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NNPEAUCIIOBUE

M3MeHeHHs B COBPEMEHHON SKOHOMHKE, OOYCIIOBJICHHBIE PEBONIOLMEH B MH(POPMALMOHHBIX H
KOMMYHUKAIIMOHHBIX TEXHOJOTHAX, AUKTYIOT HOBBIC TPEOOBAaHMS K BBHITYCKHUKaM BY30B. OHHM U3
IYHKTOB MPOTPAMMHBIX MEPOIPHUATHH SIBISETCS PAa3BUTHE CHUCTEMBI MOJTOTOBKH CIICLUAIICTOB U
KB (UIIMPOBAHHBIX ITOJIb30BATEINICH KOMITBIOTEPHON TEXHUKH.

KomrbroTepusanysi 5JKOHOMUKH U BCETO OOIIECTBA, 10 MHEHHIO OOJIBIIMHCTBA YYEHBIX, BBICTYIACT
MOIIIHBIM CPEACTBOM KakK JJIsl MPO(GECCHOHAILHON JAEATEIBHOCTH CIIEIHATINCTA, TaK U JJISl €T0 JYXOBHO-
ro pocra. JIoCTIKEeHUIO 3THUX LeNel CocOOCTBYET M3Y4YEHHE CTPATerHYecKO, HHTErpaJbHON IUCIIH-
IINHBL — HHpopMaTuku. [locTeneHHO OCBOEHHME OCHOB JAHHOW HAYKH IPEBPAIIACTCS M3 peMecia 110
BJIQJICHUIO KOMIBIOTEPHOH TEXHMKOW B OAMH M3 OOS3aTENbHBIX HABBIKOB OOPAa30BAaHHOTO YEJIOBEKA.
BpIpaboTka aaropuTMHUYECKOTO MBIIUICHHS, NPHOOIIeHHEe K WH()OPMAMOHHOW KYJIBTYpE IO3BOJIST
cryzneHTaM 3(pPEeKTUBHO peann30BaTh HAKOIUICHHBIC 3HAHUS, UCTIOIb30BaTh UX B HAaHOOJIEe TUHAMUYHO
Pa3BHBAIOLIMXCS CEKTOPAX COBPEMEHHOM AIKOHOMHUKH.

Llenbro TaHHOTO Y4eOHOTO MOCOOUS SIBIISICTCS M3yUCHHUE MOMYIISIPHBIX CUCTEM U O()MCHBIX IPUIIOXKe-
HHH, CO3/IaHHBIX Kopropauueidr Microsoft. DTu komIbrOTepHbIE POrpaMMbl (PAKTHYECKH CTATH CTaH-
JIAPTOM CHCTEMHOTO M MPUKJIAHOTO IPOrPaMMHOT0 00eceYeH st. DlIeMEeHTapHast HaCTPOWKa KOMITbIO-
Tepa, opopmiieHre 0QHCHOM JOKYMEHTAlUH, JOCTATOYHO CIOXKHBIE PACUEThI IO MPOQUITI0 BHIOPAHHON
CIICIMAIILHOCTH CTAHOBATCS IOCTYITHBIMU Onarogaps npoaykuuu Microsoft.

D¢ dexTrBHOE HCTIONB30BaHKE JTHO00H KOMITBIOTEPHON MPOTPaMMbI BO3MOXKHO JIMIIb IPU YCIIOBHU
JIOCTAaTOYHO TITyOOKOTO 3HAHWS IMOJB30BATEIEM €€ Ha3HaueHHs, (HYHKIMOHAIBHBIX BO3MOXKHOCTEH,
YCJIOBUI IPUMEHEHHS CIICIHATMCTAMU Pa3HbIX HAIPaBJICHUH, B YACTHOCTH 3KOHOMHYECKOTO mpodu-
as1. B cBsi3u ¢ 9THM HEOOXO0ANMO paccMOTPETh KaKk OCHOBHBIE TEXHUYECKHE XapaKTEPUCTUKU CUCTEM
Word, Excel, Access, PowerPoint, Tak u o01ye NpHHIKIIB KOMITBIOTEPHON 00pab0TKH HH()OPMAIIHIH.

Hacrosimiee yuebHOoe ocoOue paccunTaHO Ha HA4YaJIbHBIN YPOBEHB BJIaJICHUS KOMITBIOTEPHOH TeX-
HUKOW. B Xo/e M3ydeHus: MaTepuaa mpeajaractcs BhIIOJHUTD PsiJi B3aMMOCBS3aHHBIX 3a/IaHUH, KO-
TOPBIE COMPOBOXKIAIOTCS OMMMCAHUEM ITOCIICAOBATEILHOCTH HEOOXOIUMBIX ACUCTBUI. YPOBEHB IOITY-
YEHHBIX 3HAaHUH MOXKET OBITH IIPOBEPEH C MOMOIIBI0 KOHTPOJIBHBIX BOIPOCOB K KaXI0My naparpady.



1. TEKCTOBbII PEJAKTOP WORD
JIABOPATOPHA PABOTA Nel

1.1. OCHOBHGLIE ITPMEMbI PABOTbI C TEKCTOBBIM PEJAKTOPOM WORD
1.1.1. Unrepdeiic nporpammer Word 2010

Microsoft Office 2010 — na3Banue HoBelimiei Bepcuu makera Microsoft Office. HoBblit oducHbIi
MakeT YCTaHaBIIMBaeTCs Ha oreparoHHbie cucrembl Windows 7, Vista m Windows XP. OducHsrii
naker Microsoft Office 2010 nmpenHa3HadeH Jis TMOBBIMICHHUS MPOU3BOIUTEIBHOCTH pPadOTHI, TO-
CKOJIBKY OH TIPEIOCTaBIISIET CPEICTBA, IMO3BOJSIONIME O€3 Tpylda co3/laBaTh MPOo(ecCHOHATLHO
oopMIICHHBIE JOKYMEHTBI, 00bEeIUHSS H300paKEeHHUsI, TEKCT ¥ BUICOMATCPHAIBL.

ITporpamma Word makera Microsoft Office 2010 siBiseTcst OqHHM M3 CaMbIX IMOMYJISIPHBIX TEKCTO-
BbIX pelakTopoB. OHa 00MagaeT MUPOKUMH BO3MOXKHOCTAMHU JUIsl paOOThl HE TOJIBKO C TEKCTOBBIMU
JOKYMEHTaMH, HO U ¢ TabJIuIaMu, B TOM YUCIIE AJIEKTPOHHBIMU, MaTeMaTHUYeCKUMH (hopmynamu, Oa-
3aMU JTaHHBIX, TpadudyeckumMu o0bekTaMu. C MO-MOLIBI0 3TOTO PeJaKkTopa MOKHO CTPOUTH Pa3jiny-
HOM CIIO)KHOCTH TpaduKu, [uarpaMmsl U T. A. [t ynoGcTBa paboThl MOIB30BATEINIO MPEAOCTABISIOT-
Csl TAKHE BO3MOXKHOCTH, KaK BCTPOCHHbIH PEKUM NPOBEPKH NPABOIHMCAHNS, PACCTAHOBKA [IEPEHOCOB,
AaBTOMATHUYECKasi 3aMEHa TeX WJIM MHBIX COYETaHHH CHMBOJIOB Ha TpeOyeMble CIIOBa WU CIOBOCOYE-
TaHUSl.

B cnpaBouHO# cucTemMe peirakTopa MOXKHO HAalTH OTBET HA JHOOON BOMPOC, YTO IKOHOMHUT BPEMs
npu paboTe CO CIOKHBIMH TaONHMIIAMH, JUarpamMmamu v T. 1. OOl BUJ TEKCTOBOIO PEAaKTOpa
pUBEICH
Ha puc. 1.1.

OKHO UMeeT 1IecTb OCHOBHBIX 00JIacTei:

— 3aroJIOBOK, 0TOOpaXkaeMblii BBEpXY IKpaHa;

— HaHesnb OBICTPOro AOCTYIa ¢ HauboJiee YacTO UCTIOIb3yeMbIMU KHOIIKAMHU;

— JIGHTY ¢ HaOOPOM BKJIAJIOK;

— BKIaAKy @aiin, 3amenuBinyto Bkiaaaky Office uz sepcun 2007;

— 001acTh JIOKYMEHTa, KOTOpasi BKIIOYACT B ce0s FOPU3OHTAIBHYIO M BEPTUKAIBHYIO JUHEHKU
dbopMaTupoBaHus, MOJIOCH MPOKPYTKHU (A1 OBICTPOro MEepeMENIeHUs MO JOKYMEHTY), pabouyio 00-
JacTh JUIsl BBOJIA M pEAAKTUPOBAHUS TEKCTA;

— CTPOKY COCTOSIHUS, B KOTOPOM 0TOOpaxaroTcs (clieBa HampaBo): MOPSAIKOBBI HOMEp TEKYIIeH
CTpaHUIIbI B IOKYMEHTE U 001[ee KOJTUYECTBO CTPaHMUII, 00II[ee KOJIMUECTBO CIIOB B JJOKYMEHTE, S3BIK
BBOJIa, KHOIKH TMEPEKII0YEHUS PEKUMOB pabOThl ¢ JOKYMEHTOM, TMOJI3YHOK M3MEHEHHs MaciiTada
JIOKYMEHTA.

aHeJb OBICTPOTO 3arooBOK— Komannasre Kaonku

Aaoctyna BKJIaAKH HCIIOJTHCHUA
l
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Puc. 1.1. Pabouee okHO TekcToBOrO peaakropa Word

1.1.2. 3arpy3ka TEKCTOBOTO peaaKTopa



[lpy BKJIIOYEHHM KOMIIBIOTEpA HA HKpaHE MOSBISAETCS pabO4Mil CTOJ, C KOTOPOTO MPOMCXOIMT
yIpaBJIeHUE KOMIIBIOTEPOM, a TAaKXKe HAYMHAETCs paboTa ¢ MPUKIAJHBIMU IIPOrPaMMaMHU.

TekcToBBIi peJaKTOp MOXKHO 3arpy3HTh, HCIOJIB3Ys It 3TOro sApiabik Microsoft Word na pabouem
CTOJIE — JOCTATOYHO JICBOM KHOIKOW MBIIIH CETATh ABOWHOM MIETYOK MO 3TOMYy 00bekTy. To ke ca-
MO€ MOKHO CJIeJ1aTh C IIOMOIIBIO KHOIIKH . bosnee onbITHBIN 110JIb30BATENb MOXKET 3arpy3UTh pe-
JAKTOP C MOMOILBIO porpamMmmsl [/posoonuk nnu Mot komnsromep.

1.1.3. 3HaKOMCTBO C JIEHTOU

B BepxHeil yacTu OKHa MporpaMMebl pacrionaraercs JienTta (puc. 1.2), 3aMeHUBIIasE MEHIO U MTaHEIH
MHCTPYMEHTOB NpeAblAyIX Bepcuil. Habopsl koMaH/ Ha JIeHTe MpeAcTaBlIeHbl B Buae BkiIaaok. Ko-
MaH/bl Ha BKJIQJKaX OObEIWHEHBI B TPYIIBI, (OPMUPYIOUIHECS MO THUILY BBIMOIHIEMBIX OMepalui,
JUISL IOCTYIA K KOTOPBIM JJOCTaTOYHO IIEJIKHYTh Ha 3ar0J0BKE MBIIKOM. BKiaaku Ha jeHTe ynopsao-
YEeHBbI COTJIACHO MOCIEA0BATEIbHOCTH 3a/lad, KOTOpbIe, KaK MPaBUJIO, BBIMOIHIIOTCS Ha pa3HbIX 3Ta-
nax CO3JjaHusl IOKyMEHTA.
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Pwuc. 1.2. Bepxusist yacTh okHa peaakropa Word

JlenTta nuHaMU4YHA, T. €. IO MEPE CMEHbI 33a7a4 (BbIACICHUE PA3IUYHBIX OOBEKTOB B JOKYMEHTE)
MOTYT MOSBIATHCS TOMOTHUTENbHBIE BKIAIKU, HAIIPUMED:

— eCJIM BbIjIeJIeHa TabJIrIa — MOSBISAIOTCS BKIaaku Konempykmop v Maxem (puc. 1.3, a);

— €CIIi PUCYHOK B Tabnulle — MOSBISIOTCS BKIaaAku Popmam, Koncmpykxmop u Maxem (puc. 1.3,
0).
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Puc. 1.3. JlononmHuTeNbHEIE BKIAIKH JIs1 pA0OTHI ¢ TaOIUIIaMHU:
a — Bkyagku Koucmpykmop i Makem;
6 — Bknaaku @opmam, Koncmpykxmop n Maxem

OCHOBHBIMU KOMaHHBIMH BKJIQJIKAMHU SIBJISIFOTCS CIETYIOLIHE:

— I'nasnas — collepUT KOMaH/bl, CBA3aHHbIe ¢ Oydepom oOMeHa, BEIOOpOM HIpU(TOB, HACTPOI-
KOH ab3a1ieB, CTUISIMHU U TTPABKOIA;

— Bcmaeka — BKIII04aeT MHCTPYMEHTHI JUI 100aBIeHUS CTPaHML, TAaOJIHII, MIUTIOCTPALUH, CCHUIOK,
3aroJIOBKOB, TEKCTOBBIX OOBEKTOB U CUMBOJIOB B JIOKYMEHT;

— Pasmemxa cmpanuybl — CONEPKUT UHCTPYMEHTHI Ul U3MEHEHHsI BCETO BHEIIHErO BUIA JIOKY-
MEHTa, €ro 1BeTa, MpUPTOB U 3PPEKTOB, UHCTPYMEHTHI pelaKTUPOBaHMs (POHA CTPAHMUIIB], Ha3HAYE-
HUS T10JIeH, OTCTYIIOB MU MHTEPBAJIOB, MOPSAOK PACIIONOKEHHS SJIEMEHTOB Ha CTPAHUIIE;

— Cebinku — 00bEIUHSIET CHeMaIbHbIE 3JIEMEHTBI: OTJIaBJICHUs, CHOCKH, IIUTAThl M Oubnuorpaduu,
3aroJIOBKH, IPEMETHBIN yKa3aTeib U T. 11.;

— Paccolniku — conepX HUT MHCTPYMEHTHI, HEOOXOAUMBIE NMPH CO3JaHHUU, MPEIBAPUTEIILHOM IPO-
CMOTpE U peanu3aliy MpoeKTa CIUSHU MOYTHl UM 0a3bl JaHHBIX;

— Peyensuposanue — KoMaHAbl 3TOM BKJIAJKU HEOOXOJUMBI JJIsl POBEPKU MPAaBOMUCAHUS, CO3/1a-
HUS U PelaKTUPOBaHMS MPUMEUYaHUH, BHECEHHS MCIPABICHUN, NX MPOCMOTpA, OTCICKUBAHUS U 00-
pabOTKM W3MEHEHHH, CPaBHEHUS BEPCUH U 3aILUTHI JOKYMEHTA;

— Buo — conepuUT KOMaH bl JUId MaclITaOupoBaHUs U HACTPOEK IPOCMOTpa IOKyMEHTA.

