Jekmusa 3.
IIpuembl 1 MeTOABI HCIIOJIBb30BaHus MporpamMMm Microsoft Office.
IHporpammbl Microsoft WORD u EXCEL B padore yunreJsi

1. Pa3paboTka 1uaaKTHYECKUX MATEPUAJIOB C MCII0JIb30BAHNEM
Microsoft Office Word

TexcroBblii penakrop Microsoft Word.
f
W
Microsoft Word. Ink
TexctoBbiit penaktop Microsoft Word ciayxuT ans co3gaHus U pelaKTUPOBAHHUS
TEKCTOBBIX JOKYMEHTOB pAa3JIMYHOIO YpPOBHS clokHOCTU. IIpenocraBisier OombIIme
BO3MOKHOCTH I €ro peanmsauud. C €ro moMoImbl0 MOKHO IOJATOTOBUTH HATJISIHBIE
noco6usi, pa3sHOOOpa3Hble MaTepuaibl: MPOrpaMMbl, KOHCIIEKThl YPOKOB, TUJAKTUYECKUE
KAapTOYKH, HareyaTaTb TEMaTUYECKOE IIJIAHUPOBAHKE, CO3AATh WILTFOCTPUPOBAHHBIE TECTHI
U ynpaxHeHus, odopmuth kabuneT. Cpeam Bcex cTwield oOydeHus Bce Oosbliee
3HAUYEHWE NPUOOPETAeT TBOPYECKUM CTHIIb, ITOCKOJBKY CTHMYJIUPYET pPa3BUTHE
TBOPYECKUX CHOCOOHOCTEM yueHMka u yuutenss! TBopueckue NpPOEKTHI, 3aJaHusl,
UCCJIEIOBAHMS, JTOKJIAJbl 11 KOHPEpEeHIHI HEOOXOIMMO MPEACTABIATh B MHTEPECHOM,
BU3YyaJIbHO MpHBieKaTenbHOU (popme. IIporpamma Oorara pazHbIMH BO3MOMXHOCTSIMU IS
opopmienus ctpanul: Ulpudt, paMkun U rpaHuIpl, BO3MOKHOCTh BCTaBUTh PUCYHKU U
CO3J1aTh CAMUM PUCYHKH U CXEeMBI. JlJIg y4uTessa 3TO OYEHb BaXKHO B COBPEMEHHOM MUpPE —
MUPE KOMIIBIOTEPHBIX TEXHOJIOTHIA.

Microsoft Word — sto nmporpamma Jijist me4aTy TEKCTa U COCTABJICHUS JOKYMEHTOB.
B sT0#i mporpaMMe MOKHO Hareudararh JIF0OOM TUI TEKCTa: CTaThiO, JOKYMEHT, pedepar,
KYPCOBYIO, TUILJIOM U JJaXKe KHUTY.

[Tporpamma Word npencraBisier u3 ceOs Oenblii JucT Oymaru, Ha KOTOPOM,
UCIIOJIB3Ys KJIaBHATypy KOMIIBIOTEPA, Cpa3y K€ MOXKHO Ieuararb. [Ipudem, 3To HE oAUH
auct Oymaru: eciu Bam HyXHO Hamedatath MHOTO TEKCTa, U Ha OJIUH JIUCT OH HE
MOMECTUTCSI, TO MpOorpaMMa aBTOMaTUYECKH JOOABUT elle JUCThl. Takke HarmedaTaHHBIN
TEKCT MOXXHO PEIaKTHPOBaTh: U3MEHHUTH pa3Mep OyKB, MpU(PT, HAYEPTaHUE U T. M. H
dbopMaTHpOBaTh: PACIOIOKEHUE TEKCTA HA TUCTE, (DOH CTPAHMIIBI, KOJTMYECTBO KOJOHOK U
T.4.. Jlyst aToro B mporpamme Word ecTh crieninaibHbIe KHOTIKH.

Kak orkpbiTh nporpammy Word
[TocmoTputre Ha Paboumii crom, TO ecTh Ha HKpaH Barmero kKoMmmbroTepa.
Bo3moxHO, Bbl yBUIMTE HA HEM TaKOU 3HAYOK:
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Cffice Ward unn Microsoft Office Word

DTOT 3HAYOK OTKpHIBAET nmporpammy Word.



Ecnu xe sToro 3Hauka Ha PaGoueMm ctosie HeT, ToO HaxMmuTe Ha KHOMKY «Ilyck» B

ENVeK
JIEBOM HWKHEM YIUIy JKpaHa. unu . Otkpoercs cnucok. Haxxmure Ha
nyHKT «IIporpamms» (Bce nporpammsl).

| »  Bce nporpamme |

[TostBuTcst HOBBIM cnucok. Haiinmure mynkt «Microsoft Office» u HaxmuTe Ha
Hero. Ecnu takoit Hagnucu Bel He Haiinere, TO, ckopee BCEro, MakeT O(UCHBIX MPOrpaMm
(B ToM umncie nporpamma Microsoft Word) He yctanoBieH Ha Bamem kommbsroTepe.

|L Micrasoft Office

Otxkpoiite nporpammy Microsoft Word.
Microsoft Office
X2 Microsoft Office Excel 2007
1 Microsoft Office Outlook 2007
IT Microsoft Office PowerPoint 2007
I Microsoft Office Word 2007
.. Cpeactea Microsoft Office
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Word (2007-2010):
Nurtepdetic okHa mo006eH BceM OCTalIbHBIM OKHaM. MIMeeTcst:

o 3aroJIOBOK OKHA: CTPOKa C TpeMs KHOMKaMHU B MPaBoil yacTu. B 3aromoske
COJIEPIKUTCSL HOMEP JOKYMEHTA.



o Crpoka MeHIO, B KOTOpPOH cojep:karcs packpbiBaromuecs MeHro. Ilo
HA3BaHUIO MEHIO HAJ0 WIEJKHYTh JIEBOM KHOMKOW MbIM. [IpuMep Takoro MeHIO
MOKa3aH Ha pUCYHKE. B HWXKHEN 4acTH MEHIO BHUJHA CTUJIIM30BaHHAs cTpesika. YToObl
YBUJETH TOJIHOE MEHIO, HAJ0 HIEIKHYTh 110 3TOU CTPEJIKE JIEBOM KHOMKOMN MBIIIH.

