Hcxodnas maéauya

id email damunnuna Nms Mon | Bospact Poct 3a40/1KEHHOCTb
1 petrov@gmail.ru Metposa Jawa X 21 HU3KNI HeT
2 loshkin@mail.ru JOXKKUH | OMmutpui M 45 cpeaHun aa
3 petuhov@mail.ru MeTyxos Ankceit M 14 cpegHun HeT
4 petuhov@mail.ru MeTtyxos Ankceit M 14 cpegHun HeT
5 | koshkin@gmail.com | KowkuH | AHapen M 66 BbICOKUI aa
6 sidorov@mail.ru Cunpopos | Ankcel M 23 BbICOKUI ha
7 ivanov@mail.ru NBaHOB Meta M 23 BbICOKMIA HeT

HaWiTi! ¥ 3aMEeHUTh

Mpu paboTe ¢ 6OMbLWIMM KONMYECTBOM AaHHbIX B Excel, nHorga pocraTouHO TpyAHO
OTbICKaTb KaKyl-TO KOHKPETHYI MHPopMaLmio. U, Kak NpaBM/Io, TaKoM MOUCK 3aHMMAET OYEeHb
MHOro BpemeHu. Excel npeanaraeT npeKpacHbli MHCTPYMEHT MOUCKA. Bbl MoXeTe C IerKoCTbio
OTbICKaTb JIOOYI0 HYXHYI0 MHPopmaumio B pabouel KHure Excel c nomoulbio KomaHabl Halituy,
KOTOpaa K TOMY e MO3BO/SET ele U U3MEHUTb AaHHbIe C MOMOLLbIO MHCTPYMEHTa Hantn u
3aMEHUTb.

MoucK gaHHbIX B AYenKax Excel

B Hawem npumepe mMbl BOCMONb3yEMCA KOMaHAOM HaiTu, 4Tobbl OTbiCKaTb Tpebyemoe
UMS B IJIMHHOM CMUCKe COTPYAHUKOB.

Ecnn nepep ucnonb3oBaHnem KomaHabl Halitm Bbl Bblgenute ogHy sdenKy, To Excel
6yaeT BbIMONHATL MOUCK BO BCeM /iMCTe. A eciv AManasoH AYeeK, TO TO/NbKO BHYTPU 3TOro
AnanasoHa

1. Ha BknagKke naBHas BOCNONb3yMTeCb KOMaHAo0N HaliTM 1 BblaenTb, a 3aTeM U3
PacKpbIBaOLWLErocs CNUcKa BblbepuTe NyHKT Hantu.

2. MNoasuTCcA gmanoroBoe OKHO HalTm u 3ameHuUTb. BBeguTe AaHHble, KoTopble
HeobxoaMMO OTbICKaTb. B Halwem npMmepe Mbl BBEAEM UMSA COTPYAHMKA.

3. Haxkmute Hantm panee. Ecnn aaHHble NPUCYTCTBYIOT Ha /IMCTe, TO OHM byayT
BblAE/NEHbI.

4. Ecnn Bbl ewe pa3 Ha)kmeTe Ha KHOMKYy HaliTu ganee, To yBUAUTE cnenytoLlmnii

BApWaHT NoMCKa. Bbl TakKe moxkeTe BblbpaTb Halkitn Bce, 4tOo 6bl yBMAETb BCE BapuaHThl,
KoTopble ana Bac otbickan Excel.

5. 3aKOHYMB MOWUCK, BOCMNO/Nb3YATECH KHOMKOW 3aKpbiTb, 4YTOOblI BbIATM U3
[AMNanoroBoro okHa Hantu n 3ameHuTb.

Bbl MOXKeTe NoNy4YnTb AOCTYN K KomaHae HaliTn ¢ nomoLbio KombuHauumn Knasuw Ctri+F
Ha KnasuaType.

