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JlabopaTtopnas paGora Nel

OCHOBHBIC MAHUITYJISIMHU € TAOIMIAMH. JTaNbl PEeLICHUs 32Ja4H C
MOMOIIBI0 TA0JMYHOT0 npoueccopa. OCHOBHBIE METOAbI ONITUMHU3ALUH
(o6seruenus) pa6otrsl B Excel. Pacuernnie onepanun B Excel. Jloruueckue

GyHKIUM

Ilenv nabopamopnoit pabomut

HonyquI/Ie OCHOBHBIX HAaBBIKOB pa6OTLI B JICKTPOHHBIX T36J'II/IHaX

Teopemuuecxue noJioJ#cenus

1. OcHOBHBIE MAHUNYJISIUH € TA0JIMIIAMH

Ilepememienne no Ttabiune. [y BblIesneHUs JIOO0OH suelku TaOIMLBI JTOCTATOYHO
IIEJKHYTh Ha Hed Mblblo. KpoMe TOro, KypcopHyr paMmKy MOXKHO IepeMellaTh B JII00OM
HaIpaBJIEHUU KJIaBHIIAMU Kypcopa («—,— T,|). s nepemenienus no paboyemy JIMCTy MOXKHO
UCIIOJIb30BaTh CTAHIAPTHBIN MEXAHU3M I10JIOC POKPYTKH (CTPEJIKU U OETYHKN).

UroObl MIHOBEHHO NEpPEHTH K HYXHOH sueiike TaONHIbI, MOXXHO BBIOpAaTh KOMAaHIY
[TpaBka-IlepeiiTu..., a 3areM B auamoroBoM okHe B mnosie CcblUlKa ykKa3zaTh ajpec sUeHKU U
menkHyTh kKHonky OK. Ecnu uckomast sueiika MMeeT UM, MOKHO IPOCTO BBIOpaTh €ro B
PaCKpBIBAIOILEMCS CIIUCKE T0JIS1 UMEHH.

Jlns mepexosia K Jpyromy JIMCTY pabodeil KHUTM HYKHO LIEJKHYTh MBIIIBIO Ha SIPJIbIKE
JMCTa B CIIUCKE JIMCTOB B JIEBOM HMXKHEHM 4acTH OKHA TaOuuibl. ECiu ApIiibIK HYKHOTO JIUCTa HE
BUJIEH, TO JUUISl €70 BBIBOJA UCIIOJIB3YHTE KHONKHU IMPOKPYTKHU JIHCTOB.

Brigenenue gpparMeHToOB 37€KTPOHHOM Tabnuibl. Beinenenue pparMeHTOB TOKyMEHTa B
Excel urpaer 1y e ponb, 4to W B JApyrux mnpuioxenusx Windows, MMEHHO K TakuM
¢parMeHTaM TOPUMEHSAIOTCS  BbIJlaBaéMble BaMU  KOMaHJbl KONHPOBAHUS, YAaJeHUS,
dbopmatupoBanus U T.1I. Sueiika JIEKTPOHHON TaOJIHIIbI, OKAMMIIEHHAs] CEPON PAMKOM, SIBIISIETCS
BblJIeIeHHON (Tekyiueit). IlepenBurate pamMKy MOXKHO C IOMOLIbIO KIJIABUII YIpPaBJICHUS
KypcopoM, MO3TOMY €€ 4YacTO Ha3bIBalOT KYpPCOPHOH paMKOH (C 3TUM IOHATHEM BBl TaKKe
3HaKOMBI). [ BeIIEIEHUS TI0O00H sTYeHKU T0CTaTOYHO IIEIKHYTh Ha HE MBIIIBIO.

OueHb yacTo BaM MpPUJETCS BBIIENATH OJOK sS4YeeK, T. €. MPSIMOYTOJIbHBIM CEKTOp
TaOIHITBI, BBIPE3AIONIMNA HECKOJIBKO CTPOK M CTOJIONOB. Jlnsi BhImeneHus OJioka HE0OXOAMMO
YCTaHOBUThH yKa3aTellb BHYTPU JIEBOM BEpXHEHW siuelkM, HaXaTb JIEBYI0 KHOMKY MBIIIHA U
CMellaTh yKa3aTellb 10 JMAaroHaju K MpaBoMy HUKHeMy yriy Onoka. [Ipu aToM mepBas sueiika
BHEIITHE HE MU3MEHSETCS, a OCTAIBHBIC OKPAIITUBAIOTCS B YEPHBIN 1IBET. TeKyIui pazmep 01oka B
IIPOLIECCE BBIJEIICHUS BbICBEUMBAETCA B nosie uMeHu (Hanpumep, 4Kx3C, T. €, yeTslpe CTpPOKH,
TpH CTOJIOLA).

YToOBI BBIIEIUTE:

* IeNblid cTONOel] — INEJKHUTE MBIIIBI0 HAa COOTBETCTBYIOIIEM HOMEpE B 3arojioBKe
CTOJIOIA;



* LIETYI0 CTPOKY — IIEJIKHUTE MBIIIbI0 HAa COOTBETCTBYIOLIEM HOMEpE B 3arojoBKe
CTPOKHU;

* BCIO TaONMUIly — IIEIKHUTE Ha JIEBOUM MyCTON KHOIKE B 3arojioBke croyiona. Oopatute
BHUMaHWE, 4YTO BBIJICIICHHAs s4eiika, CTOJNOel, CTpOoKa, TalnWila — YacTHBIM cCiydai
BBIJICIIEHHOTO OJIOKA STYEeK.

Ecnu nHeoOxomumo oTdopmMaTHpOBaTh YaCTh SUEHKH, Bbl MOXKETE BBIACIUTH ATY YacTh B
ctpoke (opmyin ¢ momoreio kKiaauiu Shift u cTpenok kypcopa, Tak ke, Kak 3TO JeIaeTcs B

nokymenrax Word.
JInst OYMCTKH BBIIEICHHOTO OJIOKA SYEEK MOYKHO BOCIIOIB30BaThCS KoMaHaou IIpaBka-

O4ucTUTh, KOTOpas IMO3BOJSIET YAAJIUTHh JHUOO BCE COJIEPKUMOE S4eeK, JHO0 Kakue-TO ero
asieMeHTHI (mpuMevanue, Gpopmar). J[ist 3Toil ke e Bbl MOXKeTe Haxarth kiapuiry Del.

st BCTaBKM su€eK, CTOJIOLOB MM CTPOK MOKHO BOCHOJIB30BAThCS KOMaHIAaMU MEHIO
BceraBka: Aueiiku, Ctpoku, Cronbusl, Jlucr. st ymaneHusl BBIACIECHHBIX CTOJIOIOB, CTPOK,
A4EeEeK MOXXHO BOCIOJIb30BaThCs KoMaHaamu MeHto llpaBka-Ypamute. st ynaneHus nucra
ucnonb3yiite komanay [IpaBka-VY ganuts aucr.
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Puc. 1. KoutekcTHOE MEHIO

BrimonHenue omneparuii mepemMenienns, KONUPOBaHUS U BCTaBKH (PParMEHTOB TaOIHUIIBI
yI00HO BBHITIOJIHATH € MIOMOIIBI0 Oydepa oomeHa. JloctatouHO BBIACIUTH ()parMeHT TaOJIUIIBI U,
HIEJKHYB MPaBYIO KHOIKY MBIIIH, BEI3BaTh KOHTEKCTHOE MEHIO, KaK MTOKa3aHo Ha puc. 1.

B KOHTEKCTHOM MEHI0O MOXKHO BBIOpaTh KOMAaH/AY BBIMOJHEHUS HYKHOW oOIepauuu:
BeipesaTs (momectutsb B 6ydep oOMeHa, ynanus u3 tadbnuisl), Konuposars (momecTuts B Oydep
o0OMeHa KOIHIO BBIAETICHHOr0 (pparmeHTa Tabauubl), BeraButs (13 Oydepa oOMeHa B TabuILy).

B HekoTOpBIX ciyyasx ajpeca siueeK NP BBITOJHEHUH 3TUX KOMaH/ MOTYT U3MEHSATHCS.
Kak u B apyrux npunoxenusx Windows, Bel MoxeTe epeMecTUTh (CKOMMPOBATH) BbIICICHHbIH
010K sT9eek MeToIoM «B3sTh 1 oTTamuTh». YTOOB! BOCTIONB30BATHCS ATHM METOJIOM, yKa3aTelb
MBIIIH CIIEYeT YCTAHOBUTH HAa PAMKY BBIIEIIEHHOTO OJ0Ka (yKa3arenb MpUMeET (pOpMy CTPEITKH)
U «Tam|Th» OoK. [loMHUTE, YTO TIPU KOMMPOBAHHUH CIEAYET YACPKUBATH MPIIKATON KIIABUIILY
Ctrl

IMounck u 3amena. B Excel cymecTByer BO3MOKHOCTh HAXOIUTh yYKa3aHHBIH TEKCT WA
Yyuciaa M aBTOMATHYECKM 3aMellaTh HaijieHHble JaHHble. MOXHO HalTH Bce SYEHKH,
coJepXkalie OAMH W TOT e BHJ JAaHHBIX, Hampumep GOpMYyJbl, a TakXke SYeHKH, 4Ube
COJICPKMMOE HE COBMAJACT C COAEPKUMBIM TeKyIlled sueiiku. [y moucka JaHHBIX B CIIMCKE
Excel mo3Bonsier ucnosp30BaTh (GHIBTPHI, MOKA3bIBAIOIIME CTPOKH C HYXHBIMH JAHHBIMHU.
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Hampumep, wu3 cnucka o00OpyIOBaHMS MOXHO W3BJ€Yh JIaHHBIE 110 HAWMEHOBAHUSIM
00opyIoBaHusl, KOTOPbIE TPUOOPETEHBI B OJTHOM 3K3EMIUISIpE.

[Touck Tekcra m uwucen. s moucka TEKCTa W YMCEN BBIJCIWTE JIHUAMNA30H sSYEEK, B
KOTOPOM OYAET MPOBOJUTHCS MOUCK, UM HABEAWTE yKa3aTellb Ha JIIOOYIO SUEHKY U HAXMUTE
KHOIIKY MBIIIH, €CTIU TpeOyeTcs MPOBECTH MOMUCK MO Bcemy aucTy. B Mento [IpaBka BeiOepuTe
komanay Haiitu. B mone Uto amanoroBoro okHa HalTu BBeIUTE TEKCT WJIM YHUCJA, KOTOPHIE
HY)KHO HalTH, 3areM B criicke O0JacTh MOMCKA BHIOEPUTE THUIT JAHHBIX, CPEIU KOTOPBIX OyneT
MIPOM3BOUTHCS TIOMCK, YKOKUTE MO CTPOKAM WJIM CTOJIOIaM KakK BBITIOJHATH MOUCK, YUYUTHIBAThH
JIM PETHCTP, BKIFOYUTH WJIM BBIKIIOUUTD IMOMCK CIIy4aeB MOJIHOTO COBHAJACHHS 00pasiia IMOKCKa ¢
COJCPKUMBIM stueiiku. J{st Hayana nmoucka menakHuTe kHonky Haiitu nanee. Eciam HyxHo Oynet
OCTaHOBUTH MOUCK, HAXKMHTE Ki1aBuiny ESC.

J1Jis 3aMEHBI TEKCTa ¥ YHCEN BBIJCIIUTE AUAMAa30H, B KOTOPOM OY/IeT MIPOBOAUTHCS MTOUCK,
WIK HaBEAWTE YKa3aTellb Ha JIIOOYIO sUeHKYy M HAXKMUTE KHOIKY MBIIIH, €CIU Tpedyercs
MIPOBECTH MOMUCK 10 BeceMy JucTy. B mento IlpaBka BeiOepute koMany 3ameHuTh. [locne atoro
Ha DKpaHe OyAeT PacKphITO TUATOrOBOE OKHO 3aMEHUTH (puc. 2).

3amMeHuTb I!'I

Ioc‘npa:-, roncKa

33MEHMTD HA! &J
OBOe 3 o e 2
lHUEU':‘ 3Hau _Hnr_‘l 2a9MEHNTE I

MpocHaTpusaTs: Inc. CTPOKaM v| I yumbiears perncrp
[ Suebica uenmkom

3aMEeHNTL BCE

Puc. 2. OxkHO moucka v 3aMEHBI

B nose Uto BBEgUTE TEKCT WM YKCIA, KOTOPBIE HYXKHO HAlTH, 3aT€M B I10JI€ 3aMEHUTH
Ha BBEJUTE YEM 3aMEHUThb. ECIM BBl XOTUTE yJalIUTh CUMBOJIBI, TO B Ioje YTO OCTaBbTE MOJIE
3amMeHNUTh Ha mycThIM. /{11 Havanma moucka menkHuTe kHonky Haiitu manee. Ecin 3agaHHbBIN
BaMH 00pa3 MOUCKa OTCYTCTBYET, TO MOMCK 3aKaHUYMBAETCS U 00 3TOM BBIBOJUTCS COOOLICHHE.
Kax Tonpko Oyzaer HaliileHO MepBoe BXOXKJIEHUE 3aJaHHOro B nosie Uto oOpas3a moucka, MOMCK
PUOCTAHOBUTCA, a sf4eiika ¢ HalJIeHHbIM (parMeHTOM OyneT BblaereHa. UToObl 3aMEHUTH
HaliIcHHbIE CHUMBOJIBI, BbIOEpUTE KOMaHAY 3aMeHUTb. Eciu Bbl XOTUTE 3aMEHUTH BCE
BXOJKJICHUSI, IIEJKHYTh KHOIIKY 3aMeHUTh Bce. UTOOBI OCTAaHOBUTH MOMCK, HAXKMUTE KJIaBHUILLY
Esc.

OTtobpakeHue CTPOK TaOMUIBI C MCIONb30BaHMEM (uiIbTpa. PUIBTPHl MOTYT OBITh
UCIMOJIb30BaHbl TOJIBKO JJIi OJHOM Tabiuipl Ha jaucre. s orGopa oToOpa)kaeMbIX CTPOK
YKa)XUTE siYeiKu B punbTpyemMoii Tabmuiie, 3areM BeiOepuTe komanay OunsTp B MeHio [laHHbIe,
a 3aTreM — KoMaHay ABTopuiabTp. YToOB OTHUIBTPOBATH CTPOKH, COAEPIHKAIIHNE ONPEAETICHHOE
3HaYeHHe, HAXKMUTE KHOIIKY CO CTPEJIKOM B cTONOIE, B KOTOPOM CO/IEPKATCA UCKOMbIE JJaHHBIE,
U BpIOEpHTE 3HAUEHHUE B CIIHCKE, KaK MOKa3aHoO Ha puc. 3.
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Puc. 3. Beibop 3nauenus st punabTparmy TaOauIbl

BriOupast apyrue cTonOubl W 3ajaaBas 3HA4YCHUS JUIS (DUIBTPAIMU, Bbl MOXKETE BBECTH
JIOTIOJTHUTEIIbHBIC OTPAHUYCHHUS JJ1s1 3HAUCHUH B APYTrUX CTOIOIAX.

YroObl OTHMIBTPOBATH CIUCOK IO JBYM 3HAYEHUSM B OJHOM CTOJIOIE WM MPUMEHHUTH
OTJIMYHBIC OT PAaBEHCTBA ONEPATOPbl CPABHEHHMS, HAKMHUTE KHOIKY CO CTPEIKOH, a 3areM
BbIOEPUTE MMYHKT Y CJIOBUE.

Ecnu nanHble yxe OTQUIBTPOBAHBI MO0 OJHOMY M3 CTOJIOIIOB, TO IPU KCIOJIB30BAHUU
bunbTpa AL OPYroro CToiOma OyayT MPEAIOKEHBI TOJIBKO T€ 3HAYCHUS, KOTOPHIC BHUIHBI B
OT(UIBTPOBAHHOM CITHCKE.

C nomotpo KoMaHabl ABTOQHIBTP Ha CTOJOEI] MOKHO HAJIOKUTh JIO JIBYX YCIOBHUH.
Hcnonp3yiiTe pacmiupeHHbId (QUIBTP, €clii TPeOyeTCsl HAJOXHUTh TPH WM OoJiee YCIIOBHIA,
CKOMHMPOBATh 3allUCH B JPYroe MECTO WM OTOOpaTh JaHHBIE HAa OCHOBE BBIYHCICHHOTO
3HAYCHHSI.

Otrmena u noBTopenne komana. Excel, kak u Word, B OONBIIMHCTBE CiTydacs
MO3BOJIICT OTMEHHUTHh HEYJAYHO BBIMOJIHEHHYIO KOMaHIy, a TaKXXe MOBTOPUTH IOCIIEIHIO
BBIMTOJIHEHHYIO KOMaHAy (kHONMKH OTMeHHTh ¥ BepHyTh Ha MaHeNW WHCTPYMEHTOB
Crangaptras). OOpartute BHHUMaHHe, urto B oriamure or Word Excel momyckaercst oTMeHa
TOJILKO OJTHOW KOMAaH/IBI.

2. JDTanbl pelieHus 3a1a4M ¢ MOMOIIbI0 TA0JMYHOI0 MpoLeccopa

Kaxnmaeiii pas, wucnosip3ys Tabnudsblii mporeccop Excel mms  pemienus 3amauw,
BBITIOJHACTCA HEKOTOpasd MOCICAOBATCIIBHOCTL MIAroB, KOTOPYHO MOXKHO HAa3BaTb OJTallaMH
pemenus. Kakue 3To 3Tambl U B Kakoil MOCIENOBAaTENbHOCTH OHM CIEAYIOT APYT 3a IPYrom,
paccMOTPHUM Ha MPUMEpPE COCTABJICHUS NMPOCTOI TaOIMIIBI pacueTa CMEThl 000pyIoBaHus oduca,
B KOTOPOM MOACUYUTAEM 3aTPAThl HA TPHUOOPETEHUE DIIEKTPOHHO-BBIYUCIUTEIFHON TEXHUKH.

[lepBbIil 3Tanm - aHanM3 MCXOAHBIX JAHHBIX M TOCTAHOBKA 3anayu. lIpoananusupyem
TEKCT 3aJla4l W OMpPEJIeTNM HCXOJHbIC IaHHBIC 3a/la4i: HAMMEHOBaHUE 000OpYIOBaHUS (TEKCT),
KOJIMYECTBO MPUOOpETaeMbIX EAWHHII O000pyAOBaHUSA (YHUCIO), CTOMMOCTh  CIUHUIIBI
00opyoBaHus (YUCIIO B WH. BAIIIOTE), KypC MH. BAJTIOTHI (YUCIO). Y CTAaHOBUM, YTO MBI JOJKHBI



paccuuTaTh B 3ajjaue CIEAYIONIME BETUYMHBI: CTOMMOCTh BCEX E€IMHUI] 000PYAOBaHUS OJHOTO
HAaUMEHOBAHHUS C YUYETOM Kypca BaJIOThI, UTOTOBYIO CYMMY 3aTpart.

Bropoii sTan — co3gaHue HOBOM TaONMIBI M BBOA MCXOIHBIX JaHHBIX. st co3maHus
TaOJIUIBI MOKHO ILIENKHYTh KHOMKY Co3/1aTh Ha maHean WHCTpyMeHTOB CraHpmapTHas. 3aTem
BBECTH JJaHHbIC U M3MEHHUTH pa3Mepbl CTOJOLOB, TaK YTOOBI B HHUX IOJHOCTHIO OTOOpa)ascs
TEKCT, KaK IM0Ka3aHOo Ha puc. 4.

Tpernit sTanm — onucanue pacueToB. B sueiiky D4 HeoOXoauMO MOMECTUTH CyMMY
3aTpaT Ha MPUOOpEeTEeHHE KOMIIBIOTEPOB B PYyONIsiX, KOTOpas MOJICUMUTHIBaeTCs 1o ¢dopmyie
B4*C4*B2.

Jnst BBoa (popMyIibl HYXKHO BBIIENUTH siueiiky D4, 3aTeM menKkHyTh KHONIKY = B CTPOKE
BBOJIa (hOpMYJI, IIENKHYB A4eiiKy B4, BBeCTH MepBBIi OnepaH, MEIKHYB KIABUILY «*», 3a1aTh
OTIepalMI0 YMHOXKEHUS, MIETKHYB siueiiky C4, BBECTH BTOPOI OIepaH/, MEIKHYB KIABUILY «*,
3a/1aTh ONEepali0 YMHOKEHHUS, IIEJIKHYB sYeliky B2, BBeCcTH TpeTHil onepas.

Tak kak agpec siueiiku B2, B KOTOpoW pa3MelieH Kypc MH.BaJIIOThI, TOJDKEH OCTaBaThCs
HEU3MEHHBIM IMIPH MOCIEAYIOIIEeM KOMUPOBaHUU (OPMYIIBI
BBIUMCJICHHUSI CYMMBI B pyOJsiX, TO 3aJaauM aOCOJIOTHYIO ajpecanuio sueiku B2, mms uero
nienkHeM knasuiny P4. Tlocie sToro B m300pakeHMM CCHUIKM Ha sueiiky B2 mosBUTCS 3HAK
nosapa ($): $B$2. 3aBepiium coznanue Gpopmyiibl Beraucienus, meaknys kaonky OK. TTocme
aTOrO B stueiike O4 HEMEIUICHHO TMOSBUTCS Pe3yJIbTaT BBIYUCICHHI, a B CTpoke (Gopmyn Oyzaer
u3o0pakeHa Gopmyiia, o KOTOPOH BBIMOJIHACTCS BhiuucieHue: =B4*C4*$BS$2.
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Puc. 4. Oxuo Microsoft Excel ¢ BBeneHHbIMU JaHHBIMU 3a1a4U

Tak kak cCyMMBbI 3aTpaT Ha IPUOOpPETEHUE OCTAIbHBIX HAaMMEHOBAaHUN 00O0PYIOBaHUS
BBIYHCIISTFOTCS TIO aHAJIOTHYHOU (hopmyiie, ckonupyeM Gopmyiry u3 staetiku B4 8 B5:B9.

Jlnst yrouHeHus mopsijika KonupoBanusi Gpopmyn B cripaBke Excel Bbibepem B MeHIO «?»
KomaHay Bei3oB cnpaBku, Ha Bkiaake Iloumck 3amanum o0pa3 «KOMHMpPOBAHUE», B CIIUCKE
HallIeHHBIX pa3zenoB BeIOepeM [lepemertienre miy KonupoBaHue (GOPMYIbI U IIETKHEM KHOIKY
IMokazare. Ilocme sToro Ha skpaHe Oyner OTKphITo OkHO cmpaBku Excel (puc. 5). U3yuus



CIPaBOYHYIO MH(OPMAIUIO, 3aKPOEM OKHO CIIPaBKH, IIEIKHYB KHOIKY 3aKpbITh OKHO B IIPABOM
BEPXHEM YTy OKHa.

