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 Excel,  Windows, 

.  — -
,
. ,

 — , -
-  ( ,

, . .). -
 Excel.

-
. <Alt>

, -
.

.



Microsoft Office Excel 2003! 21

. ,
 ( , ). -

, , ,
.

(Cancel). , -
, , -

.

( ). , -
, .

. , -
. -

,
.

, .

(Help). ,  — 
, -

.  Excel ,
.

( ). , -
.

,
.

. ,
.

. ,
.

; -
.

( ). ,
. - -

, . (
.)

. ,
 ( ,  — ),

. ,
, .

.
, -

.
.



22 Êðóïíûì ïëàíîì: Excel 2003

. , .
,

.

. , , -
.

. -
. , -

,
.

Ïàíåëè èíñòðóìåíòîâ
 Excel, 

, .
 Excel  — 

(Standard) (Formatting). 
,

: , , -
.

, Excel 
.

 “ ” ,
 ( , , ). -

,
.

, ,
, .

,
, -

 — .

, -
(View Toolbars) -

.

.



Microsoft Office Excel 2003! 23

Èíñòðóìåíò/
Êíîïêà

Íàçâàíèå  Íàçíà÷åíèå  Êîìáèíàöèÿ
êëàâèø

Ñì.

(New)
Ñîçäàåò íîâûé
ôàéë ðàáî÷åé êíèãè

<Ctrl+N> “Êðóïíûì
ïëàíîì”

(Open)
Îòêðûâàåò ñóùåñò-
âóþùèé ôàéë

<Ctrl+O> “Êðóïíûì
ïëàíîì”

(Save)
Ñîõðàíÿåò ôàéë
ðàáî÷åé êíèãè

<Ctrl+S> “Êðóïíûì
ïëàíîì”

(Permission)
Îòîáðàæàåò äèàëî-
ãîâîå îêíî

(Permission)

îòñóòñòâóåò –

(E-mail)
Îòïðàâëÿåò äàííûå
ðàáî÷åãî ëèñòà ïî
ýëåêòðîííîé ïî÷òå

îòñóòñòâóåò  ×àñòü 2

(Print) Ïå÷àòàåò ðàáî÷èé
ëèñò

<Ctrl+P> ×àñòü 9

-

(Print Preview)

Îòêðûâàåò êíèãó â
îêíå ïðåäâàðèòåëü-
íîãî ïðîñìîòðà

îòñóòñòâóåò  ×àñòü 9

(Spelling)
Âûïîëíÿåò ïðîâåðêó
ïðàâîïèñàíèÿ â
òåêóùåé êíèãå

<F7> ×àñòü 6

(Research)

Îòîáðàæàåò ïàíåëü
çàäà÷ 

<Alt> + –

(Cut)
Âûðåçàåò âûäåëåí-
íûå ÿ÷åéêè è ïîìå-
ùàåò èõ â áóôåð
îáìåíà Office

<Ctrl+X> ×àñòü 3

(Copy)
Êîïèðóåò âûäåëåí-
íûå ÿ÷åéêè â áóôåð
îáìåíà Office

<Ctrl+C> ×àñòü 3

(Paste)
Âñòàâëÿåò ñîäåð-
æèìîå èç áóôåðà
îáìåíà Office

<Ctrl+V> ×àñòü 3

(Format Painter)

Êîïèðóåò ôîðìàò
ÿ÷åéêè èëè äèàïàçî-
íà ÿ÷ååê â äðóãóþ
ÿ÷åéêó èëè äèàïàçîí

îòñóòñòâóåò  ×àñòü 7
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Èíñòðóìåíò/
Êíîïêà

Íàçâàíèå  Íàçíà÷åíèå  Êîìáèíàöèÿ
êëàâèø

Ñì.

(Undo)
Îòìåíÿåò äî 16 ïî-
ñëåäíèõ îïåðàöèé

<Ctrl+Z> ×àñòü 3

(Redo)
Ïîâòîðíî âûïîëíÿåò
äî 16 ïîñëåäíèõ
îïåðàöèé

<Ctrl+Y> ×àñòü 3

(Insert Hyperlink)

Äîáàâëÿåò ãèïåð-
ññûëêó íà äðóãîé
äîêóìåíò èëè Web-
ñòðàíèöó

<Ctrl+K> –

(AutoSum)
Ñóììèðóåò äèàïà-
çîí ÿ÷ååê èëè âû-
ïîëíÿåò äðóãóþ
ìàòåìàòè÷åñêóþ
îïåðàöèþ

îòñóòñòâóåò  ×àñòü 4

(Sort Ascending)

