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1. O0uIMe moJI0KeHus

KonTponsHo-onieHounsie cpenctsa (KOC) mpenHasHaueHbl Uit KOHTPOJS U OLICHKU

00pa3oBaTeNbHBIX

HNOCTHKEHUHN

oOy4JaloImMXCcs, OCBOMBIIMX MpOrpaMMy  y4eOHOMH

mucruruinabl OI1.03. MadbopMannoHHbIE TEXHOJIOTHH.

KOC BkII04YalOT KOHTPOJIbHBIE MaTepuaibl Uil MPOBENEHUS TEKYIIEro KOHTPOJS U

HpOMC)KYTO‘IHOﬁ aTTcCTalluu B @opMe 3adeTra. ITorom 3adera siBIsI€TCS OIICHKA.

KOC pa3paboTanbl Ha OCHOBaHUU MOJIOKEHUM:

OCHOBHOHM mpodeccnoHaibHON oOpazoBaTenbHOi mnporpamMmbl CIIO mo mporpamme

IIOATOTOBKH CIICHUAJIUCTOB CPCAHCTO 3BCHA I10 CIICHUAJIBHOCTHU

09.02.07 «MudopmanuoHHbIe CHCTEMbI U IPOrPAMMHPOBAHHE»

nporpaMMbl yaeOHo# aucruminabel OI1.03. MHpopManmoHHbIe TEXHOJIOTHH.

2. Pe3yabTaThl OCBOEHUSA TMCUUILIHHBI, TOAJIeKAIHe MTPOBEpKe

Pe3yabTaThl 00yueHus
(ocBOeHHbIE YMEHUS, YCBOCHHbIE
3HAHUA)

OcHoBHbBIE I0KA3aTe1U OLIEHKHU Pe3yJIbTATOB

Yumets 1: O0pabaTeiBaTh TEKCTOBYIO
Y YHCIIOBYIO HH(POPMAIIHIO

YMetb 2: IIpumensiTe
MYJIbTUMEAUHHBIE TEXHOJIOTHH
00paboTku u MIPEJICTaBICHUS
WHpOpPMAITUH

YmeTs 3: Oo6pabaTbIBaTh

9KOHOMUYECKYIO U CTATUCTHYECKYIO
nHGOPMALIUIO, HUCHONb3YSl CpPEACTBa
MakeTa MPUKJIaJHbIX IPOTpaMM

JdemoHcTpupoBaTh yMeHnue: PenaktupoBanue 10KyMeHTa. Beiienenue
0J10K0B TekcTa. Oneparuu ¢ BbIICICHHBIM TEKCTOM.

Konrekctaoe MEHIO. MacirabupoBaHue
®opmaTtupoBanne  abzaneB.  Pabora ¢
NpeaBapUTEIBHOTO IPOCMOTPa

Pabota co cnmckamMu. MapKUpOBaHHBIE W HYMEPOBAHHBIC CITUCKH.
ABromaTtnueckue cnucku. @dopmarupoBaHue cnuckoB. Paborta co
crunsimi. Cosznmanue ctuiast  Co3maHue W pefakTUPOBaHHME TaOJIULL.
CoptupoBka Tabnun. Beraucinenuss B TaOnumax. [MpeobpazoBanue
TEKCTa B TaOIHUILy

OTKpbITHE TPHUIIOKEHUSI TabIu4HOro mpoueccopa. CTpyKTypa 3KpaHa.
MeHto u naHenu MHCTpyMEHTOB. CO3/1aHHE U COXPAHEHUE
JIOKyMeHTa. 3HaKOMCTBO C 3JIeMEeHTaMH OkHa. [lepemenieHune ykasaTens
SAYEHKH (aKTMBHOM SYEWKM), BBIIEJICHUE PAa3JIMYHBIX HAla30HOB, BBOJ

paboyero
JIMHEUKOIL.

OKHa.
Pexum

U peNaKTUPOBAaHHE JIAHHBIX, YCTAHOBKA [IMPHUHBI  CTOJIOIIOB,
WCIIONb30BAaHWE  aBTO3ATOJIHEHMS, BBOA  (GOpMya  JUIS  sSU€eK
CMEXXHOI'O/HECMEKHOTO  JMana3oHa, KomupoBaHue (opmyn  Ha

CMEKHBIE/HECMEKHBIE STUCHKH

Pabora ¢ aumarpammamu. BeraBka cros0OmoB. Pabora co crmckamu.
I'paduueckrie 0OBEKTHI, Makpocbl. Co3llanue rpaduuecKux
00BEKTOB C TMOMOIIBIO BCIIOMOTaTeNbHBIX NpHiIokeHud Paspaborka
Npe3eHTAlMU: MakKeTbl O(OPMIICHUS U DPa3METKH. HobGasnenue
pUCYHKOB ¥ 3(P(EKTOB aHUMAIMM B IMPE3CHTAIMI0, ayauo- |
BUAECOPparMeHToB. AHUMaIMs 00beKTOB. Co31aHue aBTOMAaTHYECKOM
npeseHTauny  Co3fgaHue ymnpaBisiomux KHomok. CoxpaHeHHe H
MOJrOTOBKA  TpPE3EHTAllMd K  JeMOHCTpaluu Co3manne w
pellaKTHPOBAaHUE PHCYHKA B TpaQUECKOM peIaKTOpe

3nate 1: Hasnauenne u BHUIBI
MH(OPMAITMOHHBIX TEXHOJIOTHA,
TEXHOJIOTHH cOopa, HaKOIUICHWS,
00paboTkw, repeiavn u
pacnpocTpaHeHHs HH(OPMAITUH.

3nath 2: CocrtaB, CTPYKTYPY,
MPUHIIMIIBL PeaTH3allui U

JleMOHCTPHPOBATH 3HAHHSA:

[Tonste uHQOpMaMu u MHOOPMALMOHHBIX TEXHOJOTHHA. CrocoObl
BOCHpUATHS M XpaHeHus. Kitaccndukarys u 3agadu HHPOPMAITMOHHBIX
TexHonornii. OCHOBHBIE YCTpOWCTBA BBOJA/BBIBOAA HH(OpMAIHU.

CoBpeMeHHBIE  smart-yCTpPOHCTBA. OnepallioHHasT  CHCTEMa.
Haznauenme. Bumnet AntuBupycHoe IIO. Hasmadenuwe. Bumsl
KommeroTepaple cetu. JlokampHble U Ti00anmbHBIC. T EKCTOBBIN




(YHKIMOHUPOBAHUS
MH(OPMAITMOHHBIX TEXHOJIOTHI

3nath 3: ba3zoBble W TNpHUKIATHBIC
MH(OPMAITMOHHBIC TEXHOJIOTHU

3Hath 4: HNHcTpyMeHTanbHbIE
cpeacrtsa UH(POPMALITOHHBIX
TEXHOJIOTUH

nponeccop. Cozmanue U ¢QopMaTHpOBaHUE AOKyMeHTa. Pa3merka
CTpaHMLbl, MPUQTHI, CIUCKH, TAOJIUIIBI, CIIELUAIbHbIE BO3MOXKHOCTH.
Tabmuunerii  mpomeccop.  Co3manme  KHUT,  (opMaTHpOBaHHE,
cnenuanbHele Bo3MOxHOCTH. Dopmynel VB (makpocsr). [Iporpamma
moATOTOBKHU Tpe3eHTannid. Co3ganue ciaiinoB. OdopmieHHe, CCBIIKH,
anumarmst. Dopmynst VB (Mmakpockr) IloHsTHE KOMITBIOTEPHOI
rpa¢uku. Ilonstue pacTpoBoil rpaduKu, BEKTOPHOW TpadUKd H
TpéxmepHoil rpaduku. Pabora B MHOrOQYHKIIMOHATBEHOM TpaduyeckoM
penakrope

3. Kommiaextsl KOC
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Tema: PenmaxtupoBanue mokymeHTa. Beigenenue 010koB Tekcta. Omnepaiuu ¢ BhIICICHHBIM TEKCTOM.
3ananue:

o

OTtkpoiite mpunoxxkenne Word.

Otxkpoiite tokyMeHT AI'MA, co3aaHHBII B TpebIIyLIEM 3a1aHNH.

3. Bwigenure paznuuHble OJIOKH TEKCTA: CIIOBO, MPEIJIOKEHHE, CTPOKA, a03all, HECKOJIBKO CTPOK, YacTb
CTPOKH, BECh JJOKYMEHT C TTOMOIIIHIO MBIIIIH.

4. OmpoOyiiTe pa3audHbIe CIOCOOBI KOMMUPOBaHUs OJ10Ka TekcTa. CKomupyiTe 6JI0K TeKCTa, HCIOIb3Ys
METOA OBICTPOTO KOTIMPOBAHUS

5. BrIpexbte 610K Tekcta. [lepemectrTe OJIOK TEKCTa METOAOM IepeTackuBaHus. BepHute
TIepeMeIIeHHBIA TeKCT 00paTHO.

6. VYnamute moouepeaHO BCTaBICHHBIC OJIOKH TEKCTa B KOHIIE JOKYMEHTA.

N

BeInosinenue

=

Be1zos Microsoft Word onucan B 3aganuu 1.

2. Bemonnure komanny ®aiin—OTKpbITh. B 1uanorosom okue Omkpuimiie 0OKyMeHma BIOEPUTE
nanky JloKyMeHTBI IeTKHUTE BAXKIBI 10 Tarke ¢ Bamrel haMunmeit, BBIIEINTE HMS
nokymenTa AI'MA.docx v menkanuTe 1o KHOTKe OmKpbimb.

3. Brrgenure HeOONBIIONH OJ0K TEKCTA, IS 3TOTO:

e [llenKHUTE MBIIIBIO B HaYase BbIeIseMOi obiactu. [Iporamure yka3aTeab MbIIIH, YISPKUBAs KHOMKY
MBIIIN HAKATOM, 0 KOHIIA BEIAEIsIeMOi 00acTi. OTMEHUTE BBIJEICHUE MIETIKOM MEIIIH B TI000M
MeCTe

e Briienure HOBbIE OJIOKM TEKCTa ¢ MOMOIIIBIO PUEMOB, OITUCAHHBIX B Ta0. 1.

Tabauna 1

JIeMeHT BbIAeJeHUSA JlelicTBHE MBIIIIH

Jlro0oit anemeHT Wi OOK | YCTaHOBHTH yKa3aTellb MBIIIN HA Hayalio OJI0Ka, HaXKaTh JIEBYIO

TEKCTa KHOTIKY ¥ 3aKpacHTh OJIOK

CnoBo JIBOIHOI1 IIETYOK 110 CIIOBY

I'paduxy OnvHapHBIN METYOK 110 3HAYKY B JIEBOM BEPXHEM YTy TpaduKu
CTpoky Tekcta OnuHapHBIHN MIETYOK CIIEBa OT CTPOKH Ha II0JIOCE BBIICTICHUS
Heckomnbko cTpok TekcTa VY cTaHOBUTH yKa3aTellb MBIIIN Ha I10JIOCE BBIJEIICHUS ClIeBa OT

CTPOKH, HAXKATh JIEBYIO KHOMKY MBIIIN U 3aKPaCUTh CTPOKHU

Ab3arn JBaxkpl ENKHYTh JIEBOM KHOMKOM MBIIIN Ha M0JIOCE BBIJEIEHUS
niepen ab3amemM MO0 TpH pas3a B IIOOOM MeCTe BHYTpH ab3ara

Heckonbko a633.].[€B VYcTaHOBUTH YKa3aTeJib MBIIIHN Ha ITOJIOCC BBIACIICHUA CJICBA OT
a63aua, HaXaThb JICBYIO KHOIIKY MBIIINU U 3aKPACUThb 36331_151

Becs nokymeHnt Tpu paza WENKHYTH M0 TOJOCE BHIACICHUS WA IEPEBECTH
yKaszarejIb MBIIIH Ha MTOJIOCY BhlaeeHus HaxaTs Ctrl u menkuyTs
JIEBOI KHOIIKOU MBIIIBIO

4. Beigenute 1-bIit a03all TEKCTa U ONPOOYHTE pa3IMnUHbIE CIIOCOOBI KOMMMPOBaHUs OJlI0Ka TeKCTa B Oydep

obMeHa:
1. Haxwmure komOunanuto kinasum Ctrl + C;
2. Bwibepure Brnaaky I'maBuas kHonky Konuposams,

3. BbI30BHUTE KOHTEKCTHOE MEHIO BBIJICIIEHHOTO OOBEKTA U BBITIOHUTE KoMaH Iy KonupoBatn;
5. Jlns BCTaBKU TEKCTa YCTAHOBHUTE Kypcop B MO3UIIMIO BCTABKHU TEKCTa, HAIPHIMED, B KOHEIT
JIOKYMEHTA, U BOCIIOJIb3YHTECh OJTHUM U3 CIIOCOOOB:



=

N =

Haxxmute xomOunanuro knasumt Ctrl + V;
Brmonaute komanny I'naBuast — Bemagumo - [lapamempuol scmaexu — Coxpanums ucxooHoe
gopmamuposanue;
BrI30BUTE KOHTEKCTHOE MEHIO BBIJICIEHHOTO 00BEKTA U BHIMIOJHUTE KOMaHly BCcTaBUTH;
6. BrIpexbTe 610K TekcTa. Boytenute 1-bIif a03a1l TEKCTa ¥ BOCIIOJIBE3YHTECH OJTHUM U3 CIIOCOO0B
BEIpe3aHus OJI0Ka TekcTa B Oydep oomeHa. [locinenoBareIbHOCTh IEHCTBUI aHATOTHYHA
OIIMCAHHOMW BBILIE MPOLEAYPE KOMUPOBAHHUS:

Haxxmure xomounanuro kiasum SHIFT+DEL;
Beimonaure komanny I'maBuas -Boipezamo;,
BEI30BHTE KOHTEKCTHOE MEHIO ¥ BHITIOJIHUTE KOMaHIy Boipezams;,

6. Jlns BcTaBKM TEeKCTa U3 Oydepa oOMeHa HOBTOPUTE ACHCTBHS, ONMCAHHBIC B 33/IaHUU B ITYHKTE
5.
7. Cxomupyiite 6J0K TEKCTa METOJIOM «IIEPETAIIUTh U OCTaBUTHY». ISl 3TOrO:
a. Brsioenure 070K TeKcTa sl HEPEMELIEHHUS €r0 B KOHEL TOKYMEHTa;
b. Haxwmute kiaBuiny CTRL kiaBuaTypsl, a 3aTeM Ha BBIICICHHOM TEKCTE
HaXMUTC JICBYIO KHOIIKY MBIIIHN 1, HC OTIIYCKaA €€, ICPCABUHBTC YKa3aTCIIb
MBILIH, B TO MECTO, KyZ1a JOJIKEH ObITh BCTABJICH BbIACIICHHBIN OJIOK TEKCTA.
BwMmecTe ¢ ykazatenem OBHKYTCSI Kypcop BBOJIA TEKCTa U MaJICHbKUN
MPSIMOYTOJILHUK C KPECTOM, CHMBOJU3UPYIOIIUI KOMUPYEMBIH OJIOK;
C. OrmycTUTe KHOIKY MBIIIIH, KaK TOJIBKO IMyHKTUPHBIM Kypcop BBOJa TEKCTa
OKa)KeTCA B JKEIaeMOM MECTe BCTaBKHU. ECIi B MOMEHT IlepeTacKUBaHUS
HYXHO OTKa3aTbCA OT on€panuru, TO CICAYCT NOMCCTUTh YKa3aTCJIb MbIIIN
00paTHO B BBLICTICHHYIO 30HY U OTIYCTHTH KHOIIKY MBIIIIH.
9. Ilepemecture OIOK TEKCTa METOAOM MEPETACKUBAHUS, BBIIIOJIHUB €0 TAK XK€, KaK
OIMMCAHO B 3aJaHNH 8, HO, He Haknmas kiasumu CTRL.
10. YToOBI OTMEHUTH TPEABIAYINEe AEUCTBHE HAKMUTE KHONKY OmmenumsAHa TaHeH
OBICTPOrO JIOCTYTIA.
11. Yaanute moovyepenHo BCTaBIeHHbIE OJOKH TeKcTa. [1Jist 3TOro BeIAENUTE OJIOK TEKCTa U
UCTIONB3YHTE ClleAYIOIINE CIOCOOBI:

VY nanute GJI0K TEKCTa, HCTIONB3Ys Kiauiu Delete uau Backspace, mpu aToM TeKCT OyAeT yaaieH u3
JIOKyMeHTa 0e3 TToOMeIeHus ero B Oydep;

Brmmonante komany Beipe3aTh OqHUM U3 BhIIIE MPUBEACHHBIX METOIOB. biiok TekcTa Oyaer yaaneH
U nioMeleH B 0ydep ooOMeHa

8. CoxpaHuTe JTOKYMEHT C MIOMOIIBIO KHOITKA Coxpa}mTLE Ha MaHesu OBICTPOTO
noctyna. dailn coXpaHUTCs B TOU XKe HanKe.



Tema: KonTekcTHoe MeHI0. MacimiTaGupoBanue padouero okHa. @opmaTupoBanne aé3aies.

MaCH_ITa6I/Ip0BaHI/IC pa60qer0 OKHa. q)OpMaTI/IpOBaHI/IC a63aueB. Pexum OpeaABApUTCIBHOTO IIPOCMOTpaA.

3amanme.

1. Orxkpoiite nokymeHT AI'MA.docx. OnpoOyiite paznuyHbie KO3QPUINEHTH MAaCIITA0UPOBAHUSI.

2. 3apaiiTe pa3IMYHBIC TAPAMETPHI IPHAQTA U BBIACICHHOTO OJI0Ka TeKCTa JOKyMEHTA, UCTIONb3YS
WHCTPYMEHTHI BKIaaKu I maBHas: mwpudT, pa3mMep, HauepTaHue, LIBET, IOJUYEPKUBAaHUE.

3. YcraHoBuTe YIUIOTHEHHBIN/pa3peKeHHBIH HHTEPBAT MEXKY CTPOKaMH OJIOKa TEKCTa JOKYMEHTA.

4, OTKpoOHTEe PEKHUM MPEABAPUTEIHLHOTO IIPOCMOTPA.

5. YcTaHOBUTE pa3IHMYHBIMU CIIOCOOAMU a03allHBIe OTCTYIIBI B TOKYMEHTE.

6. Co3znaiiTe HOBBIN JOKYMEHT U BBeIUTE TeKCT. Mcmonb3ys nacTpymMeHT @opmar no obpasiy,
ckomupyiire popmat 1-ro ab3ana Tekcra Ha ab3ar Ckasku.

Brinosnnenue

1. Orkpoiite nokymeHt A1’ MA.docx.

2. Hcnonw3ys perynsarop MacimTadba B IpaBOM HIDKHEM YTy OKHA, YCTAHOBUTE MAcIITad M300paKeHHs -
200%. 17151 3TOro Hy>KHO NEpPEABUHYTh «OErYHOK». 3aTe€M yCTaHOBUTE MacIuTald M300pakeHus -
75%. 3aTem Ha BrJIajake Bua ycranoBute Macitad «[lo mupuHe cTpaHuIIbI».

3. Brienure 1-p1if a03a1 u Beibepute Bkiaaky I'masnas rpynma [lpugm. Ilepsoe okuo [llpughm —
(Ctrl+Shift+F), Bropoe oxomko Pasmep wpugma (Ctrl+Shift+P). Huxe
oyksel K, K, Y. (ITomyxupnsriii, Kypcus u [lomuepkHyThIi cOOTBETCTBEHHO). OTKPOHTE JHAIOrOBOE
okHo IlIpudT (nMpaBas KHOMKA MBIIIX TPH BBICICHHOM a03alie) ¥ MOCMOTPUTE BUIOM3MCHEHHS
«3auepkHyThIi», «llomcTpounslity, «Hanctpounslit», «LIBeT BeiaeneHus Tekctay, «L{BeT TekcTay u T.1.

4. VYcraHoBuTe napameTpsl GopMaTHPOBAHUSL:

wpughm - Arial Black, pasmep 14 nr, nayepmanue - TOXyKUPHOE,
yeem wipughma - CUHAMN, MOTICPKUBAHNE — TTYHKTHPHOE,
Haxxmute KHONKy OK.

JIOJKHO TIOJTyYMThCS IPUMEpPHO Tak: «3to mpudt Arial Black ¢ noguépkupanmem».

5.

Beigenute 2-o0it ab3an u Ha Bkiazake ['maBuas rpynna ///pugm BeIOEpUTE HHCTPYMEHTHI:

LlIpugpm — Times New Roman;

Pazmep - 12 it

Honyscupnotii(K), Kypcus(K) u IToouepxnymoiii(d);
A -

Llsem wpugpma =

Honp06y171Te 5‘31'}%?*%}{{, noxcrpounsii M

u BI)I6epI/ITe OBET — KpaCHLIfI.
HaJICTPOYHBII ]_HpI/I(l)TLI.

Brigenure 1-b1it a03am v Ha Bkaaake I'maBuasa — Ao03an. Haxmvure

KHONIKY Mumepsan. lloynpaxussiirecs, u3mensis 3HaueHus ot 1,0 1o 3,0. Ouenure BAUSHHUE 3TOTO
rapaMeTpa Ha BHEIIHUH BUJ TEKCTA.

Bremnonnute komanny Paiin — lleyars. OKHO NpeBapUTENBLHOIO TPOCMOTPA JOKYMEHTA OTKPOETCS
aBTOMaTu4ecku. s mpocMoTpa Kax /101 CTpaHMIIbl HCIIONIB3YNTE CTPEIIKH MO OKHOM
MpeBapUTENHHOTO TPocMoTpa. JIJist yBen4eHus MaciTada 0ToOpakeHUs JOKYMEHTa MOKHO
BOCIIOJIL30BATHCS TIOJI3YHKOM MaciTada moji OKHOM TPEJIBAPUTEILHOTO IPOCMOTPa

Caenaiite nuHelky GOpMAaTUPOBAHUS BUIUMBIMH, JJIS1 STOTO aKTUBU3UPYHTE BKIaAKy Bua 1 mocrasbre
TaJIOYKy B OKHE JIuHelika (MW B TIPAaBOM BEpXHEM YTITy KHOTIKA JIunetixa);

W3meHnTe neBoe 1 mpaBoe Mosie, cAeiaB UxX 1Mo 2 cM. [l 3Toro nogBeAnTe yKa3aTeab K TpaHHIe MOt
Ha TOpPHU30HTANIbHOM JuHelKe. Kora ykazarens H3MEHUT BU HA IBYCTOPOHHIOIO CTPEJKY, IEPETAIINTE
TpaHUILy OIS,



11.

M3meHuTe BepxHee Wik HIKHEE MOJIe CTPAHUIIBL, clienaB ux 1no 2 cM. [loaBenurte ykazatens K TpaHULIC
TI0JIS1 HA BEPTUKAIBHOM iuHetike. Korna ykazaTens M3MEHHUT BUJ] HAa JBYCTOPOHHIOIO CTPEIIKY,
MepEeTAIIUTE TPAHUILLY OIS

Haxxmute kaonky 3axkpuims

I 1-ro ab3aria ycTaHOBUTE a03aI[HbIE OTCTYIIBI C TOMOIIBIO TUHEHKH. 1)1 3TOTO BBIJICNUTE ab3ay W.
nepemectTute Mapkep Omemyna cie6a, 3alleliB €ro 3a TPEYTONbHUK, B MO3UIHUIO 1,5 cMm;
nepemectute mapkep Omemyn cnpaga B o3UNUIO 1,5 cMm;

nepemectute Omcmyn nepeoti CmpoKy B TIO3UIUIO 3 CM.

. I[J'I}l 2-T0 3633113 BBINTOJIHUTEC TOYHBIC YCTAHOBKH a633HHI>IX OTCTYIIOB C MIOMOLIBIO KOMAaH/I TJIAaBHOI'O

MeHIO0. J[y1s1 3TOTO BEIACTNTE b63ay u BEIIONHUTE KOMaHabl Ha BKIaake I'siaBHas - A63an. B mpaBom
HWKHEM YIITy KHOIIKH «A03al1y ecTh MalleHbKast CTPEJIOYKa, HAKMUTE Ha HeE, MOSIBUTCSI OKHO C
HaAmuchI0 Ab3arl, B HEM yBuanTe «OtcTyn» U «HTepBam»:

B rpynne Omcemyn Ha)XMuTe KHOIIKY CUETUHKA Clegd: U yCTAaHOBUTE 3HadeHue - 2cu. B

rpynne Omcemyn HAXMHATE KHOIIKY CUETYUKA Cnpagd: N yCTAHOBUTE 3HAUCHUE - 2cM

3anaiiTe BUI KpacHON CTPOKM HaXXMHUTE KHOMKY cueTuuka /lepgas cmpoka M BeIOEpUTE —

3HaueHue Omcmyn, yKaKUTe BEIMYUHY CMELIEHUS B noJie Ha: 1,5¢m.

Co3znaiite HOBBIM TOKYMEHT, IIEIKHYB MBIIIKON Ha KHONKY daiii - Cozgats — HoBblil JOKYMEHT WK
Ha)KMHUTE KiaaBuaTypHyro komounarmto Ctrl + N. HabGepurte BIA€ICHHBIN mexcm, BBHITIOIHUAB
HACTPOWKY HIpU(Ta U ab3a1eB, KaKk YKa3aHO B CKOOKax:

A. C. llymkun

(Arial, 18 mynkToB, [TomyxupHblii, IBOiiHOE TOTUEPKUBAHUE, BICBO)
CruxotBopeHus

1813

K Haranre

Momnax
1814

Kasszo A.M. I'opuakoBy
K BatromkoBy
(Times New Roman Cyr, Pazmep-14, OObI4HBIH, BI€BO)

Ckaskn

Cka3zka o pbibake U prlOKe

Ckaska 0 30JI0TOM TIETYIIIKE

(Times New Roman Cyr, Pazmep-14, OObI4HBIH, BI€BO)
BrinosinuTe ciieyromue 1elcTBus:

YcTaHOBUTE Kypcop BBOJIA B JIIOOYIO YacTh mepBoro ad3ama gqokymenTa (A. C. [TylikuH — MEeIKHYTh
OJIMH Pa3 T0 CIIOBY)

Haxwmure kHonKy ®opmMmart no odpa3ny Ha Bkiaake I'nasuas.
YcTaHOBHTE yKa3aTenb MBIIH ciieBa oT ab3ama “Ckasku’. Kypcop mommKkeH NpUHSTH BUJ KUCTOYKH,
MepeMeIniaiTe ero BIpaBo, He OTITyCKasl JIEBYIO KJIABUIITY MBIIIH.

Jiist popMaTHpOBaHUSI HECKOJIBKUX a03alleB HY>KHO JBaX/Ibl HAXKATh KHOTIKY [Mpumenwure
dhopmaTrpoBaHre K HECKOJIBKUM OOBEKTaM.

Jist oTkimroueHus pexxuma Qopmamuposanue no oopasyy Haxmure knasuiry ESC wim otoxmute
KHOTIKY Popmam no obpasyy.

Coxpanute 1oKyMeHT B Bameit marke o umeneM «Ckaszkuy. 3aKpodTe OKHO IOKYMEHTa



Tema: PabGora c imHelikoi. Peskum npeaBapuTeJbLHOr0 MpocMoTpa.
ba3oBbIMu HH(GOPMAIMOHHBIMU TEXHOJIOTHUSMU 00pa0OTKH TEKCTOBBIX JOKyMeHTOB Microsoft Word sBnstrorest:

1. Cozganue u peJakTHPOBAHHE TEKCTOBBIX JOKYMEHTOB!

e  BBOJ, IOWCK M 3aMeHa TeKCTa, POpMaTOB, CIICLICUMBOJIOB U T. II.;

e (QopMaTUpOBaHUE TEKCTOBOI'O JOKYMEHTA;

e  BCTaBKa PaCIIMPEHHUH TeKCTa (IPUMEYaHUsi, CHOCKH, CCHUIKH);

®  CTPYKTYpPHPOBaHHE TEKCTOBOI'O JOKYMEHTA;

e  CO3aHHUE IVIABHOTO JOKYMEHTA;

e  COCTaBJICHHUE OIVIABJICHUM, yKa3aTeJel, CIUCKOB WIIKOCTPALMM U T. I1.;

e  pemakTOpcKas MpaBKa, 00ecleunBaloias COXpaHeHHE aBTOPCKOTO TEKCTa U UCIIPABJICHUS peIaKTopa.
CrausHue mocTostHHOW MH(pOpMaIM OCHOBHOTO JOKYMEHTA U MEPEMEHHOM HHPOPMAaLIUK HCTOYHUKA
(623w MAaHHBIX):

e IIOATOTOBKAa OCHOBHOTO JJOKYMEHTA, COJEPKAIIero IOCTOSHHBIH TEKCT;

e  BBIOOpP UCTOYHHKA ITEPEMEHHON HHPOPMAIMH B BUJIE 3amMuceil 0a3bl JaHHBIX;

e  MacCOBOE TUPAXUPOBAHHE JOKYMEHTOB, COIEPKAILIMX TOCTOSIHHBIA TEKCT OCHOBHOTO JOKYMEHTA U
MEPEMEHHYI0 HH(OPMALIUIO HCTOYHHKA.

3. Coznanue MHTETPUPOBAHHBIX JOKYMEHTOB C BKIIIOUEHHEM BHEITHMX O0BEKTOB (PUCYHKOB, (parMEeHTOB
AIIEKTPOHHOM TaOIHIIBL, POPMYJI, 3BYKOBBIX BCTABOK U T.I1.)

4. CoxpaHeHHE TEKCTOBBIX JOKYMEHTOB B BEIOPaHHBIX (hopMaTax.

5. TloaroroBka k myOJUKaIMK TEKCTOBOTO TIOKYMEHTa, TpoBepka opdorpaduu, nevyars, IeKTPOHHAS
pacchiIKa u ap.

Pexxum paboTsI ¢ nokymeHTOM B miporieccope WordHacTpanBaeTcs yepe3 oniui BuoMento Pexcumbl
npoCMOmMpa OOKymMeHma.

e Omuus Yeproguk BO3BpalaeT JOKyMEHT B HOPMAaJIbHBIH BUJI, KOTOPBIH OOBIYHO UCTIONIB3YETCS TIPH €T
(hopmMupoBaHuu (TIeYaTH, peAaKTHPOBaHUHU, opMaTupoBaHnu). OHa y00HA TSI JOCTYTA K TAKUM
00J1aCTsIM CTPaHMLIBI, KOTOPBIE CKPBITHI, HAIIPUMED, B PEKUME PA3METKH CTPAHHILIBL.

e Ommus Beb-0oxymenm TIO3BOIISIET CO3AaBaTh JOKYMEHT JUIsl UCTIOIB30BaHHS €r0 BO BCEMUPHON
naytuae Marepuer — WWW.

e Omnuust Cmpyxmypa co3gaeT Wil MOIJU(PHIUPYET CTPYKTYPY AOKyMEHTa. B 3ToM pexnmMe MOXKHO
BBOJIUTH TOJIBKO 3ar0JIOBKH, BPEMEHHO TPOITyCKas TEKCT, clelyromnuii 3a HuMu. [lepemernas 3arem
3aroJIOBKH, BbI BbI3bIBaeTe MepeMeleHne TEKCTa.

e Omuus Pesicum ymeHuaTpuBOANT JOKYMEHT K BULY, YIOOHOMY IUISI €ro OBICTPOro IpOCMOTpa.

e Omnuust Pazmemka cmpanuysl IEPEKIIIOYAET BUJ TOKYMEHTA K [IOCTPAHUYHOMY (PEKOMEHIYeTCs).

J111st BU3yaJIbHOTO KOHTPOJISl pa3MeIlleH sl TEKCTa Ha CTpaHMIle yA00Ha MeTpudeckas inHerika OHa
HacTpauBaeTcs depes naHenb Buopnaxok/lunerixa. E€ eqMHNIBI N3MEPEHNs YCTaHABINBAIOTCS Yepe3
onuunKrnonka “Office "—Iapamempur Word-ononnumensno — Ixpan - noneEQunuybl usmepenust.

Bo3M0OXHBI H3MEHEHHS B COCTaBE MaHeNn ObICTporo qoctyna. OHH JOCTHTAIOTCS ¢ TOMOIIBIO oniuid Knonka
“Office” — Hapamempor Word—Hacmpotixa. B cronbiieKamezopuu BHIONPAIOT COOTBETCTBYIOMIVIA pa3/el, a B
KOMaHJax — Hy>KHYIO OILHUIO, KOTOPYIO 3aTeM C IOMOILBIO KIaBUIIN/06asumbpa3MeIialoT B IaHEeTH ObICTPOro
J0CTyna. AHaJIOTHYHO MOXKHO yOpaTh W3 ATOH MaHellu HEeHYKHbIe HKOHKH, BBIOpaB U3 CIpaBa M HAXKaB Ha
KHOMIKY Yoanume.

Jist paboTBhI ¢ TEKYIIUM TOKYMEHTOM yJOOHO HCIIOJIB30BaTh CTPOKY COCTOSIHUS (HaXOAUTCsl BHU3Y OkHA Word).
Ha3nauenue u nmparmatuka ee OCHOBHBIX OMUKH (IIEPEHACTPOUTH O MOXKHO Yepe3 KOHTEKCTHOE MEHIO
CTPOKH COCTOSIHHSA):

e Cmpanuya— noka3pIBacT HOMEpP TEKYIIEH CTPpaHUIIbI U 00IIee YKCIIO CTPAHUI] B IOKYMEHTE.
AKTUBU3UPOBAB 3TY OMLHIO, MOXKHO MEPEUTH K HYKHOM CTpaHHIIEe TEKYIIEro JOKYMEHTa.

e YHucno cnos— CTaTUCTUYECKUH MTapaMeTp, MOKA3bIBAIOIIUI KOJINYECTBO CIIOB B TEKYIIIEM JIOKyMEHTE.

o
) ¥ - oKa3pIBaeT HAJIMYKME MPAMMATHIECKHX OMIMOOK B TEKYILEM JOKYMEHTE; HIEIKHYB I10 OIIHH,
MOJKHO MEPEUTH K UX MMPOCMOTPY U, ITPH HEOOXOJUMOCTH, UCIIPABIICHUIO.
e  Pycckuti— TeKyIas pacKiaaka KJIaBUaTyphl.

