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I[MPEAMCIIOBUE

W3MeHeHuss B COBPEMEHHOW IKOHOMHKE, OOYCIIOBJIIEHHBIE PEBOJIONMENH B MH(DOPMAIMOHHBIX U
KOMMYHUKAIIMOHHBIX TE€XHOJOTHSX, AUKTYIOT HOBbIE TPEOOBaHMs K BBIMTYCKHUKaM By30B. OJHUM U3
IIyHKTOB MPOTPAaMMHBIX MEPONPUATHH SBISIETCS pPa3BUTHE CHCTEMBbl MOATOTOBKM CIEIHAIUCTOB U
KBAJTHM(HUIIMPOBAHHBIX MTOJIH30BATEINICH KOMITBIOTEPHOW TEXHHUKH.

Kommnprorepu3zays S5KOHOMHKH U BCETo OOIIECTBA, MO MHEHUIO OOJIBIIMHCTBA YUYEHBIX, BBICTYIAET
MOIIHBIM CPEACTBOM KakK JUIsi NMPO(ECCHOHATIBHOM JEATENbHOCTH CHEUUAUCTa, TaKk U IS €ro
JYXOBHOTO pocTa. [IOCTHXKEHHUIO 3TUX IIeJield CIIOCOOCTBYET M3yUYEHUE CTPATErMYecKol, MHTEerpalbHON
JTUCLUITIMHBI — HH(popMaTUKU. [TocTeneHHo 0CBO€HHE OCHOB JJaHHOW HayKH MPEBpALaeTCs U3 peMeciia
10 BJIAJICHUIO KOMIIBIOTEPHON TEXHUKOH B OJMH M3 00s3aTENIbHBIX HAaBBIKOB OOPa30BaHHOI'O YEJIOBEKA.
BeipaboTka anroOpuTMHUYECKOr0 MBIIUICHHS, TPHOOMICHHE K MH()OPMAIMOHHON KYJIBTYype ITO3BOJISAT
cryaeHTaM 3((GEeKTHBHO peau30BaTh HAKOIUICHHBIE 3HAHUS, MCIIOIb30BaTh X B HAUOOJICe TUHAMUYIHO
Pa3BHBAIOLINXCS CEKTOPAX COBPEMEHHON SKOHOMHKH.

Lenpto naHHOrO y4eOHOro MOCOOMs SBISIETCS W3Y4YEHUE IMOMYJSIPHBIX CHUCTEM U O(UCHBIX
NPWIOKEHUM, CO3AaHHBIX Kopropauueil Microsoft. DT KOMMbIOTEpHBIE MPOrPaMMbl (HaKTUYECKU
CTaJM CTaHJApTOM CHCTEMHOIO WU MPUKIAJHOIO MPOrpaMMHOrO oOecredeHus. OJjJeMeHTapHas
HACTpOIKa KOMITBIOTEpa, oopMieHHE O(PHCHOW TOKyMEHTAIlMH, JOCTATOYHO CIIOXKHBIC PAaCUeThl IO
npoduro BEIOpaHHOH CHIENMAIEHOCTH CTAHOBSITCS TIOCTYITHBIMU Onarogaps npoayKiuu Microsoft.

D¢ dexTUBHOE HCIIOIB30BAHUE 000 KOMIBIOTEPHOM MPOrpaMMbl BO3MOXKHO JIMIIb MIPHU YCIOBUU
JIOCTAaTOYHO TIIIyOOKOrO 3HAHUS IOJb30BaTeNIeM €€ Ha3HaueHMs, (PyHKIMOHAJIBHBIX BO3MOXKHOCTEH,
YCIOBUH NPUMEHEHHUs CHELHAIMCTaMH pa3HbIX HalpaBiICHUH, B YACTHOCTH HSKOHOMHYECKOTO
npoduns. B ¢BiA3K ¢ 5TUM HEOOXOAMMO PAacCMOTPETh KaK OCHOBHBIC TEXHMYECKHUE XapaKTEPUCTHKH
cucteM Word, Excel, Access, PowerPoint, Tak u 00mme NpUHIMUIB KOMIIBIOTEPHON 00paOOTKH
uHpOpMaIIH.

Hacrosimee yueOHOe MmocoOue paccUMTaHO HAa HAYalbHBIM YPOBEHb BIIAQJCHUS KOMIBIOTEPHOMH
TEXHUKOH. B xone u3ydeHus marepuana mnpeiaraercsi BBIIOIHUTD PSAJl B3aUMOCBS3aHHBIX 33JJaHUH,
KOTOPbIE CONPOBOXKIAIOTCA ONMCAHUEM TIOCIIEOBATEIbHOCTH HEOOXOAUMBIX IeWCTBUIl. YpOBEHb
MOJYYEHHBIX 3HAHUH MOXET OBbITh IPOBEPEH C IMOMOIIBIO KOHTPOJIbHBIX BOMNPOCOB K KaXAOMY

naparpady.



1. TEKCTOBBI PEJAKTOP WORD
JIABOPATOPHA PABOTA Nel

1.1. OCHOBHBIE MMPUEMBI PABOTHI C TEKCTOBbIM PEJAKTOPOM WORD
1.1.1. Uarepdeiic mporpammbr Word 2010

Microsoft Office 2010 — na3Banue HoBeiimeil Bepcun nakera Microsoft Office. HoBblit oducHbIi
MaKeT yCTaHaBIMBAeTCs Ha omepanuoHHble cuctembl Windows 7, Vista m Windows XP. OdwucHbrit
naket Microsoft Office 2010 mnpegHasHaueH Ui TOBBIIICHUS POU3BOAUTEIHHOCTH PaOOTHI,
MOCKOJIbKY OH TIPEIOCTABIISIET CPEICTBa, MO3BOJSIOIIME ©O€3 Tpyda co3aaBaTh NMPO(ecCHOHATBHO

o(opMIIEeHHBIE JOKYMEHTBI, 00BETUHSIS U300paKEHUs], TEKCT U BUICOMAaTEPHAIBL.

[Iporpamma Word mnakera Microsoft Office 2010 sBnsercs oaHUM M3 caMbIX MOMYJISIPHBIX
TEKCTOBBIX penakTopoB. OHa o00dajaeT HIMPOKMMU BO3MOXKHOCTSAMHU I PabOTBl HE TOJBKO C
TEKCTOBBIMU JIOKYMEHTaMH, HO U C TaOJIUI[AMH, B TOM YHCJIE DJICKTPOHHBIMU, MaTeMaTHUYECKUMH
¢dopmynamu, 0azamMu AaHHBIX, rpaduueckumu oObekTamMu. C MO-MOLIBIO ATOTO PENAKTOPa MOXKHO
CTPOUTH PA3IUYHOMN CIOKHOCTH rpaduku, Auarpammsl U T. A. s yno6cTBa paboThl MOIb30BATENIO
NPEJOCTABIAIOTCS TaKUE€ BO3MOXKHOCTH, KaK BCTPOCHHBIM pEXHM IIPOBEPKH IPABONMCAHUS,
paccTaHOBKa MEPEHOCOB, aBTOMAaTUYECKasi 3aMEHa TeX WJIM MHBIX COUETAaHUN CUMBOJIOB Ha TpeOyemble
CJIOBA WJIM CIIOBOCOYETAHUS.

B cnpaBouHO# cucTemMe pelakTopa MOKHO HaTH OTBET Ha J1t000# BOMPOC, YTO SKOHOMUT BpeMs
npu pabore cO CIOXKHBIMH TaOnuUamu, nuarpaMMamu U T. 1. OOl BUI TEKCTOBOIO pelakTopa
MIPUBEACH
Ha puc. 1.1.

OKHO UMeeT IIeCTh OCHOBHBIX 001acTei:

— 3aroJI0BOK, 0TOOpa)kaeMblil BBEPXY SKpaHa;

— MaHesb OBICTPOro AOCTyNA ¢ HauboJiee YacTo UCHOIb3YEeMbIMU KHOIIKAMH;

— JIEHTY ¢ HabOpOM BKJIAJI0K;

— BKiIaaky Paiin, 3amenusiyto Bkiaaaky Office uz sepcun 2007;

—00JacTh JTOKYMEHTa, KOTOpas BKJIIOYAET B ceOs TOPU30HTAIBHYIO M BEPTUKAJIBHYIO JIMHEHKH
(opMaTHpOBaHuUs, IOJIOCHI NMPOKPYTKU (I OBICTPOrO MEepeMelIeHUs MO JIOKYMEHTY), pabouyro
o0J1acThb Ui BBOJA U PEAAKTUPOBAHUS TEKCTA;

— CTPOKY COCTOSIHMS, B KOTOpOW 0TOOpaxcaroTcsi (clieBa HampaBo): MOPSIKOBBIM HOMEp TeKyllen
CTpaHMIIbI B IOKyMEHTE M 00I11ee KOJINYECTBO CTPAHMII, 00Iee KOJIMYECTBO CJIOB B TIOKYMEHTE, S3bIK
BBOJIa, KHOIIKM HEPEKIIOUCHUs PEKUMOB pabOThl C JTOKYMEHTOM, MOJ3YHOK M3MEHEHHUs MaciTtada
JOKyMEHTA.
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Puc. 1.1. Paboyee okHO TekcToBOrO penaktopa Word

1.1.2. 3arpy3ka TEKCTOBOTO peAaKTopa



[Ipn BK/IIOUEHMHM KOMIBbIOTEpAa Ha SKpaHE MOSBISIETCS pabouuil CTOJ, C KOTOPOTO MPOMCXOAUT
yIpaBJIeHHE KOMIIIOTEPOM, a TAK)KE€ HAaUMHAETCs padoTa ¢ MPUKIIAAHBIMU IPOTpaMMaMH.

TekcToBBIN peakTop MOXKHO 3arpy3HUTh, UCIIOJNIB3YS Ui 3TOro sApibslk Microsoft Word Ha pabouem
CTOJIE — JOCTAaTOYHO JIEBOM KHOIKOM MBIIIY _CeJaTh JBOMHON LIENYOK MO 3TOMYy 00BeKTy. To ke
caMo€ MOXKHO cJieiaTh ¢ IoMoIlbio KHOMKH [[Iyck. bornee onbITHBIN MOJIB30BaTENb MOXKET 3arpy3HUTh
peaaKTop ¢ NOMOUIBIO IporpaMMsbl [ IpoBoaHNK Mt MO KOMITBIOTED.

1.1.3. 3HaKOMCTBO C JIEHTON

B BepxHeil yacTu OKHa porpaMMsbl pacronaraercs jJenra (puc. 1.2), 3aMeHUBIIasE MEHIO U MTaHEIH
WHCTPYMEHTOB MpeablAyux Bepcuil. HaOopel KOMaHa Ha JIeHTE NpEACTaBlICHbl B BUJE BKIIAJIOK.
Koman/ipl Ha BKJIaJiKaX 0ObEIMHEHBI B IPYIIIbI, (POPMUPYIOIIMECS MO TUITY BBIOIHIEMBIX ONEpalui,
JUIL JOCTyNIa K KOTOPBIM JIOCTaTOYHO UICJIKHYTh Ha 3aroJIOBKE MbIIIKOM. Bxmanku Ha JeHTe
YIOPSA0YEHBl COIVIACHO IIOCJIEAOBATEIBHOCTH 3aad, KOTOPbIE, KaK IPaBWJIO, BBIINOJIHAIOTCA Ha
pa3HBIX 3TaNax CO3JaHMsl JOKYMEHTA.
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Puc. 1.2. Bepxuss uactb okHa penakropa Word

JlenTa AMHAMU4YHA, T. €. 10 MEPE CMEHBI 3a/1a4 (BbIJIEJIECHUE PA3IMUYHBIX OOBEKTOB B JOKYMEHTE)
MOTYT HOSIBJIATHCS JOMOJIHUTENbHbIC BKIAIKU, HAIPUMED:

— €CIIM BbleJIeHa TabiuLa — NosABJSIOTCs BKIaaku Konctpykrop u Maker (puc. 1.3, a);

— €CIIM PUCYHOK B Tabiuie — nosisiiores Bkiaaku Popmat, Koncrpykrop u Maker (puc. 1.3, 6).
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Puc. 1.3. JlomomHuTEIbHBIC BKIIAJIKHU TSI PAOOTHI C TAOJIMIIAMU:
a — Bkiaaku Koncrpykrop nu Maker;
0 — Bximaaku @opmat, Koncrpykrop u Maxker

OCHOBHBIMU KOMaH/IHBIMH BKJIa/IKAMHU SBJIIOTCS CIIELYOILHUE:

— I'maBHas — coep>KUT KOMaH/Ibl, CBsI3aHHbIE ¢ Oydepom oOMeHa, BBIOOPOM HIPU(TOB, HACTPONKOI
a03a1eB, CTUISIMU U MIPaBKOMH;

— BcraBka — BKIIIOYaeT MHCTPYMEHTHI U1 100aBJICHUS CTPaHMIL, TaOJIUL], WITIOCTPALUH, CCBHUIOK,
3aroJIOBKOB, TEKCTOBBIX OOBEKTOB U CUMBOJIOB B JJOKYMEHT;

—Pa3MeTka cTpaHMIBI — CONEPKUT MHCTPYMEHTBI JJIsi H3MEHEHHUS BCETO BHEUIHETO BUAA
JIOKyMEHTa, €ro IBera, mpuUPToB U 3(P(PeKToB, MHCTPYMEHTHI pPEAAKTUPOBaHUSA (POHA CTPAHUIB,
Ha3Ha4YeHUs I0JIEH, OTCTYIIOB U HHTEPBAJIOB, MOPSIIOK PACIIONIOKEHUS DJIEMEHTOB HA CTPAHULIE;

— CcbUIKM — OOBEAMHSCT CIIeLUAIbHBIE YIEMEHTHI: OIJIaBJIeHUs, CHOCKH, IIUTAThl U Oubarorpaduu,
3aroJ0BKH, IPEIMETHBIN yKa3aTelb U T. [1.;

— Paccbuiku  — COIACPIKUT HHCTPYMCHTHI, HeO6XO,[[I/IMLIe npu CO34aHuH, NOPCABAPUTCIIBHOM
IpOCMOTPEC U pCain3aliuu IIPOCKTA CIIUAHUA TOYTHI NI 0a3ml JaHHBIX,
—PCI_ICH3I/Ip0BaHI/IC — KOMaHAbl 3TOM BKJIAIKHU HCO6XOI[I/IMBI AJid IIPOBCPKU IMPABOIIMCAHUA,

CO3JaHud U pCHAKTUPOBAHUA HpHMC‘-IElHHfI, BHCCCHHUA I/ICHpaBJIeHI/II\/'I, HX IMPOCMOTpPA, OTCIICKUBAHUSA U
O6pa6OTKI/I I/I3MeHeHI/II>'I, CpaBHCHHUA BepCI/Iﬁ " 3alIUThI JOKYMCHTA,

— Bug — COACPIKUT KOMaHIbI JJIs1 MaCI_HTa6I/IpOBaHI/IH H HACTPOCK MMPOCMOTPa JOKYMCHTA.

B IIpaBOM HUKHEM YTIIY Ka)XKJI0M MaHeIu HHCTPYMCHTOB HAXOAWUTCA KHOIIKA , KOTOpasA OTKPbIBACT
zmanor[loe OKHO COOTBCTCTByIOH_[eI\/’I IHaHCIIN.

[Ipumeuanue. UToObl CBEpHYTH JIGHTY B CTPOKY, HY)KHO ILIEJIKHYTh IMPAaBOM KHOMKOM MBIIIN Ha
J1r000M y4acTKe JICHTHI U B IOSBUBIIEMCS] KOHTEKCTHOM MEHIO BbIOpaTh KoMaHay CBEpHYTH JIECHTY.
JlenTa pa3BepHETCs, €CIIU IIEIKHYTh MBIIIBIO 110 JIIOOOH BKJIAJKE, a MOCcie IIeTYKa B JOKyMEHTe
OHa aBTOMAaTHYECKH CBepHeTcs. YTOObI JieHTa Bcerza oToOpakajach B Pa3BEpHYTOM BHJIE, HANO
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HICJIKHYTh TMPaBOM KHOIMKOW MBIIIA Ha JIOOOM SIPIBIKE JICHTHI M B TIOSBUBIIEMCS KOHTEKCTHOM
MEHIO BHOBB BbIOpaTh KoMaH 1y CBEpHYTH JICHTY.

1.1.4. Hactpoiika maHenu ObICTPOro J10CTyma

B neBoii yactu cTpoKM 3arofioBKa HaXOJAMUTCS MaHeNb ObICTporo aoctyna. Ha Hell pacmonararorcs
KHOIKH, KOTOPbIE€ HCHOJIB3YIOTCS MpH paboTe B J00OM pexHuMe, — JUId COXPAHEHUS JIOKYMEHTa,
BBIIIOJIHEHUST OTMEHbl M Bo3Bpara jeidctBus. [lo ymonuaHuio maHenb OBICTPOro JOCTyIa
pacnonaraercs Han JieHToW. UToObl maHenb[EhICTpOro JOCTyma NEpeMECTHTh IO JICHTY, HYKHO
Ha)XaTb KHONKY , PaCHOJIOKEHHYIO CIIpaBa OT MaHEIH ObICTPOro JOCTYINA, U B MOSBUBLIEMCS MEHIO
BBIOpaTh KOMaHay PasmecTuTh nos JIeHTOM.

[Tonp3oBaTens MOXKeT 100aBUTh HYKHbIE KHOIIKM Ha MaHeNb OBICTPOTO AOCTYyIA.

Samanue 1.1

1. HasxxmuTe KHONKY [£]Ha maHenu ObICTPOro AOCTyIA M B TOSBUBIIEMCS] MEHIO BBIOEPHUTE OMIINIO
Jpyrue KoMaH/pbl.

2. B mnosBuBmemcs auanoroBoM okHe Ilapamerper Word (oTkpeiTom B kareropuu Ilanens
OBICTPOTO JOCTYIA) M3 PACKPHIBA-IOIIETOCS CrHcka BpiOpaTh KOMaHIBI H3: BBIOEPUTE BKIAJKY
I'maBHas u_ Beienure komaHabl KonupoBars, Beipezate u ®@opmar mo oOpasiyy, 3aTeM Ha)XKMHUTE
KHOIIKY (uum IBOMHBIM IIEIYKOM Ha KoMaHjze). B cmmcke, pacrosokeHHOM cIpaBa,
MOSIBSITCSI BBIOPAHHBIE KOMAH/IBI.

3. 3akpoiite nuanoroBoe okHO [Tapamerpsl Word, meIKHYB MBIIIBIO 10 KHOITKE @

4. Ynmanute xomaniel KomupoBatsh, Beipezate u @opmar no oOpasily, BBIIEIMB UX B CIIHCKE
auanorosoro okHa ITapamerpsl Word 1 HaxaB KHOIKY .

Ipumeuanue. CymecTtByer Oojee MPOCTOH CrOco0 M00aBieHUs] KHOIOK Ha TaHENb ObICTPOTrO
noctymna. Jmsi 3TOro HYXXHO OTKPBITH BKIJIAJKY JIEHTHI, Ha KOTOPOH HAXOAUTCS HEOOXoaumas
KHOIIKa, HICJIKHYTb HpaBOfI KHOTIKOM MBI Ha KOMaHAC U B IIOABUBIIEMCA KOHTCKCTHOM MCHIO
BbIOpaTh MyHKT Jl00aBUTH Ha MaHeNb OBICTPOTO J0CTYTA.

1.1.5. Co3nanue HOBOrO JTOKyMEHTa

[To ymomuaHuio mpu 3arpy3ke TEKCTOBOTO peJakTOpa aBTOMAaTHYECKH CO3/1ae€TCsl HOBBIN TOKYMEHT
¢ umeHeM JlokymeHT 1. lns co3ganus npyrux (aiioB B TEKyLIEM pekuMe padOThl HYXKHO OTKPBITH
BKiTaniky Daiin, BeIOpath pasaen Cosnath, myHKT HOBBIN JOKYMEHT M HakaTh KHOTKY [Co3maTh| (pHc.
1.4.).
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Puc. 1.4. Menro Office Backstage, paznen Co3nath

Samanue 1.2

Co3pnaiiTe HOBBIH JOKYMEHT, B KOTOPbII BBEAUTE CIEIYIOIINN TEKCT.
Pe3ynbTaToM MHTEHCHMBHOIO pa3BUTHs MH(GOPMALMOHHBIX TEXHOJIOTHMH MOXKHO CUHTATh TO, YTO
OHHU HaxoJT LIMPOKOE IIPUMEHEHHE B pa3IMUHbIX cdepax yenoBedeckoi nesrenbHocTH. Hanbomee



paclpOCTpaHEHHBIMH W Pa3BUBAIOIIUMUCS KOMITBIOTEPHBIMU WH(GOPMAITMOHHBIMH TEXHOJIOTHSIMHU
SBIISIFOTCS. TEXHOJOTMH BBICOKUX CKOPOCTEW Mepenavyd JaHHBIX. K TakuM TEXHOJOTHSM MOKHO
OTHECTH OOIIEIOCTYITHBIE U OOIIEPU3HAHHBIC YCIYTH T00ATLHON ceTH MHTEpHEeT M 3JeKTPOHHOU
mouTHl (e-mail), K KOTOPBIM CETOHSI OOpAIIAOTCs IECITKA MIJTHOHOB IOJIH30BaTENIel BCETO MHPA.
B macrosimee Bpemsi MHTepHET HCHOJNB3yeTCS YK€ HE KaK OOBEKT IO3HAaHUS, a KaK OOBEKT
peryaMpoBaHMsl W YIpaBICHUS Pa3IMYHBIMH TPOIECCAaMH, HAuyMHAs OT MPOHM3BOJCTBEHHBIX U
3aKaH4YMBasl y4YCOHBIMU.

OOpa3oBaTenbHbIN MpOLIECC B By3€ JOJDKEH OPUEHTUPOBATHCA Ha IOATOTOBKY CHEIMATIMCTOB
BBICIIICH KBaJTHU(HUKAINNU B 00JACTH 3KOHOMHKH, FOPHCIIPYICHIINHU, YIPABJICHUS, CIIOCOOHBIX OBITH
KOHKYPEHTOCTIOCOOHBIMH B COBPEMEHHBIX YCJIIOBHUSIX HOBBIX IKOHOMHUUECKUX OTHOIIICHHA.

[Ipumeuanue. KpacHas crpoka HaunHaercs kmaBuiiei [Tab]. 3armaBHas OykBa BBOAMTCS TPHU
Hakaroi knaBuiie [Shift]. [locne kaxmoro 3Haka mpenuHaHus HEOOXOAUMO Ha)kaTh OJWH pa3 Ha
knasuimry [[IpoGen]. B mpomecce BBojma Tekcra kiaBuma [Enter] HakuMaeTcs TOJBKO B KOHIIE
a63ana. [[ns ynaneHus HEBEpHO BBEIACHHOTO CMMBOJIA HCTIONb3yeTcs kinaBuma [Delete] mubo [Back
Space].

1.1.6. CoxpaHeHue IOKyMEHTa

B TekcToBOM penakTope CymecTByeT HECKOIBKO CIIOCOO0B COXPAHEHHUS IOKYMEHTA B 3aBUCUMOCTHU
OT TOro, OBIT JTU OH HaOpaH B HOBOM (aiiie uiH B ¢aiise, paHee COXpaHEHHOM Ha Jucke. B mepBom
cllydae HYXXHO HCTOJb30BaTh kKomaHay Paiin/CoxpaHUTh Kak..., TIOCJIE YETr0 Ha SKpaHE IMOSBIISETCS
nuanorooe okHo (puc. 1.5). B 3ToM OkHe BbIOMpaeTcss OOBEKT (IMCK WM TanKka), Ha KOTOPOM
COXpaHACTCA TEKCTOBBIHM (bafm 1oa BBEACHHBIM MMCHEM.
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CoxpaHsTE JCKN3LE

'?, CiepirTh narnicn CepBac ¥ I COXpaHnTb I [ Crmera

Puc. 1.5. OkHO coxpaHeHUs] JOKYMEHTa

Bo BrOopoM cnyuae, eciii TEKCTOBBIM (Daiim paHee ykKe COXPAHSIICS Ha JUCKE, NIl COXPaHEHUS
BHECEHHBIX B HEr0 M3MEHEHUH TOCTaTOYHO BhIOpaTh koMaHay Paiin/CoxpaHUTh WU MICIKHYTH I10
KHOIIKE Ha MaHCJIM UHCTPYMCHTOB.

[Ipumeuanue. UroObl JOKYMEHT MOT OTKpBIBaThbcs B mpeapyaymux Bepcusx Word (2003 wu
cTapie), HeoOX0IUMO Tpu coxpaHeHun B mone Tun Qaiina BeiOpars myHKT Jokyment Word 97-
2003.

Daiiel, CO3/ITaHHbIE B Word 2010, MOKHO COXpaHATh B dop-
mare PDF (Portable Document Format). JInsa storo na Bknanke ®aiin B paznene CoxpaHUTh U
OTHpPaBUTh HYXHO HaxkaTb KHONKY [Co3math nokymMeHT PDF/XPS|, mocne uero cmpaBa BbIOpath
komauay Coszmare PDF/XPS. B mosiBuBmemcs: okne OmnyomukoBats kak PDF mwnmm XPS cnenmyer
yka3atb B niosie Mims paiina sxemaemoe ums, a B mose Tum ¢aiina octaButh Bapuant PDF.

MOXXHO OTNpPaBUTh JOKYMEHT MO 3JeKTpoHHOU moute (B ¢opmare Word unu PDF). [lns storo
HEoOXOAMMO OTKpBITh BKiIaAKy Pailn, a 3areM nepeiitu B pasnen CoxpaHuTb U OTHpaBuTh. [lpu
HEOOXOTMMOCTH MOXKHO 33/1aTh JJOKyMEHTY JIPYTOi THII, Ha’kaB KHOTIKY VI3MEeHUTH TUT (aiina.

Samanue 1.3

CoxpaHuTe TEKCT Ha CETEBOM JHCKe «mservery (Z):\ B daiine ¢ umenem 3amanue 1.3. J{ns sToro:
a) BeIOepuTe KoMaHay MeHi0 Daiin/CoxpaHuTh Kak...;



0)B CTPOKE BBIOOpA oOBeKTa HICJIKHUTE 1o KHOTIKE CITUCKA
¥ BEIOEPHTE MYHKT ... «mserver» (Z):\;

B) B CTPOKY BBOJa UMEHY (aiiia BeenuTe ums: 3aganue 1.3;

I') IIEJIKHUTE 10 KHOIIKE ;

1) 3aKpOMTE OKHO TEKCTOBOTO PEIAKTOPA.

1.1.7. Co3nanne DOKyMEHTa Ha OCHOBE IAOJIOHA

HpOF paMMma Word COIACPIKUT MHOKECTBO 1a0JIOHOB JJIA 6LICTpOFO CO3MaHud KpacuBO
O(I)OpMJ'ICHHLIX JAOKYMCHTOB Ppa3JIMYHOr0 HA3HAYCHUSA: ITHCEM, (l)aKCOB, OT4YCTOB U T. . [ITaGmoHbI
BKJIIOYAIOT B CCOSI T pa(pmcy, CTaHAAPTHBIC TCKCTOBBIC OJIOKM U 3JIEMCHTBI (l)OpMaTI/IpOBaHI/IH.

Samanue 1.4

1. Ha Bxmaake ®aiin Beioepute komany Co3/iath.

2. B criucke JlocTynHbIe MAOIOHBI METKHUTE MBITIBIO TI0 TyHKTY OOpa3iisl mabIoHOB.

3. Bribepure obOpazen; madnona OOwsiuHOE pe3tome. B mpaBoit yacTu MOSBUTCS YBEIUYEHHOE
n300pakeHNE ICKU3A.

4. HaxxmMHTE HAa KHOIKY B IIPaBOH HIKHEW 4acTH OKHA, yOeIUTeCh, YTO MEPEKI0YaTelb
Co3nare ycTaHOBIIEH B MOJI0KEHHE [JOKYMEHT.

5. lllenKHUTE MBIIIBIO TIO 3aTOJIOBKY PE3IOME U BBEIUTE CBOM UMS M (DaMIIIHIO.

6. BBenuTe copepkuMoe BallIero pe3roMe.

7. IlomecTuTe Kypcop MBIIIHM B 1osie BeiGepute nary:, B MOSBUBIIEMCS TOJI€ HAKMHUTE ITyHKT
Ceronns.

8. CoxpaHuTe TOJYYEHHOE pEe3lOME Ha CETeBOM JHuCKe «mserver» (Z):\ B ¢aiine ¢ umeHeMm
3ananue 2.4.

1.1.8. OTKpbITHE JOKYMEHTa

Jnsa mocnenyromeld pabOThl C COXpaHEHHBIM Ha JHCKE TEKCTOBBIM JOKYMEHTOM JTOT (aiin
HEOOXOAMMO OTKPHITH C AMCKA B TEKCTOBOM PEIAKTOPE.

[Tpu OTKPBITUM TEKCTOBOrO (aiiiia ¢ JUcKa HYXHO BbIOpaTh KoMaHay MeHio Daitn/OTKphITh, B
JTMAJIOTOBOM OKHE, aHaJOTHYHOM OKHY IIpoIlecca COXpaHEHHWs, yKa3aTb MMs JHMCKA, BBIICIUTH
HEOOXOAMMBIN (ailn U menkHyTh 1o Komauae OTKpbITh. Takke MOXXHO OTKPBITh JOKYMEHT,
UCTOJB3ysa KoMaHAy OTKPBITh Ha MTAHETH HHCTPYMEHTOB.

3aganue 1.5

1. OTkpoiite TekcToBbIi (aiin 3amanue 1.3. [{ns storo:
a) BbIOepuTe KoMaHay MeHIo Paitn/OTKpHITh;
6) B nuamoroBoM OkHe OTKpBITHE JOKyMEHTa BBIOEPHTE IUCK, HA _KOTOPOM COXpaHEH
TEKCTOBBIN (haiis1, BbIIEIUTE HYKHBII TEKCTOBBIN (hail U IEIKHUTE 10 KHOIKE .
2. HamneuaTaiite 3arojgoBoK K paHee BBeIeHHOMY TekcTy: Komnbrotepusie cetu. s atoro:
a) YCTaHOBUTE KypCOp B Hayajie MepBOM CTPOKH U HaKMuTe Kiasuiy [Enter];
0) B ITyCTYIO BEPXHIOIO CTPOKY BBEIUTE 3aTr0JI0BOK.
3. CoxpaHuTe JOKyMEHT, BHIOJIHUB KoMaHty Daitn/CoxpaHuTh.

1.1.9. BoccranoBieHrue TOKyMEHTa

B mporuecce pa®otel Hax AOKyMeHTOM B mporpamme Word MOKHO aBTOMaTHYECKH COXPAHSTH €ro
yepe3 ONpeIelIeHHble MPOMEXYTKM BpeMeHU. BmocnenctBun mnpu  HEoOXOOUMOCTH MOXKHO
BOCCTAaHOBUTH OJHY M3 COXpaHEHHbIX BepcHil. Jljii TOro 4yToOBl CPEACTBO aBTOCOXpPAaHEHHUS ObLIO
aKTHBHO, Ha BKiaake Paiin Haxkmute MyHKT [lapameTpsl u nepeiaute B paszaen CoxpaHenue (puc
1.6).

H Hactpalben ewpantsn AoMETIe.

i Coipuncaue uryusnos

Crmanr Lo 0aiinu o cnigigen $ApVaTE | Donmit Won [ 200 E|
e H goockpanenue uogue 19 5] wn

HapoR Atnre

8 Tlaties BRODocd g

Hearpo e

LisTp ympansens $40nacHome.

s st sounpotent
& 1 et 2onuenon Do
e ShateRcinf | [oemp]

— |

T

AEHUE B ASHINERTE kLS EniiE Qasicpd paleY
e pHETS




Puc. 1.6. Hactpoiika napaMeTpoB aBTOCOXpPaHEHHUS

3nech JTOJDKHBI OBITh YCTaHOBJIEHBI (brakku ABTOCOXpaHHME Kaxiple N MUH (MOXKHO yKa3aTh
noaxoaauii uatepBan) u CoxXpaHATh MOCIEAHIOI aBTOCOXPAHEHHYIO BEPCHUIO INPH 3aKpbITHU 0e3
coxpanenus. [Ipy HeoOX0AUMOCTH BOCCTAHOBJIEHUS OJHOM M3 aBTOMATUYECKH COXPAHEHHBIX BEPCHil
HYKHO niepeiitu B pazaen CBeneHus U BbIOpaTh NOAXOAAIINN BapuaHT (puc. 1.7).

YnpaeneHne
BEQCHAMU ™

Bepcuu

@ @ Cerogns, 11:00 (aeTocoxpaHeHune)

Puc. 1.7. BocctanoBieHre aBTOCOXpaHEHHOW BEPCUM

e
OO0 NI

Pexxiim aBTOCOXpaHeHUS.

HACTPOMKHU.

KOHTPOJIbHBIE BOITPOCHI

. 3aIyck TekcToBoro peaakropa MS Word.
JneMeHThl OkHa rporpamMmMbl Word 2010.
. Komanable Bki1aku jieHTsl Word.
HasnayeHne KOHTEKCTHOTO MEHIO.
. Co3nanue naxenu ObICTPOro 1OCTYTIA.
[opsimok co3manusi OOBIYHOTO JOKYMEHTA M MIA0JOHHOTO TUIIOBOTO JOKYMEHTA.
. CoxpaHeHMe JOKyMEHTa ¢ HOBBIM UMEHEM WJIM B APYroM popmare.
CoxpaHeHue JOKYMEHTa C MPEKHUM HMEHEM.
OTKpbITHE CYIIECTBYIOLIETO JOKYMEHTA. .
[Topsimok ero HaCTPOMKH. .
. Ha3HaueHne pexnMa aBTOMaTMYECKOIO CO3[AHMS PE3EpBHOM Komuu JAOKyMmMeHTa. Ero

1.2. OBIIUE IPUHIUIIBI PABOTBI C TEKCTOM

1.2.1. Belienenue TEKCTa U PUCYHKOB

C IIOMOIIBKO MBIIIN

[Tpu m06BIX M3MEHEHHSIX B 0OPMIIEHUH TEKCTa WM PUCYHKa HEOOXOAMMO BBIIEIATH JINOO BECh
TEeKCT (PUCYHOK) IIOJHOCTbIO, JUOO OTAEIbHYIO €ro uacTh. [Ipu BBIJEIEHUH HCIIONB3YIOTCS
crienMajabHbIC TIPaBUIIa, TPUBEACHHBIC B Ta0Md. 1.1, KOTOpBIE HY>)KHO 3aIIOMHUTb.

Ta6numa 1.1

Crioco0Ob! BbIICNIEHHS] OOBEKTOB B TEKCTOBOM PEIaKTOpe

O0BeKT
BBIIEIICHUS

[IpousBoanmoe aeiicTere

OTnenpHBIN
(bparmeHT
TEKCTA
CrnoBo
Pucynok

Crpoka TekcTa

Heckomnpko
CTPOK TEKCTa

[Ipennoxenue

VYcranosute YKa3aTeJ]lb B HA4YaJIO BBIACJICHUA U,
YACPKHMBasg HaXaToOW JICBYIO KHOIIKY MBIIIH,
BBIACINTC TCKCT

yKa)KI/ITg Ha CJIOBO M JBaXXIbl IICIKHUTC JIEBOM
KHOIIKOM MBI

VKaKATE Ha PUCYHOK M IUEJIKHUTE JIEBOU
KHOIIKOM MBIIITH

IlepemecTure ykasarenb K JEBOMY Kpar CTPOKHU
TaKk, 4YTOObl OH W3MEHWI BHI, IIOCJIE Yero
LIEJIKHUTE JIEBOM KHOIIKOW MBIIIU

IlepemecTute ykaszarenb K JIEBOMY Kparo NEpBOH
BBIJIC/IIEMOM CTPOKM Tak, YTOOBI OH H3MCHMI
BU/I, TI0CJI€ YEro HA)KMUTE JIEBYIO KHOINKY MBIIIN
U, YAEP/KUBas €€, BBIAEINUTE HECKOIBKO CTPOK

VnepxkuBas Haxkaroi knaBumry [Ctrl], Haxmwure
JIEBYI0 KHOIIKY MBIIIM, YCTaHOBHMB YKa3aTeib B



JII000M MecTe MMPCIIIOKCHUA

Ab3an [lepemecture ykazaTeib K_JIEBOMY Kparo MepBOH
CTPOKM a03ala Tak, 4YTOObI OH M3MEHMI BHJ,
MOCJI€ YEro JBaXKIbl IICJIKHUTE JIEBOM KHOIIKOM
MBIIIIH B JIIOOOM MecTe a03aia

Heckonbko ITepemecture ykaszaTenb K JIEBOMY Kparo MEpPBOM

a03arieB CTPOKHM TMEpPBOTO U3 BBIAEISEMBIX ab3aleB Tak,

YTOOBl OH M3MEHWJI BHJ, IOCJI€ Yero, JBaXKIbl
IIEIKHYB M OCTAaBHB HAa)XaTOW JIEBYIO KHOIIKY
MBIIIIH, BBIJICIIUTE HECKOJIBKO a03alleB

Becsh JOKYMCHT IlepemecTuTe YKa3aTelib K JICBOMY Kparo TECKCTa B
JJIOOOM  MECTEC JOKYMCHTa Tak, 4YTOOBI OH
HU3MCHHUII BHU[I, MOCJC HYCro TPUKAbI HICIIKHUTC
JICBOM KHOIIKOM MBI

VYCraHOBHB  TEKyllyl0 MO3MLIMIO Kypcopa B
00JIaCTH KOJIOHTHTYJIOB, NEpeMeCTUTe ~yKa3aTesb
K JIEBOMY Kparo TakK, YTOObl OH H3MEHWI BHJ,
II0CJIE YE€r0 TPUXKABI LIEJIKHUTE JIEBOM KHOIKOU
MBIIIIY. peXXUMe MakeTa JBaXIbl ILEIKHUTE
JIEBOW KHOIIKOM MBIIIM, YCTAaHOBMB_yKa3aTejb Ha
HESPKUN TEKCT KOJIOHTHUTYJA (Y4TOOBI mepelTu K
HEMY), JIOCJIe 4Yero TPWKIbl LICTKHUTE JIEBOH
KHOITIKOW MBIIIM, YCTAHOBUB yKa3aTelb ClIeBa OT
KOJIOHTUTYJIA

VYcraHOBUB ~ Kypcop B COOTBETCTBYIOIIYIO
o0nacTh, mepeMECTUTE yKazaTellb K JIEBOMY Kpato
TEKCTa TaK, 4YTOObl OH M3MEHWI BUJ, MOCIie 4ero
TPUKIbI HICJIKHUTE JIEBOW KHOIKON MBILIN

VrnepxxuBas Haxkaroil knasumny [Alt], ycranoBure
yKa3areab B Haualo BBIJICJICHUS U, IIEIKHYB
JieBOW KHOIIKOW MBIIIIH, BBIJIEINUTE OJIOK TeKCTa

Konontutyn

IIpumeyanue,
CHOCKa

BepTukanbHblii
0JIOK TeKCTa

1.2.2. YcranoBka pasmepa, BUaa
W HauepTaHus MpUPTa

M3MeHenue BHENIHETO BHJIa TEKCTa Ha3bIBaeTcs popmarupoBanueM. [lapamerpsl popmatupoBanus
MO3BOJISIIOT M3MEHATH Pa3jMYHbIE CBOMCTBA TEKCTa — pa3Mep, HadepTaHue, neT u T. 4. Word 2010
MPEIOCTABIISAET HIMPOKUE BO3MOKHOCTHU JI1 M3MEHEHUS TapaMeTPOB KaK OTAEIbHBIX CUMBOJIOB, TaK U
nensix ab3anes. [lepen Tem kak popmMaTHpoBaTh CIOBO WM (PParMeHT, €ro He0OXOAUMO BBIJCIIHUTD.

Bce neiicTBus, cBsizaHHble ¢ (QopMaTHpoBaHHEM, oToOpakeHbl Ha maHenmu [pudt BKIagKM
I'maBnas. B mome lpudT: MOkHO BBIOpaTh BUJ HCHOJL3yeMoro mpudTa, a B noje Hauepranue —
HavyepTaHWE CUMBOJIOB: OOBIYHOE, MOMYXUPHOE U (W) KypcuBHOE. {151 TOTOTHUTENBHBIX QYHKITUN
paboThl ¢ hopMaToM CUMBOJIOB MCIOJb3yeTCsl KHOMKa B mpaBoM yriy nanenu lpudrt. Ee naxarue
BbI3bIBaeT auanoroBoe okHo pudt (puc. 1.8).

[s]

LWpmdT

LWpwchT |ﬂununnwr=nb.nu |

LlpchT s

HauepTaHue:

EHOCHORHOM TeRCT afk-HEIA 11

T onorrn = = [ =
HICHOBHOR TERCT KYpoID 9

Agency FB EI nonpruﬁ 10 D
Aharoni NONYANDHEIA KYDos
Algerian b 12

LipeT TekcTa: MoguepkMEaHIAa: LIEET NoAYEPKNESHMA!
| ABETO EI | {HeT) EI | ABETO - I

BMAOHUZMEHEHInE

[T zavepiyTei

HaOCTPoUHEIA
NoACTPoUHBIA

[ geeoiinee zaHeprBaHMe

[C] manwie npenuaice
[ ece npamua-Lie
CEPLITEIE

DGpazel,

+OCHOBHOHN TERCT ‘

LUpudT TeMel ANA 0CHOBHOre TercTa, Maone3yemeld WwpidT onpeenaeTod TekyLL e TeMoi
OCKYMEHTS,

(o YMONUEHLIK ] ['I_'EKCJ'DEI:IE aththerThl. .- ] I Ok

J [

Puc. 1.8. lnamorosoe oxuo [Ipudt

OTMEHS ]

B Word 2010 cymectByeT ObICTpBIH crioco0 (hopMaTHPOBAHHS TEKCTa MPU MOMOIIU CHEIUATBHOM
BCIUTbIBaroNel manenu. Eciam Beigenuth (parMeHT TekcTa (00s3aTEIbHO C TOMOIIBIO MBIIIN),
MOSIBIISICTCST TIOJYNIpO3pavyHasi naHedb. [Ipy HaBeneHMM Ha Hee Kypcopa MBIIM TaHedbh TepseT
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MPO3PavYHOCTh U CTAHOBUTCS JOCTYIHOM 11t popmaTrpoBanus (puc. 1.9).

-

TimesNew 14 - A 47 25 £
Xru=w-A-F

.

Word 2010

Puc. 1.9. Munu-nanens (pOpMaTupoBaHus TEKCTA

3amanue 1.6

1. OTkpoiite ¢aiin 3aganne 1.3.

2. B 3aronoBke TekcTa yCTaHOBUTE pasmep mpudta 16.

3. Bo Bropom a63arie ycranoBute pasmep mpugra 10.

4. B nepBom ab3arie ycranosute By mpudra Times New Roman.

5. Bo Bropom a63arie ycranosurte Bua mpudTa Arial.

6. Hauepranue 3aronoBka ycraHoBute — KypcuB, IlomyxupHbI, mepBbii ab3am —
[ToquepkuyTHIH, BTOpo# abd3ar — Kypcus, [loguepkHy THIH.

7. CoxpaHHTe TEKCT Ha JUCKe «mserver (Z):\ B daiine ¢ umenem 3ananue 1.6.

1.2.3. KonmupoBanue ¢opmara no oOpasiry

B Word cymecTByer BO3MOXXHOCTH KONUpoBaHWs (opmara mo oOpasiyy. s Toro 4ToObI
CKOITMPOBATh OopMaTUpOBaHKe ab3ara mwin (pparMeHTa TeKcTa, HeoOXOAUMO:

1) BeIieATh parMeHT (Wi ab3arl) ¢ Hy>KHBIM (DOpMaTUpOBaHUEM;

2) Ha TIaHEeIH Bydep oOMeHa BKJIQJIKH I'maBHast HaXXaTh KHOTIKY
;

3) BBIJICIIUTD dbparmeHT (Mau ab3am), K KOTOpOMYy TpeOyeTcsi TNPUMEHUTh BBIOpaHHOE
¢dopmarupoBanue. [Ipr 3TOM ykazaTenab MBIIIN TPUMET BUJ] KUCTOYKH.

JanHblii cioco0 ¢GopMaTHpOBaHUSI TPUMEHSETCS TOJNBKO K OJHOMY BBIJICIICHHOMY (ParMeHTY.
YToObl IEpeHeCTH BhIJIEIEHHOE ()OPMATHPOBAHNE HA HECKOJIBKO (DPArMEHTOB TEKCTa, HEOOXOIUMO:

1) BeIIeATh hparMeHT (Wt ab3ail) ¢ Hy>KHBIM (hopMaTUpOBaHUEM;

2) BBIMTOJHHUTH JBOMHOM IIETUOK IO KHOTI S Sopmar no otpaay | . OHa 3aduKCcHpyETCS B HA)KaTOM
TIOJIOKEHHH, YTO XapaKTePU3UPYET aKTUBAIIUIO PEXKUMa KOITMPOBAHUS popmaTa;

3) mpokpyuHBas JOKYMEHT, INEIKHYTh MBIIIBI0 Ha TEX CIIOBaX, K KOTOPBHIM IPHMEHSETCS
BBIOpaHHOE (hOPMATHPOBAHUE;

4) s BBIXOIA us3 3TOrO peKHMa MTOBTOPHO HaXaTh KHOITKY
[Femerreswwa].
3aganue 1.7

1. OTkpoiite ¢aitn 3aganue 1.6.

2. Cxomnupyiite (hopMaTUpOBaHKE TIEPBOTO M MPUMEHHUTE JAaHHBIN (OpMaT Ui BTOPOTo ad3aria.

3. Jlns mepBoOil CTPOKM TEKCTa yCTAaHOBUTE ciemyroliee popmMaTupoBaHue: pasmep mpudra — 12,
Haueptanue — Kypcus, Bua mpudra — Arial.

4. IlpumenuTe naHHBIA (HOPMAT KO BCEM HEYETHBIM CTPOKAM.

5. CoxpaHuTe TeKCT Ha Jucke «mserver» Z:\ B (aiiie ¢ umenem 3aganue 1.7.

1.2.4. VYcranoBka mapameTpoOB CTPaHHUIIbI

[Tpu paGoTe ¢ TEKCTOM B TEKCTOBOM PEAAKTOpe Ha 3KpaHEe MOHUTOpa TPaHUIIbI OOJACTH TEKCTa
0TOOpakaloTCs MTPUXOBBIMU JTUHUSIMH. PaccTosiHue OT rpaHMIIbI 10 Kpas JHCTa Ha3bIBACTCS IOJIEM.
Pa3zmep momelt ycranaBnuBaercs B caHTUMeTpax. Jlmsi BeIOOpa BEeTWYHMHBI TIOJEH CIipaBa, CJIEBa,
CBEpXy, CHHU3Yy, a Takxke ¢opMaTa JHMCTAa HCIOJIb3YETCSl KHOIKa BKIaaku Pasmerka
cTpanuilpl/ J[Ipyrue pasmepsl nosei (In60 KHOIKA B HIDKHEM mpaBoM yriy madenu [Ipudrt). Ha
JKpaHe HBI/ITCH nuanoroBoe okHo (puc. 1.10).

Tlapuamrras crpase

Tann | Pasyes byare | Mcrainne fveens]

Mann
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Puc. 1.10. Inanorosoe oxkHo IlapameTpsl cTpaHuUIbl

B nwmanorosom okne Ilapamerpsl ctpanuusl B nomsx Bepxuee:, Huxknee:, Jlesoe:, Ilpasoe:
BBOJIUTCS HYXHbII pazmep. [locie 3Toro Heo6X0IUMO IIEIKHYTh 110 KHOIKE .

Samanue 1.8

1. B TekcToBOM (haitsie ¢ umeneM 3ananue 1.7 yCTaHOBUTE ClIeTy-IOIIIE TapaMeTphbl CTPAHUIIBI, CM:
BepxHee noje — 1,5;
HUKHee none — 1,5;
JIEBOE TI0JIE — 2,5;
npasoe noiue — 1,5.
2. CoxpaHHUTe TEKCT Ha IUcKe «mserver» (Z):\ B ¢aitie ¢ mmenem 3amanue 1.8.

KOHTPOJIbHBIE BOITPOCHI

1. ITopsiioK BBIAETICHHS CIIOBA, CTPOKH, HECKOIBKUX CTPOK TEKCTA, MPEIOKEHHUSI.

2. OcOOeHHOCTH BBIJENIEHHS a03alla, HECKOIBKUX a03alleB.

3. CriocoQblI BBIJENIEHUS TPOU3BOJIBHOIO TEKCTOBOTO (PparMeHTa M BCETro JOKYMEHTA.

4. CriocoObI mepemernieHus ¢pparMenTa MmetoaoM «drag-and-dropy.

5. llops10K yCTaHOBKHM pa3Mepa MpUQTa B TEKCTE.

6. YcraHoBKa opmarta 110 oopasiyy. [[pumenenue gpopmara kK HECKOINBKUM (PparMeHTaM TEKCTa.
7. YcraHOBKa I1apaMeTpOB CTPAHULIBL.

1.2.5. ®opmatupoBaHue ab3aleB

®dopmarupoBath ab3am — 3HAYUT PACIIONIOKUTH €r0 COOTBETCTBY-FOIIMM OOpPa30M OTHOCHTEIHHO
TPaHUI] CTPaHUIBI (BBIPOBHSATH CJIEBA, CIpaBa, MO UIMPUHE CTPAHUIIBI, MO IEHTPY CTPAHMUIIBI).
dopmarupoBaTh ad3a1] MOKHO C IMIOMOIIBI0 KHOIIOK ()OPMATHPOBAHUS Ha manenu [pudt
BKJIaaKkH [ naBHas. = = =[5

Knomnku o3HavaroT (cieBa HampaBo):

— BBIPABHUBAHUE TIO JICBOMY Kpalo;

— BBIpABHUBAHUE TIO IICHTPY;

— BBIPABHUBAHUE TI0 IPABOMY Kparo;

— BBIPABHUBAHUE TI0 IIHPUHE.

Paccrosinue Mexay ctpokaMu ad3aia MOXXKHO YCTAaHOBUTD C TIOMOIIBbIO KHOTIKH (UnaTepBai) Ha
nanenu A63ali=Juianku [naBuast.

UTo0Bl yCTAaHOBUTH OTCTYIIBI OT JIEBOTO M IPABOTO Kpas CTPAHMIIBI, a TaKXKe HHTEPBAT MEKIY
ab3aramu, HEOOXOIMMO OTKPBITH BKJIAJIKy PasMeTka cTpaHHIIBI U BOCIOJIB30BAThCS MHCTPYMEHTaAMU
nanenu A6zai (puc. 1.11).

OTeryn WMHTepean

‘E? Cnega: |0 cm :| I: Ho: 0nt

Ak Ak

=% Cnpasa: |0 M :: Mocae: O 0T

ABzal P

Puc. 1.11. [Tanens A03an Bxitaaku I 1aBHas

HapaMeTpLI 8.638].[8. TaKK€C MOXHO 3aJaTb C IIOMOIIBKO JHAJIOIOBOIO OKHa A6321H, KOTOpOC

BBI3BIBACTCA Ha)KaTHEM KHOIKU B mpaBoMm Hi[:Jem yriny madenun dopmar. B mosBuBmemcs
nuanoroBoM okHe A63an B momsx Otcerynsl M VHTepBalibl yCTaHABIMBAETCS HYXHBIH BHJ
(dhopMaTupoBaHHUsL.

[Tpu hopMaTHpoBaHMH BCEro JOKYMEHTA WIIM OTICIIBHBIX €ro a0d3aleB HeoOXOAMMO HCIIOIb30BaTh
KosmosxroCTH BBLIIEJICHUS TEKCTA.
3aganue 1.9

1. Otkpoiite daiin c umenem 3ananue 1.8.
2. OrdopmatupyiiTe nepBblii ad3a1] TEKCTa, UCHOIb3Ys BHIPABHUBAHHE T10 JIEBOMY KPalo.




3. s mepBo# cTpouku ad3ama cuenaiTte orctyn 1,5 cm.

4. OrdopmatupyiiTe BTOpoii adb3al] TeKCTa, UCIOJIb3Yys BEIPABHUBAHUE I10 IPABOMY Kparo.
5. OrdopmaTupyiiTe 3aroJI0BOK TEKCTA, UCIOJIb3Ysl BHIPABHUBAHUE I10 LIEHTPY.

6. YcraHoOBUTE MHTEPBAIBI JI0 U MOcie ab3ama 15 nr.

7. CoxpaHHTE TEKCT Ha JucKe «mserver» (Z):\ B ¢aitne ¢ umenem 3ananue 1.9.

1.2.6. ABTomarnueckas pacCTaHOBKa IIEPEHOCOB

[Tporpamma Microsoft Word 1o3BoJisieT paccTaBIsTh IEPEHOCH B TEKCTE KaK MPUHYIUTEIBHO, TaK
U aBToMatuuecku. [ BCTaBKM NEPEHOCOB HYXKHO BBIOpaTh KOMaHIy PaccTaHOBKa MEpeHOCOB Ha
naHenu [Tlapamerpsl cTpaHullbl BKIaaku Pa3merka cTpaHuiibl. B OKHE MOXHO 3a7aTh HYXKHBIH CIIOCO0
paccTaHOBKH MEPEHOCOB — ABTO Wi PyuHas. BbI30B 1aoroBoro okHa ¢ mapameTpamMu pacCTaHOBKH
MEPEHOCOB OCYILIECTRIIICTCS KOoMaHaou [lapamerpsl mepeHoca BhIMajga-toiiero okHa PaccraHoBka
nepeHocos (puc. 1.12).

PaccraHoska NepeHocos l P |l

BTOMaATHYECKAA pacCTaHOBEKA I'IE|:IEHOCDB§
[¥] DepeHockl B cnosax us MPOMMCHLLX BYKE

UhipiiHa 30Hbl NEpEHOCa CNOB: 0,63 m =

MaEKC, YHMCAD NoCNeaoBaTeNEHEIX NepeHocoe; | (HeT) 3

|. MpHHY AW TENEHOD. ., | l OK I | OTMeHa |

Puc. 1.12. InanoroBoe okHo PaccranoBka nepeHoCoB

3amanue 1.10

1. B tekcte daiina 3aganue 1.9 paccraBbTe NepeHOCHI.
2. CoxpaHHUTe TEKCT Ha IUcKe «mserver» (Z):\ B ¢paitte ¢ umenem 3amxanue 1.10.

1.2.7. Pabora c 3akiajkaMd M TUIEPCCHUIKAMU

Jis  ynoOctBa mepemMenieHrss MO OONBIIMM TEKCTaM MOXKHO UCIOJIb30Barh BO3MOXKHOCTH
THIEPCCHUIOK M 3aKJIaZoK. 3aKiajJka B TEKCT, B TO MECTO, K KOTOPOMY IMpHJIETCs oOpararbes,
BCTaBIIsieTCsl KoMaHIoU MeHIo BceraBka/3aknmazxa.... Ilepen sTuM Kypcop ycTaHaBiIMBaeTcCsl TaM, Kyzaa
BCTaBIIsIETCS 3aKjajika. B mosBuBIIeMcs: quanoroBoM okHe (puc. 1.13) Hy)XHO yka3aTh _HMMS 3aKIaJKH
(MMeHa 3aKJIaJJOK HauMHAIoTCA ¢ OYKB U HE coJiepKaT MPOOEsIOB) U IMIENKHYTh 110 KHOIKE .

3aknzpva (B |
WrmA sarnagro:

Saknanka | LoGasuTe

MopAROooK: (@ upa

21 nonosxeHne

|| CrpoiToie sacnaakm

| OTMeHa |

Puc. 1.13. luanoroBoe okHO 3akiaaka

l'unepcchbulkM yCTaHABIMBAIOT CBSA3H C JIFOOBIM OOBEKTOM TEKCTOBOTO pemakTopa Word — cioBowMm,
HWCYHKOM, AHArpaMMou | T. 1., — IJie €cTh 3akiajaka. C 3Toi 1eTb0 HEOOXOJUMO BBIICIUTH OOBEKT,
JIs1 KOTOPOT'O YCTaHABIMBAETCS CBSI3b C 3aKJIa/IKOM, U BBIMIOJIHUTH KoMaHay BceraBka/l unepccoiika. . ..

B otkpriBIIeMcst 1uanoroBoM okHe B rpymne Cs3aTh c: HEOOXOAMMO BbIOpaTh IYHKT MECTOM B
OKYMEHTE, U3 TOSBUBIIETOCS CIIUCKA BBIOPATh HY)KHYIO 3aKJIaJIKy (€CIU UX HECKOJBbKO) U MIEIKHYTh
0 KHOIIKE I@

Samanne 1.11
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1. Otkpoiite Ha aUCKe «mserver» (Z):\ TekcToBbIN ¢aiin ¢ umenem 3ananue 1.10.

2. B Hauazne mokyMmeHTa HaJ| 3arojIOBKOM cjieBa BBeauTe: OKOHYaHHE TOKYMEHTA.

3. Co3paiite 3aKIaJKy B 3arojoBke ¢ umMeHeM Hauaro.

4. Ha HOBO# cTpaHHIlE JOKYMEHTa ciieBa BBenute: Havano qoxkymeHra.

5. B cnoBocoueranue Havyano qokyMeHTa BCTaBbTe 3aKJIaaKy ¢ iMeHeM OKOHYaHHE.

6. B Havase nmokymeHTa B cioBocoderaHue OKOHYaHHME JIOKYMEHTa BCTaBBTE THIEPCCHUIKY,
CBSI3BIBAIOILLYIO €r0 C 3aKia kol OKOHYaHHE.

7. Ha HOBOM cTpaHMIlE JOKYMEHTa B clioBocoueTaHne Hayao qokyMeHTa BCTaBbTE THIIEPCCHUIKY,
CBSI3BIBAIONIYIO €r0 ¢ 3akiaakon Havano.

8. CoxpaHuTe TEKCT Ha CETEBOM AHCKe «mserver (Z2):\ B daitne ¢c umenem 3aganue 1.11.

1.2.8. PaboTa ¢ KOJOHTHTYJIaMu

KonoHTuTyn — 3T0 TekcT M (WIM) PUCYHOK, KOTOpBIM MeyaraeTcss BHU3Y WM BBEPXY KaXKIOU

CTpaHMLbI JIOKyYMEHTa (3a 001acThIO peaaKTUpOBaHUA
TekcTa). B 3aBucumMocTu ot Mecrta pacrnosioxeHus (Ha BEpXHEM WU
HIDKHEM oJie CTpaHUIIbI) Heponi How Hoes KOJIOHTUTYJIBI OBIBAIOT BEPXHUMH
U HWKHUMU. KOMOHTUTYA ™ KONOHTUTYA ™ CTPaHMLE ™

Jnsg  co3pmaHus  KOJOHTHUTYJA e L{‘?{‘%E';”j?{‘j"w == HY>HO BEIOpaTh MMaHeb
Komontutynel Brmanku BcraBka ¢ KOTOHTHTY AN (puc. 1.14).

IIpu Haxxatun  [=] kHONKHM IOSIBJIIETCS HUCIAIAIOIIEE MEHIO

Ui 3ajaHusi HeoOxomumoro (opmara konoHTUTyna. Ilo okoHyaHuM pabOTBl C KOJMOHTUTYJIAMHU
Ha)XMMAaeTCs KHOIKA . ";i

Samanue 1.12

1. OTkpoiite Ha qucKe «mserver» (Z):\ TekcToBbIi (aitn ¢ umenem 3ananue 1.11.

2. YcraHOBUTE B KaueCTBE BEPXHETO KOJOHTHUTYJAa HOMEP CTPAHMIBI M OTPOpPMATHPYHTE €ro o
LHEHTPY. YCTaHOBUTE pa3mep mpudTa KOTOHTUTYNA 14.

3. B HUKHMI KOJIOHTUTYJI CJIeBa YCTAHOBUTE TEKYIYIO JaTy, a CIipaBa — TEKyIlee Bpemsl.

4. CoxpaHUTE TEKCT HA CETEBOM JHCKe «mserver» (Z):\ B ¢aitne c umenem 3ananue 1.12.

1.2.9. Talynsuus

[TpuHuMI MCHONAB30BaHUS TAaOYIALMKU COCTOMT B CO3JaHMM B a03alle TaK HA3bIBAE€MbIX MMO3ULIUN
TaOyAuuy (OTCTYNOB PAa3IMYHOTO TUIIA) C MOCJIEAYIOIIUM UCIoIb30BaHueM KkiaBui [Ta6]. Kaxnoe
HaxaTre KiaBuiy [Tab] cmenaer TeKCT 10 0YepeTHOM MO3HUIINH TaOyIsIUH.

Jluneiika (opMaTUpoBaHMs MO3BOJISIET YCTAHOBUTH JHOO0H M3 MapkepoB TaOymsuuu. [lis stoi
LI CIIYKUT IMUKTOrpaMMa B JIEBOW 4acTu JIMHEHKH . OJIMHApHBIN LIETYOK MBIIIK O0YEPETHO
NepeKIoteeT THI Mapkepa. [lomecTuTh Mapkep Ha JMHEHKY (OpPMAaTUPOBAHUS MOXKHO, LIEITKHYB
MBIILIBIO B HY’)KHOM MecTe Ha JuHelke. Eciiu neperanmTs Mapkep 1o JIMHEHKe, U3MEHUTCS MO3ULIUS
TaOyaAUMU. YJAQIUTh YCTAHOBJIEHHBIM Mapkep TaOyJSLMM MOXKHO, IEpEeTALIUB €ro 3a Mpeesbl
JIMHEUKHU.

Jnis ynpaBieHus mo3unuei Tabyssiiny yI00HO MCIOJIb30BaTh AUAIOroBoe okHO Talymsius (puc.
1.15) Ans ero BeI30Ba HEOOXOJMMO OTKPBITH OKHO A03all M HAXKaTh B €r0 JIEBOM HUYKHEM YTIIy KHOIKY

[TaGymmasi

Samanme 1.13

1. Brmiounte pexunm Herneuaraemsie cumBon 1| (Taby/simust B TeKCTe GyIeT 0TOOPaKAThCs B
BU/JIE MAJIEHBKUX CTPEJIOK).

2. Haxxmute xnaBumy [TaG]. BBeaure mepBoe Cl0BO, YCTAaHOBUTE MapKep TaOYISITUH Ha
nuneiike (9 cm), Haxmi | knasuuty [Ta6]. Beeaurte uucio.

3. Insg mocneayromux CTPOK IMOCJE€ BBOJA TMEPBOrO CiIoBa HaxkmuTe kiaBumny [Tal] (kypcop
aBTOMATUYECKHU NEPEUIET B MOJIOKEHUE MapKepa TaOyIsIIuN):

Hommap CHIA........cceeennee 36,45
EBPO..coeiiiiiiiiiieeeeeeeee, 50,82
VYkpanHcKasi TpUBHa............... 3,82
DYHT CTEPJIMHTOB................. 48,00
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[Beitapckuit ppaHk........... 31,50
SIMOHCKAS UE€HA.......eeveeeeee.... 0,35
Kutalickuii 10aHb.................... 4,80
4. Beluenure BeCh TEKCT.
5. OTKpOI/ITe JIMAJIOTOBOE OKHO Ta6YJ1$IIII/I${ B 110J1€ 3aloJIHUTENb YCTAaHOBUTE (UIaXKOK B IIYHKTE
, , 3aKporTe OKHO Talymsimus, HaKaB[ez.....
6. CoxpaHuTe TEKCT Ha CETEBOM JUCKe «mserver» (Z):\ B Qailne c umeneM 3ananue 1.13.

TabBynauua @I&J

Mozkum Tabynawm; Mo yMondaHo:
| 1,25 M :

ByayT yoaneHs!:

BripaBHMBaHKWe
@) no pesoMy Kpao (| Mo WeHTPY (7 No gpasoMy Kpako
_| Mo pasgenMIena | € 4EpTOR
3EN0NHATEND
Q) 1 (HeT) b B3 ——
4

| YAanuTE BCe

OK || OTMEHA |

Puc. 1.15. InanoroBoe okHo TaOymsius

1.2.10. PaGora co couckamu

B Word umerorcs crienuanbHbIe CpeICTBa, MpeaHA3HAYCHHBIC I paboThl co cruckamu. Ha
naHenu AO3zar Bkinaaku [naBHas HpeI[YCMOTpeH Ha0Op MHCTPYMEHTOB Ui O(OPMIICHHUS CIHCKOB

MapKUPOBAaHHOTO, HYMEPOBAHHOTO U MHOTOYPARHERAL(:

UTo0bI CO3/1aTh CIUCOK, HEOOXOAUMO BI:IG,Z[yIOH_II/IG JIeUCTBUSL:

1) BeimenuTh ab3alibl, KOTOphIe TpeOyeTcs cearh 3JeMEHTaMU CIKMCKA, WIH YCTAaHOBUTH Kypcop B
TOT ab3aIl, ¢ KOTOPOro Oy/IeT HAYMHATHCS CIHCOK;

2) naxarb kaonky=1 (Mapkepsr) mud=]  (Hymeparys) Ha nanenu A63am. Beibop Tima Mapkepa
WU TUIIA HyMCpallu OCYIICCTBIIACTCA B PACKPBIBAIOMICMCS CIIMCKE KHOIIKW HAXKATUCM CTPCIIKU

[Ipumeuanue. B nporpamme Word ecTh BO3MOXHOCTh CO3/1aHUSI MHOTOYPOBHEBOTO CITMCKA MPH
IIOMOIIY KHOIIKH (MHoOroypoBHEBBIi ancE Ha maHenu AO3ar Bkiaaaky [ maBHas.

Samanue 1.14

1. CozpaiitTe HyMepOBaHHBIM M MapKUpPOBAHHBI CIUCKU COIVIACHO NPEJCTABIEHHOMY HUXKE
TEKCTY.
CewmeiictBo nporpamm Office

TexctoBbIii iporieccop MS Word
1. dopmaTupoBaHuE TEKCTA.
2. CoziaHue CIHCKOB.
3. Pabora ¢ Tabmumamu.
4. Konctpykrop ¢hopmyIL.
5. OdopmieHre TEKCTOBBIX 3JIEMEHTOB.

Tabmuanbiii porieccop MS Excel
v ®opMaTUpOBaHKE JAHHBIX C HCHOIb30BAHHEM Pa3IMYHbIX PHU(TOB U CTHIICH;
v’ 06paboTKa JJaHHBIX IPH HOMOIN HOPMYIT;

CO3JIaHMe U PEaKTUPOBAHUE JUATPAMM U TPAHKOB;

v pabora co ctar. U HuH. QYHKIHAMH;

v’ pabora ¢ MaKpOCaMH.
CYBJI MS Access

* Coznmanne 1 Moau(UIIMpOBaHNE TAOIUIIBI JAaHHBIX;

o }’CTaHOBJ'ICHI/Ie CBA3HU Memny JaHHBIMU

* CO3/[aHME 3aMPOCOB U3 0a3bl TaAHHBIX;

® UCIIOJIB30BAHHUC (1)OpM " OTYCTOB IJIA HpeI[CTaBJIeHI/IH JAHHBIX.
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2. CoxpaHHUTe TEKCT Ha CETEBOM JTUCKE «mserver» (Z):\ B ¢aitie ¢ umenem 3ananue 1.14.

1.2.11. Co3maHue oOrIaBiICHUSA

B penmakrope Word cymiecTByeT BO3MOXKHOCTH CO3JIaHUSI OIVIABJICHUH — CIIMCKAa 3arojlOBKOB,
KOTOPBIM MOXKHO pa3MECTUTh B yKa3aHHOM MecTe (0OBIYHO B Hayasle WK B KOHIIE JOKYMEHTA).

OrnasneHue mpeacTaBisieT co0Ol CHHCOK BCEX 3arojOBKOB U IMOJ3arojOBKOB IJIaB, pa3/elioB U
JPYTHX YacTeil TOKyMEHTa ¢ YKa3aHHEM HOMEpPOB CTPaHUII.

Jli1s BbIIETIEHUS DJIEMEHTOB OIJIaBJICHUS HEOOXOIUMO:

1) BBIIEAUTD TEKCT, KOTOPBIN TpeOyeTCsl BKIIOUUTh B OIJIABIICHHUE;

2) Ha BKJIaJIKE Ccputku B TaHen OrnaBneHue HaXaTh KHOTIKY
[oGasuTs Tekct (puc. 1.16);

3) B ciicke BbIOpaTh YpOBEHb, K KOTOPOMY OyJET OTHECEH BbIIEICHHBIN TEKCT (Hanpumep, YPOBEHb
1 U1 I71aBHOTO YPOBHS OTJIABJICHHUS).

dain FnasHan Beraska PasmeTka cTpaH Lkl [ Cehlnkm Pa

T (S lo6aBHTE TEKCT * ;1 BLTaBUTE KOHLUEEYIO CHOCKY
apt ‘I

He BKAKOYATE B OrNaBAEHHE AEC”EMWU-LEH CHOCKA ™

GrnasaeHue

- YposeHe1 % Mokazate cHoCkM

CHOCKK ¥

YpogeHb 2

-|-1-|--|H-1(\.I
@ YpogeHe 3 3 |

Puc. 1.16. BxiroyeHue BBIAEIIEHHOTO TEKCTA B OTJIABJICHUE

[Tocne TOoro kak BCeM 3arojlOBKaM IPUCBOEHBI HEOOXOIMMBIE YpPOBHH, MOXKHO (POpMHpOBATh
ornasiieHHe. J[1sl BCTaBKU OIVIABJIEHUS CIENyeT IOMECTUTh Kypcop B TO MECTO, KyAa OHO OyneT
BCTABJIEHO. 3aTeM HYXHO OTKPLITH BKJIAJKY CCI)IJ'IKI/I, Ha madenu OriaBjieHHE HaXXaTb KHOIIKY
, B MOSIBUBIIIEMCS OKHE BBIOpaTh MyHKT ABTOCOOMpPAaEMOE OTJIaBJICHHUE.

3aganue 1.15

1. Cozpaiite ormnasieHue K TekcTy 3aganus 1.14.
2. CoxpaHHUTe TEKCT Ha CETEBOM JMCKe «mserver» (Z):\ B daiine ¢c umenem 3aganue 1.15.

1.2.12. Tlouck u 3aMeHa TEKCTa

HpI/I pa60Te C TCM WU HHBIM JOKYMCHTOM MOKHO BBIIIOJIHUTH INOUCK TCKCTAa IO 3aJaHHbBIM
YCJIOBUSM.

3amanue 1.16

1. Otkpoiite ¢aiin ¢ umenem 3aganue 1.14.
2. PackpoiiTe CriMCOK KOMaH[ JJIsl KHONF raimi | Ha maHenu PenaktupoBanue BKiIaaku [aBHast
1 BpIOepuTe MyHKT PacmpeHHbIi MOMCK, KaK OKa3aHO Ha PUCYHKE.

[éﬁ Haimu ']

& Haiiu
$4  PacwmpeHHei nowck. .
=

[epeiTit..
1

3. B nosBuBLIEMCs OkHE B nosie HaiiTu: BBenuTe TEKCT — CTaT. W LIEJIKHUTE 1O MyHKTY Halitu
nanee (MaHHBIM (parMeHT TeKCTa BbIAEIUTCS). 3aTeM BbIOEpUTE KOMAaHJY 3aMEHUTb U B IOJE
3aMEHUTh Ha: BBEAUTE TEKCT — CTATUCTUYECKUMMU.

Haiitu 1 zamernTs @:‘E&
| Hami | 3amervThb | Mepedmi
HakTu: |cTaT. |ZI
hNEHATE Ha! imTMf_TW—IE‘KHMH E
Bonblz = ZaMeH T ] [3EMEHMTI: {=u ] ] lHai‘rM Aanes | [ UTHeHa ]




4. 3ameHuTe B JAHHOM TEKCTE CJIOBO ()MH. HA (PUHAHCOBBIMMU.
5. CoxpaHuTte JOKYMEHT Ha CETEBOM JUCKe «mserver» (Z):\ B daiine c umenem 3ananue 1.16.

1.2.13. HeneuaTtaeMble CHUMBOJIBI

Psag cuMBOIOB: CHMBOJI OKOHYAHMS 8.633.1_13., Hp06eJlBI, YCJIOBHBIC IICPEHOCHI, CUMBOJIbI Ta6yJI$ILII/II/I,
CKpBITLIfI TEKCT U T. 1. — Ha3bIBAIOTCS HEIeYaTaeMbIMH CUMBOJAMH. X MOXKHO YBHUACTH Ha JKpPAHC,
€CJIM HA’KaTb KHOIIKY (OT06pa3I/ITL BCC 3HaKI/I) Ha IMaHCJIM UHCTPYMCHTOB A63au BKJIaAku [ maBHas.

1.2.14. BcTaBKa CHMBOJIOB

Uto0bl BCTaBUThH B JOKYMEHT CHMBOJI, OTCYTCTBYIOUIMI Ha KJIaBUaType, MO>KHO BOCIIOJIb30BAThHCS
komangod CumBon Ha mnaHenu CuMmBonbl BkIaakud BceraBka. B Beimajaromem okHe OymyT
MpeJICTaBIeHbl HauOoJiee 4acTO HCIOJb3yeMble ClelMaIbHble CUMBOJBL. EciM HU OOUH W3 HUX HE
MOJIXOJIUT, BbIOEpUTE MYyHKT [[pyrue cMMBOJIBI — OTKpOETCs TuanoroBoe okHo CUMBOI. 371€Ch B 1OJIE
pudT HEobxonuMo ykazaTh Ha3BaHUE MIPUPTA C HY>KHBIM CUMBOJIOM (puc 1.17).

Cumzoa =
[ cmeon | Coewanpne s |

Wiz [{oBersrmdi Tencr) [ o e B

IBEABEHINEEE - B

1|2(3(4(5|6|[7|8|9|:|:(<|=|=|?|@A
BICIDIE|IFIGH|I|J|IKILIMNIO|IP QK
siTlulviwlx|y|z[ [V 11~ _[1alb|e .
el ol o[ 7 [ [=[al[s]
Hyphzn-Mrs fog sHaka: | 0020 | u=t [lommon weerny  [+]
[ Aszosareia... | [ Coueranme nam... | Coderarme amms:

Puc. 1.17. JlnanoroBoe 0OKHO BCTaBKH CUMBOJIOB

Yr1oObl CUMBOJI BCTABUTH B JJOKYMEHT, HY>KHO JIBaXKIbI ILEJIKHYTh [10 HEMY MBIIIBIO.
OOumpHBIE HAOOp TOJIE3HBIX CHUMBOJIOB MOXKHO HalTH B cieay-romux mpudrax: Webdings,
Wingdings, Wingdings 2, Wingdings 3.

1.2.15. BcraBka CHOCOK

CHocka npenctaBisieT coboit mudpy (wim OykBy) HaJ HMOSCHSEMBIM CIOBOM (B BHJE BEPXHETrO
MHJIEKCA), ONPEACTIIONIYI0 €€ MOPSIKOBBI HOMEp Cpely BCEX CHOCOK B JIOKyMeHTe. Takas CHOCKa
Ha3bIBAETCS] OOBIYHOIA.

Cyl1ecTBYIOT KOHIIEBBIE CHOCKH, KOTOpBIE OTOOpa)X<aroTCs HE BHM3Y CTpPAHMIBI, a B KOHLE
JOKyMEHTA.

OrpanuyeHus Ha JUIMHY M O(GOpPMIICHHE TEKCTa CHOCOK OTCYTCTBYIOT. Jlomyckaercsi M3MeHeHue
paszenuTelisi CHOCOK — JIMHUM, OTAETSIONIEH TEKCT JOKYMEHTa OT TeKCTa CHOCKH.

B Microsoft Word MIPOU3BOJUTCS aBTOMaTHYeCKast HyMepanus
CHOCOK, CKBO3HAsl 10 BCEMY JIOKYMEHTY WJIU OTJENIBHO Ul KaXI0T0 pasaena.

[Ipu mnepemelieHny, KONMUPOBAHUM WIM YAQJIEHUM aBTOMAaTHMYECKM HYMEPYEMbIX CHOCOK
OCTaBIIMECS 3HAKU CHOCOK (3HaK CHOCKHM, YHMCJIO, 3HAK HJIM COYETaHHE 3HAKOB, yKa3bIBalOIIME Ha
HaJINYKME B CHOCKE JIOTIOJIHUTENIbHBIX CBEACHUI) aBTOMATHUECKHU HYMEPYIOTCS 3aHOBO.

Jlis BCTaBKU CHOCKU B JOKYMEHT YCTaHOBHMTE KYpCcOp B TO MECTO JOKyMEHTa, Iieé HeoOXOAUMO
BCTaBHUTbh CHOCKY, 3aTeM Ha naHenu CHocku BKIagku CChUIKM BbIOEpUTE KOMaHAy BCTaBUTH CHOCKY.

[locne »3TOro Kypcop aBTOMAaTUYECKH IepeMElIaeTcs B KOHEL CTPaHHIBIL, Ha KOTOPOH
YCTAQHABJIMBACTCA CHOCKA, B 00JaCTh KOJOHTUTYNA, TJ€ HYXHO BBECTH TEKCT CHOCKU. K cHOckawm,
KOTOpbIE Oy/IyT BCTAaBJIEHBI M03%KE, aBTOMAaTUYECKU MPUMEHSAETCS HY>KHBIH (hopMmar.

Samanue 1.17
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1. B moxymente 3aganue 1.2 mocie cioB cetu HTEpHET BCTaBbTE OOBIYHYIO CHOCKY C TEKCTOM
WuTepHer npencraBiseT co0oil HEKOe BHUPTyalbHOE OObEAMHEHHE, MMEIOIEe CBOE COOCTBEHHOE
HMH(GOPMAIIMOHHOE TPOCTPAHCTBO.

2. Coxpanure JOKYMEHT Ha CETEBOM JICKe c UMEHEM 3ana-
Hue 1.17.

KOHTPOJIbHBIE BOITPOCHI

1. IToctpoenue ab3ana B Word. Kak Hayats HOBBI ab3all U HOBYIO CTPOKY?
2. 3MeHneHnne mapamMeTpoB ab3ala B peOaKTUPYeMOM JIOKyMeHTe. M3MeHeHue mapaMeTpoB
OJIHOTQ ap3aria.
3. YcraHOBKa MEXIYCTPOYHOTQ HMHTEpBaJia M HWHTEpBala MEXAY COCETHHUMH CHMBOJIAMHU.
CrniocoQpl BKJIIOUEHUS! aBTOMAaTHYECKON PACCTaHOBKU MEPEHOCOB.
4. IloHsTHe TUNIEPCCHUIKH U 3aKkianku. [IpaBuna paboThl ¢ TUIEPCCHUTKAMHU.
5 Cnoco0 ycTaHOBKH (yIQJICHHMs) 3aKIIAIKH.
. [lonarug tadymsmu. CriocoObI 100aBICHUS U yIAJICHUS CUMBOJIOB TaOyIISIIUH.
. HacTtpoliku riapameTpoB Talyisiuu.
. [lonsitue crmcka. Buasl ciuckoB, co3ganubix B MS Word.
. CiocoQsI mpeoOpa3oBaHus TEKCTOBOTO (PparMeHTa B CIIMCOK U HA0OOPOT.
. CrtocoObI COPTUPOBKHU CIHCKA.
. llonsitue ornapnenust nokymenTta. CriocoObl ero (OpMUPOBAHUS U HAXOXKJIEHUS B JJOKYMEHTE.
. 3aMeHa TEKCTOBOTO ()parMeHTa B HEKQTOPOU YacCTH TOKYMEHTA.
. lloHsiTue HeneyaTaeMblX CUMBOJIOB. VX 1ipocMoTp B JoKyMeHTe.
W lalbﬂopﬁz[ox BCTaBKM B JOKYMEHT CIIEIMAIbHOTO cHMBOJia. Kakue cHUMBOJIBI JOCTYNHBI B MS
ord?

LINI—O\OCO~IN

1
|
l
|

1.2.16. Pa6ora ¢ 6ydepom oomeHa

MouHbpIM UHCTPYMEHTOM IpH paboTe ¢ NpUIIOKEHUSIMH cemeicTBa Microsoft U onepannoHHON
cuctembl Windows sBiserca Oydep oOmeHna wuHdopmanuell — BUPTyalbHbI 00bEM HaMSTH,
IpeIHa3HaYeHHBIN JJIs1 0OOMEHa JaHHBIMU.

