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1 ONMNCAHUE NMPOIrPAMMbDI
1.1 HasHa4yeHune

ey

&

npegHa3HadyeHa Anda BeaeHusa ©a3 gaHHbIX Mo Pa3finvyHbIM XapaKTEPUCTUKaAM BO,D,OFIOTpe6J'IeHVIﬂ n

Mporpamma 2TMN-BOOXO3 (npeanpuaTue/pernoH) paspabortaHa B oupme “UHTEFPAIT" n

BOAOOTBEAEHNS NPeanpusaTUin-sogononib3oBaTenen.

lMporpamma no3BonsieT B aBTOMATMYECKOM pexume nonyvatb M obpabatbiBaTb WHOpMaLUIO
nonb3oBaTenen, nepefaHHyo Yepes cneumanbHo paspaboTaHHble KOMMYTaLMOHHbIE doaiinbl.

Ha ocHoBe BBefeHHbIX Nonb3oBaTenem AaHHbIX CO34aloTCA BbIXOAHbIE (POPMbl rOCYAapCTBEHHOM
cratucTnyeckon otyetHoctm Ne2-Tr1(Boaxo3), yTBep)KOEeHHbIE NocTaHoBeHneM FockomcTaTta Poccunm ot
13.11.2000r. Nel10.

O6paboTka BBeAEHHbIX AaHHbIX TaKkKe BKMYaeT B cebs hopmupoBaHme cpaBHUTENbHbIX Tabnuy, no
BoAonoTpebneHno 1 BOAoOTBEeAEHUIO 3a BbIbpaHHble OTYETHLIE roga.

Mogynb akcnopTa AaHHbIX NO3BOMSIET BEIBOAUTL MNt0ObIE rpynmnbl AAHHbLIX B pasnmyHbIX hopMaTtax BoO
BHewwHue dannbl (MS Word, Excel, anektpoHHble Tabnuusl DBASE n PARADOX, TekcToBble ainbl ¢
3aJaHHbIM nornb3oBaTteneM hopMaTUpPOBaHNEM).

lMporpamma oOcCHalleHa KOHTEKCTHO-3aBMCUMOW CMPaBOYHOM CUCTEMOWN, [OCTYMHOM M3 nboro

OnanoroBoro okHa nporpamMmmbl.

1.2 Nonb3oBaTenbLCKUN NHTepdenc

B3anmogeincteme nonb3oBaTtens ¢ NporpamMmoli OCYLLECTBISIETCS Yepe3 CTaHOapTHblE 3MIEMEHTbI
ynpasneHua WINDOWS: gunanoroBble OKHA, OKOHHble M BCMSblBAKOLNE MEHIO, KOHTPOSIbHbIE KHOMKW,
KnaBuvwm GbICTPOro goctyna, Cnucku ans soibopa.

D,aHHbIe npeacTaBndarTCA Ha 3KpaHe B BUAE SJTEKTPOHHbIX T86]'II/ILI, 6as AaHHbIX 1 B BUAE CMUCKOB
Windows.

MaBHOE OKHO Nporpammbl PacrnoNOXeHO B LIEHTPanbHON YacTu 3KpaHa U NO3BONSET OCYLLECTBMATb
O[HOBPEMEHHbIN JOCTYM K pa3fnuyHbIM pabo4ymMmM OKHaM nporpammbl U PYHKLMAM CUCTEMBI.

Bcninbigaroujue MeHK [OCTYNHbI Ans O0nbWMHCTBA TAabNNYHbIX AHHBLIX M NOSBASAOTCA NPU HaXatun
NMpaBoOW KHOMKM MbILLM Ha Tpebyemoi cTpoke Tabnuubl.

BonbLWMHCTBO NYHKTOB MEHIO UMEIOT Krnaguwu 6bicmpoz2o docmyria, KoTopble NpeacTaBneHbl cnpaBa
OT Ha3BaHMS MYHKTa MEHIO.

Ons nonyyeHuss MHMoOpMaunu O Ha3HaAYEHUU KOHMPOJIbHbIX KHOMOK HeobxoAumo 3agepxaTb Ha
HECKONbKO CeKyHO KypCcop MbIwKW Hag TpebyeMon KHomkow. [losBnseTcs CTpoka NOoACKasKu XenTtoro
LBeTa C MHopmMaLmen 0 Ha3HaYEHMN JAHHOWN KHOMKM.

dopmbl MPOCMOTPA U pedakTUpoBaHMs Ons ygobcTBa MpeacTaBreHusl AaHHbIX MOMYT copepKaTb
Heckonbko cTpaHul. lNepexon mexgy CTpaHuuamy OCYLLECTBMAAETCH LUEMYKOM KIaBMLLIM MbIWKU Ha
Ha3BaHMU TPebyeMOon CTpaHULbl MK C MOMOLLBIO Knasuwin <Tab>.

Ona kaxpgoro paboyero okHa nporpaMmbl CYLIECTBYET MNoApoOHOEe onucaHue paboTbl C HUM,

Bbl3blBaeMoe npn Haxxath Ha COOTBETCTBYIOLLYHO KHOMKY Bbl30Ba CrpaBKU.

1.3 Tabnuubl ¢ AaHHbLIMU
B GonblmHCTBE cnyvaeB AaHHblE MpoOrpaMMbl NPEACTaBfieHbl HA 3KpaHe B BWOE SMEKTPOHHbIX

Tabnuu,
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Ansa nepemeweHuss no mabnuye WCNOoMNb3yKTCA MOMOChl FOPU3OHTANbHOMO U BEPTUKANBHOMO
CKpOMMuHra, a Takke KHOMKKU “HaBuratopa 6as gaHHbIX’, pacnofioXeHHoro Hag Tabnuuen. MHdopmaumio
0 Ha3Ha4yeHMM KnaBuW “HaBuratopa” MOXHO MOMNyYUTb, 3aO4EPXKaB HaL HUMM HA HECKONbKO CEKyHA
KYpCOpP MbILLN.

Lna usmeHeHus: wupuHbl cmonbyos mabniuysl HEOBX0ANMO NOMECTUTb KYPCOpP MbILLM HA 3arofioBOK
Tabnuubl B MecTo pasgeneHus ctonbuos. lNMpu M3MEHeHUM BuAa Kypcopa HaxaTb Ha JNEBYK KHOMKY
MbILLKN U NEPEMECTUTL rpaHMLy cTonbua Ha HeobXoAMMOoe pacCTosHME.

Ansa usmeHeHus nopsdka pacronoxeHus cmosbyoe mabnuysl Heobxogumo LUENKHYTb FEeBON
KHOMKOWM MbllM Ha 3aronoBke Tpebyemoro cronbua Tabnuubl ¥ He OTMycKas KnaBuwy nepeMelatb
MblLb B HY)KHOM HanpaBneHuu.

PedakmuposaHue, dobasrneHue u ydaneHue 3anuceli (cmpoK) mabruykl OCYLWECTBASETCS Unn Yyepes
OKOHHOE MEHI0 MporpaMMbl, UNM C MOMOLLbIO “HaBuratopa”, WM Yepes3 BCNMbIBAKOLWEE MEHIO,
BbI3bIBAEMOE NPU HaXKaTuu NPaBoO KHOMKW MbILIN Ha Tpebyemoi CTpoke TabnuLbl.

KonunuecTtBo 3anuceit Tabnuubl otobpaxkaeTcsi Ha MHPOPMALMOHHON NaHEnuW, pacnorioXKEHHOW Mof
Tabnuuein.

B HekoTOpbIX cnyyasax ansa tabnuu, cogepXalwmx CnpaBOYHYH MHGOpMauUUIo, He paspeluaeTcs
U3MEHATb cogepxumoe cTtonbua “Kom”, Tak Kak 9T OENCTBUSE MOFYT HapywWTb LIENOCTHOCTb
MEXTabNMMNYHBIX CChINOK.

JTiobble cTonbupbl Tabnuubl MOXHO 3anucaTb B pasnUYHOM opmate BO BHewHue danneol.
MoppepxuBaroTca cnegyrolme BbixogHble hopmaTthbl:

e TekcToBoW npoueccop Microsoft Word (Office 97 u Bbiwwe);

e 3nekTpoHHble Tabnuupbl Microsoft Excel (Office 97 u Bbiwwe);

e mekcmosoli hopmam ¢ hopmamuposaHuem cmosibyos;

e mekcmosol ¢opmam ¢ pasdenumenamu cmosibyoe (ucnonb3yetcs ANna  ganbHenwen
KOHBepTauum Tabnuu B gpyrue nporpammel, Hanpumep: Word, Excel, StatGraph v gp.);

e mabsiuybl 8 hopmamax siokasnbHblx 6a3 OaHHbIx Paradox (cpavnbl “.db”), DBASE u FoxPro
(cpannol “.dbf”);

1.4 PepaktupoBaHue AaHHbIX

OkHa 3aHeceHus (pedakTUpoBaHMUS) AAHHbIX MOTYT MMETb OAHY W Goree CTpaHuL U Ha KOTOpPbIX
pacnonoxeHbl rpynnbl Nosfield BBoga AaHHbIX C COOTBETCTBYHLUMMWU KOMMeHTapusmu. lNMepemelyeHus
MeXay NonsiMy BBoAA OCYLLECTBSETCHA C MOMOLLbIO MbIlK Unu knasuw <Tab> n <Shift+Tab>.

Beod daHHbIXx nosib308amersieM 803MOXeEH Yepe3 credyroujue 3yieMeHmbl YrpaesIeHUs .

[1 mekcmoskie nosisi eoda - NOMb30BaTENEM BBOAATCA COOTBETCTBYIOLLME CUMBOSIbHBIE 3HAYEHUS
C knaBumatypbl (ecnu none BBOAA COAEPXUT HEKOPPEKTHOE 3HayeHue, TO BblgaeTcs
COOTBETCTBYIOLLEE COOOLLEHNE, HEKOTOPbIE NONSA MOTYT BbITb MNYCThIMU);
crniucku 0 eblbopa - 3HA4YeHMe 3aHocUTCA K3  CcOPMMPOBAHHOIO CnMcka BbIOOPOM
COOTBETCTBYIOLLEro MyHKTa (B HEKOTOPbIX ClMCKax knasuvwen <Enter> unum OBONHbBIM LLEMYKOM
KnaBuLLen MbllK, @ B ApYrMX C MOMOLLbIO cneunansHOW KHOMKK);

cmamudyeckue nosisi egoda - (He NMET (bOKyC BBOAA, KypCOp MbIWX Hag HUMU NpUHUMaET

CbOpMy @) - [OBOWHbLIM LLENYKOM KrMaBULLM MbIUN Bbi3blBAETCSA COOTBETCTBYHOLLAA KOHTPOJIbHAA
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Tabnuua u3 KOTOPOW OCYLLUECTBNSIETCS BbIOOp Tpebyemoro 3HauyeHus AaHHbIX. 3HaveHue n3 Tabnumubl
BblOMpaeTcs knaBuwen <Enter> nnu ABOMHbLIM LLENYKOM KIaBULLIEN MbILLN,

B npasoli yacmu okHa pedakmupogaHusi OaHHbIX Haxo0UMCs 8epPMUKanbHO PAacroNOXEHHbIU pPsio
KOHMPOIIbHbIX KHOMOK, UMEWUX criedyrouiee Ha3HaqyeHue:

<PepakTt.> - BKIMKYEHME peXMMa pedakTUpoBaHUS AaHHbIX. [Mons penakTMpoBaHWS CTaHOBATCSH
fenoro LBeTa W CTAHOBATCS [OOCTYNHbIMKU KHOMKWM: <CoxpaHuTb> M <OTMEHWUTL>, MO3BONSOLME
COXpPaHUTb UMK He coxpaHaTb B 6a3e AaHHbIX MPOrpaMMbl CAENAHHbIE U3MEHEHMS.

