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Jexkyia 1
3ac00U othiCHUX TEXHONOrIU

1 Beeaenns B Microsoft Office

3acrocynku (momatku) Microsoft Office mpu3HaueHi 115 aBTOMATH3AIIIT A1TOBOI-
CTBa, TOOTO aBTOMATUYHOTO OIpAIIOBAHHS PI3HOTO POAY JAHUX: TEKCTY, YMCIIOBUX
TabuIh, A1I0BOI rpadiku, 6a3 nanux Tomo. Omxe, maker nporpam Microsoft Office —
1€ YHIBEpCAIbHUIA 3aci0 AJIsl pO3B’si3aHHS OyAb-IKUX 33]1a4 3 OMPAIfOBaHHS JaHUX, 110
BUHUKaOTh B odici. Jlo ckmamy MS Office Bxomste pizHi mporpamu: Word, Excel,
Access, PowerPoint, Outlook, Publisher, FrontPage Ta inmi nporpamsi iHCTpyMeHTH.

3amyctutu 3acrocynku MS Office MmokHa: 3 romoBHoro mearo Windows (KHOTIKa
Ilyck), B skOMY HE0OXiTHO BUOpaTH MOTPiOHY mporpamy; KiIamaHHsIM 10 3HAYKy Ipo-
rpamMu, pO3TalliOBaHOMY B 00JIACT1 IIBUAKOTO 3aIlyCKy Ha MaHeNl 3a/a4; KJIaIllaHHIM I10
APIMKY POTPAMH, PO3TAILIOBAHOMY Ha POOOYOMY CTOJI1 Ta IHIIMMH CIIOCOOaMHU.

[Ticns 3amycKy Oynb-saKoro 13 3acTocyHKiB Microsoft Office BinkpHueThbCs BIKHO 3
eseMeHTamu rpadiydoro intepdeiicy. Bikno 3actocynka Microsoft Office moxe Oy-
TH B OJJHOMY 3 TPbOX CTaHIB: PO3TOPHYTOMY Ha BECh €KpaH, 3TOPHYTOMY Y BUIJISII
KHOIIKY Ha MaHell 3a/1a4 1 HOpMaJIbHOMY, SIK€ MOKHA IEPEMIIIyBaTH MO EKPaHy.

V BikHax 3acTocyHkiB MS Office BUKOPUCTOBYIOTHCSI CTAaHIAPTHI €IEMEHTU Ke-
pyBaHHs a00 KoMIoHeHTH rpadiunoro iHTepdeiicy kopuctyBaua (GUI — Graphical
User Interface), sxi rpynyroThcs y BETUKI KOHCTPYKIi (TpyIu, MEHIO, BIKHA J11aJI0-
ry), 1 sIKI HaJalOTh MOXJIMBICTh KEPYBaTH BIKHOM 3aCTOCYHKAa, a TaKOX 3MIHIOBATH
BMICT 1 popMy HaJaHHs 1HPOPMAIlii, sIKa BITOOPAXKAETHCS Y BIKHI JOKYMEHTA.

TexcroBuii mpouecop Microsoft Word — 1ie HaiinmomyssipHila nporpama s
CTBOPCHHSI, peJlaryBaHHsI 1 OTPAITIOBaHHS TEKCTOBUX JOKYMEHTIB 3 PI3HUMH JTAHUMH:
TEKCTOM, TaOIHIISIMU, TPad1KOIO TOIIIO.

Enexrponni Tabauni Microsoft Excel (tabanunuii mpouecop) — HalnonyJisap-
HIIIA y CBITI ITporpama Jyisi OTpaIfOBaHHs YMCIIOBUX JIAHUX Y BHUIJISAAI TaONHIlb. 3HAY-
HE TOIIMPEHHS MOSICHIOETHCS MOTY>KHUMHU (DYHKITIOHAIBHUMHU MOXKJIMBOCTsIMU Excel
1 pa3oM 3 UM, IPOCTOTOI0 Y BUKOPUCTAHHI: 3pyYHHM 1 3p03yMiIHil iHTEpdeic, MO K-
JUBICTh MIBUAKOTO BBEJCHHS i OMpAaIOBaHHS TAOJMYHHUX JIaHUX 3 BUKOPUCTAHHAM
BOy/IOBaHMX MeXaHi3MiB ((popmyi, PyHKIIIH, MaKpOCIB TOIIIO), MOXKJIMBOCTI €KOHOMI-
KO-CTaTUCTUYHHUX PO3PAXyHKIB, 3aCO0M aHAJI3y M KepyBaHHS JTaHUMH (aBTOMATHYHE
O0OYHCIIEHHS TPOMDKHUX MIJCYMKIB, CTPYKTypH3allisd Ta KOHCOMIAAIls JaHUX, BUKO-
pUCTaHHS 3BEJIEHUX TAaOJUIIb 1 3BITIB), HAOUHICTh MoAaHHs 1HGopmMarllii Tomo. Enekr-
POHH1 TabJIMII MOBCIOJTHO 3aCTOCOBYIOTHCS Y JIJIOBOJICTBI, Y cdepl OyXrairepchbKoro
00Ky, 111 aHali3y (iHAaHCOBUX PUHKIB Tollo. Excel Hamae iHCTpyMeHTapiii MOBHU
MakponporpamyBaHHs VBA. Po3B’s3aHHs 6aratbox 0OYMCIIOBAIbHUX 3a/1ady, 5Kl pa-
Hillle MOkHa OyJI0 3MIMCHUTH TUTBKH 3a JIOMOMOTOI MPOTrpaMyBaHHS, CTAI0 MOKIIU-
BO peajizyBaTH 4epe3 MaTeMaTUYHE MOJICIIOBAHHS B €JICKTPOHHIN TaOIHIIi.

Penaxrop PowerPoint — 11e 3actrocynok Microsoft Office nist ctBopeHHs mpe-
3eHTAIll (IEMOHCTpAIIfHUX MarepiaidiB JJig JOMOBieH) 3 BHUKOPUCTAHHAM
KOMIT IOTepHUX ciaiaiB. Craiiin MOXYTb MICTUTH 1H(POPMAIiIO0 OyAb-SIKOTO THUITY Ta
BUKOPHCTOBYBATH JOKYMEHTHU 1HIIMX 3acTocyHKiB MS Office. Cnaiinu moxxHa moja-
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BaTH B €JIEKTPOHHOMY BUTJISIZII, pO3APYKOBYBATH HA MPUHTEPI 1 OMIUPIOBATH B 1HTEP-
HETI.

Penaxrop VBA. 3a nonomororo cucteMu p03pO6JIeHH$I 3aCTocyHI<iB VBA (Visual
Basic for Apphcatlons) MO>KHA p03p06JI$ITI/I pi3HI 3aCTOCYHKH, TIOB’sI3aH1 3 OTIPAITOBAH-
HSM JAHHUX 1 MIATOTOBKOIO JOKYMEHTIB. J[yist 3anyCI<y penakropa VBA crmin BiakpuTu
Oyap-sxuit 3actocynok MS Office 1 Ha Bknaaii Po3pobnux 'y rpyni Koo BUKOHATH KO-
many Visual Basic.

Microsoft Access — pensmiiiHa cuctema kepyBanHg Oasamu jgaHux (CKB]I)
Kopropariii Microsoft, mpusnauena st pobotu 3 pensiiiaumMu 6azamu g1anux (b/).
Mae mmpokuii criekTp GyHKIiN i BiIOOPY AaHUX 13 B3a€EMOIOB I3aHUX TaOJIHUIb,
BKJIFOYAIOUH 3aIUTH, 3B’ SI30K 13 30BHIMIHIMHU TaOIUIIMH 1 6a3amu qaHux. [lepeBaroro
Access € MOXIHMBICTh cTBOpeHHsI b/l 3 enmemeHnTammu kepyBaHHs 0e3 3HAHHS 3acaj
nporpamyBaHHsI, a s ckiagHux b/l 3acTocyBaHHS BOY/10BaHOI MOBH MPOTpaMyBaH-
Hs VBA 103BoJIsi€ MiABUIIUTH €PEKTUBHICTH CHCTEMU KEpyBaHHS.

3actocynku MS Office mpoekryBanmcs 11t IXHBOT CyMiCHOT pOOOTH, TOMY € MOX-
nuBicTh 00’ enHatu TekeT Word 3 Tabmunsimu Excel Tomo. IcHye kinbka crmoco0iB BUKO-
PHICTaHHS JaHUX, CTBOPEHUX OJHUM 3aCTOCYHKOM, B 1HIIIOMY 3aCTOCYHKY. J{j1s criiibHO-
ro BUKOPUCTaHHS JaHuX nporpamamu MS Office 3acTOCOBYIOTBCSI TEXHOJIOT 1T IMIIOPTY
(KOIIIOBAHHS) TaHUX, a TAKOXK 3B’ SI3yBaHHs Ta BOY/I0BYBAaHHS 00’ €KTIB.

Imnmopt panmx. [Ipu iMmopTyBaHHI AaHi 3 TOKyMEHTa Jukepena (CTBOPEHOIO B
OJIHOMY 3aCTOCYHKY) KOMIIOIOTbCS Y JOKYMEHT OJIep’KyBad (CTBOPEHUH B IHILIOMY 3a-
cTocyHKy). KomniroBaHHS 31CHIOETBCS 32 JOMOMOTOI0 (DUIIBTPIB, SK1 SBISAIOTH COOOIO
mporpamy, 110 MepeTBOPIOE J1aHi OAHOTO opMaTy Ha JiaHi 1HIIOTO hopmary.

3B’si3yBaHHs Ta BOyaoByBaHHs 00’€kTiB (OLE) — oquH i3 eeKTUBHHMX 3aco-
01B 00MiHY aHuMU MK 3acTocyHkamMu MS Office. OcHOBHI BIIMIHHOCTI MiX 3B’5I3y-
BaHHSM Ta BOYJIOBYBaHHSM JaHUX TOJSATAIOTH Y MICII 30epiraHHsl JaHuX 1 Crocooi
BiJTHOBJICHHS JIaHUX TICJs BHeCEeHHs iX y mokymeHT. OLE — 1ie TexHomoris iHTerpy-
BaHHS TIPOTpaM, sIKa Ja€ MOKJIMBICTh 3aCTOCYHKaM CIUIBHO BUKOPUCTOBYBATH JaHi.
VYci nporpamu MS Office miarpumyrots TexHosorito OLE, 1110 1a€ MOXIUBICTh CIIIBHO
MpAaIfOBATH 3 TAHUMH LUITXOM BOYJOBYBAaHHS Ta 3B’ 3yBaHHsS 00’ €KTIB.

3B’s13aHni 00’€KT — 11e 1aH1 (00’ €KT), CTBOPEH] B OAHOMY (haiisii Ta BCTABJICHI B
1HIIMI (aii 3 MATPUMKOIO 3B 3Ky MUK (paitmamu. 3B’ 43aHUN 00’ €KT MOKE OHOBIIIO-
BATHUCS OJTHOYACHO 3 BIJHOBJIEHHSAM BHUXIJHOTO (ailny. 3B’s13aHHI 00’ €KT HE € YaCTH-
HOIO (haiiTy, B SIKWI BiH BCTaBJICHUM.

BoynoBanmii 00’ekT — 11¢ gaHi (00’€KT), BCTaBleH1 y (paii, sSiKi CTalOTh YaCTH-
HOIO 11boTO (aitny. [Tpu moaBiIMtHOMY KJallaHHI 10 BOY/I0BaHOMY 00’ €KTY BiH BIJIKpH-
€THCS 32 JJOTIOMOT'OI0 MPOTPaMHU, B siKiii OyB CTBOPEHUH.

KomnitoBanHs, 3B’s3yBaHHs Ta BOYJOBYBaHHSI MOKHA 3/1MCHIOBaTH 3a JOMOMO-
roro Oydepa oominy. J11g 110r0 HEOOX1THO CKOMIIOBATH JaH1 B JOKYMEHTI-/HKEperi,
a MOTIM B JIOKYMEHTI-OJIEpXKyBaul BUKOHATH KOMaHAy Bcmasumu / Buxopucmamu
cneyianvhe 6cmasnenns (Ha Bkiaaul OcHosne 'y Tpyni bygep obminy) 1 BuOpatu na-
pameTp 36 ’sa3amu abo Bcmasumu. pyruit crioci® 3B’si3yBaHHSA Ta BOYJAOBYBaHHS
00’ €KTIB 31MCHIOETHCS 3a JIOIOMOTOIO J1aJIOTOBOTO BiKHA Becmaesnenns 06 ’ekma, sike
BUKJIMKAEThCSA KoMaH 1010 O6 ‘ekm Ha BKIIal Bemasnennsa 'y rpymi Texcm.
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2 TexHoJi0Tisi CTBOPEHHS 1 peIaryBaHH €JIEKTPOHHOTI'0 JOKYMEHTA

['onoBuuit enement iHTepdeiicy MS Word sBisie coboto CTpiuky, sika MPOXO-
TUTH Y3JIOBXK BEPXHBOI YACTHHH BiKHA KOXKHOTO 3aCTOCYHKA. 3a JOTIOMOTOIO0 CTPIUKH
MOKHA IIBHJKO 3HAXOAUTH HEOOXITHI KOMaHAM Ta €JIEMEHTH KEepyBaHHS: KHOIIKH,
PO3KPHUBHI CIIUCKH, Tpamnopii Tomo. Komanau BnopsaKoBaHi y JOT14HI Tpymnu, 310pa-
Hi Ha BKJIagkax. YcraieHo y BikHi MS Word 2016 BuBOIATBCS JecATh MOCTIHHUX
BKIanoK: Paiin, Ocnosne, Bcmasnenus, Koncmpyxkmop, Maxem, Ilocunanus, Po3cu-
aku, Peyensysanus, Ilooanus 1a Haobyoosu.

[Tanens MIBUIKOTO JOCTYITY 3arosI0BOK BikHa

a o Z W - Doeyse! [Pesnu cymisnpen] - Woed - a x

Berannemwnn Komctppaop Macer Nocamannn Poscuaxn Peugorpuinnn Nagannn Haalaoum ) fanos, ,Q Cremannii gocryn

Knonka BigkpuTTS
I1aJIOroBOTO BiKHA
Ab3zay

Crpiuka
(mokazana
BKJIQJIKA
Ocnosne)

I'pynu Ulpugpm
1 Abzay

PoOoua oOnacTh BikHa

Crpiuky MOXHA HaJlalITOBYBaTH, NEPEHMEHOBYBAaTH Ta 3MIHIOBATH MOCIIIOB-
HICTb PO3TAlllyBaHHS MMOCTIMHUX BKJIAJOK, CTBOPIOBATH HOBI BKJIAJKHU 1 BUAAIATH iX,
CTBOPIOBATH, BHUAAJSATH, 3MIHIOBAaTH PO3TAllyBaHHS TPYI €JIEMEHTIB Ha BKIIAAKaX,
J0/TaBATH 1 BUAAISITH OKPEMI €JIEMEHTH TOIIIO.

VY psinky cTaHy Ha eKpaHi MOXKHA 1MO0AUYUTH TMOTOYHY TMO3HUIII0 Kypcopa: HOMEp
psZIKa 1 HOMEP MO3HIIIT B HhOMY.

Psapox crany

CTBOpEHHS HOBOI'0 IOKYMEHTA
CtBOopuTH HOBHI TOKyMeHT y Word MO>kKHa TaKUMU CITOCOOAMMU:

— B MeHIo Datin BuOpatu koMmanxy Cmeopumu / Hosuti 0oxymenm;
— kombOiHamiero kimasimr [Ctrl]+[N].

30epe:keHHs JOKYMEHTA

[Tix yac poOOTH 3 TOKYMEHTOM BiH MICTUTKLCS B OTIEpaTUBHIM mam’ati. J{ms Toro
o0 3anucatu 1eu Qaitn Ha quck, Tpeda B MeHI0 Dailn BUOpATH KOMaHIy 30epeemu i
3a/1aTi HEOOX1/IHI MapaMeTpu: iM’s 1 TUIl (aiiry, Miclie po3TanTyBaHHs (TUCK Ta mar-
Ky 17151 30epexenHs ¢ainy). Biakputuii daiin MoxHa 30epertd Ha JUCKY IiJT 1HIIAM
iMeHeM, BUOpaBIu B MeHI0 Datin kKoMaHay 30epeemu sK.

Omnepauii BBeIeHHS Ta ONPANIOBAHHSA TEKCTY JOKYMEHTA

[lepen BBenEHHSIM TEKCTY JOLLUIBHO 3aJaTH IO 1 TOTPIOHY OPIEHTAIIIO CTOPI-
HOK JIOKYMEHTA, 3aJIaBIIIM BIJMOBIAHI apamMeTpu y rpyni [lapamempu cmopinku Ha
BKIIaIi Makem.
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BBeeHHsI TEKCTY MOXHa 3/IiCHIOBATH 3a JOTIOMOTOIO KJlaBiaTypu abo BCTaB-
JATH Y JTOKYMEHT Pi3HI TEKCTOBI ()parMEeHTH 3 1HIIUX JOKyMeHTIB. [Ipu BBeaeHHI
TeKCTy 3 kiaBiarypu Word miaTpuMye 1Ba pexKUMUA POOOTH: PEKUM BCTABKH 1 PEXKUM
3aMiHH, SIKI IEPEMUKAIOTHCS 3a monomororo kiasimii [Ins] (Insert). ¥ peskumi BcTaBKH
BBEJICHI 3 KJIaBiaTypy CHMBOJIA 3CYBAIOTh MPaBOPYY TEKCT JOKYMEHTa, PO3TalloBa-
HUM 32 KypCcOpOM (SKIIO BiH TaM €). Y pexuMl 3aMiHU 3aMICTh CUMBOJY, PO3TaIlIOBa-
HOTO MPaBOPYY BiJ Kypcopa, BBOIUTHCS HOBUH CHMBOJI 3 KiaBiaTypu. Jls BuganeH-
HSI CHMBOJIiB BUKOPUCTOBYIOTH KiaBimii [Backspace] abo [Delete].

J7is1 IBUAKOTO BUAIJIEHHS (BUOKPEMJICHHS) TOTO UM 1HIIIOTO (pparMeHTa TEKCTY
(oxpiM BuaieHHS MuIier0) y Word 3aCTOCOBYIOTBCS Taki 3acO0u:

— BUJUJIEHHS CJI0Ba — IIOJBIMHE KJIallaHHS Ha CJIOBI;

— BUIIJICHHS a03aIy — MOTpiiHE KJIAaHHs y OyIb-IKOMY MiCIIi a03airy;

— BUIIJICHHS PsiIKa — OAMHAPHE KJIAIaHHS JIIBOPYY BiJl PSIKa.

[Ticnst BuaineHHs: (parMeHTa ornepariio KomilBaHHA abo mepeMillieHHs] HOTO
B IHIIIE MICII€ MO’KHA BUKOHATH 3a JOIOMOTOI0 TaKMX CIIOCOOIB:

— 3a jgomnomoror komOiHamii knasimn knaBiatypu ([Ctrl] + [X] — Bupizamu,

[Ctrl] + [C] — Koniosamu, [Ctrl] + [V] — Bcmasumu);, S ¥ g
. . . upisamm
— 3a JOIOMOIOK BIOIOBIZHMX KOMAaHA Ha BKIAILI : P
OcHosne 'y rpyni bygep oominy; il [ Koniroeath
CTaBHT)

— 32 JIONIOMOI'0X0 KOMaH]l KOHTEKCTHOTO MEHIO;
— BHUKOPHCTOBYIOUH JIiBY KHOIIKY MHUIII (TIEpETATYBaHHS).
JInst ckacyBaHHsI MOMUWJIKOBOI il y Word 3acTOCOBY€ThCS orepaltis ckacyBaHHS

(a00 xomOiHaIIis KIaBiMI [Ctrl].+ [Z]). KpiM KkoMaHaM CKacyBaHHsI, ICHY€ KOMaH-
1a moBTOpeHHs (BimHOBIEeHH:) Ail 1] (abo komOinaia knasim [Ctrl] + [Y]).

Komannau Iowyk i 3aminumu

3a gonomororo koMaua [lowyk 1 3aminumu, po3MilieHUX Ha BKIaal OcHogHe y
rpyni Pedacysanns, MOKHA 3A1MCHIOBATH MOIIYK 1 3aMIHIOBaHHS NTEBHUX (DparMeHTIB
TEKCTY, mapaMmeTpiB popmaTyBaHHs (KHOMKA Popmam y J1aloroBoMy BiKH1) Ta crie-
IIAJIBHUX HEBUIUMUX CHMBOJIB (TIpOoO1L, 3HAK ad3aiy, 3HaK TaOysAIlii, po3puB psiji-
Ka, HepO3pUBHUI MTpoOiN To11o) (kHONKA CneyianbHuil y 1aJIOTOBOMY BIKHI1), III0 J0-
3BOJISI€ 3HAYHO MIPUCKOPUTH MPOLEC pefaryBaHHs (IPaBKH) BEIUKUX 32 OOCATOM TEK-
CTiB.

f

Mowyx i 3amism0BarHHA [ P I%‘
| 3l | 3awinwmi | Depeiiti |
3HaUTH: npoyecop E]

3aMiHWTK Ha: | MiKponpouecop v

' Binbwe > > \ [ 3amiHuTH q ‘ 3amiHuTH BCe ‘ I 3HanTn gani I [ Cracysatu ]

= = = |
= —

3ynuHUMOCS JOKJIaHIIIE Ha TOUIYKY Ta 3aMiHIOBaHHI 3aiiBHX CIIEI[IaJIbHUX CHUM-
BOJIIB, IO 3aBa)KaIOTh IPaMOTHOMY (opMaTyBaHHIO JokyMmeHTa. I1lo6 mobauuTu wi

CHUMBOJIU Y TEKCTi, TpeOa HATUCHYTH KHOIKY Bido6pa3umu 6Ci 3HaKU Ha BKIAAL
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OcHosne yTpyti A63zay (ab6o komOiHario knasiui [Ctrl] + [*]). [icast uboro crane nodpe
BUJIHO PI3H1 OTPIXH PO3MITKH (3aiiBi mpoOiiM, ad3a1u, po3pUBH PSIKIB TOIIO).

Jlist BUOaJIeHHs] Yy TEKCT1 BCiX 3aliBUX, Oarato pas mo-
BTOPIOBAHUX MpPOOLTIB (Taki Aii 0coOnMBO 3aTpedyBaHi mpu
(dhopMaTyBaHHI1 TEKCTY, B3ATOTO 3 IHTEPHET-PECypCiB), TOOTO
MOITYKYy W OJIHOYACHOTO 3aMiHIOBAHHS TI0 BCHOMY TEKCTY ByAb-AKNiT CHMBON
BCIX MOJBIMHUX MPOOUIIB HA OJMHAPHI, TpeOa BUKOHATH TaKl Byab-AKa LUMdpa
nii. Komannoro 3aminumu (ado [Ctrl] + [H]) BuxnukaT Bij-
MIOBI/THE J1aJIOTOBE BIKHO, Y PSAIKY 3Hatimu BBECTH JBa MPO-
OuTH, a B PSINIKY 3amiHumu Ha — OJUH MPOOUT 1 HATUCHYTH
KHOTIKY 3aminumu ece. Ilicis mboro cucremMa BHUBEJE IMOBi-

3HaK ab3auy

Cumeon 1abynauii

byab-Aka Bykea
CHMBOT KPULLIKK

5 KiHeub pozainy

JOMJICHHSI TIPO KUIBKICTh BUKOHAaHMX 3aMiH. Hatuckaru T Kiteue ab3auy
KHOMIKY 3aminumu éce Tpeba, TONOKU He OyJie BUBEICHO I10- PO3pHB KONOHKH
BIZIOMJICHHSI, 110 BUKOHaHO ( 3aMiH, TOOTO MOBTOPIOBAHUX fosre Tupe

MPOOLUTIB Y TEKCTI HE JIUIIHAIIOCS.
Takox ay>Ke MOIMPEHUM 1 MOMYJISIPHUM 3aMiHIOBaHHIM
npu (opMaTyBaHHI TEKCTY, B3ATOrO 3 IHTEPHET-PECYPCIB, €

Koportke Tnpe

3HaK KIHLEeBOl BMHOCKK

3aMIHIOBAaHHS CIIELIAIBHOTO CUMBOIY Pospus psoka Ha 3uax Mone
abzayy. /Inga uporo y aiamoroBomy BikHI [lowiyk i 3aminio- 3HaK BUHOCKH
6anHsi Tpebda HATUCHYTU KHOMNKY binbute, TIOTIM — KHOIKY Tpatiunnii 06'ekt

CneyianoHuil (TIpY IbOMY BITKPUETHCS CIUCOK PI3HUX CIIEIia-
JILHUX CUMBOJTIB — JIB. PUC. IPABOPYY ), BUOPATH 3 IIHOTO CIIU-
CKy cuMBOll Po3pug psoka, Ticis 4oro y mom 3uaimu

Po3pue pagka
PO3puB CTOPIHKM

. A o . Hepos3py i aedic
3’BUTKCA crenianba nozHauka "l Tlepeiiu y mone 3ami- CHOSPMBNIN ACGIC

HUMU Ha, HATUCHYTU KHOTIKY CneyianbHuil, BUOpATH 31 CIU- Hepo3spueHuii npobin

CKy CUMBOJI 3HaK ab63ayy 1 HATUCHYTH KHONKY 3aminumu ece. M'aKiii nepeHoc
dopmatyBaHHs a03auiB Pozpue posainy
OcHoBHI KOMaH¥ Juis opMaTyBaHHS a03alliB MiCTSITh- FlycTuil npocTip

cs y rpym A63ay Ha Braaaui Ocuogue. Tlapamerpamu Ghop- CneuiansHuii » ]
MaTyBaHHS ab3ally € (1ianorose BIKHO AO3ay): BIACTYIIU, BU-

PIBHIOBaHHSI a03ally (3z1i6a, no yewmpy, cnpasa, 3a wWupuHoro), IHTepBail Mix ad3arla-
MU, MDKPSIZIKOBUN 1HTEPBAJ TOLIO.

Jlnst 3MiHEHHS TTapaMeTpiB GopmatyBaHHs mpudry (miamorose BikHO [llpughm)
nepeadaveHo pizHi MpuPTH, CTHI (36UdatiHULlL, KYPCUB, HANIBHCUPHULL TA 1H.), PO3MID,
edextu mpudty Tomo. OCHOBHI KoMaHau ajsi popmaTyBaHHS MIPUGTY BUHECEHO Y
rpyny llpugm na Bxnanii OcHosHe.

KpiM 11p0T0, iCHy€ Tye KOpUCHA KoMaHma * Popmam 3a 3paskom, Ka J03BO-
JIsi€ KOTioBaTH (hopMaTyBaHHS 3 OJHOTO (hparMeHTa TEKCTY 1 3aCTOCOBYBATH HOTO 10
iHImoro ¢parmMeHTa. 3py4YHICTh 3aCTOCYBaHHS JaHOI KOMaHIM BAXKKO TMEPEOIIHUTH,
KOJIM B IJOKYMEHT BCTaBJISIOTh (DPArMEHTU TEKCTY 3 PI3HUMHU CTUIISIMU (hOpMaTyBaHHS.
1106 3amatu y TaKOMY JOKYMEHTI OJTHOTHUITHE (DOpMATyBaHHS, CJIiJl TOCTAaBUTH Kypcop

Ha a63all, KK Mac 3paskoBe (pOpMATyBaHHA, HATUCHYTH KHONIKY — Popmam 3a 3pa-
3KOoM 1 MICIS UBOTO BUIUIMTU TEKCT, IO SIKOTO MOTPIOHO 3aCTOCYBAaTH CKOMIMOBaHUN
dbopmar. Axmo Tpebda mo yepsi 3MiHIOBaTH (opMaTr JAEKUIBKOX ad3amiB (TOOTO KiIbKa



8 Nekuis 1

pa3iB 3aCTOCOBYBAaTU BUOpaHMi B SIKOCTI 3pa3ka (opmar), CJIij ABI4l HATUCHYTH KHOIIKY
d
* ®opmam 3a 3pazkom, OO YBIMKHYTH peKUM KomitoBaHHsS (opmaty. Hanpukinmi

micisa ¢popMaTyBaHHS TpeOa Iie pa3 HATUCHYTH KHOIKY ¢ Dopmam 3a 3pazkom abo
HATUCHYTH KiaBinty [Esc], 1100 BUMKHYTH PEXUM KOITIFOBaHHS (opMarTy.

CroBnui (K0JOHKH) BUKOPUCTOBYIOTBCS MPH MIATOTOBII TEKCTY IS KypHAIIB,
ra3er i peKJIaMHHUX MPOCIeKTiB. Lle moB’s3aH0 3 TUM, IO JIIOJIU Kpallle CIpUHMAaroTh
KOPOTK1 TEKCTOBI PS/IKH, aH1X JOBI. MakCUMallbHUI CTYMIHb CIIPUIHATTS Ta 30BHIII-
HIO IIPOCTOTY TEKCTY 3a0e3rnedye noBXHMHA psiaka Bix 40 qo 55
cuMBOJIIB. CTBOPIOBATH KOJIOHKU TEKCTY B HEBEIMKHUX JOKYMEH-
Tax MOxXHa 3a gonoMororo Word. Ane mpu poOoTi 3 JOKyMEHTa-

MU, 00CAT SIKHX IMEPEBUIIYE JECATh CTOPIHOK, Kpalle BUKOpUC-  ~
TOBYBATH MPOTrPAMU HACTUIBHOI BUABHUYOI CUCTEMHU. -

Jnst hopMyBaHHS TEKCTY Y CTOBIIII CJIiJ] BUILIUTH HOTO, E% Oau
nepeiTn Ha BKIAAKy Maxem, y rpymi llapamempu cmopinku
BUKOHATH KoManjay Cmoenyi Ta BUOpaTH MOTPIOHY KUIBKICTH (== .

croBmuiB. Komanna Cmosnyi / [looamkosi cmoenyi npu3Bene 110
BIJIKDUTTS JI1aJIOTOBOTO BikHA KonoHKu, B IKOMY MOXHA 3aJaTd
JIOJIATKOBI TTapaMeTpy CTOBIIIIIB: PO3MIpH IIMPUHM KOJNOHOK Ta ||
IHTEpBAly MK HUMH, HAsBHICTh PO3JIUIBHMKA TOIIO. 3a Hajalll-
TYBaHHSAM Yy IIbOMY BIKHI YBIMKHEHO MPariopelb KOJOHKU OOHAKO-
6oi’ wupunu. 111006 3amaT 1711 KOXKHOT KOJIOHKH Pi3HI 3HAYCHHS
IIMPUHY 1 IPOMIKKY MK KOJIOHKaMH, Tpeba BUMKHYTH 1IeH Tpa-
nopeiib. [Ipanopents Po30inbHuk 103BOIUTH BIJOKPEMHUTH CTOBIIII
OJIMH BiJl OJTHOTO BEPTUKAJIBHOIO JIIHIEI. SIKIIIO BCTAHOBUTH TIpa-
nopeub Hoga kononka, TO MOAAIBIINNA TEKCT JOKYMEHTa Oyje
PO3TAIIOBYBATHUCS HA MMOYATKy HOBOT'O CTOBIIIIS.

[T030aBUTHCH KOJIOHOK MO>KHA, 33JIaBIITH OJIMH CTOBIIEIh JJIsl TEKCTY.

Mlisopyy

1|1

Mpasopyu

il

doaatkosi croenyl..

IlepeBipka opgorpadii
[TepeBiputu opdorpadito y T0KyMEHTI (MPaBOIKC 1 TpaMaTUKy) MOXHA 3a J0-

MOMOTOI0 KOMaH/IH v Ilpasonuc i epamamuxa Ha BKIaaui Peyen3ysanns y rpymi
IIpasonuc a6o xnasimero [F7]. IIpu nepesipiii BigOyBaeThcsl MOPIBHSHHS CIIIB Y TEK-
CT1 JOKYMEHTa 31 CIOBHMKOM BHOpPaHOT MOBH (3a3BMYail HEBIJIOMI CJIOBA Y TEKCTI Mij-
KPECIIIOIOTHCSI YEPBOHOIO XBHIISICTOIO JIIHIEIO, IO CBIIYUTH TIPO Te, IO IIUX CIIB He-
Ma€ y CIIOBHUKY BUOPaHOi MOBH).

3 3aco0u cTBOpPEeHHH i pelaryBaHHs eJIEKTPOHHUX Ta0JIUIb

CtBopenns Tabmuii B MS Excel nounHaeThes 3 BBeJICHHS JaHUX Y i1 KIIITHHKH.
JIJist 1bOTO AOCTATHBO KJIAl[aHHSM MUIIl CTaTH y MOTPIOHY KIIITUHKY 1 HAOpaTu AaHi
Ha KJaBiaTypi. 3MICT aKTUBHO1 KJIITUHKH MOHa MO0auyuTh y psAaky dhopmyi. 3aBep-
IIyE€ThCSl BBEACHHS JaHux kiasimero [Enter] abo [Tab]. [Ipu nboMy akTUBHOIO CTae
KJIITUHKA HIOKYe a00 MpaBopyd Bij MIOWHO BiApemaroBaHoi. SKIo mpu BBEICHHI 1a-
HUX Yy KJIITHHII 3’SIBJISIETHCS JIAHIIOKOK CUMBOJIIB ###, TO CliJl 301BIIUTH IUPUHY
CTOBITYHMKA.
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Konu BBeeHM# y KIITUHKY TEKCT 3aiiMa€e Miciisl OUIbIIE, HK IIMPUHA CTOBIILIS,
TO BIH B1I0OpakaTHUMETbCA MOBEPX CYCIAHIX MPaBOpPYydY MOPOXKHIX KIITUHOK (IUB.
"3apeectpoBani 3mounHu" y kmituHii Al). Skmio P = .
po3TaroBaHa MPaBOPYY KIITHHKA MICTUTH SKICh _
naHi, To Gyne BHAHOIO JIMINE Ta YACTHHA TEKCTy, | - -aPEECTPOBAHI 3104MHM
AKa po3MillleHa y MeKaxX IIMPUHU cTOBHUA (nuB. | 2 HaliMeHYBar MOTOYHMIT PIK

"HalimenyBanHs" y KIITUHII A2). 2

JIJI IBUAKOTO 3MiHEHHSI IIMPUHH CTOBII- =
s i BHCOTH PSIAKA CJIiJ IIJBECTH BKa3iBHHK | A* ] Winpnesa: 8,86 {67 nixc.
MHUII 0 PO3JLIOBOI JIiHIT 3arojIOBKIB CTOBIIIIB A E 4 o
(psakiB), 00 3’sIBWJIACh JIBOHAMNpsIMJIEHA CTPLI- | 1 [:1

Ka, HATUCHYTH JIIBY KHONIKY MHIII 1 YTPUMYIOUH —=
il 3MIHUTH MIUPUHY (BUCOTY), IIJISAXOM MEpEeMillleHHs BKa3iBHHKA. TOYHI 3HAYCHHSI
IIMPUHU CTOBIILIB 1 BUCOTH PSIJIKIB MOYKHA 3aJ]aTH 3a JOMOMOT0I0 KoMaHa Popmam /
Bucoma psaoxa 1 @opmam / llupuna cmosnysa y rpyni Knimunuku Ha CTpIUlll THCTPY-
MEHTIB BKJIaiku OcHnoene. Ilpu 11bOMYy MOXKHA BUKOHATHU MIIKOMaHAy A6modobip
wupunu cmosnysi a6o A6mo0oobip eucomu psoka.