o ITon cTpOKOW MEHIO pacrojaratoTcsl JIBE€ MaHEIM HHCTPYMEHTOB —
CranpaptHas u @opMaTUpOBaHUE.

o benoe mone, Ha ¢oHE KOTOPOrO PacHoOJOKEHBI MOSCHSIONIUE HAAMHUCH,
ATO U €CTh TOT JIUCT OyMaru, Ha KOTOPOM MbI OyJ€M MUCATh.

o ChopaBa OT JnucTa — BEpTUKaJbHAs T0OJOCAa NPOKPYTKH C JBYMS
CTpeJIKaMH BBEpPX W BHHU3, a Takke NoJ3yHOK. I[loiioca NpPOKPYyTKHM TO3BOJISIET
nepeMeniaTh TOKYMEHT BBEpX M BHU3, LIEJKas [0 COOTBETCTBYIOIIUM cTpenkaM. Eciu y
Bac MbIlIb 00OpyAOBaHa KOJECHUKOM IMPOKPYTKH, TO ATO KOJECHUKO TaK)KE MOMOTaeT
nepeMenaTh JJOKYMEHT.

o [Tanene 3amad omepallMOHHOM CHUCTEMBI, Ha KOTOPOM pPacrloJIiararoTcs
3HAYKHU MPOTPaMM, HAXOISAIIUXCS B padoTe.

HacTpotika narepderica mporpaMmebl
IIpu mepBoM 3amycke mporpammbl Word manenu mHcTpyMeHTOB CTaHaapTHas U
dopmaTtupoBaHue OyIyT HAXOJAUTHCS B OJTHOM CTPOKE.

Hacrtpoiite untepdeiic nmporpammbl. [ns 3Toro menkaute MeHio CepBuc, B
packpeIBIIEMCST MeEHIO BblOeputre myHKT Hactpoiika. IlosBUTCS 1IuanoroBoe OKHO
Hactpoiika. Beioepute Briianky [lapamerpsi. [ToctaBpTe (iiaskku (Tajiouku) B CTPOKAX:

* CraHgapTHas Ma”eNnb U naHeiab PopMaTUPOBAHUA B IBE CTPOKU;

* Bceerna nokaselBaTh IOJIHBIE MEHIO.

3aTeM IIEJIKHUTE KHONKY 3akpbiTh. Y Bac Temepb Bcerna OyayT MOSIBISTHCS
MOJIHBIE MEHIO, a MMAHEJIM UHCTPYMEHTOB OyAyT BUAHBI KaX/1as [0 OTAEIbHOCTH.

Co3anre HOBOro JOKYMEHTA

IIpu otkpbiTUM iporpammbl Word Bcerna co31aeTcs HOBbIM TOKYMEHT.

Ecin BbI yxe paboTaeTe B mporpamMme, a BaM HaJ0 CO3/1aTh €I1e OAUH JOKYMEHT
LICJIKHUTE CMUIU308AHHbIL JTUCMOK Ha TIaHEIW WHCTpyMeHTOB CTaHAapTHas, Kak
IIOKA3aHO HA PUCYHKE.

Co3naTh HOBBIM JTOKYMEHT MOXHO C NOMOUIbIO COYETaHUs KJIAaBUII (TOPSUUX
knaBum) Ctrl + N, a Takke Kak Mbl JeJaJd Ha NPOIUIOM 3aHITHM, HUCHOJIb3Ys
KOHTEKCTHOE MEHIO ITpu Haxatuu [TKM.

Br1 oTkpbIIM OKyMEHT. CMOTpUM Ha CTPpOKY MeHI0. 31€Ch Bbl BUJIUTE PA3IMYHbIC
BKJIQJIKW, KOTOPBIE IOMOTYT BaM JOCTOMHO MPENOJIHECTH MaTEPHUal.

IlepBas Bkiagka — [ 1aBHas
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[lepBoe, 4TO Ha/IO ClENaTh — HAYYUTHCS BHIOUPATH MIPUPT.

Arial Cyr - - mpudt (Haubonee ynmorpedutenbHbl mpudThl Times New
Roman u Arial);

X A& U - gayepranue mpudTa (0OBIYHBIN, KypCUB U T.11.);

10 = - pazMep mpudTa, KOTOPHIHA MEPSIETCS B CHEUUATbHBIX €AUHUIA (ITYHKTAX).

[To ymomuyanuto B Word ycranaBnuaercsa mpudt Times New Roman 0ObIdHOTO
HayepTaHus, pa3MepoM 12 MyHKTOB.

A -llBer Tekcra MO3BOJAET 3a1aTh LBET BBIICICHHOM 00IACTH, IPUYEM OTa

00J1aCTh MOXKET COCTOSITh HE U3 IIEJIOT0 CJI0BA, & BCETO JIUIIb U3 HECKOJIBKUX OYKB.

X, X° MHIEKCHI — HAACTPOUHEIA M TOACTpOouHbIA. Hampumep, eciim Bam GymeT Hamo
HamucaTh, 4TO  IUIOMAAb KOMHATHI 30 KBaJgpaTHBIX METPOB, TO HAIMCATh 3TO CIEIYET
tak: 30 M2, 3aTeM BbACUTh IUGPY 2, BbI3BaTh OKHO LllpudTt u ycranoButh (iaxox B
noJie Haocmpounsiii. Toraa Bel noayyute: 30 M’ st mpofomkeHust Habopa TeKCTa  HaJo
OyZeT CHATh 3TOT (HIIAXKOK.

Takke B 3TOM BKJIQJKE Bbl HAWJIETE BO3MOKHOCTh CJI€JIaTh CIIMCOK HYMEPOBAHHBIM,
MapKUpPOBAHHBIM, BbIJEIEHHBIM. [IpaBHIIBHO paclooXUTE €ro Ha JIMCTE: MO LEHTPY, MO
IIMPUHE CTPAHMIBI WM MO KaKOMY — Kparo. biaromapsi 3Tol BKJIaAKE MOXHO BBIICIUTH
TEKCT, IEPEMECTUTH 10 JOKYMEHTY, KOMMUPOBATh, BCTABNIATh, YAAJATh.

