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Oc abrope

I'per Xapgeit — aBTOp MHOTOYMCJICHHBIX KHUT 110 KOMIBIOTEPHO# Temaruke. CBOIO
xapeepy oH Hayait B 1980-X rojax B kayecTBe KOHCYJIbTaHTa IO MEPCOHaNbHBIM KOMIbIO-
tepaM IBM. B Te roasl eMy moBoauiochk UMeTh eio ¢ DOS-BepcusiMu TEKCTOBOTO IIpo-
ueccopa WordStar 1 peakTropoM 3MeKTpoHHBIX Tabmuy Lotus 1-2-3. IIpuo6pers Heobxo-
JHMBIii ONBIT B HECKONBKHUX HE3aBUCHMBIX KOHCAITHHIOBBIX ¢upMax, I'per Havan uurars
coOCTBEHHBIN KypC JIEKIHit 10 2eKTPOHHBIM TabnuLaM 1 6a3aM JaHHBIX B YHHBEpCHTETE
TNonpen I'eitt, Can-@paHuucko.

I'per ycneiiHo coderaer npenojaBarenbckuil Tpyn ¢ nucarenbckuM. KumxkHas cepus
...ONIA YalHuxoe CTajla ero MoOuMO#, TTOCKOJILKY MO3BOJIsIET OMOraTh HOBUYKaM. B HeMa-
JIo# Mepe 3ToMY CrIocoGCTBOBATH ¥ €10 YAUBHTENbHOE YyBCTBO FOMOPA, KOTOPOE ABJIAETCS
KJIIOYEBbIM IpY IPOBEASHHUH TPEHUHIOB, U, YTO HE MEHEE BAXKHO, BO3MOXKHOCTD BEIpAXKaTh
co0CTBEeHHOE MHEHHE OTHOCHTEJBHO Jit060i npobiieMsl.

He crtonn maBHO I'per momy4m JOKTOpcKyio crenens B obnacti ¢uiocoduu U penu-
TUH, 3alUUTHB JUCCEPTALIKIO, HOCBALIEHHYIO 0COOEHHOCTAM a3HaTCKuX penuruil. Jpysps u
3HaKoMble I'pera oueHb pajibl TOMY, 4TO OH 3aBepLIN 00ydeHUe ellie [0 BBIXOJa Ha IEHCHIO
¥ Tenepb CHOKOHHO HacaxaaeTcs XKU3HBIO.



BeBepeHue

aj| MPEeACTaBUTH BallleMy BHUMAHMIO MOJHOCTBIO OOHOBNICHHYO KRUTY Excel 2016

ONsL YQTiHuK08 — TOCAEAHIO M3 CEPUH KHHUT, MOCBAILEHHBIX mporpamme Microsoft
Office Excel u npeaHasHa9eHHbIX 1A YUTaTeNIel, KOTOPBIE XOTAT Hay4uThCA paboTars C
SNEKTPOHHBIMU TaOMUIAMU “C HYJIA”.

Bbl NO3HaKOMUTECH C OCHOBHBIMH METOAMKAMH, NPUMEHAEMbBIMH IS CO3IaHNUA, PEAaK-
THpOBaHus, GopMaTupoBaHKS ¥ BbIBOJA Ha NeyaTh pabodnx nucToB. KpoMe Toro, B KHure
OIKCaHBI OCHOBBI CO3JIAHUA JMArpaMM U METOAb! aHalIW3a JAHHBIX, a TAKOKE paccMaTpuBa-
eTcs pabora co cnuckaMH AaHHBIX. KOHEYHO, BCe 3TH JAOBOJILHO CIIOXHBIE TEMBI 3aTparu-
BAIOTCS MOBEPXHOCTHO, IOCKOJBKY 5 He CTaBWJI Nepen coboit 3aaady ymiybmaTecs B HUX.
OcHOBHOE BHUMaHHe yJelseTcsi 3leKTPpOHHBIM Tabau1iaM, MOCKOIbKYy MMEHHO C HUMH pa-
GoTaeT GONBIIMHCTBO nonb3oBarene Excel.

LKurouebote ocodennocrn kruzu

KHury HeoOs3aTeIbHO YHTATh OT KOPKH A0 KOpkH. HecMOTps Ha TO YTO I1aBBl OpraHu-
30BaHBI B JIOTHYECKOM MOPSIKE (B COOTBETCTBHU C METOAMKOM n3yuenus Excel, mpumense-
MO} B yueOHBbIX 3aBeIeHHAX), BBl BIIOJIHE MOXETE YHUTATh KHUTY B [IPOM3BOJBHOM ITOPAOKE
B [TOMCKAaX OTBETa Ha CBOH BOMPOCHL

Ilpu M3yveHMH KaXHoii TeMB! CHayajla paccMaTpHBAalOTCA NpPEHMYMLIECTBA TOrO MM
HWHOTO MHCTPYMEHTA, a 3aTeM ONMHUCHIBAIOTCH METOAMKHU ero mpumeHneHus. B Excel, kax u
B moboif npyroil cloXHON mporpamMMe, €CTh HECKOBKO CIOCO60B pellieHHs OAHOH U ToH
e 3anaun. Ytobnl n36aBuTh Bac ot npobneMsl BeIOOpa, 1 OyAy npeiaraTh ONTUMabHbIH
croco6. Io3xe, eclu 3aXOTHTE, MOXETE ITOIKCIIEPHMEHTHPOBATD C albTEPHATHBHBIMH Me-
TOAWUKaMH, a I0Ka CKOHLEHTPHPYHTECH HAa TOM, YTO NpeJiaracTes B KHUTE.

ITo BO3MOXXHOCTH £ MBITANCs H30eraTh MOBTOPEHNS TEM, PacCMaTPUBAeMbIX B JPYTHX
MiaBax Wi paspenax. MHorga BaM OyayT BCTpevaThcs NMEPEeKPECTHBIE CCHUIKH, KOTOpbIe
MO3BONAT NOJTY4UTh Goliee noApoGHBIE CBEACHHS IO paccMarpHBaeMoMy Bompocy. Ecnu y
Bac He OyzeT 0co60ro KeNanus Aenarb 310, UTHOPUPYHTE NONOOHBIE CCHUIKH.

Kanr ucnosssobaris Knuzy

KHury MOXXHO MCHONB30BaTh KaK CHPaBOYHUK, OPUEHTHPYICH MO COAEPXKAHMIO WM
NPeMETHOMY yKa3aTenio. BONBIIMHCTBO TeM ONMCAHbI POCTHIM M ITOHATHHIM A3BIKOM,
HO MHOT/ZA 5 HEPEXOXY Ha KOMAH/IHBIH A3bIK, EPEYHCIIAA KOHKPETHBIE AEHCTBYSA, KOTOPbIE
HY’KHO BBITIOJTHUTD JUIS PELLIEHHS PacCMaTpUBAEMOii 3a/1a4H.



Yo moxmno nponycrusie

Ecnu B paszesne onucana NocineA0BaredbHOCTh ACHCTBHH, TO MOXKETE CIIOKOWHO UIHO-
pUPOBaTh OAPOOHOCTH (T.€. TEKCT, HE BBIZENEHHBIH HOMY)KUPHBIM HIPH(TOM), ECJIH Y Bac
HET HY BpEMEHH, HM JKeJlaHWsA BHUKATh B MaTepual.

JononuuTensHas WHGOPMaIKs BBIICIAETCA C NOMOLIBIO BPe30K. OTH (parMeHThl
00BIYHO COMPOBOKIAIOTCA NUKTOrpaMMoH, O3BOJBIOILEH MACHTHDUIMPOBATL THI TIPEA-
CTaBJIEHHO# BO Bpe3kax uHGpopmauuy. (O6 UCTIONb3yEMBIX B KHUIE IIMKTOrpaMMax MsI I1o-
FOBODUM 4yTb HHKE.)

YUrio mpedyermica ok wumanmess

OTHOCHTENIBHO Bac s MOTY CHEJNarh JHULIbL OJHO NPEANOJIOKEHNE: Ha BallleM KOMIIbIO-
Tepe, HOyTOyKe WM IUIaHINETe yCTaHOBIeHa mporpamMma Microsoft Excel 2016, ncnons-
3yeMas it paboThl unn ydebbl. Ecnu 310 npeanonoxeHne BEpHO, TO JOIYCKalo, 4TO Bac
nnTepecyet Excel B xauecTBe HHCTPYMEHTA Ui PEIICHHA MOBCEAHEBHAIX 3a1a4. B TakoM
clly4yae KHUra IpeqHa3Ha4yeHa MMEeHHO 11 Bac. Y naxke eciyl BBl ABIsAE€TECh aMOHIMO3HBIM
HOBHYKOM M XOTUTE CTarhb MPO(ECCHOHATIOM B 0ONACTH 3MEKTPOHHBIX Tabnuli, KHUra BCe
PaBHO OKAXKETCH BeChbMa I10JIE3HOH.

B BamieM pacnopsKeHHH JOJDKEH ObITh KOMITBIOTED MM HOYTOYK, Ha KOTOPOM yCTaHOB-
neHa onepanuonHas cucrema Windows 7, Windows 8 min Windows 10. ITpu 3ToM BoBce
He Tpebyercs, ytobsl B mpouecce pabotsl ¢ Excel 2016 Bb cunenu nepex MOHUTOPOM H
BBOJMIM AaHHBbIE B sueiik 1160 BRIOHpay KOMaH/bl C TOMOIIBIO KJIaBHATyPhI WK MBILIH.
IMocne mosBnenns maHmera Microsoft Surface 3 u BHeapenns B Windows 8 nozjiepxku
II€JIOr0 CEeMEWCTRA IUIaHIIETOB HOABWIACH BO3MOKHOCTD BBOJA JaHHBIX M BbIOOpa KOMaH
NalbLieM WIH CTHIIYCOM, @ Takoke ¢ IIOMOMIBIO 3KpaHHON KJIaBHATyph! IMG0 BUPTyaJbHOTO
YKa3bIBAIOLLETO yCTPOHCTBA.

LN B rmase 1 paccMOTpeHBI KeCTh, KOTOPbIE NpeiHasHayeHsl AJ1A NoIp30oBaTenei

S CEHCOPHBIX 3KPaHOB U ABJIAIOTCS KBUBAJICHTAMU TaKUX PaclpoCTPaHEHHbIX
onepauyi, KaKk Iea4OK, ABOHHON LIEYOK, NepeTackuBaHue U pAX APYIHX.
310 NMO3BONMT BaM OCO3HATh PasHHLY MEXAy uUcnonb3oBaHueM Excel 2016
Ha HACTONBHOM KOMIBIOTEPE MM HOYyTOYKe, K KOTOpOMY MOAKITIOYeHa hu3n-
YecKas KilaBuarypa WM Mblilib, ¥ Ha IUIAHIIETe UM cMapT(hOHE C CEHCOPHBIM
9KPaHOM, YIpaBIE€HUE KOTOPBIM OCYILECTBISETCS ¢ NOMOILBIO SKPaHHOH Kia-
BHATypbl M BUPTYalbHOTO YKa3bIBAIOILETO yCTPOHCTBA.

HmeliTe B BUAy, 4TO NPaKTH4YECKH BCE PHCYHKH, NCTIONB30BaHHbIE B KHHUIE, MPECTaB-
JISI0T 3KPaHHbIE CHUMKM pa3Hbix okoH mporpammsl Excel 2016, ycraHOBineHHO# Ha KOM-
netotepe ¢ Windows 10.

*'\‘\“El
&

KHura npexnasnayeHa ucknioyumenvHo Ui Tonb3oBatenied Microsoft Ex-
cel 2016. Ecnu Bel npuMensiere Excel 2007, Excel 2010 unu Excel 2013, o
6onpiuas 4acTh CBeAEHHMH, OTHOCAIMXCA K paboTe ¢ ¢aiimamu, MOXeT cMmy-
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TUTH BaC ¥ JaKe Bbi3BaTh HefoymeHme. Ecau BBl paboTaeTe c eille Gosee paH-
HUMH Bepcwimu Excel, numennbiMu ieHTouHOro uuTepdeiica, To 3Ta KHUra
BaM He ITOJOHACT.

Crinpynrinypa knuzu

KHura cocTouT 13 ImecTH yacTeld, kakaas U3 KOTOPbIX CONEPIKHUT JBE v Gornee Imas, HMe-
OILMX CXOIHYIO TeMaTuKy. Kaxkaas U3 rmaB, B CBOIO 0Yepe/ib, BIITHOUYAET HECKOIBKO CBA3aHHBIX
pa3fenoB, HOCBALICHHBIX paccMarpuBaeMoii Teme. OnHaKo HE 0043aTeNbHO YNTaTh BCE MOM-
pa. B koH1le KOHIOB, He BaXKHO, 4TO Bbl y3HaeTe paHbilie: KaK peJakTHpoBarh pabouuii TucT,
Kak ero (JopMaTHpOBaTL WIM KaK BHIBECTH €70 Ha mevyarh. [71aBHOe, YTOOBI Bbl HALWIH HYX-
HyH0 HHGOpMaLHIo (M yCBOUIH ee!), Koria BaM NorpelyeTcs pelluTh KOHKPETHYIO 3a/1ayy.

PaccMOTpUM Kparkoe CofiepikaHue KaXHo# 4acTH.

YacTtb |. 3HakomcTBO ¢ Excel 2016

JlaHHasd YacTb KHMIH NOCBAILCHA TakuM (QyHAaMEHTaJbHBIM BOIPOCaM, KaK 3aImycK
Excel u crpykTypa OKHa nporpamMsl. 3aech Bbl HaiizneTe 6a3oBbie cBeACHNA O pabouuX n-
CTaX M coxpaHeHuu HokyMeHToB. Ecu Bbl HaunHaete paboty ¢ Excel, abcomorHo HHYero
He 3Has 00 JMEKTPOHHBIX TabNHIAX, TO 0053aTeNIbHO 03HAKOMBTECH C IMIaBoi 1, B KoTopoit
OINMCAHbI OCHOBBI JISHTOYHOTO HHTepdeiica. TonbKko Nocae 3TOro NepexomuTe K rase 2, B
KOTOpO# peyus UJET O Co34aHuy pabounX JICTOB.

Yacts Il. PaboTa ¢ an1eKTpOHHbIMU TabnULaMu

W3 310#1 uacTy B y3HaeTe, KaK peAaKTupoBarh paboune MUCTI, YTOOb! OHH BHITIAAETH
TIPUBIIEKAaTeNbHO, i KaK BHOCHTh B HHX M3MeHeHus. M3yyute raBy 3, ecii XOTHTE, YTOObI
oTdhopMaTHPOBAHHbIC JAHHBIC XOPOLUO BHINIANENM HA dkpaHe. [Masa 4 nocBsumeHa nepe-
YTOPAHOYEHHUIO U yIaneHHIO NaHHBIX, a TakKe BCTaBKe HOBOM MH(popMauuy Ha paboumii
JIACT, & I71aBa 5 TIOMOXET pacneyarars pabouuii IMCT Ha PUHTEPE.

Yacts lll. 06paboTka AaHHbIX B 31€KTPOHHbIX TabAuuax

B 370} 4acTH 4 NOAEMOCH ¢ BaMH HHGOpMALMel O TOM, KaK MOAePKUBATh B NIOPSIKE
JlaHHbIe, BBEJCHHbIC Ha paGoune JUCTHL. M3 raBbi 6 BbI y3HA€Te, Kak yHOPAAOYUTh JaHHbBIE
Ha ofiHoM paboueM mucte. B mase 7 paccKas3biBaecTCs O TOM, KaK paboTaTh ¢ NaHHBIMH, pa3-
HECEHHBIMH I10 HECKOJIbKHMM paboyuM JIMCTaM, M IepeMeLiaTh JaHHBIE MEXLY JIICTaMH U3
pa3HbIX pabovnX KHUL

Yactb IV. AHanu3 paHHbix

OTa yacTb BKJINOYAET ABE [IaBbl. B miaBe 8§ onrcaHbl MHCTPYMEHTHI aHAJIM3a, JOCTYIHbIE
B Excel. B wacTHOCTH, paccMaTpuBatoTCs TaONMIbl AAHHBIX, MOY/Ib TOMCKA PEIECHUS U
JWCcTieTyep clieHapueB. B mase 9 paccMaTpuBaloTCs BO3MOXKHOCTH CBORHBIX TabNULl H Aua-
rpamM, TO3BOJIIOIIMX BEIYHMCIATh HTOTH ¥ GUIBTpOBaTh OONbIINE MACCHBEI JAHHBIX HA pa-
GOYHX JTHCTAX, a TAKKe 0TOOpaKaTh HX B KOMIAKTHOM TabnuyHO#i MWiM rpaduyeckoil hopme.
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Yactb V. lononHutenbHbie TEMbI

B paHHOif YacTH paccMarpHBAaKOTCs IOMONMHUTENbHbIe HHCTpYMeHTHl Excel. M3 mia-
Boi 10 BbI y3HaeTe, Kak CO3[aRaTh AUAarpaMMbl HA OCHOBE daHHBIX. B rase 11 nemMoHCTpH-
PyeTcs, KaKk NPUMEHATh CHHUCKH JaHHBIX mpy pabote ¢ GonblMMu MaccuBaMu. B riase 12
omucaHbl HAACTPOIKY, pacumpatomue 6a3oBpie BO3MOXHOCTH Excel. 3nech ke BBI y3Hae-
Te, Kak H00aBIATH TUMEPCCHIIKH, CIyxKallye 1 nepexoaa K IpyruM obnactsaM paboyero
JIACTa, UHBIM AOKyMEHTaM U Jiaxke BeOG-cTpaHuuaMm. Kpome Toro, onmuchiBacTcs IpPOLECC
CO3[aHKi MaKpOCOB, MO3BOJIAIOUIMX aBTOMaTH3UPOBATh BbIYNCICHHS.

Yactb VI. BenukonenHbie feCATKM

Kak npuHATO B CepUH KHHT ...0/s YaliHuK06, OCIEHAA 4aCTh CONCPKUT NECATKH HaH-
6ornee none3ubix GakToB U COBETOB. B 3T0ii yacTu BHI Haiinete yeThipe MaBbl. B mase 13
NPUBOIATCA NECATb OCHOBHBIX COBETOB, HEOOXOAMMBIX JUIS T€X, KTO TOJBKO HAYMHAET
paboty ¢ Excel. B mase 14 onucaHb! aecaTs 3anoseneii no ucnons3opanuio Excel 2016.
B mase 15 BaiueMy BHUMaHHIO Npejylaraetcs AecATh Haubolee Noje3HbIX CPeACTB, IPUMeE-
HSEMBIX JJis ynpaBneHus 3arpy3koii nanueix B Excel 2016. ['naa 16 BxmouaeT onucaHue
J€CATH HHCTPYMEHTOB, HCTIONb3yeMbiX [ aHanu3a TeHACHLUH U KTI0YEBBIX HHIMKATOPOB.

Cornamenus, npuname € knuze

B stom paszaene onucaHbl COrlalieHus, B COOTBETCTBUU C KOTOPBIMH B KHUT'C BbIACIA-
I0TCA T€ WK UHBIC TUIIOBBIC JIEMCHTHI.

JleHTOuYHbIN uHTEpdeiic

Ha npotskeHuu Beeil KHUMM Bbl OyeTe BCTpedarh MOC/TeJ0BaTe/IbHOCTH KOMaH/ B BHAE
Ha3BaHUsA BKJIQJIKH JIEHTbl X KOMAH/IHOM KHOTIKH, pa3AeNieHHbIX CTpeNkaMu:

MmasHas=KonuposaTtb (Home=Copy)

OTa KoMaHza NMO3BOJIAET CKONMMUPOBATh BHIAENICHHBIE TYEHKN WK rpaduyeckue o0beK-
Tbl B Oytep o6mena Windows. UToObl BBITOJIHATE TaKyi0 KOMaHIy, ClieyeT LielKHyTh Ha
BKiajke [aBHas ieHTHl, a 3aTeM — Ha kHonke KonuposaTbk (00603HaueHa napoi cloxeH-
HBIX JIUCTOB).

ITpu BBIMONHEHUH HEKOTOPHIX MOCNENOBATENILHOCTEN KOMaHA NpHIeTcs BbIOMpaTh HE
TOJIKO KOMAHIy Ha BKIaJIKe, HO ¥ IYHKT CBA3aHHOTO C KHOIIKOMH pacKphIBAIOLIEroCs MEHIO.
B naHHOM cily4ae IMyHKT MEHIO CNIEAyeT 33 Ha3BaHHEM BKJIAJIKHM M KHOIIKH MEHIO, TIPH 3TOM
BCE OHHU pa3fieJieHb! TOPU3OHTANBHBIMU CTPENOYKaMH, HallpuMep:

dopmynbi=Tlapamerpbl BbluucneHun=BpyuHyto (Formulas=Calcu-
lation Options=>Manual)

O1a nocnenoBaTelbHOCTh KOMaH BKJIIOYAET PEKMM DPYYHOro mnepecuyera 3HayeHMi
topMyn B sueiikax. B naHHoM cryuae cnepyer BriOparh BiaaKy POpMynbl, a 3aTeM Liel-
KHYTh Ha kHo1nke [apameTpbl BbiuMCNEHWI 1 BEIOpaTh B pacKphIBAOMIEMCS MEHIO ITyHKT
BpyuHyio.
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B npouecce paborei ¢ Excel Bam HysxHO 6yIeT He TONBKO BBIGHPATh KOMaHABI C IIOMOLIBIO
KITaBMATYPE! M MBIIY, HO ¥ BBOAMTH JaHHBIE, C KOTOPLIMH NpuaeTcs paborars. Ecnu Gyner
TPEAJIONKEHO BBECTH KOHKPETHYIO (yHKLMIO, TO OHa OyNeT BhIAeNeHa NOMYKIUPHBIM MOHO-
WMpHHHEEIM pudToM. Hanpumep, TexcT =CYMM (A2 :B2) noApasyMeBaeT, 4To HYXKHO
BBECTH C KJIABMATYPEl MIMEHHO TO, YTO BBl BUAMTE: 3HaK PaBeHCTBA, TEKCT CYMM, OTKpbI-
BAIOLIYIO CKOOKY, TeKCT A2 : B2 (He 3a0yabTe BBECTH JIBOETOYUE) M 3aKPBIBAIOLIYIO CKOOKY.
EcrecTBeHHO, nociie 3Toro ciaenyeT Haxars kiiasuiy <Enter>, 4ToOkI 3aBEpIUKTS BBOL.

HHorna OymyT yKa3elBaTbCsl KOMOUHAYUY KIABUUL, KOTOPBIe 3aMEHAIOT KOMaH/Ibl, BEIGU-
paeMble Ha neHTe, HanpuMmep <Alt+@H> unu <Ctrl+S> (obe 3T KOMOMHALMHI TTO3BOJISIOT
COXpaHHUThL N3MEHEHNs B paboueii kHure).

B xoM6uRalMgX KIABHIL, HAYMHAIOWIMXCS ¢ <Alt>, clexyeT yAep)kuBaTh JAHHYIO Kia-
BHUIIY, TOKA Ha JIEHTE HE MOABATCA CleLUabHble BbIENeH!s. B 3TOT MOMEHT clieflyeT Ha-
JKMMaTh OCTaJIbHbIE KJIABMIIH, B CBA3M ¢ OTnHYMeM KOMOWHALMH KITaBHLI, HCHOJIb3YEMBIX
B pyccKoii M aHMIHMICKOH Bepcuax MporpamMMel, OHM OyAyT IIPUBOAUTHCS NapamH, pasie-
JIEHHBIMM KOCOH 4epTOii: CHauaja — pyccKas BEpCHs, a 3aTeM — aHITIMiCKas, HanpuMep
<AI+OO>/<Alt+FO>,

Kom6unanuu, HauuHaromyecs ¢ kwiaBumu <Ctrl>, paboTaior Tak ke, Kak ¥ B CTapbixX
Bepcusax. Heo6xomumo yaepxusarh knasuury <Ctrl> u HaxuMarh ocTaibHble KJIaBHIIH (U
CHOBA TOBTOPIO: ClEQyET BCErIa UCTIONB30BATH HIDKHUM PEricTp CUMBONOB, €ClU HE yKa-
3aHa knasuia <Shift>, nanpumep <Ctrl+Shift+C>).

B Excel 2016 uMeeTrcsd TONBKO OJHO PACKPBHIBAIOIIEECS MEHIO M TOJNBKO OJHA MaHeNb
6bicTporo aoctyna. OTkpbITh MeHIO ®ain (File) MokHO menukoM Ha Briaake ®ann unu
HaxatheM koMOuHauuu xnaBum <Alt+@>/<Alt+F>. ITanens GricTporo noctymna otobpa-
AaeTcs clipasa oT Biutaaky Pain.

B03MOXHO, BBl 3aMETHTE OIpee/IeH bl pa3Ho00ii B MIMEHOBaHUH HapaMETPOB AUAJIO-
TOBBIX OKOH (HampuMep, (axxkoB H Nepekitioyareseif) B TeKCTe KHUTH i B OKHE Tporpam-
Mel Excel. 5] cosnarensHo ucnonk3yio nponyckble OyKBEI B HA3BaHHSIX KOMAH M MapaMe-
TPOB, YTOOBI HX Jierye ObLI0 OTIMYHUTH OT NPOYEro OMUCATENBHOIO TEKCTa.

MukTOrpamMmsl, UCNIONb3YeMbl€ B KHUTE
Cnenylomne NHAKTOrpaMMBbI YaCTO BCTPEYAIOTCA Ha IOJIAX KHHUTH.

Mep, Ha IUIaHIIEeTax WK cMapThoHax, paboTaomux Hoj ynpasieHreM Win-
dows 10).

INTone3Hbie 3aMeuaHus u COBETBI, OTHOCAIIIHECA K 06cy>x,uaeMoﬁ TEME.
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Hudopmarnus, xoTopyto HeoGX0AuMO 3aNIOMHHATB, €CJN Bbl XOTUTE CTaTh IIPO-
(eccroHanom.

Hudopmanms, koTopas HOMOXET U3bexarb pacnpocTpaHEHHBIX TIpobieM.

Bce winnbl BUunieoKypea JOCTyHbI B BUIE PONIMKOB Ha caiite YouTube. [{nsa
6BICTPOrO AoCTyna K KJIMIaM Ha CTpaHMIax KHUrH npusoasTcs QR-kxoxes,
1o06HbIe TIOKa3aHHOMY 34€ch. BCTpeTuB Takoe u300pakeHue, NPOCKaHH-
py#iTe €ro ¢ HOMOLLBIO CBOEro cMapT(oHa, H Cpasy e HaYHETCHS BOCIIPOHU3-
BeJiEHHE COOTBETCTBYIOLIEro poauka. Jina ynobersa kaxzpiii QR-Kkox Taioke
JIOTIONHEH Be6G-afipecoM CIEAYIOIIEro BUAa (Ero MOKHO BBECTH BPYYHYIO B
azipecHoit crpoke Opaysepa):
go.dialektika.com/Excell6FD

C uwezo nauars

Ecnu Bt HHKOTAA He paboTany ¢ 3NEeKTPOHHBIMHA TabllMIaMH, TO HaYHWTE C IMaBhI 1,
9100bI OCBOMTH OCHOBHBIEC NOHATHsA U pa30o0parbcs B Ha3sHAYEHUH nporpamMmsl. Ecim y Bac
BO3HMKJIA KOHKPETHBIE BONPOCHI (KaK CKOMTHPOBAaTh (JOpMyITy HJIH pacreyararhb OlpeaeIieH-
Hblfi (parMeHT paboyero JIMCTa), TO 0OPATUTECH K COAEPKAHUIO WIM K NPEAMETHOMY yKa-
3aTellio U HalijuTe pas3aen ¢ COOTBETCTBYIOIEH HHpopMaIHeit.
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HMgeun Gamux on3sbof!

Bel1, unTaTtens 310 KHUTH, U €CTh IIaBHBIN €€ KPUTHK. MBI IEHUM Ballle MHEHHE U XO-
THM 3Harh, 4To ObUIO CAENaHO HaMH HPaBUIILHO, YTO MOXHO OBIIO CAENaTh Jydile U 4TO
€Ile BBl XOTE/M Obl YBUIETh N3NAHHBIM HaMH. Ham unTtepecHs i00kIE BALM 3aMEUaHHUs B
Haul ajpec.

Mel xaeM BalnX KOMMEHTapHEB W HaJieeMcs Ha HuX. Brl Moxere mpuciars Ham Oy-
MaXKHOe WM JIEKTPOHHOE MMCHMO JNUOO MPOCTO NMOCETHTh HAalll CaliT U OCTaBUTH CBOHU
3ameyanus TaM. OZHUM CIIOBOM, JIOOBIM YHOOHBIM AJIA Bac croco0oM jaiite HaMm 3HATH,
HpaBUTCS I BaM 3Ta KHUIa, a TAKXKe BRICKAXKUTE CBOE MHEHHE O TOM, Kak cJellaTh HallH
KHUTH 6ojiee MHTEPeCHBIMH IJIs1 Bac.

OrtnpaBnss NECEMO Wi cooOLIeHue, He 3a0yabTe yka3aTh Ha3BaHUE KHUIH H ee aBTo-
POB, a Taxoke cBO# oOparHsiit agpec. MBI BHUMATENBEHO O3HAKOMMMCS C BAalllUM MHEHHEM U
06s13arenbHO yuTeM ero npu oTéope M MOATOTOBKE K M34aHUIO HOBBIX KHHL.

Hainw anextponHble aapeca:

E-mail: info@dialektika.com

WWW: http://www.dialektika.com
Hainu nmoyToBbie agpeca:

B Poccun: 127055, . Mocksa, yi. JlecHad, A. 43, ctp. 1
B Ykpanne: 03150, Kues, a/s 152
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[nasa 1

OcHoBbl pa6oTtbl ¢ Excel 2016

BB omioii zaale. ..

3HakomcTBO ¢ okHamu Excel 2016 u npeacrasnenuem Backstage
BriGop koManA Ha neHTe

HacTpoiika naHenm 6eicTporo goctyna

HauynHaem pabotars ¢ Excel 2016

JneTe! u kruru Excel 2016

Nonyyenue cnpasku

vV V.V VWV VvV V

l onb3oBatenbckuil uHTepdeiic Excel 2016, kak u untepdetic Excel 2007/2010/
2013, xapaKkTepusyeTcs Nonocoi B BepxHel yacTi pabodyero JHcTa, Ha3bIBaeMON
nenToii. Ha Heit cobpansl gamie BCero UCHONb3yeMble KOMaHABL

Jo6aBere x nente Bkianky Paun (File) u mavens GbicTporo nocryma BMeECTe C He-
CKOJIBKUMU O0nacTsaMu 3axad, TakuMu kak Bydep obmena (Clipboard), Kapturka (Clip
Art) u CnpasouHble matepuanel (Research), u Bbl monyuute ynoOHblil uHTEpdeiic, mo-
3BOJIAIOLIMI BBITONHATE BHIYUCIICHMS, CO3AaBaTh U Tie4arats (PMHAHCOBBIE OTUETHI, & TAKKe
yHopsIOuNBaTh AaHHbIE U 0TOOpaXkaTh UX Ha Juarpammax. J[pyruMH ClIoOBamMH, ¢ IOMO-
1IBI0 MHTepdeiica BEI CMOXETE BHINIONHATH BCE, YTO HoXxenaeTe npu pabore B Excel.

Crenyer 0co60 OTMETHTb, YTO HOBBIH M YCOBepIIEHCTBOBaHHEIH HHTepdeiic Excel 2016
COAEPXUT MHOXKECTBO yinyuileHuil. OTHeNbHOrO0 BHHMAHUS 3acily’)KUBaeT ONepaTHB-
Hbi# npeapapuTtenbHblii npoecMotp (Live Preview), mo3ponsiomuii yBuzieTs, kak OyAayT Bbl-
DIAAETh TeKyI¥e NaHHbie paboyero JIMCTa MPY KCHOAb30BaHUH Ipyroro mpudra wim Gop-
MaTHpOBaHUA, €Ile O TOTo, KaK Bbl IPUMEHHTE caMi HacTpoiiku. BosmoxkHOCTH npenBa-
PUTEIILHOTO POCMOTPA JOTIONHAOT TaKie OTHOCHTENILHO HOBBIE KOMaHIbl, kak BbiCTpbIf
ananu3 (Quick Analysis), PekomeHayembie cBopHble Tabnuubl (Recommended
PivotTables) u PekomeHayembie guarpammbl (Recommended Charts). C ux mOMOIIBIO
MOXHO BBIITOJIHATh NPEABAPUTENBHBIN IPOCMOTP JAHHBIX B Pa3iNyYHbIX dopMarax.

Takoxe Excel 2016 BrumodaeT ynyHileHHOE NpeAcTaBIeHHe pasMeTKH crpaHulibl (Page
Layout View), oToGpaxatoriee 1Jisi KaxIoi cTpaHULB! IMHEHKH, KOMOHTUTYIBI U TON3Y-
HOK M3MeHeHus Maciuraba. ITyreM nepeMelnenns moi3yHka MacimiTaba MOXHO yBEIMUM-
BaTh WM YMEHbIIATh pabodre JUCTHI B PeXKUME peajibHOro BpeMeHH. U mocnenHee, 4to
CeTyeT OTMETHTh, — 3TO TO, uTo mporpamma Excel 2016 npocto nepenonHeHa JuHaMu-
YEeCKUMH KOJJIEKIMAMHU, KOTOpBIe CyLIECTBEHHO YNPOLIAIOT co3jjaHue U opMaTupoBaHue
JMarpamMM, 0coOEHHO B COUETAHHH C OHEPATHBHLIM IIPEIBAPUTENBHBIM IPOCMOTPOM.



Aennmounstii unimepgperic Excel

IMocne 3amycka Excel 2016 nosBuTcs HadyaJIbHbIH 3KpaH, NOJOOHBIH [MOKa3aHHOMY Ha
puc. 1.1. Ha 3ToM 3kpaHe MOXHO BbIOpaTh CO3JjaHue HOBOH IMyCTON KHHUTH, MIEIKHYB Ha
wabnone Myctasa kuura (Blank workbook), nu6o BeiOparh Jpyroii mabioH, Ha OCHOBE
KoToporo OyJeT co3iaHa HOBas 3/eKTpoHHas Tabmuia. Ecny Bac He ycTpauBaeT HU OfWH
13 1a0JIOHOB, MpeCTaBIeHHbIX Ha HaYalbHOM 3KpaHe, nonpolyiite HaliTH MOAXOAAILMIA
ma6non B Unrtepuere. Ecnu Bl yxke ycnenu HeMHoro nopaborars ¢ Excel, To Ha Hauans-
HOM 2KpaHe 0To0Opa3uTCa CIIUCOK HENABHO OTKPHIBABLIUXCS KHHUL BriOepuTe ONHY M3 KHHT
B 3TOM CITHCKe, YTOORI H3MEHUTD ¢ MU0 BHIBECTH HA NEYATh.

2

Fowcn safnosc 7 e » Ceprees Mexcaa,:‘p gﬂ%
pensamenen ann e bmoe Hioms Kanpapw s Bvgmerer Sonaoest Cmﬂmywmmmw-
Hypnanss

CHEiRaT YT KHb

Puc. 1.1. Ha navaneHom akpaHe Excel 2016 MOXHO BbibpaTb HOBYIO MYCTYIO KHUTY, OTKPbITh HENABHO
MCrION30BaHHYIO0 KHUTY M0 BbiGpaTh WabsIoH, Ha OCHOBE KOTOPOro CO3AaEeTCs HOBas KHUra

Ecnu Ha HauansHOM dkpane Excel 2016 BriOGupaercs mabnoH IIycras KHUTA, TO B
MporpaMMHOM OkHe (puc. 1.2) mosiBuTcs HOoBas kHHMra Kumral (Bookl), cocrosimas u3
eIMHCTBEHHOTO padouero nucta Jincrl (Sheetl).

IporpammHoe okHO Excel, orobpaxaromiee eqHHCTBEHHBIH pabounii TUCT KHHTH, CO-
CTOUT U3 CECAYIOUIMX KOMIOHEHTOB.

v Bruanka ®aun (File). [ocine BeiGopa 3Tol BKJIAZKH OTKPHIBAETCH OKHO
npencrasnenus Backstage, B JIeBoif YacTH KOTOpOro HaXOZATCA BKJIAAKH,
BKJIFOYAIOIME KOMaHJbI Uil paboThI ¢ JJEKTPOHHOM Tabiuuei B nenoMm,
B ToM uucie CeeneHus (Info), Cospgatb (New), OTkpbiTb (Open; Bbl-
6upaercs 1o yMon4aHHIO mociie nepsoro 3anycka Excel), CoxpaHutb
(Save), CoxpaHuTtb Kkak (Save As), Mevats (Print), O6wuiA gocTyn
(Share), Skcnopt (Export), Onybnukosate (Publish) 1 3akpbimb (Close).
IToMuMO 3TOro, B HHXKHEH YacTH OKHAa HaxoIATCs HacTpoiku YueTHas
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Bknanka “®aiin”

NaHenb 6LICTPOro gocTyna

3anuck (Account), obecrieurBatomias JOCTYT K CBEACHHSM O TIOJb30Bare-
Jie ¥ porpamme, U lNapameTpb! (Options), MO3BONAOINAS H3MEHHTH MHO-
rue HacTpoiiku Excel, 3afannble mo ymonyanuto. UToOb! BRIATH U3 PeXu-
Ma Backstage i BepHYTbCs k OOBIYHOMY NpeICTARIECHHIO JTHCTA, IEIKHH-
TE Ha CTPEJIOYKE B JIEBOM BEPXHEM YTy OKHa.

Pabouwnit nuct

Crpoka dopmyn

Tamson  Bazse
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CTpoKa COCTOsAHUA

Puc. 1.2. OxkHo nporpammsl Excel 2016, kotopoe nosnsetcs nocne swifopa wabnoHa [Iycras

v

KHMUI'a Ha Ha4ya/lbHOM 3KpaHe

HacrpanBaemasi nanejb OpicTporo goctyna (Quick Access). Conep-
XHUT KHONKY Hanbosee 4acTo BHIMONHAEMBIX 33a4, TAKUX KaK COXpaHe-
H¥€ KHUIM WM OTMEHa H BOCCTaHOBIEHHE Onepainyii peJakTHpPOBaHUS.
CrieBa OT 9TO# NaHeNM HAXOJUTCS npozpammuas kHonka Excel (¢ noro-
THnoM Excel 2016). ITocne menyka Ha Heif MOABATCA pacKphIBAOIIEECS
MEHIO, KOTOPOE MO3BOJIIET U3MEHUTD pasMepsl U HoJiokeHue okHa Excel u
Jlae BBITH U3 IIPOrpaMMBI.

Jlenra. 3nech HaxonsaTcs Bee komMaHas! Excel, pa3ouThle 1Mo BKIaaKam, —
ot MasHasa (Home) no Bug (View).
Crpoka gopmya. Otobpaxaer anpec TeKymieii sUeliKu H ee CoIepIKHMOe.

O6aacTb paGouero aucra. ConepxkuT Bce sUeiKM TeKyiero pabouero
nucTa. Syedky uAeHTHOHIMPYIOTCS OyKBaMH, HaXONALIUMUCS B 3aro-
JIOBKAX CTOJNOLOB, U YHCIAMH, HAXONAIUMHUCS Ha JIEBOW TPAaHHLE CTPOK.

Inasa 1. OcHoBbi paboTei ¢ Excel 2016
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Sprerdky, HaxoAslIyecs B HIDKHEN dacTu pabGoueit 06nacTH, MO3BOJIAIOT
HEePEKII0YaThCs MEXAY paboduMu JIMCTaMH, a OJOCH BEPTUKAILHOMN
U TOPH30HTANBHOM MPOKPYTKHU, PAacTIONOXKEHHbBIE COOTBETCTBEHHO BJOJIb
1paBofl ¥ HIDKHEH rpaHMULl, MO3BONAIOT NEpEeMEILaThCs B IpefiesiaX TeKy-
mero paboyero JIcTa BIIEBO, BIPABO, BBEPX U BHU3.

v Crpoka coctosiusi. Mudopmupyer 0 Tekymem pexume paGoOTHI mpo-
rpaMMBbl 1 Ha3HAYEHHUH BEIOMpaeMBbIX KIaBUHI. B 3Toll cTpoke MOXKHO M3-
MEHHUTD TEKylllee TipeJicTarlieHne pabovero Jiucta 1 Macmirtad.

3HakoMCTBO ¢ npeacTasneHuem Backstage

Ha nente cnesa or Bxiuajgku [MasHas (Home) noj nanensio GBICTPOro AOCTyNa Haxo-
nures Biaaka Pain (File).

TMocne Beibopa BKiIagxu Paltn oTKpoeTcs OKHO MpeAcTasieHHs Backstage, B neBoi
YacTH KOTOPOro HaxOAWTCS MEHI0, H300paxeHHoe Ha puc. 1.3. B okHe mpenacraBineHus
Backstage otkpriBaetcs Briiagaka Ceeaerus (Info), Ha koTopoit oTobpakaeTcss nHpOpMa-
1us 00 OTKPBHITOM M BEIOPaHHOM B JAHHBIH MOMEHT (paiine paboueii KHUTH.

@
x
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Puc. 1.3. B oxkHe npepcTaBneHuns Backstage MOXHO NPOCMOTPETL MHGOPMALMIO O TexyLeM daiine, nony4nTs
BOCTYN K KOMaHAAM, IMEIOLLUM OTHOLLIEHUE K TOMY Qaiiny, a TakKe N3MEHUTb HAaCTPOMKK MPOrpaMMbl

OxHo npeactasBineHus Backstage pasneneHo Ha nBe yactu. Haxonsmuecs Ha HeHTpaTb-
HoOli nagenu cneBa 60NMbIINE KHOIKY MO3BO/IOT H3MEHHTH IpaBa A0CTyna K paboueif KHu-
re, MONrOTOBUTE e K 00lieMy JNOCTyIy Tu00 MPOCMOTPETEH BCe BepcHH paboueil KHHUIH.
Ha naxopsmeiics cnpaBa naHenu oToOpakaercs MHHHATIOpa paboueil KHHIH, a 1oJ Heif
HaXoJUTCs CIUCOK MOoJiei, B KOTOPBIX NEePEUNCIAIOTCS pa3IniHble CBOicTBA pabodeil KHu-
I, IpUYeM OJHU U3 HUX MOXXHO U3MEHAThb, Hampumep Hassauue (Title), Teru (Tags),
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Kateropuu (Categories) u ATop (Author), a apyrue — Henb3d, kak MameHeHo (Last
Modified), CospaHo (Created) 1 HaneuataHo (Printed).

Hwxe Binagkn CBepeHns Haxomarca Bianaku Cosgate (New), OTkpbiTb (Open),
CoxpaHuTb (Save), CoxpaHuTb Kak (Save As), Meuarsb (Print), O6wuit goctyn (Share),
Akenopt (Export), Ony6nukosatb (Publish) n 3akpbiTe (Close), koTopble 0OBIMHO HC-
noJb3yloTcs Iipu pabote ¢ Qaiinom paboueit kuurn Excel. B HikHel yacTi OkHa npes-
craBineHus Backstage HaxomuTcs BkiIajgka YYyeTHas 3anuch (Account). B pesynerare ee
BbI6Opa MOABIAETC ONHOMMEHHas MaHelb, Ha KOTOPOH 0TOOpakatoTCs CBENCHHS O MOJIb-
30BaTelie, O MOAKITFOYEHHBIX Cyk0ax U 06 yueTHo# 3anucy Microsoft Office. [Toxa Bxyan-
Ko#i YYeTHas 3anucb Haxoautcs Biianka flapametpsl (Options), ¢ MoMOmMBIO KOTOPOi
MOXHO M3MEHHUTH HaCTPONKHU NTPOrpaMMBl.

O] ] B Bugeoponuke Nel mokasaHo, Kak CMEHHTB y4eTHY10 3anuck Microsoft
2 B OKHe npefcrasinenus Backstage.

E'.'"I

go.dialektika.com/
Excell6FDO1

BeiGepute Biagky OTkpbiTb (Open), ecid XOTHTe NPOAODKHTE paboTy ¢
KHHTOM, KoTopas HeZjaBHO Oblia 3akpbiTa. Ecin BbIOpaTh BKIanky OTKpbITb,
TO B OKHE npeJcTaBieHus Backstage mosBUTCS NaHeb CO CIMCKOM Beex (aii-
7I0B palouYMX KHHT, HEAABHO OTKphBaBIMxcH B Excel. UToObl OTKPBITE OOHY
U3 TaKUX KHUT, BRIOEPHTE ee Ha3BaHHE B 9TOM CIIUCKE.

Yto6B! 3aKpHITH OKHO NpeAcTaBieHHs Backstage u BepHYThCA K OOBIMHOMY
Buny pabouero nucra, CHOBa BbiOepute BKIaaKy Pain uim HaXKMHUTE KIIaBU-
my <Escape>.

KomOuHayum knasuw 4ns BbI30Ba NONYASPHbIX KOMaHA U3 MeHIo ®alis

Y10681 nepeiTi K NCIONb30BaHUIO koMOvHawmii knasuin Excel 2016, HyxHO npexnBa-
pUTENHHO HaXkaTh KiaBuily <Alt>. Kak ¥ ciegoBano oxuzars, MeHio dain (File) Bb3bI-
BAeTCA C MOMOIIBIO KiaBui <@>, B 3TOM MEHIO HaXOAATCA KOMaHIbl, COOTBETCTBYIOLINE
npencrasineHnio Backstage. KoMOnHaluy kiaBuml, COOTBETCTBYIOLIME 3THM KOMaHIaM,
npuBeAeHsl B Tabn. 1.1.

Ta6nuua 1.1. KomGunauum knasuw ang 6eicTporo BbI3oBa Komag U3 MeHio ®ainn

Komburayus Komanpa Ha HasHavenwe

Knasuw nenre Excel

<AIHOA>/<AIt+FI>  daiinoCeBeae-  BuidbiBaeT MHOPMALMOHHLIA 3KpaH npeacTasnenvs Backstage. Ha
Hus (File 3TOM 3KpaHe 0ToBpaxaeTCA OKOLWKO NPeasapuUTeNLHOro NPOCMOTPa
Menu=Info) KHUTM Hapsagy CO CTAaTUCTMKOM MO 3TOW KHWre, BKMIOYas CTaTyc 3a-

LUMTbI KHUTW, DE3YALTATH MPOBEPKYU Ha COBMECTVMOCTL M CBefleHus
0 Pa3HbiX BEPCUAX, CO3AAHHBIX C NOMOLL{BIO GYHKLMY aBTOBOCCTAHOB-
nexus (AutoRecover)
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IIpodoncenue maon. 1.1

Komburayns Komanpga Ha Hasnavenne
Knasm nenre Excel
<AIt+Ob>/<At+HFN>  ®ann=>Cospatb Otobpaxaer akpan CospaTth (New) npeacrasnenus Backstage, ¢
(File Menu=>New)  NOMOLLBIO KOTOPOrO MOXHO CO34aTL MYCTYO pabouyio KHury Ha oc-
HOBE OAHOTO W3 NpeAnaraeMbix wabnoHos
<AIt+PO>/<KAHFO> Pann=>OTkpblTs Otobpaxaet akpaH OTKpbiTh (Open) npeactasnenms Backstage,
(File Menu=Open)  rae MOXHO BuIGPaTL OTKPLIBAEMYIO PaBouyto KHUry, KoTopas Gyaet
PeAaKTUPOBaTLCH UNK BLIBOANTLCR HA NevaTh
<AH+OU>/<AIt+FS>  dain=>Coxpa- CoxpaHenne uameHenui B pabouei knure. Ecin ata komaHaa ebibu-
HuTb (File paeTcs BriepBbie (AnA coxpakeHus Hosow paboyent KHuru), To Excel
Menu=S8ave) orobpaxaeT skpaH CoxpaHuTb Kak (Save As) npeacrasnexws
Backstage, Ha KOTOPOM MOXHO BuIGpaTh MeCTo ANA CoXpaHeHus dhai-
na paboyeii KHurn
<AIt+OK>/<Alt+FA>  Pann=>Coxpa- Orobpaxaetr akpaH CoxpaHuTb Kak (Save As) npeacrasnexua
HUTb Kak (File Backstage, Ha KOTOPOM MOXHO BbiGpaTh MECTO AANK COXPAHEHNS
Menu=Save As) (aiina pabouert kHuri. 3atem 0T0BpaxaeTcs AManorosoe okHO
CoxpaHuTb KaK, B KOTOPOM MOXHO U3MEHUTL UMS 1 popmaT
coxpaHsemoro daina
<AIHOU>/KA+FP>  dann=leuvats Otobpaxaer akpaH Meyvats (Print) npencranenus Backstage, Ha
(File Menu=Print)  KOTOPOM MOXHO NpeaBapUTENLHO NPOCMOTPETL BHIBOAWUMBINA Ha ne-
YaTb JOKYMEHT, a TaKke M3MEHUTb HaCTPOMKU NEYaTh nepep BuiBO-
[IOM Ha NPUHTEP TeKYLLero nmcTa, pabouei KHUrM UIn BoiABNEHHOM
obnactun
<AI+OBE>/<Alt+FH>  dann=>06wmin  OtobpaxaeT skpaH O6wmi goctyn (Share) npeactasnexus
pocryn (File Backstage, ¢ nOMOLLbIO KOTOPOro MOXHO NPEANIOXH!TL NONb30BaTe-
Menu=Share) nsm o6wwi octyn K paboueis khure. Ha 5TOM SKpaHe MOXET Takke
0T0BpaxaThCs CChINKA Ha BOKYMEHT, COXPaHEHHbIN B XpaHuamiLe
OneDrive. Pabouve KHMr1 Takxe MOXHO Nepechinarh C NoMOLLbIO
COLManbHbIX CETeld, 8 CChIIKM Ha HUX — PacchifNaTh NO 3NeKTPOHHOR
noyre
<AIt+QY>/<AIHFE>  dann=>3kcnopT Orofpaxaer akpaH SkcnopT (Export) npeacrasnenus Backstage,
(File Menu=Export) ¢ romMOLLBI0 KOTOPOro MOXHO U3MEHUTL Tun Qaiina paboyel KHUru
nubo npeobpa3zoBartk ero B gokymeHT Adobe PDF unu Microsoft XPS
<Alt+QU> /<AI+FU>  Dann=>0ny6nu- Mossonser coxpanute paBouyio kHury 8 xpanmnuuie OneDrive
koBartb (File ¥ ony6nukoBaTtb ee C NOMOLLLI0 Nporpammet Power Bl (Business
Menu=Publish) Intelligence), npeacrasnstouiei coboit HapcTpoiiky, obecneuunsaro-
LiYI0 BO3MOXHOCT# CO3AaHMA NPODECCHOHANBHLIX OTYETOB U NaHe-
neit ynpasnexns AaHHbEIMKU
<AIt+D3>/<AtHFC>  Dain=3akpbiTb 3akpbiBaeT Tekylylo pabouyio KHury 6e3 Boixoaa w3 Excel
(File Menu=Close)
<A+OE>/<AIt+FD> DainYyetHas OtoBpaxaer sxpaH YueTHas 3anuch (Account) npegcrasne-
3anucs (File Hus Backstage, ¢ nOMOLLbIO KOTOPOro MOXHO M3MEHATL CBElEHNA
Menu=Account) 0 Nonk30BaTene, BuiGypaTb HOBLI (OH 1 TEMY ANs BCEX NPOrpaMm
Office 2016, nposepaTs v Ao6aBAATL NOAKNICYEHHBIE CYXOLI, Takne
Kkak Teuttep, Facebook u LinkedIn, a Takke nonyyatb CratTucTiye-
CKue ceefierus 0 Texylueit sepcum Office 2016
28 YacTsb I. 3HakomcTBo ¢ Excel 2016



Oxonuanue maébn. 1.1

Kombunaums

Knasnw

KomaHxpa Ha Hasnayexue
nenre Excel

<At+OM>/<AIt+FT> daitn=lapa-  OrtoGpaxaer guanorosoe okHo MapameTpbl Excel (Excel Op-

MeTpsi (File tions) B 06bl4HOM npepcTaBneHun pabouyero amcra. C NOMOLLBIO
~ Menu=QOptions) 3TOro OKHa MOXHO M3MEHSTL HacTpoiku Excel, 3anaHHbLIe No ymonya-
HYI0, UBMEHSITb KHONKY Ha naHenn 6LICTPoro JOCTYNa 1 HaCTPanBaTh

neHry Excel :

K coxanenuio, najnexo He Bce KOMOMHAIMK KJIaBUII CTONb UHTYUTHUBHO IOHATHBL H
OPOCTHI AJIA 3allOMHHaHMA, kak <Alt+d>/<Alt+F>. Hanpumep, koMOMHALUA KIaBHIL
<Alt+dVY> Boi3biBaeT KOMaHAy JKCnopT. Kak Bugute, B ciaoBe “dxkcrnoptr” OykBbl d U y
OTCYTCTBYIOT.