BBoauTH gaHi B €1€KTPOHHY TAaOIUIIO MOXKHA JBOMA CIIOCOOaMH:

1) mpsime BBeIeHHsI JAHUX — CIIiJI TOCTABUTH KypCOpP y KITUHKY, TOOTO BUKOHA-
TH OJIMHAPHE KJIAIIAaHHSI MUIIIEIO 1O Hii (200 MepeMICTUTHCS Ha HEl 3a I0MOMOIOI0 Kja-
BiaTypH). [Ipu 11boMy akTHBHA KJIITUHKA OyJie 00Be/eHa TOBCTOO JiHier0. [lichs nporo
MO>KHA PO3MOYaTH BBEACHHS JIaHUX, SIK1 OJIHOYACHO MOYKHA MOOAYUTH 1 B KIITUHII, 1 B
paaky dhopMyJl. 3aBepIyoTh BBEACHHS JJaHUX HATUCKaHHAM KJiasinii [Enter];

2) BBeJleHHSI TaHUX 4Yepe3 PAaoK GopMyJ1 — KITAlHYTH MHUIICIO Ha KIITHHIN, B
AKy cJiij BBecTH faHi. [Ipu nboMy nipaBopyd psijka Gopmyt 3’ sIBISITHCS TPU KHOTIKH:

— CKaCyBaHHSI BBEJICHUX JIaHUX;

- — MIJITBEPIPKCHHS (3aBEPILICHHS ) BBEICHHS JaHUX;

— — BUKIUK Maticmpa ¢hyuxyii.

PenaryBaru qaHi y KJIiTHHKaX TaOJMII MOXHA B PI3HUN CIIOCIO:

1) nBivl KJIAIHYTH JIIBOKO KHOMKOK MHUIIN y KIITHHII — 3’SIBUTHCSA Kypcop i
MO>KHA 3MIHIOBATH JaHi;

2) HaTUCHYTH Ha KJaBiaTypi QyHKIiOHAIBHY KiaBinry [F2] — 3’sButucs kypcop
1 MO’KHA 3MIHIOBATH JIaHI;

3) BUALIMTH KIITHHKY, KJIAIHYTH MHIICIO Y PSAKY (GOpMyJI 1 BiipenaryBaTy JIaHi.

Bupaauru nami 3 KJIITHHOK MOXHA KOMaH1010 Ouucmumu Ha BKiaal OcHoes-
He. Bupaniatu MoXHa yBECh BMICT KIITHUHKH, a00 BUOIPKOBO BUAAIUTH (Dopmar,
BMICT, MPUMITKH a00 rineprnocuiianHs. sl MBUAKOTO BUJATIEHHS BMICTY KIJIITUHOK
BUKOPUCTOBY€ETHCS KiaBima [Delete].

@®opMaTyBAHHS €JIEKTPOHHUX TA0JIUIb

®opmartyBanHsa Tabmuib y MS Excel nosnsirae y MOXIUBOCTI 3MiHEHHS (popma-
TiB YUCJIOBHUX 1 TEKCTOBUX JIAHWX, BUPIBHIOBAHHI B KJIIITUHKAX, 3MIHEHHI MapamMeTpiB
mpudTiB, MEX, 3ATMBKHU TOIIIO.
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BupiBHIOBAHHSI TAHUX | Pepuer nimrok (7 sl
y KJ‘IiTHHKaX SaHae CHOCI6 Yucno LU pudT I exci 3anueka | Jaxncr

BupisHDEaHHA OpieHTauia

BIIOOpaKEHHS MaHUX, SKE -

no ropusoHTani: . .
BUOMPAETHCS 32 JJOMOMOTOIO E— 5] siaenn .
. no E2pTUKaNI: 0 £ T ’
KOMaHIHn CDOle/lam KIAIMUHOK - |z| : A
Ha BKJIAII1 BuplGHIOBaHH}Z. PO3N0OAINATH 33 WAPMHOK 1C_ .
Bxknagka Bupisniosan- || Bacsesxenss .
. . NEPEHOCMTH N0 CI0BEK .
Hs MICTUTDH qOTI/IpH p03Il1' ABTOACGID WHPHHK 0_ * = )
JU: BUPIBHIOBAHHS, BIJIO- O AHANHA KAITUHOK S
: ? Hanpamok Tekcry
6pa)KeHH}I, HaHpHMOK TCKC- HaNpPAMOK TEKCTY:
Ty, OPIEHTaHIH 33 KOHTEKLTOM |Z|

Poznin Bupieurosanus
J03BOJIsIE BUOpATH CIIOCOOU
BUPIBHIOBAHHS JaHUX Y
KJIITUHKaX MO TOPU30HTAI 1 T
o BepTuKail. Take BHpIB-

HIOBaHHS JTaHUX MO>KHA TaKO BUKOHATH 3a JOMIOMOTOI0 KHOMOK Ha BKIaAIl OcHog-
He y Tpyni Bupigniosants Ha CTpIUIll IHCTPYMEHTIB:

BupisHrOBaHHA —
10 BEPTHKA

BupieHIOBaHHA
— 10 TOPH3OHTATI

11|
|

Poznin Bioobpasicerns niamoroBoro BikHa Popmam KiimuHOK MICTUTH TIOJIS.
— nepenocumu no C106ax: 3aJ1a€ PO3TAIIyBaHHS CJIIB Y KIITHHKAX Y JEKUIbKa

psankiB. AnpTepHaTuBa — komMOiHals kiasim [Alt] + [Enter] abo kHomKa =3 llepene-
CeHHsl meKkcmy, sIka Po3TallloBaHa y Tpymi Bupisnioeanns Ha Bknani OcHosHe;
—  aemooo6ip wupury: aBTOMATUYHO MII0UpPA€E po3MIp WIPUPTY TaHUX KIITHUH-
KH 11T ITUPUHY CTOBIIIIS;
—  00’eOHanHs knimunox: 00’ €THy€E BUAUICHUH Jlana30H KIITHHOK B OJIHY, a JIaHl
BHUPIBHIOE ITOJAO0 MEX HOBOI KJIITHHKH. ANbTEpHATHUBA — KHOIMKA =4 06 ‘eonamu ma
posmauityeamu 8 yeHmpi, po3TalioBaHa y Tpyni Bupisnioeannsa Ha Bkiaami OcHosHe.
[Ipu HaTUCKaHHI HA CTPUIKY MPAaBOPYY BiJl KHOIKH = BIAKPUETHCS CIUCOK JI0-
JIATKOBUX KOMaHI:
06 ’eonamu no psiokax — NO3BOJIsIE 00’ €IHATH KJIITUHKU BUAUICHOTO Jiarna-
30HY IO PSKaX;
06 ’eonamu knimunky — 103BOJISIE 00’ €HATH J1ala30H KIITUHOK B OJIHY;

E Ckacyeamu 06’ €OHaHHA KIIMUHOK — O3BOJIAE€ PO3OUTH BUILICHY KIITUHKY
Ha JIEK1JIbKA.

Poznin Hanpamok mexcmy nianoroBoro BikHa @opmam KIimuHoK 3a/la€ Crocio
B1IOOpaKEHHS JTaHUX Y KIITHHKAX, a po3aiu1 Opiermayis N03BOJISAE TIEPEBEPHYTH JIa-
HI1 Y KJITHHIN 1] OYIb-SIKUM KyTOM.

IMapamerpu mpudTy 3a1a10THCS 32 JOTIOMOTOI BKIaAKU [llpugm mianoroBo-
ro BikHa @opmam kaimunox ab0 3a JOIMOMOTIOI0 BIAMOBIAHUX KHOIMOK Y TpYIIl
IlIpugpm Ha cTpiymi IHCTPYMEHTIB BKIaaku OcHogHe.
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ITapaMeTpu 3aJMBKHM KJIITHHOK 3aJalOThCS HA BKIJIAII 3aiu6Ka TiaToroBOTO
BikHa Dopmam knimunok. MoxHa 3a1aBaTu KoJip (GOHY y KIITHHII, KOJIp 1 TUM Bi-
3epyHKa, BUOMpATH Pi3HI CIOCOOH 3aTUBKH.

ITapaMeTpu Mesk KJIITHHOK 33/1al0ThCS 3a JIOTIOMOTOIO BKJIATKU Meorci niamo-
roBoro BikHa @opmam xkrimunox. JI7g Mex MOXHA BUOpaATH THI 1 KOJIIp JIiHIi, BKa3a-
THU TOJI0KEHHSI MEK, HATUCHYBIIU KHONIKYU 306HiwHi, Buympiwni a0o Okpemi.

Jns mBUAKOT0 KOMiIOBAHHA (POPMATIB BUKOPHUCTOBYETHCA KHOIIKA J Dop-
mam 3a 3paskom, po3TallioBaHa y Tpymi bygep obOminy Ha CTpiUlll 1HCTPYMEHTIB
BKIanku Ocnosre. IIpuHiun 11 poOOTH: MOCTAaBUTH KypCcop Y KIITUHKY, (hopMaT SKOi
Tpeba CKOIIOBATH 1 HATUCHYTH KHOIIKY "*', MICIIS 1IBOTO MPOBECTH JIIBOKO KHOITKOIO
MHUIII 110 KJIITUHKAX, Ha sk Tpeba nomuputu Gopmar (BiadopmaTyBaTH).

JIJisi IpUXOBYBAHHS HYJbOBHUX 3HAa4eHb Y KJIITUHKAX BUKOPHCTOBYIOTH Ha-
cTporoBaHui uncinoBuit ¢popmar. Llel hopmar nae 3Mory 3aMiHUTH KOO HasiBHOTO
KOJY YMCJIOBOTO (popmary IOBUIBHUM YHUHOM. DPOpMaT BUKOPUCTOBYETHCS ISl CTBO-
PEHHS BIIACHOTO YHUCIOBOTO (hopmaTy, SIKWU JOAAETHCS O CHUCKY HasBHUX KOMIB
yucioBux ¢popmaris. 1100 npuxoBaTh HyJbOBE 3HAUEHHS Yy KIIITHHLI, Tpeba BUOpaTu
Ha Bkiaali OcHosue koMaHy @opmam KiimuHoK. Y N1aJIOTOBOMY BIKHI Ha BKJIaAIl
Yucno Bubparu Yci popmamu 1 B o Tun BOUCATH TaKUN BUPA3:

# ##0;[ bimii ] [=0]

Pobora 3 apkymamu 23

Po6oui apky1ii MoOKHa CTBOPIOBATH, Apx
BUJIQIIATH, TEPECTaBIATH MicuHMg, KOIIi- ([P 5 Buganmm
I0OBaTH, TIEpeMEHOBYBAaTH, 3MIHIOBATU
KOJip BKJaAKW Tomo. Jlms moctymy a0
KOMaH]l poOOTH 3 apKyllaMu Ha SIPIAYKY
CJIiI HATUCHYTU TMPABOIO KHOIKOK MHUIII
Ta 3 KOHTEKCTHOTO MEHIO BUOpaTH MoTpio-
HY KOMaHJy. Konip sknaaxn

atn..

loa
&aVA

MNepeiimenysatn
MepemicTutn abo xonitoeatn

(T'] Mepernag xoay

23XUCTUT 3pKyLL..

Mpuxoeatn

3akpinieHHs PSAJKIB i CTOBNIIB

[Ilo6 meBHa 00JIaCTh apKyllla 3ajuiianacs BUAUMOIO MiJ Yac NPOKPYyYyBaHHS,
MO>KHA 3aKPIIUTH OKPEMI1 PSAKU Ta CTOBIII. 3aKPIIUIATA MOXHA JIMILE PAJIKUA Y BEpX-
HI/ YaCTHHI apKyllia, a CTOBMI — Y JIIBi. 3aKpIUISITH PSIAKK Ta CTOBIILI MOCEPEINHI
apKyIa He MOXKHA.

Jlnist 3akpituieHHs: Ha BKIAA [looanusa y Tpyni Bikno BuOpatu komauay 3akpi-
numu oo1acmi Ta 31 CIUCKY KOMaH]1 BUOpaTH MOTPIOHY:

— 100 3a070KyBaTH JIUIIE OAWH BEPXHIN PANIOK, BUOPATU TIYHKT 3akpinumu
BePXHill PsIOOK;

— 100 3a0JI0KyBaTH JIMIIIE OJWH TMEPIINA CTOBIEIb, BUOPATH MYHKT 3aKpinu-
Mmu nepuiuti cmoeneyb;,

— 1100 3a0J0KyBaTH KUJIbKA PSIKIB YU CTOBMIIB a00 3a0JIOKYBAaTH 1 PSIAKH, 1
CTOBIILII BOJHOYAC, BUOpATU MYHKT 3axkpinumu ooiacmi.

JIig BiAKpITUIEHHS pAAKIB 00 CTOBMNIIB Tpeda Ha BKIAALl [looanus y rpyni Bik-
HO Ta 31 CIIUCKY KOMaH/[ 3axpinumu obaacmi BUOpaT KOMaHAy 36iibHUmu 0o1acmi.
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Jlexkyis 2
Opradisauia o6uMcneHb B eNEKTNOHHUX Tabnuuax

1 CrtBopenns ¢popmya B MS Excel

dopmyJia — 11e CyKyMHICTh OTIEpaH/IiB, 3’ €IHAHUX MK COOO0 3HaKaMH OTIepalliii
1 Kpyriux aykok. @opmyor B Excel Ha3uBaeThes MOCTIAOBHICTE CUMBOJIIB, IO T1O-
YUHAETHCS 31 3HAKa PIBHOCTI «=». Y IO MOCIIIOBHICTh CUMBOJIB MOXXYTh BXOJUTH
MOCTIMHI 3HAYEHHS, TOCHJIAHHS Ha KJIITUHKH, QPYHKIN1, apudMETHUHI orepallii 1 3HaKu
BiHOIIIEHb. Pe3ynbTaToM poboTu GOpMyNH € HOBE 3HAYCHHS, 110 BUBOAMUTHCS SIK pe-
3yJIbTAT O0UMCICHHS (DOPMYIIH 32 BXKE€ HAIBHUMU JaHUMH. SIKIIIO 3HAYEHHS KIIITUHOK,
Ha SIKi € TIOCHJIaHHS Y PopMyJIaxX, SMIHITHCS, TO PE3yJIbTAT 3MIHUTHCSI aBTOMATHYIHO.

®yukuii B Excel BUkopucToByIoThCS /Uit BUKOHaHHS oOuucienb. 11{o6 Buko-
pucTtatu (pyHKIIiI0, MOTPIOHO BBECTH 11 K YAaCTUHY (POPMYIH B KIITHHKY poOOYOro
apkyma. [TocaigoBHICTh, B SIKIil MalOTh PO3TAILIOBYBAaTHUCA BUKOPUCTOBYBaH1 y (DyHK-
11i apryMeHTH, Ha3UBAEThCS CUHTaKcucoM (¢yHKii. Bci QyHKIIT BUKOPHCTOBYIOTH
MIEBHI MpaBWJIa CHHTAKCUCY. SIKIIIO MOPYIIMTH TpaBuia cUHTakcucy, Excel Bugactsb
MOBIJJOMJICHHS TIPO T€, 10 Y (OPMYJIi € TOMUITKA.

AprymeHTH (PyHKIIIT 3alUCYIOTHCS Y KPYIIIUX JTy’>KKaxX Bipasy 3a Ha3BOIO (GyHK-
1ii Ta BIIOKPEMIIIOIOTHCS OJUH Bl OJHOTO CUMBOJIOM KparKa 3 KOMOIO «;». JlyKku
natoth Excel 3Mory BU3HauuTH, /1€ IOYMHAETHCS 1 /1€ 3aKIHUYETHCSI CIUCOK apryMeH-
TiB. SIK apryMeHTH MO>KHa BUKOPUCTOBYBATH YHCJIa, TEKCT, JOT1YHI 3HAYCHHSI, MaCH-
BM 4M nocuiianHs. Hanpukian:

= SUM (B3:B7),

ne SUM —iM’sa pyskuii (y pocifickkomoBH1M Bepcii — CYMM);

B3:B7 — giana3oH KIITUHOK, 3HAYEHHA AKUX M1ICYMYIOThCS.

AprymeHTH MOXyTb OyTH SIK KOHCTaHTaMH, Tak 1 (opmynaMu. Y CBOIO yepry Ii
(dbopMysI MOXKYTh MICTUTH 1HII pyHKIIT. DyHKIII, IK1 € apryMEeHTaMH 1HIIO1 (PyHKIII,
HA3UBAIOThCS grIadeHumu. Y popmynax Excel MmoxkHa BUKOPHCTOBYBATH JI0 CEMU PiB-
HIB BKJIaJieHOCT1 (DyHKIIH. BXigHi mapamerpu, siki 3a1ai0ThCs, TTOBUHHI MaTH TPHUITYC-
TUMI JIJIS1 TaHOTO apryMeHTy 3HaueHHs. Jleski QyHKIT MOKYTh MaTH HEOOOB SI3KOBI ap-
TYMEHTH, 5IKI MOXKYTh OyTH BIJICYTHIMH ITiJ] 4aC OOYUCIICHHS 3HaUYEHHS (PyHKIIII.

st 3pyunocti pobotn B Excel yci ¢yHkiii po30uTi 3a KaTeropisMm: Mma-
TEMaTU4Hl, CTATUCTUYHI, TEKCTOBI, (PYHKIIT KepyBaHHS 0a3aMu JTaHUX 1 CIIMCKaMH,
¢byHKIii gaTH 1 yacy, piHaHcoBi, joriyHi Tomo. CnucoK KaTteropi GyHKINA T0CTyM-
HUM npu BUOOP1 HA BKIa1 Popmyna y Tpyni bibniomexa ¢hyukyii.

Jliist oOumucnens y Tabauil 3a AOMOMOT00 BOYIOBaHUX (DYHKIII peKOMEHTYETh-
Csl BUKOPUCTOBYBaTH Maiictep pyHkuiii. /{ianorose BikHO MaiicTpa PyHKIIH 3’ SIBIIS-
€ThCSl IPU HAaTUCKaHH1 KHONKH [/l ab0 BUOOp1 PyHKIi. Y mporuect Alanory 3 MaicT-
POM MOTPIOHO 3a/1aTH apryMEHTH BUOPaHOi (DYHKIII1, 111 [HOTO CJI1J 3alIOBHUTH TOJIS
J11a7I0OTOBOTO BIKHA BIAMOBIAHUMH 3HAUYEHHSAMHU a00 aipecaMu KJIIITUHOK TaOIHIT.

PenaryBanns ¢popmyJ ta pyHKIin

Jlist Toro mo6 3MIHUTH apryMeHT (QyHKIi, Tpeba BUIIIUTH KIITHHKY, B SKii
BBeIeHO opMyity abo (GyHKIIIIO0, TOCTABUTH KypCcOp MHUIII Y PSAOK GopMyl Ha iM’s
noTpiOHOT QYHKITT (KO Y GOPMYITI BHKOPUCTOBYETHCS IEKiIbKa (DYHKIIIHN) 1 HATH-
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CHYTH KHONKY | 1151 BUKJIMKY MaicTpa QyHKII. Y BikHI Apeymenmu yHKyii MOXK-
Ha 3MIHUTHU NOTPiOHI MapaMeTpH.

IloBiToMJIeHHSI PO MOMUJIKH

[Tpu oGuncnenHi Gopmyn MOKE CTATHCS TOMUIIKA, TOM1 Y KIITUHIII BUBOJUTHCS
MOBIAOMJICHHSI TIPO MMOMUJIKY:

#J11J1/O! (#DIV/0!) — cipo6a moainmuTu Ha HYJIb a00 HAa TOPOXKHIO KIIITHHY

#IM’S1? (#NAME?) — y dbopmyIli BAKOPUCTOBYETHCS HEICHYIOUE 1M’ S1;

#H/]1 (#N/A) — dbopmyiia mocuiiaeThbcsl Ha KJIITUHKY 3 HeBU3HAYCHUMU JaHUMU;

#UNUCJIO! (#NUM!) — popmyna abo QpyHKIIS MICTUTh HEIPUITYCTUMI YUCIIOBI
3HAYCHHS;

#IIOCUJIAHHA! (#REF!) — dhopmyna nocuiaeTbCs Ha HEICHYIOUY KIITHHKY;

#3HAU! (#VALUE!) —3amicTh 4rcI0BOro abo JOTTYHOT0 3HAUCHHS BBEJICHO TCKCT.

2 Tunm aapecanii (MOCHJIAHb) B €JIEKTPOHHUX TAOJIMISIX

B Excel BukopucTtoByroThcs pi3Hi BuAM anpecauli (mocuianb). Came BiIHOCHI
MOCUJIAHHS (POPMYIOTHCS Y HOBUX (popMysiax 3a MPOMOBUYAHHSM. BUKOpPUCTaHHS aB-
TO3aMOBHEHHS (2 TaKOX OYJIb-KOTO MEpeMIIeHHs a00 KOMiOBaHHA) A (GopMyn 3
BiTHOCHHMH TTOCWJIAHHSMH aBTOMaTHYHO KOPHUTYBaTHME TXHI afpecy Ha BEIMUNHY TIe-
peHocy. Hampukian, nmpu aBro3arnoBHeHHI (a00 mepemiineHHi) GopMysH 3 IMOCHIIaH-
HSIM Ha KIITUHKY Al Ha OJHY KJITHHKY MpaBOpyd, NOCUJIAHHS Y POpMYJIl 3MIHUTHCS
Ha B1, a npu nepemiiieHH1 Ha Bl KJIITHHKA BHU3 — I10-
CWJIAaHHS TEPETBOPUTHCS HAa A3 MpOMOPIItHO BiacTaH1
nepemitieHHs. To0To, npu nepemiwienni ab6o Konir-
6aHHI (hopmyn 3 GIOHOCHUMU adpecamu 8i0OYBAEMbCA
IHOEKCY8AHHA NOCUNIAHD (A6MOMAMUYHE KOPUZYBAHHS
aopecu Ha eenuuuny neperocy). Came aBTOMaTUYHE KOPUTYBAHHS BITHOCHHMX aJIpecC
JI03BOJISIE 3BUIBHUTHUCH BiJl TPYJOMICTKOTO PYYHOTO 0aratopa3zoBoro BBEIEHHS (popmy
y KOXHY KIITUHKY J11alla30Hy OKPEMO.

Sxuo x Tpebda, mob npu KormioBaHHI (HopMyH = -

: : A B C
IIOCHUJIaHHA B HIM Ha HeBHy KJ'IITI/IHKy 3aJIMIIaJI0Ch HEe- 1 ] $A$1 — SASI|

3MiHHMM, TOOTO OyJI0 HEIHIEKCOBAHE (HE3MIHIOBAaHE) 3
MIOCHJIaHHS Ha KIITUHKY, TO TaKe MOCUJIAHHSA CIILJI MO- 4 :lsAS1 5 sasi]

3HAYMTH K a0COJIOTHE. AOCOIIOTHI aipecu npu 3mi-
HeHHI (nepemiuieHHI ab0 KORNit08aHHi) hopmyn He 3IMIHIOIOMbCA, OCKIIbKU adCoio-
mHe nocunanua 3aoae 3aghikcosany nozuuiro knimunku. O3HaKOK aOCOIIOTHOTO
MOCHJIaHHS € HasgBHICTH JBOX 3HakiB "$", Hampukiam: $AS$1. Ha pucynky npaBopyu
CTpIJIKaMH ITOKa3aHo, IO MPH KOITiF0oBaHHI abcomoTHOTO mocwianHs $AS$1 B i Kimi-
THHKH, BOHO HE 3MIHIOEThCS.

Kpim BigHOCHOI Ta aOCOJIIOTHOI ajpecallii 3HauHl MOXJIMBOCTI Ha/lae 3MillIaHA
ajpecanisi. 3MillIaHi MOCHJIAHHS MalOTh TUILKH OJWH 3HaK "$": abo mepen iM’sIM CTOB-
mit — $A1 — abcoimoTHA ajapeca CTOBIIIA 1 BIJHOCHA
anpeca psaka, abo mepen Homepom psiaka — A$l —
BIJIHOCHA ajjpeca CTOBMIIA i aOCOJIOTHA ajapeca psii-
ka. [Ipu komiroBaHHiI GOpMyJ 31 3MIMIAHUMHU TIOCH-
JaHHSAMU y OyAb-siKe Miclie poOOYOro apKyia iHJIeK-
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CYyBaTUMYThCSl (3MIHIOBAaTUMYThCS) BIJIHOCH1 CKJIAJOBI
ajpec.

Tun anpecauii (6ionocHa, abcontomua, 3miwa-
Ha) 3MIHIOETHCS IHUKIIYHO y Pe3yibTaTi HAaTHUCKaHb
dbyukiionanpHo1 Kiasim [F4] nmpu BBeaeHH1 y dop-
MyJly ajpecu KiaiTuHku. Hanpukinazn, nocunands Al npu KO)KHOMY HACTyITHOMY Ha-
tuckanHi kinasimi [F4] sminroBatumerses Tak: Al — $AS1 — ASl — $A1 > Al —
$AS$1 i T. 1. mo xouy.

OTxe, KO y TIOCHJIaHHI Ha KIIITUHKY BHKOPHUCTOBYIOTHCS JBA CHMBOJH $, TO
BOHA HA3HMBAETLCS abcontommuoro aopecoro (Hanpukian: $A$1), skmao cumsomB $
y TIOCUJIaHHI HEMAE — GIOHOCHOI0 adpecoto (Hanpukian: Al), a SKIIO BUKOPUCTOBY-
€THCSI OJIMH CUMBOJ $ — 3mimanoro anpecoro (Hampukiam: $A1 ado A$1, TodTo 3mi-
IIaHe MOCUJIaHHS MICTUTh a00 aOCOJIIOTHY apecy CTOBIIIS W BIIHOCHY aJipecy psii-
Ka, a00 BIJIHOCHY aJJpecy CTOBMIII i a0COIOTHY aApecy psaKa).

AOCOIIIOTHI ajpecu Mpu 3MIHIOBaHHI (MEPEMIIIEHHI a00 KOIMIIOBaHH1) (POpPMYJ
HE 3MIHIOIOTBCS, a Y BIAHOCHHUX aJpecax B1JOYBA€TbCS aBTOMATHYHE KOPUTYBAHHS
a/lpecy Ha BEJIMYMHY IIEPEHOCY.

3 YMoBHe (hpopMaTyBaHHSI TaHUX H v =
rag &
YMoBHE (opMaTyBaHHS JTO3BOJISIE JIETKO o e
BUIUISATH HEOOX1AHI KJIITHHKH a00 JIAlla30HU  $opmatysaHHs = Tabanui ~ k1iTMHOK =
KJIITUHOK, MIAKPECIIOBATH 3HAYEHHS 1 Bi3ya- Sl

JI3yBaTH JlaHl 3a JIOMOMOTOK  KOJIIPHHUX
1IKaj, HabopiB 3HAUYKIB 1 TICTOrpaM.

YMoBHUM q)OpMaT 3MIHIOE BUIJISAJ K- T Mpagwna Ana NEPWMX | OCTaHHIX SHAYEHD
THUHOK 3aJIC’)KHO Bl,Z[ 3HAUCHb JaHNX Y HUX Ta

ﬂpamﬂ.na EMALNEHHA KNITHHOK

-

3aaHUX yMOB (KpUTepiiB). Skmio ymMoBa BH- |k Ticrorpamm b
KOHYETBCS, 1aMa30H KIITHHOK (POpMATYETh- T

csl 3aJlaHMMH TlapameTpamu (OpMaTyBaHHS, _E_ Konboposi wicanm 4
1HaKIIe — popMaTyBaHHS HA OCHOBI BKa3aHOI

YMOBH HE BIJIOYBA€THCS. ZE Habopw nikvorpam 4

JIJisi BUKOpHCTaHHS YMOBHOTO (hopma-
TyBaHHS TpeOa HATUCHYTH CTPIIKY MPaBOPYY
B/ KHOTIKU YmosHe chopmamysanns y Tpyti
Cmuni Ha Bkiamai OcHosHe. 3’ SBUTHCS CIIH-
COK KOMaHJi YMOBHOToO (hopmaTyBaHHS, /i€ MOXHA BUOpaTH SK TOTOBI CTHJI, TaK 1
CTBOPHTH BIJIACHE MPABUJIO.

Jlist BU3HAYeHHS YMOB (pOpMATyBaHHS MOXHa CKopucTatucs ¢opmysnioro. s
I[LOTO CJIiJi BUKOHATU KOMaHay Ymosne ¢popmamyeanns | Kepysamu npasuramu, mi-
CJIsl IKO1 BIIKPUETHCS BIKHO /Jucnemuep npasun ymoenozo gpopmamysanns. 11100 no-
naTh yMOBY (opmaTyBaHHS, cliJi BUOpaTtu koMmanay Cmeopumu npasuio. Bigkpu-
€ThCcs BiKHO Hoge npasuno ¢popmamyearts, B AKOMY CIIiJI BUOpaTH MOTPiOHI KOMaH-
v Ta hopmat popMaTyBaHHS.

Hanpuknazn, nns toro mo0 3adapoysatu y croBmul F yci KIITUHKY 31 3HAYEH-
HMH, OUTBIITUMU 3a CEpeNHE, Tpeba: BUIUIUTH CTOBMEIb, BIIKPUTH BIKHO /Jucnem-

[l Creoputi npaemno...
% Ouwctut npaewna »

[E Kepysatw npaswnamu...
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yep npasuil yMosHo2o opmamyeannsi, BUOpaTu criouyaTky komanay Cmeopumu npa-

6u0, a TOAl — KOMaHay Bukopucmoeysamu ¢hopmyny onsi eusHauyeHHs KIiMUHOK, o

popmamyromscsa. Jani y nom 3minumu onuc npasuia clij 3alACaTH
=F2>AVERAGE($F$2:$F$363)

1 HATUCHYTH KHOTIKY @opmam. [1icis 11bOro 3aJIMIIUTHCS Ha BKJIAAL 3aiueka BuOpa-

TH KOJIIp AJI yMOBHOTO (popMaTyBaHHS 1 HATUCHYTU KHONIKY OK.

Hoee npaswno $oprarysaHHA 7 >

EWbepiTe TMN Npagwna:

= DOPMATYEATH BC KNITMHKKW HA3 OCHOEBI X 3HAYEHb

= DOpMaTYEATH NWLWE KAITWMHEW, K MICTATE

= DOpMATYEATH AMLLE NepwWwi abo 0CTaHHI 3HAYEHHA

= POPMATYEATH NHLWE 3HAYEHHA, BiNkBWi a60 MEHWI 33 cepegHE
= DOpPMaTYEATH NMLWE YHIKaNbHI 60 NOBTOPKEIHI 3HAYEHHA

= BUKOpWCTOEYEATH $OpMyNyY 4N EMIHAYEHHA KAITHHOK Ana $opMaTyEaHHA

Pegarysatu onuc Npagqna:

PopmaTysaTH 3HAYEHHA, ANA AKKX LA fopmMyna mac 3HauedHa ICTUHA:

|»

=F2=AVERAGE[SF52:5F5363]

NonepenHiin nepernam; AzBbEEHA E DOpMATYEITH. .. i

oK Ckacysatn

Jlyist ountiieHHs: yMOBHOTO (opMaryBaHHs Ha BKIal OcHosHne y Tpymi Cmui
CJII/I HATUCHYTH CTPLIKY MPaBOpYyY MYHKTY YMmosHe popmamysanHs Ta BUOpATH KO-
MaHay Ouucmumu npasua.

4 CTBOpeHHd aiarpam

JliarpamMu BUKOPUCTOBYIOTHCS ISl TpadiyHOTO MOJAHHS Ta JIETKOTO BI3yaJIbHO-
ro aHamidy JaHUX eJIeKTPOHHHX Tabmuik. Xig moOyaoBU miarpam 1 rpadikiB y
Microsoft Excel moxxe OyTu Takum:

1)  BUAIIMTH KIITHHKH 3 JaHUMH, K1 OTPIOHO BUKOPUCTATH Y Jiarpami;

2) Ha BKmanii Bcmaenenns y rpymi /liaepamu BUOpaTH THI, a MOTIM MiATHI
niarpamu, sikuii ToTpioHO cTBOpUTH. [106 MepernssHyTH yci TOCTYMHI THUIU Jliarpam,
ciip y rpynmi Jiaepamu HatucHyTH 3amyckau | [lepeznanymu eci Oiacpamu. Tlpu
IIbOMY BIJIKPUETHCS J11AJIOTOBE BIKHO BcmasnenHs diacpamu, B IKOMYy MOKHA BHOpa-
TU BKIAAKY Yci diaepamu, NeperiasiHyTH BCl TOCTYMHI AlarpaMu, KJIAlHYTH yroao0a-
HUM BapiaHT 1 HaTUCHYTH KHONKY OK. Ilicias upboro Ha apkyiii 3’ SBUThCS MPSIMOKYT-
Ha 00JacTh 3 MOOYJ0BAHOIO JiarpamMoro. MoskHa NepeTsAryBaTi MUIIEI0 00J1acTh Jia-
rpaMu, o0 po3TallyBaTH ii y HOTPIOHOMY MICIIi Ha apKy1Ii.