B mporpammax Microsoft Office ectb cBoil Oydep oOMeHa, B KOTOPOM MOXHO XpaHHUTh 10 24
aneMeHToB. /[[ns KomupoBaHUST WM TMepeHoca BblIEIEHHONM uHpopMaimuu B Oydep oOmeHa
UCHoJB3yI0TCsl KoMaH bl Beipesats u Konupoars Ha nanenu bydep oOmena Bknanku [maBHas (win
13 KOHTEKCTHOTO MeHI0). [t mpocmoTpa copepkumoro Oydepa oOMeHa HyHO LIEJIKHYTh [0 KHOIIKE
B IIPaBOM HIKHEM yriy nanenu bydep oOmena.

Conepxumoe Oydepa oOMeHa MOXKHO[=|CTaBUTH B JIIOOOM MECTE€ TEKYIIEro IOKyMEHTa JH0o
JPyroro, BHOBb OTKPBITOTO JAOKyMeHTa. [[i1s aToro ucnomnb3yercs komanaa BeraButh u3 meHto bydep
oOMeHa.

3aganue 1.18

1. OTkpoiire ¢aiin c umenem 3ananue 1.14.

2. Otkpoiite ¢aiin c umenem 3ananue 1.15.

3. B oaiine 3aganue 1.15 Bbiaenure Bce colepKUMOE TOKYMEHTa U CKOMUPYHTE B Oydep oOMeHa.
4. B (aiine c umenem 3ananue 1.14 B KOHEI[ JOKyMEHTa BCTaBbTE COAEPKUMOE Oydepa.

5. CoxpaHuTe JOKYMEHT Ha CETEBOM JUCKE C UMeHeM 3ananue 1.18.

Ipumeuanue. [Ipu KonupoBaHUM WM NepeMElICHUH (pparMeHTa TeKCTa PAIOM IOSBISIETCS 3HAK
«TopTdens» C mapaMeTpaMH BCTaBHE @] BUJIE KHOMOK), KOTOPbIE CTAHOBSATCS BUAHBI JIHOO
cpasy, JIuOO Mocie INeNTYKa MBIIU [0 3TOMY 3Haky. B packpeiBarolieMcs CIHCKE HMEIOTCS
CJIeAyIOIIME BapuaHThl (OPMAaTUPOBAHUS:

Coxpanuth ucxopHoe (opmarupoBaHue — CTHIM U (OPMATHPOBAHUE, KOTOpbIE OBLIN
HNPUMEHEHBI K CKOITMPOBAaHHOMY (hparMeHTY, COXPaHSIOTCS;

OO6beuHUTh (HhOpMATUPOBAHKUE — K TEKCTYy NMPUMEHSETCSl CTWIb KOHEYHOro absama. Takxke
OpUMEHSIETCs  MOJb30BaTeNbCcKoe  (OpMATUPOBAHWE W CTWIb  TEKCTa,  HAXOIIErocs
HEIIOCPEACTBEHHO Mepe O3ULMEN BCTaBKU;

[al CoxpaHHTB TONBKO TEKCT — U3 (parMeHTa ynajuseTcs Bce (OpMaTUPOBAHUE, B TOM YUCIIE TaKHe
JJIEMEHTHI, KaK PUCYHKH M Tabiauubl. K TeKCTy mpuMeHsieTcs CTUJIb KOHEYHOro ad3ala, a Takxke
(dopmMaTUpOBaHUE U CTWIb TEKCTA, HAXOJIIErocsi HEMOCPEICTBEHHO Iepe] MO3UIMEH BCTAaBKU
TEKCTA.

KOHTPOJIbHBIE BOITPOCHI
1. Ilopsimok ~ KomMpoOBaHWMS W HepeMelleHuss  QparMeHTa npu  nomoum  Oydepa

oOMeHa.
2. KonmpoBanue B Oy¢ep oOMeHa 0JHOBPEMEHHO HECKOJIIBKUX OOBEKTOB.
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3. CriocoOb1 ouucTku Oydepa oomena. Ckonbko (pparMeHTOB OJJHOBPEMEHHO MOKET HAaXOIUTHCS B
oydepe oOmeHa?

JIABOPATOPHA S PABOTA Ne2

1.3. PABOTA C TPAOMYECKUMU OBBEKTAMU
1.3.1. Co3nanne rpadudecknx OOBEKTOB

JIoKyMeHT MOXHO cjenarh Oolsiee TNpUBJIEKAaTENbHBIM, €CIM J00aBUTh B HEro rpaduyeckue
00bekThl. C MOMOIIBI0 KHOIOK, PAcIONIOKEHHBIX Ha naHenu WMmoctpauuu Bkiiagku BeraBka, serko
n300paxarh JUHUU, CTPEIIKH, SJUIUIICHL, IPSIMOYTOJIbHUKHU, OKPY>KHOCTH, 1yTH, CEKTOPBI U Pa3InYHbIE
kpuBsble. [locie co3nanus rpadguyeckoro 0ObeKTa €ro MOKHO 3aJIUTh LIBETOM WM Y30POM, YBEIHUUTh
WIA yMEHBIIUTh, MEPEMECTUTh, MOBEPHYTh, 3€PKAIBHO OTPA3UTh, M3MEHUTHh LBET W THUM JIMHHA.
OOBEKTHI B TOKYMEHTE MOYKHO TPYyNITUPOBaTh, GOPMHUPYS €IMHBIH PUCYHOK, KOITMPOBATh U BCTABIISATH
B JII000€ MECTO TEKYIIEro JOKyMEHTa WM B Ipyron nokymMeHT. Co3mate mt000# rpa@uieckuii OObEKT
MOJKHO € ITOMOIIbIO KoMaH 1kl MeHI0 BetaBka/Ummoctpanuu (puc. 1.18).

Beraska | FazmeTka cTpaHuubl Cehlnkm Facchinkm Peyend

"B | BB = i Ll

Tagnuua | PuoyHok KapTuHkd @urypel SmartArt Juarpamma CHUMOKE

- -

Tasnuugl Manwoerpauun

Puc. 1.18. ITanens paboTsl ¢ rpaduyeckuMu 00bEKTaMu

W crnonb3yss HTHCTPYMEHTBI JJaHHOW MaHeNId, MOYKHO CO3aTh JI000# MpocToil rpaduueckuii 0OBEKT.
Jlis aBTOMAaTU4ECKOrO CO3JaHUs CIOXKHBIX (UTYpP CIEQyeT OTKPbITh OKHO DUryphl U BBIOpATh

HYXHBIA 00BeKT (puc. 1.19). D = g o ®

A3
[Prrypel | SmartArt duarpamma
- e

MocnegHWe MCNONB30BAHHBIE DUTYPbI
o=~ OO O AL LG
TSR -

NKHKMK

LS L L L T LG %
OcHOBHBIE DUIYDBI
[EOO0C0@ AMO OO
CETODOQO@™Y =G
€ ™0l 14 F
MUrYpHBE CTRENKA

> P4 B &I ST
€ 2w Db
ik

Enok-cxena

BoiHOCKH

[ G040 &0 0 A0 A (0 0 AT A
AL £ A0 AD AD dOo

IBETNKI M NEHThI

Pha, s N i g it bt et o spde b [o )

|-

Puc. 1.19. OxHo ®@urypst

UroOBl MOCTPOHUTH KaKOW-THOO Trpaduyecknii OOBEKT, HEOOXOIUMO MPOAENaTh CIEAYIONIHNE
JICUCTBUS:

1) OTKpHITH BKJIAJIKy Bcragka, LIEJKHYTh MBILIBIO 1o KHOIIKE
DUurypsi;

2) BbIOpaTh OOBEKT, KOTOPBIN CIIETYET CO3/1aTh, IPH 3TOM KypCcOp MPUMET BHJI KPECTHKA +;
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3) yCTaHOBUTH KypCOp B TOYKY, M3 KOTOPOW IUTAHHPYETCS Ha4daTh PUCOBAHUE, HAXKATh JIEBYIO
KHOHKy MBIIIIN U, HE OTHYCKaSI €c, HCpCMGHIaTB YKaSaTeJ'II) o HOJ'Iy‘-IeHI/Iﬂ HY)KHOFO I/I306pa)KCHI/I$I
00BeKTa.

[Ipumeuanue. Jias MHOTOKpaTHOTO pUCOBaHUS (PUTYphI OTHOTO THIIA ABAXK]bl HAXKMUTE KHOIIKY C
M300pakeHneM HYXXHOTO oObekTa. Ilocie oxkoHuaHus paOOTHl YCTAHOBHUTE yKa3zareidb B JHOOOM
MECCTC NOKYMCHTA U HAXKMUTC KHOIIKY MBIIIN AJI1 OTMCHBIL BI)I60pa HHCTPYMCHTA.

1.3.2. Breigenenne rpadudeckux OOBEKTOB,
W3MEHCHHE HMX DPa3MEpPOB M TEpEeMEIICHUE

B omuH npueM odeHb TPyJHO HMOCTPOUTH Ipaduueckuil 00BEKT TpeOyeMoro pasmepa U B HY>KHOM
MECTe, NOITOMY B TEKCTOBOM PEIAKTOpE MPEAyCMOTpPEHbI Takue (PyHKIMU paboThl ¢ rpaduyecKUMU
00bEeKTaMH, KaK N3MEHEHHE PA3MEPOB U NMEPEMELICHUE UX OTHOCUTEIIBHO CTPAHUIIBL.

[Ipexxae yem U3MEHUTH pa3Mep U MOJOXKEHHUE TpapuuecKoro o0beKTa, ero He0OXOAUMO BBIJCIUTD.
st aTOr0 HagO MpoAeNarh Cieay-IKe IeHCTBUS:

1) nogBecTn Kypcop k rpadudeckoMy oOBEKTY TaK, YTOObI OH MU3MEHUJ CBOIO (OpMY, T. €. IPUHSII
BUI

2) 1eNKHYTh O/IMH pa3 JIeBOM KHOMKOI MbIu. [Ipu 3TOM rpadudeckuii 0ObEKT BbIIEIUTCS.

Yr1oObl U3MEHUTH pazMep rpaduuecKkoro 00beKTa, Hy>KHO IIPOU3BECTH TAKUE ACHCTBHSL:

1) ycTaHOBUTH KypcOp Ha OJIMH U3 MapKepoB, IIPU 3TOM KypcoOp JOJDKEH MPUHATh BUA

2) Ha)KaThb JICBYIO+MOIIKY MBI H, YEP)KUBas €€, IEPEMECTUTh MbIIIb B HAIIPABICHUU U3MEHEHUS
pa3mepa TaK, Kak MIOKA3aHO Ha
puc. 1.20:

M3meHeHne no BEpTUKAIN

HUsmenenue

110 TOPHU3OHTAIN OnHOBpEeMEHHOE U3MEHEHHUE

pa3sMepoB 1Mo BEPTHKAIN
1 TOPU3OHTAIIH C YIJa

Puc. 1.20. I3menenue pazmepoB rpaduuecKkux 0ObEKTOB

[Ipu pocTmwkeHnn TpedyeMoro pa3mMepa KHOIKY MBIIITH MOKHO OTITYCTHTb.

st Toro 49roObl TepeMecTUuTh Tpaduueckuii OOBEKT C OJHOTO MeCTa SKpaHa Ha Jpyroe,
HEOOXOIMMO TIPOU3BECTH CIEAYIONIHE ACHCTBUS:

1) ycTaHOBUTBH Kypcop Ha Jto0yr0 JUHUIO rpadudeckoro o0beKTa (TOJBKO HE HAa MapKep), 4TOObI
Kypcop TpUHSI BUA

2) Ha)KaTh JIEBYIO KHONKY MBIIIH M, YAEPKUBAs €€, IepeMeCTUTh rpadudeckiii 00bEKT B HYKHOE
MecTo 3KpaHa. [lociie nepemenieHus KHOIKY MBIIIY MOXKHO OTITyCTHUTb.

3amanue 1.19

1. Co3naiite HOBBII JOKYMEHT.
2. YcraHoBuTe aJb00MHYIO OPUEHTAITUIO CTPAHUIIBI M CIICAY-FOIIME Pa3MephI MOJICH, CM:

BEpXHEE — 2;
HIDKHEE — 2;
JIeBoe — 5;

npasoe — 1,5.
Hcnonb3ys  TOMydeHHBIE  TEOPETHYECKHWE  3HAaHUSA, Co3dailTe Tpaduueckuil  OOBEKT,
MIPEJICTaBJICHHBIN HAa PUCYHKE.

< MHadopMannoHHbEIe CHCTEMEI >

Ilo crenenn aBTOMATH3AIMH

Vs N\ @TOM3TU3HPOBAHHBY
. Pyunsre ) € P 4 ABToMaTHueckue \

Ilo cdepe nmpumenenus

\

[To xapakTepy nHopMaIu

HaTerprpoBaHHbie
< PHp @H@OpMaHHOHHO-HOHCKOBL@

| NDY
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— ==
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4. Coxpanute rpaduueckuii 00EKT Ha CETEBOM TUCKE «mservery Z:\ B ¢aie ¢ umeHeM 3agaHue
1.19.

1.3.3. O6pabotka rpaduueckux OOBEKTOB

K oOpaboTtke rpaduueckoro oObBEKTa OTHOCATCS TaKue€ OIEepaluy, Kak ero oOpamileHue,
IITPUXOBKA, 3aJIMBKA IIBETOM, NO0aBlieHHME TEeHH, oObemMa M T. T. JIs WX BBHINOIHEHHS HYXHO
ucnonp3oBath mnanenu BceraBka ¢uryp, Crumu ¢uryp, Ctunum WordArt Ha Bkiaake Cpenctsa
pucosanus (puc. 1.21).

m ThaBHaR Beragna  Paamered opanuly  Codmen Paceeiem Pe |l e pcorairva) |

- uensuposanne Bua | Dopmar I_
IR S N OO = £ Q.’vﬂﬂ"ﬁ‘i dhrype - 21 A || Hanpasaskue rerera -
[ ﬂ fli L Eb G & Al A WS E KaHmp duryps = /ﬂ ': ..'{ﬁ\\\ - & - | B supoasmrs e -
% SO FE =/ S gihimn by - EE

= B~ | = Conaeme s

foranig noyp Lodau Suryp iril CTunu Waordart ok

Puc. 1.21. OcHoBHble nanenu Bkiagku Cpeacrsa prucoBanus/Popmar

Te xe onepanuu MOXHO IPOAETIATh ¢ MOMOIIbIO KoMaH 1kl DopmaT Gurypsl.
Crnenyer MOMHUTD, 4TO nepes 00paboTKoM rpaduuecKoro 00beKTa ero Hy’KHO BbIIETUTD.

3aganue 1.20

1. OTkpoiire ¢aitn 3aganue 1.19.

2. 3menure THIl TUHUM B 00bekTe «MH(DOpMAIMOHHBIE CUCTEMBD) Ha LITPUXOBYIO.

3. I3MeHuTE TONLIMHY JIMHUU Ha 3 NT.

4. 3akpacbTe OBaJl C COAEPKALIMMCS B HEM 3arojloBkoM «MHpopMallMoOHHbIE CUCTEMBI» B CUHHM
L[BET.

5. 3menuTe 1BeT ITPUXOBBIX JIMHUM HAa KPACHBIN.

6. VI3MeHuTe BET HEIITPUXOBBIX JIMHUM HA 3€JICHBIN.

7.K rpadpuueckuM 0OBEKTaM Tpex IOA3arojoBKOB: «PyuHble», «ABTOMaTU3MPOBAHHBIEY,
«ABTOMaTHYECKHE» — 100aBbTE TEHb U 00BEM.

8. JloGaBbTE KO BCEM COCTUHSIIOIIUM JIMHUSIM CTPEIKH.

9. Coxpanurte rpaduyeckuil 00BEKT Ha JUCKe «mserver (Z:)\ B daiine ¢ umeneM 3ananue 1.20.

1.4. IIOSULIMOHMUPOBAHUE TEKCTA U PUCYHKA

1.4.1. IToBopoT Tpaduueckoro oOBEKTa
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B TexcToBOM pemakTope CylecTByeT BO3MOXHOCTh MOBOpOTa rpaduyeckux oobekToB. st aToro

UCIIONB3YEeTCS KHOIKA (TToBepuyTh) Ha marziln Ymopsgounts BKaaaku Dopmar, KOTOpas
BKJIFOYa€T B Ce€OS HECKOJIbKO IYHKTOB [; : (puc. 1.22).
Sk MosepHyTe BNpaEo 43 30
HeoOxomumo BbIIETUTH aBTOMUTYDY, pUCYHOK wiH 00BbekT WordArt,
v il :
KOTOPBIi TpeOyercs HOBEPHYTh 4= NosepryTs 160 Ha %0 (OTpa3uTh), U BBHINOJI-HUTH OIHO

U3 CIEAYIOIIMX JACHCTBHIA:

OTpasuTe Bepyy BHUZ
1) noBepHyTh Ha NPOM3BOJIBHBIN Yroi

Ak

(MpoU3BOIUTCS TIEPETACKUBAHUEM

b OwpasuTe cgea Harpaso
Mapkepa TOBOpOTa OOBEKTa B HYXHOM HAMpaBJICHHH W IHEIYKOM 32
npeenaMmu 00beKTa, 9qT00BI & Arrue napauerprinoeopora.. |  3a()MKCHPOBATH TOBOPOT);
2) noBepHyTb Ha 90° BieBO WM Puc. 1.22. Okuo BIIPABO;
3) orpa3uth 00BEKT (cozmarpb ITosepryms 3epKaJIbHOE OTOOpaKEHUE).

Samanme 1.21
1. B HOBOM JJOKYMEHTE CO3JaiTe CIEeIYIONIYIO IPYMHITy 00BEKTOB:

2. CoxpaHute 0OBEKTHI Ha CETEBOM AHCKe «mservery (Z:)\ B daiine c umeneM 3ananue 1.21.

1.4.2. Tlopsigok rpaduyecknx OOBEKTOB

[Ipn BcTaBKe HECKONBKHX B3aMMOCBSI3aHHBIX (QUIyp (OJOK-CXeMbl, KOJUIaXK U T. I1.) JKEIaTeIbHO
00BEIMHATH UX B OJIMH PUCYHOK, MHA4Ye OHU OyayT pa3OpocaHbl MO JOKYMEHTY HE3aBUCUMO APYT OT
Ipyra.

st obmerdyenust paboTel ¢ TpaduuecKUMU OOBEKTAMHU MOXKHO HCIIOJIB30BaTh CETKY, KOTOpas
TMOKPBIBAET CTPAHUILY HEBUANMBIMH JIMHUSIMU. [Ipu prcoBaHUM WK TTepeMENIeHUH 0OBEKTOB UX YTJIbI
BBIPABHUBAIOTCS TI0 ee Onbkaiiemy y3imy. HecMOoTps Ha HEBUAMMOCTD, CETKA TOMOTAET BHIPAaBHUBATH
00BbeKkThI. JIJIsI M3MEHEHHS PACCTOSHHS MEXKIY JHUHHSAMU CETKHM HCHOJB3yIoT KoMaHay CeTka u3
rpynmbl JeiicTBus. BBIKITIOUHTH CETKY MOXKHO, €clii CHATHh ¢uiaxkok [IpuBsizath K urypam wiu
[IpuBsizath K ceTke B quajaoroBoM okHe I[IpuBs3ka k ceTke.

[To ymomyanuio MHTEpBA MEXIy JIMHUSIMHU CeTKH paBeH 0,25 ¢cM, HO OH MOXKET OBITh U3MEHEH KakK
MEXIy BEPTHKAIHHBIMH, TaK U MEXKIY TOPU3OHTATBLHBIMU JTUHUAMHA MUHUMYM 110 0,01 cM, MakcuMyMm

no 55,86 cM. UeM MeHblIe pacCTOSHUE MEXAY JMHUSAMU CETKH, TeM TOYHee OyJeT NepeMelleHue
00BeKTa.

s Wuorpa ObiBaeT Tak, 4YTO Hpu J100aBIECHUH BHYTpPb TIpaduyecKoro
T3 Ha nepennui nnax oObEKTa HAINUCH, OHAa HCYE3aeT. OTO TMPOUCXOAUT TOTOMY, YTO
B4 Ha saaHui naan rpaguueckuii OOBEKT HAXOAWTCS Ha TEpeaHeM IUIaHe, a HaAMUCh — Ha
[l Mepemecturs gnepen 3agaeM. VX pacmnosioskeHne MOXKHO TTOMEHSTh, UCTIONb3ys Komany [lopsgox
(@ Mepemesctims Hasa n3 rpynnbl  [edctBua. Ilocie 3Toro Ha »KpaHe TMOSBUTCS OKHO,

B IpeJcTaBleHHOe Ha puc. 1.23, B KOTOpoM cieqyeT BblOpaTh HY)KHBIN
c) MOMECTHTE NEPEN TEKCTOM

MTyHKT.

EJ MoMECTHTE 33 TEKCTOM

Puc. 1.23. [Toqmenio 3ananme vl 22 .
HMopsoox w3 venio Jeiicmeus 1. Coznaiite rpaduueckuii 0OBEKT CIEAYIOLIETO BUA.

CTpyKTypa CUCTEMBI

>

JleneHTpann3oBaHHas Hepapxuueckas LenTpanu3oBanHas

2. CoxpaHHTe €ro Ha CETeBOM JIMCKe «mserver» (Z:)\ B ¢aiine ¢c umenem 3aganue 1.22.
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mk:@MSITStore:C:%5CProgram%20Files%5CMicrosoft%20Office%5COffice10%5C1049%5Cofmain10.chm::/html/esdccRotateObjectToAnyAngle.htm#%23
mk:@MSITStore:C:%5CProgram%20Files%5CMicrosoft%20Office%5COffice10%5C1049%5Cofmain10.chm::/html/esdccRotateObjectToAnyAngle.htm#%23
mk:@MSITStore:C:%5CProgram%20Files%5CMicrosoft%20Office%5COffice10%5C1049%5Cofmain10.chm::/html/esdccRotateObjectToAnyAngle.htm#%23
mk:@MSITStore:C:%5CProgram%20Files%5CMicrosoft%20Office%5COffice10%5C1049%5Cofmain10.chm::/html/esdccRotateObjectToAnyAngle.htm#%23
mk:@MSITStore:C:%5CProgram%20Files%5CMicrosoft%20Office%5COffice10%5C1049%5Cofmain10.chm::/html/esdccRotateObjectToAnyAngle.htm#%23

1.4.3. O6benunenne rpaguueckux OOBEKTOB B T'PYIIIBI

OObenuHeHne HECKONIbKUX IpaduyecKuX OOBEKTOB B OJHY IPYIITy HO3BOJIAET paboTaTh ¢ HUMHU
Kak ¢ OIHMM OOBeKTOM. Takum 00pa3oM MOKHO, B YaCTHOCTH, U3MEHUTh HEKOTOpbIE MapameTpbl
(HampuMmep, I1BET JMHUM M TEHb) Yy HECKOJIbKUX OOBEKTOB Cpa3y, YBEIUYUTb, YMEHBIIUTH,
NIEPEMECTUTD WM NTOBEPHYTh X BCE BMECTE.

Co crpynnupoBaHHBIMH OOBeKTaMHM oOseryaercs pabora MO H300pPAKEHHUIO  CIOKHBIX
rpapuueckux 00bekToB. CyIllecTByeT BO3MOXXKHOCTb CO3[AaHUSl TPYNIl BHYTPU JPYTUX TPYMIL,
uepapxuil CrpynnupoBaHHBIX OOBEKTOB. MOXHO HAapHCOBaTh HECKOIBKO Ipa)uyecKux OObEKTOB U
CIpYNIIMPOBaTh MX, HApHCOBaTh CJEAYIOIIME M CHOBa CrpymnmnupoBare M T. O. Ecim nocne
IPYNIIUPOBKU TMOSABISIETCS HEOOXOAUMOCTh JIOOABIEHUS WIM YIaJleHUs 4Yero-iubo, TO MOXKHO
pa3rpynnupoBaTh JOOYIO U3 HECKOJIBKUX I'PYI OOBEKTOB, HE BIMAS HA OCTAJIbHBIE.

I[Ipumeuanue. Beigenenne HECKOIbKUX OOBEKTOB IyTeM OOBEIECHUS MBILIbIO KOHTYpa B PEXHUME
Br160op 00bekToB paboTaeT ToabKO B crapoM (popmare Word.

YrtoOb! crpynnupoBath rpadudeckiue 00bEKThI, Hy>KHO MIPOJIeNaTh ClAeAyOLe qeCTBUS:

1) mooyepenHO MIETKHYTh IO KOKIOMY JIeMEHTY (Uryphl, yaepxkuBas Haxatoil knasuury [Ctrl];

2) HaXKaTb KHOIIKY F&nnnéowﬂ) Ha MaHeNu YIOpsAounTh. B BhIanaromemM OKHE U3 HECKOIbKUX
koman] (I'pynnuposars, Pasrpynnuposars, [leperpynnupoBats) BeiOpaTh koMaHay [pynmnupoBats —
KHOTIKY (puc. 1.24).

=
Ch Mepemectute Bnepeg » |2+

e
C4 Nepemectute Hasag * | [E™
MonoxeHne OB6TeKkaHWe

v TEKCTOM ™ EI} O6nacTe BagensHts Sk

¥nopagodnTe

Puc. 1.24. Komanasl nanenu YnopsjaounuThb

PasrpynnupoBath rpaguueckie 00beKThl MOXKHO TaKUM 00pa3oM:

1) BbIiEeAUTH TPyIIy OOBEKTOB, KOTOPYIO CIEAYET Pa3rpyIIUpOBaTh, C MOMOUIbIO JIEBOW KHOIKHU
MBIILIH;

2) BbIOpaTh koMaHy PasrpymnmnupoBath Ha aHenu YHOpSI0YUTh.

3aganue 1.23

1. Crpynnupyiite Bce 00bexThl B (aiinax 3aganue 1.19, 3ananue 1.20, 3aganue 1.21.
2. CoxpaHuTe U3MEHEHHUs B JaHHBIX (aiinax.

KOHTPOJIbHBIE BOITPOCHI

l. lépa(bnqecxﬂe 00BEeKTHI, pa3MeriaemMbie B 1okymenTe MS Word.
M82W n8c06m N00aBIICHUS PUCYHKA M3 KOJUICKIIUM PHCYHKOB W PUCYHKA, CO3JAHHOTO CpPEICTBAMHU
ord,

3. 'paduueckne mpUMHUTHBEL, UCTIONIB3YEMBbIE ITPH CO3IAHUH PHCYHKA.

4. Ilopsmok MW3MEHEHUs pa3Mepa ~ UM HOJIOKEHMS HApUCOBAaHHOW  (UIyphl, TOJIOKEHHUS
MEePEKPHIBAIOIITUXCS PUTYD.

5. Bo3moxkHOCTH TpYIlIMpoBaHus rpapuyeckux Guryp.

6. CriocoObl rpynnupoBaHus rpaguueckux Guryp.

7. OT™MeHa rpyfnupoBaHUs. C .

8. Ilopsimok HW3MEHEHUs THIA, TOJIIWHBI JIUHUA W CTPENIOK, I[BETA JIMHUM M 3aJMBKH 3aMKHYTHIX

¢buryp.
9}., ]i)'lpenHa?,HaquHe Haanucu. CriocoObl ee co3aanusl.
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JIABOPATOPHA S PABOTA Ne3

1.5. PABOTA C TABJIMIIAMUA
1.5.1. Co3manue TalIuI

TekcToBblil penakTop 001a/1a€T OYEHb MOLIHBIM U THOKUM MHCTPYMEHTAapUEM, KOTOPbIN MO3BOJISET
0e3 JIMIIHKUX 3aTpaT BPEMEHHU CO3/1aBaTh KaK MIPOCThIE, TAK U CIOXKHbIE TaOJINIIBI.

Jlis BcTaBKM TaONMIBI B JJOKYMEHT HEOOXOAMMO BbIOpaTh komaHnay Bcraka/Tabmuna/BcraButh
TaOMILy..., B TMOSIBUBILEMCS] JHAJOTOBOM OKHE YKa3aTb YHCJIO CTPOK M CTOJIOLIOB U ILENKHYTh IO
kHorke [OK.

3amanue 1.24
1. Co3paiite cneayomuii TOKyMEHT.
ToBapHO-TpaHCcTIOpTHAS HaKIaaHAas Ne
«_» 20 T
[TocraBmuk
Ero angpec:
P/cuet Ne B OaHke rop. o0
I'py3ooTnpaBurens:
Cr. otnpasneHust
2. Coxpanure | HaumeHOBa En. €ro0 Ha CETEBOM
mucke  (Z:)\ B Hie W3MepeHHu Komiaec Ilena Cymm daiine ¢ uMeHEM
3aganue 1.24. ., a TBO a
[TnuTa Ger. IT. 56 600
1.5.2. Men KT 340 30 [Tepemenienue
BHYTPU TaOMMUBL [ [[[e6ens T 40 200
U BBIJCIICHUE €€ UTOI'O 830 3JIEMEHTOB

[Tpu pabote ¢ Tabnuneil OosblIOe 3HAYEHUE UMEET YMEHHUE TIepeMeEIaThCsl BHYTPU HEE U BBIICIATD
ee (pparmMeHTHI. DTO MOXKHO JA€JaTh Pa3HBIMH CIOCOOAMH, HO CYIIECTBYIOT CIICIHATLHBIC COYCTAHHS
KJIQBUII, KOTOPBIE B 3HAYUTEIILHOW CTENIEHH ONTUMHU3UPYIOT MPOIIECC 3alOTHEHUS TaOIHIl JAHHBIMU.
B T1abn. 1.2 mpuBOAsTCS HEKOTOpbIE K3 COYETAaHUMH KIABUII M pe3ysibTal HX ACHCTBUS HpuU
nepemMenieHuu o tadnuie, B Taba. 1.3 — mpu BeIICTIEHUHN €€ DJIIEMEHTOB.

Taonuma 1.2

[lepemerienue BHYTPH TaOIMIIBI

Oxunaemelil pe3ynbraT

[TpousBoanmoe aeicTere

Ilepemenienue B
CIEIYIONIYIO STYEHKY

[lepemenienue B
MPEABIAYIYIO SUEHKY
[Tepemenienue B
MIPEABIAYIIYIO WU
CJIEIYIOIIYIO CTPOKY
[Tepemenienue B
TIEPBYIO STYCHKY CTPOKH
[Iepemenenue B
MOCJIETHIOIO TYEHKY
CTPOKH

[Tepemenienue B
MIEPBYIO STYEUKY
cTOI0Ia
[Iepemenenue B
MOCJIETHIOIO TYEHKY
cToJIoIa

Hauano HoBoro a03ara

JloGaBieHre HOBOM
CTPOKH B KOHIIC
TAOJIHUIIBI

JloGaBneHne TeKcTa
nepes TadnuIeit B
Havalie JIOKyMeHTa
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Haxxmure knaBuiy [Tab] (eciu kypcop
HAXOJIUTCS B MOCJIEAHEY SYeHKe
TAQJIUITBI, HAKATUE 3TOU KIIABUIITU
00aBIIIET K TaOIUIIE HOBYIO CTPOKY)

Haxxmure kimapumm [Shift — Tab]

Haxxmure kiiaBunry [T] WJIH [\L]

Haxmute knaBumm [Alt — Home] wmu
[Alt — 7] Ha nudpoBoO# KIaBUaType

Haxxwmute knaBumm [Alt — End] nnm
[Alt — 1] Ha udpoBOH KIaBuatType

Haxwmure knasummm [Alt — Page Up]
win [Alt — 9] Ha U poBoit KiTaBHaType

Haxxwmute knaBumm [Alt — Page Down]

WIH
[Alt — 3] Ha nudpoBoit kIaBUaType
Haxxmute knaBuiny [Enter]

Haxwmure knaBumny [Tab] B koH1e
HOCJIEAHEW CTPOKH

Haxxmure kjaBuity [Enter] B Hauane
NIEPBOM STUCUKHU



Taonuma 1.3

[lepemerienue BHYTPH TaOIMILIBI

OxumaeMbI
pe3yJsbTaT

IIpousBoaumoe nericTBre

Brinenenue ssueiiku
Brinenenue ctpoku

Brigenenue crondna

YcrgHoBuTE yKaszarenab Ha JIEBBIM Kpau
AYEUKU U HaKMUTE KHOIIKY MBIIIN

VYcranosute YKa3aTtcjib CJIEBa OT CTPOKH U
Ha)XMHUTC KHOIIKY MBIIIA

YcranoBute YKa3aTcjib Ha BerHeﬁ JIMHUHN
CCTKHU CTOJ'I6IIa N HAKMHUTC KHOIIKY MbIIIH

OxoHuyanue Taom. 1.3

OxunaeMbI [IpousBoaumoe neiictTue
pe3yabTaT
Beiaenenue VYriepxkuBasi KHOIIKY MBIIIHU, IIEPEMEILANTE

HECKOJIbKHX STYEEK,
CTPOK HJIH CTOJIOIOB

Brinenenue texcra B
CIIEAYIOILEH SUehKe

Boiaenenue TekcTa B
IIPEIBITYIIEN TYEHKE

Brinenenue Bcel
TaOJINLIbI

yKa3arenb IQ s4eiikaM, CTpPOKaMm HIIN
CTonduaM Ju00 BBIJCTUTE OJHY SUCHKY,
CTPOKY WJIH_ CTOJIOCI, a 3aTeM, YACpKHUBAsL
knapuiy [Shift], BbImenuTe ClieayIONIyIO
SYEHKY, CTPOKY M CTOJIOEI]

Haxxmure kimapunry [Tab]
Haxxmute knaBumm [Shift — Tab]

Hefoeﬁ;%me B TaOJNHIly, HAKMHUTE KIaBUIIN
[Alt — 5] ©Ha udpoBor KJIaBI/IaTK € npu
BBIKJIFOYEHHOM pexkume [Num Loc

UroOsl odopMuUTh TaOMUIYy TEped BHIBOJOM Ha OyMary, HY)KHO HCIOJb30BaTh CpEICTBA
aBTOOpMaTHpoBaHUs TaOmui. s 3TOro Hajo BBIAETUTH TAONHILy, OTKPHITH BKIaAKy Paborta c
tabnuamu 1 Ha naHenu Ctunu Tabaul] BeIOpaTh HEOOXOAUMBII.

3aganue 1.25

1. Usmenute dopmar Tabmuiiel B aiine 3amganne 1.24, BBIOpaB B komaHie Pabota ¢ Tabmuriamu. . .
13 MeHI0 CTHIM TaOJIUIL OJTUH M3 TPETIOKESHHBIX CTHIICH.

ToBapHO-TpaHcTOpTHas HakiIaaHas Ne

ITimra Oer. IIIT. 56 600
Men KT 340 30
[leOeHn T 40 200
HUTOI'O 830
«__» 20 r
TTocTtaBuiuk
Ero anpec:
P/cueT Ne B OaHke rop. 0071.
I'pyzooTnpaBuTens:

Cr. oTnipaBnieHust

2. CoxpaHHTE TOKYMEHT Ha ceTeBOM nucke(Z:)\ B paitie ¢ umenem 3aganue 1.25.

1.5.3. U3meHenne mupuHbl CTONOIA TAOIUIIBI

UT0o0bI U3MEHUTH IIUPUHY CTOJIOIA TAOIUIBI, HEOOXOIUMO YCTAHOBHTH C IMIOMOIIIBIO MBIIIH KypCOp

Ha TPaHMIly pasliesia CTOJIOIOB, YTOOBI OH UMEIN BH

MJIOCKOCTH, €HUTH IIUPUHY CTOJIOIIA.

U, TMepeMelas MbIlllb B TOPU30HTAIbHOU
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BricoTa CTpOKH U3MEHSETCS aHATIOTHYHO.
Jlist 3aaHusl OTMpeAeTICHHOW IIMPUHBI CTOJIOIIOB M BBICOTHI CTPOK HCIONB3YeTCs MaHelb Pa3mep
suerku Ha BKIaake Maxkert (puc. 1.25).

LeHIMpoBaHIMe Bug, I KoHcTpyETOp | Maket
FiH
B

ABTONOAGOR

l§'|:| .0,46 tm o 'BI BelpOBHATE BRICOTY crpmc:

E'z,ﬁ 18] EE' Bolp0BHATE WWPKHY CTOABLOE

Pazmep AqeiKl I

Puc. 1.25. Ilanens Pazmep sueiiku

B neBoii yacTu naHesnM pacmoJIOKEHBI J1BA IOJIA, B KOTOPBIX YCTAHABIIMBAIOTCSA BBICOTA M IIMPHUHA
cTosO1IOB B caHTuMeTpax. CrpaBa OT HUX pPAacCHOJOXKEHbl KHONKU BBIPOBHATH BBICOTY CTPOK U
BbIpoBHATH MmIMpHUHY CTOJOLOB, C IOMOIIBIO KOTOPBIX MOYKHO CJEJIaTh BbIIEICHHBIE CTONOIBI
OJIMHAKOBOM IIMPHUHBI, & CTPOKU — OJMHAKOBOM BBICOTHI.

3aganue 1.26

1. B ¢aiine 3aganue 1.25 u3MeHuTe mmpuHy CTONOLOB (TIEPBBIA — 2,7 cM, BTopoi — 2,2, TpeTHii — 2,5,
4yeTBepThId — 1,2, maTelii — 1,5 cM), BBICOTY IIEPBOM CTPOKH yCTAaHOBUTE 22 TIT.
2. [TomyuuBLIMiicS TOKYMEHT COXpaHUTE Ha AUCKE «mserver» (Z:)\ ¢ umeneM 3ananue 1.26.

IpumMmeyanue. Ha [aHEeJIN Pasmep SYEUKHU HaXOMUTCS KHOIIKa
Aprononbop.  Ee  Haxatue = - packpeIBaeT crnucok (puc. 1.26), B
KOTOPOM  MOXHO  HM3MEHUTH @ iljossan <] BEsapol [ppHHy CTOJIOIIOB B

COOTBETCTBHUHU C pasMepoM ABTU"':?HE‘UF 225 || B Beipo coacpikalerocsds B HHUX TCKCTA.

Kpome TOro, MmoxHO 3amarh | HIUPUHY TaOIMLIBI paBHOMU

PUHE CTPpAaHUILIbI UIIN BLI6paTB (I)I/IKCI/IpOBaHHyIO HINPUHY.

Hakonen, mmmpuny cTonOnoB H BBICOTY CTPOK MOXXHO YCTAHOBHTb
Pu

il

ABTONOABOP NO COAEPKHUMOMY
ABTONOABOD NO WHPWHE OKHE

PUKCMPOBaHHAA WKMPWHA TonGLa

C MOMOIIBIO KOMAaH/IbI Ta0mua/CBoiicTBa TaOIHUIIEL.

¢. 1.26. Kuomka ABTonoa6op

1.5.4. Cnusiaue sueek B Talimiie

Wnorna 6piBaeT HEOOXOAUMO OOBEAUHUTDH JIBE WM Oojiee sSUelKH OJHOM CTPOKH B OJIHY SIYEHKY,
Hanpumep, s o0pa3oBaHMsl 3arojioBKa TaONMIbI, TEPECEKalolIero HECKOJIbKO CTOJIOIOB.
OO0benuHeHre ssuYeeKk BO3MOXKHO | 110 CTPOKaM, | 10 CTOJIOIaMm.

Jnist oObeMHEHHS TYEEK HY)KHO:

1) BBIOCTUTD STYSHKH, IPEAHA3HAYCHHBIE JITIS1 OO BETUHECHNUS;

2) BpIOpatk BKIaAKy PaGora ¢ tabmmumamu/Maker, Ha nanenu OObEIWHEHHWE Ha)KaTh KHOIKY
OO0BEIUHUTD STYEHKHU|.

3aganue 1.27

1. CozpaiiTe 1 3ar0JHUTE CIAEAYIOUINM TOKYMEHT.
JIBI>KeHHe MaJIOLIEHHBIX U OBICTPOM3HALIMBAIOIIUXCS PEIMETOB

2. CoxpaHHTe [OKyMEHT Ha Ocrarok O6opoT Ocrarok
CETEBOM JIHCKe «mserver» (Z:)\ Ha Hagal1o MecsI Ha KOHCI]
B (haiine ¢ umenem 3anganue 1.27. No MecsIa Mecsa

— | HaumeHoBaHue
5 . . /1 npeMeTa Lena
.5.5. Pa3OueHnne OQHOU SYEHKH Kon-| Cym|Kon-| Cym|Kor-| Cym
TaOJIMIBI HA HECKOJIbKO
BO | Ma | BO | Ma | BO | Ma

Jnis Toro ytoObl pazOUTh ONHY
YeliKky TaOJaMllbl Ha HECKOJBKO,
YIKHO: 1 Cryn 78,34 | 23 20 3

1) BoienuTh AYCUKH, | 2 | Pyyka mapukoBas | 1,30 | 70 60 10
pelHa3HaYeHHBIE 111 pa30UeHHUS; 3 Kapanam 104 | 40 35 5

2) otkpbITh MeH0 Paborta ¢ Panz 2
aOiuiamu/Maker, Ha  [aHEIH Htoro

ObelMHeHNEe BBIOpATh KHONKY Pa30ouTh suelku;
3) BBECTH KOJIMYECTBO CTOJIOIIOB, HA KOTOPOE CIEAYET Pa30UTh KAXKAYIO TYCHKY.

[Ipumeuanue. Tekcr sueiiku pa3dUBaeTCsI B 3aBUCUMOCTU OT KOJMYECTBA HAXOMAIIMXCA B HEU
CUMBOJIOB ab03ata. Eciu B siuelike COAEp KUTCS TOIBKO OJJUH TaKOW CHUMBOJI, TO BECh HAXOJSILMICS B
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HEW TEKCT MOMENIAETCS B KPAHHIOKO JIEBYIO M3 HOBBIX SYEEK, & OCTAIIbHBIE OCTAIOTCS MyCThIMU. Ecnun
B sUCHKE coaepkuTcst Oojiee OJHOTO CMMBOJIAa ab3ara, TO OHU PACIPENEISIFOTCS TMOPOBHY MEXIY
STUEUKAMU.

3aganue 1.28

1. B ¢paiine 3ananue 1.25 cronben HanmenoBanue uznenus pazoeiite Ha 1Ba, B OAUH U3 KOTOPBIX
BBeauTe: Ne 1/m.

2. [Tomy4yeHHBIH [OKYMEHT COXpaHUTE Ha CETeBOM JHUCKe «mser-ver» (Z:)\ ¢ uMeHeM
3ananue 1.28.

1.5.6. IlocTpoeHue nuarpaMMbl
Ha OCHOBE TaOJMIIBI

[TocTpoenune nuarpamMMbl BO3MOXHO TOJIBKO Ul CTOJIOLIOB WIIM CTPOK, COZAEpPIKAIUX YHCIIOBYIO
nHpopmaruio. UToObl MOCTPOUTH AUATPAMMY, HY>KHO:

1) BBIACTHUTH YacTh TAOIUIIBI WIIH BCIO TAOJHILY;

2) Bo BkJake BeTaBka Ha manenu Miumoctpanuu BeIOpaTh koMaHay /luarpamma;

3) BBIOpaTh mapameTphbl (HhOpMaTUPOBAHUS;

4) nepeiiTu 00paTHO B TOKYMEHT.

3amanue 1.29

1. Ucnionw3yst uncinoBble AaHHbIe TaOmuibl u3 (daitna 3aganue 1.28, mocTpoiTe moxa Tabiauiei
cTonbuaryio quarpamMmy Ha ocHoBaHuU rpad Konmmdaectso u llena.
2. [lonyuuBLIMICS TOKYMEHT COXpaHUTE Ha JTUCKe «mserver» (Z:)\ c umeneM 3aaanue 1.29.

1.5.7. CymmupoBaHue CTpPOK
WM CTOJIOLIOB YHCEI

UTo0bI NPOCYMMHUPOBATH CTPOKHU WJIM CTOJIOLBI TAOJIULIbI, HYKHO:

1) BBIICTUTD SUYEHKY, B KOTOPYIO CIIEAYET MOMECTHTh PEe3YJIbTaT CYMMUPOBAHMS,

2)Ha MIaHENH JlanHble BKJIAJIKH Maker BbIOpaTh KOMaHIy
dopmyna;

3) ecnu BBIIENECHHAs sSYElKa HAaXOMUTCS BHHU3Y CTOAOIA dYHCEd, TO IOCIEe TOro Kak OyaeT
npemioxena popmyna = SUM(ABOVE), HaxaTb KHOIIKY ;

4) ecu BbIJIENICHHAs sTYeHKa HAXOOWUTCSI B MPAaBOM KOHIIE CTPOKM YHCEIl, TO IOCIE TOrO Kak Oyzier
npeanoxena popmyna = SUM(LEFT), naxars knonky [OK.

Ecnu B cTpoke (cTonbie), npeiHa3HaueHHOM 1711 CYMMUPOBaHUS, BCTPEUAIOTCS IyCThIE SYEHKH, TO
aTa cTpoka (ctonberr) He OyaeT mpocymMmmupoBaHa. [ljisi moiydeHus pes3yibraTa BBEIWTE HYJIH B
IIyCThIE STYCHKH.

Jlisi  BBITOMTHEHWsT JAPYTHX BBIYMCICHUN WCIIONB3YIOTCA aapeca sUeeK TaONWIbl:  CTOJIOIBI
HYMEpYIOTCS OyKBaMH JIATHHCKOTO ajaBUTa, CTPOKH — Iudpamu. Hinke mpuBeneH npumep aapecoB
sTYeeK TaOJHIIBI.

A B C U T. I
1 A B Ci
2 A, B, C
UT. ]I

3aganue 1.30

1. B daiire 3amanme 1.27 paccumraiiTe BCe CyMMOBBIC KOJOHKH U CTpOKy KMTOro mo 3tum
KOJIOHKaM.
2. [Tomy4yuBHIMiics TOKYMEHT COXpaHUTE Ha AUCKe «mserver» (Z:)\ ¢ umenem 3amanue 1.30.

KOHTPOJIbHBIE BOITPOCHI

1. CriocoObl BCTaBKM TaOIMIIBI B JOKYMEHT.

2. U3meHnenue oOpamiieHus TaOIHIIbL.

3. Ilops 10K nepeMenieHus: BHYTpH TaOIHLIbI. .

4. Crioco0Ob! BbIJICNIEHUS] OJJHOM MM HECKOJIBKUX sIU€EK, OAHOM MM HECKOIbKUX CTPOK, OJHOTO
WJIN HECKOJIBKUX a03alleB.

5. lI3MeHeHne MHUPUHBI U BHICOTHI CTPOKH TaOIMILIBI.

6. CriocoObI BEIpaBHUBAHMS TAOJIHIIBI WITH €€ CTPOK.
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ObeMHEHUE U pa30NeHNE TYCCK TAOIUIIBI.

OCTPOEHHE TUArpPAMMBIL.
JICHUE AUarpaMMEl.

aTeMaTHuYeCKHe pacyeThl B TAOIUIIaX.

7.0
8. 11
9.V
10.

JIABOPATOPHA PABOTA Ne 4

1.6. PABOTA C TIPUJIOXEHUAMU
1.6.1. IIpunoxxenne MS SmartArt

OdeHb 4acTO MPUXOAUTCS paboTaTh C JOKYMEHTAMHU, CO/IEPKALIMMH B ce0e OTPOMHOE KOJIMYECTBO
CTPYKTYPHBIX CXEM HEpapXHuecKoro CTpoeHusl. YoOHee BCEero co3JlaBaTb TaKHUE CXEMbI C
WCIIOJIb30BAaHUEM CIIELMAIbHBIX Mporpamm (MpuiokeHuil). Pe3ynprarel paboOThl B MPHIIOKEHHSX
BCTaBJISIFOTCS B TEKYLIUI TOKyMEHT B BUe rpauueckux oObEKTOB.

Jlyis BCTaBKU B JOKYMEHT CTPYKTYpPHOM CX€Mbl Ha/l0 BBHIOJHUTH koMaHAy BcraBka/Ummoctpanuu
Y 13 MOSBUBIIETOCS JUAJIOTOBOTO OKHA BHIOPATH HEOOXOAMMOE MPUIIoKEeHHEe SmartArt.

Ha skpane nossurcsa okHo (puc. 1.27), B KOTOPOM cieyeT BbIOpaTh HY>KHBIM THUIl BCTABISEMOTO
o0ObeKTa.

Hesfiap pecynies SimartAct == |
[EEE) | T
$= o
T T —
w9 Mpousce - F| - ,
o R —
& v EmE 203
e =» - —
@ e | @EE T EEPp oo
A Npaga - _
Yranwomu ceoon
[l Pucpc i e Coyear o oTaBpEREnR -
CipeGae. SEUES) ENNMES | S— 0TI IR HEGHaN KV TpOLREEaE,
e e g E|
- rpouecs. Taks NOA¥0ORT ansa
o W TN K TRCT G FROLRCED.
= E L e S TewiT ypumnsl CONTEETCTERET nEpnch | _
o Grrera

Puc. 1.27. HaGop o0bexTOB Karteropuu Bee

3amanue 1.31
1. B HOBOM JOKYMEHTE CO3/IaliTe CIEAYIOLIYIO CXEMY.

AsTomOGVNK

(OTeyecTBEHHbIE MHocTpaHHble

BA3 A3 BMW

L LLnHHbIN 3aBOA, Ford

2. N3menure pazmep 00bEKTa, 4TOOBI OH PACHOarayics Mo IUIOMIAAN BCeil CTpaHHUIIbL.
3. CoxpaHuTe NOIy4YMBIIMICA JOKYMEHT B (aiine ¢ umenem 3ananue 1.31.

Ipumeuanue. UroObl yoaauTh JHUIIHIOW (UIYpPY, BBIICIUTE €€ LIETYKOM MBI U HA)KMUTE
kiaapumy [Delete]. Ecin HykHO 100aBUTH JONOJHHUTEIbHYIO (pnrﬁy, HA [aHeIn glggéj(aHHe
pHUCYHKa BKJIQ/IKH KonctpyxTop Ha)KMUTE KHOIIKY 00aBUTH burypy.

Ha »5r1oil xe naHenn HMMETCS KHOIKH, C IOMOIIBK) KOTOPBIX MOYKHO HM3MEHATH IOPSIOK
ciefoBaHus (pUryp Ha auarpamme.

1.6.2. BcraBka pucyHKa U3 KOJUIEKLIMH

[Tomumo cpencts o6padotku Tekcta Word 0671a1aeT MOIIHBIM BCTPOSHHBIM PEIAaKTOPOM PUCYHKOB
U TPEeAOCTABISET IIUPOKUE BO3MOXKHOCTH s O(QOPMIIEHUS JTOKYMEHTOB JIIOOBIMU TpapuuecKuMHU
oObekTamu. st 3TOoro HeoOXoAMMO BBIMOMHUTH KoMmanay BcraBka/WMmmoctpanun/Kaptunka (puc.
1.28).

g
i
i

Ellal F ) -
a o 2 M -
PucyHok KapTuHka Qurypel Smartart Juarpamma CHAMOK

= IKpaHa ™
WMnnwcrpauun
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Puc. 1.28. Ilanens Nnmtoctpanuu Bknagku BeraBka

B tekcroBom nosnie MckaTh Ha/10 BBECTH CJIOBO WU (pa3y, ONKUCHIBAIOIIYIO HY>KHYIQ KAPTUHKY, WIN
MOJIHOE WM 4acTU4YHoe uMs (aitna kaptunku. Jlamee cimemyer Haxkath KHONKy |[Hauate. UToOBI
BCTaBUTh KapTHUHKY, HEOOXOMMO LIEJIKHYTh UMS B IOJTYYEHHOM CITHCKE.

[Ipumeuanue. UToObl HM3MEHUTH YCJOBMSI IMOMCKA, BBINOJHAIOT OAHO WM 00a CIEAyIOLIUX

NEUCTBUL.

1. YToOBI pacmmpuTh MOUCK M BKIIIOYHATH B HETO KapTHHKH, IOCTYIHBIE B VHTEpHeTe, ciemyer
YCTaHOBUTH (h1axkoK B nosie Bxirounts koHTeHT caiita Office.com.

2. YToOBI OTpaHUYUTH MOUCK MYJIBTUMEIUIHBIM COACPKUMBIM KOHKPETHOTO THIIA, HEOOXOIMMO
HICJKHYTh CTpENKy B moJie MckaTh OOBEKTHI W yCTAaHOBUTH (IIAKOK PSAOM C THIIOM (HailioB
Wnmoctpauuu, @ororpaduu, Buneo nnm 3Byk.

3aganue 1.32

PHUCYHOK.

YBaxkaemblii UBan UBanoBHY!

Ilo3mpaBmsiem Bac ¢ aHeM pokaeHus, KelaeM BCEro

HawJIy4dmniero B JIMYHOU KHU3HU U TBOp‘IeCKOﬁ JCATCIBHOCTH.

Konnexmue omoena

1.6.3. Ob6pe3ka pucyHka

1. Coznaiite HOBBIN (ailn, B KOTOPBI BBEIUTE TEKCT MO3APABICHUS W BCTABbTE MOIXOSIINAN

2. CoxpaHHTe MOJyYUBIIUNCS JOKYMEHT Ha AMcKe «mservery (Z:)\ ¢ umenem 3ananue 1.32.

Ecau oGnacth pUCyHKa 6oane, YCeM HCIIOCPCACTBCHHO H306pa>1<eHHe, MOXXHO HCIIOJIb30BAaTb

CHeIHalbHOE CPEACTBO — OOPE3KY.

Jlist o0pe3ku pUCYHKaA
Ha manenu Pasmep Bkmaaku PabGota c
[Ipu ee HaxxaTMM Ha TpaHULAX PUCYHKA
MAapKepbl, U yKas3aTeslb IPU HAaBEICHUU

3ananue 1.33
1. Otkpoiite fokymeHT 1.32.

O6pe3ka.

4. B HOSIBUBIIIEMCS OKHE
¢urype.

1.6.4. Ilpunoxenune WordArt

bl i 5] 479 cu

OEpeska +:I:|+ 5.08 cm

Pasmep ] |

Puc. 1.29. [lanens Pazmep

2. [llenkHUTE MBIIIBIO IO PUCYHKY JUJISL €TI0 BBIACIICHHUS.
3. Bribepure Brianky Pabora ¢ pucynkamu/@opmar, Ha nmaHenn Pa3mep MIENKHUTE MO KHOIIKE

npegycMorpeHa kHomka OOpeska
pucynkamu/®opmar (puc. 1.29).
HOSBIISIOTCS crenuaibHble
Ha HUX TaKXKe MEHseTCs.

BbIOEpUTE KOMaHy O6pe3atb 1o

5. B BbInajaromeM MeHio Beibepute Gurfy  (O6mako).
6. CoxpaHuTe TOKyMEHT Ha aucke «mserver» (Z:)\ c umeHem 3ananue 1.33.

Ouenp yacTo npu 0GOPMIIEHUU MO3PABICHUM, 0OBABICHUN TpeOyeTcs BBIACIUThH 3ar0OJIOBOYHYIO
4acTh KPACHUBBIM U 3aMETHBIM HIPU(PTOM. DTOro MOKHO JOOUTHCS C OMOILbIO npuiioxeHuss WordArt.
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JlaHHOE NMpUIIOKEHUE UCIIONB3YeTCs AJis co3aaHus 00beMHOro tekcra. [IpenBapurenbHo HEOOX0AUMO

C TIOMOIIBIO MBIIIIN yKa3aTh BUJI OPUEHTAIIMH TEKCTA.
[4] Co3nath OOBEKT B JAHHOM TNPHIIOKEHUH MOXKHO, HCIIONB3Yys KHOIKY (AHMMaLUsl) MEHIO

Bcraska/Teker (puc. 1.30).
Jis  co3maHust JONOMHUTENBHBIX 3(dexToB o0bekTam WordArt MOXXHO BOCHOJIB30BaThCS

komaHnoi Annmanus Ha manenu Ctunu Brinaaku Cpeactsa pucoBanus/Dopmar (puc. 1.31).

Bes npecs Daso s e B

ool E=t ) I -"a:.‘.;:' i
o
S mbede
- A - |lft Hanpaoaerve Texera = E
AN |- @ - | [ BuipoBHATE TRk T a 1 TRaeHTORAR ABANCEH M
W =] z}hq & Cosamre cwazs 27 e == o ‘-;chw':__
It — i [ e S e
—— /Q,\ Teann . Foa ™ g om™ o
(RGN T 200 i et Wi
Lo (7 PEmpp——
F
AN
Ey Shmwaee - abcde abcde abcde =hcode
/-'\X Cheusmme *
o abode abede Sl Ts e TSs
J’\ Pensed L3
0 : -
= L E54 e,
P L b
W P e gpa w2t

”‘i\ MonopoT oBRemMaoi gurypsr

mncde  abea- abode abcode

dm MpeotSpasosars 3

P uc. 1.30. Komanna Anumauyus Puc. 1.31. Bapuantst
Ha nanenu Cmunu WordArt npeobpazoBanuii WordArt

Bamanue 1.34
1. B tekcroBom (paiine 3amanme 1.33 caenaiite HEOOXOIMMBIE M3MEHEHHS, YTOOBI JOKYMEHT
MIPUHST CIIETYOIINI BU/L.

yeaxaeMuifl UsaH UsaHosyy ,

ITo3npasnsiem Bac ¢ aHem poxaeHus, jkenaeM BCEro HamIyuIiero
B JIMYHOM JKU3HU U TBOPUYECKOH JEATEIILHOCTH.

Konnexmue omoena

2. Haanuch B 3aroJ0BOYHON YACTH BBIIIOJIHUTE CUHUM LIBETOM.
3. CoxpanuTte JOKYMEHT Ha CETEBOM JTUCKe «mserver» (Z:)\ B daiine ¢ umenem 3ananue 1.34.

1.6.5. Co3nanue Qopmyn

[Ipu odopmnenun Hayunsix pad6or B Word mpuberaroT K CpeAcTBaM CO3JaHUS MaTeMaTHYECKUX
¢dopmyn. Takoe cpeactBo B Word Ha3bIBaeTcsi KOHCTPYKTOPOM (OPMYJ M BBI3BIBAETCS KOMAaHJOM
®opmyna Ha manenu CuMBOJIBI BKIa Ik BeTaBka.

Ecin 1menkHyTh MO CTPENIOYKE CIpaBa OT KHOIKU , OTKpPOETCSI BBINAJAIOIIEE OKHO C
HabOpOM CTaHAAPTHBIX MaTeMaTu4yeckux (popmMys, KOTOpble MOYKHO BCTaBUTh B JOKYMEHT IIETYKOM
MBIIIIH.

YroObl BBECTH HEOOXOIUMYIO (OpMyiTy BpYUHYIO, HY)KHO ILICJIKHYTH I10 KHOIIKE —
MOSBUTCSL OOJIACTh MAaTEeMaTHMYECKOro BBOJA. DTOT OOBEKT MOXKHO HEPEMECTHTh B JIHOOOE MECTO
TEKCTa, KaK M J1000# BbIZENEHHbIN (parMeHT. B pexxume BBoja (GopMysbl Ha JIEHTE aKTUBHPYETCS
BKJasika KOHCTpyKTOp, Ha KOTOpoil mMerorcst ABe BakHble maHenn: CumBonbl U CTpykTypa (pucC.

1.32).
inet] - Mctosolt Wornd [CHOR ZKnamss 1) Ta; [E=REE] EI
e P E—Wrg <
EEEEHMERIEEECEEEER: 7 e* s L £ = g jm A [
] B I T S]] IR e e s it e e s s s

Cumeony CIppTipe

Puc. 1.32. Bknaaka Pa6ora ¢ popmynamu

3aganue 1.35
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1. CoznaiiTe HOBBIM JOKYMEHT.
2. Habepute B HEM CIIeTyIOLINM TEKCT.
BeposTHOCTB cityuaitHOM BEIMUMHBI ONpeaeseTcs: GopMyInoi

X)-a

1 s -2 - _
P(x1 SXSXZ):EXILe ZdtZCDExzcaE_q)EX1GaE’

(o)

1 o« .z

[e 2dt - Qynkuns Jlannaca.

\/23‘5 0

3. CoxpaHuTe TOKyMEHT Ha CETEBOM JIUCKe «mserver» (Z:)\ B ¢aiine ¢ umeHem 3ananue 1.35.

rJae ®(x) =

KOHTPOJIbHBIE BOITPOCHI

. Hazunauenne 00bexTOB nprioxenus MS SmartArt.

. CrigcoObI 100aBneHNs 00beKkTa SmartArt B ):LOIg/MeHT Word.

. JlerficTBus, BEITIOJIHIEMBIE ¢ 00beKTOM SmartArt.

. BcraBka pucyHKa U3 KOJUIEKIIMH PUCYHKOB.

. OOpe3ka pucyHka.

. Haznauenne 00nexToB WordArt.

. Hob6asnenue 00bekToB WordArt B tokymenT Word.

. @yHKImKn 00bekTa WordArt. .

. Ci1ocoQbI 100aByeHNs B JOKYMEHT MaTeMaTH4eCKoi (popMyIIbL.

. CriocoObl peaakTUPOBaHUS CYIIECTBYIOIICH MAaTeMaTHUYECKON (POPMYIIbI.

O\OCO~IN N WNO—

—_—

KOHTPOJIbHAS PABOTA

3amanne 1. Chemaiite OpUEHTALMIO CTPAHUIBI KHIDKHOW, YCTAHOBUB CIICIYIOIINE €€ IMapaMeTphl,
CM: BepXHee noJie — 1; HuxkHee noJie — 2; ieBoe noiie — 1,5; npasoe nose — 1,35.

3ananue 2. Beeaure u oropMaTUpyiTe NPUBEAEHHBIN HUXKE TEKCT CJIETYIOL] 4 oOpasomM:

1) ans mepBoro a03alia MCHONB3YITE BbIPABHUBAHUE MO LIMPUHE, YCTAaHOBUTe oM HipudTa Times
New Roman, pazmep mpudrta — 14, orctyn — 1,25 cm, HauepraHue — MOMYKUpHBIA. PaccraBbTe
[IEPEHOCHI;

2) nuia BTOpOro ab3alia UCIOJIb3yHTEe BhIpaBHUBAHHUE 10 MPAaBOMY Kparo, YCTAaHOBHUTE BHJ LIpUQTa
Arial Black, pazmep mpudra — 13, HauepraHue — Kypcus.

JlokanepHEIE cETH

[Tpocreiinrylo ceTh MOKHO IOJIyYWUTb, CBSI3aB T'PYIIYy KOMIIBIOTEPOB, Ha KaXXJIOM U3 KOTOPBIX
ycranoiaeHa OC Windows XP. B kakablii U3 3TUX KOMIBIOTEPOB HaJ0 BCTABUTH CETEBYIO KapTy
(nnaty) u cBs3aTh KabejaeM Hapy)KHbIE pa3beMbl CETEBBIX KapT. lakas CeTh Ha3bIBAETCS JIOKATBHOUN
ogHopaHropoid. OHa MoOKeT ObITh HMCIIOJIb30BaHA B MaclITade OTAenaa WU Majoro npeanpustus. B
KauecTBe Kalelsi MPUMEHSAETCS] BUTAas Napa, TOHKUN WM TOJCTHIM KOAKCHAJIBbHBIA MM BOJIOKOHHO-
ONTUYECKUIN Kabeb.

éIaHHHe o ceTu nmepepaloTcs 1o Outam co  ckopocteio 10 Mout/c  wumm
100 Mo6wurt/c. YcrpoiicTBa (B OCHOBHOM 3TO KOMIIBIOTEPHI), MOAKIIOYCHHBIE K TepeAaroliell cpeie
CETH, Ha3bIBAIOT y3JaMH, a YCPEIHEHHYIO T'€OMETPUYECKYIO CXEMY COEIMHEHMS Y3JIOB Ha3bIBAIOT
tonosiorueit JIBC. OcHoBHbie Tononoruu JIBC — konbiieBasi, MHAAS ¥ 3B€31000pa3Hasi.

3ananue 3. B TekcTe aBTOMaTHYECKH pPAacCTaBbTE MEPEHOCHI.

3aganue 4. U3smenute peructp 3aronobka — «BCE [TPOITMC-HBIE».

3aganue 5. Boigenure 3aroinoBok «JIoKaJbHBIE CETH» U YCTAHOBUTE CTUJIb «3arojioBOK 1».
3amanue 6. [lomeHsiiTe MecTaMu MepBBIN U BTOPOH ab3arpl TekcTa (mepecTaHoBKa (parMeHTOB).

3amanne 7. YcraHoBuTe Kypcop mocie cioBa «JIBCy», BcTaBbTe OOBIYHYIO CHOCKY C TEKCTOM
«JlokanpHas BEIUMCIUTEIBHAS CETHY.

3aganue 8. B ciioBocoueTaHne «IOKaIbHOM OJHOPAHTOBOM» BCTaBbTe 3akiaaky ¢ umenem JIBC. B
3aroiioBke «JIOKaJbHBIE CETH» BCTaBBTE THIIEPCCHUIKY, CBSI3BIBAIONIYIO €To ¢ 3akinaakoi JIBC.
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3ananue 9. YcraHoBUTE B KaueCTBE BEPXHErO KOJOHTUTYJIa HOMEP CTPAaHULbI U OThopMaTupynTe
€ro 1o LUEeHTpY, 3a/1aB pazmep mpudra 14. B HKHUI KOJIOHTUTYI ClIeBa yCTAHOBUTE TEKYLIYIO J1aTy, a
CIpaBa — TEKYyIIEE BpeMsl.

3amanue 10. BctaBpTe B TOKyMEHT TaOIHILY.

Komnerorepnas nuteparypa. [Ipaiic-nuct

Ne N3narens-
W HaumenoBanue| Llena CTBO ABTOp I'og | Crp.
1 2 3 4 5 6 7
Microsoft
1 Visual Basic 6. | 205,50 KoM XanpBOpCO 1999 | 720
[[Iar 3a marom | pyo. H M.
+ CD
Microsoft
) Windows 98. | 130,00 [Pycckas Moteios M. 12000 | 504
Criy THUK pyO. [pemakius
MOJIb30BATEIIS
Microsoft 38.00
3 |Windows 98: ,6 [Tutep Jlagmeii K. [1999 | 320
Kpatkuii Kypc Pyo-
Microsoft 3750
4 |Word 2000. ’6 [Turep PorukoB B. |1999 | 288
Kpatknii Kypc Pyo-
Microsoft
5 Word2000. | 2300 |rpep  [ROICCHHKO 1904 | 359
pyo. B A.
CripaBOYHHK

3ananue 11. BcraBpTe B JOKYMEHT CUMBOJIBIL:
&§PoVWe fEINIT.

3ananue 12. Habepure dpopmyiry 6e3 HCIOIb30BaHUs peaakTopa Gopmyi:
P = Ulcosp = Ul = [,’R,, + I,’R,..

3ananue 13. Habepure dpopmyiry ¢ moMouibio perakropa Gopmyi:

+00 K
HecoOGcTBenHnbiit HHTErpat: _ 1 .
Jrconds = Jim freonns

3ananue 14. BcraBbTe B JOKYyMEHT pUCYHOK, 00beKT WordArt u TeKCT — Kak B 331aHUH.
IIpenmerom U3y4YEHUs UH(POPMATHKHI

I/IH SABIIAIOTCS UH(OPMALIMOHHbIE TEXHOJIOTHU —
OpMaTI/IKa npoueccsl  coopa, nepeaadd U 00pabOTKH JaHHBIX C
LENBIO |_j| MPOU3BOJICTBA uH(pOpMaIKH,

MPUTOJTHOM U1l aHAJIU3a YEJIOBEKOM U IMPUHATHUS PELIEHHUIA.

3ananue 15. CoctaBbTe MapKUpPOBAHHBIE 1 HYMEPOBAHHBIE CIIMCKHU.

B kypce nHdopmaTHku B IOKYMEHT MOHO BCTABIIATh:
H3YYalTCS:
1) TekcTOBBIN peaaKTop °Ta0OnuIel;
Microsoft Word; ° PucyHnku;
2) DneKkTpoHHbIE TaOIUIIBI ° @opmybl;
Microsoft Excel,; ° CHMBOIJIBIL;
3) ba3wl nanHubIx Microsoft ¢ ImarpamMmbl
Access;
4) S3pIk TporpaMMHUpPOBAHUS
VBA.

3ananue 16. Co3gaiite cxemy.
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3amanue 17. Cozmaiite rpymnimy 00bekTOB. CrpynmupynTe Bce OOBEKTHI.

[ ]

3amanue 18. Coxpanute nokymeHT o umeHeM KontponpHas padoTa.

3amanue 19. Otkpoiite tokymeHT KoHTposibHas pabota. YCTaHOBUTE B HEM IAPOJIb HA OTKPHITHE.
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3. KOMIIBIOTEPHBIE IIPE3EHTAIIMN C NCITIOJIb3AOBAHUEM
MVJIbTUMEJINATEXHOJIOI' NN

JIABOPATOPHA I PABOTA Ne5

4.1. OBIIIME CBEJEHUA
O MYJIbTUMEJMMHBIX TEXHOJIOTUSIX

B mocneanee Bpems IIMPOKOE PACHPOCTPAHEHHUE MHONYYHI TEPMHUH «MYILTHMEINA», KOTOPBIN
JIOCJIOBHO O3HA4aeT «MHOTHE Cpeapl». MyIbTHMEINATEXHOJIOTHS TI03BOJISICT HCIIOIh30BaTh
pa3IMYHbIe CTIOCOOBI MPEACTaBICHUS WH(POPMAIMH: YWCIA, TEKCT, TpaduKy, aHUMAIUI0, BUIEO U
3BYK.

BaxHOI 0COOCHHOCTBIO MYJIbTHMEIUATEXHOJIOTUN SBISETCS €€ MHTEPAKTUBHOCTD, T. €. TO, YTO B
IUAJIOTE ¢ KOMIIBIOTEPOM II0JIB30BATENI0 OTBOJIUATCS AaKTHUBHASA poyib. [ paduueckuii mHTEpdEIiC
MYJBTUMEIUUHBIX TPOEKTOB OOBIYHO COJNEPKHUT PA3IMYHBIC YIPABISIONINE SJIEMEHTHI (KHOIIKH,
TEKCTOBBIC IIOJISI, CIIUCKU U T. 11.).

OaHUM U3 TUIIOB MYJITUMEIUMHBIX IMPOEKTOB BHICTYIIAIOT KOMIBLIOTEPHBIE MMPE3CHTAIINH.

[Ipe3enTanus (OT aHIII. presentation — IpeacTaBlIeHUE) — HAOOP CIIANI0B IO ONpEAeIICHHON TeMe,
coAepKalluX MYJIbTUMEIUHHbIE OOBEKTHL. B HacTosiee BpeMs KOMIIBIOTEPHBIC NPE3CHTALIMU
MOJYYHIN IIHPOKOE PACIPOCTPAHCHHME, HAIPUMEp IMIPE3CHTAIUs OpraHu3alu¥ WIH (HPMBL,
IOCJICAOBATCALHOCT CIANJIOB KaK MILIIOCTPAlMsA K JICKIMM, IPE3CHTAIlMs HOBOrO TOBapa W T. .
HNHorma BMeCTO coBa «Ipe3eHTaIus» UCIOJIb3YIOT TePMHUH «chana-duibmy. [locnenoBaTenbHOCTD
CIIaliloB MpH IIOKase claig-(puiibMa MOXKET MEHITHCS OpraHU3aToOpoM Mokasza. Yacro ciaiia-
(bUIbMBI TTOKA3BIBAIOTCSI aBTOHOMHO, HO BO3MOXEH TaKXE MEPEX0J]l MEXIY ClIaigaMu C MOMOIIBIO
YOPaBISIEMbIX OOBEKTOB (KHOIOK) UM THIIEPCCHUIOK.

[Ipu co3nanuu mpe3eHTaIuy HyKHO BOCIIOJIb30BATHCS CIEAY-IOIIUM aJIrOPUTMOM:

1) mocranoBka 3a7aud. Be1OOp TEMBI U onpeesieHne 1eIN CO3aHus MPE3EHTAINH;

2) cOop MaTepHalIoB AJIs CIala-(PUIbMA;

3) co3nanue npe3eHTauu. Beioop au3aiina;

4) BBOJI JIEMEHTOB (TEKCTa, pUCYHKOB, TAOJHII, TUAarpaMM | T. 1I.) Ha CIAn/;

5) HacTpoiika aHMMaNuKu OOBbEKTOB Ha Claiiiax;

6) 3ByKOoBO€ O(hOpMIICHUE TTPE3CHTAIINH;

7) nepexoab! Mexay ciaiinamu. I'unepccpuiku. KHonky ynpasieHus;

8) HacTpoiika npe3eHTalNH;

9) nokas cnaiia-guibma.

[lynkThl 4 11 5 cegyeT MOBTOPUTH AJI KaKOTO ClIaija.

KOHTPOJIBHBIE BOITPOCHI

1. [loHsiTHE MYJIBTUMEIUATEXHOJIOTUH.
2. [lonsiTue nmpe3eHTauu.
3. AITOpUTM CO3/IaHUUSI IPE3EHTAIUU.

4.2. PABOYEE [NTPOCTPAHCTBO POWERPOINT

3amyck mporpaMmbl [Ipe3eHTalMoHHOM rTpaduku Microsoft PowerPoint mpousBogutcs ¢
UCHoJb30BaHueM KHOMKH |[Iyck. [l 3Toro B MosiBUBILIEMCS MEHIO HEOOXOIUMO BBIOpATh KOMaHIY
IIporpammbl/ Microsoft Office/Microsoft PowerPoint. [locrme 3amycka mnporpamMmbl Ha 3KpaHe
MOSABIISIETCS. 3arOTOBKA JUIl TUTYJIBHOTO Cllaiila Tpe3eHTaluu, a B JICBOM YaCTH OKHAa — 3CKH3
CO3JAHHOIO ClIanza.

B Bepxneit wactu okHa PowerPoint (puc. 4.1) umeercs JeHTa, cojaep)kamias BKJIAIKA C
WHCTPYMEHTAMH, HCIIONB3YIOIUMHUCS TPH CO3JAaHUM TpEe3eHTAUMU. MHOTHE BKIAJKU HICHTHYHBI
0ONBIIMHCTBY _IIporpamm, Bxonsamux B coctaB Office, Hanmpumep: [maBHasi, BeraBka, Penenszuposanue,
Bux. Kuorka ((aiin] OTKpEIBAET MEHIO, B KOTOPOM COOPaHbI KOMAHIBI JUIs paGoThl ¢ (aitmamu. [pu
3amycke nporpamma PowerPoint oTkppiBaeTcst B pexkuMe, HazbiBaeMOM OOBIYHBIM. OH TO3BOJISIET
CO3/1aBaTh CIAiAbI U paboTaTh C HUMHU.
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B uenTtpe skpana HaxomuTcs 007acTh Cialga, B KOTOPOM MOXHO pabOTaTh HEMOCPEIACTBEHHO C
KaXXIbIM OTACJIbHBIM CJ'IafII[OM. HYHKTI/Iprle JIMHAMW T1I0Ka3bIBAIOT MECTO3AIIOJIHUTEIIM, B KOTOPLIC
MOKHO BBECTHU TEKCT HUJIKM BCTABUTH I/I306pa)KCHI/I$I, AvarpaMmbl U Jpyrue OOBEKTEI.

[Manens GvicTporo noctynma  Bximagkn [Tanens UHCTPYMEHTOB JlenTa

o« ~ = L, \
Cnaiioot 2 N
—] =5 oy

Bxnanka '

Cmpyk- < O6macTb
mypa —21— . clansia
DCKu3 / 3aronosoK cnanpa :<_
claina o NTTT——IMecro3a

Mogzaranaso cnafaa L [ITOJTHUTE
< i
Oo6nactb
HaBHTanu
n—4—>
. 3“"‘”‘Nﬁlr .
N | N 7N

Crpoka cocTosHMs 3aMeTku K ciaiiny Kronku pexuMoB mpocMoTpa
IMom3ynok maciTada

Puc. 4.1. Oxno nporpammsl PowerPoint

CneBa HaxomuTcst oOnacTh HaBUTAllMM, HAa KOTOPOM pacrojaraiorcsi aBe Bkiuaaku: Crnaiinel u
Crpykrypa. Brmagka Cralabl coOepKUT 3CKH3bl BCEX MOJIHOPA3MEPHBIX CIAalOB, 0TOOpakaeMbIX B
obnactu cnaina. [locne no6GaBneHUst Qpyrux CIaioB MX 3CKU3bI OTOOPaXarOTCsl HAa BKIIAAKE 00JacTH
Hapuraupu Craiinel. 1 mosBieHHs (OTKPBHITHSI) HYXXHOTO cliaiiia HeoOXOIUMO ILENIKHYTh
COOTBETCTBYIOIINI 3CKU3 HA JAaHHOM BKJIaKe. MOXKHO TaKkKe MepeTacKuBaTh ICKHU3bI, YTOOBI M3MEHUTh
NOpsIOK (Hymepauuio) ciaiiioB B npeseHranuu. Kpome toro, Bkiagka Ciaiabl mo3BosiseT 100aBIATh
(muktorpamma Co3znaTe cnaig auM00 Ha MaHeNId MHCTPYMEHTOB, JHOO MpH IIETYKE MPaBOW KHOIKOM
MBILIN [0 ICKHU3Y Claia) U yraiusaTh ciaifapl. O61acTh 3aMETKH MO3BOJISICT BBECTH 3aMETKH O TEKYILEM
craiie. MoXHO pa3aaTh 3aMETKH ayUTOPUH WM 00paIlaTbCsi K HUIM BO BpeMs OKa3a MPEe3eHTAlUU B
PEKUME JOKIIAAUUKA.

Ha Bxmagke Crpykrypa oTOOpakaeTcsi IOCJIEIOBAaTEIbHOCTh CHAMIOB. 31ech  Claiibl
n300paXkaroTcs B BUJE HEOOIBUINX MPAMOYTOJIBHUKOB ¢ M(pamMu, 0003HAYAIOLIMMU HOMEDP ClIaiija.

KOHTPOJIBHBIE BOITPOCHI

1. 3amyck mporpaMMsl pe3eHTauoHHoi rpaguku Microsoft PowerPoint.
2. OcHoBHBIE BKIaJKH J¢HTH PowerPoint.

3. Pabouee mpoctpancTBo PowerPoint.

4. @yHKUNUN MECTO3aIQIHUTENEH.

5. OYyHKIMY Bk Craiabl.

6. Oyukiuu BkIaaku CTpyKTypa. .

7. HazHadeHune cTpoku 3aMETKU K ClIaify.

4.3. PEXXUMbBI ITPOCMOTPA

B nporpaMMe POWCI‘POil’lt MO>XHO CO31aBaThb Hpe3eHTaI_II/II/I, BKJIFOUAKOIIIKME OT pOMHOe KOJIMYCCTBO
CJ'IB.fI,I(OB, HOBTOMy JJIA O6J'ICF‘ICHI/I$I HaBUTI'allUn HpeI[YCMOTpeHO HCCKOJIBKO pe)KI/IMOB HpOCMOTpa (pI/IC.
4.2).

Biragxs  Jwsalid  Mepeaoael  Adiwagkn Modas ciafigos  Peugravposadig ! Eug

= = = T (5 g | et oy [l
= = 1 numgiiez € < _[L':]_. Wiiser = | r 5]
s =) J i | oy m
. . O cema —— | Orrenme ceporn I 5
OF b | CopTHponumk CTpanuun Pewsam | OEpasey, DEposey, Ofpasey Ramumad Bouvcomh P Honoe Nepermun
comfaos sawerok wresus | cadgos megms sawerox | || HANPAENARWGE | soenn |l YepHo-Eeasi oran B gpproe oeo -]
L i Bk B L L Lacuar Llaar o Fanm

Puc. 4.2. I'pynna komana PexxuMel IpocMOTpa IIpe3eHTaluu

1. OOBIYHBIN — 3TO PEKUM CO3/IaHUS U PEAAKTUPOBAHUS CIIAi10B; BKIIFOYEH 110 YMOIYAHHUIO.
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2. COpTUPOBIIHUK CIANWOB — PEKUM, OTOOpAKAIOIIUN ICKU3BI CIIANI0OB, MACcIITa0 KOTOPHIX MOKHO
HacTpauBarb. B TaHHOM peXnMe OonpenersieTcs MOPSAOK CIECNOBaHMs CIAailoB B npe3eHTauuu. [Ipu
MTOMOIIH MBIIIA MOKHO NE€pEMEIaTh 3CKU3bl, MEHSSI TEM CAMbIM MX B3aMMHOE PACIIOJIOKEHHE.