<CoXpaHuTb> - KHOMKa COXPaHEHWs W3MEHEHMI, [OCTyNHa TMpu BKAOYEHHOM  peXume
pedakTupoBaHus gaHHbiX. [pu HaxkaTum Ha Heé coenaHHble M3MEHEHUS 3anuCbIBalOTCA B 6a3y AaHHbIX.
Pexxum pegaktnpoBaHusa gaHHbIX OTKNOYaeTcs (Nons pefakTupoBaHUs CTaHOBATCSA CEPOro LBETA).

<OTMEeHUTb> - KHOMKa OTKasa oT COXpaHeHuA VI3MeHeHI/II7I, OOCTynHa npwun BKIMKOYEHHOM peXxunme
pefakTMpoBaHus OaHHbIX. [lpy HaxaTum Ha Heé caenaHHble W3MEHEHUSI WTHOPUPYHTCA W MOns
pefakTUpOBaHMS  MPUHUMAOT  NepBOHAYarbHbIE  3HAYEHWUS, PEXUM  PEeLaAKTMPOBAHUS  AaHHbIX

OTKITHO4HaeTCA (I'IOJ'IFI penakTnpoBaHnAa CTaHOBATCA Ceporo Ll,BeTa).

2 BA3bl JAHHbLIX
2.1 NIPEOANPUATUA - BOOOMNOJIb30OBATENU
2.1.1 NpepctaBneHmne faHHbIX

OkpaHHasa dopma _«basbl daHHbIX» ABRSETCS OCHOBHOW pabodvert (hopmMoi nporpammbl U COCTOUT

Heckonbkux cTpanuu: «[peanpuatusa» un «Otyetbl 2TM-BOOXOS3». [NepeknioyeHne mexagy HuMU
OCYLLECTBMSAETCS LWENYKOM KMaBuLIM MbILUW Ha 3arofioBKe CTpaHUUbl UM (PYHKUMOHANbHOW KnaBuLLen
F2.

CtpaHuua «[Mpeanpuatusa».

Ha cTtpaHuue «[pegonpuatua» npegctaBneHa tabnuua Co CNUCKOM, 3aHECEHHbIX B 6a3y AaHHbIX,
npeanpuaTuii.

MpeanpuaTua moryT 6bITe NpeacTaBneHbl Ha 3KpaHe B BUAE SNEKTPOHHOM Tabnuubl MM cnuckamu B
ctune WINDOWS. WHdopmaumsa o BblIOpaHHOM MNyHKTE OTOOpaaeTcs B HWXKHEN YacTu 3KpaHa
nporpaMmei.

BbibpaTb BuO npeacTaBneHUss OaHHbIX MOXHO C MOMOLLbI0 COOTBETCTBYIOLLErO MyHKTA MEHI0
<Mpepnpuatua/Buao>.

[obGaBneHne, yoaneHve n pegakTmpoBaHme AaHHbIX OCYLLECTBNSETCH nonb3oBaTtenem npu Bolbope
nyHKTa MeHio < Mpegnpusatue >.

Mpu BbiGOpe nyHkTa MeHo < MpeanpuaTtua/loMck n copTUpoBKa> NOABMSETCA OKHO, B KOTOPOM
nonb3oBaTenb MOXeT 3afaTb KOA4 UM HauMeHoBaHWe obbekTa M OCYLLEeCTBUTb NOUCK B 6a3e AaHHbIX.
[aHHble COOTBETCTBEHHO DyAYT OTCOPTUPOBAHbLI MO KOA4Y MITN MO HA3BaHMIO.

Takke wMeeTcsa BO3MOXHOCTb BblOpaTb rpynny 3anucel, COOTBETCTBYIOLLYK 3adaHHOMY
nonb3oBatenem kputeputo. [ns 3T0ro HyXHO BbiOpaTb NyHKT MeHo <[MpepnpuaTua/YcrtaHoOBKa
¢unbTPOB> 1 3a4aTb 3Ha4YeHne punbTpa.

MimeeTcsa BO3MOXHOCTb NOMb30BaTeNsi CTaBUTb COOCTBEHHbIE OTMETKM Y OTAENbHbIX 0O6BbEKTOB. OTH

OTMETKN TaKXXe MOoryT ObITb Y4TEeHbI NPpU OCYyLWECTBIIEHUN Pa3JSINYHbIX BbI60pOK rpynn gaHHbIX.
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Mpn BbIbOpe nyHKkTa MeHio <CepBuUc/CoXpaHUTb HACTPOMKM 3KpaHa> WHdopmauusi o Buae
NpeacTaBneHus AaHHbIX W YCTAHOBMEHHbIX (PMnbTpax 3anoMUHAETCA AnAs BOCCTAHOBMEHUS Mpu
cnegytowem ceaHce paboTbl C NporpaMmon.

C nomoubio NyHKTa MeHio <®Pann> BbIGpaHHyt0 rpynny 3anucein Tabnuubl MOXHO 3anucaTb BO
BHeELLHWe (halnbl B pa3nuyHbIX dhopmaTtax.

Ypanute BCIO MHGOPMaUWIO O NPeanpuUATMSX U CBSA3AHHBIX C HUMW OaHHbIX MOXHO W3 MEHIO
<MpeanpuaTna/O4YncTUTbL TabNuLy>.

Ona 3aHeceHua paHHbix  dopmbl 2TM-BOOXO3 pansi BbiOpaHHOro npeanpusatvs  cHadvana
HeobXx04MMO BBECTU MHOPMaLMI0 06 OTYETHbIX rogax, AaHHbIX KOTOpbIX ByayT xpaHuTtcsa B BA.

[ob6aBneHne n yganenue roga otyeTa (M CBA3aHHbIX C HUM AaHHbIX) AN BbIOpaHHOro NpegnpuaTms
OCYLLIECTBMSIETCS C MOMOLbIO NyHKTa MeHo <OTyeTHble roga>. Ecnu B B[] nmeetca nHdopmauua ob
OTYETHbIX rofax, TO OHM oTobBpakalTCA B NPaBOW YacTu 3KpaHa nporpammbl. BeibpaB Tpebyemblin roga,
MOXHO NPOCMOTPETb U BBECTU AaHHble ANs Hero Ha cTpaHuue «OTt4eThl 2TM-BOOXO3x».

CrpaHuua «Otyetbl 2TIMN-BOAXO3».

Crtpannua «OtyeTbl 2TM-BOOXO3» ctraHOBUTCA BMAMMOM B TOM cCryyae, ecnv Ansi BblOpaHHOro

npeanpusTua B 6ase AaHHbIX NporpamMmbl UMEETCS Kakasi-nnbo MHpopMaLms No OTYETHBLIM rogam.
Ha paHHOWM cTpaHuue npeacTtaBneHa uHgopmauua tadbnuy dopmel 2TMN-BOOXOS3 ansa BeiGpaHHOro
npeanpuaTus 3a 3afaHHbIN rog.

CTpaHuua cocTouT UX Tpex 3aknagok, CooTBeTCTBYOWNX Tabnuuam dopmel 2TTM-BOOXO3.

2.1.2 PepaktupoBaHue uHdopmMaLmm o npeanpuaTmm
MHdopmaums o npeanpuatum pasbuta Ha COOTBETCTBYOLME rpynnbl.
(91 OcHoBHag MHGopMaLms

Ha paHHOIN cTpaHuue 3aHocuTcs obLas uHdopmauus o npegnpusaTin.

OnucaHue nonen JaHHbIX:

<Ko0 npednpusmusi> - BBOAUTCA YHUKamNbHbIA KOA4 NpeanpusiTvs, NO3BONASIOWNIA MOEHTUMULNPOBATL
ero B Bl. (Ona nonb3oBatenei nporpammbl 2TM-BOOXO3 «npeanpuatme»ato MoOXeT ObiTb ntoboe
YHUKaNbHOE YMCNOBOE 3Ha4YeHUe). 3anonHsemcsi o6si3amersibHO.

<HaumeHogaHue npednpusmusi> - BBOAUTCA HaUMEHOBaHME MpeanpuaTusa, koTopoe 6Gyaet
oTobpaxaTbecs npu paboTte ¢ AaHHbIMU. 3anoslHsemcs 06si3amesibHO.

<Adpec> - dmsnyeckun agpec npegnpuatua (Ucnonbsyetca B Bepcum nporpamme 2TM-BOOXO3
«PEervoH»).

Cnepywouime, pacnonoXeHHble Ha OaHHOW CTpaHuue Mons BBOAA, COOTBETCTBYHT OAHOWMEHHbLIM
AaHHbIM dopmbl 2TM-BOOXOS3 1 noactaensaoTes B WaGAOH npyn hopmMmMpoBaHMmM oTyeTa.

(b3 2TIM BOAXO3

Ha paHHOM cCTpaHuue 3aHOCATCA KOAbl Npeanpusatus, ucnonb3yemble Ans  OpMUpPOBaHUSA
nHpopmaumoHHon Tabnuubl popmel 2TM-BOAXOS.

(4 JononHuTenbHo

BHocuTtca nobas npoun3BosibHad TEKCToBadA I/IHq.)OpMaLI.I/Iﬂ No XXenaHuo NoJib3oBaTenAa.
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2.1.3 NMouck u copTupoBKa
OkHO noucka nogensieTca npu Bblbope nyHkTa MeHwo <[Mpepnpusatus / NMouck un copTUpOBKA

Tabnuubl>. [lonb3oBatenb MoxeT BBecTM nnbo kog oObekTa, nMbo ero HasBaHwe B none

penakTupoBsaHua, a 3ateM OCyLeCTBUTb NMOUCK, HaXaB Ha KHOFIKyI}i cnpaBa OT nona pegaktupoBaHuA.
I'Ipm OCyLleCTBIIEHUM NOUCKa MNpPOUCXoaUT COPTUPOBKA AdaHHbIX COOTBETCTBEHHO MO Ko4y win no

Ha3BaHWUIO U B ©6a3e JaHHbIX UlleTcst Hanbornee 6Gnm3koe (K 3ajaHHOMY I'IOJ'Ib3OBaTeﬂeM) 3Ha4YeHune.

