OCHOBHI IIOHATTA TA IIPHHIIAUIIN I1IOBY/IOBH IHTEI'POBAHUX
IHHAKETIB ITPOI'PAM

1.1 3aranbHa XxapakTepUCTUKA iHTerpoBaHux nakertiB nporpam(I1IT)

[ToHATTS nakeTiB rporpam (a TouHillle, makeTiB npukaagHux nporpam(ITIIIT)) BuHuK/I0
3HAYHO paHilile MOsBU i IIIMPOKOT0 PO3MOBCI/KeHHs TlepcoHanbHUX KoMit toTepiB (I1K) .

3pocTaHHsS (PYHKIiOHa/IbHUX BUMOT i CKJIaZHOCTI MPUKIaAHUX TPOrpaM 3MYIIYIOTh
PO3pOOHMKIB(MPOrpaMiCTiB) 3HAUHO YCKJ/IaJHIOBAaTH CTPYKTYPY TPOrpaM II0 TPU3BOJUTH
[0 HAaCTYITHUX HaC/Ii/KIB:

- HEeOCSDKHOCTI JIoriuHOi((hyHKIiOHAaBHOT) CTPYKTYpH TIPOrpamy;

- CK/JIA[IHOCTi TeCTyBaHHsS MpOTPaMHM i JiarHO3yBaHHS IIpOrpaMHUX 300iBBB Ta

IIOMUJIOK IpM Ii BUKOHAaHHi;
- TPY/AHOILIB BUKOPHUCTAaHHS TaKUX MPOrpaM HeKBasi(hikoBaHUMU KOPUCTYBayamu(T.T
KOpPHCTyBauaMU — He MPOrpamicTaMu).

Lli mpobnemu, Oinbii-MeHII, Oyau po3B’si3aHi 3aBASKA BUKOPUCTAHHIO TakK 3BaHOIO
6JI0YHO-MO/IYILHOTO MPUHLIUIY TI00YZI0BM MPUK/IaHAX MporpaM. 3TiHO 3 HUM KOXXHa
Oi/biI-MeHIT 3HauHa (YHKI[iOHa/IbHA 3aflaua BUpIlllyBajacsi OKPEMOKO TIPHKJIA[HOO
rporpamoro(yHKI[iOHAaTBHUM MOZYJIeM), sika 000B’I3KOBO Majia B CBOEMY CKJIafii MOAYJIi
abo 6moku: 0OUMC/IIOBA/IbHYM, JJaHUX, BBOJY, BUBOAY, KepyBaHHs. [{uM peaizyBaBcsi Tak
3BaHMM I103aJAUHUN MeTOo/ MOOYJ0BU NMPUKIAJHUX ITPOTDAM.

SIK B>XXKe BUSBWIOCS Y TIOZA/IBIIIOMY TaKWM TIAXiJ Te)K He 1030aBJIeHHM HeZoJIiKiB 00
OKpeMi 3ajjaui MOXYTb MaTW OJHAKOBIi(T.T CITiBMaZjawoui) AaHi i OAHAKOBI YaCTHUHU
obumcsroBabHUX 6/10KiB. KpiM TOro y 0ifbIIOCTi KOHKPETHHUX BUIAZKIB T.T. TIPUK/IA/IaHb
dyHKIIii 6/I0KiB BBOJY, BUBOZY C KePYBaHHS [qy>Ke O/M3bKi OJWH [0 OJHOTO, T.T. Maike
O/IHAKOBi(TOTOXHi).

Lle mipuBesIO 0 TIOSIBM KOHIIETIIii 6a3 JJaHWX, KOJIM CTIOpiZiHeHi faHi 00’ €qHyIOTbCS(T.T.
iHTerpyrOTbCsSl) Y €OuHI CTPYKTYpHi OJuHMILI, TOB’s3aHi MiK co00r0, a O/HAaKOBi
nmporpamMHi 3acobu poboTHM 3 AAHUMM(T.T MAaHIIy/IOBaHHS) BUJIISIOTBCS 3 YCiX
byHKIioHaTBbHUX(T.T 00UMC/TIIOBA/IbHUX) O/IOKiB B OKpeMHM OJIOK — OJIOK VIIpaBAiHHS
NaHUMU.

Takui miAxig [JO3BOYMB 3HAYHO COPOCTUTH CTPYKTYPY IMAKeTiB, i PO3ILIMPUBILN MPU
1[bOMY KWOro (yHKI[iOHa/TbHI MOX/IMBOCTI, 1[0 TIPM3Be0 0 TOSIBU TaKOro TepPMiHy SK
inTerpoBaHi nakety nporpam(IT1IT).

[TizcymoByrouM BCce CKasaHe, JjaMO BHW3HAUeHHSl IHTerpOBaHUX IaKeTiB Mporpam — Lie
baraTodyHKI[iOHa/IbHAM TIPOrPaMHUN  KOMIUIEKC, SKHM XapaKTepu3yeThCsl OJI0UHO-
MO/Iy/IbHOIO CTPYKTYPOIO, €JUHUMH OJIOKaM{ KepyBaHHS, iHTETPOBAaHWUMU [AaHUMH i
3acobaMy ympaB/iHHS HUMH, a TAaKOXK PO3BUHYTHM iHTepdelicoM 3 KOpPHCTyBaueM Ta
IHIIIMMU 30BHIIIHIMU CrieLjiaai30BaHUMU MMpPorpamMmamMH.

[Tig Take BU3HAueHHs MifNaja€e 3HauHa Ki/JbKICTh Cy4yaCHMX IIPOrpaMHUX 3aco0iB,
MpU3HAUEHUX IS BUPILIEHHS Pi3HUX TPUKIAJAHUX 3ada4  HayKOBO-TEXHIUHOIO,
(hiHaHCOBO-eKOHOMIUHOTO i BUDOOHMUOTO XapaKTepy.

1.2 ApxirekTypa IIII1
[Tig apxiTekTypow Oy/b-fKOi TexHiuHOI ab0 ITPOrpaMHOI CHCTEMH PO3yMi€ThCs il
y3arajibHeHa CTPyKTypa. CTDYKTYDHOKO CXeMOK CHCTeMM 3BeTbCd 11 Ckafg i
(byHKI[iOHa/IBHI 3B’ 13KM MiXK e/leMeHTaMU CUCTeMH, sIKi 3By ThCsl MOAY/IsIMU abo 6/10kamu.
ApXiTeKkTypa CUCTeMHU € TpeJMeTOM pO3IJIIAYy CHUCTEeMH Ha MepliioMy, TaK 3BaHOMY
CUCTeMHOMY(apXiTeKTYDHOMY) DiBHi, KOJIA aHasi3yKTbCSi OCHOBHI (DYHKI[ii CK/IaJ0BUX




CHCTeM Y B3aeMO/il Mi>k co60r0 i 30BHIiIIHIM cepefoBUILeM(T.T. 30BHIIIIHIMA CHCTEMaMH,
110 OTOYYHOTh J]aHy).

dyHKIlioHaMbHA CTPYKTYpa(abo (yHKIioHanbHa CXema) CUCTeMU DO3IJISIa€ThCsl Ha
JPYroMy, Tak 3BaHOMY (DYHKIIIOHAJIbHOMY PiBHIi JeTasi3aLlii, KO JA€TbCs aHasi3 CKaaay
i GyHKI[ii KO)KHOTO 3 HasiBHUX Yy CHCTeMi MOAyJiB abo OJIOKiB y pi3HMX pekumax ii
(byHKIiIOHYBaHHSI.

IIpyvHIMIIOBA CXeMa CUCTEMU MOJAETHCH Ha TPeTbOMY, e/leMeHTaDHOMY DiBHI PO3I/sfy
CUCTeMH, fie TIPOBOJUTHCS JIeTalbHUM, TI0 eJleMeHTHUM aHasmi3 1o0y10Bu (yHKI[iOHATBHUX
CK/Ia[JOBUX CUCTEMH 1 MOJAETHCA IX MapaMeTpyu I XapakKTepUCTHUKW Yy BIATOBIJAHOCTI [0
peXrMiB (PYyHKLIIOHYBaHHS CHCTEMHU.

Apxitekrypoto ITIIT 3rigHo 3 HaBeZeHUM Buille Bu3HaueHHsAM IT1I1 moxxe OyTH rofaHa
HacTynHUM ynHoM(Puc. 1.1.

