«MS Excel : ocHOBEI pabOTED



OcHoBbI PaboTbl C TAONMINYHBLIM
npoLeccopom
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Ha3Ha4yeHue n obnactu
NPUMEHEeHNA TabNINYHbIX
npoLleccoposB

[TpakTnyeckn B Ntobon obrnactn oeaTenbHOCTN YEOBEKA,
OCODEHHO NpPU pPeLLEHNN NITAaHOBO-39KOHOMUYECKNX
3agad, oyxrantepckom n 6aHKOBCKOM Y4eTe U T.1.
BO3HMKAET HEOOBXOAMMOCTb NPeaAcTaBnATb JaHHbIE B
BMae tabnuu,.

ONEeKTPOHHbIE Tabnuubl NpeaHa3Ha4YeHbl A XpaHeHUS U
00paboTKkmn nHpopmMaLuun, npeacTaBneHHoON B TabnNM4YHOW
doopme.



TabnuyHble npoueccopbl 0becnevynBatoT:

* BBOA, XPaHEHME U KOPPEKTUPOBKA OaHHbIX;

* o(hopmMreHne 1 nevaTb ANIEKTPOHHBLIX Tabnuu;
* [OPY)XEeCTBEHHbIU UHTEPJIENC U T.4.

CoBpeMeHHble TabnryHblie NPOLIECCOPbI PeanuaytoT Lerbii
PAO  AOMONHUTENBbHbBIX (PYHKLNIA:

e BO3MOXHOCTb paboThbl B TOKanNbHOW CETHU;

* BO3MOXHOCTb paboTbl C TPEXMEPHOWN OpraHn3aLnen
9NIEKTPOHHbIX Tabnuu;

e pa3paboTKy MakpoOKOMaHA, HaCTPOUKY cpeabl noA
NoTpeOHOCTM nonb3oBaTens U T.A.



UcTopua v TeHOeHUUN pa3BUTUSA

Npesa co3gaHns Tabnuubl BO3HUKNA Yy CTyOEHTa
[[apBapackoro yHuBepcuteta (CLUA) daHa bpuknuHa
B1979r. BbINONHASA CKy4YHble BblYNCIIEHUS
9KOHOMMYECKOro XapakTepa C NoMOLLbI DyxranTepcKkon
KHUMN, OH N ero apyr bod ®paHKCTOH, KOTOPbIN
pa3buparncs B nporpaMmmMmpoBaHun, paspabotanu
NepBylo NporpamMmmy 3rEKTPOHHON TabnuLbl, Ha3BaHHYO
nmn VisiCalc.

HOBbIN CyLLEeCTBEHHbIN LLAr B PasBUTUN NTIEKTPOHHbIX
Tabnuy — nosiBnenme B 1982r. Ha pbIHKE NPOrpaMMHbIX
cpencTs Lotus 1-2-3. Lotus B nepBbIX e rog NoBbILLaEeT
cBon obbem npogax ao 50 mnH. gon. Y ctaHoBuTcS
camon 60sbLLION HE3AaBUCUMOW KOMMNAHUEN —
npon3BoauTeNnemM nNporpaMmMHbIX CPeaCTB.



Cnepnywowuin war — nosisneHue B 1987r. TabnnyHoro
npoueccopa Excel dunpmbl Microsoft. 3ta nporpamma
npegnoxuna donee npocrton rpadonyeckn MHTepdENC B
KOMOMHaUMK C HUCNadalLWMMN MEHIO, 3HAYUTESTBHO
pacLumpms Npu 3TOM PYHKLMOHalMbHbIe BO3MOXHOCTHU
nakeTa 1 NOBbICUB Ka4yeCTBO BbIXOOAHOW MHA OpMaLIUN.

NmetoLmecs cerogHsa Ha pbiHKe TabnuyHblie NpoLLeccopbl
CrMOCOOHbI paboTaThb Bbl LLUIMPOKOM Kpyre 9KOHOMMUYECKUX
N OPYrUxX NPUNoXeHnn n MoryT YAOBETBOPUTb
npakTU4yecku Ndoro nonb3oBaTens.



OCHOBHbIE NOHATUSA

ANeKTpoHHada Tabnuuya — aBToMaTU3NPOBaAHHLIN
9KBMBANEHT 00bIYHOW TabnuLbl, B f4ENKaX KOTOPOW
HaxoaaTcsa NMMbo gaHHble, MO0 pe3ynbTaThbl pacyeTa no
doopmynam.

Pabo4yasa obnacTtb 3neKTpoHHOM TabnuLbl COCTOUT N3
CTPOK 1 CTONOLOB, MMELNX CBOM UMeHa. iIMeHa CTPoK
— 9TO UX HoMmepa. MImeHa cTonbuoB — 3TO OYKBbI
NaTUHCKOro andasuTa.

