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NMnopT 3anucen B cnpaBo4yHuUK us MS Excel

[lobaBnanTe 3anncu B CNpaBoYHUKN 13 annos MS Excel.
Jlerko 3arpyxante B cuctemy: Tabnunubl KOHTaKTOB, CMET, CreundrKaLni 1 nNpo.

ObOpaTuTe BHMMaHue

Takne komnoHeHTbl B ADVANTA coBMeCTUMbI TOJIbKO € npoaykTamn Microsoft Office.
Mbl He MOXXEM AaTb FrapaHTUM COBMECTMMOCTU C OPMUCHBLIMY MakKeTaMun gpyrux
nNpou3BoauTeNEN.

®ainbl B HUX MOTYT OTKPbIBAaTbLCA C UCKaXXeHUSMU hopMaTMpoBaHma, 1nbo, B OTAENbHbIX
CNyYasx, MOryT He OTKpbIBaTbCS BooOLLE.

970 He ABNsSeTCA oWnNbKoM CUCTEMBI.

MexaHuKa uMnopTa

1. 3anguTe B CNpaBOYHMK 0OBbEKTA
2. KHonka «3arpy3uTb 13 Excel» » «Cka4vaTb (pann-wabnoH» (PucyHok Imp.1)

YnpaBneHWe 3aTparamm

B paseepryTs Bo BECk 3KpaH War 1: B ckauate daiin-watnon

MposkT AeTop Nara + | Cymma wkoutg Mnan onnata) @z LWar 2: 4k 3arpyanTE 33N0NHeHHLIR watnoH

a KomnnexcHoe

nepeoCHaWeHwe uexa ana JobasuTe

OO0 "CneurexHuka”

B Mnas npoekTa

PucyHok Imp.1 - 3arpy3ka gaHHbIX B CMPaBOYHUK

3. 3anonHnuTe (hana OaHHLIMU U COXPaHUTE ero.

4. BepHMUTECb Ha CTPaHMLYy CNpPaBOYHMKA — «3arpy3uTb U3 Excel» » «BbibepuTte hann» -
NpUKpenuTe 3anoJIHeHHbIN WabsioH

5. KHonka «/MnopTupoBaTb».

Kak 3anonHaTtb hann

Kop obbekTa B LwabnoHe

13 HeobbIYHOr O, B WaboHe, KOTOPLIN HY>XHO 3aM0JIHATh 3anucamu, Bbl yBuauTe nose - Kog*. B HEM
- GUID Tex 06beKTOB, K KOTOPbIM OTHOCUTCS CMIPaBOYHUK.

Bcero oguH pa3 3anosHMB 1 3arpy3ms WwabnoH, Bbl MOXKETe BHECTU 3anucu B CNMpPaBOYHUKH
HeCKOJIbKMX 00BbEeKTOB.

Y106kl 3anucn pa3ownncb Mo HyXXHbIM MeCTaM, B WwabnoHe N0MKHbI ObITh YKa3aHbl 06bEeKTbI 1
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UX KOAbl, K KOTOPbIM CMMPaBOYHUKKN NMPUBA3aHbI.

YT06bI £06aBNTL 3aNMCb B CNPaBOYHUK 06BbEKTA, A06aBAANTE AaHHbIE CNpaBa OT 3aM0JIHEHHOrO
nons «Koa», ecnn Heobxoammo f06aBUTbL HECKOJIbKO 3amnuncein B OANH 1 TOT XKe 00beKT, cneaytoLune
3anuncu pobaenanTe B CTPOKM Mo CTPOKOW C 3amnofiHEHHbIM noseM «Kog». Mpu aTom none «Koo» ons
Tex 3anuncen, KOTopble HYXKHO A00aBUTb B TOT )Xe 00BbEKT, 3an0JHATb HE HY>XXHO.

HoBas 3anunck crnpaBoYyHWKa - HOBasl CTPOKa B Excel, pacrnonoxeHHas nog HyXHbIM 06 bEKTOM.

12 3 4 5 B 7 3 9
1 Ilpoext - Jara® HoMeERTaTYpPHAT TOSHIHA ™ Tpebyemoe xon-s0*  Crommocts®  IIpewewanme
2 PaspaloTsa HECTPYHIHE -
3 [Tnag opossTa - 20.03.20135 TlmeTEa 2 1000
4 -Ell.[!'ll[!'ll.’! TLnHTE D8peRpRITHA 200 10
5 - 02.04.2013 Llenent 1000 &
g -E'S.E'?.J[!'li Ilecox 100 8
7 B 04072015 |Mrysarypea 20 3
3 F.OHTpaKTE ¢ S3E3STHEOM - 05.07.2015 Jocsm 16mu 0 1
g - 06.07.2013 Llenent 200 40
10 -E".-'.I}'.-‘.ll}li TLmuTea 2 1000
11 KoHTparTH ¢ noapATTHEIMH - 20.03.20135 Katems 70 1
12 CoBemanuA mposkTa -
13 opyuqerua -

PucyHok Imp.2 - IMNopT faHHbIX U3 CTPOK anna MS Excel

DNaTtbl. OcobeHHOCTH

Ecnu paTta BBOAMUTCA BPYYHYIO

EC/M B CNPaBOYHUK AaThl JOJKHbLI BBOAUTLCSA BPYYHYI0”, HeNb3A UCNO/Nb30BaTh B HAa3BaHUM
¢danna KOHCTPYKLMIO C NOAYEPKUBAHUEM nepepn CNoBOM: ioboe C/10BO.