Posrasinemo cknag ITIIT i dyHKIiT KO>KHOT CK/1aZil0BOT YaCTUHM.

brok _dyHkitioHaneHux _nporpaMm(B®IT) cknamaetbcss 3 Habopy MPHUKIIAHUX
nporpam(IIIT; i=1,n), siKi BU3HAuarOTh OOUMC/IIOBAILHY i JIOTiYHY OCHOBU TIpPOLIeAYyP
1udpoBoi 06pobku AaHMX. BOHM BUK/IMKarOTHCS(iHII[iFOIOTHCSI) CUTHa/aMU Bifi OJIOKY
kepyBaHHs II1I1 y BifmoBigp Ha 3anuTU(3BepHEHHS]) KOPUCTYBauiB, OIMEpyOTh 3 JJaHUMH,
III0 BBOJSTHCS KOPUCTyBauaMu, abo OTpUMYIOTbCA 3 OJIOKY iHTerpoBaHUX [aHHUX, a
pe3ynbTati LU(PoBOi 0OpOOKH Tepesal0ThCsl UM TO KOPHCTyBadyaM, Ud TO [0 OJIOKY
rpadiuHoro Bi,/:[06pa)KEHH(H, SIKII[O B LIbOMY € TIoTpeba.
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InTepdericHU 6nok BBoay/BuBony(IEB/B) BuKOHye (QyHKIiI 3B’S3Ky MiX
kopuctyBauamu Ta IIII1, mepeTBOprorouM BXiJHI Ta BUXiJHI iH(OpMaLiliHi MOTOKU Yy
BIITIOBI{HI CUTHA/IM, IHCTPYKLii Ta IOBIJOMJIEHHS.

brok inTerpoBanux janux(BI/]) mpu3HaueHuil s 1ieHTpali30BaHOTO 30epeskeHHs
JaHUX, sIKi BUKOPUCTOBYIOTbCS MPUK/IaJHAMU MporpamamMu 3 B®II y ix poboTi, a Takox
TMYacoBoro(abo TmocTiitHOro) 30epe)keHHs [JdaHWX, OTPUMAaHMX BiJ KOpPHUCTyBaduiB, a
TaKOXX pe3yJibTaTiB 00po0KU JaHUX, SIKIIO 1je HeoOXiJHO.

bnok ynpaninHg ganuMu(bY /1) cay>KUThb /11 BUKOHAHHS orepaljii BBOAY(3amucy),
BUBOAY(uMTaHHs), MoAudikallii(3mMiH1) Ta BuiydyeHHs1 AaHuX 3 BIJI, ski y3arajbHeHO

3BYTbCS OmepalisiMi MaHiNy/JIHBaHHS JaHUMU.

brok rpadiudoro Bimobpakenns(bI'B) mpusHaueHuii assg rpadivyHOro IMOAAHHS
BUXi[JHUX JaHuX i pe3ysbTariB ix 00poOku y Bursgi rpadiuHux 006’€KTiB Ppi3HOTO
tuny(rpagikis, giarpam, cxem i T.z.).

bnok inTepdeticy i3 3oBHimHIMM niporpamaMu(BI3IT) ciayxuth 3acobom 00MiHY
[JAHUMU MDXK 30BHIIIHIM cepeZioBHUILleM, IKUM € IPOrpamMHi KOMILIeKCH, y BIJIOBIAb Ha
3anuTH, nosigomieHHs Big IT1I1.

brok mporpamyBanHsA(BIT) cknajaetbcsi abo 3 iHTepriperaTtopa, abo 3 KoMMiisTopa
MoBu nporpamyBaHHs IIIII, 1m0 g03BO/IsIE KOpHMCTyBayaM CaMOCTIMHO 3anporpamyBaTy
BUpillleHHs Oy/Ib-IKOi CK/IagHOT 3a/iaui 3 BUKOPUCTAHHSAM (PYHKILIOHATbHUX MOXK/TUBOCTEM
BODII.

brok kepyBanHs(BK), sikuii 111e 3BeTbCst MoHiTOpOM II1T1, BUKOHY€E (PYHKIIil KEpYyIOUOTO
oprana III1, sikuii mipuiiMae curHaaud 3BepHeHHs(iHMoOpMalliliHi 3amuTH) BiJ BXiJHUX
6/10KiB, iHTeprIpeTy€e(aeKoaye) iX, hopMyHOUM y BiJTIOBib TTOTPiOHI Kepyroui CUTHAMM [0
BiZmoBiiHMX 6J10KiB, CHHXPOHI3y€ Ta JiarHOCTY€ (KOHTPOJIIO€E) poboTy ycix 6s1okiB ITIT.

1.3 OcHoBHi Tunu IIIIT.

Buainsators Taki ocHoBHI Tunu II1I1:

- TekcToBi pegakTopu(TP)

- cuctemu KoM toTepHoro Habopy(CKH)

- auHaMiuHi efekTpoHHi Tabmui(JET)

- Cucremu MaivHHOI rpadiku(CMIY)

CyyacHi TeKCTOBi peZlaKTOpU MalOTh BeJTUKUM Habip MyHKIIiH, [03BO/ISIOUN 3MiHIOBATH
OyAb-sIKMi1 TEKCT, BUTIPABJISIFOUN TOMUJ/IKH, 3aMiHIOBAaTU CJIOBA, MiHSATH MICI[SIMU peUeHHS,
ab3am, BCTaB/AATH TeKCT i T.I. BigpegaroBaHuii TeKCT MOXKHa pO3/PYKYBaTy,
AaBTOMAaTUYHO OTPUMAaBIIM TIOTPiOHe uMcA0 Kormiid. [IpyKyBaHHSI TeKCTiB MOXe
BUKOHYBATHCS Yy Pi3HUX (popMarax yepe3 3a/laHe YUCJIO iHTEepPBa/IiB i 3 BUKOPUCTAHHSIM
pi3Hux mpudTiB. TekcTH BBejleHUX JOKYMEHTIB MOKHa 30epiratu B crieljiaibHuX (aiiax
JIS1 TI0JJa/IbIIIOT0 BUKOPUCTaHHS.

[To 3agaHuM C/10BaM MOXKHA 3HAXOJWUTHM IX pO3TalllyBaHHSA y TEKCTi; TeKCTA MOXKHA
TIPUEIHYBATH OJWH 10 OHOTO.

€ MOXIUBICTH BeCTU MOp(OJIOTIYHMM KOHTPO/Ib BCiX C/iB, 1[0 BBOJSATHCS
TepeBipsAlOYM X Ha IMPaBWIbHICTh HAaNMCaHHS B €JIeKTPOHHOMY CJIOBHUKY BeIMKOL
€MKOCTI.

Takum unHOM, posrisgaroud TP gk IIIII mMo)kHa BUAIIATM B HUX TakKi OCHOBHI
(byHKILiOHabHI TPOrpaMu:

- TIporpama pejaryBaHHS TEKCTiB

- TIporpama 3J/IUTTS TeKCTIB Ta JaHUX

- Tporpama JpyKyBaHHS TeKCTiB



- nporpama (hopMyBaHHSI 3MiCTy, HyMepallii naparpadiB, po3Zi/iB i riaB

- eJIeKTPOHHHWM HaBUa/IbHUM MTOCiOHUK

- TIporpama BCTaBKU Ta MoOy10BU rpadiyHux 00’ €KTiB

CucremMu KOMIT'tOTepHOT0 Habopy TicHO moB’si3aHi 3 TP i mpu3HaueHi A/s1 BUMYCKY
Pi3HOr0 poAy APYKOBAHOI MPOAYKLIiI.

NuHamiuHi e/leKTpOHHI TabmMili, $Ki crouatky OynaM TIpuU3HaueHi TiTbKU IS
aBTOMaTH3allii KOMEepLIMHUX pO3PaxyHKiB, B TOTOYHHWU YaC BHUKOPUCTOBYKOTHCS [JIsI
MOZIeTFOBaHHSI PUUHSATTS YNPABIIHCbKUX DillleHb, /11 NPOrHO3YBaHHS pe3yJIbTaTiB TUX
YM iHIIMX il Ta eKOHOMIUHUX MMOKA3HUKIB.

o cknapy cyuyacHux ITIIT Bxozsate: TP, mporpama JuHaMiUuHOI e/IeKTPOHHOI TabMITi,
CYB/, TenekomyHiKaiiiiHuii iHTepdeiic, eleKTPOHHUI HaBYaIbHUM MMOCIOHMK, TTporpaMa
MalIMHHOI rpagikH i T.II.

