpMIT Cepeuc AaHHble  OKHO aBKa - &5 X
. \ =l =V |"5'.11|d:\e : - l/p AL 2L | i a8 [100 41.@3

avisl O - Ao |xxg/y§§§ =i O - A -8

N\~ XV A\ [\ /
B Ve ] /o ) NEE P R/ e HE O o e

5 [N AR, / \ ~

i Maxens CTpoKka OCHOBHOIO

CTaHAapTHasA

z Aaap Manens MEHI0 3aronoBku

E dopmaTmpoBaHus cTONGLOB

?\

(=]

9 -
10 3aronoBku CTPOK
11
12 e
i / Crpoka Monochbl
'1' g COCTOSAHUSA MPOKPYTKN
16
17
18
19
20 ‘
<4 > b /Tl 4 T2 £ Mict3 / i
Mpaeka MNUM




JkpaH MS Excel

22| Microsoft Excel - Kuuratl g@

@_] Darn Mpaeka Bra BcTaeka dopmMaT Cepeuc AaHHble OKHO Cnpaeka e RS
o I T 4 & | P ER TN | =2 ~ L@ > . Al &l |y '-'l}l ’l 'Q/’ﬁ
: Arial Cyr =110 i T v T TR m————

- XV & |
BN\

il
i
Il
ki
&

5
@

N & T bt F T F T & T H [ T T T

Mone nMmeHu KHonku BBOAA, CTpoka dopmyrn

OTMEHbI N

MacTtepa yHKUnn

WIO~M M| & W=

13 Apnblyok nucTa

14 Mapkep

KHOMKN NpOoKpyTKK pa3breHus

17 APIbl4KOB APrbl4KOB

19/

(< N mer ¥ fncT2 £ Tncts 7 <] | [l

Mpaeka MNUM




[TaHenn MHCTPYMEHTOB

[TaHenn MHCTPYMEHTOB MOXHO PACMNONOXUTb APYr
3a Apyrom B 04HOU CTpoOKe. Hanpumep, npu
nepBoMm 3anycke npunoxeHusa Microsoft Office
naHenb MHCcTpymeHToB CTaHAapTHasA

pacnonaraeTrca pagom c naHenb UHCTPYMEHTOB
PopmMaTUpoOBaHUA.

[1pn pasmelLeHnn B OOQHOU CTPOKE HECKOSBbKUX
naHenem MHCTPYMEHTOB MOXET He XBaTaTb MecTa
Onsi otobpaxeHna BCeEX KHOMOK. B aTom cny4yae

oToDOpaXkaroTca Hanboree 4YacTo UCMosb3yeMble
KHOTMKW.



CTtaHgapTHasd
naHernb

CtaHpgapTHaa naHesnb

CIY>XUT ONA BbINOSMIHEHUE
Takux onepauunmn Kak :
COXpaHeHune, OTKpbITHE,

co3gaHne HoBOro JOKyMeHTa U

T.0.

MaHenb ®opmaTMpoBaHUS

NMaHenb dbopmaTupoBaHUus

CIy>XuT angd pa6OTbI C TEKCTOM
HalnpuMmep BblpaBHUBaAHNE O
LEeHTPY, Mo rnpaBomMy u no
J1IeBOMY Kpato, aAnd NAMeHEeHNA
mpmcha N CTUITIA HalncaHn4d
TEKCTAa.



CTpoka OCHOBHOro MeHIo

boupa opun o Josee Qo Cpan

OHa eKrrodaem 8 cebsi HeCKO/bKO MyHKIMO8 MEHIO:

dann — oNa OTKPbITUS, COXPAHEHUS, 3aKPbITUS, NeYaT AOKYMEHTOB U T.4.;

npaBKa — CNY>XXWUT 4519 OTMEHbI BBOAa, NOBTOPHOIo BBOAA, Bblpe3aHUs
KOMMPOBaHUA JOKYMEHTOB UMW OTAENbHbIX NPEANOXEHNN;

BUA — CIYXXUT A4 BblBOA4A Ha 3KpaH pasHbIX NaHenen, a Tak e pasMmeTku
CTpaHuL, BbiBOga obnacTtu 3agad v 1.4.;

BCTaBKa — CIY>XUT Ansl BCTaBKM CTONOLOB, CTPOK , Anarpamm v T.4.;

dopmaT — crnyXut anga dopmaTtnpoBaHns TEKCTA;

cCepBUC — CIYXUT ANt NPoBePKM opdorpadun, 3alumnTbl, HACTPOEK U T.4.;
OaHHble — CIYXUT AN COPTUPOBKU, OUNLTPA, NPOBEPKN AaHHbIX U T.A4.;

OKHO — CNYXXWUT Ansi paboTbl C OKHOM; cripaBka Ans nokasa cnpaBku O
[IOKYMEHTEe UM caMoi nporpamMme.
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Ctpoka chopmyn ncnonb3yercs Ansa BBoOAA U peaakTUPOBaHUS
3Ha4YeHUN nnNu hopmyn B S4Yenkax unn guarpamMmmax.

NMone MMeHu — 370 OKHO crieBa OT CTPOKM bOpMYn, B KOTOPOM
BbIBOAMUTCS UMS SSIMEMKM NN UHTEepBara s4eexk.

KHOMKN NPOKPYTKM APAbLIMKOB OCYLLECTBIIAOT MPOKPYTKY APbIYKOB
paboyen KHUru.
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10.

PaboTta ¢ nuctamum m KHUramm

CosgaHne HoBOW paboyven KHUMM (MeHIo hann — co3gaTtb Unm
Yyepes KHOMKY Ha CTaHO4apTHOW NaHesnn MHCTPYMEHTOB ).

CoxpaHeHune paboyein KHUrn (MeH doann — COXPaHUTb).
OTKpbITUE UMEKOLLENCA KHUTU (MEHI0 doann — OTKPbITb).

3awmTa KHUrm (Nnucra) naposiemMm (KomaHga «3awmTta» U3 MeHIo
cepBuC).

[lepemeHOBaHME NUCTa (ABOMHOM LLIENYOK MO Ha3BaHUIO NUCTa).
3agaHue LuBeTa Apnbika nucTa.

CopTupoBKa NUCTOB (MEHI0 JaHHble — COPTUPOBKA).

BcTtaBka HOBbIX NMUCTOB (BCTaBKa — JIACT)

BcTaBka HOBbIX CTPOK (BblOEMNUTb CTPOKY U LLENKHYTb NpaBou
KHOMKOW — 000aBuUTb).

AI3mMeHeHMe Konmn4yecTBa JSIMCTOB B KHUME (MEHIO «CEPBUCY,
KOMaHOa «napamMeTpbl», yCTaHOBUTL Nepeknoyaresis B none
«JINCTOB B HOBOW KHUIEY).



IToroBbi crnang

Cnocobbl 3anycka MS Excel
IkpaH MS Excel

[TaHenn MHCTPYMEHTOB
CTpoka OCHOBHOIO MEHIO
PaboTa ¢ nucrtamun n KHuramm



