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IlosicHuTENLHAA 3alIMCKA

Metoanyeckre peKOMEHJAlMM TMpeAHazHadueHbl A crylaeHtoB rpynn CIIO cnenmanbsHOCTH
09.02.01 KomnbroTepHBIE CUCTEMBI U KOMIUIEKCHI.

B mocoOum mpuBeneHbl yKa3aHHs 10 OPTaHM3ALUHU MPAKTUYECKOH paboThl, a TaKkKe yKa3aHbI
BUJIbI TIPAKTUYECKUX pabOT MO TeMaM JUCHMIUIMHBI, YKa3aHbl (OPMbI KOHTPOJIS MPaKTHUECKOH padOThI
0 KKIOU TEME.

Lenbto nmpakTHueckoi pabOThI CTYACHTOB SIBJISICTCS OBJIa/ICHHE OCHOBHBIMU 3HAHUSIMH YMEHHUSIMU
¥ HaBBIKAMH B COOTBETCTBUU C TpeOoBaHUsAMHU mpodeccun “OrnepaTop 37IEKTPOHHO-BBIYNCIUTENBHBIX
BBIUHCIUTEIBHBIX MallMH». B pe3ynbraTe OCBOEHHS Y4eOHOM AMCHUIUIMHBI OOYyYaromuiics AOKEH
YMETh!

e lcnonb30BaTh U3y4EHHbIE PUKIIAAHBIE IPOTPAMMHbBIE CPEJICTBA;

B pesynbrare ocBoeHus yueOHON AUCHUILIMHBI O0YYarOIUICs TOKEH 3HATh:

e OCHOBHbIE IOHATHUS ABTOMATU3UPOBAHHON 00pabOTKH MH(DOpMaLUHY;

e 3HaTh OOIMH COCTaB W CTPYKTYpy OJCKTPOHHO-BBIUMCIUTENBHBIX MammH (OBM) u
BBIYUCIIUTEIBHBIX CUCTEM;

¢ ba3oBrbie cucTeMHbIE, MPOTPAMMHBIE MPOAYKThI M MAKEThl MPUKIIAJAHBIX TPOTPAMM.



[Ipaktruueckas padora Nel
[lepeBoa uncen U3 OAHON CUCTEMBI CYUCIIEHUS B IPYTYIO

CriocoObl IepeBo/ia YMCeIl U3 OJJHON CUCTEMbI CUMCIICHUS B IPYTYIO.

[IepeBox uncen U3 OQHON NO3ULIMOHHOW CUCTEMBI CUUCIICHHS B APYTYIO: EPEBOJ
LEJIBIX YHCEIL.
YToObI IEpeBECTH 11€JI0€ YUCIIO U3 OJTHOM CUCTEMBI CUMCIEHUs ¢ ocHOBaHHeM d1 B
IPYTyto ¢ ocHoBaHKeM d2 HEOOXO0IUMO MOCTIE0BATEIBLHO ACTUTh ATO YHUCIO U
M0JTy4yaeMble YacTHbIC Ha OCHOBaHUE d2 HOBOW CHUCTEMBI /10 T€X IOp, MOKa HE MOJTYYUTCS
yacTHOe MeHble ocHoBaHus d2. [lociennee yactHOe — cTapiias udpa yucia B HOBOU
CHCTEME CUHCIIEHUS C OCHOBaHMeM d2, a credyromiue 3a Heil Hudphl - 3TO OCTATKU OT
JICJICHHS], 3alIMChIBAEMBIE B ITOCIIEA0BATEIBHOCTH, OOPATHON X MOJIYYEHUIO.
Apupmernyueckre 1eWCTBH BBIIOIHATH B TOM CUCTEME CUMCIIEHUS, B KOTOPOH 3alllCaHO
IIEPEBOAMMOE YUCJIO.

[Tpumep 1. IlepeBectu uncno 11(10) B IBOUYHYIO CUCTEMY CUUCIICHUS.
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Otger: 11(10)=1011(2).

[Tpumep 2. IlepeBectu uncno 122(10) B BOCBMEPUYHYIO CUCTEMY CUMCIICHUSI.
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Otset: 122(10)=172(8).



[Tpumep 3. IlepeBectu uncno 500(10) B miecTHAAATEPUUHYIO CUCTEMY CUUCIICHUSI.
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Otset: 500(10)=1F4(16).

[lepeBoa uncen U3 0JIHON MO3UITMOHHONW CHUCTEMBI CUMCIIEHHUS B JIPYTYIO: IEPEBOJ
MPaBUIIBHBIX APOOEH.

UYtoObI IepeBeCcTH MPABUILHYIO IPOOb M3 CUCTEMBI CUMCIeHUs ¢ ocHoBaHueM d1 B
cUCTEMY ¢ ocHOBaHUEM d2, HE0OX0AUMO TOCIIEIOBATEIHFHO YMHOXKATh HCXOAHYIO IpOo0Ob 1
JIPOOHBIC YACTH TOTYYAIOIINXCS MPOU3BEICHNN HA OCHOBAHNE HOBOW CUCTEMBbI CUUCIICHUS
d2. TlpaBumnbHast 1poOk YKcIa B HOBOM cUCTEME CUMCICHHS ¢ OCHOBaHUEM d2
dbopMupyeTCs B BUJIE TIENBIX YaCTEH MOTYJArONTUXCsl IPOU3BEICHHM, HAYMHAS C TIEPBOTO.
Ecnmu npu nepeBojie moydaeTcs ApoOh B BUAC OSCKOHEUHOTO WIIH PACXOIAIIETOCS psa,
MPOIIECC MOKHO 3aKOHYHThH MPU JOCTHKEHUH HEOOXOAMMOW TOYHOCTH.

[Tpu mepeBojie cMENIaHHBIX YHCEIT, HEOOXOIUMO B HOBYIO CHCTEMY TIEPEBECTH OTICIHHO
HETYI0 M IPOOHYIO YacTH 10 TIpaBUjIaM TEPEeBO/Ia IEIBIX YUCe U TPAaBIIBHBIX Ipo0OeH, a
3areM 00a pe3yJiibTaTa OOBEAMHUTH B OJTHO CMEIIaHHOE YUCIIO B HOBOM CUCTEME
CUMCIICHUSA.

[Tpumep 1. IlepeBectu uncno 0,625(10) B ABOUUHYIO CUCTEMY CUUCIICHUS.
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Otgert: 0,625(10)=0,101(2).
[Tpumep 2. IlepeBectu uncio 0,6(10) B BOCbMEPUUHYIO CHUCTEMY CUHCIICHHSI.
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Otger: 0,6(10)=0,463(8).
[Tpumep 2. IlepeBectu uncino 0,7(10) B miecTHAALIATEPUUHYIO CUCTEMY CUUCIICHUSI.
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Otger: 0,7(10)=0,B333(16).
[lepeBoa TBOMYHBIX, BOCBMEPHYHBIX U MIECTHAANATEPUYHBIX YUCEIN B IECATUYHYIO
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TOMHOCTE 4 3HaKa
0 ; 8333{16] nocne 3anATon

CUCTEMY CUUCIICHUA.
Jlnst mepeBofa unciia P-uaHOM CHCTEMBI B ACCATUYHYIO HEOOXOMMO MCIIOJIH30BATh

CIEeTYIONTy 0 (hOPMYITy Pa3IOKCHHUS:
anan-1...ala0=anPn+ an-1Pn-1+...+ alP+a0 .
[Tpumep 1. IlepeBectu uncno 101,11(2) B AECATUUHYIO CUCTEMY CUHUCIICHHUSI.
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Otset: 101,11(2)=5,75(10) .
[Tpumep 2. IlepeBectu uncno 57,24(8) B AECATUUHYIO CUCTEMY CUMCIICHHUS.
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Otsert: 57,24(8) =47,3125(10) .
[Tpumep 3. IlepeBectu uncno 7A,84(16) B AECATUUHYIO CUCTEMY CUUCIICHHUS.
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Otser: 7A,84(16)= 122,515625(10) .

[lepeBo BOCBMEPUYHBIX U MIECTHAAIATEPUIHBIX YHCE B ABOUYHYIO CUCTEMY CUUCIICHUS
1 00paTHO.

Jlist IepeBo/ia YMciia U3 BOCBMEPHYHON CUCTEMBI CIUCIICHUS B IBONYHYIO HEOOXOIUMO
KKy U(PY dTOr0 YMCIIa 3alicaTh TPEeXpa3psaHbIM JBOMYHBIM YHCIOM (TPHAION ).
[Ipumep: 3anucats yncio 16,24(8) B TBOMYHON CUCTEME CUUCIICHHUSI.
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Otser: 16,24(8)= 1110,0101(2) .

[Ipumevanue: He3HaYAIIMe HYJIU CJIeBa JJIs IIEIBIX YUCEI U CIpaBa Ajis Apooeil He
3aIMCHIBAIOTCSL.

J1Jis 06paTHOTO TIepeBO/Ia TBOMYHOTO YMCIIa B BOCBMEPUUHYIO CUCTEMY CUHCIICHUS,
HEO0OXOMMO MCXOTHOE YHUCIIO pa3OUTh Ha TPUAIBI BIEBO M BIIPABO OT 3aIATON U
MPEACTaBUTh KAXKAYIO TPYIITy ITU(poil B BOCBMEPUYHOMN cUCTeMe cunciieHns. Kpalinue
HETMOJIHBIE TPUAJbI IOTIOJHSIOT HYJIAMHU.

[Tpumep: 3anucate yncio 1110,0101(2) B BoCbMEpUYHON CUCTEME CUUCIICHHUS.
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Otget: 1110,0101(2)= 16,24(8) .

Jlis mepeBo/ia Ynciia U3 MECTHAAATCPUIHON CUCTEMBI CUMCICHHUS B IBONYHYIO
HEO00XO0IUMO KaKIYI0 U(PYy ITOr0 YKCIIa 3aMucaTh YeThIPEXpa3psIHbIM JBOMUHBIM
YHUCJIOM (TEeTpajioN).

[Tpumep: 3anucatp uncio 7A,7E(16) B ABOMYHOM CUCTEME CUUCIIEHUS.
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OtBet: 7A,7E(16)=1111010,0111111(2) .
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[Ipumeuanue: He3HayalIMe HyJIU ClIeBa s UEbIX YACEN U CpaBa Ajs ApoOeil He
3alMChIBAIOTCSL.

Jjis 06paTHOrO nepeBoia IBOMYHOTO YKCa B IIECTHAIUATEPUYHYIO CUCTEMY CUMCIICHHUS,
HE00XO0MMO UCXOJIHOE YHUCIIO pa3OUTh Ha TETPabl BJIEBO U BIPABO OT 3aISATON U
MPEACTaBUTh KAXIAYIO IpyMity U(POil B IIECTHAATEPUIHON CUCTEME CUMCIICHHUS.
Kpaiinue HernonHbie Tpruaabl JONOIHSAIOT HYJISIMHU.

ITpumep: 3anucatp unucio 1111010,0111111(2) B mecTHaaIaTEpUYHOM cUCTEME
CUHUCJICHUSI.
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Otser: 1111010,0111111(2)= 7A,7E(16) .




[TpakTuueckast padota Ne2 OnpeneneHue KoaudecTsa uHGoOpMaIuu

[Iporiecc mMo3HAHUS OKPYXKAIOIIETO MHpa MPUBOIUT K HAKOIUICHUIO WH(OpPMAIUU B
dbopme 3HaHui ((pakToB, HaydyHbIX Teopuil W T. A.). [lomydeHue HoBoW uHOpPMAIUU
NPUBOJUT K PACHIMPEHUIO 3HAHWUW WIM, KaK HHOTJA TOBOPAT, K YMEHBIICHHUIO
HEOMpeIeJICHHOCTH 3HaHUs. Eciu HEeKoTopoe COOOIIeHHE MPUBOIUT K YMEHBIICHHIO
HEOTPE/IEJICHHOCTH HAIeT0 3HAHWSA, TO MOXXHO TOBOPUTh, HYTO TaKOE COOOIIEHUE
COJIEPKUT HH(POPMAITHIO.

Hanpumep, mociie cpaun 3adera WM BBINOJHEHUS KOHTPOJIBHOM pabOThl BBI
MydYaeTech HEOMPEICIICHHOCThIO, Bhl HE 3HAeTe, KaKyl OIleHKYy moyyuwiu. Hakoner,
YUHUTENb OOBSBISET pPe3yJbTaThl, U Bbl MOJYy4YaeT€ OJHO M3 JIBYX HH()OPMaIMOHHBIX
cooOmienuii: "3auer" wiau "He3adeT", a MOCIEe KOHTPOJIBHON pabOThl OJHO W3 YETHIPEX
nHpopMarmoHHbIX coobmenuit: "2", "3", "4" wmm "5".

NudopmanmonHoe cooOiieHne 00 OLEHKEe 3a 3a4eT NPUBOJUT K YMEHBIIECHHUIO
HEOTpEACNCHHOCTH Balllero 3HaHUS B JIBa pas3a, TaK KaK MOJY4YeHO OJHO U3 JIBYX
BO3MOYKHBIX HH(QOpPMaIMOHHBIX cooOuieHui. upopmaimonnoe cooluieHne 00 OleHKe 3a
KOHTPOJIbHYIO pabOTy MPHUBOIUT K YMEHBIICHHIO HEOIPEIEJICHHOCTH BallleTo 3HAHHS B
YyeThIpe pa3a, TaK Kak IOIY4YeHO OJHO W3 YETHIPEX BO3MOXKHBIX HH(MOPMAIMOHHBIX
COOOIIEHUH.

SlcHo, yto ueM Oosiee HEONpeNETeHHA MEepBOHAYajdbHAas cUTyauus (dueM Oouibliee
KOJIMYECTBO MH(POPMAIIMOHHBIX COOOIIEHUH BO3MOXKHO), TEM OOJIbIIIE MBI IOJTyYUM HOBOU
uH(pOpMalMM TMpU MOJNYYEHUH HHPOPMALMOHHOrO cooluieHuss (TeM B OoJibluee
KOJIMYECTBO Pa3 yMEHBIIUTCS HEOMPEIEICHHOCTh 3HAHUS).

Konuuecmeo ungopmayuu modxcno paccmampueams Kak Mepy  VYMEHbUleHUs
HeonpeoenenHOCMU 3HAHUS NPU NOJIYYeHUU UHDOPMAYUOHHBIX COOOUJeHU.

PaccmoTpenHsiii  Bblllie  moaxod K - HMHGOpPMAIMU KAk MEPE  YMEHbIICHUS
HEOMpPEJCICHHOCTH 3HAHUS TO3BOJIAET KOJUYECTBEHHO U3MEPATh HHGOPMAIHUIO.
CymectByer (opmyiia, KOTOpas CBS3bIBAET MEXIYy COOOM KOJIWYECTBO BO3MOXKHBIX
nHpopMaIMOHHBIX coobOmeHnit N u konuuecTBo uHMopMmauuu I, KoTOopoe Hecer
MOJIy4YeHHOE COOOIIEHHE:

N=2 (1.1)

bur. {18 KOIWYECTBEHHOIO BBIpAXKEHUS JIIOOOMW BEIMYMHBI HEOOXOAMMO CHaudasa
ONPEAECIUTh E€AUHUIYY U3MEpeHMsA. Tak, g U3MEpEeHUs [JIMHBlI B KAauyeCTBE CIUHHULIBI
BbIOpAH METp, JIsl U3MEPEHUSI MacChl - KMJIOTPAMM U T. 1. AHaJIOTUYHO, JJIs ONpeieNeHus
KOJIMYECTBA MHPOPMAIIMK HEOOXOIUMO BBECTH €IMHUILYy U3MEPEHUS.



3a eOunuyy  Koauvecmea - UHGOpMAUUU NPUHUMAEMCS — MAKOE  KOJUYECHBO
ungopmayuu, Komopoe co0epHCUMcs 8 UHDOPMAYUOHHOM COOOUjeHUU, YMEeHbULAIOueM
HeonpeoeneHHOCMb 3HAHUA 6 08a pasa. Takas eOounuya Ha36aHa OUMOM.

Ecnun  BepHyThCS K pacCMOTPEHHOMY BBINIE TOJYYEHHUIO HMH(POPMAIMOHHOTO
COOOIIEHHS O pe3yibTaTax 3a4yeTa, TO 3/IeCh HEOIMPEAeNeHHOCTh KaK pa3 yMEHbBIIAeTCs B
7IBa pa3a u, CIeJA0BaTEIbHO, KOJIMYECTBO HHPOPMAIIUU, KOTOPOE HECET COODIIeHNEe, PAaBHO
1 Oury.

IIpousBoaHbIe eIUHMIBLI HU3MEpPEHUs KoJauvecTBa HMHPpopmanuu. MUHUMaIbHOU
CAMHUIICH W3MEpeHMs] KoJudecTBa HWH(OpManuu sBisieTcss OuT, a cleayronieil Imo
BEJIMYMHE SIMHUIICH - OalT, MpUUYeM:

1 6aiit = 8 6uTOB = 2° GUTOB.

B undopmaruke cuctema oOpa3oBaHUs KpaTHBIX E€IUHUIl U3MEPEHUS HECKOJIBKO
OTJINYACTCSI OT MPHUHATHIX B OOJBIIMHCTBE HAayK. TpaguIlMOHHBIE METPUUYECKUE CUCTEMBI
eauHull, Hanpumep MexayHapoaHas cuctema eauHuil CHU, B kauecTBe MHOXHUTENEH
KpaTHBIX CJAWHUI[ HCHONB3YyIT Koddpdumuent 10°, rme n = 3, 6, 9 u 1. A, 4TO
COOTBETCTBYET JAecATUYHBIM rpuctaskaM "Kumo" (10°), "Mera" (10°), "Tura" (10%) u 1. 1.

B xomnbroTepe nHbopMaius KOAUPYETCsl C MOMOIIBIO IBOMYHOU 3HAKOBOW CHCTEMBI,
U TO3TOMY B KpPaTHBIX E€JUHHUIIAX U3MEPEHUs KOJWYecTBa MH(POPMAIMU HCIOIb3YyeTCs
kodpdunmeHt 2"

Tak, kpaTHble OalTy CIMHMIIBI HM3MEPCHHUS KOJWYECTBA HH(OpPMAIMKA BBOISTCS
CIIeTYIOIIUM 00pa3oMm:

1 xunoo6aiir (Ko6aiir) = 2'° Gaiit = 1024 GaiiT;

1 mera6aiit (M6aiir) = 2'° K6aiit = 1024 K6aiiT;

1 rura6aiit (I'Gaiit) = 2'° M6aiit = 1024 Moaiir.
Omnpenenenue KoarMuecTBa MHPOpMaLUu

Onpenesienne koauvecTBa HHGOPMANUOHHBIX coobmenuii.Ilo dopmyne (1.1)
MOJKHO JIETKO ONPEJCIUTh KOJINYECTBO BO3MOXHBIX MH(OPMALIMOHHBIX COOOIIEHUH, €CIn
U3BECTHO KomuuecTBO wuH(opmanmu. Hampumep, Ha dSk3ameHe Bbl  Oeperte
9K3aMEHALIMOHHBIA OWJIET, W YYHUTEIh COOOIIAeT, YTO 3PUTEIbHOE HH(POPMAIIMOHHOE
COO0IIeHHE O €ro HoMmepe HeceT 5 OuToB MH(MOpManuu. Eciv Bbl XOTUTE ONPEAEIHUTH
KOJIMYECTBO DK3aMEHAI[MOHHBIX OWJIETOB, TO JIOCTATOYHO OMPEICIUTh KOJIMYECTBO
BO3MOXKHBIX HH(POPMAITMOHHBIX cO00IIeHNI 00 ux HoMepax o gopmyde (1.1):



N=2=32.
Taxum 06pa3oM, KOIMUYECTBO FK3aMEHAILIMOHHBIX OUJIETOB paBHO 32.

Onpenenenue koaunyectBa uHpopmanuu. HaoG0opoT, ecnmu W3BECTHO BO3MOXKHOE
KOJIMYECTBO HMH(POPMAIIMOHHBIX Cc000meHnid N, To Ui OIpeaeseHHs KOJIUYecTBa
uH(popManUMy, KOTOPOE HECeT COOOIIeHHe, HEOOXOJMMO pEIINTh YypaBHEHUE
OTHOCHTEIIBHO [.

[IpencraBpTe cebe, 4TO BBl YIpaBlseTe ABHKEHHEM poOOOTa U MOXKETe 3a/JaBaTh
HaIpaBJICHUE €ro JIBIDKCHHUS C IOMOIIBI0 HWH(OPMAIMOHHBIX cooOmeHuii: "cerep',
"ceBepo-BocToK", "BocTOK", "toro-socrok", "tor", "toro-3aman", "3anan" u "cerepo-3amnan"
(puc. 1.11). Kakoe kommyecTBO WH(pOpManuu OyneT MOoydaThb poOOT TOCie KaxKI0ro
cooOmIeHus?

C-3 C C-B

10-3 IO 10-B

Puc. 1.4. Ynpasnenue poOOTOM C UCTIOIb30BaHUEM UHPOPMAIIMOHHBIX COOOIICHUIN

Bcero BO3MOXHBIX HMHQOPMALMOHHBIX coobmenuit 8, mostomy dopmyna (1.1)
NPUHUMAET BUJ YpaBHEHUS OTHOCUTEIBHO I:

8§=2"

Paznoxum crodinee B JIEBOM YAaCTH YPABHEHHUS YHMCIO 8 Ha COMHOXMUTEIU U
MIPEJICTAaBUM €T0 B CTETNICHHOU dhopme:

8§=2x2x2=2°
Hame ypasuenue:
2° =2,

PaBeHcTBO J1€BOM M IPaBOM YacTel YpPaBHEHUS CIIPABEIJIMBO, €CJIM PABHBI ITOKA3aTEIN
crenenu uucia 2. TakuMm obpazom, | = 3 Oura, T. €. KOIMUECTBO MH(OPMALINH, KOTOPOE
HeceT poOoTy Kaxk10e HHPOpMAIIMOHHOE COOOIIIeHUE, paBHO 3 Outam.



Angasummnulii n00xX00 K onpedeneHuo Koauvecmaa unghopmayuu

[Ipu andaBuTHOM MOAXOAE K OINPEACIICHUIO KOJIWYECTBAa MH(GOPMAIIMU OTBIEKAIOTCS
OT coJiepKaHusl WH(OpPMAIMM U PACCMATPUBAIOT HH(DOPMAIMOHHOE COOOIIEHHE Kak
MOCJIEA0BATEIbHOCTh 3HAKOB OIMPEAECICHHON 3HAKOBON CUCTEMBI.

Nudopmanuonnas eMmkocTh 3Haka. [IpenctaBum cebe, 4T0 HEOOXOIUMO TEpeaTh
nH(pOpMaIIMOHHOE COOOIIEHHEe MO KaHaly nepedadyr HHPOpMaIMu OT OTIPABUTENS K
nonydatento. [lycTe cooliienne KoaupyeTcsi ¢ MOMOIINBIO 3HAKOBOW CHCTEMBI, adaBuT
koTtopoit coctroutr u3 N 3HakoB {1, ..., N}. B mpocrteiiinem cinydae, korma ajiMHa Kojaa
COOOIIICHHS COCTABJISICT OJUH 3HAK, OTIPABUTEIh MOXKET MOCIaTh OJHO U3 N BO3MOKHBIX
coobmenuit "1", "2", ..., "N", koTopoe OyaeT HecTH KojnduecTBo nHpopmaruu I (puc. 1.5).

b

OTtnpasutens 2 KaHan nepeaaqr nHhopmMaumum k | Tony4arens

Puc. 1.5. Ilepenaya nadopmanmu

®dopmyna (1.1) cBs3biBaeT MEXIY OO0 KOIMYECTBO BO3MOXKHBIX WH(POPMAITMOHHBIX
coobmennit N u konuuectBo uHpopmaimu [, KoTopoe HECEeT MOTyYeHHOE COOOIIEHUE.
Torma B paccmarpuBaemoii cutyaruu N - 9T0 KOJIMYECTBO 3HAKOB B an(aBUTE 3HAKOBOU
CUCTEMBI, a | - KomuyecTBO MHPpOPMAIIUU, KOTOPOE HECET KaX I 3HAK:

N=2.

C nomomplo 3TOM  (QOpPMYNIBI  MOXKHO, HAMpUMEpP, OMNPEICTUTh KOJIUYECTBO
uH(pOpMaIU, KOTOPOE HECET 3HAK B IBOMYHOU 3HAKOBOM CHCTEME:

N=2=>2=21=21=21=> =] Gur.

Takum oOpazoM, B JBOMYHOHM 3HAKOBOM cHCTeMe 3HAK HeceT 1 Out mHpopmaiuu.
WNuTepecHo, 4Tro cama eauHUIA H3MepeHus KonmuectBa uHbopmaruu "out" (bit)
nosyymiia cBoe HazBanue OT anrnwmiickoro cinoBocouderanus "Binary digiT" - "nBonunas

ugpa'.
Hngpopmayuonnas emkocmos 3Haka 080UYHOU 3HAKOBOU cucmemvl cocmasisiem 1 oum.

Uem Oombliiee KOJUYECTBO 3HAKOB COJCPKUT alipaBUT 3HAKOBOM CHUCTEMBI, TEM
OombIiee KOTUYECTBO MH(MOpPMAIIMU HECET OJIMH 3HakK. B kadecTBe mpumepa ompeneanm
KOJIMYECTBO MH(OpMAIMU, KOTOpOe HeceT OykBa pycckoro andasuta. B pycckuit andasut



BXOJAT 33 OyKBBbI, OJIHAKO Ha MPAKTUKE YaCTO AJIA MepeAadyd COOOIIEHUN MCIONIb3YIOTCS
TObKO 32 OyKBHI (MUCKITIOUaeTcs Oykna "¢").

C momomipro popmyiel (1.1) onpeaenuM KoJIW4YecTBO WHGOPMAIIUH, KOTOPOE HECET
OykBa pycckoro ajidaBura:

N =32 =>32=2"=>2°=2'=>1=5 Guros.

Takum o6pa3zoM, OykBa pycckoro andaButa HeceT 5 OuTOB HHpoOpManuu (rpu
a(paBUTHOM TOJIXO/I€ K M3MEPEHHUIO KOIMYECTBA MHPOPMAITUH).

KonudectBo wuHbOpMammu, KOTOPOE HECET 3HAK, 3aBHCHT OT BEPOSTHOCTH €ro
nonyueHus. Eciu momydartens 3apaHee TOUHO 3HAET, KAKOM 3HAK MPHUAET, TO MOJIYYCHHOE
KoJinuecTBO MHPpopmaruu Oynetr paBHo 0. HaoOGopoT, ueM MeHee BEpOSATHO MOIyUYCHHE
3HaKa, TeM OoJbIle ero HHPOPMAIIMOHHAS €eMKOCTb.

B pycckoii niuchbMEHHOM peur 4acToTa MCIOJIb30BaHusl OYKB B TEKCTE pa3iuyHa, TaK B
cpenneM Ha 1000 3HaKOB ocMbIciaeHHOTO TekcTa mpuxoautcs 200 6yks "a" u B cTo pa3s
MeHbIee KoaudecTBo OykBbl "¢" (Bcero 2). Takum 00pa3om, ¢ TOYKU 3PEHHS TEOPUHU
uHhopmaruu, HHOPMAITMOHHASI EMKOCTh 3HAKOB PYCCKOTO andaBuTta paznudHa (y OyKBbI
"a" oHa HauMeHbIIas, a y OykBbl """ - HauOOIbIIAN).

KoauvectBo  undpopmammu B coodmeHun. CooOlieHne  COCTOMT U3
MOCJIEIOBATEIbHOCTH 3HAKOB, KaXJbIH M3 KOTOPBIX HECET OMPEeNEICHHOE KOJIMYECTBO

nHpopMaruu.

Ecnu 3Hakm HecyT OAMHAKOBOE KOJUMYECTBO HMH(POPMAIMH, TO KOJIHYECTBO
uH(popmanuu I B COOOIIEHNH MOKHO NOJICYUTATh, YMHOKUB KOJIMYECTBO UH(popmaiuu L,
KOTOpPOE HECET OJIMH 3HAK, Ha JUTMHY KoJia (KOJIMYeCTBO 3HAKOB B coobmienun) K:

L=LxK

Taxk, kaxaas 1udpa IBOMYHOTO KOMIBIOTEPHOTO KOAa HeceT uHpopmammio B 1 OUT.
CrnepnoBarenbHO, JBe HUPPBI HECYT HHPOPMALIUIO B 2 OUTa, TpU HUQPHI - B 3 OUTa U T. 1.
KommnuecTBo nHpopMaluu B OUTax paBHO KOJUYECTBY HU(DP TBOMYHOTO KOMITBIOTEPHOTO
koma (tabm. 1.1).

Tabnuna 1.1. KonudectBo nndopmaimu, KOTOpoOe HECET TBOMY HbI KOMITBIOTEPHBINA KOJT

JIBOMYHBIN KOMIBIOTEPHBIN KO |1 0 1 0 1

KonunuectBo undopmanuu 1 6ut|1 6ut |l Out|l Out|l Our




3agaua 1:

Andasut comepxut 32 OykBbl. Kakoe koauyecTBO HMH(pOpMAIMU HECeT OjHa
OykBa?

lano:

£ / MoutHocTs angasuta N = 32

Kaxkoe xkosinuecTBO MHpOpManum HeceT oaHA OykBa?

Pemenue:

1. 32 =2 °, 3Ha4uT BeC OJJHOrO CUMBOJIA b = 5 OuT.

OtBer: oaqHa OykBa HeceT S5 OMT MH(pOpMALIUM.

3agaua 2:

Coobienue, 3anucanHoe OykBamu U3 16 cuMBosbHOTO andasurta, coaepkut 10
cumBoJIOB. Kakoit 00bemM nH(popmalum B OMTax OHO HEceT?

Jlano:

Momnocts andasura N = 16
TeKcT cocTouT n3 10 cHMBOJIOB

Onpeneautrs 00beM nHGoOpMaUU B OMTAX.

Pemenue:

1. 16 =2 *, 3nauuT Bec ogHOrO cuMBONIA b = 4 OuTa.
2. Bcero cumBosioB 10, 3HaunT o0bem uadopmaiuu 10 * 4 = 40 Owur.

Oteer: coodmenne Hecet 40 OuT nunpopmanum (8 6aiT).

3agaua 3:

Nudopmanmonnoe coobuenre oobemom 300 O6ut comepxkut 100 cHMBOJIOB.
KaxkoBa mormHocTh andasura?



Hano:

O0bweM coobruenus = 300 our
TekcT cocTouT u3 100 cuMBOJIOB

KakoBa momHoCTh ajipaBuTa?

Pemenue:

1. Onpenenum Bec ognoro cumBosta: 300 / 100 = 3 Gura.
2. MomnocTs andasuTa onpeaensem mo gopmyie: 2 > = 8.

OtBet: MmomHOCTH ajipaButa N =8,

[Ipaktrueckas pabora Ne3 CozmaHue TEKCTOBOIO JIOKYMEHTA, peJaKTUPOBAHUE,
paborta ¢ a63anamu. CoxpaHeHHe IOKyMEHTA.
Hauasno padorsi ¢ Word
Bce HoBbIE TekcTOBBIE TOKyMeHTH B Word co3natorcs Ha ocHoBe 1m1adiaoHoB. [labmnon —
9TO JOKYMEHT, KOTOPBIH HCIOJB3YeTCS B KadecTBE oOpasla isi CO3JaHUs HOBBIX

TEKCTOBBIX JIOKYMEHTOB.
[Tocne 3amycka Word Ha 3KpaHe oOTOOpakaeTcsi OKHO, B KOTOPOM BHJEH IyCTOU
TEKCTOBBIU JIOKYMEHT, OCHOBAHHBIN Ha NEINEE OOBIYHBIH.

[To ymon4aHHMIO BCE TEKCTOBBIE JOKYMEHTH B Word CO3Mar0TCS Ha OCHOBE MIa0JIOHA
OO6wrunbii Normal.dot, a Bech TekcT BBoauTcs B cTmiie OObuHbE Normal, B KoTopoM
YCTaHOBJICHBI OCHOBHBIE TapameTphl (GopmaTtupoBanus: mpudt - Times New Roman,
pasmep mpudra - 10 TyHKTOB, BBIpAaBHUBAHHE IO JICBOMY Kparo, OJWHAPHBIN
MEKCTPOUHBIN UHTEPBAJ.

B OKkHO mycTOro TEKCTOBOIO JOKYMEHTa MOXXHO BBECTHM TEKCT, BCTaBUTH TaOIUILy,
puCyHOK H T.1. [IycToi nokymeHT nMmeet Ha3BaHue JJOKyMeHT 1, KOTOpOe BUIHO B CTPOKE
3aroJIoBKa.

TexctoBeiii  mokymeHT B Word MOXHO co3daTh  CIAEAYIOUIMMH  CIIOCOOaMM:

. BbIOpaTh koMaHty Co3nate B MeHto daiin, 3aTeM B obsactu
3aga4d (M3MEHUTCS pexxuM Ha «Co3maHue TOKyMEHTa») B pa3fere
Coznanne BoIOpatTh «HOBBII TOKyMEHT», OCHOBaHHBIN Ha MIA0JI0OHE
OObrunbIil min pazaene [llabmonsl B mynkte Ha MmoeM koMIbroTepe
BBIOpATH IPEAOIpe/IeICHHbIN Ia0JIOH UM MacTep, Ha OCHOBE



KOTOPOTo TpeOyeTcst co3aTh JOKYMEHT WM 1Ia0J0H.;

. HIETKHYTh MUKTOrpaMmy CO3/1aTh HA MAHEIW NHCTPYMEHTOB
CrangapTHasi, OTKpOETCSl yCTOM JOKYMEHT [JJokymMeHT 1, OCHOBaHHBIN
Ha 1madaone OObIYHBIN.

[Tpu co3nanuu HOBBIX JOKYMEHTOB UM OYyIyT MOCIEA0BAaTEIbHO IPUCBAUBATHCS HOMEPA 2,
3,4, 5 u t.n. B mycroMm nOKyMeHTE BBEpXy ClieBa BUIHA MEPLAIONIAs BEPTUKAIbHAS
JUHMSL, KOTOpasi Ha3bIBaeTCsa KypcopoM BBoAa. Kypcop ykasbiBaeT, Kyaa OyneT BBOJUTHCS
CUMBOJI C KJIABHATYPbI WM BCTABJIATHCSA KAKOU-TMOO OOBEKT (PUCYHOK, TabnuLa U T.A.).

Ilonoxxenne Kypcopa MOXKHO HW3MEHWTHh KIABUIIAMU YNPABICHUS Kypcopa WU
MaHUITYJISITOPOM MBIIIb TOJIBKO B Mpefenax HaOpaHHOro Tekcta. B cTpoke cocTosiHUs
penaKkTopa Ha SKpaHe AUCIUIES BUAEH HOMEP CTPOKH JOKYMEHTA U HOMEp MO3ULNU B HEM,
r7ie B TEKYLIUA MOMEHT HaXOJUTCA Kypcop.

Pe:xxum padorsl Word — BcTaBka WM 3aMeHa

TexcroBeii mpomeccop Word pabotaeT B pekmMme BCTaBKa WM 3ameHa. WHmukarms
peKHMa OCYILIECTBISIETCS B CTPOKE COCTOSIHHS Ha SKpaHe AuCIUied. PeXuMbl MOXHO
MepeKIIoYaTh C MOMOIIbIO KiIaBuiu Ins. B pexxume «BcTaBka» BBOJAMMBIC C KIaBUATYPhI
CHMBOJIBI CIIBUTAIOT BIIPABO TEKCT JOKYMEHTA, PACIIONIOXKEHHBIN 32 KypcopoM. B pexume
3aMEHbl BMECTO CUMBOJIA, PACTIOJIOKEHHOTO CIIpaBa OT Kypcopa, BBOAUTCA HOBBI CUMBOJI
c KJIABUATYPHI.

[lepen BBOIOM TekcTa I1eIecOOOpPa3HO YCTAaHOBUTH TMapamMeTpbl M HEOOXOIUMYIO
OpMEHTAIIMI0 CTpPaHUIlbl, BbIMOJHUB KoMaHiay ®aiin / Tlapamerpsl cTpaHUIlBI, BKJIaJIKa
[Tons.

Coxpanenue noxymenra Word

Bo Bpemst paboThI ¢ TOKYMEHTOM, OH HaXOAUTCS B ONEPaTUBHOM maMsaTu. JlJist Toro 4ToOsI
3anMcarh 3TOT (a1 Ha JUCK, Heo0XoauMo B MeHto Paiin BeIOpaTh KoMaHay CoXpaHUT,
Y 33]1aTh HEOOXOAMMbIE TapaMeTpbl B OKHE Auanora CoxpaHeHue JOKYMEHTA.
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[Ipu coxpaHeHuu JOKYMEHTa B OKHE Juajnora HeoO0xoauMo: Yka3ath uMs ¢aiiia, BbIOpaTh
Tun ¢aiina, BeIOpaTh Manky, B KOTOPOM CcoOXpaHSOTCS aTpuOyThl (ailia, U OUCK Ha
KOTOpOM OyJieT coxpaHeH (aiin. OTKpBITHIN (haiiyl MOKHO COXPAaHUTh Ha AUCK MOJ IPYyTUM
uMeHeM, BbiOpaB B MeHI0 Daiin komanay CoXpaHHUTh Kak.

3akpbiTHe TOKyMeHTa U Bbixoa u3 Word

JUis  3aKkpeITUS JOKYMEHTa, a HE MPWIOKEHHUs, HEoOXOJUMO BbIOpaTh KOMAaHIY
"®daitn/3aKkpbITh".

JUist BBIXO/1a U3 MPOrPaMMBbl, MOKHO BOCIIOJIB30BAaThCSI OAHUM U3 CIEAYIOLUIUX CIOCOOOB:

« BbIOpaTh KOMaHay Boeixon B MeHto Daiin

e IIEJKHYTh KHOIIKY 3aKpbITh Ha CTPOKE 3ar0JIOBKa
e JBaXJBI LIEIKHYTh KHOIIKY OKOHHOT'O MEHIO

o BbIOpaTh B OKOHHOM MEHIO KOMaHy 3aKpbITh

[Ipaktrueckas padota Ned BcraBka B TEKCTOBBIM JTOKYMEHT, Cpela PHUCYHKA,
TaOIUIBI WM TUArPAMMBbI.

BcraBka u PpUCOBAHUC KAPTUHOK B TCKCTOBOM JOKYMCHTC

B JTOKyMEHT MOKHO BCTaBHTH PUCYHKHU B

\ ! dbopmate .bmp, .pcx, .wmf, .tiff u HexkoToprie apyrue. B

Y noakatanoreClipArt umeercs oubnuorexa PUCYHKOB

) . dopmata .bmpwu .wmf. i BCTaBKM pUCYHKA B TEKCT

_ -;" w ! _ HEeo0X0JuMO: YCTaHOBHUTBH KyPCOpP B TOUKY BCTaBKH U BBIOpATh

T i km__h:) "~ xomanyBcraBka/PUCyHOK;

i:l i ’:\ Ormepalyu ¢ pUCYHKOM

Ry [lepen BbIMIONIHEHUEM JHOOOW ONEpalMU PUCYHOK BBIJIEISIETCA

IIETYKOM MBI, BbIIeNeHHBI PUCYHOK OKaMIISIETCS paMKoll ¢ 8 4YepHbIMHU
MPAMOYTOJbHUKAMMU.



PrcyHOK MOXXHO nepemeniath no JoOKyMeHTy MerogomM Drag-and-Drop.

N3mensTe nponopuuu pucyHka. Ecnu npu 3ToM yaepxuBath kiasuily [Shift],To MoxHO
WU3MEHUTH pa3Mep PUCYHKA.

[IpousBectn  Oosiee  JACTAIbHYHO  HACTPOMKY  pPUCYHKAa  HMCIOJB3Yys  IaHENb
uHcTpyMeHToB Hactpoiika nzobpaxkenus.

4. Ilpumenuts kxomanny dopmar pucyHKa BEIOpaHHOW M3 KOHTEKCTHOIO MEHIO WIIU
JBOMHBIM IIETYKOM MBIIIKH IO PUCYHKY WJIM COOTBETCTBYIOIIMM 3HAYKOM Ha ITaHEIU
MHCTPYMEHTOB.

PucoBanue B nokymeHTe.

Ucnonb3yss (QyHKIMM pUCOBAHUS DSJIEMEHTAPHBIX T€OMETPUYECKUX OOBEKTOB, MOXKHO
CaMOCTOSITEJILHO CO37]aBaTh B JIOKYMEHTE pa3jIM4Hble PUCYHKH. [ 3TOro HE0OXO0AMMO
BBIBECTH Ha »3KpaH [laHens pucoBanus ¢ mnoMombio KHonkuPucoBanuwe Ha [lanenu
MHCTpyMeHTOB CTaHIapTHas WIN BbIOpATh koMaHy Bug/Ilanenu
MHCTPYMEHTOB/PucoBanue.

Prcosame~ i | petodepyoeis N w [ O Al ¢ Gl @ | D g-A-=== 3 @

JUig penakThpoBaHUs PUCYHOK BBIJIEISETCS LIEIYKOM MbIIIM. MI3MEHHUTh LIBET W CTHJIb
KOHTYpPHOM JIMHUM pUCYHKa WM CcleJaTh €€ HEBUAUMOM MOYKHO, HCIONb3Ys
kHONKy L[BeT nuuuu. 1lBeT 3aiMBKM  BHYTpEeHHEW o0O0jacTu  BbIOMpaeTcss  Ipu
UCIIOJIb30BaHUM  KHONKHM L[BeT 3amonHeHus. VY30p 3amojgHeHuss BbIOMpaeTcs U3
NPEeAJIOKEHHBIX  [A0JOHOB. J[As 3TOro M3 KOHTEKCTHOTO MEHIO  BBI3bIBAETCS
BKiasika3anonHeHned@opmar oOBEKTOB Ecnu 3JIeMEHTBl pHCYHKa MEpPEeKpPhIBAIOT JIPYyT
Apyra, MOKHO yKa3aTh, KAKOM U3 HUX MOMECTUTh Ha NEPEeIHUN TIaH, KAKOW — Ha 3aHU.
JUIs 3TOrO 3JIEMEHT pPHUCYHKa CIEQYeT BBIICIWTh M HaxaTb KHonkyllomecTtuTs Ha
nepenHuil miad win [Tomectuts Ha 3agHuil miad. s Toro, yToObl HA PUCYHKE MOYKHO
ObUIO cenaTh HAAINUCh, UCHOJb3yeTcs KHomka Haamuce, ¢ momomipio KOTOpoi MoBepX
PUCYHKA pACTATMBAETCS paMKa TEKCTAa. PUCYHOK MOYKHO pa3MECTUTh IOBEPX TEKCTa
(xnomka [ToBepx TekcTa) WM COpSTATh 332 TEKCT (KHOMKA 3a TeKCT). BRIOpaHHBIN 27IEMEHT
MOXHO TIOBEPHYTb: OTHOCUTEIBHO €r0 TOPU3OHTAIBHOM OCH C  IIOMOIIBIO
KHONIKK OTpa3uTh TOPU30HTAIBHO, OTHOCUTEIBHO BEPTUKAIBHOW OCH, HCIONb3YS
KkHONKY OTpa3uth BepTUKanbHO. KHomka [loBepHyTh BHpaBO MO3BOJISET MOBEPHYTH
BBIJICJIEHHYIO YaCTh PUCYHKA 110 4acoBOM cTpeske Ha 90°

Coznanue TeKCToBbIX 3PPEKTOB

JIist co3maHusl pa3IMYHBIX TECTOBBIX dPPEeKToB mpumMmeHsercs nporpamma WordArt. Jlms
ee BbI30Ba HCIONb3yeTcss komaHna BeraBka /O0bexT. Ha Briamke Co3maHueciemyer
BbIOpath Tun oOwexkraMicrosoft WordArt 2.0. To, 4To BBl YBUAWTE TENEph Ha JKpaHe,
HA3bIBAETCSA OKHO BHU3YaJIbHOTO PEJAKTUPOBaHUsA. B OKHE JOKYMEHTa pacrojararoTcs
HOBOE MEHIO M IIaHelb WHCTPyYMEHTOB. Ha okpane BwiBeieHa Haanuck llpumephoiil
meKcm, KOTOPBIA 3aKII0YEH B PaMKy. JTa paMKa MO3BOJISIET MacIITaOMPOBATh TEKCT U
NEepeBUTATh €ro MO dKpaHy Kak enuHoe 1enoe. CBOM TEKCT BBOAUTCS C MOMOIIBIO OKHA C



Haganucero HaGepute cBoil Tekct. [locie BBoga Tekcra ciaeayer HaxaTh KHOKY OOHOBUTH
AKpaH WIH LWEIKHYTh BHE OKHAWordArt.

Omnepalinu, BBIIIOJHAEMBIE B 9TOM PEKHME:

- @opma mekxcma BriOUpaercs u3 36 mabiaoHOB. JIJIsI OTKPBITHS CIHCKAa HEOOXOJAMMO
HICTKHYTh KHOTIKOW PSIZIOM C HaAMUChIO [IpsiMOii TEKCT Ha MaHeI HHCTPYMEHTOB.

- Tun u pazmep mpudTa BEIOUPACTCS U3 CIIUCKA B OKHE MIPUPTOB.

Kuonku ¢ OykBamu XK u K 3amat0T nomy>KupHbiid ipu@T U KypCUB.

3areM UAYT KHOIKH JUISl YCMaHoeKuy CIEAYOIUX 9¢hgdexmos:

- 3aJlaHUE PaBHOM BBICOTHI TEKCTA HE3aBUCUMO OT PErucTpa CUMBOJIOB;

- IOBOPOT TEKCTa;

- pacTsDKEHUE TEKCTa B TOPU30HTAIBHOM M BEPTUKAJIHLHOM HAIPABIICHUSX;

- YCTaHOBKA BBIPABHUBAHUS TEKCTa BHYTPH 0OpaMIISIIOIICH PaMKH;

- 3aJlaHUe MHTEPBAJIOB MEXIY CUMBOJIAMU;

- BpaIllleHHEe TEKCTa;

Tpu mocieaHre KHONKH MO3BOJIIIOT BBEIOPATh IIBET CUMBOJIOB, TCHH BOKPYT CHMBOJIOB M
TOJIIIMHY JIMHUHA KOHTYPa CHMBOJIOB TEKCTA.

Macwmabupoeanue 00beKTa TPOU3BOAUTCS IOCJIE BbIACNEHUS OOBEKTa OOBIYHBIM
o0Opazom.

Coznanue quarpaMm B TEKCTOBOM JIOKYMEHTE

Ha manenu wuHcTpymeHToB PucoBanue Bocmons3yeMcs KHOMKOHM JloOaBUThIUMArpaMmy. B
MOSIBUBIIIEMCSI JTUAJIOTOBOM OKHE BBIOpaTh THUII JAWArpaMMbl W CIIEIOBaTh JadbHEHITUM
WHCTPYKITUSIM.

OTKpHITH TEKCTOBBII penaktop MS Word: [Tyck/Bcee
nporpammbl/MicrosoftOffice/Microsoft Word.