ﬂpm HaXXaTun Ha KHOMKY X AaHHble 6y,CI,yT OTO6pa)KaTbCFI be3 COPTUPOBKKU 3HAYEHUN.

[lns Toro 4To6bI 3aKPLITb OKHO NOMCKa, HEOOXOAUMO €eLLe pa3 BbibpaTb TOT XKe MYHKT MEHHO.

2.1.4 Bbibopka (punbTpauma) gaHHbIX

Monb3oBatene MOXeT caenaTtb BbIGOPKY M3 Tabnuubl 6asbl AaHHbIX HA OCHOBE CO34aHHOr0 UM
dunbTtpa (ycrnosus Bblbopa). OuUNbTP 3anuCbiBAaeTCA B COOTBETCTBYKOLLEE Mofne B BuAE TEKCTOBON
ctpokn. Hanpumep: <Kod = 11324> wnun <HaumeHoeaHue = ‘Kupoe’>. HeobxooumMo MOMHWUTb, 4TO
CUMBOJSIbHbIE MOMNSA AOMKHbI OblTb B obpamneHun 3Haka <’>. [Ina yaobcTBa nonb3oBaTens JOCTYMHbIE
nona Tekywewh Tabnuubl [aHHbIX WM BO3MOXHbIE oOnepauuM C AdaHHbiMM  COPMUPOBAHbLI B
COOTBETCTBYKOLWMNE CMUCKW. [IBOVHbIM LLUENYKOM KMaBuLIM MbllUW  BblAENEHHass CTpoKa crnucka
nomellaeTcss B CTPOKy bunbTpa. 3HaKM onepauuini MMeT cnegylowme 3HayeHusa: < - MeHblle, > -
fonblue, <= - MeHbLUE UNKn paBHoO, >= - 6OMbLUE UK paBHO, <> - He paBHo, AND - u, OR - unu.

[ns ocywecTBneHusa noucka crnegyet HaxaTb Ha kHomky <MpumeHuTb>. KHonka <OuuMcTUTBL>
oynwaet ctpoky dunbtpa. MNpu  HaxaTum Ha kHonky <MpuUMeHuTb>, Npu MNycTon CTpoke unbTpa,
OTMeHsieTCs NpeablayLwmnin (unbTP U CTAHOBSATCA AOCTYMHbLIMU BCE 3anncu Tabnuubl.

Ecnn B Tabnuue AaHHbIX MPUCYTCTBYET MONe OTMETKU OaHHbIX, TO ANA YCTaHOBKM (hunbTpa no

OAHHOMY KpUTEpUIO HeobxoaMMo 3anucaTb ycrnosue <Omm. = 1>,

2.1.5 YcTaHOBKA OTMETOK Nnonb3oBaTens

VHomBuayanbHble OTMETKM CTPOK AaHHbIX CMyXaT KpuTepuem oOTOopa rpynnbl 3anvMcen (CTPOK)
Tabnuubl 6a3bl AaHHLIX, KOTOPbIA HAa3HA4YaeTCcs Nofib30BaTENEM.

VHanBmayanbHas OTMETKa ANsi KaXAOW CTPOKM Tabnuupbl yCTaHaBNMBAETCS WKW OTMEHSIETCA Npu

HaXkaTuW KNaBuULIK KaBnaTypbl INS UMM COOTBETCTBYIOLLETO NyHKTA MEHIO, B pe3ynbTaTe Yero B NepBom

cronbue Tabnuupbl nosiBngeTcs (NponagaeT) oTMeTka ”'JE |
[na oTMeTku Bcel rpynnbl TOYEK MNpUMeEHsieTcs KoMbuHaums knaeBuw - Shift+ins, gna cHATUS
OTMETOK C rpynnbl Todek - Shift+Del. OTmeTka Bcell BbIOpaHHOW rpynnbl MOXET MPUMEHATBLCS Mocne

OCYLLECTBNEHUS BbIOOPKU AAHHBIX HA OCHOBaHWM KaKOro-nnbo CroXHOro unbTpa.
2.2 OTYETbI 2TN BOAXO3

2.2.1 OTyeTHBbIN OO

[obaenexve 1 yganeHue roga otdeta (M CBA3aHHBIX C HUM AaHHbIX) ANs BbIOpaHHOro npegnpuaTus
OCYLLECTBMSAETCHA C MOMOLLBIO MyHKTa MeHI0 <OTYyeTHbIe roga>.

B none pegaktnpoBaHus BBOAMTCS rOf, a B TEKCTOBOE MOSie — NPOM3BOSibHasA MHopMaLus, KoTopas

MOXeT ObITb JoOaBneHa no3aHee.
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Cnuncok, 3aHeceHHbIX B 6a3dy AaHHbLIX rodoB OTYeTa Ans BblIOpaHHOro npeanpusitusl, otobpaxkaetcs B
npaBou Yactu paboyero okHa Nnporpammei.

Bbibop Tpebyemoro roga ocyLLeCTBSeTCS C NOMOLLBIO KnaBuwwm Mblwu. [ocne Beibopa roga MOXHO
nepentn Ha ctpaHuudy «Ot4yetbl 2TM-BOOXO3», Ha koTopoi npoucxoauT paboTta C AaHHbIMKU 3@

BbIOpaHHbLIN rof,.

2.2.2 BOOOMNOTPEBJNEHUE

2.2.2.1 ®opma npocmoTpa

B ueHTpanbHOM 4acTu 3KpaHa pacnornoxeHa Tabnuua B[ nporpammbl, MOnsi OaHHbIX KOTOPOW
MOMTHOCTBK COOTBETCTBYIOT rpadam Tabnuubl 1 n3 popmel 2TM-BOOXOS.

YnpaBneHve Tabnuuei OCyLLECTBASIETCS C MOMOLLbIO psiAa KOHTPOMbHBIX KHOMOK, PacnonoXeHHbIX

Hag Tabnuuen JaHHbIX:

. - pedakTupoBaHue CTPoKU Tabnuubl. MosBNAeTcs AManoroBoe OKHO ANl BHECEHUS UBMEHEHUN B
Mons AaHHbIX TEKyLLen 3anvucu (CTpoku Tabnuupl).

=l
+: - nobaBuTb CTpPOKy Tabnuubl. [logBnseTca ananoroBoe OKHO Ans AoGaBneHus 3anucu (CTPoKu

Tabnuupl)

=
=i - yoanuTb CTPOKY Tabnuubl;
B yaanuTb Bce CTPOKM Tabnuubi;

5 - konupoBaTb B Tabnuuy ganHbie BOOOIMOTPEBJIEHWUA 3a gpyron roa. MNpun HaxkaTuy Ha KHOMKY
NOSIBUTCA CMNCOK AOCTYMHbIX rOA0B OTYeTa AN AaHHOro npeanpusatus. Boibpas Tpebyemblii rog, MOXHO
CKOMUPOBATb 3aHECEHHbIE Arsi HEro AaHHble B TEKYLLY Tabnuuy 1 3aTem oCyLecTBUTb HEOOXOAMMYHO
KOPPEKTUPOBKY AaHHbIX.

3anucatb Tabnuuy B pasnunyHble hanrbl MOXHO C NOMOLLbI0 MeHio <®aun/3anucaTtb B hann>.

2.2.2.2 ®opma pegakTupoBaHus
Wudopmaumsa ctpokn Tabnuubl JaHHbIX 0 BOAONoTpebrneHmn pa3duta He HECKOMNBbKO CTpaHul,.

BBoa AaHHbIX OcyLLecTBNAEeTCA NpAMbIM pelakTupoBaH1eM nonei seoga. Ecnu cnpasa oT nons

BBOAA HAXoOUTCA KHOMKa @, TO MO>XHO BBECTU 3HA4YeHune B nongd sBoaa U3 CBSi3aHHOM CI'IpGBO‘-IHOVI
Tabnuubl.

(11 NcTouHmK BogocHabkeHus

Ha gaHHoW cTpaHuue BBOAUTCS OCHOBHas MHpopmauust 06 CToYHKKe BogonoTpebnexHms u
KaTeropum ka4ecTBa NPUHSTON BOAbI.

Bce nonsa gaHHoW CTpaHuMUbl 3anOfHSTCS 06a3aTensHo.

(12 3abpaHo Boabl

Ha 9aToW cTpaHuue 3aHOCATCA [OaHHble COOTBeTCTBYloWero pasgena Tabnuubll dopmbl 2TTM1-
BOOXO3. O6sa3atenbHO 3anonHsaeTcs none «3abpaHo uim nonyyYyeHo BCero 3a roa».

(13 Micnonb3oBaHO BOAbI

Ha aToW cTpaHuue 3aHOCATCA [AaHHble COOTBETCTBYlOWEro pasgena Tabnuupll dopmbel 2TM1-
BOLOXO3. lNonsa BBOga 3anofHATCA NPU HANMYMN OAHHbIX.

(04 MNepepaHo BOAbI
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Ha 31Ol cTpaHunue 3aHocATCA OaHHble COOTBETCTBYKLWEro pasgena Tabnuubll dopmbl 2TT1-
BOOXO3. lNonsa BBoga 3anonHATCA NPU HaNM4YnMn OAHHbIX.

(95 [JononHUTENbHO

Ha cTaHuue BBOOUTCS fONONHMTENbHAst TekcToBas (NosicHUTENbHas) MHdopMaLms, OTHocsILasica K

OaHHOMY UCTOYHUKY BOAOCHabXeHMS.

2.2.3 BOOOOTBEAEHUE

2.2.3.1 ®opma npocmoTpa

B ueHTpanbHOW 4acTu aKkpaHa pacnonoxeHa Tabnuua B[ nporpammbl, nons AaHHbIX KOTOPOW
MOMTHOCTBK COOTBETCTBYIOT rpadam Tabnuubl 2 n3 opmel 2TM-BOOXOS.

YnpaBneHvne Tabnuvuei ocylecTBNSETCS C NOMOLLbIO psiaa KOHTPOSbHbBIX KHOMOK, PacnofioXeHHbIX

Hag Tabnuuen JaHHbIX:

. - pedakTupoBaHue CTPoKU Tabnuubl. MosBNAeTcs AManoroBoe OKHO ANl BHECEHUS UBMEHEHUN B
Mons AaHHbIX TEKyLLen 3anvucu (CTpoku Tabnuupl).