Bropas Bxianka — Becraska

E?n [okymext] - Microsoft Word -0X

/ [maeHan | Boaeka | PasmeTkacrpadubl  Coenkw Paccnkw  Peuewsuposasme  Bug  Hagorpoiiku (7]
annmbHaﬂ CTPaHMLA ™ j Elg _Pmb1m'pt|' !ﬁ,l’mneptthmka jBeprnﬁ KOROHTTYR ™ | A J3Ktnpecc-5ﬂom' g Ti dopuyna *

| Mycran crpasin JJ Smart’rt A Jaknagea o Hiokswil konowTiTyn * ‘,ﬂWordArt' j?) {] Cimgon *

= Tabnnua || Pucyrox Knun Hagnice -
b= PaspbiB CTpaHHLE v ﬂi],ﬂnarpamma 4] MepexpecTian cceinka ﬂHomepcrpanum* v

W
(TpaHmL TabALy Hancrpauym Cemzu KonowtuTyasl Teka CHMEQNL!
C e€ momoIbl0 MOXHO J00aBUTh YHUCTYIO CTpPAHUIYy, TUTYJIbHYIO CTpPaHHUILY,
BCTaBHUTb PHUCYHOK, T8,6J'II/II_[y, AuarpamMmy, )106aBI/ITL THIICPCCBIIKY Ha MCCTO B JOKYMCHTC,
Ha JPYroi JOKYMEHT, Ha CAT UHTEPHETA, TAKXKE 3/I€Ch Y BaC €CTh BO3MOXXHOCTh J00aBUTh
HyMCpalunto CTpaHUll, BCTABUTb KOJIOHTUTYII.



KOJ’IOHTI/ITy.H — 9TO 3aroJIOBOK K&)KI[OIZ CTpaHuIbl — €CJIM €Iro BBECTH OAWH Pa3 OH
ABTOMATHYCCKH BCTABUTCA HA OCTAJbHBIC CTpPpaHHIBI. 210 y,Z[O6HO CCJIM BaM HY)XHO Ha
K&)I(,HOﬁ CTpaHHUIC, HAITPUMCEP, YKA3bIBATh HIKOJIY, WX Ballln (baMI/IJ'II/IIO, HMs, OTYECTBO.

Dw\ Aokymentl - Microsoft Word -7X
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+= Pa3ptie CTpaHuLE B ni‘]ﬂmarpamma 'H] MepekpectHan CCeinka ﬂ HoMep cTpaHuuE ~ v == EykBMUa by -
CTpaHHL Tabnuup WnnwocTpaumu CEazm KonoHTHTyAEI Teker CHMEONKI
H J =2 0 -
bt 1l U Beraputh pucyHok i3 baiina i'"11"'12"'13'"14"'15"'15'6'13""' E’-JJ
Beragka pucyHKa U3 daina,
5 Q) [\ nonyyeHua JONONHATENEHBIX CBEEHI HAMMUTE Knasuwy FL.
TDCTB}I BKJIaJAKa — PASMCTKA CTPAHHUIIbI
D"J\ Aokymentl - Microsoft Word
Inaexas Ecraeka PazmeTka cTpaHWLEl Ceuinkm Paccuingn PeueHzMpoBaHme Bug Hagcrpoikn
n' J _‘_a, JpueHTauma ',fj PazpriEsl ™ _’| Mognaoxka ~ aToryn HMHTEpEaN hHar
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DTy BKIAJAKy OyJIeM HCIONb30BaTh sl (opMaTupoBaHus (aina, cTpaHuibl. Yto
3TO 3HA4uT? Bbl MOXETE€ C MOMOIIBKD 3TOW BKJIAAKWM W3MEHUTH I[BET CTPAHUIIBI, €TO
OpI/ICHTaHI/IIO, CTUJIIb CTpaHI/II_[BI. T c. BBI6paTB TeMy IIBCTOBOTI'O O(IJOpMJ'IeHI/IH TCKCTAa U
rpaguueckux OOBEKTOB Ha cTpaHuIle. Pa30uTh TEKCT HAa KOJIOHKM WM Ha ab3allbl.
I[O6aBI/ITI> PaMKy I CTpaHHUIbI UJIK AJI1 OTACJIBbHO BBIACIICHHOI'O 36331_[3.
quBGDTaH BKJIaJIKA4 — CCBIJIIKHA
E“n\ Nokyment] - Microsoft Word - X
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[naeHaA BeTaeka PasmMeTka CTpaHmLLl Ceuinkn Paccuinkm PelieHsnpoBaHmne Bug Hagcrpoitkn L7

[3¢ HoBasus Texcr ABI [ [}'] BCTaBuTE KOHLEEYK CHOCKY y e} YNpaeneHue HCToUHMKaNM j |_‘| j B = 5=
] —— . #

-
7
_Ti OBHOBTE TABAMLY AE Cnegywllas cHocka = k..j CTing: APA =t ! El
Ornaeneque Bragute Beragute Beragute MomeTuTs MomMeTHTE
v THOCKY J CHOCKA CCBINKY ¥ ﬂJC”“W“”TEWWh' Hazgarme INEMEHT CCHKY
OrnasneHue CHOCKM fa CCHNKW M CIACKK MNTEPETY Pk HasgaHua | MpeMeTHLI ykasaTens TaBAMUA CCHADK

C eé IIOMOIIIBIO MBI CMOXKCTC BCTaBUTh B TCKCT CCBLIKHM, CHOCKH, JIA
paCH_II/I(i)pOBKI/I HOHHTHﬁ, CHOCKH WJIK CCBUJIKM Ha CIIMCOK JIMTCPATYPbI U T.A.



