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[MpakTuKym ansa cneunanmncTos no NPUMEHEHUIO UHCTPYMEHTOB
Microsoft Excel gnsa adpdekTnBHon aBToMaTnusaymm NnpoLeccoB
06paboTKM AaHHbIX

B pamKkax Kypca — npakTMKyma pasémpatoTcs npuembl paboTbl B LUIMPOKOAOCTYNHOM YHUBEPCabHOM UHCTPYMEHTE 06paboTKu
naHHbIx Microsoft Excel, paccuntaHHble Ha OCBOEHWE NOJIb30BAaTENEM HaBblKa BNafeHUss UHCTPYMEHTOM Ha 6a30BOM U cpegHeM
ypoBHe. Pas6upatoTcsi 0CO6eHHOCTM COCTaB/EHNS] OTYETOB, NPOBELEHUSA PACYETOB U aHaNU3a, peLleHuns 3ajay, BUsyanvsauum
06HapyXXeHHbIX TeHAeHLUN. [pUOBPETEHHDI HABbIK NMO3BOIUT COKPATUTb BPEMSA Ha BbINMOJIHEHWE CTaHAAPTHbIX 3aJay, NOBbICUTb
NpoOu3BOAUTENIbHOCTb TPyAa COTPYAHUKOB KoMMNaHuu. OcBoeHne MHCTpyMeHTa Microsoft Excel ans nonb3oBaTtens oTKpoeT
BO3MOXHOCTb 3 PeKTUBHOIO BNafeHnsl HaBblkaMu paboTbl ¢ 60/IbLUIMMM A@aHHbIMU, aBTOMATU3aLMKN PACYETOB, aHann3a u
06paboTKN 3NIEKTPOHHbIX Tabnuy,

[arta npoBepenus: OTKpbiTasa gata

Bup 06yuyeHus: Kypc noBbileHust KBanudukaumm

dopmart obyueHusn: OHNanH-TpaHCAALUSA

Cpok obyueHus: 5 nHel

MpopomkuTenbHocTb 0byyeHus: 40yacos

[Ansa yyacTHUKOB npeaycMoTpeHo: MeToanyeckuin matepuarn.

[lOKyMeHT no oKoH4YaHuM obyyeHus: o ntoram obyyeHus ciyLiaTenu, ycnewHo npoLleaLine UTOroByo aTTecTaumio nNo nporpaMmme
o6y4yeHus, nosyyaroT Y/LOCTOBEpEHNE O NOBbILLEeHUN KBanudukauum B o6beMe 40 Yacos (B COOTBETCTBUM C JIMLIEH3MEl Ha NpaBo
BeAEeHUst 06pa3oBaTeNbHOW AeATENbHOCTY, BblAaHHON [enapTaMeHTOM 06pa3oBaHus 1 Hayku ropoga MockBbl).

Ilns Koro npegHasHayeH

MEHeA)KepOB, 6yXI'aJ1Te[JOB, 9KOHOMMUCTOB, aHA/IMTUKOB, COLLMOI0Ir0OB, MAapKeTOo10roB, PR-MEHGA)KepOB, NMPOEKTHbIX MEeHe)XepOoB,
NOrncToB, NHXEeHepOoB N Apyrux cneynanmctos, UMerLWnUX HaMmepeHune nosy4ynuTb onbIT pa60TbI B MPUNOXXEHUN Microsoft Excel Ha
6a30BOM YpOBHe, CUCTEMaTU3NUPOBaTb 3HAHNA U HAYy4YUTbCA UCMOJIb30BaTb d)yHKLWIOHaﬂbeIX BO3MOXXHOCTU NporpamMmmbl Ha 6onee
BbICOKOM YpOBHE ANA peleHna CTaHAapTHbIX 3ajad 06pa6OTKVI OaHHbIX.

Lienb o6y4yeHus

HayunTbcA 3HauMTENbHO COKpaLLaTh BPeMs BbIMOJIHEHWS 3aay, MOBbICUTb 3 deKTUBHOCTb npoLiecca paboTbl C AaHHbIMW, OCBOUTb
npakTUYeckoe NpMMeHeHue MHCTpyMeHTOoB Microsoft Excel Ans pelueHusa cTaHgapTHbIX 3aga4 06paboTKU AaHHbIX, B TOM YncCie
60MbLLKX.

Oco6eHHOCTH NporpaMmmsil

3aHATUA NPOXOJAT B-KOMMbIOTEPHOM Knacce B-CbOpMaTe WHTEHCUBHbIX TDEHUHIOB.