Ha  manmenu  uHctpymentoB  PucoBanue  BbiOpatb  Mactep — poOaBieHus
OpPraHW3alMOHHBIX JHarpaMMm
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Ha OKPAaHC MMOABUTHCA AUAJIOTOBOC OKHO bubmnoreka AuarpamMm
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OtoOpaxenue cTpykTypbl oTHomeHuid. Haxmem knaBumy <OK>. Ha pabouem mnome
TEKCTOBOT'O PEAAKTOPA OTOOPA3UTHCS CIAEAYIOLAsk CTPYKTypa

Ha skpaHe Takke MOSBUTHCS IMaHEIb MHCTPYMEHTOB OpraHu3alMOHHAs JuarpaMma, C
noMoIpl0 KoTopoi MoxHO Jlo6aButh ¢urypy (Ilomumnennsiii, Komnera, ITomomHuk),
BbIOpaTh Maker (OObiuHbId, JIByxcTopoHHuil, IIpaBocTopoHHuUi, JleBOCTOpOHHHIA,
Atomaket), Ctunb (B Hamem ciay4yae —J/{BOWHON KOHTYp) MPOBECTH HACTPOUKY
JarpaMMBbl a TAKXKe OMPEAENIUTh €€ MECTONOJIOKEHUE Ha M0JIe peJaKTopa.

JUis ynaneHus: JUIIHETrO MoJii HEOOXOJUMO €ro BBIACIHUTH (IIETKHYTh 10 HEMY JIEBOM
KHOIIKOM MBIIIN) U Ha)KaTh KiaBuily Delete.

Jis  noOaBieHUsl TOJE€ M ONpeneieHHsT MX B3aUMOIIOJIOKEHMSI BOCIIOJIb30BATHCA
ITanenpro nHCTpYMEHTOB OpraHu3allMOHHAs JuarpaMma.

J1s1 3a10JIHEHUsI TOJIEH yKa3aTh [10J1€ U BBECTH 3aIIUCh.

[Tpu HEOOXOIMMOCTH BOCIIOJIB30BATHCS ABTOMAKETOM.

Coznanue TabIuIlbI

Tabnuiia cOCTOUT M3 CTPOK U CTOJIOIOB, HA MEPECECUCHUH KOTOPHIX HAXOMSITCS SYCHKH.
Bce xomanabl paboThl ¢ Tabnuiiamu coOpansl B MeHwo Tabnuna. Ilepen pasmerkoit
Tabnuibl HeoOXoauMo Komanaor Tabnuia/CeTka ciieyeT BKIOUNTh U300paKeHUE CETKU
STUEEK TAOJUIIBI.

[IpexycMOTpeHO YeTbIpe crnocoba co3nanus TA0IMIL:

1) IlpeoOpa3oBanue HaOpaHHOTO TekcTa B TaOmuily. HaOepuTe TeKCT TaOIUIIBI
MOCTPOYHO, B KOHIIE KaXXJA0M CTpOKM Haxkumaiite kiaaBuiny [Enter]. TekcT omaHOM siueiiku
oT apyroil ornensite knaBuiel [Tab]. Beimenure Tekcr, BKIIOYaeMbI B TaOIUIly H
BbIOEepuTEe KoMaHay Tabnuna/IIpeoOpa3zoBaTh B TaONHILy U CIAEAYHTE AUAIOTOBOMY OKHY.
2) Coznanue Ty CTOM TaOIHIIBI UCIIONb3YS koMany Tabnuia/BceraButh
TabnuIry. Y CTAaHOBUTE Kypcop B TOM MeCTe, T/ie OyJeT BCTaBieHa TaOiwuia. Beibepure
komanay TaOnuma/BeraBuTh Tabnuily. 3agaiiTe KOJIMYECTBO CTPOK M CTOJIOIIOB B TaOJIHULIE.
3) Co3pganue mycToil TaOJMLBI HCIOIb3Yys KHONKY BecTaBuTh TabnMily Ha maHelu
MHCTpyMEHTOB CTaHIapTHas.

4) Knonka Tabnauupl rpaHuiibl, a TaKxe koMmanaa Tabnuia/HapucoBarth
Ta0JIUIly TO3BOJISIIOT HApUCOBaTh TaOJUIly B JOKyMEHTe B pyuHyto. Illpu sTom
OTKpBIBAaCTCS IaHEIb WHCTPYMEHTOB TaOmuipl ¥ rpaHuisl. CHavaga pHUCYIOT BHEIIHUN
KOHTYp TaOJIMIIBI, a 3aTeM pa30UBAIOT €€ Ha OTJEIbHbIC TUCHKH.
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[Ipaktuueckas pabora Ne5 PenaktupoBanre HaOpaHHOTO TEKCTa.

Kak Tonmbko BBl HavyaJin HaOuUpaTh TEKCT TaM, IJe BaMm OOJbIIE HPaBUTCH,
00s3aTeNIbHO COXpaHuTe (ailil (IOKyMEeHT) U Jienaiite perynsipubie coxpanenus (Ctrl+S) B
mpoiiecce Habopa Tekcta. HeszaBucumMo OT TporpamMmbl, KOTOPOM BBl  OTAANU
MpPEeANoYTeHUE, HE MBITAWTECh MPOU3BOIUTE (hopMaTHpOBaHue "Ha JeTy", T.e. B Ipolecce
Habopa TekcTa, OcoOEHHO mpu OonbIMX oObeMax Tekcta. Bce, yto Bam Oyner
HEOOXOJMMO - 3TO OTAENITH a03aibl, ISl 3TOTO JOCTATOYHO OJHOKPATHOE HAKaTHE
kinaBumy "Enter". He Hy)XHO nenaTh OTCTYIBI M JOTIOTHUTENBHBIC TIPOOCITHHBIC CHMBOJIBI
MEXKy CIOBaMH, a TaKXKE€ CAMOCTOSITEJIbHO MEPEHOCUTH CJIOBA - BCE ATO 3HAYUTEIBHO
YCIOKHUT Tociienytoiiee hopmMaTupoBaHue TekcTa. YacTo B TEKCThI BCTABIISIIOTCS IIUTATHI
uiau OJIOKM TOTOBOTO TEKCTa, IMyTeM KomupoBaHus. Ecinu Bbl ucnosib3yere OJOKHOT, TO Y
BAaC HE BO3HUKHET MpobjeM ¢ pazmepoM u TunoMm mpudrta. Ecau Bbl ucnonszyere MS
Word, To BcTaBlieHHBIN TEKCT MOXKET OBITh JPYroro pasmMepa, U HabpaH APYruM mpudhTomM
- BOT TYT U HAYMHAIOTCS MPOOJIEMbl, KOTOPbIE MHOTHX 3aBOJAST B TYNHUK. PemuTe 3Ty
npoOiemMy oO4deHb MNpocTto - oTkpoute OnokHOT (Ilyck->IIporpammer->CrangapTHble-
>BJIOKHOT) ¥ BCTaBbTE CHayaia B HEro 3TOT KYCOK TEKCTa, IOTOM CHOBA CKOIUPYUTE €Tro
n3 OmokHora W BcTtaBbTe B MS Word. YOemnurech, 4TO B 3TOM OJIOKE TEKCTa HET
dbopMaTupoBaHus, U OH COOTBETCTBYET BaimieMy TEKCTy. OOBIYHBIA OJIOKHOT MOMOXKET
pEelInTh poOIeMbI c dbopmaTupoBaHuEeM TEKCTa.

[Toce Toro, Kak BBl 3aKOHYMIN HAOUPATh TEKCT W PEIIMJINA HAMOJIHHUTH €T0
Pa3IMYHBIMA Ta0JINLIAMH, rpadukamu " U300pAKEHUSIMU - HY>KHO
caenath (popMaTupoBaHue TekcrTa. (11 Hauana mpoBepbTe OMIMOKKA - IMOCTapanlTech
M30aBUTHCS OT BCEX KPACHBIX M 3€JI€HbIX noauepkuBanuid. Beinenure Bech TekcT (Ctrl+A),
YCTAHOBUTE HYXKHBIA pa3Mep W Tul mpudra v, HE CHUMAs BBIJICJICHUE, HAKMHUTE Ha
KHOTIOUYKY, YTOOBI BBIPOBHSITh HaOpaHHBIA TEKCT Mo IupuHe. He cHuMaiiTe BhIEICHUE
TEKCTa M YCTAHOBUTE OTCTYNbl - OTKpohTe MeHk (dopmar->ab3ail) U Ha BKIIAJKE
"OTCTyIbl 1 UHTEpPBaNBI" clenaiTe OTCTyN Uil IepBoM cTpoku u Haxkmute "ok". ITocie
ATOTO MOXHO CHSATh BbIJEJIEHHWE, KIMKHYB B J000M Mecte TekcTa. Jlanee,
MOCJIEIOBATEIHHO, OT Hayajga K KOHILy JIOKYMEHTa BBIJCISNTE 3ar0J0BKH, BHIPABHUBANTE
WX 0 HEHTPY Y yCTaHABIMBANTE JJI1 HUX HY>KHBIN pa3Mep U TUIl mpudTa.

Ha »stom  ¢opMmaTupoBaHue  TeKCTa MOXHO  CUMTATh  3aBEPUICHHBIM.
Bce 00bekThI, KOTOphIE BaM HYXHO BCTaBHTh, HAUMHANTE BCTABISTH CBEpXy BHH3. J[7s
BCTABKH TaOJIUIIbI, YCTAHOBUTE KYpCOP B MECTO BCTABKHU M HAXXMUTE HA MAHEIN UKOHKY C
M300paXKEHUEM TaOJMIbI, BEIOEPUTE KOJUYECTBO CTPOK/CTONOLOB M TabJWIAa TOSIBUTCS
MMEHHO B 3TOM MECTE, €CIM UYTO-JIHO00 ClIeJIaHO HENpPaBUILHO, TO OTMEHUTE JECHCTBUE
(Ctrl+Z). Hns BcTaBKM M300pa’KeHUIT MOXKHO TOJIb30BaThcsi MeHIO (BcraBka->PucyHOK-



>U3 ¢aiina). [Ipexnae, yeM BCTaBIATh, KypCcOp YCTAHOBUTE B TO MECTO, [I€ MPEIIOIAracTe
MOMECTUTh KapTUHKY. [locie BCTaBKM H300pakeHHs, HYKHO OTPOpMaTUpOBaTh €€
nosioxkeHue. KiukHuTe npaBoi KIIaBHILEW MBI HAa M300PAKEHUHM M BbIOEPUTE MYHKT -
"®opmar pucynka", Ha Bkiajake "l[lonoxxenne" BbIOepUTEe HEOOXOAUMBIN IMyHKT, HauboJiee
pPacIpOCTPAHEHHBIN - "BOKPYT pamMKH'".

[Ipaktuueckas pabora Ne6 PenaktupoBaHue  CHHCKOB M KOJIOHTHUTYJIOB.
Pazbuennie Ha cTpanuilbl. PacreyaTka TekcTa Ha reyaTaroneM yCTpoCcTBe

BcTaBka orsiaBjieHui

B TtexcroBom mporeccope MS Word mnpemycMoTpeHa 3HauMTENIbHAS CTENEHb
aBTOMAaTU3allUi MHOTUX JEHCTBUM MO 0(OPMIICHUIO OTAEIbHBIX CTPYKTYPHBIX 3JI€MEHTOB
JOKyMEeHTa. JTO BCTaBKa CHOCOK, KOJIOHTUTYJIOB, CO3/IJaHWE OIIABJICHUH (WU
COJIEpKaHMI) U MPEIMETHBIX yKa3aTeleH.

Onuniem npoueaypy CO3AaHHs OTJIABICHHUS.

Jlyist TOro 4TOOBI OTJIaBJICHUE MOTJIO OBITh BCTABIEHO aBTOMATUYECKH, TpU Habope
i (OpMaTUPOBAHUU JOKYMEHTA BCE 3ar0JIOBKH OIPEACIIEHHOTO YPOBHS JTOJDKHBI OBITh
oopMJIEHBI C TIOMOINBIO COOTBETCTByIomero crmwis 3arojoBka (3AIOJIOBOKI,
3AT'OJIOBOK?2 u T.1.). Becero B nepapxuu 3aroJJOBKOB BO3MOKHO JIEBSITh YPOBHEN.

3aTeM B COOTBETCTBYIOIIIEM MECTE JJOKYMEHTA (eCJIM 3TO OrJIaBJIeHHue, TO B HaYaJle,
eCJIM CoJiepKaHue — B KOHIIE) OCYILECTBIISECTCS BCTABKA OIJIaBJICHUSI.

DOTO MOXHO TpojeNiaTh OJHUM U3 CIocoOoB: MeHIO BeraBka ==> Ccpuika ==
OraaBjieHMe M yKa3aTeJM WJid  4yepe3  TaHeldb  MHCTpyMeHTOB CTpPyKTypa,

MHCTpyMeHT OrJiaBjieHue 3,

OrnasneH+ye W ¥yKa3aTenu - ] _?Iﬂ

| CMMCOK MANHICTREULMA I TalnHua coplnok I

DRpasel NEYaTHORD A0KYMEHTS Obpazey eeb-10KYMEHTA
SATONOBOE 1. 1 il Jaronoeck 1 il
BATONOBOK 2 o 3 DEATOIOEOK 2
BATOINOBOK 3. 5 DETONoBOK 3
-] =~
¥ Mokasate Homepa cTpany ¥ CMnEepcceingm BMECTD HOMEDDE CTRAHML,
¥ Homepa cTpanvy no npasomy Kparo
SanonHKUTENE: I ....... TI

OBwHe
PopHaTEL: Il-’l3 WafnoHa _ll ¥ POBHH: IS 5‘
[NaHens CTpYETYPEI | MapaMeTpel.. | H3MEHHTE. |

ik I JTMEHS |




Puc. 1. InanoroBoe okHO OrJiaB/jieHre U yKa3artesu, Bkiajaka OriiaBjienue

B numanoroBom okHe HeE0OXOAMMO BbIOpaTh (opmaT ornaBieHus (T.€. OJUH U3
BApUAHTOB O(QOPMIIEHUS), OPUEHTUPYSICh Ha 00pasell; 3aloJHUTENIb MEXIY MOCIECTHUM
CIIOBOM TIYHKTa OIJIaBJICHUS M HOMEPOM CTPaHMIIbI, 3aJaTh, €CIU HE00X0IUuMO,
KOJIMYECTBO YPOBHEM 3arojoBKOB B CTPYKTYpE AOKYMEHTa, IO KOTOPBIM COOMpaeTcs
OTJIaBJICHUE.

[locne 3TOrO OrnaBieHHEe MOKHO BCTaBUTh. Eciau uto-11b0 B ero oopmiieHUH HE
YCTPaUBAET, BCTABKY MOXHO MOBTOPUTH. JJOBOJIBHO YacTO MO OMMOKE CTHIIEM 3ar0J0BKOB
OoQOpMIISIIOT HE SIBISAIOIIMECS TAKOBBIMHM a03ailbl. ECTECTBEHHO, YTO OHM MOMAAAOT B
ornasieHue. HeoOXoauMo Oo4MCTUTHh Y HUX (pOpMAT 3arosioBka, 3aJlaB HY>KHBII CTHIIb, U
HOBTOPUTHh BCTaBKY OIVIABJICHUS WIM HIPOU3BECTH OOHOBJIEHUE OIJIABJICHMS: IaAHEINb

HHCTPYMeHTOB CTPYKTYpa, KHONKa OGHOBHTH OrJIaBJIeHHe | =) Q5HosHTs ornasnerie
Co31anue yka3zaTtesieil 1 CHOCOK

[Ipu pabore ¢ OONBIIMMH JOKYMEHTaMH, HallpuMep, TEXHUYECKUMH, TOCTATOYHO
OOJBIIYI0 TOMOIIb B IOWCKE HYXHOM HH(GOpPMAIMM MOXET OKa3aTh MPEIMETHBIM
ykazarenb. Kak WM3BECTHO, 4Yalle BCEro MNPEIMETHBIM yKa3aTellb COIAEPKUT IEPEUYCHb
TEPMHUHOB U CTPAHUIIBI, HA KOTOPBIX OHU YIIOMHUHAKOTCA.

COBI[aHI/IC MNPCAMCTHOIO yKa3aTrcJid IIPOUCXOAUT B JIBa STalla.
Ha IICPBOM ITAIIC JOJI’KHBI OBITH TTOMECYCHBI OJIMH 3a IPpYI'uM BCC TCPMHUHLI U IPYIUC
QJICMCHTBI TCKCTA, KOTOPLBIC IIPCAIIOIAracrCs BKIIIOUHNTb B YKa3aTClIb. I[CJI&GTCSI 9TO

cienyromuMm oopazom. [Ipexzae Bcero, TepMUH BBIIETSETCS B TEKCTE. 3aTeM oOpariaemcst
K MeHI0 BeraBka ==> Ccblika ==> OQriiaBJjieHHe U YKa3aTeJd, BKJIaJKa YKa3aTelb.

OrnaBneHHe W yKasaTenq 2 x|

| O NAENEHHE I CrHCOK MANRCTpaumA I Tabnmua coemnok I

DBpazel NeYaTHOrD A0KYMEHTS

ApHOTOTENL 2 ﬂ Thn: @ corerynom s otetyna
Acteporg, noac . Can Konutep araRE m =
Aruochepa
Be A Hzbik: Ipycck:nﬁ (Poccka) j
HoHoCchepa. . 4
mMesochepa. 3 -

[ Homepa cTpaHHu No MpagoMy Kpako

DopMaTHI: Il-'13 wahnoHa hi l

I'IDMETHTb_...l AETONOMETES. .. | M=MEHHTE. . . |

[8].3 I OTmMeEHA |

Puc. 2. JInanoroBoe okHo OrJiaBjieHre M yKa3aTeJM, BKIaJka YKa3zarejb




B »stom oxHe Haxumaercs kHomnka [loMeTruTh, 4YTO OTKpBIBAaET €mIE OJHO
okHO OmpenesieHue 3JIEMEHTA YKa3aTeJIsl.

OnpeeneHWe 3INEMEHTA YKA3ATENA _?Iil
SNEMEHT YEAzaTena

QCHOEHOH: I
A0NOAHHTENBHEIH: I

MNapaMeTpEl

" NepeKpeECTHAaA Cobinka: |C’.m.
(% Teryllaq cTPaHHLA
" AMANAZOH CTPAHHL,

sarnagra: I vI

DOPMAT HOMEPA CTRAHMUE

[ nonysHpHE
I~ kypere

MEHDHbBYﬁTE AAHHOE OKHO ANA NOMETKH INEMEHTOE YEAZATENA.

MoMeTHTE I [MNamMeTHTE BCE | OTMEHE

Puc. 3. Inanorooe okHO OnpeaeseHue 3j1eMeHTa yKa3aTeJst

31ech 3a7al0TCs OCHOBHOM M JIOMOJHHMTEIBHBIA (€CIM HEO0OXOAMMO) 3JIEMEHTHI
yKaszareJs, JIJIsl MPaBUJIbHOM CCHUIKHU JOJDKEH ObITh YCTAHOBJICH MEPEKIII0YATENb TEKYIast
CTPaHMIA, MOXHO YyKa3aTh ¢opMaT HoOMEpa CTpaHUIBL. 3aTeM BBIOMpaeTCs
kHomnka [lomeTuTh (kHOTIKA [loMeTHTH BeeMokeT ObITh BRIOpaHa B TOM CJIydae, KOT/ia BO
BCEM JIOKYMEHTE HY>KHO OTMETHTh TEKCT, 3aJJaHHbIN KaK OCHOBHOM ).

Teneps MOXHO, HE 3aKpbIBas OkHO OmnpeaesieHHe 3JIeMEHTa yKa3aTeisl, IepeiTu K
CJIEIYIOLIEMY DIIEMEHTY.

Bropoii stanm 3akmrouaeTcss COOCTBEHHO BO BCTaBKE MPEIMETHOTO ykazarens. J[s
ATOTO KypCOp YCTaHABJIMBAETCS B TO MECTO JOKYMEHTA, /i€ JAOJKEH OBbITh yKazarelb, U
yepe3  MeHo Beraka == Ccepika == OriaBjeHue W yKa3arTe,
BKJIa/IKa YKa3areJib, BbiOpaB kHoniky OK, BcTaBisieM yka3arels.

AHANOTUYHO OTJIABJICHUIO TIPEIMETHBIM YyKa3aTeldb MOXET OBITh H3MEHEH U
oOHoByeH. B nokymente MS Word M0XXHO HMCIONIB30BaTh JiBa BUJAa CHOCOK — B KOHIIC
CTpPaHHUIIbl U B KOHIE JIOKYMEHTA.

Jlist noGaBieHus CHOCKU MCToJib3yeTcsi MeHI0o BeraBka ==> Cceplika ==> CHOCKa,
MOCJIC Yero B JUAJIOrOBOM OKHE 3aJIal0TCsl BCE MapaMeTPhbl CHOCKHU: MOJI0KEHNE CHOCKU —
BHM3y CTpaHUIIBI WJM B KOHIIE JOKyMEHTa, (opMaT HOMEpa U OO0JacTh MPUMEHEHHUS
3aJaHHBIX U3MCHCHUH.
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Puc. 4. Jluanorosoe okHo CHOCKH

[Tocne HaxaTus KHONKM BcTaBuTh HaOMpaeTcs TEKCT CHOCKH.
KosoHTHTYIBI

Ha xkaxmoil crpaHule NOKyMEHTa (BBEpPXy WM BHHM3Y) MOXKET pa3Melarbcs
MTOBTOPSFOILMICS TEKCT — KOJIOHTUTYJI.

Jlsis BCTaBKM HOBOTO KOJIOHTHUTYJIA BhIOMpaioT MeHi0 Bug ==> KousiouturyJsl. [Ipu
TOM OCHOBHOM TEKCT CTAaHOBUTCSI HEJOCTYIHBIM JJIsi peIaKTUPOBAaHHUsS, MOXKHO paboTaTh
JUITb c KOJIOHTUTYJIOM. Kpome TOTO, OTKPBIBAETCS IIaHEIIb
MHCTPYMEHTOB KOJIOHTHTY IBI. TEKCT KOJOHTUTYJIa BBOJMTCS, PENAKTUPYETCA U
dbopmarupyeTcsi TOYHO TakK XK€, KaK U OCHOBHOW JOKyMeHT. C MOMOUIbIO NaHEIH
MHCTPYMEHTOB KOJIOHTHUTY/IBI MOXKHO TMEpEMEIIAThC MEXKAY BEPXHHUM UM HWKHUM
KOJIOHTUTYJIOM.

[[{en4ok 1Mo KHOINKE 3aKpbITh HA MaHEIN UHCTPYMEHTOB KOJIOHTUTYJIBI 3aBepluaeT
paboTy C KOJOHTUTYJIOM. JljI1 pegakTUpOBaHUS KOJOHTHUTYJA JOCTATOYHO CHAEJaTh
JIBOMHOM IIETYOK B €ro 00acTH. Y JAIUTh KOJOHTUTYJI MOXHO, YJIaJIUB €r0 COJIepIKaHUE.

KonoHTHTY NI

_ BeprHHLRONGHTHTYA BCTEEMTE ABTOTEKCT ™ g7 (= | B By E & O, | 3axperme
1

Puc. 5. [Tanens nunctpymeHTOB KOJIOHTHTYJIBI M 00JAaCTh BBOJA BEPXHETO KOJOHTUTYJIA

Crnuckn



JUis opraHuzanuu pasiudyHOro poja MEPEeYUCICHHN 11es1eco00pa3HO MCIOJIb30BaTh
COUCKU. Moryt ObITh CO3JaHbl JBa BHJAa CHUCKOB: MapKHpOBaHHbIE (KOTJIa MYHKT
MIOMEYAETCsS CINEUUaJIbHBIM 3HAYKOM — MapKepoM) M HyMmepoBaHHbIE. (OOBIYHO
MapKUpOBaHHBIE CIKCKU TMPUMEHAIOT B TeX CIlydasX, KOrja He MpeanoiaraeTcss B
JaJbHEMIlIeM CChUIAThCA HA TOT WJIM MHOW NYHKT crhucka. HymepoBaHHbIE CIHCKHU
OINPENEIISIIOT NOPAIOK ITYHKTOB U ITO3BOJISIIOT CChUIATHCS HA HUX.

MS Word MoxkeT aBTOMaTW4YeCKH CO34aThb MAapKUpPOBAaHHbBIE WJIM HYMEpPOBaHHBIE
CIOUCKHM IIpU BBOJAE TEKCTAa, WJIM MOXKET ObICTPO N00aBUTh MapKepbl WJIM HOMEpAa K
CYILIECTBYIOILIUM CTpOKam TekcTa. I[Ipu BBOJE TEKCTa MOKHO 3aJaTh Ha4aJbHBIA HOMEp
CIUCKA, JajJbHEUIINE MyHKThl OyIyT HyMEpOBaThCsl aBTOMaTtuyecku. Jpyroit cnocod —

1 — §—

MCII0JIb30BaTh MHCTPYMEHTHI = M £Z. Ha MaHeJId UHCTPYMEHTOB DdopMaTHpOBaHMe.

JIns  3aBeplieHHsT HyMEpalMM [YHKTOB HYKHO OTXaThb COOTBETCTBYIOIIYIO

=
—
B

=
KHOIIKY = um , B 3aBUCUMOCTH OT BHJA CIINCKA.

PaboTy co ciuCKOM MOKHO OCYHIECTBIISATh U TOCPEACTBOM 00bIuHOTO (Dopmart ==
CnmcoK) Wi KOHTEKCTHOTO MEHIO.

2]

MapkHpOE SHHEIR | HyMepoBaHHEIA | MHOrOWPOBHEBREI | ©COMCOK CTHREH I
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Puc. 6. IluanoroBoe okHo Cnmcok

Cnucku MOTYT OBITh OpPraHM30BaHbl B HMEPAPXUUYECKYIO CTPYKTYypy. st »Toro
KCIMOJIb3yeTCs BKIagka MHOTroypoBHeBbIH B TUAJIOTOBOM OKHE CIIMCOK.

[Ipu odopmiaeHUNn CHHUCKOB MOTYT OBITh HWCIOJIL30BAHBI CTAHIAPTHHIC WU
ompeneNieHHble ToJsib3oBareneM cTuin (®Popmar ==> Chnucok, Bkiaaka CHcokK
CTHJIEN.)



CNUCok

CMMCoK CTHMNEA: CApazlbl CTHNEA!
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Puc. 7. Boi6op ctuiis ciucka

[TpakTuueckast padorta Ne7 Pabota ¢ popmysamu.

Tenepp mepexoauM K caMOMYy HMHTEPECHOMY - co3llaHuio Gopmyn. COOCTBEHHO 3TO TO,
paau yero u pa3padbaTbiBaIUCh AIEKTPOHHBIE TaOIUIIbI.

IHopsinok BBOAa hopmy.JIbI

Boauts popMyny Hamo co 3HaKa paBeHCTBA. ITO HaNO s Toro, 4roObl Excel mons,
YTO B AYEHKY BBOJIUTCS UMEHHO (hOpMYyJia, a HE TaHHBIE.

Beigennm mpousBonbHyIO sueiiky, Hanpumep Al. B ctpoke dopmyn BBemem =2+3 u
HaxmeM Enter. B sueiike mosButcs pe3ynbrar (5). A B cTpoke GOpMys OCTaHETCS cama

dbopmyna.

—
iy ]

[ToskcriepuMEHTUPYHUTE ¢ Pa3Iu4YHbIMU apU(PMETUYECKUMH OllepaTopaMu: CIOXKeHHs (1),
BbIYMTAHUS (-), yMHOKeHUs (*), neneHus (/). YToObl MX MPaBUIBHO KCIOIB30BATh HA/I0
YETKO MPEJICTABISITh UX IPUOPUTET.

B nepByto ouepeab BBITOIHAIOTCS BBIPAKEHUSI BHYTPU CKOOOK.

YMHOKEHUE U JIeIEHHE UMEIOT 00Jie€ BHICOKHI IPUOPUTET YEM CIIOKEHUE U BBIYUTAHHUE.
Onepatopsl ¢ OAMHAKOBBIM IIPUOPUTETOM BBIIIOJIHAKOTCS CJIEBa HAIPABO.

Moii Bam coset - UCITOJIB3YUTE CKOBKMU. B stoMm ciydae BbI o0e30macute cebst ot
CIIy4aifHOM OITMOKY B BBIYMCIICHUSX C OJTHON CTOPOHBI, & C IPYTOH - CKOOKU 3HAYUTEITHHO
o0yer4yaroT ureHue u aHanus ¢Gopmyin. Eciu B popmyse KOIWYECTBO 3aKpHIBAIOIIUX H
OTKPBIBAIOIIMX CKOOOK HE coBnanaet, Excel BeraacT coobuienre 00 ommoKe U NpeyioxKUT



BapuaHT ee ucnpasieHus. Cpa3y nociie BBoJa 3akpbiBaronieil ckooku Excel oroOpaxaer
KUPHBIM WIPUPTOM (UM APYTUM LIBETOM) MOCJEIHIOK Mapy CKOOOK, YTO OYE€Hb YJ0OHO
IIpU HATMYUU B (hopMyJie OO0IBIIOr0 KOJTUYECTBA CKOOOK.

Tenepp napaiite mompoOyemM mHopabdOTaTh C UCIOJNb30BAaHMEM B (POpMyliax CCBHUIOK Ha
JIPYTUE TYECHKHU.

Beenute B saueiiky Al uucio 10, a B sueiiky A2 - yucio 15. B suelike A3 BBenute
bopmyiny =A1+A2. B sueiike A3 mosiBurcs cymma siueek Al m A2 - 25. [lomensiite
3HaueHusl sueek Al u A2 (Ho He A3!). Ilocime cmeHbl 3HaueHuil B sueiikax Al u A2
aBTOMATHYECKH MEPECUNTHIBACTCS 3HaUCHHE SUeiiku A3 (corimacHO GopMyJIb).

A3 - B =A1+A2
v e T e
1 10
2 15
3 251
| |
4

J1aObl He OIMOUTHCS TPU BBOJE aJPECOB SUEEK, MOKHO HCIOIb30BATh MPU BBOJAE CCHLIOK
MBIIIb. B Hamem citygae HaJl0 npoJenaTh Caeayonee:

Boinenuts sueiiky A3 v BBeCTH B CTpoke (DOpMYJT 3HAK paBEHCTBA.

[{enkHyTh Ha sueiike Al ¥ BBECTH 3HAK ILTIOC.

[lenkHyTh Ha siueiike A2 u HaXxaTh Enter.

Pe3ynbpraT OyeT aHaJIOrMYHbIM.

OTHocuTE/IbHBIE, A0COTIOTHBIC H CMELIAHHbIE CChLIIIKH

OTHOCUTENBbHAS CChUIKA YKA3bIBAET Ha SYEHKY, COTVIACHO €€ IMOJIO0KEHUS OTHOCUTEIBHO
suerku, cogeprxkanieit popmyiny. O603HaAUCHHE OTHOCUTEIBHON sTueiiku - Al.
AOCOIOTHAs CChUIKA YKa3blBaeT Ha SYEMKYy, MECTOIOJIOKEHHE KOTOpPOH HEHW3MEHHO.
O06o03HaueHne adCOMIOTHOM sueiiku - $AS1.

CMmemaHHasi cCbUIKa COACPXKUT KOMOWHAIIMIO OTHOCUTENbHON M aOCOJIOTHOM CCHUIOK -
$A1, ASI.

JUis OBICTPOro M3MEHEHHMsI TUIIA CChUIKM KCIONb3yeTcs KiaBuiuia F4. BBenute B s4eilky
A1l mo0oe yucno. B sueliky A2 Beeaure ¢popmyny =Al. 3atem Haxxumaiite kinasuiry F4.
[Tocne kaXx10ro Ha)aTHs KJIABULIU THUI CCbUIKUA Oy/I€T MEHATHCS.

MM ~ M. A=A WMM * ¥ J A& =FAR
A BT A Bl
1 L = 2 N
2 |=aA | 2 |=54%1
3 3
CYIMM = ¥ B =AR MM * M J A =5AT
- HHEEEGD A B
15 .5 11
2 =251 1 2 [=5a1
3 3

YrtoOsI myuriie pa3o0paThCsl B pa3IuuMsIX CCHUIOK, TaBAWTE MOIKCIIEPUMEHTUPYEM.



Jliisg Havana pa30epeM OTHOCHUTENbHbIE CChUIKUA. BBeAUTE B SIYEHKU CIIETyIOLIUE 3HAYEHUS:
Al-20B1-200
A2 -30B2-300

B sueiiky A3 BBenute hopmyny =A1+A2 u naxxmure Enter.

Ad - e =AT+HAZ
- EEETEE
1 20 200
2 30 300
3 a01
| |
a

Tenepp ycTaHOBUTE KypCOp Ha MNpaBbld HWKHHUM YroJl siYEMKH A3, HOKMHUTE IPaBYIO
KHONKY MBIIIM W NPOTSHUTE Ha suedKy B3 u ormycture KHOmKy Mbimud. [losBurcs
KOHTEKCTHOE MEHIO, B KOTOPOM HaJ10 BbIOpaTh "KonupoBath sueiku".

A3 - fe =AT+HAZ
- BE e e
20 200
a0 300
a0l

KOMHPOESTE AYEHKH

2aNoNHKMTE ToNEKD hopMaTE

3anonHKTE TONBKD 3Ha4eHHA

00 3 M e () D —

[Tocne storo 3Hauenuwe dopMmyibl U3 sueiiku A3 OyaeT CKOMMPOBAaHO B siueiiky B3.
AxTuBM3upyiTe sueiiky B3 u mocMoTpuTte kakas ¢popmyna noiayuniack - B1+B2. [Touemy
tak momyumsioch? Korma wmer 3amucanm B siuerike A3 dopmyny Al+A2, Excel
MHTEPIPETUPOBAT 3Ty 3amuCh Tak: "B3sITh 3HaUeHUs M3 SUYEHKH, PACIOJIOKEHHOH B
TEKyLIEM CTOJIOLlE Ha JIBE€ CTPOKH BBIIIE W CIOXHTh CO 3HAUCHHEM SUYEHKH,
PacCIIONIOKEHHOM B TEKYILIEM CTOJ0IIE Ha OJHY CTpOKy Bhimie". T.e. ckonupoBas Gopmyny
u3 ssuerku A3, Hanpumep, B ssueiiky C43, mbl monyuuMm - C41+C42. BoT B 3TOM IpenecTb

OTHOCHUTEJIbHBIX CCBUIOK, (hOopMYyJia Kak Obl caMa MOJICTpauBaeTCs MO/ HAIllM 3a/1a4u.

B3 - £ =B1+B2
e - il

1 20 200

2 30 300

3 s0] EDD!

4

PaccmoTpum Tenepp abCONIOTHBIE CCHUIKH.

BBenute B siueliku ciaeayrone 3HaueHus:

Al1-20BI1-200

A2-30B2-300

Beenute B sueiiky C1 yucio 5.

B saeiiky A3 BBemute cienyromyo hopmyny =A1+A2+$C$1. AnanornyneiM oOpazoM



ckonupyite dopmyny uz A3 B B3. IlocMoTpute uto mnonyuunocb. OTHOCHUTENbHBIC

CCBUIKM "MOJACTPOWJIMCH" TIOJ HOBBIE 3HA4YEHUs, a BOT aOCOJIIOTHAs - OCTaJIACh
HEU3MEHHOM.
B3 - A =B1+B2+5CH1
REE TR
1 20 200 ]
2 30 300
3 55 50E]
4

[TorpoOyliTe Tenepb caMH IMOAKCIEPUMEHTUPOBATh CO CMEIIAHHBIMU CCBHUIKAMH H
MOCMOTPUTE Kak OHMU paboTaroT. MOXKHO CChUIAThCA Ha JPYrHe JUCThI TOW K€ KHUTHU
TOYHO TaK, KaK M Ha STYEHUKHU TEKYIIEro JucTta. J[a)ke MOXKHO CChUIAThCA Ha JINCTHI APYTUX
KHHT. B 3TOM citydae ccbuika OyJIeT Ha3bIBaThCS BHEIIHEHW CCHUIKOM.

Hampumep, uto6s1 3amucars B siueiiky Al (JIuct 1) cebuiky Ha staeiiky AS (JIuct2), Hamo
MPOAENATh CIECAYIOLIEe:

BBIJICJIUTH STYEUKY Al 1 BBECTH 3HaK paBEHCTBA;

mienKkHuTe Ha sipibike "Jluct 2";

HICTIKHUTE HA STYEMKe AS U HAOXXMUTE KJIaBUITY BBOJIA;

MOCJIe ATOro OyAeT aKTUBU3MPOBAH omsTh JIluct 1 u B suelike Al mosBUTCS cleayroias
dbopmyna =JIuct2!AS.

Ccbuika Ha STYeMKy U3 Apyroid KHUTK OylieT BhIrAaeTh Tak - =[Kuura2]JIuct2!AS.
PenaktupoBanue ¢Gopmysl TPOUCXOIUT AHAJIOTHYHO PEAAKTUPOBAHMIO TEKCTOBBIX
3Ha4YCHUH B suehkax. T.e. HaJ0 aKTUBU3UPOBATH SUYCHKY C (HOPMYIION BBHIJCICHUEM HIIH
NBOMHBIM ILIETYKOM MBIIIM, a 3aTEM NPOU3BECTH PEAAKTUPOBAHME, HUCIOIb3YS, MpPH
HeoOxoaumoctn, kiaBumm Del, Backspace. ®ukcaruss HW3MEHEHUH BBINOJHICTCS
KiaBuien Enter.

HUcnoab3oBanue Tekcra B popmyJiax

C TEKCTOBBIMU 3HAYEHUSIMH MOKHO BBIMIOJIHATH MATEMATHUYECKHUE ONEpaluu, €cClu
TEKCTOBBIE 3HAUCHHUS COJICPKAT TOIBKO CIAEAYIONIUE CUMBOJIBIL:
Hudpst or0 109 ,+-e¢ E/

Enre M0HO MCTI0JIB30BATh MSIThH CHMBOJIOB YHMCIIOBOTO (POPMATHUPOBAHUS:

$ % () mpoben

[Ipu 5TOM TEKCT OHKEH OBITh 3aKJIFOYEH B IBOMHBIC KABBIYKHU.

HenpaBuiabno: =$55+$33

IpaBuiabHo: ="$55"+§"33"

[Ipu BoimonHenun BbluKcieHui Excel mpeoOpa3yeT 4YHCIOBOM TEKCT B YHCIIOBBIE
3HAYEHUS, TaK PE3yIbTaTOM BhbIIIEyKa3aHHOU (popmysibl OyaeT 3HaueHue 88.

Jlnst oObeIMHEeHNST TEKCTOBBIX 3HAYCHHUH CIIY)KHT TEKCTOBBIH omepaTop & (amrepcaHn).
Hanpumep, ecnu sueiika Al copepxut tekcroBoe 3HaueHue "Ban", a suelika A2 -
"IletpoB", TO BBeas B sAueiiky A3 cuenyroomyio Qopmyny =A1&A2, mnonydum
"NanlleTpos".

Jlist BcTaBku npobena Mexay uMeHeM U pamuueit Hajao Hanucath Tak =A1&" "&A2.
AmrnepcaHji MOXXKHO MCHOJIb30BaTh NIl OObEAMHEHUS SIUEEK C PA3HBIMU THUIIAMU JIAHHBIX.



Tak, ecau B sueiike Al Haxoautcs umciio 10, a B siueiike A2 - TekcT "MemKkoB", TO B
pesynabrare gedctBus  popmyisibl =A1&A2, wmbl nonyuuM "l10memkoB". Ilpuuem
pe3yJIbTaTOM TaKoTro 00beIMHEHUS OyAET TEKCTOBOE 3HAUCHUE.

[Ipaktuueckass pabota Ne8 Bueapenue U CBA3bIBAaHUE JOKYMEHTOB JAPYTHX
IIPUIIOKECHU N
Cesi3biBaHMe U BHeIPpeHUE 00bEeKTOB

OOMeH JaHHBIMH MEXY MPUIOKEHUSMU MOXET OBbITh peaju30BaH OJHUM U3 JBYX
CHOCO00B:

BHEJIpEHUE OOBEKTa CO3/1a€T HE3aBUCUMYIO KOIHIO OOBEKTa B KIMEHTCKOM JIOKYMEHTE.
Hukakol cBsi3u ¢ CEpBEPHBIM JJOKYMEHTOM HE MOAAEPKUBACTCS;

CBsI3bIBaHHE OOBEKTA TOJJEPKUBACT CBS3b C CEPBEPHBIM JTOKYMEHTOM. J[aHHBIE MOTYT
ObITh OOHOBJICHBl BPYYHYIO WJIM aBTOMAaTHYECKHM BCSKUN pa3, KOIJa HU3MEHSETCS
CEPBEPHBIN JOKYMEHT.

Buenpennblii 00bexkT (muct unaum guarpamma  Excel)  xpanut  uHdOpMaimio
HEeMocpe/ACTBeHHO B JokymeHTe Word. JlJiss pegakTUpoOBaHHS BHEAPEHHOTO OOBEKTa
cleayeT cjaeliaTh JIBOWHOM IIEeTYOK Ha oObekTe, yToObl 3amycTtuth Excel, mpopaenartsb
HE0OXO0MMbIe U3MEHEHHUS, a 3aTeM BepHyTbcsd B Word. BBuny xpanenust undopmaiuu B
nokymente Word BHeapeHue clieqyeT MPUMEHSTh, KOTja TpeOyeTcs pacnpocTpaHeHUe
OTIEpaTUBHOW BEPCUU JOKYMEHTA JIMllaM, KOTOpbIe HE OyJIyT UMETh JOCTYyNa K OT/IEIbHO
CHEJIAaHHBIM JILCTaM U JUuarpamMmMam.

CasizanHblii 00beKT (JTucT win auarpamma Excel) orobpaxaercst B nokymente Word,
HO wHpoOpManmsi XpaHuTcs B ucxomHou kuure Excel. [lpu pemakTupoBanny TaHHBIX B
Excel Word moxer aBTOMarmuecku OOHOBIATH JHCT WM TUAarpaMMy B JIOKYMEHTE.
CBsi3bIBaHUE CIIEYET MIPUMEHSTh, KOrJa HEOOX0IMMO BKJIIIOUUTh B IOKYMEHT HE3aBUCHUMO
BBOJIUMYIO0 MH(OpMaIMIO, TaKyl0, Kak JaHHbIe, COOpaHHbIC Pa3JIMYHBIMU OT/CJIaMH, a
TaKkKe KOTJa HYXXKHO XpaHuTh uHbopmaiuio, ooHoBisiemyto B Word. BBuay xpanenus
CBSI3aHHBIX JAHHBIX B JIPYyTOM MECTE CBSI3bIBAHHE MOXKET MOMOYb MHUHHUMH3UPOBATH
pasmep ¢aiina qokymenta Word.

BHenpenue 00beKTOB

Buenpenue o0bekTa co3iaet Konuo 00beKTa B co3/jaBaeMoM JoKyMeHTe. B cuity Toro,
YTO MPSAMOMN CBSI3U MEXJY UCXOJHBIM U BHEAPSIEMbIM OOBEKTOM HET, HUKAKUE N3MEHECHMSI
BO BHEJPSIEMOM OOBEKTE HE MOTYT 3aTPOHYTh UCXOHBIN OOBEKT.

Bueapenus oobexta Excel B 1okymenT Word

Otkpoiite mpuioxkenue, Hanpumep Excel, m B kadecTBe 00BEKTa 11 BHEAPEHUS
BbIOEpUTE TabnuIly B ¢aiine OOpa3oBaHUE COTPYIHUKOB.XIS.

Brinenute o0beKT (naHHble B Tabnuile), a 3ateM Boioepute IlpaBka, KonupoBats (Edit,
Copy), konusi o0beKTa MmomMeiieHa B Oydep oOMeHa M roToBa K BHEAPEHUIO B JIPYroe
MIPUIIOKEHHE.

OTtkpoiiTe Hy>KHBbII (haill B KIMEHTCKOM MpuiokeHuu (AokymeHT Word) U momecture
KypCOp B MO3UIIMIO BCTABKH TaM, KyJia JOJIKEH ObITh BCTABJICH BHEPSEMbIN OOBEKT.



Brioepute [IpaBka, CnenuanbHas BcraBka (Edit, Paste Special), nossisiercss nanens
nuainora CnenuanbHas BctaBka (puc. 1).

Bri0epute u3 cnucka Kak (As) o0bekTt, Hanpumep Jluet Microsoft Excel (0o0bexT).
Haxxmute OK. O0beKT BHEAPEH.

CneuManbHan BCTAaBKa ki |

MeTodki: Muct Microsoft Excel
MucT2IR1C1HRACS O

Fak:

........................................................................................................... DTMEHA

(MmcT Microsoft Excel (obwekT)
TekcT &6 dopmaTe RTF

(% BrTaEMTE!

" CegsaTe; B

HedopvaTHPOBESHHEIR TEKCT

PycyHOR

TOYEYUHEIA PHCYHOE

MeTtadann Windows (EMF)

doprat HTML ;I ™ B enas sHauka
—PezvneTar

BrTaeka B ADKYMEHT coAEpMHMora bvepa obMeHa

L
Em EOSMOMHOCTER PEAAKTHROEATE Ero Kak “MHcT
Microsaft Excel”,

Puc. 1. Bueopenue o6vexmos 6 pescume "Cneyuanvras ecmaska”

Tonbpko BbIOOp O0BEKTa COOTBETCTBYIOLIEr0 NMpPUIo:KeHus B noJie Kak u momerka
nepekJjrouarenass BcTaBUTh MO3BONAT co37aTh BHeApsieMblid 00beKT. JI000i1 apyroi
BbIOOP U3MEHUT (hopMaT OOBEKTA.

PenaxkTupoBanue BHeIpseMOro od0beKkTa

BuenpsieMble 00BEKTHI MOTYT OBITh OTpPEJAKTUPOBAHBI HAMPIMYIO B JOKYMEHTE
KiMeHTckoro npuioxkenus. B Office 2000 npu penakTUpoBaHWHM BHEIPSEMOIO OOBEKTa
OH AaKTUBU3UPYETCS, & MEHI0 KIHWEHTCKOTO NPWIOKEHHUS W TMaHeldb HWHCTPYMEHTOB
M3MEHSIOTCS Ha MEHIO M TaHeJb MHCTPYMEHTOB U3 CEPBEPHOTO MpUiIOXKEHUs (puc. 2).
Takum o0O0Opa3oMm, peAaKTUPOBAaHUE BHEAPEHHOTO O0OBEKTa a KIMEHTCKOM OKHE
OCYULIECTBIISIETCS] CPEICTBAMH CEPBEPHOTO MPUIIOKEHUS.

