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BBEJAEHUE

JlaboparopHasi paboTa — ATO BaXXHBIM 3AJEMEHT yueOHOTro mpornecca. MiMeHHO Ha
TaKUX 3aHATUSIX CTYJEHTHl MOJYy4aloT MPAKTUYECKUE YMEHHSI W HaBBIKM PalbOThI C
MporpaMMHBIM ~ OO€CTICYCHUEM, JIydllle YCBAaWBAIOT W  3aKPEIUISIOT U3YyYCHHBIN
TEOPETUUYECKUN MaTepraa.

JlaboparopHasi paboTa CIyKUT CBOe€OOpa3HOW (QOpMON OCYIIECTBICHUS CBS3U
Teopur ¢ mpakTuko. CTpykTypa nabopaTopHON pabOThl B OCHOBHOM OJMHAKOBA —
BCTYIUICHUE TpENojiaBaTelisi, TII€ OCYIISCTBISETCS TMOCTaHOBKAa 3ajad Ha 3aHsITHE,
BOIIPOCHI CTYJICHTOB IO MaTepuainy, KOTOPbId TpeOyeT TOMOJHHUTEIbHBIX Pa3bsCHEHU,
COOCTBEHHO MpaKTUUYeCKasi 4acTh, 3al[UTa BBHIMOJHEHHOW pabOThl W 3aKIIOYUTEIBHOE
cioBo mpenoaaBarens. Llens 3aHaTHI 10KHA OBITH TOHSTHA HE TOJBKO MPEINoaBaTelo,
HO WU CTyJAC€HTaM. OJTO MNpujaeT ydyeOHOW paboTe KUZHEHHBIM XapakTep, YTBEpKIaeT
HEO0OXOAMMOCTb OBJIAJICHUSI OMBITOM MPO(ECCUOHATBEHON JEATeIbHOCTH, CBA3BIBAET UX C
MPAKTUKOM KU3HH.

Ha maGopaTopHpIX 3aHATHSX 1O AUCHUIUIMHE Y CTYIASHTOB 3aKpeIUIIeTCs
NPUMEHECHHE H3y4yaeMOro TEOPETHYECKOro Marepuaja W YriyOJICHHE TeOpPETHYECKHUX
3HaHUH, HOPMUPYIOTCS HEOOXOIUMbIC YMECHUS:

- UCIIOJIb30BaTh OCHOBHBIE BHJIBI aBTOMATHU3UPOBAHHBIX HMH(POPMAITMOHHBIX
TEXHOJIOTHM;

- CO3/1aBaTh TEKCTOBbIE IOKYMEHTHI M 3JIEKTPOHHBIEC TAOIHIIbI;

- C03/71aBaTh, COXPaHATh, OTKPBIBATH U 3aKPbIBATh MIPE3CHTAIUIO;

- BCTaBJISITh BUJICOKIIUIIBI, TPAQUKU U APYTHE OOBEKTHI.

JlaGopaTtopHble 3aJaHUs  BBIMOJHSIOTCS  CTYJIEHTaMH CaMOCTOSTEIBHO TOJ
KOHTPOJIEM TpernojaBaTesisi BO BpeMsl Y4eOHOro mpoiiecca B KOMIIBIOTEPHOM Kjlacce Ha
OCHOBaHMHM METOJUYECKUX PEKOMEHIALUMHN, IOJIYYEHHBIX TEOPETHUYECKUX 3HaHuh. K
BBITIOJTHEHUIO TAOOPATOPHBIX PAaOOT JOMYCKAIOTCS CTYIEHTHI, MPOIISANINE HHCTPYKTAXK I10
TEXHHUKE 0€30MacCHOCTHU U MpaBUiIaM IKCIUTyaTalluid KOMITBIOTEPHOU CHUCTEMBI.

CrtpykTypa 1a60paTOpHOTO 3aHATUS:

- COOOIIIEHUE TEMBI U IICJIH JIa0OpaTOPHOH PabOTHI;

— aKTyalu3aiusi TEOPETHYECKUX 3HAHWUW, KOTOpPble HEOOXOTUMBI IS
BBITIOJTHEHUS JTA00OPATOPHOM pabOTHI;

— O3HAKOMJICHHE OOYYaroIIMXCS C aJIrOpPUTMOM MPOBEACHUS J1abopaTOpHOM
paboThI;

— HETMOCPEJICTBEHHOE MPOBEJICHUE JTa0OpaTOpHON paboOThl 3a MEPCOHATHHBIM
KOMITBIOTEPOM;

— 0000meHne © CHUCTEMaTH3alusl TIOMYYCHHBIX pe3yJabTaToB (B  BHUJC
BBITIOJTHEHHOHN PadoThI);

— 3amuTa padoThl;

— MO/IBEJICHUE UTOTOB JIaA0OPaTOPHOM PadOTHI.

NTOroBelid KOHTPOJIb MO AUCHMUIUIMHE — DJK3aMeH. [[ns monaydeHus SK3amMeHa 1o
JTUCIUIUIMHE CTYJICHTaM HE00X0IMMO BBITIOJTHUTD BCE J1aOOpATOPHBIE PAOOTHI.



METOJUYECKHUE YKA3AHWA A CTYJEHTA
[10 BBITTOJIHEHNIO JIABOPATOPHBIX PABOT

[lepen BbImoHEHUEM Ta00PATOPHOI pabOTHI CTYJIEHT 00sI3aH:

- O3HAKOMHTHCSA C TIOCTIEAOBATEIBHOCTHIO M TIPABUJIAMH BBITIOTHEHUS paOOTHI,

- npopaboTaTh TEOPETUYECKHM Marepuall, HEOOXOAMMBIM JJisi YCBOEHUS
3HAHUM U TPUOOPETEHUS YMEHUI.

JlaboparopHasi paboTa BBINOJIHAETCS COTJACHO 3aJlaHUI0 U METOJAMYECKUM
pexomeHanusaM. [locne BIMONTHEHHS TaOOpaTOpHON pPabOTHl CTYIEHT CaMOCTOSITENBHO
ceOsT KOHTPOJHMPYET IyTeM OTBETOB Ha BOIMPOCHL. Pe3ymbTaT paboThl MpeicTaBiseTCs
npenojaBaTento B Bujie (daiina (paiioB) B TUYHOM KaTajore, 3alllUIAETCs CTYIEHTOM.

[To xomy BBITIOJHEHUS PAaOOTHI MPU BO3HUKHOBEHHHM BOIPOCOB CTYACHT MOXET
NOJMYyYUTh KOHCYIBTALMIO Yy TpErnofaBaTelii WM CaMOCTOATEIHHO BOCIOJB30BATHCS
JICKITMOHHBIM MaTepHaIOM, pEKOMEHIYEMOU TUTEPaTyPOH.

Pesynprar BeITIONHEHUS 71a00paTOpHON pPabOTHI OICHMBACTCA MO MATHOAIITBHOU
mkane (tabn. 1). Jlns momydeHus 3adeTa CTyJAeHTaM HEo0XoauMo BbIOJHUTE 100% oT
o0bemMa 1abopaTOpHBIX pabOT MO TEMaM JTUCITUTLIHHBI.



KPUTEPUUN OLIEHKU BBITIOJIHEHUA CTYAEHTAMU [TIPAKTUYECKUX PABOT

Tabmuua 1 — OueHuBaHue NPAKTUUECKUX PAOOT CTYIEHTOB

Kpurepuu onieHkn

No
OneHnBaeMble HaBbIKU Meron oneHKn Heynosnersopu-
/11 OTianyHO Xopouio Y 10BIIETBOPUTEITBHO
TEIBHO
BuumarenbpHOCTE He nocratouno
He nocratouHo He nzyuaer
Hab6mronenue TIPU U3YICHUHN BHUMATETHHO
1. OTtHomreHue k padbote BHUMATEIHHO METOIUYECKHE
MpenoaBaTest METOIUIECKUX H3yYaeT X0/
N M3yYaeT X0 paboThl | PEKOMEHIAINN
PEKOMEHIAIN I paboThI
[TonHoe
BBIITOJIHEHHE
CrniocoGHOCTh
paboTHI B
MIPUMEHATH IIPUEMBI
Ha3HAYEHHOE HomnyckaeT oaHy
paboThI B MporpaMme .
LIS BBIIOJHEHHS [IpocmoTp daitna B | Bpems. 91115 (09% Homyckaet nBe, Tpu | Jomyckaet Oonee
2. - JUYHOM TarKe CooTBeTcTBHE (HETOYHOCTB) MPU | OLIUOKHU NP TpeX OUINOOK IIPH
) CTYyJIEHTa BBIIIOJITHEHHOU BBITIOJTHEHUH BBITIOJIHEHUH paOOThl | BBIIOJHEHUH PaOOTHI
CrniocoGHOCTH
paboThl paboThI
CaMOCTOSITEIBHO
TpeOOBaHUSAM
BBITIOJIHATH paboOTy
METOJNYECKUX
pPEKOMEH AN I
Homyckaer JomyckaeT ook B
YMeHue oTBeuaTh Ha HE3HAUYUTEIIbHbIE W3JI0KEHUU IPUEMOB
BOIIPOCHI, CobecenoBanue I'pamoTHO OTBeuaeT | omUOKU B 06paboTku He oTBeuaer Ha
3. | moyb30BaThCA (3ammTa) mpu cAaye | Ha MOCTaBJICHHbBIE U3JI0KEHUN n3o0paxenuii. IMeer | moctaBieHHbIC
npodeccruoHaIbHON paboThI BOITPOCHI. IPUEMOB OTpaHUYEH BOITIPOCHI.
JIEKCUKOH 00paboTku HBII CJIIOBApHBIN
1300paKeHHI 3amnac.