=l
+: - nobaBuTb CTpPOKy Tabnuubl. [logBnseTca ananoroBoe OKHO Ans AoGaBneHus 3anucu (CTPoKu

Tabnuupl)

- -
={ - ynanuTb CTPOKY Tabnuubl U CBA3aHHbIE C HEN AaHHbIe (3arps3HAIoLLME BELLECTBA);
. yOoanuTb BCe CTPOKY Tabnuubl U CBA3AHHYH0 C HUMK MHADOPMAaLMIO;

5 - konupoBaTtb B Tabnuuy gaHHbie BOOOOTBEAEHWA 3a gpyron roa. MNpun HaxkaTuy Ha KHOMKY
NOSIBUTCS CMMCOK OOCTYMHbIX rOA0B OTYEeTa Anst AaHHOro npeanpuaTus. Boibpae Tpebyemblit rog, MOXHO
CKOMWPOBATb 3aHECEHHbIe ANsi HEro AaHHble B TEKYLUY Tabnuuy u 3aTtemM OCyLecTBUTb Heobxoanmyio
KOPPEKTUPOBKY AaHHbIX.

3anucatb Tabnuuy B pasnunyHble hanrbl MOXHO C NOMOLLbI0 MeHio <®aun/3anucaTtb B hann>.

2.2.3.2 ®opma pegakTupoBaHus
Wudopmaumsa ctpoku Tabnuubl JaHHBIX O BOAOOTBEAEHMM pa3buTa HE HECKOSbKO CTpaHuL,.

BBoaO [aHHbLIX OCylIecTBNAeTcAa MnpsAMbIM pedakTupoBaHueM nonel BBoga. Ecnu cnpaea oT nons

BBOAA HaAXoOUTCA KHOMKa @, TO MOXHO BBeCTU 3Ha4YeHue B Mnongd BBoda U3 CBSI3aHHOMN CI'IpaBOLIHOI7I
Tabnuubl.

091 MpremHuk

Ha gaHHOWM cTpaHuue BBOAWUTCA OCHOBHAasA MHdopmaums o6 npueMHuKe CTOYHbIX BOA WM KaTeropuu
KavyecTBa OTBEAEHHOW BOAbI.

Bce nonsa gaHHoW CTpaHuMUbl 3anOfHSTCS 06a3aTensHo.

(12 OTBEOEeHO CcT.BOA,

Ha 9aToW cTpaHuue 3aHOCATCA [OaHHble COOTBEeTCTBYloWero pasgena Tabnuubl2 dopmbl 2TTM1-
BOOXO3. O6sa3atenbHO 3anonHsaeTcs none «3abpaHo uim nonyyYyeHo BCero 3a roa».

(13 3arpsisHaioLwue BeLecTsa

Ha aTtoii cTpaHuue HaxoguTcs Tabnuua C AaHHbIMKW O COAEPXaHWM 3arpsasHsIoLWLMX BeLlecTB B

CTOYHbIX BOAaX BblMyckKa.

=+
[lo6aBneHne AaHHbIX B Tabnuly NPou3BOAUTCA MPU HaXaTuio Ha KHOMNKY + & MNepen nonb3oBaTenem

nosiensieTca opma ¢ Tabnuuen 3arpAsHalWwmnx BelecTB. M3 obulero cnucka nonb3oBaTtenb LOMKEH
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9
BbIGpaTh Te BeLlecTBa, KOTOPbIE MPUCYTCTBYIOT B CTOYHBLIX BOAaxX AaHHoro Beinycka. Cm. [ Beog
3arpsa3HALLNX BELLECTB.

Mocne dopMupoBaHMs CNKUCKa 3arpsi3HSIOLLUMX BELLEeCTB, HEOoOXOAMMO TNepernTu B PeEXUM

penakTtnpoBaHna U BBECTU 3HAYEHUA MaCCbl 3TUX BELLECTB. I'Iepexo,u, B peXum penaktnpoBaHudA

MPOMCXOAMT NPU HaxKaTUM Ha KHOMKY = B pexumMe peaakTMpoBaHus Tabnuua ¢ AaHHbIMU CTAHOBUTCS

6enoro uBeTa u nosiBNgeTcsa BO3MOXXHOCTb BBOAA 3HAYEHMI MacChl BELLECTB.

=
YpnaneHue BellectBa M3 Tabnuubl NPOU3BOAUTCS MPM HaXaTuu Ha kHonky =& [epen yaaneHuem

OaHHbIX nocnenyet 3anpoc Ha ypaneHue. Ona Toro, 4toObI yoanmtb BCE€ 3aHEeCEHHble B Ta6nmu,y

BelllecTBa, He06Xx04MMO BOCNONb30BaTbCSA KHOMKOM E

3aHeceHHyl MHGOPMaLMIO O COAEPXaHUWU 3arpsA3HSALINX BELECTB B CTOYHbIX BOJAAX MOXHO

3anucaTb B pasnnyHbix hopmaTtax BO BHELLHME dhainbl MPU HaXaTUKN Ha KHOMKY .
(95 [JononHUTENbHO
Ha crtaHuue BBOAUTCA AOMNOMHMTENbHAs TeKCToBas (MosiCHUTENbHasa) MHopMaLmMs, OTHOCALWAsACs K

OaHHOMY NPUEMHUKY CTOYHbIX BOL.

2.2.3.3 3arpsisHsaowme BewecTsa

B Tabnuue nonb3oBaTtenb AOMKEH BbIOpaTb Te BELLECTBA, KOTOpbIE NPUCYTCTBYIOT B CTOYHbIX BOAAX
[AaHHOro Bbinycka.

[ns Bblibopa AaHHbIX M3 Tabnuubl cnegyet oToOpasuTb BCe 3anvcy Tabnuubl, BbINOMHUMB KOMaHAY

<Bua / Bce 3anucu TabnuubI> Unu Haxxas Ha knasuwy F2.

Bbibop Tpebyembix nokasatenen OCyLLeCTBNAETCA YCTAHOBKOW OTMETKM _;EJ B CTpoke Tabnuupl
(NyHKT MeHto <Bbl60p>).

Monb3oBatenb MOXeT BblopaTb BUA COPTUPOBKM CTPOK Tabnuubl M oToBpaxeHus 3anucen ¢
NMOMOLLIbIO MYHKTa MeHo <Bupg ...>.

lMocne ycTaHOBKM OTMETOK y TpebyeMblX nokasatenein HeobXxoAuMMO BbINOMHWUTL KomaHay <Bwup /
TonbKo BbIGpaHHbIe 3aNUCKU> UNWN HaXaTb Ha knasuwy F3.
Mpwu BbIGOPE NyHKTa MeHio <KonupoBaTtb> (knasuwa F5) BbibpaHHbIe NokasaTenu kavyecTsa BoAbl

6y,£|,yT 3aHeCeHbl B Ta6n|/|u,y O3aHHbIX O CoAepKaHnn 3arpA3HALLNX BeWeCTB B CTOYHbIX BOAAX BblMyCKa.

2.2.4 OPYTUE NOKA3ATENU

2.2.4.1 ®opma npocmoTpa

B ueHTpanbHOW 4acTu 9KpaHa pacnonoxeHa Ttabnuua B[ nporpammbl, nNons AaHHbIX KOTOPOW
NOMHOCTbK COOTBETCTBYIOT rpadham Tabnuubl 3 us popmel 2TM-BOOXOS.

YnpaeneHvue Tabnuuen ocyLlecTBRSETCS C NOMOLLbI0 psAa KOHTPOSbHbBIX KHOMOK, PacnoNOXeHHbIX

Hag Tabnuuei AaHHbIX:

. - pegakTtupoBaHune CTpok Tabnuubl. MNMosBnseTca AnanoroBoe OKHO Afsi BHECEHUS U3MEHEHUN B
nonsa QaHHbIX TekyLen Tabnuupbl;
= yOoanuTb 3HaJYeHUst AaHHbIX Tabnuubl (yoanswTcs TONbKO BBEAEHHblE OaHHbIe AN KaXaown
CTPOKM);

= KonvMpoBaTtb B Tabnuuy AaHHble 3a Apyrow rod. [pu HaxaTuu Ha KHOMKY MOSIBUTCS CMMCOK

JAOCTYMHbIX FOAOB OTYeTa OJisi AAaHHOro npeanpuaTusi. BolbpaB TpeGyemblit rod, MOXHO CKOMMpOBaTb
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3aHEeCeHHbIe AJ1s Hero AaHHble B TEKYLLY Tabnuuy U 3aTem OCYLLEeCTBUTb HEOOXOAMMYIO KOPPEKTUPOBKY

OaHHbIX.

2.2.4.2 ®opma peaakTuposaHus
UHdopmaumsa gaHHeix Tabnuubl 3 popmbl 2TIM-BOAXO3 pacnonoxeHa Ha ABYyX CTpaHuLax.

BBog gaHHbIX OCyLleCTBIIdE€TCA NpAMbIM pedakTtupoBaHMEM nonen eeoga. Ecnun cnpaBa OT nojd

BBOJA HaXOAMTCHA KHOMKa Y" TO MOXHO BBECTW 3HayeHue B MOMfs BBOAA M3 CBA3AHHOW CMpaBOYHON
Tabnuubl.

Ha ctpanunue 1 [pyrne nokasatenu BBOOATCA OaHHble COOTBETCTBYHOLIErO pasgena OTYeTHOW
hopmbl, @ Ha cTpaHuue [12 [JononHUTENbHO - TeKCToBas (NosSiCHUTENbHas) MHpopMauus, oTHocsALWasCcs

LUeJfiIMKOM K AaHHOMY OTYETHOMY roay..

3 ®OPMUPOBAHME OTYETOB

3.1 ®opmupoBaHue 6naHka 2TM BOOX03

CospaHune dopmbl 2TM-BOOAXO3 3a OTYETHbIM o4 MPOMCXOOAUT Npu BbIOOpE MNyHKTa MEHH0
<Otyetbl/®opma 2TM-BOOXO3>. [locne nporpamMMHOrO aHanmsa WCXOAHbIX [aHHbIX nepea
nonb3oBaTeneM MosBMASETCA AMANoroBoe OKHO, B KOTOPOM COAEPXUTCS WHOpMauuMs O KonuyecTBe
©naHKoB O0TYeTa B KOTOpble MOXET ObITb 3anMcaHa BCa UMetoLwascs MHpopmMauust 3a OTYETHbIN rof,.

Ecnn oTuyeT copmupyeTtcs Ha HecKonbkux OnaHkax, TO B pacKpbiBalOLWEMCS CMUCKe cnenyet
nocrneaoBaTtenbHO BblOMpaTe HOMepa co3faBaeMbiX OMaHKOB, a 3aTeEM HaXXMmaTb Ha KHOMKy <OTyer>.
OTtuyeT OyneT 3anucaH B KaTaror yCTaHOBIEHHbI Monb3oBaTenemM Ans aKcnopTa AaHHbIX. M3meHuTb

KaTtanor MOXXHO NMpu HaXXaTun KHOMKU <HaCTp0ﬁKM BbiBOOa OoT4yeTa>.

