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O pa6oTte ¢ naHeJib10 ObicTporo aocryna B Excel

IIpu co3gaHuM JOKYMEHTOB TOTO WMJIM MHOTO THNA MBI YacTO WCIMOJb3YeM OHU M Te XKe
KOMaH/Ibl. UTOOBI KaXAblii pa3 He UCKaTh HYXKHYI0 KOMaHIy MO BCeMy MHTepdeicy Mmporpammsl,

caMble «IIOIYJISIPHBIe» KOMaH/Ibl BBIHECEHBI Ha TTaHEeJIb OBICTPOTO JOCTYIA B BUAE MAJICHBKUX KHOTIOK
C KapTUHKaMH. DTU KHOIIKU HOCAT Ha3BaHUE MHCTPYMEHTOB (cMOTpuTeE pHc.1).
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Puc.1.

Mo ymoryaHuIo Ha TaHe M OBICTPOro A0CTYIA PACHOIOKEHbI 3 HanbosIee YacTo UCHIOIb3YEMBbIX
MHCTpyMeHTa (cM. puc.1):

— Coxpanutb (CTRLA4S).
— Ormenurts BBOA (CTRLA+Z).
— IloBroputs BBOA (CTRLA+Y).
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IIpumep 1

HpI/IMep 3aKJII0YACTCA B UCITOJIb30BAHNU MHCTPYMEHTA «OT™MEHUTD BBOI»

IIpu 3arpy3ke nmporpaMMmsel akTHBHAs sSYeiKa Ha YUCTOM JIUCTE MPUJIOKEHHUST HAXOAUTCS IO
aapecy Al (puc.1).

Ianee, HEOOXOONMO:

1. Beectu ¢ kiaBuaTypsl OyKBY «a» M Haxarh KjaBuilly «Enter». Kypcop cmectutcst BHU3 Ha
suenky A2.

2. lllenkHyTh HA UHCTPYMEHT «OTMEHUTh BBOI» (MJIM HaKaTh HA KOMOWHAIIMIO TOPSTYMX KJla-
Bulll: CTRL+Z) v TEKCT UCUYE3HET, a KypcOp BEPHETCA Ha UCXOAHYIO TO3ULMIO.
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IIpumep 2

OTMmeHa HECKOIBKMX AEUCTBUI IIPY IOMOLIM UHCTpYMeHTa «OTMEHUTD BBOO»

Ecnu BBINOMHUTG HECKOJIBKO JEUCTBUI Ha JIMCTE (HAIIpUMED, 3AMOMHUTh OYKBaMU HECKOJIBKO
siYeeK), TO Jisl Bac OyleT TOCTYINEH BbINAAAIONIHI CITUCOK UCTOPUU AGUCTBUN AJis KHOMKKU «OTMe-
HUTb BBOI». TakuM 006pa3oM, MOKHO OJHUM ITIETUYKOM OTMEHUTbh MHOXECTBO JIEHCTBHIA.

[Toce oTMEHBI HECKOIBKUX JAEUCTBUI AOCTYIIEH CITUCOK UCTOPUM JJis1 MHCTpyMeHTa «IloBTo-
PUTH BBOI».
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IIpumep 3

HmeeTcs BO3MOKHOCTb HACTPOUKH HE TOJIBKO COCTaBa MHCTPYMEHTOB IaHEIIH
OBICTPOro JOCTyNa, HO U BHIOOpa MecTa ee pa3MeIleHUs Haj WIM IOJ JIEHTOH
WHCTPYMEHTOB

D10 Jenaercs Mpy NoMollu UHCTpyMmeHTa Hacmpoiika naneau dvicmpozo docmyna, KOTo-
pblii TIpe/ICTaBIsAeT COOOM CIMCOK KOMaH/, MO3BOJISIOUIMX OCYIIECTBUTh ST ONEpalvy. YCTaHaB-
JuBasi WM cOpackiBasi (3TO JeaeTcs MEMTYKOM MbIIN) (IakKKK HalPOTUB MEPBBIX JECATU IMyHK-
TOB 3TOIO CIIUCKA B UHCTPYMEHTE HACTPOUKH, MOKHO BBIBOJMTH MJIM CKPBIBAThH HA MAHEN ObICTPOro
JOCTYIIa COOTBETCTBYIOIIME MHCTPYMEHTHI. B TOM cityyae, eciii Hy)KHO pa3MeCTUTh Ha MaHes M ObICT-
POro A0CTyna MHCTPYMEHTHI JUIsl IPYTHX KOMaH/ C JIEHTbl MHCTPYMEHTOB, MOXHO BOCIIOJIb30BAThCS
MyHKTOM /[pyzue KomaHobl.

ITpu BBIOOpE 3TOrO MyHKTA Ha 9K paH OyJeT BHIBEJEHO AOMNOIHUTEIbHOE OKHO HACTPOWKH, SIBJIS-
Ioleecs YacThio 001ero MHCTpyMeHTa HacTpoiiku Excel (cm. puc.2).
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Puc.2.Buj 1OonomHUTEIPHOrO OKHA HACTPOEK TPH BHIOOpE OMIMY Jlpyzie Komarobl.

