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HPEANCJIOBHE

M3MeHeHHs B COBPEMEHHON SKOHOMHUKE, OOYCIOBIICHHBIC PEBONIONMENH B WH(POPMALMOHHBIX H
KOMMYHHKAIIHOHHBIX TE€XHOJIOTUSX, AUKTYIOT HOBbIE TPEOOBAHMS K BBITYCKHHKAaM By30B. OHUM U3
IYHKTOB MPOTPaMMHBIX MEPOIPHUATHH SBISETCS Pa3BUTHE CHUCTEMBI MOJITOTOBKH CIICIUAIHCTOB U
KB (UIIMPOBAHHBIX MTOJI30BATENICH KOMITBIOTEPHON TEXHUKH.

KoMmnprorepusanusi 5KOHOMUKH M BCETO OOIIECTBA, 0 MHEHHIO OOJIBIIMHCTBA YYEHBIX, BBICTYIAET
MOIIIHBIM CPEACTBOM KakK JJIsl MPO(ECCHOHATLHON JAEATEIHHOCTH CIICIHAINCTA, TaK U JJISl €T0 JYXOBHO-
ro pocta. JIoCTHKEHUIO ITHX HeNel CIocOOCTBYET M3y4eHUE CTPATETHIECKON, NHTETPAIbHON JHCIUIT-
auHBl — uHpOpMaTUKU. [locTeneHHO OCBOEGHHE OCHOB JAHHOW HAayKH HpEBpallaeTcs U3 peMecia I1o
BJIQJICHUIO KOMIBIOTEPHOH TEXHMKOW B OAMH M3 OOS3aTENbHBIX HABBIKOB OOPAa30BAaHHOIO YEJIOBEKA.
BpIipaboTka aaropuTMHUYECKOr0 MBIIUICHHS, MPUOOLIeHHEe K WH(POPMALMOHHOW KYJIbTYpe IO3BOJIST
cryaeHTaM 3(p(eKTHBHO pearn30BaTh HAKOIUICHHBIC 3HAHHS, HCIIO0JIB30BaTh X B HaHOOJIee JMHAMUYHO
Pa3BHBAIOLIMXCS CEKTOPAX COBPEMEHHOM AIKOHOMHUKH.

Llenbro TaHHOTO Y4e€OHOTO MOCOOUS SIBIISICTCS N3yUYCHHUE MOIMYIISIPHBIX CUCTEM U O()MCHBIX IPUIIOKe-
HHI, CO3JIaHHBIX Kopropanueir MiCrosoft. Oti KoOMITbIOTepHBIE MPOrpaMMbl (PaKTHYECKH CTAIM CTaH-
JIAPTOM CHCTEMHOTO U TPUKJIAJHOTO IPOrPaMMHOT0 00eceyeHust. DlIeMEeHTapHast HaCTPOWKa KOMITbIO-
Tepa, ohopmIIeHHE OPHUCHOI TOKYMEHTAIHMH, TIOCTATOYHO CIOKHBIE PacuyeTsl 10 NPO(IIII0 BEIOPaHHOI
CIIENUATIBHOCTH CTAHOBSTCS TOCTYHBIME OJ1aroaps npoaykimu Microsoft.

D¢ dexkTrBHOE HCTIONB30BaHKE OO0 KOMITBIOTEPHON MPOTPaMMbI BO3MOXKHO JIMIITh IPU YCIOBHU
JIOCTAaTOYHO TITyOOKOTO 3HAHHWS IMOJB30BATEIEM €€ Ha3HaueHHs, (HYHKIMOHAIBHBIX BO3MOXKHOCTEH,
YCIIOBH TIPUMEHEHUS! CIICIMATMCTaMU Pa3HBIX HAIPABJICHUH, B YACTHOCTH 3KOHOMHYECKOTO Mpodu-
as1. B cBsi3u ¢ 9THM HEOOXO0ANMO paccMOTPETh KaKk OCHOBHBIC TEXHUYECKHE XapaKTEPUCTUKU CUCTEM
Word, Excel, Access, PowerPoint, Tak u o01ye NIpUHIKIIB KOMIIBIOTEPHON 00pab0TKH HH()OPMAIIIH.

Hacrosiiee yyeOHOE ocoOme paccUnTaHO HAa HA4albHBIA YPOBEHb BIIAJICHHSI KOMIIBIOTEPHOU TEX-
HUKOW. B Xo/e M3ydeHus: MaTepuaa mpeajaraetcs BHIIOJHUTD PsiJi B3aMMOCBS3aHHBIX 3a/laHUi, KO-
TOPbIE CONMPOBOXKAAIOTCS OMMCAHUEM IOCIEI0BATENIbHOCTH HEOOXOAUMBIX JEHCTBUM. YPOBEHb MOJIY-
YEHHBIX 3HAaHUW MOXET OBITh MMPOBEPEH C TIOMOIIHIO0 KOHTPOJIBHBIX BOIIPOCOB K KAXKIA0MY Haparpady.



1. TEKCTOBBIA PEJJAKTOP WORD
JABOPATOPHASI PABOTA Nel

1.1. OCHOBHBIE ITPUEMBI PABOTbBI C TEKCTOBBIM PEJAKTOPOM WORD
1.1.1. Murepdeiic nporpammur Word 2010

Microsoft Office 2010 — na3Banue HoBeiimelr Bepcun nakera Microsoft Office. HoBbiii oducHbIi
MakeT yCTaHABJIMBAETCsA Ha omneparmoHHble cucteMbl Windows 7, Vista u Windows XP. Oduchblit
naker Microsoft Office 2010 mpenHasHaueH IS MOBBIMICHUS MPOU3BOAMTEIHLHOCTH DPAOOTHI, IMO-
CKOJIbKY OH TPEIOCTAaBIIICT CPEICTBA, MO3BOJSAIONIME 0O€3 TpyAa co3laBaTh MPO(EeCCHOHAIBHO
oopMIIeHHbIE JOKYMEHTBI, 00BbeIUHSS H300paKeHNUs1, TEKCT M BUCOMATEPHAIIBL.

ITporpamma Word makera Microsoft Office 2010 sBnsieTcss ogHUM U3 CaMbIX MOMYJISPHBIX TEK-
CTOBBIX pelakTopoB. OHa 00saaeT MHUPOKUMH BO3MOKHOCTSIMH i1 paOOThI HE TOJILKO C TEKCTOBBI-
MU JIOKYMEHTaMHU, HO U ¢ TaOJHUI[aMH, B TOM YKCJE JIEKTPOHHBIMU, MaTeMaTHYECKUMU (OpMyaMH,
0azamu JaHHBIX, rpaduueckuMu 06bekTamu. C MO-MOIIBIO 3TOTO PEIaKTOPa MOXKHO CTPOUTH pPa3iiny-
HOM CIIO)KHOCTH TpaduKu, [uarpaMmsl 1 T. 1. g ynoO6¢cTBa paboThl MOIK30BATENIO MPEJOCTABISIOT-
Csl TAKHE BO3MOXKHOCTH, KaK BCTPOCHHbIH PEKUM MPOBEPKH MPABOIKMCAHNS, PACCTAHOBKA MIEPEHOCOB,
ABTOMATHUYECKasi 3aMEHa TeX WJIM MHBIX COYETaHHI CHMBOJIOB Ha TpeOyeMble CIIOBa WU CIOBOCOYE-
TaHUsl.

B cnpaBouHOl cucTemMe pelakTopa MOKHO HailTHM OTBET Ha JH00OW BOMPOC, YTO IKOHOMHUT BpeMsI
npu paboTe CO CIOKHBIMH TaONHMIIAMH, JUarpamMmamu U T. 1. OOl BUJ TEKCTOBOIO PEAaKTOpa
pUBEICH
Ha puc. 1.1.

OKHO UMeeT 1IeCTh OCHOBHBIX 00JIacTeil:

— 3aroJIOBOK, 0TOOpaXkaeMblii BBEpXY IKpaHa;

— HaHesnb OBICTPOro JAOCTYIA ¢ HanboJiee YacTO UCTOIb3YEMbIMU KHOTKAMU;

— JIGHTY ¢ HaOOPOM BKJIAJIOK;

— BkIaaky @Daiin, 3amenuBinyto Briaaky Office us Bepcun 2007,

— 00MacTh JOKYMEHTa, KOTOpas BKIIOYAeT B ce0s TOPU3OHTAIBHYIO U BEPTUKAIBHYIO JTMHEHKHU
dbopMaTupOBaHUs, MOIOCH MPOKPYTKHU (A1 OBICTPOTO MEpPEMENICHUs MO JOKYMEHTY), pabouyio 00-
JacTh JUTsl BBOJIA M PEAAKTUPOBAHUS TEKCTA;

— CTPOKY COCTOSIHUS, B KOTOPOM 0TOOpaxaroTcs (clieBa HampaBo): MOPSAIKOBBI HOMEp TEKYIIeH
CTpaHMIIBI B IOKyMEHTe U 00I11ee KOJIMUECTBO CTPAHUL], 001ee KOJTUYECTBO CIOB B JJOKYMEHTE, S3bIK
BBOJIa, KHOIKH TMEPEKIIOYCHUS] PEKUMOB pabOThl ¢ JOKYMEHTOM, TMOJI3YHOK M3MEHEHHs MaciiTada
JIOKYMEHTA.

aHeb OBICTPOTO 3arooBOK— Komannasre Kaonku

J0CTYyIIa BKJIQIKU HCIIOJTHCHUA
l

CIEERCIE Lowwer3 Mi:mf@d
m [naskin | Boaka  Fasaekacrparulbl  ClbUkn  FAchUKW  PELEHGWEOBIHUE B

N
[f i Ceibri (Dero - A‘A‘IA:'\% E-E-5
Beaste y | A £ C-dex | A WA~

2 Zamerums

. Ar
gEBEﬁ‘ Aab6eelr, AaBoH H % -

1 OBbmH | TBes niTe. 3iroloso. (- Hauennms

cum | [ Esienite
& Cmnan 5 |Pesarnigsarme

Eyper cfueri & Wpudp r.

= =
Y] 2 P S S W NP R R S SR S N AR SR RS XN VRS » R ESS T K RS T N I 7

T

Bxknanka @aiin

Pa6ouast ob6macts [ OpH3OHTABHAS JIH-

3 Helika (opMaTHPOBAHHS

b BepTukxanbHas JUHEH-
T xa gpopmaruposanus TToJI0CH

IIPOKPYTKH _—

[Ton3yHOK H3MEHEHMS
MacimTaba JOKyMeHTa

4 ! v A4 ol

Crpatiga 1 451 ‘ Uacro oz { ‘@ prccani ‘ ‘EEB Bzs 000 4

Puc. 1.1. Pabouee okHO TekcToBOrO peaakropa Word

1.1.2. 3arpy3ka TeKCTOBOIO peJaKTopa



[lpy BKJIIOYEHHM KOMIIBIOTEpA Ha IKpaHE MOSBISETCS pabdO4YMil CTOJ, C KOTOPOTO HMPOHCXOIHUT
yIpaBJIeHUE KOMIIBIOTEPOM, a TAK)KE HAYMHACTCS paboTa ¢ MPUKIaTHBIMU POTrPAMMaMH.

TekcToBBIi PeaaKTOp MOXKHO 3arpy3UTh, UCIIONB3Ys s 3Toro spiabik Microsoft Word na pabouem
CTOJIE — JOCTAaTOYHO JIEBOI KHOIKOM MBI CIENATh IBOMHOM IIeT40K 1o 3ToMy 00bekTy. To xe ca-
MO€ MOKHO CJIeJ1aTh C IIOMOIIBIO KHOIIKH . boJiee OnBITHBIN MOIB30BATENb MOXKET 3arPy3UTh pe-
JAKTOP C MOMOIIIBIO Nporpammel IIpoeoonuk i Moii Komnsromep.

1.1.3. 3HAKOMCTBO C JICHTOWM

B BepxHeil yacTu 0KHa MporpaMMebl pacronaraercs Jienta (puc. 1.2), 3aMeHuBIIas MEHIO U MaHEeIH
MHCTPYMEHTOB NpeAbIAyIX Bepcuil. Habopsl koMaH Ha JIeHTe MpeACcTaBlIeHbl B Buje BkIaaok. Ko-
MaH/bl Ha BKJIaJKaX OObEIWHEHBI B TPYIIBI, (OPMUPYIOUIHECS MO THUILY BBIMOIHIEMBIX OMepalui,
JUISL IOCTYIA K KOTOPBIM JJOCTaTOYHO IIEJIKHYTh Ha 3arojOBKE MBIIIKON. BKiIagKu Ha JeHTe yrnopsao-
YeHBbI COTJIACHO MOCIEA0BATEIBLHOCTH 3a/1a4, KOTOpPbIe, KaK MPaBUJIO, BBIMOIHIIOTCS Ha pa3HbIX 3Ta-
nax CO3JjaHusl IOKyMEHTA.

m InasHin I Bitaika PasveTka cTparuLbl Cinlrku Pacibirku PeLEHIMEOBIHIE Baa ) o
= . = 5 4 kaima -
I-I. ® |cbipoo-fu A LA | D) E nBERET,| AsEGbal, AaBeR % T

By k [ - 2 Zneits
Beasm K KT -dex | A-P-A-|[EE == 1S T fitirisii | e wate.. Jeroioso.. |- V3MeHHD
- - 7| e | B Evipenure
pybes c6veHl & UWpugp M) [F] Cmna > |PelasTniosarie

Puc. 1.2. Bepxusist yacth okHa pegakropa Word

JlenTta nuHaMu4HA, T. €. IO MEPEe CMEHHI 3a7a4 (BbIACTICHUE PA3IUYHBIX OOBEKTOB B JOKYMEHTE)
MOTYT MOSBIATHCS TOMOTHUTENbHBIE BKIAIKU, HAIIPUMEDP:

— eCJIM BbIjIesieHa TabJuIa — MOsBIAOTCS BKIaaku Konempykmop v Makem (puc. 1.3, a);

— €CII PUCYHOK B TaOJuIle — NOABIAIOTCS BKIaAku Popmam, Koncmpykmop u Makem (puc. 1.3,
0).
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Puc. 1.3. JlononHuTeNnbHEIE BKIAIKH 151 pa0OTHI ¢ TaOIUIIaMHU:
a — Bxyaaku Koncmpyxkmop v Makem;
6 — Bxnagxku @opmam, Koncmpykmop u Maxem

OCHOBHBIMU KOMaHHBIMH BKJIQJIKAMHU SIBJISIFOTCS CIEYIOLIHE:

—I'nagénasa — conepXUT KOMaH]ibl, CBsI3aHHbIE ¢ Oy(depom oOMeHa, BHIOOpPOM HIpU(TOB, HACTPO-
KOH ab3a1ieB, CTUIISIMU U TTPABKOIA;

— Bemaeska — BKITIOYaeT MHCTPYMEHTHI [T TOOABJICHUS CTPAaHUILL, TaOJIUL], MIUTIOCTPALIUH, CCBUIOK,
3aroJIOBKOB, TEKCTOBBIX OOBEKTOB U CUMBOJIOB B JIOKYMEHT;

— Pazmemka cmpanuybl — COICPKUT UHCTPYMEHTHI U1 U3MEHEHHUsI BCETO BHEIIHETro BHJA JTOKY-
MEHTa, €ro LBeTa, MPUPTOB U 3PPEKTOB, UHCTPYMEHTHI pelaKTUPOBaHMs (POHA CTPAHUIIBI, HA3HAYE-
HUS T10JIEH, OTCTYIIOB MU MHTEPBAJIOB, MOPSAIOK PACIIONOKEHHS SJIEMEHTOB Ha CTPAHUIIE;

— Ceblnku — 00BeIMHSCT ClIEUANIbHBIE 3JIEMEHTHI: OTJIaBJICHHS, CHOCKHM, LIUTaThl U OuOIMorpa-
(buu, 3aro0BKU, MPeAMETHBIN yKa3zaTelb U T. 1.;

— Paccelnku — cOEpXKUT MHCTPYMEHTBI, HEOOXOIMMBIE NIPU CO3/IaHUM, MPEIBAPUTEILHOM IPO-
CMOTpE U peau3aliy MPOeKTa CIUSHUS MOYTHI WK 0a3bl TaHHBIX;

— Peyen3upoganue — KOMaH]Ibl 3TOM BKJIAJKH HEOOXOAMUMBI JJIs1 IPOBEPKH MPABOMHUCAHUS, CO3/1a-
HUS U PelaKTUPOBaHMs MPUMEUYAHUH, BHECEHHS] UCIPABICHUN, MX MPOCMOTPA, OTCISKUBAHUS U 00-
pabOTKM W3MEHEHHH, CPaBHEHUS BEPCUH M 3alLIUTHI JOKYMEHTA;

— Buo — conep>xuT KOMaH bl [l MaclITaOupOBaHUS U HACTPOEK MPOCMOTPA TOKyMEHTA.

B mpaBoM HIDKHEM YTy Ka)KI0H MaHeIu HHCTPYMEHTOB HaXOAUTCS KHOIIKA , KOTOpast OTKPhIBAeT
muanorldoe okHO coOTBeTCTBYIOMIEH MaHeH.

[Ipumeuyanue. UToObI CBEPHYTDH JIGHTY B CTPOKY, HY)KHO IICIKHYTh NMPaBOH KHOMKOW MBIIIM Ha
Jr000M y4yacTKe JICHTHI M B MOSIBUBIIEMCSI KOHTEKCTHOM MEHIO BBIOpaTh koMaHny Ceeprymp jien-
my. JIeHTa pa3BepHETCs, €CIH MIEIKHYTh MBIIIBIO 1O JTI000# BKIIaKe, a ocie mievyKa B TOKyMEH-
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T€ OHA aBTOMATHUYECKHU CBepHETCs. YTOOBI IeHTa Beerja oToOpaXkaiach B pa3BEpHYTOM BHJIE, HAJ0
HICTKHYTh MPAaBOM KHOMKOM MBIIIN Ha JIFOOOM SIPIIBIKE JICHTHI M B TIOSIBUBIIEMCSI KOHTEKCTHOM Me-
HIO BHOBb BbIOpaTh KoManay Ceepuyms n1enmy.

1.1.4. Hactpoiika naHeju ObICTPOro 10CTyna

B neBoit yacTu CTpPOKH 3arojoBKa HAXOJIUTCS MaHe b ObICTporo gocrymna. Ha Hel pacmosararorcs
KHOIIKH, KOTOPBIE HUCIIOJIB3YIOTCS MPU paboTe B JIIOOOM PEXHUME, — JJII COXPAHECHUS IOKYMEHTA, BbI-
MIOJITHEHHSI OTMEHBI M BO3Bparta AcicTBUA. [1o ymMoruanuio maHenb ObICTPOTO JOCTYIa pacioJiaraeTcs
HaJ JeHTo. UToOBI maHe b ObICTPOTO ,Z[OCTepeMeCTI/ITB MOJ1 JICHTY, HY’)KHO HO)KaTh KHOIKY
PacCIoJIOKEHHYIO CIpaBa OT MaHEeIu OBICTPOro MOCTYIA, U B MOSBUBIIEMCS MEHIO BBIOpaTh KOMaHIy
Pazmecmumos noo nenmoii.

[Tonp30oBaTe s MOKET 10OABUThH HY)KHBIE KHOIIKH Ha IMaHEb OBICTPOTO JOCTYIIA.

3aoanue 1.1

1. Haoiemume knonkl=l na nanenu 6vicmpo2o 0ocmyna u 6 noseueuemMcs. Menio évibepume on-
yuto /lpyzue Komamnowl.

2. B nossuswemca ouanocosom oxne Iapamempor Word (omxpvimom 6 kamezopuu Ilanens owvi-
cmpoz2o oocmyna) u3 packpviga-oujecocs cnucka Buiopamb komanowl u3: evibepume 6KIAOKY
TI'nagnaa u evidenume xomanovr Konuposéams, Buipesamv u @opmam no obpasuy, 3amem Ha-
oHcmume  KHONKY m (unu OBOUHBIM WENYKOM Ha Komawuoe). B cnucke, pacnonoscennom
cnpasa, noseaAmcs 6blOpaHHble KOMAHObI.

3. 3axpoiime duanoeosoe oxno Ilapamempot Word, wenxiys mvluivio no KHONKe oK.

4. Yoarume xomanowvr Konuposams, Beipezamov u @opmam no odpasuy, 6vloeius ux 6 CHucke
ouanozcosozo oxna llapamempor Word u nasicas knonky m

Ipumeuanue. CymectByer Oojiee MpoCcToi crocod A00aBiICHHS KHONOK Ha IMaHelIh OBICTPOTO
noctyma. J{js 3Toro Hy>KHO OTKPBITh BKJIAJIKY JICHTBI, HA KOTOPOW HAXOIUTCSI HEOOXOaMMasi KHOTI-
Ka, IIEJIKHYTh MPAaBOM KHOIKOW MBI HA KOMAaHJAC U B IMOSBUBIIEMCS KOHTEKCTHOM MEHIO BBI-
Opatb MyHKT /[o6asums Ha naneb 6b1ICMPO2O OOCHIYNaA.

1.1.5. Co31aHue HOBOIO JOKYMEHTa

[To yMomuaHuIO Npy 3arpy3Ke TEKCTOBOIO PEAAKTOPA aBTOMATHUUYECKU CO3J1A€TCSl HOBBIN TOKYMEHT
c umeneM Joxymenm 1. JIns co3nanus Apyrux (GaiaoB B TEKYIIEM peXUMe pabOThl HYKHO OTKEBITB

BKIaaKy @aitn, BeiOpaTh pasnen Cozoams, niyHKT Hoewlii 0oKymenm W HaXaTh KHOIKY
(puc. 1.4.).
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Puc. 1.4. Menro Office Backstage, paznen Cozoames

3aoanue 1.2
Co3z0atime HOBbIII OOKYMEHM, 8 KOMOPbILL 88edume Cedyiouuti mekcmn.



Pe3ynbTaroM MHTEHCHUBHOTO Pa3BUTHUS MH(OPMALMOHHBIX TEXHOJOTHHA MOXHO CUMUTATh TO, UTO
OHU HaXOJST IMIMPOKOE MPUMEHEHHUE B Pa3IMUHBIX cepax yenoBeueckon aearerabHocTu. Hanbomnee
pacnpoCTpaHEHHBIMA U Pa3BUBAIOUIMMUCS KOMIBIOTEPHBIMH HH()DOPMALIMOHHBIMU TEXHOJIOTHSIMU
SIBJISTIOTCS] TEXHOJIOTUU BBICOKMX CKOPOCTEH mepenaun JaHHBIX. K TaKMM TeXHOJIOTHSIM MOKHO OTHE-
CTH OOIIEIOCTYIHBIE M O0IIENpU3HAHHBIC YCIYTH TI00anbHON ceTH IHTepHET U 3JIEKTPOHHOM MoY-
THI (e-mail), K KOTOpPBIM CETrOoAHsI 00paIIaTCs IECATKH MUJUTMOHOB TMOJIb30BaTeNel Bcero Mupa. B
HacTosIee BpeMsi IHTepHeT ucnoib3yeTcs y)ke He Kak OObEeKT MO3HAHUS, a KaK 00BEKT peryaupo-
BaHUS W YIPaBICHHUS Pa3IMYHBIMH IPOLIECCAMH, HAYMHAs OT IPOU3BOACTBEHHBIX U 3aKaHUYHBAs
y4eOHBIMU.

OO0pa3zoBarenbHbI MPOIECC B By3€ JOJDKEH OPHEHTHUPOBATHCS HA MOJTOTOBKY CIEIIHATMCTOB
BbICIICH KBaTM(UKaIUU B 0071aCTH SKOHOMHUKH, IOPUCIIPYACHLIUH, YIIPABICHUS, CIIOCOOHBIX OBITH
KOHKYPEHTOCIIOCOOHBIMH B COBPEMEHHBIX YCIOBUSAX HOBBIX SKOHOMHUYECKUX OTHOILICHHA.

Mpumeuanue. KpacHas crpoka HaumHaercs kiaBuiied [Tab]. 3arnmaBHas OykBa BBOAMTCS NpH
Hakaroii kiaBuiie [Shift]. ITocne kaxmoro 3Haka npenuHaHUS HEOOXOAUMO HaXaTh OJWH pa3 Ha
kiasuiry [[Ipo6ea]. B mporecce BBoaa Tekcra kiaBuiia [Enter] nHaxumaercst TONbKO B KOHIIE a0-
3ana. J{J1st ynaneHuss HeBEpHO BBEICHHOTO CHMMBOJIA MCHOJb3yeTcs kiasuiia [Delete] mm6o [Back
Space].

1.1.6. Coxpanenue A0OKyMeHTa

B TeKCTOBOM pellakTope CyIIECTBYET HECKOJIBKO CIIOCOOOB COXPAHEHUS IOKYMEHTA B 3aBUCHMOCTH
OT TOrO, OBUT JIU OH HaOpaH B HOBOM (haiisie wiu B (aiiyie, paHee COXpaHCHHOM Ha Jucke. B mepBom
clly4yae HY)KHO MCIOJIb30BaTh Komauay @ai/Coxpanums Kak. .., TOCIE YEro Ha SKPaHE MOSBIACTCS
JIrajgoroBoe okHo (puc. 1.5). B 3ToM okHe BbIOMpaeTcs 0ObEKT (AUCK MIIK TalKa), Ha KOTOPOM CoXpa-
HSICTCS TEKCTOBBIN (DAl 110/ BBEICHHBIM HMEHEM.
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Puc. 1.5. OxHO coxpaHeHus: JOKyMEHTa

Bo BTOpPOM cCJiydac, €CJIi TEKCTOBBIN (I)&I’IJI PpaHEeC YiKC COXpaHAJICA HAa JUCKE, JIsI COXPAHCHUS BHC-
CEHHBIX B HEr0 HM3MEHEHUM JOCTaTOYHO BBI6paTL KOMaHy Dainl Coxpanumb WM IICJIKHYTH II0
KHOIIKC Ha MaHCJIM UHCTPYMCHTOB.

[Mpumeuanue. UToOBI TOKYMEHT MOT OTKPBIBaThCs B mpeapnymmx Bepcusx Word (2003 u crap-
1Ie), HeoOXOMUMO Tpu coxpaHeHuu B none Tun ¢haiina BriOpats nyHKT Jokymenm \Word 97-
2003.

(OF 170158 CO3/IaHHBIE B Word 2010, MOYKHO COXPaHsATH B dop-
mate PDF (Portable Document Format). /lns storo Ha Bkianke @ain B pasaene Coxpanums u
omnpagump HYXHO HaXXaTb KHOIKY W@ 1ocJIe Yero crpaBa BbIOpaTh
komanay Cozdams PDF/XPS. B nosiBuBmiemcst okae Onyonuxosams kaxk PDF nimn XPS cnenyer
ykazatb B nosie Uma gpaiina xenaemoe ums, a B none Tun ¢paitna ocrasuts Bapuant PDF.
MOKHO OTIPaBHUTh JOKYMEHT MO 3ieKTpoHHOoU noure (B popmare Word wim PDF). [lnst aToro He-
00X0IMMO OTKpPBITh BKIAAKy @Daiin, a 3aTeM nepeiitu B pasnen Coxpanums u omnpasums. 11pn
HE00XO0IMMOCTH MOXKHO 3a/1aTh IOKYMEHTY JIpYTOi THII, HaXKaB KHONIKY M3menums mun ¢haiina.

3aoanue 1.3



Coxpanume mekcm na cemesom Oucke «mserver» (Z2):\ & ¢aiire ¢ umenem 3adanue 1.3. /[ns
9Moeo:

a) evloepume xomanoy menio Dainl Coxpanums Kax...;
-6) 8 cmpoke evib0pa obvexma wenKHume no KHONKe cnucka
u evlbepume nynkm ... «mserver» (2):\;

8) 6 cmpoKy 8800a umenu auia egeoume ums: 3aganue 1.3;

2) weakHume no KHonKe Ei%éﬁiﬁﬂi

0) 3aKkpotime OKHO MeKCMo8020 pedaKkmopa.

1.1.7. Co3nanue 10KyMeHTa Ha OCHOBe INAa0JIOHa

[Tporpamma Word conep>XUT MHOXKECTBO 11a0JIOHOB JJisi OBICTPOrO CO3/AaHUS KPacuBoO 0opMIIeH-
HBIX JOKYMEHTOB Pa3jMYHOTO Ha3HA4eHHUsA: muceM, (pakcos, oTueToB u T. A. l[1aGnoHbl BKIIOYAIOT B
cebst rpaduKy, cTaHIapTHBIE TEKCTOBBIE OJIOKU U 3JIEMEHTHI (JOPMATHPOBAHUS.

3aoanue 1.4

1. Ha sxnaoke @aiin svioepume komanoy Cozoame.

2. B cnucke /locmynnble wiadbnonsl weniknume mulidbio no nynkmy Qopazysvt madnionos.

3. Boibepume obpazey wabnona Qbviunoe pestome. B npasoii uacmu noseumcs y8eaudeHHoe
uz00pasicenue ICKU3A.

4. Hasxcmume Ha KHONKY [Coznar] 6 NPasoll HUdCHeU 4acmu OKHA, Yoeoumech, Ymo nepekioyd-
menb Coz0ams ycmarnosnen 6 nonoxcenue /JJokymenm.

5. ]enxnume mbiuibio NO 3a20106KY pe3tome U eeoume C0uU UM U pamuuio.

6. Beeoume codeparcumoe sauie2o pesrome.

7. [lomecmume Kypcop mvluiu 6 noie Boibepume oamy:, 6 nosguguemcs noje Haxcmume nyHKm
Cecoons.

8. Coxpanume nonyuennoe pestrome na cemegom oucke «Mserver» (Z2):\ ¢ ¢aiine ¢ umenem 3aoa-
Hue 2.4.

1.1.8. OTKpbITHE AOKYMEHTA

Jns mocnenyromiei paboThl ¢ COXpaHEHHBIM Ha JTUCKE TEKCTOBBIM JIOKYMEHTOM 3TOT (hailn HeoO-
XOJIMMO OTKPBITh C IUCKA B TEKCTOBOM PENAKTOPE.

[Tpu oTKpBITHH TEKCTOBOTO (hailyia ¢ AUCKa HYXKHO BbIOpaTh KOMaHLy MeHIO Paiin/OmKpovims, B
JIMaJIOTOBOM OKHE, aHAJIOIMYHOM OKHY Ipoliecca COXpPaHEHUs, yKa3aThb UM JMCKa, BBIIEIUTh HEOO-
XOJMMBIH (hailsl ¥ MEeTKHYTh 0 KoMaHae Omkpoime. Takke MOXKHO OTKPBITh JOKYMEHT, UCHOJIb3Ys
KoMaHay OmKpbims Ha IAHEIT UHCTPYMEHTOB.

3aoanue 1.5

1. Omxpotime mexcmoswiti patin 3adanue 1.3. [{ns smoeo:
a) svloepume komanoy merio Daitnl Omkpoime;
0) 6 Ouan02080M OKHe Oprblmue 00Kymeuma sbibepume OUCK, HA KOMOPOM COXPAHEH MeK-
Ccmosblil (haiin, gbloenume HyHCHbLIL MEKCMOoBblll (aiil U WeaKHume no KHONKe m
2. Haneuamatime 3a201080k k panee s6edennomMy mexcmy: KoMnbroTepHeIe cet. /s smozo:
@) ycmanogume Kypcop 6 Hauae nepeoti cmpoxu u Haxcmume knasuuy [Enter];
0) 8 nycmyro 8epxHIO CmMpPoKy 6gedume 3a20J1080K.
3. Coxpanume doxkymenm, evinonnus komanoy Dainl Coxpanums.

1.1.9. BoccTaHoBJieHHEe TOKYMEHTa

B nporiecce paboThl Haa AJOKyMEHTOM B nporpamme WOrd MOXKHO aBTOMAaTHYECKH COXPAHSTh €ro
yepes onpeaeNieHHbIe MPOMEKYTKH BpeMEHU. BriocneacTBuu mpu HEOOXOAMMOCTH MOXHO BOCCTAHO-
BUTH OJIHY U3 COXPAHEHHBIX BepcHil. [IJis TOro 4ToObl CPEeICTBO aBTOCOXpaHEHUs ObLIO aKTHUBHO, Ha
BKiasike @aiin naxmute NyHKT Hapamemper  nepevinure B paznen Coxpanenue (puc 1.6).
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Puc. 1.6. Hactpoiika napameTpoB aBTOCOXPaHEHHUS

31ech JOKHBI ObITh YCTAHOBIEHBI (uiaxkku Aemocoxpanue xaxcovie N mun (MOXHO yKas3aTb
noaxo it uuTepBan) u Coxpanams nocieoHion aemocoOXpaHeHHyI0 6epPCul0 npu 3aKpvlmuu oe3
coxpanenus. IIpu HeoOXO0IMMOCTH BOCCTAHOBIICHHUS OJJHOW M3 aBTOMATHYECKH COXPAHEHHBIX BEpCHUil
HY)XHO TIepeiTu B pasnen Ceedenus v BHIOPATh MOAXOAIIMI BapraHT (puc. 1.7).

)

¥npaeneHne
BEQCUAMN ™

Bepcum
@ CerogHa, 11:00 (asTocoxpaHeHne)

Puc.1.7.

CHCUM A6NMOCOXPAHEHUAL.

e
PO OONSUTA LN

CMPOUKU.

Boccranosnenue aBTOCOXpaHCHHOﬁ BCpCUHA

KOHTPOJIBHBIE BOITPOCBHI

. 3anyck mexkcmogo2co peaaKmOW MS Word.
Inemenmol OKHA RPOCPAMMbL
. Komanonvie exnaoxu renmor \Word.
Hasnauenue xonmexcmnoeo memio.
Co3z0anue nanenu 6vicmpo2o docmyna.
Llopsaoox cozdanus 00bIUHO20 OOKYMeHma U WabIOHHO20 MUNOB020 OOKYMEHMA.
CoxpaneHue QOKyMeHmMa ¢ HOBbIM UMEHeM Ul 8 OPY2OM opmame.
CoxpaneHue 0OKYMeHmMAa ¢ NPEHCHUM UMEHEM.

OmKpvimue cyujecmeayroueco 00KyMeHmd. 5
Tops0ok eco nacmpouxu. .
Haznauenue pesxicuma asmomamuueckoco co30auus pezepeHoll Konuu O0okymenma. Eeo na-

ord 2010.
d

1.2. OBINUE NNPUHIMIIBI PABOTHBI C TEKCTOM

1.2.1. Boigesienne TekcTa M PHUCYHKOB

¢ MOMOIIBI0 MBbIIIH

[Tpu mr00BIX M3MEHEHUSIX B O(hOPMIIEHUH TEKCTa MM PUCYHKA HEOOXOIMMO BBLAEIATH JHOO BECh
TEKCT (PUCYHOK) IMOJHOCTBIO, TUOO OTAENbHYIO €r0o 4acTbh. [Ipu BBIJENEHUH HCMOIb3YIOTCS CIHEIH-
aNbHbIE MpaBUiIa, IPUBEACHHbIE B Ta0. 1.1, KOTOpbIE HYKHO 3alIOMHUTb.

Cnoco0bl BbljleIeHHsI 00bEKTOB B TEKCTOBOM PelaKTope

OO0BEKT
BBLIEJIICHUS

[IpousBoanmoe aeiicTere

OTnenpHBIN
(parmMeHT Tek-
cTa

CnoBo
Pucynok

Crtpoka TekcTa

Heckonbko
CTPOK TEKCTa

YcranoBute YKa3aTeiib B Ha4aJIO BBIACIICHUA U,
YACPIKUBAA HAXATOU JICBYHO KHOIIKY MbIIIH, BbI-
JACIINTE TCKCT

VKaxuTe Ha CIIOBO M JBAXKIbI IICIKHUTE JIEBOU
KHOIIKOU MBIIITHA

yK\?l)KI/ITC Ha PUCYHOK M IICIKHUTC JIEBOM KHOII-
KOH MBbIIITH

[lepemecTuTe ykazareiab K JEBOMY Kpar CTPOKH
TaK, 9YTOOKI OH W3MEHHII BUJ, IMOCIIE YeTro IIeIK-
HUTE JICBOW KHOITKOHM MBIIITN

Ilepemectute ykas3aTelb K JIEBOMY Kparo I€pBOM
BBIIENIAEMON CTPOKM TaK, 4YTOOBI OH H3MEHWI
BUII. TIOCJIE YETO HAXKMUTE JIEBVIO KHOINKV MBIIIN

Tabnuna 1.1



", YACPIKUBAsA €€, BBIACIUTC HCCKOJIBKO CTPOK

[Mpemtoxxenue Y aepxkuas Haxaroi kiasuiny [Ctrl], Haxmure
JICBYIO KHOIIKY MBIIIIM, YCTAaHOBHUB YKa3aTellb B
TI000M MeCTe TIpe/ITIOKEHUS

AG3an [TepemecTuTe ykazatenb_K JIEBOMY Kparo MEPBOit
CTPOKHU ab3and Tak, 4TOObI OH U3MEHUJ BH]I, T10-
Clle 4Yero ABaKIbl IICIKHUTE JIEBOM KHOIKOMN
MBIIIK B JIIOOOM MecTe ab3ana

Heckonbko ab- [lepemecture ykazarenb K JEBOMY Kparo IEpBOM

3aLeB CTPOKU IIEpBOTO M3 BBIIEISAEMBIX a03alleB Tak,
YTOObI OH HM3MEHMJ BHJ, IOCJE€ 4Yero, ABAXKAbI
IOCJIKHYB MW OCTaBHB HAXATOU JICBYHO KHOIIKY
MBIIIH, BBIACINTE HECKOJIBKO a63aueB

Becw nokymenr llepemecture ykaszaremns K JIEBOMY KParO TEKCTa B
T000M MecTe” JOKYMEHTa TakK, YTOObl OH U3MeE-

HHWJI BUI, IIOCJIC 4YCTO TPHIKAbI MICIIKHUTC JIEBOM
KHOIIKOM MBI

Konontutyn  YcTaHOBHB TEKYIIyH0 MO3UIMIO Kypcopa B 00-
JACTU KOJIOHTUTYJIOB, IIEPEMECTUTE yKa3aTelb K

JIEBOMY Kparo Tak, 4TOObI OH U3MEHMIT BHJI, [1OCIIE

Yero TPHKAbI IIEIKHUTE JEBOM KHOMKOM MBIIIH,

peXUME MakeTa JBaXKIbl IIEIKHUTE JIEBOU

KHQIKOW MBbIIIM, YCTAHOBUB yKa3aTellp Ha Hesip-

KM TEKCT KOJIOHTUTYJA (4TOOBI MEpelTy K He-

MY), OCJIE€ Yero TPUXKJIbl LIEJIKHUTE JEBOM KHOI-

KOM MBIIIM, YCTAaHOBHMB yKa3aTellb CJ€Ba OT KO-

JIOHTHUTYJA
[Ipumeuanue, YCTaHOBHB Kypcop B COOTBETCTBYIOIIYIO 00-
CHOCKa JacTh, IEPEMECTUTE yKa3aTellb K JIEeBOMY Kparo

TEKCTAa Tak, YTOOEI OH HU3MCHWJI BUI, ITOCJIC YCTO
TPpHUXKAbI INCJIKHUTEC JICBOU KHOIIKOU MBbIIITH

BeprukansHbiii Y nep>kuBasi Haxatou kiasuiny [Alt], ycranoBure
OJIOK TeKCTa  yKa3aTelb B HAyalo BBIIACICHUS U, LICIKHYB Je-
BOM KHOITKOW MBIIIIH, BBIICITUTE OJIOK TEKCTA

1.2.2. YcranoBka pa3mepa, Bujaa
U HavepraHus wmpudra

M3MeHeHne BHEIIHETo BHJIa TEKCTa Ha3biBaeTcs (popmatupoBanmem. I[lapamerpsl GpopmaTrpoBa-
HUSI TI03BOJISIIOT M3MEHATh Pa3jMYHbIC CBOICTBA TEKCTa — pa3mep, HadepraHue, user u T. x. Word
2010 mpenocTaBigeT LIMPOKHUE BOZMOXKHOCTH /111 U3MEHEHUS IapaMeTPOB KaK OT/EIbHBIX CUMBOJIOB,
TaK U 1enbix ab3aues. [lepen Tem kak popmMaTHpoOBaTh CIOBO WM (PparMeHT, €ro He0OX0IUMO BbIjie-
JUTb.

Bce nelictBus, cBsizaHHble ¢ (oOpMaTUpOBaHUEM, OTOOpaxkeHbl Ha maHenu Illpugpm BrIaaxu
I'nasnasa. B none IHlpughm: MoxHO BEIOpaTh BUJ UCIIONB3yeMoro mpudTa, a B nosie Hauepmanue —
HauepTaHHe CUMBOJIOB: OOBIYHOE, MOIYKHUPHOE U (WIH) KypcuBHOE. [ TONOJHUTENbHBIX (PYHKIIHA
paboThl ¢ popMaTOM CHUMBOJIOB HCIOJIb3YETCSl KHOMIKa B mpaBoM yriy nanenu Illpughm. Ee nHaxa-
THE BBI3BIBAET quagoroBoe okHo Ilpughm (puc. 1.8).

Wpndt [
Wt | fenesnmrensho |
LWipudTs HauepTanue: Pazmep:
BOchosnon Tekcn oBkIUHEI 11
“+3aronoEk - - | |8 -
[FOcrosHer reker (] ST 2 [
Agency FB nonyRApHBIA 10
Aharoni NONYAMPHEIA KYPOIS
- |1z -
Algerian =
LiseT Texcra: Doaueprmeanme: LiseT noaueprmeaHs:
[ Ao [ [wen ][ mee  [=]
BrooHMIMEHEHWE
SAYEPKHYTHIA Mankele NponMcHble
OFEOHHOE SaqepKMEaHME ECE MporiacHbIe
HaACTPOUHENR CpLITHIR

NoAcTpoHYHBLI

OBpaszeyn,

+OCHOBHOH TercT

LWpidT TemMbl ANA oHoBHOro Tekcra. Maionssyemeii wpndT onpeqenseTca Tekylwer Temoi
ACKYMeHTE.

[ﬂo YMONUEHWKS ] [Iem.—rosble sddexTEl.. ] I oK I [ OTMeHa ]
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Puc. 1.8. lnanorosoe oxkuo lpugpm

B Word 2010 cymectByeT OBICTpBIH CIIOCOO (OpMATHPOBAHMSI TEKCTA P TTOMOIIN CHEIUATLHON
BCIUIbIBatoeil nmanenu. Ecnu BeigenuTh GpparmMeHT TekcTa (0053aTENbHO C MOMOIIBIO MBIIIH), TOSIB-
JSIeTCsl TIOJIYNIpO3pavHasl maHenb. [Ipy HaBeneHUHM Ha Hee Kypcopa MBIIIM TaHedb TepsieT Mpo3pad-
HOCTb U CTAaHOBUTCS JOCTYITHOM [1s popmaTupoBanus (puc. 1.9).

Times Ne » |14 = | A" 47 gj _
Xglu=sw-A-F
Word 2010

Puc. 1.9. Munu-nanens ¢opMaTupOBaHUS TEKCTa

3aoanue 1.6

1. Omkpotime ¢haiin 3adanue 1.3.

2. B 3aeon06xe mexcma ycmanosume pazmep wpugpma 16.

3. Bo smopom abzaye ycmanosume pasmep wpugma 10.

4. B nepsom abzaye ycmanosume éuo wpugma Times New Roman.

5. Bo emopom ab3aye ycmanosume 6uo wpugma Arial.

6. Hauepmanue 3aeconosxa ycmanosume — Kypcue, Honyscupnutii, nepsoiii absay — Ioouepk-
Hymotil, émopotul abzay — Kypcue, Iloouepkuymutii.

7. Coxpanume mexcm na oucke «mserver» (Z):\  gpaiine ¢ umenem 3aoanue 1.6.

1.2.3. KonupoBanue ¢opmara mo oodpasny

B Word cymecTByeT BO3MOXXHOCTh KOIMpOBaHMs (opmata 1o obpasiy. [[ns Toro 4Todsl ckomu-
poBatb opmaTHpoBaHue ab3ara win pparMeHTa TeKcTa, HeoOX0AUMO:

1) BeIaeTUTDH (parMeHT (Mau ab3all) ¢ Hy>KHbIM (popMaTHpOBaHUEM;

2) Ha HaHeI! Bygep oomena BKJIaIKU I'nasnas Ha)KaTh KHOTIKY
;

3) BeigenuTh (parMeHT (Wiu abd3air), K KOTOpOMy TpeOyeTcsi IPUMEHUTh BhIOpaHHOE (HOpMaTUPO-
BaHue. [Ipu 3TOM ykazaTenp MBIIIM IPUMET BHJT KUCTOUKH.

JanHblil cioco6 ¢opMaTHUpOBaHUS MPUMEHSETCS TOJBKO K OJHOMY BBIIEJIEHHOMY ()parMeHry.
YroObl NepeHecT! BhleIeHHOE (JOPMATUPOBAHUE HAa HECKOJIBKO (hparMeHTOB TEKCTa, HEOOXOAUMO:

1) BeIENUTH (parMeHT (1K ab3air) ¢ Hy)KHBIM GOPMAaTHPOBAHUEM;

2) BBINOJIHUTE JBOMHOM METI0K M0 KHOMKLZ** == | "Opa 3aduKcHpyeTCcs B HAXKATOM IIOJIOMKE-
HUM, YTO XapaKTEePU3UPYyeT aKTUBALIMIO PeXMMa KOMMPOBaHUs popmara,

3) mpoKpy4rBas TOKYMEHT, LICIKHYTh MBIIIBIO HAa TEX CIOBaX, K KOTOPHIM ITPUMEHSETCsI BHIOpaH-
Hoe (opMaTHPOBAHHUE;

JUTS BBIXO0JIa u3 3TOrO pexuma MMOBTOPHO HaXXaTb KHOTIKY
3aoanue 1.7

1. Omkpoume aiin 3adanue 1.6.

2. Cxonupyime hopmamuposanue nepeo2o u npumenume OAHHbLL opmam 0t 6mMopo2o ab3a-
ya.
3. [{ns nepeoul cmpoku mexcma ycmanosume cieoyiouee opmamuposanue: pamep wpugpma —
12, nauepmanue — Kypcus, 6uo wpugpma — Arial.

4. [Ipumenume OaHHbIlL hOPMAm KO 6CeM HEUEMHbIM CIMPOKAM.

5. Coxpanume mexcm na oucke «mserver» Z:\ ¢ ¢gpatine ¢ umenem 3adanue 1.7.

1.2.4. YcranoBka mapaMeTpoB CTPaHHIbI

[Tpu paboTe c TEKCTOM B TEKCTOBOM PEIAKTOpE Ha dKpaHe MOHUTOPA TPAHUIBI O0JIACTH TEKCTa
0TOOpaXKarOTCs IITPUXOBBIMHU JTMHUAMU. PacCTOsSHIE OT TpaHMIBI A0 Kpas JIUCTa HAa3bIBACTCA TOJIEM.
Pa3zmep noseii ycranaBiuBaeTcsl B caHTUMeTpax. J{ist BeIOOpa BeIMUYMHBI MOJIEH cripaBa, clieBa, CBep-
Xy, CHU3Y, a Takxke (popMaTa JHcTa UCIONb3YeTCsl KHONKAa  BKIanku Pazmemka cmpanuywtl//[pyzue
pazmeppl_nonen (OO KHONKA B HYDKHEM npaBoM yriy nanenu Illpughym). Ha skpane mosBUTCS
JIAAJIOT(—-pe OElHO (puc. 1.10).

11



T p— jem == |

Opanew

Puc. 1.10. Iuanorosoe oxkHo Ilapamempsl cmpanuywt

B nunanoroBom okHe IHapamempur cmpanuyst B nonsx Bepxuee:, Huocnee:, Jleeoe:, Ilpasoe:
BBOJMTCS HY>KHBIN pazmep. [locie 3Toro Heo6X0AUMO MIETKHYTh [0 KHOTIKE .

3aoanue 1.8

1. B mexcmoeom ¢haiine ¢ umenem 3adanue 1.7 ycmanosume cnedy-roujue napamempsbl CMpaHuybl,
com:
eepxnee none — 1,5;
HuowcHee noae — 1,5;
neeoe noie — 2,5;
npasoe none — 1,5.
2. Coxpanume mexcm na oucke «mserver» (Z):\ é gpaiine ¢ umenem 3aoanue 1.8.

KOHTPOJIBHBIE BOITPOCHI

1. Ilopsooxk evidenenus cnosa, cmpoku, HeCKOIbKUX CIMPOK MEKCMA, NPeOdlodNCeHUs.

2. Ocobennocmu vloenenus ab3aya, HeCKOIbKUX a03ayes.

3. Cnocoowl svloeneHuss NPoU380JIbHOZ0 MEKCHOB020, (hpazmenma u 6ce2o OOKYMeHma.

4. Cnocoowl nepemeweniis (hppaemenma memooom «drag-and-drop».

5. llopsioox ycmanosku pasmepa wpugma 6 mexkcme.

6. Yecmanosia ¢popmama no obpa3zyy. llpumenenue ghopmama x HeCKOIbKUM hpacmeHmam mek-
cmg.

7. Yemanoska napamempoé cmpanuypbi.

1.2.5. ®opmaTupoBaHue ad3aines

dopmarupoBaTh ad3ail — 3HAYUT PACIIONIOKUTh €0 COOTBETCTBY-IOIIMM OOpPa30M OTHOCHTEIBHO
TpaHUI] CTPAHUIIBI (BBIPOBHSATH CIIEBA, CIIPaBa, MO MIMPUHE CTPAHHUIIBI, TIO IEHTPY CTpaHuIlpl). Dopma-
TUPOBATh a03aI] MOXHO C MIOMOIIBIO KHOMIOK ()OPMAaTUPOBAHUS Ha nanenu Hlpugpm Bxnan-
k¥ I nagnas. ESE=EES

KHomnku 03Ha4aroT (ciieBa HaMpaBo):

— BBIPABHUBAHUE T10 JICBOMY Kparlo;

— BBIPABHHUBAHUE T10 IICHTDY,

— BBIPAaBHUBAHUE I10 NPABOMY Kparo;

— BBIPABHUBAHUE I10 IITHUPUHE.

