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BBepeHue

bennoctr — aTO pacmiara 3a
HEyMEHUE CYUTATh U HEKEJIAHUe
YUUTBCS.

Heusseecmuwiti asmop

Irta KHUTA HE CHPABOYHUK, He YIeOHUK U He mocobue. DTa KHUTa Ha3bl-
Baercst CAMOYUUTEJIb. NUuaue roBopst, cam cebe yunresb. S mucan ee
C OJIHVM JKeJIaHHeM: YTOObI YeJIOBEK, KOTOPbIil BO3BMET 3Ty KHUTY B PYKH,
ceJsl 3a KOMIIbIOTEp, 3amycTusi nporpaMmMmy Excel, n 3a Koporkoe Bpemst
caM, 6e3 JII0OBIX MOJCKA30K CO CTOPOHBI HAYYMJICsS paboTaTh ¢ 9TOU TPO-
TPaMMOT.

«Ho onnoro sxenanust Mmaio», — HaBepHsIKa TojymMaere Bbl. KoHedHo, Kpo-
Me MOETO KeJAHWSA HAYYUTh B 9Ty KHUTY BJIOKEH OOJIbLION OnbiT. MHOTO
JIeT sI TipenojiaBaj mprueMbl paboThl ¢ Excel kak cTymeHTaM, Tak ¥ JIOIIM
Pa3HOTO BO3pacTa Ha KOMIIBIOTEPHBIX Kypcax: OT MIKOJbHIKOB /IO MTEHCHO-
HepoB. S BBICJYNIUBA U KOIMUJ BOTIPOCHI, KOTOPbIe MHE 3aJ[aBajiu JIIO/IH,
nmoaMeydas M 3allCbIBaJl, YTO BbI3bIBACT TPYAHOCTU TIPU pa60Te C EXC@],
U BHOCUJI KOPPEKTHUBbI B y4eOHbII MaTepuas. Mie ObLI0 04eHb HHTEPECHO
HabII0AaTh 3a TeM, Ha 4TO JIIOAM, ocBauBaomue Excel, o6paraior BHMa-
HUE, 2 YTO COBEPIIECHHO YCKOJIb3aeT U3 UX TMOJIs 3PEHUSL.

OHaK/IbI 1 3aMETHJI, YTO YKe He CJIBIIY OT JIOAEeH HEOKUIAHHBIX ISt
ceba BonpocoB. Tak HACTYNM/I Ka4eCTBEHHO HOBBINA 9Tall, 1 B 9TOT AEHb
st permst pa3paboraTh yueOHBIH Kypc, KOTOPBIN He TpeGoBasa Obl yua-
crus npenogasatesis. Kype Obll HamucaH, U o HEMy 10 CUX TI0p BechbMa
YCIENIHO 3aHUMAIOTCS MOM CTYZIEHTBL. S pas3jaio UM MaTepua U yXOxKy
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M3 ay/INTOPUM WU TPOCTO CAXKYCh 32 CBON KOMITBIOTEDP M 3aHWMAOCh
JIPDYTUMU JIeJTaMU.

VIMeHHO Ha OCHOBE TOTO y4eOGHOIo Kypca M HamucaHa KHura. IIpocThiM,
MOHSITHBIM SI3BIKOM — KOPOTKO ¥ sicHo. OHa HalicaHa TakKuM 0OPasoM,
4yTOOBl Ha BCE BOZHMKAIOLIME BOIPOCHI BBl TYT K€ IIOJYUUJIH OTBETBL
Kasapiii mar ocsoerust nporpaMmbl Excel moakperier mpakTudecKkumMu
puMepaMu WK YIPaKHEHUSIMU.

S ouenb HANEIOCH, YTO KHUTA BIIOJHE COOTBETCTBYET CBOEMY HAa3BAHUIO —
CaMOYYHTENbh 1 YYUTBCS 10 Heil OyIeT JIerKo, TIPUATHO U nHTepecHo. Kpome
9TOTO, 51 Oy/ly pajl, ecii KHUTA OIPABIAeT CBOe OCHOBHOE Ha3HAueHUE —
ObITH 110J1€3HO0I Bam, 0poroii unrareb.

Aemop



[nasa 1
Untepdenc Excel 2010

OkHo Excel.

JleHTa MHCTPYMEHTOB M NaHenb 6bICTPOro focTyna.
Bknapgka ®aiin.

YnpaBneHue pacnonoxeHMem OKOH.

CTon6ubl, CTPOKM M NepeMmeleHne BHYTPU TabnuLbl.
KHura u nuctsl.

Pexxumbl npocmoTpa KHuru.

0000 DO0OO0DO

MacwrabupoBaHue.

Bl sanyctusu niporpammy Microsoft Excel u momanu 8 Mmup camoii yno6-
HOW 1 caMOI MOIIHOM 9JIEKTPOHHOI TaOIUIbI, pa3pabOTaHHOM /11 NCIOJIb-
soBanus B cpene Windows. Microsoft Excel — ona u3 cambIx 3arago4HbIx
u uHTepecHbIx nporpamMm B nakere MS Office. IHTepecHa oHa MHOTOYMC-
JICHHBIMU CPEICTBAMI aBTOMATH3AIUN PabOThI, 0(hOPMJICHUST TOKYMEHTOB
1 BBIUMCJIUTETHHON MOIIBI0. 3ara/lovHOCTh K€ ee COCTOUT B TOM, YTO
GOJIBIINHCTBO II0JIb30BaTeNIeil IPUMEHSIOT B CBOEHl paboTe JIMIIb MaIyIo
TOJIMKY TOTO, 4TO MOKeT Aath UM Excel. 1o Tem Gosee yaAUBUTEIBHO, UTO
creKTp BoaMoxkHOCcTell Excel mourn GesrpaHuveH: OT CO3MaHUST XOPOIIO
o opMIIeHHBIX GJAHKOB JI0 IIPOrPaMMUPOBAHUS CJIOKHBIX BBIYMCIEHUI
U MOJICTTUPOBAHMST PA3JUYHBIX MPOIECCOB € BU3yaTM3aIuell mapaMeTpoB
B BUle [uarpaMMm ¥ rpadukos. B HameM camoyduTese Mbl TOCTapaeMcs
KOCHYTBCS BCeX BO3MOKHOCTEH 3TOI ITpOrpaMMbl.
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OkHo Excel