PekomenyeTcst Bceraa BHEAPATh OOBEKT IPHU HATUUHMH CIETYIOIINX YCIOBUA:

BCs MHQOpMaLUs J0JKHA ObITh pa3MelleHa B €JUHOM JIokyMeHTe. Hanpumep, B ciyuae,
KOI'/Ia TOKYMEHT HE0OXO0IUMO OTOCIATh MOJb30BATEIIO 110 AIEKTPOHHOH MOYTE;
CEpBEPHOE MPWIOKEHUE HE OYJET AOCTYIMHO Ha TOM K€ KOMIBIOTEPE, TJI€ UCIOJIb3YETCs

KIIMCHTCKOC ITPUJIOKCHUC.



il Nokyment] - Microsoft Word
Paiin  [paeka Bun Boraeka Fopmar  Cepeuc Tatdnuua
OkHo  Cnpaeka x
T S B« - | 100% 5 OdeeanHire.. =
- OfibmHE + TimesMew Roman - 12 = H O E 2
|E-|-1-|-2-|-3-|-4-I-S-I-E-I-?-I-S-I-E-}jA
|
[O6p asona  P—
HHEE Marnonwa Jhhma Prramca
Bricnee 25 20 o LI
o pemmee 28 23 20 1 =
CITELT. T
3
T 27 5g il
=zlm = 4 | v]
TRy Pazg Ha CT Fon 3 o

Puc. 2. Bueopenue oovekma

He pexomenayercst BHEIPSATh OOBEKT MPU HAIMYUHU CIAETYIONIUX YCIOBHIA:
KJIMEHTCKOE MPUIIOKEHUE HE MOCP>KUBAET BHEAPEHUE;
YYaCTBYIOIIMI B CBA3U CEPBEPHBI OOBEKT MOXKET M3MEHUTHCS B OYyIyllIleM U JIaHHOE
M3MEHEHHE MOBIUSAET HA KIIMEHTCKUM TOKYMEHT.
Cas3biBaHNe 00bEKTOB

Casi3piBaHre HE TpeOyeT TOro, yToObl KOMUs 00BhEeKTa OblJIa BCTABJICHA B KIMEHTCKOE
MpuIoKeHNe. BMecTo 3TOro B KIIMEHTCKOE MPUIIOKEHNE BCTABIISICTCS CEPBEPHBIN OOBEKT.
Casi3bIBaHUE BO3MOKHO TOJIBLKO /1JIs1 COXPaHEeHHBbIX (aiijioB.

CBsi3pIBaHUE UMEET CBOM OMPEJICNICHHbIC TPEUMYIIECTBA!
00bEM JIaHHBIX, KOTOPbIH HEOOXOJUMO XPAHUTh B KIMEHTCKOM JIOKYMEHTE, MEHbIIIE, YeM
B cllydae, KOT/1a 00BEKT BHEAPSIETCS;
€CJIM BHOCTEACTBUU OOBEKT MOAU(MULIUPYETCS] CEPBEPHBIM MPUIIOKEHUEM, MOIU(DUKAIIS
ABTOMATHYECKH MEPEHECETCs U Ha KIIMEHTCKOE MPUIIOKEHHE.
YcraHoBka cBsi3U 00bEKTA

OTtkpoiiTe cepBepHOe TmpwioxkeHue, Hamnpumep Excel, u cozmalite 00BEKT mJs
CBs3bIBaHMS (BbIOepuTe Tabimiy B (Qaitie O0pa3oBanue coTpyaHukoB.x1s). daiin,
XpaHAIUH 00BEKT, JOJKEH ObITh COXPAHEH.
Breinenure o0bekT, a 3atem BbeiOepute [lpaBka, Komuposath (Edit, Copy). Komus
oOBekTa nepenuia B Oydep oOMeHa M TOTOBA K BCTaBKE B KIIMEHTCKOE MPUIIOKEHUE.
OTkpoliTe KIMEHTCKOE MpuiiokeHue, Harnpumep Word, U moMecTuTe MO3UILHUI0 BCTABKU
TaM, KyJia JIOJ>KEH ObITh BCTaBJICH CBSI3AHHBIN OOBEKT.
Bri6epure [IpaBka, CnenunanbsHas BcraBka (Edit, Paste Special).
[TosiBiisieTcst manens nuanora CrnenunanbHas BctaBka (Paste Special) (puc. 3).
BriOepute HeoOxomumbiii Tun BcTaBku cBsizu -Jlmer Microsoft Excel (o0bekT) u3
cnucka Kak (As).
[TometpTe mepekmovatens CsizaTth (Paste Link), a 3arem nHammutre OK. TaGnuna
Oynetr BcTaBiieHa B NOKyMeHT Word Kak CBSI3aHHBIM OOBEKT, U M3MEHEHHUS TaOIHIIbl B
Excel aBTomatnuecku nepenocstces B 1okymeHT Word.



7. W3meHute moOble AaHHbIE B Tabiuue, 3aTeM nepekiatouutech B Word u mpocMoTpure
JaHHBIE B IOKYMEHTE.

CneuMansHan BCTABK A |

MeTounHE: MHeT Microsaft Excel
MMCcT2IR1CLRECS | Ok |

Kak:
= OTHEHS |

MHcT Microsoft Excel (obEeKkT)
TekrT & topwaTe RTF
HedopraTHpOBaHHEIA TEKCT
PHCYHOK

TOoHEYHEIA PHCYHOK

Wi'ard Hy perlink,

Popmat HTML

L BcTagHTE!

= CEAzZaTE!

| [ B emae zHauka

ey NETAT
BcTaeka cogepaHmoro Dyhepa oOMEHa KaK pPHCYHES,

3

]+

. BCTaEKS CEAZM YCTAHAENMEIET CEASE C dalinom
AaHHBE, MEMEHEHHA B MCxoAHOM thafing By avT
AETOMATHHYECKH OTPAMATECA B AOKYMEHTE,

Puc. 3. Ceazvisanue o6wexmos 6 pescume "Cneyuanvnas ecmasxa’
THuIbI BCTABKM CBSI3U

Tunbsl BCTaBKU CBSI3M AOCTYNHBI U3 cnucka Kak (As) manenu nuanora CrnennanbHas
BcTaBka (Paste Special).

o OOnekt llpunoxenne (Hanpumep, OObexkT Jucr Microsoft Excel). Becrasuser
CBSI3aHHBI OOBEKT BMECTE CO Bce MHQoOpMaluein, couepikalieicss B 00beKTe, Kak 3TO
MPOUCXOAUIIO ObI B CEPBEPHOM MPUIOKEHUU. OOBEKT MOXKET OBITh OTPETAKTUPOBAH JIUIITH
B CEPBEPHOM JIOKYMEHTE.

o ®opmarupoBannbiii TekcT (RTF). BetaBnser u cBsi3piBaeT TeKCT u (HOpMATHPOBAHUEC W3
CEpPBEPHOTO TMPUIIOKEHUSA. TeKCT MOXKeT ObITh OTPEJaKTUPOBAH B  KIMEHTCKOM
MPUJIOKEHUH, HO U3MEHEHUSI MOT'YT HE COXPAHUTHCS PU OOHOBJICHUU CBSI3H.

o HedopmatupoBanuslii TekcT. BcraBiser M CBSI3BIBAET TOJNBKO TEKCT W3 CEPBEPHOIO
npuiIokeHusi. TeKkeT MOKeT ObITh OTPENaKTUPOBAH M B KIMEHTCKOM TMPUIIOKEHUU, HO
MU3MEHEHUSI MOTYT HE COXPAHUTHCS TIPU OOHOBJICHUU CBSI3U.

o PucyHok. Berapisier U CBS3BIBaCT pUCYHOK OOBEKTA M3 CEPBEPHOTO MPUIIOKEHMs. Takon
00BEKT MOXKET ObITh UCIIOJIB30BAH JIJIsl paclevyaTky Ha MPUHTEPaX BHICOKOIO KauecTBa.

o Toueunblii pucyHok. BcTaBisieT M CBSI3bIBa€T PUCYHOK OO0BEKTa (Kak, Hampumep,
pucyHok Paintbrush) u3 cepseproro npuinoxenusi. O0bEKT MOXKET OBITh OTPEAKTUPOBAH
JIUIIb B CEPBEPHOM JIOKYMEHTE,

o ®opmar HTML. BcraBmser oobektr B HTML-popmare mnepemaum cooOimieHus 10
AIEKTPOHHOM IIOYTE.

o Tekct B xoaupoBke FOHukoa. BeraBasier 00bekT B kogupoBke FOHukoa. (Microsoft
Office ocHoBaH Ha cTaHAapTe KOAUPOBKU TekcTa KOHUKOA, YTO MO3BOJISIET TpOrpaMMam
Office mpaBWIbHO OTOOpa)kaTh JOKYMEHTHI BHE 3aBUCUMOCTH OTTOTO, HAa KaKOM SI3bIKE
OHM HaINKCaHbl, TPU YCJIOBHUH, YTO OIEpPAlMOHHAS CHUCTEMa TMOJJEPKUBAaeT HaOop
CHUMBOJIOB JJIsl JAHHOTO SI3BIKA.)

OxkHo Pesyabtar (Result) B manesm aumanora ChnenmanbHasi BcraBka (Paste
Special) oncbiBaeT pe3yibTaT BBIOpaHHOrO THMa BcTaBkU. OnucaHue pesyibTaTa



Pa3TUYHO B 3aBUCHMOCTH OT KJIMEHTCKOTO TIPUIIOKCHHS.

VYrpaBienue cBA3sIMU OOBEKTOB

Ecnu cBsA3aHHBINA OOBEKT SBISICTCS OOBEKTOM MPHUIOKEHHUS, PUCYHKOM HIIH PaCTPOBBIM
W300pKEHUEM, TO CEPBEPHBIM JIOKYMEHT OTKPBIBACTCS aABTOMATHYCCKHA JBOWHBIM
IETYKOM MBIIIBIO Ha OOBEKTE.

CBs131 00BEKTOB MOTYT OBITh OTPEAKTUPOBAHBI B KIIMEHTCKOM JIOKYMEHTE OJHUM U3
crioco0oB, NMPUBEACHHBIX B Ta0J. 36.

Onepanus Cnoco0 perakTupoBaHus

OOHOBIIsIETCS CBSA3b C MOCIEIHUMU U3MEHEHUSAMU U3 UCXOAHOTO
OOHOBIIEHHE CBA3U . .
JOKyMeHTa. Takoil crmoco0 UCIoNIb3yeTCsl IPU PYYHOH CBS3H

OTkpbITHE W TIpaBKa

HCXOJIHOTO Penaktupyercsi cepBepHbIi JOKYMEHT U OOHOBJISIETCS CBSI3b
JOKyMEHTa

N3menenne Omnpenensiercs  HOBOE  MECTOPACHOJIOKEHHE  CEPBEPHOTO
HCXOJIHOTO JIOKyMEHTa B CiIy4yae, KOrjJa HMCXOJHBIA JOKYMEHT paHee Obul
JIOKyMEHTa IepEMEILEH

Pazpymiaercsi cBsi3b M OCTaeTCs PUCYHOK WM TEKCT B BUJIE
Pa3peIB cBsI3U ObIBIIIETO 00BEKTa CBsI3U. Teneph MHPOPMALIUS HE MOXKET ObITh
OTpEeJaKTUPOBaHa B CEPBEPHOM MPHIOKEHUN

Bri6upaercss nub0 aBTOMaTH4YECKOE OOHOBIIEHHUE KIMEHTCKOIO
N3menenne wmerona .
NPWIOKEHUS! MPU €ro OTKPBITHH, JUO0 PYy4YHOH CHOCOO [ist
OOHOBJIEHUS

TOT'0, YTOOBI TPOBECTU OOHOBJIEHNE BPYUHYIO

VY nanenue cBsI3U Vnansgercst CBA3aHHBIN OOBEKT WA TEKCT

Tabnuya 36. PeoakmuposaHnue cés3u oovekma

Ecau n1oKyMeHT COJIEpKUT aBTOMATHYECKYIO CBSI3b C CEPBEPHBIM IMPUIIOKEHUEM, TO
OOHOBJICHHE MPOW30MIET aBTOMATHYECKH MPU OTKPHITUU. B MPOTMBHOM ciydae CBS3b
MOKET OBITb OOHOBJIEHA BPYYHYIO.

Ecau  cepBepHBI  JTOKYMEHT, COJEepXKalluii CBS3aHHBIA OOBEKT, IIEPEHECEH,
NePEMMEHOBAH WJIU yAaJIeH, TO CBA3b OyJeT HapyIieHa. Jlanee 0ObEeKT yKe He TIOSIBUTCS B
KJIMEHTCKOM MPUJIOKECHUH.

VYrpaBiaeHue CBI3SIMH M3 KJIMEHTCKOTO TPUJIOKEHUS MOXKHO OCYIIECTBISATH C
moMoIIbio quamoroporo okHa Css3u (Links) (puc. 4).

OTKpOHTE KIMEHTCKUI TOKYMEHT, COJEpKAIINA CBI3aHHBINA OOBEKT.

Boigenute cBsizaHHBINA O0BEKT.

Brioepute [IpaBka, CBsasu (Edit, Links), nosBisercs auanoroBas mnaHenb CBs3u
(Links).

BriOepute HeoOXomuMoe pAeiicTBUe, HakaB onHy u3 KiaBuil (OTKPBITh HCTOYHUK,
Cwmenuth uctounuk, O6HOBUTH, PazopBaTh CBsI3b).

3aBepuuB aerictBue, Haxmute OK.



Jiist yianeHust CB3aHHOTO 00BEKTA BBIICIIUTE €ro U HaxkMuTe kiasuiny Delete.

T 20|

HHE

CAHOEHTE

DTEPBITE MCTOHHHE

CHMEHHTE HETOYHHE, .

Faz0pEaTE CEASR

=
CEEAEHHA 00 HCTOYHHKE CEASH Cnocof oBHOBNEHKA CEASH
McTounke:  FoiyGeniahpabora’Kvura npumep.xls % aETOMATHYECKH
ZnemedT: MWcT2IR1C1:RGLS o anpocy
Tun ceAzk:  Fwct Microsoft Excel [" He ofHoERATE cEAE

MNaparMeTpRl CEASH

[T Coxpanate hoprat npr oBHOENSHHH ¥ sparnTe B ackymeHTS

0,4 I OTHEHE

Puc. 4. Csaszvisanue obwexma

PeﬂaKTHpOBaHHC CBiA3HM C IIOMOIIBIO KOHTCKCTHOI'O MCHIO KoHnTexcTHOE MEHIO
CBSI3aHHOTO OOBEKTa COACPKUT KOMaHAbI [JIA VYIIPABJIICHUA CBA3dHHBIM O0OBEKTOM.
H_ICJ'IKHI/ITG HpaBOﬁ KJIaBUIIIEH MBIIIA Ha CBSI3aHHOM OOBEKTE JJIs1 TOTO, YTOOBI OTKPBITb
€Iro KOHTCKCTHOC MCHIO, U BI)I6CpI/ITe HCO6XO]II/IMLIG ﬂCﬁCTBHH JJIs1 UBMCHCHMU S CBA3U (pI/IC

5).

c',% Bripezate

EonupoeaTe

@ Brraeume

B! Ofuosums ceask

| CeAzanHEl ofekT Mot 2 m Warerme Ceass
OTo5paskTE NaHENE HICTRORKK H30OPaHEHHA Orkpert Ceask
IpaHuuE! W 3anqera... MNpeotpasoeaTe. ..
HazgaHue... Ceazud...

&3{' P opraT OFEEETA...

¥ Munepcckinka...

Puc. 5. Koumexcmmuoe menio cés3anno2o oovekma

[TpakTuueckast padota Ne9 Co3nanue 37eKTpOHHON TaOJIMIBI BBOJ U PEIAKTUPOBAHUE

JaHHBIX, HAIITMCAHUC (bOpMy.TI, YIPABJICHUC 3JICMCHTAMU Ta6HI/IHLI

Excel — »T0 Tabnuunbiii mpoueccop. TabnuuHBI Tpoleccop - 3TO MPUKIATHAS

ImporpaMma, KOTOpasa MNIpCAHA3HA4YCHA 1A CO3JaHHA  OJICKTPOHHBIX

aBTOMATU3UPOBAHHON 00PaOOTKU TAOIMUHBIX TAHHBIX.

TabMuIl ©



Yro Takoe iekTpoHHast Tadauua B Excel?

DOnexkTpoHHas TadauIa — 3TO JIEKTPOHHASI MATpULA, pa3/ieJIeHHas Ha CTPOKU U CTOJIOLBI,
Ha TEPECECYCHUU KOTOPBIX O0O0pa3yroTcs SYEeWKH ¢ YHUKaJIbHBIMM UMEHamu. Sdeiiku
SIBJISIIOTCSI OCHOBHBIM 3JIEMEHTOM 3JIEKTPOHHOW TaOJUIIBI, B KOTOPbIE MOTYT BBOJUTHCS
JTAHHBIE U HAa KOTOPBIE MOXKHO CChIJIAThCS IO UMEHaM siueeK. K TaHHBIM OTHOCSITCS: Ynca,
JaThl, BPEMS CYTOK, TEKCT WJIM CUMBOJIbHBIC JTAHHBIE U (OPMYJIBI.

Yro Takoe 00padoTka TadMUYHBIX JaHHBIX B Excel?

K o6paboTke JaHHBIX OTHOCUTCS:

MPOBEICHUE PA3UYHBIX BBIYUCICHUN C TIOMOIIBI0 (popmMys U (YHKIMA, BCTPOCHHBIX B
penaKkTop;

MIOCTPOCHUE AUATPaAMM;

oOpabotka nanHbIXx B crnuckax (CoprtupoBka, ABTodunsTp, PacmmpeHHb (QUIBTD,
®opma, Utoru, CBogHast TabnuIa);

pemenue 3anad ontumuzanuu (Ilogbop mapamerpa, [louck pemenus, Cuenapuu "4to -
ecnu" U Ipyrue 3a1aun);

cTaTUCTHYecKas 00pabOoTKa JaHHBIX, aHAJIU3 U MPOTHO3UPOBAHUE (MHCTPYMEHTHI aHAIN3a
u3 HajcTpoiiku "Ilaker ananuza").

Taxum o6pazom, Excel ABISIOTCS HE TOJBKO CPEICTBOM aBTOMATH3AIMM PACUETOB, HO U
CPEIICTBOM MOJCIIUPOBAHUS PA3IUUYHBIX CUTYAIUH.

O6unacte mpumenenus: Excel: mnanoBo — ¢uHaHCOBBIE U OYXTaJITEPCKUE PACUEThI, YUET
MaTepUANIbHBIX LIEHHOCTEW, CUCTEMBI noAaepKku npunatus pemenuit (CIIIP) u npyrue
00JaCTH IPUMEHEHHUSI.

Co3nanmne HOBOI1 padoyeii knuru B Excel

Obyuenne pabote ¢ Excel HeoOXoauMo HaUMHATH ¢ W3Yy4YeHHs OKHaA mpuiiokenus Excel.
[Ipu 3amycke Excel oTkpbIiBaeTcs OKHO MPUIIOKEHHUS, B KOTOPOM OTOOpakaeTcsi HOBas
pabouast kauura — Kuwra 1.

Oxno npunoxxeHus: Excel umeer narb 0CHOBHBIX 00J1acTel:

CTPOKa MEHIO;

MaHeJId UHCTPYMEHTOB;

CTPOKa COCTOSIHUS;

CTpOKa BBOJIA;

00J1acTh OKHA paboyel KHUTH.
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Puc. 1.
OcHoBHas 00paboTKka JaHHBIX B Excel ocylecTBisieTcs: Ipu MOMOIIM KOMaH]T U3 CTPOKH
MeHto. [Tanenu nnctpymentoB CtangaptHas 1 @opMaTUPOBAHUE SIBJISIIOTCS BCTPOCHHBIMU

e -|

nanensimu MS  Excel, koropele pacrmomaratorcst Moja CTPOKOW MEHI0O M COAepiKaT
ompesieieHHble HaOophl TNUKTOrpaMM  (KHOMOK). (OCHOBHasg 4YacThb MUKTOTPaMM
MpeaHa3HaYeHa MJis BBITIOJIHEHMsS] HauOOoJee YacTO HUCIOJIb3yeMbIX KOMaHJ| U3 CTPOKHU
MEHIO.

Crpoka ¢opmyn B Excel ucnonpsiyercst 1uist BBoAa U peIaKTHPOBAHUS 3HAUCHUH, HopMy
B siueiikax wiau auarpammax. [lone MMeHHM — 3TO OKHO CjeBa OT CTPOKH (opmylsi, B
KOTOPOM BBIBOAMTCS MMs aKTUBHOW suekku. [Imkxrorpammsl: X, V, fX, pacnosnoxxeHHbIe
cieBa OT CTPOKM (opMysl - 3TO KHONKA OTMEHBI, BBOJAAa M BCTaBKa (yHKIHH
COOTBETCTBEHHO.

Crpoka cocTosiHMsI OKHa mpuioxeHuss Excel pacnosiokeHa B HMXKHEH YacTH HKpaHa.
JleBass yacThb CTPOKHM COCTOSIHMSI YKa3bIBa€T CBEJEHHUSI O COCTOSIHUM padoueil obiactu
anekTponHoi Tabmuubl (['otoBo, BBox, IlpaBka, Ykaxure). Kpome Toro, B ieBoi yactu
CTPOKH COCTOSIHUSI KPaTKO ONMCHIBAIOTCS PE3YJIbTAThl BBIIOJIHEHHOW KOMaH/bl. B mipaBoi
YacTH CTPOKU COCTOSHUSI BBIBOJIATCS PE3YJIbTaThl BBIUMCICHUN (MPU BBIMOJIHEHUU
ABTOMATUYECKUX BBIYHMCIECHUN C MOMOLIbIO KOHTEKCTHOTO MEHIO CTPOKH COCTOSIHMS) U
otoOpaxarorcs HaxaTele kKiaaBuir Ins, Caps Lock, Num Lock, Scroll Lock.

Jlanee HEOOXOAMMO O3HAKOMHUTHCS C OCHOBHBIMHM MOHSITHSMH OKHa paOouell KHUTH.
Pabouas kuura (moxymeHT Excel) coctouT u3 pabouyux JMCTOB, KaXKIbIM M3 KOTOPBIX
ABJIAETCS AJEKTPOHHOU Tabmuuei. [lo ymonmyaHuto OTKpbIBaeTCS TpU pabOUYMX JIUCTA WK
TPU BJEKTPOHHBIX TAOIMIBL, MEPEXOJ K KOTOPHIM MOKHO OCYIIECTBUTH, IIEIKas Ha
SApJBIUKAX, PACIOJIOKEHHBIX BHM3Y KHUTH. [Ipy HEOOXOIUMOCTH B KHUTY MOXHO
100aBUTh paboyue JUCTHI (JIEKTPOHHBIE TAOIHIIbI) WIH YIAIUTh UX U3 KHUTH.

KHONKM TpOKPYTKU SAPIBIYKOB OCYILIECTBISIOT MPOKPYTKY SPJIBIYKOB paboyeil KHUTH.
Kpaiinue KHOMKHU OCYIIECTBISIOT MPOKPYTKY K MEPBOMY U MOCIEAHEMY SIPIBIUKY paboueit
KHUTU. BHYTpEHHME KHONKU OCYILIECTBIIAOT MPOKPYTKY K IPEABIAYIIEMY U CIECIYIOLIEMY
APABIYKY paboveil KHUTH.



OCHOBHBIE TOHATUS AJIEKTPOHHON TAaOIUIBI: 3aroJOBOK CTOJNOLA, 3arojiOBOK CTPOKH,
AyerKa, UMs STYEHKH, MapKep BbIICICHUS, MapKep 3al0IHEHUs, aKTUBHAs sS4eilka, CTpOKa
bopmy, mojge UMEHHU, AaKTUBHAs 00J1IacTh JIUCTA.

Pabouas o65acTh 31€KTPOHHOM TaOIUIBI COCTOUT U3 CTPOK M CTOJIOIOB, UMEIOUIUX CBOU
uMeHa. Mmena ctpok — 310 MX HoMepa. Hymepamusi crpoxk HauumHaerca ¢ 1 m
3aKaHYMBAETCS MAKCUMAaJbHBIM YHCJIOM, YCTAHOBJICHHBIM J[UIsi JAHHOW HPOrpamMMBI.
NmeHna cTonOIioB — 310 OyKBBI JIATUHCKOTO alipaBuTa cHavana oT A 70 Z , 3aTeM oT AA
no AZ, BA no BZuT.1.

MaxkcumanbHOE KOJIMYECTBO CTPOK U CTOJIOLIOB AJIEKTPOHHOW TaOJHUIBI OIpenesseTcs
OCOOEHHOCTSIMH UCIOJIb3yEMOW MPOrpaMMbl U 0ObEMOM MaMATH KOMIIBIOTEPA, HAIPUMED,
B TabymmuHoM miporieccope Excel 256 ctonbmoB u 6onee 16 ThICSY CTPOK.

[lepeceuenne cTpoku U CTOJIOLA OOpasyeT AYEHKY HSIEKTPOHHOW TaONUIIbI, UMEIOIIYIO
CBOM YHHKaJIbHBIM anpec. [ns ykazaHusi anpecoB siueek B (PopMmyJiax HCMIOJIb3YHOTCA
cchUIkM (Harpumep, A6 wiu D8).

Slueiika — oOnacTh, ompejaensemMas IEpecedeHUEeM CTOJ0Ia M CTPOKH DJIEKTPOHHOU
TaOJIUIIbI, UMEIOIIasi CBOM YHUKAJIBHBIN ajipec.

Anpec suelku omnpenensieTcss MMeHeM (HOMEpOM) CToJIONa U UMEHEM (HOMEPOM) CTPOKH,
Ha MEPECEUYCHNH KOTOPBIX HaxoAuTCs suerika, HarpuMep A10. Ceblika — ykazaHue aapeca
SAYEUKHU.

AKTHBHOM siYeiika - 3TO BBIJICJICHHAS A4eiKa, UMSI KOTOPOM OTOOpa)KaeTcsl B MOJIE UMEHHU.
MapkepoM BBIIEIEHUS] HA3BIBACTCSA IIONYKUPHAs paMKa BOKPYI BBIJICIICHHOM SYEHKHU.
Mapkep 3an0oHEHHUS - 3TO YEPHBIM KBaJpaT B IPABOM HHXKHEM YIJIy BBLACICHHOU STYEHKHU.
AKTHBHAs 00JIaCTh JIUCTA - 3TO 00JaCTh, KOTOpasi COJIEP’KUT BBEJCHHBIC JAHHBIE.

B snexTpoHHBIX TabmuIax MOXHO paboTaTh Kak C OTAEIbHBIMU sSuYeiKaMu, TaKk U C
rpynnaMu si4eeKk, KOTOpble 00pa3yroT OJIOK. BIOK suyeek — rpynma CMEXHBIX S4YEeK,
onpenesseMas ¢ IOMOIIBIO ajIpeca.

AJpec 0110Ka siUeeK 3aJaeTCsl YKa3aHUEM CChUIOK MEPBOM U MOCIEIHEN €ro sYeeK, MEXIy
KOTOPBIMU CTaBUTCS PAa3[eUTENbHbI CUMBOJI — JBoeToune. Eciu OOk nMMeeT BUJ
IPSAMOYTOJIBHHUKA, TO €r0 aJpec 3aJacTCs aJApecaMy JIEBOM BEPXHEHW U NPaBOW HUKHEU
s4YeeK, BXOSIINX B OJIOK.

brox ucnonb3yembix sS4YEeK MOKET OBbITh yKa3aH JABYMsI IMyTSMHU: JUOO 3aJaHUEM C
KJIABUATYphl HAYAJIbHOTO W KOHEYHOTO aJpecoB sdYeeKk Oyioka, OO0 BBIJIEICHUEM
COOTBETCTBYIOIEH YacTH TaOIUIIbI IPU MMOMOLUIH JIEBOM KJIABUILIY MBILIH.

[Tpumep 3aganus aapecoB SYEHKH U OJIOKOB B DJIEKTPOHHOU TaOIHIIE:

ajpec sSYCWKW, HaXOAAIICHCs Ha mepecedeHnn crToyidna F um cTtpokm 9, BhIpakaeTcs
ccouikoi F9;

aapec 050ka, 00pa3oBaHHOrO B BUjiE yacTu cTpoku 1 - B1:E1;

aapec 0soka, oopazoBanHoro B Buje cronona C - C1:C21;

aapec 010ka, 00pa3oBaHHOTO B BUE NpAMoyroibHuka - A3:G10.

Patora ¢ ¢aitnamu B Excel

CoxpaHeHue U IPUCBOEHHE UMEHHU PadoYeil KHUTE.



[Ipu coxpanenum padoueil kHurm B Excel oTkpeiBaercs oxkHo auanora "CoxpaHeHue
nokymeHTa". B 3TOM OkHEe HEO0X0IUMO yKa3aTh: UMs (aiina, Tun (aiina, BIOpaTh JUCK U
Marky, B KOTOpoi OyJIeT XpaHUTbcs paboyas kHura. Takum oOpa3oM, KHUTA C BXOIALIIUMU
B Hee pabOYMMU JIMCTAMU COXPAHSETCs B IMalKe Ha JAMCKE B BHJIE OTIEIbHOro (haiina c
YHUKaJIbHBIM UMeHeM. Dailiibl KHUT UMeeT paciupeHue xls.

OtkpsiTHe padoueii knuru B Excel

s otkpeiTus paboueit kuuru B Excel, Hano BeiOpaTh komanay Paitn / OTKpBHITH UK
HIEJKHYTh Ha KHONKe OTKpBITh Ha CTaHJAPTHOM NaHelu MHCTpyMeHToB. Excel BbiBener
okHO nuanora "OTKpeITHE TOKyMeHTa" B HEM MOXKHO BBIACIUTH TpeOyeMmbld daiinm u
HIEJIKHYTh Ha KHONIKE OTKPHITH.

3akpbiTHe padoyeil knuru u Bbixoa u3s Excel

Jliist TOro 4ToObI 3aKphITh pabouyto KHUTY B Excel BeiOepute komanmy daiin / 3aKpbITh, B
pe3yabTare yero 3akpoercs padbouasi kHura. Jyis Beixoaa u3 Excel HeoOXoauMo BeIOpaTh
koMaHy Paiin / Bpixon WM IIETKHYTh Ha KHONKY 3aKpbITh B MPABOM YacTH CTPOKHU
3aroJ0BKa OKHA IIPUIIOKEHHUS.

PenaktupoBanue u ¢popmarupoBanue padbounx auctoB Microsoft Excel

JroGast 06padoTka nH(pOpMAIIMK HAYMHAETCS C €€ BBOJIA B KOMIIbIOTEP. B ayieKTpoHHBIC
tabmuibl MS Excel MOXXHO BBOJIUTH TEKCT, YUCIIA, IAThI, BPEMs], OCIEA0BATEIbHBIE PSI/IbI
JTaHHBIX U HOPMYJIBL.

BBOJ1 JaHHBIX OCYILIECTBISAETCS B TPH 3TAlA:

BBIJICJICHUE SYCHKHU;

BBO/I JAHHBIX;

MOATBEPkKACHUE BBO/IA (HaXKaTh KiaBuily Enter).

Ilocne TOro kak AaHHBIE BBEACHBI, UX HY)KHO NPEACTABUTH HA JKPAHE B ONPEIAECICHHOM
dopmare. [Ins npexncrasienus aaHHbIx B MS Excel cymecTByloT pazinyHble KaTEropuu
(OopMaTHBIX KOJIOB.

JUis penakTUpoBaHUsl JTAHHBIX B SYEMKEe HEOOXOAMMO JBAXK[bI IIEIKHYTh Ha sUCUKE U
ITPOU3BECTU PENAKTUPOBAHHUE WIIM UCTIPABIEHUE JAHHBIX.

K onepauusm pegakTupoBaHHsl OTHOCSITCS:

yAaJIeHUEe U BCTaBKa CTPOK, CTOJIOLIOB, STYEEK U JUCTOB;

KOIMPOBAHUE U MEPEMEIEHUE STYEEK U OJIOKOB SA4YEeK;

PEAAKTUPOBAHUE TEKCTA U YHUCEI B STYEHKAX.

K onepanusm popMaTtupoBaHus OTHOCSATCS:

M3MEHEHHUE YHUCIOBBIX (pOpMaTOB miiH (POPMBI IPEICTABICHUS YHCET;

M3MEHEHHUE IHUPUHBI CTOJOIIOB;

BBIPABHMBAHHE TEKCTA U YUCEIl B AYCHUKAX;

U3MEHEHUE pu@Ta U UBETA;

Bb16op Tuna u 1iBeTa rpaHulbl;

3anuBKa sYEEK.



BBon uncen u texcra

JroOyro nudopmaiiuio, KoTopasi 00padbaThIBa€TCs HA KOMIIBIOTEPE, MOXKHO MPEJICTABUTH B
BUJIC uncen uiu Tekcta. Yucna u texket no ymonuanuto Excel BBoaut B hopmare OOui.
Bsod mekcma

Texcr - 310 M00asg MOCIEAOBATENILHOCTh BBEJACHHBIX B SUEHKY CHMBOJIOB, KOTOpasi HE
MOXXeT ObITh HHTeprpetupoBaHa Excel kak uwmcno, ¢opmyna, nata, BpeMs CYTOK.
BBeieHHBIN TEKCT BBIPABHUBAETCS B SIUEMKE IO JIEBOMY Kparo.

YToOBI BBECTH TEKCT, BBIJICTUTE SUCHKY M HAOEPHUTE TEKCT C KJIAaBHATYPHI. S4ueiika MOXKeT
BMeIIaTh 10 255 cumBosoB. Eciin TpeOyeTcsi BBECTH HEKOTOPBIE YKCIIa KaK TEKCT, TO JJIs
ATOTO BBIJICTUTE SIUCHKH, a 3aTeM BbliOepute koManay @opmat / Aueiiku. Jlanee BeiOepute
BKJIAJIKY “Uucno” u B nosiBuBLIEMcs ciucke ¢popmaroB Beioepute TekcToBsiid. Emle oqun
croco0 BBOJA YKCIIa KaK TEKCTa — 3TO BBECTHU NEPEl YUCIOM CHMBOJIA anocTpoda.

Ecnu Tekct He momemaercs B sMEMKY, TO HEOOXOIUMO YBEIUYUTh IMIUPUHY CTOJOIA WIH
paspeminTh nepenoc no ciaoam (dopmat / Sueiiku, Bkiajika BeipaBHUBaHuE).

Bsod uucen

YUucnoBble JaHHBIE — OTO YHUCIOBBIE KOHCTAHTHL: 0 - 9, +, -, /,*, E, %, Touka u 3amsTas.
[Ipu pabote c yuciaMu HEOOXOJUMO YMETh W3MEHSATH BHJ BBOJMMBIX YHCEI: YHCIIO
3HAKOB TOCJIE 3aISTON, BUJ LIEJION YaCTH, MOPSII0K U 3HAK YUCIIA.

Excel camocrosiTenbHO ornpesennseT OTHOCUTCS JIM BBeJeHHas: nH(opmanus K unciy. Ecnu
BBEJICHHBIE B SYEHKY CHMBOJIBI OTHOCATCS K TE€KCTY, TO IMOCJE MOJATBEPKICHUS BBOJAA B
SYEHKY OHU BBIPABHUBAIOTCS 1O JIEBOMY Kparo SYECHKHU, a €CIIM CUMBOJIBI 00pa3yI0T YHCIIO
— TO 10 IPABOMY Kparo STYEUKHU.

Uucna B Excel otoOpaxarorcss B KaTeropusix YuciaoBoi, DKCIOHEHIUATBHBIMN,
dunancoBbi, [{enexnsiid, [IponenTHbii, JIpoOHBIi.

Bsod nocaedosamenbhbix psdo8 OaHHbIX

[lox psinamu AaHHBIX OJIPA3yMEBAIOTCS AaHHbIE, OTIMYAIOLIUECS APYT OT Apyra Ha
(duxcupoBaHHbIi mar. [Ipu 3ToM 1laHHBIE HE 0053aTEIHHO JOKHBI OBITh YUCITOBBIMHU.

JIiist co3anus psAIoB JaHHBIX HEOOXOUMO BBITIOTHUTH CIEAYIOIIEE:

BBectu B siueiiKy NEepBbIN WIEH psiaa.

Boeigenuts o6nactsb, rae OyAeT pacnosnioxkeH psia. st 3Toro Hy»KHO MOJBECTH yKa3aTelb
MBI K MapKepy 3alojHEHUsl, 1 B 3TOT MOMEHT, Korja Oelblii KPEeCTUK MEPEXOJUT B
YepHBIA, HAKATh JIEBYIO KHOMKY MbIIIU. [lanee, yaep:KuBasi HAKaTol KHOMKY MBIIIH, HAJO
BBIJICJIUTh HYXKHYIO 4acTh CTPOKH Wiu ctojona. I[locime Toro kak Bbl OTITYCTUTE KHOIIKY
MBIIIIH, BBIZICJICHHAsI 00JIACTh 3aNIOJIHUTCS JAHHBIMHU.

dopMmar JaHHBIX

Hannsie B MS Excel BeiBonsATCS Ha sKkpaH B ompeneneHHoM ¢opmate. [lo ymomuanuro
uHdopmarus BeiBoaAUTCS B popmare OOmwmil. MoxHO U3MeHUTH hopMaTt MmpecTaBiICHUsS
uH(OpMAaIH B BBIICTICHHBIX ssueiikax. J1jisg aToro BeimonHuTe Komanay dopmar / Adeiiku.
[TosiBuTCs OKHO muanora “dopmart siueek’,B KOTOPOM HYKHO BbIOpaTh BKIAIKy “Hucno”.
B neBoil wactu okHa nauanora “@opmar siueexk” B cnucke “‘YUucnoBele ¢dopmaThl’
MIPUBE/ICHBI Ha3BaHUS BceX ucnoiab3yembix B Excel popmaros.



Dopmar aueek

| BhIpaEHHE aHHE || Wipkch " [pankua " Eng || JawmTa |
HMCnoeelE GOpMATEL DApazel
DB
YHcnosoA
A EHEHHEIR
PHHAHCOEEIN OBWHA OpMaT MCNoNESYETCA 4N
darta OTOGpaMEHMA KaK TEKCTOBRLX, TaK M
Bpera . YHCNOEED: SHAYEHHI NPOMZE0NEHOMD THNA.
MpoLEHTHEIH
ApobHER
SKCNOHEHLMANEHEIA
TEKCTOERIF
AonoAHATENEHEIR
[ECe thopMaTEL)

[ Ik ] [ CITMEHS J

Puc. 1.
Jliis hopmaTa KakIoW KaTeropuu MPUBOJUTCS CITUCOK €ro KoaoB. B mpaBom okue “Tum”
BBl MOXETE€ TPOCMOTPETh BCe (OpMATHBIE KOMBI, KOTOPHIE HCIOJB3YIOTCS IS
MpeACTaBlICHUsT Ha dSKpaHe wWHpopmaruu. [[ns mpenacTaBiaeHUs MaHHBIX BBl MOXKETE
UCIIOJb30BaTh  BCTpoeHHBIE (opmarHbie koael MS Excel wunm BBect  cBoi
(monb3oBatTenbckuit) koa hopmara. s BBoja popMaTHOro Kojia BeIOEpUTE CTPOKY (BCe
(dbopmatbl) U BBEIUTE CUMBOJIBI ()OPMATHOTO KOJia B 1oJie BBoAa “Tum’”.
CTuib npeacraBJieHUsl JAHHBIX
OnmuuM W3 cnoco0oB ynopsiodeHus: gaHHbiX B Excel sBisiercss BBepeHue ctuis. Jlms
co3faHus cTuiisi ucnoib3yercsa komanga dopmar / Ctunb. BeimoaHeHue 3Toil KOMaHIbI
OTKpBIBaeT OKHO auanora “Ctuiib .
€XHOJIOTHUS CO3JIaHUS DIIEKTPOHHOMN TaOIUIIbI
PaccMOTprM TEXHOJIOTHIO CO3/IaHUSI DIIEKTPOHHOM TaOIUIbI HA IPUMEPE MPOSKTUPOBAHUS
TaONHIBl YYeT TOBApOB HA CKIIAJIE:
Jlsist co3manmsi TaOMUIBI HAMO BHIMOTHUTH KoMmanmy Paiin / Co3mate M TICNKHYTH B
o0JacTH 3a71a4 Ha MUKTOorpamme Yuncras KHUTa.
Chauvana HE0oOXOAMMO OCYIIECTBUTH padMeTky Taomwuilsl (Puc. 1). Hanpumep, tabnuna
VYyeT ToBapoB UMEET CeMb KOJIOHOK, KOTOPBIE 3aKkpenum 3a ctoionamu oT A 1o G. [lanee
Hago0 CcGOPMHUPOBATH 3arojOBKUA TaOMUIbl. 3aTeM HY>KHO BBECTH OOIIMKA 3arojoBOK
TaOJIUIbI, a MOTOM Ha3BaHus moJied. OHM JTOJDKHBI HAaXOAUTHCS B OJHOM CTPOKE U
CJIeIOBaTh JPYr 3a JPYroM. 3arojoBOK MOKHO PACHOJOXKUTb B OJHY WJIM JBE€ CTPOKH,
BBIPOBHSATH 110 LIEHTPY, IPaBOMY, JIEBOMY, HIDKHEMY WJIM BEPXHEMY KPArO SUCHUKHU.
Jljis BBO/Ia 3arosioBKa TaOJMIlbl HEOOXOAUMO YCTAaHOBUTH Kypcop B siUeiiKy A2 U BBECTH
Ha3BaHue TabIuIbl «OCTaTKM TOBAPOB HA CKIIACH.



4. Boigenuth sueiiku A2:G2 u BeimonaHUTh kKoManay Dopmart/fueiiku, Ha BKIaIKe
BripaBHuBaHuMe BbIOpaTh CHOCOO BBIPABHUBAHUS MO IEHTPY U YCTAaHOBUTH (PIakKOK
oobenunenue siueek. Haxats OK (Puc. 2.).

5. Co3nanue «manku» TaOnauibl. BBecTw Ha3zBaHus monei, Hampumep, No ckiana,
IlocTaBmiuk u T.1.

6. Jlnsa pacnonioxkeHus TEKCTa B siueiikax "MIanku" B BE CTPOKU HEOOXOJAMMO BBIJICIUTH Ty
SYEHKy M BBIIOJIHUTH KoMaHy Dopmart/Sueiiku, Ha BkIIagke BbipaBHUBaHNE YCTaHOBUTD
(h1aX0K MepEeHOCUTH TI0 CJIOBaM.

7. BctaBka paznuyHbix mpudToB. BeimenuTs TekcT U BhIOpaTh kKomanmy dopmat/dueriku,
Biutanika Llpudrt. YcranoBurh rapautypy mpudra, Hanpumep, Times New Roman, ero
pa3mep (Kerib) U HauepTaHHe.

8. OcCylllecTBUTh BHIPABHUBAHUE TEKCTA B «IIAIMKE» TAOIUIBI (BBIACIUTH TEKCT U MIEIKHYTh
Ha kHomnke [1o 1eHTpy Ha MaHeIu HHCTPYMEHTOB (hOpMaTUPOBAHUS).

9. Ilpu HEOOXOAMMOCTH M3MEHUTH IIUPUHY CTOJOIOB C MOMOIIbIO KoMaHael dopmar /
Cron6en / lllupuna.

10.13MeHuTH BBICOTHI CTPOKH MOXHO KomaH 1011 @opmat / Ctpoka / Beicora.

11./Jo6aBieHre paMK U 3aJIMBKU SYEEK MOXKHO OCYIIECTBUTh KoMaHoit dopmart / Sueiika
Ha BKJankax ['panuna u Buj cOOTBETCTBEHHO. Bblienure sSUYEWKy WM SYEMKA W Ha
BKJIaJike ['paHuiia BeIOEPUTE TUI JUHUU U C TIOMOIIBIO MBI YKOKUTE, K KaKOW 4acTH
BBIJICJICHHOTO Juamna3oHa OH orHocuTcs. Ha Bkiamke Buj BeiOepuTe IIBET 3alMBKU
BBIJICJICHHBIX SIUYEEK.

12.1Tepen BBOJOM JaHHBIX B TaOJMIy MOXHO OCYIIECTBUTh (OpMATUPOBAHUE SUYEEK
CTOJIOIIOB TIOJ] «IIAMKOI» TaOIUIBI Mpu ToMolu KoMmaHabsl Dopmart/Sdeliku, BKIaaKa
UYucno (Puc. 3.). Hanpumep, BblIeIUTE BEPTUKAIbHBIM OJIOK sUeeK Moj siuerkon "No
ckiana" u BeiOeputTe komanay @opmat/Aueliku Ha BkiIagke Yucno Beiaenute YucioBon u
menkHute OK.

E Microsoft Excel - Yuer TOBapOB
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Puc. 1.
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OOyuenue padote ¢ popMynamu, PyHKIUAMHU U quarpaMmamu B Excel

DopMyJIbI

@opMysbl — 3TO BBIpAKEHUE, HAUMHAIOIIEECS CO 3HAKa PABEHCTBA M COCTOSIIEE U3
YHCIIOBBIX BEIUYMH, aIpecoB siueeK, (YHKIMA, UMEH, KOTOpbIE COEIWHEHBI 3HAKaMH
apudpmernyeckux omepanuii. K 3Hakam  apudmMeTrndyeckux —omepanuil, KOTOpbIe
ucnosb3yrorcsi B Excel oTHOCATCS:ClOKEeHHME, BBIYMTAHUE; YMHOXKEHHE; JICJICHUE;
BO3BEJ/ICHHUE B CTETICHbD.

HekoTopsie onepanuu B ¢popmysie UMEIOT 00siee BHICOKHI MPUOPUTET U BHIOJIHSIOTCS B
TAKOM IOCIIEI0BATEIBHOCTH:

BO3BEJICHUE B CTEIIEHb U BBIPAXKEHUS B CKOOKaX;

YMHOXEHHE U JIeJICHUE;

CJI0)KCHHE U BbIUUTAHHE.

Pesynbratom BeimonHeHus (GOPMYIIBI SBISETCS 3HAU€HNE, KOTOPOE BBIBOJUTCS B STUCHKE, a
cama (opMmyna oroopaxkaeTcsi B cTpoke (hopmyin. Ecnu 3HaueHus B siuelikax, Ha KOTOPBIC
€CTh CCBUIKH B (POPMYIIax, U3MEHSIIOTCS, TO PE3yIbTaT U3MEHUTCS aBTOMATUYECKHU.



BHeceHue uameHeHull 8 hopmyay

Jlnst BHeceHMsT M3MeHEHU B (OpMyJly IICIKHUTE MBIIIBIO Ha CTpoke (opMys WIu
kinaBuiry F2. 3aTeM BHecuTe U3MEHEHUsI U HAXMUTE KHOIIKY BBo/a B cTpoke Gpopmyit uinu
kinaBuiry Enter. Ecnu Bbl xoTHTe BHECTH M3MEHEHMsI B (DOPMYJy HEMOCPEICTBEHHO B
s4yeiKe, IJie OHa 3alKCaHa, TO JIBAK/IbI IEIKHUTE MBIIIBIO Ha sYEUKE C 3TON (HOPMYJIIOM.
JlJist OTMEHBI U3MEHEHUN HaxXMUTE KHOTIKY OTMeHa B cTpoke ¢hopMy win KiaBuiry Esc.
Hcnosb3osaHue ccbliok

Ccbulka OJHO3HAYHO OIpeAeNsaeT SYeWKy WiIM Tpynmy sdyeek padouero nucra. C
MOMOIIBIO CCHIJIOK MOHO MCIOJIB30BaTh B (hOpMyJie JTaHHBIC, HAXOSIIHUECS B PA3TUYHBIX
MecTax pabodero JUCTa, a TakKKe 3HAUYCHHE OJHOW M TOW K€ SYCHKH B HECKOJBKHX
dbopmynax. MOXHO TakKe CChUIATBCS Ha SUCWKH, HAXOMSIIHUECS Ha JPYTUX JIMCTax
paboueil KHUTH, B APYrod pabouell KHUTE, WA JTa)Ke€ Ha JIAHHBIE JPYTOro MPHIOKCHHUS.
CcblIKH Ha SUEUKU IPYyTUX pab0YuX KHUT Ha3bIBAIOTCA BHEIIHUMU. CChUIKM Ha JIaHHBIC B
JIPYTUX TPWIOKEHUSIX HA3bIBAIOTCS yAAJICHHBIMHU.