Paccrosinue Mexay cTpokaMu ad3ara MOYKHO YCTAaHOBUTH C TIOMOIIbIO KHOTIKU (Mumepean)
Ha rnanenu Aty Bknanku Inasnas.

YroObl YCTAHOBUTH OTCTYIIBI OT JIEBOTO M MIPABOTO Kpasi CTPAHUIIBI, a TAKXKE UHTEPBAJ MEX1y a0-
3a1amMu, He0OXOJAUMO OTKPBITh BKJIAJKy Pazmemka cmpanuybl v BOCTIOJIb30BATHCS HHCTPYMEHTAMH
nanenu Aéozay (puc. 1.11).

OTeryn WMHTepEan
‘EE Cnesa: |0 cw . | :: Ja: 0nr .
= Cnpaga: |0 cm . :: Mocne: |0 0T .

ABzay

il

Puc. 1.11. ITanens A63ay Bxnanku I’ naenasn

[TapameTpsl ab3aia Takke MOXHO 3a7aTh C TIOMOIIBIO THAJIOTOBOTO OKHA A63ay, KOTOPOE BBI3BI-
BaeTCS HAXKATHEM KHOIIKM B IPaBOM HIDKHeM yrinyl=hnenn @opmam. B nosBuBIIEMCS IHATOrOBOM
OKHE A63ay B onsax Omcmynst 1 HHmepeanvl yCTaHABINBACTCS HYXHBIN BU (OPMATUPOBAHUS.
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[Tpu popmaTrpoBaHuU BCEro JOKYMEHTA WM OTAEIBHBIX €ro ad3aleB He0OX0IMMO UCIOIb30BATh
BO3MOKHOCTH BBIJICIICHUS TEKCTA.

3aoanue 1.9

1. Omxpoiime ¢haiin ¢ umenem 3aoanue 1.8.

2. Omghopmamupytime nepewlil ab3ay meKkcma, UCHONIb3YS 8bIPAGHUBAHUE NO TEBOMY KPAIO.
3. [{ns nepsoii cmpouku abzaya coenavime omcmyn 1,5 cm.

4. Omgpopmamupyiime emopoti ab3ay mekcma, UCHOIb3YS 8bIPAGHUBAHUE NO NPABOMY KPAIO.
5. Omgopmamupyiime 3a201080K mexcma, UCNONb3Ys BLIPAGHUBAHUE NO YEHMP) .

6. Yemanosume unmepeanvt 0o u nocine abzaya 15 nm.

7. Coxpanume mexcm na oucke «mserver» (Z):\ ¢ ¢aiine ¢ umenem 3aoanue 1.9.

1.2.6. ABTOMaTH4YecKasi PACCTAHOBKAa INEPEHOCOB

[Tporpamma Microsoft Word no3BouisieT paccTaBisiTh IEPEHOCH B TEKCTE KaK MPUHYAUTEIBHO, TaK
U aBTOMaTW4ecKH. /{1 BCTaBKM NEPEHOCOB HYXKHO BBIOpaTh KOMaHAy Paccmanoexka nepenocosé uHa
nanenu Ilapamempor cmpanuybr Bknaaku Pasmemka cmpanuybi. B 0KHE MOXXHO 33[aTh HY)KHBIN
Croco0 pacCTaHOBKHU IEPEHOCOB — Agmo wnu Pyunas. BbpI30B 1MaNoroBoro OkHa ¢ ImapameTpamu
PACCTaHOBKH IIEPEHOCOB OCYILECTBIAETCS KOMaHnou Ilapamempwi nepenoca BbIIAA-IOMIETO OKHA
Paccmanoeka nepenocog (puc. 1.12).

PaccTaHoBKa NEpeHOCoE &lﬂ—hj

{ABTOMaTWYECKEA PACCTaHOBKE NEPEHDCDE}
| Neperocsl B cnogax ks MPOMMCHDBIX BYKB

LLMprHa 3oHbI NEpEHOCE CNOB: 0,63 cm

ALk (4]

MaKc, YMCno NocNEaoBaTENEHEIX NepeHocoE: | (HeT)

MPUHYAWTENEHD. .. [ QK ll OTHMEHS |

Puc. 1.12. lnanoroBoe okHo Paccmanoeka nepenocos

3aoanue 1.10

1. B mexcme ¢aiina 3aoanue 1.9 paccmagome neperochwi.
2. Coxpanume mexcm Ha oucke «MServer» (Z):\ ¢ ¢gaiine c umenem 3adanue 1.10.

1.2.7. PabGora ¢ 3aKkJaJiIKaMH M THIEPCCHLIKAMH

Jis ynobcerBa nepeMerieHus no O0IbIIMM TEKCTaM MOKHO HMCIIOJIb30BaTh BO3MOXKHOCTH TUIIEPCCHI-
JIOK U 3aKJIaJI0K. 3aKjaJka B TEKCT, B TO MECTO, K KOTOPOMY IpUIETCS 00palaThCs, BCTaBISAETCS KO-
MaHI0N MeHIO Bemaekal3axnaoka.... Tlepen sTuM Kypcop yCTaHaBIMBAeTCsS TaM, Kylda BCTaBIISIETCS
3akyaaka. B nosBuBmiemcs auanoroBom okHe (puc. 1.13) Hy)kHO yka3aTh MMsL 3aKIaJK1 (MMEHa 3aKia-
JIOK Ha4MHAIOTCs ¢ OYKB U HE coJepaT MpoOesIoB) U HIETKHYTh IO KHOIKE mg
ER— [ =

HMA 3aKknanxkm:

Saknanka HNoBaBrTe

MopRaok: (@) uma

rnonoMeHne

CKpbITHIE SaKNaakmn

OTmeHa

Puc. 1.13. JlnanoroBoe okHO 3axiaoka

['MIIepCChIIKM YCTaHABIIMBAIOT CBS3H C JIFOOBIM 00bEKTOM TeKCTOBOrO pemakropa Word — ciioBowm,
PUCYHKOM, TUATPaMMOM U T. 1., — TJe ecTh 3akianaka. C 3Tod 1eablo He0OXO0AUMO BBIICTUTH OOBEKT,
JUIE  KOTOPOTO YCTaHABIMBAaCTCS CBSA3b C 3aKIQIKOH, W BBIIOJHHUTH KOMaHAy Bcmas-
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kallunepccolika....

B oTkpbIBIIEMCS 1MaN0roBoM OKHE B rpymne Ceazamp ¢: HEOOXOAUMO BBIOPATh IIYHKT MECHIOM 8
O00KyMeHme, U3 TIOSIBUBILETOCS CIIMCKA BHIOPATh HY)KHYIO 3aKJIAJIKY (€CITH UX HECKOJIBKO) U MIETKHYTh
110 KHOIIKE @

3aoanue 1.11

1. Omkpotime na oucke «mserver» (Z):\ mexcmoswiii ¢haiin ¢ umenem 3adanue 1.10.

2. B Hauane ooxymenma Hao 3a20108kom ciesa eseoume. OKOHYaHHE TOKYMEHTA.

3. Coszoatime 3axnadky 6 3azonoeke ¢ umenem Hauano.

4. Ha nHosotl cmpanuye ookymenma cieséa esedume’. Hauano qokymeHTa.

5. B cnosocouemanue Hauano 0okymenma sécmagome 3axkiaoxky ¢ umenem OKoHuanue.

6. B nauane dokymenma 6 cnogocowemarue OKoHuanue OOKyMEHmMA 6CMAGbMe UNEPCCHLIKY, CE5-
3v18aIOUYI0 €20 ¢ 3aKnaokoli OKoOHuaHue.

7. Ha nosoti cmpanuye 0okymenma 6 cinogocouemanue Hauano ookymenma ecmasbme cunep-
CCHUIKY, c853b18aOWYI0 e2o ¢ 3axknaoxou Hauano.

8. Coxpanume mexcm na cemesom oucke «mserver» (2):\ ¢ ¢paiine c umenem 3aoanue 1.11.

1.2.8. Pabora ¢ KOJOHTHTYJIAMHU

KosonTuTy)1 — 370 TeKCT M (WIKM) PUCYHOK, KOTOPBIM Ie4yaTaeTcs BHU3Y WM BBEPXY KaKIOM

TpaHUObl OOKYMCHTA (3a o0J1a- CTbIO PCHAKTHPOBAHUA TGKCTa). B

aBHCHMOCTH OT MECTa pacroJio- KeHUs (Ha BEpXHEM MM HUKHEM

I10JI1C CTpaHI/II_ILI) KOJIOHTUTYJIbI " " OBIBAIOT BCPXHHUMH U HUKHUMU.
BepxHui HuzHIA Homep

,Z[JISI CO3aHnA  KOJIOHTUTYJIA KOAOHTHTYA ™ KOAOHTUTYA ™ CTPAHMUE ™ HYXXHO BI)I6paTI) nadens Koson-
mumynel BKIaaku Bemaska (puc. L 1.14).

[Ipu naxxatnu kHOnkl=l mOsAB- Pﬂcéi-gj‘]‘égﬁ%"aﬁ?46°T“ JSeTCS HUCIAJAIONIEee MEHIO JUIS
3a1aHus He00X0auMoro ¢opmMara KooHTUTYyna. [lo okoHuaHuu pa-
OOTHI ¢ KOJIOHTUTYJIAMH HaXKUMaET] m?m omKa

3aoanue 1.12

1. Omkpotime na oucke «mserver» (Z):\ mexcmoswiii ¢paiin ¢ umenem 3adanue 1.11.

2. Yemanosume 6 kauecmee gepxue20 KOIOHMUMYIA HOMEP CIMPAHUYbl U omgopmamupylime e2o
no yewmpy. Ycmanosume pasmep wipugpma xoronmumyna 14.

3. B HudICHUll KOTOHMUMY1 Cle6a YCManosume mexkywyo 0amy, a Cnpaea — mexyujee 8pemsi.

4. Coxpanume mexcm Ha cemesom oucke «mserver» (2):\ 6 ¢aiine ¢ umenem 3adanue 1.12.

1.2.9. Tadyasiuus

[TpuHIMN MCcTONB30BaHUS TAOYJISLUU COCTOUT B CO3[JaHMU B a03alle TaKk Ha3bIBAEMbIX MO3HMLIUHN Ta-
Oynsitiuu (OTCTYIOB Pa3IMYHOTO THIIA) C MOCIEAYIOIMMUM HcTojib3oBanueM kiasuiu [ Taé]. Kaxmnoe
Ha)kaTHe KJIaBull [ 7af] cMemaeT TeKCT 10 OYepeHON MO3ULKN TaOyIISIHH.

Jluneiika opmMaTHpoBaHUs MO3BOJSET YCTAHOBUTH JII0O0H U3 MapkepoB TaOynsauuu. [ns aToit ne-
JM CIIY’)KUT IMUKTOIPaMMa B JIEBOM 4acTH JIMHENKN . OMHApHBIN MIEIYOK MBIIIN TOOYEPETHO MEpe-
KJtoyaeT Y mapkepa. [lomecTuts Mapkep Ha JIMHEHKY (OpPMAaTHPOBAHUS MOKHO, IIETKHYB MBIIIBIO
B HY)XHOM MecTe Ha JMHelke. Eciu nmeperamuTh Mapkep Mo JUHEHKe, M3MEHUTCS MO3UIHs TadyIs-
uU. Y JaIUTh YCTaHOBJICHHBIN MapKep TaOyNsSLUK MOKHO, IEPETAILIUB €0 3a IPEIeNbl JINHEHKHU.

s ynpaBieHus no3unueit Tadysaiun yao0HO MCIIONIb30BaTh AUAI0roBoe okHO Tadynayus (puc.
1.15) Ansa ero BeI30Ba HEOOXOAUMO OTKPBITH OKHO A03ay M Ha)KaTh B €T0 JIEBOM HUKHEM YTy KHOII-
Ky

TaGyssumns

3aoanue 1.13

1. Bxarouume pesxcum Heneuamaemoie cumd T (mabynsayus 8 mexkcme Oydem omoopa-
AHCAMbCsl 8 BUOE MATICHLKUX CIPENOK).

2. Haoemume xknasuwy [Tad]. Beeoume nepsoe cioso, ycmanosume mapkep maodynayuu Ha
nunetixe (9 cm), HClJfCM xknaeuwty [Tab]. Beeoume uucho.

3. [[na nocredyrowux cmpok nocie 6600a nep6o2o cioea Haxcmume kiasuuty [Ta6) (xypcop as-
momamuueckuy nepetioem 8 noi0diceHue mapkepa maoyniayuu,):
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Hommap CIHA.........ccocvene 36,45

EBPO cvviiiiiii 50,82
YKpauHCKasi TPUBHA............... 3,82
@DYHT CTEPIAMHIOB ................ 48,00
IBeiiniapckuit PpaHK .......... 31,50
SIMOHCKAsA MEHA.............ccenn. 0,35
KHUTAaHCKUH I0QHD ....vvvvvvvvvnnnns 4,80

4. Bvioenume seco mexkcm.

5. Omkpotime ouanoecosoe okno Tabynauus, ¢ none 3anoanumensv ycmanosume Qiadcox 8
nynkme , , 3akpotime oxkno Tao; , Haocas kHonky 0Kl

6. Coxpanume mexcm na cemegom oucke «mserver» (Z):\ e ¢paiine c umenem 3adanue 1.13.

Tabynauua L ? iﬂ-]

Moz Tabynawm: Mo yMonYaHuo:
| 1,25 z

ByayT yoaneHs::

EbIpaBHMBaH1E

@) no nesoMy KpaK no UeHTPY o NPasoMy Kparo

No pasaenTent Cu4epTon
3anonHUTens

9 1 (HeT) 2o e

4
Yaanute Bce

[ OK ]| OTMeHA |

Puc. 1.15. lnanoroBoe okuno Tabynauus

1.2.10. Padora co cmuckamu

B Word nmerorest cienmanbHble CpecTBa, MpeJHasHadeHHbIe Ut paboThl co cnrckamu. Ha mane-
mu A63ay Bxnanku I'nagnas npenycMOTpeH HAOOP MHCTPYMEHTOB Il OPOPMIICHHSI CITUCKOB MapKH-
POBaHHOT0, HYMEPOBAHHOTO ¥ MHOTOYPOBHEROLA: .

YroObl cO3/7aTh CITUCOK, HEOOXOIUMO BBl ro-oJIeIYIOIINE ICHCTBUS:

1) BeIENUTD a03albl, KOTOPBIE TPEOyeTCs ClIeNnaTh YIEMEHTAMH CITUCKa, A YCTaHOBHTH KYpCop B
TOT ab3aI11, C KOTOPOro OyAeT HAUMHATHCS CITUCOK;

2) naxatpb kHonkY—1 (Mapxepwor) mal—]  (Hymepayus) na nanemn Aé3ay. Beibop Tnma mapke-
pa WM THIAa HyMepalui OCYIIECTBISAETCS B paCKpI)IBaII%lHICMCSI CIHCKE KHOMKU HaKaTHEM CTPEJKH

I[Ipumeuganue. B mporpamme Word ectb BO3MQOKHOCTH CO37@aHHST MHOTOYPOBHEBOTO CITHCKA IPH
MOMOIIY KHOTIKH (Mnozoypoenesutii cnuclEJ Ha naHenu A63ay Bxnanku I naenas.

3aoanue 1.14

1. Cozoaiime nymeposanmwiti u MapKupOBaHHbIlL CHUCKU CO2NIACHO NPEOCMABIEHHOMY HUMCE MeK-
cmy.
CemeiicTBo nporpamm Office

TexcroBbIii mpoueccop MS Word
1. dopmaTrpoBaHHe TEKCTA.
2. Co3aHue CIIMCKOB.
3. Pabora ¢ Tabmumnamu.
4. Koncrpykrop ¢hopmyit.
5. OdopmieHne TEKCTOBBIX JIEMEHTOB.

Tabanunblii npoueccop MS Excel
v ®opMATHPOBAHUE JIAHHBIX C MCIIOIb30BAHUEM PA3IMUHBIX IPU(TOB U CTHIIEH;
v’ 06paboTKa TaHHBIX P TOMOIIH (OPMYJT;

CO3/JaHUE U PEAAKTUPOBAHKE AUATPaMM H IpadHKoOB;

v/ pabota co cTar. u GuH. GYHKIUAMY;
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v/ paboTa ¢ MaKpocaMu.
CYBJI MS Access
* Co3nanue U MOTU(PHUITUPOBAHKE TAOTUIIBI TaHHBIX
* YCTaHOBIICHHE CBSI3M MCKIY JaHHBIMHU;
* CO3JaHUE 3aIPOCOB U3 0a3bl TaHHBIX;
* UCIOJIb30BaHUE (DOPM M OTUETOB IS IIPEICTABICHHUS JTaHHBIX.
2. Coxpanume mekcm na cemesom oucke «mserver» (Z2):\ e ¢aiine ¢ umenem 3adanue 1.14.

1.2.11. Co3aanue orJiaBJIeHUS

B penaktope Word cymiecTByeT BO3MOXKHOCTb CO3/IaHHSI OTJIABJICHUI — CIIUCKA 3ar0JIOBKOB, KOTO-
PBIi MOXHO pa3MECTHTh B YKa3aHHOM MecTe (OOBIYHO B Hayajie WK B KOHIIE JOKYMEHTA).

OrnaBiieHHe MPECTABISET COOOW CIIMCOK BCEX 3arojOBKOB M IOJ3aroJOBKOB IJIaB, Pa3leiioB U
JpYrux 4acTeil TOKyMeHTa ¢ YKa3aHHeM HOMEPOB CTPaHUII.

JJis BBIIENIEHUS 3JIEMEHTOB OTJIaBJICHHUS HEOOXOAUMO:

1) BBIIETUTD TEKCT, KOTOPBI TPEOYeTCs BKIIOYUTH B OTJIABJICHHE;

2) Ha BKJIQ/IKE Ccolnku B MaHeun Oznaenenue HaXaTh KHOTIKY

(puc. 1.16);

3) B crimcKe BBIOpATh YPOBEHB, K KOTOPOMY OY/IET OTHECEH BBIJICICHHBIN TEKCT (Hanpumep, Ypoesers

1 11 TIABHOTO YPOBHS OTJIABJICHUS).

m [nagHan EBcTaeka PazmeTka cTpaHuubl CERIAKK Pad
[ - -
,E[cﬁaﬁm'b TeKcT ] .&Ri E‘] BCTaBuTe KOHLUEBYIO CHOCKY

He BKAKOYATE B OrNABNEHNE AKC”‘W”O”-'-“ LS

OrnasneHune

YpoBeHb 1 EI MokazaTe cHO KK

CHocku Ta
YpogeHs 2

-|-L-|--|ﬁ-1g\'|-
E‘ YpoBeHs 3 T

Puc. 1.16. Brirrouenue BBIIEJIEHHOTO TEKCTA B OTJIABJICHUE

[Tocne Toro xKak BceM 3arojioBKaM MPUCBOEHBI HEOOXOJMMBIE YPOBHHU, MOXHO (HOPMHUpPOBATH OT-
naBiieHue. [{j1sg BCTaBKM OIVIABICHMS CIEAYET IOMECTHTh Kypcop B TO MECTO, KyJla OHO Oy/eT BCTaB-

HO. 3aTe€M HYXKHO OTKpBITh BKIAAKy Ccbiiku, Ha naHenu Oznaenenue HaXaTb KHOIKY -
E{E, B IIOSIBUBLIEMCS OKHE BBIOPATh IYHKT A6mocooupaemoe o2nagienue.

3aoanue 1.15

1. Cozoaiime oznasnenue k mexcmy 3adanua 1.14.
2. Coxpanume mexcm Ha cemegom oucke «mMserver» (Z):\ ¢ gpaiine ¢ umenem 3aoanue 1.15.

1.2.12. Tlouck W 3aMeHa TEKCTa

HpI/I pa60Te C TEM UJIM UHBIM JOKYMCHTOM MOKHO BBIIIOJIHUTH ITOUCK TCKCTA 110 3a/IaHHBIM YCII0-
BUSAM.

3aoanue 1.16

1. Omkpoume aitin ¢ umenem 3aoanue 1.14.
2. Packpoiime cnucox komano ons kHon[Brai ] na nanenu Pedaxmuposanue sxnaoxu I'nas-
nas u evibepume nynxm Pacuuupennsiii ROUCK, Kax NOKA3aHO HA PUCYHKE.

& Haﬁm:]

Haiitu

PacwmpeHHEIR NOWCK. ..

Mepeir..,

3. B nossuswemcs oxkue 6 nose Haitmu: ssedume mexcm — CTart. u weakHume no nynkmy Haitmu
oanee (Oaumwvlll (hpazmenm mekcma 8vl0eIumcs). 3amem evloepume KOMaAHOy 3ameHums u 8 nojie
3amenums na: 66edume mexcm — CTaTHCTUICCKAMU.




Haliti 1 3ameHnTs. @

HaiiTh | 3amMeHuTs ‘Depeﬁm
Halimi: |:raT. |z|

3amMeriTe Ha: |LTETV|LTMHECKMMM |z|

[ SaAMEHNTE ] [3EMEHMT|:| gce] IHaiTMna.nee | [ OTMeHa ]

4. 3amenume 6 OaHHoM mekcme c1080 PUH. Ha PUHAHCOBBIMHU.
5. Coxpanume doxymenm na cemesom oucke «mserver» (Z2):\ ¢ gpaiine ¢ umenem 3aoanue 1.16.

1.2.13. HenmeuaTraeMbie CHMBOJIbI

Psan cuMBOIOB: cCMBOJI OKOHYaHHUA a03a1ia, mpoOesbl, YCIOBHbIE IEPEHOCHI, CUMBOJIBI TAO YIS,
CKPBITBIHM TEKCT U T. Jl. — HA3bIBAIOTCS HelleYaTaeMbIMHM CUMBOJIAMH. VX MOXHO yBUAETh Ha SKpaHe,
€CJIM Ha)kKaTh KHOIIKY (Omoopasume éce 3naku) Ha naHeaIM HHCTPYMEHTOB A63au BKiaaku Inae-

Hasn.

1.2.14. BcraBka cHMBOJIOB

UToObI BCTaBUTH B JJOKYMEHT CHMBOJI, OTCYTCTBYIOIIMI Ha KJIABUATYpe, MOKHO BOCIIOJIbH30BATHCS
xomaHjoi Cumeon Ha nanenn Cumeonwvl BKianaxku Bemaska. B Beinagaromem okHe OyayT MpeacTaB-
JIeHbl HauboJiee 4acTo UCIOJIb3yEMbIE CIELIMaIbHbIE CUMBOJIBL. ECIM HU OMH U3 HUX HE MOJXOJUT,
BbIOEpUTE NYHKT /py2ue cumeoibl — OTKPOETCs [uaoropoe okHo Cumeon. 3necs B none Hlpugpm

HEOOXO0MMO yKa3aTh Ha3BaHHE MIPUPTA C HY)KHBIM cUMBOJIOM (puc 1.17).
_ LA

CyvmBson

CUMBONBI | CneuanbHele SHaKk |

Wpndy: [(oBeneii Texcr) [=] Habop: [ocostan natmmius []

THEBADEIRNEEREN - BN
1|2(3(4|5|6|7|8|9|:|:|<|=|=|?\@A
B|/CIDEF|IGH|I JIKILMN|O|P|QIR
S|ITIUIVIWIX|Y|Z| [|\V][]]|~]_ alblec

FaHee MToNbI0EAEIWMECH QMME0NLI

-le|c[#[e[®[™+|# <[] [~|w|n|a]B]
Hyphen-vinus Kon sHaka: 0020 wa: |IOHMKon (WwecTH.) :I

[ ABTOIEMEHE. ... ] [ CoueTaHue KNasuu. ... ] CoyeTaHWe KIasuw:

BcTaBMTE OTMeHa

Puc. 1.17. IlnanoroBoe OKHO BCTaBKH CHUMBOJIOB

Yr10o0OBI CHMBOJI BCTABUThH B AOKYMCHT, HY’KHO ABAXX/JbI ICJIKHYTH 110 HEMY MBIIIBIO.
OOmmpHbI HAaOOp TOJIE3HBIX CHMBOJIOB MOXKHO HaiiTh B cieay-tommx mpudTax: Webdings,
Wingdings, Wingdings 2, Wingdings 3.

1.2.15. BcraBKa CHOCOK

CHocka npezcraniser co0oif uugpy (uau OykBy) HaJl MOSICHIEMBIM CIIOBOM (B BUJI€ BEPXHETO MH-
JIeKca), ONpeAeTIIONIYIO €€ MOPSIKOBBIA HOMEp Cpelld BCeX CHOCOK B JJOKyMeHTe. Takas CHOCKa Ha-
3bIBAETCS OOBIYHOM.

Cy1ecTBYIOT KOHIIEBbIE CHOCKH, KOTOpPBhIE OTOOpa)KalOTCsl HE BHU3Y CTPAHUIIBI, a B KOHLE JOKY-
MEHTA.

OrpanuyeHus Ha JUIMHY U O(OpMJIEHHE TEKCTa CHOCOK OTCYTCTBYIOT. JlomyckaeTrcs M3MEHEeHHe
pa3enanTenst CHOCOK — JIMHUH, OTJIENAIONIECH TEKCT TOKYMEHTa OT TEKCTa CHOCKH.

B Microsoft Word IIPOU3BOIUTCS aBTOMATHYECKas HyMepauus
CHOCOK, CKBO3HAsl T10 BCEMY JOKYMEHTY HJIM OTAEIBHO JJIS KaKJ0Tr0 pasena.

[Ipu mepeMerneHuy, KOMUPOBAHUM WM YHAAJCHHUM aBTOMATUYECKH HYMEPYEMBIX CHOCOK OCTaB-
IIMEeCs 3HAKU CHOCOK (3HaK CHOCKH, YMCIIO, 3HAK MJIM COUYETaHHE 3HAKOB, YKa3bIBAIOIME HA HAIUYHE B
CHOCKE JIOTIOJTHUTENIbHBIX CBEJICHHI) aBTOMaTUYECKH HYyMEPYIOTCS 3aHOBO.
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JIJist BCTaBKUA CHOCKH B JJOKYMEHT YCTaHOBHTE KypCOp B TO MECTO JOKYMEHTa, Iie HEOOXOIMMO
BCTaBUTh CHOCKY, 3aTeM Ha naHenu Crocku Bknanku Ccsliku BbuiOepute KoManny Bemasumo cHo-
CKY.

[Tocne 3Toro Kypcop aBTOMaTHYECKU MEPEMENIAETCsl B KOHEIl CTPAHUIIbl, HA KOTOPOW yCTaHaBIU-
BaeTCs CHOCKA, B 00JIACTh KOJIOHTHUTYIIA, TJIe HY)KHO BBECTH TEKCT CHOCKU. K CHOCKaM, KoTopbie Oy-
JyT BCTaBJICHBI TI03KE, AaBTOMATHYECKY IPUMEHSETCS HY>KHBIN (popmar.

3aoanue 1.17

1. B ooxymenme 3aoanue 1.2 nocne cnos cetn UIHTEpHET 6cmasbme 0ObIUHYIO CHOCK)Y C MeEK-
cmom VIHTepHeT npeacTaBisier coOol HeKoe BUPTyalabHOE 00beIUHEHUE, UMEIOIIee CBOe COOCTBEH-
HOe UH(OPMALIMOHHOE ITPOCTPAHCTBO.

2. Coxpanume 0OKyMeHm Ha cemesom oucke c umMeHem 3aoa-
Hue 1.17.

KOHTPOJIBHBIE BOITPOCBHI

1. llocmpoenue abzaya 6 Word. Kax nauame noswlii ab3ay u HO8YI0 cmpoKy?
2. 6H3M€H€Hue napamempos abzaya 6 pedakxmupyemom 0oKkymenme. Hzmenenue napamempos 00-
H020_ab3aya.
3. ycanlaﬂogka MeAHCOYCMPOUHQ20 UHMEPBANA U UHMEPBANLA MedHcOy coceOHumu cumsonamu. Cno-
Co0bl BKNIOUEHUS ABMOMAMUTLECKOU PACCMAHOBKU NEPEHOCO8.
. Honsamue eunepccolaku u 3akiaoku. 1lpasuna pabomul ¢ eunepccolikamu.
Cnocob ycmanosku (yoajieHus) 3aKiaoxu.
. Llonsamite maoynayui. Cnocoowl 0006asienus u yoanieHuss CUMBOL08 madyiayuul.
. Hacmpouxku napaMemgaoe maoyAyuu.
. Honsmue cnucka. Budwl cnuckos, cozoannvix ¢ MS Word.
. Cnocobwl npeobpazosanus meKcmosoeo gpazmenma 6 CRUCOK U HA0OOPOM.
. Cnocobul copmipogku cnucka.
. Llonsimue ocnasnenus goxymenma. Cnocobwl e2o opmupo8anus u HaxodcoeHus 8 0OKymMeHme.
. 3amena mexcmogozo pdemenma 8 HeKOMoOpPoU Yacmu OOKyMeHma.
. llonamue neneuamaembix cumeono8. MIx npocmomp 8 0oKymenme.
.’)Hop}ZOOK 8CcmMasKu 8 OOKYMeHm cneyuaivho2o cumeond. Kaxue cumeonvt docmynnuvr ¢ MS

= ENENENEVEN
O WM OWOO~oUTN

1.2.16. PaGora c 0ydepom oomMeHa

MOoIIHBIM HHCTPYMEHTOM IpH paboTe ¢ MpHIIOKEHUsIMHU ceMeiicTBa Microsoft u oneparmonHon
cuctembl Windows siBisiercst Oydep oOMeHa nHpopmanueil — BUPTyalbHbI 00beM MaMsATH, MpeaHa-
3HA4YeHHBIN 11 0OMEHa JaHHBIMU.

B nporpammax Microsoft Office ectb cBoii Oydep oOMeHa, B KOTOPOM MOXHO XpaHUTh 10 24
371eMeHTOB. JlJI1 KONUpPOBaHMS WU MepeHoca BbleNeHHOW nHpopMaruu B 0ydep oOMeHa UCIONb3Y-
I0TCS1 KOMaHibl Buipezams v Konupoeame na nanenu Bygep oomena Bxnanku Inaenana (vmm u3
KOHTEKCTHOTO MeHI0). JlJi1 mpocMoTpa coJepkUMoro Oydepa oOMeHa HYKHO LIETKHYTh MO KHOIKE
B IIPaBOM HUKHEM YIUly naHenu bBygep oomena.

Conepsxumoe 6ydhepa oOMeHa MOKHO LilaBUTH B MOGOM MecTe TeKyIIero JOKyMeHTa Tu00 Apy-
roro, BHOBb OTKPBITOIO JTOKyMeHTa. J[Js 3Toro ucnonb3yercs komanjna Bemasums u3 meHo Bygep
obmena.

3aoanue 1.18

1. Omkpoume atin c umenem 3aoanue 1.14.

2. Omxkpotime ¢aiin ¢ umenem 3adanue 1.15.

3. B gpaiine 3aoanue 1.15 svioenume sce cooepacumoe OOKymeHma u ckonupyime 6 6ygep oome-
Ha.

4. B gpaiine c umenem 3aoanue 1.14 6 kxoney 0oxymenma ecmasvme cooepaicumoe 6ygepa.

5. Coxpanume dokymenm na cemesom oucke ¢ umernem 3aoanue 1.18.

Ipumeuanmue. [Ipu konupoBaHUM WK TIEpEMENICHUN (parMeHTa TEKCTa PSIOM TOSBISIETCS 3HAK
«Toptdens» C mapameTpaMu BCTaBKH (B j1e KHOMOK), KOTOpBIE CTAHOBATCS BHAHBI TMOO Cpa-
3y, MO0 MocJie MIeTYKa MBIIIM 10 3TOMY 3HaKy. B packpbiBaroniemMcsi CuCcKe UMEIOTCS ClIeTyIo-
II1e BapuaHThl (pOpMaTUPOBAHUS:

Coxpanump ucxoonoe gpopmamupoeanue — ctuinu U GopMaTUpOBaHUE, KOTOPbIE ObUIN MPH-
MEHEHBI K CKOITMPOBAaHHOMY (PparMeHTy, COXpaHsIOTCS;

Obveounumsv popmamuposanue — K TEKCTy TPUMEHSAETCS CTUJIbL KOHEYHOTro ab3ama. Takoke
MPUMEHSIETCS TMOJIb30BaTeNbckoe (OpPMAaTUPOBAHUE M CTUJIb TEKCTa, HAXOJSLIETroCsl HEMOCPECT-
BEHHO Tepe/l MO3ULMeN BCTaBKU;

Coxpanums monvko mekcm — u3 parmMenTa ynaisercs Bce (GopMaTHpOBaHHUE, B TOM YHUCIIE
TaKkHUe DJIEMEHTHI, KaK PUCYHKHM W TaOmuubl. K TeKCTy mpuMeHseTcss cTUiIb KOHEYHOro ab3aia, a
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TaKXC (bOpMaTI/IPOBaHI/Ie U CTUJIb TCKCTA, HAXOAAIICTOCA HCHIOCPCACTBCHHO IICPCH HO3I/ILIH€I>’I
BCTaBKH TCKCTA.

KOHTPOJIBHBIE BOITPOCBHI

1. Illopsook  konupoeanuss  u  nepemewjenuss  ¢paemenma  npu  nomowu  Oygepa

0bMeHa.
2. Konuposanue 6 6yghep obmena 00HOBpeMEHHO HeCKONIbKUX 00beKmMO8.
3. Cnocobwvl oyucmicu 0ypepa oomena. Cxorbko ppaemenmos 00HOBPEMEHHO MOAHCEM HAXOOUMbCSL

6 Oyghepe oomena?

JIABOPATOPHAS PABOTA Ne2

1.3. PABOTA C TPAOUYECKUMU OBBEKTAMMU
1.3.1. Co3nanmne rpauyeckux 00bHEeKTOB

JIOKyMEHT MOXKHO c/ieiaTh 0oJiee PUBIICKATEIbHBIM, €CITU JOOABUTh B HETO TpaduuecKkue 00beK-
Thl. C OMOIIBIO KHOIOK, PacloJIOKEHHbIX Ha mnaHenu Hanrocmpayuu BKiIanku Bcmaeka, nerko
n300pakaTh JIMHUH, CTPEIIKH, DIUTHIICHI, TIPSIMOYTOJIbHUKH, OKPYXHOCTH, TyT'H, CEKTOPBI U Pa3IHYHbIC
kpuBbie. [Tocne co3manust rpa@uIeckoro 00bEKTa €ro MOXHO 3aJIUTh I[BETOM I Y30POM, YBEIUYHTh
WIH YMEHBUINTH, IEPEMECTUTH, IOBEPHYTh, 36PKAIbHO OTPA3UTh, U3MEHHUTH I[BET U TUM TUHHUH. O0b-
€KThI B JJOKYMEHTE MOXHO TPYIIUPOBaTh, (HOPMUPYs CIUHBIN PUCYHOK, KOITUPOBATh U BCTABIISATH B
11000€ MECTO TEeKYIIEro JOKyMEHTa WK B Apyroi nokymeHnt. Co3nath mo0oi rpaduyeckuil 00beKT
MOYKHO C ITOMOIIBIO KOMaH bl MeHI0 Bemaskal Hnntocmpayuu (puc. 1.18).

Bcraska | PazmeTka cTpaHKugl Cehlnkmn Pacchinkn Peyers]

[
]
I
i

Tagnuua | PruoyHok KapTuHka Qurypel SmartArt Juarpamma CHHUROK

- -

[T1
o

Tabnuukl ManwcTpage

Pwuc. 1.18. [Tanens paboTsl ¢ rpaduuecKuMu 00BEKTaMU

Hcnonb3yst MHCTPYMEHTHI IaHHOM MaHe N, MO>KHO CO3/1aTh JIF0O0H MPOCTOM rpaduuecKuii 0ObEKT.
Jl1s aBTOMaTHYECKOro CO3/IaHUsl CIOXKHBIX (UTYp CIIEyeT OTKPBITh OKHO PDuzypel W BbIOpaTh
HYXHBII 00beKT (puc. 1.19). ar
P2 all o

N

jrrryped | SmartArt Juarpamma

MocnegHne KCNoONb30BaHHBIE UMy P
=~ OO A L L4 G
RN |
TNMunmn

SO TLTLTL T R ;e %
OCHOBHBIE DUIy Db
[LHO7TCO® AN OS]
O EO0O0E0@C = &
(G I RN N G [
DANYPHBIE CTPENKA

> A I L (R I T
€ @ v =n D ML dlf)
o

Brnok-cxema

OO0 FeScay
OCDCOAMBE X ¢ AVED
a0

BoIHOCKK
[ o 0 P I, O e e e
AT A 0 U0 AD AD g

3BE3Ab1 U IEHTBI

Puc. 1.19. Oxno @uezypwn
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Yto0BI TOCTPOUTH KaKOH-IHO00 rpaduiecKkuii 00bEKT, HEOOXOIUMO TIPOJIEIaTh CICAYIONINE IeHCT-

BUA:
1 OTKPbITh BKJIAAKY B cmaeKa, IICJIKHYTh MBIIIBIO 8(0) KHOIIKE

H
2) BBIOpaTh 00BEKT, KOTOPBIH CIIEAYET CO3/1aTh, IPH STOM KypCOp MPUMET BU KPECTHKA +;
3) yCTaHOBUTH Kypcop B TOUYKY, W3 KOTOPOH ILIAHUPYETCS HayaTh PHCOBAHHE, HAXKaTh JIEBYIO
KHOIIKY MBIIIM M, HE OTIyCKas ee, MepeMellaTh yKa3aTellb 0 MOJIYYCHHS HY)KHOTO H300paKCHHS
oOBeKTa.

I1 puMcUYaHuUC. I[J'ISI MHOI'OKpPATHOI'O pUCOBAaHUA (bI/Il"ypr OJIHOI'O THIIa ABAXJbl HAXKMUTC KHOIIKY C
I/1306pa}KeHI/IeM HY>XHOT'O oonekTa. Ilocie oxoHUaHUS pa6OTBI YCTAaHOBUTC YKa3aTcClib B JIFO00M
MECTC JOKYMCHTA U HAXKMUTC KHOIIKY MBIIIN AJI1 OTMCHBL BBI60pa HHCTPYMCHTA.

1.3.2. Boigesienue rpadpuueckux 00beKTOB,
H3MeHeHHe WX pa3MepoB M TepeMelieHne

B onuH npueMm o4yeHb TpyJHO MOCTPOUTH rpaduueckuii 00bEKT TpeOyeMoro pasmMepa U B HYXKHOM
MecTe, M03TOMY B TEKCTOBOM PEIaKTOpe MPEelyCMOTPEHbl Takue (PYHKUUU paboThl ¢ rpaduuecKuMU
00bEeKTaMHU, KaK U3MEHEHUE Pa3MEPOB U IIEpeMEIIEHUE UX OTHOCUTEIBHO CTPAHULIBL.

[Tpexne yeM U3MEHUTh pa3Mep U MOJO0kKEeHHE IrpauuecKoro 00beKTa, ero He0OX0JUMO BBIJCITUTb.
Jl1g 3TOrO HAO MPOJENATh CIENY-IOIINE NEUCTBHS:

1) noiBecTH Kypcop K rpagu4eckoMy 0OBEKTY TaK, 4TOObI OH U3MEHUII CBOIO (pOpMY, T. €. IPUHSLIT
BUI Uy

2) LICTKHYTh OJIUH Pa3 JICBOil KHOMKO# MbIH. [Ipu 3TOM rpaguueckuii 0ObEKT BBIICIUTCS.

Uto0bI I3MEHUTH pazMep Tpaguueckoro 00beKTa, HyKHO IPOU3BECTH TAKUE JEHCTBUS:

1) ycTaHOBHUTB Kypcop Ha OJMH U3 MAPKEPOB, IPH 3TOM KYPCOP JIOJDKSH NPUHSTH BUJT ;

2) HaXKaTh JICBYIO*RHOIIKY MBIIIN M, YICPKHUBasi €€, IIEPEMECTUTh MBIIIb B HAIPABICHUN H3MECHe-
HUSA pazmepa TaK, KaK ITOKAa3aHO Ha
puc. 1.20:

H3meneHnue 1o Beptu

H3menenne

110 TOPU3OHTAIH OHOBpEMEHHOE U3MEHEHUE

pa3MepoB MO BEPTUKATIU
1 TOPU30HTAIIU C yTJIa

Puc. 1.20. I3menenue pazmepoB rpaduyeckiux o0beKTOB

[Tpu noctrkeHUM TpedyeMoro pazMepa KHOMKY MBI MOYKHO OTITYCTUTb.

Jlis Toro 4ToOBl IepeMecTuTh rpaduyeckuii 00BEKT ¢ OJHOIO MECTa 3KpaHa Ha JIpyroe, HeoOXo-
VMO TMPOU3BECTHU CIEAYIOIINE NEHCTBUS:

1) ycTaHOBHUTH Kypcop Ha JIFOOYIO JIHHHIO rpﬁqmqecxoro 00BbeKTa (TOJIBKO HE Ha MapKep), YTOOBI
Kypcop MpUHSUI BUL s,

2) HaXKaTh JICBYIO KHOIIKY MBIIIH H, YACPKUBas €€, IEPEMECTUTh IrpaduuecKuil 00bEKT B HYKHOE
MecTO 3KpaHa. [locne nepeMenieHnst KHONKY MBIIIN MOYXHO OTITYCTHTb.

3aoanue 1.19

1. Cozoatime noswiti doxymeHm.
2. Yemanosume anbO0MHYIO OpUeHmayuio cCmpanuybl u ciedy-ouwue pazmepvl noet, CM:

eepxnee — 2,
HUdICHee — 2
Jnegoe — 5;

npasoe — 1,5.
Hcnonvzys nonyuennvie meopemuyeckue 3HAHUs, cozoaume 2paguueckuti 00vekm, npeocmas-
JICHHbLU HA PUCYHKE.

< NHpOopMalMOHHBIE CHCTEMBI >

0 |




Ilo cremenn aBTOMaTH3aIUN
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4. Coxpanume epaghuueckuii 0b6vekm na cemegom oucke <KMServer» Z:\ ¢ ¢aiine ¢ umenem 3aoa-
Hue 1.19.

\/

\"/

1.3.3. O6padoTrka rpapuyeckux 00HEKTOB

K o6pabotke rpaduyeckoro o0beKTa OTHOCATCS TaKHe ONEpPaIii, KaK ero oopamiieHue, ITPUXOB-
Ka, 3aJIMBKa I[BETOM, J100aBJIeHUE TEHH, 0O0beMa M T. M. J[JIs UX BBIMOJTHEHHUS HYXXHO HCIIOJIB30BATh
nanenu Bemaexa uzyp, Cmunu ¢uzyp, Cmuau WordArt na sxiiaake Cpeocmea pucosanus (puc.
1.21).

m [nasHan Beraska PazmeTka crpaHuLpl Cenlnku Paceinkn Pe

DES NOQ- & 2| 8a3anueia gurypu =
DAL LD d|-|E ﬂ *| & Karmyo dmryp =
R IRTAS N 7| O 3¢dexra duryp +
Crunu duryp n

LeH3uposarne Bua

A - | || Henpasaerine Texera -

@ 2

&3 Co3paTe a3

Bcraska uryp Crunn WaordArt £ Tekcr

Puc. 1.21. OcuoBHble manenu Bkaaaku Cpeocmea pucosanus/ @opmam

Te >xe onepanuy MOKHO IPOJIENAaTh C MOMOIILI0O KOMaH bl Dopmam ghuzypot.
CrnenyeT MOMHUTB, 4TO nepesl 00paboTKOM rpaguueckoro 00bEKTa ero Hy’KHO BbIIETUTh.

3aoanue 1.20

1. Omxkpotime ¢hatin 3adanue 1.19.

2. Usmenume mun aunuu 6 o6vexme « Mngopmayuonnsie cucmemvly Ha WMpUxosyo.

3. Usmenume monwuny 1unuu va 3 nm.

4. 3akpacvme 08ajl ¢ COOEPAHCAUUMCIL 8 HEM 3a20]108KOM « Hgopmayuonnble cucmemvly 6 CUHULL
yeem.

5. Usmenume yeem wmpuxo8ulx IUHUL HA KPACHBILL.

6. Uszmenume yeem HeUmMpUxo8vix TUHUL HA 3€/IeHbLIL.

7. K epaguueckum obvekmam mpex no03azonoekos: « Pyunvien, «Aemomamusuposannviey, «A6-
momamuyeckuey — 00basbme mensb U 00veM.

8. [lobasvme Ko cem cOeOUHAIOWUM TUHUAM CIPETKU.

9. Coxpanume epaguueckuii 0dvexm Ha oucke «MServer» (Z:)\ ¢ gpaiine ¢ umenem 3aoanue 1.20.
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1.4. IOBUIIUOHUPOBAHUE TEKCTA U PUCYHKA

1.4.1. IToBopoT rpajguyeckoro odbeKTa

B TekcToBOM pemakTope CymecTByeT BO3MOKHOCTh ITOBOPOTA rpaduueckux 00beKToB. s 3TOro

UCTIONIB3YeTCsl KHOIKA (ITosepnyms) wa nanelid] Ynopsaoouums sxnanku ®opmam, xoropas
BKJIFOYACT B Ce0sl HECKOJNBKO IYHKTOB [o oo o m (puc. 1.22).

Heobxomumo  Bbiienuts  aBrodurypy, | - _ pucyHok win o0bekT WordArt,
KOTOPBIH Tpebyercs noBepHyTh |d= MosepnToaneso ra o (OTpasuTh), U BBIIOJI-HUTH OJHO
H3 CJICAYHOIINUX ,Z[CﬁCTBI/IfII a‘ OTpasuTL GepHy BHN3

1) noBepHYTh Ha MPOM3BOJBHBIA YTOJ I\ Orwasurs ctesa Harpas (IpOM3BOAMTCS MIEPETACKUBAaHUEM
Mapkepa TOBOpOTa OOBEKTa B HYKHOM pesite fgRa e HANpaBICHUd W LIETYKOM 34
npeenamMmu 00BeKTa, yroObI | Acyrwe napavemosinosopora.. | 3a)UKCHPOBATH ITOBOPOT);

2) moBepHyTb Ha 90° BIEBO WM Puc. 1.22. Oxno BIIPABO;

3) oTpa3uth 00BEKT (CO3aTh 3€pPKallb- ITlosepnyms HOE OTOOpaKEHHUE).

3aoanue 1.21

1. B nHosom ookymenme cozoaiime ciedyrowyio epynny 06beKmos:

2. Coxpanume 0bwexmvl Ha cemesom oucke «mserver» (Z:)\ 6 ¢gaiine ¢ umenem 3adanue 1.21.

1.4.2. Tlopsaaok rpadpuyeckux 00HEKTOB

[Tpu BcTaBKe HECKONBKUX B3aUMOCBS3aHHBIX (UTYp (OJIOK-CXEMBI, KOJJIAX M T. I.) JKEIaTeJbHO
00BEeIMHATH UX B OJIMH PUCYHOK, HHAU€ OHU OYIyT pa30pocaHbl 10 JOKYMEHTY HE3aBUCHUMO JIPYT OT
Apyra.

Jns obGneruenust paboTsl ¢ rpadguyeckuMyU 00BEKTaMHU MOYKHO HCIIOJIB30BaTh CETKY, KOTOpas I1o-
KPBIBAeT CTPAHUILY HEBUAMMBIMU JUHUSAMU. [Ipy pucOBaHUM WM MepeMelleHMH 0OBEKTOB UX YTJIbI
BBIpaBHHUBAIOTCA 10 ee OmmkaiiimeMy y3imy. HecMoTpst Ha HEBUIUMOCTb, CETKAa IMOMOIaeT BbIpaBHU-
BaTh OOBEKTHI. J[J1s1 H3MEHEHUsI pacCTOSHUS MEXly TUHUSAMU CETKU UCHOJb3YI0T kKoMaHny Cemka u3
rpynnsl eiicmeun. BBIKIIIOUUTD CETKY MOXKHO, €CIU CHATh (pnaxok Ilpueazame Kk gpuzypam vnu
Ilpuesazamp k cemke B 11anoroBoM okHe Ilpuesaska k cemke.