B mpaBoM HIKHEM YTy KaXK[0H MaHelIu HHCTPYMEHTOB HaXOJUTCS KHOIIKA , KOTOpast OTKPbIBAeT
muanorldoe okHO cooTBeTCTBYIOMIEH MaHeH.

[Ipumeuyanue. UToObI CBEPHYTH JIGHTY B CTPOKY, HY)KHO HICIKHYTh MPaBOM KHONKOM MBIIIN Ha
Jr000M ydacTKe JICHTHI U B MOSBUBIIEMCS KOHTEKCTHOM MEHIO BbIOpaTh koMaHay CeepHymbo jieH-
my. JleHTa pa3BepHETCS, €CIU IEIKHYTh MBIIIBIO 10 JIF0OOH BKJIAJIKE, a MOCIIe IIeTYKa B JOKYMEH-
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T€ OHAa aBTOMAaTUYECKH CBepHETCs. UTOOBI JIeHTa Bceraa oToOpakanach B pa3BepHYTOM BHUJIE, HAJIO
HICTKHYTh PAaBON KHOMKOM MBIIIN Ha JIFOOOM SIPIIBIKE JICHTHI U B TIOSIBUBIIEMCSI KOHTEKCTHOM Me-
HIO BHOBB BbIOpaTh KoMaHy CgepHymb 1eHmy.

1.1.4. Hactpoiika maneau ObICTPOTO JTOCTYIIa

B n1eBoit yacTu CTpOKM 3arojoBKa HAXOJIUTCS MaHedb ObICTporo goctymna. Ha Hel pacmonararoTcs
KHOIIKH, KOTOPBIE HCIIOIB3YIOTCS MPU paboTe B JIIOOOM PEKUME, — JJII COXPAHCHUS IOKYMEHTA, BbI-
MIOJITHEHHSI OTMEHBI M BO3Bparta AcicTBUA. [1o ymMoraHuio maHenb ObICTPOTO JOCTYIa pacioJiaraeTcs
Haj JeHToi. UToOBI maHen» ObICTPOTo I[OCTyTéTepeMCCTI/ITB MO JICHTY, HY’)KHO Ha)XaTh KHOIKY
PacIoJIOKEHHYIO CIpaBa OT MaHeIu OBICTPOro JOCTYIa, U B MOSBUBIIEMCS MEHIO BBIOpaTh KOMaHIy
Paszmecmumo noo nenmoii.

[Tonp30oBaTes MOKET 10OABUTH HY)KHBIE KHOIIKH Ha IMaHEb OBICTPOrO JOCTYIIA.

3aoanue 1.1

1. Haoemume knonkZl na nanenu 6vicmpo2o 0ocmyna u 6 noseuuemcs Menio évibepume on-
yuro [pyaue KomaHowl.

2. B nossuswemcs ouanocosom oxue Ilapamempor Word (omxpeimom 6 xamezopuu Ilanens
OvlIcmpoeo docmyna) u3 packpuleéa-oue2ocs cnucka Bviopams komanowbl u3: evibepume GKIAOKY
Inasnas u ewvidenume komanowvi Konuposame, Buipesamv u @opmam no oopasyy, 3amem HAMCMU-
me KHONKY m (unu OBOUHBIM WENYKOM HA KoMaHoe). B cnucke, pacnonioxceHnom cnpasa,
NoA6AMCs 8blOPAHHBLE KOMAHOWL.

3. 3axpoiime duanoeosoe oxno Ilapamempor Word, wenxknys moiuibto no kHonke oK.

4. Yoanume xomanowvr Konuposamo, Bvipezamv u @opmam no obpaszyy, 6vloeius ux 6 cnucke
ouanozoeoco oxkua Ilapamempor Word u naswcas kHonky m

Ipumeuanue. CymecTByer 60jee MPOCTOM crocod 100aBICHUSI KHOTIOK HA TaHEeIb OBICTPOTO J10-
crymna. [IJist 3TOro Hy»KHO OTKPBITh BKJIQJIKY JICHTBI, HA KOTOPOW HAXOIUTCS HEOOXOaMMas KHOTIKA,
HICTKHYTh NIPABOM KHOIKOW MBI HAa KOMaHJC ¥ B MOSIBUBIIEMCS] KOHTEKCTHOM MEHIO BBIOPATh
NYHKT JJobasume Ha naunens 66iCmpo2o 0ocmynd.

1.1.5. Co3ganue HOBOro JOKyMEHTa

ITo ymMomuaHuIO Npy 3arpy3Ke TEKCTOBOI'O PEAAKTOpPA aBTOMATHUYECKU CO3JJAETCSI HOBBIN TOKYMEHT
¢ umeHeM /Jokymenm 1. JIyia coznanus Apyrux (aiaoB B TEKYLIEM peXUMe padOThl HY)KHO OTKPBITh

BKJIIaIKy @ailn, BEIOpath paznen Cozoamv, MyHKT Hogwlii 0oKyMenm N HaKaTh KHOIIKY (puc.
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3aoanue 1.2
Co3z0atime HOBbIII OOKYMEHM, 8 KOMOPbIUL 86edume Cedyiouwuti mekcm.



Pe3ynbTaToM MHTEHCHBHOTO Pa3BUTHUS MH(POPMALMOHHBIX TEXHOJOTHH MOXHO CUMTATh TO, YTO
OHHU HaxXOT IIMPOKOE MPUMEHEHHE B PA3NUYHBIX chepax yermoBeueckon aesrenbHocT. Hanbonee
pacnpoCTpaHEHHBIMH W Pa3BUBAIONIMMUCS KOMIBIOTEPHBIMH MH()OPMAIMOHHBIMH TEXHOJIOTHSIMU
SIBISIFOTCS] TEXHOJIOTHH BBICOKHX CKOPOCTEH mepenadn JaHHbIX. K TakuM TeXHOIOTHSM MOKHO OTHE-
CTH OOIIEeIOCTYIHBIE U OOLIETTPU3HAHHbBIE YCIyTH II100anbHoN ceTd VIHTepHEeT W 3JIeKTPOHHOM Mmo-
qThI (e-mail), K KOTOPBIM CEro/iHs 00paIarTCs AeCATKH MIIITMOHOB ITOJIb30BaTeNei Bcero mupa. B
Hacrosee Bpemst THTepHeT ucnonb3yercs yxKe He Kak OObEKT MO3HaHUs, a KaKk 00bEKT peryimpo-
BaHUS U YNPABJICHUS Pa3IMYHBIMU IMPOIECCAMH, HAauWHAs OT IPOM3BOJCTBEHHBIX W 3aKaHUMBAs
y4eOHBIMU.

OOpa3oBaTenbHBI MPOIECC B By3€ JODKEH OPHEHTHPOBATHCS HA IOJTOTOBKY CIICIIHATHCTOB
BBICIICH KBaTM(UKAIMKA B 00JIACTH SKOHOMHUKH, IOPUCHPYJICHIUH, YIPABICHHUS, CIOCOOHBIX OBITH
KOHKYPEHTOCIIOCOOHBIMH B COBPEMEHHBIX YCIOBUSAX HOBBIX SKOHOMHUYECKUX OTHOILICHHIA.

Mpumeuanue. KpacHas crpoka HaumHaercsi kiaBuiiedl [Tab]. 3armaBhas OykBa BBOAMTCS TpH
Hakaroi kiasuiie [Shift]. [Tocne kaxoro 3Haka npenuHaHUs HEOOXOIUMO HAXaTh OJUH pa3 Ha
knasumy [[IpoGen]. B mpomecce BBoga Tekcra kinaBuiia [Enter] Haxxumaercs: ToJbKO B KOHIIE a0-
3ana. Jlns ynaneHusi HEBEpHO BBEICHHOTO CHMBOJIA HCIoJb3yercs kiaBuiia [Delete] mm6o [Back
Space].

1.1.6. CoxpaHneHue IOKyMEHTa

B TexkcToBOM peakTope CyIIecTBYET HECKOJIBKO CIIOCOO0B COXPaHEHHsI TOKYMEHTa B 3aBUCHMOCTH
OT TOro, OBUT I OH HabpaH B HOBOM (paiine unu B (aiine, paHee COXpaHEHHOM Ha JTucke. B mepBom
cliydae HY)KHO HCIOJIb30BaTh kKoMaHny @aiinl Coxpanums Kax..., TOCIE 4€ro Ha SKpaHEe MOSBIACTCS
JIuajgoroBoe okHo (puc. 1.5). B 3ToM okHe BeIOMpaeTcss 00BbEKT (AMCK MJIU TaIKa), Ha KOTOPOM COXpa-
HSIETCS] TEKCTOBBIN (hailsl mo/1 BBEIEHHBIM UMEHEM.

W] Coxpanetine pokymenta ==
@@v » BuBanoTekM b JlOKYMEHTEL b = [2 | [ Moucs: Lowymermen 2|

¥nopagounts ¥ Hosan nanka FEE @

-

Bubnuoteka "oKyMeHTbI"
AE BubnvoTekn S — 'ﬂ' Ky ¥nopagouwute: [lanka ~

4 E Bugeo o

IS Howyaerret ran Aarta nameHeHnn Tun
b [E Vsobpaxketun J} Bluetooth Folder 05.10.201215:44 Marka € daiinamn
b g Mysonca )} Sony PME 27.09.201216:02 Marka € daiinamn
4 8 Komnsiotep
3 & fNokaneHeld gnck
[ gy ChEmMHBIA guack [
~ 4 n 3
Wma daiina: | Dot =
Tun daiina: [ﬂ.c»q,rmenr Word -

Astoper: 1 Knroueekie cnoea: [obassTe KNFOYMEBOE CNOBOD

CoxpaHATb IcKNSE!

(=) CKPBITh Nankn Cepeuc v I CoxpaHnTts I [ Ormaena

Puc. 1.5. OxHO coxpaHeHuUs JOKyMEHTA

Bo BTOpOM cityuae, eciy TeKCTOBBIH (aiii paHee yxe cOXpaHsJICs Ha JUCKE, U COXPaHEHUs BHe-
CCHHBIX B HEr0 M3MEHEHHH MOCTATOYHO BbIOpaTh komauay Q@aiin/Coxpanume WA MIENKHYTH IO
KHOMKE  Ha IMaHeId HHCTPYMEHTOB.

[Mpumeuanue. UToOB TOKYMEHT MOT OTKpBIBaThCS B mpeabinynmx Bepcusix Word (2003 u crap-
1Ie), HeoOXOAMMO NIPU COXpaHeHUU B Tone Tun ¢haiina BeIOpaTh myHKT /Jokymenm Word 97-2003.

(OF 170158 CO3/IaHHbIE B Word 2010, MOYKHO COXPaHsATH B dop-
mate PDF (Portable Document Format). /Tns storo Ha Bkianke @aiin B paszaene Coxpanums u om-
npagume HYKHO HAXKATh KHOTKY , TIOCIIe Yero cIipaBa BBIOpATh KO-

maHay Cozdams PDF/XPS. B nosiBuBiuemcst okne Onyoauxosams kax PDF nim XPS crnenyer yka-
3ath B nose Mmsa ¢aiina xenaemoe ums, a B nojie Tun ¢hatina octaButh Bapuant PDF.

MOXHO OTHpPaBUTH JOKYMEHT IO 3JeKTpoHHOW moute (B ¢opmare Word wimu PDF). [Ins storo
HE0O0XO0/IMMO OTKPBITh BKIAAKY Daiin, a 3aTeM nepeitu B paznen Coxpanume u omnpasums. lpu
HE00XO0/IMMOCTH MOXKHO 3a/1aTh IOKYMEHTY JIpYTroi THII, HaXKaB KHOIKY M3meHnums mun ¢aiina.

3aoanue 1.3



Coxpanume mexcm na cemegom oucke «mservery (Z):\ é gpaiine ¢ umenem 3aoanue 1.3. /{ns smo-
20:

a) evibepume xKomandy merio Daiin/Coxpanums Kax...;
-6) 8 cmpoke evib0pa obvexma wenKHume no KHONKe cnucka
u evibepume nynkm ... «mservery (Z):\;

8) 6 cmpoKy 8800a umeny gaunia egeoume ums: 3aganue 1.3;

2) weakHume no KHonKe ii%éﬁgﬁﬁi

0) 3aKkpotime OKHO MeKCMo8020 pedaKkmopa.