Wrak, mist konmpoBanust Gpopmyiel u3 sueiiku 14 B BS:BY Boinenum siueiixy B4, 3atem
YCTAaHOBUM KYPCOp MBILIM Ha PaMKYy BBbIIEJIEHUS M HaXKMEM JIEBYIO KHONKY MblmM. [Ipuxas
kiaBumry Ctrl, neperamum Mbiibio BeienaeHue ¢ B4 na OS5, yaepkuBas HaKaTrol KHOIKY
MBIIIY.

n Microsoft Excel % = R E I

Pazgeno Mapamerpol

MepemeweHue unu KonMpoBaHue hopMynbl ii

Mpy NepemeweHn HOPMyNb! CCINKKU, PACNONOKEHHLIE BHYTPWU QIOpMYNbI, He

CBEAEHUA N0 AGCONIOTHLIM W OTHOCUTENEHBIM CCLINKAM HAKMUTE KHOMKY 2

1 Buifiepute Aueiiky, cOAGPXKAWYI0 KONUPYEMYIO UK NepeMewaemyio Gopmyny
2 VCTaHOBUTE YKa3aTeNb Ha PaMKy BLIACMEHUA N HAKMUTE KHONKY MblLW

3 [nAa nepemeweHna ALK NepeTawmTe BoIAeNeHue, YAePKUBAA HAXKATON
KHOMKY MBI, B HeoBxoaumyio oBinacte. Microsoft Excel 2amenur pce _'_]

Puc. 5. Oxno cnpasku Excel [Tepemenienue win KonupoBaHue GopMyJibl

Jlnst xomupoBaHUS (OPMYJIBI B NMPHUMBIKAIOMIMKA K JaHHOW sSYEHKe IMana3oH BHYTPH
cTosI0a WM CTPOKH YAOOHO HUCIIOJIb30BaTh MAapKep 3amoiHeHus. s 3Toro BbLIENUM SYEHKY
B4, conepxkaiyto Gpopmyity, U epeTaimm Map Kep 3anoiaHeHus B quana3oH B B5:09 (puc. 6).

55597

/
e ['

Mapxep 3mnwmﬂ

Puc. 6. Mapkep 3anoyiHeHHs

Jlj1g BBIYMCIIEHUSI UTOTOBOM CyMMBI 3aTpat B siueiiky D10 BBeneM Gpopmyiy BBIUNCIEHUS
cymmbl siueek D4:D9, mns yero Bbyaenum auana3oH sueek D4:D9 u menknem kHomky E
(ABTOCYMMA).

UYerBepThlii 3Tall — aHANU3 TMOJMYYCHHBIX pE3yNbTaTOB. Pe3ynbTaThl BBIMOTHEHUS
JeiicTBUi mpuBeieHsb! B Ta0I. 1.

Ornenurte moiydyeHHble pe3yibTaThl. OOpaTuTe BHUMaHHUE, YTO (PAKTUYECKU COCTaBIICHA
HeOoJbIlasg MIporpamMma, KOTOPYIO MOXKHO MCIOJIb30BaTh JUIsi MHOTOKPATHBIX IEPECUYETOB.
Hampumep, eciu u3MEHUTHh OJJTHO MJIM HECKOJIBKO YHCEIT B UCXOJHBIX JaHHBIX, BCE CYMMBbI OYAYyT
NepecynTaHbl aBTOMAaTHYECKH. boiiee TOro, MOXHO MOAMGUIMPOBATH CTPYKTYPY TaOJHIIbI,
HAIpUMep, YOAIUTh CTPOKY C 3alKChI0 O MOJEME WJIM BCTaBUTh HOBYIO CTPOKY U (pOpMyJiBI B
utorax OyayT HW3MEHEHBl aBTOMAaTH4ecku. [Ipu oOIleHKe pe3yabTaTOB YacTO BO3HUKAET
HEO0OXOIUMOCTh MMPOCMOTPETh POPMYJIBI B siueiikax Tadnuibl. s mpocMoTpa GopMynbl HY:KHO
BBIICTIUTH SIUEHKY U B CTpoke ¢opmyn Oyaer BbiBeaeHa dopMylia B JaHHOHM siueiike. Ecmu
TpeOyeTrcss mpocMOTpeTh (QOpMyJbl BO BceX suelKax TaONMIBI Ha JaHHOM JIUCTE, TO MJIs
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MEPEKITIOUYCHUST PEKUMOB TIPOcMOTpa (hOpMYJ U MPOCMOTpa 3HAYCHUH (HOpMyYI ClieqyeT HaXaTh
Ctrl +° (;ieBast kKaBbIUKA).

Tabmuna 1
Cwmera obopynoBanus odrica

A B C D

} 1 Cwmera obopynoBanus opuca

e —

3 HaumenoBanue KomuuectBo | llena Cymma B py0. ]
1

| 84957,39 |

2 Kypc Banmornt 28,45 }
‘ 4 | Kowmneiorep Pentium 11 3 651.4 55596,99 |
{5 [TpunTep/konup/ckanep 1 693 19715,85 |
76 | VicTounmK becriepebOiHOro MiTAHHA | I 98,5 2802,325 |
}T]Tmemm Kapra 3 55 4694,25 |
N T S— T [ s [ Tmrms |

9 —l_BUKC JUTSA INCKOB 5 3 426,75
|

[10 | Utoro:

CnpaBa IIOKa3aHO, KaK U3MCHICTCA BH[ AYCCK CTOJ'I6LI8. B IIpu NCPCKIIOYCHUN PCKUMA

IpOCMOTpa.
Tabnuma 2
D D
Cymma B pyo0. CymmMa B pyo.
55596.,99 ] =B4*C4*§B$2 ]
19715,85 =B5*C5*$BS$2
2802,32 =B6*C6*$BS§2
4694,25 | =B7*C7*$BS2
172122 =B8*C8*$BS$2
426,75 =B9*C9*$B$2
84957,39 =CYMM(D4:D9)
Pexxum npocMmoTpa 3Hauenuii | Pexxum npocmoTtpa Gopmyin

N3menenue pexxuMa otoopaxenust opmMys U pe3ylbTaTOB BEIUMCICHH Ha JINCTE MOYKHO
BBITIOJTHUTH, BBIOpaB komauay [lapamerpsr B MeHto CepBuc. Ha Bknaake Bun nis oroOpaxeHus
dbopmyn B sueiikax Bkiounte ¢iaxkok Dopmynsl. Eciu BbI xoTHTE 0TOOpaXkaTh B sSUEKax
pe3yabTaThl BBIYUCICHUH, TO CHUIMUTE JTAHHBIN (IIaKOK.

[lareiit 5Tanm — pemakTupoBaHue TaOiuIbl. B OONBIIMHCTBE ciydaeB, MOCIE aHAIM3a
MOJIYYCHHBIX PE3YIbTAaTOB BBISBIISIOTCS HEIOYETHI, KOTOphIe TpeOyercs uchpaBuTh. [loaTOoMy
penakTHpOBaHUE TAOJUIIBI SIBIISIETCS BaXKHBIM ATAlOM B €€ pa3paboTke.

Ecnu B sueiikax TaOiHIBI TOSBISIOTCS OMIMOKH, TO MOXXKHO BOCIIOJIB30BaThCS CIPABKOM
Excel ans yrouneHusi xapaktepa ommOKd. BbI30BUTE crpaBKy, BbIOpaB KOoMaHIy Bbi3oB
CIpaBKu B MeHIO «?». Ha Bkiagke YkaszaTenb 3aaliTeé CIOBO «OIIHOKa», 3aT€M YCTAaHOBHUTE
Kypcop Ha pasjene omubOka ##### n menkaure kHOomky I[lokasats. B okue crpaBku Excel
Pa3pemenrie BompocoB, BO3HUKAIOUIUX MpU TMOSBICHUH OIIMOOK, BbIOMpas TUI OIIMOKH, BBI



MOJKET€ O3HAKOMHUTHCS C NPUYUHAMHM BO3HUKHOBEHHS JAHHON OIIMOKM W MeEpaMH IO ee
YCTPaHEHMUIO.

Jns U3MEHEHUs CONEPKUMOrO SUYECUKH CIEAYeT NBAXIbl IICIKHYTh SYEHKY, 3aTeM
OTPEAAKTHPOBATh COAECP)KUMOE stueiiku. [locie HM3MEHEHUs CONEPKUMOI0 SYEUKH HAXKATh
kinaBunly Enter nns coxpaHeHus M3MEHEHMH WM HaxaTbh KiaBuily E3c, ecnu Bbl XOTUTE
OTMEHUTH BHECEeHHbIE U3MeHeHus. Eciu Bbl yxe Haxanu Enler, To /Ui 0TKa3a OT BHECEHHBIX
M3MEHEHUH HYKHO BOCIOJIb30BaThCsl KOMaH10iM OTMeHUTh U3 MeHto [IpaBka.

Ecnu HyXHO, BBl MOXXET€ BCTaBUTh HOBBIE CTOJIOIBI WIM CTpokdU. Hampumep, ans
BCTaBKH B Hallly TaOJHILy CTPOKU ¢ HauMeHoBaHHeM CeTeBoil pUiIbTp B KOJIMYECTBE 2 IIT., [IEHa
KOTOpBIX 5,60, BbIIEAMM CTpOKY 9 1 B MeHI0 BeTtaBka BeiOepem komanay Ctpoku. Ilocie atoro
BCE CTPOKH, PACIIOJIOKEHHBbIE HUXKE, CMECTITCS Ha OJHY CTPOKY BHM3, U CTpPOKa BCTaBUTCS B
Tabnuiy. BBeseM B COOTBETCTBYIOIIME CTOJIOIBI ATOH CTPOKH JAaHHBIE M CKOIHPYEM B SYCHKY
B9 dopmyny pacuera u3 siueiiku BS. OOparuTe BHHMaHHE, 9TO CymMMa 3arpaT B sueiike Bll
ABTOMATUYECKHU NIEPEeCUUTaHa C y4ETOM JO0OaBICHHOIO 000pyA0BaHUS.

lectoit »tan — odopmiienne Ttabnunbl. Korma Tabmuna mpoBepeHa, HalJeHHBIC
OIMOKKA WCHpaBIIEHBbl, HACTyMaeT ouepens odTana odopmieHus Tabaumnsl. [loxpoOHyro
uHpopMalMio O mapamerpax (GOpMaTUPOBAHUS JUCTA, COJCPKUMOTO SYEEK BBl MOMKETE
noixyuuTh, BbIOpaB Ha Briaake Copepkanme ChopaBounoit cuctembl Excel Temy
PopMaTUPOBAHUE JTUCTOB.

Wrak, 3anaBas BHICOTY CTPOK M IIMPHHY CTOJOLIOB, BHIOMpAs TUIl FPAaHUL], LIBET U y30p
3QJIMBKH JUIS STYCCK, U3MEHSISI IPpU(T ¥ BEIPABHUBAHHUE JAHHBIX B SUYCHKAX, BBl MOXKETE CIIE/IATh
Tabnuiy 0oJiee HarJIsAHOM.

OmuH w©3 caMbIX OBICTPBIX C€MOCO0OB oOdopmieHuss TaOMUIBI 3aKJIOYaeTcs B
UCIONIb30BaHUU KoMaHAbl ABToQopmar mMeHro Dopmart. [[ns ero mpuMeHeHUs BBIACTUTE BCE
sA4yeiiku Tabmuuel U BeIOepuTe B MeHI0O DopmaT komanay ABtodopmar. B amamoroBom okHe
ABTodopMaT BbIOepUTE HYXHBII TN (hopmara B mone Crnucok ¢opmaToB, a B none Obpasern
pocMaTpuBaiiTe BapuaHT oopmileHUsT TaOIULbl ¢ U30paHHbIM TUIIOM (hopmara. Eciu HyxHO
clenaTh JIOMOJHUTENbHBIM BBHIOOP, TO Ui YaCTMYHOTO NpPUMEHEHMs] aBTodopMara HaKMUTE
kHonky [lapamerpsl u cHUMHUTE (raxku s pOpMaToOB, KOTOPbIE HE HYXKHO NMpUMEHATH. [lo
OKOHYaHUU BbIOOpa HYXHOTro Tuna gopmata menkHute kHonky OK u nmpocmoTpure pesynabTaTt
n30paHHOTO BaMU BapuaHTa odopmieHus Tadnuibl. Eciau 5TOT BapraHT Bac HE yCTpauBaeT, TO
MO>KHO BOCIOJIb30BaThCsS OTMEHOW omepaiuu, BbiOpaB B MeHI0 [IpaBka xomanmy OTMEHUTH
ABTodopmar.

CenpMoii 3Tanm — mocTpoenue auarpamm. B Microsoft Excel umeercs BO3MOXHOCTH
rpaduueckoro npejacTaBiIeHUs JaHHBIX B BUAE AMArpaMMsbl. JluarpamMmbl CBsi3aHbl C JaHHBIMU
JINCTA, Ha OCHOBE KOTOPHIX OHU OBLIM CO3AAaHbI, 1 U3MEHSIOTCS KaXKIbli pa3, KOraa U3MEHSIOTCS
JTaHHBIE Ha JIUCTE.

[loctpoum pauarpamMmy, KoTopas Oyner oToOpaxaTb pacxoJpl Ha MNpuOOpeTeHue
OTJICIbHBIX HAUMEHOBAaHUN oOopymoBaHUs. JlJis MOCTpPOEHUsS IUArpaMMBbl BBIICTHM SYCHKU
A3:D10, cogepxatre JaHHBIE, KOTOPBIE TOJDKHBI OBITH OTPAKEHBI HAa TUarpamMmme.

[Tpumeuanue. Ecnu HeoOXoaumo, 4ToOBI B auarpamMme OBbLUTH OTPa)KEHbI W Ha3BaHUS
CTPOK WJIHM CTOJIOIIOB, HY>KHO BBIJICJIUTH COJIEPIKAIINE UX STUCUKH.

lenxkHyB KkHONKY Macrtep nauarpamm, cienys HWHCTPYKLHSM MacTepa, 3alaguM
napaMeTpbl AUarpaMMmbl:

* Ha TIEPBOM II1are BBIOpaTh THI JUAarpaMMbl, HaIpUMEp KPyroBasi;
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* Ha BTOPOM IIIare OMpeAe/INTh UCTOYHUK JAHHBIX JHArpaMMBbI: CTPOKH HJIH CTOJOIBI U
YTOYHHTH JHMAINA30H STUEeK, JaHHBIC U3 KOTOPBIX OTOOpaKArOTCs Ha JUarpamMme, Ha BKIaake Psiy
MO>KHO YTOYHUTH COCTaB PSJIOB C JAHHBIMH, YYACTBYIOIINUX B ()OPMUPOBAHUU JHATPAMMBEI;

* Ha TPEThEM LIAre 3a/1aTh MapaMeTpbl JUarpaMMbl: 3ar0JIOBKH, MOANKMCH OCEN U TAHHBIX,
0TOOpaXeHHE TUHUI CETKH, COCTaB U MECTO Pa3MEICHUs JIETEHIbI Ha TUarpaMme;

* Ha YETBEPTOM IIare BhIOpATh MECTO pa3MEIICHHUS TUarpaMMbl M IICIKHYTh KHOIIKY
I'oToBo.

Jmarpamma OyaeT BbIBeleHAa Ha dKpaH. [IpocMoTpuM mosiydeHHYIO auarpammy. Ecim
HEOOXOMMO OTPEAAKTUPOBAThH JUArPaMMY, TO, IIEJIKHYB Ha HEH MBIIIBIO, OTKPOEM Ha DKpaHe
MaHeJIb MHCTPYMEHTOB PEIAKTUPOBAHUS JAHArpaMMbl, IMOKa3aHHyr0 Ha puc. 7. llonb3yschk
BCIUIBIBAIOILIECH MOJICKA3KOM, MOYXKHO U3YyUYNUTh HA3HAYEHUE OTAEIIbHBIX KHOIIOK HA 3TOW IMAHEIH.

Juarpammnt

OB6nacTb NOCTPOEHHUA 4~ M - B B Ml %

Puc. 7. [lanesnb HHCTPYMEHTOB PEIaKTUPOBAHMS TUArPAMMBI

[TonpoOHnyto crpaBKy 00 HCHOJIb30BAaHUHM AHAarpaMM MOKHO IOJIYYUTh B CIPAaBOYHOMN
cucreme Mroro3oii Excen Ha Bkianke Conepkanue, BoiOpaB TeMy PaboTa ¢ quarpammamu.

Bocbmoil stan — 3ammra tabnuuel. Ecnu Bel He XoTuTe, 4TOOBI KTO-1M00, OTKPHIB
TabIuIy, YBUZAET, MO KakuM (opMysiaM BBIIOJHIIOTCS pacyeTbl, TO Bbl MOXETE CKPBITh
dopmynbl Ha jucte. [ Toro yToOb! TabauIa ObUIa UMEHHO TaKasl, KaK Bbl IIpeJojaraii npu
ee pa3palboTKe, Bbl JIOJUKHBI ObITh YBEpEHBI, YTO HMKTO HE CMOXKET M3MEHUTh (OpMYIbI, 11O
KOTOpBIM B HEW BBIMONHSIOTCA pacdersl. C aroi menbto Excel obecrieunBaeT BO3MOXKHOCTD
CKPBITh (POPMYJIIBI U 3aIIUTUTH JIHCT OT U3MEHEHUH.

Jist ckpeiTUSt GOPMYIT BBIICIHUTE TUAMA30H SYEEK, B KOTOPBIX HYKHO CKPBITH (DOPMYIIBI.
(ITpy HEOOXOAMMOCTH MOYKHO BBIAECIUTH HECMEKHBIE TUANIa30HbI TYEEK MU BECH JIUCT.)

3arem B MeHI0 @opmaT BbIOepuTe kKoMmaHay Sueiiku. Ha Bknaake 3amura ycTaHOBUTE
¢naxku CkpeITh popMyisl U 3amumiaemas sueiika, nocie yero Haxmure kHonky OK. Ilocne
sToro B MeHio CepBucC BbiOepUTE KOMaHAy 3alliuTa, a 3aTéM — KOMaHAy 3allUTUTh JIUCT.
[TpoBepbTe, YTOOBI B OTKPBIBIIEMCS TUAJIOTOBOM OKHE ObLT ycTaHOBIEH (hiakok CoaepKuMoe.

ITpumeuanue. YtoObl CKpbIThIE (OPMYIBI CHOBa M300pa)kajauch B CTPOKe (Gopmyi,
CHUMUTE 3alIUTYy JHUCTa, BEIOpaB B MeHI0 CepBUC KOMaHy 3aliuTa, a 3aTeM — KoMaHay CHATh
3amuTy Jucta. [locne 3Toro BbLaenuTe rpynimy siueek, GopMyibl KOTOPhIX HY)KHO NOKa3aTh, B
MeH0 Dopmar BeiOepuTe KOMaHAy Slueiiku, a 3aTeM Ha BKJIQJKE 3alluTa CHUMHTE (HIIaXOK
CKpbITh GOPMYIIBL.

JIeBATBIM 3Tam — coXpaHEHHWE TaOJIMIBl M MCHOJb30BaHME ee s pacueroB. Jlims
COXpaHEeHMsI HOBOM KHUTHU BbIOepHuTe B MeHIo QDaiin komanny CoxpaHuTh Kak. B nuamoroBom
okHe CoxpaHeHue aokymeHTa B moisie [lamka ykakure OUCK W MAamKy, B KOTOpYIO Oyner
noMerieHa KHura. YtoObl COXpaHUTh KHUTY B HOBOH Marike, IENKHUTE KHONKY Co31aTh manky
U, 3a7aB eil ums, OTKpbITh ee. B mone Mms ¢aiina BBeauTE MM KHUTM UM HaOKMUTE KHOIKY
CoXpaHHTBb.

UToOBI ynpoCTUTHh B TOCJENYIONIEM TOWCK JaHHOW KHHUTHU, B MeHIo Daiin BeIOepuTE
komanay CaoiictBa. Ha Bkiaznke JJokyMeHT BBeIUTE 3arojIOBOK KHUTH, TEMY, aBTOpA, KIIOUYEBbIE
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clioBa W 3aMeTKH. J[aHHBIC MCHOJIB3YIOTCS 3aTeM JUIsl pa3MelieHus ¢aiiia B THATOTOBOM OKHE
OTtkpsiTh (MeHIO Daiin).

. Microsoft Excel - Cmera o6opynosanus odpuca3.xls |

%ft] Pann [lpaska Bua Bcraska Popmar Cepsuc [anuoie Oxno ? -| |
DeE8RY BT (v - - [Q@®|= » 4 5@
j e (oFx x| EENE®|L-2-4- 7

D9 ~] =] =B9"C9"$B$2 ——

A
| 1 [CmeTa obopygosarMa ouca
£ GO

1
2

| MHavssehotaame Konwyecrea  Lies Yy pys
4 5506 99

Jomreaorep Periumdl . 3

Fipsadren'

%
6 Merosen DSCIMONO I |
7 _JCaroman xapra (
8 Mogau e i | 1
Coateacit dwwtp s 2
{ Jocxe Ana fucxon o)

MpuMep AnarpamMbl

A N Imert {Twer2 £ w3 /
roToso [T C T L] 2

Puc. 8. I3MeHeHne pa3MepoB CTpaHUIIbl B PEKUME Pa3METKH CTPaHULIbI

JlecaThlil 3Tan — nedaTh TAOJUIBl. 3aKIIOUUTENbHBIM M OJHUM U3 BaXKHBIX 3TAIlOB B
pelIeHNH 3a7ad C TOMOUIBIO 3JIEKTPOHHBIX TAOJMUI[ SIBJISCTCS IOJNydeHHE OyMa)KHOM KOIHUH
TaONMUIBI, TaK Kak OyMaKHbIe KOMHM OOJBIIMHCTBAa TAONMI, HampuMmep cueTa-(QaxKTypsl,
HaKJIaTHbIE U JPYTrue pacyeTHO-(hUHAHCOBBIC TOKYMEHTHI, JOJDKHBI OBITH MOAIIMTHI B 1ena. B
nporpamme Excel st aTux neneld mpenycMOTpeHBI pa3HOOOpa3HBIE CPEACTBA, CO MHOTHMH U3
KOTOPBIX BBI YK€ IT03HAKOMUJIUCH PH U3y4eHuu mpoieccopa Word.

Ilepen BbIBOJOM TaOdMIBI HAa MeYaTh HEOOXOAMMO BBINOJIHHUTH MOATOTOBKY K I€YaTH.
Baavane nenecoobpa3Ho nepeiiTy B peXUM peIakKTUPOBAHUS TaOJUIIbI C Pa3METKOM CTpaHUIIbI,
IS 4ero B MeHio Buj BbiOpaTh komany Pasmerka crpanuil. [Tocne atoro Ha nucte Excel Oyzmer
MOKAa3aHO pa3MelIeHue TaONUIbl Ha CTpaHHWIE. BBl MOXeTe, yXBaTHB MBIIIBIO 3a Kpai
CTpaHMIIBI, KaK MOKa3aHO Ha pUC. 9, MepeTamuTh €ro B JPYTYIO IO3WINI0, H3MEHUB COCTaB
s9eeK, 0TOOpa’kaeMbIX Ha CTPAHHUIIE.
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Puc. 9. [IpenBaputenbHblil IPOCMOTP TaOIULBI IIEPE] 1€YaThIO

Ecnu HeoOxoaumo pacrevaTtath He Bech JUCT Excel, TO MOXkHO 3amath obnacth mevar,
BBIJIC/IUB HY)XHBIM JHMana3oH syeek M BbIOpaB B MeHI0 Daitn xomanmay OOnacte meyatn —
3angare. O0nacTe mMeYaT MOXKHO OINPEIEIUTh, BEIOPaB B pexnMe PazmeTka cTpaHUIBI HY)KHYIO
00JacTh U IEJIKHYB IPABOW KHOINKOW MBIIIK OJHY U3 BBIJCJIEHHBIX S4Y€EK, & 3aT€M, BHIOpaB B
KOHTEKCTHOM MEHIO KOMaHAy Y CTaHOBUTh 00J1acTh M€YaTH.