[lepemeujeHue u konupogsaHue Popmy1

[Tocne Toro kak gopmyiia BBeJieHa B S4EHKY, Bbl MOKETE €€ TIEPEHECTH, CKOTMPOBATH UITU
pacnpocTpaHuTh Ha OOk stueek. [Ipu nmepemernienun GopMysibl B HOBO€ MECTO TaOJIUIIbI
CCBUTKM B (hOopMyJie HE M3MEHSIOTCS, a siueiika, T/ie paHblie Oblia (Gopmysia, CTAaHOBUTCS
cBoOoHOM. [Ipu KomupoBanuu Gopmysa MepeMeniaeTcsi B Ipyroe MecTo TaOJUIIbI, TIPH
ATOM a0COJIFOTHBIE CCHUIKU HE M3MEHSIFOTCS, @ OTHOCUTENIHHBIC CCHUIKU M3MEHSFOTCSI.

[Tpu xonupoBanuu (GopMyJI MOKHO YIPABISITH U3MEHEHHUEM aJJPECOB SUEEK MM CCBHUIOK.
Ecmu mepen Bcemu aTpuOyTamm ajapeca siEHKH IMMOCTaBUTH cUMBON ““$” (Hampumep,
$AS$1), To 310 Oyner abCOMIOTHAS CCBUIKA, KOTOpas MPU KOMHPOBAHUHM (POPMYJIBI HE
u3MeHuTcsl. VI3MeHsITCA TOJIBKO T€ aTpuOyThl ajipeca sIMeMKH, rnepes KOTOPhIMU HE CTOUT
cuMBONT “$”, T.e. OTHOCHTENBbHBIC CCHUIKH. J[J1s1 OBICTpOil yCTaHOBKHM CHMBOJIOB “$” B
CCBUIKE €€ He0OXO0IMMO BBIJICTUTh B opMyJie U HaXKaTh KiaBuiy F4.

Jlnst mepemenienuss (GopMysibl MOJBEAWTE YKa3aTellb MBIIIA K TOMY MECTY TPaHHIIbI
SAYEHKH, TJI€ U300pAKEHUE yKaszaTels MBIIIM U3MEHSETCsl ¢ 0eloro Kpectuka Ha Oelyro
CTPEJIKY. 3aT€M HaXXMUTE JIEBYIO KHOIIKY MBIIIH U, YIEPKUBAS €€, IEPEMEILIANTE STUCUKY B
HY’)KHO€ MECTO TaOJIMIIbl. 3aBEpIIMB MEpeMeIleHre, OTIMYCTUTEe KHOMKY MbImu. Eciu B
3amucu POpPMYIIBI €CTh aJipeca STYeeK, OHU MPHU MepeMenieHuH (GOpMYIIbl HE U3MEHSIOTCS.
Jiist konmrpoBaHus GOPMYJIIBI TTOABEAUTE YKA3aTEIh MBI K TOMY MECTY TPAHUIIBI STYCUKU
uim OJIoKa, The n300pakeHUe yKaszaTellss U3MEHseTCs ¢ Oeloro KpecThka Ha Oenmyro
cTpenky. 3areMm HaxMute kiapuiry Ctrl v 1eByr0 KHONIKY MBIIIH U TIEPEMEIIANTE SIYCHKY B
HY>KHO€ MeCTO TaOnuilpl. JJisi 3aBeplieHUs KOMUPOBAHUSI OTIYCTUTE KHOIMKY MBI U
kinaumy Ctrl. Ecnu B 3amucu QopMynibl €CTh OTHOCHUTENIBHBIE aJpeca S4eeK, IMpHU
KOMUPOBAHUU (HOPMYJIbI OHU U3MEHSITCSL.

Pacnpocmpanernue popmyn

[ToMuMO KONMHUpPOBAaHUS U TEepeMelleHUs (POpMYTy MOMXKHO PaCIpPOCTPAaHUTh HA YACTh
CTpPOKH Wi ctonbua. IIpu 3ToM MpoOMCXOIUT U3MEHEHUE OTHOCUTENIBHBIX CCBhUIOK. J[is
pacnpocTpaHeHus: (POpMYJIIbl HEOOXOAMMO BBIIIOJIHUTH CIEAYIONINE TEHCTBUS:



1.

1. YcranoBute Kypcop B sUelKy ¢ popMyIIoil.
2. TlogBenuTe yKazaTelb MBIIMIM K Mapkepy 3amojHeHus. 3o0paxeHue ykazarens

M3MEHSETCS Ha YEPHBIM KPECTHUK.

Haxxmute jeByr0 KHOIKY MBIIIM W, YACPKHUBas €€ HaKaToM, MepeMmelnianTe Kypcop 10
HY>KHOTO MecTa. JIJ1s 3aBepiieHus: paciipocTpaHeHus: HOPMYIIbl OTITYCTUTE KHOTIKY.
Heo6xomumo otMeTuTh, 4To EXCel BEIBOIUT B siUeiiKy 3HaueHUEe OMUOKH, Koraa hopmyia
JUISL OTOM SIYEMKM HE MOXKET OBITh MPaBWIBLHO BbIYHMCIeHA. Ecnm dopmyna comepkut
CCBUIKY Ha SUEHKY, KOTOpasi COASPKUT 3HAUEHHE OIIMOKHU, TO 3Ta (hopMyia Takxke Oyaer

BBIBOJNTDH 3HAUYCHHC OIIINOKH.

[Ipaktuueckas pabora Nel0 Co3naHue CiMCKOB M YIIPaBJIECHUE CTUCKAMHU

Cnocob6 1. NpMMNTUBHbLIN

OfavH WenyoK npaBon KHOMKOW MbILLKW MO MYCTON SA4Yeike nog CTonbLuoM ¢ JaHHbIMU, KOMaHOa KOHTEKCTHOMO
MeHo Bbi6bpamb u3 packpblearouje2ocsi cnucka (Choose from drop-down list) nnn HaxaTtb coveTaHue
knasuw ALT+cTpenka BHM3. Cnocob He paboTaeT, ecnn a4enky u ctondel ¢ JaHHbIMU oTAenseT XoTs Obl
OfHa nycTas CTpoKa Uiy BaM HY>XeH ToBap, KOTOPbIN eLle HX pa3y He BBOAMWIICS BbiLLE:

[0 | Teneedoedwe  Lu
11 |Teneeupgedde i
12 |Teneeupedue b

13 WWeh-cait Bl
14 Weh-cair Cr
15 WWeb-cait B
15

17 | web-canT

18 OB bABNEHHE

19 Paano
20 | TenegragHHe
=4

Cnocob 2. CtaHgapTHbIN

BblgenuTe a4enkn ¢ JaHHbIMU, KOTOPbIE AOMKHbI MONAcTb B BbiNadaroLLni CIMCOK (Hanpumep,
HavMeHOBaHUAMM TOBapOB).

Ecnu y Bac Excel 2003 nnu ctapLue - BbibepuTe B MeHi0 Becmaeka - Ums - [Mpuceoums (Insert - Name -
Define), ecnun Excel 2007 nnu HoBee - oTkponTe Bknagky®opmynsl (Formulas) n Bocnonb3synrech

kHonkon Oucnetyep numeH (Name Manager), 3atem Co3gatb. BeBegute nmsa (MoxHo noboe, Ho oba3aTensHO
6e3 npobenos 1 HavaTb ¢ OykBbI!) AN BbiAENEHHOro AnanasoHa (Hanpumep Toesapsi). Haxmute OK.
BblgenuTe a4enkn (MOXHO cpasy HECKOMbKO), B KOTOPbIX XOTUTE NONYyYUTb BbiNadaloLLnii CNMCOK 1 BbibepuTe B
MeHto (Ha Bkraake) aHHble - [Ipoeepka (Data - Validation). V13 Boinagatowero cnucka Tun gaHHbIX

(Allow) BbiGepuTe BapnaHT Cnucok (List) n BBeanTe B cTpouky McTouHuk (Source) 3Hak paBeHCTBA U NMS
AnanasoHa (T.e. =Tosapsbl).



A | B C D E F G H
1 HamWeHoBaHWe Mecau, * Cknap MNMpopano
E_ﬂunenbcuHu - [EADE #101 000
3 |ANenkCHHE Teepant #01 | 3N 85 E ANENbCHHE .,;‘
4 |Kneu ANpent #02 | B2370E Kueu \
4 |HEnokw Deepant #02 | 20790 € Hbnokw '
B |AnentCHHE MapTt #01 | 41580 € AHIHACE E
7| SERELTY :
= SR
E MNapameTpel | CoofiweHke AnA Beoda | CoofweHke ob owkbke
11
12 |
'] 3 ¥CNoEKME MpoOEEpEM
14 | THN AaHHEE:
E ZMHCOK w MrHOPHPOBaTE MYCTRIE SHERKH
% 3HAYEHNE! CrMCoK AOMyCTHMED: SHEYEHHA
18
E MCTOqHKE
@ =TOEapkbl =k_:
21 X
22 |
23|
24
2? [ ] PACNpOCTPAHHTE MEMEHEHHA HA ADYIHE AHEFH © TEM HE YCIOEHEN
26 |
Ei L IR J [ CITMEHA
28
75 | |

Haxmute OK.

Bce! Hacnaxpantecsb!

- | m]

| Haumenoeaume Mecsay
2 |ANenkCHHEI HHeape
3 |ANENECHHE Teepant
1 KuEM Anpent
5 HEnoku Deepant
5 JANensCHHEI <3}
7| AnenecHHE
. FHEHM

AfBnokK
3 [ Ananack
[ | BaHaHk
1 C_NHELI
=

BaxHbI HioaHC. B kauecTBe NCTOYHMKA OaHHbIX ANS CNMCKa MOXET BbICTYNaTb U AUHAMUYECKUNI
MMEHOBaHHbIN AManasoH, HanpuMmep npanc-nucT. Torga npu 4ONUCbIBaHMM HOBbIX TOBAPOB K Npancy, OHKU
6y,D,yT aBTOMaTU4eCKU ,D,OGaBJ'IFlTbCFl K BblnagakoLiemMy Cnucky. ELLI,e OAHMM 4acCTO UCNOJIb3yeMbIM TPHOKOM
ONS TaKnxX CNUCKOB SIBNSIETCS CO30aHNe CBA3AHHbIX BbiNaaatoLmMX CIUCKOB (Korga coaepXKMMoe OQHOro
cnucka MeHsieTCcs B 3aBUCMMOCTM OT BblGopa B ApYyrom).

Cnocob 3. OremMeHT yrnpasneHusd



OT10T cnocob npencrtasnsieT cobon BCTaBKy Ha NUCT HOBOro o0bekTa - afieMeHTa ynpasneHuna "none co
crnvckoM" ¢ nocnenyoLLen NpUBA3KON ero K agnanasoHam Ha nucte. [lnsa atoro:

1. B Excel 2007/2010 oTtkpowTe Bknagky Paspa6oTtumk (Developer). B 6onee paHHMX BEpCUsIX - NaHENb
MHCTpyMeHTOB Popmbl (Forms) yepes meHio Bug - NMaHenn nHctpymeHToB - Popmbl (View - Toolbars -
Forms). Ecnu aTon BKNagku He BUOHO, TO HaxxmuTe kKHomnky Odomc - NMapameTpbl
Excel - donaxok OTtobpaxaTb Bknaaky Paspabotumk Ha neHte (Office Button - Excel Options - Show
Developer Tab in the Ribbon)

2. HawnguTe 3Ha4oOK BbINagaoLLEero crmcka cpeaun aneMeHToB ynpasneHusa dopm (He ActiveX!). OpneHTupyntecb
no BCNMbIBaKLLMM noackaskam - Mone co cnuckom:

AaHHBIE PeueHzWMpoBaHWe Bug PazpaboT4mk k
= i CeoiicTea E:
Ea) 3= NpocmoTp koaa p
ana | |BeTraenTe Herounue
1 - # OTopasuTe okHo

FNemMeHTsl ynpaenedna Gopmed
= fV 6
T[] AP sk

Jnend (1012 CO CNUCKOM [INEMEHT YNPAENEHWA GOPMEI]
o BV AR E
soA@2%

LLlenkHnTe no 3Ha4Ky 1 HapucynTe HeGONbLUON rOPU3OHTamNbHbIN NPSIMOYTOSIbHUK - BYAYLLINA CNINCOK.
3. LenkHnuTe No HApPMCOBaAHHOMY CMMCKY MPaBOW KHOMKOW MbILLK U BbiDepuTe KomaHay dopmart o6bekTa
(Format control). B nosBvBLIEMCS AMAnNOroBomM OKHe 3ajanTe

PMUpOBaThb CMUCOK MO Anana3oHy - BblAENNTE SYENKM C HAMMEHOBaHUSIMMW TOBApPOB, KOTOPbIE AOMKHbI MONAacTb
MUCOK
A3b C AMEMKOWN - YKaXXNTE SSHENKY Kyaa HY>XHO BbIBOAMTL NOPSIAKOBLI HOMEP BbIOPaHHOMO Nofnb3oBaTenem
SMEHTA.
MMYECTBO CTPOK CMMCKA - CKOJSIbKO CTPOK MOKa3biBaTb B BbiNagatowiem cnucke. Mo ymonyanuto - 8, HO MOXHO
TblLIE, YEro He NO3BONSAET NpeablayLLmin cnocoo.

MNocne HaxaTtus Ha OK cnruckom MOXXHO NONb30BaTbLCS.

YTo6bl BMECTO NOPSAKOBOro HOMEpa anemMeHTa BbIBOAUITOCH €ro Ha3BaHMe MOXXHO AOMONHUTENBHO

ucnone3oBaTb dyHKkumMio MHAEKC (INDEX), koTopas ymeeT BbIBOAWUTL COAEPKMMOE HY>XHOW MO CHETY SYerku
13 AnanasoHa:



F3 - Je | =MHOEKC([F5:F11;F2)

A B E () E F G H

|KnyEHma E] > 3 CBA3aHHAA AYeHKE
IHJ"IEEHHHE _I

AHaHAac
Mepcur

HaybHuka
[Mana3oH

POPMUPOBAHKA

ManwvHa ~
ExieBMEA

Emm-qmul-h|i|mn-

HepewHsa
11 AGnowK
12

Cnoco0 4. OnemeHT ActiveX

3T0T cnocob YyacTMyHO HanoMmuHaeT npegpligywnii. OCHOBHOE OTNMYME B TOM, YTO Ha NUCT gobaBnsieTcs He
anemeHT ynpaBneHus, a anemeHT ActiveX "lNone co cnuckom™ u3 packpbiBatoLLerocs Habopa nog
kHonkon BetaBuTtb (Insert) c Bknagkn Paspabotuuk (Developer):

MY JaHHule PeueHIHpoBaHWe Eng PaspaboT4mk H

b{" “f Ceoiicrea E: 7
- Q,J MpocmoTp K043 % Ma
Pexciam WcTouHue |

KOHCTPYETOpPA # OtofpasuTe okHO

k.

INemMeHTsl YN pasned ua o prMbl
=~ ZEEE

E [ Az & ablH B ] K
InemedTol ActiveX
o B AR &

ﬂ

Mone co cnuckom (3nement ActiveX)

BcTagka 3nemeHTa yNpagneHna noae co
CMMCKOM ™,

MexaHnam [obaBneHUs1 TOT e - BbiOUpaem oBbEKT U3 CNUCKa U pUCYEM ero Ha nucte. A BOT Jarnblue
HauMHaKTCA cepbe3Hble OTNUYMSA OT NpeablayLlero cnocoba.

Bo-nepBblIx, co3gaHHbIN Beinagatowmn ActiveX CnMCcok MOXET HaxXoAUTCSA B ABYX NPUHUMANANBLHO pasHbIX
COCTOSIHUSIX - PEXUME OTNagKuW, Koraa MOXHO HacTpamBaTb €ro napameTpbl U CBOMCTBA, ABUraTb €ro no
NNCTY N MEHATb pa3mephbl U - pexxnume BBoAa, Koraa eANHCTBEHHOE, YTO MOXHO - BbIOUPATb N3 HErO AaHHbIE.
MepekntoyeHne mexagy 3TMMK peXxMMmammn NPoONCXoanT C NomoLLbto kHomnkn Pexxnm KoHcTpykTopa (Design
Mode) Ha Bknagke Paspabotumnk (Developer):



AHHbIE PeLeHIMpoOBaHWE Bug PazpaboTdHk Hagcrpokw Powy:

r - = - —— ] - ~
= 1 E ?’ g?'Can:rBa E"‘ = CEOWCTER KapThl
...... = <l
}%‘# e Q,;] MpocmoTp Koga = q.'J MakeTwl pacwpeHKa
AB1Tb Fexum Wcrounuk .
- KOHCTRYKIOpa # OroepasuTe okHO *§ DBHOBWTE A3HHBIE
J3nemeHThl yNpagneHWA XML

Pexum KOHCTDYKTODa

G BENOYEHWE WAKM OTEAKYEHWE DEXMMA KOHCTRYKTOPA,

g [na nonyyeHna AoNoNHWTENbHBIX CBELEHMA HaMMITE Knasuwy F1.

Ecnu aTa kHomnka HaxkaTa, TO Mbl MOXXeM HacTpaunBaTb NapaMeTpbl BbiNaAaroLLero Crmcka, HaxaB COCeaHIo0
kHonky CBoncTBa (Properties), koTopasi OTKPOET OKHO CO CMUCKOM BCEX BO3MOXXHbIX HACTPOEK Afs
BblAeNeHHoro obbekTa:

ComboBoxl - 2 | =BHEOPWUTE|"Forms.ComboBox.1";"")
A B C D E F G H I
1
2 Properties E
3 i o — IEnman‘-uxl ComboBox -
4 Alphabetic | Categorized |
3 EnterFieldBehavior |0 - fmEnterFieldBeh; »
6 Calibri
T B =H=00000088
3 15,75
g True
0 - fmIMEModeMoCe
10 47,25 B
11
12
8
L 0 - frListStylePlain
14 0pt
15 True
16 1 - fmMatchEntryCo
Falze
17 0
18 {Mone)
19 W ioaDmirdar N1 - FrMes iweDninkarl
20

-]
-

Camble HY>XHbl€ U NMOoJ1e3Hble CBOWCTBA, KOTOPbl€ MOXXHO N HYXXHO HaCTpPOUTb:

ListFillRange - gnana3soH a4eek, oTkyaa 0epyTcs gaHHble Ans cnvMcka. BblaenvTb MbllWblo Auanas3oH OH He AacT,
HaJo NPOCTO BMMCaTb €ro pykamu ¢ krnasuatypbl (Hanpumep, JInct2!A1:A5)

LinkedCell - cBfizaHHas sidelika, kyaa OyaeT BbIBOAUTLCS BbIOPaHHbIA U3 CNMCKa SNEMEHT

ListRows - KonmyecTBO oTOOpakaeMbIX CTPOK

Font - wpudT, pasmep, HauyepTaHue (KypcuB, NOAYEPKMBAHUE U T.4. KPOME LBeTa)

ForeColor n BackColor - LiBeT TekcTta n ooHa, COOTBETCTBEHHO



Bonbwum n XUPHbIM MJ1FOCOM 3TOIro cnocoba aBnsdeTcst BO3MOXHOCTb 6bICTpOI'O nepexoga K Hy>XHOMY
3NeMeHTy B CrnncKe npu Beoae nepBbixX 6yKB C KJ'IaBI/IaTypr(!), 4yero HeT y BCeX OCTallbHbIX cnocob6oB.
an/IﬂTHbIM MOMEHTOM, TaKxe, ABNAETCA BO3MOXHOCTb HaCTpOIZKVI BM3yarnbHOro npeacrtasiieHnd (LlBeTOB,

wpudTOB U T.4.)

Mpn ncnonb3oBaHMM 3TOrO cnocoba, Takke BO3MOXHO ykasbiBaTb B kadyecTBe ListFillRange He Tonbko
OfHOMepHble Anana3oHbl. MoXHO, HanpMMep 3adaTthb Anana3oH U3 ABYX CTONMOLOB 1 HECKOMbKUX CTPOK,
yKasaB JOMNOMHUTENBHO, YTO BbIBOAUTL HY>KHO ABa ctonbua (csonctso ColumnCount=2). Torga MOXHO
nony4nTb BECbMa NpuBEKaTernbHble pe3yrnbTaThl, OKynatoLme Bce NoTpavyeHHbIe Ha AOMONTHUTENbHbIE

HACTPOWNKN yCUNnS:

A B C D E F G H
1
2 | j
3 Heanos MEHEDHCED = WMeaHoB MeHemKep
Ilempos CINOFCED
4 MeTpoe CTaMED
Tapacos MEHEDHCED
3 Muxaiinos pj'?iﬂﬁﬂﬁ'um&'.- Tapacos MeEHEOHED
& AHUKUH MypBEp MuxXaiAnoe pPYHOBOOMTEND
7 Cepzees npodasey AHUKHH S
Andpees npodasey s YPbeR
a Hasapos KypEED - Ceprees npogasetdy
4 AHOpeEB npoaasel
10 Hazapoe HYpbep
11 HprokoB aOMHHHKCTRATOoPR
12
NToroBas cpaBHUTENbHaA Tabnunua Bcex cnocobos
Croco Croco6 Cnocob Cnocob6
1.NMpumMnTNBHLIN | 2.CTaHKapPTHLIN 3.9nement 4.9nemeHt
’ ' ynpasneHus ActiveX
CnoxHocTb HM3Kas cpepHss BbICOKas BbICOKas
Bo3MOXHOCTb HacTporku wpnudTa, uBeTa u T.4. HeT HeT HeT ha
KonnyectBo oTobpakaemMbix CTPOK Bcerga 8 Bcerga 8 nioboe nio6oe
BbICTPbIN Nouck anemeHTa no nepsbiM GykBam HeT HeT HeT Aa
Heo6xoAMMOCTb NCMONb30BaHUs AOMNONHUTENBHO HeT HeT a HeT
dyHku UHOEKC =
B03MOXHOCTb CO3AaHNS CBA3AHHbIX BbiNaatoLLmx
HeT na HeT HeT
CMMCKOB

[Ipaktrueckas padora Nel1 @dopmarupoBanue 21eMEeHTOB TaOuIlbl. [ledaTs TaOIUIIBL.

Ncnonb3oBanue ctuiiei Tabauiibl 415t popMaTUPOBAHUS BCEH TAOIUIIbI

[Tocne co3nanus TabaUIIBI MOXKHO 33J1aTh JIJIs Hee (popMaTt Mpu MOMOITY CTUJIEH TaOIHUIIBI.

YcraHOBUB yKa3aTeIb MBIIIN HA OJJHOM M3 3apaHee ONPEe/IeISHHBIX CTUIICH TaOJIHIIbI,
MOXHO TIPOCMOTPETh, Kak OyAeT BHITJISAICTh 3Ta Ta0JIHIIa B TOTOBOM BHJIE.
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[enkHuTe TAONUILY, 111 KOTOPOMl TpeOyeTcs 3aaaTh (hopMmar.

B pazpnene Pabora ¢ Tabnuuamu otkpoiite Bki1agky KoHCTpyKTOD.

B rpymimie Ctvmi TaOnuil HABOIUTE yKa3aTellb MBIIIM Ha CTUIU TaOJHUII, TIOKa HE HaiaeTe
MOJIXOIAIINNA BAPHUAHT.

UT0ObI IPUMEHUTH CTHJIb K TAOJIHIIE, IIEJIKHUTE €ro.

B rpynme [Tapamerpsl cTuist TabIMIbI YCTAHOBUTE WM CHUMUTE (QIIAXKKHU PSIIOM C TEMU
AJIIEMEHTaMH TaOJIUIlbl, KOTOPbIE TPEOYETCS 0TOOPA3UTh WM CKPBITH B BHIOPAHHOM CTHJIE.

JloGaByiieHue u y1aJieHHUE paMOK
UtoObI mpuAaTh TaOIHIIE HYKHBIM BU, MOKHO JOOABUTh WIW YAQIUTH TPAHUIIBIL.
JloGaBneHne rpaHuil B TAOIHITY

B paznene Pabora ¢ TabnuuaMu oTKpoiiTe BKIaaky Maker.
B rpynne Tabnuia HaxxMuTe KHONKY BhiienuTs u BeiOepuTe KOMaHy BoinenuTs
Ta0IuUILy.
B paznene Pabora ¢ Tabnunamu oTkpoiiTe BkIaaky Konctpykrop.
B rpynne Ctuiu Tabnuil HAXKMHUTE KHOTIKY ["paHUIIbl M BBITIOJIHUTE OJTHO U3 YKa3aHHBIX
HIDKE JICHUCTBU.

Bri6epute oauH U3 BCTPOCHHBIX HAOOPOB TpaHUIL.

B rpynme ['panuiipl u 3a7MBKa HAOKMHUTE KHOTIKY ['paHUIIBI U BRIOEPUTE HYKHBIM BapUaHT.

VY nanenue rpaHul] Bo Bceit Tabinuiie

B paznene Pabora ¢ TabnuiiaMmu oTKpoiiTe BKIaaKy Maker.

B rpynmne Ta6nuia HaxkMuTe KHOTIKY BoienuTs u BeiOepuTe KOMaH1y BoinenuTs
TabHIy.

B pasnene Pabora ¢ Tabimiiamu oTkpoiiTe BKIaaky Konctpykrop.

B rpymnme Ctrnn HaxkxmutTe KHOTIKY ['paHuiibl 1 BeIOepUTE BapuaHT 0€3 TPaHUIIbI.

JloGaByieHuE TpaHUI] K OTACIBHBIM sSTYECHKaM

Ha Bxuimanke ['maBuas B rpymime AG3aim HaxxMuTe KHOTIKY [loka3aTh WM CKPBITS.

Brigenure Hy)KHbIE SUEMKH BMECTE CO 3HAKAMU OKOHYAHUS STYCUKH.
EE

B paznene PaGora ¢ Tabnuiiamu oTkpoiiTe BKIIaaky KoHCTpyKTOD.
B rpynmne Ctumm Tabnvin HaXKMUTE KHONIKY | paHHIIBI ¥ BBIOSPUTE HYKHBIN THIT TPAHHITBI.

VY nanenue rpaHull B ONpeAeIeHHbIX SUeKax



1. Ha Bknaake I'nmaBHas B rpynne A03an HaAXMUTE KHONKY [1oka3ath UM CKPBITH.

1= - = - |8 1]
EE==Ebrn
AGzall P

2. Bpipenure HyXHbIEC SYEMKH BMECTE CO 3HAKAMU OKOHYAHUSI STYEHKHU.
EER

B pasnene Pabora ¢ Tabimiiamu oTkpoiiTe BKIaaky Konctpykrop.
4. B rpynne Ctunu Tabaui HaXMUTE KHONKY ['paHuiibl 1 BeIOepuTe BapuaHT bes rpanuil.

W

OTtoOpakeHue U CKPbITUE TUHUI CETKU

JluHauu ceTKM O0TOOPaKAIOT TPAHUIIBI MEXKTY SIMCHKAMU B TaOJIMIIE, HE UMEIOIIICH TPAHMII.
Ecnu ckpbITh cEeTKY B TaOJIHIIE C 3aJaHHBIMU TPAHUIIAMH, U3MEHEHUS Oy TyT HE3aMETHEI,
MOCKOJIbKY JINHUM CETKU MOBTOPSIOT JIMHUU T'paHUIlbl. UTOOBI yBUIETh TMHUM CETKU,
CJIEAYEeT yAAIUTh TPAHULBI.

B oTnudme oT rpaHMIL, TMHUNA CETKHA OTOOPAKAFOTCS TOIBKO HA DKPAHE U HE BBIBOISATCS
MpU 1nevaty Tabiuiibl. EClii OTKITIOYUTh CETKY, TabauIa oToOpa3uTcsi B TOM BUJIE, B
KOTOpOM OHa OyJIeT HareuaTaHa.

INPUMEYAHMUE : Jlunuu ceTku HEe 0TOOpa)karoTcsi B Be0-Opaysep U B peKuMe
peABAPUTEIHLHOTO MPOCMOTpA.

OToOpakeHNe U CKPBITUE JTUHUN CETKU TAOIHIBI B JOKYMEHTE

o B paznene PaGora ¢ Tabnuamu Ha BkJajgke Maket B rpynme Ta0nuia HaKMUTE
KHOIIKY OTOOpa3uTh CETKY.

JloGaBneHue siueiiku, CTPOKH WJIU CTOJIONA
BcraBka siueiiku

1. lenxkHuTe STYEHKY ClIpaBa WIK CBEPXY OT TOTO MECTa, KyJia TpeOYyeTCsl BCTABUTh HOBYIO
SYEHKY.

2. B pazgene Pabota ¢ Tabnaunamu oTKpoiTe BKJIAIKy MakeT 1 HA)KMHUTE KHOTIKY BBI30Ba
nuanoroBoro okHa CTPOKH U CTOJIOIIBI.

3. BriOepute 0iMH U3 yKa3aHHBIX HUKE TTAPAMETPOB.

[Tapamerp JleictBue
CO CIIBUTOM BcraBka sueiiku ¢ mepeMenieHueM OCTANIbHBIX SIY€EK CTPOKH BIPABO.
BIIPABO

ITPUMEYAHMUE : B pe3ynbrare 3TOro AEUCTBUS B CTPOKE MOXKET OKA3aThC
4YEeM B JIPYTUX CTPOKax.



[TapameTp

CO CIBHMI'OM BHH3

BCTABUTH LIEITYIO
CTPOKY

BCTaBUTH IEJIBIN
cTOI0eI]

JloGaBneHue CTpoKu

JlenicTtBue

BcraBka siueiiku ¢ mepeMenieHreM siueek JaHHOTO CTOJIONA Ha OJTHY CTPOKY I
sueiKka MOMEIAeTCsl B HOBOM CTPOKE, J00aBJIEHHON CHU3Y B Ta0IHILy.

BcraBka cTpoky Haja BBIAEIEHHOU SIYENKOU

BcraBka crosnOria cripaBa OT BBIICICHHON STYEHKH

1. IllenkHute sUEMKYy B CTPOKE, HAJ HIIU MO KOTOPO TpebyeTcsi J00aBUTh HOBYIO CTPOKY.
2. B pazgene Pabota ¢ Tabnauiamu oTKpoiiTe BKIAIKy Maker.
3. BbINoJHUTE OAHO U3 YKa3aHHBIX HUKE JICHCTBUM.
o YtoObI 10OABUTH CTPOKY HAJ BBIJCICHHON SUYEHKOMN, B TPYIIIE CTPOKHU M CTOJIOIBI HAXKMUTE
KHONIKY BcTaButh BhILIE.
o YrtoObl 0OOABUTH CTPOKY MO/l BBIACIEHHOMN SYEHKOM, B TPYyMIEe CTPOKU U CTOJIOIBI HAKMUTE
KHONIKY BcTaButh HU*ke.

JloGaBieHune cToaoIa

1. IlenkHuTe stuelky B CTOJOLIE, PACIIONOKEHHOM CIIpaBa WM CJIeBa OT TOIO MECTa, KyJa
TpeOyeTcsl BCTaBUTh CTOJIOEII.
2. B pasnene Pabota ¢ TabnuiiaMmu OTKpoiTe BKIIaJIKy Maker.
3. BbINOJHUTE OAHO U3 YKA3aHHBIX HUKE JICHCTBUM.
o YtoObl 0OABUTH CTOJIOEI] CIIEBA OT BBIICJIECHHOM SIUEUKH, B TPYMIE CTPOKH U
CTOJIOIIbI HAXKMUTE KHOIIKY BcTaBuTh ciieBa.
o YtoOblI 100AaBUTH CTOJOEI] CIIpaBa OT BBIJICIECHHOM sIUEHKH, B TPYMNIIE CTPOKHU U
CTOJIOLIbI HAKMUTE KHONIKY BcTaBuTh cripaBa.

VY nanenue siueiky, CTPOKHU WJIM CTOJIOIA

1. BbINOJHUTE OAHO U3 YKA3aHHBIX HUXKE JICHCTBUM.

YT0ObI BEIIEINUTD

Sueniky
Crpoky

Crounberg

Brinmonnute crnenyroonme 1eiCTBUS

9 o ) i
[llenkHUTE NEBBIA Kpal SIYEUKH. :":

EEEE

[llenkHuTE CIEBa OT CTPOKH ‘f:;

[IlenkHUTE BEPXHIOIO JTUHUIO CETKH (T. €. BEPXHIOK IPAHUILY) CTOIOIA

2. B pasnene Pabora ¢ TabauiiaMmu OTKpoTe BKIAIKy Maker.
3. B rpynmne CTpoku U CTONOIBI HAKMUTE KHOIIKY Y JAJIUTh U BEIOEPHUTE KOMaHIy Y JaUTh
STUCHUKH, Y JaTUTh CTPOKHU WU Y JaJTUTh CTOJIOIIBI.

OObenuHeHNE U pa3OUeHUE SUYEEK
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OO0ObeanHEHNE TYEEK

JIBe wim OoJiee sTYeHKH, PacIoIOKCHHBIC B OJHOW CTPOKE WIIM B OJTHOM CTOJIOIIE, MOXKHO
o0beAMHUTH B 0JIHY. Hanpumep, MOKHO 00bEeITUHUTH HECKOJBKO SYCCK B OJHOM CTPOKE
JUISL CO3JaHMs 3ar0JI0BKa TaOJIMIIBI, OOIIETO IS HECKOJIBbKUX CTOJIOIIOB.

. UTOOBI BBIAEIUTD SIYEUKHU, KOTOPbIE HEOOXOUMO O0BEIUHHUTD, IEIKHUTE JIEBYIO TPAHUILY

OJIHOW M3 HUX M MPOTAIIUTE yKa3aTelb, YACPKUBAs HAKATOW KHOMKY MBIIIH, IO HY>KHBIM
A4erKam.

B rpynne Pabota ¢ Tabnunamu Ha Bkiagke Maket B rpynie CiusiHue BIOepUTe
koMaHay OObEeIUHUTH STYCHKH.

PaszOuenue sueek

Brinenure oqHy WM HECKOIBKO SIU€EK, KOTOpbIe TPEOYyeTC s pa3/ieauTh.

B rpynne Pabota ¢ Tabnuniamu Ha BkJiagke Maket B rpynie CiusiHue BIOepUTe
KoMaHay Pa3znenuts sstuerku.

BBeaurte uncio cTosnlIoB U CTPOK, Ha KOTOPOE CIEIYET pa30UTh BbIJICJICHHBIC SUCHKH.

HOBTOpeHI/Ie 3arojJoBKa Ta6J'II/I]_II>I Ha IOCICAYIOMHUX CTpaHHuIax

[Ipu paboTe ¢ 0OYeHb ATMHHBIMU TaOJUIIAMU WX MPUXOAUTCS pa3OMBaTh HA YACTU B MECTax
pa3phIB CTpaHUlIbl. B 3TOM ciiydyae MOKHO HaCTPOUTH TAOIUILy TaKUM 00pa3oM, 4TOObI
3aroJI0OBOK TaOJIMIIbI IOBTOPSAJICS Ha KaXKJI0M CTpaHHUIIE.

[ToBTOpSIFOTIIMIECS 3aTOJIOBKH TAOIHIIBI OTOOPAKAIOTCS TOJIBKO B PEKUM Pa3METKH U B
HaIreyaTaHHOM JIOKYMEHTE.

Boienure cTpoky (CTpOKH), COCTABISIONINE 3aroJIoBOK. BoiieneHHbll (pparMeHT A0KeH
BKJIIOYATh MEPBYIO CTPOKY TAOIUIIBI.

B paznene Pa6ora ¢ Tabnunamu Ha Bkiajake Maker B rpyrire /laHHbie BbIOEpUTE
KoMaHy [IoBTOpUTB CTPOKH 3aroJi0BKOB.

INPUMEYAHMUE : B Microsoft Word 3aroioBku TaOauIIbl TOBTOPSIOTCS B MECTaxX
aBTOMATHYECKOTO pa3pbiBa cTpaHuil. Eciiu pa3pbiB cTpaHUIlbl BCTaBJIEH B TaOIUIlY
BPYYHYIO, 3ar0JIOBOK HE TTOBTOPSIETCHI.

VYnpaBnenue pazoreHrneM TaOaUIbl HAa YaCTH

[Ipu paboTe ¢ 0OYeHb ATMHHBIMU TaOJULAMU UX NPUXOAUTCS pa30MBaTh HA YACTU B MECTax
pa3pbIB cTpaHuLbl. ECiau pa3peiB CTpaHUIBI OKA3aJICs B JUIMHHOM CTPOKE, 4YacTh ATOU
CTPOKH I10 YMOJIYAHUIO IEPECHOCUTCS HA CIEAYIOIIYIO CTPAHULLY.

YtoOnI peACTaBUTh B HY>)KHOM BHJIE JJAHHBIE, COJIepKAIecs B TabIulle, 3aHUMArOIICH
HECKOJIbKO CTPAHMII, BHECUTE B 3Ty TaOJHUILy COOTBETCTBYIOIINE U3MEHEHHUSI.

[leyaTs Bcell CTPOKM TaOIUIBI HA OAHOW CTpaHULE

IllenxkaNTE B TFOOOM MECTE TaOIUIIBL.
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. B paznene Pabota ¢ TabnuiaMmu oTKpoiTe BKIaaKy Maker.
. B rpynne Tabauna Haxxmute kHonky CBOMCTBA U OTKpoiiTe BKiIaaky CTpoka.
. CHumuTte (naxok PazpemnTs nepeHoc CTpoK Ha CIAEAYIONIYIO CTPaHUILY.

3aianre MecTa MPUHYIUTEILHOTO pa3pbiBa TAOIHIIBI HA CTPAHUIIBI

. Beigenurte cTpoky, KoTopas J0JKHA ObITh HaleyaTaHa Ha CJIeAYIOIIeH CTpaHule.
. Haxxmure xnasuinu CTRL+ENTER.

Hacmpoiiku neuamu

UYtoOsI OTKPBITH HACTPOIKK TieuaT B Excel, mepeiaute Bo Bkinanky daiij, B 1eBOM
nanenu BeiOepuTe nyHkTIleuaTs. CeBa Bbl yBUAUTE OKHO C OCHOBHBIMHU HACTPOMKaMH 1
MpeABaAPUTEIbHBIM IPOCMOTPOM JIOKYMEHTA, KOTOPBIA OyAET OTIPABIICH HA TIPUHTED.

m famvan  Jmama Fmeercsopsscid Ctpmte See Prumcazzmiss By Pupsfamoe (7]
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Yro0Osl pacnieyararb JOKYMEHT, HAXMuUTE KHONKY Iledars.
Ymo neuamams?

JaBaiiTe Tenepb pazdepemMcsi ¢ HaCTPOKMKaMH, KOTOPBIE MO3BOJISIIOT YKa3aTh IPOrpaMMe,
4TO nevararhb. [lepBast onuus HaCTPOEK MO3BOJISIET ClIeTaTh BEIOOP U3 Tpex

nyHkToB: Hameuarars akTuBHbIe JTUCThI, Haneyarats Bcro kuury u Hanmeyararp

Bbl/I€JICHHbIN (PpaArMeHT.
Hacrpoiika

Hane4yaTaTk aKTUEHEIE NMCTEI
Haneyatate TONEKD AKTWBHBIE NWCTEI

HaneyaTaTh aKTHBHBIE NWMCTHI
HaneyaTaTe TONBKD AKTUEHEIE AWCTE
Hane4yaTaTbh BCHD KHAIY

| Hane4aTaTk BCH KHKMY

HaneuataTk BbIGENEHHLIW parmeHT
=1 =
HanevyaTaTk TONBKD EBASNEHHBIA $parMeHT

MrHopypoEaTe 0BNACTE NEYATH
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OOparure BHUMaHHUE, YTOOBI pacreyaTaTh HECKOJIbKO JIUCTOB padoyell KHUTH, BBIIEIUTE
HEe0OXO0AMMBbIE JTUCTHI, yep:kuBas kinapuiny Ctrl, Beioepute nynkt Hameuararh
AKTHBHBIE JIMCTHI U HIEIKHUTE KHONKY Ilevars.

Yoeprcitbas namcamodl kaabuvwy Crl,
nocdedobomettio-Brd ipailme leppls

omopue oot preranans/

» W | Main Jan ~Feb , Mar %]
[Ipu BeiOOpe myHnkTa Hanmewarats BblaedeHHbIN pparmenT, Excel pacneuaraer te

ﬂ‘—ICﬁKH, KOTOPBIC ObLTH BbIACJICHBI HA MOMCHT IICYAaTH.

00HOCMOpPOHHSIS1 / 08YXCMOPOHHSISI NeYaMb
H@KOTOpBIe IMPHUHTCPBI TOAACPKUBAOT BO3MOKHOCTD I[BYXCTOpOHHCﬁ rneyaTt, YCTaHOBKH
KOTOPOM MOKHO TakKe yKa3zaThb B HacTpoikax Excel.

GAHDCI’GPDH HAA NEYATE
-
MNeyatate TONBKD Ha I:I,ﬂ,HI:Iﬁ CTopoHE NUCTa

OAHOCTOPOHHAA NeYaTh
MeyataTe TOALKO HA O4HOW CTOPOHE AKMCTE

D JBYCTOPOHHAA NEYaTh

= MNepeEopadyWEaTE CTPAHWLE OTHOCMTEAEHD ANWHHOMD Kpas

l:| JBYCTOPOHHAA MEYaTh

MepeEOpaYMEaTE CTRAHKWLE OTHOCWTEABHO KOPOTKOrD Kpas

ITocne HECKOIBKUX DKCIIEPUMEHTOB CO CBOMM IIPUHTEPOM OTHOCUTEIIBHO IIEPEBOPOTA 10
JUIMHHOMY KpParo WM KOPOTKOMY, HUKAKOW Pa3HUIBI 1 HE YBUIEN, IOITOMY CHEIA
BBIBOJI, YTO JIAHHBIN BRIOOP HA PE3YIbTAT BBIJIAYM MOETO MPUHTEPA HE BIIHSCT.
PexoMeHay10 MO3KCIIEpUMEHTUPOBATh BAM CO CBOMMH IIPUHTEPAMU U IOCMOTPETH, YTO
ITOJTYy4aeTCs.

Pazobpamb no konusim
B ExcelmpucyTcTByer HacTpoliKa, ITO3BOJISIONIAs pa3o0paTh / He pa3OupaTh M0 KOMHIM
JOKYMEHTBI TIPH TI€YaTH HECKOJbKHX KOIUK OJHOTO JIOKYMEHTA.

Pazobpate no Konwam
1,23 123 123

| PasoBpatk N0 KOMAAM
123 1,23 1,23

— = He paztuparte No KonMam

E,él';‘ 111 222 333
B nepBoM ciyyae konuu JOKyMEHTOB OyayT HameyaTaHbl ociaenoBaTenbHo. CHavana
OyIlyT pacrieyaTaHbl BCE CTPAHUIIbI IEPBOM KOMHH, 3aT€M BTOPOH, TpeTel u T.4. Bo
BTOPOM, CHayaJia Oy/1yT Harle4aTaHbl BCE KOIMU MEPBOIl CTPAHULIbI, 3aTEM BTOPOM, TpETEn
U T.J.
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OpueHmayust doKymeHma

BBl MOKeTe MepeKiTouaThCss MEKy KHHKHOM OpHEeHTAIKMEH (00JIbIe CTPOK, HO MEHBIIIC
CTOJIOIIOB BMECTUTCSI Ha JINCT) U alIbOOMHOM opHeHTaIen (00JIbIine CTOI0I0B, HO
MEHBIIIE CTPOK).

‘ _| KHuxHaR cpueHTaumna -

- KHW#HaA opreHTaLmMa
| =| ANbBOMHAEA OpUEHTALKMA

Ilos51 neuamu
UT0OBbI HACTPOUTH MOJISI TIEYaTH, MOKHO BOCIOJIb30BATHCSI OJTHUM U3 JIBYX CIIOCOOOB:

1. BeiOparb 0JiuH U3 MpeayCTaHOBIEHHBIX Pa3MEPOB MOJIEH U3 CIIUCKA

"ﬂ{ﬂEAH'EE NoNb30EaATENBCKOE FHAYEHWE

EepxHes: 1.9 cm HuxcHee: 1.9 cm
: lNegoe: 1,58 cm Mpagoe: 1.8 tm
B.konoHTUTyn: 0.8 M H.konoHTHTYA: 0.8 M
ObBIYHbIE
EepxHes: 191 cm HuxcHee: 1,91 tm
lNegoe: 1,78 cm Mpagoe: 1,76 tm
BE.konoHTuTyn: 0,76 cm H.konoHTuTyR: 0,76 cm
Lnporme
EepxHees: 2,54 cm HuxcHee: 2,54 tm
lNegoe: 2,54 cm Mpagoe: 2,54 tm
B.konoHTuTyn: 1,27 cm H.konoHTuTym: 1,27 cm
Y3ume
EepxHees: 191 cm HuxcHee: 1,91 tm
lNegoe: 064 cm Mpagoe: 0,64 tm
BE.konoHTuTyn: 0,76 cm H.konoHTuTym: 0,76 cm

Hacrpavsaemele nona...

| MocnegHwe HAaCTpauBaEMEIE NOA
] Neece: 1,58 cm [Mpasoe: 1.8 cm

2. Bpyunyto HacTpouTs nosis. [jist 9T0T0, MIETKHUTE B HIPKHEM MPABOM YTy OKHA
npeaBapuTensHOTo MpocMoTpa nkoHKY Iloka3zats nmods. [locne Toro, kak
Excelorobpasut mossi, meperamure ux, Kak BaM He0OXOAMMO.

| | | |
Pefmrany Mossmaramns 4 MoscamTen
Frsape 1510 1044
Senpans 1542 1B77
MapT 1335 1038
Anpens 1135 1574
I 1955 1857
Memeie 1882 1708
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MacwumabupogaHue

MacmrabupoBaHue MO3BOJISCT HACTPAUBaTh pa3Mep IMeUaTaeMbIX 00bEKTOB, TAKUM
o0pa3oM, 9TOOBI MaKCUMaIhHO 3P (HEKTUBHO UCTIOIH30BATh MPOCTPAHCTBO JUCTA. ECIiN BBI
XOTHUTE, YTOOBI BCs MH(OpMaIus pabodero TUCTa yMECTHIIACH HA OHOM OyMa)KHOM
nucte, BoiOepuTe BnimeaTs JimeT Ha oaHy crpanuny. Takum o6pazom, Excelmoaronur
pa3Mep TabJIUIIBI TaK, YTOOBI BCE CTPOKU U CTOJIOIBI YMECTHUIIUCH B OJIUH JIUCT.
YacTHOCTHIO IaHHOM OTIIIHH SIBJISIETCS] BO3MOYKHOCTD BIHCATh BCE CTOJOIIBI MU CTPOKH Ha
onHy cTpanuily. B atom ciydae ExcelOynet nmpeoOpa3oBeiBaTh pazmep TaOIUIbI TAKUM
o0pa3oM, 9TOOBI BMECTHTH paciiedaThIiBAeMYI0 00JaCTh IO ITUPUHE WX BHICOTE HA OJHOU
CTpaHHIIE.

j j Texyu WA

MeYaTe NMCTOE C hAKTUYECKUM PASMEDOM

& Bnucate NWCT Ha OAHY CTPaHMLLY
*}j‘#' ¥MeHEWeHWE pacneYyaTEn Tak, YTOoBE OHa NONHOCTER
MOMEWANACE HA3 0AHOM CTRaHWLLE
¢j¢ Bnwucate BCe cTONBUB HAa OQHY CTPAHWLLY
a ¥MeHELWeHWe pacneyaTEn Tak, YToBE OHa NONHOCTERD
MOMEWANACE HA3 0AHOA CTRAHWULE NO WHPHHE
& BnwucaTte BCe CTPOKK Ha OAHY CTPaHMLLY

T;_ ¥MeHbWEHWE PACNEYATEN TakK, 4TOGH OHA NOAHOCTEHD
noMelwanace Ha CI,.'.'I,HCIIH CTpaHWUe No EeICOTE

MapameTpbl HACTPAWBAEMOr0 MACWTABMPOBAHKWA...

