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HavanbHasa cTpaHuua « O6paboTku

CooOuieHusa npu npoBeaeHnn LOKYMEHTOB

ObpaboTka «CoobLLEeHMA NPpU NPOBeAeHNU OO0KYMEHTOB» M03B0JISEeT CO34aTh HOBbI SNEMEHT
cnpaBoYHMKa «CoobLLeHns Npu NpoBeLeHNN OKYMEHTOBY.

ObpaboTka Bbi3biBaeTCA U3 pa3nena «Cepuc» —» «Cepauc» - «YnpaBieHne 4OKYMEHTaMU»,

HavanbHasa cTpaHuua « ObpaboTku

3arpy3ka paHHbIX u3 panna

ObpaboTka «3arpyska maHHbIX U3 pauna» no3BoaseT 3arpyxaTb LaHHble 13 hanna B
CNPaBOYHMKM KOHDUIYpaLun.
ObpaboTka BbI3bIBaETCA U3 pasgesa «<ALMUHUCTPUPOBaHME» rpynna «CepBuc».

3arpy3ka paHHbIX B CNPaBOYHUK

B nepeoit hopme 06paboTKM BbIBEAEHbI BCE CMPABOYHUKN KOHUrypauun. CneayeT BbibpaTb
CMPaBOYHVK, B KOTOPbLIN BYAyT 3arpyXeHbl JaHHbIE U3 BHELLUHEro (aiina 1 HaXaTb KHOMKY «Janee».

3arpy3ka AaHHbIX B CMPaBO4YHUK

B chopme «3arpysKa AaHHbIX B CMPABOYHMK ...» BbIBOANTCA Tabauua, noss KOTOPON Halo
3anofiHuTbL. Habop nonen Tabanubl onpenenseTcs BbIOpaHHbIM CIPaBOYHUKOM.

Cnepnyet BbiOpaTb BapuaHT 3arpy3kn AaHHbIX:

e «3anosiHeHue Tabaunubl» — 4014 3anonHeHnsa Tabanubl He06X0AUMO CKONMPOBaThL Yepes
bydep obMeHa faHHble N3 BHewwHero (anna B Tabauuy. B Tabnanue nmetotca obasatenbHble
L7191 3anosHeHNs KONOHKN. OHK nepeyvmncnsaTcs Hag Tabavuen. C NnoOMOLbIO CCbISIKK
«M3MeHnTb BNaHK» MOXKHO OTKPbITb CNNCOK Nnosei Tabauubl 45 BBOAA U C MOMOLLbIO
(bna)KKoB M3MEHUTL ee CTPYKTYpY. HeobxoamMMo y4nTeiBaThb, YTO NONS, BblAESIEHHbIE B
Tabnvue XXMpHbIM WPUHOTOM, ABAAIOTCA 0643aTeNbHbIMU NS 3aM0NHEHUSA U TPOraTh MX
HeNb34. YKaXXunTe C MOMOLLbIO (Pa)KKkoB HEOOX0ANMbIe KOJIOHKW. MOXXHO HacTpouTb
HaVMeHOBaHMe KOIOHOK, X 0ToDpa)keHne 1 NopsanoK cnefoBaHua ANs YNpoLeHNUs 3arpysKku;

¢ «3 BHewHero panna» — 014 3arpy3kun AaHHbIX U3 BHELWHEro anna cnenyer:

o coxpaHuTb BnaHK B hans, ecavm HET NOArOTOBAEHHOrO hana ¢ AaHHbIMK. [nd 3Toro
HaZlo HaXXaTb KHOMKY «CoxpaHnTb 6/1aHK ANA 3anosIHeHua». bnank Tabnuubl 6ynet
COXpaHEéH B (hopMaTe KHUrn «Microsoft Excel» .XLS . (Ecnm HekoTOpble a4enkn Tabanubl
y>Xe Obl/In 3aMnoHeHbl B BapnaHTe «3anosiHeHne Tabauubl», Npu coxpaHeHun bnaHka
OHu 6yayT BbiBeeHbl B 6s1aHke.). Mpu HeobxoammocTn 6naHk 13 popmaTta .XLS mMoxeT
ObITb KOHBEPTMPOBAH B hopMaThl: XLSX *¥, *¥* CVX ** ** QDS **, *k MXL **, *
3anoJIHUTb Tabanuy Bo BHeLWLHeN NporpaMme, y4uThbiBas, YTO eCTb 00A3aTeNbHble
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nonsa AnA 3anoNHEHMN; * 3arpy3uMTb TabnuLy B CUCTEMY HAXKaTUEM KHONKKU
«3arpy3nTb Tabanuy n3 anna**» n ykasas nyTb K alny Ha KOMMbOTEpE.

Mocne 3anonHeHns Tabanubl 419 nepexona K CONOCTaBAEHNIO AaHHbIX HAA0 HaXXaTb KHOMKY
«Hdanee».

ConocTtaBneHue AaHHbIX

Mocne 3alrpy3kKn gaHHbIX rporpamMmma npon3BoanT aBToMaT4e€CKOe CONMOCTaBNIEHNE NaHHbIX. Ecnn
aBTOMaTMU4eCKoe COonocTtaBJieHNe He COCTOAJI0OCh, TO AaHHbIE BbIBOOATCA AJ1A4 CONOCTaB/IeHNA

BPY4HYIO.

Insi Toro 4Tobbl NPOCMOTPETL COMOCTAB/IEHHbIE M HECOMOCTAB/IEHHbIE laHHbIE, MOXXHO
1Cnosb3oBaTb 0TOOP C NomoLlbio Nons «MokasbiBaTb». HeconocTaBNeHHble faHHble MOMeYatTCs
KpacHbIM, C MOMOLLbIO COOTBETCTBYIOLLEN KHOMKN MOXHO «YCTPAHUTb HEOAHO3HAYHOCTb>.

Ins Toro 4Tobbl BPY4HYO COMNOCTaBUTh AAHHbIE, OTKPONTE COOTBETCTBYIOLLNIA CMTMCOK NPOrpaMMbl,
HanauTe B HEM MNOAXOASALLEE 3HAYEHME UV BBEAUTE HOBOE, 3aTEM HaXXMUTe «BbibOpaTb».

Kpome 06s13aTesibHbIX NOJIEN, CONOCTABAATLCSA MOIYT TakXXe 1 Heobsa3aTenbHble. [pu 3arpyske nose
MOXXHO COMOCTaBMUTb U BK/OYUTb B JOKYMEHT C MOMOLLIbIO KHOMKK «BbIGpaTe 3 cnucka». Ecnn
HY>XHOI0 3JIEeMEHTA B CMNCKE HET, TO ero MOXHO «Co34aTh» C NOMOLLbIO COOTBETCTBYOLLEN KHOMKW.

Mocne aBTOMATUYECKOro UM PY4YHOro COMoCTaBJ/IEHNS AaHHbIX, B Cy4ae, eCnv BCe faHHble
CONoCTaBJiIEHbI, HAXXMUTE KHOMKY <<3arpy3uTb DaHHble». [Tocne 3Toro AaHHble 6y,uyT 3alpy>XeHbl B
CMNpaBOYHUK. OcTaeTcs NMMWb 3anosHATb HefoCTaloLwme nons.
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