1.1.7. Co3nanue NDOKyMEHTa Ha OCHOBE IIabJioHa

[Tporpamma Word conep>XUT MHOMXECTBO 11a0JIOHOB JJIsi OBICTPOro CO3/AaHUS KPacHuBO O(OpMIIeH-
HBIX JOKYMEHTOB Pa3jMYHOTO Ha3HAUYEHHUA: MuceM, GakcoB, 0T4eTOB U T. A. [[[aGn0oHBI BKIIOYAIOT B
cebst rpaduKy, cTaHIapTHBIE TEKCTOBBIE OJIOKU U 3JIEMEHTHI (JOPMATHPOBAHUS.

3aoanue 1.4

1. Ha sxnaoke @aiin gvioepume komandy Cozoame.

2. B cnucke [locmynuvie wiabnionsi werkHume muluubto no nynkmy Obpaszysl wabioHos.

3. Buibepume obpaszey wabnona Obviunoe pestome. B npasoil uacmu nosgumcs ygenuyeHHoe
uzo0bpasicenue ICKU3A.

4. Hasxcmume Ha KHONKY [Coznar] 6 NPasoll HUdCHeU 4acmu OKHA, Yoeoumech, Ymo nepekioya-
menb Co30ams ycmaHosieH 6 nonodicenue JJoxymenm.

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

6. Beeoume codeparcumoe sauie2o pesrome.

7. [lomecmume Kypcop mviuu 6 noie Bvibepume oamy:, 6 nossusuiemcs noie Haxcmume nyHKm
Cezoowusi.

8. Coxpanume nonyuennoe pesiome na cemesom oucke «mservery (Z):\ 6 gaiine ¢ umenem 3aoa-
Hue 2.4.

1.1.8. OTKpbITHE AOKYMEHTa

Jis mocnenyrouieil paboThl ¢ COXpaHEHHBIM Ha JTUCKE TEKCTOBBIM JIOKYMEHTOM 3TOT (hailin HeoO-
XOJJMMO OTKPBITh C JMCKA B TEKCTOBOM PEJAKTOPE.

[Tpu OTKpBITHM TEKCTOBOTO (hailyia ¢ JUCKa HYXKHO BbIOpaTh KOMaHIy MeHIo Daiin/Omrpeimy, B
JIMaJIOTOBOM OKHE, aHAJIOIMYHOM OKHY Ipoliecca COXpPaHEHUs, yKa3aThb MM JMCKa, BBIIEIUTh HEOO-
XOJUMBIN (palii1 u menkHyTh o KoMaHae Omxpsims. Takke MOXKHO OTKPBITh JOKYMEHT, UCIOJIb3Ys
KoMaHy OmKpuimsb Ha TIAHEIU HHCTPYMEHTOB.

3aoanue 1.5

1. Omkpoume mexcmoswiii ghaiin 3adanue 1.3. [{na smoeo.
a) svloepume xomanoy menio Paiinl Omkpoims,
0) 6 ouanoeco060m oKHe Omkpblmue ()OKymeHma eblOepume OUCK, HA KOMOPOM _COXPAHEH MmeK-
Ccmosblill (hailn, gbloenume HyHCHbIIL MEeKCMOoablll (aiil U WeaKHume no KHOnKe m
2. Haneuwamatime 3a2011060K K panee esedennomy mexcmy: Kommbiorepusie cetd. /i smozo:
@) ycmanogume Kypcop 6 Hauaje nepeoti cmpoxu u Haxcmume knasuuty [Enter];
0) 8 nycmyro 8epxHIO0 CmMpoKy 6gedume 3a20/1080K.
3. Coxpanume ooxymenm, evinoanus komanoy @aiinl Coxpanums.

1.1.9. BoccraHoBieHHE AOKYMEHTa

B nporiecce pabothl Haa AJ0KyMEeHTOM B nporpamme WOord MoXKHO aBTOMAaTHYECKH COXPAaHSTh €ro
yepes omnpeaeNieHHbIe MPOMEXKYTKH BpeMEHU. BriocneacTBun mpu HEOOXOAMMOCTH MOXHO BOCCTaHO-
BUTH OJIHY U3 COXPaHEHHBIX Bepcuil. [Iyist Toro yToObI CPeICTBO aBTOCOXpPAHEHUsSI ObUIO aKTUBHO, Ha
BKIagKe Paiin HAXXMUTE MYHKT [lapamempul 1 iepeiiaute B pasaen Coxparnenue (puc 1.6).
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Puc. 1.6. Hactpoiika napameTpoB aBTOCOXPaHECHUS

31ech JOJDKHBI OBITh YCTAHOBJICHBI QIIAXKH Asmocoxpanue kaxcovie N mun (MOKHO yKa3zaTh MO/I-
xonsamui uaTepBa) U Coxpansms NOCIeOHION A8MOCOXPAHEHHYIO 6epCUl0 NpU 3aKpbimuu 6e3 co-
xpanerus. [Ipy HEOOXOAMMOCTH BOCCTAHOBJICHUS OJIHOW W3 aBTOMATHYECKH COXPaHEHHBIX BEPCUi
HY)XKHO TiepeiiTu B pasnen Ceedenus M BEIOpATh MOAXOIAIINN BapraHT (puc. 1.7).

)

¥npaeneHne
BEQCUAMN ™

Bepcum
CerogHa, 11:00 (asTocoxpaHeHne)

Puc.1.7.

CIHCUM A6MOCOXPAHEHUA.

e
PO OONSUTA LN

HACMPOUKU.

Boccranosnenue aBTOCOXpaHCHHOﬁ BCpCHUH

KOHTPOJIBHBIE BOITPOCHI

. 3anyck mexkcmogo2co peaaKmOW MS Word.
D1éMeHmbl OKHA NPOCPAMMbl
. Komanonwie exnaoxu renmor \Word.
Hasnauenue xonmexcmnoeo memio.
Co3z0anue nanenu 6vicmpo2o docmyna.
Llopsaoox cozdanus 00bIUHO20 OOKYMeHma U WabIOHHO20 MUNOB020 OOKYMEHMA.
CoxpaHenue QOKYMeHmMa ¢ HOBbIM UMEHeM UL 8 OPYeOM hopmame.
CoxpaneHue 0OKyMeHmMa ¢ NPEHCHUM UMEHEM.

OmKpvimue cyujecmayroueco 00KyMeHmd. 5
Tops0ok eco nacmpotiku. 5
. Haznauenue pedcuma asmomamuyeckoeo Cco30aHUsL pe3epeHOll KONuu OOKYMeHmA.

ord 2010.
d

1.2. OBIIME TTPUHLIUIIBI PABOTHI C TEKCTOM

1.2.1. Beigenenne TEKCTa M PUCYHKOB

C IIOMOIIIBKO MBIIIHN

Ezo

HpI/I JTH00BIX U3MEHEHHSIX B O(I)OpMJ'IeHI/II/I TCEKCTA WJIM PUCYHKA HeO6XOZ[I/IMO BBIACIATH 1100 BECh
TCKCT (pI/IcyHOK) IIOJIHOCTEBIO, 0o OTACIIbHYIO €0 4acCThb. HpI/I BBIJCIICHUU HCIIOJIB3YIOTCS CIICLU-
AJIBHBIC ITpaBUJid, IPUBCICHHBIC B TadJ1. 11, KOTOPBIC HYKHO 3alIOMHUTL.

CnocoObl BBIACIICHUA O00BEKTOB B TEKCTOBOM PEaAAKTOPC

OO0BEKT
BBLIEJICHUS

[IpousBoanmoe aeicTere

OTnenbHbINA
(parMeHT Tek-
cTa

CrnoBo
Pucynok

Crpoxka Tekcra

Heckonbko
CTPOK TEKCTa

VYcranoBure YKa3aTeJib B Ha4ajJlO BBIACJICHUA WU,
YACPIKUBAA HAXATOU JICBYHO KHOIIKY MbIIIH, BbI-
JCIINTC TCKCT

VKaXuTe Ha CIOBO M JBAXAbI IICIKHUTE JIEBOU
KHOIKOU MBIIIHN

VKaXuTe Ha PUCYHOK M IIECJIKHUTE JIEBOM KHOI-
KOU MBIIIN

IlepemecTuTe yKaszarenab K JIEBOMY KPalO CTPOKHU
TaK, 4YTOObl OH M3MEHWJI BUJ, MOCJIE 4ero IIeJK-
HUTE JIEBOM KHOIKOW MBIIIN

IlepemecTute ykazarenb K JEBOMY Kparo NEpBOMU
BBIJIENIIEMOM CTPOKM TaK, 4TOOBI OH M3MCHUII
BUII. TIOCJIE€ YEr0 HAKMHUTE JIEBVIO KHOIKV MBIIIN

Tabnuma 1.1



", yACPKUBaA €€, BBIACIUTE HCCKOJIBKO CTPOK

[Mpemtoxkenne YaepkuBas Hakaton kinaBumy [Ctrl], maxxmmure
JICB KHOIIKY MBIIIHW, YCTAHOBUB YKa3aTCJib B
JF000M MeCTe TIPEUIOKCHIUS

AG3an [TepemecTuTe ykazatenb_K JEBOMY Kparo MEpBOit
CTpOKHU ab3and Tak, 4ToObl OH U3MEHHUJ BHJ, T0-
Clle 4Yero JABaKIbl IICIKHUTE JIEBOM KHOIKOMN
MBIIIH B JIOOOM MecTe ad3ara

Heckonbko a6- [lepemecture ykazarenb K JE€BOMY Kparo MepBOn

3aleB CTPOKHM TEpPBOTO W3 BBLICIAEMBIX a03alleB Tak,
YTOOBl OH M3MEHWJI BHJ, IOCJI€ Yero, IBaXKIbl
HIEJIKHYB M OCTaBUB HAXXAaTOU JIEBYIO KHOIIKY
MBIILIY, BBIJICIIUTE HECKOJIBKO a03alleB

Becw JAOKYMCHT IlepemecTute YKa3aT€iib K JICBOMY Kpar0 TCKCTAa B
JIIOOOM MECTC NOKYMCHTA TaK, YTOObI OH HU3MC-
HWJI BUJ, OCJI€ YETrOo TPHIKABLI IICJIKHUTE JICBOU
KHOIIKOM MBI

KonontuTyn  YcTaHOBHB TEKYIIYIO MO3HMIMIO Kypcopa B o0a-
CTH KOJIOHTHTYJIOB, NEPEMECTUTE YKazaTellb K

JI€BOMY Kparo TakK, YTOObI OH U3MEHHI BH/I, TIOCIIE

4ero TPHKIbI IIEIKHUTE JEBOM KHOMKOM MBIIIH,

peXKUME MakeTa JBaXKIbl ILIEIKHUTE JIEBOU

KHQIKOW MBbIIIM, YCTAHOBUB yKa3aTellb Ha Hesip-

KMM TEKCT KOJOHTUTYyNa (UTOObI mepelTH K

HeMy), IIOCI€ Yero TPWXKIbl LIETKHUTE JICBOU

KHOIIKOM MBIIIIH, YCTAaHOBUB yKa3aTellb CJIEBA OT

KOJIOHTUTYJa
[Ipumeuanue, YCTaHOBHB Kypcop B COOTBETCTBYIOIIYIO 00-
CHOCKa JIaCTh, NIEPEMECTUTE yKa3aTeslb K JIEBOMY Kparo

TCKCTAa Tak, 9TOOBI OH HU3MCHUJI BHU, ITOCJIC YCTO
TPpHUXKAbI IICIKHUTC JICBOU KHOIIKON MBIIIHN

BeprukansHbiii Y aepskuBas Haxaroi kiasuiry [Alt], ycranoBure
OJIOK TeKCTa  yKas3aTelb B HA4YaJI0 BBIJCIICHWS M, LICIKHYB Jie-
BOM KHOIKOM MBIIIIU, BBIAEIUTE OJIOK TEKCTA

1.2.2. YcraHoBKka pa3zmepa, BUIa
W HadyepTaHus mpudra

M3MeHeHne BHEIIHETo BH/1a TEKCTa Ha3biBaeTcs popmarupoBanuem. [lapamerpsl hopmarupoBaHus
TIO3BOJISIIOT M3MEHSTh pPa3lIMuHbIC CBOIMCTBA TeKCcTa — pa3Mep, HauepTanue, uset u T. 1. Word 2010
IPEIOCTABIISAET IUPOKUE BO3MOXKHOCTHU JJI1 MN3MEHEHHUS TapaMeTPOB KaK OTAENIbHBIX CUMBOJIOB, TaK U
nenbix ab3anes. [lepen Tem kak popMaTupoBaTh CIOBO WU (PArMEeHT, €T0 HEOOXOIMMO BBIICIIUTD.

Bce nelictBus, cBsizaHHble ¢ (hopMaTHpOBaHUEM, OTOOpakeHbl Ha nanenu [llpugm Bxnanku I 1ae-
nas. B none [llpugm: MOXKHO BbIOpaTh BUJ UCIIONBb3yeMOTo pudTa, a B noje Hauepmanue — Hauep-
TaHUE CUMBOJIOB: OOBIYHOE, MOJIY>)KUPHOE U (UJIM) KypCcUBHOE. J{1s1 TOMOMHUTENBHBIX QYyHKIUH pado-
ThI ¢ OPMATOM CUMBOJIOB UCIIOJIb3YETCS] KHOIKA B IpaBoM yriy nanenu [llpugm. Ee HaxaTue Bbl-
3BIBACT UAIOT0BOE OKHO [llpugpm (puc. 1.8).