Jlist Toro 4toObl YBUIE€Th, KaK Oy/€T BBIIVIAACTD JIHMCT, BBIBEJCHHBIN Ha MeyaTh, CO BCEMHU
KOJIOHTUTYJIaMHM M 3arojOBKaMH II€4aTH, HAKMUTE KHONKY lIpenBapurenbHblii NPOCMOTP B
naHeau MHCTpyMeHToB CTaHiapTHas WK BbIOEpUTE aHAJIOTHUHYI0 KoMaHay B MeHto Daiin. Kax
IIOKa3aHOo Ha puc. 9, B pexXxUMe NPEeABAPUTEIBHOIO IPOCMOTPA B HUYKHEHN YacTH DKpaHa B CTPOKE
COCTOSIHUSL OTOOPaXKarOTCsl HOMEP TEKYILEH CTpaHUIIbl U 00Iee YMCIIO0 CTPAHUI] Ha BBIJECICHHOM
JIHCTE, a B BEPXHEW 9acTH dKpaHa 0TOOpakaeTcs MaHelb YIPaBICHHUS.

UYroObl yBETMYNUTH MACIITa0 MIIM BEPHYTHCS B PEKUM OTOOPaKECHHUS TIOJTHOW CTPAHHMIIBI,
HOXMUTE KHOMKY Macmrab. Kypcop MBIIM MMeeT BUA JIyIbl, IIEIKHYB MBIIIBIO B JIFOOOH
00JTacTH JMCTa, MOXKHO YBEJIWYHTH MAacIITad WM BEPHYTHCS B PEKUM OTOOPAKEHHS TMOITHON
ctpanuubl. [Ipy n3mMenennn macmrada pazMmep nevyaTHON CTPaHULBI HE U3MEHSETCSL.

Kuonku Hazax / [lanee ciyxat ans MpocMOTpa MpeAbIayIiei / caenyromel CTpaHullbl
mucta. Kronka IleuaTs Ciy>)kKMT [Uisl yCTAaHOBKM IapaMeTpOB I€YaTH M TI€YaTH BBIIEICHHOIO
mucta. Illemdok kHonkum CTpaHuIa OTKPHIBAET AMAIOTOBOE OKHO HACTPOMKHM I1apaMETPOB
pacriedatbiBaeMbIX cTpanuil. Ha Bximagke CTpaHuIa 5Toro OKHa MOKHO BBIOpaTh pa3mep Oymaru
U OpPHEHTAIMIO CTPAHMIBI, 33/aTh MacmTad medaTH cTpaHunbl Ha Oymare. Brmagka Ilomst
MO3BOJIIET YCTAHOBUTDH pa3Mephl MOJIEH U paclojioKeHUEe KOJOHTUTYJIOB Ha cTpaHMIle. Bkiaaka
KonontuTynsl npeaHasHaueHa JUisl CO3/1aHUS KOJOHTUTYJIOB UM BBOJIAa B HUX JIaHHBIX: HOMEpP
CTpaHMIIbI, laTa U Bpems, uMs (Qaiina. Bknaaka JIuct nmo3Bosser onpeaeauTh TaKue ONIUU Iie-
YaTu: 1evyaraTh JHU CETKY, 3ar0JIOBKU CTOJIOLOB U CTPOK, OMPEASIUTh HOPSAO0K IeYaTu CTPAHUILL.
Kuonka [lonst cmyXuT ayii 0TOOpaXXeHHUs M CKPBITHS MapKepoB HACTPOMKH IMOJEH CTpaHUIIBI.
Ecnu mapkepsl HacTpOMKHM TOJEeH CTpaHUIBI OTOOpPAKEHBI, TO MOXHO OpaTh UX yKazaTelieM
MBIIIM ¥ TallUTh, U3MEHSASA pa3MepPbI MOJEH CTPAHUIbl, BEPXHETO U HWKHETO KOJOHTHUTYJIOB U
mupuHy cronbnoB. KHomka Pa3smeTka CTpaHUIBI CIYXKHUT JUIsl TEPEKIIOYEHUS B PEXKUM
IIPOCMOTpa Pa3pbIBOB CTPaHUILl. B 3TOM peXuMe BBINOJIHAETCS HACTPOWKA Pa3pbIBOB CTPaHUIL
aktuBHOTO Jucta Excel. Takyxe BO3MOXXHO M3MEHEHHE Pa3MepOB 00JIACTH TIEYaTH U U3MEHEHHE
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mucta Excel. Knomka OOBIMHBIN PEXHM CIYKHAT IS OTOOpaKEHWS AaKTUBHOTO JIHCTa B
0o0brgHOM pexume. MmMs kHomkM wu3MeHsieTcss Ha OOBIUHBIN, ecnu NMpu HaxkaTtuu KHOmku
[IpeaBapuTesbHBIA TPOCMOTP ObUT AKTUBEH PEKUM MPOCMOTPA Pa3phIBOB CTPAHMUII.

Buemnuii Bua CTpaHuil B OKHE MPEIBAPUTEIBLHOTO MPOCMOTPA 3aBUCUT OT JIOCTYITHBIX
mprudTOB, pa3pelieHrs IPUHTEPA, KOJIMYECTBA TOCTYITHBIX I[BETOB. Tak Kak B HaIleM MpUMeEpe
mauct Excel comepkuT BCTpOEHHYIO AMarpaMmy, TO B OKHE MPEIBAPUTEIBHOTO MPOCMOTPa OH
oToOpaxaercs BMmecTte ¢ auarpammoi. Ecnum mepen Haxkatuem kHonku [IpeaBapuTenbHbIN
npocMoTp ObLTa BbimesieHa auarpamma, Microsoft Excel oto6pasur tombko ee. [[yis 3akpeITHs
OKHa [IPEABAPUTEIIBHOIO MPOCMOTPA U NIEPEX0a Ha TEKYILUN JIUCT CIIY)KUT KHOIIKA 3aKPbITh.

Jlyis BBIBOJA MOATOTOBICHHOW TaONMIBI Ha Oymary cieayeT BbiOpaTh B MeHI0 Daiin
koMmanny Ilewatp, 3aTem 3aaarh mapameTpbl neyaTtd U IIenkHyTh kHonky OK s Hauvana
nporiecca neyaru. [IponabiogaTe mporece neyaTH MOKHO B OKHE COCTOSIHUS IPUHTEPA.

3. OcHoBHbBIE MeTObI OnTHMH3aNKMH (00J1eryenns) padorsl B Excel

[Ipy moaroroBke TaOIMII MOXKHO BOCIIOJNB30BAThCSI HEKOTOPBIMU MpUEMaMH, KOTOpBIE
YCKOPSAT U obJsierdar (onTuMu3upyror) padory B Excel.

BBon gopmyn. Anpec sUeMKU MOXKHO BKIIOYUTH B (DOPMYINy OJAHHMM IICITYKOM MBIIIIH.
Hampumep, BmecTo TOro, uToObl «BpyuHy0» Habupate =C6+F6+..., MoxHO caenarpb
clenymrlee:

* BBECTU «=»;

* MEJIKHYTh MBIIIBIO Ha siueiike C6 (ee aapec mosBUTCS B hopMyIie);

* BBECTU «1+»;

* MENKHYTh Ha F6 u T. 1.

BBon dynkuuii. BMecto Toro urods HabupaTh PyHKIHUN «BPYUHYIO», MOKHO HICIKHYTh
Ha KHOIMKE CO 3HAYKOM /X B MaHenu HHCTpyMeHToB CTaHmapTHas, — Ha SKpaHe IMOSBUTCSA
nuanoroBoe okHo Macrtepa ¢yHkiuid. C ero moMOIIbI0O MOXHO BBECTH M OTPEIAKTUPOBATH
T00YI0 () YHKIIHIO.

Tax kax QyHKIHS CyMMHpPOBaHUS UCIIOJIb3YETCS B 3JIEKTPOHHBIX TaOJIMIIaX OYEHb 4acTo,
no3tomy i Hee B nmaHenu CraHAapTHas NpeayCMOTpPEHa CelHaibHas KHOMKA CO 3HAYKOM 2.
Hampumep, ecnu Beigenuts sueiiky D10 u mienkHyTh Ha KHOIIKE CyMMBI, B CTpOKe QopMyia U
sayeiike MmosBUTCS 3aroToBka dopmynsl: =CYMM(B6:B9). Bel MoxkeTe OoTpeaakTHpOBaTh ITY
dopmyny (ecnu OHa Bac HE yCTpauBaeT) WK 3aUKCUPOBATH PE3yabTAT (IIETYKOM Ha KHOIKE C
rajoykoil B crpoke ¢opmyn). Ecnu ke nBaxapl menkHYTh Ha KHomke E, pesymbrar cpasy
bukcupyercs B siueiike.

KonupoBanue ¢opmya. Excel mo3possier ckonupoBaTh TOTOBYIO (GOPMYITYy B CMEXKHBIC
A4YEHKH, MPU ATOM ajJipeca siueek OyAyT M3MEHEHbl aBTOMAaTHUecKuil J{is 3ToW 1enu HyXHO
BBIJICJIUTH SYEHKY, B KOTOPOH 3amucaHa ucxoanas popmyna. Hanpumep, Boiaenure staeiiky D6.
[Ipu BBIOENEHUU AYEHKU B MPABOM HIKHEM YIJIy PaMKHU MOSIBISIETCS YEPHBIM KBaJIpaTUK —
MapKep 3aroyiHeHus. Eciau ycTaHOBUTH Kypcop MBIIIM Ha MapKep, TO Kypcop NMpUMET Gopmy
YEpHOro KpecThka. HakmuTe JIeBYI0 KHONKY M IIEpETallUTe MapKep 3allOJHEHUs 4Yepe3
3anosHsAemble stueiiku. Popmyna OyaeT CKOMMpOBaHa.

[Tpumeuanue. KommpoBate (opMyiy, 3amucaHHYIO B BBIJEIEHHON s4elike, MOXKHO
TOJIBKO IO TOPU30HTAIIN WIIM BEPTUKAJIU:

* [IpU KOMHPOBAHMU BJIEBO (BIOPABO) MO TOPU3OHTAJIM CMEUIEHHE Ha OJHY SUYEHKY
yMeHbIlaeT (YBEIMUMBAET) KaX/Iblil HOMEp cToyI0a B popMysie Ha €IUHULLY;
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* IIpY KOIIMPOBAHUU BBEPX (BHU3) [0 BEPTHUKAIN CMEILEHUE HAa OJHY AYEHKY yMEHbIIAET
(yBeNM4MBaeT) KaKAbIE HOMEpP CTPOKH B (popMylie Ha €AMHHUILy. DTHM e CIIOCOOOM MOXKHO
KOIIMPOBATh B CMEXXHBIE SIUEHKH YMCIIA U TEKCTHI.

[Tponiertsl. OueHb 4acTO HAM HEOOXOJMMO IMOKa3aTh JOJHM B MPOLEHTaX (T. €. MPOCTO
YMHOXUTH Kaxayio nonto Ha 100). Excel mo3Bonsier cmenars 3TO OJHUM IIETYKOM MBIIIH.
Beinenure cronben ¢ JaHHBIMU U IIEJIKHUTE MBI L1a KHONKe naHenu dopmarupoBaHue ¢
uzobpaxenuem %. Bce nomu Oynyt ymHokeHbl Ha 100 u momeuensl 3HaKoM «%». Eciu Bl
XOTHUTE, 4TOOBl 3HAYEHUS B JPOOHOM yacTu uyuciia 0TOOpa)Xaluch ¢ OOJIBLIIMM WJIM MEHBLINM
KOJINYECTBOM 3HAKOB, TO INEJIKHUTE B IIAHEIM MHCTPYMEHTOB (HOPMATHPOBAHUS KHOIKY
VYBenUUUTh pa3psiAHOCTb UM KHONKY Y MEHBIIUTD Pa3psiAHOCTb.

Pa3mepnl siueek. Brl MOoXXeTe OTperyarpoBaTh MUPUHY U30PAHHBIX CTOJIOLOB M BBICOTY
M30paHHBIX CTPOK. DTO IMO3BOJIMT BaM II0 CBOEMY YCMOTPEHHIO Pa3MECTUTh B suelKax (WIu
NOBEPX SYEEK) AJMHHBIE TEKCTbl, PUCYHKH, PUCOBAHHBIE OOBEKTHI, JUArpaMMbl, UYHUCIA C
OOJIBILIMM YMCIIOM 3HAKOB U T. II.

®opmaTupoBanue TekcTra. BaMm mnpenocraBisieTcs BO3MOXKHOCTb H3MEHMTh MIPUQT,
pasmep mpudTa U HaYepTaHUE TEKCTa B JIOOOM ydacTKe TaOauIlbl (OT 4acTH SYEHKH 10 BCeH
TaOJIMIIBI) C TOMOLIbIO KHOMOK NaHenu PopMaTtupoBaHue, — TOYHO TaK )K€, KaK Bbl 3TO JeJIalU
¢ ydactkamu Tekcra B rporeccope MS Word Kpome Toro, Bbl MOKETE U3MEHHUTH PACIIOIOKCHUE
TEKCTa B TPYIIE BbIICJIEHHBIX SYEEK C MOMOUIbI0 TAKUX € KHOINOK BbIpaBHUBaHUSA (BJIEBO,
BIIPABO, 110 LIEHTPY), KaK U B poueccope Word

Ecnu BBIAETUTH SYEHKY WM TPYHIy s9eeK U BHIOpaTh koMaHay Popmar Sueiiku, Ha
JKpaHE IOSBUTCA OKHO, KOTOPOE HMEET HECKOJIbKO BKJIANOK, C MOMOILIBIO KOTOPBIX MOXHO
HPOBOJIUTH MHOKECTBO JIOMOJHUTENIBHBIX ONepaiuii mo (opMaTUPOBAHUIO STUEEK.

Hanpumep, mnokasannas Ha puc. 10 Bxiiagka BrlpaBHHMBaHME, ITO3BOJIIET W3MEHHUTH
OpPHUEHTAIMIO TeKCcTa (M0 TOPU30HTAIH, 110 BEPTHUKAIN),-IOBEPHYTh TEKCT, CMECTUTh €ro (BHU3,
BBEPX M T. I.), pa30UTh TEKCT HAa HECKOJbKO CTpOK. [leperammure Mapkep 3alojHEHHs depe3
3anonHsemble ssueriki. Brnanka Llpudt no3sosnser uamMeHuTs Tl mpudra, HaUepTaHue, pasMep
U LBET CHMBOJIOB, BKIIOUYMThH JONOJHUTENbHbIE 3QdekThl. Bknaaka Yucno naeT BO3MOXKHOCTh
3a1aTh (opmar npeacTaBieHUs JaHHBIX, HApUMEp, yKa3aTh KOJWYECTBO 3HAKOB B JPOOHOMN
YacTH 4YKCia, BEIBECTH 0003HAYEHHE BAJIIOTHI IIPU OTOOpaKEHUH YMCIIa B ICHEKHOM (opmaTe U
T.n. Ha Bknanke I'panuiia MOXHO BbIOpaTh MHOXECTBO MAKETOB OOpaMIIEHUS SYEWKH WIIH
rpynmnsl sigeek. Bknanka Bupg mpenocraBisieT BO3MOXKHOCTBH BbIOpAaTh LIBET M y30p 3aJUBKU
sayeiiku Tabmuubl. M, HakoHen, Bkiaaka 3amiura IMO3BOJISET BaM CHENaTh HEJOCTYIHBIM
npocMoTp GopMyI B siUeKe, a TaKKe 3alpeTUTh U3MEHEHHUS JaHHBIX B SUeHKe.
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Popmar aueek

Yucno ‘E’\l:-)[‘ﬁBHHBaHHt ]UJDmixT ‘ IpaHrua ] Bua | Bauuﬂ'.al
BoipasHusatne OpPHEHTAUMA

No ropusoHTanK:

l’ﬁm 3HaYEHNIO

nos

N0 HUXHEMY KPaKo

Otofipaxenne

OCHTE MO CAOBAM

0P WHPHHDB!

2 ANHEHWE AYeeK

OK l OTMena i

Puc. 10. OxHo ¢opmarupoBanus stueiiku Excel

ABtodopmarupoBanue. [Ipu u3ydenun nporpammbl Word Bbl yke MO3HAKOMHIIMCH C
¢yHKIMEN aBTOopMaTUPOBaHUS TAOIUIBI C MOMOUILIO 3apaHEe 3aroTOBJICHHBIX I1a0JOHOB.
Ora ¢yHkus umeercs U B Excel, — mpaBaa, KonmuecTBO MIA0JOHOB 37€Ch MOMEHbBINE. MbI
WCIIOJIB30BAIM 3TU 11a0JOHBI (HOPMATUPOBAHUS MPU TMOATOTOBKE MEPBOM TaOmHIBL. YTOOBI
BOCIIOJIb30BaThCsl  (PyHKIMEH aBTO(GOpMATUPOBAaHUS, HEOOXOAMMO BBUIEIUTh OJOK SYEeK,
KOTOpPbII HE0OX0aUMO O(GOPMUTH HO TOMY HJIM HHOMY Ma0ioHY, 3areM B MeHro dopmat
BbIOpaTh koMaHay ABTodopmar. B nuamoroBom okHe ABTOdopMaT, mpocMaTpuBas BapHAHT
odopmuenus tabmuisl B noje OOpasen, u3 packpbiBaromerocst cnucka Crnucok ¢opmaTtoB
BBIOpaTh nojaxoasmuid u Haxxatb OK. HecMoTpst Ha TO, 4TO CIUCOK 11a0J0OHOB, MpEIaraéMbIX B
JIMAJIOTOBOM OKHE aBTO(OPMATHPOBAHUS, HEBEIUK, BO3MOXKHOCTH O(QOPMIICHHS TaOJIHIIBI
3HAYUTEIBHO PACIIUPSIIOTCS 33 CUET «PYYHOT0» O(POPMIICHHS PAa3IMYHBIX y4acTKOB TaOJIHIBI C
MOMOIIbI0 MHOKECTBA KOMOWHALIMMN JIMHUN U paMOK pa3InyHON (HOPMBI.

IIBer ¢ona u cumBoioB. Ecam y Bac LBETHOW NHpPUHTEP, BBl MOXKETE «PACKPACHThH)
BBIJICJIEHHBIE YYACTKU TaOJMIIBI Pa3IMYHBIMU IIBETaMU (Ha 4epHO-OeNoi pacredyarke IBETHbIE
oOmact OyayT MMeTh Kakue-NuOO OTTEHKH ceporo). Jlius 3Toro Ha maHend HMHCTPYMEHTOB
dopmaTUpOBaHUE MPEAYCMOTPEHBI JBAa PACKPBIBAIOIIMXCA CIUCKA — CIMCOK JUIsl LIBETa
3aJIMBKH 1 CIIUCOK — LBET WpudTa. 36100p IIBETOB U3 3TUX CIHMCKOB — CTAHJAPTHBIN (HE 3a0bI-
BaliTe TOJIBKO BBIJCIUTH STYEUKH, KOTOPBIE Bbl COOMPAETECH «PACKPACHUTDY).

4. PacuerHnbie onepaunun B Excel

Panee MbI yxe ommcanu, Kak (GOpMyJbl HCHOJB3YIOTCS s pacueToB B Excel mo
dopmynam. OgHy U Ty ke (HOpMyTy MOXKHO BBECTH Cpa3y B HECKOJBbKO siueek. st sToro
HEOOXOIMMO BBIICIUTD SUCHKH, BBECTH (hopMyIly, a 3aTeM Haxkath kinasuiiu Ctrl+Enter.

bonee 400 3apanee 3anporpammupoBanHbix popmyn Excel HazpiBatorcst pyHkumsimu. B
obmeM ciydyae (YHKIUS — 3TO IEepeMEeHHas BeJIMYMHA, 3HAuY€HHE KOTOPOW 3aBHCUT OT
3HAYeHWH npyrux BenwduH (aprymentoB). DyHkmust mmeer ums (Hampumep, SIN) u, kak
MIPaBUJIO, APTYMEHTHI, KOTOpBIE 3alMCBHIBAIOTCS B KPYIJIBIX CKOOKax CJIeI0M 3a HMEHEM
¢byakun. CkoOku — o0s3aTenbHasl MPUHAJIEKHOCTh (DYHKIMHU, JaKe €ClId y Hee HeT
aprymeHnToB. Eciu apryMeHTOB HECKOJBKO, OJIMH apryMEHT OTAENSeTCS OT JPYroro TOYKOH C
3anaToil. B kauecTBe aprymMeHTOB (DYHKIIMM MOTYT HCIHOJB30BAThCS YHUCIA, aJpeca sueek,
JIMarna3oHbl siueek, apudmernueckue BblpakeHus U (yHKIMU. CMBICT U TOPSJIOK CJeIOBaHUs
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apryMEHTOB OJHO3HA4YHO OINpPEJAEICH OINUCAaHWeM (DYHKIMH, COCTABICHHBIM €€ aBTOPOM.
Hanpumep, ecnu B sueiike P3 3ammcana ¢opmyna ¢ (yHKIHMEH BO3BEJCHHS B CTEIEHb
=CTEIIEHb(B3;2,3)5 3HaueHuem 3TOW sideliku Oyaer 3HadeHuWe sueiiku B3, Bo3BeleHHOE B
CTerensb .2,3.

[Tpu pabore ¢ HyHKIHUSIMHU CIIETyeT TOMHUTH!

1) ¢yHkuus, 3anucanHas B ¢popMmysie, Kak MpaBHIIO, BO3BpAIlaeT YHUKAJIbHOE 3HAYEHUE
(apudmeTrdecKoe UK JOTHYECKOE);

2) cyuecTBYIOT (DYHKIMH, KOTOPbIE HE BO3BPAILAIOT 3HAUEHHE, @ BHIIOJIHIIOT HEKOTOPbIE
onepanuu (HarmpuMmep, 00bEAUHSAIOT TEKCTOBBIE CTPOKH);

3) cymiecTByIOT QpyHKIMHU O6€3 aprymMeHToB (Hampumep, Gyakmus P1() Bo3Bpamaer yucio
n =3.1416...).

Hwxke Oyayr paccmorpenbl ¢ynkmuu M w NO) uw WMJIM, koTopble NPUHUMAIOT
nornueckue 3HadeHus (True wmm False).

OOparuTe BHUMaHUE Ha TO, YTO M3JI0KEHHBIE B ATOM IIYHKTE MJI€M U MpaBUa IMIUPOKO
UCMOJB3YIOTCS B MPHUKJIAAHON HHPOPMATUKE — B S3bIKaxX I[POrpPaMMMPOBAHUS, S3bIKaX
3aMpocoB, B APYyrux npuioxenusx Windows.