Cuctemy MalMHHOI Tpadiku IIMPOKO BUKOPUCTOBYHOTHCSI y PIi3HUX NPUK/IAJHUX
obmactax — B 00poO1i AinoBoi iHdopmariii gis mobyzoBu rpadikiB, KpecieHb, CXeM, B
KOMIT'IOTEPHUX irpax, HaBUalUMX CUCTeMax, B CUCTeMax aBTOMAaTHM30BaHOIO
TpOeKTyBaHHA. XapakTepHumu s Takux IIIII € HaABHICT TakKUX OCHOBHUX
(byHKIiOHa/TbHUX e/IeMeHTIB:

- TporpamMu  BijoOpakeHHSI ~ [iJIOBUX  JAiarpaM  pi3HOTO  TUMY(CTOBIIOBUX,

KOJIOBUX(KPYTOBUX), MiHIMHUX Ta KJIaCTEePHUX)

- mporpamu inTepdeticy 3 6inbiricTio HassBHUX CYB/] Ta AMHAMIUHMX TaOMULb

- mporpamu rpaiuHoro pejakropa

- TIporpam Jjisi aBTOMaTU30BaHOTO KPeC/IeHHs

IITIT OBPOBKU EJTEKTPOHHUX TABJINI]b MICROSOFT EXCEL.

2.1 3arasbHa XapakTepucTHKA

[ITvipoke pO3MOBCHO/IKEHHSI MporpamM OOpOOKM e/leKTPOHHUX TabJvlb TTOSICHIOETHCS
yHiBepCcaJlbHUMH MO>K/TUBOCTSIMU X BUKOPHUCTaHHS y CaMUX Pi3HUX cepax Jis/bHOCTI.

Excel Mo)kHa BUKOPHUCTOBYBATHU SIK [IjIsl BUPIIIeHHS TTPOCTUX 3ajau 00J1iKy, Tak i A/
CTBOpeHHsI pi3HMX OmaHKiB, AisoBoi Tpacdiku i HaBiTh MoBHOro 0OanaHcy ¢ipMu.
Harpuksaz, Ha MmigrnpueMcTBi 3a goroMoror Excel MoxxHa 06/1eTIIIATHA BUPIIIEHHS] TaKUX
3ajau, IK 0OpoOKa 3aMOB/IeHb Ta IUIAaHyBaHHS BHPOOHMIITBA, PO3PaxXyHOK TOJATKIB i
3apobiTHOI maTy, 06K KaZpiB Ta BUTpAT, yIipaB/iHHS 30yToM i MaiiHOM Ta 6araTtbox
IHIINX.

PosrnsHemo okpemi komrnoHeHTH Excel, 5K 0IHOTO 3 iHTErpoBaHMX MAaKeTIiB IPOrpam.

OCHOBHOIO TIPOTrpaMol0 _TakeTa € KaAbKY/ISAiWHMI(00UMC/IoBanbHUM) MOAy/b, 3a
ZIOTIOMOT OO SIKOTO BUKOHYEThCSI 00po0Ka IaHuX(TeKCTOBUX ab0 UMCIOBUX) B TAO/IHULSIX.

[lns CcTBOpeHHs Tpe3eHTaliiHOI rpagiku BUKOPHUCTOBYETHCSI MOAYJ/Ib Jiarpam, SKUU
JI03BOJISIE HAa OCHOBi UMCJIOBUX JlaHWX, 0Op006/ieHMX 3a JOIMOMOIO KasbKYJISAL[iMHOTO
MOJYJisl, OTPUMATH JiarpaMu pi3HUX TUIIIB. PyHKLIOHA/TbHI MOXX/IMBOCTI MOAYJIS Aiarpam
nporpamMu Excel 3HauHO mepeBepIyOTh BiAMOBiJHI XapaKTepUCTUKU CIieljialbHUX
Mporpam CTBOPEHHs [i/IoBOi rpadiku.

3a momomoror Mopy/s 6a3su gaHux B Excel peamizoBaHuii ZOCTyn A0 30BHIiIIHIX 6a3
NIaHUX, 1110 3AiMCHI0EThCS TMporpamoto  Microsoft Query, ska mnpaioe 3 OBC/-
npaiiBepaMu. MokKmuBoCTi 06poOKM Ta yIOpsSAKYBaHHSI [aHWX, fKi TOJjaHi B Pi3HUX
TaOJIUISIX, € TAKOXK AOCTYITHUMU 3aB/IsSKM BUKOPHCTaHHIO MalcTpa 3Be/IeHUX TabJIUIlb.




Mopy/sib nporpaMyBaHHs [03BOJIIE KOPDUCTyBauy He TiIbKA aBTOMaTW3yBaTU
BUDIllleHHs HaWCKIQHIIIMX 3a/ay, aje W CTBOPUTU BjacHy OOOJIOHKY TIPOTPaMHU.
Mo>x/IMBOCTI CTBOpeHHsI MakpociB B Excel 3HauHO po3iivpeHi 3aBAsSKA BK/IIOUEHHIO MOBU
nporpamyBaHHs Visual Basic for Application (VBA). IlepeBaru L€l creLiaJbHO
po3pobsieHoi 1mig Windows MOBH TTpOrpaMyBaHHS TIOJITal0Th TAKOXK B TOMY, 1[0 CK/IaZieHi
B Excel makpocu moxkHa 6e3 ycsikux rpobsieM BUKOPHUCTOBYBaTHU B iHIIMX MPUKIaJHUX
nporpamax ipmu Microsoft.

2.2 dynknioHanbHi ocodmBocti Microsoft Excel.

B Excel npu po6ori 3 daiiamMmu peanizoBaHa KOHI[ETILisi poO0UMX KHUT, KOJIM KOXKHA 3
HUX CKJIaJA€TbCAd 3 MakCUMyM 256 apkyuiB. ApKylli MO)KHa aKTMBi3yBaTW OJVHapHUM
K/IallaHHSIM Ha KOro SIpJWKY. SIpIMYKY apKylliB pO3TallOBaHi y HIKHIA YaCTHHI BiKHA
Excel. [TogBiliHe K/1aLlaHHs Ha APJMYKY apKylla J03BOJISI€ IPUBIACHUTH MOMY HOBe iM’sl.

DyHKI[i agmoniocyMogy8aHHsi MOxKe OyTH aKTHBi30BaHa 3a /IOTIOMOrOI) OJIHOTO-
€IMHOTO K/allaHHS MUIii. /I 1bOro CrioyaTky HeoOXiZiHo BUAIMUTUA 00/1acThb, JjaHi AKOi
MOBUHHI OyTH TigcymoBaHi. Pe3ynbrar BUKOHaHHS Iii€l QyHKI[ii Oyge TogaHui TIif
BU/Ii/IeHOI0 00siacTio. [HIN KHOTKM TlaHesi iHCTPYMEHTIB [03BOJISIIOTh KOPHCTYBauy
IIBY/IKO aKTUBi3yBaTH BUKOHAHHS Ti€l UM iHIIOI (PYHKIIii, TaK I1J0 TTPaKTUUHO YCi OCHOBHI
GyHKLIT MatOTh CBOI KHOTTKU.

Inst nesskux mnapamMeTpiB opMyBaHHS, TaKUX SIK KOJip, po3Mip MIpUdTy, BUA HIPUDTY
ab0 paMKH{, CTBOpEHi CrieljiajibHi MaIiTpH, AKi MO)KHA BiJKpUTH KJal[aHHSM MHUII Ha
CTpinbIli 6iss BiATIOBiIHOT KHOTIKM B MaHe i iHCTpyMeHTiB @opmamupogaHue.

€ MOXMBICTH 00pOO/ISATH BMICT UapyHKU Oe3rocepefiHbO y caMiii YapyHili, /i 94Oro
JIOCTaTHBO BUKOHATH TIO/[BiliHe K/aljaHHS y OakaHili "apyHIili — i B Hei Oyje mojaHui
Kypcop BBOAY. MoO)KHa TakO)XK 3aZjaBaTd IapaMmeTpyd (OpMaTyBaHHSI TEKCTy, Taki SK
HaIliBXXUPHI Ta KYpCHMBHI HauepTaHHS, TiIKPeC/IFOBaHHS, BH/] i po3Mip IPU(TY B YapyHIIi.

