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[MpakTUKyM ona cneymManucToB Mo NPUMEHEHNO NHCTPYMEHTOB
Microsoft Excel ans apdpekTMBHONM aBTOMaTM3aL MK NPOLIECCOB
006pabOTKM AaHHbIX

B pamkax Kypca — npakTukyma pa3éupatoTcsi npueMbl pa6oTbl B LUIMPOKOAOCTYMHOM YHUBEPCAIbHOM MHCTPYMeHTe 06paboTku
JaHHbIX Microsoft Excel, paccunTaHHble Ha OCBOEHUE NOMb30BaTENIEM HaBblKa BNafeHUs MHCTPYMEHTOM Ha 6a30BOM W CPEAHEM
ypoBHe. Pa36upatoTcs 0COGEHHOCTU COCTABNIEHUS OTYETOB, MPOBEAEHNS PACYETOB M aHaNKu3a, pelleHns 3afad, BUsyanusauum
06Hapy)KeHHbIX TeHAeHLJ,MVI. anOépeTeHHbIVI HaBbIK MO3BOJIUT COKPaTUTb BpeMA Ha BbIMNOJIHEHNE CTaHA4APTHbIX 3aAayY, NOBbICUTb
NpoOuU3BOAUTENBHOCTb TPyAa COTPYAHUKOB KOMMNaHuu. OcBoeHue MHCTpyMeHTa Microsoft Excel ans nonb3oBatens oTKpoeT
BO3MOXHOCTb 3 (heKTUBHOro BNafieHust HaBblkamMu paboTbl C 60/bLWMMMU AaHHbIMUY, aBTOMaTU3aLMKU pacyeToB, aHanmsa u
06paboTKM 3NEKTPOHHBIX TabnuL,.

Jata npoBepeHusn: OTKpbiTas gata

Bup o6yuyeHus: Kypc noBbilleHust KBanudukalmm

dopmart obyueHusn: OHnanH-TpaHCAALUS

Cpok obyueHus: 5 fHel

MpopomkuTenbHocTb 06yyenus: 404yacos

JAins y4yacTHUKOB nNpeflycCMOTpPeHo: MeToauyeckui matepmarn.

J[IOKYMEHT No OKOHYaHuM o06yyeHuns: o nToram obydeHus cryliaTenu, yCnewHo npoLeaLine UTOroByo aTTeCTaLUIO Mo NporpaMme
06y4eHus, MoslyyatoT Y JOCTOBEpEHME O NOBbIWEHUN KBanudukaummn B o6bemMe 40 Yacos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBo
BefeHVs 06pa3oBaTeNibHON AeATeNbHOCTH, BblAaHHOM [enapTaMeHToM 06pa3oBaHus U HayKu ropoaa Mocksbl).

Ina koro npegHasHayeH

MeHeaKepoB, 6yxranTepoB, 3KOHOMUCTOB, aHaNIUTUKOB, COLLMOMOroB, MapKeTosoros, PR-MeHea)KepoB, NPOeKTHbIX MEHeKepos,
JIOTUCTOB, MHXXEHEPOB U ApYrvMx CNeunannucToB, UMEeoLLMX HaMepeHWe NoJly4nTb onbIT paboTbl B NpunoxeHun Microsoft Excel Ha
6a30BOM ypOBHE, CUCTEMATU3UPOBATb 3HAHWUA U HAYYUTbCA UCMOJIb30BaTb GYHKLMOHANbHbLIX BO3MOXHOCTM NMporpaMMbl Ha 6o/ee
BbICOKOM YPOBHE A/ PeLLeHWsi CTaHAapTHbIX 3aAa4 06paboTKN faHHbIX.

Lienb o6yyeHus

HayunTbcs 3HaUUTENbHO COKpallaTh BpeMs BbIMOJIHEHUS 3a4a4, NOBbICUTb 3D PeKTUBHOCTL NpoLecca paboTbl C AaHHbIMU, OCBOUTb
npakTU4Yeckoe NpuMeHeHne MHCTpyMeHToB Microsoft Excel ans peweHuns ctaHfapTHbIX 3aa4 06paboTKY AaHHbIX, B TOM Yucie
60NbLUMX.

Oco6eHHOCTM NporpaMmmsil

3aHaTua npoxoaAaT B-KOMMNbKOTEPHOM KJlacce B-d)opmaTe WHTEHCUBHbIX TPDEHUHIOB.