ITpu mepBom 3amycke Excel Ha 9kpaH BEIBOIUTCST OKHO, COZEpIKAIIEe dJre-
MEHTBI YIIPABJIEHU, COOTBETCTBYIOINE CTAHAPTHON HACTPOMKe. ITO OKHO
YCJIOBHO MOKHO PasiesiuTh Ha HECKOJAbKO obmacteil (puc. 1.1).

2 5
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Puc. 1.1. OkHo Excel

O6mactu okna Microsoft Excel 2010 mpu cranmapTHO# HacTpolike mepe-
YUCJIEHbI HUXKE.

1. Bxaadka ®aiin. B Bepcunu Office 2010 y kaskmoro TpuIosKeHUst €CTh Ta-
Kast BKJIa/Ka, 3aMeHuBInast coboil kuonky Office sepcun 2007. HaGop
KOMaHI, IOCTYII K KOTOPBIM OTKPbIBAETCS MIPU IIETYKE HA 9TOU KHOII-
Ke, IMO3BOJIAET BaM BbIITOJHATD ITPUBbIYHbIE I[eflCTBI/IH. B 60.]166 paH-
HUX BEPCHUAX OCI)I/ICHI)IX IIporpaMM 3TN KOMaH/Ibl HAXO/UJINCH B MEHIO
Gaiin. 310, B YaCTHOCTH, KOMAH/IbI CO3/IaHI, COXPAHEHU M OTKPHITHS
JIOKYMEHTOB.

2. Ianenv 6vicmpozo docmyna. TIpu co3paHuu JOKYMEHTOB TOTO WJIN
MHOTO TUlla Mbl 4aCTO MCIIOJNb3YEM OJITHU U TE€ K€ KOMaH/IbL. qTO6bI
Ka)KIblil pa3 He «OJIysKAaTh» B MOMCKE HYKHOI KOMaHJBI 10 BCEMY
uHTepdeiicy MporpaMMBbl, cCaMble <TIOMYJISPHbIC» KOMaH/Ibl BbIHECEHDI
Ha maHesb OBICTPOTO AOCTYIA B BUAE MAJEHBKUX KHOIMOK C KaPTHUHKA-
MU. DTH KHOIIKM HOCAT Ha3BaHWE WHCTPYMEHTOB, Y MIEMYOK MBILIBIO
Ha JIIO60ﬁ N3 HUX TPUBO/IMUT K BBITIOJTHEHWIO COOTBeTCTByIOU.[efI KO-
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manel Excel. Tlanesab GbICTPOro J0CTyNA SBJISIETCS HACTPAUBAEMOIL.
[To ymosyanuio Ha Hell BCEro TpU KHOIIKH, HO IIyTeM HACTPOWKHU Ha
Hee MOKHO BBIBECTH JI000e KommuecTBO koman Excel.

3. Hoxe sadanus umenu obvexma. ITo yproOHOE CPENCTBO I HA3HAUE-
HUSI UMEH Pas/MuHbIM 0ObeKTaM Tabauibl (PUCYHKAM, JUarpaMMaM,
OTZIEJIbHBIM sTYeiiKaM U TPYTIaM sdeek). B manbHeleM MOXHO ocCy-
HIECTBJIATH JOCTYII K MMEHOBaHHbBIM 06'beKTaM 110 X UMEHaM.

4. Cmpoxa gopmya. B a1y cTpoKy BbI Oyjere BBOAUTH (hOPMYJIbI IS
BBIYNCJIEHWST PA3INIHBIX 3HAUEHUI. JTa jKe CTPOKA MO3BOJISIET pelaK-
TUPOBATb TEKCT y:Ke BBEIEHHON (OPMYJIbI UJIU MPOCMATPUBATH €ro
B TOM CJIy4ae, eciii B caMoil TabJiiiie BMecTo (hopMyJI 0TOOpaKkaloTcst
UX BBIYUCJIEHHbIE 3HAYEHUSI.

5. Knonxu ynpasnenus 0CHo6HbIM OKHOM NPOZPAMMbL. ITU KHOIIKK II03BO-
JIIIOT Pa3BEPHYTh, CBEPHYTh B KHOIKY MJIM 3aKPHITh OCHOBHOE OKHO
Excel.

6. Knonku ynpasienus 0ouepumu OKHAMU NPOZPAMMDbL. ITH KHOIIKH IO~
3BOJISIIOT Pa3BOPAYMBATh, CBOPAUMBATH M 3aKPbIBATH OT/I€JIbHbIE KHUTH
Excel BHYTpU OCHOBHOTO OKHa, KOTOPOE IIPH 9TOM OCTAETCS OTKPhI-
TBIM.