Y106bl YBUAETb AONONHUTE/IbHbIE MapameTpbl MOMCKA W 3aMeHbl, Ha*XMUTE KHOMKY
MapameTpbl B AMANOrOBOM OKHe HaliTh U 3aMeHUTb.
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3ameHa coaepumoro aveiiku B Excel

BbiBaloT c/yyam, Koraa AonylleHa olwnbKa, noBTopsalowasca Bo Bceirt KHure Excel.
Hanpumep, HenpaBUIbHO HanMMUCaHO Ybe-TO MMS UAM HEODXOAMMO M3MEHUTb OMNpeaeseHHoe
cnoBo nan ¢pasy Ha gpyryto. Bbl morKeTe BOCNONb30BATLCA UHCTPYMEHTOM HaliTM U 3aMeHUTD,
yTobbl ObICTPO BHECTM MCnpaBfAeHMA. B Hawem npumepe Mbl BOCNONb3YEeMCS KOMaHAOM
3aMeHUTb, YTOObl MCNPaBUTb CMMCOK afpPecoB 3/IEKTPOHHOM MOYTbI, @ TaKXKe UMA «ANKcen»
3aMeHUM Ha «Anekcemn».

1. Ha BknagKke [naBHaA HaXmuTe KomaHay HaltM u Bblgenntb, a 3aTtem wu3
PaCKPbIBAOLLEroCA CNUCKa BbIbepUTE NYHKT 3aMEHUTD.

2. MNoaBuTCA AnanoroBoe oKHO HaliTM M 3ameHUTb. BBeauTe TEKCT, KOTOpbIi Bbl
uweTte B nose Haitu.

3. BBeauTe TeKCT, Ha KOTOPbIM TpebyeTca 3aMeHUTb HaWAEHHbIN, B None 3aMeHUTb
Ha. A 3aTemM HaxXmute Haiitn panee.
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HalTi 1 3amennTh - [ % ﬂh]
Haiitin | JaMeHWTE

Haitti: gmail.ru |E| | DopMaT He s3agaH | [ dopMaT v]
38MEHWTE Ha: gmail.n:n:nml |E| | DopMaT He 3anaH | [ DopMaT v]
WMokaTe: Ha MucTE IEI [] ¥umTHiBATE perucTp

|E| [] Aueika uenmcom

MNpocMaTPKEaTL: | MO0 CTPOKEM

OBnacTe nowcka: | dopMy el IEI

3aMEHWTL BCE ] [ 3aMEHWUTE ] [ HaiTi Bce ] [ HaiiTin ganee ] [ 3aKphITE ]

k.

4, Ecnn 3HaveHue 6yp,eT HanaeHo, To coaepXKallana ero AYenkKa 6yp,eT BblAaeneHa.

5. MocmoTpUTe Ha TEKCT U yﬁep,l/lTer, 4yTO BbI cornacHbl 3ameHUTL ero.

6. Ecnn cornacHsbl, Torga Bbl6epI/ITe OAHY U3 OnuMi 3aMeHbI:

o 3aMeHUTb: UCNpPaBASAET MO O4HOMY 3HAUYEHULO Kaxabli pas.

o 3amMeHUTb BCe: UCMPABAAET BCE BapMaHTbl MCKOMOIO TEKCTa B KHUre. B Hawem
npumepe Mbl BOCNOJ1b3yemca 3TOM onuuemn ana sKOHOMUK BPEMEHMN.

7. MoABUTCA AMANOroBoe OKHO, NOATBEpPXAalollee KOJIMYEeCTBO 3aMeH, KoTopble

6yayT caenaHbl. Haxkmute OK Ana npoaoKkeHus.
8. Copep*Knmoe syeek byaet 3ameHeHo.



3akKpernieHue oo6JacTen

3akpennaem cTpoku B Excel

3aKpennAa CTPOKM unam ctonbupbl, Bbl cmoXKeTe NPOKPy4MBaTb COAEPKMMOE, NPU 3TOM
3aKpensieHHble AYENKM OCTAHYTCA B NOJie 3peHUA.

1. Bbiaennte CTPOKY HUXKeE TOW, KOTOpYLo TpebyeTca 3akpenuTb. B Hawem npumepe
Mbl XOTUM 3adUKCMPOBATb CTPOKM 1 1 2, NO3TOMY BbIAEUM CTPOKY 3.