KPATKAA NHOOPMAIMA K 3ALAHUAM

OcHOBHO¥ 11eJTBI0 JTabopaTopHbIX padoT Word siBisieTcss mpruoOpEeTeHHE HABBIKOB T10
CO3JaHUI0 U PEIAKTUPOBAHUIO TEKCTOBBIX JOKYMEHTOB C HCIIOJb30BAHUEM IMPOTrPaMMBbI
MS Word, xoTopasi BXOAUT B IaKeT NpUKIaAHBIX iporpamMm Microsoft Office.

B ykazanusx k 1a0opatopHbIM paboTaM OMMCHIBAIOTCS OCHOBHBIE IPUEMBI PAOOTHI
C TEKCTOBBIM JIOKYMEHTOM: BBOJl TEKCTa M TNEPEMEIICHHE [0 HEMY, BbIIECICHUE
(parMEeHTOB TEKCTa M BBINIOJIHEHHE OMNEpallii HaJ HUMH, U3MEHEHUE BHEIIHEro BHUAA
JOKYMEHTa C IOMOILIbI0 KOMaHJ (OpMAaTHPOBAHHUA, paclieyaTKa JOKYMEHTa, a TaKke
OCHOBHbIE CHIOCOOBI co3faHusi Tabnuu. [lo kaxmol KoMaHze MPUBOAUTCA MOAPOOHBIN
NOpSAJIOK €€ BBIMIOJIHEHMS, a 3aTeM IMpeajiaraeTcsl pealin30BaTh ATH KOMAaHIbl HIIU
orepaluy Ha IPAKTUKE MPUMEHUTEIBHO K KOHKPETHOMY TEKCTY.

B pesynbraTe BBINONHEHUS BCEX 3aJaHUil, MPEIJIOKEHHBIX B JAOOpPATOPHBIX
paboTrax, CTYJIEHT JOJDKEH MOJYYUTh JIOKYMEHT, YCJIOBHO Ha3BaHHbIM «OT4eT 1O
nabopaTopHOil paboTe», B KOTOPOM JIOJKHBI HAIJISIIHO MPOCMATPUBATHCS BCE OIEpaluu
HaJ TEKCTOM, MPEyCMOTPEHHBIE MOPSAKOM BBIMOJIHEHHS JTA0OPATOPHBIX pabOT, HAUMHAS
C BBOJ/Ia MCXOJIHOTO TEKCTA, U 3aKaHYMBAsl PACIEYaTKOW KOHEYHOT'O TOKYMEHTA.

Microsoft Office Excel — »t0 mnporpamma, mnpeaHasHaueHHas s pabOTBI C
DIIEKTPOHHBIMH ~ TaOJIHMIIAMH, KOTOpas II03BOJSET XPaHUTh, OPraHU30BBIBATH H
aHanu3upoBaTh HH(popMaimio. Excel — 95To yHHMBepcalbHas IporpaMma, KOTOpas

no3BoJIIET paboTaTh C pa3nuuHbIMU (opmatamu gaHHbiX. B Excel moxHo Bectu
JIOMAIIIHUNA OFOJIKET, TPOU3BOJIUTH KaK MPOCTHIE, TAK U OYE€Hb CIIOKHBIE PACUEThl, XPaHUTh
JaHHBIE, OPTaHU30BBIBATh PA3JINYHBIE THEBHUKH, COCTABISATh OTUETHI, CTPOUTH Ipadukw,
JUarpaMMbl 1 MHOTOE-MHOTO€ JIPYTOeE.

IIporpamma Excel Bxonut B coctaB makera Microsoft Office, koTopsiii cocTout u3
nenoro Habopa TPOAYKTOB, TMO3BOJIAIOIMIMX CO3[aBaTh Ppa3IUYHBIE JIOKYMEHTHI,
AIIEKTPOHHBIE TAOIUIIBI, © MHOTOE JIPYTOE.

MynbTUMeIUHHbBIE TTPE3EHTAIlMU - 3TO COYETAHHE CaMBIX PAa3HOOOPA3HBIX CPENICTB
npencrapieHuss nHGopmalu, o0bEeAMHEHHBIX B €UHYIO CTPYKTYpY. UepenoBaHue WU
KOMOMHUPOBAHHE TEKCTa, TpapuKd, BUIAEO U 3BYKOBOI'O psa TO3BOJISIOT JIOHECTH
uHQoOpMaIIMI0O B MaKCHMaJIbHO HArJSJHOW M JIETKO BOCIpUHUMaeMou ¢dopme,
aKIIEHTUPOBATh BHUMAHUE HA 3HAYMMBIX MOMEHTAX HM3jaraeMoi MHGOpMaINH, CO3/aBaTh
HarysaaHbIe 3G deKTHBIe 00pa3bl B BUIIE CXEM, THarpaMM, Tpauueckux KOMITO3UIIHA.

MynbTUMeIUiHbIE TPE3eHTAMH 00€CIIeUYNBAOT HATJISIIHOCTh, CIIOCOOCTBYIOIIYIO
KOMITJIEKCHOMY BOCHPHSTHIO MaTepuajia, HW3MEHSIOT CKOpOCTh TIOJlayd MaTrepuaa,
obOnervaror TmokKa3 (¢ororpaduii, pUCYHKOB, TpaduKoB, TreorpauuecKkux Kapr,
HUCTOPUYECKUX WM TPYIHOIOCTYIHBIX MarepuanoB. Kpome TOro, mpu HMCHOIb30BaHUU
aHUMAIlMd ¥ BCTaBOK BUIEO(PArMEHTOB BO3MOXKHO MPOJAEMOHCTPUPOBATH TUHAMHUYHEIC
npoueccol.  [IpeuMymecTBO  MyJNbTHUMEOUWHBIX — MPE3EHTALMA —  [POUTPBIBAHUE
aynmuodaiinoB, dYro obOecrmeunBaeT AGGEKTUBHOCTH  BOCHPHUATHS  MHGOPMAIIH:
W3JIaraeMbIii MaTepuall MOAKPEIUIACTCS 3PUTEIBHBIMA O0pa3aMyu W BOCTIPUHHUMAETCS Ha
YPOBHE OIITYIICHUH.



JIABOPATOPHAS PABOTA Nel

Cosznanue, obiee popmaTUpoBaHue, coxpaHeHue qokymenta MS Word

Lenp pabGoTel — u3yueHue (QYHKIMOHATBHBIX BO3MOXKHOCTEH TEKCTOBOro mpoueccopa Word u
MPUOOpPETEHHE HABBIKOB MPAKTUYECKON PAOOTHI 10 CO3/IaHUIO U PEJAKTUPOBAHUIO TEKCTOBBIX JOKYMEHTOB.

UroObl BBECTH B JOKYMEHT TEKCT, JOCTATOYHO HAyaTh €ro rneyararb Ha KiIaBUAType KOMIIBIOTEpA.
BBoauMble CUMBOIIBI MOSBIISIOTCS B TOM MECTE dKpaHa, IJIe HaXOAUTCS Kypcop, KOTOPBIN CBUTAETCSl BIIPABO,
OCTaBJIsIs 32 COOOM LIETIOYKY CUMBOJIOB. [Ipy AOCTH)KEHHMH MPAaBOTrO MOJS CTPAHUIIBI KYpCOp aBTOMAaTH4YECKU
MepeMeniaeTcs B CIEAYIONUYI0 CTPOKY. DTOT MPOIECC Ha3bIBAeTCs IMEPETeKaHHEeM TEKCTa, a HakaTue Ha
knaBuiny Enter co3maet HOBBIN ab3all, a HE HOBYIO CTPOKY.

