Umnopt yuyeHukoB u3 Excel B Tallanto Prof

NMNOpPT yYEHMKOB COCTOUT U3 ClIeAyIoLMX 3TaMNoB:

MoAroToBKa yYEHWKOB Anst UMMOPTA.
MoaTBeEpPXAEHUE NAapaMeTPOB UMMNOPTUPYEMOro daina.
ConocTtaBneHue noneu.

MpoBepka MMnopTUpyemMoro daina Ha Hanmume ayenunpyowmxcs 3anucen.

i A W=

MpocMOoTp pe3ynbTaToB MMMOPTa.

1. MNoaroToBka y4eHUKOB 4719 UMMNOpPTa

Hanpwvmep, Bbl XOTUTE UMMOPTUPOBATL CNIEAYIOWMX YYEHNKOB:

0n) d9- 3
- FnasHas Becraska PasMmeTka cTpaHuuel
G11 v |
A B C D
1 Mma ®amunua TenepoH e-mail
2 Naeen MeTtpos 789390 cat@mail.ru
3 Bacunui WMeaHoB 7894093 dog@mail.ru
4

Y1066 4OBUTLCA KOPPEKTHOrO MMMNOPTA, XKenaTenbHo, YTobbl «UMS» n
«®amunma» 6binmn B 0TAENbHBIX CTON6LAX (€C/IM eCTb 0TYECTBO, OHO AO/MKHO bbiTb
B OZIHOM siuelke C uMeHeM). Ecnn hamMunmst 1 Msi/uMs-0TYECTBO CNIUTbI B OAHY
A4YenKy — nydwe, Ytobbl CHavyana wna dhamunus, 3aTeM UMs/UMS-0TY4ECTBO
(conocTtaBnseTcs ¢ nonem cucteMbl «OUO»), NpU HACTPOWNKE NapaMeTpoB
nMnopTupyemoro cdaina B Tallanto Prof Heobxoanmo, uTobbl hopMaT MMEHM Mo
ymonuyanuto crosn «| f».

Ecnun y yuenuka aBa e-mail agpeca, To BTOPOW BbIHOCUTBCA B OTAENbHBIN CTON6eL,
(HO He cTpoky!).

B I/IMI'IOpTVIpYEMOl‘/JI Tabnuue MoXHO co3aaTh ctonbel, «Mon» 1 HanucaTb Tam KMYX.>» Unn
«KEH.», Toraa nNnpu MMNopTe Noa y4eEHNUKa 3aHECETCA NMpaBUJ1bHO. Mo YMON4YaHUIO BCEM

YY€HNKaM NpucBanBaeTCA MY)KCKOVI non.

]
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Mpexzae YeM NpecTynuTb K MMMOPTY YYEHUKOB, M3MEHWUTE pacluMpeHmne Tabnuubl Excel ¢ «*.xls»

(«*.Xlsx») Ha «*.csv». [lns 3TOro OTKpoiiTe foKyMeHT Excel » menio Pann » CoxpaHuTb

KaK. U BbibepuTe TMN hanna «*.csv (paspenutenn — 3anaTbie)».

3aiiguTe B Tallanto Prof v Bbibepute Menio KOHTAKTbl » YUeHUKW.

B meHio IeNCTBUS naxmute IMNOPT YUYEHWKOB.

2. WA QT ™MW Y a

CeA3b Kacca

Y4yeOHbIH npolecc dutHec TpeHep BoHyCHaRn nporpamma

YyeHukn = OpraHnaauumn

Mocnegtue npocmotpet:  { | Matemaruka 22.0  [fi) AGonemenT. men  [=] Kata Kosanesa YOMC @3 He
S8 AGonement. Umen [ ABorement. rpyn | B8l AGoHemeHT uHgus

Dencteun:  §5) Cospate yuennka | =] Yyenurn QGG VIMnopT yyernkos

3aTeM HaXXMUTe KHOMKY 0630p “ BbibepuTE B CBOEM KOMMbIOTEPE HYXHbIN hain ¢

KOHTaKTaMM yUeHUKOB chopMaTa «*.Csv», KOTOpbIii Bbl NpeasapuTensHo cosaanm » OTKPbITb.

Haxxmute kHonky danbLue.