JliarpaMy MO>XHA BUHECTH Ha OKpeMmuil apkyti. [ mporo Tpeda BUIIIUTH Jia-
rpaMmy, TIpU IIbOMY Ha CTPIYIll 1HCTPYMEHTIB i HAmUCOM 3Haps00s 01s diazpam
3’SBIATHCSA HOB1 BKIAAKU: Koncmpykmop 1 @opmam, Ha Bknaaui Kowcmpykmop y

1V pociiicekomoBniit Bepeii Excel gpynxiis AVERAGE nasusaetscs CP3HAU.
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rpym Posmautysanus HAaTUCHYTU KHOTKY [lepemicmumu Oiacpamy. Y I1ajJoroBOMY

BikHi [Tepemiwyenns diaepamu CIiN KNAIHYTH TepeMuKay = 2KPEMOMY: | yarycHyTH
kHOonKy OK. Ilicmst miporo Oyae CTBOpEHO apKyl 3 giarpaMmoro. CTBOPEHOMY apKyIITy
OyIie aBTOMaTHYHO MPU3HAYCHO iM’s1 [Jiaepamal, KO 1ie mepIia aiarpama y KHHU31.
3a moTpebu MOXKHA 3MIHUTH 1M’ apKyIIia 3 J[larpaMoro.

Jliarpama, He3aJIeKHO Bia MICI i1 po3MilIeHHs, Oy/e MOB’sa3aHa 3 BUXITHUMHU
JaHUMHU poOOYOTro apKylila (Ha OCHOBI SIKMUX BOHA MoOyjoBaHa). 3MIHEHHS BUXITHUX
JAaHUX aBTOMATHUYHO Mpu3Bejae A0 3MiH y miarpami. Jlo toro x B Excel 2016 cramno
MOXJIMBUM IIIBUJKE CTBOPEHHS PI3HUX THIIIB JiarpaM Ta MIHIATIOPHUX TpadiaHuX
00’exTiB (MiHi-aiarpam) 3acobamu Illeuokozo ananizy.

A B C D E F
KirsricTs CYI0BHX pileHs, HepersHy THX 32 ane suifanMu
crkapramu y nusiasaurx copasax v I nispivgi 2014 poxy
Kisxicts
neperasayTix | [Turoma para,
Pesyastat neperasay p
CYAOBHX ()

2 pUnCHbL
3 |CxacoBaHO CVAOBHX PINCHS 20831 37.8
4 |3MmHeHO CYI0BHX plieHb 3882 7.1
5 |3aammeno 663 3MIH CYAOBHX PIICHb 30379 55,1
6 x|
8 K G RS .
a OOPMATYBAHHA AIATPAMM NIACYMKA AMA
10
1 =3
12 Jsudanina.,  C Jsuvaiina.. Ao M@
13 35m suNvamMa CkTOpND sUvanHa MO PR
14 30004
15 g 2500 Pexouer } ¥ ' INATD | B '

Ileit 3aci®6 mo3Bosisie AoAaBaTH CTWIII TabJUIlb, CTBOPIOBATH 3BENICHI TaOJMII,
IIBUJKO BCTaBIJIATH MIJICYMKH, 3aCTOCOBYBAaTH yMOBHE (hOpMaTyBaHHs Ta OaraTo iH-
II0TO.

[TocnimoBHICTH NI JUIsi CTBOPEHHS Jiarpamu 3aco0amu [lleuoxoco ananizy mMo-
&e OyTH TaKoro:

1) BUAIMMTH KIITHHKY 3 JaHUMH, K1 IIOTPIOHO aHAJI3yBaTH;

2) miIBeCTH BKA31BHUK MUIII Y HUKHIN MTPaBHid KYT BULIEHOTO Jiana3oHy 1 Ha-

THCHYTH KHOIIKY [lsuokuii ananiz (a6o warucnytu kiasimi [Ctrl] +[Q]);

or rees BN T ¥ B

DopmMaTyeaHHA Jiarpanm Migcymkm Tabnuui MiHi-giarpamm
T Te @ ] -
L ) —
] "ce Jﬂ_ﬂl H 17
H
3enyaiHa.. licTorpamas.. Todkosa. 3BMYaiHa.. CToendacTa. JOgaTEoBL.

PekomMeHAOBAHI giarpamn 4oNoMaraTe BiSyanizyeaTty gaHi.

T [ I | L | I 1 I I I I I | I | I

3) y xonekiii Illeuokuti ananiz BiTKPUTH BKIAIKY /liacpamu Ta BUOpATH TOTPIO-
HUW TUN AiarpaMu BIJATMOBIIHO J0 TUIy BUOpaHUX JaHUX a00 MPOCTO HABECTH Ha



https://support.office.microsoft.com/client/Виберіть-клітинки-6dc8a03a-fb80-4454-922e-965eb48a6d25
https://support.office.microsoft.com/client/різні-типи-діаграм-009130aa-04ce-498f-a934-b8917f2365b3
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HBOT'O BKa31BHUK MHUIII, 1100 MOOAYMTH BIKHO MOMEPEIHBOT0 Meperysiay. Ko mnot-
pibHa qiarpama HEIOCTYIHA, CIIiJ] HATUCHYTH KHOMIKY [Huti diaepamu.

[Ipu 3acTocyBaHHI MIBUIKOTO aHai3y Bif0OpakalOThCs TUIBKA PEKOMEHIOBaHI
Jiarpamu 3aJI€KHO BiJl TUIY BUOpAHUX Yy TaOIUIN TaHUX.

|
il L
. . . . Wemaknia  3MiHuT | o
ITicnsa CTBOPCHHSA dlarpaMnu MO’>KHA 3MIHUTHU 11 BUTJIAO. MEKET™  KONLOpW ™

Jlo miarpamMu MO>KHA 3aCTOCYBAaTH TOTOBUIN MakeT ab0 CTHIIb, =
0e3 3MIHEHHs JaHUX Ta eJIeMeHTIB miarpamu. Excel mpormo- | ME® | il In
HYy€ PI3HOMAaHITHI KOJICKI[II MaKeTIB 1 CTHJIIB, 3a JIOTIOMOT'OIO
SKUX MOXKHa BiJpeaaryBaTH MakeT a0o ¢dopmaT OKpeMHX I_ﬂ]_ﬂi flEs
€JIEMEHTIB Jlarpamu. =

Jlns 3acTocyBaHHS TOTOBOI0 MakKeTa JiarpaMu Tpeba BuaLMTH 1i. Ha Bkitammi
Konempyxkmop y rpymi Maxkemu Oiacpam HATUCHYTH KHOUKY [lleuoxuii maxkem 1
BHOpaTH NOTPIOHUI MaKET.

JIJ1st 3acTOCyBaHHS FOTOBOI0 CTHJIIO JliarpaMu BUKOPUCTOBYEThCS Tpyna Cmiui
diazpam Ha Bknaaui Koncmpykmop.

Y MS Excel takox nepeadaueHO penaryBaHHSI €JIEMEHTIB JlarpaMH BPYYHY.
JIJIsT 1TbOTO BUKOPHUCTOBYIOTHCS KHOTKW Enemenmu oOiacpamu, Cmuni Odiacpamu 1
Dinempu diazpamu y IpaBOMy BEPXHbOMY KyTi Jiarpamu.

PenaryBanHs mapamerpiB giarpam

) . + { Eaxemenrn giarpavin
KinbRICTb CyAoBmMx piliern, NepernaHyTmx 3a anensuyinHmmm )
cHapramm y UMsinoHMx cnpasax y | niepivai 2014 poky { ot A e j

Y{ Diavrpn Marpavn '

35000
0000
25000
20000

15000

WCTh DA

3 10000

3000

CHACOREHD CVAOMX CHuerh  SWHe=0 Ty 208w Dauere

PEIYMTETH PEpLCNRTY

Knonka ™ Enemenmu Oiacpamu BUKOPUCTOBYETHCS I JTOJaBaHHS Ta (popma-
TyBaHHS pI3HUX eneMeHTiB. [Ipu Bubopi nyHkry /lodamxkosi napamempu BIAKPUETHCS
nanens @opmam 3 pI3HUMU KOMaHJIaMH, 3aJI€KHO B1Jl BAOPAHOTO €JIeMEHTa JllarpaMu.

ENEMEHTW AIATPAMM
Oa
Hazew ocei ’ (v] Mepsunma ropusonrans

Hassa piarpasm v| Mepennna sepruxans

K& K] ]

Mianmcm Aaux [loaatkosi napamerpw..,

Tabnnua AaHm

(v1 Cirka

Nlerenaa
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dopmart Ha3su Oci v
MMAPAMETPM 3ATONOBKA ¥  [TAPAMETPW TEKCTY

..'-:\, & .

4 JANMNBKA

Bes zanwoxn

“ . . . .
Knonka < Cmuni Odiaecpamu 103BOJISIE MIBUAKO 3MIHUTH KOJIbOPOBY MAIITPY
odOopMIICHHS Ta CTUJII Jlarpamu.

Kuomka | | Dinempu diacpamu MPU3HAYCHA JJIS1 MBUKOTO HAJIAINTYBaHHS Bi-
A00pakKeHHS TOYOK JIaHUX Ta IMEH Ha Jiarpami.

l

Y 3HAYEHHA | IMEHA
[ j . T 4 PAAM

B cwms | kone Al

— (Bubparw ece)

Y e et

o= 3006 po v| B Kinskicrs nepera..,

4 KATEropn

| EA = M
JlonaTkoB1 napameTpu (opMaTyBaHHA JAiarpaM po3MilIeH1 Ha BKIaakax Koncm-
pykmop 1 @opmam.

5 Exkcnmopt Tabauus i giarpam

Yci nporpamu eJIeKTpOHHOTO odicy miarpuMyioTh TexHojoriro OLE (Object
Linking and Embedding — 3B’s3yBaHHs Ta BOYIOBYBaHHS 00’€KTIB), sSIKa JI03BOJISE
00’eHYBaTH B OJJHOMY JOKYMEHTI ()parMeHTH, IMiJArOTOBJIEHI B PI3HUX MPOTPAMHHX
cepenoBuUIlaX. 30KpeMa, eJIeKTPOHHI TaOIuIl 1 JllarpaMu MOKYTh OYTH €KCITOPTOBaH1
710 €NEKTPOHHUX JJOKYMEHTIB.

[Tpu 3B’s3yBanHi (Linking) BincmigKOBYEThCS MiCII€3HAXOKEHHS (Daily-Ke-
pena 300paxkeHHs. 3a Oyab-SKOro 3MiHEHHs JaHuX 1oro ¢aitity OLE aBTroMatnuHo
OHOBIIIOE 3B’s13aHUI 00’ exT. KiHueBuii aiin 30epirae nuiiie BiIOMOCTI IPO MICLIE PO-
3TalllyBaHHS BHUXIJHOrO (aiimy Ta BioOpakae TMOJAHHS TMOB’SI3aHUX JIAHHUX.
[ToB’s13aH1 00’ €KTU BUKOPUCTOBYIOTh, KOJIU 1H(POpMALIis, siKa JTOAAETHCS A0 TOKYMEH-
Ta, 00pOOIAETHCA HE3ATIEHKHO 1 TOCTIHHO OHOBJTFOETHCS.

ITpu BOynoByBanHi (Embedding) 06’ext 30epiraeTbcsi Oe3mocepeiHO0 Y CTBO-
PEHOMY JOKYMEHTI pa3oM 3 1iHGOpMaIli€r0 PO IPOrpaMHUM TPOIYKT, 32 JOTIOMOTOIO
AKOTO BiH OyB cTBOpeHUU. PenaryBanHs BOYIOBAaHOTO 00’€KTa 3I1HCHIOETHCS THUM
MIPOTPaMHUM 3aC000M, SIKUM IIeit 00’ €KT OYB CTBOPEHUH.

1106 excropTyBaTH €JIEKTPOHHY TAOJUITIO IUISIXOM 3B’sI3yBaHHSA 00’ €KTIB, Tpe-
0a BUOKPEMUTH Jiana3oH KIITHHOK 3 TaHUMU TaOJIHIll Ta BUKOHATH KoMaHAy Koniro-
séamu. HaBKoJIO BUAUICHOTO Jiana3oHy 3 SBUTHCS MYHKTHUPHA paMKa, M0 CBIIYMTH
po KOMioBaHHs Tabnuil 10 0ydepa oominy. [lepeiitu y 1oKymMeHT, 10 SKOTo Tpeda
EKCTIIOPTYBATH TAOJMIIO Ta Y Tpyni bygep 0b6miny KIAIHYTH CTPIIKY IMiJ KHOIKOIO
Bcemasumu. Y BikHi [lapamempu ecmaenennss BUOpat KomaHay Buxopucmamu cne-
yianvHe ecmaenenus. Bigkpuerbes BikHO CneyianbHe 8cmaesieHHs, B SIKOMY CI1J
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KJIAIHYTU TepeMuKad 36 sa3amu, a B moni Ax obparu Apxyw Microsoft Excel
(06 ’exm) 1 HaTUCHYTU KHOTIKY OK.

Bwmict moB’si3aH01 Tabnuill B €IEKTPOHHOMY JOKYMEHTI 3MIHUTH HEMOXKIIHBO.
HonaBatu, penaryBatu ab0 BUIAIATH JAaHI MOYKHA JIMIIE B €IEKTPOHHUX TAOTHUIIIX.
ToOto, micnsa pemxaryBanus Tabmwmimi B Excel ciig B enekrporHoMy gokymenti Word
Ha TaONUIl HATUCHYTH MPaBy KHOMKY MUIII 1 BUOPATH 3 KOHTEKCTHOTO MEHIO KOMaH-
ny Onosumu 38 's30K.

[ToniOHMM YMHOM MO>KHA €KCTIIOPTYBATH 1 Jiarpamy, /Ui bOoro y BikHi Cneyianb-
He 6cmaeiieHHs TICHs YBIMKHEHHsSI TepeMHuKauda 36’sa3amu y mom AHx BuUOpaTH
Hiaepama Microsoft Excel (06 'exm) 1 HaTucHyTH KHOTIKY OK.

3BUYAlHO NpU BUKOPUCTAHHI 3B’SI3aHUX 00’€KTIB JIOKYMEHTH MalOTh 3HAYHO
MEHIIIl PO3MIPH, HDK TIPH BUKOPUCTaHHI BOYJOBAHUX, ajie MPHU 3B’ sA3yBaHHI 00 €KTIB
Tpeba MOCTIMHO BiJICIIIKOBYBAaTH MICIIE PO3TAIlyBaHHS 3B’ si3aHUX (pailniB-Kepent.

Ha BigmiHy Bij 1MoB’si3aHOTO, BOYAOBaHUMN (BCTAaBIIEHUI) 00’ €KT TOBHICTIO MiC-
TUTHCA Y (pailmi-puiiMadi, OCKUIBKY BIH HE TIOB’sI3aHUM 13 30BHIIIHIM (paitnom. Pena-
ryBaTu BOyAOBaHUN 00’ €KT (TAaOJMIIO YM J1arpaMy) MO>KHA 3aco0aMH 3aCTOCYHKa-
npuiivadya — MS Word, ckopucTaBmmce BiAMOBIAHUM iHCTpyMeHTapieM. [lpu domy
BcTaBieHi Excel-rabmumni y MS Word moxxna penaryBatu 3acodamu popMaTyBaHHS
Ta0Nulb, a AlarpaMu BOYIOBYIOThCS JUIIE K 300pakeHHSI 0€3 MOMKJIMBOCTI peaary-
BaHHS PSIB IAHUX.

J1Jist BCTaBJIEHHSI €JIEKTPOHHOI TabMuUIll Y JOKYMEHT TpeOa BUIUIUTH TaOJIUIIIO B
3aCTOCYHKY-PKEpelll Ta BUKOHaTH KoMaHay Koniroeamu. BiAKpUTH €NEKTPOHHUMA
JOKYMEHT, MOCTAaHOBUTH KypcOp Ha MICLIE BCTaBJCHHsS TaOIWIll Ta BUKOHATH Ha
BKai OcHogHe KOMaHly Bemasumu.

6 CneuiaﬂbHe BCTABJIECHHSA T ®ANN OCHOBHE BCTABJIEHHA

BcraBuTtu neBHuil BMICT a00 aTpuOyTH KIIITHH- [l |[Catibr d LK

il
BE)

K1 (Hanpukiaaa: ¢popmyiy, popmar abo NPUMITKY), || Bemewm .  x x n - - O
CKOIIAOBaHI 3 1HIIOI KJIITUHKH, MOKHA JIBOMa CIIO-

cobamu. MoxxHa BHOpaTH TEBHMI BapiaHT BCTaB-
JieHHsI Oe3mocepeHbo 3 MeHI Bcmasumu abo BU-

Bcrasneunns

“1 £ fz A‘
D LAk % 2

b

Opatu komanny Cneyianvre 6cmasieHus, a NOTIM — i L LR
. (V) . . . . Bcraswiw 3HaueHHa
noTpiOHUI BapiaHT y BikHI Cneyianbhe 6cmasnents.. o e
. . % ‘4
Hampuknaz, njs Toro mo0 aaHi 3 psAaKiB BCTa- 123 23 423
BUTU Yy CTOBINI, BUKOPUCTOBYETHCS KOMaHIA e
TpaHC”OHy@aHHﬂ. r Bukopucrati cneyianbHe 8CTaBNEHHA. .. I

7/ CTBOpEeHHSI KOJIOHTHUTYJIIB

JlJis1 CTBOpEHHSI BEPXHBOTO KOJIOHTUTYJIA CIIIJl Ha BKJIAaAUl Bcmaenenusa y rpyni
Texcm BuOpatu xomanny Korowmumynu, KIAHYTH TpaBe, cepeiHe abo JiBe MoJie
BEPXHBOI'O KOJIOHTUTYJIA 1 BIUCATH MOTPIOHUI TEKCT. HaJ'IaIHTyBaBH_II/I BEpXHIN KO-
JIOHTUTYJI HaJIS)KHUM YMHOM, CII1J] KJIAIHYTH Oyib-7ie Ha apKylli, NepelTH Ha BKIAJI-
Ky [looanns 1 B rpymi Peswcumu nepeznady kHueu BUOpaTH 36uuaiinuii.
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Jlekuyisa 3
Jacobu Excel ana aBTomaTusauii AOKYMEHT000iry

ITpu po6oTi 3 Tabnuisimu B Excel moBoi yacto BUuHHUKaE notpeda hopmMyBaHHS
HOBHUX JIONMOMDKHUX TaOJHUIIb, JaH1 SKUX TpeOa BUOMpPATH 3 yKe ICHYIOUHMX (OCHOB-
HUX) Ta0auIb. Po3risHeMo aBa OCHOBHUX 1IHCTPYMEHTH, KOJIM JIaH1 3 OCHOBHHUX Ta0-
JIUIb MOKHA BUOUPATH Y BUTJISIII POSKPHUBHUX CIHUCKIB (ITOJIS IMiICTAHOBKH), a TAKOXK
BukopucTanusa ¢yHkuii VLOOKUP s BinOopy MaHMX 3 OCHOBHOI TaOJUIIl BiIO-
BIJTHO JI0 3HAYEHHS JISSIKOTO KIIFOUOBOTO MapameTpa.

[Tpumyctimo, 1o B kHU31 Excel Ha apkymn Ankemu icHye TaOnuIIs 3 aHKETHUMU
nanumu (IIpizeuwye, Iv’s, Ilo 6amoekosi, [JJama napoodicenns), a Ha apKymi Biooip
Tpeba opraHi3yBaTH aBTOMATUIHUM Bi01p 3HAYCHD IMEH, MPI3BUII] 1 BIKY, BiIITOBITHO
710 BUOPAHOTO 3 PO3KPUBHOTO CIIUCKY 3HAUEHHS MPi3BHUIIIA.

A B C D E F G [~
. . . Ta

[Ipizenme I'ma | Ilo-bateroei HAa
1 Hapom#HeHHT
2 |Aparymoe |leam IearoBMY 02.03.2001
3 |AmTonrok |Terama |Iropiema 19 1” 1990
4 \bopuctox  |Cepriii |Cepri S
5 |lpanenED Irop Ilaen A B C D E =
& |Kapmoea Hmin Mlrxa . : . .

P : [Ipizenme | I'ma | [lo-bateroei| Bix
7 |lletpeuro  |Ilamo |Cemd 1
8 Cupopoea |Omena |Cepri 2 Cupoposa OnewHa CepriieHa 19,7
9 Trauyk Iletpo |Iletp| 3 *iH  lBaHOBMY 13,8
10 | HTvede Mrrona [€rop] 4 Tpo MeTpoBuy 27,7
11 | Mmrirra Iprra  |Ieami s Bopuciok WHa IeaHieHa 16,8
12 g |[BaHEHKD | Slorin CepridoBmy 39,9

. Kapnoea
AHketh BIAD 7 | netpenko
[OTOBO  NUMLOCK %3 a| tuaopoea o -
Tkavyk ket | BigBip * NIC

1 CTBOpeHHs PO3KPUBHOI0 CIUCKY 3i 3HAYEHHSIMH

Po3rasiHeMo mociigoBHICTh CTBOPEHHS Ha apKylll Bio6ip pO3KpPUBHOTO CIIHCKY
31 3HaUCHHSIMU TPI3BUILL, SIK1 € HA apKyIIl AHKemu.

1) {06 wHanatu croBmito /1pizsuwe (ab60 BiApasy AEKIILKOM CTOBIIISIM) BiacHE
iM's, BKa3aHe B HOTO 3aroJIOBKY, Tpe6a BUKOHATH Takl1 Jii. Buokpemutu ctoBmnenps A
Ha apKyIll Axkemu Ta Ha BKJIAIIII CDopmleu y rpyni Buznaueni imena BUKOHATU KO-
MaHny Buswauumu im'sa. Y pianoroBomy BikHI Hoee im'a MokHa BBeCTH 1M's ab0 T10-
TOJIUTHCH 13 3aMPOMOHOBAHOI0 Ha3BOtO /Ipizeuuye 1 HaTucHyTH KHONIKY OK. L1 aii go-
3BOJISITH HAJaJIi 3BEPTATUCS O CTOBMIS A 3a BIaCHUM 1M’ siM [Ipizeuuye.

2 ImeHOBaHi Jiana3oHu, UMOBIPHO, O/IMH i3 HaNOIILII KOPUCHUX iHCTpyMeHTIB Excel. IMeHOBaHi Jiana3oHu J0/ar0Th
IHTEPaKTHUBHICTb Y KHHUTY, POOJISATH OB (POPMYJIH KOPOTKHUMH i, 32 MPAaBHILHOTO BUKOPUCTaHHs, 3a0€31eUyI0Th Me-
XaHi3M 00MiHy iH(OpMaIi€lo 0 BCii KHU3I.
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3a3HauUMO, 1110 ICHY€E OLIBII MPOCTHI BapiaHT CTBOPEHHS IMEHOBAHMX J1alla30HiB,
OCKIJTbKM B TaOJUIIl € 3aroJIOBKH CTOBIIIIB, sIKI MO’KHa BUKOPUCTATH SK iMeHa. 3a-
MICTh CTBOPEHHS iX TIO OJHOMY, MOXHA CKOPHUCTATHUCS TIOE€THAHHSAM KJIABIII

r

[Ctrl]+[Shift]+[F3], saxe Biakpue miamoro-

| 2 [

B¢ BIKHO Cmegopenus imen 3 euodinenus. Le ot

caMe BIKHO MOKHA BIiIKPHTH KOMAHAOK || '®# Mpizemugel

Dopmynu | Busnaueni imena | Cmeopumu 3 || 2571375 pogoua kura -]
sudinenozo. Tak MOKHa OJIHOYACHO CTBO- || Opwmitka: ;

PUTH JCKIJIbKAa IMCHOBAHUX Jl1aITa30HIB.

2) J1y11 CTBOpEHHS PO3KPUBHUX CIIHC-
KiB 31 3HAUYEHHSMH TIPI3BUIN y KIITHHKaX
CTOBIMIIS A Ha apKy1n Biobip, BHOKPEMUTH
floro KIIITHHKY Ta BUKOHATH KOMaHy [le-
pesipka OaHux, sika MICTUTHCS Ha BKJIQJIII
OcHosne y TpyIl 3uapsaoos danux. Y Jia-
JIOTOBOMY BiKHI [lepegipka oanux Ha BKiaaui lla-
pamempu 'y noim Tun Oaumux BUOpaATH 31 CHUCKY

Mocunar

| S —

r A
CTBOpEHHS IMEH 3 BUAINEHHS l ? I&I

CTBOpPUTH IMEHA 3i 3HaYeHb y:

["]y crosnui 3aisa
"1y paaxy Hukue

"]y croenuyi cnpasa

3HaueHHs Cnucok, a B modi /[yicepeno BOHUCATH [ ok | [ Cracysati
=IIpi3Buie (He mponycTuTy 3HaK "="!) Ta HaTtuc- -
HyTH OK.
Mepesipka AaHuX l 2 I-r;h]
MNMosigomneHHs gna 6sody | MoBigOMAEHHS NPO MOMWAKY ‘ i
¥MmOBa nepesipku
TUn AaHux: _ HPEBI'ﬂ]] c
R E] (V| IrHopysaTy nycTi KAITUHKN 1
s s || CNUcok NPUNYCTUMUX SHaYeHb 2 CH,L'I,CIFIDEIE -
MK 3 | bopwciok -
Tokerens: A IeaHeHkD
: - Kapnoea
=MpizEnuye E3| 5 | MeTpeHko
ﬁ aopoEa (B
B | Tkauyk
= R Lo . 7 LLykiH
|| 3acTocyBaTh Ui 3MiHK 0 BCX KNITWHOK i3 TIEKD C3MOI0 YMOBOIO 7 Awkina =
= 8
OYyuncTuTI BCe J | OK I [ Ckacysati ]

3a3HauCHHS BJIACHOTO IMEH1 CTOBIIA [Ipi3suwye B SIKOCTI JpKepesa JaHuX opra-
HI3y€ aBTOMATHUYHY TOSIBY Y CIUCKY HOBHX 3HAY€Hb MPHU JOMUCYBaHHI JaHUX PO
HOBUX JIFOJICH YU TO IHIUX KOPUTYBaHb (BUJAJICHH] / 3MIHEHHI) 3aITUCIB CITHCKY.

[Ticns BUKOHAHUX JiH TIpaBOpPYY Oy/Ab-5IKOT BUOKPEMJICHOT KIITHHKHU Jiana3oHy

CTOBMI A Ha apkyIn Bidbip 3’SIBASTUMETHCSA CTP
MPI3BUIIE B ABTOMATHYHOMY PEKHUMI.

1JI0YKa, SIKa JO03BOJUTH BHOMPATH

3) Tenep MokHa Ha apKylI Bio6ip 3alOBHUTH CTOBMCIbL A MOTPIOHMMH 3HAa-
YEeHHSIMU MPI3BULL 3 PO3KPUBHOrO cnucky. Hamam 3 meToro aBTomMarusalii poooTu
caMe 3a 3HAUYCHHSIMU IPI3BUI Oy/i€ OpraHi30BaHO aBTOMATHUYHE 3alI0BHEHHS IMEH Ta
THIIUX aHKETHUX JTaHUX JIJIs1 KOYKHOTO MpeICTaBHUKA.
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2 Oprandizanis aBTOMaTHYHOT0 BHOMPaHHS JAaHMX 3 IHIIMX TA0JIMUb
BIIMOBITHO /10 3HAYEHb KJIIOY0BOI0 MapaMeTpa

®ynkiis VLOOKUP (y pociticekomoBHil Bepcii Excel dynkiis BITP), Hamnes-
HO, OJHA 3 HaiOibI 3aTpeOyBanux PyHkIii Excel. BapianTiB ii 3acTocyBaHHs 06e3-
ni4. OCHOBHE 3aCTOCYBaHHS — BUOMPAHHS JaHUX, OCHOBAHE Ha IMOUIYKY 30IriB y pi3-
HUX Tabmuisx (criuckax). B ofHii 3 KHUT 3 (iHAHCOBOTO aHajizy Oysia chopMyiibo-
BaHa ITikaBa JyMKa Ipo 1o QyHKI0: "IKi1o (piHaHCOBHM aHATITHK BMIE€ HEIO KOPHC-
TyBaTHCA, HOro MokHa Opatu Ha poboty".® Bes miei gynkuii Excel minum nerionam
aHAJIITUKIB, KOHCYJIBTAHTIB 1 MPOTHO3KUCTIB JIOBEJIOCS O Tyro. 3amuTaiiTe Koro 3aBroj-
HO 31 cepH KOHCANTHHTY a00 MPOAaXkiB, 1 BAM PO3KaXyTh, HACKIIbKA KOPUCHOIO Oy-
Bae 1151 MoxuBicTh Excel.?

PosrnsHemMo nocuTh MOMIMPEHY HA MPAKTUILIl CUTYAIliI0, KOJIH JIaHi 3 O/Hi€l Tad-
muii Excel Tpeba BiniOparu B iHIIy. Y CTBOpeHii y m. | Tabnuii Ha apkyur Bioobip
OpraHi3yBaTH aBTOMaTU4YHE BUOHWPaHHS 3HAYECHb IMEH, 110 0aTHKOBI Ta OOYMCIICHHS BIKY
3a J1JaTaMH HapOJKEHHS, BIAMOBITHO /10 3HAYEHB MPI3BUII Y CTOBIIII A. 3HAYEHHS Mpi-
3BUIIIE MAIOTh OYTH YHIKaJIbHUMHU, OCKUIbKH OyIyTh BUKOPUCTOBYBATUCH JJIsi (DYHKIIT
VLOOKUP sik k1r040BHil mapameTp.

1) lns BimOopy 3HaueHb iMeH y cToBI B s kmitudku B2 ctBopuTH hopmyiy:

=VLOOKUP(A2; Auketu!A:D; 2; FALSE)
Jlyist 1i CTBOpEHHS CJIiJl YCTAaHOBUTH KYpCOp y KIITHHKY B2, HATUCHYTH KHOMKY
Jx Bemasnenns gpynxyii niBopyd psmka GopMyl i B Kateropii Ilidcmarnoexka ma nocu-
nanns Budpatu dynkuiro VLOOKUP. 3anati aprymMeHTH, BUOKPEMHUBIIM BIAMOBIIHI
KJIITUHKH.

Aprymenti dyHkui
VLOOKUP
Llykane 3HauyeHHAa A2 %
Tabnuua Anxetw!A:D 2.7
Homep_crosnua 2 £Rz
TouHicTb_nowyky ~ FALSE £

Jlamo HeBeMKe TIyMadeHHs1 apryMeHTiB 1i€i ¢pyHkuii. [lepmmii aprymeHT — 3Ha-
YeHHS y KIITHHII A2 — Mpi3BUILE, sike TpeOa HalTH K KIIOYOBHM mapaMerp y Tao-
JUI Ha apKyln Axkemu TIOPAJ 31 3HAYEHHSIMU IMeH. JI[pyrum aprymMeHTOM € Jiarna-
30H KITUHOK cTOBMIB A:D Ha apkyun Axxemu 3 TaONHIICIO, B Kl BUKOHYBaTH-
METhCS TOIIYK JIaHUX. TPeTiM apryMEeHTOM € YUCJIO 2 — HOMEp CTOBIIA Y TaOuIl, 3
aKo0i Tpeba BUOpaTH 3Ha4YCHHs. 3Ha4YEeHHs YeTBepToro aprymenty FALSE no3Bonuth
KOPEKTHO BIIOMpATH JaH1 HaBITh 13 HEBIJICOPTOBAHOTO CIHMCKY, 1HAKIIE JJISI KOPEKT-
Hoi pobotu ¢ynkiii VLOOKUP Buxigna Ttabmumst Mae OyTH yHOPSIKOBAHOIO
3a 3pOCTaHHSAM 3HAY€Hb MEPIIOro CTOBMIIS.

3 Bill 'MrExcel' Jelen. VLOOKUP Awesome Quick: From Your First VLOOKUP to Becoming a VLOOKUP Guru. —
Holy Macro! Books, 2012 — 74 p.

4 Hickey W. 11 Advanced Excel Tricks That Will Help You Get An Instant Raise At Work / Walter Hickey // Bisness
Insider. Markets [Emexrponnuii pecypc]. — Pexxum mocrtymy: http://www.businessinsider.com/excel-tricks-vlookup-
index-match-pivot-tables-array-2013-5?0p=1.


http://www.businessinsider.com/author/walter-hickey
http://www.businessinsider.com/author/walter-hickey
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[Ticns cTBopeHHs 3a3Ha4eHOi GopMyJn Y KITHHIN B2 ¢ BUKOHATH aBTO3aIoOB-
HEHHs ()OPMYJIM Ha PEIITY KJIITUHOK CTOBMI B, 1715t iknx BUOpaHO 3HAYESHHS MPI3BUILL

2) 111 aBTOMaTHYHOTO BiIOOPY 3HA4YeHb MO OaThKOBI y KimiTHHKaX ctoBmis C
BiMOBiAHO A0 BuOpanmx mpizpuin GyHkmist VLOOKUP Oyzae Biapi3HATHCS TpETIM
apryMEHTOM — HOMEPOM CTOBIMIIS [Tt BiIOOPY:

=VLOOKUP(A2; Aukeru!A:D; 3; FALSE)

3) Haui juist cTBOpeHHs (hOpMYJIM aBTOMAaTHYIHOTO OOYHMCIICHHS 3HAYCHb BIKY KO-
HOTO BHOPAHOTO MpEICTaBHHUKA 32 HOTO JaTOK HAPOHKCHHS Ha apKyll Axkemu CIif
BUKOpHcTaTy He nuiie ¢pynkuiro BubupanHs VLOOKUP, a #t ¢pynkmito YEARFRAC
JUTsl OOYMCIICHHS KUTBKOCT1 POKIB MIXK JIBOMA JJaTaMH — BUOPAHOIO JJaTO HAPOJKEHHS
Ta TIOTOYHOIO CUCTEMHOIO JaTO0, 3HaueHHs sikoi Gopmye dyHkiis TODAY. Bpemti
pemt hopmyita Oyje Takor:

=YEARFRAC(VLOOKUP(A6; Anketu!A:D; 4; FALSE); TODAY())

A B C D E|~
| Tpiwume | Iw's |Ilo Garsxosi| Bix |
2 |MeTpeHko Maeno CemeHoBHY 24,7
3 |IeaHeHkO Irop Magnoery 42,8
4 |LlykiHa Paica EropieHa 16,3
5 |Kapnoea 1= A MuxainieHa 10,4
6 |BwoHoe ~ JeHa CepriieHa 22,0
IEaHEHKD
7 | lgannok
g2 Kapnoga
NNCeHKD
9 | Netpenko
MeTpoE
L CugopeHko R -
v AnkeTn | BiaBip - ® »

3anuimuinocs BUKOHATH aBTO3AMOBHEHHS (POPMYJT Ha 1HII KJIITUHKU CTOBIII, 3a-
JaTH MEXI1 1 opMart TSl 3aTTOBHEHUX KIITHHOK TaOJIHIII.