Texct, KoTOpBI 0TOOpa’kaeTcsi B OKHE JOKYMEHTa, XpaHUTCS B ONMEPaTHUBHOM MaMSITH KOMIIbIOTEpA.
Ero mMoxxHO OoTpemakTHpoBaTh M HameudaTaTb, HO TNpHU 3aBepuieHHH paboTel ¢ Word oH Oymer yrepsH.
[TosTomy, 4TOOBI COXpaHHTHh BBEACHHBIA TEKCT, HYKHO 3alucaTh JOKYMEHT B (ailll Ha KECTKUH IHCK
KoMmmbioTepa. Torma ero MoxHO OyJEeT OTKPBITh MO3KE U MPOIOJIKUTH paboTy.

UroObl COXpaHHWTh JOKYMEHT, BOCHONB3yiTech KomaHmod Coxpanute kHOmku Odwmc. [lpu mepom
COXpPaHEHUH JIOKyMEHTa OTKPOETCs JasioroBoe okHo CoxpaHeHHe JJOKYMEHTa, IT03BOJISIOIIEe YKa3aTh UMsl (aitia u
€ro MosokeHue (marky). Oaniel, OTHOCSIIECS K OJHOMY MPOEKTY WM OOBEIMHEHHBIE M0 KaKOMY- JINOO WHOMY
MIPUHIIMITY, PEKOMEHIYeTCsl XPaHUTh B ONHOM Mamke. JTO TO3BOJSET YHOPAAOUUTh MH(DOPMAIMIO W YIPOCTUTH
MOMCK JTaHHBIX. Bce mociemyronye Bepcun ToKyMeHTa OyIyT COXPaHSTHCS B TOM ke (aiisie, mprdeM HOBas BEpCHs
JIOKYMEHTa 3aMelaeT mpenpiayiylo. Ecmm TpeOyeTcs coxpaHuTh 00€ BepcHM JIOKYMEHTa (HMCXOOHYIO U
ConeprKaIIyro TMOCIIEIHIE M3MEHEHHS), BOCTIONB3YHTeCh KoMaHa0i COXpaHUTh, YKa3aB MMs M TTOJIOKEHHE HOBOTO
(aiina. JIOKyMEHT MOYKHO COXPAHUTB B TOH )K€ TTAITKe, OTKPBITh JAPYTYIO MATKY WM CO3J1aTh HOBYIO.

3aganue Ne 1

Jna 6HO8b cO30aHHO20 OOKYMEHMA, UCNONb3YSl 6blOCNEHHbIe NOLYHCUPHLIM WPUDMOM KOMAHOb,
YCMAaHo8UMb Cledyiouue napamempbi:

1.Pazmetka ctpanunbl — [lomns - HactpaunBaemsie mosst (mose cnesa: 2,5 oM, mone crpasa: 1,5 cMm, mone
cBepxy: 1,5 cm, mone cHU3Y: 2 M, KOJIOHTHUTYJ CBEpXY 1 CM, KOJIOHTUTYN CHHU3Y: 1,2 cM);

2.Pa3metka crpanuibl — Pasmep (pasmep Oymarn: A4, 21 x 29,7 cm);

3.Pa3zmertka ctpanuipl - OprueHTanus (OpHEHTAIMS JIUCTA: KHUKHAA);

4.I'maBras — lpudrt (mpudt: Times New Roman, pazmep: 12 myHKTOB, HauepTaHUe: OOBIYHBIN);

5.Pa3merka ctpanuiibl - PaccTanoBka mepeHOCOB (YCTaHOBUTH aBTOMATHYECKUH TIEPEHOC CIIOB).

6.I'maBHas-A63am — OTcTyn (mepBas CTpoka Ha 1 ¢m)

3ananue Ne 2

Habpame ppacmenm mexcma:

YroObl BBECTH B JOKYMEHT TEKCT, JOCTATOYHO HAyaTh €ro IevYaTtaTh Ha KIIaBUaType KOMIIBIOTEPA.

BBoaumble CHMBOIIBI TOSBJISIIOTCS. B TOM MECTE 3KpaHa, I'/1e HaXOIUTCSI Kypcop, KOTOPbIN CABUTAaeTCs
BIIPaBO, OCTaBJsIsl 3a COOOH IErOYKy CHUMBOJOB. [IpM OOCTHXKEHMHM MPaBOTO MO CTPAHHIBI Kypcop
aBTOMAaTHUYECKH IEPEMEIIAETCS B CIEAYIOLIYIO CTPOKY. DTOT MPOLECC HA3BIBAETCS MEPETEKAHUEM TEKCTa, a
HakaTHe Ha kiaBuiry Enter co3gaeT HOBBIN a03all, a HE HOBYIO CTPOKY.

Tekcr, KOTOpBI OTOOpaXkaeTcsi B OKHE JOKYMEHTA, XPaHUTCS B ONEPATHBHOM MaMATH KOMIBIOTEpA.
Ero MoXHO OTpenakTHpoBaTh M HaredaraTb, HO HpU 3aBepiueHuH padbotel ¢ Word oH Oynmer yTepsH.
[TosTOMy, 4TOOBI COXpaHWUTh BBEICHHBIA TEKCT, HYXHO 3amUcaTh IOKYMEHT B (paill Ha KECTKUH ANCK
KommbloTepa. Toraa ero MoXkHO OyJIeT OTKPBITH IO3Ke U MPOJOKUTE padoTy.

UYroObl COXpaHHUTh AOKYMEHT, BOcHoib3yiTech komanaod Coxpanuth kHonku Oduc. IIpu nepsom
COXpaHEHUH JOKyMEHTa OTKpOeTcs auanoroBoe okHO CoxpaHeHue JOKYMEHTa, IMO3BOJSIOLIee yKa3aTb UMS
¢aiina u ero nmonoxxenue (manky). Oaiiabl, OTHOCAIIMECS K OAHOMY MPOCKTY WM OOBEANHEHHBIE TI0 KAKOMY-
1100 NHOMY MPUHIUITY, PEKOMEHIYETCSI XPaHUTh B OTHOW Marke. DTO MO3BOJISAET YIOPSIOYUTh HH(POPMALIUIO
U yIPOCTUTH MOUCK JAHHBIX.

Bce nocnenyromue Bepcun TOKyMEHTa OYAYT COXPaHSTHCS B TOM ke (aiiyie, mpuyeM HOBask BEPCHUS
JOKYMEHTa 3amelaer npeabiayuryro. Ecnum Tpelyercs coxpaHuTh o0e BepcUM JOKYMEHTa (MCXOIHYI0 U
COJIEpIKAILlYI0 MOCIEAHUE U3MEHEHHUs), BOCIONb3yHTeCh KOMaH1oi CoOXpaHHUTh, yKa3aB MMs U TOJIOKEHUE
HOBOro (haitna. JIOKyMEeHT MOKHO COXPaHUTh B TOH K€ Manke, OTKPBITh APYTYIO MAaINKy WIK CO3AaTh HOBYIO.

Bamanne Ne 3

Ilepeo kadxxcovim absayem Habpannoeo Bamu mexcma eécmaeums paspulébl, makx, ymooObl KaxicObll
abzay Hauunancs ¢ Hosou cmpanuysl. Coxpanume Habpanuwiii Bamu doxymenm 6 Bawel nanke. 3agepuiums
pabomy ¢ MS Word.



JIABOPATOPHAS PABOTA Ne 2

dopmaTtupoBaHHe TEKCTOBOIO JOKyMeHTa. PaboTa ¢ KomoHTUTYIaMu

Lenp paboTel — u3ydyeHne (QpyHKUMOHATBHBIX BO3MOKHOCTEH TekcToBoro mpoueccopa Word 2007 u
MPUOOpETeHHE HABBIKOB MPAKTUUYECKON PadOThI 10 POPMATUPOBAHUIO TEKCTOBBIX JJOKYMEHTOB.

W3menenue nmapameTpoB popMaTUpOBAHUS CUMBOJIOB BO3ACUCTBYET HA (B MOPSAKE YObIBAaHUS YPOBHS
MIPUOPUTETA):

a) BbIJICJICHHBIH (pparMeHT Tekcra;

0) HEBBIJICIICHHOE CJIOBO, HA KOTOPOE YKa3bIBACT TEKCTOBBINA KypCOp;

B) CHUMBOJIbI, KOTOpbIE OyayT HaOpaHbl cpa3y IOCiie U3MEHEHHUs MapaMeTpoB (opmaTupoBaHus (eciu
He NPOU30HIET IIepeMeleHHE Kypcopa).