DYHKIIiS1 a8mo3anoeHeHuUs N03BOJISIE, K0 MapKep 3allOBHEHHSI YapYHKH, 1110 MiCTUTb
B Cco0i BiAMOBigHMIT eleMeHT cnMCKy Oy/ze repemillleHri 3a OTIOMOTORO TPaBOi KHOTKU
MHUII, TO Ha eKpaHi 3’SIBUTbCSI KOHTEKCTHE MeHI0, 3 SIKOro MO)XHa BHOpaTH BU[
3aroBHeHHs. ITicns Bubopy komanau <ITapamerper> 3 meHto <CepBUC> Ha eKpaHi Oygme
1ojlaHo Aiasorose BIKHO <IlapameTpnr>, B mnaHesi <CHUCKKA> SKOTO KOPUCTYBau MOKe
3a[aTH CBil CTIMCOK AJis DYHKIIIT aBTO 3armoBHEHHS. SIKIIl0 0/fHa 3 UaPYHOK MiCTUTh B CObi
eJIeMeHT CITMCKYy, TO pelliTa BW/iJIEHUX YapyHOK AaBTOMaTWYHO Oy/le 3aroBHeHa
eJleMeHTaMU LIbOT0 CIUCKY B 3a/laHik MOC/TiJOBHOCTI.

[IBugkuii mepexin mo meBHOI obsacTi pobodoro apkyily, siKiii MPUBIACHEHO iM’f,
MO)XHa BUKOHAaTH 3a [JOMOMOIOK MO/s iMeHi y psAfKy ¢opmyn. SK TiIbKM BUZi/IEHIN
obsacTi Oyze npuBiacHeHe iM’sl, BOHO 3’SIBMISIETBCSL y CIIUCKY TI0JIS1 iMeHi, a /1715 Tiepexoiy
710 TIOTPiOHOI 06/1aCTi JOCTaTHLO BUOPATH 11 iM’S y CITUCKY.

Immopt TekctoBux daitnie B Excel 3pilicHioe malicmep mekcmig, SKUM TaKOX
JIOTIOMOYKe KOPUCTYBauy B MPaBUIbHiM p0O30MBIIi TeKCTY B pob0Uiit KHH3i 10 CTOBIII[SIM.

[Ipy BBOAI B uapyHKM (YHKI]ii KOpPUCTyBauy, skui mpaioe 3 Excel, momomorke
maticmep ¢yHkyill. AHa/oTiuHO, SIK i y BUMNAAKY Mmaticmpa Oidepam, TIpolieC 3aBAAHHS
GyHKLIM TMOJAEThCST SIK MOCTIZOBHICTE OKpeMHX KpOKiB. IlepeBara BUKOPUCTaHHS
maticmpa yHKyili TIo/iArae y 3HAYHOMY ITojieriieHi BHOOPY (yHKIl i MpaBUIEHOMY
3aB/JjaHHi il apryMeHTiB.

Iyis mosieTiiieHHsT poOOTH 3 JaHUMHU B poOouili KHU3i /0 Hei Mo)kHa OygyBaTu pi3Hi
GbyHKIliOHABHI e/leMeHTU: MOJOCU TIPOKPYTKM, TMOJs COMCKY, KHOMKW omijii i T.m. Lli
orepariil BUKOHYHOTbCA 3a JOIOMOIOK IaHesii iHCTpyMeHTiB B @opmbt . Ilicias KialaHHs



Ha KHOMI]i PacKphIBaIOIIUIACS CITMCOK B TaHesIi iHCTPYMEHTIB IO/ CITUCKY Oyjie ozpa3y
nojaHo B pobouiii kHu3i. [Ins Toro, o0, HampUK/Iaf, TMOAATH B TIOMi CIHMCKY AesKi
00’ekTH, Tpeba CrMoOYaTKy akTUBi3yBaTH T0Jie CMUCKY MOJBIMHKMM K/jalaHHSAM MUIli. Y
Aiia/ioroBomMy BiKHi, 1[0 3’SIBUTbCSl, BUOEpiTh MaHe/lb YMpaBjeHWe, aKTUBi3ylTe ToJie
WHTepBan syeek i BKaXiTh iHTepBa/s poO0Yoro apkyiila, JaHi 3 SKOTO TOBWUHHI OyTH Yy
criicky. HacTymHuMm Kpokom BuAiMITh mosie CBsA3aTb C SYEMKOM i 3aJlauTe TTOPOXKHIO
YapyHKY poO0UOoro apKylily, B KAl TIOBUHeH OyTH To/jJaHuM pe3y/bTaT BUOOPY 3i CITUCKY.

Excel Tako)X Ha/la€ KOPUCTYBauy MO>K/IMBICTb BK/IIOUWUTU B Jiiarpamy JOJaTKOBi psifiu
JlaHHX 3a JOTIOMOTOK MeXaHi3My repeTaryBaHHs (Tak 3BaHuM Drag & Drop). [Jns 1poro
HaJIe)KUTh BUZIATH BiJNOBiAHWIA psiZiok abo CToOBIelb B poO0YOMY apKyIIli i TiepeTarTu
BUZliieHy o6sactb y BikHO fiarpamu. [ani 3 BugineHoi o0067acTi aBTOMaTHYHO
00pOobsIIOTHCS, i liarpaMa OHOBJTFOETHCSL.

B Excel € Tako)X MOXX/TMBICTh BUKOPUCTAHHS JIiHIK TeHZepiB(perpeciii). 3a J0MOMOr oo
BUbOpYy KoMaHAu JIuHUS TeHJepa 3 MeHI0O BcTaBka /10 KOXKHOTO psily AaHUX MO)KHA
n00aBUTH MIeBHUM TUIT TpeHY(perpecii).

KopucTyBau Mo)ke BUOpaTH y [1iaJIorOBOMY BiKHi, 1110 3’SIBMSIETHCSI, OAMH 3 HACTYITHUX
THUITIB: JiHIMHUM, JTOTapu(PMiuyHUN, TTOiHOMiaTbHUN, TIOTeHLlia/IbHUM, eKCITIOHeHIliaTbHUH,
CKOB3KOI CepeHbO].

[Mopsia 3 Tpaguiiinuvu Ay 0a3 mannx ¢yHKLisMu Excel B pamkax Open DataBase
connectivity(ODBC) Hagae y po3mnopsi/pkeHHsT KOPMCTyBaua CTaHAapTU30BaHUU
intepdetic. Metoto koHuemniii ODBC € cTBopeHHs YHidikoBaHOro iHTepdeiicy ass
JOCTymy [0 30BHilHIX 6a3 ganux. B Excel BOyZoBaHi, Hampuk/aj, Taki ApaiiBepu:
Acces, FoxPro, Oracle, Paradox, SQL-server.

OpHo3HauHO c ycraHOBKOw Excel manenws ymnpasneHusi(Control Panel) Windows
JIOTIOBHIOETHCSI HOBOO OIML{i€t0. 3 il JOMOMOroH MOXKHAa YCTaHOBUTH AojaTtkoBi ODBC-
npaviBepyu. KoxkHa mpukiafHa Tiporpama, sika migTpumye KoHueninito ODBC, moxke
BUKOPUCTOBYBATH 11i ipaliBepu.

ImmopT ¢aiiniB 30BHilIHIX 6a3 AaHKMX BUKOHYeTbcsi B Excel mporpamoro Microsoft
Query Tool, 3a moromMororw SKOi KOPHUCTYBau MOyKe CTBOPUTH 3alUiT 0 0a3u JaHuX i
OTpHUMaTH TaKUM criocoboM fiaHi i meperectu B Excel.

MaticTep 3BefieHNX Tab/HIb [[O3BOJISIE CTBOPUTH CIIelfia/TbHi 3aITUTH [0 30BHIIIIHIX 0a3
JaHUX 3 HACTYIHOK MOXX/IMBICTHO KODUCTyBauy T[I€PeTBOPUTU OTpHMMaHi [JaHi
6e3mnocepeiHLO B iHTepaKTHBHI(Zia/I0oToBi) TabMIIi.




dopmamyeaHHs podoyux madauyb.

3.1 dopmaTyBaHHA YUC/I0BHX Ta TEKCTOBUX AAHMX.
dopmaTyBaHHs iHpopMallii, ska MiCTUTLCS B TaOIHUISIX, He € 000B’SI3KOBOIO MPOI[eIyPOIO,
ajie BOHA B 3HAUHIW Mipi MOJIermye CIpurUHSTTS Ta iHTepIipeTaLito JaHuX.