CTpyKTypa fIeHTbl
Ha nenre (puc. 1.4) HaxomATCA KHONKY Yalile BCETO HCTONb3yeMbIx komaH Excel.

[nagras  Berassa

Ceprenn Arexcarag,

%

]

wey.

<A
. 8y
. Cepmpost Harnw
T wgaeip T smasmne -
PeasETHLORINKS A

OTKpbLITb AUANOrOBOE OKHO CBepHyTb neHTy

Bknapku KomaHnaHas kHonka

Puc. 1.4. Ha nexte Excel HaxoBsTcs BKNAAKM € KHONMKaMy, O6bEANHEHHLIMU B Pa3IN4HbIE TPYMbl

JleHTa BIIOYaeT CJICAYIOLINEC KOMIIOHCHTHL.

v Brnagku COAEpXaT MHOXKECTBO KHOMOK, NPCAHASHAYCHHBIX IJIA BbINOI-

HEeHMs onpeJieNleHHbIX 3aJa4 (HarmpuMep, BCTaBKH 00beKToB Uil (opMa-
TUPOBAHUA JOKYMEHTA).

l"pylmu BKJIFOYAKOT CBAI3aHHBIC KHOIKH, MPEAHa3HAYCHHBIC AJIA BbIIOJ-
HEHUs1 IOJ3a7a4H, ABJAIOLIEHCA YacThI0 OCHOBHOM 3a7aui BKJIAAKU.

KomangHbie KHONIKH HAaXOJATCA B KKJOH rpynie U NpeHa3sHa9eHbI I
BBIOJIHEHU KOHKPETHBIX JefCTBUI MM OTKPBHITUS KOJUIEKLHi 3HAYKOB.
Knornku, HaxozsIyecss B HEKOTOPBIX BKJIafKax, 00pa3yroT MUHH-TIaHeIN
MHCTPYMEHTOB CO CBS3aHHBIMU [1ApaMETPaMH.

Mapkep OTKPBITHS AHAJONOBOI0 OKHAa OTOOpakaeTcs B MPaBOM HIK-
HEM Y[y HEKOTOPBIX TPy U MO3BOJSET OTKPBITH AUATOTOBOE OKHO, CO-
JiepaKalliee JOTOJIHUTEIIbHBIE NTapaMeTpBL.
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Yrobb! pacimpuTh 0651acTh pabouero IucTa, CBEPHUTE JIEHTY TaKUM 00pazoM,
910o0BI Ha Helf 0TOGpaXKaiCh TONBKO BKIAAKH. s CBepTHIBAHHS JIEHTHI LIEN-
KHUTE Ha KHOmKe CBepHYTb NenTy (Minimize the Ribbon), Haxonsmeiicsa B
NpaBoi 4acCTH OKHA Haj BepTHKaNbHONM monocoil npokpyTku. Ytobsl BEMON-
HUTB 3TY ONEPaLiiO, MOXHO TAKKe ABAX/bI IHEJIKHYTEH Ha JII000H 13 BKIAJOK
JeHTHI (1100 ABAKIBI KOCHYTHCSA CEHCOPHOIO 3KPAaHa) HIIH JKE HaXKaTh KJIaBH-
u <Ctrl+F1>. Yro6bl OBTOPHO 0TOOpa3UTh JIEHTY BMECTE C KOMaHHBIMU
KHOTKaMH, HAXOUILIUMHUCS HA €€ BKJIaJKaX, JBKAbI IETKHATE Ha 1o00it U3
BKJIQJIOK (JIHOO JBKABI KOCHHTECH €€) WIIH K€ TOBTOPHO HAXMHTE KJIaBH-
i <Ctrl+F1>. JIjia oto0pakeHHs JIEHTH MOKHO TaKKe MIEKHYTh Ha KHOTIKE
3akpenuTtb neHty (Pin the Ribbon), 06o3HaueHHy10 3HauKoM B BUae OynaB-
KH. DTa KHOIKa MOARJIIETCS BMECTO KHOIMKH CBEpHYTb NEeHTY u oTobpaxka-
eTcs B CIy4ae BPEMEHHOM akTHBH3aLUH BKJIANKH A BBIOOpA COOTBETCTBYIO-
X KOMaHAHBIX KHOIOK.

Pa6oras B Excel co cBepHyTO# JIEHTOH], MOXKHO LIEIKHYTh Ha HY)KHOH BKJIa-
Ke, YTOOBI pasBepHYTh CBA3AHHBIEC C Hel koMaHAbl. OJHAKO JICHTa aBTOMATH-
4ecKH CBEPHETCS Cpa3y e nociie Bbibopa 060l 13 KoMaHI UM BbIACIECHUA
9JIEMEHTA JIUCTa, TOCE Yero CHOBa OyoyT OTOOpakarbCs TOMBKO BKIIAJKH.
MoxHo Takke BBIGpaTh OAHY U3 HacTpoek, [lokasbiBaTe BKMaAku (Show
Tabs) unu MokasbiBaTb BKNaAkY U koMaHasl (Show Tabs and Commands),
B pacKpbIBalOIleMCS MeHI0 KHONKH [lapameTpbl OTOOGpaXeHus NeHTol
(Ribbon Display Options), uto6b1 oTo0pakars TONbKO BKIAAKH Jin6o pas-
BEpPHYTH JIEHTY.

B Bugeoponyke Ne2 npoieMOHCTPHPOBAaH NEPEHOC HACTPOEK JICHTH! Iy-
TeM umnopra ¢aiina HacTpoex.

go.dialektika.com/
Excel16FD02

Bxnagku nexrsi

IMocne nepsoro 3amycka Excel 2016 neHTa cofiepyxuT cleAyroline BKJIaAKH (B MOpsAKe

CJICBa HAIpaso).

. v/ naBHan (Home). Ha 3Toii BKNajxe AOCTYNHBI KOMaH/AHBIE KHOMKH,
HCToNb3yeMble PH CO3aHUH, (GOPMAaTHPOBAHNH W PefaKTHPOBAHUM pa-
604nx ymcToB. KOMaHIHbIE KHONIKM HAXOAATCA B CIEAYIOMMUX IpyMmax:
bydep obmeHa (Clipboard), LpudT (Font), BeipaBHusaHue (Align-
ment), Yucno (Number), Ctunu (Styles), Aveitku (Cells) u Pegaktu-
posaHue (Editing).

v BetaBka (Insert). Ha 37Toif BKiajke AOCTYIHBI KOMaHAHBIE KHOIKH,
HCIoJb3yeMble IpH A00aBICHUU Ha pabounii TUCT pa3aNYHbIX IEMEH-

TOB (B YaCTHOCTH, N306paxxeHuil, CBOAHBIX TaONHULI, AHAarpamM, runep-
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CCBUIOK M KOJIOHTUTYJNOB). KHOIKM OTHOCATCA K CHEAYIOLIAM IDyIIaM:
. Tabnuubl (Tables), UnniocTpaumn (Illustrations), HaacTpoiku (Apps),
¢ [vnarpammbl (Charts), O630pbl (Reports), Cnapknaiib (Sparklines),
. ®unbtpsl (Filter), Cebinku (Links), TekeT (Text) u Cumsons! (Symbols).

AR S

v PasmeTka cTpaHuubl (Page Layout). Ha s7oif BK1anke A0CTymHbI KO-
MaH]Hble KHOMKH, UCIIONIb3yeMble NPH NOATOTOBKE Palovero JMCTa K me-
YaTH W yTOPSAOYCHUH HAXONALIUXCS Ha HeM m3o0paxeHnH. Knonku co-
Iepxarca B cileylomux rpymnax: Tembl (Themes), MapameTtpbl cTpa-
Huupbl (Page Setup), Bnucatb (Scale to Fit), MapameTpul nucta (Sheet
Options) u YnopsgoyeHue (Arrange).

i ¥ ®opwmynbl (Formulas). Ota BxjIagka BKIOYAET KOMaH/HbIe KHOIKH,
¢  WCToJb3yeMble Np Jo0aieHny Ha pabounii nauct dopmyn u dyHKimii,
§  a TalKe NpH npoBepke paGouero JwcTa Ha Hamuude owmGok B GopMmy-
nax. KomaHiHble KHOIKH 3TOH BKJIAAKM HAXOAATCA B CIEAYIOLIMX TPyIn-
nax: Bubnuoteka dyHkuuit (Function Library), OnpegeneHHbie
umena (Defined Names), 3aBucumoctn copmyn (Formula Auditing)
u Beiuucnenue (Calculation). Ilpumeuanue: Ha 3TOH BKIaAKe MOABATCA
rpynna PewweHus (Solutions), ecim B Excel axTuBu3upoBaHa kakas-i160
HancTpoiika, Hanpumep Analysis ToolPak niu Euro Currency Tools. bo-
nee moapoGHo Haactpoiiku Excel GymyT paccMoTpeHsl B miase 12.

v DaHHble (Data). OTa BKJIafKa COAEPKUT KOMAHHbIE KHOIKH, HCIIONb3Y-
eMble [IPY MMIOPTE AAHHBIX, CO3AaHNU 3anpoCcoB, GUIBTPALIMH, a TaKkKe
CYMMHPOBaHUH JaHHbIX, TOMEIIEHHbIX Ha pabodui TuCT. Bee koMaHHEbIe
KHOIIKM Haxo[siTcA B creAyoiux rpynnax: Ckavyare n npeobpasoeatb
(Get External Data), Moakniouenus (Manage Connections), CopTupoBka
n dunetp (Sort & Filter), Pabora ¢ aaHHbiMu (Data Tools), MporHos

_ (Forecast) u Ctpyktypa (Outline). Ilpumeuanue: B ciiydae aKTHBH3a-

¢ num maactpoek MakeT aHanuaa (Analysis ToolPak) u Mouck pelueHuit

(Solver) na 3Toit BKIajKe Takke MosBHTCA rpynna AHanus (Analysis).

Y1066l NONTYyYHTh GoJiee MOAPOGHBIE CBEASHHS O HAICTpO#iKax, obparu-

i  Techk miase 12.

LR

. ¥ PeuensupoBanue (Review). Ha 510if BKiIajike DOCTYIHBI KOMaHAHBIE
¢ KHOTIKH, HCNOJIb3yEeMBIE TP NIPOBEPKE NPABOIMCAHKS, a TaKKe Jid 3a-
IUTH paboyero JUCTa OT BHECEHHMs NMpPaBOK M NMpPUMEYaHHH IPYyraMH
nojb3oBareNaMi. Bce KHONKM HaXOAATCs B CCAYIOMUX rpynmax: Mpa-
sonucanune (Proofing), MoapobHbie ceegenusn (Details), A3bik (Lan-
guage), Mpumedanus (Comments) u Msmernenuns (Changes). ITpumeua-
nue. ecm Office 2016 3anyckaeTcs Ha IUIAHIIETE WK HA OOBIYHOM KOM-
MBIOTEpE, K KOTOPOMY TOAKIIOYeH 1(POBOH IIIAHIET, TO Ha ITOH BKJIaA-
Ke TaloKe NMosiBHTCS rpymnmna Ink ¢ exuHcTBeHHOH kHomko# Start Inking.

i
S
2
F

v Bup (View). D1a BKIagKa CONEPKUT KOMAHIHbIE KHOMKH, MCIOb3ye-
MBbIE NIPH U3MEHEHUH TpecTaBlIeHns B obnacti padodero jaucta. KHonmku

QIRBE R
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HaxomiTcs B ClENYIOIMX rpynnax: Pexumesl npocmoTpa kHuru (Work-
book Views), MokasaTe (Show), Macwrab (Zoom), OkHo (Window) u
Makpocbl (Macros).

B nononneHue k ceMH BhILIENEPEYMCIIEHHBIM BKIIaKaM Ha jente Excel mo-
JKET MOSABIATECA BOCbMas NOMNOJHHUTENbHAs BKIagka: Paspabotumnk (Deve-
loper). Ona GyzeT none3Ho# B TOM cliydyae, €Clii BaM TPUXOAUTCS PeryIsp-
HO pabotath ¢ MakpocamMH U XML-¢aiinamu. J[ononHUTENbHbIE CBEACHHS
o Bkiaake PaspaboTtuuk mpuBenensl B miaBe 12. Eciv ycTaHOBNCHBI Haj-
ctpoiiku INQUIRE u PowerPivot, To B npaBoii yacTu JieHTbI NOABATCA BKJIA-
ku INQUIRE u PowerPivot.

Hapsny ¢ mocTosHHO OTOOpaXkaeMbIMH CTaHAAPTHHIMU BKJAJKaMH Ha JIEHTe MOTYT
NOABNATHCS AONONHMTENbHBIE BKIaAku. [Tocne BeiOGOpa onpeneneHHOro o0bekTa (Harpu-
Mep, rpadugeckoro H306pakeH s, AMarpaMMbl HITH CBOHOM TaO/HIIG) Ha JIEHTE IMOABATCS
HWHCTPYMEHTbI, COOTBETCTBYIOLINE KOHTEKCTY 3TOro o0sekTa. Cpasy e mocie BhiAe/IeH s
Takoro oObeKTa MpaBee U BbIIlE CTAHAAPTHBIX BKJIAAOK MOSBATCA KOHTEKCTHBIE BKJIAIKH,
COZieprKallie COOTBETCTBYIOIINE HHCTPYMEHTEL.

B kayectBe mpumepa Ha puc. 1.5 mokasaH paboumii MUCT MOCIe BBIAENCHHA HA HEM
BHeZpeHHO# auarpammel. Ha nenre mosBuiics Habop KOHTEKCTHBIX BKanok PaboTa ¢
Avarpammamu (Chart Tools), Bkirodaromuii ABe KOHTEKCTHBIE BKIaAKH: KOHCTPyKTOp
(Design), xotopas BeiOpaHa no ymonuanuto, 1 Popmar (Format). Komangueie KHONIKH
Bianku KoHCTpyKkTOp HaxonsaTcs B rpynmax Maketsi guarpamm (Chart Layouts), CTunu
Avarpamm (Chart Styles), lanHble (Data), Tun (Type) u Pacnonoxenue (Location).

Habop KOHTEKCTHbIX BKNagok “Pabota ¢ auarpaMmami”

e & a3 ot ncragepn - mpogaen 3a 206 anarpastss? - Excel lmu'(‘p;fwmn[} ®m . = X
h Cuamen | Bouwsa  Punenacrpwnis  Gopiyne  fumoe  Peuscromawwe  Bua | Kewcpymop - Gegws . 9

6i0ep ofutens & | Woepr Eupatwsase . Yo
Buarpam.,. v 7
- A v vams e

MR Bespase nMMT

Puc. 1.5. lMocne Bbibopa onpeaeneHHbix 06bEKTOB Ha NIEHTE NOSBUTCA HaBOP KOHTEKCTHBIX BKNAJOK,
BKMOYaIOLMii COBCTBEHHBIE KOHTEKCTHBIE BKAAAKM, IPYNMbI Y KOMAHLHBIE KHOMKM
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Tocne oTMens! BBiIeneHns 00bekTa (IIPU IIEJTYKE 3a ero npezenamu) Habop
KOHTEKCTHBIX BKIIAAOK U1 3TOTO 00beKkTa HEMEIJIEHHO HCUYe3aeT, U OCTaroT-
cs JMlIb CTaHAAPTHBIE BKIanku [NaBHas, Bcraeka, PasMeTka cTpaHuubl,
dopmynbl, aHHble, PeueHsnposaHue u Bug.

Bbib0Op KOMaHA C NOMOLLBIO MbILUM ¥ KNaBNaTypPbl

TMockoneky Excel 2016 MOXET BHINOJHATECA HA YCTPOHCTBAX Pa3nNYHbIX THIOB, CIIO-
co0BI BbIOOpa KOMaHJ 3aBUCAT HE TONBKO OT KOHKPETHOTO YCTPOMCTBA, HO U OT €ro HHTEP-
deiica.

Hanpumep, nporpamma MoxkeT ObITh ycTaHOBNEHa Ha miaHurere Microsoft Surface 3,
KOTOpBIH MOAKIIOYEH K JOK-CTaHLMH, 000py/I0BaHHON CTaHZApTHOH KOMIILIOTEPHOH Kia-
BHatypoii. K nogo6HoMy IUTaHILIETy MOXET TaloKe MOAKIIoYaThes GecrpoBOAHAs MbILIb.
ITpu 31oM BBIGOp KOMaHz, HAa JIEHTE OCYLIECTBIACTCA TAK, kak OyATo nporpamma ycra-
HOBJIEHa Ha HACTOJIbHOM KoMmbioTepe Windows, k KOTOpOMY HOIKIIOYEHA CTaHAApTHAast
KOMIIBIOTEpHasl KJIaBHaTypa WIH Mbilllb, 160 Ha HOYTOyKe CO BCTPOSHHOH KJIaBHATypoOi
H TPeKMazioM.

Ecunu je nporpaMMa ycraHoBleHa Ha wianwmere Microsoft Surface 3, xotopslit He noz-
KIIOYEH K JOK-CTaHIHH, TO KOMaHJbl Ha JIEHTE MOXKHO BHIOMPATh TOABKO IyTEM KacaHus
CEHCOPHOTO 3KPaHa NaJbIEeM WIN CTHIYCOM.

TMpu Hanuuuy cTaHHApTHOH KiIAaBMAaTypsl M MbILY HauGonee npocrtoi cnocob BHI3O-
BA KOMaHJ| JICHTBl — BBIOparh BKJIAJKY, BIJIIOUAIOLIYIO HYXXHYIO KOMaHJy, a 3aTeM IIen-
KHYTb Ha KOMaHJHO# KHOIIKe, HaxosIIeHcs B cOOTBeTCTBYowei rpynne. Hanpumep, Ay
BCTaBKH PUCYHKa U3 MIHTepHETa B 2ieKTpOHHY10 TabivIly WENKHUTE Ha Bialke BeTaska
(Insert), a 3arem B rpynne Unmoctpauuu (Illustrations) menkuuTe Ha KHonke Mi3obpa-
xeHus us NHTepHeta (Online Pictures). Ha sxpaHe nosButcs auanoroBoe okHo Beraska
kapTuHok (Insert Pictures), B koTopoM crieryet BbIGpars TpeGyeMoe H300parkeHue.

Ecnu BBl X0powo BnazieeTe KJIaBHaTypoii, TO POLIE BCEr0 BHIOMPaTh KOMAaH/BI JICHTHI
€ NOMOLIBIO kKoMOKHauui kiaBn. HaxMure knasuily <Alt> n, ynepxupas ee, HOKMHATE
wiasuuly ¢ 6ykBoii, oroGpaxkaemoif Ha BeiGpanHoOii Bamu Biiazke. [Tocne 3Toro nporpam-
Ma 0ToOpasHT BCe “ropsyue” KIABHLIM, COOTBETCTBYIOIME KOMaHHBIM KHOMKaM ¥ Map-
KepaM OTKPHITHs AHUAJIOTOBBIX OKOH JUiSl JaHHO# BKIanku. UToObl BHIOpATh COOTBETCTRY-
IONIYI0 KOMaHJHYIO KHOIKY HJIM MapKep BbI30Ba JUATOTOBOTNO OKHA, HAXMUTE KIIaBHUILY
COOTBETCTBYIOLIEH OyKBEI

Ecnn BaM u3BecTHBI KOMOMHALMH KJIABHLI, IpHMeHseMble B Bepcusax Excel, xotopsie
npenuectsytoT Excel 2007, To MoxeTe cMeno uMu BOCToNb30BaThCs. Hanpumep, BMecTo
CIOXKHOH KoMOHHalUMH KkiaBull <Alt+JC> (<AIt+HCC>) ais konupoBaHus BbiAeIE€HHOM
siueiiku B Oydep oomena Windows u xomGuHauuu knasuin <Alt+SIM> (AI+HVP>) wis
BCTaBKM CKOIMPOBAHHOIO COIEPIKHMOI0 MOXXHO BOCIIOJIBL30BATLCSA BCEM H3BECTHBIMH KOM-
6unaumsmu kiaBuw <Ctrl+C> n <Ctrl+V>,

Bbi6op koMaHA kacaHnem

Yro6bl NOAYyIUTH BOSMOXKHOCTh BBIOWpATE KOMaHIbI HA JICHTE KacaHueM, nepeinure B
PeXHM CEHCOpHOTO ympasjenus Excel 2016. B 3ToM pexume BOKpyT KOMaHIHBIX KHOIIOK,
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HaXOAAIIMXCA Ha BKJIAJIKaX JIEHTBI, MOSBIAIOTCS JONOIHUTENBHBIE MycThie 06nacTu. B pe-
3ynprare obneryaercs “ronafaHue’” Ha HyXKHbIE KHONKY nanbueM (bo ctunycom). JlaH-
Has BO3MOXHOCTh OCOOEHHO I0JIe3Ha NpH BEIOOpE KOMaHAHBIX KHOMOK B rpynne WpudTt
(Font), naxonsieiica Ha Briaake [MasHasa (Home). C ux noMouspio AoOaBisOTCA pas-
JIMYHBIE aTpOYThI K TEKCTY SUeek, Takue Kak Moy KUPHBIi, KypCUB U OTYEPKHYTHINA. OTH
KHOIKH B OOBIYHOM peXMME HaxOAATCA HACTOJIBKO OJNM3KO OJHA K APYroi, 4To MpakTaye-
CKH HEBO3MOXXHO BBIOPATh HY)KHYIO KHONKY KacaHHUeM.

Yt1o0bl MEPEHTH B PEXUM CEHCOPHOIO YNpaBjieHUs, KOCHUTeCh kHomku CeHcopHoe
ynpasnerue nnu pexum moiv (Touch/Mouse Mode), kotopasi HaxonuTcs B MpaBoii ya-
CTH maHeu OBICTPOro JocTyna Mexay kHonkamu BepHyTb (Redo) n HacTpoutb naHens
BbicTporo goctyna (Customize Quick Access Toolbar). Ha sxpaHe nosBuTCs packpsiBaro-
Higecss MEHIO, BKJIIOUarolilee JBa nmapamerpa: Meits (Mouse) u CeHcopHoe ynpasnexune
(Touch). BuiGepute nocinenuuit mapameTp, 4To65! NIEPEBECTH MIAHIIET UK HOYTOYK € CEH-
COPHEIM 5KPaHOM B PEXMM CEHCOPHOTO yTIpaBIICHMI.

Y70 03HAYAIOT TEPMUHBLI “niepeTackMBaHNe”, “ILienoK” U “Kacatue”

[pexae 4eM HauwHaTb paboTath C NPOTPAMMON -
Excel, CreayeT 03HaKOMUTLCA C COFNALIBHNAMM 110
NIEPETACKMBaHMIO, KACAHMIO W LUENYKaM MBILILIO,

 MIPUHATLIMY B 1aHHOM Kumre. Wrak, ecnu B KHUTe:

- FOBOPMTCS O TOM, YTO HYXHO LUSSIKHYTb Ha KaKoM-
rmﬁo ©06bexTe (KOMAHIHOM KHOMKe, Avelike 6o

'Ha YOM-TO [IYTrOM), TO 870 03HAYAET, 4TO HYKHO
u;enxuyrb OCHOBHO# KHONKOM (M3NYECKON MBILLK'
* (nesas KHOMKa, ecim He Bbina Bbibpata Apyrass
ymauoaxa) 2M60 KOCHYTLCR nansiem uau cTuny-

coM nyuou .06nacTM’ CeHCOPHOro 3KpaHa Ecnn
YNOMMHABTCS O TOM, 4TO HYXHO ABaXbl. LUEKHYTH
- Ha KakoM-nuG0o 3nieMeHTe, TO 3TO 03HaYaeT ABax-
Ol 6uc1po HaXaTb ¥ OTAYCTUTb OCHOBHYIO KHOMKY
,¢u3mecxom MbILUWA WM ABXABI KOCHYTLCSA, 006b-

8KTa Nasbiem U cmnycom (Ha CeHCODHOM xpa-
yKaaaua, 410 nyuo uzanknyrb npaBoii.
, TO STO 03HAYAEeT, YT0 HYXHO 6bi-

TRYCTUTL BTOPYIO KHOMKY du3u-

(0BBINHO 9TO NpaBan- KHONKa, ecAn

- WAV CTUAYC NOBEpX BhifensteMbIX fieek.

'HA3HaYeHE KHOMOK MBILL HE vaMeHsnocs). Ecrn
. Xe Bbf 10NE3YeTECh CEHCOPHBLIM IKPAHOM, TO VIS
_,mmatmwmemxa‘npaaoﬁ Kﬂonxov'l Mbiluyt cre-

~ Ecnw TOBOPUTCA O TOM, 4TO HYXHO nepe'racmaa-

HUeM BbIBEMTE HABOP HYeeK, TO NPK Hannyun Gu-

 3UYECKOM Mbit HeoBX0AMMO WEAKHYTL Ha SuelKe
“:*W, YAEPXUBASA HAXaTOoM OCHOBHYIO KHOMKY Mbltit,
“NIEPEMECTUTb YKa3aTeib MblLLW Haj, BbIAEIeMbIMM

sueiKamm, KaK TOMbKO HyXHbIe Aueviki GyayT. Bbi-
AeneHl, omycmre kronky. 1 MCTIONL30BaHMY

_CEHCOPHOTO. sxpaua CrIeAYeT KOCHYTbCA f4enku, a
KOrAa nosiBATC Mapkep!
. owﬁpaxatoumeca B NIGBOM |

eneHus (prxoqm,
M /AW B NPaBoM
HUXHEM YIIiY sweﬁm),

HecmoTtps Ha TO 4To kHOMka CeHCopHOe ynpasneHne Unu pexvum mbilm
(Touch/Mouse Mode) aBromaruuecky 10OaBIsieTCA HA NaHelb OBICTPOro J0-
CTyMa JMIb NpH 3amycke nporpammbl Excel 2016 Ha nuiadineTe MM KOM-
TILIOTEPE ¢ CEHCOPHBIM 3KPAHOM, 3TO BOBCE HE O3HAYACT, UTO Bbl HE CMOXKETE
BOCIIOJIb30BaThCA €10 Ha KOMIbIoTepe ¢ 0ObIYHBIM 9KpaHoM. [Tpocto nobasb-
Te yKa3aHHYIO KHONKY Ha MaHenab OBICTPOro JOCTyNa M MCTONL3yHTE ee Ams
nepeKroueH:s MeXIy pexXHMOM CEHCOPHOTO YIpaBJeHNs (C YBeIHYSHHBIM
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paccTOsHHEM MeXJy KOMaHIHbIMM KHONKAMM JIEHTHI) M PEKHMOM MBbILIA.
IToxpobHO onepanuy f06aBIeHHsS KHONOK Ha MaHelb ObICTporo qocryna 6y-
JyT OTIMCaHbI B CIEAYIOLIEM pa3fene.

HacTpoitka nanenu 6bicTpOro gocryna

ITocne nepeoro 3anyci<a Excel 2016 nmanens GuICTPOro ZoCTynma COXEPHUT BCETO He-
CKONbKO KHOTIOK.

;i v' CoxpaHutb (Save). [IpenHasHaueHa i COXpaHeHUA BCeX W3MEHEHHMIA,
BHECEHHbIX B TEKyILIyIO pabo4dyio KHHIY, B TOM xe (aiine, popmare u Me-
CTOMOJIOKEHHH.

SR
<

OtrmeHuTb (Undo). OTMeHa nocieHei BLINOIHEHHOH Onlepalyy pesiak-
TUPOBaHUA, POPMATHPOBAHNS WM U3MEHEHUA CTPYKTYPBI JOKYMEHTA.

A T

- v BepHyTb (Redo). [ToBropHOE nipuMeHeHUe onepaluii, kotopble GbUIH OT-
MEHEHBI C IOMOLIBI0 KOMaH bl OTMEHBI.

v' CeHcopHoe ynpaBneHue unu pexum mbiin (Touch/Mouse Mode).
ABTOMAaTHYECKH MOABIAETCA HA MaHeNH ObICTPOro AOCTyNa JHIUb Ha
KOMITbIOTEPAX U IVIAHIIETAX C CEHCOPHBIM KPaHOM W MPHMEHSETCA M
YBEJIMYEHHS IIPOMEXKYTKOB MKy KOMAHAHBIMH KHONKaMH JIEHTHI. B pe-
3ynbTare ofnerdaercs BLIOOp KOMaH/ KaCaHHWEM Nanblia Wik CTIIyCa.

[Manens OBICTPOro AOCTYyIIA JIETKO HACTPOUTH, K TOMY ke Excel nossonser no6aBuTh Ha
Hee Jiro0y10 KHOIKY JieHTbl. Boiee Toro, Bel He OrpaMYeHbl TONBKO KOMaHAaMH IEHThI —
Ha 3Ty MaHeJb MOXHO J106aBHTh MPOM3BONBHYIO KoMaHay Excel, naxe ecnu oHa He HanUia
CBOEro MeCTa HH Ha OJIHOM BKJIaIKe.

IMo yMonyanuro naHenp GbICTPOro Joctyma ortoOpakaercs Haj BKJIaJKaMy
JIEHTHI CIIPaBa OT KHONKH mporpamMmbl Excel (mpumensiercs s M3MEHEHUs
pasMepa okHa pabouedi kHMry JMOO AnA BbIXOAA M3 Aporpammsl). YrtoOst
oro0pa3uTh ee MEKAY JIEHTOH W CTPokoil (opMyr, liejKHUTE Ha KHOMKE
HacTpoitka naHenu 6eicTporo goctyna (Customize Quick Access Toolbar).
Ota KHoNKa 0603Ha4YeHa 3HaYKOM B BHJIE TOPH3OHTAJILHO YEPThI ¥ TPEYTOJib-
HMKA, HalpaBIieHHOTO BHH3, U HAXOAMTCA B IIPaBOM KOHIIE NaHe M. B oTkphiB-
mieMcsl MeHIO Bbioepute myHKT PasmecTutb noj nexToin (Show Below the
Ribbon). [Tono6Has xommnoHoBKa OyeT BecbMa IOJIE3HO#, €CITH HY)KHO IToMe-
CTUTb Ha IIaHeJb OBICTPOro KocTyna 0oNbIIOe KOMMYECTBO KHOMOK. Ecin ke
HaHeJb PaciooXKeHa Hall JIEHTOH] (110 yMOTYaHHIO), TO 0Ha MOKET HPOCTO 3a-
KpbITh co00ii Ha3BaHue TeKyieit paboueif KHUIK, 0TOOpaKaeMoe B 3ar0JIOBKE
OKHA [IPOrpaMMBl.

JAo6aBneHne KomaHz B MeHI0 naHenu 6bicTporo gocryna

Tlocne mengka Ha kHomke HacTpoika naHenn ObiCTPOro AOCTYNa OTKpBIBaeTCA
MEHIO, cofiepkaliiee IpUBEACHHbIE HIKE KOMAHABL.

InaBa 1. OcHoBbi pabortsi ¢ Excel 2016 35



Cospartb (New). Co3aanue HOBO# paGoueit KHHFH.

v
v OTKpbITb (Open). OToGpaXkaeT ANATOTOBOE OKHO, IPUMEHAEMOE IS OT-
¥ KpPBITHSA CYIIECTBYIOLIeH paboyeil KHHUTH.

. v CoxpaHuTb (Save). CoxpaHeHUe N3MEHEHNMI B TeKyLuei paboueii KHure.
v OTnpaBuTbL NO 3neKTPoHHOM noute (E-mail). OTnpaBka cooOIweHus.

i v BbicTpas nevath (Quick Print). Ortnpaska Tekyiero pabouero JmcTa
Ha TIPUHTEP, YCTAHOBNCHHBIN N0 YMOTYAHUIO.

v MpocmoTp u neyarb (Print Preview). OtkpbITHe TeKyero pabodero
{  JIMCTa B OKHE MPEABAPUTENLHOTO IPOCMOTpa.

v Opdorpacuna (Spelling). Boisipienne opdorpapuyeckux ownbok Ha
TeKyIeM pabouem JIucTe.

<

OtmeHutb (Undo). Otmena nocnenHel onepalyy peJakTUPOBaHus pa-
6oyero sucTa.

BepHyTb (Redo). [ToBropsier nocnenHo0 OTMEHEHHYIO ONEpPALMIO pe-
JaKTHPOBaHHUA.

. v' CopTupoBka no BospacTtaHuio (Sort Ascending). CopTupoBka Teky-
:  mero BbICNCHHA CTPOKM MH cToNbLa oT A 10 S (mo andasury), ot
HaMMEHBIIEr0 A0 HaHOONBIIEro yKcia Wik OT caMoil cTtapoil 1o camoii
HOBOH JAaThI.

i v CopTuposka no y6uiBanmio (Sort Descending). Copruposka Texyiue-
£ TO BbieNeHHs CTPOKHM MM cronbua ot S o A (10 andasury), OT HaM-
' Gonbiiero 10 HaMMEHBIIETO YUCIIA WK OT camo#l HOBO#H 10 camoii cTapoi
JaThl.

5 v CeHcopHOoe ynpaBrnieHune wnu pexum mbiun (Touch /Mouse
Mode). DTOT NMyHKT MEHIO IO3BOJAET MEPEiTH B PEXUM CEHCOPHOIo
ynpaBieHus WIH BbiiiTu u3 Hero. Eciu maHHBI peXkuM BeiGpaH, TO BO-
KPYT KOMaHAHBIX KHOMOK, HaXOAALUXCS Ha BKJIAJKaX JIEHTbI, IOABIAETCS
JOTONHUTENbHAS MycTas ob6nacTeb. braroaaps stoMy obneryaercd BHIGOp
KOMaH/] Ha CEHCOPHOM JKpaHe KacaHHeM Maibiia Wi CTHIIyca.

<

A, BT

i
%
&

IToce mepBOro OTKPBITHSA MEHIO HACTPOIKH NaHeJIH 6bIcTporo A0CTyNna B HEM BhIAENe-
HbI yHKTBI COXpaHuTb, OTMeHUTb, BepHyTb 4, Bosmoxno, CeHCopHoe ynpasrneHue
Wy pexum MbilLW (OTMeUeHbI TaI09Koi) — COOTBETCTBYIOLIME MM KHONKH OTOOpaxkaroT-
cs Ha naHem GwicTporo pocryna. Yrobbl 106aBATh Ha maHeNs MoOYI0 APYTYIO KOMAHIY U3
3TOTr0 MEHIO, IIEJIKHATE Ha COOTBETCTBYIOIIEM IyHKTe, U AaHHas KHomnka Gymer fobaprieHa
B MpaBblii KOHEN MaHeNy (@ OKOJIO COOTBETCTBYIOLIETO MyHKTA MEHIO MOSBUTCS 'ajllouka).

Jlas ynaneHus KHOINKY ¢ naHeau ObICTpOro JOCTyIla BHINOJIHUTE TOYHO TaKylo ke Io-
CJIe0BaTeNbHOCTD AekcTBuit. [Ipu 3ToM GyneT cHATAa OTMETKA BO3Jjie MYHKTa MEHIO, a
KHornka OyZieT yaaneHa ¢ naHesu.
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JobaBneHune KHOMOK C NEHTHI

Yto0B! 106aBUTH JTFOOYI0 KOMaHIY ¢ JIHTHI Ha MaHeNb OBICTPOro JOCTYINa, LIEIKHUTE Ha
Hell npaBoit KHOMKO# MbiIH (60 KOCHUTECH MAJIBLIEM WM CTUILyCOM CEHCOPHOTIO 3KpaHa,
yIepXKUBasd ero HeKOTOpoe BpeMs), a 3aTeM BbIOepHTe B KOHTEKCTHOM MeHIo IyHKT [lo6a-
BUTb Ha naHene GbicTporo aoctyna (Add to Quick Access Toolbar). Ota xHonka Gyner
JIo0OaBlieHa ocieHell Ha naHelb, mepe]] KHOMKOI HacTpoHKH naHesu ObICTPOro JOCTyIa.

Ecnu ke HY)KHO NEPEeMECTHTh KaKyl0-IM0O KOMaHIHYIO KHOIKY B IpYyrylo o6iacTth
HaHenu GBICTPOro AOCTyIia WIH CTPYNIHPOBAaTh €€ ¢ APYTMMH KHOIKaMH, TO ILEIKHUTE
Ha kHomke HacTpoiika naHenu 6bicTporo AocTyna u BeIOEpUTE B MOSBHUBILEMCS MEHIO
nyHKT [pyrvue komarabl (More Commands).

IMocne aToro otkpoetcs muaiorosoe okuo Mapametpbl Excel (Excel Options) ¢ Bbi-
OpanHolf Biiazxko#t MaHenb GbicTporo aoctyna (Quick Access), kak IOKa3aHO Ha
puc. 1.6. B mpaBoif 4acTH 3TOr0 AHANOrOBOrO OKHA OTOGPAaXAIOTCs BCE KHONKH, 106aB-
JIeHHBIEe Ha MmaHeJb ObIcTporo foctyna. [lopsanok cienoBaHUs KHOIOK Ha MMaHeNH (cieBa
HampaBo) COOTBETCTBYET MOPAIKY STUX KHOTIOK B THAJIONOBOM OKHE (CBEPXY BHU3).

Paparsrpu Exce 70X

{,H HacipaxTe DaMest SWCEYNO GO

& SeEmce mesAC R g

Puc. 1.6. Bocnonbayiitech kKronkamu Bknagkv aHens Obic-
mpoz2o docmyna s guanoroBom okrHe [apamempsi Excel
[N HAacTPOVKM NaHesm BbICTPOro 4ocTyna

YT0oOBI H3MEHUTD MOJNOXKEHHEe KOHKPETHON KHOMKH Ha MaHe Il OBICTPOTo JOCTYIA, IIiel-
KHHMTE Ha COOTBETCTBYIOIIEM ITyHKTE B IIPABOM CIIHCKe, a 3aTeéM — Ha COOTBETCTBYIOIIEH
KHOIIKe crpaBa oT chucka. KHomka ¢ u3o6paxkeHHeM TpeyrojibHUKa, BeplIMHa KOTOPOro
HAIpaBleHa BBEPX, NEpeMelIaeT KHOMKY 0 MaHENH Ha OJHYy HO3HLHIO BBepX (T.e. Blie-
BO); KHOITKA C TPEYroJbHMKOM, BEPIIIHA KOTOPOI0 HalpaBiieHa BHU3, iepeMelaeT KHOMKY
BHU3 (T.€. BIIPaBO).

JUis rpynnUpOBAHUS CBA3aHHBIX KHOIIOK Ha MaHeNd OBICTPOro JAOCTYTa MOXK-
HO KCHONB30BaTh Napy pasaenuteneii. B orobpaxaeMoM ciieBa cIicke BEIOe-
pute nyHKT <Pasaenutenb> (<Separator>) u ABKABI LIEJIKHATE Ha KHOTIKE
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[lo6asuTb (Add). B pesynerare B npaBsiit cronber] 106aBIAIOTCS ABa pasje-
ytenst. [Tocne 3Toro ¢ MOMOLIBIO KHOMOK HEPEMECTUTE OUH pa3ieiuTelib B
Hayalo TpyNnsl, a BTopoi — B ee KOHell,

Mocne noGapneHus ¥ MOSUUWOHUPOBAHNS KOMAHIHBIX KHOIOK IUENKHWTE HA KHOMKE
OK, Haxomsieiica B auanoroBoM okHe [apameTtpbl Excel, uto6bl BepHYTBCA Ha JKpaH
Excel. Ha manenu 6icTporo JocTtymna MosABATCS HOBBIE KHOMKH. YTOOBI YAANATE KHOMKY,
nobaBleHHYI0 paHee ¢ JIEHTBI, IeKHUTE Ha Hell paBoii KHOMKOH MBbIIH (HIIH KOCHHTECh
ee najibieM JIHO0 CTHIYCOM CEHCOPHOIO 3KpaHa, yAep KuBasi ero Ha NOBEPXHOCTH 3KpaHa
HEKOTOpOe BpeMsl), a 3aTeM BhIGepUTE B KOHTEKCTHOM MEHIO NMYHKT YAanuTb ¢ naHenu
6bicTporo goctyna (Remove from Quick Access Toolbar).

Jo6asnexne npoynx KHONOK Ha naHenb GbICTPOro JocTyna

Hcnonb3ys napamerpsl BkIaaku Manens 66iCTporo 4octyna B okHe [apameTtpel Ex-
cel (cMm. puc. 1.6), MoxHO J100aBUTH Ha IAHENb GBICTPOro ZOCTYTIA NPOM3BOIBHYIO KOMaH-
Hy!o kHonKy Excel, iaxe eciii oHa He oToOpaxcaeTcs HH Ha O[HOH M3 BKJIAJIOK JIEHTHL. J{is
9TOrO BBITIONIHUTE ClEAYIOIMe NeiCTRUS.

1. B cnucke Bbi6patb komanabl u3 (Choose Commands From) BbiGepuTte HyX-
HYI0 KATETOpHIO.
Mo ymomuanuio BbIOpaHa kareropus Yacto mcnonb3yemble komanAbl (Popular
Comands), HO B cHHCKe NEPEYNCICHBl TPYNIbl KOMaH/[ BCEX BKIAJOK, KaK OCHOB-
HBIX, TAK M KOHTEKCTHbIX. J[nsi oTOOparkeHHs CIlcKka KOMaHJ, He NONaBIMX Ha
nieHTy, BeiGepute nyHKT KomaHabl He Ha neHTe (Commands Not in the Ribbon).
Jins oroGpaxkenns ciucka Bcex komany Excel Beibepure nynkr Bce komaHab! (All
Commands).

2. B.JieBOM CIHCKe HIeJIKHHTE HA KOMAHAE, KHONKY KOTOPOii XoTHTe N06aBHTDH HA
nafejb 6niCTpOro AocTyna.

3. IieaxHuTe Ha kHonke [l06aBUTL (Add), 4To0LI EpeHecTH JAHHYIO KHONKY B
CIMCOK, 0TO0pakaeMbli cnpasa.

4. (JonoanuTtennno.) IIpn xenaHuN MoXeTe H3IMEHHTH MECTONOJOKEHHE HOBOMH
KHONKH HAa NaHeJH ¢ NOMOMbI0 KHONKH NepeMellleHHs BBepX, TaK KaK Mo
YMOJYRHHUIO OHA IOMEIAETCSI B CIIMCOK NOCJIeHeii.

5. HOleaxnure Ha kHonke OK, uToGbI 3aKpLITH JUaN0roBoe oKHO MapamMeTpbl
Excel.

Ecnu 66utH co3fanbl Makpockl (moapobHee 06 3ToM — B riaBe 12), koTopsie
MOCTOSHHO HCHONB3YIOTCs B paboTe M 3alyCKaroTCsS HENOCPEACTBEHHO ¢ Mha-
Henu 6bicTporo JocTyna, To Beibepute B cricke BoiGpaTe koMaHabl U3 mo-
3uumo Makpocel (Macros), mocie yero BolOepuTe Ha3BaHHE HY>KHOTO MakKpo-
ca M WeJKHUTe Ha kHomke [o6asute (Add).
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Crtpoka ¢popmyn

B ctpoke hopmyn orobpaxaiorces ajpec TeKyluel sueiiku u ee cogepkumoe. Anxpec
sqeliky onpezernsercs Kak komOuHanus OYKBEl ee cTondLa U HoMepa ee crpoku. Hampu-
Mep, Kpaiinsis clieBa BepxHiA f4elika nMeeT aapec A l, Tak kak HaXOAUTCA Ha MepecedeHnH
cronbua A u crpoku 1. Slueiika pabouero nmucta Excel B IpaBoM HYKHEM YTy UMEET afipec
XFD1048576 u Haxonutcs Ha nepeceuenun cronoua XFD u crpoku 1048576. Conepxn-
Moe siueliky OfpefieNsieTcs ee TUIIOM: YHCIIO WITH CTPOKa, €Cli B Hee BBEAEHHI KOHKPETHBIE
JlaHHBIe, 1100 pe3ynbTar BeHUCIeHus GopMyIbl, eCl¥ TakoBas OblTa BBeAEHA B S4eiiKy.

Crpoka dopMyi1 pa3bUTa Ha TPH YacTH.

v Tloae umenn. B kpaiineil cieBa YacTH CTPOKH OTOOpaXKaeTcs aapec TeKy-
meif syeifku (UK Ha3BaHHEe HUMEHOBAHHOTO AUaNa30Ha).

v TN

v KHonka BcraBku ¢opmyinl. CpefHas 4acTh CTPOKH, BBINIAASINAs Kak
KHOTIKA, CONEPXXUT TOJIBKO MAJIEHEKHI KpYXOK NepeMEILECHHUs B JIEBOH 4acTh
¥ KHOTKY MacTtepa ¢yHkuumit (fX) — B paBoii. OaHako eciiv Hauath BBOAUTH
B fuelKy 3HA4YEHHE WM PEAAKTHPOBATDH €r0, TO HONOJIHUTENBHO 0TOGpa-
3arca kHonku OTMeHa (moMeyeHa KpecTHKoM) 4 BBog (B Bue ranoyki).

SRR N SR

v Conepxumoe siaeiiku. TpeThs, kpaiiHss clipaBa, 061acTh, 3aHHMAIOLIas
OCTaJIbHYIO 4acTh CTPOKH, NpeJHa3HaYeHa it BBojga dpopmya. Ee MoxHO
pacIIMPHTH HACKOIBKO YTOIHO, YTOOBI IIOMHOCTBIO BUAETh AJMHHBIE (op-

£ MyJbl, KOTOpPBIE HE MOMECTIHCH 651 B OOBIMHOM HOJIE.

é,

fo““"’ O061acTh COAEPKUMOrO siuelKH B CTPOKe (POPMYJIBI UMEET NepBOCTENEHHOE
) 3HaUYeHHe, TMOCKONBbKY B Hell oToOpakaetcs peajbHOE coaepkumoe (Korna
- peds UAET 0 popMynax, B sueiike OTOOPaXACTCH TONBKO pe3y/bTaT BeYUCTIe-
Hul, a He cama (opMyna, HCToNb3yeMas IJif ero nojyyeHus). B atoit oGna-
CTH MOXXHO OTPENaKTUPOBATh conepkumoe sueliku. Ecnu sta obnacTh mycra,
3Ha4HUT, NyCTa U cama Aueika.

Kax ¢ nomotusio 26 Gyxe mapkupoeats 16 384 cronbua
‘Korpa geno pouwino Ao mapkupoe-  AC u T.4.). AHanoruuHo 3a cronbuom ZZ crepy-
-ku 16 384 cton6uos paboyero nu-  eT AAA (noTom AAB; AAC u 1.A.). B camom koHue
c'ra Excel aumwﬁcmro ambaama 3TUX TPUNAGTOB CUMBOIIOB HAXOAMTCS NOCABAHNM, -
) , 16 384- cronGeu XFD, B peayniTate 4ero nocrnea- -
| HAA Auevika B nocnenueu 1048 576 cTpoke pabo-.
4ero.mcTa umeer anpec XFD1048576.

Y10 MOXHO AenaTb Ha paboyem nucre

HMenHo B o6actd paGodero nucTa d POUCXOIUT IMABHOE AeicTBO. 30ech 0ToGpaKa-
eTcs COIEepIKUMOe siueek, BBOAATCA NaHHBIE M BIIONHAETCH GOopMaTUpoBaHue, HE rOBOPA
yXe O peJaKTHPOBAHHH.
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Yr1065!1 BBECTH JAHHEIC B A4EHKy, PEABAPUTENILHO CEAYeT ee BblaeauTsb. On-
penenuTh, SBIsAeTCs JH syelika TeKyllei, MOKHO TpeMs criocobamu:

v’ ¢ NoMoLIBIO Kypcopa sueiky (Tekylas syeiika BblAeNeHa XHPHOH yep-
HOIl nuHueil);

© v/ ¢ IIOMOIIBIO NOJIS MMEHH CTPOKH (hOPMYIT, B KOTOPOM OTOOpakaeTcst anpec
TeKyLIeit aueliky;

¢ v ¢ nomoublo OyKBBI CTONIONA M HOMEpPA CTPOKH (Ha BepxHeli  JieBoil rpa-
3
©  HHax ofnacTu paboyero JHCTa), KOTOPhIE BBIAENEHBI TEMHBEIM OTTEHKOM.

MepemeuyeHune no paboyemy ety

Pabouuit et Excel comepXuT CIMIIKOM MHOTO CTPOK M CTONOLOB, YTOOBI MOXHO
GBbLIO OHOBPEMEHHO OTOOpa3HTh HX HA 3KpaHe, KakuM ObI OONBILKM OH HY OBLT U KakMM
Obl HH GBLTO ero paspemieHue. (B KoHLE KOHIIOB, Mbl roBopuM 0 17 179 869 184 auetikax!)
IMo aroii mpruune Excel npemiaraeT MHOKECTBO METONOB NepeMellieHHs Kypcopa B nipejie-
nax pabouero JIUCTa K Tol s4eiike, B KOTOPoii HyxHO paboTaTh ¢ JAHHBIMH.

: v 1llenxHute Ha HyxHOH siuelike. [TpeAnonaraercs, 4To OHa OTOGpaKaETCS

i

B BUAMMO} Ha 5KpaHe o0nacTi pabodero aucTa. BHITOTHATE LETIOK MBI~
HIBFO WM KOCHUTECH SMEHKN Ha CEHCOPHOM JKpaHe.

[lenkHuTe B NoONie HIMEHH B CTPOKe (HOpMYN ¥ BBeZiNTe HENOCPEACTBEHHO
B HETO aJipec HyXHOM fueliku, nocne yero HakMuTe knasuiry <Enter>.

Haxxmure wiasminy <F5>, ytoObl OTKpBITH NManoroeoe okHo lNepexon
(Go To), nocie 4ero peeaute aapec B none Cebuika (Reference) u men-
kuuTe Ha kHomke OK.

C nomompio koMOMHAIMI KJIABULL, HpHBEJCHHBIX B Ta0m. 1.1, mepeme-
CTHTE Kypcop K HYXXHOH siuelKe.

TIleperackuBaiiTe MOM3yHKU Ha NOJIOCAX TOPU3OHTAIBHOMH U BEPTHKAIbHOH
HpPOKPYTOK Ha HIKHel U npaBoii rpanuiiax paGoueit o6nactu, 4roObl ne-
PEMECTUTHCA K HY)KHOMY (PparMeHTy, [0CJIE Yero LIeTKHUTE Ha HyXHOH
i sAveilke.

Koudunauuu x1abum gis hehesemenus kyfcoha suelixn

Excel npemiaraer Gonbimoit BeIGOp kKoMOHHALMIT KIaBHII IS NepeMelieHns Kypcopa
A4eliku B HyXHoe MecTo pabouero jucrta. IIpu ucnonp3oBaHMM 3THX KoMOMHauuii mpo-
rpaMma no HeoOX0NUMOCTH N3MEHsET BUANMYIO 00NacTh JIMCTa TakK, 4ToOB! oToGpaXkanach
Texynias suetika. B Tabi. 1.2 nepeuncnensl Bce KOMOWHALIMM, 8 TAKXKE OTIHCAHO, HACKOIBKO
JIajieKO OT UCXONHOHU TOYKA OHH MEepeMeLAlOT Kypcop sueiiku.