. = . 3armmch Makpoca (0 MaKkpocax CM. Jalee).
[Ipu paboTte ¢ 6OIABIIUM TOKYMEHTOM YacTO HEOOXOIMMO MPOCMATPUBATH OJJHOBPEMEHHO €T0 Pa3InyHbIC
pasnensl. st 5TOro MOYKHO pa3IeuTh Ha BpeMsl TEKyIIlee OKHO Ha JBE YaCTH C TOMOIILI0 oI Buo—
nuHeHKnOxHo— onuunuPazdenums. YKa3aTelnb Kypcopa yCTaHABIMBACTCS HA HY)KHYIO TTO3HITHIO dKpaHa. TaMm xe
MOKHO OTKa3aThCs OT pa3JieNieHus1, BRIOpaB onmuto CHamb pazoeieHue(TIpy STOM OCTAETCS aKTHBHBIM TEKCT,
COOTBETCTBYIOIINI HEAKTUBHOMY OKHY)
IMoaroroBKka HOBOIoO TeKcTa (MPoOCTeiilIne YCTAHOBKH)



[Mocne xoHUTypanuy SKpaHa PEKOMEHIyeTCsl HACTPOUTHCS Ha HYXKHBIC MIPUQTHI U MapaMeTpsl ab3aria Jis
TTOATOTOBKH HOBOTO TEKCTA. DTH HACTPOUKH BBITIOIHAIOTCS Uepe3 maHelb [ tasnas, onmuulllpugpmuAosay.
OTMeTHM HEKOTOPBIE OCOOCHHOCTH PaOOTHI C 3TUMHU MEHIO:
e  YIpPaBIEHME BHIBOJIOM Ha SKPaH CKPBITOrO TEKCTa (OILMS CKpbimblii B MEHIO [LIpughm) BBINONHSETCS
KHOIIKOH muKTorpadudeckoro MerrolLl);
o ommus MHmepsanBo BriagkednmepsarveniolllpugmycraHnaBIrBaeT pacCTOSHAS MEXITy OyKBaMH, a
HE MEXJTy CTPOKaMH TEKCTa, KaK 4acTO JyMaloT MOJIb30BaTEIIH;
o onuua Cuewenue(TaMm e) onpeaessieT MONI0KEHNE TEKCTa OTHOCUTENBHO CTpokH. OHa TO3BOJISIET
MaHUIYJIHPOBATh WHACKCAMU;
e ommus Omcmyn B MeHIO A63ayyTIpaBIIsIieT IOJIOKEHNEM a03a1ia OTHOCUTENFHO MPABOTO U JIEBOTO Kpast
CTpaHUIlBL. PekOMeHIyeTCsl IOIeP>)KUBATh ATH 3HaYCHHS paBHbIMU 0
e  yIpaBJICHHE MEepPBOil CTPOKOI ab3ala BHITIONHAETCS B MEHIO A03ayB ONIIUNANEPS8As CHMPOKA: €CITH HAI0
MIOJTyYUTh KPACHYIO CTPOKY, BRIOMpAtoT 3HaueHneOmcmyn, eciiv TiepBasi CTpoKa ad3alia JI0IDKHa
BBICTYIIaTh BJIEBO — BRIOUPAIOT OMIIUI0Bbicmyn. PSioM B CTpOKe ONMPeNeisatoT pa3Mep BBICTyIIA HITH
OTCTYIIa;
e B yacTu Mumepean MEHI0AO3ayperyIupyeTcs OTCTOSTHAE OT MPEIBIAYIIET0 U MOCIeIyIOIIero TeKCTa
(ommmuullepeoullocne, COOTBETCTBEHHO);
e  MEXIYCTPOUHBINM MHTEPBAJT yCTAaHABIMBAETCS B MEHIO A03ayB MONEMEHCOYCTNPOUHBLIL UHMEPBAL.
TpaaULIOHHBIMU €r0 3HAYCHUSIMU SIBJISIIOTCA OJAUHAPHBIHN, TOTYTOPHBIN U 1BOMHOIA.
MOo>KHO OpraHW30BaTh MEPEHOCHI CIIOB B COOTBETCTBHUH C MPAaBUJIIAMH PYCCKOTO si3bIKa. J{J1s 3TOTO 00pararTces
K naHenu Pazmemxa cmpanuywl, onuuu Paccmanoeka nepernocog Meuto llapamempol
cmpanuywsl, BEIOUPAIOT A6mo.
[Ipu moATrOoTOBKE TEKCTA CiIeayeT 3a00TUTHCS O TOM, YTOOBI OH HE TIPOTIAl B PE3yNIbTaTe aBapUHHOTO OKOHYAHHS
paboThI KOMIbIOTEPA. [{JIs 3TOr0 HA/IO €ro MEePHOAMYECKU COXpaHATh. JlaHHOE EeHCTBYE BBIIOIHICTCS Yepe3
omuu Knonxa “Office”’- Ilapamempor Word — Coxpanenue - Aemomamuueckoe coxpanerue
Kagicovle.. . MuHym.MecTo aBTOCOXpaHEHHBIX (paliIoB OmpeaemnsieTcs TaM JKe Yepe3 oMU B OkHe Kamanoz
OauHbIX 0151 a8Mo8occmanogienus (3Ta HPOPMAIHSI MOKET OBITH MOJIE3HA JJIS1 PYyIHOTO BOCCTAHOBJICHHS
CIIly4aifHO MOTEPSIHHBIX (paitiioB).
[Tocne BBOIa TEKCTA pa3yMHO MPOBEPUTH €TO MPABOITMCAHKE. JTO JeNaeTCs yepe3 MaHelb Peyexsuposatue,
ormutol Ipasonucarnue. B poriecce MpoBepKU BEAETCS AUATIOT C MTOJIE30BATENIEM, KOTOPHIH JIETKO
MOJJICPIKUBATH CAMOCTOSATEIILHO.
[Tocne TOro, Kak TEKCT IMOATOTOBIICH, €M0 MOKHO COXPAaHUTh Ha JucKe uepe3 omiuu Knonka “Office ” -

Coxpanums nnmuCoxpanums kax(1epBoe IeUCTBUE TyOIUPYIOTCS KHOMKOW MUKTOrpaduueckoro MeHIo —|E|).
Onuuu npocTsl, OTMETHM JIMIIb, YTO PaCIIMpeHue, Ha3HayaeMoe fokymeHTaM WinWord’2007 — docx, a
TpaJUIIMOHHBIN KaTajor i 3anucu ¢aitior WinWord — Mou IOKyMeHTBI.
HoaroroBka k meyaTu
JU1st MOATOTOBKM TEKCTa K IeYaTH MCIOJb3YIOT aHenb Pasmemxa cmpanuysl, MeH1o Ilapamempsl cmpanuybl.
Omna ycraHaBnMBaeT pa3Mep o crpaHuiisl (onuusl/lons), pasmep Oymaru (onuusiPasmep), OpUEHTALHIO
TeKcTa Ha cTpanutle (onuusiOpuenmayus) v T.11.
Ilepexn nedaTsio 1esnecoo0pa3HO MPpeaBaAPUTEILHO POCMOTPETh, KaK OyIeT BBITJISIETh JOKYMEHT B
HaneyataHHoM BuJie. st aToro obpamatores k onuusiMm Kuonka “Office”’- Ilewamy - [Ipedeapumenshbiii
npocmomp. Tam e BBI3BIBAETCS caMa IedaTh.
Pa30uBKa Ha CTPaHMIIBI U X HyMepanus
Paz0uBKa Ha cTpaHUIIBI BHIIOIHSAETCS ABTOMaTHYECKH B COOTBETCTBUH € Pa3MepaMH CTPaHHILIbI, OJISIMH,
pa3sMepamu mipudTOB U apaMmeTpaMu ad3aieB. OIHAKO 4acTo ObIBACT HEOOXOIUMO BCTABUTh BPYUHYO
paszenuTens cTpaHull. s 3Toro ucnois3yoT naHens Bemaska, onunio Pa3pule cmparuybl, TPEABAPUTETHEHO
MOMECTHB KypCOp Ha Ty CTPOKY TEKCTa, C KOTOPOH JOJKHA HAUMHATHCS HOBast CTPAHMLIA.
Ecnu tpeGyercst "3MEHUTh OPUEHTALINIO CTPAHUIBI (HAPUMED, C KHIKHOM Ha allbOOMHYIO0), ClIeIyeT
00paTUThCs K manenu Pasmemxa cmpanuywsii B MeHI0! lapamempsl cmpanuybiBBIOpaTh ONMIUI0 Paspuigul, a
3ateM — Paspuigsl paszoenos - Credyrowas cmpanuyda.
JlJ14 BCTaBKM HOMEPOB CTPAHUL] UCTIONB3YIOTCS TaHenb Bemaska, MmeHto Kononmumynel, onuusa Homep
cmpanuysl. B IOSBUBIIEMCS MEHIO OTIPENIETISIOT MOIOKEeHE HoMepa. J{Jist Apyrux BO3MOXKHBIX (HO HE
00s13aTENbHBIX) YCTAHOBOK BBIOMPAIOT oMo Popmam Homepos cmpanuy. Clienyer OTMETUTD, YTO HOMepa
CTpPaHML] TIOMEIAIOTCS TTAKETOM B CIIEHUABHYIO 00J1aCTh, KOTOpasi HA3bIBAETCS KOJIOHTUTYJIOM. lIMeHHO B 3TOM
00J1aCTH BO3MOXKHO y/laJleHUEe HOMEPOB CTPAHUII.
3ananue

1. VYcraHOBHTH pa3Mep CTpaHHUIIBI, COOTBETCTBYIONINHA CTAHAAPTHOMY MALIMHONIMUCHOMY JIUCTY - 210X297

MM, KHIKHYIO OPUEHTAIUIO CTPAaHHUIIbI.
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Y CcTaHOBUTH MOJIS: CBEPXY U CHU3Y OTCTYITBI IO 4 CAaHTUMETpa, ClieBa - 3 CAaHTUMETpa, ciipaBa - 1
CaHTUMETD.

BriBecTn Ha 3KpaH JTUHEHKY. Y CTAHOBUTD PEXUM pabOThl Pasmemxa cmpanuybi.

BximiounTh pekuM Mmoka3a HerevaTaeMbIX CHMBOJIOB.

3aaaTh mapaMeTphl TEKCTa:

pudt Arial, pazmep 12.

Ortcrymsl cneBa u cnpasa — 0, KpacHasi CTpOKa ¢ OTCTyIoM 1,5 ¢M, BEIpaBHUBaHUE M0 JIEBOH I'paHHIIE.
HarmeuaTtaTth TeKCT, cocTosmmii u3 4 ab3aI1eB, ¢ paccka3oM O CBOEH ceMbe (IpH IIeYaTH TeKCTa He
CJIEAyeT MOJb30BaThCs KiaBuilel Enternpu nepexone oT CTPOKH K CTPOKE B OJHOM ab3alie — epeHoc
CTPOK OCYILIECTBIISIETCSI aBTOMAaTH4eCKH). B kaxkoMm u3 ab3aues - 1o 3-4 npeaioskeHus. BKiIrounTsb
pekumM aBTocoxpaneHus kaxasie 10 munyT. [IpoBeputs npaBonucanue. Pa3pemnts aBToMaTn4eckKuit
TIepeHOC CIIOB ¢ 30HOHU meperoca 0,5 cm.

YcraHoBUTE B pa3HbIX ab3anax pa3anyHbI MEXIyCTPOUHBIN HHTEPBAII, pa3Hble HHTEPBAIBI MEKIY
OykBamH (pa3pesKEHHBIM TEKCT MM YINIOTHEHHBIH).

[IpomeMoOHCTpHPOBATEH HA PA3IMYHBIX a03ariax Bo3MokHOCTH WinWord 1o pa6oTte co mpudTaMu:
pa3Mepsl, CTUIIH, LIBETA, CIIOCOOBI TOAYEPKUBAHNSA, CKPBITBINA TEKCT, Apyrue 3G GeKThl.

Paz0uTh TEKCT Ha 4 CTpaHUIIBI TaK, YTOOBI HA KaXK101 ObLT ouH ab3ail. [Tpu aTOM a5 BTOpOH
CTPaHUIIbI BKIIOYUTH albOOMHYIO OPUEHTAIIUIO.

Brinonuuts Hymepanuio ctpanul, HauuHas ¢ 10 crpanunel. Homepa ctpaHul] pa3MecTUTh BBEPXY
CTpaHMULEI [IOCEPEIUHE.

[IpocMOTpeTh pe3yNbTar B pexKUMeE MPeIBAPUTETHFHOTO IPOCMOTPA.

Jlo6aBuTH B MaHeNb OBICTPOTO AOCTYIA KHOMKH (hOpMaTHPOBaHUS CUMBOJIOB (mpudT, pazmep,
YBEJIUYUTH/YMEHBIIUTh, BEPXHUI/HIKHUNA HHICKCHI, YBEIMYUTh/YMEHBIINTE OTCTYI ab3ala, BCTaBKa
penakropa Gopmyi, BcTaBKa paMkn). OCTaIbHbIE OMIUH yIAIUTh.

Pazpgenuth okHO Ha 2 yacTu. I3MEHUTH peXUM IPOCMOTPaA JOKYMEHTA JJIs KaXKJI0M 4acTU OKHa.
3amoMHUTH TEKCT B (aiilie ¢ IMEeHEM, COOTBETCTBYIOIIEM BallleH (amMILTiu.

[Toxazate 3a7aHKe TPEIOoIaBaTENIO.



Tema: Pabota co cnmckamu. MapkupoBaHHbIE H HYMEPOBAHHbIE CHUCKH. ABTOMATHYECKHE CIIMCKH.

CnHcok — 3TO Ha0Op CTPOK TAOJIHIIBI, COJICPKAIINI CBI3aHHBIC JaHHBIC, HATIPUMED, 023y JaHHBIX CUCTOB HJIH
Habop aapecoB U TeeoHOB KiIueHTOB. CIIMCOK MOYKET MCTIOB30BaThCs Kak 0a3a JaHHBIX, B KOTOPOHW CTPOKH
BBICTYIIAIOT B KQUECTBE 3aITUCEH, a CTOJIOIBI SBJISIFOTCS MOJIIMU. [lepBast CTpoka CIIMCKa TIPH 3TOM COJCPHKHUT
Ha3BaHUs CTOJIOIOB.

Petcoznem)auuu N0 CO30QHUI0 CRUCKA HA TUCME KHU2U

YToOBI 00IETYNTD 06pa60T1<y 1 aHaJIu3 JaHHBIX B CITMCKEC, HCOGXOILI/IMO BBCCTH JaHHBIC B CIIMCOK B
COOTBETCTBUU C ITPUBCACHHBIMH HUKXE PEKOMCHIAIIUAMMU.

Pa3mep U pacnojiorcenue Cnucka

e Ha nucte He cnenyeT momemats Oosnee omHOTO criucka. Hexotopsle pyHKIMHM 00paOOTKH CIIHCKOB,
HarpuMmep, QUIBTPHI, He O3BOJIIIOT 00padaThIBaTh HECKOJIBKO CIIUCKOB OTHOBPEMEHHO.

° MC)KIIy CIIMCKOM U APYTMMU JaHHBIMU JINCTA HCO6XOI[I/IMO OCTaBUTh 10 MEHBIIIEH MEpEC OAHY MMYCTYIO
CTPOKY H OJTUH ITyCTOH CTONOEI.

e B camom crucke He TODKHO OBITh ITYCTHIX CTPOK U CTOJIOIOB. DTO YNPOIIAET HACHTH(GUKAIIMIO 1
BBIJICTICHUE CITHCKA.

3azonoexu cmonoyos

e 3aroJIOBKH CTOJIOIIOB JOJDKHBI HAXOTUTHCS B MTEPBOM CTOIOIE criricka. OHU HCTTONB3YIOTCS Microsoft
Excel nmpu cocraBiieHNH 0TYETOB, IOUCKE U OPraHU3alMHU JaHHBIX.

e Illpudt, BeIpaBHUBaHHE, POpPMAT, IA0JIOH, TPAHUIIA U POPMAT MPOMHUCHBIX U CTPOYHBIX OYKB,
MPUCBOCHHBIE 3ar0JIOBKAM CTOJIOIIOB CIIMCKA, IOJDKHBI OTJIMYATHCS OT (hopMaTa, MPUCBOSCHHOTO
CTpOKaM JIaHHBIX.

e Jlns oTneneHus 3aroloBKOB OT PACTIONOKEHHBIX HIDKE JJAHHBIX CIIEyeT HCIO0Ib30BaTh IPAaHHIIbI TYCeK,
a He IyCThIe CTPOKH WM NIPEPHIBUCTHIE JINHHUU.

Cooeporcanue cmpok u cmooyos:

e  CucoK JI0JKeH ObITh OPraHU30BaH TaK, YTOOBI BO BCEX CTPOKAX B OJMHAKOBBIX CTOJIONAX HAXOIMINUCH
OJIHOTUITHEIEC JaHHBIE.
e Ilepen maHHBEIMU B sSTUCHKE HE CIIEYET BBOJIUTH JIMIIIHKE TPOOEITBI, TAK KaK OHU BIHUSIOT HA COPTUPOBKY.

Copmuposka 0anHbIX 6 cCnucKe

CTpoKH B CITUCKE MOKHO COPTHPOBATH 10 3HAYSHUSIM STYEEK OJTHOTO MIJIH HECKOIBKHUX CTONOIOB. CTPOKH,
CTOJIOLIBI MJIH OT/IEJIbHBIC SIUCHKU B IPOIIECCE COPTHUPOBKH MEPEYIOPSAI0YMBAIOTCS B COOTBETCTBUH C 3aJaHHBIM
TOJIL30BAaTENIEM TIOPSAKOM COPTHPOBKHU. CIICKH MOKHO COPTHPOBATh B Bo3pacTaromieM (oT 1 10 9, ot A o )
niu yoeiBarorem (ot 9 10 1, ot S 10 A) nopsiake.

Jlnst copmuposku cmpok OaHHBIX 8 0OHOM cmoabye:

1. Bribepure m00y10 sUEHKY B COPTUPYEMOM CTOJIOIIE.
2. Haxwure xkHonky Io eéo3pacmanuro  vinu Ilo yovieanuio  Ha raHen HHCTPYMEHTOB B
3aBHCHMOCTH OT HaIlPaBIIEHHUS] COPTUPOBKH.

Jlna copmupoexu cmpox no 08ym unu b6onee cmoroyam:

Bribepute mo0yro siUeKy B COPTHPYEMOM CITHCKE.

2; Bribepute komanny Copmuposka ¢ menio /lannesie.

VYkaxute cToa01Bl COPTUPOBKH B NoJisix Copmupoeams no u 3amem no.
BriOepute npyrue napameTpsl COPTUPOBKH U HAXMUTE KHONIKY OK.

i NS =



(Duﬂbmpauu}l CRUCKA C UCnOJ1b306AHUEM aemodmﬂbmpa

THopsiook urempayuu cnucka:

=

Bribepute n100yto stueiiky B pUIBTPYEMOM CIIHCKE.

Bri6epure nmynkt @uasmp B MeHIO /Jannble, a 3aTeM — KOMaHAY Aémoguabmp.

3. Yto0ObI OTGMIBTPOBATE CTPOKH, COIEPIKAIINE ONPEAeTIeHHOE 3HAaUCHNE, HAKMHUTE KHOIKY CO CTPEITKON
B 3ar0JIOBKE CTOJIOLA, COMEPKALIETO UCKOMBIE TaHHBIE.

BriOepuTte 3HaUCHHE B CITHCKE.

IToBTopuTe mwaru 3 u 4, YT00BI BBECTH JAOTIOJHUTEIBHBIC OTPAHUYCHNUS JUIS 3HAYCHUH B IPYTHX
cTononax.

n

o ks

YroObl 0T(HUIBTPOBATH CIIMCOK 10 JBYM 3HAYCHUSAM B OZHOM CTOJIOIE WM IPUMEHUTH OTIMYHBIC OT PABEHCTBA
OIIEPaTOPBI CPABHEHUSI, HAKMHUTE KHOIIKY CO CTPEJIKOM, a 3aTeM BHIOEpPHTE YHKT Yciogue.

Umobwl yoanume guiomp:

e JUIS OJTHOTO CTOJIOIIA CITUCKA: HAXKMUTE Ha KHOIIKY CO CTPEJIKOM, a 3aTeM BhIOEpHUTE U3
pa3BepHyBLIErocs crnucka Bee;

e IS BCEX CTOJOIIOB CHFICKA: BEIOEpUTE ITyHKT @uiabmp B MeHIO /lannple, a 3aTeM — KOMaHIY
IToxa3ath Bce.

UYroObl yanuTh aBTOQUIBTpP U3 CIIKMCKA, BEIOepuTe MyHKT @uasmp B MeHIO /JanHble, a 3aTeM —
KOMaH1y Aemoghunsmp.

Duavmpayus cCRUCKA ¢ NOMOWBIO PACUUPEHHO20 ulbmpa

UrtoObl OTHUIBTPOBATH CIIUCOK € TOMOIIBIO PACHIMPEHHOTO (PUIIBTPA, CTOIOLBI CIIUCKA JTOJKHBI UMETh
3arojioBku. Ha nucte Takke JOIDKHO OBITH HE MEHEE TPEX IMYCTBIX CTPOK BBIIIE CIMCKA. DTH CTPOKH OyAyT
UCTIONIb30BaHbI B KAUeCTBE JMana3oHa ycyioBuit oroopa. [Topsaok ¢punsTpanuu crucka:

1. CkomupyiiTe U3 CIIMCKa 3ar0JIOBKH (QUIBTPYEMBIX CTOJIOIOB.

2. BcraBbTe CKONMPOBAaHHBIC 3aI'0JIOBKH CTOJIOIIOB B IIEPBOH IyCTOH CTPOKE JiMania3oHa yCjaoBHi 0TOOpa.

3. BBenuTe B CTPOKHM 10 3arojOBKaMH YCIOBHI TpeOyeMble KpUTepuHu oTO0pa. Y 0eaurech, 4To MEKIY
3HAYEHUSIMH YCIOBUI U CIIMCKOM HaXOIUTCS KaK MUHUMYM OJIHA ITyCTasi CTPOKA.

4. VYxaxuTe I4eiKy B CIIHCKE.

Bri6epute myukt @uasmp B MeHIO /lannble, a 3aTeM — KoMaHay Pacuupennutii ghunomp.

6. UroObl mokaszarb pe3yabTar GUIbTPALMU, CKPBIB HEHYKHBIE CTPOKH, YCTAHOBUTE
nepekirouaTens Qopadomka B nonoxeHue Punpbmposams cnucok Ha mecme. YToObl CKOITUPOBATH
OT(UIBTPOBAHHBIE CTPOKHU B JIPYTYIO 00J1aCTh JINCTA, YCTAHOBUTE
nepexmouatens Oopadomka B nonoxxenne Ckonupogams pe3yibmamost 6 Opyzoe Mecmo, NEpeunuTe B
none Homecmums pesynomam 6 Ouanazon, a 3aTeM yKaKUTE BEPXHIOIO JIEBYIO sTUEHKY 00sacTh
BCTaBKH.

7. Bsenute B nosne Juanazon Kpumepues cChUIKY Ha AUANA30H YCIOBHHA 0TOOPA, BKITIOYAIOIIUI
3aroJIOBKU CTOJIONOB. UTOOBI yOpaTh AUanoroBoe OKHO Pacuiupennsiii punvmp Ha BpeMs BbIICICHUS
JMara3oHa yCIOBHN 0TOOpa, HAXKMHUTE KHOTIKY CBEPTHIBAHHS TUAIOTOBOTO OKHA.

o

Ynpaosicnenue ona camocmoamenwvnoii padbomut

Cnucok — 310 pabouwnii muct Microsoft Excel co ctondniamu u crpokaMu, ¢ TEKCTOM U YHACIaMH,
chopMHUPOBaHHBIN TI0 ONPEICICHHBIM MpaBuiiaM. Eciu rpaBuiia co0JIt0IeHbI, TO IIporpaMma oyaeT
BOCIPUHUMATH CITUCOK KaK JIBYXMEPHYIO 6a3y 0anHbIX. PaccMOTpUM IpuMep Ha CO3/IaHUE CIIHCKA:

1. Co3narb HOBBIH (aiiy. BeImomHUTE MepeMMEHOBAHKE JIMCTA C IIOMOIIBIO0 KOMaH bl MeHIO Dopmam -
> Jlucm -> Ilepeumenosamp,ums nucta — O6vem u covim.
2. HaOpaTh CIIMCOK CIEAYIOIIEro conepkaHus (Ianka Tadiuisl HaOUpaeTcs OJIUH pa3):

Mecsig Ton [Mpomyxuums [Iponagen CObIT O0Bem Paiion




3.

4.

SIHBaph 1995 MoJioko HBanoB 2678 3400 HOsxHbIi
MapT 1996 Xneb Iletpos 2190 2890 CeBepHbIi
SIHBaPh 1996 Bakaies Cumopos 1900 2999 Bocrounbrii
(heBpaib 1995 Msico Benos 1888 3000 3amaHbIi
arpeb 1997 OpyKTHI benos 3034 4567 Boctounsiit
HOSIOPB 1998 OpyKTHI Cumopos 2400 3100 3amaaHbli
MapT 1999 Msico [eTpor 9087 10765 CeBepHbIi
(deBpaib 1998 Bakaines HBanoB 1234 2900 CeBepHbIii

anpeib 1997 X1eb HBanoB 8765 9876 HOsxHbI#
HOSIOPB 1996 Mostoko Benos 987 1200 Bocrounbrii
MapT 1997 Msico Cunopos 2367 3020 Bocrounsrii

ceHts0ps | 1996 Xned [leTpor 1098 2095 HOxHbIi
ceHtsopr | 1995 OpyKTHI [Terpos 3452 4910 CeBepHbIit
Maii 1997 Xneb Bbenos 1987 2090 Boctounsrii

BEIMONTHUTE 3ar00BKY CTONOLOB (TOJISI CIIMCKA) IPYTUM MPU(TOM M HauepTaHHEM. DTO HE0OX0TUMO
JUTSL TaJIbHEHIIIeH paboThl CO CITUCKOM.
3aKpbITh Paiil c COXpaHEHHUEM C TTOMOIIBIO KOMaH b MeHIO Dailn1 -> 3akpbims.

Ynpaoicnenue ona camocmoamenvnoii padbomuot

Paznuuarot nBa cnoco6a ¢unpTpanun (0T60pa) 3anucei CIMCKOB B KOMaHae MeHio Jaunvie -> Quavmp:
Aemogpunomp u Pacuwiupennutii punvmp.

[locne npumeHeHust KOMaHIbl A6MOoguaLmMpP B CTPOKY TaOIUIB!I C HAMMEHOBAHUSIMHU TOJIeH OyIyT IOMEICHbI
KHOIKY PAaCKPBIBAIOIINXCS CTUCKOB (KHOIKU CO CTpenkamu). KaxkIblif CTUCOK COJIEPKUT BCE 3HAYEHMUS,
BCTPEYAIOLINECS B 3TOM II0JIE.

1.

©oOoNO~wWN

OTKpBITH (aiiil, cCo3aHHBIN B MPEABLIYIIEM 3aJaHiH, C TIOMOIILI0 KOMaH bl MeHIO Daiin -

> OmKkpoimo.

Bri6pats nmuct Ob6vem u covim.

Y CcTaHOBUTH Kypcop B JIFO0YIO AYEHKy CITUCKA, BOWTH B MeHIO Janusle -> Quavmp: Aemoghunomp.
[{enxHyTh 1€BOM KIABHILIEH MBIIIKY 110 MOSBUBIIEHCA CTpenke B rosie 1 00.

U3 cincka 3naueHuii BeIOpaTh 1996.

[TomyuenHyto TabIUIly CKOMMPOBATH HA CBOOOTHOE MECTO OTKPBITOTO JIUCTA.

[{enxHyTh J1€BOM KIaBHUILEH MBIIIKH 110 MOSBUBLIENCA cTpeike B nosne Covim.

W3 cincka 3nauenmii BeIOpaTs Iepevie 10.

B otkpriBmemcs okae Hanoxcenus ycnosuii no chucKy yCTaHOBUTH TEPBBIC 5 HANOOIBITUX 3HAYCHUHA
3JIEMEHTOB CITHCKA.

. [Honmy4ennyto Tabnuily CKOMUPOBaTh HAa CBOOOIHOE MECTO OTKPBITOTO JIMCTA.

. HlenkHyTh JIEBOH KIABUIIICH MBITITKA IO TIOSBUBIICHCS CTPENKE B TIojie Qovem.

. M3 ciucka 3HadeHwmii BEIOpaTh Ycenogue.

. B oTkprIBIIEMCS OKHE BBIOpATh ycinoBue Honbute unu pasno 3000.

. [Honmy4ennyto Tabnuily CKOMUPOBaTh HAa CBOOOIHOE MECTO OTKPBITOT'O JIMCTA.

. 3aKpBITh (aii ¢ COXpaHEHHUEM C TIOMOIIBI0 KOMaH I MeHI0 Daiin -> 3akpovime.

Cospatite nokyment WORD.docx:




2. CozpaiiTe HyMepOBaHHBIN CITUCOK. MI3MEHUTE CTaHAAPTHYIO CXEMY HyMepally 3JIEMEHTOB CIHCKA.
Co3znaiiTe aBTOMaTHIECKUH HYMEPOBAHHBINA CITUCOK. Y TaIUTE HyMEPaIHIO CITHCKA.
3. Co3zpaiiTe MapKUpOBaHHBIN CIIMCOK, UCTIONB3Ys Ab3all.

Brinosinenune

1. HaGepure TexcT 6e3 HyMepanuu U MapkepoB. Beinenwure ciioBa rekcta BO3MOXHOCTU n
i —
1 —
IMPEMMYIIECTBA (ucnons3ys knapuuty Ctrl), Haxkvute kuonky Hymeparms = — Ha BKJIajKe
I'maBnas - A63an (Knonka Hymepanust yctanaBnuBaeT 1uisl BBIICICHHBIX a03alleB CTHIIbL HyMEpaluH,
KOTOPBIX 3a71aH B AUAIOTOBOM OKHe CITHCOK).

2. BwlgenuTte ocTambHBIC SJIEMEHTHI CIIMCKA M BBIMIOIIHUTE KOMaHay Ao3an—Mapkepbl &

e BheIOEpHTE HYXHBIN opMaT Mapkepa, HukMuTe KHONKY OK;

e  H3MEHUTE pa3Mep U LBET MapKepa, BoWs Ha Bkiaaky I'yiapHast — A03an - Mapkepbl HaxxaB
CTPEJIO0YKY BHH3 PSIOM C KHONKOMMapKepbl HU3MEHHUTE BEJIMYUHY U LIBET MapKepa;

e  CaMOCTOSTEJIEHO U3MEHHUTE KOH(GHUIypauuio 1 pUCyHOK MapKkepa. Kakue neficTBus Bbl BBITOTHUIN?

e  yJaJuTe CO3JaHHBbIC MapKephl. BriaenuTe 31eMeHThI CIMCKA, Y KOTOPBIX HEOOXOOUMO YIAINUTh
Mapkepbl. OToxkMuTe KHONIKY Mapkepsl Ha Bkiaake ['iapnas —Ao3an;.

e BHOBB YCTaHOBHUTE MapKephI ; HE CHUMasl BBIACTICHHSI ¢ MAPKUPOBAHHOTO CIIACKA YBEITUYbTE
OTCTYT ¢ IoMoIbt0 KoMaHal JiaBHasg — A03a0— Y BeJIHYUTH OTCTYH, AHAJIOTHYHO YMEHBIIUTE
OTCTYTI, UCTIONb3ysd KHONIKY YMEHBIIUTH OTCTYII.

3ananue 2
CozpaiiTe MHOTOYPOBHEBBIN CIIHCOK, YKa3aHHBIN HIXKE:

IIporpammHuoe o6ecieuenue IBM.

1. OnepaiioHHBIE CUCTEMEI

DOS
WINDOW XP
WINDOW XT
UNIX

roNE

2. Cucremsul OporpaMMHupOBaHUA

1. BASIC
2. PASKAL
3. C++

3. IIpukiagHele TporpaMMsl

8. TekcroBble mpoueccopbl

1. WORD PAD
2. WORD
3. WORD PERFEKT

9. DJeKTPOHHBIC TAOJIUIIBI
1. EXCEL

2. LOTUS
3. QUATROPRO



10. Cucremsl ynpaBieHus Oa3aMy JaHHBIX

7. FOXPROX
8. ACCESS
9. ORACLE
BrinoJsinenne.
l. Crioco0

JU1st MOCTPOEHMS ITOTO CIIUCKa HabepuTe NEepBYIO CTPOKY U BbLAEIHUTE ee. BrinmoaHuTe
koMman bl ['naBHasi—A63au— MHOroypoBHeBbIii CIIMCOK U BEIOCPUTE HY>KHBIN BUJ CITUCKA U
HYKHYIO HyMEpaluIo.

YcraHoBHTE Kypcop B KOHEII IIEPBOi CTPOKU U HakMuUTe KiaBuiry Enter. Jlo6aBienHas crpoka Oynet
MUMETb TOT K€ YPOBEHb BIIOXKEHHOCTH, YTO M Hpe bl ayias. JIyisi yBelIuueHuUs YPOBHS BIOKEHHOCTH
HaxMuTe KiaaBuiry Tab , s ymensmenus — Shift+Tab. [TocnenoBarensHo HaOepuTe HY)KHBIE CTPOKH,
yCTaHABIIMBAs HY)KHBIH YPOBEHb BIIOKEHHOCTH.

Croco0

HabepuTte TonbKO TEKCT, HAXKUMas B KOHIIE KaXKIOW CTpokH kiaBuury Enter.

Briaensist CTpoky, HaXOAAIINECS HIKE TIEPBOTO YPOBHS CIABUracM HMX BIIPABO HA OJHY WM JBE TO3HLIUU
TaOynsaTopa ( B 3aBUCMMOCTH YPOBHSI BIOXKEHHOCTH) C IOMOILBIO KHOIIKK Y BeJIMYMTh OTCTYN Ha
BKJIaake [1aBHasgi— A@3an WK ¢ MOMOIIbI0 KiaBuiy Tab.

3aTeM BbIIesieM BeCh CIIMCOK U BhIMONIHAEM KoMaH bl [1apHasg— A03an— MHOroypoBHeBbIH
cnucok. BeiOnpaem HyXKHYI0 Hymeparuio 1 HaxnmaeMm kHonky OK. B ciydae, ecinu ypoBeHb
BJIO’KEHHOCTH HE OYeT Hy>KHBIM, TOBTOPUTE KOMaHbI 11.2.



Tema: @opmaTupoBanue cnuckoB. PaGora co cruiasimu. Co3ganue cTuist

Crtuiib — 3TO codeTaHue napaMeTpoB (opMaTHPOBAHUS ad3ala Wi CUMBOJIA, KOTOPOMY MTPHCBOEHO
ompeneneHHoe uMsl. FiMeHa JJOCTYIHBIX CTHIIEH MOKHO BHIETH B TIOJI€ CO CIIMCKOM CTHJIEH, PACIIOIOKEHHOM B
JIEBOM YaCTH MHCTPYMEHTAIBHOM JIeHThl. CTUIIN 3aJ]al0T BHEITHUN BUJ] Pa3IMYHBIX JIEMEHTOB TEKCTA B
JIOKYMEHTE, HarpuMep a03aIieB, 3aroJIOBKOB, MPUMEUAHHM, HAAMUCEH U TOANUCEH MO PUCYHKAMU U T.I1.
Crtunu mMo3BOJSAIOT IPUMEHUTH K a03ally WiIH CJIOBY IETYI0 COBOKYITHOCTh apaMeTpoB (OPMATHPOBAHHUS 32
onHO neiictBue. llpruMeHeHne cTiiiel 3HaYUTENhHO O0JIerdaeT u yeKopsieT opmarupoBanue qokymeHnTa. C ux
MTOMOIIIBIO CO3JIAIOTCS CTPYKTYPHI U OTJIaBJICHUs . [[Jisl MPUCBOEHUS CYIIECTBYIOIICTO CTHIIS KAKOMY-THOO
3JIEMEHTY TEKCTa HEOOXOIMMO €ro BBIJISIHUTH U BEIOPATh COOTBETCTBYIOIIEE HA3BAHUS CTHIISI Ha

Bruagke I'naBuasg — Ctuim

3aganune

Co3naiiTe HOBBIN CTHIIb a03ama 11 HOPMATHPOBAHMUS MMOSCHEHUH K TEKCTY HA OCHOBAaHHUH TIPUBEICHHBIX HIDKE
napameTpoB (GopMaTHPOBAHUS:

HasBanue ctwis — [osacnenue
OcHoBaH Ha cTuiie «OCHOBHOU CIMUML C OMCINYNOMY

ITapaMeTpBl CTHIIS:

pudr: - Arial

o Hauepranue — Kypcus
e Pazmep—12
o IBer — cunuii

A03ar1; - BBIpaBHUBAHUE 10 WUpUHe

e  OTCTYIIa IEPBOI CTPOKHU — Hem

e  OTCTYNHI CIIEBA U clipaBa — no I cu

e VHTepBanbl epes u nocie ab3ana — 6 nm
e MeXCTpPOUYHBIN UHTEPBAI — OOUHAPHbIL

o ['panuna — mounkas uepHas MUHUS 6OKPY2

1. Cozpaiite HOBBIH cTviIb ab3ana «[losicnenue 1y, BBIOpaB B kKauecTBe 0Opa3ia ad3ail, IMEIOIIUN CTHITb
«Ilosicaerney». Ctunb «Ilosicaennel» nomkeH B oTimune ot et «llosicHerne» nmets mpudT Marsie
nponucHele, ad3a1pl C OTCTYIIAMHU CJIEBa U CIpaBa Mo 2 ¢cM U 0OpaMIIeHHe U3 TOHKOM JTBOMHOM JTUHUH.

2. Cxommpyiite ctuib [loschenue U3 TOKyMEHTa « DIIEKTPOHHBIN KOHCIIEKT» B OOIIHIA
mabion Normal.dot muist Toro, 4ToOBI 3TOT CTHITB OBUT TOCTYIICH NPH padoTe CO BCEMHU TOKYMEHTaMH.

3. Ckonupyiite ctuib [losicnenue u3 obmero mabiona Normal.dot B qpyroit JoKkyMeHT, Harpumep B
«/loxymenm 1.

Beinosnenue

1. Coznaiite HOBBIH okyMeHT Word. Ckomupyiite B TIOKYMEHT TeKCT U3 cripaBki Word 1o o060t Teme.
Coxpanute JOKyMEHT B (haiiiie, IPUCBOUB eMy UMS « DJIEKTPOHHBIN KOHCIICKTY.
2. Haxomsch B OKHE IOKyMEHTa, BeIoTHUTE KoMaHny ['maBuas — Cruim. Llenkaure mo
kHotmike Cozdams cmuib
3. B oxne Co3manue cTujIs mpucBolTe CTUItO ad3ama ums [oscrenue. Otrmounte uaxok Ob6Ho88Mb
aeémomamuyecku. lllenxas Ha kHonike @opmam u BeIOUpas myHKTol lpugpm, Ab3ay, I panuya,
HACTPOUTE MOCIIEIOBATENFHO MTapaMeTphl a03a1a B COOTBETCTBUHY C 3a/IaHUCM.
3aBepmmTe HACTPOUKY TTapaMeTPOB CTUIIS, MEIKHYB Ha KHONIKE Ok M IOKUHYB OKHO Co30anue cmus.
A Jydie st CO3IaHusl HOBOTO CTHIISI BELIGTUTE a03all, 0TOopMaTUPOBaHHBIN Tak, Kak Bam Hamo, 1 Ha
nanenmu CTHIIM cIeNaiiTe MeTY0K Ha KHOTIKE [|0TmoJIHNTeIbHBIEe TAPAMETPBHI, B TTOSIBUBIIICMCS OKHE
BbIOepuTe KoMaHly COXpaHUTH BbIjIeJIEHHBIH (PparMeHT KaKk HOBBIIi IKCIIpecc-CTHIIb

ok



Aab6Be | AabbB Aab6Be Aab6B. AaBGEE

T OBBIYHBIA cBykE0oR T Bes WHTe.. 3aronoeo.. 3arcnoeso..

AAb 4e568e Aub6Bs Aab6Bs AaB6Be

Haszeanwe [ogzaron.. Cnatoe 6. BeigeneHwe CuabHoe ...

AabbBe AabbBs Aab6Bt¢ AnrbcBel AABEBB

Crporui Uwtata 2  BoigeneHH.. Cnabad c... CWAbHEA C..

AnBcBe AabG6Be

Hazeanwe.. T AB3ayc..

COXpaHWTE EblGeneHHEIN DParMeHT KaKk HOBBIA IKCNPeCc-CTHAL. ., I

OYNCTUTE popmaT

aal
o
{!‘1.‘ [PHMEHHTE CTHAM..

6. B oxue Cozoanue cmunsa 3amaiite ums ctuns [oscuenue 1. [IpoBepbTe hopMaTupoBaHUe
crunem [loscnenue 1. Beinenute npeaplayuii ad3ai B TEKCTE U IPUMEHHUTE K HEMY HOBBIH CTHIIB.

CTuiib, B TOM YHMCIIE CO3[aHHBIN MOJIb30BaTEIEeM, MOKHO U3MEHUTh. UTOOBI 3TO cAeaTh, HaJA0 OTKPHITH

okHO CTHJIM, BBIOpaTh CTHJIb, CAETATH LIEIYOK Ha 3HAUYKE PACKPBIBAIOILEIOCS CIIMCKA, BBIOPATh

KoMaHay M3menums, B OTKpBIBLIEMCS] OKHE M3MeHeHMe cTHIIS CIIeAyeT 3aaTh 3HaUYCHNS TapaMeTPOB CTHIIS:
CTHJIb, CTIOCOO BBIPAaBHUBAHUS, OTCTYITBI, HHTEPBAJbI.

Brecenue ucnpaBieHuil B TEKCT

[Tpu paboTe Haz CIIOKHBIME OOJNBITMMH OTBETCTBEHHBIMH JIOKYMEHTAMH, a TAKXKE NP PadoTe HAZ OTHUM
JOKYMEHTOM HECKOJIbKUX aBTOPOB BO3HUKAET HEOOXOJMMOCTh KOHTPOJISI BHECEHHBIX B TEKCT M3MEHEHHH,
Ha3bIBaeMbIX ucnpasieHusMuU. [Iponeccop Word mo3BosisieT yCTaHOBUTh Pa3iudHbIe PEXUMBI PaOOTHI C
ncrpasiaeHusMuU. McnpasiieHus MOXKHO:

e 0TOOpaXkaTh WM HE OTOOPaXaTh
e TPHUHATH WU OTKIIOHUTH

*  COXpaHSAThH B (ailie

e  [eyaTaTh WM HET.

Word no3BossieT BEIITOIHITH CPAaBHEHUE JIBYX BEPCHIA JOKYMEHTa U OOHAPYKUTh MEXIY HUMU Pa3IHUMsL.

9T0 MOKHO CJIENIaTh C IIOMOIIBIO BKJIaJIKH1 PeIIEHCWIpOBaHHe ma"e Iy 3anmuch
ncnpaBneHnﬁ KHOIIKH chpaeﬂeuu;z.