PesynbTaT 06y4yeHus
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B pe3ynbTaTe 06yyYeHUs cnyliaTenu:

e CucTeMaTU3NPYOT UHDOPMALIMIO O BOBMOXHOCTSIX MPUMEHEHNUs NpUeMOB paboThl ¢ Excel Ha 6a30BOM ypoBHe.-
e M3yyaT BO3MOXHOCTU UCNONb30oBaHUs GopMyn U byHKLUUIA ANs pelleHns cTaHAapTHbIX 3afay.—

e OCBOSIT 0CO6EHHOCTU HUTbTPALIMU U COPTUPOBKU AaHHbIX.

e HayyaTcsl BbINOJIHATb BbIYUCNIEHUS C MPUMEHEHUEM Pa3/IUYHbIX KOMOUHALMIA YCNOBWIA.

e [proBPETYT NPaKTUYECKUIA HaBbIK MOAFOTOBKM 1 06paboTKM 60bLUMX MacCUBOB JaHHbIX.-

e OCBOSIT NpueMbl paboTbl C YMHbIMM Tabnmuamu.

e OCBOAT aNirOpUTM aHanu3a AaHHbIX C MOMOLLbIO CBOAHbIX TabnuL.

¢ O3HAKOMATCH C BO3MOXHOCTAMU UCMONb30BaHUA B paboTe GyHKLMIA YCIIOBHOMO popmMaTUpOBaHuS.

e M3yyaT npaBuna NoAroTOBKU MHbOpMaLUK AN BU3yanusaummn AaHHbIX AN1F aHanusa.-

L] HayanCH 6bICTpO W HarnagHo cosgaBaTb OTYETbl U AWarpamMmbl.

¢ O3HAKOMSATCH C BO3MOXHOCTbIO aBTOMaTU3MpOBaThb NMOBTOPSILOLLMECS CTAHAAPTHbIE 3aa4m C MOMOLLbIO MaKpPOCOB.

3TO MeponpuATMEe MOXHO 3aKa3aTb B KOpnopaTMBHOM opmaTe (06yyeHne COTPYAHUKOB OAHOM KOMMNaHuu).

OTAenbHble CEMUHAPbI B paMKax Kypca

e Microsoft Excel, cpegHuii ypoBeHb (I1): MHCTpyMeHTbl aBTOMaTU3aLMK NMPOLECCOB 06PaboTKU AaHHbIX. [pakTUKyM
e Microsoft Excel, 6a30BblIi1 ypoBeHb (I): MHCTPYMeHTbl aBTOMAaTM3aLMn NpoLeccoB 06paboTKM JaHHbIX. NpakTUKyM

YyacTuve BO3MOXHO OTAE/NbHO B KaXXJOM CeEMMHape.

[TporpamMmma oby4yeHus

OeHb 1.
Mpuembl paboTbl ¢ Excel Ha 6a30BOM ypoBHe.-

e Microsoft Excel: Bo3Mo)xHOCTM ncnonb3oBaHusl. bazoBasi Bepcusi, 4OMONHUTENIbHbIE HACTPOMKM, YCNOBUSI UCMOSIb30BaHMS.
e 3HAKOMCTBO C UHTEP(ENCOM U cofiepXKaHUeM BKNaAoK.

e Bknagka «®aiin», naHenb 6bICTPOro gocryna.

e BBOA M pefakTupoBaHue TeKCTa.

o Co3pgaHue 1 popmaTmpoBaHue Tabnuu,

e Pabouve KHUMM U NNCTbI.

e 3alwuTa A4YeeK, IMCTOB U paboyen KHUMN.

e YCTaHOBKa OrpaHMYeHuit Ha BBOA AaHHbIX.

e [aponb Ha gocTtyn K darny.

e Tabnuubl Excel: TMNbI, BapMaHTbl co3aaHus.

o dopMaTupoBaHMe AaHHbIX: CTaHAapTHbIE M HeCTaHAapTHbIe BapuaHTbI.
o CNWCKW: BCTPOEHHbIE U NONb30BaTENbCKHUE.

o dopMupoBaHue TabnuL.

o O6beanHeHne AYeekK.

e PasgeneHne A4eikn Ha COCTaBnsAoLWMeE.

e 3aKpensieHne o6nacTen.

o [lo6aBrieHVe U pefaKTMpOBaHUe NpPUMeYaHmii K syenkam.

e BO3MOXXHOCTW 3NIEKTPOHHbIX TabnuL,.

e [loagroToBka K nevyatu.

o KONOHTUTYNbI: co3fiaHne u hopMaTUpoBaHme.

e HacTpolika napamMeTpoB CTpaHULbI: NOS, pa3Mep, OpUeHTaLus.
e [MeyaTb CKBO3HbIX CTPOK/CTONGLIOB.

e HacTpoiika o6nactu neyatu.

e [MevyaTb TabaMy 1 guarpamm.