[To ymomuaHHIO MHTEPBAJ MEXKAY JIMHUAMU ceTKU paBeH 0,25 cM, HO OH MOXXET ObITh U3MEHEH Kak
MEXy BEPTUKAIBHBIMHU, TaK U MEXJly TOPU3OHTAIBHBIMU JTUHUAMU MUHUMYM 110 0,01 cM, Makcumym

1o 55,86 cM. Uem MeHbIIIE PAacCTOSHUE MEXAY JIMHUSMH CETKH, TEM TOYHEe OyJIeT MepeMelicHHe
oOBeKTa.

e ————— WNHorna GbIBaeT Tak, 4To Mpu J00aBIEHUN BHYTPb rpadguueckoro oobek-
Th Ha pepenrii nnan Ta HAJAMUCH, OHA HCYe3aeT. DTO MPOUCXOAUT MOTOMY, UYTO TpapuuecKuit
Y Ha agnmit naan 00BEKT HaXOJUTCS Ha MEepeHeM IJIaHe, a HaJKuCh — Ha 3aHeM. VX pacmo-
[ Nepemecturt enepea JI0KEHHUE MOYKHO MTOMEHSTh, UCTIONB3Ys KoMauay Iopadoxk w3 rpynnsl /eii-
I cmeusn. llocne 3TOro Ha BKpaHe MOSABUTCA OKHO, IPEICTaBICHHOE Ha
B Momecrums nepen rekerom puc. 1.23, B KOTOpOM cieayeT BbIOpaTh HYXHBIH IYHKT.
E:l MaMECTHTE 33 TEKCTOM 3aoanue 1.22
P u c. 1.23. Hoamerto Iops- 1. Cozoatime epaguueckuii 06vexm credyoweo 8uod.
0ok w3 MeHIo /leiicmeusn
CrpyKTypa CUCTEMBI
JleneHTpann30BaHHAas Hepapxuueckas IlenTpanu3zoBaHHas
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mk:@MSITStore:C:\Program%20Files\Microsoft%20Office\Office10\1049\ofmain10.chm::/html/esdccRotateObjectToAnyAngle.htm##
mk:@MSITStore:C:\Program%20Files\Microsoft%20Office\Office10\1049\ofmain10.chm::/html/esdccRotateObjectToAnyAngle.htm##
mk:@MSITStore:C:\Program%20Files\Microsoft%20Office\Office10\1049\ofmain10.chm::/html/esdccRotateObjectToAnyAngle.htm##
mk:@MSITStore:C:\Program%20Files\Microsoft%20Office\Office10\1049\ofmain10.chm::/html/esdccRotateObjectToAnyAngle.htm##
mk:@MSITStore:C:\Program%20Files\Microsoft%20Office\Office10\1049\ofmain10.chm::/html/esdccRotateObjectToAnyAngle.htm##

2. Coxpanume e2o na cemegom oucke <Kmserver» (Z:)\ ¢ ¢aiine ¢ umenem 3adanue 1.22.

1.4.3. O0bennHenne rpaguyecKux 00bEeKTOB B I'PYNIbI

OObenuHeHNEe HECKOJIBKUX rpa@uueckux OOBEKTOB B OJHY TPYIIY MO3BOJISIET paboTaTh ¢ HUMU
KaK C OJJHUM 00beKTOM. TakuM 00pa3zoM MOKHO, B YACTHOCTH, U3MEHUTh HEKOTOPBIE MapaMeTphl (Ha-
puUMep, LIBET JUHHUM U TEHb) Y HECKOIbKUX OOBEKTOB CPa3y, YBEJIUYHUTh, YMEHBIIUTh, IEPEMECTUTH
WM TTIOBEPHYTh X BCE BMECTE.

Co crpynnupoBaHHBIMU OOBEKTaMH oOsieryaercs padoTa 1Mo M300paKeHUIO CIOXKHBIX rpaduue-
cKkuXx 00bekToB. CyllecTByeT BO3MOXXHOCTh CO3JIaHUSI TPYII BHYTPU JPYTHX TPYII, HepapXui
CTpYNIUPOBAHHBIX 00BEKTOB. MOKHO HapHCOBAaTh HECKOJIBKO rpauuecKux 0ObEKTOB U CIPYNIUPO-
BaTh UX, HAPUCOBATH CJIEAYIOIIME U CHOBA CIPYNIUPOBATh U T. 1. Eciiu mocne rpynnupoBKy mosiBis-
eTcsl He0OOXOIMMOCTh 100aBIICHUS WM YAAJIEHUS Yero-Jn0o, TO MOXKHO pasrpylnIupoBaTh JOO0YIO U3
HECKOJIbKUX IPYMI 00bEKTOB, HE BIUSSI Ha OCTaJIbHbIE.

[Ipumedanue. BeigeneHrne HECKOIBKUX OOBEKTOB IyTeM OOBEIACHHS MBIIIBIO KOHTYpa B PEKHME
Boioop 06vexkmos paboraet ToabK0 B ctapoM hopmare Word.

Yrto6bl crpynnupoBath rpaduueckue 00bEKThI, Hy>KHO MPOIEIaTh CASAYIOUIUE IeHCTBUS:

1) moo4epeHO MISTKHYTh [0 KaXIOMY 3JIEMEHTY (QUTYphI, yAepKuBas Haxatoi kinasuiny [Ctrl];

2) HaXaTh KHOIIKY M Ha MaHenu Ymnopsaoouums. B BbmanaomneM OKHE U3 HECKOJb-
kux koMaun (I’ pynnuposeams, Paszepynnuposams, Ilepecpynnuposams) Boiopats komauay I pynnu-

posamp — KHong (puc. 1.24).
]

=
IJ; MepemecTTe BNepes * |-
=T
Q; MepemecTuTe Ha3ag = ﬁ*

MonoxeHwe OBTEKaHWe

=
- TEKCTOM ™ ﬁ} OBNacTe BhgeneHKs Sk

¥NopajgodnTe

Puc. 1.24. Komanapl nanenu Ynopaoouums

PasrpynmnupoBats rpadpuueckne o0bEKThl MOKHO TaKUM 00pa3oMm:

1) BBIIETUTH TPYNIY O0BEKTOB, KOTOPYIO CIEIYET pa3rpyHIHpOBaTh, C MOMOIIBIO JIEBOW KHOIKU
MBIIIIH;

2) BeIOpaTh KOMaHy Pazepynnuposeams Ha nanenu Ynopsaoouums.

3aoanue 1.23

1. Cepynnupyiime éce o6vexmoi 6 patinax 3adanue 1.19, 3aoanue 1.20, 3a0anue 1.21.
2. Coxpanume uzmeHnenus 8 OAHHbIX haiinax.

KOHTPOJIBHBIE BOITPOCBHI

1. I'paguyeckue ob6vexkmot, pazmewaemole 6 dokymenme MS Word.
W Z.d Nn0CoObL 000aBIeHUs. PUCYHKA U3 KOIeKYUU PUCYHKO8 U PUCYHKA, CO30aHH020 cpedcmeamu MS
ord.

3. I;f?agi)uqecxue APUMUMUBHI, UCHOIb3YeMble NPU CO30AHUU PUCYHKA.
4. [Topsiook uzmeHeHusi pazmepa U NOJ0HCeHUS HAPUCOBAHHOU (Puypuvl, NOLOHCEHUS NEPEKPbIBAIo-
wuxcs qbpuzyp.

9. Bosmoxcnocmu epynnuposanus epaguueckux gueyp.

6. Cnocobul epynnipoearus epaguieckux guayp.

1. Ommena epynnupo8aHus. } 5

8. Ilopaodox usmenenus muna, moawuHsl JUHUL U CMPENOK, YEema JUHUL U 3ATUBKU 3AMKHYMBbIX

ugyp.
9).}Hpe()Ha3HalteHue Haonucu. Cnocobwi ee cO30aHUA.
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JIABOPATOPHAS PABOTA Ne3

1.5. PABOTA C TABJIMIAMUA
1.5.1. Co3zpaume TadauI

TexkcToBBIN pegakTop 00JagaeT OYeHb MOIIHBIM U THOKUM HHCTPYMEHTapHEM, KOTOPBIN MMO3BOJSI-

eT 0e3 JINIIHUX 3aTpaT BPCMCHU CO34aBaTh KaK IMPOCTBIC, TAK U CJIOKHBIC Ta6JII/II_IBI.

Jlyist BCTaBKH TAOJUIIBI B JOKYMEHT HEOOXOAMMO BbIOpaTh kKomaHny Bcemaexal Taonuual Bcmasumo

maﬁﬂul%..., B IMOABHUBLICMCA JUAJIOTOBOM OKHE YKas3aTb 4YUCIIO CTPOK U CTOJI6I_[OB 1 HICJIKHYTH I10

KHOIIKE .
3aoanue 1.24
1. Cozoatime crnedyrowuii OoKymeHm.
ToBapHO-TpaHCTIOpTHAs HaKIagHass No
« » 20 T
[TocTaBumk
Ero anpec:
P/cuet Neo B OaHke rop. 0071
['py3ooTnpaBurens:
Cr. oTnpaBieHus
2. Coxpanume Haumeno- En. ec0 Ha cemesom
oucke (Z)\ 6 ¢Cll]- BaHUE U3- nusMepe- Kosnye- I_[eHa CYM- jne ¢ umenem 3aoa-
Hue 1.24. CTBO Ma
JICTTUS HHS
[Tnura Oer. IIT. 56 600
1.5.2. Ilepememie- | Men KT 340 30 HHMe BHYTPH Ta0-
JIMIBI leGenn T 40 200 H BbleJIeHUE ee
3JIEMEHTOB UTOTO 830

[Tpu pabore ¢ Tabmuiell OONBIIOE 3HAYCHUE UMEET YMEHHUE NepeMeniaThCsl BHYTPU HEe U BhIjie-

JATh €€ (parMeHThl. ITO MOXKHO JIeJaTh Pa3HbIMM CIIOCOOaMM, HO CYILIECTBYIOT CII€LUAJIbHbBIE COYe-
TaHUSl KJIAaBHIL, KOTOPbIE B 3HAYUTENbHON CTENEHH ONTHUMM3UPYIOT IPOIECC 3alOJIHEHUs TaOJHIlL
naHHbIMU. B Tabi. 1.2 mpuBOATCS HEKOTOpbIE U3 COYETAHUN KJIaBUII M PE3yJbTaT UX JCHCTBUS MpH
nepeMeIneHny 1o Tabnune, B Tabx. 1.3 — npu BbIIEIEHHH €€ HIIEMEHTOB.
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Tabnuma 1.2
IlepemenmieHue BHYTPHM TaOJIUIIbI

Oxuaemslil pe3yabTaT [IpousBonumoe nencreue
[Tepememnienue B ciie-  Haxwmure knasumy [Tab] (ecmu kyp-
JYIOUIYIO STYCHKY COp HaXOJUTCS B HOCIEIHEH siueiike

TAOJIHIIBI, HA)KATUE STOW KJIABHIIH J10-

0aBJIeT K TAOJIMIIE HOBYIO CTPOKY)
[Mepemerenne B ipe-  Haxmute knaumm [Shift — Tab]
JBIAYIIYIO STUCHKY
[epememmenue B npe-  Haxwmure xnapumy [T] nmm [V]
JBIAYIIYIO WITH CIIe-
IyFOILLYE0 CTPOKY
[Mepememenue B nep-  Haxwmure kiapumu [Alt — Home] wiun
BYIO STUEHKY CTPOKH [Alt — 7] na mudpoBoit Ki1aBuatype
[Mepemernenune B mo-  Haxmute knasunm [Alt — End] win
CIenHION stuekky crpo- [Alt — 1] Ha nudpoBoil KinaBuarype
KH
[Tepemerenue B iep-  Haxmure xgasumu [Alt — Page Up]
ByIO siuerKky cromona i [Alt — 9] Ha nudposoit kiTaBuaType
[Mepememenue B mo-  Haxxmure kinasumu [Alt — Page Down]
CIICIHIONO STYCHKY Wan .
CTOJI0IIA [Alt — 3] ma mudposoit kmaBuarype
Hauano HoBoro a03ania Haxxmure knasumy [Enter]
JloOaBrieHrEe HOBOM HaxxmuTte knasuiry [Tab] B koniie mo-
CTPOKH B KOHIIC TaOJU- CJICIHEH CTPOKH
IIBI
JloGaBienue TekcTa ne- Haxwmure kjgasuimty [Enter] B nauane
pea TadJIIel B Havajae TEPBOU SYCHKU
JTOKYMEHTa

Tab6numa 1.3



IlepeMeieHne BHYTPH TaOJUIbI

Oxunaemslii pe3yib- [IpousBonumoe neicTere
Tar

Brinenenue siueiiku  YCTaHOBUTE yKa3aTelb Ha JIEBBIM Kpau
SIYEUKU U HOKMHTE KHOMKY MBIIIN
Brinenenue ctpoku Y CTaHOBUTE yKa3arelb CI€Ba OT CTPOKH U
Ha)XMHUTE KHOIKY MBIIIU
Brigenenue cronbiia Y CcTaHOBUTE yKazaTesidb Ha BEpXHEH JTMHUU
CETKU CTOJIOIA M HAKMUTE KHOTIKY MBIIIN
Oxonuanue maon. 1.3

Oxu1aemMblil pe3yiib- [IpousBonumoe aeiicTere

TaT
Brigenenue He- VnepxxuBasi KHOIIKY MbIIIY, I€PEMEILANTE
CKOJIBKHUX SYEEK yKazarelp I1Q s4eiiKkaM, CTpPOKaM WA

CTPOK HJIM CTOJIOIOB CTONOLAM JHOO BBIIEIUTE OAHY SUEHKY,
CTPOKY WJIF CTOJOEI, a 3aTeM, yIep KuBas
kiapuiy [Shift], Beimenute ciienyromnryio
YUKy, CTDOKY MU CTOJIOEL

Boinenenue texcra B Haxmure knaBuiny [Tab]
CIEAVIOLIEH AYEhKe

Brinenenne tekcta B Haxxmure kinasuinu [Shift — Tab]
IPENBIAYIIEN SYelKe

Brinenenue Beel HePeﬁngTe B Ta0/MIly, HAKMUTE KJIaBUILN
TAOJHUIIBI [Alt — 5] na undppoBon KHaBI/IaTme npu
BBIKIIFOUEHHOM pexxume [Num Loc

Yto6sl oopMUTh TabIMILy MEpe BHIBOJOM Ha Oymary, Hy)KHO UCIOJB30BaTh CPEeACTBA aBTOGOp-
MaTUpoBaHus Tabmui. [ 3TOro Haio BBIIEIUTH TaONHIly, OTKPBITh BKIAAKy Padoma ¢ madauyamu
u Ha nanenu Cmuau maéauy BEIOPATH HEOOXOAUMBI.

3aoanue 1.25

1. U3menume gpopmam mabauyvt 6 gaiine 3adanue 1.24, evibpas 6 komanoe Paboma ¢ maonu-
yamu... uz merio Cmuau maodauy oOuH U3 NPEOIOHCEHHbIX Cmuiel.

ToBapHO-TpaHCHIOpTHAsA HaKJIagHAs No

[Tnura Ger. IIT. 56 600
Men KT 340 30
IleOenn T 40 200
UTOT'O 830
«_» 20 T
[TocTaBmmk
Ero anpec:
P/cuer Ne B OaHke rop. 0071
I'py3ootnipaBuTeNs:

CT. oTnipaBieHus

2. Coxpanume ookymenm na cemesom oucke(Z:)\ 6 gpatine ¢ umenem 3aoanue 1.25.

1.5.3. U3MeHeHHe IMPHHBI CTOJOIA TAOJIMUbI

Y1oObl N3MEHUTH UIMPUHY CTOJIONA TAOIHUIIBI, HEOOXOAMMO YCTaHOBHUTD C IIOMOIIBIO MBIIIN KYpCOp
Ha TPaHMIly Pa3ziena CTOJIOIOB, YTOOBI OH MMEN BUJ U, TiepeMeliasi MbIllb B TOPU30HTAIBHOMN
IIOCKOCTH, FIMCHHTD LIMPHHY CTONOLA.

BricoTa cTpoku M3MEHsIETCsl aHaJIOTMYHO.
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JIotst 3a/iaHust OTPE/ICIICHHOM IIUPHHBI CTOJIOIOB M BBICOTHI CTPOK HCIIONB3YETCs MaHelb Pazmep
Auenku Ha Biaake Makem (puc. 1.25).

LEeHZMpoOBaHKE Bug I KoHeTpykTOR | MakeTt
(o) A -
‘ o] 046 em 2

ABTONOAGOD ﬁ 2.5 cm

[EE BelpOBHATE BRICOTY crpmc]

EH BrIpOBHATE WHPKHY CTOABLOE

Pazmep adelkn M

Puc. 1.25. [Tanens Pazmep aueitku

B neBoii yacTy maHenu pacrosOKEHbI J1BA MOJ, B KOTOPBIX YCTaHABIMBAIOTCS BBICOTA U LIMPHUHA
CTOJIOLIOB B caHTUMeTpax. CrpaBa OT HUX PACIONIOKEHbI KHONKU Boipoeuams evicomy cmpok u Boi-
POGHAMb WUPUHY CMO0Y0E, C TTOMOLIBIO KOTOPBIX MOKHO CAEIATh BBIIEIECHHBIE CTOJIOLBI OJUHAKO-
BOM IIUPUHBI, & CTPOKU — OJJUHAKOBOU BBICOTHI.

3aoanue 1.26

1. B ¢haiine 3aoanue 1.25 usmenume wupuny cmonboyos (nepswviii — 2,1 cm, smopoi — 2,2, mpemuii —
2,5, uemeepmuwiii — 1,2, namviii — 1,5 cm), 8bicomy nepgoii cmpoxu ycmanosume 22 nm.
2. Ionyuuswuiicss 0okymenm coxpanume Ha oucke «Mserver» (Z:)\ ¢ umenem 3adanue 1.26.

pHMeEYaHHUeE. Ha MaHEeIH Paszmep AYelKu HAXOJIUTCS KHOTIKa
. Ee Haxarue pac- = KpbIBaeT crnucok (puc. 1.26), B
KOTOPOM MO>XHO HM3MEHUTH IIH- PHHY CTOJIOIIOB B COOTBETCTBUU C
a3MEpOM  COJCPIKAIICTOCS B |ASToneaser|| F2asaw 1| HiBupod HHMX TeKcTa. Kpome TOro, MOXHO

- b
3a]aTh NIMPUHY TAOJHUIBI PaB- |[oa HOW IIMPUHE CTPAHMIIBI WJIA BbI-

B ABTONOABOP NO COAEPKUMOMY

&l 46 em 2 || B Bripo

6paTL q)HKCHpOBaHHyIO meH' ﬁ ABTOMNOAGOP NO WAPKWHE OKHA Hy
Hakonen, IMPHHY CTONOLOB M | gucuposantian wipnia crongus BBICOTY CTPOK MOXHO YCTaHOBUTH
¢ nomomplo KomaHnael Taobau- ualCeoiicmea maoauyol.
Puc.1.26. KHonKa
1.5.4. CinsiHHe siYeeKk B TaO- Jnne

Wnorna ObiBaeT HEOOXOAUMO OOBEIMHUTH JBE WM O0Jee suelKU OJHON CTPOKH B OJHY SYEHKY,
HanpuMep, Al 00pa30BaHus 3arojioBKa TaOJNIIbI, IEPECEKAIOEro HECKOIbKO cTOI00B. OO0beHe-
HUE SIY€EeK BO3MOXHO U IO CTPOKAM, U IO CTOJIOLIaM.

s 00beMHEHUS STUeeK HYKHO:

1) BbIIENUTD STUEHKU, IPEJHA3HAYEHHbIE 1151 O0BEIUHEHNUS;

2) BeIOpaTh BKIAAKy Padoma ¢ maoruyamul/Maxem, na nanenu Q6veounenue Haxatb KHOIKY

3aoanue 1.27
1. Coz0aiime u 3anonnume credyrowuti 0OKyMeHm.

JIBH>KEHME MAJIOIIEHHBIX ¥ ObICTPOM3HALINBAIOIINXCS TPEIMETOB
2. CoxpaHume OOKyMeHmM Ha Ocratok 06 Ocrarok
cemesom Oucke «mserver» (Z:)\ Ha Hada- OPOT | 114 koHer
1 JIO Mecs- | 3a Mecs
6 ¢atine ¢ umenem 3aoanue 1.27. I MecsiIa
Ne na
/ HanmenoBanue
.5.5. Pas6uenue oamoi siueiixkm |1 npeamera Lena
Kon-Cym[Kon-|Cym|Kon-| C
Ta0IMIBI HA HECKOJIbKO e M M
BO | Ma | BO | Ma | BO | Ma
Jns Toro 4uroObl pa3douUTh OJHY
YyeiiKy TaONMIbl Ha HECKOJbBKO,
YXKHO: 1 Cryn 78,34 | 23 20 3
1) BeLICIHTD ’1‘1661’11(1’1, HPEAHa- | 2 | Pyyka mapukosas | 1,30 | 70 60 10
HauyCHHBIC JUIsI pa30UeHNS;
2) OTKpeITh MeHIO Paboma ¢ 3 Kapannam 1,04 | 40 35 S
aonuyamu/Makem, wWa TaHEIU Hroro

0veounenue  BbIOpATh KHOIIKY
Pazoumpv aueiiku,
3) BBECTH KOJIMYECTBO CTOJIOIIOB, HA KOTOPOE CIEIyeT pa3OuTh KaXIyIo SUCHKY.
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[Mpumeganue. Tekcr sueliku pa30MBAETCs B 3aBUCUMOCTH OT KOJIMYECTBA HAXOSAIINXCS B HEH CHM-
BOJIOB a03aria. Eciu B suelike CoepKUTCS TOIBKO OJMH TaKOW CUMBOJI, TO BECh HAXOISIIHMIACS B HEH
TEKCT MOMEIIAETCS B KPAWHIOKO JIEBYIO M3 HOBBIX SIYEEK, @ OCTAJIbHBIE OCTAKOTCS MYCThIMU. Eciu B
sTYeMKe COEePIKUTCS 00Jiee OHOTO CHMBOJIA ad3alla, TO OHU PACIIPEIENIIOTCS TOPOBHY MEKIY SUCH-
KaMH.

3aoanue 1.28

1. B gpaiine 3aoanue 1.25 cmonbey Haumenosanue uzodenusn paszoetime Ha 06a, 6 00UH U3 KOMOo-
puix sgedume: Ne 11/11.

2. [Tonyuennvlii OoKymenm coxpanume Ha cemesom oOucke «mser-ver» (Z:)\ ¢ umenem 3aoa-
Hue 1.28.

1.5.6. IlocTpoeHune aUarpaMmbl
HAa OCHOBE TAa0JJIHIbI

[TocTtpoenne auarpaMmbl BO3MOXKHO TOJIBKO JUISL CTOJIOIOB MJIM CTPOK, COJEPIKAIIUX YHCIOBYIO
uHpopmanuio. YToObI MOCTPOUTH AMATPaAMMY, HYKHO:

1) BbIIEIUTH YaCTh TaOIUIIBI I BCIO TAOIUILY;

2) Bo BKIIaJike Bemaeska na nanenu Hantocmpayuu Beiopats komauny Juazpamma;

3) BeIOpaTh MapaMeTpbl POPMAaTUPOBAHHS,

4) nepeiTi 0OpPaTHO B JJOKYMEHT.

3aoanue 1.29

1. Ucnonv3ys uucnosvie danuvie mabauysl uz ¢aiina 3adanue 1.28, nocmpoiime noo mabauyet
cmoabuamyro ouazpammy Ha ochosanuu epag Konuvwecmeo u Ilena.
2. [onyuuswuiicss dokymenm coxpanume Ha oucke <mserver» (Z:)\ ¢ umenem 3aoanue 1.29.

1.5.7. CymmupoBanue CTpoK
WJIH CTOJIOLOB 4Mcell

UT00B!I IPOCYMMHPOBATh CTPOKH HJIM CTOJIOLIBI TAOIMIIBI, HY)KHO!

1) BBIIETUTD SYCHKY, B KOTOPYIO CIIEAYET IOMECTUTh PE3yJIbTaT CYMMHUPOBAHUS;

2) Ha TIaHEen Jannwvie BKJIQJIKU Maxkem BBIOpaTh KOMaHy
Dopmyna,

3) ecnu BbIIEICHHAS sTueiika HaXOMAUTCS BHU3Y CTOJOIIA YKCEN, TO MOCIe TOro Kak OyaeT mpesio-
xeHa popmyna = SUM(ABOVE), HaxaTh KHONKY oK;

4) ecnu BBIICNICHHAS SUEKa HAXOJWTCS B TPABOM KOHIIE CTPOKH YHCEN, TO TOCIe TOTO Kak Oyner
npemiokena Gopmyna = SUM(LEFT), Haxkath KHOTIKY @

Ecnu B cTpoke (cTonbue), mpeqHa3HauYeHHOM JUIsi CYMMUPOBAHHUS, BCTPEUAIOTCS IYCThIE SUEHKH,
TO 9Ta CTpoka (cronbei) He OyaeT mpocymmupoBaHa. JJisi moydeHus: pe3ysbTaTa BBEAUTE HYJIHU B
IIyCTBIC STYEHKHU.

Jlnist BBIIOJTHEHHS APYTHX BBIYMCICHUN HCIIONB3YIOTCS aJpeca siueeK TaOIHIbl: CTOJIOB HyMepy-
10TCSl OyKBaMH JIATHHCKOTO ajidaBuTa, CTpokH — nudpamu. Hiwke mpuBeneH mpuMep aipecoB siaeeK
TaOJIHIIBI.

A B C UT. I
1 Aq B, C.
2 Ag Bz C2
UT. I

3aoanue 1.30

1. B ¢atine 3aoanue 1.27 paccuumaiime 6ce cymmoswvie KOJoHKU U cmpoky Hmozo no smum ko-
JIOHKAM.
2. [onyuuswuiicss dokymenm coxpanume Ha oucke «mserver» (Z:)\ ¢ umenem 3aoanue 1.30.

KOHTPOJIBHBIE BOITPOCBHI

1. Cnocobvr 6cmasku madbauyvl 8 0OKyMeHm.
2. Uzmenenue oopamnenus maoauybi.
3. llopsook nepemewjenus nympu maoauybl.
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4. Cnocobpi 8vioeneHuss 00HOU UNU HECKOIbKUX AYeeK, OOHOU UlU HECKOLKUX CIPOK, 00H020 UL
HECKONbKUX a03ayes.
5. U3menenue wupunsl u 6blCOMbL CMPOKU MAOIULDL.
6. Cnocodul svipasHusanus madauysl UL ee Cmpox.
1. QbveouneHue u pazouenue siueek maoauybsl.
8. [locmpoenue ouacpammoi.
8. Yoanenue ouacpammol.

10. Mamemamuueckue pacuemul 6 mabauyax.

JIABOPATOPHAS PABOTA Ne 4

1.6. PABOTA C NPUWJIOXEHUSMHAU
1.6.1. Ilpunoxenne MS SmartArt

OueHp 4acTo MPUXOIUTCA paboTaTh C TOKYMEHTaMH, COJACPKAIIUMH B c€0€ OTPOMHOE KOJIMYECTBO
CTPYKTYPHBIX CXEM HEPapXHUECKOr0 CTPOSHHs. Y J00HEee BCEro co37aBaTh TAKHE CXEMBI C UCTIOIb30-
BaHHEM CIEHUATBHBIX MPOrpaMM (MpuioxkeHui). Pe3ynprarsl paboThl B IPHIOKEHHUSIX BCTABISIOTCS
B TEKYIIMH JOKYMEHT B BUJIE€ TpapUUECKuX 0OBEKTOB.

Jlis  BCTaBKM B JIOKYMEHT CTPYKTYPHOH CXEMbl HaJ0 BBINOJIHUTh KOMaHay Bcmag-
kal/Hnntocmpayuu v 13 TOSBUBILETOCS MAJOrOBOrO OKHA BBIOpATh HEOOXOIMMOE MPHIIOKCHHE
SmartAurt.

Ha skpane nosiButcst okHo (puc. 1.27), B KOTOPOM ClieAyeT BBHIOpaTh HYKHBIA THIT BCTABJISIEMOTO
00BEKTA.

Guiop pucyms SranArt =)

=- -
=- -
=- -

Yronkossii cincok

CnyRAT A5 oToBpaEkeHHA -
TIpOXOAKOEHMR HECKOTSHIX MIDOLIECCOE,
ofpazyroux enuHsli paBouni E|
npouEce. Taloke noaxe ans
MATOCTRRLYN KoHTDACT!

Puc. 1.27. Hab6op o6wexToB kareropuu Bce

3aoanue 1.31
1. B Hosom OokymeHme cozoatime Credyiouyro cxemy.

ABTOMOGUNYN

[ 1|

(OTeyecTBEHHbIE MHocTpaHHble

BA3 A3 BMW

L LLnHHBIN 3aBOA, Ford

2. U3menume pazmep 0b6vekma, umobdwvl OH pacnonaaics no Aowaou 6ceti CmpaHuybl.
3. Coxpanume nonyuuguiuticsi Ookymenm 6 ¢haiine ¢ umerem 3aoanue 1.31.

Ipumeuanue. YToObl yAATUTh JIUIIHIOW (QUTYPY, BBIACTUTE €€ IEITYKOM MBIIIM U HAKMUTE KJla-
suiny [Delete]. Eciin Hy)XHO 100aBUTh JONONHUTENBbHYIO GUTYpY, Ha naHenu Co3danue pucynka
BKJIQ/IKH Koncmpyxkmop HaOXKMHUTE KHOTIKY .
Ha 57001 e maHenn UMerTCs KHOMKH, C MOMOIIIBI0 KOTOPBIX MOKHO M3MEHSTh MOPSAIOK Clie0Ba-
HUS QUTyp Ha TUarpamme.

1.6.2. BecraBka pHCYHKa U3 KOJJIEKIHH

[Tomumo cpenctB o6paboTku Texcta WOord obnamaeT MOIIHBIM BCTPOSHHBIM PEIaKTOPOM PUCYH-
KOB U IPEIOCTABIISET UIMPOKHE BO3MOXKHOCTH Il O(hOPMIICHUS TOKYMEHTOB JIOOBIMH TpadruecKu-
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MU oO0bekTamMu. [1Ji1 3TOro He0OOXOMMO BBIIOJHUTH KoMaHny Bcecmaexkal Unniocmpayuul Kapmunka
(puc. 1.28).

EllE =) j !
bal gt 1 42 W @
PucyHok KapTuHea Durypel SmartArt duarpamma CHUMOK

z 3KpaHa ™
HManwocrpauym

Puc. 1.28. Ilanens Hnnrocmpayuu Bxnanku Bemaska

B tekcroBom mone HMckamp HAI0 BBECTU CIOBO WM (Ppasy, OMUCHIBAOIIYIO HYKHYIO KapTHHKY,
WIH TIOJTHOE WIIM YacTHyHOe uMs (paiina xapTuHku. Jlanee cienyer HaKaTh KHOIKY ﬁ§§££ UroOsl
BCTaBUTh KAPTHHKY, HEOOXOIUMO MICIKHYTh UMS B TIOTy4EHHOM CITUCKE.

[Ipumeyanue. UToObl U3MEHUTH YCIOBUS MOKMCKA, BHIIOJIHSIIOT OJHO WJIM 00a CIEAYIOMUX ACHCT-
BUSL.
1. UtoOb! paciIMpuTh MOUCK M BKJIIOYUTH B HETO KapTUHKH, AOCTyNHbBIE B IHTepHEeTe, cieayeT yc-
TAHOBUTH (IIAXKOK B TI0Jie Brarouums konmenm caitma Office.com.
2. UTOOBI OrpaHUYUTh MOUCK MYJIBTHMEAMMHBIM COJCPKHMBIM KOHKPETHOTO THIA, HEOOXOAUMO
HICJKHYTh CTPENKY B nosie Mckamb 00beKkmapl 1 yCTAHOBUTH (IIAXKOK PAZOM C THIIOM daiinos M-
arcmpayuu, Domozpaghuu, Buoeo unu 36yK.

3aoanue 1.32

1. Cosoatime Hosbiil haiin, 6 Komopulil 86edume mekcm nO30pPAgIeHUs U 8Cmasbme NoOXo0AuuLL
PUCYHOK.

YBaxkaemblii UBan UBanoBuu!

Tloznpasisiem Bac ¢ qHeM poxIeHus:, jkejlaeéM BCEro Hawily4-

IIero B JIMYHOW KU3HU U TBOp‘IeCKOﬁ JACATCIIBHOCTH.

Konnexkmue omoena

2. Coxpanume nonyuuswuiics 0OKyMeHm Ha oucke <MSserver» (Z:)\ ¢ umenem 3adanue 1.32.

1.6.3. ObGpe3ka pucyHka

Ecau ob6nacth pUCyHKa 6OJ'IBH_IC, 4eM HETIOCPCACTBCHHO I/I306pa)KeHI/IC, MOXXHO HCIIOJIB30BAaTh CIIC-

LIMAITbHOE CPEJICTBO — OOPE3KY.
E._.L o] 479em 2
Jns oOpe3ku pHUCYHKa IperycMOT- = - | peHa kHonKa Ofpe3Kka Ha MaHEIH
Pasmep Brnanku Paboma ¢ pucynka- | ggpeska = s gz oy~ | ¥/ @opmam (puc. 1.29). Ilpu ee
Ha)KaTUM Ha TPaHULAX PHCYHKA MOSB- -l T | nAOTCS CHelMalbHBIE MApKEpPhl, H
yKasarenb NpH HaBeJCHUH Ha HHUX Tak- || Pasniep m [ ke meHseTcs.
3aoanue 1.33 Puc. 1.29. Ilanens Pazmep

1. Omxpotime ooxymenm 1.32.

2. ll]enxnume Mbiuibio NO PUCYHKY OJisL €20 8blOENEHUSL.

3. Boibepume sxnaoky Paboma c pucynkamu/@opmam, na nanenu Pazmep wenknume no knonke
Oobpeska.

4. B NOABUBULEMCS OKHe evlOoepume KOMaHOy Oopeszamp no
duzype.

5. B svinaoarouem merio gvloepume qbuz (Obnaxo).

6. Coxpanume doxymenm na oucke «mserver» (Z:)\ ¢ umenem 3aoanue 1.33.
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1.6.4. Mpunoxenne WordArt

Ouenp yacTo npu oOPMIICHUH MO3/PaBICHUH, OOBSIBICHUI TPeOYETCS BBIIEIUTH 3ar0JIOBOYHYIO
4acTh KPacHBBIM M 3aMETHBIM IIPUPTOM. DTOTO MOXKHO JOOHWTHCS C TOMOIIBIO TMPUIOKCHUS
WordArt. JlanHoe NpuIOKEHHUE HMCIOJB3YeTCs JIs co3aHus 00beMHOro Tekcra. IIpeaBapuresbHO
HE00XO0IMMO C TIOMOIIBIO MBIIIM YKa3aTh BUI OPUEHTALINU TEKCTA.

[4] Cosnats 00beKT B JaHHOM HPUIOKEHHHM MOYKHO, MCHOJIB3Ys KHOIIKY (AHumayus) menro
Bcemaeskal Texem (puc. 1.30).

Jnst co3panus TONOMHUTENbHBIX 3 dekroB o0bekram WOrdArt Mo)KHO BOCIIOJIB30BaThCSl KOMaH-

novi Anumayusa va nanen Cmunu Bxnagku Cpeocmea pucosanus/@opmam (puc. 1.31).

e

@opmar

PN |- —————

AN |- &2~ ELIPOBHATL TEKET = TRASKTORNA ABMHCSH M

[ iz a d e < o

o~ & Co3aaTk CBASL = - = T -
- = - = e hij

Ees npeocSpasoBa s -

abede

H 5 = = =
T oo «"QE Tenn v [ Foa T ET o™
5 o MCK D MBaeH e
N H
A, SIpawenie v abecde abocde abcde =bode |S
Y N — . . .
abcde abcde =223 =ShWos
/X Penned > -
L -, e
c g e :
= el [ At

A Nosopor oBnemuoH Gurypsr b
) P b Duryp

abcde abecae abode abcde

#0 npeospasosar >

Puc. 1.30. Komanna Anumayusn P uc. 1.31. Bapuanrs
Ha nanenu Cmunu WordArt npeobpaszosanuit WordArt

3aoanue 1.34

1. B mexcmoeom ¢haiine 3adanue 1.33 coenaiime neobxooumvie uzmeHneHus, 4moovl OOKYMeHm
NPUHSL CLeOVIOWUIL UO.

saxaeMbiil ViBaH MeaHosuy )

Tlo3npasisiem Bac ¢ JHeM poXkaeHMs, KenaeM BCEro HauIydIe-
TO B JIMYHOM KU3HU U TBOPUYECKOI JIESITENbHOCTHU.

Konnexmug omoena

2. Haonucw 6 3a2010804HOI yacmu 8bINOJIHUME CUHUM YBEMOM.
3. Coxpanume dokymenm na cemesom oucke «Mserver» (Z:)\ ¢ gaiine ¢ umenem 3adanue 1.34.

1.6.5. Co3nanmne ¢opmy.

[Tpu odopmiiennn HaydHbix pabor B Word mpuberaroT K cpeIcTBaM CO3/1aHUSI MaTeMaTHYECKUX
dopmyn. Taxoe cpencrBo B Word Ha3bIBaeTcss KOHCTPYKTOPOM (OpMYJ M BBI3bIBAE€TCS KOMAaHIOU
@opmyna na nanenu Cumeonwt BKnajku Bemaska.

Ecnn menkHyTh 10 CTPENIOYKE CIIpaBa OT KHOIKH w, OTKPOETCS BBINAAAIOIIEE OKHO C Ha-
00pOM CTaHIAPTHBIX MaTEeMAaTHYECKUX (OPMYIN, KOTOPbIE MOXHO BCTaBUThb B JOKYMEHT IIEITYKOM
MBIIIH.

YroObl BBECTH HEOOXOIUMYIO (POPMYITY BPYUHYIO, HY)KHO IIEIKHYTh MO KHOTIKE w — nosi-
BUTCSI 00J1aCTh MaTEeMaTHYECKOr0 BBOJA. JTOT OOBEKT MOKHO MEPEMECTUTh B JH0O0E MECTO TEKCTa,
KaK U JIt00OW BBIJIENEHHBIN (pparMeHT. B pexxume BBoga (hopMyibl Ha JIEHTE aKTUBUPYETCS BKJIaJKa

Koncmpyxkmop, Ha KOTOpOI MMEIOTCS JIBE BakHbIe TaHenu: Cumeonst i Cmpykmypa (puc. 1.32).
—_———— E=aic] E

P o)

yerux I b oy g Jm A ]

ApoGo Vrgexe Pagnkan MinTerpan KpynHuii  CKo6ka Gynkuna Auakpuaveckue Mpeden  Oneparop MaTphua
- - - - onepatop> -+ - HakaT  norapupmT v -

Lo

Word (C6oi
P

(=[] GIL]L]
EIREEEEMEE]

s

FEEREH

Croykrypu

Puc. 1.32. Bknanka Paboma ¢ ¢popmynamu
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3aoanue 1.35

1. Cozoatime noswiii doxymenm.
2. Habepume 6 Hem credyowuti mekcm.
BeposTHOCTB Ciy4aitHOM BEJIMYMHBI onpeiesieTcs: hopMysIon

X,—a

1 v [x —aj (x —aj
— e 2dt =p| =2 - 2 ,
2T x-a o G

P(x <x<Xx,)=

| —Q

t2
rae <D(X):ife7dt — ¢yukius Jlamiaca.

NPEE)

3. Coxpanume dokymenm na cemegom oucke «KMServer» (Z:)\ e gpatine ¢ umenem 3aoanue 1.35.

KOHTPOJIBHBIE BOITPOCBHI

1. Hasznauenue obvexmos npunoorcenus MS SmartArt.

2. Cnocobwl 0obasnenus oovekma SmartArt ¢ ()OKryMEHm Word.

3. Jleticmeus, gvinoansemovle ¢ oovexmom SmartAfrt.

4.'Bcmaska pucynka u3 KoaleKyuu pucyHKos.

9. Qbpeska pucyuka.

6. Haznaueiue 06vexmos \WordArt.

1. /lobasnenue oovexkmos WordArt ¢ doxymenm Word.

8. Dynkyuu obvexma WordArt. 5

9. Cnocoowl dodasnenus 8 00KyMeHm Mamemamuieckou opmyisl.

0. Cnocobwi pedakmuposanus cyujecmayoujer Mamemamuieckou ¢popmyol.

1

KOHTPOJIBHAA PABOTA

3aganue 1. CaenaiiTe OpUEHTALMIO CTPAHUIBI KHUKHOM, YCTAHOBUB CJIEAYIOLIME €€ IapaMeTphl,
CM: BepxHee nose — 1; HuxHee noje — 2; 1eBoe nojie — 1,5; mpasoe none — 1,5.

3ananue 2. Beenure u otropmMaTHpyiiTe IPUBEICHHBIN HIKE TEKCT CIeAyol 4] 1 oOpazom:

1) nst mepBOrO ab3ala UCIONB3YHTE BHIPABHMBAHKE IO IIUPHHE, YCTAHOBUTC sH ipudTa Times
New Roman, paszmep mpudra — 14, orcryn — 1,25 cM, HauepTaHue — noxykUpHbIA. PaccraBbTe nepe-
HOCBI;

2) ast BTOporo ab3alia UCIoJb3yiTe BBIPABHHBAHKE 110 MPABOMY Kparo, YCTaHOBHTE BUJ MIpUQTa
Arial Black, pasmep mpudra — 13, HauepraHue — Kypcus.

JlokanpHBIE CETH

[TpocTeiiiyto ceTh MOXKHO IMOJIYyYHUTh, CBS3aB IPYIIy KOMIIBIOTEPOB, HAa KaXKJIOM M3 KOTOPBIX YC-
tanoByieHa OC Windows XP. B kaXx/plii U3 5THX KOMIBIOTEPOB HAJ0 BCTABUTH CETEBYIO KapTy (Ila-
Ty) U CBsI3aTh KaOeJeM HapyKHbIE pa3beMbl CETEBBIX KapT. Takasi ceTb Ha3bIBa€TCS JIOKAIbHON OJHO-
panroBoil. OHa MOXeT ObITh HCIIOJIb30BaHa B MaciiTade OTAelNa WK Majloro npeanpusaTus. B kayect-
Be KalOens NpPUMEHSETCS BUTas Mapa, TOHKUM WM TOJCThIM KOAKCHAIBHBIM WM BOJOKOHHO-
ONTHYECKUH KaOeb.

aHHbIE IO CeTH IepenaloTci 1o Ouram co  ckopocteto 10 MOut/c wm
100 M6wut/c. YcTpoiicTBa (B OCHOBHOM 3TO KOMITBIOTEPHI), MOAKIIOYCHHBIE K MEepearoiiei cpeae ce-
TH, Ha3bIBAIOT Y3JIaMH, @ YCPEJHEHHYIO T€OMETPUUYECKYIO CXEMY COEAMHEHHUS y3JI0B Ha3bIBAaIOT TOIO-
noruen JIBC. gCHOBHBIe tonosioruu JIBC — xonbrieBasi, muHHAS ¥ 3B€37000pa3Hasl.

3ananue 3. B TekcTe aBTOMaTHYECKH PACCTaBbTE IEPEHOCHI.

3aganue 4. Msmenure peructp 3aronoBka — «BCE [TPOITMC-HBIE».

3aganue 5. Boigenure 3aroioBok «JIokaiabHbIE CETH» U YCTAaHOBUTE CTHIIb «3arojloBOK 1».
3ananmue 6. [TomeHsliTe MecTaMu TIEPBEIA U BTOPOH a03allkl TEKCTa (TIepecTaHOBKa (parMeHTOB).

3ananue 7. YcranoBute Kypcop nocie cioBa «JIBCy», BcTaBbTe OOBIUHYIO CHOCKY C TEKCTOM «JIo-
KaJIbHasl BEIYUCIUTEIbHAS CEThY.

3ananue 8. B cnoBocoveTaHUE «IOKaJIbHOW OJTHOPAHTOBOM» BCTaBbTE 3akiiajKy ¢ umenem JIBC. B
3arojioBKe «JIoKabHbIE CETH» BCTABHTE TMIIEPCCHUIKY, CBA3BIBAIOINIYIO €ro ¢ 3akiiaakoit JIBC.
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3aganue 9. YCTaHOBUTE B Ka4eCTBE BEPXHET0 KOJIOHTUTYJIAa HOMEP CTPAHUIBI U OTPOpMATUpPYITE
€ro 1o LEHTPY, 3a1aB pa3mep mpudTa 14. B HIKHHUI KOJOHTHTYI ClI€Ba YCTAHOBUTE TEKYIIYIO ATy,
a cIpasa — TEeKYIee BpeMs.

3aganue 10. BctaBbTe B JOKYMEHT TaOIHILY.

Komnbrorepuasi sureparypa. Ilpaiic-iucr
Ne | HammeHoBa- HN3na-
n/n HHe Hena TeJIb-CTBO Astop | Fox|Crp.
1 2 3 4 5 6 7
Microsoft Vis-
1 ual Basic 6. 205,50 Ko X anbpBop- 1999 720
[[Iar 3a marom | pyo. coH M.
+ CD
Microsoft
2 Windows 98. | 130,00 [Pycckas Motnios M. 2000 504
CryTHHK py0. [pemakuus
MOJIb30BaTENIS
Microsoft 38.00
3 |Windows 98: ,6 [Tutep Janneit K. [1999 320
Kpatkuii kypc pYo-
Microsoft 3750
4 |Word 2000. ’6 [Tutep Prrukos B. [1999| 288
Kpatkuii kypc pyo-
Microsoft
5 Word 2000, | 2290 fmyrep  [KOCCHH- 11999 352
pyo. KOB A.
CrpaBOYHUK

3aganue 11. BcraBbTe B JOKYMEHT CUMBOJIBI:
&§PooVYe fHCHALR.

3aganue 12. Habepute Gpopmyny 6e3 UCHOIb30BaHUS peaKkTopa GopMyit:
P = Ulcose = Ul = I;°Ryp + 11°R,..

3ananue 13. HaGepute Gpopmyiy ¢ momoIpso penakropa Gopmyi:

+o00 K
HecoOcTBeHHBIN MHTETpAIL: J. f(x)dx = RIim J- f(x)dx.

3ananue 14. BcraBpTe B JOKYMEHT pUCYHOK, 00BeKT WordArt U TEKCT — Kak B 3aJIaHUU.

IIpenmerom u3y- YeHUsT MH(POPMATUKU SBISIOTCS
HH(bo MH(pOPMallMOHHBIE TEXHOJIOTUU — TIpoLecchl cOopa,
pMaTI/IKa« nepegadyd U odpa- OOTKM [JAaHHBIX C LEIbI IPOU3-

Bonctsa maopma- || IiAH, IPHIOMHOMN I SHATHIE Ye-

JIOBEKOM U MIPUHSITHSI PEIICHUH.
3ananmue 15. CocraBbTe MAPKMPOBAHHBIE U HYMEPOBAHHBIE CITUCKHU.

B kvpce nudbopmaruxku uzyya- B JOKYMEHT MOKHO BCTAB-

0TCSI: JATh:

1) TexcTOBBIH peTaKTop °TabmuIhI;
Microsoft Word: ° Pucveku:

2) DIEKTPOHHbBIC TAOTHIIBI ° dopMyIIBI;
Microsoft Excel; ° CUMBOIIBI:

3) Bassl nanubix Microsoft ° JlnarpamMmbl
Access;

4) SI3pIK TIPOTPaMMHUPOBAHHMSI
VBA.

3apanme 16. Coznaiite cxemy.
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3ananme 17. Co3naiite rpyniy o6bexToB. CrpynmnupyiTe Bce 00BEKTHI.

[ ]

3aganue 18. Coxpanute 1okyMeHT 1ol umeHeM Konmponvnasa padoma.

3ananue 19. Otkpoiite nokymeHT Konmpoavnaa paéoma. Y CTaHOBUTE B HEM MapOJIb HA OTKPHI-
THUE.
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3. KOMIIBIOTEPHBIE NNPESEHTAIMU C UCIIOJIb3OBAHUEM
MYJbTUMEIUATEXHOJIOI'MA

JIABOPATOPHAS PABOTA NeS

4.1. OBIIUE CBEJIEHUSA
O MYJbTUMEJUMUHBIX TEXHOJIOTHUSX

B mocnennee BpeMs IMIMPOKOE PACIPOCTPAHEHHE IMOJYYHII TEPMHH «MYIBTUMENINA», KOTOPBIN
JIOCJIOBHO O3HAYaeT «MHOTHE cpedbl». MyJIbTUMEINATEXHOIOTUS TO3BOISET UCIIOJIH30BATh Pa3iIn u-
HBIE CIIOCOOBI IIPeACTaBICHU HH(POPMAIIUH: YKCIa, TEKCT, IpadUKy, aHUMAaIIUIO, BUAEO U 3BVK.

Baxxuoii 0COO0EHHOCTHIO MYJIFTUMEUATEXHOJIOTHH SIBIISIETCS €€ HHTEPAKTUBHOCTD, T. €. TO, YTO B
IHMAJore ¢ KOMIIBIOTEPOM IIOJIB30BATEII0 OTBOOMTCS aKTHBHaAs poib. I paduueckuii mHTEphEHC
MYJIBTUMEIUHUHBIX MPOEKTOB OOBIYHO COACPKHUT PA3IUUYHBIC YIPABIISIONMIME DJIEMEHTHI (KHOIKH,
TEKCTOBBLIE MO, CIIUCKHA U T. 1I.).

OHUM U3 THUIIOB MYJIbTUMEIUHHBIX IPOEKTOB BEICTYIIAIOT KOMIIBIOTEPHBIE IIPE3EHTAIHH.

Ipesenramus (ot aHri. presentation — npeacrasienue) — HabOpP CIANAOB 10 ONPEAECIEHHON Te-
Me, COIepKalllnX MYJILTUMEIUHHEIE O0OLEKTHI. B HacTosImee BpeMs KOMIIBIOTEPHBIE IIPE3CHTALINN
MOJIVYHIN IIMPOKOE PACHPOCTPAHEHHUE, HAIIPUMED IIPE3EHTANMS OPraHU3aly WIH (PUPMBI, IIOCIIE-
JIOBATEILHOCTD CIIANWI0B KaK MILIIOCTPALMA K JIEKIIMHU, [IPE3eHTallsd HOBOrO ToBapa u T. a. MHorna
BMECTO CJIOBA «IIPE3EHTALMS» UCIOJIb3YIOT TEPMUH «claiin-huibM». [locienoBaTenbHOCTE CIaiiloB
[IPU [OKa3e claia-(huibMa MOXET MEHATHLCS OPraHMU3aToOpoM Iokasa. YacTo ciaiia-(QpHUiILMBl MOKa-
3BIBAIOTCSI ABTOHOMHO, HO BO3MOJKEH TaKKe MEePexoJi MEXIy ClailaMH ¢ MOMOIIBIO yIIPaBIIsIEMbIX
00BEKTOB (KHOIIOK ) MM THIIEPCCHUIOK.