3aganue
Co3paiiTe HeOOBIIONH TECTOBBIM JOKYMEHT M COXpaHHUTE €ro 10 BHeCeHus ucnpasienuil. Hactpoiite
rapaMeTpsl paboTHI ¢ UCTIPaBICHUAMHU. BKirounTe pexxum 3anucy UCTpaBieHnid. BHecuTe B TEKCT N3MEHEHUS B
BUZIe 100ABICHHBIX, yIAIIEHHBIX 1 3aMEHEHHBIX CJIOB, 8 TAK)KE U3MEHUTE (OopMaT OAHOTO U3 ab3aleB.
OTKJII0YNTE U BKJIIOUUTE PEXXKUM IPOCMOTpA UcnpaBieHuH. CpaBHUTE UCXOAHYIO M N3MEHEHHYIO BEPCHUIO
JOKYMEHTA.
Brinosnnenue

1. CoznaiiTe HOBBI TOKYMEHT, BBEAUTE TEKCT, HAPUMED, CICAYIOIITHIA:
Pazmeuwienue mexcma u pucynkoeé Ha cmpanuye
s nepemewenus epagpuueckux 06veKmos, 6ka04as Nojis, agmoghuaypel, KApMUHKY, GuUypHbIll MeKcm,

PUCYHKU U UMROPMUPOBAHHYIO 2PADUKY S 80 MHOUX CLYHASIX OOCMAMOYHO NPOCMO NEPEeMmauums ux myod,
Ky0a Heobxooumo. OOHAKO cywecmeyem 803MONCHOCHb NepemMeyeHusi 00beKma 6 MOYHO 3a0AHHYI0 NOZUYUIO,



a maxoice "npueasku” unu npuxpenienuss 00vexma K abayy maxum oopazom, umoosl npu nepemewyeHuU
abzaya ob6vexm nepemewancs asmomamuiecki.

Coxpannre TekcT B (aiine ¢ mmeHeM Texcm ]

2.

Beenute cnexytomiue ncnpasieHus B 1-M ab3arie Tekcra:

nocJe cioBa "aBTourypsl" 1ob6aBeTe ci1oBO "popmMynbl”;
yaamuTe cJIoBO "pHCYHKH'" mocie cioBa "(UTYpHBIA TeKCT";

yCcTaHOBUTE AJIs cNIOB "Tpaduueckue oObeKThl" TONMyKUpHbIi mpudT. CoXxpaHuTe HOBBII TEKCT B
nokyMmeHnTe Texcm?2 v 3aKpONTE STOT JOKYMEHT.

Otxkpotite TekcTl u cpaBHUTE €ro TEKCT C TEKCTOM, 3anucaHHbIM B (aiin Tekct2. st aToro Beibepute
Ha sieHTe MeHio PenensupoBanne — CpaBHuth — CpaBHeHHe ABYX BepcHii JoKymeHTa. B

okHe CpaBHeHHe Bepcumii oTkpoiite ¢aitn Tekct2.doc. Bel yBuanTe BBIICICHHBIME T€ UCTIPABICHUS,
KOTOpbIe ObuTH crienanbl B Qaiine Tekcr2.doc.

OTKaXUTECh OT CACTaHHBIX UCOPaBICHUN. JJIs1 TOro MENKHUTE MO

KHOTIKEe Omkaonums — OMKIOHUMb 8Ce UBMEHEHUS 8 OOKYMeHMme.



Tema: Coznanme n penakruposanue tadaun. Copruposka Ttadiaun. Beraucaenust B Tadaumax.

IIpeoOpa3oBanne TeKcTa B TA0JIMIY

1. Co3paiire Tabnuiry u3 5-Tv CTONOMOB U 3-X CTPOK MPHY TIOMOIIN TTAHETTH HHCTPYMEHTOB.
OTtpenaktupyiite TabaUIly B COOTBETCTBUU C pPHC. 1.

2. Hayuutech nepeMeniatbcs 1o TabIUIEe U BBIICIATH e 37eMeHThl. OCBOITE NCIOIh30BAHHUE JTMHEHKH
dhopmaTrpoBaHUs TIPH padboTe ¢ TaOIUTISH.

3. JloGaBbTe B TAOIUIYy CTPOKU M CTOJIOIIBL.

Brinosninenue

1. Bxkuaaka nentsl BeraBka— Taoaunst —BeraButh Tadaumy

2. B oxue Bcmaesxa Tabauyst 3a1aTh KOJTHMYECTBO CTOJIOIOB 5 ¥ CTPOK 3.

3. Jlns mepemeneHus 1o TabIUIle YCTAHOBUTE KypCcOp B JIEBYIO BEPXHIOIO sUEiKY TaOIMIBl. BrimonanTe
NepeMeIIeHre Kypcopa 1o siaeiikam TaOJUIIbI BIIepe ], HCIOb3ys KiaBuiiry Tab u Hazax ¢ moMOIIb0
xomOuHanuu kiasum Shift + Tab.

4. HayuuTech BBLICIATH 3JICMECHTHI TAOJUIIBI U BCIO TAOJIHILY:

o  Jlns BeIACIEHUS STUYCUKHU IICIKHUTE JICBOM KJIABUIIIEH MBIIIN Ha sTUYCHKE.

e  Jlns BeIIENEHNS HECKOIBKAX CMEKHBIX SYEEeK MPOTAIIUTE IO HUM YKa3aTelh MBIIIN PU HaXKaTOH
JICBOW KJIABHILIE.

e JIns BeIIETICHUS CTPOKU HICIKHUTE B JICBOM ITOJIE JJOKYMEHTA HAIIPOTHUB 3TOM CTPOKHU.

e  Jlns BBIENEHUS HECKOIBKAX CMEKHBIX CTPOK MPOTANIUTE YKA3aTelh MBIIIH B JIEBOM II0JI€ JOKYMEHTA
HaIPOTHUB 3THUX CTPOK.

e Jlns BIIENEHUS CTOJIOIA YCTAHOBUTE YKa3aTelb HaJl COOTBETCTBYIOIIUM CTOJIOLIOM JI0 MOSIBJICHUS
HaIpaBlIeHHON BHU3 YePHOH CTpENKH (yKa3aTellb CTOJI0Ia) U MIETKHUTE JIEBOW KIIABUIIICH MBIIIIH.

e Jlns BeIZIENEHNS HECKOIBKUX CTOJOIOB MPOTAIUTE YKA3aTeNb CTONONA HA/l STUMH CTOIOIaMHU TpH
Ha)KaTOM JIEBOW KJIABHUILE MBIIIH.

e Jlns BeImeNIeHUS BCE TAOMUITI MEIKHUTE TI0 KPECTUKY B JICBOM BEPXHEM YTITy TAOJIUIIBI I
BBITIOJIHUTE KOMaHy Padora cradnunamu — Maket —>Taodaunua — Boiienauts — Boiaeants
Tabaumy.

5. BrmonauTe penakTupoBaHUe TaOINIIBL:

o U3menuTte THM ¥ TOMIUHY JUHUI TaOIUIEI C TOMOIILIO0 KHOTIOK B yHKTE PadoTa
¢ Tabauuamu - Maket > Tabauna CsoiicTBa Tadaunbl — I'pannusl n
3aauBku Tun u llupuna.

=t
BrIpoBHSIiiTE BRICOTY CTPOK U IHIMPUHY CTOJIOIOB C MTOMOIIIBIO KHOIIOK melpoermmb WUpuny

cmonoyos v . LEBuipoenams epicomy cmpok (IpeIBaPUTENHHO BBIIEINTE BCIO TAONIHILY).
OObenuHuTEe 2 HUKHAES TYCHKH TIEPBOTO CTOJIONA, MPEIBAPUTEIHHO BBIICIHB HX C TOMOIIIBIO

KHOTIKH Ob6veounums suetiky. BEITIOTHATE Ty e ONeparfiio, UCIIONL3Ys KHOTKY JIacmuk.

Pazgenure HIOKHIO STUESHKY CpPEIHETO CTOJIONA IO BEPTUKAIIN Ha JABE C IIOMOIIBIO KHOITKH
Pazoenums sueuku.
BBenute B IeByIO HIDKHIOIO STYSHKY TaOIHUIIBI CIIOBO « TekcTy». PacmonokuTe TEKCT O BEPTHUKAIH C

IIOMOIIBIO KHOIIKH ] HanpaeﬂeHue mekcma. BeimomHuTe HOCHTPUPOBAHUC TCKCTA B KJICTKE C

||| -
MOMOIIIBIO KHOTIKH | J | Iocepeoune no yenmpy.

Lo |,




Puc. 1. Ob6pazen TabauLbl A1 peAaKTUPOBAHUS

6. Jlns pemakTUpoBaHUS TaOJUIBI BOCTIONB3YUTECh BEPTUKATBHON ¥ TOPU3OHTAIBHON JIMHEHKAMU
(hopmatupoBanus. i 3TOro BRI30BUTE HA SKPaH JTMHEWKH, BBITIOTHUB KoMaHay: Bun - JInneiika.
BrinosiHute crenyromue I1elCcTBUs:

e  AXTHUBM3HpPYHTE TaONHIly, yCTAHOBUB YKa3aTelb MBIIIN B OJTHY M3 KIIETOK Tabmuipl. Ha miuHeikax
MOSIBSITCSI MAPKEPBI, KOTOPHIC COOTBETCTBYIOT JIMHUSAM CETKH TaOJIHUIIBL.

e l3MeHuTE MIMPUHY CTOIOIOB M pa3Mephl OTCTYIIOB OT KPaeB JIMCTA, IePeTacKUBast TAOINIHbIE
MapKepbl Ha TOPU30HTAIILHON JIMHEHKE.

e lI3MeHuTe MIMPHUHY CTONOIOB, MEPETACKUBAs TaOJIMYHBIC MAapKephl MPH HakaTol kiasuiire Alt, mpu
3TOM Ha JIMHEHKe OyIyT MOKa3aHbl YHCICHHBIC 3HAUCHUS IIUPHUHBI CTOJIOIIOB.

e M3menute mmpuHy Jr000T0 CTONOIA, TepeTacKuBasi TAOMWYHBIN MapKep MPH HAXKaTOMH
knasuiie Shift. 3amensiercst mprHa cToyo1a ciieBa 0T Mapkepa, IHpHUHA TaOIHIIbl He MEHACTCS

e M3MeHuTe mupuHy Jr000T0 CTONONA, MepeTacKuBasi TAOJUYHBIN MapKep MPH HAXaTOH
kiasuie Ctrl. PaBHOMEpHO H3MEHSETCS IMPHHA BCEX CTOJIOIOB, PACIIOIIOKEHHBIX TPaBee JaHHOTO,
IIUpPYHA TaOIHIEI HE MEHSIETCH.

7. JloOGaBbTe HOBBIE CTPOKH B Pa3IMYHBIC YACTH TAOJHIIbL:

e Jlns nobaBneHus: CTPOKU B KOHEI TaOIMIIBI aKTUBU3UPYHTE MPABYI0 HIXKHIOKO SYEHKY U HAXKMHTE
kinasuiny Tab

e Jlns noGaBneHust CTPOKU B CEpeUHY TAaOIHIIbI, HAPUMED, BCIieA 3a 1-0i CTPOKOM, BBIACTUTE 2-YIO
CTPOKY, LIEJIKHYB B JIEBOM I10JI€ IPOTHUB CTPOKH, M BBI3OBUTE IIETYKOM MIPABOH KIABUIIH MBILIH
KOHTEKCTHOE MeHI0. Beinonuute komanny Bemasums - Bemasumvcempoxu.

e Jlns noGaBneHNsT HECKOJIILKUX CTPOK MPEJBAPUTEIHHO BBIICIHTE COOTBETCTBYIOIIEE KOITHUECTBO CTPOK,
nepe KOTOPbIMH HEOOXOAMMO MTPOU3BECTU BCTABKY HOBBIX CTPOK.

8. JloGaBbTe HOBBIE CTONOIBI B TabOuIly. JJo0aBiaeHue CTOI00B MPOU3BOIUTCS aHATOTMYHO JO0ABICHUIO
cTpok. JInst mobGaBiieHust HOBOTO CTOJIOIA BBIIEIUTE CTOIOEI] U JINOO BHI30OBUTE KOHTEKCTHOE MEHIO
00bEKTa M BHIMOIIHUTE KOMaHay Bcmasums - Bemasumbvemonbywvl, 1nO0 HAXXMUTE KHOTIKY [Jobasum
mabauyy Ha IaHeJIW UHCTPYMEHTOB Tabauywl u epanuysl. BeiOepuTe B MEHIO MTO3HUIIUIO HOBOTO CTOJIOINA
MO OTHOIICHHUIO K TEKYIEMY.

3aganne

Coznaiite qokymeHT "Cyer 3a MEIMKAMEHTBD» B BHJIE TAOIHIIBI pazMepoM 6 cTonOoB Ha 18 cTpok mo
MPUBEJICHHOMY Ha puc.2 00pasiyy:

Cuet Ne
32 MEJJMKaMEHTBI
ot 2/26/17cpena
ITonyuarenb
No HazBanwue nexapctBa En.n3m. Lena (py6.) Komn-Bo Cymma
/o
1. @ypanuuiauH pacTBOp (0)) 16 10 160
0,067%

2. Awmbpoxcoin 100mn . 42,5 4 170
3. Tupoxcun, 100 mr . 98,7 10 987
4, Asexon 0,1% 15 . . 200 3 600
5. Mesum 20000 Kop. 256 5 1280
6. Mexkcuaoma p-p B/B Vo 428 3 1284
7. Ho-mma 40 mr . 925 6 555




Cuert Neo
3a METUKAMCHTBI
ot 2/26/17cpena
[Tonyuatens
Ne Hazpanme nekapcTBa En.m3m. Lena (py6.) Komn-Bo Cymma
n/m
8. ApOugon 100 mr . 195 5 975
9. AmnadepoH Tab . 128 5 640
10. Munberamma p-p . 270 5 1350
HUTOI'O no ToBapaM OTIpyKEHHBIM 8 001
Cymma HJIC (20%) 1600,2
BCEI'O no cuety k oIuiaTe mojxy4areiem 9601,2
Puc. 2 O6pazen rotoBoro qokymenTa «Caer»

BbinosiHenue

OdopmuTte manky TabIUIBI X 3aTIOJTHUATE CTONOIBI: HAUMEHOBAHUE MOBAPOE, eOUHUYLL USMEPEHUSL MOBAPOS,
YeHa U KOTUYeCmseo OmnyujeHHuIX mogapos 1mo o0pasiy.

C momomipro koMaHAB! PaboTa ¢ Tabnumamu — Maker— ®@opmyna BBeauTe GOPMYIIHI IS pacdeTa CTOMMOCTH
TOBApOB B Kax10# cTpoke. J[s croumocTu neproii no3unuu cuera = d3*e3. Ecnu npu BBoe hopMyJibl ObLIa
JIOMYIIeHa OMIMOKA, TO €€ MOYKHO OTKOPPEKTUPOBaTh B okHe Dopmyna. [1ist 3TOro BeIIEIUTE COACPKUMOE
STYEHKH, a HE BCIO SYCHKY, U IIOBTOPHO BBINOJIHUTE KoMaHay Pabota ¢ Tabnunamu — Maket—®opmyia.

J171st BBIYMCIIEHUS] CyMMBI TIO 2-0 TIO3UIIMKA HOMEHKIIATYpbl ToBapa BBeaute popmyny =PRODUCT(LEFT) u B
noste @opmar uncia yrkaxure popMmat «# #H0».

JUs1st BBIYMCIIEHUS CyMM 110 OCTaJIbHBIM MO3ULIMSAM UCIOIb3YHTE IpueM KonuposaHus Gopmydsl. s 3Toro
BBIJICJIUTE STYCHKY C (POPMYIIOH 2-0¥ CTPOKH, BBI30BUTE KOHTEKCTHOE MEHIO U CKOITUPYHTE B Oydep.
[ocnenoBarensHO yCTaHABIMBANUTE KYpCOp B SYCHKH IPABOTO CTOJIONA U, BBI3BIBASI KOHTEKCTHOE MEHIO,
BBINOJIHSITE BCTaBKY. BoImonHuTe 00HOBICHNE BHIYMCIIIEMBIX NOJEH. [y 3TOr0 BEIIEINTE COOEPKUMOE STUEEK
¢ popMynamu, BHI30BUTE KOHTEKCTHOE MEHIO U BBITIOJHUTE KoMaH 1y OOHOBUTH OIS .

Beenure ¢opmyity 11 moAcdeTa UTOrOBOM CyMMBI K oruiare 1o cyety u pacuera HJIC (nanora Ha
N00aBICHHYIO CTOUMOCTB), & TAK)KE MX UTOTOBOM CyMMBI TIO (hOpMYJIam:

HWroro = SUM(f3:f12) niiu SUM(ABOVE)

HJIC = PRODUCT(0,2;SUM(f3:f12))

Bcero = SUM(b13:b14)

3Ha4YeHUs aipecoB SYEEK CBSI3aHbI C BHIITOJHEHHBIM UX 00bEAHMHEHHEM.

Ilpumeuanue: B xauecTBe pazaeuTeNs LENOH U IpoOHOI YacTel Ynciia B IPUMEpE UCTIONIB3YETCS 3aIsTasl.
Ecnu cuctema WindowsHactpoeHa Ha Apyroi CUMBOJI, HAIPUMEP, Ha TOUKY, TO MOXXHO H3MEHUTh HACTPOHKY,
BbInoaHUB kKoMaHAy, ITYCK - [lanens ynpaBiaenus - Yacwl, 31k u pecuon - H3biK u pecuoHanbHbie
cmandapmul — @opmamul - [{onornumenvHole napamempul - Yucia — Hacmpotixa popmama v B

nosie Pazoenumens yenoil u OpobHotl yacmeti 9UCIIa yKa3aTh TPEOYEMBIH pa3IeIUTENb.

[IpousBeauTe OOHOBJICHHUE PE3YJIHTATOR BHIYMCICHHUM B TAOJHUIIC MPH U3MEHEHUH UCXOIHBIX JaHHBIX. [l 3TOr0O
M3MEHUTE B TaOJIMIlE HEKOTOPBIC 3HAYCHHS B KOJIOHKE «KonmmuecTBO» 1 0OHOBUTE COOTBETCTBYIOIITUE



pe3yIbTaThl BEIYUCICHUH B KOJIOHKE «CyMMay ¢ TIOMOIIBIO KiIaBHITH F9 witn ¢ moMOIIbI0 KOMaH b
KOHTEKCTHOTO MeHI0 ObHO8UmMb noje

e IlepexirounTeCh U3 PEKUMA TIPOCMOTPA PE3YIBTATOB B PEXKUM IIPOCMOTPA KOJIOB MOJIEH U 00paTHO ¢
MOMOIIBI0 KoMOUMHaIMK KiaaBuin Shift + F9 (mms tekymeit sueiikn) uau Alt + F9 (1 Bcex stueek)

e BcraBbTe B BEpXHIOIO SUEHKY TaONUIIBI TEKYILYTO aTy. JJis 3Toro BRIMOTHUTE KoMaHay BeraBka -
Jama u epems.

e lI3MeHuTE NepBOHAYATIBHO YCTAHOBICHHYIO LIMPHHY CTOJIOIOB ¢ IIOMOIIBI0 KoMaHabl Padora ¢
Tabauuamu — Maxem- Aemonoobop - @uxcuposannas wupuna cmoabya. OTUSHTPUPYHTE MIATIKY
TaOJIHUIIBI C TOMOUIBIO KHOTIKM [0 yenmpy Ha TaHET! HHCTPYMEHTOB [ 1a6Has.

e Brigenurte nepBble 1BE CTPOKU TaOIUIIBI B KAYECTBE €€ 3ar0JIOBKA, BHIMOMHUTE KoMaHay Padora
¢ Tadunamu — Maxem-Iloemopums cmpoku 3a20106K08.

o [Iponymepyiite cTpoku Tadmusl (1-10) ¢ momorbto BeiaeneHus cTonona (yaep:xkusas knasumy Ctrl

i
BBIJICTIUTE HY)KHbIE SYEHKHN) U HAXKaTU KHOTIKU = = Hymepayusa Ha Bkiagke I'maBnas. C noMoIpto
koMaHabl PadoTa ¢ Tabnuuamu — Maxem —Cegoticmea -1 panuyst u 3aruska coznaiite odpamiieHue
TaOJINAIBI.

[IpousBennuTe COPTUPOBKY TAOIHIIBI B aJI()aBUTHOM IOPSIIKE HAMMEHOBAHHI MeTUKaMEHTOB. J{J1st

3TOTO BBIACIHTE STUCHKH TaOJIUIIbI, HAYMHAS CO CTOJIOIA, COJIepIKAIIero HANMEHOBAHHS MEJUKAMEHTOB
CTPOKH C 1-bIM JIEKapCTBOM U BBIMIOJIHHUTE KoMaHy Tabmuia—Maker— CopTupoBKka. BrimoaHuTe COPTHPOBKY
0 2-My CTOJOITY.

[IpeoOpazoBanue TekcTa B TAOIAILY

3aganue

[IpeoOpa3yiiTe B TaOMUIy BBIIEICHHBIN TEKCT, IPUBEACHHBIA HIUXKE.

OK3aMEHallMOHHAsI BEIOMOCTh

[0 JUCLUIUIUHE ¢

Nem.i. ®UO crygenta @O npenonasarens OueHka

1. ITerpos ILII. UsanoB U.U. otnnynO

2. Cunopos C.C. NBanos 1.1. xoporio

3. [TaBnos IL.I1. iBanoB 1.W. ynoBneTBOpUTENBEHO

[Toamnucek Jlata

Beimosnenne

HaGepure TekcT, UCTIONB3YS B KaYeCTBE pa3AeIuTeNs KIABUIY TaOYIISIUH JUIs pa3JielICHHs CTOJIOOB JUTs
BBIJICJIEHHOTO O110Ka. BhIeneHHbIi TeKCT HaOupaiTe, UCIIONb3ys YCTAaHOBKY TaOyJIsIIH 1O

ymorm4anuio. Berenute tekct. Brimonnute komanay BeraBka — tadauna - Ilpeoopa3zoBats B Taduny. B
okHe [Ipeobpazosams ¢ mabauyy yKaxXuTe pasmMepsl TaOIUIBI U IOCTaBbTE TOUKY B OKHE 3HaK mabyiayuu.

[Ipeobpa3yiiTe B TEKCT TaONHILy, CO3AHHYIO B MPEABLAYIIEM 3aJaHuH. J{J1s 3TOTO BBIACTUTE TaONIHUITy, BO
BkIagke Maker B rpymre /lanHble HOKMUTE KHOTIKY [Ipeobpazosams 6 mexcm.
DK3aMeHalMOHHAas BEIOMOCTh

[3X13

110 JUCIHUIITIMHC

Ne ®UO crynenra OUO npeniogaBates Ormenka




ILIL.

1. ITerpos ILIL Hpanos U.N. OTanaHO

2. Cunopos C.C. Wpanos U.N. Xoporo

3. ITaBnos ILII. NBanos U.U YAOBIIETBOPUTEIBHO

Iloanuce Jlata

Puc. 3. Tekct nokymeHTa, nmpeoOpa3oBaHHBIN B TaOIHILY
Jomamaee 3aganue Ne3.

1. Ortkpoiite daiin «®MO_WORD».

5. IlepetinuTe Ha HOBYIO CTpaHHMITY TOKyMeHTa. BBenute 3aronoBok «JlaboparopHas padota Ne3y» u
no3aronoBok «Tabmuibl. Beraucnenus. CopTupoBka.

N

BcraBpTe «Cuer 3a METUKAMEHTBI», BHIITOJIHEHHBIN B Ay TUTOPUH.
3. Ha cnenyromieii cTpaHule TOKyMeHTa co3/iaiiTe Tabauily cBoel ycreBaeMoctu (cM. TpunoxenHus
1 manHOTO METO/. YKa3aHus, 3aianue 4). Mcmonssyiite BcrpoeHHsle pyHkmmn Word.
OtdopmaTupyiite Tabnuily o odpasiy (TpaHUIIbI, 3aJUBKA, IIPUQTHI).
Coxpanure (aiin.

Jlaboparopnas pabora No2-3. Co3nanue u peakTHpOBaHUE JUarpamMM B JTOKyMeHTax word.

o~

Ymo oceausaemcs u uzyuaemcs?
Hocmpoenue ouacpamm. Tunvt duazpamm.
Peodaxmuposanue 0ob6vexmos ouazpammul.

B cocraB Word BxoauT nporpamma cosnanus nuarpamm Microsoft Graph, Bkjrodaromasi oYt BCe
BO3MOXHOCTH HauboJiee YHUBEPCATbHON MPOrpaMMBbl YITPABICHHUS JICKTPOHHBIMU TabmuiiaMu Microsoft
Excel.C momomsio Microsoft Graph MoxHO co3/1aBaTh BEICOKOKa4eCTBEHHBIE, TH)OPMATHBHBIC IUATPAMMBI U
BKJTIOYATh MX B JOKyMeHTHI Word.

Co3nanue guarpaMmsbl

JlmarpaMMBbl CTPOSITCSI HA OCHOBE JIaHHBIX, COIEPKAIINXCS B TAOIUIIE JAHHBIX, TAK)KE BHEAPSEMON B JOKYMEHT
Word.Co3nanHas tuarpaMma CBA3bIBaeTCs ¢ TaOIMLEH JaHHBIX, TO3TOMY IPH M3MEHEHUN UCXOIHBIX TaHHBIX
qrarpaMma aBTOMaTH4ecKd OOHOBIIseTCsl. MOXKHO cO31aBaTh JUarpaMMbl YEThIPHAIIATH OCHOBHBIX U
JIBaJIIATH JOTIONHUTEIBHBIX THITOB. KpoMme TOro, BHYTPH Ka)I0T0 U3 OCHOBHBIX TUTIOB MOXKHO BBIOpATh
KOHKPETHBIHN Qopmar (moATui).

Hanpumep, Tabnuiia, 0ToOpaskaroias JaHHbIe 110 00beMaM MPOJIaK OPITeXHUKH

KomMmnerorepst MoneMmsl [IpunTeps! Kcepoxcsl
1998 rox 12000 10000 11000 10000
1999 ron 14000 9000 12000 9000
2000 rox 14000 8000 13000 8000
2001 rog 12000 10000 14000 10000




Ecnu HeoOxoanmo co3aath AuarpaMMy Ha OCHOBE TaHHBIX M3 TAOJIHIIbI, TO HY)KHO YCTaHOBUTH TOUKY BCTABKH B
OJIHY U3 siYeeK TaOnuIIbl U BoIOpaTh koMauay Taoauna, Beigeaurs, Tadnuny. Beiopats komanay BeraBka,
Pucynok, luarpamma. 3atem Haxats OK.

Ecnu HeoOxoanMo co3maTh quarpaMmy Ha OCHOBE JaHHBIX, HAOPaHHBIX B JOKYMEHTE M pa3/elIeHHBIX
CUMBOJIaMH TaOYJISAIMH, TO HYXKHO BBIICIUTH BCE 3TU JaHHBIC, BKIIIOYAs Ha3BaHMsI, KOTOPBIE OYayT
HCIIOJTH30BATHCS B KAUECTBE METOK JICTEHIBI M HA3BaHUM KaTETOPHIil.

PenakTupoBanue Ta0IUIBI JAHHBIX

PaGoras ¢ Ta6n1/1ueﬁ JAaHHBIX MOKHO IIEPEMEIIAThCA, BBIACIATH quﬁKH, CTOJ'I6HI)I HJIn CTPOKH, USMCHATH
IIUPHUHY U T.AO. HpI/I U3MCHCHHHU UCXOJHBIX TaHHBIX MCHACTCA U CaMa auarpamMmma. YToOBI H3MECHHUTH
COACPIKUMOC STYCHKH Ta6J'II/IIIBI JAaHHBIX, HY?>KHO BBIACIIUTDH ﬂqeﬁKy 1 BBCCTH HOBBIC JAHHBIC. Ilocne naxkaTus
knapumu Enter unn nepexona K I[pyl"OfI sTYCHKE Ta6J'II/IIII)I BCC CYLICCTBYIOLIUC B 3TOH sUeiKe TaHHBIC
3aMCIIar0TCA BBCACHHBIMU JaHHBIMU.

UTo0b!I OTpeIaKTHPOBATh COAEP)KUMOE STUEHKH, HY’)KHO BBIJIENIUTH €€, a 3aTeM HakaTh KinaBumry F2 (mepexon B
PEKUM pelaKTUPOBAHUS) WK IBAXKIbI IIEIKHYTh 10 Hel. MI3MeHeHe COIep KUMOro sIYeiiKi HU4eM He
OTJIMYAETCS OT PeJaKTHPOBaHMsI 0OBIYHOTO TeKcTa. [lociie Toro kak HeoOXOIUMBIE UCTIPABIICHUS IPOU3BE/ICHHI,
HYXKHO HaXkaTb KjaBuuly Enter.

MOXHO TakXKe PacUIMPHUTh WIIH Cy3UTh HA0OP JaHHBIX, IO KOTOPOMY CTPOHUTCS IMarpaMma, myTeM Jo0aBIeHHs
WIN YIAJICHUs CTPOK U CTONOLOB Tabiauubl JaHHbIX. [Ipu 3TOM ArarpaMma aBTOMaTHYECKH NIEPECTPAUBACTCS C
Y4ETOM BHECEHHBIX B TAOJHILy JaHHBIX M3MEHEHHH. UTOOBI BCTABUTH B TAOJHILY CTPOKH WM CTOJIOIBI, HYKHO
BBIJICJIUTH HY>KHOE YUCIIO CTPOK MIJIM CTOJIONIOB M BBIOpaTh komaHay BeraBka, Slueiiku .Uto0Ob1 ynanuTs u3
TaOJIUILIBI CTPOKH MIIM CTOJIOLBI, HY’KHO MX BBIAEINTS ,a 3aTeM BeIOpaTh komanay IpaBka, Y 1aaurs.



Tema: OTKpBITHE NPUIOKEHUS TAOJINYHOr0 Mpoueccopa. CTpykTypa 3xkpaHa. MeHI0 M IaHeJIN

HHCTPYMEHTOB. Co3nanue u COXpaHeHHuE JOKyYMEHTA. 3HAKOMCTBO ¢ dJIEeMEHTAMH OKHA.

ean padoTsi:

1) 03HAKOMHUTBCS C BO3MOXKHOCTSIMU TaOJIMIHOTO TIPOIIECCOPA;

2) 03HAKOMHUTKCS C TIOJIB30BaTENbCKUM HHTEP(deiicoMm mporpammbl MS Excel 2010;
3) 03HAKOMHUTHCSI ¢ OCHOBHBIMH npreMamu padoTsl B MS Excel 2010.

3ananmue:
1. m3yumre m. 1 «Y4eOHBIH MaTepram»;
2. BBINOJHUTE 33aJaHHs, IPUBEJCHHBIC B I1. 2;
3. OTBeTbTE Ha KOHTPOJBHBIE BOIIPOCHI (11. 3).

1. VYueOHbIit MaTepHan
1.
2. 1.1. OcHOBHBIE IOHATHUS TAOJIMYHOT'O MPOIECCOPa

Tabau4HBIH MPoLecCOP — 3TO KOMITBIOTEPHAS IpoTrpaMMa JJIsSI XPaHSHHSI B 00pabOTKH MHGOPMAIIHH,
MpeICTaBICHHON B Tabmu4HO# popme. CTpyKTypa mporpaMMbl — ABYMEPHBIN MacCHB, COCTOSIITHI U3 CTPOK U
CTOJIOLIOB, MO3TOMY ATH MTPOrPaMMHBIC CPECTBA HA3hIBAIOT ellle 3IeKTpoHHbIMU Tabyunamu (OT). C momoirsio
3T MOXHO HE TOJBKO CO3J]aBaTh TAOJIUIBI, HO U aBTOMAaTHU3UPOBATh 00pabOTKY NaHHBIX.

OyHKIHUN TaOIMIHOTO MIPOIECCOpa BeCbMa pa3HOOOpa3HbI:

CO3JIaHHE U PeJaKTHPOBaHKE TaOJIHII;

odopmiieHue u meyats TaOIuII,

CO3/IaHHe MHOTOTaOIMYHBIX TOKYMEHTOB, 00bEIMHEHHBIX (OPMYIIaMH;

MOCTPOCHHE THarpaMM;

pabota c DT kak ¢ 6a30# TaHHBIX; BBIOOPKA AaHHBIX IO 3aIPOCaM;

CO3/IaHNE UTOTOBBIX U CBOJHBIX TaOJIHII;

pelIeHue 3a/1a4 THIIA «YTO-ECIII» ITyTeM 0A00pa ImapaMeTpoB;

PEIICHUC ONITUMHN3AIITMOHHBIX 3a/1a4;

CO3J/IaHNE TPOTrPaMM-MaKPOCOB ¢ MOMOIIBIO BCTPOSHHOTO s13bIKa IporpammupoBanus Visual Basic for
Applications (VBA).

Tabnuuneklit mpoueccop Excel sBisieTcsi cOCTaBHOMN Y4acThi0 MHTETPUPOBAHHOTO MTPOrPAMMHOI0 TTaKeTa
Microsoft Office.
[Tocne 3amycka Excel 2010 Ha skpaHe MOSBISIETCS OKHO CIIEAYIONIEH CTPYKTYPHI:

1.
2.

3aroJi0BOK NPOrpaMMBbl.

IManeab OBLICTPOro JOCTYNA C KHOMKOM HACTPONKH MMaHEIH, [0 YMOJIYaHUIO PaCIIOIOKeHHAsS B
BepxHei yacT okHa npunoxenus Excel (puc. 1). [Ipennasznauena asis ObICTpOro A0CTyNa K HanboJee
4acTo UCTONb3yeMbiM (GyHKIMAM. [1o ymMom4aHuio maHes CONepKUT Bcero Tpu KHONKU: Coxpanumo,
Ommenumo, Bepuymo (Iloemopums). Ilanens OBICTPOTroO JOCTyIIa MOKHO HACTPaUBaTh, JOOABIISSA B HEE
HOBBIC KOMaH/IbI.

™ R Rl :l

Puc. 1. ITanesn ObICTPOro gocryna
Jlenta. B Excel 2010 MeHI0 1 maHeIn HHCTPYMEHTOB BBITIOJHEHBI B BHJIE JIEHThI. KoMaH 1bI
YHOPS0YEHBI B IOTHYECKHE TPYTITbI, COOpaHHbIE Ha BKIaAKaX. BKi1aoKu OpUeHTHPOBAHBI Ha
BBINIOJIHEHME 33/1a4. I pynnsl Ha KaX10W BKJIaaKe pa30MBalOT 3a/1a4y Ha ee cocTapistomue. Knonku
KOMaHO B KQXJOHW TPYyIIE CIyXaT AJIS BHIIOJIHEHHUSI KOMaH/] WM OTOOpaXeHUsI MEHIO KOMaH 1. 3Hau0K
(xHOTIKA) TPYMITEI — MAJIEHBKUH KBAApaT B MPABOM HI)KHEM YTITy TPYIIIBI QJIEMEHTOB BO BKIJIAJIKE (pHC.
2). lllemgok 1O 3HAYKY OTKPHIBAET COOTBETCTBYIOIIEE ITOU TPYIIIE TUATIOTOBOE OKHO MJIM 00JIaCTh
3aja4 AJ1sl paclIMpeHus: QyHKIHMOHATBHBIX BO3MOXKHOCTeH. Hanpumep, 3Ha40k
rpynnsl [llpugm Bknanku I 1asnas OTKPHIBAET TUATIOTOBOE OKHO Dopmam siuetiku. A 3HAY0K
rpynmsl bygep obmena otodpakaeT odnacTh 337124 bygep oomena. He kaxmas rpynia uMeeT 3HaYOK.

[To ymMon4aHUIO B OKHE OTOOpaX)aeTcst CEMb MIOCTOSHHBIX
BKIIANOK: [ nasnas, Bemaexa, Pasmemxa cmpanuywvt, @opmyist, launuvle, Peyensuposanue, Buo. Bxknanka [ nagu
as OTKPBIBAETCS 110 YMOIYAHHUIO ITOCTIE 3aITyCKa TIPOTpaMMEL.
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Puc. 2. Knonku rpynn
[ToMHUMO TIOCTOSTHHBIX UMEETCSI LISJIbIi PsJ] KOHTEKCTHBIX BKJIAIOK, HAPUMED I paOOTHl C PUCYHKaMH,
JrarpaMMaMy | T. T1., KOTOPBIE MOSBIISIIOTCS] aBTOMATHUYECKHU TIPH TIEPEXO0/Ie B COOTBETCTBYIOIINH PEXXUM JTHOO
IIPH BBIJICTICHNN 00BEKTa WIIM YCTAaHOBKE HAa HETO Kypcopa. B HEKOTOPHIX ciTydasix MOSBISIETCS cpa3y HECKOIBKO
BKJIaJIOK, HAIIpUMEp MPH padOTe ¢ AUarpaMMaMHu MOSIBISIOTCS TPU
BKIaaku: Koncmpykmop, Maxem u @opmam. He cymecTByeT cioco00B NPUHYIUTEIBHOIO 0TOOpaskeHUs
KOHTEKCTHBIX BKJIAJIOK.
[NepememaTbest IO JIeHTE MOKHO ¢ TIOMOUIBIO KJIABHATYPBI: €CIIM HAXKATh KIaBHUILy <Alt>, Ha JIeHTe TOsABATCS
HOJICKa3KH JUIS IePexoia K COOTBETCTBYIOLIEH BKiIaake (puc. 3).

Kruwral - Microsoft Bxcel

F;l an Bcragka PazmeTka cTpaHnLbl Poprynel daHHbie PeugHIMpDOBaHWE
i (e]

3 Calibri =11 v A A =|=| ¥~ =  O6wwii -
Puc. 3. Knapuum nepemenieHusi 1o JieHTe
[lepeiins Ha BKIIAIKy, MOKHO YBHIETH MOJCKA3KH IO KJIABHIIIAM TIEPEX0/ia 10 TeKyIIeH BKiake (puc. 4).
Krwral - Microsoft Bxcel
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Puc. 4. Knapumm nepexona BrJiaaku I nasnasn
3aMEHUTD JICHTY MAHEISIMH HHCTPYMEHTOB HJIH MEHIO MPEbIIYIIMX BepcHii prioxenus Microsoft Excel
HEJB3s. Y JAUTh JICHTY TakKe Henb3sl. OHaKo, YTOOB! YBEINYHUTE pabodyro 001acTh, JICHTY MOXHO CKPBITh
(cBepHyTb). CrIOCOOBI:

1. Haxwmure kHOTIKY Céepryms nenmy - | PacToNIOKEHHYIO B IPABOH YaCTH JIMHUY HAa3BAHUI BKIJIAJIOK.
Jiist BO3BpaTa HaXKaTh Ha KHOTIKY Pa3zeepHymy 1eHmy.
2. Jlnst OBICTPOTO CKPBITHS/OTOOPAKEHHS JICHTHI JOCTATOYHO ABOWHOTO IIEITYKA 110 3aT0JIOBKY JIFOOOMH
BKJIAJTKU.
3. JleHTy MOXHO CBEpHYTh U HHAYE:
a. IICJKHUTE MPaBOW KHOIKOW MBIIIHU B JIIOOOM MECTE JICHTHI;
b. B KOHTEKCTHOM MeHIO BbIOepHTe KoMaHny CeepHymb ienmy.