7. 3azonosku cmonbyoe mabauypt. s JOCTYIA K OTAEAbHBIM sSdeiiKam
BHYTPU SJIEKTPOHHOI TabJMLBI UCIIOAb3YIOTCS MMEHA SYEEK, Ipes-
cTaBjsgionye cob0il KOMOMHALIMIO UMEHU CTOJOIa M HOMepa CTPO-
KM, Ha IepeceyeHry KOTOPbIX HaxoautTcs sdeiika. COOTBETCTBEHHO,
UMeHa CTOJIOIOB OTOOPaKalTCs B MX 3arojoBkax. ITo yMosdaHuio
crangapraas tabmuna Excel 2007 comepsxur 16 384 crosbia, 060-
3HAYEHHBIX COYETAHMAMM OYKB JIATMHCKOrO andaBuTa, HaYMHAS ¢ A
u 3akanumBas XFD.

8. Homepa cmpox mabauupt. [To ymomuanuio crangaptHas tabiuia Excel
comepxut 1 048 576 crpok (Gosee Mumaronal), IPOHYMEPOBAHHBIX
noapsta. Metonuka gocryna K sdeiikam B Tabsnuie Excel naromumaer
UTPY «MOPCKOIi 00ii» U He JOJKHA BBI3BIBATH Y BAC 3aTPyIHEHMIL.

9. Hasuzamop no aucmam xnuzu. Kaura Excel mo ymosrganuo cogepkut
3 tabnuipl, HazbiBaeMble JctaMu. Ho B [MPUHIHIE KOJMYECTBO JIU-
CTOB B KHWT€ HE OTPAHUYEHO HUYEM, KpoMe oObeMa JA0CTYNHOM (u-
3UYECKON MaMITH KOMITbIOTepa (TIOCKOJIbKY KHUTA 3arpysKaeTcs B Ta-
MATH 11eUKOM). TakuM 06pasoM, JIMCTOB B KHUTE MOKET OKa3aThCst
ropaszo 00JIbIle, Y4eM MOKET IOMECTUTHCST B 00IACTH OTOOPAKEHUST X
SPJBIYKOB. B 9TOM cilyyae «IIPOKPYTKY» SPJIBIYKOB BHYTPU OTBEIEH-
HOU JUJIST HUX 30HBI MOKHO OCYIIECTBJISITh IIPU MOMOIIM HABUTATOPA.
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10. Apaviuxu mucmos. Tlo ymosuanuio B Kiure Excel jmcrsl nmeoT nmena
Nuet 1, Jluct 2 u Jiuer 3. OgHako [MOJIb30BaTeIb MOXKET aaBaTh J0-
6aBJIIeMbIM JIMCTaM WHbIE TIPOU3BOJIBHBIC UMEHA, a TaKKe U3MEHSITh
CYIIeCTBYIOIIME CTaHAApTHbIe NUMEHA JIMCTOB.

11. Cmpoxa cocmosinusi. B aToit cTpoke MIeHTUDUITMPYETCS COCTOSTHHUE TEX
WM UHBIX TapameTpoB Excel, a Takske HEKOTOPBIX CBOWCTB PElaKTU-
pyemoro JokymenTa. Pasmimdnbie 06JacTH CTPOKU COCTOSTHIIST HE TOJb-
KO SIBJIAIOTCSI MHAUKATOPAMH, HO OJIHOBPEMEHHO BBICTYIAIOT B Kaue-
CTBE MHCTPYMEHTOB. DTO 3HAYUT, YTO IMIETIOK HA HEKOTOPBIX 3HAYKAX
CTPOKM COCTOSTHUSI TIO3BOJISIET U3MEHNTH COOTBETCTBYIONIUIT TTapaMeTp.

12. Jlenma uncmpymenmos. B Excel 2010 BbI He Halizere KOMaH MeHIO,
K KOTOPBIM, BO3MO3KHO, 7K€ IPUBBIKJIH B JIPYTUX TporpaMmax Windows.
Bce komamzbl, KOTOpble MOKHO BbIIOJIHUTL B Excel, o6benuHenb
B TPYIIIIBI IO (hYHKITHSIM 1 OTOOPAKAIOTCSI TEMEPh TOIBKO B BH/IE KPach-
BBIX 3HAYKOB (MHCTPYMeHTOB). Ha riepBblit B3TJIsI/1 9Ta KpacoTa MOKET
MOKA3aThCsT HeyA0OHOM, TOCKOIBLKY OTCyTCTBYeT TekeT. Ho He mepe-
JKUBafiTe: TPV HaBEJIEHUN yKa3aTesst MBI Ha JI0OG0W U3 MHCTPY-
MEHTOB BbI YBUJIMTE PA3BEPHYTYIO U MOAPOOHYIO mojickasky (puc. 1.2),
KoTOpast, 6e3yCIOBHO, JlaeT Kyaa 6osibliie nHGOPMAIu 00 HHCTPYMEH-
Te (WM KOMaH[e), 9eM OJHO-[[BA CJIOBA B HA3BAHUU KOMAaHIBI MEHIO.

.- . . v
x . 1 4 "
- - »
o (| ~E -
=3 LADDRH D
- ” ;
Y¥cnoBHoe N s
G oOpMaTMpOBaHKME ¥
¥YonosHoe ropMaTUpOBaHWe
BrlgeneHue A4eek ¢ BaxHON MHGOopMaLMed M HECTaHAaPTHER
SHAYEHWI, 3 TAKHE YNYHWEHWE BOCNPUATHA AGHHEX C NOMOLWER
rMCTOTPAMM, WAL LEETOE W HAB 0POE 3HAYKOE, NPUMEHAEMEL
COMNACHO HEKOTOPEIM YCNOBWAN,
e Ana y a « T HAMMMTE K y FL.