3 IlinroroBka J0KyMeHTA /10 APYKY

B Excel MoxHa ApyKyBaTH OKpeMI CTOPIHKH TaOJIHIIl, BCIO TaOIHIIIO, BUOKPEM-
JICHUWH Jl1ana3oH, JaHi miciis (UIbTpyBaHHS, IPUMITKH B KIIITUHKAX, 3ar0JIOBOK TaOIUII
Ha KOXHiM cTopiHul Ta iH. CrioyaTKy TpeOa MiAroTyBaTH JOKYMEHT A0 IPYKY, Halall-
TyBaTH MapaMeTpu JPYKY: MOJIs CTOPIHKU, 00JIaCTh IPYKY, pO3MIp Ta OpIEHTAIIIIO ap-
Ky1ra Tomio. [le qomoMoske 3a01maauTy vac i rpoiii (marip i YOpHHUIa KapTPUHKa).

[Tepen npyxom Tabmuii B Excel 1i no1iibHO MeperyisiHyTH B peKUMI TIOTIEPETHBO-
ro neperisiny (komanna Ilooanns | Pesxcumu nepeensdy kuueu | Pozmimka cmopinku),
B SIKOMY MO>KHa HE JIMIIEe 00aunTH, a ¥ HaJalTyBaTH BUTJIA JOKYMEHTa Ha marepi,
HaNpUKJIa/A, 100 YHUKHYTH HEPUEMHOI CUTYyaIlll, KOJIM YacTHHA TabJUIl nepeiie Ha
THIIWN apKyIlI Ta HE JIMIIE Le.

B Excel 2016 Buiitu Ha HajamTyBaHHS MapaMeTPiB CTOPIHKH MEPEI APYKOM MOK-
Ha JICKLIbKOMA CITI0CO0aMH, ajie Hal3pydJHIluM € koManaa Paiin | [pyx, sika BMIIIye
MOTY>KHUW 1HCTpYMEHTapii 1 /yig BUOOpPY Ta HAJIAIITYBaHHS MPUHTEPA, 1 MOXKIUBICTD
NeperJisiIaHHs TaOIuIlb Ha CTOPIHII, 1 3acO0U JIsl MaciITadyBaHHs (Hanpukiazn, Pozmvi-
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cmumu apxKyul Ha OOHIU CMOPIHYI) TO-
mo. Y BikHI /[pyk MOXHA 3aJIlaTH HOMeE- @
pu CT.OpiHOK, flfd CIIi pO3APYKYBaTH, Ta oo ,ﬂl K
KUTBKICTh KOTTIH. py

JletanpHi TMapamMeTpu CTOPIHKH [ISECA i 2
MO’KHA TEPETIITHYTH Ta 3MIHUTH, SKIIO [T
HaTUCHYTH [lapamempu cmopinku BHU-
3y JI1aJIoroBOTO BIKHA /[pYK.

Ile mpu3Bene 10 BIAKPUTTS JTiaio- [EEEEEAED MpwuHTEp '
roBOro BikHa [lapamempu CTOpPIHKU 3

0[]

36epertn Apyx

Samsung SCX-4300 Series

AOpyx

gyotupma BKiagkamu: Cmopinka, Tons, P Hezocymi
. Hapatn Bnaacrveocti npuHTEpa
Kononmumynu ta Apxyws (11e caMe BiK- [
HO MO’KHA BIJIKDUTH KOMaHJIIOI0 Po3- [l Mapawmetpu
. . ;- 77 ApyK BMANEHNX apKywie .
Jmm)Ka cmopinxu | Ilapamempu cmopi Excriopt B T AN
HKU). -

3akputn CropiHku: .| Ao 2

Ha Bxnanmi /lons MoxHaA 3amaTh
BIJICTYIIM Ha CTOpIHIII 3BEpXy 1 3HU3Y,
37iBa 1 cmpaBa. [HCTpyMeHTapiil BKIa-

= 3icTasneHi
&l -

== 123 123 123
Excel Tab —

: KHIXKOBA OpiEHTaUIR -
ku Konowmumynu O3BOJIATH CTBOPH- oaondn .
TH BePXHiil /41 HIKHIH KOTOHTUTYIIH, | L) 2099 cwx29,69 cm .
IJIS IKUX 34 l'IOTpe6I/I MOKHa BI/IKOPI’IC' Mapamerpy “7: OCTanHiil NapaMeTp HacTPOooB... -
Tatu KHONKU Homep cmopinxu, Jlama, —__L 2o e Lo
*é’ PO3MICTHTH apKyLL H3 OAHIi CT... =

Yac ta 1. Jlo peui, mo0 3amaTv moya-
TOK HyMepalllii He 3 TepIIoi, a, Halpu-
KJIaJ, 3 JIeCATOI CTOPIHKH, MOTPIOHO Ha
Bk Cmopinka BikHa llapamempu cmopinku 3alaTH HOMEpP TEpIoi CTOPIHKH 3a-
MICTb A6mo. 3a TOTPEON MOYKHA CTBOPUTHU PI3HI KOJIOHTUTYJH JJIsl MAPHUX 1 HENApHUX
CTOPIHOK Ta HAJIAIITYBATH OCOOJIMBUI KOJOHTUTYJI JUIS TIEPIIIOi CTOPIHKH.

* 3MEeHLUEHHA PO3APYKIBKN A0 O...

MapameTpw CTOpPIHKKM |+
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Jlexyis 4
Jacobu Kepysanna 6asamu aannx B Excel

1 OcHoBHi onepanii Excel 1jst po6oTu 3 Ta0auusiMu ik 3 623010 JaHUX

baza ganux (B]I) six 3aci0 30epiranHs il ompaifoBaHHs pi3H0MaHiTH0'1' in)opMa—
1ii BiJIirpa€e B HAIII Yac BEJINYE3HY POIIb. Y b 36ep1ra10TLc;1 BIJTOMOCTI TIPO KJIIEHTIB,
3aMOBJICHHSI, TOBITHUKH aapec i TenerOHlB pi3HOTO poay 1Hcp0pMau1$[ PO Marasw-
HU, TIPOTIOHOBAHI TOBAapH TOIIO. /{715 BITHOCHO HEBEIWKHX ITIAMPUEMCTB 00K TaKUX
JaHUX MOYXKHA BECTH 3aco0amu eneKTpoHHux Tabmuie MS Excel.

Kpim toro, mo Excel Bmie nogaBatu, BiqHIMaTH, MHOXKUTH, JUIUTH 1 BUKOHYBa-
T 0e3J1i4 1HIIMX OIepallii, BiH Ja€ MOXJIMBICTh MpOaHaji3yBaTH Harepe]l MOXKIMBI
HACJIIJIKY MPUUHATTS TUX YU 1HIIUX PIIIEHb MPU KOHKpeTHUX obctaBuHax. Excel mae
3MOTy aBTOMAaTU3YyBAaTHU HE JIMIIE PO3PAXYHKU SIK Taki, ajie JI03BOJISIE CTBOPIOBATH 1
MpAaIflOBaTH 3 PI3HOMAHITHUMHU KapTOTEKaMu, CUCTeMaMu OO0JIiKy, 6a3aMu JaHUX TO-
I1o.

B Excel s o3HauenHs Tabnuili 0a3u JaHUX BUKOPHUCTOBYETHCS TEPMIH "CIHCOK"
— BIOPSAJKOBAaHUN HaOIp JaHUX 3 PAIKIB 1 CTOBIIIIB, Kl MAalOTh OJHAKOBY JIOTTYHY
CTPYKTypy. BinMiHHOIO ocoOnuBicTiO TabmuuHoi BJ[ € Te, 1o KOXKEeH CTOBIICIb
MICTUTh OJTHOTUIIHI JIaHl, HANPUKIAJ, MMEepeIiK NPi3BHUIL, LIHY 33 OAUHUIIO TOBApY,
JaTy peaniizailii ToBapy TOIIO. SIKIIO MPOBECTH aHAJIOTII0 MiX TaOJIUIEl0 1 TabInuy-
Hoto BbJI, To cToBminl Tadnuii € nmoiasimu bJI, a psaaku — 3anucamu. BraxaeTbcs, 1110
MEPIINA PSIIOK TaOJIHUII € ii 3aroJIOBKOM 1 MICTUTh Ha3BH CTOBILIB TabJIuUI. 3aroJo-
BOK TOBMHEH MAaTH Ha apKyIll €JEeKTPOHHOI TaOJMIll TOPU3OHTAIBHY OpIEHTAIIIIO,
TOOTO BiH IMOBUHEH PO3TAIIOBYBATHUCS B MEPIIOMY PSIJIKY. 3aroJ0BKH BUKOPHUCTOBY-
I0OThCSI TIPU aHaJi31 JIaHUX, MPU CKJIAJIaHHI 3BITIB, a TAKOX NIpPH MOLIYKYy Ta Op-
rafizamii ganux. baxkano, mo6 mpudt, Horo po3Mip, BUPIBHIOBAHHS Ta 1HIII Tapa-
MeTpu dopMaTyBaHHsI, HaJaHl 3aroJOBKaM KOJIOHOK TaOJIMII, BIAPI3HSIMCS Bija Ta-
paMeTpiB, 3aCTOCOBAHMX JJIs PSANKIB JaHuWX. [[7s BiIOKpPEMIJICHHS 3aroJjIOBKiB Bi
PO3TAIIOBAaHUX HUKYE IAHUX HE CJIIJT 3aCTOCOBYBATH TTOPOKHI PSJIKH.

Jlo xapaxktepHux omepaiiid 3 tabmuusimu bJl, HasBHuMu B Excel, BITHOCSTH:
1) copTyBaHHS JaHUX Yy TICBHOMY MOPSAKY; 2) GIIBTPYBaHHS JAaHHUX JJIS TIOIIYKY ITOT-
pi6HO1 iHpopMarlii; 3) mpomiXH1 MIACYMKH; 4) 3BeIeH] Ta0auIll 1 Jiarpamu; 5) GyHKIi
kareropii basa oanux. B Excel yci aii 3 B/l BUKOHYIOTh KOMaHAM Ha BKIAALI /lani.

2 CopTyBaHHS JaHHUX

CopTyBaHHsI JaHUX BUJUICHUX KIITHHOK TaOJHINl 3I1MCHIOETHCS KOMAaHIOHO
Copmysamu na Bknanui /laui y rpyni Copmyeanns ti ¢hinemp. Ilpu npomy Excel Bin-
Kpue aianorose BikHO CopmyeanHsi, iK€ T03BOJIUTH BUOpATH NOJIA 1 33J]aTH TapaMeT-
pu coptyBaHHs. KpiMm TOro, copTyBaTH JaHi y TabJIMIII MOXHA 1 32 JIOIOMOT'OI0 KOMaH-
mu Copmyeamu i gpinempyseamu Ha Bkiaaul Ocrosrne y epyni Pedazysannsi, 3a31aierijib
MOCTaBUBIIH Kypcop y OyJib-SKy KJIITUHKY CTOBIIIS, Yy SKOMY MOTPIOHE COPTYBaHHSL.

VY nmianoroBomy BikHI Copmyesanns 31 cnucky Copmyseamu 3a MOXHa BUOpaTH
3aroJIOBOK CTOBMYHMKA, 3@ SKUM 3JIHCHIOBATH COPTYBaHHA. 3a MOTPEOM 3a JIOTIOMO-
TOI0 KHOIIKH /[o0amu piseHb MOKHA 33J]aTH JJOJIATKOB1 PiBHI JIJIT BTOPUHHOTO COPTY-
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BaHHA 32 JIBOMa, TPbOMA 1 T. JI. CTOBITYUKAMH, BUOPABIIN IMEHA COPTOBAHUX MOJIB 31
cnuckiB [lomim 3a. Tum 1 TOPSAAOK COPTYBaHHS KOKHOTO 3 BHOpaHHUX MOJIIB MOXKHA
3aJIaTH 3a JIOMOMOTOIO0 BiIMOBIAHUX cUCKIB Copmyesants 3a Ta Ilopsaook.

A B C D = F G H |
A Kog e . >

1| Im's [ara npogaxy Kinbkictb Lina Baprictb Cran Hazea npogaHoro Toeapy
2 |Angpiit 03.03.2016|A02211 1 111100 1 111,00 [[MoeepHeHo |Knasiatypa
3 |Augpin | 03.03.2016{A02213 2 98,50 197.00 |MoeepHeno [Knasiatypa
4 |Angpin [ 03.04.2016|A02218 3 1244 99 3 734,97 |MNpogaxo Knasiatypa
5 |AHgpin
6 |Anapin CopryeaHHa ? X
7 |Biktop = y . ;
8 BiKTop 21 Qoaatv piseHs X Buaanuti pises {_‘[3 Koniosatu piseHb -~ [apamertpn.., AaHl 3 saronoskammn
190 giKTOP Crosneup CopTyBanHs 3a Mopsagok
11 Pg::: Coprygati 3a | |y'g v | 3HaqeHHa v | |BiaApof v
12 |Ceprin Morim sa Aara v 3HAYEHHA v | | Bia HalcTapworo 40 HANMONOAWON «
13 Cepr!ﬁ Motim 3a BapricTs || | 3HaueHHs «  [BigHaiBinbworo sHaAYEHHS 40 HaWK
14 | Cepriit
16 |Ceprii
16 |
17 |
18 |
19

20 |

3aMicTh TIPOCTOTO TMOPSIAKY COPTYBaHHS 3a 3POCTAHHSIM UM TO 3a CHAJTaHHIM
MOKHA 3a7]aBaTH HACTPOIOBAHUH CIHUCOK B SKOCTI KJIFOYA JJISI TIOPSJIKY COPTYBaHHS.
VY 11pboMy BHIIAJIKy HE 3aCTOCOBYIOTHCSI 3BHUaliHI ITpaBUja COPTYBaHHsS B ayipaBiTHO-
My abo YMCIOBOMY MOpAAKY. Hampukian, 3a JOMOMOTOI0 HACTPOIOBAHOIO CIIMCKY
MOXHa BIJICOPTYBATH TAOJUIIO 3a MICALSIMU KaJieHJapsi: ClYeHb, JIIOTUH, Oepe3eHb,
KBITEHb 1 T. 1. JIJI1 BAKOHAHHS TaKOTO COPTYBaHHSA CJIiJl BUOpaTu y nom [lopsadok ni-
anoroBoro BikHa Copmyeanns 3HadeHHss Hacmporwesanuti cnucox. 111 1ii npu3BeayTh
710 BIIKPUTTA AiasioroBoro BikHa Chnucku. KopuctyBau Moxe BUOpaTH OJUH 13 HasB-
HUX CITUCKIB JUIsl COPTyBaHHS a00 CTBOPHUTH CBIM BJIACHMI CHHUCOK. J[Jii CTBOpEHHS
CBOT'O CIHCKY 3a JIONIOMOTO JiasioroBoro BikHa Cnucku Tpeba y mom Enemenmu
CHUCKY BBECTHU BCl €JIEMEHTH IO MOPSAKY 1 HATUCHYTH KHOTIKY /[odamu. Ilicns mporo
CTBOPEHHUH CIMCOK 3 SIBUTHCS Y 1MOJ1 Cnucku.

Cnnckn ? ot
Cnucen
CRKceM: EnemeaHTH cnncey:
HOBWIA CIMCOK M | | TporpamHe 3aGe3sneqeHHA Aoaatk
Mon, Tue, Wed, Thu, Fri, 5at, Sun xepano KHENSHHA
Monday, Tuesday, Wednesday, Thursday, Fi Knagiatypa

Jan, Feb, Mar, Apr, May, Jun, Jul, Aug, Sep, Bupanuty

January, February, March, April, May, June,
MH, BT, Cp, YT, M1, C6, HY,

Moneginok, BisTopok, Cepeaa, Yeteep, MN's
Ciu, NwoT, Bep, Kei, Tpa, Yep, Mun, Cep, Bep,
CiYeHb, NHOTHA, BEpEIeHb, KBITEHb, TRABEHE
MonegeneHuk, BropHuk, Cpeaa, Yetsepr, T
AHBapk, PeEpane, MapT, Anpens, Man, Mo
AP Kpumn, BiHHwueka, BonwHoeka, dHinpon ¥

Ana noginy eneMeHTiE CNWCKY HaTUCHITE Knagiwy ENTER.
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[IIBuake copTyBaHHS 3alKCiB B OJHOMY TOJI 3IMCHIOETHCS (TIPU BUALICHUX

KJIITUHKAX ) HATUCKAHHSIM KHOIIKH Qla6o f\!ly rpymi Copmyeamu i ginempysamu. Y
pe3yJIbTaTi 3almucy BUILIEHOTO ToJisg (a00 mosmiB) OyAyTh IEepecTaByieH1 BIAMOBIIHO
10 BuOpaHoro nopsaky. Ha BiaMiHy Bif IUX KHOIOK JiajioroBe BikHO Copmyesanms
JI03BOJISIE BIOPSIKOBYBATH JIaH1 y TOJISAX 3 00’ €THAHUMM 3ar0JI0BKAMH.

3 DuIbTpYBaHHA JAHMX

®DinbTpyBaHHs JaHUX — BIIOMPaAHHS 3aIUCIB, K1 3aJJ0BOJILHSIOTH MIEBHIN yMO-
Bi, — B Excel MoxHa 31HCHUTH 32 JOTIOMOTOI0 IBOX 3ac00iB: GiabTp (aBTOPLILTP) 1
po3mMpeHuii piabTp. YMOBU GUIBTPYBaHHS MOXHA 3aJaBaTH ISl OJIHOTO abo je-
K1JTBKOX TIOJIIB, @ 3@ JOIIOMOTOI0 PO3MIUPEHOTO (DUIBTpa JOMYCKAETHCS 3a7aBaTu 00-
YHCIIIOBAaH1 YMOBH (HAMPHUKJIad, MOKHA BUBECTH Ha €KpaH CIHCOK TIJIBKHU TUX Tpa-
I[IBHHKIB, OKJIaJl SKUX Ha 25% BHIIE 3a cepeaniit). Ha BiaMiHY BiJl COpTyBaHHS MpH
¢binpTpallii TOpsAIOK 3aIUCIB y CIIUCKY HE 3MiHIO€ThCA. [Ipu QinbTpartii paaku, ki He
3aJI0BOJIBHAIOTH YMOBI, OyyTh IPUXOBAHI, a JIBOPYY y CTOBIILI 3 HOMEpPaMHU BiA(UIbT-
pOBaHUX PAAKIB Oy/e BUIHO HOMEPHU €JIEMEHTIB, SIKI BOHH MajH Y BUXIJHOMY CITHC-
Ky. Pk, BimiOpani npu QuibTparii, MOKHA pelaryBaTi, (opMaTyBaTH 1 BUBOJUTHU
Ha JPYK, a TAKOK CTBOPIOBATH HA iX OCHOBI JlarpaMy, HE 3MIHIOIOUH MOPSAIOK PSIAKIB
1 HE TIEPEMIIIYIOUH iX.

®@iabTp (aBTODIABLTP) I BUIUICHHUX IOJIB 3aa€ThCI KOMaHI010 Ditbmp Ha
Bkianui /awui y rpym Copmyeanns i ¢pinemp. Ilicns nporo Excel nogacts y psigok
3aroJIOBKiB KHOTIKU Y BUTJISIIII CTPUIKH JJIs PO3KPUTTS CIUCKY 3HAUEHb.

Hampuxnan, nis toro mo0 BigiOpaTH 3amucu mpo OKpeMUil ToBap, Tpeba HaTuc-
HYTU KHOIIKY (pUIBTpa, pO3TallloBaHy y 3arojoBKy Hazea mosapy. 31 CUCKY, 110 pO3-
KPHUETHCS, BUOpATH NOTPIOHE 3HAYEHHS 3 IOT'0 MEPENiKy. Y CIUCKY 3aJUIIATHCS T1Ib-
KU T1 €JIEMEHTH, B IKMX 3HAUEHHS JAHOTO 1Mo 301iraerbest 3 oopanum. Kpim toro, 3mi-
HUTBCS KOJIp KHONKU (DUTbTpa y nodii Hazea mosapy. 3a 11€10 03HAKOIO MOKHA BU3HA-
YUTH, 1110 CIIUCOK BiA(UILTPOBAHUHN 32 3HAUCHHSIMH IIbOTO CTOBIIIIS.

[Ilo6 ckacyBaTu (iabTp 1 3HOBY BIJOOpa3UTH HA €KpaHi YBECh CIUCOK, Tpeda
HAaTUCHYTH KHOMKY aBTO(UIbTPaA 1 31 CHUCKY, IO PO3KPUETHCS, BUOPATH 3HAUECHHS
Buoanumu ginemp.

Kpim okpeMo B3sTHX 3Ha4€Hb, y (IIBTPI MOKHA OPraHi30BYBAaTH PI3HOMAHITHI
BapianTy ymMoB (pinbTpaii, ckopucTaBmuch KoMannow @inempu uucen’ (puc. 4.1) i
BUOPABIIHN 3 POSKPUBHOTO CIIUCKY MOTPiOHUIA BapiaHT (PuIbTpaIlii.

S0 31 cMcKy yMOB aBTO(MLIBT-
pa BuOpatu 3HaueHHs Kopucmyeayb-
Kuil ¢inemp, 3’ SIBUTHCS J1aJIOTOBE BIK-

Kopucryeayskmii asTodinetp ? =

Mokazati AWWE Ti PAAKK, SHAYEHHA AKKWI

LliHa
HO, B sKOMY MOXHa KOHCTPYHOBATH
. . . BinkWwe a6o gopisHwe |~ 500 e
OlNbII CKJIaAHI YMOBHU (QUIbTpALii. ®1 O aso
BuOpanuii kputepiii BiIOOpy MOXxe ———
MEHLWe abo AOPIEHDE |~ 1000 ~

CKJIaIaTUCS 3 JIBOX IPOTMO3UIIIH,
OB ’SI3aHUX MK COOOI0 JIOTTYHOIO 3HAK NWTaHHA 7" No3HaYas 0gWH BYAb-AKWA CMMEON
(byHKHiﬂO I uu ABO CHMEDN "*" NO3HaYaE NOCNiGOEHICTE BYAE-AKHY CHMEONIE

5 JIns HEYMCIIOBMX TIOJIIB 1 mapameTp Mae HasBy Texcmosi (inompu abo Dinempu dam.
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JdopieHroe.., Jopiextoe..., JopisHioe..,

He popisHioe... He aopiermoe... Mepea..

MNoynHaeTbCA 3., Binbuue... Micna...

JaKIHYYETBCA... Binbie abo gopieHioE... Miz...

MictuTe... Menwe... 3aeTpa

He micturs... Menwwe abo gopieHroe.., CrorogHi

Kopuctyeausknii gineTp... Mbx... Yuopa
Oepui 10... HactynHoro TuekHa
Binele cepegreoro Lboro TiskHA
Menue cepegrboro MuHynoro TvskHa
Kopucrysayeknit insTp.. HactynHoro micaus

Uporo micaua

MuHynoro micaua

Hactynuoro keaprany
Ueoro keaprany
Munynoro keaprany

HactynHore powy

Ueoro poky
Pucynox 4.1 — Burunian BapianTiB QuibTpartii: Muwynero poky
— JUTsl TEKCTOBUX MOJIB (J1BOPYY); 3 nouatky poky

— JJI YUCJIOBUX MOJIB (110 UEHTPY);

. ¥ei gatw 33 nepiog
— JJI4 TIOJIB 3 TUIIOM Jata (IpaBopyY)

Eopnecryeaueknid ginsTp...

JIJI1 9uCITOBUX 3HAYCHb B YMOBaX BUKOPHCTOBYIOTHCS OTEPATOPH: OOPIGHIOE, He
oopisHioe, Oinblue, Oinbute abo 0OpisHIOE, MeHUe, MeHue abo OopieHioc Ta 1HII. Jliis
BIIOOPY TEKCTOBUX PSIJIKIB MOYKHA BUKOPHUCTOBYBATH OIEPATOPHU: NOYUHAEMbCA 3, 34-
KIHYYEmMbCst, Micmump abo He micmums Tomo (aus. puc. 4.1).

Bin6ip aekinbkoxX HaHOLIBIINX a00 HAWMEHIIMX 3HAYCHh MOXHA 31HCHIOBATH
JUTSL YUCTIOBUX CTOBIMIIB. [[ist mboro Tpeba HATHUCHYTH KHOMKY (pinbTpa 1 BUOpaTH
3HaueHHs [lepwi 10. Ilpu nboMy BIAKPUETHCS A1aJIOTOBE BIKHO A8moginbmp 015 00-
bopy HAUKpawoi 0ecsimku.

VY nepiioMy moJii IbOro BiKHA MOKHA BKa3aTH KUIBKICTh BIIIOpaHUX 3amuUCiB (3a
HayamrtyBaHHsM — 10). ¥ npyroMmy MokHa BHOpaTH OJMH i3 BapiaHTIB: HAUOLIbULUX
a00 HaumeHwux. Y TpPEeTbOMY TOJII
MOKHA BI/I6paTI/I OJTHE 31 3HAYECHB: AptodineTp Ana goBopy HaRKpaLLoeT JECATKK 7 =
enemenmie cnucky abo % 6i0 Kinb- | noxasam
Kocmi enemenmie (HaPUKIIAJl, MOXK-
Ha BITIOpaTtd 5 3amuciB 3 HaHOLIb-

HaMBinewmx |~ |5 = ENEMEHTIE CrHCKY -
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IIMMU 3HAYEHHSIMU 200 5% HaWOUIBIINX €IEMEHTIB TOJIs).

SIKII0 CTOBMEIh Ma€ TIOPOXKHI KIIITUHKH, TO B KIHEIIb CIIMCKY 3HAYeHb aBTO(PIETpa
nonaetscsi ymoBa — Ilycmi. Ilpu BuOOpi Takoi yMOBU Ha €KpaHi BiIOEPYTHCS TIIbKH
PSAIKH 3 TTyCTUMH KITITHHKAMH IOTO CTOBIIIIS. Al Coprysanna sin A ao A

VY cnmcky 3Ha4eHb aBTO(UIBTpPA € O ISt
copTyBaHHs. Bubip nux omiiid mpu3BOIUTH 10

2| Coprysanna sia A ac A

. . CopTyBaHHA 33 KoNeopoM k
COpPTYBaHHSI JIaHOTO MoJst (a00 Beliel TabaMIN) 3a
3pOCTaHHSAM a00 3a CIaJaHHSAM 3HAYCHb OIS
BIJIIOB1HO.
VY pexumi aBToduIbTpa MOKHA (DUIBTPYBaA- Tekctosi $inbTpm g

TH 3aMKCH 32 KIJIbKOMa CTOBIIISIMU. BCTaHOBITIOI0UM YMOBH 32 3HAUEHHIMHU I KUITBKOX
CTOBIIIIIB, YC1 YMOBHU 00’ €IHYIOTbCs (PyHKIII€EO I, TOOTO, SKIIO NaHi BXKe BiADLILTPOBaH1
3a OJTHUM 31 CTOBIIIB, IPX BUKOPUCTAHH]1 aBTO(1IBTPA IS 1HIIIOTO CTOBIIISI OYAyTh 3a-
MPOTIOHOBAaHI1 TUIBKY Ti 3HAUYEHHS, SIK1 € Y BiA(IIbTPOBAHOMY CITUCKY.

Cnig Matu Ha yBasl, II0 aBTOMaTH4HA (QUIBTpALsl Mae OOMEXEHHS. Y CIHCKY
YMOB aBTO(UIbTpa BIA0OpaxaroTbcs TUIbKA nepinl 999 pizaux 3nayeHs. Ha poboyo-
My apKyIll 3aCTOCYBaTH aBTOQLIBTP MOYKHA TUIBKU JO OAHOTO CIIHCKY.

JUist mBUAKOi BiAMIHU (DUIBTpALi 1 BiIOOpaKEHHS YCIX 3aMKCiB TpeOa BUKOHATH
xomaugy & Ouucmumu y rpyni Copmyeéanns i ¢inomp Ha Bknanui Jani. 11106 BUMK-
HYTH PEKUM aBTO(LIbTpallii, Tpeba MOBTOPHO BUOpatn koManay Piremp. Ilicns Bu-
MKHEHHSI aBTO(UIBTpPa CHUCOK BITHOBUTH BUXIJHI 3HAUEHHA, 1 KHOMKHU (UIBTPIB y
PSAKY 3aroJIOBKIB 3HUKHYTh.

Po3mmpenuii pinbTp BUKOPUCTOBYETHCS i (UIBTpaIlii 3a OUTbII CKIaIHUMHU
yMOBaMH BiI0OPY 3aluCiB, aHDK aBTOQIIBTP, HANPUKIAA, 32 JCKIJIbKOMa YMOBAMH
B1I00pY B OJIHOMY CTOBIIII, 32 JCKIJTbKOMa YMOBAMH BiI0OPY Y KIJIBKOX CTOBIIIISAX
a00 11 BIZOOPY 3aMmuciB 32 OOYMUCITIOBAHUM KPUTEPIEM 3 BUKOPUCTAHHSIM Oy b-sSKOi
¢ynkuii Excel. Po3MienHst pe3yabpTaTiB QuibTpallii MOKHA OpraHizyBaTh Ha TOMY
CaMOMY MICIIl, MOYKHa CKOITIFOBATH iX B 1HITY 00JlacCTh poO0UYOro apkyiia abo B3arani
HAa OKPEMHUH apKyIll MOTOYHOT KHUTH.

Ilepen 3acToCcyBaHHSAM KOMaH]IU ..!':fﬂoc)amkoeo Ha Bkiaaul awui y rpym Cop-
my6anHs U Ginemp crioyaTky Tpeda chopMyBaTH Jiana3oH yMOB, SIKUH MOXHa PO3-
MICTUTH Y OyJb-IKOMY MICI[l IOTOYHOT'O pOOOYOro apKylla, Ha 1HIIOMY apKyIli Bij-
KpUTO1 KHUTU a00 HaBiTh B iHIIN KHU31 Excel. JlowiibHO po30MICTUTH HOTO Hall a0o
1T BUXITHAM CIMCKoM. Jliarma30oH yMOB MOBHHEH MICTUTH HE MEHIIE JIBOX PSIKIB.
[lepmmii psiyiok Jiarna3oHy yMOB Ma€ MICTUTH Ha3BH MOJIB CIHCKY, ISl SKUX (GOpMy-
BaTUMYThCS YMOBHU (PUIbTparii. ¥ pemTi psakiB [iarna3oHy yMOB PO3MIIIYIOTh YMOBH
s gineTparnii. KpiM Toro, giamna3oH yMOB Ma€ BIIIIISATHCS B1J BUXIJIHOTO CITHCKY,
MpUHANMHI, OJTHUM TTOPOKHIM PSIIKOM.

Cni BpaxoByBaTH, 110 3HAYE€HHS YMOB (DUIbTpaLlli, pO3MIILIEH] B OJHOMY PSIIKY
niamazony (00yacTi) KpUTepiiB, 00’ €IHYIOTHCS JIOTTYHOO (PyHKIIIEKO |, a 3HAYCHHS YMOB,
3aJjaHl y pI3HUX PsIJIKax 00JacTi KpUTEPIiB, MOB’s3yt0Thes PyHKIieo ABO.

[Ipu ckilaanHl YMOB 4acTO BUKOPUCTOBYIOTHCS TaKi ONEepaTOpyu MOPIBHSIHHS:
>, <, >=, <=, =, <> (He nopiBHio€). [Ipu npomy Tpeda BpaxoByBaTH, IO MPU MOPIB-
HSIHHI PSAJKIB PETICTP CUMBOJIB HE BpaxoByeThcs. KpiM Toro, B ymoBax JiJisl psiAKiB
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MO’KHA BUKOPHUCTOBYBAaTH CHUMBOJIM MiJACTaHOBKHU: ? Ta *. Hampuknazn, mis Bigmoopy
yCIX CIB, sIKI MOYMHAIOTHCS 3 Jitepu C, B yMOBI Bioopy ciifa 3amucati — C*, a mis
B1100pY BCIX CIIIB 32 BUHSITKOM CIIiB, 1[0 TIOYWHAIOTHCH 3 i€l mitepu, — <>C*,

[Ticnst cTBOpeHHS Aiama3oHy yMOB BiOOpY MOJKHA 3aCTOCYBATH iX JIO CITHCKY
Pozwupenuii gpinomp. JIns nporo Tpeda BUAUIATH BC1 KIIITHHKU CIIUCKY (200 cTatu y
Oyab-sIKy HOro KIITHHKY) 1 BUKOHATH KOMaHnay /Jooamkogo Ha BKAanul /lawni y Tpymi
Copmyeanns i ¢hinomp.

VY nianoroBomy BikHI Poswupenutl ¢pinemp Tpeda 3a1aTH NOTPiOHI MapaMeTpu
(Buxionuti dianazon — BUIUIMTH Jiana3oH KIITHHOK CIIMCKY Pa3oM i3 3arojIOBKaMH,
Jlianazon ymog — niara3oH KJIITHHOK 3 KpUTepieM Bijioopy). KpiM Toro, sSKIIoO B 1bO-

MY 3K JI1aJIOTOBOMY BiKHI YBIMKHYTH TIE€pe-
MUKa4 CKONII08aAmMu pe3yibmam 00 IHUL020
Micys, TO Bi1iOpaHi psSAKU OyIyTh CKOIIHO-
BaHl y Ty 00JIacTh, siKka BKa3aHa y moii /fia-

nazowu 075 pe3yabmant).

Ha puc. 4.2 noka3ano 3pa3ok Bindijib-
TPOBAHOTO CIUCKY JUIS 33/1aHOTO J[iara3oHy

YMOB.

Sxmo cnucok (UIBTpyBaBCsS Ha Miclli,
TO JUIsl CKacyBaHHs (uabTparlii Tpeda 3acto-
cyBath KomaHnxy Quucmumu Ha BKIaIII

Hani y rpyni Copmysanus ti gpinemp.

Jepobka

BuxigHWiA gianasoH:
JianaszoH yMoE:

JianaszoH gna pesyneTaTty:

Pozwmpenni dinetp

() hiNETPYESTH CIMCOK HA MicL

(®) cKoMilEaTH PESYNLTAT 40 IHIWOMD POSTAWYEAHHA

|:| JiMwe yHiKaneHi 3anwo9

§451:5H515 55
54517:5B518 55
5A520 =75

? X

A B C D E F G H
, h Kog o . .