4. YT0o0OBI CBEpHYTH WIIK BOCCTAHOBUTH JICHTY, MOXHO TaKXKe HakaTh KomMOnHanmio kinapumn <Ctrl+F1>.
JleHTy MOXHO HACTpauBaTh: NEPEMMEHOBBIBATH M U3MEHSITh MIOCIIEI0BATEILHOCTD PACTIONOKEHUS TOCTOSTHHBIX
BKJIJIOK, CO3/1aBaTh HOBBIE BKJIAJIKH U YIAISAThH X, CO3/IaBaTh, YAAISATh, U3MEHSAThH PACIIONIOKEHUE TPYIIT
3JIEMEHTOB Ha BKJIQJIKaX, T0OABIAThH U YAAIATh OTACIBHBIC JIEMEHTHI U JP.:

1. 1meJIKHUTE MPaBOM KHOMKOW MBIIIH B TH0OOM MECTE JICHTHI;

2. B KOHTEKCTHOM MEHIO BbIOEpHUTE KOMauay Hacmpotixa nenmot.

Taroke HacTpo¥Ka JEHTBI IPOU3BOANTCS B OkHe [lapamempwi EXcel B kateropuu Hacmpoiixa
JieHmol MeH10 Daii.
4. Braaaka (MeHw) «@ails». Briranka @atin Bcerzia pacroioeHa B JICHTE ITepBOi ciieBa. MeHIo
COJIEPXKUT KOMaH/IbI ISl paboThI ¢ daitnamu (Coxparnums, Coxparnume
xkak, Omxpovimo, 3axpvims, [locreonue, Coz0amv), s pabOTHI C TEKYIIUM JOKYMEHTOM
(Ceseoenus, Ileuams, [Jocmyn), a Taxxke mias nacrpoiiku Excel (Cnpaska, Iapamempeor).
Knomka Bwixoo 3aBepiaet paboTy ¢ MPHUIOKESHUEM.
5. MuHU-IaHeJIH HHCTPYMEHTOB. MUHU-TIaHEIN MHCTPYMEHTOB (pHUC. 5) copepkaT OCHOBHBIC HanboJee
YacTO MCIIOb3yEeMBbIE AIEMEHTHI 7151 0hOPMIICHHS TEKCTA TIOKYMEHTa, PUCYHKOB, THArpaMM H JPYTHUX
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6.

00bekToB. B otinune ot apyrux npunoxenuit Office 2010 (Word, PowerPoint u 1p.) B Excel 2010
MHHHU-TIAaHENb He 0TOOpakaeTcs aBTOMAaTHIECKH TP BbIICNICHNH (pparMeHTa nucra. J{ns ee
0TOOpaXeHUS IEIKHUTE MPaBOi KHOIKOI M0 BhIENeHHOH 001acTi. CocTaB 3J1eMEHTOB MUHHU-TIAHENEH
MIOCTOSIHHBIN U HEU3MEHHBI.
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Puc. 5. MuHu-nnaHe/lb HHCTPYMEHTOB U KOHTEKCTHOE MEHIO

Ctpoxka ¢opMyJ1, COCTOSIIAS U3 TPEX YACTEH:
o F8 au
a. ajJpeca akTMBHOM SYCHKH ;
b. xHomok Ommena, B600, KOTOPBIE MOSBISIOTCS B PE)KMME BBOJIA MU MTPABKH, U

KV fe

KHOIIKH Bemaeka gpynxyuu fy
C. COAEpPKUMOTO aKTHUBHOM STYEHKH.

st mpocMoTpa U peJaKTUPOBaHUS COAEPKUMOI0 BBIICIICHHON STUEUKH MOYKHO YBEJIUYUTh BBICOTY CTPOKHU

¢dopmyn. 1711 3TOro menKHUTE 10 KHOIIKe Paseepryms cmpokKy ¢hopmyn . Ecnn v B 9TOM cirydae
0TOOpaXkaeTcst He BCE COAEPKUMOE STUCHKM, MOXKHO BOCHOIB30BATHCS MOIOCOH NPOKPYTKH. [l TOro 4ToOb!
IPUBECTH CTPOKY (HOPMYJI B UICXOAHOE COCTOSHUE, LIEIKHUTE N0 KHONKe Ceeprymsb cmpoKy

dopmyn. YOopaTs/oToOpa3uTh CTPOKY GOPMYI MOKHO CIEAYIOLTIM

obpazom: @aiin — l[lapamempor — JJonornumenvro— Kateropust Ixpan — [lokasvieams cmpoxy gopmyi.

7.
8.
9.

10.
11.
12.

N

KoopaunaTtHasi cTpoka — COJEpKUT UMEHA CTOJIOIIOB.
KoopanuatHblii ¢T0J10€1l — COJIEP)KUT HOMEPA CTPOK.
PaGouee moJte.
l'opu3oHTaNBHASI U BEPTUKAIBHASA MOJ0CHI IPOKPYTKH.
SIpABLIYKHY JIMCTOB C KHOTIKAMH TIepexoa 1Mo padoduM JTUCTaM.
CTpoka cOCTOSTHUSI, B KOTOPOH YKa3bIBAIOTCS PEKUMBI paboThl [ 0mo6o, Beod, [Ipaska; pexxuMbl
npocMmoTpa KHUrH O0vbiuneii, Pazmemka cmpanuyvl, CmpaHuyHblil; MaclITaOHas TMHEHKA.

3. 1.2. OcHoBHbIe 00beKTHI Excel
Croaben. Tabmima Excel comepxut 16384 crondua (2'%). CTonbIis! maeHTHHIHPOBAHBI TATHHCKIMH
OykBamu. Tak kak uX TOIBKO 26, TO Tocie Z 0003HaUeHHE CTOJIOIOB UAET CABOSHHBIMU OyKBaMu AA,
AB, AC, ..., GA, GB, GC, ..., HX, HY, HZ, a nocne cronbna ZZ — ctpoeanbimu AAA, AAB, AAC,
..., AAZ, ABA , ... 3akanumnBaercsi Hymepanus Ha cronoue XFD. UToObI ObICTpo nepeiiTu K IepBOMY
WJIM MTOCJICAHEMY CTOJIOIY (CTpOKe) pabouero JIMcTa, Hy)KHO Haxarthb kiapuiry <Ctrl> u
COOTBETCTBYIOLIYIO KJIABUIIY YIPABIECHUS KYPCOPOM.
Crpoxa — nx B Tabmuie 1048576 (2%).
Slueiika — MeCTO TIepecedeHus CTPOKH U cTonbma. Kaxkmas sueiika nMeeT YHUKAIBHBIN ajpec, B
KOTOPOM YKa3bIBaCTCS UMS CTOJIONA M HOMEP CTPOKH, Ha MEePECeUEHUH KOTOPBIX OHA PACIIOIOKEHA.
[Tpumeps! ncnonb30BaHMS apecoB siueek B cTiie Al noka3ansl B Tadmuie 1.

Taobmuma 1
Crwis stueek al
S4eiika niam Auana3zoH Hcnonb3oBanue
Al0 Sueiika B cTonmo1e A u ctpoke 10
A10:E20 Huanazon siueek: cronbipl A—E, crpokn 10-20
5:5 Bce sraeiiku B cTpoke 5
5:10 Bce aueiiku B crpokax ¢ 5 mo 10




H:H Bce sauetixu B ctonone H

H:J Bce sauetiku B cTonbax ¢ H mo J

Excel monnepxuBaet aibmepuamugHyto CUCTEMY yKa3aHHs siueekK, Ha3piBaeMyto R1C1 (ot anri. ciioB Row —
crpoka u Column — kosonka). B 310 cucteme 1 CTONOLBI, ¥ CTPOKH TaOJIUIIBI IPOHYMEPOBAHbI, @ HOMEP
CTPOKH TpeAmecTByeT HoMepy crondia. Hampumep, sueiika Al HaseiBaercs R1C1 (cTpoka 1, cronber 1).
Sueiika B1 — 310 R1C2 (ctpoka 1, cronber 2). [lepeiitu k anbTepHaTUBHOMY CTHIIIO U OOpaTHO MOKHO, 3ai/1s B
MeHio @aiin — Iapamempvr — @opmyavt — xateropust Paboma c popmyramu — cmuiw ceviiox R1CL.
Sueiika, TIe HAXOAUTCS KypCop, HAa3bIBACTCSI MeKyuiell, i B JaHHBI MOMEHT BPEMEHH C HEHl BBIMOIHSIOTCS
ONpe/IeJICHHbIC ICUCTBUA.

4. Baok siueek — 3TO MPSMOYTOJIBHUK, B KOTOPOM YKa3bIBAIOTCS a/Ipeca SUeeK JIEBOTO BEPXHETO U
HWKHETO MPaBOTO YIJIOB, pa3AeieHHbIX BoeTourneM, Hanpumep Al:C5. Eciu B BRIIOJIHAEMOM
JeWCTBUM yKa3aH OJIOK SYeeK, TO 3a1eHiCTBOBAHbI BCE €T0 SUCHKH.

5. Padoumii quCT — 3TO cO3MaHHAas TabIUIA [Tl pEIIeHus 3a/1a9H, TUarpaMma, Makpoc, pUCYHOK.
CranmaptHoe ums nucta — Jlucrl, Jluct2, .... C pabounmMu THCTaMHi MOKHO BBITIONHSATH CJIeAyIOLIHE
JACHCTBHA:

e TIEpPEHMEHOBAHHE;

e  yIaJeHue;

e BCTaBKa;

e  IepeMelIcHHE;

e KONHUpPOBAHHE.

OTH JeCTBUS BBIONHSIOTCS C TIOMOIIBI0 KOHTEKCTHOTO MEHIO ITPH YCTAHOBJIIEHHOM yKa3aTeJie MBI Ha
SIPJIBIYKE JTUCTOB MJIH B TpynIe Huetixu BKIagku I nagnas (puc. 6).

g*= BrraeuTe ~
¥ YaanuTte -

':j Popmat
Auelikn
Puc. 6. I'pynna Aueitku Bknanku I naenasn
Mento @atin — [lapamempor — [lononnumensino — xateropus Iloxkazamv napamempul 015 credyouel
KHueu —> Tlokazvieams ApavlyKy 1UCMOS TI03BOJISIET YOPaTh/0TOOPA3UTh SPIIBIYKH JIHCTOB.

6. Pabouast kKHUTra — 3TO (aiiin, KOTOPHIA XPAHUTCS HA JUCKE U COACPKUT OJUH WM HECKOJIBKO JIMCTOB.
[To ymomuanuto pabouas kuura umeet umst Kuueal, Knuza 2, .... CoxpaHutb (aiis1 MO>XHO C TIOMOIIBIO
nyHKTa MeHio Paiin — Coxpanums. Komanga Coxpanums kax BHIOMPAETCsl, €CIIU HY>KHO COXPaHHUTh
y’Ke 3alMcaHHbli Ha Juck (ain nox HoBeiM nmeHeM. Daiinam Excel 2010 o ymonuanuto
npucBanBaercs paciupenue XISX.

7. Jmarpamma — 370 rpaduueckoe 0TOOpakeHHe JaHHBIX TaOauIbl. MOXXET XpaHUTHCS Ha OTACIBHOM
JIICTE, a MOXKET COPOBOXKIATHCS TEKCTOM HIIN TaOIULIEH.

8. PuCyHOK — cO3/1aeTCsl ¢ IOMOIIBIO IpyInbl Muriocmpayuu BKIaaku Bemaeska B camoit cpene Excel wim
MOJKET OBITh BCTaBJIEH U3 APYIOro rpaduueckoro peaakTopa.

9. Moayau Visual Basic — nporpamMMsl, Ha3pIBaeMbIe MAaKPOCAMH U CO3JIaHHBIC HA S3bIKE
nporpammupoanus Visual Basic.

3. Tunsl JaHHBIX
Kak npaBuio, B 3T ncnonb3yroTes cleayomuye TUIbI JaHHbBIX:

1. Texer — mo0as TOCIENOBATEIHLHOCTH CHMBOJIOB, HICTIONIb3yeMasi B OCHOBHOM JIJIS 3arOJIOBKOB TaOJIHII,
CTpPOK, CTOJIOIIOB I KOMMEHTAPHEB.

2. Ymucno. B sueiike Excel Mo>kHO 0TOOpa3uTh TpH THIIA YUCIIOBBIX JaHHBIX (KOHCTAHT):

yenvie yucaa — 3TO nocienoBaresibHocTh nudp ot 0 10 9 co 3Hakom uim 6e3 Hero: +25; —100.
BeUYECMBEHHbLE YUCTA C PUKCUPOBAHHOU 3ANAMOL — 3TO JIECATHYHBIE TPOOH, B KOTOPHIX IIeNast 4acTh
OTJIeNsIeTCs OT APOOHOI 3amsToit: 28,25; —3,765.

C. gewecmeenuble Yucia ¢ naasaoujeli 3anamoii — 3To Yucia, 3aliCcaHHbIe B clieaytomei gopme:
1,5E+03 5 10 gryrpr 2E-0812107°), Takyro 3amnch €llle Ha3bIBAIOTIKCHOHEHUUANbHOIU (hopMoil 3anucu
yucaa (HaydHslid popmar).

[To ymMmomyaHuIo MpaBUIBLHO BBEACHHOE YHCIIO BEIPABHUBAETCS 110 MPaBOMY Kpato siueiiku. HempaBuisHO
BBEJICHHOE YHCJIO CYMTACTCS TEKCTOM U BBIPABHUBAETCS 110 JIEBOMY Kparo. Eciu 4ncino He moMecTunocs mno
MTUPHUHE STYCHKH, TO BCS SUCHKA 3aIMOTHICTCS CUMBOJIOM #(puc. 7).

o e
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Puc. 7. Bua uncen Ha paGoueM JiucTe
3. ®opmyJia — 5TO BEIpaXCHUE, COCTOAIIEE U3 YUCET, aAPECOB siueeK, QYHKIMN U 3HAKOB ONepaluil u
HaduHaroIeecs co 3Haka =. Hanpumep:
=(C6+30)*Al-12
=A1*20%+12*A1*D12.
[Nopsimox BeIMOTHEHUS apu(PMETHYECKUX NEHCTBUI B (hOpMyIie TaKoH ke, KaKk MPUHATHIA B MaTeMaTHKe.

4. @yHKUHUS — 3TO 3apOrpaMMUpPOBaHHbIE ()OPMYIIbI, O3BOJISIONINE IPOU3BOANUTE YacTO
BCTpPEYAIOLIHECs TOCIIEIOBATEIBHOCTH BEIYMCIICHHH (CTaHIapTHBIE (QYHKIIMK pa3HOTO Ha3HAYCHHUS).

5. lata — 5To naTa, MpeCTaBICHHAS B PA3InYHBIX opMaTax, ¢ KOTOPOH MOKHO MTPOU3BOJHUTH

apudmerndeckue u orndeckue onepanuu. Hampumep, 21.10.2011; 21 oxTs6ps 2011 r. u ap.
3. Konmposanwue sraeex

KonupoBanmne M0OXHO OCYIIIECTBUTH CIIEAYIOIIMMHU CIIOCOOaMHU:

1. Bxuaaka [ nagénas — rpynna byghep obmena — xomanna Konuposams,

2. C MOMOIIBI0 KOMaHIbl Konuposams KOHTEKCTHOTO MEHIO;

3. ¢ nomoIiso KoMouHauu kinasum <Ctrl+C>;

4. C OMOILBIO TEXHUKH «IIEPETALUTh-U-0CTaBUTh» NIPpH HaXkaTol kiaBuine <Ctrl>. B atom ciryuyae psimom
C yKa3zaTeJieM MBIIIY MOABIsSETCs 3HaK + (MPU3HAK KOMUPOBAHNUA);

5. C UCIONB30BaHMEM MapKepa B IIPaBOM HIDKHEM YTy KOoIupyeMoi siueiiku. [Ipu orcyTcTBHM 3TOTO
MapKepa Heo0X0IUMO BOCTIONIBb30BaThesl KoMaHuaoi @aiin — [lapamempuvr — Jlonornumensho —
kareropus Ilapamempuol npasku —> Paszpewums mapkepvl 3anonHeHus U nepemacku8anus sueex.

3. CcbulKM Ha STYEHWKH U TUaINa30HbI sTUeeK (agpecanus sueek)
Ilo ymomuanuto B HOBBIX (opmynax Excel ucnonb3yer oTHOCHTeIbHBIE CCHIIKU. B 3TOM ciiyyae npu
KOIMPOBaHUH sTYeHKU ¢ GOpMYIIOi afpeca siaeek B GopMyliaX U3MEHSFOTCS COOTBETCTBEHHO IEPEMEIICHUIO.
AGcoaI0THAsA agpecanusi — 3TO CChUTKU Ha SYEHKH, aJipeca KOTOPHIX HE MEHSIOTCS ITPY KOTIMPOBAHUN
COJEP>KMMOTO STUYEEK BJIOJIb CTPOK U BJIOJIb cT0I0110B. Cama CChUIKAa OCTaeTCsl HEM3MEHHOM HEe3aBUCHMO OT TOT'O,
Ky/la TIepeHeceHa siueiika ¢ (opMyIioi, T. €. abCOMOTHAs CChUIKA B (POPMYJIE BCET/Ia CChUTACTCS Ha STYCHKY,
PacIOIOKEHHYIO B OMpe/ielieHHOM MecTe. JlJist 3a1aHust aOCONMIOTHBIX CChUIOK MCTIONb3yeTcs 3Hak $. Hanmpumep:
$B%$2.
OKBHBaJIEHTHBIM a0COJIFOTHOM afpecanyy sBIsSETCs NIPUCBOCHHE STUEHKU WM AUANa30Hy S4YeeK UmeHu. ITO
Jenaercsi B TuanoroBoM okae Cozoanue umenu KoMauasl [lpuceoums ums, HaXOsIIEHcs B
rpymnne Onpedenennvie umena BKnagku @opmynet (puc. 8). Komauny lpuceoums ums Takxke MOXKHO BHIOPATh B
KOHTEKCTHOM MEHIO, Ha)KaB IPaBYI0 KHOIIKY MBIIIH IIPH YCTAHOBJIIEHHOM Kypcope Ha BBIOpaHHOI! s4eike.
JIyig ynaneHuss UMeHH sTYeHKU He00X0IMMO BBIOpaTh B rpymne Onpedenenubie
umena BKIaAKu @opmynvt KOMaHy /Jucnemuyep umen M B OTKPBIBIIEMCS IMAIIOTOBOM OKHE BBIOPATh MMs
SYEHKH WM IMania3oHa s4yeeK, MoJIeKallee yAaJeHUI0, HAKaTh KHONIKY YOaiums U Jjajiee B OTBET Ha 3aIpoc
MOATBEPANUTH yaaneHue (puc. 9).
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Puc. 9. /Inanorosoe oxkHo Jucnemuep umen

Cwmemannbie cchbUTKA. CMEIIaHHAs CChITIKA COJIEPIKUT JINOO aOCOMIOTHBIN CTOOCI] M OTHOCHTEIBHYIO CTPOKY,
00 OTHOCHUTENBHEBIN CTOJIOEI] M aDCOMIOTHYIO CTPOKY. AGCOIOTHAS CChIIIKA CTOJOI0B probperaer Bug $A1,
$B1 u 1. 1. AGcomoTHas ccbutka cTpoku puodpetaet Bug A$1, B$S1 u 1. 1. IIpu n3MeHeHNH MO3UIMN SUEHKH,
cojiepartei GopMyITy, OTHOCHTEIbHAS CChUTKA U3MEHSETCS, @ a0COTIOTHASI CChUIKA OCTAeTCs 0€3 U3MEHEHHUS.
ITpu xonupoBaHuK HOPMYIIBI BJIOIH CTPOK U BIOJIb CTOJOIOB OTHOCUTENIBHAS CChITKA aBTOMATHUYCCKH
KOPPEKTHpYeTcsI, a aOCOOTHASL HE KOPPEKTUPYETCSI.

2. 3apnanmue K 1adopaTopHOii padoTe

Buvltuucaume 3nauenusn svipaxncenuii npu a =15, b =

22, ¢ =—6 u cpagnume c omeemamu.

Bripakenue: OtBer:
T x1 =0,033333
1)




el -Bat 412

s T X2 =17,10549
3) - ] x3 =-0,185185
NPT x4 = 0,002381
5) * R x5 =13,59375
6) T T a x6=211,7647
7) o H%}iﬂ x7 =-11443329
8) X8 = HE:T?: e ++Eb+b' H EJH:-E?:;- ) b-lzug E ::E;z, x8 =30

9) X9 = Hk—bﬂ X9 = —8665810
10) x10 = ﬁ‘.ﬁﬁ_i Ji: x10 =1,411877

3. KoHTponbHBIE BOPOCH
Uro Takoe TabmamuHsIi poreccop? HazoBute QpyHKIIMN TaOMMIHOTO TIpoIeccopa.
[TokaknuTe CTPOKY 3arojoBKa IMPOrpaMMEI, TTaHEb OBICTPOTO J0CTYIIA, JICHTY, BKJIAJKU, CTPOKY
q)OpMyJ'I, MHUHHU-TIAHCJIM UTHCTPYMCHTOB, KOHTEKCTHOC MCHIO, ITOJIOCHI IPOKPYTKHU, APJIBIYKHU JIUCTOB,
CTPOKY COCTOSIHUSL.
3. CKOJBKO CTaHIAPTHBIX BKJIAZOK MOSABISIETCS 110 YMOIYAHUIO IIPU OTKPbITHH npuioxenus MS Excel?
4. Kaxkas BKJIaJKa OTKPBIBAETCS MO0 YMOIYAHHIO MOCIIE 3aITyCcKa IpOrpaMmbl ?
5. TlokaxxuTte U HA30BUTE TPYMITHI KOMaH/] Ha BKJIaIKaX.

M=



Tema: [lepemerneHue yka3aTes s4eiKU (AKTUBHOM siYelikN), BbIieJeHie PA3JINYHbIX TUANIA30HOB, BBO/
U pelaKTHPOBaHNe JaHHBIX, yCTAHOBKA IIUPHHBI CTOJIOLOB, HCI0JIH30BAHUE ABTO3AI0JIHEHUS, BBO/I
(opMyJ1 1151 TYeeK CMEeKHOT0/HECMeKHOT0 THANa30HA, KONMMpPoBaHHue (opMyJ1 Ha CMesKHbIe/HeCMesKHbIe
styeiikn

o

N3yuuTh onuuu MEHIo.

2. IlpocmoTpeTs Ha3zHaueHHE KHOMOK Ha 3akiankax «[nmaBHas», «BcraBka», «Pa3merka cTpaHuIbD,
«DopMyIIbD).

Haiit crpoky dopmyi.

4. V3y4uTh 37IeMEHTHI OKHA IOKYMEHTA.

w

Ilepememenue ykasareJisi tueiKu (AKTUBHOM si4eiikm):

B Havaso ctpoku (HOME);

B Havgayno tadimnsl (CTRLAHOME);

B MOCIIEAHIOO 3anonHeHHyo stueiiky (CTRL+END);
C IIOMOIIIBKO MBIIIH.

poONME

BoigeneHue pa3iMYHbBIX THATIA30HOB:

MPSIMOYTOJILHOTO JTHANa30Ha;

8bI0eUMb NEPBYIO AUElKY/ NePpemacKu8anue Mbliubio

unu

8bl0enUMb nEPaYIo sueliky/ Ha nocaednei suetike SHIFT+ wenyox.

CTOJIOIIOB (CTPOK):
WeruoK Ha uMeHu cmoabya (cmpoxu) / nepemackusanue (015 HeCKOIbKUX CIOoadYos (CIMpoxK).

BCEM TaOJIULIBL;
WenuoK Ha KHONKE 8 6ePXHEM JIe6OM Yely madauybl.

HECMEXHBIX JINANa30HOB:
8b10€IUMb nepabwlil ouanaszon/ 8bl0eUmb credyrouuti npu Hadcamoti CTRL.

OOpaTtuTh BHHUMaHHE Ha DJIEMEHTHI BBIICICHHOTO JHWana3oHa. HalTu mapkep 3amoiHeHUs: (KBaJpaTUK B
HWKHEM IIPaBOM YTIIy BBIJEIEHHOTO JHAra3oHa).

BBO)I U PCAAKTHPOBAHUE TaHHBIX:

Bgectu B siueiiku Tekct, yucio. OOpaTuTh BHUMaHUE Ha TPECTABICHIE TaHHBIX B SYCHKaX, CTPOKE (POPMYIIL.
BrINOMHUTE pelakKTHPOBAHUE JAHHBIX MOYKHO ABYMS CHIOCOOaMU: B siuelke (JIB.IICTYO0K) U B CTPOKE (DOPMYIL.

YcTaHoBKa IIMPHUHBI CTOJIOIOB:

Yemanosumo yKasameilb Mol HA cpaHuyy Cm0./l6l406/ nepemacKueaHue movlilbio.

Hust YCTaHOBKH UIMPHUHEI CTOJIOIOB paBHOH 2 CHMBOJIAM HEOOX0IUMO:
Buwioerums cmonbey/ Konmexcmuoe Mento | Lllupuna cmonbya. T1oBTOPUTh M3MEHEHHE LIMPHHBI CTOJOIOB
MOYKHO C ITOMOIIBI0 KOMaH bl MeHIO [ maBHas/Popmat

Hcnoab3oBaHue aBTO3aI0JTHEHMSI:

Bgectu B siueiiky Al 3Hauenue 1.



Bgectu B siueiiky A2 3HaueHue 2.

Breinenuts aBe sueiiku Al u A2. YcTaHOBUTH yKa3aTellb MBIIIM Ha MapKep aBTO3ANOJHEHUS U MEpeTallUuTh
MapKep aBTO3aI0JIHCHUS BHU3.

BBoa ¢opmya ais sUeeK CMEKHOI0 JMANA30HA:

IIpumep, BBectr hopmyry =cp3nau(C4:F4) B sueiixy G4:

1. BBectm =cp3nHau( B suehKy G4;
2. BBIACTHTH YKa3aHHBIN nuanazon C4:F4 sdeek B Tabmuile.
3. Habpath ).

BBoa (opmya Ui sUeeK HECMEKHOI0 AUANA30HA:

[Tpumep, BBecTu B stueiiky W4 gopmMymy Ajs mojcuera cpeHero 0asa 3a rox:

1. Bsectu =cp3Hau( B sueiiky W4.
2. Beigenuts sueiiku G4,1.4,R4,V4, ynepxusas kinasuiny CTRL.
3. Habpats )

KonupoBanue gopmyJ1 Ha cMeKHbIE STYCHKH:

Beinenuth staeliky ¢ GopMysiol, yCTaHOBUTH YKa3aTellb MBI HA MapKep aBTO3aNOJIHEHUS W MepeTalluTh
MapKep aBTO3aIl0JIHEHHs BHU3.

KonnpoBanue ¢opmyJ/1 Ha HeCMeKHbIe siYeHKH:

Beienuth siueiiky, cKOmMpoBaTh cojepkuMoe B Oydep oOmena, Beyienuth BCE nuanaszonsl, xKyna Halo
CKONTUPOBaTh (POPMYIIBI, BRITIOTHUTE BCTABKY U3 Oydepa oOMeHa.

3anuTa JaHHBIX JIHCTA ¢ MPeABAPUTEIHLHBIM YKa3aHHEM TUANIA30HOB, He MO/JIesKAIUX 0JI0KHPOBKe:

VYkazarh Auana3zoHbl, He ToJyIexamiue 3amuTe: Beimennts nuana3zon/ KorrekctHoe Menro / @opmar sdeek
/3ammTa/ CHATH (hIIA’KOK 3aIIHTHI.

3amuTuTh Bech MUCT: PeniensupoBanue /rpynmna M3menenus / 3amyTuThb JIHCT.
KonupoBanue JncToB:

[Ipumep, ycTaHOBHUTH yKa3zaTenb MbIIIHU Ha Apiblk Jluct2 / IleperackuBanue Ha Apibik Jlucr3 (mpu HaxkaToi
CTRL)

W3MeHeHrne UMEHH JINCTa B COOTBETCTBUU C TPEJIMETAMHU: YCTAHOBUTH YKa3aTellb MBIIIH Ha SPIbIKE JHCTa/
KontekcrHoe MeHro / [lepenmenoBath

NuauBuayanbHOe 3a1aHne
3aganue 1

[ToArOTOBUTH 3NEKTPOHHBIM  KIIACCHBIA JKypHAJN, BKIIOYAIOIIANA CBEACHUS IO OJHOMY IPEAMETY.
[IpeaycMoTpeTh 5 OIICHOK B Y€TBEPTH, CPEIHHUE OAIUTHI 3a 4 YeTBEpTH U 3a To1 i 10 yICHUKOB, CpeIHUN Oaut
KJIacca 3a YeTBEPTH | 32 ToJ (CM. pUCYHOK HIDKE), TIPH DTOM:

pacuer cpeHUX 0aJUTOB 3a YETBEPTH H 32 T'OJl OCYIIECTBISATH CTPOTO 1Mo hopMmyiam!



BBO/J OIICHOK OCYHICCTBJIATH pa3JIMYHBIMU crocodamu:

® IIyTEeM HEMOCPEICTBECHHOI'O BBOJA YHCEN B STUCHKY.
e ¢ nomousto pynkuu CITYUC()
=0OKPYTJI(CITUUC() *3+2;0)

3alMUTUTB BECH JIUCT OT PEAAKTUPOBAHUA, OCTABUB JUAaIlla30HbI OLICHOK HE3AIMNIIICHHBIMH.

A B CID|E|F |G H | | J | K|L|M M 8]

1 Mpegmet: MHcpopmatuka
2 Yuwrene: Meanos .K1.

3 Ne |Damunua, MMA yHEeHUKa QueHkn 1 4eTREPTE OueHkn 2 yeteepts | Monyrogue

4 1|AHgpeee MeaH gl 4| 2| 4] 4 4 41 3] 3| &5 4 4

5 2|BacuH MNetA 4 2] 5 3] 4 4 a 4] & 4] 3 4

6 3[Caepunoe CrenaH 20 3 4 3] 4 3 3 3 5] 3 3 3 3

i 4| Onutpuee Angpei 2l 20 4 4 4 3 4] 4 2 5] 3 4 3

3 5|Hukonaee Jexuc I 2| 3] &5 3 3 3l 2| 4] & 2 3 3

9 5{HukynuHa Hacta 5 4] 3[ 4 4 4 3| 2 4 2 2 3 3

10 7|Mepoe Cawa 4 3 2] 3| & 3 ] 3 4] 4] & 4 4

1 8[Metpoea Mawa 3 5] 5] 2] 4 4 4 3 3] 3] 3 3 4

12 9|Cugopoe Baca 5 3 3 2| 4 3 41 3] 3[ 4] 4 4 4

13 | 10|Crenanoe Oner 3 4 3 2] & 3 20 3] 4] 2| 4 3 3
CpedHui Gann 3.5 3.5 3,5

14

3ananmue 2

3amoMHATE KJIACCHBIA JKypHAJ MO TPEeM MpeaMeTaM, BBIIOJHHUB KomupoBaHue Tabmuisl Ha Jluer2, Jlucr3.
W3MeHnTh IMEHA JIMCTOB B COOTBETCTBUU C MIPEAMETAMH.

3amanme 3

JU1s 37IeKTPOHHOTO KIIACCHOTO JKypHAlla ITOJIyYUTh UTOTOBYIO TaONHIly IO TMpeaMeraM Juis kiacca. Tabmuia
JIOJDKHA coJiepKaTh HHQopMaIHIo 0 cpeJHUX Oaiiax Kjiacca 3a 4YeTBEPTH, 3a TOJI 10 BceM mpeameram. Tabmuiry
pa3mectuthb Ha Jlucte 5.

JlanHbIE B TAONIHUITy KOTUPOBATh U3 HTOTOBBIX CTPOK IO MPEAMETaM, CIECIYOIIHM 00pa3oM:
Breigenuts muana3on / Konrekctnoe Mento / KonmpoBath
[epeiitu Ha npyroii muct/KM/ CnienianbHasi BcTaBka/ BcTaBUTh CCBUIKY.

OOpaTuTh BHUMaHUE Ha CCHUTKU B MOJIyYHBIIUXCS (POpMyJIax.



Tema: PaOorta ¢ nmarpammamu. BeraBka crononos. Padora co cnuckamu. I'padpuyeckne 00beKTHhlI,
makpochl. Coznanue rpaguyecKux 00beKTOB ¢ IOMOIIbLI0 BCIIOMOTraTe/IbHbIX PUJI0KEHHIT

Tun nuarpamMmm

[IpaBunbHBIA BEIOOP THIIA AUATPAMMBI MTO3BOJISIET IPECTABUTH JAHHBIE CAMBIM BBHIMTPBHILIHBIM 00pa3oM. Tum
IrarpaMMbl MOJKET OBITh IPUMEHEH He TOJIBKO KO BCell [uarpamme, HO M K OTIEIbHOMY PsAY JaHHBIX Ha Heil
WK K HECKOJIBKUM psiaM KoMOMHMpOBaHKE pa3IuYHbIX TUIIOB AUAarpaMM MO3BOJIAET Pa3feiuTh JaHHbIE
Pa3HOro THMA WK BBIAETUTH KaKOK-TO psAJl JaHHBIX, HAIPUMEDP, MOKHO CKOMOMHUPOBATH Tpaduk ¢
TUCTOTPAMMOM.

Haubonee npocTo W3MEHUTH THII BCEH AXArpaMMbl WIM TOJIBKO OAHOTO Psiia JAHHBIX C IOMOLIbIO

koMman bl Jluarpamma, Tun nuarpammpl. B nosBiisitonieMcst OKHE MOKHO BBIOPATh HE TOJIBKO THI, HO U
(opmar BEIOpaHHOTO TUIA AUATPAMMBEI.

YtoOBl N3MEHUTH TUII JUArPAMMBIL:

1. HyxxHo BbIOpaTh koManay JAuarpamma, Tun guarpammsl. [loseutcs nuanoroBoe okHo Tum guarpamMmsl
2. B 3TOM 11aoroBoM OKHE pacKpbITh BKIaAKy CTaHaapTHBIE Ui BBIOOPa OJJHOTO U3 OCHOBHBIX THITOB
auarpamm nid Bkiaaaky HecranpapTHble 11 BBIOOpa OJHOTO U3 JONOJHUTENIBHBIX THIIOB TUArpaMM.

3. B cnucke Tun BIACTUTE HYKHBIN TUI TAArPAMMBL.

4. Ecnn BeiOpana Briagka CTanaapTHble, TO B rasiepee GopMaToB Bua Hy:)KHO BBIICIUTH MTOJTHIT AUATPAMMBI.
5. B xoH1e Heo6xonumo Haxatb KHOMIKY OK, 4T00BI 3aKpBITh JUAJIOTOBOE OKHO M IPUMEHUTH BEIOPaHHBIN
(hopMaT muarpaMmBl.

Uro0Obl HACTPOUTH CYIIECTBYIONIMI THIT IUATPAMMBI:

1. HyxHo BbIOpath koMaHny Auarpamma. [lapamerpst auarpammsl. [losButcs auanorosoe

okHo [lapameTpbl AMAarpamMmsbl ,1apaMeTPbl B KOTOPOM MOT'YT MEHSATHCS B 3aBHCMMOCTH OT TUIIA JUATPAMMBI.
2. C nmoMou1po BKJIAI0K 3TOr0 AUAIOTOBOI0 OKHA MOKHO IPOU3BECTH HACTPOHKY TaKHX 3JIEMEHTOB
Jarpammel, Kak 3aroJI0BKH, OCH, IMHUU CETKH, TIOJNHUCH JaHHBIX U T.J.

3. [locne BHECEHUST HEOOXOMUMBIX H3MeHeHNH HakMuTe KHOTIKY OK.

ITocTpoenne cocTaBHbIX AUATPAMM

CocTaBHbIE TUAarpaMMBbl — 3TO AMArPaMMBI, TOCTPOEHHBIE C HCIIOIb30BaHUEM OJHOBPEMEHHO JBYX MK Ooee
TUTOB uarpamM. Ha Takux auarpaMMax HEKOTOpBIE PAbI JaHHBIX MPEACTABIIAIOTCS C TIOMOIIBIO0 OJJTHOTO THUIIA
rarpamm, a Ipyrue — ¢ noMoluispio apyroro. Hamprumep, MO>XXHO MOCTPOUTH OAMH Pl B BUAE THCTOIPAMMBL, a
BTOpOH — B BHJIE rpaduKa, 4YTO 0OJETYUT CPaBHEHUE PAJIOB JAHHBIX U TIOUCK UX BO3MOYKHBIX CBSI3H.
Co3znanHyIo AMarpaMMy MOXKHO CJIENaTh COCTaBHOW, M3MEHHUTH THII HCIIOJIb3YEMBIN JJIsl HOCTPOSHHS OHOTO
WM HECKOJIBKUX PSIIOB JaHHBIX. st 3TOTO!

1. Beigenuts Ha quarpamme psiibl JaHHBIX, THI TOJDKEH ObITh M3MEHEH, U BbIOeprTe KoMaHay Juarpamma,
Tun guarpaMmmsl

2. B rpynne [1apamMeTpsbI MOSIBUBIIETOCS AUAIOTOBOrO OKHAa THII AMArpaMMBbl YCTAaHOBUTE

¢bnaxox [IpumennTs

3. Beigenute TN TuarpamMMbl 7S BBIIGJIEHHOTO psiia JaHHBIX M HaxMuTe KHOnKy OK.

K snemenTam nuarpaMmbl OTHOCSTCS MapKephbl, JIETEH b, OCH, METKH, HAAMKUCH U T. 1. OHU MOTYT cIeNaTh
nuarpammy 6osee 3G pexTHONH 1 HH)OPMATHBHOM.

Co30annyio ouazpammy MoHCHO maxice om@popmamupoeamsy HyHcHbiM 00pa3om, eciu 6viopams
COOMEEMCMEYIOUIVI0 UBCHOBYIO 2aMMY, wipudm, coenamp aKyeHm Ha 6aAN’CHBIX INEMEHmMax, yopamsy
JAUWHUE demany.

dopmaTrpoBaHue JTI000r0 00bEKTa TUarpaMMbl OCYIIECTBIIIETCS ¢ IOMOLIBIO JHaJIOroBoro okHa dopmar.
YTo0Obl OTKPBITH ATO OKHO:

1. BoienuTh HyXHBIH OOBEKT AUAarpaMMBI, IIEJIKHYB [0 HEMY.

2. BeiOpats komany @opmat, BeiaeneHHblil 00beKT, 1100 MPOCTO BB IIEIKHYThH 110 O0BEKTY.
Bxuragky mosIBHBIIIETOCS] TMAIOTOBOTO OKHA COZAEPKaT MHOYKECTBO MapaMeTpoB (POpMaTHPOBAHHS, C TIOMOIIBIO
KOTOPBIX MOKHO HACTPOUTH OTOOpaskeHUE BBIAECIEHHOT0 deMeHTe PopmaTupoBaHue 1o00ro oobexTa
Iarpamm.

3aganue 1. [Toctpoenue quarpamm.