B Excel mo>xnvBi ABa BapiaHTu hopmMaTyBaHHS — (pOpMaTyBaHHSI YMC/IOBHX 3HaueHb
Ta WpUQTIB (TakK 3BaHe CTUIiCTUYHEe (hOPMATYBaHHS).

HatirpocrimmM criocobom  dopMaryBaHHS uncCe/l € BUKOPUCTAHHS KHOIIOK ITaHeJIi
<copmaTUpoBaHue>, sKi AalOTh HACTYMNHi (hpopMaTu:
- JeHeXHbIM dopMar — [0 uMciaa JOJAEThCS 3HAK TPOLIOBOI OJWHMLI, PO3ZiIUTesb

IPYI PO3PSAiB, @ TAKOXK [IBa JeCATKOBUX PO3PSIJU.

- [pOLeHTHbIM ()OpPMAT — J10 YMC/Ia JOAAEThCS 3HaK BiflCOTKA.
- dopmar c pa3penureneM — YMCIO0 BiloOpaXkaeTbCsi 3 PO3JiNvTeNIeM TPYIT PO3PSAiB

Ta JBOMa [1eCATKOBUMHU PO3psiaMHu.

- YBeJWuuTh Pa3pSIfHOCTh — KiMbKiCTb JeCATKOBUX 3HAKiB umMcia 30LIbIITYETbCS Ha

OZVHULIIO.

-  YMeHbIINWTb Pa3pALHOCTb - KIJIBKICTh [JeCATKOBUX 3HaKIB UMC/ia 3MEHIIYEThCSA Ha

OIUHULIIO.

SIKITI0 BU/IIMMBINM YapyHKY abo [iara30H YapyHOK, K/IAlHYTH Ha OJHIN 3 [JUX KHOTIOK, TO
no BuOpaHoi obmacti Oyge 3acTocoBaHui BifgmoBigHui (opmaT. BigmiauTh 3ajaHe
cdopMaTyBaHHS 00/1aCTi MOyKHa, SIKITIO Il Pa3 KIA[HyTH Ha 11iii KHOTIIIi.

SIKI0 TIpY 3amOBHEHi uYapyHKUA [JaHWUMH pa3oM 3 UHCJIOBAM 3HaueHHSM Oyze
BBe/IEHUH 3HAK Bi/ICOTKA ab0 CHMBOJI I'POIIIOBOI OUHULII, a00 TTPo06i A/ BiJOKpeMIeHHS
rpyn po3pszi, Excel aBToMaTMyHO NpUB/IACHIOE 11iM YyapyHLi Ta I BMICTY BiJOBiHUM
dbopmar.

Anle KHOMOK, MOJaHUX Ha MaHesi (popMaTyBaHHs, SIK MpaBUJ/IO, He BUCTayae, 11100
MpPaBU/IBHO BiJi (popMaTyBaTH JlaHi.

3HayHo Oinbimi Bubip uucioBUx (opMaTiB Hajae [ianoroBe BikHO <dopmar
siueeKk>, BUK/IMK SIKOT'0 MOYKHA 3[[iHCHUTU OHUM 3 HaCTYITHUX CTMOCObiB:

® 33 J01oMOror Komanau <dopmar => Juenku>

¢ KomaH[0t0 <dopmaT siueeK> 3 KOHTEKCTHOTO MeHIO YapyHKH abo [iara3oHy.

® BUKOpUCTaHHSAM KoMOiHaljii kiaBim <Cntr+1>

ITicnias BUKOHAaHHA OJHI€l 3 3alpONOHOBAHUX KOMaHJ, PO3KPUETHLCA [iasioroBe BIKHO
<@opmMar gueek> B IKOMy € 6 — Tb BKIaZoOK. [lig ¢opmMaTyBaHHS UMCJIOBUX 3HAYeHb
Npu3HaueHa BKaAka <Yucno>, Ha sKid B obOmacti <UwucioBble (opmaThl™> MOXKHA
BuOpaT ouH 3 11 HacTynmHUX (hopmarTiB.
dopmar Onuc [Ipuknapn
[IpuviHATHIA 3@  YMOBYaHHSIM.
CnyXuTh A7 BifloOpakeHHST SIK
TeKCTOBUX TaK I UYMC/IOBUX JAHUX
JOBL/IBHOT'O TUILY. Uucsiosi
3HaueHHs OyIyTh BUIJISI[IaTH Tak,
sIK TIPY BBOJ.
Yucnoon Ho3Bosisie 3apaty oTpibHe unciio | 72 340, 123
JleCATKOBUX PO3psi/iB, BKasaTu Ha | -1557,89
HeoOXigHiCTh BUKOPUCTaHHS
pO3A4inTeNisi TPym pO3psfiB 1
BUOpaTH criocib  BizoOparkeHHsI

-12 240
10p
14 %

OO0




Bi/I’EMHHUX UMCelJl.

[eHe>XHBIN

Mo3Bosnsie 3amaTu TIOTPibHe umMc/Io
IeCATKOBUX  PO3PSiB, 3HaK
IpOIIOBOI OAWHMIIL i BHOpaTH
crioci6 BigoOpa>keHHST Bij’€eMHHX
qrces.

20,00p
$17,00

dUHAHCOBBIN

CnyXutb
IPOLLIOBUX
3HaueHb I10 PO3AIUTEIO LIJIol Ta
ApibHOT YacTHH.

/i1 BUPIBHIOBAHHS

140,00

Hara

[TpusHaueHuii it BifoOpakeHHs
3HayeHb J1aTu.

17.02.2003
21mapra
1973r
2002-05-17

Bpewmsa

[TpusHaueHuii Ays BigoOparkeHHsI
3HaueHb Yacy. 3a YMOBYaHHIM
JUI  BiJOKpEMJIEHHS TOJWH BiJ
XBUW/IUH BUKOPUCTOBYETHCS  [IBI
Kparku.

15:00

[TporieHTHBIM

BBesieHHsI B 4apyHKY 3HAueHHS
MHOXXUTbCS Ha 100 Ta BUBOUTBHCS
31 CHUMBOJIOM Bi/ICOTKY.

120%

Npo0OHbBIH

Cny>kutb s BigoOparkeHHsI
UYMCIOBUX 3HaueHb Y BUIJISALI
npo0y, KOJM MO)KHa BHOpaTH
OJIVH 3 J1eB’ATH CrI0co0biB MOIaHHS

Apo0y.

OKCIMOHEeHLUA/TbHBIN

BukopucToByeTbCs /i TOJaHHSA
Ay)Ke BeJIMKUX 1 [yKe Mayux
YUC/IOBUX  BeIWYMH.  MoOKHa
BUOpaTu noTpibHe YMCII0
JIeCAITKOBUX 3HAKIB.

1,23E+18
8,27E-12

TekcToBbIN

3HaueHHs OyJyTb BUT/IAJATU B
yapyHL{i, 9K 1 Ipyd BBOZAL. HKIIO
JnaHui opmMaT BUKOPUCTOBYETHCS
[0 UMCJIOBOTO 3HA4Ye€HHs, BOHO
Oyze crnpuiiMaTHCS TPOrPaMOIO
SIK TEKCT.

12345
Kgapran 1

JOTOTHUTE/IbHBIN

HJonaTtkosi dbopmaru
BUKOPHCTOBYIOTBCS TIPU POOOTI 3
06asamu [laHUX, COMCKaMU ajpec,
iHJleKCiB, TesleOHHUX HOMEPIB.

01123
590-13-11

Bce dopmaTsl

BubpiBiin ~ gaHy ~ KaTeropiro,
MO’KHa CTBOPIOBATU BJIACHI
4yKnCJIoBi (hopmaTw.

flkmo € mortpeba BigMiHWTU 3a/aHe ¢opMaTyBaHHS YapyHKH, TO HeoOXiJHO
BUALIUTH ii i BUOpat KomaHy <OunctuTh => @opmaTi> 3 MeHto <IIpaBka>. [Ipu 1ibomMy
yapyHKa Oyzie 3HOBY BifdopmaToBaHa popmatom <OO1uir>.



3.2 CTunictuyHe popMaTyBaHHS.

BuKopuCTaHHs CTWIICTUUHOTO (opMaTyBaHHS [J03BOJISIE Ha/laTH eJIeKTPOHHIM Tabmmili
3aBeplIeHOro BuAYy. Take (popMaTyBaHHS Hi SIK He BIIMBA€ Ha BMICT YapYHOK, a 3MiHIO€
TiIbKY 30BHIlIHIN BuA, Tabmuii. [Ipy 1jboMy He Ba)k/IMBO, 1[0 3HAXOAUTHCS B YapyHLI
TeKCT abo uncoBe 3HauUeHHs.

