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Об авторе
Ƚɪɟɝ ɏɚɪɜɟɣ — ɚɜɬɨɪ ɦɧɨɝɨɱɢɫɥɟɧɧɵɯ ɤɧɢɝ ɩɨ ɤɨɦɩɶɸɬɟɪɧɨɣ ɬɟɦɚɬɢɤɟ. ɋɪɚɜɧɢɬɟɥɶɧɨ

ɧɟɞɚɜɧɨ ɭɜɢɞɟɥɢ ɫɜɟɬ ɟɝɨ ɤɧɢɝɢ Excel 2007 ɞɥɹ ɱɚɣɧɢɤɨɜ ɢ Excel 2007 ɞɥɹ ɱɚɣɧɢɤɨɜ. ɉɨɥɧɵɣ
ɫɩɪɚɜɨɱɧɢɤ, ɚ ɱɭɬɶ ɪɚɧɟɟ — ɛɟɫɬɫɟɥɥɟɪɵ Excel 2003 ɞɥɹ ɱɚɣɧɢɤɨɜ ɢ Excel 2003 ɞɥɹ ɱɚɣɧɢɤɨɜ.
ɉɨɥɧɵɣ ɫɩɪɚɜɨɱɧɢɤ. ɋɜɨɸ ɤɚɪɶɟɪɭ ɨɧ ɧɚɱɚɥ ɜ 1980-ɯ ɝɨɞɚɯ ɤɨɧɫɭɥɶɬɚɧɬɨɦ ɩɨɥɶɡɨɜɚɬɟɥɟɣ
ɩɟɪɫɨɧɚɥɶɧɵɯ ɤɨɦɩɶɸɬɟɪɨɜ IBM. ȼ ɬɟ ɝɨɞɵ ɨɧ ɢɦɟɥ ɞɟɥɨ ɫ ɬɚɤɢɦ ɩɪɨɝɪɚɦɦɧɵɦ ɨɛɟɫɩɟɱɟɧɢ-
ɟɦ, ɤɚɤ DOS, WordStar ɢ Lotus 1-2-3. ɉɨɫɥɟ ɪɚɛɨɬɵ ɜ ɧɟɫɤɨɥɶɤɢɯ ɧɟɡɚɜɢɫɢɦɵɯ ɤɨɧɫɚɥɬɢɧɝɨ-
ɜɵɯ ɮɢɪɦɚɯ Ƚɪɟɝ ɫɬɚɥ ɜɟɫɬɢ ɫɨɛɫɬɜɟɧɧɵɣ ɤɭɪɫ ɩɨ ɩɪɨɝɪɚɦɦɚɦ, ɩɪɟɞɧɚɡɧɚɱɟɧɧɵɦ ɞɥɹ ɪɚɛɨɬɵ
ɫ ɷɥɟɤɬɪɨɧɧɵɦɢ ɬɚɛɥɢɰɚɦɢ ɢ ɛɚɡɚɦɢ ɞɚɧɧɵɯ, ɜ ɭɧɢɜɟɪɫɢɬɟɬɟ Ƚɨɥɞɟɧ-Ƚɟɣɬ, ɋɚɧ-Ɏɪɚɧɰɢɫɤɨ.

ɇɚɪɹɞɭ ɫ ɩɪɟɩɨɞɚɜɚɧɢɟɦ Ƚɪɟɝ ɡɚɧɹɥɫɹ ɧɚɩɢɫɚɧɢɟɦ ɤɧɢɝ. ȿɝɨ ɥɸɛɢɦɨɣ ɫɟɪɢɟɣ ɛɵɥɚ ɢɦɟɧ-
ɧɨ ...ɞɥɹ ɱɚɣɧɢɤɨɜ, ɬɚɤ ɤɚɤ ɷɬɨ ɩɨɡɜɨɥɹɥɨ ɟɦɭ ɨɛɳɚɬɶɫɹ ɫ ɟɝɨ ɥɸɛɢɦɨɣ ɚɭɞɢɬɨɪɢɟɣ — ɧɨɜɢɱ-
ɤɚɦɢ. ȼ ɧɟɦɚɥɨɣ ɦɟɪɟ ɷɬɨɦɭ ɫɩɨɫɨɛɫɬɜɨɜɚɥɨ ɢ ɟɝɨ ɭɞɢɜɢɬɟɥɶɧɨɟ ɱɭɜɫɬɜɨ ɸɦɨɪɚ (ɱɬɨ ɹɜɥɹɟɬɫɹ
ɤɥɸɱɟɜɵɦ ɷɥɟɦɟɧɬɨɦ ɭɫɩɟɯɚ ɩɪɢ ɩɪɨɜɟɞɟɧɢɢ ɬɪɟɧɢɧɝɨɜ) ɢ, ɱɬɨ ɧɟ ɦɟɧɟɟ ɜɨɫɯɢɬɢɬɟɥɶɧɨ, ɜɨɡ-
ɦɨɠɧɨɫɬɶ ɜɵɪɚɠɚɬɶ ɞɜɚ ɪɚɡɧɵɯ ɦɧɟɧɢɹ ɨɛ ɨɞɧɨɣ ɩɪɨɛɥɟɦɟ.

ɇɟ ɬɚɤ ɞɚɜɧɨ Ƚɪɟɝ ɩɨɥɭɱɢɥ ɞɨɤɬɨɪɫɤɭɸ ɫɬɟɩɟɧɶ ɜ ɨɛɥɚɫɬɢ ɮɢɥɨɫɨɮɢɢ ɢ ɪɟɥɢɝɢɢ, ɡɚɳɢɬɢɜ
ɞɢɫɫɟɪɬɚɰɢɸ ɧɚ ɬɟɦɭ ɨɫɨɛɟɧɧɨɫɬɟɣ ɚɡɢɚɬɫɤɢɯ ɪɟɥɢɝɢɣ. Ⱦɪɭɡɶɹ ɢ ɡɧɚɤɨɦɵɟ Ƚɪɟɝɚ ɭɠɚɫɧɨ ɪɚ-
ɞɵ, ɱɬɨ ɨɧ ɡɚɜɟɪɲɢɥ ɨɛɭɱɟɧɢɟ ɟɳɟ ɞɨ ɜɵɯɨɞɚ ɧɚ ɩɟɧɫɢɸ.
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Ɇɧɟ ɨɱɟɧɶ ɩɪɢɹɬɧɨ ɩɪɟɞɫɬɚɜɢɬɶ ɜɚɲɟɦɭ ɜɧɢɦɚɧɢɸ ɩɨɥɧɨɫɬɶɸ ɨɛɧɨɜɥɟɧɧɭɸ ɤɧɢɝɭ
Excel 2010 ɞɥɹ ɱɚɣɧɢɤɨɜ — ɩɨɫɥɟɞɧɸɸ ɢɡ ɫɟɪɢɢ ɤɧɢɝ, ɩɨɫɜɹɳɟɧɧɵɯ ɩɪɨɝɪɚɦɦɟ Microsoft
Office Excel ɢ ɩɪɟɞɧɚɡɧɚɱɟɧɧɵɯ ɞɥɹ ɱɢɬɚɬɟɥɟɣ, ɤɨɬɨɪɵɟ ɧɟ ɯɨɬɹɬ ɧɚɩɪɹɝɚɬɶɫɹ, ɱɬɨɛɵ ɫɬɚɬɶ
ɩɪɨɮɟɫɫɢɨɧɚɥɚɦɢ ɜ ɪɚɛɨɬɟ ɫ ɷɥɟɤɬɪɨɧɧɵɦɢ ɬɚɛɥɢɰɚɦɢ.

ȼ ɤɧɢɝɟ Excel 2010 ɞɥɹ ɱɚɣɧɢɤɨɜ ɜɵ ɧɚɣɞɟɬɟ ɨɩɢɫɚɧɢɟ ɜɫɟɯ ɮɭɧɞɚɦɟɧɬɚɥɶɧɵɯ ɦɟɬɨɞɨɜ,
ɩɪɢɦɟɧɹɟɦɵɯ ɩɪɢ ɫɨɡɞɚɧɢɢ, ɪɟɞɚɤɬɢɪɨɜɚɧɢɢ, ɮɨɪɦɚɬɢɪɨɜɚɧɢɢ ɢ ɜɵɜɨɞɟ ɧɚ ɩɟɱɚɬɶ ɪɚɛɨɱɢɯ
ɥɢɫɬɨɜ. ȼ ɤɧɢɝɟ ɬɚɤɠɟ ɨɩɢɫɚɧɵ ɨɫɧɨɜɵ ɫɨɡɞɚɧɢɹ ɞɢɚɝɪɚɦɦ, ɬɚɛɥɢɰ ɞɚɧɧɵɯ ɢ ɨɫɧɨɜɵ ɚɧɚɥɢɡɚ
ɞɚɧɧɵɯ. Ʉɨɧɟɱɧɨ, ɷɬɢ ɞɨɜɨɥɶɧɨ ɫɥɨɠɧɵɟ ɬɟɦɵ ɪɚɫɫɦɚɬɪɢɜɚɸɬɫɹ ɥɢɲɶ ɩɨɜɟɪɯɧɨɫɬɧɨ, ɩɨ-
ɫɤɨɥɶɤɭ ɹ ɧɟ ɫɬɚɜɢɥ ɩɟɪɟɞ ɫɨɛɨɣ ɡɚɞɚɱɭ ɪɚɫɫɦɨɬɪɟɬɶ ɢɯ ɫɬɨɥɶ ɠɟ ɢɫɱɟɪɩɵɜɚɸɳɟ, ɤɚɤ ɷɥɟɤ-
ɬɪɨɧɧɵɟ ɬɚɛɥɢɰɵ. ɂɡɥɨɠɟɧɢɟ ɦɚɬɟɪɢɚɥɚ ɜ ɤɧɢɝɟ ɤɨɧɰɟɧɬɪɢɪɭɟɬɫɹ ɧɚ ɷɥɟɤɬɪɨɧɧɵɯ ɬɚɛɥɢɰɚɯ
ɜ ɰɟɥɨɦ, ɩɨɫɤɨɥɶɤɭ ɢɦɟɧɧɨ ɫ ɧɢɦɢ ɢɦɟɸɬ ɞɟɥɨ ɛɨɥɶɲɢɧɫɬɜɨ ɩɨɥɶɡɨɜɚɬɟɥɟɣ Excel.

