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OIIEKTPOHHBIC TAOIUIIEI

TepMUHBI U TIOHATUS

JIOKyMEHTOM, T. €. 00beKTOM 00paboTKu Excel siBisieTcst daii ¢
IPOMU3BOJBHBIM HMMEHeM Hu pacummpenueM xlIs. B tepmumuax Excel
Takond (alJl Ha3bIBacTCs pabouert kHuzou. B kaxgom daiie
pazMemaeTcs oT 1 10 255 3aeKTpOHHBIX TA0IHII, KaXKAasi U3 KOTOPBIX
HA3bIBACTCS paodouum jaucmom. Kaxapili JUCT COCTOUT U3 65 536
CTpOK M 256 cTosi0110B. CTPOKH HYMEPYIOTCS LICABIMHA YMCIIaMHM, a
CTOJIOLIBI — OYKBaMU JIATUHCKOTO andaBuTa. Ha nmepecedennn crodna
U CTPOKH PACIIOIaraeTcsi OCHOBHOM CTPYKTYPHBIM 3JIEMEHT TAOIHUIIbI
— AYelka. B akmuenylo auenuky, B KOTOPOM HAXOIUTCI KypcCop,
MOKHO BBOJIUThH TEKCT WJIM YHCIIA.

[HIupuHy cTOJIOA U BHICOTY CTPOKU MOKHO U3MEHST.
Anlpec WM KOOPAWHATHI SIYEMKHU COCTABISIOTCS M3 O00O3HAYCHUS
cT01011a M1 HOMepa cTpoku, Harpumep Al, C20.

Pa3mepsl TaOIMIBI TO3BOJISIFOT 00padaThIBATh OTPOMHBIE OOBEMBI
MH(pOpMaIIHH.




3anyck Excel:

" ménkuure Ha 3Hauke Excel gl Ha manenu Microsoft Office;

MO0 mEnkuuTe Ha kHomke Ilyck u BeiOepute Excel u3 MeHto

IIporpammei;
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* MOJKHO Taxoke 3anycTuTh Excel ABaKJbI H_[éJ'IKH B Ha 3HAYKC @ 100010
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Cmpyxkmypa oxkna Excel

Crpoka 3arojioBka

I'naBHOE MCHIO [Tanenn HHCTPYMEHTOB
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BIACJICHHUC AYCCK
1. HI€nkHyTh B A4EHKE, YTOOBI C/IeJIaTh €€ aKTUBHOM.

2 IIEnkHYTh U NEPETAIMUTh YKa3aTelb 110 JUaroHaan, YTOObI BBIJCIUTh

AT RAOILI-OUL AT
AX1IAL1IAOVUI1l 7171VVIN,

3. IIE€nkHyTh HA 3arOJOBKE CTPOKHU WM CTOJIONA, YTOOBI BBIAEIUTH CTPOKY HIIH
CTOJIOELL.

4. HIE€nkHYTh HA KHONIKE BbIAeJUTH BCE (B JIEBOM BEPXHEM YTy JINCTA,
HaJl 3ar0JIOBKAMU CTPOK), YTOOBI BBIJEIUTH BCE STYEHKHU.

HepeMemeHne 0 padoYuM JUCTaAM

e [[EnKHYTH Ha APJBIYKE HY’KHOTO JIUCTA, YTOOBI BEIBECTH €r0 Ha MEPETHUI
TLJIAH.
e lcnonp30BaTh IS MEPEMEIICHUS MOJOCHI MPOKPYTKHU CIIPaBa U BHU3Y
pabouero Jmcra.
* Hcnonb3oBaTh kiaBuiu nepemenieHus (<PageUp>, <PageDown> u T.11.).
» Jlog epexona K KOHKPETHBIM MECTaM MCI0JIb30BaTh Komanay Ilepeintu u3

MeHro IIpaBka.
e Hcnonb3oBaTh KHONKY BhiaesuTs B quanoroBoM okHe Ilepexon, 4ToObI
HANTH KOHKPETHBIC DJIEMEHTHI (3arucH, POPMYIIBI U T. 11.).




BOA TECKCTa

o JI1oOBIC CUMBOIJIbI, OTJIMYHBIC OT YUCCJI, PACCMATPUBAIOTCA KAK TCKCT.
e C ITIOMOIIIBIO KJIaBHUIIIN Ta6YJ'I}II_II/II/I MOXHO IICPpCMCIIATLCA MCKIAY sTYECKaMU

B BEIOpDAHHOM JIMaIla30He.

B Pain  [paeka Bua Beraska Popmar LG

paBKa TCKCTa Dlzlal slRly] &[Blal] o
1. BeiaenuTs s4eiKy, COmepIKaIIyro TEKCT. Jvial Cy =0 = x| x|u]

M3MEHUTH TEKCT B CTPOKE POPMYII.

2.

3. HIénkuyTh Ha KHONKe BBoAA [] B cTpoke Gpopmyin _ T

4. HIEnKHYTHh Ha KHOIKE OTMECHBI IUIsL OTKa3a A | B C
OT U3MECHEHUU.

BBoa v (popmMarupoBaHue yuceJl

» JIro0as 3amich, HAUMHAIOMIASICS C YHCIIa, 3HaKa JIEHS)KHOM equHunbl §, +, —
WJIA OTKPBIBAIOIIEHCS CKOOKH, CYUTACTCS YHUCIIOM.
* YrtoObI BBECTH YHUCJIO B STYCHKH, IPUHAJIJIC)KAIIIUE HYKHOMY JHaIa3oHy,

MOXHO BBIACINUTD AWAIIA30H U IICPCMCIIATHCS 110 STYCUKaM C ITIOMOIIIBIO
KJIaBHUIIIN Ta6y.]'I}II_II/II/I.