3.2 CpaBHuTenbHaa Tabnuua ¢ npeabigywmMmMm rogom

Mpun dopmupoBaHuy Tabnuubl MNPOU3BOAMTCA CpaBHEHWE [aHHbIX BoAoOMNOTpebrneHus u
BOAOOTBEAEHNS NPeanpuaTUs 3a TeKyWMin 1 nNpeabiaylmii roga. Mitorosas tabnuua Bbi3biBaeTcsi Npu
BbIOOpEe nyHKTa MeHio <OT4yeTbl/CpaBHEHUe C NpeabigyLMM rogqom>.

B cTtonbuax Tabnuubl HaxoanTca 0b6obLeHHas crpynnMpoBaHHas UHOpMaLns No BCEM UCTOYHMKAM
N MpMEeMHMKaM BOZA 3a TEKyLMIA U Npeabiaylwime roga, a takke nHgpopmaums ob nsmeHeHnsx o6bLemoB
BogonoTpebneHns n BogooTBeAEHMS MO CPaBHEHMIO C NPeablayLnM roaoM.

Tabnuuy MOXHO 3KCMOPTMPOBAaTL B pasnunyHbiX hopMaTax BO BHELLHWE hanrnbl npyu BolOOpe NyHKTa
MeHio <dPann/CoxpaHuUTb Kak...>.

Mpu BbIGOpe NyHkTa MeHo <Ipaduk Excel> popmupyetca rpacuk cpeactsamu naketa MS Office.

Ecnun B Tabnuue BbigeneHa cTpoka ¢ HanmeHoBaHue rpynnel (BodonompebneHue, 800oomeedeHue
u m.0.) To rpadmK CTPOUTCS MO AaHHbIM BCEW rpynnbl.

Ecnn BblgeneHa cTpoka C [AdaHHbIMW, TO MpWM MNOCTPOEHUWM rpaduka WUCNONb3yeTCss TOJSbKO

NHopMauns, HaXoAALWAACS B AAaHHON CTpOKe Tabnuupbl.

3.3 CpaBHuTenbHasA Tabnuua 3a HECKONbKO neT
Mpn copmupoBaHumM Tabnuubl NPOWU3BOAWUTCA CPaBHEHME [aHHbIX BOAONOTPEONeHus wu
BOAOOTBEAEHNS NPeanpuaATMs 3a BoibpaHHble roga. Vitoroeast Tabnuvua Bbi3biBaeTcsi Npy Boibope NyHKTa

MeHio <OtuyeTbl/CpaBHMUTENbHbIEe Tabnuubl No rogam>. [nsd BbIMNOMHEHUS [aHHOMO OT4eTa
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HeobxoauMMo BbIOpaTb roga Ans CpaBHEHMS K3 cnucka Ans Bblbopa, yCTaHOBMB (DIaXKOK HampoTuB
Tpebyemoro roga. Tekywuii roq asTomaTnyeckm 0obaBnseTcs B CNMCOK aHanmM3npyeMblx ner.

B cTronbuax Tabnuubl HaxoanTcs ob6obLeHHas crpynnmpoBaHHas uHopmauus no BCEM UCTOYHMKAM
1 NpMeMHMKaM Bof 3a BblibpaHHbIe OTHETHbIE roja.

Tabnuuy MOXHO 3KCMOPTUPOBATL B pasnuyHbIX popmatax BO BHELUHWE hainbl Npu Boibope nyHKTa
MeHio <Pann/CoxpaHUTb Kak...>.

Mpu BeIGOPE NyHKTa MeHio <Mpadmk Excel> hopmupyeTcs rpadmk cpegcteamm naketa MS Office.

Ecnn B Tabnuue BblgeneHa cTpoka ¢ HaumeHoBaHue rpynnbl (BodornompebneHue, sodoomeedeHue
u m.d.) To rpacdmK CTPOUTCA NO AAHHLIM BCEN rpynnbl.

Ecnn BblgeneHa cTpoka C [AaHHbIMW, TO MpWM MOCTPOEHUM rpadmka MCNonb3yeTcs TONbKO

NHopmaums, HaXoAALWAACs B AaHHON CTpoKe Tabnuupbl.

4 TEPPUTOPUAIBbHBLIE OBOBLUEHUA (Bepcua «PETMOH»)

4.1 PaboTta c rpynnou npeanpusaTumn

HdaHHasa dpopma Bbi3biBaeTCS M3 rmaBHOro paboyero okHa nporpaMMbl 1 NpeaHasHaveHa ans pabotbl
cpasy C rpynnov npeanpuaTuin. ONekTpoHHas Tabnvua co CNMCKOM 3aHeceHHbix B B npeanpuaTtuin
pacnonaraetcs B LEHTpanbHOM 4acTh akpaHa. C nomMoubio NyHKTa MeH <d®amn/3anucartb> MOXHO
3KCnopTMpoBaTb B pasnuyHbIX ¢opmatax ntobble rpynnbl NpeanpusaTuii BO BHewwHue dainbl. [pu
BblbOpe nyHKTa MeHio <®ann/MMnopT AaHHbIX>, B 6a3dy AaHHbIX OyAeT umnopTuposaHa nHopmauus o
ApYyrux npeanpuaTuax U3 KOMMYTaLUMOHHbIX (hannoB.

Mepen nonyyeHmem o600LLEHHbIX OTY4ETOB criegyeT BbiOpaTb Tpebyemyro rpynny npeanpusaTum,
3agaB Heobxogumble ycnoBust unbTpauun daHHbiX. [MyHKT MeHo <Tabnuua\Bbl6op AaHHbIX>.
dopmMmumpoBaHMe OTYETHBLIX POPM MO 3aJaHHON rpynne NPeanpuaTUIn OCYLLECTBASETCA U3 NYHKTa MEHI0
<OTtyeTbI>. Criegyowas Bepcus nporpammbl, KoTopas BbligeT B Gnwkavwem Oyayuwiem bygeTr mmeTb
MOSHLIA  KOMMMEKC OT4eTHbIX dopM u byaetr 6ecnnaTtHo OBHOBMATLCA 3aperucTpUpoBaHHbLIM

nonb3oBaTesiaM.

4.2 BblGop rpynnbl npeanpuaTun

BbiGop rpynnbl NpeanpusTuii OCyLLECTBNAETCA Ha OCHOBE 3aJaBaeMblX Nofib3oBaTefieM KpuTepues
oTtbopa. Ecnu HanpoTue, Kakoro-nmbo ycrnoBus yCTaHOBMEH (praxokK, TO crnefoBaTenbHO, 3TO YCroBue
Oynet yuutbiBaTbCA NpW Bblbope 3anucen u3 tabnuy B. B HekoTOpbIX criydasx KpoMe YCTaHOBKW

dnaxka otbopa, He0BX0ANMO, TaKKe eLle N BBECTU YTOUHSIOLNE XapaKTEPUCTUKM.

4.3 ®opmupoBaHue oTyeTa

Mpn dopmmpoBaHny Tabnuubl NPOU3BOAMTCA CpaBHEHWE [OdaHHbIX BOAOMOTPEOneHuss u
BOAOOTBEAEHNS NPeanpuATus 3a BoibpaHHble roga. Vitorosas Tabnvua Bbi3biBaeTcsi Npy Beibope NyHKTa
MeHio <OTtyeTbl/CpaBHUTENbHbIE Tabnuubl nNo rogam>. [Ind BbIMNOMHEHUS [aHHOrMO OT4eTa
HeobxooumMo BblOpaTb roga Ans CpaBHEHWs M3 cnucka Ansi Bblbopa, YCTaHOBMB (hnaXkok HanpoTuB
Tpebyemoro roga. TekyLuii rog asTomaTuyeckm obaBnseTcs B CNMCOK aHanNM3npyeMblx nert.

B ctonbuax Tabnuubl HaxoguTcs 0600LeHHas crpynnupoBaHHast MHGopMaLMs No BCEM UCTOYHUKAM

n npuemMHmnkam Bo 3a BbI6paHHbIe OTYETHbIE roga.

11 2-TTI (BOJIXO3)



12

Tabnuuy MOXHO 3KCMOPTUPOBATL B pasnunyHbiX popmatax BO BHELUHWE hainbl Npu BbibOpe MyHKTa
MeHio <Pann/CoxpaHuTb Kak...>.

Mpu BbIGOpe nyHkTa meHio <lMpadmk Excel> chopmupyeTca rpadumk cpegctsamum naketa MS Office.

Ecnn B Tabnuue BblgeneHa cTpoka ¢ HaumeHoBaHue rpynnel (BodornompebneHue, sodoomeedeHue
U m.d.) To rpacmK CTPOUTCS NO AaHHLIM BCEN rpynnbl.

Ecnn BblgeneHa cTpoka C daHHbIMKW, TO MpyM MNOCTPOEHUM rpadmka WUCNOMb3yeTCsi TOJIbKO

NHopMaLMA, HaxoaALLAasACcs B JaHHON CTPOKe Tabnuubl.

4.4 UMmnopT AaHHbIX APYrUX NpeanpusaTum

Onsa mexnporpaMmHoro obmeHa gaHHbiMu Mexay nporpammamu 2 Tl BOOXOS3 (koTopble moryTt
HaxoaMTbCs Ha pasnNUyHbIX yoaneHHbIX KoMnbloTepax) unu nepegadven wux B nporpammy 2T PEMMOH
paspabotaH cBoW opmatr obmMeHa W XpaHeHMs [daHHbIX. WMMNopT  gaHHbIX B nporpamMmy U3
KOMMYTaLMOHHbIX hainnoB OCyLECTBNSAETCA npu Bbibope nyHkTa MeHio <CepBUC/UMNOPT AaHHbLIX> B
dopme paboTbl C NpeanpUATUAMN.

Ha nepBom atane cneayeTt BbibpaTtb MMs (aina, B KOTOPOM XPAHATCH SKCNOPTUMPOBAHHbIE AaHHbIX.
daiin aBToMaTU4eCKM pacno3HaeTcsa NporpaMmMon, HO OOIMKEH MMETb paclumpeHue (*.P2T).

Mocne Bbibopa havina cneayeT 3agaTh elle psg YCTaHOBOK, KOTOpble ByayT KOHTPONMpPOBaTbLCA Npwu
BBOZAE AaHHbIX B B[l nporpammel.