[Tig cTunictTiuHUM dopMaTyBaHHSIM PO3YMI€ThCSI 3MiHa TUIY MIPUPTY, pPo3Mipy,
mpudTy Ta iHIIKUX Horo aTpuOyTiB, BUOIp THITYy BUPiBHIOBAHHS BMiCTY YapYHOK, 3aBAaHHS
KOJTbOPY CUMBOJIIB i ()OHY, BUKOPUCTaHHSI PaMOK HaBKOJIO YapYHOK i T.,.

Po3rsisiHeMo y Tiepuly 4epry, BuOip wmipudTiB Ta 3MiHy iXx mapameTpiB. 3a
YMOBUaHHSM [|/151 YCiX JaHUuX, 1[0 BBOAAThCA, Excel npu3Hauae mpudT ofgHOrO po3mipy —
Arial Cyr posmipom 10 nyHkTiB. Lleit mipudT ycTaHOBAeHUN SIK CTaHAAPTHUN [Jisi CTUTIO
<O06bIuHbBIA>. 18 TOro, 1106 3MiHUTU PUPT, SKUM BUKOPUCTOBYETHCS 3a YMOBUYAHHSIM,
Tpeba BUKOHATHU HACTYIIHI [ii:

1. Poskputu piamoroBe BikHO <Ilapamerpbl> i BuOpatu KomaHay <CepBuc =>

ITapameTpbr>

2. TlepetiTu Ha BKIagKy <O61me>

3. Y criucky <CraHaapTHbIM mpudT> BUOpaTH HOBUM mpUdT, a ¥ criicky <Pa3smep>

HOBUU pO3Mip LIpUATY.

4. Knainytu Ha kHomii <OK>, 11106 TpUHSATI yCTaHOBKYU Habpasu CUy.
st TeKCTy, 1[0 B)Ke PO3MIIIeHWi Y YapyHI[i MO)KHa BHOpaTH Oyap — sAKui mpudrT,
ycTtaHoBieHU B cuctemi Windows. [Tpu HeobxiHOCTi MOyKHA 3MiHUTH pO3Mip MIPUQTY, a
TaKOXX 3a/laTM TaKi [JOJAaTKOBi aTrpulyTH sIK HaiBXUPHUN abo KYPCHUBHUM HapuC,
MiZIKpec/IoBaHHS TeKCTY abo 3MiHa Oro KoIbopy.

Havinpocrilie ycboro 3miHWMTM 30BHIIIHIM BHJ TeKCTy MO)KHa 3a JOIMOMOTrOIO
IHCTPYMEHTIB naHesi popMaTyBaHHSI HACTYITHUM YHHOM.

1. Bubparu uapyHKy abo fiara3oH yapyHOK, siki TpeOa BiJj hopmMaTyBaTy.

2. Onsa 3miHu wipudTy abo 1oro posMipy po3KpuTH BiamoBigHi criucku [pudt abo

Pa3mep Ha maHesi ¢opmaTyBaHHs i BUOpaTy MoTpiOHI MapameTpu.

3. [Insg ycraHoB/ieHHs aTpuOyTiB B TEKCTY BUKOPUCTATU KHOMKW [lomy>KUPHBIMA

Kypcus IlofguepKHYTHIN.

4. 3MiHUTHU KOJiip WIpPUETY 3a JOMOMOr 00 KHOMKY Komip <LIBeT mpudra>.

Inst 3MiHM B/IaCTUBOCTeM IHIPU(MTY MOXKHA TaKOXX BUKOpUCTATH BKAaAKy <IlIpudt>
nianoroBoro BikHa <@opmar siueek™>. TyT MoO)KHA 3MiHUTH IpUPT, Oro po3Mip, 3ajaTh
KOJIip CUMBOJTiB, @ TaKOXK 3MiHUTH BUJ, TEKCTY (@ came: 3aKpec/juTh Moro abo mpr3HauUTH
SIK BepxHiit ab0 HWKHil iHAEKC).

Kpim Toro ajist 3aBjaHHs aTpUOyTiB IPUQTY iCHYIOTh K/1aBiaTypHi eKBiBa/leHTH:
<Ctrl+B> - ycTaHoBieHHs1 ab0 Bi/]MiHa HariBXUPHOTO HAPUCY BU/Ii/IEHOT YapYHKH.
<Ctrl+I > - 3aBmaHHs abo BifiMiHa BU/Ii/IEHHSI KyPCHUBOM.
<Ctrl+U> - 3aBzanHs abo BiZjMiHa MiIKpeC/I0BaHHS BU/Ii/IEHOTO TEKCTY.
<Ctrl+S> - ycraHoBKa abo BiiMiHa TiZIKpeC/It0OBaHHSI BMiCTY BU/Ii/IeHOT UapyHKHU.

3.3 BupiBHIOBaHHA BMiCTYy UapYyHOK.

HactynHowo Bax/IWBOIHO ormepaijieto dhopmaTyBaHHS € BUpPIBHIOBAHHS BMICTYy
YapyHOK. 3a3BM4al TEKCTOBI /laHi BUPIBHIOKOTHCS T10 JIIBOMY KpatO0 YapyHKH, a UYMC/ia — Mo
npaBomy. Excel miporioHye BiAmoBiAHi omiii, sKi /[J03BO/SIIOTH BUPIBHIOBAaTU BMICT
YapyHOK 3a BJIACHUM pO3CyAoM. [loCTym [0 LuX OMLid MOXXHa OTPMMAaTU Ha BKJIAJLI
<BripaBHUBaHUe> [ia/soroBoro BikHa <®dopmaT sgyeek>. BHUKOPUCTOBYHOUM OILjii L€l
BKJ/Ia/IKM MOKHAa BUKOHATH HACTYIIHI oriepariil HaJ, TeKCTOM:




- T'opu3oHTa/NbHE BUDIBHIOBAHHSA — [1O3BOJIIE PO3MICTUTH BMICT YapYHKU BiIHOCHO I1i
MiBOi i TIpaBOi rpaHUIb: TI0 JiBOMY ab0 TIpaBOMY Kpato, 0 LeHTPY, M0 IIUPHHI, TI0
LeHTPY BU/Ii/IeHHS (T.T. PO3MiCTUTU TEKCT Yy L|eHTPi [eKibKOX BU/Ii/IEHUX YapyHOK)
1 pIBHOMIpHO I10 ILIWPWHI.

- BeprukanbHe BHWDIBHIOBAHHA — J03BOJISIE PO3MICTUTU BMICT YapyHKHU BiJHOCHO ii
BepXHili Ta HWKHiM TpaHWIlb, a CaMe: M0 BepXHbOMY ab0 HI)KHbOMY Kparo, IO
LIeHTPY, T10 BUCOTi 1 pIBHOMIPHO T10 BePTUKAJII.

- IlepeHoC 10 C/10BaM - JO3BOJISIE PO3MICTUTU BMICT YaPYHKH Y JEKIIbKOX PsZKax.

- ABTOmiaGip MO IIMPHHI — [03BOJISIE CTUCHYTH TEKCT 0 MOTPibHOro po3mipy, 1106
BiH MOMICTHBCS y OJHIW YapyHIi.

- OO6’egHaHHS YapyYHOK — [I03BOJISIE Bi[ILIEHTPYBaTH TEKCT IO IIUPHHI AeKiTbKOX
BUOpaHUX yapyHOK. O06’€AHaTH MO)KHa OyZb siKe UKMC/I0 YapyHOK, MPU LbOMY YCi
YapyHKH, OKpiM OfHi€i siIKa MiCTHUTh TEKCT, TIOBUHHiI OyTW mopoxHimu. ILls
MO>K/IMBICTh KOPHCHA MpHY ()OpMaTyBaHHI 3aro/0BKiB.

- 3MiHa opi€HTaLlil TeKCTY — ZI03BOJIsSIE PO3MICTUTU TEKCT B YapyHLi Mij Oyab — sIKUM
KyTOM, 3HaueHHs sIKOTO (B Tpajlycax) MO)KHa BUOpaTu abo 3a 10MOMOTor KHOIOK
MIPOKPYTKH, abo 6e3rocepeiHbO BBECTH C K/1aBiaTypH B I10Jie BBOAY.