Âûïîëíÿåò ñîðòè-
ðîâêó âûäåëåííîãî
äèàïàçîíà ïî âîç-
ðàñòàíèþ

îòñóòñòâóåò  ×àñòü 12

(Sort
Descending)

Âûïîëíÿåò ñîðòè-
ðîâêó âûäåëåííîãî
äèàïàçîíà ïî óáû-
âàíèþ

îòñóòñòâóåò  ×àñòü 12

(Chart Wizard)

Ñîçäàåò äèàãðàììó  îòñóòñòâóåò  ×àñòü 10

(Drawing)
Îòîáðàæàåò ïàíåëü
èíñòðóìåíòîâ

îòñóòñòâóåò –

(Zoom)
Èçìåíÿåò ìàñøòàá
àêòèâíîãî ëèñòà

îòñóòñòâóåò  ×àñòü 2

Microsoft
Excel

Ïîêàçûâàåò ïîìîù-
íèêà èëè îòîáðàæà-
åò îêíî ñïðàâêè
Microsoft Excel

<F1> “Êðóïíûì
ïëàíîì”

Îñíîâû: çàïóñê ïðîãðàììû Excel
 Windows XP 

Microsoft Office Microsoft Office Excel 2003 (Start All
Programs Microsoft Office Microsoft Office Excel 2003). -
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 Windows, 
Microsoft Office Microsoft Office Excel 2003

(Start Programs Microsoft Office Microsoft Office Excel 2003).
 Excel.  Excel -

, 1 (Book1).
, ,

.

Îñíîâû: äàâàéòå ïîçíàêîìèìñÿ
ïîáëèæå

 Excel . ,
, -

. -
, .

 ( ,
- ).

, ,
 65 536  256 . -

 1  65 536, 
. , ,

 —  Z,  — AA.  52 
 AZ,  53 —  BA  256-

(IV — , ).
.

Excel  65 536  256 , -
 16 777 216  — 

. , -
, .

1, , -
 ( ), —  IV65536.

9 (  “ ”, -
)  11-  9- .

 Excel -
, , .

 Excel -
.  (

, -
). ,

, -
.
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(  “ , -
:  Excel”  ).

Ïåðåìåùåíèå ñ ïîìîùüþ êëàâèàòóðû
 16 

, -
. ,  Excel -

, .
,

.
.

Êëàâèøè  Äåéñòâèÿ

<↑> Ïåðåìåùåíèå àêòèâíîé ÿ÷åéêè íà îäíó ñòðîêó ââåðõ

<↓> Ïåðåìåùåíèå àêòèâíîé ÿ÷åéêè íà îäíó ñòðîêó âíèç

<←> Ïåðåìåùåíèå àêòèâíîé ÿ÷åéêè íà îäèí ñòîëáåö âëåâî

<→> Ïåðåìåùåíèå àêòèâíîé ÿ÷åéêè íà îäèí ñòîëáåö âïðàâî

<PgUp> Ïåðåìåùåíèå àêòèâíîé ÿ÷åéêè íà îäíó ñòðàíèöó ââåðõ
<PgDn> Ïåðåìåùåíèå àêòèâíîé ÿ÷åéêè íà îäíó ñòðàíèöó âíèç
<Alt+PgDn> Ïåðåìåùåíèå àêòèâíîé ÿ÷åéêè íà îäíó ñòðàíèöó âíèç âëåâî
<Alt+PgUp> Ïåðåìåùåíèå àêòèâíîé ÿ÷åéêè íà îäíó ñòðàíèöó âíèç âïðàâî
<Ctrl+Backspace> Ïðîëèñòûâàíèå èçîáðàæåíèÿ â îêíå äî ïîÿâëåíèÿ àêòèâíîé

ÿ÷åéêè

<↑>* Ïðîëèñòûâàíèå ñòðàíèöû íà îäíó ñòðîêó ââåðõ (àêòèâíàÿ ÿ÷åé-
êà íå èçìåíÿåòñÿ)

<↓>* Ïðîëèñòûâàíèå ñòðàíèöû íà îäíó ñòðîêó âíèç (àêòèâíàÿ ÿ÷åéêà
íå èçìåíÿåòñÿ)

<←>* Ïðîëèñòûâàíèå ñòðàíèöû íà îäèí ñòîëáåö âëåâî (àêòèâíàÿ
ÿ÷åéêà íå èçìåíÿåòñÿ)

<→>* Ïðîëèñòûâàíèå ñòðàíèöû íà îäèí ñòîëáåö âïðàâî (àêòèâíàÿ
ÿ÷åéêà íå èçìåíÿåòñÿ)

 *  Scroll Lock

Ïåðåìåùåíèå ñ ïîìîùüþ ìûøè

, . , -
. ,

, ,
,

.
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,
, .