PesynbTaT 06y4YeHus

B pe3ynbTaTe 06yyeHus cywiaTenu:

e CUCTEMATH3UPYIOT MHGOPMALMIO O BO3MOXHOCTAX NMPUMEHEHUs NpUeMoB pa6oThl ¢ Excel Ha 6a30BOM ypoBHe.-
e /3yyaT BO3MOXHOCTM UCMONb30BaHMA HOPMY U GYHKLMIA ANA PeLleHNs CTaHAapTHbIX 3aAad.—
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e OCBOSIT 0CO6EHHOCTU DUILTPALIMU U COPTUPOBKM AAHHbIX.

e HayuaTcsl BbINOJIHATb BbIYUCIIEHUS C MPUMEHEHUEM Pa3/TMYHbIX KOMOUHALIMIA YCIIOBUIA.

o [pUOGPETYT NPaKTUYECKUI HABbIK MOATOTOBKM U 06paboTKM 6OMbLUNX MacCUBOB AaHHbIX.-

e OCBOAT NpueMbl paboTbl C YMHbIMU Tabnuuamu.

e OCBOAT a/irOpUTM aHanuaa AaHHbIX C MOMOLLbIO CBOAHbIX TabnuL.

o O3HaKOMATCA C BO3MOXHOCTAMM UCNONb30BaHUA B paboTe GyHKLMIA YCII0BHOMO popMaTUpOBaHuS.

e M3yyaT npaBuia NOAroToBKN MHGOpPMaLMM ANs BU3yanusaLnv AaHHbIX ANA aHanm3a.-

e HayuaTcsi 6bICTPO M HarnsigHO co3aaBaTb OTYETbl M AnarpamMMbl.

o O3HaKOMATCA C BO3MOXHOCTbIO aBTOMaTU3MpoBaTh NMOBTOPSIOLLMECS CTaHAAPTHbIE 3aa4u C MOMOLLbIO MaKpPOCOB.

9TO MeponpuaTMe MOXHO 3aKa3aTb B KOpnopaTuBHoM opmaTe (06y4YeHne COTPYAHUKOB OfHOM KOMMaHuK).

OTAenbHble ceEMUHapbl B paMKax Kypca

e Microsoft Excel, 6a3oBbli1 ypoBeHb (I): MHCTPYMeHTbl aBTOMAaTM3aL MK NpoLeccoB 06paboTKM AaHHbIX. [paKTUKYM
e Microsoft Excel, cpegHuii ypoBeHb (I1): MHCTpyMeHTbl aBTOMaTU3aLMK NPOLLECCOB 06paboTKU AaHHbIX. [pakTUKyM

YyacTvie BO3MOXKHO OTAENBHO B KaXKA0M ceMuHape.

[TporpamMmma oby4yeHus

OeHb 1.
Mpuembi paboTbl ¢ Excel Ha 6a3oBoM ypoBHe.-

e Microsoft Excel: Bo3MOXXHOCTU ncnonb3oBaHusl. bazoBasi Bepcusi, 4OMNONHUTENIbHbIe HAaCTPOMKM, YCNOBUSI UCMOSb30BaHMSI.
e 3HAKOMCTBO C MHTephencoM n cogep)xaHnem BKNagoK.

e Bknagka «®daiin», naHenb 6bICTPOro 4ocTyna.

e BBOJA M pefakTUpOBaHMe TeKcTa.

o Co3paHue n popmaTmpoBaHue Tabnuu,

o Paboune KHUIM U INCTDI.

o 3aluuTa AYeek, IMCTOB U paboyen KHUTW.

e YCTaHOBKA OrpaHuMyeHunin Ha BBOL AAHHbIX.

o [MTaponb Ha gocTyn K daiiny.

e Tabnuubl Excel: Tunbl, BapuaHTbl CO3paHusA.

o GopMaTUpOBaHME AaHHbIX: CTAaHAAPTHbIE U HeCTaHLaPTHbIe BapuaHTbl.
o CnUCKW: BCTPOEHHbIE U NONb30BaTENbCKME.

o GopmupoBaHue Tabnu.

o O6beanHeHNe AYeek.

e PasgeneHue sueiiku Ha cCoCTaBnsAoLWMe.

e 3aKkpensneHue obnacTen.

o [lo6aBneHNe 1 pefakTUpOoBaHME NPUMEYaHUI K sueikam.

o BO3MOXHOCTU 3NIEKTPOHHbIX TabnuL,.

e [loagroToBKa K neyaTtu.

e KOnoHTUTYynbI: cosfaHne n dopmMaTupoBaHue.

e HacTpoiika napamMeTpoB CTpaHULbI: MONs, pasMep, OpUeHTaLus.
e [leyaTb CKBO3HbIX CTPOK/CTON6LOB.

e HacTtpoitka 061acTi neyaTu.

e [MeyaTb TabnMy M fuarpamm.