Kpim Toro, 1106 mMBHUAKO BUPIBHATH BMiCT YapyHOK, a TaKO)X 3MiHHUTH Bi/ICTyIl B YapyHIIi,
MOXXHa CKOPDMCTaTUCSl TaKMMH KHOTIKaMu MaHesi ¢opMaryBaHHs: <[lo /ieBoMy Kparo>,
<ITo uentpy>, <Ilo nmpaBoMy Kpar>, <OObeJUHUTL U TIOMECTUTh B LIEHTP>, <YMEHIIUTh
OT CTyI>, <YBe/JIUYUTb OTCTYIT>.

Hns 3MiHM Kombopy ¢OHY (3a/MBKa) YapyHOK TMpH3HaueHa BKaagka <Bujg>
mianoroBoro BikHa <®opMmar siueek™>, a KOJip CHMBOJIiB MOXKHa BHOpaTv Ha BKJIAALi
<[IpudT> TOro x BikHa. MO>KHa TaKO>XX CKOPUCTATHCS 3 LIi€k0 K MeTOr KHoNKamu <LIBeT
3aMBKK> Ta <LIBeT wipudTa> naxesi iHCTpyMeHTiB <®opMaTHpoOBaHue>.

OOGpamJ/ieHHs1 YUapDYHOK BUKOPUCTOBYETHCS /Il YIPYIyBaHHSI OAHOTUITHUX JaHUX B
yapyHKax 1 BU1JIeHHS PAJKIB, CTOBIIL[B 1 Jiara3oHiB.

BubpaTtu cTumi pamok i 100aBUTH iX /0 YapyHOK MOXXHa 3a /IOTIOMOTOH BK/IaJKH
<['panuiia> gianoroporo BikHa <d®opMmar siyeek™, 110 Ja€ pi3HOMaHITHI 3acobu s
oOpam/ieHHsSI YapyHOK.




IToOyaoBa fiarpamM Ta BUKOPUCTAaHHA rpadiku.

4.1. Bubip Tumy i cTBOpeHHs iarpam.
MonaBaHHS AiiarpaM /10 Tab/ULIb 3 JaHUMU /103BOJISIE TIOMETIITUTH ii pO3yMiHHS, JOCTiAUTH
3B’43KM MK 3HaueHHSMU, MpOaHali3yBaTU TeHJEHL|l Ta CTPYKTYpy IIpoLiecy i, OTXKe,
IIPUCKOPUTU pobOTY 3 Tabsuiieto.

Excel npornoHye MHOXKMHY Pi3HMX TWIIIB ZAiarpaM, KOJM KO)KHa 3 HMX TIOB’si3aHa 3
JaHuMu Tabsuili, i Oyap — siKa 3MiHa B TabsuIli BiZoOpa)kaeTbCsl HAa 30BHIIITHBOMY BU[Ti
Aiarpam.

ITpu po6orTi 3 fjiarpaMaMy BUKOPUCTOBYETHCSI HACTYITHA TEPMiHOJIOTiS:

- TUO_JiarpaMyd — BMW3Haua€ BHJ rpadivyHOro MoJaHHS JaHUX Jiarpamu, i3 sSKUX
OCHOBHUMH € Jiarpama 3 o0siacTsaMu, fiHiMuaTta, Ticrorpama, rpadik, Kpyrosa,
KisIbl|eBa, TOYeYHa Ta iHIIi.

- Pap paHux - e JiiHil, CMyrd cekropa Ta IHII eJeMeHTH, 3a [OIIOMOIrOI SKUX
BiZloOpaXkaroThbCsl 3HauUeHHs Ha fiarpami. [liarpama mMoyke BK/IHOYaTH A0 255 psfgiB
(BUHSITOK — CTaHZlapTHA KPYroBa JiiarpaMa sika BizjoOparkae Jiviiie OfVH Psiji JaHUX ).
Psiau paHux MoB’s3aHi 3 yapyHKamu pobodoi Tabsuii i, sSIK TpaBWIO psf AaHUX
Bi/ITIOBi/la€ TIEBHOMY PSIIKY AAHUX B TaOMMIIi.

- Kareropid BM3Haua€ 4yuC/iO0 e/leMEeHTIB B [eAKOMY psAAYy JaHuX sKi, SK TPaBUJIO,
3a/1al0ThCsl Ha Bich abcumc giarpamu. MakcuMasibHe UHC/IO KaTeropiii B OHOMY
psAy MoXKe gocsarati 32 -10° (a1 3 — X MipHUX JiarpaM Lie YMc/Io JOPiBHIOE 4 -10°).
3a3BruUaii KaTeropii BilIOBi1at0Th CTOBMIISIM JAHUX B TaOJIMIIi.

- JlereHpa — 1ie MPsSIMOKYTHa 00JIacTh B sIKili HaJ@€TbCsS BHM3HAaueHHs (KOJIbOPOBE Ta
TEeKCTOBE) JJaHUX, a [Jis KPYroBOI JjiarpaMy — BU3HAUYEeHHSI CEKTOPIB. JlereHja Mmoxxe
OyTH po3TalioBaHa 3BepXy, 3HH3Y, ITPaBOpyY abo JiBOPyY Bif AiarpaMu.

- Bick - ne opHa 3i cTopiH fiarpamu. Pi3Hi TUNUM fiarpam pi3HATHCS KiIbKICTIO OCEM.
Tak, Harpukaz, ricrorpaMu rpadiku i giarpamu 3 00/1aCTIMU MarOTh [IBi Bici —
BiCh KaTeropi(ropr3oHTaabHa) Ta BiCh 3HaueHb (BepTHKa/ibHa). O6’eMHi Aiarpamu
MaroTh TPH BiCi — BiCh KaTeropiu, BiCb 3HaueHsb i Bicb psfiB. [1et0CTKOBI Aiarpamu
MarTh MO OAHIW BiCi AJIs1 KOXKHOTrO psly AAHWX, a KPYTrOBi Ta KiJbL[eBi Aiarpamu
B3araji He MarThb OCeu.

- CiTKa — 1]e HarpasJ/IArOUH JIiHil, AKi TIOYMHAOTLCA BiJl Ji/IeHb Ha BiCl i TepeTUHAaKTh
obnacte miarpamu. JIiHIT CiTKM MOMIMILIYIOTh CIPUAHATTS i OLHKY [JaHUX, IO
BifoOpa)karoThbCs. 3a yMOBUAHHSIM BiZloOpakatOThCsl TiIbKK TOPH30HTa/IbHI CiTKH(a
JI/Is1 JIiHIMYaTOl JjiarpaMM TiTbKW BepTUKAJIbHI).

Po3micTuTH miarpaMy mMoykHa abo Ha OKpeMoMy apKyIili pob6ouoi KHHUTH, abo Ha TOMY K
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TIOTOYHOT'0 POOOYOT0 apKYyIily, 3BeThCsl BIIPDOBA/IXKEHOIO.

CTBOpeHHS fiiarpaMH MOXKHA 3/IiiCHATH HACTYITHUMHM CITOCO0aMHU:

1. Buginutu Tabnuifio 3 JaHUMU pa3oM i3 3arosioBKamu Ii CTOBIILIB i PSZKiB, a MOTIM
HaTUCHYTU Kiasimy <F11>

Rem: B pe3ynbraTi 1UX [Ai Ha OCHOBi BigmiueHmx pgaHux Oyze 30ymoBaHa
JliarpaMa 3a/laHOr0 3a YMOBUAHHSIM TUITYy — IBOXMipHa Aiarpama. Excel po3amictutsb
1[I0 JliarpaMy Ha OKpeMOMYy po0OOuYOMYy apKylili sSIKui Ha3Be </lpuarpammal>, 110
MO>KHa 3MIiHUTH Ha Oifibill 3MiCTOBHY Ha3By. Lleit apkyiu Oyze po3MillieHHi Tiepe[
apKyiieM 3 pobouoro TabsuIero, Ha OCHOBi siKoi Oyma cTBopeHa Aiarpama. Ha
apKYIIIi 3 fiarpaMoro Bilobpa)kaeThCsl TiNbKY JliarpaMa i BiICyTHi YapyHKH




2. BuKopuCTaHHSI MalCTpa JliarpaMu 3TiJHO HACTYMHOI CXeMMU:

a. BupineHHs JaHWX, Ha OCHOBi SIKMX Tpeba CTBOPUTH Jiarpamy, BK/IIOUAIOUM
3aroJIOBKH PSAZAKIB Ta CTOBIILIIB;

b. AkTuBi3zallis KHOONKM <MacTep JuarpaMMbl> CTaH/IJapTHOI  maHesi
iHcTpymeHTiB abo Bubip kKomaHau <BcraBka => [Iluarpamma> 3
TPOXO/IPKEHHSIM YCiX KPOKIB, SIKi TPOMOHY€E MaKCTep Aiarpam.

c. Slkmo Oyna cTBopeHa BMpOBa/yKeHa jiarpaMa, TO il MOXKHa 3a JOTOMOTOIO
KoMmaHau </Ilmarpamma => Pa3MellleHHe> MepeMiCTUTA Ha OKPeMHH apKyll,
PIBHO $IK i HaBMAKM.