О чем эта книга
ɗɬɭ ɤɧɢɝɭ ɧɟ ɨɛɹɡɚɬɟɥɶɧɨ ɱɢɬɚɬɶ ɨɬ ɤɨɪɤɢ ɞɨ ɤɨɪɤɢ. ɇɟɫɦɨɬɪɹ ɧɚ ɬɨ ɱɬɨ ɦɵ ɩɵɬɚɥɢɫɶ ɨɪ-

ɝɚɧɢɡɨɜɚɬɶ ɝɥɚɜɵ ɜ ɥɨɝɢɱɟɫɤɨɦ ɩɨɪɹɞɤɟ, ɜ ɤɚɠɞɨɣ ɢɡ ɝɥɚɜ ɦɨɠɧɨ ɨɡɧɚɤɨɦɢɬɶɫɹ ɫ ɤɨɧɤɪɟɬɧɵɦ
ɜɨɩɪɨɫɨɦ ɨɬɞɟɥɶɧɨ.

ɉɪɢ ɪɚɫɫɦɨɬɪɟɧɢɢ ɤɚɠɞɨɝɨ ɜɨɩɪɨɫɚ ɦɵ ɫɧɚɱɚɥɚ ɝɨɜɨɪɢɦ ɨ ɬɨɦ, ɱɟɦ ɯɨɪɨɲɚ ɤɨɧɤɪɟɬɧɚɹ
ɮɭɧɤɰɢɹ, ɢ ɬɨɥɶɤɨ ɩɨɬɨɦ ɩɟɪɟɯɨɞɢɦ ɤ ɨɩɢɫɚɧɢɸ ɦɟɬɨɞɢɤɢ ɟɟ ɢɫɩɨɥɶɡɨɜɚɧɢɹ. ȼ Excel, ɤɚɤ ɢ ɜ
ɥɸɛɨɣ ɞɪɭɝɨɣ ɫɥɨɠɧɨɣ ɩɪɨɝɪɚɦɦɟ, ɫɭɳɟɫɬɜɭɟɬ ɦɧɨɠɟɫɬɜɨ ɫɩɨɫɨɛɨɜ ɪɟɲɟɧɢɹ ɨɞɧɨɣ ɢ ɬɨɣ ɠɟ
ɡɚɞɚɱɢ. ɑɬɨɛɵ ɜɵ ɧɟ ɩɟɪɟɧɚɩɪɹɝɚɥɢɫɶ, ɹ ɨɝɪɚɧɢɱɢɥ ɜɚɲ ɜɵɛɨɪ ɬɨɥɶɤɨ ɨɞɧɢɦ, ɫɚɦɵɦ ɷɮɮɟɤ-
ɬɢɜɧɵɦ ɫɩɨɫɨɛɨɦ ɜɵɩɨɥɧɟɧɢɹ ɤɚɠɞɨɣ ɡɚɞɚɱɢ. ɉɨɡɠɟ, ɟɫɥɢ ɡɚɯɨɬɢɬɟ, ɩɨɷɤɫɩɟɪɢɦɟɧɬɢɪɭɣɬɟ
ɫ ɚɥɶɬɟɪɧɚɬɢɜɧɵɦɢ ɫɩɨɫɨɛɚɦɢ ɪɟɲɟɧɢɹ ɬɟɯ ɠɟ ɡɚɞɚɱ. ɉɨɤɚ ɠɟ ɜɚɦ ɥɭɱɲɟ ɫɤɨɧɰɟɧɬɪɢɪɨɜɚɬɶɫɹ
ɧɚ ɬɟɯ ɦɟɬɨɞɢɤɚɯ, ɤɨɬɨɪɵɟ ɩɪɟɞɥɚɝɚɸ ɹ.

ɇɚɫɤɨɥɶɤɨ ɜɨɡɦɨɠɧɨ, ɹ ɩɨɩɵɬɚɥɫɹ ɢɡɛɟɠɚɬɶ ɫɫɵɥɨɤ ɧɚ ɞɪɭɝɢɟ ɝɥɚɜɵ ɢɥɢ ɪɚɡɞɟɥɵ. Ɍɟɦ ɧɟ
ɦɟɧɟɟ ɢɧɨɝɞɚ ɜɚɦ ɛɭɞɭɬ ɜɫɬɪɟɱɚɬɶɫɹ ɬɚɤɢɟ ɩɟɪɟɤɪɟɫɬɧɵɟ ɫɫɵɥɤɢ, ɤɨɬɨɪɵɟ ɩɨɦɨɝɭɬ ɩɨɥɭɱɢɬɶ
ɛɨɥɟɟ ɩɨɞɪɨɛɧɭɸ ɢɧɮɨɪɦɚɰɢɸ ɩɨ ɪɚɫɫɦɚɬɪɢɜɚɟɦɨɦɭ ɜɨɩɪɨɫɭ, ɟɫɥɢ ɭ ɜɚɫ ɛɭɞɟɬ ɧɚ ɬɨ ɜɪɟɦɹ
ɢ ɠɟɥɚɧɢɟ. ȿɫɥɢ ɭ ɜɚɫ ɧɟ ɛɭɞɟɬ ɧɢ ɬɨɝɨ ɧɢ ɞɪɭɝɨɝɨ, ɢɝɧɨɪɢɪɭɣɬɟ ɬɚɤɢɟ ɫɫɵɥɤɢ, ɤɚɤ ɛɭɞɬɨ ɢɯ
ɩɪɨɫɬɨ ɧɟ ɫɭɳɟɫɬɜɭɟɬ.

Как использовать данную книгу
ɗɬɭ ɤɧɢɝɭ ɦɨɠɧɨ ɢɫɩɨɥɶɡɨɜɚɬɶ ɤɚɤ ɫɩɪɚɜɨɱɧɢɤ ɩɨ ɢɧɬɟɪɟɫɭɸɳɟɦɭ ɜɚɫ ɜ ɤɨɧɤɪɟɬɧɵɣ ɦɨ-

ɦɟɧɬ ɜɨɩɪɨɫɭ; ɩɪɢ ɷɬɨɦ ɜɵ ɦɨɠɟɬɟ ɨɛɪɚɳɚɬɶɫɹ ɤɚɤ ɤ ɫɨɞɟɪɠɢɦɨɦɭ, ɬɚɤ ɢ ɤ ɩɪɟɞɦɟɬɧɨɦɭ ɭɤɚ-
ɡɚɬɟɥɸ. Ȼɨɥɶɲɢɧɫɬɜɨ ɜɨɩɪɨɫɨɜ ɨɩɢɫɚɧɨ ɜ ɪɚɡɝɨɜɨɪɧɨɣ ɦɚɧɟɪɟ (ɩɪɟɞɫɬɚɜɶɬɟ, ɱɬɨ ɜɵ ɫɢɞɢɬɟ ɜ
ɤɥɚɫɫɟ, ɝɞɟ ɦɨɠɧɨ ɫɨɜɟɪɲɟɧɧɨ ɫɩɨɤɨɣɧɨ ɜɡɞɪɟɦɧɭɬɶ). Ɉɞɧɚɤɨ ɢɧɨɝɞɚ ɦɨɣ ɤɨɦɚɧɞɧɨ-
ɬɪɟɛɨɜɚɬɟɥɶɧɵɣ ɞɭɯ ɛɟɪɟɬ ɜɟɪɯ, ɢ ɹ ɩɟɞɚɧɬɢɱɧɨ ɩɟɪɟɱɢɫɥɹɸ ɞɟɣɫɬɜɢɹ, ɤɨɬɨɪɵɟ ɧɭɠɧɨ ɜɵɩɨɥ-
ɧɢɬɶ ɞɥɹ ɪɟɲɟɧɢɹ ɪɚɫɫɦɚɬɪɢɜɚɟɦɨɣ ɡɚɞɚɱɢ.
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Что можно спокойно игнорировать
ȿɫɥɢ ɜɫɬɪɟɬɢɬɟ ɜ ɪɚɡɞɟɥɟ ɩɨɫɥɟɞɨɜɚɬɟɥɶɧɨɫɬɶ ɞɟɣɫɬɜɢɣ, ɬɨ ɦɨɠɟɬɟ ɫɩɨɤɨɣɧɨ ɢɝɧɨɪɢɪɨ-

ɜɚɬɶ ɩɨɞɪɨɛɧɨɫɬɢ (ɬ.ɟ. ɬɟɤɫɬ, ɧɟ ɜɵɞɟɥɟɧɧɵɣ ɩɨɥɭɠɢɪɧɵɦ ɲɪɢɮɬɨɦ), ɟɫɥɢ ɭ ɜɚɫ ɧɟɬ ɧɢ ɜɪɟ-
ɦɟɧɢ, ɧɢ ɠɟɥɚɧɢɹ ɝɥɭɛɠɟ ɜɧɢɤɚɬɶ ɜ ɦɚɬɟɪɢɚɥ.