Puc. 1.2. Moackaska ana komaHabl YcnoBHoe opmatnpoBaHue

S He 3psI YTOUHWII, YTO TaK BBIIAAUT OKkHO Microsoft Excel mpu cran-
napTHOW Hacrtpoiike. /leso B TOM, UTO AMAnazoH, B KOTOPOM MOXKHO
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U3MEHSATh BHEIIHWI BUJ 9TOI TpOrpaMmbl, 106aBisas u youpas te uiu
WHbIE 3JIeMEHTBI MHTepdelica U MHCTPYMEHTDI, OYeHb BeJauk. biarogaps
TaKoW rEOKOCTHU BbI MOKETE JIETKO HacTpouTh Excel «1mof ceOsi», n3MeHNB
P TapaMeTpoB, U BHEIIHE IIPorpaMMa MOKeT IIPU 3TOM O4eHb CUJIBHO
M3MEHUTHCS.

YnpaxxHeHue

IIleaxkuuTe Mbimubio Ha aucte Excel. Haxmure coderanne kmasum Ctrl+—.
Kypcop B Tabimile mepeMecTUTCsl B CaMblil ee KOHell. YOeanuTech, 4To 3a-
FOJIOBKOM TIOCJIEZIHETO CTONONA ABASIOTCS OyKBbI XFD.

YnpaxkxHeHue

[IleskauTe MBIIIBIO HA JucTe Excel. Hasxkmure couetanne KaaBuIl Ctri+4.
Kypcop B Tabimiie nepemMecTutcs K HOCIeAHEN cTpoke. YOeauTech, 4To
HOMep TIoCJIe/IHel CTPOKM paBeH 1 048 576.

JIeHTa MHCTPYMEHTOB U NaHeNb
ObicTporo goctyna

Kax yske 6p110 ckasano, B mporpamMmmax Microsoft Office 2010 orcyT-
CTBYET TaKOU NPUBBIUHLI aTpubyT mporpamm Windows, Kak TJaBHOE
MeH1o. JIeHTa MHCTPYMEHTOB 3aMeHIIa OO0 CTPOKY TJIABHOTO MEHIO,
a MaHeJu WHCTPYMEHTOB 0ObEIMHEHBI B OJHO MaHean O6BICTPOTO J10-
CTyTIA.

U jieHTa WHCTPYMEHTOB, U MAHENb OBICTPOTO JOCTYIIA UMEIT (PUKCUPO-
BaHHOE pacllojioxKeHue. ITO 3HAYUT, YTO UX HEBO3MOYKHO IIepeMEeCTUTD Ha
JIpyroe MeCcTo 9KpaHa, OHU BCer/a HAXOAATC BBEPXY, HA/[ PElAKTUPYEMBIM
JNokyMeHTOM. HecMOTps Ha 3T0 (PMKCHPOBAHHOE PACTIOJIOXKEHIE, Y BAC €CTh
BO3MOYKHOCTH HACTPOUKH HE TOJBKO COCTaBa WHCTPYMEHTOB TTaHeIH ObI-
CTPOTO JIOCTYIIA, HO ¥ BBIOOpPA MECTa ee pa3MeleHus #ad WIu nod JeHTOi
WHCTPYMEHTOB. JTO JIeJIaeTCs TIPU TIOMOII MHCTPyMeHTa HacTpoiika naHenw
6bicTporo goctyna (puc. 1.3).

Ha pucynke nudpamu 0603HaYeHbI:
1. Cama manesb 6bICTPOTO JOCTYIA B KOH(MUTYPAIUH, [TPe/araeMoil 1Mo
YMOJIYaHUIO (TO €CTh BCETO C TPeMsS WHCTPYMEHTaMU ).
2. Knomka BbI3oBa mHCTpyMeHTa HacTpoiika naHenn 6bicTporo foctyna.
3. Cam MHCTPYMEHT.
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2
@ITvtﬂvlﬁ/

HacTpoika naHenn BeCTpore 4ocryna
1 Cozpate
OTKpRITE

COXpaHWTE 3

BHEKTFICIHHEH no4Ta

EblcTpan nedyaTte
MpessapKTenEHBIH NPOCMOTR
Opdorpadua

OTMEHWTE

HE

EepHyTE
COpTUPOBKE N0 BO3PACTAHMD
COpPTUPOBKE NO YERIBAHWID

OTKpLITE NOCegHUN dain

Apyrue KoMaHasl..,

PasmecTuTE Nog NeHToM

Puc. 1.3. Hactpoiika naHenu 6bicTporo goctyna

YeranasauBas uian copachiBas (9T0 JeaeTcs METYKOM MBIIN) (IaskKu
HAIIPOTUB TIEPBBIX JIECSTU MYHKTOB CIIUCKA B MWHCTPYMEHTE HACTPOIKH,
Bbl MOJKET€ BbIBO/IUTb MJIM CKPbIBATb Ha ITaHeJIN 6bICTpOFO JIOCTYyIIa COOT-
BETCTBYIOINE NHCTPYMEHTDI. B Tom cay4ae, €CJU Bbl 3aXOTUTE Pa3MECTUTD
Ha naHes M ObICTPOro JOCTYNA WHCTPYMEHTHI IS APYTUX KOMAHJL C JIEHThI
WHCTPYMEHTOB, Bbl MOJKeTe BOCIIOJIb30BAThCA ITYHKTOM [lpyrue KomaHgbl.
ITpu BBIOOpPE BTOTO TYHKTA Ha 9KPaH OYIET BBIBEIECHO JOMOJHUTEIHHOE

OKHO HACTPOWKH, SIBJISTIONIEECST YaCThIO OOIIET0 MHCTPYMEHTA HACTPOWKN
Excel 2010 (puc. 1.4).