1 Im'A Hara npogay Kinekicte Llina Bapricte Crau Hazea npoganoro Togapy
2 |Ceprin 03.03.2016)|A02210 2 62999 | 125898 [MpogaHo Mporpamie 3afeaneyeHHA
3 |AHOpin 03.03.2016|A02211 1 108200 | 108200 |NosepHeHo |[[MparpamHe 3afeaneyeHHA
4 |BikTop 03.03.2016|A02212 5 67000 | 335000 |[MpogaHa O¥epeno MWBMNEHHA
5 |AHgpin 03.03.2016|A02213 2 98,50 187 00 |MoeepHeHo |Knagiatypa
6 |PomaH 03.04 2016|A02214 1 102 80 102 80 |MoeepHeHo |Knaeiatypa
T |Ceprin 03.04 2016|A02215 1 920,00 920,00 [MpogaHo MporpamHe 3afe3neyeHHA
8 |BikTop 03.04 2016|A02216 2 192000 | 384000 |MosepHeHO |¥epeno MWENEHHA
9 |Ceprin 03.04 2016|A02217 1 670,00 G70,00 [MoeepHeHo |[Hepeno MWENEHHA
10 | AHOpin 03.04.2016|A02218 3 244 99 73497 [MpogaHo Knaeiatypa
11 |BikTop 03.05.2016|A02219 5 650,00 325000 |MpogaHo MporpamHie 3afeaneyeHHA
12 |Ceprii 03.05.2016|A02220 3 108200 324600 |MoeepHeHo |Mporpamde 3adeaneyeHHA
13 |AHOpin 03.05.2016|A02221 1 102,80 102,80 |MNoeepHeHo |Knagiatypa
14 | AHOpiN 03.05.2016|A02222 2 102,80 205,60 [MpogaHo Knagiatypa
15 |PomaH 03.05.2016|A02223 4 1920,00 7 680,00 |MpogaHo [Hepeno ¥UENEHHA
16
17 Hara CraH
18 [=01.04 2016 |[NoBepHEHO
19

IM'A Hara Ko Kinekicte Lexa BapTicTe CraH Hazea npogaHoro Toeapy
20 npooaHy
21 |PomaH 03.04 2016|A02214 1 102,80 102,80 [MoeepHeHo |[KnaeiaTypa
22 |BikTop 03.04 2016|A02216 2 1920,00 3 840,00 |MNogepHeHo |O#epeno *WBNEHHA
23 |Ceprii 03.04 2016|A02217 1 670,00 G70,00 [MosepHeHD |D#epeno #WBMNEHHA
24 |Ceprii 03.052016|A02220 3 108200 | 324600 |MosepHeHo |[MparpamHe 3afeaneyeHHA
25 | AHOpin 03.052016|A02221 1 102 80 102 80 |MoeepHeHo |Knagiatypa
26

i » CopTyEaHHA DineTp 1 DineTp2 Pozwupennii ginetp ® 1

Pucynok 4.2 — Burmsig Tabiumili 13 3aCTOCYBaHHSIM PO3IIUPEHOTO (iIbTpa
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4 TlpomixHi migcymKn

IMpomixkni migcymku — onepaitii Excel, sixi 103Boss110Th (hOpMyBaTH aBTOMATUYHE
O0OYMCIICHHS IMIJICYMKIB Ta X BHECEHHS Ha pOOOYMil apKyIll, 1 TP [IbOMY OJTHOYACHO Ha
poOOUOMY apKyIli CTBOPIOETHCS CTPYKTYpa, MOB’s3aHa 3 OTPUMAHUMU ITiJICYMKaMH
3a pI3HUMHM TpyHaMu, K1 aBBTOMAaTHYHO 00’ €THYIOTHCS Ha OCHOBI MOIIOHOCT1 O3HAK.

ITepen popmyBaHHSIM TPOMIKHUX MIJICYMKIB CIIMCOK CJTiJi 000B’SI3KOBO BIIOPSI/I-
KyBaTH IO TIOJIO, 32 SKUM MiAOMBAaTUMYThCs MiACYMKH. Lle T03BOIUTH KOPEKTHO
TPyMyBaTU PSIIKY MPH MiAOUTTI MiICyMKIB.

Komanna [Ipomisicui niocymxu MiCTUTBCS Ha BKIAI Jani y Tpymi Cmpykmypa.

[TpumyctiMmo, Tpeba 00YMCINTH CyMapHY BapTiCTh TOBapiB, MPOJAHUX KOKHUM
npojaBmem. /[ 1iboro Citiji BAKOHATH TaKi il

1) CnouaTky BHUKOHATH COPTYBaHHS 3alUCIB TaOIMIN 3a mojieM [y s TpoIaBIst
(B andaBiTHOMY MOPAIKY).

2) Ilicns TOoro SIK CIKMCOK BIJICOPTOBAHMM, Tpeba BUIUIWTU BCl KIITHUHKUA Tal-
JUIl 1 BUKOHATU KOMaHy [Ipomidichi niocymxu.

3) V nianoroBomy BikH1 [lpomidichi niocymku Tpeba BHOpaTH 3HAUEHHS 13 3a-
MIPOTIOHOBAHUX CIHCKIB:

— Ilpu KOXCHIU 3MIHI 8 — Im’s (BiICOPTOBAHU CTOBIECID, 3MIHECHHSI 3HAUCHb
B SAKOMY TPHU3BEAC 10 MEPEepaxyHKy MiJICYMKOBUX
3HAYCHb);

— Buxopucmosysamu ¢pynxyiio. — Cyma (a0o iHIIa migcyMKoBa QyHKIIS);

— Hooamu niocymku 0o: — Bapmicmo (onuH ab0 JEKUIbKa CTOBIIIIB, 32 SIKUMHU
MarOTh OOUMCIIOBATUCH M1ICYMKOBI 3HAYEHHS ).

Kpim Toro, cimij mpocTexuTH, MO0 Y HUK- | Mpomikmi migcymn ? %

HI/ YaCTHHI BiKHAa OyJIM BCTAHOBJIECHI OMUII 3ami-
Humu nomoyHi niocymku ta Iliocymku nio oanu-
Mmu, 1 HaTucHYTH KHOTKy OK.

MNP KOMHIA 3MiHI B
IM'a E

BrKopWCTOBYEATH yHELiKD:

ITicng BUKOHAHHS 11l€] KOMAaHIU CHUCOK Ha- O
Oyne Burisny crpykrypu. Ha puc. 4.3 Ik R ———
CITMCOK 3 PO3TOPHYTHMH 3allMCaMH Y ITiJICYMKO- EKG Jp— "
BHX I'pVYIIax. Kinekicre

py DLI,iHE

Kuonkn 3 mosnauxamu [, mo posmimeni

JIBOPYY CIHCKY, MOKa3yIOTh Ha Te, IO BCl 3aIlu- Cran

. . i |:| Hazea npogaHoro ToEapy v
CH B YCIX Tpylax CHUCKY IOKa3aHI Ha €KpaHi.
[Ipy HaTUCKaHHI HA Il KHOMKMA 3HAYKH HAa HHUX
MEPETBOPATHCS HA , a BC1 3alUCH BIiJIMOBIAHOL
rpynu OyayTh 3rOPHYTI.
st Toro mo0 mpuOpaTu CTPYyKTypoBaHy || BwAanumasce SESETL

3amMiHWTH NOTOYHI NigoyMEN
|:| KiHeub cTOpIHEW MK rpynamm
MigoysErn Nig gaHrumm

p036I/IBI(y CIMCKY 3 MiJABEACHHAM IM1JCYMKIB, KO-
M HII[C}/MKI/I y TabJIuIi CTaHyTh HEMOTPIOHUMHU, Tpeba BUAUINTH BECh Alama3oH Kii-
TUHOK 1 BUKOHATU KOMaHAy [Ipomidxcni niocymxu, MICAs 4Oro y 1ajJoroBOMY BIKHI
HAaTUCHYTH KHONKY Buoanumu éce. 13 Tabnuui OynyTh npuOpaHi sk oO04YMCIeH] M-
CYMKH, TaK 1 €IeMEHTH CTPYKTypH JOKYMEHTA.
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A | B C D E F G H
. Kog - . .
1 Ia'a Nata npogaxy Kinekicte| LUina BapricTb CraH Hazea npopaHoro Toeapy
2 |Angpin 03.03.2016|A02211 1 1082,00 1082,00 |MoeepHeHo [MNporpamue 3aBeaneyeHHA
3 |Angpin 03.03.2016{A02213 2 958,50 197.00 |MoBepHeHo |Knasiatypa
4 |Angpin 03.04.2016[A02218 3 244 99 734,97 |MNpogaHo Knagiatypa
5 |Angpin 03.05.2016|A02221 1 102,80 102,80 |MoeepHeHo |Knaeiatypa
6 |AHgpin 03.056.2016|A02222 2 102,80 205,60 |MpogaHo Knaeiatypa
[=] 7 |Augpii Nigcymok 232237
8 |Biktop 03.03.2016{A02212 5 570,00 3 350,00 |MNpoaaHo J:epeno }1ENeHHA
9 |Biktop 03.04.2016[A02216 2 1920,00 3 640,00 [MoeepHeHo [[:epeno :vBNeHHA
10 |Biktop 03.05.2016[A02219 5 650,00 3 250,00 |MpogaHo Mporpamue 3abeaneyeHHA
[=] 11 |BikTop Migcymok 10 440,00
12 |PomaH 03.04.2016[A02214 1 102,80 102,80 |MoeepHeHo |Knaeiatypa
13 |PomaH 03.05.2016(A02223 4 1920.00 7 680,00 |MpogaHo Jepeno ¥1eNeHHA
[=] 14 [Poman Migcymox 7 782.80
15 | Cepriii 03.03.2016{A02210 2 529,99 1259,98 |[MpogaHo [Nporpamue 3albeaneyeHHA
16 |Ceprii 03.04.2016|A02215 1 920,00 920,00 |MNpoaaHo [NporpamHe 3abeaneyeHHA
17 | Cepriit 03.04.2016[A02217 1 570,00 670,00 |MoeepHeHo |[xepeno ®WBNeHHA
18 |Cepriit 03.05.2016[A02220 3 1082.00 3 246,00 |MopepHeHo  [MMporpamue aabeaneyeHHA
[=] 19 |Ceprin Migcymok 6 095,98
[=] 20 I3aranbuui‘| niacyMmox 26 641,15

Pucynox 4.3 — Burinsan tabnuiii 3 mijicyMKaMu CyMapHOi BapTOCTi TOBApIB,
IPOJIAHUX KOKHUM MPOJaBIEM

5 3Beaeni Tadaumi

3BeneHi Ta0MLi BUKOPUCTOBYIOTHCS JUIS IIBUJKOTO MIJOUTTS MIJCYMKIB 1 OTPH-
MaHHSI PI3HOMaHITHUX JUHAMIYHMX 3BITIB. 3a JOMOMOTOIO 3BEJICHUX TAOJIMIlh 1 3BEJIE-
HUX JIlarpam 3a JIiueHl CeKyHI MOKHA OOy IyBaTH CKJIQHI 3BITH JJIs BEJIMYE3HUX Ma-
cuBiB qaHux. KpiM Toro, 3Be/ieHi TaOJIMIIl JO3BOJISIOTH 3MIHIOBATH CIIOCIO aHami3y Jia-
HuX "Ha JIbOTY" B pe3yJsIbTaTi MEPETATYBaHHS MOJIB 3 O/IHIET 00JIACTI 3BITY JIO 1HIIIOI.

CtBOpeHHS 3BeJICHOI TaOJHUIll 31HCHIOETHECS KOMaHJIOW 3gedena mabiauys Ha
BKJIaAI Becmasnenns y rpyni Tabauyi.

Sk MPUK/IAJ PO3LITHEMO TOPAIOK CTBOPEHHS 3BEJICHOT Ta0NHII 32 TaHUMH Ta0-
JUII Ha apKyHn IIpoolpuc (nuB. puc. 4.2) 3 OOYUCICHHIM CyMapHOi KITbKOCTI KOHK-
peTHUX TOBapiB, MPOJAHUX KOXKHUM 3 MPOJABIIIB, 1 pOSMlHleHHHM il Ha HOBOMY ap-
Ky, Iy 1iporo Tpeba BHIIIUTH BCi €JIGMEHTH TaOJHII Pa30M i3 3ar0JIOBKaMHU CTOB-
mmiB  (miamazon Al:H15 nHa
apkyuii /Ipodlpuc) 1 BUKOHATH
KOMaHJy 36edeHa maoauysi.

[Ticnst uboro Ha HOBOMY
apKyII 3’SIBUTHCS MaKeT 3Be-
neHoi Ta6mwmii. [lpamtoBatu 3
HUM HECKJIaJIHO — Tpeba mepe-
TATYBaTH MHUIIICIO Ha3BU CTOB-
miiB (rmomiB) 3 BikHa [lons

CTeopeHHA 3BeqeHol Tabauui ? >

BEWBepiTe gaHi gna aHanizy
@ BEwbpati Tabnuumw a6o gianasoH
Tadnuua/dianasoH: | MNpoglprc5A451:5H515 EoF

() BUKOPWCTOBYEATM JOBHILIHE JHEPEno JaHNK

IM'a NigenoYeHHA
BHEOPHUCTOBYEATH MOZENb AaHWK Ll KHUMK

EWBepiTE poO3TaWYEaHHA 3EITY 3EE4eHO0T TABAML

36e0enoi mabauyi B 00JACTh
PANKIB, CTOBMIIB, 3HAY€Hb 1
¢inpTpiB Makera. €aMHA OCO-

(®) HOBWI apEywWw
() HameHWiA apkyw

X Po3TalLyEaHHA: e
OJIMBICTh — POOUTH 1€ SIKOMO- _ _ _ _
. , YKaMITh, Y4 NOTPIBHO NPOaHANIZYEATH Kinkka TaBnuLb
ra ToyHime: moje Im’s — B _ _
. Jdogati gaHi go Mogeni gaHmuy
obmacte Cmosnuyi, nione Ha-
36a NpPOOAHO20 Mosapy — Cracysatn
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B 00s1acTh Psoku, mosie Bapmicms — B 00JaCTh 3HAYEHHSL.

. .
o . :
MepeTagHITE NeNs M8 TaKUIMK 0BNacTAMM:
L] L]
O ° °

(L ° °
©ITPA ° o~ TOBMLLI

A B C D E F G -
; | Nona 3eeneHol Tabn... ™ %
3 I BHEEFIin nonA, Akl CAig 404aTH -
4 AOD 3BITy:
5 "
6 Mowwyk pel
v " o117 -
g ,.'._HTE
9 e
10 Kcag poAEHKY
11 I{i_l'ltm'ETt
12 — Uina o
13 [ — Eap:icn 0.
14 Crane, °,
15 Hazea ngcnaﬁgrc TOBADY A
16 .. ° °
17
18
19
20
21
22
23

P
Py [ ]

PAOKIY %, 3HAUEHHH
v <

A

VY nporieci nepeTsAryBaHHS 3Be/ieHa TaOIUIl TTOYHE 3MIHIOBATHCS 1 TTICIS TIEpeMi-
IIICHHS TPHOX BKA3aHMX IOJIIB 31 CIIUCKY HAOy 1€ BUTIISTY

A B C D E F

2 |

3 |Cyma 3 Bapricts [IMa |~ :

4 Haaga npogaxoro toeapy |~ [Augpiii _ Biktop  Pomad __ Cepriit | 3aransHuii nigcymok
5 [[xepeno xneneHHA 12190 7680 1670 21540
6 |Knasiarypa 536137 1028 ‘ 5454 17
7 lMporpamue 3abeanevenna 3250 5425,98 8675,98
8 | 3aranbHui Nigcymok 5361.37 15440 77828 7095.98 35670.15

['HyuKicTh HaJAIITyBaHHS 3BEJCHUX TAOJHUIlb J03BOJISE "Ha JIHOTY" 3MIHIOBATH
aHaII30BaH1 JlaHl, y pe3yJbTaTi MPOCTOTO MEePETATYBAHHS OB, HAPUKIIAJ, TaK 100
OTPUMATH 3BEACHY TAOJMII0 MAaKCHMAJbHOI KUIBKOCTI MPOAAHUX TOBAPIB 3a JHIMHU
KOXXHUM 13 MPO/IABIIIB.

€IUHUI HEJOMIK 3BEICHUX TaOJUIb — BIJCYTHICTh AaBTOMATUYHOTO OHOBJICHHSI
(nepepaxyHKy) NpH 3MIHEHHI1 JAHUX y BHUXIJTHOMY CIUCKY. {71 BUKOHAHHS TakOro
OHOBJICHHSI CJI1]] BUKOHATH KOMaH/Iy KOHTEKCTHOTO MeHIO OHogumu.

[Ipamroroun 3 BEIMKUMH 3BEICHUMH TAOIMISIMU MOXHA iX CHpPOILYBaTH, (iIbT-
pytoun yacTuny iHpopmarrii. Camuii IpocTUii crocid A1 bOro — PO3MICTHTH JIESKI
noJist B 00JacTh (PUIBTPIB 1 BUOMPATU 3 PO3KPUBHUX CIMCKIB TUIHKK MOTPIOHI 3Ha-
YeHHS, TUM CAaMHUM JICTaJI13yBaTH 3BIT 32 TUMH YU IHITUMU KPUTEPISIMHU.

3BejieHi AiarpaMmu BUKOPHUCTOBYIOTHCS JIJII HAOYHOTO TpadidyHOrO MOJAHHS Ja-
HUX 31 3BeZieHuX Ta0nuis. Ha BimMiHy BiJl 3BUYAHUX JlarpamM, 3BEJICHI JliarpamMu €
IHTEPAKTUBHUMH, OCKUTHKHU 1X MOYKHA BUKOPUCTOBYBATH HE JIMIIIE JIJIS TIEPETIIsATy Ja-
HUX y rpadiyHOMY BUTIISAL, a ¥ TpaHC(HOpMYyBaTH IXHIO CTPYKTYpPY AHAJIOTIYHO [0
3BeJIeHuX Taonuilk. [logiOHO 10 3BeaeHOi Tabiuill, 3BEJICHA JlarpaMa Ma€ KHOIKH
TOJIIB, 32 JIOMIOMOTOI0 IKUX MOYXHA OTPUMYBATH Pi3HI MOJAAHHS BUXIAHUX JAHUX.

JIJia cTBOpEHHS 3BE/IEHO1 JiarpaMu Tpeda MOCTaBUTH Kypcop Y Oyab-gKy KIITHH-
Ky 3BEJICHOI TaOJIMIll 1 CKOPUCTATUCS KOMaHO 36edeHa diazpama, sika po3MileHa
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Ha BKJIAAMLI 3Hapsaoos 0nst 36edenux maobauys | Ananizyeamu 'y rpymi 3uapsoost.

Hwxye HaBeneHo mpuKiaa 3BEAEHOT iarpamMu Jjis 3BEICHOI TaONHIll CyMapHOi
KUTBKOCTI MPOJAHUX TOBapiB KOKHUM 13 MpojaBiiB. Tum 1i€i 3BeeHOI aiarpamu
Cmoenuacma diazpama 3 HAKONUYEHHSM.

A B C D E F G
CraH MNpoaaHo |-F
Cyma 3 Kinekicte Im'a |~
MicAy - |[ara - |Angpid Biktop Poman Cepriii | 3aransHuil nigcymok
-IBep 03 Bep 5 2 7
=IKEi 03.Kai 3 1 4
- Tpa 03.Tpa 2 5 4 11
3aransHui nigcymok 5 10 4 3 22
CraH ,Y

Cyma 3 Kinekicte

12
10

P B P = — = | | | | | [ =
N S I R e e b R B L e

s IMa =
5 - m Ceprii
4 Poman
S @ N BikTop
D3.5ep 03.Ki 03.Tpa ™ Arppid

bep HEi Tpa
Micauj = [fata = e -

23
31 3BeJICHOIO JllarpaMOI0 MOKHAa BHKOHYBAaTH TakKl caMoO oOIlepailiii, 110 1 31 3BH-

YaifHOIO JiarpaMolo: BUOMpATH THIl JiarpaMH, 3MIHIOBAaTH KOJip (OHY, HAJAIITOBY-
BaTU CITKY, MIPU(TH, 3aJTUBKY TOIINO. 3BEJICHI JlarpaMu 1 TabJIuUIll MaloTh Iie 0araTo
MIPUEMHHUX MOXJIUBOCTEH 1 IP1OHULIb.

3MIHUTH CTPYKTYpY 1 THII 3BE/ICHOI JlarpaMu MOKHA, HE 3MIHIOIOUU CTPYKTYPY
BUX1JTHOI 3BeJIeHO1 TabuIli. 3a I0MOMOI0OK0 KOMaH/Iu KOHTEKCTHOTO MeHI0 [lepemic-
mumu diazpamy MO>XKHa BUHECTH 1i Ha OKpeMull apkyu. Hanpukiaz, miciast BAHECEH-
Hs MOMNEPEAHbOI 3BEJICHOT JAlarpaMyd Ha HOBHMM apKylll 1 3MiHEeHHA Tuiy Ha 00 'emHa
HOPMOBAHA 2ICMO2PAMA 3 HAKONUYEHHAM BOHA HAOy 1€ BUTIISILY:

Cro > +

Cyma s ShanicTn

Tp
w
w
.l
h

03.Tpa

In'n -

; AR AHAPIR
Moms - "
Gata - x— 03.Kal 3 2 1 ' 2 ‘ Bixrop
-
2

Poman
w Ceprii

03.6ep

Bep

+ o% 20°% a0k 60X B80% 100%
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OTtpumana 3BejieHa JiarpaMa TeX 1HTepaKTHBHA — KOPUCTYBay MOKe BUOMpATH,
K1 1aHl TOKa3yBaTH, K1 MPUXOBYBAaTH.

6 ®yukuii kateropii "'ba3za nanux""

dyukuii kateropii "'ba3za nanux" — BOynopani ¢ynkiii Excel, sxi 3ade3neuy-
I0Th aBTOMAaTH3all10 GOopMyBaHHS MiACYMKIB JIJIsl 3aIIMCIB CIIMCKY, HAIIPUKIIA, 004YH-
cienHs kuibkocTi 3anuciB y B/ (byukiiss DCOUNT) abo oO6uncieHHs: CyMU 3Ha4Y€Hb
(pynxuigs DSUM), sxi 3a10BOJIBHSIOTH AesiKi yMoBi. J1Jis 3acTocyBaHHs BOYJOBaHUX

GbyHKILIN cIi 3a3/1a1€eriib MAroTyBaTy lana3oH YMOB.
Bcerboro y kateropii "ba3a nanux" € 12 ¢yHkuiid, npusHayeHHs SIKUX OMUCAHO B

Tabm. 4.1.

Tabnuys 4.1
Hesiki ¢pynkuii kareropii ''ba3a nannx"’

HaszBa ¢pynkmii

Onuc

(poc. BCUETA)

DAVERAGE | O0uuciioe cepeiHe 3HAUYECHHS JAAHMX y MEBHOMY CTOBIILI CIHUCKY
(poc. JCP3HAY) (b/1) ass 3anmciB, K1 BIANOBIAKOTh 3alaHUM YMOBaM
DCOUNT | IlizpaxoBye KUIbKICTh YUCIOBHX KIIITHHOK y CTOBMII 3amuciB b1, sxi
(poc. BCUET) | BiAmoBigaOTh 3aJaHUM YMOBaM
DCOUNTA | [lizpaxoBye KUIbKICTh HEMyCTHUX KIITUHOK Yy cToBMIl 3amuciB BJI,

SK1 B1AIIOB1AAalOTh 3alaHUM YMOBAM

DGET
(poc. BU3BJIEUD)

Bigmrykye 1 moBepTae oJiHE 3HAYCHHS, SKE€ BIJANOBIIAE 3aJaHUM
yMOBaM. SIKILO JKOJCH I3 3aIUCIB HE 3aOBOJBHSE KPUTEPIHO, PyHKLLis
TNOBEPHE MOMHJIKY #3HAU!. SIkmo x JekiibKa 3amuciB 3aJ0BOJIBHSE
KpuTepiro, To PyHKItis moBepHe nomunky #UMCJIIO!

(poc. BICYMM)

DMAX [ToBepTae HaNOIIBIIE YUCIO y CTOBIIII CIHCKY, K€ 3aJI0BOJIBHSIE
(poc. IMAKC) | 331aHUM yMOBaM
JIMUH [ToBepTae HaliMEHIIIE YUCIIO y CTOBMII CITUCKY, SKE 33JJ0BOJILHSIE 3a-
JJAHUM YMOBam
DSUM OOuucnoe CymMy 4YHCENT Y CTOBMIN CIHUCKY, $KI BIAMOBIIAIOTH

3aJaHM YMOBam

Koxkna 3 nux ¢yHKIIii BUKOPUCTOBYE TPU apTYMEHTH:
1 aprymenT — basa_Oanux — 11ana3oH KJIITUHOK 0a3u JaHuX (Ta0miui);
2 apryMeHT — [lone — HOMep cToBILA (a00 MOro 3aroyioBOK y Jamnkax) 3 YUCIO-

3 aprymeHTt

BUMMU JaHUMU O 00YHCIICHHS CyMH,

— Kpumepiti — nianazoH KJIITUHOK 3 YMOBaMH B1JI00pY JIJIsl OJTHOTO abo

JeKinbKOoX cToBIIIB b/l, BKIIFOUaroun 3aroiIoBOK a00 3aroJIOBKU IIHX
CTOBIIIIIB.

OcCKUIbKM TIepIni 1 TPETI apryMeHTu (yHKIIH 13 kaTeropii 'ba3a qaHux' nocu-
JIAIOTHCS HA IHTEPBAIM KIITUHOK Ha poOOYOMY apKyllli, TO Mepe]] 3aCTOCYBAHHSAM IHX
¢byHK11i# Tpeda B OKpEeMHX KIIITHHKAX MIATOTYBATH Jiarna3oH yMOB.

Hampuknazn, nis o04uCIeHHsT cyMapHOi BapTOCTI TUTHKKM TOBEPHEHHX TOBApPiB

3 iiHoro moxa 500 rpH. 3a Tabnuiero [lpodlpuc (nuB. puc. 4.2) ciij CoOYaTKy IMiaAro-
TyBaTHU Jiana3oH YMOB IiJl TaOIuIer0, Hanpukia, y kinituakax A18:B18. Jlns uporo
Tpeba ckomitoBaTu y KIITUHKY A17 Ha3By croBnus Cman, a B KITUHKY B17 — Ha3By
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croBmis /lina. Kpim Toro, y kmituaky A18 BBectr abo ckoriroBaTH 3HaueHHs "'TloBep-
HeHo" (6e3 mamok), a B kniTuHKy B18 BBecTn 3Hauenns ">=500".

Jlam MokHa mianucaTtd KNTHHKY A20, BOUcaBIM B HEl TEKCT ''BapTicTh moBep-
HeHuX", a HWKYEe y KMTHHKY A21 3a JTOMOMOIOIO KHOIIKH [ Bemasnenns @dyuKryii
BcrauTH (yHkiiro DSUMC i3 kareropii basa Oanux. 3aiuImioch 3allOBHUTH TPH
apryMEHTH 1€l QYHKIIT y A1al0TOBOMY BiKHI1 Apeymenmu QhyHKyii:

AprymeHTi dyyHKUi ? >
DSUM
Baza_paHMx | A1:H15 BBz = [Im'a™data™ Kog npogaxy " King..
Mone & B = 6
Kputepii | A41T:B12 ER:| = A17:B13
= 9867

CENajac 41uona y cToBNUi 3anvcie 6asn JaHuy, AKi BignosiganTe YEAZaHUM YMOEaM,

baza_gaHWMx Jiana3oH ENITMHOK, AKI YTEOPKKOTE CNWCOK 260 6a3y gaHux. basa
AaHWX - Ug CNWCoK CNopigHeHux JaHux,

IHAYEHHA: 9867

AoEigka 3 Liel dyHELL CEaCyeaTH

Omxe, U151 OOUMCIIEHHSI CYMapHOi BapTOCTI BCIX MOBEPHEHHUX TOBapiB Gopmyra 3
¢dyuskiiero DSUM nalyne Burmsiay:

= DSUM (A1:H15; 6; A17:B18)

A2l - Je =DSUM(AL:H15;6;A17:B18)
A B C D E F G H
Im'A Oata Kon Ki i i BapTi Cran H
; npo INbKICTH Liina PTICTh asEa npogaHoro Toeapy
2 |Ceprin 03.03.2016|A02210 2 62099 [ 125098 |Mpogavo [porpamue zabeznedyeHHA
3 | Axppili 03.03.2015|A02211 1 1111,00 | 111100 [NosepHeHo [KnasiaTvpa
4 |BikTop 03.03.2M5|A02212 5 1670,00 | 835000 [Npogado xepeno HHBNEHHA
5 [AHgpin 03.03.2016|A02213 2 52,50 197,00 |NosepHeHo |KnaeiaTypa
& |Pomax 03.04 20118 A02214 1 102,80 102,280 |NosepHeHo |KnaeiaTypa
7 | Ceprii 03.04.2016|A02215 1 520,00 520,00 |NpogaHo Mporpamue zafiezneyeHHA
& |BikTop 03.04 2016 |A0ZFHE 2 182000 | 324000 [NosepHeHo [[#epeno MWENSHHA
9 | Ceprii 03.0420M6|A02217F 1 1670,00 | 1670,00 [NosepHeHo [[xepeno MHENESHHA
10 | AHgpin 03.04 20168 A02218 3 124455 | 3734597 |MNpogado KnaeiaTypa
11 |BikTop 03.05.2016|A02215 S 850,00 [ 325000 [NpogaHo MporpaMie safesneyedHHa
12 [Ceprif 03.05.2016 | A02220 3 108200 | 324500 |NoeepHedo |MporpamMie safesneyedHHa
13 [AHgpili 03.05.2016 | A0ZXH 1 102,80 102,20 |NoBepHedo [KnasiaTypa
14 [AHgpil 0305206 |A0Z222 2 102 80 205,60 |MNpogaHo KnagiaTypa
15 |PomaH 03.052M5|A02223 4 182000 | 763000 [Npogado xepeno HHBNEHHA
16
17 CraH Llina
18 |NosepHeHo |==500
19
20 | BapTicTk NOBEPHEHKWX
21 | 98671
77 ¥

8V pociticbkomorHiii Bepcii pynxiis DSUM nasusaetscs BJICYMM.
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Jlexyis 5
Makpocu. OcHoeu UBA

Mosga nporpamyBanns Visual Basic for Applications (VBA) € BOyaoBaHo0 118
Bcix mporpam makera Microsoft Office. Komanau 1iei MoBu po3ymie Oyab-sikuii odic-
HUM 3acTOCyHOK, Oyab-To Excel, Word, Outlook abo Access.

Makpoc — 11e 3anporpamMoBaHa IMOCiTOBHICTE 1K (Mporpama, mpoieaypa), 3a-
nucaHa MoBoro VBA. Makpoc MoxHa 3alycKaTd CKUIbKM 3aBrOJHO pasiB, HaIpU-
Kiaa, 3Myiyroun Excel BUKOHYBaTH MOCHIIOBHICTh OyAb-SKHMX MOTPIOHMX HaM i,
K1 HE XOUeThCS BUKOHYBaTH BpyuHy. OTXKe, JUIsl aBTOMaTH3allli BAKOHAHHS MTOBTO-
proBaHUX 3aBAaHb y Microsoft Excel MokHa HIBUAKO 3amucaTé MAaKpoOC ..
MaKpOpeKoAepoM abo CTBOPUTH HOT0, BUKOPUCTOBYIOUM penaktop VBA.

[Ticast ctBOpeHHsST Makpocy (IporpaMu) MOro MokHa MPU3HAYUTU O0'€KTY  Maxpocu
(manpuknan, rpagivHOMy 00'€KTy a00 eeMEeHTY KepyBaHHs), III00 MOXKHA 4
OyJI0 3aImyCcKaTy e MaKpoC KJIAllaHHIM 10 00'€KTYy.

Makpon

Efr Mepernamytn makpoc

1. 3aco0u cTBOpeHHsSI MAKPOCIB 7 3amucamt maxpoc..

CTBOpUTH MaKpOC MOKHA OJIHUM 13 TAKUX CIIOCOOIB: —_— .
BigHoCHI NocKnaHHA

1) 3anuc Makpocy 3a JI0MoOMOTro MaKpopeKoaepa.

Makpopekoaep — 1e 3aci0 aBTOMaTHYHOIO 3alKcy Al KOPUCTyBadya MOBOIO
Visual Basic. B Excel 2016 nns 3anucy makpocy Tpeba Ha Bkiaai /lodanns y rpyti
Maxkpocu BukoHatn koMaHny Maxpocu | 3anucamu maxpoc. Y nianoroBomy BikHI 3a-
nuc Maxkpocy CIijl 3aJ1aTi 1IM’sl Makpocy, KpIM TOro MOXHa 3aJaTh Micle 30epiraHss,
OIMKC Ta KOMOIHAIIIO KJIaBilll, HATUCKAHHSA SKUX OyJle aBTOMaTHYHO BUKJIMKATH 11l Ma-
kpoc. Ilicns Hatuckanus kHonku OK y 11bOMy BiKHI yC1 BUKOHYBaHI [Iii 3alyCyBaTu-
MYTbCSl OKPEMUMH KOMaHJIaMH Y MaKpoC JIOMIOKH He Oyjie BUKOHAHO KoMaHty Makpocu
| 3ynunumu 3anuc. Hagam nporpaMHuii KOJI 3allMCAaHOTO MaKpOCy MOKHA BiJpeiaryBa-
T 3acobamu penaktopa VBA.

2) CTBopenHsi Makpocy B penakropi Microsoft Visual Basic.

CrouaTky NOLiNBHO Ha BKnaui Pospobnux’y rpyni Koo BHKOHATH KOMaHIY
besnexa maxpocie. Y pianoroBomy BikHI [Jenmp 6Ge3nexku ma KoH@iOenyiunocmi y
rpyni Hacmpoiika maxpocie YBIMKHYTH® ONIit0 YeimkHymu 6ci maxpocu (me pexo-
MEHO0BAHO, OCKINbKU MONCIUBE GUKOHAHHS NOMEHYIUHO HeOe3neuHo20 K0OY).

o6 BimkpuTH BikHO penakTopa Visual Basic, ciia Ha Bkiaaii Po3poonuk y rpyti

Koo ButncHyTH KHOTKY | Visual Basic a6o HaticHy™ Kiasiui [Alt] + [F11].
Jlami JoLiNBHO CTBOPUTH MOAYJIb, BUubpasmu 3 MeHto Insert komanxy Module®.