2. OTKpoliTe BKNagKy Bug Ha JleHTe -> 3aKpenuTb 06/1acTU 1 13 pacKpbiBatoLLLErocs
MEHI0 BblbepuTe O4HOUMEHHDIN MYyHKT.

3. Ctpoku 6yayT 3aKkpensieHbl, a 06nacTb 3akpenneHmsa b6yaet obo3HayeHa cepon
NnHueln. Tenepb Bbl moxeTe NPoKpy4umBaTb paboumnii Anct Excel, Ho 3aKkpenneHHble CTPOKM
OCTaHYTCA B NO/E 3PEHMA B BEPXHEN YACTU INCTA.

CTOI'I6LI,bI 3aKpennAarTcA aHa/10TMYHO CTPOKaM.

Y106bI CHATb 3aKpenneHne CTpok nnu CTOI'I6LI,OB, HaXXmute 3a|<penmb oﬁnacm, a 3aTeM
M3 BbiNaaatoWEro MeHIO Bbl6epMTe NYHKT CHATb 3aKpennaeHue obnacreit.

Echn Bam HeobxoAuMMoO 3aKpenuTb TONbKO BepxHIO cTPoKy (CTpoKkal) mnau nepsbiit
ctonbeu, (Ctonbeu, A), moxeTe BblbpaTb COOTBETCTBYIOLLYID KOMaHAY B PaCKPbIBaOLWEMCS
MEHIO.



dunbTp

Echn Heobxoaumo oTob6pa3vTb TONLKO 3anucu, yAO0BAeTBOpAIOWME onpenenéHHoMy
KpUTEPUIO, TO UCNoNb3yinTe dunbTp. na aToro:
1. KnukHute no noboit ayelike B Habope JaHHbIX.
2. Ha BknagKe OaHHble (Data) Haxxkmute dunbtp (Filter).
B 3aronoBKkax cTon16L0B NOABATCA CTPESKW.
3. HaxXmuTe Ha CTpesiky pAAoM C 3aroN0BKOM
4. KnukHuTe no ctpoke Bbigenutb Bce (Select All), yTobbl ybpaTbh BCe ranoyku, 3artem
NMocTaBbTe raI04Ky B HEOHXOAMMOW CTPOKE.
5. YT106bl OTMEHUTb PUABLTPALMIO, HA BKNaAKe [aHHble (Data) knnkHUTe Ounctutb (Clear).
YT106bI YAANUTL GUABLTP NOJHOCTLIO, T.€. YOPaTb CTPENIOYKM, HAXKMUTE eLLE pa3 KHOMKY
dunbtp (Filter).

YuciaoBou GUIbTP

1. HaxmuTe Ha cTpesKy B cTonbLe, coaep Kallem YMCI0BbIe 3HAaUYEHUA.

2. Bbibepute Yucnosbie ¢punbrpbl (Number Filters). 3Ta onuma gocTynHa, NOCKONbKY
paccmaTpuBaemblil cTonbel, CoOAEepKUT UYMCIOBble AaHHble. B OTKpbiBWEMCA Cnucke
KAMKHWUTE No NyHKTy bonbuwe (Greater Than).

3. Beeaute uncno n Haxxkmute OK.

MNpumeyaHue: EwéE MoOKHO OTOOPa3UTb TONBKO AaHHbIE, PaBHble KaKOMY-MHO 3HaYeHuto,
MEHbLLE OnpeaeneHHOro 3Ha4YeHUA, MeXay ABYMA 3HAYEHUAMM, NepBble N YMCEN U3 CMUCKA,
3HaAYeHUA Bblle CPeaHEero n T.4.