Ecnu parta NMPpuBA3aHa K NJ1IaHOBbLIM AaTaM MPOEeKTa

Mpu nmnopTe 3anucei B CNPaBOYHWK, B KOTOPOM [aTbl 3aMucen NpuBsA3aHbl K N1aHOBLIM AaTaM
npoekTa’, B KOHLE Ha3BaHMs (panna HY>KHO OCTABJIATb BbIPAXKEHMUA:
_BindDateToProjectBegin\ snnbo BindDateToProjectEnd\

MNepel ApyrumMu CnoBamm B Ha3BaHWUM CUMBOJ MOSYEPKMUBAHUS NCMOJIb30BaTh TakKXXe Hesb34.

Takxe, nocne KoHCTpykuni BindDateToProjectBegin\ , nmbo BindDateToProjectEnd\
MO>XHO MCNOJIb30BaTb Npoben 1 yxxe nocsie Hero BCTaBNATb B Ha3BaHMe Apyrue Heobxoanmele CnoBa
N BblpaXkeHuns.
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PeKBMBMT-KﬂaCCVId)MKaTOp C HECKOJIbKUMU 3HAYEHUAMHU

Kak nmrnopTupoBaTk 3anncb C PEKBU3INTOM-KaCCUPUKATOPOM, B KOTOPOM LOJIXKHO ObiTb HECKOJIbKO
3HavYeHun?

B channe-wabnoHe MS Excel, B s4elKe 3TOro pekBmn3nTa pasfensnte 3Ha4eHns pa3pbiBOM CTPOKM -
Alt+Enter:

Mpy nmnopTe AaHHbIX U3 MS Excel cnpaBoYHMKa C PEKBU3NTOM-KNACCUDUKATOPOM, Y KOTOPOro
pa3peLleH BbIOOp HECKObKMX 3HaYeHWI, cnenyeT Bce Tpebyemble A5 OQHOW CTPOKU CMPaBOYHMKaA
3HaYeHMNA peKkBU3nUTa-KIaccupukaTopa pacnoniaraTb B 04HON a4enke ganna MS Excel, gpyr noa
ApYyroM. 3TO MOXXHO caenaTb C MOMOLWbIO coveTaHusa knasuw Alt+Enter: chegyeT BBeCTu nepeoe
3HaYeHune, 3aTeM Co34aTb C/IeAyIoLY0 CTPOKY B A4enke, Ha)kas Alt+Enter, nocne yero B
cllefyoLyto CTPOKY BBECTU BTOPOE 3Ha4YeHne 1 T.4.

Mpoext AsTop fata + | Homenknatypras nosvumrA | CTatyc nocTapok Mpumevatne

=] # 5. Beinannerue CMP Hobagns

# 3.1, BHewHwne CMP JoBaenTe

¢ 5.2, Brytperrue CMP JoBaenme

[752¥ Boporos Oner 08.12.2015 0
Kneii
R EEY Boporos Oner 08.12.2015 OBou 0
Mautka
=] # 6.MHP Aofiasnms
B EEY Boporos Oner 26.01.2015 Pedpimkepataprei 2

ocywetens OMI DD 144

PucyHok Imp.3 - CnpaBOYHMK C PEKBU3UTOM-KIACCMDUKATOPOM, Y KOTOPOro paspeLueH Bbibop
HECKONIbKNX 3HaYeHNNn

HoBoe 3Ha4YeHue pekBU3UTa-KJaccudukaTopa

OLHOBPEMEHHO C MMMOPTOM MOXHO CO3[1aBaTb HOBbIE 3HAYEHNSA NS PEKBU3NTOB-KNACCMDUKATOPOB.

JocTynHa TONbKO ANs NoJib3oBaTesien C NpaBoM Ha «/MNOPT 3HaYeHUN KNacCMpUKaTopoB»
U3 rpynnel npas «Onepawuuy ¢ UMNOPTOM».

HanpumMep, eCcTb pekBU3NT-KaccudurkaTop «Bepcusa npofykTa», Uy Hero eCtb
npegHacTpoeHHble 3HavyeHums: v.1.0, v.1.1, v.1.2

Ho 3anucb B CNpaBOYHUK KacaeTcs y)Xe HOBOW BepCUmn NpoaykTa - v.2.0 = 3T0 3Ha4yeHne
[OJDKHO NonacTb B CNPaBOYHUK.

e Ecqn 4ek-60KC BKAIIOYEH, B NpoLecce nMnopTa
1. co34al0TCA HOBbIE 3HAYEHMS BCEX KNACCUMKATOPOB, NPUCYTCTBYIOLWMX B KOJIOHKaX
thanna;
2. UMMNOPTMPYIOTCA CTPOKK (hansia B 3anmcy CNpaBoOYHMKa.
e Ecan yek-60kc HE BKOYEH (3HaYeHMe MO yMONYaHWIO), 1 B (haliie eCTb HEOMO3HaHHbIE
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3HaYeHNs pekBU3NTa-KNaccugprkaTopa, HoOPMUPYIOTCA OLWMOKKN 3arpy3Ku.
e [pn akTUBaUmMmM 4yek-bokca,

Beibop danna

Wmnoptuposate Otmena ¥ MMNOPTUPOBaTL HOBbIE 3HAYEHWA B PEKBWIMTLI-KNaccudUKaToph

Daitn | Bubepute chaiin | Taidn He eoidpaxH

PucyHok Imp.4 - IMNopTUPOBaTb HOBbIE 3HAYEHUSA B PEKBU3UTbLI-KNACCUPUKaATOPDI
1)

onuus cnpaBoYyHMKa Mcnonb3oBaTh AaTy = [a, py4yHoi BBOA
2)

onums cnpaBoYHUKa Ncnonb3oBaTh AaTy = [1a, MCNOMb30BaTb pacyeTHbIe AaThl MPOeEKTa
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