ȼɟɡɞɟ, ɝɞɟ ɜɨɡɦɨɠɧɨ, ɹ ɩɨɩɵɬɚɥɫɹ ɨɬɞɟɥɢɬɶ ɜɫɩɨɦɨɝɚɬɟɥɶɧɭɸ ɢɧɮɨɪɦɚɰɢɸ ɨɬ ɫɭɳɟɫɬɜɟɧ-
ɧɵɯ ɮɚɤɬɨɜ, ɜɵɧɨɫɹ ɟɟ ɜ ɫɩɟɰɢɚɥɶɧɵɟ ɜɪɟɡɤɢ (ɮɪɚɝɦɟɧɬɵ, ɜɵɞɟɥɟɧɧɵɟ ɫɟɪɵɦ ɮɨɧɨɦ). ɗɬɢ
ɮɪɚɝɦɟɧɬɵ ɨɛɵɱɧɨ ɫɨɩɪɨɜɨɠɞɚɸɬɫɹ ɩɢɤɬɨɝɪɚɦɦɨɣ, ɩɨɡɜɨɥɹɸɳɟɣ ɭɡɧɚɬɶ, ɤɚɤɨɣ ɬɢɩ ɢɧɮɨɪ-
ɦɚɰɢɢ ɩɪɟɞɫɬɚɜɥɟɧ ɡɞɟɫɶ. Ɇɨɠɟɬɟ ɢɝɧɨɪɢɪɨɜɚɬɶ ɬɟɤɫɬ, ɜɵɞɟɥɟɧɧɵɣ ɬɚɤɢɦ ɨɛɪɚɡɨɦ. (Ɉɛ ɢɫ-
ɩɨɥɶɡɭɟɦɵɯ ɜ ɤɧɢɝɟ ɩɢɤɬɨɝɪɚɦɦɚɯ ɦɵ ɩɨɝɨɜɨɪɢɦ ɧɢɠɟ.)

Что вам потребуется
ə ɞɟɥɚɸ ɨɬɧɨɫɢɬɟɥɶɧɨ ɜɚɫ ɬɨɥɶɤɨ ɨɞɧɨ ɞɨɩɭɳɟɧɢɟ (ɜɢɞɢɬɟ, ɤɚɤ ɹ ɞɚɥɟɤɨ ɡɚɲɟɥ!) — ɭ ɜɚɫ

ɟɫɬɶ ɞɨɫɬɭɩ ɤ ɤɨɦɩɶɸɬɟɪɭ, ɧɚ ɤɨɬɨɪɨɦ ɭɫɬɚɧɨɜɥɟɧɚ ɨɩɟɪɚɰɢɨɧɧɚɹ ɫɢɫɬɟɦɚ Windows 7,
Windows Vista ɢɥɢ Windows XP, ɚ ɬɚɤɠɟ ɢɧɫɬɚɥɥɢɪɨɜɚɧ ɩɪɨɝɪɚɦɦɧɵɣ ɩɚɤɟɬ Microsoft Office
Excel 2010. Ɉɞɧɚɤɨ ɩɪɢ ɷɬɨɦ ɦɧɟ ɞɚɠɟ ɧɟ ɜɚɠɧɨ, ɡɚɩɭɫɤɚɥɢ ɥɢ ɜɵ Excel 2010 ɯɨɬɶ ɪɚɡ.

ɗɬɚ ɤɧɢɝɚ ɩɪɟɞɧɚɡɧɚɱɟɧɚ ɞɥɹ ɩɨɥɶɡɨɜɚɬɟɥɟɣ Microsoft Office Excel 2010. ȿɫɥɢ ɜɵ
ɢɫɩɨɥɶɡɭɟɬɟ Excel ɞɥɹ Windows ɜɟɪɫɢɣ ɨɬ Excel 97 ɞɨ 2003, ɬɨ ɢɧɮɨɪɦɚɰɢɹ, ɪɚɫ-
ɫɦɨɬɪɟɧɧɚɹ ɜ ɷɬɨɣ ɤɧɢɝɟ, ɬɨɥɶɤɨ ɫɦɭɬɢɬ ɜɚɫ ɢ ɩɨɫɬɚɜɢɬ ɜ ɬɭɩɢɤ, ɩɨɬɨɦɭ ɱɬɨ ɥɢɲɶ
ɧɚɱɢɧɚɹ ɫ Excel 2007 ɜɵ ɭɜɢɞɢɬɟ ɱɬɨ-ɬɨ, ɧɚɩɨɦɢɧɚɸɳɟɟ ɩɪɨɝɪɚɦɦɭ Excel 2010,
ɤɨɬɨɪɚɹ ɨɩɢɫɚɧɚ ɜ ɞɚɧɧɨɣ ɤɧɢɝɟ.

ȿɫɥɢ ɜɵ ɪɚɛɨɬɚɟɬɟ ɫ ɥɸɛɨɣ ɢɡ ɜɟɪɫɢɣ Excel, ɛɨɥɟɟ ɫɬɚɪɵɯ, ɱɟɦ Excel 2007, ɨɬɥɨɠɢɬɟ ɷɬɭ
ɤɧɢɝɭ ɢ ɜɨɡɶɦɢɬɟ ɥɭɱɲɟ ɦɨɸ ɤɧɢɝɭ Microsoft Excel 2003 ɞɥɹ ɱɚɣɧɢɤɨɜ.

Структура книги
ɗɬɚ ɤɧɢɝɚ ɫɨɫɬɨɢɬ ɢɡ ɲɟɫɬɢ ɱɚɫɬɟɣ (ɱɬɨ ɞɚɫɬ ɜɚɦ ɲɚɧɫ ɭɜɢɞɟɬɶ ɲɟɫɬɶ ɡɚɦɟɱɚɬɟɥɶɧɵɯ ɤɚ-

ɪɢɤɚɬɭɪ Ɋɢɱɚ Ɍɟɧɧɚɧɬɚ!). Ʉɚɠɞɚɹ ɢɡ ɱɚɫɬɟɣ ɫɨɞɟɪɠɢɬ ɞɜɟ ɢɥɢ ɛɨɥɟɟ ɝɥɚɜɵ (ɱɬɨɛɵ ɢɡɛɟɠɚɬɶ
ɧɚɪɟɤɚɧɢɣ ɪɟɞɚɤɬɨɪɚ), ɤɨɬɨɪɵɟ ɢɦɟɸɬ ɫɯɨɞɧɭɸ ɬɟɦɚɬɢɤɭ (ɱɬɨɛɵ ɨɛɥɟɝɱɢɬɶ ɜɚɲɭ ɭɱɚɫɬɶ). Ʉɚ-
ɠɞɚɹ ɢɡ ɝɥɚɜ, ɜ ɫɜɨɸ ɨɱɟɪɟɞɶ, ɫɨɫɬɨɢɬ ɢɡ ɧɟɫɤɨɥɶɤɢɯ ɫɜɹɡɚɧɧɵɯ ɪɚɡɞɟɥɨɜ, ɩɨɫɜɹɳɟɧɧɵɯ ɪɚɫ-
ɫɦɚɬɪɢɜɚɟɦɨɣ ɬɟɦɟ. Ɉɞɧɚɤɨ ɦɨɠɟɬɟ ɧɟ ɱɢɬɚɬɶ ɜɫɟ ɩɨɞɪɹɞ. ȼ ɤɨɧɰɟ ɤɨɧɰɨɜ, ɧɟ ɜɚɠɧɨ, ɱɬɨ ɜɵ
ɭɡɧɚɟɬɟ ɪɚɧɶɲɟ: ɤɚɤ ɪɟɞɚɤɬɢɪɨɜɚɬɶ ɪɚɛɨɱɢɣ ɥɢɫɬ, ɤɚɤ ɟɝɨ ɮɨɪɦɚɬɢɪɨɜɚɬɶ ɢɥɢ ɤɚɤ ɜɵɜɟɫɬɢ ɧɚ
ɩɟɱɚɬɶ. Ƚɥɚɜɧɨɟ, ɱɬɨɛɵ ɜɵ ɧɚɲɥɢ ɧɭɠɧɭɸ ɢɧɮɨɪɦɚɰɢɸ (ɢ ɭɫɜɨɢɥɢ ɟɟ!), ɤɨɝɞɚ ɜɚɦ ɩɨɬɪɟɛɭɟɬ-
ɫɹ ɜɵɩɨɥɧɢɬɶ ɤɨɧɤɪɟɬɧɨɟ ɡɚɞɚɧɢɟ.