®dunbTpaums 1 COpTUPOBKA AAHHbIX.

¢ Tpe6oBaHUs, KOTOpPble HEO6X0AMMO CO6/0AaTh A NPaBUIbHON COPTUPOBKM AaHHbIX U UCMOJIb30BaHUS GUIbTPOB.
¢ BblaeneHne AaHHbIX A8 COPTUPOBKMU.-

e BbicTpasi COPTMPOBKaA.

e CopTUpOBKa MO YKasaHHbIM YCITOBUSIM.
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o COpTUpOBKA MO HECKOJbKUM CTON6LaM.
o OuUnbTp No cTonbuam.
o OWwn6KH, onycKaeMble Npyu COPTUPOBKE U YCTaHOBKEe (USIbTPOB.

MpaKTUKyMbl.
JeHb 2.
WUcnonb3oBaHue GyHKLUIA ycnoBHOro (hopMaTUpoBaHus.

o YcnoHoe opmaTupoBaHue B Microsoft Excel: 3agaHne npaBun BU3yanbHOro BblAeIEHNA BaXXHbIX aCMEKTOB NokasaTenen.
e [lpaBuna BblAeNeHUs AYEEK.

o [paBuna oT6opa NepBbIX U NOCNEAHNUX 3HAYEHWIA.

e ['ncTorpamMmmoil.

e LiBeToBbIE LIKaNbI.

e Habopbl 3Ha4KOB.

o CospgaHue cBOero npaswuna.

Bu3yanu3au,uﬂ AaHHbIX ANA aHanu3a.-

o ['padmkn, AanarpaMmbl: Ha3HayeHme.

e [ofroToBKa faHHbIX 415 HArNSIAHOro OTOBPaXKEHNA Ha fuarpamMmmax.

e Tunbl: rpadmk, rMCTOrpaMma, Kpyrosasi, cC-061acTsiMu, KackagiHasi, BOPOHKa.
e [ocTpoeHne KOMBMHMPOBAHHbIX AnarpaMmm Co-BCMOMOraTesibHOW OCbHo.

WUcnonb3oBaHue popmyn n hyHKLMIT Ha 6a30BOM YpPOBHE.—

e Brubnuoteka byHKLUNI.-

o Gopmynbl u dyHKUMK Excel.

e Tunbl CCbINIOK Ha AYeikn B popmynax.

o CospaHve, U3MeHeHWe, yaaneHne MMeHOBaHHbIX A1anasoHoB.

o Gopmynbl U HYHKLUKM MacCUBOB.

e OpraHusaums KOM6UMHMPOBAHHbIX HOPMYN U BNOXEHHbIX QYHKLNA.
o OKpyrieHne YNCNOBbIX 3HAYEHUNA.-

o dopmynbl noacyeTa U CYMMUPOBAHUS.

o OyHKUMM 06paboTKK faT.

o Jlornyeckune pyHKLMN.

o QuHaHcoBble hyHKLMN.

o [leficTBMS C TEKCTOBbIMM JaHHbIMMU.

o PaspeneHve ogHoro ctonbua Ha HECKOMbKO.

e O6befnHEHNe COAEPXKMMOrO AYeeK.

o dopmaTnpoBaHmWe Yncna B TEKCTOBOW CTPOKE.

o YcnoBusa npumeHeHust Gopmyn Ajs IKOHOMUYECKMX, GUHAHCOBBIX, MaTEMAaTUYECKUX, CTaTUCTUHECKUX pacyeToB.

MpaKTUKyMbl.
AeHb 3.
MoaroToBka n 06paboTka 60bLUINX MAaCCUBOB JaHHbIX.-

o /ICTOYHUMKM AaHHbIX, Tpe60BaHNS K nx dopmMaTaM s NpaBUIbHOM 06paboTKM.

e [MoaroTtoBka Kk paboTe UMNOPTUPOBAHHbIX JaHHbIX.

o BO3MOXHOCTU NpUMeHeHust dyHKLKI 1 cepBucoB Excel Ans 06paboTku faHHbIX.

e BbinagaroLme Cnnckm B fsUeiikax: 3a4eM HYXXHbl, OFPaHNYeHNs, KOTOPbIE HY)XHO YYMTbIBaTb.

o QyHKUMM NOUCKA U U3BNEYEHUS faHHbIX. BbigeneHne n 3ameHa MHGopMaumm no 3agaHHbIM KPUTEPUAM
o CTpyKTypa Tabnuupl.

e [pynnupoBKa CTPYKTYPHbIX 39/IEMEHTOB TabnuLibl.

e VIHCTPYMeHTbI, NpefHa3Ha4yeHHble 4151 MPOrHO3MPOBaHMUS.