Vicnonb3oBaHue koMOMHaNuit knasuul, coaepxamux <Ctrl> wm <End> u knasuiny
yHpaBleHUs KypcopoM, ABJISETCA caMbIM OBICTPEIM CIOCOOOM IepeMeIie s OT OXHOM
A4eliKY WM CTpaHULBI K JApYrol B 6onpmiHX TaOMMIAX WIK OT OXHOM TaGnuLlbl K Apyrod
B paboYUX JINCTAX, COZIEPIKALIMX MHOXECTBO GJIOKOB SU€eK.
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Ta6nuya 1.2, KomGunauum knaevw Ana nepemeltieHns Kypcopa aueiiku

Knaemwa unm kombunauus  Kyga nepemewyaercs Kypeop syeiku

Kasuw

<—>um <Tab> B coceaHioio cnpasa syeiiky

<> nnm <Shift+Tab> B cocepHioio cnesa siuerky

<> B COCEAHION CBEPXY SHEMKY

<> B COCEAHION CHUY AHeliKy

<Home> B s4eliky A TekyLiei CTpoKu
<Cirl+Home> B nepayio siveiky paboyero amcta (At)

<Ctri+End> vam <End+Home> B sueiiky pabouero nucTa, HaxoAsLLyIoCR Ha nepeceyenmn nocnepHero ctonbua,
cofepxalero kakue-nubo aaxHLIe, M NocneHei CTPOKK, COAGPXaLLEe AaHHble,
T.6. B KOHEL, Tak HasbiBaeMo akTMBHOM ofnacth paboyero nucta

<Page Up> B sueiiky Toro xe cronfua, HaxoRaLyIocs Ha 0BMH SKpaH Bbille
<Page Down> B siueiky T0ro xe cTonbua, HAXOAALLYIOCA Ha OMH 3KPaH HUXE
<Ctrl+—> unn <End+—> B nepByto 3aHATYIO A4eiKy TO Xe CTPOKW, CrpaBa OT TeKylueil, Cnpasa um cne-

Ba OT KOTOPOI HAXOAKTCA NycTas. Eciv Takas suelika He 0GHapYXeHa, TO Kypcop
nepeMeLLaeTCes B NOCNEHION A4eliKy CTPOKM

<Ctrl+<«=> nam <End+<«—> B nepByto 3aHATYIO SiueiiKy TOI Xe CTPOKM, CNesa OT TeKyLLeW, Cnpasa uiu cnesa
OT KOTOPO# HaxoauTCs NycTas. Ecnm Takas sueitka He 0GHapyXeHa, Kypcop nepe-
MelaeTcs B Nepaylo AYEiKy CTPOKU '

<Ctr+1> uan <End+ 1> B nepsyio 3aHsTylo sAYeliky TOro Xe cTonbLa, Bhille TEKYLEH, BLILLE UAN HUXE
KOTOpO HaxoauTes nycTas. Ecnu Takas aueitka He oBHapyxeHa, Kypcop nepe-
MELLAETCA B NepBYI0 AYeiiKy cTonbua

<Ctri+d> unu <Ctri+ > B nepByto 3aHATYIO AYeiiKY TOr0 Xe cTonbua, HUXe TEKYLUEH, BbILLIE UK HUXE KO-
TOPOIA HaxoauTca nycTas. ECm takas sueiika He oGHapyXeHa, To kKypcop nepe-
MELLAeTCH B NOCNESHION AYeliky cTonbua

<Ctrl+Page Down> B nocnegHIoio 3aHaTYIo S4eiiKy cnegylollero paboyero meTa TeKywed KHuru
<Ctrl+Page Up> B nocneasIolo 3aHaTylo fueiiky npeabiaywero paboyero nucta TekyLen KHisru

MNpumevanue: ecnv B KOMBUHALMAX KNABULL YKa3aHb! KITaBULLK YNpaBieH!s KypcopoM, nubo ucnosb-
3y#Te KNaBuLWM OCHOBHOW KNaguaTypel, 60 oTkniounTe knasuily <Num Lock> 1 BOCNOAb3yiHTeCh COOTBET-
CTBYIOLUMHU KNaBUILAMY [ONONHUTENBHON LpPOBOI KNasuatypsl.

IIpn ucnons3oBanum wiaBuiK <Ctrl> s nepeMelneHns B o0nacTy TabMHALBl MEKIY
sueiikaM¥ CJIeyeT YIep)KUBATh €€ BO BpeMs HAXXATUS KJIABUII YIIPABICHUs KypcopoM (OHH
yKa3aHbl B KOMOMHALHSAX 32 CHMBOJIOM ‘+°).

Ecnu ucnone3yercs koMOuHanus ¢ kiasumei <End>, ee cnemyer Haxarh U OTIYCTUTH
npesicoe, 4eM OymeT HakaTa KJIaBHIIA yNpaBleHHS KypcopoM (mpuMep o6o3HaueHuUs:
<End, —>). Ilpu Haxarun wiasumn <End> B cTpoke cocTosiHms 0TOOpaXKaeTcs MHANKA-
Top Pexum nepexoaa B koHeu (End Mode). Oto sBnserca ykasaHdeM Ha To, yto Excel
HAXOMUTCS B OXUJAHNAA HAKATUA OTHOM U3 KIIAaBUIN YIIPABICHUSA KypCOPOM.

Tak kak wiasuiia <Ctrl> yaepauBaeTcs BO BpeMs HaXaTHA KJIaBUIU yIIPaBleHUA Kyp-
COpOM, 3TOT MeToA siBisiercs Gonee >(PeKTHBHBIM I MepeMelIeHUs Mexay Gnoxamu
f4eeK, YeM UCHoib30BaHue KIaBuIuH <End>.
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Ilo >xenaHNIO MOXXHO HCHOJNB30BaTh Kiasuiry <Scroll Lock>, uro0s! 3admk-
CHpPOBaTh MO3MLHIO Kypcopa sueliku Ha paboueM yiucTe. IT0 HO3BONUT BOC-
nonbs3oBareed kiasumamu <Page Up> u <Page Down>, He H3MeHss TeKylie-
TO HOJIOXKEHUS Kypcopa ek,

INocne axruBusaunu kinasumy <Scroll Lock> npu nepemeriesnu no paboueMy JHCTY C
MOMOIIIBIO KJIaBHaTyphl POrpaMMa He BBLAESJIUT HOBYIO 4Ky IpH 0TOOpaXKeHHH HOBOTO
(parmenTa siueex. Urobsl “pa3mMopo3uTh” Kypcop suelKky, cieayeT BHOBb HaXaTh KIIaBU-
ury <Scroll Lock>.

Cobermsss no padore ¢ 3 i“ nanyfol

Ecnu nporpamma Excel 2016 ycraHOBNEHa U BBIONHAETCSA HA yCTPOHCTBE, K KOTOPOMY
He MOAKJIFoYeHa (pU3nyeckas KIIaBuarypa, 1J1s BBOJA JaHHBIX B 3EKTPOHHYIO TablHITy o-
TpebyeTcs BBI3BaTh IKPAHHYIO KIIaBHATYDY.

Y0661 0TOOPA3UTh SKPAHHYIO KJIABHATYpy, KOCHHTECh KHonku CeHcopHas Knasu-
arypa (Touch Keyboard), xoTopas HaxoauTcs B MpaBoi yacTd maHenu 3agad Windows.
DxpaHHas KinaBuarypa OyJeT pacronararbcsi B HYDKHEH JacTy OKHa porpammsl (puc. 1.7).

[~ R S Kimral - xest s - B8 x
Frana:  Boraks  Paveers crpamiwst  Qopayabt  fawmme  Peusruposanie i ? . .  Ceprees haexcanzp
R I I Y B 5 a0 y R e
me T Zvanm - Fr P
Lo g KK 4= - A - Copmgoaca  Hatemu

P ] kS »

g Toem S Yonosnoe  Qapwemporsts Crwiw .
8- ¢ Goprsarapazanue - Kk TEGmMG © Aueex [ BopuaT HOUATR ™ s~

By ep obsens wpkgr % Bepesnnpan: ~ wneo s Conn Rt Pegzeipoaskne ~

A1 - I3 - B M

Puc. 1.7. OkparHas knasuarypa Windows 10, oTo6paxaemas Huxe nporpamMmHoro okHa Excel 2016

YToOBI 3aKpenuTh S5KPaHHYIO KJIABHATYPYy B HIKHEH 4acTH OKHA, INEJKHHTE Ha KHOII-
ke 3akpenuTb (Dock), koTopas HaxomuTcs cieBa oT KHONKH 3aKkpbiTh (Close) B mpaBoM
BEpXHEM yIly KIaBHAaTyphl. YTOObI OTKPENUTh SKPaHHYO KIIABUATYpY, MyCTHB €€ TaKuM
obpaszoMm B “cBoOonHOE IL1aBaHue”, kocHUTech kHomku OTkpenuTb (Float), koTopas mo-
SIBUTCSA BMECTO KHOIKH 3aKpenuTb.

Kak noka3ado Ha puc. 1.7, 3akpenneHHas 3kpaHHas kiaBuarypa B Windows 10 monHo-
CTBIO OTJENAETCS OT OKHa nmporpammsl Excel, mo3Bonss nmoiy4yarb JOCTYI KO BCEM siueif-
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KaM TeKyLIero JHCTa B Mpoliecce BBOAA NAaHHBIX. JKpaHHasd KiaBHaTypa BKJIOYAeT Mpe-
UMYILICCTBEHHO 6yKBeHHI>le KJIaBUILIM 1 HECKOJILKO KJIABHIU JJii CHMBOJIOB IIYHKTYyalliH
(anoctpod, 3andras, ToYKa W 3HaK Bompoca). KilaBuatypa Takike COREpXKHUT ClieXyIOIue
crenyabHbie KIIABHIIH.

» v <Backspace>. Ota xiaBuiia o603HadeHa CHMBOJIOM x BHYTPH Harpas-
jai neHHoi BneBo crpenky. [IpeanasHayeHa U ynajileHHs CHMBOJNIOB, Ha-
 XOIfILIMXCA CJIEBA OT Kypcopa Mpu BBOJE MO0 peakTHPOBAHHH 3aIUCH
AYEHKH.

<Enter>. C oMOoLbi0 JaHHOH KJIaBHIIH 3aBEpIIAeTCS BBOA AaHHBIX B Te-
Kylieif fsyeiike ¥ BBINONHACTCA MEPEMEIICHHE Kypcopa Ha ONHY CTPOKY
BHH3 B TEKYILIEM CTOIOLE.

v <Shift>. Otn wiasnu 0603Ha4EHB! HANIPABNEHHON BBEPX CTPENIOUKOH U
npeiHa3sHa4€eHbl Ui BBOJIA 3arIaBHBIX OYKB B syeiKky.

Kaasuma undposoii knaBuaryper. O603HaueHa cumBonamu &123 u
MepeKIioyaeT SKpaHHyl0 KIaBHaTypy B pexkuM HH(poBOH KiaBHATYpHI.
B aTOM pexumMe 0ToOpakaloTcs uncna, Kiasuia <ITab> u pactnpeHHbIH
Habop cHMBOJNOB MyHKTyauny. Haxas 3Ty kiasuily ellie pa3s, BHl BEpHe-
TeCh K CTaHAAPTHO! OykBeHHOH KkiaBuarype (kak Ha3bIBaeMOH KiIaBuary-
pe QWERTY).

t v/ <Ctrl> (B koMOHHaIMH ¢ ONHOH U3 OYKBEHHBIX KJABHII) NO3BOIAET 3amy-
CKarh Ha BHITOJIHEHHE MAaKPOChl (cM. maBy 12). Ecinu xke HaKaTh KIaBHILY
<Ctrl> B xoMOMHALUHK C KJIaBUILeH <> WK <—>>, TO MOXHO NepeiiTu K
niepBoii MM NocNeHel sueike Texyume cTpoKu COOTBETCTBEHHO.

o P

. v KnaBHIa 3MOTHKOHOB. JTa KiaBHia 0603HavyeHa CMaliiiiKOM U TIpes-
- Ha3HaYeHa JUIM BCTaBKM B TEKyLIyl0 f4eliky BBIOPaHHOTO SMOTHMKOHA.
Ecny KOCHYTBCS [JaHHOHM KNaBHLIM IIOBTOPHO, TO BHOBb OTOOpasuTCA
cTaHzapTHas OyKBeHHas KIaBhaTypa.

BN
<

<¢>, JlanHad KxjiaBHIia 0003Ha4YeHa CUMBOJIOM < W NpeJHa3Ha4YeHa if
nepeMelieHns Kypcopa Ha OfiHy s4eiiKy BIpaBo U 3aBEpLICHUS BBOJAA IaH-
HBIX B TEKYIIYIO S4YEHKY.

<—>>, Ora KJaBuiIa 0603Ha4eHa CUMBOIIOM > U NpeAHa3HaYeHa [yl Tepe-
MEILEHHs Kypcopa Ha OfHY AYEHKy BIEBO H 3aBEpLICHHs BBOJAA JAHHBIX B
TeKy (YO SYCHKY.

Ilocne 3aBeplueHys BBOJA JAHHBIX C MOMOIIBIO 3KPAHHOH KJIaBHAaTyphl MOXETe 3a-

KPBITh €€, YTOObI BEPHYThCA B OOBIUHBIN MOHOIKpaHHBIN pexam. J[JA 3Toro npocTo Koc-
HHTECh KHONKH 3aKpbiTh (Close).

<

OxpanHyro knaBHaTypy Windows MOXHO pasJe/nTh Ha TPH YacTi. B LeHTpe
orobpasutcs HU(pOBas KIaBHaTypa, a CJEBa ¥ CIpaBa OT Hee — pasfielieH-
Hasd Ha zBe 4acTu OykBeHHas KiaBuarypa. OOpaTure BHUMaHWE Ha TO, 4TO
KJIaBHIIY Pa3ieNiCHHON KIaBUATyphl MEHbILE Ki1aBull 0OBIYHOM KIlaBHAaTy Bl
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B pesynerare BaM OyneT TpyAHee BHIOpars Ty Wi MHYIO KJIABHILY MajiblieM
win ctumycoM. Ho 3aro paszneneHHas knaBHaTypa MO3BONSET OOHOBPEMEHHO
BBOIMTH B AYESHKU TEKCT M uucna. [Ipu 9T0M He HYXKHO MEePeKTIoYaTsCcs Mex-
ny 6ykBeHHOM M uMdpoBoil KiaBnarypamu. UToObl BhIOparh pasaencHHyrO
KJIABUATYPY, KOCHTECh KHONKY, 0003Ha4eHHOM CHMBOJIOM KiaBHaTypbl. OHa
HaXOIHUTCA B IPaBOM HIKHEM YITTy 9KpaHHOH Ki1aBHaTypsl (CIpaBa OT KHOMKH
€O CTPesKO# BIPaBo). 3aTeM KOCHUTECh BTOPOii ClieBa KHOIIKY B TIOSBUBLIEM-
s packpbiBaroIeMcs MEHIO (3Ta KHOMka 0003Ha4eHa CHMBOIIOM Pa3ae/ieHHOM
Ha 4acTH KJIABUATYDht).

Pexosengasu o RhUMEHERIIO ROLOC HOKfYIKY

[Monocy ropu30HTANBHOM NPOKPYTKH, HAXOAAIIYIOCS B HIDKHEH yacTi paboyero JIMCTa,
MOXHO MPUMEHUTH IJisl IPOKPYUYMBAHKS BJICBO WNH BIIPaBo cTOAOLOB paboyero jucra, a
N0JI0CY BEPTUKAIBHOM TPOKPYTKH — JUIs POKPYYMBaHHs BBEPX M BHH3 CTPOK nucTa. s
MPOKPYYHBaHUA CTOIOLIA WIH CTPOKM B COOTBETCTBYIOLIEM HAMIPABICHHH IUEIKHUTE HA CO-
OTBETCTBYIOWIEH CTpeJKe NPOKPYTKY, HaXoAAIeHCsa B KOHIIE MONOChL. UTOOkI BepHYThCS K
npexHeif 061acTy paGoyero NUCTa Nocie NPOKPYIHBaHUA CTONOLOB WM CTPOK, IIE/KHUTE
Ha IyCTO# 00/1aCTH MONOCH, KOTOpas NOSABHJIACH TIEPE] MOI3YHKOM HJIM IIOCIIE HETO.

Yr1066I H3MEHUTH pasMepbl NOPU3OHTANILHOHN MONOCH! TPOKPYTKH, NEPETALUTe JEBbIH
Mmapkep, Haxomsmiics cpasy 3a cTpesnkoii. Vimeiite B Buay, uTO paboyas KHHIa MOXET CO-
JiepXKaTh MHOXKECTBO JINCTOB, U, YIUTHHSAA TOPHU3OHTAJIBHYIO NOJIOCY NPOKPYTKH, BbI COKpa-
niaeTe NMpPOCTPaHCTBO, AOCTYNHOE A7is APILIYKOB JIMCTOB.

Jins Toro 4to0b! GBICTPO MEPEMECTHTHCA B MPOCTpaHCTBE paboyero NHCTa,
yaepxuBaiite Hakaroli knasulry <Shift> u nepeMelnalite Moa3yHOK MOXOCH!
TPOKPYTKH B HY)KHOM HampaBlieHHd. [Ipy 9TOM MOJI3yHOK CTaHOBHUTCH TOH-
KHM, a 9KpaHHas MOJCKa3ka HHGOPMHUPYET O TOM, Kakue sueliku oTobpaxa-
IOTCS B TEKYIIUH MOMEHT.

Eciu Baiua MbIis CHaGykeHa KOJIECUKOM MIPOKPYTKH, TO MOJKETE BOCIIONB30BATHCA MM, &
He TI0I0CaMH TOPH3OHTANBHON 1 BepTHKAJIbHO# MpokpyTKH. [TIpocTo noMecTuTe ykasaresib
MbILIM B HeHTp paboueii o6nacTH u HAXMHTE Ha Konecuko. Korna ykasarens npumeT BHA
yeThIpeXHaNpaBIeHHO! CTpENKH, mepeMelialiTe ero B COOTBETCTBYIOLIEM HarpaBieHHH
(BBEpX MM BHHU3 JUIsl CMEHBI CTPOK, BIPABO MIIM BIEBO U1 CMEHBI CTONGLIOB), MOKA HYX-
Has sg4eiika He MOSBMUTCA B TI0Ne 3pEeHHUs.

LN Ecny B BallleM pacrops>KeHWH MMeeTCsl YCTPOHCTBO C CEHCOPHBIM 3KPaHOM,
7 TO JJT TIPOKPYTKH pabovero J1CTa MPOBENUTE N0 IKPaHY MANLLEM HIIH CTH-
JyCOM B COOTBETCTBYIOLLEM HalpaBieHHH. YToOb! IPOCMOTPETh CKPEIThIE 32
NpaBEIM KpPaeM KpaHa CTONOLBI, MPOBEAUTE MajbleM WM CTHIYCOM B Ha-
TIpaBJieHH! clipaBa HaieBo. YToObl NPOCMOTPETh CKPHITBIE 3a HIKHUM Kpa-
€M 3KpaHa CTPOKH, NPOBEIUTE NANbLEM HIH CTHIyCOM B HalpaBleHHH CHHU-
3y BBepX. UeM OpIcTpee BbI NPOBONWTE MaNbLEM HIN CTHIYCOM, TeM Oonbiie
NPOKPYYMBACTCA CTPOK MIIH CTONO0B. YT06K BHOBb OTOOPA3UTh Ha 3KpaHe
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npenpIAyLHe CTONOLB WIH CTPOKU, NpOBEIUTE MallbileM WA CTHIYCOM B
TIPOTHBOTIONIOKHOM HaIpaBJIeHHH (CIIe€Ba HAMPaBO WIIM CBEPXY BHH3 COOTBET-
CTBEHHO).

EIUHCTBEHHBIM HEJOCTATKOM, CBA3aHHBIM C KCIIONB30BAHUEM IOJOC IIPO-
KPYTKH, SABIAETCS TO, YTO OHM He MEHSIOT MO3HIMIO Kypcopa sueiiku. Ecin
B Habonaemoit obacTu paboyero JUcTa Bbl 3aXOTUTE BBECTH 3HAUEHME, TO
TNPUIETCS BBIAETUTh KOHKPETHYIO sYEHKy WK (parMeHT.

MepemeLyexne Mexagy nuctamm paboyei KHUru

Kaxnmas pabouas kHura, cozgaBaeMas B Excel 2016, no yMOnI9aHHIO COAEPHKHT €IHMH-
CTBEHHBIH mycToil pabounit ucT, coneprxammuii 16 384 cronbua u 1 048 576 crpok. (Ipexn-
craBeTe cebe: Bam goctynubl 51 539 607 552 cBo6onubie sueiiku!) Ecnu HyxHO 106aBUTH
JIACTBI B pabodyI0 KHUTY, IeNKHUTe Ha kHomke HoBbil nucT (New Sheet), Haxopnsieiics B
HIKHel yactu paboueii o6iacTu cripasa OT nocneaHe Bkiaaky paboyero yimcra (puc. 1.8),
MY HdkKMUTE KoMOuHaiuio kiasum <Shift+F11>.

KHomku npokpyTkv nucToB HoBhiid avcT

Mpensiaywmin nuct — Apnbiikv cMcToB  Crepyowwmin AncT

| | |

L Mol roiepe | MAGH i padoTM 3 <eraia | Paboui answ xa 38708 | CncoR cotpyAmmon .

T
i

Puc. 1.8. C noMoLLibio 31eMEHTOB ynpaBieHus IMCTaMy MOXHO S06aBNATh
JMCTH ¥ IepeMeLLaTsCs Mexay HuUMm

B rneBoii HIDKHEH YacTH pab0o4ero JIMCTa HAXONATCA KHOMKH OBICTPOTO HepeMeIleHus
MEeXIy JTHCTaMH KHUTH, APJbMKH pabouuXx JIMCTOB M KHOIIKA BCTABKU HOBOTO JicTa. s
aKTUBM3aLMK paboyero JMCTa NOCTATOYHO INENKHYTh Ha ero gpibruke. [IporpamMma moka-
3bIBaeT, KaKoil 3 IMCTOB KHUTY B JaHHBIH MOMEHT aKTHBH3HPOBAaH, BB COOTBETCTBY-
0L SPNBMOK U OTOOpakas MOy >KUPHBIM IPUPTOM Ha3BaHUE JIUCTA.

Jins mepexofa K MpefslLIylieMy M HOCIEAYIOmeMy JiMcrtaM pabodel KHM-
Tl MOXKHO BOCHIONb30BaThcs koMOMHauusMu kiapum <Ctrl+Page Down> u
<Ctrl+Page Up>.

* ‘Opwna u3 rlpmmﬂ mﬁabneum nosux NUCTOB B paﬁowylo xlmry

"!BHé enpociTe: “3atem KoMy-To TpeGyeTca Goriee

omoro nncta B paﬁoueu KHure, '6CNWOH W°TaK Co-
G »»nepxm TaKoe OrPOMHOE KOIMHeCTEO ‘AYeeK?" Boe
< [eNno BTOM, 4TO CTPYKTYPA KHUTW meerﬁonbmee :
. 3HAEHNE, - YEM HAMONHEHUe ayeek. Hanpumep, -
NpeAcTaBLTe, Y10 Bam HYXHO ChopmuposaTs Gioa-

)l(e.TH pasHbix orp,enoa I(OMI'I&HMM Cxopee BCerg,

* BBl BBIENUTE: OTASHBIA TWCT AR KAXEOro NOA-

‘paspeneHms, a He. noMecTUTe Bee Tabmup! B pas- -
 Hble S4eiikN OAHOr0 W TOro e NucTa. Takoi nog-
-X0fi 06NersuT Bam: TIOMCK KBXKAOFO U3 BIOIXETOB,
VX BLIBOR Ha MBYaTb, a TaioKke (npy HeobxXomMMo-
-gmH). KOHCONMAAUMIO BOEX: p,anuux Ha OTAENHOM
: paﬁoqu nucTe. :
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Ecnu paboyass KHUTa COAEPXKUT TaK MHOTO JIHCTOB, YTO MX SPJIbIYKHA HE NOMEMIAIOT-
¢4 B HIWKHeIl 4acTH OKHa, TO BOCHONb3yTech KHONKAMH GBICTPOro mepexoaa, YTobbl OTO-
Gpa3suTh HOBYIO CepHIO sApibIukoB. Eciu menkHyTs Ha kHonke Crneayowuin nuct (Next
Sheet), 0603HadeHHOM CHMBOIOM MHOTOTOYHS M HaxoJillelcs cieBa OT nepBoro otobpa-
JKAEMOT0 SAPJILIYKA, TO HA JKpaHe MOSBUTCA CIEAYHOmA Habop HEBUANMBIX paHee ApJIbI-
koB. Ecu e IienkHyTh Ha kxHonke [locneguuit nuct (Last Sheet), koTopas Takke 060-
3Ha4eHa MHOTOTOYMEM ¥ HAXOAWICS CIEBA OT NOCIEAHETO 0TOOpa)kaeMoro SpibrKa, TO
MOSIBUTCS HOCNEAHSA IPYNNA NONHOCTBIO MK YaCTHYHO CKPbITBIX APJbIYKOB.

Y1008l nepeiiTu Kk nepBOMy pabodeMy NUCTY KHUTH, MPU Haxaro#i kiasume <Ctrl>
IIENKHUTE Ha HANpaBICHHOH BJIEBO CTPE/Ke MPOKPYTKH spiibluka Jucrta. Jlis nepexona k
NOCNeAHEMY JIUCTY TpU Haxkaroi iiasuie <Ctrl> menkHWTE HAa HANpAaBICHHOH BNPaBO
CTpeJIKe NPOKPYTKH.

Y100681 0TOGpa3KUTh AMANOroBoe OKHO Mepexoa k NUCTY Tekyluew KHuru (Activate), B
KOTOPOM MEPEUHCIIOTCA Bee pabodre NUCTHI KHUIH, ILEJIKHATE TIpaBoif KHONKOH MBIIIN
Ha OAHOM U3 KHOMOK NPOKPYTKM APJIBIYKOB JHCTa. [l nepexona K Hy)KHOMY JIMCTY 1el-
KHMTE HA €ro HMEHH B IUanoroBoM okHe lepexos Kk NUCTY TeKyLeh KHUTK, a 3aTeM 1em-
kHuTE Ha KHOnke OK.

JECLENS Ecnu y Bac umeeTcs YCTPOHCTBO ¢ CEHCOPHBIM 3KPaHOM, TO I HMHTALH
IIENYKA MPaBoi KHOMKOH MBI KOCHUTECH MANBLIEM WM CTHIYCOM KHOMNKH
TIPOKPYTKH SIPNIBIYKOB JHcTa. Kak TONbKO B MECTE KacaHHsA MOSABHTCSA OKPYXK-
HOCTB, OTOPBHTE MaJiel] Wi CTHIYC oT JkpaHa. [locne 3Toro otobpasurcs
KOHTEKCTHOE MEHIO JI00 (KaK B JaHHOM CJIydae) JHanioroBoe OKHO, CBA3aH-
HOE C KHOTKOJ MPOKPYTKH APJIBIYKOB JUCTA.

Crpoka cocTORHUS

Crpoka cOCTOSHMA HaxXOAUTCS B mepBoii cHu3y yactu okHa Excel (puc. 1.9) u cocrout
U3 CIeRyIOMUX YacTel.

5 v/ Vinpukarop pexxnma (Mode). Undopmupyer o TekylieM COCTOSHHH
; mporpaMMel (TOTOBHOCTb, PEAAKTHPOBaHHE H T.IL.), & TAKKe MOKa3bIBAET
pexuM psana 3aneficTBOBaHHBIX CHeHanbHBIX KiaBudul (<Caps Lock>,
<Num Lock>u ap.).

v Mlupuxatop asroBurunciennii (Auto Calculate). OtoGpaxaer CyMMBI 1
CpenHMe BENMYUHBI BBIAENCHHBIX parMeHTOB pabouero mucra, a Takxe
MIOKa3bIBaeT KOJIMYECTBO T4YeeK, 331/ iCTBOBAHHAIX B BHIUHCIEHUSX,

v' Tlepexmodarens NpeacTaBieHHii, DTa rpynna KHOIOK MO3BOJISET Hepe-
KJII04aThCs MEXIY Pa3iMyHBIMH NpeACTaBleHHAMH pabouero jaucrta (BbI-
6upars Maket ymmcra). I[lo ymonuanuo BeiOpano npencrarienne ObOblY-
Hbi (Normal), ipH KOTOpOM OTOOpaXkaroTCsl TONBKO FUSHKH M 3aTOJIOBKH
cTpok u ctonbuos. [IpeacrasneHue PasmeTka cTpanuubl (Page Layout)
B JIONONIHEHHE K 3TOMY BBIBOXHUT JTHHEHKH, TPaHUIBI IHCTA, KOMIOHTHTYJIBI

P———
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1 pa3pbiBbl JiucTa. [IpencraBnenue CTpaHuyHbiil (Page Break Preview)
MO3BOJIET KOPPEKTHPOBATh Pa3OUBKY OTYETA HA CTPAHHIEI (CM. TIaBy 5).

. v Hoasynok macurabuposanusi (Zoom). [To3BosisieT M3MEHATE pasmep
I sueek paGouero TMCTa MyTeM NEPETACKUBAHHA BIEBO HJIH BIPABO.

Mon3yHOK u3MeHeHus Mmacwraba

WhavkaTop pexuma MHpukaTop aBTOBbIYMCIEHMS  Beibop MakeTa

o | MOMKONUEPH. | MO RAQK PABOTY H CETOAMR | PASOuMI NARK 18 306TPE ©  CTNCOK COTPYIEOE .. §5)

Puc. 1.9. CTpoka coCTOSHUS MOKA3LIBAET TEKYLUMI CTATYC BLIYUCTIEHMI M NO3BOSISIET UBMEHUTD TeKyLLee
npencTasneHve

LI Ha ycTpoiicTBe ¢ CEHCOPHBIM SKPaHOM BMECTO MOJI3yHKAa MAacIiTaOUpOBaHHUA
& MOXHO UCTIONB30BATH XKecThl Ckarus (Pinch) wim pactsoxenus (Stretch), yto-
Obl YMEHBLINTE WIH YBEJIMUUTH pa3sMep AYeeK JIMCTa cooTBeTcTBeHHO. Eciu
Pa3BOAUTE OONMBIION U yKa3aTesbHbIH MalbIbl, TO MacliTab IpocMOTpa JINCTa
yBETHUYMBAETCS, @ NON3YHOK MacInTaGHpoBaHUs cMeraeTcs BrpaBo. Eciu ke
GonbLIOl M yKa3aTeNnbHbIH Nanbubl MPUOIWKAIOTCA OAUH K APYTOMY, TO Mac-
mTab MpOCMOTpa JIHCTa YMEHBIIAETCs, a MON3yHOK MacTabupOBaHUs cMe-
IaeTCs BIIEBO.

Unnuxarop <Num Lock> yka3eBaet Ha To, 4To Ui BBOZAA 3HaY€HUH B sAuei-
k¥ paboyero ucTa MOXHO UCTIONB30BATh HU(POBYIO KIaBUATypy. ITa KilaBH-
arypa B NEPCOHATLHBIX KOMITBIOTEPAX HAaXOIUTCA CIpaBa, a B OONbLIMHCTBE
HOYTOyKOB OTCYTCTBYET.

Sanyck npotpaune Excel u Goxog us nee

IMporpamma Excel 2016 MoxeT BBIONHATHECH TONBKO Iof ynpaenenneM Windows 7,
Windows 8 unu HoBeiime#t onepauuoHHo# cictembl Windows 10. Ecnu Ha BameM KoM-
nbIoTepe ycTaHoBneHa ycrapesmas Windows Vista i Windows XP, To cHayasna o6HOBH-
Te ONepalOHHYIO CHCTEMY, a 3aTeM 3armyckaiite Excel 2016. TTockonsky uHTEpdeiic nosib-
3oBares B Windows 8 u Windows 10 mpereprien cyliecTBeHHbie H3MEHEHHU, poLeaypa
sarrycka Excel 2016 B 3710l onepauyoHHO# cUCTeME OTIMYAeTCs OT MPOLEXYpPhl 3aIycka
B Windows 7.

3anyck Excel ¢ nomowbio meHio NMyck 8 Windows 10

B Windows 10 BepHynock Ha MecTo ctapoe no6poe MeHto [yck (Start), cTonb Xopo-
IO 3HAKOMOE II0JIb30BaTeIsIM IpedsLrymnx Bepcuii Windows. D10 MeHIO mpencTasiser
coboif koMOMHaIMIO MPocTOro MeHwo [Myck, mpucyiero npexxHuM BepcusiM Windows, u
IUIMTOK, nogBuBIuXcA B Windows 8. UtoObI oTKphITE 3TO MeHIO 1 3amycTuth Excel 2016,
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eNkHuTe Ha 3Hauke Windows, Haxonslnemcs Ha MaHeny 3a/a4, 00 HaXMHTE KIaBHILY
<Windows> Ha KJ1aBUarype.

3arem wienkHUTE Ha KHOMke Bce npunoxenus (All Apps), Haxoasmelicd B MEHIO HOJ
crickoM YacTo ucnonbsyemble npunoxerns (Most Used applications), 1 BbImonHsiiTe
HPOKPYTKY JO Tex Hop, noka He nosButcs no3uuus Excel (rox 6ykBoii E).

MoskHO 3aKkpenuTh kKHOnKy npuioxenus Excel 2016 B Menro lNycK wiu Ha
nanen 3aaa4 Windows 10. 3o mo3Bonut 3amyckare Excel mpocTeiM kaca-
HHEM COOTBeTCTBYIOLIell KHOMKH. UToOBI 3aKpEelmuTh KHOIKY, IIEIKHUTE Ha
Heili mpaBoii kHomKo#i MBOUYM B NyHKTe MeHi0 Excel 2016 u B nosBuBLIeMCs
KOHTEKCTHOM MeHIO BbIGepuTe napameTp 3akpenuTb Ha HauanbHOM 3KkpaHe
(Pin to Start) unin 3akpenuTb Ha nanenw 3aaav (Pin to Taskbar).

3anyck Excel ¢ nomouybio nons noucka 8 Windows 10

Jlns 3anycka nporpammel Excel 2016 MoxHo Bocronb3oBatses nonem Iovck 8 Win-
dows (Search the Web and Window) Ha nanenu 3ama4. B 310 none, Haxonsiueecs crpasa
or kHonkd Windows, BBeauTe CI0BO excel u B CIIHCKE pe3ybTaToB MOMCKa BhIOEpUTe
no3uiimio Excel 2016.

3anyck Excel ¢ HayanbHoro akpaHa Windows 8

Yro0sl 3amyctuth Excel 2016 ¢ HayansHoro skpana Windows 8, npocTto BeiienuTe
wintky Excel 2016 1menkoM MBILIBIO 160 KacaHHeM Ma/ibLeM WM CTHIycoM (Ha ceHcop-
HOM 3KpaHe).

Ecnu mintka Excel 2016 He otrobpaxaercs Ha HayanbHOM 3KpaHe, TO Hail[uTe ee ¢ Mo-
MOIIBIO (yHKIMH TIOMCKa M 3aKPENHUTe Ha HadaabHoM kpaHe Windows 8.

1. Ha Ha4aJabHOM JKpaHe BBeJHTE CHMBOJIBI €XC ¢ NMOMOMbIO (pH3HYECKoi WK
IKpaHHOH KJIaBHATYPbI.
Windows 8 oro6paxaer Excel 2016 B cniucke npuiokeHu#, HAXONALIUXCA B pasze-
1e MNpunoxexuns (Apps) B JieBoll 4acTH 5KpaHa.

2, Ileaxkunte npaBoii kHonko# Mbimu Ha KHonke Excel 2016, Haxoxsuieiics B
paszaede Mpunoxexnus.
Ipu ucnonb30BaHUK YCTPOHCTBA C CEHCOPHBIM 3KPaHOM 3KBMBAJICHTOM IieIYKa
NpaBoii KHOMKOH MBIILM ABJIAETCS HaXKaTHe U YAep)KaHue Halbla Wik CTHIyca Ha
anemenTe MeH1o Excel 2016 no Tex nop, noka He MOABHTCH OKPYKHOCTb. Yoepute
najel UM CTHIYC ¢ 3KPaHa, HoCIe Yero MOoABUTCS KOHTEKCTHOE MEHIO.

3. Ha naHean MeHI0, KOTOpasi NOSBUTCH B HHKHEH YacTH JKpaHa, Bhifepure
myHKT 3aKpenuTb Ha HavyanbHoM 3kpaHe (Pin to Start).

Tocne 3akpennenus mwintku Excel 2016 na HauanbHoM 3kpaHe Windows 8 MoxHo mie-
peMeLIaTh ee MPOM3BOJIBHBIM 00pa3oM.
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3anyck Excel u3 menio lNyck 8 Windows 7

Yr1obs1 3anmyctiTh Excel 2016 u3 menro Myck (Start) B Windows 7, BEIIONTHHUTE CieAyo-
[IME TPOCTHIE ACHCTBUA.

1. Yrto6ui oroGpasuts MmeHo MNMyck B Windows, menxuure na xaonke MNyck, Ha-
Xofsulelics Ha TaHeH 33124,
Tl Beibopa kHonKH [lyCK Ha ycTpoiicTBE C CEHCOPHBIM 3KpPaHOM, K KOTOPOMY He
TNOAKNIOYSHA MBbIlIb, KOCHUTECH 3TOH KHOMKH NaJbLEM WU CTHJIyCOM.

2. B menio lNyck BoiGepute mynkT Bece nporpammbl (All Programs), a 3atem —
moamenio Microsoft Office 2016 u Excel 2016.

3anyck Excel ¢ nomouibio nonst nomcka 8 Windows 7

Bocnons3yiitecs mosem Monck nporpamm un daiinos (Search Programs and Files) B
MeHIo [1yck, 4To6bI HaiiTH mporpaMmy Ha KOMIIBIOTEPE U 3AIyCTHTS €€.

1. IlleaxunTe Ha xkHomnke [ycK, HaxoasIelcA HA MAHEXN 32134, YTo0bl OTKPHITH
menio Myck.

2, HleaknnTe B noje noucka MeHio MyCK i BBeAuTe CHMBOJIbI €XC, YTO0BI HAHTH
Microsoft Excel 2016 Ha komnbloTepe.
Ecnu Bbl HCHIONIB3YETE YCTPOUCTBO, K KOTOPOMY HE MOAKMIOUEHA (H3HYeCcKas KiIaBy-
atypa, JBaXIbl KOCHHTECH MPABONO Kpas 3KpaHHOH KiIaBHaTypbl, KOTOpas oTobpa-
JKAETCS MEXIY JIEBbIM kpaeM MeHIo ITycK u 3xpaHoM. 3ateM BBEAUTE CUMBOJIBI €XC
¢ MOMOLIBIO SKPaHHO! KJIaBHATYPhl.

3. BoiGepute mynkT Microsoft Excel 2016, xoTopblii mosiBHTCH B J1€BOM CT0J01e
Mporpammbl mexio MNMyck.

Cospnanume apnbika Excel 2016 Ha pa6oyem ctone Windows 7

HexoTopbie monb30BaTeNy NpeJlioYHTAIOT HMETh APJIBIKY YacTO HCIHOJb3YEeMbIX MPO-
rpamMM HENOCPEACTBEHHO Ha pabouem crone. [Ipu 3ToM i 3amycka nporpaMm TpedyeTcst
BCETO JIMIIG JBAXKBI IIEIKHYTh Ha Apibike. YT0OBI co3aaTh Apiblk nporpaMMel Microsoft
Excel 2016 Ha paGouem cTone, BEITONHUTE CNEAYIOLIHE NeHCTBYSA.

1. Hlexxnure Ha xHonke [lyck, a 3aTem B meHIo Nyck Buibepure nyHkr Bee
nporpaMmbl.

Windows 7 oTo6pa3ut HOBOE MEHIO 3aITycKa NPOrPaMMm.

2. Beibepure nynkt Microsoft Office 2016 B menio Nyck.
Windows 7 otobpa3ut noamesio ¢ nepeddeM nporpamm Office 2016.

3. Tleperamnure 30a40K Excel 2016 u3 meHio INyck B TpefyemMyIo mo3unuio Ha pa-
6ouem crose Windows 7.

B nporuecce neperackuBaHUs 3Ha4ka Ha paboduii CTON NOABATCS SKpaHHas NOACKa3-
ka “Ilepemeitienne Ha pabounii cron” (Move to Desktop). Kak Tonbko BbI OTHyCTHTE
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KHOMKY MbILIM (100 yOepeTe nanel Wik CTHIYC OT CEHCOPHOro KkpaHa), Windows
co3facT Ha pabouem crone apnsik Excel 2016. Tenmeps ans samycka Excel nocra-
TOYHO ABAKBI IENKHYTh Ha SIPIBIKE MBIILBIO WM JBAXK/IBEI KOCHYTECS €10 HallbLieM
1160 cTUIycoM (TIpH KCTIONB30BAHHH CEHCOPHOTO 3KpaHa).

3akpennexne 3Hayka Excel 2016 B menio Myck 8 Windows 7

Eciii BBl NOCTOSHHO mcnonb3yete Excel, 3akpenute 3ty nporpammy B MeH:o [TyCK, BbI-
TIOJIHUB CJIEyOLIie AeHCTBHUSL.

1.

4.

'%

oMHY

IeaxnuTe Ha kHonke MNycKk m B mosiBuBIIEMcsi MeHI0 BbibepuTe myHKT Bee
nporpammsi (All Programs).
Windows 7 oro6pa3uT HOBOE MEHIO 3aMyCKa MPOrpaMM.

B menio flyck BoiGepnte mynkTt Microsoft Office 2016.
Windows 7 otobpasut nogmento ¢ nepeanem xomnonenTos Office 2016.

HleaxnuTte npaBoil KHONKoM MbimM Ha nyHkTe Excel 2016, 4To6bI OTKPEITHL
KOHTEKCTHOE MEeHIO.

IIpn MCrnoIp30BaHUU YCTPOHCTBA C CEHCOPHBIM 3KPAHOM SKBHBAICHTOM LIENTYKa
npaBoli KHONKOM MbHIM SBIAETCS HAOKATHE M yACpXKaHHE Nanbua Wi CTHiyca Ha
aneMenTe mMeHio Excel 2016 mo Tex nop, noka BOKpYT NMallbLia UM CTUIIyCa HE OTO-
Opasutcs OKpYXKHOCTh. YOSpHTE Majiel Wiy CTUITYC ¢ SKPaHa, NIOCIIE Yero NOABUTCS
KOHTEKCTHOE MEHIO.

B xoHTeKCTHOM MeHIO BbiGepuTe myHKT 3aKkpenuTb B “Myck” (Pin to Start
Menu).

Mo 3aBepuiennu nyHKT Excel 2016 GyneT moCTOSHHO OTOGpaXkaThCs B BEpX-
Helt yacTy neBoro cronbua Meio Myck. Teneps ans 3amycka Excel gocrarou-
HO OTKDBITH MeHIO [1yCK 1 BEIOpaTh COOTBETCTBY IO MMYHKT MEHIO.

Tlocne ycnewHoro 3akpennenus nyHkra Excel 2016 B menro yck cnpasa
OT Hero MosiBUTCS KHomka noamexto. [1pu Beibope storo noamento Windows
aBTOMAaTM4YECKH OTKPOET CHMCOK HENABHO OTKpBIBABLIMXCH (aitnoB pabounx
kuur Excel. YToOB!I OTKPHITH OAMH W3 3THX (ailloB s JajibHEHIIero peaax-
THUPOBAHHM, IPOCTO LIENKHUTE HA HEM.

3akpennenue 3Hauka Excel 2016 na nanenu 3apay Windows 7

3nauok nporpamMmel Excel 2016 MoxHO He ToNbKO 3aKkpenuTh B MeHIo [yck, HO U Jo-
6aBUTh Ha maHenb 3a7ad.

Bce, 4TO Hy)HO cAenarh, — 3TO NepeTamuTh NukTorpaMMy Microsoft Excel 2016
¢ pabouero crona uiad MeHIO [1ycK B HyXHYIO MO3MIHKIO HA MaHeNH 3agay. (Jomonuu-
TeNnbHBIE CBEIEHUA 1O 3TOM TeMe ObIIH NpPUBEACHB! B pa3jenax “3akpereHue 3Hauka
Excel 2016 B menio lNyck B Windows 7” u “Co3znanue spiabika Excel 2016 Ha paGouem
crone Windows 7”.)
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INocne 3akpennenus 3uauka Microsoft Excel 2016 nocne 3ammycka KoMmblo-
Tepa Ha MaHeNy 3a7a4 OyaeT NosBIATECS COOTBETCTRYIOMMUA 3Ha40K. YTOORI
3amycTuTh Excel, 10CTaTOYHO IIENKHYTh HA 3TOM 3HAUKE MBIIBIO JHOO KOC-
HYTBCS €10 NaJIbLEeM HIIH CTHIYCOM Ha CEHCOPHOM JKpaHe.

3aeepienue padotel Excel
3apepmnTh paboTy MPOrpaMMbl MOXKHO OJJHHM M3 CIEAYIOUIMX CTIOCO60B:

v’ HaxxmwuTe KOMOUHALMIO KnaBull <Alt+F4> Ha dpu3nyecKoif WM SKpaHHOH
KJIaBHATyPE;

¥ wmenkuute Ha kHomnke 3akpbiTb (Close) B IpaBOM BEpXHEM YNy OKHa
TIpOrpaMMbl WM KOCHUTECH €€ NajbleM JTH00 CTHIycOM (Ha CEHCOPHOM
9KpaHe).

LAY

N PR

s

¥

Ecnu Bbi TIONBITaeTech BoiiiTH U3 Excel mocne 3aBepiienus pabotsi ¢ daiinom, He co-
XpaHuB MOCNEeJHUX W3MEHEHWH, TO MporpaMMa OTOOPasUT OKHO MpeAyNnpeXaeHus ¢ BO-
NPOCOM, He XOTHTE JIM BBl COXPAHHTH CBOIO paboTy. J[jisi TOro YTOORI COXPaHHTH H3MEHEHHS
nepe BBIXOIOM M3 POTPaMMbl, 1eNKHATE Ha KHomke Coxpanutb (Save). (TlonpoGHble
CBeJeHNHs 0 COXpaHEeHHH JOKyMEHTOB OyIyT npHuBeAeHs! B 1viase 2.) Eciu jke BbI BHECIH HE
Te W3MEHEHHA B pabo4yIO0 KHUTY U HE XOTUTE COXPaHATh UX, 3aKpOiiTE AOKYMEHT, HIEIKHYB

Ha kHomke He coxpansth (Don’t Save).

fuum

“Ecnm Excel. 2016 aunonuﬂerca Ha
© YCTPOWCTBE G COHCOPHLIM 3xpauom
i K -KOTOpOMY He fopkmoyeHa u-
.:awqecxan KnaBuatypa (4axe KOFpa pedb MaeT o6
- YGTPOWCTEE C OTHOCUTE/IbHO GONbILINM IKPAHOM,
_TAKOM KaK nnaHwet Mn:rosoﬁ Surface 3 ¢ 10-pyoit-

M CEHCOpHOro ynpaaueauu € MOMOLLBIO iaHeNk
HICTPOFO A0CTYNA (CM, pasaen “Hactpoiixa naHe-

m BicTporo namyna") Tocne nepexopaa 8- -aT0T.

PEXVIM: YBEAMNMBABTCS PACCTONHUE MEXAY KHOM-
kamu 3aKkpbiTh (Close), Haxopauieiics B npasomM

Tloaynenue cnprabru

VMOBHM ‘IKpaHOM), TO He 3a6yp.bre fepeitTy B pe--

- 3axpnitne Excel ¢ nououwo ceucopﬂoro 3xpaua

- BEPXHEM. ymy OKHa, U Boccrauoawrb (Restore -
“ Down), naxomw.emcu CnieBa oT KHOMKA 3akpbiTh.
‘B _pesynbrate: KacaHue KHOMKA. 3aprn'b apu-

BEAET K BBIXOAY W3 NPOTPAMMBbI, NOCKOALKY Batl

L nanew, WM - CTwc BDAN NI 33/IEHET KHOMKY -
",Bocc1'aHoavm> Ecm Ha akpane 0ToGpaxaeTca
akpauuan xnaanarypa u NS 3aKPLITHS nporpammu :
"'Bbi XOTUTE BOCTIONL3OBATLCS Komﬁuuauweu Kna~
“guw <Alt+F4>, 70 He 3abyasTe npenaapmenbno

‘HaXaTb Knasuuly <Fr>; yro0bl Ha KnaBnatype no-

“ABUMCH GYHKUWMOHANbHBIE KNABUWM.

Ipwu paGore B Excel 2016 MOXXHO NONYYHTE CIIPaBKy OAHHUM M3 CEAYIOIHX cI0CO60B.

‘? v" Tlomomuuk (Tell Me), BEI3bIBaeMBIl ¢ TOMOLIbIO KOMOMHAIMHA KJ1aBHIL

MY10 IIOCJIEAOBATEIIbHOCTD.

é <Alt+Q>, He TONBKO AEMOHCTPUPYET NOCHEI0BATENBFHOCTD KOMAH/, OTHO-
i csAufylocs K TeMe CIPaBKH, HO Takke MHHUIMHPYET U 3aBepLiaet Tpedye-
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v' VIHTepakTHBHas CIpaBKa, Bhi3biBaeMas knasuuiel <F 1>, comepxut crpa-
BOYHBIE TEMBI, MMEIOILIME OTHOLIEHHE K pasHbIM cpeacTBaM Excel.

Ucnonb3osaHue MomoLyHMKa

OnHo 13 HauGornee CHMNATHYHBIX HOBBIX cpelcTB, nospuBLInXxca B Excel 2016, — IMo-
mornunk (Tell Me). 31o cpeAcTBO HOCTYITHO B TEKCTOBOM 11071€ YTO Bbl XOTUTE cAenaTh?
(Tell Me What You Want to Do), Haxonsiemcs clipaBa OT HocienHeil KoMaHaHOM BKIagKi
nentsl Excel. Ilo Mepe BBoZia TEKCTa B 3TO MOJE TIPOrpamMma 0TOOpakaeT epeyeHb CBA3aH-
HbIX komaHz Excel B nosBUBLIEMCS pacKpBIBAIOLIEMCS CITHCKE.

TMocne BbIGOpa OAHOTO W3 MEMEHTOB 3TOTO clMcka Excel akTuBusupyeT cooTBeTCTBY-
FOLIYFO KOMaHy JIEHTHI (He3aBHCUMO OT BBIOpaHHO! B JaHHbIH MOMEHT BKIAAKH) U OXKUIa-
eT OT Bac 3aBeplICHUs BbHIOOpa B MOAMEHIO 3T0il komMaHzabl. MHorna Excel asTomaTtuyecku
3aBepLUAET NOC/IEA0BATEIbHOCTD KOMaH .

Hanpumep, ecii B TekcToBOE nonie YTO Bbl XOTUTE cAenaTh? BBECTH CIOBO f1@YaTh,
Excel oto6pas3ut ciieayromnme 31eMeHThI:

¢ v MNpeasapuTenbHblil NPocmoTp (Preview);

v’ MNeuvartb ceTku (Print Guidelines);

i v Meuatb (Print);

¢ v Meyatb 3aronoskos (Print Headers);

4 v TpocMoTp u nevaTs (Preview and Print);

# v MonyunuTb cnpasky: Mevats (See Help for “Print”);

i v WUnTennekTyanbHbi nouck neyatsb (Intelligent Search print).