[Tpu co3panuu Mpe3eHTANMH HY>KHO BOCTIOJNB30BATHCS CIICY-FOIUM aITOPHTMOM:

1) mocTanoBKa 3ama4ui. BeIOOp TEMBI M OIpEeeIIEHHE IIC]IA CO3AaHuUs IPE3EHTAIUY;

2) cbop MaTepuanoB I ciaia-Quiabma;

3) co3manue npe3eHTanuu. Beibop au3aiina;

4) BBOJ 3JIEMEHTOB (TEKCTa, pUCYHKOB, TAOJIHII, AMarpaMM M T. JI.) Ha CJIai;

5) HacTpoiika aHuMaIuu 00bEKTOB Ha ClIaiiax;

6) 3ByKoBOE OhOpMIICHHE TIPE3ECHTAIINH;

7) mepexo/pl MeKAy ciainamu. ['unepcchliki. KHOMKY ypaBieHus;

8) HacTpoiika Mpe3eHTaI1H;

9) moka3 cnaiia-¢puibMma.

[TyHKTHI 4 U 5 clieqyeT MOBTOPUTH TSl KXKOTO Cllaiia.

KOHTPOJIBHBIE BOITPOCBHI

1. [lonamue mynomumeouamexHoniocuu.
2. llonsamue npezenmayuu.
3. Aneopumm coz0anuus npe3eHmayuu.

4.2. PABOYEE IMTPOCTPAHCTBO POWERPOINT

3amyck mporpaMMel npe3eHTamonHoi rpaduku Microsoft PowerPoint npousBoautces ¢ ucnomns-
30BaHMEM KHOIKH . nst 5TOrO B MOSBUBIIEMCS MEHIO HEOOX0IUMO BbIOpaTh koMaunay Ilpo-
zpammot/ Microsoft Office/Microsoft PowerPoint. [Tocne 3amycka nporpaMMbl Ha SKpaHe MOSIBISETCS
3aroTOBKa JUIS TUTYJIBHOTO ClIaiijia MPEe3eHTaIllH, a B JICBOM YaCTH OKHA — 9CKH3 CO3/IaHHOTO ClIaijia.

B Bepxweit yactu okna PowerPoint (puc. 4.1) umeercs JieHTa, coepKanias BKIAJIKU C HHCTPYMEH-
TaMH, UCTIOJIB3YIOIIUMHUCS TIPH CO3JaHUH Mpe3eHTali. MHOTHE BKIJIQJKH HJICHTUYHBI OOJIBIIUHCTBY
nporpamm, Bxoasmux B coctaB Office, nanpumep: Inasnas, Bemaska, Peyenzuposanue, Buo. Knorika
m OTKpBIBaET MEHIO, B KOTOPOM COOpaHbl KOMaH[bI st paboTel ¢ dainamu. [Ipu 3amycke mpo-
rpamma PowerPoint oTkpbIBaeTcs B pexxume, Ha3piBaeMOM OObIYHBIM. OH TIO3BOJISIET CO3/1aBaTh Claii-
I61 M paboTaTh C HUMHU.
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B nentpe skpana HaxoauTcs 00NacTh Ciaiiia, B KOTOPOH MOKHO paboTaTh HETIOCPEICTBEHHO C KaXK-
JbIM OTAEIBbHBIM CHal0oM. [IyHKTHpHBIE IMHUM [TOKAa3bIBAIOT MECTO3aMOJHUTEIH, B KOTOPbIE MOYXHO
BBECTHU TEKCT WM BCTaBUTh N300paKEHUsI, AUArPaMMBbI U JPYTHe OObEKTHI.

ITanens GvicTporo mocrymna Bxnagku  TlaHenb HHCTPYMEHTOB Jlenra
BKHa;HKa a\x\¥oo- & 3 J
Cnaitonl . z T
Bkianka ‘

Cmpyk- L ObnacTb

mypa q : ~ claiga
; 3aronosokK cnaiga
Dcku3 y 6\ Mecto
craiina . To-
Moa3aronoBok cnainga . 3aI110JI-
HUTEIN
O6mnacthb
HaBUTa-
i > |
SameTin K chaitay =
= e mEE o1

101 Tows oma | v 5 w0
ot i v
/r | /]\ 7]

CTpOKa COCTOSIHHSI 3aMETKH K cnaﬁz{y Kuonku PEXKUMOB ITPOCMOTpaA

ITonm3yHok mMacmTaba
Puc. 4.1. Oxno nporpammer PowerPoint

CneBa HaxomuTcsi 00JacTh HaBUTALMM, HA KOTOPOW pacmonararoTcs jABe BkIanku: Cnaidst u
Cmpyxkmypa. Bxnanka Cnaiiost conep>KuT 3CKU3bI BCeX MOIHOPa3MEPHBIX CIAiI0B, 0TOOpaKaeMbIX B
obmactu cnaiina. [Tocine noGaBneHus: Ipyrux Clai 0B UX ICKU3bI OTOOPAXKAIOTCS HA BKJIAJIKE 00JIaCTH
HaBurauu Craidwst. s nosiBieHus (OTKPBITHSI) HY>KHOTO cllaiiia He0oOXOAMMO MIETKHYTh COOTBETCT-
BYIOIIIMI 3CKU3 HA TaHHOW BKJIaJKe. MOXKHO TakkKe MepeTacKuBaTh 3CKU3bI, YTOOBI U3MEHHUTDH MOPSIIOK
(Hymepaluio) ciaizioB B mpeseHrtanuu. Kpome Toro, Bkiagaka Craidst mo3BoJsSeT 100aBIATh (MUKTO-
rpamma Co3zdamb caaitd b0 Ha TAaHETTH UHCTPYMEHTOB, JTMOO MPH HIETYKE MPABOil KHOMKOM MBIIIH 110
ACKU3Y Claija) U yAaiasaTh ciaiapl. O0NacTh 3aMETKU MO3BOJISIET BBECTU 3aMETKH O TEKYILEM claiijie.
MokHO pa3faTh 3aMETKU ayJUTOPUHN WK 00palaThcs K HUIM BO BpeMs MOKa3a MPe3eHTAIH B PeKUMe
JTOKJIaTIHMKA.

Ha Bxmanke Cmpykmypa oToOpaXkaeTcs OCIeA0BaTeIbHOCTh CAai0B. 31eCh Claiibl n300paxa-
I0TCS B BUJIE HEOONBIITNX MPSIMOYTOJIBHUKOB ¢ IU(pamMu, 0003HaYaIOIIUMU HOMEp craiia.

KOHTPOJIBHBIE BOITPOCBHI

3anyck npoepammul npesenmayuonnot epaguxu Microsoft PowerPoint.
QOcHosHvle sknaoku 1enmur POwerPoint.
Pabouee npocmpancmeso PowerPoint.
QyHKYUU MeCO3anoIHumeeu.
Dynxyuu exnadxu Craiosl.
ngKuuu BKIIAOKU Cmfykmypa. .
asHaveHue cmMpoKu 3AmMemKu K c1aioy.

1.
2.
3.
4.
2.
6.
7.
4.3. PEXXUMbBI TPOCMOTPA
B mporpamme PowerPoint MO’KHO cO37aBaTh NMpe3eHTallMH, BKIIOYAOIIME OTPOMHOE KOJIHYECTBO

CﬂaﬁﬂOB, MMO3TOMY UIA 06J'I€1"‘-ICHI/ISI HaBUTallUU MPEAYCMOTPCHO HECKOJIBKO PCKUMOB ITPOCMOTpa (pI/IC
4.2).

Traphan  Beraoka  Avsaiin  Mepexogsl  Asdmauma  Mokas ciagos  Peusuposarue | Bug

B Eliges . mal B
06k "

= omrenka ceparo
b1 | COpTMpOBUIMK CTPaHALE Peskitt % Hasoe Mepeiitu &
craifgos  sameTox  wTenns o HepHo-Geniii okwo G pyroe oxro

BT 11 OTTEHKM CEpora Oktio

Puc. 4.2. I'pynna komang Pexcumst npocmompa npezenmayuu

| OBpasey, DBpasey, O6pazey
afA0s  BHAZY  3AMETOK

Macwrab Brucats
Hanpasanowue B akHo

MNokazats Lr}

PexiMEl NPOCMOTPE NP e3eHTaLMM Pexmbl 06pasuos Macwrab

1. O6vrunbtit — 310 peXKUM CO3/1aHUS U PEJAKTUPOBAHUS CIIANI0B; BKIIOUYEH 110 YMOIYAHUIO.
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2. Copmuposuwuk c1aii0o6 — pexxuM, OTOOPAKAIOIINUN ICKU3bI CIAMIOB, MACIITa0 KOTOPHIX MOXK-
HO HaCTpauBarThb. B JaHHOM PCKUMC OHNPCACTIACTCA NOPAAOK CICAOBAHUA CH&ﬁI{OB B IPC3CHTALIUU.
HpI/I IMOMOIIH MBbIIIN MOKHO NICPEMECIIATh 3CKU3bl, MCHAA TCM CAMBIM UX B3aMMHOC PACIIOJIOKCHHUC.

3. Pesrcum umenusa ynoOeH npu MpocMoTpe ciaiinoB. Bee muniane sneMeHTs nHTEpdeiica, BKITIO-
qadg JICHTY, CKPBIBAKOTCA, @ B OKHC IMPOrpaMMbl OCTAIOTCA TOJIBKO KHOIIKM HaBUT'AllUU I10 CﬂaﬁﬂaM u
KHOTIKH MEPEKITIOYCHUS PEKUMOB pabouell 00J1acTH OKHA IPOTPAMMBI.

Kpome Toro, mpocMoTp ¢i1aiiioB MOYKHO 3aIlyCTUTh C IIOMOLIBIO BKIaAKu [loka3 cnaiidoe.

4. Iloka3 cnaiidoe ipeiHa3HAYCH ISl IEMOHCTpAIMK npe3eHTanuu. CMeHa ciaaiioB MpOU3BOIUT-
CA C IIOMOIIBIKO KOJICCHUKA MbIIIH, IICITYKa JICBOM KHOTIIKOM MBIIIIM HJIH qepe3 3aI[aHHBIﬁ HWHTCPBAJI BpC-
MeHH. B 3TOM pexnme Ha 3KpaHe He 0TOOpakaeTcss HUYEro, KpoMe COJIEPKUMOTO ClIaiia.

B ctpoke cocTosiHus (ciieBa OT MOJ3YHKOBOTO PETYIATOpPA, M3MEHSIOMIET0 MAacIITad) HaXOIATCS

KHOTIKH BLIGO@EI pabodvero nMpocTpaHcTBa
||EHee EH T

4.4. CO3JAHME TPE3EHTALINNA

Kak yke 0TMeuanoch, HOBasl MPE3CHTAIINS, COACPIKaIlasi ¢IUHCTBEHHBIN MyCTOM Clai/1, Co3aaeTcsl
ABTOMATHYECKH IpHU 3amycke mporpammbl PowerPoint. CHayana HeoOX01uMO 0QOPMHUTH THTYJIbHBIH
(OTKPBIBAIOIIKICS) Claii/, 3aTeM cOo37aTh U 0GOPMHUTH CIACIYIOUIMIA U TaK Jqajiee, OKa BCE CIalbl He
OyayT oOpMIICHBI.

[Ipe3eHTAIIMI0 MOXKHO CIelaTh, MCIIOAb3ys TOTOBBIM MIA0JIOH. DTO M30aBUT OT HEOOXOIMMOCTH
BBIMIOJIHATh MHOKECTBO PYTHHHBIX orepaidii. [11aGioHbl mpe3eHTanuii coaepKar Ciaai/pl, BbIIACP-
JKaHHbIE B OJIHOM CTHJIE M COJEpPIKAIIUE TIOJS /IS pa3MEIIeHUs TEKCTa, KAPTHHOK U BUaeo. [11aGmoHb
MOYKHO OTKPBITh HEMOCPEACTBCHHO uepe3 BKIaAKy Daitn, meuio Cozdame (puc. 4.3). Cpeau npovnx
3/1€Ch UMEIOTCSI CIICAYIOIINE [TIA0JIOHBI U TEMBI:

1) Hosas npesenmauus;

2) Ilocneonue wabnonw,

3) O6pasusbt wabonos;

4) Temot;

5) Mou wabnonw;

6) U3 cyuwgecmeyrowezo 0okymenma.

I[Tocre Toro Kak BeIOpaH TpeOyeMblil adI0H, HEOOXOAMMO IIEITKHYTh O KHOIKE Coznars

m rasHas  Beraska  Jusaiin Mepexofs  ARMMaUMs  Mokas c1afiAos  PelsHIMposaMMe B (=]
e Coxparums
BocTynHbie WaBnOHEI 1 TeMbI HoBan npesenTauua
& Coxpanums xax
oMo
5 Ompems & a
[ 3akpuTe
Ceegenna ]
# LI Az
Mocneguie Hoean Mocneamme Obpazupt Tener
npesenTauwa watnoke: wanoHos
@)
Meuats ®
COXPaHHTE 1 OTIPABUTE Mou wabnonsi s cywectsyro- j
were gorymenta
Cnpaeka LWabnoHel Office.com Mouck wabnoHos Ha caifre Office.q + Cosgate.
3 Mapanerps
- — — o
o
3 Buwoa [ ¥ j I
WaBnors: Onarpamue: Kanenaapu Mpesestaumn
opopunerA i
cnaiige!
Pacnmcanna Tpamorei Temamnueckme Opyre
cepraducaTsl caiigel waTeropun

Puc. 4.3. Oxno nuanora PowerPoint

3aoanue 4.1

1. Boibepume ¢ wmenro Ilyck komanoy Bce npozpammui/Microsoft Office/Microsoft Office
PowerPoint 2010.

2. Cosoaiime npesenmayuio, Ucnoawv3ys 0opaszyvl wabnonos (komanoa Paiin/Cozoams/Qopazust
wiaoon08) u eviopas wabnonsvt I'opoockoit pomoanvoom u 3nakomcmeso ¢ PowerPoint 2010).

3. Cozoatime nosyto npezenmayuto. Lllerknume 08asicovl no KHonke (6x1a0-
ka @aunlCozoamv/Hosas npezenmayus).
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4. Jlnsi npocmompa OauHvlx npezenmayuil nepeudume na 6éxkaaoxy Ilokasz cnaiioos/C nauana
(KHONKa pacnonodicena Ha ekiaoke cieea). [na npocmompa nociedyiouwux ciauoos weaknume Mmbi-
Woblo.

4.5. IPUCBOEHUE MMEHH
N COXPAHEHHME IIPE3EHTAIIUU

Kak u mpu pabote ¢ m000# Ipyroil mporpaMMoii, peKOMEeHIyeTcsl cpa3y ke MPUCBOUTH UM Tpe-
3CHTAallH, 4 BO BPCM:1 paGOTbI YaCTO BBIIIOJHATL €€ COXPaHCHUC.

1. Otkpoiite Bkianky @aiin Wi HAKMUTE KHOHKEI , YKQXKUTE KOMaHIy , @ 3aT€M BBI-
TIOJTHUTE |l Coxpanute eJTYIOIIUX JAEHCTBMIA:

a) U1 TIPe3eHTAaluU, KOTOopast MOKeT OBITh OTKphITa ToJMbKO B PowerPoint 2010, BeiOepute Ko-
mauny Ilpezenmayus PowerPoint;
0) A7 pe3eHTalK, KoTopas MOKeT ObITh OTKpbITa MO0 B PowerPoint 2010, n16o B Gonee
pannaux Bepcusix PowerPoint, Beibepure 3nauenue Ipezenmauyus PowerPoint 97-2003.
Ecnu Be1Opan BTOpoii BapuaHT, HOBbIe pyHKIMU PowerPoint 2010 craHOBSITCS HEOCTYITHBIMH.
2. B criucke Ilanka nuanoroBoro okHa Coxpanenue 0OKymeHma BBIOCPHUTE TIANKYy WM APYroe
MECTO, B KOTOPOM HY>KHO COXPaHUTh IIPE3EHTALIHIO.
3. B nmone Umsa ¢haiina: BBequtTe UMs MPE3CHTAIMU WIH MPUMUTE UMs (aiina, mpeaiaraeMoe 1o

%MOH‘I AHUIO, n HaXMHUTC KHOIIKY

C sTOoro MOMEHTa MOXXHO Hakumath coderanue kinaBuin [CTRL + S] wim menkaTe KHOINKY
Coxpanump) B Bep@ﬁ 9acTH YKpaHa, YTOOBI B JTF0O0H MOMEHT OBICTPO COXPAHUTH IIPE3CHTAIINIO.

3aoanue 4.2

1. Coxpanume npeszenmayuu, cozoanuvie ¢ NOMOWbIO WAOIOHO8, 8 c8oell Nanke noo aHaI0UY-
noimu Hazsanusasmu I'opoockoii pomoanvoom u 3nakomemeo ¢ PowerPoint 2010.

2. CoxpaHume HO8YI0 YUCMYIO npe3enmayuio noo umeHem Yueonaa npesenmauusn 6 ceoeti pado-
ueli nanke.

4.6. CO3JAHHME (JIOBABJIEHUE)
HOBBIX CJIAMJIOB

[Tpouecc co3panus crnaiffia moapazyMmeBaeT 100aBlIeHUE JTUUYHBIX 00bEKTOB: TEKCTa, H300paKEeHU,
Bujeo. [lo3xe ko BceM (MIM HEKOTOPHIM) O0OBEKTaM J100ABISAIOTCS MapaMeTphbl aHUMAIUU U Ompeie-
JSI€TCS OYEPEAHOCTh UX MOsABIICHUS Ha ciaije. Co3/laHue ClaiIoB — TBOPUYECKUN MPOLIeCcC, U JaBaATh
3/1eCh Kakue-11u00 peKOMEeHJallui OYeHb TPYIAHO: BCE 3aBUCUT OT 3a/1a4 U MPEANOYTeHHH co3aaTes.
OpaHaKo CyIIECTBYIOT pa3IUnYHbIE CIIOCOOBI, ¢ TOMOIIBIO KOTOPBIX 3TO MOXHO C/IENIATh.

IlepBblii cnai, KOTOPBIM aBTOMATHYECKHU IOSBISAETCS B HOBOW IpE3€HTAlUM, Ha3biBaeTcs TH-
TYJIbHBII cJ1aiig. OH CONEPKUT Ba MECTO3AMOTHUTENS, OAUH U3 KOTOPHIX OTHOPMATHPOBAH IS 3a-
roJIOBKa, BTOPON — Mg moj3arosioBka. [lopsiiok mpoTOTUIOB Ha ciaiiie Ha3bIBaeTcss mMakeroMm. B
PowerPoint 2010 Takxe mpexycMOTPEeHBI IpYTHe THIIBI MECTO3aMOMHUTENEH, HallpIMep MECTO3amoI-
HUTENHU AJI1 U300paKeHU U pUCYHKOB SmartArt.

YToObl OTHOBPEMEHHO C J00aBIIEHHWEM Clalijja B MPE3EHTAIMIO BHIOpaTh MaKeT HOBOIO cJjaiiia,
MO>KHO BBITIOJIHUTH CJIEIYIOLIUE ACHCTBUSA:

1) Ha Bkianke Cnaitovt MENKHYTH HETO-
COJIepXKaIIMMCS Ha 3TOW BKJIAJIKE CIIaliJIOM; TR

2) B rpynne Cnaiidnr Bxnanku Inagnas ... = "7"¥™ | NeNKHYTb CTpENKy pSgOM ¢
KHOITKOH Uﬁ-ﬂ'[;,;] T i (puc. 4.4).

ITociie BBINTOJIHEHHBIX ONEpalUi MOSBUT- = Cs KOJUIEKLMs, B KOTOPOM OTO-

OpaxaroTCsi MAKEThl PA3JIMYHBIX JOCTYIHBIX  Puc. 4.4.Komanza ~ MAaKETOB CIaifoB (puc. 4.5).
Co30ams cnaiio

CpCACTBCHHO MOA CAWHCTBCHHBIM

=] Maker *
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rnazman =raEka Aizait- HM L 3L Mokaz CI2RA0E PEuEHIR DBZHME
=
"‘_
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[ F15%
Notox . AB3au

I

TuTyAbHbBIN Craig 30rononok M
ofwexr

Puc. 4.5. MakeTsl ciiaiiios

B Makerax cnaiiioB UMs ONPENENSIET COAECPKUMOE, UIsl KOTOPOTO CIIPOCKTUPOBAH Ka)KIbI U3 Ma-
KEeTOB. MeCTO3aIloIHUTENN ¢ [IBETHBIMU 3HAaYKAMHM MOTYT COJEPXkKATh TEKCT, HO B HUX TaK)K€ MOKHO
HICJKHYTh 3THU 3HAYKH, YTOOBI aBTOMATHUYECKH BCTaBUTh OOBEKTHI, BKJIIOYAs PUCYHKH SmartArt u
kiun. Kimun — 310 roroBoe n3o0paxeHue, IpeICTaBIsIonee co00i TOUeUHbI PUCYHOK MM KOMOU-
Hauo GuUryp.

BriOpaB HY)KHBII MakeT HOBOTO cjaiijia, HEOOXOIUMO MIENKHYTh 10 HeMy MbIIbio. HoBBIH ciaiin
HOSIBUTCA U Ha BKiIaaike Cnaiidwl, T7Ie OH BBIACIUTCS KaK TEKYLIHid, 1 B obnactu Craiio.

3aoanue 4.3

1. Il]enknume nesoti KHONKOU Mbludl NO MEKCMOBOMY 00Ky 3azon06ok cnaida. Buympu mex-
CMo08020 610Ka NOABUMCS MEKCmosblil Kypcop. Beeoume mexcm 3azonosxka: UudopmaTtuka.

2. ll]enknume mviubto 3a npederamu mekcmoeo2o OJI0KA, Umobvl 3aKOHYUMb 6600 MeKCMA.

3. B nooszazonosox cnatioa esedume. CoO31aHHE TPE3CHTALUH C ITOMOIIBIO
PowerPoint 2010, kax nokazano na pucyHke.
isbapmarna 4. B obnacmo 3amemku eseoume: I1epBbiii cinaii.

CE3A2NIME NPEIITALMM € NOMOLLBIO
PowerPoint 2010

KOHTPOJIBHBIE BOITPOCHI

Peorcumvl npocmompa npezenmayuu. Cnocodwvl CMeHbl pedrcUMO8.
Cnocobvbl co30anusi HO8QU Npe3eHMAaAYUU.
labnonwvl npezenmayuil 6 npoepamme. Mx ucnonvzosanue.
Igpuceoenue UMEHU U CQXPAHeHUe NPEe3eHMAYUU.

030aHue (00basieHue) Ho8o2o Cﬂau()a

Maxkemwi cnaiioog 6 npoepamme. Hx gpynrxyuu.

1.P
2.
3.
A
5.
6. M

4.7. IAPAMETPBI CJIAMJIA

Crnaiin uMeeT psl mapaMeTpoB, KOTOPbIE CIEAYEeT YUUTHIBATh IPU CO3/1aHUU Npe3eHTanuu. Onpe-
JIENIAIOTCSl OHU TE€M, KaK B JlajbHeHIeM OyaeT NCIOIb30BaThCs MPE3EHTAIM: JEMOHCTPUPOBAThCS Ha
OKpaHe I TeYaTaThCs Ha Oymare. B cBs3M ¢ 3THM HIpexae BCEro CleIyeT HACTPOUTh MapaMeTphbl
clanpa.

ST 3TOr0 HEOOXOIMMO TEeperTH Ha BKIANKY u3aiin JTEHTH U HaXaTh KHOIIKY \[[a,pam:upﬂ_cma_f
. Ha sxpane nmosiButcs nquanoroBoe okHo Ilapamempul cmpanuywt (puc. 4.6).

r AparETPBI CTPaHMIDbI m 1

Cnafae!
LLIHpkHa: by () KHH#HAR -OTME:Ha
o] A

25 pafen (¥ anefionHan

BbICDTa

PasMep cnanaoe:

TpokEEONEHE

3aMETKM, BBIAEYM H CTRYKTYRS

20 J er
£a A (®) kHpcHan
HyMEpOEaTE CRANAEI C: O anefomHan

L &

Puc. 4.6. lnanorosoe okuo Iapamempvl cmpanuyoi

B packpeiBaromemcst criucke Pazmep cnaiidoé HyXHO BBIOpaTh pa3Mep CO37aBaEMBIX CIAIIOB.
Pa3mep cnaiiioB, nmpenHa3HAYeHHBIX AJIS IEMOHCTPALIMM Ha 3KpaHe, ONpPENeNsieTCss COOTHOUIEHUEM
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CTOPOH Ka/ipoB. Eciu ke npe3eHTanuio miaHupyeTcsl BBIBOAUTH HA MEYaTh, CIEAYET BHIOpaTh OAUH U3
IpeUIoKEHHBIX (hopMaTOB Oymaru.

B mpaBoii yactu 3aaar0Tcs mapamMeTpbl OpUEHTALIMM CIIaiiI0B, 3aMETOK, BbIJAYU U CTPYKTYpHI. 3a-
METKH, BblJaua U CTPYKTypa — 3TO OJIOK MaTepHaliOB, KOTOPHI MOMUMO CIIAi/IOB CONEPKUT pas3iiny-
HYIO cly)keOHyro umHpopMaiuio. OTMETUM, YTO OPUCHTAIUIO CIIAHIOB CIEAYyeT 3aJaBaTh TOJBKO B
cllydae, eclly IUIAHUPYETCs IIeYaTh IPE3EHTALNN Ha IPUHTEPE.

Kpowme atoro Ha Bknajake Juzaiin MOXHO 3a7aTh TeMy claiiia, T. €. ero odpopmienue. B teme 3a-
JIAI0TCS LIBETOBAsI CXeMa, a TAaK)KEe UCIOJIb3yeMble Ha ciaiije mpudTel. BeiOpaTh ee MOXKHO B ranepee
Temwn

(puc. 4.7).
RiA9-00- MpesekTaun - Microsoft PowerPoint
Tnasvas  Boaska | [vsaiin | Mepexogsi  Awawauws  [lokas ciaiigos  Peuensiposaie
P usera -
e (O | o
%&%M HIEET
MapameTpsl crpaHMLL Tewt
Puc. 4.7. Ilpumep npruMeHEHUs TEMBI K CIIaly
3aoanue 4.4
1. Ilepetioume na éxnaoxky nenmol Ausaiin.
2. Haoicmume xnonky . Ha sxpane nossumcs ouanozosoe oxkno Ilapamem-

Pl cmpanuywl (cm. puc. 4.6).

3. Buvibepume pazmep cnaiioa IlIpou3zeonsHulii, 6vicomy u wWupury ocmasome 06e3 UsMeHeHull Uil
npuMeHume ce0ou pasmepul, opuenmayus — Anvoomuan, samemku, gvloayu u cmpykmypa — Knuorc-
Has.

4. Ilpumenume x cnatioy oOHy uz mem, Hanpumep Boana.

4.8. JOBABJIEHUE KAPTUHKHA
N3 BUBJIMOTEKHN KJIMIIOB

Bubaunorexka KJIMMOB — 3TO 00IMI pecypc s Beex mporpamm nakera Office. Ona comepxur
pa3zHooOpa3Hble KJIMIbI: KapTUHKH, Gororpaduu, Buaeodaiinsl u 3Byku. Bee daiinel B Onbnnoteke
ynopsiiodeHsl o kareropusMm. Kpome toro, 6a3a JaHHBIX KJIMIIOB CHAa0)KE€Ha KIIFOUEBBIMH CIIOBaMH,
YTO NO3BOJIAET OBICTPO HAWTHM HYXHBIM Kiaun. Ha mo0oit crmaiiq MOXKHO TIOMECTUTh OJHY WJIM He-
CKOJIBKO KapTUHOK. PaccMOTpuM, Kak 3TO0 Jienaercs, Ha KOHKPETHOM IIpUMepe.

3aoanue 4.5

1. Hyosicno nomecmums Ha C1aiio Kapmuuky ¢ uzobpasicenuem xomnviomepa. Cozoaiime 6mopoii
cnatio Komnwvromep.

2. Ilepetioume na 6xnaoxy nenmel Bemagka.

3. Hasicmume knonky m B npasoit wvacmu oxna nossumcs nanenv Kapmunka.

4. B packpuisarowemcs chucke Hekams oo6vekmot: nanenu Kapmunka chumume @radicku co 6cex
nYyHKmMoe kpome nynkma Hnnrocmpayuu.

5. B none Hexkams s6sedume knouesoe cioso KommnbroTep.

6. Hasxcmume KHONKY . Ha nanenu Kapmunka omoopazsimcst 3cku3svl 6cex KapmuHok, Cesi-
3AHHBIX C YKA3AHHBIM KII0YEBbIM CJIOBOM.

7. Yemanosume ykazamens mvliiu Ha nooxXoosuem 3cKu3e.

8. Haosicmume n1e8yo KHONKY MbluU U, YOEPAHCUBAsL ee, nepemMecmume KApMuHKY 8 HYJHCHOe MeCmo
craoa, nocie weco omnycmume KHONKy moiuiu. Kapmunka 6yoem 0dobaesnena Ha ciatio (PUCYHOK).

PP - B e .|

a
=
¢ p—
Frere—
-
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AHAJIOTUYHO MOXKHO J00aBUTh M Jpyrue KapTHMHKH. Kpome TOro, MOXKHO M3MEHHUTH pa3Mephl U
CBOWCTBA KapTHHKH Ha Claiijie, a Takxke MPUMEHHUTb K Hell pasnuusble 3QdexTsl. [Ipu BeIaeneHnn
KapTUHKU Ha JICHTE MOSBIsIeTCs BKIaaka Popmam, conepixamias MHCTPYMEHTHI 17151 paboThl ¢ U30-
OpaxeHUSIMHU.

YroObl yaanuTh KapTHHKY CO Cllaiizia, JOCTaTOYHO LICIKHYTh IO Hel M HaxkaTh KiaBuiry [Delete].

4.9. 1OBABJIEHUE MN30BPAKEHUSA
W3 BHEIIHEIO ®AWJIA

Ha cnaiig MOXHO TOMECTHTH M300paXEHHUE HE TOJIBKO U3 OMOIMOTEKH KIMIIOB, HO M U3 rpaduye-
cKoro ¢aiina.

Jlnst 3TOro HeoOXOIMMO BBINIOJIHUTE KOMaHy BemaskalPucynok. Ha sxpaHe NMOSIBUTCS AUAIIOTO-
BO€ OKHO Bcmaeka pucynka (puc. 4.8).

B mosiBuBIIEMCST MAIOTOBOM OKHE CJEIyeT MEpEeHTH B MaNKy, COJASpXKAIlyl0 HYXHBIH rpaduue-
CKu (haili, 3aTeM JBaKIbl MIETKHYTh MBIIIBIO HAa 3HaUKe (paiiia, KOTOPBIA HAZ0 JOOAaBUTH HA CIAI.

JuanoroBoe QKHO 3aKDOETCs., a BRIODAHHOE H300pakeHne OyAeT BCTAaBJICHO HA CIIAM/I.
: ‘ua 3 by o X Jj:
-
)
“
Puc. 4.8. [luanoroBoe okHO Bcmaexa pucynka
3aoanue 4.6

1. Coszoaiime emopou cnatio, nanpumep 3uma.
2. Bcmasvme 6 nezo pucynox uz epaguyeckozo gaiina, kak nokazamo Ha puc. 4.8. Ecau maxoeo pu-
CYHKa Hem, co30atime coOCMBeH bl C1aud U blbepume 000l epapuieckuii pUCyHOK.

4.10. JOBABJIEHUE CHUMKA 5KPAHA

YacTo npe3eHTaluu Co3/1at0TCs A OMMCaHUs pabOThl KaKUX-THOO MpOrpaMM, a 3HaYMT, €CTh He-
00X0AMMOCTb J100AaBUTh Ha ClIaiil N300pa’keHre OKHA UM MAJIOrOBOrO OKHA 3TOW mporpammsl. s
9TOTO Ha BKIaaKke Bcmaeka cnepyer HaxaTh KHOIKY . OTKpoeTcst MeHIo, cojiepikaliee rpa-
(uueckue ICKU3bI BCEX OTKPBITHIX HA SKpaHe OKOH. 3aTeM HaJl0 LIENKHYTh MBIIIBIO 10 HYKHOMY 3C-
ku3y. 300paxkenue BHIOpaHHOTO OKHa OyzeT 1o0aBjieHo Ha crnaii (puc. 4.9).

Puc. 4.9. Jlo6asnenne canmka oxaa Windows Ha craiin

HezaBucumo oT HCIONIB3yeMOro B CUCTEME SKPAaHHOTO pa3pelieHusi, N300paKeHHe BIHCHIBAECTCS B
pasMepsl cinaiiaa. OqHaKo MOKHO U3MEHHUTH pa3mep u3o0pakenus. 11 3Toro HeoOXoauMo:
1) mIeTKHYTh JCBOW KHOIKOW MBIIIHU 10 A00aBICHHOMY Ha claiii u3o0paxenuio. [lo mepumerpy
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U300pakeHMs MOSIBATCS MapKephl;

2) yCTAaHOBUTH yKa3aTellb MBIIIU Ha YIJIOBOW MapKep Tak, 4ToObl yKa3aTellb MPHHSII BUJ JABYCTO-
POHHEN CTPEJIKY;

3) Ha)kaTh JICBYIO KHOIIKY MBIIIY U, YACPXKHUBAs €€, IIEPEeMECTUTh yKa3arTelb 10 JTUaroHald B JIO-
00M HarpaBJIeHHH, TIOCJE YeTO OTITYCTUTh KHOMKY MbIIIH. Pazmep nzoOpaskeHust OyaeT yBeIUYeH WIH
YMEHBLIEH B 3aBUCUMOCTH OT TOT'0O, B KAKYI0 CTOPOHY II€pEMEIaTh yKa3aTellb MbIIIH.

3aoanue 4.7

1. 3anycmume npoepammy, uzobpasicernue OKHA KOMOPOU HYHCHO NOMECMUMb HA CAANO.
2. [lepetioume 6 oxno npocpammsr PowerPoint.

3. Ha sxnadxe Bcmaska Hasxcmume KHONKY

4. [l]enkHume no Hys’CHOMY ICKU3Y.

5. Usmenume pazmepvi 3¢KU3a NO C80EMY YCMOMPEHUIO.

KOHTPOJIBHBIE BOITPOCBHI

Hacmpoiixa napamempog caaiioa.
Llpumenenue memvl K c1augy.
o0baseHue KapmuHKu U3 OUOIUOMEKU KIUNO8.

1.

2.

3. 5

4. V3meHnenue pazmepos u CE0UCMSE KAPMUHKU HA Ciaiioe, a maKdce NpuMeHeHue pasiuyHolx 3¢-
¢exmo

6.

8.
9. obasnenue uzobpasxicenus uz eHeuwiHe2o gaiiig.
obasneHue 8 Npe3eHmMayuro CHUMKA 9Kpana. Vzmenenus pasmepa uzoopaxceus.

4.11. BCTABKA TABJIMIIbI

Jlis mpezncraBieHus Kakod-mu6o MHGOpManuy B TaOJIMYHOM BHJIE Ha cilaije pa3MeIarT oObly-
Hyto Tabnuiy. Kpome Toro, ectb BO3MOXKHOCTh 100aBUTh Tabnuiy EXcel u mpoBoanTh B Hell paziny-
HBIC BBIUUCIEHUA. PaccMOTpHUM, Kak 3TO Aenaercs.

Pabota c Tabnuueit Ha cnaiie BeeTcs Tak ke, Kak U ¢ TaOnuIeld Ha CTpaHULle TEKCTOBOTO JJOKY-
MeHTa. J{1s1 U3MeHeHusl mapamMeTpoB TaOJIMIIBI MU €€ BHEIIHEro BHJIAa UCMONb3YIOTCS BKIAIKu Koncm-
pykmop u Maxem, TIOSIBISIFOLLMECS. HA JIGHTE MPH BBIIECICHNUN TaOJIUIIBL.

Ecnu B Menro Tabnuya va Bkianke Bemaeka BoiOpath komanny Tadnuuya EXcel, Ha cnaiin Oyzmer
nob6asieH nuct Excel. Ha cnaiine MOXHO H3MEHSITh €r0 pa3Mepsl, a TAK)KE KOJIUYECTBO JINCTOB.

[Ipumeuanue. [lpu Beigenennn nucra Excel Ha crnaiine cogepxumoe neHThl MeHsieTcs. JIeHTa po-
rpamMmbl PowerPoint 3amensiercs eHToii nmporpammsl EXcel, 1. e. B jo6aBneHHOM Ha ciaiii nucTe
Excel MoxHO BBIIONHSTE THOOBIE 33124, BBINOJIHsAEMbIC B Iporpamme EXxcel.

I[Ipy miequke MBIIIBIO 32 mpeaenamu jucta Excel 3aronoBku cTpok, cTONOLOB, a TakkKe SPIIbIKH
nuctoB Excel OyayT ckpbIThL, a TaHHBIC, TOMEIICHHBIE HA JIUCT, OyIyT OTOOpaKEHBI B OOBIYHOM Ta0-

JUYHOM BHjie. UTOOBI MEPEHTH B PEXKUM PEIAKTUPOBAHUS JAHHBIX, CICAYET TBAXKIbI IIEIKHYTh MbI-
b0 110 Tabaune Excel.

3aoanue 4.8

1. lobaseme noswviti cravio. Hasxcmume xnonky Ta6mand na exnaoxe Bemaska. Hossumes menio,

KAaK Ha pucyHke.
|m TnaeHaa BcTaeka
| b B e
@ HEE e+

TaGnmua| PucyHok KapTuHka CHUMO

-

Bcraska Tabnuub

I

| _:I EcTaewnTe TaBAMLY...

j Hapucosate Taéauuy
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2. C nomowvio 21emenma YnpasieHus 8 gude epynnvl KAopamos 8 NoA6USUEMC sl MEeHIO Onpede-
Jiume KOJIUYECMBE0 CMPOK U CMoadyos cozoasaemoti madauyvl. Tabauya ¢ yKa3aHHbiM KOIULeCmME8oM
CMpoK u cmonbyos byoem 0obasieHa Ha c1ailo, Kaxk Ha obpasye.

Mpou3ssoaHble eanHULDI
uHpopmayuu
1 KunoGaiir (K6aiir)  =1024 Gaidr = 2% Gaur
1 MeraGaiir (MGaitr) =1024 KGaltr = 2% Gaitr
1 TuraGaiir (FGaitr)  =1024 MGaitr = 23° Gaiir
1 TepaGaiit (TGaiit)  =1024 TGaiir = 2+ Gaiir
1 [MeraGaiir ([T6aitr)  =1024 T6a#T = 25 Gair

3. 3anonnume sueiiku mabauysl u oavime el HA38aHUe 8 COOMBEEMCMBUU C 0OPAZYOM.
4. Omghopmamupytime mabauyy, UCnoivb3ys NPUemvl, 3HAKOMble N0 pabome ¢ MeKCMOBbIM pe-
oaxmopom Word (usmenume wpughm, yeem, pasmep u m. n.).

4.12. UCT1IOJIb30OBAHUE WORD-TABJINLbI
B POWERPOINT

MoxHo co3naBath Tabmuikl B PowerPoint. Ho ecnu tTaGiuma yxxe co3nana B Word, ee MOXKHO uc-
M10JIb30BaTh B IPE3EHTALINH.

MosxHo cBsi3aTe Word-Tabnuily co ciaiiiom, UCIoIb3ysl BO3MOKHOCTH MarucTpaiu ¢ JBYCTOPOH-
uuM asmxernem OLE.

OLE — aTo uHCTpYyMEHT TiporpammMbl Windows, ITO3BOJISIFOIIHIA B3STh (ailyl U3 OJHON MpOTpaMMBbl U
IIOMECTHUTH €r0 B Ipyroi nmporpamme. Ecinu BHeAPATH 10100HYI0 HH(OpMaINIO, OHa TiepeaeTcs BMe-
CT€ C JOKYMEHTOM, B KOTOPOM XpaHuTcs. Eciu ke OHa CBSI3bIBAETCSI, MOKHO XPaHUTh €€ /1€ YIOJIHO
U paboTath ¢ HEeil B poauTenbCcKoi mporpamme. [Ipu kak1oM mocieayromeM OTKPBITUU JTOKYMEHTa,
COJIepKAaIIero MoI00HYIO CBsI3b, OH Oy/IeT aBTOMAaTUYECKU OOHOBIISITHCS.

Yrobsl coznatek Tabmuiy PowerPoint, Heo6xoaumo BBITONTHUTE KoManay Cozdams craiid/ Cnaitd ¢
madnuyen. [Ipexxne yeM MOMeCTUTh TaOJIMIly B ClIaiij, HaJI0 CKOMMUPOBaTh ee B Oydep oOMeHa, nc-
TIOJTIb3y-€MBIH B KQUECTBE BPEMEHHO MMaMsITH BCEMH IPOTPaMMaMH.

3aoanue 4.9

1. Buioenume mabauyy ¢ Word, ycmanosug Kypcop Ha Hell 8 11060Mm Mecme, U 8blbepume MeHio
Taonuyal Boroenums maonuyy.

Taoauuna «CucTeMbl CUHCTICHU

Hecamuunan | /leouunaa | lllecmnaouamepuu-
cucmema cucmema Hasa cucmema
0 0 0
1 1 1
2 10 2
3 11 3
4 100 4
9) 101 S)
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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. Haoxemume knasuwu [Ctrl + C| wiu evibepume xomanody Ipaexal Konuposams. Bvioenennas
mabauya 6yoem ckonuposana 6 6ygep obmena.

3. 3anycmume npoepammy PowerPoint uiu NepeKIIOUUMeCh 6 Hee, eCliu OHA_YICe GbUIOIHACMCA.
s smoeo nysrcHo wenknymo na uncmpymenmanvrot nanenu Office no knonke m

4. [lepexnrouumecs 6 pexcum npocmompa cnatidos u Haloume caauo, 8 Komopbzu Xomume 6cma-
gumb madauyy, unu cozoatime Ho8bill C1AU0 € UCHONb308AHUEM KHONKU

5 Bbz6epume menio IlpasxalCneyuanvnas ecmaska.

no KHONKe , 3amem Hadxcmume CeleKmopHyio

KHOI’le gﬁiﬁj Bvibepume meno Bcmaeums, sneopume mabauyy u obopsume 6ce ee 843U C UcC-
XOOHBIM OOKYMEHMOM.

1. ll]enknume no KHONKg oK

4.13. CO3JAHUE PUCYHKA SMARTART
N ITPEOBPA3OBAHHME TEKCTA
CJAUJA B PUCYHKE SMARTART

Pucynox SmartArt — 310 BU3yanbHOE IMpejcTaBieHue cBeaeHuil. [IpeoOpa3oBanue TeKkcTa B pUCy-
HOK SmartArt — 370 OBICTPBIN crocod mpeoOpa3oBaTh CYIIECTBYIOLINE CaiIbl B MPO(hEeCCHOHATBEHO
oopmieHHble WUTIOCTpanuu. Hanpumep, MOKHO OAHUM IIETYKOM MPEBPATUTh CIAii/1 MOBECTKH JHS
B pucyHok SmartArt (puc. 4.10).

lkonecTea

* TEHAEHUHH pdHES
& Maye e o |n-l5u|.v|-lf'|'
lonecTKa

» Prraspmas ansms=Hn

- lancrrmree
[ —— UL T

BT
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Puc. 4.10. IIpeoOpa3oBanue TekcTa B pUCyHOK SmartArt

YToObl HArISAHO IPEICTAaBUTh HH(POPMALIHIO, HY>)KHO BOCIIOIb30BAaTHCS BCTPOCHHBIMU MaKeTaMH.

[IpeoOpazoBaTh Bce 3arojOBKU CIIAWIOB B PUCYHOK SmartArt MOXHO, BBITIOJTHUB CIICAYIOIINE JCH-
CTBUSL:

1) HIeNKHYTh MECTO3aIOMHUTEIh, COEPIKAIINN TEKCT, KOTOPBIH HY)KHO MPeoOpa3oBaTh;

2) B rpynne A63ay Bxnaaku I'naenas Haxarh KH ;

3) 4TOOBI YBUIETH, KaK OY/IET BBITJISLIECTh PUCYHOK SmartArt ¢ Hy)HBIM TEKCTOM, CJICAYET HABECTH
B KOJUICKIIUHU yKa3aTelb Ha 3CKU3 3TOro pucyHka SmartArt. Kosuiekius coaepXUT MakeThl pUCYHKOB
SmartArt, KOTOpbI€ JIy4IlIle BCEr0 NOAXOAT 1711 MaPKUPOBAHHBIX COUCKOB (puc. 4.11). Jng npocmMoT-
pa MmoJIHOro Habopa MakKeTOB HAJ0 HaXKaTh KHOIKY Eiaﬁéﬁﬁﬁéﬁﬁﬁﬁé f)%';_:y_ﬁiﬁ éééhgfﬂ Haiins
HY>KHBIH pucyHOK SmartArt (Bepmukanbhotit MapKupo6anHulii CRUCOK), IEIKHUTE M0 HEMY, YTOOBI
NPUMEHUTH K CBOEMY TEKCTY.

Gm oo | | Cnmeok
B o :
3= Crmcok (= - % ([ -

= -l —
4% Mpouecc -] [ L ] -
St ten — - —

-
shu  Mepapxua - |
] ceam . e
MaTpia ii. el o o -7
£ Mupamiga - - .
Npocroii Gnouneli ciwcok
q
& PucyHor -t HH- [-1-1-] CyriuT ANA oToBpEREHIS
11" Ii- HEMOCIEA0BaTENBHEIX MK
CrPYNMMPOBEHHGIX BNOKOB MHOPMALIW.
= [ e Duosrzonnar CSKOHOMHTE NPOCTREHCTSO KaK
L DHEOHTENN, TaK W N0 BEPTUKANA,
- —1 [ =
= 1 (e NN -

Puc. 4.11. Konnekuus pucynkoB SmartArt

Tenepp pucyHok SmartArt MOKHO NEpPEMECTUTh, U3BMEHUThH €ro pa3Mep, NOBEPHYTh, 100aBUTH K
HEMY TEKCT, IPUMEHUTh K HEMY JAPYTroi 3KCIPECC-CTHIIb U BBIMOJIHUTDh UHBIE H3MEHEHHUS.

Pucynok SmartArt npoie co3aath JUIsl CYIIECTBYIOLIETO TEKCTA, OHAKO MOKHO CHayaia BCTaBUTh
HY>KHBIM pUCyHOK SmartArt, a 3aTeM 100aBUTh K HEMY TeKCT. JlJis 3Toro Heo0XoIuMo:

1) menKHyTh IO MECTO3aIOJIHUTENIO0, B KOTOPBIA HYXKHO J100aBUTHh pucyHOK SmartArt. Eciu me-
CTO3arOJIHUTENb HE BBIJEJIEH WJIM BbIIEJICH MECTO3allOIHUTENb, B KOTOPHII HENlb3sl BCTaBUTh U300pa-
KEHHe, pUCYHOK SmartArt BcTaBisieTcs B LIEHTP craiina;

2) Ha BKIajake Bemaeka B rpynne Hnnrocmpayuu Haxatb KHOTIKY SmartArt (puc. 4.12);

By @opmar
ol

Npesextauns - Microsoft PowerPoint Jez

2 B e T &

crBue | Hagnuco Konormumyas Wordart Aara n
Epems

tep ObexT | ®opmyna Crmson | Buaeo  3syk
g S 5 S
Texer Cumsons MyasTumieana

Puc. 4.12. Komannel rpynnsl Hanocmpayuu

3) B KkpaifHell JeBOi 00IaCTH AUATOrOBOrO OKHA Boioop pucynka SmartArt BBIOpaTh HYKHBIN THIT
pucyHka SmartArt;

4) B HCHTpaHBHOﬁ 00JIaCTH HAWTH U IOCIKHYTH HeO6XO)II/IMBII7I MAakKeT, a 3aTCM HaKaTb KHOIIKY |Q_—K|

3aoanue 4.10

1. Cozoatime na nHosom cnatioe 10b6ou mun pucynka SmartArt.

2. [lepemecmume, usmenume e2o pasmep, noseprHume, 0006agome K Hemy meKcm, npumeHume K
HeMy Opy2otl IKCnpecc-Cmub U 8bINOIHUME UHbLE USMEHEHUS.

3. Coxpanume uzmeHnemnus.
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4.14. CO3JIAHUE OPTAHM3AIIMOHHOM
JAUATPAMMBI

OpranuzanvoHHas [uarpaMmma CTPOUTCSI aHaJIOTMYHO PUCYHKY SmartArt.

3aoanue 4.11
1. Cozoatime opeanuzayuounyto ouazpammy no oopasyy.