7 SIxmo Bxnagxa Po3pobuux He NOCTYIHA, MOKHA BUKOHATU koMauny Paiin | ITapamempu | Llenmp 6e3nexu ma kougi-
Oenyitinocmi, 1 HATUCHYTH KHOTIKY Hacmpotixa yenmpy 6e3nexu ma KonpioeHyitinocmi.

8 Jlns 3ano0iranHs 3amycKy MOTEHLiHHO HeGE3MEYHOro KOy MO 3aBepLIEHHI poOOTH 3 MAKpOCAMHM PEKOMEHYEThCS
MOBEPHYTH MapaMeTpH, 110 BiJKIIOYAIOTh yCi MAKPOCH.

® Moy OymyTh CTBOPEHi aBTOMATHYHO IS BCIX apKYIiB KHHIH.
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LleHTp Geznern T2 KoHpIAEHLIRHOCTI

Hagjiini katanorn HagByaoe
HaaByaoen

Hacrpoiikn ActiveX
Hactpoiikn makpocie
BezneuHe nogaHHA L)
Pagok noeigomneHs
30BHILLHIA BMICT

Mapamerpn BnokyeaHHA Gainie

-

Hacrpoiku makpocis

BumkHyTw BCl mMakpocow Bes cnosileHHA
BumMKHYTH BCI MAKPOCK 3i CNOBILLEHHAM
BumkHyTH BCI Makpock, KpiM MaKpOCE i3 LdpoErUM Nignucom

YBIMKHYTW BCI MaKpOCK (HE pEKOMEHACEAHD, OCKIABKK
MOXJIMEE BMKOHAHHA NOTEHUIRHO HEBEINEUHoTo Kogy)

Hacrpoiiku makpocis Big pospobanka

Josipatk goctyn go of'ekTHOT mogeni npoekTis VBA

014

Crkacyeatn

-

[Ticyist bOTO MOHA BBOJIUTH MPOTPaMHUIN KOJT y 1absioH Makpocy Maxpocl.

Sub Makpocl()
End Sub

ne Sub Makpocl() — 3aroJoBOK Makpocy, Horo modarok, a End Sub — iforo kinenn. Mix
HUMHU CIIIJl BBOAUTH TEKCT MAaKpOCy, IPOTE€ BCTaBUTH MAOJIOH npoueaypH (ii
3aroJIOBOK 1 KiHellb) MOkHa 1 komaH oo Insert / Procedure. Tlpu HamvcaHHi
nporpamu iHTepriperatop VBA KOHTpOIIIOE CHHTAaKCUYHI TTOMUJIIKH.

[lepeBipuTi TpaBONKMC MOKHA

VBAProject. IlepeBipka mparie3naTHOCTI po3poOJICHOT Mpo-
neaypu BiAOyBaeThesl HUIIXOM 11 BUKopucTtanHs B Excel
(BUKIMK (DYHKI[T IIJISIXOM BCTaBJICHHS (YHKINT 31 CITUCKY
¢ynkuii Excel un To BUKIMK mianporpamu 3armycKOM Mak-

pocy abo KopuCTyBaIlbkoi (popmm).

3aIyCTUTH MakpocC 3 BIKHA MOJYJISI MOKHA KJIaBILLIEIO

[F5]. Komu makpoc Oyzae cTBOpeHHiA,

xomanmoro Debug / Compile

[ Aa & [l

=0

Bcrasuw

Enementn kepysanna dopum

OEVIBIEE @

Enementh kepysanna ActiveX

O E ¥ BBl

3 meHro File cimix Bu-

oparu komany Close and Return to Microsoft Excel

3BUYAalHO MAaKpOCH IIPUB’ -
3YIOThCS IO €JIEMEHTIB KEpYBaHHS Ha
apKyIil, 4YacTime 3a Bce — J0 KHO-
nok. KHOMKy Ta iHIII €JIeMEHTH Ke-
pyBaHHS MOXHa HAWTH Ha BKJIAIII
Po3pobnux, HaTUCHYBIIM KOMaHIy
Bcemasumu. Tlpu po3miniieHHI KHOIT-
KM Ha apKyll 3’SIBUTHCS BIKHO 3aIlu-
Ty Ha NPU3HAYEHHS 1M MAKpOCy OJ-
HUM 13 JIBOX cnoco6iB Cmeopumu
abo 3anucamu:

— HaTUCKaHHS KHONKu Cmeopu-
mu BiAKpue penakrop Visual Basic
JUIS. CTBOPEHHST MaKpOCy MPOrpaMHUM
[UISTXOM;

— HATUCKaHHA KHONKW 3anuca-
muy TIOYHE 3amuc Makpocy (moaidHo

EleaAallSi
L |

MpuzHa4YuT Makpoc

Im'a makpooy:

KHonkal_KnauHiTe ez

Makpoci

Makpocow 3 | ¥Ci BigepWTi KHWMK

COnue

LCTEOPWTH

JanucaTH...

CEaCyEaTH
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10 xomauau Ilooanns | Maxkpocu | 3anucamu maxpoc).

SIKI0 Tpu BCTaBJIEHHI KHOIMKH MpocTo HaTUCHYTH OK, TO KHOMKa Oyje BCTaB-
JeHa 6e3 mpUB’A3KU 10 MaKpocy. Y MOJANbIIOMY ISl IPU3HAYEHHS ii MaKpOCy CIif
BUKOHATH KOMaHAy KOHTEKCTHOTO MEHIO [Ipusnauumu maxpoc 1 BUOpaTu iM’a BKe
CTBOPEHOTO MaKpOCy.

2. Tunu nauux VBA Ta oroJiomeHHs 3MiHHUX

VBA 103BoJj1si€ BUKOPUCTOBYBATH 3MiHHI 1 KOHCTAHTU PI3HMX THIIIB: YHCIIOBI,
TEKCTOBI, JIOT1YHI, TaTH ¥ 4acy, 00’ €KTHI Tomo. Ta Ha BIAMIHY Bij] 1HIIMX MOB TPO-
rpamyBaHHs, VBA Mae e i 3aranpHuil TUD JaHux Variant, skuit Moxe HaOyBaTu
XapaKTePUCTHKHU 1HIIWX THUIIIB, 3aJIE)KHO BIJ JaHUX, AKI 30epiraroThCs came 3apas.
I{et T BUKOpUCTOBY€EThCsI VBA 3a MpoMOBYaHHSIM.

Tun Omnuc

Byte — IIJIOYMCTIOBHH, po3MipoMm 1 OaiiT, mimi urcna 0 1o 255;

Integer — uutouncnoBui, po3mipoMm 2 Oailtu, nili uyucna Big -32 768 1o
+32 767;

Long — IUIOYUCIIOBUH, po3MipoM 4 OGaiTu, 1t uncia Big -2 147 483 648 no
+2 147 483 647;

Single — nilicHWIA, OJWHAPHOI TOYHOCTI 3 PYXOMOIO KpPAIKOK PO3MipoM
4 GaiiTu;

Double — miiicHWIA, TOABIMHOI TOYHOCTI 3 PYXOMOK KpAIKOK PO3MipOM
8 OaliTiB;

Currency — rpomioBui, 3 (HiKCOBAHOIO KPAMKOIO (4 3HAKHU MICIS KParku);

String — BuxopuctoBye mo 1 Gaiity amns 30epiraHHs KO)KHOTO CUMBOITY PSIKa i

toc 1 GalT A1l MO3HAYKY KIHIIS PSJIKa;

Boolean - moriunwmii 31 3HaueHHsAMU True ado False;

Date — Jara ¥ 4vac, 3Ha4YeHHS 30epiraeTbcs SK JIMCHE YMCIIO, IIiJla YacTHHA
SKOTO BIIMOBIJA€ 3a NaTy — KUIbKICTh IHIB micist 30.12.1899, a nilicHa
BIAMOBITa€ 3a yac — yactuHa 100u (1 roguna — 1/24 noown);

Object — BukopuctoBye 4 0alTH 1) MOCHIAHHS HAa Oyb-sIKUi 00'€KT;

Variant - yHiBepcanbHUIl, MOXKe 30epiraTu 3HAYCHHsS OYyIb-IKUX THUIIB 32 BH-
HaTkoM Object.

Hes3Baxkarouu Ha Te, 1110 TUM Variant 3py4Huii i mo30aBise BiJ ASIKOT YAaCTUHH
poOOTH TIpU HAIMCAaHHI KOAY, BIH BUMarae OuIbIIOro o0cary mam'arti, HiXK Oyb-sIKui
IHIIMI TUI JaHUX, 32 BUHATKOM BEJMKHX pszKiB. KpiM TOro, MateMaTuyHi oneparii
i omepailii OpPIBHSIHHS HAJ JaHUMH TUIY Variant BUKOHYIOTHCS MOBLUIBHIIIE, HIXK
nmoaiOH1 omneparlii HaJl JaHUMU Oy/b-SKOTO IHIIOTO THIY. A TOMy, clif 6€3 moTpedu
YHUKATH BUKOPUCTAaHHS 3MIHHUX Variant.

Xoua orojouieHHs 3MiHHUX Y VBA He € 000B'SI3KOBUMH, X BUKOPUCTAHHS Ha-
CTIHO peKoMeHayeThesi! OroJIoNIeHHs] 3MIHHUX PI3KO CIPOIIY€E BIJACTEKECHHS 3MiH-
HUX 1 BUSIBJICHHS TTOMUJIOK Y KOJI.

SIBHe OroJIoIEeHHs 3MiHHUX:

Dim Im s _sminnoi [As Tun_s3minnoil [, Im’s_3minnoi As Tun 3minnoi2]]

[Tpukmam orojomeHHs TEKCTOBOT 3MIHHOT SFirstName i miouncioBoi nCounter:

Dim sFirstName As String, nCounter As Long

Mosa VBA 1103BoJIsSIE CIPOIIEHHI BHTJIS OTOJIONIEHHS 3MIHHUX 32 JOTIOMOTOIO

MpUETHAHUX CHMBOJIB-crienudikaTopiB: % - Integer; & - Long; ! - Single; #
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- Double; @ - Currency; S - String. OTxe, HaBeICHUI BUIIE MPHUKIAL Or0J0-
[IEHHS MOYKHA 3aIliCaTh 1 TaK:
Dim sFirstName S, nCounter&

3. Jliasorosi BikHa
1) MsgBox — 11iajioroBe BiKHO NOBiIoMIIeHHSL. [ yHKIIisl Mae CKOPOUEHHi CHHTAKCHUC:
MsgBox("mexcm" [, mun knonox ma ixouxu] [, "'3aconosox"))
[cHye 1ina HU3Ka PI3HUX THUIIB IKOHOK 1 KHOIIOK, SIKI MOYKHA BUOUpATH VI BIK-
Ha 110BiToMiIeHHs. IIpUKIa M TUITB iKOHOK: vbCritical (abo 16)—%3; vbQuestion (aGo
32) - @; vbCritical (aGo 48) — N vbInformation (abo 64) — ) [lpuknaau TUiB
KHOIIOK: VbRetryCancel (abo 0) —; vbOKCancel (a6o 1) Lo [ e |

vbAbortRetryIgnore (abo 2) oot | ey | ignore |; vbYesNoCancel (abo 3) —
Love | ome | cncer | ypyesno (a6o 4) Ly | o ; vbRetryCancel
(abo 5) [ rewy | ignoe | SK1o He 3a3HavyaTy JKOJHOTO TUITY KHOTIOK, OyJe chop-

MOBaHO OAHY KHONKY OK. SIKIIO * KHOIIOK JeKiJIbKa, TO HATUCHYTY KHOIKY MOXHa
BH3HAYMTH BIATIOBITHOIO MEPEBIPKOIO, HAPUKIA:
Dim KHonka As Integer
KHonka=MsgBox("HaTucHiTb 6yab-aKy kHonky" , vbYesNo +vbQuestion, "MepeBipka™)
If KHonka = vbYes Then
MsgBox "KHorka Yes", vbInformation, "Mepwa kHornka"
elseIlf KHonka = vbNo Then
MsgBox "KHomka No", vbExclamation, "[pyra kHonka"

End If
Mepeeipka Meplua kHonka X Apyra kHonka X
lgl HaTtncHite Byab-AKy KHOMKY | | Knonka Yes l " Kvonka Mo

Her |

2) InputBox — JianoroBe BiKHO BBeICHHS. Moro (yHKIis Ma€e Takmii ckopode-
HHUM CUHTAKCHUC:
InputBox("mexcm" [, "3aconosox"][, "3mauenwns za npomosuanusm'])
Hanpuxitan:
Dim nocapga As String
nocaga = InputBox("BBeaitb Ha3By nocagn”, "Bubip nocaan", "HadanbHuk™)

BuBip nocaam x

Beegite Hazey nocagw
Cancel

HauaneHuk
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Jlexyis 6
PosranyieHi Ta uMkniuni crpykTynu VBA

1 YmoBHi onepaTopu

VY Visual Basic po3ramykeHHsI 004YHCIICHh MOXHa OPTaHi30ByBaTH TPhOMa OC-
HOBHHMH CITOCOOAaMH 13 3aCTOCOBYBaHHSM KIII0UOBHX CiB: If, Elseif, Select Case.

1.1 OpnopsinkoBuii oneparop If...Else

YMOBHUH OHOPSIIKOBUH orepatop If 3ae)KHO BiJl YMOBH BUKOHYBAaTUME OJTUH
3 JIBOX OIIEPATOPIB.
If < ymosa > Then <onepamopl> [Else <onepamop2>]

1.2 BbararopsiakoBuii oneparop If...Else...End If

If <ymosea> Then

<bnox onepamopisg 1, iKi BUKOHYIOMbCA, KOIU YMOBA BUKOHYEMbCAL (ICIMUHHA)>
[Else

<Bnok onepamopis 2, AKi UKOHYIOMbCS, KOAU YMOBA He GUKOHYEMbCSL (XUbHa)>)

End If

VY koxxHOMY 0110111 MOXKe OyTH Oyb-siKa KUIBKICTh OIEpaTOpiB, y TOMY YUCHI i
yMOBHUX oniepaTopiB. KOHCTpyKIlis 3 KJII0OYOBUM CJIOBOM Else € HE00OB I3KOBOIO.

1.3 Po3raiy:keHHs 004YHCJIeHb 32 KijibkoMa ymoBamu If...ElseIf...EndIf—
KacKaJHa popma
If <ymosal> Then
< [locnioosnicms onepamopis, siKi UKOHYIOMbCA, Koy ymosal icmunua >
ElseIf <ymoeal> Then
< [locnioosHicmv onepamopis , SIKi GUKOHYIOMbCS, KOAU YMOBA2 ICMUHHA >
[ElseIf <ymosa3> Then
< [locriooenicme onepamopis , Ki 6UKOHYIOMbCS, KOau ymosa3 icmunna >
[Else

< Ilocrioosnicms onepamopis , Ki 6UKOHYIOMbCS, KOAU 6CL yMOBU XUOHI >]
End If

3BepTaEMo yBary, 110 B3aEMHE PO3TalllyBaHHS KJIFOYOBUX CiB If, Then, Else,
End If ta ElseIf, yMOB 1 OomepaTopiB Ma€ TOUYHO BIATMOBIAATH CTPYKTYypl. bynb-sike
BIIXOJUKCHHSI Bill CTPYKTYpPU CHPHYMHHTb CHHTAKCHIHY [If <yyoea>

=
OMWJIKY. Harpukian, CMHTaKCHC ONepaTopa, HaBEAEHO- | Then B
IO IIPaBOPyY € HOMUIIKOBUM 4epe3 po3mimieHHs Then. <6nox onepamopie>| =
©)

1.4 Oneparop Select Case End If =

Select Case <Bupaz>

Case </[iana3zon 3Hauenv 1>
<[locnioosnicmv onepamopis 1>

Case </[ianazon 3uauenv 2>
<[locnioosnicmv onepamopig 2>

[Case Else

<[locnioosnicmv onepamopie N>|
End Select




42 Jlekuisa 6

Jlorika po6oTH omeparopa Select Case Taka. OOUMCIIOETHCS 3HaYeHHS Bupa-
3y 1 3HaliJieHe 3HAYCHHs MOPIBHIOETHCA 31 3HAYCHHSIMH, 3allMcaHuMU y /[lianazonax
3HayeHb TICIS KIIOYOBOTo ciioBa Case. BukonyBatucs Oyae Ta MOCHIIOBHICTH OIle-

paTopiB, U SIKUX 3HAYCHHS Bupasy 30iraeThes 31 3HAUCHHSAMH, 3aMMCaHUMU y Jlia-
NAa30Mi 3HAYEHD.
Jianazonu 3nauenv MOXHA 3a/1aBaTH PI3HUMHU CIIOCOOAMHU:
— TIEPEeIiKOM 3HAYeHb Yepe3 KOMY;
— Jlarta30HOM 3HAY€Hb 32 JIOMOMOTOI0 KJIIFOYOBOTO CJIOBA TO, JTIBOPYY BiJl SIKOTO
3alUCYEThCA HaWMEHINEe, a MpaBopydY — HaWOiIbINe 3HayeHHs. Hanpuxnan:
10 To 20,
— 3a JIOTIOMOTOI0 KJIFOYOBOTO CJioBa IS, MpaBOpyd Bij SKOTO 3alUCYEThCS 3HAK
HOpiBHHHHH 1 AesIKE 3HAUECHHS. Hampuximan: Is > 200.

1.5 EfnemenTH eKpaHHUX (popM sl opraHizamii po3rajiy:keHb

® OptionButton llepemuxau: Tpy KIJallaHHI JIIBOIO KJIABIIICIO MUIII 3Mi-

HIOEThCA WOro BiacTuBicTh Value:
<Im’s_nepemurxaua>Value = True (abo False)

¥ CheckBox IIpanopeys: ipu KIAlaHHI JIIBOIO KJIABIIICI0 MUII 3Mi-
HIOEThCA MOro BlacTUBICTh Value:
<Im’s_nosnauku>Value =0 (1abo 2)

0 — 11eHTU(IKaTOp HE BCTAHOBJICHO; 1 — 1IeHTU(]IKATOP BCTAHOBIIEHO; 2 — Cipuit (10-

4aTKOBA yCTaHOBKA).

2 Onepartopu IMKIY

VY Visual Basic 3acTOCOBYIOTbCSI Pi3HI TUIM ITUKJIIIB, SIKI PO3MOYMHAIOTHCS KITIO-
yoBUMH ciioBamu For, While 1 Do.

2.1 Omneparop nMkiy 3 JiYMJILHUKOM For. . .Next

For <niuunbnux> = <snauenmnsl> To <snauenns2> [Step <kpox>]
<[locrioosricmv onepamopie>
Next [rivunbnux]

BukoHnaHHs oniepaTopa pO3NOYMHAETHCS 3 TPUCBOEHHS J1iYUNIbHUKY TIOYATKOBOTO
3HauenHsl, TICHS LbOTO BUKOHYETHCS NOCII008HICMb Onepamopis, siKa CKIaJae TuIo
uuKiy. Next nojae 1o aivuibHuKa Kpox, MICs 40ro 3HaYEHHS JiUUIbHUKA TIOPIBHIO-
€ThCA 31 3HaueHHsAM?2 1, KO BOHO HE TIEPEBUILICHE, TOBTOPIOE BUKOHAHHS 1OCII0086-
Hocmi onepamopig, 1HaKIlle KEepPYBaHHS IEPENAEThCS ONEpaTopy, SKUU CIIIye 3a
Next. Kpox Moxxe OyTH SIK JTOJIaTHHUM, TaK 1 B1JI’ EMHHUH.

Konctpykuist [Step <xpox>] moxe OyTu BincyTtHs. [Ipu oMy 3a mpoBYaHHIM
BBAXKAETHCS, IO MIYUIbHUK 3MIHIOE 3HAYCHHsSI HA OJMHHULIO (KpOoK IHUKITY OPIBHIOE
1). IM’ s nivunvHuka micas KIOY0BOTO ciioBa Next Takoxk MOXxe OyTH BiICYTHIM.

[IpumyckaeTbest opraHizailisi BKJIaJeHMX ULUKIIB For...Next (oAvH MK
For...Next po3TalioBy€eThCsl ycepeauHi 1HIIOr0). JIIUMIBHUK KOXKHOTO I[TUKITY TTOBH-
HEH MaTH yHIKaJbHE 1M 4.
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2.2 Oneparop uukJjay For Each...Next

IToBTOpIOE BUKOHAHHS HOCIIO0BHOCMI Onepamopia Jjisk KOXXKHOTO ejleMeHma epynu.
For Each <enemenm> In <cpyna>
<[locnioosnicmv onepamopie>
Next <eremenm>

Bxin no 6ioka For Each...Next BUKOHY€THCS JIMIIIE B TOMY pa3i, KOJH 2pyna

MICTUTH Xo4ua 6 oauH eremenm. I1icas BXOAy 70 IUKITY BCi ONEpaTOpH ITUKIY BHKO-

HYIOTBCSI JUIs TIEPIIOTO €JIeMeHTa epynu. Tol, Ko epyna MICTUTh 1HIIN €JIEMEHTH,

OMepaToOpy LUKIY BUKOHYIOTHCS JJIsl KOXKHOTO enemeHTa. [licis ompaitoBaHHs BCiX

€JIEMEHTIB LIMKJI 3aBEPIIY€ETHCS, & BUKOHAHHS TPUBAE 3 Oomeparopa, sskui iie 3a Next.

[Tapametp eremenm Mae OyTu JuIIe 3MIHHOIO TUTTY Variant.

[IpumyckaeTbest oprasizailis BKIaJAeHUX HUKIIB For Each...Next, ojHaKk KOX-

HUI €JIeMEHT LIUKITy Ma€ OyTH YHIKAJIbHUM.

2.3 Omneparop nMkiy 3 nepeaymoBolo While. . .Wend

Ileit omepaTop BUKOPUCTOBYETHCS, KOJHU IMOIMEPETHBO HEBIJOMOIO € KUIBKICTh
MMOBTOPIOBaHb. BiH MOBTOPIOE€ BUKOHAHHS 0JI0OKA, TOTIOKKM YMOBA Ma€ 3HAYEHHS True.
While <Vmoea>

<Onepamopu>
Wend
<Vmoea> — Bupas, skl MOke MaTH 3HaueHHs True abo False. fkmio ymosa
Mae 3Ha4eHHs Null, ymMOBa po3risiaeTbes sk 3HaUueHHd False.
<Onepamopu> — NOCIIOBHICTh OMEPaTOPIB BUKOHYETHCS, AKIIO YMO8a MA€E 3HA-
YyeHHs True, MICIs Y0ro KepyBaHHs MOBEpTaeThes IHCTPYKINT While Ta 3HOBY nepeBipsi-
€TbCsl yMosa. IIpoliec mOBTOPIOETKC, JOTIOKH yMo8a He Habepe 3HaueHHs False.
[{uku While. . .Wend MOXyTh MaTh Oyab-AKy TJIMOUHY BKJIAJICHOCTI.
[Tpuknan. OGuucIUTH CyMy MapHUX eJIeMEHTIB uucel Bia 1 1o 100 BKItOYHO.
Dim Sum, i As Integer
Sum = 0
i=2
While i <= 100
sum = sum + 1
i=1+2
Wend

2.4 Omnepatop uukJy Do. . .Loop

[le#t omepaTop TakoX MOKE€ BUKOPHUCTOBYBATHCH, KOJIU TOMEPEIHBO HEBiOMA
KUIBKICTh TIOBTOpIOBaHb. CHHTAKCHUC OTepaTopa Mae JiBa pi3HOBHIU: 1) 3 mepemyMo-
BOIO; 2) 3 micistyMoBOr0. KOKHHIT 3 HUX CBOE€IO YEPTOK0 MOXKE BUKOPHCTOBYBATH JIBa
Tunr KirovoBux cii: While a6o Until.

Bapianr 1 Bapianr 2 Bapianr 3 Bapianr 4
Do While <ymoea> | Do Until <ymosea> | Do Do
<Onepamopu> <Onepamopu> <Onepamopu> <Onepamopu>
Loop Loop Loop While <ymosa> | Loop Until <ymosa>
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BapianT 1. Bukopucranus ymoBu tuny hWhile (mpomosikeHHsi mukiy). One-
paTopH LUKy BUKOHYIOTHCS OYy/Ib-KY KUIBKICTh pa3iB, HOKH 3HAYEHHSIM YMOBH € iC-
tuHa (True). SIKio mpu mepiniil nepesipii YMOBH BOHA BUSBISETHCS MOMUIKOBOIO
(False), To omepaTopu TiJia IIMKITy HE BUKOHYIOTHCS JKOJTHOTO pasy.

BapianT 2. Bukopucranusi ymoBu tumy Until (3aBepmeHnns mukiy). Onepa-
TOPY LIUKITY BUKOHYIOTBCS, SIKIIO 3HAYEHHS YMOBHOIO BUpa3y JOpiBHIOE False (Xub-
HICTB), 1HAKIIIE ITUKJI 3aBEPITYETHCS.

BapianTu 3 ta 4. [ nux BapiaHTIB XapaKTEPHUM € T€, IO CIIOYAaTKy BUKOHY-
IOTBCSL OIEPaTOpH TiJIa LUKITY, a MOTIM MEepeBIpseTbcs yMOBa. Taka KOHCTPYKLIA Ta-
paHTye, 110 ONEPaTOpU TUIa LUKIY BUKOHAIOTHCA MPUHANMHI OJMH pa3 HE3aJeKHO
BIJ] TOT'O, Y4 BUKOHY€ETHCS YMOBA.

2.5 BriuaaeHi nuukiIn

{1k 3 NIEBHUM YHCIIOM NOBTOPEHD FOr Mae CUHTaKCUC:

For <inoexc yuxny = nou. snauennss™> To <kiny. snauenns> [<Step snauenns>]
<mino yukiy>

Next <indexc yukuy >

[Ipuknan:
For I =1 To 10
For J =1 To 10
For K =1 To 10
Next K
Next J
Next I

3 Omneparopu 6e3yMOBHOI nepeayi KepyBaHHA

3.1 OnepaTtop 0e3ymMmoBHOT0 nepexoay Goto:

Goto <noznauxka>
Oneparop Goto 3xilicHIOe 6€3yMOBHUH Mepexif] 10 3a3HAUYCHOTO0 PsAKa, /1€ 1Oo3-
Hauka — 1IeHTU(]IKATOp pAIKa — MOXKE PO3MILLYBATUCS B OKPEMOMY PAJIKY i MICTUTH
AKYy 3aBrOJIHO KUIbKICTh JiTep Ta uudp. Ilicis no3Hauku craBuThecs ABOKpanka. Ha-
NPUKIAJ;

Qaa: X =x + 1

Goto aaa

3.2 OnepaTtop BHXO1Y 3i CTPYKTYpHOro 0Jioka Exit:

Exit <waszea 6noxa>
Oprani3oBye nepeqyacHui BUXiJ 13 CTPYKTYpPHHUX OJIOKIB ONIEPATOPIB KEPYIOUOi
CTPYKTYpH, 13 IUKIIIB 1 HaBiTh 13 mpoueayp. Tak omepatopu Exit For i Exit Do
3aCTOCOBYIOTh 3a TOTPEOW HETAWHOTO 3aBEPIICHHS BIAMOBIMHUX HUKIIB. Omeparop
Exit For yacto BUKOPHCTOBYIOTH Pa3oM i3 IEPEBiPKOIO NIEBHOI YMOBHU (HAIPHKIIA,
If...Then). lleit omeparop nepemae KepyBaHHs onepaTopy, sikuii ciiaye 3a Next.
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Jexuyis 7
Pobora 3 thopmamu B VBA

1 3aco0u cTBOpenHs: popm
o6 ctBopuTH hopMy, Tpeba BiIKpUTH BiKHO penakrtopa VBA, knannyTu npa-
BOIO KHOIKOIO MHIII MO MPOEKTy (TOOTO AOKYMEHTY) Yy BiKHI
Project Explorer i 3 KOHTEKCTHOrO MEHIO BHOpAaTH KOMAaHIY
Insert / User Form. Iliciig nboro BiIKPHETHCS BIKHO TU3aiiHEpa
dopm (Form designer) 3 mopokHbOIO Ciporo GopMoro (iM’st Tie-
nepuoi dopmu — UserForm1) i manemmo 3 HaGopoM enemenris | R A abl BB
kepyBaHHs Toolbox. [lami moTpiOHI eleMeHTH KepyBaHHA clin EB W & =
PO3MICTUTH Ha (Gopmi, 3aJIaBIIK 3a MOTPeOH iXHI BIACTUBOCTI, 1 [
HAIMCATH POrPAMHHM KO/I. =
Jist 3amycka opmu Tpeda CKOPUCTATUCS METOJIOM Show: s = =
UserForml.Show
Sxmo dopma Bxke Oyia 3aBaHTa)XKeHa y MaM’ATh, BOHA ITPOCTO CTAHE BUIUMOIO,
SIKIIIO 111 Hi — TO aBTOMATHYHO 3aBaHTaXKUTHCSA (BiAOyAeThes mois Load).
{06 3akputu hopMy, MOKHA IPUXOBATH 11 32 IOMTOMOTOI0 MeTOAY Hide:
UserForml.Hide
npu 1pomMy dopma Oyzae nmpulOpaHa 3 eKpaHa, ajie 3aUIIUThCA B mam’sTi. [loTim 3a
JIOTIOMOT'OI0 METO/Iy Show MOKHa Oy/ie 3HOBY 11 MOOAYUTH Y TOMY *k CTaHi, B SKOMY
BOoHa OyJla HAa MOMEHT MpuxoByBaHHsA. OcTaTouHO (hopMa BHIATUTHCS 3 ITaM ATi TIPH
3aKPUTTI TOKYMEHTA.
Sxmo gopma Ounble HE Oye NOTPIOHOMO, 11 MOKHA BHJIAJIUTH (BUBAHTAXKUTH)
13 maM’ 4TI 3a JJOIIOMOI'0r0 KoMaHau Unload:
Unload UserForml
[Toxist dopmu Initialize BUKOHY€THCS MPHU MIATOTOBIN (GOPMH 10 BIAKPUTTS
(mosiBM mepes; KOPUCTYBavYeM). 3BUYAMHO B IMAOJIOH MPONEAYPH IS i€l MOail 3amnu-
CYIOTh KOJI, TIOB’sI3aHUI 3 HAJAIITYBaHHSM €JIEMEHTIB KepyBaHHS Ha GHopMi, HATaHHS
IM [MOYATKOBUX 3HAYE€Hb TOLLIO.

Controls ‘

=) A A

2 EJjieMeHTH KepyBaHHsI Ta iX OCHOBHI BJIACTHBOCTI

1) TekcroBe moJse TextBox BUKOPUCTOBYETHCS JIJIsl BBEJCHHS Ta/ab0 BUBE/ICH-
HSI KOPUCTYBa4eM Oyb-sIKUX TEKCTOBUX JIAHUX 3 MOMJIMBICTIO iX pe/laryBaHHSI.

OcnoeHni énacmueocmi — Text 1 Value — MICTITh TEKCTOBE 3HAUYCHHS y I[LOMY
1moyi. BUKOpHUCTOBYIOTBCS BOHM MakKe 1ICHTUYHO 3a JI€I0 JJIs 3aluCyBaHHS BHX1JI-
HOTO 3HAYCHHS 1 JUIsl 3UMTYBAaHHS 3HAYCHHS, BBEICHOTO KOPHCTYBAadueM, Y DPSIAKOBY
3MiHHY. J[7s pAAKOBUX JaHUX I BIACTUBOCTI 1IEHTUYHI, a JJIT KOPEKTHOTO 3YUTY-
BaHHS 3 TextBoX YMCIOBOTO 3HAYEHHS CJIiJI KOPUCTYBATHUCS BIACTUBICTIO Value.

TI'onosena nodia niis TeKCTOBOIO MOJis — Change — 3MiHEHHS BMICTY TTOJISI.

2) KomoiHoBanmii cniucok ComboBox J103BOJISIE KOPHCTYBady sIK BUHOMpaTH "TO-
TOBI1" 3HAYEHHS 3 PO3KPUBHOTI'O CIUCKY, TaK 1 BBOJAUTH 3HAYEHHS CAMOCTIMHO. 3BUYaliHO
ComboBox BUKOPUCTOBYIOTh y JABOX CHUTYAIlIsIX: KOJIM KOPUCTYBauy HEOOX1THO BUOpaATH
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3HAYEHHS 31 CITUCKY 1/a00 KOJIM CIUCOK MO3UIIIN 11 BUOOpY HEOO0X11HO (hopMyBaTH JIH-
HAMIYHO Ha OCHOBI JJAaHMX 13 JKepena (0azu ganux, apkyiia Excel Tomro).
Jeaxi memoou:
— AddItem — 103BOJIsI€ 3aII0BHUTH CITMCOK 3HAYECHHSAMMU, HAIIPUKITA/L:

ComboBox1.AddItem "Windows 9x"
ComboBox1.AddItem "Windows NT"
ComboBox1.AddItem "Linux"
ComboBox1.AddItem " OS X"

[HIIMM cnocoOoM 3aroBHEHHSI KOMOIHOBAHOTO CITUCKY 3HAYEHHSIMU € IMIIOPTY-
BaHHS 3HAYCHb 13 Jiama3oHy KIITHHOK apkyma Excel 3a momomororo BIacTHBOCTI
RowSource:

ComboBox1.RowSource = Apkyw2!A:A
— RemoveItem — BuJaJeHHsS 31 CIHCKY €JIEMEHTa 3 BKa3aHUM HoMmepoMm. Hampu-
KJ1aJ], BUIAJIUTU TIEPIIUIA eIeMEHT KOMOIHOBAHOTO CITUCKY MOKHA TaK:
Combol.RemoveItem O
— Clear — OYHIICHHS CIIUCKY:
Combol.Clear

T'onoena noodia ComboBox — Change HacTae€ Mpu KOXXHOMY 3MiHEHHI TEKCTY.

Heaxi en1acmueocmi ComboBox:

— MatchRequired — 03Haka 103BOJTy KOPUCTYBauy BBOJUTH Ti1 3HAYCHHSI, SIKUX HEMA€
y CIUCKY. 32 TPOMOBYAHHSIM BJIACTUBICTh Ma€ 3HAUEHHs False, TOOTO JJO3BOJICHO.

— Value Ta Text — BBeJieHe a00 BUOpaHe 31 CIUCKY 3HAYEHHSI, HAIPUKJIIA];
Private Sub Combol Click ()
If Combol.Text = "Samsung" Then
Textl.Text = "Samsung — BUpPOBHWMK MOHiTOpPiB"
End If
End Sub

Ieit ko mepeBipATUME, Yu OYyJI0 BHOpaHe 3 KOMOIHOBAaHOTO CIUCKY Combol 3HauYEHHS
Samsung, 1 SIKIIIO Tak, TO BUBEJE BIATOBIIHE IMOBIIOMJICHHS y TEKCTOBE mojie Textl.