®yukuun Excel pa3nenensl Ha kaTeropuu (TeMaTHYECKUE IPyIIbl): (PUHAHCOBBIC, IAThI
U BpEMEHH, MaTEMaTUYECKUE, CTATUCTUYECKNE, CChIJIKM M MAacCHUBBI, padOThl ¢ 0a30il JaHHBIX,
TEKCTOBBIE, JIOTUYECKHE, TIPOBEPKU CBOWCTB M 3HaueHWi. [y ynpomeHus BBoja (QyHKIHA B
Excel nmpenycmoTpen crermanbHbiii Mactep (QyHKUMI, KOTOpPBII MOXKHO BBI3BaTh Ha)KaTHEM
kHonku fXHa manenu uHcTpymeHtoB CranmaprtHas. [IpenBapuTenpHO CIEoyeT BBLACIUTH
A4YelKy, B KOTOpYIO BcTaBisgeTcst popmyna. Jluanor nons3oBatens 1 Macrepa QyHKIHMM cOCTOUT
u3 AByx 9TanoB. Ha mepBom srtame B jeBOM crnucke okHa Mactepa (QyHKIUMI BBl MOXeTe
BBIOpaTh Kateropuio (yHKIMH (Hampumep, MaTemarudeckue). [Ipm 3TOM B mpaBoM crimcke
BBICBEUHMBAIOTCA HMMEHA BCEX (YHKIMH, BXOMANIMX B JAaHHYIO Kareropuro. BriOpaB B 3TOM
cnucke pyaknuro (Hanpumep, AB8) n HaxkaB kHonky OK, BBI mepexouTe KO BTOPOMY 3TaIly: Ha
JKpaHe pacKpoeTcs BTOPOE OKHO, B KOTOPOE MOKHO BBECTHU apryMEHT (apryMeHThl) QyHKIHUH.
Jns ykazaHus sS4YEWKM C agpecoM apryMeHTa UIeJKHUTE KHOMKY B MpaBOM YacTd MOJs
apryMeHTa, Kak IOKa3aHO Ha puc. 11. u, yka3aB HYXHYIO s4eilKy, HQXKMUTE KHOIIKY, Kak
NoKa3aHo Ha puc. 12. wim Haxxmute Enter.

ABS

Llu(noﬂ — L\J =

Bosepawaet MoAynb (aBCONMOTHYIO BENMYMHY) YMCna,

Yucno AercTeMTeNbHOE YMCno, aBCoMoTHYIO BENMUMHY KOTOporo Tpetyertca
HaNTH,

l2) SHaYeHHe: OK OTHeHa

Puc. 11. [Iepexox k BBOy B KaUeCTBE apIr'yMEHTOB
(GyHKIIUY 3HAUYEHUS SYeiKU

fc3 &

Puc. 12. Bo3Bpat B OKHO OnpeseseHns apryMeHTOB (yHKIUN
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[Tocne 3TOro BBI OMATH BEPHETECh B OKHO OINPE/EICHUS apryMEHTOB (DYHKIUH, IPHUEM
aJipec yKa3aHHOW BaMHU sYCHWKH OyleT BIHCAH B IOJIE apryMEHTOB, a B HWKHEW 4acTU OKHA B
nojie 3HaueHue OyAeT oToOpakeHo 3HaueHue (GyHKIMH NpH HaOpaHHBIX apryMmeHTax. Llenkuys
kHonky OK, Bbl 3aBepumute co3naHue (HOpMyJbl, ¥ BBIUYMCICHHBIA pPE3yNbTaT 3alUIIeTCs B
IpEeBapUTEILHO BEIOPAHHYIO STYEHKY.

5. Ucnoab3oBanue cnpaBku Excel 1,15 o3HakoM/IeHHs ¢ HA3HAYEHHEM H CHHTAKCHCOM
GyHkumi

'iEEHgﬂEEmlll.l.l.l.l.ll..llliiii.ijﬂ@‘ﬂ

Pasgensi Hasan | MNapamerpoi

CP3HAMY
o] Ta;me

A -
Bosspauwyaer cpeaHee (apudmetuieckoe) CBOUX apryMeHToB

Cunrakcuc
CP3HAY{umucnof; uucnoZ; ...)

Yucnol, uucno2, ... - 310 ot 1 o 30 aprymenToB, ANA KOTOPLIX
BEINMCNABTCA CpejHes

3amevanun

. Apr\jMeHTbl A0MKHEI BbITE YUCNAMU MAK UMEHAMU, MACCUBAMMU WAK
CChiNKaMy, CogepKaliumu yucna,

o Ecnu aprymenr, KoTOpbIA ABAAETCA MACCUBOM MAM CCHUNKOM, COARPKMT I~]

Puc. 13. Copaska Excel o ¢pyuximuun CP3HAY

[lonpoOHoe omnucaHue Ha3HAUYEHHUS U CHUHTaKCcHCa (YHKIHMM MOXKHO IMPOCMOTPETh B
cnpaBouHoii cucteme Excel. Jlns atoro Bei3oBute cnpaBky Excel u na Brmaake [Towck 3apaiite
o0pa3 moucka, Hanpumep CP3HAUY, 3arem B crucke HaWJEHHBIX Pa3/ejioB BBIICTUTE Pa3fel
CP3HAY u menkuute kHomky Ilokasare. [locie »Toro Ha skpaHe OyaeT pa3BepHYTO OKHO
cnpaBku Excel mo manHoi Teme, kak mokasaHo Ha puc. 13. M3y4uB cripaBKy, MOXHO, IIEIKHYB
Ha CCBUIKE CM.TaKXke, MEepedTH K CIpaBKe MO ONM3KUM TemaM, B JaHHOM CiIy4ae IO
CTAaTUCTUYECKUM (PYHKIIMSIM, U TMO3HAKOMHUTBCS CO CIUCKOM STUX (DYHKIUH, a Takke, BHIOpaB
KOHKPETHYI0 (DYHKIIMIO, MPOCMOTPETh OINMCAaHWE Ha3HAUYEHHs, CHHTAaKCHCa U MpPUMEpHI ee
MIPUMEHEHUS.

6. Jlornueckue pyHKuun

[Ipu pemieHUM HEKOTOPBIX 3a/a4 3HAYEHUE SYEHKHM HEOOXOAWMO BBIYMCIATH OJHUM W3
HECKOJIbKUX CHOCOOOB, B 3aBHCUMOCTH OT BBINOJHEHHS WM HEBBINOJHEHUS OJHOTO WU
HECKOJIbKUX YCJIOBUHM. J[J1s1 perieHus Takux 3ajad NpuMeHstoT ycinoBHyto ¢pyHkuuio ECJIU. Ona
umeer popmar:

ECJIM(<noruyeckoe BeIpaKeHHE™>;<BbIpaKeHHE | >;<BbIpakeHue2>).

UToOBI MONB30BaThCS ATOW (DYHKIMEH, 11eIecCo00pa3HO MO3HAKOMHUTHCS C OCHOBHBIMH
MNOHATUSIMU JloTu4eckoi (OyneBoit) anreOpsl. [lepBblit aprymMmeHT
¢byakuun ECJIN - norudeckoe BbIpakeHHUE (B YaCTHOM ClTydae, YCIOBHOE BBIPAXKEHUE), KOTOPOE
MpUHUMAET OAHO W3 ABYX 3HaueHwil: «VctunHa» umm «Jloxe» (1 unm 0). B mepBom ciyuae
ECJIM npuHMMaeT 3Hau€HHUE BBIpaXKE€HHA |, a BO BTOPOM — 3HadeHHE BbIpakeHHs 2. B
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KauecTBE BBIPAKEHHS | WM BhIpaKEHUS 2 MOXHO 3amucarh BIOkeHHYIO (ynkiuio ECJIN.
OOparure BHUMaHHUE, 4TO YMCIO BIOXKeHHbIX (yHKuuit ECJIM He NOKHO MpEeBBIIATh CEMHU.
Ecnu ycnoBuit MHOTO, 3anuchiBaTh BiokeHHbIE (pyHkuun ECJIM craHoBUTCS HEeYya00HO. B aTOM
Clly4ae Ha MECTE€ JIOTMUECKOI'O BBIPRKEHMSI Mbl MOXKEM YKa3aTb OJIHY W3 JBYX JIOTMUECKUX
¢ynkunii: U(AHB) unun MJIV(OE).

dopmaTt pyHKIUHU OJUHAKOB!

H(<mornueckoe BeIpakeHHE 1>;<JIOTHYECKOE BBIpAKECHHE2>;...),

NJIN(<nornueckoe BbIpakeHHE 1 >;<J0rH4YecKoe BhIpaKEeHUE2>;...).

Oyukuus W npunumaer 3HadeHue «lMcThHa», eciaM OZHOBPEMEHHO HCTHMHHBI BCE
JIOTHYECKUE BBIPAKEHUS, YKa3aHHbIE B KayecTBE apryMEHTOB 3Toi (yHKIMU. B ocranbHBIX
cinydasix 3HaueHue M — «JIoxb». B ckoOkax MokHO yka3ath 10 30 JOrM4ECKUX BbIPAKEHUM.

Oyukuuss WM npunumaer 3HaueHue «VcTuHa», €ciaM MCTUHHO XOTSI OBl OJHO W3
JIOTHYECKUX BBIPAKCHH, YKa3aHHBIX B KaueCTBE apryMeHTOB 3Tod (yHKIuH. B ocranbHBIX
caydasx 3Hauenne NUJIN — «J1oxby.

Oovekmubl ucciedoeanus, 000pyoosanue, Mamepuanvl U HA2IAOHbLE
nocoous:

1. [I15BM IBM PC.
2. OnepanuoHHas cpeaa. DJIEKTPOHHbBIE TaOJIUIIBI.
3. DnexTpoHHbIH JokyMeHT «Jlaboparopnas padota No8».

3aoanue na pabomy (pabouee 3adanue):

1. UByunts onexkTpoHHBIH  JokymMeHT «JlaGoparopnass pabGora Ne8». M3yuwmre
TEOpPETUYECKHE MOJIOKEHUS PaOOTHI
2. CocTaBUTb B TETPaJAX KOHCIIEKT M0 U3yYEHHOMY MaTepHaiy.

[IpeabsIBUTH KOHCIIEKT Ha MMPOBEPKY MPENoAaBaTeIo.

Coznath TabaMIly yyeTa Mpoiak MOPOKEHOTO, B KOTOPOU BBITIOIHAETCS TOJICUET Pe3yIbTaToOB
MPOJIaYK MOPOKEHOTO 10 KBapTaJlaM U UTOTH MPOJaX 3a TOJ.

3arpy3uth nporpammy Excel u Ha mepBoM sncte BBeCcTH (OpMY TaOIHUIIBI, 3aIOTHUTE €€
HAaMMEHOBAHMSIMU MOPOKEHOTO ¥ (JOPMYJIAMH PACUYETOB CYMMBI BBIPYUKH OT MTPOJIAXK KaXKI0TO
CcopTa MOPOXKEHOTO U BCEX COPTOB BMecTe (Tadi. 1)

Tabmumna 1
[Ta6noH Tabnuua yyera mpoiax
A B | ¢ ] D
1 )} ) YYeT Ipoaa) MOPOXKEHOTO . -
2 Mapka Konumectso Licra Cymma
3 Crnupoynoe =B3*C3
4 DCKHMO =B4*C4
5 Momnouroe =B5*C5
6 Jlakomka =B6*Cé
7 TiomGitp ; =B7*C7
8 DpykTOBOE =B§*Cg
9 HTOI'O: =CYMM(B3:B8) =CYMM(D3:D8)
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6.

10.

11.

12.

13.

14.

OrdopmaTupoBath sueiiky Tadbmipl B ctosonax [lena u Cymma, B KOTOpBIX OyayT
oTtoOpakaThcst (PHAHCOBBIE 3HAYEHUS, UCIIONB3Ys KoMaHy Sueiiku B MeHio @opmMart u BEIOpaB
®uHaHCcOBBIM DOpMAT IIPEICTABIICHUS 1aHHBIX.

Co3znaTh aHATIOTUYHBIE 3aTOTOBKHU TaOIUIIBI Ha JIucTax, 0TOOpakaroIIMX pacyeThl MPOJIaX B
1,2,3 u 4 xBapTanax, U UTOTOB MPOJaX 3a roj. Bernenuts nuanazon Al:B9 u ckonupoBathb
TaOJIMIly Ha APYTHE JHUCTHI, ISl Yero, BBIACINUB YKa3aHHBIN AUara3oH TaOauilbl, BEIOpaTh B
meHto [IpaBka komanny KonuposaTs. 3aTem, ykazaB Ipyroi JIMCT, yCTAHOBUTH KypCOp B HA4aJIO
JIUCTA, BBIICTUB ssueiiky A1, 1 BcTaBUTh TaOnuIly U3 Oydepa oOMeHa komanaoi BeraButh u3
Mmeno [IpaBka. Eciiu B kaure 0yzaer Henocratouno JIuctos, To komanaou JInct B Metu BeTaBka
BCTABUTh HEAOCTAIOLINM JIUCT.

[lepenmenoBaTh JUCTHI, 33/1aB UM Ha3BaHus: | kBapTai, 2 KBapTai, 3 kBaprtal, 4 kBapTai, ['ox.
VY nanute Ha mucte [on ctonben C (Lena), s 4ero, BEIACTUB 3TOT CTOJIOEI, BEIOPATh B MEHIO
IIpaBka komaHay Y JanuTs.
3anoMHUTh TaOJIUIBI IPOJAK MOPOKEHOT0 IO KBapTajaM Ha jucTax: | kBaprain, 2 kBapradi, 3
KBapTani, 4 KBapTai.

B cron6en B (Konuuectso) Ha nucte ['ox BBecT popmyiny, CyYMMUPYIOIIYIO KOJIUYECTBO
MIPOJIAaHHBIX MOPOKEHBIX 1Mo copTam =CYMM(«1 kBaptai:4 kBaptan»!B3), rae: «1 kBapranr:4
KBapTai»! - CChUIKA Ha IMAa30H JIMCTOB; B3 — cchlika Ha siueiiKy Ha BCEX YKa3aHHBIX JIMCTAX.
Oty hopMyTy MOKHO BCTAaBUTh M JIPYTUM CITOcOOOM: Ha jucTe ['oj ykazaTs siueiiky B3, B
KOTOPYIO BBOIUTCS (DYHKIIHSI, BBECTH 3HAK paBeHCTBA (=), BBecTd uMs pyrkun CYMM, a
3aTeM — OTKPBIBAIOIYIO KPYriTylo ckoOKy. [Tocie aToro ykasars sipierdok jaucra | KkBapTani, u
BBIACNINUTD siueiiky B3. 3aTeMm, ynepxxuBas npuxartoi knasuiry 8blll, yka3aTe nociegHui Jucr,
Ha KOTOPBIA HEOOXOAMMO cociatbes, 4 KBapTan, u sueiiky B3, mocne uero BBectu
3aKkpbIBarolIyto ckooky. CxkonupoBath popmyny =CYMM(«1 kBapran:4 kBapran»!B3) u3
sueiiku B3 Ha mucte ['ox B nuamason B4:B9.

B cron6ern ;C (Cymma) Ha nucte ['on BBecTu hopMyIy pacueTra CyMMbI BRIPYUKH OT MPOJIaXK
MOPOXKEHOTO 10 copTam u Bcero 3a roq =CYMM(«1 kBaptan:4 kBaptam»!03). CkonupoBaTh
bopmyny =CYMM(«1 kBaptan:4 kBaptan»!B3) u3 siueitku C3 Ha mucte ['ox B nuamazon C4:C9.
[ToouepeaHo oTkpbIBasi AMETHL: 1 KBapTani, 2 KBapTaj, 3 KBapTal, 4 KBapTaj, BBECTU JaHHbIE O
npoaaxax MopoxeHaPO pa3HbIX cOpTOB (KOJnM4ecTBO U 11eHy). [IponabitoiaTe, Kak Ha JIUCTe
['on cymMmMHUpPYIOTCSI HTOTH TTPOJAXK MO KBApTaJIaM.

Konnuecteg

4920

13824
-5 |Monounoe 21728
& | Manomwa - 9168
7. Dnombap 12844
K3 3782
71266

an £ 4 an

Puc. 1. Ta6ﬂnua pacucTa nmpoaaxxk MOpOKC€HOTO 3a IroJ € IIPIanaMMDfI

[TocTpouTh KpyroByI0 IrarpamMmy, OTPaKaroIIyko JIOJIO BEIPYYKH OT MPOJAKH Ka)JI0T0 copTa
MOPOXKEHOTO 3a To11 B % OT 00mielt cymmbl. Beimenus quanazon qanubeix A3:C8, BEIOpaTh B
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15.

16.
17.

MeHI0 BeraBka komanny Jlnarpamma. Cnenyst ykazanusiMm Macrepa auarpamm, BEIOpaTh
OObeMHBII BapHaHT pa3pe3aHHON KPYroBOW AUarpaMMbl M HIETKHYTh KHONKY Jlanee. 3aTtem
YTOYHHTH JMANa30H oToOpaxkaembix AaHHbIX ['on!$A$31BCSS, ykazare uiia oToOpakeHne
PSIOB TaHHBIX B cTOJOIAX, Ha BKIaake Pan ynamuts Psan 1, octaBuB i oToOpaskeHHst JaHHbIE
TOJIbKO Psin 2 3 cTonbia ¢ cymmoit BeIpydkn OT mpojaax B cronbie C Ha nmcte [oa. enkuys
KHOIKY /lanee, 3a1aTh 3aroJ0BKU IMarpaMMbl M BKJIFOUYNTB IIOJIIMCH 10JIeH Ha nuarpaMMe. Ha
nocJIeAHEM 1are auanora 6 Mactepom 1uarpaMM BKIIFOUUTB Pa3MEILEHUE TUarpaMMBbl Ha
uMmeroniemcst aucte ['ox u menkHyTs KHONKY 1'oToBO. IIpocMOTpeTs nony4eHHyo auarpaMmy 1
YTOYHUTH €€ MO3ULHUIO Ha jucTe. Tabiauia ¢ ruarpaMMoil okaszaHa Ha puc. 1.

BcraButh Ha muct ['ox pucynok mopoxenoro u3 Microsoft Clip Gallery. [1yis atoro cnenatsb
TEKyIIMM JUCT ['0J1 M BCTaBUTH B HaYaJI0 TAOIMIIBI TPU IYCTHIX CTPOKU. YKa3aB siuelky Bl,
BbIOpaTh KOMaHy PrcyHOK B MeHI0 BeraBka, 3aTem BbIOpath onuuio KapTuHka u B CIIUCKe
pucynkoB Microsoft Clip Gallery BeiOpath Hy»KHBbIi1, a 3aTeM HICIKHYTh KHOIIKY BCcTaBUTS.

3akpeiTh OkHO Excel, coxpanus ¢aiin mog umenem [Ipomaxa MopoxeHOTO.

OdopmuTe otuer.
3ananme 2

1. Barpy3uts Excel u oTkpbiTh Tabauiy u3 daiiia [Ipomaka Mmopoxenoro. s atoro
BbIOpaTh B MeHI0 Daiin komany OTKphITh, B TUAJIOTOBOM OKHE OTKpBITHE JOKYMEHTa OTKPBITh
HY)KHYIO MarnkKy U, yka3as ¢aiin [Iponaxa MOpOXKEHOT0, MIETKHYTh KHONKY OTKPBITh.

2. IlocTpouTh AMarpamMmy, OTOOPaKAIOIIYI0 COCTOSIHAE IIPO/IaX MOPOKEHOTO Pa3lipxX
COPTOB 3a MepBbIi KBapTaid. OTKPHITH JUCT 1 KBapTall, HA 3TOM JIUCTE BBIACIUTH siuciiku A2:D8
u BeIOpaTh B MeHI0 BeraBka komanny Juarpamma. B nepBom miare nuanora ¢ Mactepom
quarpamm Ha Bkiajgke CtaHgapTHbBIE BBIOpaTh 00BEMHBIN BapHAHT OOBIYHON THCTOTPaAMMBbI U
HIENKHYTh KHOTIKY Jlanee. Bo BTopoM 11are BeIOpaTh MOJIOKEHUE JAaHHBIX B CTOJIOIAX, yTOUHUTH
Jara3oH TaHHBIX, Ha BKIaAKe Psj B criicke psaoB BeIOpaTh psan LleHa u mIenKHyTh KHOIKY
VY nanute. B none IMst yToOuHUTH 1HMaIa3oH S4eeK, COAEPKUMOe KOTOPBIX 0TOOpakaeTcs B
KauecTBe HaMMEeHOBaHUs cTOJIONOB AaHHBIX. [I]enknyB kHONKy [lanee, B mose HasBanue
nuarpammbl BBecTH «l[Ipogaxku B 1 kBaprtaney, B mosie Ock X BBecTH «CopTy. LllenknyB KHOTIKY
[anee, onpenenuTs MONOKEHUE JUarpaMMBbl Ha UMeronieMcs aucte 1 kBaprain. s BeiBoja
JyarpaMMbl Ha JINCT IIEIKHYTh KHONKY ['0TOBO.

3. OTpenakTupoBaTh MapaMeTpsl AMArPaMMBbl:

« U3MEHUTH HIPUQT MOAMUCH 3HAYEHUH IO OcH 3HaUeHU. 1 3TOro, ycTaHOBHB
yKazaresb Ha Hy)KHYIO OCb, JBa)K/Ibl HAKaTh KHOIIKY MbIIIK. B okHe PopMat ocu Ha BKIIaJKe
[MpudT BEIOpaTh BUI MmpU(Ta, HAYEPTAHUE U pa3MeEp; ,

* U3MEHUTH (popmart 00JaCTH JUarpaMMBbl, AJIs YETO JIBAXAbl IIEIKHYB MBIILIBIO O
nuarpamme, oTkpoite okHo dopmat obnactu nuarpammel. Ha Bknaake Bua BeiGepute Bujg
paMKH, THI, UBET U ToNuHy JuHuH. lllenknyB kHonky CrocoObl 3a1MBKH, OTKPONTE OKHO
3anuBka. Ha Bknagke ['paguentHas B noJie L{BeTa BKIIOUNTE OMIIMIO JIBA I[BETA U B CIUCKAX
L{Bet 1 u LIBet 2 3amaiiTe BapuaHT 11BeTOB. B mosie Tum mtpuxoBKu BEIOpATh OMIUIO
nuaroHanbHas 1. BeiOupas B mosne BapuaHThl OJMH U3 YeThIpeX BapHMaHTOB 3aJIMBKH,
npocMoTpeTh B nosie O0Opasel, Kak OyAeT BBIVIAAETh N30paHHBINA CTUIb OOPMIICHHS.
[Menxkunyrs OK 1151 mpuMeHeHus 3aaHHbIX apameTpos 3aiuBky. [llenknys OK, 3akpbITh OKHO
®opmat 06J1aCTH AUarpaMMbl U IOCMOTPETh PE3YIIbTaT;

* IBaX/IbI ILIEJIKHYB MBIIIBIO HA CTEHKAaX AMAarpaMMbl, OTKPHITh OKHO DopMaT CTEHOK.

Bri6paB B nosie Pamka Tun, LIBET U TOJIIINMHY JUHUH, B 10JIe 3ajliBKa BHIOpaTh 1BET (OHA, a
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3aTeM MIEIKHYTh KHONIKY CriocoOnI 3auBKH. B okHe 3anuBka Ha BKIIaake 'PHUCYHOK MIENKHYTh
KHOIIKY PHUCYHOK U B MajI0r0OBOM OKHE BBIZCIINTE pUCYHOK yKa3aTh HYKHBI PUCYHOK U
menkHyTs OK. [IpuHATH BRIOpaHHBIN PUCYHOK B KAUECTBE 3aJMBKHU M 3aKPBITh OKHO 3aJIMBKa,
mienkHyB OK.

4. CoxpaHuTh TaOJIHUIy IO PEKHUM UMEHEM M 3aKphITh OKHO Excel.

5. 3amyctuth Microsoft Word, co3nate HOBBIi TOKYMEHT U BCTaBUTh B HETO TOJILKO YTO
oTpenaktupoBannyto Tabiuity Excel. [list aToro BeiOpath B MeHI0 BeTaBka komanay O0bekT. B
okHe BcraBka oObekTa BeIOpaTh BKIaAKy Co3nanue u3 Qaiina, 3a1ath madioH *.* u, menkHyB
kHonky O030p, OTKPBITH NANKy, B KOTOPO# 3anucan (aiin Tabiuibl, yka3arh TaOIUIly U
HIeNKHYTh KHONKY OK.

