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Prefata

In lumea informationald de astizi, este necesar si pastrim informatia organizati si
actualizata. Este necesar sa se organizeze bugetele departamentelor, sa Se proiecteze vanzarile
pentru anul urmator si chiar sa se gestioneze propriul buget.

Microsoft Word si Microsoft Excel sunt instrumentele care ajuta la organizarea informatieli,
la stocarea si prezentarea acesteia prin crearea de rapoarte.

Aceastd lucrare metodica ii ajutd pe studenti, cadrele didactice si personalul didactic sa
foloseasca tehnologia si informatiile pentru predare, invatare si munca.

Efectuarea lucrarii de laborator pe Word va forma deprinderi de creare a documentelor, de
introducere a informatiei, editare si formatarea textului, de creare si redactare a tabelelor, dar si de
imbinare a informatiei din doua sau mai multe aplicatii.

Lucrarile de laborator pe Excel ofera instructiuni pas cu pas pentru: crearea si salvarea
registrelor, gestiunea foilor de calcul Excel; selectarea, copierea si deplasarea datelor; scrierea
formulelor; utilizarea functiilor; editarea, formatarea si configurarea foilor de calcul pentru
imprimare.

La sfarsitul ambelor module sunt propuse teste pentru evaluare si lucrul individual.

De asemenea, veti gési informatii pentru: crearea si editarea graficelor; crearea de totaluri si

subtotaluri; utilizarea listei pentru reprezentarea datelor: sortarea, filtrarea, crearea de tabele pivot.



Lucrare de laborator Nr. 1-4 (16 ore).
Redactorul de texte MS Word

Aplicatii practice in Word

Scopul lucrarii
Implementarea tehnologiilor pentru crearea documentelor economice, formarea

conceptelor despre structura documentului, a tehnicilor de introducere, editare si formatare a
textului si a documentelor, gasirea si inlocuirea textelor, gestionarea listelor, inserarea
formulelor, simbolurilor, comentariilor, imaginilor, diagramelor. Paginarea documentului.
Addugarea antetelor si subsolurilor. Inserarea notelor de subsol si notelor de final. Atribuirea
stilurilor. Crearea cuprinsului. Salvarea si imprimarea unui document. Familiarizarea cu
specificul introducerii informatiei si cu tipurile de vizualizare a documentului.

Sarcinile de lucru vor fi axate pe urmdtoarele continuturi:
Interfata editorului MS Word

Introducerea si editarea textului

Formatarea textului

Metode speciale de tehnoredactare

Lucrul cu tabele

Crearea cuprinsului

Interclasarea documentelor

Nogkrwd e

Exercitiul 1. Sa se deschida un document nou in care sa se introduca prin tastare textul

de mai jos folosind fontul Times New Roman, de dimensiunea 12, culoare albastra. Primele
doua paragrafe vor fi introduse pe prima pagina, iar al treilea paragraf pe pagina urmadatoare.

Partile convin sa pastreze secretul prevederilor prezentului Contract, cu exceptia cazurilor cind
deavaluirea acestora este necesard in conformitate cu legisiatia Republici Moldova. In acelasi timp,
Angajatul se obliga s3 pastreze in deplina confidentialitate orice informatii, orale sau scrise, devenite
cunoscute acestuia pe parcursul angajarii sale, fie in virtutea indeplinirii atributiilor sale sau in orice
ait mod (incidental, indirect sau alttel), privind activitatea comercial3, financiara s de orice alta natura
a Patronului.

Mitigating climate change means reducing the flow of heat-trapping greenhouse gasesinto the
atmosphere. This involves cutting greenhouse gases from main sources such as power plants, factories,

cars, and farms. Forests, oceans, and soil also absorb and store these gases, and are an important part
of the solution. Reducing and avoiding our emissions requires us to reshape everything we do — from
how we power our economy and grow our food, to how we travel and live, and the products we
consume. It is a problem felt locally and giobally.

UeNbi0 HOMNBIOTEPHOW CUCTEMBI ABARETCR nNpeobpasosaHwe nNaHHoX 8 mudopmaumso. [axHbie

npeacTasnmoT coboi HeobpaboTanmbie HeOGOCHOBaHHDIE GaxTdi M LAPPDI, KOHUBNUMAM WAM |

MHCTDYKU/M, 310 chipbe  nepepalathiBaetca B NONesHylo wHdopmawmo. Jpyramm  crosamm,
mHOODMALMA ABNASTCA NPoAyRTOM 00pabotkm fanHbX. 3Ta 0OpaboTka sxmouaeT 3 0elA yTouHEeHNS,

AAARINAHUAS UNU VNS MARUNVIMNORANKAS NAHHKAMK B NOMSIHOU AONAME NAS NNUHATUE NS HIBHWE

Rezolvare:
1. Deschideti aplicatia MS Word.
2. Alegeti Blank Document.



3. Home, butonul grupului Font (CTRL+D), Times New Roman din caseta Font, 12 din
caseta Size, Blue din caseta Color.

4. Introduceti textul indicat mai sus. Pentru a introduce diacriticele se poate folosi setarea
tastaturii in limba romana. O alta varianta este prin fila Insert, Symbols, optiunea More
Symbols... Daca se foloseste in mod curent aceasta varianta este mai facila introducerea
simbolurilor prin apasarea unei combinatii de taste. Pentru definirea combinatiei de taste, se apasa
butonul Shortcut Key... din fereastra Symbols. Se pozitioneaza cursorul in zona Press New
Shortcut Key si se apasa combinatia de taste dorita, dupa care butonul Assign. Din acest moment,
la fiecare apasare a combinatiei de taste, simbolul corespunzator se va insera in cadrul textului.

5. Dupa al doilea paragraf, pentru trecerea la pagina urmatoare, se va folosi optiunea Page
Break din grupul Pages, fila Insert.

Exercitiul 2. Sa se stabileasca dimensiunea hdrtiei A4. Sa se modifice setarile paginii
astfel incdt marginile de sus si oS sd fie de 3 cm, la stdnga - 2,5 cm, iar la dreapta - 2 cm.
Rezolvare:
Fila Layout, clic pe butonul grupului Page Setup.
Se selecteaza fila Paper.
Se selecteaza dimensiunea paginii A4 din zona Paper Size.
Se selecteaza fila Margins.
Se seteaza marginile paginii: Top (3 cm), Botom (3 cm), Left (2,5 cm), Right (2 cm).
. Se actioneazd OK
Observatie: Unitatile de masurd implicit sunt Inches: 1 inch (tol) =2,54 cm. Pentru a stabili
dimensiunile in cm, se adauga sintagma cm dupa valorile numerice.

o U E W

Exercitiul 3. S se modifice orientarea paginii in document incepind cu a doua pagind.
Rezolvare:

Se pozitioneaza cursorul la inceputul celei de-a doua pagini.

in fila Page Layout se actioneaza butonul de grup Page Setup.

Se selecteaza fila Margins.

Se selecteaza butonul Landscape pentru orientarea paginii din zona Orienatation.
Din lista derulanta Apply to: se selecteaza optiunea This point forward.

Se actioneaza OK.

ouhswhE

Exercitiul 4. Salvati fisierul deschis cu numele Lucrarea N1. Inchidefi fisierul. Deschideti
fisierul.

Rezolvare:

1. Save (CTRL+S).

2. Close (ALT+F4).

3. Open (CTRL+O).

Observatie: In cazul dispozitivelor mobile sau in cazul versiunii Office 365, salvarea
documentului se poate face si in Cloud. Fisierele sunt salvate online la OneDrive.com sau in
folderul OneDrive de pe computer. Stocarea fisierelor in folderul OneDrive va permite sa lucrati
offline, iar modificarile sunt sincronizate atunci cand va reconectati la Internet.



Exercitiul 5. Sa se copieze primul paragraf de la Exercitiul 1 in cadrul aceleasi pagini, la
sfarsit.

Rezolvare:

1. Se selecteaza paragraful ce urmeaza a fi copiat.

2. Fila Home, Copy (CTRL+C).

3. Se pozitioneaza cursorul la sfarsitul documentului acolo unde urmeaza a fi plasat textul.

4. Fila Home, Paste sau CTRL+V.

Exercitiul 6. Supradimensionati primul caracter al paragrafului al doilea astfel ca acesta
sd se intindda pe 2 randuri (Drop Cap, Fontul: Monotype Corsiva, numadrul de linii peste care sa
se intinda caracterul: 2, distanta dintre prima litera si text: 0,3 cm).

Rezolvare:

1. Se pozitioneaza cursorul in paragraful respectiv, pentru a supradimensiona primul
caracter al paragrafului sau se selecteaza caracterele care urmeaza a fi supradimensionate.

2. Se acceseaza din fila Insert optiunea Drop Cap si se alege optiunea Drop Cap Options.

3. Se alege pozitia literei din zona Position.

4. Din lista Font se selecteaza fontul cu care trebuie sa fie scrisa litera (Monotype Corsiva).

5. In caseta Lines to Drop se selecteaza numirul de linii peste care trebuie si se intinda
prima litera (se va indica: 2).

6. In caseta Distance from Text se indic distanta intre litera si text (se va indica: 0,3 cm).

Exercitiul 7. Sa se deschida fisierul Lucrarea N1. Sa se imparta textul primului paragraf
in trei coloane egale, cu linie de demarcatie (despdrtitoare) intre coloane.

Rezolvare:

1. Se selecteaza paragraful,

2. Fila Page Layout, comanda Columns, varianta More Columns, optiunea Three;

3. Se bifeaza optiunea Line betweens.

Rezultatul va fi:
Mitigating dimate

power plants, factories, everything we do —

change means reducing
the flow of bheat-
trapping greenhouse

gases into the
atmosphere. This
irvolves cutting

greenhouse gases from
main sources such as

cars, and farms. Forests,
oceans, and soil also
absorb and store these
gases, and are an
important part of the
solution. Reducing and
avoiding our emissions
requires us to reshape

from how we power our
economy and grow our
food, to how we trave
and live, and the
products we consume
it s a problem
felt locally and globally.

Exercitiu 8. Sa se vizualizeze documentul deschis folosind modurile: Schita (Outline),
Web Layout, modul de aranjare in Pagina (Print Layout) si afisarea pe tot ecranul (Full screen
Reading).

Rezolvare:

Descrieti algoritmul de rezolvare.

Exercitiul 9. Sa se vizualizeze documentul folosind modul Print Preview (vizualizarea
document inainte de imprimare).



Rezolvare:
Descrieti algoritmul de rezolvare.

Exercitiul 10. Sd se selecteze cuvdntul ,,Moldova” din textul primului paragraf (Exercitiul
1) si sa se schimbe formatul caracterelor astfel incdt: primul sa fie formatat folosind fontul
Arial, Italic, de dimensiune 10, culoare rosie; sa se seteze spatiul dintre caractere la doua
puncte.

Rezolvare:

Descrieti algoritmul de rezolvare.

Exercitiul 11. Sa se introducd intru-un document nou, pe pagini diferite, cele doua texte
aflate mai jos si notate ca Text1 si respectiv Text2. Sa se stabileascd (pentru editarea unei carfi)
dimensiunile paginilor de tip A5, precum si urmadtorii parametri: marginea din stinga sa fie de
3,2 cm, marginea din dreapta — 4 cm, marginile de sus si de jos - 2,54 cm.

Text1

Trebule sa le oferiti angajatilor cu contracte pe perioada determinata aceleasi conditii de angajare ca si
personalului permanent, inclusiv in ceea ce priveste remunerarea, concediul, termenele de preaviz si alte
drepturi si prestatii legate de incadrarea lor in munca. in calitate de angajator, trebuie s3 ii informati pe
angajatii cu contracte pe durat3 determinata daca apar postun permanente vacante.

Text2

In the past decades, the EU took firm action against dimate change, resulting in a more than 31% drop in
EU emissions in 2022 compared with 1950 levels, This is mainly a result of a growing use of renewable
energy and decreased use of carbon-intensive fossil fuels. Improvements inenergy efficiency and
structural changes in the economy also contributed to meeting these goals.

Rezolvare:
Descrieti algoritmul de rezolvare.

Exercitiul 12. Sa se modifice textul paragrafului al doilea astfel incdt sa coincida cu textul
urmdtor:

=thepast desases, the EU took firm acton against dimate changs, resulting in 2 more than a drop in
EU emissions in 2022 comparad with 1990 levels. This is mainly 3 result of a growing use of renewable
energy and decreased use of carbon-intensive fossi fuels. Improvements in energy efficiency and
structural changes in the economy alsc contributed to meeting these goals.

Rezolvare:
Descrieti algoritmul de rezolvare.

Exercitiul 13. Sa se editeze un document care sa@ contind in antet datele unei firme
(denumirea firmei, adresa, numdrul de inregistrare la registru comertului, codul fiscal (unic de
inregistrare), contul bancar, telefonul, faxul, emailul), iar in subsolul paginii si apara adresa
de internet a firmei respective dupd formatul Www.paginiaurii.md.

Rezolvare:

1. Fila Insert, optiunea Header pentru editarea antetului respectiv, Footer pentru editarea
subsolului sau dublu clic in antetul/subsolul paginii.

2. Se vor folosi comenzile Edit Header pentru editarea antetului, respectiv Edit Footer
pentru editarea subsolului.



http://www.paginiaurii.md/

3. In antet se introduce denumirea firmei, adresa, numdrul de inregistrare la registru
comertului, codul fiscal (unic de inregistrare), contul bancar, telefonul, faxul, emailul.
4. In subsol se insereaza adresa de internet a firmei respective.

Exercitiul 14. Sa se creeze doud liste asa cum este prezentat in imaginea de mai jos:

Cursurile obligatorn din anul |, semestrul | sunt:
I. Macroeconomia, }
II. Tehnologi Aplicatiilor Office,
III, Dreptul afacerilor,
IV.Limba strdina.
Cursurile optionale disponibile in anul I, semestrul I sunt
» Teona economica,
» Matematica,
» Etica in afacen,
7> Psihologia.

Rezolvare:
Descrieti algoritmul de rezolvare.

Exercitiul 15. Sa se salveze o imagine de pe Internet. Luati textul Textl de mai sus §i
inserati imaginea salvata anterior in mijlocul textului, astfel incdt textul sa inconjoare
imaginea.

frebuie s3 le oferiti angajatilor cu contracte pe perioada determinata aceleasi conditii de angajare ca si

5

sersonalului permanent, inclusiv in ceea
ermenele de preaviz si alte drepturi si
nunca. In calitate de angajator, trebuie s3
juratd determinatd dacad apar posturi

ce priveste remunerarea, concediul,
' prestatii legate de incadrarea lor in
#! ii informati pe angajatii cu contracte pe
permanente vacante,

Rezolvare:
Descrieti algoritmul de rezolvare.

Exercitiul 16. Sa se editeze un tabel care sa respecte structura tabelului de la sfirsitul
enuntului exercitiului. Sa se introduca date in cdmpurile tabelului (denumire produs, pret,
cantitate), iar apoi sa se efectueze calculele in cadrul tabelului pentru a obtine valoarea stocului
pentru fiecare produs, precum si valoarea totala a stocului.

Nr.crt Denumire produs Pret Cantitate| Valoare
1|Frigider 10000 2
2|Masina de spalat 6000 2 ‘
3|Calculator 18000 3
4|Aspirator 5500 4
5|Masina de spalat vase 8000 5
6|Congelator 5000 2
TOTAL

Rezolvare:

10



Descrieti algoritmul de rezolvare

Exercitiul 17. Creati un stil cu urmatoarele caracteristici:
- Numele Stilului: Stil_NumeStudent;
- Formatare:
- Typeface: Impact, dimensiune caratere: 14;
- Bold, Italic, Underline;
- culoarea caracterelor: rosu;
- Aliniere: din partea dreapta;
- Distanta intre randuri: 1.5
Rezolvare:
1. In fila Home se executi un clic pe butonul grupului Styles.

A . .o . - ‘J
2. In lista deschisa se actioneaza butonul New Style 4]

3. In caseta de dialog deschisa se indica toate caracteristicile necesare si se confirma cu prin
actionarea butonului OK:

Create New Style from Formatting ? X
Properties
Hame: MumeStudent
Style type: Paragraph ~
Style based on: T Normal ~
Style for following paragraph: T NumeStudent ~
Formatting

Times New Romar|~ | (14 |«|[ B | T |U | NG -

= |[=| = +
= — +

Il
i
I}

litl
1}

*
!

1. Se efectuenzd modificirile cerute s se confirmd cu butonul QK

After: O pt

Tab stops: 1,5 cm, Left, Numbered = Level: 1 + Numbering Style: 1, 2, 3, ... = Startat: 1 =
Alignment: Left + Aligned at: 0,63 cm + Indent at: 1,27 cm, Style: Show in the Styles gallery

Based on: Mormal

Add to the Styles gallery |:| Automatically update
@ Only in this document O New documents based on this template

Exercitiul 18. Sa se introduca citeva note de subsol si note de final.

Rezolvare:

1. Se pozitioneaza cursorul in locul in care se doreste introducerea marcajului de referinta a
notei de subsol sau de final.

2. In fila References se actioneazi butonul grupului Footnotes sau se actioneazi butonul
Insert Footnote, pentru a insera notd de subsol sau Insert Endnote pentru a insera nota de final
din grupul Footnotes din fila References.

3. In cazul in care sa actionat butonul Footnotes&Ednotes in fereastra care se deschide ca
rezultat se va indica tipul de nota (Footnote — nota de subsol, Endnote — nota de final), forma notei
de subsol si formatul acesteia.

Notele de subsol si notele de final sunt utilizate pentru a indica informatii explicative. Notele
de subsol se vor regasi in subsolul paginii (footer) iar notele de final vor fi plasate la sfarsitul unei
sectiuni sau la sfarsitul documentului (end).
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4. In dreptul marcajului de referinta se indici referinta propriu zisa, de obicei: autorul cartii,
editura, data publicarii, numarul paginii etc. (de exemplu: Obada V., ed. Litera, 2024, pg. 345).

Exercitiul 19. Sd se genereze automat cuprinsul documentului.

Rezolvare:

1. Continuati in documentul creat anterior, pozitionati cursorul in primul rand al
documentului si introduceti titlul: Conditii contract.

2. Selectati aceasta denumire si 1i atribuiti stilul Headind 1 din fila Home, grupul Styles:

Normal No Spacing

3. Introduceti subtitlul Confidentialitate contract.

4. Selectati randul cu subtitlul Confidentialitate contract si atribuiti-i stilul Heading 2 din
fila Home, grupul Styles.

5. Introduceti subtitlu Atributii angajare.

6. Selectati randul cu subtitlul A#ributii angajare si atribuiti-i stilul Heading 3 din fila
Home, grupul Styles.

7. Pentru a genera cuprinsul documentului in mod automat pozitionati cursorul acolo unde
este necesar de a insera cuprinsul, in fila References selectati optiunea Table of Contents, si
alegeti din lista deschisa stilul de cuprins pe care doriti sa-1 generati.

1 Add Te

Budt- in

ree

-t

Cuprinsul se va genera automat in document in functie de stilurile Headings aplicate
titlurilor. Astfel, textul carui i s-a atribuit stilul Heading 1 este considerat nume de capitol, textul
carui 1 s-a atribuit stilul Heading 2 este considerat nume de subcapitol, s.a.m.d.:

Observatie. daca pozitionati cursorul in zona cuprinsului generat, se va observa butonul
Update Table care se afla deasupra chenarului, acesta are rolul de actualizare a cuprinsului
generat in cazul in care structura documentului a fost modificata.

Exercitiul 20. Folosind tabelul rezultat la Exercitiu 16 sa se sorteze datele tabelului, in
ordinea descrescatoare a produselor vindute.
Rezolvare:
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Descrieti algoritmul de rezolvare.

Exercitiul 21. Este necesar sa se redacteze cdte o scrisoare pentru fiecare dintre angajatii
unei anumite firme, prin care li se comunica despre majorarea salariilor cu 30%. Datele privind
angajatii vor fi salvate intru-un tabel Excel.

Rezolvare:

Pentru a crea scrisorile respective vom crea si salva lista angajatilor intr-un fisier Excel si
vom crea un document tipizat Word.

1. Creati tabelul cu datele necesare in Excel.

Data )
Nume Prenume . Orasul Salariu
nasterii
Andoni |Nicolai 28.07.1993|Chisinau 10500
Frunze Mihai 19.07.1999|Balti 18000
Pelin Gheorghe 09.11.1991|Cahul 5500
Varlan Tudor 05.09.1991|8alti 8000
Aghafita [Viad 03.07.1993|Cahul 5000

Cociug Maria 09.10.1996|Chisinau 2000

2. Salvati si inchideti fisierul.
3. Creati documentul tipizat Word, care va contine urmatorul text:

Stimate domn, stimata doamna ....
Locul nasterii ... la data de....
Va informém cé salariul Dvs. de ... a fost majorat cu 30%,

Cu respect,
Sef Resurse Umane

Data... Semnartura

4. Actionati butonul Select Recipients din fila Mailings.

IR

- Type New List... - introducerea unei liste noi cu destlnatari;

- Use Existing List... - utilizarea unei liste existente;

- Select from Outlook Contacts — selectarea destinatarilor din contactele din Outlook.
Utilizati optiunea Use Existing List;

In fereastra Select Data Source selectati fisierul sursa Excel si actionati butonul Open.
In fereastra Select Table selectati foaia de calcul din fisierul Excel care contine datele.
Actionati butonul Finish & Merge, optiunea Edit Individual Documents.

. In cazul exemplului dat, se va selecta All, pentru crearea tuturor documentelor.

10 Navigati prin document, folosind Navigation Pane din fila View.

©P°NF“S”

Exercitiul 22. Inserafi intr-un document nou cu numele Schema unui proces,
urmadtoarea figurd:
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Schema unui proces este:

Circumstante

{regim temporal)

|

Informatu Decine Decizie

=
X3 —hk ,)—b pcre]w:rai‘e —» Decizie | confirmati -» acceptata

Evaluare

Martor

(continut) T ) -
conumicare Dreptul francez
Dyeptul anglo-american
Probe

(intensitate, credibilitate))

Rezolvare:
Descrieti algoritmul de rezolvare.

Exercitiul 23. Transformati urmdatorul tabel in text:

Nume Data nasterii Orasul Tara Functia
Andrew Jones | 13 apr 1976 London U.K. Procuror
John Popescu | 21 dec 1975 Chisinau R. Moldova | Secretar

Rezolvare:

Descrieti algoritmul de rezolvare.

Exercitiul 24. Deschideti simultan mai multe ferestre pentru unul si acelasi document.
Rezolvare:
Descrieti algoritmul de rezolvare.

Exercitiul 25. Deschideti simultan mai multe ferestre pentru mai multe documente.
Rezolvare:
Descrieti algoritmul de rezolvare.

Exercitiul 26. Creati un articol la o tema libera care sd contind 3 pagini utilizati diferite
elemente de formatare si inserati diferite obiecte (stil propriu nou creat, formatare diferiti de
cea implicita: typeface, marime caractere, culoare pentru caractere, distante, filigran text sau
imagine, antet sau subsol, numerotare pagini, note de subsol si note de final, etc., la sfirsit
adaugati sursa bibliografica).

Rezolvare:

Utilizarea instrumentelor Citations & Bibliography pentru adaugarea sursei
bibliografice.

Bibliografia reprezinta o lista de surse, articole, carti, site-uri Web (indicand de exemplu
autorul, titlul, editura, anul aparitiei unor publicatii etc.) care au fost consultate si citate la crearea
unui document.

Bibliografia isi regaseste utilizare in cadrul referatelor, articolelor, tezelor de an, tezelor de
licenta etc., recomandandu-se amplasarea ei la sfarsitul documentului. Fiecare fraza, paragraf,
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formula sau grafic preluate de la alti autori trebuie sa fie citate corespunzator prin amplasarea unei
referinte scurte imediat 1anga acestea, care face trimitere la sursa bibliografica.

La crearea surselor bibliografice In Word, acestea sunt stocate intr-o lista salvata intr-un
fisier separat, astfel incat sursele respective pot fi citate si in alte documente.

Algoritmul de generare a unei bibliografii

1. Alegerea stilului bibliografiei — acesta se selecteaza lista derulanta Style, grupul
Citations & Bibliography, fila References:

4 T‘El Manage Sources Insert Table of Figures
Ir'|;-&|;r/tr rL;SmE: @ N Insert
Citation v [T] Biblio APA = ce
Citations & Biblig ~*th Edition
:F_-E-l-3-|-4-|c.hicago » 111
Sixteenth Edition
GB7714

NG
LU

GOST - Name Sort

2003

GOST - Title Sort

2003

Harvard - Anglia

2002

IEEE

YNNE
]

IS0 690 - First Element and Date

Stilul selectat va depinde de scopul documentului si de cerintele specifice care trebuie urmate
(de obicei pentru articole, manuale, teze de an sau licenta exista cerinte specifice in acest sens care
trebuie urmate). In general, organizatiile profesionale cum sunt APA (American Psichological
Association), MLA (Modern Language Association) pentru stiintele socio-umane, sau IEEE
(Institute of Electrical and Electronics Engineers) pentru stiintele exacte, s.a. definesc stiluri
proprii standardizate pentru referinte si bibliografie. De exemplu stilul Chicago (conform
manualului ,,Chicago Manual of Style”) este utilizat in general in publicistica.

2. Adaugarea unei referinte si a unei surse bibliografice la un document.

Pentru adaugarea unei referinte (citari) catre o sursa bibliografica in cadrul textului, se
pozitioneaza cursorul in text unde urmeaza a fi adaugata referinta si se actioneaza butonul Insert
Citation a grupul Citations & Bibliography din fila References:

TIE Manage Sources

Insert |_4|Ill;51:j,fle: Chicage ~

Citation > | [T] Bibliography ~

-'I__lj Add Mew Source...

B
w o Add New Placeholder... .

Add New Source — va deschide caseta de dialog Create Source in care se vor introduce
datele despre sursa care urmeaza a fi citata,

Add New Placeholder — va deschide caseta de dialog Placeholder Name utilizata pentru
adaugarea unui substituent (placeholder) si crearea referintei in text. in acest caz completarea
informatiilor din sursa bibliografica se va face ulterior in caseta de administrare Source Manager.
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La selectarea optiunii Add New Source se deschide caseta de dialog Create Source cu
campurile referitoare la sursa bibliograficd care urmeaza a fi introdusa (de exemplu, numele
autorului, titlul sursei, anul publicarii, editura etc). Aceste campuri trebuie completate corect,
deoarece Word utilizeaza datele introduse in ele pentru a adauga atat referinta In text cat si pentru
generarea bibliografiei sub forma de lista la finalul documentului:

Create Source ? >

Type of Source | Book v Language | Default ~
Bibliography Fields for Chicago
Author |Sfetcu, Micolae Edit
|:| Corporate Author

Title |Intelegenta artificiald in serviciile de securitate

Year 2023

City |Bucuresti

Publisher |Editura Academiei F!bmﬁne

|:| Show All Bibliography Fields
Tag name Example: Adventure Works Press

Din lista derulanta Type of Source, se selecteaza tipul specific pentru sursa bibliografica
(carte, articol in revista, site web, volum de referinta etc.), campurile casetei Create Source
modificandu-se de fiecare data conform acestui tip ales. La pozitionarea cursorului intr-unul din
campuri, Word afiseaza in partea de jos a casetei exemplu de introducere a datelor in campul
respectiv.

in coltul stanga jos a casetei Create a Source, Word genereazi automat o eticheta Tag Name
pentru fiecare sursa bibliografica, in baza informatiilor legate de sursa, cum sunt numele autorului
prescurtat si anul publicarii (in exemplul din imagina de mai sus acesta este Sfe23). Aceste etichete
au rolul de a usura lucrul cu sursele bibliografice, facilitaind ordonarea si cautarea lor. Numele
acestor etichete pot fi schimbate.

Dupa completarea campurilor cu date se actioneaza butonul OK ceea ce determind atat
adaugarea referintei in text cat si in galeria de citdri, ca o lista de surse bibliografice nou creata in
lista butonului Insert Citation. In dependenti de stilul ales, referinta din text poate avea unul din
aspectele:

- (Sfetcu, 2023) - conform stilului APA,

- (Sfetcu 2023) - conform stilului Chicago:

- [2] (sau alt numar in functie de pozitia in lista) - conform stilului IEEE.

3. Generarea bibliografiei

Dupa adaugarea surselor bibliografice si referintelor in text, se poate insera bibliografia
pentru a oferi cititorilor informatii detaliate despre toate sursele citate in text.

Pentru a genera automat bibliografia in baza surselor adaugate anterior se va alege una din
optiunile butonului Bibliography (lista Built-in) din grupul Citations&Bibliography, fila
References:

¢ Bibliography, References sau Works cited — pentru generarea unei liste biblografice cu
un anumit titlu;

e Insert Biblioraphy — pentru generarea unei liste bibliografice fara titlu. In acest caz titlul
poate fi scris manual, de exemplu “Bibliografie” sau “Referinte” etc.
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e Save Selection to Bibliography Gallery — care determina afisarea casetei de dialog
Create New Building Block, folosita cand bibliografia se va formata manual si se va salva
modelul in lista Built-in pentru utilizare viitoare.

Actualizarea referintelor si a bibliografiei

Pentru actualizarea unei referinte bibliografice se efectueaza un clic pe aceasta, determinand
aparitia unei rame de control in jurul acesteia. La selectarea sagetii Citations Options din partea
dreapta a ramei, apare un meniu derulant cu urmatoarele optiuni:

e Edit Citation — determina aparitia casetei de dialog Edit Citation unde se pot adauga
pagini, dar si ascunde informatii referitoare la autor, an si titlu (strict legatd de aceasta referinta si
care nu afecteaza sursa bibliografica);

e Edit Source — determina aparitia casetei de dialog Edit Source pentru modificarea sursei
bibliografice (asemanator ca Sourse Manager);

e Convert citation to static text — pentru convertirea referintei in format text, recomandata
la salvarea documentului in alt format decat .docx. Dupa aceasta operatie Word nu mai poate folosi
referinta respectiva la generarea bibliografiei;

e Update Citations and Bibliography — determina actualizarea automata a referintelor si
a bibliografiei.

Actualizarea bibliografiei

e Clic pe bibliografie (trebuie sa apara o rama in jurul ei);

e Butonul Update Citations and Bibliography — pentru actualizarea automata a
bibliografiei;

e Butonul Bibliografies — care afiseaza lista de optiuni Built-in, asemanatoare cu cea de la
p.3 (optiunile Bibliography, References sau Works cited), dar cu optiuni suplimentare legate de
conversia bibliografiei in text (Convert bibliography to static text) si filtrarea bibliografiei in
functie de limbile instalate (Filter Languages).

Observatie: Optiuni asemanatoare de editare §i actualizare a referintelor si bibliografiei se
regasesc si in cadrul meniului contextual la clic dreapta pe acestea.

Exercitiul 27. Salvati fisierul cu numele: Nume Prenume Grupa XXX

Studiul individual:

1. Sa se rezolve toate exercitiile din lucrare.

2. Intr-un fisier Word, sa se scrie raspunsul la toate exercitiile in care se cere descrierea
rezolvarii. Daca este necesar se vor adauga screenshot-uri.

3. Expediati profesorului fisierul cu toate sarcinile rezolvate si algoritmii de rezolvare.

Data limita pentru expedierea lucrului individual: cu o saptdmana inainte de primul test.
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Test Word

1. Introduceti textul: “Cresterea considerabild in dinamica a salariului mediu lunar al unui
lucrator pe fonul scaderii lui reale este legata de majorare a fondului de retribuire §i reducerea
numarului scriptic al salariatilor fata de anul 1995 cu 43 oameni. Cresterea considerabila in
dinamica a salariului mediu lunar al unui lucrator pe fonul scaderii lui reale este legata de
majorarea fondului de retribuire si reducerea numarului scriptic al salariatilor fata de anul 1995
cu 43 oameni”.

2. Faceti doua copii ale textului:

3. Formatati primul paragraf (prima copie): Monotype Corsiva, dimensiunea: 13,5; distanta
pana la paragraf: 0,1 cm; distanta dupd paragraf: 0,2 cm; spatiul dintre randuri: 2,4 cm; suspendat
la 2,5 cm, indentarea la stanga: 1cm la dreapta: 1,5 cm.

4. A doua copie formatati-o ca in imagine si inserati obiectele respective:

regterea considerabild in dinamica a salariului mediu lunar al unui lucrator pe fonul scaderii lui reale

este legatd de majorare.l': a fonduy % ::,gi re ,Uesaa nurlnémlui scriptic al salariatilor fata de anul

1995 cu 43 pameni. coam Y L i in dinamicd a
Cresterea

salariului Jﬂ mediu lunar al unui lucrator pe fonul scaderii lui reale este legatd de majorarea fondului

de refribuire si reducerea numarului scriptic al salariatilor fata de J4 anul 1995 cu 43 oameni.

T Y T TP

l

5. Introduceti textul de mai jos si convertiti-1 in tabel:
Name; Birth date; City; Country; Function;
Andrew Jones; 13 Apr. 1976; London; U.K; manager
John Popescu; 17 lan. 2010; Kiev; Ukraine; Team leader

6. Setati parametrii paginii: stanga: 2,5 c¢cm; sus: 3,0 cm; jos: 2 cm; dreapta: 1 cm;
copertarea: 1,2 cm; antet si subsol: 2,5¢cm;
7. Creati un filigran, folosind o imagine;
N 2 2
8. Inserati ecuatia: S = ZEi c+dp
i=1 1
9. Adaugati:
e chenar la toate paginile din document exceptand prima pagina;
e antet, care va contine data si ora;
e subsol, care va include: ASEM, Numele, Prenumele studentului, grupa academica;
e paginati documentul: dreapta sus, incepand cu numarul de pagina 123 (prima pagind nu
va fi numerotata).
10. Creati cuprins cu 3 niveluri.
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Lucrare de laborator Nr. 5 (4 ore). Procesorul tabelar MS Excel

Obiective: Familiarizarea cu notiunile de baza:

Sarcini:
1.
2.

3.

Concepte: registre, foi de calcul, celule, domenii de celule, rand, coloana;
Operatii: copierea, deplasarea, inserarea, eliminarea si redenumirea,
Tipuri de date;

Serii de date;

Validarea datelor;

Referinte. Tipuri de referinte.

Pe discul de lucru creati o mapa si redenumiti-o in ,,Numele Prenumele” dumneavoastra.
Lansati procesorul tabelar MS Excel.
In foaia de calcul Sheetl, in coloana A, in celule diferite introduceti urmatoarele date:

25; 138,12; 138.12; TRUE; 01/09/2016; Facultatea Finante; =A1+A2; =A1+A3. Observati cum
sunt aliniate datele in celule. Explicati care este cauza alinierii diferite.
4.

©CoNo O

Redenumiti foaia de calcul in ,, Tipuri de date”.

Salvati fisierul cu numele ,,Laborator Nr5” in mapa recent creati. Inchideti fisierul.
Deschideti fisierul ,,Laborator Nr5”.