Wpndt [
Wt | fenesnmrensho |
LWipudTs HauepTanue: Pazmep:
BOchosnon Tekcn oBkIUHEI 11
“+3aronoEk - - | |8 -
[FOcrosHer reker (] ST 2 m
Agency FB nonyRApHBIA 10
Aharoni NONYAMPHEIA KYPOIS
- |1z -
Algerian =
LiseT Texcra: Doaueprmeanme: LiseT noaueprmeaHs:
= T—
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 ]

Puc. 1.8. lmanoroBoe oxuo llpughm
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B Word 2010 cymectByeT ObICTpBIN cIOCOO (hOPMAaTHPOBAaHKSI TEKCTA IPH TOMOIIN CHEIUATLHON
BCIUIbIBatoeil nmanenu. Ecnu BeigenuTh GparmMeHT TekcTa (0053aTebHO ¢ MOMOUIBIO MBIIIH), TOSIB-
JsIeTcsl TIOJIyNpo3pavHas maHenb. [Ipy HaBeneHUHM Ha Hee Kypcopa MBIIIM TaHedb TepseT Impo3pad-
HOCTb M CTAHOBUTCS JJOCTYIHOU A5t popmatupoBanus (puc. 1.9).

Times Ne v |14~ | A" o7 5 £
Xglu=sw-A-F
Word 2010

Puc. 1.9. Munu-nanens ¢opMaTupOBaHUS TEKCTa

3aoanue 1.6

1. Omxpoume ¢aiin 3adanue 1.3.

2. B 3azonosxe mexcma ycmanogume pazmep wpugpma 16.

3. Bo emopom ab3aye ycmanosume pasmep wipugma 10.

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

5. Bo emopom ab3aye ycmanosume 6uo wpugpma Arial.

6. Hauepmanue 3aconosxa ycmanosume — Kypcus, [lonyacupnui, nepeviii abzay — Iloouepkmy-
mutil, smopot absay — Kypcus, Iloouepkrymuiil.

7. Coxpanume mexcm na oucke «mservery (Z2):\ 6 gpatine ¢ umenem 3adanue 1.6.

1.2.3. KonupoBanue ¢opmara nmo oOpasiy

B Word cymecTByeT BO3MOXKHOCTh KONMpOBaHusi opmara o oodpasiy. s Toro 4roObl cKOnu-
poBaTh opMaTupoBaHue ad3aia Wi GparMeHTa TeKcTa, He0OXOMMO:

1) BeIgeTUTh (hparMeHT (MK ab3air) ¢ Hy>KHBIM (popMaTHpPOBaHKEM;

2) Ha naHenu byghep obmeHa BKJIQJIKU I'nasnas HaXaTb KHOIIKY
;

3) BbienuTh (hparmMeHT (WK ab3air), K KOTOPOMY TpeOyeTcs MPUMEHUTh BhIOpaHHOE (hopMaTupo-
BaHue. [Ipu 3TOM yKa3aTellb MbIIIA TPUMET BHJT KHCTOYKH.

JanHblid crioco0 (opMaTHUpOBaHUSI MPUMEHSETCS TOJIBKO K OJHOMY BBIICICHHOMY (pParMeHTY.
YroObI EpEeHECTH BhIJICICHHOE ()OPMATUPOBAHUE HA HECKOJIBKO ()PAarMEHTOB TEKCTa, HEOOXOAMMO:

1) BeIENUTH parMeHT (1K ab3ail) ¢ Hy)KHbIM GOpPMAaTHPOBAHUEM;

2) BBINOJIHUTE JBOMHOM MIeT40K Mo KHOMKLZ* == | "Oya 3adUKCUpyeTCcs B HAXKATOM TI0JI0KE-
HUM, YTO XapaKTEePU3UPYyeT aKTUBALIMIO PeXHUMa KOMMPOBaHUs popmara,;

3) mpokpy4rBas TOKYMEHT, LICIKHYTh MBIIIBIO HAa TEX CJIOBaX, K KOTOPHIM ITPUMEHSETCS BHIOpaH-
Hoe (opMaTHPOBAHHUE;

JUISL BBIXO/a u3 3TOrO pexuma MTOBTOPHO HaXXaThb KHOTIKY
3aoanue 1.7

1. Omkpoume ¢atin 3adanue 1.6.

2. Cxonupyiime hopmamuposanue nepsozo u npumenume OAaHHbLUL Gopmam 0 6Mopo2o ab3a-
ya.
3. [{ns nepeou cmpoku mekcma ycmanosume cieoyiouee opmamuposanue: pamep wpugpma —
12, nauepmanue — Kypcus, 6uo wpugpma — Arial.

4. [Ipumenume OanHblll hopmam Ko 6cem HeUemHbiM CMPOKAM.

5. Coxpanume mexcm na oucke «Mservery Z:\ ¢ ¢gaiine ¢ umenem 3aoanue 1.7.

1.2.4. YcraHOBKa mapamMeTpOB CTPAHMIIBI

[Tpu paboTe ¢ TEKCTOM B TEKCTOBOM PEIAaKTOPE Ha SKpaHE MOHUTOPA TPAHHUIIBI 00JACTH TEKCTa
0TOOPaKAIOTCS IITPUXOBBIMHU JIMHUSAMHU. PaCCTOSTHUE OT TPAHUIIBI IO Kpas JMCTa HAa3bIBACTCS TOJICM.
Pa3mep nosieii ycranaBiuBaercs B canTuMeTpax. J{iisi BbIOOpa BEeTMUYMHBI MOJICH CripaBa, ClieBa, CBep-
Xy, CHU3Y, a TaKkke opmara JIUCTa UCIOJIb3YeTCs KHONIKA  BKJIAAKU Pazmemxa cmpanuywll/Jpyeue
pasmepel_ponei (MMOO0 KHONKA B HW)KHEM IpaBoM yriy manenu [llpugm). Ha skpane mosiBUTCS
JIAAJIor|--.pe OElHO (puc. 1.10).
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Puc. 1.10. InanoroBoe okHo Ilapamempol cmparuyl

B nuanoroBom okue llapamempor cmpanuys B onsix Bepxuee:, Huoicuee:, Jlesoe:, [Ipasoe: BBO-
TUTCS HYKHbIN pa3mep. [locie 3Toro Heo6X0AMMO IMETKHYTh 110 KHOTIKE .

3aoanue 1.8

1. B mexcmogom gpaiine c umernem 3adarnue 1.7 ycmanosume ciedy-rowjue napamempsbl CmpaHuybl, CM:
eepxnee none — 1,5;
HuowcHee noae — 1,5;
neeoe noie — 2,5;
npasoe none — 1,5.
2. Coxpanume mekcm na oucke «mservery (Z2):\ 6 ¢patine ¢ umenem 3adanue 1.8.

KOHTPOJIBHBIE BOITPOCHI

1. llopsiook evidenenus cnoea, CMpoKu, HECKOJILKUX_CIMPOK MEKCMA, NPeOloNCEHUSL.

2. Ocobennocmu 8vloenenus ab3aya, HeCKOIbKUX a03ayes.

3. Cnocobwl evloenenuss NPou3801bH020 MEKCMOB020 IgbpaemeHma U 6ce2o0 0OKyMeHma.

4. Cnocobwl nepemewenis (hpaemenma memooom «drag-and-dropy.

5. llopsioox ycmanosku pasmepa wpugma 6 mexkcme.

6. Ycmanosika ¢popmama no oopasyy. llpumenenue popmama Kk HecKoIbKUM ppazmenmam mex-
cmg.
1. Yemanoska napamempos cmpanuybi.

1.2.5. ®opmatupoBanue abd3areB

®dopmaTHpoBaTh a0d3all — 3HAYUT PACIOJIOKUTH €r0 COOTBETCTBY-IOIIMM OOPa3oM OTHOCUTEILHO
TPaHUIl CTPAHUIIBI (BBIPOBHATH CIIEBA, CIIPaBa, MO MIUPUHE CTPAHMUIIBI, TI0 LIEHTPY CTpaHullsl). Popma-
TUPOBAThH a03all MO’KHO C TTOMOIIBIO0 KHOMIOK (hOpMaTUDPOBAHNUS Ha naHenu [llpugm BKAan-
ku [ nasnas. SE =

KHonku 03Ha4aroT (ClieBa HaIpaBo):

— BBIpAaBHUBAHUE 10 JIEBOMY Kparo;

— BBIPAaBHUBAHUE TIO LIEHTPY;

— BBIpAaBHUBAHUE 10 MTPABOMY Kparo;

— BhIpAaBHUBAHUE 10 ITUPUHE.

PaccTosHie Mexy cTpokamu ab3aria MOKHO YCTAaHOBHUTH C MOMOIIBIO KHOIIKU (Mnmepsan)
Ha maHenu A BKIIanKu [ nasHas.

YToObl YCTAaHOBUTH OTCTYIIBI OT JIEBOTO U MPABOTO Kpasi CTPAHUIIBI, a TAK)KE€ MHTEPBAT MEXy a0-
3a1amMu, HEOOXOUMO OTKPBITh BKIAAKy Pazmemxa cmpanuysl W BOCIONIB30BATbCI HHCTPYMEHTAMU
nanenu A63ay (puc. 1.11).

OTeryn WMHTepEan

‘EE Cnesa: |0 cw | :: Ja: 0nr

4k 4Pk

EE Cnpaga: |0 cm . :: Mocne: |0 0T

il

ABzay

Puc. 1.11. Ilanens A63ay Bknanku I 1asnas

[TapameTpsl ab3ama Takke MOKHO 3a]1aTh ¢ TOMOILBIO JUAIOTOBOr0 OKHA A03aty, KOTOPOE BbI3bIBA-
eTcs HaXKaTHeM KHOIKH B IPaBOM HIDKHeM yriy Llremn @opmam. B mosBHBIIEMCS JHANOTOBOM
okHe A63ay B nonax Omcemynel U Mumepseaivl yCTaHABINBACTCS HY)KHBIN BUJ (OpMaTHPOBAHUS.

[Tpu dhopmMaTpOBaHUU BCErO TOKYMEHTA WM OTAEIbHBIX €ro ad3aleB He0OX0AUMO HCIOJIb30BaTh
BO3MO>KHOCTH BBIJICJIEHUS TEKCTA.
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3aoanue 1.9

1. Omxpoiime ¢hatin ¢ umenem 3adanue 1.8.

2. Omghopmamupytime nepewiil ab3ay mexcma, UCHONb3YSL BbIPAGHUBAHUE NO TEBOMY KPAIO.
3. [ns nepsoii cmpouku abzaya coenravime omcmyn 1,5 cm.

4. Omgpopmamupyiime emopoti ab3ay mekcma, UCHOIb3YS 8bIPAGHUBAHUE NO NPABOMY KPAIO.
5. Omgpopmamupyiime 3a201060Kk meKcma, UCHOIb3YsL BbIPAGHUBAHUE NO YEHMPY.

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

7. Coxpanume mexcm na oucke «mservery (Z):\ 6 ¢patine ¢ umenem 3adanue 1.9.

1.2.6. ABTOMaruueckas pacCTaHOBKa MEPEHOCOB

[Tporpamma Microsoft Word no3BosisieT paccTaBiisiTh IEPEHOCH B TEKCTE KaK MPUHYAUTEIBHO, TaK
U aBTOMaTtuyecku. [lJis BCTaBKM NEPEHOCOB HY)KHO BBIOpaTh KOMaHAy Paccmanoska nepeHocos Ha
navenu llapamempor cmpanuysl BKIAIKU Pazmemka cmpanuyvi. B OKHE MOXKHO 3a4aTh HYKHBIN
Croco0 pacCTaHOBKHU MEPEHOCOB — A6mo unu Pyynas. BeI30B 1HaIOoroBOro OKHa ¢ mapaMeTpamH pac-
CTAHOBKM IIEPEHOCOB OCYLIECTBIIACTCA KOMaHAOU [lapamempubi neperoca BbIIAAA-IOIIET0 OKHa Pac-
cmaHoska neperocos (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. IluanoroBoe okHo Paccmanoéka nepenocos

3aoanue 1.10

1. B mexcme ¢paiina 3adanue 1.9 paccmasome nepeHocswi.
2. Coxpanume mexcm Ha oucke «mservery (Z):\ 6 ¢paiine ¢ umenem 3adanue 1.10.

1.2.7. Pabora ¢ 3aKkiaJkaMH W TUIEPCCHUIKAMH

Jis ynobcerBa nepeMernieHys no O0NbIIMM TEKCTaM MOKHO HMCIIOJIb30BaTh BO3MOKHOCTH TUIIEPCCHI-
JIOK U 3aKJIaJI0K. 3aKjajka B TEKCT, B TO MECTO, K KOTOPOMY IpHUJIETCS 00palaThCsl, BCTaBIAETCS KO-
MaHJI0N MeHI0 Bcmaskal3axknaoka.... Tlepen 3TUM Kypcop yCTaHaBIMBAeTCsS TaM, Kyjaa BCTaBIISETCS
3akyaaka. B nosBuBmiemcs auanoroBom okHe (puc. 1.13) Hy)kHO yka3aTh MMsL 3aKIaJK1 (MMEHa 3aKia-
JIOK Ha4MHAIOTCs ¢ OYKB U HE coJiepaT MpoOesIoB) U LIETKHYTh O KHOMKE MS
ER— [ =

HMA 3aKknanxkm:

Saknanka HNoBaBrTe

MopRaok: (@) uma

rnonoMeHne

CKpbITHIE SaKNaakmn

OTmeHa

Puc. 1.13. JInanoroBoe okHO 3axnaoxa

['MIepCChUTKH YCTAHABIMBAIOT CBSI3H C JIIOOBIM 00BEKTOM TEKCTOBOTO pemakropa Word — cioBom,
PHCYHKOM, THarpaMMO# | T. 1., — I/ie €CTh 3akaaaka. C 9Toil 1enbio He0OXOIMMO BBIICIUTE O0BEKT,
JUIi  KOTOPOTO  yCTaHaBJIMBAaeTCS CBsI3b C 3aKJIAJAKOH, W  BBHINOJHHT, KOMaHay Bcmas-
kall'unepccolixa. . ..