Ecnu BbiGpare koMaHxy [levatb (Tpeths B cmucke), To Excel pacneuaraer Texyuuit
nuct Ha npuHTepe. Ecnu ke BeiGparh komanay peasapuTenbHbiil NPOCMOTP, TO o-
SBUTCA NOAMEHIO, BKIIIOYarolee komaHas! NpocmoTp U nevats (Print Preview and Print),
Beictpas nevatb (Quick Print) u MpeaBaputenbHbiil NPOCMOTP B8O Becb akpaH (Print
Preview Full Screen). B cny4ae Bribopa komanzasl MMpocmoTp u nevats Excel moka-
HeET, KaK OyJer BBIVIANETh HanedaTaHHHId TOKYMEHT Ha 3KpaHe Iedyari (TpecTaBieHue
Backstage). Ecnu BbiOpate myHKT BbiCTpas neyats, To Excel otnpasut muct Henocpen-
CTBEHHO Ha NpuHTEp. B ciyuae ke BHIOOpa mapametpa [pesBapuTenbHbI NPOCMOTP
BO BeCb 3KpaH Excel 3aMeHUT npeAcTaBlieHHE JIMCTa MOMHOIKPAHHBIM TPEACTABICHUEM
CTpaHMLBI, Ha kKOTOpo# OyneT HameyaraH JucT. (B miaBe 5 mpHBeIeHB! IOMOIHUTENLHBIE
CBEZICHMS, OTHOCALIMECS K NPEABAPUTEILHOMY IPOCMOTPY U MEYary JHUCTOB.)

Ecnu B none YTo Bbl XOTUTE CAenaTh? BBECTH CJIOBO noguepxumBamme, T0 Excel
0T0OpasuT creyiole Tpy MeMenTa: [oguyepkHyThii (Underline), Monyyntb cnpasky:
nop4epkusanne (See Help for “Underline”) u MHTennekTyanbHbIli NOUCK Nog4epkusa-
Hue (Intelligent Search underline). B ciyuae BriGopa snementa MoAYEPKHY ThIN riporpam-
Ma Ha3HauMT arpuOyT MOAYEPKHYTOTO LIpUdTa COAEPKUMOMY TEKYyLIeH aueiiku.

52 Yacrb I. 3HakomeTso ¢ Excel 2016



Eciu BBl XOTUTE HayYMTHCS pelliaTh Te WM MHbIE 3aa4y ¢ nomouibio Excel,
HE TIoNarasch Ha BO3MOXKHOCTH aBTOMaTH3alliy, TO BbiGepuTe mapamerp [o-
ny4wTh CNpaskKy: mema. B pesynerare oTkpoeTcs OkHO crnpaBku Excel, B
KOTOPOM 0TOOpa3sTCs CBEAEHUN 00 NCHONHE30BaHNKA KOMAH IPY BbIIIOIHEHHH
TeKy1leH 3anayn.

B Bupeoponuke Ne3 paccMoTpeHo rcnonb3oBanue nomomninunka Excel 2016
U1 CO3/IaHusI CBOIHOM TabnuupbI.

[=l:;
go.dialektika.com/
Excel16FD03

Nonyuyenune cnpasku B UHTepHeTe

B Excel 2016 noctynHa onnaiii-cnpaska. [llenkuure Ha kHonke Cnpaska (Help), 060-
3HaYEHHOM 3HAKOM BONPOCA W HAXONJALIEHCs crpaBa OT kHonky CBepHyTb neHTy (Mini-
mize the Ribbon) B mpaBo#i yacTu okHa mporpamMmbl. YTOOB! OTKPBITE OTAENBHOE OKHO
cnpaBky Excel, HaskmuTe xnaumy <F1>,

[Tpy IlepBOM OTKPHITHH OKHA CTIPaBKH IIPOrpaMMa NOMNbITaeTCsA UCIONB30BaTh MOAKIIIO-
ueHue Kk UnTepHeTy s o6HOBIeHUs uHbopMaLuu. B okHE CIIpaBKH COAEPXKMTCA Macca
CCBUIOK, M, €CJIM BbI XOTHTE Y3HAaTh, YTO HOBOTO NMOABHIOCH B IPOrpaMMe, TO IIENKHHUTE Ha
ccuUike HoBbIE BO3MOXHOCTH.

Jlis Toro 4ToGb! MOMYUUTh CIIPaBKY O KOHKPeTHOH KOMaHAe WX QYHKIHH, BOCMONb-
3yiTeCh TEKCTOBBIM IOJIEM TOMCKA B BEPXHEH yacTy okHA. Beeaure mo060oe CnoBo Wid
HeCKOJIBKO CJIOB (HanpumMep, “TipeABapHTeNbHBIA NpOCMOTpP” HIIH “IIe4aTh JIUCTOB”) B 3TO
mone, a 3aTeM HaxMuTe KiaBumy <Enter> unu menkaute Ha kHonke Mouck. Ilocne atoro
B OKHE CHpaBKy OTOODPA3ATCA CChUIKH, CBA3AHHbIE ¢ TeMaTHKoH moycka. Yto6sl OTKPHITH
CIIPaBKY MO ORHOM U3 HaliICHHBIX TEM, LIEAKHHTE HA COOTBETCTBYIOLIEH CChUIKE.

Jlns Toro yToObl pacnevyarars CIpaBOYHYIO MHGOpMAaLHio, koTopas oTobpa-
JKAaeTCA B OKHE, LIENKHHTE Ha KHOMKe ¢ n300paXkeHUEM NpUHTEpa B BEpXHeH
YacTH OKHa. B OTKpBIBIIEMCS OUallOTOBOM OKHE BbIOepHTe NMpHHTEp W Ha-
CTPOMTE NapaMeTph! 1eYaru.
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[haBa 2

Cospanue paboyeit kauru “c Hyns”

B ormoti 2aabe. ..

Co3paHne HOBO KHMIY

BBoA pa3nnyHbIX AaHHbIX Ha paBouuii incT
Co3panue NpocTbix GOPMYn BPY4HYIO
Wcnpaenenyve owmnbok BBOAA AaHHbIX
Mcnonb3oBaHmne GyHKLW aBTO3aMEH!

Hcnonb3osanue GyHKLY aBTO3aMONHEHVA 1 MTHOBEHHOTO 3aN0NHEHNS 11 BBOAA
nocnenoBaTensHocTen

Beog v pepakTupoBatue hopmyn, Coaepxattinx BCTPOeHHbIe hYHKLMM
CyMMWpOBaHKUe YUCOBLIX CTPOK M CTONGLOB ¢ NOMOLLBIO KHoNk Cymma
» CoxpaHeHue v BocCTaHoBnEHWe pabounx KHur nocne c60es KoMnbioTepa

YV V. VvV V V V

v v

/[ enepb, Kora Bbl Hay4YwIuch 3amyckarsb Excel 2016, npuiio BpemMs BBLACHHTE,
Kkak paboTartk ¢ 3T0#i nporpamMMoii. B 3T10ii rmaee Bl y3HaeTe 0 QYHKIUAX aBTO-
3aMeHbl ¥ aBTO3AIIOJIHEHUS H O TOM, Kak C HX MOMOLIBIO 136exarh OIMOO0K ¥ CIKOHOMHUTH
BpeMs. Brl 0cBOHTE MaJleHbKHE XUTPOCTH (ABTO3aNOIHEHNE U MTHOBEHHOE 3allONHEHME),
KOTOPLIMH CMOXKETE BOCIIONB30BaThCs NIPU BBOJE TIOCIEA0BATEIbHOCTEH NaHHLIX, a TAKKE
OZIHMX H TeX K€ 3Ha4eHHUI B MACCUBHI fUCEK.

Kpome Toro, BbI y3HaeTe, kKak COXpaHATh HH(POpMaLHIO Ha AUCKe, YTOOBI HE NPHILIOCH
BBOJINThH €€ 3aHOBO.

YUio momno Gboquire € nobyr padowyro knuzy

Iocne 3amycka Excel 2016 nosButcs pasaeneHHblH Ha IBe 9YaCcTH HaYaJdbHbIN 3KpaH
(puc. 2.1). Ha neBoii manenu otoOpaxaroTcs Ha3BaHUA HEAABHO PeIaKTHPOBABLUMXCH KHUTL.
B mwxHel yacTy JieBoit naHenu Haxomutcs cebuika OTKpbITh Apyrue kHuru (Open Other
Workbooks).

Ha nanenw, Haxonsiieiics B NpaBoii YaCTH HA4YaJIbHOTO 9KpaHa, 0TOOPaXkaloTCs MUHH-
aTIOpbl Pa3NYHBIX HIa0JIOHOB, HA OCHOBE KOTOPHIX MOXHO CO37aBaTb HOBbLIE KHUIH. OTH
wabIoHb! IpeCTaBNAIT co00il roToBbie (OPMBI, HallpuMep GoKeT MK padounii 1ias.
HoBsle paboune KHATH, CO3IaHHbIe Ha OCHOBE HIa0JIOHOB, BKJIIOYAIOT FOTOBbIE TAOIHMLIBI
W CITUCKU. 3a4acTyIO 3TH KHUI'HM Coziepkar oOpa3Libl AaHHBIX U 3aIr0JIOBKOB, KOTOPhIE IpH
HeoOXOAMMOCTH MOKHO HU3MEHATEL M peaKTHpPOBaTh. i3MeHeHHYI0 NONbL30BaTeNeM KHUTY
MOXXHO COXPAHHTh [10J] HOBBIM HMEHEM.
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Puc. 2.1. HavanbHblii akpaH Excel 2016, koTopbiii NosBASETCS N10C/e NEPBOro 3anycka nporpammbl

Crucok maboHOB HAYUHAETCA ¢ MUHHMATIOPH MabioHa [Tycras kHura (Blank Work-
book), 3a kKoTOpEIM cileyeT MAHHUaTIopa mabnoHa B3ste Typ (Take a Tour). 3arem uayT
MUHHATIOPBI APYTHX 11a0JIOHOB, MPeHA3HAYCHHBIX UM CO3JaHus Haubosee MOMyIspHBIX
KHHT, — OT OIOKETOB 0 KaleHnapeii. Eciin Bac He ycTpanBaeT HM OIWH U3 Npexjiarae-
MBIX 11a0JIOHOB, TO BOCTONB3yiiTech nojieM Mouck wabnoHos B cetu (Search Online
Templates) nyist moucka HyxHoro mabnoHa. Huxe storo nons B paznene lMpegnoxeHus
ans noucka (Suggested Searches) menknure Ha oxHOM U3 cchliok: BuaHec (Business),
JlnuHele (Personal), Kanengapu (Calendars), biogxeTsl (Budgets) unu fogoBbie xyp-
Hanb! (Yearly Magazines). B pesynsrare oto6pa3surcs HaGop mabioHOB BHIOpPaHHOTO
BaMH THIa.

HacToATensHO PeKOMEHOYeTCs BOCIONb30BAThCA AGIOHOM B3ATE TYD,
4T00Bl BKparTIle O3HAKOMHTHCH C HOBBIMH Bo3MoxxHocTAMH Excel 2016.
Ha ocHoBe 3Toro ma6ioHa mporpamma CO3acT HOBYIO KHHTY JoGpo mo-
xanosaTh B Excel! (Welcome to Excel!), cocrosiyro u3 IIeCTH JH-
croB: Hauamo (Start), 3anmmueka (Fill), Ananus (Analyze), Dnarpamma
(Chart), Tomomuumk (Tell Me) u DononuutensHo (Learn More). Ha sucre
3anMBKa MOXHO onpoboBarh (yHKIHI0O MFHOBEHHOTO 3allOJIHEHHS, KOTO-
pas OyneT paccMoTpeHa Hipke. Ha sHcTe AHanm=3 MOXHO O3HAKOMHTECS C
HOBOH (yHKnueil sKcnpecc-aHanusa, KoTopas noApoOHO paccMaTpHBAETCsa
B miaBe 3. Ha nucre OuarpaMMa Bbl O3HAKOMHTECH ¢ HOBOH QyHKIMel
Pekomenayembie guarpammbl, kotopas Oymer paccMoTpeHa B miase 10.
Kax Tonbko BaM HaJioecT 3HAKOMUTHCS C HOBBIMH (DYHKIIMAMH, 3aKpOiTe KHU-
ry Jo6po noxanosaTek B Excel!, He COXpaHsis USMECHECHHUS.
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Ecnu Ha HavanpeHOM dKpane Excel 2016 Gyner Bribpana Munuartiopa mabiioHa, OTIH-
wAlOIErocs OT MaboHoB [lycTasa KHMI'a U B3aATh Typ, TO OTOOpa3suTCs AHAIOroBoe
OKHO, B KOTOPOM NOSIBATCS YBEJIMYEHHAs BepCUS MUHHATIOPHI 11a0JI0Ha, HA3BaHKE, KPATKOe
OIIMCaHHWe, pa3Mep 3arpyxaemoro ¢aiina u oueska. YtoOsl 3arpy3uTh mabIoH ¥ cO3JaTh
HA €ro OCHOBe HOBylo kHury B Excel, menxnure Ha knonke Cosaatb (Create). Ecin xe
BLIOpaHHbIi ma6iioH BaM He MOAXOMWT, TO IIEJNKHKUTE Ha KHomnke 3akpbiTh (Close) snbo
mpocTo HaxxmuTe kiasumry <Esc>.

Y1006bI CO3MaTh HOBYIO KHHTY, JIMIIEHHYIO KaKUX-TMO0 JaHHBIX, LIEIKHUTE Ha MHHH-
amope wabnona Ilycras KHMUTa Ha HavambHOM 3kpaHe Excel 2016. B pesynstare nipo-
rpamMMa OTKpOeT HOBYHO KHMIY 1of HasBaHMeM Kumral (Bookl). OHa BkarouaeT eauH-
crBedHkIi nucT JicTl (Sheetl). YtoGs! Havath paboTtars ¢ HOBOI KHUTOM, TPOCTO HAYHHU-
Te BBOIWUTH JJaHHbIe Ha JIUCTe JICT1 B OKHE KHMIM KHural.

CoBeTbl N0 BBOAY AaHHbIX

O6parute BHUMaHue Ha Clie/lyOLlie COBETHI, KOTOpble MPUrOAATCS BaM NpH BBOIE JaH-
HBIX B HOBYIO pabouyio KHUTY.

£ v/ Tlo BO3MOXHOCTH INpEACTaBAliTe BBOAUMYIO HMHGOPMAUMIO B BHIE Ta-
GaMI JaHHBIX, 3aHAMAIOIINX CMEXHbIE CTONOUB! ¥ cTpokn. HaunnaiiTe
Tabnuiyy ¢ BepxHel NeBoii sueliku paGodero JKUCTa U MOCTENEHHO Hpo-
JBUraiiTeCh BHU3, a He BIpaBo. PasHble TaOmuIbl 1O BO3MOKHOCTH pas-
nensiite ge Gornee YeM OHOM CTPOKOH MM CTONOLIOM.

Tpu co3nanuy Tabiul He NPONycKaliTe CTPOKH ¥ CTOJOLB! TONBKO AJIs
TOTO, 4TOOBI CAenarh nHpopMaLHio 6onee HarsigHOH. B rmase 3 B! y3Ha-
eTe, KaK YBEJIUYUTH ITyCTOe IIPOCTPAHCTBO MEXY JAaHHBIMU 3a CYET YBe-
JIMYEHWS IIIUPUHBI CTONOLOB M BEICOTHI CTPOK, & TaKXKe MyTeM N3MEHEHUA
BbIpaBHUBaHH.

3apesepBupyiiTe ofMH CTONGEIL Ha JIEBOM rpaHuLe TabIULb! IS 3aT0NO0B-
KOB CTpOK.

3apesepBupyliTe OfHy CTPOKY Ha BepXHeil rpaHuLe TaOmuilbl JIs 3aro-
JIOBKOB CTOJICLIOB.

Ecnu Tabnuue HyXeH 3arojIoBOK, IIOMECTHTE €r0 Ha OfHY CTPOKY Bhillle
3aroJI0BKOB CTONOIO0B. IToMeCTHTE 3arofoBOK TAONMIE! B TOT )K€ CTONIOEIL,
B KOTOPOM HaxOZATCS 3aroiioBKH cTpok. VI3 raBel 3 Bbl y3HaeTe O TOM,
KaK BBIPOBHATH MO LEHTPY 3ar0JIOBOK OTHOCHUTENIHHO BCEX CTONOLOB Ta-
§3171113 8

LAV S )

B miaBe 1 yxe ymOMHHAJIOCH O TOM, HACKOJBKO OOJNBIIMMH MOTYT OBITH OT/ENBHEIE JIHC-
TBI paboueil kKHUru. BepoaTHO, Bbl YAHBIEHbI TEM, YTO HE PEKOMEHAYETCH MCIOIb30BATh
BCE 3TO IPOCTPAHCTBO AIA BBoJAa HHpopmauuH. M 3auem Boobe 6ecnokontbes 06 Jko-
HOMMH CTPOK ¥ cToNO10B? JIeN0 B TOM, YTO S5KOHOMMS MPOCTPAHCTBA pabouero nMcrTa pas-
HOCHJIbHA S9KOHOMHY OllepaTHBHOH mamaTy. Jlaxe eclii B OTHENIbHbIE AYEHKHU HEe BBEACHbI
JIaHHbie, POrpaMMa pe3epBUPYET IJii HUX JOHOJIHUTENBHYIO NAMATh, KOTOpast SBIAETCS
LJeHHBIM CHCTEMHbBIM PECypcoM.

InaBa 2. Co3panue paboyeii Knuru “c Hyna” 57



00 arom cneayeT NOMHUTL
OWMHHA!
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Vyrute, 4T0 MMEHHO 00BEM ONEPaTUBHO NaMATH, JOCTYIHBIH POrpamMmMe, a
BOBCE HE KOIMUYECTBO fueeK paboyero nucra, onpejenser pasMep dIEKTPOH-
HOM TaGIHIbI, KOTOPYIO MOKHO HOTEHIMAIBHO CO31aTh. Kak ToJNbKO AOCTYII-
Hasd namATh OyAeT ucyepriaHa, Bbl (aKTHHeCKH JAOCTUIHETe KOoHUa padouero
JHCTa, HE3aBHCHMO OT TOTO, CKOJILKO B HEM OCTAIOCh CTPOK H CTOJIOLIOB.
Yrto6rl MAKCUMU3UPOBaTh 00BeM MH(OPMaIMH, KOTOPIA MOXHO NOMECTHTD
Ha paGo4uii JTUCT, cTapaiiTech pacronararh JaHHbIE KaK MOXHO IUIOTHee.

Bbogumn gannse

HavHeM ¢ OCHOBHOIO mpaBunia BBoja JaHHeIX. [loBropsaiite 3a MHo#: “[lng BROAA NaH-
HBIX Ha pabounil JTUCT IOMECTHUTE KYpCOp AYCHKY B HYKHYIO MO3HLIHIO M HadyHaliTe BBO-
IuTh “HOpMALHIO”.

Onuako HMeliTe B BHAY, 4TO Tiepell TeM, Kak Kypcop s4eiiku GyfeT IOMeIleH B HY>XHYIO
NO3UNUIO, POrpaMMa AOKHA HaXONUTLCA B COCTOAHMM TOTOBHOCTH (0OpaTHTe BHUMA-
HHe Ha oToOpakeHue uHAnKatopa FoToBo (Ready) B sieBoil yacTu cTpox# coctosnms). Kak
TOJILKO BBl HA4HETE BBOJAUTH NAaHHBIE, COCTOSHHME M3MEHUTCA Ha BBof (4ro orobpasurcs
Bce B Tol ke CTpoke cocTosHUA). Eciii He akTHBH3MPOBAH PEXKUM TOTOBHOCTH, HKMHUTE
Knasuury <Esc>.

L

Sn

3% Ecnu BBOA JaHHEBIX BBIIONHAETCA Ha YCTPOHCTBE, K KOTOPOMY HE MOIKIIO-
YyeHa (u3HYecKas KnaBHaTypa, TO BOCHONb3YHTeCh IKpaHHOH (BHPTYaIbHOI)

KiaBuaTypoH, OTKpEIB €e B okHe Excel. (JlononHuTesbHbIe cBeneHNsA 00 0To-

OpakeHHH ¥ HCNOJIb30BaHUY SKPAaHHOMH KJIaBHaTypbl NPUBEAEHHI B Iase 1.)

Kak Tonpko Bbl HaYHeTe BBOAMTH HH(OPMALUIO, CUMBOJIBI, BBOAUMBIE B s4eiiKy, OyayT
aBTOMAaTHYecku oToOpaKaTeCa U B CTpoKe (GopMya B BepXHeil yacTu SkpaHa. IIpu sTom
B HEHTpPE CTPOKH (HOpMyI HOABATCA (B JONONHHUTENbHBIEe KHOMKU: OTMeHa (Cancel)
u Beog (Enter).

ITo Mepe BBOZA HHGOPMaUI 0TOOpakaeTCs Kak B CaMOit BIIGTICHHOM siueiiKke, Tak U B
crpoke dopmyn (puc. 2.2). OnHako ToYka BCTaBKH (MUTalOIas BEPTHKANbHAS YepTa, Ciiy-
Kamiasg KypcopoM) MOSBIBIETCA TONBbKO B KOHIE MOCJIEHOBATELHOCTH CHMBOJIOB, BBOIH-
MBIX B gueiike.

TMocne Toro xak BBOX naHHBIX B sueiiKy OyneT 3aBepiueH, HakMuTe KnaBuily <Enter>,
4TOGB! COXpaHUTL HX. ITpu 3TOM NporpamMma nepexoauT u3 pexkuma Beog, B pexxum MoToso.
Teneps MOXHO nepeiTH K APYroi suelike ¥ BBECTU UM OTPEAAKTHPOBATE AAHHbIE B HEl.

Yro6e1 3aBepIuMTEL BBOJ HHGOPMALIHH B S4eiiKy H BEpHYTb IPOTPaMMY B PEXHM rOTOB-
HOCTH, LIEJKHATE HA KHONKe BBOA B cTpoke opmyn nubo Haxmute kiasuiny <Enter>
WY OfIHY M3 KJIaBHII YIIPABIEHNS KypCOpoM (4>, <>, <>, <—>>). JInd 3TUX XKe Heei
MOJeTe BOCHOJB30BaThCA KiaBuieil <Tab> win komOuHaumei kiasum <Shift+Tab>.
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Puc. 2.2, BBonumbie faHHbIe NOSBASIOTCS B TEKYLLEN A4eliKe 1 B CTPOKE GopMyn

Tocne 3aBepineHust BBOJA AAHHBIX B sAHelKy ¢ momolupio knasui <Enter>,
<Tab>, <Shift+Tab> win ke oIHOH W3 KIABHII YIPABIeHU KypcopoM (dax-
THYECKH TPOUCXOHUT HE TOJIBKO BBOA AAHHBIX B TEKYLIYIO SUCHKY, HO U OCy-
IIECTRIAETCS TEpeMeIeHIe Kypcopa B COCEIHIO AUelKy JIMCTa, B KOTOPOH

HY>XXHO OTPEAAKTUPOBATE 1160 BBECTH JaHHBIE.

Kaxpiii u3 MpeajioKeHHbIX BADHAHTOB BBOZIA TEKCTA B AYEHKY UMEET CBOM OCOOEHHO-
CTH, TakK YTO YYTHTE CJIeYIOLIHe MOMEHTBI.

x4

v

He3zaBucumo

Ecnu wmenkHyTs Ha kHomke BBof B cTpoke dopMyn (Ha Hell m306pakeHa
raioyka), TO TEKCT BBOAUTCA B sTelKy, a Kypcop OCTaeTCsi Ha TOM JKe MeCTe.

Ecnu Haxarb kiaBuiny <Enter>, To TEKCT Tak)ke BBOAUTCS B S4YEHKY, a
Kypcop MO YMOIYAHHUIO NEPEMELIAETCA B COCEIHIO0 CHU3Y STYEHKY.

Ecnu HakaTh OfHY U3 KJIaBUII YIIPABICHNS KypCOPOM, TO TEKCT BBOIUTCS
B f4eliKy, a yKkasarellb MepeMellaeTcs B HalpaBlIeHHUH, YKa3aHHOM 3TOH
knaBuieli. Knapuma <|> mo3BonseT mepeBecTH Kypcop B COCEIHION
CHU3Y s4eliKy, Tak e kak U kiaBuia <Enter>. Haxxarue kiaBuiy <—>
WIH <> NIePEBOAUT KyPCOp COOTBETCTBEHHO B SYEHKy CIICHYIOLIET0 WK
npeapIAyLIero cronbua Toi e crpoku. Ecii ke Haxarh KIaBHLTY <>,
TO KypcOp NEPEMECTUTCS B COCEAHIOID CBEPXY AYEHKY.

Ecnu Haxarp knasunry <Tab>, To TekcT Taxoke OyneT BBeJieH B sYeliky,
a Kypcop IepeMeCTUTCS B COCEAHIO f4eiiKy CIIpaBa, Kak U IpPHU Haxka-
THH KIaBHIIH <—>, Eciii Haxarh KoMOHMHaLuio Kiasuin <Shift+Tab>, To
Kypcop NMEPEMECTHTCS B COCEHNHIOI AYEHKy CleBa, KaK M MpH HaXaTHH
KJIQBHIIH <<—>,

OT TOTO, KaKoit METOJI BbI Gy/ieTe HCITONB30BaTh IIPH BBOJE NaHHBIX B A4eii-

KM, TOCJIe 3aBepIIeHVs BBOAA IIPOrPaMMa OUMCTHT CTPOKY (GOPMYN U OTKIIOYHT KHOIIKH
Beopa u OTmeHa. TTocne 3toro JaHHEIe, BBEAEHHEIE B s4eliky, OyayT oToOpaxkarscs Ha pa-
GoueM JucTe, a U NEpeMEeIeHH: Kypcopa K 9ToH s4eiike ee conepxumMoe cHoBa Oynet

otobpaxarscs B

cTpoke opmyit.
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Ecnu BO BpeMs BBOZA JAAHHBIX WK MOCKE BBOJA, HO A0 €0 NMOATBEPKACHYS, BbI NOM-
MeTe, 4TO BBENHU JaHHbie HE B Ty f4eiiky, TO yaanuTe UX, LIENKHYB Ha kHomke OTMEHa B
ctpoke ¢GopMyn uin Haxas KiaBuiy <Esc>. Ecam ke BBI NOHAIN OIMGO9HOCTD BBIGOpa
MecTa yxKe Tnocie NOATBEPXKACHUs BBOJA, TO NEpEeMecTHTE JaHHbie B APYIyIO AuekKy 1wim
YAAJIMTE 3aMUCh (3TH OfNepalliy ONMCAaHbI B [IaBe 4), MOCie 4ero BBEAUTE €€ B IPyroM Me-
cTe pabotero JmcTa.

Kak ucnonvsosars knasuwy <Enter> ans
nepemeLLieHus Kypcopa sueiiku B HyXHOe MecTo
Excel aBTOMATMMECKM nepemewa-  “4Tobbi MCKMONMT NEpeMeliieHMe Kypcopa nocne
8T KYpCOp AiMeiikvi Ha OfHY CTPOKY  BBOAA faHHblX, cOpockte dnaxok Mepexon K
BHM3, KaK TONILKO HAXaTa Knasuwa APYroi sueiike nocne HaXaTva KNaBuLLIK
<Enter> nocne 880fa AaHHkix, ECAv Bul He xotute, BBOA (After Pressing Enter, Move Selection

4TQ0b! HAXATME 3TON KNABULIW NPUBOMNO K U3ME-
HEHMIO NOSNLIVI KYPCOPa MM NEPEMELLAIO ero Ha
0f1Hy NO3ULMIO BBEPX, BNPABO WM BIEBO, TO Nepe-
iigure Ha Bknagky [lononHuTensHo (Advanced)
. pmanoroeoro okHa MapameTpui Excel (uTo6e

Dtrectlon) Yro6ut U3MEHUTL HanpasneHue nepe-

MeLeHUs Kypcopa, We/IKHUTE Ha Packpbisalo-

u{eMcs CRUCKe; KOTOPhIA HaXOAUTCS . nop, aTwm

-naxxom, U BbiGepute Heobxoaumoe uanpapne- :

Hue. flocne 3aBepuieHn HACTPONKY LBNKHUTE Ha

OTKPbITh 370 OKHO, HaXmuTe KoMOUHALMIO KnaBui . kHonke OK.

<Alt+OM>/<AIFTA>).

4E E B Buneoponuke Ned pacckasbiBaeTcs 06 MCTIONb30BaHHU (yHKUMH YAa-
nuTb AyGnNuUKaTh! 1A yaaleHUs TOBTOPAIOIMXCS JAHHBIX.

go.dialektika.com/
Excel16FD04

Bbog gannsx pasiununeix zunob

Bam HeGesbiHTEpecHO OyeT y3HaTh, uTo Excel cpasy mocnie BBofa AaHHbIX Ha pabouuit
JIHACT aHAIM3UPYET COAEPIKIMOE A4eeK U KIacCU(PUIIPYET eTo O OZHOMY W3 TPEX BO3MOX-
HBIX THIIOB: MeKCcm, YUCI060€ 3HateHue WU gopmyna.

Ecmn Excel o6HapysuT, uto 6bU1a BBeAeHA HOpMyna, TO aBTOMATHYECKH BBIYHCIHUT €€
3HaYeHue ¥ 0ToOpa3UT MONYYSHHbIN pesynbTar B sueiike (B TO ke BpeMs B CTPoKe dopmy-
JiBl To-TipexkHeMy Oynet otobpaxarscs cama opmyna). Eciu mporpamma He CMOXeT KBa-
IuUIHMpPOBaTh BBOAUMBIE JaHHbIE Kak (GopMyiTy (OCHOBHBIE NpH3HAKH (HOPMYJIBI OMHUCAHBI
HIDKe), TO OHU OyIyT TPAKTOBATHCA KAK YHCIIOBIC 3HAYCHUS UITH TEKCT.

TekcT ¥ 4ucna, BBeAeHHbIE B s4eliku Excel, BolpaBHUBaIOTCA MO-pa3HOMY. TeKCT Bbi-
paBHUBACTCS MO JICBO rpaHuLie sueiiku, a Yucha — o npasoif. Tak kax GopMyJsl Ipea-
nojararoT HCIONb30BaHHE ONHOTHIIHBIX JaHHBIX (TeKCTa MU YHcen), ocne BBoza hopmy-
JIbl IPOTPaMMa MOXKET Cpasy e ONPEeeUTh €€ JOMyCTUMOCTE, CpaBeAuBo ClaeayolIee
YTBepkZCHHE: ecli B opMyJie MMeeTCs CChUIKa Ha TeKCT TaM, rie Excel oxupaer 3naue-
HHe, TO OHa BBIMUCICHA He OyIerT.
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TekcToBbie faHHble

TexcToBOI sABNSETCS 3aMKCh, KOTOPYIO MpOrpaMMa He CMOIVia OTHECTH HH K KaTeropHd
¢dopMyI1, HU K KaTeropuy YUCJIOBLIX 3HaueHuit. Kak nmpasuiio, Ha npakTuke GONBLUINHCTBO
TEKCTOBBIX 3amuceil (Takke Has3blBaeMbIX Memkamu) MPEeACTaBIfIOT co0off KoMOHHALMIO
OyKB U 3HAaKOB IyHKTyauuu uiu OykB u uudp. Texct Ha pabodeM nucTe 0OBIMHO UCHIONB3Y-
€TCs1 A1 3arojJIOBKOB M IPUMEYaHUH.

BeI Bcerma cMOXeTe TOUHO ONMPENENNTh, BOCIIPUHANA JIM IPOrpaMMa 3alliCh KaK TEKCT,
TIOCKONIBKY OH OOBIYHO BRIpaBHHUBAETCS 11O JieBoi rpaHmiie sraefiky. Eciu TekcToBas 3aImch
HIMpe, YeM MOXKET OTOOPa3UTLCA B Aueiike, TO JaHHBIE PACTPOCTPAHAIOTCS HA COCENHHE
CIipaBa SUEHKU npu ycioeuy, Ymo oHu nycmele.

Ecnu BnocnecTBUM BBl BBEIETE TEKCT B A4EiiKy, HA KOTOPYIO PACHPOCTPAHAETCS TEKCT
U3 sA4eiku ciaesa, To Excel o0pexeT MIMHHYIO TEKCTOBYIO CTPOKY (pHc. 2.3). OnHako He
BOJIHY#TeCh: TIporpaMMa He yZJajieT CaMi CHMBOJIB], a JIMIIb YMEHbINAET 00/1acTh HX OTO-
Opaxenns Ha paboyeM Jmcte. YToObl 0TOOPa3HTh HEBUIMMBIE CHUMBOJIBL, HYXKHO IIPOCTO
pacLIUpHTh AUeiKy (KakK 3TO CAeNnarh, Bbl y3HaeTe B Iviase 3).

[
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Puc. 2.3. 3anmcy B syerikax cripaBa 06pe3aioT J/MHHBIA TEKCT, HaXOAALLMIACS B s4elikax ceBa

= E B Buaeoponuke NeS paccMaTpuBaeTcs IpHMEHEHHEe MacTepa pacipesiele-
: = HUS TEKCTA MO CTONOLAM, HO3BOJAIOMIETO OBICTPO EPEHECTH TEKCT U3 Of1-
HOro cTOJI0Na B JApyTrHe CToJOHbI paboyero jucra.

go.dialektika.com/
Excel16FDOS
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Aml Excel TeKcT — 370 He NTO uHoe, Kak Wy

"{Toéu ﬂOﬂ)‘MTb uoxaaarenbcmo  Hag smmn meuxamn (c wucnamn v TGKCTOM), Y10~
13TOro (aKTa, UCronbayiTe uHOMKa- Zﬁbl Bbmenmh X Tenepb Bamauvrre Ha -UHANKATOP -
; _ Top aetosblyMcneHni. B kavectse - @BTOBBIYUCHBHNIA B crpoxe COCTOSIHWS, W Bbl YBU-
npumepa ssenme B OBHY. S4eHKY: 4uCno 25,°a B - [NTe pesynbTaT: cpefiHee 3HayeHue Bynet pasHo
COCEAHION cmsy—npousaonbuyno CTPOKY TeKCTa, . ABajuamm. TSITH, - KOM4ECTBO sanuceil — OBYM U
Hanpumep A CRer uuer, ‘Ssameraer sce "oﬁm.an cyMma — ABaauaTU NATi. STO 3HAYMT, YTO.
‘BOKPYT. 3aTeM neperawnTe yKasaTellb MbiluM . TEKCT HUKAK HE NOBAMAA Ha CYMMy J1BYX flueeK.

Yucnosbie 3HaYeHUA

Yucnoswie 3HaveHus ABIAIOTCA CTPOUTENLHBIMU OlIoKaMH GonbIIMHCTBA GOpPMYyT, CO3-
naBaembix B Excel. Kak TakoBble 3HaueHus ObIBAIOT ABYX BUOB: YHCIA, TIPEACTABILAIOIIMIE
KOJIMYECTBEHHBIE BeMYUHBI (Hanpumep, 14 coTpynHuxoB uad 140 000 pyGueit), U
3HAYEHHd, MpeCTaBisomue nary (Hanpumep, 30 mionss 2005 rona) uiam Bpems (Hanpu-
Mep, 14 uacos).

BrI cpa3y cMoxeTe OIpeneiuTh, BOCTIPUHSTA JIN IPOrpaMMa BBEACHHOE 3HA4YEHUE KaK
YHCJIO, TOCKOJIBKY HUC/a BRIPaBHUBAIOTCA MO MpaBoii rpaHuile s4yeliku. Eciau BBeaeHHOE
YHCIIO AJIMHHEE, YEM MOXET IOMECTUThLCH B fueiike, To Excel arromMarnuecku npeobpasyer
€ro B TaK Ha3bIBaEMOE HKCHOHEHYUAbHOe npedcmaesnerue. UToObl BEPHYTECS K OOBIMHOMY
TIPEACTaRIICHHIO, HYKHO BCETO JIMIIb PaCIIMPUTh sueiiKy (nogpobHee 06 31oM — B m1ase 3).

Y6enurecs, 4T0 NPOrpamMma npasusIbHO BOCTIPUHS/IA YNCO

ITpu cospannu pabovero JUcTa Nojab30BaTel OOBIMHO TPATHT MHOTO BPEMEHH Ha BBOX
YyCel, MPEACTABISIIONMX PasIuYHble KOHYECTBEHHbIE BEJIMYMHBI, OT 3apabOoTaHHbIX (WK
HOTEPSHHBIX) [eHer 0 MPOLEHTOB OT OIoMKeTa KOMNAHUY, 3aTPaueHHbIX Ha kode ¥ NoH-
YUKH.

YT100B! BBECTH MOJOKHTENBHOE YHCIIO, HanipuMep 4596000, HabepuTe COOTBETCTBYIO-
IIMe CHMBOJIBI Ha KJIABMAType U HaXMHUTE KiaBumy <Enter>. YToObI BBECTH OTpULIATENb-
HOE 4YHCII0, HapUMep 3aTpaThl KOMIIAHHA HA KOode U IOHYHKM IJI1 COTPYAHHKOB, BBEAUTE
3HAaK “MMHYC”, 32 KOTOPbIM CIemyloT Uudpel, Hanpumep =2175 (3TO He TaK MHOIO, €CIH
JOXOZibl KOMIIaHUH coCTaBUIH 4 596 000 pyOneit).

Ecnn BB 3aHMMaeTeCh OyXralNTepCKUM yUYETOM, TO 3HaeTe, YTO OTPULATENbHbIE YMCHa,
OMHCHIBAIOLIME PACXOMbl, HHOTZA 3aKIF0YalOT B KpyIible ckoOkH, Hanpumep (2175). Ox-
HaKo yurtHte, 4To Excel aBromaruuecku mpeobpasyer 4ucnia, 3aKIOYEHHbIE B CKOOKH, B
oTpullatebHbie 3Ha4eHIA. HanpuMep, eciiu BBl BBefleTe CYMMY pacxooB Ha kode u MoH-
4yyKH kKak (2175), To mporpamma rnpeobpasyer 3To yucio B —2175. (JlononHuTenbHbIE
cBeAeHus o6 Hcnonb3oBaHnu ckobok B Excel npuBeaeHs! B iase 3.)

Ecny 4yuciI0oBBIe 3HAYCHHS NPEACTABNAIOT CYMMBI B AoJulapax (WM B pyOisix), Hanpu-
MEP CYMMY BallIHX JOXOAOB B IIPOLIZIOM NoAy, TO A06aBbTe CHMBOJ Joiiapa (vnH py6ns) u
3aIATYIO TaK, Kak OObIYHO 3aIICHIBAIOT JEHEXKHbIE CyMMbI Ha Gymare. Tolbko yyTuTe, 4TO
€CJI BbI BBOJMTE YMCJIO C JECATHYHOMN 3ansaToit, To Excel HasHa4aeT BBeJleHHOMY 3Haue-
HHIO COOTBETCTBYIOIMH opMar (mofpobHee 0 YHCIIOBBIX (opMarTax MbI IOTOBOPUM B IVla-
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®e 3). AHaNloruyHo, €ClI¥ Bbl BBOAUTE YKCIIO, NIPeBapeHHOe 3HAKOM Aojuiapa (Wiu pyois),
Excel Ha3HauuT eMy JeHeXHBI (opMmar.

Korna BBoauTCs 3HaueHue ¢ AeCATUYHOM 3anaToi 6e3 nenoii uactu, Excel aBromarnue-
CKH npefiBapseT ASCATHUHYIO 3anaTyio HyjaeM. Hampumep, ecnu BBeCTH 3HaueHue , 34, TO
Excel BcraBut B stueliky yucno O, 34. Ecnu BBecTy uuciio 12, 50, To B suelike HOSBUTCA
3HadeHue 12, 5.

Ecnu Bbl He 3HaeTe AECATUYHBIH SKBUBATIECHT XPOOHOrO uMca, Hapumep 21/16, npo-
CTO BBEAMTE B AueliKy Apo6b. B 3ToM ciyuae Excel aBroMarnyecku npeofpasyer yucio
B JecaTuuHoe. HampuMep, ecnu Bbl TONBKO NPHOMH3UTENBHO NPEACTABISETE, YTO HUCIO
35/16 paxoaurcs B Auana3oHe ot 2 10 3, To Excel TouHO 3HaeT, 4TO 3TO HE YTO HMHOE,
Kak 2, 1875. [Ipu 5ToM B syelike otoOpakaercs JpoGHOE HKCIIO, a B CTPoke dopMmyt —
Jecatuynoe. Kak Bel y3HaeTe U3 MNIABH 3, CYWECTBYET NPOCTOH croco0 BBECTH B USHKY
apo6Hoe 3HaueHue, YTOObI B CTpOKe opMyIsl 0To0pasiack aecaTudHas Apoos.

OWMHM!

f

Ecnu Hy)HO BBeCTH NPOCTyo Jpobb, Takylo kak 3/4 umu 5/8, npensapure ee
HyneM, Harpumep 0 3/4 unu O 5/8 (1ipu 5ToM He 3abyAbTe OTAENHTH HyNb
ot apobu mpobernom). B nporusHOM ciyuae Excel BocnipuMeT Apo0b kak Jaty,
HanpuMmep 3 anpens WM 5 aBrycra.

IMpu BBOAE B AueiiKy uucia, NPEACTABIAIOIErO MPOLIEHT, BOCHONbL3YHTECh ONHUM U3
CEAYIOMMX c1Ioco00B:

c.

¥ v/ paszmenure 3T0 YyUCho Ha 100 1 BBEAKTE €10 AECATUUHBIN SKBUBANIEHT (TIe-
peMecTuTe AeCATHYHYIO 3alATyIO Ha ABa 3HaKa BIIEBO); HaNMpHMeEp, SKBH-
BaJleHTOM 12 % Oyner umcio ,12;

w

L Y

i

4 v/ JIOTIONHMTE YKCIIO 3HAKOM IPOLIEHTA, Hampumep 12%.

B mo6om cnyyae Excel coxpanut B sueiike AecATHYHOE 3HAUEHHE (B JaHHOM IpHMe-
pe , 12). Ecnu BB ykaxkeTe 3Hak mpoueHTa, To Excel Ha3HauuT ynciy npoueHTHsiH dop-
Mar, B pe3yJbTare 4ero B Auelike paGoyero mcra orobpasures 12%.

Kak coxpauutb gecsaTnyHbie 3HaKu

Ecnu HyxHO BBECTH 4UCTIO, COXPAHMB IPH 3TOM BCE €0 NECATHYHBIE 3HAKH, TO BbIOe-
pute napamerp PukcnposaHHas Touka (Fixed Decimal). Jta HacTpoiika MOXeT OKa3aTh-
¢t 0CODEHHO TONIE3HO# PY BBOJE NEHEXXHBIX BENNYHH € YKa3aHHEM KOMEEK MM LCHTOB.

Y1068l 30dhuKcuposams KOIMIECTBO AECATHYHBIX 3HAKOB B UHCNaX, BBIOIHHUTE CIELY-
IOLIUE ACHCTBHUSA.

1. BoiGepure komanay ®Paun=MNapametrpbi=>fononuutenbHo (File=>Op-
tions= Advanced) niu HaxxMuTe KOMOHHALMIO KAaBHIlI <Alt+OM>/<Alt+FTA>,
Oro6pasutcs Bknagka [lononHutenbHo (Advanced) nuanorosoro okHa Mapamert-
pbl Excel (Excel Options).

2. Ycranosure duiaxkox ABTOMaTH4YECKan BCTaBKa AeCATUYHOMR 3ansToit (Auto-
matically Insert a Decimal Point), naxoasuuiics B pa3zaesne MapameTpbl npaBku
(Editing Options).
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ITo ymonuanuro Excel 3adukcupyer nonoxeHue aecATHUHOM 3ansAToil Ha aBa pas-
psza ieBee BBEACHHOrO 4Mcaa. Jis TOro 4ro6bl U3MEHUTh HACTPOHKH KOJHUECTBA
3HaKOB NOCJIE 3aMATO#H, 33JaHHbIE IO YMOJTYaHHIO, nepeiiauTe K 1. 3, a He k I1. 4.

3. (JononnutensHo.) BBegure HOBoE 3HAYEHME B TEKCTOBOE MoJie YUCNO 3HaKoB
nocsie 3anaTon (Places) uan Bocnoas3yiiTech KHONKOI MPOKPYTKH AJsi H3Me-
HeHHs 3HAYECHHA.

Hanpumep, eciiu BBecTH B 3T0 HoJe 4Uci0 3, popMar otobpaskeHHs Oyner clieayro-
mwmM: 00, 000.

4. Meaxnnte Ha kHonke OK win Haxkmute Kiasumy <Enter>.

B cTpoke cocTosHHA 0TOOpasHTCAd HHAHKATOp PUKCUPOBAHHDLIA AECATUYHbINA
dopmar (Fixed Decimal).

He yBnexaitreco ¢uxcuposauueu AeCATHYHOM 3anaTo!

 Ecrm aKTBH3MpOBaHa ¢chaum|,_ 1a1099u (bm(caum HByX 3HaKoB nocne 3anmom
*+ IGCATYHOM 3anaTol, T0 Excel as- '8 sueliky GyaeT BCTaBneHo uucno 10, 99.
TOMATYeCKH noﬁaanner 3anmy|o_ “:TogToMy B Liensix 6e30nacHOCTY oTKIoYaitTe ¢m(-

BO BOB BBOBMMHB ‘MCJIB. Tpvs 3T0M BbI He CMOXeTe
BBECTH uenue ‘wncna; a TaKke Ymcna, Konmu4ecT| BO_

. fIBCATAYHBIX 3HaKOB Y KOTDDHX oTAnYaeTCa oT

CauUyI0 IECATUHHOM 3ansITOi NP nepexoze K HoBO-
"My paGo4eMy UCTy W BLIXOE M3 NPOrPaMMBI.

B NpoTMBHOM Cryuae Bbl BBEAETe YMCAo 20, a Ha
aKpaHe yBummTe 0, 2 W He NoiiMeTe, YTo NPouC-

'3a)MKCHPOBAHHOrO. Hanpumep, Npu BBOAE YMC-
TR : : " o

IMocne pukcanuu AecATHIHOM 3aMATOM B YHCIIOBBIX 3HAUSHHUAX IIporpamma OyJeT aBTo-
MaTHYeCcKkH 0ToOpaXkaTh BRIOpaHHOE KOJHYECTBO NECATHYHBIX 3HaKOB. ITocne 3toro ocra-
HeTcs JTMNIb BBOAMTH YHCHIA, a 3anaras Oyner nojcTaBisiThes aBroMaruyueck. Hampumep,
ecyin 3adHKCHpOBaTh JBa JECATHUYHBIX 3HaKa, TO Iji1 BBoAA uyhcna 100, 99 Gyxer AocTa-
TOYHO BBECTH MOCIEA0BATENLHOCTb LKM(p 10099 Ge3 sanstoit. [Tocne 3aBepienns BBOAa
yyciia B g4efiKy mporpamMMa aBTOMarH4ecKd MOACTABUT 3alATYIO B HyXKHOE MECTO.

Ecnu 3axorute BepHYTECA K OOLIMHOMY pekuMy paboThl ¢ uuciaMu (T.e. BBOAUTH fie-
CATHYHYIO 3aMATYIO BPY4HYIO), CHOBa OTKpoiiTe BKIaaky [JOMOMHUTENbHO AHasioroBoro
okna MapameTpbl Excel (ais oTKpbITHS 3TOM BKAAAKU HOKMHTE KOMOMHALMIO KIABMII
<Alt+OM>/<AK+FTA>) n cOpockre ¢uaxkoxk ABTOMaTM4eckass BCTaBka JEeCATUYHOM
3anaToW, mocine yero menkHuTe Ha kHonke OK win HakMute kinasuury <Enter>. Ilpn atom
B cTpoke coctosHus Excel HcuesHeT HHAaHKaTop PUKCUPOBaHHbLIA AECATUYHBIA popMaT.

HUcnons3sosanue yudpoBoi knaBuarypbi

C ¢uxcupoBaHHOif AecATHUHOH 3amaToil ynoOHee paborarhb, €CJii BCHOMHUTB O 6110ke
uHdpoBBIX KiIaBHLI. BHIAeNNTE AMaNa3oH sYeek, B KOTOPbIi OyqyT BBOAMTHCH YMCiIa, Ha-
sxmute Kiasuiry <Num Lock™> u HaunHaiiTe BBOAUTH UH(POBBIE 3HAHEHNUS B BbICNICHHbBIE
AYEHKH.

Bce, uT0 BaM OCTaHETCA, — 3TO HAKUMAaTh IUQPOBIe KIABUILA U KnaBumry <Enter>.
IMporpamMa GyzneT BCTaBIATh JECATUUHYIO 3aNATYIO B 3aJaHHOE BaMH MECTO M IIEPEXOAUTH
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K crnenyomeit siyeiike cronbia. Boee Toro, korma Bbl BBEAETE MOCEHEE 3HAYCHHUE, Ha-
xarue kinaBumn <Enter> nepeBezier BaC K BEpXHeii sueiike ciemyromero ctonbia B Bbl-
JienleHHOM ¢parMeHTe.

Ha puc. 2.4 u 2.5 neMoHCTpUpyeTcs “AeCATUKIABUIIHBIN" METOJ BBOAA YHCIOBBIX
naHHbIX. Ha puc. 2.4 BiroueHa GuKcalus JecATHYHOM 3amaToit (¢ JByMs 3HaKaMH) U BBI-
neneH quana3on sueek B3-D9. B sueiiku B3—B8 BBeneno mects 3HaueHUi, a ceabMoe,
30834, 63, roToBo K BBOAY B Aueiiky B9. IIpu dukcanuu aecITHUHOHN 3anaToit JocTarod-
HO ¢ nomouibto 1u¢poBoii kasuarypsl Beect 3083463.

g8 -4 3- = Keemra2 - Excel 5= - B %
ananaa” Bcrasra Paztaetica CTpaHmis Dopsynst Danneie Peueruposarne Bua 2 Cosoumix.. Ceprees Asexcanap

EHOE GORAATHPIS AN TBENTE ¢ z v oEY

CPRMITALANETE RN TRy © - Y TAamTe P
@dwpmn' Lalkd
Cream AueKH PeaarTApaBaHne -
B :_<___5 _______ _ C S {) : _', E F G H
1 ‘Hauws KoHuepH - npogamu 3a 2016 rog
2:  fAnsapp Qespans Mapr

S

Puc. 2.4. ins Beoga yncna 30834 , 6 3 B sueliky B9 npocro BBeante 3083463
W HaxmuTe knasuwwy <Enter>

Ha puc. 2.5 noka3saHo, uTo npou3oiijier, eciu Haxarh kiapuily <Enter> (He uMeeT 3Ha-
4YeHus, Ha oObraHOM win um¢poBoii kinaBuarype). [Iporpamma Excel He Tonbko no6aBuna
B YHCJIO 3aITYI0, HO M IEpeMeCTHIIa Kypcop B fueiiky C3, rae MoXXHO NpOoAOJDKaTh BBOJ.

Mpocroii BBOA AaT

3HaueHus JaThl ¥ BPEMEHH BBOAATCS B SUEHKH Kak 4YHMciia, a He kak TekctT. [IpunumHa
MPOCTA: AATHI M BpeMsA MOTYT MCIOJNb30Barbes B popMysnax, a Tekct He MoxkeT. Hanpumep,
€CJIM BBECTH JIBE JIaThl KaK 4KCIa, TO Oojee paHHIOI W3 HHX MOXKHO BBIUECTh U3 Oolnee
MO3HeH U NOJMy4UTh PasHUIYY B AHAX. OTO ObUIO GBI HEBO3MOXHO, €CJM ObI JaThl TPAKTO-
BAJIUCh KaK TEKCT.

Excel BocipuHiMaeT 3Ha4eHH AATHI M BPEMEHM KaK YKCIIa WIH TEKCT B 3aBUCHMOCTH
oT ucnonb3yemoro (opmara. Eciu BeiOpaTh 0fMH U3 BCTPOEHHBIX (hOpMAaToOB AaThl ¥ Bpe-
MEHH, TO OHH OyIyT paccMarpuBarbCs Kak YHMCNIa, B IPOTHBHOM Cllydyae — Kak OObIYHbIH
tekct. Kak BuzuTe, Bce JOCTaTOYHO MPOCTO.
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Puc. 2.5. Haxmute knasuwty <Enter>, 4robbl 3aBepLuMTs BBOZ wncna 30834, 63 B sueiiky B9. Excel
aBTOMaTUYECKY NEPEMECTUT yKa3aTeb Suelikv BBEpX, B syeliky C3

Excel pacniosHaeTt cneyiomue GopMarsl BpEMEHH:
v 3AMum 3 PM;

v 3 A mwm 3 P (He3aBUCHMO OT HCTIONB3YEMOTO PericTpa cUMBOIIOB Excel
oto6pasut narel B Gopmare 3 : 00 AM mwiu 3: 00 PM COOTBETCTBEHHO);

3:21 AMum 3: 21 PM (peructp OyKB He MMeET 3HAUEHM);
3:21:04 AMuam 3:21:04 PM (peructp OyKB He MMEET 3HAYEHMS);
15:21;

15:21:04.