Copiati informatia din coloana A in coloanele C si E ale foii de calcul ,, Tipuri de date”.
Salvati fisierul.
In foaia de calcul Sheet2 inserati:

o progresie aritmetica cu primul termen 7 si ratia 3, ultimul termen 100;

o serie de date de tip text urmatd de un numar (de exemplu Grupa 1; Grupa 2; Grupa

serii de date calendaristice, incepand cu data curenta (CTRL+;);
o progresie geometrica cu primul termen 1, ratia 2 si ultimul termen nu va depasi 200;
o lista predefinitd cu numele studentilor din grupa. Inserati elementele listei predefinite

in diferite coloane incepand de fiecare data cu diferite elemente ale listei (fiecare serie trebuie sa
contind 15 elemente).

10. Redenumiti foaia Sheet2 in ,,Serii de Date”.

11. Faceti o copie a foii de calcul ,, Tipuri de date” inaintea foii Sheet3.

12. Deplasati foaia de calcul ,,Serii de Date” la sfarsit.

13. Utilizand completarea automata a celulelor (serii de date), creati in foia de calcul Sheet3
urmatorul tabel:

A B C D E

0 s || s | v |
2 1|Productl 02.01.2024| 02.01.2024( 02.01.2024
3 2|Product2 03.01.2024| 02.02.2024| 02.01.2025
4 3| Product3 04.01.2024| 02.03.2024| 02.01.2026
5 4({Productd 05.01.2024| 02.04.2024| 02.01.2027
6 5|Product5 08.01.2024| 02.05.2024| 02.01.2028
7 6|Producte 09.01.2024| 02.06.2024| 02.01.2029
8 7|Product? 10.01.2024| 02.07.2024( 02.01.2030
9 8|Products 11.01.2024| 02.08.2024| 02.01.2031
10 9| Products 12.01.2024| 02.09.2024| 02.01.2032
11| f 10|Produgtlo 15.01.2024| 02.10.2024| 02.01.2033
12
13 I
17 Y

:ﬁ;:re Seii . Serii Data/Ora
16 alfanumerice
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14. Adaugati cateva comenzi in bara de instrumente de acces rapid Quick Access

Toolbar.

15. In Panglici creati o fili noud cu grupuri si adaugati in aceasta citeva comenzi.
16. Intr-o alta foaie de calcul, utilizati validarea datelor conform criteriilor de validare a

datelor indicate in caseta de text din imagine:

A B C D E F G H | ) K
Data Data - Numar
incepat | Cod | sfarsit p"’""’* Suma, ke | implimentan Validarwa datelor:
1 | prosct sy i Joc aitats 1. Dupa valori numerice;
2 [20032023| 8488 Ocrobrea sanatati| 12 000 2 2. Dupa date calendaristice;
1 13062023| 6781 ifrastiuctura 20.000 ] 3. Dups o lista;
4 05032023] 5191 Asisterta sociala 1.000 6 4. Dupa lungima textulul;
5 07122023| 2119 Irreatamant 1,600 [ 5. Validarea personalizata.
6 15102023 3881 Agnculura a 000 10
7 22102023 3748 Horlictuea 1.000 16
B 15102023] 8486 | [Agrcutua | 12000 | 5_| [Sh
9 3681 _ Protectia medais | 12 000 8 1. Suma, lei <25000 « numere
10 03112023] 2119 | Ordine publica 1600 | 7 2. Data sfarsit proiect> Data inceput proiect{data: >A2)
11 2107.2023] 5191 rreatamant 1.000 B 3. Lungime codului 4 - text
12 2003.2023| 8488 Agricutura 22.000 7| A4 Proiects investitionale=>Lista proiectelor - folositi o
13 09 23 8455 Horticuttura 12.000 8 lista
14 Transport pubic 8,000 1 S. Total suma lei <=150000 - Personalizata
15 Protectia mecduis 1.500 18 =sum(S$E52:5€519}<=150000 or $E519<=150000
E rvasmant 1.000 7
i )| 228 Irérastructura 2.500 18
18 16082023 | 9260 Asistorta sociala 1,500 5

17. Formatati tabelul asa ca Tn imaginea de mai SUS.

18. Redenumiti foaia de calcul in ,,Validare”.

19. Creati o copie a foii ,,Validare” si redenumiti-o in ,,Referinte relative”.

20. Adaugati urmatoarele coloane la tabelul existent si efectuati calculele necesare:

G H

Adaos
pentru 1
proiect

Total Sum,
lei

|
Adaos
pentru
toate
proiectele

]
Valoarea
investitiei
cu adaos

K L M

Excercise:

8%

Calculati suma
totald pentru toate

8%

proiectele.

1%

10%

17%

20%

15%

3%

8%

8%

1%

10%

17%

20%

15%

Total:

21. Faceti o copie a foii de calcul ,,Referinte relative” si redenumiti-o in ,,Referinte

absolute”.
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22. Adaugati urmatoarele informatii suplimentare in tabelul copiat:

K. L Y| M O P Q
Total er
. . Exercitiu
Investitn |

Calculati suma totald a tuturor proiectelor,
folosind Aaos pentru toate proiectele (12%), iar
cursul de schimb euro este dat Tn ziua curenta

Euro

Adaos AP, % 12%
Curs Euro, lei.

23. Creati un nou registru in mapa Dvs.

24. Salvati registrul cu numele ,,Lucru individual”.

25. In foaia de calcul Sheetl, creati un tabel cu urmatoarele coloane: Nr., Nume, Prenume,
Tara, Pret pe zi, Data sosirii, Data plecarii, Numar de turisti.

26. Utilizati validarea datelor pentru coloanele ,,Tara” si pentru ,,Data plecarii”.

27. Formatati tabelul, folosind comenzile din grupurile: Font, Alignment si Number, fila
Home.

28. Redenumiti foaia de calcul in ,,Vacanta de lux”.

29. Introduceti 10 inregistrari in tabel.

30. Inserati coloana ,,Durata vacantei” si efectuati calculele necesare.

31. Inserati o coloand nouad inainte de ,,Numair de turisti” si numiti-o “Copii pana la 12
ani” in care adaugati date.

32. Folosind formule, calculati ,,Pretul pachetului turistic”. ,,Pretul pachetului turistic”
se calculeaza luand in considerare ca pentru fiecare copil sub 12 ani se acorda reducere de 30%.

33. Salvati fisierele si parasiti aplicatia MS Excel.
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Lucrare de laborator Nr. 6 (6 ore).
Efectuarea calculelor. Utilizarea functiilor de agregare si conditionale.

Obiective:
o Familiarizarea cu cele mai utilizate functii de agregare si conditionale Count, Countif,
Sum, Sumif, Averageif;
e Utilizarea in calcule a functiilor logice If, And si Or;
e Eliminarea dublurilor;
o Lucrul cu functiile din categoria cautarii informatiilor si consolidarii datelor din 2 tabele,
functia Vlookup.

Sarcini:

1. Deschideti registrul de lucru ,,Laborator Nr5”.

2. Folosind comanda Move or Copy, copiati foaia de calcul ,,Referinte relative” intr-un
registru nou.

3. Redenumiti registrul nou in ,,Laborator Nr6”.

4. Creati doud copii a foii de calcul curente si redenumiti-le respectiv in ,,Functii Stat” si
»Functii logice”.

5. In foaia de calcul ,,Functii Stat” adiugati urmitoarele date si utilizand functiile COUNT,
COUNTIF, SUM, SUMIF, AVERAGEIF efectuati calculele in celulele respective din coloana

Rezolvare:
H |

Rezolvare

Suma totala, lei
Mumar inregistrari in BD:
Mumar proiecte in agricultura

Ordine publica
Protectia mediului
Invatamant

Mumar proiecte in dom. Ocrotirea sanatatii:
in valoare de:

Valoare medie investitie
Ordine publica
Protectia mediului
Invatamant

6. In foaia de calcul ,,Functii logice” adaugati 4 coloane si folosind functiile logice IF,
AND si OR efectuati calculele respective:
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proiectele din
Agricultura

Afisati

Afisati proiectele
din Agricultura si
Hoticultura

|
Afisati
proiectele din
Invatamant cu
suma totala
mai mare ca
20000

J
Calculati sumele
totale pentru
proiecte, reesind
din conditia
adaugarii
bonusului *

*Bonus: Daca numarul de implementari este <6, nu exista
bonus; daca acest numar este intre 6 si 11, bonusul este de
7% din suma totala; dacd humarul de implementari este >11,
bonusul este de 10%

7. Faceti o copie a foii de calcul ,,Referinte relative” si redenumiti-o in ,,VIookup”.
8. Adaugati o foaie de calcul noua si copiati in aceasta coloana ,,Cod”.

9. Redenumiti foaia de calcul in ,,Nomenclator”.
10. Folosind comanda Remove Duplicates, fila Date, eliminati dublurile din coloana

»Cod”.

11. Adaugati coloana ,,Nume proiect”, completati-o cu o serie alfanumerica ca in imaginea
de mai jos in Tabel 2 si utilizati functia Randbetween pentru a completa coloana ,,Suma, lei” cu

date.
12. Copiati celulele din coloana ,,Suma, lei” si alipiti in aceleasi celule doar valorile
acestora.
TABEL 1
A o C D 3
Data inceput Proiecte Data sfarsit itz

oct Cod i o iect implimentan
1 e nvestition b Tocaliati TABEL 2
2 20032023 | 8486 |Ocrotirea sanatahi 30.10.2023 2
3 13062023 | 6781 |Infrastructura 14.01 2024 8 | A B C
4 10503.2023 ] 5191 |Asistenta sociala 06.10.2023 8 N
5 07122023 | 2119 _|Invatamant 00 07.2024 9 Cod Ume | Suma, lei
6 15102023 | 3881 |Agricutura 17.05 2024 10 || 1 proiect
7 22102023 | 3748 |Horticultura 24 05.2024 16 2 8486 Proiect1 | 12.000,00 L
8 15102023 | 8486 |Agncultura 17.05 2024 5 3 6781 Proiect? | 20.000.00 L
9 [31.072023 | 3881 |Protectia mediulul 02.03.2024 6
10 03112023 | 2119 |Ordine publica 05.06.2024 7 1| 4 5191 | Proiect3 | 11.500.00 L
11 [ 21.07.2023 | 5191 [invatamant 21.02.2024 6 5 2119 | Proiectd | 230000 L
12 20032023 | 8486 |Agricultura 21102023 7 6 3881 Proiects | 600000 L
13 00.062023 | 8485 |Horticultura 10.01.2024 6
14 23062023 | 3881 |Transport public 24.01 2024 16 || 7 3748 [ Proiect6 | 14.000.00 L
15 05112023 | 2119 |Protectia mediului 07.06.2024 19 8

w  Nomenclator  ViookupRom w. « commm———n < e NomenclatorROM

13. Inserati o coloana noua, ,,Nume proiect”, dupa coloana ,,Proiecte investitionale” si,
folosind functia VIookup, aduceti informatia din coloana cu acelasi nume din Tabel 2 cu datele

corespunzatoare codului proiectului

14. 1n Tabel 1 adaugati coloana ,,Suma, lei” si, folosind aceeasi functie, efectuati calculele.
In rezultat se va obtine un tabel cu urmatoarele coloane:
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A B C D E F G

Data . Nu.mar
inceput | Cod | Proiecte investitionale Nu.rne b .sfasn '”"p"”."e”t Suma, lei
: prolect prolect ari

1 proiect localitati
2 1 29.03.2023| 8486 |Ocrotirea sanatatii Proiect1 |30.10.2023 2 12.000,00 L
3 13.06.2023| 6781 |Infrastructura Proiect? |14.01.2024 g 20.000,00 L
4 05.03.2023| 5191 |Asistenta sociala Proiect3 |06.10.2023 3] 11.500,00 L
5 07.12.2023] 2119 |Invatamant Proiectd |09.07.2024 g 2.300,00 L

15. Salvati registrul si inchideti-I.

16. Deschideti registrul ,,Lucru individual”.

17. Calculati:

a) De cate ori a fost aleasa destinatia Romdnia?

b) De cate ori a fost aleasa fiecare tara in parte ca destinatie turistica?

c) Cati turisti s-au odihnit in Italia?

d) Suma totald a pachetelor turistice cu destinatia Spania?

e) Suma totala pentru pachetele turistice pentru fiecare tara in parte?

f) Adaugati o coloana la sféarsitul tabelului in care calculati pretul final: dacd durata
vacantei este mai micd de 5 zile, nici o reducere; daca durata vacantei este intre 5 si 10 zile
reducerea este de 8%, daca durata vacantei este mai mare de 10 zile reducerea este de 15%.

g) Adaugati o coloana la sfarsitul tabelului in care vor fi afisate doar numele turistilor
care s-au odihnit cu copiii.

h) Adaugati o coloana la sfarsitul tabelului in care vor fi afisate doar numele turistilor a
caror durata de vacanta este de 7 sau 10 zile.

1) Adaugati o coloana la sfarsgitul tabelului in care vor fi afisate doar numele turistilor
care s-au odihnit 1n Italia si durata vacantei este mai mica de 7 zile.

J) Adaugati o coloana la sfarsitul tabelului in care vor fi afisate doar numele turistilor
care s-au odihnit mai putin de 12 zile si au platit mai mult decat media platita de catre turisti.

18. Creati o copie a foii de calcul ,,Vacanta de lux” si adaugati coloana ,,Nou Pret pe zi”
dupa coloana ,,Pret pe zi”.

19. Intr-o foaie de calcul noud, creati un tabel care contine lista tarilor cu valori unice (puteti
face o copie a coloanei respective existente cu eliminarea duplicatelor) si coloana ,,Nou Pret pe
zi”, generat de functia Randbetween.

20. Completati coloana ,,Nou Pret pe zi” cu date (functia Vlookup).

21. Salvati si inchideti registrul.
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Lucrare de laborator Nr. 7 (6 ore).
Efectuarea calculelor in MS Excel. Utilizarea functiilor pentru prelucrarea
datelor de tip text. Functii Date& Time.

Obiective:
e Aplicarea in procesarea datelor a functiilor din categoria Text: Left, Right, Find, Mid,
Len, Trim si altele;
e Aplicarea in procesarea datelor a functiilor din categoria Date&Time: Today, Day,

Month, Year, Date, Networkdays, Datedif si altele.

Sarcini:
1. Deschideti registrul ,,Laborator Nr6”.
2. Copiati intr-un registru nou foaia de calcul ,,VIookup”.
3. Redenumiti registrul nou in ,,Laborator Nr7”.
4. Stergeti si adaugati coloanele necesare pentru a obtine urmatorul tabel:

A B C D E F G
Data ) Cod,!:’_mlecte ) Cod - Proiecte Proiecte investitionale,
: ) ) . Nume investitionale si | L . ) :
inceput Cod Proiecte investitionale . . ' investitionale - si nume |nume proiuecte si Cod
. proivect  |nume proiect (Flash .
1 proiect Fill) proiect(&) (Concatenate)
2 129.03.2023( 8486 |Ocrotirea sanatatii Proiect1
3 13.06.2023 6781 |Infrastructura Proiect2
4 105032023 5191 |Asistenta sociala Proiect3
5 07122023 2119  |Invatamant Proiectd

5. Utilizati instrumentul Flash Fill si functia Concatenate (Concat sau &) pentru a
completa toate coloanele din imaginea de mai sus cu date.

6. Redenumiti foaia curenta de calcul in ,,Functii text”.

7. Adaugati o foaie de calcul noua si redenumiti-o in ,,Left_Right_Mid”.

8. Copiati in aceasta foaie de lucru coloana F si alipiti numai valorile.

9. Utilizati functiile Left, Right, Find, Mid, Len si Trim pentru a completa toate coloanele
(B-G) cu date:

A B C D E F G
1 Code,Proiecte investitionale si nume proiect Cod MNume proiect | Proiecte investitionale Prmecte(_lrr:-iu:-ls}tltlonale Len(D)| Len(E)
2 |B486 - Ocrotirea sanatatii - Proiectl 8486 Proiectl Ocrotirea sanatatii Ocrotirea sanatatii
3 |6781 - Infrastructura - Proiect2 6781 Proiect2 Infrastructura Infrastructura
4 5191 - Asistenta sociala - Proiect3 5191 Proiect3 Asistenta sociala Asistenta sociala
5 |2119 - Invatamant - Proiectd 2119 Proiectd Invatamant Invatamant

10. Copiati foaia de lucru ,,VIookup” din fisierul ,,Laborator Nr6”, editati si formatati
tabelul astfel incat acesta sa aiba urmatorul aspect:
Ar

Durata Durata

| Durma o .l.u-.a 3 lum
Cod Mo proiect Peoiects | Data sfarse proiecici | PRRCtoRs Bra | proectului cu | sfirstulu | stargitvia | sfirstuks sigemantas|  |Ssbator
mestibonale prosect ‘ Days) sivbston sdrbiton prosactulyl | projectubs | prosectubu Date)
1 (Netweoekdays) | (Networkdays) | ([Day) (month) (Year)
7 2903202 8435 Ocreteea sanatatn 30.10.2023
[13 23| 6781 | kdmstructura 14.01.2024
4 05032023 5191 Asistenta sociala Prosectl 06.10.2023

11. Redenumiti foaia de calcul copiata in ,,Functii Data_Ora”.
12. Folosind, functiile Days, Day, Month, Year, Date, Networkdays completati coloanele
F-L, N cu datele respective.

25



13. Faceti o copie a foii de calcul curente in acelasi registru si redenumiti-o in ,,DateDif ”.
14. Stergeti si adaugati coloane pentru a obtine urmatorul tabel:

A B = D E F G H I J K
Durata
Data N Proiecte Data sfarsit prun_actu.lm Durata Durata Durata Durata Durata
inceput Cod u_met investition aa;a;m (?.T.I}p”n proiectului | proiectului | proiectului | proiectului  |proiectului
proiect proiec ale proiect | utiizarea (zile) {luni) (ani) [YM) (MD)
functiei
1 YEAR
2 |29.03.2023| 8486 | Ocrotirea |Proiect? |30.10.2023
3 13.06.2023| 6781 Infrastruct| Proiect?2 | 14.01.2024

15. Utilizati functiile Year si DateDif pentru a completa coloanele tabelului cu datele
respective.

16. Comparati datele obtinute in coloana F cu datele din coloana I.

17. Salvati registrul si inchideti-I.

18. Deschideti registrul ,,Lucru individual”.

19. Adaugati o noua foaie de calcul, redenumiti-o in “Salariati” si creati un tabel care
contine urmatoarele coloane: Cod de angajare, Nume, Prenume, Data nasterii, Data angajarii
si completati tabelul cu 15 Inregistrari.

20. Folosind functiile din categoria Data&Time calculati Varsta si Vechimea in munca a
angajatilor in ani, luni, zile.

21. Faceti o copie a foii de calcul “Salariati” si folosind functiile Text uniti informatia din
primele 3 coloane in una singura.

22. Extrageti informatia din coloana obtinutd la punctul precedent in 2 coloane separate:
Cod de angajare si Nume Prenume folosind aceleasi functiile Text.

23. Salvati registrul si inchideti-I.
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Lucrare de laborator Nr. 8 (4 ore).
Instrumente speciale pentru analiza si sinteza datelor.

Obiective:
e Sortarea datelor;
o Filtrarea datelor;
o Formatarea conditionata,
o Totaluri si subtotaluri;
o Crearea Tabelelor Pivot si a Diagramelor Pivot.
Sarcini:
1. Deschideti registrul ,,Laborator Nr.6.
2. Copiati intr-un registru nou foaia de calcul ,,VIookup”.
3. Redenumiti registrul nou in ,,Laborator Nr.8”
4. Copiati tabelul din foaia de lucru VIookup si lipiti, tot aici, doar valorile.
5. Redenumiti foaia de calcul in ,,Sortare”.
6. Dupa coloana ,,Cod” adaugati coloana ,,Localitate” si completati-o cu date.
7. Efectuati calculele in coloana ,, Total Suma, lei”
8. Formatati tabelul ca acesta sd aiba urmatorul aspect:
Ea Data sfarsit [z
inceput Cod Localitati | Proiecte investitionale |Nume proiect — ntari pe | Suma, lei |Total suma, lei
proiect P localitati
05.11.2023| 2119 |[Balti Agricultura Proiectd 07.06.2024 19 2.300,00L | 43.700,00L
07.12.2023| 2119 |Cahul Educatie Proiectd 09.07.2025 9 2.300,00 L 20.700,00 L
03.11.2023| 2119 |Orhei Asistenta sociala Proiectd 05.06.2024 T 2.300,00 L 16.100,00 L
31.07.2023 3881  |Balti Transport public Proiects 02.03.2026 6 6.000,00 L 36.000,00 L
23.06.2023 3881 |Chisinau Educatie Proiects 24.01.2024 16 6.000,00 L 96.000,00 L
05.01.2023| 3881 |Orhei Protectia mediului Proiects 08.08.2023 T 6.000,00L | 42.000,00L
15.10.2023 3881 |Ungheni Agricultura Proiects 17.05.2024 10 6.000,00 L 60.000,00 L
21.07.2023 5191 |Cahul Educatie Proiect3 21.02.2025 6 11.500,00 L 69.000,00 L
06.03.2023 5191 |Orhei Asistenta sociala Proiect3 06.10.2023 6 11.500,00 L 69.000,00 L
09.06.2023 8486 |Briceni Protectia sanatatii Proiect1 10.01.2025 6 12.000,00 L 72.000,00 L
29.03.2023 8486 |Chisinau Protectia sanatatii Proiect1 30.10.2023 2 12.000,00 L 24.000,00 L
15.10.2023 8486 |Chisinau Ordinea publica Proiect1 17.05.2025 L3 12.000,00 L 60.000,00 L
20.03.2023 8486 |Ungheni Agricultura Proiect1 21.10.2023 T 12.000,00 L 84.000,00 L
22102023 3748  |Briceni Protectia mediului Proiectt 24.05.2024 16 14.000,00 L | 224.000,00 L
13.06.2023 6781 |Balti Infrastructura Proiect2 14.01.2024 8 20.000,00L | 160.000,00 L
9. Faceti inca trei copii ale foii de calcul Sortare si redenumiti-le in Filtrare”,

»oubtotaluri” si ,, Tabel Pivot”.
10. Sortati tabelul din foaia de calcul Sortare in ordine descrescatoare dupa: ,,Localitate ”,
,Proiecte investitionale” si ,, Total Suma, lei ” folosind optiunea Sort din fila Data.
in rezultat veti obtine urmatorul tabel:

A B C D E F G H I

) 2z _— ) ) - ) Data sfarsit Implgme ) )

inceput Cod Localitati Proiecte investitionale |Nume proiect - ntari pe | Suma, lei |Total suma, lei
1 proiect proiect localitati
2 |0511.2023] 2119 |Balti Agricultura Proiect4 07.06.2024 19 2.300,00L 43.700,00 L
3 |13.06.2023 6781 |Balti Infrastructura Proiect2 14.01.2024 8 20.000,00L | 160.000,00L
4 131.07.2023| 3881 |Balti Transport public Proiects 02.03.2026 6 6.000,00 L 36.000,00 L
5 |22.10.2023 3748  |Briceni Protectia mediului Proiect6 24.05.2024 16 14.000,00L | 224.000,00L
6 |[09.06.2023 8486 |Briceni Protectia sanatatii Proiect1 10.01.2025 6 12.000,00 L 72.000,00 L
7 21.07.2023| 5191 (Cahul Educatie Proiect3 21.02.2025 6 11.500,00 L 69.000,00 L
8 07122023 2119 (Cahul Educatie Proiect4 09.07.2025 9 2.300,00 L 20.700,00 L
9 |23.06.2023 3881 |Chisinau Educatie Proiects 24.01.2024 16 6.000,00 L 96.000,00 L
10 |29.03.2023 8486 |Chisinau Protectia sanatatii Proiect1 30.10.2023 2 12.000,00 L 24.000,00 L
11 (16.10.2023| 8486 |Chisinau Ordinea publica Proiect1 17.05.2025 h 12.000,00 L 60.000,00 L
12 | 05.01.2023| 3881 |Orhei Protectia mediului Proiects 08.08.2023 T 6.000,00 L 42.000,00 L
13 |05.03.2023 5191 |Orhei Asistenta sociala Proiect3 06.10.2023 6 11.500,00 L 69.000,00 L
14 03.11.2023| 2119  |Orhei Asistenta sociala Proiect4 05.06.2024 T 2.300,00 L 16.100,00 L
15 |2U_03_2023 5486  |Ungheni Agricultura Proiect1 21.10.2023 T 12.000,00L | 84.000,00 L
16 | 15.10.2023 3881 |Ungheni Agricultura Proiects 17.05.2024 10 6.000,00 L 60.000,00 L

11. Deschideti foaia de calcul ,,Filtrare”.
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12. Faceti doua copii ale acestei foi de calcul.
13. Folosind instrumentul Filter din fila Data in fiecare foaie de calcul filtrati informatia:
a) In foaia de calcul ,Filtrare” afisati informatia aferenti localitatilor ce incep cu litera
»C”.
b) In prima copie a foii de calcul ,,Filtrare” afisati informatia aferenti proiectelor ce se
vor finaliza in urmatorul an calendaristic;
¢) In a doua copie a foii de calcul ,,Filtrare” afisati informatia aferenta proiectelor cu cele
mai mici 3 valori pentru ,,Total Suma, lei”.
In rezultat se va obtine:
a)

A B C D E F G H 1
. Iz= o . . - . Data sfarsit Implgme ; ;
inceput Cod Localitati | Proiecte investitionale |Nume proiect ) ntari pe | Suma, lei |Total suma, lei
1 | proiecl ¥ ~ ol ~ ~ protect [ localiti ~ ~ ~
7 121.07.2023 5191 Cahul Educatie Proiect3 21.02.2025 6 11.500,00 L 69.000,00 L
8 |07.12.2023] 2119 |Cahul Educatie Proiectd 09.07.2025 9 2.300,00L | 20.700,00L
9 |23.06.2023| 3881 |Chisinau Educatie Proiects 24,01.2024 16 6.000,00L | 96.000,00L
10 129.03.2023| 8486 |Chisinau Protectia sanatatii Proiect1 30.10.2023 2 12.000,00L | 24.000,00L
11/15.10.2023| 8486 |Chisinau Ordinea publica Proiect1 17.05.2025 5 12.000,00L | 60.000,00L
b)
. —— _ . . " . Data sfarsit Implgme ) )
inceput Cod Localitati | Proiecte investitionale |Nume proiect - ntari pe | Suma, lei |Total suma, lei
proieci ™ hd hd hd hd protect [y localiti ~ hd hd
06.11.2023| 2119 |Balti Agricultura Proiectd 07.06.2024 19 2.300,00 L 43.700,00 L
13.06.2023| G731 |Balti Infrastructura Proiect? 14.01.2024 8 20.000,00L | 160.000,00 L
22102023 3748 |Briceni Protectia mediului Proiect 24.05.2024 16 14.000,00L | 224.000,00 L
23.06.2023| 3881 |Chisinau Educatie Proiecth 24.01.2024 16 6.000,00 L 96.000,00 L
03.11.2023| 2119  |Orhei Asistenta sociala Proiectd 05.06.2024 7 2.300,00 L 16.100,00 L
15.10.2023| 3881 |Ungheni Agricultura Proiecth 17.05.2024 10 6.000,00 L 60.000,00 L
c)
. JEz o . . - . Data sfarsit Implgme . .
inceput Cod Localitati | Proiecte investitionale |Mume proiect ) ntari pe | Suma, lei |Total suma, lei
proiecl © hd A A A prolect [ localiti ~ h il
13.06.2023| 6781 |Balti Infrastructura Proiect2 14.01.2024 8 20.000,00L | 160.000,00 L
|22_1[]_2023 3748  |Briceni Protectia mediului Proiects 24.05.2024 16 14.000,00L | 224.000,00 L
|23_06_2023 3881 |Chisinau Educatie Proiects 24.01.2024 16 6.000,00 L 96.000,00 L

Formatarea conditionata

1. Folosind instrumentul de formatare conditionata, evidentiati proiectele din categoria
,Educatie”.

2. Folosind instrumentul de formatare conditionatd, evidentiati ,,Suma, lei” pentru un
interval (intre valoarea N si valoarea M).

3. Utilizand Barele de culori (formatarea conditionatd), adaugati bare de culori in celule
coloanei ,,Implementari pe localitati” pentru a reprezenta valorile din acestea:

A B C D E F

Data .. | Impleme

inceput Cod Proiecte investitionale |Mume proiect Data ;farsﬁ nt:ri pe

1 proiect prolect localitati
2 10511.2023) 2119  |Agricultura Proiectd 07.06.2024 19
3 13.06.2023| 6781 |Infrastructura Proiect? 14.01.2024 8
4 131.07.2023| 3881 |Transport public Proiecth 02.03.2026 6
5122102023 3748  |Protectia mediului Proiectt 24.05.2024 16
6 09062023 8486 |Protectia sanatatii Proiect1 10.01.2025 B
7210720231 5191  |Educatie Proiect3 21.02.2025 6
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4. Utilizati Scala de culori (formatarea conditionata), pentru a aplica gradient celulelor
coloanei ,,Suma, lei”

A B C D E F G
inE:}::aaut Cod Proiecte investitionale |MNume proiect Data gfarmt lmzlr?:.: Suma, lei
proiect prolect localitati

051120231 2119 |Agricultura Proiectd 07.06.2024 19 2.300,00 L
13.06.2023| 6781 |Infrastructura Proiect2 14.01.2024 8
31.07.2023| 3881 ([Transport public Proiectd 02.03.2026 6 6.000,00 L

5. Utilizati Setul de pictograme (formatarea conditionata), pentru a reprezenta valorile din
celulele coloanei ,, Total Suma, lei”.

A B C D E F G H

Data . | Impleme
inceput Cod Proiecte investitionale |Nume proiect Data _sfarSI‘L ntzri pe | Suma, lei Total suma, lei

1 proiect proiect localitati
2 |0511.2023| 2119 |Agricultura Proiect4 07.06.2024 19 2.300,00 L * 43,700,00 L
3 |13.06.2023| 6781 |Infrastructura Proiect2 14.01.2024 8 _a—' 160.000,00 L
4 31.07.2023| 3881 |Transport public Proiect5 02.03.2026 6 6.000,00L | 36.000,00L
5 |22_1[J_2[]23 3748  |Protectia mediului Proiect6 24.05.2024 16 14.000,00L |fh 224.000,00 L

Subtotaluri

1. Deschideti foaia de calcul ,, Subtotaluri”.

2. Folosind instrumentul Subtotal din fila Data, calculati numarul total de proiecte
implementate si suma totald pentru fiecare localitate.

In rezultat se va obtine:

A B C D E F G H |
Data Data sfarsit Impleme
inceput Cod Localitati Proiecte investitionale |Nume proiect roiect ntari pe | Suma, lei | Total suma, lei
1 proiect P localitati
2 [0511.20231 2119 (Balti Agricultura Proiectd 07.06.2024 19 2.300,00 L 43.700,00 L
3 [13.06.20231 6781 (Balti Infrastructura Proiect2 14.01.2024 8 20.000,00 L 160.000,00 L
4 31.07.2023( 3881 |Bahi Transport public Proiect5 02.03.2026 6 6.000,00 L 36.000,00 L
[-] s Balti Total 33 239.700,00 L
6 (221020231 3748 |(Briceni Protectia mediului Proiect 24.05.2024 16 14.000,00 L 224.000,00 L
7 |09_06_2023 8486 |Briceni Protectia sanatatii Proiect1 10.01.2025 6 12.000,00 L 72.000,00 L
[] = Briceni Total 22 296.000,00 L
3. Afisati doar totalurile pentru localitati.
4. Copiati doar totalurile pentru localitati intr-o foaie de calcul noua:
Proiecte Nume Data |Implemen
Localitati |investition ricc sfarsit tari pe [ Suma, lei |Total suma, lei
ale P proiect | localitati
Balti Total 33 239.700,00 L
Briceni Total 22 296.000,00 L
Cahul Total 15 89.700,00 L
Chisinau Total 23 180.000,00 L
Orhei Total 20 127.100,00 L
Ungheni Total 17 144.000,00 L
5. Folosind comanda Find&Replace, eliminti cuvantul ,,Total” din prima coloana:
Proiecte Nume Data |Implemen
Localitati | investition roieck sfarsit tar pe | Suma, lei [Total suma, lei
ale P proiect | localitati
Balti a3 239.700,00 L
Briceni 22 296.000,00 L
Cahul 15 89.700,00 L
Chisinau 23 180.000,00 L
Orhei 20 127.100,00L
Ungheni 17 144.000,00 L
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6. Utilizati instrumentul Chart din fila Insert pentru a crea urmatoarele diagrame:

Implementari pe localitati

Ungheni
13% Balti
Orhei 25%
15%
Briceni
Chisinau 17%

18%

Suma, lei

35,000.00 L 2530000 L 30,000.00 L
30,000.00 L e 26,000.00 L
25,000.00 L

500000 19,800.00 L
20,000.00 L
15,000.00 L 13,800.00 L
10,000.00 L

5,000.00 L

- L
Balti Briceni Cahul Chisinau Orhei

7. Deschideti foaia de calcul ,, Tabel Pivot”.
8. Utilizati instrumentul Pivot Table din fila Insert pentru a crea urmatoarele tabele pivot
intr-o foaie de calcul noua cu numele ,,Pivot_Tables”:
a) Tabel 1: Sumele totale pe fiecare oras;

Row Labels + | Sum of Total sum, lei
Balti 340.000,00 L
Briceni 138.000,00 L
Cahul 284.000,00 L
Chisinau 80.500,00 L
Orhei 120.000,00 L
Ungheni 114.000,00 L
Grand Total 1.076.500,00 L
b) Tabel 2: Numarul de implementari a proiectelor pe fiecare categorie:
IRow Labels v_lSum of Implementari pe localitati
Agricultura 36
Asistenta sociala 13
Educatie 31
Infrastructura 8
Ordinea publica 5
Protectia mediului 23
Protectia sanatatii
Transport public 6
Grand Total 130

30



c) Tabel 3: Sumele totale pe ani si pe fiecare categorie:

Sum of Total suma, lei Column Labels |~

+ 2023 +2024 +2025 + 2026 Grand Total

Row Labels h

Agricultura 84.000,00 L 103.700,00L 187.700,00 L
Asistenta sociala 69.000,00L 16.100,00L 83.100,00 L
|Educatie 96.000,00 L 89.700,00L 185.700,00 L
Infrastructura 160.000,00 L 160.000,00 L
Ordinea publica 60.000,00 L 60.000,00 L
Protectia mediului 42,000,000 L 224.000,00 L 266.000,00 L
Protectia sanatatii 24.000,00 L 72.000,00 L 96.000,00 L
Transport public 36.000,00 L 36.000,00 L
Grand Total 219.000,00 L 599.800,00 L 221.700,00 L 36.000,00L 1.076.500,00L

9. Utilizati instrumentul Slicer din fila Insert pentru a crea doua slicere pentru
,Localitate” si ,,Proiect de investitii”:

Localitati 7=
| Balti | Briceni cahul |~
| Chisinau Orhei Ungheni
Proiecte investitionale v=
' Agricultura | Asistenta sociala | &
Educatie | Infrastructura
(uslirien pulbiics ) (Bxtestisestiaio) |
| Protectia sanatatii Transport public v

10. Folositi instrumentul Report Connections din fila Slicer pentru a conecta slicerele la
toate tabelele pivot.

11. Modificati unele date din tabelul sursa si analizati modificarile in tabelele pivot.

12. Utilizati instrumentul Pivot Chart din fila Analyze (Pivot Table Analyze, Options)
pentru a crea doud diagrame:

a)

totalul investitiilor pe localitati

Ungheni
Orhei
Chisinau
Cahul

Briceni

Balti

31



b)

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

Numarul total de implementari pe localitati

m Agricultura

m Asistenta sociala

= Educatie
Infrastructura

m Ordinea publica

= Protectia mediului

m Protectia sanatatii

m Transport public

Salvati registrul si inchideti-I.

