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1. PUNTPUPAHE HA JAHHI B
EJIERKTPOHRW TABJTNL M

m Bbp3 1 AeceH HauMH 3a Aa HaMepPUM MOAMHOXECTBO OT AAHHU B
AManas3oH OT KAETKM UAU B KOAOHA Ha TabauLa.

m OUATPUPAHUTE AAHHM NOKasBaT CaMO pPEAOBETE, KOWUTO
YAOBAETBOPSABAT KPUTEPUU, KOUTO 3aAaBaTE U CKPUBAT PEAOBETE,
KOUTO HE UCKaTe Aa Ce NOoKa3Bar.

m MoxeTe CbLUO Taka Aa GUATPUPATE NO NOBEYE OT EAHa KOAOHaA.




2. DuatpupaHe Ha pAaHHMU

m ABTOMatnyHo ouatpmpaHe Data/ Sort& Filter / Filter

I
NS %l Y ¥ Clear

Y- Reapply
z| Sort | Filter o
A Y» Advanced

Sort & Filter

m Bb3xoadwo coptupaHe - Sort Ascending
m Hun3xoadawo coptnpaHe - Sort Descending "
m M3tpuBaHe Ha OUATLD - Clear e




Number Filters

Text Filters

E‘ F Show Queries Ir [=] Connections Y Yx Cle:
s ]
E @me Table L=/ Properties Y= Rea
Get External  New Refresh - zl Sort Filter
Data ~ Query ~ [bc'g Recent Sources All - Q Edit Links B Y; Adv
Get & Transform Connections Sort & Filter
D937 v e reopruesa
J oA | | | o | E | F ]
FH N TN = | same | -|  Eem |- | cowl- TR
2| TI4TC A Cra03ea-e 13 Yol CaiTose C WedsheXs
3| man 24 20t Smallest to Largest Craamae 43 190 CaITOR: ¢ WeDEREXS
4 TiZE 7 Cra03ea-e 13 Yol CaiTose C WedsheXs
5| 7oA al Sort Largest to Smallest Cragasa-e 53 el CEITOSE ¢ WEDSRENS
6 | A2 Chanasase Ha 1ol CafTose ¢ WelsRaKs
7 Tl Sort by Color b | Cranamaee s vl caimoss ¢ WeDsREKS
8| TIE A Cra03ea-e 13 Yol CaiTose C WedsheXs
‘% ;;f: . Clear Filter From "course W:gm:mﬁ
1] malne Filter by Colar Crayasane ua yeb caimoss ¢ WebsheXS
12| 7486 - i Cu:anamaee W AYDIAEYSSHE Ha (20 CTEEMLM
1B malc
10| e Murnber Filters 4 | Equals... I
15 7as|m L
16 743)ic Search p| Does Not Equal... L
7] 74zm L
18 7aile L
1w e is‘”“t All) é Greater Than... i
W TER L
2| e 2 Greater Than Or Equal To... r
z| 7=
2| 7asied 3 Less Than... i
2| 7w 4 [
235 TIEM Less Than Or Egual To.. [
x| wn 3 I
m| 7TEA [ Between... L
B ma . o
=) 7ain =
30| TaElk 8 Top10... rectar
31| 7a0lad recan)
= . .9.. - Above Average :B,D:
= 7l rector
M| 7 Below Average er
35| msn ok | [ cancel . rector
| TEE Custom Filter... rechor
Erd T = rector
38| 7sdpecenes  |Anemcagpoea |MeTposa T s/cs enex e Falla Direcor
®w|  7s8/aca Menesa Mestrpea 20c anar ) Falla Drecor
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1 Connections g.l Y Yx Clear IET; E B |
= B8
z| Properties ¥ Reapply BB U\’E
Zl Sort Filter Text to o W
1 Edit Links R Y Advanced | columns 5o~ I8 An
nections Sort & Filter Data Tools
I reoprvesa
F| [ H | 1 |
cour - | ThE = Pace | teme -]
12l SotAtoz s Spee s
Cotea 07-pes-08
1%l sortZtoa Codwa m—ﬁ:-os
4 ComiA 07-pee-05
] Sort by Color b |copwa 07-geE-08
4 Copia 07-peE-08
4 B Clear Filter From "Title o -0
1 Cotun 07-pex-08
1 . b - SOt O7-pex-05
] Filter by Color 5 Fra——
i Text Filters 3 Equals...
1 Search ,0| Does Mot Equal...
. [Select All) - Begins With...
] WHTepaKTHEHN KOMNKTERHN NpE;
: P pavne Ends With...
L WVIHTEPHET NPUNOXEHNA
] WMHQOpMALUOHHN TEXHONOTMK 33 Contains...