3. Pexxum uTeHHs yao0€eH Mpu NpocMoTpe ciaiiioB. Bee nuinue snemenTs! unTepdeiica, BKItoyast
JICHTY, CKPBIBAIOTCS, @ B OKHE IPOrPaMMbl OCTAIOTCS TOJBKO KHONKHM HABUTallMU 1O ClaiijaM U
KHOIIKY MEPEKIIIOUEHHsI peXXKUMOB paboueii 001acTi OKHA IPOrpaMMBbl.

Kpome Toro, mpocMoTp CiaiioB MOKHO 3aIlyCTUTh ¢ TOMOIIBIO BKIaaku [okas ciaiios.

4. Iloka3s cnaiiioB mpeaHa3HavYeH Ui IEMOHCTpaly npe3eHTtaunn. CMeHa ciai1oB IpOu3BOANUTCS
C TIOMOIIBIK KOJIECMKA MBIIIK, IIEJTYKa JIEBOM KHOIKOM MBIIIM WIM 4Yepe3 3aJaHHbId HWHTEpBal
BpeMeHU. B 3TOM pexxume Ha sKkpaHe HEe 0TOOpakaeTcss HUYETo, KpOMe COJIEP>KUMOTO craiia.

B ctpoke cocTostHHs (ClieBa OT TMOJ3YHKOBOTO PETYISITOpPa, M3MEHSIOIMIETO MAciiTald) HaXOMATCS

KHOIIKH BBIOOpA peKrUMa pabovyero mpoCcTpaHCTBa
h:"tg" BRI

4.4, CO3[JAHME TIPE3EHTALIUU

Kak yxe ormedanoch, HOBasi Ipe3eHTAlMs, CoJlepKalliasi eAMHCTBEHHbIM MyCTON cinaiif, co3aaercs
aBTOMaTUYECKU Ipu 3amycke nporpammbsl PowerPoint. CHauana Heo0XoaumMo 0OpMHUTH TUTYJIbHBIN
(OTKpbIBaroOIIMiics) ciaaiif], 3aTeM co3/1aTh U OPOPMUTH CIEAYIONUIMN U TaK Jajiee, IOKa BCe Caiibl He
OyayT 0(pOpMIICHBI.

[Ipe3eHTanuio MOXHO cienaTh, UCMOJb3Ysl TOTOBBIM IAOIOH. DTO M30aBUT OT HEOOXOIUMOCTH
BBINOJIHATh MHOXKECTBO PpYTUHHBIX omnepauuil. [llabnoHsl mnpe3eHTanuii comep:kar Cianfbl,
BBIJICpXKAHHbIE B OJHOM CTWJIE M COJEp Kalllie MOoJis Ui pa3MEIleHUs] TeKCTa, KapTUHOK U BHUJIEO.
[ITa610HBI MOXHO OTKPBITh HEMOCPEICTBEHHO uepe3 Bkiaaky Paiin, mento Coznats (puc. 4.3). Cpenu
MIPOYMX 3/7IECh UMEIOTCS CIEAYIOLIME Ia0JIOHbI U TEMBbI:

1) HoBast npe3enTanus;

2) [Mocneauue mabdIoHBI,

3) O6pa3iibl mabIOHOB;

4) Tembr;

5) Mowu 1ma6oHsl;

6) 13 cymiecTByrOLIEro 10KyMEHTA.

[Tocne Toro kak BeIOpaH TpeOyeMblii 111a0JI0OH, HEOOXOIUMO ILENKHYTh 110 KHOIIKE .

wl Cospannre
foctyntiee LBBROHAL W TEMLI Homan npesewtauan

L cospamvme ko

3} panci

iF Ompens
o Sapets

CBeaerNA

MacneHue

Meyats

COEPEHITE W OTIPAENTS

Cnpaeka

[} Napamerps

A Ay

i, =

Kanenaapn Mpesermagm

cepTMuKaTEl cnangs

Puc. 4.3. OxkHo nuanora PowerPoint

arercamn

Samanue 4.1

1. Beibepute B Mento Ilyck xomanny Bcee mnporpammbr/Microsoft Office/Microsoft Office
PowerPoint 2010.

2. Co3naiiTe mpe3eHTalu0, UCIONb3ysl 00pasiel 1mabnoHoB (komanga Paiin/Cosnats/O0pasiisl
111a06JI0HOB) U BeIOpaB 11abnonsl ['opoackoit poroansOom u 3nakomcTBo ¢ PowerPoint 2010.

3. Co3pnaiite HOBYIO mpe3eHTanuto. llenkuurte aBaxapl no kHonke HoBast mpe3eHTanus| (BKIaaKa
®aiin/Coznars/HoBast mpe3eHTanus).
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4. ]lns mpocMOTpa AaHHBIX TMpe3eHTalui mnepeinure Ha Briaaky [lokas cmaiimos/C Hauvama
(KHOTIKa pacHojiokKeHa Ha BKJIajgke cieBa). s mpocMoTpa MOCIEAYIOLUX CIAiI0B LICIKHUTE
MBIIIIBIO.

4.5. IPUCBOEHUE MMEHU
N COXPAHEHUE IIPE3EHTALIMA

Kak u npu pabore c mo0oi apyrodl mporpaMMoi, peKOMEHIyeTcs cpa3y K€ IPUCBOUTh MM
MIpe3eHTAallH, a BO BpeMsl pabOThl 4aCTO BBIIOJIHATH €€ COXPAHEHUE.
1. Otkpoiite Briaaky dDailn Uiy HAXKMUTE KHOIIK , YKQKUTE KOMaHIy , 4 3aTeM
BBIIOJHU| Coxpanyme] CIIEAYIOIIMX NEHCTBHUIA: ﬁ
a) JUIsl MPEe3EHTalluu, KOTOpasi MOXeT ObITh OTKpbiTa ToJdbKO B PowerPoint 2010, BbiOepute
komanny [IpesenTanus PowerPoint;
0) u1d mpe3eHTaluM, KoTopasi MOXeT ObITh OTKpbITa 6o B PowerPoint 2010, mubGo B Gonee
panHux Bepcusix PowerPoint, Boi6epute 3nauenue [Ipezentanus PowerPoint 97-2003.
Ecnu BbiOpaH BTopoiil BapuaHT, HOBble pyHKIIMU PowerPoint 2010 craHOBSTCS HEOCTYITHBIMU.
2. B cnucke Ilanka guamoroBoro okHa CoxpaHeHHE TOKYMEHTAa BBIOCPUTE MANKy WIW APYroe
MECTO, B KOTOPOM HY>KHO COXPaHHUTbh IPE3EHTALHUIO.
3. B mone Nms ¢aiina: BBeauTe MMS MpE3EHTAIMK WIM NMPUMUTE UMs ¢aiiia, mpeajaracMoe Imo
VMOTYaHUIO, u Ha)XMHTE KHOIIKY
Cosparnn]
C »TOro MomMeHTa MOXXHO Haxumarb coderanue kiaBum [CTRL + S| wnam menkate KHOMKY
(Coxpannts) B Bepx| i 4actu 9Kpana, 4To0bl B K000 MOMEHT OBICTPO COXPAHHUTH MPE3ECHTALHMIO.

Samanue 4.2

1. Coxpanute npe3eHTAallMM, CO3[aHHBIE C IOMOILIbI0 IIA0JIOHOB, B CBOEH Mamke IOA
aHaJIOTMYHBIMU Ha3BaHUsAMU [ opojckoii poroans6om u 3nakomcTBo ¢ PowerPoint 2010.

2. CoxpaHuTe HOBYIO YHCTYIO IPE3EHTALHMIO I0J UMEHEeM YueOHas Mpe3eHTaluss B CBOEH
paboueii marnke.

4.6. CO3JAHME (JOBABJIEHUE)
HOBBIX CJIAIOB

[Iponecc cozpanus cnaiina nmoapasymeBaeT A00aBICHUE JTUYHBIX OOBEKTOB: TEKCTa, H300pakeHUI,
Buzneo. Iloxke Ko BceM (MJIM HEKOTOPBIM) OOBEKTaM J00aBISIOTCA NapaMeTpbl aHUMALUU U
OIIPENEIAETCS. OYEPENHOCTh UX MOsABICHMS Ha ciaife. Co3laHue claiiioB — TBOPUYECKHU mpouece, U
JlaBaTh 3[€Chb KaKHe-JINOO PEKOMEHJAlMU OYeHb TPYJHO: BCE 3aBUCHUT OT 3a7ad M HPEANOYTeHUN
coznarens. OHAKO CyIIECTBYIOT Pa3IMuHbIe CIIOCOOBI, C IIOMOIIIBIO KOTOPBIX 3TO MOXKHO C/IEaTh.

IlepBelii cnaiif, KOTOpBIM AaBTOMATUYECKU IMOSBIIETCS B HOBOW IPE3CHTALIMM, HA3bIBACTCS
TutyneHblil cnaiil. OH COOEPKUT JIBa MECTO3AMOIHUTEINS, OAUH U3 KOTOPHIX OT(GOPMATHUPOBAH JUIs
3aroj0BKa, BTOPOM — JUIs noj3aronoBka. llopsaok npoTOTHIOB Ha ciaiijie Ha3blBaeTcs MakeToMm. B
PowerPoint 2010 Taxke NpeayCMOTpeHbl JApPYTME€ THUIBI MECTO3AIONHMUTENEH, HampuMep
MECTO3aIOJIHUTENN JJIs1 U300pakeHUi U pUCYHKOB SmartArt.

YroObl OJJHOBPEMEHHO C J00aBJIEHHEM Cllaiila B MPE3EHTAIMI0 BHIOpaTh MaKeT HOBOTO Cliaiija,
MOJKHO BBIIIOJIHUTH CJIEAYIOLIUE NEHCTBUA:

l)na Brnaake Crnaiabsl  IIEIKHYTh = HEIIOCPEICTBEHHO ox
€MHCTBEHHBIM COZACPKALIUMCSA Ha 3TOU B Mesxky - BKJIAJKe ClIaiiioM;

2) B rpynne Cnainel Braagku ImaBHas | Sjgecmhezite | qeKHYTh  CTPENKY —DSJOM  C
KHOIIKOM -:1&3.1—'[;_n] AnAMTE
Co3znats cnaiiy (puc. 4.4). dasiisy

[Tocie BBITIOJIHEHHBIX orepanui Pgo‘;'oi;‘,':i?lﬁ}sﬂa MOSIBUTCS KOJUIEKIHMSA, B KOTOPOW
oToOpaxaroTcs MaKeTBI pa3IMuYHBIX JOCTYIIHBIX ~ MAKE€TOB  CJIaliJIOB
(puc. 4.5).
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Puc. 4.5. MakeTs! cialiios

B Makerax cmaiiioB uMs OMpENENsieT COAEPKUMOE, ISl KOTOPOTO CIPOCKTHPOBAH KAXKIBIA W3
MakeToB. MeCcTO3aIoIHUTEHU C IBETHBIMU 3HAYKAMU MOTYT COACPKATh TEKCT, HO B HUX TaKKE€ MOKHO
HIEKHYTh 3TH 3HAYKH, YTOOBI aBTOMAaTHYECKU BCTABUTHh OOBEKTHI, BKIIOYAs PUCYHKH SmartArt u
. Kimum — 3T0 roToBOE H300pakeHHWe, MpeACTaBIsIoNIee COOOM TOYEUHBI PHUCYHOK WU
KOMOUMHAIHIO QUryp.

BriOpaB HY>KHBII MakeT HOBOTO Claifjia, HEOOXOIMMO IIETKHYTh 10 HEMY MBbIIIb0. HOBBIN craiin
MOSIBUTCA U Ha BKiaake Craiapl, TJe OH BBIJACIUTCS Kak TeKylui, 1 B oonactu Craii.

3aganue 4.3

1. HlenkHuTe J5€BOW KHOMKOM MBIIIM 1O TEKCTOBOMY OJOKY 3arojoBok ciaiiia. BuyTpu
TEKCTOBOTO OJI0Ka MOSBUTCA TEKCTOBBIN Kypcop. BBeaure Tekcr 3aronoska: MHpopmaruka.

2. lllenKkHUTE MBIIIBIO 32 IpeAeTIaMU TEKCTOBOTO OJI0Ka, YTOOBI 3aKOHYUTH BBOJI TEKCTA.

3. B nopnzaronoBok ciaiiga BBenute: Co3laHUE NPE3EHTALUMU C MOMOIIbIO
PowerPoint 2010, kak moka3aHO Ha PUCYHKE.
Hupopwarais 4. B oGnactb 3ametku BBeaute: IlepBbiii craii.

COmEE NIEIENTIEN C NOMOULEG
PowerPaint 2018

KOHTPOJIbHBIE BOIIPOCHI

1. Pexxumpl ipocmoTpa npe3eHTanuu. CrnocoObl CMEHBI PeKUMOB.
2. CriocoObl co31aHusl HOBOM MpEe3eHTaLuY,

3. ll1aGnonsl npe3eHTanui B nporpamme. Mx ncnonb3oBaHue.

4. [IpucBOoCHHE IMEHHU M COXpAHEHHE TPE3CHTAIIHH.

5. Coznanue (190aBieHre) HOBOTO Claiia.

6. Makers! ciaiiioB B nporpamme. Ux gpyHkuu.

4.7. TIAPAMETPbBI CJIAMIA

Cnaiin uMmeeT psJ MapamMeTpoB, KOTOpBIE CIIEAYeT YYWUTHIBaTh NpPU CO3JaHUU MPE3EHTALUU.
Onpenendiorcs OHM  TeM, Kak B  JajbpHeidmieM OyJeT  HUCHOJIb30BAaThCsAd  MPE3EHTAIlUs:
JIEMOHCTPHPOBATHCSI HA dKpaHE WM I1e4aTaThCcsl Ha Oymare. B CBs3M ¢ 3TUM mpexje BCEro cienyeT
HaCTPOUTH IapaMeTPhI ClIaia.

[lag 5T0oro HEoOXOAMMO MEepedTH Ha BKIAAKY Jlu3alH JeHThl U HaxkaTb KHOIKY [[lapamerpsl
_

panuiibl. Ha sxkpane mosiButcst auanoroBoe okHO [lapameTpsl ctpanuist (puc. 4.6).

r dpareTPbl CTPaHHLD! m m

Pazmep cnakaos: CpHEHTALMA
| Cnafiael
DIepy: O EHH¥HEA
& (*) anebomHan
BricoTa:
- 3amMETHH, BEIAAYM M CTRYIETYRE
20 = om @
L2 (%) KHMHAER
HyMepoBaTE CNaiakl c:
— ) anb6otHan
1 B

Puc. 4.6. [luanorosoe okHo [lapameTpsl cTpaHUIIbI
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B packpeiBatomiemcst cnucke Pasmep ciaiijoB Hy>KHO BbIOpaTh pa3Mep CO3JaBaeMblX CIIAaiJI0B.
Pa3mep cnaiifioB, mpenHa3HAYeHHBIX JJI1 JEMOHCTPALMU HA JKpaHEe, ONpeAessieTcs] COOTHOIICHUEM
CTOpOH KaapoB. Eciu e npe3eHTanuo miaHupyeTcs BbIBOAUTH Ha IeUaThb, CIEAyeT BbIOpaTh OJUH U3
MpeI0KEeHHBIX (hopMaTOB Oymaru.

B npaBoii wacTu 3amaroTcs mapameTpbl OpPUEHTAIMHM CJaiJI0B, 3aMETOK, BBIAAYM U CTPYKTYpHI.
3aMeTKH, BbIJJaya U CTPYKTypa — 3TO OJIOK MarepuasioB, KOTOPBIA MOMUMO CIIalJIOB COIEPKHUT
pa3IuuHyo Ciiyke0Hy0 nHpopmanuo. OTMETUM, YTO OPUEHTALMIO CIAIOB CclielyeT 3aaBaTh TOJIbKO
B ClIy4ae, eCJIM IUIaHUPYeTCs IeyaTh Npe3eHTali Ha IPUHTEpE.

Kpome storo na Bkianke /luzaiiH MOXHO 3aj1aTh TeMy claiiia, T. €. ero odopmieHue. B teme
3aJ1al0TCSl LBETOBAs CXEMa, a TaKKe MHCIOJIb3yeMble Ha ciaiae mpu@tsl. BeiOpath ee MOXHO B
rajepee Tembl
(puc. 4.7).
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“Puc. 4.7. [Tpumep HpPIM@HCHH?IH TEMBI K CIaiLy

3aganue 4.4

1. IlepeiiguTe Ha BKIAAKY JEHTHI JIM3aiiH.

2. Haxxmure xHonky [Iapamerps! ctpanuusl. Ha sxpane nossutcs auanorosoe okHo IlapameTpsr
CTpaHHIIBI (CM. puC. 4.6).

3. BeiGepure pasmep cnaiina [Ipon3BoNbHBIN, BEICOTY W MIMPUHY OCTaBbTE 0€3 M3MEHEHUU WIIH
IIPUMEHUTE CBOU pa3Mepbl, OpHeHTalus — ATbOOMHAs!, 3aMETKH, BbIJIauu U CTPYKTypa — KHukHas.

4. [Ipumenure K ciaiiny oaHy u3 Tem, Hanpumep BoiHa.

4.8. JOBABJIEHUE KAPTMHKU
N3 BUBJIMOTEKHU KJIMIIOB

bubnmoreka kmumoB — 310 00mUK pecypc st Bcex nporpamm makera Office. OHa comepkut
pa3zHooOpa3Hble KIMIMbI: KapTUHKHU, QoTrorpaduu, Buaeodaiiasl u 3Byku. Bee daiinel B Oubnmoreke
yHopsiioueHsl o kareropusiM. Kpome toro, 0a3a JaHHBIX KJIMIIOB CHa0)KE€HA KIIIOUEBBIMU CIIOBaMH,
YTO TIO3BOJIIET OBICTPO HAWTH HYKHBIM Kiaun. Ha mro0oi cmaiiin MOXKHO TOMECTUTH OJIHY WU
HECKOJIbKO KapTUHOK. PaccMOTpuM, Kak 3TO JienaeTcs, Ha KOHKPETHOM IpUMeEpeE.

3ananue 4.5

1. Hy’xHO TOMECTUTH Ha ClIaii]] KapTUHKY ¢ n300pakeHneM kommblotepa. Co3naiite BTOpoil ciaiif
Komrbrorep.

2. IlepeiinuTe Ha BKJIAZIKY JeHTHI BeTaBka.

3. Haxxmure KHONKY . B nipaBoii yactu okHa nosBUTCs naHenb KapTuHka.

4. B packpsiBatomemcsi criucke Mckath oObekThl: maHenu KapTuHka cHumHTE (DIaKKH CO BCEX
IyHKTOB KpoMe ITyHKTa Muroctpanumu.

5. B none Uckares BBeAUTE KitOUeBOE ¢10BO KoMrbrorep.

6. Haoxmure kHomky |[Hawate Ha mamenu Kaprtunaka o0TOOpassiTcss 3CKHM3bI BCEX KapTHHOK,
CBSI3aHHBIX C YKa3aHHBIM KJIFOYEBBIM CIIOBOM.

7. YcraHOBUTE yKa3aTelb MBIIIU HA MOAXOIALIEM ICKU3E.

8. HaxxmuTe J1€By10 KHOIIKY MBIIIN M, YAEP)KUBas €€, EPEMECTUTE KapTUHKY B HYXXHOE MECTO
claiijia, mocJe 4ero OTIyCTUTe KHOMKY MbIu. KapTunka Oyner no0aBieHa Ha ciaiia (PUCYHOK).

- S s =
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AHaJOrMYHO MOXHO J00aBUTh U Jpyrue KapTuHku. Kpome TOro, MOXHO HM3MEHUThH pa3Mephl U
CBOMCTBAa KapTUHKU Ha cjaiie, a Takke NPUMEHUTh K HeW pasnuuHble 3dexTsl. [Ipu BbIAENeHUN
KapTUHKM Ha JIeHTe mnosBiseTcss Bkiagka dopmar, conepxaiias HMHCTPYMEHTHI At pabOThl C
HM300paKEHUSIMHU.

Uto0b! yAaauTh KapTUHKY CO cllaiiia, JOCTaTOYHO IIEIKHYTh 110 HeH U Haxkath kiaBuuly [Delete].

4.9. TOBABJIEHVE M30bPAKEHVA
N3 BHEIIHEI'O ®AMNJIA

Ha cnaitn MOXXHO TIOMECTHTh H300paXEHHE HE TOJBKO W3 OMOIMOTEKH KIHWIOB, HO M U3
rpaduyeckoro ¢aiina.

Jlis 3TOro HeoOXO0AMMO BBIIOJHUTH KoMaHAy BcraBka/PucyHok. Ha skpane mosiBUTCS JuaioroBoe
okHO BcraBka pucynka (puc. 4.8).

B nmnosBuBHIEMCS UAJIOrOBOM OKHE CJIEAyeT NEPEUTH B NANKy, COACPKALIYIO HYKHBII
rpadgudeckuid ¢aiii, 3aTeM ABAXKIBI IIEIKHYTh MBIIIBIO HA 3HaYKe (paiisia, KOTOPBIA HAal0 JOOABUTH Ha

p—— Eaea [Lanee ||

Puc. 4.8. [luanorooe okHo BcraBka pucyHka

3amanue 4.6

1. CoznaiiTe BTopo# ciiaiif, HanpuMep 3uma.
2. BcraBpre B HEro pucyHok M3 rpaduyeckoro (aiina, kak mnokasaHo Ha puc. 4.8. Eciau takoro
pPHCYHKa HET, co3/iaiiTe COOCTBEHHBIH Ciiaii1 1 BbIOepuTe 110001 rpa@uuecKuii pUCyHOK.

4.10. AOBABJIEHME CHMMKA 5KPAHA

YacTo mpe3eHTalMM CO3Jar0TCs JUIsl OMUCAHUs pabOThl KaKUX-IMOO Mporpamm, a 3HA4YMT, €CTh
HEOOXOMMOCTh 100aBUTh Ha ciai] M300pakeHHe OKHA WM JIMAJOrOBOr0 OKHA 3TOM MPOrpamMMbl.
s sToro Ha BKJIajake BcraBka ciemyer Haxkarh KHONKY |(CHUMOK. OTKpOETCS MEHIO, COZepiKallee
rpaduuecKre 3CKU3bl BCEX OTKPBITHIX HA 3KpaHEe OKOH. 3aTeM HaJl0 LIEJIKHYTh MBIIIBIO 110 HY>KHOMY
scku3y. M300paxkenue BHIOpaHHOTO OKHa OyzieT njobaBiieHo Ha ciaif (puc. 4.9).

s

Puc. 4.9. JlobaBnenue cuuMka okHa Windows Ha cliai

He3aBrucuMo OT UCIIONIB3yeMOTO B CHCTEME SKPAHHOTO pa3pelieHHs, H300pakeHUE BIMCHIBACTCS B
pasmepsl craiia. OmHako MOYKHO U3MEHUTH pazMep n300paxkeHus. st 5Toro Heo6xommumo:
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1) menkHyTh J1I€BOM KHONKOW MBIIIM IO J100aBIEHHOMY Ha ciaiij m3obpaxenuro. Ilo nepumerpy
M300paxKeHUs MOSBATCS MapKephl;

2) yCTaHOBUTH YyKa3aTelb MBIIIM Ha YIJIOBOM MapKep TaK, 4YTOObI yKa3aTelb HPHUHSI BUJ
JIBYCTOPOHHEW CTPEJIKH;

3) Ha)KkaTh JIEBYIO KHOIIKY MBIILIU U, YIEP)KUBAs €€, IEPEMECTUTD yKa3aTellb [0 TUaroHajld B J000M
HanpaBJI€HUH, MOCIE YEero OTIYCTUTh KHONKY MbIU. Pasmep m3oOpakeHus OyneT yBeJlIWYEeH WIH
YMEHbILIEH B 3aBUCUMOCTH OT TOT'0, B KaKyI0 CTOPOHY IIepeMellaTh yKa3aTelb MBILIH.

3ananue 4.7

1. 3amycTuTe mporpamMmy, H300pa’keHre OKHAa KOTOPOM HYKHO IIOMECTUTh Ha CIIAiiI.
2. Ilepeiinute B okHO nporpamMbl PowerPoint

3. Ha Bknanke BcTaBka Ha)KMUTE KHOIIKY .

4. lllenKHUTE MO HYKHOMY 3CKH3Y.

5. 3menuTe pa3mepsl 3CKH3a 10 CBOEMY YCMOTPEHUIO.

KOHTPOJIbHBIE BOITPOCHI

1. HacTpoiika napaMeTpoB cjaiiza.
2. [IpuMeHeHne TeMbl K cnangy.
3. JloOaBieHue KapTUHKU U3 OUOIMOTEKHU KIIUIIOB. .
@4. 3MEHEHUE pa3MepoB M CBOMCTB KAapTHUHKU Ha cCllaiifie, a TaKkKe MNPUMEHEHHE pa3IMYHBIX
3((PEKTOB.
(g 00aBJyieHHE U300pakKeHHsI U3 BHEIIHETO (aiisa.
6. JloOaBneHue B Mpe3eHTALUIO CHUMKA SKpaHa. M3menenus pazmepa n300paxeHusl.

4.11. BCTABKA TABJIMIIbI

Jns mpenctaBneHuss KakoW-nnO0 uHGopManuM B TaOMMYHOM BHUJAE Ha CllAlijie pa3MeIlaroT
o0bIyHyI0 Tabmuily. Kpome Toro, ecth BO3MOXKHOCTH 100aBUTh Tabmuiy Excel u mpoBomuTh B Hel
pas3yinyHble BhIUMCIEHUs. PaccMOTpuM, Kak 3TO JenaeTcs.

Pabora ¢ Tabmuuell Ha crnaiine BeneTcs Tak ke, Kak W ¢ TaOnuIeill Ha CTpaHUIE TEKCTOBOIO
JNOKyMeHTa. Jlyis M3MEHEHUsl MapaMeTpoB TaOJIUIBl M €€ BHELIHETO BU/AA HCIOJb3YIOTCS BKIIAIKH
KonctpykTop n Maker, NosiBIISIOIIUECS HA JIEHTE PY BBICICHUH TaOIHIIbI.

Ecnu B mento Tabnmua Ha Bkianke BeraBka BeiOpath komanny Tabmuna Excel, na cnaiing Oyner
no6asien nuct Excel. Ha cnaiine MO)KHO U3MEHATH €ro pa3Mepsl, a TaKXKe KOJIMYECTBO JIUCTOB.

[Ipumeuanue. IIpu Bomenenun nucra Excel Ha cnaiine comepkumoe neHTHl MeHsercs. JleHrta
nporpammbel PowerPoint 3amensieTcst sieHToi mporpamMmbl Excel, T. €. B 100aBIeHHOM Ha Craii
mucte Excel MOkHO BBITTONHSATH JIF0OBIE 3a/1a4H, BHITIOTHSIEMbIE B iporpamme Excel.

[Ipu menyke Mbimibio 3a npeaenaamu jucrta Excel 3aronoBku cTpok, CTOJOLOB, a TaKKe SIPIBIKH
auctoB Excel OymyT CKpbBITBI, a JaHHBIE, IOMEIICHHBIE Ha JIUCT, OyIyT OTOOpa)kKeHbl B OOBIYHOM
TaOMUYHOM BHJE. UTOOBI MEepeT B PEXHUM PEIAKTUPOBAHUS JTAHHBIX, CIEIyeT ABAXKIBI IIEIKHYTh
MBbIIIBIO 1o Tabiune Excel.

Samanue 4.8

1. No6aBbTe HOBBIN cnaiin. Haxxmure knonky [Tabnuia Ha Bkiagke BeraBka. [osButcs MeHto, kak

Ha pUCYHKE.
IMI InaeHan BcTaeka
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2. C mnoMOIbI0 3JEMEHTA YIpaBJI€HUS B BUAE TIPYIIbl KBaJApaTOB B IOSBUBILEMCS MEHIO
OTIPENICIIUTE KOJIMYECTBO CTPOK M CTOJIOIOB co3aBaecMoil Tabmuiel. Tabmuma ¢ ykKa3aHHBIM
KOJIMYECTBOM CTPOK M CTOJIOIIOB OyzeT JoOaBieHa Ha CJIaif]l, Kak Ha oOpasiie.

Mpou3BoAHbLIE eaMHHLI
MHGOpMaLMMH
1 KumoGaiir (F(Gat-i"r) =104 Gadtr =2 Gaifr
1 MeraBafir (MBafiT) =1024 KGaltr = = 2% Bafr
1 TuraBaitr (Chafir)  =1024 MBaitr =23 Gailr

1 TepaGaitr (TGaitr)  =1024 TGalir =24 Gaifr
i [Merabaitr (TGaktr) =1024 TGaltr = 25 Gair

3. 3anoaHUTE STYCHKU TAOJIMIIBI U TalTe €l Ha3BaHUE B COOTBETCTBUU C 00OPa3IIOM.
4. OrpopmatupyiiTe TaAOMUIly, HCIONB3yS IMPUEMBI, 3HAKOMBIE IO pabOTE C TEKCTOBHIM
penaktopom Word (nu3menute mpudT, IBET, pa3Mep | T. I1.).

4.12. UCIIOJIbB3OBAHUE WORD-TABJIMIIbI
B POWERPOINT

MosxHo co3gaBarbk Tabmuiel B PowerPoint. Ho ecnu tabmmma yxe co3mana B Word, ee MOXHO
WCIIOJIb30BaTh B NIPE3EHTALIUH.

MoxHo cBsa3ate Word-Tabmuily co  claiiioM, HCIOJNb3YS BO3MOXHOCTH MAarucTpajiu ¢
JBYCTOPOHHUM JBHkeHrneM OLE.

OLE — 510 uncTpyMeHT nporpammbl Windows, MO3BOJISIOIINNA B3ATh (aiiil U3 OHON IPOTrPaMMBbI U
IIOMECTUTh €ro B Jpyrod mnporpamme. Ecinu BHeIpsTh MmoJoOHYH0 HH(OpMalMIO, OHA IMepeaaeTcs
BMECTE C JOKYMEHTOM, B KOTOPOM XpaHUTCS. Eciu ke oHa CBSI3bIBae€TCS, MOXKHO XpPaHUTb €€ I
yrogHO W paboTaTh C HEW B POAUTENbCKOW mporpamme. llpu kaxaoMmM mHociaenyroneM OTKPBITUU
JIOKYMEHTa, COJIEPKalIero Moi00HYI0 CBsA3b, OH Oy/eT aBTOMaTH4eCKU OOHOBIIATHCA.

Urtobs! co3nath Tabmuiy PowerPoint, Heo6xoaumo BeimoiaHUTh Komanay Co3pats cnaiin/Cnaiin ¢
tabnmuueil. Ilpexne yem moMmecTuTh TaOMUIy B ClailJ, HaJAO0 CKONUPOBaTh €€ B Oydep oOMeHa,
WCTIONIB3Y-EMbIi B KAYECTBE BPEMEHHOW MaMSTH BCEMH IPOTPaMMaMHU.

3ananue 4.9

1. Beigenute Tabnuiy B Word, ycTaHOBUB Kypcop Ha Hell B JIF0OOM MecCTe, U BBHIOEPUTE MEHIO
Tabmuua/Beiaenuts Tabmauiry.

Tabmuia «CucreMsl CUUCICHUSDY

JlecaTuanas JBonunas | IllectHanuarepruyunas
CHCTEMa cHCTEeMa CHCTEeMa
0 0 0
1 1 1
2 10 2
3 11 3
4 100 4
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5 101 5
6 110 6
7 111 7
8 1000 8
9 1001 9
10 1010 A
11 1011 B
12 1100 C
13 1101 D
14 1110 E
15 1111 F
16 10000 10

2. Haxxmute knaBummu [Ctrl + C] unu BeiOepute komanmy IlpaBka/KonmupoBars. Briaenennas
Tabnuia OyaeT ckonupoBaHa B Oydep oOMeHa.

3. 3anycture nporpammy PowerPoint wim nepekimrounTech B HEE, €CJIU OHA YKE BBIOJIHSICTCS.
Jls1 9TOrO HY)KHO IIEJTKHYTh Ha HHCTPYMEHTAJIbHOU nanenu Office mo kHomke _PowerPoinﬂ.

4. IlepekIIOUUTECH B PEKUM MPOCMOTPA CIAN0B U HAMAUTE CIAiiJl, B KOTOPBIA XOTUTE BCTABUTH
TaONHITY, WJIM CO3/IaliTe HOBBIM ClIali]] C UCIIOJIb30BaHHEM KHOTKH [CO3/1aTh cnaﬁ'ﬂ.

5. Beibepure menro [1paBka/CrernuanbHas BCTaBKa.

6. lllenkauTe 1o kHomke |(OOBeKT JlokymeHT Microsoft Wora, 3aT€M HaXMHTE CEJIEKTOPHYIO
KHOIIKY . Bribepute menio BcraBuTh, BHeapuTe TaOnuily M OOOpPBUTE BCE €€ CBSI3U C
UCXOJHBIM JJOKYMEHTOM.

7. lllenkHUTE MO KHOIIKE OK..

4.13. CO3JAHUE PUCYHKA SMARTART
1 ITPEOBPASOBAHUE TEKCTA
CIIAUJA B PUCYHKE SMARTART

Pucynok SmartArt — 3To BH3yanbHOE NpeAcTaBieHUEe cBeaeHuUd. [IpeoOpazoBaHue TeKcTa B
pucyHOK SmartArt — 53To OBICTpBIA crmoco0 npeoOpa3oBaTh CyHMIECTBYIOIIME CIIAlWIbBl B
npodeccuoHalIbHO OQOPMIICHHBIE WUTIOCTpalui. Hanmpumep, MOXXKHO OIHHM IIETYKOM MPEBPATUThH
CJIaliJ] IOBECTKH JIHS B pUCYHOK SmartArt (puc. 4.10).
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Puc. 4.10. IIpeoOpa3oBaHue TekcTa B puCyHOK SmartArt

YtoObl HATMISAHO PEACTABUTH HHPOPMALIHIO, HY>KHO BOCIIOJIb30BATHCSI BCTPOSHHBIMUA MaKETaMHU.

[IpeoOpa3oBaTh BCe 3arolOBKH CIAWAOB B PUCYHOK SmartArt MOXKHO, BBIIIOJHUB CJEIYIOIINE
JIECUCTBUSL:

1) mEeTKHYTh MECTO3aMOTHUTENb, COACPIKAIINN TEKCT, KOTOPBIM HY)KHO IpeoOpa3oBarh;

2) B rpymnre A63anl Bkiaaku [ aBHas Haxath KHO = ;

3) 4T0OBI YBUAETH, KaK OyJeT BHIMISAAETh PUCYHOK SmartArt ¢ Hy)KHBIM TEKCTOM, CIIEAyeT HABECTH
B KOJUIEKIIMM yKa3aTellb Ha 3CKU3 3TOro pucyHka SmartArt. Komiekius coaepKUT MakeTbl pUCYHKOB
SmartArt, KOTOpbIE JIy4Ille BCETO MOAXOAAT I MAPKUPOBAHHBIX CIMCKOB (puc. 4.11). JIng npocmoTtpa
MoMHOTO Habopa MaKeTOB HAAO0 Haxarh KHoOmMKy |[lomomHuTenbHble pucyHKd SmartArt. Haiigs
HYXHBIH pucyHOK SmartArt (BepTukanbHblii MApKUPOBAHHBIN CIUCOK), IIEIKHUTE MO HEMY, YTOOBI
IIPUMEHUTD K CBOEMY TEKCTY.
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Puc. 4.11. Koutekuust pucyHkoB SmartArt

Tenepp pucyHok SmartArt MOXXHO MEpeMECTUTh, U3MEHUTh €ro pa3Mep, MOBEPHYTh, 100aBUTH K
HEMY TEKCT, IPUMEHUTh K HEMY JPYTOH 3KCIIPECC-CTUIb U BBIIIOJHUTH UHBIE U3MEHEHHUS.

Pucynox SmartArt nporie co3aath A CyIIECTBYIOLIETO TEKCTA, OJHAKO MOXHO CHa4ajaa BCTABUTh
HY’KHBIM pUCYHOK SmartArt, a 3aTeM 100aBUTh K HEMY TEKCT. /{151 3Toro Heo0XoquMO:

1) menkHyTh MO MECTO3aIlOJHUTEN0, B KOTOPBIH HYKHO J00aBUTh pUCYHOK SmartArt. Eciu
MECTO3alOJHUTEIb HE BBIJCJIECH WM BbIJCIEH MECTO3alOJHUTENb, B KOTOPBIM HENb3sl BCTAaBUTh
n300paxkeHue, pUCyHOK SmartArt BCTaBiisieTcsl B LEHTp craiina;

2) na Bkiaake Beraska B rpymnne Mimoctpannuy HaxaTh KHOIIKY (puc. 4.12);

ripesssmale - Mitrosaft Fowerboint =
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Puc. 4.12. Komanas! rpynnst Umtoctpanuu

3) B kpaiiHeil 1eBoil obnacTu 1uanoroBoro okHa BeiOop pucynka SmartArt BoIOpaTh Hy KHBIH THIT
pucyHka SmartArt;
4) B ieHTpaJIbHON 00JIACTU HANTH U LIEIKHYTh HEOOXOAUMBIN MaKeT, a 3aTeM HaXaTb KHOIIKY @

Samanue 4.10

1. Co3pmaiiTe Ha HOBOM cCliaiijie JTr000M TUIT pUCyHKa SmartArt.

2. [lepemectute, U3MEHUTE €r0 pa3Mep, MOBEPHUTE, 100ABbTE K HEMY TEKCT, IPUMEHUTE K HEMY
ﬂperﬁ OKCITPECC-CTUJIb U BBIIIOJTHUTC MHBIC U3MCHCHUS.

3. CoxpaHuTe U3MEHEHUSI.
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4.14. CO3JIAHUE OPTAHM3ALIMOHHOM
JUATPAMMBDI

Opranu3zalimoHHas JuarpaMma CTpOMTCS aHAJIOTMYHO PUCYHKY SmartArt.

Samanue 4.11
1. CozpaiiTe opraHM3alMOHHYIO JUarpaMmy Mo oopasiy.

NPOTPAMMHOE OBECTIEYEHME KOMNLIOTEPOB
= o

2. Ha Bazke Beraska B rpymie MimocTpanun HaKMATE KHOTKY [SmartArt).

| 3.B xomnekuun Beibop prucyHka SmartArt Haxxmute KHONKY [HMlepapxusi, ociie 3Toro BeiOepuTe
MaKeT OpraHu3alMoOHHON AuarpamMmbl (Hanpumep, OpraHn3alMoHHas 1darpaMma), a 3aTeM HaKMUTe
kHomKy |OK]|, kak Ha puUCyHKe.
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4. J1ns BBOAA TEKCTa BBIOJIHUTE OJJHO U3 CIEIYIOIINX JAECHCTBUN:
— IIEJIKHUTE 10 KHOMKe [TeKcT B 00J1acTH TEKCTa, a 3aTeM BBEIUTE HEOOXOIUMBIH TEKCT;
— ckonupyiTe B Oydep oOMeHa TeKCT U3 APYrod MpOrpaMMbl WIM PACIIONOKEHUS, IEIKHUTE 110
kHormke [[ekcT) B 00;1acTH TeKCTa, a 3aTeM BCTaBbTE €TO.

4.15. BCTABKA JUAT'PAMMbBI EXCEL
B INPESEHTALIMIO U CBA3BIBAHUE EE
C JAHHBIMHU B EXCEL

JIroOyro AuarpaMMmy MOYKHO BCTaBUTh Ha cllaiij] mpe3eHTauuu. Eciu HaxaTh KHONKY Ha
BKiIanke BcraBka, aBTOMatnueckum 3arpykaercs mporpamma Excel. B atoit mporpamme cosmaercs
Tabnuia ¢ JaHHBIMM (WM OTKPBIBAETCS paHee CO3JaHHbIA (ailll ¢ JaHHBIMHU), HA OCHOBE KOTOPBIX
cTpoutcs auarpamma. Jlamee oHa 100aBisIeTCS HA CiIail Mpe3eHTaluu. TakuMm ke 00pa3oM MOXKHO
n00aBUTh AUarpaMMy B JoKyMeHT Word B KauecTBE WUTFOCTPALUU K TEKCTY.

JloGaBuTh AuarpaMMy win rpauk B MPE3EHTALMI0 MOKHO JBYMs CIIOCOOaMMU:

1) BHEApUTH MAaHHbIE M BCTaBUTHh JAMarpaMMy B Ipe3eHTauuio. llpu BHeOpeHuWu HaHHBIX W3
muarpammbl B PowerPoint 3Ty nndopmanuio moxHo pemakrupoBars B npusioxkenun Office Excel
2010, a muct 6yneT coxpanarbes B ¢aiine PowerPoint;

2) BcTaBUTH B mpe3eHTauuio nuarpammy Excel u cBszats ee ¢ ganHbimu B npunioxeHuu Office
Excel 2010. IIpu xonupoBanuu nuarpammbl u3 npusoxenus Office Excel 2010 u ee BcraBke B
Mpe3eHTalNI0 JJaHHbIE B AuarpaMme cBsi3biBatoTcs ¢ juctoM Excel. Ecinu Hy)XHO U3MEHUTH JaHHbIE B
quarpaMMe, HeoOXOIMMO BHECTH M3MEHEHHs B CBsi3aHHBIN jucT B mpuiokenun Office Excel 2010.
Jluct Excel — 3710 otnenbHBIN (aitsl, 1 OH HE coxpaHsieTcs BMecTe ¢ ¢aiinom PowerPoint.

Samanue 4.12

Cospaiite nuarpammy B npuioxenun Office Excel 2010 u ckonupyiite ee, a 3aTeM BCTaBbTE B
npesenTtanuio PowerPoint. [Ipu oOHoBneHnu nanueix B npuinoxenuu Office Excel 2010 nuarpamma
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B mnpwiokeHun PowerPoint taxke Oyzner oOHoBiieHa. /[ BBINOJIHEHUS 3aJaHus IpoJesaiTe
CIEeAYIOUIUE NEHCTBUS.

1. Boigenute siueliku, KOTOpble XOTUTE CKOMMPOBaTh, U Haxkmute Ha kiapuiy [Ctrl + C], yTo6b!
BBITIOJIHUTH KOTUPOBaHKE B Oydep oOmMeHa.

[Tpunoxenune Office Excel 2010 oTkpsiBaeTcsi B pa3feieHHOM OKHE M OTOOpa)KaeT Ha JIUCTE
JTaHHbIE TIPUMEpA.

& E 3 3]
Crongeul BocTow  Zanag  Ceesp
2 |1-d k. | 2I:|_£! 35.6 22.9
3 |2-i KB, T4 R 33
4 13- s, o0 40.5 49.3
5 H-d KB, 204 45 51

2. [lepexntountecs B nporpammy PowerPoint.

3. B pexume COpTUPOBKHM CIIaliJIOB NHEpeHIUTEe K Ciaiily, B KOTOPbIM XOTUTE IMOMECTUTh
ANEKTPOHHYIO TAOJIHILY, WM CO3/IaliTe HOBBIM CIIaM/I.

4. Boi6epute menio [IpaBka/CrenyanpHas BCTaBKA.

5. Illenxknute no kHomke [O0vekT Jluct Microsoft Excel u HaXXMuTe CeleKTOpHYH KHOIKY
CBsi3ath|.

6. lllenkHuTe 1O KHOIKE @

Ecnu _cBa3p He TpeOyeTcs, TO HY>KHO MOBTOPUTH ILIAr, ONKMCAHHBIE BbIIIE, HO HA IIare 5 HaXkaTh
KHOIKY [BCTaBUTH|, a HE KHOIIKY . Taxxe MOKHO 3aMEHUTD 1aru 4, 5 U 6 HaKaTHUEM KJIaBHIL

[Ctr]l + V], obecnieunBaromux ObICTPYIO BCTaBKY JaHHBIX U3 Oydepa oOMeHa.
Kak Tonpko 3aBepmmnTcs co3laHue JuarpaMMbl, OKHO rporpaMMbl Excel MOKHO 3aKpbITh.

| i

KOHTPOJIbHBIE BOITPOCHI
1. BeraBka Tabnunel Excel u mpoBezigHre B HEW pa3IMYHBIX BBIYUCIICHUH.
2. Ucnons3oBanne Word-Tadmuns! B PowerPoint.
3. ﬁ06aBHGHI/I€ pucyHka SmartArt B mpe3eHTalHIo.
4. IIpeoOpa3oBaHuE TEKCTa claiiia B pUCYHKe SmartArt.
5. CO3manue OpraHu3aluOHHON TUarpaMMBbl.
6. BcraBka nuarpammbl Excel B mpe3eHTanmro.

4.16. TOBABJIEHUE BUJIEO

Buneoponuku BCTaBISIOTCA TONBKO B T€ MPE3CHTAIMH, KOTOpPbIE OyIyT AEMOHCTPHPOBATHCS HA
sKkpaHe. Buzieo, nobaBieHHOEe Ha Cllaiil, BOCIIPOU3BOIUTCS, MOKA JIEMOHCTPUPYETCS CIal, WA B
TEUYEeHUE BPEMEHU, OTPAHUYEHHOTO JIIUTEIILHOCTBIO POJIHKA.

Buneo MoxxHO 100aBUTH Ha crlaiin kak u3 oubmnoreku knumnoB Office, Tak u u3 BHemHero (aiina.
[Iporpamma PowerPoint mogepsxruBaet 6OMBIIMHCTBO MOMYISAPHBIX (POPMATOB.

Samanue 4.13

1. Ha Bxnanke BeraBka Ha)KMHUTE KHOIIKY .

2. B nosBuBLIeMcst MEHIO BbIOepuTe KoMaHly Buzaeo u3 ¢aiina.

3. B oTkpbIBLIEMCS AMAJIOrOBOM OKHe BcTaBka BHIeO3amucH NepeduTe B MAIKy, COAEPHKAILYIo
HY>KHBIH BUJIe0(ail.

4. JIBak]1pl LIEJIKHUTE MO 3HA4YKy BblOpaHHOrO (aitna. Ha ciaiine mosBUTCS KapTUHKA — MEPBBIN
KaJp pOJIUKa.
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Pa3mep oOmactu, KOTOpPYIO 3aHUMAET KaJp Ha CIaije, MOKHO M3MEHATh, KaK U pa3Mephl JIFOOOTO
rpaduyeckoro oObeKTa.

B mento Bupeo comepkurtcs komanna Bupeo M3 opraHuzatopa KJIMIIOB, C MOMOIIBIO KOTOPOM
BUJICOKJIUI BHIOMpAETCS B OMOMMOTEKE KIIUIOB TaK ke, Kak M KapTuHka. CieayeT OTMETUTh, YTO Ha
JTarne CO3JaHMs TPE3EHTAIlMd BHUAECO HE BOCHpPOU3BOAUTCA. [IpocCMOTpeTh €ro MOXXHO TOJBKO BO
BpeMsi JIEMOHCTpaluy Tmpe3eHTanuu. Kpome Toro, «ykpamieHue» Mpe3eHTAlNH BHIIEO 3aMETHO
yBEJIIMYMBAET pazMep ee (aiina.

4.17. JOBABJIEHUE 3BVYKA

Ha cnaiing MoxHO 100aBUTH 3BYKOBOW (aiii (My3bIKy, KOMMEHTApHH, 3BYKOBOH 3(QQeKT u T. 1.),
KOTOpBIH OyaeT BOCHPOM3BOAMTHCA MPH JAEMOHCTpalUu ciaijga. JlaHHBIA 3JIeMEHT Ipe3eHTaluu
no0aBisieTcs Tak ke, Kak U BUAeo(ailsIbl, HO IIPU 3TOM UCIIOJIb3YETCSI MEHIO KHOIIKU 3B§§ Ha BKJIaJKe
Bcraska.

Ha cnmaiine mnosBiseTcss 3HAUOK <«JIMHAMHUK», a IMOJ HHUM — D3JIEMEHTHl YIIpaBICHUA
BOCIIPOM3BEJICHUEM M TPOMKOCThIO. Kpome Toro, Ha JileHTe aKTHBHM3UPYETCS  BKJIAJKa
Bocnpoussenenue, coaeprkariias HHCTPYMEHTBI 7151 HACTPOUKHU 3BYKOBBIX IapaMeTpoB (puc. 4.13).

PaccmoTpuM Hanbosee BaKHbIE HACTPOUKHU:

1) kHOIKa OTKPBIBACT MEHIO, B KOTOPOM MOXHO BBIOpaTh OJHY M3 YETHIPEX Ipajaiuit
I'POMKOCTH BOCIIPOU3BEICHUS
(aiina;

2) B packpsbiBaroniemcs crnucke Hauano BbIOMpaeTcss MOMEHT Havajaa BOCIPOU3BEICHHS 3BYKOBOTO
¢aiina Ha cnaiine: Ilo menuky — ¢aiin OyzneT BocIpou3BeieH NPy HaKaTUX KHOIIKH BOCIIPOM3BEICHUS
10J] 3HAYKOM 3BYKOBOTO (paiia, ABTOMatuuecku — ¢aisl OyJeT BOCIPOMU3BEIEH aBTOMATUYECKU MpPHU
MOSIBJICHUU ClIaiijia Ha SKpaHe;

3) npu yctaHoBke ¢uaxkka CKpbITh NPH MOKa3e 3HAUOK 3BYKOBOIO (aiia He oToOpa)kaeTrcs Ha
claiijie BO BpeMsl IEMOHCTpAIMK [IPE3CHTALIH;

4) pynkuus Ilepemorars mocie BOCIHPOM3BEACHUS NPEANOJAraeT, YTO IOCIE OCTAaHOBKH
BOCIIPOM3BE/ICHUS 3BYKOBOH (hailsl mepemMaTbIBaeTCs B HA4alIo.

-l

Puc. 4.13. JIoGaBnenue 3BykoBoro ¢aiina Ha cnaiia

3BYKOBOH (paiim MOXKHO HE OOaBJIATh, a 3alucaTh B MOMEHT CO3/1aHus ciaiaa. s 3Toro B MeHio
KHOIIKU [3BYK clieflyeT BblOpaTh KOMaHIy 3amucaTh 3BYK. [losiBUTCS nnanoroBoe OKHO 3BYKO3aIlUCh,
CoZieprKalllee D2JIEMEHThl YIpAaBIECHUS [Uld 3alucu 3ByKa. Jlagee HEOOXOOUMMO MOIKIIOYMTH K
KOMITBIOTEPY MHUKpPOQOH, 4epe3 KOTOpbId M OyneT mHpou3BOAMThHCS 3amuchk. Cremyer ykas3aTbh B
Mmukiepe Windows, kakoe yCcTpoicTBO (MUKPO(OHHBIN BXOJ) UCIIOIb3YETCS.
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3anucaHHbIi 3BYK 3aKpCIUIACTCA 3a TCKYyLIUM CJ'I&I)iI[OM, a IHapaMeTpbl €ro BOCIPOU3BCIACHUA
HaCcTpanBarOTCsAd Ha BKIIAIKC BOCHpOI/ISBe)ICHI/Ie TaK K€, KaK W IapaMeTpbl BHCIOIHEIO 3BYKOBOI'O
(haiina. Yare Bcero JaHHBIN CIOCOO UCTIOIB3YIOT MIPH CO3IaHUH PEYEBBIX KOMMEHTAPUEB K CIAMTY.

[Ipn nobGaBneHun mOOBIX 3BYKOBBIX 3(PQEKTOB pasMep (ailia mpe3eHTaluuu 3aMETHO
YBCINYHUBACTCA.

Samanue 4.14

1. HoGaBbTe Ha Ccliaii]] 3BYK.
2. CoxpaHUTe U3MEHEHHUS.

4.18. IOBABJIEHHME JATbL, BPEMEHU
N HOMEPA CIIAUJA

B kauectBe cnpaBquoﬁ I/IH(I)OpMaLII/II/I Ha claiae MOXKHO PasMECTUTh 4Ty, BpEMA, a TAKKC HOMCP
claiiga. HpI/I‘leM JAaHHBIC 3JICMCHTHI ITPU ACMOHCTpallun cllaiizga 6y'Il,'y'T ABTOMAaTH4YCCKHU 06HOBJ'I$ITLC$I,
T. €. BCCraa 6y,Z[yT YKa3aHbl aKTYaJIbHBIC 3HAYCHUA BPCMCHU U NAThI ITOKAa3a MPE3CHTALINN.

I[J'I}I ,[[06aBJ'ICHI/I$I AaTbl, BDEMCHH U HOMEpaA claiiga HCIIOJIB3YCTCS OOAHO AUAJIOTOBOC OKHO, KOTOPOC

BBI3BIBACTCSA Ha)XKaTHeM KHOIIKH
/lata u Bpems uim [Homep cnafma Ha BKJIajake BeraBka (puc. 4.14).
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13-rex11
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13.00.20L1 16:42 Mp
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Puc. 4.14. /lnanoroBoe OKHO BCTaBKHU JaTbl, BDEMEHHU U HOMEpA Cllaiijia

s noGaBieHus Ha ciaid] MHQOpPMALUK O J1aTe U BPEMEHHU CJelyeT yCTaHOBUTH ¢uiaxok Jlarta u
Bpems. [Ipy 3TOM CTaHyT aKTUBHBIMHM 3JIEMEHTHI YIPABICHMS, pacloyioKeHHble Huxke. s
0TOOpa)keHUs AaThl U BPEMEHH CYILIECTBYET HECKOIBKO PEKUMOB, OIIPEEIISIEMbIX MTEPEKITI0UaTeIeM:

1) ABTOoOOHOBJICHHE — Ha ciaiiie Bceraa OyneT oToOpakaThes TeKymas gara u (wim) Bpems. B
PacKpbIBAIOILIEMCS] CIHCKE, PACIIONIOKEHHOM O] MepekiodaTesieM ABTOOOHOBJICHHE, BbIOMpAETCS
(dhopMaT npeacTaBiIeHUs JaThl 1 BPEMEHH, KOTOPbIH, B CBOIO OYEPE/lb, 3aBUCHUT OT SI3bIKa, BBIOPAHHOTO
B PACKPBIBAIOLIEMCSI CIIUCKE S3BIK:;

2) ®ukcupoBaHO — Ha ciaige Bcerga Oyaer oToOpaxaTbCs JaTa, yKa3aHHas B IIOJE,
pacnoIokKeHHOM 1oj nepekittoyarenaemM dOuxkcuposaHo.

JaTa 1 Bpems pacronararoTcs B JIEBOW HHKHEW YacCTH ClIaia.

Uto0b!I 100aBUTH Ha Ciai]l €ro MOPsAIKOBBI HOMEp B MPE3EHTALNH, CIEIyeT YCTAHOBUTH (PIaskoK
Howmep cnaiina. Homep cnaiiga pa3MmeniaeTcsi B IpaBOil HUKHEW YacTH cliaiiaa.

Kpome Toro, Ha ciaiin MOXXHO J0OaBHTh HUKHHUN KOJOHTHUTYJ, TEKCT KOTOPOTO PAaCIOIaraeTcs
MeXxJ1y JaToil u HomepoMm cinaiaa. [Ipu ycranoBke ¢uaxkka HukHUI KOMTOHTUTYI 10JIe, HAXOIIEeCs
HUXKE, CTAaHOBUTCSI aKTUBHBIM. 3]1€Ch BBOJUTCS JIFOOOM TEKCT, KOTOPBIM JOKEH MPUCYTCTBOBATH HA
Bcex crnaiiiax npeseHtauud. OTMETHM, YTO JaTa, BpeMsi U HOMEp cllaiiia Tak )ke, Kak U KOJIOHTUTYJIbI,
OyayT oToOpakaThCsi Ha Bcex ciaijgax mnpesdeHTanuu. OJHAKO MOXHO OTKJIIOYUTH IIOKa3 3THX
3JIEMEHTOB Ha TUTYJbHOM (3arjaBHOM) ciiaiiie npe3eHTauuu. st 3Toro cienyer yCTaHOBUTD (1axKoK
He nokaspiBaTe Ha TUTYJILHOM CIIAlIE.

3aganue 4.15

1. [To6aBbTe Ha criaii gaTy ¥ BpeMmsl.
2. CoxpaHUTe U3MEHEHUS.
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4.19. TIAPAMETPLI CMEHbBI CJIANIOB

MeTtozabl CMEHBI ClIaiifIoB HACTPAUBAIOTCS B Tpymie Bpems mokasza cnaiinoB Ha Bkiaake [lepexoms
(puc. 4.15).

Puc. 4.15. Bknagka llepéxom,l
[Ipu ycranoBke ¢naxka I[lo mienmuky cmMeHa TEKyIIEro Claifjia TPOWU3BOIUTCA IO KOMaHJIEe
MOJIB30BAaTEIIA.

[Ipumeuanue. HacrpamBaroTcs mnapaMmerpbl TEKyIIEro ciaiaa, T. €. TOro Claiaa, KOTOPBIA
nokasplBaeTcs B paboueit obnactu nporpammsl. K apyrum cnaiijaMm BBINIOJHSEMbIE HACTPOHKU HE
npuUMeHsoTca. Takum 00pa3oM, KaKAbId cllailf] Mpe3eHTalud MOXKET HUMETb WHIUBUAYaJbHbIE
napaMeTpbl cMeHbl. YToObI Bce claiiibl Npe3eHTallud UMEIN OAMHAKOBBIE MapaMeTphl, CIEIyeT
UCIOJIb30BaTh KoMaHay [IpuMeHHuTh KO BceM, pacrnoioKeHHyo Ha BKiajake [lepexonpl.

Ecnu mianupyercst aBToMaTHuecKoe (4epe3 3aJJaHHbIi MHTEpBa) MOSIBICHHE HOBOIO Claiia, Hal0
ycraHoBUTH (haxkok Ilocie, a B mone, pacrnoioxeHHOM CIIPaBa, yKa3aTb IPOAOJDKUTEIBHOCTh II0Ka3a
ciaiiga. Otot napamerp 3aaaercsa B popmare 00:00,00, rae nepBblil pa3psig — 3TO MUHYThI, BTOPOH —
CEeKYHIbI, a TpPETHH — COTble JONM ceKyHA. Hampumep, ecim Uil Tekyllero criaiiia 3anaTsb
mrenbHocTh  00:05,50, cnaiin OyneT HaXoQWThbCs HAa SKpaHe MATh C MOJOBMHOM cekyHn. Ilo
HCTEUEHUH 3TOr0 BpEMEHHU aBTOMATUUECKH 3arpy3UTCsl CIEAYIOLIUI clai.

[Ipumeuanue. Onaxku [lo menuky u [locie MoryT ObITH yCTaHOBJIEHBI OJJHOBPEMEHHO. B Takom
cllydae CMEHa ClaiifioB OyJeT MpPOM3BOJUTHCS IO HCTEYEHWU YKa3aHHOTO WHTEpBaia, HO, €Cld
II0JIb30BATENb IIEIKHET MBIIIBIO PaHbIlIe, CMEHA ITPOU30MAET HEMEUIEHHO.

BTopoii BaxxkHBIN ITapaMeTp CMEHBI CIIANIOB — XapakTep IOSABICHUS HOBOIO Claiia Ha 3KpaHe,
CBOEro pojia aHMMAaLMOHHBINA 3¢ (eKT, IPUMEHIEMbIII KO BCeMy Cllaiily, KOTOpPbIH ONpeAesseT, Kak
HCYE3HET NMPEeABIAYIINN CIai U KaK MMOSBUTCA HOBBIM. Takas aHuManus Ha3bIBAETCS IIEPEXOAOM.

Uto6b1 mocMOTpeTh 3((HEKTH CMEHBI CIIaliI0B, B CIIMUCKE IKCIPECC-CTUIIEH HY)KHO Ha)XaTb KHOIKY
(HomonuurensHo). Ipu B0 =]e MOHpaBHBIIErOCS BapHaHTA AHMMAIWS MPUMEHSACTCS K TEKyIIEMY
Claiily U BOCIPOU3BOIUTCS B paboueit o0sacTu mporpaMMbl ouH pa3. Ecim HeoOxomuMmo eme pas
IIOCMOTPETh, KaK JCHCTBYET IIEPEXOJ, HaXKMHUTE KHOIKY B JIEBOM YacTU BKIAAKU
[Tepexonpr.

Ilepexompl nensaTcss Ha TPU TPYIIBL: IPOCTBIE, CIOXKHBIE M <«JIHMHAMHYECKOE COIEPKUMOE).
[locnenusis rpynna UHTEpPECHA TEM, YTO aHUMHPYETCS COJIEpKUMOe cliaiifia, a pOH U TemMaTuyeckoe
odopmiieHne OCcTatoTCsl HeM3MeHHBIM. [Ipr 3TOM 00BEKTHI, PacIioNoKEHHbIE Ha MPEIbIIYILEM craiine,
MIPOCTO 3aMEHSIOTCSI 00BbEKTaMHU CJIETYIOIIETO Claia.

[Toutn Bce mepexoipl MMEOT Habop mapamerpoB. Kakue M3 HHUX JOJKHBI OBITh HAaCTPOEHBI B
MIEPBYIO OYEPE/lb, 3aBUCUT OT BRIOPAHHOIO nepexoa. Komanabl A1 n3MeHeHus mapaMeTpoB Mepexosaa
HAaxOIATCSl B MEHIO KHOIIKH |HapaMeTpH 3(1)(1)CKTOBL pacnoyiokeHHOM Ha Bkiajke [lepexonpl.

Eme oqHuM BaKHBIM ITapaMeTPOM CMEHBI CJIAN0B SBISETCS JUIMTEIbHOCTh. JTa XapaKTepUCTHKA
OTIPEIEISIET, CKOJIBKO BpPEMEHU OyleT MINThCS aHUMAIMOHHBIM 3(P¢deKT cMeHbl ciaina. [lanHbri
rapamMeTp HacTpauBaeTcs B noisie [JnurensHocTh Ha BKiazae [lepexonsr.

[Ipumeuanue. PackpbiBaromuiicss crnucok 3ByK Ha BKkIaake [lepexoapl MO3BONSIET HACTPOUTH
3BYKOBOE€ COIIPOBOKICHHE CMEHBI CiaiiioB. B ykazaHHOM criucke cienyer BIOpaTh 3BYK, KOTOPBIH
OyZeT BOCHPOM3BOAMTHCA IpU CMeHe claiaoB. Ecium umerommuecss BapuaHTbl HE IOAXOMSAT
CO3JaTeNi0 MpPEe3eHTalMM, HYXHO BbIOpaTh KoMmaHQy JIpyroil 3ByK, a 3aTreéM C IOMOILBIO
MOSIBUBILIETOCS IMAJIOTOBOIO OKHA 3arpy3UTh BHEIIHMN 3BYKOBOM (haiin. 3arpyxaemble 3BYKOBBIE
¢aibl  omxHBL UMeTh (popmar WAV. @aitnel B ¢opmate MP3 B nanHOM ciiydae He
HOJIEP/KUBALOTCSL.

3aganue 4.16

1. Ilpumenure ko BceM cnaiiiam nepexoj; CABUT, KOTOPBIM «CABUTAET» COACPKUMOE claija 3a
Kpail, B TO BpeMsI KaK H3-3a MPOTHUBOMOJIOKHOIO Kpas MOSABIISAECTCS COJAEPKUMOE HOBOIO Claija;
BbIOEGpHUTE HAIPABICHUE CIIBUTA.

2. CoxpaHUTe U3MEHEHUSI.
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4.20. HACTPOKU AHUMALIMU

MOoXHO HACTPOUTH aHUMAIIMIO OOBEKTOB, MOOABIICHHBIX Ha Caij (TEKCT, TaOJHUIbI, AHArpaMMBl,
pUCYHKH U 1p.). OOBIYHBIN OOBEKT MOCTOSIHHO HPUCYTCTBYeT Ha crnaiine. OOBEKT, K KOTOPOMY
MIPUMECHEHA aHUMAIIHs, MOXET TI0CJIe OTOOPaKCHHSI TEKYIIEro Cllaiiia «BOSHUKHYTh U3 HHUYETO» WIIH,
HampuMep, «BBUICTETb» W3-3a Kpas dKpaHa. Jlns aHuManuu oObeKTa HEOOXOIUMO BBHITIOTHHUTH

CIEAYIOUINE JECUCTBUA.

1. B 0oOblyHOM peXHMME HaJ0 MEePEeUTH K CIaimay, coAepiKamieMy OOBEKT, KOTOpBI TpedyeTcs
AHUMHPOBATb.

2. Ha cnaiife cnenyer BbLICIUTh HYKHBIA OOBEKT, IIEJIKHYB [10 HEMY MBILIBIO.

3. Ha Bxianke neHThl AHMManMs B OJHOMMEHHOW Trpymmne Hajao BbiOpare komanay Cruiu
anumanuu. [locie 3Toro OTKpoercss KOJUIEKIHsS, B KOTOPOW IpeAcTaBiIeHbl HECKOIbKO 3(dexToB
aHuManuu, Takue kak Beiseranue, Ilosenenme, Bwuter (puc. 4.16). UtoObl yBUAETH, UYTO
MIpeJICTaBIsIeT cOOOM TOT WM UHOM A (EeKT, J0CTaTOYHO MPH BBIJICJICHHOM Ha Cllaiifie TeKCTe HaBeCTU
yKa3aTellb Ha COOTBETCTBYIOLIMI MyHKT B PACKPBIBAIOIIEMCS CIUCKE, a YTOObl NPUMEHUTh 3(deKT,
JIOCTATOYHO HIEJKHYTh HA IyHKTE B PACKPBIBAIOILIEMCS CITUCKE.

4. Jlanee mieykoM cieAayeT BbIOpaTh ouH 13 3pdexToB anumaiuu (cm. puc. 4.16).

Puc. 4.16. DddexTsr annmanmm

5.Ecnmu  addexTtoB B mpemmaraeMoil  KOUIGKIMH  OyleT HEJOCTaTOYHO, HEOOXOAUMO
BOCIIOJIb30BAaThCs OJHOH M3 CIEIYIOIINX |[rmmymmeeeeamme—]  KOMaH/A: JlonmonHurensHeie 20¢-
(eKThI BXOJ1a, JONIOJTHUTEIILHBIE [ oo | addexTs BBIJEIICHUS,
Jlononuutensuble  3QMEKTH  BBIXOMA, [ovm o Jlpyrue  myTH  mepeMelieHus.
[Tocne 3TOro 0TOOPA3UTCA i v COOTBETCTBVIOIIEE OIHOMMEHHOE
IHUAJIOTOBOE€  OKHO., MPEIOCTABISIOLIEE | 5rmmrmres fimmreemes OoCTVI KO MHOKECTBY
JIOTIOJTHUTEIBHBIX AHUMAIMOHHBIX [ <™ T a¢dexToB
(puc. 4.17). e B P

6.B TpyIIe Anumanus Ha |i= — ONHOMMEHHOW BKJIAJIKE JICHTHI
HY)KHO BBIODaTh KOMaHay Ilapamerpsl |- — abdekroB. OTKPOETCSI  MEHIO,
MO3BOJIAIONICE VTOYHHTH, KAk MMEHHO [, [L[_m, JIOJKEH  BBITIOJHSTHCS  TAHHBIN

abdexr. ComepkumMoe MEHIO 3aBHUCHT OT
Hanpumep,  MeHto g sddekra
puc. 4.18.

(DMOEKTA 144

Puc. 4.17. Usmenenne
Iy TH TIEPEMETICHUS

1o

BBIODAHHOTO sdbdexra.
Bpaiiienue MOKHO yBHIETh Ha

Takum 00pa3zom, 4TOOBI HACTPOUTH AHUMAIIUIO, HEOOXOMUMO BBIOpaTh 3G (EKT, pa3HOBUIAHOCTH
be HIETKHYTh
[TpocMOTp| B OTHOMMEHHOM TPYTIe Ha BKIAIAKE TIEHTHl AHUMAIHSL.

KHOIIKE

3(1)(1)CKTLI aHUMallud MO>XHO HaKJIadblBaTb OAWH Ha I[perfI. Eciu k OJHOMY TCKCTY HPHUMCHUTH
OJJMH B(I)(l)eKT, a II0TOM I[perﬁ U MHUIUUPOBATHL MNPOCMOTP, CHa4daJIa 6y,HeT HMCETb MCCTO IICpBast

aHuMaluys, 3aTeM — NOCIICAYOIIHNC.
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Puc. 4.18. Mento s dexra Bpamnienue

3aganue 4.17

1. IlpumennTe K KaKJI0My ClIaiiy pasHble 3G GeKThl aHUMaIMK (Ha Balll BEIOOP).
2. CoxpaHUTe U3MEHEHHUS.

4.21. IIOKA3 ITPESEHTALINN

Ecnu cnaiifpl co3nanbl, K MMEIONIMMCS HA HUX 00BEKTaM J100aBlieHbl aHUMallMOHHBIE 3 (EKThl U
HAaCTPOEHBI MapaMeTpbl CMEHBI CIIalJI0B, CO3JAHHUE IPE3EHTALMM MOXHO CUYMTATh 3aBEPILECHHBIM.
Teneppr HEOOXOIMMO TO3HAKOMHUTbCS C MapaMeTpamMu Ioka3a. Hacrpoiika 3Tux mapameTpoB
MPE3CHTAINK MPOU3BOIUTCS Ha BKianke [loka3 cmaitnos (puc. 4.19).

TRIEIHTAUI - MKraSolt Pamermain
Tammy  Bowmen fmeiv Tepesas
Ty = bi g

2 T & ==

©  Crermern | Wnporopmprenud MRaussamsnud

Wasen comia nnem Lemion

Prueimponanne B

%)

# Bacn

il Jamuce noeaza
AMONCTRRe cwis,  mpemgMn  ciiigon- 2] TIOKATITS Stene TS ynpaansen npaurpuRaTensy

Puc. 4.19. Britagka [Mokas ciaiimos

OObIYHO Mpe3eHTalus JEMOHCTPUPYETCS Ha MOHHUTOpE, MOIKIIOUEHHOM K KOMIBIOTEpY (WM Ha
mucruiee  HoyTOyka). OpHako eciad K KOMIbIOTEpY MOAKIIOYEHbI JBa MOHMTOpa (WM
MYJbTUMEAUMHBI MPOEKTOP), MOXKHO HCIOJb30BaTh PEXKUM JOKIaAuuka. Yamie Bcero ero
NPUMEHSIIOT TpPU JEMOHCTpallMM Mpe3eHTaluu Juis ayauTopu. Bcecem mnponeccoM ympasisier
JTOKJIaTYUK, KOTOPBIA MPOU3BOIUT CMEHY CIIaiiJI0B, a TAKXKe J1aeT K HUM KoMMeHTapuu. Ha MoHuTOpe
(unu 5KpaHe), BHIOpaHHOM B packpbiBatoiieMmcs crucke Ilokasare Ha: Ha Bkiajgke Ilokas cnaiinos,
Mpe3eHTalMs] BOCIPOU3BOAUTCA B «UHUCTOM BHJE», T. €. TaM OTOOPa)KalOTCsS TOJIIBKO CIAWIbl U UX
colepxkumoe. OTOT MOHUTOpP (dKpaH) MNpeAHa3HayeH s ayautopud. Ha BTOopoM MoHHTODpE,
MOJKJIIOYEHHOM K KOMIIBIOTEPY, IpE3EHTAalUsl OTOOpa)kaeTcsli B pEeXHUME JOKIaauuka. Tak Kak
COZIEP’)KUMOE ITOr0 3KpaHa JIOCTYIHO TOJIBKO JOKIAJAYMKY, HA €F0 MOHUTOPE 0TOOPaXaeTcsi He TOJIBKO

Cllalil, HO W JOIOJHUTENbHbIE 3JEMEHTbI, HEOOXOIUMBIE ISl JIEMOHCTpPALUU MHpe3eHTaluuu (puc.
4.20).
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Puc. 4.20. M300pakeHue Ha dKpaHe JTOKIaa4uKa

B HwxHel 4YacTH 3KpaHa [OKJIAJIYMKa PacIoIararoTCs 3CKU3bI CIIANIOB,
BXOAAIMX B mpe3eHTanuio. lllenyok mo Hy)XHOMY 3CKHM3Yy NPUBOIUT K
HEMEIJICHHOMY BBIBOJY JAHHOIO cjaiila Ha 3KpaH aylIuTOpUH, T.€. OH
CTaHOBUTCS TEKYIIMM BHE 3aBUCHMOCTH OT €ro IOJOXKEHUS B IPE3EHTALNH.
CrpaBa Ha 9KpaHe JOKJIaJ4uKa pacloyiokeHo noie ¢ 3amerkamu. Co3narb
3aMETKH MOXKHO JJis J1to0oro ciaiaa (mojie A 3aMETOK HAaXOAUTCA TOJ
claiijloM B pexume cosnaHus). OTMETHM, YTO 3aMETKH CKpPBITBI OT

Oanee

MepeiTy k cnangy

Jxpan " | aymdTopuH, a 3HAYMT, JOKJIAAYUK MOMKET HamucaTh g ce0s Kakue-inbo
razatent " | MOACKAa3KM WM 3aroTOBJICHHBIA TEKCT, KOTOPBIA O3BYYUT BO BpeMs
Crpaska JEMOHCTPALIMKU TEKYIIero ciaiaa. [Ipu mosBiieHMH HOBOIO ciaiiaa B MOJIE
Maysa 3amMeTKU aBTOMATHYECKU 3arpyKar0TCsi KOMMEHTApHUH, 3aKpEIUICHHBIE 3a
3aBEPWKTL MNOKE3 CIang0E HUM.

Puc 421 Moo ko 11O M300paKeHUEM Cllaiiia Ha PKpaHe JOKJIaTYUKa HaXOAUTCS Psii KHOTIOK.

TMokas c1aiinos Knonku co crpenkamu Mo3BOJISIOT HEMEJIEHHO MEPENTH K MPEIbIIyLEeMy

Wi nocnenyrouneMmy cnaiay. Knaomka w COICPKUT MEHIO, B

KOTOpOM CcOOpaHbl MoJie3Hble HMHCTpyMeHTHl. [Ipu BbIOOpe MHCTpyMeHTa BrineneHue nokIaguuk

MOXXET BBIJICIUTH (PArMEHT TEKCTa Ha ciaiiie (MogoOHO TOMY, KaK BBIJEISIOT TEKCT OOBIYHBIM

KaHLESIPCKUM LIBETOBBIJEIUTENEM, KOTOPHIM OOBIYHO MOMEYAIOT 3HAuMMble (PparMeHThl TEKCTa Ha

Oymare). Takoe BbeneHHE OyJeT MMOKa3aHO U Ha 3kpaHe aynutopuu. Mcnomb3yst unctpymeHt Ilepo,

JOKJIATYUK MOYKET HApPUCOBATh HA Cjaiijie MpoU3BOJIbHYIO (QUTYpY, HApUMEpP OOBECTH BaXKHYIO YacCTh

cxeMbl. [[Ber mepa BeIOMpaeTcss ¢ momoInsio KoMauasl [BeT yepHun. HapucoBaHHBIN OOBEKT WIH
LBETO/IEJIEHHE MOXHO CTEPETh UHCTPYMEHTOM JlacTHK.

Kronka |[Ioka3 cHaiiioB| COXEPHT MEHIO, B KOTOPOM BBIOHPAOTCS HEKOTOPHIE MApaMeTphI
BOCTIPOM3BECHMUSI Mpe3eHTAalHH, a TaKKe IIPEOCTABIISAETCS BO3MOXHOCTb
HEMEJICHHO TeperTu K Ir0omy ee craiiay (puc. 4.21).

Memnto kHomku [[loka3 caaiiioB| BKIIFOYAET B ce0sl CIIETYIONTHE KOMaH/IbI:

1) Hanee — ocyuiecTBiIS€TCS MEPEXO K CIEAYIOIIEMY CIIaly;

2) Hazan — ocymiecTBiisieTcsl IEPEX0/ K MPeIbIIyIIeMy Claiy;

3) llocnennuii MPOCMOTPEHHBIN — COBEpLIAETCS MEPEXO/] K IMOCIEIHEMY claiily, KOTOpPbIA ObLI
MIPOCMOTPEH;

4) [lepeiitu k ciaiiy — OTKpPBIBA€TCSI MEHIO, B KOTOPOM OTOOpa)kaeTcsi CIIMCOK BCEX CIaioB
npesenTanuy. lllenyok Ha Ha3BaHUE HYKHOTO ClIaiijla MPUBOAUT K €ro 3arpy3Ke Ha SKpaH;

5) [lepeiitn k pazgeny — NPOW3BOAUTCS TMEPEXOA K HYXKHOMY paszfeily; MpPE3CHTAIUs MOXKET
coJiepaThb pa3zelibl ¢ IpyNIaMy CIai10B;

6) IIpon3BOJIbHBII MOKA3 — C TOMOIIIbIO BIOKEHHOTO MEHIO BHIOMPAETCS BApUAHT MIPE3CHTALINH JIJIS
naHHOM ayauTopuu. OfHa U Ta )K€ MPE3eHTalUsl MOXKET UMETh MHOXKECTBO BapHAHTOB, COCTOSIILIUX U3
pa3HBIX CIIAJIOB OJHOM TIIpe3eHTauuu. HeHyxHble ISl JaHHOTO BapuaHTa ClalAbl OCTAKTCS
CKPBITBIMU;

7) Dxpan — 31ech BbIOMpaeTCs 1BET oHA IKpaHa. B 10001 MOMEHT JOKJIaUYUK MOXKET 3aMECHUTH
n300paXkeHUe claiijja Ha SKpaHe OJHOPOJIHBIM YEpHBIM WM OenbiM 1BeToM. Ha BeiOpanHOM QoHe
MOKHO PUCOBATh C MOMOIIBIO0 HHCTpyMeHTa [lepo;

8) [lay3a — BOCTIpoOM3BENCHUE CIIAlIOB MPUOCTaHABIMBAETCsA. B0300HOBUTH TMOKa3 MPE3CHTAINU
MOJKHO, BBIOpaB B TOM e MeHI0 komaHny I[Ipogomkuts. PexxuM maysbl 10CTyIieH, eciiu Juisl ciaiiia
ObL1a yCTaHOBJIEHA JUIMTEIBHOCTD MTOKa3a;

9) 3aBepmTh MOKA3 CIANWIOB — MPOU3BOJUTCS BBIXOJ M3 PEKMMA JEMOHCTpAIMU CiIaiiioB. Takxke
3aBEPIIUTH MMOKA3 CJIANI0B MOXKHO C TIOMOIIBIO Ki1aBuiH [ Esc].

Ecnn pexxum nokinaguuka OTKIOYEH (COOTBETCTBYROIIMK (hnakok Ha Bkianke Ilokas cnaiinos
CHST), IMpe3eHTalusi BOCHPOU3BOAUTCA Ha OJHOM MOHHUTOpE (IIPOEKTOpE), BLIOpAaHHOM B
packpsiBatoniemcsi cnucke [lokaszate Ha:. B 3ToM citydae B packpeiBaromieMcs cnucke Paspemienue
Heo0X0IMMO BBIOpATh pa3pellleHue, ¢ KOTOPbIM OyIeT BOCHPOM3BOAUTHCS IMPE3EHTALUs, C YYETOM
TEXHUYECKUX BO3MOXKHOCTEM MOHMTOpAa M MYJbTUMEIUMHOIO MPOEKTOPA, a TakkKe TOro (hakra, yTo
IIPU BBICOKOM PAa3pEUIEHUH BOCIIPOU3BEIECHUE MOXKET 3aMEIIUTHCS, T. €. JJIUTEIbHOCTh aHUMALUU U
[0Ka3a CJIaiiJI0B MOKET HE COOTBETCTBOBATh YCTAHOBJICHHOM.