ȿɫɥɢ ɜɚɦ ɢɧɬɟɪɟɫɧɨ, ɨɡɧɚɤɨɦɶɬɟɫɶ ɫ ɤɪɚɬɤɢɦ ɫɨɞɟɪɠɚɧɢɟɦ ɤɚɠɞɨɣ ɢɡ ɝɥɚɜ.

×àñòü I. Çàêëàäûâàåì ôóíäàìåíò
Ʉɚɤ ɜɢɞɧɨ ɢɡ ɧɚɡɜɚɧɢɹ ɱɚɫɬɢ, ɨɧɚ ɩɨɫɜɹɳɟɧɚ ɬɚɤɢɦ ɮɭɧɞɚɦɟɧɬɚɥɶɧɵɦ ɨɫɧɨɜɚɦ, ɤɚɤ ɡɚɩɭɫɤ

ɩɪɨɝɪɚɦɦɵ, ɢɞɟɧɬɢɮɢɤɚɰɢɹ ɱɚɫɬɟɣ ɷɤɪɚɧɚ, ɜɜɨɞɧɚɹ ɢɧɮɨɪɦɚɰɢɹ ɨ ɪɚɛɨɱɢɯ ɥɢɫɬɚɯ, ɫɨɯɪɚɧɟ-
ɧɢɟ ɞɨɤɭɦɟɧɬɨɜ ɢ ɬ.ɩ. ȿɫɥɢ ɜɵ ɧɚɱɢɧɚɟɬɟ ɪɚɛɨɬɭ ɫ ɩɪɨɝɪɚɦɦɨɣ, ɚɛɫɨɥɸɬɧɨ ɧɢɱɟɝɨ ɧɟ ɡɧɚɹ ɨɛ
ɷɥɟɤɬɪɨɧɧɵɯ ɬɚɛɥɢɰɚɯ, ɨɛɹɡɚɬɟɥɶɧɨ, ɯɨɬɹ ɛɵ ɜɤɪɚɬɰɟ, ɨɡɧɚɤɨɦɶɬɟɫɶ ɫ ɝɥɚɜɨɣ 1, ɜ ɤɨɬɨɪɨɣ
ɨɩɢɫɚɧɵ ɫɟɤɪɟɬɵ ɥɟɧɬɨɱɧɨɝɨ ɢɧɬɟɪɮɟɣɫɚ. Ɍɨɥɶɤɨ ɩɨɫɥɟ ɷɬɨɝɨ ɩɟɪɟɯɨɞɢɬɟ ɤ ɝɥɚɜɟ 2, ɜ ɤɨɬɨɪɨɣ
ɪɟɱɶ ɩɨɣɞɟɬ ɨ ɫɨɡɞɚɧɢɢ ɪɚɛɨɱɢɯ ɥɢɫɬɨɜ.

В
НИ

МАНИЕ!
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×àñòü II. Ó÷èìñÿ ðåäàêòèðîâàòü
ȼ ɷɬɨɣ ɱɚɫɬɢ ɜɵ ɭɡɧɚɟɬɟ, ɤɚɤ ɪɟɞɚɤɬɢɪɨɜɚɬɶ ɪɚɛɨɱɢɟ ɥɢɫɬɵ, ɱɬɨɛɵ ɨɧɢ ɜɵɝɥɹɞɟɥɢ ɩɪɢ-

ɜɥɟɤɚɬɟɥɶɧɨ, ɚ ɬɚɤɠɟ ɤɚɤ ɜɧɨɫɢɬɶ ɜ ɧɢɯ ɢɡɦɟɧɟɧɢɹ ɬɚɤ, ɱɬɨɛɵ ɷɬɨ ɧɟ ɩɪɢɜɟɥɨ ɤ ɤɚɬɚɫɬɪɨɮɟ.
ȼɧɢɦɚɬɟɥɶɧɨ ɨɬɧɟɫɢɬɟɫɶ ɤ ɝɥɚɜɟ 3, ɟɫɥɢ ɯɨɬɢɬɟ, ɱɬɨɛɵ ɨɬɮɨɪɦɚɬɢɪɨɜɚɧɧɵɟ ɞɚɧɧɵɟ ɯɨɪɨɲɨ
ɫɦɨɬɪɟɥɢɫɶ ɧɚ ɥɢɫɬɟ. Ƚɥɚɜɚ 4 ɩɨɫɜɹɳɟɧɚ ɪɟɨɪɝɚɧɢɡɚɰɢɢ, ɭɞɚɥɟɧɢɸ ɢ ɜɫɬɚɜɤɟ ɧɨɜɨɣ ɢɧɮɨɪ-
ɦɚɰɢɢ ɧɚ ɪɚɛɨɱɢɣ ɥɢɫɬ, ɚ ɝɥɚɜɚ 5 ɩɨɦɨɠɟɬ ɱɭɜɫɬɜɨɜɚɬɶ ɫɟɛɹ ɭɜɟɪɟɧɧɨ ɩɪɢ ɜɵɜɨɞɟ ɝɨɬɨɜɨɝɨ
ɞɨɤɭɦɟɧɬɚ ɧɚ ɩɟɱɚɬɶ.

×àñòü III. Ïðàâèëüíàÿ îðãàíèçàöèÿ äàííûõ
ȼ ɷɬɨɣ ɱɚɫɬɢ ɹ ɩɨɞɟɥɸɫɶ ɫ ɜɚɦɢ ɢɧɮɨɪɦɚɰɢɟɣ ɨ ɬɨɦ, ɤɚɤ ɩɨɞɞɟɪɠɢɜɚɬɶ ɜ ɩɨɪɹɞɤɟ ɞɚɧ-

ɧɵɟ, ɜɜɟɞɟɧɧɵɟ ɧɚ ɪɚɛɨɱɢɟ ɥɢɫɬɵ. ȼ ɝɥɚɜɟ 6 ɜɵ ɭɡɧɚɟɬɟ, ɤɚɤ ɨɪɝɚɧɢɡɨɜɚɬɶ ɞɚɧɧɵɟ ɧɚ ɨɞɧɨɦ
ɪɚɛɨɱɟɦ ɥɢɫɬɟ. ȼ ɝɥɚɜɟ 7 ɜɚɲɟɦɭ ɜɧɢɦɚɧɢɸ ɛɭɞɭɬ ɩɪɟɞɫɬɚɜɥɟɧɵ ɜɫɟ ɬɨɧɤɨɫɬɢ ɪɚɛɨɬɵ ɫ
ɞɚɧɧɵɦɢ, ɪɚɡɧɟɫɟɧɧɵɦɢ ɩɨ ɧɟɫɤɨɥɶɤɢɦ ɪɚɛɨɱɢɦ ɥɢɫɬɚɦ, ɢ ɩɟɪɟɦɟɳɟɧɢɹ ɞɚɧɧɵɯ ɧɚ ɥɢɫɬɵ
ɪɚɡɧɵɯ ɪɚɛɨɱɢɯ ɤɧɢɝ.

×àñòü IV. Àíàëèç äàííûõ
ɗɬɚ ɱɚɫɬɶ ɫɨɞɟɪɠɢɬ ɞɜɟ ɝɥɚɜɵ. ȼ ɝɥɚɜɟ 8 ɩɪɟɞɫɬɚɜɥɟɧɚ ɜɜɨɞɧɚɹ ɢɧɮɨɪɦɚɰɢɹ ɨ ɬɨɦ, ɤɚɤɢɟ ɜɢ-

ɞɵ ɚɧɚɥɢɡɚ ɞɨɫɬɭɩɧɵ ɜ Excel, ɜ ɬɨɦ ɱɢɫɥɟ ɨ ɬɚɛɥɢɰɚɯ ɞɚɧɧɵɯ, ɩɨɢɫɤɟ ɰɟɥɢ ɢ ɞɢɫɩɟɬɱɟɪɟ ɫɰɟɧɚ-
ɪɢɟɜ. ȼ ɝɥɚɜɟ 9 ɨɩɢɫɚɧɵ ɜɨɡɦɨɠɧɨɫɬɢ ɭɥɭɱɲɟɧɧɵɯ ɫɜɨɞɧɵɯ (ɩɟɪɟɤɪɟɫɬɧɵɯ) ɬɚɛɥɢɰ ɢ ɞɢɚɝɪɚɦɦ,
ɩɨɡɜɨɥɹɸɳɢɯ ɩɨɞɜɨɞɢɬɶ ɢɬɨɝɢ ɢ ɮɢɥɶɬɪɨɜɚɬɶ ɛɨɥɶɲɢɟ ɦɚɫɫɢɜɵ ɞɚɧɧɵɯ ɜ ɬɚɛɥɢɰɚɯ ɢ ɫɩɢɫɤɚɯ
ɪɚɛɨɱɢɯ ɥɢɫɬɨɜ ɢ ɜɵɜɨɞɢɬɶ ɢɯ ɜ ɤɨɦɩɚɤɬɧɨɣ ɬɚɛɥɢɱɧɨɣ ɢɥɢ ɝɪɚɮɢɱɟɫɤɨɣ ɮɨɪɦɟ.