KomnwoTepHa NpeseHTaLmMa
C6Wa KoOMMIOTERPHE FTPamMoTHOCT
OdKrc NPUIOXKEHWA 33 HAaNpegHar
MpeacragaHe Ha MHGOpMaUKWa np

Does Mot Contain...

Custom Filter...

L Sa0a T 13-per-05]
d PaBoTa c KOMNKTPW W MHpOPMaU . S=pea 13-mEe-05
4 = - - Eapa 13-pee-08
] L) F—TT—| I = Vs
4 Eapea 13-pee-08
4 Bapea 13-pex-05
1 [ ok ][ cenca ||e== 15-gec-03
4 Eapea 13-pee-05

Lo BapeE 13-gee-08




[Tprmep

pazmep Ha gMaroHana Ha
MapKa Mmogen LeHa HONMYECTBO
eKpaHa

Mapka 1 Sod2N4 43 1 200,00 ne. )
Mapka 1 Sod 23 42 1 000,00 ne. 3
Mapka 2 S5MN36M1 36 &70,00 ne. 2
Mapka 1 Sod0M 2 40 950,00 n.. 1
Mapka 2 SN42M1 42 959,00 ne. 4
Mapka 3 sL40M1 40 890,00 ne. 2
Mapka 2 S5N4EM1 43 1 200,00 ne. 5]
Mapka 3 sL46M1 46 1 300,00 ne. 3
Mapka 1 S536M1 36 J00,00 ne. 1
Mapka 3 sL43M1 43 1 100,00 ne. 4
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Heka da NpUAoXKUM cnegHuTe
PUNTPUPAHMA KbM TabanuaTa:

A) duntpupaHe Ha AaHHU NO egUH KpUTepuii — puaTpmpaHe No mapka c ume Mapka 1

A B G ) E
1| T ; - S
4| somatez Lmep Ha AMaroHana Ha expaHa yewa Konuue
2] sotZtoa CTBO
Sort by Color [ 43 120(],0{]}13. 5 yF A B C D E
K | Cler Eilber Eram *(Calime &1 42 1 000,00 ne. 3 ep Ha [iMarcHana Ha
< | Clear Filter From “{Column 4} - pr—— . ; mapk>_|  mogen pasmep Ha [ yeHa : HONMHYECTBEO
Filter by Color ] z . |* ot EHpaHa | |
Text Filters , a0 950,00 ne. 1 | 2 [Mapral 5543M4 43 1 200,00 ne. 35
— 42 999,00 ne. 4 3 |Mapual SS42M3 42 1 000,00 ne. 3
[Search P 5 Mapkal | SS40M2 40 950,00 n18. 1
[ (select Al 40 830,00 n8. 2 10 |Mapka1 | ssasMm1 36 700,00 ne. 1
v Mapia 1 43 1200,00 ne. 6
~[IMapka 2
“[IMapka 3 46 1 300,00 ne.
36 J00,00 ne. 1
[
B
| [ ]
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B) ®unTpupaHe Ha AaHHW NO ABa KpUTepua — dUATPUPaHE Mo

Mapka Mapka 1 v ueHa mexay 800 1 1000 ns., copTUpaHm No
Pa3Mep Ha AMaroHasa Ha ekpaHa BbB Bb3XOAALL pea;

| A | B | €| D E F . G
HOMHue
Mad MO, 2Had
1 P 4 L IE creo | -
2| Sort Smallest to Largest 3
' Z| Sort Largest to Smallest 1
L Sort by Color
1
]' T;.{ Clear Filter From "ueHa"
-
]_ Mumber Filters Equals...
Search Does Mot Equal...
|:| [Select All) Greater Than...
-] 700,00 ne.
D 950,00 15, Greater Than Or Equal To...
(11 000,00 ns. Less Than...
t.[]1 200,00 ne.