— Locked — sikimo 3amatv 3HaYCHHS True, eJeMeHT OyJie BHUTJIAIATH, K 3BUYANHO,
ajyie KOpUCTyBa4 HE 3MOXKE HIYOTO BUOPATH UM BBECTH B TOJIE €IEMEHTA.

— ColumnCount — J103BOJISIE 3a]1aTH KIJIBKICTh CTOBIIIIB Y CITUCKY.

— ColumnWidth — mmpwHA CTOBIIIIIB.

— ColumnHeads — Bu3Hauae, BimoOpakatu (3Ha4eHHS True) abo He BigoOpakaTw
(3HaueHHS False) 3ar0JIOBKH CTOBIIIIIB.

— RowSource — J03BOJISIE€ 3a1aTH JTialla30H JIJIsl €JIEMEHTIB CITUCKY.

— List — mporpaMHO JOCTyIHa BJIACTHBICTH 3 €JIEMEHTAMH CIUCKY y BUTJISII
OKpeMHX psiKiB. JIOCTyn 10 €leMEHTIB COUCKY MOXKHa 3/1MCHIOBATH 32 HOMEpaMu
(index) psakiB (Hymepartis 3 0):

ComboBox1.List(index)
Hanpuknan, BuBecTH TpeTiil €J1eMeHT crucKy (index = 2) y TEKCTOBE 1MoJie MOYKHA TaK:
Textl.Text = ComboBox1.List(2)

— ListIndex — mporpaMHO AOCTYyIHA BJIACTHBICTh 31 3HAUYEHHSIM 1HIEKCY (Hyme-

paittist 3 0) BUOpAHOTO €JIeMEHTa CITUCKY:
N = ComboBox1.ListIndex
Sk1o Ko/IeH 3 eJIeMEeHTIB He BUOpaHuii a00 BBEJICHO HOBE 3HaueHHs, ListIndex = -1.
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Hanamo mpukian, ae 3acToCyeMO OUIBIIICTh 3 PO3MVISIHYTHX BJIACTUBOCTEH.
Skio 3agaTH EeKUTbKa CTOBIIIIB, TO 3BEPTATHUCS 0 €IEMEHTIB Y KOXHOMY 3 PSIKIB
MO’KHA Ha KIITAJIT €JIEeMEHTIB MaTPHIIh:

Private Sub UserForm Initialize()

With ComboBox2 | Monbuwa j
.ColumnCount = 3 YKpaiHa
.Columniidths = "50;50;50" S DaKIE :
.ColumnHeads = False ABCTPIS Bigert HINELgiA
.RowSource = ""
.AddItem "YkpaiHa": .List(@, 1) = "KuiB" : .List(@, 2) = "yKkpalHcbka"

.AddItem "Monbwa": .Column(l, 1) = "Kpakis": .Column(2, 1) = "nonbcbka"
.AddItem "AscTpia": .List(2, 1) = "BipeHb": .List(2, 2) = "Himeupka"
.ListIndex = 1 'Bubpamu 3a npomoBuaHHaM Opy2uli enemeHm CNUcKy

End With

End Sub

JUist ekoHOMIi Miclsl TyT 00’€IHAHO IO JAEKIJIbKa KOMaHJ B OJWH PSJIOK OIle-
pari€ro : (IBOKparika).

3) Cnucok ListBox. Ha BigmiHy Bijg KOMOIHOBaHOTO CIHCKY, ListBox He mae
PO3KPUBHOI KHOIKHU 1 KOPUCTYBau HE MO€ BBOJAUTH CBOi 3HAYEHHS — TIIbKU BUOU-
paTH 3 TOTOBHX, IPOTE LIMX 3HAYEHb MOKHA BUOpaTH Aekinbka. OCHOBHI BIACTUBOCTI
CIUCKY — MPAKTHUYHO TaKi caMi, IK Y KOMOIHOBAHOT'O CITHUCKY.

4) Tlepemmkau OptionButton BHKOPHCTOBYETHCS I BUOOPY B3aEMOBHUKIIFOY-
HUX BaplaHTiB. ['OJIOBHMX BIJIACTUBOCTEH Yy IIBOTO €JIEMEHTa KEepyBaHHA — JIBI:
Caption — Haanuc Ta Value — cran (yBIMKHEHUM — True a00 BUMKHEHHI — False). ['o-
JoBHA moAis — Change. SIKio nekisibka MepeMUuKadiB PO3MIIICHO Ha OJHIM (dopmi
(a00 omHINM BKJIA/Il), BOHM aBTOMAaTUYHO BBaKAIOTHCS B3a€EMOBHKIIOUHUMH. JIJIs
00’ eIHaHHS IEPEMUKAYIB y TPy BUKOPUCTOBYETHCS €JIEMEHT KepyBaHHs Frame.

5) Pamka Frame BUiIs€ MPSMOKYTHY 00JIacTh Ha (GopMi 1 J03BOJISIE 00’ €THY -
BaTU y TPYNH €JIEMEHTH KepyBaHHs. Hanmpukiaza, po3milieHi BcepeuHi paMKu repe-
MUKaul BBAXAIOThCA B3aEMOBUKIIIOUHUMU. [Ipu OaxkaHHI paMKy MOXHa 3pOOUTH He-
BUJIMMOIO, BCTAHOBUBIIM [IJIsl BJIACTUBOCTI BorderStyle 3HauenHs 1 1 mpuOpaBmu
3HA4YeHHS BIIacTUBOCTI Caption.

6) JliumabHuk SpinButton BUKOPUCTOBYETBCS JJISi TOKPOKOBOTO 3MiHEHHS
3Ha4YeHb. Value — roJIOBHA BJIACTUBICThH IILOTO €JIEMEHTAa KEPYyBaHHA, SIKa BU3HAYAE
3Ha4YeHHs, 10 OyJie MOBEPTATH LIeH €JEeMEHT KepyBaHHsI Iporpami.

3 Ilpukjaagu oprasizanii NpOrpaMHOro 3BepTaHHA 10 eJieMeHTIiB Ha Gopmi

HaBegemMo mpukiian 3amoBHEHHS CIIHCKY ejleMeHTa KepyBaHHs ComboBox 3
iM’sam Cnucox 3a 101oMororo (pyHkIlii reneparopa BunaakoBux unces Rnd. Ockiibku
1 QYHKIIS TeHEPY€E BUMIAIKOBE YMCIIO Y aiana3oHi Big 0 10 1, To MHOXEHHS (yHKITT
Ha 100, a Takoxx BukopucTanHs ¢pyHkuii Int, sika BU3HAYAE 11Ty YACTUHY, JO3BOJUTH
3reHepyBaTH BUITAJIKOBE ITijie urciio y aianaszoni Big 0 mo 100. et npuxman odhopm-
JICHO Y MPOIEAYPl, MOAIEI0 BUKIUKY SKOi € 3aBaHTaKeHHS (opMu. Takox y 1ii mpo-
1eaypl mependadeHo OYMINEeHHs TeKCTOBUX BIKOH A, B Ta C, a TakoX MPHUCBOEHHS
MMOYAaTKOBOTO HYJIHOBOT'O 3HAYEHHS KUJIBKOCTI HATUCKAHh KOMAH/IHOT KHOTIKH 3 HaIlu-
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coM Po3paxyHok Ta BUBEACHHS 1IbOTO 3HAYEHHS Y BIAMOBIJHHI €JIEMEHT Hamucy Ha
dopmi 3 im’sim 1bl_Kol.

3 i REE
Dim 1" J’ n’k As Integer‘ Macue s 10 enemeHTie, jv
Private Sub Form Load() POSTALIOBaHMY BHMALKDEHM YHHOM

n =20

™ CopTyBaTH 3a 3pOcTaHHAM

For i =1 To n
CI'IVICOK.LiS't(i-l) = Int(Rnd * (1@@)) {~ COPTYBATH $a SMEHLIEHHAM
Next i

3HEYEHHA BOGYTES NapHME

k — e EEMEHTIE

1bl Kol.Caption = k Mposenero posparuHie 0
A=
B = mn

C - mn

End Sub

Po3rasitHeMo 0cOOJIMBOCTI HallMCaHHS MPOTpaMU-IPOLEAYpPH ISl €IeMEHTa Ke-

pyBaHHS mepeMukada Optionl, sika Oyae BUKJIMKATHUCS KJIAAaHHSIM JIIBOi KHOIIKH MU-
mi. Huxde HaBeneHO MpUKIIAA MPOrpaMHU-TIPOLEAYPH IS COPTYBaHHS €JIEMCHTIB
MacHBY, PO3TAIlIOBAaHOTO B €JIEMEHTI KepyBaHHsS ComboBox 3 iM’sim Cnucox, 3a 3poc-
TaHHSAM, Ta BUBEJCHHS BIANOBITHUX HAIIUCIB y 3ar0JIOBOK (hOPMHU.

Private Sub Optionl Click()
Dim z As Integer
Lbl5.Caption = "MacuB 3 " & n & " enemeHTiB, pPO3TAWOBAHUX 33 3POCTAHHAM"
Formal.Caption = "EnemeHTM, po3TawoBaH1 3a 3pOCTaHHAM"
For i=0Ton -2
For j=i+1Ton-1
If Val(Crmmcok.List(i)) > Val(Cnmcok.List(j)) Then
z = Cnncok.List(i)
Crmcok.List(i) = Crnmcok.List(j)
Cnmcok.List(j) = z

End TF = Evonr posramopiss s NNT=TTY
Next j tacus = 10 enemeHTis, b
A POSTALOEAHKE 38 SPOCTAHHAM 1 ~
Next 1 2 —
a0
End Sub {* COPTYEATH 33 SPOCTaHHAR 53

57
70 —
70

76 <~
3HAYEHHA SOGYTES NApHMX

EIEMEHTIE BOVA057ED

MNpoEsgeHD pospasyHEis 1

(" COPTYBATH 538 SMEHLWEHHAR
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Jlexyis 8
finorpamuie KepyBanHa o6’ckTamMmu 3acTocyHka saco6amu UBA

1 IlporpamHe kepyBaHHs 00’ €KTaAMHU 3aCTOCYHKA

VBA-nporpamMmyBaHHs MO>XHa PO3IJIJATH K KEpPyBaHHS 00’€KTaMH 3aCTOCYH-
ka. ['onoBHMIA 00’ €KT — 3acTOCYHOK (Application). ¥V 3acToCyHKY MOXYTbh OyTH Jie-
Kibka KHUT (Workbooks), ycepeauni sSikux MicTsAThes apkyii (Worksheets), siki B
CBOIO 4epry po30uti Ha kmiTuHKA (Cells). [Ipu poOOTI aKTHBHUMH MOXYTh OyTH
TITBKM OJHA KHWTA W oauMH apkyml. [Ipu mocunanHi Ha 00’ €KT, BKIAJICHUA B 1HIIHMA
00’€KT, TOJIOKEHHS B 1€papXidyHiil CTPYKTYpl 3ala€ThCsl 3a JTOTIOMOTOI0 KparKH-
pO3LTIOBayYa.

Ha po6ouy kuury 3 Ha3Boro Krueal XIS MoxkHa rmocinaTtucs B TaKui crocio:
Application.Workbooks("KHural.x1ls")

[Mocunanns Ha Apxywl y daiim Kuueal XIS BurisaaTuMe Tak:
Application.Workbooks("KHural.x1ls").Worksheets ("Apkywl")

[Tocunanns Ha KINITUHKY Al Ha IIbOMY apKYIIIi:
Application.Workbooks("KHural.x1s").Worksheets("Apkywl").Range("A1")

[Tpu nponymenomy nocuianHi Ha 00’ ekT Excel 3a mpoMOBUaHHSIM BHKOPUCTO-

BYIOTbCSI aKTUBHI 00’ ekTH. Hanpuknan, Ko akTuBHUN Apkyuil, TO HOCUITAaHHS
Worksheets("Apkywl").Range("Al").Value = "NN"

MOJKHA CITIPOCTUTH JI0:
Range("Al1l").Value = "N\e"

Hanpuxknaz, nocnigoBHicTh koMaHsl VBA 3 onepatopom Select ajist Bu3HaueHHs
Ha3BU JIHS THKHS 32 HOMEPOM Yy KJIITHHIN Al Ta BUBEACHHS Ha3BU TUKHS Y KIITUHKY
A2 Oyne Takoro:

Sub KHonkal KnauHiTtb()

Dim x As Long, s As String
x = Worksheets("Apkywl").Range("Al1").Value

Select Case x . A 8 C b E
Case 1: s = "noHepginok" = 5 1 ‘ :
Case 2: s = "piBTOpok" , BM3HAYEHHA HA3EM

" o 2 N'ATHUUA
Case 3: s = "cepega 3 | OHA TMHHA 33
Case 4: s = "yeTBep" 5| HOMEPaM ¥ KNITHHL AL
Case 5: s = "n’aTHuuya"
Case 6: s = "cyb6boTta" A B | C b | E
Case 7: s = "Hepgina" 1 111
BuzHaweHHA HAZBM
Case Else 2 |He KOpEeKTHe 3HaueHHA R ——— '
3 | HOMEDOM ¥ KNITHHLT AL
End Select 4
Worksheets("Apkywl").Range("A2").Value = s
End Sub

Jesiki MmeTOH 17151 po60TH 3 00'€eKTOM 3acTocyHka EXxcel:

1. Range("odianazon") BU3HAYAE Iiana30H KIITUHOK, HATIPUKIIA;
Range("C1"), Range("Al:H2"), Range("A:A").

2. Cells(nomep psdka, Homep cmosnyst) — 3BePTaHHs IO KIITUHKH 32 HOMEPOM
psiaka 1 cToBIUA (110 0COOIMBO aKTyallbHO, KOJIM BOHU 3MiHHI). Hanpuknan,
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3BEpHYTHUCS 10 KIITUHKA B8 Ha akTMBHOMY apkyii MoxHa: Cells(8,2),
10 iAeHTH4YHO Range ("B8").
Jianazon Al:C5 moxxnHa 3amucath sk Range(Cells(1,1),Cells(5,3)),
110 1IEHTUYHO 3amucy Range ("A1:C5").
3. Select — BujAUNCHHS JAiana3oHy KJIITHHOK. Hampukmnan, BUIITATA CTOBIICIb
A Ha aKTMBHOMY apKyIIlli MO’KHa KOMaH/1010: Range("A:A").Select.
Union(o6nacmsl; 0b6nacme2) — MHOXKUHHE BUIIICHHS 00JaCTeH KITITHHOK.
offset (RowOffset, ColumnOffset) — nepemimierns mo tadbnuui. Hanpukian,
3CYB BHU3 Ha OJIHY KIITUHKY (PSAI0K) 1 BUJILJICHHS i
ActiveCell.Offset(1,0).Select
6. Add 1 Delete — qomaBaHHA 1 BUIAIEHHI KOMIIOHEHTIB.
Rows(11).Delete ' Budanumu padok Homep 11
7. Row 1 Column — HOMEpPH psKa 1 CTOBMI aKTUBHOI KIIITUHKH, HAIIPUKJIAI:
row_num = ActiveCell.Row
col num = ActiveCell.Column
8. Copy — KOIiIOBaHHS BMICTY KJIITUHKH, Hanpukia, 3 Al y kmtuaky Bl:
Range("Al1").Copy Range("B1l")
9. CountA — KIJIBKICTh 3aIIOBHEHUX (HETIOPOXKHIX ) KIITHHOK Jiana3oHy:
CountRow = Application.CountA(ActiveSheet.Range("A:A")) + 1
10.Insert — BcraBieHHSA. Hanpukimana, BCTaBUTH HOBHUM CTOBIICIb MEpes] CTOBII-
eM A MOJKHA B TaKUH CIIOCIO:
Columns("A:A").Select
Selection.Insert
BcTaButu psyiok 3un3y abo 3Bepxy psaka 11 3 komiroBaHHSIM GhopMaTyBaHHS.
Rows("11:11").Insert Shift:=x1Down, CopyOrigin:=x1FormatFromLeftOrAbove
Rows("11:11").Insert Shift:=x1Up, CopyOrigin:=x1FormatFromLeftOrAbove
11.ClearContents — O4MIIEHHS BMICTY KJIITUHOK, HAITPUKJIIA/;
Range("A10:d11").ClearContents

o &

2. [Iporpamue popmMaTyBaHHS KJIITUHOK

PosrasineMo neski mporpamHi 3acoou popMaTyBaHHS KIITUHOK HA MPUKJIAaX.
BupiBHIOBaHHS BMICTY KIITUHKA Al no yenmpy ropu3oHTani 1 BepTukaii (Ha
MOYATKY BIUIIEMO Y IO KIITUHKY SKHICh BMICT):
Range("Al1").Value = "NN\e"
Range("Al1").VerticalAlignment = xlCenter
Range("Al").HorizontalAlignment = xlCenter
3amatu MesKi KIITUHKUA 3 yciX OOKiB (CyIJIbHA JIIHISL 33JJa€ThCS MapaMeTpoM
x1Continuous a6o uuciom 1):
Cells(1, 1).Borders.LineStyle = xlContinuous
[Tapamerpu mpudTty (Ha3By, po3Mip TOIIO) MOXKHA 3a/1aBaTH BIACHOPYY, 2 MOKHA
CKOITIFOBATH 3 YK€ 3alI0OBHEHUX KIIITUHOK Ha apKyIlli, HAlpUKiIaz, 3 KITHHKY Bl y Al:
Range("Al1").Font.Name = Range("B1").Font.Name
Range("Al").Font.Size = Range("B1").Font.Size
KoJip 3a1uBKM KIIITHHKY 3 1HACKCAMU PSAAKA 1 CTOBII M Ta N
Cells(m,n).Interior.ColorIndex = 3
[Tpuknagu 3rauenp KobopiB (1...56): 1 — vopHwmii, 2 — Oinuil, 3 — YepBOHUH,
4 — cBiTHO-3€]eHUM, 5 — CUHIH, 6 — )KOBTUH, 7 — pOKEeBUH, 8§ — OJJaKUTHUH Ta 1H.
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Jaco0u cTBONEHHA, peAarysanHa i thopmaTyBaHHa
eNeKTNOHHUX AOKYMEHTIB

1 Po30uBKa JOKyMeHTa HA PO3ALIN

Sxmo dhopmaryBaHHsS CTOPIHOK Y MEXKax OJIHOTO JOKYMEHTa MalOTh PO3Pi3HS-
TUCS (HaIlPHUKIIaJl, KOJU MOBUHHI OyTH Pi3HUMH PO3MIPU MOJIB IJIs1 PI3HUX CTOPIHOK
a00 3MIHIOBaTHCh OPIEHTAIlSl ACIKUX CTOPIHOK JOKYMEHTA JUIs PO3MIIICHHS HAa HHUX
IIMPOKHUX 3a PO3MIPOM PUCYHKIB, TaOIHIL ab0 aiarpam, abo KOJIM Ma€ 3MIHIOBATHUCH
TEKCT y KOJOHTUTYJIAX, HAIIPUKIIAJ, SIK Y I[bOMY KOHCIIEKTI), CJIiJl pO30OUTH TOKYMEHT
Ha po3aiumm. KoxkeH po3aia Mae BIacH1 mapaMeTpu CTOPIHOK.

Jlns Toro 100 chopMyBaTH pO3PUB PO3JILITY 3 HACTYITHOI CTOPIHKHU, CJIIJI ITOCTa-
BUTHU KypCOp Yy KiHellb TeKCTy, HaTuCHYTH [Enter|, na Bknaaumi Makem y rpymi Ilapa-
Mempu cmopinku BuOpatu komanny Pospueu | Pospueu po3oinie — Hacmynna cmo-
pinka. IHII TUNH TIEpEeMUKadiB y rpyni Hoeuii po30in BIAPI3HAIOTHCS TUM, A€ Oyae
PO3MIIIYBaTUCh TEKCT BBEJACHUM ITICIIS PO3OUBKH.

Bunanutu 3HaKku po3puBIB pO3/UTIB a00 pO3PUBIB CTOPIHOK, SIK 1 3BUYANHI CHM-
BOJIM, MOkHa Kiasimero [Delete] abo [Backspace]. IIpu BuIaneHH1 3HaKa po3pUBY
PO3ALTYy, TEKCT Mepe/l HUM CTaHe YaCTHMHOIO HACTYIHOTO PO3MiTY, 1 IIe 03HaYaE, 10
JUTSL TEKCTY OyayTh 3aCTOCOBaHI MapameTpu (opMaTyBaHHS CTOPIHKHU I[LOTO PO3JLITY.

2 KoJsioHTHTYIH

Kos0HTUTYJI — 116 TeKCT BHU3Y Ta/ab0 Bropi KOKHOI CTOPIHKU JOKYMEHTA, SIKUM
MO’KE€ CKJIQJIATUCS 3 HOMEpa CTOPIHKHM, HA3BU JOKYMEHTA, MPI3BUIIA aBTOpa, AaTH JIPy-
KyBaHHS JIOKyMEHTa TOIIO. 3aJIeKHO B/l MiCLI PO3TalllyBaHHS (Ha BEPXHbOMY YH TO Ha
HUKHBOMY T10JII CTOPIHKHM) KOJIOHTUTYJIM OyBalOTh BEPXHIMU 1 HUKHIMH. Y 1[bOMY KOH-
CMEKTI y BEPXHHOMY KOJIOHTUTYJ PO3MIIICHO HYMEPAII0 CTOPIHOK, TEKCT 3 TEMaMH
JIEKITIH 1 HIDKHS Mexka. J{71s1 CTBOPEHHS KOJIOHTUTYJIIB Tpeba CKOPUCTATUCST KOMaHIaMU
Ha BKJAALl Bcmaesnenns y rpym Koronmumynu. 1lpu penaryBaHH1 KOJOHTUTYJIIB Ha
CTpIUIll 3’SIBUTHCS JTOJAATKOBA BKIIAJKA 3Haps00s ons konowmumynie / Koncmpykmop 3
KOMaH/IaMH, 3a JIOTIOMOTOI0 SIKMX MO>XKHAa BCTaBHTH Y KOJIOHTUTYJIM HOMEP CTOPIHKH,
naty Ta/abo yac ToIo.

[Ilono BcTaBieHHS HOMEPIB CTOPIHOK, TO, KpiM KoMaHAu Homep cmopinku Ha
BKJIAAI 3Hapsa00s onsa konoHmumynie / Koncmpykmop, Taky caMO KOMaHIy MOXHa
BUOpaTH Ha BKIAAI Becmasnenns y rpyni Kononmumynu.

3a moTpedu CTBOPEHHS PI3HUX KOJIOHTHUTYIIB Yy MeXaX OJHOTO JOKyMEHTa, Ha-
MPUKJIAJ, 3 Ha3BaMU PI3HUX PO3UTIB Yy 3arajbHOMY 3BiTi, CIOYATKy TpeOa CTBOPUTH

1

Ax y nonepeonvomy y tpymi Hasieayis njisi Toro, mo0 BiIMOBUTHUCH BiJl BUTJIISITY
KOJIOHTHTYJIa TIOTIEPETHHOTO PO3iY, 1 3aaTH BHUTJISA KOJOHTHTYJIA MTOTOYHOTO PO3-

Ty,



52 Nexkuis 9

3 CTBOpeHHS MEXK

JIns HaaHHS BUPA3HOCTI MaTepialy B JOKYMEHTI BUKOPHUCTOBYIOTh Mexi. Llei
IHCTPYMEHT MOKHA 3aJlaBaTH SK JUIS IO CTOPIHKH, TaK 1 JJIi OKPEMOTo ad3aiy 4u

HOro 4acTUHHM, BKIIIOUa04YH IpadiuHi 00’ €KTH.

Mesxi MOYKHA 3aCTOCYBAaTH SIK JI0 BCIX CTOPIH, TaK 1 10 OJHIET UM JCKIJIBKOX MTEBHUX
cTopiH 00’ekTa. Mexi OyBarOTh Pi3HOTO CTHITIO, 3a0apBICHHS 1 TpadivyHOrO MOJaHHS.

Me)Ki CTopiHOK Menii # 3anMBKa

B e |

Jlist Toro mo6 3amarm ||, Med | Sreeine |z

MeXi 118 CTOPiHOK MOKy- ||| e
MeHTa, Tpeba Ha BKIAIII
Koncmpyxkmop 'y tpymi Tno
cmopinKy BUKOHATH KOMaH-

HEMAE

pamga P N

MpU3BEJIE 10 BIAKPUTTS Jlia-
JIOTOBOTO BiKHA Meorci U 3a-
Jueka, Ha BKiaaui Cmopinka

06 'eMHa Konip:

WrpwHa:

ny Mexci cmopinox. e |||E] w
5
S

| - |

SKOTO CJiJl BUOpaTH THII, 3 W”WE 3acrocysarh o:

CTWJIb, KOMJIp, IIUPHHY Ta MamgT ]
. . HEeMaL]
1HIII TTapaMeTPU MEXK.

N

MNonepegHiit nepernsg

Wo& goaaTv Mexi, KnauHiTe
3pasok a0 CKopWCTaTeEC
KHOMEaMK

YCBOMD AOKYMEHTA El

Mexi mIsI  OKpeMOro

’ oK ] [ CKACyEaTH l

ab3ally 4d MOro 4YacTUHU
MOXKHa 33/laBaTd y ILbOMY CaMO BiKHI Ha BKJQIIIl
Meoxci.

BuxopucTaHHs KHONIKH Meonci

Jlns mBuakoro oOpamiieHHs (parMeHTa TEKCTY
(oxpemoro cioBa, ¢pazu abo abzaily) Ha3pyuHilie
CKOpHUCTATUCh KHOTKOW “ Meowci Ha BrIanui OcHos-
He y Tpyni A63ay. 115 kHOMKA 103BOJIsIE BUOMPATH TH-
MU PO3MINICHHS JIiHIA (OKAaHTOBKHM) HA MEX1 BULIIE-
HOT'O TeKCTy abo ad3airy.

SIKI110 HATUCHYTHU KHOMKY 31 CIIPSIMOBAHOIO JOHHU-
3y CTPLIKOI, PpO3TalllOBaHy MpaBOpPyd KHOMKHU
Meoxci, 3°IBUThCS TIaHENb 3 MIKTOrpaMaMu, 3 SKOi
MOKHa BUOpaTy MOTPIOHUMN TUN pamku: HuoicHs me-
orca, Bepxus meoica, 3o6niwni mesnci, Yci meoici Ta iH.
[Ticyist iboro BiJMOBIAHUYI BUA 0OpaMIICHHS 3’ IBUThCS
y ToMy a03a1ii, B sSIKOMY CTOiTh Kypcop. Tum miHii pa-
MKH MO’KHa 3MIHUTH, 3a/aBIIM MOTO 3a JIOMOMOTOIO
J1aJI0roBOT0 BiKHA Meorci 1l 3anueka, iK€ MOKHA BIJIK-
pUTH KOMaHA0r0 Meoici ma mini Ha 111 TTaHeTl.

Ho6 BUJIAJIUTH BCl MexXI1 a03aily, Tpeba BUOpaTu
o ]

be3 meorc.

ZD-IZH-

=2 H B

HuzkcHA mewa

Bepxxa mewa

Niea mexa

Mpaea mexa

Bes mex

¥l mesi

JOBHILLIHI MEXKI

EHyTpiLLHI Mexi

BHYTIpiLWHA ropUIoHTanEHa MExa

EHyTpilUHA BEpTUKANEHE MEXA

lopu3oHTanEHE NiHIA
Hakpecnuti TaBnuuo
BigoBpazutk citky

Mexi Ta TiHiL..
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4 Cnucku
MapkipoBaHi Ta HyMepOBaHi CIIUCKHU

s ynopsiakyBanss iHopmariii Word miaTpuMmye 1Ba BUIM CHHUCKIB — MapKi-
POBaHi CITUCKH, B IKUX KOXKEH IMYHKT IMO3HAYAETHCS OJHAKOBUM MapKepoOM, 1 Hyme-
POBaHIi CIIUCKH, JI¢ MMyHKTH MOCITIIOBHO HYMEPYIOTHCS.

CTBOPUTH CIIHCOK JUISl BUALICHOrO ()ParMeHTa MOKHA KHOIKOK :— ~ Ul Hy-
MEpOBAHOrO CITHCKY a00 KHOMKOK := * — JUIi MapKipOBAaHOTO, sKi po3MileHi Ha
BKiIai OcHosne y Tpyti Ab3ay.

Tun Mapkepa MOXHa BUOpATH 3 KOJISKIIII CTUJIIB MapKepiB ado 3a71aTu HOBUM Map-
Kep BIAMOBIIHOIO KOMAaHJIOI0 Ha MaHeNi, sSKa BIAKPUBAETHCS 3a JIOIIOMOTOI0 KHOIIKH 31
CIIPSIMOBAHOIO JOHU3Y CTPLIKOI0, PO3TALIOBAHO IPABOPYY KHOIIKH = ~Mapkepu.,

Tak camo 1 criocid HyMmepalili HyMepOBaHOTO CIIMCKY MOKHa BUOpaTu 3 010J110-
TEKH HyMEPOBaHUX CIHCKiB, SKa BIIKPUBAETHCS 3a JOIIOMOTOIO KHOIKH 31 CIIPSIMOBa-

HOIO IOHU3Y CTpiHKOIO, PO3TAIIOBAHOIO IIPABOPYY KHOIIKH = HyMepaL;iﬂ.
Hewmopaeno eMkopucTani maprepm bibnioTexa HymepOBaHMX CNWCKIB -
° 1 1
HemMae 2 2
BibnioTexa maprepis : ?
HemMae & — — — 1 BapiaHT 1. a)
2 BapiaHT 2. a)
3 BapiaHT 3. B)
—_ Y O | + "
1. 1) l.
y \/ 2 2) Il
3 3) n
Maprepwn poxymenTa
= e
= . O V/ = . A a) a.

§o- B. b) b.

BuzHaunti HoBuid yncnosnid dopar..,

BvzHaunT HoBMIA Maprep...

Kpim toro, y Word nepenbaueHo aBromaTuyHe MepeTBOPEHHSI HOBOTO ad3aly Ha
CJIEMEHT HyMEPOBAHOTO CITHCKY, SKIIO BiH MMOYMHAETHCS 3 YMCIIA, 3a SIKUM CITIyE Ty)KKa
abo kpamka. Skiio a63ar; MoOYMHAETHCA 3 CUMBOIY "3ipouka" (*) abo "minyc" (—), TO
BiH aBTOMaTUYHO MEPETBOPUTHCS HA EJIEMEHT MapKIpOBAHOTO CIUCKY MPU HATUCKAHH1
kiasimii [Enter] Hampukiniil BignoBiaHoro ad3aity. [Ipu BBeieHHI ueproBoro eneMeHTa
1 HatuckanHi [Enter], HacTynmHMi1 ab3a11 aBTOMaTUYHO MOYHETHCS 3 MapKepa abo HO-
Mepa. 3aKiHIYIOTh CITUCOK JIBOPa30BUM HaTuckaHH:AM [ Enter] Hanmpukinii ab3airy.
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bararopiBHeBU# CIMCOK P

baraTopiBHeBUI CIHCOK MOXKE MICTH-
TH JI0 JIeB’SATH PIBHIB MapKipoBaHOTO a0o
HYMEPOBAHOTO CIIMCKY 3 PI3HUMH PIBHSIMH
BIZICTYNIB y MEXaxX OJHOTO 3arajibHOTro
crnucky. Jlsi CTBOpEHHs CIUCKY 3 OaraTo-
PIBHEBOIO HYMEpALI€I0 BHUKOPHCTOBYETHCS

bibnioTexa cnuckis

KHOMKA | =7 bazamopienesuii cnucox Ha 1 -
Bk Ocroene y Tpyni Abzay. bidmore- HeMae al 11
Ka CITMCKIB MPOIMOHY€E HAHOUIBII MOIIUPEH] L
PI3HOBUIM OaraTOpiBHEBUX CITHCKIB, a BU-
3HAYUTH HOBUM OaraTOpiBHEBUU CIMCOK | .
JI03BOJIUTH BIJIMOBITHA KOMaHIA BHHU3Y Ma- |
HENi, 1[I0 BIJKPUBAETHCS 3a JOIMOMOTOIO .
KHOIIKH 31 CIIPSIMOBAHOIO JIOHU3Y CTPLUIKOIO,

PO3TAILIOBAHOIO [TPABOPYY KHOIIKU [,
Jis Toro mo0 mepedTH Ha OUIBII

BKJIQJICHUH pi1BEHBb 0AaraTOpiBHEBOTO CITUCKY

(Hampukinaz, nepeitu Big Homepa 1 1o 1.1 1. 3arenoso | | daranoso?

abo Bix HoMepa 1.1 mo Homepa 1.1.1), Tpeba b

CraTtba | Zarone 1 Zaronoeox 1

Pazgen 1.01 2z~ 1.1 Zaronoeoe 2

(a) Zsronoeo 2

Inasa 1 Zzronce

=
g

HATUCHYTH KHOTIKY |*&| 36inoummu 6ioc-

myn a00 TOCTaBUTH KypCOp Ha IIO4YaTKy BEuzHauMTH HOBWIA BaraTopiBHEENA CMCOK. ..
BIJITOBIHOTO PsIJIKa 1 HATUCHYTH KJIABIIITY
[Tab]. [lo6 mnigBumMTH piBEHBL (HANPU-
KJ1aJ, mepeiTu Bij HoMmepa 1.1.2 1o HoMmepa

Bl-ﬁﬂa‘-IHTH HOBWMIA CTWME CNHCEY ...

1.2), i1 HATUCHYTH KHOHK 3menwumu 8iocmyn abo MOCTaBUTH Kypcop Ha Movart-
Ky BIJIMIOBITHOTO psiJiKa 1 HATUCHYTH KoMmOiHaiio kiasii [Shift] + [Tab].

5 O0’ekT nexopaTtuBHOro Tekcry WordArt

WordArt no3Bossie cTBOoproBatd y JokyMeHTax Word TEKCT i3 3aCTOCOBAaHMMHU
710 HBOT'O CIieliabHUMHU opuriHanbHUMU edextamu. [1{o6 BcraBuTn 00’ ekt WordArt

y OKYMEHT, Tpeba CKOPUCTATUCS KHOMKOIO A WordArt nocepeauHi rpynu Texcm
Ha Bkjiaaui Bemaenenns. Ilicns BuOopy MOTPIOHOTO CTHIIIO 3 KOJIEKIIT CTUIIIB Oynie
3aMpONOHOBAHO BBECTU TEKCT, 3a/1aTu mpU@T 1 po3mip. s penaryBaHHsi CTBOPEHO-
ro 06’ekta WordArt mpu HaTHUCKaHHI Ha HHOTO Ha CTPiulll 3’SIBUThCSA JOJATKOBA
BKJIagKa Popmam 3 1100 HU3KOIO 3aC001B.