1. MNpoBepsATb UNK He NPOBEPATb Hanuune AaHHblx B BI. Ecnu Bbl yBepeHbl, YTO nepeaaHHbIX Bam
Ha AnckeTe AaHHbIX B Bawen B[] HeT , TO MOXHO He OCYLLEeCTBASATb AaHHYI0 NpoBepKy. BBog AaHHbIX B
cucteMmy OyaeT MpoMCXOAuTb 3HauWTenbHO ObicTpee. Ecnu Bbl comHeBaeTecb, TO Ans u3bexaHus
BO3MOXHOIO AyOnvMpoBaHusl JaHHbIX CNeayeT BKITOYUTb 3Ty MPOBEPKY.

2. Tlpyn BKNIOYEHHON nNpoOBEpKe cregyeT AaTb BO3MOXHOCTb (YCTAHOBKOM COOTBETCTBYHOLLMX
hnaxkoB) kKoppekTupoBaTb u fobasnaTe nHdopmaumio B Bl. MHaye Hukaknx nameHeHu B B[l caenaHo
He BynerT.

Mocne okoHYaHWs onepauuy UMNopTa AaHHbIX nocnenyeTt cooTeBeTCTByloLLEE coobLeHme.

5 CNPABOYHUKHA

5.1 HazHauyeHue

Tabnuubl KOHTPONbHO-CMPABOYHON WMHGOPMALMK NpefHasHayeHbl AN XpaHeHus MHdopmauuu,
HeobX0AMMON AN KOPPEKTHOW paboTbl Nporpammsl.

Bug gaHHOro okHa HacTpauBaeTCsl NOfb30BaTENEM M3 BbiMafdalowwero cnucka npyu HaxaTun npaBom
KnaBuwn Mol B obnactu Tabnuubl gaHHbiX. [lpu Bbibope nosuumu <Tabnuya> B paboyem OkHe
nporpaMmbl OoToOpaxkaeTcsi MHopMauuss O HavMMeHoBaHWWM Tabnuubl, UMeHn daina, B KOTOPOM
XpaHuTCA uHOpMauus JaHHOW Tabnuubl, Kog Tabnuubl M MHAEKCH Tabnuubl (gaHHas wHdopmauums
ABNsieTCA CNy>kebHOM 1 HE NOANEXNUT KOPPEKTUPOBKE).

HacTpolikn okHa coxpaHsitloTcs npu Bbibope no3numm <3anoMHUmMe HacmpouKu>.

Monb3oBaTenb MOXeT CaMOCTOATENbHO OOMOMHATH (U3MEHATb) 3TWM Tabmnuubl M 3anucbiBaTb WX
coepXXnumoe BO BHeLLHWe dhaiinsbl.

BBoa, pepaktMpoBaHue vy yganeHve 3HaveHui B Tabnuuax ocyLecTBhAsieTCs Npu HaxaTuu Ha
COOTBETCTBYIOLLYI KHOMKY Ha MaHenu ynpaereHusi unm BblbOpe COOTBETCTBYHOLLEro MyHKTa B MEHIO

AaHHOro pabo4ero okHa.
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lMonb3oBaTenb MOXeT OQHOBPEMEHHO paboTaTb CO BCEMU CNpaBOYHMKaAMM Ha NoOoOM atane paboTbl

C nNporpaMmmon.

5.2 PaboTa c Tabnuuamm
Ons paboTbl C¢ Tabnuuamu cnpaBOYHOW WMHGOPMALMM MCNOMb3YHTCA Creayllme KHOMKA Ha

KOHTpOJ'IbHOVI naHenu:

. - pegakTunpoBaHne CTpoku Tabnuubl. MNMosBnsaeTca gManoroBoe OKHO ANt BHECEHUS UBMEHEHUI B

nons TekyLen 3anmcu.

¥i- nobasnTb CTpoKy Tabnuupl. MNosenseTca agnanoroBoe OkHO And fobaeneHus 3anucu tTadnuubl,
B KOTOPOM 3aHOCMUTCS KOA 3anucu n JononHUTenbHble Nonsi. BBeAeHHbIM Nonb3oBaTeneM Kog He AOMmKeEH
aybrnvpoBaTb yXXe CyLlecTByLMe Koabl Tabnuupl.

Ly i yaanutb CTpoky Tabnuubl. Onepauunsa AOCTyNHA TONbKO AMS HECYLLIECTBEHHbIX A1 BbINONTHEHUS

pac4yeToB CTPOK Tabnuu AaHHbIX.

. — 3anucb AaHHbIX 13 Tabnuubl Bl BO BHELWHUE halinbl.

. HacTpolika NnapaMeTpOB TEKYLLEr0 NOMs AaHHbIX.

BHMMAHWE! TlMonb3oBaTento He pekoMeHOyeTCs W3MEHATb [AaHHble, 3aHeCEHHble B Tabnuupl
KOHTPOJbHO-CNpaBoYHoM MHpopmauun!

5.3 Tabnuua: Cnucok 3arpsi3HAIOLWMNX BelecTB

Tabnuua cooepXUT CMUCOK 3arps3HSIoLLME BELLECTB, KOTOPbIE MOMYT HaxoAUTCS B CTPOYHbLIX BOAAX
npeanpuatua. MHgopmaums m3 gaHHOM Tabnuvubl MCMONb3yeTcs NPU 3aHECEeHUM WUCXOAHBLIX AaHHbIX
Tabnuubi2.BogooteBegeHme n npu cdopmmnpoBaHunm otyeTtHoro GrnaHka cdopmbl 2TIM-BOOXO3, OkHo
penakTupoBaHus (qobaBneHns1) xapakTEPUCTUK 3arpa3HAOLLMX BELECTB COCTOUT M3 CreayloLlmx nonemn
BBOAA:

<Ko0 eseuwjecmea > - BBOAWUTCS KOA4 BeliecTBa (MCMOMb3yeTcs npu (pOpMUMPOBAHUM BbIXOLHbIX
©naHkos).

<HaumeHo8aHue> - BBOOUTCA HAMMEHOBaHWe BELLECTBA .

<Kod eduHuubl UsMepPEHUsT> - N3 PACKpbIBAIOLLErO Cnuncka BbibupaeTca eanHuLa N3MepeHns 4aHHoro
BewlecrBa (T/rog, kr/roa) .

<Kod e [C-OKOJIO> - kop paHHOro Bewectea B nporpammHom komnnekce [MAC-OKOJMOTI.
3aHocutca ana obecnedyeHns coBMecTHoM paboTbl C 4AHHOW NPOrpaMMONn.

Nonb3oBarensm CTPOro 3anpeLleHo ucnpasndTb BBeAEeHHble 3Ha4YeHUs Ko40B!

5.4 Tabnuua: EauHNLbLI n3mepeHus

Tabnuua cocTounTt M3 cnegyrowmx nonew (Ctonbuos) AaHHbIX:
<Kod ed. usmepeHus>

<CoKpalieHHoe HauMeHoB8aHue e0.U3MepeHust >

<[llonHoe HaumeHogsaHue>

<Kod ocHogHOU eduHUUbI USMEPEHUST>

<KoagppuyueHm nepecyema AaHHOU €d. U3MEPEHUs 110 OMHOWEHUIO K OCHO8HOU >
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5.5 Tabnuua: Tunbl MICTOYHUKOB U NPUEMHUKOB BOA,

Tabnuua coaepXmT CNMCKM OOBEKTOB, KOTOPbIE MOTYT ObiTb MCTOYHMKAMWU WU NPUEMHUKAMK BOA U
NCNonNb3yeTca Npu 3aHECEHUN AaHHbIX 0 BOAONOTpedneHn n BOAOOTBEAEHMMN NPEANPUATUS.

OkHo pepakTupoBaHus (oobaBneHns) 3HaYeHnin COCTOUT U3 cnegyoLux nonen Beoa:

<Kod> - yTBep>XOeHHbI Kog 06bekTa;

<HaumeHo8aHUe> - CAMBOJIbHOE HauMeHOBaHNE 00 BHEKTA;

[Nonb3oBatensam CTPOro 3anpeLleHo UCnpasrisaTe BBEAEHHbIE 3Ha4YeHns Ko4os!

5.6 Tabnuua: Kateropuu ka4yectBa Bog,

Tabnuua cooep>XMT CNUCKM KaTeropuin kadectea BoA. [aHHble U3 AaHHOM Tabnuupbl MCNOMb3yHTCA
npu 3aHeceHun nHpopmaumm 0 NPUEMHUKAX 1 UCTOYHMKAX BOA

OkHo pepakTupoBaHus (qobaBneHns) 3HaYeHnin COCTOUT U3 cneayoLux nonen Beoaa:

<Kod kamezopuu> - YACNIEHHOE 3HA4YeHMe KaTeropumn kayecTsa BOf;

<HaumeHosaHue> - abbpeBuaTypa kaTeropum kayectsa Boj (3HayeHme 3aHocuTcs B 6naHk otyeTa);

<OnucaHue> - TeKCTOBOE ONncaHue gaHHOMW KaTeropmmn Kka4ecrtsa BoAbl.

Mpy HaXXaTuKM Ha KHOMKY 5 AaHHblE TabNULbl MOXHO 3anucaTtb B TEKCTOBOW dhann.

5.7 Tabnuua: Bugbl ncnonb3oBaHus Boa

Tabnuua cogep>XUT CnMCcK1 BUAOB UCNONb30BaHNUst 3abpaHHON BOAbI.

OkHO pepakTupoBaHus (Zo0aBNeHMs) 3Ha4YEHWIN COCTOUT U3 CneayLLmX nonen BBo4a:

<Kod> - yTBepXOEeHHbIV Ko BUAa UCNoNb3oBaHUA Boabl ((3HAYeHUe 3aHOCUTCA B GriaHk oTyeTa);
<HaumeHosaHue> - CUMBOJIbHOE HaUMEHOBAHWE BMAA UCMOMb30BaHNsA BOAbI;

[Nonb3oBaTensam CTpOro 3anpeLieHo ncnpaBnAaTb BBEAEHHbIE 3HAYEHUA Kopos!

5.8 Tabnuua: Nonb3oBaTenbckue koAbl

Tabnuua "lNonb3o8amernbcKue KoObl" NpegHasHayYeHa ansi BBEAeHUS nonb3oBaTtenemM CoOCTBEHHbIX
OONOSNHUTENbHBLIX KOAOB Afs MyHKTOB HabniogeHun kavectBa BoAbl. VHpopmauusa us atoi Tabnuubl
MOXeT ucnonb3oBaTbca AN 6onee rmbkoro BbiGopa rpynn MyHKTOB HabnogeHwun (ucnonb3yetcs B
Bepcun nporpammbl 2TM-BOOXO3 (PernoH)). OkHo pepgakTupoBaHus (obaBneHusi) 3Ha4eHUn COCTOUT
13 cnegyowmx nosnen seoga:

<Ko0 nornb3.> - 3aHeceHune Koaa, YMCNOoBOe 3HayeHusi. BBegeHHbIN nonb3oBatenem Kog He OOMKeH
AybnupoBaTb yXXe CyLecTBYHOLME KOAbl Tabnuubl;

<HaumeHosaHue> - BBOANTCA HaMMEHOBaHNE rpynnbl onA NyHKTOB HabnaeHMA C AaHHLIM KOAOM.