, -
 ( -

).

.

-
: <Shift> , -

, .

, -
. -

.

Ñòðîêà ìåíþ Excel
 Excel 

. , -
 ( .  “ ”

).
, ,

.
,  Excel, 

. -
,  Excel -

,
. , -

 “ ”, -
. (

,
.) ,

, , -
.

. -

(View Toolbars Customize), 
(Customize) 

(Options) 
(Always Show Full Menus). (

 Office, , -
 Excel, 

Word, PowerPoint .)
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Îñíîâû: ïîëó÷åíèå ñïðàâêè
 Excel ,

. .

(Ask a Question). , -
.

<Enter>, , -
. ,

 (Help), -
.

.
(Help), 

 (  “ ”). 
Excel -

. ( .  “ , : ”
.)

(Office Assistant).  Excel -
,

. ,
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,
.

,
(Help Show the Office

Assistant). 
.

“ ?” (“What’s This?”). <Shift+F1>
. -

, .

 — ,
 Excel. .

, -
-

(Choose Assistant). 
(Galery) (Office Assistant) 

(Back) Next ( ),
. ,

OK.
-

.

Excel. ,
,

(Options)  ( )
(Show the Tip

of the Day at startup).

,
. ,

. -
,  “ ” .

,
. ,

, , .

.
(Search) (

“ ”,  “ ”, 
 “ ” ; ,

<Alt+ > -
, ).
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-
, ,

,
.

.

-
, -

. ,
(Use the Office Assistant). -

(Help Show the Office Assistant).

.  ( ),
(Help

Hide the Office Assistant).  — -
. ,

. : Microsoft Office
. ,

 Excel,
.
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Îñíîâû: ñîçäàíèå íîâîãî ôàéëà
ðàáî÷åé êíèãè

 Excel  ( )
1 (Book1). ,

.
.

(Fasttrack), -
(Standard).

<Ctrl+N>.
(File Fasttrack) 

(Blank Workbook) 
(Fasttrack Workbook).

.

Îñíîâû: ñîõðàíåíèå ôàéëà êíèãè
 Excel -

, . -
 Excel 
(Save As).

,
(File Save) .

(Save) 
.

<Ctrl+S>.
<Shift+F12>.

, Excel -
, -

.
( .  “ ”   1).

Îñíîâû: êàê îòêðûòü ñóùåñòâóþùèé
ôàéë

 —  Excel. 
,

, .
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, .

 1. (Open), 
(File Open).

.

(Open) -
.

<Ctrl+O>.

<Ctrl+F12>.

 2. (Look In) ,
.

 3. 
(Open) .

. <Ctrl> ,
, ,

 — . ., -
. .

,
.

-
.  Excel

( ).
,

 Excel.

(File).
, -

. -
, .

. -
,

,
 Excel. 

XLStart.
Windows 2000  Windows XP -

C:\Documents and Settings\username\
Application Data\Microsoft\Excel.  Windows 9x

, , C:\Program
Files\Microsoft Office\Office10.
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Îñíîâû: êàê çàêðûòü ôàéë è âûéòè
èç Excel

-
, , .

.
,

.

 1. , , -
, , , -

. (Window) ,
.

, .

 2. , .

 • (File Close).

 • (Close) -
 ( ,

).

 • -
 ( , -

).

 • <Ctrl+F4>.

 • <Ctrl+W>.

  -
- , Excel ,

.

,
<Shift> (File
Close All). ( ,

, <Shift>).
Excel ,

.

 3.  Excel, 
(File Exit).
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Âàøè âîçìîæíîñòè: ñîçäàíèå
è àíàëèç äàííûõ

 —  Excel.
, , -

-
,

,
.

 1. .

, “ ”.

,  3.

, “ ”.

 2. .

,  5.

,  6.

,  12  13.

 3. .

,  7.

,  8.
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Âàøè âîçìîæíîñòè: ãðàôè÷åñêîå
ïðåäñòàâëåíèå äàííûõ

, ,

.

 1. .

, “ ”.

,  9.

 2. .

,  9.

,  9.

,  11.

 3. .

,  9.

,  9.
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Âàøè âîçìîæíîñòè: èìïîðò äàííûõ
äëÿ àíàëèçà

 Excel 
, , , Web-

.
 ( -

). ,
Excel, 

- .

 1. .

, “ ”.

 Web- ,
 11.

 2. .

,  11.

,  “  — ”,  12.

,  13.

 3. .

,  7.

,  8.