J j TeryLrii .

[100] Meuath AMCTOR © haKTUYECKMM pasMEpOM

OOparure BHUMaHHUE, YTO Bbl MOKETE BPYUHYIO HACTPOUTH TapaMeTphbl
maciuradbupoBanus. st atoro menkHuTe 1o Bkiaake [lapamerpsl HacTpauBaeMoro
MacmTadupoBanus. B nossusmeMcs quanorosom okHe Ilapamerpsl cTpaHunbl BO
BkJaake Ctpanuna -> Macmra0, Bbl MOXKETE yKa3aTh IPOLEHT MaciITada, JInbo
KOJIMYECTBO CTPAHUIL I Pa3MEILCHUS PaclieyaTKU B IUPUHY WIH BBICOTY.

Ileuamwb npumevaHuti 8 Excel

YroObl pacnieyarath NpUMEUYaHusi, B OKHE HACTPOEK Me4aTu, BIOEpUTE

BKiaaky Ilapamerpsl ctpannnebl. B osBUBLIIEMCS TMAIOTOBOM OKHE MEPEUIUTE BO
Bki1aaky Jluer — I[euats. Hanpotus nosnst [lpumevanusiBbiOepuTe OJJHY U3 TPEX OIIIHIA
BO3MOYKHOCTH BBIBOJIa Ha TIe4aTh npuMeudanuii Excel.

MPUMEYEHIAA!

OWMBKI AYeek Kak: |
= B koHue nucTa

KaK Ha n1cTe

[TpaxTrueckas padorta Nel2 IIpoBenenue pacueToB u noucka nHGOpMaLuu B
AIIEKTPOHHOM TaOJIHIIE C UCTIOIB30BAaHUEM (POPMYJ, PYHKIIHMA U 3alIPOCOB
1. Iouck oannwix.

Komanna [IPABKA - HAUTU

B mosie BBOs1a BBECTH HyXHBIE CUMBOJIBL. J[J1s 3amaHus 1m1a0jI0HAa TTOMCKA MOYKHO
HUCIIOIb30BATh CUMBOJIBI * U ?
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* MacKupyeT MPOU3BOJIBHOE YHCIIO CUMBOJIOB.

? mpexacraBiseT 000 EIWHUYHBIA CHMBOJ B TOM JK€ TO3WIHMH, B KOTOPOM
HaXOJIUTCA CaM 3HaK BOIpoOca.

JU1s moncka HEeMmoCcpeACTBEHHO CUMBOJIOB * M 7 Mepe] HUMH HYKHO CTaBUTh 3HAK

Ecau HY’>KHO OCYHICCTBJIAAITH INIOMCK B 3aJlaHHOM AWAIla30HE, TO IICpCA HadYaJIOM
IMOMCKAa HYKHO BBIACINUTL 3TOT JHAITa30H.

Ecnum mouck Hy>KHO POU3BECTH BO BCEW KHUIE, a HE HA TEKYILIEM JIUCTE, TO HYKHO
Haxath KHONKYy I[IAPAMETPBI u B cnucke MCKATDH ycranoButh 3HaueHue B
KHUT'E.

Ota KOMaH/Ja TakK K€ IMO3BOJIICT IMPOU3BOANTD U 3aMCHY OAHUX NAHHBIX Ha APYTHC.

2. Copmupoeka 0aHHbIX.

Copmupoeka — 310 criocod ynops0ouuBaHus sueek 1o 3HaueHusiM. Jlanubie B 3T
MOKHO COPTHPOBATh IO BO3pPACTAHUIO WM YObIBaHHUIO B aji)aBUTHOM TMOPSJIKE, MO
JaTam WIH 10 BEIUYUHE YUCE.

VYnopsiourBaHue JaHHBIX IO BO3PACTAHMIO WJIM 1O YOBIBAHHUIO TIO3BOJISIET
COCTaBIISATh aN(aBUTHBIE CIUCKAa TOBApOB B HAKJIaJAHBIX, CIHUCKU (haMUIui
COTPYJIHHUKOB U T.II.

]_IJIH KOppGKTHOﬁ COPTHUPOBKH H€06XOIH/IMO MMpCaACTAaBUTHb JAaHHBIC B BUJIC CIIMCKA.

Cnucok — 310 HabOp CTPOK paboyero JUCTa, KOTOPhIE COAEPKAT JaHHBIE OHOTO
tumna. Hanpumep, cBeeHUsT O COTPYIHMKAxX OTJieNia, CBEJICHUsI O TOBapax Ha CKIaje.
Jlns mosydeHus CIHUCKa HYKHO BBIJICNIUTH 00JIACTh JAHHBIX TaOJIUIBI BMECTE C
3aroJoBKaMu CTPOK U CcToyIONoB. st y00CcTBa BBIMOJHEHHUS OBICTPOM COPTHPOBKH
MOYKHO IMOMECTUTh 3TOT CIIMCOK HA OTJEIbHBIN JIUCT.

Ilopsaook nposedenus copmupoexu.

1. [TomecTuTh TAOIMYHBIN KypcOp B 001aCTh TaHHBIX.

2. Boibpars komanay mento COPTUPOBKA.



3. YcTaHOBUTH apaMeTpbl COPTUPOBKHU (AOMYCTUMO UCIOIB30BATH 3 YPOBHS
COPTUPOBKH). B packpbiBaronuxcsi CuCcKax AUajoroBOro OKHa BbIOpATh Ha3BaHUs

C

CTOJIOIIOB, 110 KOTOPBIM OYJET IPOBOJAUTHLCS COPTHUPOBKA.

4. Haxatr OK.

PaccmoTtpum coptupoBky B Tabnuiie PuiabMbl. XIS :

KOTOpasi COACPKUT 64 CTPOKH)

(3T0 (pparMeHT TaOIMIBI,

LleHa 3a

Koa | MarasuH Kanp HaseaHue dunemMa eAVHNLY
11013 Kuromob  BoeBuk TepmuHaTop 40
3489 Meramaxc pama AEeCTAHOR KyDoK 35
5073 Meramakc  [PunNeM pracoB [3akaT-yDemue BamMnupos 32
5865 Hawe wHo  [®aHTacTVKE 3BE30HLIE BOWHL 52
2697 KuHomob BoeBuk BOWHOW yaap a0
6063 KuHomof  duneM wkacoe  MCTEMHCKWE BelbMbl 35
10221 Hawe kiHo  Komeans Ceaarba B WManuHoBke 50
4479 Hawe kHo  Komeauns 38 ABOomMa 3aiLAMK 39
4875 KuHoriof  |[duneM wracoe  [3akar-yGeswuile BaMnMpoR 32
1113 [Cvne PUnbM wracoe  |ApMUA TeMBI 25
3687 Hawe maHo  |[Opama PHECTAHOW KyGoK 35
8637 KuHomob pama o poanem 54
11805 |CTuns pama YONN-CTPMT 35
4083 KwHomot  Komenus 3a ABOMa 3aiLAMM 39
6261 Meramakc  dunem wracoe  MICTEMHCKME EeflEMbl 35

[TomyuuwMm crienyromuid pe3ynbTar:




Koa MarazuH XKaup HazepaHue punema. LieHa 3a
__________________ i ] eAUHMLY
| 2697 KuHonob BoeBuk BOAHOA yaap 30
| 11013 Kuroniob _[Boesmk TepMuHaTop |40

123 KuHon6 Hparaa ANTEYHEIA KOBGOK | 25
8637 Kuromob  [pama MNoa poanem ' 54
1211 KuHonwb Komegna BnnzHeUg | 30
4083 Kuromiob  Komeana |38 ABOMA 3aiLIAMU |39
[ 9525 KiHonob Komegna _eansba B ManwHoBKe 50
| 12003 KuHomob Fomegua LensMeHKO 0 HLLWK 10
5855 KuHomob PAHTACTUKA Kocrryeckas nonvuma 30

| 8241 KuHoniob danTacTuka  Hasan e npownoe 50
717 KuHorob DUNEM YHACOB  [APMUA TeMEI ' 25
4875 KuHomiob PUNEM WHaCcoB  [3akaT-yoemuile BaMrupoB 32
6063 KuHomob Dunem yacoe  MICTBMHCKKE Belbibl - 39
2895 Meramakc  BoOeBMK BOWHOMA YD | 30
221 Meramake | [pama ANTEYHEIR KoBBoR ' 25

JlanHble B TaOJMLIEe YNIOPSAAOYMINCH B MIEPBYIO OYEpPEb MO HA3BaHUSIM Mara3uHoOB,
BHYTPH KaXX/I0I0 Mara3uHa — 10 KaHpaMm, B Ka)KJJOM KaHpe — 10 Ha3BaHHIO (QUIIbMa.

[IpeumyiiecTBOM JaHHOW COPTUPOBKH SIBISACTCA TO, YTO YMOPSIOYHUBACTCS
uH(pOpMaIUs HE TOJHKO B OTIETHOB3ATHIX CTOJIONAX, HO M BCS CTPOKA C JaHHBIMH
MepeMeIaeTcsi BMECTE CO 3HAUYEHUEM BBIOPAHHOTO CTOJIONA.

3. Ucnonvzoeanue hunompoe.

OunbTpbl MUCHOJB3YIOTCS IS BbIBOJAA HA 3KpaH TOJBKO TOW YacTH JAHHBIX,
KOTOpBIE YJOBIETBOPSIOT 33IAHHOMY KPUTEPHIO.

Ilopaook ucnonvzosanua asmogunompa.
1.IToMecTuTh TaONMMUYHBIN KypcOp B 00JIaCTh JAHHBIX TAOIUIBI.

2.Beibpats komanay merio JIAHHBIE - ®UJIBTP - ABTODUJIBTP.

3.Ilociie 3TOro B 3aroIOBKE Ka)KAOro CTOJIOLA MOSBATCS 3HAYKHM PACKPBIBAIOLINXCS
CIIUCKOB.

4.BwiOpaTh KpuTepHil GUIBTPALIUN U3 CIIHCKA.

Kpumepuu npumenenus punvmpoe.



Kopg MarasiH Haup Ha
= | ]

2697 KuHonwo® S e e | TnoliHOl
11013 KnHonmo© e | TEPMHH
123 KuHonio6 s AnTeuHs
8637 KuHonio6 poy Moa pos
1311 KuHonio6 S oY BansHel
4083 KuHonwo6 e T 3a gsow

Mon L3I0BATENLCEHA aBTOPMA LTR

foweercae —— His &

1.MoxHO BBIOpaTh KOHKPETHOE 3HAYCHUE W3 HWKHEH YaCTH PACKPBHIBAIOIIETOCS
CIIUCKA, TOTJIa Ha KpaHE KOMIIBIOTEpA OCTAaHYTCS TOJBKO CTPOKH, COJEPIKAIIHUE 3TO
3HAaYE€HUE B JJAHHOM CTOJIOIIE.

2.(ITepBeie 10...) MoxxHO BBIOpaTh TOJNBKO TepBbIe 10 (XOTS 3TO KOJIUYECTBO
MO>XHO M3MEHUTH B TMOSBHUBIIEMCS JHATIOTOBOM OKHE) HAMOOJBIUX WM HAaWMEHBIINX
SJIEMEHTOB CTOJIOLIA.

3.(YcnoBue...) D10 HauboJiee HHTEPECHAsE BO3MOXKHOCTh YCTaHOBUTH (PriibTp. [lpu
BBIOOpPE ATOTO KPUTEPHSI, MOSBISETCS TUATOTOBOE OKHO, B KOTOPOM MOKHO YCTaHOBHUTH
YCIIOBHS Ha BBIBOJ JAHHBIX HA SKPaH:

s kaxcdozo cmoabya MONHCHO YCmMaHasAu8ams C80U Kpumepuu @Guabmpayuul.

CozdaHue (¢popmuposaHue) 3anpocos
3anpoc (query) — 3TO CpeICTBO BBIOOpa HEOOXoauMOM HHGOpMaIUU K3 0a3bl JTaHHBIX.
Bormpoc, chopmupoBaHHbIii 110 OTHOIICHHUIO K 0a3€ TaHHBIX, U €CTh 3ampoc. [IpuMenstorces
aBa THMa 3anpocos: mo oopasiyy (QBE — Query by example) u cTpyKTypUpOBaHHBIHN S3bIK
3ammpocoB (SQL — Structured Query Language).
QBE - 3anpoc nmo odpa3iy — cpeacTBO IS OTBICKaHHsI HEOOXOIUMON WMHGpOpMAIN B
0a3e gaHHbIX. OH OpMHUPYETCSI HE Ha CHEIUATIBLHOM SI3bIKE, a MyTEM 3aIlOoJIHEHUs OJlaHKa
3anpoca B okHe KoHCTpyKTOpa 3arpocoB.
SQL - 3ampochl — 3TO 3ampochl, KOTOPbIE COCTaBISIOTCA (IPOrpaMMHUCTaMH) U3
nocnenoBatenbHOCTH SQL — HHCTPYKIMA. DTH MHCTPYKIIMHU 33/1a0T, YTO HAJO0 CIIEJIATh C



BXOJIHBIM HAa0OpOM JaHHBIX U T€HEepaluu BbIXOAHOro Habopa. Bce 3ampockl Access
ctpout Ha ocHoBe SQL — 3ampocoB, 4TOOBI MOCMOTPETh MX, HEOOXOJAUMO B AKTUBHOM
OKHE TIPOSKTHPOBAHUS 3alpoca BHIOJHUTH KoMaHTy Bua/SQL.
Cy1iecTByeT HECKOJIBKO THIIOB 3allPOCOB: Ha BHIOOPKY, HA OOHOBJIEHWE, HA J00aBJICHHE,
Ha yJajeHue, NepeKpecTHbI 3ampoc, co3aanue Tadnaun. Hambonee pacnpocTpaHeHHBIM
ABJISIETCS 3aIIPOC Ha BHIOOPKY. 3ampochkl Ha BEIOOPKY MCHOJB3YIOTCS JJisi 0TOOpa HY>KHOU
MoJIb30BaTeNI0 MH(pOPMAIK, cojepxailerica B Tabnunax. OHU CO3MAIOTCS TOJIBKO st
CBSI3aHHBIX TaOJIHII.
Co3nanme 3anpoca Ha BbIOOPKY ¢ moMmoub0 Macrtepa
[Ipu co3manun query HEOOXOAUMO OTPEIECTUTh:

= 1ot B 6a3e TaHHBIX, 10 KOTOPBIM OYJET UATH MOUCK HHPOPMAIINH;

= MpEeIMET MOUCKa B 0a3e JaHHBIX;

* [I€pEeYeHb MOJIEH B pe3yJbTaTe BBIIOJHEHUS 3apoca.
B okne 0a3a maHHBIX BBIOpATh BKIIAJIKY 3ampOChl M JBAXKBI MICIKHYTh Ha MAKTOTPAMME
Coznanue query ¢ MoMOIIbI0 MacTepa, MossBUTCs OKHO Co3AaHue MPOCTHIX 3aIPOCOB.

ED:I,EMHHE NpoCThiX 3anpoCcoB
BefenHTe MONA AR 34NpoCa,
PE g —
@ === AorryCrssTea Befop HERoNErHs TaBmI MM 3AMPOCoE,

faTa posaeHHa
FecTo pow peHHs

i [ danes = ][ CoToED ]

Puc. 1.
B okxne Mmactepa BbIOpaTh HEOOXOIUMYIO Tabnuily (TaOMUIly - MCTOYHHMK) W3 OIIMHU
Tabnuiel W 3anpockl U BbIOpaTh MOJsi AaHHBIX. Eciu query dopmupyeTrcss Ha OCHOBE
HECKOJIbKUX TaOiul], HEOOXOAUMO TMOBTOPUTH JACUCTBUS MJi1 KaxkAOW TaOMUIBI —
HMCTOYHUKA.
3aTeM B okHe Macrepa Haj0 BbIOpaTh MOJPOOHBIM WJIM UTOTOBBIM OTYET U IIECIKHYTh Ha
kHorike Jlanmee. I[locie »3Toro HeoOXOIMMO 3aiaTh MMs 3ampoca W BbIOpaTh OJUH W3
BAPUAHTOB JanbHeWmero aeictBus: OTKpBITH query Uil MPOCMOTpa AaHHBIX WIH
N3MeHuTh Maker 3ampoca M Haxarb KHOINKY l'oroBo. B pe3ynprare uero mnosyuyure
TOTOBBIM query.
Co3nanme 3anpoca Ha BbIOOPKY ¢ nomombio Koncrpykropa
C noMoIIp0 KOHCTPYKTOPa MOKHO CO3/1aTh CJIEAYIOIINE BUIbI 3alIPOCOB:

1. IIpocron.

2. Ilo ycnosuro.



3.
4.
5.

AN ot e

[TapameTpuueckue.

Hrorossle.

C BBIUKCITSIEMBIMU TIOJISIMHU.

Yro6s! B3BaTh KOHCTpYKTOp 3ampocoB, HEOOXOAUMO MEPEHTH B OKHO 0a3bl NaHHbIX. B
OKkHE 0a3za JaHHBIX HEOOXOJIMMO BBIOpaTh BKJIAAKY 3ampochl U ABAXKAbl IIECIKHYTh Ha
nukrorpamme Co3paHue 3ampoca B pexuMe KOHCTpykropa. [losiBUTCS aKTMBHOE OKHO
JloGaBnenue Tabnuibl Ha (POHE HEAKTUBHOTO OKHA «3aIpoc: 3ampoc Ha BEIOOPKY.

B okne JloGaBieHue Tabuuibl cieayeT BbIOpaTh TAOIUIy — MUCTOYHHK WJIM HECKOJIBKO
TaOIUIl U3 TPEACTABICHHOIO CIIHMCKa TAOJMIl, HA OCHOBE KOTOPHIX OYJIET MPOBOIUTHCS
BbIOOp JaHHBIX, M IIEJKHYTh Ha KHomke JloOGaButh. Ilocie 3TOro 3akpbiTh OKHO
JloGaBieHre TabauIbl, OKHO «3ampoc: 3arpoc Ha BRIOOPKY» CTAaHET aKTUBHBIM.

OxHo KoHCTpyKkTOpa COCTOMUT M3 JABYX 4YacTed — BEpXHEW M HWKHEW. B BepxHel dactu
OKHA pa3MeIIaeTcsl CXeMa JAaHHBIX 3ampoca, KOTopas COJAEPKHUT CIHCOK Talnul —
MCTOYHHUKOB U OTPAXKAET CBSI3b MEXK/Y HUMH.

B nmxneit yactu okHa Haxoautcs biank nocrpoenus 3anpoca QBE (Query by Example),
B KOTOPOM Ka’KJ1asi CTPOKA BBIMOJIHSAET ONPEACICHHYIO (PYHKIUIO:

[Tone — yka3pIBaeT MMEHA MOJIeH, KOTOPbIE YYACTBYIOT B 3ampoce.

Nms TaGnuiibl — uMst TaOIUIBI, ¢ KOTOPOW BEIOPAHO 3TO MOJIE.

CopTHpoBKa — yKa3bIBA€T TUIT COPTUPOBKH.

BbiBoz1 Ha 3KpaH — ycTaHABIMBAET ()IaKOK IPOCMOTpA MOJIs Ha SKpaHe.

VYcnoBust orbopa - 3aJal0TCsl KPUTEPUU TOUCKA.

Wnu — 3a1a10TCsl TONOJIHUTEIbHBIE KpUTEpUU 0TOOpA.

& 3anpoc?2 : 3anpoc Ha BbiGopKy

Koalpynner — KoadrcuHnn HazeaHue
S —

ParKnHa KoaClTy aeHT F.on Jacos

Kita OUEHKS it

Mone:
1A TabnHUk:
COPTHPOEK.S!

BrIEDA HA 3KpaH: [] [] []

WCNoEHe oTOopa:
HIH: ™

Puc. 2.

3anpoc Ha BEIOOPKY

B okHe «3ampoc: 3anpoc Ha BEIOOPKY» € OMOILBIO HHCTPYMEHTOB (JOPMUPYEM quUETy:
Bb16path Ta0AMIly — UICTOYHUK, U3 KOTOPOU MPOU3BOJUTCS BEIOOPKA 3amKCeil.
[lepemecTuThs MMeHa mosiel ¢ ucroyHuka B brank 3ampoca. Hampumep, u3 Tabiuiibl
['pynmnsl cryaeHToB oTOykcupoBaTh nojie Ha3Banue B nepoe nosie biaanka 3ampocos, u3
tabnuipl CtyaeHTsl 0TOyKcupoBath noje @amunuu Bo BTopoe nose bianka 3anpocos, a



13 Ta0auIbl YcneBaeMocTh OTOYKcHpoBaTh mnosie OlieHKa B TPEThE MOJE U U3 TaOIUIBI
Hucuuminasl oTOykcupoBaTh nosie Ha3Banue B yetBepToe nose bianka 3arnpocos.

3agaTe MpUHLUN COPTUPOBKHU. Kypcop MbImm nepeMecTuTh B CTpoKy CopTHpOBKa I
T000ro  MoJis, TOSIBUTCS KHOMKA OTKPBITHS CIMCKA PEXKUMOB COPTUPOBKHU: IO
BO3pacTaHuio M 1o yObBanutoo. Hampumep, ycranoButh B mnojie Damumiusg pexum
COPTUPOBKH — I10 BO3PACTAHUIO.

B crpoke BBIBOJ Ha 3KpaH aBTOMATHYECKH YCTaHABIMBAETCA (JIaXXOK MPOCMOTpa
HaWJIEHHOW MH(pOpPMAIIUU B TOJIE.

B crpoke "YcnoBus" orb6opa u crpoke "Mnmm" HE0OXOOMMO BBECTH  YCIOBHUS
OrpaHUYEHHOI0 IOMCKAa — Kpurepuu mnoucka. Hampumep, B mone OuneHka BBECTH -
"otn/A", T.e. 0TOOpaxkaTh Bce PaMHIINU CTYACHTOB, KOTOPbIE IOIYUYMIIH OLICHKU OTI/A.
[Tocne 3aBepmieHUs (GOpPMHUPOBAHUS 3ampoca 3aKpbITh OKHO 3ampoc Ha BBIOOPKY.
Otkpoercst okHO auaniora CoxpaHuTh — OTBETUTH [la (BBECTH MMSI CO3JaHHOrO 3arpoca,
Hanpumep, OOpazen 3anpoca B pexume Koncrpykrop) u menknyts OK 1 BepHyThCS B
OKHO 0a3bl JaHHBIX.

i 3anpoc? : 3anpoc Ha BbiGopKy

Mone: |Haseane T-amHHAHA | OueHka [
Uina TaGmUbI [Pyl CTVARHTOE | CTYABHTEI MIMegaemicTe AHeURAHHB
COpTHROBKA:
BLB0A HE SEPaH: [#] [+] [+] [+]
Yonoene oTBopa: "aTaja”
HIH: W
< >

Puc. 3.
YToOBI OTKPHITH query W3 OKHa 0a3bl JaHHBIX, HEOOXOJMMO BBIJCIHTH MMS 3ampoca U
IICJIKHYTh KHOTIKY OTKPBITh, Ha 3KpaHE MOSIBUTCS OKHO 3aIpOC Ha BEIOOPKY € TPeOyeMbIM

HNMCHECM.
ArNnpo arpao A BbIDO[ L]
[pynnel cTygaed|  Pamunua CUeHEa HncumnanHe. H;
N -16a FpMropoe OTAA, MHtbopmaTuia
Bd-364 Iyroeoi OTRAA, MWMKpOIKOHOMK
Ed-16a [pHropoe oTniA, MeHen#MeHT
E-16a [pHropoe oTniA, MHOCTpaH AzbIK
EP-16a MpHropoE OTnfA Ky neTyponorva
BI-2660 BopoHuHa OTNAA, MHdopmatuia
#*:
Januck: E 4 | 1 E]@ M3 B
Puc. 4.

YtoObl BHECTH U3MEHEHHUS B qUEry €ro HeOOXOIUMO BBIOpATh IIETYKOM MBI B OKHE
0a3pl JTaHHBIX, BBIMOJHUTH MIEIYOK MO KHOMKEe KOHCTpYKTOp, BHECTH HW3MEHEHUS.



COXpaHI/ITB 3a11pocC, MHOBTOPUTH €TO BBIITIOJITHCHUC.

[TpaxTrueckas pabora Nel3 [loctpoenne auarpamMm v CO3JaHUE CIOKHBIX (QYHKITHI
Jdunarpammvsl B Excel

C nomompsto Microsoft 2003 M0KHO co3AaBaTh CIOXHBIE JUArpaMMbl JJI JAHHBIX
pabouero nucra. Jumarpamma — rpaduueckoe H300paKEHHE 3aBUCUMOCTH MEXKIY
BeJMUMHAMU. JluarpaMMBbl SIBISIIOTCS HATJSAHBIM CPEJICTBOM MPEICTABICHHUS TaHHBIX
pabouero mmcra. [lpuarpamMmmy MOXKHO CO3/1aTh Ha OTIEIHHOM JIMCTE WM MOMECTUTH B
KayeCTBE BHEJPEHHOI'O 00BEKTA Ha JIUCT C JAHHBIMHU.
IIpencraBiieHne JaHHBIX HA IHArpaMMe

Jluarpamma cBs3aHa ¢ JJaHHBIMM, HA OCHOBE KOTOPBIX OHA CO37aHa, U OOHOBJISETCS
aBTOMATUYECKHU MPU U3MEHEHUU JIaHHBIX.

FE. 1 FE. 2 FE. 3 FE. 4

MNnaHoEkLIE 12 33 44 a5
DakTHYRCKHE 15 35 48 G0

Eil

ED

a0
— 40 OMNnaHoOEBIE

B D3k THYeCKKHE

30 HazeaHWe pagoe

20

I:l T T T

ke.1 Ke. 2 Ke.3 Ke. 4
SHaMEHHE OCH MonAvck kaTeropui
Puc. 1.

Ochb 3nauenuit. Excel co3maer och 3HaueHW Ha OCHOBE YKa3aHHBIX JaHHBIX. B
JAHHOM cJly4yae 3HaueHHs ocu u3MeHstotrcsi oT 0 g0 70, 4TO COOTBETCTBYET 3HAUCHUSIM
STYCEK JMara3oHa Ha JIMCTE.

Ocp xareropuii (MMeHa kareropuii). B kadectBe mmen ocu kateropuit Excel
UCIIOJB3YET 3aroJIOBKA CTOJIOLIOB WM CTPOK JaHHBIX. B mOpuBeneHHOM mnpuMepe B
KaueCTBE UMEH OCH KaTeropuil 0TOOpa)KaroTCsl 3aroJIOBKU CTOJIOIIOB, COOTBETCTBYIOIINE
MepBOMY KBapTaly, BTOPOMY KBapTally U T.1.

Nmena psinoB naHHbIx auarpammbl. Excel Takke MCIoNib3yeT 3aroJiOBKU CTOJIOIIOB WIIH
CTPOK JIaHHBIX B KQ4ECTBE UMEH PSJIOB JIaHHBIX. MIMeHa psiioB 0TOOpa)katoTcsi B JIETCH/IC
auarpaMmbl. B mpuBeIeHHOM NMpUMEPE B Kaue€CTBE MMEH PSAJIOB BBICTYIAIOT 3aroJIOBKU
PSAIOB IJIAHUPYEMBIX M (PaKTHUYECKUX 3HAYCHUH.

Mapxkepsl gaHHBIX. MapKepbl JJaHHBIX OJIHOTO I[BETa MPEJCTABIISAIOT OJWH Psj JaHHBIX.



Kaxnplii Mapkep COOTBETCTBYET OJHOMY 3HAYEHHIO JAaHHBIX JINCTA. B mpuBEIeHHOM
IpUMEpPE CaMblii NPaBbli MapKep JaHHBIX COOTBETCTBYET (PaKTMUECKOMY 3HAUEHHIO 3a
YETBEPTHIN KBapTas, paBHOMY 60.
[Tonckasku. Ilpu ocTtaHOBKE yKazaTeds HajJ KaKUM-THOO BJIEMEHTOM JuarpaMMbl
MOSIBJIAETCS MOJCKAa3Ka C HA3BaHUEM dJieMeHTa. HarpuMep, py 0CTaHOBKE yKa3aTelsd Haj
JIETEH0M MOSBISAETCA MOJCKa3Ka «Jlerenmay.
Co3nanue quarpaMmsl

Uto0sl co3aaTh auarpamMmy, HEOOXOJIMMO, MPEXKAE BCETr0, BBECTH JaHHBIC IS
aarpaMMbl Ha JIUCT. 3aTe€M BBIICTUTE JIOObIE SYEHKH, KOTOPBIE COAEPKAT HUCXOIHBIC
nanHbie nuarpammbl. lanee B MeHro BcraBka BeiOepute komanmy [luarpamma wiu
Ha)XMHUTE KHOINKY Macrtep nuarpaMM Ha CTaHJAPTHOW MaHENIW MHCTPYMEHTOB. B mobom
ciydae Excel BeiBeneT Ha skpaH mepBoe OKHO MacTepa AuarpamMm. C MOMOIIBIO YEThIpEX
OKOH JMaJiora MacTep auarpamMm coodepet Bcio umHpopmainuio, Heooxoaumyro Excel mis
MOCTPOEHHUS JUarpaMMBbl.
Kpome Toro, MoxHO co3aaTh auarpaMMmy 3a OJIMH IIar Oe3 HMCIOJIb30BaHUS MacTepa
auarpamm. [Ipu coznanum TakuM ciocoOOM AMarpaMMbl UCIIOJB3YIOTCS CTaHAAPTHBIE TUIT
1 niapaMeTpbl GopMaTUPOBAHUS, KOTOPHIE TT03)KE MOXKHO U3MEHUTb.
Coznanue nuarpamMmbl 3a ofauH 1mar. Camblil OBICTpBIA CHOCOO IS CO3AAHMS JIUCTa
JIarpaMMbl, WCIIOJIB3YIOIIETO CTaHIAPTHBIA THUM JUArpaMMBbl, BBIJEIUTE HEOOXOJIHUMBbIE
JNaHHble U HaxkmuTe kinaBuily F11. B 3Tom ciyuyae nmct auarpamMmbl — 3TO JIMCT KHHIH,
COJZIEPIKAIIUN TOJIBKO TUArpaMmy.
lar 1. Bei0op Tuna 1uarpaMmel.
[TepBoe okHO quanora Mactepa auarpaMmm, npejaaraeT BeIOpaTh TUI AUATPAMMBI.

Macrep gxarpamm (war 1 13 4): THA... Elfz|

{ CTaHAapTHS HeCTaMaapTHse
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OGeretsn FHCTOMIMNE GTOODANSET
BHEMEHHA PAYAHMHED KATAFOPHA,

_[ MpocHoTp pasysTata | ||
oo |[Caanee> ] [(rerceo ]
Puc. 2.

DTO OKHO Juajora COJEpPKUT JBE€ BKJIAJIKW: OAHY JJIs CTAHAAPTHBIX WU APYTYIO IS
HECTaHJAPTHBIX TUIIOB JUArpaMM.

lar 2. 3aganue NCXOAHBIX JAHHBIX IMATPAMMBI.
Bo BTOpOM OKHE amanora mMacrepa JAuarpaMM MOXKHO 3a/aTh JaHHBIC, UCIOJIb3yEeMbIC



Excel npu nmoctpoeHun auarpaMmsl.
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Puc. 3.

Bropoe okHO nuanora Macrtepa auarpaMm MO3BOJSIET 3a/1aTh UCXOAHBIN JHANa30H
U PacnoJIOKEHHE B HEM PsJIOB JlaHHbIX. Eciu mepen 3amyckom Macrtepa ObUT BbIJEICH
JMana3oH C HCXOAHBIMU JAHHBIMU, TO OTO IMOJe OYyAeT CcoJAepXKaTh CChUIKY Ha
BBIJICJICHHBIN JUAIIa30H.
Excel BBIBOIUT MOABMXKHYIO PaMKy BOKPYT MCXOJHOTO Juama3oHa. Eciu mo kakum-To
MpUYMHAM HMCXOJHBIM JMana3oH yKa3aH HENPABUIIBHO, BBIJEIWTE HYKHBIM JHANa3oH U
BBEJUTE €r0 MPSAMO B OKHE quanora Macrepa nuarpaMm.
Excel oOblYHO BBHIOMpAET OpPUEHTAIMIO PAOB, MpeArnosiaras, 4yTo Avarpamma JOJDKHA
coJiep KaTh MEHbIIE PSAAOB, yeM Touek. [IpocMmarpuBasi oOpasel] npu pa3Hoil OpueHTAIIUN
pSZIOB, MOXHO BbIOpaTh HambOosiee 3((PEeKTUBHBIN CHOCOO OTOOpa)keHus IJaHHBIX B
CO3/1aBaEMOM JuarpamMe.
Btopoe oxHO nuamora Macrtepa nuarpaMm, Kak U IIepBOe, COASPKUT ABE BKIAIKH. UTOOBI
yoenutbes, uto Excel ucnonp3yeT nmpaBmiibHbIE MIMEHA W TUAMTAa30HbI SYECK, ISl KaKI0TO
psia JaHHBIX, MOKHO mepeltu Ha BkiIaaky Psa. Huaxwmurte kHomnky. [lanee, 4toOsbl
MEPENUTH K CIEAYIOLIEMY IIary.
Iar 3. 3aganue napamMeTpoB AUATPAMMBI.
Tperbe OokHO auaniora Macrtepa auarpamMm COIEPKHUT LIECTh BKJIAAOK. OHM TO3BOJISIIOT
3a71aTh XapaKTEPUCTUKHU OCEH, Ha3BaHUE JUAarpaMMbl U 3arOJIOBKU JIJI €€ OCEH, JIETeHY,
MOANKUCH 3HAYEHUHN B psiAax JAaHHBIX U T.1. Bce 3TO MOXXHO BBINOJHUTH MPU CO3JaHUU
IMarpaMMbl WIH MOCJIE €€ TOCTPOCHUSL.



Mactep gvarpamm (war 3 13 4): napameTphl... E :

MOAMFKH & aHHb Tabireia AarH
L Saromerm | TeH | Mkt coThH Nereraa
HazEaHHE Aarpanmel

Cice ¥ (aTeropai):

Qe 'f (3HaUeHHR):

orrar e
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|_omess || <tssan J|_gamee> | [ fomoeo j

Puc. 4.

Iar 4. Pasmemenue 1uarpamMmmsl.
Excel moxer BHenpuTh auarpamMMmy B pabOyui JUCT WJIM TOMECUTh €€ Ha
OTJIEJIbHOM JIUCTE, TaK HAa3bIBAEMOM JIMCTE THATPAMMBI.

MacTep amarpamm (war 4 u3 4): pasme... [2 X

MOMECTHTE AMArpamMy Ha McTe:

N 4|
al ) OTAENEHOM! | Amarpammaz |
—T
e
gllLE (%) MMetolemca: | v |

[ OTHEHA ][ <= Hazaa ] Hanee =

Puc. 5.
[Tocne mocTtpoeHuss uUarpaMMbl €€ MOXKHO OTPEIAaKTUPOBaTh B  PEXKUME
peIaKTHUPOBaHUS auarpamMMbl. J[JIs 3TOro HY)KHO JBaXKIIbI IICIKHYTh KHOMKY MBIIIM Ha

AuarpamMme Uin BOCIIOJIB30BATbCA KOHTCKCTHBIM MCHIO.

KAK CO3JATH CJIO)KHYIO ®OPMYJIY B EXCEL

B npuBesieHHOM HIKE IPUMEPE, MBI IPOIEMOHCTPUpPYEM, KakuM obpa3zom Excel
BBIUMCIISIET CJIOKHBIE (DOPMYJIbI, ONUPAsICh HAa MOPSAJOK BBIIIOJIHEHUS onepaiuil. B nanHOM
pUMEpE Mbl XOTUM BBIYUCIUThH BEJIMUMHY HAJIOTa C MPOJIAaXK 3a YCIYTH 110 MUTAHUIO.
YToObI 3TO OCYIIECTBUTH, 3aIUIIIEM CJIEIYIOIIEE BHIPAKEHUE B sTUCHKE
D4: =(D2+D3)*0,075. Ota popmyia CI0KHUT CTOUMOCTh BCEX MO3UIIUI CUeTa, a 3aTEM
YMHOKHT Ha pa3Mep Hasora c npoaax 7,5% (3anucanusiii kak 0,075).



CYET3 1 X o Jv =(D2:D3)*0,075

A B C D E
BIUMHYMKN: © MACOM $2,99 15| $44 85
BNUHYMKK: C KpeBeTKOoM $3.99 ‘H]I $39,90

Hanor c npoaax -:{D2+D3}*D,[JT5 1

[ T R

Excel npunepxuBaercst mopsiika JASHCTBHI M CHaYala CKJIa bIBaeT 3HAUCHUS B
ckoOkax: (44.85+39.90)=%$84.75. 3aTeM yMHOXaeT 3TO YKHCIIO HA HAJIOTOBYIO
ctaBky: $84.75%0.075. Pe3ynbTar BIUKUCICHHUIN MOKA3bIBAET, UYTO HAJIOT C MPOAAXK
coctaBuT $6.36.

D4 - | fr || =(p2:D3)%0,075
A B C D E
L dewe [ e |Konso [ wew |
2 BnMHYMKK: C MACOM $2,99 15 $44 85
3 | BNMHYKKK: C KpeBeTKOM $3,99 10 $39,90
4 Hanor c npogax $6,36 |
5
5}

UpesBblyaiiHO BayKHO BBOJIUTH CJIOXKHBIE (DOPMYJIBI C BEPHBIM MOPSIKOM JieiicTBui. Haue
pacuetsl Excel MoryT okazaTbcsi HeTOUHBIMU. B Halem citydyae npu OTCYyTCTBHM CKOOOK, B
MEPBYIO OYepEb BBIMOIHAETCS YMHOKEHUE, U Pe3yJIbTaT OyneT HeBepHbIM. CKOOKU
SBJISIFOTCS JIYUIIIMM CIIOCOOOM OmpeieNieHus mopsiika BerunciaeHuit B Excel.

CYET3 v X Jx | =p2eD3*0,075

Mpu oTCYTCTBUM CKOGOK YMHOMEeHWe

BbINO/HACTCA PaHblLe CNOMEHMA,
e uUTO NPMBOAMT K HEBEPHOMY pe3ynsTaTy

Hanor c npogax ||=D2+03%0,075 m

Hanor ¢ npogax $47.84

BEnWHYMKN. C KpeBeTKo|

[ T B T R N B




CO3JAHUE CJOXKHBIX ®OPMY.JI, UCHOJIb3YA NOPAAOK JEMCTBUI

B IMPpUMEPC HUIKC MBI BOCITIOJIB3YCMCs CChUIKAMH COBMCCTHO C KOJIMYCCTBCHHBIMHU
JaHHBbIMU OJIs CO3JaHUA CIIOKHOM (I)OpMYJ'IBI, KOTOpas BBIYUCIUT IMOJIHYIO CTOUMOCTD 110
CUCTYy 3a oOecreueHre MUTaHUEM. CDOpMYJ'Ia BBIYHUCIAT CTOUMOCTD KaXXJI0T'O ITYHKTA
MCHIO, a 3aTCM CJIOZKHUT BCC 3HAUYCHUA BMCCTC.

1. Beigenute siueiiky, kotopasi Oyaer coaepxath popmynny. B Hamem npumepe Mol
BbIOpan stueiiky C4.

ca - Jx

A B C D
1 MeHo LleHa Kon-Bo
2 [ Tamane: c Kypuuen $2.29 20
3 | BRuHYMKK: € noBKANOM £3,19 40
4 Bcero o |
5

2. Beeaute B Hee caenyromiee Beipaxenue: =B2*C2+B3*C3. JleiicTtBus B hopmyie
OyIyT BBITIOTHATHCS B COOTBETCTBUU C TIPABHIIAMH TTOPSIIKA, CIICIOBATEIHHO,
MIEPBBIM UJET YMHOXKEHUE: 2.29%20=45.80 u 3.49*35=122.15. 3aTtem 3Tu 3HAYEHUS
OylyT CyMMUPOBAHBI JIsl BEIYUCIICHUS MTOTHOUN cToumocTu: 45.80+122.15.

CYET3 - X o Jr | =B2rca+B3*c3
A B C D
1 MeHro LleHa Kon-eo
2 [ Tamane: c Kypuuen [ $2.29 T EDT
3 | BnMHYMEM: C noBMaONOM [ $3.49 [ 35.
a4 " Beero |[=B2°C2+B3C3 |
5

3. BremmosiHuTe NpoBeEpKy, 3aTeM HaxxMuTe Enter Ha ximaBuatype. @opmyiia BEIYACIAT
U 0TOOpa3uT pe3yabpTaT. B Hamem ciiydae pe3yiabTaT BRIUMCICHUH OKA3bIBAET, YTO
MIOJIHAsI CTOMMOCTB 3aKa3a coctasisieT $167.95.



ca - fr | =B2eca+ma*C3

A B C D
1 MeHro LleHa Kon-eo
2 [ Tamane: c Kypuuen $2.29 20
3 | BnuH4YuEW: C noBrONoOM $3,49 35
4 Bcero $167,95 |
5

Bbl MokeTe 100aBUTh CKOOKH B JTH00YIO (POpPMYITYy, YTOOBI YIIPOCTUTH €€ BOCIIPUSITHUE.
HecMoTpst Ha TO, 4TO B JAHHOM MPUMEPE 3TO HE U3MEHUT PE3YJIbTAT BIYMCIEHUH, Mbl BCE
PaBHO MOKEM 3aKJIIOYUTh YMHOKEHHUE B CKOOKH. DTUM Mbl YTOUHUM, YTO OHO
BBITIOJIHAETCS JI0 CIIOKEHHUSI.

CYET3 - X W fr | =(B2rc2)+(B3*C3)
A B C D
1 MeHo LeHa Kon-Bo
2 |Tamane: c Kypuuen T $2 29 |. EDT
3 BnuHurKW: C noBUANOM T $3,49 [ 35.
il ) Beero |S(E2*C2)HEB3I™C3)
5

Excel He Bcerna npeaynpexaaet o0 omuodkax B popmyiie, moaromy Bam HeobxoaumMo
CaMOCTOSTEILHO MPOBEPATh Bee Bammm popmyibl. UToOBI y3HATH, KaK 3TO MOXHO CJlIejaTh,
n3yante ypok I[IpoBepka ¢popmyi.

[Ipaktruueckas pabora Nel4 BeraBka u pegaktupoBanue GpparMeHTOB CO3JJaHHBIX
OPYTUMU MPUITIOKECHUSIMHA

DJIeKTPOHHbIE TA0JIUIBI

C nmoMoIpr0 TabJIMI MOKHO PEIIUTh HEKOTOPBIC 3a/1a4, KOTOPBIC XapaKTePHBI IS
AIEKTPOHHBIX TabmuIl. K 3THM 3a/1auaM OTHOCSATCS pa3IMYHbIC BRIYUCICHHUS U COPTHPOBKA
AJIEMEHTOB TAOIHIIBI. DTH 33/1a4M BBITIOIHSAIOTCS KoMaHaamu CopTtupoBka n @opmyna B
MeHI0 TaOJuIbI.
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PaccMoTpum ciocoObl BHIYMCIICHHM
1. CymMMa CTpOKH WM CTOJIOIIA YUCe

BoienuTh sueiiky, B KOTOpoil OyJeT oToOpaxaTbCs cymma

B mento Tabnuna HeoOxoauMo BeIOpaTh Komanay @opmyiia

e Ecnu BbleNeHHas s4eiKa HAXOAUTCS B caMOM HU3Y crosiOua yucen, Word BIBOIUT
bopmyiny =SUM(ABOVE), a ecnu BblJieJIeHHas siY€iiKa HAXOIUTCS € MPABOTO Kpas
ctpoku uucen, Word npennaraet dpopmyny =SUM(LEFT).

2. BrinmostHeHE BBIYUCIIEHUNA

e BriienuTh f4eiiKy, B KOTOPYIO OyJ€T OMEILEH PE3yIbTaT

e B Menro Tabnuia Heo6Xxo1uMo BeIOpaTh kKoManay dopmyia

e Ecnu Word npemiaraet ¢popmyiy, KOTOpast HE MOAXOAUT 715l BBIYMCIIEHUMN, TO €€
HEO0OXOJIUMO YAAIUTh

e B cniucke "BceraButh QpyHkiuo" Beioepute GyHKIMO. [ CCBUTKM HA STYEUKU BBEIUTE
B (hopmyiy azpeca 3THX siueek B CKoOKax, HalpUMeEp JIJIsi CYMMHUPOBAHHUSI COJEPKUMOTO
sueek B5S u C7 BBenute popmyny =SUM(bS5,c7).

[Ipu U3MEHEeHUH CChUIOK HA SIMEMKU Pe3yJIbTaThl BHIYUCICHUNA MOXKHO OOHOBUTS,
BBIJICJIUB T0JIE U HAXKaB KiaBuiry F9



Popryna:

PopMaT YHCna:

BCTABMTE yHKLHHD: BCTaBMTE Zaknagky:

A W

OTHEHS

Haanucu, BcTaBKa PUCYHKOB M Xy/J10:KeCTBeHHOe 0(hOpMJIeHNEe TEKCTa

[Tonsitue "Hanmucs" (B mpeapIAyIIMX BEPCHUSX - KaJIp) MO3BOJISIET pa30uBaTh
CTpaHUILy Ha OTJEJbHBIE TOCTATOYHO HE3aBUCUMBIE (DparMEHTHI, COIepIKAIUE CBOIO
uHbopMaIuio (B TOM 4ncie rpapuueckyro) u 0T(hopMaTHPOBAHHBIE CBOUM COOCTBEHHBIM
CTHJIEM. DTO MOKHO pacCMaTPUBATh KaK MPOCTYIO BEPCTKY CTPAHHIIBI.

I[JBI BCTAaBKH HAAIIMCHU MOKHO 0o BI)I6paTI) KOMaHIy Haanuce MeHI0 BCTaBKa, b 15 (e10)
Ha>XaTb KHOIIKY Haanuce B naneau HHCTPYMCHTOB PucoBanue. Cama maneinn

[Tocne 3Toro Kypcop MbIIY MPEBPAILAETCA B IEPEKPECTHE, C TOMOLIBIO KOTOPOTO
HaJI0 Ha CTpaHUIle 0003HAYUTh TPAHULIbI HANMKUCH, IEpEMEIIAs IEPEKPECTUE MTPU HAXKATOU
JIEBOM KHOIIKE OT JIEBOI'O BEPXHETO yria K MpaBoMy HUKHeMy yriy. [locie otnyckanus
KHOIIKM MBILIY HAAMKCh OyAET BbIJIEJI€HA HAa CTPAHULIE TOJICTOM IITPUXOBOM paMKOM, Ha
KOTOpPOM OyyT HAXOAUTCS pa3MepHble Mapkepbl. C MOMOIIBIO 3TUX MAPKEPOB MOKHO
U3MEHSTh pa3Mepbl HaANUCH. J{Js nepemMeleHust Hamucu B Ipyroe MecTo HaJo
MOMECTHUTH KypCOpP MBILIU Ha TOJCTYIO paMKy HAJIIIUCU U BBIIOJHUTH OYKCUPOBKY
CTaHJAapTHBIM 00pa3oM.