6. OKHO TaOJHIIBI C JUArpaMMOiA, BCTaBIeHHOE B JokymMeHT WOrd, OyzeT BBINISIeTh, Kak
MOoKa3aHo Ha puc. 1.

7. 3akpbiTh okHO WOrd, He coXpaHsis JOKyMEHTa.

B D B B
1 |Yuer npogax Mopoxe
2 |Mapka Komnuue

3 |'-:'.rmE:cch-e

4 |3ckumo

) |Monounoe

o W

Naxomxa

~J

IInombup

Dt D LB 1)

Ppyxroroe

HTOT'O

i [<[» W\ 1 keapran {2 keapran £ 3 rkeapran £ <] 4|

Vo)

p—
o0

Puc. 1. OxHoO TabnuIbl ¢ qUarpaMmoii, BctaBieHHoe B fokyment \Word

3amanuel

CoctaBuTh TaONIUIy pacipeesieH s JOX00B B TPYIOBOM KOJUIEKTHBE B COOTBETCTBHUH C
TPYAOBBIM BKJIAJIOM KaXKI0Tr0 pabOTHHKA.

JlonmycTuMm, 4TO TPYAOBOH BKJIaJ KaXK0ro paboTHHKA U3MepsieTcs Ko3dduuueHTom
tpyaosoro yuactus (KTVY), koTopslii mpsiMO IpOoNopIOHaieH KBaIUpUKaIMi pabOTHHUKA U
BpeMeHHU ero paboTsl. KoHeuHo, peasibHas 3ajaua pacueTa y4acThs KakJ10ro paboTHUKA B
TPYZOBOH AESITETbHOCTH KOJUIEKTHBA 3HAUYUTEIIBHO CIIOJKHEE.

1. CHauana Hy>XHO OIIpeIEeIUTh UCXOIHbIE JaHHbIE 33aU: BEIMUMHY paclpeesseMoil
CYMMBI 0X0/a (4ucio), pamMuaun paboTHUKOB (TEKCT), YPOBEHb KBaTH(pUKaLUu (pa3ps —
1eJI0e YHCII0) U BpeMs paboThl. B kadecTBe paccunThIBaeMbIX JaHHBIX B Talnuie OyneT
3Hauenne KTV s kaxnoro pabotHuka u cymmapHoe 3HaueHne KTV Bcex pabOTHUKOB (YKCIIO)
¥ CyMMa BBIIJIATHI K&KJOMY paOOTHUKY (UHCIIO).

2. 3anyctuth Excel, nepenmenonats Jluct 1 B KTV, na mucre KTY onucars cTpykTypy
TaOIHITBI U BBECTH UCXOHBIC JaHHBIE (Ta0m. 1).

3. Beectu B siueiiky D4 ¢popmyny pacuera KTY =B4*C4. Cxonuposats popmyiy u3
sueriku D4 B nuamaszon B5:B7.
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4. B siueiiky D8 BBecTu hopmyny cymmsl quanazona D4:D7, s yero BbIACIUB
nuana3od D4:D7, menkHyTh KHONKY ABTOCyMMa Ha IIaHEJIM UHCTpyMEHTOB CTaHapTHas.

Tabmuna 1
HUcxonurie nanHeie

. A [ B I C | D [ E
1 ' Pacnpeneenne GOXOMOB B KOIICKTHES,
2 Cymma J0x010B L T
3 Qasvpumg - Paspsin Bpema KTV BemnaTa
4 Hsaunos 12 ) -
5 {léTpon 14 [
6 Cunopos 11 . 8
7" | Kocmuu - 10 s
8 HTOroO: )

5. Beectu B sueiiky C2 BeIMuMHY pacupenensemMoro qoxonaa, Hanpumep, 10000.

6. Beectu B siueiiky E4 ¢popmyiy pacuera Boimiatel =$C$2/$D$8*D4. (Boimiara
KKI0MY paOOTHUKY paBHA YaCTHOMY OT BCEH CyMMBI JOXOJI0B KoJUIekTHBa 1 cyMMbl KTV Bcex
paboTHUKOB, yMHOKeHHOMY Ha BennunHy KTV manHoro padotnuka.) O6paTuTe BHUMaHHE, YTO
aznpeca siueek C2 u D8 3anucanbl B aOCOMIOTHON Gopme, T. €. OHU HE U3MEHATCS TIPU
konupoBanuu Gpopmynsl u3 siueliku E4 B ES:E7.

Jliia co3nanust aOCOMOTHOM cchlikM Ha siueiiky C2, B8 HyxHO nipu BBojie PopMyIIbI
HIEJIKHYTh Ha JAHHOM CChUIKE KiaBuuiei 1'4.

7. 3anath GUHAHCOBBIN hopMart 11 3HaUYECHU NaHHBIX B siuelikax E4:E7, ms gero
BBIJIEJIMB 3TOT JIMaIla30H, BBIOpaTh B MeHI0 DopmaT ONuuio S4eiky, a 3aTeM Ha Bilinajgke Yucio
okHa Popmar sueek BEIOpaTh BapuaHT YUCI0BOro popmara: OUHAHCOBBIIA, TIOCIIE Yero yKa3aTh
YHCJIO IECATUYHBIX 3HAKOB 2, a B rosie O603HaueHue BeIOpaTh p. U HIENKHYTh KHONKY OK.

8. I3menuTs mmpuny ctonbua E, 9To0sl B HeM MPpaBUILHO 0TOOPaXKaIMCh BBITUIATHI B
¢buHaHcoBOM (hopmare.

9. IIpoBepuTsh AeiicTBUE TaOIUIIBI, U3MEHSIS TaHHbBIE B stuciikax C2, B4:C7.

10. TTocTpouTs AUarpaMMy, OTOOPaXKaIOUIYIO JOJIO BBIIUIAT KAKIOMY PAOOTHUKY OT
o0mielt cyMMBbI 10X0/10B. /{71 3TOro BBIAETUTH Auana3oH siueek A4:B7 v menKkHyTh KHONKY
Macrtep auarpamm B naHeiau MHCTpyMeHToB CTaHnapTHasl. B Hayalie mocTpoeHus quarpammbl
BbIOpaTh TN Pa3pe3Has kpyrosas nuarpaMma U IEIKHYTh KHomKy Jlanee. Ha stane
orpezieNieHusl UCTOYHHMKA JIaHHBIX AUarpaMMbl BEIOpaTh JUIsl OTOOpakeHus B AMarpamme JJaHHbIe
U3 pSA0OB B CTONOIAX, yTOUHUTH Auarna3oH. Ha Bkinanke Pan B mone Mms 3a1ath quana3on
JaHHBIX, oToOpaxatomux Ha3Banue Jluctl!$A$1. llenxuys kHOnKy Jlanee, Ha BKIagke
[Tonnucu gannbix B none [lonnucu 3navuennii BeIOpaTh omnuuto gois. [llenkays kHonky Janee,
BBIOPATh MECTO pa3MeIeHHs TuarpaMMbl Ha OT/IEIBHOM JIMCTE ¢ Ha3BaHUeM J(uarpammal u
LIENKHYTh [ '0TOBO.

11. U3meHuTh Gpopmar 061aCTH JUarpaMMBbl, ISl YETO LIETKHYTh IPABO KHOIMKOM
MBIILIY Ha luarpaMMe, B KOHTEKCTHOM MEHIO BbIOpaTh koMaHy PopmaT 00s1acTu AMarpaMmsl.
Bri6paB Bkinanky Bug, menkHyTs kHOonKy Crioco0Ob! 3anuBKU. B okHe 3anuBka BeIOpaTh BKIAJIKY
TekcTypa, 3aTeM LIEIKHYTh KHOIIKY ¢ TEKCTYpoil (Hampumep, Oemnbiit Mpamop). [llenkHys
kHOnKy OK, 3akpbITh OKHO 3anuBKa, a 3ateM menkHyTb OK mis 3akpeitus okHa @opmar
oOnactu nuarpaMmel. [IpocMoTpeTs BUI OTY4YEHHON AUarpaMMbl Ha OTJEIEHOM JIHCTE
Hunarpammal.

12. Coxpanuts Tabauiy ¢ auarpammoit nmog umeHeMm KTV 1 3akpbITh OKHO POrpaMMbl
Excel..
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B Excel mpenycmoTpens! pasHooOpa3Hble CpeacTBa HHTerpaiuu nprioxernii Windows
— TEXHOJIOTHS CBSI3M U BHEJIPCHUSI 00BEKTOB, MEXaHU3M JTUHAMUYECKOTO OOMEHA TaHHBIMU
(DDE) mexnay Excel u npyriumu npunosxxennsmu Windows.

Hanpuwmep, B TekctoBoMm gokymenTe WOrd Mo>KHO OATOTOBUTH (PMHAHCOBBIM OTYET,
OCHOBAHHBIH Ha 3JIeKTpoHHOM Tabauie Excel. Eciu BbI ycTaHOBUTE TUHAMHYECKYIO CBS3b
mexay Word u Excel, To B nasibHeiiiemM cMoxeTe 00HOBIISITh OTYET HEMOCPEACTBEHHO B
AJIEKTPOHHOU Ta0JIHIIE, U BCE U3MEHEHUS OyyT aBTOMAaTHYECKH BOCIIPOU3BEICHBI B TEKCTOBOM
JOKYMEHTE.

3aganue 4

1. 3anyctuth Excel u coznare Tabmuily otyera o npojaxkax. CoxpaHuThb (aiiil Ha TUCKe
nox umenem Otuerl.

2. 3amyctuth nporpammy MS Word u co3maTe HOBBIH TOKYMEHT. BKIIIOYHTH B JOKYMEHT
daitn Tabnuuel Excel .Otuerl, yctaHOBUB AuHaMU4YecKyr0 cBs3b Mexay Word u Excel. s
3TOro BEIOpaTh B MeHIO BeTaBka komanay O0bsekt. Ha Brkiaake Co3nanve u3 aiiyia BKIIOYUTH
ormuro CBsi3b ¢ (haiiyioM U MEeTKHYTh KHONKY O030p auis Horcka daiina. B quanoroBoM okHe
00630p HaiiTu nanky, ¢aitn Tabnuiel Excel Otuer] u menkuyts kaonky OK. ITocine storo B
noxkyment Word O6yzaer BcrariieHa tabnuia (tadi. 1).

Tabauua 1

Ta6muua Excel B nokymenre WORD

DuHAHCOBEIH OTIET O MPONAKAK

Hamvenonanue - KomrdtecTso Ilena : - Cymma
THpuurep Epson LX-300. - 2 3 987,36 p. "7 974,72 p.
Cranep Mustek ScanExpress : 5. 162,00 p. .| 810500 p,
Cerepas xaprta 3 Com e 3 1 014,00 p. 811200 p.
KapTpHmK [ CTpY HHBIX IPHHTEPO 12 456,00 p. 5 472,00 p.
Hroro: 27 29 663,72 p.

3. Iepeiit B okHO Excel u m3mennTs nannbie B Tabmune Otuer 1 (Hanpumep, U3MEHHTh
naHHble B rpadax Komuuectso u Llena).

4. Tlepeiitu B okHo WoOrd u yOeauTbcst B TOM, 4TO H3MEHEHHsI, BHECEHHBIE B OkHEe Excel B
¢aitn Tabnuuel Otuet 1, 0oTOOpaxkaroTcs M B JMHAMUYECKU CBA3aHHOW ¢ HUM TaOJMIIE,
BCTaBJICHHOHW B okymeHT Word.

5. 3aBepuuth padory npuioxenuit Excel u Word 6e3 coxpaHeHuUs JOKYMEHTOB.

X00 pabombwt (nOpa0OK 6bINOJHEHUA padOmMbl):

CryneHT JoJKeH 3aHATh pabodyee MeCTO 3a KOMIBIOTEPOM

3arpy3uTh NEKTPOHHBIN TOKyMeHT «JlabopaTopHas pabora Ne8»»

3aKOHCIEKTUPOBATH OCHOBHBIE MOHATHUS U ONPEACICHUS

3amucarhb ¥ 3a/1aTh BOIIPOCHI MTPETIOIaBATEII0, €CJIM KOHCTIEKTUPYEMBIH MaTepHall BhI3HIBAET
TPYAHOCTH B TOHUMAaHUU

3amucarh MOSICHEHUS MTPETIo1aBaTellst

[TpenssBUTH KOHCIIEKT Ha MMPOBEPKY

7. 3aBepumiuTh padoTy

el N

o o
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Cooepotcanue u oghopmaenue omuema

Otuer nomKeH ObITh OPOPMIIEH B TETPAIU U COAEPKAaTh Ha3BaHUE JIAOOPATOPHOU
paboThl, naty BeiosHEeHUs, Ne rpynnsl 1 M.O.@amunnio cTyeHTa, 3alaiue Ha padoTy U
ONMCAHNUE OCHOBHBIX CBEACHMM, IPABUII U IPUEMOB, U3YUYCHHBIX IIPH BBIITOJIHEHUU
nabopaTopHOM PabOThI, BHIBOJIBI.

JlabopaTopHnas padora Ne2 «CucreMa NMoAroTOBKHU NMpe3eHTalUil B
MS Power Point»

1. lean u 3axa4u Ja00paTOPHOI PadoOTHI.

[Tpuobpectn mpakTUdeckre HaBbIKM padoTel ¢ Microsoft Power Point:
O3HAKOMUTECS ¢ KommoHentamu MS Power Point, co cmocobamu co3maHus
CaiifIoB, HAYYUThCS HACTpaWBaTh aHMMAIIUIO OOBEKTOB, CO3/1aBaTh JHarpaMMBl,
TaOIUIIBI, (HOPMYJIBL.

2. TeopeTuyeckue cBeJIeHUA
Ms Power Point mpemHasHaueH s CO3JaHHA W JIEMOHCTpAIldU

npe3enTanui. [Ipe3eHTanus - 570 HaOOp XyN0KECTBEHHO 0OPMIICHHBIX CJIANJIOB,
BKJIIOYAIOIINX TEKCT, PUCYHKH, aHUMalMOHHbIe JddekTel. B  pexume
JEMOHCTPAMA TPE3CHTALMU CHANAbl MOCIEIOBATEIBHO CMEHSAIOT APYr Apyra
yepes 3aJlaHHbIE POMEKYTKH BPEMEHH, J1aBas KPAaCOYHOE MPEICTABICHUE O TEME,
KOTOPOM IMOCBSIIEHA TPE3EHTALUS.

Oxno Power Point mpakTHyeckn HHYEM HE OTJIMYACTCS OT OKOH JPYrHX
MPUJIOKEHUN U COJIEPKUT CTPOKY 3arojioBKa, CTPOKY MeHIO (¢ komangamu Daii,
IIpaBka, Bua, BcraBka, ®opmar, Cepsuc, Ilokas cmaitnoB, OxHo, CnpaBka),
MaHeJId WHCTPYMEHTOB, KHOIKHM NEPEKIIOUECHUS BHUJIOB MPEJICTABICHUS, CTPOKY
COCTOSIHUSI, TUHEUKHU TPOKPYTKHU U JIp.

Bo3moskHbI Tpu crioco0a co3aaHus Pe3eHTAIUI:
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1) mosTanHoe co3maHue ¢ MOMOIILI0 MacTepa aBTOCOAEpKAHUS, KOTOPBII
BbIOMpaeTcs npu 3amycke Power Point, mu6o mo komanae Co3maTh JOKYMEHT
Office/ Oomme/ Macrep aBTOCOAEPKAHNS,

MHceMa K akcel ] MpezeHTaumHH ] My EnMKaLHK ] PeweHka ] CRNHAHKE ] LUabnoHE odoprAEHKA ]
Ol e ] Bazkl AaHHEIX ] BebB-cTpaHHuEl ] ApyrHe AokyHEHTEI ] 3anHcEmr ] DTHETEI
i ..... @
HoBk 1M Bef-cTpanvua Coofwenre  HOBaA KHMCa NiPEETEE
AOKYMEHT INEKTPOHH. ..
..... . &
x
Hoean MacTep Hoean baza
NpE3EHTAUHA ABTOCOASR. .. AaHHE

MPOCHOTD HEEOSMOXEH.

QIR | OTHEHA

2) ¢ moMoIIbI0 MAadI0oHa MPE3eHTAINHU, TPEIOCTABIIAIONIETO CTAaHAAPTHRIM HA0Op
ClaIoB JUIsl pa3IMyHbIX cuTyaruil. B kaxaplii mabiioH BXOIUT (OpMalIbHBIN
TEKCT, KOTOPBIH MOXKHO 3aMEHHUTh cOOCTBeHHBIM. IIla0iaoH mpe3eHTaIMH
BbIOMpacTcs npu 3amycke Power Point, mu6o mo xomange Co3aaTh JOKYMEHT
Office / [Ilpe3eHtanmm (manee BbIOMpaeTcs MAOJOH  MPE3CHTAIUH,
o0ecCTeYrBarOIINA IBETOBBIC CXEMBI IS CIAMIOB M CXEMBI pa3MEIICHHS TEKCTa),
6o mo komanae Co3math nokyment Office / Illadnonnl odopmienus (manee
BhIOMpaETCs MAaOJIOH AU3aliHa MPE3ESHTAIINH, IPEICTABIISIONIUHI
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Coagars gonyme HT Office

DAL HE ] Bazbl AaHHEI ] Bef-cTpaHHLE! ] ApyrHe A0KyYHMEHTEI ] SanyckH ] OTYeTEI ]
MHCEMa K akckl ] MpezeHTaLkHH ] MyBnHEALHK ] PeweHHa ] CNHAHKE LUafinoHe! ofiopMieHHa

(&

5] &) §] :moo

MpockaTp

EepwrHa EoaAHele oy paHkua
ropel SHaKH
|
= = = =
SaHABEC SaTMEHKE laea Kancy nel
BEIGERHTE SHAYOK
ANA NpOcMOTRA,
a) @] & o]
- - - -

Kackaa, KeaapaHT KHMoHD K.neH

| OTMEHA

TOJIBKO IIBETOBYIO CXEMY M OOIIMII BUJ CIANIOB, a COACPKAHUE KaXKJOTO claiaa

Brl cocraBisieTe camu);

3) co3matk camocTosTeNbHO mociie komaHasl Pain/ Co3math U BbIOOpa

OJIHOTO U3 YeThIpex BapuaHTOB: HoBas mpesenrtarusi, M3 madiaona ohopmieHus,

N3 mactepa aBTocoaepxkanus, 13 nmeroniencs npe3eHTaiuu.

BblCTpOC CO3JaHHUE NMpeE3cHTAINN

1

2.

. Ha CranpapTHOi MaHeny MHCTPYMEHTOB HaKMUTE KHONKY Co3aaTh » ,a

3aTeM BBIOEPUTE MOIXO AN BapUAHT.

BBeaure 3arosioBok mpe3eHTAlUU U JpYyTrHe CBEIEHUs, KOTOpble TpeOyeTcs
PacCIONOXKUTh HA TUTYJIBHOM ClIaiizie.

TexcT MOKHO BBECTH B 00JIACTH ClIaif/ia UM B 00JIACTH CTPYKTYPHI.
Haxmure kHonky Co3gars cjailli Ha 0OaHEIM  UHCTPYMEHTOB
dopmaTpoBaHue U BHIOEpUTE MOIXOANIMN MaKeT I CO37aBaeMOTO
cnaiina (4ToOBI MPOCMOTPETh BCE MAKEThl, BOCHOJB3YHTECh MOJ0CON

27



MaKkeTkl TEKCTa

MaKeThl COAEepHHMOrD

E & =] glmg
bl £ (111 ool Bl
EEEE M ER ER R EREE
lEE]| (B |[EEEE

MaKeTkl TEKCTA W CO 0 EPHHHMOro

MIPOKPYTKH).

4. Jlo6aBbTe Ha ciaiil TpeOyeMble OOBEKTHI.

5. TloBropsiiTe maru 3 u 4 17151 BCeX HOBBIX CJIANJIOB.

6. [Ipunaiite npe3eHTanuu TpeOyeMbIil BUI.
3aKkoHYMB pabOTy HaJ IPE3EHTAIMEH, COXPaHUTE €e.

PeskuMbl MpocMoOTpa Npe3eHTauuu
CylecTByeT TpU pekruMa MPOCMOTPA MPE3CHTALIUN:

1) peKHMM COPTHPOBIIMKA CHANIOB JUII HM3MEHCHHS IOPSJIKA CIICIOBAHMS
(mepecopTUPOBKHU) CIIAIOB B MPE3CHTALMU (BKIIIOYACTCS COOTBETCTBYIONICH

o
=]

2]

KHONIKOM B HWXXHEW YacTH OKHa MpPE3CHTAlUN , Jmbo kKomaHmou Bua/
CoprupoBmmk  caaiaoB).  IlepecopTupoBKa  BBIONHSETCS ~ OPOCTHIM

IICPCTACKUBAaHUCM CHaﬁHOB C IIOMOIIBIO MBIIIH,

2) MOKa3 CJIalJI0B BBIMOJHACTCS C MOMOIIBIO KHOIKH 2 wm KoMmaHaou Bua/
IMoxka3 caaiigos, oo xomanaou Iloka3s caaiinos/Hauarsh nmokas;

3) OOBIYHBINM PEKUM (BKJIFOYAETCS COOTBETCTBYIONICH KHOIMKOW B HYDKHEH YacTH

OTOOpaKarTCsl TpU 00JIaCTU: 00JIACTh CTPYKTYpHI, 00JIaCTh claijga ¥ 00JacTh

OKHA MpE3CHTalUN , 100 xomaHa0i Bua/ O0bIuHbIi). B 00bIHOM pexume

3aMETOK. DTH 00JaCTH MO3BOJIAIOT OJTHOBPEMEHHO paboTaTh HAJl BCEMH ACTIEKTaMU
npe3eHTanuu. Pazmepsl 001acTeit MOKHO U3MEHSITh, IEPETACKUBAS UX TPAHUIIBI.

B o0ObraHOM pexume MOXKHO BbIOpaTh BKIaAKY Cralbl A MOCIEA0BATEIIBHOTO
MPOCMOTpA CJIAlJIOB (BKJIIOYAETCSI COOTBETCTBYIOIIECH KHOIMKOW B HUKHEW 4YacTH

o
OKHA TMPE3CHTAINHA ), a Takke BKIaAKy CTpyKTypa, KOTOpas_MOKa3bIBaeT
OOLIYI0 TEKCTOBYIO CTPYKTYpY Npe3eHTaluuu (BKIIOYAETCS COOTBETCTBYIOLIEH
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KHOIKOM B HMKHEH 4YacTM OKHA Ipe3eHTaluil — ). B 3ToM pexkume Hambosee
yA00HO HaOWpaTh U MPABUTh TEKCT MPE3CHTALINHY;

B obOnactu cTpyKTyphI Mpe3eHTaInsT H300paKaeTCsl B COKPAIIEHHOM BHUJIE: TOJIBKO
3aroJIOBKH CJalI0B U coJlep Kalluiics B criaiiiax TekcT. CTpyKTypy MOKHO BBECTH
B PowerPoint, co3gath ¢ TOMOIIBIO MacTepa aBTOCOICPXKAHUS WU
UMIIOPTUPOBATH U3 APYTOro MPUIOKEHHs, Takoro kak Microsoft Word.