” 3aganue 4.18
3amycTuTe Mpe3eHTAIHIO.
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4.22. HACTPOMKA BPEMEHU ITOKA3A CJIAMJOB

WNuorna Ha sTane co3gaHus MPE3eHTALMK TPYIHO ONPENENIUTh, KaK JOJIFO JOJKEH OCTaBaThCs Ha
9KpaHe KOHKPETHBIN chaiin (uiau o0beKT). MOXKHO HACTPOUThH BpeMs MOKa3a OOBEKTOB M CIIalJIOB B
peKMME PeaIbHOr0 BPEMEHH, 3amlmycTuB MHCTpyMeHT Hacrtpoiika Bpemenu. Ilpu sTom 3amyckaetcs
PEKUM, TIOXOXKUI Ha PEeKUM TOKa3a CIaiiIoB, HO HAYall0 KaXKJOTo COOBITHS MPOUCXOIUT IO MIETUKY
JIeBOW KHOIKOM MBIIIH TOTJA, KOTAa JOJHKEH MOSBUTHCS OoYepeAHol oOBbekT wiu chaiia. [Iporpamma
3alIOMHHAET BPEMEHHbBIE MHTEPBAJIBI, COOTBETCTBYIOIINE KAXKAOMY OOBEKTY WIIH Caiay.

3amanue 4.19

1. Haxxmure KHOIKY |HaCTp017n<a BpeMeHvﬂ Ha Brianake lloka3 cmaiinoB. Ha skpane nosBUTCA
NEPBBIN CIIali]] MPE3EHTALMH; a B JIEBOM BEPXHEM YIJIy — [aHENb C UHAUKATOPOM BPEMEHHU.

2. lllenkauTe Ha JIOOOM ydYacTKe crlaija JEBOW KHOIKOM MBI B MOMEHT, KOTZIa JOJIKHO
HACTYIUTh IIEpBOE COOBITHE (HAIIPUMED, MOSBICHHUE NIEPBOrO OOBEKTA).

3. lllenxkHuTe JIeBOM KHOMKOM MBIIIM B MOMEHT, KOrZJa JODKHO HACTYNHTh BTOPOE COOBITHE
(HarpuMep, OSBJICHHE BTOPOTO OOBEKTA).

4. BeimonHsAHTE BBINIEYKa3aHHbBIE JEHCTBUS J0 TEX IOP, TTOKa HE OTMETUTE BPEMEHHYIO TTO3HUIIUIO
MoCJIeIHETO0 00BEKTa Ha TocienHeM ciaine. Ha skpane mosiBUTCS COOOIICHUE ¢ yKa3aHUEM OOIIei
JUTUTEIIBHOCTH TPE3eHTAIH (PUCYHOK).

l,o,l 0B aa NPoA0MKHTENEHOCTE NOKaza cnaigoe: 0:00:08, CoxpaHHTE HOEBIE BPEMEHA NOKAZa CNaHA0ET

L fa J I Het I

5.Y1o0Obl COXpaHUTb BPEMEHHbIE TOYKH HACTYIUICHHUS COOBITUH B MpPE3EHTAlluu, HAJ0 B
MOSIBUBIIEMCS COOOILIEHNH HaxaTh KHOMKY |[[la. PaGoyee mpocTpaHCTBO OKHA MpOrpaMMbl OyneT
MIEPEBEJICHO B PEXKUM COPTUPOBIIMKA CJIANI0B.

B pexxume copTHpOBIIMKA MOKA3bIBAIOTCS ACKU3bI CIAMI0B, BXOAALIMX B MPE3EHTAINIO, & TAKKe
JUINTENBHOCTh TOKa3a KaxxkJaoro u3 Hux. [Ipum Bocnpou3BeqeHHM NpE3eHTAUUU claiiibl U 0OBEKTHI
OyIyT HOSABIATHCS UMEHHO C TEMU BPEMEHHBIMU MHTEPBAIIAMU, KOTOPBIE OBbLIIN YKa3aHBbI.

EcTb emie oguH peXuM 3amucd, MOXOXKHM Ha Mpenblayliuid, HO 00Jalaroluil paciiupeHHBIMU
BO3MOXHOCTAMHU. B TaHHOM pekuMe MOXKHO 3amucaTh HE TOJBKO BPEMEHHBIE TOUKH, HO U 3BYKOBOE
COINPOBOXK/IEHUE K KaXJAOMYy cilaiiny (moHagoOuTcs MUKPO(OH, MOAKIIOYEHHBI K KOMIIBIOTEPY), a
TaK)K€ MOXKHO MCIIOJIb30BaTh TAaK HAa3bIBAEMYIO JIa3epHYIO YKa3Ky. JlazepHas yka3ka — 3TO MeTKa
OIpe/IEJICHHOrO IBeTa (10 YMOJYaHHMIO — KPAcHOIo), KOTOpas MOXKET NepeABUIaThCsl MO Claiy,
o0o3Hauasi O0OBEKThl WM (PparMeHThl, Ha KOTOpblE CjexyeT oOpaTUTh BHUMaHHE. MeTka
NepeBUraeTcs 1o cjaiay ¢ TOMOILBIO MBIIIIH.

s aKTUBU3ALINN JTAHHOTO pexuma cienyer HaXkaThb KHOIIKY
3anmch mokasa ciaiiion Ha BKiIaake [lokas cnaitnos. [losBUTCS MEHIO, TJIe MOYKHO BBIOpATh TO3HUITUIO
B IPE3CHTAllMM, C KOTOPOW HYKHO Ha4aTh 3allUCh (C MEpBOro ciaijga wiud ¢ Tekyuiero). lamee
MOSIBUTCSI TUAJIOTOBOE OKHO, B KOTOPOM CJIEyeT OTMETUTh MapaMeTpbl 3alucu (BpEMEHHbIE TOUKH,
3BYKOBOE€ COIIPOBOXJIEHHUE, JIa3epHYI0 YKa3Ky). Ilpomecc 3amucu mnpe3eHTanuu B TakoM cCiydae
aHAJIOTWYEH OMMCAHHOMY BbIlIE (Ipu nomoiy uHctpymeHTa Hacrpoiika Bpemenn). Ho 31ech MokHO
JTMKTOBAaTh KOMMEHTapHil B MUKPO(OH, a TaKXKe OTMEeYaTh Ja3epHON yKa3Koil Hy>KHbIE ()parMeHTHI Ha
cnaiige. YtoObl MeTKa Jja3epHOM YKa3KH cTaja BHUJIUMOW, HAJ0 HaXaTh JIEBYIO KHOIKY MBIIIH,
yaepxuBas kinaBumry [Ctrl]. Ilpu nepemenieHun MbIIIM B TOM K€ HallpaBJIEHUU OyZleT JBUTAThCS U
MeTka. Eciau HeoOXoquMO CKpBITh METKY, OTIYCTHTE KHONKY MbImu. L[Ber mMeTku BbIQUpaeTcsa B

MajgoroBoM okHe HacTpolika 1mpe3eHTanuu, KOTOPO€ BBI3BIBACTCA  KHOIIKOM
I[CMOHCTpaHI/I;Il Ha BKiazke [Toka3 cnaiiioB. 3nech MOXKHO HACTPOUTH HapaMeTpbl, IPUMEHSIEMbIE TI0
YMOJTYaHUIO K JIEMOHCTpAIuu ciainos (puc. 4.22).
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Puc. 4.22. [luanoroBoe okHo HacTpoiika npe3eHrauuu

ITepexntouarens [lokas cinailioB onpenenseT pekuM BOCIIPOU3BEAECHUS CIIANIOB.

Hactpoiikam, pacnonaratomumcss B rpymnmne Ilapamerpsl mokas3a, HOPHCBOEHBI JIOCTaTOYHO
MOHTHbIE Ha3BaHMs. VMIMEHHO 3/1ech BbIOMpaeTCsl LIBET, KOTOPBIA 3areM OyAeT HCHOIb30BaThCS B
Ka4yeCcTBE 1[BETA I1epa U 1[BETA Ja3€PHOUN YKA3KH 110 YMOIYAHHUIO.

B rpynne Cnaiinel BeIOMpaeTcss Ta 4acTh IPE3EHTALMM, KOTOpas OyleT MoKazaHa MpH HaXaTuu
KHOIIKH pacnonoxkeHHOM Ha Bkiagke Iloka3 cmaiimoB. MoxHO BbIOpaTh T€ CllalBbI,
KOTOpble OyIyT IOKa3aHbl, WJIM BapuUaHT IPE3CHTAlUU, KOTOPbI OyleT JEeMOHCTPUPOBATHCS 110

YMOJIYAHHUIO.
[Tepexmtouarens CMeHa cliaiifloB ONpeneNseT PeKUM IMOSIBICHUS CIIAalI0B HAa dKpaHE (BPYyUHYIO

Wi aBTOMaTUYECKU 1o 3aJaHHOMY

BPEMEHH).

B rpynne Heckonbko MOHUTOPOB BBIOMpAETCS YCTPOHCTBO (MOHUTOP WJIM IPOEKTOpP), HA KOTOPOE
OyIeT BBIBOIUTHCS MPE3CHTALUS, a TAK)KE BKIIIOUCHHE WU OTKJIIOUEHUE pexuMa JT0KIa1uiKa.

KOHTPOJIBHBIE BOITPOCHI

1. JloGaBieHUE BUIEO B IPE3EHTALMIO U €r0 HACTPOMKH.

2. JlobaBieHuE 3ByKa B PE3EHTALIUIO U €r0 HACTPOUKH.

3. Hactpoiiku nathl, BpEMEHU U HOMEpa CjIaija.

4. HacTpoliku apamMeTpoB Iepexo/ia CJ1aiiioB.

5. HacTpoiiku napaMeTpoB 1oka3a (JIeMOHCTpaLluH) Pe3eHTalUH.
6. HacTpoiiku BpeMeHH MoKa3a 0OBEKTOB U CJIal/IOB.

KOHTPOJIbHAS PABOTA

Pa3paboraiiTe npe3eHTaluo Ha 33JaHHYIO0 TeMy (HOMEp T€Mbl COOTBETCTBYET HOMEPY CTYJCHTA B
criucke rpynmbl). Pabora gomkHa comepxaTh 12 crlaidoB Ha 3aJaHHYIO TEMY, a TaK)K€ THUTYJIbHBIN
claig u ciaidg o6 aBtope. B mpeseHTanuu JOJDKHBI OBITH HCIIOJIB30BaHBl TEKCT, Ipaduyeckue
00BEKTHI, TabMuIpbl, auarpaMMmbl. TpeOyercs HACTpOUTh aHUMALMIO U 3BYKOBOE COIPOBOXKIIEHUE
cinaioB. OTYETHOCTH IPOBOJIUTCS B BUJE 3aILUTHI IPOEKTOB.

TEMbI ITPE3EHTALIMIA

. Undopmariusi, ee CBOICTBA U BHIBI.

. DKOHOMUYeCKas I/IH$OpMaI_II/I5{, €€ CBOICTBA U BUJBI.

. DKOHOMUYeCKass UHPOpMaMOHHAs! CUCTEMA.

. CpencTBa BelUMCIUTENbHONU TeXHUKU. [lepconanbabie DBM.
. UcTopus pa3BUTHUS BBIYMCIUTEIbHOW TEXHUKHU.

. CTpoeHne nNepcoHaIbHOTO KOMIIBIOTEPA.

. YerpoiicTBa BBOJIa MH(OpMALINH.

. YerpoiicTBa BbIBOJIa HH(POPMALIUH.

. YcrpoiicTBa XpaHeHHs] HH(POpMaIIHH.

. Komuposanue nnpopmanru 8 IBM.

. Kimaccugukanus nporpaMMHBIX IPOTYKTOB.

. CucteMHO€ MPOrpaMMHOE 0OECIICUCHHE.

. [lpukagHoe nmporpaMMHoe oOecrieueHue.

. I'mo6anpHas cets MHTEpHET.

. ApXUTEKTypa KOMIbIOTEPHBIX CETEH.

. CepBepsl cetu MHTEpHET.

. Torms3oBaTenseknit waTendeiic onenarmonHol cucrembl Windows.
. CTannanTHbIe TTDOTDAMMBI OTTENAITHOHHON cucTeMbl Windows.
. Bunvcel 1 aHTUBUDVCHEIE MDOrpaMMal.

. SI3b1KM TIDOTDAaMMUDOBAHMUS.

. UndbonmManmoHHble TEXHOJIOTHH B SKOHOMHKE.

. ATTODUTMHEL.

. CucreMpl cuncnenms.

. MeTob! 3amuThl HHPOPMAIIHH.
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2. TABJIMYHBIN TTPOLIECCOP EXCEL

JIABOPATOPHAS PABOTA Ne6

2.1. OCHOBHBLIE ITOHATHS, HEOBXOJUMbIE
JUIA PABOTHBI C OJIEKTPOHHBIMUN TABJIMILIAMUA

Jns xpanenust 1 006paboTku MH(POpMAIMK, TpeACTaBIeHHONW B TabauyHON (opme, B HacTosIiee
BpEMsl Yallle BCEro MPUMEHSIOTCS 3eKTpoHHble Tabiuiel (OT). YnpaBieHue uMu oCylecTBIseTcs ¢
MOMOIIBIO CHENHATBHOTO KOMILIEKCa MPOrpamMM, KOTOpbIE Ha3bIBAIOTCS TAOIWYHBIMH MPOLIECCOPaAMHU
(TIT). K Hum otHocutca Bxomamas B mnaker Microsoft Office 2010 mporpamma Excel 2010.
Ocob6ennoctrio 3toro TII siBisiercss coyeTaHue JOCTATOYHO MPOCTOro rpaduueckoro uHTepdeiica c
HIMPOKUMHU (DYHKIIMOHAJIBHBIMU BO3MOXKHOCTSAIMHU. Excel mo3BonsieT: co3gaBaTh, peAakTUpOBaTh U
BBIBOAUTH Ha medaTh OT; co3gaBaTh MHOrOTaOIMYHBIE JOKYMEHTHI, OObEIMHEHHBIE (hOpMyNIamu;
CTPOUTH JAWarpamMMbl, MOJU(GHUUUPOBATh UX M pellaTh SKOHOMHYECKHE 3a/aud TrpaduyecKumu
MeTo/laMH; paboTaTh € 3JIEKTPOHHBIMU TAaOJIMIIaMU Kak ¢ 0a3aMM JaHHBIX (COPTUPOBATh, NPOBOAUTH
BBIOOPKY); CO3/1aBaTh UTOTOBBIE U CBOAHBIEC TAOIMLIBI U T. 1.

Pabouee oxHo mporpammbl Excel 2010 comepkut cranmapTHbie JIeMEHThI MHTepdelica s Bcex
Windows-nipunoxenuii (puc. 2.1).

3aroioBok oToOpakaeTcs BBepXy dKpaHa. IlaHenb ObICTpOro nocTymna ComepX HUT Haubosiee 4acTo
ucronb3yeMble KHONKY. JIeHTa BKItoyaeT B ce0st Habop BkIanok. Bxmagka Paiin 3ameHnna BKIAAKY
Office u3 Bepcuu 2007. Ilone umenu nepemaer uHpopMalui0 00 AKTUBHOM Ha JAHHBI MOMEHT
SYEHKE.

Crpoxka ¢opmyn (cTpoka BBOJa) 0TOOpaXkaeT BBOJMMBIE B sSUEHKy AaHHbIe. B Hell moib3oBarens
MOXET MPOCMATpUBaTh WM PEIaKTHPOBATh COACPKHUMOE TeKylled sueiku. OCOOEHHOCTh CTPOKHU
(dbopMyn 3aKiroyaeTcsi B BO3MOXKHOCTH BHUJIETh COJEPXKALIYIOCS B TEKyLIeH sdelike GopMmyily HIU
¢yHKIUIO, a HE ee pe3ynbraT. Pabodee mosie — MpOCTPaHCTBO AIIEKTPOHHOM TaOIMIIbI, COCTOSIIEE U3
sYeeK, Ha3BaHUI CTOJIOLOB U CTPOK. DJIEMEHTHI YIIPABICHUS BKJIIOYAIOT KHOIKY HAaBUTALUH, SIPJIBIYKU
JMCTOB U TOJIOCHI IPOKPYTKH.
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Puc. 2.1. Pabouee okno mporpammsl Excel 2010

B ctpoke cocrosiHus 0TOOpaxaroTcs (ciieBa HalpaBo): MOPSAIKOBBI HOMEP aKTUBHOTO JIUCTA; SI3bIK
BBO/Ia; KHOINIKU IEPEKIIOUEHUS] PEKUMOB PabOThI C JIOKyMEHTOM; IOJI3YHOK M3MEHEHUsl Maciutada
JIOKYMEHTA.

Crpoka MEHIO COAEPKUT MMEHa MEHIO OCHOBHBIX PEXHMOB Iporpammbl. BeiOpaB oauH U3 HUX,
I10JIb30BaTENb MOJIyYaeT JOCTYN K HUCIAJAIOIIEMy MEHIO, COIEpPXKAIlEMy MepedyeHb BXOJSIINUX B HETO
komanz. Ilocie BbIOOpa HEKOTOPBIX KOMAH] HHCIAAAIOIIET0 MEHIO MOSIBIISIOTCS JIONOJHUTEIbHBIE
noaMeHto. [laHesnb HHCTPYMEHTOB BKIIIOUAET OIPENEICHHOE KOJMYECTBO KHOIOK, MpeAHa3HAYCHHBIX
JUIs OBICTPON AKTUBU3ALIMU BBIIIOJHEHHSI COOTBETCTBYIOIIMX KOMaH 1 MEHIO.

[Ipu 3amycke mporpammbl Excel oTkpbiBaeTcsi OkHO, cojeprkaiiee HoOByro Palouyio KHUTY —
MHOTOCTPAHUYHBI JOKYMEHT TabiauuHoro mporneccopa. Kaxnas crpanuuma pabodyeid KHUTH
Ha3bIBaeTCsl pabOYUM JIMCTOM; aKTUBHAs CTpaHMIIA OTOOpa)kaeTcsi B OKHE JIOKyMeHTa. B pabouwmii
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JUCT MOTYT BXOAWUTH TaOIMIIBI, JUarpaMmbl, Makpochkl. Bce nucThl pabouell KHUTH COXpPaHSIOTCS B
OITHOM (paiine.

Kaxnpiii paGounii JMCT pa3menieH Ha CTOJOIBI, CTPOKKM M SYCHKH, OTACIEHHBIE IPYr OT JApyra
pasnenuTenbHbIMU JIUHUSAMU (cM. puc. 2.1). CrtonOubl — 3TO BepTUKaibHbIE pas3neibl. llepBblit
cronber — ctonbenr A (OykBa A m3o0paxeHa B €ro 3arojioBke). [ opu3oHTaIbHbIE pa3eibl — CTPOKUA —
nponymepoBanbl. Kaxapriii pabounii muct umeet 256 ctonduos (ot A 1o IV) u 65 536 crpok. Sueiika
— 3TO 00JIacTh, 0Opa30BaHHAS MIEPECEUCHUEM CTPOKHU U cTonona. Kaxknas sueiika mmeeT cOOCTBEHHBIN
ajZipec, OIpelesieMbli MMEHEM CToi0la M HOMEPOM CTPOKHM, K KOTOPBIM OHa MPHHAJJIEKUT.
Hanpuwmep, siueiika B 1eBOM BepxHEM yriry pabodero jucra umeer ajgpec Al. Tekymieit (akTUBHOI)
HazbiBaeTcs sueiika DT, B KOTOpOM B JaHHBIH MOMEHT HAaxOAUTCS Kypcop. AKTHBHAas siuehka
OKpY’>KE€Ha PAaMKOH, KOTOpasi Ha3bIBAE€TCS PaAMKOM aKTUBHOM slueMKU. 3arojoBKM CTOJNOLA U CTPOKHU
AKTUBHOM SIYEHKM BBIACNAIOTCA OoJiee KUPHBIM IIPUPTOM U BBINIAAT PeabeHO MPUIOJHITHIMU.
BBomuTh naHHBIE MOKHO TOJBKO B AKTHBHYIO SYEHMKY. AJpec TEKyLIEH SYEHMKH BBIBOJWUTCS B IIOJIE
nMeHH (cM. puc. 3.1), a cogepKIUMOe — B CTPOKE BBOJIA.

B nporpamme Excel nmo kpaiiHeli mepe onHa Tekyliasl siueiika BblaeneHa Bcerga. Kpome Toro,
HMMEeTCs] BOBMOXKHOCTh BbIJIENIEHUS OJI0Ka siYeeK, T. €. TPYIIbl IOCIeI0BaTEeIbHBIX siueeK. bilok sueek
MOXXET COCTOATh W3 OJHON SYCHKH, CTpPOKM (WM €€ YacTH), CTOJOma (MM ero 4acTH), a TaKkKe
MOCJIEI0BATEIHHOCTH CTPOK MJIM CTOJIOIOB (MM UX YacTei).

OcHOBHBIE O0BEKTHI 00pabOTKM WHGOOpPMAIMM — 3JIEKTPOHHBIC TaOMUIBI — pa3memaroTcs TII
Excel 2010 B camocTosTenbHBIX OKHaX. AKTUBU3UPOBATh JIt0OOE M3 HUX MOXKHO, BBIOpAaB €ro Ha
naHenu 3ajgad. llporpammbl JalOT BO3MOXHOCTH OJHOBPEMEHHO OTKpPbIBaTh MHO)KECTBO OKOH,
OpraHu3ysi T€M CaMbIM MHOTOOKOHHBIM pexuMm padoTbl. OKHa, KOTOpble Mbl BUAMM Ha 3KpaHe,
Ha3bIBAIOTCS TEKYLIUMU (aKTUBHBIMHU).

Uro0Obl BbI3BaTh HAa OSKpaHe OO0JAacTH TaOdMIbI, KOTOpPblE HAa HEM B HACTOSIIMKA MOMEHT He
0TOOpa)KeHbI, UCIIOJIB3YIOTCS BEPTHKAIbHASI M TOPU30HTAJIbHAS MOJOCHI MPOKPYTKHU. beryHnku monoc
MPOKPYTKH IIOKA3bIBAIOT OTHOCUTENIbHYIO MO3UIUI0 aKTUBHOW SYEMKHM B TaOIUIE U MO3BOJSIOT
OBICTPO IIepeMeNIaThCs M0 Hel.

Samanue 2.1

1. 3amycTute nmporpamMmmy Excel oqauM U3 1ByX cocO00B:

— IBKIBl IIENKHYB JIEBOM KHOIKOM MbIU Mo muktorpamMe Microsoft Excel Ha paGouem
croie Windows;

— IIEJKHYB  JIeBOM  KHONKOW  MbIIM ©W  BeIOpaB B MeHo  Ilyck  cTpoky
[Tycx/ITporpammer/Microsoft Excel 2010.

2. BHEUMaTeNnbHO pacCMOTPUTE OTKPBIBIIEECS OKHO MPOTPAMMBI U BBIICTUTE XapaKTEPHbBIE YaCTH
M300paKEHUS: CTPOKY 3aroJioBKa, CTPOKY MEHIO, MAaHETH WHCTPYMEHTOB, IOJIE WMEHHU, CTPOKY
dbopmyn, pabouee MojIe U AIEMEHTHI yIPABICHHUS.

3. [lepeBenuTe Kypcop MOCIENOBATEIBHO MO BKJIAJIKaM, PACOJIOKEHHBIM B BEpXHEH 4acTH OKHA
nporpammbl. Ha nente BwiOepute nro6oi snemeHT. Iloctapaiitech moramathCsi O Ha3HAYCHHUH
AIIEMEHTOB JJAHHOTO MEHIO.

4. BeliianTe 13 MaBHOTO MEHIO IIETYKOM MBIIIH 110 CTPOKE 3ar0JIOBKA.

5. [lepemecture Kypcop Ha paboyee MoOje M IIETKHUTE MpaBOW KHOMKOM MbIH. [losBUTCS
KOHTEKCTHOE MEHIO, OTOOpaXkaroliee IeHCTBHsI, KOTOPhIE MOKHO MPOU3BOAUTH C JaHHBIM OOBEKTOM
(B HameMm ciydvae c sueiikoit). [IpoBenuTe Ty ke omepamnuio ¢ sIpibIYKaMH JHCTOB M C KHOMKaMU
HaBuramuu. OO0paTiTe BHUMaHUE HA U3MEHEHUS B KOHTEKCTHOM MEHIO.

KOHTPOJIbHBIE BOITPOCHI

. Haznauenue u Bozamoxuoctu nporpamm Excel 2010.

CocTaB 1 Ha3HAuUEHUE OCHOBHBIX 3JiIeMeHTOB pabouero okHa TII Excel.

. IlonsiTne paboueil KHUTH U PabOYEro JUCTA.

QYHKIMHU APJIBIYKOB JINCTOB. .

. CI10co0BI nepexoja ¢ OHOTO JUCTA Ha APYTOM.

Hasnauenue ctpoku hopmy.

. Ilong nmeny, ero npeaHasHadeHUe.

Sueiika paboyero JgucTa.

. OkHa, ux BbI00Op. Opranuzaius MHOTOOKOHHOTO pexxuMa pabotsl B Excel 2010.
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2.2. OCHOBHBIE TTPUEMbI PABOTHI
C TABJIMYHBIM MMPOIIECCOPOM EXCEL
2.2.1. Ilepememienue 1o paboueit KHUTE

s nepemenienust mo paOouell KHUTe Ha OJHY SYEWKYy BIJIEBO, BIPAaBO, BBEPX WIJIM BHU3
WCIIOJIB3YIOTCSl KJIABUILM YTpaBieHUs KypcopoM. UToObl mepeMecTUThCS Ha OAMH AKpaH BHHU3 WU
BBEpX, ClieayeT HaxaTh kiaBuiy [Page Down] unu [Page Up] cootBeTcTBeHHO. [Ipn nepememiennu k
cTOoNOIYy A TeKyIen CTPOKHU pPUMEHSETCS KJIa-
Buma [Home], a gmua mepexoma Kk  syeiike Al —  couetaHume — KIIABHII
[Ctrl — Homel].

Jlns BbIOOpa SUEWKHM HYXKHO IIEJIKHYTh 10 HEM KHOMNKOH MBIIM (OHA MPH 3TOM CTAaHOBUTCS
aKTUBHOM). Iy mpocMoTpa apyrux odsacTeit pabovero JUCTa UCMOIB3YIOTCS TIOJIOCHI MPOKPYTKH.

Samanue 2.2

1. Ilepemecturech Ha 5 s;ueeKk BHU3 M Ha 3 s4elku BrpaBo (sueiika C5) aByms crocobamwu:
UCIIOJIb3Ysl KJIABUIIM YIIPABJIEHUS KypCOPOM; ILEIUYKOM JIEBOW KHOIIKON MBIIIY 110 JAHHOU SYEHKe.

2. Haxxmute knaBumy [Page Down] nnu [Page Up]. OOparure BHUMaHue Ha TO, KaK U3MEHHUTCS
aZipec CTPOKU B I10JI€ UMEHH.

3. Hcnonp3yiiTe MbIIIb U MOJIOCH IPOKPYTKH [yl EepeMeILeH s 110 paboueMy JIUCTY.

4. Bo3BpatuTecs K siueiike Al.

2.2.2. Co3nanue, COXpaHEHUE
U OTKpBITHE pabouMX KHHT

Jnist co3nanust HOBOM paboueil KHUTH HeoOXoauMo BbIOpaTh komanay MeHto Paiin/Co3nars/HoBas
kHura. Ecnu mo okoHyaHuu paboThl ¢ TaONMIAMM WIM IOCIE BBIIOJHEHUS YacTH pabOThl HYXKHO
COXPaHUTh PEe3yJbTaThbl, cieqyeT BbIOpaTh KomaHay Paiin/CoxpaHuTh Kak.... IIpum 3ToM OTKpoetcs
nuanoroBoe okHo CoxpaHeHHE JOKyMEHTa, KOTOpOoe OTOOpakaeT COJECP)KUMOE IAaIlKu, 33JaHHOW 110
ymom4yanutro. B packpeiBaromeMcs cnucke Ilamka: nmpuBoauTCs nEepedeHb JOCTYIIHBIX JIHCKOB.
Heo6xonumo BbIOpaTh HY>KHBIN AMCK, HAIIpUMEp CETEBOM AMCK «mserver» (Z:)\, U marnky, BBECTH UMs
¢aitna B mone Mms ¢aiina, pacrnonokeHHOe B HUKHEH YacTH JMAJIOTOBOTO OKHA, IOCJIE 3TOrO
LIEJKHYTh 10 KHOIIKE .

Ecnu ¢aiin ogHax sl yke OblJI COXpaHEH, TO IETYOK MO KHOIKE coxpansier Qaiin 6e3
OTKPBITUS AUAJIOrOBOrO OKHa. MOXKHO COXpPaHUTBH IIOJ HOBBIM MMEHEM WM B IPYIrOM MECTE paHeEe
coxpaHs-BIIMiics ¢aiin ¢ momoibto koMa bl Paiin/CoxXpaHUTh Kak....

YToObl 3aKpBITh KHUTY, CIIEAYET BbIOpaTh koMaHy Paiin/Beixoa nin menakHyTh 1o 3Hauky 2. Eciu
IPU 3TOM 3aKpbIBAECTCS JOKYMEHT, KOTOpPBIM ObLI M3MEHEH C MOMEHTa IOCJIEJHEr0 COXpaHEHus,
porpamMmoii OyzieT mpeuio’KeHO COXPAHUTh BHECEHHBIE H3MEHEHUS.

Jns oTKpbITHsSL pabouedl KHUTM  HeoOxonumo BbeIOpaTh Komanay Paiin/Otkpeite. IlosBuUTCS
nuanoroBoe okHO OTKpbITHE JOKyMeHTa. B crucke Ilamka: 3agarorcst TpeOyeMble qucK M nanka. M3
nepedHsi (aioB BhIOUpACTCS HYKHBIM WM BBOAWTCS ero ums B none VMmsa daiina:. Jlanee HyXHO
LIEJIKHYTh 10 KHOIIKE .

Samanue 2.3

1. Co3maiite HOBYIO0 pabouyto kHuTY. HaGepute B sueiike C5 Tekct: S m3ydar0 BO3MOXHOCTH
tabmmunoro nporeccopa Excel 2010. Coxpanute pabouyro kaury noa umeneM [IPOBA Ha ceteBoM
mucke «mserver» (Z:)\.

2. Habepute B stueitke C7 cBoro dammnuto. [loBropHO coxpanurte naHubeie B kHUTe. OOparute
BHHUMaHHE Ha TO, YTO TPY TOBTOPHOM COXPAHEHUH Ha 3KpaHE HE MOSBISICTCS TUATOTOBOC OKHO.

3. Coxpanure padbouyto kaury mog umeHem [IPOBA 1 na cereBoM gucke «mserver (Z:)\.

4. 3akpoiTe OKHO CO3/IaHHOTO JOKYMEHTa (HO HE caMmy MpO-TpamMmy).

5. Otkpoiite nokymentsl [IPOBA u ITPOBA 1.

2.2.3. Pabora ¢ nmcTaMu 3IEKTPOHHOU TAOIUIIBI

PabGoune muCTBI MOXKHO BBIACIIATD, I'PYNIIMPOBATD, IICPEMCIIATh, KOIIMPOBAThL, BCTABJIATL U YAAJIATh.
I[J'I}I BBIACICHUA pa6oqero JINCTAa HYKHO HICJIKHYTH IO €TI0 APJIbIYKY. I[J'ISI BBIACJIICHHA BCCX pa60q1/1x
JJUCTOB IICJIKAKOT npaBoﬁ KHOITKOM MBIIIHY 110 J'IIO6OMy APJIBIYKY U B OTKPBIBIIEMCS KOHTCKCTHOM MCHIO
BLI6I/IpaIOT ITYHKT Brigenuts BCe JIUCTHI.
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Korma BbIZIeIEeHO HECKONBKO pabOYMX JMCTOB, OHU TPYNIUPYIOTCS. JlaHHbBIE, BBEJICHHBIC B OJUH
JUCT TPYIIbl, MNONaAal0T BO BCE OCTaJIbHbIE JUCTHL. [l0 OKOHYaHWM BBOJAA, NMEPEMEILICHUS WU
KOMUPOBAHUS OOIIMX JTAaHHBIX HEOOXOJUMO OTMEHUTH TPYIIUPOBKY JHCTOB: INEIKHYTh IPaBOi
KHOIIKOW MBIIIH 110 JTIOOOMY SPJIBIYKY pabodero JUCTa TPyl U B OTKPHIBIIEMCS KOHTEKCTHOM MEHIO
BBIOpaTh MYHKT PasrpynmupoBarte JHCTBI WIM WICIKHYTh 10 SIPJIBIYKY JIFOOOTO JIMCTA,
HE BXOJSIIETO B IPYIIY.

Konuposars 1160 nepemMeniaTe OJMH WU HECKOJIBKO pabOYHX JIMCTOB MOXKHO KaK BHYTpH pabodeid
KHHUTH, TaK ¥ MEX1y KHUTaMu. 11 mepeMenienrs paboyero JIMcTa BHYTPU pabodeit KHUTH TIEPEHOCST
€ro spJBIYOK Ha HOBOe MecTo. [Ipu kommpoBaHum pabouero JucTa B Ipenenax padoueld KHUTH TPH
nepeHoce yaepkuBaroT Haxkarod kmaumny [Ctrl]. Jlns mepememienusi TUCTOB MEXKIY OTKPBITHIMU
KHUTaMH BBIOMPAIOT B KOHTEKCTHOM MEHIO MyHKT [lepemectntTs/CKONMUPOBATH..., @ B OTKPBIBIIEMCS
JIMAJIOTOBOM OKHE — Ha3BaHWE KHUTH. J[JIsI KOMMPOBAHHUS JUMCTOB MEXAY KHUTAMU KPOME 3TOrO B
JTNAJIOTOBOM OKHE HEOOXOAMMO BBIJEIUTH ToJie CTpoku Co31aBaTh KOIMHUIO.

Uto0bl BCTaBUTh HOBBIM pabouuii JHCT, cienyeT BeIOparh koManay BcraBka/Jluct Ha mnanenu
Slyelika BxiIanku [aBHas wiau MyHKT BCTaBUTH B KOHTEKCTHOM MEHIO. [[s1 ynaneHus OJIHOTO Wiv
HECKOJIPKUX BBIIETIEHHBIX JTUCTOB IMOJB3YIOTCS KOMAaHI0N YaIUTh/YIQIUTh JIUCT Ha maHenu Sdeiika
BKJIaJKH [ JTaBHAS WM MMyHKTOM YJIAJINTh B KOHTEKCTHOM MEHIO.

IlepenmeHOBaTh JINCT, BXOJAIIMM B KHHTY, MOXKHO, IIEJIKHYB NPaBOM KHOIKOM MBIIIH IO €ro
APABIYKY W B OTKPBIBIIEMCS KOHTEKCTHOM MEHIO BBIOpaB MyHKT llepenMeHoBarh OO IABAXIBI
LIETKHYB JIEBOM KHOIKOW MBIIIH MO SIPJBIYKY JIKCTA.

Samanue 2.4

1. B nokymente IIPOBA 1 co3paiite B JomonHeHHe K uUMeromuMcs eme 4 pabodux JucTa.
PaccraBbre nucthl B mopsinke ux cozpanus (Jlucr 1 — Jluct 7), mepememas ux BHyTpu paboueit
KHUTH.

2. Boigenure Bce nMCThI U B Aueiiky C8 BBennTe HOMED Balllel TpyHIibl. PasrpynnupyiTe JIUCThI
U yOeaAUTEeCh, UTO JaHHBIE BBEICHBI BO BCE JINCTHI KHUTH.

3. Ypanure nocineauue 3 iucra.

4. Ilepenmenyiite nuctsl B KBapran 1 — Keapran 4.

5. Cxonmpyiite nepssle 2 nucta fokymeHnTta IIPOBA 1 B nokyment ITPOBA.

6. CoxpaHuTte JOKYMEHTBHI.

2.2.4. BBon ¥ peaakTUpPOBAHHE JAaHHBIX

B paGouwmii nuct mMoryt ObITh BBEIEHBI TPU BHJA JAHHBIX: YUCIA, (POPMYIJIBI U TEKCT, a TaK¥kKe
MMIIOPTUPOBAHbI JaHHble ¢ ucrnoib3oBaHueM texHonorun OLE (Object Linking and Embedding) —
MEXaHU3Ma CBS3bIBaHUA M BHEApPeHHUs 00BbekTOB. Yucia mnpenctaBisioT coOoil 3HaueHus, KOTOphIE
MOJKHO HCIOJIb30BaTh B BBIYUCIEHUSAX. DOpPMYJbl — 3TO HMHCTPYKLUHMU K BBIYMCIEHUSM. TekcT —
uH(popmManus, KOTOpast
He SABJISIETCS HU YUCIIOM, HU (pOpMYJIOH.

[Ipexxne Bcero cienyer BbIOpaTh HYXKHYIO A4€iiKy, a 3aTeéM HadaThb BBOJ JAaHHbIX. BBoaumbie
CUMBOJIbI 0TOOpa3ATCs Kak B sUelKe, Tak U B CTpoke Gopmyin. OTMEHsIET BBOJ Ha)KaTHE KJIABUILIU
[Esc] na knaBuarype. Haxxatuem [Enter| 3akaHunBarOT BBOJ] JaHHBIX.

CymectByer ABa crioco0a u3MeHeHus cofepkumoro siueiiku. [Ipu BpiOOope sUeiiku 1 BBOJE B Hee
OBOTI'O CofiepKaHMsI cTapasi HHpopMalus 3aMeHsieTcs apToMaTiuuecku. Eciu sxe nanHpie 00beMHbI, HO

eOyI0T HE3HAUUTEIbHONM KOPPEKTHUPOBKH, IPEANOUTUTENIbHEE OTPEIaKTUPOBaTb HX B CTPOKE
opmyiL. [1o okoHUaHMM MPaBKU ClieIyeT HaxKaTh KiaBuiry [Enter].

Jlis ynaneHusi colepKUMOro HeoOXOJUMO BbIOpaTh HYXHYIO SYEMKYy WiIK OJOK sSYeeK M HaKaTh
(maBuity [Delete] na kimaBuarype.

3aganue 2.5

1. B xuure IIPOBA 1 ynanute cpa3y Ha Bcex (!) nucrax (KBapran 1 — KBapran 4) Bce naHHbIe,
BBIJICJIMB X C UCIOJIb30BAHUEM KHOIKK Bhiienuts Bce.

2. BBenute nanHble cpa3y Ha Bce (!) nMCTBI. YUYTHTE, YTO 4YacTh AAHHBIX NPU ITOM OyrmeT
nepekpbiBaTbes ApyruMu. B siueiiky Al Beequre — GSM line; B A2 — Komnanus «GSM line»; B A3 —
YpoBeHb Mpojax COTOBBIX TenehoHOB 3a TeKymuid roma; B A4 — Otuer coctaBui:; B D4 — Bamry
dbamunno, uMsi, 0T4eCTBO; B A5 — nmaty coctaBieHusi otueta; B A6 — Tekymmii Kypc nosuiapa:; B
A8 — Ne i/m; B B8 — HanmenoBanue npencraBieHHoro obopynosanusi; B C8 — Llena, nomn. CILA; B
D8 — Ilena, py6.; B E8 — O6wem mponax; B E9 — 1-it kBapran; B H10 — Uroro; B 110 — Cpennee, B
J10 — % ot cymmsr; B K10 — BeiBogsr; B B11 — Jluneiika tenedonoB Siemens; B B12 — Siemens C35;
B B13 — Siemens ME45; B B14 — Siemens A40; B B15 — Siemens S45; B B16 — Siemens A35; B B17
— Utoro mo mapkam Siemens:; B B18 — Jluneiika tenedonoB Nokia; B B19 — Nokia 6250; B B20 —
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Nokia 3330; 8 B21 — Nokia 7110; B8 B22 — Nokia 3310; 8 B23 — Nokia 6210; B B24 — Htoro mmo
mapkam Nokia:; B B25 — Beero; B C12 — 104; B C13 — 310; B C14 — 88; B C15 — 306; B C16 — 74; B
C19—-255;8C20 - 145; B C21 —315; B C22 - 125; B C23 - 215.

3.B sueiikax E9 Ha Bcex cTpaHuuax B cTpoke ¢GopMysd H3MEHHTE HOMEpa KBapTajoB B
COOTBETCTBHM C UMEHEM CTPAHUIIBI.

4. Coxpanute nokyMmeHT [IPOBA 1 nox umenem Peanuzauus o6opynoBaHus.

2.2.5. KonmmpoBanue, nepeMenieHue
N BCTaBKa JaHHBIX. ABTO3aII0THEHHE

Janusie B Excel 2010 MOXXHO mepeMecTuTh, CKOINUPOBaTh, YAAIUThb, BBIPOBHITH WIU
nepeopMHUpOBaTh TOJNBKO IOCIE WX BblIedeHUs. llpu mepemerieHuy BblJENEHHAs HHPOpMAaLUs
yIalseTcss ¢ MpeKHEro MecTa U pacrojiaraercs Ha HOBOM. [Ipu KOmupoBaHUM JaHHBIE OCTAIOTCS Ha
CBOEM MECTe, a Ha HOBOM co3faercd ux komus. [Ipu BeIpe3aHuMM WM KONMPOBAHUHU JAHHBIX OHU
3a”ocsTCs B Oy(pep oOMeHa — 3ape3epBHPOBAHHBIN OJ0K MaMsITH KoMmrbioTepa. OH MOXKET COACpKaTh
B KQK/JIbIi1 MOMEHT BPEMEHHU TOJILKO OJTUH OJIOK WH(MOpMAIIHH.

UTo0bI IEpeMecTUTh I KONUPOBATH JAAHHBIE, HY>KHO BBIIIOJIHUTH CIIECAYIOLIUE IEHCTBUS:

1) BbIIEAUTD siuEKy UM OJIOK siueeK, KOTOPBIE MOJUIEKAT MEPEMEILIEHUIO NN KOMHUPOBAHHUIO;

2) menkuyTh 1o kHonkdY (Boipesars) unEz (Komuposath) Ha nanenu Bydep oOMeHa Bkiiagku
I'maBHas;

3) BBLIEIUTD AYEIKY, B KOTOPYIO BCTaBIIsAETCS HH(POpMAIIHS;

4) wenkuyth 10 KHONKE (BcraButh) Ha nanenu bydep oomena Briaaku [aBHas 1160 BIOpaTh
KOMaH/y KOHTEKCTHOTO MEHI0 BCcTaBUTh.

B nporpamme cymiecTByeT HECKOIBKO BHJOB YKas3aTedsl MBIIIM, MEHSIOIIErocss MpU  €ro
HEepeMEILEHUH 110 paboyeMy JIUCTY.

Korga ykaszarens umeer BUI OOJIBIIOTO Kpﬂa , €T0 MO’KHO HCITOJIb30BaTh Il BHIOOpa WK
BBIJICJICHUS] STYEEK.
IIpu ycraHOBKe yKa3aresis Ha IPAHMIIE aKTUBHOW SYEWKH OH IIPUHUMAET BUJ CTPEJIKU . B atom

ciydae ero MokHO M{ % [b30Barh JUIs IEpEMEIIECHIs SIEHKH.

B npaBoMm HW)XKHEM yIlly paMKHM aKTUBHOM SYEHKHM PAaCIOJOKEH YEPHBIM KBAaJpaT, HA3bIBACMBbIN
MapKepoM 3amojHeHust . Kak Toibko ykasarens N_[jiu mepeMecTHTCSs Ha 3TOT MapKep, OH IPHMET
BHJl YEPHOI'O KpECTa, 4YTO JAEMOHCTPHUPYET BO3MOKHOCTb HCIIOJIB30BAaHUSA MBIIIM B ONEPALUU
ABTO3AIIOJHEHUsI — 3allOJHEHUS Psa COCEOHUX SYEEK IOCIEAOBATEIbHOCTRIO WM TNPOrpeccueit
JaHHBIX, OyZlb TO YKCIIa UM TEKCT.

Jli1s mpoBeieHHs aBTO3aNOIHEHNUS HE00X0IUMO:

1) BbIIEAUTD STUEHKY, KOTOpasi COAEPKUT HYKHbIE TaHHBIE;

2) NoABECTH KypCOp K MapKepy 3alOjHEHMsI, HaXKaTh JIEBYIO KHOIIKY MBIIIU M, HE OTIyCKas ee,
MPOTAIIUTh MapKep 3all0JTHEHUs], BBIAEISAS AUEHKHU, B KOTOpbIE OyyT CKOIIMPOBAHbI JaHHbIE;

3) OTIYCTUThH KHONKY MBIIIN — BBIJICJICHHBIE SYEHKHU 3aIIOTHSATCS.

3aganue 2.6

1. Ilepemecture Onok stueek A4:D6 B sueiiky A26 Ha nucte KBapran 1, ucnonb3yst KOMaH/IbI
naHenn  bydep oOmena, na nucre KBapram 2 — KHONKM IaHETd HMHCTPYMEHTOB, Ha JHMCTax
Ksaprai 3 u KBapran 4 ¢ moMOLIbI0 MBIIIN.

2. Beeaute apudmernueckyro mnporpeccuro uyucen B suedku Al2:A16 ¢ nmomoupio QyHKIMH
ABTO3anoNHEeHNE cpa3y Ha Beex jmcrax. s aroro B siueliky Al2 Beaure 1, B A13 — 2. Beigenure
9TH SYENKHU IIPYU TOMOUIY MBIIIN U IPOBEAUTE aBTO3ANIOJIHEHUE.

3. Ilo aHanoruu 3anoiaHUTE JaHHBIMU sSUeku A19:A23.

4. Ha kaxnoMm Jucte ¢ nomoiupio ¢GyHKiuM ABrto3zanonHenue B sueiiku E10:G10 BBeaute
Ha3BaHMs MECSIEB COOTBETCTBYIOLIET0 KBapTaja roja (Hampumep, Ha iuct Ksapranm 1 — sHBapsb,
dbeBpanb, mapT). s atoro B siueiike E10 nHabepute SIHBapb U NpOBEIUTE aBTO3ANIOHEHUE.

2.2.6. BcraBka U ynaleHHUE SYEEK,
CTPOK M CTONOIIOB

Jlns BcTaBkM Mexay cronduamu A u B pgomomHuTensHOro ctonllia cHavyana cleAyeT BBIACIUTh
ctonber B, 3aremM MIENKHYTh MPaBOil KHOMKOW MBIIIN U B OTKPBIBIIEMCS] KOHTEKCTHOM MEHIO BBIOPATh
nyHKT J[00aBUTH sueliku. MOXHO TakKe BBINOJHUTH KoMmaHAy BctaBka/CronmOupl. [lyis BcTaBKU
OJTHOBPEMEHHO HECKOJIbKHX CTOJIOLIOB MPEIBAPUTEIHHO BBIACISIETCS HEOOXOIUMOE YHCIO CTOJOIOB.
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Hanpumep, MoxHO BcTaBUTh TpH cTOIOLA rociie BoiaesneHus croiaduoB B, C u D. Takum xe o6pazom
BCTaBJISIFOTCSI U CTPOKH.

VYnanenue CTpoK U CTOJIOLIOB MOXOXKE Ha BCTaBKy. HauaTh HY’KHO € BBIJIEJIEHHUS CTPOK (CTOJOLIOB).
UToOBI OAHOBPEMEHHO YIAIWTh KaK COACPKUMOE, TaK M caMy CTPOKYy (cToyOerr), BBIOMpaeTCs
KoMaHza Suelika/YianuTh Win CTpoKa YJAIUTh B KOHTEKCTHOM MEHIO.

WNuorna HeoOX0MMMO BCTaBJISTh WM YHASATh SYEHKU B 4acTu pabodero JiMcra 0e3 BCTaBKU WU
yoaJleHusl LeNbIX CTPOK WM cToiOuoB. s 3TOro BhLIENSETCS AMana3oH, I7e JOJKHBI ObITh
BCTaBJICHbl HOBBIEC SIUEHKM, 3aT€M CIJIEAYyeT HIEIKHYTh MpPaBONM KHOIMKOM MBI U B OTKPBIBILIEMCS
KOHTEKCTHOM MEHIO BbIOpaTh MyHKT J[00aBUTH siuelku.... Jlajiee HY)KHO BBECTH JIOTOJIHUTEIbHYIO
nH(pOPMAIMI0O O TOM, Kak IEpEeMECTUTh COCEIHUE SYEeMKu B JuanoroBoe oOkHO JloOaBieHue
(Vnanenwue) siueex.

3aganue 2.7

1. Ynanure ctpoku 4-7 cpa3y Ha BCEX JINCTaX.

2. BeraBbre cTpoKy Mexay cTtpokamu 21 u 22. Ilepemectute sAueiiky ¢ TekctoM «Tekymuii Kype
Joju1apa» B sUeky A22.

3.Ha Bcex unucrtax, A00aBisisi CTPOKM UM UCHOJB3Yys KOMAaHAbl BbIpE3aHUs,, BCTaBKH MU
nepeMeIleHHs] MBILIbIO, PACHIOI0KUTE JaHHbIE IO JTMHEHKaM Tene(OHOB B MOPSAIAKE YBEIHMUCHHUS UX
croumocTH. He 3a0pIBaiiTe Mpo BO3MOKHOCTh OTMEHBI JIEHCTBUN MPU MUX HEBEPHOM BBIMOJIHEHUH C
IIOMOIIIbIO KHOTIOK .

4. 3aHOBO IPOHYMEPYUTE CTw3 + Cu <JIIIBL.

KOHTPOJIbHBIE BOITPOCHI

1. CriocoQbl nepemMerieHus no paboueil KHUre.

2. CrocoObl co3aHusl, COXpaHEHUs, OTKPBITUS U 3aKkpbITHs JokyMeHTOB B Excel. CoxpaHeHue
¢aiina Mo HOBBIM HMEHEM.

3. Pabora ¢ naucramu OT. Beinenenue, rpynnupoBka, KOMUPOBAHUE, MEPEMELIEHUE U yaalleHue
paboYMX JIUCTOB.
. llocnenoBarennbHOCTH BBOJIA JAHHBIX. MI3MeHeHe TaHHBIX.
5. llonstue O0ydepa oOmena. IlocnenoBarensHOCTh EpEMENICHHS WM KOITUPOBaHUS JAHHBIX.
g. Bunel ykazatesis Mpliu, pabota ¢ HUMH.
8.

n

[loHaTHE 1M OCIEA0BATEIBHOCT IPOBEAECHUS ABTO3AIIOJIHEHUS.
BcraBka u ynaneHue sueek, CTpOK U CTOJIOLOB.

JIABOPATOPHAS PABOTA Ne7

2.3. ®OPMA BAHUE JIAHHBIX
2.3.1. OObenuHEeHNE UeeK U TEPEHOC TEKCTa

BBoaumble B palOoumii JUCT JaHHbIE HE BCErJa SIBISIOTCS JOCTATOYHO Ipe3eHTaOeNbHBIMHU,
MO3TOMY HX clieayeT oTdopmatupoBath. Bes uHpopmanus o BO3MOXHOM H3MEHeHHHM (opmara
JAHHBIX IIPEICTABIIEHA B AUAJIOroBoM OkHEe dDopmar syeek, KOTopoe MOKHO BbI3BaTh OJHUM HMX ABYX
CIIOCO00B:

1) BeIOpaB komaHay MeHto dopmart/Sueiiku. . .;

2) LIEJIKHYB 110 BBIIEICHHOMN SYEHKE WIN IPYNIE SYEEK IPaBOM KHOIIKOW MBIIIN U B OTKPBIBILIEMCS
KOHTEKCTHOM MEHIO BbIOpaB MyHKT Dopmar siueex.

HuanoroBoe okHo dopmar siueek copepkuT psn BriIagok (Yucno, BeipaBHuBanume, Hlpudr,
I'pannua, Bua, 3amura), oTBeHaroInX 3a T€ WIK UHbIE BUIbI (hopMmaTrpoBaHus. OTKpbIBas BKIAJIKY
3a BKJIAJIKOM, MOYXHO YCTAaHOBHUTb JUIS BBIACIICHHBIX SYECK HYXKHbIE mapaMmeTpbl. Ilo oxoHuaHuu
YCTaHOBKH IIPOU3BOAMTCS ILEIYOK IO KHOIIKE T@, U Bce mapameTpsl (hOpMaTUpOBaHUS BCTYIST B
JICUCTBUE.

[Ipu pabore ¢ Tabnuueil BHa4yajge BaXXHO CPOPMUPOBATH €€ 3aroioBoK. [l 3TOro HeEOOXOIUMO
MIPaBUIBHO MPOBECTH ONEpaluu OOBEIUHEHUS A4YeeK U MepeHoca Tekcra B HUX. [ oObequHeHus
BBIJICIIAIOTCS IYEUKH C JaHHBIMU U HECKOJIBKO SYEEK PSIOM C HEW, IIPOU3BOJUTCS LIETYOK 10 KHOIIKE
(OObeaMHUT, M TOMECTUTh B LIEHTpE) Ha MaHenu BrelpaBHuBanue Bkiaaku [maBHas mubo
yCTaQHaBJIMBACTCA (EHAKOK OOBEIMHEHHE sUeeK BO BKJIAJKe BbIpaBHMBaHWE IMAJIOrOBOIO OKHA
dopmMmar s4eekK.

®na)koK NepeHOCUTh 10 CI0BaM Ha 3TOW BKJIAJKe 00eCHeunBaeT NepeHOC COAEPKUMOI0 B HOBYIO
CTPOKY BHYTPH SYECHKHU, €CIIU JOCTUTHYTA €€ TPaHuULa.

Samanue 2.8



BN

1. Ha mucte KBapranm 1 obobemunute siueiiku Al:B1, A2:B2, A3:K3, C1:H2, A4:A6, B4:B6,
C4:C6, D4:D6, E4:K4, E5:KS.

2. BeimenuTe MBIIIBIO 3arojOBOK TaOmuibl — siueku A4:K6 — u yCTaHOBUTE B HUX TMEPEHOC
TEKCTA.

2.3.2. PerynupoBaHue HIMPHHBI CTOJIOIOB
U BBICOTBI CTPOK

[To ymomuanuto B cronbuax nmporpammel Excel 2010 otoOpakaercs Bocemb 3HaKoB. Ecim jaHHbIC
B CTOJIOLE cojepkaT OoJjbllle WIM MEHbLIE CHMBOJIOB, CIEAYeT OTPEryJIMpoBaTh HIMPUHY CTOJOLA,
yTOOBI OHa aJeKBaTHO oOToOpaxkana uH(opmaruio. [llupuny crondia MOXHO OTPEryIMpPOBATH
BPYUHYIO WJIM UCII0JIb30BaTh KoMaHty dopmat/ Ctonber/ABTonoa0o0p MmupHUHBI.

Jlns perynupoBaHusl IIMPHUHBI CTOJ0LA BPYYHYIO CHayaua CleAyeT MOJBECTH yKa3aTellb MBI K
MpaBoi TpaHULIE 3arojioBKa CTONOLA. YKa3zaTellb M3MEHMT BHUJ Ha JIBYHAIIPaBJICHHYIO CTpEIIKY.
Heo0xomumo HaxkaTh JIEBYIO KHOIIKY MBIIIN U MPOTALIUTh Kpail 3arojoBKa CToJIONa 10 YCTaHOBJICHUS
HY’KHOM IIUPUHBI, a 3aTe€M OTIYCTUTh KHOMNKY. Eciy ABakapl HIENKHYTh IO TIpaHUIE 3arojioBKa
cTonbua, nporpamma Excel aBromaTHuecku YCTaHOBHUT €ro IIMPUHY TakK, YTOObI camasl JUIMHHAs
3aIuCh B SiYeiKe cToN01a MoMelanach MoJIHOCTBIO.

MOXHO BBIIEIUTh HECKOJIBKO CTOJIOLOB U OTPETyIMpOBaTh HUX MIMPUHY OJHOBPEMEHHO.
[leperackuBaHreM I'paHUIIbI 3ar0JIOBKA JIFOOOTO BBIJIEJICHHOTO CTOJNOLA 33/1al0T OJMHAKOBYIO IIUPUHY
BCEX CTOJO1OB. [IBOMHBIM ILIETUYKOM I10 TPaHUIIE JIF0OOT0 U3 BBIJIEICHHBIX CTOJIOLIOB YCTAHABINBACTCS
LIMPUHA KaXJI0T0 CTOI01a HHAMBUAYAIBHO MO LIMPUHE CaMOW JUIMHHOM 3alHCH.

BboicoTy cTpoKH perynupyroT Tak ke, Kak U IIUPUHY CToJI0La.

3aganue 2.9

1. Ha nucre KBapranm 1 ycTaHoBuTe BpyuHyrO HIMpUHY cToiOua A, paBHywoo 2,00 (3HaueHue
0TOOpakaeTcsl Ha PKpaHe ClpaBa OT Kypcopa).

2. Orperymupyiite cronbusl C, D, E, F, G, H ogHoBpemeHHO, 3a1aB UM 3Ha4Ye€HUE IIUPUHBI,
paBHoe 7,71.

2.3.3. BbeIlpaBHUBaHUE
U OpHUCHTAallMd TCKCTa

ITo ymomuanuto B Excel TekcT BeIpaBHUBAETCS 110 JIEBOMY Kparo, a yucia — o rnpasomy. KHonkamu
MaHeJITd UHCTPYMEHTOB MEHSIIOT 9TH YCTAaHOBHE = =|BHHUBAs TEKCT U YKCJIa IO JIEBOMY Kparo,
10 LIEHTPY WX 110 IPaBOMY Kparo.

B Excel 2010 mpenycMOTpeHO TakKe BbIPABHUBAHHE MO BEPTUKAIU, KOTOPOE MOKHO BbIOpaTh Ha
naHenu BripaBHuBanue Biiaaku [aBHas. [lo ymoauaHuio BEpTUKAIbHOE BhIPABHUBAHUE POUCXOIANUT
110 HWJKHEMY Kparo. BelpaBHUBaHUE 11O LIEHTPY U 10 BEPXHEMY KparO UCIIOJIB3YIOT AJIsl PacIONOKEHUs
COAICP)KUMOTrO OJMKe K BEpXHEMy Kpal WIM B ILEHTpe s4elkd. BpipaBHMBaHUE 10 BBICOTE
YBEJIMYUBAET MEKIAYCTPOYHOE PACCTOSHUE A0 3aIIOJHEHUS STYEHKH.

V3MeHeHne opueHTalK TEKCTa TakKe BhIOMpaeTcs Ha BKJIaJ ke BrlpaBHUBaHUE 1MATIOrOBOIO OKHA
dopmar sueek. UToOblI pacroyioKUTh TEKCT 110 BEPTHKAIHU, HY>KHO LIEJIKHYTb 10 MOJIIO0 ¢ BEPTUKAIBHO
pAcIONOKEHHBIM CIO0BOM TekcT. JlJisi BBIMOMHEHUs IOBOPOTa TEKCTa JMO00 MCIOIb3YeTCsl CUETUUK IS
YCTAHOBKH BEJIMUYMHBI IOBOPOTA B Tpajlycax, IM00 MepeTacKuBaeTcs ClIoBo-uHIuKarop Hanmuce.

3ananue 2.10

1. Ha nucte KBapran 1 ycraHoBUTE BbIpaBHHUBaHHME 0 BEPTHKAIU JAaHHBIX B sueiikax A4:K6 1o
LEHTDY.

2. YcraHoBUTE BBIpAaBHHUBAHHME 1O TOPU30HTAIM JaHHBIX B sueiikax A4:K6, B7, B14, A8:A19,
C8:K21 mo uentpy.

3. 3meHuTe OpueHTaluIo TeKcTa: B ssueiikax A4:A6 nosepHute TekcT Ha 90°, B siuelikax B4:B6 —
Ha 30°.

2.3.4. Uzmenenue mpudroBoro opopmieHus

Bce mpudrsl, ucnons3yemsie Excel 2010, HaxonaTcst moj yrnpaBieHUEM ONEPALMOHHOW CUCTEMBI
U SBISIOTCS CTaHIAPTHBIMU Juid Bcex mnpuioxenudt Microsoft Office. ns odopmuenus OT B
OCHOBHOM MPHMEHSIOTCS cieayrorue tunbl mpudros: Calibri (mo ymomuanuro), Arial u Times New
Roman. /{ng usmenenust ohopmiieHUs] HY’KHO BBIJICIUTh SYEHKY C JaHHBIMU U BBIOpaTh THI LIpU(Ta,
ero pasmep u Hauepranue (Ilomyxxupusiid, Kypcus, [loquepkupanue) Ha nanenu Ilpudt Briaagku
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I'maBHas. Ecnn HeoOxoquMo Ha3HAUUTH MapaMeTphl, HE JOCTYIHbIE C ITaHEIH, BEIOUPAOTCS KOMaH bl
Biuagku [lpudt nuanoroBoro okna @opmar syeex.

Samanme 2.11

1. Ha nucte Ksapran 1 wusmenute mpudrToBoe odopmieHue TaOIUIBI B COOTBETCTBUU C
JAHHBIMHU, TPEICTaBICHHBIMU Ha oOpasme. Ha3Banue TaOMUIBI BBIMOJHEHO C HCIOJIB30BAHUEM
mpn(bTa Arial Cyr pa3J'II/I‘{HOFO pasmepa u HaqepTaHm{ 3aroJI0BKH TaOJULBI U TEKCTOBBIE TAHHLIE B
Hell — Times Nep=Romon Caw camonac ;

GSM line

1 | Komnaxua "GSM line" .
3 ¥p pod meneghoros sa mexyujuil 200
4 Ofivem npod
S8 Mﬂ‘ e | tonn, -ii saopman

2 \W"::p oﬁog’ cwa | P Ansaps |@espans | Mapm | Mmozo | Cpedree Bom | o sooe:
6 cymmbt
7 # b i
& |1 |Siemens C35 74
5 2 |Siemens MEAS 83
10 3 |Siemens A40 104
11 | 4 |Siemens 545 306

5

Siemens A35 310
13 M o Maj i

14 Nunenra reneponos Nokia
Nokia 6250 125
Nokia 3330 145
Nokia 7110 215
Nokia 3310 255
Nokia 6210 315
20 M no Nokia

-
i)
(L8 E TR

21 Beero:
22 Texywui Kypc gonnapa
23 OT4eT cocTasmn:

" o

2.3.5. I'panuupl U 1BET

Boigenenue rpanuil ¥ UCHOIb30BaHKUE LBETA YIy4YIIAeT BUJ MPEJICTaBICHHON Ha pabouux JUCTax
nHpopManuu. ['panuiia — 3To JIMHUA, OKpYKaroIlas sYeiKy WU Auana3oH. LIBeT 3aIMBKU IPUMEHSIOT
Ui BblAeneHus (oHa yacT paboyero mucta. LBerom mpudra odopmisior Tekcr. KHomku
(I'panutpr), (LIBet 3amuBKHM) U (LBet mpudTa) pacnonaratorcst Ha nanenu [pudt Brmankm
I'naBuas. Psamom[ -] xnomkxamy@ Jaxomsrcs CTpeJ'IK -| IIETYKOM TI0  KOTOPBIM  PacKpbIBAIOTCA
COOTBETCTBYIOLIUE MATUTPBHI.

Jlis npuMeHeHus LBeTa 3alMBKU WM LIpUQTa CleqyeT BBIACIUTh (POpMaTUpyeMble SUEHKH,
LIEJIKHYTh IO CTPEJKE PSIOM C COOTBETCTBYIOIIEH KHOIMKON M BbIOpaTh M3 MAJIUTPhl HYKHBIH LIBET.

Jly1s ycTaHOBKM I'PAaHHUIBL BBIACISAIOTCA (hOpMaTHpyeMble sTUEHKH, IPOU3BOAUTCS HIETYOK [0 CTPEJIKE
PAIOM C KHOTIKOM 1 BbIOMpaeTcs U3 MaJUuTPbl HYKHBIN TUIT [PAHULIBL.

Samanue 2.12

I.Ha gmucre Ksapranm 1 wu3smMeHuTe TIpaHUIBl SY€EK B COOTBETCTBUUM C JAHHBIMH,
IpeCTaBICHHBIMU Ha 0Opa3ie 3a1anus 2.12.
2. Kpacouno odopmuTe Ha3BaHUE TaOIUIIbI, U3MEHSS 1IBET 3aJIMBKH slUEEK M LBET MIPUPTOB.

2.3.6. KonmpoBanue cymectByromero (opmara

[Tocne Toro kak TabnMia WIK YacTh €€ OTGPOPMATUPOBAHA, HET HYXKIbl BOCCO3AaBaTh 3TOT Gopmar
JUISL ApYyrod TaOuuilbl, K KOTOPOW MpeArojaraercsi MpUMEHUTh TOT ke cambiii dopmar. Excel
M03BOJISIET MepeHeCcTH (popMaT 0HOro OJI0Ka SYEEK Ha JIPYrod ¢ MOMOILbIO KHOIKU (dopmar no
oOpasiry).

[<AoGw1 3amate popmat mo 0Opasiry, HaJO BBHITIOJIHUTD CIEAYIOIINE TCHCTBHUS:

1) BbLACUTH A4YEHKY WK OJNOK siueek, popMaT KOTOPhIX HEOOXOIMMO CKOIMPOBATh, M IIEIKHYThH
MBIILBIO 110 KHOTIKE  (yKa3aTeib MBIIIH U3MEHUT (HopMy);

2) BBIAETUTHh HOBBIM yKa3aTelieM siueiKy WM OJIOK SYeeK, K KOTOPhIM HY>KHO NMPUMEHMUTDH JaHHbBIN
¢dhopmar. o

3aganue 2.13

Ckonmpyiite popmat Ooka siueex A1:K24 mucra KBapran 1 Ha aHanmoruyHbiid OJIOK SYEEK JINCTOB
Ksaprai 2 — KBapran 4.

62



2.3.7. BcraBka pucyHka

Buemnuii Bua 3T (TabIMYHBIX OTYETOB) MOKHO 3HAUUTEIBHO YITyUIIUTh, J00aBUB B HETO PUCYHKHU
HNJIIN JIOT'OTHUIIBLI. I[J'ISI BCTaBKHU pI/ICYHKa cne,uyeT BBIICIINTH H‘leﬁKy B MCCTC npennonar acMOIro €ro
paCHOJIO)KCHI/IH u BBI6paTB I(OMaH,Z[y MCHIO BCTaBKa/PI/ICYHOK. ECJ'II/I Hy')KHO BCTaBUTH KapTI/IHKy n3
KOJJICKIIUN pI/ICYHKOB, TO BBI6I/IpaeTC}I l'Iy'HKT KapTI/IHKI/I. ECJ'II/I HeO6XOI[I/IM pI/ICy'HOK, XpaHHMHﬁCH B
MIPOU3BOJIBLHO 33J1aHHON Marnke, BbIOMpaeTcs MyHKT M3 ¢aitna. B oTKpbIBIIEMCS 1HaIOrOBOM OKHE
oOHapyXHBAETCA KapTHHKA WIN (aii, coaep Kaliuii HyKHbI PUCYHOK, M IPOU3BOIUTCS IIETUOK 110
kionke Beram,

3amanue 2.14

BcraBpTe pUCYHKM BO BCE JUCTBI TAaOMMIBI (IUIsI 3TOTO BBIOCPUTE KOMAHIy MEHIO
BcraBka/Pucynoxk/Kaptusku. . . ).

KOHTPOJIbHBIE BOITPOCHI

. Honstue popmatrpoBanus nanHbX. J(nasorosoe okHO Popmar syeex.
ObeIMHEHUE SUECK U YCTAHOBKA B HUX IIEPEHOCA TEKCTA.

CriocoObl perympoBaHus MHUPUHBI CTOJIOLOB U BBICOTHI CTPOK.

BrIpaBHMBaHNE U TOBOPOT TEKCTA.

CrniocoQbl U3MeHEeHUs PUPTOBOro 0PopMIICHHUS.

CriocoObI 3a/1aHUs TPAHMUL], LIBETA 3AJIMBKU U MIpUTa.

. Konnuposanue cymectByroiero ¢popmara. [lopsnok 3aganus popmara no odpasiy.

. CrtocoObI BCTaBKHM PUCYHKOB B pAOOUUH JIUCT.

ONOU LI

2.4. PABOTA C YMCJIOBBIMU JAHHBIMU

2.4.1. CocraBieHue u BBOJ (HOPMYIT

Bce Beruancnenus B Excel 2010 BBITIONHAIOTCS ¢ TOMOIIBI0 popMyit. DOpMyIbl COCTABIISIOT OCHOBY
nmporpaMMbl U fenarT ee Hactosmed OT. B kadecTBe 3HAKOB MaTeMaTHYECKUX M JIOTMYECKHUX
OTIepanrii UCTIONB3YIOTCS CTaHIAPTHBIE CHMBOJIBI OTIEpaIiil (CI0KEeHUE +, BEBIYUTAHNUE —, YMHOKEHHE
*, JIeJieHue /, BO3BEICHNE B CTENEHb ”, 3aKJII0YeHUE B CKOOKHM ( ), paBHO =, HE paBHO < >, OoJblle >,
MEHbIIIE <).

CymecTByeT HeCKONBKO (D (HEeKTUBHBIX CTIOCOO0B co3nanus HopMyil.

OpaMH U3 HUX — METOJI «HaBeIU U IIeIKHU». ETo ncnoib30BaHne 3aKI04aeTcs B CIEIYIOIIEM:

1) BeIOUpaeTcs sueiika, B KOTOPOH Ha10 0OTOOPa3UTh pe3yJibTar;

2) BBOAUTCS 3HAK =;

3) npou3BOAUTCS IIETYOK Ha EPBOM SUEHKe, KOTOPYI0 HEOOXOAUMO BKJIIOUUTE B (hOPMYIIY;

4) BBOAMTCA 3HAK OIEPALIUU;

5) npou3BOANTCS IIETYOK Ha CIEayIoleH sueiike popmyIisl;

6) noBTopsitoTcs maru 4 u 5, noka Bcst opmyia He OyleT BBEICHA;

7) 3aBepiaeTcst BBoA (GopMyiibl HaxkatueM Kiasuiuu [Enter].

Jpyroit MeTox — BBOI (pOpMyJIBI ¢ TIOMOIIBIO aAPECOB HYXKHBIX SUYEEK C KIABUATYPHI, OHAKO TPH
3TOM CIIOCO0€ TOMYCKAETCsl HAUOOJIbIIIee KOTUISCTBO OMMOOK U HETOYHOCTEH.

3aganue 2.15

1. B siueiiky D22 Ha Bcex JMCTax (C UCMOJIb30BAaHUEM TPYIITUPOBKHU JINCTOB) BBEIUTE 3HAYCHUE
TEKyIlero Kypca jgojuiapa (Hanpumep, 36,8).

2. B saueiikax D8:D12 Ha Bcex aucTax MOOYEpeHO pACCUMTAUTE CTOMMOCTD TeIe(POHOB JIUHEHKI
Siemens B pyOisx.

2.4.2. OTHOCHUTEIILHBIE U a0COJIFOTHBIE
CCBUIKM Ha SYEUKH

Korma ¢opmyna 3amonHsiercs WiM KOMUpPYeTCs M3 OIHOM sueiiku B 1pyryro, Excel m3menser
KaX/IyI0 CCBUIKY Ha SYelKy B COOTBETCTBUHU C HOBBIM aapecoM (Gopmyibl. HOra Takoe M3MEHEHUe
HE HyXHO. B Takom ciyyae MOXHO TmpsMO YkazaTth Excel, 4yTo ccbulka Ha sueiKy
HE JOJDKHA MEHAThCS, clenaB ee aOcomoTHOM. B alcoiroTHOM ccblUlke KaXIOMy 3JIEMEHTY
npeaniecTByer 3Hak noiutapa: $E$11. 3mak mommapa «3anmpaer» sueiiky, u Excel He Moxer ee
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W3MEHUTb, €CJIM 3aIOJHsACT (GOpPMYJTy WIM KOIHMPYET €e B JIpyryro sueiiky. 3Hak $ mepen OykBoit E
coobmraer Excel, uto Henmb3s MeHsATH crojber, a 3Hak $ mepex yuciom 11 — 9TO HEIB3SA MEHSTH
CTPOKY.

AOCOJIIOTHBIEC CCBIJIKH B HCXOJHOM (hopMyJie MOKHO CO3/1aBaTh, BBOS C KIIaBHATyphl 3HaKH $ mepes
COOTBETCTBYIOIIMMH aJI[PeCaMH CTPOK M CTOJIOIIOB.

3aganue 2.16

1. OueBuaHo, 4TO BBOJ bopmy, KOTOpBIN OCYLIECTBIIIECTCS B
n. 2 3aganus 2.15, npu Hamuuuu OOJBILIOTO YHMCIA BblUMciIeHUil HeaddekTuBeH. B Takom ciaydae
HEOOXOIMMO MIPUMEHSATh ONepalio KonupoBanus. He oTMeHss rpyIMpOBKY JIUCTOB, B siueiike D15
OpeabLAyIIM  crlocoOoM paccuuTtaiite crouMmocTh Tenedona Nokia B py6msax. Ckomupyiite
cogepxumoe sAueiiku D15 B sueiiku D16:D19, ucnons3ys mapkep 3anonHeHus. IlomxydeHHsle
3HA4YEHUs] HEBEPHBI, II0OITOMY OTMEHMUTE JEHCTBHE.

2. Beienute sueiiky D15 u B cTpoke ¢opMyn HclpaBbTe CChUIKY Ha siueiiky D22, moactaBuB
3Hak $ mepex uucnoBeiM 3HaueHueM (D$22). McmpaBieHue moaTBEpIUTE HAKATUEM KIIABUILU
[Enter]. Cxonupyiite copepxxumoe ssueriku D15 B siueliku D16:D19.

2.4.3. ABTOMaTM4YE€CKOE CyMMHPOBAHUE
CTPOK M CTONOIIOB

B mporpamme Excel 2010 mmeercss MeToJ] CyMMHPOBaHHMsS CTPOKHM WIJIM CTOJIOA C HOMOIIBIO
kHomkd  (ABTocymma) Ha mane[F] PenaktupoBanue BiIaaku [ aBHast.

Jliga mpoBeneHus Onepaluyd aBTOCYMMMPOBAHMS HY)KHO BBIIEIMTH SUYEHKHU, COAEpXKalllue 4ucia,
KOTOpbIE HAJ0 CIOXHTh, M IYCTYI0 CTPOKY M (Win) croiben i pa3MELICHUs pes3ysbTara
CYMMUPOBaHUS, U IENKHYTh 10 KHOIIKE ABTOCyMMa.

Baganue 2.17 "
1. Beenute unciioBble JaHHbIE HAa paboune nucThl BT B COOTBETCTBIN ¢ TaGIMIEH.
a oAl v S ol o o o o
<| < O @ B @ 4 q & =
© ©n %) %] <+ on on O e} o~
Mecsn 5| §| 8 & = = = = = s
g g g g = & & 2 & <&
51 S| & © sl © © o ©
wn| w| v @ Z| Z| Z Z| Z
SApBapp | 6 | 3 | 7 | 719121411910
Qeppasib | 6 | 2 | 7 | 2 |9 | 7|4 |3 ] 4] 2
Maprt 10 8 | 312103 ]4]6]0]3
Ampenrs | 9 | 8 | 3 | 7121416325
Mait 2 121617171 7]10]1614]1
4000313 2 1914146443818
Wromb 2 | 8|1 [ 4] 7]19]10]2]6]6
ABrycr 1 | 5106 | 8|3 |8|]6|4]6
CenrstOpy 2 | 6 | 1 | 8 | 9| 1 |3 | 5] 1] 4
Oktsiopp | 7 | 3 | 9 | 4 |10 6 | 2 | 1] 6|9
Hostbpp | 2 | 1 | 7 14 12 | 719 |5]|5]6
Hexkabpsr | 7 | 2 | 7 | 710 ] 5|6 |3 1 1
2. OIHOBPEMEHHO Ha BCEX JIUCTAX IMOJICUUTANTE MOCTPOKOBBIC 3HaUeHUs MTOro /uis Bcex Mapok
teneonoB Siemens. st 3toro Beiaenure 610k sueek E8:H12 u Haxkmute kHOmMKy . Slueliku
H8:H12 3anonusTcs pe3yibTaTaMu BEIYUCICHUN.
3. [loncunTaiiTe KOMMUYECTBO MPOJAHHBIX TeneoHOB Siemens Mo Mecsiam, JUIsl 9ero BBIICTUTE
omnok staeek E8:G13 u HaxxmuTe KHOTIKY — (ABTOCYMMA).
I 4. [MoxcunraiiTe 0OIIEe KOMUYECTBO MPOJAHHBIX TeneoHOB Siemens 3a KBaprTad, s 4YEro
BoliuTe 0ok s{Fjex H8:H13 u HaxMuTe KHOMKY
5. [IpuMeHnTE K OTYYCHHBIM 3HAYECHHSIM TTOTYKUPHOE BBIJICTICHUE.
6. AHanoruyHo 1. 2—5 npoBeauTe pacueT oobema nponax s Tenedonos Nokia.
7. B sueiikax E21:H21 paccumraiite o0muii 00beM MpoAax Mo MecsAlaM Kak CyMMY HTOTOBBIX
4




3HayeHui 11 tenedonoB Siemens u Nokia.

2.4.4. Vcnonb3oBaHue (GyHKIHHA

TII Excel 2010 conepX T (QyHKIMH, KOTOpbIE NMPUMEHSIOT Ul CTaTUCTUYECKUX, (PUHAHCOBBIX,
MaTeMaTU4eCKUX, HHKEHEPHBIX U JAPYTHX pacueToB. DyHKIMA — 3TO IPOrpaMma, KOTopasi BBIYHCIISET
crienuanbHble BennuuHbl. Kaxnas QyHKIMS uMeeT COOCTBEHHBI CMHTAKCHC, KOTOPOMY HEOOXOIMMO
clieioBaTh, 4To0bI Mporpamma padorana KoppekTHo. DyHKIMU SABIAIOTCA (popMysaaMu, MO3TOMY Bce
OHU HauMHAaITCS co 3Haka =. [locne 3Toro 3Haka pacnosiaraercs UMs (QyHKIMH, a 3aT€M OJIUH MU
HECKOJIbKO apryMEHTOB, 3aKIFOUYEHHBIX B CKOOKH.

[lepen BBOOM QYHKIUM clienyeT yOenuThCs, YTO SUeiKa Ui ee pa3MEelICHUs SBISIeTCS aKTUBHOM,
LICJIKHYTh 110 KHOIIKE E B cTpoke (popMysn — oTKpoercs maHenb Gopmyi. B neBoit wactu nmaHenu
pAcIIONOKEH PACKPHIBAIOIIMICS CHUCOK Ha3BaHUW (YHKIMH..., NpUYeM BHJIHA [OCIEIHSAA
ucronb3oBaHHasg GyHKIus. L[enKkHyB MO pacKpblBa-lOIIEMYCs CIUCKY, MOXHO OTKPBITh IE€PEYECHb
HEIaBHO HCIONb30BaBIIMXCS (GyHKuui. Ecnu HyxkHas ¢(yHKUMS HOpPUCYTCTBYEeT B CIIMCKE, €€
BeIICIAOT, U Excel mepemeniaer 3Ty QyHKIHMIO B cTpOKy Gopmyin U Ha naHens ¢opmyi. Ha nanenu
(bopmyI nosiBiIsIeTCs onKucaHue (PyHKIMU M OJHO MJIM HECKOJBbKO TEKCTOBBIX IOJICH Ui apryMEHTOB,
KOTOpbIE HEOOXOIMMO 3arOIHUTb.

Ecnu ckomast GyHKIUS He MpesICTaBlIeHa B CIUCKe (GOPMYJI, HY>KHO BHIOpATh BHU3Y CIIUCKA ITYHKT
Hpyrue (yHKUUH... — OTKpOETCs AMaioroBoe okHO Mactep QyHkuuii. Cineayer BbIOpaTh B JIEBOM
CIMCKE HY)KHYIO KaTeropuio, a B MPaBoM — (YHKIUIO, MIETKHYTh 10 KHOIIKE ﬁ, 4TOOBI BEPHYTHCS K
na”enu Gopmyin. Ha manenu ¢opmyn crienyer BblIenuTh TekcToBoe nosie Yucno 1. Jlanee menkaror
II0 CBOPAYMBAIOLIEH KHOIIKE AMAJIOTOBOIO OKHA , 3aTEM BBIACIAIOT SIYEHKH, KOTOpBIE HYXHO
BKJIIOUUTH B apI'yMEHT, IIEJKAIOT 110 pa3BOpavynBa-toIleil KHOMKE Ul BO3Bpara Ha MaHelb (pOpMyJL.
JI1st OKOHYAHHsI BBOJIA HAJIO IIEIKHYTH 50 KHOIIKE ﬁ

JuanoroBoe okHO Macrep (QyHKIMI MOXHO BBI3BATh C MOMOIIbI0 KOMaHnbel Jpyrue QyHkumu
na"enu buOmBjrexa ¢yHkiui Briaagku DopMysibl WIM  KHOIKH (BcraBka (¢yHkuun),
PacIoNoKEeHHOU CJ'ICT CTPOKH (POpMYIL.