War 1: 3arpy3ka ¢pharina umnopTa

BoibepuTe daiin, cogepxauit gaHHbIe gna uMnopTa, nubo sarpysuTe wabnoH, Ha CCHOBE KOTOPOro MOXET BbiTh cosgaH nogobHbIN daitn.
3arpysuts wabnod uMnopTHpyemore daiina @

Buibop daina: "C:\Users\Mapua\D O030p... @

MNapameTpel uMnopra

(¢ CoszpaHue HOBbIX 3anuceit @
(" CospgaHue HOBbIX M 0DHOBNEHNE CYWECTBYWIX 3anucei @

Oanbue =

2. MoATBep)XAeHNEe NapaMeTpoB MMMNOPTUPYEMOro daiina

B oTkpbiBLIeMcs okHe [10ATBEPXAEHNE NApaMeTPOB MMMNOPTUPYEMOIO q)aﬁna

OCYLLECTBNAETCA HpEﬂ,BapMTeﬂbeIVI NnoKa3 MMMNMOPTUPYEMbIX AaHHbIX. B ﬂaHHbIVI MOMEHT U3
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YETbIPEX noneﬁ, KOTOpPblE Mbl XOTUM MEPEHECTN, ECTb TO/IbKO OAHO N KUpWUuLla 0To6pa>|<aeTC$|

HenpaBUbHO.

[ins ucnpaBreHmns AaHHbIX OWwn6oK, HaxMmuTe kHonky [10Ka3aTb NapaMeTpbl

nMnopTupyemoro dana.

LWar 2: MoarBep)xaeHne NnapaMeTpoB MMNoOpTUPyemMoro daina

Crpoks saronoska He obHSpyxeHs

MoKasaTe NapameTps WMNOPTHPYEMOro daina | =

BoiGepuTe HEOGX0AMMBIA NYHKT, ECAIM MCTOYHMKOM A3HHBIX ABAAETCA OAHO U3 CreAyHWUX npunoxeHun:

MNepen BaMu NapaMeTpbl UMMOPTA, HAXXMUTE Ha CTPenKy psaaoM C rnosem KOLWIpOBKa.

/3 BbinaBLwero cnncka Boibepute «CP1251» (T.K. Npn nMnopTe danna «*.csv», Co3aaHHOro B
«MS Office Excel», daiin no ymonyanuio nmeet koanposky Windows 1251). Tenepb kupunnnua

6yaet oTobpaxkaTbCsl KOPPEKTHO.

CP1251 | - | MonA pazgeneHsbl Npy NOMoW: : LJ @
BIG-5 - iy =
MonA OfpaHuyeHbl CUMBONOM: CP1251 1 L] @ CopepKuT CTPOKY 3aronoeKa: @
CP1252 :
dopmaT Aatsl DOpMaT BpEMEHN 23:00 >
EUC-CN _]
Yacosoi noAc: EUC-JP = |[GMT+4:00) _'_] Banwra: RU Py6nu : pyﬁL]
3Havawme undpbl BANKOTLI EMER Mpumep: 123 456 789.00
wue undp ;i EUC-TW lpuMep: 23 456 789.00
CuMBON paanenuTens pa3papos: 180-2022-JP | CHUMBON AeCATUYHOrO pasaenuTens:
1S0-2022-KR
DOPMAT UMEHN NO YMONYAHUID: 1SO-8859-1 Mpumep:.
1S0-8859-2 e, 'T'Uma, 'T" ®amunus
1S0-8859-3
Buibepute HeobxoauMbIN NYHKT, ec 1S0-8859-4 [aHHbIX ABNAETCA OAHO U3 CeyWNX NPUIOXKEeHUN: ®
@ Her 1S0-8859-5

1SN 00FQ 8

(" Salesforce.com
€ Microsoft Outiook @

<Haaag Janbuwe >

Ecnn umnopTrpyeMbii haiin coaepXXuT CTPOKy 3arosiBkoB (B HalleM npumepe «MMsi—Dammnmsi—

Tenedon—e-mail»), To Hago noctasutb ranouky COAEPXXUT CTPOKY 3arosiI0BKOB.
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CKpsTe NSpamMeTpsl WMNOPTHRYEMO!

ro caiina |V

Koauposka:

MonR orpaHMueHs CMECNOM:
PopmsT AaTHL

Yacosoit noAc:

3xsuswme uwdpe! BAMIOTE:
Cimeon psznenuTenA paspRAOS:

DOPMET UMEHI NO YMONUSHUIO

ICP1251

=
Het :l Ly

23.12.2010 v |

Europe/Moscow (GMT +4:00)