MeTtoanyeckne ykazaHus. Berzosure nporpammy Microsoft Graph mpu momomnmwm komanasr BeraBka/
Oo0bext/ Microsoft Graph winBceraBka/ Pucynox/ Inarpamma. Ecnu B Oydepe oOMeHa He comepxanach
TabJIMIa, TO MPOrpaMMa BCTABIISIET IEMOHCTPAIMOHHBIN TIPUMED, JaHHBIE 3TOr0 IIPUMEpa MOKHO 3aMEHUTH Ha
JpyTHE UCXOJIHbIC TaHHBIE.

3aganne 2. O3HaKOMBTECH C KOMaHIaMM TJIABHOTO MeHIO mporpamMmel Microsoft Graph.

3apanme 3. [To Tabnune “CBeaenus o noxoax u pacxoaax GupMbl «PUTM»” IOCTPOUTH AUArpamMmy,
OTpaXKarolllye JUHAMUKY J0XO0JI0B U pacxol0B (pupMsl «Putm».




CaezneHusi 0 noxofax u pacxogax pupmsl «Purmy 3a stuBapb-Mapt 1997 1.

SuBapsb ®eBpanb Mapt Cymma
0O6bem 45000000 50000000 48000000 143000000
NMPpoAax
3aTpare Ha | 15000000 12000000 18000000 45000000
MOKYIIKY
3arparei 3a | 6000000 8000000 10000000 24000000
AOCTABKY
Hoxon 24000000 30000000 20000000 74000000

Metoauyeckne ykazanus. /s storo ckonupyiite B Oydep oOMeHa He0OX0TUMBIE CTPOKH UCXOTHON TaOIUIIBI
C 3aroJIOBKaMH CTPOK M CTOJIOIOB U BBI30BHUTE KoMaHy BeraBka/ Pucynok/ narpamma.

3aganue 4. [loctpoiiTe 00bEMHYIO KPYTOBYIO THAarpamMMy sl OTOOpayKEHUS TOXOI0B M PacXo10B (PUPMEI 3a
MapTt mecsl (cTonben «MapT») B IPOIEHTHOM BBIPAYKEHUH.

3aganue 5. [TocTpoiiTe MIOCKYIO KPYTOBYIO AMArpaMMy JUIsl OTOOpaKeHHS JOXOI0B (PUPMBI 3a TICPBBIT
KkBapTai (CTpoka «JloXom») B CTOMMOCTHOM BBIPaKCHHHU.

3aganue 6. [locTpoiiTe paznryHbIe THIIBI AUATPAMM (THCTOTPAMMBI PA3INYHBIX THIIOB, INHEHYAThIe, TpaduKH,
JICTICCTKOBEIC, KOJ'IL].[eBbIe) 110 JaHHBIM Ta6J'[I/I]_[I)I 0 3aKyIKax BBIYHMCIIMTEIbHON TEXHUKHU

Komnbrotepsl Mopnemsl IIpunTepsl Kcepoxcsl
1999 rox 1200 1000 1100 1000
2000 rop 1400 900 1200 900
2001 rox 1400 800 1300 800
2002 rox 1200 1000 1400 1000

3aganue 7. [TocTpoiiTe 00bEMHYIO TUArpaMMy O 3aKyIKax KOMIbioTepoB U npuHTepoB B 2001 u 2002 ronax.
J1st 00ObeMHBIX AWArpaMM MU3YYUTE H3MEHEHHE BUIA IUATrPaMMBl.
3aganue 8. OcBoiiTe peakTHPOBaHKE MapaMeTPOB AUArpaMMBbI (JIETEH b, HA3BaHUS AUAarpPaMMBl, BbIIEICHNE
CErMEHTOB JHarpaMMBbl, BBOJ] Ha3BaHHUI CErMEHTOB, N3MEHEHHE OKPACKH CETMEHTOB M JIPYTHUX 3JIEMEHTOB).
[TocTpoiiTe KpyroByto AuarpaMmy, OTOOpaKaroLIyI0 3aKyIKy BEIYUCIUTENbHON TexHUKH B 2002 roxy. CexTop
KOMITBIOTEPBbI HEOOXOIUMO OKPACUTh B KPaCHBIN 1IBET, IPUHTEPHI — B CHHUN, MOJIEMBI — B 3€JICHBIH, KCEPOKCHI —
B KOpU4HEBBIN. Ha cekropax ykaxxuTe 3HaUeHHE B IPOLICHTAX.
3aganue 9. [Tpn nomomu koman el MeHI0 Berapka/HazBanue MpoHyMepyHTE MOCTPOEHHBIE TUarpaMMBl,
cienytomuM obpazom: Juarpamma 1., narpamma 2., u T.1. OcBoiiTe peakTUpOBaHNE HAa3BaHUI.
B Microsoft Excel numeeTcst BO3MOXHOCTB rpa)MuecKoro MpeICTaBICHUS JaHHBIX B BHJIC JIUAIPAMM.
JlumarpamMMBbl CBSI3aHBI C JAHHBIMU JINCTA, HA OCHOBE KOTOPBIX OHH OBLIN CO3/IaHbI, H U3MEHSIOTCS KOXKBIH pas,
KOTJ]a U3MEHSIOTCS IaHHbIE Ha JIUCTE.
JlmarpaMMbI MOTYT HCITOJIB30BaTh TaHHBIE HECMEKHBIX siueek. J(narpaMmma MOXKeT TakKe HCITOJIb30BaTh TaHHbIE
CBOJHOH TaOJIMLIbI.
Ilpumepvr munoe ouazpamm
I'mcrorpamma nokasbpIBaeT M3MEHEHHUE JAHHBIX 3a ONPEACICHHBIN PO BPEMEHU U WILTIOCTPUPYET
COOTHOIIIEHHE OTIENbHBIX 3HAaUeHUH TaHHBIX. Kateropuu pacmonararoTcst o ropu30HTajIM, a 3HAYSHUS — 110
BepTuKanu. Takum oOpa3oM, yaensercs 0oJblliee BHUMAHNE H3MEHEHHSIM BO BPEMEHH.

IIponaxu

1989 2000 2001 2002 2003

Pucynox 7. Obvrunas cucmozpamma



B TpexmMepHoii rucTorpaMme CpaBHEHUE TaHHBIX MPOU3BOIUTCS 1O 1ByM ocsiM. HampumMep, nokazaHHas Ha
PHUCYHKE TpeXMEpHas AUarpaMma I03BOJIIET CPAaBHUTH 00bEMBI ITPoak B EBporie 3a Kax bl KBapTa ¢
0o0beMaMu MPOAaX B ABYX APYTHX PErHOHAX.

A
Adpura

E
K2 BpOona

K3 K4
Pucynox 8. Tpexmepuas eucmoepamma
JluHeiiuaTasi fMarpaMMa ¢ HaKOIUJIEHHEM TI0Ka3bIBaeT BKJIA]l OTJCIBHBIX 3JICMCHTORB B OOIIYIO CyMMY.
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Pucynox 9. Jluneiiuamas ouazpamma ¢ HakonieHuem
JInneiiyaTas AuarpaMMa OTpa)KaeT COOTHOILIEHHE OT/IENbHBIX KOMIOHEHTOB. KaTeropru pacnosoeHsl o
TOPHU30HTAJIH, a 3HAYEHUSI — 10 BepTHKaiIu. Takum o0pazom, yaensercs Oobpliee BHUMaHUE COIIOCTABICHHIO
3HaYeHUH U MEeHbIlIee — U3MEHEHUSM BO BPEMEHH.

I'paduxk oTpaxkaeT TEHACHIIMU U3MEHEHHUS JaHHBIX 33 PaBHbIE IPOMEKYTKH BPEMEHHU.
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Pucynox 10. I'pagux c mapxkepamu
Kpyropas nuarpamma rnokasbiBaeT Kak aOCOIOTHYIO BEJIMUNHY KaXKI0TO 3JIEMEHTA Psjia JaHHBIX, TaK U €ro
BKJIaJ1 B 001Iyt0 cymMmy. Ha KpyroBoii tuarpaMme MOKeT OBITh MPECTABIICH TOJIBKO OJIMH PsJ JaHHBIX. Takyro
JMarpaMMmy PeKOMEHIYETCsI UCIIOJIb30BaTh, KOT/1a HEOOXOAUMO MOAYEPKHYTh KaKOW-TH00 3HAUNTEIIbHBIH

DJICMCHT.
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40%
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Pucynox 11. Kpyeosas obvemuasn ouazpamma
Toueunas nuarpamMma oTOOpa’kaeT B3aMMOCBSI3b MEKAY YHCIOBBIMU 3HAUCHUSAMHU B HECKOJIBKUX PAJax U
MIPEICTABISIET ABE TPYIIIBI UKCEN B BUE OAHOTO psAa TOYEK B KOOpAMHATAX Xy. JTa Iuarpamma oToopaxaer
HEYETHbIE NHTEPBAJIBI JAHHBIX M YaCTO UCTIOJIB3YETCs JUIsl IPEACTABICHNS JAHHBIX HAYYHOTO XapakTepa.
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Pucynox 12. Toueunas ouazpamma
JuarpamMma c 001acTSIMM TTOTYEPKUBACT BEJIMUMHY U3MEHEHUSI B TEUCHHUE OIPEIETICHHOT0 IEpHO/ia BPEMEHH,
MOKa3bIBasi CYMMY BBEJICHHBIX 3HaueHHH. OHa Takxke 0ToOpa)kaeT BKJIAJ] OT/ICNIbHBIX 3HAYEHUH B OOIIYIO
cymMmy. B nanHOM mpuMepe nuarpamMma ¢ 0071acTsIMU ITOKa3bIBaeT yBEIWUIECHHE Poaax B bpasmum, a Takxke
WITIOCTPUPYET BKJIAA KaXKI0W CTpaHbl B O0MIKH 00bEM MPOAaXK.
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Pucynox 13. Juacpamma c obracmamu
Kak u kpyroBas quarpamMma, KoJibleBasi TMarpaMMa Imoka3blBaeT BKIIAJI KaXJIOTO 3JIEMEHTA B OOIIYI0 CyMMY,
HO, B OTJIMYKE OT KPYTOBOU UarpaMmbl, OHA MOXET COJISPKATh HECKOJIBKO PSJIOB JaHHKIX. Kaxk/10€ KONbIIO B
KOJIBIICBOM MarpaMMe MPEACTABISCT OTIEIbHBIN Ps JaHHBIX.

Hoxogsl o1 npoaaxm
cokos u HAC

| 2002 oy
| 2003 rog

Pucynox 14. Koavyesas ouazpamma
B sienecTkoBoO# AuarpaMMe Kakaasi KaTeropusi UMeeT COOCTBEHHYIO OCh KOOPAMHAT, HCXOSIIYIO U3 Hadaja
KOOpAuHAT. JINHUSAME COeMHAIOTCS BCE 3HAUEHUS U3 OIpeielIeHHOo cepun. JlemecTkoBas fuarpaMmma
MO3BOJISIET CPABHUTH OOLIME 3HAUECHUS U3 HECKOIBKUX HAOOPOB JaHHBIX.

Pucynox 15. Jlenecmrosas duacpamma
IloBepxHOCTHAA TUarpaMma HCIONIB3yeTCs JUIA MMOMCKA HAWTYYILEro COYeTaHus IByX HabopoB JaHHbBIX. Kak
Ha Tororpaduyeckoii kapre, 06JIacTH ¢ OJJHIM 3HAYEHHEM BBIJCIISIOTCS OJJUHAKOBBIM Y30POM U IIBETOM.

Pucynox 16. [logepxnocmuasn ouazpamma
Bup:xeBasi qrarpaMMa 4acTo MCHIONB3YETCS U1 AEMOHCTPAINH 11€H Ha aKIIUU. DTOT THIl AUArPAMMBbI TaKKe
MOJKET OBITh HCITOJL30BAH ISl HAYYHBIX JIaHHBIX, HAIPUMED, JUTs ONpeiesiCHUs H3MEHEHUs Temrieparypbl. [lis
MOCTPOEHHUS 3TOW U JPYTruX OUPKEBBIX JUarpaMM HEOOXOIUMO NPAaBUIBLHO OPraHW30BaTh JaHHbBIE.
Co3zoanue ouazpammol
Bri6epute xomanny Juazpamma B MmeHIo Bemaeka vin HaxmuTe KHOKY Macmep ouazpamm 8 ya manenu
WHCTPYMEHTOB Cmandapmmuaa v CleIydTe NHCTPYKIUSAM MacTepa:
Hlar 1. Beibepure tun u Bug auarpammel. Haxxmure kHotiky Janee.

Hlar 2. Ha, Bxnaake Juanazon 0anHbIX HOKMUTE KHonKyE , YTOOBI BpEMEHHO yOpaTh ¢ 3KpaHa JHAIOTOBOE
OKHO, H BBIJICITUTE JINATIA30H siUeeK, COJEPIKAIIHNX JIAHHbIE, KOTOPBIE JIOJKHBI OBITh OTPAYKEHBI HA THarpaMMe.
Ecnu HeoOxoaumo, yToOBI B iHarpaMMe ObUTH OTPaXKEHBI U Ha3BaHUSI CTPOK WIIH CTOJIOIIOB, BBIJCITUTE TAKKE
coJiepKallIie uX sYeUKu.



Ha Bxnagke Psaost MOXXHO TOOABUTH WIH yIAIHUTh JIFO00H U3 psA0B AaHHEIX. B mone Mma yka3wiBaeTcs sueiika
JUCTA, KOTOPYIO CIIEIyeT UCTIOIh30BaTh KaK JIETeHAy Win uMs psana. B mone Iloonucu

ocu X (kamezopuii) yKa3pIBacTCsl TUATIA30H STYCCK, KOTOPBIC HYXKHO UCIIOIB30BATh KaK ITOAIUCH ICJICHUN OCH
kareropuil. Haxxmure kHonky Janee.

Hlar 3. YkaxuTe mapaMmeTpsl 2JIeMeHTOB AuarpaMMel. Hasxkmute kHOTIKY Jasee.

Hlar 4. YkaxuTe, T1I€ CIeAyeT IOMECTHTh ANArpaMMy — Ha OTJEeFHOM HOBOM JIMCTE MIIH Ha HMEIOIIEMCS.
Haxxmute knonky I 'omoeo.

H3menenue ouazpammot

Juazpamma moorcem cooeporcams credyioujue d1eMeHmbl:

Oénacmo ouazpammot — BCS AUArpaMMa, BMECTE CO BCEMU €€ HJIEMEHTaMHU.

Oébnacmp nocmpoenus — B IByMEPHOU AuarpaMMe 00JacTh0 IOCTPOCHUsI Ha3bIBaeTCst 001acTh,
OTpaHWYEHHAS OCSIMH U COJepIKaIas BCe pAAbl AMarpaMMbl. B TpexmepHoii AuarpaMMe 3To 00J1acTs,
OTpaHUYEHHAs OCSIMM U BKIIFOYAOIIAs psAJIbl JaHHBIX, HA3BaHUS KaTeTOPUil, MOANUCH JIeIeHUH U
Ha3BaHUS OCEH.

Jlezenoa — monnvCh, ONIPEIEIISIONIAs 3aKPAcKy WM I[BETa TOUEK JAaHHBIX WIIM KaTETOPHH JUarpaMMEl.
Ha3zeanue ouazpammvi — ONUCATENbHBINA TEKCT, aBTOMATHYECKH CBSI3aHHBIN C OCBIO WU
PAaCIIOJIOKEHHBIN 110 LICHTPY JUarpaMMBl.

P30 0annpix — TpyIIa CBSI3aHHBIX TOYEK JaHHBIX AHAarpaMMbl, 0TOOpaXkarolasi 3SHaYeHUe CTPOK HIIH
cTonO1IOoB ucTa. Kaxkapiit psg maHHBIX 0TOOpaxaeTcs mo-ceoemy. Ha auarpamme MoryT OBITh
0T0oOpaXXeHbI OJIMH WIH HECKOJIBKO PSIOB NaHHBIX. Ha kpyroBoii muarpamme oToOpa)kaeTcst TOJIBKO
OJIMH PAL JaHHBIX.

Iloonuce 3nauenus — MONAINCH, IPEIOCTABIISAIONIAS TOTIOTHATEIBHBIE CBEJICHHS O TOUKE TaHHBIX,
oToOpaxkaroiei kakoe-1r0o0 3HaueHue staeiiku. [loanmcsMu JaHHBIX MOTYT OBITh CHA0KEHBI KaK
OTACIIBbHBIC TOUKH JaHHBIX, TaK U BECh pAJ HECJIUKOM. B 3aBucuMocTH OT THIA AuarpaMMBbl IIOAITUCH
JTaHHBIX MOTYT OTOOpakaTh 3HAYCHHS, HA3BaHUS PAOB U KaTErOPHIA, IO WA UX KOMOMHAIINH.
Mapkep oanHnblx — CTONOWK, 3aKpallleHHast 00J1aCTh, TOUYKA, CETMEHT WIIH IPYTON T€OMETPUIECKIH
O00BEKT AUarpaMmbl, 0003HAYAIOIIHMIA TOUKY JTAaHHBIX WM 3HaUeHHUE stuciiku. CBA3aHHBIC TOYKU Ha
JquarpaMme o0pa3oBaHbl PSOM JTaHHBIX.

Ocb — NVHAS, 9aCTO OTPAHUYUBAIOIIAS C OJTHOW CTOPOHBI 00JIACTh MTOCTPOSHUS M UCIIONb3yeMast KaK
OCHOBa H3MepeHHﬁ A IOCTPOCHUA JaHHBIX Ha JUarpaMme. B 6OJ]I)IHI/IHCTBC ayarpaMMm TOYKH JaHHBIX
oToOpakaroTes 1o ocH (y), KOTopasi OOBIYHO SBJISETCS BEPTHKAIBHOM OChIO, @ KATETOPHH
0TOOpaXKarTCs MO OCH (X), KaK PaBUJIO0, TOPU30HTAIEHOM!.

Jlenenusn u noonucu denenuit — neneHNs, WiV KOPOTKHE BEPTUKAIHHBIE OTPE3KH, IIEPECEKAFOIINECS C
0CbI0, ITOJIO0HO JIENEHUsIM Ha JIMHEWKe, O3BOJISIOT OTMEPUTDH OJIMHAKOBBIE PACCTOSHMUS Ha JIMHEMKe.
[oxamucu nenennii 0003HAYAIOT MEPY JUTHHEI, OTIIOKEHHYIO TIO0 OCH, a TAK)Ke MOTYT 0003HaYaTh
KaTerOpHH, 3HAYCHUS WM PSIJIbI 3HAYSHUH TUarpaMMel.

Junuu cemxu — nMHIA, KOTOPBIE, OyAy4r 100aBJICHBI K AUArpaMMe, 00JIeTHaloT MPOCMOTD U aHAIIN3
JaHHbIX. JIuaum ceTkn OTO6pa)KaIOTC$I napaui€jibHO OCAM OT IleJIeHI/II\/'I AuarpamMMmabl.

Tabnuya oannvix ouazpammsl — cojaepxaiias oroOpakaeMble Ha TarpaMme JaHHbIe TaOInIa.
Kaxnas crpoka TaOuIlbl JAHHBIX COACPKUT PsiJT AaHHBIX. Ta0JinIla JaHHBIX OOBIYHO CBSI3aHA C OChIO
KaTErOpHUH U 3aMEHSET MOAIUCU OCU KATETOpUH.

Junusa mpenoa — rpadudeckoe IpeAcTaBIeHIe TPEH A UITN HAIIPaBIICHUS H3MEHEHUS TAHHBIX B PAJIE
JaHHbIX. JINHUM TpeHAa NCTIOIB3YIOTCS TP TPOTrHO3UPOBAHNH, HAIIPUMED, IPU PETPECCHOHHOM
ananmze. JIuaum TpE€HIa MOT'YyT OBITH IMOCTPOCHEBI HAa BCEX ABYMEPHBIX JHUAarpaMMax 663 HaKOIIJICHHUA
(rucrorpaMme, JTHHEHYATON Tuarpamme, rpauke, OUpKEBOW TUarpaMMme, TOUYSUHOH TuarpaMmme, a
TaKXe My3bIPbKOBBIX JHarpaMMax).

Ilnanku nozpewtnocmeii — rpaduieckue JMHAN, OTOOPAXKAIOIIME MOTEHI[HAIbHYIO OIIMOKY (MM
CTCIICHDb HC}IOCTOBepHOCTI/I) Ka)I(JIOﬁ TOYKHU JAaHHBIX pAda JaHHBIX. ITmankn HOFpeIlIHOCTeﬁ MOT'yT
0TOOpaXaThesl U BCEX TIOCKUX JUarpamMm (TUCTOTPaMMBI, IMHEWYaTOH AUarpaMMbl, TOYEYHOH
JarpaMMbl M Ty3bIPbKOBBIX AuarpamMm). Ha TouedHsIx quarpamMmax MOTYT TaKkKe OTOOpakaThCs
JIUHHY TTIOTPEITHOCTH N0 OcH X. JIMHUK MOTPENTHOCTH MOTYT OBITh BBIJICIICHBI U (POPMATHPOBAHBI KaK
rpymnmna.

Cmenku u 0cnoganue — TMIOCKOCTH, HA POHE KOTOPBIX OTOOPAKAIOTCSI MHOTHE TPEXMEPHBIE
nuarpammel. OHY IPUJAIOT TPEXMEPHBIM TMarpaMmam BIiedatieHrne o0beMa U OTPaHUYMBAIOT 00JIaCTh
MOCTpOeHUs AuarpaMMbl. OOBIYHO 00JIACTh MMOCTPOCHHUS OTPAHUYMBAIOT IBE CTEHKH U OJJHO OCHOBaHHE.

Jlnst usmenenus unu hopmamuposanusi 21eMeHMo8 OUASPaAMMBL:
1. BriOGepure HY)KHBIHA DIEMEHT JUArpaMMBbl. PsSapl JaHHBIX, TOANCH 3HAYCHHUH U JIETCHIIBI MOXKHO

M3MEHATH No3neMeHTHO. Hampumep, 9To0bI BEIOpATh OTAETHHBIN MapKep NaHHBIX B PSAAE JaHHBIX,
BbIOEpUTE HYKHBIN pajl JaHHBIX, 3aTeM — HYXHBII MapKep JaHHBIX.



2. B wmenHto @opmam vy B KOHTEKCTHOM MEHIO BBIOEpUTE KOMaHTy Dopmam COOTBETCTBYIOIIECTO

OJICMCHTA.

3. V3MeHuTE U yCTaHOBHUTE COOTBETCTBYIOLINE ApaMETPBI.
Jnist ©3MEeHEHHS Pa3MepOB U MEPEMEICHHS 3IEMEHTOB MOKHO HCIIOJIb30BaTh MBIIIb.
YToOBI OTIAETHTH APYT OT ApYyra BCe CEKTOpa B KPYTOBOM AMArpaMme, BBIISIUTE HX U IIEPETAINTE OT HEHTpa
JMarpaMMBbl.
Ynpaowcnenue ona camocmoamenwvnoii pabomot
[loaroroBsTe TabmuIy mo oOpasiy.

AMMHHCTPAaTHBHBIN OKPYr | YncieHHOCTH padoyux
LenTpanbHbIi 1194,7
CeBepHbIi 512,8
CeBepo-3amnaaHblit 196,6
CeBepo-BocTouHsbrit 353,2
FOxubI 438,9
IOro-3amagusiii 2721
IOro-BocTtounsrit 373,8
3anaaHbli 366,4
Bocrounsrit 427,8
r. 3eneHorpajn 77,5

Co3zoanue ouazpammol

BrigenuTe TabmuIry co CTPOKOi 3arooBKa.

B mento BeraBka BeiOepute komanay Jmarpamma. Hauner paborats MacTep auarpamu.

B nepBom okHe Mactepa ruarpaMm BEIOEPHTE THUT JHArPaMMBI — KPYTOBYIO

oobemuyto. Knonka IIpocmomp pe3ynrvmama 1o3BossieT yBuaeTh quarpammy. Haxmure

KHOTIKY /lanee.

B crnenyroniem okHe oTOOpaskaeTcs BhIEICHHBINH AUana3oH sueek. Haxxmure kHonky Janee.

Ha cnenyromem miare, BoIOMpast BKJIaJKK AUAIOTOBOIO OKHA, MOXXHO KOPPEKTHUPOBATH HAa3BaHHUE
muarpammel (octaBbre Yucnennocms pabouux). Ha Bknanke Jlecenoa canvure Quaxok /Jooasums
nezendy. Ha Bxnanke Iloonucu oannsix Beibepute Kamezopusa. Haxvure /anee.

Ha cnenmyromem miare ornpenenuTe NOJI0KEHUE JHarpaMMbl U BBIOepuTe KHOTIKY I omoeo.
Huarpamma noctpoeHa. Ha skpane oJHOBpeMEHHO JOJKHBI ObITh BUAHBI M TAOJIHLIA, U AUArPaMMa.
OIMHOYHBIM HIETYKOM BBIIENINTE 001acTh quarpammbl. [loodepeHo BeIOEpHTE yHKTHI
TOpPH30HTAJIBHOrO MeHIO BeraBka n dopmart u oOparuTe BHUMaHUE Ha U3MEHEHHE KOMaH/I, a TAKKe
BUJ] PAMKH BOKPYT IuarpaMmmbl. Bel HaxoauTech B pexXuMe peIakTUPOBAHUS 1UarpaMMBbl U MOKETE €€
HU3MEHSITb.

Bepautech B pexxuM pabOTHI € DIIEKTPOHHOW TaONUIIeH, 1715l YeTo MISIKHUTE MBIIIHI0 BHE 00J1acTh
nuarpammel. [IpoBepbTe, 9YTO TOPU30HTAIIEHOE MEHIO BEPHYJIOCH K IEPBOHAYAILHOMY BapHaHTy. Bl
BHOBb MOKET€ PadOTaTh CO CBOCH IEKTPOHHOM TabauLeil.

Buioop memox

[IlesrukoM BOMANTE B PEXKUM PEJAKTUPOBAHUS AUATPAMMBI.

B menro [Iunarpamma BeiGepute komanay IlapameTpbl quarpaMmel.

Ha Bxnanxe IToonucu 0annbix ycTaHOBUTE NIEPEKIIOYATEND B NTosioxkeHne Hazeanue kamezopuu u
npouenm. Ps0M ¢ KaKIBIM CEKTOPOM Ha JuarpamMmme, KpoMe Ha3BaHUsS OKPYTa, MOSIBUTCS YHCIOBOE
3HAaYeHHE — MPOLEHT PadOoTAIOIINX OT OOIIETO YKhcia padoTaromux mo Mockse.

Iloeopomst u naxnoun ouazpammol

[{enxkHUTE HEMTOCPEACTBEHHO MO KPYTy AUATPaMMBbI, YTOOBI MOSIBIJIMCH KBAAPATHBIE METKH Ha KaXKIOM
CEeKTOpE.

B menro lnarpamma Beibepute komanny O0beMHbIi BH U IOBEPHUTE TUarpaMMy TaKHM 00pazoM,
YTOOBI IOJITUCH PacIIoIarajiuch HanOoJee ONTHMAaJIBHO.

B npouecce paboThl pacnonoxure quanoroBoe okHo «DopmaTupoBaHue 00bEMHOIO BHIa» TAKUM
o0pasom, 4ToObl Auarpamma Obuia BuaHa. [lone3yiirech kHONKOW IIpumenums nuanoroBoro OKHa Juis
oToOpaXeHus B JOKYMEHTE pe3yiibTaTa oBOpoTa. BeIOpaB OKOHYATENbHBINH BApUAHT MIOBOPOTA,
Haxmute kKHOnKy OK.



e Tax jxe MOXXHO BBIOpATh M yToJl HAKJIOHA TUATPaMMBbI.
Omoenenue unu nepemeujeHue CeKMoOpPos Ha KPyzoeulx Ouazpammax

o IllenxHKUTE HETTOCPEACTBEHHO MO KPYTY AHArpaMMBbl, YTOOBI MOSBUINCH KBAAPATHBIE METKU Ha KAKIOM
CEKTOpE.

e  VYiep)kuBas HAXXATOH KIIABUIITY MBIIIH, TIEPETAIINTE JIF0O0OH CEKTOP OT IIEHTPa B HEOOXOIMMOE
[IOJIOXKEHHUE.

e Jlns Toro 4ToOBI BHOBE CBECTH CEKTOPA BMECTE, YACPKUBAsI HAKATON KIIABUIITY MBILIH, TIEPETAIIUTE
0001 cexTop B eHTp. CHUMUTE BBIZCTICHIE, IIETKHYB MBIIIBIO B 00JIaCTH JUAarpaMMEbl, HO 3a
npeaesiaMy Kpyra.

e BHOBB HIEIKHUTE MO KPYTY IUArpaMMbl, YTOOBI MOSBIINCH KBaJpaTHbIE METKH Ha KaXXIOM CEKTOpE.

o FEime pa3 menkHure, TOJIBKO TENEph M0 CEKTOPY BalIero OKpyra: KBaJpaTHbIE METKHU MOSABATCS TOJIBKO
Ha 3TOM CEKTOpE.

e  VYiepkuBas HAXKATOM KJIABUIIY MBIIIH, IEPETAIIUTE 3TOT CEKTOP OT IIEHTPa B HEOOXOAUMOE
nonoxenre. OH OyJeT BEIHECEH U3 KPyTa.

e BepHuTe BRIHECEHHBIN CEKTOP B UCXOHOE MOJIOKEHHUE.

HU3menenue yeema

e BrlgenuTe TOJIBKO OJUH CEKTOP.

e JIBakIbl IIENKHUTE IO BHIJICIIEHHOMY CEKTOpPY WIH B MeHIO Popmart BeiOepuTe
KOMaHly BblesieHHbII 371eMeHT AaHHbIX. [losBuTcs okHo auanora «®@opMaTUpPOBAHUE BIEMEHTA
JAHHBIX».

e Ha Bknanke Buo BeiOepuTe IBET MK JIaKe Y30 AJIS BBIIEIEHHOTO cekropa. [Ipocnennte, 4To0bI
BBEIOpAHHBIN IIBET HE MCIIONB30BAJICS ISl IPYTHX CEKTOPOB AMAarpaMMbl. MOXeTe BOCTIOIh30BaThCA
KHONKOU Crocoo6wst 3a1ueKu 115l TPAAMCHTHON 3aJIUBKH WU TEKCTYPHI.

Dopmamuposanue MemoxK

e Jlns moamuceid JaHHBIX AWarpaMMbl MOXKHO BBIOpaTh apyroi mpudt. llleaxauTe M0 110001 U3 METOK
— U BBLIEJATCS BCE.

e B mento @opmat BeiOepuTe KOMaHy BolgeeHHbIe MOAMMCH JaHHBIX. [10SIBUTCS OKHO quaiora
«Dopmar nognuceil JaHHeIX». IlpocMoTpUTe, Kakie BO3MOKHOCTH IPEJOCTABIISIFOTCS HA KaXI0U U3
BKJIQJIOK.

I'paguk Pynxyuu y=x

e Bocnonb3osasmuck MactepoM (yHKIMIA, COCTABBTE TAOITHILY 3HAYCHHH (YHKIMM y=X> /15l 3HAYCHHUIA
aprymenTa ot 0 10 4 ¢ marom 0,5. Jlns1 3anomHeHus psa abCIrUCe IPUMEHUTE MapKep 3allOTHEHHS.
[lonGepure mmpuHY CTOJIOIOB.

x (0 |05 |1 15 |2 25 (3 |35 |4

y=x2

e Baexnute hopmyiy U BEIYMCIUTE 3HAUCHHUS (QYHKLINH.

e Brigenure TosbKo 3HaYeHUsT QyHKIMH (Y), B IPOTUBHOM clly4ae y Bac Mmojydarcs Jia rpaduka (1o
JaHHBIM IIEPBOW CTPOKU — IpaduK JMHEHHON (QYyHKIMH, 110 JAaHHBIM BTOPOI CTPOKH —- rpaduk
KBaJIpaTHYHOU (DYHKITHH).

e 3amyctute Mactep quarpamMm U BBIOEpHUTE THIT IUATPAMMBI — TpaQuK.

e [loctpoiite rpaduk, cienys ykazanusm Macrepa auarpaMu.

o Illemukom BHe 00sacTu AUarpaMMsl epeaute B pexxuM tadbmunbl. K ucxoaHoi tadiauue no0aBsTe
HOBBII PSI IAHHBIX ISl 3HAYCHAH DYHKINH y=X".

e CpaBHHTE IOCTPOCHHYIO JMarpamMmy ¢ o0pasmom.

8

Ynpasicnenue

Ha npennpustin pabOTHUKY UMEIOT CIIETYIOIIUE OKJIAIbl: HayaiabHUK otaena — 1000 py0., nnxkenep 1 kat. —
860 py06., umxenep — 687 py0., Texuuk — 315 py0., nabopant — 224 py6. [lpennpustie umeer aBa Gpunuana:
B Cpenneii [Tonoce u B yenoBusix Kpaitaero Cesepa. Bee pabotHuku monyyarot HanoaBky 10% oT okiiana 3a
BpEAHBII Xapaktep paboTsl, 25% — oT okJana exxeMecsyHoli npemun. Co Bcex pabOTHHUKOB yaepxuBaioT 20%
MOJOXOIHBIH Haior, 3% — npodcoro3ublil B3HOC U 1% — B neHcnoHHBIN QoHA. PaboTHuKY dunmana,
pacnonoxennoro B Cpenneit [Tonoce, momyyarot 15% paitonHoro koagduuuenta, paboTHUKY puanana,



pacnonoxennoro B paiione Kpaitnero Cesepa, umerot 70% paiionnoro koadduimenta u 50% ceBepHoit
HaZ0aBKHU OT HAYMCIICHUH.

Pacuer 3apaboTHO# TIIaTHI JOMKEH OBITH MPOM3BEACH sl KAXA0ro (uirana B OTASIbHOCTH. Pe3yapTaToM
JIOJKHBI OBITH IBE TaOIUIIBL.

Tpebyemcs:

a) TIPY TIOMOIIIH 3JICKTPOHHOW TaOJIUIBI PACCUUTATH CYMMBI K ITONYYCHHUIO KAXKJIOW KaTeropuu pabOTHUKOB,
0) IOCTPOUTH JBE IUATrPaMMBI, OTPaKAIOIINE OTHOIIEHHE PalOHHOTO Kod(hduIreHTa (pailoHHOH U CeBEpHOM
HaA0aBKH) M 3apILIATHI ISl BCEX COTPYAHUKOB 00OUX (PIITHANIOB.



Tema: Pa3padorka nmpe3eHTanum: MakeTbl 0pOpPMJICHHS U Pa3METKH.
3ammyck mporpaMmsl

Ha nanenu 3anau menkaute kHonky Ilyck.
B oTkpbIBIIEMCST MEHIO IIETKHUTE KOMaH1y Bee nmporpamMmmel.
W3 oTkpeIBIIEro cnmcka mporpamm, menkaute Microsoft PowerPoint.

OTKpOCTCH AUAJIOTOBOC OKHO, B KOTOPOM IIPpEIJIararoTcAa BapI/IaHTI)I HayaJbHBIX JCHUCTBUI
TI0JIB30BATCIIA.

el N

BBI66pI/ITe OIWH U3 PEIKUMOB CO3aHUA HOBOH MMpEe3CHTAlluU WA OTKpOﬁTe yiKe CymeCTByTOIIIHfI.

WnTtepdeiic nporpamMmel

—— IleHTa (UHCTPYMeHTbI) ,
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Pesxxnmbl nporpaMmsl
BEOE9
Mokas Cnan Lo0s

PestaM CORTMPOBLLLIMKS CNald A0E
PEctM CNaH ACE

P CTOYKTY Pkl

1. OObIYHBII peKUM — B JaHHOM PEKUME OTO-
OpakaroTcs TpY O0JIACTU: CTPYKTYPBI, CIaia u 3aMETOK.
OHM NO3BOJIAIOT OTHOBPEMEHHO paboTaTh Ha/l BCEMU
acrmeKTaMH Ipe3eHTalunu. Pasmepsr obnacteir MOKHO

. U3MEHATh, IIEPETACKUBAS UX TPAHULIBL.
CBBIYHEIR EHAM

e O06aacTb CTPYKTYPBI CITYKUT JJisi pabOTHI HAJL
TEKCTOBBIM CO/IEPYKAHUEM H Pa3BEPTHIBAHUS COJCPKUMOTO pe3eHTalun. [103BosIIeT BBOJUTH TEKCT
MPE3eHTAINH!, U3MEHITh YPOBHU U TIOPSJIOK AIEMEHTOB CIIMCKOB, a TAKXKE MOPSIOK CIANIOB.
¢ B O6uacrtu caaiiga otoOpaxaercs MOJHOE COAEpKaHNe OTAEIBHOTO CIaiiia ¢ y4eToM
¢dopmarupoBanus. O0IaCTh O3BOJISIET NO0ABIISATE B CIANA PUCYHKH, ayIMO - U BUAEO(parMeHTsl,
AHUMAalHI0 U T'HIICPCCHIIKH.

e (O0JacTh 3aMeTOK CITY>KUT /IS T0OABIEHUS 3aMETOK JOKIaUNKa WM CBEICHUH [T ayAUTOPHH.

2. Jlns paGoThI co craiiaMu pe3eHTalui MOTYT ObITh TAK)KE HCIIOJb30BaHb! Peskum
cTpYKTYphI 1 Pexxnm ciraiinoB. OcHOBHOE UX oTiindrie 0T OOBIYHOIO pesKUMa COCTOUT B TOM, YTO B
MepBOM ciTydae OOJIbIyH0 YacTh paboyeii obiactu okHa PowerPointsanumaer O6JaacTh CTPYKTYPBI, a
BO BropoM —O6J1acTh caaiiga. 3To okaspiBaeTcs yI00HBIM P paboTe HaJl COOTBETCTBYIOIINM
acrieKTaMH Mpe3eHTallH.

3. B Pexume cTpykTypbI pazmepsl padboueii 301 CTPYKTYPBI ropasio 0oJblie, YeM
obnactu caaiaa 1 3aMeToK.

4. PexuM cCOPTHPOBIIMKA CJAWTOB ITO3BOJIAET IPOCMOTPETH BCE CIIAMIBI TPE3ECHTAIINH, a TAKKE
OpTaHU30BaTh MOPSIOK CIEIOBAHUS CIIAH/I0B.

5. Pexum Iloka3 ciaiiioB Mo3BOJISIET OCYLIECTBIATH NPEIBAPUTEIILHBIN MPOCMOTP CIAiiI0B B TOM BHJIE,
B KOTOPOM OHH OYAYT 0TOOpa)KaThCs B MPOIIECCE IEMOHCTPAITHH.



[Mpumeuanue. [lepexnovyarbes MEXKIY pEKUMAMU MOXKHO TaKXe C IIOMOIIbIO COOTBETCTBYIOIIUX KOMAaH]T
JneHTel Bua.

OObbi4HbIll (1 cniatid) Copmuposujuk cratidoe [lokas cralidos

910 )% Powerpoint20o7 oot s conse] (Ean) il 9= 13 /3 PowerPoint2007 opt ek $
(Ca) @ 9-0 sl e (Og) 1 . j OKHO NporpamMbl

%)
Traenas | Baraexa | Aosin | Aoy | Mokas ¢ | Peuer] —  Tnaewas | Bcraema | Qusaiios | Ansau | Mokas

IeHTa (MHCTPYMEHT) |

3ameTkun
Pexumbl | Macwrab
-

100% [ BNUcaTb B OKHO

Coznanue mycToil npe3eHTanuu

=

Bamyctute PowerPoint.