Samanue 2.18

1. B siueiiky D24 Ha Bcex nucTax BBeIUTE TEKYIIyIo Aary ¢ nomouibto ¢pynkuun CEIOAHA. dns
3TOrO BBIACINUTE SYEWKYy M BbI30BUTE JUAIOroBoe OKHO Mactep GyHKUMI OXHUM U3
BbIIIIEyKa3aHHBIX croco0oB. Bribepure B jeBoM crucke kareropuio Jlara v BpeMs, B IPaBOM —
¢yukuuio CEI'OJIHSA. [MoarBepaute BHIOOP HaXKaTUEM KHOIIKU @

2. B sueiiky 18 Ha Bcex nucrax BBenuTe GopMyiTy AJIs pacyeTa CpeIHEMECIYHOro 00beMa MpoIax
=(E8+F8+G8)/3. B sueiikax [9:113, 115:121 npoBeaute momgoOHBIN pacdyeT C HCIOJIBb30BAaHUEM
¢byukuun CP3HAY. Jlng storo Bbiaenute sueiky 19, BeiOeputTe NaHHYI0 (QYHKUIUIO B KaT€rOpHUM
Cratuctuyeckue u mnoarsepaute BbiOOp. B monme Yumcno 1 BBeautre E9:G9, naxkmure @
Ckonupyiite (yHKIHIO B IPYTUE STUESHKH.

3. B sueiike J8 paccuuraiite 3HaueHue % OT CyMMBbI AJisl JMHEWKH TeiaedoHOB Siemens IO
¢dopmyne =H8/H13. Cxonupyiite nonydeHsble naHHble B stueliku J9:J13, He 3a0biBas mnpu 3ToM 00
UCIOJBb30BaHUM B (popMmysiax aOCONIIOTHBIX CChUIOK Ha sueiiku. B suelikax J15:J20 mposenute
no100HBIN pacueT u ist TenedonoB Nokia.

4. B cron6ern; BbiBobI HY)KHO BBECTH CJIOBO XOpOIIO, €CIIM 00beM Mpoaax TeaedOHOB TaHHOMN
Mapku coctasisieT 6omnee 20 %, u [1noxo — ecnmu menee 20 %, ¢ ucnonb3opanuem ¢ynkuu ECJIN.
Jns storo Belienute syeiiky K8, BbiOepute naHHyro (QyHKUHMIO B Kareropuu Jlorumueckue u
noarBepaute  BelOop. B mome  Jlormueckoe BolpakeHue — BBeautre J8>0,2, B moe
3HaueHue €cCIM_MCTHHA — XOpoIIo, B Tose 3HaueHue ecinu Jokb — [lmoxo. Cxkomupyiite
nonyueHHyo gyHkuuto B stueriku K8:K12 u K15:K19.

2.4.5. ®opmaTUpOBaHUE YHCEI

®opmatupoBanue yrcen B Excel 2010 ucnonb3yercs a1 0TOOpakeHUs YUCell B Pa3IMYHOM BUE C
eNibl0 O0JIeryeHusl UX BOCHPUATUS. BbineneHHble sUeiKd MOXHO OT(POPMATHPOBATh, HCHOIb3YS
anesnp Yucno Bkiaaku [aBHasg win nuanoroBoe okHO Dopmar s4YeeK, BBI3BIBAEMOE UEPE3 MaHEINb
UCII0O WM KOHTEKCTHOe MeHIo. Ilpu ¢dopmaripoBaHuu 4uciaa MEHSETCsS ero MpeicTaBiIeHue, HO He
HCJIOBOE 3HAYEHUE.

Jist hpopMaTHpOBaHUS siUEEK C MOMOIIBIO TAHEIM HHCTPYMEHTOB CJI€yeT BBLACTUTD SYEHKH, 3aTeM
LICJIKHYTh 1o OJTHOM u3 KHOIIOK

=1 FA B JUTSL IPUJIaHUS BBIICTICHHBIM STYeKaM HYKHOTO opmara.
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Jns dopmatupoBaHus S4YEEK C TOMOIIBIO JUANOroBoro okHa @opmar syeek HE0OXOAUMO
BBIICTUTD STYEHKH, LIEJIKHYTh 1o KHOIIKE
9 B [IPABOM HMKHEM YIJTy naHesau YHciao Wik OTKPbITh KOHTEKCTHOE MEHIO U BHIOPATh B HEM ITYHKT

opmar siueek. Jlamee oTkpbiBaeTcsl BKiagka UYucno, BeIOMpaeTcs U3 CIHCKAa HYXHBIH Qopmar,
MPOM3BOAMUTCS ILETYOK IO KHOIIKE JUIsl TIPUMEHEHUsl BbIOpaHHOro ¢opmara M 3aKpbIBaeTCs
JIMAJIOTOBOE OKHO.

3aganue 2.19

1. Ha Bcex nmcrax Tabmuipl mpenacraBbTe uucna B crondbue Llena, nomn. CILIA B aeHexxHOM
¢dopmare. [y 3TOro, BBIIENMB JaHHbIE, B JuajgoroBoM okHe dopmar sueek (Bkiaaka Yucio)
BbiOepuTe ¢opmar Jlenexssiif. B mome UYucnao necsaTuyHbIX 3HAKOB: ycTaHoBuTe 0, B moie
Oo6o3nauenue — $§ Aurmmiickuii (CILA).

2. [IpeacraBetre uncna B cronbue Llena, py6. B neHexxHoM ¢opmare. /[ sToro mposeaure psin
JEMCTBUI MO aHAJOTHM C MPEAbLAYIIUM IyHKTOM 33JaHusi, HO B moje O0o3HaueHHe: YCTaHOBUTE
3HauYeHue p. — Pycckuii.

3. IlpeacraBpTe umcna B cTpoke Tekyuuii Kypc aoiuiapa B ASHEKHOM (opmaTe MO aHAJOTHH C

IIPEIBITYILIUM ITyHKTOM 3aja-
HUS, HO B noJie YKCII0 1eCATUYHBIX 3HAKOB: YCTAHOBUTE 3HAUYEHUE 2.
4.B cTouoIe Cpennee YMEHBIINUTE a3pANHOCTD Ha 2.

JL1s1 3TOrO BBIAEIUTE JaHHBIE U LICJIKHUTE 1B Pa3a 110 KHONKE [YMEHBIIUTD PA3PsIHOCTH| HA TAHENIN
YIPaBJICHHUS.

5. B cronbue % oT cyMMBI I1 TaBBTE YMCJIA B MPOLEHTHOM (opmate. st 3Toro BelaenuTe
JIaHHBIE U ILEIKHUTE 110 KHOMKe [[poneHTHbIN (popMaﬂ Ha TaHEJU YIIpaBJICHUS.

6. 3menute opmar npeacTaBieHus 1aTel B sueiike D24, misg yero B quanoroBoM okHe dopmar
syeek (Bkiaaka Yucio) ycraHoBute uncioBoi ¢popmar Jlara u Beioepure i 16 Anpens 2010 r.

7.1locne mpoBeaeHuss pabOThl € YHMCIOBBIMM JaHHBIMM JUCT DT BHEIIHE JOJDKEH
COOTBETCTBOBATH JIMCTY, IPEICTABICHHOMY Ha oOpasiie.

A B (5 D E F G H ] ] K
2 Kownatms "GEM line” -
3 YpoaeHs npodam c X ghoHoe 3a yujui 200
= g M Lewn, D&:@M npodak
2 § @Mﬂ’w doa. Lfewo, py6 i o
6 ‘w"‘ @ o® cwAa Aneapt | ©eepans | Mapm | Hmoeo | Cpediee b Boioodl
7 __|Nwneika renedonos siemens
8 1[Siemens C35 574 2353p. [ b 10 pr] 7.33 24% | xopowo
9 2 |Siemens MEAS 88 2798p. 3 2 8 12 8,67 14% nnoxo
10 3 [Siemens A0 5104 3307p. 7 T 3 7 5,67 19% nnoxo
L1 4 Siemens 543 5308 9731p. 7 F 2 1 3,67 1% nnoxo
12 5 [Siemens A35 5310 JBSEp. g q 10 m 933 | 31% NOPOLLO
12 Hmozo no mag Siemens 12 2% a3 o 30,23 | 100%
14 | Mwweira Tenedonos Nokia |
13 1|[Nokia 5230 5123 3 975,00p. 2 I 3 1z 300 | 3% XOPOWoD
16 2 |Nokia 3320 5145 4 511,00p. a 4 a 12 4,00 23% *OPOLLO
17 3 |Nokia 7110 215 5837,00p. 1 3 3 o 3,33 19% nnoxo
18 4 |Nokia 3310 5255 810%,00p. 9 4 o 13 4,33 25% ®OpoWwe
13 5 |Nokia 5210 5313 10 017,000, o 2 3 5 1,67 10% nnoxe
20 Hmozo mo Nokin 16 20 16 52 17.33 100%
21 Bcero a8 A5 A9 143 47,67
22 | Tewywmd kypc aoanapa 31,80p.
23 |Omer cocrasnn:
24 LN N AT Y A0 susafan 3010 0

KOHTPOJIBHBIE BOITPOCBI

1. IlociaenoBaTeIbHOCTh COCTABIIEHHS U CLIOCOOBI BBO/IA (OPMYIL. .

2. IloHsTHs ¥ Ha3HAYEHHWE OTHOCUTENIbHBIX U a0COJIFOTHBIX CCBHIJIOK HA SYEHKH.

3. Meron aBTOMaTn4yecKkoro CyMMUPOBaHUS JaHHbIX. .

4. @ynxkuun. Beon pynkuuit.”J[uagorosoe okHO Mactep QyHKIHIA.

5. @OpMaTUPOBAHUE YUCIOBBIX JAHHBIX C MOMOIIBIO MAaHEIM UHCTPYMEHTOB U JUAJIOTOBOIO OKHA
dopmMmar s4eek.

JIABOPATOPHAS PABOTA Ne8

2.5. CBA3BIBAHME N KOHCOJIMJALIMA HAHHBIX
2.5.1. Cas3piBaHHE pabOYMX KHUT
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CBsi3p — 3TO CChUIKA Ha sIUEHKY WIM AHAana3oH B Apyroi padoueit kHure. CBs3u UCHONB3YIOT IS
TOro, 4ToObl M30exkaTh NBOMHOro BBOAAa HMH(opMmauuu. Co3laHUEe JAMHAMUYECKUX CBS3EH MEXKIY
KHUTaMH C TIOMOIIBI0 (POPMYII, COJepKAIIMX BHEIIHUE CChUIKHU, UMEET TO IPEUMYILECTBO, YTO MOXKHO
pasnenuTh OoJblLINEe, CIOXKHBIE MOJIETHN Ha psJl NpocThiX. Kpome Toro, cBsi3aHHbIE KHUTH MO3BOJISIOT
cbepeub naMsATh U BpeMsl Ha OOHOBJIEHUE BBIYUCIICHUH.

Csi3p Mexay IByMs pabOYMMM KHUTAaMU YCTaHaBIMBAaeT ccbulka. CBS3b CO3/AeTCS MEXAy
OTKPBITHIMU pabouMMu KHUTaMu (MCXOIHOW M 3aBUcHMOM). HyXHO Tak pa3MecTUTh HMCXOIHYIO U
3aBUCHMYIO paboure KHHMIM, 4YTOObI BHUJIETHh SUEHKYy C pe3ylbTaTaMd M HCXOJIHYIO SYEHKY
oJHOBpeMeHHO. [l aToro cienyer BeIOpaTth komaHay OKHO/YNOpS-A0YUTH BCE, B OTKPHIBLIEMCS
JMAJIOTOBOM OKHE PacroniokeHne OKOH BbIOpaTh MapaMeTpbl pPACIONIOKEHUS pabouyux KHHUT H
OTPEryJIMpOBaTh UX MOJOKEHUE TaK, 4TOObl paboTaTh ¢ HUMU ObUIO YAOOHO.

Bron (bopMyIbl B 3aBUCUMOM paboueit KHUTE HAa4YMHAETCS co 3Ha-
ka =. Jlng BBOoJA B (GOpMYJy CCHUIKM Ha S4Y€HKy W3 JApYrod pabouell KHUTH NEPEKIIoYaroTCs Ha
UCXOAHYI0 pabouyro kHHry. Ciiefyer WIENKHYTh 10 s4eiike, Ha KOTOPYI0 HEOOXOIUMO COCHAaThCs, U
MapaMeTphl CChUIKU OTPA3sITCs B 3aBUCUMOMN paboueil KHUre.

3aganue 2.20

1. Co3pmaiite Ha nucke «mserver» (Z:)\ HOByo pabouyro KHUTY Kypchl BalioT U 3arojiHUTE €e
A T B
1 KYPCbI BANIOT

2
3 | HamumeHoBaHue [ Kypc B py6nsix
4 Oonnap CLWWA | 31,40p.

Puc_ 4 Jlapmeie xpvru Kvberpl Banior]

JJAHHBIMU B COOTBETCTBUH C PUCYHKOM.

2. Otkpoiite KHUTY Peanusanus o0opyoBaHusl. VYnanure 3HA4YECHHUS
B syeiikax D8:D19 u B crpoke 22 cpa3y Ha BCEX JIMCTaX.

3. CBsbkuTE OTKpBITBIE paboure KHHUrH. s 3TOro B AMAnoroBoM OkHe PacronolkeHue OKOH
yKakuTe cBepXy BHU3. B sueiike D8 naunute BBOJ dopmynsl =C8%*, mepexiounTech Ha KHUTY
Kypcol Bamot 1 mienkHute no siueiike B4. 3aBepiunte BBoA dopMyiibl HaxkatueM kiaBuiu [Enter].
Ckomupyiite ¢popMyily B OCTaBLIMECS SYEHKH CTOIONA.

4.B xnure Kypcel BamioT u3MEHMTE 3HaueHHE Kypca jaoiutapa. OOparuTe BHHMMaHHME Ha
U3MEHEHUs B KHUre Peanuszanus o6opynoBaHusl.

2.5.2. Co3manue cCBsSI3€l C IOMOIILIO
CIICIMAJILHON BCTaBKU

Ecnn HeoOxomuma ccblUlka Ha YKy W3 Jpyroid paboueil KHUTHM (HO HE MCIOJIb30BAHUE €€ B
¢bopmyre), cieayer yCTaHOBUTH CBSI3b C ITOMOILBIO KOMMPOBAHUS U BCTaBKU. J[JIs1 3TOr0 OTKPBIBAIOT
o0e paboune KHUTH, 3aTeM BBIOMPAIOT U KOMUPYIOT SUEHKU U3 UCXOJHOM KHurU. Jlanee mepexoasT Ha
3aBUCUMYIO pab0ouyl0 KHUTY U BBINOJNHAIOT KoMaHy BceraButh/CrieninanbHas BCTaBKa... — OTKPOETCS
TuaJI0roBoe 0KHO CrienpanpHasd BcTaBKa. B 9TOM OKHE OIpenensoT mapaMeTp BCTaBKHU U LIENIKAOT 110
(HOTIKE |BCTaBUTH CBSI3B MK

Samanue 2.21

1. Cozpnaiite Ha jgucke «mserver» (Z:)\ HOBywo pabouyio kHury lomoBoil oryer. Bemute
3aroJIOBKU M HA/IITMCH, 33JJaiiTe Takoe ke opMaTrpoBaHue, KaKk Ha PHCYHKE.

A B C ) E F G
i
3 ‘nechoHOE 3a MeKywuii 200
4 2
5 "E‘ aaﬁcm eet\e‘l“o 55\“’ O6bens npodanc
= “ow" ¢aﬂ"‘° oo™ 1-i 2-ii 3-i 4d O6wui
G i = Iz P P umoz
7 n HKa T $ouon & s
8 | 1|Siemens C35
9 | 2|Siemens ME45
L0 | 3 |Siemens A40
11 4 |Siemens 545
L2 | 5 |Siemens A35
13 Ll no map Si s
14 J ixa tenedonos Nokia
15 | 1 | Nokia 6250
6 | 2 |Nokia 3330
[17 3 |Nokia 7110
[LE 4 |Nokia 3310
19 | 5 |Nokia 6210
20 M no
21 Beero
(22 OTyeT cocTasmn:
22 llata cocrapnelMa oTyeIa 20 oxraGpa 2012 1. 67




2. Otkpoiite kuury Peanuzanus o0opynoBaHusl.

3. YKaXuTe ONTUMAIBHOE PACIIONOKCHHE KHUT B OKHE.

4. Cxonupyiite 3HaueHus cronbma Mrtoro B kuure Peanuszanus odopynoBanus ais 1-ro kBapraia
Y BCTaBbTE UX C ITOMOINIBIO CHEMAILHOW BCTABKU B KHUT'Y ['01OBOI OTUET.

5. BeinonHUTE aHATTIOTHYHYIO OTepaIuio Jyisi 2—4-ro KBapTaJioB.

2.5.3. KoHcomumanusg ITaHHBIX

Konconunanus 1aHHeIX — 3T0 000011eHne 0THOPOAHOM MH(pOopMalu. B mponecce koHconuaanuu
MOKHO CyMMHPOBATh JAHHBIE HECKOJIBKHX JINCTOB, BBIYUCIIATH POU3BEACHNUS, CPEAHEE OTKIIOHEHMUE,
MaKCUMYyM, MUHUMYM U T. 1. [Ipy 3TOM MCXOAHBIE JIUCTBI MOTYT pacloyiararbCs B TOM )K€ KHUTE, TIE
HAaXOIUTCSI UTOTOBBIN JIUCT, UM B IPYTMX KHUTaX.

B TII Excel mpenycMOTpeHO HECKOJIBKO CIOCOO0B KoHconmupanuu. OJHUM M3 HHUX SIBIISETCS
cnoco0 mo pacnojioxeHuto. OH HCIONb3yeTcsl B claydae, €ClIM JaHHbIE BCEX HMCXOOHBIX obiacteit
HaxOIATCS B OJAHOM MECTE M pPa3MELIEHbl B OAMHAKOBOM IIOPSJIKE WM HAa HECKOIBKUX JIUCTAX,
CO3JJaHHBIX Ha OCHOBE OJIHOTO LIa0JIOHA.

JUia npoBeneHusT KOHCOJIMJALUU JAHHBIX II0 PACIOJIOKEHUIO HY)KHO BBIIOJHUTH CIIEAYIOINE
JEUCTBUA:

1) yxa3aTb BEpXHIOIO JIEBYIO STUEUKY KOHCOJIIMIUPYEMBIX JaHHBIX;

2) BeinoaHUTH KoMaHy Jlanueie/Koncomunanus. . .

3) BeIOpaTh U3 packpbiBatomierocs crnucka @yHKIus: (QYHKLIUIO, KOTOPYIO CIeQyeT HCIIOJIb30BaTh
JUIst 00pabOTKU JaHHBIX;

4) BBecTH B nojyie CChUIKA: UCXOHYIO 00JIaCTh KOHCOJIUIUPYEMBIX J1aHHBIX;

5) HaXaTh KHOIIKY ;

6) MOBTOPUTH 1Iaru 4 U 5 17151 BceX KOHCOMUINPYEMbIX UCXOIHBIX 00acTeil.

YroObl aBTOMATUYECKH OOHOBJIATH HMTOTOBYIO TAaONUIly NPU W3MEHEHWH HCTOYHUKOB JIAHHBIX,
HYKHO ycTaHOBUTH (iaskok Co3/1aBaTh CBSI3U C UCXOAHBIMU JAHHBIMU:.

Samanue 2.22

B paboueii kaure ['onoBoii otder (B cronbie OOmuii UTOT) IPOBEAUTE KOHCOIUIALUIO UTOTOBBIX
3Ha4eHUH 00BEMOB KBapTaJlbHbBIX MPOJaK, IPEICTABICHHBIX B KHUTe Peanuzanus o0opyaoBaHusl.

KOHTPOJIbHBIE BOITPOCHI

1. [TonsATHSA CBSI3€M, CCBUIOK M KOHCOJIUAALMY JTAHHBIX.

2. Co3nanue cBs3er MEXIY paOOYMMU KHUTAMH.

3. Co3maHue CBI3EN C IOMOIIBIO CIIEHAIILHON BCTABKH.

4. KoHconuanuus TaHHBIX 110 pacnojoxkeHuto. [lopsaok npoBeaeHusl.

2.6. PABOTA C JMAT'PAMMAMU

2.6.1. IloctpoeHnue nuarpamm

Huarpamma — 3TO Tpaduueckoe MNPEACTABICHHE YWCIOBBIX MaHHBIX. JlMarpaMMbl YIpOINAOT
cpaBHeHHE W Bocmpusitue yucesn. OHM MOTYT CO37aBaThCsl IO DJEMEHTaM — OTIEIbHBIM YHCIIaM
paboyero JIMCTa — WIH 1O PSIAY JaHHBIX — TPYIIIaM JaHHBIX BHYTPU CTOJIOIA MITH CTPOKHU.

Haunnate paboty ciemyeT ¢ BbIIEIEHUS JAAHHBIX, 10 KOTOPBIM JUarpaMma OyZIeT CTPOUTHCS. 3a
HCKIIFOUEHHEM Ha3BaHUs, BCE, UTO TOSBUTCS B IMAarpaMMe, TOJDKHO OBITH BBIZICJICHO B pabodeM JIMCTe.
Heob6xoaumo yoemuThest B TOM, UYTO BBIJICJICHHBIE 00JIACTH CHMMETPUYHBI.

[Tocne BbImENEeHHUS MAHHBIX HY)KHO IIEIKHYTH IO K}@Ke (Mactep nuarpamm) Ha TaHEIH
WHCTPYMEHTOB, 4TOOBI OTKPBLIOCH MOIIAroBOE IMAI0roBoe OKHO MacTep Auarpamm.

Ha nepBom mare ciemyer BpIOpaTh THUI IWAarpaMMbl U3 CIIMCKa THIT: Ha JICBOW MaHETH U €€ BUI —
Ha 1paBoil. UTOOBI MOMYYUTh MPEACTABICHUE O TOM, Kak OyAeT BBITVISACTh Ta WJIM WHAs JdarpaMma
[IOCTPOCHHAS TI0 BHECEHHBIM JaHHBIM, HY)KHO Ha)XXaTh W YAEPKHBAThb HAXKATOM KHOIIK m
. [Tocne BbIOOpa THMA ¥ BUAA TUArPaAMMBbI IPOU3BOAUTCS MISTYOK IO KHOTIKE m

Ha Btopom mare nHeoOGxommmo y6GJII/ITBC$[ B TOM, YTO JMANA30H JaHHBIX i MOCTPOCHHS
IuarpaMMbl BbIIETIEH mMpaBmwibHO. Ecnu HaiineHa ommuOka, clieqyeT BOCHOJIB30BAaThCA KHOIKOM
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CBEPTHIBaHMSI TUAJIOrOBOTO OKHA U BBIIENIUTH oOnacTh 3aHoBo. Ha Bkmanke J[MamazoH NaHHBIX
HY’KHO yKa3aTb, IJIe HAXOJATCS pAIbl JaHHBIX — B CTPOKAaX WJIM CTOJOLAX (M3MEHEHUsl 0TOOpa3sTCs B
OKHE MPOCMOTpPA) — U UIEJIKHYTh 10 KHonke [[lanee].

Ha tpeTtbem miare /i yCTaHOBKM pa3iM4YHbIX MapaMEeTPOB JUarpaMMbl OJIb3YIOTCS CIEAYIOIIUMU
BKJIaJIKaMH: 3arojoBKM — BBOJMTCS Ha3BaHUS JuarpaMMbl M KOOpAMHATHBIX oceil; Ocu —
YCTaHABIMBAETCsl OTOOpakeHUE IMIaBHBIX Oceil AuarpaMmbl; JIMHUM CETKH — 3a/aeTcsi 0TOOpakeHue
JUHUN CETKH, a TaKKe BBIBOJ WJINM CKPBITUE TPEThEM OCH B TpeXMEpHBbIX auarpammax; Jlerenma —
yCTaHaBJIMBAETCS BBIBOJ YCIOBHBIX 0003HaueHuii; [loamucu naHHBIX — ompenensieTcss oToOpaskeHHe
TEKCTa WIM 3HAYE€HUIl B KayecTBEe MOANMCEH MAaHHBIX; TabiMiia JaHHBIX — 3a/aeTCsl, HYKHO JH
BBIBO/IUTH BBIIEIECHHYIO 00NacTb pabodero jaucra Kak 4YacTh Juarpammbl. [lo Mepe ycTaHOBKU
HEOOXOIMMBIX IapaMeTpoB B OKHE HPOCMOTpa OydyT oToOpakaTbCs BHECeHHbIC K3MeHeHus. [lo
3aBEpILIEHUH YCTAHOBKH IapaMETPOB IPOU3BOAUTCS IIETYOK [0 KHOIIKE , U CO3JaHHe
arpammbl OyJIeT MPOJOKEHO.

Ha nocneanem miare 3amaercst pasmellleHUe AUMAarpaMMbl Ha TEKYILIEM WJIM HOBOM paboueM JHcTe
TOM e caMoil paboueit kauru. Ecnu nuarpamma pasMeniaeTcsi Ha OTJICIbHOM JICTE, TPU TIeYaTH OHa
Oynetr oToOpa)kaThCsi Ha OTHEJIBHON CTpaHHIE B IMOJHBIM pasmep. Ecinu nuarpamma nobasnsieTcss K
TEKyIlleMy JHCTY B KaueCTBE O0ObEKTa, OHA MOXKET IedaTaTbcsl JIM00 Kak 4acTh paboyero JiMcra, Judo
otaenbHo. HyXHO BBecTH HOBOE MMsI pabOYero JUCTa WK BbIOpaTh JIUCT, HA KOTOPBI HEOOXOAUMO

BHEJIPUTH JTUarpaMMmy, HICJIKHY Th o KHOTIKE
['oTOBO|, M AMarpaMmMa OyJIeT co3/jaHa U pa3MelleHa.

3aganue 2.23

1. B kuure Peanuzanus o00pynoBaHUs MOCTPOMTE auarpammy, MOKa3bIBAIOIIYIO peaTnu3aluio
COTOBBIX TeJe(OHOB JUHEHKHN Siemens 3a SHBaph — MapT MO 00pasity.

Peanusaums cotoBbIX TenedoHOB NUHeNKK Siemens
3a 1-# kBapTan

KonuuecTso, wWr.

Siemens A35 Siemens A40 Siemens C35 Siemens S45 Siemens ME45
Mapka

O Axsaps W Pespans O Mapt ‘

Jns satoro:

a) BbIJIEIUTE SIUYCHKH, JTAaHHBIC M3 KOTOPBIX HAJ0 BKIOUMTH B nuarpammy (B8:B12, E6:G6,
E8:G12), ucnonszys mbiib 1 kiaapumy [Ctrl]. Illenknute no 3Hauky Mactep n1uarpaMM Ha HaHeIH
UHCTPYMEHTOB;

0) Ha mepBoM miare BeiOepute THI ['ucTorpamma u Buja OObiuHas ructorpamma. Lllenkuure mno
kHorke [[lanee];

B) HA BTOPOM IIIare IpOBEpbTe, MPABWIBHO JIM BBIACICH AMANa30H sUeeK, U BbIOEpHUTE
IpeACTaBiICHUE psija JAHHBIX MO cTonOnaM Ha Bkiajake [luama3zoH nanHbiX. Ha Bkmagke Psn
LIEJIKHATE IO KHOIIKE CBEPTHIBAHUS AMaIoroBoro okHa B mose Iloamucu nmo ocu X u BwIIENHTE
MblIlIbIO Aueiiku B8:B12. BepHutech B 11aaoroBoe OKHO U IIEIKHUTE 110 KHOIIKE ;

r) HA TPEThEM IIare HCIOJb3yWTe BKIAJKU JJIs YCTAaHOBKM MapaMmeTpoB auarpammbl. Ha
BKJIaJke 3arosioBku B mosie HasBanue auarpammbl 3anumute Peann3anusi COTOBBIX Tele(pOHOB
nuHelku Siemens 3a 1-it kBapran; B noje Ock X (kateropuil): — Mapka; B nose Ocb Y (3HaueHUi):
— KomngectBo, mt. Ha Bkmanke Jlerenga B mone Pasmemenue Bwiaenure BHM3Y. Ha Bkianke
ITonnucu nanueix B nose Iloanucu 3HaueHuit Belienure 3HadeHue. llenknure no kxHomnke [Jlanee);

1) Ha YEeTBEPTOM ILIAr€ BBEIUTE Ha3BaHME HOBOro pabodyero Jjucra JuarpaMMbl: Siemens.
[IlenxkHUTE MO KHOIKE m.

2. [ToctpoiiTe B HOBOM paboueM sincte Nokia auarpammy, MOKa3bIBalOLIYI0 pealn3aliio COTOBBIX
TesneoHoB nuHeiku Nokia 3a sHBapb — MapT.
3. IlocTpoiiTe quarpammy no JaHHbIM pabodel kHuru ['onoBoit oTyer.
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2.6.2. PenaktupoBaHue
u (OpMaTUPOBAHHUE IHUATPAMM

Juarpamma npeactaBisieT co0oit Habop rpadudecknx 00bekToB. st JoCTyna K HUM HEOOXOIMMO
BBIIETIUTh AMAarpaMMy WM OTKPBITH pabO4Midl JIMCT ¢ HEH, a 3aTeM LIEJIIKHYTh 10 TOMY OOBEKTY,
KOTOpBIM HaJ0 BBIAEIUTH. BOKpYT BBIIEIEHHOIO 00BEKTA pacHoOIOkKEeHbI MapKepbl BbiaeneHus. Koraa
OOBEKT BBIJIENECH, €r0 MOXKHO YAAJIUTh WIA OTPOopMaTupoBaTh. J(BOMHOW IIETYOK IO OOBEKTY
OTKpBIBaeT JuayioroBoe okHO dopmarupoBaHHE, NMPUYEM BHJl €TI0 HEOJMHAKOB JUISl Pa3IUYHBIX
00bekTOB. KpoMe Toro, 310 1ManoroBoe OKHO MOYKHO BbI3BaTh, BBIJCJIUB JIFO0OH OOBEKT U IIEIKHYB
[0 HEMY MpaBOl KHOMKOM MbIIH. B OTKpbIBIIEMCS KOHTEKCTHOM MEHIO HY>KHO BBIOPATh ITYHKT
®opwmar.... [Tyt Tun nguarpammsbl... Bceraa MPUCYTCTBYET B KOHTEKCTHOM MEHIO, MO3BOJISS JIETKO
W3MEHUTH €€ THIIL.

Eciu g opopmiieHuss quarpamMmbl HY’KHO BBIJCNIUTh Kakue-IHOO JaHHBIE, MOXKHO 100aBUTh
CTpEJIKH, IMHUU U TEKCTOBBIE NOJ (HaAMMUCH) ¢ nmoMolbio kHotku  (Pucoanue). lllendok mbimm
no Heil otkpeiBaer nmajgis uHcTpymMentoB Pucosanue (amanormunywoo manenu Pucosanme B Word
2000).

3amanue 2.24

1. JTo6aBbTe psibl JaHHBIX B AuarpamMmy Siemens. J[J1s 3TOro 0THOBPEMEHHO BBLACIUTE Ha JIUCTE
Kgapran 2 sueiiku E6:G6, E§:G12. Ckonupyiite nannusle B Oydep oOMeHa U nmepeianTe Ha JIUCT C
auarpammont Siemens. Brioepure komanay mento IlpaBka/CrieniuanbHasi BCTaBKa... U YyCTAHOBUTE B
nepeuHe 3HaueHuss Y — B crtonbnax. lllenkHuTe Mo KHOMKe — JaHHble OyIyT BHECEHBI B
auarpammy.

2. MI3meHuTe 3arojioBOK Jauarpammbl Peannsanusi cOTOBBIX TeneOHOB JIMHEHKH Siemens 3a 1-if
KkBapTaji Ha Peanusanus coToBbIX Tese()OHOB JIMHEHKN Siemens 3a 2 KBapTajia, Kak Ha oopasue. s
3TOr0 IIEJKHUTE JBa pa3a B 00JacTW 3arojoBka (TEPBBIM ILNETYKOM BBIACISETCS Ha3BaHHE
JMarpaMMbl, BTOPbIM — KypCOp YCTaHaBJIMBAeTCs I HCIPABICHUS TEKCTa) U OTPEAAKTUPYHTE
Ha3BaHue. J[J1s1 moaTBep K IeHUS U3MEHEHHH IIETIKHUTE B JII0OOM MecTe paboyero JIUcTa.

Peanusayusa comogvix meneghonos nuneiiku Siemens 3a 2 keapmana
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KonuuecTso (w.)

l MakcrmarnbHbI ypoBeHb Npoaax l

3. U3menute pasmep W TUnm mpudra 3aroioBka. [is 3Toro ABakAbl LIETKHUTE IO CTPOKE
3arojioBKa U B TIOSIBUBIIEMCS AManoroBoM okHe Ha Bkiaake Ilpudt Beidepure Times New Roman
Cyr, ITomyxupssiii, Kypcus, pasmep 16 1 HaxKMUTE KHOIIKY .

4. 3menure tun auarpammsl. i 3TOro BbI30BUTE KOHTEKCTHOE MEHIO B JIFOOOM MECTE JIMCTa U
BbIOEpUTE MYHKT THI JHarpaMMbl.... B OTKpBIBIIEMCS JAMAJIOrOBOM OKHE BBIOCpUTE [TyHKT
Jluneituarast — OObeMHBIN BapuaHT OOBIYHOMN JIMHEHUATON TUarpaMMbl U HAKMHUTE KHOIIKY .

5. I3menute oopmileHHE JHArpaMMBbl.

Jns satoro:

a) BBI30OBUTE KOHTEKCTHOE€ MEHIO B IIOJie JAMarpaMmbl M BbIOepuTe NyHKT I[lapamerpbl
muarpaMmmsl.... Ha Bximangke Ilommucu mannsix B mepeune Iloamucu 3nadenui Beiaenure Her u
MOJTBEPIUTE BHIOOD;

0) nBaxpl mienkHuTe o Haanucu KommuectBo (mt.). B oTKphIBIIEMCS 1UAOrOBOM OKHE Ha
BKJIa/IKe BplpaBHUBaHUE yCTaHOBUTE OpUeHTalMI0 TekcTa O(rpaaycoB) U HAXKMUTE ;
B) JUIs Haanucu Mapka ycraHoBute opueHranuio 90 (rpamycos);
I') U1 HaJnucel ocH KaTeropuii (BepTUKaIbHON OCH) YCTaHOBUTE opueHTanuto 20 (rpaaycoB);
1) JBXK/bl ILEIKHUTE I10 TOJIO JIETEHJbl U B IMOSBUBLIEMCS IUAJIOrOBOM OKHE Ha BKJIAJIKE
Pa3merienue Beioepure cripasa, HocepeIuHe.

6. [IpoBeaute neiicTBus, aHajgoruunele m. 1-5, mis nuarpammsl Nokia.

7. lononHUTe aMarpaMMbl  HAANACAMM M YKas3aTeNsIMM, HCIOJIb3ys KHOIKU  IIAHEIU
UHCTpYMEHTOB PucoBanue.
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8. OTpenakTupyite quarpaMmy B pabodeit kaure [ 0moBoil OTYeT.

KOHTPOJIbHBIE BOITPOCHI

1. Auarpammsbl. Iloctpoenue nuarpamm. IlomaroBas pabota ¢ IuanoroBelM OKHOM Mactep
Uarpamm.
2. PenaktupoBanue auarpamm. KOHTEKCTHBIE MEHIO OOBEKTOB AHATPAMM.

JIABOPATOPHA S PABOTA Ne9

2.7. ®DUHAHCOBBIE U CTATUCTUYECKUE

OYHKIMN EXCEL

B TII Excel Bxiroueno cBbitie 50 ¢puHaHCOBBIX (DYHKIHMA, HATIPUMED:

— IIJIT — BBIYMCIISIET BEMUYMHY BBIIUIATHI IO CCYJIE HA OCHOBE ITOCTOSIHHBIX BBIIIJIAT U ITOCTOSIHHOM
MPOLEHTHOU CTaBKHU;

—ACY —omnpegenseT TroAOBYI0 aMOpPTH3aLMI0 MMYIIECTBA I YKa3aHHOTO IIepUoja; B
OyXTraJITEpCKOM yuYeTe COOTBETCTBYET METOAY CIIMCAHUS CTOMMOCTH 10 CyMME YHuCell (KyMYJISITUBHBIN
METON);

— AIIJT — paccunTBIBaET BEIMUMHY HENOCPEACTBEHHOW aMOPTH3allMi UMYLIECTBA 33 OAWH NEPUOL;
COOTBETCTBYET METOJly PABHOMEPHOTO (JINHEHHOTO0) CIIMCAHUS;

— ®VYO — ycraHaBnuBaeT aMOPTH3ALMI0 MMYIIECTBA Ha 3aJaHHbIA IEPHOA, HCIOJIb3YS METO]
IIOCTOSIHHOTO ~ y4€Ta AaMOPTH3alliH; COOTBETCTBYET METOAYy YMEHBIIAIOLIErocs OCTaTka ¢
IIPUMEHEHNEM HOPMAJIBHOM HOPMBI aMOPTU3ALINH;

— /106 — HaxoouT 3Haue€HUE aMOPTH3ALMU UMYIIECTBA 3a JIAHHBIM MEPHOJ], HCIIONb3YS METOH
JIBOMHOTO MPOLEHTA CO CHUYKAKOLIETOCs OCTAaTKa; COOTBETCTBYET METO/LY YMEHBIIAKOIIETOCS OCTaTKa ¢
IIPUMEHEHNEM YIBOCHHON HOPMBI aMOPTU3ALINH.

[Ipu pabore c QUHAHCOBBHIMH (QYHKUUSMU HEOOXOJUMO, 4YTOOBI BCE mapaMeTpbl (QYHKIMH
OTHOCHJIMCH K OJJHOMY ¥ TOMY K€ IIEPUOLY — JHIO, MECAILY WJIU TOJy.

TII Excel cogep>XMT MHOTO CTaTUCTUYECKUX (PYHKLIUN. Yale Bcero uCHoab3yroTcsl CleaAyIOLIHe:

— CP3HAUY — BblunClIeT CyMMY BCEX 3HAYEHUU JMana3oHa, pa3/JelIEHHYI0 Ha YHUCJIO 3HAYE€HUH B
Jana3oHe;

— MMUH — onpezenser MUHUMaJIBHOE 3HAYEHNE U3 CIIMCKA apry-MEHTOB;

— MAKC — HaxomuT MakcuMaIbHOE 3HaUeHHUE U3 CIIMCKa apryMEHTOB;

— CUYET — ycraHaBimMBaeT KOJIMYECTBO YMCET B BHIOPAHHOM JHAMa3oHe;

—MEJIMAHA — BbisBIsieT APYrod BHJ CPEOHErO; 3HAUCHHS; MCIOJB3YET [JI BBIYMCIICHUSA
3HAUEHUS, PACTIOJIAraloIIMeCs B IEHTPE AUANa30Ha;

— MOJIA — BbIsiBIsIeT HAauOOJIEE YacTO BCTPEUAIOIIeecs 3HAYCHHE.

3anaHusi, KOTOpble NPHUBEAEHbI Jajnee, MOMOTYT Hay4dUTbcs paboTaTh C BbILIENIEPEUUCICHHBIMU
(GYHKIUSIMHU.

3aganue 2.25

1. Co3paiite HOByIO pabouyro kHury ®dynkuum Excel, a B Hell — paGoumii nuct Kanpkymsus
IaTeXka Mo oOpasily A BBIUMCIECHHS €KEMECSUHOro IIaTeXxa sl Pa3iUuHbBIX CyMM 3aiiMa Ipu
OIpee/ICHHOM MOJIb30BaTeNIeM MPOLIEHTHON CTaBKe.

Jns satoro:
a) BBEIUTE 3aroJIOBKU, HAAMKUCU U TTapaMeTpbl (hOpMaTUPOBAHUS, UMEIOIINECS Ha PUCYHKE;
A | B [ C | D | E | I

KANbKYNALNA NNATEXA
| [

FopoBas NpoueHTHasA crtaBka 12%)

Bpewms (mec.) | 5000,00p./ 10 000,00p.| 15 000,00p.[ 20 000,00p.| 25 000,00p.|

444.24p||  888.49p. 1332,73p| 1776,98p) 2 221,22p.
23537p)| 470,73p|  706,10p]|  941,47p| 1 176,84p.
166,07p.|  332,14p|  498.21p|  664,29p]  830,36p.
131,67p)  263.34p|  39501p|  526,68p]  658,35p.
111,22p)|  222,44p  333,67p| 444.89p|  556,11p.
97,75p]  195,50p.| 293.25p|  391,00p  488,75p.
88,26p]  176,53p. 264,79  353,05p  441,32p.
8126p.|  162,53p  243,79p) 325,06p|  406,32p.
7592p)  151,84p.| 227.76p|  303.68p)  379.61p.
71.74p 14347p) 21521p) 286,94p|  358,68p.

| N|oO|a| W IN| =

©

10
11
12
13
14
15
16

O o) Nffoff o) Bl Lo =

-
o

6) npucBoiite siueiike D3 ums CraBka. [y 3TOro BbIAENUTE SYEHKY M BBIOEpUTE KOMAHIY
®opmynbs/Onpenenenue umenu/I[IpucBonts ums, BumuTe ciioBo CraBka B nose Vms: u meakHuTe
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10 KHOIIKE @;

B) Iipu AKTHBHOU SYEHKe B7 LIEIIKHUTE o KHOIIKE
|BCTaBKa ¢byukumy. B packpeiBiiemcst okHe BbliOepuTe (uHaHcoByro Qynkuuio IIJIT. Benute
HEOOXOJMMBbIE MapaMeTpbl ¢ KIaBUATyphl WIM C HCIOJIb30BAHHUEM MBIIIN CIEAYIOLIUM 00pa3oM: B
nojie CraBka — CraBka/12, B mone Knep — $A7*12, B mone Ilc — B$5;

') BBEIUTE HOBYIO I'OIOBYIO IPOLEHTHYIO CTaBKy B siueiiky D3, uroObl mpoBeputb padboTy
¢byHKuMU. 3HaYeHUS TJ1aTexka OyqyT OTPHULIATEIbHBIMU, TaK KaK BbI IUIATUTE, @ HE M10JIy4aeTe ACHbIU.
Otpenaktupyiire ¢opmyiy (n10o0aBbTe B €€ Hadajlo 3HAK «—»), YTOOBl 3HAUYEHHUE IUIaTeX a CTajo
MTOJIOKUTEIIbHBIM. 3aIOJTHATE OCTAJIbHBIE SYCHKH TIaTexen popmymon u3 siaeiiku B7;

1) IpoBepbTe paOOuuil JUCT, BBOAS ApPyryue 3HAUCHHUS MPOLIEHTHOM CTaBKM U CyMMBbI 3aiima.
OObpaTtuTe BHUMaHUE Ha U3MEHEHUE BEIIMYMHBI MECAYHBIX TUIATEKEH.

2. B Toli xe kHure co3naite padounii et Mojenu aMmopTH3aluu 1mo o0pasiry ¢ UCIOJIb30BaHHEM
HECKOJIbKUX (PYHKLHUMN Ui yueTa aMOPTU3aL1H, KOTOPbIe MOAETUPYIOT pa3InYHbIE METO/BI.

A ] B [ C [ D [ E

1 MOOENTUN AMOPTU3ALIMN

2

3 HammeHoLaHme ToBapa

4 |Cpok cnyx6bl 5

5 |MecsaueB oo KoHua roga 7

6 |HayanbHas ctoumocTb 160 000,00p.

7 |JlnkBnaHas CTOMMOCTb 10 000,00p.

8

9 AmvopTusauus ToBapa

10 _ IMeTon rumerioro MeToa ymeHbLUatoLLerocs octatka
] oAbl KymynaTvsHi (paBHOMEpPHOrO) HopmanbHas Y paBoeHHasi

meToa
cnvcaHus Hopma Hopma

11 amMopTusauumn amopTusayum

12 1 50 000,00p. 30 000,00p. 39 760,00p. 64 000,00p.

13 2 40 000,00p. 30 000,00p. 51 222,24p. 38 400,00p.

14 3 30 000,00p. 30 000,00p. 29 401,57p. 23 040,00p.

15 4 20 000,00p. 30 000,00p. 16 876,50p. 13 824,00p.

16 5 10 000,00p. 30 000,00p. 9687,11p. 8 294,40p.

ns sToro:

a) BBEIUTE 3arojioBKM, HAJNUCH M IapaMeTpbl, Kak Ha oOpasue. 3ajaiiTe Takoe Xe
(dbopMaTUpOBaHUE;

0) npucsomte sueiike C4 ums Kuzns, sueiike C5 — Oct_Mecses, sueiike C6 — CTOMMOCTB,
sruerike C7 — JIMkBUI_CT;

B) B sueiiky B12 BcraBbTe puHaHcoByro ¢yHkiuio ACY. Beaure HeoOxonumble mapamMeTpsl
cienyromuM odbpaszom: B nosie Hau ctoumocts — CtoumocTs, B mosie Oct_croumocts — JIMKBUT_ CT,
B noie Bpems skcutyarauuu — JKusHb, B none Ilepuon — A12. Ckonupyiite QyHKLMIO B Ipyrue
STYEHKH CTOJIOLA;

r)B STYCHUKY C12 BCTaBbTE (uHaHCOBYIO byHKLHIO AIL.
Beenute mnapamerpsl cienytomuM oOpasom: B mojie Hau croumocts — CroMMoCTh, B IOJIE
Oct_croumocts — JIukBuj_ct, B oine Bpems skcrmyaranuun — XXuzne. Cxonupyiite QyHKIHIO B
ApyTue STYerKu cToona;

n)B  suediky D12 BCTaBbTE (¢uHaHCOBYIO (byHKIMIO OVYO.
Beenute mnapamerpsl cienytomuMm oOpasom: B moje Hau croumocts — CroMMOCTh, B IOJIE
Oct_croumocts — JIukBua_ ct, B none Bpems skcrutyarauuu — JXKusue, B none [lepuog — Al2, B
nosie Mecspl — Oct_MecsieB. CKonupyiTe (PyHKIMIO B IPYTHE STYCHKH CTOJ‘I6I_[a,

e) B siueliky E12 BcraBbTe ¢uHaHcoByro ¢yHkuuio J[JIOb. Beenute napamerpsl cienyronmm
oOpazom: B moie Hau croumocts — Ctoumocts, B moje Oct croumocts — JIMKBUI CT, B moje
Bpems_skcruryaranuu — JKusHb, B none Ilepuon — A12. Cxonupyiite QpyHKIHMIO B Ipyrue sSueiKu
CTOJIONA;

) pOBEphTE pabounii JIMCT, BBO/S APyrye 3HAUCHUSI HauyaJIbHOM U IMKBUJIHOM CTOMMOCTH.
3. B 1oii e kuure coznaite padbounii muct Cratuctudeckne GyHKIuu. [ aToro:
a) BBEJIUTE 3aroJIOBKU, HAJIIMCH, 3HAUCHHS KOJIOB, KOJIMYECTBA U IIEHbI TOBAPOB B COOTBETCTBUU C
oOpasuoMm. 3aaiiTe Takue e, Kak Ha pUCyHKe, lapameTpsl popmatupoBanus. Paccuuraiite 3HaueHus

A [ B [ cl b
Mpopaxa ToBapoB

Kon ToBapa || KonmuectBo [ LleHa| Cymma
1000 120 70 8400
1001 100 55 5500
1002 85 65 5525
1003 120 70 8400
1004 120 110 13200

9 1005 80 110 8800

10 1006 60 55 3300

11 1007 50 55 2750

12 1008 125 65 8125

o|N|o[a| A W[N] =

14 [Bcero 9 9 9
15 |CpeaHee 95,56 72,78 | 7111,11
16 |MeauaHa 100 65 8125
17 [Mona 120 55 8400
Puc. 10. PaGounii nuct
Crarucruyeckue hvHKIMM




CYMMBI;
0) B sueiiky B14 BcrtaBpTe cratucTuueckytro ¢ynknuio CYET. B kauectBe mnapamerpa
«3nauenue 1» Boiaenute siueliku B4:B12. Cxonupyiite QyHKLHIO B IpyTrUe SYEHKU CTPOKU;
B) B siueliky B15 BcraBbTe cratnctuueckyto ¢ynkiuio CP3HAY. B kauectBe mapamerpa
«Yucno 1» Beiaenute stueliku B4:B12. Cxonupyiite QyHKLHIO B Ipyrue SYEHKU CTPOKU;
r) B siueiiky B16 BcraBpTe cratuctuueckyo ¢ynkuuio ME/IMAHA. B kauectBe mapamerpa
«Yucno 1» Beiaenute stueliku B4:B12. Cxonupyiite QyHKLNIO B Ipyrue SYEHKU CTPOKU;
n) B stueriky B17 BcraBbTe cratuctuueckyro ¢pynkuuo MOJIA. B kauectBe napamerpa «Hucio
1» Beienure sueiiku B4:B12. Ckonupyiite GyHKIMIO B APYTHE SIUEHKHU CTPOKH;
€) poBepbTe padbounii JIMCT, BBO/SA B CTPOKAX JIPYrHe 3HAUYSHHSI KOJIUYECTBA U LIEHBI TOBApPOB.
4. Otkpoiite kHHry Peammzamus 000pydOBaHHMS W pacCUMTAWTE 3HAYCHHS CPETHETO
apu(MeTnyecKoro, OnpenenuTe Moy, MeIMaHy U KOJMYECTBO 3HAUEHHUI MO KBapTajaMm /sl BCeX
JMHEEK Tele()OHOB Cpa3y Ha BCEX JIUCTAX.

KOHTPOJIbHBIE BOITPOCHI

1. HazHauenue ¢puHAHCOBBIX PYHKIUH.
2. Ha3HaueHue CTaTUCTUYECKUX (DYHKIUI.

2.8. VIIPABJIEHUE 1 OBPABOTKA
JAHHBIX B EXCEL

2.8.1. CoptupoBka 0a3bl JaHHBIX

baza pansbix (BJl) — 3TO cHOUCOK 3alaHHOM CTPYKTYphl, KOTOpas ONpEAesieTcss MOJSMH,
OIMCHIBAIOIIMMHU KaTeropuu MHpopmaimu, conepxanieiics B 6ase. B Excel none 3anaercs cronduom,
a KaXX0U 3alMCHU OTBOAUTCS OTACIIbHAsL CTPOKA.

Pabounit nuct, npexncraBieHHsli Ha puc. 2.2, — 310 BJI Excel. Kaxnoe mone coorBercTByer
ctonbiy. iMeHa mosneil ncnosb3yroTest Kak 3arojoBKU cTosOnoB. Kaxaas ctpoka npeactaBisieT coooit
3aIIKCh.

[Ipu co3nanuu BJI B Excel HeoOxoaumMo coOmoaaTh cienyromnue npapuia;

1) mycras crpoka ykaspiBaeT Ha okoHuaHue bJI. Henb3s oCTaBIATH IyCThIE CTPOKH MEXIY
3aroJIOBKaMH CTOJIOLIOB U 3alUCSIMU C JJAHHBIMU;

2) MeHa TMoJyiell pacrojaraloTcss B BEpXHEH dYacTu CTOJOIOB B OTHACIBHBIX SYEHKaX U He
MOBTOPSIFOTCS HA paboueM JIUCTe.

[Iporpammuoe oOecrnieuenue bJ] M03BOJSIET BBIMOMHATH IO MEHBIIEH Mepe JBE ONEpaluu:
COPTUPOBAaTh JAHHBIE B OIPEICICHHOM IMOpsAAKe W (UIBTPOBATh JAHHBIC JUIS TOUCKA HY)KHOM
uHpopMaLUH.

A [ B | c | D I e | F | G [ H ] | |
1 |000 "ConutoH"
| 2 |Anpec: r. CapaHck, yn. bonbluesncTckas, 60, odmc 211 Ten.: (8342) 17-75-25
3 Pakc: (8342) 17-99-11
4
| 5 | MPAWUC-NIUCT no copmatHom 6ymare
6
| 7 | LleHa, py6.
8 HaumeHoBaHue Bua MpousB-Bo | MnotHocTk | BenusHa | Popmar EA. uam. 1 Wr. ot 50 wr.
9 |CHEYPOYKA Poccusa 80 /M’ 94% A4 nayka (500 n.) 85,00p.
10 |AVICBEPT COoPY Poccus 80 r/m” 94% A4 nauka (500 n.) 83,00p.
11 | XEROX BUSINESS DuHNaHaus 80 /M’ 96% Ad nayka (500 n.) 120,00p.
12 |SVETOCOPY NEW Poccust 80 r/m’ 94% A4 nauka (500 1.) 90,00p.
13 |OFFICE LINE Poccus 65 rim’ 92% A3 nayka (500 n.) 130,00p.
14 |OFFICE LINE Poccus 65 rim” 92% Ad nayka (500 n.) 65,00p.
15 [LUX CoPY AscTpus 80 r/m’ 95% A3 nadka (500 n1.) 190,00p.
16 [LUX CcopPY AscTpus 80 r/m’ 95% A4 navka (500 n1.) 95,00p.
17 |LOMOND COPY Cnosakusi 80 /M’ 97% A3 nayka (500 n.) 203,50p.
18 |LOMOND ULTRA Cnoakusi 80 r/m’ 98% Ad nayka (500 n.) 115,00p.
19 [LOMOND COoPY Cnosakusi 80 r/m” 97% A4 nauka (500 n.) 112,00p.
20 |LOMOND BUSINESS Cnosakusi 80 r/m” 95% A4 nauka (500 n.) 105,00p.
21 |LOMOND OFFICE Cnosakusi 80 r/m’ 94% A4 nayka (500 n.) 93,00p.
22 |KYM LUX PuHNAHANA 80 r/m’ 96% A3 nadka (500 n1.) 198,00p.
23 |KYM LUX DuHNaHauS 80 r/m’ 96% A4 nayka (500 n.) 94,00p.
24 [DATA COPY Lseuus 80 /M’ 97% A4 nayka (500 n.) 120,00p.
25 |CANON COoPY DuHnaHansa 80 r/m’ 96% A4 nadka (500 n1.) 120,00p.
26 |BALLET CLASSIC Poccus 80 /M’ 96% A4 nayka (500 n.) 95,00p.
22 lAMICUS |PROFESSIONAI | ®usnasnus 75 v’ 96% A4 | naua (5000) 94 00p

Puc. 2.2. Pabounii nmuct «bymara»
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Jlns coptupoBKu MH(OpPMaLUU CleAyeT cHauyajla BBIIEIMUTH JiIoOyto siueiiky BHyTpu Bb/l, a 3arem
BbIOpaTh kKoMaHay J[lanubeie/CoptupoB-ka.... OTkpoercs auanoroBoe okHo CoptupoBka (puc. 2.3).
Excel Oynetr BbIOMpaTh sueiiku BO BCEX HANpPaBICHUSIX OT BHIOPAHHOM, MOKa HE OOHAPYKUT ITyCTYIO
CTPOKY WJIU CTOJIOEII.

Coprupogka ﬁ|g
I “’:1Luﬁgs|m= VPOEEHE |I )( MAANNThE YOOSSHS || 13 KonipoBaTh yooEs- || | Napametpel... | [] Mow aaddss cogepsar saronosad
Cronbew CopTiponta Map#got:
CepTMREESTE MO | CronGegH W 3HaueHuA v | Mo sospacTanmo w |l
ak | omere |

Puc. 2.3. JIlnanoroBoe okHo CopTpOBKa

[Ipu pabote B nuanoroBoM okHe COpTUPOBKA MOXHO NMPOU3BOJUTH COPTHUPOBKY IO HECKOIBKUM
YpOBHSM. 3aucu MOTYT OBITh OTCOPTHPOBaHbI 10 Bo3pacTaHuio (A — A u 1-100) win no yObiBaHHIO
(I — A u 100-1). B none CoptupoBaTh 10 HY>KHO BBECTH WUJIM BHIOpaTh B PACKPHIBAIOLIEMCSI CIIUCKE
UMs TOJIs, TI0O KOTOPOMY JOJKHA MPOUCXOIUTh copTupoBka. B mone CopTupoBka cieayeT BbIOparh
YCJIOBHE COPTHPOBKH (3HaueHue, IBET sueiiku u T. A.). B mone [lopsaok ompexaensercs cmocod
COPTUPOBKHU (TI0 BO3PACTAaHMIO, TIO YOBIBAHWIO WJIM HACTpamBaeMbIil cIUCOK). [Ipu HeoOxomumocTu
MOYKHO J00aBJISITh U YAAISTh YPOBHU _COPTUPOBKHM cTOJOLOB. Ilocie ykazaHusi Bcex mapaMeTpoB

COPTUPOBKH HY’KHO Ha)KaTb HAa KHOIIKY , 4T00BI oTcopTUpoBaTh b/ B cOOTBETCTBUU € 3aJaHHBIMU
YCIIOBHSIMH.

MosxHO OTCOPTHUPOBATH b/l c IIOMOLIBIO KHOIIOK COPTUPOBKU
Ha jeHre. [{ng sToro BeIOMpaercs siueiika B cToiOLE, IO KOTOPOMY Halo NPOU3BECTH

COPTUPOBKY, IPOU3BOJIUTCS IIETYOK MO OJHOM M3 yKa3aHHBIX KHOIOK. JaHHBIN YIIPOIIEHHBIN CIIOC00
COpPTHPOBKU UMEET OAMH HepocTaTok: Excel He mpoBepsieT npaBUiIbHOCTH BbiOOpa sueek B b1,

3aganue 2.26

1. Coznaiite pabouwnii muct bymara (cMm. puc. 2.2), conepxammuii bJ[ Excel. Benute 3aronoBku u
HAAMKCH, 3a7aiiTe COOTBETCTBYIOIIee (hopmaTrpoBanue. Paccuuraiite neny B croibue ot 50 mr. co
CKuAKOU B 3 % OT LieHbl, yKa3aHHOU B cTonO1Ie 1 mIT.

2. [IpoBenuTe COPTUPOBKY MaHHBIX MO an(aBUTy MO TPyMIaM C MOMOINBI KOMaHIbl MEHIO.
Hanpumep, B criucke CopTupoBaTk no: auanoroBoro okHa CoptupoBka BeiOepute [Ipouss-Bo (1o
BO3PACTAaHUIO), HAKMUTE KHOIKY Jl06aBUTH ypOBeHB|, 3aTeM B crucke CopTupoBaTh no BbiOepHTe
none HanmeHnoBanmue (mmo yObIBaHHIO), JOOABBTE HOBBIM ypOBEHb COPTUPOBKU W mone Bupg (1o
yObiBanuio). IlompoOyiiTe MpoBeCTH COPTUPOBKY MO JAPYTUM 3HAYCHHUSM TMOJEH W B Jpyroi
MOCJIe/1I0BAaTEIbHOCTH.

3. [IpoBeaute coptupoBky mo cronbuam IlnotHocTs, benusna u lleHa ¢ MOMOIBIO KHOTOK
MaHEJIM HHCTPYMEHTOB KakK [0 BO3PACTaHUIO, TaK U MO YOBIBAHHUIO.

2.8.2. Gunprpanus 6a3pl gaHHBIX. Co3maHue
IMOAMHOYKECTBA

Wnorna npeanouturensbHee paboTaTh ¢ OrpaHndeHHON rpynmnoit 3amuceil B BJ[. UToObl BbIOpaTh
3alMCH, YIOBJICTBOPSIOLIUE OIPEINCICHHOMY YCIOBUIO, M BPEMEHHO CKpBITb BCE OCTaJbHBIC,
ucronb3yercss (QUIbTP, HAacTpauBas KOTOPBIM BBOAAT CIELMANbHOE YyciioBHE ¢uiubTpanuu. s
OCYILECTBJICHUS] (PUIBTPALUU CIEAYEeT BBIIEIUThH 3arojoBKU CTOJNOLOB B/l M BBINOMHUTH KOMaHTy
Hannbie/@unbtp. Excel coznact cnucok ycnoBuid GuiabTpanuu A Kaxaoro nois. YToobl moaydyuTsb
JOCTYIl K CIIHCKY, HY>KHO ILEIKHYTb II0 PacCKpBIBAIOILIECH KHOIIKE, KOTOpas IOSBIAETCA PAIOM C
MMEHEM I10J141.
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[Ipn nucnonp3oBaHUM (GUIBTPA BCE 3aIMUCH, HE BXOAIIME B TOAMHOMKECTBO, CKPBIBAIOTCA. YMCIIO
oOHapyKeHHBIX 3anucel u obuee yucio 3anuceil B b/l otobpaxkatorcst B cTpoke coctosHus. Kaxnas
3aIlUCh COXpaHSIET MCXOMHBIM HOMEp CTpokH. Homepa oT(hMIBTpOBAaHHBIX 3alHMCel BBIJCICHBI CHHUM
BeToM. PackpbIBaromiasi cTpeika Juisd YCIOBUS (DUIBTpAllMU TakKe MMEET CHHHUH IBET, KOTOPBIH
O3HAyaeT, YTo 3TO I0JIe B HacTosllee BpeMs wucrnoisbdyercs aias ¢uinbrpauuu b/l ITlpousBoauth
(bUITBTPAIIMI0 MOXXHO TIO HECKOJIBKUM ToyisiM. YToObI BHOBH oTOOpa3uth Bcto BJl, cnemyer BmIOpath
nyHKT Bce B kauectBe kpurepus (uibTpa BO BcexX moisix. s oTkimroueHus: GuiibTpa HaJIo0 CHOBA
BbIOpaTh koMaHay JlanHbie/DUIBTP.

CymIecTBYIOT CHTYyalluH, KOTJa HEOOXOJMMO CO3/1aTh WJIM PAaCIpPOCTPAHUTH IMOIMHOXECTBO bBJI.
Hamuoro npoie padorats ¢ 6a30if MEHBLIETO pa3Mepa, KOTopasi COJEPKUT TOJIbKO HY)KHbBIE 3aIHCH.
g sToro cienyer ckomupoBaTh oTGuibTpoBaHHyio B/l B Oydep oOMeHa M BCTaBUTH €€ B HOBOE
MecTo Jro0oro pabodero smcta, 4yToObl co3maTh HOBYHO bBJI, comepskairyio TOJNBKO 3amucH W3
OT(UIBTPOBAHHOTO MOJAMHOXKECTBA.

3aganue 2.27

1. CocTaBbTE CIIUCOK poccnﬁcxnx Mapok Oymaru, OTCOPTUPYHTE WX MO Ha3zBaHUAM. [[ist aTOrO
co3name CIUCOK YycnoBHi ¢uibTpauud U B mone I[Ipouss-Bo BeiOepute ycinoBue Poccus.
; WPOBKY [0 Ha3BAaHUSAM IPOBEIUTE B COOTBETCTBUU C 1. 3 3amanus 2.26. Co3paiiTe HAa HOBOM
FpaboueM sucte ¢ uMeHeM 3ananue 2.27.1 6a3y JaHHBIX U3 OTHUIBTPOBAHHOTO MOAMHOKECTBA.

2. CocTaBbTe CIUCOK JECITH HauOolee JOPOTUX MapoK Oymaru, OTCOPTUPYHTE UX MO CTOUMOCTH
B nopsjake Bo3pactanus. Co3zmaiiTe Ha HOBOM paboyeM jucTe ¢ UMeHeM 3ananue 2.27.2 Ga3zy
JAHHBIX U3 OTPUIBTPOBAHHOTO MOJIMHOXKECTBA.

3. CocTaBbTe CIHUCOK POCCHUHCKUX M (UHCKUX MapoK OyMarw, OTCOPTUPYHTE [aHHBIE IO
MIPOU3BOAUTENSIM, IO HauMeHoBaHui0. J{ns »toro B mose [Ipouss-Bo BriOepuTe ycnoBue Poccus u
Ounnauaus. Co3maliTe Ha HOBOM paboueMm nucTe ¢ uMeHeM 3amanue 2.27.3 0azy AaHHBIX U3
OT(hUIBTPOBAHHOTO MOJAMHOKECTBA.

2.8.3. [logcuer MpoOMEKYTOUYHBIX HTOTOB

MO’KHO BBIYMCIIUTH TPOMEXYTOUYHBIE UTOTU Ha OCHOBE Jir00oro moist b/I. [TpomexxyTodunsiit utor —
3T0 HEe oOsBarensHO cymMma. OH MOXET MPEACTaBIAThH COOOW CpeaHee 3HAYeHUE, KOJIWYECTBO,
MUHUMYM, MakCUMyM WIH JApPYTyl0 CTaTUCTHYECKylo BenuuuHy. [Ipexxne Bcero HeoOXoaumo
oTrcoptupoBaTth b/l Mo mosro, Ha OCHOBE KOTOPOTo OyIyT MPOBOAUTHCS BBIYUCIIECHUSA. 3aTEM BBIOPATh
moOyto sueriky b/l w 3amare komanmy Janaesie/MToru.... OTKpoeTcss AMAIOrOBOE OKHO
[IpomexxyTOUHBIE UTOTH.

B none Ilpu kaxaoM nu3MeHeHUH B: CielyeT yKaszaTh I0JIe, 10 KOTOPOMY IIPOM3BE/IeHa COPTUPOBKA
BJl. Ecnu BbIOpaTh HE OTCOPTUPOBAHHOE II0JIE, MOJIYYUTCS Macca MPOMEXKYTOUYHBIX HTOTOB
(uHTEpECHO, HO OeccMBICICHHO). Jlamee Hy»XHO BBIOpAaTh TUI MPOMEXKYTOUYHOTO HMTOTra W3 CIHCKA
Onepanus; B crucke J100aBUTh UTOTH MO: OTMETUThH BCE MOJSI, O KOTOPHIM JOJDKHBI BBIYMCIISATHCS
MIPOMEXKYTOUYHbIE UTOTH. MOXKHO IOJIBECTH WUTOTU IO HECKOJIbKUM IOJISIM OJHOBPEMEHHO, HO IpH
9TOM JIOJKHA MCIIOJIb30BATHCS OJJHA U Ta K€ (DYHKIIMSL.

Ecnu npomexyTouHble UTOTH MOACYUTHIBAINCH PaHEE U TENepb HAJ0 3aMEHUTh CTapblii HAbOp Ha
HOBBIN, HEOOXOJUMO YCTAaHOBUTH (PIa’k0K 3aMEHUTH TEKyIlMe UTOTU. Eciu HyHO, YTOOBI MOSIBUINCH
00a Habopa UTOroB (HampUMep, CYMMBI U CPEAHHE), CICAYET CHATh ATOT (IaXKOK. YCTaHOBKa (priaxka
Wrorn nmon nanHsIMU 1o3Bosiger moasectu obmume uroru noxa Beeil b1, Ilocie BBoja undopmanuu
HY’KHO IIEJIKHYTh IO KHOIIKE JUIst UX 100aBleHMsI, a JJs yJaJIeHUs MPOMEXYTOYHBIX HUTOTOB
CHOBA OTKPBITh IMAI0roBO€ OKHO [IpoMexxyToUHbIE UTOTY U HAXKaTh Ha KHOTIKY g6§aTb BCE.

3aganue 2.28

1. PaccuuTaiite cpeaHee 3HaueHHE IIEHbI OyMard TO MPOU3BOIUTENSIM sl 0as3bl JTaHHBIX,
MOJIyYUeHHOM B pe3ylbTaTe BbINOAHEHMs 0.3 3amaHus 2.27. Jljig 3TOro B JIUAJIOrOBOM OKHE
[TpomesxyTounsie uroru B mosne [Ipu kakaom u3meHnenun B: Beibepute [Ipouss-Bo, B mosne Omneparus —
Cpennee, B none [lo6aButh uroru B: — 1 mt. U ot 50 wrt. YcranoBure (iakku B MONAX 3aMEHUTH
TeKyLMe uToru u toru rnox JaHHbIMU, IEJIKHUTE 10 KHOHKC@

2. PaccunraiiTe KOMMYECTBO 3HAYCHUN HAMMEHOBaHWUW Oymaru uis oOmieil 0a3pl maHHbBIX. [[ns
3TOr0 OTCOPTHPYHTE 0a3y MaHHBIX B COOTBETCTBHH C 1. 2 3aJaHus 2.27 cHayasia Mo HAMMEHOBAHUIO,
3aTeM MO0 BHUIY U B MOCIEIHIOK ouepenp mo ¢opmaty. B nuamoroBom okHe IIpomexkyTouHble UTOTH
BBIOEPHUTE COOTBETCTBYIOIIUE TIOJISL.

KOHTPOJIbHBIE BOITPOCHI

1. [Honstue 6a3bl nanHbIX. [IpencraBnenue 6a3bl manHbIX B Excel. [lons u 3amucw.
. [IpaBuia co3manus 06a3el qaHHBIX B Excel.
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3. [IpoBeenne u cmocoObl COPTUPOBKH 0a3bl JAHHBIX.
4. lIpoBenenune GpuibTpauu 0a3bl JAaHHBIX.
5. IloacueTr npoOMeKyTOUYHBIX UTOTOB.

KOHTPOJIbHAS PABOTA

3amanne 1. [laHHas 2meKTpoHHAs TaONMMIA TpeAHA3HA4YCHA U BBIYKMCIICHUS 3apaOOTHOW IUIAThI C
YUYETOM MOJOXOTHOI0 Hajiora, orurciieHuit B [lencuonnsiit pona PO, craxa paboTsl.

A |B C D| E F|1G|H|T|J]|] K
« < |
. o 3|3 = =1, R
= s |8 = = < 4 <
o © = S ]
= s 5 |g| 2|8 53%.; BElg it
S | & S &l < '8 Bls
= 5| £ |E|E]59 g 2
< O = o § <SS S
S S S| E 8| TE” 2| &
= = _& M E ©
YukvH | B [ Mmxenep | O [ 120 [ 22
LleTpoB| KO|[9xonomuc | 5 [ 140 [ 20
T
Komap |BO|MHucnektop| 5 [ 150 ] 19
OB
lymku [KO[9konomuc | 4 | 150 | IS5
H T
Ulonyxo BLL{| Hauaneauy 10 [ 180 [ 22
B
HocoB [KO[lIporpamm| 5 [ 150 ] 22
UCT
I opku|BL{[IIporpamMm| 7 [ 170 | 21
UCT
KpotoB[KO[Okonomuc | 2 [ I35 19
T
Komxy |[BO[Hauaneruy 4 | 160 [ 20
H
Maxkos |[BO[Wmxenep | 8 [ 150 [ 22
PacuetHbie qanHbIE WroroBeie ssueiiku
Hmsa HasBanue ctonbuna Nms HazBanue siuetiku
cTonbna STUCUK
u
G auuCIICHHAs J16 [Cymma Bcex UTOrOBBIX
3a%a60THa$1 1iara,
yO. s
H OéJOXOILHLII/I HaJIOoT, J17 [Cpennsist 3apadoTHas
y0. riata, pyo.
I |Otuucnenus B J18 [MunumanbHas
gqe)HCI/IOHHBII/I doHx 3apa0OTHas TUIaTa, pyo.
J |Cymma K Bblnaue, pyo. J19 [Cpenuuit CTaX
COTPYIHUKOB
K [Cymma k Beigaue, pyoO. J20 MakcumanbHas
(ripu cra)ke O0IBIIE 3 3apabOTHAas IU1aTa)
ieT 3apaboTHas 1IaTa COTpYAHUKA, pyO.
YMIiogKaeTC}I
Ha 1,

[TocTpoiiTe THCTOrpamMMy 3apaOOTHOM IUTATHI KaXKIOTO COTPYAHHMKA C HAKOIUIEHUEM B BHUIE
nupamu. B obGmactu nuarpaMMmbl BBEJUTE 3arojioBOK, 3HAU€HMs, OCh 3HAUYEHHWM MpH 3ToM ybepure.
3anuBKa 00JIACTH JUarpamMMbl — IPaJAMEHTHAs! C MOMOIIBIO 3arOTOBKH (M€lb, JUArOHaNIbHAs).

3amanue 2. ChopMupyilTe CIMCOK Mara3mHOB, JIJISi KOTOPBIX M3BECTHBI 00BEMBI TOBApOOOOPOTA 3a
JeTHHe Mecsnl Tekymiero roaa (10-60 teic. py0./Mec.).

Ornpenenure cyMMapHbI 00BEM TOBapOOOOPOTa ISl KaXKIOTO Mara3wHa 3a JISTHUN NEPHOI U €To
CpeIHEMECSYHOe 3HaueHWe. PaccuuTaiTe MOMI0 Yy4acTHsl KaXIOTO MPEANPHUSITHS B CyMMapHOM
00beMe TOBapoOOOPOTa BCEX MAara3uHOB (B MPOLIEHTAX).
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3amanne 3. CdopmupyiiTe cnmcok pabOTHUI[ ¢ yKazaHueMm (aMUIWN, KOJIMYeCTBa JCTEH-
wxauBeHieB (ot 0 10 3 yer) y Kaxaoi u3 paboTHHIL.

Paccuunraiite cymmy pormiaT Ha OJHOTO peOEHKa M BCEX JCTEH B CeMbE KaxJA0W paOOTHUIIBI U
001IyI0 CyMMYy ISl BCEX paOOTHUII, YUYUTHIBAs, YTO JOIUIATA MPOU3BOJUTCS T10 CIEAYIONICH CUCTeMeE:
npu ogHoM pebenke — 300 pyO., mpu aByx u Oonee nersx — 250 py6. Ha KaxJIoro peOeHKa.
Omnpenenure cpeaHeapupMeTnieckoe 3HaYeHNe A0IUIaThl Ha OJTHOTO peOeHKa.

[Ipumeuanwue. g BRIMTOTHEHUS 3TOTO M CICAYIOIIETO 3aJaHU HY)KHO MCIIOJIb30BaTh (QYHKIIUIO:
ECJIN (BblpakeHHe; 3HAUEHHUE €CJIM_Ja; 3HAYEHUE €CJIM HET), Nl BBbIpaKEHHE — JIOTHYECKOe
BbIpaKEHHE (B HUX MOTYT HCIIOJIb30BAThCS 3HAKU =, >, <, >=, <=); 3HAYCHHE €CIIU — Ja —
3HAUEHUE, YCTAaHABIMBAEMOE, €CJIM YCIIOBHs BBIPAKEHUS BBIIOJIHAIOTCS; 3HAYCHHE €CIU_HET —
yCTaHaBIMBa-eMO€ B NPOTUBHOM ciy4yae. Hampumep, nmyctb B sueiike B3 3amucana QyHkuus
=ECJI1 (A5>120; A6+20; 400). Torma mnocne 3aBepuieHuss BBoaa ¢GyHkuuu B B3 Oyzer
O0TOOpaXKaThCsl YUCITIO, paBHOE yBeIM4eHHOMY Ha 20 coiepKUMoOMy sueiku A6, eclii 4Yucio B
aueiike A6 6onbie 120, niu (B mpoTUBHOM citydae) OyaeT BoIBOIUTHCS uncio 400.

3ananue 4. CpopmupyiiTe CIUCOK KIMEHTOB OaHKa, apeHAYIOUIMX CEH(bl, C yKa3aHHEM CpPOKOB
apenibl (o1 10 1o 80 mueit).

Omnpenennte CTOMMOCTD apEH/IBI ISl KAKIOTO KIMEHTA C YYeTOM clieayrmux tapudos: g0 30
nued — 20 py6./cyt, or 30 mo 60 mueit — 15 pyO./cyT m cBeime 60 ngueir — 12 py6./cyT.
PaccuuTaiite 0011yr0 cymMMy apeHabl JUIsl BCEX COTPYIHUKOB.

3amanue 5. YcnoBus 3a1aHusI PEACTABICHBI B Tabmuie. B sdeiiku co 3Be3j09KaMu BBETUTE
(hopMyIIBI TS pacyera.

®.N.0. |Orpaboran|Kanudpukanmon| KTV | Hauucneno
HBIC THU HBIN
KO3 PUIHEHT
* *
QPAr?/HOB 20 6
[pyrun I 22 4 * *
Perun P.P. 12 5 * *
Ulykos JIJL. 21 2 * *
WUTOT'O *
Cymma noxona ‘ 2 000 py®.

[Ipumeuanue. KTY = Otpaborannsie nuu X KBanupukaunonusiii koadduuuent; Hauncneno =
CymmMa noxoma X KTV /Y KTV.

3ananue 6. ChopmupyiiTe CUCOK CTYJEHTOB C YKa3aHHEeM (aMWINNA U PE3yNbTaToB CHAud TpeX
sk3ameHOB (omeHku S5, 4, 3 wim 2). bazoBas crunengusi papHa 1 000 pyO., HambaBka mpu craade
9K3aMEHOB Ha «XOpPOIIO» U «OTIIMYHO» cOoCTaBisieT 25 %, Haj0aBKa MpHU cJaye TOJIbKO HA «OTIMYHO
—50 %.

PaccumraiiTe niis KaXa0ro CTyIeHTa pasMep €ro CTUNEHANUU. 1Ipu HeyoBIEeTBOPUTEIBHON OLIEHKE
CTHUIICHIUSI HE Ha3HAYaeTCs.
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3. CUCTEMA VIIPABJIEHUA BASAMU JAHHBIX ACCESS

JIABOPATOPHA S PABOTA Nel0O

3.1. HASBHAYEHUE, 3AI'PY3KA
N OCHOBHBIE ITOHATHUA ACCESS

CrpemuTtenbHblii pocT o0beMa MH(POPMALMOHHBIX PECYPCOB CTal CIEJICTBUEM MCIOJIb30BAHUS B
MH(POPMALIMOHHBIX TEXHOJIOTUSAX HOBBIX CpPeACTB 00paboTku nHpopmaiuu. K HUM B niepByro ouepespb
OTHOCATCSI CUCTEMbl 00pabOTKH CTPYKTYpUpPOBAHHBIX JaHHBIX, Hanbojee yaOOHOW cpean KOTOPBIX,
uMeroIel camMblil 60raThlii MHCTpYMEHTApUN HA CETOJHSIIIHUM JIeHb BBICTYIIAET CUCTEMa YIPaBICHUS
6azamu nanueix (CYB/) Access.

Ha3nauenneM 5TOH mnporpaMmbl SIBISIIOTCS co3laHue (aiioB 0a3 JaHHBIX, UX COPTHPOBKA,
JIONIOJIHEHUE, 00pab0TKa YMCIIOBBIX U CHUMBOJIBHBIX JTAHHBIX, BBIOOpKA JAHHBIX 110 ONPEAEICHHOMY
YCIIOBHIO, IOUCK JAHHBIX, YOBJIETBOPSIOIIMUX 3alaHHOMY YCIIOBHIO, U T. JI.

ba3a nmanHbIX Access COCTOUT M3 TaOJiMLl, KOTOpbIE BKJIIOYAIOT JAHHBIE U BCE NpPUIIAraroliuecs
00BEKTHI, TAKUE KaK 3alpochl, (POPMBbI, OTUYETHI, MAKPOCHI, MOJYJIH, UCIIOIb3yeMble Ui yIPaBICHHS
nanabiMU. Komrmuiekc nporpamm CYBJ[ Access MO3BOJISIET HE TOJNBKO XPAaHUTh OOJBIINE MAaCCUBBI
JAHHBIX, HO U 00pabaTkIBaTh UX, IPEACTABIASA B YIOOHOM JUIs [TOJIb30BaTeNeil BUE.

CVYB/l Microsoft Access Office — 32-pa3psiaHas cucTeMa yIpaBiI€HUS PENSLIUOHHBIMU Oa3zamu
JAHHBIX HOBOTO TOKOJEHHUs, pabotaromas B cpene Windows. Access SBISIETCS NPUIOKEHHEM, a
nockonbky u  Windows, u Access pa3paboTtanbl oxHoW ¢upmon (Microsoft), oHM xopoio
B3anMoecTBYIOT apyr ¢ apyrom. CYBJ] Access pabGotaer mon ympaienueM Windows; Takum
oOpazom, Bce mnpeumymiectBa Windows gocTynHel B Access, HalmpuUMep, MOXHO BBIpE3arth,
KOIMPOBaTh M BCTABUTh JaHHbIE M3 J0Ooro mpuioxkenus Windows B mpuiioxkeHue Access U
Ha000pOT.