¢MﬂpraL|Mﬁ U COPTUPOBKA AaHHbIX.

o Tpe6oBaHus, KOTOpble HEO6XOAMMO COBMt0AaTh /1A NPaBUIIbHON COPTUPOBKM LaHHbIX U UCMOJIb30BaHUs GUIIbTPOB.
o BblgeneHue faHHbIX ANs COPTUPOBKMU.-

¢ BbicTpasi copTMpOBKa.

o COpTMPOBKA MO yKa3aHHbIM YCIIOBUSIM.

e COpTMPOBKa MO HECKONbKMM CTON6LaM.

o ®uUnbTp No cTonbuam.

o OLWK6KM, foNyCcKaeMble NPU COPTUPOBKE U YCTaHOBKE GUIIbTPOB.
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MpakTuKyMmbl.
JOeHb 2.

WUcnonb3oBaHue ¢pyHKLMIA yCIOBHOrO opmaTUpPOBaHMS.

e YcnosHoe d)OpMaTMpOBaHI/Ie B Microsoft Excel: 3ajaHune npaBun Bnu3yasibHOro BblaeneHna BaXKHblX aCcfekToB rnokasartenen.

o [paBuna BblAeNeHNs aYeek.

e [lpaBuna otéopa NepBbIX U NOCNIeAHNX 3HAYEHWIA.
e ['ncTorpamMmmoil.

e LiBeToBbIE WIKANbI.

e Habopbl 3Ha4KOB.

o CospgaHwue cBoero npasuna.

Busyanusauusa gaHHbIX ANna aHanusa.-

o [patmku, AnarpaMmbl: HasHayYeHue.

e MNoaroToBKa faHHbIX 415 HArNsAAHOro OTOBPaXKEHNUA Ha AMarpamMmmax.

o Tunbl: rpaduk, rMcCTorpamMmma, Kpyroeasi, c-06,1acTsiMu, KackagHasi, BOPOHKa.
¢ MNocTpoeHne KOMBMHUPOBAaHHbIX AUarpaMm Co-BCroMoraTesibHOM OCbHo.

WUcnonb3oBaHue opmyn u hyHKL M Ha 6a30BOM YpOBHe.—

Buénunoteka hyHKLUMNA.-

®opmynbl n dyHKLuK Excel.

Twunbl CCbINOK Ha AYenkn B hopmynax.

e Co3faHuve, U3MeHeHWe, yaaneHne MMeHOBaHHbIX fManasoHoB.
DdopMynbl 1 HYHKLUKM MaCCUBOB.

OpraHunsaumsa KOMGUHMPOBAHHbLIX GOPMY U BAOXEHHbIX PYHKLMIA.
o OKpyrfieHme YNCnoBbIX 3HAYEHUN.-

e GopMynbl nogcyeTa U CyMMUPOBaHUSI.

DyHKLMM 06paboTKK faT.

Jlornyeckue dyHKLMM.

duHaHcoBble hyHKLMN.

o [lefiICTBMA C TEKCTOBLIMW AAHHbBIMWU.

e PasgeneHune ogHoro ctonbua Ha HECKOJbKO.

o 06beauHeHWe CoAepXNMOro siueek.

dopmMaTupoBaHmMe Yncna B TEKCTOBOW CTPOKE.

MpaKTUKyMbl.
OeHb 3.
MoaroToBka n 06paboTka 60NbLLINX MAaCCUBOB JLaHHbIX.-

o VICTOYHUKM AaHHbIX, TpeboBaHUs K Ux popmaTam Ansi paBuIIbHOK 06paboTKU.

e MNMoaroToBka K paboTe UMMOPTUPOBAHHbBIX AAHHbIX.

e BO3MOXHOCTM NpUMeEHeHWs1 yHKLMI U cepBucoB Excel ans o6paboTku AaHHbIX.

BbinagatoLme Cnncku B sUeiKax: 3a4eM HYXXHbl, OrpaHUYEHUS, KOTOPbIE HY)XHO YYUTbIBaTb.

o QyHKUMM MOUCKa N U3BNEYEHUS faHHbIX. BbigeneHne n 3ameHa MHGopMaumm no 3agaHHbIM KPUTEPUAM
CTpyKTypa Tabnuubl.

pynnmpoBKa CTPYKTYPHbIX 3/1EMEHTOB TabnuLpbl.

e NHCTpYMeHTbI, MpeiHa3HauYeHHbIe A/ MPOrHO3MPOBaHMUSI.

KoHconuaauums aaHHbIX U3 pasHblxX Tabnuy ofHoro daiina unm HeckonbKux hainnos.

e ABTOMAaTHYeCKUii nepecyeT Gopmyn.

e YMeHblueHue pa3mepa danna MS Excel.