TekcroBbiil UIbLTP
Y106bI NPUMEHUTL TEKCTOBbIN GUALTP, BbINONHUTE Cieaytowme AeUCTBUA:

1. HaxmuTe Ha cTpesiky B cToNbLE, cCoAeprKaLlLeM TEKCT.

2. Bbibepute TekcroBble ¢unbTpbl (Text Filters). 3Ta onuua A[OCTYNHa, MOCKObKY
paccmaTpuBaemblit cTonbel, COAEP!KUT TEKCTOBblE AaHHble. B BbiMagatowem cnucke
KAMKHUTe no nyHKTy PaBHo (Equals).

3. BeeguTte, K npumepy, “*a” n Haxxmute OK.

MpumeyaHume: BonpocutenbHbi 3HaK (?) COOTBETCTBYET POBHO OAHOMY /t06OMY CUMBONY.
3Be3a0u4Ka (*) cooTBETCTBYET HECKO/IbBKMM CMMBOJIaM (OT HyiA 1 6onee).

PacmmupeHnHslii puabstp B Excel

Mpu MCNoONb30BaHUM pacWMpPeHHOro ¢uabTpa HeobXxooMMO BBECTU KPUTEPUM HA  JIUCT.
Mpoaybnnpyite 3aronoskm ctonbuos, co3gaiTe Anana3oH yCN0BUIN cnpaBa OT Habopa AaHHbIX
Kpumepuii «UA»

YTtobbl 0TOOpasnTb BCEX MY)KUYMH B BO3pacte OT 25 net, HeobxogmMmo npoaybanpoBaTb
3aro/I0BOK OCHOBHOM Tabanubl U 3aN0NHUTb HOBYO TabnLy AaHHbIMK cieayowmm obpasom:

id |emai| |¢vamunun |I-‘Imn |"Dﬂ |Boepacr|
M =25

1. Bbigenute nobyto A4ENKy M3 OCHOBHOro Habopa AaHHbIX.
2. Ha Bknagke OaHHble (Data) B pasgene CoptuposKka u ¢punbtp (Sort & Filter) HaxmuTe
KHoMNKy AononHutenbHo (Advanced).



Formulas Data Review View Developer
&8 Connections &) [RTz)
el = 2 (3]
Refresh Z Sort Filter
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3. KnukHuTe no nonto AunanasoH ycnosui (Criteria range) n Bbibepute AnanasoH HOBOM
Tabnaunupl
ObpatuTte BHMMaHWe Ha onuuio CKonupoBaTb pe3ynbrat B gpyroe mecro (Copy to another
location) 1 TonbKo yHUKanbHble 3anucu (Unique records only). NocnegHas npurogmtca, ecam
Habop AaHHbIX COAEPHKUT AybANKaTbI.

Kputepun «UJTN»
[ns oTobparkeHMa BCEX MYXKUYMH, KOTOPbIM <25 nam >60, BbINONHUTE Creaytolmne AeNCTBUA:
1. BBeauTe KpUTEPUU, YKa3aHHbIE HA PUCYHKE HUKeE.

id |Email |¢vamunun |Hm |I'Ion |Bo:=.tpaf.:T |
M <25
M =00

2. Ha Bknagke [OaHHble (Data) HaxkmuTe KHoOMKy J[JononHutenbHo (Advanced) wu
BBeauTe B none [lnanasoH ycnosuii (Criteria range) co3aaHHbI ANanasoH.
3. Haxmute OK.

Kpumepuu c ¢popmynoli

[na oTobpaxkeHns BCEX MY»KUMH cTaplie 25 n mnagwe 60 BbINONHUTE CneaytoLme Waru:
Pasmectute ¢opmyny (Kak [ononHUTeNbHoe ycioBue) B HoBom cTosibue. Co3spante
OTHOCUTE/NIbHYIO CCbIJIKY Ha NEepBYO AYEiKy B LesneBoM ctonbue (B Hawem cnyyae — 31o F2).
dopmyna A0MKHA ONpeaenuTb, ABNAETCA BbiparkeHUe UCTUHHbBIM UAN NOXKHbIM.