[IaTas BKIagka — pacChLIKH
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=] KoHeepTl 3 j Bnok agpeca =p HaEc): 14 |
2 Hakneiiku - j CTpoKa NPWESTCTEMA JJ 4 e Haittit nony4arena
Hauate  Buépate  MsmeHwte cnncok || Bogenute g Mpotmotp Bl i Haiti 1
CINSHIE ™ MoAyuaTensii T  noayyateneil || mons couaHMe @z BCTABNTE NONE CIHAHNA bl pesyneTaras | RETONOWCK olIMBOl 0BBEINHITE
Co3pate Hauate cinanne COCTAENEHWE JOKYMEHTA M ECTAEKA NOAEH MpocMoTp PesyALTATOR 3aBEpWHTE

OTta BKJIaJIKa HY’>XKHa II0Jb30BATCIIAM, pa6OTaI-OHlHM B CCTH HHTCPHCT, IJIA
IMOATOTOBKH M OTIIPABKH IIMCCM IIO aapcCaM C—)HCKTpOHHOI\/’I 1ouThl. Ecinu BbI IMOJIB3YCTCCh
BJICKTpOHHOﬁ HO‘ITOﬁ, TO BHAWUTC, 4YTO Ha Ball aApCC 4YaCTO IIPUXOIAT PaA3INYHBIC

PaCChIIIKH, PCKIIaMa.

[lecTasg BKiIaJgKa — pelieH3UPOBAHUE
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@Tuaypyc @ _'| MokasaTe MCNPABNEHMA

Mpaeonicatue ., . Co3game Wenpagnexug BHHEICKH MpuHaTE CpaEHuTE| 3aWuTHTE
UpMepeson | npwwesane ".J v [B] O6nacts posepr - -9 T | BokymerT~

MpaBonKcaHKe MpHMEYaHHA OTtnexuBaHKe [zMeHeHHa JAWMTHTE

3I[CCI> BbI MOJKCTC IIPOBCPUTH IIPABOIMMCAHUC CJIOB, IICPCBCCTU CJI0BA, BBIIIOJIHHUTDL
CHOCKH, a TAKIKC IIOCTAaBUTDb I1apOJIb Ha CBOM JOKYMCHT.

CenpMmag BKIIajika — Bun

f'_"\, W m Y
(Ca) [lokymentl - Microsoft Word -
MMagHan  Biraska  Paswetkacpadudl  Coonkw Paccnkw Peueswposadue | Bug | Hagcrpaiiku 7]
J ﬂ 5 Bebogonment V| Mneiika (XEma AOKYMEHTa |\_< """ _] (5 Hosoe okHo 1l % =
3 Crpykrypa (etea 3o = @ Eynopmnqmb Be | =g
Pasmerea | Pexum _ - Macwras 100% Mepeitne | Makpoct
CTRaHMUE TekHA =) JEPHOBHK MNakens coobLeruit 2 = Pazgenure A4 gpyroe oot | 7
PexMEl NPOCMOTPA JOKYMERTA MoKazaTe WAH CKPEITE Macwrag OkHo Makpocs

Oto Briaaka ¢opmarupoBanusi okHa mporpammbl Word. CTpykTypy CTpaHWuIl,
MacITad, cxemy JOKYMEHTa, peXKUM pabOThl — peJaKTUPOBAHUE WIIA TPOCMOTP.



BocbMasg Bki1agka — HaACTPOUKH
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HacTpaneaeMele NaHenu MHCTRYMEHTOB

371€Ch BBl MOXKETE CO3/1aTh HACTPAaUBAECMBbIE IIAaHEIN HHCTPYMEHTOB.

Bce 31r BKnasku BaM Beera NPUIyT HA IIOMOIIIb.

Ha npakTudeckux 3aHATHSIX Mbl HaydyuMcsa paboTaTh ¢ O(OPMIICHHEM TEKCTOB.
Opnako, ohopmiIeHHE TEKCTa HE OTPAHUYMBAETCS U3MEHEHUEM [TapaMETPOB TEKCTA.

MosxeT noTpedoBaThCs BCTAaBUTh TaOJMUILy, PUCYHOK, C/ejaTh a03alHblii OTCTYII,
U3MEHUTh MHTEPBAJl MEXy CTpOKaMHu U Tak najuee. [Iporpamma Word npenocraBiser 3T
BO3MOKHOCTH.

Ilepen TeM Kak NPUCTYNUTh K IMPAKTUYECKHMM M CaMOCTOSITEJIBHBIM 3aJaHUSIM
HY’KHO TOMHUTh OCHOBHBIE MPAaBUJIa CO3J1aHUS TEKCTOBOI'O JOKYMEHTA.

. [IpoxymaiTe 3CKU3 CTPAaHULBI U €€ HAITOIHAEMOCTbD.

. Hayuurtech 004yMaHHO pacrnojiaratb TEKCT Ha CTPAHULIE.

= TekcT nobKeH ObITh HE MEJKUW, HE CIMIIKOM IUIOTHBIM, IS JIy4IIero
BOCIIPUATHS I€THMU.

. Hcnonb3yst pasnuunble BUAbl mipudTa, pazmep mpudra, mapamerpsl mpudra,
HAay4YUTECh BBIIENIATh OCHOBHOW MaTepuaj, AOMOJHUTENbHbINA, 3aJaHus s
CaMOCTOSITEIIbHOM paOOThI U JJIs 3aKpEIJICHUsI MaTeprasia Ha ypPOKe U T.1.

. Co31aHHBII TEKCT pa3AeIuTe Ha CMBICIOBBIE a03allbl 1715 JTYUIIEro BOCHPUSITHS.

. Crapaiitech s (paitioB (IOKYMEHTOB) MO OJHON Teme, Hampumep, «TecTbi»
noa00paTh OAUH CTHIb. JleTh OyAyT rOTOBHI K €€ BOCIIPUSITHIO.