AN N NN

IIporpaMme Ge3pasnudHO, BBOXUTE JIH BbI CHMBOBI “AM/PM” 1y “am/pm”.
B mpuHiuIe, MOXHO Jiae HCIOb30BaTh KOMOMHALMIO CMBOJIOB BEPXHETO U
HIDKHETO PeriCTPOB.

Excel pacnosnaer cneayromue ¢opmarsl aar (B aG6peBuaTypax MecsieB BCEra Hc-
TOJIB3Y0TCSA TIepBbie TPU OyKBBI Ha3BaHUil: AHB, eB, Map M T.0L.):

v 6 Hos6psa 2012 wm 2012, 6 HosGps (B Aueiike orobpaxkaeTca B
BHJE 6—-HOs-12);

v’ 6-HOs-12 MK 6/Hos1/12 WK Aake 6HOA12 (B Aueiike OTOOpaXaeTcs
B BUZe 6-HOsI-12);
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6-HOsA-12);

§ v 6/11/12 winu paxe 6-11-12 (B sueiike oTtoGpaxaercs B BuE
§

v 6/11, 6 HOs, 6/HOs WK Aaxe 6HOS (B AYelike oTOOpaKkaeTcs B BUIE

3
i
g 6-HOSA);

v 06-n045, 06/H05 WK 06HOs (B AYeiiKke OTOGpaXKaeTcs B BUAE 6-HOS).

4 p,am XPaHATCA KaK oﬁuqme amnc-

CTBYET KONMHECTBY AHeil, Npou

B Excel» cnonbaymca ABE CHCTEMbI JIaT: 0TCHeT C

1 aHgaps 1900 ropa (Mcnonb3yeTcst 8 aepcvm s

Windows) u oTc4er co 2 ansaps 1904 ropia (8 sep-
o ang Macintosh)..
Ecnv B Bawem: pacnopsbxetinm ‘okaxetcs pabo-

na. Lenas 4actb 4ucna- coomer—.

e »eheﬂuou JaTe; fpoGHas YacTb CoOT- -
BpBMEHM, OTCHATAHHOMY OT MIOYHOHM.

Mrpas,qam ,

_ KoMmbloTepe Macintosh, 1o npoBnemy COBMECTH-
“MOCTH C WIndows MOXHO. PeilMTL NyTeM HacTPOW-
- ku napametpos Excel. Mepeifure Ha BKnamKy

.ﬂononumenbuo BNanorosoro oxua l'lapa-~
MeTpbl Excel (4Tobbi OTKpLITL 9Ty BKIIAAKY, Bhi-
Gepute “komaHay ¢amn¢l‘1apame'rpu¢ﬂo-~
MONKUTESIbHO WK HAXMUTE KOMBUHALMIO KNa- -
Bl <AR+OMS/<AIHFTA>), yeTaHoBuTe (AaxoK
Wcnonbsosats cuctemy gat 1904 (Use

1904 Date System) n wenxHuTe Ha kHonke OK.
yaq. KHura c naraw Kotopas Gbina Co3AaHa Ha o

Beog par XXl Bexa

Ha nepBblif B30I, 3TO 3BYYUT yAMBHTENBHO, HO Ajd BBoAa Aat XXI1 Beka mocraroy-
HO yKa3aTh aBe nocieguue ubpsi roga. Hanpumep, 9To6s1 BBecTH Aary “6 sHBaps 2013
roza”, I0CTaTOYHO BECTH B fAueiiky 6/1/13. AHalorn4Ho, 4ro0sl 3anars Aaty “15 deppa-
a5 2016 rona”, Hy»xHO BBecTH 15/2/16.

f\lﬂm

Cnexyer 0ocobo oTMETHTb, YTO COKpalleHHbIH BapuaHT BBoAa Aar XXI Beka
pacrpoCTpaHAeTcs TONBKO Ha mepBble Tpu Aecatuners (2000-2029). Ins
BBOZa oJiee MO3AHMX AT NpUAETCS BBOAUTH BCe YETHIPE LMLl roja.

Ecnu BBOAUTCA Hara, OTHOCAIIAACA K MEpBbIM TpeM JAecatwietaM XX Beka (1900—
1929), T0 HyHO BBeCcTH Bce ueThipe HMQpbi. Hanpumep, and BBoza Aatel “21 mions
1925 roma” cremyet ykasate 21/7/1925. Ecnu B aHHOM Cllyyae HCIOJb30BaTh COKpa-
nieHHbIH GopMmar aar, To Excel BoctipuMert 3ToT rox He kak 1925, a xax 2025.

Excel 2016 Bcerna otoOpakaer B gueiike u cTpoke GopMyn deTsipe NUPEI rofa, Jaxe
€CJIH BHI BBEJIH TOJBKO ABe. Hanpumep, eciiu BBeCTH B sueiiky 11/06/15, To nmporpaMma
aBTOMarHYecKu oTo0pasut 11/06/2015.

Takum 00pa3oM, TOCMOTPEB Ha CTPOKY (POPMYJI, BBl TOYHO CKaKETE, O KAKOM BEKE HIET
peus — o XX wimu XXI, — pake ecnm Oynere BBOOUTH TIOCHEAHKUE ABE LUdpHI roza, a He
Bce deThbipe. (M3 maBbl 3 BBl y3HaeTe, kak GopMaTHpoBaTh Aarhl, 4T0OB! Ha pabodeM aHcTe
0TOOpaXKANHCH TONBKO ABE HUGPL roza.)
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Hudopmaiys o ToM, KaK BLITONHATL Ha paGoYeM JIMCTE MPOCThIE MareMaTH-
YECKHE OlepalMy ¢ JaTaMy U BpeMeHeM, OyzieT NpuBe/ieHa B riase 3.

Co3apanune popmyn

DopMyIibl ABIAIOTCA OCHOBHBIMM CTPOMTENIBHBIMH GOKaMy JucTa. Eciti BbI paBMITb-
HO BBelH (opMyily, TO cpa3sy ke NOJy4yHuTe B fuelike NPaBUNIbHBIA pe3yNbTaT ee BhIYHC-
aenns. Iocne sToro oHa OyzeT OTpakaTh BCe M3MEHEHHWs Ha paDodeM JIMCTE, BHIYHUCILIA
pe3yNIbTaT NpH KaXIOM H3MEHEHHUH NCXOIHBIX 3HaYeHHH.

Excel pacno3naer BBox (opMyI1 IO HaXo#sIIEMyCs Bepeau 3HaKy paBeHCTBa. bonb-
HMIMHCTBO APOCTLIX HOPMYN COAEPXKAT 3HAK PaBeHCTBAa M OJHY M3 BCTPOSHHBIX (yHKUMH
Excel (nanpumep, CYMM min CP3HAU). (O BcraBke ¢opMyll ¢ IOMOLIBIO MacTepa QyHK-
1M MBI TIOrOBOpHM janee.) JIpyrue hopMynbl conepkar CChUIKY Ha S4YeiKH, pa3feneHHbie
CNEAYOLMMHI MaTEMATNYECKMMHU ONIePaTopaMu:
¥+ (110C) — CIOXKEHHE;

v' - (MHHYyC) — BBIYHTaHHE;
v’ * (3B€37104Ka) — YMHOXEHHE;
. v/ (xocas uepra) — ZeNeHue;
& v/~ (ranoyka) — BO3BEJCHHE B CTENEHb.

B xauecTBe mpuMepa MOKHO NPUBECTH (HOpMyITy, HOMEAONIYIO B s4yeiiky C2 pe3yib-
TaT YMHOXEHMs 3HaueHn syeek A2 u B2:
=A2*B2

Yt06b1 CO3AaTh 3Ty (OPMYITY, BBITIONHUTE ClEAYOLHe ASHCTBHA.

1. Boipeanre siueiiy C2.
2. Bseaure B siveiiky Gopmyiay =A2*B2.
3. Haxmmute xnaBumy <Enter>,

MOXHO NOCTYyNIUTD U HO-APYIOMY.

1. Beipeaure sigeiiky C2.

2. Beegure 3HaK paBeHCTBA (=).

3. BoigeqanTe Ha paboyem JHCTE ¢ NOMOLILIO MBIIIH HJIH KJIABHATYPbI SUeiKy A2,
Ilpu 3T0M B sueiiky C2 GyneT noMelieHa CChUIKa Ha A4eiiky A2 (puc. 2.6).

4. BseawTe CHMBOJ 3B€3A04KH, HAXKAB KOMOUHAIMIO KiIaBum <Shift+8>,

B Excel s onepanuy yMHOXEHHS MCTIONB3yeTCs CHMBOJI 3BE3I0YKH, a He X, KaK
HAac y4Juid B MIKOJIE.

5. BeiaeauTe Ha paGouem JHCTe ¢ IOMOIIBIO MBI HJIH KJIaBHATYPbI siveiiky B2.
Ipu 3T0M B aueiixy C2 GyaeT nomemeHa cebiiika Ha ueiiKy B2 (puc. 2.7).
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Puc. 2.7. Yrobbl 3aBepLumTs Co3aaHMe GopMYybl, BBEAUTE CUMBOJT 3B3404KM 1 BbigenuTe sueliky B2

6. Haxxmure wiaBumy <Enter>, uro6bl 3aBepmuTh BBOJ (OPMYJIbl, H CHOBA Bbi-

aeaurte sa4deliky C2.
B syeiike C2 BBl YBHIUTE pe3yNbTaT BBIIHCIEHHH, a camMa GopMynia oTobpasurcs B
ctpoke dopmya (puc. 2.8).
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Puc. 2.8. LLjenknute Ha kHonke Beod, u Excel oTobpasuT peaynsTar BeluncaeHui B syeiike C2, a camy
Gopmyny — B cTpoKe popmyn

ITocne 3aBepienHus BBoja GopMynbl =A2*B2 B gueiiky C2 pabodero JmcTa nporpam-
Ma OTOOpPa3suT BEIYUCIIEHHBIN PEe3yJbTaT, 3aBUCALIUIA OT TOro, KaKue 3HA4EHHs HaxXOHATCS
B Ayelikax A2 1 B2. [T1aBHBIM JOCTOHHCTBOM 3NIEKTPOHHBIX TalONHLl ABJsSETCS TO, UTO pe-

TnaBa 2. Coaganne paboyesi kHuru “c Hyna” 69



3ynsTaT (OpMYNBI aBTOMarH4ecKH KOppeKTHpyeTcs NP M3MECHCHHWH 3HaYEHHil sueek, Ha
KOTOpBIE OHa CCHLIAETCA.

H3mennTe 3HaueHus B A4eiikax, Ha KOTOpHIE CchlIaeTcd GopMyna, H porpamMMa aBTo-
MaTH4€CKH BBIUHCIUT ee pe3ynsrar. B mpumepe, nokazaHHoM Ha puc. 2.8, nonpoOyiite us-
MEHMTb 3HaueHHe B gueiike B2 co cta Ha maThAecaT. Kak Tonbko 310 nipou3olizert, B Auelike
C2 otobpasutcs HOBBIH pesynsrar — 1000.

Eyﬁi@ B Buaeoponuke Ne6 paccMarpuBaeTcs pyKONHCHBIH BBOA GOpMYI, KO-
F 4 2 TOpBIii 0COOEHHO MONE3€H MONb30BATENAM YCTPOMCTB € CEHCOPHBIM
3KPaHOM.

go.dialektika.com/
Excel16FD06

YKaxure T0, YTO BaM HYXHO

Jlna ykasaHus fYeeK, UCTIONb3yeMbIX B (JopMylie, NpoLie BBLICIUTH MX MBIIIBIO, Y€M
BBOAMTH CCBUIKH BPYYHYIO. JTO He TO/IBKO Goniee GBICTPhIH Crocod, OH TAKKE CHIKAET
PHICK 3a/laHis HETIPaBUJIbHBIX A4eeK. [Ipu BBOE BPYUHYIO MOXHO ciyd4aiiHO HabpaTb He-
BEPHYIO OyKBYy CTOJIOLA /I HOMEP CTPOKH M HE 3aMETHThb OIIHMOKH, NOKa He 0TOOpasuTCs
BBIUUCIIEHHEIH pe3y/brar GopMyIbL.

TN Eciniu Bsl HMeeTe JeNO ¢ MaJIeHbKHM KapMaHHBIM YCTPOHCTBOM, CHa0XKEHHBIM
7 % CEHCOPHBIM IKPAHOM, TO CKOJEKEHHE MANBLEM WIH CTHITYCOM ITPH IIPOKPYTKE

|k TpeOyeMoii CTpOKe MM CTOJOLY C MOCIENYIOIUM KacaHueM BBIOpaHHOMH
siueiKH it JO0OaBIeHHs COOTBETCTBYIOLIEH CCBUTKY B CO3aBaeMyo Gopmyity
MOXET OKa3aTbCs HEe TaKMM YK IPOCTBIM 3aHATHEM. B nono6Hol cuTyauun
Jiydlle BBECTH CChUIKY BPYYHYIO C HMOMOLIBIO 3KpaHHOM KiaBHaTypel. Kak
TOJIBKO BBI BBeZeTe B (opMyily mepByto OyKBY CCHUIKM Ha cTonGer suehKH,
Excel aBromarudeckn oTo6pasuT CIIMCOK BCEX BCTPOEHHBIX (yHKUUH, Ha3Ba-
HHS KOTOPBIX HAYMHAIOTCSA ¢ HaHHON OykBbl. CIIUCOK UCHE3HET, KaK TONbKO BbI
BBeZieTe BTopyio OykBY cTo/0La (NpH ee Hamn4yu#) TU00 mepByIO LUUdpy HO-
Mepa crpoku. He 3a6ynpTe npoBepUTh, 4TO CChUIKA HA A4€HKY, BKIIOUEHHYIO B
(dopMyi1y, OTHOCHTCS HMEHHO K BBIOpaHHOH BaMH fueiike.

W3meHeHMe ecTeCTBEHHOro NopsAKa onepaumii

Bo mHornx dopmynax ucnonssyercs Goniee onHol Maremarndeckoii onepaiiuu. Excel
BBITIONTHAET BCE OMepalliy B HAMpaRIeH!H ClieBa HaNpaBo, BEIOUpas UX Ha OCHOBE NPUOPH-
TETOB (€CTECTBEHHBII TIOPAJOK MaTEMaTUYECKUX OTepaLuit). ITOT NOpSAOK NpeAnoaraer,
4TO ONEpalyy YMHOXKEHH H JeleHHA UMeloT Goitee BBHICOKHI MPHOPHUTET, YEM ONEpaLuH
CIIOXEHHUA ¥ BEIYMTAHUA, H, CIIC/IOBATEIILHO, BHMOMHAIOTCA B NIEPBYIO OYepeib, Haxe ecli
He HaxoAATcs B Hadane GopMyJIbL

B kxauecTBe npuMepa pacCMOTPHM Takyto GopMyy:

=A2+B2*C2
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Ecnu B suelike A2 comepxutes 4uciio 5, B ayeiike B2 — 10, a B suefike C2 — 2, To
Excel BEIUHCITHT clieQyroLyro GopMyiy:

=5+10*2

B sroii ¢opmyne nporpamMma BHadane YMHOKHT 2 Ha 10 u momyqut yucio 20. ITocie
3ITOrO K pesyJbTary yMHOXEHHUs Ho0aBuTes 5, U OyAeT nony4yeHo 4ucio 2 5.

Ecnu nepen yMHOXXEHHEM HYXHO BBINOJHHUTH ONEPalUIO CIOXKEHHS, TO MOCNENHION
CIIElyeT 3aKIIIOYUTD B KPYTTIbie CKOOKH:

=(A2+B2) *C2

31 ckoOKHM yKa3bIBAIOT MPOTpaMMe Ha TO, YTO ONEPaLus CIIOXEHUs AOKHA OBITh BbI-
ToNHeHa mepell YMHOXKeHHeM. B pesynbrare npu Tex ske 3Ha4eHHAX Aueek BHayane 10 Gy-
net no0aBiieHo K 5, a 3ateM pe3ynsTar Oyaer ymMHOKeH Ha 2. Ha 3tor pas dopmyna nact
COBCEM JIpyroi pesynprar: 30.

B cnoxHbX GopMynax HCIONB3YIOTCS HECKONBKO NMap CKOOOK, BIOXKEHHBIX OHA B JIpY-
ryto (momo0GHO MaTpellukam) ¥ M3MEHSIOMMX HopsJok onepauumii. B stom cimyuae Excel
CHayajla BHIIOJHUT ONEPalnio, HAXOMALIYIoCs B caMoif BHyTpeHHel mape ckobok, H Hc-
THONB3yeT pe3ynbTar B JaIbHENINX BEIYUCICHNAX. B kadecTBe mpuMepa pacCMOTPHM Clie-

IYIOLIYIO (hOpMYITy:
=(A4+ (B4-C4) ) *D4

3nech B nepBylo ouepesb 3HadeHue C4 Oymer BeiuTeHO M3 B4, mocne yero pasnocts Oy-
net nobannena k A4. Jlanee cyMma Gyner yMHOXKEHa Ha coziepykimoe siueliku D4.

Ecnu 651 5TH CKOOKM OTCYTCTBOBAJIH, TO IpOrpamMMa BHavyaste ymHoxwuna 6s1 C4 Ha D4,
a 3aTeM BbIWIa Obl pesyneTar U3 cymMmbl A4 u B4.

& He 6oitrech BcTaBNATh B GopMyiry MHOTO ckoOok. IaBHOe, 9T00B! KaXI0MH
S, OTKphIBatoweii ckoOke COOTBETCTBOBAJIA 3aKpbiBaromias. Ecnu atoro He cie-
natb, To Excel BbiBefieT npeaynpexaeHue, Npefiaraioiee BEIONHUTL KOp-
pexuuro ajs coxpaHeHus Gananca cko60k. EciM BbI COTTacHBI ¢ Tpemioxe-
HMEM NIpOrpamMbi, TO wienkuuTe Ha kHomke fla (Yes). OnHako ucnomnb3yiite
TONBKO Kpymisle ckoOku. Ecnu BbI Oyziete HCHonab30BaTh B GOpMyIie KBaJpar-

Hble ckoOku unu Quryphsie, Excel BeiBeneT coobilenue 06 ommoke.

Owubku B popmynax

Hnuorna naxe camsle yqiune GopMyiisl 0Tkas3biBatoTcs paborars. B 3ToM ciry4yae BMec-
TO KOPPEKTHOTO pe3yiisrara B suelike 0TOOpasuTCs CTpaHHOE COOGIIeHHe, HaudHalolee-
Csl C CHMBOJIA PEIIETKH U 3aKaHuMBalolleecs BOCKIHULATENbHEIM (JTH00 BONPOCHTENIBHbIM)
3HaKOM. OTO Ha3bIBACTCA coobujenuem ob owudxe. OHO TIpeAHA3HAYEHO I WHGOPMHUpO-
BaHHA TOJIb30BaTeli O TOM, 9TO HEKOTOPBIi eMeHT (ubo dopmyna, 6o 3HadeHHe, Ha
KOTOpOE OHa CCBLIAETCs) JeJIaeT HEBO3MOXHBIM BRIYHCIIEHHE TIPOrpaMMOoii KOPpeKTHOTO (1
0XUIAEMOr0) pe3yJETaTa.
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Ecnu onHa u3 dopMyn Bo3BpamaeT nogobHoe 3Ha4YeHue, TO ClieBa OT A4eiku
oTobpaxcaeTcss HHAUKATOP NpenynpexaeHnsa (MMeromuil BUI BOCKINLIATENb-
HOro 3HaKa B poMOHMKe), a caMa Avelika noMedaetcs HeOONBIINM 3eNeHBIM
TPEYTroIbHUKOM B JIEBOM BepxHeM yriry. Ecim moMecTuTh ykasaresb MbILIH
HaJ MHIUKaTopoM, To Excel oroOpasut kparkoe omicanue omubku B GopMy-
Je, a nocje Liei4ka Ha CTpeske B IIPaBOM €ro Yy OTKPOETCH KOHTEKCTHOE
MEHIO CO CIUCKOM CBS3aHHBIX BAPUAHTOB. YUTOOH! MONYYHTHL NHTEPAKTHBHYIO
CTpaBKy N0 JaHHOM omubke, Bbibepute B MeHIO MyHKT CnpaBka Mo aTon
owwwn6ke (Help on This Error).

CaMoe HempHsTHOE B 3TOH CHTYallid 3aK/IIOYAeTCs B TOM, YTO olHbka B ofiHOMR (op-
MyJle MOXET BBI3BaTh MAEHTHYHbIE OIMOKK B ApYrux (opMyJax, CChUIAIOIUMXCA HA Hee.
CrHcOK TakuX OLIMO0K MOXET GbITh AOCTATOYHO JIHHHBIM. [locne Toro kak B s4eiike ro-
SIBUTCS cooOuIeHre 00 omOKe, cleyeT BEIICHUTh, YTO HMEHHO K Hell MpHBeNo, ¥ UCIpa-
BUTH cUTyauuio. B Tabn. 2.1 npHBeACHEI HEKOTOPBIE CAMbIE PACPOCTPAHEHHBIE OINOKYU U
HPHYHHBL, KOTOPhIE MOIIY IIPHBECTH K HX TIOSBJICHHIO.

Ta6nuua 2.1. SHayenms owmb0oK, KOTOPbIe MOXHO BCTPETUTD B hopMynax

Texcr, oto6paxaembiil  [IpuYnHa BOIHHKHOBEHNS OLUMOKY
B ayesixe

#$IEJI/0! (#DIV/0!) B dopMmyne coaepxutcs onepaLms aeneHus Ha s4eiky, cogepxallyio Hynb. Jenenue Ha
Hyfb B MATEMATHKE 3anpeiyeHo

#VMA? (#NAME?) dopmyna CCHINAETCH HA UMEROBAHKEIA AManasoH (noppobHee 06 aTom — 8 rnase 6), He
CylwecTaytolLyii Ha paboyem nucTe, Bo3MOXHOI NPUINHOI MOXET BbiTb TO, 4TO HEKOTO-
Pblii TEKCT, cofiepxalmitcst B pOpMyne, He 3aK04eH B kaBbidkM U Excel BocnpuHnmaer
€50 KaK UMEHOBaHHbI AnanasoH

#IYCTO! (#NULL!) 37a owmbKka yaLie BCero BO3HUKAET, KOraa AA Pa3faeneHns CCbiNoK Ha sueiikv B apry-
MeHTax QyHKLM MCNONb30BaH NPoben BMECTO TOUKM C 3anAToN

#UNCIO! (#NUM!)  Mporpamma obHapyxuna B Gopmyne npobnembl C 4ucnamu, B YaCTHOCTU — HENPaBUAb-
HbIA TUN apryMeHTOB B GYHKLUMM WA BLIYMCNEHNE CAMLIKOM 60onbLioro mbo Canwkom
ManeHbKOro YKCNa, NOMELLLaeMoro Ha pabouuii nucT

#CCHUIKA ! (#REF!) [osBnsieTcs, koraa nporpamma o6Hapyxuna HeKOPPEKTHYIO CChINKY Ha aueiky. 310 Mo-
XEeT NPOU30NTH, ECNK AYElKa, CCHIIKA Ha KOTOPYIO NPUCYTCTBYeET B hopMyne, yaaneHa
B0 ecny AYeiiKV BCTABASIOTCA B AWAMNA30H, YNOMAHYTLIN B GopMyne

#3HAU! (#VALUE!) 37aownbka BO3HUKAET, KOrAa onepaTop Wau apryMeHT B QYHKLMN MMEET HeBEPHbIA TN
M KOTAA B MaTEMaTUYECKUX ONepaLvsX BCTPEYAETCA CCbiNka Ha TeKCT

KomOGuHaumu knasuwl, npumeHsiemMbie ans 6bicTporo
Bsoaa popmyn

Ipexxne yeMm Hayarh HaXKUMatb KoMmOunauuu wiasum Excel 2016, HaxmuTe KiiaBu-
my <Alt>. Bce xoMOHMHAUMH KnaBull, TPUMeHsieMbie s OBICTPOro BBI30BA CBA3AHHEIX C
topmynamu komauz B Excel 2016, HauuHAIOTCA ¢ MOCIIEAOBATENLHOCTH KiaBui <Alt+J1>/
<Alt+M>. Ee nerxo 3arioOMHHUTB, IOCKONEKY J1 — 4acTh Ha3BaHus BKIa ki Popmynbt. (O6-
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paruTe BHUMaHUE Ha TO, UTO B JAHHOM ciiyuae OykBa @ He MCTIONB3YETCs, HOCKONBKY OHA
3azieiicTBOBaHa JUIA BEIOOpa KOMaH, CBA3aHHBIX C MeHIO daiirn.)

IMocne Haxarma koMOMHALKK kinaBum <Alt+JI>/<Alt+M> oTKpoeTcs JOCTyn K KOMaH-
3aMm Biankd Popmyrbl. 3ateM HaXMHUTE KJIABHIIH, BHI3BBAIOLNME HYXKHYIO KOMaHLy, OT-
HOCALIYIOCA K Biaake POpMynbl. AT kKoMOMHALKMH KJIaBHLI TIPUBEAEHH] B Ta0m. 2.2.

Tabnuua 2.2. Kom6uHauum knaeuww ans 6eicTporo BBoga popMyn

KombuHauum knasui

Komanga nentel Excel

Hasnavexue

<Alt+N12>/<Alt+MF>

<AIt+/DXAC> /<Alt+MUS>

<AIHTKAE> /<Alt+MUA>

AIEHTXAT> /<AFMUC>

CAHID> [<Alt+MI>

AT /<AIt+ME>

<A /<AHEMN>

AN /<At+MMD>

<AIt+NIB> /<AIt+MS>

dopmynbI®BeTaBuTh HYHKLUIO
(Formulas=insert Function)

dopmynui>ABToCyMMa~>Cymma
(Formulas=AutoSum=Sum)

dopmynbiAsTocymma~Cpeg-
Hee (Formulas=>AutoSum=Average)

DdopmynbIABTOCYMMa~>CUeTunk
(Formulas=AutoSum=Count Numbers)

dopmynbIoOUHAHCOBbLIE
(Formulas=Financial)

dopmynei2lata n Bpems
(Formulas=Date & Time)

PopmynbiofucneTyep nmeH
(Formulas=Name Manager)

dopmynbioTpucsonTs UM
(Formulas=Define Name)

dopmynbiolicnonsb3osarth B
¢opmyne (Formulas=Use in Formula)

OTkpbiTHe AManoroBoro ok+a Bera-
BUTb pyHKumio (Insert Function), kak

¥ B CNyyae LWenyka Ha kHonke BctaBuTb
PYHKLMIO B CTPOKE GopMyn

BuiGop ananasoHa 3Ha4eHuii Hag Kypco-
POM fiueiikvt 1 BCTaska Gopmy/bl CYMM
(SUM), cymmmpyioLLieii 3Ha4eHnA B ana-
nasoHe

Bri6op AvianasoHa 3Ha4yeHui Hag, Kypco-
POM si4evikvt 1 BCTaska GopMynsi CPETI—
HEE (AVERAGE), nogcunToiBatoLeii cpen-
Hee 3HaYeHue OT CyMMbI MO ANanasoHy

BriBop AuanasoHa 3HaYeHui Hag kypco-
poM s4ediku v BcTaska GopMynst CUET -
UKK (COUNT), noacumnThiBalowwen konmye-
CTBO 3HAYEHMit B AUanasoHe

OTKpLITUE MEHIO, BKIIOHAOLWEro GUHaH-
coBbie QYHKLMK; LENKHUTE Ha HA3BaHUU
bYHKLK, 4TOBb! BCTABUTH €€ B TEKYLLYIO
A4eriKy

OTKpbITUE MEHIO, BIJTIOHAIOWIEro GYHKLMN
[DiaThi ¥ BPEMEHHU; LUENKHUTE Ha Ha3BaHUU
byHKUMW, 4TODBI BCTABUTL €€ B TEKYLLYIO
siYenKy

OTKpbiTUE AUANOrOBOrO OKHA
OucneTuep uMeH, B kOTopoM 0To0pa-
XaloTCA BCE ANanasoHbt MMeH B paboyeit
KHUre; MOXHO 106aBAATb, U3MEHATD AU
yOanaTe MMeHa

Orkpbite guanorosoro okHa CosgaHue
umMeHu (New Name), B KOTOPOM MOXHO
Ha3Ha4YUTb MMS BbIBPaHHOM suelke uan
onpeaennTL HOBYIO KOHCTaHTY
Oro6paxeHue MeHI0, BKNIOYAIOLLEro UMe-
Ha AuanasoHoB B paboyeil KHure, KOTOpbIE
MOXHO BK/IOYMTb B TEKYLLYIO GopMyny,
LUEAKHYB MBILUBIO
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Oxonuanue ma6n. 2.2

KomGunaumuu wiasuis  Komauga nentst Excel Hasnayenue
<AI+NIC>/<AltHMC> dopmynbioCospathb U3 Bblge- Orkpoite auanorosoro okHa CosfaHue
neHHoro (Formulas=Create from VIMEH 13 BbIAENEHHOrO AnanasoHa
Selection) (Create Names from Selection), 8 koTopom
YKa3bIBAKOTCH CTPOKYA 14 CTORGLBI, UCNONb-
3YEMbI8 B MMEHOBAHHO BbiieNeHHOMN 06-
NacTy, BKIOYAIOWEi AYeitku
<AIHNIK> /<Alt+MH> PopmyneioTlokasaTtb opMynbl  Otobpaxaer, a 3aTem ckpLiBaeT Bce ¢pop-
(Formulas=>Show Formulas) MYfNbt, HAXOAALMECS B AYeiikax padoyero
aucta
<Alt+NHA>/<AIt+MXA>  dopmynibiollapameTpbl BbiuMC-  AKTMBU3ALIMS GBTOMATUYECKOrO NepacyeTa
NEeHUN=>ABTOMATUYECKN dopmyn
(Formulas=Calculation
Options=Automatic)
SAIHHNHK> KA+MXE>  ®opmynbiollapameTpsi Bbi- AKTUBN3aLMS aBTOMATMYECKOrO Nepecye-
YUCNEHUN=>ABTOMATUYECKH, Ta $opmyn ans Beex obnacTeit paboyero
Kpome Tabnuy gaHHbIX (Formu- JCTa, KPOME ANana3oHOB, BKMKOHAIOLLNX
las=Calculation Options=Automatic TabuLIb! AaHHBIX
Except for Data Tables)
<AIHNHY> [<AHMXM>  dopmynbi=llapameTps! Bbl- AKTUBM3aLMS NepecyeTa GOPMYN BPYHHYIO
YncneHumn=BpyydHyio (Formu-
las=Calculation Options=Manual)
<AIt+NIX>/<Alt+MB> dopmynuiollepecyet (Formulas>  Mepecyet popMysn Bo Bceit paboyent kHure
Calculate Now) nochne aKkTMBU3aLM NepecyeTa BpyuHyio
<AIHIIP> /< AltFMI> dopmynbiollpoussectu Buiunc-  epecyet GopMyn B Texyuiem paGouem

nexun (Formulas=Calculate Sheet)

NINCTe Nocne akTUBM3aLy nepecyeTa
BPYHHYIO

Uenpabuenue omudor Goga gannsrx

Bee Mol CTPEMHUMCS K COBEPIUICHCTBY, HO HE Y BCEX 3TO IONYYaeTCs, MOITOMY BCEraa

HyHO OBITh F'OTOBBIM K XyJLieMy. [Ipu BBoZe OTPOMHOIO KOJIMYECTBA AAHHBIX OYeHb JIETKO
caenarb oneyarku. Ecii Bbl CTPEMHTECH CO3/1aBaTh HealbHbIe pab0YHe JIUCTHL, BO3BMUTE
Ha BOOpY>KeHHE CIeyOIIYI0 METOAHKY. B nepByo ouepesib, O3BONBTE IPOrpaMMe UCHpa-
BUTb HEKOTOPhIE OLIMOKH C TOMOLUBIO (byHKIIMM aBTO3aMEHEL 3aTeM CaMOCTOATEIbHO Mpo-
CMOTpUTE JIUCT U HaliauTe HeGonbiuve ommOKY, KoTOphie 3Ta (yHKIWMs nponycTuna. Bee
3TO MOXKHO JIENIaTh KaK BO BpeMs BBOJA JAHHBIX, TaK U Mocie.

Ucnonb3oBaHue aBTO3aMeHbl

d)yHKU,Hﬂ aBTO3aMEHBI — IPOCTO HaxoAKa M T€X, KTO MOCTOSHHO AONYCKAeT OAHH
u Te ke o0k U omedarku. C ee OMOMIBI0 MOXHO npeaynpeanTbh O HUX NpOrpaMmy U
YyKa3arth, KaK aBTOMaTH4Ye€CKHU UX HCNPABJIATE.
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ITo ymomganuto Excel 2016 MoxkeT HCIIpaBIATE ABe MEepBbie MPOMUCHBIE GYKBBI B CJIO-
BaX, 3aMEHsIs BTOPYIO CTPOYHOM, U UCTIPABJIATH HEKOTOPHIE ONEYATKU B CJIOBAX.

B Excel cnicok aBTo3aMeH MOXHO IONOJHHUTH WM U3MEHUTh B J0O0H MOMeEHT. 3a-
MEHa TeKCTa MOXeET OBITh JBYX THUIOB: OIE€YATKH, KOTOPHIE JIETKO MCIPABISAIOTCA C II0-
MOILBIO TpoBepkH opdorpaduy, a Taike abOpeBHaTyphl, KOTOpbie HCMONB3YIOTCA Hapsaxy
C UX MOJIHBIMH (hopMaMH.

YT1oOkI ITOIIOTHUTE TNEpEYEHb ABTO3aMEH, BBITIOJIHUTE CIIEAYIOUIHE HeNCTBUA.

1. Bommoauute xomanay ®ain=TMapamerpbi=>lpaBonucaHne (miH HakMHUTe
KOMOHHANHMI0 KIaBuII <AR+®M>/<Alt+FTP>), a 3aTeM menkHuTe HA KHONKE
MapameTpbl aBTO3aMeHb! (AutoCorrect Options) niau HamMHTEe KOMOMHALMIO
KaaBuI <Alt+A>,

Ortkpoercst quanorosoe okHo ABTo3ameHa (AutoCorrect), mokasaHHoe Ha puc. 2.9.

Aetozamena: anramnsicxmii (CLUA) ? X

n Teit

E Hcnpasaste Be MNPonucHbie SyKEL & Havane (o83

[ Aenate nepsuie 6yken npeas 5 APOMMCHTIMK
TNcaTe Ha3BAMMA ZHeW ¢ NPOTIACHON EYKBbE

E YCTPaHATh NOCALACTBAR CAYUSRHOTO HAXKATHR CAPS LOCK
3aMeNATh NPK BEOAE

- 3AMENATH Ha!

U]
fe}
e
{tm}

fam@

Puc. 2.9. Bocnone3yiitech napametpamu 3aMeHsimb v Ha,
JIOCTYNHLIMY B ANAN0roBoM okHe Aemo3ameHa, 4robbl
[B06aBNTb B CIIUCOK aBTO3aMEHBI Oneqarku u abbpesuaryps!

2. BeoiGepure BKaIaaky ABTo3aMeHa (AutoCorrect) n BBegHTE CJOBO C 01Ie4aTKOM
uiaM a60peBHaTypy B TekcToBOe Nojle 3aMeHATb (Replace).

3. Beegure B TexcroBoe nojie Ha (With) nenpaniieHHbI BADHAHT ONEYATKU MIIH
pacmudpoBKy a60peBHATYPBI.

4, Mleaxnute Ha kaonke Jlo6aBuTb (Add) unu Haxmure Kiapuury <Enter>, uro-
6b1 BBECTH HOBOE CJIOBO ¢ ONE4YaTKO# Win a66peBHATYPY B CTIHCOK ABTO3aMEHbI.

5. Ileaxnure Ha kHonKe OK, 4yTo6bI 3aKPLITEL AHAJIOTOBOE OKHO ABTO3aMeHa.
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Mpasuna peaakTUpoBaHus s4yeek

Hecmorpsa Ha nomomp (YHKIMH aBTO3aMEHBl, HEKOTOPHIE OMIMOKH MMPHUXONUTCS HC-
NpaBIATH BPYuHY10. CaM crioco6 KOppeKLuH 3aBHCHT OT TOTO, KOTIa Bbl PEIIHTE 3THM 3a-
HATHCA: BO BPEMS 3aTOJHEHUA AUSHKU UMK TTOCTe.

v" Ecnn ownbka Gbu1a JomyineHa Bo BpeMs BBOAA JaHHBIX B syeliky, Boc-
% nonp3yiTech KiaBumrel <Backspace> u yJainTe Bce HEKOPPEKTHBIE CHM-
BOJibl. ITociie 3TOr0 MOBTOPHO BBEUTE KOPPEKTHLIE JaHHBIE.

Ecnu Bol 00Hapyxuiu omubKy yKe Hocie BBOAA JaHHEIX B AUelKy, 3ame-
HHUTE BCIO 3alIUCh WITH MIPOCTO UCTIPaBBTE B HEl OLINOKH.

Ipy BBOAE KOPOTKUX 3amuceii pole BHIIOIHUTS NOJHYHO 3aMeHy. Boine-
nuTe f4eiiKy, BBEAWTe HOBOE 3HAYeHHe U HaXXMHUTe kiasully <Enter> unu
LIEIKHKTE Ha kKHomke BBog.

Ecnu omumOKy B 3amiCH OTHOCHTENBEHO NPOCTO UCHIPABUTH, 8 Cama 3aliich
CIIMHIKOM Oofbllasi, ee HNpoIle OTPeNaKTHPOBaTh, YEM 3aMEHUTH MOJIHO-
CTBIO. JI71s1 3TOr0 JOCTAaTOYHO ABAXIBI LIEJKHYTh Ha HEll MIIH BBIIEIUTb U
HaKaThb KiaBuimy <F2>,

Boigenure cTpoky dopmyi, 4To0b! oTo6pasuiaucs kaonkd Beog n OTme-
Ha, ¥ IOMECTHTE Kypcop BCTaBKH B sueliKy. Ecim BBl 1Baxab! menkHynu
Ha suyelike, TOUKa BCTaBKy OyJeT HaXOAUTLCA B MecTe Liemuka. Eciu ke
Bbl OTKPbUTH A4eliKy Ui peflakTHpOBAaHHS ¢ NMOMOIUBIO KiIaBumm <F2>,
TOYKA BCTaBKHU OyJeT HaXOAUTHCA 1OCIE MOCHEIHeTO CHMBOJIA 3aITHCH.

LR

O6patute BRUMaHKe Ha TO, YTO MHIUKATOP pexXuMa paboThl H3MEHUIICA
Ha MNpaska (Edit). Haxonsck B 3TOM pexyuMe, MOKHO TIepeMeIlaTh TOUKY
BCTaBKH C NIOMOLLBIO KaK MBILIH, TaK U KIABULI YIPaBJeHHs KypcopoMm.

B tabn. 2.3 nepeuyncieHbl KOMOWHALMK KIaBUIL, KOTOPbie MOXKHO HCIONB30BaTh I
HU3MEHEHHs IOJIOKEHMA TOYKM BCTaBKU (Kypcopa sfueiiky) ¥ ynaneHus HexenaTesbHbIX
CUMBOJIOB. ECli HYXHO BCTaBUThL HOBBIE CHMBOJIBI, TPOCTO BBequTe nX. Eciu xotute 3a-
MEHHUTD CYHIECTBYIOMXE CUMBOJIEI HOBBIMH, TO C MOMOIIBIO KIaBUWIH <Insert> nepexmo-
YUTE PEXKAM BBOJA AaHHBIX. YTOOB! BEpHYThCS B HOPMaJIbHBIH pexxuM paboThl, HAKMHUTE
Knauy <Insert> eie pa3. Korna 3aBepiuyte KOppeKTHPOBKY 3allCH, HAKMHTE KJIABHIILY
<Enter>.

"‘\o\l“

L

Korza Excel naxonutcs B pexxMe npaBKH, MOXHO 3aHOBO BBECTH COLEPIKH-
MO€ sfYeHKH, MOCNIE Yero MENKHYTh Ha kHonke BBOA Uiy Haxarh KJIaBHILY
<Enter>, Knapyium ynpapyieHus KypcopoM JUIA NepeMellleHHs MexXy A4ek-
KaMH MOXKHO UCIOJB30BaTh TONBKO B pexkUMe BBOZAA. B pexxuMe mpaBku ¢ mo-
MOIIBIO 3TUX KJIaBHLI MOXHO [IEPEMEILAThCsA TOJIBKO B Npefeax peaakTupye-
MO siueiiky — K HOBOI suelike nepelity Henb3s.
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TaGnvia 2.3. KomGuHaUMKM KnaBuLl AN pefaKTUPOBaHUA aYeeK

Knasuwia nnn kombunauns knasuw  Hasnavenue

<Delete> Ynanexvie CUMBOAa CNpaea OT TOYKYM BCTaBKW
<Backspace> YnaneHue CMMBONA CNeea OT TOYKW BCTaBKU
<> TepemetiieHte TOYKM BCTABKY Ha OAUH CMBON BNPaBo
<> MepemetueHWe TONKM BCTABKM HA OQWH CUMBON BNEBO
<> MepemelLeHre TOYKM BCTaBKM U3 KOHLA 3anvci B Npedbiayiiee MecTo-
1I0N10XeHue
<End>wm <> MNepemetiieH1e TOYKM BCTaBKM B KOHEL, 3anncH
<Home> MNepeMelLgHe TOYKI BCTaBKY B HA4ano 3anucu
<Ctrl+—> MNepemelieHne To4Ku BCTaBKI Ha OBHO CAOBO BNPaBo
<Ctri+«> MNepemeLleHme TOUKy BCTaBKW Ha ORHO COBO BAEBO
<Insert> MNepexnioyeHne MeXay pexumami BCTaBku U 3aMeHb!

M naa cnocoﬁa PeAaKTHPOBaHUS: B fueiike u B cTpoke dopmyn

nporpauma Excel npepoctasnset nepexop,um Mexay omenbﬂuw CTpOKaMM copep-
BO3MOXHOCTb penaKrnposaHuﬂ €0~ XIMOro SI4EiKH, NpK 3TOM He meGyﬂ pacmupqnua
p.epxumoro Sueiky KkaK B Heil ca-  (kak B npedeiaywmx Bepcusx Excel). Tenepb: o’ua_‘

MOM TaK n B CTPOKe cbopmyn B Gonbl.UMHCTBG cny-
4aeB PeaaKTMPOBaATL B AYEIIKE yHo6Hee, 0AHaKo B
CNy4ae ANMHHBIX 3anuceii (rpoMO3AKUX (OpMYn
n Bonbiumx absaties Tekcta) yaobHee BOCMONb-
30BaTLCA CcTpokoi popmyn. B Excel 2016 B cTpo-
Ky opmyn aBToMaTMyecku- nobaBaseTcs nonoca
~ BePTUKANLHOM AIPOKPYTKH, KORIa BBOANMBIIA TEKCT
- CANLIKOM ANVHHBIIA 1 HE 0TOGPaXaeTes NONHOCTLIO

3aHUMAET TO/IbKO BEPXHIOIO YaCTb paboyero McTa.,
Ana PERAKTMOBaHWA 3HAYEHNs! B CTPOKE hopmyn,
a He B siveifke, BOCMIONb3YHTECh COOTBETCTBYIONIEN

- KHOMKO €€ NONOCH! MPOKPYTKM, 4T0BLI 0TObpasUTL

HeoBXoAMMbI (parMeHT ComepxuMoro. 3aTem
LUENKHUTE B TOM MECTE TEKCTa 1amn GOopMybi, KO-
TOpoe HyXaaeTcs B KOPPeKTUpoBKe, 4Tebl 0T06-
PasuTh TO4KY BCTABKM.

‘B OIHOM CTPOKe. ITa NoA0Ca NPOKPYTKK O3BONSET

Facumupennee chegeniba bboga gannsx

B atoM pasnene Gynyt paccMOTpeHbi (yHKIMM aBTO3aBEpLIEHHUS, ABTO3ANONHEHUS U
MTHOBEHHOTO 3alONHEeHNs, obneryarolye BBOJl JaHHbIX. Takke MbI TOrOBOPUM O TOM, Kak
MOMEHTAILHO 3aMONHUTE JAHHBIMH LIENBIA MacCHB AUYeekK.

1 He 3aBepluy Oe3 Bac

®dynxuus asro3asepiuieHus B Excel 2016 — 31o HedTo, ¢ YeM BBI BpAJ /14 CTAaJIKUBa-
J¥ch pakee. CneupamicTsl U3 koMnanuy Microsoft MOnbITaMCE YIPOCTHUTE BBOA AaHHBIX,
TI03TOMY U MPeATOKWIH (YHKIHIO aBTO3aBEPLICHHUA.

Ee MOXHO CPaBHUTB C SKCTPACEHCOM, KOTOPBIN Ha OCHOBE HH(POPMALMH O TOM, YTO BB
YKe BBEJIH, IOraplBacTcs, YTo Bbl cOOMpaeTech BBECTH Jaublie. Jta HyHKIUUS aKTHBH3H-
pyetcs mocne BBoja TekcroBoro cronbua. (OHa He 3ajeficTByeTCs NpU BBOAE YHMCJIOBBIX

Thasa 2. Co3ganue paboyeif kunru “c Hyna” 77



3HaYCHHUH WM TEKCTOBBLIX CTPOK.) B mpouecce BBOAA MONB30BaTEIEM TEKCTOBOTO CTONOLA
¢yHKIMs aBTO3aBEPILCHIA IPOCMATPHBAET NpebIAyINKe 3aNUCH U ABTOMATHYECKH Ty0nu-
PYET HX B CIEAYIOLIME CTPOKH, €CIIM OHY HAYUHAIOTCA C BBOAUMO# GyKBEL

IpenmnonoxuM, yro B sdeiiky A2 Gbin BBeZieH TeKCT Kommanus: "Hair XOHUEPKR", a
3aTeM Kypcop Obui nepemelieH B gueiiky A3 1 BBeAeHa OykBa K (pericTp He UMeeT 3Have-
Hus1). QyHKUMS aBTO3aBEpPIUCHUs HEMeIeHHO N06aBHT B sYeiiKy OCTaBIIYIOCS YacTb yiKe
3HaKOMO#1 CTPOKM — oMnaHusa "Ham KoHLepH".

Bce xopolno o Tex nop, oka Bel BBOJWTE B A4eiky A3 To e caMoe, 4TO U B f4eii-
Ky A2. Ho uto nenarb, €CJIi BBl 3aXOTHUTE BBECTH APYIyKO (pasy, KOTOpas HauMHaeTcs C
Oyxsbl K? OyHKIWS aBTO3aBEPIIEHHs aBTOMAaTHYECKH BBIIEIUT BCE, YTO BCTABIeHO MOCHE
nepsoii Oyksbl. He comamaiitech ¢ mpeajiaraeMpiM BapyaHTOM 3aMEHbl M IPOJOIKaHTE
BBOJUTH COOCTBEHHbII TEKCT.

Ecnu BBl 3aMeHseTe 3anuch, npoxyomupoBaHHyo dyHKIMEH aBro3aBepIeHns (Kak cae-
J1an 1), TO TepAeTe BO3MOXHOCTB ITONB30BaThCS €10 [ JaHHO#H OykBbi. Hanpumep, eciin B
AYeiiky A3 BBeCTH CyioBa KoMriarms "Cup-60p", QyHKIHA aBTO3aBePUICHHS HUKAK HE
oTpearupyer, eciii B siueiike A4 Beecty Oyxsy K.

Ecsm ¢yHKIHA aBTO3aBEpIICHUA MELIaeT BBOAUTH JaHHEIE, TO OTKIIIOYHUTE €e.
Orxpoiire Briaaky [lononHuTensHO auanorosoro okHa Mapametpbl Excel
(A aToro BeibepuTe KoManxy Pann=IllapameTpb=>JoNosIHUTENbHO THGO
HaxmuTe komOuHauuio xiasui <AIt+OM>/<Alt+FTA>) u cOpockre ¢rakok
ABTo3aBepLleHne 3HaveHuit aueek (Enable Autocomplete for Cell Values).

DyHKLUUS aBTO3aN0NHEHMUS

3a4acTylo Hy)KHO BBECTH B HEKOTOpbIH CTONOEN MOC/IeN0BaTeNBHOCTh YMCET HITH JaT.
Hanpumep, cTonber; MoxeT cogepxarh Ha3BaHHA MeCALEB ¢ AHBapA Mo Aekabpe Wi Io-
clenoBaTenbHOCTh uncen ot 1 ao 100.

QyHkuuA aBTo3anoiHeHud B mporpamme Excel moMoxket BaM B 310l pyTHHHO# pabore.
Haunute ¢ BBOZ@ B cTONGEL NEPBOTO 3HAYEHHs MOCENA0BareabHOCTH. DYHKLHUS aBTO3a-
TIOJIHEHHs JOCTATOYHO CooOpasuTeNsHa, YTOOBI OHATE, KaK POAODKUTE NOCIIEA0BATE Th-
HOCTb, KOTZIA BBl IEPEMECTHTE Mapkep, pacToJIOKEHHbIH B IPABOM HIJKHEM YTy A4eiKH,
BIpaBo (YTOOBI NOMECTUTH MOCIIEOBATENHHOCTD B CTPOKE) MM BHU3 (YTOOBI HOMECTHTH
NOCIEI0BAaTENBHOCTE B CTONOLE).

OWMHI/

"}S‘

Mapxkep 3anonHeHHs UMeeT BMA YEPHOro KBaJpaTHKa H paciioNokeH B Ipa-
BOM HIDKHEM Yy Avelku (WiM nocrnepned s4eHKM BHIOENEHHOW TPYMIbI).
Ecnu ycTaHOBHTL Hajy HMM yKa3arenb MBI (HIH yKa3areldb CEHCOPHOIO
BBO/Ia), TO OH IIPUMET BUJl YEPHOTO KPeCTHKA. YUTHTE, UTO MPH NEepeTacKuBa-
HHH yKa3aTelid MBIIM HaJ GIOKOM siUeek OHH IIPOCTO BhIAEMOTCS (MOxpo6-
Hee 06 3ToM BB y3HaeTe B mase 3). Eciu e ykasarens npuHsn Bug 6enoro
KPeCTHKa, TO BBIACICHHBIH GJOK A4eek MOXKHO MEepeTalluTh B JPyroe MeCTo
pabouero ymcra (noxpobHee 06 3ToM — B miase 4).
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JRTTE Yrobr1 oTobpasuth Mapkep 3amonHeHns Excel Ha ycTpolicTBe ¢ CEHCOPHBIM
S % 3KpaHOM, KOCHHTECH HW)KHETO MapKepa BbIIENEHHS aKTHBHOM sueiiku (06o0-
| 3HayeH KPy>KOYKOM) W 3Ha4YKa aBTO3alOJIHEHNs Ha MOSBHMBLICHCS Ha JKpaHe
MUHHU-TIaHEe)IM HHCTPYMEHTOB. 3aTeM MOXXHO 3aIlOJIHUTh TOCIIeJ0BaTeNbHOCTh
3HaQUeHNH IyTeM MepeTacKuBaHUs MapKepa 3aloiHeHHS ¢ MOMOUIBIO Hajblia
WM CTUITyCa.

Ipu co3naHuu MOC/e0BATENIEHOCTEH ¢ MOMOLLBI0 MapKepa aBTO3AIIONHEH)S 32 OAUH
pa3 ero MOXXHO TepeTalUTh TOJIBKO B ONHOM HampasieHud. Harpumep, MOXHO 3ar0NIHUTD
10CIIeJOBAaTebHOCTD SU€eK CIpaBa MIIH CJIeBa OT A4YelKy, cofepxallel HadanbHoe 3Haye-
HUE, W e CBEpPXY U CHU3Y OT Hee. A BOT 3allONHUTh [OCIIE0BATeNbHOCTH Aueliky B 060-
UX HampaBJiCHWIX (HanpuMep, N0 JUaroHajiIn) Helb3s.