2. B oTkpbIBIIEMCS IHAIOTOBOM OKHE ycTaHOBUTE (uiaskok Co3AaTh Mpe3eHTAIMIO0, HCIO0JIb3Ys B
MI0JIO’KEHUE MYCTYI0 NMPe3eHTANMIO.

3. TlosBurcs nuanorosoe okHo Co3aaHue ciaiiaa, cojepikaiiee MakeThl CIaNHI0B.

4. llpu co3manum npe3eHTaunu B kareropuu lllenxknure aBToMaKeT: aBTOMaTH4YECKH BBLACICH
MakeT TUTyJBHOrO ciaaiija.

5. Illenxuure kHONIKy OK.

Microsoft PowerPoint asTomaTtinueckn CO34acT MyCTOM TUTYJIBHBIN Cai/.
Pabota ¢ TekcTom
BBog tekcta
1. [lnsa BBoma Texcta B O0saacTh cjaiiia — yCTAHOBHUTE yKasaTellb MBIILU B TEKCTOBOE Tose. TekcToBas
pamKa BBIJIEIUTECS (TIOSABATCS MapKepsl). BenuTe Tekcr.
2. Jlns BBona texcra B O0aacTh CTPYKTYPbI — YCTAaHOBUTE yKa3aTesb MbIK B O0aacTh CTPYKTYpBI U
BBEUTE TEKCT.

Jnst BBoga Tekcra B O01aCTh 3aMeTOK — yCTAHOBHUTE yKa3aTellb MbIIH B O0JIaCTh 3aMeTOK U BBEJIUTE TEKCT.

@OpMaTI/IpOBaHI/Ie TCKCTa



YBENUYUTL/YMEHbLUNTD
pasmep wpudra

ouNCTUTD
¢opmar
A

K| & Y abe & AV~ Aa~| A -

/ Wpy \{
3avepKnBaHue .

M

NHTEepBan

’ BRI

TeHb
oT GykB

Co3panue u GopMaTUPOBAHUE CIIICKOB

NOBbICUTL/MOHU3UTb l

WHTepBan
ypoBeHb

Me CTpOKamMu
CIMUCKU J L pals

NKM \

| KM
ABC ! _
NKM

=
—

Mpeo6pasosaHue TexcTa B pucyHOK SmartArt

» Sauy np B PUCYHOK
* Word
o Exce 1 ANA BU3YanbHOr0 NPeACTaBNeHMA

KOFTOHKM ! @
®

e-e

uHOOpMaLuK,

PucyHku SmartArt MoryT 66iTe NPOCTHIMK
rPAadUUECKMMM CINCKAMN U CXEMAMM
NPOLECCOB MM 60/1ee CIOKHBIMK
AMarpaMMamu BeHHa 1 OPraHM3aLMOHHBIMM
ANArpaMMamm.

BCE CBOWCT

N

J1d co3paHns MapKUPOBAHHOTO CIIHCKA, Ha BKiIaAke I'1aBHast B rpynmne A03an HIEIKHATE

KHOIIKY MapKHpOBaHHBI CIIUCOK .

Jliis u3MeHeHus 00pasiia Mapkepa — IeIKHUTe KoMauay Cnucok. B oTKphIBIIEMCSI THAJIOrOBOM
okHe CNMCOK, BRIICTUTE TOAX0o il Baprmaat No MmapkupoBaHHOTO criucka. JJis n3MeHeHus 11BeTa
MapKepa packpoiTe nanutpy 1uBetoB B nose LBet. Mcnonas3ys CTpeaku 0KOIOTEKCTOBOTO

nojsi Pa3mep, MOXXHO yCTaHOBUTH HOBBIM pa3Mep Mapkepa.

Pa3paGoTka npe3eHTAlINU

Jns Hadana HyHO c(OPMYIHPOBATh TeMy OyAyIel npe3eHTanum, XoTst Obl OpPUEHTHPOBOYHO ONPEIETHTh
KOJIMYECTBO CIIAHIOB U UX cTPYKTYpY. [Ipogymars Bapuant oopmiteHHs CIaiI0B.

IoaroroBum miects ciaiaoB. Ha nepBoM oTrpa3uM Ha3BaHuE Kypca U €ro NPOJO0JDKUTENbHOCTh (TUTYJIBHBIN
JIUCT TPE3EHTallH), HA BTOPOM — I'padMuecKy 0TOOpa3suM CTPYKTYpY Kypca, Ha OCTAIbHBIX — CO/IEpKaHHe
3aHATUH, COOTBETCTBEHHO 110 TEMaM:

Microsoft Word;Microsoft Excel;Microsoft PowerPoint 2007;0pranuzaiust paboTsI ¢ JOKYMEHTAIUEN.
Cosznanvie mpe3eHTanun

Caaiig Ne 1



3anycrute PowerPoint 2007. Ilyck-IIporpammbi-PowerPoint 2007. Iepen Bamu nosiButcst okao PowerPoint
2007.

B rpynme moneit Beioopa Co3aaTth HOBYIO pe3eHTaluIo Beioepute HoBasi mpe3eHTanus.

CrenyronyM IaroM OKakeTcsl MosIBIICHHE OKHA Pa3mMeTka ciiaiiia, Ha KOTOPOM TPENICTABICHBI PA3JINIHbIC
BapHaHTHI pa3MeTKy ciaiioB (puc. 1). Beibepure camslit mepBbiil T — TUTYAbHBIH ciaiia.

=1 Microsoft Office

Copep>xaHue kypca 36 4acos

TUTYABHEIA Chang 3aronosoK 1 3aronosok
06beKT pasaena

Asa obvexTa CpasHeHue TONbKO 33roN0BoK

Mycrou chang O6vexT ¢ PucyHoK €
NOANUCLIO NOANKCBIO

Korna pasmerka BeiOpaHa, 0CTa€TCs BBECTH C KIIaBHATYPBI TEKCT 3ar0JIOBKA U MO3aroyioBka. s atoro
JIOCTATOYHO IICJIKHYTh MBIIIbIO [T0 METKE-3aIIOJHUTEII0 U BBECTH TEKCT, KOTOPBIA aBTOMAaTHYECKH OYyIeT
o¢opMIIeH B COOTBETCTBUHU C YCTAHOBKaMHU BBIOPAHHOTO 1Ia0JIOHA AM3aiiHa.

ITepBriii ciaiin roTos.
Caaiig Ne 2

CaMmplii CIIOXKHBIN 110 M3TOTOBJICHUIO W HACBIEHHBIN ciaiia. K ero moaroroBke Mbl MPUCTYIIUM B CaMyIO
MOCIIEAHIO0 o4epenb. Cpa3y ke mocie pa3pad0TKU MePBOTO claiiia, IPUCTYITUM K TPEThEMY.

Caaiig Ne 3
Jy1st Toro 4TOOBI BCTABUThH HOBBIN CJTali[l, BRIIOJHUTE KoMaHay Bkiaaky I'maBHas — Co3naTh

caaiin... [losensercs yxe 3Hakomoe okHo Co3aaTh cjaiia. Beioepute pazMeTKy cnaiina 3aroioBoK 1 TEKCT B
JIB€ KOJIOHKHU.

. H_IGJ'I‘{OK MBIIIIH 10 METKE-3aII0IHHUTEIIIO 3ar0JIOBKA ITO3BOJISICT BBECTH HOBBIM 3ar0JI0BOK.
L U_ICJI‘IOK MBIIIIN B METKE-3aIOJIHUTEIC JIEBOM KOJIOHKH JAaeT BO3MOXXHOCTh BBOJIUTH TEKCT.



e [lepexon k HOBOMY a03ally BHYTPH KOJIOHKH OCYIIECTBISCTCS Mpu moMmonin kiasuiu (Enter).

e [lepen BaMu 3HAKOMBIM 11O TEKCTOBOMY PEIaKTOPY MapKUPOBaHHBIN ciucok. Pazmep, 1iBeT U BUA
MapKepa ONpeIeII0TCS mapaMeTpaMy BRIOPAHHOTO MIa0JIoHa Tu3aiHa.

o Korna nepBast KoJloHKa Oy/IEeT 3aloJIHEHa TEKCTOM, IIENKHUTE 110 METKe-3allOJTHUTENI0 BTOPOH

KOJIOHKH.
‘ Microsoft Word
= QopMaTHpOBaHue = dopMaTupoBaHue
abszaues HYMepOBaHHbIX
= [lpuMeHeHue K MapKUPOBaHHbIX
ab3ayam oTcTynos u cnuckos
MHTEpPBanos =« QopMaTupoBaHue
« COpTHpOBKa Tabnmy
ab3aues = [IpuMeHeHune
Tabnuy K
cdopMaTHPOBAHMIO
JIOKYMEHTOB
Caaiig Ne 4

PazpabaTbIBaeTcst TOUHO TaK ke, Kak MpeAbLTyIIHiA criaiin. BeimoaauTe 5Ty paboTy caMOCTOATENBHO:

e BCTaBbLTC HOBBLIM ClIali;

e  BEIOEPHUTE COOTBETCTBYIOIIYIO Pa3METKY;

e  BBCIUTE TEKCT;

e 110 HEOOXOAMMOCTH pacroyaraiiTe TEeKCT B HECKOJIBKO CTPOK;
e  PaBHOMEPHO pacHpeleIUTe TEKCT IO KOJIOHKAM;

e B Ciydae HEOOXOAUMOCTH NEPEMECTUTE METKU-3AII0THATEIIH;
e BBIOCpHUTE BHIPAaBHUBAHUE TEKCTA [0 CBOEMY YCMOTPEHHIO.

i Microsoft Excel

= BblpaBHuBaHue = QopmaTbl uncen
AdHHBIX B AYeHKe = CopTHpOBKa AaHHbIX
= 3anonHeHne aueek . 3anonHeHue
npn NnoMoLu Tabnuupl B pexume
Mapkepa ¢opmbl
3anNONHEHUA M -
acre HKLMH
nporpeccum = P (yHky
« OpraHusayus

s« OTHOCHTENbHbIE U

aboTbl ¢ nUCcTamMm
abcontoTHble CCbINKK P

pabouei KHuru

Caaiig Ne 5

OCHOBHBIM OTJIMYHEM OT IBYX MPEABIIYIINX CIAWIOB SBISETCS TO, 4TO B okKHE Co3AaTh cjaiil HyXHO
BEIOpaTh pa3METKy 3aroJIOBOK M TEKCT.



OnHako B 3TOM BapHaHTe MPUMEHEH HepapXu4ecKuil (MM MHOTOYPOBHEBBIH) CIIMCOK (Z1Ba YpOBHS a03a1eB —
pas3in4Hble MapKepbl U OTCTYIIB).

i
1"
n¥
"l

[y TOoro uToOB!I "MOHU3UTE" WK "MOBBICUTE" YpOBEHB a03ala MpUMEHUTE KHOMKH i TaHeN!
WHCTPYMEHTOB. MOkeTe cHauana HabpaTh BeCh TEKCT B OAMH YPOBEHb (OOBIYHBIH MAPKUPOBAHHBIN CIIUCOK), a
3aTeM BBIIENUTh a03albl CIEIYIOLIETO YPOBHS M HA’KaTh COOTBETCTBYIOIIYIO KHOIIKY IAHEIN HHCTPYMEHTOB.
Mapxkep aBTOMaTH4YeCKH OyeT U3MEHEH IIpHU IepeBoe ab3ala Ha HOBBIH YPOBEHb.

Paboras ¢ MapKHPOBaHHBIMU CIITMCKaMH, 6y,I[I>Te 0COOCHHO BHUMATEIIbHBI IIpU BBIACJICHHUH 3JIEMCHTOB CIIMCKA.
OT 3TOro BO MHOI'OM 3aBHCHUT U pe3yIbTaT.

Tak Kak B 3aBUCHMOCTH OT JJIMHBI CTPOK BBOJMMOTO TEKCTA y BaC €CTh BEPOATHOCTH MOMYUUTh KaK "TIHPOKHii",
Tak U "y3KHii" CIIUCOK, MOCIIe Habopa MOXKET BOSHUKHYTh HEOOXOIUMOCTh TIEPEMECTHTD CITUCOK LICITHKOM,
YTOOBI 3PUTETHHO OH PACIIONATAJICS 110 IICHTPY ClIaiza.

i Microsoft Power Point

= Co3paHue npeseHTaunn

« MpumMeHeHne wabnoHa ausaiiHa

« ®opMaTuposanme wpndra

« PucoBaHue u BcTaBka rpagmkm

« BbibOp uBeTa, THNA NUHKIT 1 3aNUBKa
» HacTpoiika aHumMauum

» [JeMOHCTPaUMs NpeseHTauum

Caaiig Ne6

BrinosiHsieTCS TOUHO TaK K€, KaK U OpeIbI YN ClIaif.

Opeanuszayus padoomoi ¢

‘ QOKyMeHmayuei

« LLlabnowsl
« Micnonb3oBaHue roToBbIX
= Co3paHne coGCTBEHHbIX

= Microsoft Office Binder

Caaiig Ne 2

Tenepb mpUCTYIHM K pa3paboTKe BTOPOTO Cialijia — CaMOTo CJI0XKHOTO IO BBITOTHEHUIO 1 caMOTo 3(h(EKTHOTO.



e Tak Kak 5TOT claiii Hy’KHO BCTaBUTb MOCJE MEPBOr0, 3HAYUT, CICAYET NEPEUTH K IEPBOMY CIANTY.
[lepememenre Mex Iy claaiiiaMu OCYIIECTBISETCS IPH IIOMOIIM KHOTIOK (CTPENIKH), PACTIOI0KESHHBIX
Ha BEPTHUKAJILHOMH MoJioce MpoKpyTKH win kinasuim PageUp, PageDown.

o Korna na 3kpane mosBUTCS IEPBBIN caiii, BeIONIHUTE KoMaHy Bkiaaky [imaBuasi — Co3narth caaiin.

e Bribepure pazmeTrky TosibKko 3arosoBoK.

e Baenute TEKCT 3arojl0BKaA.

o Jlanee opopmuTe 3aroJ0BKU pazaesioB Kypca, pa3MelleHHbIe B paMKax. {7 aToro motpedyercst
BOCIIOJIB30BaThCs BKiIagkoiiBeraBka — Texker — Haanuch

' Cmpykmypa Kypca

Oprarmnagst padore: ¢
AOKYMeHTALTIN

Word P ———— \
] N I S Jananig
/ = 3336
/ \ —— .
f T \\
‘
Excel —
Jamama —_—
1-12 Power Point
P’
N
Jamamis \

13-28 :
IaTig

29.32

1. UlenkauTe TpaHUILy HATUCH WIH (PUTYPBI, KOTOPYIO TPEOYETCS H3MEHHTb.

Ecnu tpeGyercst n3MeHHUTh cpa3y HECKOJIBKO HaAmucel nin Guryp, MeaKHUTE IEePBYI0 HaAIUCh WU QUrypy,
Haxxmute knasumry SHIFT u, yaepskuBas ee, HENKHUTE TOOYEPETHO OCTATBHBIE HAAMUCH WIH (GUTYPHI.

2. Hamnanenu CpeacrBa pucoBanus Ha Bkiagke @opmat B rpynne Ctuiau Guryp HaxMuTe
kHONIKY KoHTYp durypsl.
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3. BbINOIHKUTE OJTHO MITH HECKOJIBKO CIEAYIONINX JCUCTBUH.

e YroObl U3MEHUTH IBET IPAHUIIBI HAJMUCH WK (PUTYPBI, BEIOCPUTE HYKHBIN I[BET.
UTo0b! YyCTAaHOBUTH I[BET, HE BXOASIIUHI B IIBETA TEMbI, BBIOCpUTE MyHKT J[pyrue npeTa KOHTYpa u 3aTeM
BEIOEPUTE HY>KHBIN [IBET HA BKIaAKe OOBIYHBIE WIH CO3/IaliTe COOCTBEHHBIH I[BET HA BKIIagKe CneKTp.

Ilonp30BaTenbCckue OBE€TA U IBE€TA BKJIaJKKU OOBIYHBIE HE OOHOBIISIOTCS Ipu UBMCHCHUU TCMbI JOKYMCHTA.

e  UroObl H3MEHHUTH TOJIMHY I'PAaHULIBL, BBIACTUTE MYHKT TOMIMHA 1 BEIOEPUTE HYKHYIO TOJIINHY
JTUHUH.

UrtoOBbI OonpesieuTh HECTAHAAPTHYIO TOJIIIUHY JIMHUY, BbIOepuTe /Ipyrue JUHMM U 331aiiTe TpeOyemble
rapaMeTpel.

e  YroOBI I3MEHNUTH CTUJIb TPAHUIIEL, BbIenuTe TyHKT LLITpUXK 1 BeIOEpHUTE HYKHBIA CTHIIb TPAHHIIBI.
Uto0bI CO31aTh COOCTBEHHBIH CTHIIb, BoIOCpUTE JIpyrue JUHUHU U 3ajaiTe TpeOyeMbIe apaMeTphI.

Coset. B Office PowerPoint 2007 rpanuiry MOXHO Takke M3MEHHUTH Ha BKiIaake I'1aBHasi, HAKaB B
rpynne PucoBanne kHonky Kontyp ¢urypsr.
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Jlanee Bocmosb3yeMcs rpaM4eCKUMH BOBMOKHOCTSIMU O(OPMIICHHS TEKCTa. 3arojoBOK IEPBOTO pasjeia
TOTOB.

Tpu octaBmmxcst opopMIIEHBI TAaKUM ke 00pa3oM. Y moOHee BCero pacTUpaKUPOBaTh UMEIOIUICS
(mepemMecTHTh MBIIIBIO ¢ HAXKaTo# KiaBuied Ctrl, 3aTeM B HOBBIN 3ar0JIOBOK yCTAaHOBHUTH TEKCTOBBIN Kypcop H
n3meHuTh TekcT WORD Ha EXCEL u T.1. Takum 00pa3oM, 3a KOPOTKHI MPOMEKYTOK BpEMEHU MOKHO
MTOATOTOBUTH 3ar0JIOBKHU BCeX pa3zeioB. llepedeHs 3aHATHII TOATOTOBJIECH C MPUMEHEHHEM TeX )K€ ITPHEMOB,
TOJIBKO BEIOpaHo Oosee mpoctoe ohopMieHne (OTCYTCTBYET 3aIMBKa, BRIOPAH TOIBKO I[BET JIMHUH).
Brimonnute camoctostenbHo. i Toro 4To0bl TEKCT BHYTPH PaMKH paciiofiaraics B IB€ CTPOKH, HabupanTe
ero B JiBa ab3ama (Imocje nepBoil CTPOKH BOCTIONB3ylTech Kiasuiiei Enter) unu B aBe ctpoku (Shift+Enter).

e Pa3mecTuTe Ha MOBEPXHOCTH CJIaii/ia BCE DIIEMEHTHI TAKHUM 00pa30M, 4TOOBI X MOKHO OBLIO
COeTMHUTH JTMHUAMU. Jlanee TpeOyeTcs HapucoBaTh COeNMHSAIONINE THHUH. Ha cxeme mpeacTaBieHsl
JIMHUH JIBYX THIIOB: CO CTPEJIKOH (COSTUHSIOT 3ar0JIOBOK pasjelia ¢ MepevHeM 3aHATHH ) U
OTpaHUYEHHBIH C IByX CTOPOH Kpyramu (COEANHSIOT 3ar0JIOBKU pa3zesioB).

e Jlns HauepTaHUs JIMHUHU BHIOEpUTE HHCTPYMEHT JIMHUSA, IPOBEANTE IMHUIO OT OJTHOW PaMKH K JIPYTOH,

—
—
—

3aTeM AJIS BBIICIICHHON JTMHUN YCTAaHOBUTE IIBET U BUJ cTpenku. HapucoBaHHYIO TMHHIO MOKHO
nepeMeniaTh, "CXBaTHBR" MBIIIBIO 32 BHYTPSHHIOO 00J1acTh. Eciu ke yka3areib MBI MOABECTU K
Kparo JTUHUH, opMma yKazaTess U3MEHHUTCS. B 3ToOM ciydae TMHHUIO MOYKHO PaCTSTHBAThH MU
COKpallaTh, MOKHO U3MEHSATh €€ HAKJIOH.

e [IposncraiiTe Bce UMEIOLIUECS CIANIBIL.

o CoxpaHuTe Mpe3eHTAIHIO B TIanke cBoel rpymmsl nog uMeHem: PP_HWBanos. K atromy daiiny mMbl
BEPHEMCSI Ha CIIEAYIOLIEM 3aHITHH.

Bapuanrsbl 3aganuii
BapuanTt Ne 1

Co3natb npe3enranuio KoMmneioTepHbie Urphl U uX kiaccudukanus. [lpumennTs HoBoe odopmieHHE,
IBETOBYIO CXeMy U (DOH IS KaXKJIOTO Cllaia.

Bapuant Ne 2

Co3nath rOpOCKOII ISl BCeX 3HAKOB 30/IMaKa Ha CIIEIYIONIYIO Henelto. JIJisi KaI0ro ciaiaa MpUMEHHTh HOBOES
o(hopmIIeHHE, IIBETOBYIO CXeMy H ()OH.

Bapuant Ne 3

[pencraBuTh Kpatkyro Ouorpaduro, Kakoii - mido n3BecTHo# muuHOcTH XX crojerus. [I[puMeHHuTs HOBOE
oopmiteHHe, IBETOBYIO cXeMy U (DOH ISl KaKIOT0 ciaija.

Bapuant Ne 4

Hamnmcats nmporpammy Tenenepesnad 1 GHUIBMOB C aHOHCAMH Ha CIEAYIONIYI0 Hezemo. [l KaxIoro ciaiia
MPUMEHHUTH HOBOE 0(hOpMIIEHHE, IIBETOBYIO CXeMY H (OH.

Bapuant Ne 5

CocTtaBuTh CBOW paclopaaoK JHA, Hcronb3ysa Bo3MoxkHocTu ClipGallery, [IpumennTs HOBOE odopmiieHHE,
I[BETOBYIO CXeMY M ()OH IS KaXKJIOTO CiIaia.



Tema: /loGaBieHue pucyHKOB M 3)(peKTOB AHMMAIUM B NPe3eHTANMIO, AyHO- U BHIe0(PPATrMEeHTOB.

Lenp paboThl: HAYYHTHCS pa3MeInaTh rpaguueckue 0ObEKTHl Ha Ciiaiife; GOpMUPOBAaHHE HABBIKOB
WCTIOJTb30BaHMS aHUMAI|H TIPH ITOKa3¢ CIAaiI0B; U3yYUTh BO3MOKHOCTH HACTPOWKH aHUMAIIHU TEKCTa,
rpadpuuecKux 0OBEKTOB U MEPEX0I0B claiimoB cpeacTBamu Microsoft Power Point 2007.

[Topsimox paGoTEH:

1. U3yuuts BoamoxxaocTH PowerPoint 2007 mmo HacTpoiike aHIMaIUU TEKCTa.
2. MH3zyuuth Bo3MoxHOCTH PowerPoint 2007 mo HacTpolike aHUMAaIuu rpapuKy.
3. M3yuuth Bo3amoxkHOCTH PowerPoint 2007 mo HacTpolike aHUMAIIMHU TIEPEXOI0B CIANIOB.

OcHoBHBIE TPAaBUJIA Pa3padoTKU U CO3TAHUSA NMpPe3eHTANNA

IIpaBuia mpudrToBoro opopmiieHus:

=

IpudThI ¢ 3aceYKaMu YUTAOTCS JIETYe, YeM IPOTECKH (IIpU(THI O€3 3aceueKk);

JI71st OCHOBHOT'O TEKCTa HE PEKOMEH/IyeTCsI HCIIOIb30BaTh MPOMKMCHBIC OYKBHI;

3. IlIpudToBoii KOHTPACT MOXKHO CO37aTh TOCPEACTBOM: pa3Mepa mpudTa, TOMIUHBI MpUQTa,
HauepTaHus, GOPMBI, HAPaBJICHHS U IIBETA.

N

IIpaBuia BLIOOpa LBETOBOM raMMbl

L{BeToBast ramMmma JIOJIKHA COCTOSTh HE 00JIee YeM U3 JBYX-TPEX I[BETOB.
CyIecTByIOT HE coYeTaeMble KOMOMHAIINH IIBETOB.

UepHBIii 1IBET IMEET HETATHUBHBIN (MPAYHBIN) IOJTEKCT.

Benblii TekcT Ha YepHOM (DOHE YMTACTCS TUIOXO (MHBEPCHUS TUIOXO YUTACTCS).

el N =

IIpaBuaa o0uieii KOMNIO3MUMHU

e Ha monoce He JOMKHO OBITH OOJIBIIIE CEMH 3HAYNMBIX O0BEKTOB, TAK KaK YEIIOBEK HE B COCTOSTHUI
3allOMHUTH 33 OJJMH pa3 0ojiee CeMU MyHKTOB YeT0-ITHOO.

e Jlorotun Ha moJIoce JOJDKEH pacrojaraThCs cripaBa BHH3Y (clieBa HaBepXy U T. 1I.).

e Jlororum nomKeH OBITH MIPOCTOM W TAKOHUYHOH (HOPMEL.

e JluzaiiH NOJHKEH OBITh MPOCTHIM, @ TEKCT — KOPOTKUM.

e M300pakeHus JOMAITHUX KUBOTHBIX, IETEH, )KEHIIUH | T.J. SBISIFOTCS ITOJIOKUTEIBHBIMI 00pa3zaMu.

e KpymHbie 00BEKTHI B cOCTaBe JIF000M KOMITO3UIIMHA CMOTPSATCS JJOBOJIHHO HEBAXKHO. APITUHHBIE OYKBHI B
3aroJIoBKaxX, KHOIKY HaBUTAIUU BEICOTON B 40 MUKCeNeH, BEPCTKA B OJIHY KOJIOHKY mUpUHOM B 600
TOYEK, pa3IeIUTENb OAHOIO LIBETA, PACTSIHYTHII HAa BECh 3KPAH — BCE 3TO MPUAAET AU3ANHY
HenpoeCCUOHANBHEIHN BH/I.

Enunoe ctuneroe odhopmiteHue

e  CTWJIb MOXET BKJIIOUYATh: ONPEAeSICHHbIN MPHUQT (TapHUTYpa U LBET), IBET GoHa MK POHOBBIH
PHCYHOK, IeKOPATUBHBIN 37IEMEHT HEOOJIBIIIOT0 pa3Mepa 1 JIp.;

e HE PEeKOMEHIYETCs UCIIOJIb30BaTh B CTUIEBOM O(QOPMIIEHUH ITpe3eHTanru Oosee 3 nBeToB u Oonee 3
TUNOB WpHPTa;

e odopmiieHne caiiia He JOIDKHO OTBJIEKAaTh BHUMAHME CITyIIATeNIeil OT ero coep KaTeIbHON JacTy;

e BCE CJIAHIBI IPE3EHTALNH JOKHBI ObITh BBIZIEP)KaHbI B OTHOM CTHJIC;

Conep:kaHue H pacnoJio:keHue HHPOPMAIMOHHBIX 0JI0KOB Ha cJiaiine

e uH(OPMANMOHHBIX OJIOKOB HE JOIDKHO OBITH CIUIIKOM MHOTO (3—6);

*  PEKOMEHAYEMBIH pa3Mep 0JHOro HH)OPMAIMOHHOTO OJI0Ka — He Oosiee 1/2 pa3mepa ciaiiaa;

e  KeJaTeNIbHO MPHUCYTCTBUE Ha CTPaHUIIEC OJIOKOB C Pa3HOTHITHON MH(GOpMaIueH (TekcT, rpadukmy,
JUarpaMMebl, TaOJUIIBL, PUCYHKH ), JOMOIHSIONIEH APYT APYTa;

e  KIJIIOYEBBIE CJIOBA B MHPOPMALMOHHOM OJO0KE HEOOXOAMMO BBIJICIINTD;

e uH(pOpMALMOHHBIE OJIOKH JIyYIlle pacroiarath TOPU30HTAIBLHO, CBA3aHHBIE 110 CMBICITY OJIOKH — ClieBa
HaIpaBo;



N =

Han0OoJee BaXXHYI0 HH(GOPMAIIUIO CIIEAYET IOMECTUTD B IICHTP Claiina;

JIOTHYIKA TIPEIbsBICHUS HHQOpMAIIUY Ha CllaiiiaX U B IPE3CHTAINH JIOJDKHA COOTBETCTBOBATH JIOTHKE €€
W3JI0KEHUS;

MMOMHMMO TMPaBUIBHOTO PACIIONIOKEHHUS TEKCTOBBIX OJIOKOB, HY)KHO HE 3a0bIBaTh U 00 MX COJCPKAHUH —

TekcTe. B HeM HU B KoeM ciiydyae He JJOJDKHO cofiepikaThes opdorpaprueckix ommook. Takxke cieayeT
YYHATHIBATH O0IIHE MpaBmiia 0pOPMIICHHUS TEKCTA.

[lenkHUTE TEKCT WK OOBEKT, VI KOTOPOTO HYKHO CO3/1aTh aHUMALUIO.

Ha Bxnaake AHMManms B rpynne AHMMANus HaxMuTe KHonKy HacTpolika anumanmu.

B oGmactu 3agau Hacrpoiika anumanum HaxxMuTe KHONKY J{o0aBUTB 3 (peKT 1 3aTeM BHINOTHUTE
OJTHO MJIM HECKOJIBKO CIIEAYIOINUX ACHCTBUN.

Uto05! TeKCT mwin 00BeKT NosBUIICS ¢ 3 (dhekToM, BeibepuTe komaHay Bxon, a 3aTeM HyKHBIH 3 (DeKT.
Uto0bl 1006aBUTH 3P eKT (HampuMep BpaIlleHHE) K OTOOpakaeMOMY Ha ClIaliie TEKCTY WK OOBEKTY,
BBIOCpUTE KOMaH1y Bolnesienne, a 3aTeM HyXHBIH 3D (EKT.

Uto6s1 106aBUTH AP EKT yaaleHus TeKcTa Wi 00BbeKTa co cllaiia B 3aJJaHHBIIl MOMEHT, BEIOEpHTE
KoMaHay BeIxof, a 3aTeM HyXHBIH 3P QeKT.

Uro0bl 106aBUTH G DEKT, IepeMelieHns: 00beKTa B Ipejeiax claiia mo onpeieneHHoMy MapiipyTy,
BEIOEpUTE KoMaHay IlyTu nmepemenenusi, a 3aTeM HYKHBIH 3 (DeKT.

[ Ytobbl 3a1aTh, KakuM 00pa3oM 3(h(HeKT NPUMEHSETCs K TEKCTY WM O0BEKTY, IIEJKHUTE MPaBoil KHOMKOH
MBILIN HacTpanBaeMblil 3¢ ekt anumanun B cnucke Hacrpoiika anumanmu, 3atemM Beioepure
komanny Ilapamerpsl 3¢p¢exToB.

(] BBINOJHUTE OJHO U3 CICAYIOIIMX ACHCTBUIL.

Uto0bl 331aTh TTapaMeTphI TSl TEKCTa, BIOepUTe Ha BKIaaKax J¢dexT, Bpemsa n Anumanus

TeKCTa MapaMeTpsl, KOTOpble HY>KHO UCIIOJIB30BaTh JUIsl aHUMAIH TEKCTa.

UrtoOsI 3a1aTh mapaMeTpsl AJ1s1 TEKCTa, BEIOepuTe Ha BKiIaakax Jpgext u Bpems: napameTpsl, KOTOpbIE
HYXHO HCIIOJIb30BAaTh ISl aHUMAIUH 00BEKTa.

IIpumeuanne. DddexTrl nosBsarcs B cnricke HacTpoiika anumanuu B mopsaxe ux 1o0aBlIeHHs, a 3ByKa C
MOMOIIbIO BKJIaIKku «BcTaBkay.

N =

3amanue pexxuma MosSBICHUS 00BEKTOB Ha claiiie

[Mocne Toro xak Bel ycTaHOBHIN MOPSAOK aHUMAIMK O0BEKTOB, B crincke Ilopsiiok anumanuu:
BBLJICTTUTE TIEPBBIN DJIEMEHT.

YcraHoBHTE MepeKIrouaTeNl- AHMMAIHUS B [TOJIOXKCHAE ABTOMATHYECKH, Yepe3 U B M0JIe BpEMEHU
ycta"osute 3HaueHue 1 (1 cexynma).

YcTaHOBUTE aBTOMATHUECKUH PEXKUM U BPeMsI TTOSBICHUS JIJISl OCTAIBHBIX 00BEKTOB, PACITOIOKEHHBIX
Ha JIaHHOM CJIaiJe.

[enxuute xHOTIKY OK.

Pabota ¢ pucynkamu. BeraBka prucyHka u3 aiina

Ha Bxiiasike BecraBka B rpynne WiIIOCTPalUMU IIEJIKHUTE KoMaHay Pucynok, 3atem menkaure U3
(daiina.

B oTkpsiBIIEMCA THanoroBoM okHe /{00aBMThH PHCYHOK B pacKphIBaIOLIEMC

cnucke Ianmka: BeIOEpHUTE TUCK, a 3aTEM TAIKYy, COJIEPKAILYIO (ai ¢ HEOOXOAUMBIM PUCYHKOM.
Brigenute HyxHbIi aiin. [lenxauTe KHONKY BeTaBUTH.

BcraBka nzobpaxenuii u3 Clip Gallery

Ha Bxiianike BeraBka B rpynne WiJIIOCTPAUMU [IEJIKHUTE KHONKY Komi.

B oTkpeiBIIEMCs quanoroBoM okHe BeTraBka KapTHHKH BRIOEpUTE HEOOXOIUMYIO KaTETOPHIO.
BrigenuTe BRIOpaHHBIN pUCYHOK. V3 BCIUTBIBAIONICH TAHEITN KHOTIOK BhIOEpUTEe BeTaBUTH KNI
[IporpamMma 106aBUT PUCYHOK B JOKYMEHT.

3akpoiiTe okHO BeTaBka pucyHKa.



1.
2.
3.

Tema: AHuManus 00bekToB. Co31aHNe aBTOMATHYECKOM Npe3eHTaluu

Brinenute TeKCT MM 00bEKT, K KOTOPOMY HY>KHO JOOaBUTh aHUMAIIHIO.
OTkpoiiTe BKIaAKY AHUMAIUM U BeIOepuTe 3¢ ekt annmanuu.

Haxxmute knonky IlapameTpbl 3¢pdekTOB U BEIOCPHUTE HYKHBIH BapHAHT.

Ynpasiaenne anumanuen u d3¢gpexTamMmu

1.
2.

5.
6.

AHUMAIMIO MOXHO 3aITyCKaTh HECKOJILKUMHU CIIOCO0aMu:

Uto0b! HAaCTPOUTH 3amyck A (deKTa aHMMAaIUK TI0 IETYKY Ha ciaiine, Beioepute [lo meruky.
Uto0b! 3pPeKT aHMMAIUK 3aITyCKaICs OJHOBPEMEHHO ¢ TpeaplayniumM dddekrom, Beioepute C
NpeabTYUIUM.

Uto06b! aHMMAINS BOCTIPOU3BOAMIIACEH Cpa3y mocie npeasiaymero dddekra, Beioepute Ilocae
NpeAbLIYIIEro.

C nomonipro monst J[IuTeJbHOCTh MOXKHO clieNaTh SPQPEeKT Oonee NTMHHBIM HITH KOPOTKHM.

B monre 3apep:xka BBenuTe 3a1€pKKyY Hepe 3armyckoM dddekra.

JobGaBJieHue 10M0JTHUTEIBHBIX 3(PPEeKTOB K AHUMALMHU

1.
2.

Brinenure 00bEKT WIM TEKCT C aHUMAIHEH.

Haxwmure kHOIKY /100aBMTH aHMMAIHIO ¥ BEIOEPUTE HEOOXOAMMEII BapHUaHT.

H3meHeHue MoOpsAKa BOCIPOU3BeIeHUSI aHUMAIMHT

1.
2.
3.
4.

Bri6epute Mapkep aHUMAIHH.
Br16epute HyXHBIN BapHaHT:
IMepemecTuTh HA3a1, YTOOBI AHUMAIIWS BHIBOJIWIIACH PAHBIIIE B TIOCIIEI0BATEIHHOCTH.

HepeMeCTI/ITb BIIEpPET, YTOOBI aHUMalls BBIBOAWJIACH ITO3KE B ITOCJICA0OBATCIBHOCTH.

Jlo0aBieHue aHUMAIMHU K CTPYNIHPOBAHHBIM 00bEeKTaM

1.

2
3.
4

Br1 MokeTe 100aBUTh aHUMAIIMIO K CTPYIITUPOBAHHBIM 00BbEKTaM, B TOM YHUCIIE TEKCTY.
VY nepxuBast Haxartoi knasuiry CTRL, BeigenuTe Hy)KHbIE OOBEKTHI.
Bribepure ®@opmat > I'pynnupoBath > ['pynnupoBaTh, 4TOOBI CIPYIIIUPOBATH OOBEKTHI.

Otkpoiite BKIAAKY AHUMAIUSA 1 BEIOepuTe dPPEKT aHNMAIUH.



Tema: Co3ganme YupaBjaslOIIUX KHOIOK. Coxpaﬂeﬂne U MMOJAITOTOBKA MPE3€HTAIlUU K J€EMOHCTPAIIUH

HCJ'II: pa6OTI:II Y3HATb HA3HAYCHUC YIIPABIIAIONINX KHOIIOK; KaKHUC ONCPAllN OCYIICCTBIIAIOTCA C UX IMOMOIIBIO;
HAaY4YUTBHCS CO3aBaTh 3aJIMBKY (I)OHa C IOMOIIBIO TEKCTYP, HAYUUTHCA OIITUMHU3UPOBATH I/I306pa}KeHI/IH.