[ NPOrPAMMHOE OBECTIEYEHME KOMMBIOTEPOB

_—
= =
5 & =

2. Ha sxnaoxe Bemaeka 6 epynne Hnntocmpayuu nasxcmume K .
| 3. B rkowexyuu Buisop pucynka SmartArt nascmume kHonky , nocne smoeo vloepume
Makem opeanusm_inwftﬂod ouazpammul (Hanpumep, Op2anu3zayuoHHas OUaAzpamma), a 3amem Ha-

arcmume knonky IOK], kak Ha pucyHKe.
r: 0P PHCYHKG Smariir mﬂ

) B

=] P
3= Crucox TRy -
900 MpoLect
] e |
% U 0 ae EEE -
o | N = T==
siu Wepapxmn
B cos = =
] I | a=a =
MaTpua = aa ‘ama [
A Mapamaa - V ,
— MpocToii 6rounblii cnncok
-j Pucyrior - CnysxnT ansa oToSpaxenus

HENOCNEABEATENEHE UM
CTPYNNHPOBAHHLIX GNOKOE HHABOPMALHH.
Ml0SBONAET CKOHOMNATE NPOCTPAHCTED Kak
10 FOPHSOHTANK, Tak i N0 BETHKANIL

4. Jlna 6600a mekcma 6blNOIHUmMeE 0OHO U3 C1e0VIOWUX OeUCmBUIL.
— WeNKHUme no KHONKe 6 obnacmu mexkcma, a 3amem 86eoume HeoOX0OUMbLI MEKC,;
— ckonupyume 6 Oyghep obmena mexcm uz Opy2ol nPoOcPAMMbL ULU PACNONONCEHUS, WeTKHUME
no KHonke E% 6 obracmu mexcma, a 3amem 6Cmagbme e2o.

4.15. BCTABKA JTUATI'PAMMbI EXCEL
B NPE3EHTAIIMIO U CBA3BIBAHUE EE
C JAHHBIMHM B EXCEL

JIto0yro quarpamMmy MOKHO BCTaBUTh Ha cilaii npe3eHTanuu. Eciy HaxaTh KHONIKY m Ha
BKIagKe Bcmaeka, aBTOMaTHYeCKH 3arpyxkaercs nporpamma Excel. B stoii mporpamme cosmaercs
TabJMla ¢ JaHHBIMHU (WM OTKpBIBaeTCS paHee CO3JaHHBIA (aill ¢ JaHHBIMHU), HA OCHOBE KOTOPBIX
cTpoutcst auarpamma. Jlamee ona mo0aBisieTcst Ha Cllaiil Mpe3eHTAIuu. TakuM e 00pa3oM MOXKHO
N100aBUTh qrarpaMmy B JokyMeHT WOrd B kaduecTBe WILUTFOCTPAIMH K TEKCTY.

Jo6aBuTh auarpamMmy win rpaduk B IPE3EHTAIIUI0 MOXKHO JIByMS CIIOCOOaMHU:

1) BHEIpUTh JaHHBIC W BCTaBHUThH JHAarpaMMy B Mpe3eHTanuio. [Ipu BHEJIPEHUH JaHHBIX U3 JWa-
rpamMMbl B PowerPoint sty nndopmanuio moxxno penaktuposats B npuioxenun Office Excel 2010, a
aucT OyneT coxpaHatbes B aiiine PowerPoint;

2) BCTaBUTh B Tpe3eHTalio auarpamMmy Excel u cBsizath ee ¢ ganHbiMu B mpuioxenun Office
Excel 2010. Ilpu xonupoBanuu muarpammsl u3 npunoxxenus Office Excel 2010 u ee BcraBke B mpe-
3€HTAllMI0 JaHHbIE B JUarpamme cBsi3biBatoTcs ¢ juctoM Excel. Eciu HY»XHO M3MEHHUTH JaHHbBIE B
JauarpaMmme, HeoOXOIMMO BHECTH W3MEHCHHs B cBs3aHHBIN jaucT B npuioxennn Office Excel 2010.
Jluct Excel — aTo oTnenbHbIi (aiis, 1 OH He coxpaHsieTcs BMecTe ¢ (aitiom PowerPoint.

3aoanue 4.12

Cosoatime ouazpammy 6 npunoxcenuu Office Excel 2010 u ckonupytime ee, a 3amem 6cmagvme 8
npezeumayuio PowerPoint. IIpu o6nosenenuu oannvix 8 npunoxcenuu Office Excel 2010 ouacpamma
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6 npunoscenuu PowerPoint maxoice 6yoem obHoénena. [na evinonnenus 3a0anus npooenavme cie-
oyrowue 0elcmasus.

1. Bvioenume suetiku, Komopvie Xomume ckonuposams, u Haxcmume Ha krasuwu [Ctrl + CJ,
umooObL BLINOIHUMb KONUPOBaHue 8 Oyghep oomena.

Ipunoocenue Office Excel 2010 omkpvieaemcs 8 pazoeneHHoM OKHe U 0moodpadicaem Ha aucme
OaHHble npumepa.

A B K D
1 |CronBeul BOCTOW  3anag  Cepap
2 | 1-Akn. I :'EIA! 15.6 22.9
3 | Z-A KE. T4 383 33
4 (3-9 ke 20 0.5 49.3
5 4-A ks, 0.4 45 51,

2. llepexnouumecs 6 npoepammy PowerPoint.

3. B peosicume copmuposku cnatioo8 nepetioume K Ciaudy, 8 KOMOpbl XOmume HOMeCmums
NEKMPOHHYI0 MabIuyy, uiu co3oatime HO8blll C1alo.

4. Buibepume menio Ilpaskal Cneuuanvnas ecmagka.
@ [l]enxknume no KHonke ' U HadcMume ceeKmopHyI0 KHONKY Crs-

6. Ll]enknume no kHonke oK.

Ecnu ceazv ne mpebyemcs, mo Hyx#CHO NOBMOPUMb WASU, ONUCAHHbLE 8blule, HO HA waze 5 Ha-
Hcamo KHONKY Mﬁ a He KHONKY . Taxorce modxcno samenums wiazu 4, 5 u 6 Haxcamu-
em knasuw [Ctrl + V], obecneuusariowux 6vicmpyro 6cmagky oannwix uz 6ygepa oomena.

Kax monvko 3asepuumcst coz0anue ouazpammol, okHo npocpammol Excel mooicno 3axpoime.

KOHTPOJIBHBIE BOITPOCHI

1. Bemaexa mabnuywt EXCel u nposedenue 6 neil pasnuunix sbluucienuil.
2. Ucnonvzosanue Word-mabnuyol 6 PowerPomf

3. Hobasnenue pucynka SmartArt 8 npezenmayuio.

4. Cpeo6pa306aHue meKkcma cjauoa 8 pucynke SmartArt.

9. Coz0anue opeanu3ayuUOHHOU OUAPAMMDL.

6. Bcmaska ouacpammer Excel 6 npezenmayuro.

4.16. JOBABJIEHUE BUJEO

Buneoponuku BCTaBISIOTCS TOIBKO B T€ MPE3EHTAIMH, KOTOPhIE OyIyT NEMOHCTPHPOBATHCS HA
skpaHe. Buneo, mobaBneHHOe Ha Ciaii]l, BOCIPOU3BOIUTCS, TIOKA JEMOHCTPUPYETCS CIIali]], WK B Te-
YeHHE BPEMEHH, OTPAaHUYEHHOTO ITTUTENLHOCTHIO POJIHKA.

Buaeo MoxHO 100aBUTH Ha cinaiij] kak u3 oubnuoteku kiumnoB Office, Tak u u3 BHemHero ¢aiiia.
[Mporpamma PowerPoint moanepkuBaeT OONBIIMHCTBO MOMYJISPHBIX (HOPMATOB.

3aoanue 4.13

1. Ha eéxnaoke Bcmaeka nasxcmume KHONKY m

2. B nosisusutemcsi menio evloepume komandy Buoeo u3z ¢haiina.

3. B omkpwisuwemcs ouanocoeom okne Bcmaska eudeoszanucu nepeiioume 8 nanky, cooepaica-
W10 HYICHBLL 8UOCODatL.

4. Jlsaswcovl wenkHume no sHauky evlopannoco gatina. Ha cratioe nosisumcs kapmunuka — nepebiii
Kaop ponuKa.




Pasmep obnactu, KOTOpYIO 3aHMMAeET Kajp Ha Cilaiifie, MOXKHO U3MEHSTh, KaK M pa3Mepsl J1000ro
rpadu4ecKoro 0ObeKTa.

B mento Buoeo conepxutcs komanaa Buodeo u3 opzanuzamopa kiunog, ¢ NOMOIIBIO KOTOPOU BH-
JACOKJIHNIL BLI6I/IpaeTC$I B OMOJIMOTEKE KIIUIIOB TaK JKC, KaK U KapTHHKaA. CJIGIIyCT OTMCTHUTB, UTO HA 3Ta-
II€ CO3/IaHus MPE3EHTALMU BUIE0 HE BOCIPOU3BOAUTCSA. IIpocMOTpeTh €ro MOXKHO TOJBKO BO BPEMsI
ACMOHCTpal MpE3CHTAINH. KpOMC TOro, «YKpalmcCHue» Npe3CHTAUU BUACO 3aMCTHO YBCIIMYUBACT
pasmep ee daiina.

4.17. JOBABJIEHUE 3BYKA

Ha cnaiin MoxxHO 100aBUTH 3BYKOBOM (hailn (My3bIKy, KOMMEHTapHH, 3ByKOBOU 3((exT u T. 1.),
KOTOPBI OyJIeT BOCIIPOU3BOJIUTHCS MPHU JEMOHCTpAlMK claiifa. JIaHHbBII 3JIeMEeHT MPEe3eHTAINH J10-
OaBiisieTcs Tak ke, Kak U BUIACO(]AIIbl, HO MPH STOM HCIOJIb3YETCsS MEHIO KHOIKU m Ha BKJIQJIKE
Bcmagka.

Ha cnaiine nosiBisieTcss 3HaUOK «IMHAMUKY, a TIOJ] HUM — 3JIEMEHTHI YIIPaBIICHUS BOCIIPOU3BEICHU-
€M U TpoMKocThI0. KpoMe Toro, Ha JIeHTe akTUBU3UPYETCs BKJIaaka Bocnpoussedenue, conepxaias
WHCTPYMEHTHI JJIsl HACTPOIKYU 3BYKOBBIX MapameTpoB (puc. 4.13).

Paccmotpum Hanbounee BaxkHbIe HACTPOMKHU:

1) kHOMKA OTKPBIBAET MEHIO, B KOTOPOM MOYHO BBIOpaTh OJIHY M3 YEThIpeX Ipajanuil
IPOMKOCTH BOCIIPOU3BEICHUS
daiina;

2) B packpsiBaromiemMcs crrcke Hauano BpIOUpaeTcss MOMEHT Havasia BOCIIPOM3BEICHUSI 3BYKOBOTO
¢aiina Ha cnaiine: Ilo wgenuky — aitn 6yaet BociponsBeieH PH HaXKaTUU KHOIIKK BOCIIPOU3BEICHUS
O]l 3HAUYKOM 3BYKOBOTO (aiina, Aemomamuuecku — ¢aiitn Oyner BOCIPOU3BEIEH aBTOMATHYECKU
IpY TOSIBJICHUH ClIaiijia Ha SKpaHe;

3) mpu ycraHoBke (uaxkka CKpvlmb npu HoKaze 3HAYOK 3BYKOBOTO (aiiia He oToOpaxkaeTcsl Ha
caiiie BO BpeMsl IEMOHCTPAIMH [TPE3eHTALIH;

4) byukuus Ilepemomams nocie eocnpoussedenus TPEANONAraeT, YTo MOCIE OCTAHOBKH BOC-
IIPOM3BEICHUS 3BYKOBOH (paiii nmepeMaThiBaeTCsl B HA4aJIo.

FEECEE

™ x = &\ ) »

[~ ]
)
———

Puc. 4.13. Jlob6aBnenue 3BykoBoro (Qaiina Ha cinaiia

3BYKOBO# (haiism MOKHO HE J00aBIATh, a 3aIMMUCAaTh B MOMEHT CO3/IaHus ciaiiaa. J{s 3Toro B MeHI0
KHOIIKH @ ciemyeT BeIOpaTh KOMaHay 3anucams 36yK. [10sIBUTCS TUaIoroBoe OKHO 38yKO3anuce,
coJiepKaliiee MIEMEHTHI YITpaBJIeHUs IS 3alMCH 3ByKa. Jamee HeoOX0IMMO MOIKIIOYUTh K KOMITBIO-
Tepy MHKPOGOH, Yepe3 KOTOPbI U OyaeT mpou3BOAuThCs 3amuch. CreayeT ykasats B Mukmiepe Win-
dows, kakoe ycTpoicTBO (MUKPODOHHBIH BXO/T) HCIIOIB3YETCS.
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3anucaHHbIM 3BYK 3aKpeIuIIeTCs 3a TEKYIIMM CIaifioM, a MapaMeTpbl €ro BOCIPOU3BEACHUS Ha-
CTpauBaloTCs Ha BKJIanKke Bocnpouszeedenue Tax xe, Kak U NapaMeTpbl BHEIIHETO 3BYKOBOTO (aiina.
Yarie Bcero JaHHbIN CIIOCO0 UCIIONB3YIOT MPH CO3/IaHUH PEUEBBIX KOMMEHTAPHUEB K Claiiny.

[Tpu nobGaBieHUHU MOOBIX 3BYKOBBIX APPEKTOB pa3zmep Qaiiya mpe3eHTall 3aMETHO YBEJINYHUBa-
ercsl.

3aoanue 4.14

1. Zlobasbme na cratio 36yx.
2. Coxpanume uzmeHeHusl.

4.18. TOBABJIEHUE JIATHI, BPEMEHHU
U HOMEPA CJIAMJIA

B kaudecTBe cripaBouHOM MHPOpPMAIMK HA claiiie MOXKHO Pa3MECTUTh JaTy, BpeMsl, a TaKKe HOMEp
cnaiiga. [Ipyuem naHHbBIE 37€MEHTHI IPU IEMOHCTPAIUU Claiia OyayT aBTOMAaTUYECKU OOHOBISATHCS,
T. €. Bcerjia OyayT yKa3aHbl aKTyaJlbHbIe 3HAYCHHS BPEMEHU U J1aThl T0Ka3a MPe3eHTAIHH.

s nobaBneHus 1aThl, BpEMEHU M HOMEpa ciaiiia UCIOoJIb3yeTCsl OJTHO TUaIoroBOe OKHO, KOTOPOE

BBI3bIBACTCS Ha)XXaTHeM KHOIIKU
1581071 [H_omep_mlaﬁﬂ,al Ha BKIaake Bemaeka (puc. 4.14).
[ ——— 72X mmumrym.. fwafr|

ADCTYMHbIE BOpHATE:

Hsbik:

113.09,2011
BTOPHHI 13 ceHTalips 201Lr,

b pycoon ¥

CNaiA | SameTin hBblAaqH
BEMOGHTL B Cnafia

&y v epena:

1309/11

13 cermalipa 2011r,
13-cen-11

CeHTABpL 11

cen-11

13.09.2011 16:42
13.09.2011 16:42:15
1642 [Jrorep cnafiaa
16:42:18 ] Hrwcrnaft gonarmiyn
442
4142:18

[IHe nokaskieate Ha THTyneHon cnafiae

Dgﬁnuanmbaawmamuecm L OF H CTHEHS Hﬂoymanuaﬂm‘.‘l

Puc. 4.14. JluanoroBoe OKHO BCTaBKH JIaThl, BpeMEHU U HOMEpa ciaiia

s no6asnenus Ha cinaii HHGOPMAIMKU O AaT€ U BPEMEHU CIIeAyeT YCTaHOBUTH (praxok Jama u
épemsa. Ilpy 5TOM cTaHyT aKTHUBHBIMU 3JIEMEHTHI YIIPABJICHUS, PAclOjoKeHHbIe HuXke. [[1s otobpa-
YKEHUS 1aThl U BPEMEHH CYILIECTBYET HECKOJIBKO PEKUMOB, ONPEAEIAEMbIX MEPEKII0YaTEIeM:

1) Aémooonosnenue — Ha cnaiiie Bcerjga OyaeT oToOpakaThCsl TeKylas jaata u (W) Bpems. B
PacKpBIBAIOIIEMCSl CIIUCKE, PAcHOJIOKEHHOM MO NepekiodareaeM Aemoodnoenenue, BoIOUpaeTcs
dbopMaT npeacTaBIeHUs JaThl U BpEMEHH, KOTOPBIi, B CBOIO O4Yepelb, 3aBUCUT OT SI3bIKa, BBIOPAHHOTO
B PACKpbIBAIOLIEMCSI CTIUCKE A3bIK:;

2) @ukcuposano — Ha claiize Bcerna OyneT 0ToOpakaThbes JaTa, yKa3aHHas B MOJIE, PACIOI0KEH-
HOM 11071 TiepekitouarenemM PuKkcuposano.

JaTa u Bpems pacronararoTcs B J€BOM HUKHEHN 4acTH ciaiaa.

UYtoOb1 100aBUTH HA CIIAM €r0 TOPSAIKOBBIA HOMEp B MPE3CHTAINH, CIEAYET YCTAHOBUTDH (HIIaXKOK
Howmep caanoa. Homep cnaiia pa3MeniaeTcss B NpaBoil HUKHEW 4acTH ciaiiaa.

Kpome Toro, Ha cmaiiy MOKHO J00aBUTh HUKHUN KOJOHTUTYJ, TEKCT KOTOPOTO PACIIOIAraeTcCst
MEXIy natod u HomepoM crhaiga. [Ipu ycranoBke ¢umakka HuscHuii Kononmumysn 1oje, Haxos-
Ieecss HN>KE, CTAHOBUTCSI aKTHBHBIM. 3}160]; BBOJUTCA 0001 TEKCT, KOTOpI:Iﬁ JOJDKEH IPUCYTCTBO-
BaTh Ha BCEX cnaﬁuax MMPE3CHTAIU. OTMGTI/IM, 4To gaTta, BpEMA U HOMEP cnaﬁua TakK XK€, KaK U KO-
JIOHTUTYJIBI, OyAyT 0TOOpa)kaThCsl Ha BcexX ciaigax mpeseHTauuu. OIHaKO MOXKHO OTKIJIIOUHUTH MOKa3
3TUX 3JIEMEHTOB Ha TUTYJIBHOM (3arjaBHOM) ciaiine mpeseHTauuu. /st 3Toro cieayer ycTaHOBUTh
¢dnaxxox He nokazvieams na mumynshom ciaioe.

3aoanue 4.15

1. /lobaévme na cnatio damy u epemsi.
2. Coxpanume usmenenus.
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4.19. MAPAMETPBI CMEHbBI CJIAWJIOB

MeTobl CMEHBI CAIOB HACTPAUBAIOTCS B Tpynie Bpema nokasza caaitdoe Ha Bknaake Ilepexo-
obt (puc. 4.15).

Puc. 4.15. Bxnanka Ilepexoout

I[Ipu ycranoske dnaxka 1o wjenuky cMeHa TEKyIIEro ciaiiia Ipou3BOAUTCS 0 KOMaH/E MOJIb30-
BaTels.

[Ipumeuanue. HactpauBaroTcs napameTpsl TEKYLIETO claiaa, T. €. TOTO Claiaa, KOTOPbIA IOKa-
3bIBaeTCs B paboueit obmactu nmporpamMmMel. K qpyrum ciaijaM BBIOTHSEMbIE HACTPOUKH HE TPHU-
MEHSIOTCA. TakuMm 00pazoM, KaKAbIH Claiii Mpe3eHTalul MOKeT UMETh WHAMBHIyalbHbIE Mapa-
MeTphl CMeHBI. UTOOBI BCE Claiiapl MPE3eHTAIlMM WMENH OJMHAKOBBIE MapaMeTphl, CIeayeT HcC-
110J1b30BaTh KoMaHAay IIpumenums Ko écem, pacnoyioKeHHYIO Ha BKiajake Ilepexoowt.

Ecnu nnanupyercs aBToMmaTHueckoe (4epe3 3a/laHHbli MHTEepBall) OSIBJIEHUE HOBOTO Cllaiia, Hajo
ycTaHOBUTH (hinaxkok Ilocnie, a B 110I1e, pacloI0OKEHHOM CIIPaBa, yKa3aTh MPOJODKUTEIBHOCTD TIOKa3a
cnaiina. Otot mapamerp 3anaercs B popmate 00:00,00, roe nepBbiii pa3psig — 3T0 MUHYTBI, BTOPOH —
CEKYH/Ibl, a TPETUI — COThIE 0Ju ceKyHI. Hampumep, ecnu s TeKyliero ciaija 3aaath JUIUTENb-
HocTh 00:05,50, cnaiin OyneT HaXOAUTHCS HA SKpPaHE ISITh C IMOJIOBUHOM ceKyH/I. [1o ncredeHnn 3Toro
BPEMEHU aBTOMATUYECKH 3arpy3UTCs CIECAYIOUIUN CIan/I.

pumeuanue. OGnaxku o wenuxy u Ilocne Moryt ObITh YCTAHOBIIEHBI OIHOBPEMEHHO. B Takom
cllydae CMEHa CJIaiifioB OyAeT IPOU3BOIUTHCS 110 UCTEUEHNH YKa3aHHOTO MHTEpBaja, HO, €CJIN MOJIb-
30BaTeNb MEIKHET MBIIIBIO PAHBIIE, CMEHA IIPOU30MJIET HEMEUICHHO.

BTopoil BaxHBIM mapaMeTp CMEHBI CIANIOB — XapakTep MOSBIECHHWS HOBOIO Claila Ha JKpaHe,
CBOETO pojJia aHMMALMOHHBIA 3((eKT, MpUMEeHsIeMbId KO BCEMY Claiily, KOTOPBIA ONpeneseT, Kak
WCYE3HET NMPEABIYIINAN CIIai]] U KaK ITOABUTCS HOBBIA. Takas aHMManus Ha3bIBACTCS IEPEXOOM.

Uto06b! mocMOTpeTh 3 (HEKTHI CMEHBI CIIaliJIOB, B CIIUCKE KCIPECC-CTUIIEH HYKHO Ha)KaTh KHOIKY

(JlomomnauTensHO). TIpH BBl =|pe MOHPABHMBIIErocs BAPHAHTA AHMMALWS IPUMEHSETCS K TEKYIIEeMY
Claiily U BOCIPOU3BOAUTCA B paboueit obiacTu nporpaMMbl oauH pa3. Eciu HeoOxonumo erne pas
MIOCMOTPETh, KaK JIEUCTBYET MEPEX0/], HAXKMHUTE KHOMKY ’ﬂpﬂﬁfp B JIEBOM yacTu BKIaaku Ilepexo-
Obl.

[lepexonpl nensTCs Ha TPU TPYIIBL: MPOCTHIE, CIOXKHBIE U «IMHAMUYEcKoe conepkumoey. Ilo-
CIeHsAsA Tpylna MHTEpecHa TeM, YTO aHUMHPYETCs COJAEpKMMOe ciaiifja, a OH U TeMaTU4YeCKOe
oopMIIEHHE OCTAIOTCSI HEU3MEHHBIM. [Ip1 3TOM 00BEKTHI, PACIIONOKEHHBIE HA IPEIBIIYILEM CIIalIe,
IIPOCTO 3aMEHSIOTCSI 0OBbEKTAMHU CJIEIYIOIIETo chaaiaa.

[Toutn Bce mepexo/ibl UMEOT Habop napameTpoB. Kakue U3 HUX OJKHBI ObITh HACTPOEHBI B MEp-
BYIO Ou€pe/ib, 3aBUCUT OT BblOpaHHOro mepexona. KomaHapl isi ©3MEHEHUS] TapaMeTpoOB Mepexoa
HaXOJATCS B MEHIO KHOTIKH , pacronoXxeHHOU Ha Bkiaake Ilepexoowt.

Emie ofHUM Ba)KHBIM [apaMEeTPOM CMEHBI CIIAWJIOB SBJIAETCS JJIUTEIBHOCTh. JTa XapaKTepUCTUKA
OTIpEJIETISIET, CKOJIBKO BPEMEHH OyAeT IUITMThCS aHMMAalMOHHBIN 3P deKT cMeHbl ciaiina. JlanHbiii ma-
pamMeTp HacTpauBaeTcs B none Jaumensnocms Ha BKiaje Ilepexooui.

[Tpumeuanue. PackpsiBatomuiicss criucok 3gyk Ha Bkiaake Ilepexoodst 03BOISET HACTPOUTH 3BY-
KOBOE COINPOBOXKICHHE CMEHBI ClaifoB. B yka3aHHOM cmHcke cienyeT BbIOpaTh 3BYK, KOTOPBIN
OyZeT BOCIPOU3BOJIUTHLCS MPU CMEHE ciaiioB. Ecnu umeromiecs: BapuaHThl HE MOIXOAAT CO3/a-
TEJI0 MPEe3eHTalU, HYy)KHO BbIOpaTh KoMaHAy /Ipyeoii 36yK, a 3aTeM C MOMOIIBIO MOSIBUBLIETOCS
JUAJIOrOBOTO OKHA 3arpy3uTh BHELIHUI 3BYKOBOH (haiii. 3arpyxaemble 3ByKOBBIE (ailiibl JOTKHBI
umeth popmat WAV. daiinel B popmare MP3 B 1aHHOM cilydyae HE MOAIEPKUBAIOTCS.

3aoanue 4.16

1. Ilpumenume ko ecem cnatioam nepexod Cosuz, KOMopwlil «CO8U2AEN) COOEPACUMOe CaAda 3d
Kpail, 8 Mo 8pems KaK u3-3a Npomueonoi0NCHO20 Kpas NOAGISAEMCS COOePAHCUMOe HOB020 CLAlOA;
gblOepume HanpasieHue cosuea.

2. Coxpanume usmenenus.
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4.20. HACTPOMKA AHUMAIIUN

MO>XHO HACTpOUTH aHUMAIIUIO OOBEKTOB, TOOABICHHBIX Ha Caij (TEKCT, TaOJUIIBI, TUATPAMMBI,
puCyHKH U Ap.). OOBIUHBI 00BEKT MOCTOSHHO MPUCYTCTBYET Ha ciakae. OOBEKT, K KOTOPOMY MpH-
MEHEHa aHUMAIlHsl, MOXKET IOCie 0TOOPa)KEHUsI TEKYIIEero Cllaiia «BOZHUKHYTh U3 HUYEro» WM, Ha-
pUMep, «BBUICTEThY» U3-3a Kpas dKpaHa. J{ns aHuManuu o0beKTa HEOOXOAUMO BBIIOJIIHUTE CIIEAYIO-
1€ TEUCTBUSL.

1. B oObIyHOM pekuMe HaJ0 MEPEerTH K Claiiay, coaepikaiieMy o0beKT, KOTOphI TpedyeTcs: aHu-
MHUPOBATh.

2. Ha cnaiifie cienyeT BBIICIUTh HY)KHBIH OOBEKT, IMIETKHYB IO HEMY MBIIIBIO.

3. Ha Bkianke neHTH AHUMayusa B OJHOUMEHHOW TpymIe Haxo BeIOparh komManny Cmunu anu-
mayuu. Tlocne 3TOro OTKPOETCS KOJIIEKIUS, B KOTOPOU MPECTaBICHBI HECKOJIBKO 3 PEeKTOB aHUMA-
uu, Takue Kak Boiysemanue, Ilossnenue, Botiem (puc. 4.16). UToObl yBHIETH, YTO MPEICTABISACT
co00i1 TOT i uHOHU (¢ (HEKT, T0CTATOUHO NIPH BBIJCICHHOM Ha CIIaiiic TEKCTe HABECTH yKa3aTelb Ha
COOTBETCTBYIOIIUK MYHKT B PACKPHIBAIONIEMCS CIHUCKE, a 4TOOBI MPUMEHUTH IPPEKT, AOCTATOYHO
HICTKHYTh HA YHKTE B PACKPBIBAIOIIEMCS CITUCKE.

4. Jlanee ImeT9KOM CIIeTyeT BRIOpaTh 0JIMH U3 dGPEeKToB aHUMAaIwH (CM. puc. 4.16).

Puc. 4.16. D¢ddexTsl anumanuu

5. Ecin 3(1)(peKTOB B IIpe/ularaéMoil KoJUIeKUMHU OyleT HeI0CTaTOYHO, HEOOXOJMMO BOCIIOJIB30-
BaThCsl OJHOM M3 CIEAYIOIIMX KOMaHJ: M Jononnumensuvie  I¢h-ghpexmor

6xooa, Jlonoanumenwvhovle 3IPghexmot
Ihpekmut evixooa, /Ipyzue nymu nepe-
3UTCS COOTBETCTBYIOIIEE OIHOMMEHHOE
JISIFOIIee AOCTYI KO MHOXKECTBY JIOTIOJIHU-
TOB

6. B rpynne Anumauusa Ha OnHO-
BbIOPaTh KomaHny Ilapamemput Idbdrex-
JSIFOIee YTOYHUTH, KaK MMEHHO JIOJDKEeH
ConepxuMoe MEHIO 3aBHCUT OT BBIODAH-
s 3dbdexra Bpawjenue MOXXHO yBUIETD
puc. 4.18.

Takum o00pa3oM, 4YTOOBI HACTPOHTH

OpaThb s dexr, Pa3HOBHUIHOCTh
B OJIHOMMEHHOH TPYIINe Ha BKJIAJKE TIEHThl AHUMAUUA.

] Oporors sdsber v o rraany

Puc. 4.17. U3menenne
ITyTH TIEPEMEIICHUS

apdexTa u

evioenenusn, Jlonoanumenvhole
mewenusn. Ilocne 3Toro orobpa-
JIMAJIOTOBOE  OKHO, IPEIOCTaB-
TEIbHBIX aHUMAlMOHHBIX d(Ddek-
(puc. 4.17).

MMEHHOU BKJIAJIKE JICHTHI HYXKHO
mog. OTKpOeTCS MEHI0, MO03BO-
BBIMOJIHATBCS  MaHHBIN A deKT.
Horo 3¢ ¢dekra. Hanpumep, meHio
Ha

aHUMalluio, HCO6XOI[I/IMO BbI-
IOCIKHYTH o KHOIIKC

S(I)CPCKTLI AHUMAIlUU MO’KHO HaKJIaAbIBAaTb OJWH Ha APYT oii. Ecu K OHOMY TCKCTY NNPHUMCHUTDH
OJJUH B(I)(I)CKT, a IIOTOM ,Z[pyl“OfI U WHUIUUPOBATH NPOCMOTP, CHadalla 6yz[eT HMETh MCCTO IICPBasd

aHuMalus, 3aTeM — MOCJICAYIOIIUC.
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Chusy cnpasa

Puc. 4.18. Menro a3 dexra Bpauienue

3aoanue 4.17

1. Ilpumenume x xasrcoomy ciatidy pasuvie ghgexmsl aHumayuu (Ha eaul 86100p).
2. CoxpaHume u3meHeHus.

4.21. IOKA3 IIPEBEHTALIUU

Ecnu cnaiinpl co3manbl, K MMEIOIUMCS HAa HUX 00BbEeKTaM J100aBJICHbI aHUMAalMOHHBIE YPQEKTH U
HACTPOEHBI MapaMeTPbl CMEHBI CIIaliI0B, CO3JaHNE MPE3CHTALIMY MOKHO CUMTATh 3aBEpIIECHHBIM. Te-
nepb HEOOX0AMMO NO3HAKOMMThHCS C MapaMmeTpamu mHokasza. HacTpoiika 3THX mapaMeTpoB Ipe3eHTa-
MY Tpou3BOAUTCS Ha BKIanke Iloka3 caaiidoe (puc. 4.19).

PlEH9-0 0= Mpe3ektauua - Microsoft PowerPoint
ks crafiace | Peyeruposatne Bua

"
, P ———
B B B Dereenmremomaos

| Hacpoiika Crpems | Hacrpofika Samuce
ASNOWCIPALMYM CrBliA | spemens  Craiiol

Puc. 4.19. Bxnanka Ilokas3 caaiiooe

OOBIYHO TIpe3eHTaHs IEMOHCTPUPYETCS Ha MOHHTOPE, MOJKIIOYEHHOM K KOMITbIOTEpY (MK Ha
nucruiee HoyTOyka). OIHaKo eclM K KOMIbIOTEpPY MOAKIIOYEHBI IBa MOHUTOpA (MM MYJIbTUMEIU -
HBIH TIPOEKTOP), MOYKHO MCIOIB30BATh PEKUM JIOKIaTunKa. Yarie Bcero ero npuMeHsoT pu JIeMOH-
CTpaIl¥ MPE3CHTAINN /ISl ayTUTOpHH. BceM mporieccoM ynpaBiisieT TOKJIAAUUK, KOTOPBIA TPOHU3BO-
T CMEHY CJIaiJIOB, a Tak)Ke JaeT K HUM KoMMeHTapuu. Ha MoHuTOpe (Wi SKpaHe), BHIOpaHHOM B
packpeiBaromemcst criucke Ilokazams na: Ha Brianke Ilokasz cnaiidoe, Tipe3eHTAIUs] BOCIPOHU3BO-
JITCS B «IUCTOM BHIIE», T. €. TaM OTOOPAKAIOTCS TOJNBKO CIAWIBl H MX COJEPKUMOE. ITOT MOHHUTOP
(9KpaH) peaHa3HAYeH IS aynuTopuH. Ha BTOpOM MOHUTOpE, MOAKIIOYCHHOM K KOMITBIOTEpY, Mpe-
3C€HTAIlHs OTOOpaKaeTcsl B PeKUME JOKIaT9nKa. Tak KaK COJAePKIMOE 3TOTO dKpaHa JOCTYITHO TOJb-
KO JIOKJIAJUYUKY, HA €r0 MOHHTOPE 0TOOpa)kaeTcsi He TOJIBKO CIAMI, HO M IOTIOJTHUTEIbHBIC DIIEMEHTHI,
HEO0OXOIUMBIE JJIs1 IGMOHCTpaIuu npe3eHTanuu (puc. 4.20).

e
P T ® 4

Il

Puc. 4.20. M3006pakeHne Ha dKpaHe JOKJIaIunuKa
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fanee B HWKHEN 4acTH dKpaHa JOKJIAAYHMKa PACIIOIAraroTCs ICKHU3bI CIANWIOB,
BXOJALIMX B Ipe3eHTanuo. Lllenqqok no HyKHOMY 3CKH3y NPUBOJAUT K He-
MEIJIEHHOMY BBIBOJlY JAHHOT'O CJaif/la Ha SKpaH ayAUTOPUH, T. €. OH CTaHO-
BUTCSl TEKYIIMM BHE 3aBUCHUMOCTU OT €ro IOJOXEHHUS B IPE3CHTaLUU.
CrnpaBa Ha 3KpaHe JOKJIaJ4uKa pacloyiokKeHo noje ¢ 3amerkamu. Co3nath
3aMETKH MOXKHO Ui JIF000ro ciaija (moje uis 3aMEeTOK HaXOIUTCS O[T
crlaiiioM B pexxume cosnanusi). OTMETHM, YTO 3aMETKH CKPBITHI OT ayJUTO-

MepeiTi K cnaiigy

JKpan " | pum, a 3HAYMT, JOKJIATIMK MOXKET HAIKCATh NI ceOs Kakue-1ubo MmoJIcKa3-
Heasarene " | KM WIM 3arOTOBJIEHHBIM TEKCT, KOTOPBIM 03BYYUT BO BPEMsI IEMOHCTPALUU
Cnpaska Tekyiiero ciaitna. [lpu nosiBieHun HOBOTO cilaiija B 1osie 3amMemKu aBTo-
Oaysa MaTHUYECKH 3arpy>KaroTCsi KOMMEHTapUU, 3aKPEIJICHHBIC 32 HUM.

3asepuwuTe NoKas Cafg0s [Ton u3o0paskeHUEM cCiaiijia Ha PKpaHe JTOKJIaUYUKa HAXOIUTCS PSIT KHO-

nok. Kuomnku TPEJIKAaMM IT03BOJISIOT HEMEUIEHHO MEPEUTH K OPENLIAY-
Puc.4.21. MeHIO KHOIIKH 0 0 CO CTpCika O3BOJIAIO ¢ mepe PCaAbITY

ieMy WIH nocienyrouemy ciainy. Kaomnka COJIEP’KUT MEHIO, B
KOTOPOM COOpaHbl MOJIe3HbIE MHCTPYMEHTHI. llpu BeIOOpe HMHCTpyMeHTa

Buvioenenue noxnaguuK MOXKET BBIICITUTH (PparMeHT TEKCTa Ha claiie (moJjo0HO TOMY, KaK BBIACIIS-
OT TCKCT OGBI‘-IHBIM KaHICIIIPCKUM LBCTOBBIACIUTCIICEM, KOTOPBIM O6BI‘-IHO IIOMCYarOT 3HAYHUMBIC
¢parmeHTH! TekcTa Ha Oymare). Takoe BblieneHHe OyAeT MoKa3aHO U Ha 3KpaHe ayauTopuu. Mcnosis-
3ysi UHCTpYMeHT Ilepo, NOKIaTuuK MOKET HApUCOBATh HA CIIaiijie MPOM3BOJIbHYIO QUTYpY, HAIPUMEP
0o0BeCTH BayKHYIO yacThb cXxeMbl. L[BeT nepa BeiOupaercsa ¢ nomolibio koMausl 1/eem uepnun. Hapu-
COBaHHbBIN OOBEKT WU IIBETOJIEIIEHUE MOKHO CTEPETh HHCTPYMEHTOM Jlacmux.

Krorka [lokaz cuaiinos) COJICPKUT MEHIO, B KOTOPOM BBIOMPAIOTCS HEKOTOPBIE MapaMeTphl BOC-

IMPOU3BCACHUA MMpe3CHTAalHHU, a TaK¥XKE IpeaoCTaBIACTCA BO3MOXHOCTbH
HEMEJJICHHO MEeperTH K Jr00omy ee craiay (puc. 4.21).
MeH10 KHOIIKH i BKJIFOYAET B CEOsI CIICYIONINE KOMaH/IbI:

1) /lanee — ocymiecTBIsIeTCS IEPEXOJ K CIICAYIOIIEMY CIIalIy;

2) Ha3zao — oCymecTBISCTCS MIEPEXO/1 K IPEAbIIYIIEMY ClAiy;

3) Ilocneonuit npocmompeHHblii — COBEPIIACTCS MEPEXO0/] K MOCICAHEMY ClIai 1y, KOTOPBIA ObLT
IIPOCMOTPEH;

4) Ilepeitmu K caaiidy — OTKPbIBaCTCS MEHIO, B KOTOPOM OTOOpa)aeTcsl CIIMCOK BCEX CIIAMIOB Mpe-
3eHTauuu. [llenyok Ha Ha3BaHHUE HY)KHOT'O CJIaii/la MPUBOAMT K €ro 3arpy3Ke Ha dKpaH;

5) Iepeamu Kk pazoeny — NPOU3BOIUTCS TIEPEXOJ] K HY)KHOMY pa3Jielly; MPE3CHTALUS MOXKET CO-
JeprKaTh pa3Jieibl C TPYIIaMu CIIaiijI0B;

6) ITpouseonvublit nokaz — ¢ TIOMOIIBIO BIOKEHHOTO MEHIO BBHIOMPACTCS BapHAHT MPE3CHTALUH
JUist TaHHOM ayautopun. OfHa U Ta )K€ MPEe3eHTalUsl MOKET UMETh MHOXECTBO BapHaHTOB, COCTOSI-
IIMX W3 Pa3HbIX CIANJ0B OAHOW Ipe3eHTanund. HenykHble 11 JaHHOTO BapHaHTa CIAaiAbl OCTAOTCS
CKPBITBIMH;

7) Okpan — 351ech BbIOMpaeTcs 1BeT (oHA FKpaHa. B 11000# MOMEHT JTOKIa YUK MOXET 3aMEHUTH
n300pakeHHe Cilaiijla Ha PKpaHe OJHOPOAHBIM UYEpHBIM MU OeibiM 1BeToM. Ha BbiOpanHOM (oHe
MO’KHO pUCOBATh C MOMOIIbI0 HHCTpyMeHTa Iepo;

8) Ilay3a — BOCIIPOM3BEICHHE CIIAlI0B MPUOCTAHABINBACTCS. B0300OHOBUTH MOKa3 MpPE3CHTAIUN
MO’KHO, BBIOpPaB B TOM k€ MEHIO KoMaHny IIpodonscums. Pexxum nayssl TOCTYIEH, €ClU Ui claiaa
Obly1a yCTaHOBJIEHA JUIMTEILHOCTD [TOKA3a;

9) 3asepuiumes nokaz cnaii006é — NPOU3BOIUTCS BBIXO]] U3 PEKUMA IEMOHCTPAIUK cliaioB. Tak-
K€ 3aBEPINUTH MTOKa3 CIIaliI0B MOYKHO C IMOMOIIIBIO KiaBuiin [ESC].

Ecnmu pexxum poxmamuvka OTKIIOYEH (COOTBETCTBYIOIIME (raxkoxk Ha Bkianke Ilokas cnaiiooe
CHSIT), IPE3EHTAallMs BOCIIPOM3BOAUTCS HA OJTHOM MOHHUTOpPE (IPOEKTOpE), BLIOPAHHOM B PacKpbIBaIo-
nieMcs cnucke Ilokazame na:. B 3ToM ciyyae B packpbiBaroliemcs cnucke Paspewenue neodxonu-
MO BBIOpATh pa3peleHne, ¢ KOTOPbIM OyAEeT BOCIPOU3BOIUTHCS MPE3EHTALUS, C YIETOM TEXHUUYECKUX
BO3MOXKHOCTEM MOHUTOpa M MYJIbTUMEIUWHOTO MPOEKTOpa, a Takke Toro (akra, 4YTo IPU BHICOKOM
pa3pelieHny BOCIPOU3BEIEHUE MOKET 3aMEeUINThCA, T. €. JUIMTEIbHOCTh aHMMAllMu M ToKa3a ciaii-
JTIOB MOKET HE COOTBETCTBOBATh YCTAHOBJICHHOM.

” 3aoanue 4.18
3anycmume npezenmayuio.
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4.22. HACTPOMKA BPEMEHMU ITOKA3A CJIAHJI0B

WHorna Ha dTare co3maHus MPE3CHTAIlMH TPYIHO ONPENEIHTh, KaK JIOJITO JOJKEH OCTaBaThCs Ha
9KpaHe KOHKPETHBIM ciiaii]l (Mo 00beKT). MOXHO HAaCTPOUTH BpeMs MOKa3a OOBEKTOB U CIAWOB B
pPEeKUME peallbHOTO BPEMEHH, 3alyCTHB MHCTpyMeHT Hacmpoiika eépemenu. Ilpu >TOM 3amyckaercs
PEKUM, TIOXOXKHI Ha PEKHUM ITOKa3a CIAiI0B, HO HA4aJ0 KaXJOr0 COOBITHS MPOUCXOIUT TI0 MIEITIKY
JICBOM KHOITKOM MBIIIU TOT/A, KOTAA JOJDKEH MOSBUTBCS OYepeHOM 00BeKT miH ciaiy. [Iporpamma
3alIOMHUHAET BPEMEHHBIC MHTEPBAJIbI, COOTBETCTBYIOIIUE KAKJIOMY OOBEKTY WU CIAiy.

3aoanue 4.19

1. Hasicmume knonky Hacmpoﬁ.&m&pmmuﬂl Ha exnadke Iloka3 cnaidos. Ha sxpane nossumcs
nepeavlil C1all0 NPe3eHmMayul, d 6 1e60M 6epXHeM Y2y — NAHelb C UHOUKAMOPOM 8PEMEHU.

2. ll]enknume na nr00O0M yuacmke caauoa 1e6ot KHONKOU Ml 8 MOMEHM, K020d OO0JIICHO HA-
cmynumo nepgoe codovimue (Hanpumep, nossieHue nepeo2o 00bEKmMa,).

3. ll]enxnume 1e80ll KHONKOU MbIUWU 8 MOMEHM, KO20d OOJICHO HACMYNUMb 8mopoe cobvlmue
(Hanpumep, nossienue 8Mopo2o 00beKMa,).

4. Boinonusiime gvlieyKasannvle 0eticmaus 00 mex nop, noka He ommemume 8PeMeHHYI0 NO3U-
yur nociedHe2o obvekma Ha nociednem ciatide. Ha sxpane nossumcs coobuenue ¢ ykazanuem
o0Owell OnumenbHOCMU npe3eHmayuu (PUCYHOK).

L Aa J l Het I

5. Umobwi coxpanume epemeHHbie MOYKU HACMYNIEHUS COObIMULL 8 Npe3eHmayuu, Haoo 8 Nosi-
BUBULEMCSL COOOUEHUU HAXHCAMb KHONKY m Pabouee npocmpancmeo oxna npoecpammsl Oyoem ne-
PEBEOEHO 8 PeHCUM COPMUPOBUSUKA CLAUO08.

B pexume copTUpOBIIMKA [TOKa3bIBAIOTCA 3CKU3bl CIAN0B, BXOAAIIUX B MPE3CHTALNIO, a TAKXKe
JUTMTENIFHOCTH MOKa3a Kaxaoro u3 Hux. [Ipu Bocpon3BeACHNN IPE3CHTAIMH CIaiIbl U 00BEKTHI Oy-
YT NOSIBJISITHCS. IMEHHO C TEMH BPEMEHHBIMHM UHTEPBaJIaMU, KOTOPbIE ObUIN YKa3aHBbI.

EcTb emie oauH pexuM 3alucy, MOXOXKUHA Ha NpEeAbLAYHIMM, HO 00Jaaroluid paciIupeHHbIMU
BO3MOXXHOCTSIMU. B TaHHOM pe’KMMe MOXHO 3anucaTh HE TOJbKO BPEMEHHbIE TOUKH, HO U 3BYKOBOE
COIPOBOXKACHHE K KAXKIOMY cilaiiiy (MoHamoOouTcs MUKPO(OH, MOAKIOYEHHBIH K KOMIBIOTEPY), a
TaK)K€ MOYKHO HCIIOJIb30BaTh TaK Ha3bIBAEMYIO JIa3epHYIO yKa3Ky. JlazepHas ykas3ka — 3TO MeTKa OIl-
peneneHHoro 1sera (1Mo yMOJYaHUI0 — KPACHOTO), KOTOpasi MOXKET MEepPeBUTaThCs MO Cliaiy, 000-
3Hauyasi 0OBEKTHl UM (PParMEeHTHl, HA KOTOpbIE cleAyeT 00OpaTuTh BHUMaHue. MeTka nepeaBuraercs
O CHaiy C MOMOILBIO MBIIIH.

s aKTHBU3AINH JTAaHHOTO pexuma ClIeyeT HaXaTb KHOIIKY

Ha Bknanake Iloka3z caaiidoe. [10sBUTCS MEHIO, T1I€ MOKHO BBIOPATh MO3UIUIO
B IIPE3EHTAlM, C KOTOPOM HYXKHO HayaTh 3alMCh (C MEpBOro ciaiijja uiau ¢ Tekyuiero). [lanee nos-
BUTCSl IMAJIOTOBOE OKHO, B KOTOPOM CJIEAYeT OTMETHUTh MapaMeTphl 3allucu (BpeMEHHbIE TOUYKH, 3BY-
KOBOE COINPOBOKIECHHE, JIa3epHYI0 yKa3Ky). [Ipolecc 3anucu npe3eHTannu B TaKOM ciydae aHaJIOTU-
YeH ONMHMCAaHHOMY BhImIe (Mpu momolnu uHctpymeHnra Hacmpoiika epemenu). Ho 31ech MOKHO THK-
TOBaTh KOMMEHTapuili B MUKpPO(]OH, a Takke OTMeuaTh JIa3epHOW yKa3KOW HYXHbIE (parMeHThl Ha
cnaiige. UToObl MeTKa J1a3epHOM yKa3KH cTaja BUIUMOM, HaJ0 Ha)KaTh JIEBYIO KHOIKY MBIIIH, yIEp-
xwuBas kiasuiry [Ctrl]. [Tpu nepeMerieHry MBIIIN B TOM K€ HANPaBJICHUH OY/IET IBUTAThCS U METKA.
Ecnu HeoOX0uMO CKPBITh METKY, OTITYCTHTE KHOIKY MBIIIH. [[BeT MeTku BLI6m)aeTc;1 B TMAJIOTOBOM
okHe Hacmpoiika npezenmayuu, KOTOPOE BBI3BIBACTCS KHOMKOM Ha
BKiaake Iloka3z cnaiiooe. 31eck MOKHO HACTPOUTH NAapaMEeTPhl, MPUMEHSIEMbIEC 10 YMOJIYAHUIO K Jie-
MOHCTpAIHH clIaii1oB (puc. 4.22).
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Puc. 4.22. [luanorosoe okno Hacmpoiika npezenmayuu

ITepexntouarens Iloka3z caaii0oé onpeacisieT peKUM BOCIIPOU3BEICHUS CIan0B.

Hactpoiikam, pacnionaratommumcs B rpyne Ilapamempst nokasa, NIpUCBOEHbI 10CTATOYHO MOHSAT-
HbIe Ha3BaHus. MiIMeHHO 31CCh BBI6I/Ipa€TC5I OBCT, KOTOpBIfI 34aTEM GYI[GT HCIIOJIB30BAaThCA B KAUYCCTBC
1[BETA Iepa U LIBETA Ja3epHOM YKa3KU 10 YMOJIYAHMUIO.

B rpynne Cnajiost BriOupaercsi Ta 4acThb Hpe3EHTAlMU, KOTopas OyAeT MOoKa3aHa MpH HaKaTHH
KHOHKHm, pacnonoxeHHoi Ha Bkianke Iloka3 cnaiidoe. MoxXHO BRIOpATh T€ CIIAlbI, KOTO-
pbie OyAyT MOKa3aHbl, WM BapUaHT MPE3CHTAH, KOTOPBI OyaeT JeMOHCTPUPOBATHCS MO0 yMOI4Ya-
HUIO.

[lepexmtouarens Cmena caait0oé onpenersieT PeXUM IOSBIEHUS CIAiiIoB Ha dKpaHe (BPYUHYIO
WIH aBTOMaTHYECKU 1o 3a/laHHOMY
BPEMEHH).

