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[To ymosuanuio 000U TEKCT, BBEAEHHBIM HAa pabouwmii yimct Excel, BhIpaBHUBaercs 1o
JIEBOMY HIDKHEMY Kpalo sYelKu, a Yucjaa [0 IPaBOMy HIKHEMY Kparo. l3MeHeHue
BbIDABHUBAHHs TEKCTa II03BOJISIET BHIOpaTh, KakKUM o00Opa3oM OyaeT OTOOparkaTbhCs
COZIEP’KHMOE B TUeMKe, UTO TO3BOJIUT YIYUIIUTh BOCIIPUATHE TEKCTA.

Keenb

> Brigenure suelKy, K KOTOpOUA HEOOXOAMMO ITIPUMEHUTh (pOpMaTHpPOBaHUE.
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> Haxxkmurte Ha cTpesKy psaaoM c moseM [IIpudt Ha Bkiagke I'1aBHasd.

> B mosiBuBIIEMCS cIEICKe BblOepuTe keyaeMblii mpudT. HaBoas Kypcop Ha pasjndHbIe
BapUaHTHI MIPUGTOB, MOKHO YBUETh, KAK MEHSETCSI TEKCT B BBIZIEJIEHHOU SUEHKe.

AN MMABHAA BCTABKA

PASMETKA CTPAHWLLBI OOPMYTTbI
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Pasmep

> BribepurTe sUeiiky, B KOTOPBIX TpeOyeTcss U3MEHUTH pa3Mep HIpudrTa.
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> Haxkmure Ha CTpeJIKy psAZoM ¢ nosieM Pazmep mpudra Ha Briajike ['1aBHast.

> B mosBuBIIEMCs CIUCKe BbIOepuTe HeoOXoAuMbIll pazmep mipudta. IIpu HaBereHUU
Kypcopa Ha pa3jduyHble pa3Mephbl, MOXKHO YBU/IETh, KAK MeHSETCA TEKCT B BbIJeJIEHHON
sAYenKe.

AN MABHAA BCTABKA PASMETKA CTPAHWLbI QOPMYIbI
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> Pasmep mpudTa U3MEHUTCS B COOTBETCTBHUH C BBIOPAHHBIM.
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> Bbl MOXeTe BOCIIOJIb30BAaTbCA KOMAHZAMU YBEJIWYUTh padMep mpudTa U YMEHBUIUTh
pasmep mpudTa, UiIu Ke MPOCTO BBECTU HY>KHBIU pa3Mep C IIOMOIIbIO KJIaBUATYPHI.
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> Boizenure sueiiku, nBeT mpudTa B KOTOPHIX HEOOXOUMO U3MEHUTD.
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> HaxxmuTe cTpesiKy psAfoM ¢ KomaHziou lIBer Tekcra Ha BkiIaake [ytaBHas. IlosBuTcsa
MMaJINTPA I[[BETOB.

> Bribepute HeoOxoAUMBIH 1BeT. [Ipy HaBeZileHUH Kypcopa Ha pa3InyHble BADUAHTHI I[BETa
MOXKHO YBUJIETD, KAK MEHSAETCS BbI/IeJIEHHBIN TEKCT.

AN FNABHAA BCTABKA PA3SMETKA CTPAHWLLbI QOPMYbI
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> 1IBeT mpudTa NU3BMEHUTCA Ha BHIOPAHHBIMN.
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> Jlna pgocTyna K pacIIMpeHHOMY CHUCKY I[BETOB, HCIIOJIb3yHTe IyHKT Jlpyrue mBera B
HIDKHEH 4acTH BBINIQ/IAI0Iero MeH0 KoMaHas! [lBeT Tekcra.
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> BblziesiuTe stueiKu, COAEPKIMOE KOTOPBIX HEOOXO0IMTMO OT(OPMAaTHPOBATH.
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> Hakmure omny u3 xomanj: Ilomyxupubiii (0K), Kypcus (K) wiu Iloguepkuytsiii () Ha

BKiIaake I'1aBHas.

AN NABHAA BCTABKA PASMETKA CTPAHMLIbI ®OPMYJbI

aOn ) - . —
D E?g Georgia 16 A A T== =
g -
Beraoums @ XK K U - DA === &EE B
bypep obmena i nor M BoipasHusaHne I
n % (Ctrl+B
Al onysupeiA (Ctrl+B) HypHan obyueHua
HpHI‘JEHEHHE nCﬂ".?‘inHCFC
H3YEPTaHNA K TEKCT;'. B C
— . '
> BriOpaHHOe HauepTaHue Oy/IeT IPUMEHEHO K TEKCTY.
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> BblI TakkKe MOXKeTe BOCIIOJIb30BaThCA COUYETAHUAMMU KJIABUI I NIPUAAHUA CTUJIA TEKCTY.
Hanpumep, HaxkaB komOuHamuio Ctrl+B Ha ki1aBuaType, BbI c/iesaeTe BbIIEJIEHHBIN TEKCT
*KUPHBIM, KomOuHanus Ctrl+1 npumenur kypcus, a Ctrl+U nmoguepkuBanue.
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> BBIPOBHATH 110 JIEBOMY KPAIO
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> BBIPDOBHATD 110 LIEHTPY
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> BBIPOBHATH 10 HUXKHEMY KPato
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> Brigenure suerKy, TEKCT B KOTOPOH HEOOXOIMMO N3MEHUT.
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> BriOepuTe 0/IHY U3 TPeX KOMaH/] TOPU30HTAILHOTO BRIDABHUBAHUSA Ha BKJIaIKe [J1aBHAA.
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BepmuxaavHoe

> Brisienute 4eiKy, TEKCT B KOTOPOH HEOOXOAMMO U3MEHHUTD.
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> BribepurTe o/iHy U3 TpeX KOMaH/I BEPTUKAJIBHOTO BRHIDABHUBAHUSA Ha BKJIa/iKe ['1aBHAA.
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> Texkcr Oy/ieT BBIDOBHEH.