2. Uto Takoe Excel?

Microsoft Excel — 3jieKTpoHHBIE Ta0JIUIIBI

e

Microsoft Excel,

[Mporpamma Excel npennaznavena mist 00pabOTKM TaOIMYHBIX TaHHBIX: UX BBOJA,
BBITIOJTHEHHSI BBIYMCIICHUH, MMOCTPOEHUS TpaduKOB M AuUarpaMM. JTa Iporpamma O4YeHb
noJie3Ha JIIOOOMY YYHUTENIO - MPEAMETHHUKY. JI1000il yuuTenb CTalKUBAETCS C TaKUMHU
npobiieMaMu, KaK COCTaBJIEHUE CIUCKOB TECTUPYEMBIX YUEHUKOB, BBIYMCICHUE CPEIHEH
OLICHKH U Kod(ullmeHTa pe3yabTaTUBHOCTH, MPOLIEHT KauyecTBa U CTENEHU 00YUYEHHOCTH
ydamuxcsi. C MOMOIIbIO 3JIEKTPOHHBIX TAOJIUI] MOXHO 00€CIeuuTh ceOsi TecTaMu s
KOMITBIOTEPHOT'O TECTUPOBAHUSI YUCHUKOB U COKOHOMHUTH BpeMsi HA PYTUHHOM paboTe Mo
UX MPOBEPKE.

I'paduku u pasnuyHble BUABl AMArPAMM — OYEHb LIEHHOE CPEACTBO HArJsAHOIO
IpeJCTaBICHUS JaHHBIX, KOTOPOE 00JIeryaeT uX aHaJIU3 U MOHUMAaHHUE.

Excel — 310 OONBIIOW W MOIIHBIA KaJBKYJISITOP C MHOXECTBOM (YHKIUH U
BO3MOXKHOCTeH. Ho 3T0 HE 03HavaeT, YToO BaM HYKHO YMETbh IOJIb30BAaTHCS BCEM TEM, UTO
«yMeeT» 3Ta TIporpamMma, BaM JOCTAaTOYHO 0a30BbIX 3HAHHM, MOJYYUTH KOTOpbIEe BB
cMokeTe Ha HameM Kypce. [Iporpamma Microsoft Excel npeacrasnsieT u3 cedst 00JbIIyto
TabIUIy, B KOTOPYIO MOKHO BHOCUTH JJaHHBIE, TO €CTh Mevarath cioBa U nudpsl. Takxke,
UCTIONB3YS (YHKIMK OSTOW MPOTpaMMbl, MOXKHO TIPOU3BOAWTH C MH(PpaMU pa3HbIC
MaHUMYJSIUN (CKJIaAbIBaTh, BBIYWTATh, YMHOXaTh, ACIUTh WU MHOroe apyroe). Eciu
TpeOyeTcs He TOJIBKO PacuyepTUTh TAOIHUITy CO CIIOBaMU U IU(paMH, HO €Ille U MPONU3BECTH
¢ nudpamMu Kakue-nubo NeHCTBUS (CII0XKUTh, YMHOXHUTb, BBIYUCIUTh MPOLEHT U T.1), TO
torna Bam HyXHO Bocmoib3oBaTbes mporpammon Microsoft Excel. A ecnu xe Bam
HY’KHO COCTaBUTb TaOiMIly Oe€3 BBIUYMCICHUH, T.€. BBECTU YXKE TOTOBBIE JaHHBIE, TO
obicTpee u yaoOHee 3To caenaTh B mporpamme Microsoft Word.

[Iporpamma Microsoft Excel cnoxxnee mporpammer Microsoft Word, Ho y HUX ecTh
CXOJCTBa NpHU HAOOpe TEKCTa, KOMMPOBAHUU, TO3TOMY MBI C BaMU CHavasa uzydaiun Word.
UtoOsl u3yuntsh Excel momunocTsio, nmotpedyercst Hemano BpeMenu. Ho, kak mokasbpiBaeT
NPAaKTHKa, OOJBIIMHCTBY s pabOThl HYXHO BCETO-TO «HAYYHTHCS CUUTATHY.
PaccmoTpum, kak npumensath Excel ang cocraBiieHus anroputrMa pemieHus Gu3nuecKou
3aJlay¥, BHIMIOJHEHUS BBIYMCICHUN B TaOOpaTOpHOI padoTe.

[Tporpamma Excel otkpbeiBaercst anamorngdo nporpamme Word. Haxxmurte Ha

KHOIIKY «HYCK» B JICBOM HHJKHCM YTUIY DKpaHa - ”yﬁ, HJIN

OTtkpoercs cnucok. Haxkmute Ha nyHKT «IIporpammeny (Bce mporpammet).
> Bce nporpammel

[TosiBuTcst HOBBIM cnucok. Haiinute myHkt «Microsoft Office» u Haxxmute Ha
Hero. Ecnu takoii Hanmucu Bel He HaiineTe, TO, CKOpee BCEro, MakeT O(PUCHBIX MPorpamMm
(B ToM umucie nporpamma Microsoft Excel) He yctanoBneH Ha Bammem kommbsroTepe.
§. Microsoft Office



U, nakonern, orkpoiite nporpammy Microsoft Excel.

.. Microsoft Office
X2 Microsoft Office Excel 2007
= Microsoft Office Qutlook 2007
I= Microsoft Office PowerPoint 2007
12 Microsoft Office Word 2007
.. Cpeactea Microsoft Office

Bort kak Beirnsaaut nporpamma Microsoft Excel (Bepcus 2003):
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Kak Bwel BugutTe untepdeiic nmporpammel Microsoft Excel moxox Ha untepdeiic
nporpammbl Microsoft Word.



B BepxHeW yacTh 3TOM NPOrpaMmbl HAXOAATCA KHONKH I PEOAKTUPOBAHUSA
TaOJIULIBI:

FA] psin [pawa fra Borgoea Bmar Ogme Qe Dew Crgesa "
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Tax onu BeITIAAAT B iporpamme Microsoft Excel 2003.
A BoT Tak — B Microsoft Excel 2007-2010:
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[Tocne 3TUX KHOMOK HAaxoIUuTcs padoyasi (OCHOBHAsI) 4acTh 3TOM mporpaMmbl. OHa
npeacTaBisger u3 ceds pacuepueHHyro Tabmuiy. Kaxkmas kinetouka 3TOM TaOJIMIIbI

Ha3bIBACTCS YCHKA. _
A B C D

o US k|

0|08 =l |h LN

A Temepp oOpaTWTe BHUMAaHHME Ha cCaMble BepxXHUE s4Yeiiku Tabmuupl. OHU
BBIJICJICHBI JPYTUM IIBeTOM M HaspiBatoTcs A, B, C, D u T.1. OTO Ha3BaHHUs CTOJOIIOB
STYCCK.