1 — PackppIBatomuiicsi CIiCOK BbIOOpa rpymibl KoMaH[ (puc.2). OOIee KoIMIecTBO KOMaH,]
B Excel 3HaunTebHO, ¥ MIOUCK KOMaH/B! B OOIIEM CIUCKE 3aTpyAHeH. [JaHHbBIN CIHCOK MO3BOJISET
IIPU [TOMCKE KOMAaH/1 OT PAHUYUTHCS HEKOTOPOW (PYHKIIMOHAIBHOM TPYIIIION, 3HAYMTEIBHO YMEHBIINB
UX KOJIUYECTBO.

2 — PackpbIBaloIIUIiCs CIIUCOK BHIOOPA 00JIACTH COXPAHEHUS U JISCTBUSI IAHHOW HACTPOMKH.

3 — Cnmcok KOMaH 1, KHOTIKM KOTOPBIX MOMEIIEeHb! Ha MaHeb OBICTPOro JOCTYIIA.

4 — CrncoK BHIOMpPAaeMBbIX KOMaHI.

5 — Knomka «J106aBUTh» MO3BOJSAET MEPEMECTUTh MHCTPYMEHT U3 CIMCKA JOCTYIHBIX Ha
naHesb ObIcTporo gocryna. KHomka «Ypanuth» BO3BpallaeT MHCTPYMEHT, BBIOPAHHBIN B CITUCKE
naHesM OBICTPOTrO JIOCTYIIA, B CIIMCOK JIOCTYITHBIX MHCTPYMEHTOB.
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6 — Kxonku n3MeHeHus1 MopsaKa CJAeJOBaHUsI WHCTPYMEHTOB B CIHCKE MaHeId ObICTPOro
aoctyna. Beigenure MHCTPYMEHT, pactionokeHne KOTOPOTro Bbl XOTUTE U3MEHHTB, U 3aTeM IIeJIKaiTe
Ha KHOIIKe «BBepx» nnm «BHu3».

7 — Knonka «COpoc» Mo3BOJISET BEPHYTh MaHe b OBICTPOTO JIOCTYIIA B HCXOJHOE COCTOSTHUE
(C TpeMs KHOIIKaMH).

8 — VYcraHoBKa akka «Pa3mecTuTb» maHeab ObICTPOro JOCTYIA MO JISHTOM MepeMelnaeTt
MaHe b OBICTPOrO JIOCTYIA OJIMKe K BEpXHEH rpaHuiie JoKyMeHTa. MHoraa 310 ynoOHo (cM. puc.2).
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IIpumep 4

Hactpoiika naHenu ObICTpOro [OCTyna /Ajsl pEeIlIeHUs] pPacyeTHbIX M
(prHaHCOBBIX 3314

OuenHp yacro IIpU IIPOBEACHUH PA3JIMYHBIX paCUCTOB U PCHICHUN q)I/IHaHCOBbIX 3a1a4 HaM IIpu-

XOAUTBCA MpUoeraTh K MOMOIIM Takoro 3ppeKTUBHOro nHCTpyMeHTa B Excel kak nmaHesbs ObICTporo
AocTyna.

[Tycth HEOOXOAMMO HaliTU cymmy crenyromux 9 uucen: 4, 13,17,6,10,16,7,16 u 23.

Ipu pewteruu smoii 3a0auu Ha nareau ObICMPO2O OOCMYNA HENAOXO0 ObLA0 Obl UMENb NOO PYKOT
HeKomopbule PopmMyabl CYMMUPOBAHUS, Hanpumep, popmyny Aemocymma.

HasaiitTe nonpoOyem Noay4uThb 3Ty (pOpMyITy Ha MaHeau ObICTPOro JOCTyma:

1. B neBom BepxseM yriy okHa EXCEL naxmvute kHoniky Office.

2. B oTKpBIBIIEMCS] OKHE HAXMUTE KHOIIKY [lapamempuol Excel.

3. B otkpsiBiiemcs okHe Ilapamerpsni Excel BoiOepute nynkr Hacmpoiika.

4. B otkpoiBmieMcs okHe HacTpoliika naHeam ObICTPOro A0CTyna B crucke Buiopamb
KOMAHOb! HAUIUTE BKIAAKY «PopMyJbl».

5. B oTKpbIBIIEMCS CIMCKE BBIOEPUTE IIYHKT ABTOCYMMA U HAXMUTE KHOIIKY 0obasuns>>.

6. B otkpsiBIIeMcs criucke Hacmpotixa naneau 6vicmpozo docmyna
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KoHen 03HakoMuUTEJIbHOT0 (pparmMeHra.

Texkcr npenocrasinen OO0 «JIutpec».

IIpounTaiiTe 3Ty KHUTY LIEJIMKOM, KYIMB II0OJHYIO JIETaJIbHYIO Bepcuio Ha JluTpec.

BesomnacHo onnatuTh KHUTY MOKHO OaHKOBCKOM Kaprtoit Visa, MasterCard, Maestro, co cuera
MOOWIIBHOTO TenepoHa, C TUIaTeKHOro tepMuHana, B catone MTC wm Cesi3Hoii, yepes PayPal,
WebMoney, fAunekc.densru, QIWI Komesnek, 60HyCHbIME KapTaMu WX APYTUM YIOOHBIM Bam crio-
coOom.
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