B cnpaBounoii cucreme CYB/] Access mpencrapneHa kparkas uH(opmaims o0 3TOM MporpaMmme.
bnarogapst 6a3amM 1aHHBIX MOKHO HAaKaIUIMBATh U CTPYKTYpUPOBATh PA3IUUHYI0 UH(OPMALIHIO, UCKATh
U COPTUPOBaTh OOBEKTHl B COOTBETCTBUU C BBHIOpAHHBIMH (JIMOO 3apaHee 3aJaHHBIMU) KPUTEPHUIMHU,
co3zaBath (pOpMBI /7Sl BBOJA JJAHHBIX, @ TAKXKE I'€HEpUpPOBaTh Ha OCHOBAHUM MMEIOILMXCS 3aIruceit
U3BICKAHHO O(OPMIICHHbIE OTYEThI U T. 1. OOmmmii Bux 0a3bl JaHHBIX MpHUBEIEH Ha puc. 3.1.

[Nanens OvicTporo  Komanansie Kaonku
| J0CTyna BKJIAJKU aroIoBOK HCTIOIHEHUS

Al ¥ [RIREY Cotsbace [ Gaza qanHbm (A ess 2007 - 20100 Ao, i = =8

w faamas  Cospanme  Bewsee aro/  Pasiora s Basan o flosa | Tatinwus = @

[y re—

=

Lo itsassener
Mposeprs

7
P R R T s

Caoitras DapuisTIDoTIHE [ o

- | Wenurume diw doficanewun -

- 2],
< Pabouas

001acTh
TTomocer
A [TocnenoBarenbHOE NPOKPYTKH >
NepeMeIIeHUe 110 3aHCIM
1z Vv
Jarweses 8 1wyl M £ riay pussron | M v
Feowan TEAM /7 | wv‘ Hum Lok | [ 12
01aCTh
Obnac Dunstp Crpoka noucka

HaBHUTallTUH

Puc. 3.1. Pabounii sxpan Access 2010

Okno CYBJI Access UMeeT 1I1eCTh OCHOBHBIX 00JIaCTEi:

— 3aroJIOBOK, OTOOpakaeMblii BBEPXY IKpaHa;

— MaHeIb OBICTPOTO JOCTYIA C HAUOOJIEe YaCTO UCIIOIb3yEMbIMU KHOTIKAMU;

— JIGHTY ¢ HabOpPOM BKIIA/IOK;

— BKiIaaky Paiin, 3amenusiyto Bkiaaaky Office uz sepcun 2007;

—obnacte 0a3bpl JaHHBIX, KOTOpas BKJIIOYaeT B ce0s pabodyro oOmacTe s BBOAa U
penakTupoBaHusi HHGOpPMAIINH, 00JacTh Ha-BUTAILINU;

— CTPOKY COCTOSIHHS, B KOTOpPOM OTOOpakaroTcs (CiieBa HampaBo): KHOMKU TOCIEI0BATEIBLHOTO
MepeMeIeHUs] TI0 3alKucsIM; KHOTKA, YKa3bIBalollas Ha Haludue (UIbTPa; CTPOKa MOUCKA; PEKHUM
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Num Lock; noiocel npoKpyTKH, KHOIIKH MEPEKIIOYEHUS PEKUMOB pabOThI ¢ IOKYMEHTOM IPOCMOTpa
(pexum TabNuLbl, PEXKUM KOHCTPYKTOPA).

Hns 3arpy3ku CYB]] Access MOXHO HCHOJB30BaTh JOOYIO Tporpammy paboTel ¢ (hailsioBOM
cucremoit (IIpoBonHuk, Moil koMIibloTEp U 1p.), @ TAKXKE APJIbIK Ha paboyeM ctoie win MeHio Ilyck.
[Tocne 3arpy3ku Ha 3KpaHe TOSBISIETCS puiiokeHne Access (cM. puc. 3.1).

B BepxHeil yactu oKHa porpaMMsbl pacrosiaraercs Jienta (puc. 3.2), 3aMeHMBILAs MEHIO U TaHeJn
WHCTPYMEHTOB MNpeabLAylux Bepcuil. HaGopbsl koMaHI Ha JIEHTE MpPEICTaBICHbI B BUJE BKIIAJOK.
Komanzp! Ha Bki1agKkax 00ObeIMHEHB! B IPYMIbI 10 TUITY OCYLIECTBIISIEMbIX ONEpaluil; [uist J0CTyna K
HUM JOCTaTOYHO IIEJIKHYTh HA 3arojOBKE MbIIIKOH. BKIaaku Ha JIeHTE YNOPSIOYEHBI COTJIACHO
MIOCJIEZIOBATEILHOCTH 3aj]ay, KOTOPbIE BBIMOJIHAIOTCS HA Pa3HbIX dTanax CO3AaHUs JO-KyMEHTA.

[Ipu BrIOOpe KOHTeKCTHOM BKianku Paitn oTkpeiBaercs okHO Microsoft Office Access 2010 (cm.
puc. 3.2.).
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Puc. 3.2. KoarexctHas Bknaaka Daiin

B uenTpanbHOil 0051aCTH OKHA JaHHOM BKJIQJAKU HAXOASTCS LIECTh PAa3IMYHBIX Pa3/IeIOB:

1) HoBast 6a3a 1aHHBIX — UCTIONB3YETCS MPU CO3/TAHUN HOBOM 0as3bl;

2) Ilycras BeO-0aza JaHHBIX — MPUMEHSACTCS MPU CO3AHUU 0a3bl JAHHBIX, ONTUMU3UPOBAHHOMN IS
WHurepHera;

3) [ocnenaue 11abnmoHBl — MCTHONB3YETCS, €CIU TOBTOPSETCS OMBIT CO3/aHus 0a3bl JTaHHBIX Ha
OCHOBe 111a0JI0HA;

4) OOpa31ipl Ma0JIOHOB — BBEIOMPAETCS, €CJIM CO3/1aeTCsl 0a3a JTaHHBIX HAa OCHOBE PaHEE CO3/IaHHBIX
0a3 MaHHBIX, KOTOPbIE XpaHATCA HA JWUCKE JIOKATHHOTO KOMIIBIOTEpA, TOATOMY MOJKIIOYCHUS K
WuTepuery He TpebyeTcs;

5) Mou 1m1a0nonsl — coOpaHbl MIa0JIOHBI, KOTOPBIE SIBISIOTCS COOCTBEHHBIMU PAaHEE CO3JaHHBIMU
6azamu. Eciu Office 2010 ycTaHOBIIEH TOJIBKO YTO, 3T KaTEropus MycTa;

6) Lla6monsr Office.com — OCyIIECTBIIACTCS MOUCK IMIA0JIOHOB € TTOMOIIBI0 ceTn HTepHEeT.

B koHTekcTHOW BKkianke [JaBHAs TpeACTaBICHB OCHOBHBIE KOMAHIBI — TIOMCK, (MIBTpAIlHs,
COpPTHpOBKa, padoTa C 3amucsMH TaOiull, BHIOOp MpPENOCTaBIEHUS NaHHBIX, onepauuu c¢ Oydepom
oOMeHa 1 HacTpoiika mapameTpoB mpudta (puc. 3.3).
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Puc. 3.3. Bximanka ['maBnas nporpammer Access 2010

Konrekcrnas Bkianka CozgaHue COAEPKHUT KOMaHAbI, O0ECIEUMBAOIIME CO3JJaHHE OCHOBHBIX
CTPYKTYPHBIX JJIEMEHTOB 0a3bl JaHHBIX — IIa0JOHOB, TaOmui, (opMm, oTdyeToB M 3ampocoB. OHa
SBJISIETCS OINPENENSIONICH B ITPOLIECCE CO3aHNs OCHOBHBIX KOMIIOHEHTOB 0a3bl TaHHBIX (puc. 3.4).

newnus grne  FafamcEmami gass Mo Tabean
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Puc. 3.4. Bkiagka ¢ komMmaHgaMH, 00eCIIeUnBarOIMMHU CO3IaHIE
OCHOBHBIX KOMIIOHEHTOB 0a3bl TaHHBIX

KOMaH)ILI KOHTEKCTHOU BKJIaKHN Buemnne JaHHBIC o0ecreunBaroT HMIIOPT-3KCIIOPT AAaHHBIX, a
TaK)Ke MO3BOJISIOT OPTraHru30BaTh cOOp MaHHBIX (pHC. 3.5).

80



fmpa Coyeine | Suemewe greems | Faiorscéamen gadmen | flats Takmup

¥ a3

Se— Jamie Bicel  Acceis Eazaga

| cceop
Bl Arrsnberrininin © | gane

Puc. 3.5. Bkiaaka ¢ komaHgaMu, peIHa3HaYeHHbIMU
I OOMeHAa BHEITHUMU JaHHBIMHA

KonrekctHast Bkianka Pabora ¢ 0a3amMu maHHBIX 0O0ECIIEUMBACT IOIVICPIKKY CO3IaHHBIX 0a3
JAaHHBIX: OOCTYII K MakKpocaMm, 0T06pa)KeHI/Ie-COKpI>ITI/I€ Pa3IUYHBIX JJIEMCHTOB, IICPCMCIICHUC
JTAHHBIX U apyTHe ornepanuu (puc. 3.6).

fnasHan Conppmme BRewre ganmue PaSoTa ¢ EaTasi Aanmp Mona Tasamua
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| ot 24 aHaaus BricTpoasiicrEi = b L
DxaTe W BOCCTANDBNTE | Visusl Bunosnvte  Crema JasutMmoct SO Basa gsnne ShareFoint  Hagcrpodien

| By ASHHEI Basic  MaRpOc | Adneun  Ofbextop | R AHEINITABAMUK Server  Access o
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[lepemetiissss gnmsix Hagcrpofen

Puc. 3.6. Bkinagka ¢ koMaHaaMu, 00eCIIeUnBarOIIIMU
MOJICPKKY YyKe CO3IaHHBIX 0a3 TaHHBIX

KonTekcrnas Bkimaaka Pabora ¢ Tabnuiiamu BKITIOYaeT JiBe 0ObruHbIe BKIanaku: [loms (puc. 3.7) u
Tabmuma (puc. 3.8), npeaqHazHadeHHBIE 711 paOOTHI ¢ TAOJIUIIAMH.
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Puc. 3.7. Bkimagka, BKIIFOYaroas KOMaH Ik
JUTSE paOOTHI C TOJISIMH TAOJIUIIBI

|
Mastas Cosganune BrewHne gannbie Pafiota c Gasamn ganHpi MNons Tatnnua

TR BB B ™ e

CeoOWCTEA Ao Aa Mocne Mocne Mocne MIMeHaBaHHRIA Cxema FaBucimMocTy
THGAML\I‘.\I M3MEHEHWA YyAANCHKA pCTaDKM OBHODACHKMA yaancHuAa MAKpOC ™ AaHHEX 0BBEKTOD

s

CeoiicTea Ao cobuiTHi Mocae coBeiTui MMeHoBaHHEIE MAaKpOCk! CeA3n

Puc. 3.8. Bxiaaka, onpeneistoniast rio0aibHble CBOHCTBA
TaOIUIIBI 0a3bl JaHHBIX

B mpaBom HmkHeM yriay pabouero sKpaHa HaXOAATCS KHOINKHU pPEeXUMOB mnpocmoTpa. C ux
MIOMOILBI0 MOYKHO MEPEKIIOUUTHCS B PEKUM KOHCTPYKTOPA JIMOO0 peXUM Tabiauibl. Takke MOMEHSATh
PEKUM MOJKHO, ILEJIKHYB IPaBOW KHOMKOM MBIIIM Ha MOJe TaONMIbl WIK BIOPAaB HYXKHBIH PEXUM B
JI€BOM BEpXHEM yriy (cM. Tabm. 3.1).

B neBoif wactu pabouero skpaHa HaXOAUTCSA OOJACTh HABUTallMM, IZIE€ MPOUCXOAUT 3allyCcK Ha
BBINOJTHEHHE OOBEKTOB 0a3bl JaHHBIX (TaOJUI], OTY4ETOB, (HOPM U JAp.) U MOCIEAYyIOlIee yIpaBIeHUE
umu. Ilpu OTKpeITUM NOJB30BaTEIEeM HOBOM WM cymiecTByromel 6a3pl B Access 2010 ee 0ObeKThI
(TabauLbl, GOPMBL, OTYETHI, 3AIIPOCHI, MAKPOCHI U APYrue) 0TOOpakarTcs B 00JaCTU HaBUTalUU.

KOHTPOJIbHBIE BOITPOCHI

1. Cuctema ynpaBieHus: 6a3amu 1aHHbIX. VX Ha3HaueHUE.
2. OcHoBHble oOnacty okHa CYBJI Access. X Ha3zHaueHUE.
3. 3arpy3ka npuiiokeHust Access.

4. QcuoOBHEBIE JIEMEHTEI ACCesSS.

5. Ha3znauenwne mentel CYB/] Access, ee BKIIaAKH.

6. Oomacte Hasuraruu CYb/] Access. Ee HasHauenue.

3.2. CO3JAHUE ®AMJIA BA3bI
JIAHHBIX. PABOTA C TABJIMLIAMU
3.2.1. Co3manne 0a3pl JTaHHBIX

@aiin 0a3pl JaHHBIX, CO3MAaHHBIA B Access, BKIIOYaeT B ce0sl B MEPBYIO ouyepedb TaOIHIly, Ha
OCHOBE KOTOPOM BIOCIIEICTBUHM MOKHO TIOTy4aTh (POPMBI, 3aIIPOCHI, MAKPOCHI, OTYETHI U MOYJIH.

Hosplit daiin 6a3b1 JaHHBIX MOXKHO CO3/1aTh, UCHOJB3Ys KoMaHay MeHio @aiin/Co3nars/HoBas 6aza
JaHHBIX NIPU Ha4YaJIbHOM 3arpy3ke Access (cM. puc. 3.2).

[Tocne 3TOr0 HEOOXOMMMO ONpeAeTUTh UM (aiina 6a3bl TaHHBIX M JAUCK, HA KOTOPOM OH OyIeT
coxpaHeH, BbiOpaB komaHny @aitn/CoxpaHuth 0a3y nmaHHbIX Kak (puc. 3.9). B mnosBuBmemcs
JIMAJIOTOBOM OKHE OyIeT NpEeIJIOKEHO 3aKpbITh BCE OTKPBITHIC B MPUIMKEHMH Microsoft Access
o0bekThl (puc. 3.10, 3.11). danee cnemyeT WIETKHYTh IO KHOIIKE COX%&HI/ITB. Ecmu daiin Ga3zerl
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JAHHBIX YXK€ CYLIECTBYET, TO €r0 MMs HY)KHO HaWTH Ipu mnomouu KoMmauibl Dailin/OTKpbITh MpH
HayvaJIbHOM 3arpy3Ke U 3arpy3uTh €TO.

Bl e e e T o
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O aepurs 2/ sesi L=:0% TpazoTepauseise n yeTpanesie npofinen ¢ fainom Sz aren
M DML CPAACTEE CHTIIA W BOCCTINCATERHR:
] Dutanaies aceah
(@] Datavaies acean
(@] Datansi=d accal
W) Dztamss accoh - Fawndporam. napasem
? 0% S8 Crpaerae ADCTy R ¥ Baze aHb

Voe Mafinam g Crps
naime Micresodt Access 2007w S5nee nosan el beponi
Zandpoears pposaTece,
napuaen
Mocnezane

Puc. 3.9. Coxpanenue 6a3bl JaHHBIX

—

Microsoft Access

'j Bce oTKpLITLHIE 06 BLEKTHI AOMKHBLI BbITL 3aKPLITLI NEPES, COXP Gasbl A,
*

3aKpLITE BCE OTKPBITHIE B NPHNoXeHHH “Microsoft Access” obvexTsi?

[ Aa 1 [ Het ]

B M

Puc. 3.10. 3akpeiTHE BCEX OTKPBITHIX OOBEKTOB

Coxpanenie
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Puc. 3.11. Boibop aucka npu coxpaHeHuu 0azbl

Bxnanka Cenenust conepkuT ABe koMaHabl CxkaTh U BOCCTAHOBUTH 0a3y JaHHBIX U 3alIn(poBaTh
naposieM (cm. puc. 3.9).

Iocse miemdka 1o KHomke (C3KaTh K BOCCTAHOBHTH 623y JIAHHBIX OCYIECTBISETCS IPOBEpKa (aiina
0a3bl TaHHBIX HA MPEIMET BO3ZMOXKHBIX OIIHOOK M €r0 CKaThe B IEJISIX IKOHOMHH MECTa Ha JIUCKE.

st Toro utoObl 3ammdpoBaTh CO3MaHHYIO 0a3zy maposieM, HEOOXOIUMO €€ OTKPBITh B PEKHUME
MouononbHO. [[71s1 3TOro Hy>KHO CHauyaia 3aKpbiTh CO3/IaHHYIO 0a3y JaHHBIX, 3aT€M 3aIllyCTUTh
nporpammy Access depe3 MmeHto [lyck/IIporpammbl/Access, BoiOpath Briaaky Paitn/OTkpbeiTe. B
MOSIBUBIIIEMCSI THAJIOTOBOM OKHE CJIEyeT HAWTH W BBIICIUTH CO3JAaHHYIO 0a3y JaHHBIX W B MPaBOH
HUKHEH 4acTH BBIMOJIHUTH KoMaHy OTkpbiTh/MoHONonbHO. [locne aToro HeoOxoaumo nepentu Ha

BKJIQJIK Daiin u LIEIKHYTh 1o KHOIIKE
SanmmdpoBare maponieM,. B mosiBUBIIEMCsT AMATIOTOBOM OKHE 3agaHue Taposis 0a3bl JaHHBIX MOYKHO

YCTaHOBUTH apoJib K CO3/IaHHOM 0aze
(puc. 3.12).

@) naz
@) azesecan
W] Datanases arcan Wi || enere
@) ostabaser srcon

Magapasin
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Puc. 3.12. YcranoBka naposs 6a3bl JaHHBIX

Janee Hy>xHO HacTpouTh pabouyio cpery Microsoft Office Access 2010.

Jlis 3TOro HEOO6XOIMMO MepelTH Ha BKJIaAKy Dailil M IIEIKHYTh MO KHOIKE , nocie
4yero OoTkpoercsi auanoroBoe okHO Ilapamerpsl Access. Bxiaaky I[lapamerpsl Access jkenaTenbHO
HACTpOUTh cpaszy mocine ycraHoBku Microsoft Office Access 2010, yToObI BBHIIOTHUTH HAYAIbHBIC
paboure HaCTPOUKH.

HuanoroBoe okHo IlapameTrpel Access COCTOMT M3 HECKOJIBKHMX BKIaJ0K. Bkiaaka OOmue
BKJIIOYAeT B cebs crieayromue napamerpsl (puc. 3.13).

| MapameTpo Access |?_|X

OEue ek 4
3 OCHOBHWE NAPAMETRE AR PaGOTwl C ACCESS

Tekylian Eaza gaknen

Tafigs

KoHETpHTODM cEvENTOR [Z] Brmosums anranasekl npacuoTp

Braraa wanomwiasame ClearType
Mpaesmmicante

Lo = nogesnak

FPILEHLSE BINLS0UIE NOATERTEN (W
f SEIMe BT AT Y
e ] eamanms & nogos

Mapaserp wanents Ugeroras cuess | Cepetpucran (w
HacTposika senTu ot B Rt

Maness SuicTpors A0cTyna - o I -
DOpMAT SalAI 18 YUOTEINAG 338 AYCTOl Bathl gasinmc | Access 2007 v

Aept_informMon AowyirenTsl | [[ogmep. |

Ligrimp ynpagassing Gesanatnime Mepagok copmiponkn Eaze qamHi | FHmBEpCankHpe - NpexHAs sepcHa LAl

Hagepaiin Pagauil eaTannr |CDosuments and

Twsiman msctponas Microsoft Office

Ures nonasozarenn: [Kadeapa HEC

Hignwrane: il‘ll

Puc. 3.13. Jlnanorosoe okHo [Tapametpsr Access. Bknanka O0uiue

Onaxxok BKITIOUNTH AMHAMUYECKUH IMPOCMOTP YCTAHOBJIEH M3Ha4yajabHO. OH MO3BOJISET YBUJAETH
M3MEHEHHUE 3HAUYeHUs TapaMeTpa elle 10 ero (PakTUYeCKOro BhIMOIHEHHUS.

Onaxxoxk Bcerma wucnonb3oBats ClearType ycraHoBieH no ymondyaHuioo. PekomeHayercs He
OTMEHSATH €ro, ecau ucnoibzyercsa XKK-monutop.

B cnucke Ctunb BCIUIBIBAIOUIMX IMOACKA30K: IMpeaaraercsi BbIOpaTh OIMH W3 TPEX BapHUaHTOB,
OIIpEIETAIOUINX CTHIIb 0TOOpaKaeMbIX Ha HKpaHEe BCILIbIBAIOIINX MO/ICKA30K.

[Ipu ycranoBke (aakka BxiirounTh B MOJCKA3KK COUETAHMS KJIABHILI OTOOpa)karoTCs KOMOMHAINU
KJIaBULI («OBICTPbIE» KIIABUILIN), IPUMEHSEMbIE JIUIsl BBI30BA TEX WJIM MHBIX KOMaHI.

Crnucok L[BeToBast cxema: MO3BOJISIET BHIOMPATH LIBETOBYIO CXEMY, IPUMEHSAEMYIO IIPU 0POPMIIEHUN
JTMAJIOTOBBIX OKOH U MeHI0. [1o yMomuanuto ycraHaBIuBaeTcsl cepedprcTasi [BETOBask CXeMa.

Crnucox ®opmar daiiia 1o yMOIYaHUIO JUIsl MMyCTOM 0a3bl JIaHHBIX: PEKOMEHIYETCS OCTaBUTH B
pexumMe, BbIoOpaHHOM 10 ymomuanuto Access 2007, eciau HET IpobJeM COBMECTUMOCTH.

Crnucok Pabounii karanor: coaep >KUT Karajior, B KOTOPOM pa3MeEIIaloTcsl BCE HOBbIE 0a3bl IaHHBIX.

Crnucox Ilopsimok copTupoBKU 0a3bl JaHHBIX: ONpPENENSET MOPSI0K COPTUPOBKHU 3amuceld B 0aze
JNaHHbIX. B OoNbIIMHCTBE Cily4aeB clieyeT OCTaBUTh BHIOPAHHBIN IO YMOJIYAHUIO MOPSAIOK YHUBEp-
CaJIbHBIM.

B paznene Jluunas Hactpoiika Microsoft Office MoxHO yka3zaTb ¢QaMWwIbIO U HHHULIHAAIBI
0JIb30BaTENA. DTU CBEEHUs OyayT NPUMEHSATHCA JJIsl IOMETKH JOKYMEHTOB, CO3/IaBacMbIX B Access
2010.

Ha Bxknmaake Tekymas ©0a3a nanubix (puc. 3.14) nmanoroBoro okHa Ilapamerpsr Access
OIIpPE/IETISAIOTCS TapaMeTphbl CO3/1aBaeMbIX 0a3 JaHHBIX.

Paznen [lapameTpsl NMPWIOKEHHH COACPKUT HAOOp MapameTpoB, OOECTICUMBAIOIIMX HACTPOUKY
BHOBB co3ziaBaeMbIx npuioxkeHuit Microsoft Office Access 2010: onpenenenue 3arojaoBka M 3HauKka
MIPUIOKEHUS, TApaMEeTPOB OKHA JIOKyMEHTa, popMaTa XpaHEeHUs! PUCYHKOB U Jp.

B paznene HaBurammst onpenensiroTcst mapameTpbl oOnactu HaBuranuu. ®Onakok O01acTh HABUTaIuu
(ycTraHOBIIEH TIO yMOJYaHHUIO) oOecrednBaeT OoToOpakeHHWe OO0JacTH HaBUTAIMA B pabodeM OKHE
Access. B Ilapamerpax HaBUTaIMU... MOKHO HAaCTPOUTH COCTaB OOBEKTOB, OTOOpaKaeMbIX B ITOU
001acTH, a TakXke CrIocoObl pabOThI C HUMH.

Paznen Ilapamerpsl JIEHTHI W TaHeNed WHCTPYMEHTOB BKJIOYAET B ce0s MapaMmerpbl JIGHT U
naHesnel nuHcTpymeHToB Access 2010.
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| Mapans ipu beca

Osusie

| Tewyman ese asnrms

Q6son. |

Puc. 3.14. lnanoroBoe okHo [Tapamerpsr Access. Bkinaaka Texymas 6aza qaHHbBIX

Paznen [TapameTprl aBTO3aMeHbl UIMEH COJAEPIKUT KOMaH Ibl, ONPEAEISIONNE ClIOCOOBI aBTO3aMEHbBI
HMEH.

Paznen I[lapamerpsl aBTOQUMIBTpa Ui 0a3bl JaHHBIX OOYCIOBIMBAaeT MapaMeTphbl aBTOPUILTPA,
MIPUMEHSIEMOro B 0a3e JTaHHbIX.

B pasznene KemupoBanue BeO-city:x0b1 u Tabiui SharePoint ompenenstoTcss mapaMeTrpbl Keml-
NaMsTH, UCTIONb3yeMo BeO-city:k0b1 1 Tabmui SharePoint.

Ha BKJIAJIKE Tabmuua JIUAJIOTOBOT'O OKHa [TapameTpsl Access
(puc. 3.15) HacTpauBaeTcs BHEIIHUHN BUJ TaOnu, co3naBaeMbix B Access 2010.

[-ErE

n
E Harmoaik BRECUNEND” BIR TRl B ACCEss,

TeRnLEa B33 Jareisn
| Fatrmusa Tpecrn cenin u suesn

ERHeIpITOR GELIT08 Thtrat CETA 119 YNSRI

Mpzeanincanme

ik

FapEnTp Ko

HRCT0RK AEHTH O yroruen
L LLIAPIHS CTOARIA N0 HOAMEHIE 230

Maness GHTRars desmmm s

[To——— Wipkebr mo panmanie
Li#sp yIpamse NS BEzanncnOTED Haaien =
Homuersiorrt: [ofmeenan &
] eguapswymai
O gmoe

l o8 ‘ Omuens
Puc. 3.15. lnanoroBoe okHo [lapameTprr Access. Bkianka Tabmuma

Paznen DddexTsl ceTku u sueeK COAepHKUT KOMaHbl, TO3BOJIAIONINE OTOOPA3UTh (CKPBITh) JIMHUU
CETKH, U3MEHHTH 3aJJaHHYIO 110 YMOJTYAHHIO ITUPUHY CTOJIIOIOB, IPUMEHUTH pazardHbIe YPEKTHI MpH
0TOOpaXkeHUH stueek TaOmuIbl (3IPPEKT «TPEXMEPHOCTH).

C nomoristo koMauasl pazzaena [pudT mo ymordaHuIo yCTaHABIMBAIOTCS pa3Mep, IIBET, CBOWCTBA
mpudTa, UCTIOIB3YeMOTO JUTs 0(OPMIICHHUS CO3JaBaEMBIX TAOIHII.

Ha Brimagke KonctpykTopbl 00bekTOB (puc. 3.16) ompenensroTcss OCHOBHBIE TapaMeTphl
KOHCTPYKTOPOB 00BEKTOB Access.

¥ Mapaserpss Access

PYTOPA DOREKTER Gaial AasHm,
TRG AU B MBRETR,

AErE §HI0RA D TE =

aFTnuemmenng
aRoETaDE TN aoR

THROBETAS SuwSon B SORCTDYCICDE BOEM o STUEIoD -

Puc. 3.16. luanorosoe okHo IlapameTpsr Access. Bkiaaka
KoHCTpyKTOpBEI 00BEKTOB
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Paznen KoncTpykTop TaOmuil CONEp>KUT KOMaHJbI, ONpPENEINA-IOLIUe TUIl U pa3Mephl IMoyied, a
TaK)Ke HEKOTOPbIE APYTUe MapaMeTphl.

B paznene KonctpykTop 3ampocoB HaCTpauBarOTCs apaMeTpbl KOHCTPYKTOPA 3alIPOCOB.

Taxoke, mpexxae 4yeM NPUCTYHNUTh K CO3JaHHUI0O HOBOM 0a3bl JTaHHBIX, HEOOXOAMMO HACTPOMTH

MaHesnb OBICTPOro JIOCTyHa, KoTopas pacnonaraeTcs cieBa noJt
3aroioBkoM nporpammel  (puc. 3.17). [A]l & 9 - & - |5 OHa BKJIIOYAeT TPU KOMAaH/IbI:

— @aiin [Ctrl + S] — coxpaneHue Prc 377 Tlanoms CO3JJaHHBIX (MM H3MECHEHHBIX)
(haiinos;

OBICTPOro JOCTYIA o
— Ormenute [Ctrl + Z] — orMena BBITIOJTHEHHOW OIEpalNH;

— BepnyTs [Ctrl + Y] — noBTOpeHHEe BBHIIIOJHEHHOMN OTIEpaliH.

Jl1st HaCTPOWKH CONEPIKUMOTO TaHEIH OBICTPOTO JOCTyHa HEOOXOAUMO IIEIKHYTh IO JBOMHOM
CTPEIIKE, HAXOMAILIEHCA B NPAaBOM YaCTH NaHENW, WIM Ha BKiIaake Paiia MENKHYTh 10 KHOIIKE
, 3aTeM Ha BKJIazake Hacrpolika jgeHTsl u3 quanorosoro okHa Ilapamerpsl _Access BbIOpaTh
KOMaH/Bl JUISl MaHenH ObicTporo goctyna. C IOMONBI0 KHOMOK 100aBUTH H |YIaquTsH MOXKHO
HACTPOUTh MaHEeb OBICTPOro J0CTYIa, OTCOPTUPOBAB KOMaH/Ibl IO MECTY pacnonoxenus (puc. 3.18).

lNapamaTpm Access
Oaie ﬂ e
“ HacTpoiia nex.
Tekyiusa Sasa gara
Esfipams Konanas Hacpaiics nesre
Tabnaa UacTa WENGAbIyersE KNAHL - CcHoHbE BRARIKN
KOHCTDYXTORY OBBEKTOR
A Access ~ BRNALKA
L ) Excal & ] Npegeaputeisnsi npacuatp
Az WE Excel ; B
i POF naw KPS 2aamine
Mapaperps Kaena 4 Emctpas neunte NS SINHbE
. ™ Bepryme v 5673 € Ga33MM A3HHE
| Hacrpaiien e | B Berasern & 2] ¥ripansenie nepcissin
B 7 5
Nanenk GuCTpors Aooyna i Sasne 7 Ak
# Bupessts
Mol AcanuTe 13 Eydepa
q EETE S
LLERT R FPIEARMHE BEIOMEHO CTHI [ Jaxpurs Gasy garmni
3. IauesiTe
Q Kencrppxrop
Uy Konwposare ATE,
M Hafne,
{3 osmosm mee
g Opsorpadun
& Owpure
(8 Ompems NoCEAHWE SaRA.,
) Oruenvs v
g OmpassTe no MexTnONNIR
&1 e sozpacrane
gl Mo ysuimanien
&, Mpegespurestnii npocuoT — Y
2 Noeasapuresumd rosomars gt | | Depen
B Npeacamnenne oriera Hacmomae: ,
Pazmep {E=
B Pesin - Munapt-senopr = |
< »

Puc. 3.18. Iuanorosoe okHQ IlapameTpsr Access. Bkiaaka
Hacrpolika J1ieHTbI

Crucok Hactpoiika manenu OBICTPOTO JOCTyMa TMO3BOJISIET HACTpamBaTh JTOCTYN KO BCeM Oazam
JTAHHBIX, KOTOPBIE HCIIONB3YIOTCS B padoTe. V3MeHeHHas maHelb OBICTPOTO JIOCTYIA MOSBISIETCS
TOJILKO TMpHU paboTe ¢ Tekylled 0a3oil AaHHBIX; MpU paboTe C MOCIeAyIOUMMH 0a3aMH MaHEIb
OBICTPOTO JIOCTYIIa BEPHETCS B ICXOTHOE COCTOSTHUE.

Onaxok Pa3smecTuTh maHenb ObICTPOro AOCTyHa TOA JICHTOW MO3BOJIUAT, HE TIOKHUIAs JIUATIOTOBOE
okHo [Tapamerpsl Access, I3MEHHUTD MOJI0KEHHUE MaHeN ObICTPOTO IOCTYTIA.

3amanue 3.1

1. Co3paiite (haiin 6a3pl TaHHBIX U COXPAHUTE €r0 Ha JUCKe «mserver» Z:\ B ¢aiie ¢ unMeHeM
BAZA®amunuaCrynenra.

2. Ha Bxnaake IlapameTpr/O01ue ycTaHOBUTE LBETOBYIO cxeMy CHHSsI, HAKMUTE @, 3aTeM
CHOBa YCTaHOBHTE IIBETOBYIO cxeMy CepeOpucrasi.

3. lo6aBbTe Ha maHe b OBICTPOro HocTyna koMauasl Co3aark, OTKpEITh U Pesxkum Tabmuia.

4. PazmecTuTe MmaHenb OBICTPOTO AOCTyIA TMOJ JICHTOM, 3aTeM HaJ JICHTOH W OCTaBbTE B ITOM
ITOJIOKEHUH.

3.2.2. Co3manue TaOIUIIBI

Tabnuiia MoxkeT OBITH CO3AaHa B mpolecce (opMUPOBaHUS HOBOW 0a3bl JaHHBIX. Takxke Tabnuia
MOXeT OBITh BCTaBJICHA B CYIIECTBY-IOIIYI0 0a3y JaHHBIX, CBs3aHA C YKa3aHHOW 0a30il JaHHBIX,
HMITOPTHPOBaHa B 0a3y JaHHBIX M3 JPYroro MCTOYHHWKA JaHHBIX, Takoro kak kaura Microsoft Office
Excel 2010, Microsoft Office Word 2010, Te-kctoBbiit daiin, cnucok SHarePoint, daiin B hopmare
XML, npyrast 6a3a nanubix Access, manku Microsoft Office Outlook 2010 u psix IpyTUX UCTOYHUKOB.
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[Ipu uMmmopTe JaHHBIX B HOBOM TaOIMIlE TEKYyIIel 0a3bl CO3MaeTCsl KOMHS dTUX JaHHBIX. Hamportus,
MIPH UCTIOB30BAHUHU CBSI3U C JAaHHBIMU B TEKYyIel 06a3e co3maercs Tabnuia, JUHAMUYECKH CBSI3aHHAS
C JIaHHBIMH, XpaHAIUMUCS B JpyroM mecre. Takum oOpa3oM, JaHHbIE, U3MEHSAEMbIE B CBSI3aHHOM
TabnuIle, WU3MEHAIOTCS U B UCTOUYHUKE HCXOAHBIX MaHHBIX (32 HEKOTOphIM HckioueHueM). Korma
JAHHBIE B HCTOYHHKE W3MEHSIOTCA C IOMOINBIO JPYrod MPOrpaMMbl, STO HW3MEHEHHE OyneT
oToOpakaThCs M B CBsi3aHHOW Tabnuie. [lpu co3manuu HOBOW 0a3bl JAHHBIX B HEE aBTOMATUYCCKU
BCTaBJISICTCST HOBas IycTas TaOnuIla, B KOTOPYIO MOXHO BBECTH JaHHBIC, MO3BOJISIIOIIME HAYaTh
ONPENEIICHUE TIOJICH.

B mpocrtoii 6a3e naHHBIX, TaKOW KaK CIHCOK KOHTAKTOB, MOXKET HCIOJb30BATHCS JIUIb OJHA
tabnuia. OgHako BO MHOTHX 0a3ax JaHHBIX MCIIOJIb3YeTCsl HecKobko Tabmull. [Ipu co3ganun HOBOM
0a3bl JaHHBIX Ha KOMITBIOTEPE OTKPBIBAETCSI HOBBIN (Pailyi, KOTOPBIN MUCIOJIB3YETCs I BCEX OOBEKTOB
B 0a3e TaHHBIX, BKITFOYAsT TAOIHUIIBL.

[Tocne BBIMOTHEHUSI MEPBOTO 3aJaHUsI Ha dKpaHe MOsBIsETCs (aill B BuAEC OKHa 0a3bl JaHHBIX
(puc. 3.19).

Puc. 3.19. OxHo 6a3bl JaHHBIX Access
[Toce aToro HeoOxomuMo mepeiT Ha BkIaaky Co3aate rpymisl TabnuIa U MEIKHYTh MBIIIBIO 110
KHOITKE
= = L;j KoncTpykTop Ta6J'II/II_IJ (puc. 3.20).
abnuua KOHCTPYETOD MHCKH [V}
st Snarspant - daiin 6a3bl JaHHBIX BKIIIOYACT B ceOs TAOJMIIBI, 3apOChl, POPMBI, OTUYETHI,
P T00 B — MaKpOChl, Mojtynu. CaMbIM BaXHBIM O0bEKTOM B (aiie Gasbl JAHHBIX ABIISETCS
TabnuIa, Tak Kak BCE OCTAbHOE CO3/IAaeTCs Ha €€ OCHOBE. [ JTaBHbIE KOMIIOHCHTBI
TaOIHIIBI — TIOJIE U 3anmuchk (puc. 3.21).

Ta0IMI

gl

ConemE | BReSiine AINNME | FIEOTA 6ROV ATIHER BanoEyvron =

P Wmn N Tm assinte Orucamse -

- \ —
" O6adrs

00BEK 0B

Mot s, BBOKG
WMEHH, THUII
1 OIUCAHMUS I10JIA

OKHO CBOWCTB

Eawoppens b

Puc. 3.21. O6bexT (aiina 6a3sl JaHHBIX TalOnuia

mmiaa | DY g8 B

3amuch BKIIIOYAET B ceOs Bce JaHHBIE O KOHKpeTHOM mpeamerte. Iloie — 3To Ta yacTh JaHHBIX,
KOTOpast COJICPKHUTCS B KAKIOU 3aIHCH.

Best undopmarus 0a3pl TaHHBIX XpaHUTCA B TOMSIX (Taloke Has3blBa-eMbIX cronOmamu). [loms
00JIaIat0T PSIIOM XapaKTepucTUK. Harmpumep, y KaKI0ro MoJis €CTh UMsI, OJHO3HAYHO OTPEIEIISIONIee
ero B TaOmume. Kpome Ttoro, mo0OMy MO0 COOTBETCTBYET THIT JAHHBIX, BBIOMpAaeMbIid B
COOTBETCTBHH C COXPAHSIEMBIMH B 3TOM TOJ€ NAaHHBIMH. KOHKPETHBI THUN JaHHBIX ONpEACseT
3HAYEHHsI, KOTOPbIE MOXXHO COXPAaHWTh, M OMNEPAIMH, KOTOPhIE MOXXHO BBINIOJHHUTH C JAAHHBIMH, a
TaKke 00BEeM MaMSTH, BBIICISIEMON ISl KaKJIO0TO 3HaYeHUs. KakJjoMy IMOJIF0 COOTBETCTBYET TpyIIa
napaMeTpoB, Ha3bIBAEMBIX CBOMCTBAMH, KOTOPBIE OOYCIIOBIMBAIOT BHEIIHUI BU U ()yHKIIMOHAIBHbIC
XapaKTepUCTUKU dToro moisisi. Hampumep, cBoiictBo @®opmar ompenenseT CTPYKTYpy NaHHBIX,
0ToOpa’kaeMbIX B IOJIE.

[lepeuens TunoB nanueIx nojueit B Access 2010 mpencrasnen B Tadm. 3.1.

. Tab6nuna 3.1
Tune! ganueix monei Access 2010
Tun
JAHHBIX Pa3mep Hasznauenue
TexkcroBsiii JIo 255 3HaKkoB Hcnonws3yercst 11s1 BBOJa TEKCTA

WIA TE-KCTa W 4YHCEed, He
INPUMEHSEMBIX B pacderax
(Harmpumep, Koia ToBapa)
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[Tone o 1 I'GatiTa 3HaKoB BeiBomsATCS ajipaBUTHO-
MEMO  wmm__ | nupoBsle 3HAKK (Oojiee uem
['Gaiit mamstu = 25 3HAKOB) WIH
(2 Oaiita Ha 3HaK), pOpMATHPOBAHHBIN TEKCT,
U3  KOTOPBIX B HallpuMep pUMEYaHMUs,
AIIEMEHTE JUITMHHBIE OTMCAaHUs U a03allbl C
YOPaBICHUSI MOXHO HMOJTYXHUPHBIM — HIpU(TOM  HIK

0TOOpa3UTh KypCHUBOM

5 3HaKOB
Yucnosoit 1, 2, 4 u 8 dalit miu BeiBogaTcs TOJIEKO qHCa
. eJNbIe WK IpOOHBIE).
16  Oaiir  (ecnu XpaHSATCA YHUCIIOBBIC JTaHHBIC,
UCTIONB3YeTCsl  JUISl HCTIOJIb3YEMble B BBIUMCIICHUSX,
KOJla pEIUIMKALIMK) 32 HCKJIIOYEHHEM  JIEHEXKHBIX
3HaYeHUW (I JEHEKHBIX
3HAQUEHWH _ WCHOJB3YeTCS  THUI
TAHHBIX «J{eHeKHBIN )

Jlata/Bpem 8 GaiiT BeiBomaTcss gata W Bpewsl.
i Kaxnoe coxpansemoe 3HaueHUE
COICPXKHUT  OJHOBPEMEHHO U
KOMITOHEHT JaThl, 1 KOMITOHCHT

BpPEMEHHU
JlenexHsrii 8 6anT Hcnonb3yerca nnst XpaHeHUs U
BBIBOJIA ~ JICHE)KHBIX = 3HAYCHUU

(BaTFOTHI)
Cuerunk 4 _Oaiita wunu 16 YHHKaIbHOE YHCIOBOE 3HAYECHUE
0Oair, €CJIM @BTOMaTHYECKU BBOJIUT Access

ucnonb3yercs s 2010 npu 106aBieHUM 3amucu.

KoJa peruikauun  Mcmonb3yercst  nns co3gaHust
YHUKAJIbHBIX 3HAa4YCHUH,
Hanpume JUIsl  TIEPBUYHOTO
kimoya. OOparuTe BHUMaHHUE Ha
TQ, YTO B II0JIE C TUIIOM JAHHBIX
«LYCTUYUK» qucJia MOTYT
II0CJIEZIOBATEIILHO
YBCIUMYMBATBCA Ha YKA3aHHOC
fipupalieHue WiIM BHIOUPATHCS
CIIy4aiiHO

.]JOFI/I‘ICCKI/I% our (8 o6ur = 1 Hcnons3yercs JUISt TIOJIEH,
71

Tlome
00BEKTa
OLE

Biroxenue

anT KOTOpbIE MOTYT COJEp>KaTh OJIHO
W3 JIByX 3HAYEHW, Hampumep
«Tay n «Her» wmm True wim
alse

o 1 I'Gatita B »s1t0 mone BBomarcst OLE-
OOBEKTHI WM JIPyTHe JBOMYHBIC
nanuele.  Mcnonp3yercs — nmms

XpaHEeHUs OLE-00beKxTOB
%)ymx npunoxernii Microsoft
indows
Hns . CxaTtblXx MOLyT BBOJOMTBCS  PHUCYHKH,
BIIOXKEHUI n3Q0pakeHusd, . JBOWUHBIC
['caiita.  nsa ¢aiiisl, gaiiibl Microsoft Office.
HEeCKaThIX TaHJAPTHBIA TUI JAHHBIX IS
BJIOKEHUH COXpPAHECHUS _ 1M pOBBIX
HBI/IMepHO M300pKEHUH U JII0O0ro Tuma
700 Koair, B IBOMYHBIX (halIoB
3aBUCHUMOCTH oT
CTENEHN
BO3MOYKHOTO

CXXaTHus BJIIOKCHUA

l'unepccpbut 1o 1 I'Gaiita 3HakoB Wcnone3yerca 11 XpaHEHUs

Ka W TMIIEPCCHUIOK ~ BbI30Ba  BeEO-
2 I'Gaiita namMsATH  CTpaHMIL OJHUM ILEITYKOM MBIIIN
(2 Gaiit Ha 3Hak), n3 Ha URL-anpece wunm  aiine.
KOTOPBIX B Kpome TOTO, MOYHO
DIIEMEHTE UCIIOJIb30BaTh CCBUIKY Ha
YHOPaBJICHUS MOXXHO 00BEKTHI Access, XpaHgaluecsa B
0TOOpa3UTh 0a3e JaHHBIX
65 535 3HaKoB
Oxonuanue tabm. 3.1
Thn Pasmep Ha3nauenue
JTAHHBIX
Macrep  Ha ocHoBe TaOmuiibl DaKTUYECKH TUIIOM JAHHBIX HE
MOJCTAHOB WJIM  3alpoca  — SIBIIIETCA, a BBI3BIBAET MacTep
OK pa3mep IIOJICTAHOBOK. Hcnons3yercs
MIPUBSA3aHHOTO JUISL 3allyCKa Ha BBINOJHEHUE
ctonbua. Ha ocHoBe mactepa IIOJICTAaHOBOK, C

3HAYCHUA — Pa3MCp IIOMOIIbIO KOTOpOIo MOKHO
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TCKCTOBOI'O noJisg, CoO3laTb  IMOJIC, IO3BOJIAIOLICC

coacpKalero BbIOPATh 3HAYCHHUEC H3 OPYIron

3HA4YCHUC T3.6.]'II/II_U:'IJ 3arpoca Wi CIHCKa
3HAQUYCHHUH, MHCIIOJB3yA II0JIC CO
CIIMCKOM

[Ipu nmpocmoTpe u n3MeHeHnun naHHbIX B Access 2010 ncnonp3yroTcsi 3HaUEHHsI CBOMCTB IOJIEH, C
IIOMOII[bI0 KOTOPBIX MOXHO YIPaBIATh OTOOpakK€HHEM JaHHBIX, MPEJOTBpAlllaTh BBOJA HEBEPHBIX
3HAYCHUH, 3a/1aBaTh 3HAYCHMS 10 YMOIYAHUIO, YCKOPSATh IOMCK M COPTHPOBKY, @ TAKXKE€ YIPABIATh
OpyruMU (DyHKIIMOHAJIbHBIMU XapaKTEpUCTUKAMHU U BHEUIHUM BuAoOM nojeil. Hampumep, cBoiicTBa
®opmar, Macka BBozja u Iloanuch ompenensioT MpeACTaBiICHUE JaHHBIX B TAONMHIE W 3ampocax B
pexxume Tabnuibl. Kpome Toro, Bce 37eMEHThI YIPABIEHUS B HOBBIX (JOpMax M OTYETAaX, OCHOBAHHBIE
Ha 3THX MOJAX TaONUIBI, 0 YMOJYAHUIO MPUHHMMAIOT T€ )K€ 3Ha4YeHUs CBOMCTB. [lpyrue cBoiicTBa
WCTIONB3YIOTCS, YTOOBI 33/1aTh 3HAYCHHUS 10 YMOIYAHHUIO B TIOJIE WM CJIENIaTh 3HaYeHUE 003aTeIbHBIM
MIPH KaKJIOM JOOABICHUN WM U3MEHEHUU JaHHBIX B 3TOH Tabmnwmie (Tabmn. 3.2).

Tabnuna 3.2

CaoiictBa nojier B Access 2010

CBONCTBO
OJIA

Homep nons Onpenenenne MakCUMaabHOTO pasMepa  JAHHBIX,
COXPAaHAEMBIX B IOJISIX C TUIIOM JTAHHBIX TE€KCTOBBIM,
Yucnosoit unu CueTdynk

Haznauenue

dopmar Hacrpoiika  ¢opmara  pgaHHBIX — mojs  Juid
OTOOpaKEHUS UIIU 11e4aTH

Yucno 3amaHue KOJIMYECTBA OTOOpa’kaeMblX, 3HAKOB B

NECATUYHBIX JPOOHOU YacTH AJIs YMCIOBBIX 3HAUCHUM

3HAaKOB

Hossle Onpenenenue crnocoba MPUCBOCHUS 3HAUYCHUM IS

3HaYeHUs  TOJA THIA Cyeruuk: II0CJIEI0BATENILHOE

YBCIMYCHUC UITN cnyqaﬁHHe 3HA4YCHUA

Macka BBOJa OTO6pa)KCHI/Ie CIICoraJIbHbIX 3HAKOB JJIA
YHpaBJICHHA BBOAOM JaHHBIX

Iloanuce Onpenenenue TEKCTA, 0TQOpakaeMoro j3(0)
YMOJYaHUIO B HaAOUCIX AN (QOpM, OTUETOB WIIU
3aIpocoB

3Hauenue no ABTOMAaTHYECKOE Ha3HA4YCHUC 3HAUYCHUA 110

YMOJIYaHUIO YMOJIYAHHIO TOJIS IPHU J100aBJICHUU HOBBIX 3alUCEn

VYcenoBue Ha 3agaHue  BBIPAKEHHs, KOTOPOE JODKHO  OBITh

3HA4YCHUC HCTHUHHO IIPU KAXKIOM HO6&BJ’ICHI/II/I NI U3MCHCHUU

3HAUEHHsSI B 3TOM I10JIe

Coobmienne BBoja Tekcra, KOTOphIi OyneT OTOOpakaTbCsl NMpHU

00 ommOKe HapyIICHUH IpaBuiIa «YCIOBHE HAa 3HAUCHUE
Oxonuanue Tabdm. 3.2

CBoiicTBO
Hons Ha3znauenue
OOs3atenbH  TpeboBaHue 0053aTEIBLHOTO BBO/IA JAHHBIX B MOJIE
oe
[Iycteie Paspemienne BBOJAa IyCTOM CTPOKHM (3adaHUEM
CTPOKHU 3HaueHus Jla) B mosie ¢ TUIOM JaHHBIX TeKCTOBBIN

niu ME

NunekcnpoB YckopeHue IOCTyNna K JAaHHBIM B JTOM IIOJIE C
aHHOE IT0JIE  TIOMOIIBIO CO3AAHUS U UCIIOIb30BaHMsI MHIEKCA

Coxxartue Ckathe TEKCTa, €CJIM B ATOM TMOJI€ COACPKHUTCS
Onukon oozbite 4 096 3HAKOB

Pexxum IME  Ynpasnenue npeoO6pa3oBaHieM 3HAKOB B BOCTOUHO-
azuaTckux Bepcusx Windows

Pexum VYnpasienue mnpeoOpa3oBaHUEM, NPEATIOKEHUN B
IJI)I%%O)KCHI/I BOCTOYHO-a3UaTCKUX Bepcuax Windows
71

Cwmapr-teru JloGaBneHue cmapT-Tera K 3TOMy MOJTI0

Tonbko AKTHBM3aLMs yNPABICHUS BiC\%CI/IHMI/I (ycranoBkoi
nobasiienne 3HaueHus Jla) fns mons Tunma MEMO

®dopmar Brei6op popmara RTF mis xpaneHust Tekcra B BUjeE
TEKCTa HTML-kofa c¢ pa3zpemienreM (popMaTHpOBaHHUSL.

YToObI CQXpaHUTh TOJBKO TEKCT, BbIOEpHUTE (hopMaT
OOBIYHBIN TEKCT

BripaBHuBaH 3ajaHue BbIpaBHUBaHMSA TEKCTa 110 YMOJIYAHUIO B
ue TeKCTa  DJIEMEHTE yIpPaBJICHUS

Toynocte  3agaHMe  CyMMapHOro  JOIYCTHUMOIO  4YHcla
COXpaHseMbIX 3HAaKOB 10 O00€ CTOPOHBI OT
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JACCATUYIHOIO pasacIuTCIIA

Macriurad OnpeneneHnue MaKCUMAJIbHO JOMYCTUMOTO YHCIIA
COXpaHHeMBIX 3HAKOB cnpaBa 0T HACCATHUYHOI'O
paslenuTens

Jlns paboTel ¢ Tabnuiei mpexkae Bcero HeoOXOAUMO CO3[aTh €€ CTPYKTYpPY, B KOTOPOM HYKHO
OTIpE/ICTTUTh TaKUE XapPAKTEPUCTHKHU MOJs, KaK UM, THI U pa3Mep. s 3Toro B okHe 0a3bl TaHHBIX
(puc. 3.22) HeoOXoauMMO BBIOpaTh BKIAAKy Pabora ¢ TaOnmuiiaMu M BBECTH COOTBETCTBYIOIIHE
3HAYEHUS.

Jlns GeicTporo mo0aBiaeHusI HOBOTO MOJs B peskuMe Tabnuiia HeoOX0quMOo HIENKHYTh Ha CTONOIE U
HaXkaTh KiaBuiny [Enter].

ITpumeuanue. Access 2010 aBToMaTHyecKky Ha3HavaeT UMsi HOBoMy nofito: [lone 1 — nmsa mepBoro
oJIs, [Tone 2 — JUTSL BTOpPOTO oJIA
u T. 1. J{ns ynoGcTBa pekoMeHyeTcsl MCIOb30BaTh OMKcareIbHble UMeHa nosieid. YToObl N3MEHUTh
UMSl TIOJNISl, HYXXHO HIENKHYTh IO €ro 3aroJIoBKy MpaBOM KHOMKOW MBIIIK, TOCJE Yero B
KOHTEKCTHOM MEHIO BbIOpaTh KkoMaHay IlepeumenoBars ctomOen. I[lpu BbIOOpe HMMeHH OIS
HEOOXOJMMO YUUTHIBATh UMEIOIIEECs OrpaHUYCHUE — AJIMHA UMEHH TIOJISl HE MOKET MpeBbIIaTh 64
CUMBOJIOB.

B mporiecce BBoga maHHBIX B cToOel B peskume Tabmmia Access 2010 aBTOMaTHYECKH paclio3HAET
COOTBETCTBYIOIIMI THIT JAaHHBIX JIJIs 3TOTO mosisi. Harpumep, nipu BBozie B cTonbert aatel «15.12.2013»
Access 2010 pacrio3HaeT, 4To BBEJIeHA JaTa, M 3aaeT IS ATOTO TMOoJisl TUIl JaHHbIX [lara/Bpems. Eciu
K€ aBTOMaTHYECKOE pacro3HaBaHUE JJAHHBIX 3aTPYJHEHO, 33/1a€TCS TUI JaHHBIX TEeKCTOBBIIL.

Uro0bl 100aBUTH MOJS, MMEIOIIME 33JaHHBIH TUI JaHHBIX U (OpMar, MCHOIb3YIOT KOMaHBbI,
Haxozsumecs B rpymnme JloOaBieHue u yaaieHne KOHTEeKCTHOW Bkiaaku PaboTa ¢ Tabnumamu.

VYnoOHee co3naBaTh CTPYKTypy Tabiuibl B pexxuMe KoHcTpykrop. B naHHOM pexnMe OKHO
TaOJIMIIBI COCTOUT M3 JIBYX YacTeH: B BEPXHEH YKa3bIBaOTCS MMeHa mojei (rpad Tabiauiel), UX THIT U
OIMCaHMe, B HWKHEH — pa3mep U ¢opmart Mo, 3HaueHHe 10 yMoT4aHuo U ap. [ nepexona Mexay
CTONOIIaMU BEpXHEW 4YacTh OKHA HCIOjib3yercs kiaBuina [Tab], a mis mepexoma Mexay BepxHen
4acThI0 OKHA M HUKHEW — KitaBuia [F6].

Jiist pydHOTO OIpeeNieHHs TUIAa JaHHBIX T B pexxume KOHCTpyKTOp HEOOX0MUMO:

1) nepeliTu Ha HUKHIOIO MpaBylo yacTh CBOMCTBA MOJIS;

2) Bo Briaake OOmume B rpynne dopmar moist BeIOpaTh HEOOXOAUMBIN Tul JaHHBIX (OCHOBHOM,
Jenexusii u 1p.) (cM. puc. 3.22).

m ThaEFad  C0343HnE | BHOWHMBASHABE  PASOTA € B334MM A3HHEN KOHOTEyeTog 7 )
= =z i i = = = 3 # i
ﬁ ==c kT‘ :-:ﬂ — B B2 | J = ‘e :‘J: g B o
= = ; o
Hactn Tafinwia Koncrpyerap  Crivoce | Macrep Kowcrpperap:| @apua Kawerpperop Mycian Cruer Korerpyeran Mpcmod Makgos
P HAGHEHHA = Tafinny  SharcFolnt | sanpocn anpacan popm  opwn BT aT4eTan  amser -}
Wasaore | Tafnnus | Janpocs | Do 0e il CTHETEL Maspocein kog
| Tafimuge = g || T ratamar _ asj
| AR - 23
[rovee: o Hma nona TN nakkbIx Onncasne -
FH o, CusTuMH v c
B rasauyst tHon
-
CrofcTes nonm
Ofupe  [pgeranoara
Pasmen nonm Daukkne ugsne
| Homsie a4z iiA TacaegonaTER e
Dapmar nans ;
Nognuie
Mgt Roipasatnoe none | Aenesesni 3amsiep. "
Fae Eapa 3 a5, 0% D0 MAT BHE0A SHANERUA JAHHOND NoNS.
| s i 345678 BWEEPHTE CTRAGOPTHWE HOPMAT KIK CONIBHTE
L e At SR 856 B ORI, U1 /-4 iR C 03K 110
T 123,00% pammaram naseunTe ensmmy F1
L4 3.36E+03
Koncrpperap, F6 = nepscamsenne oxor. FL = tmpasva. | Nom Lock | 3 @ B[]

Puc. 3.22. CBOUCTBA IIOJIA

Jnst coxpaHeHus] TaONMIBI HAa JMCKE HEOOXOAMMO BBHIMONHUTH KoMaHay Daiin/CoxpaHHTh WU
HICJKHYTh MO0 KHOINKE Ha TIAHEIH WHCTPYMEHTOB, B TOSBUBIIEMCS JIHAJIOTOBOM OKHE BBECTH WM
tabnuikl, Hanpumep ToBapbr (puc. 3.23). Ilociie 3akpbITHS AUATOTOBOTO OKHA TAOJIHIlE TPUCBOUTCS
ums Toapsl (puc. 3.24).

Cosganme Brewrne ganmere Pafiora c Sassun Januux Korcrpperop

|, S BoTanaTh ook e H = =™ i
JiE EG 7 \ BS L&
= Tree— = = 4 = = e

[ n Wegencs | Cosgate mawpocd Mepeinenosam Ciema JaoroimocTi
B NEEEETRS WAM FRAAMTE MIRPOC | d3HHEx  OSBEKTOE
MokaaoTh WK CEpBTE|  COBRITHA NOAEA. TAMLCeR HTARARL

Crpanu
MTE NOACTAHOERY | ¢,

Peacnn | [Ensenoe| Nocmourent Mpon
5 noge

Peokunitl AL, Coazn

VMR noaa CINKCaHKE

¥ none 1
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Puc. 3.23. Coxpanenue TabIUIIbI IO IMEHEM

|m Tramsen  Conaamme BHeniHIE ARHHE PEEOTA £ 6asAu AR HHED Kanepyerap

F”‘ l jj T EcTasime cTpoki ﬁ 2.7 as B

&= | T Sy aporn = = =]

Prxun  [Kaguesos wrear epen C Ungeros: Cxemsa  Jammoamorti
nane s oo MY MO0 By pot | Aswez  onesToR

Paschies CepEs na CEpETy Caasn

| Bce ofuein Access = w | I Tomaps

| Mowee. Fel Hma nons THn gakHoi OnucaHne

Tabnwue: &
= Toesom

Puc. 3.24. Tabnuua ToBapsl

3amanue 3.2

1. Otkpotite daitn 6a3el manHbIX BAZA®amunusaCryneHTa eciim OH He OTKPBIT. B aTom daiine
co3laiTe TabnuIly JUisl ydeTa MOCTYNHBIIMX TOBAapOB OT MOCTABIIMKOB M UX oruiatel. CoxpaHuTe
Tabnuiy nox umeHeMm ToBapsl.

2. B pexxume KoHCTpyKTOp BBeIuTe MMEHA MOJEH, UX THII, pa3Mep U ¢opMar B COOTBETCTBUU C
tabnuueil. IMs mossi, TN JaHHBIX, OMKMCAaHNUE HaXOSATCS B BEPXHEH YacTH TaONUIbI; pa3Mep MoJs,
dbopMar moJsisi ¥ YKUCIO AECATHUUHBIX 3HAKOB — B HUDKHEM JIEBOM YTy BKJIaaku CBoiCcTBa MOJIS.

T p o Yucio o
5001 azMep opMar | necatuyH |Onucanu
Vmst mons JaHHBIX OJIst IOJISt BIX e
3HAKOB
Ne i/m Cuerunk JlnuaHoe OCHOBHOM
ejoe
Kon TekcroBbr 10
TOBapa i
HaumenoB TekcToBbl 25 Beenure
aHue %1 TOBap
TOBapa
Hanuuue Jlgruueck Ha/Het
15071
OxoHYaHUE
Yucno
Ums momst| LA Pasmep | ®opmar | necaruun |Onucanu
JAHHBIX OIS TIOJIS BIX e
3HAKOB
Ommcanne [Toxe —
TOBapa
IToctaBmy TekcroBel 58
UK 171
Hannbie o [lose -
noctasini MEMO
Ke
onuuecTt Yucaoroi Llenoe CHOBHOI BEUTE
K q O B
BO TOBapa KOJIMYECT
BO
Llena JlenexHsl Henexusl 2 Beenute
TOBapa W 71 (504

Jns paneHeimeit paboTsl ¢ TabmuaMu HeoOX0AMMO 3aaTh MEPBUYHBIN KiTtod. [lepBUYHbIN Ko
TaOIMIIBI COCTOUT U3 OJHOTO WJIM HECKOJIBKHX IMOJIeH, OTHO3HAYHO OMPEICISIONINX KaXKIYI0 CTPOKY B
9TOi Tabnmuie. Yacto B KayecTBE MEPBUYHOIO KIIOYA MCIIONb3YeTCs] YHUKAIbHBIM HMHBEHTAPHBIN
HOMED, NOPSIAKOBBIN HOMED UIIU KOL.

B kauecTBe mepBHUYHOrO KIOYA CJIEAYET HCIIOJIB30BAaTh IOJIE, KOTOpOe OOJIAJaeT CIeAyIOUIMMU
XapaKTepUCTUKaMU. BO-IepBBIX, C €ro MOMOIIBIO MOXET OJHO3HAYHO ONPEACIATHCS KaXkaas CTPOKa.
Bo-BTOpBIX, HEXENaTeabHO, YTOOBI 3TO MoOJie OBbLIO MYCTHIM. B-TpeThHX, Takoe IMoJieé HE CIEeayeT
U3MCHSTh.

[TepBuuHBI KIt0Y ycTaHABIUBAETCs sl BceX Tabmui. Ha ero ocHOBe KOHCTpYHpYETCs MHIEKC,
YCKOPSIIOIIMM BBITIOJHEHUE 3anpocoB U onepanuii. Kpome toro, Access 2010 npoepsieT Hanuuue u
YHUKAJIBbHOCTb 3HAYEHUH B I10JI€ IEPBUYHOIO KIIKOYA.

90



[Tpu co3panum HOBOM TaOmuUIBl (B pekuMe TaOiIuLbl) Access aBTOMaTU4eCKH CO3JaeT MEepBUYHBIN
KJII04 U Ha3HaydaeT nomo umst Kox u tun nanubix Cyerduk. ITO MOJIE CKPHITO B PEKUME TaOIUIIbL, IS
€ro MPOCMOTPa HEOOXOAUMO MEPEKITIOUUTHCS B PEKUM KOHCTPYKTOpA TaOJIHII.

Jliist onpenenenust (MM M3MEHEHUsT) IEPBUYHOIO KJIF0Ya HEOOXOAMMO:

1) OTKpBITH TAOIUILy B pexuMe KOHCTpYKTOpa (cM. puc. 3.23). BriOpars mosie uiu mosi, KOTopbie
OyIyT UCHOJIb30BaHbI B KAUECTBE NEPBUYHOTO KIIIOYA;

2) 9TOOBI BBIJICIUTDH OJIHO I10JIE, IIEIKHUTE B O0JIACTH BBIJCJIECHUS CTPOKU HYKHOTO IOJISL;

3) nns BbLAETICHUS] HECKOIBKUX MOJIEH IIEIKHUTE B O0JIACTH BBIICICHUS KaXK0TO I0JIs, YIEPKUBAs
HaxaTou kinapumry [Ctrl];

4) nanee BeimoaHUTE KoMaHay Pabota ¢ Tabnuuamu/Konerpyk-top/CepBHC U IIEIKHUTE 110 KHOIKE
KirroueBoe moure]

5) Beigeniennoe monie (ITome 1) cramer Kito4YeBBIM, O 4eM OyAeT CBUIETEIHCTBOBATh 3HAYOK C
n300paKeHUEM KITIOUMKa CJIeBa OT MOJISL.

Ecnu TpeOyercsi ynanuTh CO3/JaHHBIM MEPBUYHBINA KIIOY, TO, HAXOIsACh B pexume KoHCTpykTOp
TabIUIbl, HEOOXOAMMO BBIJCIIUTH KJIFOUEBBIE MOJIS, 3aT€M BBINOJIHUTE KoMaHy Koncrpykrop/Cepsuc/
Kirouesoe nore.

BBoJ 1aHHBIX B CO3/IaHHYIO TaOJIMIly OCYILIECTBISETCS CIEAYIOLUM 00pa3oM:

1)B  okne HaBuranmumu Bce  00bekThl  Access  HEOOXOAMMO  BBIOpaTb  KOMaHAY
Tabmuupl/ ToBapsl/OTKPBITh (MM IIEIKHYTh MBIIIKOM 1O Ha3BaHHWIO ToBapbl) U B OTKPBIBIIYIOCS
TaOJIUILy [TOCJIEIOBATEILHO BBECTH JIAHHBIE;

2) 3aTeM COXpaHUTh TaOJMIly Ha)kaTHEM Ha 3HA4YKe COXpPaHEHMsI Ha IaHelu ObICTPOro JocTymna
100 3aKPBITh TAOJIUILY U IPU IPEUI0KEHUU COXPAHUTh COITIACUTHCS.

3ananue 3.3
1. BBegute nannpie B Tabiumiry ToBapbl B COOTBETCTBUH C 0Opa3IoM.
Home
331%10 Nmsa monsa Jannbie

Hu

1 2 3

1 Nem/m 1
Kon ToBapa 09001
Haumenosanue KonoHKU aKTUBHEIE
TOBapa I&)
Hannune SPK 202 Defender/driver: ”2x3-1/2”
Onucanune OVAL TYPE
TOBapa KOMHBIOTepHBIH CaJ'IOH «Dapro»
IlocTaBuink aHaHCK 5yJI XMeIbHHUIIKOrO, 55,
JlaHHbBIE O Ten
IOCTABIIHKE
KomnuecTBo 1 96
TOBapa
Ilena ToBapa

2 Nen/n 2
Kox ToBapa 00211
HaumenoBanue MOHHTOp
TOBapa
Hamnuue msun IZHC Master 510S S/N:
Omucanune HAI15H 409021
TOBapa I/IH(bOTyp
TlocTaBuiuk aRaHCK i/n b. XMensHHI1IKOTO, 65,
JlaHHbIE O Teﬂ
IOCTaBIIHKE
KomuuectBo 4367
TOBapa
Llena ToBapa

3 Nemn/m 3
Kox ToBapa 51919
HanmenoBanue MHrepHeT-Kamepa
TOBapa Ha
Hamnuue ORIENT QF-860, USB2.0, 640x480
Onucanue Komnbrorephsiit canon «Dapro»
TOBapa
TlocTaBmink

[Iponomxenue

1 | 2 3
JlanHble 0 aHaHCK gfn b. XmenpHuixoro, 55,
IOCTaBIIHKE Ten
KommuecTBo
TOBapa 617
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[lena ToBapa

4 Ne /m 4
Kon ToBapa 99987
HaumenoBanne KiaBuatypa
TOBapa Her
Hamnuue AT S/N: 9904034806
Onucanue HNurpotekc
TOBapa T. Cal;aHCK, np. B.W. Jlenuna, 35, Tem.
IlocTaBniuk 47-57-88
Jaanbie o 12
IIOCTABIIUKE 300
KommuecTBo
TOBapa
Ilena ToBapa
5 Ne n/m 5
Kon ToBapa 63434
Haumenosanue JKecTknil quck
TOBapa Her
Hannune Emkocts 4,3 Gb
Onucanue Komnrerorepnsiii cajion «Daproy»
TOBapa T. CaHaHCK, gﬂ. b. XmensauIIKOTO, 55,
TlocTaBuiuk teir. 47-08-58
JlaHHbBIE O
THOCTAaBILIMKE 3789
KommaecTBo
TOBapa
Ilena ToBapa
6 Nen/m 6
Kox ToBapa AB&90
HaumenoBanue 3BykoBas kapra
TOBapa a
Hamnyue SS 1869
Onucanue HNurpotekc
TOBapa I. CagaHCK, np. B.W. Jlenuna, 35, Tex.
IlocTaBniuk 47-57-88
Jlanubie o 2
OCTAaBILUKE 315
KommuecTBo
TOBapa
Llena ToBapa
7 Nen/m 7
Kon ToBapa ['6001
Haumenosanne Buneoananrep
TOBapa a .
Hamnuue S3 Trio 64 V2/DX PCI -2 Mb
Onucanue [Tuonep
TOBapa r.C PaHCK, yi. Bonogapckoro, 36, Ten.
IlocTaBniuk 47-11-09
Jlanubie o 12
IIOCTaBIITHKE 600
KomnuecTBo
TOBapa
Ilena ToBapa
8 Nem/m 8
Kon ToBapa 00991
HammenoBanne CD-rom
TOBapa Her
Hamnuue Samsung SC-140
Ornucanue KommbroTepHsbiii calton «Papro»
TOBapa I. CaHaHCK, 5yJI. b. XMensHHIIKOrO, 55,
IlocTaBniuk tei. 47-08-58
JlaaHbIe 0 2
IOCTABIIUKE 1200
KommuecTBo
TOBapa
Ilena ToBapa
9 Nem/m 9
Kon ToBapa 00-34
10 Ne o/ 10
Kon ToBapa 00011
HaumenoBanue [Iporneccop
TOBapa eT
Hammaue AMD Athlon
Onucanue HNurpotekc
TOBapa I. Ca;;aHCK, np. B.W. Jlenuna, 35, Tex.
IlocTaBIuk 47-57-88
JlaHHbIE O
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HOCTaBIIHKE
KonmuuectBo
TOBapa

Ilena ToBapa

2. COXpaHI/ITe BBCACHHBIC 3HAUYCHMUA

. Co3nmanue TadmuIg

e ek

N
()
=
A LN — OO0 IR LIRI—

e e ek

. Coxpanenue Tad

1600

KOHTPOJIbHBIE BOITPOCHI

bl B ACcess,

YKTypa 1 coZiep’KaHue TaOIHIIbI.
. IloHsATHE 101 1 3aIuCH.
. OCHOBHBIE THIIBI TIOJIEH, UCIIONIB3YEMBIX B Access. YKa3aHHe UX UMEHHU, THIA U pa3Mmepa.

. cnionp3oBaHMe 3HAa4eHUs] CBOWCTB MOJEW NMpHM MPOCMOTPE M M3MEHEHUM JaHHBIX B Access

Wbl HA JHUCKE.

. O6bexThI, Bxozsmye B daitn 6a3pl 1aHHBIX Access. OCHOBHOM OOBEKT.
Co3nanne HOBOTO (haitia Oa3pl TaHHBIX .
. Pabouas cpenga Microsoft Office Access 2010. Ee nacTpotiku.
CoxaTHe M BOCCTAHOBJIEHHE 0a3bl TaHHBIX ACCESS.
. Bknaaku nuanorosoro okHa [lapamerpel Access. X Ha3HaueHuMe.
. [Tanens ObICTpOTO AOCTYMA.

Access,

3amudpoBka maposem.

Ee HacTpoiiku.

. I3MeHenune uMeHu mosis (HauMEeHOBaHHE CTOJIONA).

. Honsitue kimoueBoro noist. Ero onpenenenue u yaaneHue.

JIABOPATOPHASI PABOTA Nell

3.3. OBLIEE ITOHATHUE O PABOTE C JAHHBIMU
3.3.1. JloGaBiieHNEe AaHHBIX

Uto0b!I 100aBUTH B TAOJIUILy HOBYIO 3alMCh, HEOOXOAUMO MEPEMECTUTH KYpPCOp B IYCTYIO CTPOKY,
KOTOPYIO Access aBTOMATHIECKHU J00aBIISIeT B KOHEI TaOIHUIIBl. JTa CTPOKa TOMEYeHa CUMBOJIOM (*).
W3meHeHus, BHECEHHBIE B TaOJHIly, aBTOMATHYCCKH COXPAHSIOTCS, €CITU Kypcop MEepPeMEeCTHTh Ha

JPYTYIO 3aIUCh.

3aganue 3.4
1. lo6aBbTe B co3manHyto Tabmuiry ToBapsl JaHHBIE U3 00pasla.
Howme
331%4(: WM mmoms Jannbie

u

1 2 3

11 Nem/m 11
Kon ToBapa 09800 .
HanmenoBanne MOV nasepHsiii
TOBapa a .
Hannaune ANON i-Sensys MF-3010
Onucanue HIPUHTEP/CKaHeP/KOHUpP
TOBapa OMITBIOTEPHBIN calloH «Daproy»
IlocTaBiuk I. CaHaHCK, 5yJI. b. XMensHHIIKOrO, 55,
JlanHbie O ten. 47-08-58
IMOCTAaBIIUKE
KomaecTBo 5998
TOBapa
Ilena ToBapa

12 Ne m/m 12
Kox ToBapa 00001
HanmenoBanne MaHHUIYJIATOP «MBIIIb)
TOBapa Her .
Hamiaue ByxXKHOMOYHayg «Geniusy
Onucanue OMIBIOTEPHBIN CAJIOH «Daproy»
TOBapa I. CaHaHCK, 5nyI. b. XmensHuIIKOTO, 55,
IlocTaBuiuk teir. 47-08-58
Janublie o 12
OCTAaBILUKE 200
KommuecTBo
TOBapa

2. CoxpaHuTe BBeJIE

Llena ToBapa

HHBIC 3HAYCHM .
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3.3.2. Ynaneuue 3amucu

UroObl yranuTh 3alKCh U3 TaOIUIB! B peskume Tabiuia, HyKHO BBIIEIUTH €€, a 3aT€M BBIIIOJHUTh
koMaHy ['maBnas/Ilosne 3anucu/Ymanuth Win MIETKHYTh O KHOIKE Ha I[IaHEIU UHCTPYMEHTOB,
WIN IIEJIKHYTh MPAaBOH KHONMKOW MO[X e JIEHHOH CTPOKE W BBIOpAaTh MEHIO YAanuTh 3amuch. [Ipu
YIAJICHUM HECKOJIBKUX 3allUCeW BCE MX MPEABAPUTEIIBHO HYXXHO BbLACIUTH. [lociie BbINONHEHUS
KOMAaH/Ibl YAaJ€HUs KOMIIBIOTEP BBIAACT 3alpOC Ha IOATBEPXKIACHUE YAAIEHUS B BUIE IHUAJIOTOBOIO
okHa (puc. 3.25, 3.26).

s cEE (W
Wy [Ew e e =

3
ﬂnnzmmg

nEnmn

- Csu E b = - ®E

gl Crumn P Opgerpieus =+ M =

st e XN AW e W
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Puc. 3.26. Ynanenue 3anuceit n3 Tadnuip! (2-if BApuaHT)

3anganue 3.5

1. Ynanure u3 tabmuisl 3anuck ¢ HoMepoM 11.
2. CoxpaHuTe 3HAYCHUS.

3.3.3. Jlo6aBnenue HOBOro cTojiOLA B TaOIUILy

B Access 2010 umeeTcst BO3MOXKHOCTb J100aBIISATH B TaOIHIly HOBBIE CTONOIBI (IOJIS), B TOM YHUCIIE
BBIYHCIISIEMBIE TTOJIA.

YroObl 100aBUTH HOBBIN cTONOEI B Tabnuily, HEOOXOAUMO B pexkume Tabmuia BbIIETUTh HOBBIN
cTonOer], MIETKHYTh MO HEMY MBIIIbI0, U3 PACKPHIBAIOIIETOCS CHHCKA BbIOpaTh HYXHBIH IMyHKT,
Hanpumep Brruncnsemoe none, Tun nons — JlenexHas cymma (puc. 3.27).

i, ya, B. Xmensuuuxore, 55, ten. 17-08-58 B 617,00p. | i_, LencErmd
|1, Capamcy, np. B.W, Newnwa, 35, Ten. 17-57-88 12
liamck, ya. B, XmensHuusoro, 55, Ten. 17-08-38 12
|- Capatc, np. B.M. Newnka, 35, Ten, 17-57-88 2
|Capamcy, yn. Bonogapexora, 36, Tea. 17-11-09 12 600,00p.
2
1
12
12

Sara w spean
£ Dotwaeonit
Magcranoses i oTHOWenne

5
o
1o, Y. B, XmenoHuumoro, S5, Ten. 17.08-58 1200,00p, A Depuatuponsi reaer
a8
]

{HEK, Y. B. KmedoHuuxore, 65, Ten, 17-04-20 1.234,009, [oae MEMO
. Capasck, np. B.M. Mewwna, 35, en. 17-57-88 1 600,00p. Bncoxerse
aHOK, Y. B, XmenbHulmoro, 55, Ten, 17-08-58 100,00p, [nepcomes
.| BudMnRenoe none ¥ |I AB  Texer
EcTABNTY 3K 00 AR 12 Yeeno

(B Aenemian cume
B Jorwsecnd
-

Puc. 3.27. Jlo6aBienne HOBOTO TOJIS

[locne storo otkpoercst auanoroBoe okHO IlocTpoutens BblpakeHuil (puc. 3.28), B KOTOpOM
HeoOxonmuMo BbIOpaTh mosie KomudecTBO ToBapa (INENKHYTH 1O HEMY JBOMHBIM INEITYKOM JIEBOH
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KHOIIKOW MBIIIIN), C KJIIaBUATYPhI LIIEJIKHYTh 10 KHOIIKE [¥ (YMHOXUTH), BbIOpaTh nosie Llena ToBapa u
uienkHyTh 1o kHormke [OK|.

TRCARIHEER S
I (Mewanapes popawern mcncusst fronel] + [rane?] i [nonet] <5)

| [Kamnectao Tassoa] * [Liewa Tosapa] [ ok |

Puc. 3.28. lnanorosoe okHo IlocTpourens BelpakeHUN

3areM Hy»HO NeperMeHOoBarh moiie noj uMmeneM Cymma. Takum 00pa3oMm cymma ToBapa, UCXOs U3
€ro II€Hbl U CTOMMOCTH, ITOCUUTACTCA aBTOMATHYCCKU. H€06XOJII/IMO 6YJ1€T COXpaHUTb U3MCHCHHA B
TaOJIHILE.

3aganue 3.6

1. loGaBbTe BhIuMcasieMsblii cTosber ¢ umeneM Cymma B Tabnuity ToBapbl.
2. CoxpaHuTe U3MEHEHUS.

3.3.4. Ilouck 3ammceii B Oase

Iouck 3amuceii B Access OCyIIECTBIIIETCS 110 UX coepkanuio. CylecTByeT ABa BUA IOUCKA:

1) mouck kakod-1uOO OIHOM 3amucu (HampuMmep, HaTH ycTpoiicTBo mo mnomto HammeHoBaHue
TOBapa);

2) moMCcK TIpynmbl 3amMced (Hampumep, HAWTH B TaOMUIE BCE YCTPOWCTBAa OT IOCTaBIIMKA
«Daproy).

[lepen mouckom Kypcop B TaOnuile HY>KHO IIOCTaBUTh B TO IOJIE, IO KOTOPOMY NPOU3BOJIUTCS
TIOUCK.

[Touck 3anmceil MOXXHO OPraHKU30BaTh JIByMsl CIIOCOOaMu:

1) Ha IaHeIN MHCTPYMEHTOB IIEIKHYTH 1o KHoN#e  (Haiitn);

2) BbIOpaTh koMaHy HaliTu Ha ri1aBHOM BKIIaJIKeE.

[Tpu ucnonb3oBannK 000X CIIOCOOOB Ha SKpaHEe MOSBISAETCS OKHO, H300pakeHHOEe Ha puc. 3.29.