×àñòü V. Çà êóëèñàìè ðàáî÷åãî ëèñòà
ȼ ɞɚɧɧɨɣ ɱɚɫɬɢ ɦɵ ɪɚɫɫɦɨɬɪɢɦ ɨɫɬɚɥɶɧɵɟ ɚɫɩɟɤɬɵ Excel, ɧɟ ɨɬɧɨɫɹɳɢɟɫɹ ɤ ɪɚɛɨɱɢɦ ɥɢɫ-

ɬɚɦ. ȼ ɝɥɚɜɟ 10 ɜɵ ɭɡɧɚɟɬɟ, ɤɚɤ ɫɨɡɞɚɜɚɬɶ ɞɢɚɝɪɚɦɦɵ ɧɚ ɨɫɧɨɜɟ ɞɚɧɧɵɯ. ȼ ɝɥɚɜɟ 11 ɜɵ ɨɬɤɪɨɟ-
ɬɟ ɞɥɹ ɫɟɛɹ, ɧɚɫɤɨɥɶɤɨ ɩɨɥɟɡɧɵ ɜɨɡɦɨɠɧɨɫɬɢ ɫɩɢɫɤɨɜ ɞɚɧɧɵɯ ɩɪɢ ɨɪɝɚɧɢɡɚɰɢɢ ɛɨɥɶɲɢɯ ɦɚɫ-
ɫɢɜɨɜ ɢɧɮɨɪɦɚɰɢɢ. ȼ ɝɥɚɜɟ 12 ɨɩɢɫɚɧɵ ɧɚɞɫɬɪɨɣɤɢ, ɪɚɫɲɢɪɹɸɳɢɟ ɛɚɡɨɜɵɟ ɜɨɡɦɨɠɧɨɫɬɢ
Excel, ɦɟɬɨɞɵ ɫɨɡɞɚɧɢɹ ɝɢɩɟɪɫɫɵɥɨɤ ɞɥɹ ɩɟɪɟɯɨɞɚ ɤ ɞɪɭɝɢɦ ɦɟɫɬɚɦ ɪɚɛɨɱɟɝɨ ɥɢɫɬɚ, ɞɪɭɝɢɦ
ɞɨɤɭɦɟɧɬɚɦ ɢ ɞɚɠɟ ɜɟɛ-ɫɬɪɚɧɢɰɚɦ, ɚ ɬɚɤɠɟ ɩɪɢɧɰɢɩɵ ɫɨɡɞɚɧɢɹ ɫɰɟɧɚɪɢɟɜ, ɚɜɬɨɦɚɬɢɡɢɪɭɸ-
ɳɢɯ ɪɚɛɨɬɭ ɩɨɥɶɡɨɜɚɬɟɥɹ.

×àñòü VI. Âåëèêîëåïíûå äåñÿòêè
Ʉɚɤ ɡɚɜɟɞɟɧɨ ɜ ɫɟɪɢɢ ɤɧɢɝ ...ɞɥɹ ɱɚɣɧɢɤɨɜ, ɩɨɫɥɟɞɧɹɹ ɱɚɫɬɶ ɫɨɞɟɪɠɢɬ ɞɟɫɹɬɤɢ ɧɚɢɛɨɥɟɟ

ɩɨɥɟɡɧɵɯ ɢ ɛɟɫɩɨɥɟɡɧɵɯ ɮɚɤɬɨɜ, ɫɨɜɟɬɨɜ ɢ ɪɟɲɟɧɢɣ. ȼ ɷɬɨɣ ɱɚɫɬɢ ɜɵ ɧɚɣɞɟɬɟ ɬɪɢ ɝɥɚɜɵ.
ȼ ɝɥɚɜɟ 13 ɹ ɩɪɢɜɟɥ ɞɟɫɹɬɨɤ, ɫ ɦɨɟɣ ɬɨɱɤɢ ɡɪɟɧɢɹ, ɫɚɦɵɯ ɩɨɥɟɡɧɵɯ ɧɨɜɵɯ ɮɭɧɤɰɢɣ Excel 2010
(ɩɪɚɜɞɚ, ɛɵɥɨ ɞɨɫɬɚɬɨɱɧɨ ɫɥɨɠɧɨ ɭɥɨɠɢɬɶɫɹ ɢɦɟɧɧɨ ɜ ɞɟɫɹɬɶ ɩɭɧɤɬɨɜ). ȼ ɝɥɚɜɟ 14 ɩɪɢɜɨɞɢɬ-
ɫɹ ɞɟɫɹɬɤɚ ɫɨɜɟɬɨɜ, ɧɟɨɛɯɨɞɢɦɵɯ ɞɥɹ ɬɟɯ, ɤɬɨ ɬɨɥɶɤɨ ɧɚɱɢɧɚɟɬ ɪɚɛɨɬɭ ɫ ɩɪɨɝɪɚɦɦɨɣ. Ⱥ ɜ ɝɥɚ-
ɜɟ 15 ɩɪɢɜɨɞɢɬɫɹ ɞɟɫɹɬɨɤ ɡɚɩɨɜɟɞɟɣ ɩɨ ɢɫɩɨɥɶɡɨɜɚɧɢɸ Excel 2010. Ɍɟɩɟɪɶ ɜɚɫ ɜɪɹɞ ɥɢ ɤɨɦɭ-
ɥɢɛɨ ɭɞɚɫɬɫɹ ɜɜɟɫɬɢ ɜ ɡɚɛɥɭɠɞɟɧɢɟ.

Соглашения, принятые в книге
ɋɥɟɞɭɸɳɚɹ ɢɧɮɨɪɦɚɰɢɹ ɞɚɫɬ ɜɚɦ ɩɪɟɞɫɬɚɜɥɟɧɢɟ ɨ ɬɨɦ, ɤɚɤ ɬɟɤɫɬ ɪɚɡɧɨɝɨ ɯɚɪɚɤɬɟɪɚ ɜɵ-

ɝɥɹɞɢɬ ɜ ɷɬɨɣ ɤɧɢɝɟ, — ɢɡɞɚɬɟɥɢ ɧɚɡɵɜɚɸɬ ɷɬɢ ɷɥɟɦɟɧɬɵ ɤɧɢɝɢ ɫɨɝɥɚɲɟɧɢɹɦɢ (ɢ ɦɵ ɧɟ ɛɭɞɟɦ
ɫ ɧɢɦɢ ɫɩɨɪɢɬɶ ɨɬɧɨɫɢɬɟɥɶɧɨ ɬɟɪɦɢɧɨɥɨɝɢɢ).
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ɇɚ ɩɪɨɬɹɠɟɧɢɢ ɜɫɟɣ ɤɧɢɝɢ ɜɵ ɛɭɞɟɬɟ ɜɫɬɪɟɱɚɬɶ ɩɨɫɥɟɞɨɜɚɬɟɥɶɧɨɫɬɢ ɤɨɦɚɧɞ ɥɟɧɬɵ ɜ ɜɢɞɟ
ɢɦɟɧɢ ɜɤɥɚɞɤɢ ɥɟɧɬɵ ɢ ɤɨɦɚɧɞɧɨɣ ɤɧɨɩɤɢ, ɪɚɡɞɟɥɟɧɧɵɯ ɫɬɪɟɥɤɚɦɢ:
ȽɥɚɜɧɚɹÖɄɨɩɢɪɨɜɚɬɶ

ɗɬɚ ɤɨɦɚɧɞɚ ɥɟɧɬɵ ɤɨɩɢɪɭɟɬ ɜɵɞɟɥɟɧɧɵɟ ɹɱɟɣɤɢ ɢɥɢ ɝɪɚɮɢɤɭ ɜ ɛɭɮɟɪ ɨɛɦɟɧɚ Windows.
Ɉɧɚ ɩɨɞɪɚɡɭɦɟɜɚɟɬ, ɱɬɨ ɜɵ ɞɨɥɠɧɵ ɳɟɥɤɧɭɬɶ ɧɚ ɜɤɥɚɞɤɟ Ƚɥɚɜɧɚɹ ɥɟɧɬɵ (ɟɫɥɢ ɨɧɚ ɜ ɞɚɧɧɵɣ
ɦɨɦɟɧɬ ɨɬɨɛɪɚɠɚɟɬɫɹ), ɚ ɡɚɬɟɦ — ɧɚ ɤɧɨɩɤɟ Ʉɨɩɢɪɨɜɚɬɶ (ɨɧɚ, ɤɚɤ ɢ ɪɚɧɶɲɟ, ɢɦɟɟɬ ɜɢɞ ɩɚɪɵ
ɫɥɨɠɟɧɧɵɯ ɥɢɫɬɨɜ).