BHyTpu Haamucu MOKHO BBECTH TEKCT U OT(POPMATHPOBATH €T0 HE3aBHUCUMO OT JAPYTUX
(¢parmeHToB cTpanulbl. KpoMe Toro, BHyTpy Haanucu yJ100HO pa3MelaTh rpaduueckue
oOpassl (pucyHnku, gororpadun). st 3Toro Hago:

- AKTUBU3HPOBATH HAJIUCH, EJIKHYB BHYTPH Hee (BHYTPH JIOHKEH TTOSBUTHCS MapKep
BBOJIA)

- BeiOpats B MeHio BeraBka komany Pucynok

- J171s1 BCTaBKM cTaHIApTHBRIX pucyHKOB u3 Habopa MS Clipart Gallery BeiOpaTh
komany Kaprunkm

- Jlns BcTaBkM pucyHka u3 ¢aiina BeiopaTh komanay U3 gaiiia, mocie 4ero OTKpbrIBaeTCs
CTaHAAPTHBIN IUATIOT JUIsl BBIOOpA TUCKOBOIO YCTPOMCTBA, MANKK U (ailia



[Tocne BcTaBkM pUCyHKa MHOTIA ObIBAET HEOOXOAUMO BBIMOJHUTH €70
MaciITadupoBaHKE, YTOOBI OH MOJTHOCTHIO paciojarajicst BHyTpy Haanucu. st aToro
HaJI0 IIEJIKHYTh HAa PUCYHKE, MOSBUTCS TOHKAs pamMKa, ¢ MOMOIIbI0 KOTOPOUA MOYKHO
W3MEHUTh pa3Mephl pUCYHKA. BCTaBIeHHBIN BHYTPU HAJIIMCH PUCYHOK OyAET
nepeMeIaThbes Mo JJOKYMEHTY BMECTE C HAJIMKUCHIO.

D} heKTUBHOCTHh HAAMUCEH BO MHOT'OM OIIPEICIISCTCS UX CIIOCOOHOCTHIO
B3aMMOJICHCTBOBATH C OKPYKAIOIINUM TEKCTOM. TEeKCT MOKeT 00TeKaTh HAAMKICH CaMbIM
pa3iuuHbIM 00pa3oM. JlJist 3TOro He0OXOAUMO:

: AKTI/IBI/ISI/IpOBaTB HaAIlnuCh (JIOJ'I}KHa IHOABUTHCA TOJICTAsA paMKa)

- [llenkHyTHh Ha TOJICTON pamMKe HAITUCHU TIPABOM KHOIIKOW MBIIITN U BBIOpATh B
KOHTEKCTHOM MEHIO KoMaHay @opMaTt HaanucH (Wi BEIOpaTh B
MeHro®opmar komanny Haanucs)

- B nmamoroBoM okHe @opMaT HAANMUCH BLIOpaTh BKIIaaky O0Tekanue
- YCcTaHOBUTH HEOOXOAUMBIN BUI 00TeKaHus, HanpuMep - Bokpyr pamku

OtMeTuM, 4To KpomMe OOTEeKaHHs HaAMMUCH, TUAJIOroBoe OKHO dopmat
HAIMKUCH TIPEIOCTABISET OOJIBIION HA0Op KOMaH/ JAJisl YCTAHOBKU Pa3IUUYHBIX
IapaMeTpOB HAJIIKUCH, TAKUE KaK pa3Mep U MOJIOKEHNE HAJINKUCH, LIBET 3AJIMBKH, LIBET U
TOJIIMHA OTPAaHUYMBAIOLINX JIMHANA. B 4acTHOCTH, U1l yCTpaHEHUSI PAMKHA BOKPYT
HAAMKUCH HaJOo Ha 3akiajake LiBera u imHuM BeIOpath pasnen Jlunum u B
criucke LBer ycranosuts Het JimHUIA.

Penakrop Word nmeer BCTpoeHHBbIE CPEACTBA JIsl CO3JaHUS HECIOKHBIX PUCYHKOB, CXEM,
auarpamm u T.4. MHCTpyMeHThl pucoBaHusl coOpaHbl Ha nanenuPucoBanme, koTopas
aKTUBH3UpYeETCs MO0 1o KHonke PucoBanue B nanenu CranaapTHas, 1100 NOKOMaH/IE
IManeaun nacTpyMeHTOB MeHIO BIa.OCHOBHBIMY HHCTPYMEHTAMU SIBIISIIOTCS: OTPE3OK ,
CTpeJiKa, MPSIMOYTOJIbHUK, SJTUIIC U HAOOp cTaHnapTHhIX ¢uryp (aBrodurypsl). Kaxmyro
(burypy MO>KHO pacTsiHyTb, CIBUHYTh, [IOBEPHYTh, BBECTH B HEE TEKCT (€CJIU B ITOM E€CTh
CMBICJ), BBIIOJIHUTH (DOHOBYIO 3aJIUBKY JIFOOBIM IIBETOM.

XynoxecTBeHHOE 0(hOpMIICHUE TEKCTA BBITIOTHSIETCS C MOMOIIBI0 HHCTPYMEHTA
WordArt: BeiOMpaeTcst 0ObEKT AJIsl MPEICTaBICHUSI TEKCTa, BBOJUTCS CaM TEKCT C
HE00XOAMMBIM (POPMATUPOBAHUEM U BBIIOIHSAETCS €ro OPOPMIIEHUE C UCTIOJIb30BAHUEM
paznuuHbIX 3P dexToB, coopanHbix B maHenn WordArt. B aToit nanenu naubonee
MHTEpeCcHOM sABsgeTcs kKHonka Popmat 0obekTa WordArt, o KOTOPOil OTKpPHIBAETCS
OJIHOMMEHHBIN JTUajor.

Padora c rpajguxoii



B nokymenTtax Word MoryT ObITh UCIIOJIB30BaHbI J1Ba TUIA TPa)UUECKUX N300paAKEHUN:

e PucyHku
e ['padpuueckre 0OBEKTHI.

Pucynku uMnoptupyroTcs u3 ¢ailyioB, CO3JaHHBIX APYTUMHU IporpamMmmamu (He
nporpammoit Word), a rpaguueckne 00beKTbl MOKHO CO3/1aBaTh CAMOCTOSITENIBHO C
MOMOILBIO BCTpOeHHbIX B Word cpecTB (BCTPOEHHBIM PEAAKTOPOM I'paruecKux
00BEKTOR).

I'paguueckne 00beKTHI

I'paprueckure 0OBEKTHI: 3TO JHOOOM HAPUCOBAHHBIN WIIM BCTABICHHBIA O0BEKT, KOTOPBIN
MO>KHO PEIAKTUPOBATH U (POPMATUPOBATH C MIOMOIIBIO TAHEIN HHCTPYMEHTOB PUCOBAHHUS
(BCTpOEHHBIM pelaKTOPOM rpaduyecKux 0OBEKTOB). ITU OOBEKTHI ABIISAIOTCS YaCThIO
TEKCTOBOT'O TOKYMEHTA.

ABTOMUTYPHI SBISIOTCS BEKTOPHBIMUA PUCYHKaMU. BEKTOpHBIE pUCYHKH CO3/IAI0TCS U3
JUHUMN, KPUBBIX, TPSIMOYTOJILHUKOB U IPYTUX O0OBEKTOB. BEeKTOpHBIE pUCYHKH
COXpaHSIOTCA B (popMaTe MPUIIOKEHUS, B KOTOPHIX OHU CO3/1aBAJIHCh.

K rpadudeckum 06beKTaM OTHOCSTCS:
e ABTOQUTYPHI

e OOwexThl Hanmuce

o O0bexThl WordArt.

Pucynku

Pucynku siBisitoTCs M300pakKeHUSIMU, CO3TaHHBIMU U3 JIpyToro ¢aina. Pucynku
MO>KHO BCTaBIIATh B TIOKyMeHTHI Word, TprMEHHUB CIIeIYIONINE METOIbI: KOITMPOBAHUE,
BHEJPEHNE WM CBA3bIBAHUE.

K pucyHkaM OTHOCSITCS: TOUEUHBIE PUCYHKU, CKAHUPOBAHHbBIE N300paxeHus, portorpadun
Y KapTUHKU. [[7151 ©3MEHEHUs] pUCYHKOB CJTy>KaT MaHelb UHCTpyMEeHTOB HacTtpolika
M300paXeHUsI 1 HEKOTOPhIe UHCTPYMEHTHI MTaHEJIM HHCTPYMEHTOB PrcoBaHue.

ToueuHbie pUCYHKH (PACTPOBBIE PUCYHKH) — 3TO PUCYHKH, 00pa30BaHHbIE HAOOPOM
Touek. ToueuHble PUCYHKH CO3/IaI0TCSl B TAKUX Ipaprueckux pegakropax, kak Microsoft
Paint. K ToueuHbIM priCyHKaM OTHOCSITCSL BCE€ CKAaHHUPOBAHHBIE N300paXKEHUS U
dotorpaduu. Toueunble pUCYHKH 4acTo coxpaHstorces ¢ pacmmpenuem BMP, PNG, JPG
nmu GIF.

BcraBka pacnpoctpaneHHbIX Tpaduueckux popmaTto ¢aitnos (popmat daiina
0003HavYaeTCs pacMpeHneM UMEHH (aiisia) B JOKYMEHT MPOU3BOIUTCS HATTPSMYIO WIIH C
MCITOJIb30BAaHUEM CIEIUATBHBIX Tpadudecknx (puIbTpoB.



Tunsl rpadguueckux Qaitnos, noanepxuBaembie Word:

e Enhanced Metafile ((EMF)

e Graphics Interchange Format (.GIF)

¢ Joint Photographic Experts Group (.JPG)

e Portable Network Graphics (.PNG)

e Toueunsie pucynku Microsoft Windows (BMP, RLE, DIB)
e Meradaitner Microsoft Windows (WMF)

e Tagged Image File Format (.TIF)

e Encapsulated PostScript (.EPS)

B xommnekt nocraBku Word Bxoaut kosuiekius pucyHkoB B coctaBe Clip Gallery. B
KOJUIEKI[UU KIIUIIOB COJIEPKUTCSI HAOOP KapTHUHOK, oTHOCsmMXca kK Microsoft Word.
BonbIIMHCTBO KapTHHOK BBITIOJIHEHO B popmaTe Metadaiina.

Kpome toro, B Windows cyImiecTByeT TeXHOIOTHS, TO3BOJISIONIAS OJJTHUM IMPUIIOKEHUIM
HCIIOJIb30BaTh HH(POPMAIIHIO, CO3/IaBAEMYIO U PEIAKTUPYEMYIO APYTUM MPUI0KCHUEM.
Ha3swiBaercs 3ta rexHonoruss OLE — 00beKTHOE CBSI3BIBAaHUE W BCTPAUBaHUE.

JUist CBA3BIBAHUS U BHEAPEHUS MCTOIb3yeTCs JMO0 4acTh 00BEKTa, TUOO0 BECh JOKYMEHT
MOJTHOCTBHI0. BeTaBka pasnuyHbIX rpaduueckux n300pakeHud U3 pa3nuyHbIX
rpapuecKux peaakToOpoB OCYIIECTBIsAeTCA KoMaH10M BeraBka / OOBEKT, OTKPOETCS OKHO
nuanora BeraBka oObekra. i BCTABKM HOBOTO PUCYHKA (0OBEKTa) B JOKYMEHT
UCIONIBb3YIOT BKIAAKy Co3/anue, a A1 BCTaBKU CYIIECTBYIOIIET0 pUCYHKA — BKIIAJIKY
Coznanue u3 Qaiina.

NmnoprupoBanue rpaguku

BcraBka pucyHka B JOKYMEHT U3 APYTroi mporpammsl (13 Qaitnia)

J1y1st BCTaBKU COAEp>KMMOTO rpaduyueckoro (aiisia He0OX0IUMO BBIMOIHUTD:

o [I[esKHYTh MECTO BCTABKU PUCYHKA

e B Menro BeraBka BeIOpath koMaH iy PucyHok, a 3ateM — xkomany U3 daiina. ..
e BriOpaTh pUCYHOK, KOTOPBIH CJI€IyET BCTABUTh

e JIBa)X/1bl LIEJIKHUTE PUCYHOK, KOTOPBIU CIIENYET BCTABUTH

KonupoBanue rpaduku u3 Ipyroii mporpaMmabl

¢ Brinenute rpaduyueckuii 00bEKT B APYrod Mporpamme U BBIMOJTHUTE KOMaHIY
KOIMMpoBaHUs B Oydep oOMeHa OJHUM U3 CIIOCOO0B

e VKaXXUTe KypcOpOM MECTO BCTaBKH pUCYHKa B JokyMeHTe WORD

e Brmonaute B WORD komanay [IpaBka — BeraButh nin [IpaBka — CenuanbHast
BCTaBKa



e BriOepute u3 criucka "Kak:" HeoOxoauMbli (popMat JaHHbIX. MOXKHO BBIOpaTh J1000€
3Ha4Y€HHE, KPOME TOT0, B KOTOPOE BXOAUT CI0BO OOBEKT, TAK KaK B ATOM CIIy4ae
MPOU30MIET BHEIPEHUE TAHHBIX.

BcraBka pucyHka wim KapTUHKU U3 KOJUICKIUU:

e YKa)XHUT€ MECTO BCTABKM PUCYHKA WIM KaPTUHKHU

e B mento BeraBka BeiOepute komanay Pucynok minn Haxxmure kHonky Jlo6aBuTh
KApTUHKY Ha NaHEeIN MHCTpyMEHTOB PucoBanue, a 3ateM B O0nactu 3a1a4 BeIOEpUTE
pasnen Ynopsaouuth KapTuHKU. [TosiBuTcst okHo M306panHoe — Kosiekius KapTUHOK, B
KOTOPOM HE00X0JAMMO BbIOpaTh HYkHYI0 KaTteroputo B Komnekuun Microsoft Office

e Brigenure HyHBIA PUCYHOK, a 3aTeM BblOepuTe KoMaHy KonupoBath B MOSIBUBLIEMCS
MEHIO, IT0CJIE 3TOT0 HAXMUTE KHONIKY BCTaBUTh Ha MaHEIN HHCTPYMEHTOB

e [locie 3aBepiieHus pabOThI C KOJJIEKIIMEH HAKMUTE KHONKY 3aKPbITh B OKHE
N36pannoe — Kosiekius KapTHHOK

BcraBka pucyHka co ckaHepa

CkaHHUpOBaHKE U BCTABKA PUCYHKA B JOKYMEHT

J1J1s1 BBITIOJTHEHMSI 3TOW MPOLIETYPhI K KOMITBIOTEPY JOJIKHO OBITH MOKIIOUYEHO
YCTpOHCTBO (CKaHep wiu nudpoBas kamepa), noaaepxkusatoiiee mporokon TWAIN.
Kpome Toro, Ha KOMITBIOTEPE TOJKHO OBITH YCTAHOBIIEHO POTPaMMHOE 0OecTieueHue,
nozaaepxkuBatoiee nporokoa TWAIN.

Hacrpoiika nzodpaxenus

Pucynku, coznannbie u3 Apyroro (aiisa, BKIIOYAOT TOYEHYHbIE PUCYHKH, CKAHUPOBAHHbBIC
n3o0paxkenus u pororpadun, a TakKke KapTUHKH. /{7151 H”3MEHEHUsI pUCYHKOB CITy>KaT
naHe b THCTpyMeHTOB HacTpoiika n300paxeHus: 1 HEKOTOPhIE KHONKH TTaHeT!
MHCTPYMEHTOB PucoBanue.

[Ipu BeIIENIEHUN PUCYHKA HA SKPaH BBIBOJUTCS NaHEIb MHCTpyMeHToB HacTpolika
M300paKEHUSIC HHCTPYMEHTaMU, MO3BOJIIOIIMMEI 00pe3aTh PUCYHOK, T0OaBUTh K HEMY
IPaHUIly WIK U3MEHUTH €ro IPKOCTh U KOHTPACT U T.1.

HacTporika vzobpamxeH»a
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Co3nanue rpadpuueckux 00beKTOB B IOKYMEHTE

['paduuecknii penakrop Word, mo3BossieT OBICTPO CTPOUTH HECTOKHBIE PUCYHKH.
Bo3MokHOCTH, TpeoCcTaBIsieMble PEAAKTOPOM PUCYHKOB, OYEHB TTIOX0KH Ha CPEJICTBA,
UMeroIuecs B I0O0M ApyroM rpadudeckoM penakrope. s pemaktupoBanus 00bEKTOB



Y U3MEHEHHMS UX LIBETOB, 3AJINBOK, TPAHUI] U APYTUX APAMETPOB, CIIYKHUT ITaHEIb
MHCTPYMEHTOB PucoBanue.

PrHCOBAHWE

Pucoearme - g | Aetodwrypeir N N 1O A Al 2 (8] & | & - - A === d J

[Tpornecc cozmanusi pUCYHKOB U3 TpaUUIeCKUX 0OBEKTOB COCTOUT U3 TPEX OCHOBHBIX
JICCTBUU:

e BcraBka puCOBaHHBIX OOBEKTHI B JIOKYMEHT

e PuricoBaHue WU BBIOJHEHUE OINPEICICHHBIX IEUCTBUI (Hampumep, epeMeIrieHue
PUCOBaHHBIX 0OBEKTOB 1O JOKYMEHTY, TPYIITUPOBKA, TOPSIOK U T.1I.)

¢ lI3MeHeHHEe pUCOBaHHBIX 0OBEKTOB (HAIIPUMED, U3MEHEHUE Pa3MEPOB, yIJia MOBOPOTA U

T.1.).

Cpeansist rpynna KHOMOK Ha aHEIN MHCTPYMEHTOB PucoBaHue npenHa3sHavyeHa Jiist
BCTaBKHU Pa3HOOOPa3HbIX rpauyecKux 0OBHEKTOB:

® aBTOQUTYPHI

® JUHHUU

® CTpENKHU

® MPSMOYTOJIBHUK

e oBal

® HaJINCh

e 00aBUTH 00BbeKT WordAr.
]
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CymiecTByeT Tpu OCHOBHbBIE KaTErOpUHU rpauuecKux 00bEKTOB, CO31aBAEMBIX
cpeactBamu WORD:

e ABTO(QUTYpPHI — 3TO CTAaHAAPTHBIE TPAQUUECKUE OOBEKTHI

o OOwvexkT WordArt cityuT aiis co3ganust GUTrypHOTO TEKCTa

e OOwekT Hanmuceh cimykXuT Jyisi HECTaHAAPTHOW BCTaBKH HEOONBIINX TEKCTOB. KHOTMKA €
M300paKEHUEM TEKCTa M OYKBHIIBI A, KOTOpast aKTUBU3UPYET 3TOT OOBEKT, HAXOIUTCS Ha
nanenu PucoBanue.

[Tocne BcTaBku rpaguueckux 00BEKTOB B JOKYMEHT OCYIIECTBIISIETCS TIPOIIECC
pucoBanus. J{ist pucoBaHus win paboThl ¢ rpadUYEeCKUMH 00bEKTaMU MTpeIHa3HAYCHA
rpynna kHonok: PucoBanue u Bei6op 00beKTOB.



PH1COBaHVE
PucoeaHue » Lz

B nporiecce nerictBuii (rpynnupoBaTh, NOPSAIOK, IEPEMEILIEHNE, U3BMEHEHUE Pa3MEPOB U

yIila IOBOPOTa, MPUBSI3KA, PACIIOJIOKEHUE TEKCTa B 00BEKTaX U T.J.) CO3AAETCS PUCYHOK.

OcHOBHOM npUHLIUI PadOTHI € rpadUYECKUMU 0ObEKTAMU TOT K€, 4TO U Mpu padbore ¢
TEKCTOM JIOKyMEHTa: CHavajia CJIeyeT BbIIECIUTh OOBEKT, a 3aTEM BBIIIOJIHUTH C HUM
HEKOTOpPBIE NEUCTBHUS.

M3meHeHue 11BeTa 1 Tuna rpaguueckux 0ObEKTOB.

['pymia KHOTIOK Ha MaHe I UHCTPYMEHTOB PrcoBanue nmpeqHa3HavYeHa 1)1 N3MEHEHUS
[[BETa M y30pa 3aJIMBKH rpapmueckux 0ObEKTOB, 1[BETa U THIIA JTMHUM, I[BETa MIPUPTa, a
TakKKe JUIsl IpusiaHus 00bekTy dddexra TeHu win oobema

dopmaTUpOBaHNE HAANUCEN, KAPTUHOK U PUCYHKOB

JHuanorosoe okHo popmart. JluanoroBoe okHO (popMar npesmnonaraet Haubosee MoaHbIe
BO3MOYKHOCTH JIJIs1 (POPMATHPOBAHUS IPAPUIECKUX OOBEKTOB.

Jl1st TOro YTOOB!I AKTUBU3UPOBATH OKHO Auaiiora ®opmar, He0OOXOJUMO BHIIOJHUTD
CJIEIYIOIINUE AEHUCTBHUS:

e BrigenuTh 00bEKT, MICIKHYB Ha HeM. UTOOBI BBIJICTUTH 0OBEKT, PACIIOIaratoIIi
103a/I1 TEKCTa, HY’KHO CHavaja IIEJIKHYTh Ha KHOIKe BbiOop 00beKTOB naHenu
MHCTPYMEHTOB PucoBanue

¢ BriOpats u3 mento @opmat komanny Asropurypa, Hagnuce, Pucynox, O0bexT
WordArt. HazBanue KoMaH 1l 3aBUCHT OT THIA BBIIEIEHHOr0 00bekTa. OTKpOeTCs
nuanoroBoe okHo @opmat. HazBanue okHa OyAeT COOTBETCTBOBAThH TUITY BBIJIEJIEHHOTO
o0BEKTA.
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pazmep: pazmep:
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Ha Bxitaikax quanoroBoro okHa HEOOXOUMO BRIOpaTh MapaMeTpbl (pOpMaTUPOBAHUS:
1. [IBeTta u TuHUU: BEIOOP CTHIIL OOTEKAaHUS U BHIOOD I[BETA U CIIOCO0A 3aJMBKH, 1IBETA,
THUTIA ¥ TOJIUHBI JTUHUY;

2. Pazmep: nu3aMeHnenne pasmepa, Macitaba u yriia moBopoTa;

3. [Nonoxenue: BEIOOP CTHIISI OOTEKAHUS U BRIPABHUBAHMUSI 10 TOPU3OHTAIIH;

4. PUCYHOK: TOJIBKO JJIs PUCYHKOB — 00p€3Ka PUCYHKOB, BBIOOD HX I[BETA, IPKOCTH H
KOHTPACTHOCTH;

5. Haamuck: TOMBKO 711 HAATIMCH — U3MEHEHHE TIOJIeH MEXTy TEKCTOM M paMKOi
Ha/IMHCH.

[Ipaktuueckas padora Nel5 Coznanue, penaktupoBanue W mMoaudukanus Tadmuil 6a3bl
TAHHBIX

Tabmuupl — 3TO 0O0BEKT 0a3bl JaHHBIX, KOTOPBIA COJEPKHUT JaHHbIE IIO
OTpPEJIEIICHHON TeMe, HallpuMep CBEAECHUS O COTPYIHUKAX WM TOBapax. Tabiuiia COCTOUT
U3 MOJIEU U 3aIIUCEH.

Kaxxmas 3amuch BKIIOYAeT JaHHBIE OO0 OJHOM DJIEMEHTE, HalpuMep O KOHKPETHOM
COTPYJAHHUKE. 3aMMCH TaK)KE YacTO HA3BbIBAIOT CTPOKAMH WJIH SK3EMILISIPAMHU.

Kaxnoe nose conepxut JaHHbIE 00 OJHOM aclEeKTe JIEMEHTA TaOJIMLbI, HAIPUMEDP UMs
WM aJIpEC 3JIEKTPOHHOM MoyThI. [101st yacTo HA3bIBAIOT CTOIOLAMHU WU aTpUOyTaMH.

3anuch COCTOUT u3 3HAYCHUM MOJIeH, TaKUX KaK Contoso, Ltd.



unu proverka@example.com. 3HaueHue MOJs TaKKEe HA3bIBAIOT (DAKTOM.

[ oo\ 2

Kog - Opranmsauma -| Mma - ®amuaua -
1 Opranuwzauma A | Onera KoctepuHa
2 2 Opravm3sauua B |Tpuropuitl 3 | BepHbiii 1
3 | Opranuzauma C | Bragumup Eropoe

1. 3amuce
2. Iloxe
3. 3Hauenue noad

baza nmaHHBIX MOKET BKJIIOYATh MHOXKECTBO TaOJMI], B KOTOPBIX XPAHSATCS JaHHBIE TI0
paznuyHbIM TeMaM. Kaxxigas TaOiauiia MOXET COJEpKaTh OOJBIIOE KOJUYECTBO TMOJICH C
JTAHHBIMH PA3JIMYHOTO THIA, BKIIOYAsk TEKCT, YUCIIA, AaThl U TUIIEPCCHUIKH.

CBoiicTBa TaOIUIL ¥ TTOJIER

VY Tabmui M mOJEH TakKe eCTh CBOWCTBA, KOTOPBIE IIO3BOJISIOT YIPABISATH HUX
XapaKTepUCTUKAMU U pabOTOM.
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Tabmuna, otkpeiTas B KoHcTpyKTOpE.
1. CBoiicTBa TaOIAIBI
2. CBoiicTBa 1oisd

B 6a3e maHHbIX Access CBOMCTBaMH TaOJWIIBI HA3BIBAKOTCS aTPUOYTHI, OMPEICIISIONINE €€
BHEIIHUH BUJ U paboTy. CBOMCTBA TAOJMIILI 3aal0TCS HA CTPAHUIE CBOWCTB TAOJIHUIIBI B
Konctpykrope. Hampumep, BbI MOXKETe 3aaaTh IS TaONHMIBI CBOWCTBOPEXHM 110
YMOJTYaHUIO0, YTOOBI YKa3aTh, KaK OHA JIOJIKHA OTOOPaKATHCS 110 YMOJIYAHHUIO.

CBOMCTBO IOJII NPUMEHSAETCS K ONPEACICHHOMY IOJI0 B TaOJIMLE U OIPENEseT €ro
XapaKTEPUCTUKUA WIIM OIIPEJEJICHHBbIN AacCIeKT IoBeAcHus. Hekoropele cBoMCTBa MOJISA
MOJKHO 3a/laTh B PEXHUM TaOauIbl. Bbl Takke MOXETe HacTpanBaTh JIFOObIE CBOMCTBA B



KoHcTpykTope ¢ nomouisto obsactu CBoiCTBa MOJIS.

Tumsl naHHBIX

v KaXXJ0ro moJjd €CTb TUIl AAaHHBbIX. Tun JaHHBIX IIOJIA OINPCACIIACT HAHHBIC, KOTOPLIC

MOTYT B HEM XPaHUTHCS (Harpumep, OosblIre 00bEMbI TEKCTA WU BIOKEHHBIE (aiiibl).

] o HM!ll nonﬂ N Ten BanHsIx CndCaHMe
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: CRoilcTea Nana

Tur 1aHHBIX SBISAETCS CBOMCTBOM IOJISI, OAHAKO OH OTJIMYAETCS OT JPYTUX CBOWCTB:

Twun maHHBIX ITOJIS 3aaeTcs Ha OJaHKe TaOauIbl, a He B 001actu CBoMcTBa OJIS.
Tun 1aHHBIX ONMpEeAeIIseT, KaKue APYrue CBOMCTBA €CTh Y ATOTO TOJI.
Tumn qaHHBIX HEOOXOAMMO YKa3bIBaTh IIPU CO3AHUHU ITOJIS.

YtoObl co3nath moJjie B Access, MOKHO BBECTH JIaHHBbIE B HOBBIH CTOJIOCI] B PEKUME

Ta6J'II/II_IBI. B Takom ciy4dac Access aBTOMaTHUECKHU Ha3HAYaeT MOJII0 TUIT JAaHHBIX Ha OCHOBC

BBCIACHHOI'O 3HAUYCHUA. Ecmu BBCACHHOC 3HAYCHHUC HC UMCCT OIIPCACIICHHOI'O THUIIA JaHHBIX,

Access BLI6I/IpaCT TEKCTOBBIN THII. HpI/I HCO6X0)II/IMOCTI/I €ro MOXXHO U3MCHUTH C ITIOMOILBIO

nenThl B HOBOM [lonbk3oBatensckuii uaTepdeiic Microsoft Office Fluent.

HpI/IMepBI ABTOMATHYCCKOI'O OIIPCACICHM THUIla JaHHBIX

Hwuxe IMIOKa3aHO, KaK BBIIOJHACTCA aBTOMATHYCCKOC OINPCACICHHUC THUIIA JdHHBIX B

pexKUME TaOJIUIIBI.

BBoauMble jaHHEBIE

AHnnpei

http://www.contoso.com

Be1 MoXxeTe ncnonb30Bath J1000# 10y cTHMBIN nipeduke npotokona IP. Hampumep, sBistrorcst
JIOMyCTUMBIMU TIpeduKcHl http://, https:// u mailto:.
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PacnioznaBaembie (hopmathl 1aThl U BPEMEHH 3aBHUCST OT SI3BIKOBOTO CTaHAapTAa.

31 nexabps 2006 r.

Tun naHHBIX IO
Office Access .

Texkct

I'unepccrpuika

Yucno, JIMHHC
Yucio, JIHHC
Yucino, double
Yucio, double

Jata u Bpems

Jata u Bpems



BBoanMeble nanHbIe Tun maHHBIX I

Office Access
10:50:23 Jarta u Bpemst
10:50 Jata u Bpems
17:50 Jarta u Bpems
12,50 P JleHexxHbIN
PacrioznaBaemoe 0003HaUCHHE IEHE)KHON SIMHUIIBI 3aBUCHUT OT SI3bIKOBOTO CTaH/IAPTA.
21,75 Yucno, double
123,00% Yucno, double
3,46E+03 Yucino, double

OTHoOIIEHUS MEX/Ty TaOIUIIaMK

XOoTs B KaKJ10i TabIuIEe XpaHATCs JTaHHbIE TIO ONPENEIEHHON TeMe, CBEJCHHS B Pa3HBIX
Tabnuiax 0a3bl TaHHBIX OOBIYHO CBSI3aHbI MEXIy coOoi. Hampumep, 6a3a JaHHBIX MOXKET
COJEPIKATh CIEAYIOIINE TaOIULIBL:

o Tabnuira KIMEHTOB, coieprKaIas CBEJCHUS O KIMEHTaX KOMIIAHUU U UX aJipeca.
o Tabnuira mpogaBaeMbIX TOBAPOB, BKIIOYAIOIAS IIEHBI K M300paKEHUS KaXK0TO U3 HUX.
o Tabnuia 3aka3oB, ciysKamas sl OTCISKHUBAHUS 3aKa30B KIIMEHTOB.

Tak kak AaHHBIC MO Pa3HBIM TEMaM XPAHSTCA B OTMAEJbHBIX TaOJIUIAX, UX HEOOXOIUMO
KaK-TO CBSI3aTh, UTOOBI MOKHO OBLIO JIETKO KOMOMHUPOBAThH JIAaHHBIC U3 PA3HBIX TAOIMII.
JIist 3TOr0 MCHONB3yIOTCs CBsi3U. CBSI3b — 3TO JIOTUYECKOE OTHOIICHUE MEXKIY JBYMS
TabIUIIaMU, OCHOBAHHOE HA X OOIIHX ITOJISIX.

Karoun

[Tons, popmupyromue CBsI3b MEXKIy TaOJIUIlaMM, Ha3bIBaIOTCS KirouaMu. Kitod oObIYHO
COCTOMT M3 OJHOTO TOJIsI, OJJHAKO MOKET BKJIIOUATh U HECKOJIbKO. ECTh /1Ba BUa KITFOUCH.

o [IlepBuunblii kiaw4. B Tabmune MoxeT OBITH TOJNBKO OJWH TEpBUYHBINA K04, OH
COCTOWT U3 OJHOTO WJIM HECKOJIBKHUX MOJIEH, OAHO3HAYHO ONPEACIIAIONINX KaXKIyI0 3aIUCh B
3Toi Tabnume. Yacto B KadecTBe MNEPBHUYHOTO KIIOYA HCHOJB3YETCS YHUKAJIbHBIN
UAEHTU(PUKATOP, MOPSAKOBBIN HOMep K koa. Hanpumep, B Tabaune "Knuentsl" kaxaoMy
KJIMEHTY MO’KET ObITh Ha3HAUY€H YHUKAJIbHbIM KOJ KiaueHTa. [loje Koaa KiveHTa SIBIsIeTCs
NEPBUYHBIM KJIIOYOM 3TON TaOiuubl. EciM NMEepBUYHBIN KIIIOY COCTOUT W3 HECKOIBKUX
noJiel, OH OOBIYHO BKJIIOYAET YXKE CYUIECTBYIOUIME MOJs, (HOPMUPYIOIIUE B COYETAHUU
JIpyr ¢ APYroM YyHHUKajbHble 3HaueHus. Hampumep, B Tabiuie ¢ JaHHBIMU O JIIOASX B
KayeCTBE MEPBUYHOTO KJI0Ya MOXKHO HCIIOJIb30BaTh COYETaHHE (aMUINU, UMEHU U JIaThl
POXKJICHUS.



Boemnmnii kaw4. B Tabnune Takke MOXKET OBITh OJMH WM HECKOJIBKO BHEITHHX
KJII0Yel. BHENTHUM KITI0Y COAEPKUT 3HAUYECHUS, COOTBETCTBYIOIINE 3HAUEHUSM MEPBUUYHOTO
KJto4a apyroit Tabnuubl. Hanpumep, B Tabnuie "3aka3pl" KaxIbIli 3aka3 MOXKET BKJIIOYATh
KOJI KJIMEHTa, COOTBETCTBYIOLIUI onpeiereHHoi 3anucu B Tabnuie "Knuentsl". [Tone "Kog
KJIreHTa" SIBJISIETCS BHEIIHAM KJIFOUOM Ta0auIbl "3akaser'.

CooTBeTCTBUE 3HAUCHUN MEXKY IMOJISIMU KIIIOUYEH SBISIETCS OCHOBOW CBSI3H MEXKITY
tabmmmamu. C MOMOIIBIO CBSI3M MEXIY TaOIUIIAMU MOXKHO KOMOWHHMPOBATH JaHHBIC U3
cBsA3aHHBIX Tabmui. [Ipennonoxum, ecte Tadbmuubl "3akazuuku" u "3akassl". B Tabnuie
"3akazuukn" Kaxaas 3anuch UACHTUPUIUPYETCS mojieM nepBuuHoro kiroya — "Kona'".

UtoOBI CBs3aTh KaXKIbI 3aKka3 C KJIMEHTOM, Bbl MOXETE J100aBUTh B TaOJIUILy
"3aka3pl" T10J€ BHEIIHEro Kiroua, cooTBeTcTByromiee mnomo "Koa" B Tabmuie
"3akazuuku'", a 3aTE€M CO3/aTh CBSI3b MEXKIAY ITHUMH JIByMs Kitouamu. [Ipu nobGaBnenuu
3amucy B Tabnuiry "3aka3el" MOXKHO ObUTO OBl MCITOJIB30BaTh 3HAYCHHE KOJa KIIMEHTA U3
tabmunpl "3akazunku". [Ipy mpocMoTpe Kakux-TMOO MaHHBIX O KIMEHTE, CHeNaBIIeM
3aKa3, CBSA3b IO3BOJISIA OBl ONPEACIUTh, KaKUe JaHHbIe W3 TaOmunbl "3akazuyuku'
COOTBETCTBYIOT TEM WJIM MHBIM 3aMuCsM B Tabiuile "3aka3bl'".

[;.-j Cxema nanﬂux\

- N
.1r CoTpyaHHER [ Jakazbl
T ma = (2 T 10 3aKa3a a
OpraHuzayma [H -\‘— 110 coTpyaHMES [ @]
Pamiana 11 kAMEHTE
nia AaTa pasMeleH1a
AppPECINEKTROHHOM NOYTEI Aata oTrpyEKn
AoA¥HOTE = 1A rpszo0TnpagKTend 3
Pagodmi@ TenedoH MomyyaTens 0
AomawHmui TenedoH Aapec noaydaTen
POBKMAEHEIA TENEGOH lopog nonydaTena
Pakc OBNAcTE NOAYHaTENA
Agpec 3 WHaekc gocTaek K . 3
lopog CTpaHa KWAKW Perkod gocTal
DEnacTe CTOWMMOCTE AOCTAEKK
MHAekC Hanarwm
CTpaHa WMAW pervoH - Twn NnaTexa >

CBs13b Mex 1y Tabnuiiamu B okHe "Cxema JaHHBIX".

1. ITepBUYHBIN K104, KOTOPBIA OMPEAEISAETCA 110 3HAUKY KIF0Ua PSAJIOM C UMEHEM TOJISL.
2. BHemHumii k11104 (OnpenesnsieTcs o OTCyTCTBUIO 3HAUKa KITK04a)

IIpenmyiecTBa UCNOJIL30BAHMS CBsI3el

Pa3nenbHOE XpaHEeHUE JAHHBIX B CBSI3aHHBIX TaONMIaX 00ECIIEUYMBAET yKa3aHHbIE HUKE
IIPEUMYLIECTBA.



CoriracoBanHocTh . [IOCKOJIBKY KaKABIA DJIEMEHT JTaHHBIX 3aHOCUTCS TOJIBKO OJWH pa3 B
OJIHy TaOJMILy, BEPOSITHOCTh MOSIBJIEHUS HEOJHO3HAYHBIX WJIM HECOTJACOBAHHBIX JAAHHBIX
cHmkaetcs. Hanpumep, uMs kiareHTa OyJeT XpaHUThCA TOIBKO B TaOJIHIIE KJIMEHTOB, a HE B
HECKOJIbKHX 3alHUCSX B TAOJIMIIE 3aKa30B, KOTOPbIE MOTYT CTaTh HECOTJIACOBAaHHBIMH.
JddexTuBHOCTL . XpaHEHUE JIAHHBIX B OJIHOM MECTE MO3BOJISIET COKOHOMHUTH MECTO Ha
mucke. Kpome Toro, maHHele M3 HEOOJBLIMX TaOJMUI] M3BJIEKAIOTCS OBICTpEE, YeM U3
Oonbimx. HakoHer, ecnu He XpaHUTh AAHHBIE 110 PA3JIUYHBIM TEMaM B pa3HbIX TaOIULAX,
BO3HUKAIOT IMyCTbI€ 3HAYEHMsI, YKa3bIBaIOIME HA OTCYTCTBUE JAHHBIX, UM H30BITOUHBIE
JAaHHbIE, YTO MOKET NPUBECTU K HEOPPEKTUBHOMY HUCIOIH30BAHUIO MECTA U CHHIKEHUIO
IIPOU3BOAUTEIBHOCTH.

IIpoctroTra . CTpykTypy 0a3bl JAHHBIX JIETY€ MOHATh, €CIU JAaHHBIC IO PA3IUYHBIM TEMaM
HaXOJSTCS B Pa3HBIX TaOIUIAX.

COBET :CBs3u Mexnay TabauuaMu HEOoOXOJMMO HMMETh B BHUJY €II€ Ha JTame
riaHupoBaHusi Tabnui. C TOMOIIBIO MacTepa TMOJCTAHOBOK MOXHO CO3[aTh I0JIE
BHEIIHETO KII0Ya, €CIM TaliMila C COOTBETCTBYIOIIMM TIEPBUYHBIM KJIIIOUOM YKe
CyllecTByeT. MacTep moJICTAHOBOK ITIOMOTa€T CO31aTh CBSI3b.

IHoaroroska

[Ipexxne yem mnpuctynarh K co3gaHuto Tabmun B Microsoft Office Access 2007,
HE0OXO0MMO 00paTUTh BHUMAHKUE HA PSJ OTIWYHMI OT OoJiee paHHUX Bepcuid Access.

BmecTo MacTepa Ta0JuI Tenepb UCMOJIbL3YIOTCH A0J0HBI TA0 M U ToJieil. B Ooiee
paHHUX Bepcuax Access MOXKHO ObLIO OBICTPO CO3/1aTh TAaOJHITY, OTBETHB Ha HECKOJIHKO
BoripocoB mactepa. B Office Access 2007 mactep Tabnuil ObLT 3aMEHEH IA0JIOHAMU
TaOIUI U TIOJICH.

Co3nanne 00bekTOB B pe:kume Tadauubl. B Office Access 2007 BbI MOXKeTe CO3/1aBaTh
Y U3MCHSTH TaOJIUIIBI U TTOJISI B PEKUME TAOJIUIIBI.

JlomoJTHUTENIbHBIC CBEACHUS 00 3THX BO3MOXKHOCTSIX CM. B CIISAYIOIIEM pa3Jieie.
Co3nanre HOBOM TaOIUIIBI.

B npocroii 6a3e maHHBIX, TAKOW KaK CIIUCOK KOHTAKTOB, MOKET OBITh BCETO OHA TaOJIHIIA.
Opnnako BO MHOTHX 0a3ax JaHHBIX MCIOJIb3YETCsl HECKOJbKO TabuIl. [Ipu co3panuu 6a3el
JAHHBIX Ha KOMITbIOTEpE co3aaercst ¢aiijl, KOTOPBIM HCTIONb3YeTCS KaK KOHTEHHep s
BCEX €€ 00BEKTOB, BKIIIOYAS TAOIUIIBL.

Bbl MokeTe co3aaTh TaOIMIy ITyTEM CO3/IaHUS HOBOUM 0a3bl JAaHHBIX, BCTABKH TAOJIHIIBI B
CYIIECTBYIOIIYIO 0a3y JaHHBIX, a TAKXE HWMIIOpTa TaONHIBl W3 JIPYroro HCTOYHHKA
JaHHBIX, Takoro kak kHura Microsoft Office Excel, nokyment Microsoft Office Word,
TEKCTOBBIN (haiii u apyras 0aza JaHHBIX,WIM CO3JaHUS CChUIKH HA TaKOW MCTOYHMK. [Ipn
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CO3JJaHUM TyCTOM Oa3bl JAHHBIX B HEE ABTOMATHUYECKU BCTABJISIETCS HOBasl IMycTas
Tabauia. 3aTeM Bbl MOXKETE BBECTH B HEE JIaHHBIC, YTOOBI HAUATh OIPEJIEICHUE MOJICH.

Cosnanue TabauIbl B HOBOM 0a3e JaHHBIX
.'f’..-.!ﬂ
Haxwmute knonky Microsoft Office ““* , a 3arem — Co3naTs.
B none ®aiin BBenure nMs aitsia HOBOil 0a3bl JaHHBIX.
YtoObl coXpaHuTh 0a3zy AaHHBIX B APYTOM MECTE, IIEJIKHUTE 3HAYOK MalKH.
Haxxmure kHonky Co3nathk.

OTtkpoeTtcst HOBasi 0a3a JJaHHBIX, B KOTOPOU OyAET CO3/1aHa M OTKPHITA B PEKUME TaOIHUIIBI
HOBas Tabyuia ¢ umeneM "Tabnumal".

Coznanue Tabiuibl B CYIIECTBYIONIEH 0a3e TaHHbBIX
|'f'|.-.|!ﬂ
Haxxmute knomnky Microsoft Office ““* , a 3ateM — OTKpPBITH.
B nunanoroBom oxne OTkphITHE (haiisia 0a3bl JAHHBIX HAWAUTE 0a3y JaHHBIX, KOTOPYIO BBI
XOTUTE OTKPBITh, HAKMUTE KHOMIKY OTKPBITh.
Ha BkJiaake Co3nanue B rpynmne Tabmuiel HaxXMuTe KHONKY Tabmuia.

eI =
[eees |

Tagnnua WagnoHel CNWMCEW  KOHCTRYETOR

Tagauy~ SharePoint~  Tagauy

Taenuuk

B 0a3y naHHbIX OyJeT BCTaBieHa HOBasl TA0JIMIIA, KOTOPAsi OTKPOETCS B PEKUME TaOIUIIBL.
Co3znanue TabyIMLbl Ha OCHOBE 11a0JI0Ha

B Gonee pannux Bepcusix Access M1l OBICTPOTO CO3/IaHUs TAOJIUIIBI HA OCHOBE TIPUMEPOB
TabnuIl W moJjel ucnosib3oBayicss mactep Tadmui. B Office Access 2007 BmMecTo 3TOTO
MCIIOJIB3YIOTCS IA0JIOHBI TAOIUI] U TIOJICH.

[[TabnoHOM Ha3bIBaeTCs MmycTasi TabJIMIla, KOTOPYIO Bbl CMOXKETE MCIOJIb30BaTh KaK €CTh
WM HACTPOUTHb B COOTBETCTBUMU cO cBouMH moTpeOHocTsiMu. B Office Access 2007
MpeAIararoTCcs CASAYIOMNE MA0IOHBI Ta0IUI], COBMECTHMbBIEC C OJHOUMEHHBIMU CITUCKaAMHU
Windows SharePoint Services 3.0:

KonTakTsl : Tabnuua /uisi yrnpaBieHUsl CBEJICHUAMH OM3HEC-KOHTAKTOB, BKIIIOYAs ajpeca
anekTpoHHoM moutkl, URL-anpeca BeO-cTpaHULBI U BIOKEHHS, HAPUMEpP KOHTPAKTHI U
doTorpadumu.

3agaum : Tabuuua Ui OTCISKMBAHMS 3a/1a4 C ITOJIEM JUIsl BIIOKEHUH.



Bonpocsl : Tabnuia s OTCICKUBAHUS BOMPOCOB C IMOJEM I BJIOKEHHN U TOJIEM
Memo, noaiepKUBAIOIIUM TOJBKO J00ABJICHUE M XPAHSIIUM KXypHaJI CTapblX 3HAUYCHUI
MOJICH.

CoObiTHs1 : Tabnmuiia JUIsl  yOpaBi€HUsS  COOBITUAMH, KOTOpasi  COJEPKHUT  IOJe
dhopmMaTHpPOBAHHOTO TeKCTa Memo U 1oJIe JIs BIOKESHUM.

OcHoBHbIe (OHABI : TaONWIA JUIs YIpaBJICHUS OW3HEC-pecypcamMu, KOTopas BKIOYACT
JIBa TIOJISl ICHEKHBIX 3HAUYCHUH ISl OTCICKUBAHUS aMOPTU3ALINH.

ITocie co3manust TaOMIHUIBI ¢ MOMOIIBIO I1A0JIOHA BBl MOJKETE JOOABUTH B HEE IOJA C
nomonipio 1maodnonoB mnoseit. [llabnon monst — 3TO roTOBOE MOJE, KOTOPOE MOXKHO
n00aBuTh B OOy TaOiMIly B pexume TaOiauilbl. J[OMOTHUTENbHBIE CBEJIEHUS 00
WCIIOJIb30BaHUM IA0JIOHOB ToJie cM. B pazzene JloGapieHue IMoas ¢ MOMOIIBIO

1ra0JIoHa gajiee B OTOM CTaThbe.

Co3znanue TabJIUIbI ¢ TOMOLIBIO 111a0I0Ha

(Pa
Haxwmute kaonky Microsoft Office ““* , a 3ateMm — OTKpBITH.
B nuanoroBom okne OTKpbiTHE (paiina 6a3bl JAHHBIX BEIOEPUTE U OTKPONTE 0a3zy JaHHBIX,
B KOTOPOM BbI XOTUTE CO3/1aTh TaOIHILY.
Ha Bxnanke Co3nanue B rpynne TaOnuus! menkaute 11labnonsl Tabiun u BeIOEpUTe U3
CIMCKA OJJUH U3 IOCTYIHBIX I11a0JIOHOB.