PaGota co CTpyKTypoW SIBISETCS HaWIydIIUM BapUAaHTOM OpTaHU3AIMH U
pa3BUTHUS MPE3EHTAIINU, TaK KaK B IpoIiecce paboThl Ha IKpaHe 0TOOPaKal0TCs BCE
3aroJIOBKM W OCHOBHOM TeKCT. MOKHO TIOMEHSATh MeCTaMHU IyHKTHl Ha Claiine,
MIEPEMECTUTh CJIali/ia IETMKOM C OJTHOM MO3UITUHU B APYTYIO U U3MEHUTH 3aT0JIOBKU
U OCHOBHOH TeKkcT. Hampumep, d9TOOBI YMOPSIOYHUTH CHANABI WM ITYHKTHI
MapKUpOBAaHHOTO  CIMCKa, BbBIOEpUTE  3HAUOK  Cjlaiiia Wi  Mapkep,
COOTBETCTBYIOLIUHN TEKCTY, KOTOPBINA TpeOyeTcs epeMeCTUTh, U MEPETAIINUTE €r0 B
JPYTYIO TIO3UITHIO.

[Ipu BbIOOpE TekcTa B 00OJACTU CTPYKTYphl Ha TNAHENSIX HWHCTPYMEHTOB
CranpaptHas u @DopmaTHpoBaHUE TOSBISIOTCA KHONKU 1 pabOThl €O
CcTpykTypoil. OHM mpeaHa3HayeHbl JJIs OBICTPON OpraHU3allUU TMPE3CHTALlHU.

Hanpumep, KHONIKH YBEJIMYUTH OTCTYHN == U YMEHBIIUTHL OTCTYH == CIIyKaT
JUISl YBEJIMYEHUS U YMEHBLIEHUSI OTCTyIa Mapkepa. YToObl MOKa3aTh WM CKPBITh
dbopmartupoBaHue B O0JacTH CTPYKTYpbl, HaxXMuTe KHONKY (OTOOpasutrh

A =
dopmatupoBanue 4. Kuonka Pa3sBepHyThb Bce #=103B0JISET BBIBECTH BEChH
TEKCT MOJIHOCTBIO WIH TOJIBKO 3ar0JIOBKH CIIANIOB.

Jlnst ynoOcTBa Bce KHOIKH [JIsi pabOThl CO CTPYKTYPOM MOXKHO BBIBECTH Ha
OTACJIbHOM IAaHEIW WHCTPYMEHTOB. B MeHro Bua ykaxure Ha nyHkr Ilanesaun
HHCTPYMEHTOB U BbiOepuTe nanens CTpykTypa.

B 00bIYHOM pexuMe 0TOOpakaroTCsl TpU 00JacTU: 00JACTh CTPYKTYpbI, 00JaCTh
ciaiiia 1 00JacTh 3aMETOK. DTH 00JIACTH MO3BOJISIOT OJJHOBPEMEHHO paboTaTh HaJ
BCEMHM acleKTaMu TMpe3eHTanuu. Pa3Mepsl o0jacTeil MOXKHO HW3MEHSTH,
NIEPETACKNBASI UX TPAHULIBI.

O6sactb cTpykTypbl. OO01acTh CTPYKTYpBl CIHYXKUT JUIsi OpTaHH3allud |
pa3BepPTHIBAHUS COAECPKUMOTO Mpe3eHTalnu. B Hell MOXHO BBOAUTH TEKCT
MPE3EHTAIlMN YU TPUBOJIUTD B MOPSAOK MYHKTHI CITMCKA, a03a1lbl U CIAIbI.

Obaactes caaiiga. B oGnactu ciaiiza oToOpaxaercs TEKCT Kaxaoro ciaija c
yaetoM ¢opmatupoBanusi. Ha oTnmenbHbIE Claiiibl MOKHO J00aBIATH PHUCYHKH,
(bUIbMBI, 3ByKH, aHUMAIUIO U TUIIEPCCHUITKH.
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Obaactb 3aMetrok. OO0nacTh 3aMETOK CIYXHUT JUJIsl J0OABIIEHUS 3aMETOK
JOKJIQAYMKa WIM CBelIeHWH ans ayautopuu. Ecim B 3ameTkax JOJDKEeH ObITh
PHUCYHOK, 100aBIIATh 3aMETKH CIEAYET B PEXKUME CTPAHUIL 3aMETOK.

EZ microsoft PowerPoint - [Mpume p npezeHTaumMH (NPOEKT N0 CO3JaHHK Npe ANPHATHA])]

.(_ﬂ;] tarin  [Mpaska BEwa Bocraeka dopuat  Cepevc [Mokas cnangos  OrkHo  Cnpaeka BEEAWTE BONpOC - M

e EHRE SR F Gl B3 4 B | 1E 54 d: @ 100% NN |

K A 4 ; = A oA ;E EE | ¥ KodcTpykTop o] CosaaTte cnafa d
~

CrpykTypa s

4.06nacTi i
pESNMEALMM TC
9 duik5iE LSH Co3farenlh KypPCOBOTO IIPOEKTA T
FOMOEDTERE]
zapyBesHb
OPOMEECANTEN + Hea
6.CozaaTens
F.CTRyKT YA OcH
OpoOUzEQACTESH
@DHgDB
+ HoOMANekTyHWwme
HOMOEHITERS

5

N
3

: MEan
HpaHnoera

O6nactb

+ 1

= Hroe

1 —|

gx

3 n Cosaarens Kypcoe

Ik

npoexTa

4 PeLeHIeHT KypCcoB

npoexTa » |ManHyHa MHpopMALKKD O COZASTENS CMOTPMTE B KoHUE patoTsl

[He= = < >
E,ﬂ,eﬁclsmsl' asTodkrypbi~ S\ w1 O 2 Al 22 (@] LaEl | S - b - A= =

Cnaka 3wz 7 My nec PYECKHE

JE
[(Poccka) Car

O6nactb O6nactb
3amMeToK

OTH TpHU 00JACTH TaK)K€ MPUCYTCTBYIOT MPU COXPAHEHUM Mpe3eHTalu kak Web-
CTpaHHllbl. EJAMHCTBEHHOE OTIWYHE COCTOMT B TOM, OOJAcCTh CTPYKTYpHI
oToOpakaeTcs Kak coepraHue, MO3BOJIAIOIIEe IEpEeMENaThCs 10 MPe3eHTalUU.

JTanbl U c10co0bl (POPMUPOBAHMS NPE3EHTALMH.
DTarnel:

1. Co3nanue CTPYKTYpPBbI IIPE3EHTALUH, T.C. ONPENEICHHON
IIOCJIEIOBATEIBHOCTH CIaNA0B, CO3JaHHBIX HA OCHOBE ABTOMAKETOB.
[Ipumep CTpyKTYyphl HA OCHOBE AaBTOMAKETOB:

No cnaiina | Ucnionb3yemblil aBTOMAKET JUIs claiia
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1. TuTynbpHBIN Crnaiia
Hrorosslii ciuaiig
MapKupOBaHHBIN CIIMCOK
I'paduka u Texcr

Jnarpamma

o o o~ W N

Ta0muna

YcranoBka B3aMMOCBSI3HU MCKOY cllaiimamu MMOCPCACTBOM CO3AaHUA YIIPABIAIOMIUX KHOIIOK,
THUIICPCCBUIOK U APYIrUux O6T:>€KTOB, HCIIOJIb3YCMbIX B KaUCCTBC 00BEKTOB YIIpaBJICHU:.

2. Co3ganue CTHIIA Npe3eHTannu (MpuMeHeHue mabioHa odhopmiieHwus, GoHa,
KOJIOHTUTYJIOB).

3. Hanecenne Ha cnaiinpl He0OX0AMMONM MHPOPMALIMK, U MPOYUX OOBEKTOB C
UCITI0JIb30BAaHUEM TEKCTOBBIX OJIOKOB, TAOJMII, IUarpamMm, aBTOPUTYp U JIp.

4. Pabora co cnaiimamu. HacTtpoiika anumanum.

5. Co3ganue Npou3BOJIBHBIX MOKA30B (€cyu TpedyeTcs).

IlepBbIii 3TaN — cO31aHNe CTPYKTYPHI IPEe3eHTANNH

CtpykTypa  Tpe3eHTalmuu — 3TO  MOCIEAOBAaTEIbHOCTh  CIIAlIOB,
PaCTONIOKEHHBIX B OMPEACTICHHOM MOPSIKE, 3aaBaEMOM CO3AaTeNeM, Te KaK bl
ClIaliJl UMEET CBOIO PA3METKY, COCTOAIIYIO M3 3aroJioBKa, JJIEMEHTOB TEKCTa C
pPa3HBIMU YPOBHSMH, a TAKK€ MOXKET COJACPKaTh 3ape3epBUPOBAHHOE MECTO IS
JIPYTUX OOBEKTOB.

Ha mannom sTame TpeOyeTcsi ONpeAeiuTh KOJIMYECTBO CIIal0B, KOTOPOE
OyZeT UCIOoJIb30BaThCSl B TAHHOM MPE3EHTAIlMH, a Takke WH(POpMaIrio, KOTOPYIO
IUIAHUPYETCS Ha HUX pa3MecTuThb. [locie 3Toro ocyumecTBiseTcs pa3MmeTrka
KaXJ0T0 KOHKPETHOTO Cllaijia.

Cy1iecTByeT HECKOJIBKO CIIOCOO0B CO3/IaHUs CTPYKTYPHI MPE3EHTAINH:

1. UMnopT CTpyKTYphI U3 APYTUX TPUIOKEHUM
2. Co3pnaHue CTPYKTypbl HA OCHOBE aBTOMAaKETOB

Co3naHue npe3eHTANUN IyTeM UMIIOPTA CTPYKTYPbI
[Ipu co3manmm Tpe3eHTAUHA TYTEM HMMIIOPTa CTPYKTYpPhl PEKOMEHIYETCS
UCIOJI30BaTh JIOKYMEHT, MCIONBb3YIOUIUMN cTUM 3arojoBkoB Microsoft Word. C

TaKUMU CTWIAMH YyJ00Hee co3naBaTh ciaiiipl B PowerPoint. [Ipu sToM B MeHI0
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®ajia BeiOepuTe KomMaHay OTKpbITH. B criucke Tun ¢aiijioB BoiOepuTe MyHKT
Bce crpykrypbl. B cnucke Umsi nBaxabl MIETKHUTE TpeOyeMbIH JOKYMEHT.
NmnoptupoBanHas cTpykTypa OyaeTr oTkpbita B PowerPoint. Kaxapiit ocHoOBHOM
3aroJIOBOK JIOKYMEHTA CTAHET 3arojJOBKOM OTHAEJIBHOTO Claifa, a Ka)Abli MyHKT
CTPYKTYpBI CTaHET TEKCTOM claiaa. lIpeseHTannio MoXHO OBICTPO cO37aTh Ha
OCHOBE HMIIOPTHPOBAaHHOTO JokyMeHTa Word co CTUISIMH 3arojOBKOB IIO
CIIEMyIONIEH cXeMme: OTKpoiTe mokymMeHT B Word, ykaxute B MeHI0O Daiia Ha
komaHay OTnpaButh u Beioepute myHKT Microsoft PowerPoint. Kaxnsriii a63ar,
oTQOopMaTUPOBAHHBIN B CTUJIE «3aroJIOBOK 1», CTaHET 3aroJIOBKOM HOBOT'O Claiijia;
KOKIbIM  ab3an, oTdopMaTUpOBaHHBIA B CTUJE «3arojloBOK 2», Oyner
npeoOpa3oBaH B TEKCT MEPBOTO YPOBHS U T.J.

Uto0sl 100aBUTH CTPYKTYPY B YK€ HUMEIONIYIOCS MPE3CHTAINI0, HEOOXO0UMO
BBIOpaTh B 00JIACTU CTPYKTYPBI CHaij, IMOCIE KOTOPOro TpeOyeTcsi BCTaBUTH
cTpykTypy. Hanee B meHto BeraBka BeiOpaTh koMaHay Caaiabl U3 CTPYKTYPbI U
nepeianTe B Namnky, COAEpPKaIlyl0 JTOKYMEHT, KOTOPbI CIeAyeT HUCIOIb30BaTh B
KaueCTBE CTPYKTYPHL.

C03ﬂaHl/le CTPYKTYPbI HA OCHOBE aBTOMAaKETOB

JlanHast omepaiusi OCYIIECTBIISIETCS. IMYTEM IOCJIEA0BATEIBLHOTO CO3JAaHUs
CJIaiJIOB Ha OCHOBE MAKETOB Pa3METKHU CJailioB, npejacTaBieHHbIXx B PowerPoint.
B wmenio BceraBka BwiOpath komanny Co3aarh ciaaig... OTKpoercs OKHO
Pa3zmerka ciaiiaa.

: PasmeTka cnainga  x
e8| a
MpYMEHWMTE PAaSMETKY Cnaiga:
MaKeThkl TEKCTA L
MaKeTkl CO0EPMHUMOro
H & - FEE
U 1 S W
bl :. bl 7 o | e
= |0 & [e=zE=] - B = | B2 £
EE|EE B[
o 1= 0 & R ==Y | [E=s
"o | 2 il e @“0" i ] i 2

MaKeTkl TEKCTA W COAEPM¥WHOro
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B nanHOM OKHE MpeacTaBlIeHbl MAKETHI PA3METKU CIANWI0B, KOTOPbIE MOXKHO
MOJIHOCTBIO MPOCMOTPETH, UCIOJIB3YA MOJI0CY NPOKPYTKH.

MaxkeThl MOKHO moaApasaAcCINTG 110 CICAYIOIIUM TUIIAM!

TurynpHBIN Canyg

Craiin, cogepskaiiuii TeKCT

Crnaiin, cogepkaluii guarpaMmy

Crnaiin, cogepkaluii OpraHu3allMOHHYI0 JUArpaMMy

Craiin, cogepkaiiui KiIuI

CwMmenraHHbIi ciang

UtoOBl M3MEHUTh MaKeT cjaija mpuMeHsieTcss komanaa PasMmerka cjaiaa B

ok wdE

MeHI0 PopMaT U IPOU3BOJIUTCA 3aMEHa Ha IPYyroi Maker.

Jnist co3tanvst HOBOTO cliaiijia ucronb3yiTe komanay BeraBka/Co3naTh ciaid/] HiTl KHOIIKY

=)

MaHCJI UHCTPYMCHTOB

KonuposaHnue cJaiia u3 0{HOM NMpPe3eHTANUN B APYTyI0

1. OTkpoiTe cnaii, mocjie KOTOPOro TpedyeTcsl BCTABUTD JIPYroM ciai.

2. B mento BeraBka BeiOepute komanay Ciaiiabl u3 ¢aiiJios.

3. Haiinute wu BbIOEpUTE TpE3CHTALMIO, U3 KOTOpOM Tpelyercs
CKOIIMPOBATh CJIANI.

4, Haxxmure kHonky Iloka3arts.

S. Boibepure OOMH WM HECKOJIBKO CJaijioB, KOTOpble Tpedyercs

CKOIMMPOBATh, U HAXKMUTE KHOINKY BCTaBUTE.
UYto06b! CKOMMPOBAThH MPE3EHTALIMIO MTOJIHOCTHIO, HAXKMUTE KHOINIKY BcTaBuTh Bee.
JlyOsiupoBaHue cJIaiiIoB B npeaeJiax npe3eHTanun

1. BriGepuTe cnaiipl, KOTOpbie TpeOyeTCs: JyOIMpOBaTh.

2. B mento BeraBka BeiOepute komanay JyonupoBath craii.
Cnaiiipl  Takke MOXXHO JOyONMpOBaTh HaKaTHEM KOMOWHAIIMHM  KJIABHII
CTRL+SHIFT+D.
Ynanenue ciaaiijga

1. BriGepuTe cnaiin, KOTOpsIil TpeOyeTcs yaaluThb.

2. B mento [IpaBka BeiOepuTe KOMaHay Y JaJIUTh Chaii.
Uto0bl yJaluTh HECKOJBKO CJIAaiJI0B OJAHOBPEMEHHO, MEPEKIIOUUTECh B PEXKUM
COPTHpOBIIMKA claifoB. Brpibepute cnaiiapl, yJep>KuBas HaXaToW KJIaBUILY
CTRL, v BBIIIOJIHUTE KOMAHy Y TAJIUTh CHAM.
IIpocMoTp ciaaiioB

B Pexxume ciainos BO3MOKHO JBa CII0c00a:

i
1. JUI IPOCMOTpPA HPeABIAYIIEro ciaia HaKMUTE KHONKY “* B IpaBoM HUKHEM
-
yriy (Ha JIMHEHKE MPOKPYTKH), TS IPOCMOTPa CIIEAYIOIIEro Cllaiiia — KHOIKY - T

2. clieBa OT Cjaiija MEIKHUTE MBIIIBIO IO HOMCDY claiga
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YBesinueHue U yMeHbIIeHHe H300pakeHusl ciaiga
Haxxmute Ha CTaHZApTHOM NIAHEIW HMHCTPYMEHTOB CTPEJKY PSAAOM C IIOJEM

33%

Maciirrad "W BeIOEpUTE TOAXOJsIIee yBenuueHue. UToObl BBIBECTH

ClIali]] LIeTMKOM, BeIOepuTe Bapuant [1o mecTy.

UtoObl 100aBUTH OJHOTHUIIHBIE OOBEKTHI (3ar0JOBOK, BpeMms, JaTy,
KOJIOHTUTYJIbI, HyMEpaILUIO CIalI0B U T.[I.) HA KaXIbIM Claiia Mpe3eHTaluu, HET
HYKJIBI JISIaTh 3TO HAa KaXJIOM CJIali/Ie WHIUBUAYATbHO. MOXHO BOCTIOJIB30BATHCS
oOpa3zuom ciaaiigoB no komaujae Bua/ Oopazen/ O6pasen ciiaiiioB, pa3MecTuB
najee Ha 00pasiie 00IIHe I BCEX CIai0B OOBEKTHI.

OmHuM U3 BBIMICYKAa3aHHBIX CIIOCOO0OB co3mamuM mpeseHTanuio «KypcoBoi
MPOEKT MO  CO3JAaHUI0  MNPEANPUSATHS  TIO
! Auzaiin cnaiina ¥ X MPOU3BOJACTBY KOMIIBIOTEPOB» U3 9 cnaijos. [Ipu

TOM KOKJIOMY u3 clangoB OoynyT

&l WabnoHe! ofopMasHHA
fask LlEeTOBBIE Cxembl COOTBCTCTBOBATH CJIICAYIOIINUC MAKCTBI:

i ShdeK TEI aHHMALHH

TUTYJIBHBIN CITANT
['paduka u Texcr
['paduka u Texct
['paduka u Texcr
MapkupoBaHHBIN CIIMCOK
MapKkupOBaHHBIN CIIMCOK
ToJbKO 3aro0BOK

TekcT n quarpamma
ToJIbKO 3aroJI0BOK

MpyMedvTe wabnod ohopraneHyn:
”~

MCnonoe3yercHa B AaHHOH
NpPEe3eHT Al |

MocnegHye
MCMOAL30BEaHHLIS

CoNoOaRrwOdDE

HAOoOCTYNHEL A0A
HCNOAL3I0BaAHHWA

Bropoii 3Tan — co3aanue CTHJIA NPe3eHTALUN

Ctunp  mpe3eHTalMM —  3TO  COBOKYIHOCTb
napaMeTrpoB (oHa, €ro IBETOBOM ramMmbl U CHOCOOOB
3alIUBKM, NPUMEHSAEMBIX KOJIOHTUTYIOB, (opmara U
pa3MepoB HIpudToB.

Hcnoabn3oBanue oOpa3na ciaaioB Jisi CO3JMaHUS
CTUJISA MIPe3eHTANH
Jlns mpuMeHeHHMs K TIpe3eHTaruu olpasia

CJIAlJIOB CIEeayeT BBIOpATH KOMaHJy

£3 ofzop... Odopmienne caaiiga B meHro ®@opmar. [locie

ATOTO OTKpOETCs OKHO /{M3aiiH ciaiiaa.

BrimmosmHuTe 0JTHO U3 CIEAYIOMINX JEUCTBUN:
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1) [ns npumeHnenuss mabioHa odopmiieHHss KO BceM claiigam (u
o0pasIly Ci1aiiI0B) BEIOEpUTE HYKHBIN 11a0JI0H.

2) Jnsa nmpumeHeHus mrabjloHA K OTAEIRHOMY CIAWAy BBIOECPHTE 3CKHU3
3TOrO ciaiiya B oonactu Caaiabl. B obnactu 3aga4u BeiOepuTe mabioH U
HICJIKHUTE 3HA4YOK CO CTPEJIKOM, a 3aTeM BbIOEpUTE KOMaHIy
I[IpuMeHHUTH K BblIeJEHHbIM cJIaiigaMm.

3) Jlns npumenenwss 1miabJioHA OJHOBPEMEHHO K  HECKOJIBKHUM
BBEIOpDAHHBIM ClIaiilaM BBIOEpHTE WX 3CKU3bl B oOjactu Chaiabl U B
obJiacTu 3a7a4 BRIOEPUTE HYKHBIN 1a0JIOH.

4) Jna npuMeHeHuss HOBOro ImabiioHa K TIpyndmne  Claijos,
UCHOJIB3YIOIINX APYroil 1mabiioH, BEIOEPUTE HYKHBIE claiiibl B 00J1acTU
Caajigbl, B 00J1acTH 3a/Ja4 BBIOEpPHUTE HYXHBIM I1a0JOH, MIETKHUTE
3HAYOK CO CTPEJIKOMl U BbiOepuTe KoManay IlpumMeHnTs K 00pasiy.

He Bce cmaiiapl BBINISAAT Tak ke, Kak oOpasen ciaiiioB. Hanpumep, B crnaiine
JIOITYCKAETCsl UCIIONb30BaHUe (OHA C JPYrMM ILBETOM WJIM TEHBIO, B APYrOM ClaiJe MOXKHO
yOpath (OHOBBIM pUCYHOK, Takoi Kak 3MOjeMa KOMIIAHHMU, B TPEThEM — MCIIOJIb30BaTh
3aroJIOBOK WJIM TEKCT JAPYTrOro pazMepa WIH LBETA, WKW U3MEHUTh KOJOHTUTYNI. Kpome Toro, B
cJlaiiie MOYKHO UCIIOJIb30BaTh LIBETOBYIO CXEMY, OTIMYAIOIIYIOCS OT 00pasia.

Jnist co3naBaeMoi ipe3eHTaIu OyJeM HCIob30BaTh mabdaoH opopmiieHus Ilyabe. (oM.
HpUMED MPE3CHTAIHNHN)

HN3meHeHue o0pasua ciaiigos

UroOsl u3Menuts QOOpasen caaiiioB, ykaxxutre B MeHI0O Bua Ha kKoMaHzy
Oo6pa3sen u BeiOepuTe MyHKT O0pa3en ciaaiaoB. BHecute TpedyeMbie H3MEHEHUS
(Hanpumep, u3MeHuTe mpUQT, IBET U pa3Mep TEKCTa, 3HAK MapKepa, J00aBbTe
PUCYHOK WJIM HAJIUCh. Y O€IUTECh, UTO Bbl HE U3MEHWIM TEKCT B MOJIE HAJIUCH),
Haxxmute Ha nanenu nHCTpyMeHTOB O0pa3en KHONKY 3aKPbITh NPeACTABJICHUE
macrepa.

Jlist usmeHeHnu (poHa ciaiifia cieayeTr OoTKphiTh MeHI0 dopmaT U BBIOPATH
KoMaHy DoH.
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SEITHELRE) Gl ’ [PHMEHHTE KO BCEM ] MpaameHTHaA | TercTypa ¥30p PHCYHOR
I MpHMEHHTE ] LUEeTa
EcT 1!
eert
[ omena ||| Oommueer I

(O

) zaroToBka

I

[CutckniommTte o ofpazua

MpospaqdHoCTE

oT!