Deschideti registrul de lucru ,,Lucru individual”.

In foaia de calcul ,,Salariati” adaugati coloana ,,Salariu”.
Faceti 3 copii ale acestei foi de calcul.

In prima foaie de calcul sortati datele dupa minium doua criterii (niveluri).
In a doua foaie de calcul filtrati datele dupi 3 coloane diferite.
In a treia foaie de calcul creati un subtotal.

Creati trei tabele pivot si doua slicere.

Conectati slicerele la tabelele pivot existente.

Creati doud diagrame pivot diferite.

Salvati registrul si inchideti-I.
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Lucrare de laborator Nr. 9 (4 ore).
Importul de date din alte aplicatii

Obiective:

Familiarizarea cu unii algoritmi de import a datelor din alte surse: din fisiere de tip .txt
si .Cov.

Sarcini:
1. Creati un registru Excel cu numele ,,Laborator Nr.9”.

Importul unui fisier de tip .txt
Fie ca avem un fisier .txt:

T Seleslan2009.txt - Notepad

File Ede Format  View Help

Ilransactmn“dare Product Price Payment_Type Hame City State  Country Account_Created Last_Login

21/02/89 6:17 Productl 1206 Mastercard carolina Basildon England United Kingdom ©1/02/89 6:00
01/82/09 4:53 Productl 1200 Visa Betina Parkvills M United States ©1/82/09 4:42
21/82/89 13:08 Productl 1200 Mastercard Federica e Andrea Astoria OR United
@1/23/09 14:44 Productl 1296 Visa Gouya Echuca Victoria Australia 09/25/85 21:13 ©1/63/99 14:22

2. Actionati From Text/CSV din fila Data.

3. In fereastra care se deschide ca rezultat selectati fisierul de tip .txt din care urmeaza a fi
importate datele.

4. Transformati fisierul:

Sales)an2009.tx

File Ongin Delimiter Data Type Detection
1250: Central European (Windows) ~ Tab - Based on first 200 rows -

Transaction_date Product Price Payment_Type Name City State Country Account_Created
01.02.2009 06:17:00 | Productl 1200  Mastercard carolina Basildon England United Kingdom | 01,02/09 6:00
01.02 2009 04:53:00 Productl 1200 Visa Betina Parkville MO United States 01/02/09 4:42
01.02.2009 13:08:00 Productl 1200 Mastercard Federica e Andrea | Astoria OR United States 01,/01/08 16:21

5. Utilizand Power Query Editor, editati fisierul (schimbati tipul de date, impartiti
coloanele etc. ).

. I romsaction_dese - | af% Modua - 17y Peice - A% Poymes_type * | A% Nume = A% Chy -
1 rsing Bastour
Netms Farvulie
Federica e Angres Astons
Gougs Ecvucs
6. Activati comanda Close&Load.
In rezultat se obtine:
A B C (] E F G H |
24.12.1927 Productl 1200 Mastercard caralina Basildon England United Kingdom 01/02/09
24.12.1927 Productl 1200 Visa Betina Parkville MO United States 01/02/09
24.12.1927 Productl 1200 Mastercard Federica e Andrea Astoria OR United States 01/01/09
02.04.1928 Productl 1200 Visa Gouya Echuca Victoria Australia 09/25/05

7. Creati un tabel pivot care va include datele despre pretul mediu pe fiecare tara.
8. Creati un tabel pivot care va contine numarul de tranzactii, grupate pe tari si tipul de plata.
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Importul unui fisier de tip .CSV

Fie avem un fisier .CSV:

B C D E
tem,Store, Units Sold,Unit Price,Sales Amount
Surface Studio,Washington D.C.,5,293,1495
Xbox One X,Washington D.C.,2,249,458
Xbox One X,Atlanta, 3,249,747
Xbox One X,Washington D.C.,2,249,458

9. Actionati From Text/CSV din fila Data.
10. Selectati fisierul .csv, Import si Transform.

2=z hsc Item ~ | A% store ~| 123 Units Sold ~ | 1.2 Unit Price = | 1.2 Sales Amount -
1 Surface Studio Washington D.C. 5 299 1485
2 ¥boxOneX Washington D.C. 2 243 498
3 X¥boxOneX Atlanta 3 249 747
4 YboxOneX Washington D.C. 2 243 498

11. Editati fisierul.
12. Actionati Close&Load din fila Home:

A B C D E
[l Item n Store n Units Sold u Unit Price n Sales Amount g
2 |Surface Studic Washington D.C. 5 299 1495
3 Xbox One X Washington D.C. 2 249 498
4 |Xbox One X Atlanta 3 245 747
5 Xbox One X Washington D.C. 2 249 498

13. In baza datelor acestui tabel, creati 2 tabele pivot:
a) ,,Unitati vandute” grupata pe itemi si magazine.
b) ,,Valoarea vanzarilor” grupate pe magazine.
14. Creati diagrame pivot pentru tabelele pivot create mai sus.
15. Creati slicere si conexiuni pentru filtru dinamic.
16. Salvati si inchideti registrul.
17. Deschideti registrul de lucru ,,Lucru individual”.
18. Adaugati o foaie noua de calcul.
19. Importati un fisier .txt si transformati-1.
20. Importati un fisier .csv si transformati-1.
21. In baza datelor din ambele tabele, creati 2 rapoarte, 2 diagrame pivot si cate 2 slicere
pentru fiecare dintre ele.
22. Salvati si inchideti registrul.
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Test Excel

1. Este dat un tabel. Formatati tabelul ca in imaginea de mai jos:

A . c D 3 F < M 1 i X
1 Vaniasi sl profit
2 NO Numele articoluiul Culoarea Data fabricatie costul pe articole p articole v 3) {»,n _5] 6]
5| 1 Bush HD2ZTORWN Alos a3y 24885 200 180 .
4 2 Bewo COASE3F Neagra 44423 999 125 00
5 | 3 Bush HD27ORWN Argintiv 42170 28399 230 is0
E £ Argos Valus Aange AL Alb2 43202 7599 320 138
7| 5 Bush HD270RWN Argintiu 44608 26998 245 156
§| § Argos Value ange AA  Neagra 43893 .95 45¢ 335°
3 7 Beko COASEIF Argintiu 43273 30599 300 500 °
10/ 8 Indesit TLAIW Aloe 44388 155,99 20 510
8] 9 Hotpoirt RFASY Argintly 44012 28099 0 00
13 10 Indesit TLAIW Aioa aess 17398 0 330
12
14 2)Pentre introdeceres culori, cresti o listh de validare Lyercitius
1s 31Pretul pe usitate (adacs 18% la cost) 1) Formarati tabelul in 253 mod sa arate ca un tabel-
1€ 4) Costul tutwror articolelor raport finisat,
1 5)Venitsl din vanzare
18 6) D en §i et Z P in il 2 ani oi veniturl mal maei decle media
15 7)Care este totad de  trigh de coloare aibs? |
2 8) Peo alta foale de lucrs, utilizand feyeazd media arth 3 grupate dupd culoare

ol

9)intr-c nowd fosie de calcul, creati un Tabel pivot pestre veniturl grapate dupd culosre 5i anul de fntricatie
10) Creath un firy dinamic pestrs 2 tabele pivot.

»,

»
"

2. Pe o alta foaie de calcul, creati lista pentru validarea datelor:

A
1 Lista de validare

Numele articolului

Bush HD270RWN
Beko CDAS63F

Argos Value Range AA
Indesit TLALW

" 7 |Hotpoint RFAS2

= BN ¥, B~ TR ¥

3. Utilizand formulele si functiile necesare efectuati calculele in celulele evidentiate din
coloanele G-K.

A 8 < D E F G " | | "
: Vanzarl si profit
costul pe
. |wmitate de| articole | orticole
NO Numele articotstui Cwicoren | Dets fabricatiei articol ] 4 » o)

2 produs

3 1| Hotpoint RFASD Alba 0102 2019| € 33095 20 180 €29492 | € 24598000 | € 5306034

2 2|sexc coASE3” Neagrn 1558 2021 € 29939 125 100| €35395 | € 3742275 | ¢ 3535622

5 3|Bush HO220RWN Acgintiv 05.12.2020] € 24959 230 180] €29499 | € 57457 | € 5300788

€ 4| Argos Valus Range AA [Alba 12083018 € 7599 320 236/ € 9433 | € 2553580 € 2227580

! $|8ush HO2ZNGRWN Argintiu 01082021 € 26558 245 156] €3I888 | € 6414510 | € 4585752

2 S|Ages Valve Range AA [Neagra 0S03.2020] € 99.55 4501 335/ €31794 | € &397750 | € 3951024

g 7|8eko COASE Arginziu 1401 2013] € 30359 50| 00| € 38579 | € 184.995,00 | € 12229310 |Beko COASESF Argintiu
10 2|Indesit TLAIW Alba 1107 2021| € 150.99 320] 10/ € 18879 | € 5119680 | € 5832434 |Indesit TIAIW Alba
1 3[motooint RFAS2 argintiy 0207.2020| € 26355 210 200{ 31833 | ¢ 36697,90 | € 6371784 |Morpoint RPAS2 Argintiu
12 10]indesit TLAIW Albs 1207 2010] € 17999 280 350] €212.35 | € 50.392.20 | € 5308705

13

" 2)Pentru Introdeceres culorii. cresti o fistd de validare Exerociu:

15 3)Pretul pe unitare {adacs LB% la cost) 1) Formarati tabelul in a52 mod 52 arate ¢ un tabel-

10 4) Costud tvtwor articolelor raport falsat.

el S)Venau din vinzae

1 | &) ires 5l articolelor In uttimii 2 ani $i venituri mal mari decat media

19] 7)Care esve numarul 1tal de  frigidere vandute de culsare albi?
.20 &) Pe 0 altd toale de loory, stilizing ! media anl & Frupate dupd culoare
- S)iatr-0 nook fosie d= calcud, creati un tabed pivot pentru venitur grupate dupé culosre 5 am de fobricatie

n 10§ Creat) un fittre dinamic pentre 2 tabede phvot.

4. Creati o copie a foii de calcul initiale.



[=]

5. Suprimati informatia care se afld sub tabel. Folosind Subtotalurile calculati numarul
mediu de articole vandute in dependenta de culoare:

A B C D E F G H I 1
costul pe
} ) ... .| unitate | articole | articole
N/O Numele articolului | Culoarea | Data fabricatiei . 3) 1) 5)
de articol | produse | vandute
1 produs
2 1|Hotpoint RFA52 Alba 01.02.2019| € 249,95 200 180| €294,94 | € 49.990,00 | € 53.089,38
3 A|Argos Value Range AA  |Alba 12.04.2018| € 79,99 320 236| € 94,39 | € 25.596,80 | € 22.275,62
4 8|Indesit TLAIW Alba 11.07.2021| € 159,99 320 310| €188,79 | € 51.196,80 | € 58.524,34
5 10|Indesit TLAIW Alba 12.07.2019| € 179,99 280 250| € 212,39 | € 50.397,20 | € 53.097,05
E 6 Alba Average 244 € 46.746,60
7 3|Bush HD270RWN Argintiu 05.12.2020| € 249,99 230 180| €294,99 | € 57497,70 | € 53.097,88
3 5|Bush HD270RWN Argintiu 01.08.2021| € 269,98 245 156| € 318,58 | € £66.145,10 | € 49.697,92
9 | 7|Beko CDASG3F Argintiu 14.01.2019| € 309,99 500 500| € 365,79 | € 154.995,00 | € 182.854,10
10 9|Hotpoint RFA52 Argintiu 02.07.2020| € 269,99 210 200| € 318,59 | € 56.697,90 | € 63.717.64
E 11 Argintiu Average 259 € 87.351,88
12 2|Beko CDASG3F MNeagra 15.08.2021| € 299,99 125 100| €353,99 | £ 3749875 | € 35.398,82
13 6|Argos Value Range AA  |Neagra 05.03.2020] € 99,95 450 3353| €117,94 | € 4497750 | € 39.510,24
E 14 Neagra Average 217.5 € 37.454,53
15 Grand Average 244,7 € 61.130,30
6. Copiati totalurile intr-o foaie noua de calcul si creati in baza acestora 0 diagrama

circulara:

2
3
5
]
7]
8

9
10
1
12
1
14
15
16
17
18

=

w

articole
Culoarea 5)
vandute
Alba 244| € 46,746,060
Argintiu 259 € B7.351,88
Neagra 217,5 € 37.454,53

Media articolelor vandute

mAlba

B Argint

iu

Neagra

7. Intr-o foaie noui de calcul creati un tabel pivot, formatati- si adiugati un filtru dinamic
astfel ca sa obtineti urmatorul tabel:

[ iba

” Argintiu

H Neagra

Venitul din vinzare

Row Labels

Argos Value Range A4
Beko CDASEIF

Bush HD2Z70RWM
Hotpoint RFAS2
Indesit TLAIW

Grand Total

Column Labels
+ 2018

£22275,62

€ 22.275,62 € 289.080,53

+ 2019 + 2020

£182.884,10

£53.089,38
£ 53.087,05

= 2021

£38.510,24

~ | Numarul de articole vandute

Row Labels
Grand Total =1 Alba
Argos Value Ra
Hotpoint RFAS2
Indesit TLAIW
£€61.785,85 = Argintiu

£35.398,82 £21825292
£53.097, 88 €£4969792 €10279579
£ 116.807,02
£58.524,34 £111621,3%

£63.717,64

€156.325,75 € 143.621.08 €611.302,98

Beko CDASE3IF
Bush HD270RW
Hotpoint RFAS2

=1 Meagra

Argos Value Ra
Beko CDASG3F
Grand Total

976
236
180
560
1036
500
336
200
435
335
100
2447
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Preface

In today's information world, it's necessary to keep things organized and up-to-date. People
need to organize departmental budgets, project sales for the coming year and even manage their
own budget.

Microsoft Word and Microsoft Excel are the tools that help organize information, store it
and present it by creating reports.

This methodical work helps students, teachers and staff use technology and information for
teaching, learning and working.

The first laboratory will form skills for creating documents, entering information, editing
and formatting text, creating and editing tables, but also for merging information from two or more
applications.

The laboratory on Excel gives step-by-step instructions for: create and save workbooks,
worksheet management; selections, copying and cutting data; using formulas; using functions;
formatting spreadsheets; and setting up spreadsheets for printing.

You will also find information for: creating and editing charts; creating totals and subtotals;
using lists to represent data: sorting, filtering, creating pivot tables.

Both modules offer tests for assessment and individual work.
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Laboratory work Nr. 1- 4 (16 hours).

MS Word text editor
Practical applications in Word

The purpose of the work

Implementation of technologies for the creation of economic documents, the familiarization
with concepts about the structure of the document, the techniques of entering, editing and
formatting text and documents, finding and replacing texts, managing lists, inserting formulas,
symbols, comments, images, diagrams. Page numbering. Headers and footers. Footnotes and
endnotes. Styles. Creating the table of contents. Saving and printing a document. Familiarization
with the specifics of entering information and types of viewing the document.

The tasks will focus on the following contents:
Word text editor interface

Entering and editing the text

Text formatting

Special methods of technical editing
Working with tables

Table of contents

Interclassification of documents

NogkrwdE

Exercise 1. Create a new document in which type the following text using Times New
Roman font, size 12, blue color. The first two paragraphs will be inserted on the first page and
the third paragraph on the next page.

deavaluirea acestora este necesara in conformitate cu legisiatia Republicii Moldova. In acelasi timp,
Angajatul se obliga s3 pastreze in deplina confidentialitate orice informatii, orale sau scrise, devenite
cunoscute acestuia pe parcursul angajarii sale, fie in virtutea indeplinirii atributiilor sale sau in orice
alt mod (incidental, indirect sau alttel), privind activitatea comercial3, financiara si de orice alta natura
a Patronului.

Partile convin s3 pastreze secretul prevederilor prezentului Contract, cu exceptia cazurilor cind

Mitigating climate change means reducing the flow of heat-trapping greenhouse gasesinto the
atmosphere. This involves cutting greenhouse gases from main sources such as power plants, factories,
cars, and farms, Forests, oceans, and soil also absorb and store these gases, and are an important part

of the solution. Reducing and avoiding our emissions requires us to reshape everything we do — from
how we power our economy and grow our food, to how we travel and live, and the products we
consume. It is 2 problem felt locally and globally.

UeAbi0 HOMNDIOTEDHOW CUCTEMbE FBARETCR NpeobpasoBaHve OaHHoiX 8 muadopmaumso. [Navwbie
npeacrasnaor coboin HeobpabotamHbie HeoBocHOBaHHbIE daxtol M LMPPLIL, KOHUSNUMM Wik
MHCTPYKUMMM, 370 chippe  nepepabathiBaetca 8 NonesHyin »HOOpMauMio. pyrvmn  Crosamm,
mHbopMaLMA ABAASTCA NpoaykTom 06pabotkm farHbX. 3Ta 06paboTa BmouaeT B8 cela yTouHeHnS,

AAORINSHUAS UNU VHNS MARUNVAUNNRANAS NARHKAMK R NONSHOE AONAME NAS NINUHATUE NS IS

Solution:
6. Open MS Word.
7. Choose Blank Document.
8. Home, Font group button (CTRL+D), Times New Roman from the Font box, 12 from
the Size box, Blue from the Color box.
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9. Enter the text indicated above. To enter diacritics, you can use the Romanian keyboard
setting. Another option is through the tab Insert, Symbols, the option More Symbols... If this
option is currently used, it is easier to insert symbols by pressing a combination of keys. To define
the key combination, press Shortcut Key... Place the cursor in the Press New Shortcut Key area
and press the desired key combination. Press the Assign button. From this moment, each time the
key combination is pressed, the corresponding symbol will be inserted into the text.

10. To move the cursor to the next page after the second paragraph, use the Insert tab, the
Page Break option in the Pages group.

Exercise 2. Set the paper size to A4. Set the margins of page to: top and bottom - 3 cm, left
-2.5cm, and right - 2 cm.

Solution:

7. Layout tab, click the Page Setup group button.

8. Open Paper tab.

9. Select the A4 page size from the Paper Size area.

10. Open Margins tab.

11. Set the page margins to: Top (3 cm), Bottom (3 cm), Left (2.5 cm), Right (2 cm).

Note: The default units are Inches: 1 inch = 2.54 cm. To set the dimensions in cm, add the
cm after the numerical values.

Exercise 3. Change the orientation of pages in the document starting with the second.
Solution:

7. Place the cursor at the beginning of the second page.

8. Inthe Page Layout tab, click on the Page Setup group button.

9. Open Margins tab.

10. Select the Landscape for page orientation in the Orientation area.

11. From the drop-down list Apply to: choose This point Forward option.

12. Press OK button.

Exercise 4. Save the opened file with the name Work N1. Close the file. Open the file.
Solution:

1. Save (CTRL+S).

2. Close (ALT+F4).

3. Open (CTRL+O).

Note: In case of mobile devices or in case of Office 365 version, saving the document can
also be done in the Cloud. Files are saved online at OneDrive.com or in the OneDrive folder on
your computer. Storing files in the OneDrive folder allows you to work offline, in addition to
online, and changes are synchronized when you reconnect to the Internet.

Exercise 5. Copy the first paragraph from problem 1 on the same page, at the end.
Solution:

1. Select the paragraph to be copied.

2. Home tab, Copy (CTRL+C).

3. Place the cursor at the end of the document where you want the copy.

4. Paste or CTRL+V.
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Exercise 6. Use Drop cap options for first character of the second paragraph (Drop Cap,
Monotype Corsiva font, set the number of lines to drop to 2, and the distance from text to 0.3
cm).

Solution:

Select first character or more characters.

Press Drop Cap button on Insert tab and choose Drop Cap Options.

Chose the position of the letter from the Position area.

Select the font in which the letter should be written from Font list (Monotype Corsiva).
Set the number of lines (2) in the Lines to Drop box.

Set 0.3 cm in the Distance from Text box.

oA~ wWwNE

Exercise 7. Open the file Work N1. Split the text of the first paragraph into three equal
columns, with a dividing line between the columns.

Solution:

1. Select the paragraph.

2. Page Layout tab, Columns button, More Columns option, in the window select Three
option.

3. Check the Lines betweens option

The result will be:

Mitigating dimate

power plants, factories, everything we do —

change means reducing
the flow of heat-
trapping greenhouse

gases into the
atmosphere. This
irvolves cutting

greenhouse gases from

cars, and farms. Forests,
oceans, and soil also
absorb and store these
gases, and are an
important part of the
solution. Reducing and
avoiding our emissions

from how we power our
economy and grow our
food, to how we travel
and live, and the
products we consume
it s a problem
felt locally and globally.

main sources such as

requires us to reshape

Exercise 8. View the open document using the following modes: Outline, Web Layout,
Print Layout and Full screen Reading.

Solution:

Describe the solution algorithm.

Exercise 9. View the document using the Print Preview mode (viewing the document
before printing).

Solution:

Describe the solution algorithm.

Exercise 10. Select the word “Moldova” from the text of the first paragraph (Exercise 1)
and change the character format as follows: the first one should be formatted using Arial, Italic
font, size 10, red color; increase the space between characters to two points.

Solution:

Describe the solution algorithm.
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Exercise 11. Enter in a new document, on different pages, the two texts below marked as
Textl and Text2 respectively. Set the paper size to A5 (for editing a book) and the margins as
the following: left - 3.2 cm, right - 4 cm, top and bottom margins - 2.54 cm.

Text]

Trebuie sa le oferiti angajatilor cu contracte pe pericada determinata aceleasi conditili de angajare ca si
personalului permanent, inclusiv in ceea ce priveste remunerarea, concediul, termenele de preaviz si alte
drepturi si prestatii legate de incadrarea lor in munca. in calitate de angajator, trebuie s3 ii informati pe
angajatii cu contracte pe durata determinata daca apar postun permanente vacante.

Text2

In the past decades, the EU took firm action against climate change, resulting in a more than 31% drop in
EU emissions in 2022 compared with 1950 levels, This is mainly a result of a growing use of renewable
energy and decreased use of carbon-intensive fossil fuels. Improvements inenergy efficiency and
structural changes in the economy also contributed to meeting these goals.

Solution:
Describe the solution algorithm and place the result below.

Exercise 12. Format the text of the second paragraph so that looks like in the picture:

trthepastdeeades, the EU took firm action against dimate change, resulting in a more than AL dropin
EU emissions in 2022 compared with 1990 levels. This is mainly a result of a growing use of renewable
energy and decreased use of carbon-intensive fossil fuels. Improvements in energy efficiency and
structural changes in the economy also contributed to meeting these goals.

Solution:
Describe the solution algorithm.

Exercise 13. Add a header to a document that contains name of the company, address,
registration number at the trade register, fiscal code (unique registration), bank account,
telephone, fax, email; and a footer with the internet address of the respective company according
to the format www.paginiaurii.md_.

Solution:

5. Insert tab, choose Header for editing the header and Footer for editing the footer or
double-click on the header or footer of the page.

6. Use Edit Header for header editing and Edit Footer for footer editing.

7. In the header, enter the name of the company, address, registration number at the trade
register, fiscal code (unique registration), bank account, phone, fax, email.

8. The Internet address of the respective company should be inserted in the footer.
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Exercise 14. Create two lists with the following structure:

Cursurile obligatorn din anul |, semestrul | sunt:
I. Macroeconomia,
II. Tehnologi Aplicatitlor Office,
III, Dreptul afacerilor,
IV.Limba strdind.
Cursurile optionale disponibile in anul I, semestrul I sunt
» Teona economica,
» Matematica,
» Etica in afacen,
» Psihologia

Solution:

Describe the solving algorithm.

Exercise 15. Save an image from the Internet. Get the text Textl and then insert a
previously saved image in the middle of the text, so that the text surrounds the image.

frebuie s3 le oferiti angajatilor cu contracte pe perioada determinata aceleasi conditii de angajare ca si
i : ce priveste remunerarea, concediul,
prestatii legate de incadrarea lor in
t! ii informati pe angajatii cu contracte pe
permanente vacante.

sersonalului permanent, inclusiv in ceea
ermenele de preaviz si alte drepturi si
nunca. In calitate de angajator, trebuie s3
juratd determinatd daca apar posturi

Solution:
Describe the solution algorithm.

Exercise 16. Create a table that looks like the table in the picture below. Enter data in the
table fields (product name, price, quantity) and then perform the calculations within the table
to obtain the stock value for each of the products as well as the total stock value.

0fN Product name Price |Quantity | Value
1|Refrigerator 10000 2
2| Washing machine 6000 2
3| Computer 18000 3
4|Vacuum cleaner 5500 4
5|Dishwasher 8000 5
6|Freezer 5000 2
TOTAL

Solution:
Describe the solving algorithm

Exercise 17. Create a style with the following characteristics:
Style name: Style_StudentNume;
Format:
- Typeface: Impact, character size: 14;
- Bold, Italic, Underline;
- Character color: red;
Alignment: right;
Line spacing: 1.5

42



Solution:
1. In Home tab click on Styles group button.

e |

2. Click on the New Style button in the left lower corner of the Styles box.
3. Make the required changes and confirm with the OK button:

Create New Style from Formatting ? *
Properties
Hame: MumeStudent
Style type: Paragraph ~
Style based on: T Normal ~

Style for following paragraph: T MumeStudent ~

Formatting

Times New Romar|«| |14 «|| | B | T | U ||| NG -

i
Il
i
Il
litl
Il

*
!

= |=| = | *
= = = |

1. Se efectueazi modificirile cerute si se confirmd cu butonul OK

After: 0 pt A
Tab stops: 1,5 cm, Left, Numbered = Level: 1 + Numbering Style: 1, 2, 3, ... = Startat: 1 =
Alignment: Left + Aligned at: 0,63 cm + Indent at: 1,27 cm, Style: Show in the Styles gallery
Based on: Mormal
Add to the Styles gallery |:| Automatically update
@ Only in this document O MNew documents based on this template

Exercise 18. Insert some footnotes and endnotes.

Solution:

1. Place the cursor where you want to insert the footnote or endnote reference mark.

2. On References tab click on the Footnotes group button or click the Insert Footnote
button to insert a footnote or the Insert Endnote button to insert an endnote from the Footnotes
group on the References tab.

3. If the Footnotes&Ednotes button was selected, the type of note (Footnote or Endnote),
the shape of the footnote and its format will be indicated in the window that opens as a result.

Footnotes and endnotes are used to indicate explanatory information. Footnotes will be
found at the bottom of the page (footer) and endnotes will be placed at the end of a section or at
the end of the document (end).

4. Next to the reference mark, the reference is indicated, usually: book author, publisher,
date of publication, page number, etc. (for example: Obada V., ed. Litera, 2024, pg. 345).

Exercise 19. Automatically generate the content of the document based on the Heading
stiles.

Solution:

1. Continue on the previously created document and place the cursor on the first line of the
document to give the document a title. Enter title: Contract Terms.

2. Select this name and set the Heading 1 style on Home tab, Styles group:
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3. Enter subheading Privacy contract.

4. Select the line with the Privacy contract subheading and set the Heading 2 style from the
Home tab, Styles group.

5. Enter the Job Duties subheading.

6. Select the line with the Job Duties subheading and set its style to Heading 3 on Home
tab, Styles group.

7. To automatically generate the table of contents of the document, place the cursor in
document where you want the table of contents and on References tab, press Table of Contents,
and choose from the open list table of contents style you want to generate.

% Add Te { set Enenet

dale Taul 1% Neat Foo !
I

The table of contents will be automatically generated in the document based on the
Heading styles applied to the headings. Thus, the title with style Heading 1 is considered the
chapter title, the title with style Heading 2 is considered subchapter, etc.

Note: if you place the cursor in the area of the generated table of contents, you will notice
the Update table button above the border, which has the role of updating the table of contents
when the structure of the document or pages have been modified.

Exercise 20. Using the resulting table in problem 16, sort the table data, illustrating the
descending order of the best-selling products.

Solution:

Describe the solution algorithm.
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data.

Exercise 21. It is necessary to write a letter for each of the employees of a named company,
informing them about the 30% salary increase. The data regarding the shareholders will be
stored in a table created in EXCEL.

Solution:

To create that letters we will create an excel file with the list of the employees and a template
letter in Word.

1

2
3

4

5
6.
7

8.
9.

. Create a table in Excel that looks like the one in the following image:
7 c D P

;. Name Surname Birth date City Salary

2 Dabija Vasile 07.09.1970 Chisinau 3000
3 Semeniuc Gheorghe 09.07.1960 Chisinau 2500
a Marin Mihaela 01.08.1980 Chisinau 1200
5 lonita Vasile 07.09.1970 Chisinau 3000
6 Babenco lon 09.07.1960 Chisinau 2500

. Save and close the file.
. Create the letter template into a Word document, which will contain the text below:

Stimate domn, stimata doamna ...
Locul nasterii ... la data de....
Va informam cé salariul Dvs. de ... a fost majorat cu 30%.

Cu respect,
Sef Resurse Umane

Data... Semnatura
. Press the Select Recipients button in the Mailings tab.
Page Layout References Mailings
i

Select
Recipients »

@; Type New List...
@] Use Existing List... R
83 Select from Outlook Contacts...

There are three possibilities to select recipients:

- Type New L.ist... - to create a new list;

- Use Existing List... - to use an existing list;

- Select from Outlook Contacts - to choose the recipients from Outlook contacts;

. Select the Use Existing List option;

In the Select Data Source window, select the Excel source file and click the Open button.
. In the Select Table window, select the spreadsheet from the Excel file that contains the

Click the Finish & Merge button, and select Edit Individual Documents option.
Select All, to create all documents.

10. Navigate through the document using the Navigation Pane on the View tab.
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Exercise 22. Insert in a new document named Process Schema, the data from the figure
below.

Schema unui proces este:

Circomstante

(regim temporal)

|

Informari — Decizie Decizie
prelucrate P Decizie | P | copfimatz | ™ acceptatd

/mlm S

Dreptul anpglo-american

Evalunare

Martor -
» > ( jj—-

(continut)

Probe
(intensitate, credibilitate)

Solution:
Describe the solution algorithm.

Exercise 23. Convert the following table into text:

Name Date of birth The city The function
country
Andrew Jones | 13 Apr 1976 London UK Prosecutor
John Popescu | 21 Dec 1975 Chisinau Republic of | Secretary
Moldova
Solution:

Describe the solution algorithm.

Exercise 24. Simultaneously open several windows for the same document.
Solution:
Describe the solution algorithm.

Exercise 25. Open multiple windows for multiple documents at the same time.
Solution:
Describe the solution algorithm.

Exercise 26. Create an article on a free theme containing 3 pages, use different formatting
elements and insert different objects (newly created custom style, different formatting than the
default: typeface, font size, font color, spacing, text or image watermark, header or footer, page
numbering, footnotes and endnotes, etc., at the end add the bibliography).

Solution:

Using the Citations & Bibliography tools to add the bibliographic source.

The bibliography is a list of sources, articles, books, websites (indicating for example the
author, title, publisher, year of publication, etc.) that were consulted and cited when creating a
document.

The bibliography is also used within reports, diploma theses, etc., and it is recommended to
insert them at the end of the document. Each phrase, paragraph, formula or graph taken over should
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be properly cited by placing a short reference immediately next to them, which refers to the
bibliographic source.

When creating bibliographic sources in Word, they are stored in a list saved in a separate
file, so they can be cited in other documents.

The algorithm for generating a bibliography

1. Choosing the desired style: it can be choose from the Style drop-down list, the Citations
& Bibliography group, on the References tab:

25 T‘El Manage Sources L Insert Table of Figures
I':":,/ E

Inzert rL;SmE: @ - Inzert

Citation ¥ [T] Biblio APA *|ce

Citations & Biblig ~th Edition

:F_-E-l-3-|-4-|chicago 11l
Skcteenth Edition

GBTT14

NG
LU

GOST - Name Sort

2003

GOST - Title Sort

2003

Harvard - Anglia

2002

IEEE
2006
IS0 690 - First Element and Date
The used style depends on the purpose of the document and the specific requirements to be
followed, if we are dealing with an article, scientific, book, thesis, etc. In general, professional
organizations such as APA (American Psychological Association), MLA (Modern Language
Association) for social and human sciences or IEEE (Institute of Electrical and Electronics
Engineers) for exact sciences etc. define their own standardized style for references and
bibliography. For example, the Chicago style (according to the "Chicago Manual of Style") is
generally used in advertising.
2. Adding a reference and bibliographic source to a document:
To add a reference (citation) to a bibliographic source within the text, position the cursor in
the text where the reference is to be added and click the Insert Citation button in the Citations &
Bibliography group in the References tab:

Eb‘ TIE Manage Sources

Insert |_4|Ill;51:j,fle: Chicage ~

Citation > | [T] Bibliography ~

-'I__lj Add Mew Source...

B
w o Add New Placeholder...

Add New Source — causes the Create Source dialog box to appear for adding information
from the bibliographic source;

Add New Placeholder — causes the Placeholder Name dialog box to appear for adding a
placeholder and creating the reference in the text. In this case, filling in the information from the
bibliographic source will be done later in the Source Manager administration box.
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Selecting the Add New Source option opens the Create Source dialog box with fields
related to the bibliographic source to be entered (for example, author name, source title, year of
publication, publisher, etc.). These fields must be filled in correctly because Word uses the data
entered in them to both add the in-text reference and generate the bibliography as a list at the end
of the document.

Create Source ? >

Type of Source | Book v Language | Default ~
Bibliography Fields for Chicago
Author |Sfetcu, Micolae Edit
|:| Corporate Author

Title |Intelegenta artificiald in serviciile de securitate

Year 2023

City |Bucuresti

Publisher |Editura Academiei F!bmﬁne

|:| Show All Bibliography Fields
Tag name Example: Adventure Works Press

From the Type of Source drop-down list, select the specific type for the bibliographic source
(book, journal article, website, reference volume, etc.), with the fields of the Create Source box
changing each time according to the selected type. When you click in a field, Word displays at the
bottom of the box an example of entering data into that field.

In the lower left corner of the Create a Source box, Word automatically generates a Tag
Name label for each bibliographic source, based on information related to the source, such as the
author's abbreviated name and the year of publication (in our example it is Sfe23 ). These tags have
the role of making it easier to work with bibliographic sources, facilitating their ordering and
searching. The names of these tags can be changed.

After filling in the data, click on the OK button, which determines both the addition of the
reference in the text and in the citation gallery, as a list of bibliographic sources newly created
under the Insert Citation button. Depending on the style chosen, the reference in the text may
look like this:

- According APA style: (Sfetcu, 2023)
- According Chicago style: (Sfetcu 2023)
- According IEEE style: [2] (or other number depending on the position in the list).