DJIEMEHTBI yTIPaBJICHUS B 3TOM OKHE:

1. PackpbiBaiomnuiicss CucoK BoiOOpa Tpytiibl komana. OObree KoJm-
yectBo koManz B Excel 2010 orpoMHo, U MOMCK KOMaHAbI B 00LIeM
CIHcKe 3aTpyaHeH. /laHHBIN CIIUCOK TT03BOJIIET MPU MMOMCKE KOMAaH]|
OrPAaHUYUTHCS HEKOTOPOU (DYHKIIMOHAJIBHON TPYIIIONH, YMEHBIITUB UX
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Puc. 1.4. HacTpoiika pexwuma oTo6paxeHus LONOJHUTENbHOTO Habopa KoMaHS,
Ha naHenu 6LICTPOro goctyna

KOJIMYECTBO Ha MOPs0K. Beibepure BHavase rpymiry, B KOTOPOH XO-
TUTE HATH KOMaHJy, a 3aTeM yKe KOMaH/y B PacIOJI0KEHHOM HUKE
cuucke. Ocoboe BHUMaHKMe oOpaTUTe Ha KOMaH/Ibl, 00beJUHEHHbIE
B rpymiry KomaHapl He Ha fieHTe. [TOCKOIbKY 9THX KOMaH/ Ha JIEHTE HeT,
BbI MOJKETE JI0JITOE BPEMsl Jake He MoA03peBaTh 00 X CylecTBOBa-
HUMN.

COBET
Ecnv komaHaa HaxoAMTCs Ha NeHTe, TO [06ABMTL ee Ha NaHeb ObICTPOro ALOCTYNa MOXHO,
He BbI3bIBaA JOMONHUTENbHOE OKHO HACTPOMKU. [1pOCTO WeNKHMTE NPAaBO KHOMKOM Mbl LK
Ha HY)XXHOM UHCTPYMEHTE W B KOHTEKCTHOM MeHI0 BbiGepuTe koMaHay [lo6aBuTh Ha naHesb
6bicTpOro focTyna.

2. PackpbIBalommiicsl CIIMCOK BBIOOPA 00JIaCTH COXPAHEHUS U AeHCTBIS
JIAHHOUM HACTPOMKM (MOKHO 33/1aTh TAaKOW PEKUM, TIPU KOTOPOM JlaH-
Hast KoHdurypanusa GyneT coxpamena s mporpaMMsl Excel B mestom
WJIN TOJIBKO JIJIS1 JAaHHOTO JIOKYMEHTA).

3. Cnucok KOMaH/l, KHOIIKK KOTOPBIX MOMEIEHBI Ha MaHeab GBICTPOro
JOCTYTIA.

4. Cnuncok BbIOMpPaeMbIX KOMAH]IL.

5. Kuormka [06aBUTb TO3BOJISIET TTEPEMECTUTH HHCTPYMEHT U3 CIIUCKA J10-
CTYIIHBIX Ha IaHeJb ObICTpOro mocryna. Kuomka Yaanuts BosBpamiaer
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WHCTPYMEHT, BHIODAHHBIH B CITUCKE MAHEN OBICTPOTO A0CTYTIA, B CIIH-
COK JIOCTYTIHBIX MHCTPYMEHTOB.

6. Knomku mameHeHus: 1mopsiika CJael0BaHUs WHCTPYMEHTOB B CIIUCKE
nmaHeu OBICTPOrO A0CTYIA. BbliesnuTe WHCTPYMEHT, PACHOJIOKEHNEe
KOTOPOTO Bbl XOTUTE U3MEHUTh, U 3aTeM IIeJKaliTe Ha KHOIKe BBepx
unn Buus.

7. Kuonka C6poc 103BOJISIET BEPHYTH MaHe b OBICTPOTO JOCTYIIA B ¥C-
XOJ/IHOE COCTOsTHUE (C TPeMST KHOITKaMM ).

8. YcranoBka uaxkka Pa3mecTuTb maHenb GbICTPOro AOCTYNA Nof NEHTO
nepeMeniaer mnaHenb ObICTPOrO J0OCTyIa OJAMKE K BEpPXHEH TIpaHuile
nokyMmenTa. VIHOTIa 910 yIo0Hee.

Ecaiu BbI IeJIKHETE Ha JIEHTE TIPABOil KHOIIKOI MBIIIH, TO B KOHTEKCTHOM
MEHIO YBHANTE KOMaH1y CBEpHYTb ieHTy. DTa KOMaH/a MO3BOJIsIeT B Heak-
THBHOM PEKHME BUIETH TOJHKO HAMMEHOBAHUS BKJIA/IOK JIEHTBI, 0CBOOOK-
J1ast IPOCTPAHCTBO, 3aHSATOE HAOOPAMU HHCTPYMEHTOB JieHTbI. [Ipu BhIOOpE
APJIBIYKA BKJIAJAKU YKA3aTeIeM MbIIIU COAEPKUMOE JIEHThl HHCTPYMEHTOB
OTKPBIBAETCsI, ABTOMATHYECKU CKPBIBAsICh MOCJIE TIETIKa B JIIOO0H stueiike
tabsmiel Excel (puc. 1.5).