2]

fl
=

. " W, 1" O

MonA pasaenseHs Npi NoMowM v| @
CoaepxuT CTpOKY 38ronoska:

DOPMET EpEMEHI: 23:00

|
RU Py6nu : pyslj

122 458 789.0

Baniota:

=)

Mpumep:
Cumecn QECATUNHOTS pPa3aenuTens:

Npumep:

HaxxmuTe Ha cTpenky psinom ¢ nonem 10115 orpaHun4yeHbl CUMBOJIOM u BbibepuTte Her,

T.K. B HalWleM Cny4ae KaXXaoe rnosie C AaHHbIMKU HaXoaAnTCA B OTAEeNbHOM FI‘-Iel';iKe, 6e3

«OrpaHunymsatrowlero CMMBoJ1a» (ECJ'IVI [aHHble 3a6UTbl yepes KaKoWn-To 3HaK, TO Mbl YKa3blIBA€EM

ero B 3TOM none).

Kogmpogka:

MonA orpaHnyeHsbl CUMBONOM:
©opmarna
Yacoeon noAc:

3Havaume undpbl BaNKTHI

cP1251  ~|
Her -|®
23.12.2010 ¥

Europe/Moscow (GMT+4:00)

2~

CWMBON pa3fenuTens paspaaos:

©opMaT UMEHN MO YMONYAHWNIO:

fl
's" Mpueemcmeue, 'T"ma, 1" ©amunus

MonsA pasgenexsl Npu NoMoLy:

z|®
CopOepxuT CTPOKY 3aronoBKa: r@

©OpPMaT BpEMEHM: 23:.00

K|

RU Py6nu : py6 ~ |

123 456 789.00

Baniota:
lpumep:
CUMBON AEeCATUYHOTO pasgenuTens:

lpumep:

Tenepb Bce nons oTobpaxatoTcs KoppekTHo. HaxmuTe kHonky [anblue.

Crpoka saronosks He ofHapyxesa

W danmunua Tenedon e-mail
Masen Metpos 789390 cat@mail ru
Bacunmit Weanos 7894093 dog@mail.ru
CKpuTE NapaMeTps WMNOPTHRYEMoro daina a
Koauposka: ICP1251 LJ MonA paspeneHs NpU NOMOWM v d
MoNA OrpaHMuEHE CHMEONOM: Het 'l (6 1) CoaepXuT CTPOKY 38ronosks ro
opusT asTH: 23.12.2010 v | PopuST EpemeHi: 22:00 :]

Yacosoit noAc
3xauswmre uudpe sanioTe
Cumeon pasaenuTens paipRAOE.

POPMST MMEHW MO YMONUSHIND | f

e

Europe/Moscow (GMT +4:00)

27|

1

BanioTa:

Mpusmep:

RU PyGnu : pyﬁ:j

CiMB0N AECATMNHONO Pa3AENUTENA:

I
ny

" M, "1 O

Mpumep:

BoibepuTe HEOBXOAUMBII NYHKT, €CAIM UCTOYHUKOM AaHHBIX ABNAETCA OAHO U3 CREAYWUX npunoxeHni: &/

(@ Her
(" Salesforce.com

(" Microsoft Outlook

3. ConocTaBneHue noneu

Ha aTOoM 3Tane Bbl CONOCTaBAsAETE Moss U3 UMNOPTUPYEMOIO d)aﬁna C NONAMU CUCTEMBDI.
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B OTKpbIBLUEMCS OKHE ClieBa OTo6paKeHbl NOsst cMcTeMbl (Moayns), @ Cnpaea Nnons Tabnuubl,
KOTOPYIO Bbl XOTUTE MMMOPTMPOBATb, COMOCTaBbTE MX MO CMbICNY (HanpuMep, cneea «Mms»,

cnpasa «[laBen» u 1.4.)