3aganue Nel

Otkpoiite co3manHbiii paHee ¢aiin Proba.docx. Bo BTopoM a0zame mnpousBemuTe Cleayromue
W3MEHCHHUS, UCIIOJb3Ys Pa3JIMYHbIC BO3SMOXKHOCTH (POPMATUPOBAHHMS

Besooumvie cumeonvi (Times New Roman, 14,K) nessastores s-rom mecresxpatna- (Arial,

12,kpacHbIi, 3a4€pKHYTHIN), rae HaxoauTes kypeop,( Arial Narrow, 10,110 T4€pKHYTBIN) «oropsiii casuracres
spaso,( Times New Roman, 12, HaACTPOUHBIN) ocrapmss sa codoit nenouxy cumsonos.( T 1MeS New Roman, 12,
MOACTPOYHBIN) IIPU TIOCTUKEHUU ITPABOTO 110181 CTPAHUILIE (Times New Roman, 10, moguepknyTsIii, K,
TEMHO-KPaCHBIN,MajIble MIPOMUCHBIC, pa3pexeHHbIN Ha 0,251 T)Kypcop aBTOMAaTUYECKH MIEPEMEIAETCS B
cnenyromryio cTpoky. ( Monotype Corsiva,3anuBka 1npetom - xenteid, 12) 3TOT NPOLECC
HA3BIBAETCHI (Arial Unicode MS, 12,K,Bce nporucusie) /Tepemexanuem Texema (Times New

Roman, 12,K,xpacHerii,HaunHats ¢ npomucHsx), @ HANCAMUE HA K/lAB8UULY (Comic

Sans MS, 20) Enter(Times New Roman, 12, natepBai —pa3peskeHHbIN Ha 21T, CMEIIEHHE KaKI0r0 3HaKa
BHM3 Ha 3MT,0THOCUTEIBHO MPEABIAYIIEro) co3maeT HOBbIHM ab3arl,( Times New Roman,12, uatepBan -
VIUIOTHEHHBINA Ha 1,5 1IT) & @ # He e # Ho o8 BY ¥o 10¢ er ¥ po o« ¥y ¥ Times New Roman,12,
JBOMHOE 3a4epKUBAHNE, YTOTICHHBIN)

B urore Banr TekcT M0DKEH BHITIISIIETH CIEAYIONUM 00pa3oM:

Beooumple CUME0.TbI ROABAMOTCA-B-TOM-MECTE 3KDAHA- e HAXONNTCA Kypeop, XOTCPES: cammrasres mpa-

B CRABaAA 32 COB o namouxy crsonos, LIPH JOCTH/RFHHH ITPABOTO T10JIA CTPAHHIII KYPCOP A6MOMAMULEcKU nepemeuaenca

s credyrougyo cmpory. OTOT MPOLIECC HABBLIBAETCA epemenanuen Texema, @ HAXATUE

Ha Knasuwy E%«gp COFRETHEBIA0AIL,, sreroeroossor

3ananue Ne 2
Tpetuii ab3ar TekcTa pasoeiiTe Ha JBe KOJIOHKU. TEKCT NOIKEH BBINIAAETh CIEIYIOIMM 00pa3oM:

_ Texct, xoTopEIH 0TOOpakaeTca B OKHE J0- | TeHHBIH TEKCT. HY:KHO 3aIlHCaTh JOKYMEHT B
KVMEHTA, XPaHHTCA B ONEPATHBHO IaMATH KOM- | thait Ha KecTKHiT gUCK KoMmbioTepa. Torga ero |
msroTepa. Ero MOKHO OTpeJakTHPOBATh M Hame- | %,\IO}KHO OVAeT OTKPHITE I03KEe H IPOJOLKHTE pa-
9aTaTh, HO IIPH 3aBepIIeHHH PaboTEI C Word on Soty
ovaer yrepsn. [T03ToMYy, 9TOOEI COXPaHHT BEE- |

3aganne Ne3

BcraBbTe B 1oKyMeHT HOMepa cTpanull: BeraBka-Homep crpanunbl- BBepxy crpanunsl- Ctpanuna X
u3 Y- [omyxupHbie Homepa 3
3ananue Ne4
BcraBeTe B HOKYMEHT KOJNOHTUTYNbBI: BceraBka- Hwxuuil komontutyn- KoHcepBaTuBHBIA. B
KOJIOHTUTYJIE YKaXKHUTE (haMUIIMIO aBTOpa U HAMMEHOBAHUE JIOKYMEHTa
Bamanue Ne 5
B nauayie yeTBepToro adsana ycranopute byksuily. B pesynbrare nony4ure ciaeaylommi BUL TEKCTa:
00BI COXPaHHTh JOKVMEHT, BOCIOMb2VATeCH KoMaH10# Coxpamuts kHomku Odwic. [Ipu mep-
OM COXpaHEHHH JOKVMEHTA OTKPOETCA JHATIOTOEOE OKHO COXp&HCHHC AJOKVMCHTA, ITIO3B0-
TAOmee VKasaTh HMA daiiaa u ero noaoxenue (manky). Paiiaer, oTHOCAIMECT K 0ZHOMY IpO-
KTV HIH 00BeTHHEHHBIE II0 KAKOMY- THO0 HHOMY IIPHHIMITY, peKOMeHAVeTCA XPaHHTE B 0JHOMH Manke. 310
[103B0/I€T VIIOPAJOUHTE HHGOPMALIHIO H VIIPOCTHTE IOMCK JAaHHEIX.
BriiimuTe U3 mporpaMmel, COXpaHUB U3MEHEHUS B JOKYMEHTE.




JIABOPATOPHAS PABOTA Ne 3

Pa6ora ¢ Tabnuuamu B Word
Lenp paboTsl — n3yueHne (GyHKIHOHATBHBIX BO3MOXKHOCTEH TeKcToBOTO npoueccopa Word 2007
U TPUOOpETeHHE HAaBBIKOB IMPAKTHYECKOW padOThl MO CO3MaHHI0 M (OPMATHPOBAHUIO TaOIUI B
TEKCTOBOM penakrope Word
3ananue Nel
OTkpoiite panee co3maHHblil (aiin Proba.docx. B konme BTOporo a0sama cosnaiite tadmuiy,
OTPaXKAIONIYIO CTHIIM CIOCOOBI (hopMaTHUpoBaHUs ab3ara 1mo oopasimy:

Ne | Ipudt | Hauepranue | Paszmep|[loguepkuBanne Bunonsmenenne  MurtepBan 3anuBKa IIBer
L[BETOM pudra
1 | Franklin | OObrunoe 14 Her Kontyp YIUIOTHEHHBIH | KpacHBIN YepHBIi
Gothic
Demi
2 Arbat |[Tomyxwupssrii| 16 [Tonbko cioBa C teHbio Paspexennslii
3ananue Ne2

B koHie Tperbero ab3ama co3gaiiTe TaONUIy CYET MO 00pasily, BBIMOJHUTE BBIYMCICHUS B
TabuIE:

Cyer
ApPTUKRYA Konnyectso CronmocTtb Cymma
Mpoaykt A 96 263 25248
MpoaykTt b 153 64
Mpoaykt B 32 1203

UToro
Mntoc 12% HAC

Bcero

Coznianue BBIYUCISIEMBIX YEEK

Bce sueiiku, B KOTOpbIX OyJeT COJEp)KaThCs WTOTOBas WM MHAs CyMMa, JOJIKHBI COJEpPkKaTh
COOTBETCTBYIOIIME pacueTHbie (Gopmynbl. Peubr maer o kononke “Cymma” M CTpOKax ¢ Ha3BaHHEM
“Urtoro”, “Ilmroc 14%” u “Bcero”.