MELMAHA ~ (" X « f| =M(F2=25;F2<60)
A B C D E F G
id |email @amuaMa [Mma Mon Boapact
1|ivanov@mail.ru HMeanoe ([[MeTA M 23
2|petrovi@email.ru MeTtpoea |dawa R 21
3|sidorovi@mail.ru CyaopoB |ANKCeR |m 23
4|koshkin@gmail.com [KowkwH |AHOpERN |M 66
S|petuhov@mail.ru MNetyxoe |ANKCER |M 14
6|loshkin@mail.ru Noskke [ OpaETpial m 45
id | email eI GE | Mma | Mon | Bospact
Y =M|F2:>25;

9. OtdunbTpynTe



Coptuposka B Excel

B Excel moXHO copTupoBaTb AaHHble MO OAHOMY WM HECKOJIbKMM cTonbuam. CopTUpOBKa
MOKeT ObITb BbINO/IHEHA B MOpAAKe BO3pacTaHMA nan ybbiBaHMA.
Mo ogHomy cTonbuy
Y106bI OTCOPTUPOBATL AAHHbIE MO O4HOMY CTONOLY, BbINOJHUTE CieAyIOLNeE AENCTBUA:
1. Bblgenute nobyto Averiky B cTonbue, N0 KOTOPOMY HYXKHO BbIMOJIHUTb COPTUPOBKY.
2. [na CcOpTMPOBKM B MOpAAKe BO3paCTaHWA, OTKpoMTe BKNaaKy [MaHHble (Data) u
KJMKHUTE No MKOHKe Afl (AZ).
Mo HecKoNbKMM cTON6LAM
Y106bI OTCOPTUPOBATL AAHHbIE MO HECKOJIbKMM CTONBLLAM, BbINONHUTE Caeaylolme AeNCTBUA:
1. Ha Bknaaxe OaHHble (Data) HaxkmuTe CopTUpoBKa (Sort).
OTKpoeTca guanorosoe okHo CopTupoBKa (Sort).
2. B Bbinagatowem cnmcke CoptupoBatb no (Sort by) Bbibepute ctonbel, s copTUPOBKM
(B Hawem npumepe aTo Pamunus).

~
CopTupoEexa [_I_J‘EP e e
| -”gl NobaenTs yposeHs || )( ¥nanuTb ypoBEHb || =24 KonWpoBaTh YposeHD | v MNapameTpbl... | Mow aaHHbIE COAEMKAT 3aranoBKM
Cronbew CopTHpoBKa MNopaaok
CopTWPOBATE MO | dhamiis SHEYEHMA Iz‘ OTAgofA Iz‘
3atemM no BospacT |Z| 3HaYEeHWA |Z| Mo Bo3PECTAHMID Iz‘
[ OK ] | CTmeHa |
h

3. HaxmuTte KHonKy [lo6aBuTb ypoBeHb (Add Level).
4. B Bbinagatowem cnucke 3atem no (Then by) Bbibepute cnegytowmin ctonbeu, gns
COPTUPOBKMU (Mbl BbiIGBMpaem Bospacr).
Pe3ynbTaT: 3anncy oTCOPTUPOBAHbI CHayaa no ctonbuy ®amuama, 3atem no ctonbuy Bospacrt.

Ilosib30BaTe/IbCKasA COPTUPOBKA

MHoraa MOXKHO CTONKHYTbCA C TeM, YTO CTaHAAPTHble MHCTPYMEHTbl COPTUPOBKKM B Excel He
CNocobHbl copTMpOBaTb AaHHble B Heobxogumom nopsagke. K cuactbto, Excel nossonser
C034aBaTb HACTPaMBaEMbI CMUCOK ANA COOCTBEHHOIO NOPAAKA COPTUPOBKM.

Mbl XOTMM OTCOPTMPOBATb AaHHble B Tabnvue no pocty. ObblYHAA COPTUPOBKA PacCTaBUT
CTPOYKM C [aHHbIMM O pocTe B andaBUTHOM MOpAAKe, 4YTO HenpasuabHO. Co3gaaum
HacTpamMBaemblii CMMCOK ANA COPTUPOBKU Pa3mepoB OT MeHbLUEro K bonbliemy.