War 3: ConocrtaBneHne noneun

Xy 3afOnOEKa, TO €8 nonA oTobpax:
TODPEXISTCR NEPESR CTPOKS C A3+

Obparute summanme: gomxss Seme CONOCTIENSHS! EC2

MokaszaTe NPUMEYaHNA

Mone woayna '/ Crpoka 1 @ Crpoka 2
Waa @ === Maszen
Gamunua M xtutatatatats Metpoe

- He wanopTuposaTe 3TO none -- VI i=i=izini=ils 7893980
E-mail v] e-mail cat@mail .ru

Oo6asute none 'Y

< Hazsn Oanswe >

Mpun HeobxoAMMOCTM A06aBbTE AONOMHUTENBHBIE MO AN CUHXPOHM3ALNMK,

War 3: ConocTtaBneHue nonen

[arkar 736nny3 conepswT ECE
MpoeepeTe ECE MUEOWN
OGpaTuTe BHNMaHNE: JOMX

Moka23Te NPUMEYSHWUA

Mone woayna 'Y/ Crpoka 1 &) Crpoka 2
Wmn vl {=i=i= Masen

Qamunua * VI z{zjzjziajzia] MeTpos
Ten. (aom.) v] f=iaiaiaiaiaia: 789390
E-mail ~| e-mail cat@mail .ru
< Hazsn Oanswe >

Ecnu B ucxoaHow Tabnuue uMst (MMsi-0T4ecTBO) U pamMuamns 6binn CuTbl B O4HY
AYENKy, UX HYXXHO ComnocTaBnsATb ¢ nonem «®NO». Mpu 3TOM NMS-O0TYECTBO
BCTAHET B cucTeme B none «hma».

Ecnm y yyennka aBa e-mail agpeca, To BTOpoM CONOCTaBASIETCS C noneM «[pyrow
e-mail».

KOMMeHTap1u comnocTaBnsoTca ¢ noneM «ononHuTenbHas MHdopMaums».

Ecnn B nmnopTtupyemoin Tabnuue ectb ctonbel «OpraHnsauns», B KOTOPOK
paboTaeT yyeHMK, TO MpU CONOCTaBNEHMN C COOTBETCTBYIOLLMM MOJIEM B CUCTEME
aBTOMaTU4eckn byaet co3gaHa u opraHu3aunm Toxe.
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[ns Bcex noneun, KOTopbiX HET B CUCTEME, HYXXHO NoaobpaTh MakCUMasnbHO 6M3KOe Mo CMbICTY

3Ha4€eHNE, UMEKLLMNECA B CUCTEME.

Mocne conocraeneHusi Bcex nonen, Haxmute kHonky Janblue.

LWar 3: ConocTtaBneHue nonen

O6patnre EHMMEHNE:

MoKks28Te NPUMESSHUA

Mone wogyns i Crpoka 1 @ Crpoxa 2

[T vl ooo MNasen

amunua * v I ....... Metpos

Ten. {aom.) ~| fduizieieiatel 789390
E-mail ~| e-mail cat@mail.ru

OoBazute none b

_ Ham

4. NpoBepka MMNOPTUPYEMOro daiina Ha Hannume aybnupyromxcs

3anucen

OnTuManbHbLIM NapaMeTpoM A1t MPOBEPKM Ay6nMpyowwmMxca 3anucen byaet aapec 31eKTPOHHOM
noYyThbl, T.K. B OT/IMYME OT UMEHU UNKN PaMunm, OH yHUKaneH (Ho, ecnu y Bac B Tabnuue ectb
YUYEHWKM C OANHAKOBLIMM e-mail, HanprMMep uneHbl 0AHONM ceMbu, — BbibepuTe napameTp Full

name, T.K. MHa4e HEKOTOPbIE KOHTaKTbl HE UMMOPTUPYIOTCS).

YT06bl BbIGpaTh e-mail Ans NpoBepku, nepeHecuTe ero u3 konoHkn JOCTYMNHbIE NOMS B
[poBepsieMble NONS (ans 3TOro NeBoit KHOMKOM Ml WwenkHuTe no nomto E-mail u,

yOepXuBas ero, nepetawmTe, oTnyCcTMB Ha I_IpOBepﬂeMbIe nons).
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LUar 4: Mouck BOSMOXHbBIX Ay6nuKaTos

B0 walana-ae Co303A SyOIMDROURICA S3AMCEA PEXOMERTYETCR YK333Te MONA, S XOTOPEX S APOLSCCR MMRCPTa TyLeT OCYUECTENEHS MDOSSDKa Sa-Hoil | 3Hawe-tA noned
OS=apae-sl SyDRMDMOWMech Sa-Hme, OyoyT OTOCOINSHE! B Pe3yNETITAX MWNDDTA =3 OTAENeH0R S3xnanke. You will then D2 able 0 select which of Mese rows 0 continue in

MpoEeprevsi nonR Doctynswie nong
E-mail < Full Name
Reports To ID
]

CrestcTessrai(zr) (ID)

Davnma

COXPEHHTE CXMY WMNOPT2 Kax: *

< Hazan Hauate wwnopt

Ecnn gaHHas cxema umnopTa MOXeT noHaaobutbcs B ﬂaﬂbHEI\;ILIJeM, COXpaHUTE €€, 3ano/iHnB

none COXpaHUTb CXEMY MMMOPTA Kak.