[Topsimox paGoTEH:

1. OcBouTs Olepanuy Mo CO3/IaHUI0 YIPABISIFOIIUX KHOIOK;
2. OcBowuTh omepanuu 100aBJICHUS Ha claii poHa, TeKCTa, PUCYHKOB (M300paskeHVs), KHOIIKH U
Mepexo cranaa;

1. Hay‘II/ITI)CSI CcOo3aaBaTh 3aMCTKH K cnaﬁny;
2. HaCTpaI/IBaTI) BpEM:I I1OKa3a MpC3CHTAlUU;

1. HayuuTbcs HacTpauBaTh PEKHUMBI IEMOHCTPAIIUN TIPE3CHTAIIUH.
TeopeTuueckue cBEACHUS
Ynpasasomue KHONKH

B nporpamMmy PowerPoint BkIIroueHbI TOTOBBIE YIPABIISIONINE KHOIIKY, KOTOPBIE MOKHO 100aBUTH B
MPE3CHTAIINIO U JUIT KOTOPBIX MOYKHO OMPEACTHTh TUIICPCCHUTKU. Y MPABJISIFONINE KHOMKH COZCPIKAT (GUTYPBI,
TaKHe KaK CTPEJIKH BIPABO U BJIEBO. MIX HCMONB3YIOT KaK IOHATHBIC BCEM CUMBOJIBI JUIS TIepexo/ia K
CIIeIyIoIeMY, IPEIbIIYIIeMY, IEPBOMY | MocieaHeMy ciaiiny. B Microsoft PowerPoint Takxe comepxkarcs
KHOTIKH JIJIs1 BOCIIPOM3BE/ICHUS BUICOPOJIMKOB U 3BYKO3aMUCei. YIPaBIAIONINE KHOTIKH YacTO UCTIONIB3YIOTCS B
MPE3CHTalUAX C aBTOMATHYECKON AEMOHCTpalueit

JlobaBieHre yIpaBIIsONICH KHOIKH

1. Ha Bkmagke BeraBka B rpynne MiuiiocTpanuu meNIKHATE CTPEJIKY HA KHONIKE PUTYypBbl, a 3aTeM

Ha)XMUTE KHOIKY JIOMOJHHTEIbHbIE MapAMETPhI

B rpynne Ynpasasironue KHONKHU BEIOEPHUTE KHOTIKY, KOTOPYIO TpeOyeTcs 100aBUTh.
[enKHUTE MECTO Ha Cliai/ie ¥ MepeTaluTe Ty1a QUrypy sk KHOIIKH.

4. B mmanoroBom okHe HacTpoiika qeficTBHS BBITOJHUTE OJTHO U3 CIEIYIONINX TEHCTBHIMA.

RN

e Jlns BeIOOpA MTOBECHUS YIIPABIISIONIEH KHOIIKH TIPH IIETYKE MBIITH TIepernTe Ha BKIaaKy I1o
LIEeJYKY MBIIIH.

e Jlns BeIOOpA MTOBECHUS YIIPABIISIONIEH KHOIIKY MIPH HABEJICHUH YKa3aTeJIsl MBIIIH MIepEHanuTe Ha
BkIaaKy Ilo HaBegeHUM yKka3zaTeasi MbILIN.

UYrtoObl BEIOpATh JeiiCTBUE, BHITOIHIEMOE MPH MIEITYKE MBIIIBIO YIIPABISIONIEH KHOIIKY HIIH MTPY HaBEJCHUU
yKa3aTess MBIIIX Ha Hee, BBIITOJHUTE OHO U3 CIEAYIOIINX JASHCTBHI.

e Ecnu HEUero He JOMHKHO MPOUCXOIUTH, BeIOepuTe komanty Her.
e Uro0bI co3maTh FUNEPCCHUIKY, BoIOepUTe KoMaHLy ['unepcecebliika Ha 1 BeIOEpUTE OOBEKT HA3HAUCHHUS.
e YroO0BI 3aIyCTUTh MPHUIIOKEHHE, BEIOEpHTE KOMaHTy 3anmyCK MPUJIOKeHHUsl, HAKMUTe KHOTIKY O030p 1
BbIOEpHUTE IPUIOKEHUE, KOTOPOE TPeOyeTcs 3aIyCTUTb.
Hactpoiika u noka3s mpe3eHranun

[Tocne Toro Kak cinaiapl CO3/1aHbl, UX HY>KHO ITOATOTOBUTH K JEMOHCTpaluu. /{11 ycTaHOBOK IOKa3a CleayeT
ncronb3oBaTh BiIaakyllokas ciaiiios.

[lepemerenne cnaiijoB B pesKkUMe COPTHPOBIIUKA c1aiiioB [1omHOIKpaHHBIN pekuM
[TomHO3KpaHHBIN PEXUM YCTAHOBIIEH IO YMOJIYAHUIO B HACTPOMKAX MMOKa3a CIaWI0B, HO €CIH HY>KHO U3MEHUTh

HACTPOMKH (100 MPUXOANUTCS TOIH30BATHCA TY)KIMH HACTPOMKAMH, B KOTOPBIX N3MEHEH PEXHIM IT0Ka3a), TO
M3MEHEHUS] MOXXHO BHECTH CJICIYIOIIUM 00pa3oM.
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[epeiinute Ha Briaaky Iloka3s caaiinos u Beioepute Hacrpoiika P Hacrpoiika

aeMoHcTpanuu. OTKPOETCS OKHO HACTPOUKH MPE3CHTAIIHH.

VYcranoBute nepexmouarens [lokas ciaiiioB B MoioKeHNE YNPABJIsIeMblil JOKJIATUMKOM (IOJIHbII
JKpaH).

OKOHHBIN pexXUM
Ha Bxnagke Iloka3 caaiinos Boioepute Hactpoiika P> Hacrpoiika 1eMoHCTpanum.
[Iepexmouatens Iloka3s cjaii0B yCTaHOBUTE B IIOJIOXKECHHE YIIPaBJIsieMblid II0JIb30BaTe1eM (0KHO).

Mo’KHO TaK)Ke€ BKIIOYUTD WIH BBIKIIFOYNTH II0Ka3 ITOJIOCHI MIPOKPYTKH SKpaHa.

ABTOMAaTHYECKHIA PEKIM

Jnst HACTPOIMKM aBTOMATUYECKOr0 pekuMa CeJaiTe Cleayrolee.

N =

N

Ha Bxnagke Iloka3 ciaiigos BeiOepute HacTpoiika P Hactpoiika nemMmoHcTpanum.
[Tepexmouatens [loka3 ciaai0B yCTaHOBUTE B MOJIOKCHIE ABTOMATHYECKHIi (IIOJTHBIH IKPaH).
J1J1s BBIXO/1a U3 aBTOMATUYECKOI0 peXXUMa CIIeIyeT HaxkaTh KiaBuinry ESC.

CKpbITHE OTJIEIBHBIX CIIAWI0B

Ha nanenu cnaiinoB, BUIMMOM B 0OBIYHOM PEKUME IPOCMOTPA, BRIJCIIUTE CIIaiIbl, KOTOPBIC TPEOyeTCs
CKPBITb.

[epeiinuTe Ha Bknaaky Iloka3 ciaaiinos u Beioepute Hactpoiika P CKpbITh caaiil.

Ha manenu cnaiijoB CKpbITHIE Caiibl OyAyT OTMEUEHBI CIIeHMaIbHBIM 3HauKoM. [Ipu 3amycke
MPE3EHTAINN CKPBITBIE CIaliIbl 0TOOpaXKaThCs HE OyIyT.

Hactpoliku sxpaHa ¢ KOMMEHTapUAMU JIA TOKJIaJUUKa

Jl1 HacTpOMKH pekrMa ¢ KOMMEHTapUsIMU IS TOKJIa9HMKa Y TI0JIb30BaTeNs TOMKHO ObITh HE MEHEe JIBYX
9KPaHOB (1Ba MOHUTOPA, MOHUTOP U IIPOEKTOP, MOHUTOP U HOYTOYK), OJKITIOUCHHBIX K KOMIIBIOTEPY U
TOTOBBIX K MCIIOJIB30BAHUIO.

=

[lepeiinuTe Ha Bknaaky Iloka3 ciaiinoB u B rpynmne MoHHTOPHI ycTaHOBUTE (DiakoK Peskum
AOKJIAYHMKA.

B packpsiBatommemcs ciiicke Iloka3pIBaTh Npe3eHTalMI0 HA BEIOEPUTE IKPaH, Ha KOTOPOM OyIeT
MOKa3bIBAaThCA NPE3EHTALIUIO.

HaCTpOfIKa ABTOMAaTHU4YCCKOT'O MOKa3a M0 BpEMCHU

Iepeiinute Ha Braaaky [loka3 cnaiinos u Bei0epute Hactpoiika P Hactpoiika BpemeHu.
[punoxxenne PowerPoint mokaxeT Mpe3eHTaIMIO B IOJHOIKPAHHOM PEXHUME, CBEPXY 0TOOpa3uB
nadens Penmerunus

[IponomkaiiTe YTeHUE MIPE3EHTALMN B TOM K€ PEXXHUME, KaK IpH ayautopur. Taiimep OyneT oTMevaTh
BpEMs, YXOASIIEE Ha KaXABIN crai.

MO’KHO HCTIONTE30BaTh KHOIKH:

Ilay3a — 1151 IPUOCTAHOBKH MOZCUETa BPEMEHH;
Hanee — 151 mepexojia K ClIeAyIOLEMY ClIaiy;
MoBTOPHUTH — 111 OOHYJIEHUS BpEMEHH 110Ka3a TEKYILETO CIaiaa.

[Tocne okoHuaHus MoKa3a HaxxMuTe Kiasuiry EsC. PowerPoint BernacT cooduienue ¢ ykazanuem oOriei
MIPOAODKHUTEIIBHOCTHU ITIOKa3a CﬂaﬁﬂOB " CIIPOCUT, HY>KHO JIM COXPaHATh HOBOC BPEMs I10Ka3a.
Bri0epure [la, eciau TpedyeTcst COXpaHUTh BpeMEHHbIE yCcTaHOBKH, 1 HeT, eciin Hy>KHO OTMEHHUTh
3aIHCh.

Ha Bruagke Iloka3 caaiinos B rpynmne Hacrpoiika ycranoBute ¢uiaxok Mcnoib3o0BaTh 3aiucaHHbIE
BpeMeHa JJIs [10Ka3a IPEe3eHTalud HO BPEMEHH.



HenpepbiBHEBI OKa3

UrtoObl HACTPOUTH HETIPEPHIBHBIN TOKA3 CIIAiI0B, iepeiinuTe Ha BkIaaky Iloka3s ciaiinos u

BeI0epuTe HacTpoiika » Hacrpoiika nemoncTtpanuu. B oTkpeiBiiemcs okae B oosractu IlapameTpsl

MOKa3a YCTaHOBHTE (PJIAKOK HeMpepBIBHbIM MK/ 10 HaxaTus kiaapumu "Esc". Teneps npu 3amycke

MPEe3eHTALNH MOCIeI0BATEIbHOCTS TUTPOB OYAET MOBTOPSITHCS 10 TEX MOP, TIOKa BBl HE HAXKMeTe KiaBuiry ESc.
IToka3 ciy4ailHbIX CJIai0B

Ha Braanke Ilokas cnaiinoB Beioepute Hauats nokas crnaiino P> [Ipon3BosiasHBIM TOKa3.

B oTkpriBImemcs MeHto BeiOepute komanay Ilpou3BoabHblil moka3. OTKpoeTcss OJHONMEHHOE OKHO.
Haxxmute knonky Co3aatb. OTKpoeTcs OKHO 3a/laHue NPOU3BOJILHOI0 MOKAa3a.

B ctpoke Umsi Npon3BOJILHOIO NI0KA32 BBEIUTE HA3BaHUE I10KA3a.

B 5ieBoii yacTu OKHa BBIJIEIUTE CHANIBI 1711 TPOM3BOJIBHOIO MOKa3a U HAXKMHUTE

kHoTKy /lo6aBuTh. BrineneHubie ciaiipl OyayT MePeHECEHBI B IIPaByIO 4acTh okHa. [Ipu xenanuu
M0JIH30BATENb MOXKET U3MEHUTD MOPAIOK CIAiI0B, UCHIONB3YSl KHOIKHU CO CTPEIKAMH.

ITocne cocTaBiaeHuUs! IPOU3BOIBHOrO NoKa3a HaxxmMuTe KHOonkKy OK.

7. Haxwmwure KHOTIKY 3aKPBITH IS BO3BpaTa K OOBITHOMY BULY.

agkrwdE

o

CoxpaHeHre 1 TOATrOTOBKA MTPE3CHTALNH K IEMOHCTPAIHN

Lenp paboTsl: HayunTbess Co3naBaTh 3aMETKH K CIIaiily, HACTpanBaTh PEKUMBI IEMOHCTPALIMH NIPE3CHTALINY;
COXPAHAThH NPE3EHTAINIO B PAa3IUYHbIX BapHaHTaX.

[opsimox paboTh:

Co3aTh 3aMETKU K craiay;

HacTpauBaTs BpeMs nmokasa npe3eHTaluy;
HactpauBath pexumbl 1EMOHCTpALMY IPE3CHTALINM;
CoxpaHHTb MPE3CHTALNIO B Pa3INYHBIX BAPHAHTAX.

i N S

Teopernueckue cBeIeHUS
Co3maHue 3aMETOK K cliangaM

Cnaiinpel npe3enTanun PowerPoint MoryT corpoBoknaThest 3ameTkamu. CTPaHHUIBI 3aMETOK MPEACTABIISIOT
c000# TEKCTOBYIO TOJICKA3KY JHOKIAIINKY O COJACPKUMOM ciaiiia. Kaxkaerii ciaii compoBOXKIaeTCS CTpaHUIIEH
3aMETOK, KOTOpasi B OOBIYHOM PEKUME OTOOPaKCHHS CIIaliIOB pa3MellleHa B HIDKHEH yacTu ciaiiaa. Bel Mmoxere
YBEJIMYUTH pa3Mep 00JIaCTH 3aMETOK, ITePETaIlB €€ TPaHHUILY.

ObaacTb 3aMeTKH II03BOJISICT BBECTH 3aMETKH O TEKYLICM cnafme. MoxHO pa3aaTb 3aMETKHU ayAUTOPUU UTIA
06pa1uaTbcs[ K HUM BO BpE€MHA IMOKa3a NPE3CHTAIIUN B PCKUME JOKIIaIUMUKA.

[Tocne oTKpBITHS 11a0JI0HA HOBOM TIPE3EHTAIUH OTOOPaKACTCS TOJIHLKO HEOOIBIIas YacTh 001acTH 3aMeTKH.
UTo0b! YBETUUNUTh BUAUMYO YaCTh 00JaCTH 3aMeTKH U MOJIy4UTh OOJIbIIE MECTa JIJIsl BBOJIA JIaHHBIX,
BBIMIOJIHUTE CIEAYIOLIUE NeUCTBHUS:

1. Hagenute yka3atenb Ha BEpXHIOIO TPaHUILy 001acTH 3aMeTKH.
ES

2. Korpa ykazarens npeBpaTHTCS B ¥, IepeTalIuTe rPaHUIly BBEPX, YTOOBI YBEIUIUTH 00JIACTh 3aMETOK
JOKJIa{YHKA.
Ha kaxxmoii ctpanuiie 3aMeTOK 0TOOpaXkaeTcs H300pakeHue ciiaiiia BMECTE CO
j ~ BCEMM OTHOCALIIMHCS K HEMY 3aMETKaMH. B pexxnmMe cTpaHuIl 3aMETOK MOYXKHO

i =  100aBJIATH B 3aMETKH JAMArpaMMBbl, PUCYHKH, TAOJIHIBI U IPYTUE WILTIOCTPALIUH.

t

E v .

P = CrpaHHIIBI 3aMETOK BKIIOUAOT BCE HMEIOIIMECS 3aMETKU 1 CIIAMIbI

-+
- MIpE3eHTALUH.
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Kaxnprii cnaiin nedyaraercs Ha OTAEIBHOU CTpaHUIIE 3aMETOK.
Kaxnprit cnaiin conpoBoKIaeTCsl COOTBETCTBYIOUIUMU 3aMETKaMHU.
Ha cTpanuiipl 3aMeTOK MOKHO TOOABIATh TaKHE O0BEKTHI, KaK JHATPAMMBI U PUCYHKH.

Jyis mpeiBapuTEIbHOrO IPOCMOTPA 3aMETOK Mepe]T eUaThio HEOOXOUMO MEePEKITIOUNTHLCS B PEKUM 00pa3IioB
3amMeToK. [[1s1 3Toro nmpenHasHaueHa kHomnka «OQ0pa3en 3aMeToxk» BKIaIKku «Bum» rpynmns! «PexxumMbl
NMPoOCMOTpa Mpe3eHTalum». B 3ToM pexkrMe Ha KakJI0W CTPaHUIE 3aMETOK 0TOOpakaeTCsl H300paKeHe
ciaiijia BMECTE CO BCEMH OTHOCSIIMMUCS K HEMY 3aMeTKaMu. B peskrme 00pa3IioB 3aMEeTOK MOXKHO TaKKe
YCTaHOBUTH TeMbI 0()OPMIICHHUS U TapaMeTpsl (JOHa, 334aTh apaMeTPbl CTPAHUIIBI.

Iledars cTpaHull 3aMETOK

1. OrtkpoiiTe pe3eHTanunro, s KOTOPOi TpedyeTcs HanedaTaTh 3aMEeTKH.
=]
2. Haxwmure xnonky Microsoft Office’ ™ , menknure crpenky psgom ¢ mynkromIledars, a 3aTem

BEIOEpuTE ITyHKT [IpenBapuTeIbHbII MPOCMOTP.
3. B rpynmne ITapameTrpsl cTpaHulBI MIEIKHATE CTPENIKy ox noseM Ileuarats ciaenyiomee, a 3aTeM
menkHuTe CTpaHUIBI 3aMeTOK.
4. Y1005l 321aTh OPUEHTALIMIO CTPAHULIBI, IIEJIIKHUTE CTPEIIKY MO IyHKTOM OpHeHTAalusl, a 3aTeM
BbIOEpuTe napamerp Kumaxnasa nunun Aib00MHasA.
Haxxmure kHonky Ileyars.
6. UroObl 3anaTh BEpXHUE U HIDKHIE KOJIOHTUTYJIBL, HakMuTe KHONKY IlapameTpsl u BeiOepute
MyHKT KOJTOHTHTYJIBI.
Penerunus v ruiaHupoBaHue MPOBEIEHUS IPE3EHTAINN

o

1. Ha Bxmaaxe IMoka3 caaiigos B rpynie Hacrpoiika Haxxmute kHonky HacTpoiika Bpemenu.

OTto0pasutcs naHes» HHCTpyMeHTOB Penernnus , u B oyic Bpems cJiaiiga HaYHETCS OTCYET BPEMEHU
Mpe3eHTaINH.
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[Tanens nHCTpyMEHTOB «PeneTnuns»

1 Jlanee (mepexof K cleayIoLUeMy Clanay)
2]Jay3a

3Bpewms cnaiina

4]JoBTOPUTH

5001ee BpeMs pe3eHTaLUH

2. Bo BpeMms IutaHUpOBaHUS TPE3CHTAIMH HA TTAHEIM HHCTPYMEHTOB PeneTuims BHIIOIHUTE OAHO WITH
HECKOJIBKO CIEAYIOUIUX JICUCTBUH.

e YroOBI MEepeiTy K CIEAYIOMEMY CIaliy, HaKMHUTe Koriky lasee.

e Yro0OBI MPHUOCTAHOBUTH 3aIIMCh BpeMEHH, HaxkmuTe KHOTIKY Ilay3a.

e UroObI IPOAOILKUTE 3aIMCh BPEMEHH IIOCIIE May36l, TOBTOPHO Haskmute KHOMKY [lay3a.

e  UTO0OBI MOBTOPHTH 3aIMCh BPEMEHH JIJIS TEKYIIETO claiiaa, HaxxMuTe KHONKY IIoBTOPHUTD.



[l Ilocne Toro, Kak yCTaHOBJIEHO BpeMs ISl TOCIEIHEro claina, OyaeT oToOpakeHO OKHO COOOIICHHUH,
coJieprkaliiee o01ee BpeMs IIPe3eHTaliH U IPeIararoliee BhIIOIHUTD OHO U3 CIEAYIOUIUX NeHCcTBUIL.

e  YroOBI COXpaHHUTH 3aMTMCAaHHBIE BpEMEHHbIE MHTEPBAIbI, HAKMHUTE KHOTKY Jla.
e UroO0BI yIamuTh 3aMMCaHHBIE BPEMEHHBIC UHTEPBANIBI, HAKMUTE KHOTIKY Her.

OTKpoeTCs peXUM COPTHPOBLIMKA CIIaA0B, B KOTOPOM OyAET OTOOPaKEHO BPeMsI IEMOHCTPALMU KaKI0Ir0
claiiia B MPe3eHTalUU.

Ecau Tpe6yeTc;1 OTKJIFOYUTH aBTOMATUYCCKYIO CMCHY CﬂaﬁI{OB B IPE3CHTAllUHN, UCTIOJIB3YIOIIYIO 3allMCaHHbIC
BPEMCHHBIC MHTEPBAJIbI, BBIIIOJIHUTE CICAYIOIINE HeﬁCTBHH.

o Ha Bxnanke Iloka3s caaiigos B rpynne Hacrpoiika caumute ¢uaxoxk Menoap30BaTh 3anucaHHbIe
BpeMeHa.

—

[Ipe3enTannio MOXHO pacriedaTaTs B GopMe pa3gaToOuHbIX MAaTEPHAJIOB — C OAHUM,
JBYMsI, TPEM$, YETBIPbMS, IECThIO UJTU JIEBATHIO CIalilaMH Ha CTpaHHIle, — KOTOPBIMU
CIylIaTeId CMOTYT B BOCIIOJIb30BAThLCS VISl CIIPaBKU.

kl-l'

1 Pa3aTo4Hble MATEPHUAIIBI C TPEMS ClIaliJaMU Ha CTPAHULIE BKIIFOYAIOT
Pa3TMHOBAaHHYIO 00JIACTh IS 3aMETOK

IleyaTb pa3gaToYHbIX MaTepPHAJIOB

1. OrtkpoiiTe Mpe3eHTaNHnIo, JIs KOTOPOH TpedyeTcs HanedaTaTh pa3JaTOYHbIe MaTepHalIbl.
[ Cia
2. Haxwmure xknonky Microsoft Office’ ™ , menkuure crpenky psgom ¢ mynkromIledaTs 1 BeIGEpUTE

nyHKT IlpeaBapuTtenbHbIi IPOCMOTP.
3. B rpynmne ITapameTpsl cTpaHUIBI MEIKHATE CTPENIKY 1o nyHKTOM [leuaraTts ciaenyiomiee u
BbIOEpHUTE M3 CIIMCKA HYKHBIA apameTp AJIsl MaKeTa BbIIavH.

Coger. B dopmate Beigaum (3 ciiaiiza Ha CTpaHHUILY) IIPEAYCMOTPEHA JTMHOBAHHAS 00JIaCTh IS 3aMETOK.

4. YtoObl 32/1aTh OPUECHTAIIMIO CTPAHHUIIBI, IEIKHUTE CTPENKY 0]l MyHKTOM OpHEHTAIUsI, a 3aTeM
BEIOEpUTE ITyHKT AJIbOOMHAast nin KHukHas.
5. Haxwure kHonky Ilevars.
CoxpaHeHue Mpe3eHTaluu

[Ipe3enTanus coxpansercs B pujie ¢aiiia. CymecTBYIOT pa3JInIHbIC MOAXO0IbI K COXPAHCHUIO MTPE3CHTALIUU B
3aBHCHMOCTH OT IIEJIH, C KOTOPO# JenaeTcs coxpaHenne. Cambie paciipoCcTpaHeHHbIE BApUAHTHI:

e  COXpaHEHHE C BO3MOXXHOCTBIO MMOCIIEAYIOMIET0 pa3BUTHs U Moaudukarmu (hopmat .pptx)

e coxpaHeHHe JUIsi Nokasa (popmar .ppsx)

e  COXpaHeHHe Mpe3eHTalun i nyonukanuu B Mareprer (Gopmar .html wiu .mht)

e COXpaHEHHE CIAi/IOB B BUAE OTACIbHBIX Tpadudeckux daitnos (popmatel rpaduyeckux (aiios)
e COXpaHEHHE B KauecTBe II1a0JIOHA AT pa3paboTKH APYTruX Npe3eHTalUi.



Hactpokka npeae HTaumu @E|

Mokas cnakans Cnanae!

(%) yNpaBnAEMaIf A0KNAAHKOM (NONHEIF JkpaH) (O

() ynpaBnAeMLIA NONE30EaTENEM (OKHD) O * o =
() aBToMATHHECKHI (NONHEIR 3kpan)

MapaMeTpel Nokasa CMEHA CNaA A0E

[ ] HenpepsIBHEI LKA A0 HaATHA KnasHwh "Esc” O epyuriyra

D 083 PEYEEOMD CONPOBOXAEHHS '@' no BPerEHH

[ Bes armaumm Heckonsso HOHMTOR0E

LigeT repa: | I v

[Inokazate npeacTasneHqe AoknagHHia

MpoM3E0AHTENEHOCTE

[Jncnonesoeate annapaTHoe yokopeHHe o6pafoTikk MaoBpaweHHa CopeTel

PaspeweHHe nokasa cnadaos: |1280x800 HRYS

[ QK l[ QTMEHS ]

B miepBoM citydae mpe3eHTamus coxpaHseTcs B MoHOM o0beMe B (paiisie ¢ pacmmpernuem .PpPtx. Takum
00pa3oM, coXpaHeHHasl MPEe3CHTAIUS MOXKET B JalbHEHIIIeM MOAU(DUIIMPOBATECS U pa3BUBATHCA (KOHEUHO, C
moMoIIpio mporpamMmel PowerPoint 2007).

[Ipu coxpanennu B JaHHOM (hopMaTe MOXKHO BHIOpaTh Bepcuto mporpammel PowerPoint 2007, mst kotopoit
OyzeT coxpaHeHa Ipe3eHTAIIHsL.

Coxpanenne npe3eHTanun B popmare .pps, PPSX nemaercs ¢ neinpio MaKCHMabHO MOATOTOBHUTD MTPE3CHTAITNIO
K IIOKa3y.

[pu 3amycke mpocMoTpa Npe3eHTauu B opmate .PPS He OTKpBIBalOTCS paboure OKHA MpOrpamMm, a cpasy
HA4YMHACTCS T0Ka3 ciaioB. Dailyl mpe3eHTaIlui MOKHO COXPAHHUTh B CIIEIIMAILHOM (hopMaTe, B KOTOPOM
Mpe3eHTanus Beeraa OyIeT OTKPBIBATHCS B PeXKUME MTOKa3a CIIAiIoB.

st coxpaneHus (aiiia npe3eHTanuy B JaHHOM (GopmaTte BeinonHuTe KoManny Maiiia-CoxpaHuTts kak. B
okHe CoxpaHeHHe TOKYMEHTa Iepel/IiTe K Marnke, B KOTOPYIO coxpaHsieTcs: Gaiiil, B pacKpbIBAIOIIEMCS
cnucke Tun daiina Beidoepute JdemoncTpanust Microsoft PowerPoint (*.ppsx), npu HeoOX0UMOCTH B
none Ums daiina BBenute ums (aiina, mocie yero HaKMHUTE KHONIKY COXpPaHMTb.

B tom ciydae, korja TpeOyeTcs omy0JIMKOBaTh Mpe3eHTalui0 B IHTepHeT, 00ecieyrBasi TEM CaMbIM IIAPOKHUN
JIOCTYTI K MIPE3EHTAINN BCEM TI0JIB30BATENSIM CETH, CIEyeT COXPAHUTh MPE3EHTAIIUIO B CIIEITUAIIEHOM
¢opmarte .htm (.html) niau .mht (.mhtl). /{ns nyGnukanuu npe3erranuu B MiHTepHeT B MeHi0 daii-
CoxpaHuTh Kak web-cTpanumy.



Tema: Co3zgaHue U peaKTHPOBAHHME PUCYHKA B rpauecKoM pegaKTope

CymiecTByeT crienuanbHas 00J1acTb WHPOPMATHKH, N3ydaromasi METObI M CPEACTBA CO3AaHUs H 00padOTKH
n300paKeHUH C MOMOIIBIO MPOrPaMMHO-ANIAPATHBIX BEIYUCIUTEIBHBIX KOMIUIEKCOB, — KOMNbIOMEPHAs
epagpuxa. OHa OXBaTBHIBACT BCE BUBI M (JOPMBI IIPEACTABICHUS H300PaKEHUH, JOCTYIHBIX ISl BOCTIPUATHUS
9eJIOBEKOM JI100 Ha SKpaHe MOHUTOpA, TUO0 B BUJE KOIIMM Ha BHEIIHEM HocuTene (Oymara, KHHOIUIEHKA, TKaHb
u poyee). Busyanuzanus JaHHBIX HAXOJIUT MIPUMEHEHUE B CAMbIX Pa3HBIX cepax 4eIOBEeUeCKOM
NeSITENbHOCTH.
Kak u mio6ast npyras uadopmarnmst B OBM, rpadudeckre n3o0pakeHns XpaHsaTcs, 00padaTeIBaloTCS U
MepeaatoTCs 1Mo JHMHUSAM CBS3H B 3aKOJIMPOBAHHOM BHUJIE - T.€. B BUJE OOJIBIIOro uncia OuT- Hyned u eaunui. B
3aBUCHUMOCTH OT CII0c00a GOpMUPOBaHHS U300PaKEHUI KOMIIBIOTEPHYIO IpadUKy IPUHSITO MOIPA3IENATh
Ha pacmpogyio, 6eKMOpHYIo U PPakmansHyio.
Kommnoszunus B rpadudeckoM n300paKeHUH UTpaeT KpaitHe BaKHYIO poiib. BrionHe oueBuAHO — mepBoe, U4ToO
MBI BUJIUM, TSI Ha rpaduueckoe n300pakeHne — 3TO LIBETOBOE PELICHUE U PACTIONOKEHHE lIeMeHTOB. Ecnn
JAHHOE PACIIOJI0KEHHUE BBIITOJHEHO TADMOHUYHO U B COOTBETCTBHM C OCHOBHBIMH IIPUHIUIIAMH IPadUIeCcKOro
nu3aitHa — n3o0pakeHne Oyaer 3pGEeKTUBHO NepeaBaTh 3aJI0’)KEHHYI0 B HETO HH(DOPMAIIHIO, WITH, HHBIMHU
CJIOBaMH, MPOJABaTh, MPU3BIBATH WU MPEIYPEKIATh.
OCHOBBI KOMITO3HIIMU B KOMITbIOTEPHOM Tpaduke. KoMmosuius B rpaduueckoM Au3aiiHe: eAMHCTBO CTHIIS,
KOHTPACT, HIOAHC, PUTM, YMECTHOCTb 3JIEMEHTOB, IPOCTOTA PELICHHUs, BHUMAaHHE K IETaJsIM, PaBHOBECHE
KOMITIOHOBKH, TPOTMIOPIIMOHATBHOCTD, IBET, HACHIILIEHHOCTD, SIPKOCTh, IPUQT, AaHTUKBEHHBIE IIPUQTHI,
pyOJieHbIe MPUQTHI, ETUNETCKUE IPU(THI, OPHAMEHTUPOBAHHBIC IIPU(THI, TAPHUTYPA, HAUEPTaHUE, TTYHKT,
nroitM. dr3nonoruuecKkrue OCHOBBI BOCIPHUSTHS: PEaKLHsl Ha OIACHOCTh, pa3Mep, LIBET, ECTECTBEHHOCTh U
YMECTHOCTb, BBIJENICHHE O0BEKTa U3 CPEbl, BCE MIO3HACTCS B CPABHEHHH.
®dopmaTel rpaduveckux Gainos.
I'padmaeckue daiinpl npeaHa3HAYSHBI A1 XpaHeHHS JTF000 rpadrdaeckoit nHMOpMAaIHH, KOTOpas MOXKET OBITh
3anucaHa pa3TuIHeIME criocobamu. CriocoObl 3amvcu Tpaduieckoil HHpOpMauy ONpeneNsoT GopMat 3TOro
¢aiina. Bece popmaTsl XpaHeHHS ABYXMEPHBIX rpaduieckux (ailioB MOKHO pa3feiuTh Ha PacTPOBLIE,
BEKTOPHBIE M KOMIUIEKCHBIE OopMaThl. Hrke MBI pacCMOTPHM caMble MOMYJISIPHBIE U3 PACTPOBBIX
KOMILJICKCHBIX ()OPMATOB.
Pactpossie hopmate. Dopmar jpeg.
®opmat JPEGsBisieTcst 0THUM W3 CaMbIX pacpOCTPaHEHHBIX U OMYJISPHBIX Tpaduyeckux GopmaToB ¢aiiios.
OHn npuMeHsieTcst U1 XpaHEeHUs] MHOTHX (oTorpaduii, KapTHHOK U Apyroi rpaduku. Daiinsl, conepxaniie
nannble JPEG, 00bI9HO UMEIOT paciunpenue .jpguin jpeg. IToT popMaT UCHOIB3YET IS
CKaTHs M300paKeHNsI AJTOPUTM ¢ NoTepeii kauecTBa. [Ipu coxpaneHnu ¢aiia MOKHO yKa3aTh CTEIICHb
CXKaTHsl N300paKeHus, B 3aBUCMOCTH OT KOTOPOH MojlydaeMoe n3o0paxkeHue OyJeT 3aHUMaTh pa3Hblii 00bEM
NaMsITH, U, COOTBETCTBEHHO, MTOJYYaTh Pa3HOE KA4eCTBO. AJITOPUTM CXKaTHs MPeoOpas3yeT pacioIokeHHbIE 110
COCE/ICTBY 8 MUKCEJNE M0 TOPU30HTAIH U 8 MUKCENel 0 BEPTUKAJIN B OJJUH NMHUKCENb C YCPEAHEHHBIM LIBETOM.
YeMm cunbHEE CKaTHE, TO 3aMETHEE CTAHOBUTCA ApoOJIeHHe N300paKeHUs Ha KBAPATHUKH, KaK 3TO NIOKa3aHO Ha
pHUCYHKe HIKe. B taHHOM nprmepe U1 CpaBHEHHS CTETIEHb CXKAaTUsI YMEHBIIIAETCS CJIEBa HAIIPABO.
[Mockonbky JPEG O0TBOIUT 7Sl K&XKAOTO MUKCeENs o 24 6uta, TO BCEro JaHHBINH GopMaT paboTaeT MPUMEPHO C
16 MUUTHOHAMH PA3TMYHBIX 1[BETOB.
Crenyer Takxe OTMETHTh, uTo GopmaTt JPEGHE noanepxuBaeT nNpo3padHOCTh H300pasKeHHS.
®opmat bmp.

®opmat BMP ¢ naBHHX 1Op aKTHBHO MOJJIEPKUBAETCS U IPOJBUTAETCA ONEpallMoHHO# cuctemoin Windows.
®aiinel nanHorO (hopMara uMeroT pacmupenue .bmp. Tak kak popmat BMPriogiepxuBaeT MakcUMalIbHYIO
riyOuHy 1Beta 48 OUT, TO Ka4eCTBO XPAHUMBIX N300paKeHUH MOXKET OBITh OYEHb BEICOKOE, HO TP 3TOM U
pasmep Qaiiia CTAaHOBHUTCS CIMILIKOM OOJIBIINM, TIO3TOMY Ha MIPAKTHUKE OH HCIOJIB3YETCs HE TaK 4acTo.
dopmar tiff.
dopmart Tiffucrionb3yercsi B OCHOBHOM JUTsSl XpaHEHUs H300paskeHuid ¢ 00JIbIoN riryOuHoH 1nBera. Kak
MPaBUIIO, 3TO U300paKEHHs], TTOIy4aeMble CO CKaHepa WM UCIIOJIb3yeMble B onurpaduu. daitiiel JaHHOTO
¢dopmara umerot pacumpenue tiff. [lpu coxpanenun ¢aiina B hpopmare Tiffy monszoBarens ectb BOSMOXXHOCTh
BBIOPATh, CXKUMATh WIIH HE COKUMATh COXpaHsIeMoe H300paxKeHue.
®opmart Tiffio3Bomnser paboTaTh ¢ MPO3PAYHOCTHIO H300pAKEHUSL.
®opwmar gif.
®opmar GifcrmocobeH cxuMaTh qaHHBIe 0e3 moTepu KadecTBa. OH UCIONB3YET BCEro 256 IIBETOB, IIOITOMY
¢aiinel JanHOTO PopMaTa, KaKk IPaBUIIO, BRITTISAAT AOBOJIBHO MIPUMUTHBHO U 3aHUMAIOT HEMHOT'O TTAMSITH.
Oco0eHHOCTBIO JaHHOTO (hopMaTa SIBISIETCS TO, YTO OH MO3BOJISIET OTOOPaKaTh AHMMALIMIO Y H300pakeHUSL.
OT0 mocturaeTcs TeM, 9To (alia TaHHOTO (hopMaTa XPaHUT HECKOJIBKO MOCIIEA0BATEIbHBIX H300pKCHUN 1
nH(pOpManUIo 0 TOM, CKOJBKO KaX10€ H300paxkeHHe OyeT moKa3aHo Ha dkpaHe. [IockombKy 3Ta



MOCIIEA0BATEIIEHOCTD SIBIISICTCS IUKITMIECKON M BOCIIPOU3BOIUTCS IMOCTOSIHHO, TO CO3/Ia&TCsl OIYIIICHHE
IBYOKCHNSA KapTHHKH.
dopmar 04Hb MHUPOKO PACIPOCTPAHEH MPU HCIIOIF30BAHUH Ha UHTEPHET-PECYPCax B KAUeCTBE aHUMAIIUU WU
aBaTapok.
Pacmmpenue ¢aiina storo ¢hopmara .gif.

®opmar png.
Png sBnsieTcs o4ueHb BaXXHBIM JOPMATOM, KOTOPBINA BCE OOJIBIIE BHIMEIIAET OOJIBITMHCTBO OCTAIBHBIX
¢hopmatoB, ocoberno popmatsr Gifuu JPEG, BBHIy HEKOTOPBIX OIIYTHMBIX TPEUMYIIECTB. Bo-TIepBhIX, 3TOT
(hopMmar ucmonb3yeT 3¢ (PeKTHBHBIE aNTOPUTMBI CXKaTHs 0e3 ToTepr KadecTBa. Bo-BTOPHIX, B JaHHOM (popmare
MMEETCsl pacIIipeHHas O /IepP KKa MPO3PAYHOCTH [BETOB, TITyOWHA KOTOPBIX MOXET IOCTUTATh 48-MU OUT.
K coxanenwnro, B orimaune ot ¢popmata Gif, 11t 3amensr kotoporo u nputnén ¢popmat Png, atot popmar He
MMeeT aHUMAITMOHHBIX BO3MOXXHOCTEH.
daitner hopmata PNG uMerot paciupesue .png.

®dopmar raw.

®opmar Rawucnons3yercs st paboTsl ¢ poTorpadusiMu 04eHb BEICOKOTO KauecTBa, TOIy4aeMBbIMH C
3epKaIbHBIX MUPPOBBIX (POTOANIAPATOB. ITO OJIMH U3 MOOUMEIX popmaToB ororpados, U GoToanmapars
Y4acTO COXPaHSIOT BRICOKOKaYeCTBEHHBIE CHUIMKH UMEHHO B 3TOT (OpMaT, 3a/1aBast 1Jisl GaitiioB ¢pororpaduii
pacImpeHue .raw.

Kommuiekcubie popmater. @opmar pdf.