3. Generating the bibliography

After adding bibliographic sources and in-text references, the bibliography can be inserted
to provide readers with detailed information about all sources cited in the text. Based on the saved
sources, Word automatically generates the bibliography using the References tab, the Citations
& Bibliography group, through the Bibliography button options (Built - in list):

e Bibliography, References or Works cited — for generating a bibliographic list with a
given title;

e Insert Biblioraphy - for generating an untitled bibliographic list. We can write the title
manually, for example "Bibliography" or "References", etc.

e Save Selection to Bibliography Gallery — which determines the display of the Create
New Building Block dialog box, used when we manually format the bibliography and want to save
this formatting to the Built-in list for future use.

Updating references and bibliography
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To update a bibliographic reference, click on it, causing a control frame to appear around it. When
you select the Citations Options arrow on the right side of the frame, a drop-down menu appears
with the following options:

o Edit Citation - causes the Edit Citation dialog box to appear where pages can be added,
but also hides information related to the author, year and title (strictly related to this reference, and
which does not affect the bibliographic source);

e Edit Source — causes the Edit Source dialog box to appear for modifying the
bibliographic source (similar to Source Manager);

e Convert citation to static text — for converting the reference to text format,
recommended when saving the document in a format other than .docx. After this operation, Word
can no longer use that reference when generating the bibliography;

e Update Citations and Bibliography — causes automatic updating of references and
bibliography.

Updating the bibliography

¢ Click on the bibliography (a frame should appear around it);

e UpdateCitations and Bibliography button — for automatic updating of the bibliography;

¢ Bibliographies button — which displays the list of Built-in options, similar to the one on
p.3 (Bibliography, References or Works cited options), but with additional options related to
converting the bibliography to static text (Convert bibliography to static text) and filtering the
bibliography depending on the installed languages (Filter Languages).

Note: Similar options for editing and updating the references and the bibliography can also
be found in the context menu when you right-click on them.

Exercise 27. Save the file with the name: First Name Last Name Group XXX

Individual work:

4. Solve all the exercise in the work

5. All unsolved problems must be answered in a Word document with the explanations,
algorithms and, if is necessary, screenshots.

6. Send to the teacher the file with all the solved tasks.

Dead line: one week before the first test
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Test Word

1. Insert the following text: “Cresterea considerabila in dinamica a salariului mediu lunar
al unui lucrator pe fonul scaderii lui reale este legatd de majorare a fondului de retribuire si
reducerea numarului scriptic al salariatilor fata de anul 1995 cu 43 oameni. Cresterea
considerabila in dinamica a salariului mediu lunar al unui lucrator pe fonul scaderii lui reale este
legata de majorarea fondului de retribuire si reducerea numarului scriptic al salariatilor fata de
anul 1995 cu 43 oameni”.

2. Make two copies of the text:

3. Format first paragraph (first copy): Monotype Corsiva, size: 13,5; spacing before
paragraph: 0,1 cm; spacing after the paragraph: 0,2 cm; line spacing: 2,4 cm; indentation: first line:
2,5 cm, left: 1cm, right: 1,5 cm.

4. Format second copy like it shown in the following picture and insert the necessary
objects:

regterea considerabild in dinamica a salariului mediu lunar al unui lucrator pe fonul scaderii lui reale

1995 cu 43 pameni. in dinamicd a

este legatd de majorare.l': a fﬂndl E area numérului scriptic al salariafilor fata de anul
Cresterea

salariului Jﬂ mediu lunar al unui lucrator pe fonul scaderii lui reale este legatd de majorarea fondului

de refribuire si reducerea numarului scriptic al salariatilor fata de J4 anul 1995 cu 43 oameni.

T Y T TP

l

5. Insert the following text and convert it to a table:
Name; Birth date; City; Country; Function;
Andrew Jones; 13 Apr. 1976; London; U.K; manager
John Popescu; 17 lan. 2010; Kiev; Ukraine; Team leader

6. Set the margins for the document: left: 2,5 cm; top: 3,0 cm; bottom: 2cm; right: 1 cm;
gutter: 1,2 cm; header and footer: 2,5cm;
7. Insert a watermark using a picture;
N 2 2
8. Insert the equation: S = > E, c+dr
i=1 17;
9. Insert:
e borders to all pages of the document except first one,
e header which will contain date and time,
o footer which will contain: ASEM, First Name, Second Name of the student and group,
e page numbers: top right, starting with 123 (first page will have no number).
10. Insert table of contents in 3 levels.
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Laboratory work Nr. 5 (4 hours).
MS Excel spreadsheet processor

Obijectives: Familiarization with the basics of:
e Concepts: workbooks, spreadsheets, cells, cell ranges, row, column;
e Main operations: copy, move, insert, delete and rename;
e Data types;
e Data series;
e Data validation;
o References. Types of references.

Tasks:

1. On the working disk, create a folder with your "Name Surname”.

2. Launch the MS Excel.

3. On the spreadsheet Sheetl, in column A, in different cells, enter the following data: 25;
138.12; 138.12; TRUE; 01/09/2016; Faculty of Finance; =A1+A2; =A1+A3. Pay attention to the
alignment of the data in the cells. Explain why the data in the cells line up differently.

4. Rename the worksheet with "Data Types".

5. Save the file with the name "Laboratory Nr5" in the created earlier folder. Close the file.

6. Open the file “Laboratory Nr5”.

7. Copy the data from column A to columns C and E of the “Data Types” worksheet.

8. Save the file.

9. Inthe spreadsheet Sheet?2 insert:

e An arithmetic progression with the first term 7, the ratio 3 and the last term 100;

e A series of text type data followed by a number (for example Group 1; Group 2; Group
3;...);

e Series of calendar dates, starting with the current date (CTRL+;);

e A geometric progression with the first term 1, the ratio 2 and the last term will not exceed
200.

e A predefined list of names of students in the group. Insert the predefined list items into
different columns starting each time with different list items (each series should contain 15 items).

10. Rename Sheet?2 to “Data Series”.

11. Make a copy of “Data Types” worksheet and place it before Sheet3.

12. Move “Data Series” worksheet to the end.
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13. Using auto fill option, in the Sheet3 create the next series:

[T-I - . T, T S PR

[
o

“11
‘12
"13
“14
"15
16

series

14. Add some commands to the Quick Access Toolbar.

15. Create a new tab with groups on the Ribbon and add several commands to it.

A B C D E
1|Productl 02.01.2024( 02.01.2024| 02.01.2024
2|Product2 03.01.2024( 02.02.2024| 02.01.2025
3|Product3 04.01.2024( 02.03.2024| 02.01.2026
4|Productd 05.01.2024( 02.04.2024| 02.01.2027
5|Products 08.01.2024( 02.05.2024| 02.01.2028
6|Product 09.01.2024( 02.06.2024| 02.01.2029
7|Product? 10.01.2024( 02.07.2024| 02.01.2030
8|Products 11.01.2024( 02.08.2024| 02.01.2031
9|Product9 12.01.2024| 02.09.2024| 02.01.2032

+ 10|Produgtl0 15.01.2024| 02.10.2024| 02.01.2033
;-Ienrli:; Alphanumeric Date/Time series

16. On a new worksheet, use Date Validation according to the data validation criteria, as it
indicated in the respective text box in the image:

B

B

E F

Implementation

m o| Code | imestment projects P’”f&"" Som,tei | rumbeeot
1 localities
2 29032023 B286G |[Health protection $12.000 00 L 2
) 13062023 6781 [indastructus 20 000,00 L 8
& 05032023] 5191 [Sccal assestance 1000004 ]
S 07122023 2119 (Education 150000L 9
6 151902023 3881 [Agnculture 6 000,00 L 10
7122.10.2023) 3748 [Emironmont protection 1.000.00L 16
0 15102023 B486 [Public order 12.000,00L 5
9 '31.07.2023| 3881 [Public transpont 12.000.00L | 6
10 03112023] 2119 |Social sssestance 150000 L | !
112107 2023 5191 [Ecucation 100000L 3
12 2003.2023| B486  |[Agnculture 2200000L 7
13 09062023 8486 [Health protection 1200000 L ]
2306 2023|3881  [Education 6000 00L 16
15 05.912023] 2913 [Agnculture 1500 00L 19
16 05.01.2023| 3881 [Environment protaction 1.000.00 L 7

EXERCISES:

1. Amount, bel <25000 - numbers

2. Project end date> Project Start Date{date: >A2)

3. Code bength 4 -

4. mvestment projects =>List of project - by using a list
5, Total amount bei <=150000 - Custom
=sum($E52:$E519)<~150000 or SE$19<=150000

texts

17. Format table to looks like in the picture above.
18. Rename worksheet to “Validation™.

19. Create a copy of “Validation” worksheet and rename it to “Relative References”.
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20. Add the next columns to the existing table and perform the necessary calculations:

G H | J K L M
.. Investment
Total Sum, Adfglr“?]nal Additional | value with
- ™ s ™
lei project fuf ali Addlrlunal o
. projects paie Calculate the total
8::’ amount for all
8% investment projects
1% including the
10% amounts invested by
17% local public
20% administrations
165% k -
3%
8%
8%
1%
10%
17%
20%
15%
Total:

21. Make a copy of “Relative References” worksheet and rename it in “Absolute
References”.
22. Add the following data to the copied table:
K L M N o} P

Total
investment
value, Euro

Exercise

Calculate the total amount of all projects, by
using Addition for all projects (12%]) and the
Euro exchange rate is given on the current day

Additional AP, % 12%

Excange rate Euro, lei.

23. Create a new workbook in your folder.

24. Save workbook with the name “Individual Work”.

25. In Sheetl, create a table with the next columns: ON, Name, Surname, Resort
Country, Daily price, Check-in-date, Check-out-date, Number of tourists.

26. Use Data Validation for columns Resort Country and for Check-out-date.

27. Format the table using commands from the groups: Font, Alignment, Number in
Home tab.

28. Rename worksheet to “Luxury Vacation”.

29. Enter 10 records into the table.

30. Insert the column Duration of vacation and fill it by using formulas.

31. Insert a new column before the column Number of tourists and name it Including
Children under 12 and fill it with data.

32. Using formulas calculate Tour price. Tour price is calculated considering: every kid
under 12 years old has a 30% discount.

33. Save all workbooks and exit MS Excel.
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Laboratory work Nr. 6 (6 hours).
Data processing. Use aggregation and conditional functions.

Obijectives:
e Familiarization with the most used aggregation and conditional functions Count, Countif,
Sum, Sumif, Averageif;
e Use logical functions IF, And, Or in calculations;
e Application in data processing of the Remove duplicates command;
e Working with Lookup&Reference functions and consolidation of data from 2 tables.

Tasks:

1. Open the “Laboratory Nr5” workbook.

2. Using “Move or Copy” command, copy the “Relative References” worksheet to a new
book.

3. Rename the new book to “Laboratory Nr6”.

4. Create two copies of current worksheet and name them respectively “StatFunction” and
“LogicalFunctions”.

5. In StatFunction worksheet add the following data and by using COUNT, COUNTIF,
SUM, SUMIF, AVERAGEIF fill the SOLVING column.

H ]

SOLVING

Total sum for all projects:

Number of records:
Mumber of projects in agriculture

Education
Environment protection
Social assistance

MNumber of projects in the Health protection:
waorth:

Average investment value
Agriculture
Infrastructure
Public order

6. In the LogicalFunctions worksheet add the following columns and by using logical
functions IF, AND and OR fill it with data.
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H |
Display the
Display the projects from
projects from Agriculture
Agriculture and
Infrastructure

J

Show the projects
from Education
with a total amount
greater than
20000

K
Calculate the total
amounts for the
projects, resulting
based on the
terms of the
bonus *

. *Bonus: If the number of implementations is <6, no bonus; if
_ this number is between 6 and 11, the bonus is 7% of the total
amount; if the number of implementations is >11, the bonus is

10%

7. Make a copy of “Relative References” worksheet and rename it to “VVlookup”

8. Add a new worksheet and copy the column “Code”.

9. Rename the new worksheet to “Nomenclator”.

10. Using Data, Remove duplicates, remove duplicates in the “Code” column.

11. Add the column “Project name” and fill with an alphanumeric series like in the picture
below in Table 2 and use RANDBETWEEN function to fill “Sum, lei”” column.

12. Copy the cells from the column ,,Suma, lei” in the same place but paste only the values.

Tablel
A B C E
: Implamentati
St’:to!g:e Code Investment projects Ploject and '::‘numbot
1 of localities
2 129032023| 8486 |Meaith protection 30.10.2023 2
3 1306.2023| 6781 |Infrastructure 14.01.2024 8
4 05032023] 5191 [Social assistance 06.10.2023 6
5 07.122023] 2119 |[Education 09.07.2024 9
6 15.10.2023| 3881 |Agnculture 17.05.2024 10
7 22102023 3748 |Emaronment peotection | 24.05.2024 16
8 15102023 8486 |[Public order 17.05.2024 5
9 3107.2023| 3881 |[Publc transport 02.03.2024 6
10 03.11.2023| 2119 |Social assistance 05.06,2024 7
11:21.07.2023| 5191 |Education 21.02,2024 6
12 20.03.2023| 8486 [Agnculture 21.10.2023 7
13[09.06.2023| 8486 |Health protection 10.01.2024 6
14 2306.2023| 3881 |Education 24.01.2024 16
15 05.11.2023| 2119 [Agnculture 07.06.2024 19
16 05.01.2023| 3881 |Emaronment peotection | 08.08.2023 7
< Vieokup Nomenclator =

Table2

A B C 4]

Code Etopect Sum, ls
1 name
2 | 8486 | Projectt [ 12.000.00 L
3 6781 Project2 | 20.000,00 L

5191 | Project3 | 1150000 L
5 2119 | Projectd | 2.300.00 L
6 3881 | ProjectS | 6.000.00L
7 3748 | Projects | 14.000.00 L
9
10
1
12
13
14
15
16
17

< = Vicokup Nomenclator

13. Insert a new column “Project name” after the “Investment projects” column, and
using the Vlookup function, take the information from the column with the same name in Table
2 with the data corresponding to the project code.

14. In Table 1 add column “Sum, lei”” and using the same function fill it with data.

15. The result will be:

A B c D E F G

. . Implementati
. S,er?;{:te Code Investment projects Progect name F'rcrj::f;nd ;Elorl:u;r'iltlijee; Sum, lei
2 129032023 8486 |Health protection Project1 30.10.2023 2 12.000,00 L
3 113.06.2023 6781 [Infrastructure Project2 14.01.2024 g 20.000,00 L
4 05.03.2023] 5191 ([Social assistance Project3 06.10.2023 B 11.500,00 L
5 07122023 2119 |Education Projectd 09.07.2024 9 2.300,00 L
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16. Save the book and close it.

17. Open the “Individual Work” book.

18. Make the calculations:

a) How many times the destination Romania was chosen?

b) How many times each country was chosen as a tourist destination?

c) How many tourists had a holyday in Italy?

d) The total amount of tours for Spain??

e) Total amount for tours for each country?

f) Add a new column at the end of the table in which calculate the final price: if the
duration of vacation is less than 5 days, it will be no discount; if the duration of vacation is between
5 and 10 days the discount is 8%; if the duration of vacation is greater than 10 days the discount
is 15%.

g) Add a new column at the end of the table and display there the list of tourists who goes
on vacation with children.

h) Add a new column at the end of the table in which display the list of tourists whose
duration of vacation is 7 or 10 days.

i) Add a new column at the end of the table in which display the list of tourists who goes
on vacation to Italy for less than 7 days.

j) Add a new column at the end of the table showing the list of tourists who go on
vacation for less than 12 days and paid more than the average price per tour.

19. Make a copy of “Resort Country” worksheet and add the column “New Daily price”
after the “Daily price” column.

20. In a new worksheet create a table with a list of unique values of the countries (you can
make a copy of the existing list of the countries and remove the duplicates) and the column “New
Daily price”, fill this column with data using Randbetween function.

21. Fill the “New Daily price” column with data (use VIookup function).

22. Save the book and close it.
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Laboratory work Nr. 7 (6 hours).
Calculations in MS Excel. Using Text and Date&Time functions for data
processing.

Objectives:

e Using Text function in data processing: Left, Right, Find, Mid, Len, Trim etc.;

e Using Date&Time functions in data processing: Today, Day, Month, Year, Date,
Networkdays, Datedif etc.

Tasks:
1. Open the file ,,Laborator Nr6”.
2. In a new worksheet copy the ,,VIookup” worksheet.
3. Rename the new file to ,,Laborator Nr7”.
4. Delete and add the necessary columns to obtain the following table:

A B C D E F G
Data ) Ct}d,F’_rolecte . Cod - Proiecte Proiecte investitionale,
) . . - MNume investitionale si | = . ) )
inceput Cod Proiecte investitionale B - investitionale - si nume |nume proiuecte si Cod
: proiuect  |nume proiect (Flash :
1 proiect Fill) proiect(&) (Concatenate)
2 129032023 8486 |Ocrotirea sanatatii Proiect1
3 13.06.2023| 6781 |Infrastructura Proiect?
4 105.03.2023| 5191 |Asistenta sociala Proiect3
5 07122023 2119  |Invatamant Proiect4

5. Use Flash Fill and Concatenate function (Concat or &) to fill with data all the columns
in the previous table.

6. Rename the current worksheet to ,, Text functions”.

7. Insert a new worksheet and rename it to ,,Left_Right_Mid”.

8. In this worksheet copy the F column and paste only the values.

9. Use Left, Right, Find, Mid, Len and Trim functions to fill B-G columns with data:

A B C D E F G
1 Code,Proiecte investitionale si nume proiect Cod MNume proiect | Proiecte investitionale Prmecte(_lrr:-iu:-ls}tltlonale Len(D)| Len(E)
2 |B486 - Ocrotirea sanatatii - Proiectl 8486 Proiectl Ocrotirea sanatatii Ocrotirea sanatatii
3 |6781 - Infrastructura - Proiect2 6781 Proiect2 Infrastructura Infrastructura
4 5191 - Asistenta sociala - Proiect3 5191 Proiect3 Asistenta sociala Asistenta sociala
5 |2119 - Invatamant - Proiectd 2119 Proiectd Invatamant Invatamant

10. From ,,Laborator Nr6” file copy the ,,VIookup” worksheet, edit and format the table
to look like in the following picture:
Arsi

Durata Durata

Proiects Data sfarse I Duirsts prmectuiis Bed | prolectului cu sfif:t‘:hn rhl-::t-:; sfarsituks .3 o
fod Phiths pac mestibonale prosect l;rmecmu sivbston sdrbiton prosactulyl | projectubs | prosectubu ERETR oty
1 | | Days) (Netwoekidays) | (Networkdays) | (Day) | (month) | (Year) {Dsts)
7 291 8485 Ocroteea sanatati Prosect 30.10.2023
[134 6781 | ibmstructura :Pr:m‘»:i;' 14.01.2024
4 05032023 5191 Asistenta sociala Prosectl 06.10.2023

11. Rename the copied worksheet to ,,Functii Data_Ora”.

12. Using Days, Day, Month, Year, Date, Networkdays functions fill the columns F-L,
N with data.

13. Make a copy of current worksheet in the same workbook and rename it to ,,DateDif .
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14. Delete and add the necessary columns to obtain the following table:

A B C D E F G H I ] K
Durata
Data N Proiecte Data sfarsit ptrun_e;:tullm Durata Durata Durata Durata Durata
inceput Cod u_met investition EE.SE;SI ?.T.' prin proiectului | proiectului | proiectului | proiectului |proiectului
proiect proiec ale project | whlhizarea (zile) {luni) (ani) (YM) (MD)
functiei
1 YEAR
2 129.03.2023| 8466 Ocrotirea |Proiect1 | 30.10.2023
3 113.06.2023| 6781 Infrastruct|Proiect?2 |14.01.2024

15. Use Year and DateDif function to fill the necessary columns with data.

16. Compare the data obtained in F column with data obtained in the I column.
17. Save and close the workbook.
18. Open the ,,Lucru individual” workbook.
19. Insert a new worksheet, rename it to “Employees” and add a table that contain the
following columns: Employee code, First Name, Last Name, Date of birth, Hire date and fill
the table with data (minimum 15 rows).
20. Using Data&Time functions compute Age and Seniority of the employees in years,

months and days.

21. Make a copy of “Employees” worksheet and using the Tet functions merge the data from
the first three columns into one.
22. Using Text function extract the data from the column obtained in the previous point into
2 separate columns Employee code and First Name Last Name.
23. Save and close the file.
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Laboratory work Nr. 8 (4 hours). Special tools for data analysis and synthesis.

Objectives:
e Data sorting in Excel.
o Data filtering;
e Conditional formatting;
e Totals and subtotals;
e Creating pivot tables and charts.
Tasks:
1. Open the “Laboratory Nr6” book.
2. Copy to a new book the “Vlookup” worksheet.
3. Rename the new book to “Laboratory Nr8”
4. Copy the table from “Vlookup” worksheet and paste on the same place only the values.
5. Rename current worksheet to “Sort”.
6. Add column “Location” after “Code” column and fill it with data.
7. Make the calculations in the “Total sum, lei”” column.
8. Format the table like it shown below:
A B C D E F G H
Impleme
. ; ntation
SEFrTJE]Ztte Code Location Investment projects Pr:Z{‘::;t F'roJ;:tteend number Sum, lei | Total sum, lei
of
1 localities
2 2903.2023 8486 |Chisinau Health protection Project1 30.10.2023 2 12.000,00 L 24.000,00 L
3 13.06.2023 6781 |Balti Infrastructure Project2 14.01.2024 8 20.000,00L | 160.000,00 L
4 05032023 5191  |Orhei Social assistance Project3 06.10.2023 6 11.500,00 L 69.000,00 L
5 07122023 2119 (Cahul Education Projectd4 09.07.2025 9 2.300,00 L 20.700,00 L
6 (15102023 3881 |Ungheni Agriculture Projects 17.05.2024 10 6.000,00L | 60.000,00L
7 122102023 3748 |Briceni Environment protection |Projectd 24.05.2024 16 14.000,00 L | 224.000,00 L
8 15.10.2023 8486 |Chisinau Public order Project1 17.05.2025 5 12.000,00 L 60.000,00 L
9 31.07.2023| 3881 |Balti Public transport Projects 02.03.2026 6 6.000,00 L 36.000,00 L
10 (03.11.2023| 2119 |Orhei Social assistance Projectd 05.06.2024 7 2.300,00L 16.100,00 L
11(21.07.2023| 4191 (Cahul Education Project3 21.02.2025 6 11.500,00 L 69.000,00 L
12 |20.03.2023| 8486 |Ungheni Agriculture Project1 21.10.2023 7 12.000,00L | 84.000,00L
13 109.06.2023| 8486 |Briceni Health protection Project1 10.01.2025 6 12.000,00 L 72.000,00 L
14 |23.06.2023 3881  |Chisinau Education Projects 24.01.2024 16 6.000,00 L 96.000,00 L
15 [05.11.2023( 2119 |Balti Agriculture Projectd 07.06.2024 19 2.300,00L 43.700,00 L
16 |05.01.2023| 3881 |Orhei Environment protection |Projects 08.08.2023 7 6.000,00 L 42.000,00 L
9. Make another three copies of the “Sort” worksheet and rename them to “Filter”,

“Subtotal” and “Pivot Table”.

10. Sort the table: descending by “Location”, then descending by “Investment Project”
and Largest to Smallest by “Total Sum, lei” by using Sort options in the Data tab.

11. The result will be the table:

Impleme
; ; ntation

Stzrr?gztte Code Location Investment projects Pr::f::t F'rq;:tteend nurgfber Sum, lei | Total sum, lei

localities
05.11.2023| 2119 |Balii Agriculture Projectd 07.06.2024 19 2.300,00L | 43.700,00L
13.06.2023| 6781 |Balti Infrastructure Project2 14.01.2024 8 20.000,00L | 160.000,00L
31.07.2023| 3881 |Balti Public transport Project5 02.03.2026 6 6.000,00L | 36.000,00L
2210.2023| 3748 |Briceni Environment protection |Projectb 24.05.2024 16 14.000,00 L | 224.000,00 L
09.06.2023| 8486 |Briceni Health protection Project1 10.01.2025 6 12.000,00L | 72.000,00L
21.07.2023 5191 |Cahul Education Project3 21.02.2025 6 11.500,00 L 69.000,00 L
07.12.2023| 2119 |Cahul Education Projectd 09.07.2025 9 2.300,00 L 20.700,00 L
23.06.2023| 3881 |Chisinau Education Projects 24.01.2024 16 6.000,00 L 96.000,00 L
29.03.2023| 8486 |[Chisinau Health protection Project1 30.10.2023 2 12.000,00L | 24.000,00L
16.10.2023| 8486 |Chisinau Public order Project1 17.05.2025 [ 12.000,00 L 60.000,00 L
05.01.2023| 3881 |Orhei Environment protection |Projectd 08.08.2023 7 6.000,00L | 42.000,00L
05.03.2023 5191  (Orhei Social assistance Project3 06.10.2023 b 11.500,00 L 69.000,00 L
03.11.2023| 2119 |Orhei Social assistance Project4 05.06.2024 i 2.300,00L 16.100,00 L
20.03.2023] 8486 [Ungheni Agriculture Project1 21.10.2023 7 12.000,00L | 84.000,00 L
16.10.2023| 38381 |Ungheni Agriculture Projects 17.05.2024 10 6.000,00L | 60.000,00 L

12. Go to the “Filter” worksheet.
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13. Make two copies of this worksheet.
14. By using Filter on Data tab, in each worksheet, add filters:
a) In the “Location” worksheet, display the information related to the localities starting
with the letter "C".
b) In the first copy of the “Location” worksheet, display the information related to the
projects that will be completed in the next calendar year;
¢) In the second copy of the “Location” worksheet, display the information related to the
projects with the lowest 3 values for “Total sum, lei”.

a)

Project . Progect . Project end [N EmEED ; ;
Start Dat- Code Investment projects name Location < date on nurr?l.)er of| Sum, lei Total sum, lei
n n n n - | localities = n n
29.03.2023| 8486 |Health protection Project1 Chisinau 30.10.2023 2 12.000,00L | 43.700,00 L
07.12.2023| 2119 |Education Projectd Cahul 09.07.2025 9 2.300,00L | 224.000,00L
16.10.2023| 8486 |Public order Project1 Chisinau 17.05.2025 5 12.000,00 L 20.700,00 L
21.07.2023 5191 |Education Project3 Cahul 21.02.2025 6 11.500,00 L 60.000,00 L
23.06.2023 3881 |Education Projects Chisinau 24.01.2024 16 6.000,00 L 16.100,00 L
b)
. ; Implementati
Sfarr?JE]c:" Code Investment projects Przig:;:t Location F'roJ;actteendY oniumber of| Sum, lei | Total sum, lei
~/ ~/ = ~/ = -Tl localities * ~/ ~/
13.06.2023| 6781 [Infrastructure Project2 Balti 14.01.2024 8 20.000,00L | 160.000,00L
15.10.2023| 3881 |Agriculture Project Ungheni 17.05.2024 10 6.000,00L | 72.000,00L
22.10.2023| 3748 |Environment protection |Project6 Briceni 24.05.2024 16 14.000,00 L 69.000,00 L
03.11.2023| 2119 |Social assistance Project4 Qrhei 05.06.2024 7 2,300,00L | 24.000,00L
23.06.2023( 3881 |Education Projects Chisinau 24.01.2024 16 6.000,00 L 16.100,00 L
05.11.2023| 2119 |Agriculture Project4 Balti 07.06.2024 19 2.300,00L 84.000,00 L
c)
. ; Implementati

Sfarr?JE]Zt" Code Investment projects Przig:;:t Location F'roJ;;:tteend oniumber of| Sum, lei | Total sum, lei
- - - - - | localities = - T
07.12.2023| 2119 |Education Projectd Cahul 09.07.2025 9 2.300,00L | 224.000,00L
13.06.2023| 6781 [Infrastructure Project2 Balti 14.01.2024 8 20.000,00L | 160.000,00L
31.07.2023| 3881 |Public transport Project5 Balti 02.03.2026 6 6.000,00 L 96.000,00 L

Conditional formatting

1. By using conditional formatting highlight, the “Education “projects.

2. By using conditional formatting highlight “Sum, lei”” in a domain (between N value and
M value).

3. By using Data Bars of Conditional formatting add colour to the cells of
“Implementation on number of localities” column to represent the values of it:

: . Implementati
Project Code Investment projects Progect Project end on number
Start Date name date "
of localities
29.03.2023| 8486 |Health protection Project? 30.10.2023 2
13.06.2023| 6781 |Infrastructure Project? 14.01.2024 a
05.03.2023| 5191 |Social assistance Froject3 06.10.2023 B
071220231 2119  |Education Projectd 09.07.2024 9

4. By using Colour Scale of Conditional Formatting apply a colour gradient to cells of
“Sum, lei” column:

. : Implementati
Project Code Investment projects Progect Project end on number Sum, lei
Start Date name date -
of localities
29.03.2023| 8486 |Health protection Project1 30.10.2023 2
13.06.2023( 6781 |Infrastructure Project2 14.01.2024 8
05.03.2023| 5191 |Social assistance Project3 06.10.2023 6
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5. By using Icon Set of Conditional Formatting apply a set of icons to represent the
values in the cells of “Total sum, lei”” column:

. - Implementati
Project Code Investment projects Frogect Project end on number Sum, lei Total sum, lei
Start Date name date .
of localities
29.03.2023| 8486 |Health protection Project 30.10.2023 2 [2oodooL [  24.000,00L
13.06.2023| 6781 [Infrastructure Project? 14.01.2024 5 [IB8ooo00L |57 160.000,00L
05.03.2023| 5191 |Social assistance Project3 06.10.2023 5 [BELS0d0oL (&) 69.000,00L
Subtotals

1. Open the “Subtotal” worksheet.
2. Using Subtotal on Data tab, calculate the total amount for each location and total number
of implemented projects:

A B c D E F G H
. R Implementati
SPmJect Code Investment projects |Project name| Location Project end on number of|  Sum, lei
; tart Date date .
1 localities
2 |13.06.2023| 6781 |Infrastructure Project2 Balti 14.01.2024 8 20.000,00 L
3 |31.07.2023| 3881 |Public transport Projects Balti 02.03.2026 6 6.000,00 L
4 0511.2023| 2119 |Agriculture Projectd4 Balti 07.06.2024 19 2.300,00 L
-] s] Balti Total 33 | 2s.300,00L
6 (22.10.2023| 3748 |Environment protection |Projectf Briceni 24.,05.2024 16 14.000,00 L
7 |09.06.2023| 8486 |Health protection Project1 Briceni 10.01.2025 6 12.000,00 L
-] = Briceni Total 22 | 26.000,00L
3. Display only totals for locations.
4. Copy only the totals to a new worksheet:
E F G H
. Implementati
. Project end .
Location on number of Sum, lei
date -
localities

Balti Total 33 28.300,00L

Briceni Total 22 26.000,00 L

Cahul Total 15 13.800,00 L

Chisinau Total 23 30.000,00 L

Orhei Total | 20 | 19.800,00L

5. Using Find&Replace remove the ,,Total” word from the first column:

A B C D
Implemen
: Project tation :
Location end {date number of Sum, lei
1 localities
2 |Balti 33 28.300,00 L
3 |Briceni 22 26.000,00 L
4 Cahul 15 13.800,00 L
5 |Chisinau 23 30.000,00 L
6 |Orhei 20 19.200,00 L
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6. Using Chart on Insert tab, insert the following charts:

Implementation number of localities

Chisinau
20%

Sum, lei
35,000.00 L
28.300.00 L 30,000.00 L
30,000-00L T 26,000.00 L
25,000.00 L
19,800.00 L
20,000.00 L
15,000.00 L 13,800.00 L
10,000.00 L
5,000.00 L
- L
Balti Briceni Cahul Chisinau Orhei

7. Go to,,Pivot Table” worksheet.
8. Byusing Pivot option on Insert tab, create the following pivot tables in a new worksheet
named ,,Pivot_Tables”:
a) Table 1: Total amount grouped by ,,Location”:

Row Labels |Z| Sum of Total sum, lei
Balti 340.000,00 L
Briceni 138.000,00 L
Cahul 284.000,00 L
Chisinau 80.500,00 L
Crhei 120.000,00 L
Ungheni 114.000,00 L
Grand Total 1.076.500,00 L
b) Table 2: Number of project implementations per category (,,Invesment projects”):
Sum of
Implementation

Row Labels '~ number of localities
Agriculture 36
Education 31
Environment protect 23
Health protection 8
Infrastructure 8
Public order 3
Public transport 6
Social assistance 13
Grand Total 130
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c) Table 3: Total amount grouped by years of “Project end date” and “Invesment
projects”.

Sum of Total sum, lei Column Labels -
+2023 +2024 +2025 +2026 Grand Total

Row Labels A

Agriculture 42,000,00 L 156.000,00 L 198.000,00 L
Education 16.100,00 L 284.000,00 L 300.100,00 L
Environment protection 60.000,00 L 69.000,00 L 129.000,00 L
Health protection 43.700,00 L 69.000,00 L 112.700,00 L
Infrastructure 160.000,00 L 160.000,00 L
Public order 20.700,00 L 20.700,00 L
Public transport 96.000,00 L 96.000,00 L
Social assistance 36.000,00 L 24.000,00 L 60.000,00 L
Grand Total 181.700,00 L 425.100,00L 373.700,00 L 96.000,00 L 1.076.500,00 L

9. Using Slicers option on Insert tab, create two slicers for ,,Location” and ,,Investment
project”.

Location i=

| Balti | Briceni | cahul |

[ Chisinau H Orhei H Ungheni l
iT:|'111.|r||astm|ant projects = N2
[ Agriculture H Education “ Environment prot... l -
[ Health protection H Infrastructure “ Public order l
[ Public transport ” Social assistance l v

10. Using Report Connections option on Slicer tab, connect slicers to all pivot tables.

11. Change some data in the initial table and analyze the pivot tables.

12. Use PivotTableAnalyze option on Pivot Chart tab to create two charts like the
following ones:

Total investment sum per localities

Ungheni IERENGDOINE
(o], 11BN 120.000.00 L |
Chisinau  EENEDIN]
echilVily 234.000.00L |
Briceni IEEFELN LI
Balti |- Y G [ Tl
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13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

Total implementation number of
localities

B Agriculture

M Education

m Environment protection
Health protection

H Infrastructure

M Public order

B Public transport

Save and close the book.

Open ,,Individual work” workbook.

In the “Employees” worksheet add “Salary” column.
Make three copies of this worksheet.

In the first worksheet sort data by minimum two levels.
In the next worksheet filter data by 3 different columns.
In the third worksheet create a subtotal.

Create three pivot tables and two slicers.

Connect slicers to existing pivot tables.

Create two different pivot charts.

Save and close the workbook.
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Laboratory work Nr. 9 (4 hours).
Importing data from other applications

Objectives:
Familiarization with some algorithms for importing data from other sources, from
Text/Csv files

Tasks:
1. Create a new Excel book and name it “Laboratory Nr9”.