Haunem ¢ xononku “Cymma” (cTpoku ¢ 5 mo 7-10). ComepKuMoe 3TUX SYEEK OMPEeesIeTCs] KaK
MpPOU3BECHUE CE0ECTOMMOCTH Ha KOJMYecTBO. BcTaBka pacueTHON (OpMyINbl OCYIIECTBIISETCS
CIIEYIOIIUM 00pa3oMm:

> nomecmume Kypcop 8 Yemeepmyro A4euKy 5 cmpoku.
> evibepume komanoy Popmyna renmol Maxem
> 6 none @opmyna egeoume svipasicenue =PRODUCT(B5,;C5) [ nascmume knonky OK
Dopmyna ﬂ m
DopMyna:
=PRODUCT(BS;C5)|
DopMaT Ymcna:
v
BcTasuTb yHKWAO: BcrasuTb 3aKknaaky:
v v
[ OK ] [ OTMeHa J
> nosmopume onepayuto 0is cmpok 6 u 7

Brruncienue CYMMBI

CyMMy HEOOXOIMMO BBIYMCIHUTH JJIs1 KOJOHKH “CymMMa” M 3aHECTH B COOTBETCTBYIOIIME SUEHKY
9-it ctpoku. Peub uaer 06 0ObIYHOM CJI0KEHUH DJIEMEHTOB CTOJIONA. JIJisi BEIYUCIEHHS] CyMMBI B KOJIOHKE
“CymMa” HE0OXO0IMMO BBITIOJTHHUTH CIEIYIOIIEe:
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nomecmums Kypcop 66004 60 yemsepmylio aueuky 9-i cmpoxu;
gbi36amb komanoy Popmyna nenmol Maxem
6 none @opmyna eseoume svipasicenue =SUM(D5:D7)
Hadxcmume knonky OK

Hcnons3oBannass B BelpakeHHH (QyHKIUS SUM() BBIYHCISIET CyMMY COJCPKHMOIO SUYEeK,
MEPEUYHCICHHBIX B KPYIJbIX CKoOKax. Ecnm crmaraemple s9eliKM pacmojIoKeHBI B OJHOM CTOJOIE, TO
JIOCTaTOYHO YKa3aTh KOOPJIMHATHl KpallHUX SYE€EK IPYMIIbl, Pa3AEIUB UX JBOETOUHEM.

Dopmyna

VVVY

DQopmMyna:
=SUM(d5:d7)|
dopMaT Yucna:

BcTaeuTb QYHKLAMO:

[ OK J [ OTMeHa ]

Brruncnenue Hanora Ha 100aBICHHYIO CTOMMOCTD

Boruncnennas cymma kosoHku “Cymma” SBIISIETCS OCHOBOM /ISl pacyeTa Hajiora Ha J00aBIeHHYIO
croumocTs (HJIC), koTopblit OyieM cuutath paBHBIM 12 mpOLEHTaM.

B uerBeptyto sueiiky 10-i1 konoHkM, rae OyneT pa3MeliarbCs BEIMYMHA Hajora, BCTaBbTE
cienymouiee Beipaxenue: =PRODUCT(D9;0.14)

BrrunciieHne okoHYaTeIbHOM CYMMBI

OxoHuaTenbHas CyMMa OTNPENENAETCs B pe3yJlbTaTe CIOXKEHUS MPOMEXKYTOUHOM CyMMBI H
pasMmepa Hajiora Ha J00aBJIEHHYIO CTOMMOCTH, T.€. MpaBbIX sueek 9-it m 10-ii crpok. OHa nomKHA
pa3MeIaThbCs B MOCIEIHEN sTYCKE MOCIETHEN CTPOKH.

Bcrasbre B stueiiky D12 cnepyromee Beipaxxenune: =SUM(D9:D10)

3amanue Ne3
OtdhopmaTupyiiTe OTyIeHHYIO TabIUIly, MpUMeHHUB K Held CTrim Tabnwuil ieHThl KoHCTpyKTOp.
[IpumenuTte GurypHbie rpaHUlIbl C MOMOILIbIO Manenu Hapucosars rpanuiibl JieHTsl KoHCTpyKTOD.

CoxpaHuTe CO3JaHHBINA CTHIIb TAOIHUIIBL.
CoxpaHute U3MEHEHHSI B IOKyMEHTE. 3aKpOiTe MporpaMmy.
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JIABOPATOPHAS PABOTA Ned

Pabora c rpaduxoii B Word
[enp paboTel — n3ydeHHe (QYHKIIMOHAIBHBIX BO3MOXKHOCTEH TEKCTOBOTO mporeccopa Word 2007
U TPUOOPETCHWE HABBIKOB MPAKTUYECKONH pabOThI MO CO3/aHUI0 U PEAAKTUPOBAHUIO TIpadUUICCKUX
OG’BCKTOB B TCKCTOBBIX JOKYMCHTAX.
3amanue No 1
Ortxkpoiite panee co3manHeiii (aiin Proba.docx. B a63ar nsate BcTaBbTe rpaduueckue 0OBEKTHI U
HACTPOWTE X B COOTBETCTBUU C 0OPA3IOM:

Bce nocneayromue Bepcun 10KyMeHTa OyayT COXPaHATHCS B TOM K€
¢aiine, mpuuem HOBas BepcHsi JOKYMEHTa 3aMelaeT npeasiayinyo. Ecau
) TpeOyercs coxpanuTh 06e Bepchu N0KyMeHTa (MCXOAHYIO U COAEPKaLlyIO
HOCJIeIHNE U3MEHEHUs ), BOCIIOIb3ylHTech koMaH0i COXpaHHUTh, yKa3aB UM
¥ MOJIOXKEeHNe HOBOTO (haitna. JJOKyMEHT MOKHO COXPAHUTh B TOH JKe Marke,
OTKPBITh APYT'YIO MANKy WIN CO3/1aTh HOBYIO.

@

_

N~

¥

“CXXKHgQpEOE VEEE

3amanue Ne 2

C nmomo11pt0 aBTOPUTYp HApUCYITE SIMOTIEMY, XapaKTepU3YIOIIYIO Ballle HACTPOCHHE.
3amauue Ne 3

OOHOBUTE NOJIE OTJIABIICHHS.
CoxpaHuTe U3MEHEHUSI B TIOKYMEHTE. 3aKpOMITE MPOTrpaMMy.
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JIABOPATOPHAS PABOTA Ne5

Cosznanue u popmarupoBaHue cTpyKTypsl Tadmui. [Ipaktudeckas padora B Excel.
1. CosnaiiTe Ta0NHIly y4eTa TOBapOB, IYCThIE CTOJIOIBI COCUUTANTE 10 POpMYyITaMm.

Kypc fonnapa
68,5
Tabau1ua yyeta NpogaHHOro TOBapoB
LueHa B LeHa B
nocrasne BCEro B
Ne n\n | Ha3BaHue Ho npogaHo | ocranocb pybnax3a | ponnapax DYBAAX
1 ToBap 3a 1 toBap
1 ToBap 1 50 43 170
2 ToBap 2 65 65 35
3 ToBap 3 50 43 56
4 ToBap 4 43 32 243
5 ToBap 5 72 37 57
3cero
2. Otdopmartupyiite Tabnuiry mo odpasiry.
3. [TocTpoiite KpyroByro auarpamMmy, OTPa)KaroIIyl0 MPOIEHTHOE COOTHOIIEHUE MTPOIaHHOTO
TOBapa.
4. [IepenmenyiiTe nuct Yuer ToBapa.
5. Odopmute Tabnuiy (uBeT mpudTa, 3aIMBKa, paMKa TaOIHIIHI)
6. Coxpanurte paboTy B COOCTBEHHOM Mamke.
Samaunue 1
OTtkpoiite kaury B Excel.
1. CocraBpTe TAONMITY ISl BBITUIATHI 3apa0OTHOW TUIATHI ISl paOOTHUKOB MPEANPUATHS Ha
BTOpOM JIncTe KHUTH.
2. Cocuuraiite o opmysaM MycTbie CTOIOIBI.
PacueT 3apaboTHOI NnaThbl.
®amunma, N.0. Mony4yeHH bin Hanorosble Hanoroobna Cymma K Bbinnate
Ne £,0X0[, BbIYETbI raembiid AOXOA| oo
n/n HO®N
1 MNonos B.U. 18000 1400
2 boraaHos K.M. 9000 1400
3 Cyxosoi IN.E. 7925 0
4 Konuesa E.B. 40635 2800
5 Epmak A.A. 39690 1400
6 Wnak I.C. 19015 2800
UToro

Hanozoobnaecaemviii 00xo0 = Ilonyuennsiii 00xo0 — Hanoeosvie viuemai.
Cymma nanoea = Hanocoobnazaemviii 00x00*0,13.

K gvinname = Ionyuenunsiti 00xo0-Cymma nanoea H/[DJI.
Otcoptupyiite Tabnuily B andaBUTHOM MOPSIKE.

Ilepeumenyiite nuct Pacuet 3apaboTHOI MIaTHI.

Odopmute Tabnuiy (1Bet mpudra, 3aJMBKa, paMKa TaOIUIIbI)
Coxpanute paboTy B COOCTBEHHOI! Marke.

©E N O AW
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JIABOPATOPHAS PABOTA Ne6

PenaktupoBanue u opmaTHpOBaHUE YUCIOBBIX JaHHBIX. PaboTa ¢ popmymnoii Eciu.
[Ipaktuyeckas padora B Excel.