B OTKpBIBIIEMCS MATIOrOBOM OKHe B rpyrne Caszamsb ¢ HEOOXOIUMO BbIOPATh MYHKT MECMOM 6
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O0oKyMenme, U3 TIOSIBUBIIETOCS CIIHCKA BBIOPATh HY)KHYIO 3aKJIaJKY (€CIU UX HECKOJBKO) U IIETKHYTh
M0 KHOIKE @

3aoanue 1.11

1. Omxkpotime na oucke «mservery (Z):\ mexcmosuwuii ghatin ¢ umenem 3aoanue 1.10.

2. B Hauane ooxymenma Hao 3a20108kom cieda eseoume. OKOHYAHHE TOKYMEHTA.

3. Coszoatime 3axknadky 6 3az2onoeke ¢ umernem Hauano.

4. Ha nosotl cmpanuye 0okymenma cieéa geoume’. Hadano qoKkyMeHTa.

5. B crosocouemanue Hauano ookymenma ecmagome 3aknaoky ¢ umernem Oxonyanue.

6. B nauane ookymenma 6 cnosocouemanue OKoHUaHUe OOKYMEHMA 8CMABbMeE SUNEPCCHLIKY, C8:A3bl-
sarouyro e2o ¢ 3akiaokoi Oxonuarue.

7. Ha noeoti cmpanuye ookymenma 6 cirosocoyemanue Hauano ookymenma ecmasvme cunepc-
CBLIKY, C8A3bl8AOUYI0 €20 ¢ 3axnaoxol Hauano.

8. Coxpanume mexcm na cemesom oucke «mservery (Z):\ 6 ¢patine ¢ umenem 3aoanue 1.11.

1.2.8. PaboTta ¢ KOJOHTHUTYJIaMH

KonoHTuTyn — 370 TeKCT U (WiIM) pUCYHOK, KOTOPBII IedyaTaeTcsl BHU3Y WJIM BBEPXY KaXKIOU cTpa-

Ul JIOKYMEHTa (3a 00JIacThbIO penakTupoBaHus TeKcTa). B 3aBu-
UMOCTH OT MECTa PacCIOJIOKEHUS (Ha BepXHEM WM HUKHEM IOJIe
CTpaHI/IIII)I) KOJIOHTUTYJIbI 6I)IB3.IOT T Hurskcruit Y BCPXHHMMHU U HUKHUMMU.

I[J'I}I CO3IaHuA  KOJIOHTHUTYJIA KOAOHTMTYA ™ KOADHTATYA ™ CTPAHNLE ™ HYXHO BLI6paTB nanens Koaou-
mumynel BKIAIKU Bcmaska (puc. T 1.14).

[Ipu naxatuu kHonkl=l mosB- Pﬂcékgﬁégi’fyfl"aﬁi&’“" JSIeTCSl HUCTAAAIOIIEEe MEHIO JUIS
3amaHus HeoOxoaumoro (opmara KonoHTUTYNA. I10 OKOHYAaHHH pa-
OOTHI C KOJIOHTUTYJIAMHU Ha)KUMAeT] mﬁm OIKa

3a0anue 1.12

1. Omkpotime na oucke «mservery (Z):\ mexcmosuwuii gpaiin ¢ umenem 3aoanue 1.11.

2. Yemanosume 6 kauecmee gepxue20 KOIOHMUMYA HOMEP CIMPAHuybl U omgopmamupyiime e2o
no yewmpy. Ycmanosume pazmep wipugpma kononmumyna 14.

3. B HudicHUll KOTOHMUmMy1 cieea yCmanosume mexkywyto 0amy, a Cnpaea — mexyujee 8pemsi.

4. Coxpanume mexcm Ha cemesom oucke «mservery (Z):\ 6 ¢paiine ¢ umenem 3aoanue 1.12.

1.2.9. TaGynsmus

[TpuHIMT HCTIONB30BaHUS TAOYIISIIUU COCTOUT B CO3JIaHUM B a03alle TaKk HAa3bIBAEMbIX MO3HUIINHN Ta-
Oynauuu (OTCTYMOB Pa3IMYHOIO THIA) C MOCIEAYIOUIMM HUCIOIb30BaHueM KiaBuiuu [7a6]. Kaxnoe
HaxaTue KiaBuilu [ 7ab] cMenaeT TEKCT 0 0YePeTHON O3UIIUN TaOyISIIUN.

Jluneiika opMaTHpPOBAHUS MO3BOJSET YCTAHOBUTD JIFOOOH U3 MapkepoB TaOyssiuuu. it 3To# 1e-
J¥ CITYXHT IMUKTOTPaMMa B JICBOW YacTh JUHEHKH . OJMHAPHBIN IETYOK MBIIIHA TO0YEePEeHO Mepe-
KJIro4aeT L mapkepa. [lomecTuTs Mapkep Ha JIMHEHKY (popMaTHpOBaHUS MOXKHO, IIETKHYB MBIIIBIO
B HY)XHOM MECTe Ha JMHelke. Ecinu meperamuTs Mapkep Mo JHMHEHKe, H3MEHUTCS TTO3UIHS Ta0yIs-
UK. Y 1aIUTh YCTAaHOBJIECHHBIM MapKep TaOyNslUu MOXKHO, IEPETAIINB €ro 3a MpeJlesbl TUHEHKH.

s ynpaBieHus no3uuuei Tadyasuu ya00HO UCIOIb30BaTh 1UAIOroBoe OkHO Tabyrayus (puc.
1.15) J1nst ero BeI30Ba HEOOXOAUMO OTKPBITh OKHO A03ay U HaXaTb B €T0 JIEBOM HUKHEM YTy KHOI-
Ky

[TaGyssumns)

3aoanue 1.13

1. Brarouume peswcum Heneuamaemvie cuned 1] (mabynayuss 6 mexkcme 06ydem omoopa-
AHCAmMbCsl 8 BUOE MAICHLKUX CIPENOK).
2. Haoiemume xknasuwty [Tab]. Beeoume nepsoe cioso, ycmanosume mapkep maoyisyuu — Ha jau-
netixe (9 cm), nascmum|clkrasuwy [Ta6). Bseoume uucno.
3. [[na nocredyrowux cmpok nocie 6600a nepsoeo ciosa Haxcmume kiasuuty [Tad] (xypcop as-
momamuieckuy nepeuoem 6 NOLoNCeHue MapKepa maoyiayuu):
Hommap CLIA........ccovieine 36,45
EBPO .o 50,82
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YKpauHCKasi TPUBHA............... 3,82

DYHT CTEPIMHIOB ................ 48,00
[IBeitiiapckuiit PpaHK .......... 31,50
SINOHCKAs UEHA........evvveeie 0,35
KHUTaHCKUH I0QHD ....vvvvvvvvnnnnnns 4,80

4. Bvioenume seco mexkcm.

5. Omxkpotime ouanoeosoe okno Tabynayus, é noie 3anorHumens ycmanogume (uadicox 8 NyHK-
me , , 3akpoume oxkno Tabynayu ae krHonky QK.

6. Coxpanume mexcm na cemegom oucke «mservery (Z):\ 6 gpatine ¢ 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

© 1(ver) S 3

4
Yaanute Bce

[ OK ]| OTMeHA |

Puc. 1.15. lnanoroBoe okHo Tabyrayus

1.2.10. Pabora co couckamu

B Word nmerotcs crienmanbHbie CpeacTBa, MpeqHa3HaueHHbIE I paboThI co ciuckamu. Ha mane-
mm A63zay Bknanku I 1asénas npenycMOTpeH HaOOp MHCTPYMEHTOB JUIsl OOPMIICHHS CIIMCKOB MapKH-
POBaHHOI0, HYMEPOBAHHOI'O U MHOTOYPOBHEROLO: .

Yro0bl CO3aTh CITUCOK, HEOOXOUMO BbIIh ~<JIe1yIOIINE JENCTBUS:

1) BeIIETUTH a03a1lbl, KOTOPBIE TPEOYyeTCs CAEIaTh JIEMEHTAMH CIIUCKA, WM YCTAHOBHUTH KypCcop B
TOT ab3all, C KOTOPOro OyeT HAYMHATHCS CIUCOK;

2) naxatb konkY—1 (Mapxepwr) nud=]  (Hymepayus) na nanenu A63ay. Beibop THma Mapkepa
WIM TUIIA HyMEPALMKM OCYILECTBISETCS B PACKPHIBAIOLIEMCS CIIMCKE KHOIKHU HAKaTUEM CTPEJIKU

IMpumeuanue. B nporpamme Word ecth BO3MQXHOCTh CO3[aHHUsT MHOTOYPOBHEBOTO CITUCKA TPH
MOMOIIM KHOIKH (Mnozcoypoeneswiii cnucd a manenmu A63ay BKIAIKK I nasmas.

3aoanue 1.14

1. Coszoaiime nymeposanmbviil u MApKUpOBAHHbIU CRUCKU CO2NACHO NPEOCMABIEHHOMY HUMCE MeK-
cmy.
CewmeiictBo nporpamm Office

Texcroseiii mporieccop MS Word
1. dopmaTrpoBaHme TEKCTA.
2. Co3aHue CIIMCKOB.
3. Pabota ¢ Tabmumamu.
4. Konctpykrop ¢popmy.
5. OopmiteHHE TEKCTOBBIX 3JIEMEHTOB.

Ta6muunsiii nporieccop MS Excel
v ®opMATHPOBAHUE JIAHHBIX C MCIIOIb30BAHUEM PA3IMUYHBIX IPU(TOB U CTHIIEH;
v’ 06paboTKa JJaHHBIX IPH HOMOLIH (GOPMYIT;

CO3/IaHUE U PEIAKTUPOBAHUE JUArPaMM M IpauKOB;

v/ pabora co cTaT. ¥ GpuH. QYHKIHUAMH;

v/ pabora ¢ MaKpocamu.
CYBJI MS Access

* Co3anre U MOTUGUIIMPOBAHUE TAOIHIIBI JAHHBIX;
* YCTAaHOBJICHHE CBSI3U MKy TaHHBIMU;
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* CO3J/IaHUE 3aMpPOCOB U3 0a3bl JAHHBIX;
* UCIOJIb30BaHUE POPM U OTUETOB IS IPECTABICHUS JaHHBIX.
2. Coxpanume mexkcm Ha cemegom oucke «mservery (Z):\ é ¢ghaiine ¢ umenem 3aoanue 1.14.

1.2.11. Co3manue OriaBiICHUS

B penaxrope Word cyiecTByeT BO3MOKHOCTh CO3aHHSI OTJIABIICHUN — CIIHCKA 3ar'0JIOBKOB, KOTO-
PBIi MOXHO pa3MECTHTh B YKa3aHHOM MecTe (OOBIYHO B Ha4yaJle UM B KOHIIE IOKYMEHTA).

OrnaBiieHHe MPECTABISET COOOW CIIMCOK BCEX 3arojIOBKOB M IOJ3aroJOBKOB IJIaB, Pa3elioB U
JpYrux 4acTeil TOKyMeHTa ¢ YKa3aHHEM HOMEPOB CTPaHUII.

JJis BBIIENIEHUS 3JIEMEHTOB OTJIaBJICHUS HEOOXOAUMO:

1) BBIIETUTDH TEKCT, KOTOPBI TPEOYeTCs BKIIOYUTH B OTJIABJICHUC;

2) Ha BKJIQ/IKE Ccoliku B MaHenu Oznasnenue HaXaTh KHOTIKY

(puc. 1.16);

3) B ccke BBIOpaTh YPOBEHB, K KOTOPOMY OYJIET OTHECCH BBIICICHHBIN TEKCT (Hanpumep, Yposens

1 11s TIABHOTO YPOBHS OTJIABJICHUS).

[nagHan Ecraeka PazmeTka cTpaH bl [ Cehlnkm Fad

,E[UGaBnTb TeKCT ™ nni IE'] ETaBuTE KOHUBEYD CHOCKY

He BKAOMETE B OrnaBAeHNE M-?;CHEAWOUJ.EH CHOCKA ™

OrnasneHmne

-

YposeHs 1 |é| Mokasate cHO KK

CHocku [F}

YpogeHes 2

-|-L-|--|ﬁ-1(\'|-
E‘ YpogeHe 3 =T

Puc. 1.16. BrirroueHue BBIIEJIEHHOTO TEKCTA B OrJIaBJICHUE

[Tocne Toro kak BceM 3arojlOBKaM INPHUCBOEHBI HEOOXOAMMEBIE YPOBHH, MOXXHO (POPMHPOBATH
ornasieHue. Jlyis BCTaBKU OIVIABJIEHUS CIEAYET MOMECTUTh Kypcop B TO MECTO, KyAa OHO_Oyler
BCTABJIEHO. 3aT€M HY>KHO OTKpbITh BKJIAJAKy Ccoliku, Ha naHenu Oa2nasneHue HaxaTb KHOIKY @ﬁg
m B [IOSIBUBLIEMCSI OKHE BbIOpaTh MYHKT Aemocodbupaemoe o2nagnenue.