%% TR % A % TN % NN % A % (RN % IR % R = T = =)

Less Than Or Equal To...
Between...

Top10..

Above Average

Below Average

Custom AutoFilter

Show rows where:
LiEHa

‘isgreaterthan orequalto El ‘800

@l End |:::| gr

‘islessthanorequalto EH1000|

Use 7 ta represent any single character
Use *to represent any series of characters

oo || G |
4
A B C D E
pazmep Ha AMaroHana Ha
mMapr-" mogen LeHa KONMHWYECTBO
1 | - EHpaHa - el -
3 |Mapral 5542M3 42 1 000,00 ne. 3
3 |Maprkal 5540M2 40 950,00 ne. 1
[
|
B
HEE
A B C D E .
pasmep Ha gMaroHana Ha
MapK™ moaen Ha KONWYeCcTBO
1 P - A - eKpaHa -l ue -1 -
3 }ff'l_é\p!-:a 1 S540Mm2 40 950,00 ne.
5 Mapral 5542M3 42 1 000,00 ne.




B) dunTpupaHe Ha AaHHW NO eAMH KpUTEPUIN C ABE Bb3MOXHU CTOMHOCTU — PUATPUPAHE MO
MapKu ¢ meHa Mapka 1 1 MapKa 2, copTMpaHmM Mo MapKa BbB Bb3X04sLL, a3byyeH pes

[) duatpmpaHe no pasamep Ha AmMaroHana Ha ekpaHa (43 nH4a) 1 HammpaHe Ha obLms 6po
TEeNeBU30pU B MarasmHa C Moco4YeHus pasmep.

Custom AutaFilter 7 e
Shiow rows where
A A | B | C D E uapsa .
‘ 'H E‘| o [< - == -
map Mo, ueHa and ® Qr
= hd -] CTBO |- equals :| Mapea 2 [+~]
8l SetAtoZ 870,00 n8.| 2
Use 7 to represent any single character
El Sort £ to A 999,00 ne. 4 Use * to represent any series of characters
Sort by Color » 1 200,00 n&. 6 [ox ] concel
¥ Clear Filter E 1 200,00 ne. 3
ear Filter From "mapka”
DCOUYEHWTE MApEW
: L 1 000,00 ne. 3
Text Filters 2 Equals...
—= Custern SutaFilter ¥ =
Search 2 Does Mot Equal...
Show rows whene:
|§| (Select All) Elegins, With... PAIMER WA AMATOHAND HA 'l!l?ﬂa-.l'll -
- Mapka 1 End< With equals v a3 [»]
-] Mapka 2 nds FEn.. @ ana Oor o
+[1Mapka 3 Contains... T| d
Does Mot Contain Use 7 to represent any single character
- Use * to represent any series of characters .Q:
11
Custom Filter... IE Cancel i

3a PUATpUpPaHE No
pazmep Ha AnaroHana
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3. TexHonorma Ha pUNTpmpaHe ypes
npunaraHe Ha KomaHaa Advanced Filter

duntpupawarta ¢yHKUMa B MS Excel ypes Advanced Filter
npeaocTaBaA Bb3MOMKHOCT 33 BU3yaaU3MPaHE Ha MNOAYYEHUTE
Pe3ynTaTn B OTAE/IHN CaMOCTOATENIHU peaoBe. Ta3n Bb3MOKHOCT
e MHOro no-yaobHa, ako MCKame Aa CbXpaHMMm B AaeH paboTeH

JINCT NN Aa oTnevyaTame GUNTPUPAHUTE PE3YATATW.

oT cTpaHuua Data/Advanced Filter




Advanced Filter HacTpounKku:

Advanced Filter

-~

Action
(@) Filter the list, in-place

(") Copy to another location

e npu n3bop Ha pagnobytoHa Filter the list, in place puntpupaHeTo we ce n3BbLpPLLK B
camata Tabanua;

e npu n3bop Ha paagnobytoHa Copy to another location pe3syntatst OT duUnTpmnpaHeTo