EE o

LY AY B EREE W

LH [ s ey | e

Puc. 3.29. Ilouck 3ammceii B Access

B none O6pa3zer: BBoauTCs UMsi 00BEKTa IMOJISI, KOTOPBIM HeoOxomumo HaiTu. B mone IIpocmotp
BBHIOMPAIOTCS HampaBjieHWe © Auamna3oH mnoucka (Beepx, Brau3, Bce). B mome Cosnanenue:
yKa3bIBaeTCs CTENEHb COBMAJICHUS COJAEP)KaHUS MPOCMATPUBAEMOTO IO TaOIMIIBI C COAEPKaHUEM
nonst Obpaserr:, KoTopoe uMeeT cieayrome mapameTpol: C moboit yacteio mons, [lons uenukom, C
HayaJa moJis.
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Omust C y4eToM perucTpa OCYHISCTBISIET MOMCK 0e3 pa3jimdus MPONHMCHBIX W CTPOYHBIX OYKB.
Omuus C yderom (opmara mosied TpOW3BOIUT CPAaBHEHHE JAaHHBIX B TOM BHJC, B KaKOM OHH
0TOOpaXkaroTCs Ha dKpaHe, U B TOM opMaTe 0TOOpaKeHMs, KOTOPBIN YCTAHOBJICH ISl 3TOTO TOJISI.

Omust [lonck B: OrpaHWYMBACT IMOMCK TEM IIOJIEM, B KOTOPOM OBUT YCTaHOBJICH Kypcop Tepen
TTOMICKOM.

[Tocne ycraHOBKM BceX HEOOXOJUMBIX MMAapaMeTPOB HYKHO ILEIKHYTH MO KHOIIKE .
Ecan B Tabnmile HECKONBKO 3alMCcei, OTBEYAIONIMX OOpasily IMOWCKa, TO OyaeT HaijeHa mepBas
3aIIMCh, HA KOTOPYIO TIEpEMECTUTCS Kypcop. s mpoIoKeH s TIOMCKA CIeIyeT MENKHYTh 110 KHOIIKEe
. Kornma HyxHas 3amuch Oyner HaiilieHa, /Uil OKOHYaHMs IIOMCKA HAJl0 ILEJIKHYThb I10
KHOIIKE
BaxpeiTs. B ToM ciyuae, ecii B TAGNMIE HET 3alHCEH, OTBEYAIOIINX 00OPAsIy MOKMCKA, KOMIIBIOTEp
BbIacT coobmenue [lonck 3anmceit 3apepmen. O6pasen He HalICH.

Samanue 3.7
B ta6mune ToBapsl HaiiiuTe Bee 3amucH, moyie KoauuecTBO KOTOPBIX PaBHO JIBYM.

3.3.5. 3ameHa cojiep)kaHMsl TaHHBIX B TaOJHIIC

B Access cymiecTByeT Takke KoMaHaa 3aMEeHUTh:, aHallornuHas komanjae Haittu:. Jlannas komanaa
npeaHa3zHaueHa Julsl 3aMeHbl coepkanus noist OOpasel: Ha colepkaHue Mol 3aMEHUTh Ha: B OKHE,
npeacTaBieHHOM Ha puc. 3.30.

Puc. 3.30. 3amena 3amnuceii B Access

HpI/I MICIYKEC II0 KHOIIKC Haiitu JAJICC| KOMIIBIOTCP HaXOAWT IICPBYHO 3alllMCbh Ta6J'II/IHBI,

BJICTBOPAIOIIYIO 3aJTaHHOMY 06p33Hy. Ecmu ee HY>XHO 3aMCHUTDB, CJICAYCT WLICIIKHYTH II0 KHOIIK!
aMeHHuTH. Ecan HCO6XO,Z[I/IMO 3aMCHHUTBb BCC 3aIllMCHU Ta6J'II/II_ILI, TO ITOJIB3YIOTCA KHONKOH [3aMEHUTH

3aganue 3.8

1. B Ttabnume ToBapel u3menurte manHeie monei IlocraBuk u JlanHbie o mocraBmuke B 10-ii
3amnucu, 3ameHuB MaTpoTekc Ha MudoTyp.
2. CoxpaHuTe U3MEHEHUSI.

3.3.6. CopTupoBKa JTaHHBIX

YroOBl MPOW3BECTH COPTHPOBKY MAHHBIX, HY)KHO TOMECTUTh Kypcop B TIOJe, MO 3HAYCHHSIM
KOTOPOTO OYyZIET OCYIIECTBICHA COPTUPOBKA, M BHITIOJIHUTH OJIUH U3 CIEIYIOUINX MTyHKTOB!

1) 9TOOBI OTCOPTHPOBATH 3alUCH B TOPSIKE BO3PACTAHWS, HAJ0 HA TMAHEId WHCTPYMEHTOB
HIETKHYTh 110 KHOTIKE win BeIOpats k(@anny menro [naBuas/Copruposka u ¢puasTp/COpTUPOBKA
0 BO3PACTaHHUIO;

2) 9TOOBI OTCOPTHPOBAThH 3allUCH B TOPSAKE YOBIBaHWs, HYXXHO Ha TaHEIH WHCTPYMEHTOB
MIETKHYTh TI0 KHOIIKE win BeIOpaTh K&janay menro ImaBuas/CoprupoBka U ¢puisTp/CopTHpOBKA
10 YOBIBaHUIO.

3aganue 3.9

1. Otcoptupyiite Bce 3amucu Tabmuubl ToBapsl mo momto HammeHoBaHue ToBapa B MOPSIIKE
BO3pACTaHUA.
2. CoxpaHUTe U3MEHEHUS.

3.3.7. U3sMeHeHne CTPYKTYphl TaOIHUIIBI
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OcHoBHOM TIpo0IeMoi pu paboTe ¢ TabaUIaMu SBIISIETCSI HEBO3MOXKHOCTD MPOCMOTPA BCEX TMOJICH
3alUCH OJHOBPEMEHHO. /[l pemeHust 3ToH MpoOsieMbl HY)KHO PaIllMOHAIBFHO Pa3MECTUTh CTOJOIIBI
TaOIUIBI U IOJ00PAaTh AJI1 HUX HEOOXOUMYIO IIUPUHY.

[lepen pa3memieHreM cTOJOMOB WX CIEAYET BBIACTUTH. NI BBINEICHUS OJHOTO CTOJONA HAI0
HIEKHYTh B 00JIaCTH €r0 MapKUpPOBKH B caMOM Bepxy ctonbma (puc. 3.31). Beinenenusiii cromoert
MOJICBEYMBACTCSI.

A Rony - T2 O DOCTARLENE + | FHNMENCRIANS TORARE = | NARMHE TINATaHA TERAPA

et 1 t,

ooz i r

ol 1 i
I—( )0IacTh

MapKUPOBKH

Puc. 3.31. Beinenenue croada

Jlis BbIeNeHust TpyMIbl CTOJAOLOB HAAO BBIACTUTH CHadala IEpBBIA CTONOEL M, yIEep:KuUBas
knaBumy [Shift] naxaroit, — mocnequuii cron0er U3 3TOM Ipymibl. DTU JBa CTOJIOLA, a TAaKXKe BCe
CTOJIOLIBI MEXAYy HMMH OKaXyTCS IOACBEUEHHBIMH, YKa3blBasg Ha TO, YTO BbIJENIEHa BCs IpyImma
CTOJIOLOB.

YT10oOBI IIEpEMECTUTH CTONOEL] TAaOIMILIbI, HYXKHO BBIAEIUTH €T0 U MEpPEeTaIlUTh B HEOOXOIMMOE MECTO.
Ilpu 5TOM YyKa3aTenb HECKOJIbKO H3MEHHMT CBOW BHJ Yy €r0 OCHOBAaHMS OTOOpA3UTCs HEOOBILION
KBasipaTuk. [Ipu nepeHoce Hemnb3st OTIYCKaTh KHOIKY MBIIIH JI0 Te€X MOp, IOKa yKa3aTenb He OyJeT B TOM
MecTe, Kyza TpeOyercst mepeTauuTh cronoel. [lepemeriieHre HECKONMBKUX CTONOLOB MPOUCXOIUT TaK JKe,
KaK 1 eJMHIYHOTO CTOJIOLA, TOJBKO MEPE 3TUM BCE OHH JI0JKHBI OBITh BBIICIICHBI.

WHorna MOXXHO 0TOOpa3uTh Ha HKpaHe BCe HEOOXOAMMBIE MOJSI TOJBKO IyTEM YMEHBIIEHUS HUX
mmpuHbl. [Ipomie Bcero M3MEHUTh LIMPUHY CTOJNOINA MOXHO NpU MOMOLIM MbImH. s 3TOro
HEOOXOIMMO YCTaHOBUTH YKa3aTellb MBIIIM Ha MPaBblii Kpai 00J1IaCTH MApKUPOBKH. YKa3aTelb MPUMET
BUJ JIByHANpPaBJICHHON CTPENKH. YJEpXKUBas JIEBYIO KHONKY MBIIIH, MOXKHO IMEPETaIluTh T'PaHUILLY
CTOJIONIA BJIEBO MJIU BIIPABO 0 MOJYyYEHUs JKeJIaeMOM IIUPHUHBI KOJIOHKU TaOIUIBL.

Kpome TOro, M3MEHUTHh LIMPUHY CTOJIOA MOXKHO C MOMOIIBIO OMIUH MEeHI0. /i 3TOro Hy»XHO
BBIJICJIUTH CTOJIOEL], 3aTeM BBIOpaTh KOMaHIy Ha Bkiajake lnasnas/onomnurensHo/lllupuna mons,
MIOCJIe YEro Ha 3KpaHe MOSBUTCS OKHO, H300paykeHHOe Ha puc. 3.32.

lbgema rronfns: | B8

| oo 3 =

Puc. 3.32. Komanga J[ONOIHUTEIBHO

HNuorna neo6xomuMo, 4ToOBl HEHYXHBIE B JaHHBIA MOMEHT CTOJOIBI cTanu He BHAHBI. C 3TOM
LEeNbl0 CJEIyeT BBIACIUTh CTONOEL WM TpyHIy CTOJOIOB, 3aTeéM BbBIOpaTh KOMaHIy MEHIO
I'maBnas//Ionon-uuTenbHO/CKpPbITH MO, U BbIIEJIEHHBIE CTOJIOIBI HCUE3HYT.

Jns  oroOpakeHUsT ~ HYXKHBIX  CTOJOLIOB  CIIEAyeT  BBIIOJHUTb  KOMaHIy  MEHIO
I'maBnas/JonomauTtenbHO/OTOOPA3UTH OIS, IPX STOM Ha SKPaH BBIBOAUTCS] OKHO,
S n3o0paxkenHoe Ha puc. 3.33. OHO COAEPXKUT CIUCOK BCEX MOJIeH B TabIuUIE C
BBIKJIIOUaTeNIeM-(IIaXKOM C JIEBOM CTOPOHBI, KOTOPBIM yCTaHOBJIEH HPOTHB TeEX
IIOJIEW, KOTOPBIE BBIBEJCHBI HAa JKpaH B TEKYIIMM MOMEHT. MOHO ILEIKHYTh
BBIKJIIOUaTeNIeM, YTOObl 0TOOpa3uTh HY)KHOE IOJie Ha 3KpaHe B Tabmuie. [locie
3aBeplIeHUs pabOThl HEOOXOIUMO LIEIKHYTh 110 KHOIIKE .

Bl sy s cmnees Jlis u3MeHeHus CTWwis HayepTaHus U pa3Mmepa mipudra B TabIuLE HYKHO
wen )| BBIIENIMTH TOJIE WM 3amuch TaOJMIBI, 3aTeM BBIOpaTh KOMaHAy Ha BKJIAJIKE

Puc. 333 Memo  [maBHas/@opmat /Dopmatuposanue tekcra/LLpudrt.

OmoGpazums nons BeicoTa cTpok B TaOiulle YCTAHABIMBAETCS MPAKTUYECKU TAKUM K€ CIIOCOOOM,

KaK M IIMPHHA CTOJIOLIOB. YKa3aTelb YCTaHABIUBAETCS HA Pa3/CIUTEIbHYI0 JTUHUIO
MEXJTy JIByMs JIFOOBIMU 3aITUCSIMU TaOJMILIbI, IPUHUMAS TIPU 3TOM (POpMY JIByHANPaBIEHHOW CTPENIKH.
3ateM C MOMOIIBIO0 MBIIIM YBEJIWYUBAETCS WIM YMEHbBILIAETCS BBICOTA CTPOKH, IPH ITOM H3MEHSAETCS

BBICOTA BCEX CTPOK. MI3MEHWMTH BBICOTY CTPOK MOKHO U [y, Ho-ApyroMy:
BbIOpaTh KOMaHIy MEHIO [ o 88 | [ o]
I'mapnas/3anucu/JlononHuTeIbHO/BBICOTa CTPOKH M B | Mcrammepmon ' MOSIBUBIIIEMCST
okHe (puc.3.34) YCTaHOBHTH YHCJICHHOE 3HAYCHHUE BBICOTHI
CTPOKH. Pwuc.3.34. Bricora cTpoku
B Access cymiecTByeT HECKOIBKO KOMaHJ YCTaHOBKH BHEILIHETO
BHJIA sTUeeK TaOMUIIBL. [ coon Ja S EE dopmarupoBaHue CTPOK B
X & Ui k -
.&' by gﬂ.
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Ta0IMile TPOU3BOIUTCA C TOMOIIbI0 MeHo @DopmatupoBanue Tekcta (puc. 3.35), koropoe
pacnosaraeTcs crpasa Ha BKJajake [ aBHas.

C nomouIp10 KHOMOK 3TOI0 MEHIO MOXHO M3MEHSATH LIBET CTPOK, TEKCTa, JIe]aTh 3aJIUBKY o0nacTeH,
BBIPABHHUBATH TEKCT, U3MEHATHh HaUepTaHUE TEKCTa, €ro MIPUQT, pa3Mep H JIp.

s Oonee neranbHOro (opMatupoBaHMsS HYXHO BbIOpaTh KomaHny IunaBHas/@opmarupoBaHue
tekcra/@opmar Tabauubl (KBaJpar €O CTPEJOYKOM B TMPAaBOM HIDKHEM YIVIy BKJIQAKH IO
dopmaTupoBaHUE TEKCTA), IOCIIE YETO Ha SKpaHe MOSBUTCS OKHO, KaK Ha puc. 3.36.

Wopasar TABAMILL ? |_K
COpoprneime Ternst ceTrn
(®) obrnoe [#] no rogrscerrans [ ok |
4 ¥ i R —
[ rpwinogramos [#] no meprecam R
O yronnemos [—J

Lpe doonis AcncimemTensed uget horsa:  LseT s ceti:
L - -

Dfipases

Eninl rvarenst i Benm
Fpawias 7abmas || Crnowma e w
Harpagnerhe

(& cneaa Hanpano O crpana vansoo

Puc. 3.36. ®opmar Tabiuiibt

3amanue 3.10

1. ITepemecture cronbennr HaumenoBanue ToBapa TakuM o0Opa3oM, 4YTOObI B TaOJMIle OH
Haxonwica Mexay cronbnamu Hanmnaue u Onucanue ToBapa.
2. YcraHOBUTE MUPUHY CTONONOB B Tabmuie [1o muprHe TaHHBIX.
3. YcraHoBUTE MHUPUHY CIEAYIOMIUX CTOJIOIOB B CHMBOJIAX:
Nem/m — 5;
Kon ToBapa — 6;
Hannune — 3;
KonuuectBo ToBapa — 4.
4. YcraHOBUTE BBICOTY CTPOK B TaOiuIle paBHOH 20 U M3MEHUTE IIUPUHY CIEAYIONINX CTOJIOLOB:
Omnucanue ToBapa — 24,8;
IlocraBnuk — 17,8;
JlanHbie 0 mocTaBIIuKe — 35.
5. Cnenaiite CKpBITBIMU CIIEIYIOIINE CTOIOLIBI:
Ornucanue ToBapa;
JlaHHBIE O TOCTABILMKE;
Kox ToBapa.
6. YcranoBute B Tabmune: mpudt — [Momyxwupusiii, Kypcus; mBer mpudra — MaauHOBBIN;
pa3mep mpudra — 9.
7. Onpenennure BHEIIHUN BUJ S4Y€eK TaONMIbI, YCTAaHOBUB B OKHE (cM. puc. 3.36) mapamerp
Odopmnenue B nonoxenue [Ipunogusroe.
8. M3menuTe 1Bet Tekcra Ha TemHO-cuHUH, 1BeT poHa Ha TemHO-Tomy60H POH 2, IBET CTPOK HA
TemHo-00paoBbIi 2, B cTonO1Ee Koy ToBapa caenaiite BeipaBHUBaHUE 110 LIEHTPY.
9. Bce n3meHeHus B TabIUIE COXPAHUTE.

KOHTPOJIbHBIE BOITPOCHI

. §O6aBH€HI/Ie HOBOM 3aITUCH B TaOJIHILY. .

. YiajeHue OTAeNbHOW 3alMCH U TPYIIT 3amuceil B Access.

. Buzpl moucka 3anuceit B TabJHIIe.

. Opranusanus 1morcka Hy>KHOH 3aITiCH B TaOJHIIe TIPH OMOIIN Access.
. 3aMEHa COJIEP’KUMOTO IT0JIg TaOIHUIIBI.

. Busiel copTHpOBKH 3anmcel B TaOmuIie.

. Obnacts MapkupoBKHu. Onepanuu, Npu KOTOPBIX OHA MCIOIb3YETCs.

. lI3MeHeHne MPHHBI CTOJIONA U BEICOTHI CTPOKH.

. CkppITHE HITH OTOOpaXkeHHe CTOJIOIOB B Access.

\OCO~INNPRLINO—
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3.3.8. BcraBka 00bEKTOB
B noJjie ¢ TiIIoM ga"vHeIx OLE

B Access 2010 umeercs BO3MOXXHOCTh 100aBIIATh 00BEKTHI B 1osie ¢ TuroM aanabeix OLE (Object
Linking and Embedding — cBsi3piBaHue u BHenpeHHe o0bekTa). B ToM citydae, korja TN JaHHBIX
3aman kak OLE, CYBJl Access coxpaHsieT BHEIIHUM OOBEKT B 001eM (aitie 0a3pl JaHHBIX, OTBOJIS Ha
€ro XpaHEHHME CTOJIbKO MECTa, CKOJbKO 3TOT OOBEKT 3aHMMaeT B BuUAE oTnenbHoro ¢aina. [lox
00BEKTaMHU CJIeAyeT MOHUMATh (haliIbl, CO3JaHHBIC B BUJIE MPUIIOKEHUN B TpadUuecKuX peaakTopax,
BHJICOKIIUIIOB, B mpuiiokeHussx MS Office u 1. a. Ilpu 3anomHeHun TaOnMMIBl TaHHBIMH, KOTOpPHIE
SIBJISIFOTCSL 0OBEKTaMM, B COOTBETCTBYIOIIECH mMo3unmu 1moisi ¢ TtunoMm naHHeix OLE dopmupyercs
COOOIIIEHUE O TIPOTPaMMe, C IIOMOIIBIO KOTOPOH MOKHO OTKPBITh 3TOT 00BEKT. OTOOpaxeHne oObeKTa
OyZIET OCYIIECTBISATHCS TOJBKO B (DOpMax M OTUETaX.

st BcTpanBaHusi 00bekTa B mojie ¢ TunoM JaHHeiX OLE HE00X0auMOo OTKPBITH TAOIUILy B PEKUME
Konctpykrop, nob6asuts HOBOE mosie, HanpuMmep DoTto ToBapa, BeIOpaTh THN AaHHBIX [loe oObekTa
OLE u coxpanutp Tabnuiy. 3areM B pexxkume Tabnuia B CTpOKe Uid BBOJA JAHHBIX CJEIyeT
HIEKHYTh MPAaBOW KJIABHIIIEH MBIIIA U B OTKPBIBIIEMCSI MEHIO BBIOpATh KHOTIKY , UTO
MIPUBEIET K OTKPBITHIO TUAJIOTOBOTO OKHa (puc. 3.37, 3.38).

BraenTe 06bEKT..
] Tonapw
WiMA NonA Tl AaHHbix O HME
¥ N ndn CUBTYHiK
(KopTosapa TeurToRm R
| HauMeHoBaH9e Tosspa TekcToesn A BaagnTe ToBap
| Hanwive Narudeciui
| DNMCEHKE Togapa Nane MEMO
| MocTaswmm TekcTosn A
| daHHpe 0 NoCTaswnKE None MEMO
| KonwyecTen Toeapa Hucnoeoi BeagnTe Honin z3lipomns LGy [OANCRRPR. e i dod
| Lens rosapa JEHE AR Baeawnre 2 196,00p. 232,00p. Wigrusoft Word
Cymma Bomikeanembii 12 43567,00p.  52404,00p. ficrosoft Word
Bora Tosspa 12 obbekra OLERE 6 617.00p.  3702.00p. ¥ bus
Tekcroami 12 300,00p. 3 600,00p. >
None MEMS 12 3789.00p.  45649,00p. 2
L L B Borasury
Hucnosoi 5 2 315,00p. 630,00p.
e Aara/epewn = 12 600,00p.  7200,00p. i
O 5 7
ute  |oners et enanai S— 2 1200,00p.  2400,00p. {1 gopr
Mogrmes CreTinm F
CRAzETeNsHos Nans Her Aorweckui n 1234,00p., 14 808,00p.
BHPEEHUEIHHE TERCTS DBuee Tone obuasrs OLE 12 1600,00p. 19 200,00p.
2 | 5 100,009, 1200,00p He cosnagaer c Mycrme
# Boranwry okweet.
Puc. 3.37. BcraBka o0bekTa
- —— —— @
Microsoft Access l &J

@ Co3aaTs HOBLIA

PezyneTat

»

Adobe Acrobat Document

WordPad Document

OBoiaHeit nucT Microsoft Excel

fmarpamma Microsoft Excel

i . : =] | OTMeHa |
() Co3nath M3 daina | Bitmap Image =l =

Microsoft Equation 3.0 || B Bge 3Hauka

| Package

[JobaBnerie B AOKYMEHT HoBOro ofbeKTa TMNE
i

E

Puc. 3.38. JlnajioroBoe OKHO Jis 100OaBICHHS
HOBOT'O OOBEKTa B TAOJHITy Access

CyIJ_[CCTByeT JABa criocoba BCTpauBaTb O0OBEKTHI B BUAC JaHHBIX. HepBHﬁ cIocoo npeamnojaract
BCTaBKY o0BbeKTa U3 (1)3171.]13. C HCIIOJIb30BaHUEM JIFOOOTO (baﬁna B Ka4YCCTBC MCTOYHHKA HAHHBIX (pI/IC

3.39). Bropoii cnoco0 IpeJlyCMaTpPUBACT HCIIONb30BAHHE

HOBOTO (paiiina, KOTOPBIi |

Fusnzs |ara 2k | PAIMETKD CpafWils  Codtkw  FAcinW  Pruenanponans

THUIIOBBIX HpI/IJ'IO)KeHI/II/I 11 CO3JaHUsA

EepaHid EDACHTHTYA *
W@ P2 ot 4 g
= Heoenii onontan <
Crsar m\ g o ,mrmn Snine Cemumn Tencr | Camsan
dat~ - B Hauen crpanmyu - - i
TR Hanerrpasim Kangemme
G- T u@ Kaprnen %

& I
a|

=
v

Horars:

Uokats ofmerm

Bee faiine wynenmEge

7] BT s i b O, com
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Puc. 3.39. Jlo6aBnenust HOBOro oobwekTa B Ta0uIy Access U3 Qaiina

1. Co3nanmne oObekta u3 daitna. Korna pedb 3aX0quT O JAaHHBIX, KOTOpBIE SIBISIOTCS 00BEKTaMU
Ui 6a3bl JAHHBIX M BHEUIHMMHU (ailnamu, To TpeOyercs uMeTh 3T (ailnbl. B cBsA3u ¢ 3THM
norpelyercs co3/1aTh HECKOJIBKO (hailyioB, YTOOBI B AajbHEHIIEM YBHIETh UX OTOOpakeHHe B 0Oaze
JIAHHBIX, a TaKXKe MonpoOoBaTh NPOBECTH M3MEHEHHE ITUX (aiioB. Hanpumep, numeercst potorpadust
oObekta B (paitie Mouutop.jpg (jpg — yHUBepcanbHblii ¢orodopmar). Jlns TOro yTodbl 3TOT

Gaiin COXpaHMJICS B 0aze [o comareis daivplX, cienyer B COOTBETCTBY-
1o1eM okHe (cM. puc. 3.38) MoCcTaBUTh OTMETKY , TIOCJIE Yero MOsIBUTCS OKHO, KOTOPOE
npenctd cee.. } Ha puc. 3.40. C mOMOIIBI0 KHOIIKU ciexyeT BhIOpaTh HEOOXOQUMBIN (haiii.
. daiin; NoicymeHT Microsoft Word
) CoznaThb HOBLIA |D: \MorTop. dacx ) o |
(@ CoznaTb w3 daing [Tl canse

D B Buae sHaqka

PesyneTat

[NoBaEneHye 5 AOKYMEHT cofep#MMore Gaiina B

P = Buae 0bbeKTa, aKTMBMIMDYEMOrO C NOMOLLLIO
E CO3O3EWEro ero NpMNoHeEHNA,

Puc. 3.40. ITouck ¢aiina npu coznannu 00beKTa B 0a3e TaHHBIX

B cooTBetcTBytomieit ctpoke s moiis, Harpumep doto ToBapa, mosisutcs cioBo Iaker (Package),
3TO O3HA4aeT, 4yTo (aili MpHUBS3aH K MPUIOKEHHUIO, C MOMOUIIbI0 KOTOpOro oH Obul cozfaH. Ilpu
npocMoTpe 0a3bl JaHHBIX (3ampoca, POopMbI WM OTYETA) TIOJIL30BATEh YBUAUT H300paxkeHue ¢aiia B
BHJIE 3HAYKa , @ TpU JIBOMHOM IIEIYKE IO ATOMY H300paKEHUIO CHCTEMa CHauyala Haijner
MIPUIOKEHHE, a 3aTeM O0TOOpa3uT HideM coliepkumoe ¢aiia (B JaHHOM Ipumepe 3To dororpadusi).
Uckmrouenuem sBisiroTcst (paiisibl ¢ m300pakeHUsIMUA, COXpaHEHHBIE ¢ pacimupenremM bmp (bit map
format). Bmecte ¢ tem ¢aiiibl, co3nanHble B npuioxeHusx Microsoft, OyayT oToOpaxkaTbesi cpasy B
¢dbopmax u oruerax. CinenoBaTenbHO, poTorpaduu MOXKHO BCTaBIATh B TAKUE MPUIIOKEHMsI, Kak Paint,
Word, PowerPoint, coxpanats B Buae OTACIbHBIX (DailyioB, a 3aTeM MOJKIIOYaTh B BUJE OOBEKTA K
0a3e nmaHHbIX. Hampumep, MOXHO OTKpbITH JOKyMeHT Word, BcraButh u3 (aiina ¢otorpadutro,
N00aBUTH TEKCT, a 3aTeM COXpaHUTh kak Monurtop.docx (puc. 3.41).

Puc. 3.41. ®aiin c potorpadueit, coznannsiii B Word

Thn ofberTa: 2. Cozganue HOBBIX 00bekTOB. Ilofd co3gaHreM HOBBIX OOBLEKTOB B
Bitmap Image -
icratnft Eoation 3.0 0a3e MaHHBIX CIEAYeT MOJApa3yMeBaTh MCIOIb30BAHHUE MPHUIOKEHUS, B

Package | KOTOpOM (bann CO30a€TCA, a 3aTCM IIOAKI0YACTCA B I10JI€ C OIIMCAHHUCM
WordPad Document

ABoMyHBIR nMcT Microsoft Excel
Awarpamma Microsoft Excel

Nuarpamma Microsoft Graph

|.m

LokymeHT Microsoft Waord 97-2003 5
Puc. 3.42. Ilepeuens THOB
00BEKTOB Access, KOTOPBIE MOXKHO

HUCIIOJIb30BAaTh [JIsI CO3JaHUs q)aﬁHOB



tuna nanabeix OLE. J{ns 3amycka pexxuMa co3/1aHus HOBBIX OOBEKTOB HEOOXOIMMO OTKPBITH TaOIUILy
B pexume Tabnuia, HaXxaTh HA KHOTIKY B IMAJIOTOBOM OKHE (cM. puc. 3.38), a 3aTeMm B
cnucke Tum oObeKTa: BBACIUTH HEoOXomumoe mpmiokeHue. llepedeHp MPHIOKEHM, KOTOPBIC
nojAepKUBaeT Access s Co3AaHus 00bEKTa, HAXOAATCs B crucke (puc. 3.42), KOTOPBIA pacKpoeTcs
TOCJIe 3aImycKa KOMaH bl BCTaBUTh OOBEKT.

VY1noO6CTBO HCIIONB30BAHUS MPHIIOKESHUH sl CO3/IaHusl OOBEKTOB B BHUAC (DailIOB 3aKiIFOYaeTCs B
TOM, YTO B JaJibHEWIIeM JTH (aliabl MOXXKHO HCIOJIb30BaTh AaBTOHOMHO WJIM OCYIIECTBISITh HX
KOPPEKIHIO B 0a3e JaHHBIX.

Paccmotpum BapuaHT co3panusi 0OOBEKTOB /Jisi 0a3bl JAHHBIX C TIOMOIIBIO TIpHIIOKeHHsT Paint.

Heob6xomumo co3nath 00BEKT ¢ M300paKeHUEM TPEANPHUATHAS U TEKCTOM, KOTOPHIH B JaJIbHEHUIIIEM
TMOJIB30BaTENb 0a3bl JAHHBIX CMOXKET 3aMEHUTh WM UCIIPABUTH. {7151 3TOTO HY>KHO BBIOpATh U3 CIIUCKA
o0wexT Bitmap Image u cnenoBate qanpHEHIIEH TEXHOIOTHH CO3/IaHUS O0BEKTa:

1) otkpeITh pHIIOkeHUE Paint;

2) BcTaBuTh GOTO U3 Qailna;

3) 100aBHUTH TEKCT (€CIN ITO HEOOXOAMMO);

4) coxpaHUTb KaK (aili;

5) 3aKpBITH MPUIIOKECHHE.

Samanue 3.11

1. B Tabmmnie ToBaper B pexxume KoHcTpykTOop 100aBbTE HOBBIN cTonOen ¢ nMeHeM doTo ToBapa,
tun gaHHbIX [Tone oobekta OLE, coxpanuTe n3MeHEHHS.

2.B pexume Tabmuma B mone @Doro TOBapa BbIOEpHTE CTPOKY BcTaBUTh OOBEKT U3
(aiina/Co3naTth HOBBI M U3 PACKPBIBAIOIIETOCS CMHCKA YKaXUTe NoKyMeHT Microsoft Word. Tlpu
3TOM OTKpPOETCS TEKCTOBBIM pemakrop MS Word. 3aech HEOOX0OMMO BCTaBUTh PHCYHOK,
COOTBETCTBYIOIIMI TOBapy B JaHHOH cTpoke. PucyHKu BbiOepHuTe W3 CNHCKA, KOTOPBIA XPaHUTCS
HEMOCPEACTBEHHO B penaktope (Bkianka Bceraska/Kaprunka/Hawate), win u3 Opyrux mporpamm.
MoxHo ucrnons3oBaTh npuioxenue Paint (o6vexT Bitmap Image), rae ciemyer HapucoBars TOBap
camocrosTensHo. Co3naHHbIi (aiin 3akpoiTe, OH aBTOMaTudecku OyAeT MpuBs3aH K 0aze — CTPOKE,
B KOTOPYIO €€ BCTAaBUJIH.

3. [Ipoxenaiite JTAHHYIO poLeaAypy TUIs BCEX CTpPOK TaOIUIIBI
ToBapsl.

4. CoxpaHuTe U3MEHEHUS.

KOHTPOJIbHBIE BOITPOCHI

1. OOBEKTHI, BCTaBIsIEMbIC B 0a3y JaHHBIX ¢ TUIIOM JaHHbIX OLE.
2. BcraBka ¢oto B Tadmiy B pexkume Tadnuia. .
3. Ormmuune crioco6a Co3aats HOBBIM 00BEKT OT criocoba Coznate u3 (aiina.
4. Pazmemenue Qainia (pororpaduu ToBapa B 0a3y IJAHHBIX C pacIIUpeHHEeM png. MOXXHO U
QCYIIECTBIISATh MPaBKy (haiija, KOTOPHIM BCTABIEH KaK OOBEKT B 0a3y JMaHHBIX HENOCPEJICTBEHHO B
(haloBoOM cucTeMe KOMITbIoTepa? .

5. BcgaBKa Mpe3eHTany B 0a3y JaHHbIX. OOBEKTHl KaKUX MPHIOKEHHH MOXKHO BCTaBUThH B 0a3y
JTAHHBIX !

JIABOPATOPHASI PABOTA Ne 12

3.4. PABOTA C JAHHBIMU I1PU TIOMOIIU 3AITPOCOB
3.4.1. Co3nanue u paboTa ¢ MPOCTHIMHU 3aPOCAMHU

3aHpOCI)I MO3BOJIAAIOT ONPCACIIATL TOJIA U 3alTUCU Ta6JII/IIII)I, BBIBOAMMBIC HA 3KpaH, B COOTBETCTBUHA
CO CIEIHMaTbHBIMU YCJIOBUSAMHU 0TOOpa. Mcmosip3oBaHME 3alpocOB MOMoOraer Oonee 3(pQPEeKTHBHO
paboratb ¢ Access.

3aHpOCI)I SABJIAOTCA HE3aBUCUMbBIMU O6’I)€KTaMI/I, KOTOpPBIC NCPCUHUCIIAIOTCA B OKHE 0asbl JaHHBIX
BMECTE C Ta6JII/IIIaMI/I H ApyrumMu 00BEKTaMH. I/IHOFIIa MPCATIOYTHUTCIIBHCC BCTPAWBATDH CBOMCTBA
3ampoca B CYHIECTBYIOIIMM OOBEKT BMECTO TOTO, YTOOBI CO3/1aBaTh 3alpoC KaK HOBBIA OOBEKT,
OTIICJIBHI)Iﬁ OT OCTaJIbHBIX.

Ut0o0m1 co31aTh HOBBIU 3arpoc, HYKHO LIEJIIKHY Th o BKJIAJIKE
3ampocsl B IMAIOTOBOM OKHE 0a3bl JaHHBIX, a 3aTeM BBIOpaTh KoMaHay Mactep

e 3anpocoB unu Konctpykrop 3anpocos (puc. 3.43).
Macrep  KoHcTpykTop HpI/I BI>I60pe KOMaH/IbI MaCTep 3alpoOCOB MOABUTCA AUAJIOTOBOC OKHO HoBrrit
e T | 3ampoc, rae GyayT IPEACTABICHBI YEThIPE THIIA 3aIPOCOB:
Pic 343 3ampocsl 1) HPOCTOﬁ 3aIpoc;

2) nepeKpecTHBIH 3anpoc;
3) moBTOpSIIOIIKECS 3aIUCH;
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4) 3anucu 6€3 O TYMHEHHBIX,

ITocne Haxkatust KHONIKK I@ HCO6XOI[I/IMO BBIOpATh TAOJHUITy, HA OCHOBE KOTOPOM 3aJaeTCs 3aIpoc
1 Tpebyemsie mois. [locie HaxaThs KHOTIKH |[lanee] cie/lyer BEIOpATh PesKHM IPOCMOTpPA OT4ETa JIHG0
PEKUM H3MCHCHHS MAKeTa M IIEIKHYTh [0 KHOIIKE |[[OTOBQ ﬁ [Tocne storo chopmupyercs 3aMpoc, A
W3MEHEHHUSI KOTOPOTo HAJ0 MEeperTH B pekuM KOHCTPYKTOp 3ampocoB (3HAUOK B HUKHEH IMPaBOit
4acTH paboyero sKpaHa).

[Ipu BbIOOpE KOMaHAbI KOHCTPYKTOp 3ampocoB MOSBUTCS pabodee MoJje 3arpoca, NpeacTaBIeHHOe
Ha puc. 3.44.

i tossgu | 5l sampoct |

ApGas e nise Tabimis

Tafinraib | Sanpoces | T m sanpocs: |

Mone: - [_zerpume

ima TabnuLs:
CopTuposka:
BuiBoa Ha IKpaH: O ) 0 i3] 2]

Ycnoeue otbopa:
Anu:

Puc. 3.44. Pabouee none 3ampoca
[Tpu mpoekTHpOBaHUM 3ampoca Ha IKpaHE OTOOpakaeTcsl TUajoroBoe okHO JloOaBieHHe TaOIHIIBI
(puc. 3.45). IIpu moMoIM 3TOr0 OKHa MOXKHO CO3/1aBaTh CIMCKH TOJICH Jis JOOABJIICHUS MX B OKHO
3anpoca. Criucku MOTyT 0a3UpOBaThCs Kak Ha TaOIUIIE, TaK M HA YXKe CYIIECTBYOIIEM 3arpoce.

'

DobapnenHe Tabamup

Tabnkue | Sanpock! || TafinHue! H 3anp0ct.||

{TOESDE

LﬂoEaBMTb J [ 3AKPBITE ]

Puc. 3.45. Oxno [loGaBneHne TabIUIIBI

3.4.2. CoxpaneHue 3ampoca

3aBepHIaloIMM 3TallOM B CO3aHUU 3aMpoca ABJsieTCa ero coxpanenue. C 3Toi 1eblo Ha MaHeIu
UHCTPY [EHTOB HYXHO IIETKHYTH 110 KHOTIKE  JIN0O0 BRIOpaTh KoMaHay MeHIo Daiin/Coxpanuts. [Ipu
coxpaHeHUM Access 3ampalirBaeT UMs 3alpoca U aBTOMAaTHUECKH MpPUCBaUBaeT emy ums 3ampoc No
(puc. 3.46).

__J-uun-}-:-'l 3anpocl

\l M
Koa rosdpe
e EaRIE 1
Hamwune
Oniscanie Tosap
Nocrasgie =

Puc. 3.46. Coxpanenue 3amnpoca
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B mnpouecce coszgaHus 3ampoca MOXHO J00aBIATH JaHHble M3 Apyrux Tabmuy. [lnsg storo
He00X0MMO Ha MAaHEIU MHCTPYMEHTOB HaxaThb Ha KHONKY  (OtoOpa3uTh) 1100 MIETKHYTH MpaBon
KJIaBUIIEH[JMBIIIM 1O TMOJI0 3ampoca Y M3 MOSBUBIIETOCS JIMAJIOrOBOrO OKHAa  (CM.
puc. 3.45) BbiOpaTh TabNULLY.

Samanue 3.12

1. Co3maiite 3ampoc, B KOTOpbIH go0aBbTe Tabmuiryy ToBapel ¢ monsimu  HawmmeHoBaHwme,
ITocraBmiuk, Hammaue.

2. Coxpanwute 61aHK 3anpoca ¢ umeHneM [IpocToii 3anpoc 1.

3. 3akpoiiTe OKHO 3ampoca.

3.4.3. KonctpyupoBanue 3ampoca

[Tocne BbIOOpa TabnMIBl HA SKpaHe MOsBIAETCS OMaHk 3ampoca (puc. 3.47), B KOTOPbIA BKIFOUSHBI
BCE MOJIs1 100aBIEHHON TaOIUIIBI.

OKHO Ta0IHIIEI

| Tatimuss
= R

= noomodanpor:

None: |Haumeros: * MNocrapme  Hannawe
Wins TaBmauet: | Tosapel Tosaps Tosapsl
CopTMpoBKa: (no Bo3IpacTat
BIBOJL Ha 3PN | 21 ] o ] o 0
caoaue arbopa: “HMHpoTyp®
W

T
bnank 3anpoca

Puc. 3.47. bnank 3ampoca

JlanabiMu cTpoku 6maHka 3anpoca [lone: sBisiroTcst iMeHa nosneil 106aBIeHHON TaOIuIbl, KOTOPhIE
MOKHO MEPEHECTH M3 OKHA TaOJIMIIBI C TOMOIIBIO MBI JIMOO IIENKHYB MO MyCTOM sSYelKe CTPOKH
[Tone. ITocne 3Toro ciemyer BEIOpATh HY>)KHOE TI0JI€ TaOJIUIIBI U3 PACKPBIBAIOIIETOCS CITUCKA.

B ctpoke Mms Tabnuiibl: yka3piBaeTcst UMS TOOABIEHHON B 3alpOC TaOIUIIbI, KOTOPOE TOXKE MOXKHO
BBIOPATh U3 PACKPBIBAIOIIETOCS CITUCKA.

Crpoka CopTupoBKa: peHa3HaueHa JIJIsl YCTAHOBKHU MOPSIKAa COPTUPOBKH B 3aIpoce.

B ctpoke BriBoa Ha skpaH: oTMedaeTcs, OyJeT iU HET BBIBEJCHO JaHHOE T0Jie TaOIUIbl Ha SKpaH
IIPU BBITIOJTHEHUH 3aIIpoca.

B crpoke YcrnoBue orbopa: ykasblBaeTcsl, KaKUe 3alUCU JOJDKHBI OTOMpAThCs B JAMHAMUYECKOM
oTOOpe NaHHBIX B pe3yibTaTe 3ampoca. (s mois ¢ 4YMCIOBBIM THUIIOM JaHHBIX YCTaHABIUBACTCS
Kakoe-1100 yrcno. Hampumep, eciu TpeGyeTcsl BEIBECTH BCE 3allCH O TOBapax, lIeHa KOTOPHIX paBHA

196, B KOHCTPYKIMH 3ampoca 3TO OygeT  BHIVIAAETH  TaK,  Kak
mokasamo Ha  puc. 3.48.  Jlua | CE SRS rekcTOBBIX  TIONEH  BBOAMTCS
BBHIDKEHHE  KPUTEpHS  OTOOpA. Copruposa: o sospacranmio Hanpumep, eciii HY>KHO BBIBECTH
BCE KOMIUIEKTYIOLUIME IIOCTABIIMKA | Besonvaskpar, @ «udotyp», To B CTpoKy YcIoBHE
ot6opa: cretyer BeecTH: Mudoryp. [ 7<oeooows e Access aBTOMATHMYECKH 3aKIFOUYUT

CIIOBO B KaBbIUKH. Jlmg moneit ¢ e 348 Vaionne o160pa tunoM Jlara Kputepuil TmoOHCKa
BBOJIUTCS aHAJIOTUYHO, TOJIBKO 3aKJIIOYaeTCsl He B KAaBBIYKH, a B
cuMBOJTBI #. CTpoKa WiTW: TIpeIHa3HAuYeHa ISl BBO/IA JIOTIOJHUTEIHHOTO YCIOBHS 0TOOpA.

3aganue 3.13

1. OTkpoiite co3panHbIi 3ampoc B pexume Konctpykrop. OH OyaeT myCcThIM.
2. CxoHCTpyHpy#TE coepKaHue 3apoca B COOTBETCTBUU € 00Pa3LIOM.

Mone: |HaumeHoe: ¥ Moctaswvk  Hanuuwe

ma Tabanub: |Tosapb! ToBsapb Tosapbi
CopTvpoBka: |no Bo3pactar
BbiBoA Ha 3KkpaH: = O
Ycnosue ot6opa: “NHdoryp”

WAL
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3. CoxpaHuTe U3MECHECHHUS.

3.4.4. BeimonHeHue 3amnpoca

HOCE COXpaHCHHUA CO3OaHHOI'0 3allpoca MJiid IOJYy4YCHUsT JUHAMHUYCCKOI'O Ha60pa JaHHBIX
HCO6XOI(I/IMO 3allyCTUTDh 3aIllpOC HA BBIIIOJIHCHHC. C ool OCJIbIO CJIICAYCT Ha IMaHCIIM MHCTPYMCHTOB
IICJIKHYTh 10 KHOIIKC BBIHOJ'IHI/ITL) 100 Tocie 3aKpbITHA OKHaA 3alpoca B obnactu HaBHUI'allu{
BBI6paTI> KHOIIKY , BBLICIIUTb UM HYKHOI'O 3aIlpocCa, €CJIHM UX HECKOJIbKO, IICJIKHYTH IIO
Ha3BaHHUIO 3aIipoca 100 JBOMHBIM ILIEITYKOM JIECBON KHOIIKH MBI, .HI/I?? ;%I/IH pas HpaBOﬁ KHOIIKOH
MBI U B OTKPBIBIICMCA JUAJIOTOBOM OKHC HICJIKHYTH IO KHOIIKC OTKpPEBITH|. HpI/I 9TOM Ha 3KpaH
6YI[6T BBIBCACHA Ta6J'II/II_Ia C INOJBKIMU U 3allMCAMHU, 3aJJdHHBIMHU B 3allpoOCC, OTCOPTHPOBAHHBIMU B
YKa3aHHOM MNOPAAKE U B COOTBCTCTBHUU C YCIIOBUCM 0T60pa.

3amanue 3.14
BrinonHuTe cO31aHHBIN 3ampoc.

3.4.5. PaboTta co CIIOKHBIMH 3allpocaMu

CnoHBIM 3allpOCOM HAa3bIBAETCS 3alpoC, BKIIOYAOIIUKA B ceOsl OJHOBPEMEHHO HECKOJIBKO
yCIIOBUH 0TOOpa MO pa3iMYHBIM MapaMeTpaM. 3Has BCE OCHOBHBIE JTambl CO3JAaHUS 3ampoca C
IPOCTBIM KpUTEpUEM OTOOpa, MOXKHO TepelTH K Oojiee CIOXKHBIM YCIOBHSIM OTOOpa, KOTOpHIE
CAENaIoT 3ampoc-BbIOOPKY OoJiee MPOU3BOMUTENBHBIM. B MpPOCTBIX 3ampocax HCMHOIb3YeTCsl TOIBKO
npoctoe ycinoBue orbopa (Hampumep, «MHPoTyp»), HazpiBaemoe mautepanoMm. I[lockombky 3TO
3HAYEeHUE SABIISETCS AEMCTBUTEIBHBIM, €r0 IOUCK MPOU3BOIUTCS B BEIOpaHHOU Tabmuie. B 3ampocax k
JAUTEepanaM aBTOMaTHYECKH TOOABISIOTCS OTPAHUYUTENHU: K CHMBOJIBHBIM — «»; K J1aTam — ##.

Access HMeeT HECKOIbKO CHEIHAIbHBIX JIUTEPAJOB, KOTOpPHIE HA3bIBAIOTCS KOHCTAHTaMHU.
OrpanuuuTteny JJIsl KOHCTAaHT HE MPUMEHSIOTCA. KOHCTaHThI MCMONB3YIOTCS AJISl TIOJIe JTIOTHYECKOro
TUTIA ¥ UMEIOT clienyromue 3HaueHust: «la», «Her», «Uctunay, «JIoxkb».

JomnonuutensHo B Access cymiecTByeT koHcTtaHTa Null mis mycteix moseit. MoXHO BBECTH 3Ty
KOHCTaHTY KaK ycCJOBHE OTOOpa JUIs MOoJis, YTOObl HAWTH BCE 3alKCH, KOTOpble HE MMEIOT JaHHBIX B
3TOM TIOJI€.

3aganue 3.15

1. Ananoruuno 3ampocy Ilpoctoii 3ampoc 1 co3nmaiite 3ampoc Ha OCHOBE TaOmUIBI ToBapbl U
noneit Haumenosanue toeapa, Hanuuwne, [TocTaBmmk.

2. Ykaxwute ycinoBue oroopa ans noist Hamuune — Jla, [TocraBmuk — MaOTYD.

3. Coxpanure 3ampoc ¢ umeHeMm IIpocToii 3anpoc 2.

3.4.6. Oneparopsbl

UYToOBI MPOBECTH TOWCK B TaOJMIE MO IIMPOKOMY AHAMa30HYy 3HAYEHUH, a HE MPOCTO HAUTH
TOYHBIE COOTBETCTBUS 3a/laHHOMY, HY’KHO HMCIIOJIb30BaTh ONEPATOpPbl CPABHEHUS, KOTOPHIE IPUBEICHBI

B Ta0I. 3.3.
Tabnuna 3.3
3HaueHusT OMEPATOPOB CPaBHEHUS
OHeII))aTO 3Hauenune
= aBHO

>  DBonslre, yeM
>=  boubllie W1 paBHO
<  Menble, yem
<= MeHbllIe WIK PaBHO
<> He paBHO

Yacto ObIBaeT MOJE3HBIM HCIOJIB30BaTh Omeparop < > (HE paBHO) JUIsl CPAaBHEHHSI TEKCTOBBIX
3HAYEHHUH.

Access UMeeT ele OJMH OTepaTop, KOTOPBIN SBISETCS IMOJE3HBIM JOMOJTHEHHEM K OIepaTopam
cpaBHeHus1, — Between ... And. OH ucnonb3yercs I TOWCKa 3HAYCHHM, MTONAAA0NINX B 3aaHHBINA
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nuarna3od. Hanpumep, 11 moucka Bcex 3HaYeHUM 3anuced, noyie KonmyecTBo KOTOpPhIX HaXOOUTCA B
nuana3zoHe ot 1 10 2, Hy»KHO 3amnucaTh yCiaoBue oTOopa ciemyromero Buaa: Between 1 And 2.

B 3anpocax MOKHO HCITI0JIb30BaTh JIBa CUMBOJIA-3aMEHUTEIS:

1) * — o6o3HauaromuMii JHO0YI0 TPYIITY CHMBOJIOB;

2) ? — o003HaYAOIIH JTF0O0H OTMHOYHBIN CUMBOIL.

Jlis pa®oThl € 3TUMU cUMBOJIaMU ipuMeHsieTcs oneparop Like. IIpu BBoze 3HaueHuUs, UMEIOIIETO B
CBOEM COCTaBE CHMBOJ-3aMEHHUTENb, B CTPOKY YCIOBHE OTOOpa: aBTOMAaTWYeCKU J100aBISIOTCS
oneparop Like u cumBonbI-orpanuuntenu. Hanmpumep, 4roObl HallTH B TaONHIE BCEX TMOCTABIIUKOB,
HaMMEHOBAHHUS KOTOPBIX HauMHatoTcs Ha OykBy U, noctatouHo B cTpoky YcioBue otoopa: BBecTH M*.
[Tocne BbIOIHEHUS 3ampoca B 3Ty siueiKy aBToMaThuecku noodasinsercs Like «*y.

[IpumeHeHue cuMBOJIOB-3aMeHHTENEH HauOosee >PQPEKTUBHO MPHU BBIIOJHEHUH 3ampoca AJis
MOJIEN C TUIIOM JAaHHBIX MeMo.

3amanue 3.16

1. o6aBwTe B Tabnuiy ToBapsl B peskume KoHcTpykTop mosie ¢ uMeHeM Jlata MOCTaBKU U TUIIOM
nanHbeiX Jlata/Bpems. B okHe cBOHCTB 3TOro mojisi B cTpoke DopMat monst ycraHoBUTe JITMHHBIN
dbopmar aatel.

2. CoxpaHHUTe U3MEHEHUS B CTPYKTYpe TaOIUIIbI.

3. Otkpoiite Tabmuity Toapbl, moMectute cronder Jlara moctaBku mocie cronodia [ToctaBmuk.

4. Benute B cronbern [{ata moctaBku cienyromnme JaHHbIE.

Homep 3amcn  Jlata mocTaBKy

11.01.2013
23.01.2013
14.02.2013
28.02.2013
03.03.2013
16.03.2013
18.03.2013
14.04.2013
30.04.2013
11.05.2013
19.08.2013

N ENNT- R Fo U NS Y ST
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5. Cozpaiite 3ampoc, B OCHOBY KOTOpOro IOJIOKUTE Tabiuiy ToBapbl, W BbIOEpUTE MO
HaumenoBanue ToBapa, [loctaBmuk, [Jata mocraBku, KomnuectBo TOBapa.

6. B cTpoke Onanka 3ampoca YcioBue 3ampoca: ykaxute st noist [loctapmuk — Like «U*y, nos
OIS Hara MOCTABKH -
Between #02.02.2013# And #11.05.2013#, nns nons KonuuectBo ToBapa — <>2.

7. Coxpanure 3anpoc ¢ uMeHeMm CoxHBIH 3anpoc 1.

3.4.7. Ucnonp3oBaHue HECKOILKUX
yCJIOBHI 0TOOpa

[Tocne 3HaKOMCTBa ¢ OCOOEHHOCTSIMHU BBOJa 00Jiee CIOXKHBIX YCIOBHM 0TOOpa B sueilKy OnaHka
3arpoca Hy»HO Hay4dUTbCsl BBOJAWTH YCIIOBHE OTOOpa B HECKOJIBKO siUeeK. BpIpaxeHus ajs BBOAA
MOTYT BKJIIOYaTh B c€0s1 IMEHAa 0OBEKTOB, HAIIpUMEP UMEHA IoJIel 1 TabJIuL.

CymecTtByer ABa crioco0a UCIOIb30BaHMsI HECKOJIIBKUX YCIIOBHUI 0TOOpA:

1) ¢ mpuMeHeHueM onepauuu jorudyeckoe «M» — 3amuch BKIIIOYAeTCs B JUHAMHUYECKHI Habop
JTAaHHBIX TOJILKO B TOM CJIy4ae, €CiIi BCe YCIOBUs 0TOOpa NpUHUMAIOT 3HaueHue «Mcrtunay;

2) ¢ mpUMEHEHHEM onepaluu jorudeckoe «Mnm» — 3ammch BKIIOYAETCS B 3alpOC B TOM Clyyae,
€CJIM XOTs ObI OZJHO W3 YCJI0BHUI 0TOOpa paBHO «McTrHAY.

UTo0b! TpOBECTH MOUCK 3aMCEN, UMEIOIIMX 3HAaUeHus 0oJjiee YeM B OJIHOM I10JI€, HaJlI0 BBECTHU BCE
yClIOBUSL OTOOpa IOJI COOTBETCTBYIOLIMMH MOJSIMU B OJIaHKE 3ampoca B CTpoKe YcioBue oTOopa:.
Access TpUHHMaeT 3TO 3a Jjorudeckoe «» M NPOBOOUT MOUCK TOJNBKO TEX 3amHCell, KOTOpbIe
OTBEYAIOT BCEM YCJIOBUSAM OTOOpA.

UTo0bI IPOBECTH MOUCK 3AMKMCEH, KOTOPbIE UMEIOT B OHOM I10JI€ HECKOJIBKO Pa3IM4HbIX 3HAYCHUH,

MIEpPBOE U3 ATUX 3HAYEHUH BBOJIUTCS B CTPOKY 3arpoca YcIoBUE O0TOOpA, a KaXJ10€ JOMOIHUTEIbHOE
3HAYE€HUE — B CTPOKY WJIH:.

Samanue 3.17

1. Co3maiite 3ampoc Ha ocHOBE TaOmuIbl ToBaphl U BeIOEpUTE cleAyromume moiist: HanMeHoBaHue
toBapa, [locraBuiuk, Jlara moctaBku, [lena ToBapa.
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2. Ins mons IloctaBmuk B cTpoke YcimoBue orOopa BBemute: MHDOTYp, a B CTpoKe WM —
Nutpotekc; niusa nons Llena ToBapa B ctpoke Ycinosue oroopa: —>100, B ctpoke uiu — <3000.
3. Coxpanure 3anpoc ¢ uMeHeM CIO0XHBIN 3ampoc 2.

KOHTPOJIBHBIE BOITPOCHI

Coznanre HOBOTO 3ampoca. Buer 3anpocoB B Access.
00aBiieHHE JaHHBIX B 3anpoc. CoxpaHeHue 3anpoca.
JIaHK 3amnpoca. MHCTpyKIMK, KOTOphIE OH BKITIOYACT.
BrinonHeHue 3ampoca.
BI/II[I)I Ol"paHI/I‘-II/ITeJ'Iel/I, I/ICHOJ'II)SyeMI)IX B CUMBOJIBHBIX J'II/ITCpaJ'IaX n nnTepaﬂaX THUIIA )IaTa.
Bubl KOHCTaHT U ONEPaTOpOB, UCIOIB3YEMbIX B 3aIIPOCaX.

l.
2.
3.
4.
5.
0.
7. CiocoOBI HCTIOIB30BaHUS HECKOJIBKHX YCIOBHM OTOOpA.

JIABOPATOPHA S PABOTA Nel3

3.5. PABOTA C JAHHBIMU ITPU TTIOMOIN OUIIBTPOB
3.5.1. Buasl ¢unsTpoB

OWIbTp — 3TO CPEACTBO, IMPEIHA3HAYEHHOE MJIsi M3MEHEHUS KOHCTPYKLIMM TaOJHIIbl, YaCThIO
KOTOPOM OH SIBJISIETCSI.

[Tpu nomo1u GpuIbTpa MOXKHO BCTPaWBaTh CBOMCTBA 3ampoca B TaOIMILy 03 cOo34aHus OTIEIbHOIO
o0BekTa-3amnpoca.

Cy1ecTByeT 4eTblpe BUJa PUIbTPOB:

1) unbTp 1Mo BBIACIEHHOMY (GPAarMEHTy, ONPENENAIOINN, KaKue 3aliCH BBIBOJSATCS HAa SKpaH
IIyTEM BbIJICJICHUS JaHHBIX B TaOJMIe B pexkume TaOauiibl;

2) none OuapTp Ui, MO3BOJISAIOLIUN BBOJAUThH YCIOBUE OTOOpAa HEMOCPEICTBEHHO B KOHTEKCTHOE
MEHIO;

3) oObIYHBIN (UIBTP, ONMPEACIAIONINMI, KaKHUE 3aliCH BBIBOIATCS Ha dKpaH B pexume Dopwmebl,
aHAJIOTMYHO Tabnuue B pexume Tabmuisl;

4) paciiupeHHbI (QWIBTP, YyKa3blBAIOIIMN, KaKue 3alMCH BBIBOJUTH HAa DKpaH U MOPSAOK, B
KOTOpPOM OHM TMOSIBJISIFOTCSL HAa SKpaHe, NpH nomou okHa Pacmmpenusiii ¢unbtp/CopTrpoBKa,
UJEHTUYHOTO OKHY 3arpoca.

3.5.2. QunpTp MO BBIICICHHOMY (parMeHTy

Jnist co3nanust (pUIIbTpa 1o BbIIEIEHHOMY (parMeHTY HaJ0 OTKPBITH TAOJUILy, HA OCHOBE KOTOPOM
TpebyeTcs co3nark GUIbTpP, U BeLACTYTh 3HAYECHHE, KOTOPOE HEOOXOAMMO HAWTH B JIIO00H M3 3amuceil.
3ateM cieqyeT BbIOpaTh KoMaH 1y MeHio 3anuc/PunbTp/PuiibTp M0 BbIIEICHHOMY WM LIEIKHYTh 10
KHOIIKE  Ha MaHEJIW MHCTPYMEHTOB. MOXHO IIPOCTO LIEJIKHYTh IIPABOM KHOIKOM MBIIIM IO IOJIIO,
9YTOOBI BBIJIETUTH TEM CaMbIM BCE €r0 COAEPKUMOE U BBIBECTH Ha HKpPaH KOHTEKCTHOE MEHIO, W3
KOTOPOTo ciielyeT BbIOpaTh koMaH 1y PUIIbTp MO BBIICICHHOMY.

Jns ynanenust puiabTpa HY’KHO BbIOpaTh KOMaHIy MEHIO 3amucu/YaanuTbh GUIbTp WIK IIEIKHYTh
1o BKJIFOUEHHOH KHOIIKE

Ha MaHEJIU UHCTPYMEHTOB.

3amanue 3.18

1. Otkpoiite Tabmuiyy Toapel. Co3maiiTe GUIBTP TO BBIACICHHOMY JUIS  3HAUCHHS
OMITBIOTEPHBIN caioH «Papro» noss [locTaBmuk.
2. CoxpaHHUTe U3MEHEHUSI.

3.5.3. Ucnonb3oBanue noist OuibTp AJs:

YroObl mpuMeHuTh nojie OUIbTp JUIs:, HAJO0 MENKHYTh [0 CTOJIOILY MO, JUIsl KOTOPOTro TpeOyeTcs
BBECTHU yCIIOBHE OTOOPA, BBECTH 3TO YCIOBHE B MOSBUBIIEECS KOHTEKCTHOE MEHIO M HAXKaTh KJIABUIILY
[Enter]. TloMuMoO mpOCTBIX YCIOBHH OTOOpa MOXKHO WCIIOJIB30BaTh W CJOXKHBIE YCIOBUS C
IPUMEHEHHEM KOHCTaHT M ONEPaTOPOB.

3ananue 3.19

1. Otkpoiite Tabmuiry ToBapsl. Eciiu ycraHoBieH GUiIbTp, TO yAAIUTE €TO.
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2. Co3paitte mosie OWIBTp 1J1s1:, YTOOBI HA 3KpaH BBIBOAWIMCH BCE 3alMCH TAOJIHUIIBI, 3HAYCHHUE
nosist KoiruecTBo ToBapa KOTOPBIX OOJIbIIE ABYX.

3.5.4. OObruHbIl GUIABTP

Urobbl co3fate OOBIYHBIA  (QUIBTP, HAAO OTKPBITH TaOnuily, BBIOpaTh KOMaHIy MEHIO
3anucu/OmibTp/MI3MEeHUTh PUIBTP WM LIEIKHYTh 110 KHONIKE  Ha MaHEId UHCTPYMEHTOB.

Access oToOpakd& OKHO co3gaHus GUIBTPA. DTO OKHO COACPIKUT OJHY 3amuch U3 Tabmuisl. Cromga
HY’KHO BBECTH 3HAU€HMsI, KOTOpble HEOOXOIUMO HAWTH, B COOTBETCTBYIOLIUE MOl JaHHOW 3alucU
WK JUTA K{FJAOT0 HOJI, TOJIB3YSACh PACKPBIBAIOLIMMCS CITUCKOM.

[Tocne 3anonmHeHust (opmbl i BO3Bpara K TaOiuuue cleAyeT BbIOpaTh KOMaHAy MEHIO
3anucu/[TpuMeHnTh GUABTP WK MIETKHYTH 10 KHOIKE

3amanue 3.20

1. Coznaiite 0OBIYHBIA (PUIBTP, IPU BBHITOTHEHUH KOTOPOTO HA SKpaHe MOSBISUIMCH Obl 3amHCH,
3Ha4YeHHUs KOTOpHIX Mo noto KonndyecTBo ToBapa menbiie 12.
2. CoxpaHuTe U3MEHEHUS.

3.5.5. PacminpeHHbIit QUIBTP

@uibTp MOXKET OBITH CO3/IaH TEMH K€ CII0CO0aMH, KOTOPBIMHU MOJIB3YIOTCS Ul CO3/IaHUs 3aIpoca.
Jiss 3TOro HYXXHO OTKPBITH TaOJMIly, BBIOpaTh KOMaHAy MeHIo 3armcu/@unbrp/PacumpeHHslit
¢wbTp. [Ipu 3TOM Ha 3KpaH BBIBOIUTCS OKHO DUIIBTP, KOTOPOE NPAKTUYECKH HACHTHYHO OKHY
3ampoca.

B ommmume ot 3ampoca, KOTOpbIi (pUIBTPYeT Kak 3amucH, TaK U MOJs, (UIBTP BBIBOAUT HA dKpaH
BCE TOJIs1 TAOUIIBI U GUIIBTPYET TOJIBKO 3aIHCH.

IMocne co3manust GuiabTpa HANO MPUMEHHUTH €r0, BHIOpPAB KOMAaHIY MEHIO QDHJILTp/HpVE;HHTI,
¢bubTp 170031 IIEJIKHYB o nrOTIKE

Ha MaHeNld HHCTPYMEHTOB.

Samanue 3.21

Jlst Tabnutibl ToBaphl CO3MaiiTe pacIMPEHHBIN (DUIIBTP, UCTIONB3YS CIASAYIONINE YCIOBUS 0TOOpa
IUIA TIOJIEU:
HaumeHnoBanue ToBapa — HET yCJIOBUSI 0TOOpa;
KonnuecTBo ToBapa — >2 (Gosnblie ABYX);
Ilena ToBapa — >= 300 (6ombIe 1160 paBro 300). 4

3.5.6. Coxpanenue ¢GuIbTpa Kak 3ampoca

[Tockonpky TabnuIa MOXKET UMETh TOJIBKO OJUH (PUIBTP, KOTOPBIN TepsETCs PU CO3JaHUKA HOBOTO
¢ubTpa, B Access eCTh BOBMOXXHOCTh COXPAHUTh (PHIIBTP JUISl TOCTOSTHHOTO MCIOJIb30BaHMS B BUJE
3ampoca. [Ipuyem COXpaHATh MOXHO TOJIBKO  PaCIIUPEHHBIN 5 OOBIYHBIH
(UIBTPHI.

UroObl cOXpaHUTh (PUIBTP B BUAE 3apoca, HYXKHO LIETKHYTh B 007acTH okHa DUIBTp MpaBoit
KHOTIKOM MBIIIH I OTOOpa)KEHUsI KOHTEKCTHOTO MEHIO M BbIOpaTh KoMaHIy COXpaHHUTh Kak 3ampoc
WIN MIEJKHYTh 10 KHOTIKE ~ Ha MaHeJIH WHCTPYMEHTOB. a

3amanue 3.22

1. Cozpnaiite 0ObIYHBIN (HUIBTP, UCIIONIB3YS AaHHbIe TaOnuibl ToBapsl, B noje KonuuecTBo ToBapa
BBEIUTE >2.

2. CoxpaHuTe cOo3aHHbII GUIBTP B BUJIE 3anpoca ¢ uMeHeM OObIYHBINA QUIBLTP.

3. Co3maiiTe pacIIMpeHHBIH (QWIBTP, WCMIONB3ys JaHHbIe Tabmuubl ToBapel. B mome
HaumenoBanue TOBapa yCTaHOBUTE BHJI COPTHPOBKM IO Bo3pacTaHuio, ais nons IloctaBmmk
ykaxxute ycioBue otoopa Kommberotephsiii canon «®aproy, ms nons KomruectBo ToBapa BBenuTe
ycioBue otoopa >2.

4. CoxpaHuTe CO3[aHHbIN (UIBTpP B BHJIE 3ampoca ¢ uMeHeM PaciuiupeHHbIil GuibTp.
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KOHTPOJIBHBIE BOITPOCHI
abTpa. Ero ¢pyHkuuu.
0B

3. Co3nanue moJs éDI/IJ'ILTI) JUIs: B Oa3e JaHHBIX.
4. Coxpanenue puibTpa.

3.6. PABOTA C JAHHbLIMU IIPU IIOMOIIM ®OPM

3.6.1. Co3nanue W ucCHoiib30BaHue (hopm

®opma — 310 00beKT 0a3bl JaHHBIX AcCess, KOTOPbI O3BOJSET U3MEHATh PACIONI0KEHNE JTaHHBIX
Ha 9KpaHe ¢ IeIbi0 00JIErYeH s TPOCMOTpa U BBOJA MH(OPMALIUH.

WNHorna mnpocMarpuBath JaHHBbIE HENOCPEACTBEHHO B Tabmumax Access ObIBaeT HeEyJI00HO,
IIOCKOJIbBKY HCBO3MOXHO BBIBECTH Ha 3KpaH BCE II0JIA OI[HOI\/'I 3alMcu  OJHOBPCMCHHO. q)OpMBI
MO3BOJISIFOT M3MEHATH PACIIONIOKEHHE JIAHHBIX C LEIbI0 OOJIErdYeHuss MpocMOTpa MHGpOpMAIUHU Ha
JKpaHe.

Coznanue u pabora ¢ hopMaMu OCYIIECTBISIETCS C MOMOIIBIO TPYMI KOMaHJI, pacIolaratoImuxcs

Ha Bkiaake Cosnmanue (puc. = 3.49).

®opmel B Access 2010 Go) [ ) Smemeorn | Uoryr  cosnaBaThes  pasHBIMH
METOIAMH. Hampumep, | oopus kencrpyrrop nyeras }3”““’“‘“‘ ’ ucnons3ys  komanay — Dopwma,
MOKHO co3/1aTh popmy e TAIUE GO | CTBEHHBIM TENTHKOM  MBILITH.
[Ipu 3TOM BCE MOJISI UCXOMHOW Pyc 349, KOMaqu; Tt cosmanm popm  TAOJUIIBI aBTOMAaTHYECKH
TTOMEIIAOTCS B dbopmy. Ha Brnajke Cozdanue Co3nmanHyl0o  TakuM  00pa3oM
GopMy MOMKHO IIPUMEHATH B NPAKTMYECKUX  LENIX  J0o
U3MEHUTH ee, BOCIIOJIb30BaBIIKCh PEKUMOM

Maket nnu KoHcTpykTop.
Taxxe MOXKHO CO3/1aBaTh pa3esieHHbIE (DOPMBI C TTIOMOIILIO TPYIIITBI KOMaH[ BKiIaaku (puc. 3.50).

Eg |j Macrap fopm 3
e L EHEBMFEL\MH' =
Dopua Kodorpyktop Mycras O74er KoHCTpyETO
dopm  dopma %.ﬂm’me Dopmel v] e eron

TOPMEI| o

Heckonbko inemedTos
e =l

oro otkAwyeH, UleaknnTe ana

EH
Paspenennan gopma

E} MOJANbHOE AHANDTOB0E OKHD

1 CBoaHan guarpamma

[T=]

u /| Ceoawas raépmua

Puc. 3.50. I'pynma komana, npuMeHIeMbIX I co3aanust hopm

B Access 2010 wumeercs BO3MOXKHOCTh CO3/1aBaTh LIEJBIA Kiacc HOBBIX (OpM, KOTOpBIC
HA3bIBAIOTCS HABUTALMOHHBIMU (puc. 3.51).
IEE @ R Macren opm

ﬂ Hapwrayma '|
daopma Kowcrpyktop Mycras = A

dapm dopMa

o Ir CopwsonTanbhbie BC1agKn

aro oTeamyen, Wenknnre gas

ii BETAKATEHER BXTALKA. CER3
"_|§ BaprukaneHEI2 BENAAKN, CNPIE3

= FopsonTanubbie sanagen, 2 ypoona

| e " BRAGIKM, CTEBE

IF@ r “ HEIE EXNAIKA, CTPAER

Puc.3.51. I'pynna xomana, npuMeHsIEMbIX
JUTs co3nanust popM, BKiIaaku HaBuramms
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Cozpate (opmy B pexume KOHCTPYKTOp JOCTATOYHO CIOXKHO, XOTS 3[€Ch MOYKHO CaMUM
MOJIEIMPOBATh €€ CTPYKTypy. ['opa3zno mpouie 3to caenath B pexume Macrep popm. B aTtom cityuae
(dbopMbl co3narorcsi aBroMathuecku. s co3maHus ¢gopmbl B pexxume Mactep gopm HeoOXoaumo
BbIOpaTh TaOnMIly, 3aTe€M LIEJIKHYTh MbIIIbIO Ha 3Hauke Mactep gopm. B mosBuBLIeMCs Ha 3KpaHe
okHe (puc. 3.52) U3 crucka mnoyien cieayeT BbIOpaTh 0, KOTOpble TpedyeTcs oTpa3uTh B Gopme, 1
MEPEeHEeCTH UX B CIHUCOK Mojie myisg ¢Gopmbl. BeIOOpouHBI NEpeHOC Mosel OCYIIECTBISETCS C
MOMOIIBIO KHOIIKA  , & MIEPEHOC Cpa3y BCEX — C IIOMOLIbI KHOIKH . Ilocne BbIOOpa HYXKHBIX
IIOJIEH HAZIO IIENKHYTH IO KHOIIKE .

Cozganue opm

Befepure nong anm dopee:,
} — Donyoxsercs suiop weoionsan Talmal it 3anpocon.

: Nms
Loy WEREocs <—‘ra6m/1um
-

Tafnma: Tosaps:

QecrynHpie nona: Bsfipare Nora:
IEECE—- ()

oo Tosapa | <
Hayoerosasie TOBAPS @

Harsrsse
| Orvacarase ToBaDD

Nocrasie

Dareae o NOCTABUUNE

Kome4ecTso T08apa |

Puc. 3.52. Co3nanue ¢hopMsl ¢ moMoIbio pexnma Mactep hopm

Yacto Tpelyercs (opma, KOTOpyrO HeNb3s co37arh ¢ momolnbio Mactepa dopm rbo
PacCMOTPEHHBIX MHCTPYMEHTOB. B 3TOM cityyae pekoMeHAyeTCsl BOCIOIb30Barbecsl komanaou [lycras
dbopma st co3panus madiaoHa Gopmbl, KOTOPBIA MOKHO HCIIOJIB30BaTh B JAJIbHEHUIIIEM. DTOT METOJ
ocoO0eHHO 3(]dexTuBeH B ciydae, Korjga TpeOyercsi co3laTh CPaBHUTEIBHO HEOONIbIIYI (QopMmy,
COZIEPIKAIILYIO JIUIIh HECKOIBKO MOJIEH.

3amanne 3.23

1. Co3naiite popmy Ha ocHOBe Tabymibl ToBapbl B pexkume Mactep (hopm.
2. Beibepute B kauecTBe crucka mojeid mist dopmel HammenoBanue toBapa, Hammuue, Ilena,
®doTo TOBapa.

3.6.2. BpiOop BHemHero Buja U CTUIS (OPMBI

[Tocne Toro kak HeoOXomuUMbIe 17151 POPM OIS yCTaHOBIICHBI, Access MpejyIaraeT BEIOpaTh OUH U3
YEeTHIPEX BHEIIHUX BUJIOB (DOPMBI:

1) B omuH cToJOeII;

2) NEHTOYHBII;

3) TaOIUYHBIH;

4) BBIPOBHEHHBIH.

CnenaB BBIOOp, HYXKHO IIEIKHYTh IO KHOITKE , NocJe YEero B MOSBUBLIEMCS IHAJIOTOBOM
OKHE HEOOXOIMMO BBECTH MMs ()OPMBI M IIETKHYTH 1O KHOTIKE [ 0TOBO|.

[Tocne co3nanus HopMbI ee UMs TOSIBIIIETCS. B OKHE 0a3bl JITAHHBIX MPH BBIOOpE pasiena Dopmel.
JUiist IPOCMOTPA €€ OTKPHIBAIOT C ITOMOMIBIO KHOIKH [OTKPHITE. MOXHO 3a1aTh TeMy (GOpPMBI, BHIOPAB
ee u3 crucka tem (puc. 3.53).

IR Ae = (@ ST B

pa | |Cucresss anara
B

o T

Puc. 3.53. Bei6op Tembl hopMbI
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B ¢opme MOXHO TiepeMemmaTbes 1Mo 3alHuCsSIM C MOMOIIBIO KJIABHUII YIPABICHUS KypCOPOM WM C
MIOMOIIbIO TTAHEJU YTIPABJICHHUs, PACIIONIOKEHHON B HUKHEH yacT okHa (puc. 3.54).

ITocnenoBarenpHOE TIEpEMEIICHUE
T10 3arrcsaM BIIEPEa U Ha3aq
] ]

Januce: }{vi 9uzll bv)\l }\ 0 Het dunetpa | Momck

[lepBas ITocnenusist | Hogas
3aIHCh 3aIich 3aIiCh

Puc. 3.54. Ilanens ynpasnenus B pesxxume Oopmbl

3aganue 3.24

1. BeiGepute BHenHUN BUA (POPMBI B OZMH CTONOEL.

2. 3anaiite umst popMel 3aKasbl.

3. U3 ciucka TeM BbiOepuTe ATEKc.

4. Vicnionb3yst aHeNb YIpaBIeHUs, TIOCIE0BATEIbHO IEPEMECTUTECH 10 3AITUCM.

5. B pexume ¢opmbl 106aBbTe MHPOPMAIHMIO O JIIOOBIX JBYX HOBBIX TOBapax M HaWAWTE K HUM
¢dororpadpum.

3.6.3. Momuduxkarus Ghopmbl

Jrobyro hopmy mMoxxkHO MoauduipoBath B pexkume KoHncTpykrop. [l 3T0oro Heo6XoauMo B OKHE

0a3bl JaHHBIX BHIOpaTh BKIAAKy Pexum/®Dopmbl (puc. 3.55), BBIIETUTh UMS HYXHOW (HOPMBEI,
Harpumep ¢opMbl 3aka3bl, W MIENKHYTh 1Mo KHomke [KoHcTpykrop. Ha skpane mMmosBUTCS OKHO

KOHCTpyKTOpa (puc. 3.56).
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Puc. 3.55. Beibop pexuma Puc. 3.56. OxHO KOHCTpYKTOpa (HOPMBI
Jns noGaBneHWss HOBBIX TMOJIeH, Haamucedl W Apyrux oOBEeKTOB B pexkume KoHCTpykTop
WCTIONB3YIOT MaHEeIh HHCTPYMEHTOB, KOTOpasi n300paxeHa Ha puc. 3.57.
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Puc. 3.57. Ilanens I:iHéTPYMeHTOB

[Tpn momudukanmuu Gopmsl B pexkuMe KOHCTPpYKTOp KaXKIblii U3 €€ OOBEKTOB, MPEICTABICHHBIN
Kak rpaduyeckuil 0ObeKT, MOXKHO IMMEPEeMECTHTh, U3MEHHUTb €ro pa3Mep, HaMMEHOBAHME, BCTABHUTH
PHUCYHOK, SMOJIeMy U JIp.

3amanue 3.25

1. OTtkpoiite hopmy ¢ uMeHeM 3aka3bl B pesxxume KoHcTpykTop. @l

2. 3menure pa3mepsl 0OBEKTOB C HA3BAaHUEM I0JICH Tak, YTOOBI OHU OBLIM BUIHBI IMOJHOCTHIO U
HE TepeKphIBaIN APYT ApYTa.

3. CoxpaHure pe3yibTart.

3.6.4. Co3nanue auarpamm

B Access umeeTcst BO3MOXKHOCTb CO3JJaHMsI CBOJHBIX AuarpaMM. [Ijist 3Toro He0OX0IMMO BBIIEIUTH
HYXHYIO Tabnuity, GopMy win oTdeT B 00JaCTH HAaBHIallMU, 3aTeM BbIOpaTh BkiIaaky Co3aarh, MyHKT
Hpyrue dopMsl U B packpbiBatomem| BE = ] Fwewees = jo nynkty CBoaHasi Auarpamma

B Haemrauua = g
Popua HoncroywTop Tycran e Oruer Koncrpyrro
(pI/IC. 3 .58). popu pepus Opyrne fopue = OTUBTDE
L R
| - Hecwpanen snemermos
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Puc. 3.58. Mento Jlpyrue ¢hopmsl

Takke MOYKHO OTKPBITh CBOAHYIO JHAarpaMMy, €CJIH y)Ke OTKPBITHl He0OXoauMasi TabIuIa, 3a1Ipo
T9eT Wid ¢opma. s 3TOro cieayeT IIENKHYTh IO KHOITIKE

JuarpamMmal B BEpXHEM JIEBOM YIUIy MM B HIKHEM IpaBoM yriy (puc. 3.59),

mocje 4Yero MosiBUTCA HoBas Bkiaaka Koucrpykrop. Temepbp HE0OX0oauMo

| TnasHaa CosgaHiy
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CeogHan Tabnuia

“ CeoaHan gWarpamma

% Koncrpykrop

Puc.3.59. Beioop
pexxuma Ceoonasn
ouazpamma

BBIOpaTh TMOJs,, KOTOpble OymayT OTpaXeHbl Ha juarpamMMe. Ha Bkiamke
KoHcTpykTOp Hy*)HO HakaThb KHONKY |[CHMCOK IOJIEH Juarpammsbl, IpU 3TOM

OTKpOETCSl CIIMCOK IOJIeH TuarpaMMbl BBIOPaHHOW paHee TaOJMIbl, U3 KOTOPOM
Haso OyZleT meperamuTh B 00J1acTh AMarpaMMmbl HY>KHbIE Tois, Hanpumep Kon
toBapa u KommuectBo ToBapa. [lanee ciieayeT BHITOTHUTH KOMaHTy Jl006aBUTH B,
nyHKT O0nacTh psija ocTaBuTh 0e3 u3mMeHeHui (puc. 3.60).
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Puc. 3.60. Bknagka Konctpykrop

MoxHo Takxke 100aBuTh nojie [locraBumk B o6macts Guibtpa. [Ipu 3TOM cienyer BBIACIUTE TOJe
IlocTaBumK, ykasarb B myHkTe OOmactb psma — OOmacte GuiabTpa M 3aTeM IMIEIKHYTH MO KHOTIKE
. ITone ITocraBumk OyaeT 106aBiIeHO B 001acTh GHUIBTPA. 3[€Ch MOKHO OyJeT yKa3bIBaTh
HYXXHBIX TOCTAaBIIMKOB, MEHSAA (JIAXKKH OKOJII0O WX Ha3BaHUH, MPH ITOM JAuMarpamma OyHeT Takke
MEHSITh CBOU 3HAUCHHS.