3a0anue 1.15

1. Coz0aiime oznasnenue k mexcmy 3aoanus 1.14.
2. Coxpanume mexcm Ha cemesom oucke «mservery (Z)\ ¢ gpaiine ¢ umenem 3aoanue 1.15.

1.2.12. Tlouck u 3amMeHa TEKCTa

HpI/I pa60Te C TEM HUJIM UHBIM NJOKYMCHTOM MOKHO BBIIIOJIHUTH ITOHUCK TEKCTA 110 3a/IaHHBIM YCII10-
BUSAM.

3a0anue 1.16

1. Omkpoume atin ¢ umenem 3aoanue 1.14.
2. Packpoiime cnucok komano ons knoni®2w=i-  pq nanenu Pedaxmuposanue éxnaoku I naenasn
u evibepume nynkm_Pacuupennviii nouck, Kak nokazaHo Ha pucyHKe.

- Haﬁm:]
&4 Haiitu

B4 PacwupeHHEI NOMCK...

= [lepetd..,

3. B nossuswemcs okne 8 none Haiimu: eseoume mexcm — CTar. u weaknume no nynkmy Hatimu
oanee (Oaumuwlil hpacmenm mexcma evioerumcs). 3amem evibepume KOMAHOY 3amMeHUms u 8 noie
3amenums na: 66edume mexkcm — CTaTUCTUYECKUMH.

Halith 1 zameHnTs. m
Halitn | 3ameHnTo | Oepeiiti
Hailim: |CI'ET. |z|

3amMeHTE Ha: |L‘I’ETMCI'MHEG<MMM |z|

3aMeHATE ] [3EMEHMT|:| gce] IHaﬁTMna.nee | [ OTtneHa ]




4. 3amenume 6 oanHom mexcme c1080 GUH. Ha PUHAHCOBBIMH.
5. Coxpanume doxymenm na cemesom oucke «mserver» (Z)\ é gatine ¢ umenem 3adanue 1.16.

1.2.13. HeneuataemMble CHUMBOJIBI

Psan cuMBOIOB: cCMBOJI OKOHYaHHUA a03a1ia, mpoOesbl, YCIOBHbIE EPEHOCHI, CUMBOJIbI TaO YIS,
CKPBITBIM TEKCT U T. /. — Ha3bIBAIOTCS HEMeYaTaeMbIMU CUMBOJaMH. MIX MOXKHO YBUIETh Ha JKpaHe,
€CJIM HaXKaTh KHOMKY (Omobpasume 6ce 3naku) Ha MaHETH UHCTPYMEHTOB A03ay BKiIaaku [ 1as-

Ha:l.

1.2.14. BcraBka CHUMBOJIOB

UroObl BCTaBUTH B JOKYMEHT CHMBOJI, OTCYTCTBYIOLIHI Ha KJIAaBUAType, MOKHO BOCIIOJIb30BATHCS
xomaHnoil Cumeon Ha manenu Cumeonvl BKIAAKU Becmaska. B BelajaroemM okHe OyayT IpeicTaB-
JIeHbl HauboJIee YacTo MCIOJIb3YeMble CIIeUalbHbIe CHMBOJIBI. ECITM HM OJIMH M3 HUX HE TMOAXOJIUT,
BBIOGpHUTE IYHKT [pyeue cumeonvl — OTKpOeTcsl auanorosoe okHo Cumeon. 3neck B none [lpugm
HEOOXO0MMO yKa3aTh Ha3BaHHE MIPUPTA C HY)KHBIM cUMBOJIOM (puc 1.17).

B

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|ITIUVWX|Y|Z[[|\|]1|_] |a|ble .

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 CUMBOJIOB

Yr10o0OBI CHMBOJI BCTaBUThH B JAOKYMCHT, HY’KHO ABAXXJbI IICJIKHYTb 110 HEMY MBIIIBIO. .
OOumMpHBIA HA0Op MOJE3HBIX CHMBOJIOB MOXKHO HAWTH B CIEAy-HOIMX IIpUpTax: Webdings,
Wingdings, Wingdings 2, Wingdings 3.

1.2.15. BcraBka CHOCOK

CHocka npezacraBisger co0oil nudpy (wim 6ykBYy) HaJl MOSICHAEMBIM CIOBOM (B BHJI€ BEPXHETO MH-
JieKca), OIpeNeNIoNIyl0 €€ MOPSIKOBBIi HOMEp CpelM BCEX CHOCOK B JOKyMeHTe. Takas cHocka
Ha3bIBAETCS] OOBIYHOM.

Cy1ecTBYIOT KOHIIEBbIE CHOCKH, KOTOpBbIE OTOOpa)KalOTCsl HE BHHU3Y CTPAHUIIBI, a B KOHLE JOKY-
MEHTA.

OrpanuyeHus Ha JUIMHY U O(OpMJIEHHE TEKCTa CHOCOK OTCYTCTBYIOT. JlomyckaeTrcs M3MEHEHHe
pa3enanTeNst CHOCOK — JIMHUH, OTJENAIONIECH TEKCT TOKYMEHTa OT TEKCTa CHOCKH.

B Microsoft Word MIPOU3BOIUTCS aBTOMaTHUEeCKast HyMepauus
CHOCOK, CKBO3HAsl 110 BCEMY JJOKYMEHTY HJIM OTAEIBHO JJIS K0T pasjena.

[Tpu nepemerieHny, KOMMPOBAHUYU WIH YAAJCHUHM aBTOMATUYECKH HYMEpPYEeMbIX CHOCOK OCTaBILIH-
€csl 3HaKU CHOCOK (3HaK CHOCKHM, YHCJIO, 3HAK WJIM COYETaHHE 3HAKOB, YKa3bIBAIOIIME HA HAJIMYME B
CHOCKE JIOTIOJTHUTENIbHBIX CBEJICHHI) aBTOMaTUYECKH HyMEPYIOTCS 3aHOBO.

Jlis BCTaBKM CHOCKHM B JJOKYMEHT YCTaHOBHTE KypCOp B TO MECTO JOKYMEHTa, IJie HEOOXOJIUMO
BCTaBHUTb CHOCKY, 3aTeM Ha naHenu Crocku Bkiaaaku Ccoiiky BbiOepUTE KOMaHAY Becmasums cHOCKY.
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ITocne 3TOrO Kypcop aBTOMaTHYECKH NEPEMENIAETCs] B KOHELl CTPAaHHUIbl, HA KOTOPON yCTaHaBJIU-
BaeTCs CHOCKA, B 00J1aCTh KOJIOHTHUTYIIA, I/Ie HY)KHO BBECTH TEKCT CHOCKU. K cHOCkaM, KoTopbie Oy-
JyT BCTABJICHBI M03Ke, aBTOMAaTHUECKU PUMEHSAETCS] HY>KHBINA (hopMaT.

3aoanue 1.17

1. B ookymenme 3aodanue 1.2 nocie cnos cetu IHTEpHET 6cmasvme 00bIUHYIO CHOCKY C MeEK-
cmom VIHTepHeT npecTaBiser coOol HeKoe BUPTyalabHOE 00bEeIMHEHUE, UMEIOIIee CBOe COOCTBEH-
HOE UH()OPMALIMOHHOE ITPOCTPAHCTBO.

2. Coxpanume O0OKYMeHm Ha cemesom oucke c umMeHem 3aoa-
Hue 1.17.

KOHTPOJIBHBIE BOITPOCDI

1. llocmpoenue abzaya 6 Word. Kax nauamo noswlii ab3ay u HO8YI0 cmpoKy?
2. 6H3M6H6Hue napamempos abzaya 6 pedakxmupyemom 0oKkymenme. Mzmenenue napamempos 00-
HO20_ab3aya.
3. ch%anoem MEHCOYCMPOUHOL0 UHMEPBANA U UHMEPBANA MedHCOY coceOHumu cumgonamu. Cno-
co0bl BKNIOUEHUS ABMOMAMUTLECKOU PACCMAHOBKU NEPEHOCO8.
. [Honsamue eunepccolaku u 3axkiaoku. 1lpasuna pabomul ¢ cunepccolikamu.
Cnocob ycmanoexu (yoajienust) 3aKiaoxKu.
. Lonamiie maoynsayuit. Cnocoowt 006aenerus u yoaieHus CUmMB80a08 MadyIsayuu.
. Hacmpouixu napaMemapoe maoynAyuu.
. Honsimue cnucka. Buowl cnuckos, cozdannvix ¢ MS Word.
. Cnocodul npeobpazosamisi mekcmosoco (hpazmenma 6 CHUCOK U Haobopom.
. Cnocobwl copmilpoexu cnucka.
. Llonusimue ocnasnenus goxymenma. Cnocobwl e2o opmupo8anus u HaxoHcoeHus 8 0OKyMeHme.
. 3amena mexcmogozo pdemenma 8 HeKOMOpPoU Yacmu OOKyMeHma.
. Llonsimue nenewamaembvix cumeonos. MIx npocmomp 6 0oKymenme.
.’)Hop}ZOOK 8CcMAasKu 8 OOKYMEHm CneyuailvHo2o cumeond. Kaxue cumeonvt docmynnuvr ¢ MS

= ENENENEVEN
O WM OWOO~oUTN

1.2.16. Pabota ¢ 6ydhepom obmeHa

MOIIHBIM WHCTPYMEHTOM IPH PadoTe ¢ MPUIOKEHUsIMH cemelicTBa Microsoft u onepannoHHOM
cuctembl Windows siBisiercs 0ydep oomena nnpopmaimeii — BUPTYalIbHBIN 00beM NaMsITH, IpeIHa-
3HAYCHHBIH 111 0OMEHA JaHHBIMU.

B mporpammax Microsoft Office ectb cBoit Oydep oOMeHa, B KOTOPOM MOXHO XpaHUTh 10 24
a5ieMeHTOB. JIJis KOMUPOBAHMS WU TIEpEeHOCa BbIIEIeHHOM nHpopMaiuu B Oydep oOMEeHa HCIONb3Y-
I0TCSL KOMaH[Ibl Buipesamv u Konuposams Ha nanenu bygep oobmena Bxknanku [ naguas (W u3 KOH-
TEKCTHOTO MeHI0). /st mpocMoTpa copepxkumoro Oydepa oOMeHa HYKHO IIEIKHYTh IO KHONIKE B
IIPaBOM HWXKHEM YTUy nanenu byghep obmena.

Conepsxumoe 6ydbepa oOMeHa MOKHO L=laBUTh B MOGOM MecTe TEeKyIIero JOKYyMeHTa T100 Apy-
roro, BHOBb OTKPBITOTO JOKyMeHTa. [lJig 3TOro HCmoib3yercs KoManaa Bemasums 13 MeHI0 bygep
obMmena.

3aoanue 1.18

1. Omkpoume atin ¢ umenem 3aoanue 1.14.

2. Omkpotime ¢aiin ¢ umenem 3adanue 1.15.

3. B ¢paiine 3adanue 1.15 gvidenume sce codepaicumoe 0OKymenma u ckonupyiime 6 6ygep oome-
Ha.

4. B ghaiine c umenem 3a0anue 1.14 6 koney 0okymenma ecmagbme cooepicumoe 6ygepa.

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

Ipumedvanue. [Ipy KOMMPOBAHUYN HITU MEPEMEIICHUN (parMeHTa TEKCTa PSJIOM IOSBISETCS 3HAK
«roptderns C mapameTpaMu BCTaBKH (B f1e KHOMOK), KOTOpBIE CTAHOBATCS BHAHBI TMOO Cpa-
3y, 100 IMOCIe MIeTYKa MBIIIA 0 ATOMY 3HaKy. B packpbIBaromeMcst CIICKe UMEIOTCS CIIeTyIo-
IFe BapuaHThl (HOPMATHPOBAHHUS
Coxpanums ucxoonoe gpopmamuposanue — CTHIA U HOPMATUPOBAHUE, KOTOPHIE OBUIH TIpHUMe-
HEHBI K CKOITMPOBAHHOMY ()parMeHTy, COXPaHSIIOTCS;

Obveounumos gopmamuposanue — K TEKCTY MPUMEHSETCS CTUIb KOHEYHOro ab3ara. Takke
MIPUMEHSIETCS TT0JI30BATEIBLCKOE (OPMATUPOBAHUE W CTHIIb TEKCTA, HAXOJSIIErocs HErmocpe/I-
CTBEHHO TIepe]T O3UIUCH BCTABKHY;

Coxpanums monvko mexcm — u3 pparmMeHTa yuansercs Bce popMaTHpoBaHue, B TOM YHCIIE Ta-
KM€ 3JIEMEHTBI, KaK PUCYHKH W TaOHIbl. K TEKCTy MpUMEHSETCS CTHIIh KOHEYHOTO a03aria, a Tak-
*e (hOpMaTHPOBAHME M CTHJIb TEKCTA, HAXOJAIIET0CS HEMOCPEACTBEHHO Tepe]T MO3HINEeH BCTaBKU
TEKCTA.
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KOHTPOJIBHBIE BOITPOCHI

1. Illopsook  konupoeanus u  nepemewjenuss  Gpaemenma  npu  nomowu  Oygepa

0bMeHa.
2. Konuposanue 6 6yghep oomena O@HOSgeMeHHO HEeCKOIbKUX 00beKMmO8.
3. Cnocobwvl oyucmicu 6ypepa oomena. Crorvko gppaemermos 00HOBPEMEHHO MOAHCEM HAXOOUMBCSL

6 Oyhepe oomena?

JIABOPATOPHA PABOTA Ne2

1.3. PABOTA C TPA®UYECKNUMU OBBEKTAMU
1.3.1. Coznanue rpaduveckux OOBEKTOB

JIOKyMEHT MOXKHO c/ieiaTh 0oJiee IPUBICKATEIbHBIM, €CITU JOOABUTh B HETO rpaduuecKkue 00beK-
ThI. C MMOMOIIIBIO KHOTIOK, PACIOJIOKEHHBIX Ha TaHenu Muirocmpayuu BKIAIKA Becmaegka, NeTko n3o00-
pakaTh JIMHUM, CTPEIKH, DIUIMIICHI, MPSIMOYTOJIbHUKH, OKPYXHOCTH, TYT'HM, CEKTOPbI M Pa3JIUYHbIC
kpuBbie. [locne co3manust rpa@uIeckoro 00bEKTa ero MOXHO 3aJIUTh I[BETOM I Y30POM, YBEIUYHTh
WIA YMCHBIIUTD, IEPEMECTHTh, TOBEPHYTh, 3€PKAILHO OTPa3HTh, U3MEHHUTH IBET U TUN JMHUH. O0B-
€KThl B JJOKYMEHTE MOXHO TPYIIUPOBaTh, (HGOPMUPYS CTUHBINA PUCYHOK, KOITMPOBATh M BCTABJIATH B
11000€ MECTO TEKYIIEro AOKyMEHTa WM B Apyroi nokymeHnt. Co3nath mo00ii rpaduyeckuii 00beKT
MOYKHO C IIOMOIIBIO KOMaHIbl MeHI0 Bemaeskal Unniocmpayuu (puc. 1.18).