1. Bbigenute nobyto ayenky B Tabaumue Excel, KoTopyto Heob6Xx0AMMO COPTMPOBATb.

2. OtKpoiTe BKNaaKy [laHHble, 3aTeM HaxkKmuTe KomaHay CopTUpPOBKa.

3. OtKpoeTca ananorosoe okHo CopTupoBKa. Bbibepute ctonbeu, no Kotopomy Bbi xoTute
copTupoBaTb Tabanyy. B gaHHOM cayvae mbl Bbibepem COPTUPOBKY NO pocTy. 3atem B
none NMopapok BbibepuTe NyHKT HacTpaMBaemblii CNUCOK.

4. ToasuTcA AManorosoe okHo Cnucku. Boibepute HOBbIN CMUCOK 8 pasaene CiucKu.

5. BseguTe BapuaHTbl poCTa B Nosie dNeMeHTbl cnucka B Tpebyemom nopsake. B Hawem
npumepe Mbl XOTUM OTCOPTUPOBATbL POCT OT MeHbLlero K 6osblwemy, N0O3TOMy BBEAEM
no ovyepeau: HWU3KUIK, CPeaHUN, BbICOKMW, Ha)KuMmaa Knasuwy Enter nocne kaxkporo
a/lemeHTa.
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Crimcku | — . ‘ @Iﬂ—hj

Crmckn
Cnomcrn: SNEMEHTEI CTMCKE:
HOBLI CrIMCOK o] | rorsani J
MH, BT, Cp, Y71, M7, C6, BC CoeAHMIA
MoxeaensHak, BTopHuk, Cpeaa, Yeteepr, I BLICOKMIA
AHB, BEs, Map, anp, Mai, MIOH, WKON, 3BT, C& &

AHBape, Pespans, MapT, Anpens, Mait, Mol

HU3KEA, CPEAHAR, BbICoKaRA
HUW3KMA, COSAHWE, BbICOKWA

[NA pasaeneHkA 3NEMEHTOE CNWCKE HaskMUTe Knasuwy BBO.

6. LWenkHnte [o06aBuUTb, YTOObI COXPAHWUTb HOBbIM MOPALOK COPTUPOBKU. Cnucok byaet
fobasneH B pasgen Cnucku. Ybeantech, 4to BbiIOpaH MMEHHO OH, U HaxkmuTe OK.

7. [Ounanorosoe okHO Cnucku 3akpoetcA. Haxkmute OK B gmManorosom okHe COpTUpPOBKA
ANA TOro, YTobbl BbINONHWUTL NO/Ib30BATE/IbCKYIO COPTUPOBKY.

dyukuua EC/IN

MpoBepseT, BbIMOAHAETCA M YCIOBUE, U BO3BPALLAET OA4HO 3HAaYE€HUE, eC/IN OHO BbIMONHAETCA,
N [pyroe 3HayeHune, ecnu Her.
ECNMU(nor_BbipakeHne; [3HaYeHne_ecnu_UCTUHa); [3HaYeHne_ecnn_noxb))

CopTuposka B Excel mo popmaTty ssyeiku

Kpome 3toro Bbl moxeTe otcoptupoBaTb Tabnuuy Excel no dopmaty Adyeliku, a He no
cogepXMmomy. [laHHaa COpPTMPOBKA ocobeHHO yaobHa, ecnm Bbl Mcnonb3yeTe LBETOBYHO
MapKUPOBKY B onpeaefieHHbIX A4einkax. B Hawem npumepe mbl OTCOPTUPYEM AaHHbIE MO LBETY
AYENKM, YTOObI YBMAETb, Y KOrO MMEIOTCA 3310/I3KEHHOCTH.

1. Bbigenute nobyto auenky B Tabaumue Excel, KoTopomy HeobxoaMmMo copTUPOBATD.

2. OTKpoiiTe BKNaaky JaHHble, 3aTeM HaxkmuTe KomaHay CopTupoBKa.

3. OTtKpoeTca gnanorosoe okHo CopTupoBKa. Boibepute cTtonbel, no Kotopomy Bbl xoTuTe
copTMpoBaTb Tabauuy. 3atem B none COpPTUPOBKA YKaXKUTe TUN COPTUPOBKKU: Liset
Avenkn, Lset wpudta mam 3HAYOK AYEMKW. B Hawem npumepe Mbl OTCOPTUPYEM
Tabaumuy no ctonbuy 3af0MKEHHOCTb U MO LBETY AYEMKH.