Importing txt file
Suppose we have a .txt file that looks like:

T Seleslan2009.txt - Notepd

File Ede Format View Help

Ivransacnonﬂdne Product Price Payment Type Hame City State Country Account_Created Last_Login

21/02/89 6:17 Productl 1206 Mastercard carolina Basildon England United Kingdom ©1/82/09 6:00
01/82/09 4:53 Productl 1200 Visa Betina Parkvilis L] United States ©01/82/09 4:42
01/02/89 13:08 Productl 1200 Mastercard Federica e Andrea Astoria OR United
@1/23/e9 14:44 Productl 1296 Visa Gouya Echuca Victoria Australia

09/25/85 21:13 ©1/63/09 14:22

2. Choose From Text/CSV on Data tab.

3. In the opened window choose the .txt file that contains the data.
4. Transform the .txt file:

Sales)an2009.tx

File Ongin

Delimiter Data Type Detection
1250: Central European (Windows) ~ Tab M Based on first 200 rows -
Transaction_date Product Price Payment_Type Name City State Country Account_Created
01.02 2009 06:17:00  Productl 1200  Mastercard carclina Basildon England United Kingdom | 01/02/09 6:00
01.02.2009 04:53:00  Productl 1200 Visa Betina Parkville MO United States 01,/02/09 4:42
01.02.2009 13:08:00 Productl 1200  Mastercard Federica e Andrea | Astoria OR United States 01/01/09 16:21

5. Using Power Query Editor, edit the file (change data type, split columns, etc.).

r— 8
.} Trovsaction_dste ~ & Moduc

~ 17y Peice - A% Poymemt_type * | A% Nume = A% Chy
1 1200 Mamercars g Bastowr
1200 Vs Netrs Farvwtie
1200 Maseesyrs Federica e Angres Astons
1200 Vs Gouys Ecvucs
6. Choose Close&Load ad file and obtain:
A B C (8] E F G H |
Transaction_date ﬂ Product ﬂ Price ﬂ Payment_Type n Mame ﬂ City n State ﬂ Country ﬂ Account
24.12.1927 Productl 1200 Mastercard carolina Basildon England United Kingdom 01/02/09
24.12.1927 Productl 1200 Visa Betina Parkville MO United States o1/02f/09
24.12.1927 Productl 1200 Mastercard Federica e Andrea Astoria OR United States o01/o01/09
02.04.1928 Productl 1200 Visa Gouya Echuca Victoria Australia 09/25/05

7. Based on this table, create a pivot table for average price, grouped by “Country”.

8. Based on this table, create a pivot table for number of transactions, grouped by “Country” and
“Payment type”.
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Importing CSV file

Suppose we have a .csv file that looks like:

B C D E
tem,Store,Units Sold,Unit Price,Sales Amount
Surface Studio,Washington D.C.,5,299,1495
JXbox One X,Washington D.C.,2,249,498
Xbox One X,Atlanta, 3,249,747
Xbox One X,Washington D.C.,2,249,458

9. Choose From Text/CSV on Data tab.
10. Choose .csv file, Open and Transform.

. B item - | A% store ~ | 123 units Sold ~| 1.2 unit Price ~| 1.2 sales Amount -
1 Surface Studio Washington D.C. 5 299 1495
2 ¥boxOneX Washington D.C. 2 243 498
3 XboxOneX Atlanta 3 249 747
4 ¥box One X Washington D.C. 2 243 498

11. Edit the file in Power Query.
12. Choose Close&Load on Home tab.

C D E
1 n Store n Units Sold u Unit Price n Sales Amount g
2 |Surface Studic Washington D.C. 5 299 1495
3 Xbox One X Washington D.C. 2 249 498
4 |Xbox One X Atlanta 3 245 747
5 Xbox One X Washington D.C. 2 249 498

13. Based on this table, create a pivot tables:
a) “Unit sold” grouped by “Item” and “Store”.
b) “Sales amount” grouped by Store.
14. Create pivot charts for pivot tables created above.
15. Create slicers and connections for dynamic filter.
16. Save and close the file.
17. Open the “Individual Work” book.
18. Insert a new worksheet.
19. Import a .txt file and transform it.
20. Import a .csv file and transform it.
21. Based on both tables data, create 2 pivot tables, 2 pivot charts and 2 slicers for each of them.
22. Save and close the file.
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Test Excel

5. Suppose we have a table. Format it like it shown below:

A B C D E F ] H 1 ] K
1 |Sales and profit
2 |o/N Article name Colour  Date of manufa Cost per u Produced Sold item 3) 4) 5) G)
3 1 Bush HD270RWN Alba 43457 24995 200 180
4 2 Beko CDASESF MNeagra 44423 200 99 125 100
5 3 Bush HD270RWN Argintiu 44170 24999 230 180
b 4 Argos Value Range A4 Alba 43202 79,99 320 236
7 5 Bush HD270RWN Argintiu 44409 269,98 245 156
8 & Argos Value Range AA  Neagra 43895 09,95 450 335
9 7 Beko CDASB3F Argintiu 43479 309,99 500 500
10 8 Indesit TLAIW Alba 44388 154,99 320 310
11 9 Hotpoint RFAS2 Argintiu 44014 269,99 210 200
12 10 Indesit TLAIW Alba 43658 179,99 280 250
13
14 2)To enter the colour, create a validation list Exercise:1)
15 3)Price per unit (plus 18% on cost) Format the table so that it looks like a finished table-
16 4} Cost of all items report.
17 5)Sales revenue
18 6) Neme and colour of items produced in the last 2 years and above average revenue
18 7)What is the total number of white refrigerators sold?
20 8) On another worksheet, using Subtotal display the average of items sold, grouped by colour
21 9)in @ new spreadsheet, create a pivot table for revenue grouped by colour and year of manufacture
22] 10. Create o chart with the values obtained in totals by colour |
23 11} Create a dynamic filter for 2 pivot tables.

6. On another worksheet, create the validation list.

A

Validation list
Article name
Bush HD270RWN
Beko CDASG3F
Argos Value Range AA
Indesit TLATW
Hotpoint RFAS2

PRI T T S TER N R

7. Using the necessary formulas and functions, calculate the highlighted cells in G-K
columns:

“ 8 £ ] (3 F Q H | i K
1 Sales and profit
QN Anicie name Colour Qute of Cosy per [ Producad | - Sold 3 4) 3 &

2 manufacture junit item| items items

b 1 Bush HDZTCRWN White 01022019 | € 24555 200 180 | €29694 | € 4993000 | € 5308938

- 2 Boko COASE3F Slack 15082021 | € 29999 425 100 [€3539 (€ 3749875 [ € 35396.82

5 3 Bush HD2TTRWN Sliver 05.32.2020 € 149,93 230 150 €29499 | € 5749770 )< 5305788

[ 4 Argos Value Range AA | White 1204 2018 € 155 320 256 € G435 1C 25%36M0iC 20582

7 5 Bush HD27 Sitver 0108.2021 | €69.58 285 156 | €31858 | € 5614510 [ € 4085792

B 13 Argos Value Range AA | Slack 05.03.2020 € 99395 450 335 ST I 4257501 393102

3 7 BSeko COASSIN Sitver 14.01.2015 € 30595 500 500 € 38575 | € 15255500 | € 18255410 | Beko COASSIF Silver
10 8 Indesa TLAIW White 11072001 | €159.8% 320 310 |€388791€ 5119680 [ € SBS524.54 | Indesar TLAIW White |
154 3 Hotpoint REASY Sliver 02.07.2020 € J69.99 210 200 C3I8SF [ € 56897901 € 6371754 | Howoint RFAS2 Silvar
2| 10 Indesit TLAIW White | 12072019 [€17595| 280 20 | €21235 (€ 5035720 € 5308708

13

141 2)To anter the colour, create @ validation fist Exercise1)

15 3)Price per unit (plus 18% on cost) Format the table 5o that It fooks fike o flaished robie-

1] 4) Cost of oll items repoit.

17 Si5oles revenue

18 6) Nome and coloer of items produced &y the lost 2 pears and obove Sverage revense

1 7)What is the totm! number of white refrigerators soid?

2 £) On another warksheed, using Subdtorof dsplay the average of ilems sold grouped by colow

21 9)in @ new spreadshet. create o phvot Toble fov revesve ouped by colow and yeor of manufocte
2 10. Create a chavt with the values obtoined in totols by codour

i} 11) Create @ dynamic fifter for 2 pivot tobies,

8. Make a copy of the initial worksheet.
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9. Delete the data below the table and use Subtotal to determine the average number of sold
items by colour:

A B c D E F G H I )

Date of Cost per |Produced| Sold

o/N Article name  |Colour o . . 3) 4) 5)
1 manufacture |unititem| items |items
2 2 Beko CDASB3F | Black 15.08.2021 £ 299,99 125 100 | € 353,99 | € 37.498,75 | € 35.398,82
Argos Value
6 Black 05.03.2020 450 335
3 Range AA £ 99,95 €11794 | € 4497750 | € 39.510,24
-] a Black 217,5 £ 37.454,53

5 | 3 Bush HD270RWN | Silver | 05.12.2020 | ¢ 549,99 230 180 | ¢29499 | € 57.497,70 | € 53.097,88
6 5 Bush HD270RWN | Silver | 01.08.2021 | € 269,98 | 245 156 | € 318,58 | € 66.145,10 | € 49.697,92
7 7 Beko CDAS63F | Silver | 14.01.2019 | €309,99 | 500 500 | € 365,79 | € 154.995,00 | € 182.894,10
8 g Hotpoint RFAS2 | Silver | 02.07.2020 | € 269,99 210 200 | €318,59 | € 56.697,90 | € 63.717,64
-] 9 Silver 259 £ 87.351,88
10 1 Bush HD270RWN | White | 01.02.2019 | € 249,95 200 180 | €294,54 | € 49.990,00 | € 53.089,38
Argos Value .
4 White | 12.04.2018 320 236
11 Range AA £ 79,99 € 94,39 | € 25.596,80 | € 22.275,62
12 8 Indesit TLAIW |White | 11.07.2021 | € 159,99 320 310 | €188,79 | € 51.196,80 | € 58.524,34
10 Indesit TLAIW |White | 12.07.2019 280 250
13 € 179,99 € 212,39 | € 50.397,20 | € 53.097,05
[-] 14 White 244 € 46.746,60
=] 15 Grand 2447 € 61.130,30
10. Copy the totals to another worksheet and create a pie chart:
A B C D E F G
Sold
1 Colour ; 5)
items
2 'White 244 € 46.746,60
3 Silver 259 € 87.351,88
4 Black 217,5| € 37.454,53
3
6
= Average items sold
8
9
10
11
12
13
14
15
16
17
18
19 mWhite mSilver Black
mn
11. In a new worksheet create a pivot table, format it and add a dynamic filter to get the
following table:
A B C D E F G H I
1 Colour v=
2
3 Black Silver || White
a
5 |Sum of Sales Revenue Column Labels |~ Row Labels ~* Sum of Sold items
6 +2018 +2019 +2020 +2021 Grand Total ='Black 435
7 Argos Value Range AA 335
8 Beko CDASB3F 100
93 Row Labels - =ISilver 1036
10 Argos Value Range AA 22275,6152 39510,235 61785,8502 Beko CDASB3F 500
11 |Beko CDASG3F 182894,1 35398,82 218292,92 Bush HD270RWN 336
12 |Bush HD270RWN 53089,38 53097,876 49697,9184 155885,1744 Hotpoint RFAS2 200
13 |Hotpoint RFAS2 63717,64 6371764 ='White a76
14 |Indesit TLAIW 53097,05 58524,342  111621,392 Argos Value Range AA 236
15 Grand Total 22275,6152 289080,53 156325,751 143621,0804 611302,9766 Bush HD270RWN 180
16 Indesit TLATW 560
17 Grand Total 2447
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IpeauciioBue

B coBpeMeHHOM MH(POPMAIIMOHHOM MHPE HEOOXOAUMO YIIOPSIOYUTh U aKTYaIN3HPOBATH
BCI0 HMH(poOpManuio. HyXHO cOCTaBisITH OFO/KETBI OTHENOB, MPOTHO3UPOBATH IMPOJAKU Ha
CJICTYFOIIHNA TOJT ¥ IaXKe YIPABISATH COOCTBEHHBIM OIOJ[KETOM.

Microsoft Word u Microsoft Excel - 3To uHCTpyMeHTBI, KOTOPbIE TOMOTAIOT YIIOPSA0YUTh
UH(POPMAIINIO, XPAHUTh €€ U CO31aBaTh OTYCTHI.

Orta Meroaudveckas paboTa IMOMOTaeT CTyAEHTaM, NpenoJaBaTelsiM M COTPYAHUKAM
UCIIOJIb30BaTh TEXHOJIOTUU M UH(POPMAIIHIO [T PENnoJaBaHus, 00y4eHus U paboTHI.

Brimonnenue naboparopuoit padorst mo MS Word cdopmupyeT HaBBIKH CO3JaHHS
JIOKYMEHTOB, BBOJIa MH(MOpPMAIIMH, PEIAKTUPOBAHHUS M (OPMATUPOBAHUS TEKCTA, CO3IAAHUS U
odopmiieHHs TabNuIl, a TaKKe 00beAnHEeHNs HH(OPMaIIUU U3 ABYX U 0oJiee MPUI0KEHUI.

Jla6opatopubsie mo MS Excel nmpenoctaBisitoT nmomraroBple HHCTPYKLIUHU T0: CO3JAHHIO H
COXpaHEeHHIO (HaiIIoB, YIIPaBICHUIO 3JICKTPOHHBIMU TaOmuiamu Excel; BeIeeHre, KOMMPOBaHKE
U TIepEeMCICHHE JaHHBIX; HaNucaHue (OpPMYJI; HCIOJIb30BaHUE (DYHKIMI, peIaKTHpPOBaHHE,
(dbopMaTupoBaHUE U HACTPOIKA JICKTPOHHBIX TAOJIHIL JIJIS IeYaTH.

Bb1 Takke Haiinere mH(pOpMAIMIO O CO3JAaHWM M PENAKTUPOBAHHU TPAPHUKOB; CO3TaHUH
UTOTOB U IPOMEXKYTOYHBIX HTOTOB; HCIOJIB30BAHWU CHHCKOB JUISL TIPEJICTABIICHUS JaHHBIX:
COPTHPOBKE, (DMIIBTPALIMHU, CO3J]AHUU CBOHBIX TAOJIHII.

Oo0a MOAYyJId IMpeuIaratoT TECThI IJIAA CAaMOIIPOBEPKU U HHANBUAYAJIbHYIO pa60Ty.
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JlaGopaTopnas padora Ne 1-4 (16 yacos).
TexcroBoii pexakrop MS Word

ean padoThi:

Hacmpoiixa paboueco unmepghetica. O3naxomnenue co cneyu@uxotl 6600a ungopmayuu u
sudamu npocmompa Ookymenma. Texnonoeuu CcoO30aHUsL IKOHOMUYECKUX OOKYMEHMOB.
Cmpykmypa O0okymenma, npuemvl 66004, peOaKmupo8aHus U GopMamuposaHus mexkcma u
OOKYMEHMO8, NOUCK U 3AMeHa MeKCMOo8, YNpaeieHus: cnuckamu. Bemasku gopmyn, cumeonos,
KomMmenmapues, uzoopasxcenuti u ouazpamm. llacunayua ooxymenma. /lobasnenue 6epxuux u
HUICHUX KOTOHMUmynos. Bcmaska cnocox u konyeswix chocok. [lpumenenue cmuneii. Cozoanue
oenasnenus. Coxpanenue u neuamsv Ookymenma. O3HakomieHue co cneyugukon 6800a
ungopmayuu u euOamu NPOCMOmMpa OOKyMeHmd.

3aoauu 6yoym cocpedomouenvl Ha C1e0YIOUIeM COOEPHCAHUU:
WnTepdeiic TekcroBoro pepakropa Word

BBonx n pepaktupoBaHue TeKCTa

dopmaTupoBaHUE TEKCTA

CriennaabHBIC METOBI TEXHHUYECKOTO PEAAKTUPOBAHUS
Pabora ¢ Tabnumamu

ABTOMaTHYECKasi BCTABKA OTJIABIICHUS
NuTepxnaccudukanms JTOKyMEHTOB

Nogkrwd e

3aoaua 1. Omkpoiime HO8blIl OOKyMeHm, 6 KOMOPOM Habepume C1e0yIouiuil meKkcm,
ucnonwv3ysa wipugpm Times New Roman, pasmep wipugpma 12, cunuii yeem. Ilepevie dsa avzaua
PAacnonocume Ha nEPeyI0 CMPAHULY, @ mpemuil ad3ay — Ha CIEOYIOULYI0.

deavaluirea acestora este necesard in conformitate cu legisiatia Republici Moldova. In acelasi timp,
Angajatul se obliga s3 pastreze in deplina confidentialitate orice informatii, orale sau scrise, devenite
cunoscute acestuia pe parcursul angajarii sale, fie in virtutea indeplinirii atributiilor sale sau in orice
ait mod (incidental, indirect sau alttel), privind activitatea comercial3, financiara s de orice alta natura
a Patronului. ‘

Partile convin sa pastreze secretul prevederilor prezentului Contract, cu exceptia cazurilor cind

Mitigating climate change means reducing the flow of heat-trapping greenhouse gasesinto the
atmosphere. This involves cutting greenhouse gases from main sources such as power plants, factories,
cars, and farms. Forests, oceans, and soil also absorb and store these gases, and are an important part

of the solution. Reducing and avoiding our emissions requires us to reshape everything we do — from
how we power our economy and grow our food, to how we travel and live, and the products we
consume. It is a problem felt locally and giobally.

UeNbi0 HOMNBIOTEPHOW CUCTEMBI ABARETCR nNpeobpasosaHwe nNaHHoX 8 mudopmaumso. [axHbie
npeactaanor coboi HeobpabotanHbie HeoBOCHOBaHHbIE Gaxtol M UMPPDIL, KOHUSIUMM WK
MHCTDYKU/M, 310 chipbe  nepepalathiBactca B NONesHylo wHOopMaumio. Jpyrvimn  chosamm,
mHOODMALMA ABNASTCA NPoAyRTOM 00pabotkm fanHbX. 3Ta 0OpaboTka sxmouaeT 3 0elA yTouHEeHNS,

AAARINAHUAS UNU VNS MARUNVIMNORANKAS NAHHKAMK B NOMSIHOU AONAME NAS NNUHATUE NS HIBHWE

Pewenue:

1. Bamycture MS Word u Beioepute Blank Document.

2. Otkpoiite okao Font: Bkiaagka Home, Font group button (CTRL+D)

3. B nose Font Beioepute Times New Roman, B mosie Size - 12, 8 moste Color — Blue.
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4. BBeauTte TEKCT, yKa3aHHbIM Bblle. [ BBOJA JUAKPUTHYECKUX 3HAKOB BBl MOXKETE
MCII0JIb30BaTh PYMBIHCKYIO pacKiaiKy KiaBuarypsl. [[pyroil Bapuant — depes BkIaaky Insert,
Symbols, onums More Symbols. Eciu 3ta omniyst 7J0BOJIBHO 4acTO MCIOJIB3YETCS, TO CUMBOJIBI
IpOILE BCTABJIATh, HAKUMAasi KOMOMHAIIMIO KJIaBUII. YTOOBI ONpeaennTh KOMOMHAIIUIO KJIABHUIII,
Haxmute B okHe Symbols kunonky Shortcut Key. ITomecture kypcop B obsacte Press New
Shortcut Key u Ha)xxmMuTe HY)XKHYI0 KOMOWHAIIMIO KJIABUIII, ITOCJIE Yer0 HAKMUTE KHOMKY ASSigN.
C 3TOro MOMEHTa MpH KaXIOM HaKaTHM KOMOMHAIIMM KJIABUII B TEKCT OYAET BCTaBIATHCA
COOTBETCTBYIOLUI CUMBOIJIL.

5. Ilocne BTOpoOro ad3ana, 1Jis Iepexo1a Ha CICAYIONIYIO CTPAHHUILY, UCTIONb3YHTE BKIAAKY
Insert, onmuto Page Break xoropas naxoaurcs B rpymme Pages.

3aoaua 2. Ycmanosume gpopmam oymazu A4. Uzmenume ceoiicmea cmpanuyvl mdax,
umoowl ee pazmepul ObLIU CIEOYIOUUMU: 6EPXHUE U HUNCHUE oA o 3 cm, cllesa — 2,5 cm,
cnpasa — 2 cm.

Pewenue:
B Brimagke Layout naxxmurte kHOnKy rpymimsl Page Setup.
Bri6epuTe Brianky Paper.
Bribepure pasmep crpanuiisl A4 B obmactu Paper Size.
Beibepure Brimaaky Margins.
Bei6epure moss 6ymaru: Top (3 cm), Bottom (3 cm), Left (2,5 cm), Right (2 cm).

6. Haxmute knonky OK.
Ipumeuanue. ENUHULIBI U3MEPEHUS 110 YMOTUYAHUIO — JIOUMBI, 1 qroim = 2,54 cm. UToObI 3a/1aTh
pa3mepsl B ¢M, 100aBbTE ,,CM” MOCIIE YUCIOBBIX 3HAUCHHI.

agrwbdE

3aoaua 3. H3menumso opuenmayuio 6mopoii cmpaHuybl 0OKyMeHma.
Pewenue:

1. YcranoBute Kypcop B Hauaje BTOPOW CTPAaHULIBI.
B Bknagke Layout naxxmure kHOTIKY rpymmsl Page Setup.
Ortkpotite Bkianky Margins.
BriGepute opuenTanuto ctpanuibl Landscape B obnactu Orientation.
U3 packpsiBatorierocs crucka Apply To Beibepute Forward option.
Haxxmure kHonky OK.

o gk wh

3aoaua 4. Coxpanume omxpwvimulii ¢paiin ¢ umenem Work NI1. 3axpoiume dhaiin.
Omkpoiuime gaiin.

Pewenue:

1. Komanaa Save (CTRL+S) — mist coxpanenus (aiina.

2. Komanna Close (ALT+F4) — nnst 3akpeitust aiina.

3. Komanma Open (CTRL+O) — anist oTkpbiThs aiina.

Ipumeuanue. B ciyuae mobunvnvix yempoticms unu eepcuu Office 365 coxpanenue
O00KyMeHma maxdice ModxicHo evinoinums 6 Obnaxe. @aiivt coxpansromes 6 Hnmepneme Ha
catime OneDrive.com unu 6 nanke OneDrive na sauem komnvromepe. Xpanenue paitios 6 nanke
OneDrive noseonsem pabomames He MOILKO OHAQUH, HO U OQIQUH, A USMEHEeHUs
CUHXPOHUSUPYIOMCS. NPU NOOKTIoYeHuu k Unmepnemy.
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3aoaua 5. Ckonupyiime nepeuvtii adzay u3z 3ad0auu 1 na my xce cmpanuuy, 6 KOHey.

Pewenue:

1. Beimenurte ab3all, KOTOPBIA HYKHO CKOITUPOBATH.

2. Haxmure Copy na Bkinaake Home, nmu CTRL+C.

3. IlocTtaBpTe Kypcop Ha CTpaHHUIIE, B KOHIIE TEKCTA TaM, IJe HYKHO Pa3MECTUTh KOIHIO
TEKCTa.

4, Haxmure Paste na Bxiagxke Home, mimu CTRL+V.

3aoaua 6. Ogopmume nauano emopozo aozauya oyxeunyoii. (Drop Cap, Ilpugm:
Monotype Corsiva, koruuecmeo cmpok, Ha Komopbuie 00J14#ceH PACRPOCMPAHAMBCA CUMBOTL: 2,
pacmosanue mexcoy oykeuyoit u mekcmom - 0,3 cm).

Pewenue:

1. Belnenute oAMH UIN HECKOJIBKO CUMBOJIOB.

2. Haxxmure kaonky Drop Cap B Bkiazake Insert u Beioepure onmuio Drop Cap Options.

3. B o6mactu Position BeiOepuTe pacmonokeHne OyYKBHIIBI B maparpade.

4. U3 criucka Font BeiGepuTe mpudt, KOTOPHIM JT0JKHA ObITH HamkcaHa OykBa (Monotype
Corsiva)

5. B mosne Lines to Drop ycraHOBUTE BBICOTY OYKBHIIBI B CTPOKAX: 2.

6. B mosne Distance from Text ycranosure paccrosinue B 0,3 cMm.

3aoaua 7. Omkpoume ¢aiin Work NI1. Pazoums mexcm nepeozo adzaua ¢ mpu pagHvlx
cmoabya c pazoenumenbHoll TUHUEl MeHcoy Cnoaouamu.

Pewenue:

1. Boeigenute TEKCT epBoro adsara.

2. Bruanka Page Layout, knonka Columns, omuust More Columns option u B okne
BeIOCpHTE Three.

3. TlocraBbTe ranouky s Lines option.

Pezynomamom 6yoem:

Mitigating dimate
change means reducing
the fiow of heat
trapping greenhouse

gases into the
atmosphere. This
involves cutting

greenhouse gases from
main sources such as

power plants, factories,
cars, and farms. Forests,
oceans, and soil also
absorb and store these
gases, and are an
important part of the
solution. Reducing and
avoiding our emissions
requires us to reshape

everything we do —
from how we power our
economy and grow our
food, to how we travel
and live, and the
products we consume
K & a problem
felt locally and globally

3aoaua 8. Ilpocmompume omkpvimolii 0OKyMeHm, UCHOJIB3YA C/1EOYIOUIUE PEHCUMDbL:
Outline (Cmpyxkmypa), Web Layout (Makem), Pexcum pazmemxu (Print Layout),
omoopasicenue na éecy Ikpan (Full Screen Reading).

Pewenue:

Onuwume ancopumm peuleHus.

3aoaua 9. IIpocmompume 0okymenm 6 pexicume Print Preview (npocmomp 0okymenma
nepeo neuamuio).
Pewenue:
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Onuwume aneopumm peuieHusl.

3aoaua 10. Bvioenume cnoeo ,Monoosea” u3z mexcma nepeozo aozaya (3adava 1) u
uzmenume ¢hopmam cumeonos ciedyowum oopazom: Ilepevlit cumeon o0odxycen oOvimo
omepopmamuposan wpugpmom Arial, Kypcueom, pazmep wpugpma 10, Kpacuwiii yeem;
Yyeenuuunms paccmosHue Mexcoy CUMBONAMU 00 08YX NYHKMO08.

Pewenue:

Onuwume anzopumm peuteHusl.

3aoaua 11. Beeoume 6 Ho8blil 0OKYMEHM HA PAZHBIX CHIPAHUUAX 064 MEKCMA HUdiCe,
ommeuennvte kak Textl u Text2 coomeemcmeenno. Ycmanoeume (014 peoaKmupo6anus
KHuzu) pasmep cmpanuyvl A5, a maxice cnedyroujue napamempuoi: Jleeoe none: 3,2 cm, npagoe
none - 4 cm, 6epxnee u HudcHee noasa - 2,54 cm.

Textl

Trebuie sa le oferiti angajatilor cu contracte pe perioada determinata aceleasi conditii de angajare ca si
personalului permanent, inclusiv in ceea ce priveste remunerarea, concediul, termenele de preaviz si alte
drepturi si prestatii legate de incadrarea lor in munci. In calitate de angajator, trebuie s3 ii informati pe
angajatii cu contracte pe durata determinata daca apar posturi permanente vacante.

Text2

in the past decades, the EU took firm action against dimate change, resulting in 3 more than 31% drop in
EU emissions in 2022 compared with 1950 levels. This is mainly a result of a growing use of renewable
energy and decreased use of carbon-intensive fossil fuels. Improvements inenergy efficiency and
structural changes in the economy also contributed to meeting these goals.

Pewenue:
Onuwume aneopumm pewieHus.

3aoaua 12. Hzmenumsy mexcm 6mopozo abdzauya max, 4moodbl OH COOMIGEHICINE06Al
mekcmy cneoyroueii guzypot .

Masduale-si-miloacele-de-ransport care cad sub incidenta alin (1) rebuwe sa fie scoase "™ din
Ropublica Moldovs S8U (erernate 10 Lard dach nu s4n! supuse confiscins conform legisiation Ropublics
Moldova, acorduniorn internationale la care aceasta este parte

Pewienue:
Onumume aﬂeopumM pemeHuﬂ.

3aoaua 13. /lobasums eepxnuii kononmumyn ookymenmy Word, c¢ cooepiwcanuem:
HaA36aHUe KOMNAHUU, aopec, pecucmpayuoHHblil HOMEP 8 MOop206omM peecmpe, PucKanbHbll
K00, OanKoecKkuii cuem, meneqon, ¢paxc, aopec 3INEKMPOHHOU NOUMbBL, U HUNCHUIL
KOJIOHMUMYJ1 C CO0EPHCAHUEM: UHNEPHEM-A0PEC COOMEEN CMEYIOueil KOMNAHUU 6 hopmame
www.paginiaurii.md.

Pewenue:

1. Ha Bkmaake Insert Beibepure Header mis penaktupoBaHus BEPXHETO KOJOHTHUTYNIA U
COOTBETCTBEHHO FOOter mist peaakTHpoBaHuUs HUKHETO KOJIOHTHUTYJIA.

2. ]l penakTHpOBaHMS BEPXHETO KOJOHTHUTYIA BeiOepuTe komanay Edit Header u Edit
Footer - ans penakTupoBaHusI HUYKHETO KOJIOHTHTYIIA.

3. B BepxHeM KOJOHTHTYJE N00aBbTE HA368aHUEe KOMRAHUU, AOpeC, PeUucmpayuoHHbllL
HOMep 8 MOP20680M peecmpe, PucKanbHbvlll Koo, 6AHKOBCKULL cuem, mene@oH, haxc, I1eKmpOHHYIO
noumy.
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4. VInTepHeT-aapec COOTBETCTBYIONIEH KOMITAHUM YKAKUTE B HUKHEM KOJIOHTUTYIIE.
3aodaua 14. Co3oaiime 06a cnucka maxk Kak yKa3anHo 6 ciedyiouieil puzype:

Cursurile obligatorn din anul I, semestrul | sunt:
I. Macroeconomia,
II. Tehnologii Aplicatitlor Office,
III, Dreptul afacerilor,
IV.Limba straina
Cursurile optionale disponibile in anul I, semestrul I sunt
» Teona economica,
» Matematica,
» Etica in afacen,
» Psihologia

Pewienue:
Onuwume aneopumm peweHus.

3aoaua 15. Coxpanume uzoopasrxcenue uz Unmepnema. B mexcme Textl ecmagvme
3apanee COXpPAHEHHOE U300pariceHue 6 cepeouHe meKcma, maxk 4moodvl MeKcm OKpyHcai
uzoopasicenu:

[rebuie s3 le oferiti angajatilor cu contracte pe perioada determinata aceleasi conditii de angajare ca si
rersonalulul permanent, inclusiv in ceea § 3 ce priveste remunerarea, concediul,
ermenele de preaviz si alte dreptuni si prestatii legate de incadrarea lor in
nunca. in calitate de angajator, trebuie s3 | §i informati pe angajatii cu contracte pe
juratd determinatd dacd apar posturi permanente vacante,

Pewenue:
Onuwume aneopumm pewieHus.

3aoaua 16. Coz30ame mabauyy, coomeencmayouyto CmpyKkmype maoauypl yKazanHoi 6
cnedywuienr uzype. Beeoume oOanmvie 6 nona maobauysvl (Hazeanue npooykma, yeHd,
Ko1uuecmaeo), a 3amem @bINOJIHUNE bIYUC/ICHUA 6 Maduye, Ymoovl NOYYUMb CHHOUMOCHLb
3anacoe 01 Kax)co020 u3z npooyKmoe, a maKice 00uyo CmoumMocms 3anacoa.

afN Product name Price |Quantity | Value
1|Refrigerator 10000 2
2| Washing machine 6000 2
3|Computer 18000 3
4|Vacuum cleaner 5500 4
5|Dishwasher 8000 5
6|Freezer 5000 2
TOTAL

Pewienue:
Onuwume aneopumm peuieHus
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3aoaua 17. Cozoaitme cmunp co c1e0yIOUUMU XAPAKMEPUCIMUKAMU:
- Wwmsa cus: Stil_NumeStudent;
- ®opmaTUpOBaHUE!
- Typeface: Impact, pazmep mpudra: 14;
- Bold, Italic, Underline;
- [IBeT mpudra: KpacHbIii;
- DBeIlpaBHUMBaHUE: ¢ IPaBO CTOPOHBI;
- Paccrosnue mexny psgamu: 1.5
Pewenue:
1. Ha Bknagke Home Haxxmute kHONKY rpymisl Styles.

e

2. Haxxmure kaonky New Style B JIEBOM HIDKHEM yIIIy oKHa Styles.

3. B OTKpbIBIIEMCSl TMAJIOTOBOM OKHE YKaXXHTE BCE HEOOXOIMMBIC XapaKTEPUCTHKU U

noarBepaute kHonkoit OK.:

Create New Style from Formatting ? *
Properties

Hame: MumeStudent

Style type: Paragraph ~
Style based on: T Normal ~
Style for following paragraph: T MumeStudent ~
Formatting

Times New Romar|~+| |14 [«|| B | I ||U | NN -

= |=| = | *
= = = |

Il
i

litl
1}

*
!

1. Se efectueazi modificirile cerute si se confirmd cu butonul OK

After: 0 pt A
Tab stops: 1,5 cm, Left, Numbered = Level: 1 + Numbering Style: 1, 2, 3, ... = Startat: 1 =

Alignment: Left + Aligned at: 0,63 cm + Indent at: 1,27 cm, Style: Show in the Styles gallery
Based on: Mormal

Add to the Styles gallery |:| Automatically update
@ Only in this document O MNew documents based on this template

3aoaua 18. Bcmasbme HecKo1bKO CHOCOK U KOHUEBbIX CHOCOK.

Pewenue:

1. TTomectuTe Kypcop Tyna, I/ie Bbl XOTHTE BCTABUTh CHOCKY MJIM METKY KOHIIEBOH CHOCKH.

2. Ha Bruanke References naxmure KHONKY rpymnmbl FOOtNOteS mim HaXXKMUTE KHOIKY
Insert Footnote, ytoObl BcTaBUTh CHOCKY, WM KHOmNKy Insert Endnote, uroObl BCTaBUTH
KOHIIEBYIO CHOCKY U3 rpymibl FOotnotes Ha Bkianke References.

3. Ecnu Obi1a HaxkaTa kHOMKa FOOtnotes&Ednotes, To B OTKpBIBIIEMCSI B PE3YJIbTATE OKHE
HYXXHO Oyzet ykaszats Tun cHocku (Footnote wm Endnote), hopma cHocku u ee hpopmar.

CHOCKM W KOHIIEBBIC TPUMEYAHHUS WCIIONB3YIOTCS Uil O0O3HAYECHHS TIOSICHSIOIICH
uHpopmanuu. CHOCKM HaXOASATCS BHU3Y CTPAHULIBI (HUMNCHUL KOTOHMUMYI). ), @ KOHIIEBbIE CHOCKU
OyZIyT OMEIIeHBI B KOHIIE pa3/iesia Wik B KOHIE JoKyMmeHTa (end).