A B C D E

To ecTb, y Hac €cTh CTOJIOUK C siueiikamMu A, CTONOMK ¢ stueiikamu B, cTonOuk c
suerkamu C U Tak gajee.

HaszBanust ctpok siueex oOGo3HaueHbl mudpamu 1, 2, 3, 4 u T.1. B JICBOM YacTu
nporpammbl Excel (ctpoka 1, ctpoka 2, ctpoka 3 u T.11.).

(TSI S ]
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CrnenoBaTenbHO, Y KaXJI0M AYEHKH €CTh Ha3BaHHE (KaKk B WUIPe MOPCKOM Oo).
Hanpumep, ecnu s Ha)kKMy Ha MIEPBYIO BEPXHIOKO SUEHKY CJIEBA, TO, MOKHO CKa3aTh, YTO 5
HaXkas Ha s4elKy Al, MOTOMY YTO OHA HAXOJUTCS B CTOJIOMKE A U B cTpoke 1.

A B
1 I
L]
2

A Ha crietyrolen KapTUHKE HaxaTa siuelika B4.
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OOparute BHUMaHKe, Korja Bel Ha)KxMMaeTe Ha Ty WM HUHYIO SYEHKY, TO CTOJOeI]
U CTPOKa, B KOTOPOW OHU HaXOSATCS, MEHSIET IBET.
Sueek, cTpok u cronbnoB B Excel’e HeorpaHuueHHoe KoiauuecTBO. Bbl Moxkerte

3aIlOJIHATB Ta6JII/IHy XOTb JO OCCKOHEYHOCTH.

Knonku Excel
Cample MOIyJISIpHBIE KHOTIKH 10 PEAAKTUPOBAHUIO TEKCTA COBITAIAIOT C KHOIKAMHU

B mporpamme Word.
Arial Cyr * IHpI/I(bT
™ -pa3zmep OYKB
- HauepTaHue (MOTYKUPHBINA, KYpCUB, O TYEPKHYTHIN)

—_

1]

':H
Py

I ==

- IIPY IOMOIIY 3TUX KHOIIOK MOKHO BBIPOBHATH TEKCT B siueiike. [locTaButh ero
CJIEBA, 110 LIEHTY WIH CIIPaBa.

1.7 - HaxaB Ha 3Ty KHOIKY, MOKHO OTMEHHTb MPE/IbIIYIIee ACHCTBHE, TO eCTh
BEPHYTHCS OOPATHO HA OJIMH IIIAT.

A - .
m==_ - IIpH IIOMOIIN 3TON KHOIIKKM MOKHO U3MCHHUTD IBCT TCKCTA. YtoOBI BBI6paTI) OBCT,
HY>KHO Ha>XaTb Ha MAaJICHbKYIO KHOIIKY CO CTpCHKOﬁ.

- . o
- [IPpX IIOMOIIIX 3TOU KHOIIKHM MOKHO 3aKpaCUThb IBETOM AYCHKY. YT1oOmI BBI6paTB

LBET, HY’KHO HA)KAaTh Ha MAJIEHbKYIO KHOIIKY CO CTPEIIKOM.

Kak coctaButh Tabnuiy B Excel?
[TocmoTpuTe Ha yke cocTaBieHHYI0 B Excel’e HeOonbinyto Tabnuiry:

A B C
1 CropocTb, m/c Bpemsa, ¢ TyTb, M
2 1 4 4
3 2 5 10
4 3 6 18
. =
6 | ]

BepxHsis yactp TaOJIMILIBI — DTO IIIAIKA.
CKopocTb, m/c Bpemsa, ¢ MNyTb, M
Jlinst MHOTHX, CJIenaTh IanKy — 3TO CaMO€ TPYAHOC B COCTABJICHHUH TaOJIUIIEI,
INOTOMY 4YTO HYXXHO IPOAyMaTh BCE NYHKTBI, MHOTOC HPEAYCMOTPETH. H_IpI/I(bT, q)opMaT
3alMCH, HA3BAHUE STYECK, UX IIUPUHA. Bbl BUIUTE Y MEHS IIEpBast ssYEKKA LINUPE. COBeTy}o
OTHECTUCH K 3TOMY CCPbLE3HO, BEb OUYCHb YaCTO M3-3a HeraBHHBHOﬁ IIaIKy IIPpUXOanTCA
NnepeaciibIBaThb BCIO Ta6JII/II_Iy.



3a 1mankou ciaeayeT cojepKaHue TaOauIlbl.

CropocTb, Mm/c Bpemsa, ¢ TyTb, m

1 4 4
2 5 10
3 6 18

Ha mpakTturke mMbI monpoOyem cocTaBuTh B mporpamme Excel sty Tabmuiry.

OOparute BHIMaHUE 371€Ch TIPEICTABIICHA Ta0IHIIa 3aBUCUMOCTH ITyTH OT BPEMEHHU
u ckopoctu. B mporpamme Microsoft Excel B crtonmberr MoxHO BBeCTH (OpMyTy H
KOMIIBIOTEp CaM TMOCYHMTAET pe3ynbrar. I[Ipudem eciau Bbl OyneTe M3MEHSTH JaHHBIC, TO
KOMIIBIOTEP aBTOMATHYECKH ITePECUNTAET Pe3yIbTar.

dyuxnuu Excel

B mnporpamme Excel ectp 3amMeuaTeNbHBIA CIIOCOO «CYETa» — MPU ITOMOIIH
dbyaknuidi. CocTaBisis Ty WIM UHYIO TaOJUIly, MBI, KaK MPaBUJIO, UCTIOIB3YEM OIHHU U TE
K€ TIPHEMBbI W CIOCOOBI peIIeHUs IOCTaBICHHBIX 3amad. Hampumep, odeHb dYacTo
HEOOXOJMMO TTOCUYHUTATH OOIIYI0O CYMMY pPa3HBIX 3HAUEHWUW WM BBIYUCIUTH MX CPEIHEE
apudmeTndeckoe. Bot 115 3TOr0 U HY)KHBI (YYHKITHH.

