2026/06/12 14:53 1/2 3arpyska cnpaBo4HuMKa u3 anna

HavanbHasa cTpaHuua « ObpaboTku

CoobLieHus npu NnpoBegeHUun OKYMEHTOB

ObpaboTka «CoobLLEeHUA NPpU NpoBeAeHUU JOKYMEHTOB» M03B0JISET CO34aTb HOBbIA SN1EMEHT
cnpaBoYHMKa «CoobLLeHNsI NPU NPOBEAEHUN LOKYMEHTOBY.

ObpaboTka Bbi3biBaeTCs U3 pazaena «Cepuc» - «CepBuc» - «YnpaBieHne OOKYMEHTaMn».

HavanbHasa cTpaHnua « O0bpaboTku

3arpyska gaHHbIX u3 chaunna

Ob6paboTka «3arpyska maHHbIX U3 pauna» No3BoaseT 3arpy>aTb AaHHblEe 13 halnna B
CNPaBOYHUKM KOHUIypauuu.
ObpaboTka Bbi3blBAeTCA U3 pa3aena «KAQMUHUCTPMpOBaHMe» rpynna «CepBuc».

3arpy3ka AaHHbIX B CNPaBOYHUK

B nepson popme 06paboTKM BbiBEleHbI BCe CMIPABOYHUKN KOH(pUrypaummn. Cneayet BoldpaThb
CNPaBOYHUK, B KOTOPLIA ByAyT 3arpyXeHbl AaHHble N3 BHELLHero anfia 1 HaXxaTb KHOMKY «Janee».

3arpy3ka AaHHbIX B CMPaBO4YHUK

B opme «3arpy3ka AaHHbIX B CNPABOYHMUK ...» BbIBOANTCS Tabnuua, nosis KOTopoit Haao
3anoMHUTL. Habop nonen Tabanubl onpeaenseTcs BblbpaHHLIM CPAaBOYHUKOM.

CnepyeT BbIOpaTb BAapMaHT 3arpy3Kn AaHHbIX:

e «3anonHeHue Tabnuubl» — 4na 3anonHeHNsa Tabnuubl Heo6Xo0AMMO CKOMMPOBaTh Yepes
bydep obmeHa gaHHble 13 BHelwHero (anna B Tabnuyy. B Tabnuue umerotca obasatensHble
L7191 3anosIHeHMs KONOHKKU. OHM nepeyvmncnsanTcs Hag Tabavuen. C NnoOMOLbIO CChINIKK
«A3MeHnTb BNaHK» MOXXHO OTKPbITh CMNCOK nonen Tabanubl 45 BBOAA U C MOMOLLbIO
(h1aXKKOB M3MEHUTb ee CTPYKTYypy. Heobxoanmo y4mTbiBaTh, YTO NONS, BblAE/IEHHbIE B
Tabnmue XMpHbIM LWPUGTOM, SBAAIOTCA 0053aTeNbHbIMU A5 3aM0JHEHNS U TPOraTh KX
Henb3s. YKaXute ¢ NoMoLblo hJiaXxKoB HeobxoanMble KOJIOHKU. MOXHO HacTpouTb
HavMeHOBaHMe KOMOHOK, X 0Tobpa)keHne 1 NopsaLoK cnefoBaHna ANs YNPOLEeHNa 3arpysKku;

e «M3 BHewHero channa» — N4 3arpy3kn AaHHbIX U3 BHELLHero anna cnepyeT:

o COXpaHWUTb BnaHK B hans, ecan HeT NOAroTOBAEHHOr0 hanna C AaHHbIMK. [ns 3Toro
Hafo0 HaXKaTb KHOMKY «CoXpaHUTb Bs1aHK ANnA 3anosHeHusa». bnaHk Tabnnubl byner
COXpaHéH B hopMaTe KHUrn «Microsoft Excel» .XLS . (Ecnn HekoTopble a4enkun Tabanubl
y>e 6blav 3anofiHeHbl B BapuaHTe «3anosiHeHne Tabauubl», Npu coxpaHeHuy bnaHka
OHW ByayT BbiBefeHbl B 6naHke.). Mpu HeobxoammocTun bnaHk 13 popmaTta .XLS mMoxeT
ObITb KOHBEPTUPOBaH B (hopmaThl: .XLSX , .CVX, .ODS , .MXL .

© 3anoJIHUTb Tabanuy BO BHELLHEN NporpaMMe, y4nTbiBas, 4TO eCTb 06s3aTenbHbIe Nos
L7191 3aN0JIHEHUS;
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o 3arpy3nTb Tabauuy B CMCTEMY HaXKaTUEM KHOMKWN «3arpy3uTb Tabauuy u3 ganna»
yKa3aB NyTb K haliny Ha KOMMNblOTEpeE.

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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