4. PsioM CO CCBUTIOYHBIM 3HAKOM YKa3bIBaeTcs (PakTUYecKas CChUIKA, OOBIYHO: aBTOP

KHUTH, U3JIaTENIbCTBO, aTa U3/1aHusl, HOMEp CTpaHuIlsl U T.4. (Hanpumep: O6ana B., uza. Jlutepa,
2024, ctp. 345).
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3aoaua 19. Aemomamuuecku ceenepupyiime o021aeéieHue OOKYMeHMA HA OCHO8e
dopmamuposanus 3a201068K08.

Pewenue:

1. IIpogomxkute paboTaTh C paHee CO3IaHHBIM JOKyMeHTOM. [locTaBbTe Kypcop B mepBoit
CTpOKE JOKYMEHTA, U HanevaraiTe 3arojoBoK: Yenosus konmpakma.

2. BbigenuTe 3TOT 3aroJioBOK U mpucBoiiTe emy cTiiib Heading 1 B Bkiragke Home, rpymma
Styles:

Normal No Spacing

3. BBeaute moa3aronoBok [o2osop o koughuoenyuarorocmu.

4. BplaenuTe CTPOKY € MO3ar0JI0BKOM /[020680p 0 KOH@UOEeHYUANbHOCHU Y TIDUCBOUTE eMY
cruib Heading 2 B Britaake Home, rpymma Style.

5. BBeauTe 1moa3aroiaoBok JJoncHocmuble 00s3aHHOCTU.

6. BeigenuTe CTPOKY C TMOJ3aroJIOBKOM J{0dicHOCmHble 00513aHHOCIY W TIPUCBOUTE €My
cruib Heading 3 B Brimaake Home, rpymma Style.

7. UTOOBI aBTOMATUYECKH CTCHEPUPOBATH OTJIABJICHUE JIOKYMEHTA, TOCTABUTE KYPCOp TaM,
rje HeoOXOMMO BCTAaBUTH OrJiaBiicHHWE W Ha BKiIanake References maxkmurte kaomky Table of
Contents u BeIOepUTE U3 CIIMCKA CTUIJIb OTJIABICHHMS.

duate Tatile ‘ 12 Neat Footnet

Bulit-in

.-

b

Ornasjenue OyneT aBTOMAaTHYECKH CO3[1aHO B JOKyMEHTe Ha ocHOBe crmied Headings,
NPUMEHEHHBIX K 3arojoBkam. TakuM o0pa3oM, TEKCT KOoTopomy ompezaeieH cruib Headingl
CUMTAETCS 3aroJIOBKOM TJIaBbl, TEKCT KOTOpoMYy ompezaenaeH ctuwib Heading2 cuwntaercs
3aroJI0BKOM maparpada u T. 1.

3aoaua 20. Hcnonwv3ys nonyuennyro maoauuy e 3aoave 16, omcopmupyiime oannvle
maoauysl, UIIIOCMPUPYA NOPAOOK YObleaHUA HAUDOee NPOOABAEMBIX MOBAPOE.

Pewenue:

Onuwiume aneopumm peuienus.
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3aoaua 21. Heo6x00umo nanucams RUCbMO KAHCOOMY U3 COMPYOHUKOB ONPeOeeHHOl
KOMRAHUuu, cO00uwiu8 um o nosviuienuu 3apadbomuoit naamol Ha 30%. /lannvie 0 compyonuxos
coxpanums ¢ maonuye Excel.

Pewenue:

JJ1st co3taHust COOTBETCTBYIOIIMX MTUCEM CO3/aIMM CITUCOK JaHHBIX COTPYTHUKOB, KOTOPBIN
coxpanum B Excel a B Word co3zmaaum 1mabiion mucsma.

1. Coznmaiite coorBercTBYIOIIMIA (haiin B Excel.

7 c D P
;. Name Surname Birth date City Salary
2 Dabija Vasile 07.09.1970 Chisinau 3000
3 Semeniuc Gheorghe 09.07.1960 Chisinau 2500
a Marin Mihaela 01.08.1980 Chisinau 1200
5 lonita Vasile 07.09.1970 Chisinau 3000
6 Babenco lon 09.07.1960 Chisinau 2500

2. CoxpaHuTe W 3aKpoiTe (ai.
3. Cozpaiite Word ¢aiin ¢ mabioHOM MUchMa:

Veaowcaemas / Yeasrcaemviil ...
Mecmo poswcoenusi ... 0ama porcoenust ...
Yeeoomnsem sac o nosviuenuu eaweti 3apniamol 6 ... Ha 30%.

C ysaoicenuem,
I 1asa omoena kaopos

Jlama ... Iloonucow

4. Ha sxiagke Mailings naxxmure kHonky Select Recipients.
Page Layout References Mailings

Select
Recipients »
B Type New List...
[ Use Existing List... ZEARE
&3 Select from Outlook Contacts...

CymIecTBYIOT TpH BO3MOKHOCTH JIJIsl BBIOOpA MOJTydaTesei:

- Type New list... - a1 co31aHUst HOBOTO CIIMCKA;

- Use Existing List... — 111 ucrosib30BaHMs JaHHBIX M3 CYHICCTBYIOIIETO CITHUCKA,

- Select from Outlook Contacts — mst Beibopa unHpopmanuu u3 koarakros Outlook.
5. BeiOepute oo Use Existing List;
6. Beioepute Select Data Source, u ucrounuk ¢aiin Excel u vaxxmure Open.
7. B okue Select Table, Beibepure paboumnii JUCT KOTOPBIA COACPKUT HHPOPMAIIUIO O

COTPY/IHUKAX.

8. Haxwmute knonky Finish & Merge u Beibepute omuro Edit Individual Documents.
9. Beioepute All.
10. [Ins HaBuTanuu B JOKyMeHTe ucnoib3yiite Navigation Pane na Bkiaake View.

Pewienue:
Onuwume aneopumm peuleHusl.
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3aoaua 22. Co3zoaitme Hnoewlit 0oKymenm c¢ Hazeanuem Cxema npouecca ¢ KOMopbwlii
eécmaesbme CeOyIOUYI0 CXemy:

Schema unui proces este:

Circomstante

(regim temporal)

Legi Evalunare

” i\

Informatu Decizie Decizie

N
= I\ ,) prelucrate Decizie | P | confimati | P acceptatd

(continut) f ) -

comunicare Dreptul francez

Dreptul anpglo-american
Probe
(intensitate, credibilitate)

Pewenue:
Onuwiume aneopumm peueHus.

3adaua 23. Ilpeodpazyiime ciedyrouiyio madauyy 6 mexkcm:

Nmsn JarTa poxnenus I'opon Crpana bynxkuus
Ounpro JxoHc 13 anpenst 1976 r. | Jlonnon Benukobpuranus | [lpokypop
Jlxon [Montecky | 21 nexabpst 1975 r. | Kumunsy MonpaoBa CekpeTtapb
Pewenue:

Onuwume ajlieopumm peumeHul.

3aoaua 24. Oonoepemenno OmMKpoims 0OUH U MOM Hce OOKYMEHN 8 HECKOJIbKUX OKHAX.
Pewenue:
Onuwume aneopumm peuLeHus.

3aoaua 25. Omkpvimue HeCKoIbKUX OKOH 0J151 HECKOIbKUX 0OKYMEHM 08 00HOBPEMEHHO.
Pewenue:
Onuwiume ancopumm peuierus.

3aoaua 26. Co3oaiime cmamvlo Ha J1100yI0 memy, cooepicawyro 3 CHPAHUYDL,
UCROIb3YIIMe PaA3Hble )1eEMEHMbl (POPMAMUPOSCAHUA U 6CMABATIME PA3HbIE 00bEeKmbl (HOBbLI
CO30aHHbBLI COOCMEEHHBLL Ccmulb, (Qopmamuposanue, OMIAUYHOE OM CHIAHOAPHIHO20:
wipugpm, pazmep wipugpma, yeem wpugpma, unmepean, MeKcMOGvll G00AHOU 3HAK UIU
uzooparicenue, 3a20/1060K WU HUMNCHUI KOJOHMUMYI, HYMepaAuus CMpPAHUY, CHOCKU U
KOHYesble CHOCKU U M. 0., 8 KOHYe 6Cmasbnie oubauozpaguio).

Pewenue:

Hcnoan3oBanne wuncrpymentoB Citations & Bibliography s noGaBnenus
OouOMorpaguIecKoro HCTOUYHUKA.

bubnuorpadusi, 3T0 CHHCOK HMCTOYHWUKOB, CTaTeH, KHUT, BeO-CAMTOB (C yKa3aHHEM,
HaIpUMep, aBTOpa, Ha3BaHWs, U3/IaTeIsl, TO/1a MMyOJUKAIIMA | T. JI.), KOTOPhIE UCTIOJIB30BAINCH U
ITUTUPOBAIHMCH MPH CO3JITAHUU JIOKYMEHTA.

bubnuorpaduyaecknii CIMCOK TaK)Ke UCITOJIB3YETCs B OTYETaX, TUIUIOMHBIX padoTax | T.II.,
€ro peKoOMeHayeTCs pa3MemniaTh B KoHIEe JokymeHTa. Kaxmyro dpasy, abdzan, dopmyny wumum
PUCYHOK, B3SITBIE y JPYIrHX aBTOPOB, CJEAyeT TMPaBUIBHO IIMTHPOBATH, ITOMEINAs
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HEIMOCPEICTBEHHO PSIIOM C HEW KpaTKyl CCBUIKY, YKa3bIBAIOIIYI0 Ha OMOIMOrpaduvecKuit
HUCTOYHUK.

[Ipu co3manuu OGubmuorpaduuecknx UCTOUYHUKOB B Word OHU COXPAHSIFOTCS B CITUCKE,
COXpaHSEMOM B OTJEIILHOM (aiisie, 4T0ObI Ha TH UCTOYHUKHA MOXHO OBIJIO IIUTUPOBATH B IPYTHX
JOKYMEHTaX.

Anzopumm popmuposanun éuodnuozpagduu:

1. Cruns Ombéamorpadum BbHIOMpaeTCs M3 pacKpbiBaromierocs crucka Style, rpymmbr
Citations & Bibliography, na Bknanke References:

25 T‘El Manage Sources L Insert Table of Figures
I':":,/ E

Inzert FESME: @ - Inzert

Citation ¥ [T] Biblio APA *|ce
Citations & Biblig ~th Edition
:F_-E-l-3-|-4-|chicago 11l
Skcteenth Edition

GBTT14

NG
LU

GOST - Name Sort

2003

GOST - Title Sort

2003

Harvard - Anglia

2002

IEEE

YNNE
]

IS0 690 - First Element and Date

BriOpanHsblii cTunb Oyner 3aBHCETh OT LENIU JOKYMEHTa M KOHKPETHBIX TpeOOBaHUIA,
KOTOPBIM HE00X0AMMO cliefioBaTh (OOBIYHO JuId cTaTeil, y4eOHUKOB, AMCCEpTAlMi MU
OakamaBpCKUX paboOT CYIIECTBYIOT OINpe/eleHHble TpeboBaHus). B 1emnom, nmpodeccuonanbHble
opranm3anuu, Takue kak APA (American Psichological Association), MLA (Modern Language
Association) mis coumanbHbix W rymanuTapHeix Hayk wiu IEEE (Institute of Electrical and
Electronics Engineers) s TOYHBIX HAyK W T. J. OINPEOCISIOT CBOM COOCTBEHHBIC
CTaHJApTU3UPOBAHHbIE CTWJIM JUI CCbUIOK M Oubnmorpaduu. Hampumep, B pexiiame OOBIYHO
HCIIOJIb3YETCSl YUKArCKUN CTHIIb (COryIacHo «YHMKarckoMy pyKOBOJICTBY IO CTUJIIO»).

2. JlobaBJieHHE CIPABOYHO-0HOIMOrpaduIecKoro NCTOYHUKA B TOKYMEHT:

Jlns Toro utoObl 100AaBUTH CChUIKY (LMTaTy) Ha OuOnIHorpaduyecKuii UCTOUHUK BHYTPH
TEKCTa, HY’)KHO YCTaHOBUTb KypcOp B TEKCTe, KyJa HeoOX0AMMO N00aBUTh CCBUIKY, U HaXXaThb
kuomky Insert Citation B rpynme Citations & Bibliography na Bxnanke References:

EB‘ Tﬂhﬂanage Sources
FESt:,rle: Chicago ~

Insert
Citation > | [T] Bibliography ~

m Add Mew Source...

B
w5 Add Mew Placeholder... .

Add New Source — otkpoet auanorooe okHo Create Source, B KOTOpoM OyIyT BBEJCHBI
JaHHBIC O TUTUPYEMOM HCTOYHHKE,
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Add New Placeholder — otkpoer muanorosoe okuo Placeholder Name, ucrosis3yemoe mist
N00aBJICHUS 3alIOJIHUTENSI U CO3/IaHKsI BHYTPHTEKCTOBOW CCBHUIKM. B 3TOM ciydae 3amosiHeHHe
uHpopmanun U3 Oubmmorpaduyeckoro MCTOYHUKA OyIeT TNPOU3BOAMTHCA TIO3KE B
aIMUHHCTpaTHBHOM Oyioke Source Manager.

Bri6op omuun Add New Source otkpbiBaet auanoroBoe okuo Create Source ¢ mossmu,
CBSI3aHHBIMHU C BBOJMMBIM OHOJIMOTpapUUECKUM HCTOYHUKOM (HAaIlpuMep, UMs aBTOpa, Ha3BaHUE
UCTOYHHUKA, TOJ MYyOJMKAIMH, M3AATENIbCTBO U T. JA.). DTU OIS JOJDKHBI OBITH 3arlOJHEHBI
NpPaBUIBHO, MOCKOJIbKY Word HCIosib3yeT BBEACHHBIE B HUX JaHHbIC Ui JA00aBICHHS Kak
BHYTPUTEKCTOBOM CCBUIKH, TaK U s (popMupoBanus 6ubnmmorpadguu B BUAE CIIUCKA B KOHIIE
JOKYMEHTA:

Create Source ? >

Type of Source |Book e Language |Default ~
Bibliography Fields for Chicago
Author |Sfetcu, Micolae Edit
[] corporate Author

Title |Intelegenta artificiald in serviciile de securitate

Year 2023

City |Bucuresti

Publisher |Editura Academiei F!bmﬁne

|:| Show All Bibliography Fields
Tag name Example: Adventure Works Press

B packpeiBaromemcs crnimcke Type of Source BeiOMpaercsi KOHKPETHBIH —THI
OoubmmorpadguuecKoro NCTOUYHUKA (KHUTA, )KypHAJIbHAs CTaThs, B€O-CAT, CIPABOYHBIA TOM H T.
1.), ipu 3ToM okHO Create Source kaxapiid pa3 OyeT MEHSAThCS B COOTBETCTBUH C BEIOpAHHBIM
tunowm. [Ipu nomenienuu kypcopa B oaHo u3 nosieit, Word orobpaxaet BHU3Y I0JIs IPUMEP BBOIA
JTAHHBIX B COOTBETCTBYIOIIEE TMOJIE.

B neBom HmxHeM yriy okHa Create a Source Word aBromarnuecku co3maer Tag Name
(MeTKy MMEHH Tara) Ui KaXI0ro OMOIMorpaduyeckoro NCTOYHMKA HA OCHOBE WH(OpPMAIHH,
CBSI3aHHOW C MCTOYHUKOM, TaKOW KaK COKpAllleHHOE MMs aBTOpa M roJ| MyOJUKaluH (B HalleM
npumepe 310 Sfe23). Dtu Torm mpusBaHbl 00NErduTh PpabOTy ¢ OUOIHOrpadUYeCKUMU
UCTOYHHUKAMU, OOJIETYUTH UX YIIOPSI0YMBaHHUE U TOUCK. Ha3BaHMs ATUX TErOB MOKHO U3MEHUTb.

[Tocne 3amonHeHust naHHBIX HaxmuTe KHONKy OK, ompenensionlyo Kak Jo0aBiieHHe
CCBUIKM B TEKCT, TaK M B Tajeper0 IMTUPOBAaHUS, KaK BHOBb CO3/aHHBIA CIIHCOK
OubIHorpapUIecKX UCTOYHUKOB 1o kHomko# Insert Citation. B 3aBucuMocTH OT BHIOPaHHOTO
CTHJISL CChIIKA B TEKCTE MOXKET BBIIISJIETh CIEIYIOIUM 00pa3oM:

- (Sfetcu, 2023) - B cootBeTcTBHH CO cTHIIEM APA,

- (Sfetcu 2023) - B cootBeTcTBHM co cTuiieM Chicago,

- [2] (umm apyroe 4MCIO B 3aBUCUMOCTH OT TO3UIIMHM B CIIHCKE) - B COOTBETCTBHH CO
ctuieM |[EEE.

3. Co3nanue 6udauorpaduu

[Tocne no6asnenus 6ubIMOrpaPUUecKuX UCTOYHUKOB U BHYTPUTEKCTOBBIX CCHUTOK MOKHO
BCTaBUTH OMOIMOTpaduro, 4TOORI MPEOCTABUTH YUTATENSIM TI0IpOoOHYI0 HHGOpPMAIIHIO 000 BCexX
HCTOYHUKAX, TUTHPYEMBIX B TEKCTE.

Jns aBromatuuyeckoro QgopmupoBaHusi Oubnuorpaduu Ha OCHOBE paHee 00aBIECHHBIX
WCTOYHHMKOB BbIOCpHTE OJMH W3 BapuantoB kHomku Bibliography (Built-in crimcok) rpymmsr
Citations&Bibliography, sknaaxu References:
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e Bibliography, References niu Works cited — st hopmupoBanust 6ubrorpaduueckoro
CIHCKA C 33JJaHHBIM 3ar0JIOBKOM;

e Insert Biblioraphy — st co3nanust 6e3pIMIHHOTO OHOIHOrpaduIecKoro crucka. B atom
cllydyae MO>KHO HamMcaTh 3aroJIOBOK BPY4HYIO, Ha mpumep “bubmmorpadus™ nmn “CrnpaBodnas
uHpopmanus” u T. II.

e Save Selection to Bibliography Gallery — onpenensier orobpaskeHre quaioroBoro OKHa
New Building Block, ucronszyemoro, korga Ooubnuorpadus dopmatupyercs B BPy4YHYIO H
COOTBETCTBEHHBIH (hOPMAT MOKHO COXPOHHTH B criucke Built-in s Oynymero ucnons3oBanus.

Oobnosnenue ccolloK u oudauozpaguu

Uto0b1 0OHOBUTH OMOIHOrpapUUEcKyr0 CCHUIKY, LICTKHUTE €€, IOCIe Yero BOKPYT Hee
NOSIBUTCS KOHTpouibHast pamka. [Ipu Beioope Citations Options B npaBoii yacTu pambl HOSIBISIETCS
PACKPHIBAIOIICECS MEHIO CO CIICAYIOIINMHE ONIUSMH:

e Edit Citation - Be3biBaeT mnosBicHHE AuagoroBoro okua Edit Citation, B xoropom
MOYKHO JOOABJIATH CTPAHUIIBI, HO TAKXKE CKPhIBACT HH()OPMAIIHIO, CBSI3aHHYIO C aBTOPOM, TOJI0M
Y Ha3BaHUEM (CTPOro CBSI3aHHYIO C 3TOM CChUIKOW M HE 3aTparuBarolyro Oundnnorpadudeckuit
UCTOYHUK);

e Edit Source — BbI3bIBaET MOSIBIIEHHE OUAIOrOBOro okHa Edit Source mis uzmeHeHus
oubmorpaduueckoro ucrounuka (anajgormaHo Sourse Manager);

e Convert citation to static text — ans mpeoOpa3oBaHUs CCHUIKM B TEKCTOBBIN (opmar,
PEKOMEHIyeTCsl TP COXPaHCHUWHU JOKyMEHTa B Qopmare, oTiuuHoM ot .docx. Ilocme atoi
onepanuu Word GoJbIlie He CMOXET UCTIOIB30BATh 3Ty CCHUIKY MPH CO3/1aHUU OMOIHOorpadum;

e Update Citations and Bibliography — Bei3piBacT aBTOMaTHUECKOE OOHOBICHHE CCHUIOK
u oubnmorpaduu.

Oobnoenenue oubauozpagpuu

o [llenuok Mbiu Ha OuGIMOTpaduio (BOKPYT Hee TOJKHA MOSBUTHCS paMKa);

e Knonka Update Citations and Bibliography — ans aBromarudeckoro 0OHOBICHHS
oubmorpadum;

e Kuomnka Bibliografies — oro6paxaer criucok Built-in, aHamoruyHelil mpuBeIcCHHOMY B
n.3 (omuu Bibliography, References wiun Works cited), HO ¢ AOMOJHUTEIBHBIME OIIHSIMH,
CBSI3aHHBIMU ¢ TIpeoOpa3oBanueM Oubarorpaduu B crarndeckuii Tekct (Convert bibliography to
static text) u ¢unbrpanus 6ubiuorpaguu B 3aBUCHMOCTH OT YCTAHOBICHHBIX s3bIKOB (Filter
Languages).

IIpumeuanue: Ananocuumvie B03MONCHOCMU PeOAKMUPOBAHUS U OOHOBNIEHUS CCOLIOK U
oubruoepaghuu maxdce MONCHO HAUMU 8 KOHMEKCMHOM MeHI0 Npu ujeiuyke no HuM npasoul
KHONKOU MbILUU.

3aoaua 27. Coxpanume ¢haitn c umenem: Nume Prenume Grupa XXX.

Huoueuoyanwvnoe 3adanue:.

1. Pemnth BCce ynpakxHEHUS.

2. OTBeT Ha Bce 3aJ1auu, B KOTOPBIX TpeOyeTcs onucaHue pemenus, 3anucats B Word ¢aiiie.
[Tpu HeoOxonMMOCTH 10OABbTE CKPUHILIOTHI.

3. OTnpaBuTh mpenojaBarenio ¢ail co BceMH pEeIHIeHHBIMU 3aJjauaMH M aJrOpuTMaMu
peleHusl.

KpaiiHuii cpok oTnpaBieHus: HHAUBUIYaIbHON pabOTHI: 32 HEJIENI0 1O IEPBOTO TECTA.

Tect Word

1. Beeaute Tekct: “Cresterea considerabila in dinamica a salariului mediu lunar al unui
lucrator pe fonul scaderii lui reale este legata de majorare a fondului de retribuire si reducerea
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numarului scriptic al salariatilor fata de anul 1995 cu 43 oameni. Cresterea considerabila in
dinamica a salariului mediu lunar al unui lucrator pe fonul scaderii lui reale este legata de
majorarea fondului de retribuire si reducerea numarului scriptic al salariatilor fata de anul 1995
Cu 43 oameni”.

2. CosznaiiTe 1Be KOITUU TEKCTA:

3. Ordopmarupyiite nepBbiii ad3ar (nepByro konuo): Monotype Corsiva, pazmep mpudTa:
13,5; unrepBan no a63amna: 0,1 cm; uaTepBan mocie ad3ama: 0,2 CM; MEKCTPOUHOE PACCTOSIHHE:
2,4 cm; oTcTym nepBoii cTpoku: 2,5 M, orctym ¢ aeBo: 1 ¢cm ¢ nmpaso: 1,5 cm.

4. Bropyto komutoo OThOpMATHPYHTE Kak Ha PUCYHKE M BCTaBbTEC COOTBETCTBYIOIIHE
OOBEKTHI:

regterea considerabild in dinamica a salariului mediu lunar al unui lucrator pe fonul scaderii lui reale

este legatd de majorareJd a fondl % >§i re .uejea nurlnémlui scriptic al salariatjlor fatd de anul

1995 cu 43 oameni. coom Y 3 i in dinamicada a
Cresterea

salariului Jﬂ mediu lunar al unui lucrator pe fonul scaderii lui reale este legatd de majorarea fondului

de retribuire si reducerea numarului scriptic al salariatilor fata de J4 anul 1985 cu 43 oameni.

T T T TP

!

5. BBenure crienyromuii TEKCT ¥ CKOHBEPTUPYHTE €To B TaOJIUILY:
Name; Birth date; City; Country; Function;
Andrew Jones; 13 Apr. 1976; London; U.K; manager
John Popescu; 17 lan. 2010; Kiev; Ukraine; Team leader

6. 3amaiiTe mapamMeTpsl CTpaHUIIBI - TIOJS: JeBoe: 2,5 ¢cm; Bepxuee: 3,0 CM; HIbKHEe: 2CM);
npasoe: 1 cm; neperier: 1,2 CM; BepXHUI B HYKHUI KOJIOHTUTYI: 2,5CM);
7. Coznaiite BOJSHOM 3HAK, UCIIOIB3YS JIF0O0E N300pakeHHE,
N 2 2
8. Beenute ypaBHeHue: S = ZEi ¢+
i=1 17
9. Jlo0OaBbTe:
® TpaHUIIBI BCEM CTpaHUIIaM JOKYMEHTa KpOMe MepBOH,
® BEPXHUU KOJIOHTHTYJI, KOTOPBIA COJCPIKHUT JaTy U BpeMs,
® HIDKHHUIA KOJOHTUTYNA, KOTOpbId comepxkut: ASEM, ®damunuio, UmMsa cryneHta u
rpyrmiy,
e HyMepalMio CTPaHMIl: BBEpPXY C MpaBo, HauuHas ¢ HoMmepa 123 (mepBas cTpaHUIA
JIOKyMeHTa 06e3 HoMepa).
10. Co3paiite oryaBIeHUE B TPH YPOBHHI.
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JlaGopaTopnasi padora Ne 5 (4 yaca).
Taoauunbiil npoueccop MS Excel

Ilenu: O3naxomnenue ¢ OCHOGHBIMU NOHAMUAMU
o Pabouue rucmoi, 31eKmMpoHHbIe MAOIUYDL, AYelKU, OJIOK ueeK, CmpoKd, cmonbey;
o Onepayuii: Konuposanue, nepemeujerie, 6CMAasKd, yoaienue u nepeumeHosanue.
o Tunwl Oanmbix,
o  Cepuu 0anmuwvix,
o [Iposepka Oanmbvix;
o  Ccubinku. Buovl ccuinok.

3aoanus:

1. Ha paGodem nucke co3maiTe manky co cBouM uMmeHem: “@amusiusa Ums”.

2. 3anycrute MS Excel.

3. Ha mucte Sheetl, B cronbue A, B pa3Hble SSUCHKH BBEIUTE CIEIYIONIUE TaHHBIC: 25;
138,12; 138,12; TRUE; 09.01.2016; daxynsrer ¢(urancoB; =Al1+A2; =A1+A3. Obparute
BHUMaHUE Ha BBIPABHHBAHHE JaHHBIX B sueiikax. OObsICHHUTE, MOYEMYy JAHHBIE B sUEHKax
BBIPABHHUBAIOTCS TIO-PAa3HOMY.

4. Tlepeumenyiite nuct B “Data Type”.

Coxpanure daiin ¢ umenem “Laborator Nr5” B cozganHoi nmanke. 3akpoiite gaiii.
Ortkpoiite daitn “Laborator Nr5”.

Cxkommpyiite nHpopMmaruio u3 croidma A B cton6ousl C u E mucra “Data Type”.
CoxpanuTe Qaiin.

Ha nucre Sheet2 cospaiire:

e Apudmernyeckyro MpOrpeccuio ¢ MepBbIM WIEHOM 7, C MIAaroM 3 U C MOCIEeIHUM
yieHoM 100;

©CoNo O

e (Cepurio C TEKCTOBBIMH JIaHHBIMH 32 KOTOPBIMU ClI€yeT yKcia (Hanpumep, ['pynmna 1;
I'pynna 2; I'pynmna 3; ...);

e Cepuro KaJleHJapHBIX 1aT, HaunHas ¢ Tekymiei garoit (CTRL+ ;);

e [‘eoMeTpHUECKYIO IPOTPECCHUIO C MEPBBIM UIEHOM 1, marom 2 u mocjiaexHUH 4jeH He
npesbimaet 200.

e [IpenonpeneneHHbli CIMCOK UMEH CTYJEHTOB B rpymme. BcraBbre npenBapuTeabHO
OTIpeieIeHHbIE 3JIEMEHTHI CIIMCKA B pa3HbIe CTOJIOIbI, HAUMHAS KOK/bIH pa3 C pa3HbIX AJIEMEHTOB
cnucka (Kaxzjas cepus JoJKHa cofepxkarb 15 371eMeHTOB).

10. IMepeumenyiite muct Sheet2 B “Data Series”.
11. Cxomupyiite pabounii muct “ Data Type” nepen nmuctom Sheet3.
12. Tlepemectute pabounii nuct “Data Series” B koHel.
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13. Hcnonp3ys aBTO 3allOJHEHUE s4YeeK (Cepuu JaHHBIX), co3faiite Ha ymcre Sheet3
CJICTYIOIIYIO TAOIHILY:

A B C E

Comfpoues || s | e |

| = 1{Productl 02.01.2024| 02.01.2024| 02.01.2024
3 2|Product2 03.01.2024| 02.02.2024| 02.01.2025
4 3|Product3 04.01.2024| 02.03.2024| 02.01.2026
5 4|Product4 05.01.2024| 02.04.2024| 02.01.2027
6 5|Products 08.01.2024| 02.05.2024| 02.01.2028

‘ 7 6(Productd 09.01.2024| 02.06.2024| 02.01.2029
8 7|Product7 10.01.2024| 02.07.2024| 02.01.2030

"9 8|Productd 11.01.2024| 02.08.2024| 02.01.2031

" 10 9|Productd 12.01.2024( 02.09.2024| 02.01.2032

1 f 10| Produgtl0 15.01.2024| 02.10.2024| 02.01.2033

12

13 I

T14 L.

15 l.ml.ar Alphanumeric Date/Time series

15| €™ series

14. Jlo6GaBbTe HECKOJBKO KOMaH]I Ha maHenb ObicTporo goctymna Quick Access Toolbar.

15. Ha neHre co3paiite HOBYO BKIIAJIKY C TPYIIIAMH U 100aBbTe HECKOJIBKO KOMAH/I.

16. Ha gpyrom mmcre ucnonb3yiite npoBepky nanubix (Date Validation) B coorBeTcTBII
C YCJIOBHSIMH, YKa3aHHBIMH B COOTBETCTBYIOIIEM IPSIMOYTOJIbHUKE HA PUCYHKE:

[ S

[P - N 7

10
11
12
13
i
15
16

& " c D £
Implementation
m o| Code | imestment projects P’”f&"" Som,tei | rumbeeot
localities
29.03.2023| B286 |[Health protection $12.000 00 L 2
1306 2023| 6781 |infastructure 20 000,00 L 8
05032023 5191 [Social assstance 1000004 ]
07.12.2023| 2119 [Education 150000L 9
1590.2023] 3881 |[Agnculture 6 000,00 L 10
22.10.2023] 3748 [Environment peotaction 1000.00L 16
1510 2023| B48E  [Public crder 12.000,00L 5
31.07.2023| 3881 [Public transpont 12.000.00L | 6
03112023 2113 |Social assestance 150000 L | !
2107 2023] 5191 [Ecucation 100000L 3
20.03.2023| B486  |Agnculture 2200000L 7
0306 2023| 8486 [Health protection 1200000 L ]
23062023 3881 [Ecucation 6000 00L 16
05912023 2919  [Agnculture 1500 00L 19
05.01.2023| 3881 [Environment protaction 1.000.00 L 7

EXLROISES:

1. Amount, bel <25000 - numbers

2. Project end date> Project Start Datefdate: >A2)

3. Code bength 4 - texts

4. mvestment projects =>List of project - by using a list
5, Total amount lej <=150000 - Custom
=sum($E52:$E519)<~150000 or SE$19<=150000

17. Otdopmarupyiite TabnuIly Tak, Kak Ha H300paKEHUH BBIIIIE.
18. Ilepeumenyiite muct B “Validation”.
19. Cospaiite koo nucta “Validation” u nepenmenyiite ee B “Relative References”.
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20. JlobaBpTe creAyoomuye CTOJNOIBI B CYIIECTBYIONIYIO TaOMUIly ¥  BBITIOJHUTE
HEOOXOMMBIC BHIUUCIICHHUS:

G H | J K L M
L Investment
Total Sum, Adgl:linal Additional | value with
lei project forall | Additional | (" . A
- P = Calculate the total

Bj’ amount for all
8% investment projects
1% including the

10% amounts invested by

17% local public

20%, administrations

15% L o
3%
8%
8%
1%

10%

17%

20%

15%

Total:

21. Cospaiire xommio smcta “Relative References” u mnepeumenyiite ee B “Absolute
References”.
22. ]Jlo6aBbTe cienyromyo nH(GOpMaIHIO B CKOTUPOBAHHYIO TaOIUILY:
K L M N 0 p

Total
investment
value, Euro

Exercise

Calculate the total amount of all projects, by
using Addition for all projects (12%)]) and the
Euro exchange rate is given on the current day

Additional AP, % 12%
Excange rate Euro, lei.

23. CozpnaiiTe HOBYIO KHUTY B Balllell Marke.

24. Coxpanure pabouyro kaury B “Individual Work”.

25. Ha mucre Sheetl coznaiite Tabmuiry co cneayronumu ctonbiamu: Ne, Ums, @amuusi,
Ctpana, llena 3a nensb, /laTa npuobiTus, laTa orbe3na, KomuecTBo TypucTOB.

26. Vcnonp3yiiTe mpoBepKy JaHHBIX A cTosonoB “Crpana” u “/laTa orbe3na”.

27. Otdopmarupyiite TaOIUIy UCTIONB3Ys KoMaH el rpymm: Font, Alignment u Number
BKianku Home.

28. Tlepeumenyiite yimcT B “OTabIX”.

29. Beegute B Tabnuiy 10 3amucei.

30. BcraBpre crombenr  “IIpoao/KMTENBHOCTH OTHYCKAa” W 3allOIHUTE  €To,
COOTBETCTBYIOLIMMH BBIUNCICHUSIMH.

31. BcraBbTe HOBBIH cTo0e1 niepe “KoauvecTBo TypHCTOB”, HazoBuTE ero “leTm 10 12
JIeT” U 3all0JIHUTE €ro JaHHBIMHU.

32. Ucnonw3yst Gopmynsr  Beruucaute “CromMocth Typa”. “CromMocTh Typa’
pPacCUUTHIBAETCS C YYETOM TOTO, YTO Ha KaKJ0ro pedeHka 10 12 JieT mpeaocTaBiasieTcs CKUIKa B
30%.

33. Coxpanwure daiinbl u 3akpoiite MS Excel.

b

86



JlaGopaTopnas padora Ne 6 (6 yacos).
IIpoBeaenue pacueros. Ucnoib3oBanue PyHKUMHA arperupoBaHus U
YCJIOBHBbIX PYHKIUIA.

Henu:

o (OsHakomneHue ¢ Hauboliee YACMO UCNOIL3YEMbIMU @OYHKYUU aAepecupo8aHus u
yenosuvimu gyuxyusmu Count, Countif, Sum, Sumif, Averageif;

e |F, And, Or 6 sbruucrenusx;

o [Ipumenenue 6 06pabomre OaHHBIX KOMAHObL YOaneHue 0yOIuKamos;

o [Ipumenenue ¢hynKyull noucka uHpopmayuy u KOHCOIUOayus OAHHbIX U3 2-x maodauy,
@yuxyus Viookup (BIIP).