Bo BpeMs mepeTacKuBaHHs yKa3aTelsisi MBILIK NporpamMma HHGOPMHpPYET Bac O 3Have-
HHH, KOTOPBIM OyZeT 3aoJIHEHa MOCIeNHAA BeIIeIeHHas Aueiika, oTobpaxas ero paaioM
C yKasareJieM B SKpaHHO# mojckaske. CTOUT OTIYCTUTH KHOTIKY MBIIIH NOCNIE NepeTacKu-
BaHHs MapKepa aBTo3anojiHeHus, kak Excel 3anonsuT BelneneHHble sueiiku 1ubo nocnemo-
BaTeNbHOCTBIO, THOO OTHAM U TeM ke 3HaueHueM. CripaBa OT nocnegHeil sueiiku 3amnonHs-
eMOli MOCJIeI0BATENBHOCTH OTO0paXKaeTes 3HA4OK, MOCIE HIeNYKka Ha KOTOPOM OTKpbIBa-
eTcq KOHTeKCTHOe MeHto MapameTpbl aBTo3anonHeHus (AutoFill Options). C nomormsio
MapaMeTPOB ITONO0 KOHTEKCTHOTO MEHIO MOXXHO IIEPEONpeIe/TUTh 3alaHHbIe TI0 YMOTYaHHIO
omnepaiiy 3arMoNHEHUs WM KOIMpoBaHHA. Hanpumep, mpu mepeTackuBaHUM Mapkepa 3a-
HOJIHEHHUs TIpOrpaMMa KOMMpyeT 3HaYeHue HadalnbHOW fueiiky B Iuama3oH sueeK. Eciu
’Ke BBl XOTHTE 3alOJHUTh A4eHKH BO3pacTaroliell NOCIeA0BATEIbHOCTHIO 3HAYCHHH, TO B
KOHTEKCTHOM MeHIo [lapameTpbl aBTo3anonHeHns Beibepute napamerp 3anonHuts (Fill
Series).

Ha puc. 2.10 1 2.11 umoctpupyeTcs poliece aBTo3alolIHEeHU. bbuia 3amoiHeHa cTpo-
Ka ¢ Ha3BaHMAMH MecslleB, HaunHas ¢ AHBaps B sueiike Bl u 3akaHuuBas moHeM B sueii-
ke G1. Jing atoro B sueliky B1 6510 BBEEHO COBO SIHBaph, a 3aTeM yKa3aTelb MbIIIH
(unu yka3satenb CEHCOPHOTO BBOZ@) ObUT MOMEIEH Haj MpPaBbIM HIDKHUM YIJIOM AaHHOH
sqefiku. [locne 3Toro ykasaresb ObUT epeMeIleH BIpaBo, A0 s4eiiku G1 (cM. puc. 2.10).

H - & {- = Keikea! - Bxcel B~ 3 X
Tna Oopynme  flawwnce  Peuerawposamne  Bia % tho ew serwere cagnand Ceprees Anexcanap

%‘g/' ¥ 10éu;,»ﬁ o ’f;)‘wm@pmnnu* &'Bnama - z- QY p

Copuamuposats kak rabvuy B Yaama - (8-

Berasume b i $ . 2. 7. 0 000 43 O _‘_ o Copruposka  Haitta u
P - e % w4 T4 Crunu rueex~ BIGoprars £y ppnetpe aperums
Sydep obmens R . L Hneas s Cran Ruetn . Pesacraposasde -
B2 ) N v
A 8 C D E F G H I J &

Puc. 2.10. Yrobbl BBECTH NOCNEHOBATENLHOCTL MECALIEB, YKaXHUTe Ha3BaHUe NepBoro U3 HuX, a 3aTeM
nepertaiunuTe MapKep aBTo3anoHEHHNs B HYXHOM HanpaB/ieHun
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-Tlocne OTIycKaHHs KHOTIKH MBIIIH IIPOrpaMMa 3aIlONHIIA S9eiK HA3BAHUAMH OCTATBHBIX
MecsueB (cM. puc. 2.11). O6parute BHUMaHKEe Ha TO, YTO 3AMOTHEHHBIE TYEHKM OCTAJIHCH
BBIZICTIEHHBIMH, TPEAOCTABIIAA IOJB30OBATENIO BO3MOKHOCTh M3MEHHTH IOCJIEHOBaTE N b-
HOCTBb. (MoskeTe npofOIDKUTL aBTO3ANONIHEHHE BIPaBo, 4TOOBI 106aBUTH CEAyIOMHUe Me-
CAIIBI, HJTH BJIEBO, YTOOBI COKPaTHTh CITHCOK.)

Kiura'l - Excel = - jau] X

Peuersuposanue  Brg G W70 Sy omn2 cRensTs] Ceprees Anexcanap

el vl G
BN = P ;‘? e Copruposka  Haimnu
#0 L5 Cram auesk » 3 Gopar - L pumpe enpernts -

e ™ ZTvmi Augitkn FesarTUpoBaNMe A

o} '-ery;polm uedinn

B 3enonwre
5 32n07NHTE TOALKD SOPRaTE!
G 33NDAKATS TORBKO IHAHENHS

<O 3anonndTe ne MECAUSH ¥

Puc. 2.11. Ornyctute KHOMKY Mbim, U Excel 3anonHnT BbigeneHHble S4eiku
Ha3BaHNAMM OTCYTCTBYIOLUMX MECALIEB

Temepr MOXe€Te BOCIIONB30BATHECA IapaMETpaMil KOHTEKCTHOTO MEHIO aBTO3alIlONHE-
Hus (AutoFill Options). Uto6b1 0TOOpa3HTh 3TO MEHIO, LIENKHUTE Ha KHOIKE C PacKphIBa-
IOIMMCS CIIMCKOM, KOTOpasi NOABIAETCA Ha MapKepe aBTO3AMOJHEH!s (CIpaBa OT Mecsaua
“Uronp”). B pe3ynbrare MOSBHTCS BO3MOXKHOCTH MEpeONpelesiuTh MOCHeN0BaTebHOCTH
MECAIEB, 3aaHHbIe 0 YMOMYaHuio. UToObl CKONMMPOBATh BBEACHHBIH Mecsll, sHMBaph, B
610K OCTaNBHBIX AYeeK, HykHO BbIOpaTh myHKT Konnposatb sveitku (Copy Cells). Yro-
Obl pUMEHUTH K OIOKy fTuyeek gopMmaTupoBanie NEPBOi A4EHKH, HY)KHO BBIOPATh MyHKT
3anonuutb Tonbko popmartsl (Fill Formatting Only). UTo6b! 3aM0IHHTE MOCIEA0BATETb-
HOCTh 3Ha4y€HHMii, HO He NMPUMEHATh PopMaTHpOBaHHE MEPBOH A4k, ClieyeT BHIOPaTh
OyHKT 3anonHuTe Tonbko 3HadveHuns (Fill Without Formatting).

B Tabn. 2.4 nepe4ncieHsl HaYaNbHbIe 3HaYEHUd, KOTOPHIE MOXET MCIIONB30BaTh (yHK-
I[Hs aBTO3alONHEHMS, a TAKKe THIBI TOCIeA0BaTeIbHOCTEH, KOTOpBhle MOXHO CO3/[aBaTh
B Excel.

Co3gaHue nocnefoBaTebHOCTe!H C pa3HbiM HHKPEMEHTOM

B ¢yHKuuH aBTO3aM0NHEeHUs IPHMEHSETCS 331aHHOE TT0Ib30BaTelIeM HayallbHOe 3HaYe-
HHE MOCIIEZI0BATENLHOCTH (JiaTa, BpeMs, IeHb, rof 1 T.I1.). Bce nocneaoBarensHOCTH, pe-
CTaBJICHHBIE B Ta01. 2.4, NMEIOT MHKPEMEHT, paBHEIM 1 (OZMH Mecsll, OMUH IO, EAUHHUIA),
HO MOXHO BbIGpaTh 060 apyroii nHKpeMeHT. [IpocTo BBeAuTE B ABE COCENHHE SUEHKU
3HayeHHs], Ha OCHOBE KOTOPBIX BEIYHCIETCS HHKPEMEHT aBTO3aIlOHEHHA.
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Ta6nuua 2.4. Npumepbl NocneRoBaTeNbHOCTEH, KOTOPbIE MOXHO CO3AABAaTh C NTOMOLLbLIO
@YHKLUY aBTO3aNONIHEHNS

SuayeHme, BBeJCHHOE BNEPBYI0  3HaYeHHs B CERYIOLINX TPEX SYIKaX, 3aMONHEHHBIX C TOMOLLbIO

QYHKIHM ABTO38NONHEHUS
HoHb Vionbs , ABTycT, CeHTsabpn
Hon. Miost, ABT, CeH
Bropmux Cpena, Yersepr, llaTuuua
Br Cp, Yr, Ir
1/4/99 2/4/99, 3/4/99, 4/4/99
fue .00 deB.00, Map.00, Anp.00
15.de= 16.deB, 17.deB, 18.deB
10:00 PM 11:00PM, 12:00AM, 1:00AM
8:01 9:01, 10:01, 11:01
Keapranl Ksapran 2, KBapran 3, KBapran 4
K»2 KB3, KB4, KBl
3-ftxBapran 4-i#1 kBapran, 1-i kBapran, 2-it kBapTan
Tosap 1 ToBap 2, Tosap 3, Tosap 4

Hanpumep, yToObI HayaTh MOCJEAOBaTENIbHOCTE ¢ CyO0OTBI M HCNONB30BaTh MHKpE-
MEHT, paBHBIii ABYM AHAM, BBEAUTE B COCEHION AUeliKy 3HaueHue llonegenbHmK. 3ateM
BbIZleIHTe 00e A4eiiku M UCHOB3yiiTe HX B KayecTe 00paslia aBro3anoiHenus. B nanaom
clydae mocneA0BaTeNbHOCT OyAET BEIIAAETh CNENYIOUUM o0pa3oM: cy660Ta, moHeeNs-
HHK, Cpela, MATHALA U T.1.

Konuposanue ¢ nomouybio aBT03aMnoNMHEHNS

OyHKUMIO aBTO3ANOJHEHHs MOXHO UCIONB30BATH JUisl KOIIUPOBAHMA TEKCTOBBIX 3alld-
ceil B 1uanasoH s4eek. Jis 5Toro Bo BpeMs NEpeTacKUBaHMA MapKepa aBTO3aNOJHEHHUs
yaepxuBaiTe Haxatol xiasumy <Ctrl>. Kak Tonbko Bbl HaxMere kiasuiny <Ctrl>, cnpa-
Ba OT MapKepa aBTO3aNoJIHEHUs OABUTCA 3HaK “IUTHOC”. 3TO 03Ha4aeT, uTo OyfeT BBIION-
HATBCS KOMMPOBaHHUE AYEHKH, a He CO3aHUe Ha €€ OCHOBE MOCNe0BaTeNLHOCTH. Bo Bpe-
M TIEpETaCKMBaHUs Mapkepa (psAIOM C yKasaTesleM MBILIN) B SKpaHHO#H mnoxckaske Oyner
oTobpaxaTbcs OAHO K TO ke 3HauyeHHe. Eciiu mepeayMaeTe BBIIONHATH KONUPOBAHUE, a
peimTe co3aarh NOCAEAOBATENLHOCTh, BOCTIONB3YHTECh KOHTEKCTHBIM MEHIO aBTO3aIIOJTHE-
HH#, B KOTOpOM BbiGepuTe myHKT 3anonHuTb (Fill Series).

;,\0"“"' ITpu mepeTackHBaHMH yKa3aTejs MbIM U yASpKUBAHWM HaXKaToi KIIaBHIUM
<Ctrl> MOXHO CKOMTMPOBATHL TEKCT, @ HE YHCJIOBBIC 3HA4YEHHS. [IpeANIONOKMM,
4TO B OZIHY fA4YEHKY BBI BBEJIH YKCIO 17 K meperaiuiin MapKep aBTo3arnoj-
HEHHs NOBEPX APYTuX Aueek. Bo Bce BeiaeneHnbie sueliku OyneT ckonupo-
BaHO 4McjI0 17. Ecny ke Npy nepeTackMBaHHM HaxaTh kiaBuiny <Ctrl>, 1o
Oyzner coszana nocnexosarensHoOCcTh yncen (17, 18, 19 u T.4.). Eciu Bac 310
HE yCTpaHBaeT, MOKETE HCIIPABUTh CUTYallHiO, BRIGpaB B KOHTEKCTHOM MEHIO
aBro3anonHenus komanay Konuposatb ssueitkun (Copy Cells).
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Co3aganmne nonb30BarenbCKUX CTUCKOB aBTO3aN0NHEHNS

Kpome BO3MOXHOCTH M3MEHATH HHKPEMEHT (LIar NPUPALLEHUs) B OCIEN0BATENLHO-
CTAX, QyHKLMs aBTO3aNOIHEHNS I03BOJIAET CO3AaBaTh COGCTBEHHbIE CIMCKH. B KauecTse
IprMepa TIPEANONOKAM, YTO Ballla KOMIIAHUS UMEET TPEACTABHUTE/LCTBA B CIEAYIOMUX
ropozgax:

& v Mocksa;
v’ Canxr-IlerepOypr;

Ecnn npensaputenbHO COCTaBUTH NONIL30BATENbCKUM CIIMCOK 3TUX FOPOAOB, TO AJIS CO3-
JIaHU% TMOCIIEIOBATENHHOCTH JOCTATOUHO OyZAeT BBECTH B NEPBOH sueiike coBo Mockea,
a 3aTeM ¢ MOMOLIBI0 (yHKIMH aBTO3AMONHEHHS aBTOMAaTHYECKH CO3/1aTh COOTBETCTBYIO-
LHAA CTIUCOK.

1. Boinoanurte komauay Pann—lapamerpbi=>[JONONHNUTENbHO (HJIH HAaXKMH-
Te KoMOHHanUI0 KIaBuII <Alt+®M>/<AIt+FTA>) n meaKHHTEe Ha KHONKe
N3meHutb cnuckn (Edit Custom Lists), naxoasimeiica B pa3aese O6uue
(General). Ha sxpane nosiBuTcsi Juajnorosoe okHo Cnucku (Options), noka3zan-
HOe Ha puc. 2.12.

Ecny BBl y>ke NOTpaTHIIM BpeMs U yCIITHS Ha COCTABIIEHUE MOJIb30BATENILCKOTO CIH-
CKa B JyanasoHe s4eeK, nepexoaute K . 2. Ecnu BbI NIOKa €Ie 3TOro He cheliaid,
[epexoauTe K 1. 4.

2. Ileaxnnte Ha kHONKe UMnopT (Import List from Cells), a 3aTeM — Ha KHONKe

CBEPTHLIBAHHS AHATOT0OBOI0 OKHA (OHAa MMeeT BH/ YMEHbLUICHHOH 31eKTPOHHOMH
Tabauuel). B nosBuBiiemMca Ha YKpaHe paGouem JHCTe BbIAEJHTE AHANA30H
siyeek. (JlonosiHUuTEIbHBIE CBEAeHNs O BhIAEAEHHHU siyeek GyIyT npHBeAEHbI
B IiaBe 3.)
Korzna Bbl HayHeTe BLIAENATH S4YEHKHU JMCTa NepeTacKuBaHHeM C MOMOIIBIO MBILIH
WM yKa3aTellsl CEHCOPHOro ympasneHus, Excel aBToMaTiHuecku CBEpPHET AManioro-
BOE OKHO apamMeTpoB, 4TOOB!I 0ONErYNTH MpOCMOTp JHcTa. Kak TONbKO Bbl OTITY-
CTUTE KHOMKY MbI¥ win ybepere manen nubo CTHIyC ¢ 3KpaHa, aBTOMaTHYECKH
BOCCTaHOBHTCS HOPMaJIbHBIN pa3Mep IMaioroBoro okHa lapamerpsl Excel.

3. IleaxnnTe HAa KHONMKe MMMOPT, YTOOBI CKONHPOBATH JHANA30H SiYeeK B IOJie
Cnuckm,
IlepetiauTe k 1. 6.

4. Hleaxnure B noje dneMeHTbl cnucka (List Entries) n qo6aBbTe B clIHCOK Kax-

AbIil B3 3JIEMEHTOB (B HY)KHOM NOPSIKE), HAXKUMAsI 110CJ1¢ KAJKA0r0 BhIAEEHUS
xaasumry <Enter>,
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Paswerca crpanoue  Oopuyae  Jewwe  Peumuvporswe By

Bupasmuensie

“fln, B, Cp, ¥, Ry, C6, Bc

{Noieatiotex, Bropros, Cpeaa, Yetsepr,

-Monmmm VIDH, WOA, 88T, CeH. OLT, r. |
6apn, Scapans, apr, Anpems, Mok, e, Hiom, -

Puc. 2.12. Co3aanue nonb30BarenbCKOro Crmucka Ha 0CHOBE AnanasoHa sYeek

Tocne noGaBneHus BceX SJIEMEHTOB B Mojie DNEMEHTbl CNUCKa miepeiiauTe k 1. 5.

5. Illeaxnure Ha KHonke [106aBUTb, YTOOBI J06aBHTH CIHCOK 3JE€MEHTOB B I0JIE
cnucku.
Cospaiite Bce HeOOXOQMMBIE CIIHCKH, BHIITOJIHHB OIHCAHHEIE BBIIIIE NEHCTBHSA, IOCIIE
4ero nepeiaure K 1. 6.

6. TlocaenoBaTeabHo meakHuTe Ha kHonkax OK guaJoroBuix okoH ¢gopmupo-
BaHHS cIMCKOB H napameTpoB Excel, 4To0b1 BepHyThCA K paGoyeMy JHCTY
TeKymlel paboueit KHHTH.

ITocne co3manus coG¢TBeHHOIO crucka B Excel mocrarodHo BBecTH l'lepBBIﬁ €ro aje-
MEHT, a 3aTEM ITYTEM NCPETAaCKUBaHHA MAapKEpa aBTO3ari0JIHCHUA BCTABUTH OCTAJIbHBIC 3J1C-
MCHTHI CIIMCKa.

Eciu He XoTHTE BBOAMTH A2KE MEPBLIA 3MEMEHT CMHUCKA, HCMONB3YHTE ONH-
CaHHyI0 paHee GyHKUHMIO aBTO3aMEHBI 111 3aMEHBI BBEZICHHO# ab0peBHarypbl
MONHBIM Ha3BaHHeM (Harpumep, BMecto “CI1(6)” Oyner BeomuThcs “CaHKT-
IletepOypr™).

ABTO3anonHexHne Ha CeHCOPHOM 3KpaHe

,“uﬁa“ YT10oOBI aBTOMaTHYECKHU 3allOJHUTH MOCIENOBATEIBHOCTE HaHHBIX Ha YCTpOii-

% crBe ¢ CEHCOPHBIM 3KPaHOM, K KOTOPOMY HE HOJKIII0YEHa MBILb JTHOO Tpek-
naj, BOCHONb3yHTeCh KHOMKOH aBTo3amoiHeHus. YToOsl 0TOOpa3uTh ee
(BMecTe ¢ MUHU-TIAHEJNIBI0 WHCTPYMEHTOB CEHCOPHOTO 3KpaHa), BBIIOIHHUTE
cleAyromue AeHCTBHS.
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1. KocHurech siueiiku, B KOTOPOil HAXOOHTCA HA4Ya/JbHOE 3HAUeHME IMOCHeI0BAa-
TEALHOCTH, CO3A2BAEMOIi ¢ MOMOIILIO ABTO3AI0IHEHHMSL,
IporpaMma BBIENUT AYeiiKy ¥ OTOOpa3UT MapKephl BbileNeHus (B BUIE KPyXOu-
KOB) B JIEBOM BEPXHEM U MIPAaBOM HHXKHEM yIJiax A4eHKH.

2. HaxxmuTe M yAep:KHBaiiTe majeu (Min cTHiyc) B obaacTu siuefiku 10 Tex mnop,
NOKA He MOABUTCS MHUHHU-TIAHEIb HHCTPYMEHTOB,
MuHu-naHenb HHCTPYMEHTOB NpefcTaBiseT coboi nonocy, COCTOSLIYIO U3 KOMaHa-
HBIX KHOMOK, 0T BcTasuts (Paste) no AsTo3anonHeHue (AutoFill), koropas 3aBep-
1maeTcs KHorkoit okasaTtb KOHTEKCTHoe MeHIo (Show Context Menu), cHabxeH-
HOM yKa3bIBalOLlleil BHU3 TPEYTONBHON CTPETIOUKOH.

3. KocHurech kHonkn ABTO3anonHeHue, Haxoasleiica HA MUHH-TIAHEeIH HH-
CTPYMEHTOB.
[porpamma 3aKpbIBae€T MUHH-TIaHEb HHCTPYMEHTOB M f00aBigeT KHONKY ABTO3a-
nonHeHue B TeKyllylo BEIOpaHHYIO s4eliky (yKa3piBalollas BHU3 rofy6as cTpenoy-
Ka, KOTOpas 3aKinioYeHa B KBaJipar u 0To0paXkaeTcs B MPaBOM HIDKHEM YTy sueiiki).

4. IleperamuTe ¢ MOMOIIbIO MATBLA HJIH CTHIYCa KHOMKY ABTO3anofiHeHue
MOBEPX MyCTHIX siYeeK B cTOIGUE HIH CTPOKE, B KOTOPOii GyleT 3anoaHATHCS
HO0C/IeI0BATEILHOCTh AaHHBIX.

B mpotiecce mepeMeieHus Naiblia WiK CTHIYCa MO MycThIM fAdeiikam B none ms
CTPOKH (hopMyIT 0TOOpaXKAIOTCS AIEMEHTH ITOCIeA0BaTENbHOCTH JaHHbIX. Kak Tonb-
Ko OyIeT 3anoNHeHa NOCeNH A mycTas suelika, yoepute nauel uid CTHIyC OT CEH-
copHOro 3kpana. Excel TyT e 3amHONHHUT MOC/IENOBaTeIbHOCTL JaHHbBIX U1 Bbize-
JIEHHOI'0 J1ara3oHa. ’

ABTO3anosiHeHne C NOMOLLbIO KHOMKYU 3anoJsIHUMb (Bknagka FnaeHas)

Ecnn nporpamma Excel 2016 ycTaHOBiIEHa Ha yCTPOMCTBE ¢ CEHCOPHBIM JKPaHOM, K
KOTOPOMY HE MOAKJIFOUEHBI HA MBILb, HU TPEKIAJ, TO MOXKHO BOCIIOB30BaThCs KHOTMKOM
3anonHuTb (AutoFill), Haxonsmeiicsa Ha nenre. K 3toMy crocofy MOXHO TaKoke npuber-
HyTb B TOM Cjiy4ae, €CJIi BbI HE XOTHTE [IEPETacKUBaTh MapKephbl aBTO3aMOIHEHUA € TIOMO-
LIBIO MBILIH.

Y106BI BBITOIHHTE aBTO3ANIONHEHHUE ¢ MOMOLIBIO KHONKK 3anonHWUTb, Haxoadiecs Ha
BKJIaZike JieHThI [NaBHag, nponenaiite ciemyomee.

1. B nepsyio siueliky (sueiikn) BBeauTe HAYAJIBHYIO 3aNHChH (3ANMHCH), HA KOTOPOIi
GygeT ocHOBaHa NOC/IEA0BATENbHOCTH AAHHBIX JIHCTA.

2. B crpoxe nau croadue BbiGepuTe AMANIA30H ST4€EK, B KOTOPOM GYRET CO3AaHA
nocaexosaTepHocTh. He 3a6ynbTe BKIIOYHTH B c031aBaeMblii AHana3oH siyeii-
KY € HaYaJIbHO 3aMHChI0.

3. Hlenkuute Ha kHonke 3anonHuuthb (Fill), naxoasueiics Ha Baaake MMaBHan,
H B PacKpBLIBAIOIIEMCH MEHIO Bbi(epHTe mapaMeTp aBTo3amojiHeHus. Mokere
TAKIKe HAXKATh KOMOHHALMIO KIaBuIl <A+SA3AT>/<Alt+HFIS>.
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Knonka 3anonHuTb Haxoaures B rpynme Pepaktuposanue (Editing) Hemocpen-
cTBeHHO noz kaonkoit Cymma (AutoSum). ITocne BriGopa napamerpa Mporpeccust
(Series) oTkpoeTcs quanororoe okHO [porpeccus.

4. B cron6ue Tun (Type) ycraHoBuTe nepexiiouarenb ABTo3anonHeHue (Auto-
Fill), a 3atem mesaxHuTe Ha kHonke OK B auasiorosoM okHe Mporpeccun.
Excel co3mact mocnenoBareibHOCTb JaHHBIX HA OCHOBE Ha4aJIbHOTO 3HauUeHUs (3Ha-
4eHuii) Tak, kak OyaTo Bbl BHIOpaJii AUara3oH sSUeek ¢ MOMOLIbI0 MapKepa aBro3a-
TOJTHEHUA.

O6paruTe BHUMaHHe Ha TO, YTO B AUATIOrOoBoM OkHe [1pOrpeccus HaxomuTcs psj ma-
PaMeTpoB, KOTOpPBIE MOTYT HPUMEHATHC AJA TOUHOH HAcTpOHKH NOCIefoBaTeSIbHOCTEH
JaHHbIX, co3laBaeMbix B Excel. Jlna nuHeitHol mocnefoBaTeNbHOCTH MOXHO YBEIHYHTb
HHKPEMEHT, onpenenus ero B moxne Llar (Step Value). AnanornunsiM o6pa3oM, eClTi HyX-
HO, YTOGBI POCT JIMHEMHOM 1T0C/TeOBATENIEHOCTH AaHHBIX WM NTOCNeI0BaTebHOCTH, CO3a-
BaeMOM ¢ MOMOLUBI0 ABTO3ANONIHEHHSA, OCTAHABIMBAJICA MPH JOCTHXKEHHU ONpPENCTEHHOTO
MOPOrOBOTO 3HAYEHHsA, BBEAHUTE ITO 3HadeHHe B nojie [1peaensHoe 3HadveHue (Stop Value).

oMH"I

2%

IMpu co3gaHuM MOCIENOBATEeNLHOCTH JAT, KOTOphIe OyAyT 3anoNHATECA 3Ha-
YeHUAMH, OTIMYAIOIMMHCS OT JHEH, BeIGepUTe COOTBETCTBYIONINE €NHUIIBI
B pasgene Egunuub (Date Unit). B yacTHocTH, MOXHO BbIGpaTh Pabouuit
AeHb (Weekday), Mecay (Month) umi log (Year).

MrHoBeHHOEe 3anosiHeHue

Braromaps ¢yHxuuu mraoBenHoro 3anonHeHus (Flash Fill) B Excel 2016 MoxHO Ha
OCHOBE YacTH JaHHBIX, HAXONAIIMXCSA B OXHOM cTojibue Tabmuip! paboyero JucTa, co34aTh
HOBBIH cTOIOEI] TAOMHIBL, HAXKAB BCETO JIMIIL HECKONbKO kKnasuil. TTociemoBaTelbHOCTD
3andcelt NpakTHUeCKH MIHOBEHHO ITOSBHTCA B HOBOM cTojOLE. IIpy 3TOM HONB30BaTeNio
He MOHANOOUTCA CO30aBaTh WIH KOMMPOBATH Kakue-1u60 GopMyIibL.

Haunyumiu#i criocof noHATh, kKak paboTaeT MrHOBEHHOE 3alOIHeHUE, — 03HAKOMUTHCA
¢ peasibHbIM IpuMepoM. Obparure BHUMaHUe Ha puc. 2.13, Ha KoTOpoM Hoka3aHa Tabnumna
JaHHBIX, COCTOALIAs U3 YeThipex CTonouoB. B nepBoM cronbie Tabiuip! ykasaHs! Gamu-
M, MMS U OTYECTBO KJIMEHTOB KOoMNaHuu. BTopoii, TpeTuii u yeTBepThiii cTONONEI Npea-
Ha3Ha4yeHBI [ BBOJA MMEHH, OTYECTBA U (aMUITNK KITAEHTOB KOMITaHHH.

Bwmecto Toro uTo0sl BpYYHYHO BBOAUTH UMEHA, OTYECTBA M (JaMUJIMH B COOTBETCTBY IO~
e cTofbub! (MO0 NBITAThCs KONHPOBaTh (aMIIHIO, HMS H OTYECTBO KIIMEHTA U3 CTOJO-
ua A B cron6ust B, C u D, ynansas numisme gerainu), BOCIONL3YHTeCh MTHOBEHHBIM 3a110J1-
HEHHEM.

1. B sueiiky B2 BBeauTe MMs AnexcaHAp H 3aBepIINTE BBOMA, HAXKAB KJIABMIIY
<{> uam <Enter>,
IMocne 3aBepiuenus Beoaa Excel mepemeraer kypcop B sueitky B3. Tenmeps octa-
JOCh BBECTU MepBYl OyKBy MMEHM CNEAYIOLIEr0 KIMEHTa, YTOObI MPEeAOCTaBHTD
MTHOBEHHOMY 3aIOJHEHHIO BCe He06X0MMbIe CBeIeHUs.
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Puc. 2.13. Tabnuua AaHHbIX, BKIOYAIOWasa MMs, aMuamio U OTYECTBO (B NepaoM cTonbe) KTMEHTOB KoMna-
HuM, KoTopbie ByayT pacripeneneHbl N0 0CTaNbHLIM CTONBLAM C MOMOLLbIO MIHOBEHHOTO 3aMONHEHNA

2. B nueiixe B3 BBenute GykBy M — nepBy1o §yKkBy HMEHM BTOPOro KJIHEHTAa KOM-
NAHUH,
Brnaronaps ¢yHKI#H MrHOBEHHOT'O 3alIONHEHHS TYT XKe MOIBHUTCA OCTABIAAC YaCTh
HUMEHH BTOPOrO KIIMEHTa (B CTWIE aBTO3aNoNHEeHns) — MakcuM. B 310 ke Bpems
orobpa3sTcs IMeHa BceX KIHEeHTOB B cTonbIie B, koToprie 6pu1 H3B/IEYEHBI U3 HOJ-
HBIX HMEH KIHEHTOB, HaXOAIIUXCs B CTONOME A.

3. 3aBepmuTe BBOA HMeHH Maxcym B siveiike B3, naxkaB knapnmy <Enter>
i <J>,
IMocae 3aBeplueHus BBOAA JaHHBIX B ssueiiky B3 nporpamMmMa aBTOMaTH4€CKH BBITON-
HUT BBOJI IAHHBIX BO BCe sA4eiiku cTonbua Mms.

Jns 3aBepiieHus paboThl ¢ HALIMM TIPUMEPOM TAONHUIIBl BBEAUTE OTYECTBA U haMUINK
xireHToB B ctonbnsl C U D coorBeTcTBeHHO. C 3TOi LIENIBIO TOBTOPHUTE OMMCAHHbIE BhIIIE
JeiictBus. Beaute oTuecTBO NepBOTO KIMEHTa, llerporuy, B Aueiiky C2, a B aueiiky C3
Beeaute Oyksy “I”. ITocne 3aBepineHus BBoAa otyecTsa B sueiike C3 B cronbiie C orobpa-
34TCA OTYECTBA BCEX KIMEHTOB. AHATIOrMYHBIM 00pa3oM MOXKHO BBECTH (aMIJIHIO TIEPBOTO
KJIMeHTa, Ceprees, B g4eiiky D2, a B sueiiky D3 — 6yxsy “IT”. 3aBepumre BBOA (a-
MWInH B sueiiky D3 (IleTpoe), nociie Yyero aBToMaTH4ecKy 3aBepLIMTCS BBOJ (pamumii
KJIMEHTOB B cToJiber D.

Ipu BBINONHEHHM 3TOTO NpHMEPA BBOJ JaHHBIX B TaONMIy MMEH KIMEHTOB MOTpely-
eT 28 HaxaTuil KJaBHIL, 22 M3 KOTOPbIX — BBOA MMEHH, OTYeCTBA H (haMUIIHU NEPBOIO
KJIMEHTA, a TaKKe BBOJ|, HAaYaIbHBIX OyKB MMEHH, OTYECTBA U (haMIIMU BTOPOTO KJIMEHTA.
OcTaBiurecs MECTh HAXXATHH KJIABHLI HYXHBI JUI 3aBepILICHHS BBOJA JaHHBIX B A4eiikax
B3, C3 u D3. A Teneps npeactasste cebe, uto B cTonbue A Tabnuisl MMEH KIMEHTOB CO-
JepXKaTcs COTHH U Jjaxe TeicauH 3anmucedl. M monymaiite o ToM, ckobko pa3 motpelyercs
HaXaTb KJIaBHUIl, YTOOBI BBECTH BPY4HYIO UMs, OTUECTBO M (paMmwinio B cTonbupl “Ums”,
“OryectBo” 1 “@amunus”. [To cpaBHEHHIO ¢ 3THM 28 KJIaBHII, KOTOPEIE PHILIOCH HAXAThH
JUIS aKTHBU3aLUMK (PyHKUHMH MIHOBEHHOTO 3aMONIHEHHA, — 3TO MPOCTO KaIUid B MOPE.
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3amedy, YTO MTHOBEHHOE 3al0JHEHHUE JIydlile BCero HCIOb30BaTh U1 U3BIe-
YeHUs YacTel MIMHHBIX 3amuceif B cTonble, CO3AAHHBIX Ha OCHOBE OIJHOTO
U TOTO ke MmabNoHa U HCHOMB3YIOMMX ONHU M Te JKE THIBI pasienvrenei
(npoGensl, 3ansThie, Reducel U np.). Takke yUUTHIBalTE TO, YTO MTHOBEH-
HOE 3aroHeHHe MOXKeT NPUMEHATHCS He TONBKO I paboThl ¢ TeKCTOBBIMU
3anuCiAMH, KaK B pPaCCMAaTPHBAEMOM NpuMepe ¢ Tabnulel KINeHTOB. OTa
GyHKUMS YCHEUHO MPUMEHSETCS Ui aHallu3a 3anucei, NpeICcTaBIAOMNAX
co0oii coyeTaHiie TEKCTa U YUCE, HampuMep HoMepoB 3amuacreit (AJ-1234,
RW-8007 u T.;w.).

BcraBka cneumnanbHbiXx CAMBONOB

Excel MakcuManbHO o0JieryaeT BBOA B AUCHKM ClIE[HAIbHBIX CHMBOJIOB, TaKUX KaK
CHMBOJI A0JIapa, aBTOPCKOTO NIpaBa MK ToproBo#i Mapku. OTkpoiite sueiiky 11s pefakTu-
pOBaHMs U Ha JieHTe BribepuTe koMaHny Bcraska=Cumson (Insert=>Symbol) mi6o Ha-
XMHUTe KOMOHHaIuio kKinaBuil <Alt+D2I0TCHU>/<AIt+NU>. OtkpoeTcs AUaTOrOBOE OKHO
Cumson (Symbol).

Juanorosoe okHO CUMBON comepxut aBe Biuiaaxu: Cumsonsl (Symbols) u Cneuu-
anbHbie 3Hakm (Special Characters). UtoObl BCTaBUTH MaTeMaTH4eCKKii CHMBOJ MITH 3HAK
MHOCTPAHHOMN BaJIIOThI, Ha Byiagxe CUMBON BBIAEIUTE €T0 B CIIUCKE H LIEITKHATE HA KHOII-
ke BeTaBuTb (b0 ABaXkabl MIEJTKHUTE HA 3TOM CHUMBOJIE WIM JBaXKIbl KOCHUTECH €r0 Ha
CEHCOPHOM 3KpaHe). UToObl BCTABUTh CUMBOJBI HHOCTPAHHBIX SA3bIKOB, OTCYTCTBYIOLIUE
Ha KJIaBHaType, IIEeJKHHTe Ha pacKphiBatomeMcs ciucke Habop (Subset), a 3areM — Ha
MMeHH Habopa CHMBOJIOB M BbIOEpHTE HYXHBIM CHMBON U3 criicka. MOXHO TakKe BCTaB-
JATh MAaTeMaTUYECKHE CHMBOJIBI, TAKHE KaK “IUTIOC” M “MHHYC”, M CUMBOJIbI BAJIIOT, HANPH-
mep dyHTa. s 3Toro BeibepuTe HyKHBIM BapHaHT B cnucke PaHee ucnonb3oBasLumecs
cumeonsbt (Recently Used Symbols) B HuxHeilt yactu Biuianku Cumson.

J1s1 BcTaBKY crienHaibHBIX CHMBOJIOB, TAKMX Kak 3HAK TOPrOBOi Mapky, naparpad unu
MHOTOTOYHMe, epeliauTe Ha Bkaaaky CneuunasnsHbie 3HaKy, Haliiute CHMBOJN B CIIHCKE H
HIENKHATE Ha kHomnke BctaBuThb. (Bce 9TH CHMBOJIBI MOXKHO BCTaBUTh B A4EHKY U C TIOMO-
HIBI0 IBOMHOTO HIgTKa 1160 JBOMHOIO KacaHus Ha CEHCOPHOM JKpaHe.)

TMocne BcTaBKM BceX HEOOXOAMMBIX CHELMaNbHBIX CHMBOJIOB 3aKpOHTe AUATIOrOBOE
OKHO, HaxxaB knaBuily <Esc> nubo wienkHyB Ha kHonke 3akpelTb (Close), Haxoastueiics
B IIPaBOM BEpXHEM YTy OKHA.

3anucu B Tabnuue

Ecnu Heo6xoauMo BCTaBUTL Ha HOBBIN pabounii nucT Tabnuuy ¢ JaHHBIMH, TO MOXKHO
YIPOCTUTH cebe KU3Hb, NPeABAapUTENHHO BBIICIUB Mid TabnuUIbl quana3oH sueek. ITocne
3TOr0 JOCTAaTOYHO BBIOparh HepByro AueiiKy ¥ HayaTh BBOAUTH JAHHbIE, epPeMeasich 1o
cTpokaM u cTonbuaM (o ToM, Kaxk BIOpaTh JUana3oH s4Yeek, Bbl y3HaeTe B riase 3).

B ciyyae npeasapuTenbHOro BhiAelieHHs O10ka sueek (Takke Ha3hIBAEMOTO Ouandaso-
HOM) TIPOrpaMMa OrpaHHIMBAET BBOX B HEr0 MHGOPMALUY CIIELYIOLUM 00pa3oM.
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¢ v Tlocne menmyka Ha KHONke BBOA cTPOKH (OPMys WK HaKATHS KIABULIA
<Enter> Excel nepemewiaer kypcop k ciiemyroniei sueiike aaanasoHa.

¢ v/ Eciy IMaNa3oH sdeek COAEPIKUT HECKONBKO CTPOK M cTonbuos, Excel
! mepemelaeT Kypcop CHavana BHM3, 10 KOHUA JMANa30Ha, TOCHe H4ero —
© K mepBol suejike ciiefyromero croiabua cnpasa. Eciu quanasoH coxep-
XUT TONBKO OAHY CTPOKY, TO IPOrpamMma nepeMeLiaeT Kypecop 1o Heii cie-
BA HaMpaso.

Proreans o R

v Tlocne Toro kak Gyaer 3aBepiieH BBOI HH(POPMALMH B MOCHEAHION SUeii-
Ky BbiieJIeHHOro ananasona, Excel nepemectut kypcop k nepBo# suelike
elle He3anoAHEHHOM TabnuIbl JaHHbIX. UTOObl OTMEHUTD BbIAENIECHHE JH-
anasoHa, LIeJKHUTe Ha JIroboH s4efike paGoyero HcTa (B AUana3oHe UK
BHE €ro) WIK HAKMUTE OHY U3 KJIaBHII yIIpaBJIeHHUA KypCOPOM.

QPIME! He naxknmaiite xiaBuiiy ynpasieHus KypcopoM IIpH BBOJE JaHHBIX B Jyaria-
if 30He. BMecTo 3TOr0 Mcnone3yiite kHonky Beog unu kmaeuiry <Enter>, tak
' KaK HakaTue KJIaBMLIM YNPABIEHUS KypcOpOM OTMEHSET BbiaeneHue Onoka
siyeeK IpH repeMeleHuH Kypcopa. s nepeMernenus Kypcopa B JHana3oHe

MOJKETe HCTIOJIb30BaTh CNEAYOLLe CIOCO0BI.

# v Haxmurte kinapumy <Enter> juis nepemelnenus k cocenneii sueiike CHu3y
¢ VUM K IepBO# CTPOKE CJIELYIOIIEero CToa01a AHanasoHa.

¢ v Haxmure knaBunty <Tab> juis nepeMelieHus no BceM CTonGLaM auana-
i 30Ha ClieBa HANPaBO W MOC/NEIYIOMIETO NEepexoka K creyroeii cTpoke.
Kom0Ounauus knasum <Shifi+Tab> BhinonHser To e, TOJILKO B 00paTHOM
HalpaBJIeHHH: CIIpaBa HaJIeBo.

: v' Haxwmnre koMGHHaumio kiasuw <Ctrl+touka>, 4T06bI [IEpeMeECTHTD Kyp-
¥ cop M3 OZIHOTO KOHIA AUala3oHa B APyroi.

YckopeHHblit BBOA AaHHbIX

BBecTy OZHO M TO XK€ 3HaueHWe B LeNblii Auamna3oH sueek pabouero JucTa MOXHO
3a OlHy oniepauuio. B nepsyro odepenr BblaesnuTe caM AnamasoH sueek. (B Excel Mox-
HO OJHOBPEMEHHO BBIACIHTE M HECKOJBKO IUANa3oHOB; NOAPOOHOCTH BBl y3HAETE B IVia-
Be 3.) [Tocne 3toro Beeaute hopMyiy B cTpoke GOpMYIT H HOKMUTE KOMOHHALHIO KIIABHIL
<Ctrl+Enter>. BeeneHHOe 3Ha4eHHe OyeT BCTaBNEHO B BECh Bbi/IeJIEHHbII AMAna3oH s4Yeek.

owHu KnioueBbIM MOMEHTOM 3TOH ONEpaluH SBIAETCA YAEPXKHBaHHE HAXKATOM

xinasuin <Ctrl> (Ha ¢usnueckoil K1aBuaType) BO BpeMs HaXaTus KIaBULIN
<Enter>. Tolbko B 3TOM cily4ae JaHHble OYIyT BCTaBIEHE! BO BCE SYEHKU BbI-
JeJieHHoro auanasoHa. Ecim He ynepxusarh Haxarol kinasunry <Ctrl>, To
JaHHbIe OyIyT BCTaBJIEHbI TOJBKO B IEpBYIO A4eiiKy auanasoHa. Eciiu ke Bbl
paboTaere ¢ 3kpaHHOH (BUpTyanbHoit) knasuarypoit Windows, 1o nocneznosa-
TENbLHO HaxMuTe knaBuid <Ctrl> n <Enter>.
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BBoza JaHHBIX MOXCHO TaloKe 3HAYMTENbHO YCKOPHTb, €CIIM YCTaHOBUTHL (naxok Pac-
NPOCTPaHATL hopMaTh U DOpMyNbl MpU paclumpeHun fuanasoHa AadHblx (Extend
Data Range Formats and Formulas) Ha Bkiajgke JONONHUTENbHO AMAlIOroBOro OKHA
napameTpoB nporpammbl. (UTo6Gsl BEIOpaTh 3TY BKJIAJKY, BHITONHHTE koMaHAy Pain=
MapameTpbi= JoN0ONHUTENBHO KO0 HaxxMHUTEe KOMOMHAIMIO KWIaBUII <Alt+DM>/<Alt+
+FTA>.) Koraa stot ¢naxok ycraHoBneH, Excel aBromarinyecku ¢gopmarupyeT HOBbIE BBO-
JMMBIE B CIHCOK JaHHbIe 10 00pasiy NpeAblAyHuX CTPOK, a TakkKe Komupyer GopMmydsl,
BBeZIcHHbIE B HUX. OJIHAKO ClIelyeT OTMETHTb, YTO, AJI TOro YTOOBI BOCIIONB30BAThCS 3TOMH
BO3MOXXHOCTBIO, HYXKHO BPy4YHYIO BBECTHU JAHHBIC U OTGOPMATHPOBATL MX KaK MUHUMYM
B TPeX HepBbIX CTPOKax CITHCKA.

Facuupsen Gozunonnochin gopiys

Bsl yxe 3HaeTe, Kak co3zaBaTh (POpMYIIbI, BLINONHAIOLWIME TTPOCTHIE MaTeMarHYecKHe
onepaiuy, Takue Kax JAeJIeHUe, yMHOXKEHHUE, CJIOKEHNE U BbluMTaHue. ECIH JKe BaM Hy»KHBI
Ooree CJIOKHBIE HOPMYJIBI, TO BMECTO KOMOMHNMPOBaHMs MHOKECTBA MaTeMaTHYECKHX oOne-
paumit Jiyuie Bocnonb3oBarbes Pynkuuamu Excel.

Dynkyueti Ha3BIBAIOT NpeIONpeNeleHHyI0 (GOpMyYITy, BbLIMOIHAIOMIYIO ONpEACTeHHbIA
THN BbuucieHnii. Eif HeoOXonuMo nepenats 3Ha4eHUs, UCTIONb3YEMbIE B ONepanuu (OHU
HasbIBAIOTCA apymenmamy). Kak U B POCTIX GOpMyIiaX, apryMeHTaMu QyHKIUHA MOTyT
ObITh yKcia (Hanpumep, 22 win -4, 56), a TaKKe CCbUTKK Ha s4etiky (B10) win Juanaso-
Hbl sfiveek (C3: F3).

Kak u dopmyny, GyHKOMIO HYXKHO TpPEIBAapATh 3HAKOM PABEHCTBA, YTOOBI IpOrpam-
Ma He BOCHpHHAIA € KaKk OOBIYHBIN TeKCT. 3a 3HAKOM PaBEHCTBA [OJDKHO CIIEL0BaTh UM
¢yHKLMY (py BBOZIE MOXKHO He 00paliaTb BHUMAHUA HA PETHCTP, ITIaBHOE — HE JOMmyC-
KaThb oneyarok). ITocie iMeHH GYHKIHH YKa3bIBAIOTCS apryMEHTHI, 3aKII0YeHHbIE B KpY-
[JIble CKOOKM.

MHH Ecnu Bel BBOgUTe QyHKLUMIO B A4eiiKy BpYYHYIO, HE BCTaBlAlTe NMPOGENb!
MeXIy 3HaKOM paBeHCTBa, UMeHeM H apryMeHTaMu. Hekoropsle dyHKIHI
115 paGoThl TPeOyIOT HECKONBKHX apryMEHTOB — B TAKOM CITy4ae pasieinsaiTe
HX TOYKOH C 3arsfToM.

Kak Tonbko GymyT BBe[leHbl 3HaK PAaBEHCTBA U TepBble CHMBOIbI HMEHH (DyHKIMH, He-
NOCPEACTBEHHO MOJ| CTPOKOH OPMYII OTKPOETCS CIIUCOK BeeX (QyHKUMH, HAUAHAIOLINXCS
¢ 3TuX OykB. EciiM Bbl yBHANTE B CIIHCKE HYXKHYIO QyHKLUIO, ABAKABI INEIKHUTE Ha Hell, 1
NporpamMma BCTaBHT ee UMA B CTPOKY (opMyil, 106aBHB OTKPEIBAIOLIYIO CKOOKY AU apry-
MEHTOB.

Bce aprymenTsl, koTopble TpebyeT ¢y Kuus, 0To6pakatoTes nox cTpokoil hopmyi, npy
9TOM WX MOXHO BBIIENTHTb Ha paboyeM JIHCTe WM BBECTH C KJIaBHaTyphl Eciyn dyHKums
HMEEeT HECKOJIbKO apTyMEHTOB, TO IepeJ] BBOAOM HJIH BLIIEIEHHEM BTOPOTO apryMeHTa No-
CTaBbTE TOUKY C 3afATOMH.

[Mocne BBO#a mocnenHEro apryMeHTa 3aKpoiTe ¢yyHKuUuUIO npaBoidl CkoOGKOH, 3aBepiia-
omeli cnucok apryMenToB. Kak toneko Oyzer BBeseHo ums QyHKIMU BMECTE C apryMeH-
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TaMH, PacKpBIBAIOIMACS CIMCOK Mo s4elikoil ucuesHeT. UToOsl BCTaBHTH (yHKIHMIO B
AYEHKY U BEMMUCIIATE €€ 3HAYCHME, HAKMHTe KiaBuuly <Enter> WiM IIENKHUATE Ha KHOIKE
Bsoga.

BcraBka ¢pyHKkuumM B Gopmyny ¢ NOMOLLbIO MacTepa

HecmoTps Ha TO YTO YHKIHIO MOKHO BBECTH HEMOCPEACTBEHHO B A4YEiiKy, B CTPOKE
dopMyn uMeeTcs crienMaibHad KHONKA Mactepa QyHKiuid. C ee MOMOIMIBIO MOXHO BbI-
6pare molyro dyHkuuro. [Tocne menuka Ha KHOIKE OTKPOETCS UAJIONOBOE OKHO BHIOOpa
¢dyHxuun, mokaszanHoe Ha puc. 2.14. IMocne BeIOOpa QyHKLUH OTKPOETCS JHAJIOrOBOE OKHO
BBOJIa €€ apryMeHToB. Jly4Ille Bcero HCHOMb30BaTh MacTep I BBOAA HE3HAKOMBIX (PyHK-
1AM, KOTOpbIE 3a4aCTYIO COAEPXKAT MHOXKECTBO He BIIOJNHE IIOHATHBIX apryMeHTOB. UToOkI
HOJIyYNTh NOAPOOHYIO CIIpaBKy 1O BBIOpaHHOM (yHKUHMH, LWETKHUTE Ha cchbuike CnpaBka
no aton dyHkumu (Help on This Function), Haxonsmeiics B 1eBoii HIDKHEH YaCTH OKHA.

Bcraska dyHkumun ? X

Dosck SyHKLE

Puc. 2.14. B ananorosom okHe Bcmaeka ¢hyHKuuu
BbIbEPUTE HYXHYIO PYHKLMIO

Huanorosoe okHO MacTepa QyHKIMH comepKUT TekcToBOe mone [Mouck yHKLMK
(Search for a Function), a Taxoxe cincku Kateropus (Or Select a Category) u Bribepute
¢yHkuuio (Select a Function). Korza oTkpsiBaeTCs OKHO BCTaBKH ()YHKIIMH, aBTOMATHYEC-
K BBIOMPACTCA KATETOpHs JSCATH HENaBHO MCIIOIb30BAHHEBIX QYHKIMIA.

Ecnu HyxHO# $yHKIMA He 0Ka3aioch B CIIHCKE HENABHO HCIONB30BAHHBIX, BHIOEPUTE
COOTBETCTBYIOLIYIO Kareropuio. Eciu He MoXeTe ONpefenuThCs ¢ KaTeropyei, To MoMIIH-
Te (yHKLHIO, BBENA €e onucanue B noje MoMck (yHKUWK, a 3aTeM HaxMuTE KIABHLIY
<Enter> unu wenkauTe Ha kHonke HaiTu. Excel oTkpoeT cniucok pekoMeHIyeMbiX (yHK-
1M, ¥ BBl CMOXKeTe BeIOpaTh mobyro u3 HuX. Hanpumep, 4to6s! Haiiti Bce dynkuuu Excel,
CYMMHpYIOIIYE 3HAYECHUs1, BBEAUTE B 10jie MOUCK (PYHKLMUM CIIOBO cymMm M INEIKHUTE Ha
kHomke HaiiTu. Iocne 3TOro B OTAENPHOM OKHE OTKPOETCS CIHCOK OGS3aTeNBHBIX apry-
MEHTOB H B HIDKHEH 4acTy OKHa 0TOOpa3uTcs HazHavyeHue QyHKIUH.
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Korna HyxHas ¢ysxuus Oyner HaiineHa u BhIOpaHa, menkHuTe Ha kKHorke OK, 4ToObt
BCTaBUTH €€ B TEKYLIYIO AYEHKy M OTKPHITb OKHO apryMeHTOB. B 3TOM okHe oToOpaxarot-
¢ Kak ofsi3aTenbHble, Tak 1 HeoOs3arebHbIe apryMeHTsl. B kauecTBe nmpuMepa BeIOepuTe
¢dyHKuMI0 CYMM (OHa OOBIYHO IMAUPYET B KATETOPHH YacTO HCIONB3YEMbIX) U IIENKHUTE
Ha xHonke OK. Kak Tonbko BBl 3TO clieiaere, IporpaMMa BCTaBUT B TEKyLIyIO S4elKy U
CTpOKy (hopMyn 3anuck CYMM () . 3aTeM OTKpOETCS JUAaJIOTOBOE OKHO BBOJA apTyMEHTOB,
MOKa3aHHoe Ha puc. 2.15. B 3ToM OKHe ciieqyeT yka3arh apryMeHThI (yHKIHH.