= 68 [ &

Tabnuvua WagnoHel CRMcEW  KOHCTRYETOR
Tagénuy = SharePoint~  Tagawuy

Tagnuuk

Bynet BcTaBnena HoBasi TabnuIia, Co3aHHas HA OCHOBE BHIOPAHHOTO MIa0JIOHA.
Hcronp30BaHre UMITOPTA WU CBS3H JIJIS1 CO3AAHUS TaOIHUIIBI

Bb1 MOkeTe co3aTh TaOJIHIly yTeM UMIIOPTa JaHHBIX, XPAHSIIIUXCS B APYroM MecTe (Ha
mucte Excel, B ciucke Windows SharePoint Services, XML-daiine, apyroi 6a3e naHHbIX
Access, manke Microsoft Office Outlook u 1. 11.), unu co3gaHus CBA3M C HUMH.

[Ipn umnopre JaHHBIX CO3JAETCS UX KOMMS B HOBOW TaOnMIEe TEKylled O0a3bl JaHHBIX.
[locnenytomme H3MEHEHHs, BHOCUMBIE B HCXOJIHbIE JIaHHbIE, HE OyIyT BIUATH Ha
UMIIOPTUPOBAHHBIE JaHHbIE, U HA000pOoT. Ilociie moAKItOYEeHUsT K UCTOYHUKY M UMIIOpTa
JaHHBIX MOXXHO HCIIOJNb30BaTh HMIIOPTUPOBAHHbIE JaHHbIE 0€3 MOJKIIOUEHUS K
UCTOYHUKY. B CTpyKTypy UMIIOPTUPOBAHHOM TAOIUIBI MOXKHO BHOCUTH U3MEHEHUSI.

Korz[a OCYHCCTBILICTCA CBA3BIBAHUC C JdHHBIMH, B TeKymeﬁ 0aze JaHHBbIX CO31aCTCA
CBsi3aHHAasA Ta6J'II/II_Ia, 06GCH€‘-II/IB21IOHIa$I JUMHAMHUYCCKOC IIOAKIIOYCHHC K JaHHBIM,
XpaHiamumcest B Ipyrom MECTe. HN3meHnenus JaHHBIX B CBSI3aHHOM Ta6JII/IHC OTPaAKarOTCs B



HUCTOYHUKE, a M3MEHEHUS B HUCTOYHUKE — B CBs3aHHOW Tabmuue. s paboThl co
CBA3aHHOM TaOnMIel HEOOXOAMMO MOAKIOYEHUE K HMCTOYHUKY JaHHbIX. V3MEHUTh
CTPYKTYPY CBSI3aHHOM TaOJIUIIbI HEJIb3SI.

INPUMEYAHMUE : N3mennts nannaeie Ha jucte Excel ¢ MOMOIIBIO CBA3aHHONW TaOIUIIBI
HEBO3MOXXHO. B kaduecTBe 00X0OAHOTO pelIeHUs] UMIIOPTUPYHTE UCXOIHBIC JaHHBIC B 0a3y
JAHHBIX Access, a 3aTeM co3/1aiiTe cChlIKy Ha Hee u3 Excel. JlonmoaHuTeNbHBIE CBEACHUS O
co3nanun cBsizu ¢ Access u3 Excel moxHo HaiiTu B cnpaBke Excel mnm B crarhbsx,
YKa3aHHBIX B pazjaene CMm. Takxke.

COB)IaHI/IC Ta6J'II/IIIBI C MIOMOIIBIO UMITOPTA BHCINHUX JAHHBIX WJIK CBA3W C HUMHU

Haxwmure kaonky Microsoft Office G , a 3aTeM — OTKPBITb.

B nuanoroBom okne OTkpsITHE (paiina 6a3pl JaHHBIX BHIOEPUTE U OTKPOITE 06a3y NaHHBIX,
B KOTOPOI BBl XOTHTE CO3AaTh TaOIUILy.

Ha Bxiagke Buemnue pansbie B rpynme Mmopt BeIOepUTe OOUH U3 JTOCTYITHBIX
HUCTOYHUKOB JIaHHBIX.

S -_.ng >MjTEKcrthu-”1 chakin
E @ iIlI' ##4 ¥ML-cpaiin

CoxpaHeHHEele Access  Excel CNUCoK
onepauKK MMNopTa SharePoint 2;3 JdononHWTEAEHD ™

WmnopT
CJ'IC)IYI\/'ITG HHCTPYKIUAM B IMOABJIATOIIUXCA JUAJIOTOBBIX OKHAX.
ByneT cOo31aHa Ta6J'II/II_Ia, nMs KOTOpOﬁ IIOSABUTCA B O6.]'IaCTI/I HaBUT'alluu.

Kpome Toro, Bbl MOkeTe UMIIOPTHPOBATH criucok SharePoint wiu cBsa3aTh ¢ HUM TadHUlLy,
BBIOpaB COOTBETCTBYIOIIYIO KOMaHAy Ha BKJajke Co3aHue.

Cosnmanue TabiuIlbl ¢ UCIIONb30BaHueEM caita SharePoint

Jlns co3manus TaOmuIbl 0a3bl JAaHHBIX MOKHO HCIIOJIB30BATh HMMITOPTUPOBATH CIHCOK
SharePoint unu co3gath cBsA3b ¢ HUM. Kpome TOro, Bbl MOXETE CO3/1aTh HOBBIM CIHCOK
SharePoint Ha ocHoBe roroBoro mabnona. B Office Access 2007 nocTynHbl Takue
ma6sionsl, kKak "Kontaktel", "3anaun", "Bonpoce!" u "CobbiTus".

Haxxmute kaonky Microsoft Office @& , a 3aTeM — OTKPBITb.

B nmuanoroBom oxkae OTKpeITHE (Daiina 6a3bl MaHHBIX BeIOEpUTE 0a3y MAaHHBIX, B KOTOPOU
BbI XOTUTE CO3/1aTh TAOIUILy, U HAXKMUTE KHONIKY OTKPBITh.

Ha Bximanke Co3nanue B rpynne Tabmuubl Haxxmute kKHonKy Crincku SharePoint.
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Tagnuuk

4. BpINOJIHUTE OJHO U3 YKAa3aHHBIX HUKE JACHCTBUM.
o Cozmanune criimcka SharePoint Ha ocHOBe ma010Ha
Brei6epurte mynkt Konraktel, 3agaun, Borpocs! miu CoObITusl.
B mmanoroBom oxue Co3manme HOBoro crmcka BBenute URL-ampec caiita SharePoint, nHa
KOTOPOM BbI XOTUTE CO3/1aTh CITUCOK.
Bequte wuMs u  onMcaHue JUIi HOBOIO CHUCKAa B MOJSAX YKaXWUTE HMS HOBOIO
criucka u Onucanue.
UToObl OTKpBITH CBSI3aHHYIO TaOJUIly MoOciie ee co3iaHus, ycTaHoBuTe ¢iaxok OTKPBITh
CIIMCOK 10 OKOHYAHUM IKCIOPTA (OH YCTAHOBJICH 110 YMOJIYAHHUIO).

o Cozmanue HaCTpauBaeMoOro CIMCKa

a. BwiGepute myHkT J[pyroii.

b. B nuanorosom okne Coznanue HoBoro cnucka Beeaute URL-anpec caiita SharePoint, na
KOTOPOM BBl XOTHTE CO3/aTh CIIHUCOK.

c. Beenure uMMs W ommMcaHWe AN HOBOTO CIIMCKAa B TMOJAX YKAKUTE WM HOBOTO
cnucka u Onrcanue.

d. YToObI OTKPHITH CBSI3aHHYIO TaOIUILy MOCIE €€ CO3AaHus, YCTaHOBHUTE (uakoK OTKPBITH
CIIUCOK IO OKOHYaHUU IKCIOPTA (OH YCTAHOBJIEH IO YMOJIYAHHUIO).

o MMDopT AaHHBIX U3 CYNIECTBYIOIIETO CIIUCKA

« Bribepute nynkt CymectByronuii cnincok SharePoint.

o B mmamoroBom oxHe Buemnume nanubie BBemute URL-agpec caiita  SharePoint,
COJIEPIKAIIETO JaHHbIE, KOTOPHIE HY>KHO UMIIOPTUPOBATS.

o Bribepute mynkt UMmoptupoBath JaHHBIE MCTOYHUKA B HOBYIO TaOJMILy B TEKymlel Oaze
JAHHBIX U HAXXMUTE KHOTKy/lanee.

o YcranoBure (aaxku Bcex cnuckoB SharePoint, KoTopbie Hy>KHO UMIIOPTHUPOBATb.

o CBs3b C CYLIECTBYIOIIUM CIIUCKOM

o Bribepute nynkT CymectByromuii ciicok SharePoint.

o B mmamoroBom oxHe Buemnue mannbie — caiit SharePoint BBenure URL-agpec caiita
SharePoint, comepskaiiero cnmucok, cBsi3b ¢ KOTOPBIM HY>KHO CO3/aTh.

o Bribepute nyHkT Co3aaTh CBA3aHHYIO TaOJUIly [Jis CBSI3W C MCTOYHMKOM JaHHBIX U
Ha)XXMUTE KHOTIKY Jlanee.

o YcranoBure (aaxku Bcex cnuckoB SharePoint, cBsi3u ¢ KOTOPBIMU HY>KHO CO3/1aTh.

Hacrtpoiika nepBUYHOTO KJIFOYa TaOJIHUIIBI

Jlnst Tabnauubl ciaeayeT 3alaTh MEPBUYHBIA KIIOY, €CJIM TOJIbBKO Yy Bac HET BECKUX



OCHOBaHUI HE JeNaTh JTOro. Access aBTOMaTHYECKH CO3JAeT MHIEKC Ul MEPBUYHOIO
KJI0Ya, YTO IOBBIIIAET MPOU3BOJUTEIBLHOCTh 0a3bl JaHHbIX. Kpome Toro, Access
rapaHTUPYeT, YTO Kaxk[as 3aluch UMEET 3HAYEHHE B I0JIE MEPBUYHOrO KIIOYa U 3TO
3HAYEHHUE BCErJa YHUKAIbHO. DTO KpallHe BaKHO, TOCKOJIbKY B POTUBHOM CIIy4ae Helb3s
HAJIe)KHO OTJIMYUTH OJIHY CTPOKY OT JIPYTOM.

[Ipu co3panuu TaOMHIBI B peKuUMe TaOIHIBI Access aBTOMAaTHUYECKH CO37aeT TIEPBUYHBIN
kitou ¢ umeHeM "Kona'" u nmpucBauBaeT eMy TuI JaHHbIX "CueTuuk".

N3MeHuTh WM yAaIuTh TMEPBUYHBIA KJIIOY, a TaKXKe 3aJaTh IMEPBUYHBIA KIIIOY I
TaOJIUIIbI, B KOTOPOM €ro emie HeT, MokHO B KoHcTpyKkTOpe.

OnpeneneHHe noneﬁ, HCIIOJIB3YEMBIX B KA4CCTBC IICPBUYIHOI'O KJIHO4Ya

Nuorpa paHHbIe, KOTOPBIE MOXHO HCIOJIB30BaTh B KAUECTBE IMEPBUYHOTO KIIIOYA, Y¥KE
ecTb. Hanmpumep, y COTpYyAHHKOB YK€ MOTYT OBITh WJEHTU(PUKAIIMOHHBIE HOMepa. Ecnu
BBl CO3J1aeTe TaONMIly JUIsl OTCIICKMBAHUS JAaHHBIX O COTPYJIHUKAX, B KayecTBE
NEePBUYHOTO  KJIOYa  MOXKHO  HCIOJIb30BaTh  UX  ujeHTU(duxatopel. HWHorma
UJCHTU(DUKATOPBI COTPYAHUKOB YHHKAJIbHBI TOJIBKO B COYETAaHUHM C KOJIAMU OTJIEJIOB; B
ATOM CJIy4yae B KQ4eCTBE MEPBUYHOTO KJIH0Ya HEOOXOIUMO HCIIOIh30BaTh COUETAHUE ITHX
nosieid. [lepBUYHBIN KITIOY TOJDKEH 00J1a71aTh CIIEIYIONUMU XapaKTepUCTUKAMMU:

3Haue€HHUE JAAHHOTO MOJISI WIM COYETAHMS MOJIEH JOJKHO OBITh YHHKAJIbHBIM U KaXKIOM
3aIllCH.

[lone unu coderanwe Mojed HE JOJKHO ObITH MYCThIM (y HUX BCErJa JOHKHO OBITh
3HAYCHHUE).

3HaueHUs HE JOJIKHBI U3MEHATHCA.

Ecnu naHHBIX, MOAXOAAIIMX HA POJIb MEPBUYHOIO KJIKOYA, HET, JUIS 9TOI0 MOXKHO CO3/1aTh
HoBoe mnoje. [Ipyu co3manuy mons I MCHOJIB30BaHMS B KAadeCTBE IMEPBUYHOIO KIIIOYA
BbiOepuTe it Hero Tunm  "Cderyuk" — 3TO 00€CHeYuT COOTBETCTBUE TPEM
XapaKTEpUCTUKAM, YKa3aHHBIM BBIIIIE.

HaCTpOI?’IKa HJIX U3SMCHCHUC IICPBUYHOI'O KJIIFOYa

Bri6epute Tabnuity, 71s1 KOTOPO# BBl XOTUTE 334aTh WM U3MEHHUTH IEPBUYHBIN KITIOU.

Ha Bxiagke I'maBHasg B rpynne IlpencraBienus HaxMure KHOIKY [Ipencrasinenue n
BbIOEpUTE MyHKT KOHCTpYKTOP.

Ha Onanke TaOnuubl BbIOEpUTE TOJE WM MOJS, KOTOPbIE Bbl XOTHUTE HCIIOJIb30BaTh B
KaueCTBE NMEPBUYHOIO KJIKOYA.

YToOBI BBIACIIUTD OJHO ITIOJIC, IICIIKHUTC 00y1acTh BBIACIICHUA CTPOKH IJIA HECTO.

Y1005l BbIACIUTH HECKOJIBKO noneﬁ, IMCIKHUTC 0071aCThb BBIACIICHUA AJI1 KaXXJO0Io ITIOJIA,



yaepxuBasi HaxaTon kiasuiry CTRL.

Ha Bxiianke KoHcTpykTop B rpymne DneMeHThl HakMuTe KHOTKy KiroueBoe moste.

%} P L, 2@ BCTaBuTs CTpOKM

= YanuTe CTpOKK
KEnwouegoe| MoctpowTtens MNpoBepra
none YCT0EMI @Cmﬂﬁeu, NogCTaHOEOK

CepBENC

Nuaukatop kimoua OyneT noOaBieH CiieBa OT IOJISI WIH IOJEH, ONPENETICHHBIX Kak
IIEPBUYHBIN KITFOY.

VY nanenue nepBUYHOTO KJIr0o4a

Bri6epurte Tabnuily, NEpBUYHBINA KIIFOY KOTOPOW BBl XOTUTE YIaIUTh.

Ha Bxiagke I'maBHas B rpynne IIpencraBienus Haxvure KHOIKY lIpencrasienue n
BbIOEpUTE MyHKT KOHCTpYKTOP.

[IlenkHute o00nacTb BBIACIEHUS CTPOKM Mg TEKYyIIEro MepBUYHOro Kiouya. Eciau
MEPBUYHBINA KITFOY COCTOUT U3 HECKOJIbKUX TMOJIEH, IETKHUTE 001acTh BbIJCICHUS CTPOKH
JUISL KQKO0TO U3 HUX, yAepxkuBas HaxaTol kinaBuiry CTRL.

Ha Brutanke KoHCTpyKTOp B rpynne DneMeHTsl HakMuTe KHONKY KirroueBoe mose.

%} ‘v\\_, !:',, j*ﬂ BeTaEWTE CTPOKK

=R YanuTe CTPOKK
KEnwouegoe| MocTpowTtens MNpoBepra
none YCT0EMI @Cmﬂﬁeu, NogCTaHOEOK

CepeENC

WNuaukaTop kiroda OyJIeT yJaJeH U3 MOJId W MOJIEeH, paHee ONpPENECICHHBIX B KaueCTBE
MEPBUYHOTO KITIOYA.

INPUMEYAHMUME : Ecii monbITaThCs COXPAaHUTh HOBYIO TaOiuIly 0e3 IEepBHYHOTO
KJIro4a, Access MpeIoKUT co3AaTh moJie g Hero. Ecim Haxats kHomky [la, Access
coznact mosie "Kox" ¢ tumom pgaHHbIX "Cueruwk', B KOTOpOM OyJeT XpaHHUTCS
YHUKaQJIbHOE 3HAUYE€HHWE JUIsl Kaxaou 3amnucu. Eciu B Tabnuie yKe ecTh MOJ€ C TUIIOM
"Cuetuuk", OHO OyJIeT HMCIOJIb30BAHO B KA4yeCTBE NMEPBUYHOrO Kiroua. Eciu HaxaTh
kHonKy Her, Access He 100aBUT HOBOE TOJIE U HE 33/1aCT MEPBUYHBIN KITIOY.

[Ipaktuueckas pab6ora Nel6 Coznanue, penaktupoBaHue W Moaudukanus Tadmuil 6a3bl
JTAHHBIX

HacTtpoiika cBOMCTB TaOIUIIBI

KpOMe H&CTpOﬁKPI CBOMCTB HOJ'ICfI, MOKHO 3a4aTb CBOﬁCTBa, KOTOPBIC IPUMCHAOTCA KO
BCeH Ta6JII/IH€ NI KO BCCM 3aIINCAM.



BriOepute Tabnuity, s KoTopoit Tpedyercst 3aJ1aTh CBOMCTBA.

Ha Bxiagke I'maBHas B rpynne IIpencraBienus Haxmure KHOIKY lIpencrasinenue n
BbIOEpUTE MyHKT KOHCTpYKTOP.

Ha Bxnaake Konctpykrop B rpymnmne [lokasaTe uiaum CKpbITh BbiOepuTe NMyHKT CTpaHuiia
CBOWCTB.

CTpaHuua | MHaekck
CBEOWCTE

MNokazaTe KAK CEPBITE
OTkpoeTcs cTpaHulla CBOMCTB TaOJIUIIbI.

Ha ctpanuiie cBoicTB 0TKpoiTe BKIaaky OOuue.
[IlenkHuTe M107€ CIE€BA OT CBOMCTBA, KOTOPOE BbI XOTHUTE 33/1aTh, U BBEJIUTE 3HAUYCHUE.

JlocTynHbIe CBOMCTBA TAOIHUIIBI

CBoiicTBO TaOIUIIBI Cnoco0 UCIIOIL30BaHUs

[IpencraBnennst Ha BeO- YKaXuTe, MOJDKHBI JIU MPEACTaBICHUS, OCHOBAHHBIC Ha TaOJHUIIE, OTC
caiite SharePoint caiite SharePoint.

INPUMEYAHMHE : JlerictBHE 3TOr0 nmapaMeTpa 3aBUCUT OT 3HAYCHUS
nanHbix OToOpaxkath Bce nmpeacTaBieHus Ha caiite SharePoint.

JlonoaHUTENbHBIE CBEIEHUS CM. B pa3aene CM. Takxke.

Pa3Bepnyras YKaxuTe, CIeAyeT JIM Pa3BEPTHIBATH BCE MOATAOIUIIBI IIPU OTKPBITHH T
rmoaraduma
BricoTa moaTaOIuis! BrImmotHATE OHO M3 YKa3aHHBIX HUXKE JCHCTBUH.

YtoObl B OKHE MOATAOIUIIBI 0TOOpaKaIUCh BCE CTPOKH, OCTaBbTE 3HAUCE
YtoObl 3a4aTh BHICOTY MOATAOIUIII, BBEUTE HY)KHOE 3HAUCHHE.

Opuenrarus VYKaxxute HarmpaBieHUE OTOOpa)K€HUs HaHHBIX B COOTBETCTBHM C
nuchMa (cieBa HampaBo WM CIpaBa HAJIEBO).

Onucanue VYkaxxurte onucanue Tabiauibl, KOTOpoe OyAeT MOSBISATHCS B KAUeCTBE
MOJICKa3KH JIJIs1 TOU TaOIHIIBI.

Pexxum o yMomgaHuto  YKaKHTE PEKHM OTKPBITHS TaOIUIbI, HCIOJB3YEMBI 110 YMOIY:
tabmuiel, CBoHas Tabnuia wim CBOgHAS TUarpaMma).

YciaoBue Ha 3HAUYCHHE BBenute BbIpakeHHE, KOTOPOE [OJKHO OBITh HCTUHHO HpH  J0(
W3MEHEHNH 1000 3aII1CH.



CBOMCTBO TAOJIMUIIBLI

CooOmrenune 00 ommoke

OwibTp

[Topsnok copTupoBKH

Wwms oaradiunel

IlogunaeHHbIe 10T

OCHOBHBIE TT10JIA

OuIbTp MpH 3arpy3Ke

CoptupoBka

pu

Crioco0 UCIT0Ib30BaHUSA

Beeaure coobuienue, oroOpakaeMoe B TOM Cllydae, €ClId 3alliCh He
BBIPAXKEHUIO B CBOMCTBE lIpaBuiio nposBepku.

Omnpenenure ycloBUs 0TOOPaKEHUS CTPOK B PEKUME TAOJIUIIBI.

Bribepute 0IHO WM HECKOJBKO IOJEH, 4TOOBI 3a7aTh MOPSIOK C
YMOJTYaHUIO JUISI CTPOK B PEXKUME TaOTHUIIBI.

VYkaxute, JOJDKHA JIM MOJATA0IUIA OTOOPaKAaThCS B PEKUME TaOIE
YKaXXHUTE TaOIUILy WJIH 3aMpOC, U3 KOTOPBIX MOATA0IUIIA JODKHA TTOTY®

Vkaxxkure monss B TaONMIE WM 3alpoce, HCHOJb3YyeMble B I
COOTBETCTBYIOIIME CBONCTBY OCHOBHBIE TOJISL, 3aJJaHHOMY J1JIsI TAOJIHIIL

Vkaxxkure 1monst TaOdMIBl, COOTBETCTBYIOIIME CBOWCTBY [loguur
3aITaHHOMY JIJ1s1 TaOJTUIIBI.

Ykaxxurte, HEOOXOMMO JTU aBTOMATHYECCKH IPUMEHSATh YCIOBUS (DHIIBT
IOMOIIBI0  cBoMcTBa DWIBTp (€CiM  MPUCBOEHO 3HayeHue Jla), 1
TaOIUIBI B PEKUME TAOTHIIBI.

YKa}KI/ITe, HCO6XOI[I/IMO JJU aBTOMATHYCCKH IIPUMCHATH YCIIOBUA

3arpys3ke 3aJlaHHBle €  TOMOIIbI0  cBoiicTBa [lopsAiok  cOpTUPOBKU (€Cir

3HaueHue Jla), mpu OTKPHITUN TAOJIUIIBI B PEKUME TAOTHIIBI.

COBET : Eciin B mone CBOMCTBA HEAOCTATOYHO MECTa Uil BBOJAA WM W3MEHEHUS
3HaueHus, HaxkmutTe coderanue kiaBuml SHIFT+F2, urolel oTkpbeiTh mosne OOnacTh
BBoJIa. Eciam mpu Ha3HaueHWM BBIpaKEHUIO cBoicTBa [IpaBuio mnpoBepku TpedyeTcs

[IOMOILlb, HAXXMUTE KHOHKyEIpHJIOM c moyieM cBoiicTBa [IpaBuno mnpoBepku, YTOOBI
OTKPBITh IIOCTPOUTEND BBIPAKECHU .

. UTOoOBI cOXpaHUTh U3MeHEHUs, HaxxmuTe kinaBumu CTRLAS.
BceraBka u nobaBieHue 1mosis B TaOJIUILy U CO3AaHUE HOBOTO IOJIA

Bce anmemeHTHI JaHHBIX, KOTOpPBIE HEOOXOIMMO OTCJICKHBATH, XPAHITCS B OTICIbHBIX
noyisix. Hampumep, B Tabmuile KOHTaKTOB MOXHO co3faTh mons "Wwms", "damwmmms",
"Tenedou" u "Anpec", a B Tabnuiie ToBapoB — noJig "Hazsanue ToBapa", "Kon ToBapa" u
"HeHa”

[Ipexxne dvem co3maBaTh IIOJISI, TOMBITAWTECh PA3JCiUTh JaHHbIE HAa MHUHHUMAaJIbHBIC
MOJIE3HBIE AJIEMEHTH. BriocieacTBuu OyJeT HAMHOTO MpOINe OObEIMHUTH JAaHHBIC, YEM
pazaenuth ux. Hanmpumep, BMecto nosist "IloniHOoEe mMs" mydie co3nath OTACIbHbBIC MOJIA
"Uma" u "Oamunus", Omarogaps yeMy MOXKHO OyJIeT JIETKO HCKaTh M COPTHPOBATH
JaHHBIC TI0 UMEHHU, (PaMUIMM WM UX COYETaHWIO. ECIM MO 3JIeMEHTY NaHHBIX OYyIyT



CO3/1aBaThCSl OTYETHI, BBINOJHATHCS COPTHUPOBKA, NOUCK WM BBIYUCICHHUS, Jy4Ile
BBIJICIUTh €ro B oTAenbHOe mosie. [lompoOHee o mpoekTupoBaHuM 0a3bl JAAaHHBIX U
CO3/IaHUU TOJIEH BbI HAWJIETE MO CChUIKAM B pazzaene CM. Takxke.

JUJ1s1 1I0J1 MOKHO 3a/1aTh CBOMCTBA, ONPEIEIAIOIINE €TI0 BUL U IIOBEICHUE.
JloGaBneHue nmosis myTeM BBOJA JAHHBIX

UYToObI TP CO3JJTaHUU HOBOM WJIM OTKPBITUU CYIIECTBYIOIICH TaOJIUIIBI B pEKUME TaOIUIIBI
n00aBHUTH B HEE I10JI€, BBEAUTE JTaHHBIC B cTOJIOCI TaOmuIbl Jl00aBHUTH TT0JIE.

[ﬁ CocToAHME mu\
Hog coctoAaHKe ~ | Haspadwe cocToAaHnA ~ | Jobasume noge

+ 0 Cozpate 1
+ 1 Beanucad cuer

+ 2 OrrpyseH

= 3 3akpwiT

1. BeenuTe manubie B ctoioer JJo0aBUTh moie.

Co3zmaiiTe WM OTKpOMTe TabIUIly B peKUME TaOJIHUIIBI.

JloTIOTHUTENIbHBIE CBEJICHUS O CO3/IaHUM TaOIHI] CM. B pasnaene Co3/naHne TaOIuIIbL.
Beeaute nMs co3gaBaemMoro moiis B ctoiioer JlodaButh moie.

Hcnonw3yiiTe onucaTebHOE UM, ITIOMOTaroIee WASHTU(PUITUPOBATD IOJIE.
BBenute maHHbBIE B HOBOE IIOJIE.

JlobGaBiieHHE TTI0JIS C TTOMOIIIBIO 11a0JIOHA

WNHorna BMeCTO cOo3JaHusl MOJI BPYUYHYIO MPOIIE BBIOpaTh €ro U3 roToBOro crnucka. s
BbIOOpa TOJII M3 CHHMCKa IIAOJOHOB HCHOJb3yeTcs obOsacth 3aaad lllabmonsl moneil.
[IlaGnoH monst — 3TO 3aJaHHbI HAO0Op XapaKTEPUCTUK M CBOMCTB, OMHCHIBAIOIIMX ETO.
Onpenenenne mabjioHa TOJS BKIIOYAET WMsI  MOJS, TUN JAHHBIX, 3HAUYCHHE
ceoiictea Dopmar u psI ApyTrux CBOMCTB.

Ha Bxnagke ['nmaBHas B rpynne [lpencraBnenus Haxxmute KHONKy [Ipencrasienue u
BbIOEpHUTE MyHKT PexxuM TaOIuLb.
Ha Bxnaake Ta6muua B rpynme [lomnst u cton6us! menkaute HoBoe more.

j Ej@ T’E f,f BcrasnTe

T
i vaanure
Hoeoe JdobaenTe CTonGew i
none nond  MNogCTaHOBOK =i NepenmeHosaTe

Mona v cTonBusl


https://support.office.com/ru-ru/article/%D0%A1%D0%BE%D0%B7%D0%B4%D0%B0%D0%BD%D0%B8%D0%B5-%D1%82%D0%B0%D0%B1%D0%BB%D0%B8%D1%86-%D0%B2-%D0%B1%D0%B0%D0%B7%D0%B5-%D0%B4%D0%B0%D0%BD%D0%BD%D1%8B%D1%85-8fdc65f9-8d40-4ff5-9212-80e6545e8d87#bmcreatenewtable

3. BriOepute 0JHO WJIM HECKOJBKO TNoJiel B oOsactu 111abmoHbl nonei u neperanmre ux B TO
MECTO TaOJIUIbI, Ky/J1a BBl XOTUTE BCTABUTh HOBBII CTOJIOEII.

JloGaBeHue 1ot U3 CyIIECTBYIONICH TaOJIUIIBI

Ecnu B 6aze MaHHBIX YK€ €CTh TAOJHIIBI, BB MOXKETE T00ABUTH TOJIC U3 OJHOW U3 HUX B
TabIuIy, 00sacTbCriucok B
0JIEW MEPEUMCIIEHbI BCE OCTaIbHbIE TaOMUIbI 0a3bl JaHHBIX, CIPYIIIMPOBAHHBIE IO JBYM
kareropusim: JoCTymHbIe MO B CBs3aHHOW Tabnuie u JlocTynmHble Mo B Jpyrou

HOBYIO HCMOJIb3YS TIOJIEH. obnactu Crnucok

tabnuue. Eciu Tabnuua, B KOTOpPYIO Bbl J00aBisieTe TMOJe, CBS3aHA C JPYTUMU
TaOJIUIIaMHM, UX TI0JIs1 OYIyT yKa3aHbl B 00s1acT CIHUCOK TOJICH.

CnUcoK nonex

[ocTyNHLIE NONA B CEAZAHHON TaBanue:
[=] KnnexTsl
Kog,
OpraHnzaunm
Hmaa
Tamunua
Afpec 30, NoYTk
LonxHoCTE
PaGounia TenedoH
JomalHui TEnepoH
MoGWMABHEIN TEnedoH
Homep $akca
Agpec
Fopog,
QEnacTL, Kpan
MHasko
JOCTYNHBIE NONA B APYTON TaGAMLE:

M3MeHHnTL Tabanuy -

Ponw COTpYAHWKOE M3meHnTe Tabamwy
COTPYAHWKK HM3meHUTE TABAWLY
THN ONEPALWMA C 3aNacamMK HM3meHUTE TABAWLY
COCTOAHWE CBESEHMIA O 3aKase HM3meHUTE TABAWLY
Poaw HM3meHUTE TABAWLY
MpogysTh M3MEHMTE TAGAMLY
CEEAEHMA O 3aKa3€ Ha NPWOBPETEHWE  3MEHMTE TAGAMLY
COCTOAHWE 33Ka33 HA NpUOoObpeTeHe M3meHnTe Tabamwy
3aka3bl Ha NpuoGpETEHWE M3meHnTe Tabamwy
OTyeTol O NPOLAXKAK HM3meHUTE TABAWLY
CTpoKM HM3meHUTE TABAWLY
MocTaBWwmMKN HM3meHUTE TABAWLY

1. Haxwmure kaHonky Microsoft Office @& , a 3aTeM — OTKPBITb.

2. B nuanoroBom okHe OTKpbITHE (aiina 0a3bl JTaHHBIX BIOEPUTE U OTKPOUTE HY X HYIO 0a3y
JTAHHBIX.

3. B oOmactu HaBUTalUuu [BaXKIbl WIEJIKHUTE TaOJUIly, K KOTOPOM XOTUTE J00aBUTH
CYIIECTBYIOIIIEE MOJIE.

Tabnuiia OTKpoeTcs B peKuMe TaOJIUIIBI.



Ha Bknagke Tabnuua B rpynme [lomst u cronOup! menkaute J[o0aBUTh OIS,

j_| Ej@ :j@ f,{ BcrasnTe

1
i vaanue
Hoeoe JobaenTe CTonGewl i
none nons  noacraHosok | =0 NepeMMeHoBaTs

Mona W cTonB LUk

B o6nactu Cniucok mosedt menkHute 3Hak "mmoc "(+) psgom ¢ Tabnuiei, 4ToObl
IIPOCMOTPETH CIIUCOK €€ MOJIEH.

Bribepute HyX)HOE TOJie U TepeTaluTe ero B TabIuIly, B KOTOPYIO BBl XOTUTE BCTaBUTH
HOBBIU cToNOEII.

CrnenyiiTe HHCTPYKIUSM MacTepa Mo/ ICTaHOBOK.

[Tocne 3aBepiiennst pabOTH MacTepa MOJIe MOSBUTCS B TAOJIUIIE B PEKUME TaOIHUIIHI.

[Tocne poOapiieHUsT TOJIST M3 HECBS3aHHOM TaONMIIBI M MCIOJb30BAaHUS MacTepa
MOJICTAHOBKM aBTOMAaTHUYECKH CO3/IA€TCA HOBOE OTHOIIECHUE "OJMH-KO-MHOTHM' MEXITY
tabuiel B o01actu CIUCOK MoJiel U OTKPHITON TabIuIIeH.

Ccpuikn Ha AOIIOJIHUTCIIBHBIC CBCACHHA O MACTCPC IIOACTAHOBOK CM. B pPa3JCiic Cwm.
TaKIKC.

3a/1aHre CBOMCTB IOJIEU
JI71 moJist MOKHO 3a7aTh CBOMCTBA, ONPEACIISIOIINE €ro BU U IMMOBEJICHUE.
Hanpumep, ¢ moMoIib0 CBOUCTB OIS MOYKHO:

W3MEHHUTH BUJ IaHHBIX B MOJIE;

MPEIOTBPATUTh BBOJ| HEMPABWIBHBIX IAHHBIX B MOJIE;
3a/1aTh JJIA [OJIsl 3HAYEHHUE N0 YMOJIYaHUIO;
YCKOPHUTH MOUCK U COPTUPOBKY M0 MOJIIO.

HexoTopbie cBOMCTBA MOJIsI MOKHO 337aTh B peXUME TaOJUIIbI, OJHAKO JJIs JIOCTyIa KO
BCEM CBOMCTBAM M MX HACTPOUKHU HEOOXOIUMO UCIIOIB30BaTh KOHCTPYKTOP.

3agaHue CBOMCTB I0JISI B PEKUME TaOJIUITBI

B pexume Tabnuibl MOXKHO TNEPEUMEHOBATh  IOJIE, U3MEHHUTb €ro  THII
cBoKcTBO DOpMAT U HEKOTOPBIE IPyrUe CBOMCTBA.

OTKpbITHE TAOTUIIBI B PESKUME TAOTHITBI

B o0nacty HaBUranuu IIEIKHUTE MPABOM KHOMKON MbIIIM TaOJIUIy, KOTOPYIO Bbl XOTHUTE
OTKPBITb.



2. B KOHTEKCTHOM MEHIO BBIOEPUTE MYHKT Pexxum Tabauubl.
[IepenmenoBaHue NOJIA

Korma Bbl mobaBisieTre 1ojie TyTeM BBOJA JAHHBIX B PEXHUME TaOIUIbI, Access
aBTOMATUYECKHU MPUCBAUBAET €My YHUBEpcalbHOE UMs. [IlepBomMy most0 Ha3HayaeTcss UMs
"ITonel", Bropomy — "Ilome2" wm T1.n. [lo ymMon4aHuro uMs TOJI HUCIIONB3YETCS B
KauecTBE €ro METKHU Be3Jie, /e MoJyie oToOpaxkaeTcs (Hampumep, B 3arojioBKe CToOIa
tabauubl). Ecnyu Bl mpuUCBOUTE TMOJSIM ONMUCATENIbHbIE HMEHa, BaM OyJaeT Jierde
MIPOCMATPUBATH U U3MEHSTH 3AMKCH.

1. IllenkHuTe MpaBoi KHOMKON MBIIIU 3ar0JOBOK IMOJIs,, KOTOPOE TpeOyeTcsl MepernMeHOBaTh
(manpumep, "Tlonel").

2. B kxoHTEKCTHOM MEHIO BeIOEepUTE MyHKT [lepenmeHoBaTh cTombetl.

3. BBeaurte HOBOE MM B 3ar0JIOBOK MOJI.

Nmena nosieit MoryT cojiepKath 10 64 cuMBoJIOB (LU p Wik OYKB), BKIIOYAs TPOOETIBI.
N3meHenne Tuna JaHHBIX MOJIs

[Ipyn co3manuu mojsi MyTeM BBOAA JAHHBIX B PEXKHUME TAOIUIBI MPUIIOKEHHE Access
aHANM3UPYET JlaHHbIE, 4YTOOBl OMNPEAEIUTh MOAXOMAIIMN THUIl JAaHHBIX JJIs TOJS.
Hanpumep, eciim BBectn 3Hauenue 01.01.2006, Access pacro3HaeT €ro Kak nary u
HA3HAYMT TIOJIIO TUI JaThl-BpeMeHU. Ecinu Access He MOXKET OJJHO3HAUHO OIPENEIUTh THUII
JAHHBIX, IO YMOJTYAHHUIO MTOJII0 HA3HAYAETCS] TEKCTOBBII THII.

Tun paHHBIX MO ONpeNenseT, Kakue Jpyrue €ero CBOWCTBAa Bbl MOXKETE 3a/1aTh.
Hanpumep, cBoiicTBO TosibkO A00aBICHUEMOKHO 3a/1aTh TOJBKO JIS MOJA C TUIIOM
nansbIX "['unepcesuika’ unm "llone MEMO".

WNHuorna tumn JaHHBIX MOJI TpeOyeTcs U3MEHUTh BpyuHyto. Hanpumep, npenonoxum, 4to
€CTh HOMEpa KOMHAT, HarmoMuHawomme natel (Hampumep, 10.2001). Ecam BBectn
snauenue 10.2001 B HOBoe 1ojie B pexuMme TaOIUIbl, (QYHKIUS aBTOMATHYECKOTO
OTIpEJICIICHHS TUIIA JaHHBIX BhIOEpET s mojist TN naHHbiX "Jlata u Bpems'". [lockonbky
HOMEpA KOMHAT SBJISIOTCS HE JaTaMH, a METKaMU, JUISl HUX JTOJDKEH OBITh YCTAHOBJICH THUII
naHHbIX "Tekct". UTOOBI M3MEHWUTH THIl JAHHBIX I0JIs, BBINOJHUTE YKA3aHHBIC HUXKE
NEUCTBUSL.

1. Ha nente otkpoiite Bkiaaky Tabnuia.
2. B cnucke Tun nanubix B rpynie @opmMaTHpoOBaHUE W THIT JAHHBIX BHIOCPHUTE HYKHBIM THIT
JTAHHBIX.



Tun gaHHen:  TeKCTOBBIA

- ||¥| ¥YHUEaneHOE

PopmaT PopMaTHpoOBaHWE JB6A3aTenwHOE

213 o 000|558 508

PoOpMATUPOBEHWE U THN AaHHBLIX

IIOCTYHHBIG THUITBI JaHHBIX

Twun manHbIxX

Tekcr

Memo

Yucno

JlaTa 1 Bpems

JleHeXHbIM

CyeTumnk

JlanHbIE

BbykBb1 u 1iupe1

Ucnonb3yetcs isi TEKCTa WIM YKUCEII, HE IPUMEHSEMbIX B
pacuerax (Hampumep, Koja ToBapa). UucIOBbIE 3HAYCHUS,
KOTOpBIE XpaHSITCS Kak TEKCT, MPOIIe COPTUPOBaTh U
bunpTpOBaTH, HO HUX  CJIOXKHO  HCMOJB30BaTh B
BBIYUCIICHUSIX.

bykBei u  umdper  (Gomee 255 3HAKOB) WU
(dopMaTHPOBAHHBINA TEKCT.

Ucnons3yercs nns Tekcra iuHHEE 255 3HAKOB WU
dbopMaTUpPOBAaHHOTO  TEKCTa.  TUNHUYHBIE  MPUMEPHI
UCIIOJIB30BaHUsl MO Memo — mnpuMeyaHus, JJIMHHbBIC
omucaHus W ab3anbl ¢ (PopMaTUPOBAHUEM, HAMPUMEP C
MOJTY>KUPHBIM Haue€pTaHUEM WJIU KYPCUBOM.

UucnoBsie 3HaueHus (11€JIble U JPOOHBIE).

HUcnonb3zyercss 11 XpaHEHUsS  YMCJIOBBIX  JIaHHBIX,
MPUMEHSAEMBIX B  BBIUMCIICHUSX, 3a HCKIIOYECHHUEM
JICHEKHBIX 3HAYCHUM (I HUX UCIOJIb3YETCSl TUI JaHHBIX
"JleHexKHbIN").

3HaueHUs JAaTbl U BPECMCHHU.

Wcnonp3yercs Ui XpaHEHUsS 3HAYCHUN JIaThl U BPEMCHH.
OOpatuTe BHUMAaHHE, YTO KaXKJIO€ 3HAYCHUE COJCPIKHUT
KOMIIOHEHT, OTHOCSIIMICS K Jare, W KOMIIOHCHT,
0003HavYaIONIUN BpEMHI.

JleHeXHbIC 3HAYCHUS.

Hcnonb3yercs 115t XpaHEHUS IEHE)KHBIX 3HAUCHUH.

YHUKaIbHOC YUCIIOBOC 3HA4YCHUC, ABTOMAaTU4YCCKHU
BCTaBJIAACMOC IIpH I[O6aBJ'I€HI/II/I 3aIlnucCH.

Pa3zmep

o 255 3HaKoB.

o 1 rurabaiita
rurabaiT IaMsTH
3HaK), U3 KOTOPHI
YIpaBJICHUS MOXI
65 535 3HaKoOB.

I, 2, 4 u 8 Oaur
(ecmm  MCTOJB3YE!
peTUTUKAIN).

8 Oaur.

8 OairT.

4 Oaitta wumm 1
UCIIOJIb3YEeTCS
peTUTUKAIN).



Twun manHbIX

Jlornueckum

Oo0rwext OLE

Bioxenue

I'mnepccpuika

Macrtep
MIOJICTAHOBOK

JlanHbIE

Hcnonp3yercs it CO31aHMSl YHUKAJIBHBIX 3HAYEHUU,
KOTOpPBIE MOTYT IIPUMEHSATBCA B KayeCTBE IEPBUYHOIO
kimoya. OOpaTuTe BHUMaHHWE, YTO 3HAYEHUS JUIS TOJIeH
"CueTyuk" MOryT TIE€HEpPUpPOBATHCS IMyTeM J00aBIEHUS
€AMHUIIBL, J0OABIEHUS 3aIaHHOTO 3HAYEHHSI UJIK HA OCHOBE

CIIy4alHbIX YUCEI.

Jlornueckue 3HaYeHUs (1a/HET).

Bel MokeTe ucmonap30BaTh 000M U3 TpexX (HOpMaTOB:
"Ila/Het", "Uctuna/Jloxs" nnn "Bxi/Beiki".

O6wextsl OLE unu npyrue 1BoMYHbIC JaHHBIC.
Ucnonb3yercs ana xpaHeHuss o0wbektoB OLE npyrux
nporpamm Microsoft Windows.

Pucynku, uzo0paxenusi, 1Bonunbie (aitnbl, gaitns Office.
OTO MNPEANOYTUTENHHBIA THUI JAHHBIX JUIS XPaHCHHUS

(aiinos U (POBBIX
M300paKEHU.

JABOMYHBIX JIF000T0 THUIIA nu

I'mnepccpuikm.

Hcnonb3yercs 11 XpaHEHUs TUTIEPCCHUIOK, TTO3BOJISIOIIUX
NoJIyyaTh JOCTYIl OJHUM IIEIYKOM K BeO-CTpaHHUIAM C
nomorbio URL-anpeca unu daitnam ¢ nomornisro ux UNC-
uMeHn. Kpome Toro, MoHoO CCBHUIKM Ha 00BEKTHI Access,
XpaHsmecs B 6a3e JaHHBIX.

He sBnsercs Tumom JaHHBIX, a BbI3bIBACT MACTCP

IIOACTAaHOBOK.

Hcnonb3yercs st 3amycka macTepa MOJCTaHOBOK, C
MOMOIIBI0O KOTOPOI'O0 MOKHO CO3/1aTh I0JIe, MO3BOJIAIONIEE
BbIOpaTh 3HAYEHWE U3 APYrod TaOJHUIbI, 3ampoca WM
CIIUCKA 3HAYECHU, UCIIONB3YS TI0JIE€ CO CITUCKOM.

Pa3zmep

1 6ut (8 6uT =1 O:

Jlo 1 TB.

JIIst  CKaThIX  BJIC

rurabaiira. s
BJIIO)KECHUN — TI
Kbaiir (B 3aBI

BO3MOKHOU CTeETIE]

Jo 1 rwurabaiita
rura0aiT ImaMsITH
3HAK), U3 KOTOPHI
YOPABJICHUS MOXKI
65 535 3HaKO0B.

Ha ocHoBe Ta0muI
— pa3Mep CBSI3aHE

Ha ocHOBe 3Hauer
TEKCTOBOT'O MOJI,
3HAYEHHUE.

NNPUMEYAHMUME : MakcuMalibHbIN pa3Mmep ¢aiisa 6a3bl JaHHBIX ACCESS COCTaBIISIET 2

I'b.

CoBeTsl 10 THIIAM JaHHBIX



o UTOOBI MOBBICUTH MPOU3BOAUTEIHHOCTh, MPU CO3JAHUM TEKCTOBBIX U YHUCJIOBBIX MOJEH
cleyeT yKa3aThb ONTUMalibHBIMpa3Mep mnosisi. Hampumep, ecinu Bbl coOupaeTrech XpaHUTh
MOYTOBBIC WHJEKChl U3BECTHOM MJIMHBI, YKOKUTE €€ Kak pasmep mnois. [ 3Toro MoxxHO
BBECTH 3HadeHHE B 1oJie cBoiicTBa FieldSize. JlomomHuUTEIbHBIE CBEICHUS CM. B
pazzene 3ajaHue JIPYTUX CBOWCTB MOJIs.

o Jlus TenepoHHBIX HOMEPOB, apTUKYJIOB U JAPYTMX HOMEPOB, KOTOPbIE HE MPEIoIaraeTcs
UCIOJIb30BaTh B MAaTEMAaTUYECKUX BBIUMCIICHUSX, BMECTO YHCIOBOTO HEOOXOAMMO BHIOpATH
TEKCTOBBI THUIN JaHHBIX. YHCIIOBBIE 3HAYEHMS, KOTOpPBIE XPAHATCA KaK TEKCT, MPOLIE
COPTUPOBATh U (PUIHTPOBATE.

N3menenne ¢popmara mosst

KpomMme onpenenenus Tumna JaHHbIX HOBOTO MOJIsI ACCESS MOKET 3aJ1aTh JIJIsl HETO 3HAUYCHHE
ceorictBa dopmar, 3aBUCsILEE OT BBEACHHBIX JaHHbIX. Hanpumep, eciau BBECTH 3HAUYECHUE
10:50, Access BbeiOeper THn gaHHbix  "Jlata w  Bpems" M TIPUCBOUT
cBoiictBy ®opmar 3nauenue "Cpemuuii dopmar BpeMeHnu". UToObl BpyYHYIO HW3MEHUTH
3HayeHue cBorictBa dopmar, caenanre ciieayronee.