= R R Krural - Microsoft Bxcel = B =
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Puc. 1.5. JleHTa MHCTPYMEHTOB CKPbITA, NaHeNb ObICTPOro AocTyna
C AOMOAHUTENbHBIMU KOMaHLAMM NepemelleHa Nof NeHTy

MbI yske roBopuIr 0 ToM, 4To Bee komaHabl Excel 2010 cobpanbl B Bue
MHCTPYMEHTOB Ha JIEHTe WHCTPYMEHTOB U 0ObEAMHEHb! 110 (DYHKI[USM Ha
BKJIQJIKax. S jiymMaro, 4To He JIMIITHUM OyIeT y3HaTh, KaKas BKJaJKa 3a
Kakoil Habop KOMaH/I OTBEYaeT.

O [MaBHasa — OCHOBHbLIE Ollepallii PeJakTUpoBannd (BCTaBKa, ylajleHue,
BbIpe3aHue, KOIMPOBaHKE), OCHOBHBIC omneparuu (opMaTupoBaHUs
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TeKcTa W 3ajanus (popmara siueek, a Takke 3ajlaHue U BCTaBKa MPO-
CThIX (hOPMY.I.

BcraBka — HasBaHuMe TOBOPUT caMo 3a cebs. JTa BKJajKa OTBEeYaeT 3a
CO3/IaHUe ¥ BCTaBKY B TEKYIIUI JIMCT CaMbIX PasHbIX 00BEKTOB: PU-
CYHKOB, IMarpaMM, CBOAHBIX TaOJUIl, CCHLIOK Ha APYTUE TOKYMEHTBI.
Ot pabGoThl ¢ HTON BKJIAJKOI BbI HOJY4YUTe 0COOEHHOE YIOBOJILCTBHE,
MMOCKOJIBKY OHa ITO3BOJISIET OYEHb JIETKO CO3/[aBaTh TaKWe KPACUBBIE
JIOKYMEHTBI, YTO JIasKe He BEPUTCS, KAK MAJIO YCUJIUHN JIJIST 3TOTO HYKHO
[PUJIOKHUTh.

PasmeTka CTpaHWupl — BCe, CBSIBAHHOE C PA3MePaMMU JICTa, 00JACTHIO
mevaTy, OpueHTAIMell CTPAHWIIBI, a TaK)Ke HEKOTOpBIe MapaMeTph
oG opMIEHN, BAUAIOIINE Ha BCIO Tabauiy (s MMeEIo B BHUILY TEMBI
u (GoH JmcTa).

Gopmynbl — Bce cBsizaHHOE ¢ BhIUKCaeHusMu B Tabsuie Excel: BcTaBka
hopmyJI, ycTaHOBJIEHNE CBSI3U MEXIy 0ObeKTaMu, UMeHoBaHue (par-
MEHTOB TabJMIbl 1 0OBEKTOB, 3alaHKe TTAPaMeTPOB Bbluncaenuii. bo-
rarcTBO (hOPMYJT U BOBMOKHOCTEI TIONCTUHE BIICYATIISIET.

[laHHble — 3a/1aHKe TapaMeTPOB TTOAK/IIOUEHI K BHEIIHEMY HCTOYHUKY
nanubix (Oyab TO APYroil JOKYMEHT MM UCTOYHUK JAHHBIX B IlHTep-
HeTe), YIIpaBJIeHHe MPOIECCOM MOJMYUEHUs TaHHBIX, 3alaHue CIrocoda
pasMelleHrs TOJyYeHHBIX JaHHBIX B TabJuIle W, HaKOHell, 3aJaHue
criocob6a 0ToOpaKeHUs 9TUX JAHHbIX.

PeLeH3npoBaHMe — OTBEYAET 3a MOJATOTOBKY TAaOJIHUIIBI K TOMY, YTOOBI
MOKA3aTh ee APYTUM JIIOIAM, ¥ 32 COBMECTHYIO paboTy Han aToH Ta-
6uritieit. Briowaer B ce6s Kak MHCTPYMEHTHI /IS COBMECTHON PabOTHI
HAaJ[ IOKYMEHTOM, B TOM YHCJIE HHCTPYMEHTDI JIJIsI BCTABKU [TPUMEYaHHiT
U COXPAHEHUS MPABKHU, TAK U WHCTPYMEHTHI «XOPOIIEro TOHA», HAIPHU-
Mep /st ipoBepku opdorpadun. HekoTopbiM JojisiM He HPaBUTCS,
KOT/Ia B UX TEKCTaX HaxomsaT opdorpadudueckue ommuoKu.

Bua — OTBeYaeT 3a TO, KaK BBITJISAUT IPOrPaMMa BHEIIHE, BUHBI WIN
CKPBITBI T€ WJIM UHbIE U3 €€ NHCTPYMEHTOB, pa3MellaeT Ha SKpaHe He-
CKOJIBKO OIHOBPEMEHHO OTKPBLIThIX OKOH Excel, mossossger 3azaBarhb
MacmTab 0ToOpasKeHnsI KaK /IS INCTA B IIEJIOM, TaK U [ BbIIEJIeHHOI
ero o0acTu.

YnpaxkHeHue
[TocMoTpuM, Kak HacTpauBaTh BHelmHW B Excel.