EcTtaska | PazmeTka cTpaHuLbl CohlnkK Paccuinkn PeueHs

[—
1

v == Ela] - .
E@ﬂ4

Tabnuua | PucyHok KapTuHka Purypel Smartdrt Juarpamma CHUmMOE

- L3

Tagnauugl Manwocrpagim

Pwuc. 1.18. [Tanens paboTsl ¢ rpaguuecKuMu 00BEKTaMU

Hcnonp3ys HHCTpYMEHTHI TaHHOW TTAHEH, MOXHO CO3aTh JTF000# MpocToi rpaduyeckuii 0OBEKT.
Jlisi aBTOMaTHYECKOTO CO3JaHMsI CIOXKHBIX (UTYp CIEAYET OTKPBITh OKHO Dueypsi W BBHIOpPATH
HYXHBII 00beKT (puc. 1.19). [P -
P = ol o«

=1 & 34
EoLL

jrrryped | SmartArt Juarpamma

MocnegHne KCNoONb30BaHHBIE UMy P U
=~ OO A L L4 G
@l oy |
TNMunmn

LW S L TLL T R %
OCHOBHBIE DUIy Db
[LHO7TCO® AN OS]
O EO0O0E0@C = &
(G I RN N G [
PDArypHbIE CTRENKKA

> A I L (R I T
€ @ v =n D ML dlf)
[k

Brnok-cxema
OB X & ALAVED
a0

BeIHOCKI
D@Qfﬁﬂﬂrﬂdﬂii} AT AT
| i 10 A0 A f&

3BE3Ab1 U IEHTBI
R T e

Puc. 1.19. Oxno Queypwi

Yr1oObl MOCTPOUTH KakoU-TnOO rpadudyeckuil 0O0beKT, HEOOXO0AUMO MpoJeNnaTh CIEAYIOIIHe Jei-
CTBHUSL:
1) oTKpBITH BKJIQJIKY Bcmaska, HIETIKHYTh MBIIBIO o KHOTIKE

2) BEIOpaTh 0OBEKT, KOTOPBIH CIIEAYeT CO3aTh, IIPH ATOM KypCOp MPUMET BUJI KPEeCTHKa +;
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3) yCTaHOBUTH KypCOp B TOYKY, M3 KOTOpPOW IUIAHUPYETCSl HAayaTh PUCOBAHHE, HAKAaTh JICBYIO
KHOTIKY MBIIIM U, HE OTIyCKas ee, MepeMeIlaTh yKa3aTelb N0 MOJYYeHUS HYXKHOTO H300paKeHHUs
o0OBeKTa.

[Ipumeuyanwue. [jis MHOTOKpaTHOT'O PUCOBAHUS (PUTYpPBI OAHOTO THIIA JBAXK]bl HAKMHUTE KHOTIKY C
n300pakeHreM Hy»XKHOTro o0bekTa. [locne okoHuaHus pabOThl yCTAaHOBUTE YKa3aTesb B JIIOOOM Me-
CTE IOKYMEHTA U HA)KMUTE KHOIIKY MBIIIH JUIsl OTMEHBI BEIOOPAa HHCTPYMEHTA.

1.3.2. Brigenenue rpaduyeckux OOBEKTOB,
M3MEHEHHE MX pPa3MEpoB U TEepeMEelICHUE

B oauH npueM o4yeHb TPyTHO HMOCTPOUTH rpadUuecKhii 00BEKT TpeOyeMoro pasmMepa U B HY)KHOM
MecTe, TIO3TOMY B TEKCTOBOM PEIAaKTOpE MPEIyCMOTPEHBI Takue (PYHKIUU paboOThl ¢ TpaduuecKUMH
00beKTaMH1, KaK U3MEHEHUE Pa3MEPOB U IIepeMEIIeHUE UX OTHOCUTEIBHO CTPAHUIIBL.

[Tpexxae yeM U3MEHHUTH pa3Mep U MOJOKEHUE TpaduIecKoro 00bEeKTa, €ro HEOOXOAUMO BBIICTHTh.
st 3TOr0 HamO NpoAenaTh CaeAy-roIue JeUCTBUS:

1) noaBecTH Kypcop K rpapuueckoMy 0ObEKTY TaK, 4TOOBI OH U3MEHUI CBOKO (JOPMY, T. €. IIPHHSLI
BUI Uy

2) WICNKHYTh OJIMH pa3 JIeBOH KHONKO MbIy. [Ipu 3ToM rpaduyeckuii 00bEKT BBIICIHTCS.

YT1oOBI ©I3MEHUTH pazMep rpauuecKoro 0ObEKTa, HY>)KHO IPOU3BECTH TaKHE ACHCTBHUS:

1) ycTaHOBUTB KypCOp Ha OJJMH M3 MapKepoB, IPU 3TOM Kypcop JOJDKCH MPUHSATh BHI

2) HaXXaTh JICBYFOYRHOIIKY MBIIIH U, YICPKUBAs €€, IePEMECTHTh MBIIIb B HAIPABICHUH U3MCHE-
HUSI pa3mepa TaK, KaK MIOKa3aHO Ha
puc. 1.20:

W3meneHnue 1o Beptu

N3meHnenue

O rOpU3OHTAIH OJHOBPEMEHHOE M3MEHEHHE

pa3sMepoB 10 BEPTHKAIH
Y TOPU30HTAJH C YTia

Puc. 1.20. I3menenune pazmMepoB rpaguueckux 00bEKTOB

[pu nocTmkeHnn TpedyeMoro pasmMepa KHOIKY MBIIIM MOXKHO OTITYCTHTb.

Jlnis Toro uToOBl IEepeMecTUuTh rpaduueckuii 00BEKT ¢ OJJHOIO MeCcTa 3KpaHa Ha JIpyroe, HeoOXo-
JMMO TPOU3BECTH CIIEAYIOIINE AEUCTBUS:

1) ycTaHOBUTH KypCOp Ha JIFOOYIO JIMHHIO TPAPHUecKOro 00beKTa (TOMBKO HE Ha MapKep), YTOObI
Kypcop MpUHsI BUA i’

2) Ha)XaTh JICBYIO KHOIIKY MBIIIH H, YIACPKUBAs €€, ePEeMECTHTh rpadUuecKiii 00bEKT B HY)KHOE
MecTo dKkpana. [locie nepemernieHusi KHOMKY MBIIITU MOYKHO OTITYCTHTb.

3aoanue 1.19

1. Coz0aiime noswiti doxymenm.
2. Yemanosume anvboMHYI0 opuenmayuio Cmpanuysl u ciedy-oujue pazmepsl noet, Cm:
eepxnee — 2,
HuoicHee — 2;
Jnegoe —5;
npagoe — 1,5.
Hcnonv3ys nonyyeHuvie meopemuueckue 3HaHUs, cosoatme epaguueckuti oo6vexm, npeocmas-
JIEHHbLU HA PUCYHKE.

C WudopmarnmonHsle CHCTEMBI )

ITo cTenenyn aBTOMaTHU3ALUU

( Pyunsie >(ABTOMaTI/ISI/IpOBaHHbIeX ABTOMaTHYECKHE )

'+ Tlo chepe mpumereri Mo xapaxrepy uH(bpOpMATIIT

VHTerprpoBaHHbIe
MHpopManmoHHO-TIONCKOBBIE

D




Opranu3zanuoH- -
(HOFO . MHpopMamoHHO-peIIaronue

VYpasnenust _—
TII L ( VYnpasnswomue
CAIIP ( )
Cogeryromue

4. Coxpanume epaghuueckutl 06vekm na cemesom oucke «MServery Z:\ ¢ ¢haiine ¢ umenem 3ada-
nue 1.19.

1.3.3. OGpaboTtka rpaduueckux OOBEKTOB

K o6pabotke rpaduyeckoro o0beKTa OTHOCATCS TaKHe ONEpaIiy, Kak ero oopamiieHue, ITPUXOB-
Ka, 3aJIMBKa I[BETOM, J100aBlieHUE TEHH, 00beMa U T. M. [ UX BBHIMOTHEHHUS HYXKHO HCIIOJIH30BATh

na"enu Bemaska ¢pueyp, Cmunu gueyp, Cmunu WordArt na Bknagke Cpedocmea pucosanus (puc.
1.21).

m [nasHan Beraska PazmeTka crpaHuLpl Cenlnku Paceinkn Pe

3\\|:|O . 1% . Qiamskaq:mrypu-
DAL LD & ﬂ *| & Kormyn mrypa -
S ERAS I

LeH3uposarne Bua

A - | || Henpasaerine Texera -

@ 2

&5 Co3gats 5930

~| Q 3ppecrs puryp -
CTunu huryp ©

Bcraska uryp Crunn WaordArt £ Tekcr

Puc. 1.21. OcHoBHble manenu Bkaaaku Cpedcmesa pucosanusil @opmam

Te xe omepanuy MOYXKHO TIPOJIENATh C IOMOIIBIO KOMaHAbl Popmam ghucypbi.
CrnenyeT MOMHUTB, 4TO mepe 00paboTKo# rpagaeckoro 00beKTa €ro Hy’KHO BBIICITUTH.

3aoanue 1.20

1. Omxpotime ¢paiin 3aoanue 1.19.

2. M3menume mun nunuu 8 odvekme « Mnghopmayuonnvie cucmemuly Ha wmpuxosyio.

3. Usmenume monwuny 1unuu va 3 nm.

4. 3axkpacvme 08an ¢ cooeparcamumcst 8 Hem 3a20/106Kkom « MughopmayuonHvle cucmemvly 6 CUHULL
yeem.

5. U3menume yeem wumpuxosvix TUHUL HA KPACHBIIL.

6. Uszmenume yeem HeUMpPUXO8bIX TUHUL HA 3€/IeHbIIL.

7. K epaghuueckum obvexmam mpex nodzazonoskos: « Pyunvie», «Aemomamusuposantvley, «A6-
momamuyeckue» — 0006asbme meHsb U 00veM.

8. [lobasvme Ko 6cem cOeOUHAIOWUM TUHUAM CIMPETKU.

9. Coxpanume epagpuueckuii 06vexm Ha oucke «MServery (Z:)\ e ¢gaiine c umenem 3adanue 1.20.

1.4. IO3ULIUOHNPOBAHUE TEKCTA 1 PUCYHKA

1.4.1. TToBopoT rpaduueckoro oObEKTa

B TexcToBOM PEAAKTOPEC CYIICCTBYCT BO3SMOXKHOCTL ITOBOPOTA rpa(bﬂqecm/lx 0OBEKTOB. I[J'ISI 9TOro

UCTIOJIb3YyeTCs KHOIKA (IToseprymy) na manemn M2paoouums Bknagku dopmam, KoTOpas BKIIO-
4aeT B €O HECKOJBKO IMYHKTOB (PUC. [e1 fosepmymosnpaso a0r 1.22).

HeoOxoaumo BBIIENIUTL aBTOQUIYDY, | . _ pucyHok wiu obobekt WordArt,
KOTOPBIi TpeOyeTcst noBepHyTp | MoeepaTesneio a0 (OTpa3uTh), U BBINOJI-HUTH OJIHO
H3 CJICAYHOIINUX ﬂeﬁCTBHﬁI = OTpasiTe epwy BHAS

1) noBepHYTH Ha NPOM3BOJBHBIA yroa |, T — (TpOM3BOAUTCS MEpEeTaCKUBAaHUEM
Mapkepa IMOBOpOTa OOBEKTa B HYXHOM HANpaBlIEHUH U IIETYKOM 32
npeaenamMmu 00BeKTa, qTOOBI  |E]_ARiHe napamerpsinosopora.. 3a(huKCUPOBATH MOBOPOT);

Puc. 1.22. OkHo
Ioseprymo 21
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2) moBepHyTh Ha 90° BIEBO WM BIIPABO;
3) oTpa3uTh 0OBEKT (CO3MIaTh 3epPKATBHOE OTOOpaKEHNUE).

3aoanue 1.21
1. B nosom 0okymenme cozoatime ciedyrowyio epynny 00beKmos.