1. Ha nente oTkpoiiTe BKIaaAKy Pexxum TaOIuIIbL.
2. B cmucke ®opmar B rpynne @opMaTUpOBaHUE W TUIT JJAHHBIX BEIOEPUTE HYKHBIM opmar.

NPUMEYAHUE :Jlngs 1moneid  HEKOTOPHIX  THUIOB  (HAampuMmep, TEKCTOBBIX)
criucok dopmMart MOKeT ObITh HEAOCTYIIEH.

3aJjaHue APYTUX CBOMCTB MOJIA

1. B pexxume TaOnHIIbI MIEIKHUTE TMOJIE, 111 KOTOPOTO HY>KHO 33/1aTh CBOMCTBO.
2. Ha Bxmanke Pexum TtaOnuiel B rpynmne @opMaTupoBaHUE M THUI JIAHHBIX BBIOGPUTE
HY>KHbIE CBOMCTBA.

Tun gaHHeR: | TeKCTOBLIA - | |¥| ¥YHukaneHoe
PopmarT. DopMaTHUp OBEaHME JBazatencHoe

) o mee || a0 L00
I—:g o 000)| S50 £

DoOpMaTUROEIHME M THMN A3HHBIX
3aanue cBOMCTB noJisi B KoHcTpykTOpe

[Ipu pabote ¢ Tabnuneir B KoHCTpykTOpEe MOXKHO HAcTpauBaTh JIFOObIE CBOMCTBA IOJICH.
Tun ngaHHBIX TIOJIST 3amaercsl Ha OjaHke TaOIMIBI, a JIpyrue CBOHMCTBA — B
o61actu CBoMCTBA MOJA.

OTtkpoiTue Tabauikl B KonctpykTope

1. B obGnactu HaBUTalMK MEIKHATE TAOJIUIly TPABOM KHOIKOM MBIIIH.


https://support.office.com/ru-ru/article/%D0%A1%D0%BE%D0%B7%D0%B4%D0%B0%D0%BD%D0%B8%D0%B5-%D1%82%D0%B0%D0%B1%D0%BB%D0%B8%D1%86-%D0%B2-%D0%B1%D0%B0%D0%B7%D0%B5-%D0%B4%D0%B0%D0%BD%D0%BD%D1%8B%D1%85-8fdc65f9-8d40-4ff5-9212-80e6545e8d87#bm4_2_1

2. B KOHTEKCTHOM MeHIO BhiOepuTe MyHKT KOHCTpyKTOD.

HN3MeHeHue tumna JAaHHBIX ITOJIA

1. Ha Gmanke TaOauIlbl HARUTE TI0JIE, JIJIT KOTOPOTO BBl XOTHUTE 3a]aTh THIT JJAHHBIX.

2. B cron6bue Tun 1aHHBIX BBIOEPUTE 3HAUEHHUE U3 CIIUCKA.

I[OCTYHHBIC THUIIBI JAHHBIX

Tun naHHBIX

Tekct

Memo

Yucio

JlaTa u BpeMst

JleHeXHBIN

CyeTumnk

Jlanubie

BykBbI u 11udpe1

Hcnonp3yercs sl TEKCTa WIM YHUCEII, HE MPUMEHSEMbBIX B
pacuerax (Hampumep, Koja ToBapa). YHcIOBbIE 3HAYEHUS,
KOTOpBIE XPaHSITCS Kak TEKCT, MPOIIE COPTUPOBAaTh U
bunpTpOBaTH, HO WX  CJIOXHO  HWCIOIh30BaTh B
BBIYUCIICHUSX.

bykBei u  uupper  (Oosmee 255  3HaKoB) WM
dbopMaTUPOBAHHBIN TEKCT.

Hcnonb3yercss st TekcTa JJUHHEEe 255 3HAKOB WM
dbopMaTUPOBAaHHOTO  TEKCTA. TunuuHele  NPUMEPHI
UCIIOJIb30BaHUs MOJisI Memo — mnpuMedyaHus, JJIMHHBIC
omucaHus U ab3anpl ¢ (GOpMATUPOBAHUEM, HAMPUMEP C
MOJTY>KUPHBIM Hau€pTaHUEM WIIH KyPCHUBOM.

UucnoBsie 3HaueHus (11€JIble U JPOOHBIE).

Ucnone3yercs  mjisi  XpaHEHHWS  YHCJIOBBIX  JaHHBIX,
IPUMEHSEMBIX B  BBIUHUCICHHSAX, 34 HCKIIOYCHUEM
JICHEKHBIX 3HAUYCHHUM (JIJI1 HUX HCIIOJIB3YETCS THI JaHHBIX
"JlenexxHbIN").

3HauYeHUs JaThl U BPEMEHH.
Hcnonp3yercss miisd XpaHeHUs 3HAYEHUN NAaThl U BPEMEHHU.
OOpature BHUMaHUE, YTO KaXJ0€ 3HAUYECHHE COJICPIKHUT

KOMIIOHEHT, OTHOCSIIMKWCA K JiaTe, W KOMIIOHEHT,
0003HaYarOIINNA BpeMs.

]_IeHe)KHBIe 3HAa4YCHUA.

Hcnonb3yercs nist XpaHEHUS JCHE)KHBIX 3HAYCHUU.

VHuKanpHoe YHUCJI0BOC 3HA4YCHUC, ABTOMATU4YCCKH

Pa3zmep

Jlo 255 3HaKoB.

Jo 1 rwurabaiita
rura0afiT maMsITH
3HAK), U3 KOTOPHI
YOPABJICHUS MOXKI
65 535 3naKo0B.

I, 2, 4 u 8 OGaut
(ecim  UCHOJB3YE!
pEIUIMKALUN).

8 OairT.

& Oaiir.

4 OanWta win 1¢



Twun manHbIX

Jlornueckui

Oo0rwext OLE

Bioxenue

I'mnepccpuika

Macrtep
MOJCTaHOBOK

JlanHbIE

BCTaBJIACMOC IIpH I[O6aBJ'I€HI/II/I 3aIlnucCH.

Hcnone3yercs 11t CO3aHMSI YHUKAJIBHBIX 3HAYEHUU,
KOTOpPBIE MOTYT IIPUMEHSTBCA B KayeCTBE NEPBUYHOIO
kioya. OOpaTuTe BHMMAaHHWE, YTO 3HAUYEHUS JUIS TOJIeH
"CueTyuk" MOryT TE€HEpPUpPOBATHCS IMyTeM J00aBIEHUS
€AMHUIIBL, J0OABIEHUS 3aIaHHOTO 3HAYEHUSI UJIK HA OCHOBE

CIIy4alHbIX YUCEIL.

Jlornueckue 3Ha4YeHUs (1a/HET).

Ber MokeTe ucmoap3oBaTh JO00M M3 TpeX (OpMaTOB:
"Ila/Het", "Uctrna/Jloxs" nnn "Bxi/Beikn".

O0bexTel OLE nnu apyrue 1BOMYHbIE JaHHBIE.

Ucnons3yercs jis xpaneHus oO0wbektoB OLE  npyrux
nporpamm Microsoft Windows.

Pucynku, nzo0paxenus, 1sondnbie (aitnbl, gaitns Office.

910 Hp@l[HO‘-ITPITCHBHBIﬁ TUII JAHHBIX OJII XPAaHCHHA

m000ro M (pPOBBIX

JBOMYHBIX  (hailsioB

M300paKEHU.

THUIIA u

['mnepccpuikm.

Hcnonb3yeTcs [uist XpaHEHUs TUIIEPCCHUTOK, MO3BOJISIONINX
MOJIy4aTh JOCTYI OJHUM IIETYKOM K BEO-CTpaHUIAM C
nomoisio URL-aapeca unu daitnam ¢ nmomomipto ux UNC-
umeHu. Kpome Toro, MO>KHO CCBUIKM Ha OOBEKTHI Access,
Xpansmuecs B 0a3e TaHHbBIX.

He sBnsercs tumom JaHHBbIX, a BbI3bIBACT MACTCP

IIOACTAaHOBOK.

Hcnonb3yeTcss juisi 3amycka macTepa MOJCTaHOBOK, C
MOMOIIBI0 KOTOPOIO0 MOKHO CO3/1aTh MOJIe, MO3BOJIAIONICE
BbIOpaTh 3HAYEHWE U3 JAPYrod TaOJMIBI, 3ampoca WM
CIIMCKA 3HAYEHM, UCIIOJIb3YS MTOJIE CO CIIMCKOM.

Pa3zmep

UCTIONIB3YETCSI
pEIUTHKAINN ).

1 Our (8 6ut =1 6

Jlo 1 TB.

Jms  cxaThIX  BIIC

rurabaiira. s
BJIIO)KECHUM — TI
Kb6aiir (B 3aBI

BO3MOKHOU CTETIE]

Jlo 1 rwurabaiita
rura0aiT maMsITH
3HAK), U3 KOTOPHI
YIPABJICHUS MOXKI
65 535 3naKoB.

Ha ocHoBe Ta0imI
— pa3Mep CBsI3aHE

Ha ocHOBe 3Hauer
TEKCTOBOT'O TOJI,
3HAYEHUE.

INPUMEYAHMUE : MakcumanbsHblil pazMep ¢aiisia 06a3bl 1aHHBIX AcCCeSS COCTaBJsieT 2

I'b.

CoBeTsl IO THITAM JaHHBIX



o Jis TenepoHHBIX HOMEPOB, apTUKYJOB U JAPYTHMX HOMEPOB, KOTOPHIE HE MPEIIOIaraeTcs

WCIIOJIB30BaTh B MAaTEMAaTHUECKUX BBIUMCIICHUSIX, BMECTO YHCIOBOTO HEOOXOAMMO BEIOpATH
TEKCTOBBIA THI JaHHBIX. UWCIOBBIC 3HAYCHHUS, KOTOPBIE XPAHATCA KaK TEKCT, IPOIIE
COPTUPOBATh M (PHIIBTPOBATH, HO UX CJIIOKHO MCIIOJIb30BATh B BBIYHUCIICHUIX.

JIJ1sl TEKCTOBOTO M YMCJIOBOT'O THITA IAHHBIX MOYKHO 00JIee TOYHO yKa3aTh pa3Mep IOJIS W
THO JaHHBIX ¢ ToMoIIbio cBoiicTBa FieldSize.

3ajaHue Ipyrux CBOMCTB MO

Ha Onanke Tabmuisl BbIOEpUTE IMOJE, JJIi KOTOPOrO Bbl XOTWUTE 3aJaThb CBOWCTRBA.
CBolicTBa 110J1s1 BEIBOISATCS B 001acTUCBOMCTBA TT0JISL.

CBOﬁCTBa, KOTOPBIC MOZKHO 3a1dTh, 3aBUCAT OT THUIIA JAHHBIX 3TOI'O I10JIA.

B o6nactu CBoiicTBa MO BBEIUTE HYKHBIE MapaMeTpbl Il Ka)KJIOTO CBOMCTBA WIIU

HaxxmuTe KinaBuiny F6 u BeiOepuTe CBOMCTBO C TOMOIIBIO KJIABHIIL CO CTPETKAMH.

Kakwue cBoiicTBa moJieit JOCTyIHBI?

INPUMEYAHMUE : He Bce cBoOMCTBAa NOCTYNHBI ISl Kaxkaoro mnoijs. CBoOHCTBa MOJIS

ONPCACIIAOTCA €0 TUIIOM JaHHBIX.

CBOMCTBO OIS

Pa3zmep nons

®dopmar

Yucno JIeCATUYHBIX

3HAKOB

HoBrlie 3HaueHUs

Macka BBO1a

Onwucaunue

OrnpenensieT MakKCUMaJIbHBIA pa3Mep JaHHBIX, XPAHAIIUXCA B MOJISIX C
"Texkct", "Uncno" umm "CueTunk".

COBET : /I noBblIEHUS TPOU3BOJUTEIBHOCTH BCErJa YKa3bIBAWTE
JIOCTATOYHBIA pa3Mep MOJIs.

[To3BomsieT 3agaTh CTaHAAPTHBIN (hOpMAT JTAHHBIX ISl OTOOPAXKEHUS UITH

Onpenenser KOIUIECTBO 0TOOpaKaeMbIX 3HAKOB B IPOOHOM YaCTH YHCEIT

Onpenensier cnoco0 npucBoeHus: 3HaueHud miig noisst "Cuetyuk" mp
3aIUCeN: MOCIE0BATEIbHOE YBEINYEHNE WIIN CIIyYaiiHbIE 3HAYEHUS.

[To3BosisIEeT BBIBOAWTH 3HAKH JUIsl YIIpaBJICHUs] BBOJAOM JAaHHBIX. Jlo
CBEJICHHMS O CO3JIaHMM W KCIOJIb30BAHUM MAacKd BBOJA MOXHO HaWTH
pazaene CM. Takxke.

HOI[HI/ICB 38.,[[3.6’1‘ TCKCT, 0T06pa>KaeM0r0 IO YMOJYaHHUIO B HAAIIHUCAX JIA (1)0pM
3aIIPOCOB.
3HadyeHHUE 1Mo ABTOMaTUYECKU 3a1aCT 3HAYCHUC I10 YMOJIYAHUIO IJIA IIOJIA IIPpHU I[O6a]

YMOJITYaHUIO

3aIUCEN.



CBOUCTBO MOJIA Onucaunue

VYcnoBue Ha [lo3BossieT BBECTH BBIpaXKEHHE, KOTOPOE JOJKHO OBITh UCTUHHO IPH JIC

3HAYEHUE WU3MEHEHUH 3HAYEHUS 3TOrO MOJIS.

Coo0enue 00 Ilo3Bosser BBecTH cooOIIeHHE, OTOOpa)kaeMoe B TOM cllydae, eCiu

omunoKe COOTBETCTBYET BBIPAXKEHHIO B CBOMCTBE Y CJIOBHE HA 3HAUCHHUE.

Ob6s13aTenbHOe Tpebyer o0s3aTeTbHOTO BBOJIA JAHHBIX B MOJIE.

[Iycteie cTpoku Ecnu 3amano 3Hauenue Jla, paspemaer BBoA mycTor cTpoku (") B TEKCT
nose Memo.

NHunexkcupoBanHOE VYckopsieT 10CTyn K JaHHBIM B MOJI€ IIyTEM CO3[JaHUs U UCIIOJIb30BAHUS U]

oJie

Cxatue IOaMKON C>XKMMaeT TEKCT, €CIM B 3TOM ToJie coaepkutcs menee 4 096 3HaKoB.

Pexum IME VYrpasinset npeoOpa3zoBaHUEM 3HAKOB B BOCTOYHOA3UATCKUX Bepcusax Wi

Pexum npeqnoxenuii  YnpasisieT npeoOpa3oBaHUEM MIPENTIOKEHUN B BOCTOUHOA3UATCKUX BEPCH
IME

Cwmapr-teru JloGaBmsieT cMapT-Ter K IMOJIO.
Tonbko noGaBnenue  Ecnu 3agano 3HaueHnue /la, BKIOYaeT BeIEHUE KypHAa s OIS,

dopmar Tekcra Ecnu BeiOpano 3nauenue ®opmar RTF, xpanut Texer B Bune HTML u
dbopmatupoBanHbIii TekcT. Ecnu BeiOpano 3Hauenne OOBIYHBINA TEKCT,
He(OpMaTUPOBAHHBIHN TEKCT.

BripaBHUBaHME Onpenenser BBIPABHUBAHUE TEKCTA B DJJICMEHTE YIIPABICHUSA, HCII
TEKCTa YMOJIYAHUIO.

3. Eciu Tpebyercst Oonbllie MecTa JijIsi BBOJAa WJIM U3MEHEHHUs 3HAYCHUH B IOJie CBOMCTBA,
Haxmure kinaumu SHIFT+F2 nns otobpakenus nmosist O61acTs BBOJIA.

COBET : Eciu Bam TpeOyeTcsi MOMOILb B CO3JaHUM MAacKd BBOJIa WJIM BbIpaKEHUS

YCJIIOBUA HAa 3HAYCHUC, HAKMUTC KHOIIKY EI psaaoM C I10JIEM CBOMCTBA JIIA OTOGp&)KGHI/IH
COOTBCTCTBYIOIICTO IMOCTPOUTCIIA.

4. YtoObI coxpaHuTh u3MeHeHus, Haxxmute kinaBuiu CTRLAS.

CcbulkM Ha JOMOJHUTENbHBIE CBEACHUS O THUMNAaX JAHHBIX U CBOMCTBax IOJIEH MOXKHO
HaWTH B pazgene CM. Takxke.

CoxpaHeHue TaOIUIIbI

[locne co3manusi WM W3MEHEHHUs TaOJMIIBI CIEAYeT COXPAaHUThb €€ CTPyKTypy. [lpu
NEPBOM  COXpPAaHEHUM Tabnuie HEoOXOJWMO MPUCBOUTh WM,  OIMCHIBAIOIIEE



coJiepkaliecss B Hel JaHHble. MoKHO ucnonb3oBath 10 64 3HakoB (OykB win 1udp),
BKJIIOYasi npooensl. Hampumep, Bbl Moxkere Ha3Barh Tabnuily "Knuentsl", "llepeuenn
3anacHbIX yacten" ninum "Tosapsr".

COBET : [JoroBopurtech 0 TOM, [0 KAKOMY MPUHIUITY OyJieTe Ha3bIBaTh OOBEKTHI B Oa3e
TAHHBIX, U CIECyNUTE YTUM IIPABUIIAM.

Haxxmure kaonky Microsoft Office E
CTRLAS.

Ecnu BBl coxpaHsieTe TaOiMIly B NIEPBBII pa3, BBEAUTE ee UMs U HaxkMuTe KHonKy OK.

i
d

u BblIOepuTe COXPAHUTh WJIM HAXXMUTE KIIABHILN

[TpakTuueckas padora Nel7 Co3naHue Mojap30BaTEIbCKUX (POPM It BBOJIA IAHHBIX B
CYB/J

Co3nanne m ucnojab3oBaHue GopM I BBOAA JAHHBIX B TA0JHIbI 0a3bl JAHHBIX
Access 2007

B Access 2007 MOXHO BBOJIUTH JaHHBIE HEIIOCPEJCTBEHHO B TAOJIUILy B pEKUME TaOIHIIA.
Ho oObkruno jyst BBoja gaanHbiX B BJ[ Access 2007 ucnonb3yior ¢opmsl (forms). Form
yckopsieT paboty ¢ 6a3oii ganHbix. Form B B/] - 3T0 cTpyKTypHpOBaHHOE UHTEPAKTUBHOE
OKHO C AJIEMEHTaMH YMPABJICHUS, B KOTOPOM OTOOPaXKAKOTCS MOl OHON MIJIM HECKOJIBKHUX
TaOJIMI] UK 3aIPOCOB.

®dopMy MOKHO HCIMOJIB30BaTh JUIsI BBOJIA, U3MEHEHMSI WU OTOOpa)KeHUs MaHHBIX W3
Tabnuibl win 3anpoca. B Microsoft Office Access 2007 npeaycMOTpeHbl HOBBIE CPEJICTBA,
nomoraroiye ObICTpO co3faBarh forms, a Takke HOBBbIE THUIBI (POPM U PYHKITMOHAIILHBIE
BO3MO>KHOCTH.

®opwmbl B BJI Access MOKHO c03/1aBaTh C TIOMOIIBIO PA3JIMYHBIX CPEJICTB:

nHCTpyMeHTa Form;

uHctpyMenTta Paznenennas form;

nHCcTpyMeHTa HeckonbKO 371€EMEHTOB;

uHctpymenra [lycras form;

Macrepa form;

Koncrpykropa form.

Bce cpenctBa coznanust hopm nomenieHsl B rpyriny forms Ha Bkiajgke Coznanue (puc. 1).

ﬂ.@ CE0AHAA AMarpaMma E
=] E

= ,j Mycran G opHa =
Popma PazgeneHHas Heckonsko KoHcrpykTop
dopMa  3NeMeHTOE l%l Apyrne hopmbl "| hopm

[ Lo 1 |++E__: Macrep $opm

Puc. 1.
Forms, KOTOpbIe UCTIONMB3YIOT TAOIUIIHI IEIECO00Pa3HO BBITIOIHATE C TOMOIIBI0 MacTtepa
WM yKa3aHHBIX HMHCTPYMEHTOB, a J0padaThiBaTh WX, T.€. BHOCHUTH HEOOXOIUMBIC



W3MEHEHUs, MOKHO B PEXUME MaKeTa WIMKOHCTpPYKTOopa. B Microsoft Access 2007
MPETYCMOTPEHO JBa PEKUMa BHECEHHUS W3MEHCHHH W JIOTOJHEHUU B (DOPMBI: pexUM
MakeTa M PeXHM KOHCTpykTopa. Ilepexon Mexay peknuMamu (OTKpPBITh, PEKUM MaKeTa,
KOHCTPYKTOP) MOYHO BBITIOJIHUTD, IIEIKHYB MPABOW KHOIMKOW MBI (OpMy B 00JIaCTH
MEePEX0I0B, a 3aTeM BhIOpaTh HY>KHBIH PEKUM B KOHTEKCTHOM MEHIO.

Pexum maketa — 3T0 0ojiee HaIVIATHBIA PEXUM pEAaKTUPOBaHUS (M3MeHEHHs) Gopwm,
4eM PEKUM KOHCTPYKTOpa. B pekmMe makeTa W3MEHEHUs BBIMONHSAIOTCS (HaKTHYECKU B
peanbHON (opMe, TOITOMY B ATOM PEXKHUME IE€JIECO00Pa3HO BHITIOJIHATH 00Jiee MPOCThIC
M3MEHEHHUS, CBSI3aHHBIC C €€ BHEITHUM BUJIOM.

B Tex ciydasx, Kkorja B pekMMe MaKeTa HEBO3MOXKHO BBITIOJHUTH M3MEHEHUs B (opme,
LEJ€CO00Pa3HO MPUMEHATh PEXUM KOHCTPYKTOpa. PexuM KOHCTpYKTOpa MpenocTaBiseT
M0JIb30BATEINI0 00JIee IUPOKUE BOZMOXKHOCTH ISl peJakTUpoBaHus (M3MeHeHus1) (hopm, B
ATOM PEXKUME MOXKHO J00aBISTH TMOJsS,, HACTPAUBAEMbIE DJIEMEHTBHI M COCTaBJISATh
POrPaMMBl.

Nucrpyment "®opma'. Jlns ObicTporo co3ganus GOpPMBI, T.€. CO3JaHUSI OJHUM
HIETYKOM MBIIIM MOYKHO BOCHOJIb30BaThbCsl MHCTpyMeHTOM Form. B sTtom cimydae Hamo
BBIICNIUTh TaONMIly B 00JacTu OOBEKTOB. 3areM mnepedTh Ha Bkiaaaky Co3gaHue u
HIEJIKHYTh Ha nukTorpamme Form. Ha akpane Oyzet orobpaxena form (puc 2).

[ -3| ¥c \\
=] YcnesaemocTb
’ A
KopOueHHM: 1
KoancuHnanHb: LIr"I__Hq;Dp;'IETHHE |Z|
KoaCryneHTa: .-EEEH'I-IEHHD |E|
Oueghna: /4
Bunkowtpons: | ksawew |
Samts WL 10 ] » 9 ¥ | K Her Guisipa [Fomee 1] K
Puc. 2.

Ecnu Access oOHapy>kKuBaeT oJiHy TaOJuIly, CBSI3aHHYIO OTHOIIIEHUEM «OJIMH-KO-MHOTHM)
C TabnuIel WM 3ampocoM, KOTOPBIM MCIOJIB30BANCSA MJisi co3manust (popmbl, Access
no0asisieT Ta0IUIly JaHHBIX B (DOPMY, OCHOBAaHHYIO Ha CBSI3aHHOM TaOJIMIIE WITU 3ampoce.
Ecnu TaGnuia nanueix B popMe HE HY)KHA, €€ MOKHO YAAIIUTh.

CpencrBo '"Pa3znenennasi dgopma'. Pasnmenennas form — HoOBas BO3MOXHOCTb B
Microsoft Access 2007, xoTopas TO3BOJISIET OJHOBPEMEHHO OTOOpakaTh JaHHBIC B
pexuMe GopMbl U B pexuMe TaOnuibl. B o0mact 0OBEKTOB (MEPEXOJ0B) BBIACIUTH
Tabauily, Hanpumep YcrneBaemocTh. Jlajiee ImienkHYTh Ha mUKTOrpamme 'PaszneneHHas



forms" Ha Bkiaake Co3nate. Ha sxpane Oynet oroOpakena form (3).

:| YcneepaeMocTb

..................... AL A4 S . ORI ;
i HopOueHkm: 1 ]
femmarsssreasennes s s rnas e SARERERETETTERTPTTTCETTETENT TR T Ty

HoafMouMnaMub: | MubopmaTiea B
HoaCrynenTa: BabueHKo E|
OueHHa: 5/a

Bna KOHTpONA: IHIEMEH

KoaOueHKs +_+I{n,.u.ﬂ,ur.uun = |KoaCryger ~ | Ouenka ~ | Buo KOHTPO =

1 Wadopmatvra Babwuenko  5/A IHIAMEH
2 HHpopmaTHra BOpoHWHE 4/8 IKIAMEH
3 Marematika BadWueHKo 5/8 IKIAMEH
4 MurposkoHown MeTpoea 3D IK3AMEH
3anmes M« 1210 | b M b2 | O Her guaeips | Momex
Puc. 3.

Nucrpyment "Heckoibko 3jiemeHTOB' . DOpMy, B KOTOPOM OTOOpa)kaercs HE OJIHA, a
OJTHOBPEMEHHO HECKOJIBKO 3allriceil, MOYKHO CO3/1aTh HMHCTPYMEHTOM 'HecKonbKO
anemeHToOB" (puc. 4). UtoObl co3naTh JaHHYIO (opMy BBIACIUM B 00JIaCTU OOBEKTOB
(mepexos10B) oAHYy U3 Tabmauil (Hampumep, YCleBaeMOCTh). 3aTeM MepeiieM Ha BKIIAJIKY
Co3manue W mieakHeM Ha mnukTorpamme "Heckosbko snmemeHToB". Ha akpane Oyner
otoOpaxkeHa form (puc. 4) B pexxuMe Makera.

3 sonewes T T Ve S
H;:I YcnesaemocTb
i HoaOueks | KopfWouananHe HoaCTyaeHTa OufhHa BHA KOHTPOAR
¢ i IEHM-anaruu ?] Bauuenso _T_!,sfﬁ PIAMAH
B 2 ;Hrﬂopmamna q BoponuHa o _Eldﬂ IHIZMEH
3 Emareunma -] BaduueHxD '_- 5B IKIAMEH
| 4 EHnupo}munMuMi :r].ﬂfl'p;;l Ny :-:.HD PHIAMEH
E 5 Eﬂoﬂumﬂmn L-_]: e - afc IHIAMEH
E ] .muwﬂbwpa % 5 ;{pamuna L Sfa radeT
] 7| Mensivein, = || Bafusenxo [=]|5/a IHIAMEH
A s_-r-l:m:.;m: ~ || Hsancs [=] |4 BIaMEH
= 9 Ei..;l;u.pmunnwuua » | BafwieHEo [=] 5B IHIAMEH
Sanwcs W« 1wad0 | b M b | e [Triowex = ; —
Puc. 4.

Form moxoska Ha TabnuIly, B HEW OJTHOBPEMEHHO OTOOpa)xaroTcs HECKOIbKO 3amuceit. Ho
sTa form mpeocTaBiIeT BO3MOXHOCTH JJII HACTPOWKH, TaK KaK OHA OTOOpakaeTcs B
pexuMe MakeTra. B pexxnme makeTra MOXHO JIETKO OCYIIECTBISTH TOPaOOTKY (HOpMBI
(Hanpumep, 100aBIATH JIEMEHTHI YIIPABICHUS U T.J.).

CpenctBo Ilycrass gopma. DTOT MHCTPYMEHT MOXHO HCHOJIB30BaTh B TOM Clly4ae, €CIid
HEO0O0XO0MMO OBICTPO co37aTh (OpPMY C HECKOJbKMMH ToyisiMU. Form OTKpbhiBaeTcs B
pexuMe "Pabora ¢ makeramu ¢opm" U mpu 3TOM OTOOpakaeTcsi 06sacTh CHUCOK Tosei

(puc. 5).



E- Fﬂi‘lﬂl“ Cnwncok nonen *

| ] & | JoCTyNHBIE NOAA B APYrof TaGamLe:

FpyMnel CTYAEHTOE  M3MeHKTE TaBaULY
AUcUHNAUHE HzmeHWTE TaBAMLY
CTYaeHTRI WzmeHnTe TaBanuy
¥enegaeMolTe MzmeHnTE TREAMLY

= ..:'F MoKa3aTh TOMNEKO NONA B TEKYLULEM

Januee: 4 1uzl WCTOYHMKE 3anucel

Puc. 5.
Mactep ¢popm. Coznanrie hopMm npu noMoiud mMactepa GopM oCyecTBIsIeTCs: ObICTPO, U
3TO CPEACTBO MO3BOJISIET BKIIOYUTH B (POPMY MOJISI U3 HECKOJIBKUX CBSI3AHHBIX TAOJIULL UITU
3anpocoB. Ha Bknanke Coznanue B rpynne opMbl HAJ0 HakaTh KHOMNKY pyrue ¢hopmsl,
a 3aTeM BbIOpaTh KoMaHIy Mactep gopm. OTkpoetcs okHo auanora Coznanue Ghopm, B
KOTOpPOM HEOOXOAMMO OTBEYaTh Ha BOMPOCHI KaXIOro TEKyIIero skpaHa Macrepa u
nienkaTh Ha kHonke [lanee.

B mnepBoMm okHe HEOOXOAMMO BBIOpaTh MOJS M3 HUCTOYHUKA JAHHBIX (TaOJauIl WU
3anpocoB). JlJist 3TOro HaAO OTKPBITH CUCOK TabNuIbl U 3aPOChI, IEIKHYB Ha KHOIKY,
cupasa. Hanpumep, BibepeM u3 cnrcka Tadbnauiy CTyaeHThI.

BrafbapuTe NonA AnM SHOPes.

Danyo@enon exibop Heconsn Talmal um tanpoces.

Puc. 6.
3arem Bce "[loctymnublie nons" nepeBeneM B "BoiOpanHble 1mos", BBIIECTUB UX U MICIKHYB

Ha KHOTKY >>. Heo0X0IMMO OTMETHUTh, 4TO, €ciau form co3/iaeTcsi HA OCHOBE HECKOJIBKUX
Ta0JIUIl, HEOOXOIUMO IMOBTOPUTH NEUCTBUS I KaKAOW TAOIWIBI — UCTOYHHUKA. 3aTeM
HE0OX0IMMO HIENKHYTh Ha KHOoNKe [lanee. B ciemytomeM okHe Hamo BHIOpaTh BHEUTHUHN
BUJI, HAIpUMEp B OJWH cTonben u menkHyTh [lanee. B crnemyromem okHe BbhIOEpeM
TpeOyeMbIii CTHIIb - OPUITHATBHBIN

[Tocne BpIOOpa cTuis, TpeOyeTcs MEPENTH B MOCIEIHEE OKHO, IIEJIKHYB Ha KHonke [lanee.



B mocmemnem oxHe Mactepa TtpeOyercst BBectH wums  (Hampumep, CTyaeHTHI
mactep_¢opM) U yKazaTh JanbHeWmne aeictBusi: OTKPHITH GOpMy Ui TPOCMOTpa U
BBO/JIa JaHHBIX; 3MEHUTH MakeT (hOPMBI.

[Tocne BBoga umenu gopmsl (Hanpumep, CTyneHThI), BbIOOpa pexxuma: « OTKpBITh (hopMy
JUISL IPOCMOTpPA M BBOJIA JaHHBIX» U LIEIYKAa Ha KHOIMKE ['0TOBO, MOIYyYUM CIIEIYIONIYIO
dbopmy U1 BBOJIA U ITPOCMOTpa 3amnuceid B Ta0uIy CTyI€HTHI.

HngTpymme ‘BH-128 L, B
N e T TR TSTSTSITEETr TNt oy T TIRISBPREY.
Mt Enowa
[rrapcTes ‘manoeea
. e T
MecTo paKaemig T, Napbkog -
i [
Zammo M 4 [LnalD | b W oo | Her geakoa | Momce

Puc. 7.

Kouncrpykrop ¢opm. Jlns co3ganuss HOBOW myctoil popmber CTyaeHTHI HEO0OXOIUMO
BBIIIOJIHUTD CIEAYIOIIEE:

B okne npunoxxenust Access 2007 BoiOpath Bkiaaaky CoznaHue. BbITONIHUTH IETYOK HA
nukrorpamme "KoncTpykTop ¢opMm". B okHe pemakTupoBaHus mosiBUTCS OKHO Forml ¢
MyCTOM 00JIaCThIO JaHHBIX.

Jlnst  otoOpakeHuss cChHCcKa Iojed TpeOyemoil TaOauIbl BBITIOJIHUTH IIEIYOK Ha
nukTorpamme "J[00aBUTh CyIIECTBYIOIIUE MOJs", TOSBUTCS ciicoK Tabmuil. [l{enkHyB Ha
3Hak "+" Tabnuinbl (Hanpumep, CTYIEHTBI), OTKPOETCS CHUCOK HEOOXOIAMMBIX MOJeH

(puc.7).
m Cnucok noneil »

|I|| T T T JOCTyNHBIE NOAA B PYrof Tadnnwe:
J & OBnacrs garHEm Fpynnbl CTYAEHTOE  M3MEHWTE TABAMLY
AHUcUHUNANHE W3MeHWTE TaBAKULY
=] CTyaeHTHl MEmeHWTe Tabauwy
KogCryaeHTa
Koal pynnet
Tamunua
2 HMma
- OTYecTED
3 Man
- Jata poxaeHuA
MecTo poxgeHua
¥INegaemocTe W3MeHWTE TaBAKULY

| »

= ,__" MNoKa3aTe TONBKD NONA B TEKYLWEM
4 Ll b = MCTOYHWMKE SanMcei




Puc. 8.
3. Tlona u3 cnucka nepemectuth Ha (opmy. JloOaBiieHUE TOJIEH OCYIIECTBISETCA MPU
HA)KATOM JIEBOM KHOIIKU MBIIIH.
4. TlomecTuts nois Ha popmy (puc. 9).

= e i:m.xl =
| 22 Crvaewwwoncipymiop | X Cowcor nonei *
|I|| vlel i 2D i Bt B e e | TIOAA, AOCTYNHBE B AAHHOM NP EACTABASHMIE
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5. Ilepemenienue moseit 1 X UMEH 10 GopMe MTPOU3BOAUTHCS CIETYIONTUM 00pa3oM:
Bpigenute 1mone ¢ HMMEHEM MIETYKOM MbIIH. BOKpyr HEro mosBATCS MapKepbl
MEepEeMENICHNS U U3MEHEHHUS pa3MepoB. [lepemenars mojae MOKHO BMECTE C MPUBS3aHHBIM
K HEMY UMEHEM WJIM OTAEIBHO OT HETO.

JInst mepeMenieHnsl MOMECTUTh yKa3aTellb MBIIIM Ha KBaJApaTUK, HAXOASUIUMKCS B JIEBOM
BEpPXHEM YyINIy 3JIEMEHTA. YKa3aTejlb MBIIIKA B BHUAE YETHIPEX HAMPABICHHOW CTPEIKH
MO3BOJISIET MIEpeMeNIaTh OObEKT.

HaxxaTp KHONKY MBIIIA M, YJEpKHBasi ee, OyKCUpOBaTh IOJE€ WM €ro MUMs B HY>KHOE
MecTo B ¢popme. 3aTeM OTIYCTUTh KHOMKY MBIIIIH.

Jl1st “3MEHEHUs HAAIUCH, CBS3aHHOM C ITOJIEM HEOOXOIMMO BBIIOJHUTH Ha HEH ABOMHOM
IIEJTYOK MBIIIBIO ¥ BBIMIOJHUTH HEOOXO0IUMbIE U3BMEHEHHS. 3aTeM 3aKPBITh OKHO.

JIns n3MeHeHus: pa3MepoB IIOMECTUTh KypCOp Ha pa3MEPHBIE MAapKEPbL, IIPU ITOM KypCop
MPUMET BUJI JIBYHAIIPABICHHON CTpeiku. HaxkaTh KHOMKY MBIIIH, OyKCHPOBATh B HYKHOM
HANpaBJICHUH, 3aTEM OTITYCTUTh KHOIIKY MBIIIIH.

JIist ynaneHust moJis BBIIETUTD €ro, HaxkaTh KiaBuiny Delete unu aqpyrum cnoco6om.

6. Coxpanuts Gopmy.

7. llpocmotpeTs popMy CTyIeHTBI KOHCTPYKTOP, BBITIOJIHUB Ha HEW JBOMHON IIETYOK B
00J1acTH MEePEexXOI0B.
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Ecnu Bun ¢opmbl HE YIOBIETBOPSIET, €€ MOXHO OTKPBITh B peknume KoHcTpykTop u
BHECTH HEOOXO/IMMbIE U3MEHEHMUSI, 3aTEM COXPAHUTb.

[Ipaktuueckas pabora Nel8 PaboTa ¢ naHHbIME, C HCTIOIB30BaHUEM 3anpocoB B CYB]]
Co3nanue 3an1pocoB U NOUCK MHPopMaunu B 0a3e JaHHBIX

B CYBJl Access 2007 MmoXHO co37aBaTh queries JUisi OTOOpaKeHUS TPeOyeMbIX
[MOJIEN M3 3aIMCe OMHON WJIN HECKOIBbKUX TAOJIMII.
B CYB/ Access 2007 mpuMEHSIOTCS pa3jIMYHbIE THIIBI 3alIPOCOB: Ha BBIOOPKY, Ha
OOHOBJICHHE, Ha J00aBleHUE, Ha YyAaJICHUE, MEPEKPECTHBIM query, BbBINOJIHEHUE
BBIYUCJICHUN, co3nanue Tabnui. Haumbosiee pacnpocTpaHEHHBIM SIBISICTCS query Ha
BBIOOPKY. [IpumeHstoTces 1Ba Tumna 3anpocos: query 1o oopasiy (QBE) u query Ha ocHOBe
CTPYKTYPUPOBAHHOTO sA3bIKa 3arpocoB (SQL).
3anpocsl Ha BBIOOPKY UCMONB3YIOTCA JUIs  OTOOpa TpeOyeMoi  IMOJIb30BaTEIII0
nHpopManu, coaepkaiieiics B HECKOJbKuX Tabnunax. OHU CO37al0TCS TOJIBKO IS
CBSI3aHHBIX Tabnuil. Queries MOTYT OCHOBBIBAThCSl KaK Ha HECKOJIBKUX TaOJIMIaX, Tak U
cymectBytomux 3anpocax. CYBJ] Access 2007 BkiIro4aeT Takue CpPEACTBA CO3JaHUS
3arpocoB, kak Mactep u Konctpykrop.
Kpome Ttoro, B CYBJ] Access 2007 cyiiecTByeT MHOXKECTBO CPEJICTB JJid IOHUCKA U
otoOpaxkeHuss WHGOPMAIIMH, KOTOpas XpaHUTCS B Oa3e naHHBIX. J[aHHBIE B TaOiMIax
MOXHO OTCOPTHPOBAaTh Ha OCHOBE JOOOTO TIOJNIS WM KOMOWHanuu monei. J[ms
U3BJICYCHUSI M3 0a3bl JaHHBIX HEOOXOJUMBIX 3aMUCEd MOXKHO OT(PUIBTPOBATH TAOIMILY,
MIPUMEHUB CPEACTBA (PUIIbTpALINU.
Ha ckpunmore (pucyHok 1) cpeacTBa COPTUPOBKM M (DUIBTpALMU  BbIJIECICHBI
CKPYTJICHHBIM MPSIMOYTOJIbHUKOM KPacHOTO IIBETA.
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Puc. 1.
PaccmoTpuMm co3nanue 3anpoca Ha BbIOOPKY ¢ momoinbio KoHcTpykTopa
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Jlnis cozmaHusl HOBOTO IyCTOTO 3alpoca B PEKMME KOHCTPYKTOpa HalO IIETKHYThH
Ha nukTorpamMmme KoHCTpyKTOp 3arnpocoB (PUCYHOK 2).
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HoBwii 06beKT: 3anpoc

CozgaHWe HOEOro NyCToro 3anpoca B
PENMME KOHCTPYETOPA.
ol W

KpaHe NOABMTCA ANanoros0e OKHO
JoBaBneHne TabnnLsl”, NpegHaZHa“YeHHoe

ANA ERBOPAa TABAWY, W 3aNPOCOE, KOTOPBEIE
wegyeT 4oBaEnTE B GnaHk 3anpoca,

Puc. 2.
OTtkpoetrcst akTUBHOE OKHO jauaniora JloGaBnenue tabnuibl (pucyHok 3) Ha (oHe
HEAKTUBHOTO OKHa «3ampocl». B 3ToM oOkHe MOXXHO BbIOpaTh TAOIUIBI M queries s
CO37IaHMsI HOBBIX 3aIPOCOB.

Puc. 3.
B okne JloOaBneHue TaOmuibl CcleAyeT BbIOpPaTh HECKOJIbKO TaONUIl U3



MPEJCTAaBICHHOTO CIHCKa TaOJMI], HAa OCHOBE KOTOPHIX OYJET MPOBOJIUTHCS BBHIOOP
JTAHHBIX, U IIENKHYTh Ha KHomke JloO6aButh. Ilocie storo 3akpeiTh OKHO JloOaBieHue
Ta0IuUIIbI, @ OKHO «3arnpocl» cTaHeT aKTUBHBIM (PUCYHOK 4).
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OkHo KOHCTpyKTOpa COCTOMT M3 JIBYX 4YacT€l — BEpXHEH W HWKHEW. B BepxHeHl yactu
OKHa pa3MEIIaeTcsl CXEMa JaHHBIX 3aIlpoca, KOTOpas COJEPKHUT CIHUCOK CBS3aHHBIX
tabnuil. B HmwkHel yactu okHa Haxonutcsa biank nmoctpoenus 3anpoca QBE, B koTopom
KaXKJast CTPOKa BBIIIOJIHSAET ONPEAEIECHHYIO (PYHKIHIO.

[lepemecTuM uMeHa 1Mojed c TaOMUI-UCTOYHUKOB B brmank. M3 TtabGmuiel ['pynmsl
CTyJeHTOB nepemectuM noje Haszpanue B nepsoe nosie bianka, u3 tabmuisl CTyaeHTbI
nepemectuM nosje daMuianKu BO BTOPOE MOJIE, a U3 TaOJIULbl Y CIIeBaeMOCTh MIEPEMECTUM
nosie O1ieHKa B TpeThe nosie U u3 Tadaumbl Jucuuminasl nepemectum nosne Haspanue B
yeTBepToe noiie bianka 3ampocos.

[Ipn HEOOXOOUMOCTH MOXHO 3a/JaTh MPUHLMUII COPTUPOBKU (MO BO3PACTAHUIO WM IO
yOBIBaHHIO) pe3ysbTaTOB 3ampoca. B crTpoke "BbIBog Ha »3kpaH" aBTOMATUYECKH
yCTaHaBIMBaeTcs (PJIaXKoK MpOCMOTpa HHPOPMALIUH.

VYcnoBus OrpaHUYEHHOT0 TTOMCKA WU KPUTEPHUI OMCKa MHPOpPMalK BBOJAUTCS B CTPOKE
"Vcnosus" orbopa m crpoke "Mnu". Hampumep, BBenem kpurepuil moucka - "S/A" B
ctpoke "YcmoBua" miig nons OuneHka. B aTom cityyae B pe3yJibTare BBIOJIHEHHUS 3alpoca
Ha 2KpaHe OyayT oToOpakaThCsi Bce (PaMUIMM CTYIEHTOB, KOTOPBHIE MOJIYYWIH OLICHKY
5/A (pucyHoOK. 5).
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Jlanee Hamo 3akpbITh OKHO 3ampoca 3anpocl, mosiBUTCS OKHO auanora CoXpaHUTh,
oTBeTUTh - Jla m BBecTH uMs 3ampoca, Hampumep "YcneBaemocTh cTyleHToB". Jlis
3amycKa 3ampoca JBaXKIbl IIEJIKHEM Ha query '"YchneBaeMOCTh CTYJEHTOB', OTKPOETCS
TabyMIa ¢ pe3yabTaTaMH BBIIOJIHEHHOTO 3arpoca (puc. 6).

3 vaeemonenen
lpynnbl cTyl - @®amunua - | OueHka > (OKCUMNAMHBL.Ha -
JH-12a BabuueHko | 5fA HMudopmaTura
JK-12a BabruenHD /A MeHeo#MeEHT
IK-123 HpacHoea 5/A DUIKYNeTYpE
3K-126 Meanoe 5/A MHKpPO3IHOHOMMHKA

*

Puc. 6.

Hasiee co3zgaem rmapaMeTpu4ecKuil query win query ¢ napamerpamu. Co3gaem 3TOT query
TaKKe KaK W TPEeAbIIylIuid, B PEXKUME KOHCTPYKTOpPA, HO TOJIBKO B CTPOKE Y CIIOBHUS
otrOopa ms nosis @amMuiins BBEIEM yCJIOBUE 0TOOpa B BUE MPUTIIANICHUS B KBAAPATHBIX
ckoOkax, Hampumep [Begute pammnmmio]. B stom cimydae B pe3ynbTrare BBITTOJHEHHUS
3ampoca Ha JKpaHe Oyner oToOpakarbcsi (GamMuiIus CTyJeHTa M BCE NUCIMIUIAHBI, TI0
KOTOPBIM OH IOJYYHUJ OLEHKY.

3aKpbITh OKHO 3arpoca Ha BbIOOpKY. Ha Bonpoc 0 coxpaHeHHH U3MEHEHHsI OTBETUTH - [la
BBECTHU 3amnpoca, "Ilapamerpuueckuii  query". 3amycTtum
[Tapamerpuueckuil query, ABAXKIbI LIECIKHYB Ha HEM. B OTKphIBIIEMCS Ha DKpaHE OKHE
nuanora «BBenute napamMeTpa» HaJao0 BBECTH (QaMWIMIO CTY/CHTA,
nH(popMaIio 00 yCreBaeMOCTH KOTOPOT0 HEOOXOAUMO MOJYy4YHUTh (puc. §).
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3aTeM HaJI0 IIEJIKHYTh Ha KHOIIKE
BBITIOJTHEHHOTO 3ampoca (puc. 8).

BabuueHko
BafnueHko
1.  -babuueHko
IK-12a( == :EEEH'—IEHI{D

Puc. 8.

BeeauTe haMumia

|Eal5w-|en-nm

Puc. 7.

OK,

5;.&
_5/A
5/B
5/B

OTKpoeTcss Tabiuma ¢ pe3ylbTaTaMu

rwnnu CTy! v| DaMHNKA Ouenka | [WcUWM/MHBLHa ~

HMupopmaTtura
NMeHensMeHT
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MWHDOIKOHOMKWES

B HekoTOpbIX cilydasix JUisi CO3/IaHMsI 3aIIPOCOB MOXKHO HCIOJIb30BaTh MacTep 3ampocos.
[locne co3manusi 3ampocoB Ha BbIOOpPKY uHGMopmaruu u3 bl Access 2007 MoxHO

MPUCTYIATh K OPMUPOBAHUIO (POpM.
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