4. B none MopAapoK BbibepuTe UBET A/1IA COPTUPOBKM. B Hawem cnydyae mbl Bblbepem
CBET/I0-KPaCHbIN LUBeT.

5. Haxmute OK. Tabnnua Tenepb OTCOPTMPOBAHA NO LBETY, @ AYEMKM CBETNO-KPACHOro
UBeTa pacnosiaraloTcA HasBepxy. TaKoOW MNOpAAOK MNO3BOMAET HaM YeTKOo BWUAETb
3340/KEHHOCTH.



ITouck ay61MKaToB B Excel c noMmomibio ycj1oBHOro popMaTupoBaHUs

1. Bblgenute HyXHbI AMana3oH

2. Ha BKknagke lnaBHaa (Home) Haxkmute YcnosHoe d¢opmatupoBaHue > MMpasuna
BblgeneHna AdeeKk (Conditional Formatting > Highlight Cells Rules) n Bbibepute

MNosTopalwmeca 3HaueHua (Duplicate Values).

ijﬁi % Mormal Bad Goaod Neu
Conditional | Format |Ca culation ||| | Explanatory... |Inpt

Formatting =|as Table =

3 —"I Highlight Cells Rules » _—|] Greater Than...
== =

=
B 'ﬂl Top/Bottom Rules  » __II Less Th R s

10] - <) Less Than...

= =

E_‘ Data Bars 3 Between...

E_‘ Color Scales » —__IEII Equal To...

=] __II .

= Icon Sets b E=pry| Text that Contains...

S New Rule. —_% A Date Occurring...

_“_‘} Clear Rules N

:] Manage Rules... =

=1| Duplicate Values...

Maore Rules...

3. Onpegenute ctuib popmaTnpoBaHna U Haxkmute OK.
PesynbTat: Excel Bbigennn nosropsolwmnecs AaHHble B AYENKaX.

Kak yaaautsb ay6,1ukKaThl B Excel
1. Bbigenute n06yIo AYenKy U3 Habopa AaHHbIX.

2. Ha Bknaake [AaHHble (Data) Haxmute KHOMKy Yaanutb pgybamkatbl (Remove

Duplicates).

Data Review View Developer

iﬂConnectlons 3 2]z % W=| B J&EI ﬂ}}
F Properties i | ) T Reapply | EEED = > J
L ) il Sort Filter Textto  Remove Data Consolidate What-If | ¢

_Y)Ad\ranced Columns Dupl\cates[/\\\talidation' Analysis *
nections Sort & Filter Data Tools

3. CTaBWM HyXKHble raloukm n Haxkmumaem OK.

Pesynbtat: Excel ymanaet Bce aybauKatbl CTPOK, KpoOme nNepBON HaMgeHHOWM

CTPOKM.

MAEHTUYHOM



CTpykTypupoBaHue AaHHbIX B Excel

CTpykTypupoBaHue genaet nHbopmauuio bonee yaobHon ansa npocmoTtpa. B atom npumepe

Mbl HayYyMMcA MNOACYMUTLIBATL CTPOKM CO CBA3AHHbIMM OAHHBIMM WM CBOPayMBaTb rpynny
CcTON6L0B.

1. [ns Hayana oTcopTMpyeMm AaHHble no ctonbuy Pocr.

2. Ha Bknagke faHHble (Data) HaxkmuTe KHOMKY MpomeKyTouHbIM uTor (Subtotal).

3. B cnucke Mpu Kaxkaom nsmeHeHumn B (At each change in) BbibepuTe PocT. 3TOT cToNbeL,

Mbl Byaem Mcnonb3oBaTb, YTOObI CTPYKTYPMPOBATL HALy Tabauuy.