B rpynne Heckonvko monumopog BbIOMpPaeTCcsl yCTPOUCTBO (MOHUTOP WK IPOEKTOP), HA KOTOPOE
6y,I[CT BBIBOAUTHCA NPE3CHTALMA, 4 TAKKC BKIIIOUCHUC NI OTKIIFOYCHHUEC PCKHUMaA JOKJIIaJYuKa.

KOHTPOJIBHBIE BOITPOCHI

1. obasnenue sudeo 6 npezenmayuio u e2o HACMPOUKU.

2. /lobasnenue 36yKa 8 npe3eHmayuro u e20 HACMpouKu.

3. Hacmpouxu 0amwi, 8pemenu u Homepa ciauod.

4. Hacmpouku napameinpog nepexood c1atioos.

5. Hacmpouxu napamempog nokasa (0emMoHcmpayuu) npe3enmayui.
6. Hacmpouiku épemenu nokaza oo6vekmos u ciandos.

KOHTPOJIBHASA PABOTA

Pa3paboraiiTe npe3eHTanMIO Ha 3aJaHHYIO TeMY (HOMEp T€Mbl COOTBETCTBYET HOMEPY CTYJEHTa B
criicke rpynmel). Pabora momkHa coiepkath 12 criaidIoB Ha 3aJlaHHYIO TEMY, a TaKKe TUTYJIbHBIN
claia u cnaiin 06 aBrope. B npe3eHTanuu qoMKHBI OBITH HCIIONB30BaHbl TEKCT, IpaduyecKkue 00bek-
Thl, TaOJIULIBI, TUarpaMmel. TpeOyeTcs HacCTPOUTh aHUMAIMIO U 3BYKOBOE COIPOBOXKJIEHUE CIIAli/IOB.
OT4eTHOCTH MPOBOJUTCS B BUJIE 3ALLIUTHI IPOEKTOB.

TEMBI TIPE3EHTAITAN

. Madopmarusi, ee CBONCTBA U BUJBI.

. DKOHOMHYECKasi UH(pOpMaLHsl, €€ CBOWCTBA U BUBI.

. OKOHOMHMYECKAsi HH(POPMALIMOHHAS CHCTEMA.

. CpenctBa BeruMCcIUTENbHON TeXHUKU. [lepconanbubie OBM.
. McTopust pa3BUTHS BBIYUCIUTEIBHON TEXHUKU.

. CTpoeHune nepCcoHAIbHOTO KOMITBIOTEpA.

. YcTpoiicTBa BBOAAa HH(POPMAIIHH.

. YCTpo#cTBa BbIBOJa HH(OPMAIIHH.

. YCTpoHcTBa XpaHEHUs HH(POpMaLUU.

. Koguposanue nndopmannu B 9BM.

. Knnaccudukanus nporpaMMHBIX TPOJYKTOB.

. CucreMHO€ MporpaMMHOE 0OecTieueHHe.

. Ilpuknannoe nporpaMMHoe oOecrieyeHHe.

. 'moGanbHas cets HTEpHET.

. ApXUTEeKTypa KOMIBIOTEPHBIX CETEH.

. CepBepsl cetn HTEpHET.

. TTonkzorarenscknii uaTendelic onenanmonnoi cucremeur Windows.
. CrannanTakie THOThaMMEI orenarnmorHoi cucteMsl Windows.
. BUDVCHI 1 aHTHBHUDVCHBIE TDOTPAMMBEI.

. SI3BIKM TDOTDAMMUDOBAHUS.

. MachonmarnmonHble TEXHOJIOTHH B YKOHOMHUKE.

. AMTODUTMEL.

. CrucTeMrl cuncnenms.

. MeTtobl 3a1UThl UHOPMALIHH.
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2. TABJIMYHBIA MPOILIECCOP EXCEL

JIABOPATOPHAS PABOTA Ne6

2.1. OCHOBHBIE IOHATHUSA, HEOBXOJAUMBbIE
JJIsA PABOTBI C 3JIEKTPOHHBIMU TABJINLHAMU

Jns xpaHeHuss 1 00pabOTKKM MHGOPMAIMH, MPEJACTABICHHON B TaOMMYHON (opMe, B HACTOAIIEES
BpeMsl Yallle BCEro MPUMEHSIOTCS 3JIeKTPoHHbIe Taduuubl (OT). Yipasienue uMu oCymecTBIsIeTCs
C MOMOUIBIO CIIEHUATBHOIO KOMILJIEKCA MPOrpaMM, KOTOpPbIE HA3bIBAIOTCS TAOJMYHBIMH MPOIECCO-
pamu (TII). K aum otHocutcst Bxosmas B maker Microsoft Office 2010 mporpamma Excel 2010.
OcoOGennoctoio 3Toro TII sBnsercs coueTaHue JOCTATOYHO MPOCTOro rpaduueckoro uHrepdeiica c
HIUPOKUMHU (DYHKIIMOHATBHBIMHA BO3MOKHOCTsIMH. EXCel mo3Bossier: co3maBarh, pelakTHPOBATh U BbI-
BOAUTH Ha meuyath JT; co3naBaTh MHOTOTaOIMYHbBIE JOKYMEHTHI, 00beIMHEHHbIE (hOpMYJIaMu; CTPO-
UTh JUarpaMMbl, MOIU(UIIUPOBATh UX U pelIaTh SKOHOMHUYECKHE 3a/laui IrpadUuecKUMU METOJaMH;
paboTaTh C 3IEKTPOHHBIMH TaOIHMIIAMH KakK ¢ 0a3aMu JaHHBIX (COPTHPOBATh, MPOBOIUTH BHIOOPKY);
CO3/1aBaTh UTOTOBBIE U CBOJIHBIC TAOJIUIIBI U T. [I.

Pabouce okHo mporpammbl Excel 2010 comepxuT ctaHgapTHbBIE JIeMEHTHI HHTepdeiica a1 Bcex
Windows-nipunoskenwuii (puc. 2.1).

3aroJioBok otoOpaxaercst BBepXy skpaHa. Ilanesib ObICTPOro gocTyna coaepkut Haubosee yac-
TO HCIOJIb3yeMble KHONKU. JleHTa BKitouaeT B ceOs HaOop BKIaAOK. Briagka ®aiin 3amenuna
Bkiaaky Office u3 Bepcuu 2007. Ilojie umenu nepenaer nHpopmanuo 006 aKTUBHOM Ha JaHHBINA MO-
MEHT sYEeHKe.

Ctpoka ¢opmy. (cTpoka BBOjJa) 0TOOpakaeT BBOAMMBIC B sueiiky naHHbIe. B Hell monb3oBaTens
MOJKET MPOCMAaTPUBaTh WM PEIAKTUPOBATH COACPKUMOE TeKyiied sueiku. OCOOEHHOCTh CTPOKH
dbopMyn 3aKiIrO4YaeTcs B BO3MOXHOCTH BHJIETh COJIEPXKAIIYIOCS B TEKyllel sueiike Gopmyny wuinu
dbyHKIMIO, a HE ee pe3yiabTaT. Pabouee mose — MpoCTPaHCTBO SJIEKTPOHHON TaOIUIIBI, COCTOSIIEE U3
A4YeeK, Ha3BaHUI CTOJIOIOB U CTPOK. DJieMEHTHI YNPAaBJIeHHUS BKIIOYAIOT KHONKU HaBUTALIUU, SIpP-

JIBIYKH JIUCTOB U ITOJIOCHI IMPOKPVTKH.
@E9- -5 Knwral - Microsoft Excel lo]o w
faswan | Bcraska  Pasmerxa crpamnun Gopuyns  Javmse  Peyeowposamue  Bua c@o@n
5 * Caibri -ju - = = () & (‘)Gumi )i [ s §~=Bnumu' E- ﬁ? m

77 XKXY~ AL EEFTE TG-% w P S ypaaurs + | @] g
oy (B | 8-A | EE B (B || B | @ Toien Mk
Eydep obmena Wpudr » | Bupasmusanme Yuawo . Aueinn PejaxTuposanme

A1 » (s 5| [~
4]"A] 8 c D | E F | &6 H ! J K L R
T —
2
3 |
4 4
5 i =
= =
7 4
8 4
39 4
10/
11|
12
13
14
7L . P P noses 18 B L L M
v W] nnerl STua? Jina3 299 7 Ml ] |
fotoso | |[EoE 100% =) v om

Puc. 2.1. Pabouee oxHo nmporpammsr Excel 2010

B cTpoxe cocrosinusi oToOpaxkaroTcs (ClieBa HAIpaBo): TMOPSIKOBBIA HOMEpP aKTHBHOTO JIMCTA;
A3BIK BBOJa, KHOIIKU IEPCKIIOYCHUA PEKUMOB pa6OTLI C IOKYMCHTOM; IIOJI3yHOK M3MCHCHHA Mac-
mTaba JOKyMEHTA.

CTpoka MeHI0 COAECpPKUT MMEHAa MEHIO OCHOBHBIX PEKUMOB Mporpammsbl. BeiOpaB oauH U3 HUX,
M0JIb30BATENb MOJIyYaeT TOCTYI K HUCIAJA0IEeMy MEHIO, COJepKallleMy MepeueHb BXOIALINX B HETO
KOMaH[/. ITocne BBI60pa HCKOTOPBIX KOMAaHA HHUCHAAAOIICTO0 MCHIO IMOABJIAIOTCA AOIOJTHHUTCIBHBIC
nonMeHio. IlaHelb MHCTPYMEHTOB BKIIIOYAET OMpPENEICHHOE KOJIMYECTBO KHOMOK, MpelIHa3HaueH-
HBIX JJ1s1 OBICTPOI aKTUBU3ALIMHU BHIMOJIHEHHS] COOTBETCTBYIOIINX KOMaH MEHIO.

[Tpu 3amycke mporpamMmbl EXCel oTkprIBacTCs OKHO, coepikaliee HOBYIO PaGouyrw KHHIY — MHO-
TOCTPaHUYHBIM JOKYMEHT TabnuyHoro mpoueccopa. Kaxnas crpanuna paGouell KHUTH Ha3bIBaeTCS
pabounM JIMCTOM; aKTHBHAsI CTpaHMIIA OTOOpakaeTcsl B OKHE JOKyMmMeHTa. B pabouunii j1uct Moryr
BXOJIUTH TaOJMIIbI, IUAarpaMMbl, MaKpochl. Bce nucThl paboyeil KHUTKM COXPaHSIOTCS B OAHOM (haiiie.
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Kaxxapiii pabouwii JIUCT pa3aesieH Ha CTOJIOIBI, CTPOKHU U STYEHKHU, OTICICHHBIE JPYT OT Apyra pas-
JNENMUTETBHBIMU THHUSIMH (CM. puc. 2.1). CToJa0UBbI — 5TO BepTUKaIbHBIC pa3aeinsl. [lepBriii cTombern —
cronber; A (OykBa A n3o0pakeHa B €ro 3arojioBke). | Opu3oHTaIbHBIE pa3/enbl — CTPOKH — IPOHYMe-
poBanbl. Kaxapiit pabounii muct umeer 256 cronduos (ot A go 1V) u 65 536 crpok. fueiika — 310
o0acTh, 00pa3oBaHHas MEpeceYeHUeM CTPOKH U ctondra. Kaxnas suelika umeeT COOCTBEHHBIN af-
pec, onpeaesieMblii IMEHEM CTOJIOa 1 HOMEPOM CTPOKH, K KOTOPhIM OHa NMpHHAIeKHUT. Hanpumep,
siYeiika B JICBOM BepXHEM yriy pabodero jucra umeeT aapec AI1. Texymeii (akTHBHOI) Ha3bIBacTCS
aueiika OT, B KOTOpOil B JaHHBI MOMEHT HAXOJAUTCS Kypcop. AKTHBHas sS4eliKa OKpYy>KE€Ha paMKOH,
KOTOpasi HAa3bIBACTCS PAMKON AKTHBHOM siYeiiku. 3arojOBKH CTOJIONA U CTPOKU aKTHUBHOM SYEHKU
BBIJICJIAIOTCSL O0Jiee KUPHBIM HMIPUGTOM U BHIMIAAAT penbeHO MPUNOAHATHIMA. BBOAWUTH daHHBIC
MO’KHO TOJIBKO B aKTUBHYIO AUEHKY. AJIpec TEKyIleH sUeiKu BBIBOJUTCS B 0JI€ UMEHHU (cM. puc. 3.1),
a COZIEPKUMOE — B CTPOKE BBO/JIA.

B mporpamme Excel no kpaiineit Mepe ojHa TeKymias sdeiika BbijelieHa Bcerna. Kpome Toro, nMe-
€TCsl BO3MOXHOCTb BBIJIENICHUS 0J10Ka siYeeK, T. €. TPYIIbl IOCIEA0BaTENbHbIX AueeK. bilok sueek
MOJKET COCTOSITh U3 OJHOU SYCHKHU, CTPOKH (MM €€ 9acTH), CTONIONA (MM ero 4acTh), a TakKe mociie-
JIOBATEITLHOCTU CTPOK WJIH CTOJIOIOB (WJIM UX YacTei).

OcHoBHBIE 00BEKTHI 00pabOTKM HMH(pOpPMAIMHM — SJIEKTPOHHBIC TaONHIBl — pasmemarorcs TII
Excel 2010 B camocTosITeIbHBIX OKHAX. AKTHBHU3UPOBATH JIIO0OE M3 HUX MOYKHO, BBIOpPaB €ro Ha ma-
Henu 3az1ad. [IporpamMMsl Aal0T BO3MOKHOCTh OHOBPEMEHHO OTKPBIBATh MHOYKECTBO OKOH, OpPraHHU-
3y TEM CaMbIM MHOTOOKOHHBII pexxuM paOoTsl. OKHA, KOTOPbIE Mbl BUJUM Ha dKpaHE, Ha3bIBArOTCS
TEeKYIIUMU (AKTUBHBIMH).

UtoOb! BBI3BaTh Ha SKpaHEe 00JACTH TAaOJIMIBI, KOTOPHIE HA HEM B HACTOSIIUN MOMEHT HE 0TOOpa-
JKEHBI, UCIIOJIb3YIOTCS BEPTHKAJBHAA U TOPU30HTAJBbHASI NOJOCHI MPOKPYTKHU. beryHku monoc
IPOKPYTKH MOKA3bIBAOT OTHOCUTENIbHYIO MTO3ULIUI0 aKTUBHON siY€HKU B TaOJIMIIE M TIO3BOJISAIOT OBICT-
PO IepeMeIaThCs MO0 HEM.

3aoanue 2.1

1. 3anycmume npoepammy Excel oonum uz 08yx cnoco6os:

— 08a2ICObL WENKHYE N1e60l KHonkou mbluwu no nukmozpamme Microsoft Excel na pabouem
cmone Windows;

— WeNKHY8  J1e6oll  KHOMKoUu  Mviuu U evlopas 6  menio  Ilyck  cmpoky
Iyck/Hpozpammur/Microsoft Excel 2010.

2. Buumamenvno paccmompume omxpuléuieecs OKHO NPOSPAMMbL U GblOEIUME XAPAKMEPHbLE
yacmu uz00paAdNCeHUs:: CMpOKy 3a20N08KdA, CMPOKY MeHI0, NAHeNU UHCMPYMEHMO8, Noje UMEeHU,
cmpoxy hopmyn, pabouee noie u diemMeHmovl YNpaeieHUs.

3. Ilepesedume Kypcop nociedo8amenbHo no 6KAAOKAM, PACNOIONCEHHbIM 8 6EPXHell YACU OK-
Ha npoepammol. Ha nenme evibepume n0601i snemenm. [locmapaiimecs 00eadamvcsi 0 HA3HAYEHUU
INEMEHMOB OAHHO20 MEHIO.

4. Bouiioume u3 21a8H020 MEHIO WEeTUKOM MbLULU NO CMPOKe 3a20J108KA.

5. llepemecmume xypcop Ha pabouee noie u wjeikHume npasoli KHONKou moiuiu. Ilosieumcsi KoH-
meKcmHoe Menlo, omoobpadicaioujee Oeucmeusi, KOmopvle MONCHO NPOU3BOOUMb C OAHHbIM 00beK-
mom (8 Hawem cayuae ¢ auetikotr). [Iposedume my dice onepayuio ¢ APIIYKAMU TUCHO8 U ¢ KHONK Q-
mu Hasueayuu. Obpamume 6HUMAHUE HA USMEHEHUsL 8 KOHMEKCIMHOM MEeHIO.

KOHTPOJIBHBIE BOITPOCBHI

. Haznauenue u so3mooicnocmu npoepamm Excel 2010.

. Cocmas u nazHaugHue OCHOBHBIX dleMenmos paboueeo oxna TIT Excel.

. [lonamue paboueti knHueu u paboueco aucma.

. QYHKYUU APIBIYKOE TUCMOS. .

. Cnocoobvl nepexoda ¢ QOHO20 UCmMa Ha Opyeoll.

. Haznauenue cmpoku gpopmyn.

. Llone umenu, e2o npednasHavenue.

. Huetlxa paboyezo jucma.

. OxHa, ux evibop. Opeanuzayusi MHO200KOHH020 pedcuma pabomul ¢ Excel 2010.

OO~ UIRWNF-
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2.2. OCHOBHBIE ITPUEMBbBI PABOTbI
C TABJIMYHBIM IMPOLECCOPOM EXCEL
2.2.1. Ilepemeienne mo padoveil KHuUre

Jlist mepeMeleHns o pabodell KHUre Ha OJHY SYEHKY BJIE€BO, BIPABO, BBEPX WIIM BHU3 HUCITOJIB3Y-
I0TCS KJIABHUIIH YIIPABICHUS KypcopoM. UTOOBI IIepeMeCTUTLCS Ha OJJMH DKPAH BHU3 WM BBEPX, Clie-
nyeT HaxkaTh kiauimry [Page Down] wau [Page Up] cootBerctBenno. [Ipu nmepeMereHnn K CToa0Iy

A TeKyIIeH CTPOKHU MIPUMEHSIETCS KJ1a-
BHIIIA [Home], a Isg  nepexoma K sueiike Al —  coyeTaHHWE  KJIABHUII
[Ctrl — Home].

Jns BeIOOpa siUEHKU HYKHO LIEIKHYTH 110 HEl KHOIMKON MBIIIK (OHA IPU 3TOM CTAHOBUTCS aKTHB-
Hoi1). J{ns mpocmoTpa apyrux obaacteld pabodero JUCTa UCIOJIB3YIOTCS MOJIOCHI IPOKPYTKH.

3aoanue 2.2

1. Ilepemecmumecv na 5 siueex 6Hu3 u Ha 3 aueuxu enpaso (auetika C5) 08yms cnocobamu. uc-
NOb3Ys KAABUWY YRPABTIEHUSI KYPCOPOM, WeNUKOM JIe8Ol KHONKOU MbluiU N0 OAHHOU AYelKe.

2. Haoiemume xknasuwy [Page Down] uau [Page Up]. Obpamume enumanue na mo, kak usme-
HUMcs aopec CMpoKu 8 noJie UMeHU.

3. Ucnonv3ytime mbluib U NOIOCHL NPOKPYMKU 0151 NepeMeueHuss no pabodemy Jucmy.

4. Bozepamumecs k siuetike Al.

2.2.2. Co3nanue, coxpaHeHHe
H OTKPbITHE Pad0YMX KHHUT

Jns  cozmanus  HOBOM — paboyeil  KHUTH  HEOOXOOUMO  BBIOpaTh  KOMaHIy  MEHIO
@Daiin/ Cozoams/Hosas knuza. Eciv 1o okoHYaHUH pabOTHI ¢ TaOJIMIIAMU WIIH TIOCIIC BBIMOJTHEHUS
9acTH pabOThl HY’)KHO COXPAaHUTh PE3yJIbTaThl, CICAyeT BbIOpaTh koManay @Daiinr/Coxpanums Kax....
[Ipu 3TOM OTKpOETCS AManoroBoe okHO CoxpaneHue 00Kymenma, KOTOpoe 0TOOpakaeT CoNEPKUMOe
Nanky, 3aJJaHHOM 1o ymoi4aHuio. B packpeiBatomemcs cnucke Ilanka: npuBoAUTCS NEpeyeHb A0C-
TYINHBIX AUCKOB. HeoOxoauMo BeIOpaTh HYXKHBIM JHCK, HAPUMEP CETEBOM IUCK «MmServer» (Z:)\, u
Hanky, BBeCTH uMs (aiina B none Hma ¢paitna, pacniosokeHHOE B HUKHEH 4acTH JUAJIOTOBOTO OKHa,
MIOCJI€ 3TOTO IIEIKHYTh 10 KHOTKE Zf&;g’ﬁﬁﬁ.

Ecnu daiin ogHaxkas! yke ObUI COXpaHEH, TO IIETYOK 110 KHOIKE m coxpaHsieT ¢aiin 0e3
OTKPBITHS TUAJIOTOBOT0 OKHA. MOKHO COXpaHMTH MOJ HOBBIM MMEHEM HJIM B JPYrOM MECTE paHee
coxpaHs-BIIuics (aiiia ¢ momonsio komauasl Pai/ Coxpanums Kax....

YroObl 3aKphITh KHHUTY, CIeNyeT BoIOpaTh komMannay @aiin/Beixoo vy 1enkHyTh 10 3HauKy [XI.
Ecnu npu 3TOM 3aKpbIBaeTCsl JOKYMEHT, KOTOPBIN OBbLJI MN3BMEHEH C MOMEHTA MOCJIEIHEr0 COXPaHEeHMUS,
IporpaMMoi OyeT NpeyIoKEHO COXPAHUTh BHECEHHBIE N3MEHEHMS.

Jnst OTKpBITHS paboyeil KHUTH Heo0X0auMo BeIOpaTh koMauay @Paiti/Omkpeims. [losButcs nua-
JoroBoe okHO Omkpuvimue 0okymenma. B cnivicke Ilanka: 3agatotcst Tpedyemble JUCK U nanka. 13
nepeyHs (aiijaoB BeIOUPAETCS HYKHBIM WM BBOJUTCS €ro ums B none Mma ¢aiina:. [lanee HyxHO

3aoanue 2.3

1. Coszoatime nosyio pabouyro knuey. Habepume 6 aueiike C5 mexcm: 51 n3ydaro BO3MOKHOCTH
tabimyHoro npomueccopa Excel 2010. Coxpanume pabouyio knuey noo umenem IIPOBA na cemegom
Oucke «mserver» (Z:)\.

2. Habepume ¢ suetike C7 ceoio ¢pamunuio. Ilosmopno coxpanume oannvie 8 knuze. Obpamume
BHUMAHUE HA MO, YMO NPU NOBMOPHOM COXPAHEHUU HA IKPAHe He NOABNAEMC OUAN02080€ OKHO.

3. Coxpanume pabouyio knuey noo umernem ITPOBA 1 na cemesom oucke «mserver» (Z:)\.

4. 3axpoiime 0KHO CO30aHH020 OOKYMeHmMA (HO He camy Npo-2pammy).

5. Omxkpotime doxymenmol IIPOBA u ITPOBA 1.

2.2.3. PaGoTa ¢ JucTaMM 3JEKTPOHHOI Ta0HIbI

PaGoune muCThl MOXKHO BBIIEISTH, TPYIIUPOBATh, TIEpEMENIaTh, KOMMPOBATh, BCTABIIATh U YIAAJIATS.
i BblaeneHus pabodero JIMCTa HYKHO HIEJIKHYTh MO €ro sipibluky. JIis BbleneHus BceX pabouymx
JIMCTOB IIENKAIOT MPaBON KHOMKOW MBIIIH T10 JIIOOOMY SIPJIBIYKY U B OTKPBIBILIEMCS] KOHTEKCTHOM MEHIO
BBIOUPAIOT YHKT Boidenums éce nucmot.

Korna BbleneHo HECKOIbKO pabovMx JIMCTOB, OHU TPyNNUpyoTcs. J{aHHbIe, BBEACHHBIE B OJHMH
JIUCT TPYIIIbI, MTONaJal0T BO BCE OCTaNbHBIC JUCTHI. [10 OKOHYaHMM BBOJA, EPEMELICHUS WU KOIIH-
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poBaHUs OOIIMX JAaHHBIX HEOOXOAWMO OTMEHUTH IPYNIMPOBKY JIUCTOB: LICIKHYTh NMPaBON KHOIKOMN
MBILIH 10 JI0O0MY SIPIBIYKY Pad0Uero JUcTa IPYIIbI U B OTKPHIBIIEMCS] KOHTEKCTHOM MEHIO BBIOpaTh
nyHKT  Pazepynnupoeams  nucmer  Wid  WEIKHYTH 1O SIPABIYKY  JIOOOrO  JIMCTa,
HE BXOJSIIETO B IPYMILY.

KonupoBarte 1160 nepemeniaTb OJWH MM HECKOJIBKO PabOYHX JIMCTOB MOXHO Kak BHYTpH pabo-
Yeil KHUTH, TaK U MeX1y KHUramu. /s nepememienust pabodero JucTa BHyTpH pabodell KHUTH Tepe-
HOCST €ro SIPIBIYOK Ha HOBOE MecTo. [Ipu KonmupoBaHuu pabodero JTuUcCTa B mpeaenax paboueil KHUTH
IIpH MepeHoce ylepKuBatoT HaxxaTol kiasuiny [Ctrl]. [l nepeMereHust TMCTOB MKy OTKPBITBIMH
KHUTaMH BBIOMPAIOT B KOHTEKCTHOM MEHIO NYHKT Ilepemecmumu/Cxonuposams..., a B OTKPBIBIICM-
Csl IMAJIOTOBOM OKHE — Ha3BaHUE KHUTU. /{711 KONMPOBaHUS JMCTOB MEXJy KHUTAaMU KPOME 3TOTO B
JTMAJIOTOBOM OKHE HEOOXO0IMMO BBIZICIIUTH TIoJie CTpoku Co30asams Konuio.

UYroObl BCTAaBUTh HOBBIM pabouuii JHCT, ciienyeT BbIOpaTh komanny Bcemaekal/lucm na nanenu
Huenika Bknanku Inagnaa vnv nyHKT Bemagums B KOHTEKCTHOM MeHIO. LS yaaneHus OQHOrO Win
HECKOJIbKUX BBIJICJICHHBIX JIUCTOB MOJIB3YIOTCS KOMaHIOW Yoarums/Yoanums nucm Ha TaHeIH
Hueiika Bxnaaxu I'naenas vnv nyHKTOM Yoanums B KOHTEKCTHOM MEHIO.

IlepeuMeHOBaTh JIUCT, BXOIAIUN B KHUT'Y, MOXKHO, IIEJIKHYB IIPAaBOM KHOIIKOW MBIIIU I10 €ro sp-
JBIYKY U B OTKPBIBIIEMCSI KOHTEKCTHOM MEHIO BBHIOpaB MyHKT Ilepeumenoeamp mudo ABaXKIbI IICTK-
HYB JIECBOW KHOIIKOM MBIIIH IO SIPJIBIYKY JIMCTA.

3aoanue 2.4

1. B ookymenme ITPOBA 1 co3zoaiime 6 dononnenue Kk umerowumcsa ewe 4 pabouux nucma. Pac-
cmasvme aucmol 8 nopsioke ux cozoanus (Jlucm 1 — Jlucm 7), nepemewasn ux enympu paboueii KHu-
2u.

2. Bvioenume 6ce nucmol u 6 aueixy C8 sgedume nomep sawei epynnul. Pazepynnupytime nucmol
u ybeoumecs, umo OaHHble 86€0€Hbl 80 6Ce NUCHbL KHULU.

3. Yoanume nocneonue 3 nucma.

4. [lepeumenytime nucmol 6 Keapman 1 — Keapman 4.

5. Cronupyiime nepgvie 2 aucma ooxymenma IIPOBA 1 6 ooxymenm ITPOBA.

6. Coxpanume doxkymenmul.

2.2.4. BBoa U pelaKTHPOBaHUE JTAHHBIX

B pabouwmii ucT MOTYT OBITH BBEIIEHBI TPH BUAA JNAHHBIX: YHCIA, POPMYIBI U TEKCT, a TAK)KE M-
NOPTHPOBAHBI JaHHbIe ¢ ncnojb3oBanueM texHonorun OLE (Object Linking and Embedding) — me-
XaHU3Ma CBS3bIBAaHUS U BHeApeHUs oObeKkTOB. Umesa NpeacTaBisioT cOOOW 3HAYEHUS, KOTOpPbIE
MOYKHO HCTIOJIb30BaTh B BBIYUCICHHSIX. POPMYJIBI — 3TO WHCTPYKIMH K BhIYHCIeHUSIM. TekeT — nH-
dbopmarius, KOTOpas
HE SBIISIETCS HU YUCIIOM, HU (POPMYJIIOH.

[Ipexxne Bcero cieayeT BbIOpaTh HY)KHYIO A4Y€lKy, a 3aTeM HadaTh BBOJ JaHHbIX. BBo1uMBbIe cM-
BOJIBI OTOOpPA3sITCS Kak B siueiike, Tak M B cTpoke popmyn. OTMeHseT BBO Haxkatue KiaBuim [ESC]
Ha kinaBuatype. Haxxatuem [Enter] 3akanunBaroT BBOJ] JAHHBIX.

CymiectByeT J1Ba criocoba M3MEHEHHUs COJIepKUMOro stueiiku. [Ipu BbiOOpe siueiiku 1 BBOJE B HEe
HOBOTO COJIepXaHus cTapas MH(OpMaIus 3aMeHsieTcsl aBToMarnyecku. Ecin jxe 1aHHble 0ObEMHBI,
HO TpeOyIOT HE3HAYUTEIbHOM KOPPEKTUPOBKH, MPEANOYTHTENIbHEE OTPEJaKTUPOBAaTh MX B CTPOKE
dopmyi. [To okoHUaHHMHM TIPABKH CIEAyeT HaXxaTh KiaBuiry [Enter].

Jns ynanenus coaepKUMOro HEOOXOAMMO BBIOpATh HY)KHYIO SU€HKY WM OJIOK sSiYeeK W HaXaTh
wiaBuiry [Delete] na kaBuarype.

3aoanue 2.5

1. B kuuee ITPOBA 1 yoanume cpa3y una ecex (!) aucmax (Keapman 1 — Keapman 4) éce oannvle,
8bLOENIUB UX C UCNONb306aHUEM KHONKY Boloenums éce.

2. Bgeoume oanmuvie cpasy Ha ece (!) aucmol. Yumume, umo uacmo 0aHuwix npu 5mom 6yoem ne-
pexpuvieamvcst opyeumu. B siueiiky Al eseoume — GSM line; ¢ A2 — Komnanust «GSM line»,; ¢ A3 —
YpoBeHb MpoJIak COTOBBIX Telie(hOHOB 3a TeKyuuii roj, 6 A4 — Otuet cocraBwi:, 6 D4 — sawy ¢ha-
mMunuw, ums, omyecmgo, 8 A5 — damy cocmasnenus omuema; ¢ A6 — Tekymmii Kypc moinapa:, 6
A8 — Ne /r1;; 6 B8 — HaumeHnoBanue rnipenctaBieHHoro odopynosanusi; 6 C8 — Llena, nonn. CLIA; ¢
D8 — Llena, py6., 6 E8 — O6bem nponax; 6 E9 — 1-it kBapran, ¢ H10 — Utoro; ¢ 110 — Cpennee, B
J10 — % ot cymmbl; 6 K10 — BeiBoabl; 6 B11 — Jluneiika Tenedonor Siemens,; ¢ B12 — Siemens
C35; 6 B13 — Siemens ME45; ¢ B14 — Siemens A40, ¢ B15 — Siemens S45; ¢ B16 — Siemens A35; ¢
B17 — Uroro no mapkam Siemens:; ¢ B18 — JIuneiika teneponos Nokia; ¢ B19 — Nokia 6250, ¢ B20
— Nokia 3330, ¢ B21 — Nokia 7110, ¢ B22 — Nokia 3310; ¢ B23 — Nokia 6210, ¢ B24 — lToro no
mapkam Nokia:; ¢ B25 — Bceero, 6 C12 — 104, ¢ C13 — 310, 6 C14 — 88, ¢ C15—306; 6 C16 — 74, ¢
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C19—-255; 6 C20 - 145; ¢ C21 — 315, 6 C22 - 125; ¢ C23 — 215.

3. B aueiikax E9 na écex cmpanuyax 6 cmpoke (opmyn usmenume Homepa K8apmaios 6 coom-
8eMCmaUl ¢ UMeHeM CIMPAHUYb.

4. Coxpanume ookymenm IIPOBA 1 noo umenem Peanuzayus o6opyoosanus.

2.2.5. KonupoBanue, nepemeiieHue
U BCTaBKa JaHHBIX. ABTO3al0JIHEHUE

Hanubie B Excel 2010 MoxHO mepeMecTUuTh, CKOIMPOBATh, YIAINTh, BHIPOBHATH WIH 1epedopMu-
pOBaTh TOJBKO TOCIE WX BblneneHus. llpum mepemenieHnH BblAeICHHAs WHGOpPMALUs YIAISETCS C
IIPEKHEr0 MECTA U pacrioiaraeTcst Ha HoBoM. [Ipu konupoBaHUM JaHHBIE OCTAIOTCS HAa CBOEM MECTE, a
Ha HOBOM co3aercst ux komnusi. [Ipu BeIpe3aHny WM KOMUPOBAHUU JaHHBIX OHM 3aHOCATCS B Oydep
oOMeHa — 3ape3epBUPOBAHHBIN OJOK MaMATH KoMIbioTepa. OH MOXKET COAEePKaTh B KAKIbIH MOMEHT
BPEMEHH TOJIBKO OJIMH OJIOK WH(OPMAIIUH.

UToObI MepeMecTHTh WM KOIMPOBATH IaHHBIE, HY)KHO BBIMIOJIHUTH CIEAYIOIINE ICHCTBHS:

1) BBIICTUTD SYCHKY WU OJIOK STYEEK, KOTOPBIE MOJUICKAT MEPEMEIICHUIO T KOITMPOBAHHMIO;

2) menkHyTh 10 KHOTKdHA  (Boipesams) I/I (Konuposams) na nanenu Byghep oomena Bxiaj-
xu I naenas;

3) BBLICIUTH SUYCHKY, B KOTOPYIO BCTABJIACTCS HHPOPMAIIHS;

4) menknyth no kKHonH@  (Bcmasums) ua nanenn Bygep oomena sxnanku Inasnas mi6o BbI-
OpaTh KOMaH/1y KOHTEKCTHOTO MEHIO Bemagume.

B nporpamme cyiiecTByeT HECKOJIBKO BHJAOB YKa3aTells MbIIIM, MEHSIOIIErocs MpU ero mnepemMe-
LIEHUHU 10 paboYeMy JIUCTY.

Korna ykaszarens umeeT BUJ O0JIBIIOTO ercEE , €10 MOKHO UCIIOJIb30BaTh Ul BEIOOpA UIIU BbI-
JICJICHUS STYEEK.

IIpu ycTaHOBKE yKas3aTells Ha TPAHULE aKTUBHOM SYEHMKH OH IPUHUMAET BHUJI CTPEIIKU . B atom
cltydae ero MoxHO ud_‘i Ib30BaTh IS IEPEMEIICHUS SIUCHKH.

B npaBoM HMJXKHEM yINIy paMKHM aKTMBHOM SYEMKH PAaCIOJIOKEH YEPHBIM KBaJpaT, HA3bIBAEMBII
MapkepoM 3anojqHenuss . Kak Toiapko ykaszarenb [l MEPEMECTUTCS Ha 3TOT MapKep, OH IPUMET
BUJ] YUEPHOT'O KPECTa, YTO IEMOHCTPUPYET BO3MOKHOCTh MCIOJIb30BAaHUS MBILIM B ONEpalliy aBTO3a-
MIOJIHEHUS] — 3allOJIHEHUS Psa COCEIHUX SUEEK I0CIIE0BATEIbHOCTBIO UM MPOTpeccHeil TaHHbIX,
Oy/lb TO YKCIIa WIH TEKCT.

Jlns mpoBeieHust aBTO3aNOJHEHHUS] HEOOXO0AUMO:

1) BBIIETUTD SUCHKY, KOTOPAsi COACPIKUT HYXKHBIC JTaHHbIC,

2) MOJIBECTH KYypCOp K MapKepy 3allOJHEHUs, Ha)aTh JICBYO KHOIIKY MBIIIN U, HE OTIyCKas ee,
IPOTAIIUTh MapKep 3ar0IHEHUS], BbIIETAS STUEUKH, B KOTOPbIE OyyT CKOIMPOBAHBI IaHHBIE;

3) OTIYCTUTH KHOIKY MBIIIH — BBIJICIICHHBIC STUCHKH 3aIOTHSTCS.

3aoanue 2.6

1. Ilepemecmume 610k siueex A4:D6 6 auetiky A26 na nucme Keapman 1, ucnonv3ys komanovl
nanenu Bygep oomena, na nucme Keapman 2 — knonku nanenu uncmpymenmos, na aucmax Keap-
man 3 u Keapman 4 ¢ nomowvio moiuiu.

2. Bgeoume apugpmemuueckyro npoepeccuio uucen 6 auetiku A12:A16 ¢ nomowwio ynxkyuu Ae-
mo3anonnenue cpasy Ha écex nucmax. /[ns smozo 6 aueuxy AI2 eseoume 1, 6 AI13 — 2. Bvidenume
MU AYEUKU NPU NOMOWU MbLUU U NPOBedume a8Mo3anoiHeHue.

3. Ilo ananocuu 3anonnume oannvimu sayetiku A19:423.

4. Ha xasxcoom nucme ¢ nomowvio @yuxkyuu Aemozanonnenue 6 aueiiku E10:G10 ggedume na-
36aHUA MecAYyed cOomeemcmeyrweo Kkeapmana 2o0a (Hanpumep, na aucm Keapman 1 — aneapw,
gespanv, mapm). [ns smozo 6 suetike E10 nabepume SIuBapb u nposedume agmosanoinenue.

2.2.6. BcraBka u yjalieHHe siYeeK,
CTPOK M CTOJIOLOB

Jnis BcTaBkM Mexay cronduamMu A U B JONOTHUTENBHOTO CTOJOA CHayana CleayeT BBIICIUTh
cronbery B, 3aTeM MIENKHYTh PaBOH KHOMKON MBIIIN U B OTKPHIBIIEMCS] KOHTEKCTHOM MEHIO BBIOpaTh
NyHKT /[o6asums aueiiku. MOXHO TakKe BBIOJIHUTH KoMaHny BcmaexalCmonouwt. JIns BcTaBku
OJTHOBPEMEHHO HECKOJBKUX CTOJOIOB MPEABAPUTEILHO BBIIECISAETCS HEOOXOANMMOE YHCIIO CTOJIOIOB.
Hanpumep, MOXHO BCTaBUTH TPH CTONIOLA Mocie BhiAeaeHus ctoaouoB B, C u D. Takum ke o6pazom
BCTaBJISIIOTCS M CTPOKH.
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Y naneHnue CTpOK U CTOJIOIOB MTOX0KE Ha BCTaBKy. HauaTh HY»HO ¢ BBIICTICHUS CTPOK (CTOIOIIOB).
UToObl OJHOBPEMEHHO YIAIUTh KaK COAEPKUMOE, TaK U caMy CTPOKY (cTos0elr), BIOMpaeTcsi KOMaH-
na Aueiakal Yoanume viu ctpoka Yoanums B KOHTCKCTHOM MEHIO.

Wuorna HEOOXOAMMO BCTaBISATh WM yOAIATH SIMEUKH B 4acTh pabodero yimcra 0e3 BCTaBKU UIU
yJAJIEHUs IEJBbIX CTPOK WIIM CTOJIONOB. J[JIst 3TOTO BBIAENSAETCS JMAara3oH, I/ie TOJKHBI ObITh BCTaB-
JICHBI HOBBIE STUEUKH, 3aTE€M CIIEYET IIETKHYTh MPABOM KHOIKOM MBI U B OTKPBIBILIEMCSI KOHTEKCT-
HOM MEHIO BBIOpaTh MyHKT /Jo6asump aueiiku.... Jlanee Hy)KHO BBECTH JOMOJHUTEIbHYIO HHPOpMa-
IIUIO O TOM, KaK IMePEeMECTUTh COCEIHHE TUCHKU B AUATIOroBoe OKHO /Jobasnenue (Yoanenue) saueex.

3aoanue 2.7

1. Yoanume cmpoku 4—1 cpa3y na écex aucmax.

2. Bcmasvbme cmpoky meoicoy cmpokamu 21 u 22. Ilepemecmume sueuxy ¢ mexkcmom « Texywutl
Kypc oonnapay 8 suetiky A22.

3. Ha sécex nucmax, 000a8/ss cCmpoKu U UCNOIb3ysl KOMAHObL 8blpe3anusl, 6CMABKU U nepemeuye-
HUSL MbIUUbIO, PACNONIONCUME OaHHble NO JTUHelKam mene@onos 8 nopsaoke yeeIudeHus ux cmoumo-
cmu. He 3abvi8atime npo 803M02icHOCHb OmMMeHbl 0elicmeuil Npu Ux HegepHOM 8bINOJIHEHUU C NOMO-
WbI0 KHONOK .

4. 3anoeo nponymepyime el + Ca Sy,

KOHTPOJIBHBIE BOITPOCBHI

1. Cnocogvl nepemewenus no paboueti knuze.

2. Cnocobwl cozoanusi, coxpanenus, omKpvimus u 3akpvimusi 0okymenmos ¢ Excel. Coxpanenue
Gauna noo HOBbIM UMEHEM.

3. Paboma ¢ nucmamu IT. Bvioenenue, epynnuposka, konuposauue, nepemeujerue u yoaienue pa-
Oouux 1ucmos.
. [locneoosamenvrocms 6600a Oanmnwix. MzmerneHue OaHHbIX.
9. llonamue 6yghepa oomena. llocnedosamenbHocms nepemenjeHus uiu KONUPOBAHUsT OAHHbIX.
9. Buowt yxazamens mviwiu, paboma c Humu,
8.

NaN

Llonamue u nociedosamenbHOCMb NPOBEOEHUs A8MO3ANOTHEHUS.
Bcmasxka u yoanenue saueex, cmpok u cmondoyos.

JIABOPATOPHAS PABOTA Ne7

2.3. DOPMATUROBAHUE JAHHBIX
2.3.1. O0beauHeHHEe SYeeK W IEPEeHOC TeKCTa

BBoaumbie B pabounii TUCT JaHHBIE HE BCET/IA SIBISIOTCS JOCTAaTOUYHO Mpe3eHTa0elbHBIMHU, TOITO-
My UX cieayeT ordopmarupoBarh. Bes nHdopmanus o BO3MOKHOM HM3MEHEHMH (opmara JaHHBIX
MIPEAICTABICHA B TUAJIOTOBOM OKHE Dopmam aueek, KOTOPOE MOKHO BbI3BATh OJJHUM HX JIBYX CIOCO-
00B:

1) BeIOpaB koMaHay MeHtO @opmam/Hueiku...,

2) HIETKHYB TI0 BBIACICHHON SYeiiKe MM IPYIIIe SYeeK MPaBOi KHOMKON MBIIIA U B OTKPBIBIIEMCS
KOHTEKCTHOM MEHIO BHIOpaB MyHKT Popmam aueex.

HuanoroBoe okHO @opmam aueex conepxxut psan BkiIanok (Hucno, Beipaenusanue, Llpugpm,
I'panuya, Buo, 3awyuma), oTBE4aOMINX 32 T€ WU UHBIC BUIBI popMmaTrpoBaHusi. OTKpbIBas BKIAAKY
3a BKJIQJIKOM, MOKHO YCTAHOBUTb JUJISl BBIJICICHHBIX slU€EK HY)KHbIE apaMeTpsl. [lo okoHuanuu ycra-
HOBKH MPOU3BOJUTCS IIETYOK MO KHOTIKE , ¥ Bce MapaMeTpbl (popMaTUpOBaHUS BCTYIIST B ICHCT-
BHUE.

[Tpu pabote ¢ Tabnuuel BHayale BaXHO chOpMHUPOBATH €€ 3aroyioBoK. J[i1st 3Toro HeoOXoAUMO
MPAaBUJILHO MPOBECTH OMEpalii OObEIUHEHUs sUeeK M MepeHoca TeKcTa B HuX. (s oObeanHeHus
BBIICIISIFOTCS SIMEUKHU C TJAaHHBIMU U HECKOJIBKO SYE€EK PSAIOM C HEH, MPOU3BOJUTCS LIETUYOK MO0 KHOMKE

(Ooveounumev u nomecmums 6 yenmpe) Ha nanenu Boipasnusanue Bxknanku I naenas nmibo yc-
TaHaBIHMBaeTcs QUiEEIK 06vbeounenue saueex Bo BKiIanke Buipasnueanue nuanorooro oxHa @op-
mam sAueex.

Onaxxok nepenocumsy no c106am Ha 3TOH BKIIAJIKe 00eCIIeUnBaeT MEPEHOC COAEPKUMOTO B HOBYIO
CTPOKY BHYTPH STUEHKHU, €CIIU TOCTUTHYTA €€ TPAHUIIA.

3aoanue 2.8

1. Ha nucme Keapman 1 ob6veounume siueiiku AI:Bl, A2:B2, A3:K3, C1:H2, A4:46, B4:B6,
C4:C6, D4:D6, E4:K4, E5:KS.
2. Bvioenume muluuvto 3a201060Kk mabauysl — ayetiku A4:K6 — u ycmanosume 6 HUX nepeHoc mek-
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cma.

2.3.2. PerynupoBaHue INMPHHBI CTOJIOLOB
U BBICOTBI CTPOK

[To ymomndanuto B crosbmax mporpammbl Excel 2010 otoOpakaercst BoceMb 3HakoB. Eciin 1aHHbBIC
B CTOJIOIE cozep)kaT OOJbIIe MM MEHBIE CHMBOJIOB, CIEAYET OTPErYIHpPOBATh IIUPUHY CTOJIOIA,
YTOOBI OHA aJeKBaTHO oToOpaxana uH(popmaruio. [lupuHy cToNOIa MOKHO OTPETyIUpOBaTh BPYyY-
HYIO WM UCTIOJIb30BaTh KoMauay @opmam/ CmonoeulAemonoooop wupunt.

Jlig perynupoBaHus IIMPUHBI CTOJIOIA BPYUHYIO CHadajla CJIeIyeT MOABECTH YKa3aTelb MBIIIHU K
MpaBoil IpaHMIIe 3aroJioBKa CTOJIONA. YKa3zaTreab U3MEHUT BUJ Ha JBYHAIPaBICHHYIO cTpeiky. Heoo-
XOJJMMO Ha)KaTh JIEBYIO KHOIKY MBIIIM M TPOTAIIUTh Kpail 3arojioBKka CTOJIONA /0 yCTaHOBJICHHUS
HY)XHOM IIMPUHBI, a 3aT€M OTHYCTHTb KHOMKY. ECIu IBaXKIbl IIENIKHYTh 1O T'PAaHUIIE 3aroJIOBKa
crosibua, nporpamMa Excel aBromatiuecku yCTaHOBUT €ro IMUPUHY Tak, 4TOOBI camasl UIMHHAs 3a-
IIUCh B STYEHKE CTOJIONA TOMEIIATIACh TIOJTHOCTHIO.

MOHO BBIAECTUTHh HECKOJIBKO CTOJIOIIOB M OTPETYJIMPOBATh MX LHIMPUHY OAHOBpeMeHHo. [leperac-
KMBAaHUEM TPAHMIIBI 3arojIOBKa JIFOOOTO BBIIEIEHHOTO CTOJIOIA 33Jal0T OJMHAKOBYIO IIUPUHY BCEX
cTONOIOB. JIBOWHBIM MIETYKOM IO TPaHUIIE JFOOO0TO M3 BBIICICHHBIX CTOJIOIOB YCTAHABIUBACTCS IIH-
pHHA KaX/10T0 CTOJI011a MHANBUAYAJIBHO 10 MIMPUHE CaMON JJIMHHOM 3alMCH.

BricoTy cTpoKu peryaupyroT Tak ke, Kak U LIMPUHY CTOJIONA.

3aoanue 2.9

1. Ha nucme Keapman 1 ycmanosume epyunyro wupuny cmonoya A, pasuyio 2,00 (3uauenue
omobpadicaemcs Ha HKpamne cnpasa om Kypcopa,).
2. Ompeeynupyume cmonoyst C, D, E, F, G, H oonospemenno, 3a0as um 3nauenue wupunol, pas-

Hoe 1,71.

2.3.3. BoipaBHHBaHHUeE
U OPHUEHTAIUsl TeKCTa

ITo ymomuyanuio B EXcel TekcT BhIpaBHUBAETCS MO JICBOMY Kparo, a yuciia — 1mo npaBoMy. KrHomka-
MU TaHEIH WHCTPYMEHTOB MEHSIOT JTH yc BBIPABHUBAS TEKCT U YUCTA IO JEBOMY
Kparo, 10 [EHTPY WU 0 MPaBOMY Kparo.

B Excel 2010 nmpeaycMOTpeHO Take BBIpPABHHBAHHE MO BEPTUKAIH, KOTOPOE MOXHO BHIOpATh Ha
naHenu Beipasenueanue Bxnanxku I'naenas. [lo ymonmdanuio BepTUKaIbHOE BBIPABHHUBAHUE MPOHCXO-
JUT TI0 HUKHEMY Kparo. BelpaBHHBaHME TIO IIEHTPY M M0 BEPXHEMY Kparo UCHOIB3YIOT ISl PAcIoo-
KEHUS COACPKUMOTro ONIMXKe K BEepXHEMY Kpar WU B LIEHTpe s4Yeiiku. BripaBHUBaHUE MO BBICOTE
YBEJIMYUBAET MEKYCTPOUYHOE PACCTOSHUE JI0 3aTIOTHEHUS STUCHUKH.