5.9 Tabnuua: MuHuctepcrTBa

Tabnuua coaepXuT CMMCOK KOAOB MUHUCTEPCTB M opraHusauuin 6eiBwero CCCP. [JaHHble Tabnuubl
ucnonb3ytotcsa B Bepcuun nporpammbl 2TIM-BOOAXO3(Pernon).

OkHo pepakTupoBaHus (gobaBneHns) 3HaYeHUn COCTOUT U3 CnegyoLwmux nonen BeBoAa:

<Kod> - ko COOTBETCTBYIOLLEIO MUHUCTEPCTBA;

<HaumeHo8aHU€E> - HAUMEHOBaHUe MWUHUCTEPCTBA,
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5.10 Tabnuua: TeppuTopuanbHoe aerneHuve

Tabnuua "TeppumopuanbHoe OefneHUe"  COOEPXUT CBEOEHUS O TEpPpPUTOpPUAnNbHOM OeneHun
Poccuiickon ®epepaunn. NHdpopmauus ns gaHHon tabnuubl MOXeET MCNONb3oBaTbCa Npu Beibope rpymnn
NMYHKTOB HaOMwAeHu No TeppuTopuanbHOMY MpU3HaKy (Mcnonb3yeTtcsa B Bepcuu nporpammbl 2TT1-
BOOXO3 (PeruoH)). lNonb3oBaTenb MOXeT yOanuTb HEHYXHble 3anucu Tabnuubl u  [obaButb
CODCTBEHHbIE C MOOLIMKU KOgaMMU.

OkHO pepakTupoBaHus (dob6aBneHMs) 3Ha4YEHWIn COCTOUT U3 CreayLmx nonen BBo4a:

<Kod meppumopuu> - xoga TeppuTopun no koaudpukaumm Pocrugpometa. BBeaeHHbIN
nonb3oBaTeneM Kog He JoJbKeH AybnnpoBaTh yxKe CylecTByowme kogbl Tabnuupl;

<HaumeHoO8aHue> - BBOOMTCA HaMMEHOBaHWE TeppuTopuanbHOro obpas3oBaHus, Hampumep,
JleHuHepadckasa obnacme, Jluneukas obnacme, Jlumea u m.n.;

<llnowaldk, KM.k8.> - B JAHHOM norne YKa3biBaeTCA pasMep nnowann Tepputopnun B KM.KB.

5.11 Tabnuua: OTpacnu

Tabnuua coaepXXuT CNMCOK KOAOB OTpacnen HapoaHoro xo3sncTea owiBwero CCCP.
[aHHble Tabnuubl ncnonb3ytotca B Bepcun nporpammel 2TM-BOAXO3(Pernon).

OkHo pepakTMpoBaHusi (gobaBneHns) 3HaYeHUn COCTOUT U3 CnegyrLwmux nonen BBoAa:
<Kod> - kof oTpacnu;

<HaumeHo8aHUe> - HaMEeHOBaHNe oTpacnu;

6 HACTPOUKU MPOrPAMMbI

6.1 Pabouue nankm

Monb3oBaTento NpegoCTaBnsAeTCd BO3MOXHOCTb COXPaHATb HEKOTOpble HAcTpomku paboThbl
nporpaMmmbl, KOTOpble YCTaHaBnuMBalOTCA Mosfib3oBaTenieM Mo Mepe HeobxogumocTn. HacTpoiiku
oTAenbHbIX (OPM MpeacTaBfeHUs LaHHbIX COXPaHSIOTCA npu Bblibope nyHKTa MeHw <CoxpaHUTb
HacTpPOMKU> npu paboTe C KaxOoM KOHKpeTHou ¢opMon. HekoTopble XxapakTepucTUKW, KOTopble
OTHOCATCA KO BCEll nporpamme LEMWMKOM, YCTaHaBfMBAKTCA nNpu  BbIOOpPE NyHKTA MEHI0
<CepBuc/HacTponku nporpaMmmbi>.

OnanoroBoe OKHO HacTpOWkM napaMeTpoB paboTbl NporpaMMbl MMEET HECKOMNbKO CTpaHuL
(«Paboyue nanku», «bnaHk otyeta» u «lJC-OKOJIO»), ona nepeMeleHus no KoTopbiM, HE06X0ANMO
LLIENKHYTb KHOMKOWM MbILIKM HA Ha3BaHUM Tpebyemoii cTpaHuubl.

(01 CtpaHuua «Pabo4yne nanku»

Ha pgaHHOWM cTpaHuue yCTaHOBOK MporpamMmMbl Nonb3oBaTerb YKa3bliBaeT pacnonoxeHue psiga nanok
(kaTanoroB) Ha >XECTKOM JWCKE KOMMbKOTepa, KOTOpble aKTMBHO MCNONb3YHTCA BO Bpemsi paboTbl
nporpaMmei.

«[Tanka gna akcnopTta cannos» - Npu onepauusax akcnopTa ¢ainoB ((POpMUPOBAHMU OTYETOB)
nporpamma 6ygeT (Mo yMOon4aHuIo) 3anucbiBaTh BbIXOAHbIE (haifibl B AaHHYIO Narnky.

«[anka ang vmnopTta ¢annos» - Npu onepauusax umnopta ¢annoe nporpamma Oyget uckatb
BXOAHble (hbainbl B AAHHON Nanke.

[ns Bbibopa nanok HeOOXOAMMO BOCMOJSIb30BATLCS KHOMKAMK, PacnofioXKEHHbIMW crpaBa OT CTPOK

BBOAA.
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6.2 bnaHk oTyeTa

MyHkT meHo <CepBuc/Hactpomnku nporpammbi>. [ CTpaHmua «bnaHk otyeTa»

Ha pgaHHOW cTpaHuue yCTaHOBOK Nporpammbl Nofnb3oBaTesfb MOXET caenaTth creytoLlmne yCTaHOBKK:

1. BbibpaTb wabnoH 6naHka otyeta 2TM-BOOXOS, B koTOphIN OyAyT 3anucbiBaTbCA AaHHbIX U3
nporpaMmmei.

2. MNpn nameHeHun GnaHka oT4yeTa CriedyeT HacTPOUTb BbIBOA NOJIEW OAHHbLIX, C COOTBETCTBYIOLLE
Aayenkn cetkm Excel. na atoro Heobxogumo HaxaTb Ha kHoOMKy <HacTpowka BbiBOAa AaHHbIX B
wabnoH>. B npeacraBneHHOW Ha 3KpaHe Tabnuue HaxogATCs HauMeHOBaHWSA Nonew OaHHbIX AnS

BbIBOJA W Ha3BaHUA s4yeek ceTkn Excel, B KOTOpble 3TN JaHHble 6yp,yT 3anncblBaTbCA.

6.3 Mporpamma MAOC-3KOJI0OI

MyHkT meHo <CepBuc/Hactpomnku nporpammbi>. [1 Ctpanuua «MOC-3KOJIOM»

[aHHas cTpaHuua CTaHOBUTLCSA BUAMMOMW TONbKO NPW YCTAHOBIIEHHOW HA KOMMNbIOTEPE MPOrpaMmbi
nAac-aKonor.

Monb3oBaTenb MMeeT BO3MOXHOCTb paboTaTb C Yyxe BBeAeHHbIMKW paHee (B nporpamme [MAOC-
OKOJIOIN paHHbIMKM O npegnpuATUSX WM co34aTb HOBbIE  CTPYKTYPbl OaHHbIX MNpu  Bblibope

COOTBETCTBYKOLLEro nepeknyarens.

7 OONONHUTENBHO

7.1 AKkcnopT AaHHbIX U3 NPOrpamMmbl

B paHHOM Bepcuu nporpammbl NOnb3oBaTeNto NpefocTaBnseTcd BO3MOXHOCTb CaMOCTOATENbHO
HacTpouTb ¢opMaT 3anucu daHHbIX M3 6as3bl B pasfnunyHble BHEWHWe dannbl. [Ona 3atoro cHavana
HeobxoaumMo BbIOpaTh hopmat BbIXOAHOMO harina n anemMeHTbl AaHHbIX ANsi 3anucu.

B naHHOM Bepcuu nporpaMmmMbl UCNONb3YHOTCA cnegyowme popmaThl BbIBOAA:

- TekctoBoi npoueccop Microsoft Word (Office 97 u Bblwe) - Tabnuua gaHHbIX NporpamMmbl

npeobpasyeTtcs B Tabnuuy AokymeHTa pegaktopa Word;

- anekTpoHHble Tabnuubl Microsoft Excel (Office 97 n Bbiwe) - Tabnuua AaHHbIX NPOrpaMmel

npeobpasyeTcs B IMCT KHUMM Nporpammbl Excel;

- mekcmosol ¢patin ¢ ¢hopmamuposaHue rosnell - BblbpaHHble CTONOLUbI Tabnuubl AaHHbIX
3anucbiBalOTCA B TEKCTOBOM hann € napametpamu opmaTMpoBaHMs (3arofioBKM KOMOHOK, LUMPUHA

KOJIOHOK, BblpaBHUBAHUE TEKCTA KOJ'IOHOK) yCTaHaB/iMBaeMbIMUN MOJ1b30OBATENEM;

- mekcm ¢haln ¢ pazdenumesnem nosnedl - BblbpaHHble cTONOLbI TabNMUbl faHHbIX 3anyUcbiBalOTCA
B TekcToBow dann 6e3 ¢opmaTtMpoBaHUs U OTAENSATCA Apyr OT Apyra CUMBOJSIOM, 3a4aHHbIM
nonb3oBaTteneM. [JaHHbIi dhopMaT MOXET UCMONb30BaThCA AN AanbHenwero npeobpasoBaHns gaHHbIX
B hopmaT pasnuyHbix BHewHux nporpamm (WORD, EXCEL, STATGRAPH, SURFER u gp.). B
penaktope WORD, Hanpumep, He0OX0AUMO BbIAENUTb TEKCT C pasaenutensmMu 1 Boblopatb NyHKT MEHI0
<Tabnuua/npeobpasosatb B Tabnuuy>, Nocrne 4Yero aBTOMAaTUYECKU TEKCT npeobpasyetca B Tabnuuy
WORD.

I [ mabnuubi popmama DBASE 4 - cainbl aNeKTPOHHbIX Tabnuuy, nokanbHblXx 06a3 gaHHbIX C

pacwupeHnem *.dbf;
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(A - mabnuubl popmama PARADOX 7 - aiinbl 3NeKTPOHHbIX Tabnuy nokanbHbiXx 6a3 gaHHbIX C
pacwupeHuem *.db.