4. B cnucke Onepauyua (Use function) sbibepute Konnuecrso (Count).

5. TMocTtaBbTe ranoyky HanpoTuB POCT (CM. PUCYHOK HUXKe).

6. Haxkmute OK.

7. 4YT06bl CBEpPHYTb rpynny f4yeeKk, HaxmuTe 3HaK "=" (MWHyc). MOXHO MCNONb30BaTb

undpbl, 4TOObI CBEPHYTb MM Pa3BEPHYTb FPyNMbl MO YPOBHO. K npumepy, Haxkmute 2,
4TObbI OTOBPAXKANMCH TO/IBKO NOAYPOBHM.

11213 A B C D E F G H
1 id [email Damuama |Mma Mon Boapact pocT 33A0/IHEHHOCTE
[ é 2 | 4|petrov@gmail.ru MetpoBa |Hawa | 21|HWM3KMA  |HeT
3 HU3KHI Konvuecteo 1
[ - | 2 | 1]loshkin@mail.ru NosuuH | OmuTpim 45 |cpegHuid |da
5 | 5|petuhov@mail.ru MeTyxos |ANKCEH |m 14|cpegHuii |HeT
+ | 6 | 7|petuhov@mail.ru Metyxoe |AnKcen |m 14|cpegHuil |HeT
EI 7 cpepgHwii Konwuecreo 3
[ - |8 | 2 koshkin@gmail.com |KowknH |[AHgpen (m 66 |BbICOKKMIA |Oa
9 | 3|sidorov@mail.ru Cupopoe |Ankced (m 23|BbIcOKMIA |0a
+ | 10| 6|ivanov@mail.ru WMeaHoe |MeTa M 23 |BbICOKKMA |HeT
=] |1 BbICOKMIA KonvuecTeo 3
[=] 12 06uee HONMUECTBD 7

12

MpumeuaHue: HaxkmuTe 1, uTobbl OTOBPAXKATL TONBKO UTOMU, UK 3, 4TOObI OTOBPa3UTL BCE.

YT106bI CBEPHYTH FPYNMy CTON6LOB, BbINOAHUTE CAeAytowmne 4eNCTBUA:

8.
9.

Bbiaenute ctonbubl A n B.
Ha Bknaake OaHHble (Data), knnkHute no Npynnuposatb (Group).

10. HaxkmuTte Ha 3HakK "-".

PesynbTar:
A B C F G H
1 id|email Dammnma |Bospact pocTt 33J0/IHEHHOCTE
[ |£| 2 | 4|petrov@gmail.ru MeTpoea 21(HHMSKMA  |HeT
3 HW3KWA Konuuectso 1
[ - | a1 loshkin@mail.ru NomeuH 45|cpeoHvid (oa
5 | 5|petuhov@mail.ru MeTyxoB 14{cpeaHuii |Het
- | & | 7|petuhov@mail.ru MeTyxoB 14{cpeaHuii |Het
EI 7 cpepHuid Konwuecrso 3
[ . |8 2 koshkin@gmail.com |HOWKKH 66|BiCOKMI |aa
9 | 3|sidorov@mail.ru CHA0poB 23|Bbicokni |oa
10 6|ivanov@mail.ru MBaHOB 23[BbicOKKMA |HeT
EI 11 BICOKMHA KonuuecTeo 3
[=] 12 06wWee KONHUECTBO

11. YTtobbl yoanuTb CTPYKTYpPY, BblaennTte Ntobyto suenky M3 Habopa AaHHbIX U Ha BKNagKe

DaHHble (Data) Haxkmute KHonKy MpomeKyTouHbIi utor (Subtotal). 3aTem KAMKHUTE No
Y6patb Bce (Remove All).

YT0o6bl YOanUTb TONBKO Fpynnbl, OCTaBMUB MPOMENKYTOUYHbIE UTOMM, BOCMO/b3YUTECH
NYHKTOM Y4anutb CTPYKTYPY M3 BbiNaZatoLWero MeHo KomaHabl PasrpynnupoBarhb.