Ao

THIN WTPHXOBKH BapHaHTEl

) ropHsOHTanEHaA

) BepTHEANEHARA . .

(%) AnaroHaneHaz 1 Ofpasel;
() AMaroHansHas 2

) vz yroa

) 0T ueHTpa

[Ipy 3TOM MOKHO BBIOpPaTh LBET 3AJMBKH, HM3MEHUTh CIOCOO 3aJMBKH,
IPUMEHUTh TEKCTYpPY M y30p, a TaKKE HCIOJIb30BATh KAaKOW JMOO PUCYHOK B
KauecTBe (POHOBOI0, yCTaHOBUB (py1axkok MckiaouuTh (poH 00pa3ua 1 Ha BKIIAJKE
PUCYHOK BBIOpaB pPHCYHOK M3 HMEIOLIUXCS. 3aJaHHble MapaMeTpbl OyayT
IPUMEHEHBl K TEKylleMy criaiay. Ecin HyXHO 3a7aTh MapaMeTpsl Uil BCEX
CJIAMJIOB CJIEAYEeT HaXaTh KHONKY IIpuMeHuTH KO BCeM.

JUIss  TapMOHWUYHOTO MW IEJIECOO0PA3HOTO  HMCIIONB30BAaHUS IIBETOB B
MPE3CHTAllMM HCIOJIb3YIOTCSI LIBETOBbIE CXEMbI. L[BETOBBIE CXEMbI SBISIOTCS
Ha0opaMyd ©3 BOCBMHU TapMOHHUYHO TIOJOOPAHHBIX IIBETOB, KOTOPBHIE MOXKHO
UCIIOJIB30BaTh B Mpe3eHTaluu. VX Takke MOXKHO MCMOJIb30BaTh B JUarpaMmax,
Tabauuax W JJs TMEePEeKpPacku PHUCYHKOB, M00aBIEHHBIX Ha chaiabl. Kaxnapii
mabyoH 0OPMIICHUSI COJIEPKUT HECKOJBKO I[BETOBBIX CcXeM. UTOOBI CMEHUTH
cxemy, BeiOeputre komaHay Odopmienue ciaaiiga B MeHio Mopmatr, BeiOepuTe
I{BeTOBBIE CXEMBI.
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Lipe Tonas cxema X 3areM BbIOEpUTE MOAXOSAILYIO

BETOBYIO0 cxeMy. Ilocie mpumeHeHUs

CTaHaapTHER | CreuanbHan

LIEETOBbIE CXEMpI TpHHEHATE

IMPC3CHTAlH. Bce CcO3/1aBa€MbIC
I
O6’BCKTLI ABTOMAaTHUYCCKH

HBGTOBOﬁ CXCMblI IIBCTa CTAaHOBATCA
AJOCTYIIHBIMH  JIA  BCCX 00BEKTOB

S @ COIJIaCOBBIBAIOTCS.  C  OCTaJIbHBIMU

HOBHHKOE
oObekTaMu  mpe3eHTaruu.  YToOBI
JACnOnb3YHTE APKKA BOH LA o
|'|I33053I3‘aueK PjTBMHblﬁ hoH AnA 3kpana U3MCHUTHL IIBE€Ta B IIBETOBOM CXCMC,
H 35-HH CNafaae,

BbIOEpHTE KOMaH/1y N3meHuTH
HBETOBYI0 CXeMy M Iepeiaure Ha
BKJIQJIKy CneunuajbHas. ITpu

W3MEHEHUHU LIBET TAaK)KE HM3MEHSETCS BO BCEX OOBEKTaX, MCHOJB3YIOIIHUX €ro B
COCTAaBE IIBETOBOM cXeMbl. YTOOBI COXpAaHUTh U3MEHEHHUS B HOBOW CXEME, HAXKMUTE
KHOMNKY Jl00aBUTh KaK CTAHAAPTHYIO CXeMY.

[IpumenuM B pazpabaTbiBa€MOM MpE3EHTAlUU I TPEThEr0 U YETBEPTOIrO
CIIAiJIOB THUIN IITPUXOBKU «u3 yraa». Ilpm »sTom OyaemM HCHOIB30BaTh
CTAaHJAPTHYIO LIBETOBYIO CXEMY.

Tperuii 3Tan — HaHeCeHHe Ha CJIaNWAbI HE00X0AMMOH HH(poOpMaLMH

Co3nanue Tekcra u ero popmMaTupoBaHue

TekcT Ha crnalgax MOPE3eHTAUMM pPa3MEIIAaeTCd B METKaX-3alOJIHUTEIAX
(IITPpUXOBBIX MPAMOYTOJbHUKAX). [l pa3MemeHus: METKHU-3aloJHUTENs Ha
clanJe HaJo WWENKHYTh KHONKY Haanmuce Ha nmanenu nHCTpymMeHTOB PucoBaHue
U PACTSHYTh NPSIMOYTOJIBHUK B HYXHOM MecTe ciaiiga. [lamee BBECTH TEKCT
BHYTPU METKHU-3aOJIHUTENSI. B JanpHElIleM METKY-3alOJIHUTENb C TEKCTOM
MOXHO TepeMelaTh MO Claiy myTeM OYKCHPOBKH 3a €€ TpaHMIly, a TaKxKe
U3MEHATh €€ pa3Mepbl IOCHE IIeNYKa 110
rpaHulLe OYKCHUPOBKOM IPaHUYHBIX

CTaHaapTHan | CMeuHancHas

MapkKepoB. BHYTpH  METKH-3alOJIHUTENS .
BET3 CxEMel

JOMyCcKaeTcs: paboTa C TEKCTOM IO €ro W] oo

TTPHHEHHTE

OTHEHS

PEIaKTHPOBAHUIO M (HOPMATHPOBAHUIO BO 5 rec e
EHH
MHOrOM aHajiormysas padore ¢ Ms Word. Jaramoeck [pocrop

o B 3anvera
Ha crmaiiie MOXHO CO31aBaTh TaKKe | g aaen

TekcToBbIe A dekThl ¢ momomisio WordArt AKUEHT ¢ THIEpCKai )
AKUEHT C NOCNEAYHIWEN TMNEPCCRINKDA
no komanzae lodaButh oobekT WordArt

M3MEHHTE LBET,

Ha [aHeJIn UHCTpYMEHTOB PucoBanue.

YBenyeHHne TEKCTA:
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1. Belgenure T€KCT, KOTOPbIA TpeOyeTCS NU3BMEHUTb.
2. Haxxmurte KHONKY YBeIU4YUTh pa3Mep mpudra A

I[JISI YMCHBIICHUSA TCKCTA HAXKKMHUTE KHOIIKY 4

cDOpMaTI/IpOBaHI/IG TCKCTA BLIIIOJIHACTCA ITOCPCACTBOM BbI30OBA KOHTCKCTHOIO
MCHIO M NCIIOJb30BaHMA KOMaH/IbI (I)OpMaT HaJAIIUCH...

3amoJIHMM  3aroJIOBKM  CJAlIoOB M METKU-3AlOJIHUTEIH  TEKCTOBBIM
conepxxanneM. B menio BeraBka BoiOepem komanay JdaTta/Bpems u momectum Ha
TuryneHBIN ClIal ATy ¢ TapaMeTPOM OOHOBIICHUS (CM. mpumep npeseHTamum).

BcraBka pHCYyHKAa OCYIIECTBISCTCS JBOMHBIM Ha)kKaTHEM JICBOW KHOIKH
MBIIIIN 0 3ape3ePBUPOBAHHON 00IaCTH JJIsl PUCYHKA U BBIOOPOM M3 CTaHAapPTHBIX
pucynkoB MS Office. Taxke MOXHO HMIOPTHPOBATH PHUCYHOK H3 JPYTUX
HCTOYHHKOB M CO3/1aBaTh WX MPHU MOMOIIY MTAaHEJIH HHCTPYMEHTOB PucoBaHme kak
U B TeKcToBOM penakrope Word. (cM. npumep npesenrarim)

Co3nanue nuarpamMmmabl

|
B Microsoft PowerPoint naxxmute kHomnky Jlo0aBiaeHue quarpamMmbl il .
Jlnst 3amensl 00pa3la JaHHbBIX MIEJIKHUTE KaKyr-TH00 sS4elKy TaOaulbl JaHHBIX U
BBEIUTE COOCTBEHHBIE JIAHHBIE.

Ha BocbMOM cnaiine co3gaauMm auarpaMmy 1O KaXJIOW M3 M3BECTHBIX
MoOJieliell KOMIBIOTEPOB U BBEAEM JlaHHble 00 uX croumMoctd 3a 1,23 u 4
KBapTaJbl. (CM. mpuMep npeseHTarn)

NMnopTupoBaHHasi 37eKTpoHHas Tabnuia win auarpamma Microsoft Excel
MoxeT conepxath A0 4000 ctpok u 4000 cTon0110B, OAHAKO B AMarpaMMe MOKHO
oTo0Opa3uTh He Ooiiee 255 psiaoB naHHbIX. Eciu yctaHOBUTH (hiiakok 3aMeHSITh
coJep:KUMoe sYeeK, MMIIOPTUPOBAHHBIC JAaHHBIC 3aMEHSAT BCE COJECPKUMOE
TaOJTUIIBI.

Ecnu npu ummnopre anektponHoit Tabnuisl Microsoft Excel nannbie cnemnyer
pacrnoyiaraTh, Ha4YMHAas C MPOU3BOJBHOMN SUEHKM TAOJIUIIBI (2 HE C JIEBOM BEpPXHEN),
BbIZIeNUTE 3Ty sueliky. Beibepute B mento IlpaBka komanny Ummnopt. U3 cniucka
B nosie [lanka BwIOepuTe NMUCK, Manky wiu aapec VHTepHeTa, rae COmepKUTCS
TpeOyeMbli (aii.

YtoObl OTKpHITH (aidi, CO3MaHHBIM B JPYroM MPUIOKEHHH, BBIOEpUTE
TpeOyembiii opMar u3 cnucka B mnojie Tum ¢aiisioB. MoXHO TakKe BBECTH
pacumpenre uMeHu ¢aina B none WM ¢aiina; Hanpumep, ais moucka Qaitios
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Microsoft Excel BBenute *.xls. B crnmcke manmok aBaKabl IIEIKAWTE MAIKH, IIOKA
He OyJIeT OTKpbITA MarnKa ¢ TpeOyeMbIM (aitiom.
JIBaXkIbI MENKHUTE (Daiis, KOTOPBI TPEOyEeTCs IMITOPTUPOBATD.

UTtoO0bl WMMIOPTUPOBATH BCE COMEPKUMOE JIMCTA, YCTAaHOBUTE B TPYIIIE
NMmmnopTt nepekiitoyarelib B MojJoxkeHne JIMCT mejmkom.

UtoOBl MMIOPTHPOBATH YaCTh COAEPKUMOTO, YCTAaHOBHUTE TMEPEKIII0YaTEeIb
Jluana3oH U yKaXuTe TpeOyembli auana3oH JaHHbIX. Hampumep, 4ToOBI
UMIOpTUPOBaTh siueiiku oT Al mo BS, BBemute B mnosne Jmama3oH auamna3oH
Al:B5. Ecnu nquama3oH SBIsSETCS MMEHOBAHHBIM, BMECTO CCBIJIKH MOKHO BBECTH
AMs IMarna3oHa.

UYrobsl BepHyThCs B PowerPoint, rae MoXHO mepeMecTHUTh AMArpaMMmy U

U3MEHHUTH €€ pa3Mephl, IETKHUTE BHE AUarpaMMebl Ha ciaiine PowerPoint.

B cocraBe PowerPoint nmeroTcs MakeTbl CHAifJIOB, COJEp)KalllUe IyCThIe
paMKu I auarpaMm. [[ns co3maHusi HOBOTO ciaija Ha OCHOBE TaKOrO0 MakeTa
Ha)KMHTE Ha MaHeIu MHCTpyMEHTOB dopmaTupoBanue kHonky Co3aath ciiaun,
a 3areM BbIOEpUTE OJUH W3 MAKETOB, COJEPKAIIUX NYCTYI0 pPaAMKY I
JarpaMMBl.

Co3nanue Ta0JIUII

B PowerPoint Tabmuisl MOXXHO coO37aBaTh JByMs criocobamMu. MOXKHO
clelnarh MPOCTYH TaOnuily (HampuMmep, C OJMHAKOBBIM YHCJIOM CTPOK H
cTono1oB). [ns co3ganust Oosiee CIOKHOM TaOiUIbl (HampuMep, COojAepIKaIiei
SYEWKU Pa3HOM BBICOTHI MJIM C Pa3HBIM YHCIIOM CTOJOIIOB B Pa3HbIX CTPOKax)
CIY)XKUT KHomKa «Jlo6aButh TaOmuiy». s momydeHuss Oojiee MOIIHBIX
BO3MOYKHOCTEHN (popMaTHpOBaHUs BCETAa MOKHO 100aBUTh Tabmuiy Word.
Co3nanue npocTou TadJIUIbI

Ha cranpapTHOil mMaHenM WHCTPYMEHTOB HaXMHUTE KHONKY Jlo0aBHTH

Ta0IHIY.

1. TIpoBens ykazarenb, BbIOepUTE TpeOyeMOe YUCIIO CTPOK U CTOJIOIIOB.
2. BBenute B Tabnuily TpeOyeMblii TEKCT.

B xommekte PowerPoint mmeercs maker cnaiiga, BKITIOYAIOMMK ITYCTYO
paMKy It TaOauiel. UTOOBI HMCIONB30BaTh ATOT MAaKET, BBIOCPUTE B MEHIO
®opmar komaHny Pa3merka cjaiiga, 3aTeM BBIOEpUTE MAaKeT, COAEpKaLIUi
Ta0IuILy.

Co31anue CJI0KHOHM TA0JIHUIBI

BrImiosiHUTE OJTHO U3 CIEAYIOMIUX TEUCTBUU.
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Ecniu mnanens wuHCTpymMeHTOB TaOnmuipl W TpaHHIBI HE OTOOpa)kaeTcs,
HQXMHUTE Ha CTAaHAApTHOM MAaHEIu HWHCTPYMEHTOB KHONKY TaOiuupl WH

ad

I'PaHMIIBI=,
Ecnu manens mHCTpyMEHTOB TaONMIBI M TPAaHMIIBI OTOOpaXKaeTcsl, HAKMUTE
kHOMNKY H §) =y
y HapucoBatp Tabnumy==". YKa3areib IpAUMET BU KapaH/aIia.

J1ist onipeienieHusl BHEITHUX TPaHUIl TaOJIUIbl HApUCyiTe (IepeTacCKUBaHUEM )
€€ M3 OJIHOTO YIJIa B MPOTUBOIOJIOXKHBIN. 3aTeM Tak ke pa3AesiuTe ee Ha CTOJIOIbI
U CTPOKH.

CHad&ana...  3aTemM.. WOW.. M TaK janee...

N, T T

A
YTtoO0BI YAAIUTh JIMHHUIO, HAXKMHUTC KHOIIKY JlacTtuk —

" IIPOBCIUTC UM IIO
JIMHHNU.

o 75

ITo 3aBCPIICHUN PUCOBAHUS Ta6J'II/IHBI MICIIKHUTE €€ quﬁKy 1 HAYHUTC BBOM.

/lo0aBjieHue U pegakTupoBanue Tadanubl Word
Ta6nuiry Word MOKHO €CO3/1aTh CJIETIYIOIIUM CIIOCOOOM:

1. OtkpoiiTe ciaii, Ha KOTOPBIA TpedyeTcs 100aBUTh TaAOIUILY

B menro BeraBka BeiOepute komauHay O0beKT.

3. B nmanoroBom oxHe BcTaBka o0bexkTa BbIOepuTe KOoMaHmy Co3aarh
HOBBIH.

4. B none Tunm odbekra BbIOcpuTe NMyHKT Jlokyment Microsoft Word wu
Hakmute kHonky OK.,

5. Jlma co3gaHus HYXKHOW TaOJUIBI BOCHOJB3YWTECh KOMaHAaMU MEHIO
Ta0auna.

6. Jlnsa Bo3Bpara B PowerPoint menkaute 061acTh BHE TaOJIHIIBL.

N

s Toro, 4ytoObl W3MEHHUTH TaOJUILy, NBaXKAbl IIETKHUTE €€ M BHECUTE
U3MEHEHUS C IIOMOIIBI0 HHCTPYMEHTOB U MeHIo Word.
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B npesentanuio «KypcoBoil MPOEKT MO CO3JaHUIO MPEAIPUATHSA...» Ha JAEBITHIN Clai]
no6aBuM Tadauiry Microsoft Word u3 4-x cTon0O10B 1 9-TH CTPOK ONKMCAHHBIM BBIIIE CIIOCOOOM
U 3aI0JIHAM €€ TEKCTOBBIM COJIEpYKaHHEM (CM. IPUMED IPE3CHTAIINN).

COSHaHI/lC U UCITOJb30BAHUE TNNIEPCCHITIOK

B mnpeseHTanuio MOXXHO J00aBUTh THIIEPCCBUIKM U HCIOJB30BAaTh UX IS
nepexoza B pa3sHble MeCTa, HAaIPUMEp, K MPOU3BOJIBHOMY IOKa3y, ONPEIEICHHOMY
CJIalily B TAaHHOW IPE3EHTAlMH, K COBEPIICHHO JPYrof Mpe3eHTalun, JOKYMEHTY
Microsoft Word nnm mucty Microsoft Excel, anpecy B uaTepHETE, JIOKAIBHON CETH
WIH K PEJaKTUPOBAHUIO COOOIICHUS ISl OMpPENEICHHOTO ajapeca. [ umepcchuiky
MOKHO TPEICTaBUTh JIOOBIM OOBEKTOM, BKJIIOYAs TEKCT, (UTYpbI, TaOIHIIbI,
rpaduku u pucyHku. UtoOsl J0OABUTH THIIEPCCHUIKY, HAXMUTE KHOTIKY /[00aBUTH

THIEPCCBLIKY =

B Power Point Takxe BKIIOYEHBI HEKOTOPBIE T'OTOBBIE K HCIIOJIB30BAHUIO
yIpaBJISAIOLUMEe KHONKY (IIyHKT YTpaBisiiolue KHONKK B MeHto [lokas cnaiifos),
KOTOpBbIE MOKHO J00aBUTh B MPE3EHTAIMIO, HAa3HAYUB COOTBETCTBYIOLIYIO
runepcchliky. Ha ympaBisiommx KHOINMKAax H300pakeHbl 3HAUKH, TaKHE Kak
CTpEJIKM BJIEBO M BIpaBo. OHU cCily:KaT Il CO3JaHUSI MHTYWTHBHO ITIOHSATHBIX
o0O3HaUeHUN JJs TepexoAa K CIENyIOIIeMYy, MpeAbAyIIeMy, IEepBOMY H
NOCJIEIHEMY ClaiaM. OTH KHONKHM MOKHO MCIOJIB30BaTh B ABTOMAaTUYECKOU
IIPE3EHTAlMM B KHOCKE WM B MPE3EHTAIMHN, KOTOPYIO IJIAaHUPYETCA OIyOJIMKOBATh
B JIOKaJIbHOW ceTh komnaHuu wiu B Mutepuere. B PowerPoint takke mmerorcs
YIPABJISIIONIME KHOIKU ISl BOCIIPOU3BENCHUS (PUIIBMOB U 3BYKOB.

ITpeumytecTBa NpoayKTOB

32-pazpsaHas 06paboTKa

UcnonbsoBanne oHoH 6a3bl JaHHEIX
MaremaTid eCKNe BEIYMACIEHIL

TTomgmepxka MHOT03a/JauHOCTH

Tekcr, npeACTaBISAIONUMNA TUNEPCCHUIKY, MOMAYEPKHYT M OKpAILIEH LBETOM,
COOTBETCTBYIOIIUM IIBETOBOM cxeme. [locne BbIOOpa rUNEPCChUIKM U MEepexojia K
00BEKTY, HA KOTOPBIA OHA YKa3bIBAET, I[BET TMIIEPCCHUIKU MEHSETCS, MMOKa3bIBasl,
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YTO OHa yXKe ObUTa OTKPHITA. | MMEPCCHUTKM CTAHOBATCS AKTHBHBIMH BO BpEMS
MoKa3a cJIaiiJIoB (2 HEe BO BpEMsl PEIAKTUPOBAHMUS).

[Ipu Hanumuum TekcTta B (QUrype TEKCTy U (Urype MOKHO HA3HAYUTH
OTJIEJIbHBIE TUTIEPCCHUIKH.

VYrpapisiomue KHOMKUA TpeIHa3HA4YeHbl [JIs YIpaBJieHUS XOJOM TIoKa3a

CIIAafiIOB U SIBIIAIOTCS TOTOBBIMH K HMCIIOJIb30BaHHMIO. ECiaM Ha KaXIblid claiin
TpeOyeTcss MOMECTUTh OJHU M TE K€ YIPABIIIONIME KHOIKH, IIOMECTUTE MX Ha
oOpaserr cianoB.

B npe3eHTanuu npeodpasyeM Ha 2-OM Cllaii/ie Ha3BaHMsI 3aroJIOBKOB CIANI0B
3-9 B THHNEpPCCHUIKM Ha 3aroyioBku cmaiioB 3-9. Ilomectum Ha cruaiiaer 3-9
ynpasisiromme  kHonku  «Hazamy, «/lamee» wu «Bo3Bpar» mocpeacTtBoM
pa3MmenieHus uX Ha o00pasle ciaiijoB (MIPOCMOTPUTE npumep mpeseHTaimu C

< > )

HCIIOJIB30BAHHUCM YIIPABJLAIOIINX KHOIIOK «Ha3az[» u «I[aﬂee»

YeTBepThiil ITAI - AHUMALUA U CIIOCOOBI CMEHBbI CJIAUI0B.

[Ipu npoBeeHNM MTOKa3a ClIaniI0B HA KOMIIBIOTEPE BO3MOKHO MCIIOJIb30BAHUE
BU3yaJIbHOTO, 3BYKOBOTO M aHMMalMoHHOro odopmieHus. Ilpu odopmieHuun
MpEe3CHTAIlMM OYE€Hb BaKHA YMEPEHHOCTh. Vcnonbszyemoe odopmiieHue, Takoe Kak
aHUMAalKs U CMEHA CJIANJ0B, JTOJKHO IMOJIYEPKUBATh BHICTYIUUIEHUE JOKJIAIUMKA, a
HE NPUTATUBATh BHUMAHHE CIyIIaTeNed HEMOCPEICTBEHHO K O(OPMIICHHIO.
CMmeHa caaiifioB - crnenuaiabHbId A((PEKT, HCMOIB3YyeMBbIM MPHU OTOOPAKEHUHU
OYEPEHOTO Clanjia B XxoAe mokasza. Hampumep, MOKHO YCTAaHOBHUTH IOSBJIICHUE
ciaiiia U3 4YepHOTO 1[BETa WJIM HAIUIbIBOM. MOKHO BBIOMpATh pa3finyHbIEe BUJIBI U
CKOPOCTH CMEHBI CJIai/I0B.

CmeHoli criaiiia Ha3bIBaeTCsl CIOCOO MOSIBIEHUS Ciaiia BO BpeMsi IOKasa
ciaiiioB. Bo3moskeH BbIOOp M3 OOJIBIIOrO YKciia crioco00B U M3MEHEHHE CKOPOCTH
CMEHBbl cnaiina. lM3MeHeHuem cnocoba MOXHO 00O3HayaTh HOBBIM pazlen
MPE3CHTAIMU UITK BBIJEISATh KaKOW-TN00 Cliaiii.