HaxmuTe kHonky HayaTb MMNOPT.
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Lar 4: MoucK BOSMOXHBLIX Ay6NUKaToB

50 nalana-me O03031R SJyCNMDOURUCA 33AMC2R PEXOMEHCYETCR YX333Ts NONA, S XOTOP:X S ADOLSCCR MWR0PTa TYAET OC/UIECTENEHE MDOSEDKa S3-Hal | 3Haue-utA Nonad
OD=ap el SyORMDIOUMEC Sa-HoR, OyayT OTODDINEHS! B P23yNSTITAL MVADPTE =3 0TRSO0 3axnanke. You will then be able 1 select which of !ese 1ows %0 continue n

MpoEeprevme nonR HocTyns=ie nonR
E-mail Full Nams
Reports To ID
Wius
Crestcresk=ai(zr) (ID)

DavnnE

COXpEHHTE cxauy wmnopra sax: > |

<Ham

5. MNpocMoTp pe3ynsTaToB MMMNopTa

MNepen BaMu pe3ynbTaTbl UMMNOPTA C OTYETOM O CO3[AHHbIX 3aMUCAxX U oLmbKax.

Lar 5: MpocMoTp pesynkTarta UMnopra

PesynbTathl MMnopTa

1 CTpOKH HE UMNOPTHP H3-3a it ownbKm

CTuesiTe PYunopT MoeTopKTE WMNOPT Cruexa

scroll o scroll rignt

Nobaenenntie zanuck  OyOnucatel Oumben
YaeHuku
LeicTENR
1o KnyOuan rapra LomeHocTs Oprannsama E-mail Ten. {ps0.) (5;;’)“ OTBSTCTESHHLH (3R}
’| Bacunuit Weawoe IS - dog @mail.ru ] Maprr Motexyka
&) Naeen Merpoe | = cat@ mail.ru 0 Mapna MoTexysa
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MepeiaunTe Bo BKnaaky OLIMOKK, 4To6bl yBUMAETb, MOYEMY HEKOTOPbIE 3aNUCK He

NepeHecnCh.

Bo Bknaake OLLUMOKM BbI Takoke MoxeTe 3arpysvTb CrIMCOK OWMBOK MK 3arpy3nTb CTPOKK,

KOTOpblE HE 6bin MMIMOPTUPOBAHbI, Ha>XaB Ha COOTBETCTBYIOLLUNE CCbIJTKWN.

War 5: MpocMoTp pe3ynbTaTta MMNopTa

PesynbTartkl UMnopTa

2 3anucen Co3aaHo
1 CTPOKM HE UMMOPTUPOBAHBI M3-33 BO3HMKLLEN OLLIMOKM

OTMEHUTE UMNopT MoBTOPUTE UMNOPT OTmeHa

scroll left scroll right
JobaeneHHele 3anucn  [ybnukaTy

3pech npegcTaBneHbl CTPokK, koTopbie HE BbITVTHMNOPTHPOBaHLI B CHCTEMY H3-33 BOSHUKLINX OWHGOK. [NA 0CYWECTENEHUA NOBTOPHOrO HMNOPTA Bbl MOXETE 3arpy3uTb (ain co CIHCKOM
BHECTH B HETD HEOOXOANMbIE H3MEHEHMUS I HAXAETb Ha KHOMKyY MOBTOPUTL UMNOPT.

3arpysutb cnucok ownbok
3arpysuTh CTDOKM, KOTODbLIE HE GbiNK HMNODTUDOEAHbI

(1-1un31)
Crpoka 3aronoeka He obHapyxeHa

Ownbka: HeeepHbii E-mail
Ha3eanue nons E-mail: (email1) e-mail
3nayenune e-mail

(1-1mn31)

MMMopT y4eHMKOB 3aBepLLUEH.

]
KoHTakTbl. MUMnopT yueHmkoB u3 Excel B Tallanto Prof 9