®opmam 8biIx0OHO20 ¢balina ebibupaemcsi U3 crucka ¢bopmMamos, PacriofioXeHHO20 8 8epxHel
yacmu 3KpaHa.

B neBoi yactu akpaHa npeacTaBrneH CNUCOK AOCTYMNHbIX ANs BbiBOAA 3NeMeHTOB (Monemn) AaHHbIX
(0bbl4HO 9TO Bce cTONOUbI BbIOpPAHHOW 3NEKTPOHHOW Tabnuubl), B NMpaBOW 4acTu - CMNUCOK NONEWw,
koTopble OyayT 3anuceiBatbes B hann. C MOMOLLBIO KHOMOK CO CTpefikaMu BbibpaHHbIE MONs U3 NEeBOro
cnuncka nepeHocaTces B npasbii. [Mopsgok BbIBOAA B dhailn nonen M3 npaBoro Cnmcka ocyLlecTBnseTcs B
nopsigke WX pacnorfiokXeHUs CBEpXy BHU3, KOTOPOE MOXHO TaKkKe W3MEHUTb C MOMOLLbIO
COOTBETCTBYHLLNX KHOMOK.

lMocne BbiGOpa 3NEMEHTOB AaHHbIX B AManoroBOM OKHEe MOsIBNSETCA AOMOMHUTENbHAs cTpaHuua Ha
KOTOpPON MOMb30BaTeNb MOXET YTOYHUTL MNapaMeTpbl BbiBOAA KaXAOro 3neMeHTa [AaHHbIX. OTu
napameTpbl pa3nuyHbl AMsi pa3HbiX TUMOB BbIXOAHbIX (hainos.

B cnucke BbibupaeTca aneMeHT OaHHbIX M KOPPEKTUPYIOTCA napameTpbl BbIBOAA NONSA (3arofioBOK,
LUMPWHA, BblpaBHUBaHWE, Ha3BaHWE NOMs AN ANEeKTPOHHbIX Tabnuu 1 T.4.).

7.2 N'pacpmkm u wabnoHbl EXCEL

B paHHOI Bepcuun nporpammbl BeiBoA 6riaHka otyeta 2TIM-BOAXO3 n gaHHbIX 0606LLeHHbIX Tabnuy,
B rpadpuyeckon popme npoussoautcs cpeacteammn Microsoft Excel.

[pagpuku.

lMepen nocTpoeHuem puarpaMmbl B HEKOTOPbIX BMAAX OTYETOB MOSb30BaTENd Heobxoaumo
YTOYHMTb, KAKUE MMEHHO pacyYeTHbIE XapaKTEPUCTMKN crieayeT NPeAcTaBuTb Ha rpaduke.

PesynbTaTtbl pacyeToB (C nomollblo MexaHmama COM obbekmos) nepepatotca B Excel, KoTopbin n
dopmupyeT anarpammy Ha nucte «Ipaduk 1». B TabnuyHoi popme pesynbrathl 0OTYETA HAXOOATCH Ha
nucte «Jinctl».

Monb3oBaTtenb MMeET BO3MOXHOCTb M3MEHUTb BuA rpaduka (guarpammbl) C MOMOLLLIO HoraTbix
cpeacTB HAaCTPoONKK, Nnpegocrasndembix Excel.

Mepen co3gaHmem HOBOrO rpadmka pekoMeHayeTcs 3aKpbiTh Nnporpammy Excel.

LlabnoH omyema 2 T1-BOX0O3

Mycton GnaHk otyeta (wabnoH) HaxoguTca B nanke .\DOC wn HasbiBaeTcs p2tp_bin.xls. Mpu

COCTaBMEHMM OTYETa OH KOMMPYETCS B Narky 3KCNopTa AaHHbIX Nporpammel (Ha3eaHue hopmupyetcs n3
OTYETHOro roga n Homepa 6naHka) n 3atem B HEro BBoAATCA AaHHble n3 B[] nporpammel.

Monb3oBatens MoxeT BblOpaTb Apyroi LWabnoH (UnM OTKOPPEeKTUpoBaTb MNpU HeoOBXoAMMOCTU

CYLLIECTBYIOLLMIA) Crieays MHCTPYKUMSIM pasaena D] dopmupoBanue otyeta 2TM-BOOXO3.

7.3 AkcnopT AaHHbIX 2TM PEFTMOH

Ans mexnporpaMMHoOro obmeHa gaHHbiMu Mexay nporpammamu 2 TI BOOXO3 (koTopble MoryT
Haxo4MTbCS Ha pPasfUYHbIX yOaneHHbIX KOMMbloTepax) unu nepegadven ux B nporpammy 2T PEMMOH
paspabotaH cBoi dopmMaT obmeHa W XpaHEeHUs [OaHHbIX. OKCnopT [OaHHbIX M3 MNporpaMbl
OCYyLLEeCTBNSIETCST Npu BbibOpe MyHKTa MeH <CepBUC/JKCNOPT AaHHbIX> B ¢dopme paboTbl C

npeanpuUsTUSMU.
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B packpbiBluEMCA OManoroBOM OKHE CHayana BblOMpaeTcs «UCTOYHUK OaHHbIX» - BblOpaHHOE
npegnpuaTne wnuM BCA rpynna npeanpusaTvin, NpeacTaBneHHas Ha 3dKkpaHe KomnbioTepa. [pynny
npeanpuaTUin cnegyeT BblbpaTh 3apaHee, 3a4as ycnosus otéopa.

Ha cnepylowem ware BblibupaeTca «OTYETHbIN rof» - TOMbKO AaHHble BblOpaHHOro roga 6yayt
3anucbiBaTbCs B KOMMYTALMOHHbIN charin.

W HakoHeu, criegyeT 3agatb umsa hanna, B KOTOpbI ByaoyT 3anvcbiBaTbCsl AaHHble. Mima danna
OOMKHO oTpaxkaTb TeKywwmin rog (B KomOvMHauum ¢ nobbiMu cMMBONaMu), a paclumpexve canna gaetcs
cuctemon aBTomartumdeckn (*.P2T).
daiin OypeT 3anucaH B BbiOpaHHYIO Manky Ha AWCKE M MOXET ObiTb nepedaH Ha guckete (Mnv no
3n.noyute) ona  umnopTa AaHHbIX B ApPYyrylo nporpammy. dann MMmeeT ABOMYHYIO CTPYKTYpY, NO3TOMY
3anpeLlaeTcs ero py4yHasi KOppeKTMpoBKa.

[aHHble 3Toro daina MoryT CnyXuTb apXUBHOM Konunen nHdopmMaLmMm n aAng Tekywero komnbetoTepa. Npu
cnyyamHoOM yaaneHun gaHHbix u3 B[l nporpammel Bcerga MoXHO uMnopTupoBaThb AaHHble B B[] 13 atoro

apxuBHoro danna. NyHKT meHio <CepBuc/MMnNopT AaHHbIX>

7.4 AmnopT gaHHbix 2T PETUMOH

MMNopT JaHHbIX B MpOrpaMMmy M3 KOMMYTaLUOHHbLIX (DaifoB OCyLEeCTBNSETCA npu Bbibope nyHKTa
MeHio <CepBuc/MMnopTt AaHHbIX> B hopme paboTbl C NPeaAnpUATUSAMU.

Ha nepBom aTtane cnefyet BbibpaTb UMs harina, B KOTOPOM XPaAHATCHA 3KCMOPTMPOBAHHbIE AAHHbIX.
daiin aBToMaTU4eCKM pacno3HaeTcsa NporpaMmMon, HO JOIXEH MMeTb paclumpeHue (*.P2T).

Mocne Bbibopa gaina cnefyert 3a4ath elle psg YCTaHOBOK, KOTopble OyayT KOHTPONMPOBaTLCA Npu
BBOAE AaHHbIX B B[l nporpaMmmbl.

1. MpoBepATb uUnNn He NPOBEPATb Hanuuue AaHHbix B B[. Ecnu Bbl yBEpPEHbI, YTO NepenaHHbIX Bam
Ha AaMcKeTe AaHHbIX B Bawen B/l HET , TO MOXHO HE OCYLLEeCTBMATL AaHHYK NpoBepKy. BBoa AaHHbIX B
cuctemy OyaeT npoucxoauTb 3HaduuTenbHO ObicTpee. Ecnu Bbl cOMHeBaeTecb, TO ANnA usbexaHus
BO3MOXHOro Ay6rmpoBaHus AaHHbIX CrieayeT BKIOYNTb 3Ty NPOBEPKY.

2. Tlpu BKMNOYEHHON MpOBEpKE crnegyeT AaTb BO3MOXHOCTb (YCTAHOBKOW COOTBETCTBYHLLUMX
hnaxxkoB) KOPpeEKTUpoBaThb U fobaBnAaTe nHdopmaumio B B, MHaye Hukaknx uameHenun B b1 caenaHo
He Oyger.

Mocne okoHYaHWsA onepauuy UMMNopTa AaHHbIX NocneayeT COOTBETCTBYIOLLEE COObLLEHNME.
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8. BAKNIOYEHUE

dupma «WHTerpan» 3apaHee npu3HaTenbHa Bam 3a nobble 3aMeyaHuss W MNOoXenaHus no
COBEpPLUEHCTBOBAHMIO HaLle nporpaMmbl, Kak B 4acTu MWHTepdenca, Tak M B OTHOLIEHUU
dyHKUMOHaNbHbLIX BO3MOXHOCTEN. Ecnu B npouecce Bawlen paboTbl ¢ NporpaMMoit BbISIBATCS Kakue-
nn6o HepopaboTkM MU UHble NpPobnembl, YCKOMb3HYBLUME BO BpeMs TLATENbHOrO TeCTMPOBaHUS
nporpammbl, MPOCUM He3amennuTenbHo coobwatb O Hux Ham. [lpocum npu obpalleHun K Ham
00sA3aTenbHO ykasbiBaTb Ha3BaHWE OpraHM3auuu-nosib3oBaTenis nporpammbl U HOMEP 3NEKTPOHHOMO
knoya. 310 HeobxoouMMo pnOns onepaTMBHOro pasbopa Ballelt npobnembl M HanpaBreHus Bam
COOTBETCTBYIOLLMX pEKOMEHAALNIA.

dupma «MHTerpan» Bcerga paga Bbicnywatb nobble BalwM 3amMedaHusi U NPEAnOXEHUS U OTBETUTb Ha
niobble BalLM BONPOCHI.

MHorokaHanbHbI TenedoH n dakc: (812) 140-11-00
MoytoBbin agpec: 191036, CaHkT-lNeTepbypr, 4-a CoseTckas yn., 15 b

E-Mail: eco@integral.ru
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