AprymenTal GyHKUMM ? X
R ’

‘ ;@ = }1345&3:2&7@239;;

Yucno2 : {gg = HROAD
= 18727
CyMmupyer aprymesat
Yucaot: uuuroluucne.. o1 1 g0 255 apr 3 (s,
Normueckre n wr 3, :

3navenne: 18727

CNPaBKa No 3T HYNKUW : I oK.

Puc. 2.15. Ykaxute apryMeHTbi uabpaHHoi QyHKLM B JWAN0OroBoM OKHe
ApayMeHmbl (hyHKYUU

Kax nokaszaHo Ha puc. 2.15, dyHkuus CYMM MOXET CYMMHPOBATh 10 255 apryMeHTOB.
CoBepIIeHHO 0YEBHIHO, UTO BCE OHU HAXOIATCSA JajeKo He B ofHo# fueiike. Ha npakruke
BaM IIPUJIETCS Yalie BCero CyMMHpPOBaTh 3HadeHH s, COMepKaIiecs B COCEIHUX sueiikax.

Jlns Toro uto6b! BHIOpaTh MEPBbIHA apryMeHT (yHKIMY, LIEIKHUTE Ha gueiike paboyero
JIKCTa WK [TepeTalyTe yKasarelb MBIIIH 110 J1ana3oHy sdeek. B tekcrooM none Yucno1l
(Numberl) mporpamma otoOpasur agpec sueiiku (1 Auana3oH afipecoB), a B HIKHEN
9acTH OKHa, B nojie 3HayeHue (Formula result), mosBuTCS pe3ynsTar BHIYUCIEHUI.

Hwmeiite B BUIy, 94TO BO BpeMs BbIOOpa siueek Ha pabodeM JMcTe AUaoroBoe OKHO ap-
TYMEHTOB MOXKHO CBepHYTbh; IIPH 3TOM OTOOpaxkarbes Gymer Toipko monie Yucnoi. Yro-
Obl CBEPHYTh OKHO apryMEHTOB, ILIEJIKHUTE HA KHOIKE, PacIOJIOKEHHOM CIpaBa OT IMOJA
Yucno1. ITocne 3T0ro MOXKHO BBIZEMTH JHANA30H A4eeK U IUENKHYTh Ha KHOITKE BOCCTa-
HOBJIEHUS. OKHA (B CBEPHYTOM OKHE 3Ta KHONKa GyfeT eqUHCTBEHHOMN) WM HaXaTh Kia-
Buiy <Esc>. BMecTo CBEpTHIBaHHS MOXeETe IepeMeCTUTh 3TO OKHO B Mo0oe cBOOOIHOe
MECTO 3KpaHa.

Ecnu Ha pabodeM JIHCTe 3al0JIHEHO MHOXKECTBO SeeK, LIEIKHUTe Ha oje Y1cno2 wim
Haxmute Kkiasuuly <Tab>. (Excel orpearupyer Ha 3710, OTKpBIB mone Yucno3.) B none
Yucno2 BBexnTe aHATOTHYHBIM 00pa30M BTOPO# IMAaNa3oH s4eek, TONbKO Ha 3TOT pa3 s
CBOpAYMBaHUsA OKHA LIeNKaliTe Ha KHOIIKE PALOM C 3THM MojieM. B none pesyisrara BoMUC-
JIeHHH NOSBUTCA CyMMa YKe JIBYX JHAna3oHOB 3Ha4yeHHi. [IpH JxenaHuu MoXeTe BELIETHTD
HECKOJIbKO Takux AuanazoHoB (Yucno2, Yucno3, Yucnod u T.a.).
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Korza 3aKkoHUHTe BBIIEJICHHE CyMMHpPYEMBbIX fueeK, LueakHuTe Ha KHomnke OK, 4robsl
3aKPHITh OKHO apTYMEHTOB H IIOMECTUTH (BYHKLHIO B TEKYLLYIO SUYEHKY.

PepakTupoBanue ¢pyHKUMIA C NOMOLLBIO MacTepa

C noMOlIbIO MacTepa MOXKHO peAaKkTHpoBaTh GOPMYINBI C (PYHKIHUAMH HEHIOCPEACTBEH-
HO B cTpoke (opMysl. BeinenuTe q4eliKy, conepikaliyio Takyio Gopmyiy, ¥ MIeIKHUTE Ha
KHONKe Mactepa (opMyn (Ha 3T0i KHOTKe U300parkeHbl CHMBOJIBI £ X, U PaclONOKeHa OHA
HeNoCpPEeCTBEHHO nepe]| HoJieM Beoza GopMynsi).

Cpa3zy nociie 1meyka Ha KHOIIKE OTKPOETCS OKHO apryMEHTOB (DYyHKILIMH, B KOTOPOM HX
MO’KHO OTPEAKTHPOBATh, J[11sl 3TOr0 BHIAENUTE 3HAYCHHE B TIONIE apTyMEHTA H OTPedaKTH-
pyiiTe ero (1iH ke BBIAEANTE APYTOf IMaNas3oH g4eek).

VYurute, uto Excel aBromatuueckn nobGapnseT Uig TEKylIero apryMeHra sueiiky (win
JTana3oH), BbiieJIeHHYI0 Ha pabodyeM nucre. Eciy XoTHTe 3aMeHHTh TeKyLMil apryMeHT,
TO BBIICNUTE €ro ¥ Haxkmute Knasuiry <Delete>, a 3arem BbiAenuTe HOBLIY ANaNasoH g4e-
ek. (He 3a6biBaiiTe, 4TO B 1060} MOMEHT MOXHO CBEPHYTH 3TO OKHO WJIH NEPEMECTHTH B
JpYyroe MecTo 3KpaHa, €CJIi OHO NIEPEKPBIBAET SYCHKH, KOTOPbIE HYXKHO BBIAEINTD.)

H3menuB QyHKLNIO, ENKHUTE B ANAOTOBOM OKHE aprymeHToB Ha kHonke OK. Otpe-
JaKTApOBaHHAsA QyHKUMS oTOOpa3suTCA B TeKylei suelike.

MpumeHeHUe aBTOCYMMbI

IMepen TeM Kak 3aKOHYHTb pacckas 0 QyHKLUAX, X0TeJ0Ch Obl MOrOBOPHTHL 00 HHCTPY-
MEHTe aBTOCYMMBI. KHOIKa 9TOro MHCTpyMeHTa HaxomuTcs B rpynne PegaxkruposaHue
(Editing) Bkianxu jeHTHl [NasHas (Home) u BHINLAMT, Kak rpeyeckas Oyksa “curma”.
OTOT MaNeHbKMil HHCTPYMEHT OUEHb MOJIe3¢H. BO-NIEPBBIX, OH OTKPHIBAET JOCTYN K (yHK-
msM CYMM (SUM), CP3HAY (AVERAGE), CYET (COUNT), MAKC (MAX) u MUH
(MIN). Bo-BTOpBIX, OH aBTOMaTH4ECKH BbiAENAET AUANA30H SUeeK B TEKYILEM CTON0Le M
CTPOKe, KOTOpbili Oyzer Ncrob30BaH B Ka4eCTBE apryMeHTOB, [10CNIE YEero 3TOT AUanas’oH
NOJCTARIIAETCA B pyHKIMIO. B AEBATH CiTy4yasx U3 JIeCATH NporpaMMa He oliGaeTcs ¢ Bbl-
OopoM /AuanasoHa, KOTOpPBIN HY)XHO YCPEAHWTH, IPOCYMMUpPOBaTh U T.0. Ecim auana3oH
BCE XK€ BBIIENICH HENPABHIILHO, TO MOXKHO CKOPPEKTHPOBAaThL BBINEIECHHYIO 00NacTh, mepe-
TallMB Haj Hell ykasaTesb s4elky.

Yro6b1 BCTaBUTE QyHKIHIO CYMM B TEKyLIylO g4eiiKy, IieJaKHuTe Ha KHomke Cymma
BKNagku [MasHasA. Eciu xe BBl XOTUTE WCNONB30BATE HHCTPYMEHT 11l BHIUMCICHUS JPY-
FOro0 HTOrOBOTO 3HAYEHHUA (HANIPUMED, CPEHETO, MUHUMAIBHOIO UM MaKCHMAJIBHOIO), TO
packpoiiTe KOHTEKCTHOE MEHIO KHONKH ¥ BhIOepUTe HyxkHOe JelicTBre. OOparute BHMMA-
Hue Ha napamerp [lpyrue dpyHkumm (More Functions). ITocse ero Bri6opa oTKpoeTcs OKHO
BCTaBKY (PYHKIIMH, C KOTOPBIM BbI YK€ CTAKHBAINCh TIPH PaCCMOTpeHHH Macrepa Gopmy.
TMocmoTtpute, Kak Ha puc. 2.16 aBTOCyMMa HCTIOb30BaHa IS BBIYUCIEHUA 00beMa mpo-
@K NMUTeHHOro nexa 3a nepselii kBaptan 2016 roga. Llenkuure B siueiike E3, rae nomxen
HaXOOWUTLCSA UTOr 3a MEPBbIA KBapTaj, a 3aTeM — Ha KHOIKke aBTocyMMbl. Excel BcTaBHT B
Ayeliy (yHKIMIO CyMMHUPOBaHHSA, UCIIONB30BAB B KAYECTBE apryMEHTOB JHAra3oH s4eeK
B3:D3.
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M' Fnaswas Berasxa Pasmerka cTpanmubi Qopuryant Dannvie Peuetisnposanne Bug @ Mowcngas...

1 & =
K & H LIRS
Bpep obuena & . Uipngr ‘... Popsmmmame _ Rusica  Peadctupomamne 4
oMMt X v S omweson e
. A B c D E L F
: Ham Kouqepu npogamn sa 2016 rogq
2 ﬂonpaa.qeneuun ~ -fueapb Oeapanb Map'r '
{Mmrefinmiiyex | 8013858 5938956  19960,06!=CYMM(
4 MexauocGopounniiiuex 1234562 8964557 2543684 O
5 i;}_qxqu;goqu@‘qex‘__ 12657,05 60593,56 42300,28
6 YnakoBoubiiuex 1761979 4063575 42814,99
7 Otpennorucrukn 5713356 6292631  12408,75
8 'Otpen mapkeTtunra ) 168591  124718,1 4916,13
9 ?TPBHCﬂOpTHbIﬁ orgen 3083463 71111,25 7492624
10 OTpencébora 106937,75 75943,85 21621,25
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&

Puc. 2.16. [ina TOro 410661 NONYY4UTL UTOMM NPOJAX JMTENHOrO LEXa 3a Nepsbiil KBapTas, LLeKHATE
B siqeiike E3 1 Ha KHonKe aBToCYMMBI

A Tteneps ofparuTe BHEMaH#e Ha conepxumoe sueiiku E3 (puc. 2.17). 3necs otobpa-
’KaeTcs UTOroBOE 3HAYUEHMHe, a B CTpoke (opMyI mosBUTCA BhIpaskeHue =CYMM (B3.:D3).

f &
B 9- 2 - s Konaras - Excel # - 0 X
h Fnasran Beraska Paswsetia cTpaHuLi i Pemnponnue Bun Q fcr. i Ceprees Anucinap

‘Om;? '-' ﬁ)‘monnoewpmmponme' E"Bam LD IR :

[l . % o0 £37 Gopuarnposers kak rabnmy > B Yaawis - W1t £ -
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: -~ b ‘~/C\'u/m Sueex ™ &2 Gopuar - &~
ByQep obuiena Wpudt e BupaEHuBaHHE [ ) L Cowm Ay PepsKTapoRate o~
a8 "G e, B} S | o o
S A B C D L
1 Haw KoHuepH - npogaxu sa 2016 rop,
2 H“OApaASAeJIeHH‘ﬁ ) B ﬂunapb ‘ '%ebanb |

{Inreitnbiii uex 80138,58 59389,56
v oxanocﬁopoqumﬁ qex 123452, 89645, 57
aKOKpacouHBbIH uex  12657,05 60593 ,56
|Ynakosounbiiuex  17619,79  40635,75
: Of.qen NOTUCTUKRM 5713_3,56 62§26 31'
: 168591 124718 1
30834 63 71111 25

G 106937, 75 7594385
Bcnomora'renbuuﬁ o*r,qen ‘ 128237 75, ~95035,19

Puc. 2.17. Pabouwii CT ¢ UTOramm nepBoro KBapTana, NoACYUTAHHBIMM C MOMOLLbIO aBTOCYMMBbI
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[Mocne BBOAA yHKUMH, CyMMUpYIOLIEH 00BEMBI IPOAAK TUTEHHOTO [eXa, MOKHO CKO-
NHPOBaTh 3Ty GOPMYITY, 4TOOBI IOABECTH UTOT O MPOAAXKAM JIPYTHX MOApa3/eNeHUi KOM-
naxauy “Ham xoHneps”. [l 3T0oro neperaiiute Mapkep aBTOMaTH4eCKOTo 3aloIHeHA T10-
Bepx AuanasoHa siueek E3:E11.

ITocmotpuTe Ha puc. 2.18, 1 Bbl yBUAUTE, KaK HUCMONB30BaTh HHCTPYMEHT aBTOCYMMBI
JUIsI CyMMUPOBaHHS IO 3a SHBaph U BceX HOApa3feNieHui, BXOIILIAX B COCTaB KOM-
nasuy “Hami kOHIEepH”.

B ©- & §- = Knura - Excel m - 8 X
h Tragwsn  Beramcs  Premactpa  Oopsynu  fowise  Peuscwpossewe Bt Nowutwe. Ceprees Anescangp
- : PR Gk - 3 . L
Cakie At K & E i:.
K& w W A .
Bidep abuena 5 Wongr 1. Bupamnmsshme " _ Cramw Sueiln PraarTuposanine ~
T, T T g e ,
S, S : LSRR * B F
1 Haw KonuepH - npoganv sa 2016 rog
2 Nogpaspenenun fusaps __Gespans Mapr o
3 :gl'lu'remi_blﬁqe} 38,58 59389,56 1996_0‘,06' 159488,2
MexarocBoposssiit uex 5,62{ 8964557 2543684 12742803
5 Nakowpacowwsiiuex | 1265705| 6059356 4230028 115550,89 |
6 Ynawosowmiiuex [ 1761979] 4063575 4281499 101070,53
7 Otaennoreran 6202631 1240875 132468,62
8 Ovpenmapketmwra 1247181 4916,13 131320,14
9 Tpawcnopweii otaen 63 7111125 7492624 17687212
10 Oraencéora S| 7594385 2162125 20450285
11 5Bcnomora‘renbup:ﬁ oTpen ) 12823 95035,19 31940 ~ 255212,94

Puc. 2.18. LLienknnTe Ha KHOMKe aBTOCYMMbI B siyeiike B10 u HaxmuTe knasuiuy <Enter>, 4yto6bi
NPOCYMMMPOBATbL NPOAAXY 3a SIHBaPb MO BCEM NOAPa3AeneHusM 8 cTonbue B

TMomectute Kypcop B sueiiky B12, B koropoii OyneT orobpaxkarbcs pesysbTar, U mel-
KHHUTe Ha KHOmKe aBrocyMMsl. Ilocne atoro Excel xoppekTHO mpoCyMMEpYeT 3HaYyeHHs
sueek B3:B11 1 moacTaBuT 3TOT Mana3oH B apryMeHT QyHKuuu CYMM.

Ha puc. 2.19 nokazan pabouuit TUCT NOCe BCTaBKH ()yHKIMH CyMMHPOBAaHUSA B STUSHKY
B12 u ucnonp3oBaHUs (YHKIUH aBTO3AMOIHEHUS AN KOMMPOBaHUA (GOPMYNEl B syeiiku
C12, D12 u E12. (JIns Toro 4roObl KCIONB30BaTh aBTO3AMNOHEHHE, NIEpEeTalUTe MapKep
3allOJIHEHHsA NOBEPX AYeeK BIPaBO, BILIOTH A0 sueliku E12, mocie yero oTmycTute KHOMKY
MbILH Jin6o ybepuTe Hanen il CTHIYC ¢ CEHCOPHOIO SKpaHa.)

CyMmMupoBaHM1e C NOMOLLbIO MHCTPYMEHTOB GbICTPOro aHanu3a

Hncrpyment Utoru (Totals) u3 HaGopa nHCTpyMeHTOB ObIcTporo aHaimusa B Excel 2016
HpeaHa3sHaqeH I TeX MONb30BaTeNeii, KOTOPHIM HE XBaTaeT BpEeMEHH JIN00 TepneHus s
HOJCYETa HTOroB B Tabnunax pabodyero JMCTa ¢ MOMOIIBIO ABTOCYMMBI HITH aBTO3aIoNHe-
Hui. HaGop uHCTpyMeHTOB BbICTPLIN @Hanu3 BiuiouaeT uenbiii paj GyHKUui, M03BOIs-
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omux 106aBiaTh Ha pabouuii nUCT ycioBHoe (opmarupoBanue (riaBa 3), auarpaMmel
(rmaBa 10), cromHbie Tabnump! (rasa 9) u cnapknaiinsl (rmasa 10). Tawke BbI cMoxeTe
DOACYNTHIBATH MTOTH W HAapacTalOlIde MTOTM MO CTpOKaM M cronmOiaM tabmun pabounx
JHCTOB.

8 G- [ Knmra3 - Excal @ - ] x
T naswas ang Pawemu TP . Aaum.re P:uen:upgname »Bi‘t‘l Q ﬁ:'ﬂx:fmfe:z_,._ cepf&I“MC‘KFaw
R - e = E‘ ”: &chuoeWpunupo“nm' g‘scnm v - :‘Iv
2 - 94 000 (57 dopmarmpasats kak Tabamuy * & Yaanuro ~ & o~
*kd- @ 48 9 Crunm aueek v Eicoprar- 2 -
ZyTep obumena Wpkdy & BuipasHiEanne ~ Uneno 1 _CTam Qt_aeim . Pepaxviposanie A
w2~ A ommEssy ; e
_______ A gl P F
1 Haw xoHuepH - npogaxm sa 2016 rop
2 Moppaspeneius  fiusaps  Gespanb Mapt o
3 NMureiiwoiiuex 8013858 59389,56  19960,06 159488,2
4 Mexawoc6opounsiiiuex 1234562 8964557 2543684 127428,03
5 Nakokpacouwbiiiuex  12657,05 6059356 42300,28 115550,89
6 (YnawosowWmiduex  17619,79 4063575 42814,99 101070,53
7 ‘Oten noructikn 5713356 6292631 1240875 132468,62
8 Orgenmapketwnra 168591 1247181 491613 131320,14
9 Toawcnoprumiioraen 3083463 7111125 7492624 176872,12
10 (Otpen cBbita | 106937,75 75943,85 21621,25 204502,85
1 1chnoM0yajreanmﬁ otgen  128237,75 5,19 31940 255212,94

Puc. 2.19. Paboynii imcT nocne konnpoBaxns QyHKUMM CYMM C MOMOLLbIO BTO3aMN0HEHNS

Y1o6b! HauaTh paboTaTh ¢ HHCTPYMEHTaMH OBICTPOro aHasu3a, BbibepuTe sueiiku Tad-
nunsl pabodero JTMcTa U IIENKHATE Ha Mapkepe BblcTpblit aHanus (Quick Analysis), ko-
TOPBII MOSBUTCS B IPABOM HHXKHEM YTy HOCIeAHEH BbieNieHHOH saetiku. Huwxe Mapkepa
oTto6pa3uTcs Habop HHCTPYMEHTOB ObICTpOro aHanu3a — ot PopmaruposaHue (Format-
ting) o CnapknaiiHsl (Sparklines).

Yto661 106aBHTH MTOrM UIA BHINEJNCHHBIX B TaONHIE [NaHHBIX, LIENKHATE Ha KHOIIKe
Uroru (Totals). YToObl npeABapUTENbHO IPOCMOTPETh UTOTH B HOBO# CTPOKE, yCTaHOBH-
Te yKa3aTenb MBIIM Haj kHonkoi Hapactawowuit utor (Running Total). Ecnu sxe HyXHO
MPOCMOTPETh NPeABAPUTENLHBII HTOT B OTOOPaKEHHOM CIipaBa HOBOM CTONIOLE, TO yCTa-
HOBHTE yKa3aTellb MbIIIM Haj KHOmko# Cymma (Sum), kak mokazaHo Ha puc. 2.20. Yro6s1
no6aButh GopMyily CYMM B 00NacTh UTOTOB HOBOM CTPOKM WM CTONONA, LIENKHHUTE HA
kHonke Hapacratowmit utor uim CyMMa cOOTBETCTBEHHO.

A Tenepb NPEAONOKNM, 9TO HY)KHO H00aBUTH HAPACTAIOIINE HTOTH K NpUMepy Ta0nu-
1kl pab04ero JIMCTa O CTONOLOM KBAPTAILHBIX HTOTOB, CO3aHHBIM B pe3yJNbTare LIeTIKa
Ha kHonke Cymma. CHayaia BeifenuTe TaOnuiyy JaHHBIX (C sueliku A2 nmo suelixy D12),
4T0o6blI BKJIIOYHTH HOBBII CTONOEIl CyMMBI, a 3aTeM LIeJIKHUTe Ha KHomke HapacTatowuii
uTor, Haxoxseiics B pasaene Utorn Habopa uncrpymertoB BuiCTpbiit aHanus. Usmernute
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3arojioBok Cymma B sueiike E2 Ha yTo-HHOYAbL Gojlee OCMBICIIEHHOE, HapUMep Ha Ilep-
BHII KBAPTAaJi, U Ha 9TOM Bamia paboTa 1o CO3AaHuI0 UTOTOB OyZeT 3aBeplIeHa.
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Puc. 2.20. Bocrione3yitecs uHCTRyMeHTOM Mimoau 13 Habopa Beicmpbili aHanus, 4to6sl 406aBuTs
cronbel KBapTasibHbIX UTOroB AN BulbpaHHoI TabnuLibl incTa

YT0oOBI MOMYyYHTH AOCTYN K HAOOpy HHCTpYMEHTOB BbICTpbIi aHanus, men-
KHHTE HA BBIACNICHHOH s4elike MpaBoii KHONKOH MBILUM U B KOHTEKCTHOM
MeHIO BeibepuTe napamerp 3kcnpecc-aHanus (Quick Analysis).

besonacnochs garnox

TMocne Toro kak paboTa crenaHa, OHa TOABEPXKEHA PUCKY J0 TEX IOp, MoKa pabodas
KHUTa He OyaeT coxpaHeHa B daiine Ha ecTKOM Jucke. Eciiv 0 coXpaHeHHs KHHTH CITy-
quTCca cO0it MUTaHUs, TO Bbl MOTEPSAETE BCIO BHINOMHEHHYIO paboTy ¥ BaM MpPHUIETCS BOC-
CTaHaBJIMBaTh BCe JaHHbIe. YT0OBI H30€Xkarh BO3MOXKHBIX HEMPHATHOCTEH, 3alIOMHHTE CJie-
Jylolee NPaBWIO: KaK MOXKHO Yallle COXpaHAiiTe BBECHHbIE NaHHBIC.

YrtobBl yIPOCTHTL 4acToe coxpaHeHue paboueit kuuru, Excel mpemmaraer
BOCTIONIb30BaThC KHOMNKOH CoxpaHuTb (Save) Ha maHesy ObICTpOro AoCTyma
(oHa MMeeT BHJ KPOILLEHHOH NUCKETH U IO YMOMYAHUIO HAXOAMTCA B CAMOM
Hayaine nadeny). Ecin BaM neHb mepexoauTh Ha BKIaAKy Pain wim HaKd-
MaTh koMOuHaimo kiuasuiu <Ctrl+S>, mpocTo ImenKHuTe Ha 3TO# KHONKE B
mo6oe BpeMsl, KOT/]a 3aX0TUTE COXPaHUTH paboTy Ha JHCKe.

Ecnu menkHyTh Ha kHomke CoxpaHuTb (Save), HaxaTh KOMOMHAUHUIO KIaBHLI
<Ctrl+S> unn BbiOpars komanay Pain=Coxpanutb (File=Save) ansa coxpanenus pa-
6oueli kaUry B nepBblit pa3, To Excel 2016 nepenanpaBuT Bac Ha 3kpaH COXpaHUTb Kak
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(Save As), noka3anHblit Ha puc. 2.21. ITo ymomuanuio xpanunuine OneDrive B Excel 2016
CBA3aHO ¢ y4eTHOH 3anmuchio Windows M oToGpakaeT Mamky, HCTONb3yeMble B KadecTBe
NOTEHIMATBHOIO MECTa JUI XPAaHEHHs HOBOH KHUTH.

Haidi xowupe - npeaaw: 32 2016 - Excel ? - 8 x

Cepeees Anexcamiap

14aR ranka

. OneDrive: nepeonsaswsii

£ 3ot xomnbroiep

=

Ceroawrs

+ AoGaeaenve weca gL 4 OneDrive: nepconanbrsi

Puc. 2.21. Skpar CoxpaHume KaK rosenseTcs fipy nepsoM CoxpaHeHny paboyei KHurv

i@ O}HOM U3 YCTDOIACTB,
WHTEPHET-BEpCUsi Npo-
p, €CIN COXPaHUTL (aiin -
cel Ha OUCHOM KOMTbIOTE-
) MOXHO cmcptm. €10 1 AanbHeiiwero pe-
- AAKTVPOBAHUS HA IOMALLIHEM HoyTOYKe b0 faxe
nnaKweTe. um cmapnboue Windows 80 8pems -
5y ! M - oceLLieHus kade. 470601 NONYIUT. aonommenb-‘
wemue 3anuom Mlcrosoft Honbaaaarem: Moxet * Hbie cBefieHus o cyxGe OneDrive, obpatuTect
ooxpmm@unpaﬁouennmmaepﬂou v3anok. - k cnpaske Excel.
OneDrive aaareuancpurberonm panbHeiuero

pos'Mncrosoﬁ peQHAGHAYEHHOE [T XPaHEHIS | pe, T
m_mmremcmx nauuux Xpaumume;OneDme' ;

YT06BI COXpaHUTH (aiiil Ha JKECTKOM JHCKe KOMMNBIOTepa UM Ha CETEBOM AHUCKe, Iieli-
KHHUTE Ha KHomnke JTOT KoMmnbtoTep (This PC), naxonsueiics ke mapamerpa OneDrive.

IMocne menuka Ha kHomke OTOT KOMMNbIOTEP Ha mpaBoii maHenu skpaHa COXpaHuTb
KaK (Save As) NosBUTCS CIHUCOK HEJABHO HCTONB30BABLINXCA NAMOK, B KOTOPBIX OBUIH CO-
XpaHeHsb! ¢aiinbl kHur Excel. 3nech jke 0ToOpakaloTcs MOAKIFOYEHHbIE CETEBIE AUCKH U
nanky JoxymeHTH (Documents) u PaBoumit cros (Desktop) nokanpHOTO ycTpoiicTBa.
Iocae BeiOOpa manky, B kKoTopoit OyneT coxpaHeHa HoBas KHura, Excel oTkpoer muaoro-
Boe 0kHO COXpaHUTb Kak (Save As), 0OToOpaxaroliee TeKy Ui KOHTEHT.
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Ecnu cpeay HenaBHO MCIIONB30BABIIMXCS NANOK H JUCKOB, OTOOPa’keHHbIX HA DKpaHe
CoxpaHuTb KaK, BBl HE HallUIM MOAXOMILIME [JI1 COXpaHEeHUs pabouell KHUTH, IUENKHUTEe
Ha kHonke O630p (Browse). D10 npuBeeT K OTKPBITHIO AUATIOroBoro okuna CoxpaHeHwe
AOKyMeHTa (Save As), B KOTOpOM oToOpaskaeTcs 3aJaHHOE IO YMOJYAHHIO MECTOMOJNO-
JKEeHWe, NpeAHa3HauYeHHoe i XpaHeHus ¢aitnoB pabodux KHUL. 31ech MOXHO BHIOpaTh
JMCK ¥ NamnKy, B KOTopo#t 6ynyT XxpaHUTbCs HOBbie KHUIH. (M3HauaibHO 1O yMONYaHHIO
BbIOMpaeTcs nanka JJoKyMeHTH, HaXO[AILAsICsA Ha JTOKAJIbHOM AMCKE KOMIIBIOTEPA, HO 3TO
MOBEICHUE MOKHO H3MEHHTB, Kak Oy/leT OIKCcaHo B CIeAYyOLIeM paszene.)

Tlocne 3aBepiuenns BbIOOpa nanku, B KOTOpoi Oynet XpaHUTHCS HOBasA KHHTra (B Aua-
JI0roBoM okHe COxpaHeHue JOKYMEHTA), Hy)KHO 3a8MEHUTh BPEMEHHOE Ha3BaHHE KHUTH
(Kuural, Kumura2 W T.I.) 4eM-10 Oojiee ocMbiCeHHBIM. HoBoe Ha3BaHHE BBOAMTCHA B
nose Uma daina (File Name). B packpsiBaromemces covcke Tun daina (Save As Type)
BeiOupaercs Tun ¢aiina kuuru. Ilepen coxpaHenueM daitna He 3abynpre BHIOpATE AMCK
W TAIKY, B KOTOpO# OH OyAeT COXpaHeH.

TMocne BHIMONHEHUS HEOOXOMUMBIX N3MEHEHHMH B 1UanoroBoM okHe CoxpaHeHue Lo-
KYMEHTa LienKHUTe Ha KHomke CoxpaHWuTb (Save) MM ke HakMuTe Kiasuiy <Enter>,
4TOGBI MPEAOCTABUTH NPOrpaMMe BO3MOXKHOCTh COXPaHUTh KHUTY. [1pyn coxpaHeHuu daii-
na paboueif KHATH B BeIOpaHHO# nanke OyAyT COXpaHEHBI JaHHBIC KaXOIo JHMCTa 3TOH
KHUTH (B TOM YHCJIe NIOCIIeHEee MOJNIOKEHHE Kypcopa STUeHKH).

oMHu!

”f‘

Pabotas ¢ ogHO# H TOi K€ KHHUTOH, BBl CTOJKHETECh C JMANOTOBBIM OK-
HoM CoxpaHeHue AOKYMEHTA CHOBA, TOJNBKO €Ci 3aXOTHUTE MeperMeHo-
BaTh KHUTY WM COXPaHUTh €€ KONHIO B Jipyroii mamke. Jlyis 31010 cnemyer
BBINOJHATE KoManay Paitn=CoxpaHutb Kak (File=Save As) mu6o HaxaTh
xoMOuHaumio knasum <Al+@K>/<AIt+FA>. B pesynsrare Oyaer BrOpaHa
xomaHza CoxpaHuTb Kak, a He COXpaHWTb, Kak B CiTyuae ILesIYKka Ha KHOIKE
CoxpaHnTb nanenn OBICTPOro AOCTYMA WM HaxXaTUs KOMOWHAIMU KIIABHIII
<Ctrl+S>.

U3meHeHune mecTa pacnonoxeHus ¢panna, 3afaHHOroO
No YMONYaHHIo

Ipu oTkpeITHH Auanorooro okHa CoxpaHeHwe aokymeHTa mporpamma Excel 2016
aBTOMAarM4ecKy BhIOUpaeT Manky, 3aJaHHyl0 B TEKCTOBOM ITojie PacnonoxeHue nokanb-
HbiX ¢haitnos no ymonyanuio (Default File Location) Bxianku CoxpaHeHWe ARanoroBoro
OKHa 11apaMeTpOB IPOrpaMMBl. J{Jist Toro 4ToOb! OTKPBITh 3TY BKIIAZAKY, BHITOJIHATE KOMaH-
ny dann=llapameTtpbi=CoxpaHeHne (File=>Options=Save) w11 HaXMUTEe KOMOWHa-
o kmasum <Alt+OM>/<AR+FTS>,

TTocne nepeoro 3anycka nporpamMsl paboyrie KHUTH IO YMOJHaHUIO OyoyT XpaHUTHCS
B nanke JOKYyMEHTH], KOTOpas HaXOAUTCS B JINYHOM KaTalore mojb3oBarelisa. TakuM o6-
pasoM, €CJIM MoJIb30BaTeNs Bomen mox iMeHeM Alex, To Excel 2016 6yznet aBromaruyecku
COXpaHATh IOKYMEHTBI B ClieAylolel narke:

C:\Users\Alex\JoKyMeHTH
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KoHeuHO, MOKHO coxpansaTh paboune KHUIY ¥ B Apyroi nanke. YToObl UBMEHHTD Nam-
Ky, KOTOpasi 10 YMOJAYaHHIO UCMONb3yeTCs AJ1 COXPAHEHUs KHUT, BBIMOHUTE CIEAYIOLLHE
JeHcTBUSL.

1. Ortkpoiite Braagky CoxpaHeHue amajorosoro oxua [lapamerpbi Excel,
BBINOIHUB KomManay Paiun=llapamerpbi~>CoxpaHeHUe Wi HAXKAB KoMGu-
HAIHI0 KiaBuml <Alt+®M>/<AW+FTS>,

B TekcToBoM 110sie PacnonoxeHue nokanbHbix Gaiinos no ymonuanuto (Default
File Location) oto6paxkaercs Ha3BaHue TeKyLIeH Manku, HCIOJb3yeMOoi 10 yMoTya-
HMIO U1 COXPAHECHHA KHHL

2, IlfeaxkHHTE B 3TOM TEKCTOBOM I10JI€, YTOObI BLIACIHTH MYTh K ManKe.
Yto6bl U3MEHUTH YaCTh MYTH K MaMNKe, IIEJIKHUTE B TOM MECTE NOJ, [N€ XOTHTE
YBUJETb TOYKY BCTABKH.

3. OrtpeaakrHpyiiTe HMelomuiica MyTh WIH BBeAUTe HOBLII. Tenepb HMCHHO TaM
110 YMOJXYAHHUIO OYIyT COXpaHATbCS paboune KHHTH.

4. Meaxnnte Ha kHonke OK, uTofbl 3aKPHITL ANAJIOroBOE OKHO NapaMeTpPOB
Excel.

Pasnuuus mexay ¢popmaramu XLSX u XLS

Excel 2016 mopaepxusaert popmar ¢aiiios, ocHoBanHbii Ha XML (komnanus Microsoft
HasbiBaet ero “Office Open XML™), kotopsiii mossuica ewe B Bepcuu Excel 2007. 3tor
dopmar Jyduie NOIXOQUT Ui coxpaeHus (aiimoB KHHI, MOCKOJLKY Mony4atorcs daiiibl
MEHBIIEr0 pa3Mepa, a Taloke MOANEPKUBACTCA UHTErpalidid C BHELIHHMM HCTOYHUKAMH
JaHHBIX (B YaCTHOCTH, ¢ BeO-pecypcamu, coBMecTHMbIME ¢ XML). daiinel B 3T0M hopma-
TE UMEIOT paciipeHre . Xx1sx, 1 UMEHHO oH npumMensercs B Excel 2016 no ymomuanmio.

EnuHcTBeHHas npoblieMa 3aKITI04aeTcsa B TOM, 4TO Qaiiyibl . X S1X HEBO3MOXK-
HO OTKpBITh B cTapbix Bepcuax Excel (mo Bepcum Excel 2007). Oto 3Hauur,
YTO, €C/IH BB XOTUTE COBMECTHO paloTarh C MOJNb30BATENAMU, KOTOPhIE He
ycranoBwid Excel 2016, Excel 2013, Excel 2010 uiu xots 651 Excel 2007,
BaM MpHJETCH COXPaHATh palouue KHUTH B CTapoM (popMare ¢ pacHINpEHH-
eM . x1ls, nopaepxuBaemMbiM BepcusiMd Excel 97-2003. YtoOsl BEINOIHHTE
3Ty OmepalMio, LeNKHUTE Ha packpsiBalolieMcs cnucke Tun cbavina (Save
As Type) u BriGepure napameTp Kuura Excel 97-2003 (xls) (Excel
97-2003 Workbook (xIs)).

VYuTHTe, YTO paclidpeHus . Xx1SX U .X1s He ABIAIOTCA YacThi0 MMEHHU aii-
na B TekcroBoM none WMmMsi cbaitna muanoroeoro okHa CoxpaHeHue JokKy-
MeHTa, ecM He ObLTH BHIIOIHEHEI COOTBETCTBYOIHE HacTpoiiku. B ITpoBoa-
Huke Windows (B Bepcuax Windows 8 1 Windows 10) oTkpoiite auanorooe
okHo MapameTpbl nankn (Folder Options) 1 oTMeHUTe YyCTaHOBKY (axka
CkpblBaTh pacwmperns Ans 3aperucTpupoBaHHblx Tunos ¢ainos (Hide
Extensions for Known File Types) na Bxinaake Bug (View). UtoGsl oT-
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KphITh AHanioroBoe okHo CsoitctBa nankvu B Windows 7, LienkHUTE Ha
KHoTke Ynopsigouutb (Organize) ¥ B pacKphiBaroLieMcs MEHIO 3TOM marku
BbIOepUTe IMyHKT [apameTpb! nanok u noucka (Folder and Search Options).
3areM OTMeHHTE YCTaHOBKY (uiaxkka CKpblBaTb pacliUMpeHust Ans us-
BeCTHbIX TUNoB dainos (Hide Extensions for Known File Types).

& B Excel 2016 nopaepxuBaeTcs Takke ClelHaNbHBI ABOMYHBIA (opmar
&, ¢aiina, HaspiBaeMblil IBonunasa kumura Excel (Excel Binary Workbook)
U MMeIonuMi pacumpenue . x1sb. BeiOupaiite ero s orpoMHbIX pabounx

JINCTOB, KOTOPBIE JOIDKHBI OBITH COBMECTHMbI C paHHUMH BepcusaiMu Excel.

Coxpanenue padownx xnuz 8 popuanie PDF

®opmar PDF (Portable Document File — ¢aiin mepeHocnmoro 1okyMeHTa) Obin pas-
paboraH kommnanueit Adobe. OH NO3BONISIET OTKPBIBATh U BHIBOANTH HA MeYaTh JOKYMEHTBI
6e3 nocTyna K CO34aBUIMM HX TIpOrpaMMaMm.

Excel 2016 mo3Bonser coxpaHaTh pabGoune KHUTH HemocpencTseHHo B opmare PDF.
3TO 03HaYyaeT, YTO BBl CMOXKETE ACIUTHCS CBOMMH paGouuMM KHHTaMH C HONb30BaTeIs-
MH, y KOTOphiX mporpamMma Excel He ycTaHoBieHa. Bee, uTo He06X0AUMO A1 OTKPBITHA
¢aitnoe nanxoro ¢opmara, — GecriatHas nporpamma Acrobat Reader, KoTOpy0 MOXHO
3arpy3uTs ¢ caifiTa www . adobe . com.

Yro0s1 coxpanuTth pabouyio kuury B ¢popmare PDF, BeiOepuTe MyHKT ¢ aHATOTHYHBIM
Ha3BaHWEM B pacKpbiBatoilleMcs cnucke Tun davina auanorooro okiHa CoxpaHeHue
pokymerTa. ITocne storo Excel no6aBut crnieunanbusie napamerpsl PDF B HipkHel ya-
CTH AMaoroBoro okHa CoxpaHeHue AOKYMEHTa ¢ YCTaHOBJEHHBIM IepeKIroyaTesieM
CranpapThas (nybnukauus B NHTepHeTe n neyatsb) (Standard (Publishing Online and
Printing)), koTopblit HaxonuTes nmox 3aronoBkoM OnTummsayus (Optimize For), u ycra-
HOBIEeHHBIM (koM OTKPLITL barn nocne nyGnukauum (Open File after Publishing).

Eciu xoTuTe MUHHMH3HpOBaTh pa3Mepsl ¢aitna PDF (u3-3a Gonmpiiux pa3MepoB
HcxofHOM paboueit kHUrKM), TO BeIOEpUTE MepeKioyares MuHUMansHbl pasmep (ny-
6nukauus B UHTepHete) (Minimum Size (Publishing Online)), Haxoaswmuiica B pasnene
OnTtumusauus (Optimize For). Ecniu tpeGyercs coxpauuts B dopmare PDF ornenbHble
CTpaHHIIbl MITH AMana3oHbl S4YeeK, TO IieNKHUTe Ha kHonke [apameTpbl (Options), Haxo-
Jsueiica Hike mapameTrpa MuHumanbHblil pasmep (nybnukauus B MHTepHeTe), u BHe-
CHTE COOTBETCTBYIOLME M3MEHEHHA B JUaJOroBOM OkHe [lapameTpsi, mocie yero mesn-
kHUTe Ha kHOmke OK.

Ecnu He HyxHO m3MeHATh uMs daitna (Excel aBroMatHyeckn no0aBideT paciuupe-
HHe .pdf k Tekymemy uMeHH (aiina) UaM pacnonoXeHUe Mankyd B JUAIOTOBOM OKHE
CoxpaHeHue JOKYMEHTa, IpocTo LieNKHuTe Ha KHomnke CoxpaHnuTb. [Iporpamma coxpa-
HUT Konuio paboueli kHury B daiine popmara PDF u, eciin OCTaBUTH yCTaHOBJICHHBIM (hiia-
#ok OTKpbITL baikn nocne nybGnukaumm, aBToMaTH4eCKy OTKPOET pabouyio KHUTY Iis
npocMotpa B Acrobat Reader. ITocne 3Toro Bel cMOXeTe BepHYTHCA K cBoeif paboueit kHure
B Excel, menkHyB Ha kHonke 3aKpbiTb mporpaMmMsi Acrobat Reader (um HaxaB KoMOuHa-
1Mo kiaBum <Alt+F4>).
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Ecnu BbI co3naete pabouyto kaury Excel 2016, koTopasi conep>kut QyHKLIH,
He TIO[UIepKMBaeMbie NPEeXXHUMH BepCUSIME MPOrpaMMbl, TO BMecTo (opmara
.X1s coxpanure ee B hopMare PDF, uToOB! Balliil KOJUIETH, UCTIONB3YIOLIHE
crapsle Bepcuu Excel (no Bepcuu Excel 2010), uMenu foctyn kK AaHHBIM C
noMomplo Acrobat Reader.

Boccmanobuenue gorymennol

Excel 2016 conepxuT (hyHKLIHIO BOCCTaHOBIEHUA H0KyMeHTOB (AutoRecover), koTopast
OpUroaUTCs MpH COOSX IMEKTPONUTAHUS U “‘3aBUCAHMAX” CUCTEMbl. OTa QyHKUUS pery-
JApHO coxpaHsieT paboune KHUTH. B cimydae c6ost cucteMsl u nepesarpysku Windows or-
KpBIBAETCS MaHelkb 3aaa4 BoccraHoBieHus (Document Recovery).

IMpu mepBoM 3amycke Excel s ¢yHKUMH aBTOBOCCTaHOBIEGHHS BbIOpaH
PeXUM COXpaHeHHs U3MEeHeHUH B pabouux KHUrax (moapasyMeBaeTcs, 4ro
taiin 6b11 coxpaHeH paHee) Kakabie 10 MUHYT. DTOT HHTEPBAT MOXHO COKpa-
THTB WIH YBEJIWYATH [0 CBOEMY YCMOTpeHMIO. JlJis 3TOro oTKpoiTe BKIAKY
CoxpaHeHue nuanoroBoro okHa mapameTrpoB Excel (BBIIONTHUTE KOMaH-
ny daiin=TapameTpbl=>CoxpaHeH1e Wik HAKMUTE KOMOHHALKIO KJIABHIII
<AIt+OM>/<AIt+FTS>), nocie yero BBeAUTEe B moyie ABTOCOXpaHeHue
kaxpabie (Save Autorecover Invormation Every) HoBoe 3HaueHHe (MOXeTe
BOCITOJI30BAThCA CTpeJIKaMH CIpaBa OT MOJIs) U enkHUTe Ha kHonke OK.

IMocne nosropHoro 3amycka Excel 2016 B ciyyae c60s, KOTOPBIi He O3BOINI BaM CO-
XpaHuTh (aitn paboueii KHUrY, MporpaMMa OTKPhIBAET NaHeNb BOCCTAHOBICHHS JOKyMEH-
Ta, oToOpaXkaeMyto B JieBoif yacTy skpaHa. Ha Heil ykassiBatoTcs Bepcud ¢aiiio paboueit
KHWTH, KOTOpble OBUTH OTKPHITH HA MOMEHT c0os. MneHTndunupyrorcs UCXONHbIHA daiin
pabodeil KHUTH, BIUTIOYAS BpeMs ero MOCJeJHEr0 COXpaHeHuUs], a Takke Bepcus aiina mis
BOCCTaHOBJIEHHUS (C paclIpeHneM . x1sb) 1 Bpems, Koraa oH Obl1 COXpaHeH.

Yt006B! OTKPHITH BOCCTAHOBJIEHHYIO BEPCHIO paboyell KHUTY (1 YBUAETD, CKOIbKO pabo-
Thl POMANO B MOMEHT c00#1), yCTaHOBHUTE yKa3arelb MBIIIM Ha aBTOMAaTU4ECKH COXpPaHEH-
HOli BepcUM KHHUI'H U B KOHTEKCTHOM MeHIO BbiGepute yHKT OTKpbITh. [ocie oTkpsiTus
BOCCTAHOBJICHHOH Bepcuu (aiin MOXKHO COXpaHUTh, BbIOpaB IMyHKT COXpaHWTh naHenu
ObICTPOTO AOCTYIA WM BHINONHUB koMaHxy Pann=CoxpaHuTb.

Jns Toro uyTo6bl COXpaHUTh BOCCTAHOBJICHHYIO BEPCHIO, HE BIIUAS Ha HCXOAHYIO, B KOH-
TEKCTHOM MEHIO BOCCTAHOBIEHHOH BepcHM WieNKHUTE Ha kHonke CoxpanuTb kak. Ecnu
BBl PELIMIM IPOUTHOPHPOBATL BOCCTAHOBIICHHYIO BEPCUIO M XOTHTE OCTABUTbH TOJIBKO HC-
XO[HYI0, B HIDKHEH 4acTH MaHeM 3a/a4 leNKHITe Ha kKHonke 3aKpbiTb. OTKpoeTcs OKHO
ApeaynpexaeHHs, KOTOpOe NPEIOCTARNIAET BaM NOCNeHMIT IaHC OCTaBUTh BOCCTAHOB/IEH-
HY!0 BEpCHIO TS NOcTeAyolero npocMoTpa. Eciiu BBl 31010 XOTHTE, BHIOEPUTE TIEPEKITIO-
qarens [la (A xovy npocMoTpeTb aTv ¢hainbl no3xe) (Yes (I Want to View These Files
Later)) u menkaute Ha KHonke OK. A 9T0o6BI OCTaBHTB TOJILKO UCXOAHEIE Bepcuu (paitiios,
NOKa3aHHbIX Ha MaHenu 3ajad, BeiOepute mepexmodarens Het (Yaanute atn daiinbi.
£ coxpaHun HyxHble dannbl (No (Remove These Files. I Have Saved the Files 1 Need)).
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ODyHKIMA aBTOBOCCTAHOBIICHHA paboTaeT ToNbko ¢ (aiiiamMu, COXpaHEHHBIMH
xoTs1 ObI OfUH pa3. JpyruMu CJIOBaMH, €CJIM Bbl CO3JANTH pabovyio KHHFY U He
yTpyXaanu cebs ee coxpaHeHHeM, To nocie c6os komnbiotepa GyHKIUS aB-
TOBOCCTAHOBJICHMS HMYero BaM He BepHET. [103ToMy MCKIIOUUTENEHO BAXKHO
BbIpabOTaTh NMPUBBIYKY COXPaHATH HOBble paboune KHHIW OyKBAaJbHO Cpasy
e Tocie MX CO3JaHusA ¢ MOMOUIBI0 KHONKH COXpaHUTb naHenu OBICTpOro
JOCTyna Wit koMOuHauy knapumm <Ctrl+S>.
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[nasa 3

®opmarupoBaHmne padouux nMcTos

B omoii zuabe. ..

» Buibop sueek ana dopMaTMpoBaHus

» (dopmatnpoBaHye CUCKOB B pexume Tabauwbl

» NpumeHenue YncnoBeix GopMaTOB B fYeikax, CoAePXalLyuX 3HaYeHs

» HacTpoiika WwvpyHb CTONBLA W BEICOTH CTPOKM Ha pabo4eM nncTe

» CoxpbiTne cTonBLOB U CTPOK Ha paboyem nncTe

» GopmaTuposaHie guanasoHa sueek ¢ NOMOLLbIO KOMaHA Biiapku MasHas
» [pumeHerue ctuneit u Gopmara no obpasuy

» YcnosHoe ¢popmaTpoBakme s4eek

nporpaMmax paboThl ¢ NEKTPOHHBIMH TaONMLaMH, Takux Kak Excel, peako 3abo-

TATCSA O BHEIIHEM BUJie JaHHBIX, I0Ka BCe OHU He OyayT BBeJeHbl B pabouuii ucT
1 coxpaHeHs! (cM. masbl 1 ¥ 2). Tonbko nocie 3T0ro BO3HUKALT JkeNaHue cAeaaTh nHop-
MallHIo OHATHOM M YZI06HOM| U1 IpOCMOTpa.

[Mocne Toro xak Bbl peHINM, KaKod THI (GOpPMaTUPOBAHKS NPUMEHUTH K (pparMeHTaMm
paboyero aucra, HeOOXOAUMO BBIAENNTH AYEHKU W BHIOPATh COOTBETCTBYHOIIMI HHCTPY-
MEHT WIHN IyHKT MeH!0. Ho npeskae Bcero Cnenyer HayuuThCs 6uioupame Ayeliky Wik co3-
0aganv GulOENEeHUA AYEEK.

Vurnte, 4TO BBOA NAHHBIX B sueiiki ¥ UX (HOpMATHPOBaHHE — JBE COBEPIUEHHO Pa3-
Hbte 3a7a4n B Excel. MoxHO H3MeHATH AaHHBIC B OT(OPMaTHPOBAaHHBIX AYEHKaX H B TO ke
BpEMs MPUMEHATH UMeronieecs GopmarupoBanye K HOBBIM suelikam. Moxuo ¢opmarupo-
BaTh NyCThIE A4eiKH, 3HasA, 4To B OyAyileM B HUX OyayT BBeAEHbI JaHHbIE. JTO Npenoa-
raert, 4to opmarupoBanue OyJieT NPHMEHEHO K AaHHBIM Cpa3y e IPU BBOJE.

Borgesenue tpynnos aueex

TTockonbky paboumii IUCT ¥ BCe €ro KOMIIOHEHTHI MMEIOT NPAMOYTONbHYIO GopMy, He
YAUBUTEJIBHO, YTO BBIACNCHHbIE (ParMEHTH! JIMCTA TAKXKe SABIAIOTCA MPAMOYTONBHBIMH.
B xoHLle KOHIIOB, pabouyHe JHCTB — 3TO OJIOKH fYeeK ¢ W3MEHAIOIHAMCSA KOJTHYECTBOM
CTONGLOB | CTPOK.