1. Co3zpaiite Tabnuily okiaga paOOTHUKOB MPEANIPUATHS HA mpemvem Jlucme KHUTH.

Oknag paboTHUKOB NpeanpusaTUs
cTaTyc KaTeropus oKnag npemuu
HayaNbHUK 1 15 256,70p. 5 000,00p.
MH}KeHepbl 2 10 450,15p. 4 000,00p.
paboune 3 5072,37p. 3 000,00p.

2. Hwxe co3pmaiite TaOIUITy /T BRIYHCICHUS 3apaO0OTHOM TUIAThl pAOOTHUKOB MPEAPHUSTHSI.

3apaboTHas naata paboTHMKOB NpeanpuUATUA
HOAOTOA 3apaboTHasn
Ne dbamunnns KaTeropus oKknag, exxemecsy HbIN

n/n paboyero paboyero paboyero | Hble npemum Hanor naare

(NH) (3M)
1 | UBaHoB 3
2 | NeTpos 3
3 | Cngopos 2
4 | Konobkos 3
5 | KoBpUXKKUH 3
6 | Anekceesa 3
7 | Kopones 2
8 | boroTbipes 2
9 | Moposos 1
10 | EpemuHa 3

WUToro
3. Oxkuag pabovero 3aBUCUT OT KaTETOPHH, HCTIOIb3yiTe orndeckyro ¢hyakuuo ECJIN.

E>xeMecsiuHast ipeMusi pacCCYMTHIBACTCS TAKKM ke 00pa3oM. [1010X0JHbIi HAJIOT cunuTaeTcs 1o hopmyrie:
IIH=(oknao+npemssn)*0,13. 3apaboTHas miata mo Gopmyiie:

3l1=oknao+npemus-I11H.

4. Otdopmarupyiite Tabnuiy no odpasiy.

5. Otcoprupyiite Tabnuiy 2 B andaBUTHOM HOPSIKE.

6. Ha npeanpustuu npou3omiin n3MEeHEH!sI, BHECUTE JIaHHbIE U3MEHEHUS B TaOIUILy:

a. €)XeMeCsIUHbIe IPEMHUH B HE 3aBUCHUMOCTH OT CTaTyca U KaTerOPUH BHIIUIAYMBAIOTCS BCEM
o 3000 py6uneit;

b. oxJaz pabouero BeIpoc Ha 850 pyOieii;

C. Mopo30B BBILIEN Ha IEHCHIO;

d. VBaHOB mojHsICA TO CIIyk0€e U cTai uHxkeHepoM, KoposeB — HauaJlbHUKOM, a BOT
Epemuna 3a HapyleHre JUCHUIUIMHBI COKPATHIIN JI0 pabouero.

7. Haiinute MakcuManbHyt0 1 MUHUMAJIBbHYIO 3apIliaTy COTPYJHUKOB € TIOMOLIbIO (GYHKIMH
MUH(MAKCO).

8. C noMo11bk0 yCIoBHOTO (hOpMaTHPOBAHUS BBIJETUTE SUYEHKHU KPACHBIM LIBETOM TeX
COTPY/IHMKOB, 4bs 3apmiara PABHA MAKCHUMAJIbHOM.

9. Ilepenmenyiite nuct 311 cOTpyAHUKOB IPEAIPUSITHUS.

10.  Coxpanute paboTy B COOCTBEHHOI! Marke.
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JIABOPATOPHASA PABOTA Ne/

Co3naHue nmpe3eHTaluu ¢ MoMoIbo nmporpammsl Power Point.
ITpouecc npe3eHTauy COCTOUT U3 OTAENBHBIX ITAIOB:
Ha mnepBom »sTame mnpou3BOAMTCS TOJArOTOBKA M COTJIACOBAaHHE C INPENoOJaBaTeleM MbI
IIPe3eHTaIUH.

Ha BropomM »JTame mpou3BOIUTCS pa3paboTKa CTPYKTYphl KOMITBIOTEPHOUM IpE3CHTAIUH.
OOydJaromuiicss COCTaBISCT BapWAHThl  CIICHAPUS  MPEACTABICHUS  PE3yJIbTaTOB  COOCTBEHHOU
NESITETFHOCTH M BBIOMpAET HanOOoJIee MO IX0 IAITHH.

Ha tpetbem atare oH co3maet BEIOpaHHBINM BapuaHT rpe3eHTanun B Power Point.

Ha gerBepTom 3Tamne — oOydaronuiics mpeCcTaBIIsIeT CBOIO MPE3CHTAINIO Ay TUTOPUH.

Lenp mpe3eHTaIy - MOMOYb 00yJarOIeMyCsl JJOHECTH 3aMbICeN MPE3SHTAIMH J0 CIIyIIATeNIeH, a
CIIYIIIATEISIM TIOHATH TIPEICTABICHHBIN MaTepHall.

[locne BbICTymUIEHHS JOKJIAQUUK OTBEYAeT Ha BOMPOCHI CIIylIaTesleld, BO3ZHHUKIIHME MOCIe
JI€MOHCTpAINH MTPE3EHTAIIH.

[Tocne mpoBeneHMs BCEX YETHIPEX 3TANOB BHICTABIISIETCS UTOTOBAs OLICHKA.

PexoMeHgamum no co3laHuIo Mpe3eHTalun

OO6mwme TpeboBaHUs K MPE3CHTAINH:

[Ipesentanus He nomKHA OBITH MeHBIIE 10 ClTaii10B.

[lepBrlif TUCT — 3TO TUTYABHBIM JHUCT, HA KOTOPOM 00SI3aTEIBHO JOJDKHBI OBITH MPEICTABIICHBI:
Ha3BaHMe MMPOEKTa; Ha3BaHKE BHIMTYCKAOIIEH opraHu3anuu; GaMuins, uMs, 0TYECTBO aBTOPa.;

Crnenyromum cnaiiioM JI0DKHO OBITh COJEpXKaHHe, TN MPEACTaBlI€Hbl OCHOBHBIE OTaIbl
(MoMeHThI) mpe3eHTanuu. JKenaTenbHO, YTOOBI M3 COJEPKAHUS MO THIIEPCCHUIKE MOXKHO MEpenTH Ha
HE0OX0IMMYIO CTpaHUILy U BEPHYThCSI BHOBb Ha COJIEpKaHUE.

[Mocnenaum(u) cnaliomM(W) TIPE3CHTAMM JTOJDKEH(HBI) OBITh  CHUCOK HH(OPMAIIMOHHBIX
HCTOYHHUKOB).

[IpakTnyeckue pekoOMEHAAMU MO CO3AaHUI0 MPE3ECHTALINI

Coznanue npe3eHTaluu COCTOUT U3 TPEX ITAIOB:

|. IInanuposanue npeszenmayuu — 3TO MHOTOIIArOBas MPOLEAYpa, BKIIOYAOINIAs OIpeEAeeHHe
LeNe, u3ydeHue ayauTopuu, GopMUPOBaHUE CTPYKTYPHI U JIOTHMKU Mojaayu Marepuana. [Inanuposanue
MPE3CHTAINY BKIIIOYAET B CeOs:

Ornpenenenue Leneu.

C6op unbopmaiuu 00 ayAUTOPHH.
Omnpenenenrne OCHOBHOM HUJIEH TPE3CHTALIUY.
[Ton6op nOMOIHUTENBHON HH(OPMAIHUH.
[InanupoBaHue BHICTYIIIICHUS.

Coznanue CTpyKTypbl IPE3CHTALIUH.
[IpoBepka TOTUKK TOa4y MaTepHana.
[ToaroTroBka 3aKiIrOUYEHUSI.

Il. Paspabomka npezenmayuu — METOJOJIOTUYECKHE OCOOCHHOCTH TMOATOTOBKH CJAiIOB
Mpe3eHTAINK, BKJIIOYas BEPTHUKAIbHYIO M TOPU3OHTAIBHYIO JIOTHKY, COJEp>KaHHE W COOTHOIICHHE
TEKCTOBOU U rpaduueckoit uHGopmalmu.

1. Penemuyus npezenmayuu — 3T0 IpOBEpKa U OTIAKa CO3JAHHON MPE3CHTAIINUH.

TpeGoBanwust k 0popMIICHHUIO TTPE3CHTAIIHIA

Jlu3aitH-3proHoMudeckre TpeOOBaHUS: COYETAEMOCTh IIBETOB, OTPAHMUEHHOE KOJIMYECTBO
00BEKTOB Ha claiijie, IBET TEKCTA.