List range: SA51:5E511 E.F
Crteria range: = LLLe Ce Pa3no/ioXKM Ha OTAENHO MACTO (YKa3aHo oT Bac Ype3 noseto Copy to) n3sbH
= ' = OCHOBHaTa Tabaunua. N360pbT Ha TO3M pa- AMOOYTOH NpaBum akTUBHO nosieto Copy to 3a
Copy to: 3 YTOUYHAABAHE HAa MACTOTO, KbAETO Aa Ce PA3NOJIOXKN Pe3yATaTbT OT PUATPUPAHETO;
Unique records only .
e B noneto List range ce nonbaBa aBTOMaTMYHO 06/1aCTTa Ha TabnuaTta, KOATO
oK | Cancel | dunTpupame;

e B noneto Criteria range ce mapk1pa ob6n1acTTa Ha AONBAHUTENIHO Cb3aJeHaTa
Tabnunua c KputepuuTe 3a pUNTpUpaHe;

* B noneto Copy to (ako e akTMBHO) e AOCTaTbYHO Aa ce n3bepe camo Hava/iHaTa KNEeTKa,
CNPAMO KOAITO A3 Ce Pa3noioXn puaTpmpaHaTa Tabanua Kato KpaeH pesynTart oT
duntpmpaHeTo.
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2. BAJIMOAUPAHE HA JAHHW B
EJIERKTPOHRW TABJTNL M

*“PyHKUMA 32 3a4aBaHe Ha OorpaHNYeHns 3a JaHHU
— OrpaHun4yeHmna 3a BbBeXAaHe Ha CMUCHK OT AaHHU

— Ol'paHMLIeHMFI 3d BbBexXaAdHWN YNCI1A

— OrpaHun4eHumnsa 3a popmaT Ha YMcnaTta




3. 3a1laBaHe Ha yC/10BMA NpK
BanMAMpaHe Ha JaHHM

m Data /Data Tools /Data Validation ...

¥  [E Flash Fill 8- Consolidate
ElE= -
_— E*E Remove Duplicates T~ Relationships
Data Validation ? X | Text to '
- - Columns —& Data Validation = [} Manage Data Model
il Input Message  Error Alert
) Data Tools

Validation criteria

Allow:

|An]rvalue » | | lgnore blank

Data:

|bEI‘.WEE|"| j

Apply these changes to all other cells with the same settings

. Clear Al oK . Cancel || (K7
L | [ 1]
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Settings - ycnoswue 3a Baanpauma Ha gaHHUTE

Allow - onpegena KakovB TN AaHHW Ca Data - KakBu OrpaHNYNTENHU

AO0NYCTUMU 3a BbBeXKAdHE HA KZIETKUTE yCnoBua ca A4onyCctumu

" any value - BCAKa CTOMHOCT " between - mexxay

= whole number - uano ymcno " not between - He e mexxay

" decimal - opobHO yncno = equal to - paBHO Ha

" |ist — cnmcobk " not equal to - He e paBHO Ha

= date - para = greater than - no-ronamo ot

" time - Bpeme = |ess than - no-manko ot

= text length - gbn*KmMHa Ha = greater than or equal to - no-
TEeKCT ro/ITIMO WU/IN PaBHO

" custom - cobcTBeHa = |ess than or equal to - no-manko g:
HaACTPOMKa MNN PaBHO e
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Input message — NoACKa3BaLLO CbobLEeHNE

Data Validation ? X

Settings | | Input Message | | Error Alert

@ Show input message when cell is selected

When cell is selected, show this input message:
Title:

Input message:

" ! [ 111

Clear All | oK Cancel .
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Error Alert - cbobLueHue 3a rpeLuka

| Data Validation ? X L

Settings  Input Message | Error Alert !

E @ Show error alert after invalid data is entered =

When user enters invalid data, show this error alert:
Style: Title:
stop W

Error message:

] Clear All OK Cancel I .
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Data /Data Tools /Data Validation...

Data Validation

Settings | Input Message | Error Alert |

Validation criteria
Allows
|E| [¥] 1gnore plank

Whole number
Data:

between E

Minimum:

L

Maximum:
£

| Apply these changes to all other cells with the same settings

| ok || canca |

Data Vahdation

Data Validation

Settings | Input Message | Error Alert

Show input message when cell is selected

When cell is selected, show this input message:
Title:
.,':IATE Ha NoAy4aBaHe
Input message:
Breegeve gata ot 1 o 5| -
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I Settings I Input Message | Error Alert |

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:

Stop B lpewxa

Error message:
BreegeTe BApHaTa gatal