3aoanus.

1. Otkpoiite pabouyro kaury “Laborator Nr5”,

2. C nomompto komanasl “Move or Copy” ckomupyiite nuct “Relative References” B
HOBYIO KHUTY.

3. Ilepeumenyiite pabouyto kuury “Laborator Nr6”.

4. Co3snaiite B KOIUK TEKYIIETo JUCTA U NeperMenyiite ux B “Stat Functions” u “Log
Functions” cooTBeTCTBEHHO.

5. Ha gmcre “Stat Functions” moGaBbTe CleAyrOIIUE JaHHBIC M, UCIONB3YsS (YHKIIHH
COUNT, COUNTIF, SUM, SUMIF, AVERAGEIF caenaiite Bounciienus B crodue Solving.

H | J

SOLVING

Total sum for all projects:

MNumber of records:
Mumber of projects in agriculture

Education

Environment protection

Social assistance

Number of projects in the Health protection:
worth:

Average investment value
Agriculture
Infrastructure

Public order
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6. Ha nucre “Log Functions” no6aBbTe clieayromme CTo0IbI U, UCIOIb3Ys JIOTHUECKUE
byukunuu IF, And u Or 3amonHuTe UX COOTBETCTBYIOIIUMU JTAHHBIMHU:

H

Display the
projects from
Agriculture

Display the
projects from
Agriculture
and
Infrastructure

J

Show the projects
from Education
with a total amount
greater than
20000

K
Calculate the total
amounts for the
projects, resulling
based on the
terms of the
bonus *

. *Bonus: If the number of implementations is <6, no bonus; if
_ this number is between 6 and 11, the bonus is 7% of the total
amount; if the number of implementations is >11, the bonus is

10%

7. Coszpnaiite konuto jiucta “Relative References” u nepeumenyiite ero B “VIookup”.
8. JloGaBbTe HOBBIH JIKCT M CKOMTUPYHTE croja crosoer “Code”.
9. IlepenmenyiiTe HOBBIN pabouwmii auct B “Nomenclator”.

10. Ucnonp3ys komanay Remove Duplicates na Briaake Data ynanure moBTOPSIFOLIHIACS

KOJEL.

11. Jlo6aBbre croaber; “Project name” u 3amoiHUTE MaHHBIMHA C IIOMOIIBIO OILIUU
ABTO3AIOJIHEHHMS, TaK KaK [MOKa3aHO Ha u300paxxeHuu Hiwke B Table2 u ucnons3yiite GpyHKImIO
Randbetween, uTo0s! 3am0aHUTE JaHHBIME cTONOEL “Sum, lei” (Table 1).
12. Cxomupyiite uHpopmaimio u3 croidua “Sum, lei” u B Tom ke croslie BcTaBbTE
TOJBKO 3HAYEHUS.

Tablel
A 8 C D E
- - Implementati
&Lm’gi . Code Investment projects pm’:;:m '::'numt;«

1 of localities 1
2129032023 8486 [Heaith protection 30.10.2023 2 ?
3 13062023 6781 |[Infrastructure 14.01.2024 8

4 05032023| 5191 |Social assistance 06.10.2023 6 o
5 07122023] 2119 [Education 09.07.2024 g z
6 15.102023| 3881 |Agnculture 17.05.2024 10 3
7 22102023| 3748 |Emaronment peotection | 24.05.2024 16 Z
8 15.102023| 8486 |[Public order 17.05.2024 5 j
9 3107.2023] 3881 |Public transport 02.03.2024 6 10
10 03.11.2023| 2119 |Social assistance 05.06,2024 7 1
11:21.07.2023| 5191 |Education 21.02,2024 6 12
12 20.032023| 8486 |Agnculture 21.10.2023 7 13
13[09.06.2023] 8486 |Health protection 10.01.2024 6 “
14 23.06.2023| 3881 |Education 24.01.2024 16 15
15 05112023 2119 |Agniculture 07.06.2024 19 16
16 05.01.2023| 3881 |Emaronment peotection | 08.08.2023 7 17

< Vieokup  Nomenclator + <« e

Table2
A B C
Code | P19t | gum 1ai
name
8486 | Project? | 12.000.00 L
6781 | Project2 | 20.000,00 L
5191 | Project3 | 11.500,00 L
2119 | Projectd | 2.30000L
3881 | Project5 | 6.000,00L
3748 | Projects | 14 000,00 L
< = Viookup

D

Nomenclator

13. BcraBbTe HOBBIN cTonOer “Project name” mocie crosbia “Investment projects” u ¢
nomotneio ¢pyaknuu VIookup nepenecute B 3ToT cTonberl naHHbie ¢ Tabauibl Table2 B Tabmuiy
Tablel, B cooTBeTCTBHE C KOIOM.

14. B Table 1 no6aBeTe HOBBIN cToNOen “Sum, lei” u, ucmone3ys Ty xe (QyHKUUIO,
3aIlOJIHUTE €ro TaHHBIMHU.
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B pesynbrare moimydnm cleayromnyro Tabiuiy:

A B £ D E F G

; . Implementati
. Stzrr?s}catte Code Investment projects Progect name ij;:tteend ;Elgcuarﬂltlif; Sum, lei
2 129.03.2023| 8486 |Health protection Project 30.10.2023 2 12.000,00 L
3 [13.06.2023| 6781 |Infrastructure Project2 14.01.2024 8 20.000,00 L
4 05.03.2023] 5191 [Social assistance Project3 06.10.2023 6 11.500,00 L
5 [0712.2023] 2119 |Education Projectd 09.07.2024 9 2.300,00 L

15. Coxpanurte KHUTY U 3aKpOUTE €e.

16. Ortkpoiite ¢aiin “Individual Work”.

17. Cpnenaiite ciieqyroniyue BbIYUCICHUS .

a) Kak wacto TypucTsl BBIOUpaOT PymbIHMIO?

b) CkoabKo pa3 TYpUCThI BRIOUPAIH KaXKIAYIO CTPAHY B OTACIBLHOCTH?

c) CKOJBKO TYPHCTOB OTAOXHYIU B MTanun?

d) O6mas cymma TypUCTHYECKHX MMyTeBOK B Vicanuio?

e) OOrmas cyMmMa TYPUCTUYIECKUX IYTEBOK JUIS KaXKIOW OTACIbHOM CTPaHbI?

f) PaccumraiiTe OKOHYATEIBHYIO CTOUMOCTB: ApU HPOOOINCUMENLHOCU OMNYCKA
MeHee 5 Onell CKUOKA He npedoCmassiemcs;, ecii nPpoOOJIHCUMENbHOCIb OMNYCKA COCABIIAem
om 5 0o 10 oneiti, ckuoka cocmasnsiem 8%, eciu npoooadcumenbHoCms omnycka npegviuiaem 10
Oueil, ckuoxa cocmasensiem 15%.

g) B xosie Tabnuiiel 1006aBbTE CTOIOCI, B KOTOPOM Oy IyT OTOOPaXKEHBI TOJILKO HMEHA
TYpPUCTOB, OT/BIXABIIUX C JETbMH.

h) B xoHIie TabnuIB! 100aBbTE CTOIOCI, B KOTOPOM OYAYT OTOOpakEeHbI TOJIBKO HMCHA
TYpPHUCTOB, MIPOJOJIKUTENFHOCTD OTITYCKa KOTOPBIX cocTapisieT 7 win 10 qHei.

i) B koniie Tabauipl 100aBbTe CTOIOEI], B KOTOPOM OYAyT 0TOOpa)KEHBI TOIBKO HMEHA
TYpUCTOB, OTIBIXaBIIMX B MTanmuu v mpoJomKUTEIbHOCTh OTIycka MeHee 7 nHel. BeiBeaute
CITUCOK TYPHUCTOB, OT/IBIXABIINX B MTauu ¥ MpoIOIKUTEIIEHOCTh OTIYCKAa MEeHee 7 JHCH.

J) B konie Tabiuiiel 100aBbTE CTOIOEI], B KOTOPOM OYIyT OTOOPaXKEHBI TOJIBKO HMEHA
TYpUCTOB, OTJBIXaBIINX MeHee 12 JHeW W 3alUIaTUBIIUX OOJIBIIE, YeM B CpPEIHEE CTOMMOCTH
MyTEBOK.

18. Cosmaiite komuio ymcta “Resort Country” u no6asste, mocie cronoia “Daily price”,
cron6err “New Daily price”.

19. Ha HOBOM JHcTe cO3/aiiTe TaOJHIly, COACPXKAIIYIO CIUCOK CTPAaH C YHUKAJIHLHBIMU
3HAUEHUSMHU (BBl MOXKETE CJIIeNaTh KOMHUIO CYIIECTBYIOIIETO CTONOIA, yIalnuB AyONHUKaThl) U
cronben “New Daily price”, crenepupyemsrii hpynkuueit Randbetween.,

20. 3anomnuute cronoen “New Daily price” nanusivu (dyukius VIookup).

21. Coxpanure u 3aKpoite (haii.
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JlaGopaTopuas pagora Ne 7 (6 uacos).
Boruuciaenus B MS Excel. Ucnosib3oBanne ¢pynknuii kateropuu Text u
Date&Time B 00padoTKe JaAHHBIX.

Henu:

e Ucnonvzosanue pynxyuil kamezopuu Text 6 oopabomrke oannwix: Left, Right, Find, Mid,
Len, Trim u op.;

e Ucnonvzosanue @ynkyuii kameeopuu Date&Time 6 obpabomke dannvix: Today, Day,
Month, Year, Date, Networkdays, Datedif u op.

3aoanus:
1. Otkpoiite daiin ,,Laborator Nr6”.
2. CxomupyiiTe B HOBBIN (aiin juct ,,VIookup”.
3. Ilepeumenyiite HOBBI (aiin B ,,Laborator Nr7”.
4. Ynanure u 100aBbTe HEOOXOAUMBIE CTOIOIBI YTOOBI MOTYYUTh CIECTYIOUTYIO TaOIHILY:

A B C D E F G
Data ) Cod,!:’_mlecte ) Cod - Proiecte Proiecte investitionale,
: ) ) . Nume investitionale si | L . ) :
inceput Cod Proiecte investitionale . . ' investitionale - si nume |nume proiuecte si Cod
. proivect  |nume proiect (Flash .
1 proiect Fill) proiect(&) (Concatenate)
2 129.03.2023( 8486 |Ocrotirea sanatatii Proiect1
3 13.06.2023 6781 |Infrastructura Proiect2
4 105032023 5191 |Asistenta sociala Proiect3
5 07122023 2119  |Invatamant Proiectd

5. Ucnonn3ys uuctpyment Flash Fill u ¢ynkmuio Concatenate (Concat win &)
3aI0JIHATE BCE CTOJIOIBI TAOIHIIBI COOTBETCTBYIOIINMH JaHHBIMH.

6. IlepeumenyiiTe TeKyImii JTUCT B ,, T ext functions”.

7. JlobGaBbTe HOBBII JIMCT U TIepenMenyiite ero B ,,Left_Right_Mid”.

8. CkonupyiiTe B 3TOT JIHCT TOJBKO 3HaYCHUs U3 cronobua F.

9. Ucnone3ys ¢pyuknuu Left, Right, Find, Mid, Len u Trim 3anosiauTte Bce croaois (B-
G) COOTBETCTBYIOLIMMH JaHHBIMU:

A B £ D E F G
1 Code, Proiecte investitionale si nume proiect Cod MNume proiect | Proiecte investitionale Prt}lectet_lrr::-ls}tltlonale Len(D)| Len(E)
2 | 3486 - Ocrotirea sanatatii - Proiectl 3486 Proiectl Ocrotirea sanatatii Ocrotirea sanatatii
3 6781 - Infrastructura - Proiect2 6781 Proiect2 Infrastructura Infrastructura
4 |5191 - Asistenta sociala - Proiect3 5191 Proiect3 Asistenta sociala Asistenta sociala
5 |2119 - Invatamant - Proiectd 2119 Proiectd Invatamant Invatamant

10. Ckomupyiite nuct ,,VIookup” u3 oaiina ,Laborator Nr6”, orpemakrtupyiite u
oThopMaTUPYITE TAOIUITY TaK YTOOBI OHA UMEJIa CIICTYIOITUN BU/I;

F C [ £ F G M . M
Durata

Dats 5 oy I Durma ; o S et [P 04 B ] T,
S s0d Piithe: peoiact rm:::lz:io l:o;:;“ prORchie ;m'xfh:::n“ F":;‘:“ﬂ:‘ﬂ“— ;O‘r::!‘l‘l;ljlll uul::luu pm':.c'!‘:nul s oo Sehtin
e Days) (Networkdays) | (Networkdays) | ([Day) (month) (Year) {Dists)
7 2903202 8485 Ocrotesa sanatatin Prosectl 30.10.2023
[13062023] 6781 | ibmstuctus__|Prowct2 14.01.2024
4 05032023 5191 Asistenta sociala Prosect] 06.10.2023

11. Tlepemmenyiite Texymmii tuct B ,,Data&Time Functions”.
12. Ucnone3ys ¢yukunuu Days, Day, Month, Year, Date, Networkdays 3amomnnute
ctonOus! F-L, N cooTBeTCTBYIOMMMY TaHHBIMHU.
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13. Co3pnaiiTe KOMHUIO TEKYIIETO JHCTA B TEKYIIeH KHUTHU U TepeuMenyiTe ero B ,,DateDif”.
14. Vnanure n 100aBbTE HEOOXOIUMBIE CTOJIOIBI YTOOBI TOTYUUTD CIACAYIONIYIO TaOIUITY:

A B C D E F G H | J K
Durata
Data N Proiecte Data sfarsit prulgctu.lm Durata Durata Durata Durata Durata
inceput Cod u.met investition EE.SEESI [?.T.I} prin proiectulul | proiectului | proiectului | proiectulul  |proiectului
proiect proiec ale proiect [ Ltiizarea (zile) (luni) (ani) [YM) (MD)
functiei
1 YEAR
2 129.03.2023( 8486 Ocrotirea |Proiect1 | 30.10.2023
3 |13.06.2023 6781 Infrastruct| Proiect2 | 14.01.2024

15. Ucnone3ys ¢yukuuu Year u DateDif 3amomnure cooTBETCTBYOIIHE CTOJIOLBI
JAHHBIMHU.

16. CpaBHuTE naHHBIE TIOJy4YeHHBIE B cToNIONax F u I.

17. CoxpaHute u 3aKpOWUTE KHUTY.

18. Ortkpoiite ¢aiin ,,Lucru individual”.

19. loGaBbTe HOBBIN JUCT, NeperMeHyiTe ero B “COTPYAHUKH” U CO3JaiTe TaOJIHIy CO
cnenyromumu ctoaduamu: 1D koa, ®amuans, Umsa, laTta po:xkaenus, /lata npuema Ha
padoTy U 3aN0JHUTE TaOJIMLYy JaHHBIMUA (MUHUMYM 15 3anuceit).

20. Ucnionb3yst Gpyukiuu kareropun Data& Time Beruuciute Bozpact u TpynoBoii cTaxk
COTPYJIHUKOB B TOJIaX, MeCsIaxX U JHSIX.

21. Cozpnaiite xonuio padoyero nucta “COTPyIHUKH U HCIOIb3yS TEKCTOBbIE (PYHKIIHH
00BeIMHNUTE JAHHBIC U3 TICPBBIX JBYX CTOJIOIIOB B OJIMH.

22. V3pnexure MHPOpMAIUIO U3 CTONOLA, MOTYYEHHOTO B MPEAbIAYLIEM MyHKTE, B JIBa
pazubix cronboua: 1D koa n @amusus Ums ucronb3yst TEKCTOBbBIE (DYHKITUH.

23. Coxpanure u 3aKpoiite (aiim.
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JlabopaTopHasi padora Ne 8 (4 yaca).
CnennajbHble HHCTPYMEHTHI /IJI5l AHAJIN3A U CHHTEe3a JaHHbIX.

o  Copmuposka OaHHbIX,

o  Qurbmpayus OAHHBIX,

e Vcaoenoe popmamuposanue;

o /moeu u npomedcymounvie umoau,

o (C6o0HbIEe MabIUYbl U CBOOHBIE OUASPAMMDBL.

3aoanusn:

1. Otkpoiite daiin ,,Laborator Nr6”.

2. Cxonmpyiite nuct “Vlookup” B HOBYIO KHUTY.

3. Ilepeumenyiite kuury B “Laborator Nr8”

4. Cxomupyiite Tabiuiy ¢ sucra VIOOKUp 1 BcTaBbTe Tyna e TOIBKO 3HAYCHUSI.

5. [lepenmenyiite nuct B*“Sort”.

6. Iocue cronbua “Code” modaBeTe cToaber “Location” u 3amoaHUTE €ro JaHHBIMH.

7. Cnenaiite BerunciieHud B cronoue “Total sum, lei”.

8. OrdopMaTupyiiTe TaOIHITY TaK KaK MOKA3aHO HIDKE:

—— Data sfarsit LTI
inceput Cod Localitati | Proiecte investitionale |Nume proiect — ntari pe | Suma, lei |Total suma, lei
proiect P localitati

05.11.2023| 2119 (Balti Agricultura Proiect4 07.06.2024 19 2.300,00L | 43.700,00L
07122023 2119 [Cahul Educatie Proiect4 09.07.2025 9 2.300,00L | 20.700,00L
03.11.2023| 2119  |Orhei Asistenta sociala Proiect4 05.06.2024 7 2.300,00L | 16.100,00L
31.07.2023| 3881 |Bahi Transport public Proiects 02.03.2026 6 6.000,00L | 36.000,00L
23.06.2023| 3881 |Chisinau Educatie Proiects 24.01.2024 16 6.000,00L | 96.000,00L
05.01.2023 3881 |Orhei Protectia mediului Proiects 08.08.2023 7 6.000,00L | 42.000,00L
15.10.2023 3881 |Ungheni Agricultura Proiects 17.05.2024 10 6.000,00 L 60.000,00 L
21.07.2023 5191  |Cahul Educatie Proiect3 21.02.2025 6 11.500,00 L 69.000,00 L
05.03.2023 5191 |Orhei Asistenta sociala Proiect3 06.10.2023 6 11.500,00 L 69.000,00 L
09.06.2023 8486  |Briceni Protectia sanatatii Proiect1 10.01.2025 6 12.000,00 L 72.000,00 L
29.03.2023 6486 |Chisinau Protectia sanatatii Proiect1 30.10.2023 2 12.000,00 L 24.000,00 L
15.10.2023 6486 |Chisinau Ordinea publica Proiect1 17.05.2025 L} 12.000,00 L 60.000,00 L
20.03.2023 8486 |Ungheni Agricultura Proiect1 21.10.2023 7 12.000,00 L 84.000,00 L
22102023 3i748  |Briceni Protectia mediului Proiectt 24.05.2024 16 14.000,00L | 224.000,00 L
13.06.2023 6781 |Balti Infrastructura Proiect2 14.01.2024 8 20.000,00L | 160.000,00L

9. Cospnaiite 3 kormuu Jucra “Sort” u nepeumenyiite ux B “Filter”, “Subtotal” u “Pivot
Table” cooTBeTcTBEHHO.

10. Otcoprupyiite Tabauiy: mo yOsiBanuio mo “Location”, 3atem mo yOBIBAaHHIO IO
“Investment Project” u mo yosiBanuto mo “Total Sum, lei” ucrnons3ys komany SOrt Ha BKITIKH
Data.

B pe3ynbTate Moay4nM Caeayromyro TabauILy:

Impleme

. ; ntation
Sfarr?JE]Ztte Code Location Investment projects F';g{_::;:t F'roJ;:tteend nurgfber Sum, lei | Total sum, lei

localities
05.11.2023( 2119 |(Balti Agriculture Projectd 07.06.2024 19 2.300,00 L 43.700,00 L
13.06.2023| 6781 |Balti Infrastructure Project2 14.01.2024 8 20.000,00 L | 160.000,00 L
31.07.2023 3881 (Balti Public transport Project5 02.03.2026 6 6.000,00 L 36.000,00 L
22102023 3748 |Briceni Environment protection |Project6 24.05.2024 16 14.000,00 L | 224.000,00 L
09.06.2023| 8486 |(Briceni Health protection Project1 10.01.2025 6 12.000,00 L 72.000,00 L
21.07.2023| 5191  |Cahul Education Project3 21.02.2025 6 11.500,00 L 69.000,00 L
07122023 2119 |Cahul Education Projectd 09.07.2025 9 2.300,00 L 20.700,00 L
23.06.2023| 3881 |Chisinau Education Project5 24.01.2024 16 6.000,00 L 96.000,00 L
29.03.2023| 8486 |Chisinau Health protection Project1 30.10.2023 2 12.000,00 L 24.000,00 L
15.10.2023| 8486 |Chisinau Public order Project1 17.05.2025 5 12.000,00 L 60.000,00 L
05.01.2023| 3881 |Orhei Environment protection |Project5 08.08.2023 T 6.000,00 L 42.000,00 L
05.03.2023( 5191 |Orhei Social assistance Project3 06.10.2023 15 11.500,00 L 69.000,00 L
03.11.2023( 2119 |Orhei Social assistance Projectd 05.06.2024 T 2.300,00 L 16.100,00 L
20.03.2023| 8486 |Ungheni Agriculture Project1 21.10.2023 7 12.000,00L | 84.000,00 L
15.10.2023| 3881 |Ungheni Agriculture Project5 17.05.2024 10 6.000,00L | 60.000,00L
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11. Orxkpoiite nuct “Filter”.
12. Cozpnaiite 1BE KOMUU 3TOTO pabOYero JMCTA.
13. Hcnonb3ys unctpyment Filter na Bkinaake Data, Ha kax oM ucte co3aaite QUIbTPHI:
a) Ha mmcre “Filter” oroGpasure wuHpOpPMAIMIO, OTHOCAINYIOCS K TOpOaM,
HauuHaromuMmcs Ha oyksy "C".
b) Ha mepBoii komuu jrcra oTOOpasuTe HMHGOPMAIMIO, OTHOCSIIYIOCS K IMPOEKTaM,
KOTOPBIC 3aKaHYUBAIOTCSI B CIIEAYIOLIEM IOy,
c) Ha Bropoii xomuu nucra otoOpasuTe WHPOPMAIMIO, OTHOCSIIYIOCS K IPOEKTaM, C
TpeMsi HAMMEHBIIIMMHU 3HAYCHHUSIMH 15 ,, T otal sum, lei”.
B pesynbpraTe nomyuum

a)

Project . Progect . Project end [N EmEED ; ;
Start Dat- Code Investment projects name Location < date on nurr?l.)er of| Sum, lei Total sum, lei
n n n n - | localities = n n
29.03.2023| 8486 |Health protection Project1 Chisinau 30.10.2023 2 12.000,00L | 43.700,00 L
07.12.2023| 2119 |Education Projectd Cahul 09.07.2025 9 2.300,00L | 224.000,00L
16.10.2023| 8486 |Public order Project1 Chisinau 17.05.2025 5 12.000,00 L 20.700,00 L
21.07.2023 5191 |Education Project3 Cahul 21.02.2025 6 11.500,00 L 60.000,00 L
23.06.2023 3881 |Education Projects Chisinau 24.01.2024 16 6.000,00 L 16.100,00 L
b)
. ; Implementati
SEFI_TJEZE_ Code Investment projects Pr:Z{‘::;t Location F'roJ:;:tteendY oniumber of| Sum, lei | Total sum, lei
» » » » » - localities = » »
13.06.2023 6781 |Infrastructure Project2 Balti 14.01.2024 8 20.000,00L | 160.000,00L
15.10.2023| 3881 |Agriculture Projects Ungheni 17.05.2024 10 6.000,00L | 72.000,00L
22102023 3748 |Environment protection |Project6 Briceni 24.05.2024 16 14.000,00 L 69.000,00 L
03.11.2023| 2119 |Social assistance Projectd4 Orhei 05.06.2024 7 2.300,00L 24.000,00 L
23.06.2023 3881 |Education Projects Chisinau 24.01.2024 16 6.000,00L 16.100,00 L
05.11.2023] 2119 |Agriculture Project4 Balti 07.06.2024 19 2.300,00L 84.000,00 L
c)
. ; Implementati

Sfarr?JE]Zt" Code Investment projects Przig:;:t Location F'roJ;;:tteend oniumber of| Sum, lei | Total sum, lei
- - - - - | localities = - T
07.12.2023| 2119 |Education Projectd Cahul 09.07.2025 9 2.300,00L | 224.000,00L
13.06.2023| 6781 [Infrastructure Project2 Balti 14.01.2024 8 20.000,00L | 160.000,00L
31.07.2023| 3881 |Public transport Project5 Balti 02.03.2026 6 6.000,00 L 96.000,00 L

Ycnoenoe popmamuposanue
1. C nomoripto ycrnoBHOro hopMaTHpOBaHUsI BBIACIUTE MPOeKTHI KaTeropun “Education”.
2. Ucnonb3ys ycinoBHoe GopMmaTupoBaHue, Bbienute “Sum, lei” B mpomexyTke (MEKIY
sHauenreM N u 3HaueHuem M).
3. Ucnone3ys Data Bars (ycioBHoe ¢opmatupoBaHue), 100aBUTh IIBETHBIC MOJIOCH B
siaeiiku cronbma “Implementation on number of localities” ams npeacraBieHust nX 3HAYCHUIA:

Project : Progect Project end [Up Emerzs
Code Investment projects on number
Start Date name date .
of localities
29.03.2023| 8486 [Health protection Projectt 30.10.2023 2
13.06.2023| 6781 |Infrastructure Project2 14.01.2024 g
05.03.2023| 5191 |Social assistance Project3 06.10.2023 B
07122023 2119 |Education Projectd 09.07.2024 9

4. Ucnonw3yiite Color Scale (ycnoBHoe popmaripoBanue), YT00bI IPUMEHHTh FPATUCHT
ssgeiikaM ctosiona “Sum, lei”:

. . Implementati
Project Code Investment projects Progect Project end on number
Start Date name date i
of localities
29.03.2023| 8486 |Health protection Project 30.10.2023 2
13.06.2023| 6781 |Infrastructure Project2 14.01.2024 8
05.03.2023| 5191 |Social assistance Project3 06.10.2023 6
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Hcnone3yiite Icon Set (ycimoBHOe hopMaTupoBaHue) IS MPEACTABICHUSA 3HAUCHHUH B TUCHKax
cronbua “Total sum, lei”:

. - Implementati
Project Code Investment projects Progect Project end on number Sum, lei Total sum, lei
Start Date name date .
of localities
29.03.2023| 8486 |Health protection Project 30.10.2023 2 [B2oodooL [ 24.000,00L
13.06.2023| 6781 |Infrastructure Project? 14.01.2024 8 %) 160.000,00L
05.03.2023| 5191 |Social assistance Project3 06.10.2023 6 [HLs0d,00L |4 69.000,00L

IlIpomescymounvie umozu

1. Otkpoiite pabounii nucT ,,Subtotal”.

2. Ucnone3ys wuHcTpymMeHT Subtotal na Brmagku Data, BblUHCIUTE KOJIHYECTBO
PEaTM30BAHHBIX IPOEKTOB U OOLIYI0 CYMMY IO KaX/10MY HACEICHHOMY ITYHKTY:

A B c D E F G H 1
Data Data sfarsit Impleme
inceput Cod Localitati | Proiecte investitionale |Mume proiect roiect ntaripe | Suma, lei | Total suma, lei
1 proiect P localitati
2 05.11.20231 2119 (Balti Agricultura Proiectd 07.06.2024 19 2.300,00L 43.700,00 L
3 13.06.2023| 6781 (Balti Infrastructura Proiect2 14.01.2024 8 20.000,00 L 160.000,00 L
4 |31.07.2023 3881 |Balti Transpaort public Proiects 02.03.2026 6 6.000,00 L 36.000,00 L
-] s Balti Total 33 239.700,00 L
6 122102023 3748 |(Briceni Protectia mediului Proiect6 24.05.2024 16 14.000,00 L 224.000,00 L
7 |09_05_2023 8486 |Briceni Protectia sanatatii Proiect1 10.01.2025 6 12.000,00 L 72.000,00 L
<] s Briceni Total 22 296.000,00 L
3. BBIBeI[I/ITe Ha 5KpaH TOJIbKO CTPOKH IMIPOMECIKYTOUHOI'O UTOTI'A.
4. CkomnupyiTe Ha HOBBIH JIUCT TOJIBKO CTPOKH ITPOMEKYTOUHBIX UTOTOB!
Proiecte Nume Data [lmplemen
Localitati |investition roiect sfarsit tar pe [ Suma, lei [Total suma, lei
ale P proiect | localitati
Balti Total 33 239.700,00 L
Briceni Total 22 296.000,00 L
Cahul Total 15 89.700,00 L
Chisinau Total 23 130.000,00 L
Orhei Total 20 127.100,00 L
Ungheni Total 17 144.000,00 L
5. C momormusto komanael Find&Replace ynanure cinogo ,, Total” u3 nepsoro cronodia:
Proiecte Nume Data [lmplemen
Localitati |investition —— sfarsit tari pe [ Suma, lei [Total suma, lei
ale P proiect | localitati
Balti 33 239.700,00 L
Briceni 22 296.000,00 L
Cahul 15 #9.700,00 L
Chisinau 23 180.000,00 L
Orhei 20 127.100,00 L
Ungheni 17 144.000,00 L

6. Hcmonb3ys unctpyment Chart Ha Bkiaake Insert cosnmaiite ciemyromiue quarpaMmmel:

Implementation number of localities

Chisinau

20%

Cahul
13%
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35,000.00 L
30,000.00 L
25,000.00 L
20,000.00 L
15,000.00 L
10,000.00 L
5,000.00 L
- L

28,300.00 L

Balti

SUM, lei

26,000.00 L

Briceni

7. Orkpoiite pabouwuii ucr ,,Pivot Table”.

8. C momomsio komanasl Pivot Tabele na Bxmagke Insert, cosmaiite Ha HOBOM pabodem

JIMCTE CICAYIOIINE CBOAHBIC TAOIHUIIBI:

a) Tabnuna 1: O61Me CyMMBI 10 TOPOIaM:

|Z| Sum of Total sum, lei

340.000,00 L
138.000,00 L
284.000,00 L
80.500,00 L
120.000,00 L
114.000,00 L
1.076.500,00 L

b) Tabnuna 2: Konn4ecTBo peaqn30BaHHBIX MPOEKTOB, CTPYIIUPOBAHHBIX MO KaXIOU

KaTeropuu:

13,800.00 L

Cahul

30,000.00 L

Chisinau

19,800.00 L

Orhei

Row Labels

Balti
Briceni
Cahul
Chisinau
Orhei
Ungheni

Grand Total

Row Labels ElSum of Implementari pe localitati

Agricultura 36
Asistenta sociala 13
Educatie 31
Infrastructura 8
Ordinea publica 5
Protectia mediului 23
Protectia sanatatii 8
Transport public 5]
Grand Total 130
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¢) Tabmuma 3: O6IiKe CyMMBI 110 TO/IaM M KaTerOPHsIM:

Sum of Total suma, lei Column Labels |~

2023 +2024 + 2025 +2026 Grand Total

Row Labels -

Agricultura 84.000,00 L 103.700,00L 187.700,00 L
Asistenta sociala £9.000,00 L 16.100,00L 85.100,00 L
|Educatie 96.000,00L 89.700,00L 185.700,00 L
Infrastructura 160.000,00 L 160.000,00 L
Ordinea publica 60.000,00 L 60.000,00 L
Protectia mediului 42.000,00 L 224.000,00L 266.000,00 L
Protectia sanatatii 24.000,00 L 72.000,00L 96.000,00 L
Transport public 36.000,00 L 36.000,00 L

Grand Total 219.000,00 L 599.800,00L 221.700,00L 36.000,00L 1.076.500,00L

9. Ucnonb3ys unctpyment Slicer na Bkianke Insert, co3naiite asa cpesa mis ,,Location”
u ,,Investment project”:

Localitati =

oo (o[ -

' Chisinau | Orhei | Ungheni |+
Proiecte investitionale v=
 Agricuttura | Asistenta sociala | &
 Educatie | Infrastructura |
_ Ordinea publica | i!Protecﬁa medEulr 1
' Protectia sanatatii | Transport public | v

10. Ucnonp3ys uHcTpyMeHT Report Connections na Brmaake Slicer, coemunute Bce
CBOJIHBIE TaOIUIIEI.

11. M3meHHTE HEKOTOpHIE JaHHBIE M3 UCXOJHOU TaOJIUIBI M MPOAHAIM3UPYUTE CBOIHBIC
TaOJIUIIEL.

12. Coszmaiite e amarpammbl Pivot Chart (sxmaaka Analyze (PivotTableAnalyze,

Options)):

Total investment sum per localities

Ungheni IERENDININEE
(ol [-TH  120.000.00 L |
Chisinau 80,500.00
Cahul | -7 X T
Briceni IEFETIDLDNDI
CELN  ____340.000.00L |
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Total implementation number of
localities

B Agriculture

M Education

m Environment protection
Health protection

H Infrastructure

M Public order

M Public transport

13. CoxpaHuTe 1 3aKpOWUTE KHHTY.

14. Ortkpoiite daiin ,,Individual work”.

15. Ha nucre “Employes” no6assre cronber “Salary”.

16. Co3zpaiite 3 KOMUU 3TOr0 paboYero JMCTa.

17. B mepBoii Tabmuie OTCOPTHPYHTE NaHHbIE KaK MHUHUMYM IO JBYM KpPUTEPHUSIM
(YpoBHSIM).

18. Ha Bropom nucte OTGUIBTPYHTE JaHHBIE IO TPEM Pa3HBIM CTOJIOLAM.

19. Ha tperbem nucte co3maiiTe MpOMEXYTOUHBIM UTOT.

20. Co3paiite Tpu CBOAHBIC TaOIHIIBI U IBa Cpe3a.

21. TlonkmrouuTe cpe3bl K CYLIECTBYIOIUM CBOJHBIM Ta0JIMIAM.

22. Cozpnaiite aBe pa3HbIE CBOAHBIC JHATPAMMBI.

23. CoxpaHMTE U 3aKpOMTE KHUTY.
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Jlaboparopnasi pa6ora Ne 9 (4 yaca). UMnoprt 1aHHbIX U3 APYTrUX
NPUII0KEH U,

Ienu:.

O3HaKOMIEHUE C HEKOMOPBIMU ANIZOPUMMAMU UMNOPIMA OAHHBIX U3 OPY2UX
ucmoynukos: Xt u .Csv ¢gpaiinos

3aoanus.
1. Cosnaiite HOByt0 KHHTY EXCel u mepenmenyiite B “Laborator Nr9”.