@DyHKIUsT — 3TO HEKOE TOTOBOE pEIICHHWE, NPH IOMOIIA KOTOPOTO MOYKHO
MIPOU3BECTH Ty WIIW UHYIO OTIEPAIINIO, PEITUTh TY WM HHYIO IIOCTABIICHHYIO 3a/1a4y.

N3 mambosiee MOMyIApHBIX M 9acTO HMCTOIB3YEMbIX (YHKIUA — CYMMHPOBAaHUE
(aBTOCYyMMa

LTV rABHAA  BCTABKA  PASMETKA CTPAHWLE  ®OPMYIIE
Eg -

2KUPOBAHE BNA Foxit Reader PDF

Eydep obmena Wpngt Bupasnnsatmue Hneno Crnnm Aueiixn P

cyYMM - X o fr | =ommiczcs)

A B C D E F
1 CKopocTb, M/c Bpems, ¢ TyTb, M |
2 1 4 4
3 2 5 10
4 3 6l N\ 18,
5 | =CYMM(C2:C4)
o CYMM(uncno T\ uncnel]; ..)

[Ipy Ha)xaTUM 3HAYKa CyMMHMpOBAHHUE ) Ha MAHETU MHCTPYMEHTOB KOMIIBIOTEP
aBTOMATHUYECKHU IMpEAJIaraeT HaWTU CyMMY YMCEJl HaXOJSAIIUXCS B OJHOM CTOJIOIE WM B
OJIHOM CTPOKE, HO Bbl MOXKETE CAMH BBIOPATh SIUEUKHU, KOTOPbIE CYMMY YHCENl B KOTOPBIX
BaM HY)KHO HaWTH, WJIM CAMUM COTaBUTH (GOPMYITy pacdyeTa TeX WIU MHBIX JaHHBIX. DTH
orneppanuu Mbl OyieM JieJaTh Ha MpaTUKe.

Jlob6asnenue aucra Microsoft Excel. Moxuo no6aButh HOBBIM JicT. Eciii BBl
Ha)XMETE 3HaYQK + BHU3Y cTpaHullbl okojo cinoBa JIMCT, Bbl nobaBuTe Hosblil aucm.
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Takxe IUCThl MOXKHO NEPEUMEHOBATH, HABEJUTE KypPCOP MBIIIM HA CJIOBO JIUCT U
HaxaB [IKM BeiOepute ctpoky Illepeymenosame u 8eedume Hosoe ums. Hampumep, 1
JINCT — 7 KJIacc, 2JIUCT — 8 Kiacc.

13 BeraguTs...
14 Yaanute

15 Mepenmerosats

16

TepemecTnTs WM CKONWPOBATS. .
R Wexogrbii exer

19 [ 3awwmTs anct..

20 LUset apnbiuka 3

Crpeite

Bbl,&l&"ﬂﬁk BCE NWCTbI
7 knacc 8 wnacc 1G]

Takxxe MOXKHO H|yIaIHUTh JUCT, HABEAUTE KypCOP MBIIITH HA CIOBO JIUCT U HAXKaB
ITKM BeIOepuTE CTPOKY YVOoarums.

Coxpanenue Excel.
Jliis coxpaHeHust TaOJIUIbl Ha KOMITBIOTEP, HY)KHO Ha)kKaTh Ha HAAMUCh «(aia» B

FI€BOM BEPXHEM YTITy MPOTpaMMel, ‘=) 231
Ecnu xe Boi pabotaere B mporpamme Excel coBpemennoii Bepcuu (2007-2010), To
;[ﬂi

. 1)
BMecTo kHonku Daiin y Bac OyaeT kpyrias KHONKa -~ .
Ecnu Bel Ha)kMeTe Ha 3Ty KHOIIKY, OTKPOETCSI OKHO, BbIOepeM MyHKT « COXpaHUTh

c H COXpaHuTL kak *
OXPAHHTE Kak...
= U

Haxxmute Ha Hero. OTKpOeTCsl HOBOE OKOIIKO. B HEM KOMITbIOTEp MpejiaracT HaM
BBIOpATh Ky/1a HY>)KHO COXPaHUTh COCTABJICHHYIO TAOIHILY.

B BepxHell uyacTu 3TOr0 OKHAa BBl BbIOMpaeTe TO MECTO, KyJa KOMIIBIOTEp
«coOupaeTcs» COXpaHUTh HaIlly TaOJIUILy. DTa YACTh BBITIIAIUT CIEAYIOIUM 00pa3oM:

Manka: Fr MoK A0KYHEHTE w

Kak...»

Wnu BOT TaK:

G- » BuBnuotexk b [lOKyMEHTHI P - +,

KowmmbroTep mpeasiaraet coxpanuTh Ta0auIly B «Mou 1oKyMeHThD ([JJoKyMeHTHI).
Ha npenpiaymmx JeKnUsX Mbl TOBOPWJIM O TOM, 4TO B «MOHX IOKyMEHTax» M Ha
«PaboueM crosie» mydyllle HUYEr0 HE XPaHUTh (KOHEYHO, €CIIM €CTh aJlbTEPHATUBA).
[ToaTOMy Jydllle COXpaHUTh TAaOJIMIly Ha KaKoW-HUOyAb JIoKanbHBIN TUCK, HaIpUMeEp, Ha
Jloxanmpnbiid quck D. To ecTh, Hy’)KHO B 3TOM OKOIIKE BMECTO Hanku «Mou JTOKYMEHTBD)
(doxymenTsl) BbiOpaTh JlokansHblil auck D. [ 3Toro Hy>)KHO Ha)kaTh Ha HaANKCH «MoW
koMIibtoTep» (KommbroTep) ¢ JIeBOi CTOPOHBI.