ɇɟɤɨɬɨɪɵɟ ɩɨɫɥɟɞɨɜɚɬɟɥɶɧɨɫɬɢ ɤɨɦɚɧɞ ɥɟɧɬɵ ɜɤɥɸɱɚɸɬ ɜ ɫɟɛɹ ɧɟ ɬɨɥɶɤɨ ɜɵɛɨɪ ɤɨɦɚɧɞɵ
ɜɨ ɜɤɥɚɞɤɟ, ɧɨ ɢ ɜɵɛɨɪ ɩɭɧɤɬɚ ɩɪɢɤɪɟɩɥɟɧɧɨɝɨ ɤ ɤɧɨɩɤɟ ɪɚɫɤɪɵɜɚɸɳɟɝɨɫɹ ɦɟɧɸ. ȼ ɞɚɧɧɨɦ
ɫɥɭɱɚɟ ɩɭɧɤɬ ɦɟɧɸ ɫɥɟɞɭɟɬ ɡɚ ɧɚɡɜɚɧɢɟɦ ɜɤɥɚɞɤɢ ɢ ɤɧɨɩɤɢ ɦɟɧɸ, ɩɪɢ ɷɬɨɦ ɜɫɟ ɨɧɢ ɪɚɡɞɟɥɟɧɵ
ɝɨɪɢɡɨɧɬɚɥɶɧɵɦɢ ɫɬɪɟɥɨɱɤɚɦɢ, ɧɚɩɪɢɦɟɪ:
ɎɨɪɦɭɥɵÖɉɚɪɚɦɟɬɪɵ ɜɵɱɢɫɥɟɧɢɣÖȼɪɭɱɧɭɸ

ɉɪɢɜɟɞɟɧɧɚɹ ɜ ɩɪɢɦɟɪɟ ɩɨɫɥɟɞɨɜɚɬɟɥɶɧɨɫɬɶ ɤɨɦɚɧɞ ɢɧɢɰɢɢɪɭɟɬ ɩɟɪɟɫɱɟɬ ɡɧɚɱɟɧɢɣ ɮɨɪ-
ɦɭɥ ɜ ɹɱɟɣɤɚɯ ɜɪɭɱɧɭɸ. ȼ ɞɚɧɧɨɦ ɫɥɭɱɚɟ ɫɥɟɞɭɟɬ ɜɵɛɪɚɬɶ ɜɤɥɚɞɤɭ Ɏɨɪɦɭɥɵ, ɚ ɡɚɬɟɦ ɳɟɥɤ-
ɧɭɬɶ ɧɚ ɤɧɨɩɤɟ ɉɚɪɚɦɟɬɪɵ ɜɵɱɢɫɥɟɧɢɣ ɢ ɜɵɛɪɚɬɶ ɜ ɪɚɫɤɪɵɜɲɟɦɫɹ ɦɟɧɸ ɩɭɧɤɬ ȼɪɭɱɧɭɸ.

ɇɚɪɹɞɭ ɫ ɨɫɜɨɟɧɢɟɦ ɩɨɫɥɟɞɨɜɚɬɟɥɶɧɨɫɬɟɣ ɤɨɦɚɧɞ, ɢɫɩɨɥɶɡɭɟɦɵɯ ɫ ɩɨɦɨɳɶɸ ɤɥɚɜɢɚɬɭɪɵ
ɢ ɦɵɲɢ ɞɥɹ ɩɟɪɟɦɟɳɟɧɢɹ ɜ ɩɪɟɞɟɥɚɯ ɪɚɛɨɱɟɝɨ ɥɢɫɬɚ Excel, ɧɚɞɟɸɫɶ, ɭ ɜɚɫ ɨɫɬɚɧɟɬɫɹ ɜɪɟɦɹ ɢ
ɞɥɹ ɜɜɨɞɚ ɞɚɧɧɵɯ, ɫ ɤɨɬɨɪɵɦɢ ɩɪɢɞɟɬɫɹ ɪɚɛɨɬɚɬɶ. ɂɫɯɨɞɹ ɢɡ ɷɬɨɝɨ, ɜɚɦ ɛɭɞɟɬ ɩɪɟɞɥɨɠɟɧɨ
ɜɜɨɞɢɬɶ ɧɟɱɬɨ ɜ ɤɨɧɤɪɟɬɧɵɟ ɹɱɟɣɤɢ ɪɚɛɨɱɟɝɨ ɥɢɫɬɚ. ȿɫɬɟɫɬɜɟɧɧɨ, ɜɚɫ ɧɢɤɬɨ ɧɟ ɨɛɹɡɵɜɚɟɬ ɫɥɟ-
ɞɨɜɚɬɶ ɬɨɱɧɵɦ ɢɧɫɬɪɭɤɰɢɹɦ. ȿɫɥɢ ɛɭɞɟɬ ɩɪɟɞɥɨɠɟɧɨ ɜɜɟɫɬɢ ɤɨɧɤɪɟɬɧɭɸ ɮɭɧɤɰɢɸ, ɬɨ ɨɧɚ ɛɭ-
ɞɟɬ ɜɵɞɟɥɟɧɚ ɩɨɥɭɠɢɪɧɵɦ ɦɨɧɨɲɢɪɢɧɧɵɦ ɲɪɢɮɬɨɦ. ɇɚɩɪɢɦɟɪ, ɬɟɤɫɬ =ɋɍɆɆ(A2:B2)
ɩɨɞɪɚɡɭɦɟɜɚɟɬ, ɱɬɨ ɜɵ ɞɨɥɠɧɵ ɜɜɟɫɬɢ ɫ ɤɥɚɜɢɚɬɭɪɵ ɢɦɟɧɧɨ ɬɨ, ɱɬɨ ɜɢɞɢɬɟ: ɡɧɚɤ ɪɚɜɟɧɫɬɜɚ,
ɬɟɤɫɬ ɋɍɆɆ, ɨɬɤɪɵɜɚɸɳɭɸ ɫɤɨɛɤɭ, ɡɚɬɟɦ ɬɟɤɫɬ A2:B2 (ɧɟ ɡɚɛɭɞɶɬɟ ɜɜɟɫɬɢ ɞɜɨɟɬɨɱɢɟ) ɢ ɡɚ-
ɤɪɵɜɚɸɳɭɸ ɫɤɨɛɤɭ. ȿɫɬɟɫɬɜɟɧɧɨ, ɩɨɫɥɟ ɷɬɨɝɨ ɫɥɟɞɭɟɬ ɧɚɠɚɬɶ ɤɥɚɜɢɲɭ <Enter>, ɱɬɨɛɵ ɡɚɜɟɪ-
ɲɢɬɶ ɜɜɨɞ.

ɂɧɨɝɞɚ ɹ ɛɭɞɭ ɩɪɟɞɥɚɝɚɬɶ ɜɚɦ ɤɨɦɛɢɧɚɰɢɢ ɤɥɚɜɢɲ, ɤɨɬɨɪɵɟ ɡɚɦɟɧɹɸɬ ɳɟɥɱɤɢ ɦɵɲɶɸ ɧɚ
ɥɟɧɬɟ. ɇɚɩɪɢɦɟɪ, <Alt+F12> ɢɥɢ <Ctrl+S> (ɨɛɟ ɷɬɢ ɤɨɦɛɢɧɚɰɢɢ ɫɨɯɪɚɧɹɸɬ ɢɡɦɟɧɟɧɢɹ ɜ ɪɚɛɨ-
ɱɟɣ ɤɧɢɝɟ ɧɚ ɞɢɫɤɟ).

ȼ ɤɨɦɛɢɧɚɰɢɹɯ ɤɥɚɜɢɲ, ɧɚɱɢɧɚɸɳɢɯɫɹ ɫ <Alt>, ɫɥɟɞɭɟɬ ɧɚɠɚɬɶ ɷɬɭ ɤɥɚɜɢɲɭ, ɩɨɤɚ ɤɨɦɛɢ-
ɧɚɰɢɹ ɤɥɚɜɢɲ ɧɟ ɛɭɞɟɬ ɨɬɨɛɪɚɠɟɧɚ ɜɞɨɥɶ ɥɟɧɬɵ. ȼ ɷɬɨɬ ɦɨɦɟɧɬ ɫɥɟɞɭɟɬ ɧɚɠɢɦɚɬɶ ɫɥɟɞɭɸɳɢɟ
ɤɥɚɜɢɲɢ ɤɨɦɛɢɧɚɰɢɢ (ɧɚ ɫɚɦɨɦ ɞɟɥɟ ɜɵ ɞɨɥɠɧɵ ɢɫɩɨɥɶɡɨɜɚɬɶ ɧɢɠɧɢɣ ɪɟɝɢɫɬɪ ɫɢɦɜɨɥɨɜ —
ɹ ɜɨɫɩɪɨɢɡɜɨɠɭ ɢɯ ɜ ɬɟɤɫɬɟ ɜ ɜɟɪɯɧɟɦ ɪɟɝɢɫɬɪɟ ɬɨɥɶɤɨ ɞɥɹ ɬɨɝɨ, ɱɬɨɛɵ ɜɵɞɟɥɢɬɶ ɧɚ ɮɨɧɟ ɨɫ-
ɬɚɥɶɧɨɝɨ ɬɟɤɫɬɚ). ȼ ɫɜɹɡɢ ɫ ɨɬɥɢɱɢɟɦ ɤɨɦɛɢɧɚɰɢɣ ɤɥɚɜɢɲ, ɢɫɩɨɥɶɡɭɟɦɵɯ ɜ ɪɭɫɫɤɨɣ ɢ ɚɧɝɥɢɣ-
ɫɤɨɣ ɜɟɪɫɢɹɯ ɩɪɨɝɪɚɦɦɵ, ɨɧɢ ɛɭɞɭɬ ɨɩɢɫɚɧɵ ɜ ɤɧɢɝɟ ɜ ɩɚɪɚɯ, ɪɚɡɞɟɥɟɧɧɵɟ ɤɨɫɨɣ ɱɟɪɬɨɣ: ɫɧɚ-
ɱɚɥɚ ɪɭɫɫɤɚɹ ɜɟɪɫɢɹ, ɡɚɬɟɦ ɚɧɝɥɢɣɫɤɚɹ, ɧɚɩɪɢɦɟɪ <Alt+ɎɈ>/<Alt+FO>.