Buioenenuem aueex (Wnu ouanazonom) Ha3kIBAIOT HAOOP COCEOHNX SY€EK, KOTOpBIE BhI-
JeneHsl Ui popMaTHpPOBaHUA WIN peNakTHPOBaHMs. HauMeHbIINM AUANa3oHOM ABIAETCS
OlHa AYelika; OHA Ha3bIBAETCS AKMUEHOU. ITOT JHaNa3oH BHIOMpaeTcs MyTeM YCTAaHOBKH



B COOTBETCTBYIOIYIO A4eiiky Kypcopa. HanbomnbiuuM auanasoHoM ABIAeTcs Beck paboumit
JICT, T.€. BCE €ro sueliki. BonbMuHCTBO AMana3soHOB, ¢ KOTOPBIMH BaM HpHAeTcs pabo-
TaTh, CKOPee BCEro, OyAYT COCTOATh U3 HECKOJIBKHX CTPOK M CTONOIOB, 3a4aCTyIO HECMEXK-
HBIX (HE CONPHKACAIOMWINXCS APYT C JPYIOM).

B Excel nuana3oH sueek BblIeNAeTCS HA pabodyeM JIHCTE LIBETOM, 32 HCKITIOYEHHEM aK-
TUBHOM s4elikH, KOTopast coXpaHsaeT UCXOAHBIH 1BeT. Ha puc. 3.1 nokasaHo HECKOIBKO Jua-
MIa30HOB fA4€eK Pa3IuYHBIX Pa3sMepoB H GopM.
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Puc. 3. 1. Hecxonbko ananasoHoB S4EeK, MMEIOLLNX pas/inyHbie GopMbl M pasmMepsi

B Excel MOXXHO OZHOBpEMEHHO BBIAENATH HECKOJIBKO AMAINa3OHOB sueek (Takue qua-
Ta30HB! HA3BIBAIOT HENOCIe008aMENbHLIMYU, HECONPUKACAIOUUMUCS TNOO HECMENCHLIMUL).
Ha camom perne Bce, 4TO 1MoKa3aHO Ha pHC. 3.1, ABNAETCS HE HECKOIEKHMH JHala30HaMH,
a OJHUM HEMOoCeOBaTe/IbHbIM IMaNa3oHoM, IIPY 3TOM aKTUBHOM sBifgerca sdeiika D12,
BbIJIeNIeHHas NocIeaHei.

BoigeneHue s4eek ¢ NOMOLLbIO MbILLX

Mpiuib ABIS€TCA CaMBIM ECTECTBEHHBIM HHCTPYMEHTOM BbieneHus sueek B Excel 2016.
IMpocto nomecTute ykasarensb MblLH (B Buze 6enoro kpecTHka) Ha MepByIo AueiiKy auarna-
30Ha U NepeTaliyTe ero B HanpaBieHuH NMocieaHel saeiiku.

v" Y1o6bl pacIMpUTh JUANa30H A0 CTONOLOB CIpaBa, IEPEMECTHTE yKa3a-
TeJlb MBIIIY BIPABO, HO ITYTH BBIAEIAA SUEHKH LIBETOM.

v YroGBI pacIuMpUTE JUANa30H I0 CTPOK BHU3Y, IIEPEMECTUTE yKa3aTelb
MBIIIY BHH3.
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# v Yro6bl pacIIHPUTH AWANa30H OAHOBPEMEHHO BIIPaBO M BHU3, llepeMeCTH-
Te yKasareJb MBILIH TI0 JHAarOHAIH B HANPaBJIeHHH IIPABOTO HIDKHETO yIva
BBIZIEJIAEMOTO JHANa30Ha.

Buigenexue syeek ¢ nomoiwybio knasuum <Shift>

MoXHO TakXe BOCHOJIL30BaTECS CTAphiM JOOPHIM CIOCOOOM BBIIETCHHA € MOMOMIBIO
MENTYKa MBILIBIO X OJJHOBPEMEHHOTO HaXkaTHs kiiaBuiny <Shift>.

1. IleaxHuTe Ha NePBOii AYeiiKe BLIACIAEMOro JHANA30HA,
3ta gueiika CTaHeT BbIIEIICHHOMH.

2. IlepemecTHTe yKa3aTejab MbIIIH K NOCJHeNHeH sTueiike Anana3oHa.
DTO MPOTUBOMOJIOXKHBIH NEpBOi fuelike yroi B IpAMOYTOJIbHOM OI0Ke.

3. Haxmure xiasumy <Shift> u ynepxusaiite ee HakaToil BO BpeMsl IeJI4KA MbI-
WBI0 HA MocJeHel aueiike NUana3soHa.
Kak Tonbko BbI LIENKHETE MBILIEIO, EXcel BEIEIUT Bee Aueiiki B CTPOKaX U CTONO-
Lax, HaXoHAUIHecs MeXIy NepBoi U NOCIIeIHEH.

B xoMGHHAIIMH CO LIENYKOM MBIIIBIO KiaBuma <Shift> BeICTynaeT B pojiM KIaBHLIK
pacwuperus. OHa paclIupsieT BHUICTICHHE OT IEPBOTO BEIOPaHHOIO 00BbeKTa 10 BTOPOro
BKJHOUHMTENLHO. (DTOT BoIpoc OyzeT paccMOTpeH B pasiene “PexuM pacluMpeHus Bbife-
JeHHoH obacTi™.)

Knasuma <Shift> no3BonseT BpIOMpaTh NepByIO U MOCICOHIO S4YEHKH, a TakKe BCe
BHYTPEHHHE (PaBHO KaK M IPynmy JOKyMEHTOB B CIMCKaX JUaJiOroBbiX OkoH). Eciu mpu
BBIOOPKE sUeeK C MOMOLIBIO MBI Bbl 3aMETHJIH, YTO BHIENUIM JIMIIHES, HO TIOKa HE OT-
MYCTHITM KHOTIKY MBIIIIH, IEPEMECTUTE YKa3aTelb B IPOTHBOMOJOXKHOM HANPaB/IEHNH U OT-
MeHHUTe Bhyienenne. Ecii oke BBl yxKke YCIieNH OTIYCTUTh KHOMKY MBILIH, TO HIETKHUTE HA
nepBoit syeiike BoiAeNeHNs (TIpU 3TOM BbIIE/ICHNE OCTaNbHBIX OYZIET OTMEHEHO) B MOBTO-
pHTE BECB MIPOLIECC CHAYana.

Boigenenune HeCMEXHbBIX 1YeeK

HecMmexxHbiii ZMana3oH BKIIOYAET HECKOIbKO HECONPUKACAIOIMXCH OAWH C JIPYTUM
6i10K0B sAueek. [ co3qaHUA HECMEXKHOIO JUana3oHa BbIAENNUTe NepBbIH AHana3oH, a 3a-
TeM, yAepkuBas Hakaroii kinasuury <Ctrl>, — Bce ocranbHble. I10ka Bbl yAep)XHBAcTE Kia-
punry <Ctrl>, Excel He oTMeHs€ET BBIIeNIeHHE BCeX paHee BhIOpaHHBIX OHANa3oHOB.

B xoMOHHaNMH CO IENTIKOM MBIIBIO KiaBuury <Ctrl> MOXHO paccMarpyBaTh Kak Kia-
BUILY Oobasnenus. OHa no3BoisieT BeIOparh B Excel HecMexHble 00bekThl. (B pasnene “Bbi-
JieNieHAe HECMEIKHBIX sfUeeK C MOMOLIBIO KIaBUATYpPhl” MBI BEPHEMCH K 3TOMY BOHPOCY.)
C nomompro kiaBuimyn <Ctrl> mMoxHO 106aBHTh K BHIOpaHHOMY AMana3oHy s4eeK HiIH
VIMEH JIOKyMEHTOB B CIIMCKaX JIUaJIOTOBbIX OKOH HOBbIE OOBEKTH], HE OTMEHSA YKe Cyliec-
TBYIOILHE BBIIEICHHUS.
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Boigenenune syeex KacaHnem

waifia,  Ecim Excel 2016 BbMONHASTCS Ha YCTPOHCTBE C CEHCOPHBIM SKPAHOM, HallpH-
& Mep Ha miaHmere Windows (takoM, kak Microsoft Surface 3), To BbIEEIMTB
Y€Ky MOXHO nanbueM win crunycoM. KocHutech nepBoii sueiikn obnactu
BBIJIENICHUS (SKBHBAJICHT IUE/IYKA MBIIBIO) H NEpETAIUTE MapKep BbINEICHUA
(onMH U3 IBYX KPYIKOUYKOB, KOTOPbIE OTOOPaKarOTCs B JIEBOM BEPXHEM M B Nipa-
BOM HIDKHEM yIIax A4eiiku) NOBepX OCTAIbHBIX CMEXKHBIX sideek, 4TOOkI pac-
LIAPUTH 00JIACTD BBIAENICHNS A9€eK U BBIIENUTh BECh JUAIa30H.

VuTHTe, YTO MyTEM NEPEMELIeHNs 0 CEHCOPHOMY 9KpaHy Najiblia Wi CTH-
Jyca MOXKHO BBIOpATh JIMIIB OfMH JMana3oH ofHoBpeMeHHo. KHomky <Shift>
u <Ctrl>, npuMeHseMble I BBIIENCHHA HECKOJBKUX AHAlla30HOB (CM. ZBa
NpefblIyIUX pa3zieNa), MOTYT HPHMEHATCA JHIOb NPH HCIONL30BAHHH
MBILIH JINGO CeHCOpHOH maHenm HoyTOyKa.

Mepexoanm K KpynHbiM BbiGOPKaM
Bcee sueiiku CTPOKHU HJIN c'ron6ua W JaXke BCe TUCHKHA pa60qero JIACTa MOXXHO BBIJEJIATH
OAHMM IHCITYKOM MBIIIBIO, BOCIIONAR30BABIINICEH CIICAYOIINMHU crnoco6aMu.

- v/ Jlns BblIeNeHHs BeeX sA4eek CTobLa LIesKHUTe Ha ero GykBe B BepxHe
yacTy pabouero aucra.

v" UroGsI BBLIEUTD BCE AYEHKH CTPOKH, IIEJKHATE HA ee HOMepe, HaxOns-
LEMCs1 Y JIeBOH rpaHHIlE] OKHA JOKYMEHTA.

v' JIns BblmeneHys AUana3oHOB CTOJIOLOB WK CTPOK MEPETALIMTE YKa3arelb
MbIIIH 110 BX OyKBaM HJIM HOMepaM Ha paMke pabodero jucra.

£
{i
M
&
i

v" Yro0bl BbIIENHTH LI CTONGUBI I CTPOKH, KOTOPBIE HE CONpHKaca-
FOTCSL JPYr ¢ ApYroM (3TO BCe TOT ’K€ HECMEXHbIA JHuanasoH), BO BpeMs
nienykoB Ha 6ykBax CTONOLOB MJIH HOMEpaxX CTPOK yAepxuBaiiTe Haxxaroh
xknasuiny <Ctrl>.

\

Yto6b1 BHIAENUTEL BCE S4eikH pabodero JuCTa, HAKMHUTE KOMOHHALMIO
knasu <Ctrl+A> unu menksnTe Ha KHonke Bouigenutb Bce (Select
All), umeromeli BUi MajleHbKOTO TPEYTOJNBbHUKA, KOTOPHIA HaXOAHTCS
B JICBOM BEpXHEM YNy PaMKH JICTa (Ha NepeceieH!H 3aroi0BKOB CTPOK
# cTONOIOB).

USRS ARV RGN AN ek

Boibopka syeex B Tabnnye ¢ NOMOLYbIO aBTOBbIAENEHUS

Excel npeanaraer neiicTBuTenbHO OBICTpHIA crnoco0 BBIOOPKH BCEX sAdYeek TaOIHIBI
JIAHHBIX, BBEZIGHHBIX AWHBIM 6110KOM. DTO Has3bIBAaeTCs aBTOBBIIENICHUEM.

1. IMleaxnauTte HA nepBoii AYelike TAGINILI, YTOObI BLIIEIHTS €€,
Ora sA4eiika HAXOMUTCSA B JICBOM BEPXHEM YITy TaGJIHLEL.
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2. VYnepxuBasi HaxkaToii iaBumy <Shift>, 1Bamabl IMeJKHUTE HA NPAaBOil HIH
HIDKHeH rpaHHIie BblIeNeHHOi siyeiiku (Korna ykasatesib MbIIIH NPAMeT BHA
KPEeCTHKA), KAK 0KA3aHO Ha puc. 3.2,

E E &« F . * - 3 Knural - Excel
m‘ Fazsnen Bcraska Pasmerra crpanuust Bopaynbl Hauroie Peqeusnﬂpounue Bb‘ux Q tro sui setwre chenaTs]
B - : SE
. B e B e e pa
'i‘:,‘mg oBmeHa T Wpngr 'S Bripasnusarive ] Hueno 5 o Craaw
! AZV, e m‘mmnem S S B
o1 Hauw KoHuepH - npogarku 3a 2016 rog, o
! 2 |noapasgenenus . |Ansape Qenpam;_v ‘Mapr 1-#ixsapran
i3 Jwrednoiivex 1} 80138,58: 59389,56 19960,06 159488,2
| 4 MexamocGopounwiiiuex 1234562 8964557 2543684 127428,03
. 5 NlaKOKpacOuHbI Uex 12657,05 60593,56 4230028 115550,89.
. 6 Ynakosouwbiiuex  17619,79 4063575 42814,99 101070,53
| 7 Omaennoracraww 5713356 6202631 1240875 13246862
| 8 Ormenmapkerwwra 168591 1247181 491613 131320,14
1 9 éTpa‘quopmmﬁ orpen 30834,63 71111,25: 74926,24 176872,12
{10 Otgencbta 10693775 7594385 2162125 204502,85
1 -Bcnomorarenbnblﬁ otgen 128237,75 95035,19 31940 255212,94
. 12 'Hapacratouii uvor 447590,64 679999,14 276324,54

Puc. 3.2. [TomecTuTe ykasareb MbilLn Haf HUXHeI rpaHmLieli nepeoi syesik, YyTo0bl BbIAEMTb BCE
Aveiikv nepBoro cTonbua rabanybsl

Ecnu BHI 1enKHeTe Ha HIDKHE( rpaHuLe, TO BBIOOpKA paclIUPUTCA A0 MOCIEAHEH
CTpOoKH TepBoro cronbua (puc. 3.3). Eciu ke BbI IeNnKHETe Ha MpaBol rpaHuULe
s4eiiku, To BEIOOpKA pacIIMpUTCs 0 NOCNeIHel sueliky nepBoif CTPOKH.

3. Ecau yxe BblIeleHHbIH [HaNa30H sideeK COCTOMT H3 NepBoro crojadna Tadan-
Ibl, ABAXKABI IIEJKHUTE B JII000M MecTe NPaBoii rpaHuIb] BbIAEICHHS.
B pesynbrare BblAeIeHHE PacPpOCTPAHHTCS HA BCe CTONOLBI Tabnue! (puc. 3.4).

4. JIBaxjpl IIEJKHATE HA HIDKHEH rpaHule BhIAEJeHHBIX SiYeeK, BKIIOYAIOUHX
NIEPBYIO CTPOKY TAGIHIBI.
B pesynbrare BRIIEAIOTCSA OCTaBLIAECS CTPOKH TaGIHIIBL.

OnucaHHas OCIER0BATENLHOCTD SHCTBHIT MOITIa MPUBECTH BAC K MBICIIH O
TOM, YTO B Hauaie olepaly HYXKHO LIENKaTh Ha MepBoi sueiike TaGIMIBI,
HO Ha CaMOM [EeJie¢ MOXKHO IIEJKHYTh Ha Ji000#i yroBoii suelike TaOnuLIbL.
OtnycTuB knaBuily <Shift>, Moxxere BbIOpars Jitoboe HampapieHHe s pac-
LIMpPEeHHs BbIIENEHHS (BIEBO, €CIM LIEIKHYTh Ha JIEBOH IpaHuLE; BBEpPX, €CIIH
IIEIKHYTh Ha BepXHeil rpaHule, u T.0.). [locne pacidpeHys BbIIeIeHHsS Ha
cToN0el] MK CTPOKY IIENKHHUTE Ha TOM IpaHMIle, KOTOpas PacilMpUT ero Ha
BeCh JHana3oH sueek TaOluLIbL.
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Ketnra3 - Excel

Bua Q Ure et xomare caenaTs?
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Puc. 3.3. iBaxabl wenkas Ha HWXHel rpannLe nepBoi sueiiku, yaepxusaiire Haxaroi knasuluy <Shift>,
4T00bI PACNPOCTPAHUTL BblENIEHNE Ha BECh CTONOEL

Knura3 - Excel

Bua @ o mbixorave cgenaed

” Tl |

B @
Yenoewoe Qapuatupasats Ctunm |
" popmatvposanue~ kaKTAGMUY T Aueek™ |
G Bupsswssamme K twee R Coew ‘

onpasgeneuns

Puc. 3.4. Haxas knaBuwy <Shift>, nBaxgsl WenKHUTe Ha NPaBoy rpaHuLie BuigeneHns, yTo6b
pacnpocTpaHuUTL ero Ha BCe CTONOLIb TaBANLb!
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BuigeneHue s4eek ¢ NOMOLLbIO KnasuaTtypbl

IToMuMO MBILIM, VIS BBIAENEHHS AYEeK JUCTa MOXKHO HCTIONB30BaTh KnaBuatypy. ITo-
J06HO xoMOuHauuu <Shift-+memrsox MbIIBIO>, MpocTefiLki croco6 BbieNeHus fYeek ¢
DOMOLIBIO KIaBUATYpPhI TOApa3yMeBaeT Haxkatue kiasuiun <Shift> ¢ moboii komOuHamei
miaBuI (nubo oxHol KiaBuiueil), nepeMeratolieii Kypcop (CHUCOK TakHX KJIaBHII ObUI
npuBeieH B rase 1).

HauuHath crexyer ¢ ycTaHOBKM Kypcopa B nepBoH BeienseMoii suelike. [Tocne 3to-
ro HaxxMuTe KiaBuiny <Shift> u kiasuiny ynpasnenus Kypcopom umu <Page Up>/<Page
Down>. Excel HauHeT mepeMemars Kypcop ¢ TeKylleH Adyeilku, BBIAENsAA IPH 3TOM BCe
fYeiiKH, 110 KOTOPBIM OH ITPOXOAUT.

Ipy BeifieNeHUH fU€EeK TAKUM CIOCOOOM MOXCHO M3MEHSATb Pa3Mep Bbiaerne-
HHUSA C MOMOIIBIO KIIABUIL YMpaBIeHUA KypCOpOM, [OKa YACpP:KHBaeTCd Kia-
suma <Shift>. Tocne Toro kak Bbl oTmycTuTe KinaBuuty <Shift>, Haxarue
mo6o KIaBHIlK yNPaBIeHUs KypcOpOM HEME/JIEHHO OTMEHUT BblIEICHHE,
COKPATHB €ro A0 sueiiky, B KOTOPOH HAXOMUTCH KYPCOop.

Pexum pacwumpenus BbigeneHHoi obnactu

Ecnu BaM KaxkeTcs, 4TO yAepXKMBaTh Haxaroif knaBuily <Shift> npu nepememenun
Kypcopa siueliki — CJIMIIKOM yTOMUTENbHO, nepeseaute Excel B pexxuM pacumpenus o6-
1acTH BhIgENeHUs, HakaB knaBumy <F8> mepen teM, kax HaXUMaTh KJIaBUIIK yTipasje-
HuA KypcopoM. ITpu 3ToM B J1eBo# 4acTy CTPOKH COCTOSIHHSA TIOSBUTCS HHAHKATOD peKuMa
PacumupuTh BeeJieHHblt dparMmeHT (Extend Selection). Ecii Bel BUAWTE 3TOT HHIH-
KaTop, 3HAUMT, Moboe nepemelieHde Kypcopa OyAeT BHIENATh SYSHKH, 10 KOTOPHIM OH
HPOXOAUT (PaBHO KaK M MPU HAKATHM KiaBumu <Shift>).

Iocne Toro xak Bce HeoOxoauMble siueiiky OyayT BbIAEIEHb], CHOBA HAXKMHUTE KIIAaBHIITY
<F8> nnu <Esc>, yT0o0bl OTKJIIOINTH PEXHM PacIINpeHus BblaeneHHoH obnactu. MHauka-
TOp PacumpuTh BHIOSJIEHHEM dparMeHT HCIe3HET U3 CTPOKH COCTOSIHHS, ¥ Bbl CHOBA
CMOXETE MepeMeIlaTh Kypcop 0 3KpaHy, He BbIelNssi PY 3TOM BCTpEUaoIHecs sueiku.
Kax TonbKko BBl HaYHETE NepeMeLaTh Kypcop, BeiielieHHe Beex sueek OyaeT oTMeHeHo.

Ucnonb3osaHue pexnma asToBbIAeNICHNS NPy paboTe ¢ KNaBnaTypoi

KnaBnatypHblif 5KBUBaJIeHT aBTOBBLAENEHUS MpPEATIONaraeT MCIoNb30BAHAE KIABHILH
<F8> unu <Shift> B xoMGunanuu ¢ xnasumwamu <Ctrl+ctpenka> uinu <End+crpenka>.
ITpu 3TOM Kypcop GyzeT nepeMelnaThest OT OHOrO KoHLA 60Ka K APYyroMy, BhIAENAS 1O
NyTH BCE TUEHKMU.

YT00B! BHIIENTUTD BCIO Taﬁnnuy C [NOMOLIBIO KJIaBUATYPbI, BBITOJIHUTE CICAYIOIIUC aeit-
CTBHA.

1. IlomecTHTe Kypcop B EpPBYIO sideiiky.
Ota sAyelika HAXOAUTCS B JIEBOM BEPXHEM YIIiy TablMIIbl.

2. Haxmure kiaaBuiy <F8> (usam <Shift>), a 3aTeMm — koMOuHALMIO KJIaBUII
<Ctri+—>, uTo0bl paCIIMPUTH BbIAEJIeHHE HA BCE CTOIGLBI BIPAaBO.
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3. Haxmure kom6unaumio kiasum <Ctri+l>, 4To6h1 paciIupuTL BLIIETEHHE HA
BCe HIDKHHE CTPOKH.

OMHY

"9

He 3a6bIBaifTe 0 TOM, 4TO HalpaBJeHHs B OMMCAHHBIX BbIIIE JEHCTBUAX —
TpON3BOJIbHbIE. MOXeTe M3MEHHTh MOCIENOBATENLHOCTh HA O0paTHYIO: Ha-
Karh <Ctrl+¢>, a 3ateM — <Ctrl+—>. ['naBHoe, He OTIycKaliTe KiaBHITY
<Shift> (ecim He ucnonszyere <F8>) mo okoHuaHus BeieneHus. Ecnu sxe B
¢ noMo1nsio KiaBuly <F8> nepesenu Excel B pexxuM paciuupeHus BelieIeH-
Hoii oOnact, To He 3a0y/bTe 10 OKOHYaHHH BHIAEIEHHUS BEPHYTh NPOrpaMMy
B OOBIYHBIA peXHM ¢ TOMOLIBIO Bee To# ke kiiaBuiy <F8>; B IpOTHBHOM CITy-
Yae Nnpu CAeNyIOolleM NiepeMeleHUH KyPCcopa Bbl BEIISIUTE JINIIHHE TYSHKA.

BbigenexHne HECMEXHbIX 14€€K C MOMOLLbIO K/1aBUaTypbl

Beinennts HecMexHble 670K SYeeK ¢ MOMOILUBIO KJIABUATYPhI CIIOKHEE, YEM C [TOMO-
MbIO MBIIIK. B faHHOM cilyuae HyXHO 3aKkpenisims Kypcop Ajls BbIAEIEHHUS SYEEK U om-
Kpennsimob €ro ANA Nepexosa K Hayany cieayroLero auanasoHa. Uto6s1 OTKpenuTh Kypeop
Y TiepeiiTu K CeAyIoleMy Anana3oHy, HokMuTe koMOuHaumio kiasu <Shift+F8>. Orto
NpUBEZET K NEPEXONY B pexuM A00aBlIeHUs, B KOTOPOM MOXKHO nepememars Kypcop 6e3
BBIZIEJIEHHS SUEEK, B TO XK€ BPEMs HE OTMEHAA HpeAblAyiliee BoiaeaeHue. O JaHHOM pexu-
Me nporpaMma npouH(OpMUpYET Bac, 0To6pa3uB B JIEBOH YaCTH CTPOKH COCTOSHHUS HHH-
karop lo6aBuTh B BhOeseHHEN pparmeHT (Add to Selection).

YT06bI BEIAENHTh HECKOJIBKO JHANA30HOB C IOMOIIBIO KIIaBUATY Phl, BBIIOHUTE ClIEIY-
olue AcicTBUA.

1. IlepemeeTHTe Kypcop K Ha4yajy HepBOro BhIAEASIEMOT0 AHANA30HA.

2. Haxwmure kaaBamy <F8>, uTo0b1 nepeiiTi B pe:xuM pacillipeHHs BbIACICHHOMH
obmacTy.
INepemewaiite Kypcop A BbIACICHUS NIEPBOTO JHana3oHa sueek. B kauecTse ainb-
TepHATHBBI MOXETE BO BpeMs IepeMeLicHUs Kypcopa yAepKHBaTh HaKaToH KiaBH-
ury <Shift>.

3. Haxmute xomOunanuio Kiasuu <Shift+F8>, uroel mepeiiTu B pexxum 106aB-
JIEeHNS1 K BbIICJICHHOMY (pparMeHTy.

B cTpoke cocTosHMs 0TOOPa3UTCs HHAUKATOP NOGaBUTL B BhIOEJIEHHLI ppar—
MEHT.

4. TlepemecTHTe Kypcop K nepBoii siyeiike c/1eqyI0IIero BoiesieMoro gparmenTa.

5. CuoBa HaxxMHuTe KiaaBHIIY <F8>, yto0bl BepHYThCS B PeXUM pacliMpeHHN Bbi-
AeJICHHOH 00;1aCcTH, MOCJe 4ero mepeMemniaiite Kypcop, Yro4bl BBIIEJIUTH BCE
sAiYeiiky BTOpOro 6/noka.

6. EcaM X0THTe BBIICJIHTH J0NOIHHTEIbHbIE HeCMeKHbIe PParMeHThI sieex, Mo-
BTOpsiiTe N1, 3-S5, NoKa Bce HEOGX0AMMbIE JNaNa30HbI He GYAyT BbiedeHbL.
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Bovigenexne g4eex nyreM npsmMoro nepexoga

Jna BbIENEHHUS NEHCTBUTENBHO OOMBLIOIO Uana3oHa syeek BaM OymeT yTOMHTENbHO
nepeMenaTh Kypcop ¢ NOMOMLIBIO KIABHIL yNpaBieHus KypcopoM. B Takom ciydae yno0-
HEe BOCIO/Ib30BaThECA METONOM TPAMOro Nepexosa, YToObl pacliMpHTh BBIIENAEMbIH aHa-
Ma30H /10 HyXXHOH a4eiKu. JIj1s1 3TOr0 JOCTATO4HO BHINOIHHTDL HECKONBKO JCHCTBHIA.

1. IlepemecTHTe Kypcop K nepBoii sueiike JHana30Ha U HAKMHATe KJIaBumry <F8>,
4100B1 NNEPEBECTH NPOrpaMMYy B PeKHM pacliHPEHHS BbieJeHHOMH 061acTh.

2. Haxmute xiapumly <F5> uan kom6unHanmio kiaaBum <Ctrl+G>, uTo6b1
OTKPBITH JHAJIOTOBOE OKHO Nepexoaa. Beeaute agpec mocieaneii sueiikn qua-
na3oHa (T.e. IPOTMBONOJOKHOH MepBoil) 1 Ha)kMHTe KjiaBumy <Enter> nin
meaKHHuTe Ha Kaonke OK.,

oMHM/

&

Tockonpxy Excel HaxoauTes B pexxume paclIMpEeHUs BbIIEIEHHOH obnacTh
BO BpeMs Iepexoja K Apyroi sdelke, IporpaMMa He TOJNBKO IEPEMECTHT
KypPCOp, HO ¥ BBIAEIHT BCE IIPOMEIKYTOUHBIE Aueiiku. Ilocye BRIOTHEHHS
3TO# omepaiuy He 3a0yabTe MOBTOPHO HaXaTh kiapumy <F8>, yToObl He
JIOMYCTHTD BbIJICIEHHS JIMLIHUX S4Y€EK BO BPeMsd CIEAYIOLIETro nepemelie-
HHA Kypcopa.

Tlhocribre npuessr gpopuarmupobanus aueek

B 310M pasaene Mbl pacCMOTPUM HHCTPYMEHTBI TabIMIHOTO (hopMaTHpOBaHI, HE Tpe-
6ylommme nmpenBapuTeNbHOTO BhiIeAeHHs sueek. lllenxHuTe Ha KHONKe PopmaTUpoBaThb
kak Tabnuuy (Format as Table), raxomseiics B rpynne Ctunm (Styles) Biiaaku Mmas-
Has (Home). Ha skpaHe nosBUTCA KONNEKUHs CTHIEH, pa3fieleHHas HAa TPU IPYIIbL:
Csetnbiit (Light), CpeaHuit (Medium) n TemHblit (Dark). Kaxxgas u3 3tx rpynn copep-
JHT IBETOBbIE TaMMB! ()OpPMATHPOBAHU COOTBETCTBYOLIEi HHTEHCHBHOCTH.

Tocne menuxa Ha 0AHO# K3 MAHHUATIOP dopMara MporpamMma NMoNbITaeTCsA B aBTOMATH-
YECKOM PEKHMME BBIICIHTH MYHKTUPHOH MHHHEH Anarna3oH g4eek, K KotopoMy Oyzer mpu-
MeHeHO popmarrpoBaHue. Taxoke Ha 9KpaHe MOABUTCS AMAIOTOBOE OKHO (JOPMaTUPOBAHUS
Tabnuupl (puc. 3.5).

B mnanoroBoMm okHe ¢opmarnpoBaHus TaGNMIbl HAXOAATCSA TEKCTOBOE HOJE YKaxuTe
pacnonoxeHue AanHbiX Tabnuubl (Where is Data for Your Table), B xoropom ykasaH au-
anasoH sueex, BLIOpaHHBIH MporpaMMoi, a Taioke duaxok Tabnuua c 3aronoskamu (My
Table Has Headers).

Ecnn nporpamma HekoppekTHO BbiOpana auanazod opMmaTupyeMebix sdeek TabiMIbl,
TO NEpeTaIUTe HaJx TpeOyeMbIM IMAMa30HOM yKa3aTellb MBILIH, ITOC/E Yero B TEKCTOBOM
nojie YKaxuTe pacnonoxeHwe AaHHbiXx Tabnuubl otobpasurcsa agpec HYXKHOTO Juarna-
30Ha. Ecin Tabnilie IaHHBIX He HY)KHBI 3arolIOBKM UM 3aroNIOBKH YK€ €CTh, HO Bbl HE
XOTHTE 100aBNATh K HIM PAaCKPBIBAIOIUECS CIUCKU (MITBTPaLiii, TO OTMEHUTE YCTAHOBKY
¢naxka Tabnuya c 3arofioBkamm nepex TeM, Kak IeJaKHYTh Ha kHornke OK.
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Puc. 3.5. inanorosoe okHo popmaTpoBaHuns Tabnnusl

VutuTe, uT0 (hopMarsi TAOMUL B KOJUIEKIMA He OyIyT AOCTYIHBL, €CIH Mepen
IIeTYKOM Ha KHonke dopmaTupoBaTth kak TabnuLy, Haxonsulelics Ha BKIaKe
maBHas, GbUIM BEIIENEHBl HECMEXXHbIE 010K syeek pabouero nwmcra.

ITocne menuka Ha kHonke OK B ianoroBoM okHe GopMaTHpoBaHus TabNUIB! BEIOpaH-
HBI (hopMar MpuUMeHAeTCs K quana3oHy sueek. Ha ieHTe nossisercs Habop KOHTEKCTHBIX
BKJIaJiok Pabota ¢ Tabnuuamu (Table Tools), koTopbiii BKITIOYaeT KOHTEKCTHYIO BKIAIKY
Konctpykrop (Design). Bo3ie mpaBoro HIKHETO yTiia TaONuibl TOSBUTCA 3Ha490K Habopa
HHCTPYMEHTOB GBICTpOro ananusa (puc. 3.6).

MHCTPYMEHTbI BLICTPOro aHanuaa
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Puc. 3.6. MNocrie eiGopa Gopmara n3 Konnexuun cTvnei Ha 1eHTe oToOpaxaeTcs Habop KOHTEKCTHBIX
Bknagok Paboma ¢ mabnuuyamu, BKmo4aioLLuii KOHTEKCTHYIO Bknagky KoHempykmop
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brnaronaps KOHTEKCTHO# BKi1afike KOHCTPYKTOP MOXKHO YBHIETH, Kak OyaeT
BBIMIAAETh TabaMLa NPH HCIONB30BAHUH Pa3HbIX GOpMaToB (C MOMOLIBIO
OTEPAaTHBHOTO NPOCMOTPA). YCTAHOBUTE yKa3aTellb MbILIM HaJ OXHOM U3 MHK-
TorpamM (opMaroB B rpyniie Ctunu tabnuy (Table Styles), u Tabnuua us-
MEHHTCA B COOTBETCTBHH C BHIOpaHHBLIM CTHNIEM. YToOB MONYyYUTh ZOCTYI
KO BceM Tabnu4yHbIM ¢opMaraM, UCOOB3YHTe MOJOCY BEPTHKATBHOU Mpo-
KkpyTku. IllenkHute Ha kHomke [JononHWTENbHbIE napaMeTpbl (More) —
oHa 0003HaueHa ropU30HTANBHOH MONOCKOH Hal HaNpaBRIEHHBIM BHH3 Tpe-
YTOJIBHUKOM, — 4TOOBl OTKDbITE OKHO KOJUIEKIMHM TabnuyHbIX (OpMartoB.
VYcranoBuTe yKalarenb MBIIM HaJ, MUHMATIOpoH CTHIA, Haxoasulelics B pas-
nene Ceetnblit (Light), CpegHuit (Medium) unu TeMHbii (Dark), yToGsI
YBHAETD, KakuM 00pa3oM H3MEHUTCA BHEIIHUM BU] TaONMUIbL

Bcskuii pas, koraa Bel Beibupaete ¢opMar B komiekiun CTunm tabnuy 1 ogHolt u3
Tabnun JaHHbIX kHETH, Excel aBroMarnuecku npucbauBaeT 3toil Tabmuie oboblieHHoe
ama (Tabmuual, Tabauua?2 # T.4.). YtoOb! nepeMeHoBaTh TabNHUIy JaHHBIX, IPUCBOUB
eit Goslee omucareNbHOE MMA, Bocnonk3yiiteck nonem MMs Tabnuybl (Table Name), Ha-
xoasauMces B rpynne CsoicTsa (Properties) Bknagku KoHeTpykTop (Design). {omonsu-
TeNbHbIE CBEACHHS O TIPUCBAUBAHUH UMEH JIUANa30HOB fA4eek GyAyT npuBesieHb! B IaBe 6.

oMHMY

”S‘

Yr106b1 0THOpMATHPOBATH AAHHBIE TACTA B BUE TaONHUIIbI, MOXHO BOCTIONB30-
BaThCs MapameTpoM Tabnuubl (Tables) Habopa HHCTPYMEHTOB GBICTPOro aHa-
nu3a. Beibepure JaHHbIe Tabnuilbl Ha TUCTE (BMECTE C 3ar0jIOBKAMH) B BUIE
Jinana3oHa siyeek, a 3aTeM IelIKHuTe Ha no3uuuu Tabnuubl (Tables), Haxo-
Jsieiicsa B BepXHeil yacTu MaHeNu HHCTPYMEHTOB ObicTporo aHanusa. Janee
LIEJKHUTE Ha NogBHBIIEMcS 3Hauyke Tabnuua (Table). B pesysnbrare BhImoON-
HeHus storo jedcreus Excel npucsamBaer Tabnune ctunb Cpennmit 9, a
TaloKe 0ToOpaXkaeT Ha JieHTe KOHTeKCTHYIO Bknagky KoHcTpykTop. Ecin Bam
He HpaBHUTCA 3TOT CTHU/b, BhIOEPUTE APYTOH CTHIb, UCIIONB3YA ONEPaTUBHbIH
NPOCMOTP, AOCTYMNHBIH B KOJIEKLHH CTHIEH. '

HacTpoiika TabnuyHbix popmatos

[ToMumo BO3MOXKHOCTH BhIOOpa HOBOro Qopmara Tabmuupl B kowtekuun CTunm
Tabnuy, Biiaaka KoHcTpykTop Bimouaer rpynmy fapameTpbl ctunen tabnuy (Table
Style Options). Ora rpynna cofepXuT Gpnakky, NO3BONSIOLINE JOTIONHUTEIBHO HACTPOUTh
BHEIIHHH BuJ BeIOpaHHOIO Tabnuuxoro gopMara.

A

¢ v Ctpoka 3aronoska (Header Row). Mcrons3yercs sl BCTABKH KHOTIOK
(unbTpanyH B 3ar0N10BKH CTONOLOB TIEPBOi CTPOKH TaGMMIIBL.

o

R

LB A PRSI 2 R

v Ctpoka utoroB (Total Row). Bcraka CTpoku HTOTOB B KOHEL] Tabnu-
1l B 37100 cTpoke oToGpaxkaroTcs cyMMapHble 3HaYeHHs BCEX CTPOK, CO-
Jiepxaliux 3HayeHus. Uto6bl N3MEHUTE GYHKIMIO BHMYUCIEHUS UTOTOB B
BHIOpaHHOM cTOA61IE, LIENKHUTE HA COOTBETCTRYOIIEH AYeiiKe mocneaseit
CTPOKH JJ1 BBI30Ba CIIMCKA CTaHAAPTHBIX QyHKIMI (CyMMHpPOBaHHUE, Bbl-

Inasa 3. ®opmaTupoBanme paboumux nucTos 115



YHCJICHUE CPEAHETO, MMHMMANBHOTO WM MaKCHMAJIbHOTO 3HAYEHMs, Bbl-
§  YHCJIGHME KOJNMYECTBA SJIEMEHTOB, CTAHAAPTHOIO OTKNIOHEHHMS W JHUCIIep-
3 cun) n BeIGepuTe TPEOYEMyYIO (YHKIIHIO.

. v Yepenyrowmecs cTpoku (Banded Rows). Beienenue TeHsAMH 9eTHBIX
CTPOK TaOJHMLIBL

v MNepBbiit cton6ey (First Column). Beigenexue 3arojioBKOB CTPOK Ta-
3 Onuupl B IepBoM cTONOLE TONYKHPHBIM HIPUGTOM.

: v Mocnennui cton6ey (Last Column). Boigesienvie 3aroioBKOB CTPOK
TabnuLb B TOCTEHEM CToJIOLe Oy KUPHBIM PUBTOM.

v Yepenywumeca ctonbubl (Banded Columns). BbineneHue TeHAMH
. YeTHBIX CTOJOUOB TaOMUIIEL

LR i T

3akoHuMB BBIOOp M HacTpo#Ky dopmarnpoBaHus TaONHLBL, LIEIKHUTE HA A4YEHKe, HE
npuHagnexainel elf, 1 HaGop KOHTeKCTHBIX BkNajok Pabora ¢ Tabnuuamu Bmecte ¢
KOHTEKCTHOH BiIaakoH KOHCTPYKTOp HC4e3HET ¢ JIeHTHl. Eciy pemmTe no3xe mosxcre-
PUMEHTHPOBaTh C GopMaTHpoBaHMeM TaONMIBI, TO LIENKHUTE Ha 000N H3 €e A4eek, H
Habop KOHTEKCTHBIX BKiamok PaboTta ¢ Tabnuuamu BMecTe ¢ KOHTEKCTHOH BKJIaAKOM
KoHCTpyKTOp CHOBA OABUTCS Ha JIEHTE.

CospgaHue noJsib30BaTe/IbCKOro CTUAS Tabnmnubi

B Excel 2016 MoxHO co31aBarh COOCTBEHHEIE CTUITH, A00aBIseMbIe B KOJUIEKIIMIO Tab-
JMy cTwieil ¥ npuMeHseMble Ui GopMarupoBaHus Tabnul, HaxoAdmuxca Ha paboyem
ymcre. [onb30Barensckne CTHIM TabNUL MOTYT NIPUMEHSATHCH HE TOJIBKO [yt opmarupo-
BaHUA TaONuLl, HAXOAALIMXCA HA paboyeM JIMCTe, HO W IS TIOBTOPHOTO MCIOJB30BaHUA B
TabnuLax JaHHBIX, CO3AABAEMBIX WIIM peAaKTHPYeMbIX Ha pabouem nucte. MoxHO Taroke
BLIOpATh OAMH U3 CO3aHHBIX NOB30BaTENBCKUX CTHJIEH B KaueCTBe 3aaHHOr0 M0 yMOoT4a-
HHIO HOBOTO Ta0JIMYHOTO CTWIA IJI KHUTH, KOTOPBI# OyleT aBTOMarnyecKy IPUMEHATHCH
NpH AanbHeHeM GopMaTipoBaHUHU Tabauibl JAaHHBIX, HAXOAAIENCS Ha JIUCTE, IlyTEM Bbl-
6opa 3nauka TabGnuLbl Ha NaHeN HHCTPYMEHTOB OBICTPOrO aHaNIN3a.

Yro65! co3aaTh NOIB30BATENBCKUH CTHIB TaONMLBI, BLIIONHUTE CIEAYIOIIMeE NefiCTBUA.

1. OrdopmaTnpyiiTe JaHHbIE JHCTA B BHAE TAGHNNbI, HCIOJIbL3YS OXUH H3 CyHle-
CTBYIOIIHX CTHJIEH (CM. MpeabIAy Ui pa3ge).

2. TlepeiinnTe Ha KOHTEKCTHYIO BKIaAKy KOHCTPYKTOp, oTHOCALIYIOCSH K Habopy
BKJIagok PaboTa ¢ Tabnuuamu, 0 meJxHATE Ha KHONKe [ONONHUTENbHbIE
napameTpbl (More), KoTOpasi HaXOAMTCH B NPaBOii HHJKHeH YACTH Ipynnbl
Ctunu tabnuu (Table Styles). B nosiBHBImIeMCs OKHe BbiGepuTe mapamerp
Cospatb ctunb Tabnuubl (New Table Style). dTor mapamerp HaxoguTcsi B
HIDKHeH YacTH OKHa KOJLIEKIHH CTHIeH.

Ha skpane nogButcs auanoroBoe okHo Cosganue ctuns tabnuubl (New Table
Style), nokasanHoe Ha puc. 3.7.

3. B noje Ums (Name) BMecT0 0GOOHICHHOr0 HA3BAHHS CTHIN Tabauub! (Cmne
Tadinmnm 1) BBeAuTe ONHCATE/ILHOE HMS CTHIIS TAOMHIIbI.
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Cosaarie cruns Tabanub ? X

- |Mepsas noaoca croabiy
- |BTOpAR NONOCA CTONBLOB
Mepeas noaoga cTpok
Bropas noaonca crpok
NogaegHunt cronbey

| Mepewi cronbey

CTpoKa 3aronosxa

- |Crpoka uroros v

: copmmonmge AMEMEHTA:

e me e o

e e e

[ Hasnavsrs cranes sabmus no ¥ A an Aoxy

Puc. 3.7. C nomolbio napameTpos, AOCTYNHbIX B Ananorosom okHe CO3-
OGaHue cmunsi mabnuuybl, co3gainTe HOBbIN CTUAL TABANLbI, KOTOPLIN ByaeT
06aB/ieH B KONNEKLMIO TaBIM4HbIX CTNEH

4. 3MeHHTe KaXAblii H3 OTAEJbHBIX KOMIIOHEHTOB TA0IHULbI, 0TOOPAKEHHBIX

B cnucke AnemeHT Tabnuubl (Table Elements), — ot Bea Tabnuua (Whole
Table) 1o MNocneaHsan siueika nrora (Last Total Cell). IIpu 3ToM npumeHsiite
M0JB30BaTEIbCKOE (POPMATHPOBAHHE, BIUIIOUEHHOE B HOBBIil MOJIb30BaTe/Ib-
CKHif CTHIb TaGIHIIbI.
Yrobsl HacTpouts GopMarupoBaHie TaONUYHOTO IEMEHTa, BHIOEPUTE HA3BaHUE
3TOTO 3NEeMEHTa B clHcke AneMeHT Tabnuubl (Table Element). [Tocne 3aBepimenus
BBIOOpa dieMeHTa menkHuTe Ha kHomke Popmat (Format). D10 mpuBeneT K OTKPHI-
THIO JuaioroBoro okna dopmat sveek (Format Cells). B 2ToM 0KHE MOXHO H3Me-
HUTB CTHJIb W/1H 1BeT mpudra snementa (Ha Bxiaznke LpudT), ctiis w/wmm uset
rpaHunb (Ha Bkiaagke MpaHuua) mubo 3¢xpexTsl H/UIH BET 3aIMBKH (Ha BKJIAJKE
3anuska). [Togpobree 3Tr HacTpoliku GymyT paccMoOTpeHHI B pasnenax “Hactpoiika
mpudToB”, “Bhlnenenne sueek ¢ moMoipio rpaHun’” u “IIpuMeHenue Kk sueiikam
L[BETA 3aJIMBKH, y30POB 3alOJHEHUS U IPaJUEeHTOB”.

OOG6paruTe BHUMaHNe Ha TO, YTO IpU HacTpoiike ¢opmara snementoB [lepsas no-
noca cron6uos (First Column Stripe) unu BTopas nonoca cron6uos (Second
Column Stripe) nu6o Mepsas nonoca crpok (First Row Stripe) unu Bropas no-
noca ctpok (Second Row Stripe), ¢ MOMOIIBIO KOTOPBIX KOHTPOIUPYETCs pasbue-
HHE Ha IOJIOCHI CTONOLOB U CTPOK TabNHIBI COOTBETCTBEHHO, B JIOMOJIHEHHE K H3-
MEHCHHAM 3aJIMBKH NIOJIOC Ha BKJIaAKe 3anuBKa JUaloroBoro okHa dopmar sueek
MOXHO YBEJMYUTE pa3Mep MOJOCH], BKIFOYAIOLIEl CTONOLBI I CTPOKH. J{jis 3T0ro0
HY>XHO M3MEHUTH 3HaUCHHEe HacTpoiiku Pasmep nonocs! (Stripe Size), oroGpaxae-
Mo} 1ocJie BbIOOpa COOTBETCTBYIOLIETO AJIEMEHTA.
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Tocne HasHaueHus HoBOro ¢opMara BpIOPaHHOMY 2JeMeHTY TabiuIB mporpaMMa
oToOpasuT omucaHue M3MeHeHHH B (OpMarupoBaHUM. JTO ONHCAHUE HAXOAUTCH
MOX 3ar0OJIOBKOM ®opmaTuposaHue siemeHTa (Element Formatting) B quanoro-
BoM okHe Co3sfiaHue cTuns Tabnuupbl u oTobpaxaeTcs 10 TeX Mop, MoKa BeIOpaH
COOTBETCTBYIOLLH 3/IEMEHT (B criucke JfiemeHT Tabnuubl). B obiactu npeapapu-
TENBbHOTO MIPOCMOTPa 0TOOpaXkaeTcst HOBBIA IIBET 3aNMBKH JIEMEHTa HE3aBUCHMO OT
TOrO, ObLT JIX BBIOPaH 3TOT NEMEHT B CIIHCKe NEMEHT Tabnuubi.

5. (Jonoanuteanno.) Ecnan Bbl XO0THTE NPHAATH TOABKO YTO CO3AAHHOMY CTHIIIO
TaGNMIBI CTATYC CTHIIS, 32JAHHOTO M0 YMOJYAHHIO [Jisi BceX Tabann AaHHBIX
KHHIH, TO ycTaHOBHUTe (iaxok HaznaumTb cTUNEeM TaGnuubl No yMonyaHuto
ANnsa gaHHoro pokymexTa (Set as Default Table Style for This Document).

6. Ileaxnnte Ha kHonKe OK, uT0GBLI COXPAHHTD HOBLIH NONB30BATENbCKHIT CTHID
Ta6aHUbI M 3aKPLITH AHAJO0roBoe OKHO Co3aanune cTUns Tabnuubl.

Tocie 3akpeiTia AWAIOroBoro okHa CosfnaHue cTuna Tabnuubi MUHHATIOpa TONb-
KO YTO CO3/IaHHOTO CTHJIA MOABUTCA B Havaie “obpesaHHoi” manenn Ctunu tabnuy Ha
KOHTEKCTHOM BKNanke KOHCTPYKTOp, BXodsiiel B Habop KOHTeKCTHBIX BKIagok Pabota
¢ tabnuuamu. TolbKo YTO CO3AAHHBIA CTHJIb MOMKHO NMPUMEHUTH K TEKyIIeH BbIICICH-
HO# Tabnule JaHHBIX (HCMOJNb3yeTCs B Ka4ecTBEe MpuUMepa Tabnuupl npu co3JaHHH HOBO-
ro cTuii). YToGE! MPHMEHUTE CTHIIb, JOCTATOYHO IIEJIKHYTh Ha ero MHHHatiope. Ilocrie
MOBTOPHOTO OTKPHITHA KOJUIEKUUH Tabnmul crinell (pu GopMaTHpOBaHUU APYTHX TabmuLL
JaHHBIX, 00aBIEHHbIX Ha pabo4yuit IHCT) MUHHATIOPAa HOBOIO CTHIIA MOSBHTCS B pasjenie
MNonbsoeatenbckue (Custom), HaXoAAIEMCS B BEPXHEH 4acTH KOJUICKLUY CTHIIEH.

Eciii BBl BHECH U3MEHEHUs B 3IUBKY, IPHMeHseMYylo Iis (opMaTHpoBa-
HUd 3neMenToB Tabnuipl MNepsan nonoca ctonbuos unu Bropas nonoca
cronbuos, To He 3a0yApTe ycTaHOBUTH (uadkok Yepepaytowmecs cTonbubl
(Banded Columns). 3toT ¢uiavkok HaxonuTes B rpynne [lapameTpbl cTunewn
Tabnuy (Table Styles Options) kontekcTHO! Bknaaku KOHCTPYKTOP U BU3Y-
aM3MpyeT BHIMOIHEHHbIE H3MEeHeHHUs. Takke B Cilyyae BHECEHHS H3MEHEHUH
B ¢opMmar snemenra lepeas nonoca cTpok wim Bropas nonoca cTpok
ycranoBute (uiaxkox Yepepgytowmecs crpoku (Banded Rows), uro6s! oto-
6pa3uTh BHECEHHbIC H3MEHEHNS B (opMar.

YT06b! H3MEHHUTDH, CKOMUPOBATH (IJ11 HCTIONIB30BAHUA HACTPOEK CTHIIS B KAYeCTBE OCHO-
BBl HOBOT'O NOJB30BATENbCKOTO CTHIIS), YIAIHTh MM JOOABHTH MONb30BATENBCKUN CTHIb
Ha NaHeNb MHCTPYMEHTOB OBICTPOTO aHan3a, LIEJIKHUTE MPaBo# KHOMKOM MBINTA Ha MAHU-
aTiope 3TOr0 CTHJIA B KOJUIEKIMH CTWIeH TabauIl M B KOHTEKCTHOM MEHIO BHIOEPHTE OVH
W3 clefyroumx napaMerpon: Mamenuts (Modify), Qy6nuposate (Duplicate), Yaanutb
(Delete) mrn [o6asuTb konnekumio Ha naHenb GoicTporo fgoctyna (Add Gallery to
Quick Access Toolbar).
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Popuarnupobanue aueer ¢ noMuowbI KOMARG
brraqgri Jaabras

Hexortopsie paboune nuctel TpebyioT Gonee TOUHOTO (HOpPMATHPOBaHMS, YEM 3TO BO3-
MOXKHO TyTeM LieNuka Ha kHonke dopMaruposaTth kak Tabnuuy (Format as Table). Ha-
ApAMep, BaM MOYKeT HOHAJOOUTHCA TabnuLa JaHHBIX, B KOTOPOH MOYXXHUPHBIM HIPH(TOM
BbiJIeJIEHE] 3aT0JIOBKH CTOIOIIOB, 4 CTPOKa HTOTOB BHINENICHA OJYEPKUBAHHEM.

Kuonku ¢opmaraposanus, copepxamuecs B