N mnocne 3Toro BHYTpUM OKomika (B O€loil ero 4YacTH) OTKPBITh HY>KHBIN

JlokanbHBIN IUCK, TO €CTh HAXAaTh 10 HEMY JBA Pa3a JICBOU KHOIKOW MBILIKH.
.é.ﬂ,ﬂ,nu:h: 35000
== Mok ansHe amck (2:)
[ NokansHei amce (D9 |
.é.D'-.-'D-R.ﬁ.M auceoeog (Fi

Ecnu Bel X0THTE MONOXKUTH TaOJIMIly B KaKyHO-TO MAaIKy, OTKPOMTE €€ B 3TOM K€
OKOIIIKE (HAXKMUTE 10 HEH /1Ba pa3a JIeBOW KHOIMKOM MBIIIKH).

PaboTa



[locne Toro, kak BBl BBIOpAJM MECTO, B KOTOPOE XOTHUM COXPaHUTH TaOHILy,
HY>KHO 0OpaTUTh BHUMAaHHE Ha HIDKHIOIO YacTh OKHA, a TouHee Ha MyHKT «MMms daiinay.

e harna: | Kiwral b

Hanpumep, Ha kapTuHKe 3T0 Ha3zBaHue — «Kuura 1». Eciiu oHO BaM He MOAXOAMT,
TO HY>KHO €r0 YJQJIUTh U HaleyaTaTb HOBOE, OAXO/SIIEe Ha3BaHUE.

A Temepp Uil TOro, 4yTOOBI COXpPaHWUTh TAOJMIy, HYKHO HaXaTb KHOIIKY
«CoXpaHUTh».

[ C0xpaHnTE l
Tabnuua coxpaHuiach B yKa3aHHOE HAMU MECTO.
Teneps Bbl MoxkeTe ee 3aKpbITh M MONPOOOBATH HAWTH €€ Ha KOMIIBIOTEPE B TOM
MECTe, B KOTOpOE COXpaHWiIn. TaM AokeH ObITh (haiiil ¢ HareyaTaHHBIM Bamu Ha3zBaHueM
WJIM CTaHJIApTHBIM Ha3BaHueM «Kuura 1».

|_\

Krural

He 3a0b1BaiiTe coxpansTh HyXHYI0 BaM nndopmaiuio Ha KOMIIBIOTED.

OcHoBHass (QyHkiuss nporpammbel Microsoft Excel Bbluucienue pazindHbIX
npuMepoB, hopmyit. [loaToMy cieayer 3aIOMHUTH OCHOBHBIE MpaBuUIIa;

— Bece Boiuucnenus B Excel, T.e. BBox (opMysbl niau npuMepa B SYEHKY HAUMHAETCS
CO 3HaKa =

— Ilocne Toro, kak BBeau Ghopmyily, Hy’)KHO HaKaTh KHONKY Enter Ha kiaBuartype.

— ApudmMernyeckue onepaTopsl, MPU MOMOIIH KOTOPBIX BBOJSAT (DOPMYJIBI B
nporpamme Excel:

+ coodicenue, mo ecmv 3HAK NIIOC

- 8blUUMAHUE, MO eCMb 3HAK MUHYC

* yMHOJMCEHUE

| Oenenue (ecmv ewge nanouxa ¢ HAKIOHOM 6 OpPy2yrO CMOPOHY - OHA HAM He
noOXooum)

N go3sedeHnue 6 cmenenv. Hanpumep, 32 yvumams kaxk mpu 6 keaopame

% npoyenm. Ecnu mbi cmagum 3mom 3HAK NOcjie Kako2o-1uoo Yucid, mo oHo
oenumcs na 100. Hanpumep, 5% nonyuumces 0,05. [lpu nomowu 5moco 3HaKa MONCHO
gvicuUmbl8ams npoyenmul. Ecau nam nysicno eviuuciums namo npoyenmos u3 08aoyamu,
mo ¢gpopmyna 6yoem gvienisidems ciredyiowum oopazom: =20*5%

Bce oty 3Haku ecTh Ha KiaBuatype JuO0 BBepxy (Han OykBamu, BMECTE C
udpamu), 160 crpasa (0TIETLHOM 0J0KEe KHOMOK). UTO KacaeTcs TeX 3HaKOB, KOTOPBIE
HAXOJATCA BMeCTe C Iudpamu, TO JIJIsl TOTO, YTOOBI OHU MEYATAINCh, HY’)KHO HAKUMATh U
nepxatb kHoMKy Shift 1 BMecTe ¢ Hell HaXKUMaTh HA KHOIKY C HY>KHBIM 3HAKOM.

IHomuuTe! Eciiu Bamm (opmyJibl He NMOHMMAaeT KOMIIBIOTEP, 3HAYUT Bam
HY’KHO CMEHUTh PACKJIAJKY KJIABHATYPbl U BBecTH (OpPMYJbl HCHOJb3YH
AHIJIMHCKUE CUMBOJIBI.

Emé omun comeT: korma cocrtaBisieTe TaOJMIly, JIydille BpeMs OT BPEMEHU ee
coxpausaTh. Beenmn 15-20 3naueHuii — coxpaHwmd. [ Takoro OBICTPOTO COXpaHEHUs
UCIIONIL3YIWTE CHEIHANbHYI0 KHOIKY (BBepXy mporpammbl) A, HakaB Ha 3Ty KHOIKY,
Tabnuia nepe3anumiercs. To ecTh BapuaHT, COXpaHEHHbIH Bamu panee, 3aMeHUTCS
HOBBIM.



DTO nmenaercs B LEISX COXPAHEHWs MaTepuaia, eCii KOMITBIOTED 3aBUCHET, WIIH
HEOXKHMIAHHO OTKJTIOYAT AJIEKTPHUECTBO. B TaKMX CHUTyallusAX BEJMKa BEPOSITHOCTH TOTO,
4TO HECOXPAaHEHHAas TabJHIla MOTEePsIeTCs. ITOT COBET MUCIONB3yiTe TpU paboTe BO BCeX
nporpamMmax. 3Ha4OK Be3/ie OJJMHAKOBBIH.

OcranpHytlo pabory B mporpamme Microsoft Excel wmbl mpomomkum Ha
HPAKTHYCCKHUX 3aHSATHUSIX.