6 Pe:xxummu neperyisiiaHHs J0KyMeHTA

JHokyment Word Mo>ke MaTu I0CUTh CKJIaJIHY CTPYKTYpPY: KOXKHa CTOpIHKA, OKPIM
OCHOBHOT'O TEKCTY, MOK€ MICTUTH BEPXHI 1 HM>KHI KOJIOHTUTYJIM, BUHOCKH, PUCYHKH,
TaOIUIll TOIO. 3aJIEKHO BiJ PO3B’SI3yBaHOTO B JIAaHWM MOMEHT 3aBJIaHHS MOHA BH-
OpaTy OAMH 13 BapiaHTIB MOJAHHsS JOKyMeHTa y BikHI Word, ski BUOMparoThCcsl Ha
BKianui /lodanns y rpymi Ilooanus abo 3a1al0ThCs KHOIKAMHU Y HXKHbOMY TIPABOMY

KyTi BikHa &= Peoxcum yumanms, Posmimka cmopinku ta &l Beb-ooxymenm.
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AsTOoMaTu3auia poborTu 3 6araToCTOPIHKOBUM CTPYKTYNOBAHUM
AOKYMECHTOM

1 BuxopucTaHHSI CTHJIBOBOI0 ()OpMATYBAHHA

Icaye nBa cmocobu dopmaryBaHHs — IpsiME 1 CTUIHLOBE. HeBenmuki JOKyMeHTH
Pa30BOTO BUKOPUCTAHHS 3BHYAHO 0GOPMIIOTH mepmuM criocodom. Ilpu odopm-
JICHHI BEJHMKUX CTPYKTYpOBaHMX JOKYMEHTIB 3 PI3HOMAaHITHICTIO CTUJIIB a03alliB
Kpallle BAKOHYBaTH CTHJIHOBE ()OpMATyBaHHSI.

CtuiaboBe (popMaTyBaHHA TOJISITA€ Y MPU3HAYCHHI TOTOBUX CHEIiabHUX CTH-
7B (pparMeHTaM TEKCTY, 10 CIPOILY€E MIATOTOBKY JOKYMEHTIB, 103BOJISE 3a01IAAUTH
gac 1 gocsarty yHidikaiili opopMIeHHS YCiX JOKYMEHTIB, SIKI BUKOPUCTOBYIOTHCS Y
NIeBHIN opraHi3ariii.

Ctuab — 11e iMeHOBaHMM Habip mapameTpiB GopmaTyBaHHS, SKI MOKHA 3aCTO-
cyBaTH 10 (pparmeHTiB TekcTy. DopMaryBaTu TEKCT 3a JAOMOMOTOI0 CTHIIIB 3HAYHO
IIBU/IIIIE, HK (popMaTyBaTH BpyUHY KOKEH €JIEMEHT TEKCTY, OCKUIbKM OJIHA KOMaH/1a
3aCTOCYBaHHS CTWJIIO aBTOMATHUYHO 3a/1a€ 1Ty HU3KY INapameTpiB TEKCTy, HAIpU-
KJIaJ: Ha3By WIpU@Ty, HOro po3Mip 1 KOJip, BUPIBHIOBAHHS a03ally 1 MDKPSIKOBUN
1HTEpBaJ TOIIO. JIesKl CTUJII BKJIFOYAIOTh HABITh MEXKI1 Ta 3aJMBKY. 3py4YHICTb BUKOPHC-
TaHHS CTUJIIB TIOJISATAE 11I€ ¥ B TOMY, 1110, SIKIIIO ParTOM Ha SIKOMYCh €Tall He Cro100aB-
Csl BUTJISIT JJOKYMEHTA, HAPUKJIIJ, SKOTOCh THITY 3arojIOBKIB, TO MOYKHA IIBUIKO 3Mi-
HUTH CTHJIb, HE 3MiHIOIOYH 0()OPMIICHHS KOJKHOTO 3arojIOBKa TAaKOTO TUITY BPYUHY.

Cruni (ToOTO iXH1 IMEHA Ta BU3HAYEHHs) 30€piraloThesl y (ailnax TOKyMEHTIB 1
mabsoHiB. [Ipu cTBOpeHHI JOKYMEHTA 10 HhOTO KOIMIOETHCS Hallp CTUIIIB TOTO 11a0-
JIOHY, Ha SIKOMY BiH CTBOpeHuid. Hampukman, mpu CTBOpPEHHI HOBOTO JOKYMEHTa Ha
ocHOBI 11adnony Hoeuii doxymenm (paria Normal.dotm) Bin orpumMye korito HabOpy
CTWIIB 3 0a30BOTO HAOOPY CTUJIIB 3arajbHOTO NpU3HAYCHHS (BOYTOBAaHUX CTUIIIB):
3euuanuii, 3azonoeoxk 1 Touo.

Word namae MOXIHMBICTH HE JIMIIE 3MIHIOBATH, IEPEHMEHOBYBATH 1 BHIAISATH
CTHIII, SIK1 MICTATBCS Y JOKYMEHT1 a00 11a0JI0Hi, a i CTBOPIOBATH Y HHOMY HOBI CTHIII.

[Ipu aBTOMaTMYHOMY (OopMaTyBaHHI TOKYMEHTa KOKHOMY ab3airy mpu3Hada-
eThes oauH 31 ctwiiB Word. Hanpuknaz, 3arojioBky Moxe OyTH MPU3HAYEHO CTHIIb
3azonosox 1 abo 3azonosox 2, ab3aiy OCHOBHOTO TEKCTY — CTHIIb 3uuatinuii adbo A6-
3ay cnucky TOUIO.

BOynoBaHi cTuiii 3aroioBKiB pi3HUX PiBHIB (3acon060k 1, 3aconosok 2, ..., 3a-
20110680k 9) HamaOTh HU3KY Tepesar. [lo-mepie, i3 3arolOBKiB MOKHA IIBUAKO TTO0Y-
nyBaTtu 3MmicT. [lo-apyre, BOHM BUKOPHCTOBYIOTHCS ISl BIIOOpaKCHHs Ha TaHEN
Hasieayis i€papXi4HOi CTPYKTYPH JOKYMEHTA, KOO 3pYYHO KOPUCTYBATHCS IS Tie-
PEMIIIEHHS 10 TEKCTy Y BEJIIMKHX 0ararocTOpiHKOBHX JOKyMeHTax. Jlis BimoOpa-
KEHHS IMi€] aHesi ¢ Ha BKIaAmi [looanusa y pyni Bioobpazumu BCTAHOBUTH TIpa-
nopenb Obiacmov nepexoois.

Takox ICHYIOTH CTHIII JJIsl PI3HUX BUJIB MapKipOBaHUX 1 HYMEPOBaHHX CITHCKIB,
TaOJUIh 3 PI3HOMAHITHUM OGOPMIICHHSIM, JIJII OCHOBHOTO TEKCTY Pi3HOTO (opMary,
KOJIOHTUTYJIIB Tolo. Haperri, icHye HM3Ka CrieliagizoBaHuX CTUIIB. BOHU 3aCTOCOBY-
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IOTBCSI ABTOMATUYHO U (OpMATyBaHHS TaKUX EIIEMEHTIB, SIK BUHOCKHU, MPHUMITKH,
3MICT, TOKQKYHK, & TAKOX IS ISIKUX IHIHX IJICH 1 He BiOOpaKatOThCS 3a MMPOMOB-
YaHHSM Yy CIIMCKaX CTHJIIB, OCTYITHUX JISI BAKOPUCTAHHS Y IOKYMEHTI.

106 Blz[(bopMaTyBaTn (bparMeHT TEKCTY 32 JIOTIOMOTOI0 CTHIJIIO, IOCHTh BUOK-
PEMUTH HOTO Y I[OKyMeHTl 1 Ha CTpl‘-ILIl IHCTpyMEHTIB Ha BKJaaui OcHosHe y Tpymi
Cmui BUOpaTH 3 MepesiKy Ha3B CTUIIB MOTPIOHUN CTHIIB.

OCHOBHE
= Bookman Old Style 14 - Z-EL. EE
D X K O - x x A == == 1=. AaboO0B1 AabéBel: AabGBsMt :
chfmm v a . A-ma- A A A o 3aronoeok.. 3aronoeok.. T 3euuain.,
Bydep obminy WpudgT I Ta Crani ra

[I{o6 BiAKpHUTH OUIBII 3MICTOBHY ITaHEIb 3 MEPEIIKOM €KCIpPeC-CTUIIIB, JOCTaT-
HBO JIMIIIC HATUCHYTH KHOTKY |~ PO3KPHUBHOTO CITHCKY.

AaBb0B1 A4abéBeI. AacoBerrl, AabOBB Aab6Berr]

Jaronosok 1 3aronosokd | T 3enyanHumn Hazea Migzaronoeok

AabbBelrly Adabb6Belzl AabbBel'sl AaboBsl Aabo6BelTr

T Bes intepe.. Cnabke guno.., Buainenna  Cunsme eno... Crporvi

Aab6Belrzll AabGBele/] AABBBBIT \ALsBirll AdabéBel s
Lurara Hacuyera u..., Cnabkenoc.. CuneHe noc,.. Hasea kHurn

Aabb6Bslr)

T ABzau cnu...

244 Creoputi cTunb

A Ouuctutin poprmaTyBaHHa

A4 2

—¢ 2 dCTOCYBATH CTUANI

3a I01OMOT 010 Ii€] TaHe Il MOKHa BUOMpATH ICHYIOU1 CTUJI 1 IpU3HAYATH 1X J0
BUJIIJIEHUX (PPAarMEHTIB TEKCTY, a TAKO CTBOPIOBATH HOBI CTHIIL.

OpHoTUITHUM (hparMeHTaM TEKCTY JOIIIBHO MPU3HAYUTU OJWH CTHIIb. TOa1 mpu
3MiHEHHI nTapamMeTpiB (opMaTyBaHHS JAHOTO CTWIIO y JOKYMEHTI, 30BHIIIHIN BUTIIS
TEKCTYy aBTOMAaTUYHO 3MIHUTHCS TI0 BCbOMY JTJOKYMEHTY.

OckUIbKM TIepesik mapameTpiB, 3aCTOCOBYBAHUX JO KOHKPETHOIO (parMeHTta
TEKCTY, 3aJIEKUTH BiJl HOr0 THUITY, TO PO3PI3HAIOThH TaKl BUIU CTUIIIB:

1) cruap a63amy MICTHTH MOBHHMU HaOip mapameTpiB (GopmaryBaHHs ad3aily,
TOOTO 1 mapameTpu mpudTy, 1 MapaMmeTpu ad3airy, 30KpeMa: BUPIBHIOBAHHS TEKCTY,
MO3UIIii Ta0yJIAIi1, MDKPSIKOBHM 1HTEpBAJI, MEXI1 TOIIIO;

2) CTHJIb CHMBOJIY MICTHTh JIMILIE TapaMeTpH GpopMaTyBaHHS mpUdTy, a came:
Ha3By mpudTy, po3Mip, KOJIip, CTHIb MPUPTY (Hanisxcuprutl, Kypcug Ta iH.);
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3) 3B’s13aHmii (ad3am i CHMBOJI) TIOEAHYE MapamMeTpu (HopMaTyBaHHS sIK HIpUQ-
Ty, Tak 1 a03a1yy 1 BUKOPHUCTOBYETHCS SIK CTUJIb CUMBOJIy 200 ab3ally 3aj1ekHO BiJl TO-
ro, 1o OyJI0 BUAUICHO. SIKIO KIAlHYTH BCepearHi ad3amy ado BUIIIUTH Bech ad3arl,
a TIOTIM 3aCTOCYBATH 3B’sI3aHUN CTUJIb, TO BiH 3aCTOCYETHCS SIK CTHIIB a03ary. [Ipore,
AKIIO BUAUIATHU CIOBO abo ¢pa3y B ad3alli, a MOTIM 3aCTOCYBAaTH 3B’ 3aHUI CTUIIb, TO
BiH 3aCTOCY€ThCS SIK CTHJIb CHMBOJTY, HE BITUBAIOYHM HA a03all y LIJIOMY;

4) cTuab TadJaMIi BU3HAYae ohopMIIEHHS Ta0JMIh, 30KpeMa TaKi IapameTpH, SK:
MesK1 (JIIHIT CITKHM) TaOJIMII, KOJLOPU TEKCTY ii eJleMeH-

TIB, 3JIUBKH (3aTIHEHH: ), BUPIBHIOBaHHS 1 MIpU(TH; CTuni v X
5) cTuab cmUCKy BU3HA4Ya€ OQOPMIICHHS CITHC-

KiB, 30KpeMa Takl mapaMeTpH, SK: BIACTYIH 1 CTUIb CuncinTH BCe

Mapkepa JUIsi MapKipOBaHOTO CHHUCKY ab0 CXemy Hy- | 3euuaiinmit il

Mepalrlii AJi1 HyMEpOBaHOTO CIHCKY. bes inTepeanie T
Crtuni ab3airy, CHMBOJTY Ta 3B’si3aH1 CTHJI MOX- 3aronosok 1 32

Ha noOayuTu Ha nanem Cmuni, IS BIOAKPUTTS SIKOT 3aronosok 2 =

Hasea iia

CIIiJT HATUCHYTH 3aIlyCKad Yy TPaBOMY HHXHBOMY
KyTi rpynu Cmui.

1) Ctwii  ab3ary IMO3HAYArOTHCSA CHUMBOJIOM: .
[ITo6 3acTocyBaty BUOpaHuil CTUIbL ab3alry, 10CTATHBO
KJIAIHYTH y OyJb-siIKkoMy Micii ab3aily, MICis YOro
KJIAIIHYTH Ha Ha3Bl CTWIO ab3aiy Ha manem Cmui.
[110o6 3acTocyBaTH CTHIIb ab3ally BiApa3y 10 JEKUTbKOX
ab3aiiB, ix Tpeba BUAUIMTH. 3a MPOMOBYAHHSIM y HO-
BOMY JA0KyMeHTI Word aBTOMaTH4HO 3aCTOCOBYE 38u-
yarinuii® cThIb a03ally 10 BCOTO TEKCTY.

2) CTriti CHMBOJTY TTO3HAYAIOTHCSI CUMBOJIOM: .
3acTOCyBaTH LIEM CTWJIb MOYHA JI0 TIEBHOTO CJIOBA YU
KiJIbKOX CJTiB, BAOKPEMHUBIIIHA 1X. M (%P 0

3) 3B’s3aH1 CTHJII TIO3HAYAIOTHCS CUMBOJIAMH: Ja.
3acTocyBatu 3B’ s3aHUI CTUJIb JO BCHOTO a03ally MOXKHA, MONEPEIHBO BUOKPEMUBIIIH
a00 kjmauHyBIIM a03arl. Ko X BUOKPEMUTH CJIOBO abo (pa3y Ta 3aCTOCOBYBATH
3B’SI3aHUN CTUJIb, OTO Oy/ie 3aCTOCOBAHO JIMILIE O BAOKPEMIIEHOTO TEKCTY.

S0 xoJieH 13 BOYJOBaHUX CTWJIIB HE 3a/I0BOJILHSIE MOTpeOaM, MOXKHA 3MIHUTH
OyIb-SKUii 3 HUX, 400 CTBOPUTH BJIIACHUH, TIPU YOMY JUJIsl IPULIIBUIICHHS B SIKOCTI OC-
HOBH MO>KHA BUOpaTH Oy b-SIKHi1 13 BOYJJOBAHUX CTHUIIIB.

J1y1g 3MiHeHHsT BOYIOBAaHOTO CTHJIIO CIIiJl TIOCTaBUTH Kypcop B ab3arl, CTUIIh TEKC-
Ty SKOT0 HeoOXimHO 3MiHUTU. [Ipu iboMy Ha maneni Cmuni pamMKoro Oyje BUALICHO
Ha3By CTHJIIO, 3ACTOCOBAHOTO JI0 I[bOTO ab3arry. Jlami Tpeba migBeCTH BKa3iBHUK MU-
Il 10 Ha3BU CTWJIIO, KJAIHYTH HAa HOMY MPABOI0 KHOIMKOI MMIII 1 BUKOHATH KO-
MaHAy KOHTEKCTHOTO MeHIO0 3minumu cmuis. lle mpusBene 10 BIZKPUTTS AiaIOTOBO-
ro BiKHa 3miHa cmuiio, B SKOMY MOKHa 3J1MCHUTH 3MIHEHHS MapameTpiB CTHIIIO.
OCHOBHI XapaKTEpPUCTUKHU CTHIIIO BUHECEHO Y BUIJISI/II KHOMOK 1 pO3KPUBHUX CIIUCKIB,

Miasaronosox fia
Cnabke sMokpemneHHas @
BuaineHHs a
CwnbHe BMOKpeMaeHHa d
Crporum a
Uwrata fia
HacnyeHa unrara hUK:

Chabke NOCMNaHHA a

MonepeaHin nepernsa

BrmMEHYTH 38" 833H1 CTHAI

apamarTpu

10 Crune 36uuaiinuii aBse cob600 OCHOBY Iy OLIBLIOCTI iHIIMX CTHIIB ab3ala, a TOMY IPU 3MiHEHHI CTHIIO 36uyaii-
Hul 3MIHATBCS BC1 OCHOBaHI Ha HbOMY cTHIL. CTHIIb 36uuaiinuii HE OCHOBaHUH aHi Ha XKOJAHOMY 31 CTHIIIB.
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a JieTaNbHille HAJAITYBaHHS CTHIIIO MOKHA 3[1HICHUTH, CKOPHUCTABLINCH KOMaHIaMU
CIUCKY MICJsI HATUCKaHHS KHONKH Popmam. Hanpukian, MokHa BUOpATH MOBY IS
MEPEeBIPKHU MPABOMUCY, 3aaTH PO3MIpP BIACTYIY MEPLIOTO PSIKa Ta 1HII BIACTYIH i
IHTEpBAaJIH, BCTAHOBUTH €EKT yci 8enuKi Oykeu Ta 0araTo 1HIIOro.

r3MiHa CTUNo IM‘
Bnactusocti
Im's: 3BMYaNHUI
Tun cruno AB3ay
Ha ocHOBI CTUMO: (Hemag)
CTune HactynHoro aésawy: | 1 3suuaniHun EI

DopmaTysaHHA
|

TimesNewRomanB 14B X K n _B

SICEEE

I
il

II|
Il

& =

I The

+
#

1l

| Hanpuxnazg, notpidHO BigdopMaTyBaTH IHTATY 3 BigcTymoM 1.3 oM Big miBOro Ta
WipudT £ iHTepBanTOoM. BOYIOBaHOTO CTHMIO, AKHH BIJNOBIZaE |
— £ MOKHA CTBOPHTH HAaCTpPOIOBAaHHH CTHJB, BHKOHABIIH |

Abzal,...
| . .
Tabynauia...
| Mexi...
Moea.., T - S
2w Roman, 14 n, Konip wpndTy: Tekcr 1, pocinceka, 3a WHMPUHOKO
p Wi, iHTepEBan
Pamka... ! ) - :
ux pagkis, Ctune: Bigo6paxeHHsa B KOAeKUil CTUNIB
Hymepauis...

Cnony4YeHHA KNaBgiLL..,
O0KYMEHTW Ha OCHOBI LUbOro WabnoHy

[ OK ] [ Ckacysati ] ‘

Y Word Bu3HaUYe€HO HU3KY KOMOIHAIINA KJIABIII /Ui 3aCTOCYBAaHHS BOYJIOBAaHUX
ctwtiB. L{i komOiHaIT KJIaBII AOCTYIHI ¥ OyIb-sikoMy JoKyMeHTi Word, SIKIo Tiib-
KM BOHU He OyJIM NIepeBU3HAUCHI y caMOMYy JOKyMeHTI abo ioro mabnoni. HaiiBax-
JUBI1II 3 HUX HajgaHo B Ta0m. 10.1.

Tabauya 10.1 — CrangapTHi cTuJi i koMOiHaLisa KJIaBim 1J1s iX 3aCTOCYBaAHHS

. Oobaacts| KomOinamist
Ctuab ado onepauist .

il KJIaBil
3euuatinuil Ao6zarr | Ctrl+Shift+N
OcHoBHU pUdT ad3aIry CumBon | Ctrl+IIpo6in
3aconosok 1 A6Gzarr | Ctrl+Alt+1
3aconosox 2 Ao3zar; | Ctrl+Alt+2
3aconosok 3 Ao3zar; | Ctrl+Alt+3
MapkipoBaHHUii CITUCOK Crucox | Ctrl+Alt+L
[TigBuIeHHs PIBHS 3aroJioBKa (31 3MiHEHHM #oro ctuio) AbG3arr | Alt+Shift+«—
[TigBuIICHHS 3aroJIoBKa (31 3MIHEHHSIM HOT'O CTHIIIO) A6Gzanr | Alt+Shift+—
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[ToBepx Oynb-SIKOTO CTHIIIO, HE3AJIEKHO BiJ MOTO THUITY, MOKHA BUKOHYBATH IO-
Aanplie GopMaTyBaHHS TEKCTY.

Habip ctuiiB, AOCTYMHUX MPH CTBOPEHHI JOKYMEHTA, 3aJ€KUTh BiJ 1IA0JIOHY,
Ha SIKOMY 0a3yeThCsl TOKyMEHT. BubIIicTh BOYJOBaHUX CTHIIIB MOXHA BUKOPUCTOBY-
BaTH B YCIX Ia0JIOHAaX.

2 IloHATTS WIA0JOHY JOKYMEHTA

II1a0J10H JOKYMeHTa — 11€ OCHOBA JI CTBOPEHHS JJOKYMEHTIB y BUIIISII (haiiiny 3
po3tmpeHHaM dot abo dotx, B IKOMY MICTSTHCS HAOOPH CTHIIIB, a TAKOXK HaJallTy-
BaHHS CTPIUKM, KOMOIHAIIN KJIaBIIl, €JIEMEHTH aBTOTEeKCTy 1 MakpocHu. [llabmon moxe
MICTUTH TTONIEPETHHO HAJIAIITOBAHI IMapaMeTpH, TaKl SK TEKCT, JiHii, GopMaTyBaHHS Ta
MakeTH CTopiHOK. Lle mae 3Mory cTBOpIOBaTH JTOKYMEHTH IIBUIIIE, HIXK TTOYMHAIOUH 3
yuctoro apkyma. Koxken gokyment Word 3aBkIu NOB’SI3aHUM 3 IEBHUM IIa0JI0HOM,
AKUA BHOUPAETHCS MPH HOTO CTBOPEHHI, BUKOPHUCTOBYETHCS 3a MPOMOBUYAHHSIM abo
MIPUEAHYETHCA 10 HHOTO MI3HINIE. 32 MPOMOBYAHHAM HOBI JOoKyMeHTH Word cTBOpIO-
10Thcs Ha maboni Normal (3suuaiinuii, daitn Normal.dot abo Normal.dotx).

[1{00 cTBOpHUTH HOBHI IOKYMEHT Ha OCHOBI madiony Normal, Mo>kHa BUKOHATH
koMauny @aiin | Cmeopumu | Hosuii 0okymenm abo HatucuytH kinasimii [Ctrl] + [N].

Kpim 3BuuaitHoro mabiaony, Word Mae 11y HU3KY 11a0JIOHIB /i1l CTBOPEHHS Pi3-
HOMAaHITHUX JIOKYMEHTIB OCOOMCTOTO 1 JUIOBOTO XapakTepy: pe3ioMme, KajeHIapiB,
3BITIB, JINCTIB, (haKcCiB, MyOIiKaIlii TOIIO.

[a6mon Word (uu to 1Hmmoi nporpamu Office) cTBOpIOIOTH OAMH pa3, 100 MOTiM
BUKOPUCTOBYBATH MOro 3HOBY ¥ 3HOBY. [Ipy cTBOpeHHi mad/0Hy MOKHA BUKOPHC-
TaTH BXKE CTBOPEHUI, 3aBaHTaKEHUI a00 IIJIKOM HOBHM TOKYMEHT Ta 30€perTH e
JOKYMEHT SK a0yioH KkoMaHaow Daiin / 36epeemu sax, BuOpasiu tun dany [llao-
non Word.

Jiis 3MiHeHHsI (OHOBJIEHHSI) IIA0JIOHY CJIiJ BiAKpUTH (aiiin komaHaow Daiir/
Biokpumu 1 nB141 HaTUCHYTH TyHKT Komn tomep, micias 4oro y BikHi Biokpummsi 0o-
kymenma BuOpaTu y mammi /Joxymenmu (My Documents) / Hacmporweani wabnonu
Office moTpiOHuMIA 111a0I0H, BHECTH 3MIHHM, a TIOTIM 30€PErTH 1 3aKPUTH IIa0JIOH.

3 CTBOpeHHs 3MicTy

Word no3Bosisie aBTOMaTUYHO CTBOPIOBATU 3MICT JOKYMEHTA, SKIIO MOIMEPEIHbO
OyJI0 3ajaHO CTUIII 3aroyioBKiB (3aconoeok 1, 3aconoeok 2 Ta iH.), K1 CIIJ AOTYYUTH
no 3micty. Ilicna komanau 3micm y rpym 3micm Ha Bkaaaui llocunanns Word cam
BIIHAl/IE BC1 3ar0JIOBKY, IPOAHAM3ye iX PiBHI, CPOPMYE BIA- | =1 % fonam rexcr -
CTYNH BIJIMOBITHO JO CTHJIIO 3arojioBKa 1 BCTaBUTH Biadop- =
MaTOBAHM 3MICT 13 MO3HAYEHUX 3ar0JIOBKIB Y JIOKYMEHT. 3mict

Komanna /[ooamu mexcm y tpymi 3micm 103BONSE 10-  ~
JIaTH JI0 3MICTY TEKCT, HeBiipopMaTOBaHUI SIK 3aT0JIOBOK.

OTxe, 17151 CTBOPEHHS 3MICTY B JIOKyMEHTI, HACAaMIIEPE/I, CJIi1 TO3HAUYNUTH CTUIISIMH
3aroJIOBKIB BCE T€, IO JIOIMUIFHO BUHECTH JI0 3MICTY. [1icis mboro cTatv B T€ MICIIE J10-
KyMEHTa, B sk TpeOa BCTaBUTH 3MICT, 1 BUKOHATH KoMaHnay [locunanns / 3micm. Bu-
OpaTyl OJIMH 13 3alPOMOHOBAHMX CTUJIIB 3MICTY, HANPUKIAT Aémomamuyna maoauys 1.
binbmr mmpoxuit Habip CTUIIB 3MICTY Ta 1HIII JETAIbHI TapaMEeTPU MOXHA 33JaTH KO-
Man010 [locunanus / 3micm / Hacmporosarnutl 3micm 'y 1iaioroBoMy BikHi 3micm.

B A

[ ! OxnosuTH TAOAWUKO



60

Jlekuis 10

[—T] ™ Aoaaty ekt ~
(" onoewtn Tabanuo
3micr

B6yposani

Asromarnuna rabnanua 1

IMICT
L T b TR e——— S—

Asromarnuna rabnnuya 2

imict

FRIONOBOR Lieerressiasserersassearsrssressrossosssssssasrons

Tabanun spyuny

IMICT
Boeepairs saronosox poaginy (pisews 1)

Beepin saronoook poxginy (pisexs 2)....
Baeaim sarononox poaglny (pisens 3),

Boeairs saronosox poaginy (piseus 1)

[n] HacrporoBannii smic...

.
3micT

MoKax4ME 3ImicT

CRMCOK iNKCTpaLii | TaGanua NocKMAaHE

3pasok APYKOBAHOMD JOKYMEHTE

3pasok eB-a0KyMeHTa

Y

FigHi: 3 -

3aroNoBOK L arrrrmmnrmsnensmenenine 1 |- 3aronoeok 1 o

L (o
3ArONOBOK Zuvevuerereerseesersenaene 3 3aronoeok 2
3ATOMOBOK 3erevecerierseeseras 5 3aronoBok 3

MokazaTv HOMEPW CTORIHOK [iNepNoCMAaZHHA 3aMICTE HOMEPRIE CTOPIHOK

Homepw cropinok cnpaea

JAaN0OBHKEAY: | i EI

3araneHi

Dopmati: |Z|

[I'IgpaMETpu... l [ IMIHATH... l

[ OK l [ CRacysaTH l

YcraneHo 10 3MICTy TPOMOHYETHCS BUHECTH 3aroJIOBKH MEPIINX TPHOX PIBHIB,
ajie 3a moTpedu 11e 3HAaYCHHs MOKHA 3MIHUTH (Bia 1 10 9).

Kpim kisbKOCTI piBHIB, Y /11aJIOTOBOMY BIKH1 3micm MOKHA BUOpAaTH THI 3aI10B-
HIOBaua (BUJIbHE MICIE M1 HA3BOIO PO3/UTY 1 HOMEPOM CTOPIHKH) 1 OJIUH 3 ceMu (op-
MatiB cTiwiio (I3 wabnony oppopmnennsn, Knacuunuii, Buwykanuii, Bueaonusuit, Cy-
yacnuu, @opmanvruuu, [Ilpocmuii). 3MIHUTH nTapaMeTpu WpudTy ¥ abd3aiy s KOX-
HOTO 13 PIBHIB 3MICTY MOKHA 3a IONNOMOTO KHOTIKH 3MIHUMU.

Sxmo micng (GopMmyBaHHS 3MICTY B JAOKYMEHTI BHKOHYBAJIUCh 3MIHEHHS MOro
CTPYKTYpPH (3MIHMJIACh KUIBKICTh CTOPIHOK, AOAABAIMCh a00 BUJAISIMCH 3ar0JIOBKH 200
1HILI €JIEMEHTH 3MICTY), 3MICT MOXKHA IIBHJIKO OHOBUTHU. {7151 boro Tpeda Ha BKIIAALI

Iocunannsi y Tpymi 3micm HATUCHYTH EJIEMEHT [
Onosumu mabauyro 1 BUOpATH KOMAHIIy OHOBUMIU
Juue Homepu cmopinok abo oHosumuU YIIKOM Y
miasoroBoMy BikHI OHosnenHs smicmy. Bukimka-
TH 1I¢ J1aJOroBE€ BIKHO MOXKHA 1 3a JOIIOMOTOIO
BIINOBIAHOI KOMaHIM KOHTEKCTHOIO MEHIO a0o [

HaTHCKaHHAM KJiaBimii [F9] Ha 3MmicTi.

OHOBAEHHA 3MICTY

B

Bubepite 0guH i3

PEXWMIB OHOBNEHHA 3MICTY:

@) :0HOBWUTKM MILE HOMEPW CTOPIHOK:

) OHOBWMTW LiNKOM

OK ] [ Ckacyeatn
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CNMCOK pexomMeHAOBaHOI niTepaTypu

VBA. Po6ota 3 nianazonamu (Range) [ Enexktponnuii pecypc]. — Pexum noctymy:
http://moonexcel.com.ua/uroki-vba4-range ua.

Bubip xmituHOK 1 miama3oHiB y Excel 3a gomomororo mponenyp Visual Basic
[Enextponnmii pecypc]. — Pexum noctymy: https://support.microsoft.com/uk-
ua/kb/291308.

Kak oOpatuthcst k nuana3zony u3 VBA [DnexktponHsiii pecypc]. — Pexum gocryma:
http://www.excel-vba.ru/chto-umeet-excel/kak-obratitsya-k-diapazonu-iz-vba.

Jlesun A. II. Word u Excel. Camoyuutens JleBuna B nete / Jlesun A. 1. —
CIIO. : ITutep, 2011. — 224 c.

OcuoBu VBA. Tunsl nanasix VBA [DnekTpoHHBIN pecypc]. — Pexxum nocrymna:
http://www.on-line-teaching.com/vba/lsn007.html.

ITintpumka Office [Enexktponnmii pecypc]. — Pexum npocrymy: https://sup-
port.office.com/uk-ua.

[IporpammupoBanue B Microsoft Office mist monb3oBateneit [DneKTPOHHBIN pe-
cypc]. — Pexum nocrtyma: http://www.askit.ru/custom/vba_office/vba_office
plan.htm.

CnpaBounuk 1o 536Ky Visual Basic [QnekTponHslil pecypc]. — Pexxum gocrymna:
https://msdn.microsoft.com/ru-ru/library/office/jj692818.aspx.

Turmu nqanux y VBA. @yHKIIii nepeTBOpeHHs TUIIB nanux [EnextponHuii pecypc]. —
Pexxum  poctymy:  http://ukdocz.com/doc/25505/tipi-dannih-v-vba.-funkc%D1%96
%D1%97- peretvorennya-tip%D1%96v-danih.

Tpodumenko E. I'. OcHOBBI 3KOHOMUYECKON MH()OPMATUKH : METOA. YKA3aHUS JIS
na6. u npakt. padot. / E. I'. Tpodumenxo, /1. I'. Jlapun, H. B. CeBepun, A. M. Ko-
BasnieHko. — Oxaecca: U] OHAC um. A.C. Ilonosa, 2012. — 120 c.

Tpodumenko E. I'. Pabora B MS Excel : MeToa. ykazanus ajis jiad. U mpakT. pa-
oot / Tpopumenko E. I'., IIBaiiko U. IT'., CeBepun H. B. — Ogecca: U1 OHAC
uMm. A.C. ITomosa, 2013. — 140 c.

Tpodumenko O. I'. EnektponHi 3acobu aBTomMaTH3alii 1oKymeHToo0iry. Po6ora
B MS Word : Meron. Bka3iBku aiis J1ad. 1 MpakT. poOIT Ta caMOCTIHH. poOOTH /
Tpopumenko O.T., bykara JI. M., Manurina M. B.— Opneca: BI[ OHA3
M. O. C. IlonoBa, 2015. — 104 c.

Tpodumenko O.I'. TlporpamyBanns B Visual Basic: meroa. moci0. ans ya6. 3a-
HATh 3 auctumuiian “IIporpamyBanHs Ta anroputmiudi MoBu~ / TpodumeHko

O.T.—-Omneca: OHA3 im. O.C. ITomosa, 2004. — 39 c.

10) Huxasrt VBA [DnextponHblii pecypc]. — Pexxum moctyna: http://www.on-line-

teaching.com/vba/lsn0116.html.
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