BOJ (hopMy.a
« Bcerna HaunHars BBOA (hOpMYJT CO 3HAKA —.

e CocTaBisTh (POPMYJIBI, UCIIOB3YS aJpeca IYEEK U ONEPATOPHI.
* BBox opmynbl 3aBepiiaTh METYKOM HaKaTUEM KiaBuiu <Enter>.
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Konuposanue gpopmy.a

1. Bbiaenutsb siueiiky ¢ (GopMysnon.

2. BpIBeCTH yKa3arejb MbIIIM B HUKHUM [IPABbIM yTOJI SYEHUKHU, (IIPU 3TOM OH
CTAHET YEPHBIM ILTIOCOM).

3. llporamuTh yKa3areiab MBIIIH IIPU HAXKATOW JIEBOW KHOIIKE MBIIIIH 10 TEM
s4eiikaM, Ha KOTOPbIE KOMUPyeM (pOopMyITy.

AOCOJIIOTHASI CCBLJIKA — CChIJIKA HA SAYEHKY, HE N3MEHSIOIIANACS IIPH
KOIUpoBaHuM, Harpumep $AS$1.

OTHOCUTEIBHAA CCHLJIKA — CChIIKA HA ﬂqeﬁKy, U3MCHSIOINAACS IIPpU
KONUPOBAHWU, Harpumep Al.

CMelmaHHada CChIJIKA — CChUIKA JIMIIb YaCTUYHO a0COJII0THAS, HAITPUMEDP
SAL.




Coo00111eHUA 00 OIIMOKAX

Cmﬁmﬂumqm#

PacnipocTpaHéHHbIE OIIMOKM:

#/IEJI/0! — B bopmysie oOHapyXeHO JiesieHue Ha 0;

#UMA? — nMmeHa s4eek (CChUIKH) CoJIep>KaT HEIOMYyCTUMbIE CUMBOJIBI,
HanpuMep, pyCCKue OyKBBHI;

#3HAY! — 3HadyeHWe BEIWYUH, UCIIOJIb3YEMBIX B JOpMYyJIE, HE

COOTBCTCTBYCT HX THUITY, HAITPHUMCP, ACJIACTCA ITOIIBITKA
BBIITOJIHATD apI/I(I)MCTI/I‘ICCKHC I[GﬁCTBHH HaJl TCKCTOBBIMH

JTAHHBIMU;

HH#A#F  — IIAPUHA TYEUKH HE JI0OCTATOYHA, YTOOBI B HEM OTOOPA3UTH
3HAYECHHUE;

#H//[ — B (hopMyJie €CTh CChUJIKA Ha SYEHKY, HO 3Ta sYEHKa
nycrasi;

#UUCJ/IO! — B QyHKIIMU UCIIOJIB3YETCSI HEMIPABWIBHBIN apTyMEHT.




OCTPOEHHE AuarpamMm

1. BeiaenuTh B TaOIMIIE HYKHBIE JIJIS1 IOCTPOCHUS JaHHBIE (€CJIU TaHHbIE
PAacIoJIOKEHBI B HECMEKHBIX JIMalla30HaX YACPKUBATh HAKATOM KJIaBUIITY
<Ctrl>).

[1énkHyTs Ha KHONIKe MacTep Juarpamm [l ‘

B nosiBuBIIEMCS OKHE BBIOpaTh THI 1 Bua quarpamMmai.

Bri0paTh, rj1e pacnoyio’KeHbl JaHHBIE: B CTPOKAX MJIM CTOJIOIAX.

Bri0opath pacnonoxenue Jlerenabl (IOSICHEHUS) U TUI OANMCEN TaHHBIX.
Bri0OpaTh pacnonoXeHue quarpaMmMbl (Ha OTJIEIBHOM JINCTE WU
HUMEIOIIIEMCH ).

AN

MDopMmaTupoBaHue 00J1aCTH TUATPAMMBbI

* Bcro o0nacTe nuarpaMmbl MOKHO TlepeMeliarh, MoJJ00HO TOMY Kak
IEPEMEIAEM PUCYHOK.

» JIroOyro 4acTh AUarpaMMbl MOXKHO PEIaKTUPOBATh, IIPEIBAPUTEIHLHO
BBIJICJIUB €€.

e [I[€nkHYB NpaBOil KHOIKOW Ha JIIOOOW YaCTH AUArpamMMbl, MOKHO
BBIOpATh B KOHTEKCTHOM MEHIO PopMaT psiJioB TaHHbIX.

e B OTKpBIBIIEMCS IMAJIOTOBOM OKHE MOXHO BBIOHMPATH LIBET T'PAHULIBI U
3aJIMBKH, & TAKKE PEIAKTUPOBATH MOMAIIMUCH JJAHHBIX U B3AUMHOE
PACIIOJIOKEHUE YACTEU JUArPAMMBI.