B odopmnenun npe3eHTaIuii BeIACTSAIOT JBa O610Ka: 0opopMIIeHUE CaiiIoB U TIPEICTaBICHHE
uHpopmanuu Ha HUX. J[71s co3maHusl Ka4eCTBEHHON Mpe3eHTaIlui He0OX0IUMO COOMI0IaTh Pl
TpeOOBaHUM, MPEABIABIIEMBIX K 0()OPMIICHHUIO TaHHBIX OJIOKOB.

Odopmiienue cinaioB

NG~ WNE
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. CobnronaiiTe eMHBIN CTHIIB O(pOpMIICHHUS

Cris . N3beraiite cTuieid, KOTOpbIe OYAYyT OTBIIEKATh OT CAMOU MPE3EHTAIHH.
. Bcenomorarenbnas uHdopmarus (yrnpapJisioniie KHOMKN) HE TOJDKHBI
npeobaiaTh HaJ OCHOBHOW MH(pOpMaLneil (TEKCTOM, WILTIOCTPAIMSIMH).
®on st hoHa IpeAnoYTUTENBHBI X0JIOAHBIE TOHA
. Ha onHoMm cnaiine pekoMeH1yeTcsl UCI0JIb30BaTh HE O0Jiee TPEX LIBETOB: OJJUH
st )OHA, OZIMH IS 3aTOJIOBKA, OJIMH JJIST TEKCTA.
Hcnons3oBanue .
LBeTa . Jist hoHa M TEKCTa UCIOIB3YHTE KOHTPACTHBIC IIBETA.
. OOpaTuTe BHUMaHKE Ha [[BET TMIIEPCCHUIOK (10 U MOCJIE UCIOJIb30BaHuUs).
Tabnuia coueTaeMoCTH IBETOB B IPUJIOKEHUU.
. Hcnonb3yiiTe BO3MOXKHOCTA KOMIBIOTEPHOW AHUMALMM I MPEIACTaBICHUS
AnumanuoHHsle | ”HGOpMaIUK Ha craiize.
dexTsr . He crout 31moynoTpedsaTh pa3iMuHbIMU aHUMAIIMOHHBIMU Y (deKTaMu, OHH He

JIOJDKHBI OTBJIEKATh BHUMAHUE OT COJIep KaHusi HHGOpMAaIMK Ha ClIaie.

[IpencraBienne napopmanuu

o Hcnonb3yiiTe KOPOTKHUE CI0BA U MPEIIOKECHUS.
Conepxanune e MUHUMH3UPYUTE KOJUYECTBO MPEATIOTOB, HAPEUH, IPUIIAraTeIbHbIX.
nHpopmaruu ° 3aroJIOBKM JIOJKHBI IPUBJIEKATh BHUMAHUE ayIUTOPHH.
Pacnionoxenue | o [IpeanodTuTenbHO  TOPU30HTAIBHOE pacrnoJjoxeHue HHpOopMaluH.
MHQOPMAIIH Ha | o Haubonee  BaxHas nHpOpMAIKs JOJDKHA PACTIONAraThes B IIEHTPE
CTpaHMIIE SKpaHa.
o Ecnu Ha cnaline pacnonaraercst KapTUHKA, HAJAMUCh JOJDKHA PACIIOIaraTbCst
o HEH.
Ulpudrsr i Jlns1 3arosIoBKOB — HE MeHee 24.
. st madopmaruu He MeHee 18.
o MpudTsl 6€3 3acedek Jierye YUTaTh ¢ OONBIIOTO PACCTOSHHUSL.
o Henb3s cMemmBarh pa3Hble TUIBI LIPUQTOB B OJHOM MPE3EHTALUH.
o Jiia Boiaenenust ”HGOpMaIUK CleAyeT UCIOIb30BaTh KUPHBIN MIPUQPT, KypCUB
WJIY TIOTYEPKUBAHUE.
o Henb3s 3moynotpebnsate mponucHbIMUA OyKBaMH (OHM YUTAIOTCS XYyXKe
CTPOYHBIX).
CrocoObl Crnenyer UCNONB30BATh:
BBIACIICHUS * paMKu; I'paHULIbI, 3aJIUBKY;
uHopMamH . IITPUXOBKY, CTPEIIKH;
° 0 PUCYHKH, AMArpaMMBbl, CXEMBbI JUIsl HIUTFOCTpaliuy HarnboJiee BaXKHbIX (PaKkToB.
O6bem . He crouTt 3amonHATh OUH Clail CIUIIKOM OOJBIIUM 00beMOM MH(OPMALIUHU:
uHpopMalmu JIOAX MOTYT €JMHOBPEMEHHO 3allOMHMTb He Oosee Tpex (aKToOB, BBIBOJIOB,

OIIPENEIICHUN.

° HawuGonpas 3(1)(1)6KTI/IBHOCTB AOCTUTaCTCA TOT'JAa, KOrJa KJIIKOUCBBIC ITYHKTHI
OTO6pa)KaIOTC$I I10 OJTHOMY Ha KaXXJO0M OTJACIIbHOM claiize.

Bungl cnaiinos

Jlna obecriedeHus pa3HOOOpa3us CleyeT UCIOIb30BaTh Pa3HbIE BHUJIbI CIANI0B:
. C TEKCTOM;

. ¢ Ta0JIUIIAMU;

. C IMarpaMMaMH.
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JIABOPATOPHAS PABOTA Ne8

Cosznanue HOBOM 0a3bl JaHHBIX
3amanue:
. Boiimute B cpeny CYBJ] Microsoft Office Access 2010, gepe3 I'maBHoe menro— Ilyck,
[Tporpammsr, Microsoft Office, Microsoft Office Access 2010 (bonee ObicTpblii croco® - HavaTh
coueranue kinaBum <Win> + <R> m B mossuBIIeMcs OKHe BBecTH Msaccess. Ilociie sToro, HaxkaTh

kHOnKy <OK>).
. Jlia coznanus HoBoW 0a3bl AaHHbIX (B/]) MOXKHO IBaXabl MIENKHYTH M0 KHonke <HoBas
0a3za gamHBIX> 7", B mpaBoii wactm okHa Access BBecTH HoBoe wums (aiinma BJ]
Vuin daitna
Togaps =3
(Tosapwr) 1 BbIOpaTh KaTajor pasMmemnienus bJ[ ¢ momMoiibio KHOKH .(BwiOpath

HYy)KHYyI0 nanky ans coxpaHenuss b/, manpumep: Kommbrorep /UserZ/Ilanka obmena/OK®d/manka c
Ha3BaHMEM IPYIIbI/ CO3AaTh Mamnky noja ceoeit pamumnueit / Bnoxuth B Hee b/l ToBapsr). 3arem, cienyer

(&
HaxaTb Ha KHonky <CosmaTe> "~ . B pe3ynpTaTe 3THX JEHCTBUN B yKa3aHHOM Kartajore Oynaer
CO3/1aHa M OTKpPHITA JJI4 3anojJHeHust HoBas b/l
[Ipumeuanue: [Ipu coznanum HoBo#l B/l oHa oTKpbIBaeTcs ¢ HOBBIM 0OBbekTOM Tabmuua 1. OToT
= Tabnwual
Kop + | WearHume dna dobaenerus -

g |
00BEKT OTKPBIT JId 3allOJTHCHHUA B PCKUME Ta6J'II/II_[BI (Ne) , HO OJTOT

pEeXUM HE MO3BOJIAET 3a7aTh (POPMATHI MOJIEH TaOIUIIBI, OTPAHUYCHHS HA BBOJIWMBIC 3HAUCHHS, 3HAUCHUS
[0 YMOJIYaHUIO U T.J., TO3TOMY Ha/lo nepelTu B pexum Koncrpykropa.

. 7S TepexoJia B PEKHUM KOHCTPYKTOPA MOXHO UICJIKHYTh MO KHOMKE <Pemum> :rewums
BKJIAJIKU JICHTHI

B Koncrpywrop

. I'maBHas. Beiopars xHOmKy <KOHCTpyKTOp> . IIpu mepexonie B pexum
KOHCTPYKTOpa IOSIBUTCS 3ampoc Ha coxpaHeHue oObekta bJl Tabmuma 1. M3menutre wms TaOIUIIbI
Halosapvl 1 HaxmutTe KHOomKy <OK>. CneBa B paboueill o0iacT OKHa Access pacrojaraercsi OKHO
O6nacTh Mepexo10B, sl TOTO YTOOBI BEPHYTh €0 U OCBOOOJAUTH MECTO JJIsi paboThl ¢ TaOIUIeH HYKHO

HakaTh KHONMKY <OTKpPBITH/3aKpbITh TPaHUIy 00IacTH IepexonoB> <. 3agalite uMeHa mnoneil u
BBI6epI/ITe THUIIbI JAHHBIX, KdK ITIOKa3aHO Ha pHUcC. 5.5.
= Tosapw |1 KaueHTe

WMma nona Tun JaHHbIX
% |Kog CueTumk
HavmeHoBaHWe ToBapa TeHCTOBbIA
Mapka ToBapa TeKCToBbIA
OnKcaHue BnoxeHue
LleHa LOeHemHbIHA
Mzobpaxenue Mone obbekta OLE
Pucynox 5.5 - Co3nanue tabauusl Toapsl B pexuMe KoHerpykTopa.
[Ipumeuanue!