Ʉɨɦɛɢɧɚɰɢɢ, ɧɚɱɢɧɚɸɳɢɟɫɹ ɫ ɤɥɚɜɢɲɢ <Ctrl>, ɪɚɛɨɬɚɸɬ ɬɚɤ ɠɟ, ɤɚɤ ɢ ɜ ɫɬɚɪɵɯ ɜɟɪɫɢɹɯ.
ɇɟɨɛɯɨɞɢɦɨ ɭɞɟɪɠɢɜɚɬɶ ɷɬɭ ɤɥɚɜɢɲɭ ɢ ɫɪɚɡɭ ɠɟ ɧɚɠɢɦɚɬɶ ɨɫɬɚɥɶɧɵɟ (ɢ ɫɧɨɜɚ ɩɨɜɬɨɪɸ, ɫɥɟ-
ɞɭɟɬ ɜɫɟɝɞɚ ɢɫɩɨɥɶɡɨɜɚɬɶ ɧɢɠɧɢɣ ɪɟɝɢɫɬɪ ɫɢɦɜɨɥɨɜ, ɟɫɥɢ ɨɛɪɚɬɧɨɟ ɧɟ ɛɭɞɟɬ ɭɤɚɡɚɧɨ ɹɜɧɨ, ɤɚɤ
ɜ ɫɥɭɱɚɟ <Ctrl+Shift+C>).

ȼ Excel 2010 ɢɫɩɨɥɶɡɭɟɬɫɹ ɬɨɥɶɤɨ ɨɞɧɨ ɪɚɫɤɪɵɜɚɸɳɟɟɫɹ ɦɟɧɸ ɢ ɬɨɥɶɤɨ ɨɞɧɚ ɩɚɧɟɥɶ ɢɧ-
ɫɬɪɭɦɟɧɬɨɜ ɛɵɫɬɪɨɝɨ ɞɨɫɬɭɩɚ. Ɉɬɤɪɵɬɶ ɦɟɧɸ Ɏɚɣɥ ɦɨɠɧɨ ɳɟɥɱɤɨɦ ɧɚ ɜɤɥɚɞɤɟ Ɏɚɣɥ ɢɥɢ
ɧɚɠɚɬɢɟɦ ɤɨɦɛɢɧɚɰɢɢ ɤɥɚɜɢɲ <Alt+Ɏ>/<Alt+F>. ɉɚɧɟɥɶ ɛɵɫɬɪɨɝɨ ɞɨɫɬɭɩɚ ɫɨ ɫɜɨɢɦɢ ɱɟ-
ɬɵɪɶɦɹ ɤɧɨɩɤɚɦɢ ɨɬɨɛɪɚɠɚɟɬɫɹ ɧɟɩɨɫɪɟɞɫɬɜɟɧɧɨ ɫɩɪɚɜɚ ɨɬ ɜɤɥɚɞɤɢ Ɏɚɣɥ.

ɉɪɢ ɧɟɤɨɬɨɪɨɣ ɜɧɢɦɚɬɟɥɶɧɨɫɬɢ ɫ ɜɚɲɟɣ ɫɬɨɪɨɧɵ ɜɵ ɡɚɦɟɬɢɬɟ ɧɟɤɢɣ ɪɚɡɧɨɛɨɣ ɜ ɧɚɢɦɟɧɨɜɚ-
ɧɢɢ ɩɚɪɚɦɟɬɪɨɜ ɞɢɚɥɨɝɨɜɵɯ ɨɤɨɧ (ɧɚɩɪɢɦɟɪ, ɡɚɝɨɥɨɜɤɢ, ɤɧɨɩɤɢ ɜɵɛɨɪɚ ɩɚɪɚɦɟɬɪɨɜ ɢ ɮɥɚɠɤɢ) ɜ
ɬɟɤɫɬɟ ɤɧɢɝɢ ɢ ɜ ɨɤɧɟ ɩɪɨɝɪɚɦɦɵ Excel, ɨɬɨɛɪɚɠɚɸɳɟɣɫɹ ɧɚ ɷɤɪɚɧɟ ɜɚɲɟɝɨ ɤɨɦɩɶɸɬɟɪɚ. ɉɨɷɬɨ-
ɦɭ ɩɪɢɦɟɧɹɟɬɫɹ ɫɨɝɥɚɲɟɧɢɟ ɨɛ ɢɫɩɨɥɶɡɨɜɚɧɢɢ ɩɪɨɩɢɫɧɵɯ ɛɭɤɜ ɞɥɹ ɜɫɟɯ ɧɚɡɜɚɧɢɣ ɤɨɦɚɧɞ ɢ ɩɚ-
ɪɚɦɟɬɪɨɜ, ɞɚɛɵ ɨɬɥɢɱɢɬɶ ɢɯ ɨɬ ɩɪɨɱɟɝɨ ɨɩɢɫɚɬɟɥɶɧɨɝɨ ɬɟɤɫɬɚ.
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Используемые пиктограммы
ɋɥɟɞɭɸɳɢɟ ɩɢɤɬɨɝɪɚɦɦɵ ɩɨɦɨɝɭɬ ɨɩɪɟɞɟɥɢɬɶ, ɡɚɯɨɬɢɬɟ ɥɢ ɜɵ ɱɢɬɚɬɶ ɨɬɞɟɥɶɧɵɟ ɮɪɚɝ-

ɦɟɧɬɵ ɬɟɤɫɬɚ.

ɑɢɫɬɨ ɬɟɯɧɢɱɟɫɤɢɟ ɜɨɩɪɨɫɵ, ɤɨɬɨɪɵɟ ɫɩɨɤɨɣɧɨ ɦɨɠɧɨ ɩɪɨɩɭɫɬɢɬɶ (ɢɥɢ ɩɪɨɱɢ-
ɬɚɬɶ, ɟɫɥɢ ɧɢɤɨɝɨ ɧɟɬ ɩɨɛɥɢɡɨɫɬɢ).

ȼɚɠɧɵɟ ɡɚɦɟɱɚɧɢɹ ɢ ɫɨɜɟɬɵ, ɨɬɧɨɫɹɳɢɟɫɹ ɤ ɨɛɫɭɠɞɚɟɦɨɣ ɬɟɦɟ.

ɂɧɮɨɪɦɚɰɢɹ, ɤɨɬɨɪɭɸ ɧɟɨɛɯɨɞɢɦɨ ɡɚɩɨɦɧɢɬɶ, ɟɫɥɢ ɜɵ ɞɟɣɫɬɜɢɬɟɥɶɧɨ ɯɨɬɢɬɟ
ɞɨɛɢɬɶɫɹ ɭɫɩɟɯɚ ɜ ɪɚɛɨɬɟ ɫ ɩɪɨɝɪɚɦɦɨɣ.

ɂɧɮɨɪɦɚɰɢɹ, ɤɨɬɨɪɭɸ ɧɭɠɧɨ ɡɚɩɨɦɧɢɬɶ, ɱɬɨɛɵ ɧɟ ɞɨɩɭɫɬɢɬɶ ɩɨɥɧɨɣ ɤɚɬɚɫɬɪɨɮɵ.

С чего начать
ȿɫɥɢ ɜɵ ɧɢɤɨɝɞɚ ɧɟ ɪɚɛɨɬɚɥɢ ɫ ɷɥɟɤɬɪɨɧɧɵɦɢ ɬɚɛɥɢɰɚɦɢ, ɬɨ ɧɚɱɧɢɬɟ ɫ ɝɥɚɜɵ 1, ɢ ɜɵ ɩɨɣɦɟ-

ɬɟ, ɨ ɱɟɦ ɜ ɩɪɢɧɰɢɩɟ ɢɞɟɬ ɪɟɱɶ ɜ ɤɧɢɝɟ. ȿɫɥɢ ɠɟ ɭ ɜɚɫ ɟɫɬɶ ɧɟɤɨɬɨɪɵɣ ɨɩɵɬ ɪɚɛɨɬɵ ɫ ɩɪɟɞɵɞɭ-
ɳɢɦɢ ɜɟɪɫɢɹɦɢ Excel, ɩɪɟɞɥɚɝɚɸ ɩɟɪɟɣɬɢ ɤ ɪɚɡɞɟɥɭ “ɉɟɪɟɯɨɞ ɧɚ Excel 2010 ɫ ɩɪɟɞɵɞɭɳɢɯ ɜɟɪ-
ɫɢɣ ɩɪɨɝɪɚɦɦɵ” ɝɥɚɜɵ 1. Ɍɚɦ ɜɵ ɧɚɣɞɟɬɟ ɢɧɮɨɪɦɚɰɢɸ ɨ ɬɨɦ, ɤɚɤ ɫɨɯɪɚɧɹɬɶ ɫɩɨɤɨɣɫɬɜɢɟ, ɡɧɚ-
ɤɨɦɹɫɶ ɫ ɥɟɧɬɨɱɧɵɦ ɢɧɬɟɪɮɟɣɫɨɦ ɧɨɜɨɣ ɜɟɪɫɢɢ, ɢ ɩɨɱɭɜɫɬɜɨɜɚɬɶ ɫɟɛɹ ɫ ɧɢɦ ɤɨɦɮɨɪɬɧɨ.