Kypnuai oOyueHus

1

2 |Email agpec Mma

3 |AntonovAndrey@mail.ru Andrey
4 |SmirnovVasiliy@mail.ru Vasiliy

Microsoft Excel mo3BosisieT npuMeHATh GOPMATHPOBAHUE HE TOJIBKO K COAEPKHUMOMY, HO U
K caMOU siueiike. Bbl MO’keTe HACTPOUTH TPAHUIIBI y sTUeeK, a TaAK)Ke 33/1aTh I[BET 3aTUBKH.

Kpome »storo, Excel mpenmocraBisieT ouyeHb IOJIe3HBIH WHCTpyMeHT CTWIH, KOTOPBIU
ITO3BOJISAET Jla’Ke HAUMHAOIIEMY IT0JIb30BATEI0 IIPUMEHSTh MPOMECCHOHATbHBIE TEMBI JIJIS



odopMJIeHHA CBOUX IOKYMEHTOB. B paMkax 3Toro ypoka Bbl mo3HaKOMUTECh CO CTUIIAMU, a
TaKKe y3HaeTe, Kak JI00aBJIATh TPAHUIIBI U 3AJIUBKY SYEHKAM.

'paHUIBl ssUeeK W I[BET 3aJIMBKU IMO3BOJISIOT CO3/IaTh UETKHE WM OIpeJieJIEHHbIe TPAaHUIIbI
paszesioB Bamrero Jsincra Excel.

> Bpizienure ssuefiky, K KOTOPIM HEOOXOAUMO JI00aBUTH TPAHUITHL.
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> Ha Briagke [J1aBHasA HaXXKMHUTE Ha CTPEJIKY psafoM ¢ kKomaHzoi I'panwurel. IlosBurcs
BBIIIQ/jal0llee MEHIO C pa3JINYHBIMU TUIIAMU I'PaHULI.

> BpibepuTe HEOOXOTUMBIN THII.

AN FNABHAA BCTABKA PASMETKA CTPAHWNLLbI ©OPMYJIbI JAHHBIE
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> BbI MoxKeTe PpHCOBATh U CTHUPATb 'PAHUIbI, U3MEHATH BU/ JIMHUM U UX OBET C IIOMOIIIbIO
HHCTPYMEHTOB KH3 pa3acjia HapI/ICOBaTI) rpaHHuIbl B HIDKHEH 4JacTHu PaCKpbIBAIOIIETOCA
MEHIO.
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> BroigieniuTe sYelKH, K KOTOPHIM HEOOX0IMMO I00aBUTh 3aJIUBKY.
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> Ha Bxiajke ['J1aBHass HOXKMUTE Ha CTPEJIKY pAAoM ¢ KomaHiou LIBeT 3anuBku. [losgBures
MEHIO C IIBETOBOM MAJIUTPOM.

> BpibepuTe HEOOXOAMMBIA I[BeT 3aJIMBKU. IIpyM HaBeJleHMM Kypcopa Ha pasInyHble
BapUAaHTHI IIBETA MOKHO YBU/IETh, KaK MeHseTcs (POH BblJIeJIEHHBIX sSTUeekK.

AN MABHAA BCTABKA PASMETKA CTPAHWNLLBI ®OPMYIbI JAHHBIE
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> BbIOpaHHBIN I[BET 3JITUBKH ITIOSIBUTCSA B BBIJIEJIEHHBIX STYEHKAX.
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I[Tomumo dopmaTHpoBaHUA BPYUYHYIO, BBl MoOKeTe BOCIIOJIb30BATHCA T'OTOBBIMHU CTUJISIMU
siuyeek. [Ipumenenue cruseir B Excel - 310 6pICTpBIT c110CO6 /106aBUTH MPOdECCHOHAIBHOE
dopmaTupoBaHue JI00bIM 061acTsAM Balelt KHUTH, HAIPUMED, 3aTr0JIOBKAM.

> Brigenure H‘-IefIKPI, KOTOpbIE HeO6XOHI/IMO HU3MEHUTD.
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> Ha Brutazike I'naBHasg Hakmute koMaHjy CTWIM siueeK, a 3aTeM B PacKpbIBAIOIIEMCS
MEHIO BbIOEPUTE MTOAXOAAIINN CTUITb.
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> BpIOpaHHBIN CTHWIb OyAET IPUMEHEH K TYEHKAM.
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> [lpumeHeHUEe CTWIA K sAYeliKe 3aMeHseT Jiioboe ¢opMaTupoBaHUE B HeH, KpoMme
BbhIpaBHUBaHUsA. [Ipu HeoOxomumocTu Bbl MoOKeTe co3zaBaTh COOCTBEHHBIE CTHJIM U
HCITOJTb30BATh UX B MIA0JIOHAX /I CBOMX IIPOEKTOB.