Bupn nuarpaMMbl MOXKHO TIOMEHSITh, BBITIOJHUB KOMaHAy M3meHuTh Tum nuarpammsel. [lpu sTom
oTKpoeTcst OkHO CBOICTBa, r7ie OyAeT OTKPBIT CIMCOK BUA0OB Auarpamm (puc. 3.61).
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Puc. 3.61. CpoiicTBa quarpamMmmbl

Jis oToOpakeHusl JereHabl JuarpaMmbl HEOOXOIUMO IIETKHYTh IO KHOIIKE . Jns
COXPAaHEHMS AUarpaMMBbl HY’KHO BBECTH MM CO3/1aHHON CBOJHOW JUArpaMMBl.
[IpencraBpTe B rpadpuueckoM BUJIE IUHAMUKY IOCTaBKH TOBAPOB B Pa3IMYHbIE IEPUO/bI BPEMEHHU.

3aganue 3.26

1. Beitenure Ttabmuiyy ToBapsl B 007acTM  HaBUrallMM, 3aTeéM BbIOEpUTE KOMaHIY
Co3snats//Ipyrue Gopmsl.
2. U3 packpsIBLIerocs crycka BeiOepuTe myHKT CBOAHAS AUarpaMmma.
3. Otkpoiite okHO Criucok nosieit Ha Bkiajake Koncrpykrop.

4. B mosBHBIIEMcs HaJOrOBOM OKHE BblOepute mosne KommuyecTBo TOBapa, LICIKHUTE I10
kHornke [/{o6aBuTh|, 3aTemM BbIOEpHTE TONIE JlaTa MOCTaBKH, TAKXKe LISTKHUTE [0 KHOIKE .

5. Ileperamure ¢ nomouibio Mpliu nosne KonuyectBo ToBapa u nose Jlata mocraBku Ha 00JacThb
JMarpaMMmBbl.

6. BBI?%%I/IT% nosie [loctaBuuk, B obmactu psaa ykaxute O6macte GuUiIbTpa M ILENKHUTE IO
kHonke (JloOaButh. B obnactu ¢unprpa ycranoBute Quaxkok Kommbrorepnslii caigon Papro,
ocTainbHble (praaxkku cHUMuUTE. 3akpoiite OkHO CIHMCOK MOoJIeH.

7. Beibepure tun auarpammsl ['uctorpamma. B mosiBuBIIEMCs okHe OyzeT BbIJaHa TOTOBast
aMarpamma.

8. Jlnst oroOpaXkeHust er¢HIb IENKHUTE TI0 KHOTIKE .
9. Hlenkuute no kHonke [CTPOKU U CTOJIOIB] U HOCMOTPUTE KaK U3MEHHUTCS BUJ JUATrPAMMBI.
10. 3akpoiiTe OKHO ¢ JuarpaMMoOW M Ha 3anpoc BBOJA MMEHM CBOJHOM JuarpamMmbl BBEIUTE:
CBopHas quarpamMma, HEJKHATE 110 KHOIIKE @

KOHTPOJIbHBIE BOITPOCHI

1. @ynkuu hopm B Access.

2. l1onroroBka K co3qaHUI0 (POPMBI.

3. CTuu, UCHONb3yeMbIe MPH CO3%8.HI/H/I ¢dopmbl B pexxume Mactep dopm.
4. Pabora ¢ (hopMOH, 3anucsIMu TaOIUII B (hopMe.

5. OCHOBHBIC 3TaNbl CO3JJAHUS CBOJHBIX UAIPAMM.

JIABOPATOPHA PABOTA Ne 14

3.7. UCIIOJIb3OBAHUE OTYETOB B BA3E JTAHHBIX
3.7.1. Co3manne otuera

B Access otyerom HasbiBaeTcsl J1000i HaOOp AAaHHBIX, MpeAHA3HAYEHHbIM Uil nedat. s
CO3/1aHUsl OTYETA MCIIOJIb3YIOTCS MPAKTUUYECKU T€ K€ CIIOCOOBI, UTO M Ui CO3aHus (POpPMBI: BKIAIKa
Coznate mento Otuersl, komMaHapl Otuer, Macrep ortueroB, Ilyctoit ortuer, MacTtep oTueToB U
Haxuneliku.

[Ipome Bcero co3garh OTYET € MOMOIIBIO KOMaHIbl Otyet. Jljis 3TOro HEoOXOAMMO B 0OJIACTH
HaBuranuu BeiOpath HyXkHYyI0 Tabuuiy (3arpoc, GopMy), BBIIETUTb €€ MBIIIBIO U 3aTEM IIEIKHY T 110
KHOIIKE @
= — Oquﬂ Ha Bkiaake Co3maTh; OTYET MO BBIOPAHHOMY DJIEMEHTY
Somm B 2 Rl&!aaep orueros)
= & i | chopmmpyercs apromarnueckn.

=) = Hawaesinw
Orver Kowcrpyerop fycron Yr1o6bl cO31aTh OTYET, HEOOXOMUMO B OKHE 0a3bl JAHHBIX BLIOPATH
OTYETOE OT4HET
Bknanky Cozmate MeH0 OTYeTHl M IIETKHYTh MO KHOMKE [Mactep

otueToB| (puc. 3.62).

B mosBEBIIEMCsS MAIOrOBOM OKHE HYXKHO BBIOparh TaOmHIly
(3ampoc), Ha OCHOBE KOTOPOW OyJIEeT CTPOUTHCS OTUYET, BHIJCIUTH IMTyHKT MacTep OTYETOB M MICIKHYTh
M0 KHOTIKE . 3aTeM, KaKk M HpHU CO .47 BLIOK a0HUTIBI, KOTOPBIC JTOJIKHBI
MIPUCYTCTBOBAThH B OTYE ecﬁﬂme. B16%)

Puc. 3.62. Mento Omuemot

BrifepyTe NonA ARA 0THETA,

» : [onyckaeTor Boibop HeawnbkMx TabnUL MK 3anpocos.

Tafinuusl v sanpocs!

Tabnuua: Tosapb|| g

Tabniua: MocTaswwHK
Tafiniua: Ciucox TOBSPOE LR
3anpoc: OfbegnHEHHEE TaBmLE!
3anpoc: MpocToid 3anpocl
3anpoc: MpocToid 3anpoc2
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Puc. 3.63. Meunro Co3gaHie OTYETOB

Access TIO3BOJISIET CO3/1aBaTh OTYETHI C rpynnupoBaHueM. Eciu moss He rpynnupoBaTh, OTYET
MIPOM3BENIET UTOTOBbIE BBIYMCIICHUS IO BCEM IOJISIM C YMCJIOBBIM THIIOM JIAHHBIX JJIsl BCEM TaOIUIbL,
Ha KOTOpPOM OH OCHOBaH. J{J1s1 TpyNIUpOBKU BHIOMPAETCS] OJHO IOJIE (B 3TOM CIyyae OTYET 00ECHeUuT
JUISL TPYIIIBI IPOMEKYTOUHbIE BBIYHUCICHMSI) WJIM HECKOJIBKO MOJIeH (JaHHble OyayT CrpyHIHpOBaHbI
10 BbIOpaHHBIM Ipynmnam). Cleayromuil mar co3janus oT4yeTa — COPTUPOBKA JTaHHBIX. [lanee Hy»KHO
yKa3arb MakeT oOT4eTa, T. €. €ro BHJI IpPH BBIBOAEC HA I€4aTh WJIA Ha D3KpaH B pPEXUME
IpeBapUTeIbLHOTO pocMoTpa. Eciin HeoOXoanMo, yKa3bIBatoOTCsl MOJIS, I71€ MPOCUYUTHIBAOTCS UTOTH.
[Tocnennum marom siBisieTcs 3aganue uMeHu otdera. ITyHkT IIpocMOTp oTYETa HY’)KHO YCTAaHOBUTH B
nosiokeHne Bxirroueno. [Ipu mienmuke 1o kHonke | 0TOBO| CO3JaHHBIN OTYET BBIBOJUTCS HA DKPaH.

3aganue 3.27

1. B obnactu HaBuranuu BeiOepuTe 00beKT hopm 3akasbl, 3areM BkiIaaky Co3naTh W HICIKHHUTE
o kHonke |[Otuet]. Coxpanure ero noa umeHem Otuet 3akasbl. 3aKpOUTE CO3/IaHHBIN OTYET.

2. OTKpOWT BKJIAJKY Co3znatb u LIETIKHUTE o KHOIIKE
MacTtep OTYETOB).

3. B mosiBuBIIEMCSI OKHE M3 PACKPBIBLIETOCS CIKCKA BbIOepUTe Tabauily ToBapbl U LIETKHUTE MO
KHOIIKE @

4. lns otueta BhIOepuTe noist HanmenoBanye topapa, KonuuectBo ToBapa, Llena ToBapa, [lara
noctaBku, POTO TOBapa U LIEIKHUTE 10 KHOTIKe Jlanee].

5. B ypoBHHU rpynnupoBku nepeHecure none Jlata nmocraBku. Korna cnpasa MOSIBUTCS HaAINCh
CUHMM LIBeTOM /laTa mocTaBku 1o MecslaM, HIEJKHATE 110 KHOIIKE .

6. 113 packpseiBIIerocst cmucka BblOepure mnosie HammeHoBaHue TOBapa, YCTaHOBHUTE BUJ
coptupoBku [lo Bo3pacTaHHIO C NMOMOIIBIO KHOIKU YKa)XHUTE, KaKHUE€ WUTOrOBbIE 3HAUYEHUS
HeoOxonumo BbruuciuTh. B crpoke Llena ToBapa moctaBbTe (iakok B cTONOLE Sum M (Irakok
BbI14McauTh NPOLIEHTHI U LIEJIIKHUTE 110 KHOIIKE .

7. Ykaxute BUJ MaKeTa CTYHGH"IaTLII‘/’I, OpUCHTalA KHI/I)KHEUI, IICJIKHUTE IO KHOIIKE I[anee.
8. 3ana1?1Te ums otdyera: IloctaBka TOBApOB, HICIIKHUTC 110 KHOIIKEC 1 'oTOBO|.

3.7.2. Co3na"Hue HaKJIEEK

WNuorna mnosiBasieTcss HEOOXOOMMOCTh Ha OCHOBE TaONUIl C OOJBIIMM KOJIWYECTBOM JIAHHBIX
OCTaBUTb OOBIYHBIEC (WM CIIELUAIbHbIEC) HAKIEHKU WM STUKETKU TOBApoOB. J[JIsl co3naHusi HaKjeeK
HYy)KHO B OKHEe 0a3bl JaHHBIX BbIOparTh BKiaaky Cozgare MeHI0O OTyeThl, HIEIKHYTh IO ITyHKTY
Haxneiiku (puc. 3.64).

= = ] R
i o i i
Otuer KoHcTpykTop Mycroi

OTHETOE  OTHeET

OTueTEl

3anyck MacTepa Hakneek, E'JTD[’JhII:I MO3E0NALT C033Th 0BbINHBIE AW
CAELMANEHEIE HAKTERKK,

Hakneitku ‘

Puc. 3.64. 3amyck MacTepa HaKJeeK

B ITIOABHUBIIICMCS OKHC YKaSI)IBaIOTCY[ a3Mep, CUCTEMA €OUHUILL HSMCpeHI/IS[ n TUII HaKHCﬁKH (pI/IC.
3.65). [Tocne aToro menkaercst kHomnka Jlanee).
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Puc. 3.65. Co3nanue Hakiieex

B nosiBUBIIEMCST OKHE YKa3bIBAIOTCS MPUMT U 1BET ISl TEKCTA HAKICHKH.

Crenyrommii mar npenoyiaraeT BpIOOp M3 JTOCTYMHBIX IMOJEH TaOJIUIBI TE€X, KOTOphIE TpeOyeTcs
oTpa3uTh B Hakielke. [locie BbpIOOpa KakaOro MOJs HYXXKHO HaxxuMmaTh kiaBuiny [Enter], aroOsr
OouepenHOe BBIOPAHHOE TMOJI€ pAacMojarajoch IIOA TepBbIM BbhIOpaHHBIM. [locime BbIOOpa Bcex
HEOOXOAMMBIX TOJIEH HAJ0 MIETKHYTH 110 KHOIIKE Y yKasath MoJist 17151 copTupoBKu. [lociaennum
[1arOM SIBJISIETCS] TPUCBOCHHUE 0TUeTy UMEHH OTUeT HaKIICHKH.

[Ipu mwemnuke no kHonke | 0TOBO| pe3ysbTaT BOCIPOU3BOAUTCS Ha 3KpaHe AJisi IPOCMOTpa.

3aganue 3.28

1. B okHe 6a3bl nanHbIX BeIOEpUTEe KoMaHay Co3nats/OT1uersl/Hakineiiku.

2. B mnosBuBmIEMCS OKHE BblAenWTe NYHKT Haxneliku, B HMKHER
pacKpBIBILIEToCs CIUCKa BbiOepuTe TabnuIly ToBaphl U MIETKHUTE MO KHOIKE

3. Beibepute pazmep 38 mm X 63 mm (niM GIU3KYIO K JaHHOMY pa3Mepy), CUCTEMY €IUHHUIL —
METpUYECKas, TUI HAKICEK — Ha JIMCTaX, (WIBTP IO HM3TOTOBUTENIO0 OCTaBUTh 0€3 HM3MEHEHMH,
IIEJIKHUTE 1O KHOTKe [[{anee]

4. B oxHe yCTaHOBKHU HIpU(Ta U LBETa TEKCTa JJIs HakJieeK ycraHoBuTe mpudT — Georgi, pazmep
mpudta — 14, uBer_tekcra — Kpachelid, HacelmeHHOCTh — [lomyxupHbiid. g nponomkeHus
IIEJIKHUTE MO KHOIKE .

5. W3 nosiBuBLIErocsl CIUcKa JTOCTYNHBIX mojei Boioepure Ko toBapa, HanmenoBanue toBapa,
Ilena ToBapa 1o MpUBEACHHON paHee METOJMKE U IEIKHUTE 1o KHorke [[lanee].

6. BeiGepute 111 copTupoBku noje HaumeHoBaHue ToBapa U LIEIKHUTE 110 KHOIIKE .

Bgenute UM Otyer HaKJIEeUKU " IIEIKHUTE o KHOIIKE
1 'oTOBO|.

Ila.ﬁTI/I 9TOI0 OKHa Hu3

00991
CDorom
1. 200,00p,

11100
MM epier kavepa
#17,00p.

00211
Mountop
4367.00p.

B0t
BHICOATAITED
00,000,

D987
KARBRaTy pa
200,00p,

0011
Tponeccop
1 G00p,

45434
Bumteryep
3 THI.00p,

09001
Ko KH AKTHBIbIE
196,00p.

08-34
CHCTeMMaR IATs
1 234,00,

ABS0
Ioy KpBAE IUITA
315,000,

00001

NIAHEEY TAT Of VTR b

100,00,

3.7.3. Co3nanue auarpamm
B KOHCTPYKTOpPE OTUYETOB

I[J'I}I TOr0 4TOOBI CO3JaTb AUarpammy, HGO6XOJII/IMO Ha BKJIaAKE C03I[3.HI/IC BBIIIOJIHUTE KOMAHIY

KonctpyxkTop otueToB/KoHCTpYK-TOp/DNEeMEHThI YIPABICHUS U LIETKHYTh IO KHOIIKE (puc. 3.66).
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Puc. 3.66. Komanabl KHOTIKK |9neMeHTLI praBJ'IeHI/ISI‘

IIpu astom oTkpoercs nuanoroBoe okHo Co3maHue auarpaMMm. B 3ToM OKHE HYKHO BBIOpaTh
komanay Tabmuua: ToBapsl, a 3atem nosnst [ToctaBik u KomuectBo ToBapa (puc. 3.67).
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Puc. 3.67. Coznanue nuarpamm B KOHCTPYKTOPE

Janee Heo6xoaumo BeIOpaTh THIN Juarpammbl OObeMHasi TUCTOrpaMMa U MPOBEPUTH BBIUMCIICHUE
WTOTOBBIX 3HaUeHUH (puc. 3.68).

wpssle) o (B [—

EEEEL o

EECR

©|= 2]z ]0] | ———
o] st JLawes ] o]

Puc. 3.68. BriGop THna quarpammsl

3areM_HY»KHO 3aJiaTh Ha3BaHHe AuarpaMmMbl: KomndyecTBo TOBapOB OT MOCTABIIMKOB — M Ha)KaTh Ha
kHonKy [[oroBo|. [laee cieayeT 3aKpbITh CTPYKTYypy OTY€Ta U COXpPAHUTh €ro moja umeHem OTder-
JyarpaMma.

11 BHeceHMsT M3MEHEHHMH B JAMarpaMMmy, €€ Ha3BaHWE, Ha3BaHUE OCEH, JIETEHABbl U Jpyroe
HE00XOMMO IMIENKHYTh MPaBOM KHOMKOM MBIIIA OKOJIO OOJIACTH AMAarpaMMbl U B PACKpbIBAIOIIEMCS
crucKke BbIOpaTh HYKHBIM TyHKT (Popmar obmactu moctpoenus, Tun nuarpammsl, Ilapamerpbl
nuarpammsbl) (puc. 3.69).

@ PopmMaT 0BN3CTH NOCTPOEHMWA. .

Tvn gnarpammel...
MapameTphl gnarpammel...
OBEBEMHBIA BMA,..

B Pewum TaBnuus

O4NCTUTE

Puc. 3.69. BHeceHne u3smMeHeHU B TuarpaMmy

3aganue 3.29

Coznaiite nuarpammy ¢ momolibio KoHcTpykTopa oTdeToB, BhIOepuTe Tabmuiry ToBapbl, moOJis
[TocraBmuk u KomuyecTtBo ToBapa, Tum auarpammbl OObeMHas THCTOTpamMMa, 3aJlaiiTe Ha3BaHUE
nuarpamMmbl KomnuecTBO TOBapOB OT MOCTABIIMKOB, COXpPAaHUTE CTPYKTYpYy OT4YeTa IOJ HMMEHEM
Otuer-guarpamma.

KOHTPOJIbHBIE BOITPOCHI

1. [Tonsitue otuera. Ero dhyHkIum.

2. OCHOBHBIE ATalbl CO3J1aHUS OTYETA.

3. [Ipumenenne otuera Hakeiku.

4. OCHOBHBIE 3Tallbl CO3/IaHUSI OTYETOB-TUATPAMM.

JIABOPATOPHA S PABOTA Ne 15
3.8. PEJIILIMOHHBIE BA3bI JJAHHBIX

3.8.1. Bugsl cBsaseit
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B npouecce paboTsl ¢ oHOM TaOnMIIEeH MOSIBIAIOTCS HEKOTOpPhIE HEYNOOCTBA MPH OpraHu3aluu
XpaHeHus U BBOJA JaHHbIX. Hampumep, UMEIOTCS HECKOIBKO MOCTABIIMKOB, KOTOPbIE MOCTABJISIOT
pa3iauyuHble BUJbl KOMIUIEKTYIOMUX. Eciy Kaxplil pa3 BBOAUTH UMs IOCTABILIMKA U CBEICHUS O HEM,
TO ATO 3alMET OYeHb MHOIO BpPEMEHH, JHMCKOBOE IPOCTPAHCTBO Il 0a3 JaHHBIX C OOJIBLINM
KOJIMYECTBOM 3aMuceil OyIeT UCIOIb30BAaHO HEPALMOHAIBHO.

B Access umeercss BO3MOXXKHOCTb XpaHEHUS MH(OpPMalUU B HECKONbKHUX TaOiuIax, KOTOpbIE
CBSI3BIBAIOTCSL JPYr C JPYrOM IOCPEICTBOM OOIIMX KIIIOUEBBIX Noje. OpraHuzoBaHHbIE TaKuUM
o0pa3oM J1aHHBIE Ha3bIBAIOTCS PEISIUOHHON 0a30il JaHHbBIX. B Access cylecTByeT HECKOJIBKO BUOB
CBsI3eH Mex 1y TaOIULIaMU: «OJUH-K-OTHOMY», «MHOTHE-K-OJHOMY», «MHOTHE-KO-MHOTHUM).

[Ipu oOveauHEHHMH MABYX TaONWL, KOTOpPBIE HAXOAATCS B CBSI3U «MHOTHE-K-OJHOMY», II0JIE
B3aUMOCBSI3H, KOTOPOE UCIOJIb3YETCs B TAOIUIE HA CTOPOHE CBA3H «OJUH», TOJDKHO OBITh KIIFOYEBBIM
nosieM Juist 3Tol Tabmuipl. EMy cienyer ObITh YHUKaJIbHBIM, T. €. B TAOJIHUIIE MOXET CYLIECTBOBATh
TOJIBKO OJIHA 3aIllUCh, KOTOpasi UMEET 3TO 3HAUCHHUE B KIIFOUEBOM I10JIE.

3aganue 3.30

1. Heob6xomumo co3nate HOBYHO Tabmuily CHIHCOK TOBAapOB IyTE€M KONMPOBAHUS HMeEOLIEHCS
Tabauubl ToBapbl. [l 3TOro 3aKpoiiTe BCE OTKPBIThIE TaOIMIIbI, 3aTEM ClieBa B 001aCTH HaBUTALIUH
C MOMOIIBI0 MBIIHK BbAETUTE Tabnuiyy ToBapbl, BbiOepuTe koMaHxy MeHto [aBHas/KomupoBsarts,
3aTeM KoMmaHay MeHio IuaBHas/Bera-BuTh (MM HCIONb3ys MpaBylo KJIaBUILY MbImg). B
MOSIBUBIIEMCS  IMAJIOTOBOM  OKHE BBIICJIUTE MYHKT CTPYKTypa H

Beranwa Tabinmus

JAHHBIE, B  KAUECTBE __ MMEHU |wmrsne BBenute: CHHUCOK TOBapoB — M
CRHCoK TOBADOS. —
HIEJIKHUTE TI0 KHOIIKE , KAK | Tupserpascmm (Gwes J| TMOKa3aHO HA PUCYHKE.
~ O romsko crpye
2. Otkpoiite Tabmuny Chomcok | grmessme TOBAPOB B PEKUME Koncrpykrop,
M3MEHUTE THUN TONsA Ne M/ Ha | Ossememasess iy Uucnosoii.  KiroueBoe — moie
ynanure. CoxpaHuTe HU3MEHEHUs (cM. obpazen).
T Crmcon tonapos S ——
Wms nosan Thn gaksenx HiMn noan THN AlHHEN
e CHETUMN ¥ e njn
¥ Kaguesor nane TEHCTOBDIA Hon Toaspa
* ba Tl [ Tp——— HaumauaaaHna Tos2pa BeeauTe Tosap
da NorMyeckii
% T None MEMO
e B fane MEMO Hc.m.u»u 0 TORAPa ) BBEAMTE KOAMHECTED
= R Pl Baepure nanws@cTfl || \eys vosaps Mone ofsekta OUE | BaeauTe uewy
& Cooficrma AeHesrnn BEeguTe uesy Cymma TINEpCCoLAHE
TLyRART DeHemeipd
3. Otkpoiite Tabmuiry Crimcok ToBapoB B pexkume Tabnuia u ynanute uncnossie (1, 2, 3, ..., 12)

3HaueHus cronba Ne /. CoxpaHuTe U3MEHEHUS.
4. Co3zpnaiiTe HOBYIO TaOJIUILY, UCIIONb3Ys JaHHBIE TAOIUIIBI.

Nwms ’ Tun ‘ Pazmep
JnuHHoe
Ne i/ CueTunk eroe
T'opon TekcToBbII 20
HasBanue o
bUpPMET TexcToBBIM 35
Vmia TexcToBbIH 25
. J[mMHHOE
Homep noma Yuciaoson enoe
Tenedon TekcToBbIi 20

5. Coxpanure Tabnuiry ¢ umeneM [locraBmumku.
6. B tabmuny [TocTaBmuky BBEAWTE JaHHBIE U3 CICAYIOMIEH TAOIHIIBI M COXPAHUTE U3MECHEHHUSI.

g%%gg Wms momst Jannbie &
| Ne /m 1
['opon Capanck .
HasBanue KomnbrorepHslii caion
UPMBI «®Dapro» b.
A XMEJIbHULIKOTO
Homep noma 5
Tenedon 47-08-58
2 Ne i/ 2
I'opon Capanck
Haszeanue HNudotyp
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MPMBbI ]63 XMEeIbHUIIKOTO

HJ]I/IHa 5
oMeEp aoMa
Teme 0'?{ 47-04-20

3 Ne i/t
I'opon

|98)

Capanck

HasBanue UHTpOTEKC
JI/]III/}IIII;:I 5{ . B.W. Jleanna
Homep noma

Tom 0111{ 47-57-88

4 No /it 4
Topoz CapaHck

Hazsanue
[Ivionep
HUPMBI
HJHIzHa Bononapckoro
oMep JoMa
Tenedon 47-11-09

7. Otkpoiuite Tabmuiy Crniricok ToBapoB B pexume KoHcTpykTop, m3menute taun noist Ne i/ Ha
MacTep NMOJACTaHOBOK M B OTKPBIBIIEMCS JHAIOTOBOM OKHE BbIOepuTe M3 Tabmuubl [ToctaBmiuku
ctpoku Ne ni/m m Has3Banue ¢Gupmbl, OPAIOK COPTUPOBKU YCTAHOBHUTE IO BO3PACTAHHIO, (HIIAKOK
CKpbITh KITIOUEBOM cTonber; yOepuTe, BKJIIOUYMTE MPOBEPKY ILEIOCTHOCTH IaHHBIX, COXPAHHUTE
JTaHHbIE, KaK MOKa3aHO Ha CJIEAYIONIUX PUCYHKAX.

i Coaamne nogrTamome
HiMA nonA TN ZaHHbIx =
T e n/n ! ——— Li by i) e
|Kog Tosapa Teucrosmii — bt
HaWMEHOBIHHE TOBIDS flone MEMO BeegTe ToBap _| 5 e ST S
|Hanwane 4McAoe0f 2l e sy sarpoce.
| Onwcauwe Tosapa Datalepems [l S P —y =
MNocTaswms Jfiena wrenedt
| Aannne 0 nocrasumke CuETUis
Konwusecteo ToRapa Norwsecknit Beegure kosMactan
Liawa rosapa Mone ofvesta OLE | BeeauTe UgHy
Cymma THnepocsinug
Bacwenva
BounCaAEMslt

Coaaanar NoACTANGRION COIAaHNE NOJCTA0EIN

Bempurre ¥ Hawore nons oiveca TICTENUSIN" DOEPRET SHaE-R, SOTIDLE CReyeT
= [ ——— — cTonfur s

ofpaxte NONE FOACTMOBH".

| Tofnas; Erumca: Temapon
B | Tofrua: Tomaom

TMowcasats.

(STafnesi  Cignpocw ) Tafies i sanpoo

D1y I < Hasan farme >

[Covwa ] [Cctonn | asee> ]

COREINE NOAETAHIRKH COTGAE NOACTHHORE
BisfieraiTe NOSA0H O TIH0NA MSHETON T Sanafite uagaeny CTOIMGLON, KOTENE (DAREIN FRAE NOACT Aot
ot ey am
Fluammenn, MUno-aeisg Do 4 none [T T S —

¢ [ B oo v
] #| [(rommacan ]
20| ¥ [ |
I ]

[Comew | [ comma | games orves | [ <pus || guwer | [ [oress |

CO3AAHS NOACTANOR R

e st s,

[Comee | [Cctmma | o |

8. Otkporite Tabnuiy Cnrcok TOBapoB B pekume Tabnuiia, n3MEeHUTE 3Ha4eHHsI cTosoa Ne 1/
Ha TE€ 3HAYCHUs, KOTOpbIC MpPEJIaraloTCsi Ha PHUCYHKE, TP STOM CBepsis Ha3BaHHE (GUPMBI C
COOTBETCTBYIOIIAM CTOJIOIIOM B TaOJHIle. 3HAUCHHSI COXPAHHTE.

T Cnweo ramapo

Mo/ - Hoptosspa - HaWmewsen - | Onacaiwe 1 - Noctanusi - fawese o noctanumes - |Momsrseeron - | Lena tonap - | Cysaa -

~ 03001 e 24T [2* OVALTAPE Hewnmare K. ¥, B K HmisHOro, 55, TeR, 17-08:58 2 19000

owatop | SHIBK 409021 MigoTyp 1amCH, . 6, Xieensignoro, 65, Ten, 17.04.20 1T 4367005 52404008 1 17
2 Mngaryp WTRpHET Haw S82.0, 640450 WRHEW, - B 55, Ten, 17.05-58 L] 617,000, 3 TO0.00p
Ik | 1IN WagaTyp -, Cagaseok, N, B4 Newwa, 35, Ten, 17-57-88 12 300,00p.| 3 600,000
L fnaues HHUBETED | mMocEs 4,3 Gb K 1BHCH, Y. 6. , 55, Ten. 17-08-50 12 3789000 45648000
2 Azpan Jnyranan nst £55 1858 Moty - Capamen, Np. 8.4, Newuna, 35, Ten. 17-57-88 b 315,007 30,000
4 rE001 BxgROARATTAE /DX PCI - 2Mb Muokap Capawsy, ya. Bonaaspcwors, 36, Ten, 17-11.09 13 600,00p ¥ 200,000
1 o5l C0-rom My SC-140 1aHEK, Y. 6. . 55, Ten. 17-05-58 I 1200007 2400,000
206-31 CHeTemHaR 1, AURT "Geminl” Mugoryp AGHCH, . B. XMENSHRLKOTD, 55, TEA, 17-04-20 1 123,00p 14606009
2 00011 Npoyeccop AMD K5-233 Ungctyp  Capawicy, np. B.#. fewmna, 35, Ten, 17-57-88 12 1600,00p.| 19 200.00p.
100001 Mansnynniog soan Gonus” JECH Y B SiTen 17.05.58 1E




3.8.2. Co3manue cBsA3HU

I[JIH CO3JaHusd CBA3U MCKAY Ta6J'II/II_IaMI/I, KOTOpPBIC SABJIAKOTCA OCHOBOIIOJIArarOmuMHU  JJIA 0a3bl
JaHHBIX, UCTIOJIB3YCTCA OKHO Cxema JaHHBbIX. Yto0bI CO31aTh CBA3b, HYKHO BBI6paTB BKJIaJIKY PaGora

Cuenia
ﬁ fmaswan € AARHEE | PREOTA € SaIINE AN
C&L ﬁ E:E “3 1 Coedenan SOy MERTIUROBERHA B3k AHnEn j [FHT] j e
e o4 Bil S | miasrtuspanics = o
Cacate m saccTaromwme | Visusl Bunoarurs | Cxema Jasucumocrn SOL - Basa gannsi SharePoint | Hagcrpoiinm
GATY AAHH Basic  warpor | masmie obuscvos | P AMAAVI TASAWUM Server  Arcess -
Cc_n:-»s | Makpoc | CTHOwesws | Aname Nepesicwenie aanmei il lI.‘At‘-_I‘lau"nn |
Bee ofikewml Access &« e Lanksix
Tolei. 2 Onpeaenerise NDEOED (RATHISANME A3HHLDL T TAEAWLIES, Hanpunen,
MOMHO YKAZATE, HTO MOAS K048 WA NOAT MKEHN B patkbn Tabanyar
Tabanim - 2 ACNRHE COBNBAATE.
- g Jinm noay A MammavTe Kaaniy Fl.

Puc. 3.70. Menro Pabora ¢ 6azamMu JaHHBIX

[Ipu oOpameHnn K 3TOMY IyHKTy Ha SKpaHe OTOOpakaeTcs nuaaoroBoe okHo JloOaBieHue
TaONHIIBI, U3 HETO BBIOMPAIOTCS TAONMIIBI WM 3alpOChl, KOTOpBIE TpeOyeTcs
BKIIOUNTh B OKHO Cxema paHHBIX. Ecmm nmamoroBoe okHO JloOaBiieHme
TaONMUIBl aBTOMATUYECKH HE OTOOpPa3miIoch, HEOOXOAUMO OTKPBITH €ro ¢

93 Joaewts rasanuy..
£

{  OToSpalums ege

S nuiaTe ey IMOMOIIBIO KHOIIKA
| i 00 Hakath Ha moje CxeMa JaHHBIX TPaBOW KHOIKH MBIIIH IS

0TOOpaKeHUs TOIMEHIO, TJe HYKHO BBIOpaTh MyHKT JloOaBuTh Tabmuiy (puc.
Puc. 3.71. Mento Cxema 1)

OaHHBIX
[Tocne atoro oxHo JloGaBneHue Tabiuibl ciaemyeT 3akpbiTh. OkHO Cxema

JAHHBIX npu 3TOM Oyner UMETh BU], MIpeICTaBICHHBII Ha
puc. 3.72. CBs3p MOXKeT CHOPMHUPOBATHCS ABTOMATHYECKH, €CJIM B CBSI3aHHBIX TaOIHMIIAX MMEIOTCS
OJIMHAKOBbIE CTONOLBI. BhI/IeIeHHBIM SIBIISIETCA KITIOYEBOE TOJIE.

| B | Thmmamt r b |
{loc e amuzwie
rvecn Tonapie

Temme:

Puc. 3.72. Oxno [Job6aBiaeHue TaOIULIBI

Ecnn meoOxomumo m3MeHuth cBsisb (KHO[F]a ) mim OHA HE CHOPMHPOBANACH ABTOMATUYECKH,
ClIelyeT MIETKHYTh U MEePETALIUTD IM0Jie U3 OJHOW TaOIMIBI B IPYTyI0 (3TH JIBa MOJA, KaK MPaBUIIO,
UMEIOT OJIHO U TO e 3HauyeHue). HaumHaTth meperackuBaHME HAJO € TOTO MOJS,, KOTOPOE SIBISETCS
MEPBUYHBIM KJIIOUYOM Tabiuubl Oe3 Kio4yeBoro moss. TaOmuia, W3 KOTOpOM HauyMHaEeTCs
NepeTacKuBaHue, Ha3bIBaeTCsl NepBUUHON. [Ipu mepeTrackuBaHuU MOJIS HA 3KPAHE MOSIBISETCS OKHO

(puc. 3.73), B KOTOPOM HYXHO YCTaHOBUTH (priakok ObecriedueHne mMeJ0CTHOCTH JaHHBIX U MICTKHYTh
o kHorke |[OK|.

S Cxema ganns
(locTasmKis Rlnmen kGRapORS

M Nenfn MR - _—
ropas | Kos ToRapa Tafmniafsanpoct Coasarsian Tabmua/anpoc:
HazBakwe Gupisl HANMEHOBARKE T _ Pl ceiminng it
Vv Hanuie W OThera
Houep goua Oriscanne To8ap Ne nin ¥ Menfn "
Tenedon TiacTanuysr: i

| Darimie o nocTan -

Hosos.,
[F] Ofecnewarsie usmocTHOETH 2aren I—I

RCIAPO (DRI LR DO
[l kacranrne yasneme comsre: samcest

Tewl OTHORTA AMHHOHHIEHH
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Puc. 3.73. OxHo U3meHeHue cBA3en

[Tocne sToro B okHe Cxema TaHHBIX TOSBISIETCS CBS3b Mexk Ay Tabmuiamu (puc. 3.74).

MocTasLwmKn Cnucok Tosapel
¥ N n/n = Nen/n

fopoa Koa Tosapa
Hazearnmne dupmel HavmenoearHme T
Yanua Hanuune
Homep goma COnucaswe ToEaR
Tenedon Mocraswne

AaHHEie 0 NOCTaE

»

10 1%
I

Okono omHOM TabmuIel ycTaHaBiMBaeTcs nudpa 1, KoTopas TOBOPUT O TOM, YTO M3 JaHHOU
TabmuIbl Oepercs o/Ha 3aluch. Y BTOPON TaOIUIBl YCTAHOBMJICS 3HAK OECKOHEUHOCTH 00, KOTOPBII
YKa3bIBa€T, YTO M3 3TOM TaONMIBl OEpeTCs HECKOJIBKO 3amucei, OAHOW 3alliCy U3 TIEPBOM TAOJIUIIBI
COOTBETCTBYET HECKOJBKO 3alucedl U3 BTOpPOM TaONMMIBI B COOTBETCTBUUM C KOHKPETHBIMHU
Ka4eCTBEHHBIMH XapaKTePUC-TUKAMHU.

[Tocnie 3TOro MOXXKHO paboTaTh ¢ KaXxJA0M U3 TaOIUIl MO0 OTIAEIBHOCTH, HO MpU paboTte ¢ Tabiuuen
Crnucoxk ToBapoB B mnosie Ne 11/11 BBOAUTCS YUCIIO, KOTOPOE HE JIOJKHO ObITh OOJIbIlIe YUCIIa 3alucel B
tabmmuie [locrapmmku. Hampumep, ecnu nonbitatees B mosie Ne 11/ Tabmuipl CIECOK TOBAPOB BBECTH
uudpy 5, To Access BBIIACT MPEAYIPEKIACHUE, TaK KaK CYIIECTBYET CBA3b ATOW TAOIUIIBI ¢ TaOIHUIICH
[TocTaBmuky U HEOOXOJMMO YKa3bIBaThb HOMEpPA TOJILKO TeX (UPM, KOTOpbIE MMEIOTCS B Taliuie
[TocraBmukwy.

Jli1st Toro 4TOOB! YIAIUTh CBSI3b, HEOOXOAUMO IIETKHYTH MPABOM KHOIMKOM MBIIIH 10 CAMOM CBSI3U U
BbIOpaTh MyHKT YIaJIUTh CBs3b. J{J1 M3MEHEHUsI CBSI3U Ha/l0 BhIOpaTh MYHKT VI3MEHUTH CBS3b.

Jlis mpoBepKM HalW4Msl CBSI3M HEOOXOIMMO 3aKpbITh CO3JaHHYIO CXEMY JaHHBIX, MEpPerTH Ha
BKJIaAKy Pabota ¢ 6a3amu 1aHHBIX U BBIOpaTh NUKTOrpaMmMy Cxema JIaHHBIX.

3aganue 3.31

1. Otkpoiite Tabmuiy Crircok TOBapoB, yaanuTe u3 Hee cronoen [locTaBmuk.

2. CoznaiiTe cBsI3b THMA «OIUH-KO-MHOTHUM» Mexay Tabmumamu [ToctaBumky u CiMCOK TOBApOB.
s storo otkpoite Cxemy nanubix. Jlo6aBeTe B Hee Tabmuipl [loctaBimku u COUCOK TOBapoB.
Ecnu cBsa3p He co3panach aBTOMATHYECKH, MEpPETAlIMTe C MOMOIIBIO MBI CTPOoKy Ne m/m u3
tabmunel [loctaBumku B Tabmuiyy Crnucok ToBapoB. Ilpu sToM B nuanoroBom okHe lM3meHenue
cBsizel mocTaBbTe (iakku B myHKTax OOecriedyeHune 1eI0CTHOCTH JaHHbIX, KackanHoe oOHOBIeHHE
CBsI3aHHBIX ToJiel, KackanHoe ynanenue cBsi3aHHbIX nojeil. Haxxmute kHomky [CO3aTh| U COXpaHUTE
MONyYeHHBIH pe3ynbraT. Takylo ke omepanui MOXKHO MpOJeNaTh, €CIH YAAIUTh CO3JaHHYIO
aBTOMATUYECKHU CBS3b.

3. 3akpoiiTe cxemy JaHHBIX U MPOBEPHTE HAJIMUYWE CBSI3M, OTKPBIB €€ BHOBH (komaHna Pabora c
0azaMu qaHHBIX/CXeMa JJaHHBIX ).

3.8.3. 3anpockl B pensAIMOHHBIX 0a3axX JaHHBIX

Kak Op110 cka3aHO BbIIE, YTOOBI BBOJUTH AaHHBIC B TaOnuily CIHCOK TOBapOB, HEOOXOIUMO JIS
KOKIOU 3aImcu YKa3bIBaTh B noxe
Ne n/m Homep mocrtaBmmka u3 Tadmuib! [locTaBimky, 4To co3maeT OobIue HEYI00CTBa pHU padoTe
¢ 0a3oii. B cBsI3M ¢ 3THIM HY)XKHO HAyYWTHCS BBIBOJWTH HA KpaH 3HAUCHHE ITOJISI OJHOM TAOJHIILI 110
3HAYEHUIO MOJISL JPYTOM TaOInIIbI.

JIoBOIEHO TIPOCTO BBIBECTH HA DKpaH MOJs U3 00erx TaOJUIl MPU MOMOIIHU 3ampoca. 3anpoc s
IBYX OOBEAMHEHHBIX TAOJMII CTPOUTCS] aHAJIOTHYHO 3aMpOCy M1l OTHOM TaOIHIIBI.

3aganue 3.32

ll B iKHe 0assl JaHHBIX BBI6epI/ITe BKJIAAKY C03,[[8.TB N IICJIIKHUTC 110 KHOIIKC KoHncTpykTOp

BAPOCOB).

2. Jlo6aBbTe B pabouee noje 3amnpoca Tabnuis! [ToctaBumky u Ciucok TOBapoOB U 3aKPOHTE OKHO
JloGaBieHue TaOIUIIbI.

3. JIBOMHBIM IIETYKOM MBIIIM IO 3arojioBKy TaOmumbl [locTaBIIMKM BbLAEIMTE BCE MOJA U
nepeTaluTe X B MEPBYIO UKy OJaHKa 3anmpoca (HHKHAS 4acTh OKHA 3a1poca).

4. Iepeiiaute 1o 3anucsaM O1aHKa 3ampoca BIPaBO A0 MEPBOU MyCTOH sueiKu.

5. Ilepenecure B 3Ty siUelKy Bce 1ot u3 Tabauibl CIHCOK TOBapoOB.

119



6. Coxpanure 3anpoc ¢ uMeHeM OObeTMHEHHBIE TAOJIUIIBI.

7. BeInoyIHUTE 3a1poc.

8. B mosBuBMICiics Tabnuie ckpoite ciaeayromue nois: ['opon, Ymuma, Homep noma, Tenedow,
Hazpanue ¢pupmsl 1 HarimeHoBaHME TOBapOB.

9. CoxpaHuTte U3MEHEHHUSI.

KOHTPOJIBHBIE BOITPOCHI

1. Coznanue CBS3U MEXKIY TaOJIUIaMH.

2. PensiiiionHbIe 0a3bl TaHHBIX.

3. Buapl cBszeit Mmex 1y TaOJIMIIaMH.

4. QCHOBHBIE 3Tallbl CO3/1aHUS CBSI3U.

5. OyHKIWHU 3aMPOCOB B PEIBIITUOHHBIX 0a3aX TaHHBIX.

JIABOPATOPHAS PABOTA Ne 17
3.9. UCIIOJIb3AOBAHUE MAKPOCOB BA3bI JAHHBIX

3.9.1. Co3nanue MakpocoB

Makpoc — 3TO MOCJIeA0BATENbHOCTh ONepalnii, KOTOpble COOpaHbl B BUJI€ UHCTPYKIMMA, YTOOBI UX
MOYKHO OBUIO BBINOJHATH, UCHOJIB3YS TOJBKO OIHY Komanay. [losnb3oBarenp 3amyckaeT Makpoc Ha
BBITIOJIHEHHE C LIEJIbIO OCYIIECTBICHHUS BCEHl OCIIE0BATEIbHOCTH HEOOXOAUMBIX JIEHCTBUH.

B Access 2010 BKJIIOYEHO MHOIO HOBBIX MaKpOKOMaHJ, KOTOpbIE IMO3BOJISIOT CO3JaBaTh Oosee
3¢ eKTUBHbIE MaKpOChI, YeM B MNpeAbLAyIINX Bepcusx Access. Hampumep, Temepp ¢ HOMOIIbIO
MaKpOKOMaHJI MOXKHO CO3[aBaTh M MCIIOJb30BaTh INIOOAbHBbIE BPEMEHHbIE NEPEMEHHBIC, a TaKXke
6osiee TOHKO 0OpalaTbiBaTh omMOKU. B paHHuX Bepcusx Access 3TH BO3MOKHOCTU OBUTH JTOCTYIIHBI
TOJBKO TPU MCIOJIB30BAHUM OOBEKTHO-OPUEHTHPOBAHHOTO s3bika VBA. Kpome Ttoro, moxHo
BCTpauBaTh MAaKpOChl HEMOCPEICTBEHHO B CBOMCTBA COOBITUII OOBEKTOB MM 3JIEMEHTOB YIIPABICHMUS.
BerpoeHHbI MakpoC CTAaHOBUTCS YaCTbi0 00BEKTA MIIM 3JIEMEHTA YIPABICHUS U OCTAETCS C HUM IpU
€ro MEepPEMEILEHNN WIH KOIUPOBAHUH.

C nomonipr0 MaKpOCOB MOKHO JIETKO BBINIOJIHATH MHOTHE 337jaull MPOrpaMMHUPOBaHMsl, TaKHE Kak
OTKPBITHE U 3aKpbITHE (HOpM, TabMHILl, a TaKKe 3aMyCK OT4eTOB. MOXKHO JIETKO U OBICTPO CBSI3bIBATH
co3JlaHHble OO0BEKThl 0a3bl JAAHHBIX ((POPMBI, OTUETHl U T. [I.), IOTOMY 4YTO TpeOyeTcsl 3allOMHUTbH
COBCEM HEMHOI0 IMPaBUJ CHUHTAaKcuCa. ApPryMEHThl KaXJIOro JeWCTBUS OTOOpakaroTcsi B
KOHCTPYKTOpPE MaKpOCOB.

YroObl HAYYUTHCS CO3/1aBaTh MaKpOChl, HEOOXOIMMO 3HATh OCHOBHbIE MAaKPOKOMAaH/Ibl I(Ta6n. 3.4).

abnuna 3.4
3HaYeHUss MaKpPOKOMAaH]{
Maxkpokomanja 3HaYeHre MaKPOKOMAaH/Ibl
ITpumenuts GuasTp [Tpumensier k 00beKTY PUIBTP

WJIY 3alpocC, OrPaHUYUBAOLIUNA
HaOop 3amucen

3aKphITh 3aKkpbIBacT OOBEKT

Haiitn 3ammcs BrImosHsIeT MONCK 3aIicH,
KOTOpasi YIOBJIETBOPSIET
YCIIOBHIO ITOMCKA

Pa3BepHyTh PacnaxuBaer tekyiiee okHO
OTtkpoITh (hopMy (3arpoc, OTKpBIBaeT 3aJaHHBIN OOBEKT
OTYET, Ta6J'II/II_[yi,

Brixon 3aBepiraer padoty Access

B Tabn. 3.7 npejacTaBieH JadeKo HE MOJHBIA CIIUCOK MAKPOKOMaH]I, KOTOPHIE MOJKET BBIIOJIHATH
Makpoc. OHaKO OH BKJIFOYAET T€ JEHCTBHSA, KOTOPBIE HAMOOJIEE TOJIE3HbI IS HAYMHAIOIINX, U JAeT
HpeJCcTaBIeHUe 0 QYHKIUAX MaKkpoca.

JIst co3manuss Makpoca HY’»KHO B OKHE 0a3bl JaHHBIX BbIOparh BKIaAKy Co31aTh W HIEJIKHYTH T10
kHonke  (puc. 3.75).

1.75. OKHO TIPOEKTUPOBAHMS MaKpoca
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Puc. 3.76. luanoroBoe okHO Makpoc

MakpokoMaHIbl YKa3bIBAIOT, K KAKOMY OOBEKTY HNPUMEHHTH MaKpOKOMaHIy, W 337al0T YCIOBHS
BBIIIOJIHEHUS NeUCTBUA. I COXpaHEHUsT MAaKpOCa UCIOJIL3YIOTCA T€ K€ METOIBI, YTO U Ul APYTHUX

00BbEKTOB 0a3bl JaHHBIX.

IIo anamoruu c ApyrumMu 00BEKTaMM MakpOC MOXHO BBIIIOJIHUTH U3 OKHa 0assl JaHHBIX HBOﬁHLIM

Heceasanmeie obeexrs

@ Ewion s Arcens

2 Orepers ratiamy Tom

ES

[IETYKOM Ha €r0 UMEHH WJIA BBIOOPOM KOMaH/bI KOHTEKCTHOTO MEHIO
BemonHuTthk, uau Ha Bkinajake Paborta ¢ 6azamMu JaHHBIX IIEIKHYTH IO

Boitnonnums MaKpoc

Ta0HILy.

1 Bsnoars
W Livcromon kHomke [Boimosnnuth Mmakpoc| (puc. 3.77). CymecTByloT U Apyrue
. METO/IbI 3aITyCKa MAaKPOCOB Ha BBITIOJHEHUE.
s e Moy OTHOCSTCS K o0BeKTaM npodeccuoHaIbHOTO
] M WCTIONB30BaHMsI, Ha IOJL30BATEILCKOM YPOBHE 3HaHHE paboThl ¢
Al MOJYJISIMH HE 00513aTeNBHO.
[ ceniicra abzek 3aI[aHHe 3.33
Puc. 3 .'57”."1281125}{;1a

1. BeiGepure B oKkHe 0a3bl MaHHBIX BKIAAKy Co31aTh W MIEIKHUATE
10 KHOTIKE [MaKpocChI|.

2. I3 mosBHBIIETOCS CHUCKAa MaKpoKoMaH]| BbeIOepuTe OTKPHITH

3. B ctpoke NMst TaGauIIbl U3 pacKphIBIIETOCS CHCKa BbIOepUTE TOBapHI.
4. B ctpoke Pexxum nanHbix BeiOepute M3menenue.

5. [lepelinuTe Ha CIEAYIONIYIO CTPOKY MaKpPOKOMAaHIbI M BbIOEpHUTE KOMaHIy Pa3BepHYTH OKHO,

KaK I0Ka3aHO Ha PUCYHKE.

| £

OrepemiTat iy = =
=0 n
Vg TagmiLy  Tosapk {FI_ opanacHu

Eatmersneii naspac
Pewii - TaGMMUD Tpyrina

Peoxisnl ganrmi H3HERERME Ecam
. - Mpunesasme
PaspepnyTuling " X
o & EI Maxpoxomaras
*l ] =

[0 VMnopT was ENpT Famns
B3 Xonars seTepd i N osaTend
Ei3 Mapocomanas

3 Dmects Baim AHHs
ONEpaLHM BS085 JAHNsN

CueTatnie KOMAHAE
@[3 ¥npasastie cohamn
[0l IWISTR, JANPOC HAE NOMCK

E[ 8 7ol Saze AaHmuy
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6. Coxpanute Makpoc o umeHeMm OTKpbITh Tabuily ToBapsl.
7. Co3naiite CaMOCTOSTEIIbHO MaKpoc c HMEHEM Brixon u3
Access.

KOHTPOJIBHBIE BOITPOCHI

1. Makpoc u ero Ha3HaueHHEe B 0a3e JaHHbIX.
2. MakpokomMaHJ1a, OCHOBHBIE BUJIbl MAKPOKOMAaH/ U UX 3HAYECHUE.
3. BeinosiHeHnEe Makpoca.

3.9.2. Co3nanue TIaBHON (HOPMBI

AHaJOIrMYHO PACCMOTPEHHBIM CIOCOOaM MOXHO co3AaTh [JaBHYIO0 QopMmy (ITIaBHYIO CTpaHHILY
KOMITaHHUHM), KOTOpasi OyZeT 3arpyKaTbCsi MPHU 3aIyCKe MPOrpaMMbl M C TIOMOIIBIO KOTOPOW MOXHO
OTKpPBIBATh Apyrue GOpMBI U OTUETHI.

s atoro HeoOxomumo nepeiit Ha Bkiaaky Cozpanue u BeIOpath IMyHKT KoHcTpykTop dhopm
(puc. 3.78).

B Tafanue v || 2a) P

Tonapia =

=1 Toeaper: Tabmays

=

Puc. 3.78. Coznanue ¢hopmbl ¢ TOMOIIBIO BKIaAKH KoHCTpyKTOp

UroObl BCTAaBUTh 3arojloBOK, HEOOXOAMMO Ha BkiIaake KoHCTpyKTOp BBIOpaTh MHUKTOrpaMMy
3aroyIoBOK.

Ha Bknanke KoHCTpyKTOp Takke pacrojioKeHbl KHOMKH, C MOMOIIbIO KOTOPBIX MOXKHO BCTaBUTh
3aroJIOBOK KOMITaHWH, SMOJIeMy KOMIaHUU (paHee CO3/IaHHYIO), aTy M BpeMs, BHIOpaTh TeMy, IBET U
mpUQTH, BCTaBUTh HM300paskeHHE (TakKe PUCYHOK MOXKHO J100aBJISATH KOMMPOBAHHEM PHUCYHKa M3
JIPYTUX TPWIOKEHUH M HCIIONB30BaTh OOBIYHBIE MapaMeTpbl BcTaBKH). C IMOMOIIBIO 3JIEMEHTOB
ynpasieHus (puc. 3.79) MOXKHO BCTaBUTh HEOOXOAMMBIE MOJIsI, KHOIKU, PUCYHKH U JPYyroe, HIeTKHYB
110 HUM MBIIIBIO, 3aTE€M MEPETALINB B [10JIC 00JACTH IaHHBIX U PACTSIHYB /10 HY>KHBIX pa3MepOB.

: . — [=m| vz L = 3 N = X%
yHA=ENQEENERM\ FmEOME | OEHE
f;- HmoAL30EaTE MACTEPE
B Incuzim Attivel
Puc. 3.79. Ilanens 3eMEHTOB yNpaBIeHUS
Haznauenue IIUKTOTPAMM MaHeNIn YIPABICHUS MIOKa3aHO
B Tabm. 3.5.
Ta6nuna 3.5
HazHaueHne nuKTOrpaMM NaHeIu YIpaBlICHUS
[TukTo
rpamMm| Ha3zBanue OyHKIUA
a
Bpi6op Ecin aKTUBU3HUPOBAHA JlaHHast
] 00BEKTOB NUKTOrpaMMa  (aKTUBU3HUpYETCS 110
YMOJIYAHUIO), KypCOPOM MBIl MOXXHO
MapKkupoBaTh oJI, BBINIOJHSTD
NIEPEHOCHI U U3MEHATH Pa3Mephl
= Macrepa BrutroueHMe/BBIKITIOUCHHE BBI30Ba
i AJIEMEHTOB MacTepOB pH IIPOEKTUPOBAHNUHU
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yIIPaBJICHUS
Hanmuce

Ilone

I'pymma
IEPEKI0YaTes
en

BrIkrouaTerb,
KHOIIKA C
bukcarmeit

[Tepexmtouaren
b

KoHTponbHbIi
HUHAUKATOP,
daxxox

KomQuuuposa
HHBIN CITHCOK
(Torte co
CITUCKOM)

Croucok

IIpssMoyronbHU
K

JIlomoJHUTEIBH
BIC 2JIEMEHTBI
ActiveX

Komanmnas
KHOIIKA

DJICMCHTOB YIIPaBJICHUA

BcraBka B ¢opmy HOBOro  mouss
HaNMEHOBAHUS

OtobpakeHne COAEPKMMOI0 HEKOTOPOTO
nomns 3amucu bl wiam  BeMHCIsIEMOTrO
IIOJIA

Coznanve W pasMmellleHue TIpynmbl, B
KOTOPYI0 MOXHO BBECTH KOHTPOJIbHBIE
WHIWKATOPbI, CCJICKTOPHBLIC KHOIIKHM HJIN
JIBYXIIO3UIIMOHHbBIE KHOIIKU

OtoOpakeHHEe  3HAYEHHUS]  HEKOTOpPOM
ONIMM, KOTOpasi MOXET WMeTh JIBa
COCTOsIHHUA

Bri6op (MHIMKAITIS) OIHOTO u3

HECKOJIBKUX B3aMMOHUCKIIFOYAIOIINX
3HAYECHUN HEKOTOPOTO napaMmerpa
(Hammpumep, OJHOTO u3 LIBETOB
ABTOMOOMIIS )

WNunukanms (n3MeHeHue) 3HAYEHUSI
OIIIMH, KOTOpask MOXET WMETh OJHO W3

JBYX BO3MOXKHBIX 3HAYCHUU
(BKITIOUEHA/BBIKIIIOUEHA, OTMEY€eHa/He
OTMEYeHa)

ITocne menmuka Ha  MaHUNYJITOPE
OTKpHITUS (KHONKA CO CTpeikod Ha
NpaBOM Kparo TMQis) pa3BOPAYNBACTCS
KOMOMHHPOBAHHBIN CITHCOK

B none cmoucka, B oTIMYHe OT
KOMOMHHUPOBAHHOTO CITHCKa BCE
5JIE€MEHTbI BHJHBI IOCTOSIHHO. ECIH XKe
HX TaK MHOT'O, 9YTO OHH HE TIOMEIIAIOTCS B
BBIZICJICHHOE JUI1 MOJSA MECTO, TO Ha
IpaBOM Kpar IOJIs, aBTOMAaTHYECKHU
pasmeniaercs JIMHEMKa MIPOKPYTKH
CITMCKa

OObeuHEeHHEe W BBIACICHHUE TIPYIIIbI
HOJIE TMOCPEICTBOM 3aK/IIOUeHUs] UX B
HPSMOYTOJIbHYIO PAMKY

CrneunanbHbli 3neMeHT ynpasieHuss OLE

CoznaHue KHOIKH, ¢ KOTOPOW MOXKET OBITh
CBA3aHAa  HEKOTOpas  KOMaHJa_ A WU
MOCJIEIOBATEIILHOCTh EeHCTBUH.
Hanpumep—m6e3€HO0 CcO374aTh KOMaHIHYH)
KHOIIKY |/lanee, ¢ MOMOIIbI KOTOPOi
Oynmer = TPOWM3BOAMTBECS  MEPEXON K
ciienyromen 3aInCH. Komanna,
COOTBGTCTByIOH_Ia}I KHOIIKC, OJOJDKHA 6BITI:
ONpeIeIeHA KaKk MaKpOC

Pucynox

IIpucoennnenu
as pamka ||
00beKkTa

PaspsiB
CTpaHMLIBI

CBoboanas
paMKa 00beKTa

HaGop .
BKJIa 0.

BcerpanBanue, CTaTHYECKUX
wutrocTparui (rpaguveckux ¢anioB) B
opMy

BceTpanBanue nurQCTpanuy UM Ipyrorg
npousBosibHOro OLE-00bekTa, KOTOpBIH
coxpaneH B Tabmune b Access.
BcTpanBanue BO3MOXKHO, €cii B TaOJIHLIE
OOBSBICHO OLE-noue, XpaHsiiee
COOTBETCTBYIOIMH OOBEKT

CooOmenne Access, B KaKOM MECTe
JOJDKeH OBITh  INPOM3BENIEH IEPEHOC
ocTatka  (QOpMBI  Ha  CIEAYIOUIYIO
CTpaHUILy

BcerpauBanue B hopmy 00beKTa, KOTORBII
XpaHUTCS B OTIEIbHOM (haine BHE b/l
HarpuMep pucyHka u3 Paint win rpaduku
n3 MS Draw

Hcnone3yercs bitic: NpEe/ICTaBICHUS
HCCKOJIBKUX CTpaHI/IH JaHHBIX B OJHOM
HaOope. Hampumep, 371€MEHT ynpaBiIcHHUS
Hab6op BKJIAJIOK MOXET OBITH
ucrnojp3oBad B Qopme CoOTpyaHHKH,
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4TOOBI OTACIINTDb 06IJ_II/Ie CBCACHUA OT
JINYHBIX

[Tomunnennas BcerpauBanume mnoguuHeHHOW (OpMBI B
dbopMa/oTyeT  TIABHYH (pOpMY M YCTAaHOBKA OTHOIICHHMA
MeXIy popMamMu

[l

EI JIunns C mnoMompl0 JaHHOM NUKTOTpaMMBI B
(hopMe MOKHO IIPOBECTU NPAMYIO JIUHHIO
E Juarpamma  Co3znaHue nuarpaMm
[ Bioxxenne BcraBka BiioxxeHus
I'uniepccpuika  BeTaBka rMIEpCChbUIKU
OneMeHT BcraBka »snemeHTra ynpaBieHMs —THIIA
B ynpaBieHus  «BeO-Opayszep»
Tuna «Be0-
Opaysep»
M OneMeHT BcraBka anemenTa HaBUranuu
HaBUTALIUN

[Ipu noGaBnenun (co3maHWM) KHOMKH C TaHenu ympasieHus B Access 2010 mosBisercs
nuanoropoe okHO Co3gaHue KHOMOK (B 0ojiee MO3MHUX BEPCHUSX TAKOTO JUAJIOTOBOTO OKHA HET), B
KOTOpPOM HEOOXOAMMO BBIOpaTh JEHCTBUE, KOTOPOE OYIET BBIMONHATHCA NMPU HAKaTMM KHOMKU. B
JINAJIOTOBOM OKHE MMEETCSI HECKOJIBKO KaTeTOpHid, KOTOPBIE COAepIKaT CBOM Habop aeiicTBuil. K Takum
KaTeropusiM OTHOCSITCSI:

1) mepexobI 1Mo 3aMucsMm;

2) 00paboTKa 3anmcei;

3) pabora ¢ hopmoii;

4) pabota ¢ 0T4EeTOM;

5) mpuIIOKeHHUE;

6) pasHoe.

Hanpumep, ecinu HeoOXOAMMO BCTaBUTh KHOMKY JJSi OTKPBITHS (DOPMBI, TO cIeayeT yKas3aTb
nericteue Pabota ¢ popmamu/OTKpbI-THE (OPMBI; €CIM HYXHO BCTaBUTH KHOIKY JJISI OTKPBITHS
oTueTa, TO HaJo yKa3aTh GyHKIuio Pabota ¢ oryeTamu/OTkpbiTHE oTueTa (puc. 3.80).

Canganns e

Losaanus kmanoe

Bofienme JmicTRME, MOTADOS SYIET B AOMHATECR DN HERITI KOG

P e =

Puc. 3.80. Co3nanue KHOMOK JUIsl OTKPBITUS (POPMBI OTUETA

UTo0Bl OTKpBITh TAONHIly WJIH 3alpoc, HYXXHO yka3zaTh komanmy Ilepexombl mo 3ammcsm/Haiitu
nanee (puc. 3.81) 1 aBTOMaTHYECKH CO3/1aTh KHOIIKY.

Cosganme xnonos

BifiepuTe gefcTEne, KoTopoe OyAeT BoiNONHATHCA MK HEHATMA KHONKA,

Kampaas kaTeropys cogepmit coforsennoi nabop aefcrenit,

KaTeropum AefcTena:

HafiTi 3an1cs
PaboTa o dhopmoii Mepeas zanuck
FaloTa C 0THETOM Mocneanas sannce
Mpunoskene Mpeakiaywan 3anvcs
PazHoe Crenywollas 3amcs

COTMEHE Hazan [ fanee = J [ [oToBO I

Puc. 3.81. Co3nanue KHONKY /J1s1 OTKPBITUS TAOJUIIBI WIIM 3a1Ipoca
Uto0bl co3maHHAsh KHONKA OTKphIBAJla HYXKHYIO Tabnwmiy, 3ampoc, (popmy, order), eciu
aBTOMAaTMYECKM HE YHalOCh YCTAaHOBUTH JAHHOE JeHCTBHE, HEOOXOAMMO BBIACIHTH KHOMKY C
MIOMOIIIBIO MBIIIM M HIETKHYTh IO HEH MpaBoil KHONKOW. B OTKpbIBIIEMCS NOAMEHIO HA/lO BBIOpATh
crpoky CBoiicTBa, 3areM B mosiBuBIIeMcss OKHE CBOMCTB (cmpaBa) mepeiTu Ha BKIaaKy CoOBITHS U
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LIEJIKHYTh 10 TPeM TO4YKaM B KoHle cTpoku Haxkatue xHomku (puc. 3.82). Ilpu 3ToM B OTKpbIBIIEMCS
nuanoroBoM okHe [locTpourens cienyet BbIOpaTh CTpoKy Makpochsl ¥ 100aBUTh HOBYO MaKpOKOMAaH/TY,

Hanpumep OTKpbITh HopMy, YCTAaHOBUTH UM (OpMBI 3aKa3bl U COXPAaHUTH JaHHbIe (puc. 3.83).

T R,
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Puc. 3.83. JloGaBienre MakpOKOMaHIbI

KHomnKy BeIXO/a M3 IPHIIOKEHUST MOXKHO CO3/1aTh HECKOJIBKUMH CIIOCOOAMHU:
1) BeiOpath kareroputo [Ipunoskenue/Beliitu u3 npuiioxkeHus (puc. 3.84).

Cosmase pazron

e e S

Puc. 3.84. Coznanne KHOIKH ISl BBIXOAA U3 MPUITOKESHUS

2) co3nath KHONKY 10 YMOJYaHUI0, HarnpuMep 1o kareropuu Ilepexons! no 3anucam/Haiitu nanee,
a 3areM c momouibio KoMaHasl OkHO cBOicTB/CoObITHs/Haxkatne KHONKH/Makpochl YCTaHOBUTH

Brixox n3 Access.

Hcnonp3ys it nobGaBiieHNs] KHOTIOK Kareropuio PasHoe, MOXKHO yCTaHOBHTH ABTOHa0Op HOMeEpa,
BrimonuuTs 3anpoc, Bemmonuute makpoc, [leyats Tabmuis! (puc. 3.85).

FARCA R KaTArO0MR CDASPMT COOCTBS e 00 BARTRR

IaTerzpunt Aseremat
ep=snab oo e
DEpafama saasi Bprnesrm spac
PabaTa c bopnoil LTS HAHDOC
Pabata ¢ oTuETON |t Tofimas
[ty ‘
Smaa i )

Puc. 3.85. Co3nanue KHOMOK ¢ moMo1ibio kareropuu PasHoe

BoIpoBHATE TOYHBIE pa3Mephbl (BBICOTY M IMUPHUHY) CO3JAHHBIX KHOMOK MOXHO C TIOMOIIBIO
BKJIaZKu OKHO CBOMCTB, KOTOpPOE OTKpPBIBACTCS] MPU HAXKaTUU MPaBOW KHOMKH MBIIIN MO CO3JaHHOMN
kHomke. OKHO CBOMCTB OTKphIBaeTcs crpana (puc. 3.86).
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Puc, 3.86. BoipaBHuBaHW€e BHICOTHI U IIMPUHBI KHOIIOK
I'maBHOI QopMBI C UCTIONB30BaHKEM BKIaAKH OKHO CBOMCTB

Janee cinemyer COXpaHHUTh CO3MaHHy0 (opmy. J{ist mpoBepku paboThl KHOMIOK Ha BKIaake [ 1aBHas
dbopmMa HEOOXOOMMO BBITIONHUTH KOMaHmy Pexum Qopmbi/3akasel. Takyro mponenypy ciemyer
TPOJIENIATh JUIsl BCEX CO3JJAaHHBIX KHOIIOK.

B urore nomkHa nomyunthes [aBHast hopMa KOMITAHUH, T/ KaX/1ash KHOIKA OTKPBIBAET HYKHYIO
(hopMy, oTUET, TAaONIHILY, 3aMIPOC U MOMOTAET BHITIOIHATH JIpyrue onepanuu (puc. 3.87).

T rannas opua

0OAO "KoMnbioTepHbIe KOMILIEKTYIOMHE"

Oruer Haknafsn

Oruer CRMcox TOEAPOE

BbIXOA, 13 ACCBES

Puc. 3.87. I'naBuas ¢opma KoMnanuu _
OAO «KommnbroTepHble KOMILIEKTYIOINE)» (KOHEUHBIN pe3yNbTar)

I'maBHast ¢opma gomkHa ObITH BRIOpaHAa B KauecTBE CTAPTOBOW MPH 3aIlyCKe MPOrpaMMbl: MEHIO
Qaiin/ITapamerpsr Access/Tekymast 6aza nanapix/Dopma nmpocmotpa/l maBHas popma (puc. 3.88).

i FragHan Caananne BHawHuE ZaHubie P3E0Ta € 633AMM AFHHLI

MapameTpsl Access
O6wne o™ .
. 1 [_! MapameTpl 45 Tekylled Gassl SaHHLIK,
Texywna 6330 gartHeN
TaSauua [lapameTpet NpUACKEHAR
| | FOHCTRYKTODEN DS=EKTOE 33r0N0EOK MDHACHKEHNA:
|| Npasonucanne SHEHOL M AACHEHNR: DB30P..
FrE 3rador GopM N OTHETOD
DopMa OpoCMoTRa: | [nagkan gopma T|
MapameTpsl KINEHT R T —
Sef-hopma npoowarpa !|_°"(!"'C"EY“]

Tnaexan dopus

| 3akaz
Mapamerpel okHa A0RyMeH]
| ToBape
I Mepexy

Hacrpoka neHTsl [¥] Crpoka encroanua

lNzH2Ab BHCTPOro 40cTyna

Puc. 3.88. Ycranoska I'maBno# popmel
B KQUeCTBE CTAPTOBOM IPH 3aIyCKe IPOTrPaMMBI

Jlis Toro yToOBI MPOBEPUTH, OTKpbIBacTcs I[naBHas (opma mpu 3ammycke WIM HEeT, HEOOXOAUMO
COXpaHUTh JIaHHBIE, 3aKPbITh 0a3y U CHOBA OTKPHITH €€.

3aganue 3.34

1. Co3paiite [aBHy10 popMy KOMIIAaHMH B COOTBETCTBHE C PUCYHKOM 3.87.

2. YcraHOBUTE €€ B KQUECTBE OCHOBHOM IIPH 3aITyCKE IIPOTrPAMMBI.

3. Coxpanure pe3yibTar.

4. ITpoBepbTe BBINOJIHEHUE BCEX CO3/JaHHBIX KHOIIOK ()OPMBI.

5. IlpoBepsTe, Kak OTKpbIBaeTCs MeHIO [ 1aBHas popma npu 3amycKe NporpaMmal.

3.9.3. Co3nanrie GpopM M OTYETOB C TOMOIIBIO
JacTeld TPUIIOKEHUS (BCTPOSHHBIX MIAOJIOHOB)

B Access 2010 umeercss BO3MOXXHOCTh cO37aBaTh ()OPMBI M OTYETHI C TMOMOIIBIO BCTPOSHHBIX
yacTel MPWIOKEHUH (BCTPOCHHBIX IIa0JIOHOB), pacloyiokeHHbIX Ha Bkiaaake Co3manue. Mmerorcs
Takue 4acTu mpuioxkeHui, kak Ilycteie ¢opmer (CBeaenus, Crucok u ap.), Kpatkoe pykoBoACTBO
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(Bompocsl, 3agaun, Konrakrsl, [lonb3oBarenn), [Ipumeuanus (puc. 3.89). Ouu (popmMbl U OTUETHI)
(dhopMUpYIOTCS aBTOMATUYECKU MpPU Ha)KaTMM HAa HUX KHOMKOM Mblmu. Jlanee HeoOxomumo Oyner
BHECTH B HUX MH(POPMAIHIO.

m TnaeHan CozgaHune EHewHWE g3H

YacTu Tabnuua KoHoTpykTop  CRMCEW
ApHACHKEHUA | Tabauy SharePoint =

= =

1 ceepuy 1 cnpasa 2 ceepuy 2 tnpasa

Brnagkm Awanoros.. Myastume.. OkdoCoo...

=N

CEegeHua Cnucok

Mycroie opmb

KpaTkoe pyKoBOACTEO

= = @ B

Bonpockl Jagaqu KonTakTel  [Moae3oBa..

d

Mpumeda..,

Puc. 3.89. Bcrpoennsie yactu npuioxkenuii MS Access 2010
(BCcTpOCHHBIE TIAOJIOHBI)

3amanue 3.35

1. Cozpmaiite ~ Qopmbl,  ucnonb3dys  Bkiagky — Cosmanume/Yactu  mpunoxkeHust/Ilycreie
¢dhopmbl/CBeCHNS U CTIHCOK.

2. Coznaiite Bce (opmbl, ucnoiblys komannay Yactu npunoxenusi/Kpatkoe pykoBoacTBO
(Bompocsl, 3anaun, Konraxtsl, [lons3oBarenn).

3. CoxpaHure pe3ysbTarT.

4. OTKpoiiTe ¥ TPOCMOTPUTE CHOPMHUPOBAHHBIE ABTOMATUYECKH TaAOJMIIBI, 3apOChl, (OPMBHI,
OTYETHI.

5. 3anonHuTe 10001 nHGopMaIei copmMupoBaHHbIE TAOIUIIBI (ITO OAHOM CTPOKE) U COXPaHUTE
pE3yIbTar.

6. [IpoBepsre Ha 3amosHEHUWE HOBbIE OT4YeTHl U (opMbl. Ecim uHOpManuy HerocTaTouyHo,
JIOTIOJTHUTE.

KOHTPOJIBHBIE BOITPOCHI

. Coznanue ['maBHoO# (HOpPMBI.
. HazHauenue (pyHKINN) TUKTOrpaMM (3JIEMEHTOB) MAHETH YIIPABJICHUS.
. lobaBneHre HY)KHOT'O AJIEMEHTA C ITaHEeNN YIIPaBICHHS.
. Ilonsitne OKHO CBOMCTB.
. YCTaHOBKA TOYHBIX Pa3MEPOB CO3AaHHBIX KHOIOK.
. CriocoOblI 3a1aHUs ONPECIEHHOTO JEHCTBHS (COOBITHS) KHOIKE.
. YcraHoBKa BKJIaku [ 1aBHas popMa B KadyecTBE CTAPTOBOU MPHU 3aITyCKE IPOTPAMMBEL.
8 CriocoObl  co3manuss (OpM M- OTYETOB C IIOMOLIbIO YACTeH ~HPUWIOKEHHS (BCTPOCHHBIX
IIaQJIOHOB).
9. Yactu npunoxenuid. X pa3HOBUIHOCTH ¥ Ha3HAYCHHE.

CO~INNRLWIINI—

KOHTPOJIbHAS PABOTA
3ananue 1. Co3naiite oqHOTAOMMYHYIO 0a3y JaHHBIX TypareHT-cTBO CO CeIyIOIIed CTPYKTYpOH.
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Nms monst Tun monst Pa3mep nons
Crpana TexcToBoe 25
CpOK yTeBKH Hucnosoe bant
KonnuectBo myTeBok Hucnosoe Henoe
[{ena myTeBkH enexnoe
ITpoesn Jlornueckoe
[lata BbIC€31a Hara/Bpemst Kparkun
®doTO cTpaHbI [Tone oObekTa

OLE

3anecure B Tabmmmy 10 3ammceir. Otcoprupyiite maHHble 1Mo momo lleHa myTeBKH 110
BO3PACTAHUIO.

3amanue 2. Ha ocHoBe pa3paboraHHO# Tabnwmbl co3maiite (opmy B oauMH cromben ¢
oToOpakeHHEM BcexX mosiedl. Yepe3 crenuanbHyr0 (OpMy IONOJHUTE TAOJHILy TPEeMs 3alUCSMH.
Cozpaiite BerumciasieMoe mojie CTOMMOCTh, B KOTOPOM TOACUYUTANTE OOIYI0 CTOMMOCTD BCEX MYTEBOK
OJIHOTO MapuIpyTa.

3amanue 3. CoszmaiiTe 3ampoc Ha BBIOOPKY, B KOTOPOM IPEACTABBTE 3alMCU C LIEHOW MyTEBKU
cBbilie 3 ThIC. py0. B 3ampoce oroOpasure Bce nons. Co3maiiTe 3ampoc ¢ napaMmeTpaMu, B KOTOPOM
0TOOPA3ATCS 3aIHMCH C KOHKPETHOMN IIEHOM Iy TEBKH.

3ananue 4. Ha ocHoBe TaOmuipl co3jaiiTe OT4eT ¢ Ha3BaHMEM TypUCTHYECKOE areHTCTBO, B
KOTOpPOM 0TOOpasute Bce moist. OT4eT JONOJIHUTE BRIYHCISEMBIM mosieM Jlata Bo3BpamieHus. B koHie
OTYETa YKaXUTE, KTO COCTaBUJI OTYET, BCTABBTE JaTy U BpeMsl.

3anmanue 5. Co3maiite hopMmsbl, ucnonb3ys BriIaaky Co3ganue/Yac-Tu MPUIIOKESHHUS, 3aMIOTHUTE HX
nH(popMaIuei. Coxpanure
pe3ynbTar.

3ananue 6. Co3naiite [aBHy0 opMy, Ha KOTOPOH pa3MECTHTE HAa3BaHUE TYPUCTHUECKON (HUPMBI,
3M6H€My npeanpudaTusaA, OCHOBHBIC KHOIIKM Ha OTKPBITUC HMMCHOIIUXCA q)OpM, OTYCTOB, Ta6HI/II_I,
3aIpoCcoB
u Ap. (HarpuMep, neyartb, BBIXOJ U3 IPOrpaMMbl ), PUCYHKH.

3amanue 7. OrdopMaTupyliTe MO CBOEMY YCMOTPCHHIO TaOJMIbI, 3ampPOChl, ()OPMBI U OTUETHI,
BCTAaBbTC COOTBCTCTBYIOIHC ITYTCBKAM PUCYHKH.

128



BUBJINOT'PAOMYECKNN CIIMCOK
ABTOMaTHU3UPOBaHHbIE MH OBM&HI/IOHHHC TEXHOJIOTMM B 3KOHOMMKE: y4eO. /sl By30B / IOJ pen.
I"'A. Tutopenko. M.: KOHUTMH, 2006. 399 c.
Axynos, O.A. Mudopmatuka: 6a30Bblii Kypc: yueO. aist By3oB / O.A. Akynos, H.B. Mensenes. M.:
OMETI'A, 2009. 574 c.
bannun, K.B. I/IHﬁ)OpMaHHOHHHe CHCTEMBI B 3KOHOMHKe: y4eO. mis By3oB / K.B. banaun, B.b.
VTkuH. 5-¢ m3a. M.: Jlamkos u K, 2008. 395 c.
bank, B.P. I/IHsz%pMauI/IOHHHe cucTeMBbl B 3KOHOMUKe: yueb. ans By3oB / B.P. bank, B.C. 3Bepes.
M.: OxkoHOMHUCTB, 2006. 477 ¢
lomunpina, O.JI. WMudopmarnuonHsie TexHonoruu: yued. aias By3oB / O.JL lomuneina, H.B.
MakcumoB [u _ap. |. 2-e u3n., nepepad. u non. M.: ®opym: UTHOPA-M, 2009. 608 c.
aBe10B, 1.C. Undopmarnka: yueo. nocodbue ans By3oB. CII6.: [Ipocnekt Hayku, 2009. 480 c.
M 2(})1 é)p%%mka JUIs. SKOHOMUCTOB: yue0. 71 By30B / iox ooul. pea. B.M. Martomka. M.: UHOPA-
, . C.
Wndopmarnka: 6a30BbIi Kype / IOA ECI[. C.B. Cumonosuua. CII6.: [Tutep, 2009. 640 c.
Wngopmaruka: yue6. 1 By3os / H.B. Makaposa, B.b. Bonkos. M.: [Tutep, 2011. 576 c.
NHdopmarimoHHbIe CUCTEMBI B 9KOHOMUKE: y4eO0. JJis %3013 / mox pen. I.A. Turopenko. 2-e u3n.,
Hggepaﬁ u JIOTI. M. HUTU-JIAHA, 2008.
C.

Jleonos, B. Camoyunutens Office 2010. M.: Dxcemo, 2010. 256 c.

Mexennsiit, O.A. Microsoft Office 2010: kpart. pykoBoacTBo. M.: Buibsime, 2011. 368 c.

Ceprees, A.Il. Microsoft Office 2010: camoyuutens. M.: Bunbsime, 2010. 624 c.

CrenanoB, A.H. Uudopmaruka: yue6. nis By30B. 6-¢ uza. CIIO.: I'fI/ITep, 2010. 720 c.

Yekmapes, 10.B. BrruncnurenbHbie CHUCTEMBI, ceTn 51 KOMMYHUKAIIHH.
2-e u3. I/ICl'IIp. u gomn. M.: JIMK Ilpecc, 2009. 184 c.

Word 2010. Jlyurmmii_camoyuutens / A.C. Cypsagueiii. 4-¢ u3a., nom. u mepepad. M.: ACT:
Actpens; Bnanumup: BKT, 2010. 352 c.

129



	Уважаемый Иван Иванович!
	Коллектив отдела