[o6aBneHve v ynaneHve 3HayeHuin B BUAUMBIE CTPOKM U CTONBLbI OTHUIbTPOBAHHOW Tabiuubl.
lopsiune KnaBuLWLK AN paboTbl C JaHHbIMU.

e Owwn6KM B hopmynax: MPUYMHbI U LENCTBUSI MO UCMIPABEHWHO.

o MNofBeaeHvEe UTOTOB.

MpaKTUKyMbl.
[eHb 4.
Pa6oTa c yMHbIMK Tabnuuamu.

o Kak co3faTtb yMHyto Tabnuuy.
o Kak npeo6pasoBaTb yMHYIO TabnuLy B AManasoH SaHHbIX.

YcnoBusa npuMeHeHus d)opMyn ANA SKOHOMUYECKUX, d)VIHaHCOBbIX, MaTeMaTUn4yeCcKux, CTaTUCTU4YECKNX pacyeToB.
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o Ba3oBble BO3MOXHOCTM YMHOI Tabnuubl Excel.

o [lo6aBneHne cpe3os K Tabnuue.

o [MpenmyLLecTBa opopMAeHNa cnMcka Tabnuuen.

o GopMynbl BHYTPY YMHOW TabnmLbl U Ha ee AYeiKy U3BHe.

e iMsA Tabnuubl.

o OUNbTp 1 3aroNoBKM YMHOW Tabnmupbl.

e /IToroBasi cTpoka yMHOM Tabnuupl.

e PaboTa c BbiMagaroLMMm CIMCKaMm1 U Apyrue orpaHnyeHns Ha BBOA AaHHbIX.
o Co3paHue BbiNagatoLLero cnucka no CrnpaBoYHMUKY.

o [loackasku Ans 3anofHAWUX Tabauuy.

e 3aluuTa sveek, NM1CTa, panna.

¢ BnoknpoBKa focTyna K iMcTam (B TOM YUCHE CKPbITbIM).

o KoHconupauus.

o [pynnoBoW pexunm o6paboTKN IMCTOB.

e CocTaB/isieM OTYET MO HECKOJIbKUM PasHOLIEPCTHbIM UCXOAHbBIM Tabnmuam.
e [pynnoBas 06paboTKa HECKOJIbKMX JINCTOB.

e HepocTaTku yMHbIX Tabnuu.

MpaKTuKymbl.
[eHb 5.
AHanus faHHbIX C NOMOLLLbIO CBOAHBIX Tabnuy,.-

e [logrotoBka UCXOA4HbIX AAaHHbIX AN aHanusa.

o OpraHusauusi 1 HaCTporKa 3aBUCUMbIX U aBTOHOMHbIX OTYETOB.

e [pynnMpoBKa AaT 1 YNCNOBbIX pAAO0B. BpeMeHHas Wwkana.

e CTaHAapTHble M NoSb30BaTeNIbCKME pacyeTbl B CBOAHbIX TabnuLax.

o PacnpepeneHune cCBOAHbIX TabnuL, NO IMCTaM COrnacHo GpuabTpy oTyeTa.

o Co3paHve CBOHOW Tabnuubl C MOJENbIO AaHHbIX (419 aHanusa AaHHbIX B HECKOIbKUX Tabnuuax).
e CBOAHbIE AnarpamMmbil.

Bo3MoXXHOCTU aBTOMaTU3aLMU NOBTOPSIOWUXCSA 3a/iay C MOMOLLLbIO MaKpPOCOB.

e CywHOCTb Makpoca.
e Kak pa6oTatoT Makpochl B Excel.
o Kakue 3afauum No3BONAIOT PELLNTb MakKpocChl.

MpakTuKymbI.

3aHATUA NPOBOAATCA B-KOMMbIOTEPHOM Knacce.

[lpenogaBaTenu

BbIKOBA Hatanba HukonaeBHa

KaHgmpat negarormyeckux HayK C BbICLUMM TEXHUYECKUM oépasosaHMeM. SKCI'IepT B o6yquvw| B3POC/bIX VIHdJOpMaLWIOHHbIM
TexHonoruam. 20 net NPaKTU4YeCKOro onbiTa npoBeaeHUA TPeHUHIoB Ana npenop,aBaTeneVl B 0651acTu opraHunsauuum cucTembl

AWUCTaHLMOHHOro 06y4YeHUs B 06pa3oBaTebHOM opraHn3aLmum, 6a3oBoro U NpoABUHYTOro YpoBHsA Excel.

MNPENOOABATENb
9KcnepT — NpakTuK B paboTe ¢ MHCTpymMeHTamu Microsoft Excel.
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