ȿɫɥɢ ɭ ɜɚɫ ɜɨɡɧɢɤɥɢ ɤɨɧɤɪɟɬɧɵɟ ɜɨɩɪɨɫɵ (ɤɚɤ ɫɤɨɩɢɪɨɜɚɬɶ ɮɨɪɦɭɥɭ ɢɥɢ ɪɚɫɩɟɱɚɬɚɬɶ ɨɩ-
ɪɟɞɟɥɟɧɧɵɣ ɮɪɚɝɦɟɧɬ ɪɚɛɨɱɟɝɨ ɥɢɫɬɚ), ɨɛɪɚɬɢɬɟɫɶ ɤ ɫɨɞɟɪɠɚɧɢɸ ɤɧɢɝɢ ɢɥɢ ɤ ɩɪɟɞɦɟɬɧɨɦɭ
ɭɤɚɡɚɬɟɥɸ ɢ ɧɚɣɞɢɬɟ ɪɚɡɞɟɥ ɫ ɫɨɨɬɜɟɬɫɬɜɭɸɳɟɣ ɢɧɮɨɪɦɚɰɢɟɣ.

Ждем ваших отзывов!
ȼɵ, ɱɢɬɚɬɟɥɶ ɷɬɨɣ ɤɧɢɝɢ, ɢ ɟɫɬɶ ɝɥɚɜɧɵɣ ɟɟ ɤɪɢɬɢɤ. Ɇɵ ɰɟɧɢɦ ɜɚɲɟ ɦɧɟɧɢɟ ɢ ɯɨɬɢɦ

ɡɧɚɬɶ, ɱɬɨ ɛɵɥɨ ɫɞɟɥɚɧɨ ɧɚɦɢ ɩɪɚɜɢɥɶɧɨ, ɱɬɨ ɦɨɠɧɨ ɛɵɥɨ ɫɞɟɥɚɬɶ ɥɭɱɲɟ ɢ ɱɬɨ ɟɳɟ ɜɵ ɯɨɬɟɥɢ
ɛɵ ɭɜɢɞɟɬɶ ɢɡɞɚɧɧɵɦ ɧɚɦɢ. ɇɚɦ ɢɧɬɟɪɟɫɧɵ ɥɸɛɵɟ ɜɚɲɢ ɡɚɦɟɱɚɧɢɹ ɜ ɧɚɲ ɚɞɪɟɫ.

Ɇɵ ɠɞɟɦ ɜɚɲɢɯ ɤɨɦɦɟɧɬɚɪɢɟɜ ɢ ɧɚɞɟɟɦɫɹ ɧɚ ɧɢɯ. ȼɵ ɦɨɠɟɬɟ ɩɪɢɫɥɚɬɶ ɧɚɦ ɛɭɦɚɠ-
ɧɨɟ ɢɥɢ ɷɥɟɤɬɪɨɧɧɨɟ ɩɢɫɶɦɨ ɥɢɛɨ ɩɪɨɫɬɨ ɩɨɫɟɬɢɬɶ ɧɚɲ ɜɟɛ-ɫɟɪɜɟɪ ɢ ɨɫɬɚɜɢɬɶ ɫɜɨɢ ɡɚɦɟ-
ɱɚɧɢɹ ɬɚɦ. Ɉɞɧɢɦ ɫɥɨɜɨɦ, ɥɸɛɵɦ ɭɞɨɛɧɵɦ ɞɥɹ ɜɚɫ ɫɩɨɫɨɛɨɦ ɞɚɣɬɟ ɧɚɦ ɡɧɚɬɶ, ɧɪɚɜɢɬɫɹ
ɥɢ ɜɚɦ ɷɬɚ ɤɧɢɝɚ, ɚ ɬɚɤɠɟ ɜɵɫɤɚɠɢɬɟ ɫɜɨɟ ɦɧɟɧɢɟ ɨ ɬɨɦ, ɤɚɤ ɫɞɟɥɚɬɶ ɧɚɲɢ ɤɧɢɝɢ ɛɨɥɟɟ
ɢɧɬɟɪɟɫɧɵɦɢ ɞɥɹ ɜɚɫ.

Ɉɬɩɪɚɜɥɹɹ ɩɢɫɶɦɨ ɢɥɢ ɫɨɨɛɳɟɧɢɟ, ɧɟ ɡɚɛɭɞɶɬɟ ɭɤɚɡɚɬɶ ɧɚɡɜɚɧɢɟ ɤɧɢɝɢ ɢ ɟɟ ɚɜɬɨɪɨɜ,
ɚ ɬɚɤɠɟ ɫɜɨɣ ɨɛɪɚɬɧɵɣ ɚɞɪɟɫ. Ɇɵ ɜɧɢɦɚɬɟɥɶɧɨ ɨɡɧɚɤɨɦɢɦɫɹ ɫ ɜɚɲɢɦ ɦɧɟɧɢɟɦ ɢ ɨɛɹɡɚɬɟɥɶɧɨ
ɭɱɬɟɦ ɟɝɨ ɩɪɢ ɨɬɛɨɪɟ ɢ ɩɨɞɝɨɬɨɜɤɟ ɤ ɢɡɞɚɧɢɸ ɧɨɜɵɯ ɤɧɢɝ.

ТЕХНИЧЕСКИЕ

П
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ɇɚɲɢ ɷɥɟɤɬɪɨɧɧɵɟ ɚɞɪɟɫɚ:
E-mail: info@dialektika.com
WWW: http://www.dialektika.com

ɇɚɲɢ ɩɨɱɬɨɜɵɟ ɚɞɪɟɫɚ:
ɜ Ɋɨɫɫɢɢ: 127055, ɝ. Ɇɨɫɤɜɚ, ɭɥ. Ʌɟɫɧɚɹ, ɞ. 43, ɫɬɪ. 1
ɜ ɍɤɪɚɢɧɟ: 03150, Ʉɢɟɜ, ɚ/ɹ 152
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×àñòü I

Çàêëàäûâàåì ôóíäàìåíò

The 5th Wave Рич Теннант

КУХОННЫЕ РАССЧЕТЫ

“Если верить программе, ты раньше облысеешь, 
чем похудеешь”.
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В этой части...
ȼ ɷɬɨɣ ɱɚɫɬɢ ɦɵ ɩɪɨɚɧɚɥɢɡɢɪɭɟɦ ɩɨɥɶɡɨɜɚɬɟɥɶɫɤɢɣ ɢɧɬɟɪɮɟɣɫ Excel
ɢ ɩɨɡɧɚɤɨɦɢɦɫɹ ɫ ɜɤɥɚɞɤɚɦɢ ɢ ɤɨɦɚɧɞɧɵɦɢ ɤɧɨɩɤɚɦɢ, ɫ ɤɨɬɨɪɵɦɢ ɜɵ
ɛɭɞɟɬɟ ɢɦɟɬɶ ɞɟɥɨ ɟɠɟɞɧɟɜɧɨ. Ʉɨɧɟɱɧɨ, ɜɪɹɞ ɥɢ ɰɟɥɟɫɨɨɛɪɚɡɧɨ ɨɬɤɚɡɵ-
ɜɚɬɶɫɹ ɨɬ ɩɪɢɦɟɧɟɧɢɹ ɨɛɴɟɤɬɨɜ, ɤɨɬɨɪɵɟ ɨɬɨɛɪɚɠɚɸɬɫɹ ɧɚ ɷɤɪɚɧɟ. ɉɨ-
ɷɬɨɦɭ ɫɥɟɞɭɟɬ ɭɦɟɬɶ ɩɨɥɶɡɨɜɚɬɶɫɹ ɜɫɟɦɢ ɷɥɟɦɟɧɬɚɦɢ ɢɧɬɟɪɮɟɣɫɚ (ɤɧɨɩ-
ɤɚɦɢ ɢ ɩɨɥɹɦɢ ɜ ɪɚɫɫɦɚɬɪɢɜɚɟɦɨɦ ɫɥɭɱɚɟ). ȼ ɫɥɟɞɭɸɳɢɯ ɝɥɚɜɚɯ ɛɭɞɟɬ
ɩɪɨɞɟɦɨɧɫɬɪɢɪɨɜɚɧɨ, ɤɚɤɢɦ ɨɛɪɚɡɨɦ ɦɨɠɧɨ ɷɮɮɟɤɬɢɜɧɨ ɢɫɩɨɥɶɡɨɜɚɬɶ
ɧɚɢɛɨɥɟɟ ɪɚɫɩɪɨɫɬɪɚɧɟɧɧɵɟ ɤɧɨɩɤɢ ɢ ɩɨɥɹ ɜɜɨɞɚ ɞɚɧɧɵɯ ɜ ɷɥɟɤɬɪɨɧɧɭɸ
ɬɚɛɥɢɰɭ. ɑɬɨ ɠ, ɞɚɜɚɣɬɟ ɩɪɢɫɬɭɩɢɦ ɤ ɢɡɭɱɟɧɢɸ ɜɨɡɦɨɠɧɨɫɬɟɣ ɩɪɨɝɪɚɦ-
ɦɵ Excel 2010.
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