Hmnopm mexkcmoguix ¢haiinos
[Ipennonoxum, 4TO y HaC €CTh TEKCTOBBIH (haili:

T Seleslan2009.txt - Notepad

File Ede Format  View Help

I! ransaction_date Product Price Payment_Type Hame City State  Country Account_Created Last_Login

21/02/89 6:17 Productl 1266 Mastercard carolina Basildon England United Kingdom ©1/82/09 6:00
01/82/09 4:53 Productl 1200 Visa Betina Parkvills M United States 01/02/09 4:42
091/82/89 13:08 Productl 1200 Mastercard Federica e Andrea Astoria OR United
@1/23/09 14:44 Productl 1296 Visa Gouya Echuca Victoria Australia 09/25/85 21:13 ©81/63/09 14:22

2. Boibepute From Text/CSV us3 Brkinanku Data.

3. B okHe, K0TOpOE OTKpBIBAaeTCs B pe3ynbTaTe BeIOepuTe (aiin tumna .IXt koTopsiil comepkuT
JTaHHBIE.

4. TIpeoGpasyiite TekcToBbIN daiin (.tXt):
SalesJan2009.txt

File Origin Delimiter Data Type Detection
1250 Central European (Windows) - Tab e Based on first 200 rows -

Transaction_date Product Price Payment_Type Name City State Country Account_Created
01.02 2009 06:17:00  Productl 1200  Mastercard carolina Basildon England United Kingdom | 01/02/09 6:00
01.02.2009 04:53:00  Productl 1200 Visa Betina Parkville MO United States 01,/02/09 4:42
01.02.2009 13:08:00 Productl 1200  Mastercard Federica e Andrea | Astoria OR United States 01/01/09 16:21

5. C nomomuisto penakropa Power Query orpenaktupyiite ¢aiis (M3MEHUTE THIT JaHHBIX,
pas3zenuTe CTONONH U T. 11.).

. I toemsction_dase - | ab Moduat = | 1%y Price - A% Poymes_type - A Nume = A% Chy -

1 1200 Manercars aeesing Baskoor

1300 Vs Parvwth

20 JerIy Angres Astors
4 1200 Vs Gougs Emucs
6. Ha Bximagke Home Boibepute Close&Load.
B pesynbraTte noayuum:
A B T D E F G H |
24.12.1927 Productl 1200 Mastercard carolina Basildon England United Kingdom 01/02/09
24.12.1927 Productl 1200 Visa Betina Parkville MO United States 01/02/09
24.12.1927 Productl 1200 Mastercard Federica e Andrea Astoria OR United States 01/01/09
02.04.1928 Productl 1200 Visa Gouya Echuca Victoria Australia 09/25/05

7. Ha ocHoBe 3TO# TaOnuIbl CO3/aliTe CBOAHYIO TaOJHIy CPEIHEH LIeHbI, CIPYNMUPOBAHHYIO 110
ctpanam (,,Country™).

8. Ha ocHoBe TOH e TaOJMIBI CO3JaliTe CBOAHYIO TaOJIMIly KOJIMYECTBA TPaH3aKIIUH,
CrpyIIUpOBaHHYyIo 1Mo ctpanam (,,Country”) u tumy miarexa (,,Payment type”).
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Hmnopm ¢paiinoe CSV

[Ipennonoxum, 4TO y HaC €CTh TEKCTOBBIN (aiii:

B C D E
tem,Store,Units Sold,Unit Price,Sales Amount
Surface Studio,Washington D.C.,5,299,1495
JXbox One X,Washington D.C.,2,249,498
Xbox One X,Atlanta, 3,249,747
Xbox One X,Washington D.C.,2,249,458

9. Bribepute From Text/CSV na Bkiaake Data.
10. Bribepure daiin .csv Open u Transform

. B item - | A% store ~ | 123 units Sold ~| 1.2 unit Price ~| 1.2 sales Amount -
1 Surface Studio Washington D.C. 5 299 1495
2 ¥boxOneX Washington D.C. 2 243 498
3 XboxOneX Atlanta 3 249 747
4 ¥box One X Washington D.C. 2 243 498

11. Orpenaxrupyiite ¢aiin ncrons3ys Power Query.
12. Bsioepure Close&Load u3 Bkinagku Home:

A E C D E
I Item H Store ﬂ Units Sold n Unit Price H Sales Amount Jid
2 |Surface Studic Washington D.C. 5 299 1495
3 Xbox OneX Washington D.C. 2 249 498
4 |Xbox One X Atlanta 3 249 747
5 Xbox OneX Washington D.C. 2 249 498

13. Ha ocHoBe 3To TaOJIMIIBI CO3/IAaHTE CBOIHBIC TaOJIUIIbI:
a) “Unit sold” crpynmuposano o oobexTam (“ltem”) u mo marasunam (“Store”).
b) “Sales amount” crpynmupoBaHHEIii M0 MarasuHam (“Store”).

14. Cozpnaiite cCBOIHBIE TUATPaMM JJIsI CBOJIHBIX TaOJHII, CO3/TAHHBIX BBIIIIE.

15. Cozpnaiite cnaiicepbl 1 COeIMHEHNE JIJTsl JUHAMHYECKUX QHUIBTPOB.

16. Coxpanure u 3aKpoiTe Qaii.

17. Orkpoiite daitn “Individual Work™.

18. JloGaBbTe HOBBIM JIUCT.

19. Mmnoprupyiite TeKcTOBBIH (haiin u npeobpasyiite ero.

20. HWmmopTtupyiite .CSV-aiin n npeodbpasyiite ero.

21. Ha ocHoBe 00eux TaOuuIl co3jaiiTe 2 CBOAHBIE TaOIUIIBI, 2 CBOIHBIE AHarpaMMEbl U 2 ciaiicepa

U1 Ka)KJIOM U3 HUX.
22. CoxpaHuTe U 3aKpoiiTe (aii.
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Tect Excel

1. Jlana tabmuma. Otdopmarupyiite e€ Tak Kak MoKa3zaHO HIDKE!

A B C D E F G H ] K
1 Mpogasu v npubsine
2 |NJO HaumeHnosaHue usgenusa LigeT faTa usroToene Croumoct Npoussea Npogante 3) 4] 5) 6)
3 1 Bush HD2Z7ORWN Benbii 43487 24585 200 180
4 2 Beko CDASB3F YepHbii 44423 299,99 125 100
5 3 Bush HD2ZJORWN Cepefpuc 44170 24599 230 180
B 4 frgos Value Range A& Benoiil 43202 79,99 320 236
7 5 Bush HD2Z7ORWN Cepebpuc 44405 269,98 245 156
8 6 Argos Value Range AA  Yephoi 43885 99,95 450 335
9 7 Beko CDASG3F Cepefpuc 43473 509,99 500 500
10 8 Indesit TLAIW Benbid 44388 159,99 320 310
1 9 Hotpoint RFAS2 Cepefpuc 44014 269,99 210 200
12 10 Indesit TLAIW Benbid 43658 179,99 280 250
13
14 2)4TobEl BEECTH WEBET, COSAAHTE CIMCOK ANA NPOBERHK YnpamHeHua:
15 3)UeHa 33 eaWHKLY (Nnoc 18% K CTOMMOCTH) 1) Omgopmamupyiime madauyy max, Ymobel oHG
16 4) CTOMMOCTE BCEX TOBPOE 8bI2NAGEND KAOK 20MOETA MabAuya-omyem.
17 5)BbIpyusa oT npogas
18 6) Hassauue W WBET TOBAPOE, NPOM3BEAGHHEIX 33 NocNegHKe 2 roga M MMEIOLWMK BEIPYURY BhIIE CPegHer
19 7)Haroso obuee KOAMYECTED NPOAAHHBIX GenbiX XON04HALHHKHOB?
20 B) Ha gpyrom pabouem AKCTE © NOMOLWEED Subtotal(npomMesyTOUHBIE MTOMM ) BRIBEAWTE CREAHEee HOAMYECTBO NPOAaHHEIN TOBAPOE, CIPYNNMP0BAHHBIX N0 LBETY
21 9) B HOBOW INEKTPOHHON TABAWLE CO3AANTE CBOLHYIO TABAWLY ANA BEIPYUHM, CTPYNNHMPOBAHHOM N0 LBETY M rO4Y BbINYCKA.
22 10. Co3gaiTe guarpammy co 3HAYEHUAMM, NOAYUEHHBIMM B MTOTax No LBETaMm
23 11) Co3aaTe QUHAMMUYECHHME GMABTP ANA ABYX CBO4HBIX TatnML.

2. Ha APYroM JIUCTEC COSI[&IZTG CIHCOK IIPOBEPKHU JAHHBIX:

A
1 | CnMcoK gNA NPoEEpPKHU BAHHBIX
2 |HaMMeHOBaHHE H3JEeNHUA
3 |Bush HD270RWN
4 |Beko CDASG3F
5 |Argos Value Range AA
6 |Indesit TLAIW
7 |Hotpoint RFAS2

3. Ucnonb3ys HeoOxoaumble (opMynbl W (QYHKIHMH, clelaiTe BCe BBIUYUCICHUS B
BBIJEIIEHHBIX stueikax croiionos G-K:

A E C D E F G H | ] K
1 Mpogasu u npubns
Npouzee
NfO HEHMEHOEIHIE HELEMHR Lg=T Aama Eromacte OEHHEDE Mpopasisie 3} 4} 5) &)
HITOTOEASHKA | SOMHELL - HELENKR
VEAENKER

2

3 1 | Bush HD2TORWN Eenpdil 01.02.2019| € 24555 200 1B0| €254,54 € 53.085,38
4 2| Beko CDASEIF '-IE'pl-blF 15.06.2021| € 295,90 125 1D0) €£353,99 € 35.388 82

3 3| Bush HDZTORWN Cepefipio) 05.12.2020( € 24392 230 1BD| €224,99 € 53.057,BE

B 4| Arges value Range AA | Benmit 12.04.201E| € 79,090 320 235| € 2438 £

[l 5 | Bush HDZTORWN Cepefipuo) 01.08.2021| € 268,98 243 156| €£31E,38 L3

B 5|Arzos value Range A8 |Yepumit 05.03.2020| € 929,05 450 335| €£117,94 € 38.510,24

T 7| Beko CDASEIF Cepebprc] 14.01.2018| € 308,88 500 500| €365,78 | €154.905,00 | €152.584,10 |Beko CDASEIF CepebpwcToi
LD E| Indesit TLALW BEnbi 11.07.2021| € 158,99 320 310| €1BE,78 | € 51.185ED | € 5B.524,34 |Indesit TLALW EEnbii
[£1 o | Hotpoint RFAS2 Cepebpio] 02.07.2020| € 210 200| €£318,58 | € 56.657, € £3.717,54 |Hotpoint RFAS2 CepebpucToil
2 10| Indesit TLALW BENb 12.07.2019| £ 280 230| €£212,39 | € 530.397,20 | € 53.057,05
ey |
L4 2700k BEECTH LBET, CORA3WTE CIMCOK ANR NPIEBEPKH YNpastHEHHA:
L5 F|Lieka 23 eAHEMLY (nares 18% K CTOMMOCTH) 1) omropmamupyiime madauwy maok, 4mods oHg
L& 4) CTOMMDCTE BCEX TOESPOE SW2ARJENT KOK 20MOE0A MaSALYT-0MmYem.
L7 S|BrIpyHHa OT NP
LE 6} H M LBET POE, MPOW X 33 NOCASAHWE 2 MOA3 H MMEHILMX ELIPY-HY BLille CpegHen

z T|Hakoeo oblee KOAWHEITED NPDASHKEEX BEnEX XONDIHABHHKDE?
i ] ) Ha apyrom pabosem AMITE © NoMOLEH Subtotal|nporMesyTOMHEIR MTOMM) BRIBEAHTE CPEAHEE KOAWHEITED NPOAAHKEN TOESPOE, CMPYINHPIESHHEX ND LEETY
1 9] B BOBDH 3NEHTPOKIOH TAEAMLLE COAAWTE CEOAHYIO TAENMLLY MR BERIPYHKM, CTPYNNHPOEIHKEOH N0 LLEETY M rogY BRITYCES.
12 10, CO3Z3HTE AHATPAMMY CO SHIHEHHAMM, NOAYHEHHEIMK B HTOMEX N0 LEETAM
13 11} CozAauTe AMEIMHHECHHH GHUALTP AR ABYX CEOHEN Tabnuy,

4. COSI[aﬁTC KOIIMIO HAYaJIbHOT'O JIMCTA.
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5. Ynmanute numHO0 WHQOpMAaIKIO, KOTOpas HaXOIUTCS TMOJA TaOJIUIEH W C TOMOIIBIO
npoMeKyTouHbIX uTOroB (Subtotal) BerarcauTe cpeaHee YKMCI0 MPOJAHHBIX TOBAPOB I10 IIBETY.

KB A B ¢ 0 g F G H | s
N/O Hammernoasune Leet Larta CTOWMOCTD :Z::: NpogaHHme 3) 4 5)
Hanenmn MATOTOBNEHMA | EaMHLLI winenmn
1 PR nagenun

2 1/8ush HD2 TORWN Ba et 01.02.2039] € 249,99 200 160| €254.34 | € 49.990,00 [ € 53.089,38
3 4a|Argos Value Range AA [Benmit 12.04.2018| € 79,99 320, 236 € 94,39 | € 2559680 [ € 22.275.62
4 Bindesit TLALW |Banwi 11.07.2021] € 159,99 320 310| €188,79 | € 5119630 | € 5852434
| - 3 10{Indesit TLAIW Sa it 12.07.2019| € 179,99 280 250| €212,39 | € %0.397.20 | € 53.087,08
(=] 8 Bensii Average 234 € 46.796,60
7 3|Bush HD270RWN Cepebphcreit 05.12.2020| € 249,99 230 180| €204,99 | € 57.497,70 | € 53.097.88
g 5 |Bush HO270RWN Copabpncreil 01.08.2021] € 269,98 245 156] €318.58 | € 66.145,10 | € 49.697,92
3 7|8eko COAS63F CapebpucTedt 14.01.2019| € 303,99 500 500| €365,79 | € 154,535,00 | € 182.894,10
10 9|Hotpoint RFAS2 Capabpucres 02.07.2020| € 269,99 210 200| €31859 | € 56.697,90 | € 6171764
[_:5 1 Cepebpucruiii Average 255 € 8735188
[ 12 2|Beko COASE3F HepHbi 15.08.2021} € 299,93 125/ 100| €353,99 | € 37.438,75 | € 35.398.82
13 5|Argos Value Range AA [MapHsi 05.03.2020{ € 99,95 450 335| €117.08 [ € 4497750 [ € 39.510,2¢
1= 1a Mepmui Average 2175 € 37.45453
=] 15 Grand Average 244,7 € 6113030

6. CxonmpyiiTe UTOTOBBIC PE3YJIbTAThl Ha JIPYroM paboveM JIMCTE M CO3JaiTe KPYroBYIO
Iuarpammy:

n HHEIE
Lipet PoAa 5)
M3,ENHA
Eenblid 244| £ 46.746,60
CepebpucTbIi 259| € 87.351,88
YepHbIH 217,5 € 37.454,53

CpepHee KONMUECTBO NPOAAHHBIX
nsgennm

mEBenuii W CepefpucTmiid W YepHeii

8. B HoBOM mmcte co3maiite cBoaHyto Tabmuiy (Pivot Table), ordopmarupyiite ee u
N00aBbTE JMHAMUYCCKUAN (PUIIBTP, YTOOBI OTYYHUTh CICAYIONIYIO TaOJIHILY:

LseT = 5
[ Benwli ][ CepebpHcToli H YepHeli l
Boipyura ot npogax  Column Labels IE‘ Row Labels E&lmofl'l; WILEAWA

= 2018 = 2019 = 2020 2021 Grand Total = Beneli 976
Argos Value Range A4 236
Bush HD2T0RWN 180
Row Labels [~] Indesit TLAIW 560
I |Argos Value Range AA 22275,6152 39510,235 61785,8502 = CepeBprCcThIA 1036
. |Beko CDASGE3F 1828941 35398,82 218292 92 Beko CDASESF 500
. |Bush HD270RWN 53089,38 53097876 496979184 1558851744 Bush HD2T0RWN 336
+ |Hotpoint RFAS2 6371764 6371764 Hotpoint RFAS2 200
- | Indesit TLAIW 53097,05 58524,342 111621,392 =YepHbIH 435
+ |'Grand Total 22275,6152 28908053 156325,751 1436210804 6113029766 Argos Value Range A4 335
f Beko CDASE3F 100
i Grand Total 2447
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ANEXA
De ce este necesar crearea raportului de tip Studiu Individual la disciplina ,, Tehnologiile
Aplicatiilor Office”?

Crearea unui portofoliu (Studiu Individual) la disciplina ,,Tehnologiile Aplicatiilor Office” este
extrem de importantd pentru studenti. Acesta este o colectie organizatd de lucrari (documentul
Word si toate fisierele de lucru), proiecte si realizari care demonstreazd competentele si abilitatile
dobandite in utilizarea aplicatiilor MS Word si MS Excel atat ca aplicatii separate dar si
interclasate.

lata cdateva motive pentru care crearea unui portofoliu este valoroasa:

1. Evidentiaza experienta si cunostintele: Un portofoliu bine structurat poate include aplicatii
dezvoltate, initiale proiecte de cercetare sau orice alta realizare care demonstreaza abilitatile si
competentele dobandite.

2. Demonstreaza creativitatea si gandirea critica: Un portofoliu poate fi un mediu excelent
pentru a ardta modul 1n care ati abordat problemele si cum ati gandit in mod creativ pentru a le
rezolva. Puteti include rezolvari care au necesitat solutii inovatoare, diferite de cele expuse in
lucrarile de laborator.

3. Sporeste sansele de angajare: Acest portofoliu este bine sa-1 pastrati pentru al prezenta
potentialilor angajatori, fiind un factor decisiv in alegerea unui candidat in fata altora

4. Dezvolta abilitati de prezentare si comunicare: Sustinerea Studiului Individul in fata
colegilor si profesorului va poate ajuta sa va dezvoltati abilitatile de comunicare si sa va prezentati
eficient proiectele si realizdrile in fata altora.

Pentru a crea un portofoliu eficient, studentii pot urma acesti pasi:

1. Organizarea lucririlor: Incepeti prin a organiza si clasifica lucrarile de laborator finalizate pe
module: Modul MS Word si Modul MS Excel.

2. Selectarea lucrarilor reprezentative: Alegeti cele mai bune si relevante lucrari pe care doriti
sd le includeti in portofoliu. Acestea ar trebui sd evidentieze abilitatile si cunostintele
dumneavoastra in utilizarea Word si Excel.

3. Descrierea si contextualizarea lucrarilor: Pentru fiecare lucrare inclusa in portofoliu, furnizati
o scurtd descriere a obiectivelor, sarcinilor si rezultatelor obtinute. De asemenea, puteti oferi
contextul in care lucrarea a fost realizata.

4. Prezentarea vizuala: Asigurati-va cd portofoliul este prezentat intr-un mod vizual atractiv si
usor de navigat. Puteti utiliza sabloane sau formate predefinite pentru a crea o prezentare coerenta
si profesionala. Includeti capturi de ecran, grafice sau alte elemente vizuale relevante pentru a
ilustra rezultatele lucrarilor.

5. Autoevaluare si reflectie: In final, puteti adiuga o sectiune de autoevaluare si reflectie
(concluzii despre ce a fost bine si nu bine), in portofoliu. De asemenea, aici puteti scrie despre
provocarile intampinate, lectiile invatate si modul in care ati dezvoltat abilitatile in timpul realizarii
lucrarilor.
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APPENDIX

Why is it necessary to create the Individual Study report for the course ""Office Application
Technologies'?

Creating a portfolio (Individual Study) in the subject "Office Application Technologies” is
extremely important for students. It is an organised collection of papers (Word document and all
working files), projects and achievements that demonstrate the competences and skills acquired in
the use of MS Word and MS Excel both as separate applications and interleaved.

Here are some reasons why creating a portfolio is valuable:

1. Highlights experience and knowledge: A well-structured portfolio can include
developed applications, initial research projects, or any other accomplishment that demonstrates
acquired skills and competencies.

2. Demonstrates creativity and critical thinking: A portfolio can be an excellent medium
to show how you have approached problems and how you have thought creatively to solve them.
You can include solutions that required innovative solutions different from those exhibited in the
lab work.

3. Increases your chances of getting hired: This portfolio is good to keep to present to
potential employers, as it is a deciding factor in choosing a candidate over others.

4. Develops presentation and communication skills: Supporting the individual student in
front of colleagues and teacher can help you to develop

To create an effective portfolio, students can follow these steps:

1. Organize your work: Start by organizing and categorizing completed lab work by
module: MS Word module and MS Excel module.

2. Selecting representative papers: Choose the best and most relevant papers you want to
include in your portfolio. These should highlight your skills and knowledge in using Word and
Excel.

3. Description and contextualisation of work: For each piece of work included in the
portfolio, provide a brief description of the objectives, tasks and results achieved. You can also
provide the context in which the work was carried out.

4. Visual presentation: Ensure that the portfolio is presented in a visually attractive and
easy-to-navigate way. You can use templates or predefined formats to create a coherent and
professional presentation. Include screenshots, graphics or other relevant visuals to illustrate the
results of your work.

5. Self-assessment and reflection: Finally, you can add a self-assessment and reflection
section (conclusions about what went well and what did not) to your portfolio. Here you can also
write about the challenges you encountered, the lessons you learned and how you developed your
skills while doing the work.
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INPUJIOKEHHUE

Ilouemy neob6xo0umo cozdoame omuem 00 UHOUGUOYATLHOM UCCIE008AHUU NO KYpPCY
"Texnonozuu Oghucnuvix Ipunoxncenuii”'?

Coznanue moprdonno (MHAMBUAYAIBHOTO HCCIENOBaHMs) Mo mnpeamery '"TexHonoruu
Oducubix [IpunoxkeHnid" dpe3BbIYaHO BAXKHO IS CTYJIEHTOB. DTO OpraHW30BaHHAs KOJUICKITUS
pabor (moxyment Word u Bce paboume (aiiabl), MPOCKTOB W JOCTHIKEHHH, KOTOPBIE
JICMOHCTPUPYIOT KOMIICTCHIIMU ¥ HaBBIKHU, IPUOOpETeHHbIE MpH Mcoib3oBanuu MS Word u MS
Excel kak B kauecTBe OTJCIBHBIX MPHIOKCHUH, TAK U B COYCTAHUU JIPYT C IPYTOM.

Bom neckonvro npuvuUH, nO0 KOMopbim co30aHue nopmqbozzuo AeNAemcs YeHHbIM.!

1. logyepkuBaeT ONBIT M 3HAHUS: XOPOIIO CTPYKTYPHPOBAHHOE MOPT(OIHO MOXKET
BKJIIOYATh B ce0sl pa3paboTaHHbIC MPHIOKEHHS, HaYaIbHBIC MCCIIEI0BATEIbCKHE MPOCKTHI MU
Jr00bIe IPyrue TOCTUKEHNUS, IEMOHCTPUPYIOIINE TPUOOPETEHHBIC HABBIKK U YMEHHUSL.

2. leMOHCTPUPYeET KPeaTUBHOCTh H KPUTHYECKOE MbIIIeHHe: TTOPT(HOINO MOXKET CTaTh
OTJIMYHBIM CPEJICTBOM JIEMOHCTPALMU TOrO, KAK Bbl MOAXOAMIN K PEIIECHUIO MPOoOJIeM MU Kak
TBOPYECKH MBICIWIIMA JIJIsI UX pelIieHus. Bel MOXeTe BKIIOYUTH PEHICHUs, KOTOphIe TpeOoBamu
MHHOBAIIMOHHBIX PEIIEHUH, OTJIMYHBIX OT T€X, YTO OBLIM MIPEICTABIEHBI B JAOOpaTOpPHOI padoTe.

3. [ToBbIIaeT MAHCHI OBITH MPUHATHIM Ha PadoTY: MOPTHOINO CTOUT COXPAHUTH, YTOOBI
IPEJCTaBUTh OTEHIMAIBHBIM Pa00TOIATENAM, TaK KAK OHO SIBJISIETCS pellatoIuM (pakTopom npu
BbIOOpE KaHUAaTa Cpein APYTrux.

4. Pa3BuBaeT HABBIKU NMpPe3eHTAUMHU U OOLIEHMS: MPE3CHTAIUS OTACIBLHOTO CTYyJEHTa
nepea KoJuleTaMH W TIperojaBaTeleM MOJXKET IIOMOYb BaM pPa3BUTh HAaBBIKM OOIICHHS U
BBICTYIUICHHUS.

UYmobwvl cozoams 3¢hghpexmuenoe nopmaeoauo, cmyoeHmsl Mo2ym 6bINOJIHUMb Cledyrouue
waeu:

1. Opranu3syiite cBOI0 padoTy: HAUHUTE C OPraHU3ALMU U KaTETOPU3AILMH BHIIIOJTHEHHBIX
nabopaTopHbIX paboT no MoayisiM: Moayas MS Word u Monyns MS Excel.

2. Boi0Oop penpe3eHTATUBHBIX PadoT: BeIOEpHUTE TyUlllie U HauOoJee 3HaUUMbIe pabOTHI,
KOTOpBIE BBl XOTUTE BKIIOUYUTH B MOpThonno. OHU JODKHBI MOAYEPKUBATH BAIld HABBIKU U
3HAaHUA B ucnoip3oBaunu Word u Excel.

3. Onucanue M KOHTEKCTyajau3amus padoThl: JUIsI KaXIOH pabOTHI, BKIIOYEHHOH B
nopT¢osIno, IPUBEINUTE KPATKOE ONMCAHUE LENEH, 3a1a4 U JOCTUTHYTBIX Pe3yJIbTaToB. Bbl Takxke
MOJKETE yKa3aThb KOHTEKCT, B KOTOPOM BBINIOJIHAJIACH paboTa.

4. BuzyajibHOe NpeACTaB/IeHne: YyOeIuTeCch, YTO NMOPT(HOIUO MPEACTABICHO B BU3YaJIBHO
IPUBJIEKATEILHOM U YIOOHOM JUIs HaBUraluu Bujae. Bbl MokeTe MCNoiab30BaTh 11a0JIOHBI WU
npefonpeeneHHsle  GopMarel  UIs  CO3AAaHUS  IOCIENOBATENBHOM M MpOo(eCCHOHAIBHON
npe3eHTanuy. Bximrounte CKpUHIIOTHL, IpadUKU WK JpyTHe COOTBETCTBYIOIINE M300pakeHus,
YTOOBI IPOUJUTIOCTPUPOBATH PE3YIIbTATHI Balllel paboThI.

5. Camoonenka u peduieKCHsi: HAKOHEI, Bbl MOXETE M00aBUTh B MOPTGHOIHUO pasael
CaMOOIIEHKHU U pedIeKCHH (BBIBOJBI O TOM, YTO MOJIYYHUIIOCH, @ YTO HET). 37IECh BBl TAK)KE MOKETE
HAIUcaTh O TOM, C KaKUMH TPYAHOCTSIMHU BBl CTOJIKHYJIHCH, KaKH€ YPOKHU BBl M3BJICKIH M KaK
pa3BUBAJIM CBOM HABBIKM BO BPEMs BHITIOTHEHUS paOOTHI.
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ANEXA.
MODEL DE RAPORT AL STUDIULUI INDIVIDUAL

Academia de Studit Economice din Moldova

/4 5 E M INTRODUCERE

SSECTTUNEA I: MICROSOFT EXCEL - INSTRUMENT DE PRELUCRARE A DATELOR
Capitoul I: Despre MS Excel

. « ® Capitoul II: Procesul de creare belel.
Studiu Individual B e o s

2.2, Functii MS Excel.
2.3. Paste Special....
Lucrare de Iaborator Nel: Crearea tabelelor MS Excel.....
Capitoul I1I: Fuctiile de baza pentru calcule
3.1, Functii statistice MS Excel...
3.2, Functii matematice MS :Acel
Lucrare de laborator N22: Famm.mzarea cu formule]e MS Excel
Functii statistice §i matematice,
Studentul(z) Capitolul IV: Operatoru! condifional IF,
Lucrare de laborator N2.3: Functii condifionate.
Operatorul conditional IF.
Capitolul V: Functii de data i ora

& Cuprins «

La disciplina: Tehnologiile Aplicatiilor Office

Executat:

Cu frecventa

facultatea
5.1 Functii care Jucreaza cu date in MS Excel
grupa 5.2 Funcsii care lucreaza cu timpul in MS Excele—.
> Lucrarea de laborator N2 4: Functii de date 5i 0re ...
Xxxooo: Xooox Capitolul VI; Operatii asupra datelor din foaia MS Excel.
Profesain 6.1 Sortarea datelor.

0y

6.2, Gruparea datelor.
Yyyyyyyyy Yyyyyy 6.3. Filtrarea datelor.

6.4. Protejarea datelor din foaia de calcul MS Excel

Lucrarea de laborator N2.5: Sortarea, gruparea, filtrarea st protejarea datelor

din foaia Excel.

Capitotul VII: Subtotaluri, crearea de tabele i diagrame de sinteza

7.1 Subtotaluri

7.2 Crearea tabelelor de sintezd
Chisindu, 2023 7.3. Crearea de diagrame de sintezd
Lucrarea de laborator N2, 6: Sintetizarea rezultatelor intermediare.
Tabele si diagrame de sinteza

CONCLUZH
SURSE
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- Lucrarea de laborator Neo3 —

» FUNCTII CONDITIONALE. FUNCTIA IF - <

Scopul lucrarii:

» Cunoasterea functiilor conditionale MS Excel;

» Functia conditional

alF;

Varianta-2

» Calcularea cuantumului indemnizatiilor, alocatiilor, sporurilor, precum si a
salariilor impozabile.

A B c D E F G H 1
1 EVIDENTTA SATARIULLT
Cod Con il Salarin tpozi
Ne Nume, Preniime : Salariu Bomnus conditii nocive de Prema . . | individual,
5 Functie . impozabil, Iei Ief
3 | 1 |Sirbu fon F007 2.840,00L - L - L - L 2.840,00L 198,80
o | 2 |Nicorici Vasile Fo08 2.300,00L - L - L - L 2.300,00L 161,00L
5 | 3 |Mintea Olga Fpo2 | 11.280,00L - L 300,00 L - L| 11.580,00L| 2.431,80L
4 | Postovan Daria | F005 4.680,00L - L - L| 7ooooL 5.380,00L 699,40 L
&
7 | 5 |Sulac Nina F00s 3.520,00L - L - L[| 7oop0L 4.220,00L 548,60 L
8 | 6 |Muntean Nacisa| F00§ 3.860,00L - L - L| 7oogoL 4.560,00L 592,80 L
9 | 7 |Chisea Victoria | F004 5.820,00 L - L 300,00L | 7oooOL 6.820,00 L 886,60 L
10 | 8 |Moraru Vadim F003 8.020,00L| 802,00L - L| 7ooo0L 9522,00L| 1999621
11| 9 |Botgros Andrei | F007 2.970,00L - L - L - L 2.970,00L 207,901
12 | 10 | Axentie Jonela F009 2.100,00 L - L - L - L 2.100,00 L 147,00L
13 | 11 | Miclea Vasile F005 4.220,00L - L - L[| 7oo00L 4.920,00L §39,60 L
14| 12 | Puiu Pavel F009 2.000,00 L - L - L - L 2.000,00 L 140,00 L
15 | 13 | Bulat Silvia F03 7.600,00L| 750,00L - L| 7oo00L 9.060,00L | 1.302,60L
16 | 14 | Arnaut Ion F005 4.950,00L - L - L[| 7oopoL 5.650,00 L 734,501
17 | 15 | Dediu Pavel FD03 9.12000L| 91200L - L - L| 1003200L| 210672L
18 | 16 | Turcu Irina FO06 3.000,00L - L L - L 3.000,00 L 210,00 L
19 | 17 | fonut Natalia FO04 £.900,00 L - L 300,00L | 7ooo0L 7.900,00L | 1.027,00L
20 | 18 | Durlesteanu Tuliy FMI | 12250001 - L L - L| 12250,00L| 2572,50L
21 TOTAL 97.430,00 L - L L - L[ 107.104,00L | 17.206,44 L
22
23 Bonus la salariu 0,10
24 Compensatie 300
25 FPrima 700
Nr.
actiu Descriere actiune Comanda/Functia Captura de ecran
ne
: S IF
Calculez un supliment salarial in ) :
y | marime de 10% din salariu pentru | Selectez Logical test | €3570031 z
persoanele cu cod F003 celulaE3 Value_if_true | D3*SCS23 s
| Value_if_false (0 4+
Calculez cuantumul indemnizatiet IF
pentru gm de munca ) Selectez Logical test | OR{C3="F0027:C3="FO04') +
2 periculoase in valoare de 300 lei celula F3 Value t troe |scs24 *
pentru persoanele cu codurile
Fooz, F004 Value_if_false 0 +
Calculez cuantumul sporului I
pentru munca prod_ucnva n Selectez Logical_test | AND(D3>3500:03<3000) *
3 valoare de 700 lei pentru | 4y Value_if_true |5cs25 S
persoanele care primesc un salaru R =
de la 3500 la 9000 lei o =
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Calculez salariile impozabile, care Selectez
4 constau din: salariu, bonus, celﬁla H3 =SUM(D3:G3)
compensatie si bonus
Daca salariu -
Calculez impozabil <=4000 Imli‘jm ={F{H3<=4000;H3* T5%:1F{AND{H3>8000;H3<-8500):H3* 13%;H3*21%))
cuantumul 1 7%
impozitului fet F
prei Daci 4000 : !
5 pe venit R Impozit | Selectez Logical_test  H3<=4000 +
- conform L 13% celula I3 B -
tthatoatei Impozabil <=8500 Value if_true  H3*T% +
: Daca Salariu - ) -
grile Impozabil >8500 Impozit Value_if_false  [F(AND(H3>4000;H3<=85001H3 | 2
fiscale: P Z 21%
le
A |Nnumarul de persoane care nu au primit bﬂnu5| 15
B . s P )
Numarul de persoane care au primit atdt un bonus, cit si o compensatie 0
C w Y
Numarul total de persoane angajate in posturi cu codurile FO04, FOOS5, FOO6 8
p |Suma totald a impozitului platit numai persoanelor angajate Tn posturi cu codurile
F002 si FOO3 8.440,74 L
- COUNTIF
Numdrul de persoane care nu au | Selectez s [ 0
primit bonus celula O3 d =
COUNTIFS
Numirul de persoane care au Criteria_ranget | R *
primit atdt un bonus, cit si 0 Selectez Criterial | p3v0.1 +
compensatie celula 04 Criteria_range2  F3:F20 *
Criterial 300 *
6 MNumarul total de persoane
. - . =COUNTIF(C3:C20;" F004" )+
angajate in posturi cu codurile Selectez ( *
F004, FOO5, FO06 celula O5 +COUNTIF{C3:C20;"FO05" )+
+COUNTIF(C3:C20;"F006")
Suma totald a impozitului platit =SUMIF(C3:C20;"F002";13:120)+
numai persoanelor angajate in Selectez . .
posturt cu codurile FO02 si FO03 | celula O6 +SUMIF(C3:C20;"F003";13:120)
Concluzie

Pe parcursul indeplinirii acestei lucrari de laborator am examinat detaliat functia logica IF
precum si functiile conditionale Countif, Counifs, Sumif, Sumifs. Folosind functiile conditionate

studiate, am calculat cuantumul indemnizatiilor, beneficiilor, sporurilor, precum si salariile
impozabile ale angajatilor.
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