A4yenka — obnacTtb, onpeaensemas nepeceyeHnem
cTonibua 1 CTPOKU 3NEKTPOHHOW Tabnuubl, UMetoLLas
CBOU YHMKanbHbIW agpec.



Aapec s4euku ornpenenserca MMeHemMm (HoMmepoMm) ctonbua

N NMeHeM (HOMEPOM) CTPOKU, Ha NMepecev4eHnn KOTOPbIX
HaxoguTCcs A4YenkKa.

CcblnKa — ykasaHune agpeca si4einku.

Briok siueek — rpynna cMexHbIX siYeek, onpeaensemMas c
noMoLLIblo agpeca. Brnok syeek MoOXeT COCTOATb U3 OHOM

SIMEVKKN, CTPOKK, cToNOL A, a TaKkke nocrieaoBaTenbHOCTU
CTPOK N CTONOLOB.

Appec 6noka siueek 3aaeTcs yKasaHNeM CCbINIOK MEPBON U
nocnegHen ero s4eek, Mexay KOTopbiMU CTaBUTCH
pasgennTenbHbIA CUMBOI — ABOETOYME UMW ABE TOYKU
noapsa.



3HAaKOMCTBO C TaOJFINYHbLIM
npoueccopom MS Excel

Tabnu4Hbkitu npoueccop MS Excel ucnonb3yemcs ons
obpabomku OaHHbIX.

Obpabomka ekrirodaem 8 cebs:

* MNpoBeLeHME PA3NUYHbIX BbIYUCITIEHUIN C UCMOSTb30BAHMEM MOLLHOIO
annaparta yHKUuMn n doopmyin;

* KCCriegoBaHue BNUSHUSA PasnnyHbIX akToOpOoB Ha JaHHbIE;

* pellueHne 3agad onTuMmusaunu;

* Mony4yeHune BbIOOPKN JaHHbIX, YOOBMETBOPSOLLNX ONpeaeneHHbIM
KPUTEPUSM;

* MOCTPOEHME rpaddMKoOB 1 gnarpamMmm;

* CTaATUCTUYECKUIN aHanu3 OAaHHbIX.



3anyckK MS Excel

[1pn 3anycke MS Excel Ha 3kpaHe
noasnsaerca pabovas kHura «KHura 1»
cogepxauaa 16 pabo4mx nUCToB.

Kaxkgbin NUCT npeacTtaBnsieT coooun
Tabnuyy.

B aTux Tabnuuax Bbl MOXETE XPaHUTb
OaHHblE C KOTOpbIMU ByaeTe paboTaTb.



CnocoObl 3anycka MS Excel
1) Myck - nporpammbl — Microsoft Office — Microsoft Excel.

2) B rmaBHOM MeHI0 HaXXMUTe MbILLbIO Ha «Co3aaTb
aokymeHT» Microsoft Office, a Ha naHenun Microsoft Office
— nuktTorpammy «Cosgatb JOKYMEHTY.

Ha akpaHe nosiBnsieTcsl okHO Agnarnora «Co3naHue
OokymeHTa». [na 3anycka MS Excel gBaxkgbl HaKmuTe
MbILLBIO MUKTOrpammy «HoBas KHUra»

3) [1BOMHOWN LLENYOK JIEBOWN KHOMKOW MbILLKW MO SAPMbIKY C
nporpamMmmon.
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JkpaH MS Excel

@ Microsoft Excel - Kumrail
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[laHeNn MHCTpPYMEHTOB

[TaHenn MHCTPYMEHTOB MOXXHO PacCnofioXuUTb Apyr
3a Apyrom B oOHOM CTpoKe. Hanpumep, npu
nepBoM 3anycke npunoxeHna Microsoft Office
naHenb MHCTpyMeHTOoB CTaHAapTHasN

pacnonaraeTrcs pagom c naHenb MHCTPYMEHTOB
PopmaTupoBaHuUS.

[1pn pasmeLlleHnm B 0OOQHON CTPOKE HECKOMbKUX
naHenem MHCTPYMEHTOB MOXET He XxBaTaTb MecTa
Onsi otTobpakeHnsa Bcex KHoMok. B aTom cnyyae

oToDOpaxkatlTcAa Hanbonee 4acTto UCMOoSb3yeMble
KHOMKMW.



Arial Cyr

CTtaHpapTHad
naHenb

CtaHpgapTHaA naHesnb

CIY>XUT ONs BbINONHEHNe
Takux onepauun Kak :
CoxpaHeHue, OTKpbITHE,

co3gaHne HOBOIro AOKyMeHTa n

T.4.

[TaHenb PopmaTmnpoBaHus

NMaHenb chopmaTupoBaHus

CNYXUT Ans paboTbl C TEKCTOM
HanpuMep BblpaBHUBAHME MO
LIEHTPY, NO NpaBoMy U Mo
NeBOMY Kpato, AN U3MEeHeHMs
LpnddTa U CTUNSA HanUcaHus
TEeKcTa.