M3MeHeHre OpHEeHTAallMU TeKCTa TaKXKe BbIOUpaeTcsl Ha BKIaJke Boipasnusanue nuaioroBoro ok-
Ha @opmam aueek. UTOOBI pacCMoONOKUTh TEKCT MO BEPTHKAIH, HYXKHO IIEIKHYTh MO TIOJO C BEPTHU-
KaJbHO PACIHOJOKEHHBIM CJI0BOM Texcm. Jljis BBITIONHEHUS MOBOPOTA TEKCTa JHOO UCIOIB3YeTCs
CUETYMK JJI1 YCTAHOBKH BEMYMHBI TOBOPOTA B Tpaaycax, JTMOO MEepPeTacKUBaeTCs CIOBO-MHAUKATOD
Haonuces.

3aoanue 2.10

1. Ha nucme Keapman 1 ycmanosume evipasHusanue no eepmuxaiu oanuvlx 6 suetikax A4:K6
no yeumpy.

2. Yemanosume gvipasHusanue no copuzonmanu oaunvix 6 siueuxax A4:K6, B7, B14, A8:A19,
C8:K21 no yeumpy.

3. Usmenume opuenmayuio mexcma: 6 siuetikax A4:A6 nosepuume mexcm na 90 6 sueikax
B4:B6 —na 30°

2.3.4. U3menenue mpudpToBoro o(popmiieHUus

Bce mpudrsl, ncnons3yemsie Excel 2010, HaxoasTes mo ynpaBieHHEM ONEPAlMOHHON CUCTEMBI
W SIBJISIIOTCS CTaHIApTHBIME JUTa Beex npunoxenuit Microsoft Office. {nst odpopmnenns DT B ocHOB-
HOM MPUMEHSIOTCS clieayronie Tumbl mpudToB: Calibri (mo ymomganuto), Arial u Times New Ro-
man. [Ins u3mMeHeHus opOpMIICHUSI HY)KHO BBIJCIUTH SYCHKY C JaHHBIMH M BBIOpaTh TUI MpUQTA,
ero pasmep u Haueptanue (Ilomysxkupnbiii, Kypcus, llonuepkuBanvie) Ha nanenu lpughm Bxnanku
I'nagnan. Ecnu HeoOX0JMMO HA3HAYUTH TTAPAMETPHI, HE JOCTYITHBIC C TAHEH, BBIOMPAIOTCS KOMaH/IbI
Bkianku Ilpughm nuanorosoro okHa Dopmam aueex.
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3aoanue 2.11

1. Ha nucme Keapman 1 usmenume wpugmogoe ogopmuernue mabiuyvl 6 COOMBEMCMBUL C
OaHHbIMU, NpedcmasieHHblMu Ha obpasye. Hazeanue mabauyvl 6bINOIHEHO € UCNOIL30BAHUEM
wpugma Arial Cyr pasnuunozo pasmepa u navepmarnus, 3a20106Ku MAOIUYbL U MEKCMOBble OAHHbLE

Y L V) s Al VY

H D

6 Heti — TImes A B C ] E F a H T ] 3
GSM line

Komnanna "GSM line" ;
Ypoeenb npodaxc comossix menedg 3a mekywuii 200

wiB W e

£ M,MW e, | e 1 oy
2 \’.ﬁ". #&:ﬁ’?‘ CM; pye Aneaps |@eepans | Mapm | Mmozo | Cpedree S|
5 *° cymmu
7 H b Si
& | 1|Siemens C35 74
9 _2|siemens ME4S 88
10 _3|Siemens A40 104
11 4[Siemens sas 306
12 5|Siemens A35 310
13 o maj i
14 A b Nokia
15 | 1|Nokia 6250 125
16 | 2| Nokia 3330 145
17 | 3| Nokia 7110 215
18 | 4|Nokia 3310 255
19 | 5|Nokia 6210 315
20 |[M no may Nokia

21 Beero:
22 Texywmi Kypc aonnapa
23 OTuer cocTasun:

24 ATa COCTABNEHMA OTUETa

2.3.5. I'panuubl U UBET

Boigenenue rpanuil U UCNOJIb30BAaHUE LIBETA YIYYIIAET BUJ MPEACTABICHHON Ha pabo4MX JIMCTaxX
uHpopmanuu. ['paHuIa — 3TO JUHHS, OKpYXKArOIas SYeHKy uiau nuamna3oH. L{BeT 3aJMBKH npuMme-
HAIOT JUIs BblieneHus (oHa dactu padodero yvcra. LiBerom mpudra odpopmisitor tekct. Knonku
(I'panuywr), Heem 3a1U6KU) 1 (Iléem wpudyma) pacnonaratotcs Ha naneau Illpugpm
Brmankn Inaenal—-tsgom ¢ xud2-hvu maxomsres cTA ki, IIETYKOM 110 KOTOPBIM PAacKpHIBAIOTCS
COOTBETCTBYIOIINE NAIUTPHI.

Jlnsg mpuMeHeHus LBeTa 3aJIMBKM WM HIpu@Ta ClenyeT BBIIEIUTH (OopMaTUpyeMbIe SUEHKH,
HIEJTKHYTh 10 CTPENKE PSAIOM C COOTBETCTBYIOIIEH KHOIKOW M BbIOpaTh M3 MAJIMTPhl HY)KHBIH IIBET.
Jl1s ycTaHOBKM I'pPaHUIBL BBIIESIOTCS opMaTHpyeMble sTYEHKH, TPOU3BOAUTCS LIETYOK 10 CTPEJIKE
PAIOM € KHOIIKOM m U BbIOMpaeTcs 13 NaJUuTPbl HY>KHBIN TUIT TPAHULIBI.

3aoanue 2.12

1. Ha nucme Keapman 1 usmenume epanuybvl aueex 8 COOMEEMCMEUU ¢ OAHHbIMU, NPEOCMasIIeH-
HbIMU Ha 0Opasye 3a0anus 2.12.
2. Kpacouno oghopmume nazsanue mabauysl, UsMeHAs yeem 3aIuUeKu sueex U yeem wpugmos.

2.3.6. KonnupoBanue cymecrBywomero ¢gopmara

[Tocne Toro xak TabnwIIa WM YacTh ee 0T(OpMaTHPOBaHa, HET HYXKIBl BOCCO3aBaTh ATOT (hopmar
JUIsL IPYToW TaOJHIIbI, K KOTOPO# MpenoiaraeTcsi MIpUMEHHTh TOT ke camblii popmar. Excel mo3so-
JsieT nmepenectu GopmaT OAHOTo OJI0Ka sUeeK Ha APYTrod C MOMOIIbIO KHOMKH (@opmam no 06-

pasuy).

61,1 3a1ath opmat o 0Opasiry, HaJO BHIMOTHUTE CIEAYIONIUE ACHCTBHUS:

1) BbIIEIUTH sIYEHKY WM OJIOK siueek, (hopMaT KOTOPBIX HEOOXOJMMO CKONMUPOBATH, U IIEIKHYTh
MBIIIBIO [0 KHOTIKE  (YKa3aTellb MBIIIN U3MEHUT (HopMy);

2) BBIICIUTh HOBBIM yKa3aTelleM SYeHKY MM OJIOK S4YeeK, K KOTOPhIM HY)KHO MPUMECHUTH JTaHHbBIH
dopmar.

3aoanue 2.13

Cronupytime ¢popmam 6O10oka sueex A1:K24 nucma Keapman 1 na ananocuynvlil 010K sueex
nucmos Keapman 2 — Keapman 4.

2.3.7. BecraBka pucyHka
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Buemmnuit Bug OT (TaONMUYHBIX OTYETOB) MOKHO 3HAUUTENIFHO YIYYLIUTh, JOOABUB B HETO PHCYH-
KM WJIM JIOTOTUIIBL. JIJI1 BCTABKM PUCYHKA CJIEAYET BBIACIUTH SYEHKY B MECTE MPEAIOIaracMoro €ro
pacrojoXeHusl U BhIOpaTh KOMaHay MeHIo BcemaekalPucynok. Eciu HYy)KHO BCTaBUTh KapTUHKY U3
KOJIJIGKIIMM PUCYHKOB, TO BbIOUpaercst nyHKT Kapmunku. Eciii Heo0X0AUM PUCYHOK, XPaHSIIUNACS B
NPOM3BOJILHO 33/IaHHOM Tamnke, BbIOMpaercst NyHKT M3 ¢haitna. B OTKpbIBIIEMCS AMAJIOTOBOM OKHE
oOHapy>KUBaeTcs KapTUHKA WK (ailil, copepkalnii Hy>KHbIH PUCYHOK, U TIPOU3BOJUTCS ILEITYOK MO
KHOIIKE

3aoanue 2.14

Bcmasvme pucynku 6o 6ce nucmol mabauywvl (015 5mo2o 8vibepume KoManoy menio Bcmae-
kalPucynox/Kapmunku...).

KOHTPOJIBHBIE BOITPOCBHI

1. Ilonamue ghopmamupoeanus dannvix. Juanocoeoe okno @opmam aueex.

2. QbveduneHue saueex u YCMmaHo8Ka 8 HUX NepeHoca mekcma.

3. Cnocobwi pecyruposarus WiupuHvl CMooYo8 U 8blCOMbL CMPOK.

4. Bvipasuuéanite 1 nosopom mexcmd.

5. Cnocodul uzmenerus wpugmosoco ogopmienus.

6. Cnocobul 3a0anus epanuy, ysema 3aiuéKu u_wpugma.

1. Konuposanue cywecmsyrowezo gpopmama. [lopsiook 3adanus ghopmama no oopasyy.
8. Cnocobuvl 6cmasku pucynkos 6 pabouutl aucm.

2.4. PABOTA C YUCJIOBBIMHU JAHHBIMU

2.4.1. CocraBiieHue u BBOJ (opmy.a

Bce Beruncnenus B Excel 2010 BemonHsroTest ¢ moMouipio popmyit. @opMyInbl COCTaBISIOT OCHO-
BY IIPOrpaMMBI | JieatoT ee Hactosuield JT. B kauecTBe 3HaKOB MaTeMaTH4eCKUX U JIOTHYECKHX OTle-
pauuii MCIONB3YIOTCS CTaHJapTHBIE CHMBOJIBI ONlepanuii (ClokeHue +, BBIMUTaHUE —, YMHOXEHHe *,
JieNieHre /, BO3BEJICHNE B CTEMEHb ", 3aKIf0YeHHe B CKOOKH ( ), paBHO =, HE PaBHO < >, QOJbIIe >,
MEHBIIIE <).

CymiecTByeT HECKOIbKO 3(h(heKTUBHBIX CIIOCOOOB CO3/1aHUs GOPMYII.

OnMH U3 HUX — METO/1 «HaBEAM U IIENKHW». Ero Hcmonp30BaHue 3aKIII0YAETCs B CIEIYIOIEM:

1) BeIOUpaeTCs siueiika, B KOTOPOM HAI0 OTOOPA3UTh PE3YJbTaT;

2) BBOJUTCS 3HAK =;

3) MpOM3BOIUTCS LICTYOK Ha MIEPBOH siueliKe, KOTOPYIO HEOOXOIUMO BKIFOUHTH B (HOPMYITY;

4) BBOIUTCS 3HAK OIEPAIHH;

5) mpou3BOIUTCS LICTYOK Ha CICAYIOLIEH stuelike GopMyIbl;

6) moBTOpstOTCs mark 4 u 5, moka Best opMyiia He Oy/IeT BBE/ICHA,;

7) 3aBepiaercst BBOJ (hopMyIibl HakaTueM Kiasumu [Enter].

Hpyroii MeTox — BBOJ (hOpMYJIbI C TOMOIIBIO aIPECOB HY)KHBIX SUYEEK C KJIABUATYPbI, OJHAKO MPH
9TOM CIIOCO0€ JIOMyCKAeTCsl HanOOoJIbIlee KOTMUECTBO OUIMOOK U HETOUHOCTEH.

3aoanue 2.15

1. B swwenixy D22 na ecex nucmax (¢ ucnonvzosanuem cpynnuposKu JTUCMO8) 68eoume 3HA4eHue
mexkywe2o Kypca donnapa (nanpumep, 36,8).

2. B suetikax D8:D12 na scex nucmax noouwepedno paccuumaiime Cmoumocms meie@onos nu-
Hetiku SIemens 6 pyosx.

2.4.2. OTHOCHUTEJNbHbBIE U A0COJIOTHDBIE
CCLIUIKH HAa AYelKH

Koraa dbopmysia 3anoHsIeTCs WM KOMUPYETCS M3 OJHOM stueiiku B apyryro, Excel usmenser kax-
JIyI0 CCBUIKY Ha sIYeWKY B COOTBETCTBUU C HOBBIM agapecoM ¢opmyibl. MHOTIa Takoe u3MEHEeHue He
HYy)kHO. B TakomM ciydae MOXHO TmpsMo ykaszaTh EXCel, 4to cchuika Ha  sUeilKy
HE JIOJDKHA MEHSTHCS, CIenaB ee adComoTHON. B aOCOMIOTHON CChUIKE KaXIAOMY JIEMEHTY Mpelie-
cTByeT 3Hak jgoyutapa: SE$11. 3Hak mosutapa «3amupaet» sdueiiky, u Excel He MmoxeT ee u3MeHUTb, ec-
JM 3anojHseT (GopMyily WM KOIHPYET €€ B APYryro suckiky. 3uak $ mepen Oyksoit E cooOmiaer
Excel, uto Henb3s MeHsTH cTONOEI, a 3HaK $ mepen unciaom 11 — 9To Heb3st MEHSTH CTPOKY.
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AOCOIIOTHBIC CCHUIKU B MCXOTHOM (GopMylie MOXKHO CO3/1aBaTh, BBO/S C KJIABHATYPHI 3HAKH $ 1ie-
pen COOTBETCTBYIOIIUMHU aJPECaMU CTPOK M CTOJIOIOB.

3aoanue 2.16

1. Ouesuono, umo 6600 Gdopmyn, KOmopbwiil ocyuecmensiemcs 8
n. 2 3a0anus 2.15, npu Haruuuu O016u020 YUCIa 8bluUCIeHUll Heagdekmusen. B maxom ciyuae He-
00X00UMO npumeHams onepayuro Konupoganus. He ommenss epynnupoexu aucmos, 6 suetike D15
npeovloyuum cnocobom paccuumatime cmoumocmo menegpona Nokia e pyousx. Cxonupyiime co-
oepoicumoe auetiku D15 6 suetiku D16:D19, ucnonvsys mapxep sanonnenus. Ilonyuenuvie 3nauernus
HeBepHbl, NOIMOMY OMMeHUme Oelicmesue.

2. Bvioenume siuetiky D15 u 6 cmpoke gpopmyn ucnpasbme ccolaky na aueixy D22, noocmasus
3nax $ nepeo uucnosvim snauenuem (D$22). Ucenpasnenue noomeepoume naxcamuem knasuwiu [En-
ter]. Cxonupyiime cooepoicumoe siuetixu D15 6 suetiku D16:D19.

2.4.3. ABTOMaTHYECKOE CYMMHPOBaHHE
CTPOK H CTOJOLOB

B nporpamme Excel 2010 umeercss METOT CyMMHPOBaHHsI CTPOKH HJIH CTOJIOIA C IIOMOIIBIO KHOTI-
ki (Aemocymma) Ha naHenu akmupoeanue Bxnanku I naenas.

Jlns mpoBeneHusl onepalnud aBTOCYMMHUPOBAHUSI HYXKHO BBIICIUTH SUEHKH, COAeprKalllie 4ucia,
KOTOpBIEC HA/IO CIOKUTh, U MYCTYIO CTPOKY U (MIIK) cTONOEI UIsl pa3MelleHus pe3yibTaTa CyMMHUPO-
BaHUs, U LIEIKHYTh M0 KHOIIKE Agmocymma.

3aoanue 2.17

1. Beeoume uucnosvie dannvle na pabouue aucmol T 6 coomsemcemauy ¢ madiuyetl.

olo|lo|lo|o

2 |2 12 12 250 |8 |8|&] S
OOV DL OD < M ™ © © M~

Mecan EQRETFENNENEL © | © | © | © | ©
saasOa NS 3|3 |%|3|x

»n [ [»n [n [n S| o|o|o| Do

Z | 2| 2| 2|2

AuBapp | 6 | 3 | 7 | 7 | 9 ]2 4] 1]9]0
Qeppasib | 6 | 2 | 7 |2 |9 |7 |4 |3 |42
Maprt 10/ 8 13121034603
Ampenrs | 9 | 8 | 3 |7 12416 ]3]2]5
Maii 2 |12 |6 |7 |7 ]|]7]0]6]4]1
J4070):13 2194|146 |4|4]3)|8]8
Wromb 2181 |4|7]9|10]2)|6]|6
Asrycr 1 /5106 | 8|3 |8|6 4|6
Centstbpy] 2 | 6 |1 | 8| 9|1 |3 |5]|1] 4
Oktstopp | 7 | 3 | 9 | 4 |10 6 | 2 |1 |6 |9
Hostbpp | 2 | 1 | 7 | 4 12 | 7 ]9 ]|5]5]|6
Hekabpp | 7 | 2 | 7 | 7] 0] 5|6 |3 ]1]1

2. O0HOBpeMeHHO Ha écex Iucmax noocyumaime nocmpoxosvle snavenuss Hmozo ons écex ma-
pok menegonos Siemens. /s smozo svioenume 6110k sueex E8:HI12 u naxcmume xnonky . Huetiku
H8:H12 3anoanamcs pe3yibmamamu bl4UCIeHUM.

3. ITloocuumaiime konruuecmeo npooanuvix menedhonos SIEMENS no mecsyam, Ois 4e2o Gbloenune
onox sueex E8:G13 u nasxemume knonky — (Aemocymma).

I 4. I[Toocuumaiime obwee Koauuecmeo npooaHuvlx meiegonos SIEMENS 3a keapmar, OJisl 4e20 Gbl-
oelZne 6nox sudZ] H8:H13 u nascmume xrnonxy

5. [lpumenume K nony4eHHbIM 3HAYEHUAM NOJLYHCUPHOE 8blOETIeHUE.

6. Ananocuuno n. 2—5 nposeoume pacuem obvema npooadic ors menegonos Nokia.

7. B awvetikax E21:H21 paccuumaiime obwuti 00vem npooaxic no Mecayam KaxK Cymmy umo2oeblx
3nauenuil 0 meneghonos Siemens u Nokia.

2.4.4, Ucnoan3oBanue (pyHKiuii
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TIT Excel 2010 comepuT (QyHKINHU, KOTOPbIE MPUMEHSIOT A CTaTHCTHYCCKUX, (DUHAHCOBBIX,
MaTEMaTUYECKUX, MH)KEHEPHBIX U APYTUX pacueToB. WyHKIMA — 3TO IPOrpaMMma, KOTopasi BBIYUCIISA-
eT crenuaibHble BeMMunHbl. Kaxkaas GyHKInsS UMeeT cOOCTBEHHBIN CHHTAKCUC, KOTOPOMY HEo0Xo-
JMIMO CIIeI0BaTh, YTOOBI Mporpamma padorana KoppeKkTHO. DyHKIMH ABIAIOTCS (HOpMyTaMH, TOITOMY
BCE OHM HAYMHAIOTCS CcO 3HaKa =. Ilocye 3TOro 3HaKa pacmosaraercss UMs GyHKLIUHU, a 3aTeM OIUH
WJIM HECKOJIBKO apryMEHTOB, 3aKJIFOUEHHBIX B CKOOKH.

[Tepen BBOAOM (YHKIHU CIEAYET YOSTUTHCA, UTO siUCiKa IS €€ pa3MEIeHHs SIBIISICTCSI aKTUBHOM,
LIEJIKHYTh 10 KHOIIKE li B cTpoke (popmyn — OTKpoeTcs naHesb ¢opmy.a. B jeBoii yactu maHenu
PAaCIIOJIOKEH PACKPBIBAIOIINICSA CIIMCOK HA3BAHUH QYHKUMH..., IPUYEM BUIHA MTOCIECIHSISA UCIIOIb-
3oBaHHas QyHKus. IllenKkHyB MO pacKpbhIBa-IOIEMYCSl CIHCKY, MOXHO OTKPBITH MEPEYCHb HEIABHO
UCTONb30BaBIIMXCS (pyHKIMA. Ecinu Hy)XHas QyHKIUS MPUCYTCTBYET B CIIMCKE, €€ BBIACISIOT, 1 EX-
cel mepemeraer 3Ty hyHKIMIO B cTpOoKy GopMynt v Ha naHenb popmya. Ha nmanenu dopmys mosiBis-
eTcs onucanue GyHKIUH U OJHO MJIM HECKOJIBKO TEKCTOBBIX IOJICH I apryMEHTOB, KOTOpPhIE HEOO-
XOJIUMO 3arOJIHUTD.

Ecnu uckomas ¢yHKIMsS HE TpeACTaBiIeHa B CHHCKe (OpMyN, HYXKHO BBIOpaTh BHHU3Y CIIMCKA
NyHKT /lpyeue @yyuKkyuu... — OTKPOCTCS IUAOTOBOEe OKHO Macmep ¢pynkuuii. Cnemyer BoIOpaTh B
JIEBOM CITUCKE HY)KHYIO KaTerOpuIo, a B PaBOM — (DYHKIIHIO, IIEIKHYTh 110 KHOIIKE ﬁlﬁ, 4TOOBI BEp-
HYThCS K maHenu ¢opmyn. Ha manenu ¢opmyn cienyeT BLICTUTH TeKcToBoe none Yucno 1. [lanee
HIEJIKAIOT N0 CBOPAaYMBAIOUIEH KHOIKE JMaJIOroBOIO OKHA , 3aTE€M BBIICIISIOT SYEHKHU, KOTOpbIE
HY’KHO BKJIIOUHTBH B apryMEHT, ILIEIKAT 110 pa3BopauMBa-lOIIel KHONKE  JJis BO3BpaTa Ha MaHelb
dopmyi. [l okOHUaHUS BBOJA HaIIOJIKHyTI) 110 KHOIIKE ﬁ

[uanoroBoe okHO Macmep ¢hynKyuii MOXXHO BbI3BaTh C IIOMOIIbIO KOMaH[bl Jpyeue pynkuyuu
nanenu buonuBnexa Hm(uﬁ BKIanku @opmynst iy kHonku  (Bemaeka ¢pynkyuu), pacnono-
JKEHHOI ciiea ot crpiflt popmy.

3aoanue 2.18

1. B aueiixy D24 na ecex aucmax eseoume mexywyio oamy ¢ nomowvio ¢ynuxyuu CEIOJHA.
Lna smoeo evloenume saueliKy u 8vl308ume 0uano2080e okno Macmep ynxkyuit 00Hum u3 eviuleyka-
3anHBIX cnoco6os. Buibepume 6 neeom cnucke kamezopuio /lama u epems, 6 npasom — @yHKYuIo
CET'O/JHA. I[loomsepoume 6v160p Haxcamuem KHONKU .

2. B aueiixy 18 na 6cex nucmax égedume ¢hopmyny ona paciema cpeoHemeciuno2o oovema npo-
oaoic =(E8+F8+G8)/3. B siuerixax 19:113, 115:121 nposedume nooobuuwiii pacuem ¢ ucnonv3oeanuem
dyukyuu CP3HAY. [{na smoeo evidenume sueuxy 19, evibepume oannyio gynxyuio 6 xamezopuu
Cmamucmuueckue u noomeepoume evioop. B none Qucno 1 sgeoume E9:G9, nasxcmume QK. Cko-
nupyime @QyHKyuio 8 opyaue Ayelxu.

3. B sweiixe I8 paccuumaiime 3navenue % om cymmul 0 TuHelku menegonos SIemens no ¢op-
myne =H8/H13. Cronupyiime nonyuennvle oannvie 6 siueiiku J9:J13, ne 3abvieas npu smom 06 uc-
NOIb308AHUU 8 POPMYIAX AOCOTIOMHBIX CCbLIOK Ha Adetiku. B aueiikax J15:320 nposeoume noooo-
Holil pacuem u 0ns meneghonos Nokia.

4. B cmonbey Bw1800wvt HyscHo 6secmu 1060 XOPOILO, eciu 00bem npooaxc meneghonos 0aHHO
mapku cocmagnsem 6onee 20 %, u Ilnoxo — ecau menee 20 %, ¢ ucnonvsosanuem ¢ynxyuu ECITH.
Hna smozo evidenume syeuxy K8, evibepume oannyro ¢pynkyuro 6 kamezopuu Jlocuueckue u noo-
meepoume 6vi60p. B none Jlocuueckoe_swviparycenue eseoume J8>0,2, 6 none 3unaue-
Hue_ecau_ucmuna — Xopoulo, 6 noie 3uauenue_ecau_nodxcy — I1noxo. Ckonupyiime noayuennyro
@ynxyuro 6 sauetiku K8:K12 u K15:K19.

2.4.5. ®opmaTupoBaHHe 4Yuce]

dopmarupoBanue yncen B Excel 2010 ucrnonb3yercs a1st 0TOOpa)keHUsI YUCE B PA3IMYHOM BHIC
LeIbI0 00JIETYeHUsI UX BOCHPUATUS. BbieneHHble sYeiiku MOXKHO OTQOpMaTHpPOBaTh, UCHOJB3YS
FH@J‘IB Yucno Bxnanku I nasnas Wi quanoroBoe OKHO Dopmam Aueex, BbI3IBAEMOE 4epe3 MaHEIb

uco Wi KOHTeKcTHoe MeHIo. [Ipu ¢opMaTHpoBaHUM YKciIa MEHSETCS €ro MpeJcTaBleHue, HO He
HCJIOBOE 3HaUYEHUE.

Jns opmatupoBaHus SUYEEK C MOMOIIBIO MMAHETH UHCTPYMEHTOB CIIEYeT BBLACIUTH SYEHUKH, 3a-
TeM HIEJIKHYTh o OJIHOM u3 KHOIIOK
[ [ %l 5] JUTSI IPU/IaHUS BBIICTIEHHBIM sSYeiikaM HyKHOro (opmara.

s dopMaTupoBaHus SUYEEK ¢ MOMOILBIO JUATIOTOBOr0 okHa Popmam aueexk HEOOXOIUMO Bbljie-
JUTh SYeKH, HIETKHYTh 1o KHOIIKE
[2] 8 mpaBom HmkHeM yrimy maHemu Yucio WM OTKPHITH KOHTEKCTHOE MEHIO M BHIODAaTh B HEM
nyHKT Dopmam aueek. Jlanee oTkpwiBaeTcs BkIanka Yucno, BHIOUpaEeTCs U3 CIMCKA HY>KHBIN (op-
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Mat, MNPOU3BOAUTCA HICITYOK MO KHOIIKC |Q—K| AJId TPpUMCHCHUSA BBIGpaHHOFO (bopMaTa " 3aKpPLIBACTCA
JAHUaJIOrOBOC OKHO.

3aoanue 2.19

1. Ha secex nucmax mabauywvt npedcmasvme uucia ¢ cmonoye Ilena, oonn. CIHIA 6 oenescrom
dopmame. /[ns smoeo, vloenus oanuvle, 8 Ouanioco8om okne Dopmam aueek (sxnaoxka HYucno) 6vi-
bepume hopmam [enesxncnotii. B none Yucno decamuunvix 3naxos: ycmaunosume 0, 6 none Qoo-
3nauenue — $ Aurmmiickuii (CIIA).

2. [Ipeocmaesvme uucna 6 cmonoye Ilena, pyo. 6 oenexcrom opmame. /[ns smoeo nposeoume
PAO0 Oelicmeuti N0 aHalocuu ¢ NpeoblOYWUM NYHKMOM 3a0anusi, Ho 6 noie Q003Hauenue: ycmano-
sume 3HaueHue p. — Pycckui.

3. I[Ipeocmasvme uucna 6 cmpoke TeKywuii Kypc 0onnapa  oenexcnom ¢popmame no auaio2uu ¢

npeovLOyUUM NYHKMOM 3a0a-
Husi, HO 6 noie Yucno decamuuHbX 3HAKOG: YCMaHosume 3HaveHue 2.

4. B cmonbye Cpeonee YyMeHbuume paspsaoHocnib Ha 2.
s smoeo evidenume OanHvle U WeiKHuUme 08d pasa no KHONKe Ha nawe-
JIU YNPABTIeHUSL.

5. B cmonbye % om cymmul npedcmasbme 4ucia 8 npoyeHmuom popmame. /{ns 9mozo evioenu-
me OaHHble U WeIKHUme no KHONKe i Ha namenu ynpasienus.

6. Usmenume gpopmam npedcmasnenus oamol 6 sueiike D24, ons ueeo 6 ouanocosom oxne @op-
mam aueek (sxiaoxka Hucno) ycmanosume yucnosoui popmam Jlama u evioepume mun 16 Anpens
2010 .

7. Ilocne nposedenus pabomsi ¢ yucioguimu OanHvimu aucm AT eHeuwiHe 00ceH coomeemcmao-
8amb IUCMY, NPEOCMABIEHHOMY HA 0Opasye.

A B C D E F G H 1 J

Komnaxua "GSM line"

YpoeeHs npodax comoesix menedoHos 3a mexywuii 200

wie w N e

gt o e e, e

; ,av‘*‘“’;«“’";mw‘a don. LUeHa, py6 P —
5 WY 9t o0 CLA Aneaps | @eepans | Mapm | Hmozo | Cpednee Boisodsl

cymmb!

7 = e s
8 1|SiemensC35 574 2 353p. [ [ 10 22 7,33 24% XOpowo
9 2|Siemens ME45 $88 2 T98p. 3 2 13 8,67 14% nAoxo
10 3 |Siemens A40 5104 3307p. 7 7 3 17 5,67 19% naoxo
11 4 |Siemens 545 5306 9 731p. 7 2 2 11 3,67 12% nAoxo
12 5 |Siemens A35 $310 9 858p. 9 9 28 9,33 31% XOpowo
13 |Mmo20 no mapkam Siemens 32 26 a1 30,33 100%
14 Nokia
15 1 |Nokia 6250 $125 3 975,00p. 2 7 3 12 4,00 23% Xopowo
16 2 |Nokia 3330 5145 4 611,00p. 4 4 4 12 4,00 23% X0powo
17 3 |Nokia 7110 5215 6 837,00p. 1 3 6 10 3,33 19% naoxo
18 4 |Nokia 3310 5255 8 109,00p. 9 4 0 13 4,33 25% X0powo
15 5 |Nokia 6210 $315 10 017,00p. 0 2 3 5 1,67 10% naoxo
20 Hmozo ne Nokia 16 20 16 52 17,33 100%
21 Boero 48 46 43 143 47,67
22 Texkywwi kypc Jonnapa 31,80p.
23 OTueT cocTaBun:
24 aTa cOCTaBNEHMA OTuETa 30 oKTABPA 20121,

KOHTPOJIBHBIE BOITPOCBHI

1. lHocneoosamenvrocms cocmasnenus u cnocoowvl 8600a Gopmyi. 5

2. [lonamus u HasHayeHue OMHOCUMENbHBIX U AQOCOTIOMHBIX CCHLIOK HA AYEUKU.

3. Memoo asmomamuyeckoeo cyMmMupo8anusi OGuHbIX. .

4. Qynxyuu. Beoo ¢ynxyuil. [uanoeosoe oxkno Macmep ¢pynkuuii.

5. Dopmamuposarue YUCI08bIX OAHHBIX C NOMOWBIO NAHENU UHCIMPYMEHMO8 U OUAN0208020 OKHA
Dopmam saueex.

JIABOPATOPHAS PABOTA N8
2.5. CBSI3BBIBAHUE U KOHCOJIMJALIUSA JAHHBIX
2.5.1. CsasbiBaHue pa004uX KHUT

CBsI3b — 9TO CCBUIKA Ha SIMEUKY WJIM JTMaIa30H B Apyrou padodeit kHure. CBS3HM UCIONB3YIOT IS
TOT0, 4TOOBI N30eXkaTh ABOMHOrO BBoAa MHGopManuu. Co3aHue JMHAMHYECKUX CBA3EH MEXIy KHU-
ramu ¢ momousio (GopMysl, CoAepKalluX BHEUIHHE CChUIKH, UMEET TO MPEUMYIIECTBO, YTO MOXKHO
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pa3aenuTh OONbIINE, CIOXKHBIE MOJENIN Ha psa NpocThiX. Kpome Toro, cBsi3aHHbIE KHUTH MO3BOJISIOT
cOepeub MaMsATh ¥ BpeMsi Ha OOHOBJICHHE BBIYUCICHUH.

CBs13b MEXIY ABYMSI paOOUYMMH KHUTAaMH YCTaHABIMBAET CChUIKA. CBSA3b CO37a€TCS MEKIY OTKPbI-
TBIMU PaOOYMMH KHUTaMH (MCXOAHOM M 3aBUCHMOI). HyXHO Tak pa3MecTUTh MCXOIHYIO U 3aBUCH-
MyI0 paboune KHHUTH, 9YTOObI BUJIETh AYCHKY C pe3ysbTaTaMu U MCXOJHYIO SUEHKY OZHOBPEMEHHO.
Jlsist aTOTO CaemyeT BeIOpaTh KoMaHay Oknol Ynops-0ouums éce, B OTKPBIBIIEMCS THAIOTOBOM OKHE
Pacnonoscenue oxon BeIOpaTh MapaMeTphl PacloyioKeHUsT pabounX KHUT M OTPETYIUpPOBaTh UX IO-
JI0KEHHUE TaK, YTOObI paboTaTh C HUMU OBLIO YI00HO.

BBox bopmybl B 3aBUCUMOM paboueii KHUTE Ha4YMHAETCS co 3Ha-
ka =. /i BBoZa B popMyily CCHUIKM Ha S4YEHKY M3 APyrod paboyeil KHUTH MEpeKIIoYaroTcs Ha HC-
XOJHYI0 pabouyro KHUTY. CieayeT MEeIKHYTh M0 S4YeiKe, Ha KOTOPYI0 HEOOXOAUMO COCIAThCs, U Ta-
paMeTpbl CCHUIKH OTPA3sTCs B 3aBUCUMON paboyeil KHUTe.

3aoanue 2.20
1. Coszoaiime na oucke «mserver» (Z:)\ noeyro pabouyio knucy Kypcot eanrom u 3anoninume ee
A | B OGHHBIMU 8 COOMBEMCMBUU C PUCYHKOM.
1 KYPCbI BANIOT

1 2. Omxpotime knuey Peanuzauus obopyoosanus. Yoarume 3sHaueHus
3 [ Hanmenosanve | Kypes pyornx| 6 Auetikax D8:D19 u 6 cmpoxe 22 cpasy na écex nucmax.
41 JHonnap CLUA 31.40p. 3. Cesaoicume omkpvimvle padbouue KHueu. s 3moeo 8 ouano2080m
oxHe Pacnonoscenue oxkon yxasxcume ceepxy eénu3. B saueiike D8 naunume 6600 ghopmynvr =C8*,
nepexatouumecs Ha knuey Kypcel eanrom u wenxkuume no sueiixke B4. 3asepuiume 6600 gpopmynvi
nasicamuem krasuwu [Enter]. Cxonupyiime gpopmyny 6 ocmasuuecs sueiku cmoadya.

4. B knuee Kypcwl eantom uzmenume 3uayeHue kypca ooanapa. Obpamume 6HuUMaHue Ha UsMeHe-
Hus 6 KHuze Peanuzayus odopyoosanus.

2.5.2. Co3ganmne cBsizel ¢ MOMOIILIO
CIEeIHAJILHOIl BCTaBKH

Ecnu HeobxonuMa ccbllika Ha YKy U3 Apyroil padoueil KHUTH (HO HE UCIIOJB30BaHuE ee B Gop-
MyJie), CIelyeT YCTAaHOBUTH CBSA3b C MIOMOIIBIO KOMMMPOBAHUS U BCTaBKU. JlJisl 3TOrO OTKPBIBAIOT 00€
paboure KHUTH, 3aTeM BBIOMPAIOT U KOMUPYIOT sITUEHKH M3 UCXOJHOU KHUTHU. [lanee mepexodsT Ha 3a-
BHCHMYIO pab04yI0 KHUTY U BBIMOJHAIOT KOMaHy Bemasumo/Cneyuanvnas écmagka... — OTKpOET-
csl AMaNoroBoe okHO Cneyuanvhas 6cmaeéxka. B 5TOM OKHE ONpPEAEIAIOT NapaMeTp BCTaBKU U LIEII-
KAkOT 110 KHOTKE [BCTARMTE CRsI3E Hyth

3aoanue 2.21

1. Cozoaiime na oucke «mserver» (Z:)\ nosyro pabouyro knuey I'odoeoii omuem. Bseoume 3azco-

JIO6KU U Hadnucu 3a()aume makoe che qbopMamupoeaHue KaK HA PUCyYHKe.
A E

1

. GSM line . mm
3 YpoeeHb npodaxc - eghoHoe 3a mexkyujuii 200

a

5

o “\; “‘,\o 90“" OGbem Mpodamd

e“e
grs“° 1-i B 3G i O6wuii
P P P P umoe

N! nln

= &b

6
7 J T $donos Si ns
8
9

Siemens C35
Siemens ME45
Siemens A40
Siemens S45
Siemens A35

13 no P Si
L4 J #ka tenedonos Nokia
Nokia 6250

Nokia 3330

Nokia 7110

Nokia 3310

Nokia 6210

o Ll no map Noki
21 Bcero

2 OTueT cocTaBun:

23 Jarta cocrtasnexma oTuera 30 okTAGpA 2012 1.

=
=]
[CRF -3 [T SH

=
~
[C0 - TV N

2. Omxpotime knuey Peanuzauyusa o6opyoosanus.

3. Vkaoswcume onmumanvnoe pacnonoscenue KHu2 8 oKHe.

4. Cronupyume snauenus cmoaoya Hmozo 6 knuce Peanuzauusn obopyoosanusn ons 1-eo xeap-
mana u 6cmagvme Ux ¢ NOMOWBIO CNeYUaIbHOU 6cmasku 6 kuuzy I'000eoii omuem.

5. Buinoanume ananocuunyro onepayuio 0aa 2—4-20 keapmanos.
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2.5.3. Koucoauaganus AAHHBLIX

KoHcoanaanmusi JaHHBIX — 3T0 00001IeHHE OTHOPOHON MHpOopMaIru. B mporecce KoHcom1a-
MM MOXXHO CyMMHPOBATh JaHHBIC HECKOJIbKUX JINCTOB, BBIYUCIISITH TTPOU3BEIICHHUS, CPEIHEE OTKIIO-
HEHHE, MAKCUMYM, MUHUMYM H T. 1. [Ipy TOM HCXOAHBIC JTUCTHI MOT'YT PACIOJIaraThCs B TOW K€ KHU-
re, IJe HaXOJUTCS UTOTOBBIN JINCT, UK B APYTHX KHUTAX.

B TII Excel npenycMOTpeHO HECKOIBKO CrOc000B KOHCOoMMmauu. OIHUM U3 HUX SABJISETCS CIIO-
co6 mo pacnosioxkeHuto. OH HCTOJB3YeTCs B CiIydae, €CJIM JIaHHBIE BCEX MCXOJHBIX 00JacTe Haxo-
JATCS B OJHOM MECTE U pa3MEIICHbI B OAMHAKOBOM IMOPSIKE WJIM Ha HECKOJBKHX JINCTAX, CO3JJaHHBIX
Ha OCHOBE OJHOr0 IIa0I0Ha.

Jlnst mpoBeiCHUST KOHCOIMIAIMK JaHHBIX 110 PACIIOJIOKEHHUIO HYXKHO BBITIOJIHUTD CJICIYIOITUE JEH-
CTBHUSL:

1) yka3aTh BEpXHIOIO JICBYIO SYEHKY KOHCOIUAUPYEMBIX JTaHHBIX;

2) BBINOJIHUTE KoMaHay lannviel Konconuoayus...,

3) BeIOpaTh M3 PACKPBIBAIOMICTOCS CMcka DyHkyua: QYHKIHIO, KOTOPYIO CIEAyeT UCIOIb30BaTh
JU1s1 0OpabOTKM TaHHBIX;

4) BBectH B mojie Ceblika: NCXOIHYI0 001aCTh KOHCOJIUANPYEMBIX JTaHHBIX;

5) Ha)xaTh KHOIKY :

6) MOBTOPUTSH IIaru 4 ¥ 5 1151 BCEX KOHCOIUANPYEMBIX UCXOIHBIX 00JIaCcTeH.

UYroObl aBTOMATUYECKH OOHOBJISATH WTOTOBYIO TaOJMIy MPU HW3MEHEHMH HCTOYHUKOB JAHHBIX,
HY>KHO YCTaHOBUTH (hraskok Cozoasams céA3U ¢ UCXOOHBIMU OAHHBIMU .

3aoanue 2.22

B paboueii knuee I'ooosoit omuem (6 cmonbye Qbuguii umoz) nposeoume KOHCOIUOAYUIO UMO-
208bIX 3HAUEHUL 00bEMO8 KBAPMALLHBIX NPOOA’C, NPeOCMAsiIeHHbIX 68 KHu2e Peanuzauyus 060pyoo-
6aHu.

KOHTPOJIBHBIE BOITPOCHI

1. llongmus cessetl, ccolioK U KOHCOAUOAYUU OAHHDIX.

2. Co3Qanue cesnzety medcoy paboouumMu KHuU2amu.

3. Coz0anue ceéazetl ¢ NOMOUbIO CNEYUATbHOU BCIABKUL.

4. Konconuoayus danusix no pacnonodxcenuto. llopsiook nposedenus.

2.6. PABOTA C JUATPAMMAMMU

2.6.1. IlocTpoenune auarpamMm

Juarpamma — 570 rpaduueckoe TPEICTaBICHUE YHUCIOBBIX JIaHHBIX. J(MarpamMmbl yMIpoIIarOT
cpaBHEHHUE U BocTpusiTHe unces. OHU MOTYT CO3/aBaThCs MO JIEMEHTAM — OTAESIbHBIM YnciiaM pado-
YEro JIUCTa — WM 10 PSALY JaHHBIX — TPyIIaM JaHHBIX BHYTPH CTOJIOIA HJIU CTPOKH.

Haumnate paboTy cieayeT ¢ BbIIEIEHUS JaHHBIX, IO KOTOPHIM JuarpaMmma OyJeT CTPOUTHCS. 3a
WCKIIFOYCHHEM Ha3BaHMs, BCE, UTO MOSBUTCS B TMArpaMMe, IOJDKHO OBITh BBIJICTICHO B paboveM JIUCTE.
Heo6xoanMo yoeauThest B TOM, 9TO BbIICJICHHBIE 00JaCTH CHMMETPHUYHBI.

[Tocne BbIZICICHNS TaHHBIX HYKHO IIEJIKHYTH 110 KHO (Macmep ouazcpamm) Ha TIaHEeTW VH-
CTPYMEHTOB, YTOOBI OTKPBLUIOCH MOIIArOoBOE JUAIOroBoe 0kHO Macmep ouazpamm.

Ha nepBowMm mrare ciemyeT BBIOpaTh THI AMArpaMMBbl U3 criicka Tun: Ha JIEBOW MAHENIH U €€ BUJ —
Ha TpaBoil. YTOOBI MOYYUTh MPEICTABIIEHUE O TOM, KaK Oy/JeT BBHITJSAETh Ta WM WHAS AHarpaMmma
11 HHasl TI0 BHECEHHBIM JaHHBIM, HY)KHO Ha)XKaTh U yJIEP)KMUBATh HAKATON KHOIIK
%. [Tocne BeIOOpa THITA U BHIA TUATPAMMBI POU3BOIUTCS MIEITUOK TTO KHOKE

Ha BTOpOM miare HeoOX0aMMO yOEIWUTHCS B TOM, YTO JIMAIMA30H JAHHBIX JJIsS MOCTPOCHHUS Jra-
rpaMMBbI BhIJIeTIEH MpaBuiibHO. Ecny HalieHa ommOKa, CIenyeT BOCIOJIb30BAThCS KHOMKOW CBEPTHI-
BaHMS JUAIOrOBOLO OKHA W BBIJIEIUTH 00JIacTh 3aHOBO. Ha Bknaake Juanazon oannwvix HYKHO
yKa3aTh, TJIe HaxXA_HITCS PsiAbl JAHHBIX — B CTPOKAX WM CTOJOIAX (M3MEHEHHUS OTOOpa3siTCs B OKHE
POCMOTPA) — M IIEAKHYTh MO KHOIKE

Ha tperbem mrare ijisi yCTaHOBKH Pa3IUYHBIX IMapaMETPOB JUATPAMMBI MTOJIL3YIOTCS CIEAYIOMUMH
BKJIAJIKAMU: 3A20106KU — BBOJISTCS HAa3BaHUS TMarpaMMbl M1 KOOPAMHATHBIX ocel; Ocu — yCTaHABIIH-
BaeTCs OTOOpaKEHUE TJIABHBIX OCel auarpaMmbl; JIunuu cemku — 3a1aeTcsi OTOOpakeHUE JIMHUNA CeT-
KH, a TaK)K€ BBIBOJ] WJIM CKPBITHE TPEThEH OCH B TPEXMEPHBIX auarpammax; Jlezenoa — ycraHaBIMBaeT-
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Csl BBIBOJI YCJIOBHBIX 0003HaueHuit; Iloonucu dannwix — onpenensercs 0ToOpakeHne TeKCTa WM 3Ha-
YEeHU B KauecTBe MOANUCEH NaHHbIX; Tadauya 0annblx — 3a7a€TCs, HY>KHO JIM BBIBOJIUTH BBIJICICHHYIO
o0JsiacTh pabovero JHcTa Kak 4acTh quarpammel. [1o Mepe ycTaHOBKM HEOOXOIUMBIX MapaMeTPOB B OK-
HE MPOCcMOTpa OyAyT OTOOpaXkaThbCsi BHECEHHbIE M3MeHeHUs. [10 3aBepIeHnH yCTaHOBKU IapaMeTpoB
POU3BOAUTCS MIETYOK MO KHOIIKE , ¥ CO3JIaHKe JHarpaMMbl OyIeT MPOI0JIKEHO.

Ha mocnegnem miare 3amaercs pasMmelieHHe JUarpaMMbl Ha TEKYIIEM HJIM HOBOM paboueM JUCTe
TOM ke caMoii paboueii kauru. Eciin quarpamma pasmernaeTcs Ha OTAeTbHOM JIMCTE, TPU MeYaTH OHa
Oyzner oTOOpakaThCs HA OTHENBHOM CTpaHMIIE B MOJHBIN pa3smep. Ecinm auarpamma mobaBisercs K
TEKYILEMY JIMCTY B KauecTBE 00BEKTa, OHA MOXET Ie4YaTaThCs JIM0O KaK 4acTh pabovero JucTa, Juoo
otaensHo. Hy)kHO BBecTH HOBOE MMsI paboyero JIMCTa WM BBIOPATh JUCT, HA KOTOPBIH HEO0X0AUMO

BHC HUTb I[I/IaI‘paMMy, IJ_IGHKHYTB 110 KHOIIKEC
i 5;%%5, U auarpamMma OyJeT co3/laHa ¥ pa3MelleHa.
3aoanue 2.23

1. B xnuee Peanuzauus 060py0osanus nocmpoiime ouacpammy, HOKA3bIGAOUVIO Pealu3ayuio
comoguvix meneghonos nunetiku SIEMENS 3a aueapv — mapm no oopasyy.

Peanusaums cotoBbIX Tene)OHOB NuUHelku Siemens
3a 1-1 KBapTan

KonuuecTtBo, WT.

4T 3 3 —

2 2 2
il l |
0 T T T T
Siemens A35 Siemens A40 Siemens C35 Siemens S45 Siemens ME45

Mapka
|El Ansapb B deBpans O MapT |

Jlns smoeo.

a) evidenume AYelKU, OaHHble U3 KOMOPbIX HAOOo exkmouums 6 ouazpammy (B8:B12, E6:G6,
E8:G12), ucnonwvzys moiuw u knasuwy [Ctrl]. Llerxnume no snauxy Macmep ouazpamm na naneiu
UHCIMPYMEHMO8,

0) na nepsom wiaze evibepume mun I'ucmozpamma u 6uo Obwvrunan cucmozpamma. lllenxknume
no KHonke ﬁﬁ;

8) HA 6MOPOM wiaze nNpogepvme, NPAGUILHO iU 6blOCTIeH OUANA30H SYeeK, U eblbepume npeo-
cmaenenue psoa OaHHbIX o cmoaduam Ha éxnaoxe /luanazon oannvix. Ha exnaoxe Pao wenxkuume
N0 KHONKe c8epmuvléanus 0uanoeo8020 okna 6 noie Illoonucu no ocu X u gvloenume mMvlubio s4etiKu
B8:B12. Beprumecs 6 0uano2o6oe oKHO U WelKkHume no KHONKe ;

2) Ha mpemveM wiace UCNOAb3YUMe 6KIAOKU Ol YCMAHOBKU napamempog ouazpammul. Ha
gxknaoke 3azonoexu 6 none Hazeanue ouazpammol 3anuwiume Peanuszanus cOTOBBIX Tene(pOHOB JIH-
Heliku Siemens 3a 1-it kBapTain,; 6 nose Ocwv X (kamezopuit): — Mapka, 6 none Ocv Y (3Hauenui): —
KomnnuectBo, mit. Ha eéxnaoke Jlecenoa 6 none Pazmewienue svioenume enusy. Ha exnaoke Iloonu-
cu oannwix 6 none Iloonucu 3nauenuit evioerume 3nauenue. Lljenxknume no kHonke ;

0) Ha yYemeepmom_uiaee 86edume HA36aHUe HOB020 paboueco nucma ouazpammsl. SIEMENS.
Ll]enkHume no kHonke :

2. I[locmpoiime 6 Hosom pabouem nucme NoKia ouaepammy, nokasviearowyro pearuzayuio como-
svix menegornos aunetiku Nokia sa sneapo — mapm.
3. Ilocmpotime ouazpammy no oanHvim paboueti knueu I'odosoit omuem.