o KoHconupaums faHHbIX U3 pa3Hblx Tabnuuy ogHoro daitna unm Heckonbkux ¢ainos.

o ABTOMATMYECKUI NnepecyeT hopmyn.

o YMeHblueHue pasmepa ¢aina MS Excel.

o [lo6aBneHve U yaaneHne sHayeHuin B BUAUMbIE CTPOKM U CTONGLbI OTHUNbTPOBAHHON TabnuLbl.
o [opsiune KnaBuLLIK st paboTbl C AAHHBIMMU.

e OWKM6KM B hOpMynax: NpUYMHbI U EACTBUA NO UCTIPABAEHUIO.

e [loaBeaeHne NTOroe.

MpaKTuKymbl.

JeHb 4.
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Pa6oTa c yMHbIMM Tabnuuamu.

e Kak co3gaTb yMHyt0 Tabnuuy.

o Kak npeo6pasoBaTb YMHYIO Tabnuuy B Anana3oH AaHHbIX.

o HasoBble BO3MOXHOCTM YMHOW Tabnuubl Excel.

o [lo6aBneHne cpe3os K Tabnuue.

o lNpenmyLyecTBa ohopMneHns cnvcka Tabnuuen.

o OOpPMynbl BHYTPY YMHOW TabnuLbl U Ha ee AYEKn 3BHeE.

o NmA Tabnuubl.

e OUNbTP M 3aroNoBKN YMHOW TabnmLbl.

e /IToroBasi CTpoka yMHOW Tabnuupl.

e PaboTa c BbiNagaroLLMMmM CIMCKaMM U Apyrue orpaHnyYeHns Ha BBOA AaHHbIX.
o Co3paHue BbiNagatoLLero cnmcka no CrnpaBoYHMUKY.

o [Noackasku ns 3anoNHSWMUX Tabnuuy.

o 3alwmTa A4eek, NUCTa, panna.

o BnokMpoBKa foCTyna K IMcTaM (B TOM YUCe CKPbITbIM).

o KoHconunpauus.

e [pynnoBou pexxum o6paboTKu NIMCTOB.

o CocTaBnisieM OTYET MO HECKOJIbKMM Pa3HOLIEPCTHbIM UCXOAHbIM Tabnuuam.
e [pynnoBas 06paboTKa HECKOJIbKMX JINCTOB.

e HepocTaTku yMHbIX Tabnuu.

MpakTUKymbI.
AeHb 5.
AHanus aHHbIX C NOMOLLbIO CBOAHBIX Tabnuy,.-

e [ToaroToBKa UCXOAHbIX AaHHbIX AJ1 aHanu3a.

e OpraHusauus 1 HacTpoiika 3aBUCUMbIX U @BTOHOMHbIX OTHETOB.

e [pynnuMpoBKa AaTt 1 YNCNOBbIX pAAOB. BpeMeHHas LWwkana.

e CTaHpapTHble ¥ MOSIb30BaTENbCKME pacyeTbl B CBOAHbIX Tabnuuax.

e PacnipefeneHne CBOAHbIX TabnuL, Mo IMCTaM CornacHo GunbTpy oTyeTa.

o Co3faHve cBOAHOW Tabmubl C MOJESbIO AaHHbIX (419 aHanusa AaHHbIX B HECKOIbKUX Tabnuuax).

e CBOfAHbIE AMarpaMmbl.
B03MO>XHOCTH aBTOMaTU3aL MM NOBTOPAIOLLLUXCA 3a/jay C MOMOLLbIO MaKPOCOB.

e CyLlHOCTb Makpoca.
e Kak pa6oTatoT Makpochbl B Excel.
o Kakuve 3agauun no3BoNAIOT peLunTb Makpochl.

MpakTuKyMbl.

3aHATunA NPoOBOAATCA B-KOMMNbIOTEPHOM KJiacce.

[lpenogaBaTenu

BbIKOBA HaTtanba HukonaeBHa

Kangupat negarornyeckunx HayK C BbICLUMM TEXHNYECKNM o6pasoBaH|/|eM. SKCI'IepT B o6yqu|/|M B3POC/bIX VIHCbOpMaLl,I/IOHHbIM
TexHonorusam. 20 net NpaKTU4eCcKoro onbiTa NpoBeaeHNA TPEHNHIOB AN npenop,aBaTeneVl B 0651acTH opraHusauum CUCTeMbl

ANCTAHUMNOHHOIO OéyquMH B o6pasoBaTean017| opraHunsauuu.

MPEMOLOABATEJIb
9KCnepT — NpaKTuK B paboTe ¢ nHcTpyMeHTamu Microsoft Excel.
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