CTpoka OCHOBHOIO MEHI0

BK " gqr Cgpsuc Jowrbte  Okvo  Crpaska

OHa eKrnrodaem 8 cebsi HECKOIIbKO MYyHKMO8 MEHIO!
chanmn — ons OTKPbITUA, COXPaHEHUS, 3aKPbITUSA, NedYaTy AOKYMEHTOB U T.4.;

npaBKa — CITyXUT AJid OTMEHbl BBOAa, MOBTOPHOIO BBOAA, Bblpe3aHUA
KOnnpoBaHnAa JOKYMEHTOB UJTN OTAOEJ1bHbIX FIpG,EI,J'IO)KGHI/IVI;

BUA, — CITY>KUT ON9 BbIBOAA Ha 3KPaH pa3HbIX NAHENen, a Tak e pa3MeTKM
CTpaHuL, BbiBoAa obnactu 3agad u T.4.;

BCTaBKa — CNY)XUT Ans BCTaBKM CTONOLIOB, CTPOK , AnarpaMmm 1 T.A4.;
dopmat — cnyxut ana hopmMaTnpoBaHUS TEKCTA;

CepBUC — CIYXUT ONA NPoBepPKU opdoorpadpuu, 3awmTbl, HACTPOEK N T.4.;
AaHHble — CNYXUT A9 COPTUPOBKU, punbTpa, NPOBEPKU AAHHLIX U T.4.;

OKHO — CNY>XUT ANsi paboTbl C OKHOM; CripaBKa Ans nokasa crpaBku O
[OKYMEHTE UNu caMmon nporpamMme.



|SE| Microsoft Excel - Hamral
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AYENKWN.

CTpOKa COCTOSAHUA NOKa3blBaA€T COCTOAHNA OOKYMEHTA.

NMonocbl NPOKPYTKK Cny>XaT ANsi MPOKPYTKU AOKYMEHTa BBEPX — BHUS,
BMpaBoO — BIEBO.
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Mpaeskxka

Ctpoka chopmyn ncnonb3yeTcs Ansa BBoAa U peaakTUpoBaHuUS
3Ha4YeHUn nnm hopmMyn B s4Yenkax unum gauarpaMmmax.

Mone nmeHn — 310 OKHO crieBa OT CTPOKM hOPMYT, B KOTOPOM
BbIBOAUTCS UMS S4EKM UMK MHTepBara s4eekx.

KHONKKW NPOKPYTKU APNLIYKOB OCYLLECTBMAAT NPOKPYTKY APrbIYKOB

paboyen KHUTU.
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© CONINE

PaboTta ¢ nuctamMmm n KHuramm

CosgaHune HoBoW paboyen KHUrm (MeHo dbann — co3gaTb Unum
Yepes KHOMKY Ha CTaHOapPTHOM NaHENn NMHCTPYMEHTOB ).

CoxpaHeHune paboyen KHUrmM (MeHto dpansi — COXpaHUTb).
OTKpbITVE UMEIoLLENCA KHUMM (MEHI0 dpansm — OTKPbITh).

3awmTa KHiry (nmcra) naposieMm (KomaHaa «3almTa» U3 MeHIo
CepBuC).

[lepenmeHoBaHue nucTa (4BOMHOM LWENYOK MO Ha3BaHUIO N1UcTa).
3agaHue uBeTa aprblka nucTa.

CopTupoBka NMcToB (MEHIO JaHHbIE — COPTUPOBKA).

BcTtaBka HOBbIX NMUCTOB (BCTaBKa — JNUCT)

BcTtaBka HOBbIX CTPOK (BbIAENUTH CTPOKY U LLENKHYTL MpaBou
KHOMKOW — 0,06aBuUTh).

A3mMeHeHne konmyecTsa JINCTOB B KHUIe (MEHI «CepBUCY,
KoOMaHA4a «napamMeTpbl», YCTaHOBUTL NepeknodaTesis B nose
«JINCTOB B HOBOW KHUIE»).



IToroBbi crnana

OcHoBbI paboTbl ¢ TAabNUYHBLIM NPOLIECCOPOM

Ha3zHa4yeHue n obnactm npumMmeHeHuna TadbnmyHbIX NpoLeccopoB
NcTopusa n TeHaeHUnn pa3BuTus
OCHOBHbIE NMOHATUA

3HaAKOMCTBO ¢ TabnunydHbiM npoueccopom MS Excel

3anyck MS Excel

Cnocobbl 3anycka MS Excel

QkpaH MS Excel

[TaHenn MHCTPYMEHTOB

CTpoKa OCHOBHOIO MEeHIo

PaboTta ¢ nucrtamm n KHUramm