AHUMAaIUel Ha3bIBaeTCAd 3BYKOBOE U BHU3yallbHOE O(OpPMIICHHE, KOTOpPOE
MOXHO J100aBUTh K TEKCTY WJIU APYromMy OOBEKTY, TAKOMY Kak Juarpamma WUiu
pUCYHOK. Eciu citymatenu roBopsT Ha SI3bIKE, KOTOPBIA YUTAETCS CJIEBA HAIMPABO,
MOYKHO HCTOJIb30BaTh B aHUMUPOBAHHBIX ClIaiilaX NOSIBJICHUE ITYHKTOB CJICBA.

Hacrpoiika aHumanmu npousBomurcss 10 KomaHue MmeHro Ilokas
ciaaiinoB/Hacrpoiika aHumManmu...

I[J'IS{ HU3MCHCHHU aHUMAaIlumn.

1. OrtkpoiiTe cnaiiz, B KOTOpOM TpeOyeTcss U3BMEHUTh AaHUMAIIHIO.
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2. Ecim o6nacts 3amau HacTpoiika anuMamum He 0ToOOpaXkaeTcs Ha dKpaHe, B
MeHro Iloka3s cnaiigoB BeiOepuTe komManay HacTpoiika anHumanmu.

3. B cnucke Hactpoek aHumanuu obOnactu 3agad Hacrpoiika aHuManuu
BbIOEpUTE aHUMUPOBAHHBIN 00BEKT, KOTOPBIN TpeOyeTCs] U3BMEHUTb.

Eciu B ogHOM 0OBEKTE OBLUIO HMCIIOJIB30BAHO HECKOJILKO BHUJIOB aHMMAIIHH,
KaXJbId U3 HUX OYyJeT BHECEH B CIHMCOK. TeM He MeHee, MOXKET MOTpeOOBaThCs
Pa3BEpPHYTh CIUCOK 3JIEMEHTOB aHUMAIlUU, YTOOBI BBISICHUTh, KAKME U3 HUX ObLIN
MIPUMEHEHBI.

4. Haxmure KHOIIKY _ﬁ% AobaErTe 3heKT ¥ i BRIMOTHUTE OJHO HUJIU HECKOJIBKO
CHENYIOIINX JIEUCTBUM.

e FEcnu Bo Bpems mokasza ClaiioB TpeOyeTcsi BBECTU TEKCT UM OOBEKT B

COTIPOBOKJICHUH OIPEJSICHHOIO0 BHU3yaJdbHOTO d(ddekTa, BbIOCpUTE

koMmaHay Bxoa ™ ", a 3aTeM — HYyXHBII 23D (PEKT.
e Ecnu tpebyercst 106aBUTh ONpeneNEeHHbIN BU3yalbHbIA 3(PPEKT B TEKCT
WM OOBEKT, HaXOAAIIMEecs Ha caMOM cjaiifie, BbIOEpUTE KOMaHIY

Boienenue ', a 3aTeM — HYXHBIN 3P QeEKT.
e Ecmu tpebyercst 106aBUTh 3P PEKT, BHI3BIBAIOIINN HCUS3HOBEHUE TEKCTA

WM 00BbEKTa CO Claiima, BeIOEpUTE KOMaHAy Beixog =, a 3aTeM —
HYKHBIN 2D (DEKT.

e Ecim tpebGyercs  nmo6aButh  3d(deKT, 3acTaBiAOMUNA  OOBEKT
nepeMeniaTbcs B Tpelenax claija Mo ONpeleeHHOMY MapHIpyTy,

%3

BbIOepuTe KoMaHay IlyTu mnepeMernieHusi

adekr.

Hnst ynanenus 3¢dekra BbHIOEpUTE HYKHBIM SJIEMEHT aHWMAallUd B CIIHCKE

%
HAaCTPOCK aHMMallu U HAXKMUTC KHOIIKY .

Ha Bxmanke Ilopsimok u Bpemsi 3alar0Tcsi OOBEKTHI Claija, K KOTOPBIM

, @ 3aTeM — HYXHBbII

NPUMEHSCTCS aHUMaIMsg W WX IOCJIEI0BaTeIbHOCTh BOCIpOW3BencHus. Ha
Biianke Ilapamerpnsl 3¢dexToB BbIOUpaeTcs >PexT aHUMaUHU, 3BYK,
COCTOsIHUE 00BEKTa MOCIIe aHUMAIUH U T.1I.

Hactponm mokas ciaiiioB B mpe3eHTaIuu (yroJikd BIPaBO BHU3 U HA TUTYJILHOM Cllaifjie
nepexo apToMatudecku mocie 00:00 cekyHI) U aHUMAITUIO CO3/IaHHBIX OOBEKTOB (CM. IIpUMEp

<
[IPE3EHTAINU C UCTIOIb30BaHUEM YIPABIAOMUX KHOMOK «Hazam» u «/lanee» e ).

ITapameTpsl NOKa3a caaluI0B
CymiecTByeT Tpu pa3HbIX criocoba mokasza ciaioB. UToObl BHIOpATh KaKoOii-
anb0 crmoco0b, YCTAaHOBUTE B COOTBETCTBYIOIIEE MOJIOKEHHE MEPEKII0YaTeh B
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nuranoropoMm okHe Hacrpoiika npe3enranun (MeHro Iloka3s ciaiiios).

Mokas cnadLoe Znarael
(%) yNpaENASMEE A0KNEAUMISOM (NONHEN JKpaH) o=
() vnpaenAemEli NoEs0EaTENEM {oiKHO) e % no &

() BETOMATHHECKHIA (NONHEN 3KpaH)

MapaMeTpel NoKaza ZMEHa CNanA0E

[ ] HenpepiBHER UHKA A0 HEXATHA KNSEHWH "Esc” () BpyuHyto

|:| fies peYEBOro CONPOBOXAEHHS '@' no BpeMeHy

[]6es aHmaunn HeckonsKD HOHHMTOpoE
LEET pHCYHKE: v

[]MokasaTe npeacTaEnEHHE ADKNAAHHES

MpoHsE0AHTENEHOCTE

D HCNONEZ0E3TE ANN3apaTHOE YCKOpEHHE DEFIEIEDTKH HEDEFIEI}I{EHHH COBETEI

PaspelweHHe Nokasa cnadaos: |[MononesosaTe Tekywes paspeweHHe] w

[ 8], ] [ OTHMEHA ]

YnpaBiasiemblii J0kjJIaI4YUKOM (MOJHBIA 3KpaH). OOBIYHBIN CcHOCOO
MPOBEICHUS MOKa3a, yNpPaBIIIeMOro JTOKIAAYUKOM, KOTJa Clailibl 0TOOpaKkaroTCs
B TIOJIHOOKPAHHOM pexuMe. Benymui Mojgydaer NOJHBIM KOHTPOJIb Hal
MPE3EHTAMEW; OH MOXET MPOBOAUTH €€ BPYYHYIO HIM B ABTOMAaTHUYECKOM
pEeXUME, OCTAaHABJIMBATHL €€ IS 3allUCH 3aMEYaHUM WA JICUCTBUA M JaXe
3alUChIBaTh BO BpEMsI MPE3CHTALMU PEUEBOE COMPOBOXKIACHUE. DTOT PEXKUM
yno0eH /I TToKa3a Mpe3eHTaIMy Ha OOJIBIIIOM 3KpaHe, MIPOBEACHHS COOpaHus 10
CETH WJIM BEIIAHUS MMPE3CHTALMH.

YnpaBiasiemblii mojib3oBaTesieM (0KHO). B 3ToM ciydae uzoOpaxeHue
Mpe3eHTaluu OyJIeT MEHBIIEro pa3Mepa, Hampumep, MpU MPOCMOTPE OAHUM
[I0JIb30BATENIEM 10 ceTH KommaHuu win 4epe3 HWatepHer. IlpeseHranus
oToOpaxaeTcs B HEOOJIBIIIOM OKHE; UMEIOTCSI KOMaHbl CMEHBI CIaiI0B, a TaKke
KOMaH/bl PEJaKTUPOBAHUS, KOMMPOBAHUS W TeUaTH claijgoB. B sToM pexume
nepexo/ia K JIPyroMy claily OCYIIECTBISETCS C MOMOIIBIO MOJIOCHI MPOKPYTKU
w knaBuil PAGE UP u PAGE DOWN. [lapamiensHo MOXET ObITH 3amyIIeHO
npyroe npuioxkenue. Jjis yano0cTBa, a Takke MPOCMOTpa APYTUX MPE3CHTAUN U
nokyMeHToB Office MOXXHO BBIBECTH TaHENIb UHCTpYMEHTOB Web.
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ABTOMaTHYeCcKMil (IOJIHBIN 3KpaH). B 3ToM pexume npe3eHTauus Oyner
MPOBOAUTHCA TOJHOCTBIO aBTOMAaTHYECKHM. ODTO MOXKHO HCIOJb30BaTh Ha
BBICTABOYHOM CTEHJIe WJIM coOpaHuu. [[isi mpoBeAeHUs aBTOMAaTUYECKOIO MoKa3a
CJIaiiJIOB Ha BBHICTABOYHOM CTEHJIE, B KMOCKE HWJIA B JIPyrOM MOJOOHOM MecCTe
MOXHO 3alpPETUTh HMCIOJb30BaHUE OOJBIIMHCTBA MEHIO M KOMAaHJ U BKJIIOYUTH
PEKHUM LIUKINYECKOTO IMOKa3a.

IsaTeIi 3TaN - NMPOU3BOJbHBIC MMOKA3bI

[Ipou3BoiibHBIE MOKa3bl MO3BOJSIOT CO3JaTh MPE3CHTAIMIO BHYTPU IPYroi
Mpe3eHTauu. BMECTO HECKOJIBKUX MPAKTUYECKH OJWHAKOBBIX IMPE3EHTALUM,
MPEIHA3HAYCHHBIX  JUIA  Pa3HbIX  aAyAUTOPUKA, MOXKHO  CTPYHIIMPOBATH
OTJIMYAIOIINECS CJANJbl, TPUCBOUTHh UM T'PYNIIOBOEC UM U MEPEXOJUTh K HUM BO
BpEMsI IIOKa3a CJIaiI0B.

Hanpumep, TpeOyercst mpoBeCTH MPE3CHTAIUIO ISl IBYX Pa3HbIX (UIIUATIOB
koMmnaHuH. ITokas cimaliyoB BxiodaeT ciaanael ¢ 1 mo 10, mameHTHyHBIE 111 000MX
¢unuanoB, U MO OJAHOMY IPOU3BOJIBHOMY MOKa3y Ui Kaxjaoro ¢umumana. Bo
BpeMs TOKa3a CHauyaja oTroOpaxkatorcs repBbie 10 ciaiijoB, 3aTeM HJig MEPBOTO
dbunmana BBIMOJIHSAETCS MEPEXo]] K MPOU3BOJIbHOMY Moka3y «Dumuan 1», a s
BTOpOro (pryinana — K MPOU3BOJIBLHOMY MOKa3zy «Duiman 2.

IIepenTy K TPOU3BOIBHOMY IIOKA3y MOHO, BOCIIOJIb30BaBIIUCH JUAJIOTOBBIM
okHoM IlpousBosabHbIil moka3 (MeHio [loka3 ciaiiioB) Wik JUaIOrOBBIM OKHOM
Jlo0aBJjieHue runepccbUIKH (MeHIO BeraBka) st BCTaBKM THIIEPCCBUIKH Ha
JAHHYIO JIeMOHCTpauto. Vi Bo BpeMs Npe3eHTalNuu LIEJIKHUTE IPaBOM KHOIIKON
MBIIITH, BBIOEPUTE B KOHTEKCTHOM MeHi0 komaHay Ilepexon, 3aremM NyHKT
IIpousBosibHBIH MOKa3, a 3areM BblOepuTe TpeOyemblii TmoKa3. MOXHO
OCYILECTBUTh IME€PEXOJ K NPOM3BOJBHOMY IIOKa3y BO BpeMs NPOCMOTpa
MIPE3CHTAlMN, NPEABAPUTEIBLHO CO3JaB HA HEro TUIIEPCCBUIKY Ha Cclaiae, ¢
KOTOpPOTrO TpeOyeTcsi OCYIIECTBUTH ATOT Tniepexon. Crhaiiapl, BXOIsIIHE B
MPOU3BOJIbHBIA TOKa3, JOJDKHBI OBITh 4YacThiO TeKyllew mnpeseHTaruu. Ilocne
CO37aHMs MPOU3BOJIBHOTO MMOKa3a €r0 MOXXHO U3MEHUTh, TOOABIISAS WU YA U3
HETrO CJIAW/IbI.

[Ipe3enTannio MOXKHO HACTPOUTH TaK, YTOOBI TIOCIIE 3aITyCKa MOKa3a ClIaiioB
BBINOJIHSUJICS TOJIBKO IPOU3BOJIBHBIM TI0Ka3, JAXE €CJIU B IPE3EHTALMU Topasao
OOJIBIIIE CIIAlIOB.

Co3naHue nNpou3BOJILHOIO NMOKA3a

B wmento Iloka3 caaiinoB BbiOeputre NyHKT IIpoM3BOJIBHBIA NMOKAa3 U
HaxmuTe KHONKY Co3aarh. B rpynmne Cuaiabl Npe3eHTalluu BbIICINUTE CIANIbI,
KOTOpble TpeOyeTcsl BKJIIOYHUTH B IMPOU3BOJIBHBIM TOKa3, W HAXKMHUTE KHOMKY
/lo0aBUTD.

45


../ФГОС%203%20(2014)/реклама%20и%20связи/AppData/Local/Temp/Rar$DI92.112/pphowSetUpABranchInMyPresentation.htm
../ФГОС%203%20(2014)/реклама%20и%20связи/AppData/Local/Temp/Rar$DI92.112/pphowSetUpABranchInMyPresentation.htm

3ﬂ,ﬂ,aHHE NpoH3IB0/JbHOIO NoOKasa E|

MMA NpOMZEONEHOD NoKA3a: |I'IpDn3BDanb|ﬁ nokas 1 |

Cnanael NPEsEHTALHH: CNafabl OpoMSEONEHOND NoKasa;

. MHUHHCTEpCTED obp]
. Pazaenel

. CO3AaTENE KYPLOE

. PEUEHZEHT KypCOE <
CoAEpaHHE Npoet
. KoMnnek TyHWMeE K o
, DANacTH peanHsal

. AFHAMKHKE LeH Ha K
. CTPWETYPpa OCHOEBH

OTMEHA

UtoOBl BBIACIUTH HECKOJBKO chlaiaoB, Haxmure kiaBuimy CTRL wu,
yACpKHUBas €e, 10 ouepeId BIOepuTe TpeOyeMble CIIalIbl.

JImd “3MeHeHusT TopsJiKa IOKas3a CIAWI0B BBIACIUTE HYXHBIM ClIaull u
MEPEMECTUTE €TI0 BBEPX MJIIA BHU3 MO CITUCKY, UCIOJIB3YS KIABUIIMN CO CTPEIKAMMU.

Brenute nms B nosie imst mporu3BOJIBHOTO MOKa3a U HaxkmuTe KHONKY OK.

JIns mpeABapUTEIBLHOIO MPOCMOTpa MPOU3BOJBLHOIO IMOKa3a BBIOEPUTE €ro
UM B THAIOTOBOM OKHE IIpou3BosIbHBIN MOKA3 1 HAXMUTE KHONKY Iloka3aTh.
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1 OcHoBHas quTEpaTypa

. Makaposa, H. B. Undpopmaruka : yqeOnuk ans By3oB / H. B. Makaposa, B. b. Bosikos
— M. [u ap.] : Iurep, 2011 .— 574 c. : un .— (Yuebnuk mns By3oB) (Cranmapt
TPEThEro MmokoyieHus) .— bubmuorp. B konue ria. — ISBN 978-5-496-00001-7 (B mep.)

Enosuu, . B. MndopmaTuka : yuebnuk 1 By3os / W. B. Enosuu, 1. B. Kynub6ab6a ;
noxa pex. I'. I'. PanneBa .— Mocksa : Akanemust, 2011 .— 395 c. : uin. — (Bricuiee
npodeccuonansHoe oopazoBanue: Mupopmaruka) (bakanaBpuar) .— ISBN 978-5-7695-
7975-2

OcrtpeiikoBckuit, B. A. Uadopmatuka : yaeOHuk a5 By30B / B. A. OcTpelKOBCKUMA .—
5-e u31., ctep. — M. : Boicm. k., 2009 .— 512 c. : w1 .— ISBN 978-5-06-006134-5

CrenanoB, A.H. Mudopmatuka : yueb. mocodue mist By3oB / A.H.CrenaHoB .— 5-e u3.
— M.[u gp.] : Tlurep, 2007 .— 765c. : un. — (Y4eOHUK i By30B).— bubnuorp. B
koHiie ki. — ISBN 978-5-469-01348-8 /B niep./ : 250.52. (AYJI-1,21)

[{BeTkoBa A.B. NH(bopmaTHKa 1 HHPOPMALIMOHHBIC TEXHOJOTHH [3JICKTPOHHBIH
pecypc]: yaeonoe mocobue / A. B.IlBerkoBa.— Caparos: Hayunas kaura, 2012.— 190
¢.— Pexum nocryna: http://www.iprbookshop.ru/6276. — Pexxum nocrymna : 9bC
«IPRbooksy, mo maporo

2 JlonosiHUTE/IBLHAS JIUTEPATypa

. Bopotickuii, ®.C. Undopmarrka. HoBwIif cucTeMaTH3upOBaHHBIN TOJIKOBBIHN CIIOBAPh-
CIIpaBOYHHK. BBeZieHHE B COBpeMEHHbIE HH(POPMAIIMOHHBIE U TEIEKOMMYHHUKAIIMOHHbBIE
TEXHOJIOTHH B TepMHHAX U (hakTax [dnexkTpoHHbiit pecypc]| /D.C. Boporickuit..— M.:
®usmar-nut, 2011.— 760 c.— Pexum nocryna: http://www.iprbookshop.ru/12990.—
9BC «IPRbooksy, mo maposto

I'y6apes, B. B. Undopmaruka. I[Iponuioe, HacTosiee, Oyayiiee [IeKTPOHHBINA pecypc]:
yuebHoe nocobue ais By3oB / B. B.I'ybapeB.— M.: Texnocdepa, 2011.— 432 c.— (Mup
nporpammupoBanus). — ISBN 978-5-94836-288-5. — Pexxum nocryma:
http://www.iprbookshop.ru/13281.— 3bC «IPRbooks», mo maposro

Hudopmaruka [d5ekTpoHHbIH pecypc]: yueOHoe nocobue/ C.B. Tumuenko [u ap.];
TYCVYP.— Tomck: Db Konrenr, 2011.— 160 c.—ISBN 978-5-4332-0009-8. — Pexum
nocryma: http://www.iprbookshop.ru/13935.— DBC «IPRbooks», mo napoo

[Tatpuxosa, E. H. KomnbioTepHas Bu3yanu3aiiys BbITYCKHBIX KBATH(DUKAIIMOHHBIX
paboT [AMEKTPOHHBIN pecypc]: yuebHoe mocodue mo crenuansHocT 170400.65
«CTpenkoBo-IynieyHoe, apTuiuiepuiickoe u paketoe opyxue» /E. H. [latpukosa;
Tynl'Y.—-Tyna:

Wzn-Bo Tynl'Y, 2012.- 98 c. : mi. — ISBN: 978-50-7679-0 .- Pexum nocryma:
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https://tsutula.bibliotech.ru/Reader/Book/ 2013122613254884169400005123. —
DNIEeKTPOHHBIN YWTaIBHBIN 3a1 «bubanoTexy, mo mapoio

5. Tlarpukosa, E. H. Buzyanuzanus MatepranoB KypCOBBIX U TUIUIOMHBIX pa0doOT B
npuitoxkennn Microsoft Powerpoint [ayekTponHBIH pecypc]: yaeOHoe mocodue mo
HarpasieHuto 030500.62 u cnenuansaocTy 030501.65 FOpucnpynennus /E. H.
[TarpuxoBa; Mexnaynap. FOpun. M-t Tyn. @unnan. — OnextpoH. TekcToBble TaHHbBIE.—
Mockaa, 2011.- 65 c. : uin. — Pexxum nocryna:
https://tsutula.bibliotech.ru/Reader/Book/2013040914312936592600008149.-
DIIeKTPOHHBIN YATAIBHBIN 3a1 «bUOIHOTEX», TTO TAPOITIO

3 Ilepuoanyeckue u3IaHus

1. UudopmannoHHbIe TEXHOJIOTHH : TCOPETUUECKUI U IPUKIIATHOW HAyYHO-TEXHUYECKHIA
xypHai .— 2013- .— M. : Hossle Texnonoruu, 2013 - .— ISSN 1684-6400.

2. HudopmalroHHbIE TEXHOJIOTHH U BEIYUCIUTENbHBIE CUCTEMBI : [3KypHaJ | / yupeauTeb
PAH, UHu-T cucremuoro anaimmsa.—M., 2013-. OcuoBan B 1995 r. — Beixogur
exekBapranbHo. — ISSN 2071-8632

3. Ortkpoithie cuctembl. CYB/] [anexTponHsIi pecypce] : [kypHai].- M.:OTKpbIThIE
cuctembl, 2013- . — ISSN 1028-7493. — Pexxum noctyma :
http://elibrary.ru/projects/subscription/ rus_titles_open.asp .- eLibrary.ru, co Bcex
KoMmImbroTepoB oubmmoreku Tynl'Y, o mapoio

4. TlpuxmagHas nHGOPMATHKA [3JIEKTPOHHBIA pecypc] : HAyYHO-TIPAKTHYECKUH KypHAI .—
M. : Mapker JIC, 2013 - .— Boixoaut 6 pa3 B rox .— ISSN 1993-8314.- Pexum nocryna
. http://elibrary.ru/projects/subscription/rus_titles_open.asp.-eLibrary.ru, co Bcex
KoMmmbroTepoB 6ubnuorexku Tynl'Y, mo mapoto

4. IIporpammHoe odecnieuenne u UurepHer-pecypcsl

Iporpammuoe o6ecneuenne: OC Windows, OC Linux, MS Office, OpenOffice.org,
MS Word, OOo Writer, MS Excel, OOo Calc, MS Access, OO0 Base, MS Power Point, OO0
Impress, Internet Explorer, Mozilla Firefox, Opera

HNHuTepHeT-pecypcsl:

1. DOnexrponnsiii untanshelii 3a1 “BUBJIMOTEX” : yue6uuku aBropos Tynl'V no Bcem
nUcHuIuInHaAM. - PesxxuM poctyma: https://tsutula.bibliotech.ru/, mo maposmso.- 3ari. C
JKpaHa

2. OBC IPRBooks yHuBepcanbHast 6a3oBast KOJIEKIHs U31aHui.-Pexxum noctyna:
http://www.iprbookshop.ru/, mo maposto.- .- 3ari. ¢ s3KkpaHa

3. Hayunas DnektponHas bubnunoreka eLibrary — 6ubnmoreka 31eKTpOHHOM IEPHOINKH,
pexum pocryna: http://elibrary.ru/ , mo maposro.- 3arii. ¢ skpaHa.

4. HOb KubepJlennnka HayyHasi 3JIeKTpOHHAs OMOIMOTEKA OTKPBITOTO IOCTYTa, PEXKUM
nocryma http://cyberleninka.ru/ ,ceo60aHbIi.- 3ar. ¢ 9kpaHa.
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