1. Ha nieHTe MHCTPYMEHTOB BBIGEPUTE BKIAAKY Bug, HaiiuTe TaM rpyr-
1y MoKasaTb UK CKPbITb U, UCIIOJIB3YsI IPABYIO KHOIIKY MbIIITH, 100aBb-
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Te Ha IaHeb ObICTPOro A0CTyIia MHCTpyMeHThl CeTka, CTpoka hopmys,
3aronoBKu.

2. Hlenkuure 1mpaBoil KHOIIKONW MBIIIM HA JIEHTe W BbIOEPUTE KOMAH/Y
CeepHyTb NeHTy. B 9TOM ’Ke KOHTEKCTHOM MEHIO BhIOEpHUTe KOMAaHILY
PazmecTuTb naHesb GbICTPOro JOCTYNA MO NEHTOIA.

3. Ha nanesnu 6picTporo goctyma c6pockre GIaskKu Ui MHCTPYMEHTORB
Cetka, Ctpoka dopmyn, 3aronosku. Bel go/kHBL TIOTyunTh OKHO Excel,
0100HOE TOMY, UTO TI0Kas3aHo Ha puc. 1.6.

Krural - Microsoft Excel = =1 E3
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Puc. 1.6. Pe3ynbrar BINOAHEHNUSA YNPaXHEHMA

4. Tloap3ysCh STUMM e TIPHEMaMK, BOCCTAHOBUTE NCXOHOE COCTOSTHIE
Excel.

Bknagka ®aunn

Brrnanka ®aitn HaXoAMTCS B JIEBOK YACTH JIEHTHI U OTBEYAET 32 CaMble
TJIaBHbIE TeHCTBUsI, 6e3 KOTOPBIX BCS OCTATbHAS PaboTa MPOCTO HE NMEET
CMBICJIA: CO3/laHKe JIOKYMEHTa, OTKPBITHE JJOKYMEHTa, COXpaHeHHe J0-
KyMEHTa, a TakKe 3a Ievarhb, nyoaukanuio B VIHTepHeTe U MepeChLIKY
10 3JIEKTPOHHOIN TOUTe CO3/[aHHOTO BaMU (paiiia. VIHCTpYMEHTHI BKJIA-
ki Paiin cTaHOBATCS HOCTYMHBIMU TIPU TIETYKE HA 9TOH BKJIAIKE JIEBOI
KHOTKOU Mbitu. [To ymosyaHuio 1pu Beibope Briaaaku Paiin Ha sxpaH
BBIBOJIUTCSI OKHO CO CBEJIEHUSIMH O TEKYIIeM JOKyMeHTe (COOTBETCTBYIO-
it myHKT CBefleHus BbIJIESIeTCs MO/ICBETKON U TPEYTOJIHbHON BPE3KOH,
puc. 1.7).

Xouy MpeaynpennuTh cpasdy: KOTa Bbl BUIUTE TAKOW «HeOOTaThIi» HAOOD
MHCTPYMEHTOB, 3HaiiTe, 3penue Bac oOMaubiBaet. VIHcTpymenTst B Microsoft
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Office BioKeHBI OAMH B APYroii Hanoxobme MaTpellek, U Jake IIPoCcTast
KoMaHzia (Takas Kak paccMaTpuBaeMmasl B CJEAYIOIeM pasjee KOMaH/a
Co3patb) 1pu BuIOOPE MPENOCTABIASET LENbI Psii BOSMOKHOCTEH.
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Puc. 1.7. UHcTpymeHTbl BKNnafku Paiin

Co3partb

Wucrpyment Co3parh mpejiaraet cosjianie HoBoi mycroil kauru Excel wim
JIOKYMEHTa Ha OCHOBe Mabona. [1pu ero BbI6Ope Ha 9KpaH OY/IET BHIBEACHO
OKHO BbIOOpa pexkrMa co3ganus gokymenTa (puc. 1.8).

B aToM OKHe Bbl BujuTe JABe 00JIaCTH: CJeBa HAXOAUTCS 00JacTh BbIOOpa
mabnona [JocTynHble wabnoHsl, mpegHasHadeHHas sl BbIOOpa KaTeropuu
U BUJIa CO3[1aBaEMOI0 JIOKYMEHTa, a CIIpaBa — 00JacTh IPeABAPUTEIHHOIO
NPOCMOTPa CO3/[aBAEMOTO JIOKYMEHTa, BRIOPAHHOTO B JIEBOI 4aCTH OKHA.
[To3HAKOMUMCST C OCTYIHBIMU KAaTETOPUSIMHU.

O Hosas kHUra — cozmanue HOBOI mycToit kuuru Excel co ctanmapTHbiMu
napamMeTpamu.

O MocnegHue wabnoHsl — OOBIYHO B ATOI KATETOPUHU BBIBOISITCS T€ 10~
KymeHTHI Excel, ¢ KOTOpBIME BBI paboTann HeTaBHO.
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Puc. 1.8. OKHO co3aaHmMa KHUTK

Mocne TOro Kak Bbl LWEeNKHYAN Ha O[lHON 13 KaTeropM|7| B 06/1aCTU OKHa ,D,OCTyI'IHbIe wab-
NIOHbI U Nepewnn K COOTBETCTBYIOLWEMY CNUCKY NOKYMEHTOB, Yy BAC MOXKET NOABUTLCA NO-
Tpe6HOCTb CHOBa BEPHYTbHCA B UCXOAHOE COCTOAHMUE. MCI'IOJ'Ib3yl7ITe [N1A 3TOro NaHeNb Ha-

Buraumu 4+ it Jomoii

O O6pasubl WabnoHoB — MmabIOHBI, KOTOPbIE ycTaHaBiuBaoTces B Excel
ABTOMATUYCCKU MTPU YCTAHOBKE ITPOTPAMMEBI.