2.6.2. PepaktupoBanue
U (opMaTHPOBaHME AUATPAMM

Juarpamma npencranisger codoit Habop rpaduueckux o0bekToB. [ JO0CTyNa K HUIM HEOOXO0AUMO
BBIJICJIUTH AUAarpaMMy WIN OTKPBITh pabOYHil TUCT ¢ HEM, a 3aTeM IIENKHYTh 10 TOMY 00BEKTY, KOTO-
pBIi HaZO BBLAETHTH. BOKpYr BBIIEIEHHOrO0 O0BEKTa pacloyioKeHbl MapKepbl BblneneHus. Korna
00BEKT BBIZICNICH, €T0 MOXKHO YJIaTUTh WK OT(GopMaTHpoBaTh. JIBOHHON MIETYOK 1O OOBEKTY OTKPHI-
BAeT AMAJIOroBoe OKHO Dopmamuposanue, TpUYEM BHU] €0 HEOJWHAKOB Ul Pa3IMYHBIX OOBEKTOB.
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Kpome Toro, 310 nuanoroBoe OKHO MOXKHO BBI3BaTh, BBIZCTUB 000 OOBEKT U LIETKHYB 10 HEMY
NPaBOil KHOMKOM MBIIK. B OTKpBIBIIEMCS KOHTEKCTHOM MEHIO HYXHO BbIOpaTh NyHKT Dopmam....
[lynxt Tun ouazpammel... Bcerna npucyTCTBYeT B KOHTEKCTHOM MEHIO, TO3BOJISAS JIETKO U3MEHHUTB €€
THIIL.

Ecmu st opopmiieHust auarpaMMbl HYXKHO BBIICTUTH KaKHe-THOO JaHHBIE, MOXHO J100aBUTH
CTpPEJIKH, JTUHUU U TEKCTOBBIE MO (HAANUCH) ¢ TOMOIbIO KHONKU  (Pucoeanue). 11lendok Mblim
10 HEel OTKpBIBaeT Nanddib MHCTPYMEHTOB Pucosanue (ananornunyto nanenu Pucoeanue B \Word

2000).

3aoanue 2.24

1. /lobasbme psiovl Oanuvix 6 ouazpammy SIEMENS. [ 5mo2o 00HO8peMeHHO 8bl0eume Ha IUc-
me Keapman 2 suetiku E6:G6, E8:G12. Ckonupyiime oaunvie 6 6ygep oomena u nepetioume Ha
aucm ¢ ouazpammou Siemens. Boibepume komanoy menio IlpaskalCneyuanvhas ecmaska... u yc-
manogume 6 nepeure 3nauenusn Y — ¢ cmonoyax. [llenknume no knonke QK - dannvie 6yoym eHe-
CeHbl 8 Ouazpammy.

2. U3menume 3a2010680k ouacpammol Peanuzayus comoesvix menegonoe nuneiiku Siemens 3a
1-i1 keapman na Peanuzayus comoevlx menegonos nuneiku Siemens 3a 2 Keapmana, Kak Ha 00-
pasye. [na smozo werknume 08a pasa 8 o61acmu 3a20/1068KA (NepblM WeIUKOM GblOesemcs Ha-
36aHUe OUASPAMMDYL, BMOPLIM — KYPCOP YCMAHABIUBAEMC S OJI UCHPAGIeHUs. MeKCma) U ompeoax-
mupytime Hazéanue. /[isi NOOMeepI’HcOeHUs: U3MEeHeHULl WelKHume 6 1r000mM mecme paboye2o TUcma.

Peanusayusa comosvix menegponog nuneixu Siemens 3a 2 keapmana

.4 I I I I I T | |
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KonuuecTso (wr.)

l MakcumanbHbIi ypoB eHb Npoaax l

3. Usmenume pazmep u mun wpughma 3a20106Ka. [{is 3mo2o 08axicovl wjeikHume no cmpoke 3a-
20/106KA U 6 NOABUBUUEMCSL OUAN02080M OKHe Ha eknaoke Llpugpm evibepume Times New Roman
Cyr, Honyacupnwuit, Kypcue, pazmep 16 u nasxcmume knonky QK.

4. U3menume mun ouazcpammol. [{isi 3mo2o 6bi308ume KOHMEKCMHOE MEeHI0 8 NI0O0M Mecme JUC-
ma u evibepume nynkm Tun ouazpammol.... B omkpuvisuwemcs ouano2080m okHe gvloepume nyHKm
Juneiituaman — Qd0vemnolii eapuanm 00bIYHOU TUHEUUAMOU OUAZPAMMDBL U HAdCMUME KHONKY

5. Uzmenume ogpopmnenue ouazpammoi.
Jlns smoeo.

@) 8bl306UMe KOHMEKCMHOE MeHIO 8 noje ouazpammel u evloepume nynkm Ilapamemput oua-
epammol.... Ha exnaoxe Iloonucu oannvix 6 nepeune Iloonucu 3nauenuit svioerume Hem u noo-
meepoume 8b100p;

0) 08adcovl wenkHume no Haonucu Konuuecmeo (wmum.). B omxpulsuiemcs ouanoeo8om okHe Ha
gknaoke Boipasnusanue ycmanosume opuenmayuio mexcma 0(2padycos) u nascmume QK

8) 0ns1 Haonucu Mapka ycmarnosume opuenmayuro 90 (2padycos);

2) 011 Haonucell ocu Kame2opuii (6epmukanvHou ocu) ycmanogume opuenmayuio 20 (2pady-
co8);

0) 08adICObl WenKHUMe NO NOJI0 JIe2eHObl U 8 NOABUBULEMC S OUAI02080M OKHe Ha éKkladke Pas-
MeujeHue gvlboepume cnpasd, nocepeoune.

6. Ilposeoume oeiicmaus, ananocuunvle n. 1-5, s ouazpammer Nokia.

7. [lononnume Oouacpammvl HAONUCAMU U YKA3AMENAMU, UCNONb3YS KHONKU NAHENU UHCTPYMEH-
moe Pucoeanue.

8. Ompedaxmupyiime ouazpammy 6 paboueti knuze I 000601 omuem.

KOHTPOJIBHBIE BOITPOCBHI

1. Juaecpammoi. I[locmpoenue ouacpamm. [lowazosas paboma c ouanocosvim oknom Macmep oua-
cpamm.
2. Peoaxmuposanue ouazpamm. Konmexcmuoie menro 06beKmos ouazpamm.
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JIABOPATOPHAS PABOTA Ne9

2.7. DPUHAHCOBBIE U CTATUCTUYECKHUE
®YHKIIMUN EXCEL

B TII Excel Bxiroueno cBbimie 50 puHAaHCOBBIX (QYHKIIU, HATPUMED:

— IUIT — BbIUUCHSIET BEIMYMHY BBIIUIATHI MO CCYZE HA OCHOBE IMOCTOSIHHBIX BBIIUIAT U MOCTOSIHHOMN
MPOLIEHTHON CTaBKH;

— ACY — onpeiensieT roI0ByI0 aMOPTU3allMI0 UMYILECTBA JIJIsl yKa3aHHOTO MEepruoa; B Oyxrairep-
CKOM Y4eTe COOTBETCTBYET METO/1y CIIMCAHUS CTOMMOCTH IO CyMMe 4Hcell (KyMYJISITUBHBIA METON);

— AILI — paccuuThIBaeT BEIMYMHY HEMOCPEACTBEHHON aMOPTU3allUK UMYILIECTBA 33 OJMH MEPUOI;
COOTBETCTBYET METOJly PABHOMEPHOTO (JIMHEITHOT0) CIMCAHUS;

— @YO — ycraHaBnuBaeT aMOPTHU3AIMIO UMYIIECTBA HA 3aJaHHBIA MEPUO/, UCIIOIB3YSI METOJ I10-
CTOSIHHOTO y4YeTa aMOpPTHU3allMH; COOTBETCTBYET METOAY YMEHBIIAIOUIETroCsl OCTaTKa C MPUMEHEHHEM
HOpPMaJIbHOW HOPMBI aMOPTHU3ALINH;

—/I/IOb — HaxoauT 3HAaY€HHWE aMOPTU3ALMK MMYIIECTBA 3a JAHHBIA MEPUOJI, UCIIOIb3YSI METOM
JBOMHOTO MPOIEHTA CO CHUKAIOIIETOCS] OCTaTKa; COOTBETCTBYET METO/lY YMEHBIIAIOIIErOCsS OCTaTKa
C IPUMEHEHHUEM YJIBOCHHON HOPMbI aMOPTHU3ALINY.

[Tpu pabote ¢ puHAHCOBBIMU (PYHKLIHUAMU HEOOXOAMMO, YTOOBI BCE MapaMeTpbl PYHKIIMH OTHOCH-
JUCHh K OTHOMY M TOMY € IEePUOJy — JHIO, MECAILY WU TOAY.

TIT Excel cogepxut MHOrO ctatucTryeckux QyHKIuit. Hare Bcero UCIob3y0TCs CIeAyIOIINE:

— CP3HAY — BblUMCISAET CyMMY BCEX 3HAYCHMM JUaNa3oHa, Pa3AeieHHYIO Ha YMCIIO 3HAYEHUH B
JMara3oHe;

— MHH — onpefenseT MUHUMAJIbHOE 3HAU€HHE U3 CITUCKA apry-MEHTOB;

— MAKC — HaxonuT MaKCUMaIbHOE 3HAUEHHE U3 CIHCKA apTyMEHTOB;

— CYET — ycraHaBiMBaeT KOJUYECTBO YHCE B BBIOPAHHOM JIMAIa30HE;

— ME/THAHA — BbISBISCT APYroi BUJ CPEIHET0; 3HAYCHUS, UCTIOTIB3YeT JJIsl BBIYMCICHUS 3HAUe-
HUSl, pacloJiaraloIrecs B IEHTPE AUAana3oHa;

— MO/IA — BoisiBseT HauboJee YacTo BCTpeyarolieecst 3HaueHue.

3ananusi, KOTOpble MPUBEIEHBI Jajee, TOMOTYT HaydyUThCS paboOTaTh C BBILNIETEPEYHCICHHBIMU
byHKIUSAMHU.

3aoanue 2.25

1. Cozoaiime nosyio pabouyio knuey @yuxuuu Excel, a ¢ nei — pabouui rucm Kanvkynayus
naamedxca no oopasyy O/ GbIYUCIEHUS eHCEMECAYHO20 NAamexca OJisl PA3TUYHBIX CYMM 3auma npu
onpeoeneHHOU NOIb306amenem NPOYEeHMHOL CIMAsKe.

Jlnst smoeo.
a) egedume 3a20J108KU, HAONUCU U NApamempsvl hopMamuposanus, UMeruuecs Ha pUcyHKe,
A [ B [ ¢ [ Do T E 1 F

KANbKYNALNA NNATEXA
I [

FopoBasi NpoueHTHasA cTaBKa 12%)

Bpews (vec.) | 5 000,00p.] 10 000,00p.] 15 000,00p.] 20 000,00p.] 25 000,00p.

44424p ] 888,49p] 1332,73p 1776980 2 221,22p.
23537p.  470,73p]  706.10p]  941.47p] 1 176.84p.
166,07p.]  332,14p.  49821p]  664,29p  830,36p.
131,67p]  263,34p|  39501p] 526.68p]  658,35p.
111,22p]  222.44p|  333.67p]  444.89p]  556,11p.
o7,75p  19550p]  293.25p]  391,00p.]  488,75p.
88,26p]  176,53p]  264.79p]  353.05p]  441,32p.
81,26p 162,53p]  243.79p]  325.06p]  406,32p.
7592p ]  151,84p]  227.76p]  303.68p]  379,61p.
71,74p  143.47p]  21521p]  286,.94p]  358,68p.

o IN|[o|a|~lw[N|—

-
=
Ollo|Nffoffoaffsfw| N —

=
o
-
o

0) npuceouime siuetike D3 umsn Cmaexa. /[ 5moco vloenume s4elky u gvloepume KOMAHOY
Dopmynvt/Onpegenenue umenulllpuceoums umsn, snuwume crnoso CtaBka 6 nore Uma: u wenk-
HUume no KHOnKe ;

8) npu aKmMueHoU Auelxe B7 wenKnume no KHONKe

. B packpuwiswemcs oxkne evioepume gpunancosyro ¢pyukyuio IJIT. Beeoume neoo-
Xoo0umvle napamempyvl ¢ K1aguamypsvl Ul ¢ UCNOIb308AHUEM MbIUU CLeOVIOWUM 00pa3oM: 8 noie
Cmaska — Craska/12, ¢ none Knep — $A7*12, ¢ none Ilc — B$5;

2) gedume HOBYIO 20008Vi0 NpoyeHmHylo cmasky 6 aveuxy D3, umobwvr nposepume pabomy

@ynxyuu. 3nauenus niamedxca 6y0ym ompuyamenbHbIMU, MAaxK KaK vl niamume, a He noiyiaeme
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Oenveu. Ompedaxmupyiime ghopmyny (0obasvme 8 ee HA4ALO 3HAK «—»), UMOOBL 3HAYUEHUE NIAMeAHCA
CMAI0 NOOACUMETbHBIM. 3aNoIHUme 0CmaibHble auelky niamedicel popmynou u3 syetixu B7,
0) nposepbme paboyuli aucm, 66005 Opyaue 3HAYEHUs. NPOYEHMHOU CMAKU U CYMMbl 3aUMA.
Obpamume @HuMaHue HA USMEHEeHUe BeTUYUHbI MECAYHBIX NIAMENHCEl.
2. B moii oce knuee cozoatime pabouuti iucm Moodeau amopmusayuu no oopaszyy ¢ UCNOIb308da-
HUeM HeCKONbKUX QYHKYUU OJis y4ema amopmu3ayuu, Komopvle MoOeaupyrom paziuyHsle Memoobl.

A ] B [ C [ D | E
1 MOOENN AMOPTU3ALUU
2 [
3 [HaumeHoBaHue ToBapa
4 [Cpok cnyx6bl 5
5 |MecsueB oo KoHua roga 7
6 |HayanbHas ctoumocTb 160 000,00p.
7 |JlnkBngHas cToMMoCcTb 10 000,00p.
8
9 AmopTM3saums ToBapa
10 _ IMeron numertoro MeToa ymMeHbLUatoLLeroca octatka
KyMynsTMBHbIN
Foabl weTon (paBHOMEpPHOrO) HopmanbHas Y nBoeHHast
cnucaHusi Hopma Hopma

11 amopTmnsauumn amopTmsauum
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.
Jlns smoeo.

a) 86edume 3a201068KU, HAONUCU U napamempul, Kak Ha oopasye. 3adaiime makoe dice hopma-
mupoeanue;
| 0) npuceoume siuetike C4 umsn Kusznw, saueiike C5 — Ocm_mecayes, sueiike C6 — Cmoumocmo,
sauetike C7 — Jluxkeuo_cm;

8) 6 sueliky BI12 ecmasome punancosyro ¢pynxyuro ACU. Beedume neobxooumvle napamempoi
cnedyrowum oopazom. 6 none Hau_cmoumocms — Croumocts, 6 nore Ocm_cmoumocmp — JIuk-
BUJ_CT, 6 noie Bpema sxcnayamayuu — Xuznn, 6 none lepuoo — A12. Cxonupyiime ¢hynkyuio 6
opyeaue syelKy cmoaoya;

2) 6 AYeuKy Ci2 ecmagbme ¢unamncosyio @dynxyuio AIL
Beeoume napamempwi crnedyrowum obpasom: ¢ none Hau_cmoumocmp — CTOMMOCTH, 8 noie
Ocm_cmoumocms — JIukBun_ct, 6 none Bpemsa_skcnayamayuu — Xuzub. Ckonupyiime @hyHKyuro
8 Opyeue svelku cmoaoya;

0) 6 AYeUKy D12 ecmagvme ¢unamncosyio @ynxyuio DYO.
Beeoume napamempwi crnedyrowum obpazom: 6 none Hau_cmoumocmy — CToMMOCTh, 8 noie
Ocm_cmoumocms — JIukBun_ct, 6 none Bpema_ sxcnayamayuu — Xuznn, 6 none Illepuoo — Al2, ¢
none Mecauwst — Oct_MmecsinieB. Cxonupytime ¢h)ynkyuio 6 opyaue sayetxku cmoaoya,

e) 6 suetiky E12 scmasome punancosyro ¢pynxyuro I/J0OB. Beeoume napamempul ciedyrouum
obpazom: 6 nore Hau_cmoumocms — CTOUMOCTS, 6 noie Ocm_cmoumocms — JINKBUJ_CT, 6 nose
Bpemsa_sxcnayamayuu — Xuzusw, 6 none llepuoo — Al12. Ckonupyiime gynxkyuro 8 opyeue sueuxu
cmonbuya,

J1c) nposepbme pabouutl 1UCm, 88005 Opyeue 3HaA4eHUss HA4aabHOU U JUKBUOHOU CMOUMOCHIU.

3. B moii sice knuee cozoatme pabouuti tucm Cmamucmuueckue gyukyuu. J{is smoeo:

a) egedume 3a20106KU, HAONUCU, 3HAYEHUSI KOOO8, KOIUYeCmEd U YeHbl Moeapos 8 COOMEemcn-

suu ¢ oopasyom. 3adatime maxue dice, KAk Ha pUCyHKe, napamempul hopmamuposanus. Paccuumati-

A_] B TCJ D] me3HAYEHUs CYMMbL,
] Mpoaaxa ToBapos 0) 6 swuetiky B14 ecmasome cmamucmuuecxkyro ¢hpynkyuro C4ET. B
3 |[Kon Tosapa | Konwwecrso | Uena | Cywwa] ~ Ka@Uecmee napamempa «3uavenue 1» evidenume sauetiku B4:B12. Cko-
4 v o
— = nupyiime GynKyuio 6 Opyaue AuetiKu CmpoKu;
6] ooz & 65 | 5525 8) 6 saueuxy BIl5 ecmasbme cmamucmuyeckyio  @yHKYUio
7 1003 120 70 8400 o«
8| _oos oo moe] CP3HAY. B xauecmse napamempa «Yucno 1» evloenume suetiku
CN T % __Lolew) B4:B12. Ckonupyime hynkyuio 6 opyeue A4euKy CmpoKi;
1007 50 55 | 2750 ] 2)6 saueuxy Bl6 ecmasbme cmamucmuyeckyro — @QyHKYuio
L8 R e e E/JUAHA. B kauecmse napamempa «Yucno 1» eviderume saueiiku
14 [Beero 9 o [ 9 4:B12. Cxonupyiime ¢hyukyuio 6 opyaue etk CmpoKu,
15 |CpenHee 95,56 72,78 | 7111,11 o
16 [Meavana 100 | 65 | 8125 0) 6 auetiky B17 ecmasbme cmamucmuueckyro ¢pynkyuio MO/A.
17 |Mopa 120 55 8400

kauecmee napamempa «Hucno 1» evioenume suetiku B4:B12. Cko-
nupytime @QyHKyuio 8 opyaue fueuKku cmpoKu,
e) nposepvme pabouutl Jucm, 66005 8 CMpOKaAx Opyeue 3HAUeHUsI KOIUYeCcmeda U yeHvl mosapos.




4. Omkpotime knucy Peanusayusa o6opyoosanus u paccuumaiime 3Ha4eHUus cpeone2o apugme-
Muuecko2o, onpeoenume Mooy, MeOUuaHy u KOau4ecmeo 3Ha4eHull no Keapmaniam 01s 6cex JUHeeK
meneghono6 cpaszy Ha 8cex TUCMAX.

KOHTPOJIBHBIE BOITPOCBHI

1. Hasnauenue ¢punancosoix ¢pynxyuti.
2. Haznauenue cmamucmuueCkux ¢)yHKyuil.

2.8. YIIPABJIEHUE U OBPABOTKA
JAHHBIX B EXCEL

2.8.1. CopTtupoBka 0a3bl JaHHBIX

Bba3za nannbix (BJ]) — 3T0 cnMcok 3aaHHON CTPYKTYPBI, KOTOpas ONpPeIeisieTcs MOJIIMHU, OIUCHI-
BAaIOIIMMHU KaTeropuu MH(popMaIum, cojep:xaiieiics B 6ase. B EXxcel mone 3amaercs cronbioMm, a Ka-
K10 3aIIMCH OTBOAMTCS OTJICIbHAS CTPOKA.

Pabouwmii nucT, mpeacTaBiacHHbId Ha puc. 2.2, — 310 BJ] Excel. Kaxmoe mone cooTBeTCTBYET
ctonOIiy. MiMeHa mosiel UCTIONb3YIOTCS KaK 3aroJIoBKU cTosionoB. Kaxmas cTpoka nmpeicTaBisieT co-
OO 3aIUCh.

I[Mpu co3nanmu BJ1 B Excel HeoOxoamnmo cobir01aTh CIIeAYIOIIUE TPaBUIIa;

1) mycras cTpoka ykasbiBaeT Ha okoHuanue bJI. Hemb3st 0CTaBIATh MycThie CTPOKH MEK/IY 3aroioB-
KaMH CTOJIOIIOB M 3aIIUCIMM C JaHHBIMU;

2) ¥MeHa IOJICH pacojIaralTcs B BEPXHEH 4acTH CTOJIOIOB B OTACIbHBIX SYEHKaxX U HE MOBTOPSI-
I0TCS Ha paboYeM JIUCTE.

[Tporpammuoe obecriedenue b/l 1mo3BoJISE€T BBIMOIHATH [0 MEHbBILIEH Mepe JIBe OIepalldu: COPTHU-
pPOBaTh JaHHBIC B ONPEACICHHOM OPSIKE U HUILTPOBATH JIAHHBIC JUIS [TOMCKA HY)KHOW HH(POPMAIIHH.

A [ B [ C [ D [ e [ F ] G |
1 {000 "ConutoH"
| 2 [Anpec: r. CapaHck, yn. BonbluesuncTckas, 60, odmc 211 Ten.: (8342) 17-75-25
3 Dakc: (8342) 17-99-11
| 4 |
| 5 | MPAUC-IIUCT no copmaTHoit Gymare
6
| 7 | LleHa, py6.
8 [} Bug Mpouse-Bo | MnoTtHocT | Benuska | ®opmar En. nsm. 1 wr. ot 50 wr.
9 [CHEMYPOYKA Poccusa 80 r/m? 94% A4 nadka (500 n.) 85,00p.
10 |AMICBEPT COPY Poccus 80 r/m? 94% A4 nayka (500 n.) 83,00p.
11 | XEROX BUSINESS DuHNAHANS 80 r/im? 96% A4 nayka (500 n.) 120,00p.
12 |SVETOCOPY NEW Poccusa 80 r/m? 94% A4 nayka (500 n.) 90,00p.
13 |OFFICE LINE Poccust 65 r/m? 92% A3 nayka (500 n.) 130,00p.
14 [OFFICE LINE Poccus 65 r/m’ 92% A4 navka (500 n.) 65,00p.
15 [LUX CoPY AscTpus 80 r/m? 95% A3 nauka (500 n.) 190,00p.
16 |LUX COPY ABCTpus 80 r/im? 95% A4 nayka (500 n.) 95,00p.
17 |LOMOND COoPY Crnosakus 80 r/im? 97% A3 nadka (500 n.) 203,50p.
18 [LOMOND ULTRA Cnosakust 80 r/m’ 98% A4 navka (500 n.) 115,00p.
19 |LOMOND COPY Cnosakvis 80 rim? 97% A4 nayka (500 n.) 112,00p.
20 |LOMOND BUSINESS Cnosakvs 80 r/m? 95% A4 nayka (500 n.) 105,00p.
21 [LOMOND OFFICE Cnosakvs 80 r/m? 94% A4 nayka (500 n.) 93,00p.
22 |KYM LUX DuHNAHanA 80 rim? 96% A3 nadka (500 n.) 198,00p.
23 [KYM LUX PuHNaAHAnS 80 r/im? 96% A4 navka (500 n.) 94,00p.
24 |DATA CoPY Liseuus 80 r/m’ 97% A4 navka (500 n.) 120,00p.
25 [CANON COPY DuHNAHanA 80 r/m? 96% Ad nayka (500 n.) 120,00p.
26 [BALLET CLASSIC Poccusa 80 r/m’ 96% A4 navka (500 n.) 95,00p.
27 |AMICUS PROFESSIONAL |®uHnsHavs 75 rim? 96% Ad nauyka (500 11.) 94,00p.

Puc. 2.2. Pabounii nuct «bymaza»

Jlyiss COpTUPOBKU WH(OPMAIIMU CIICAYET CHavajia BBIICIUTH JII00YI0 siueiiky BHyTpu BJl, a 3aTem
BbIOpaTh KoMaHay Jannvie/ Copmupos-ka.... OTkpoercs auaioroBoe okHo Copmuposka (puc. 2.3).
Excel 6yner BbiOMpaTh siueiiku BO BCEX HANpaBJICHUSX OT BHIOPAHHOM, MOKA HE OOHAPYKUT MYCTYIO
CTPOKY WJIU CTOJIOEII.

[ “4| foBasnTe yposeHs ” ¥ ¥nanuTe yposers “ 23 KomMpoEaTE YpoSEHs ]| [ MapaveTpsl... ] [] Mow naHHsIe conepwaT saranosku
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Puc. 2.3. Jluanorosoe okHo Copmuposka

[Tpu pabote B auansoroBom okHe Copmupoéka MOXHO MPOU3BOIUTH COPTUPOBKY MO HECKOIBKUM
YPOBHSIM. 3aMyCH MOTYT OBITh OTCOPTHPOBAHBI 10 go3pacmaruto (A — 5 u 1-100) wim no yObIBaHHIO
(A — A u 100-1). B none Copmuposamsp no Hy*HO BBECTHU WU BBIOPATh B PACKPBIBAIOIIEMCS CIIUCKE
UM TI0JIs1, TI0 KOTOPOMY JOJKHA MPOUCXOIUTh copTupoBKa. B mone Copmupoeka cnenyet BbIOpathb
YCIIOBUE COPTUPOBKU (3HaueHue, yeem suetiku U T. 1.). B mone Iopsaodok onpenensieTcst crnocod cop-
TUPOBKU (10 603pacmanuro, no yovlanuro Wi Hacmpaugaemviil cnucox). [Tpu HeoOXoaAMMOCTH MOXK-
HO J00aBISATh U YAQISATh YPOBHU COPTHPOBKHU CTONOIOB. [locie ykasaHus Bcex mapaMeTpoB COPTH-
POBKH HY)KHO Ha)XaTh Ha KHOTIKY @? 9T00BI OTCOPTHPOBATH Bl B COOTBETCTBHHM C 33JJaHHBIMH YCIIO-
BUSIMH.

MOoxKHO OTCOPTUPOBATH b/l c IIOMOLIBIO KHOIIOK COPTUPOBKHU
Ha JieHTe. [ 3Toro BeIOMpaercs suelika B CTONOIE, MO0 KOTOPOMY HaJI0 MPOU3BECTH COPTH-
POBKY, MTPOU3BOINUTCS MIETIOK 110 OJHOW M3 yKa3aHHBIX KHOMOK. J[aHHBIA yIpOIIEHHBIH criocol cop-
THUPOBKH UMEET OJIMH HepocTaTok: Excel He mpoBepsieT npaBuiIbHOCTH BhIOOpa stueek B B/,

3aoanue 2.26

1. Cozoaiime pabouuii iucm bBymaza (cm. puc. 2.2), cooepacawuii BJ] Excel. Beeoume 3azonosxu
u Haonucu, 3aoaiime coomeemcmsyrowee opmamuposanue. Paccuumaiime yeny 6 cmonbye om
50 wm. co cxuokoii 6 3 % om yenvl, ykazanuou 6 cmonoye 1 wim.

2. [Iposedume copmuposKy 0auHvlX No anghagumy no epynnam ¢ HOMOwb KoMaHowl merio. Ha-
npumep, 6 cnucke Copmuposams NO: Ouanozoeozo oxna Copmuposka svioepume Ilpouse-eo (no
gospacmanuio), Haxcmume krnonky [l0GABUTE ypoBeHE| 3amem 6 cnucke Copmupoeams NO vibe-
pume none Haumenoganue (no yovieanuro), 0obasbme Ho8blll Yypo8eHb cOpmMuposku u noie Buo (no
yowisanuio). [lonpobyiime nposecmu copmuposKy no Opyeum 3Ha4eHusm nojei u 8 Opy2ol nociedo-
gamenbHOCMU.

3. IIposeoume copmuposxy no cmonbyam Ilnomnocme, benuzna u Ilena c nomowwio knHonok
nanenu UHCMpPYMEeHMo8 KaK no 603pacmanuio, max u no yovi8anuio.

2.8.2. ®uabTpanust 0a3pl JaHHbIX. Co31aHue
MOAMHOKeCTBa

WNHorna nmpeanoyrurenbHee paboTaTh ¢ orpaHuueHHoOi rpymnmnoi 3anucedt B B/l. UtoOs! BbIOpaTh
3aIIUCH, YAOBJIETBOPSIOIINE ONPEAEICHHOMY YCIOBUIO, U BDEMEHHO CKPBITH BCE OCTaJIbHBIC, UCIIOIb-
3yeTcs GUIbTP, HACTpauBasi KOTOPBIM BBOJAT ClieMaIbHOE ycioBue (uiabTpanmu. s ocyiecTBie-
HUS (QUIBTPALlMM  CIEAYyeT BBLACIUTH 3arojoBku cTonOuoB bJ[ u BemomHUTH KOMaHny /Jam-
notel Qunomp. Excel cozmact cnucok ycinoBWil (UIBTpANMU Uil KaKAOTO NOis. UToOBI MOIydUTh
JIOCTYI K CIIMCKY, HY’)KHO LIEJNKHYTh 0 PAaCKpPhIBAIOLIEH KHOIKE, KOTOPAasl MOSIBIAETCS PAIOM C UMe-
HEM TOJIS.

[Tpu ucnonbp3oBaHuU (GUIBTPA BCE 3alUCH, HE BXOASIINE B MOAMHOXKECTBO, CKpbIBAOTCS. Yncio
oOHapyKeHHBIX 3amnucell u oduiee ymncino 3anuceit B bJ] orobpakatorcst B cTpoke cocrostHus. Kaxnas
3aIUCh COXPAHAET UCXOAHBIN HOMep cTpoku. Homepa oTQHUIbTpOBaHHBIX 3alMCEl BbIAEICHbI CHHUM
1BeToM. PackpbIBatorias cTpenka ajs yclaoBHs GUIbTpalMU TaKKe UMEeT CUHMU IIBET, KOTOPBINA 03-
HAyaeT, YyTo 3TO MOJIe B HAcCTOsIee BpeMs ucronbiyercs i ¢unbtpanun b1, [IpousBoauts GpuibT-
palxio MOKHO MO HECKOJbKUM NOJsIM. YTOOB! BHOBH 0TOOpa3uTh BCio BJl, cienyer BbIOpaTh MyHKT
Bce B xauectBe kputepus GpuiabTpa Bo Beex nouisix. s oTkimoueHust GuiIbTpa Halo0 CHOBA BHIOPATh
xomauny annviel Qunvmp.

CyIecTBYIOT CHTyallMd, KOTAa HEOOXOAMMO CO3[aTh WM PAaCIpOCTPAaHUTh MOIMHOXecTBO B/I.
Hamuoro nporie padoraTts ¢ 6a30i MEHBLIETO pa3Mepa, KOTOpask CONEPKUT TOJIBKO HYKHbIE 3aITUCH.
Jist 3TOTO CiexyeT ckonmupoBatk oTduiabTpoBanHyto b/l B Oydep oOMeHa U BCTaBUTH €€ B HOBOE Me-
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CTO Jr00oro paboyero Jmcra, 4ToObl co3iaTh HOBYIO0 BJl, comepxaiyio TOJBKO 3alucu U3 OT(PUIIBT-
POBaHHOI'O TOIMHO>KECTBA.

3aoanue 2.27

1. Cocmasbme cnucox poccutickux mapox oymazu, omcopmupyiime ux no Ha38aHusaM. /s 3mozo
cozoaiime cnucox ycrnosutl ¢urompayuu u 6 none Ilpouse-6o svibepume ycnosue Poccus. Copmu-
; no HA38aHUAM nposedume 6 coomsemcmeuu ¢ n. 3 3adanusn 2.26. Cosoaiime Ha HOBOM pabo-
wem aucme ¢ umenem 3adanue 2.27.1 6a3y Oannvix u3 om@uibmposaHHo20 NOOMHOICECEA.

2. Cocmasbme cnucox oecsamu Haubojiee 00po2ux Mapox oymazu, omcopmupyime ux no cmou-
mocmu 8 nopsoke sospacmanus. Cozoaiime Ha HOBOM paboyem nucme ¢ umerem 3adoanue 2.27.2
0a3y OaHHBIX U3 OMPUILIMPOBAHHO2O NOOMHONCECMEA.

3. Cocmagbme cnucok poccutickux u QUHCKUX Mapox bymazu, omcopmupyime OaHHble N0 NPOU3-
gooumenam, no Haumenosanuro. /na smozo 6 none Ilpouss-6o evioepume ycnosue Poccus u @un-
aanousn. Cozoavime Ha HOBOM paboyem ucme ¢ umerHem 3adaunue 2.27.3 0a3y OAHHBIX U3 Om-
dunbmposanno2o nOOMHoOICECMEA.

2.8.3. Iloacyer MpPOMEKYTOUYHBIX HUTOrOB

MoOKHO BBIYMCIUTH TPOMEKYTOUHBIE UTOTH Ha OCHOBE Jitoboro moist BJI. [IpomexxyTounbiit uTOT —
3TO He 00s3aTebHO cymMmMa. OH MOXET MPECTaBIATh COOOM CpellHee 3HaUYeHUEe, KOJIMYECTBO, MUHHU-
MyM, MAaKCUMyM WJIA JIPYTYIO CTAaTHCTUYECKYIO BenuuuHYy. [Ipexae Bcero HeoOXOAUMO OTCOPTHPO-
BaTh b/] Mo Mmoo, Ha OCHOBE KOTOPOTO OyIyT MPOBOAMTHCS BBIYUCIICHUS. 3aTeM BHIOpaTh JIFOOYIO
stueiiky b/l u 3amate komanny Jaunnsvie/ Hmoczu.... Otkpoercs: nuanoroBoe okHo IIpomescymounsie
umozu.

B none Ilpu kaxcoom uzmenenuu @: ciefyer yKaszaTb I0JI€, 10 KOTOPOMY IIPOU3BE/IEHA COPTHU-
poBka BJl. Eciiu BeIOpaTh HE OTCOPTUPOBAHHOE TOJIE, MOJIYYUTCS Macca MPOMEXYTOYHBIX HTOTOB
(uHTEpecHO, HO OeccMbICIeHHO). Jlamee HyXHO BBIOpPAaTh THUII MPOMEKYTOYHOTO HMTOTa M3 CIHCKA
Onepayus; B cnucke /Jo6agums umozu no: OTMETUTH BCE OIS, 10 KOTOPBIM JIOJIKHBI BBIYUCIIATHCA
MPOMEKYTOUHBIE UTOTH. MOXHO TOJBECTH HTOTH IO HECKOJIBKUM TOJISIM OJHOBPEMEHHO, HO TpHU
9TOM JOJKHA UCIIOJIb30BAThCS OJTHA M Ta e (DYHKIIHS.

Ecnu npomexxyTouHbIe UTOTH TOJICYUTHIBAIMCH paHee W TENeph HAJl0 3aMEHUTh CTapblii HAOOp Ha
HOBBII, HEOOXOMMO YCTaHOBUTH (JIAXKOK 3ameHums mexkyujue umozu. Ecinv Hy>)XHO, 4TOOBI TTOSIBH-
auch 00a Habopa UTOTOB (HAMPUMEP, CYMMBI U CPEIHHE), CIEAYET CHATh TOT (IakoK. YCTaHOBKa
bnaxka Hmozu nod oannvimu no3BoISIET nojBectu obmme utoru noxd Beedt BJI. Ilocne BBoga uH-
dbopMari HY)KHO MIETKHYTh MO KHOTIKE JUTSL UX JOOABJICHUS, a JJIS YAAJTICHUS TIPOMEKYTOUHBIX
Iﬁm}a CHOBA OTKPBITh JMAJIOr0oBO€ OKHO Ilpomestcymounvie umozu v HaXaThb Ha KHOIIKY

3aoanue 2.28

1. Paccuumaiime cpednee 3nauenue yeuvl Oymazu no npou3eooumensm 0is 6azvl OAHHbIX, NOLY-
YeHHOU 8 pesynbmame @vinoaHenusi n. 3 3aoanus 2.27. /lns smozo 6 ouanozoéom oxue Ilpomerncymou-
Hovle umozu 6 none Ilpu kaxcoom usmenenuu 6: svloepume Ilpouse-eo, 6 none Onepayus — Cpeonee,
6 none /looasums umozu 6: — 1 wum. u om 50 wum. Ycmanosume pradicku 6 nonix 3amenums me-
Kyuwue umozu u Hmozu noo oannwvimu, weiknume no KHonKe

2. Paccuumatime Konuuecmeo 3Ha4eHull HAuMeHO8aHull dymazu 01 obwell 6azvl OaHuwix. [[is
9mozo0 omcopmupyiime 6a3y OaGHHLIX 8 coomeemcmeuu ¢ n. 2 3adanus 2.27 cHavana no HauMeHo8d-
HUO, 3ameM no 8Udy U 8 NOCIeOHI0 o4epedsb no gopmamy. B ouanocosom oxne Ilpomesrcymounoie
umozu gvloepume coomsemcmayroujue noJs.

KOHTPOJIBHBIE BOITPOCBHI

1. llonamue 6a3bz oannwvix. [lpedcmaesnenue 6azvl oannvix 6 Excel. Ionsa u zanucu.
2. Igpaeuﬂa co30anus bazvl oannvix 6 Excel.

3. npoee eHue u CNOCOObI COPMUPOBKI 0A3bI OAHHBIX.

&1

5.

06edeHue uﬂbmpauuu 0a3bl OAHHbIX.
ocyem NPOMENCYNOUHbLX UMOO06.
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KOHTPOJIBHAS PABOTA

3ananmue 1. JlanHast anekTpoHHast TabMIIA IPeHA3HAYCHA JIJTs1 BBIYUCIICHUS 3apab0THOM IIJIaThI ¢ y4e-
TOM TIOJIOXOIHOTO Haytora, oturciaeHni B [lencronnstit porm PO, craxka paboThl.

A |B C D| E F|G|H|I |J] K
. ! cé: 1 L -
= = R = JS_‘:Q::LE“N <
. 2 |E| SBE (5= |3¢s245 |88
25 2 |8 EEEiiadEaziiiecs:
~ = oo Cﬁs ‘_e:jgd) ngngOEMEg‘;EO%
s = % e SDHE SEXE = = R = g
< @) = % Q_4:!"01:1 Soag 2OH54OsO
6 S |2 EES 12§95 EBi595E¢
C | TE® |=§ FORS 588
Yikun| BL[| Mmxenep | 0 | 120 | 22
[leTpoB| KO | Dxono- 3 140 | 20
MHCT
Koma- |BO|Mucnex- | 3 | 130 | 19
DOB TOD
JIvn-  [KO|39koHo- 4 1150 15
KITH MUCT
Ulorrv- (BL[| Hawams- | 10| 180 | 22
OB HHUK
Hocos [KO|IInorpam- | 5 [ 150 | 22
MHCT
['on- (BL|IInporpam- | 7 [ 170 | 21
KIH MHCT
Kpotos{KO| DxoHo- 2 |135] 19
MHCT
Kom- (BO|Hawams- | 4 | 160 | 20
KIH HHK
MakoB [BO| Umxenep | 8 | 150 | 22
PacyeTrHble 1aHHBIE HTorosnie suekn
Nwma HasBanue cronOma Nwms HazBanwne siueiikn
cToJIOnA STYEen-
K1
G  |Hauucnennas 3apa- J16 (CymMma Bcex UTOTOBBIX
OoTHAas miara, pyo.
H [[lomoxomusrii HaoT, J17 |Cpenusist 3apabotHas
Dyo. [1aTa, pyo
| |Oruncnenus B IleH- J18 [MunumManbHas 3apa-
CcHOHHBIN honn PO 0oTHAas 11aTa, pyo.
J  |Cymma k BbIZaue, pyo. J19 |Cpemnuii crax coTpy/I-
HIKOB
K |Cymma k BB éxaqe py6. J20 MakcumanpHas — 3apa-
(ripu cTaxke OOJbBINE 3 OOTHas TIaTta COTPY/I-
JIeT 3apaboTHas aTa HUKa, PYO.
YMHOXKACTCS
fa 1.5)

[TocTpoiiTe rucrorpamMmy 3apaOOTHON IJIAThl KaKIOTO COTPYIHUKA C HAKOIUIEHWEM B BHJE IHpa-
mua. B obnactu auarpaMMbl BBEIUTE 3arojOBOK, 3HaYE€HHUs, OCh 3HAUEHUH NpU ATOM yOepute. 3aauBKa
o0JacTu AMarpaMMbl — rpaJIM€HTHAsI ¢ TIOMOILBIO 3arOTOBKHU (Me/lb, IMaroHaibHas).

3aganue 2. ChopmupyiiTe ClIMCOK MarasuHoB, JUIsl KOTOPBIX U3BECTHBI 00BbEMBI TOBApOOOOpOTa 3a
JeTHUe Mecsisl Tekymiero roga (10-60 Teic. py0./mec.).

Onpenenure cyMMapHbBId 00beM TOBAPOOOOPOTA ISl KAXKJAOTO Mara3uHa 3a JIETHUW TIEPUOJ B €ro
cpeaHeMecsiUHOe 3HaueHue. Paccunraiite 101110 ydyacTusi KaXJI0ro MpearnpusaTHs B CyMMapHOM 00be-
M€ TOBapOOOOPOTa BCEX Mara3uHOB (B MPOIIEHTAX).

3ananue 3. CdhopmupyiiTe Cnucok pabOTHHII C YyKa3zaHWeM (amMuiInii, KOJIW4YecTBa JeTei-
mwxauBeHieB (ot 0 10 3 yer) y Kaxxa0i u3 pabOTHHII.

Paccuuraiite cyMMy JomiaT Ha OJHOTO peOeHKa M BceX JeTeil B ceMbe KaXKIoW paOOTHHULBI U 00-
IIyI0 CYyMMY JUIsI BCeX PaOOTHUI, YYUTHIBAs, YTO JOIIaTa MPOU3BOIUTCS IO CIETYIONIEH CHCTEME:
npu ogHoM pedenke — 300 pyO., mpu AByx u Oomee netsax — 250 py0. Ha kaxmoro pedenka. Ompee-
JUTE cpeiHeapuPpMEeTHUECKOe 3HaUCHHE JOIIaThl Ha OAHOTO peOeHKa.

[Ipumedanwue. [yigd BEIIOTHEHHS 3TOTO U CIEAYIOUIETO 33aHUI HY>KHO HCIIOJIb30BaTh (P YHKIUIO:
ECJIH (svipasicenue; 3nauenue_eciu_0a; 3HaveHue_eciiu_Hem), T eblparxcenue — JOTHIeCKoe
BBIp@KEHHE (B HUX MOTYT MCIOJIb30BAThCS 3HAKH =, >, <, >=, <=); 3HaAUeHUe_ecau — 0a — 3Haue-
HUE, YCTaHABIMBAEMOE, €CIIU YCJIOBUS BBIPAKECHUS BBINOIHSIOTCS; 3HAYEHUE _eCllu_Hem — yCTa-
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HaBJIMBA-€MOE B MPOTUBHOM ciiydae. Hanpumep, nycts B siuelike B3 3anucana Gpynkuus =EC/IH
(A5>120; A6+20; 400). Torna nocine 3aBepiieHus: BBojga ¢yHkuuu B B3 Oyner oroOpaxarbes
YHCII0, paBHOE YBEIMUCHHOMY Ha 20 comepKuMoMy siueiiku A6, eciu 4ucio B siueiike A6 Oosplie
120, unu (B mpoTHBHOM ciiy4ae) OyzaeT BIBOAUTHCS yuciio 400.

3aganue 4. ChopmupyiiTe CUCOK KIMEHTOB OaHKa, apeHAYIOMMX cel(dbl, ¢ yKa3aHHeM CpPOKOB
apens! (ot 10 no 80 nueit).

Omnpenenure CTOMMOCTD apEeH/IBI IS KaXKI0T0 KIMEHTa ¢ yuyeToM cieayromux tapudos: mgo 30
nuet — 20 py6./cyt, ot 30 mo 60 nueir — 15 py06./cyT u cBoime 60 nHeir — 12 py6./cyT. Paccuun-
TalTe OOIIYI0 CyMMY apeH/IbI JJII BCEX COTPYIHHUKOB.

3aganue 5. YcnoBus 3a/1aHUs MIPEICTABICHBI B Ta0uIe. B sueiiku co 3Be3109KaMy BBETUTE
bopMyIIBI JUIS pacyeTa.

@®.1.0. Otpabo- | Kpanuduxauu- | KTY | Hauncneno
TaHHBIC |OHHBIM KO3 DHU-
JTHU LIUEHT

IApryHoB 20 6 * *
AAY"
[pymmy 22 4 * *
T
Penuu P.P. 12 5
Jlykos JI.JL. 21 2

HUTOI'O
Cymma noxoza ‘ 2 000 py6.

I[ITpumeuanue. KTY = OTgla60TaHHme nan x Kamudukanuonusiii ko3ddunument; Hauncneno
= Cymma goxoaa x KTY / 2 KTV.

3aganue 6. ChopMupyiiTe CIHCOK CTYIEHTOB C YKa3aHWeM (haMuUIUil M pe3yNbTaTOB CIadl TpeX
9K3aMeHOB (o1eHKH 5, 4, 3 wn 2). bazoBas crunenaus pasua 1 000 py0., HajgbaBKa MpH clade dK3a-
MEHOB Ha «XOpPOIIO» U «OTJIIMYHO» cocTaBisieT 25 %, HanbaBka mpu clade TOJBKO Ha «OTIMYHO» —
50 %.

PaccuuraiiTe A5 KaXXI0TO CTYAIGHTA pa3Mep ero CTUMeHIuu. [Ipyu HeyT0BIeTBOPUTEIHHON OIIEHKE
CTUNECH/IMS HE Ha3HAYAETCS.

77



BUBJINOI'PAOUYECKHUU CIIUCOK

AemomamuzuposanHvie I/IP{})O MaI[MOHHbIE TEXHOJIOTMH B SKOHOMUKE: y4eO. JIsl By30B / MOJ pel.
I'.A. Tutopenko. M.: OHUTU, 2006. 399 c.

Axynos, O.A. Unpopmaruka: 6a30BbIil Kypc: yued. s By30B / O.A. Axynos, H.B. Mensenes. M.
OMET'A, 2009. 574 c.

banoun, K.B. IHpopMamoHHbIE CUCTEMBI B SKOHOMUKE: yueO. st By3oB / K.B. banaun, B.b. Y1-
kuH. 5-¢ 3. M.: Jlammkos u K, 2008. 395 c.

bank, B.P. I/IH(bz%pMauI/IOHHLIe CHUCTEMBI B DKOHOMUKe: yueO. mist By30B / B.P. bank, B.C. 3Bepes.
M.: DxoHOMHUCTB, 2006. 477 c.

Tonuywvina, O.J1. Uadopmanuonnsie Texnonoruu: y4e0. mis By3oB / O.JI. Tomunera, H.B. Mak-
CUMOB [u ap. ]. 2-e u3x., nepepad. u gon. M.: ®opym: MHDOPA-M, 2009. 608 c.

Haswioos, U.C. Inpopmatuka: yued. mocodue mist By3oB. CII6.: [Ipocnekt Hayku, 2009. 480 c.

Hngopmamuxa ajis SKOHOMHUCTOB: y4eO. nmnsi By3oB / moa obm. pexa. B.M. Matromka. M.:
NHOPA-M, 2009. 880 c.
Ungpopmamuxa: 6a30BbIi Kypc / 101 Een. C.B. Cumonoswuua. CIIG.: ITutep, 2009. 640 c.
Ungpopmamuxa: yaeb. nis By3os / H.B. Makaposa, B.b. Bonkos. M.: HHTGX, 2011. 576 c.

Hughopmayuonnvle cucTeMbl B SKOHOMHKE: Y4eO. JUIsl By30B / noziﬁ)/%n. A. TutopeHko. 2-e u3j.,
gg}gepaﬁ " JTOTI. M.: IOHUTU-JAHA, 2008
C.

Jleonos, B. Camoyuurens Office 2010. M.: Dkemo, 2010. 256 c.

Meocennwiit, O.A4; Microsoft Office 2010: kpat. pykoBoacTBo. M.: Buibsimc, 2011. 368 c.

Cepeees, A.11. Microsoft Office 2010: camoyuutens. M.: Buibsamc, 2010. 624 c.

Cmenanos, A.H. I/IHébOpMaTI/IKaZ yue0. 11st By3oB. 6-e uzn. CII6.: ﬂHTep, 2010. 720 c.

Yexmapes, .B. BrlunciuTelbHbIC CHUCTEMBI, ceTu u KOMMYHHKAITUH.
2-¢ u3. I/ICHB. u gom. M.: JIMK IIpecc, 2009. 184 c.

Word 2010. Jlyummii camoyuutens / A.C. Cypsanbiii. 4-e u3n., nom. u nepepad. M.: ACT: Act-
penb; Binagumup: BKT, 2010. 352 c.

78