3. lle omuH crocib CTBOpeHHsI [iarpaMH TIOJIATAa€E Yy BWKOPHCTaHHI TaHesi
iHcTpyMeHTiB </InarpaMMbI>, 1110 pOOUTHCS HACTYITHUM YUHOM:

a. BigobpaxaeTbcsi maHenb iHCTpyMeHTIB </lpuarpammbr>, 3a [JOMOMOTOIO
KomaH iy <Bug => IlaHesb MHCTPYMEHTOB => JluarpammMbI>

b. Buginennsi qaHux Tab/uili pa3oM i3 3aro/I0BKaMU PSIKIB i CTOBMIIIB;

c. AkTuBi3arjisi kKHonku <Tun guarpamMmbl> 1ii€i maHesi i BuOip moTpibHOTO
TUITY Alarpamu.

[Ticnst BUKOHAHHSI BKa3aHWX [iM 3 SIBUThCS BIIPOBA/IPKEHa JjiarpaMa 3 IapameTpamMi, sKi
3a/laHi 3@ YMOBYAHHSIM.

4.2. KoperyBaHHs fiiarpam
Excel Hamae Mo>kuBiCcTh Mo/ MbiKallil CTBOPEHOI Aiarpamu, 110 BK/ItoUae B cebe:

- TepeMilljeHHs AiarpaMu abo Oyab — SIKOTo 3 1i eJIeMeHTiB;

- 3MiHIOBaHHS po3Mipy abo TUTy Aiarpamuy;

- 7opaBaHHsS ab0 BUTyUeHHs efieMeHTY Jliarpamuy;

- 3MIHIOBaHHfl KOJIbOPY, TOBILUWHU JIiHIM Ta WPHUQTIB; MapaMeTpiB, JiereHaH,
MacmTady oce, ZloJjaBaHHS Mi/IMKICIB Ta 3ar0/IOBKiB.

Ane, panimre HiDX BUKOHaTH OyJb — sIKi omepaliii Haj, giarpaMoro, il Tpeba aKTHBi3yBaTH,
1110 pOOUTHCS HACTYITHUM UMHOM.

1. [iarpaMy sika 3HaxOJUTbCSI HAa OKPEMOMY apKyllli, MO)KHa 3pOOWTH aKTUBHOIO
3aB/sIKY K/IallaHHIO Ha SIPJIMKY LJbOI'0 apKyllly.

2. BnopoBa/pkeHy JAiarpaMy MO’KHAa aKTHMBI3yBaTH, KJIALHYBIIM Ha HiM MUIIbO. [Ipu
oMy Oyze BuOpaHuMii TOW 1i efeMeHT, Ha SIKOMYy Oy/0 BUKOHaHe K/allaHHS:
HAaBKOJIO HbOT'O 3’ IBUTHCS paMKa 3 MapKepaMH.

Ao ABiUl KJIALHYTH Ha JESIKOMY eJIeMeHTI JiarpaMu, TO PO3KPUETBHCS [ia/IorOBe BiKHO
dopmary sike CIy)KUTb [Jjis1 3MiHIOBaHHS TlapamMeTpiB BUOpPaHOTO efileMeHTa.

[IJo6 3MiHuUTH po3mip BuUAieHOTO 06’€KTy Tpeba IepeTSrHyTH TOTPiOHI Mapkepu
3MiHIOBaHHSI, PO3MIipiB, sIKi pO3TalllOBaHi Ha paMiii 00’ €KTY.

BripoBajipkeHy JiarpaMy MoO)KHa Te€peMiCTUTH y Oyab — sike Micie pobouoro
apKyllla, BAKOPUCTABIUM [JIs1 L{bOT0 JIiBY KHOMKY MUILI. TakKuM ke UWHOM MO’KHa 3MIHUTH
Miclie 3HaXO/PKeHHsI Oy/ib — SIKOTO eJIeMeHTY JliarpamH.

SIkiio fgiarpaMa po3Milly€eTbCsl HA OKPEMOMY apKylili, TO TiepeMiCTUTH abo 3MiHUTH
il po3Mip. 3MiHMTH BUJ, AiarpaMy MO>XKHa, JiIille BUOpaB KomaHAy <Bug => Ilo pa3mepy
OKHa>, TIiC/1s1 9oro po3Mip Aiarpamu Oy/ie 3a/exkaTH Bifj po3mipiB BikHa Excel.

Moske TpamuTHCs, 1[0 BUOpaHWM THM AiarpamMu BifoOpakae€ He yci 3B’SI3KM MiXK
JAaHUMH ab0 MPOCTO He MiAXOAWTH /IS TOAAHHS AAHWX TaOmMIli. 3MiHUTH THIN Jiarpamu
MO)KHa abo 3a [jormomMoror KomaHau <[uarpamma => Tum pauarpaMMmbl> abo 3a
JOTIOMOTOK0  iHCTpyMeHTy <Tunm [AuarpaMMbl>, SIKMM pPO3TalllOBaHWM Ha MaHesl
<JluarpamMmsbI>.



fIkmo BubOpaHo KomaHAy </[Iuarpamma => TuI AuarpamMmbl>, TO PO3KPHETHCS
nianoroe BikHO <Twumn JuarpamMmbl>, sike T0/liOHe TOMY, IIJ0 BUBOJWUTLCS Ha TEpIIIOMY
KpoIli po6oTH MaiicTpa Ziiarpam.

fkio € mnorpeba y Hajmaro/pKyBaHHI IapaMeTpiB AiarpamMu, TO JAOCTyH [0
rapaMeTpiB MO)KHa OTpPHUMAaTH, SKIIO BifoOpa3uTH mianoroBe BikHO <IlapameTpbl
avarpamMmbr>. Lle BIKHO BUK/IMKA€TbCA HACTYITHUM YHMHOM:

- aKTUBI3YETHCA Aiarpama;

- BUOMpaeThcsi KoMaHAa </Iuarpamma => IlapameTpbl AuarpaMMbl> ab0 K/al[HYTH
IIPaBOI0 KHONKOIO B o0Osacti pgiarpamu i BuOpatu KoMaHgy <IlapameTpbl
[iiarpaMMbl> 3 KOHTEKCTHOT'O MEHHO.

HianoroBe BikHO < IlapameTphl guarpaMMbl > B 3a/Ie)KHOCTi Bifi BHUOpaHOTro THUITY
JiarpaMu MO>Ke BKJIFOUaTH 10 11eCTU TaKUX BKJIa/I0K:

e 3arofioBKU — [103BOJIIE A00ABUTH ab0 3MIiHWATH 3aro/IOBOK JiarpaMu, a TaKOoXX
3aroJIOBKU OCey;

¢ QOcu — /103BOJIsIE BKa3aTH, Tpeba uu Hi BimoOpa)kaTu AisieHHs i MO3HaUeHHs Bicei
Jliarpamu;

e JIMHWM CeTKU — MpHU3HauUeHa /i 3aBJaHHs ITapaMeTpiB BifoOpa keHHS JTiHiM CiTKY;

e JlereHma — [J03BOJIIE 3axOBaTH abo BimoOpasutu sereHgy i 3azatu i wmicre
3HaXO/ KeHHS;

e [loamwcKu AaHHSIX — [JIO3BOJISIE 33/laTH BimoOpa’keHHsI iMeH psifiiB, KaTeropiui Ta
3HaueHb Ha Jjiarpami;

e Tabmuig AaHuxX — [03BOJSE 3afaTH ab0 BiAMIHMTH BimoOparkeHHs Tabmmii 3i
3HaUeHHAMHU MiJ Jiarpamoro.