O Mowu wabnoHsl — gokymMeHThl Excel, KOTOpbie BBI COXPAHWIN KaK Ia-
6J10HBL. BBl MOsKeTe co3aTh TabJIMILy, HAIPUMEp, TIOMECSIYHOTO yYeTa
pacxoa [eHer u, He 3alloJHss ee, COXpPaHuTh Kak mabson. M torza
BaM He TIOTPeOyeTcsl KasKAbI MECSIl CO3/laBaTh TaKyto TaGJIHILy, J0-
CTaTOYHO OYJET CO3/aTh HOBBII JOKYMEHT C 9TUM IMA0JOHOM U 3aTeM
3aI0JIHUTH €TO.

O W3 cywecTByoWero A0KyMeHTa — TP [TOMOIIM 3TONW KOMaH/Ibl Bbl OT-
KpbIBaeTe yKe CO3/IaHHBIN BaMU W COXPAHEHHBIH Ha JIUCKe JOKYMEHT,
HO OTKPbIBAETE €r0 B Ka4ecTBE HOBOTO JIOKyMeHTa. B pe3ymsraTe, Korna
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BbI BbIIOJIHUTE KoMaHay CoxpaHuts, Excel mpeasiouT BaM coXpaHuTh
ATOT JIOKYMEHT C HOBbIM UMEHEM, U YK€ CYIIECTBYIONINI JIOKYMEHT He
IOCTPAJIaeT.

O LWa6nows Office.com — crimcok kateropuii 1 MabJOHOB, JOCTYTHBIX Ha
caiire Microsoft. /{yist Toro 4T06bI MOJYYUTH JAOCTYII K 9TOMY CIIUCKY,
Tpebyercst noakaoueHne k MurepHery. Bee npusosxkerust Microsoft
Office 2010 TecHo unrerpuposanbl ¢ MHTepHeTOM. Microsoft mocras-
JISIET Ha JIUCKe C MPUJIOKEHUSAMU He 0Y€Hb MHOTO MabJIOHOB U TIPH-
MepoB, 3aT0 Ha caiite Microsoft BbI HalijieTe UX BeJIMKOE MHOKECTBO.
Hab6epurech Teprienusi, Beibupas kareropun B crimcke Microsoft Office
Online u 3aTeM HysKHbBIE JOKYMEHTbI, OCOOEHHO €CJIU Y BAC MEJJIEHHOE
(HampuMep, MoJieMHOe uepes TesiehoH ) ToKIIoueHe K VIHTepHeTy. 3a-
rpysKa Kaxoro mabjoHa 3aiiMeT HeKoTopoe BpeMst (11abJI0HbI HMEOT
06BEM OT JIECATKOB JI0 COTEH KUJI06aiiTOB, COOTBETCTBEHHO, 3arpy3Ka
MOJKET JJIUThCsl MUHYTHI). HO laHHas «OBUMHKA CTOUT BBIAEJIKU», TI0-
CKOJIbKY B crcke mabaonos Office.com Bbl Haiijiere UX MOYTH Ha Bee
Cydan JKU3HU.

OTKpbITb

WNuctpymenTt OTKpbITh BBIBOAWT HA 9KPaH CTAHIAPTHOE UATOTOBOE OKHO
OTKpLITHS (haitma. S He Oyay OCcTaHABIMBATHCS HA 9TOM TOAPOGHO, TO-
CKOJIBKY CTPYKTYPa OKHa 3aBUCHT He 0T Excel, a oT omepanmnoHHoi cuctembr
U MOKET OBbITh Pa3/IMYHOl B pasHbIX Bepcuax Windows.

CoxpaHutb

Wucrpyment CoxpaHnUTb BBIBOIUT HA AKPAH CTAHAAPTHOE TUAJIOTOBOE OKHO
coxpaHeHust daiia. Kak u B mpeabiayiieM ciaydae, moapobHO 00CYKaaTh
9TO OKHO He OyzieM, Ho 06paTuTe BHUMAHUE Ha PACKPBIBAIOTIMNCS CIIMCOK
Tun daitna. Beibop B 9TOM CITHCKE MO3BOJIMT BaM COXPAHSITH TEKYITYIO KHUTY
Excel He TopKO Kak 1mrabJoH, HO U Kak TeKcT, BeO-crpanuily, PDF- wim
XML-znokymenr, a Takke B ¢popmare OpenDocument.

CoxpaHuTb KaK

ITpu Be1GOpe uHcTpyMenTa COXpaHUTh Kak Ha SKPaH BHIBOAUTCS CTAHIAPTHOE
OKHO coXpaHeHus (ailra. ITO MO3BOJSET TOBTOPHO COXPAHUTH YIKe NMEI0-
muticst aita B IpyroM Mecte, oI IPYTUM UMEHEM WJIH B IpyToM hopmare,
He BHOCS MPU 9TOM M3MEHEHUs B CYIIECTBYIONINI COXpaHEHHBIH (aii.
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MeyaTb

Mucrpymenr Meyarb mo3BOJsIET paciiedaTaTh TeKyyto kaury (auct) Excel
Ha OJTHOM W3 TIpe/lJlaraeMbIX YCTPOICTB TevyaTu (He BCer/ia 3TO MPUHTEP).
OKXHO 3TOTO MHCTPYMEHTA ToKa3aHo Ha