Tabnuywvl 261310MC OCHOBOU 0A3bl OAHHBIX, NOIMOMY UX CO30AHUE ABNAEMC NEPEbIM ULA2OM K
peanuzayuy nocmagieHHou 3adauu. Access npednazaem HECKOIbKO CHOCOO08 CO30aHUs Mabauy,
Komopule omobpasxicaromcs npu Haxcamuu Ha kKhonky Cozoams 6 okHe 0a3bl OGHHbBIX:

1. Pexxcum mabnuyvl — Oannvie 6600amcs 6 20mMO8YI0 CMPYKMypy mabauysl, 3amem
OnpeoeNnAmca HA36aHUs NOJeu, a 6ce OcmalbHble oOelicmeus Access «ocmaegnsem 3a KAOPOM,
NONb306aMeNb MOJHCEN NOMOM UL BHECTU USMEHEHUS 8 CIPYKIMYPY.

2. Koncmpyxmop — coz0anue mabauysl «c Hy1ax».

3. Illabnonwt mabauy — cozoanue mabauybl Ha OCHOBE 20MOB020 WADIOHA.

4. Hmnopm mabnuy — cozoanue mabauysvl HA OCHOGe Yice umeioujelics 8 Opyeou bOaze
OQHHUIX.
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Haubonee mpyooemxum sensemcsa cnocob co30anus ¢ NOMOWbIO KOHCMPYKMOpA, HO OH
appexmusen 3a cuem moz20, UMO paA3PAOOMYUK CMPOUM HNPOEKM MAbIUYbl MOILKO NO CBOEM)
JHCENAHUIO.

o Coznanite mnosie «Kon ToBapa», BBels B IEPBYIO CTPOKY KOJIOHKH «MMsa moss»
HanMeHoBaHue nois «Kox toBapa» u HaxxMuTe KiaBuiy «Enter».
o Kypcop aBroMarnuecku nmepemMecTuTCss BO BTOPYHO KOJIOHKY «Tur naHHbeIX». Packpoiite

CIIMCOK THUIIOB JIaHHBIX, IIEJIKHYB 10 KHOIIKE BBIMAJAIOIIEro CIMcKa, U BbiOepuTe TUll «CUETUUK.

[Toe <CYUETYUK> sBnsieTcs yHUKaJIbHBIM MOJIEM, B PEKHUME TaOIHIBI 3alOJHEHHE TaHHOTO
cronbua Oymer uATH aBToMaTtudecku.KiodueBoe mmosie MO3BOJSET YHUKAIBHBIM 00pa3oM OIpEaeTUTh
KaKYI0 3allich TaOJUIbl — JaHHBIE B HEM HE MOT'YT IMOBTOPSATHCA U B JAJIbHEHUIIEM UMEHHO [0 HEMY U
CTPOSITCS OTHOILIEHUS MEX]Ty TaOJIULIaMU.

B nmanHOM citydae HETpYAHO 3aMeTHTh, 4To moiyie «Koj ToBapa» OyaeT ciayXHuTb CBOEOOpa3HBIM
HOMEpPOM TOBapa (MHBEHTapHbIM, HOMEHKJIATYPHBIM U T.J.), IO3TOMY Ui OIPENEICHUs €T0 B KauecTBE
KIIFOUEBOTO JIOCTATOYHO ILEIKHYTh MBIIIBIO 110 UMEHHU ATOTO NOJS M HaXaTh KHONKY «KitoueBoe mosiex
Ha TaHeIu HHCTPpYMEHTOB. Pe3ynbraroM OyzaeT MHOsBIEHHE CHMBOJIA KJI0Ya B OOJIAaCTH MapKHUPOBKU
PAIOM C UMEHEM IOJISL.

[ToBTOpHOE HaXkaTHe HA 3TY KHONKY OTMEHMT ONpeeTIeHUE KiItoua JJIs JAaHHOTO MOJIS.

o [IlenkHuTe MBILBIO B KOJOHKE «OmnucaHue» W BBEAUTE TEKCT OMNMCAHUS, HalpuMep
«YHHKaIbHBIM HOMEP TOBapay».

[Ipumeuanue!

Tun nanHeIX onpenenseT, kakasg HHPopmalus Oy1eT XpaHUTHCS B JaHHOM MoJie. OCHOBHBIE THUITbI
JTAHHBIX — TEKCTOBBIM, YHUCJIOBOW W JaTa/BpeMsl MO3BOJSIOT COXPAHUTh OOJBIIMHCTBO JAHHBIX. THIIBI
nanHblX «llone oObexta OLE», «BioxeHue» MO3BOJISIOT XpaHUTh B 0aze JaHHBIX Trpaduueckue
n300paxeHust U1 00beKThl, «[ Unepcehbuikay — MyTh K JOKYMEHTY Ha JIOKaJIbHBIX MJIM CETEBBIX TUCKaX, a
Taoke B cetH Internet, «mosie MEMO» mo3BosieT XpaHuTh OOJIBITHE TEKCTOBBIE (PparMeHTsl, a «Mactep
MOICTAHOBOK» IO CYTH, HE SIBJISICTCS] TUIIOM JAHHBIX, HO MO3BOJISIET CO3AAaTh B COOTBETCTBYIOIEM I10JI€
CIIMCOK /17151 y100CTBa BBO/Ia JAHHBIX.

AHaniornyHo co3paiite nonsa «HaumenoBanue toBapay, «Omnucanue» u «llena», «Ctpana
M3TOTOBUTENBY, «300pakeHne», 3amoTHITE CBOMCTBA TOJICH COTJIacCHO TadiuIie 2.

Tabnuna 2 — 3anogHeHNe CBOMCTB NOJIeH B pexKHUMe KOHCTPYKTOP

msa nons Tun nagHBIX CBOHCTBO mOJIA
Kon CUHETYUK (KJIKOUEBOE) Pasmep nons </[nmmHHOE 1emoe™>
HunexcupoanHoe mone <Jla (coBmazeHus HE TOITYCKAOTCs )>
HaumenoBanue | TekcToBbIM Pazmep momnsa <50>
TOBapa Hunexcupoannoe mone<Jla(lomyckaroTcs COBITaIeHHUS )>
Mapka ToBapa TekcToBbIi Heo0xoammo B pasnene CoiicTBO mons nepeiitu Ha 3aknaakyllomcranoBka.

Tun snemenTa ynpasnenus BoiOpaTh 3HaueHuellone co criuckom, s
cBoiicTBaTum nucrounuka crpok —Crnucok 3Hauenuil. [Ipu 3anonHeHnuu cBoricTa
HcTouHnK CTpOK MOKHO Ha)XaTh HAa KHOIIKY BBI30Ba OKHa/{3meHenue
9/1EMEHMO8 CNUCKOG =l BBECTH KaX/Iblii CTHIIb UCTIOJIHEHHSI B HOBOH CTPOKE.
[ocne naxxatus knonku <OK> 35eMeHTHI criiicka OyayT 10OaBJIeHBI B BUAE
cienyromei ctpoku "Nokia ";"Samsung ";"Motorola ";"Sony Ericsson
":"Siemens ";"Apple iPhone 4S 16Gb";"ASUS Eee PC T91 ";"Fujitsu Stylistic
ST6012".

[Ipu 3akpbITHN TaOINIBI TOSIBUTHCS 3aPOC HA COXpaHEHUE N3MEHEHUH.

Ornucanue Bioxenue

Llena JleHeKHBIH Yucio gecaTHYHEBIX 3HAKOB <2>

Uzobpaxenune [one
oobexkra OLE

Coxpanute Tabnuiy nog umeHeM «ToBaps» ¢ momorisio komauabl daiin — CoxpaHuTh (MM KHOTIKA
«CoxpaHUTh») U yKa3aB ee ums. [locne 3Toro Tabimily MOXKHO 3aKPBITh — IPOEKT €€ YKe CO3/IaH.
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