®opmat PDF — 310 oueHb pacrpocTpanéHHbIN (opMaT XpaHEHHUs IEKTPOHHBIX JOKYMEHTOB, KOTOPBIE MOTYT
CoJlepKaTh, KaK TEKCT, TaK U JTF00yIo rpaduky. BaxHoit ocodenHocTh0 hopmaTta PDF sBnsercs o, uTo oH
MOJAEP’KUBACTCS IPAKTHYECKH JTFOOBIMU KOMIIBIOTEPAMU M OTIEPALMOHHBIMU cucteMamu. Dailbl JTaHHOTO
¢opmata umerot paciupenue .pdf. OToT popmar oueHb yI00HO UCIIONB30BATH AJIs PACIIPOCTPAHCHUS
JOKYMEHTAllUU Ha IPOIyKIMIO, CKAHUPOBAaHHBIX M300paskeHUH B OAHOM (haiisie, TEKCTOBYIO HHPOPMALIUIO, HE
MOJUIEKALTYI0 U3MEHEHHIO WX PEAAKTHPOBAHMIO, JIFOOBIX CXEM WM cHeun(pUUecKuX Irpaguueckux 31eMEeHTOB,
CO3/IaHHBIX B MaJIOpacHpOCTPaHEHHBIX peJaKkTopax. B oTinuuue oT cnennanu3upoBaHHbBIX IPOTpamM,
nokymeHTsl PDFcrioco6eH OTKphITh paKkTHUECKH 000 KOMITBIOTEP BBUAY OECIIATHOCTH U IPOCTOTHI
pacnpoctpansemoro ¢upmoit AdobeSystems mporpaMmMHOTo 0OecTiedeHus sl CO3JaHHOTO €l cTaHaapTa.
®opmar djvu.

®opmar DJVUco3aan cnienuanbHo U XpaHEHHsI U PaCIIPOCTPAHEHNSI CKaHUPOBAaHHBIX TOKYMEHTOB, TAKHX,
KaK KHUTH, )KypHAJIbl I PYKOIIMCH, B KOTOPBIX 00MIMe GOpMyJl, CXeM, PUCYHKOB U PYKOTIICHBIX CHMBOJIOB
JenaeT TPyJOEMKUM HX MTOJHOLEHHOE Paclo3HaBaHue. DTOT (hopMat CTaj OCHOBOH ISl paclpOCTPAHUBIINXCS
B CETH MHTEPHET IEKTPOHHBIX OMOIHOTEK.

Heo6xomumo omuuTs, uto opmat DJVUcCKkuMaeT naHHBIE ¢ mOoTepeli KayecTBa, HO [P 3TOM JOCTHTaeTCs
CYIIECTBEHHO MEHBIIHUI pa3mep (haiiia, 4eM COBOKYITHOCTh Pa3MEPOB M300paXKEeHUM, COCTABIISIONIUX 3TO (aii
DJVU.

Daiinel popmara DJVUnmeroT pacmpenue .djvu.

24.1BeTOBbIE MO/IeJIN U MATUTPHI, PeIaKTOPbI TPEXMEPHOH rpaUKy - HUCIIONIB3YIOTCS IS CO3/IaHUS
TPEXMEPHBIX KOMIO3UIMK. OHU UMEIOT JIBE XapakTepHble 0COOEHHOCTH. Bo-TIepBBIX OHM MO3BOJIAIOT THOKO
YIpPaBJIATh B3aMMOJIEHCTBUEM CBOMCTB IIOBEPXHOCTH M300pakaeMbIX 0OBEKTOB CO CBOMCTBAMH MCTOUYHHKOB
OCBEILEHHS U , BO-BTOPBIX CO3/IaBaTh TPEXMEPHYIO aHHUMAIIHIO.

25.cpencTBa co31aHUs NMPe3eHTANMU-TIPOTPAaMMBI IEMOHCTPAIIMOHHON TPapUKH, KOTOPBIE SBISIOTCS
KOHCTpYKTapaMH rpapuuecKix o0pa3oB AeI0BOM HHPOPMAINH, TPU3BAHHBIMH B HATTISAHON U TMHAMUYECKOM
(dhopMe IpeaICTaBUTh PE3yJIbTAThl aHATUTHYECKUX HCClleioBaHui. [IporpaMMbl o3BOJISIFOT (POPMHUPOBATH IITAH
MPE3eHTAIINH, BEIOUPATH JUIS TIPE/ICTABICHHS PA3TUYHBIC SJIEMEHTHI: TEKCT, TPaQUKH, U TUarpaMMbl, TAOIHIIBL,
3BYKOBBIE 3 (PEKTH U BUACOKIUIIBL.

26.cucTeMbl PacIO3HOBAHUS TIOKYMEHTOB-IKCIIEPTHBIEC CHCTeMBI. VICXOTHBIE TaHHBIE XPaHATCS B 0a3e 3HaHUH
B BUJIe (haKTOB, MKy KOTOPHIMHU C ITOMOIIBIO CIICIIMATMCTOB-9KCIIEPTOB YCTAHABINBAETCS ONpeIeIEHHAS
cucTeMa OTHoIeHui. Eciy Ha aTane TecTUpOoBaHMs SKCIIEPTHOM CHCTEMBI YCTaHABIIMBAETCS ONpeIeIEHHAs
cucTeMa OoTHoIeHui. Eciy Ha aTane TecTUpOBaHMsI SKCIIEPTHOM CHCTEMBI YCTaHABIIMBAETCS, YTO OHA JAET
HEKOPPEKTHBIE PEKOMEHIAIINH 1 3aKJIFOUEHUS 10 KOHKPETHBIM BOTIPOCAM MIJIM HE MOXKET JaTh UX BOOOIIE, 3TO
03HaYaeT JIM0O OTCYTCTBUE BaXKHBIX (AaKkTOB B € Oase, 1100 HAPYIICHHUS B JIOTHUYECKON cUCTeMe OTHOIIEHMH. B
000uX CiTydasix IKCIIepHasl CHCTEMa caMa JI0JDKHA CTeHEPHPOBATh IOCTATOUHBIA HA0OP 3allPOCOB K 3KCIIEPTY U
ABTOMAaTHYECKH ITOBBICUTH CBOE KadecTBO. [1o OkaHYaHNM HACTPOWKH C TIOMOIIIBIO SKCIIEPTOB CHCTEMA MOYKET
MIOCTYNATh B HKCIUTYaTALHIO.
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10.

Tect (IpoMesKyTOUHASI ATTECTALMS)
B-1

WNudopmalimoHHas TEXHOJIOTHUS — 3TO

a) *mpouecc, UCMONB3YIOLIHA COBOKYITHOCTH CPECTB U METOJ0B cOopa, 00pabOTKH U Iiepeiaun JaHHBIX
0) mpotiecc, UCTIOIB3YIOIINI CPeACcTBa MACCOBOM HH(pOpMAaUn

B) Mpolece, CO3/AONINIA OTACTbHBIC JOKYMEHTHI M OT/ICNIbHbIE MACCUBHI JIOKYMEHTOB

HNHdopmamoHHble pecypchl 00IecTBa — 3TO

a) KOMIIBIOTEPHI, CPEICTBA BEIYUCIUTEILHON TEXHUKU

0) cpeacTBa MaccoBOM WH(MOPMAITIH

B) *OT/EIbHBIC IOKYMEHTHI U OTACIbHBIC MACCHBBI JOKYMCHTOB
T') MOOMJIBHBIC armapaTthbl

WudopMannoHHbII MPOIYKT — 3TO

a) *COBOKYIHOCTH JIaHHBIX, C(HOPMUPOBAHHAS MPOU3BOUTEIIEM ISl PACIIPOCTPAHCHUS
0) KOMITBIOTEPHBIC MTPOTPAMMBI

B) pe3yNbTaT HEMPOU3BOICTBEHHON NEATEIHHOCTH TIPEANPUSATHS U AT

T') KOMITBIOTEPHI, CPEICTBA BBIYUCIUTEIEHON TEXHUKH

[Ton aBTOMaTH3UPOBAHHOW CHCTEMOM 00pabOTKK HH(OPMALINH CIIeTyeT TOHUMATh
a) COBOKYITHOCTh KOMIIBIOTEPOB ¥ BEIYUCIUTEIBHON TEXHUKH

0) *opraHnzalMOHHO-TEXHUYECKYI0 CHCTEMY

B) COBOKYITHOCTb OOCITYKMBAIOILETO IIEPCOHANA U TI0JIb30BaTEIeH CUCTEMBI

T') COBOKYITHOCTh METOOB 10 00paboTke nHpopmarmu

MynbTUMe IUIHBIE TEXHOIOTHUH — 3TO

a) COBMEIIeHNE 3BYKa M BHICON300paKeHHS

0) coznanne aHMMaIMOHHON TpaduKu

B) *COBpEMEHHBIE CPEICTBA U TIPOTPaMMBI IS O0Jiee TIOTHOH nepeaadu HHPOPMAaIIUU TIOCPEICTBOM
WH(GOPMAITMOHHON CEeTH

r) $oTO, BUIIEO, 3BYK

NupopmaroHHoe 0011ecTBO — 3TO KOIJa OCHOBHOE HaceIeHHe

a) 3aHATO Ha MPOU3BOJICTBE MH(POPMALMOHHBIX MTPOIYKTOB M yCIIyT

0) 3aHATO TOJIBKO B cepe ycayr

B) * 3aHATO MPOM3BOJCTBOM U peann3anueit nHGopMaun

T') yMeeT HCIO0JIb30BaTh KoMIbioTephbl U BT B cBOEi npodeccnonanbHOM A€ TeTbHOCTH

Uro He sBHsieTcs 3anaveit kypca UT?

a) yMEHHe MPaBIWIHHO OPUEHTUPOBATHCS B HOBOM HH(OPMAIIMOHHON pealbHOCTH MUpa

0) *co3maHne HOBBIX CPEJICTB BHIYMCIUTEIBHON TEXHUKH U OATOTOBKA aBTOMAaTH3UPOBAHHBIX PA00UHNX
MecT

B) BceoOIIIee OBIaIEHNE KOMITBIOTEPHON TPaMOTHOCTBIO

r) uzydenue U T B Oojiee HOBBIX MPEIMETHBIX 00J1aCTSAX: COIUOIOTHS, ICUXOJIOTHS U T.JI.

Uro Takoe HHPpOpMaIMOHHAs KyJIbTypa o0miecTBa?

a) ymenue paborats co cpeactBamu BT u mporpaMMupoBaHms

0) HOBBIC THIIBI OOIIIEHUS

B) CBOOOJIHBIN JOCTYIT K WH(GOPMAIIUH [T BCEX YWICHOB O0IIECTBa
r) *yMeHue 1ejeHanpaBiIeHHo paboTaTs ¢ MHPpOpMauen

Urto HE OTHOCUTCA K HH(OPMAITIOHHBIM yCIyram?
a) BBITYCK HH()OPMAITMOHHBIX U3AaHUN

0) mpeocTaBICHUE IEPBOUCTOYHHKA

B) *IpoJiaka KOMITBIOTEPHOI TEXHUKH

T') PETPOCTIEKTUBHBIN IMOMCK WHPOPMAITUH

OCHOBHBIM HCTOYHHKOM HH(pOpManuu 11si ”HPOPMALMOHHOTO 00CITY>)KUBaHUS B COBPEMEHHOM 00IIIeCTBE
SIBJISTFOTCSL:

a) *0a3bpl JAHHBIX

0) AJIEKTPOHHBIC OUOINOTEKN

B) KOMIIBIOTEPHI

T') BEIYUCITUTEbHAS TEXHUKA
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WNudopmanmonHas cucremMa — 3To

a) COBOKYITHOCTE CPEJICTB M METOJIOB cOOpa, 00pabOTKH U TiepeIadul TaHHbIX

0) *B3auMocCBsI3aHHAsI COBOKYITHOCTh CPEJICTB, METOJIOB U TIEPCOHAIIA, UCITOJIB3YEMBIX TSl XpaHEHUS,
00pabOTKH ¥ BbIIaY HH(OPMAIIUU B HHTEPECaX JOCTHKCHHS MTOCTABJICHHOH 11eITU

B) COBPEMEHHBIE CPEJICTBA U TIPOTPaMMBI JIJIsl OoJiee TIOJTHOW Tepenadyn HHQOPMAIIUHU MTOCPEICTBOM
nH()OPMAITHOHHON CETH

UTo HE OTHOCHUTCS K CBOMCTBaM WH(MOPMAITHOHHOM CUCTEMBI

a) mo0as nHHOPMAaMOHHAS CCTEMa MOXET OBITh TIOJBEPTHYTA aHATTU3Y

0) *npu noctpoeHnn HHGOPMAITMOHHONW CUCTEMBI HCIIOB3YETCSI MOAYJIBHBIH ITOIXOT
B) MH(OpPMAIIMOHHASI CUCTEMA SIBJISICTCS TMHAMUYHOM U pa3BUBAIOIICHCS

Crparernveckuii ypoBeHb IPUHATHUS PEIICHUIA

a) *OpHEeHTHPOBAH HA PyKOBOJUTENEH BBICIIETO PaHTa

0) sIBIIsIETCSI OCHOBOM BCEX aBTOMATH3UPOBAHHBIX MH(DOPMAIIMOHHBIX TEXHOJIOTHH

B) OCHOBaH Ha aBTOMAaTHU3UPOBAaHHOW 00pabOTKe MaHHBIX U pealr3allii MOJICIICH, TOMOTAIONIUX PellaTh
OTJICTIbHBIC, B OCHOBHOM CIIa00 CTPYKTYPHUPOBAHHBIC 3a1a49K

TakTuueckuil ypoBEHb NPUHATHUS PELLICHUN

a) OPMEHTUPOBAH Ha PYKOBOAMTEIIEH BBICILIETO PAHTa

0) sIBJISETCS] OCHOBOM BCEX aBTOMATH3MPOBAHHBIX HH(POPMAIIMOHHBIX TEXHOJIOTHIH

B) *OCHOBaH Ha aBTOMAaTH3MPOBAHHON 00pabOTKE JAHHBIX U pPeaN3allii MOJIENEH, IIOMOTAIOIINX PEelIaTh
OTJENbHBIC, B OCHOBHOM Cl1ab0 CTPYKTYPHUPOBaHHBIC 3a1a4K

OnepalioHHbIN ypOBEHb NPUHATHS peLIeHUI

a) OPUEHTUPOBAH Ha PYKOBOAMUTEJICH BBICILICTO PAHTa

0) *sBisIeTCss OCHOBOW BCEX aBTOMATH3UPOBAHHBIX HHPOPMAIIMOHHBIX TEXHOIOTHI

B) OCHOBaH Ha aBTOMAaTHU3UPOBAaHHOW 00pabOTKe MaHHBIX U Pealu3allii MOJICIICH, TOMOTAIOIIUX PellaTh
OTZEJIbHbIE, B OCHOBHOM CJ1a00 CTPYKTYPUPOBaHHBIC 3a0a4H

OO0s3aTeNbHBIME AJIEMEHTAMH TIPOSKTHPYEMOTO TEXHOJIOTHIECKOTro o0ecrieueHns: HHPOPMaIMOHHOM
TEXHOJIOTHH SIBJISTIOTCS

a) oucHoe obecrieueHue

0) anmapaTtHOe o0ecrieueHue

B) HOPMATHBHbBIE IOKYMEHTBI

r) *TMHTBUCTUYECKOE 00ecieueHue

Kaxkoro aiemenTa Het B mporpamme “Excel”:
a) OKHa aKTUBHOTO JJOKYMEHTa

0) CTPOKHU COCTOSTHUS

B) *KOOpAWMHATHOW JTMHEUKH

T') CTPOKH MEHIO

Kakune mapameTpbl ab3a1ieB Hellb3s1 HK3MEHUTD C MIOMOIIIBIO0 KOOPJMHATHON IMHEHKH B TEKCTOBOM
nporeccope “Word”

a) ab3alHbIe OTCTYIIBI

0) UIMHY CTPOKH

B) *BBIpaBHUBaHHE TEKCTA

T') ITUPUHY KOJIOHOK

Kakoe ¢popmarupoBanue ab3aia Helb3s BHIIOJIHUTE B TEKCTOBOM Tiporieccope “Word”
a) *1mo BeICOTE

0) Mo 1eHTpy

B) 110 JIEBOMY Kparo

T) 110 IPaBOMY KpParo

BrIpaBHUBATE JIaHHBIE SYEEK 110 BEPTUKAIN B AJIEKTPOHHBIX TaOIUIAX HENb3S
a) *1o mwupuHe

0) 1o BrICOTE

B) TIO IICHTPY

BripaBHUBATH JaHHBIE TYEEK [T0 TOPU3OHTAIH B DJICKTPOHHBIX TaOJIMLIAX HENb35
a) 10 LIMPHHE

0) 1Mo 3HAYCHUIO

B) *10 BBICOTE



22. YCTaHOBHUTE COOTBETCTBUE: yKa)KI/ITe, KaKOMY p€aaKTOpPy COOTBCTCTBYCT KOMIIBIOTCPHAA IpOoTrpaMmMa

1. TekcTOBBIH penakTop a) Ms Access
2. DJIeKTpOHHAs TabIuIa 6) Ms Word
3. Cucrema yrnpapieHus 0a3aMu JJaHHBIX B) Paint.net
4. I'paduueckuii perakTop r) Ms Excel

Ortser: 1-0, 2-1, 3-a, 4-B

23. YcraHoBute cootBeTcTBUE: Onpe/ienuTe, KAKOMY BUIY CChUIOK OTHOCSTCS ajjpeca sUeeK

1. OTHOCHTENbHAS CChUIKA a) A$5
2. AGcomnroTHas CChlIKa 0) SA
3. CMemaHHas cchblUIKa B) $ASS
4. He mpaBwiIbHAs CCHUIKA r) AS

Ortser: 1-1, 2-B, 3-a, 4-0

24. YCTaHOBUTE COOTBETCTBUE: OnpeﬂeJmTe, KaKOMY BUJy OTHOCATCHA allllapaTHbIC CPEACTBA MYJIbTUMCIUA

1. CpezncTBa 3BYyKO3aIuCH a) aKyCTHYECKHE CUCTEMBbI
2. CpencTBa 3BYKOBOCIIPOU3BEIEHUS 0) BUIEOKAMEPHI

3. MaHumynsaTopsl B) MUKPO(OHBI

4. CpenctBa nepeaaun HHGopMaIuu T) JUKOUCTHKH

Ortser: 1-8, 2-a, 3-1, 4-6

25. YcranoBute coorBeTcTBre: COOTHECHTE BHJI OOECTICUEHISI U €TO OIpe/IeIICHNe

1. OpranuzauroHHOE a) COBOKYITHOCTb €IMHOM CUCTEMBI KiIacCU()UKAINA U KOTUPOBA-HUS
obecrieyeHue nHpOpPMAaLINK, YHUDHUIIMPOBAHHBIX CHCTEM JOKYMEHTAIUN

2. Texuudeckoe 0) COBOKYITHOCTb METOJIOB M CPECTB, PETIaMEHTHPYIOIINX
o0ecrieyeHue B3aMMOJecTBUE PAOOTHUKOB C TEXHUYECKUMH CPEACTBAMH U

MeXIy cO00H B mporiecce pa3paboTKH 1 SKCILTyaTaIliH
WH(POPMALIMOHHON CHCTEMEI

3. Martematudeckoe B) KOMILJIEKC TEXHUYECKUX CPEJICTB, IPeAHA3HAUCHHBIX [ PaOOThI

obecrnieueHne “H(OPMAITMOHHON CUCTEMBI, a TAKXKE COOTBETCTBYIOIIAS
JOKYMEHTAIIMs Ha 3TU CPEJICTBA U TEXHOJOTHUYECKUE MPOLECCHI

4. UndopmaiinoHHoe T') COBOKYITHOCTh MaTEMaTHUECKIX METO/IOB, MOJICTICH, allTOPUTMOB U

obecrnieuyeHne MpOTpaMM JIJIsl pean3alyy 1neiel 1 3aJad nHQOpMaIMOHHON
CHUCTEMBI

Ortsert: 1-0, 2-B, 3T, 4-a
26. YcTaHOBHTE MOCIIEIOBATEIBHOCTh 3TanoB npoektupoBanus CIIITP

1) CocraBneHue cinoBapsi CUCTEMBI.

2) BHenpeHue cHCTEMBI.
3) Onucanue peIMETHON 00JIACTH, TIeJIel CO3/IaHusl CHCTEMbI U BBITIOJIHEHUE TIOCTAHOBKHU 3aJ[a4H.

4) PazpaboTka 0a3bl 3HaHHI U 0a3bl JaHHBIX.
Ortser: 3-1-4-2

27. YCTaHOBHUTE MOCIIEA0BATEILHOCTD MOSIBIICHUST HH(POPMAIIMOHHBIX CUCTEM

1) ABTOMaTH3NPOBAaHHBIE O(UCHI.
2) Undopmanonnblie cucTeMbl 00pabOTKK PacueTHBIX JOKYMEHTOB Ha 3JIEKTPOMEXaHUYECKUX

OyXranTepcKUX MallMHaX
3) Cucrembl TONACPKKU IPUHATHS PEIICHUH.
4) YnpasneHueckue HHPOPMATMOHHBIE CUCTEMBI JJIsl POU3BOJICTBEHHON HH(pOpMaIHH.

Ortser: 2-4-3-1

28. aiite xpatkuii orBet: «llepeuncime ocHOBHBIE (DYHKIIMU POPMATHPOBAHUS TEKCTA B TEKCTOBBIX

IIpoLEccopax»
OTBeT: ycTaHOBJIEHHE 3HAYEHHUH M0JIeH CTpaHuIIbl, popMaTHpOBaHUE ab3aleB, yCTaHOBKA MIPU(TOB,

CTPYKTYPHPOBaHIE U MHOTOKOJIOHHBIH HAOOP

29. Jlaiite kpaTkuii oTBeT: «Ilepeuncinte OCHOBHBIC (YHKIIMH PEIAaKTHPOBAHUSA TEKCTa B TEKCTOBBIX

npoLeccopax»
OTBeT: BBOJ TeKCTa, KOPPEKIINSA, BCTABKA, YIAICHUE, KOMUPOBAHHE, TIEPEMEIIICHHE



30. [aiire kpatkuii orBeT: «Kakue n1eficTBUSI MOXKHO BBIIIOJHUTE CO CTPOKOM MIIM CTOIOLIOM B DJIEKTPOHHBIX
TabIMuax?»
OTBeT: yaanuTh, BCTaBUTh, CKPBITH

HQnMeanne: IIPaBUJIBHBIE OTBETBI OTMEYCHBI 3HAKOM *



B-2

1. OO0s3aTenbHBIMU 3JIEMEHTAMHU MPOESKTUPYEMOTO TEXHOIOTUIECKOT0 obectiedeHns: HH(OPMAIIMOHHOM
TEXHOJIOTHH SBJISIOTCS
a) oucHoe obecrieueHue
0) ammmapaTtHOe oOecTIcUeHHE
B) HOPMATHBHBIC JIOKYMEHTEI
) *TUHIBUCTHYECKOE 0OecIeueHue

2. HudopmarpioHHas cuctemMa — 3T0
a) COBOKYITHOCTH CPEJICTB Ml METOJIOB cOOpa, 00paboTKH U Iepenadn JaHHBIX
0) *B3auMoOCBsI3aHHAsI COBOKYITHOCTh CPEJICTB, METOJIOB U TIEPCOHAJIA, UCIIOJIb3YEMBIX JUIsl XpaHEHUS,
00pabOTKH ¥ BbIIa4¥ HH(OPMAIIUU B HHTEPECaX OCTHKCHHS MTOCTABJICHHOH 11eITH
B) COBPEMEHHBIE CPEJICTBA U TIPOTPaMMBI JIJIsl OoJiee TOJTHOW Tepenadyn HHQOPMAIIUHU MTOCPEICTBOM
nH(OPMAITMOHHOH CETH

3. Uro He OTHOCHUTCS K CBOHCTBAM HH(OPMALIMOHHON CHCTEMBI
a) mo0Oas nHHOPMAaIIMOHHAS CCTEMa MOXET OBITh TIOJJBEPTHYTA aHATTU3Y
0) *npu noctpoeHnn HHGOPMAIIMOHHOW CUCTEMBI HCIIONB3YETCSI MOAYIBHBIHN ITOIX0]T
B) HH(OpPMAIIMOHHAs CUCTEMA SIBIISICTCS JMHAMHYHOM U pa3BUBAIOIICHCS

4. TakTtudeckuil ypoBEeHb IPUHSTHUS PEIICHHUH
a) OPUEHTUPOBAH Ha PYKOBOAUTEJICH BBICILIETO PAHTa
0) sIBJISAETCS] OCHOBOM BCEX aBTOMATH3MPOBAHHBIX HHPOPMAIIMOHHBIX TEXHOJIOTHI
B) *OCHOBaH Ha aBTOMAaTHU3WPOBAHHOM 00Pa0OTKE NAaHHBIX M PeaTH3allui MOJIENICH, TOMOTAIOIINX PElIaTh
OTZEJIbHbIE, B OCHOBHOM CJ1a00 CTPYKTYPUPOBaHHBIE 312K

5. Crpareruueckuii ypoBeHb NPUHATHS PEIICHUN
a) *opHeHTHPOBaH Ha PyKOBOJIUTEIEH BHICIIETO PaHTa
0) sABIIETCSI OCHOBOM BCEX AaBTOMATH3MPOBAHHBIX HH(YOPMAIIMOHHBIX TEXHOJIOTHH
B) OCHOBaH Ha aBTOMaTHU3HMPOBaHHON 00paboTKe JaHHBIX U pean3allii MOJeJIeH, TOMOTaloINX pelaTh
OTJCTbHBIE, B OCHOBHOM CJ1ab0 CTPYKTYPHUPOBAHHBIC 331a4K

6. OrnepalMOHHBII YPOBEHb MPUHSATHUS PEIICHUN
a) OPMEHTUPOBAH Ha PYKOBOAMTEIICH BBICILIETO PAHTa
0) *sBnsieTCss OCHOBOW BCEX aBTOMATU3UPOBAHHBIX HH(POPMAIIMOHHBIX TEXHOJIOTHIA
B) OCHOBaH Ha aBTOMaTH3MPOBaHHON 00pabOTKe JaHHBIX U peallM3alliH MOJIeIIei, TOMOTaIONINX PelaTh
OTJEJIbHbIE, B OCHOBHOM CJ1a00 CTPYKTYpUPOBaHHBIE 3a1a4H

7. Kaxkoro siemenTa Het B mporpamme “Excel”:
a) OKHa aKTUBHOT'O JOKYMEHTa
0) CTPOKH COCTOSIHHS
B) *KOOpAWMHATHOW JTMHEUKH
T') CTPOKH MEHIO

8. Kakwue napamerpsl a03a1ieB Hellb3si U3MEHUTH C TIOMOIIBIO KOOPIWHATHOW JITHEWKH B TEKCTOBOM
nporieccope “Word”
a) ab3allHbIe OTCTYIIBI
0) UIMHY CTPOKH
B) *BBIpaBHHBAaHHE TEKCTa
T') LINPHHY KOJIOHOK

9. Kakoe popmarupoBaHue ab3ara Helb3s BHIIOJIHUTH B TEKCTOBOM Tiporieccope “Word”
a) *1mo BeICOTE
0) 1o meHTpy
B) TI0 JIEBOMY Kparo
T) 110 IPaBOMY KpParo

10. BolpaBHMBATH JaHHBIE YEEK [0 BEPTUKAIN B MJIEKTPOHHBIX TaOJIMIAX HEIb3s
a) *1o mwupuHe
0) Mo BEICOTE
B) 110 LIEHTPY

11. BripaBHUBATH JJAHHBIC AYCEK IO TOPUIOHTAIH B HJICKTPOHHBIX TaOIHIIAX HEIb3s
a) TI0 IITUPHUHE



12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

0) 1o 3HAUCHUIO
B) *10 BBICOTE

[Ton aBTOMaTH3UPOBaHHOW cHCTEMOI 00pabOTKK HH(OPMALIUH cIeyeT TOHUMATh
a) COBOKYITHOCTh KOMIIBIOTEPOB ¥ BEIYUCITUTEIBHON TEXHUKH

0) *oprannzalmOHHO-TEXHUYECKYIO CHCTEMY

B) COBOKYITHOCTB OOCITY)KHMBAIOILIETO TIEPCOHANA U TI0JIb30BaTEIeH CHCTEMBI

T') COBOKYITHOCTh METOJIOB TI0 00paboTKe HHPOpPMALUH

HNudpopmanmoHHast TEXHOJOTHS — 3TO

a) *mporecc, UCTIONB3YONINI COBOKYITHOCTh CPENICTB I METOIOB cOOpa, 00paboTKH U Iepenadyn JaHHBIX
0) mpotiecc, UCTIONIB3YIOIIUI CPeCTBa MacCOBOI MHPOPMALIUH

B) TIPOIIECC, CO3MIAIONIHI OT/IEIBHBIC IOKYMEHTBI U OTACIbHBIC MACCHBBI JIOKYMEHTOB

HMudopMannorHOE 00IIECTBO — 3TO KOTJJa OCHOBHOE HAaCceJICHHE

a) 3aHATO Ha MPOM3BOACTBE HH()OPMAIIMOHHBIX MPOAYKTOB U YCIYT

0) 3aHATO TOJBKO B cepe ycayr

B) * 3aHATO IMPOM3BOACTBOM U pealn3anueil napopmManun

T') yMeeT UCIIOIh30BaTh KOMIbIOTEpHl 1 BT B cBOEH npodeccroHanbHOM e TeNsHOCTH

Uro Takoe HHPpOpMaIMOHHAsI KyJIbTypa o0IecTBa?

a) ymenue paborats co cpeactBamu BT u mporpaMmMupoBaHust

0) HOBBIC THIIBI OOIIECHUS

B) CBOOOHBIN TOCTYIT K MH(OpMAIMHK 15l BCEX WICHOB 00IIecTBa
r) ¥*yMeHHe LieeHanpaBieHHO paboTaTh ¢ HHQopMarmen

Uro He sBasieTcs 3anadyeil kypca UT?

a) yMEHUE MPABUIBHO OPUCHTUPOBATHCS B HOBOM HMH(MOPMAIIMOHHON pealbkHOCTH MUPa

0) *co3maHue HOBBIX CPEJICTB BBIUUCIIUTEIBHON TEXHUKH U MTOJITOTOBKA aBTOMATH3UPOBAHHBIX Pab0ounx
MECT

B) BceoOIIee OBIaICHAE KOMITBIOTEPHON TPAMOTHOCTHIO

r) uzyuenue UT B 6osiee HOBBIX MPEIMETHBIX 00JIACTSIX: COLMOJIOTHS, IICUXOJIOTHS U T.I.

NudopmaronHsle pecypchl 001ecTBa — 3T0

a) KOMITBIOTEPBI, CPEJICTBA BEIYUCINTEIBHON TEXHUKH

0) cpeicTBa MaccoBOi HHPOPMAIH

B) *OTAeNbHbIC JOKYMEHTHI H OTJEIbHBIE MACCHBEI JOKYMEHTOB
T') MOOWJIBHBIE armapaTthl

Yrto HE OTHOCHUTCS K MHGOPMALMOHHBIM yciIyram?
a) BBIITYCK HH(OPMAIIMOHHBIX W3JJaHUH

0) npemocTaBiIeHUE IEPBOMCTOYHHUKA

B) *IpoJaka KOMIIBIOTEPHOI TEXHUKU

T') PETPOCIIEKTUBHEIH MOKUCK HH(pOpMaIun

WNHdopMamoHHbIH POAYKT — 3TO

a) *COBOKYIHOCTb AaHHBIX, CPOPMUPOBAHHAS IPOU3BOIUTEIIEM AJISl pACIPOCTPAHEHUS
0) KOMIIBIOTEPHBIE TPOTPAMMBI

B) pe3yNbTaT HEMPOU3BOCTBEHHOMN NEATEIHHOCTH NIPEANPUATHS WU JINIA

') KOMIIBIOTEPHI, CPEICTBA BEIYUCIUTEIBHON TEXHUKH

OCHOBHBIM HCTOYHHKOM HH(pOpManuu st ”HPOPMALMOHHOTO 00CITY>)KUBAHUS B COBPEMEHHOM 00IIIeCTBE
SIBJISIFOTCSL:

a) *0a3bl JaHHBIX

0) 2JIeKTPOHHBIE OMOTNOTEKN

B) KOMITBIOTEPHI

T') BEIYHCITUTEbHAS TEXHUKA

MynbTUMe IUMHBIE TEXHOJOTHUH — 3TO

a) COBMEIIICHUE 3BYKa U BHJEOU300paKCHHS

0) co3maHue aHMMAaIMOHHOM rpaduKu

B) *COBpEMEHHBIC CPEJICTBA U IIPOTPaMMBI JIJTsl 00JIee TIOTHOM Iepeaadu HHPOPMAIIUU TTOCPEICTBOM
nH(OPMAITMOHHOH CETH

r) ¢oTo, BUACO, 3BYK



22. YCTaHOBHUTE COOTBETCTBUE: yKa)KI/ITe, KaKOMY p€aaKTOpPy COOTBCTCTBYCT KOMIIBIOTCPHAA IpOoTrpaMmMa

1. TekcTOBBIH penakTop a) Ms Access
2. DneKkTpoHHas Tabnuia 6) Ms Word
3. Cucrema yrnpapieHus 0a3aMu JJaHHBIX B) Paint.net
4. I'paduueckuii perakTop r) Ms Excel

Ortser: 1-0, 2-1, 3-a, 4-B

23. YcraHoBute cootBeTcTBUE: Onpe/ienuTe, KAKOMY BUIY CChUIOK OTHOCSTCS ajjpeca sUeeK

1. OTHOCHTENbHAS CChUIKA a) A$5
2. AGcomnroTHas CChlIKa 0) SA
3. CMemaHHas cchblUIKa B) $ASS
4. He mpaBwiIbHAs CCHUIKA r) AS

Ortser: 1-1, 2-B, 3-a, 4-0

24. YCTaHOBUTE COOTBETCTBUE: OnpeﬂeJmTe, KaKOMY BUJy OTHOCATCHA allllapaTHbIC CPEACTBA MYJIbTUMCIUA

1. CpezncTBa 3BYyKO3aIuCH a) aKyCTHYECKHE CUCTEMBbI
2. CpezncTBa 3ByKOBOCIIPOU3BEICHUS 0) BUIEOKAMEPHI

3. MaHumynsaTopsl B) MUKPO(OHBI

4. CpenctBa nepeaaun HHGopMaIuu T) JUKOUCTUKHU

Ortser: 1-8, 2-a, 3-1, 4-6

25. YcranoBute coorBeTcTBre: COOTHECHTE BHJI OOECTICUEHISI U €TO OIpe/IeIICHNe

1. OpranuzauroHHOE a) COBOKYITHOCTb €IMHOM CUCTEMBI KiIacCU()UKAINA U KOTUPOBA-HUS
obecrieyeHue nHpOpPMAaLINK, YHUDHUIIMPOBAHHBIX CHCTEM JOKYMEHTAIUN

2. Texuuueckoe 0) COBOKYITHOCTh METOJIOB M CPEJICTB, PErIIaMECHTHPYOIINX
o0ecrieyeHue B3aMMOJecTBUE PAOOTHUKOB C TEXHUYECKUMH CPEACTBAMH U

MeXIy cO00H B mporiecce pa3paboTKH U SKCILTyaTaIliH
WH(POPMALIMOHHON CHCTEMEI

3. Martematudeckoe B) KOMILJIEKC TEXHUUECKUX CPEJICTB, NpeAHa3HAUYCHHBIX [ PaOOThI

obecrnieueHne “H(OPMAITMOHHON CUCTEMBI, a TAKXKE COOTBETCTBYIOIIAS
JOKYMEHTAIIMs Ha 3TU CPEJICTBA U TEXHOJOTHUYECKUE MPOLECCHI

4. NudopmanmoHHoe T') COBOKYITHOCTh MaTEMaTHUECKIX METO/IOB, MOJICTICH, allTOPUTMOB U

obecrnieuyeHne MIpOTpaMM JIJIsl peain3alyy 1eied 1 3aJad nHQOpMaIMOHHON
CHUCTEMBI

Ortsert: 1-0, 2-B, 3T, 4-a

26. YcTaHOBHTE MOCIIEA0BATEIbHOCTE 3TanoB npoektupoBanus CIIIIP
1) CocraBneHue cioBapsi CUCTEMBL.

2) BHenpenue cucTeMBbl.
3) Onucanue npeIMETHON 00JIACTH, 1IeJIel CO3/IaHUsl CHCTEMbI U BBITIOJIHEHUE IIOCTAHOBKU 33J[a4H.

4) PazpaboTka 0a3bl 3HaHUN U 0a3bl JaHHBIX.
Ortser: 3-1-4-2

27. YCTaHOBHUTE MOCIIEA0BATEIILHOCTD MOSIBIICHUST HH(POPMAIIMOHHBIX CUCTEM

1) ABTOMaTH3UPOBAHHEIE OUCHLI.
2) NuadopmanoHHbie CUCTEMBI 00pabOTKH paCYETHBIX JJOKYMEHTOB Ha IEKTPOMEXaHUUECKUX

OyXTaNTePCKUX MaIlnHAX
3) Cucrembl MOAAECPIKKH NPUHSTHS PELICHHUH.
4) YnpasneHueckue HHPOPMATMOHHBIE CUCTEMBI JJIsl POU3BOJICTBEHHON HH(pOpMaIHH.

Ortser: 2-4-3-1

28. [aiite kpatkuii otBet: «llepeuncimte ocHOBHBIE (YHKIIMU POPMATHPOBAHUS TEKCTA B TEKCTOBBIX

MIpoLeccopax»
OTBeT: yCcTaHOBIJICHHE 3HAYCHHH TI0JIel cTpaHuIbl, popMaTupoBaHue ab3aleB, ycTaHOBKA MIPH(TOB,

CTPYKTYpPHpPOBaHHE U MHOTOKOJIOHHBIH HAOOP

29. [Jaiite xpatkuii otBeT: «llepeuncinte ocHOBHBIE (YHKINHU PEIaKTUPOBAHUS TEKCTa B TEKCTOBBIX
IIpoLeccopax»



OrtBer: BBOJ TCKCTa, KOPPCKI U, BCTaBKa, YAAJICHUC, KOIIMPOBAHUC, IICPCMCILICHUC

30. Jlaiite kpaTkuii oTBeT: «Kakue NeHCTBUS MOXKHO BBIITOJIHUTH CO CTPOKOW HIIM CTOJIOIOM B 3JIEKTPOHHBIX
TabuIax?»
OTBeT: yAaluTh, BCTABUTb, CKPHITh

HQnMeanne: IIPaBUJIBHBIE OTBETBI OTMEYCHBI 3HAKOM *

NudpopmanuonHoe odecnevyeHne 00yuyeHus

IlepeueHb pexoMeHAyeMbIX YUeOHBIX U3IaHNI, HHTEPHET-PECyPCoOB,
AOMOJTHUTEJbHOM JINTEPaTyphbl

OcHOBHbIE HCTOYHHUKH:

1. Tox6epr I'.C. UndpopmanoHHbIE TEXHOJOTHH: YUEOHHK JUIS CTYA. YUpPEXKACHUU cpen. mpod.
Oo6pazoBanus/ I.C. TI'ox6epr, A.B. 3adueBckuii, A.A. Koporkun. — M.: ULl «Axkagemus»,
2017.