2. Coxpanume obwvexkmol Ha cemesom oucke «MServery (Z:)\ 6 ¢aiine ¢ umenem 3aoanue 1.21.

1.4.2. Tlopsinox rpaduyeckux OOBEKTOB

[Ipn BcTaBKE HECKOIBKUX B3aMMOCBA3aHHBIX (UTYp (OJIOK-CXEMbI, KOJUIAX U T. II.) JKEJIATEIbHO
00BEIMHATH UX B OJIMH PHCYHOK, HHA4Y€ OHU OYIyT pa3OpocaHbl 1O JOKYMEHTY HE3aBUCHUMO JPYT OT
Apyra.

st obnerdenust paboThl ¢ TpadUIECKUMH O0BEKTaMH MOXHO HCIIOJIb30BaTh CETKY, KOTOpAs IO-
KpBIBA€T CTPAHMILY HEBUAMUMBIMU JUHUSIMHU. [Ipu prcoBaHuU WM nepemMelieHuu 0ObEeKTOB UX YIJIb
BBIPAaBHUBAIOTCS IO ee OnmxkailieMy y3iny. HecMoTpss Ha HEBUIMMOCTb, CETKa OMOTaeT BbIPAaBHU-
BaTh OOBEKTHI. J{JIs1 M3MEHEHHS PAaCCTOSHUS MEXAY JTHHUAMHU CETKU MCIOJB3YyI0T KoMaHay Cemka w3
rpynnsl Jeticmaus. BBIKITIOUUTH CETKY MOXKHO, €CITH CHATH QIaok [lpussizame k ¢pucypam v [lpu-
8s3amb K cemke B TUAIIOTOBOM OKHe /Ipuesska Kk cemke.

[lo ymomuaHuIO HHTEPBAJI MEXAY JIMHUSIMU ceTKU paBeH 0,25 cM, HO OH MOXKET ObITh U3MEHEH KakK
MEXIYy BEPTUKAIBHBIMH, TaK U MEXy TOPU3OHTATBHBIMU JUHUSAMUA MUHUMYM 110 0,01 cM, Mmakcumym

10 55,86 cM. UeMm MeHbBIIIE PACCTOSHUE MEXAY JIMHUSMH CETKH, TeM TOYHEe Oy/AeT IepeMelieHHe
oOBeKTa.

N WHorna ObIBaeT Tak, 4To NpU J00ABICHUH BHYTPh TpaguuecKoro oObek-
Th Ha gepsaruit nnan Ta HaJIUCH, OHA HCuYe3aeT. JTO MPOUCXOIUT MOTOMY, YTO IrpaduyecKuit
B Ha zaqHui naan 00BEKT HAaXOJUTCS Ha TEepeHEM IJIaHe, a HAAMKUCh — Ha 3agHeM. X pacmo-
Ld MeperecTirs nepen JIO’KEHHE MOYKHO TTOMEHSITh, UCTIONB3Ysl KoMaHay [lopsiook w3 rpynisl /eti-
(@ MepemecTims Hazan cmeus. llocme 3TOro Ha »KpaHe NOSBUTCA OKHO, IPEJACTaBICHHOE Ha
B Momecriirs nepen tekeran puc. 1.23, B KOTOpOM cieayeT BBIOpaTh HYXHBIH ITYHKT.
E:l MNoMECTHTE 33 TEKCTORM 3aoanue 1.22
P u c. 1.23. Honmento ops- 1. Cozoaiime epagpuueckuii o6wvexm credyrowezo uoa.
0ok v3 MeHio [eiicmeus
CTpyKTypa CUCTEMBI
JlenieHTpan30BaHHAS Hepapxuueckas IlenTpanu3oBanHas

2. Coxpanume e2o na cemegom oucke «mservery (Z:)\  gpaiine ¢ umenem 3adanue 1.22.

1.4.3. O6benunenue rpapuyeckux OOBEKTOB B TIPYIIIbI

OObenuHEeHNEe HECKOJIBKUX Ipauueckux OOBEKTOB B OJHY IPYIIY MO3BOJIIET paboTaTh ¢ HUMHU
KaK ¢ OAHUM 00bekToM. Takum 0Opa3oM MOXHO, B YaCTHOCTH, U3MEHHUTb HEKOTOpBIE MapameTphl
(HampuMep, 1BET JUHHUM M TE€Hb) Y HECKOJBKHX OOBEKTOB Cpa3y, YBEIMUUTh, YMEHbBIIUTH, IIEpeMe-
CTUTb UJIU TIOBEPHYTh UX BCE BMECTE.

Co crpynnupoBaHHBIMU OOBEKTaMH oOsierdaercs paboTa MO HM300pa)XKEHHIO CIOXKHBIX rpaduue-
cKUX 00bekToB. CylllecTBYeT BO3MOXXHOCTh CO3/IaHUSl TPYII BHYTPU JPYrHUX TPYII, UEpapXuid
CIpYNINUPOBAHHBIX 00BEKTOB. MOKHO HapHCOBaTh HECKOJBKO rpa@uuecKkux 0ObEKTOB U CIPYNIUPO-
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BaTh UX, HAPUCOBATH CIIEAYIOIIME U CHOBA CIPYNIUPOBATh U T. A. Eciu mocie rpynnupoBKy MOsBIS-
eTcs HEOOXOIUMOCTh JOOABICHUS WU YIAJIECHUS 4ero-1100, TO MOXKHO pa3rpyniupoBaTh JTI00YI0 U3
HECKOJIBKUX TPYI 00bEKTOB, HE BIUASA HA OCTAJIbHBIE.

[Ipumevyanue. BeigeneHne HECKOIBKUX OOBEKTOB IyTeM OOBEICHHS MBIIIHI0 KOHTYPa B PEKUME
Bwibop 06vexmos paboraet TobKO B ctapoM popmate Word.

Uto0sI crpynmupoBath rpaduaeckue 00beKThI, HY>)KHO TPOAeTaTh CISAYIONUE NeHCTBUS:

1) moouepeaHO MIEIKHYTb 10 KAKIOMY 3JIEMEHTY (QUTypHI, yAepKuBas HaxkaToi kinasuiry [Ctrl];

2) HaXaTb KHOIIKY m&a naHenu Ynopsaoouums. B BblllafjatoieM OKHE U3 HECKOJIBKUX
xomaun (I pynnuposams, Paszepynnuposams, [lepecpynnuposams) BeIOpaTh KOMaHy I pynnuposamo

— KHOTIKY (c. 1.24).

=
IJ; MepeMecTuTs 6Nepes = = -
=t
LY Nepemectute Hazag = ﬁv

MonoxeHwe OBTeKaHME

=
- TEKCTOM ™ ﬁ} 0BnacTe BRIAENEHIMA Sk

¥nopagoduTe

Puc. 1.24. Komanasl nanenu Ynopsoouums

PasrpynmupoBath rpadudeckue 00bEKThl MOXKHO TaKHM 00pa3oM:

1) BBIACTUTH TPYIIY O0BEKTOB, KOTOPYIO CIEAYET Pa3rpyIHpOBaTh, C MOMOIIBIO JIEBOW KHOIKH
MBIIIIH;

2) BbIOpaTh KOMaHy Pasepynnuposams Ha aHEeTH Ynopsoouums.

3aoanue 1.23

1. Cepynnupyiime sce ob6wvexkmul 6 atinax 3adanue 1.19, 3a0anue 1.20, 3aoanue 1.21.
2. Coxpanume usmeHeHus 8 OAHHbIX aiiax.

KOHTPOJIBHBIE BOITPOCHI

1. Ipaghuueckue obwvexmot, pasmewaemoie 6 dokymenme MS Word.

W 2.d noCcoobl 000aBIeHUSA PUCYHKA U3 KOLLEKYUU PUCYHKO8 U PUCYHKA, CO30aHH020 cpedcmeamu MS
ord.

3. [paghuueckue npumumugsl, UCNONb3YEMbIE NPU CO30AHUU PUCYHKA.

4. [Topsiook uzmeHeHusi pazmepa u NOJ0NCeHUS HAPUCOBAHHOU (Puypbl, NOLONCEHUSL NEPEKPbIEAIO-
wuxcs gueyp.

9. Bozmodcnocmu epynnupoganus epaguieckux guayp.

6. Cnocodul epynnuposanus epaguieckux guzyp.

. Ommena epynnupoeaHus. . 5
8. llopsodox usmenenus muna, moawuHbl JUHULL U CIMPENOK, Yeema JUHUL U 3ATUEKU 3AMKHYMbIX

uzgyp.
Jﬂpedﬁaauaueuue Haonucu. Cnocobwl ee co30aHusl.
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JIABOPATOPHA PABOTA Ne3

1.5. PABOTA C TABJIMIJAMUA
1.5.1. Co3nanue Ta0mUL

eT 0e3 JINIIHUX 3aTpaT BPpCMCHU CO34aBaTh KaK IMPOCTHIC, TAK U CJIOKHBIC Ta6JII/II_ILI.

maobauy)

KHOIIKC EK‘

3aoanue 1.24

1. Cozoatime crnedyrowuii OoKymeHm.

ToBapHo-TpaHcniopTHas HakIagHast No

« _» 20 1.
[TocraBmuk
Ero anpec:
P/cuer Ne B OaHke rop. 0071
['py3ooTnpaBurens:
Cr. oTnpaBieHus
2. Coxpanume Haumeno- En.
oucke (Z:)\ 6 ¢patl- | pamme u3- | wu3MeEpe- Kosmuie- Ilena Cym-
Hue 1.24. NeTHs — CTBO Ma
ITnura Ger. IIT. 56 600
1.5.2. Ilepemerre- Men KT 340 30
JIATIBI [IleGenpb T 40 200
9JICMCHTOB UTOI'O 830

e20
ae ¢ umeHem 3aoda-

TekcToBBIN pegakTop 00JagaeT OYeHb MOIIHBIM U THOKUM HHCTPYMEHTAPHEM, KOTOPBIN IMO3BOJIS-

Jlnst BCTaBKM TaOJMIBI B JTOKYMEHT HEOOXOIUMO BbIOpaTh KoMaHny Bcmaskal Tabnuyal Bemasume
B TOSIBUBIIEMCS] JHAJIOTOBOM OKHE YKa3aTh YHCJIO CTPOK M CTOJOIOB M MICIKHYTH IO

Ha cemeeom

HUE BHYTpU TaO-
U BBIJCIICHUE €€

[Tpu pabore ¢ Tabmuiel OONBIIOE 3HAYCHUE UMEET YMEHHUE MepeMeniaThCsl BHYTPH HEe U BhIje-

JATH ee (pparMeHThl. ITO MOYKHO JeJaTh Pa3HBIMH CIOCO0AMH, HO CYHIECTBYIOT CIEIHAIbHBIE COue-
TaHUSl KJIAaBHIL, KOTOPbIE B 3HAYUTENIbHON CTENEHH ONTHUMM3UPYIOT MPOLECC 3aIllOJIHEHUs TaOJMIL
JaHHbIMU. B Tabi. 1.2 npuBOaATCS HEKOTOPbIE U3 COYETAHUM KJIABUII U PE3YJbTAT UX ACHCTBUS IpU
nepeMenieHnH 1Mo Tadmuie, B Tadu. 1.3 — npu BBIIEICHUH €€ DIIEMEHTOB.

24

[lepemenienne BHYTpU TaOJIUIIBI

OxunaeMslil pe3ysbTar

IIpousBoaumoe nencTBHE

Ilepemenienug B cie-
JYIOUIYIO STYEHKY

Ilepememenue B
MIPEABIAYINYIO TUYEUKY
[Iepemenienue B
IPEbIIYIIYIO WIN Clle-
AYIOIYIO CTPOKY
IIepemenenue B
MEPBYIO STYEHKY CTPOKHU
Ilepememenue B mo-
CIIEHIOIO AYEUKY CTPO-
KN

Ilepememenue B
HEPBYIO STUEHKY CTOIO-
na

Ilepemermenue B mo-
CIEIHIOIO STUCHKY
cToioIa

Hauano HoBoro a63ama
JloGaBneHre HOBOM
CTPOKHU B KOHIIE Ta0Iu-
bl

Jlob6aBieHue TEKCTa me-
pen TabiuLel B Hauae
JTOKYMEHTA

Haxxmure knasumy [Tab] (eciiu kypcop
HaXOJUTCS B MOCJIETHEN SlUeHKe TA0H-
1bI, HA)KaTHE YTOW KJIABUIIH J100aBIIsET
K TaOJIUIIEC HOBYIO CTPOKY)

Haxxmute knaBurm [Shift — Tab]

Haxmure knasunty [ 1] umu [V]

Haxmure kinasumu [Alt — Home] win
[Alt — 7] Ha nudposoit k1aBuaType

Haxxmute knasumm [Alt — End] wu
[Alt — 1] Ha mudpoBoit k1aBuaType

Haxxmure kiasumm [Alt — Page Up]
win [Alt — 9] Ha udpoBoit KiTaBuaType

Haxxmure knasumm [Alt — Page Down]

WIH
[Alt — 3] ma nudposoii k1aBuaType
Haxxmure xmaBumy [Enter]

Haxxvure xnaBunry [Tab] B konme mo-
cIeJHEH CTPOKU

HaxxmyTe xyaBunty [Enter] B Havane
NEpBOH AYEHKU

Tabnuma 1.2



Taomnuma 1.3
[TepememnieHre BHYTpU TaOIULIBI

OxuaemMsblil pe3yiib- [IpousBonumoe aeiicTere
Tar

Boinenenue ssiueiiku  YCTAHOBUTE YyKa3arellb Ha JIEBBIM Kpau
STYEUKU U HaXMUTE KHOIKY MBIIIIHN
Brinenenue ctpoku Y CTaHOBUTE yKas3aTelb CIE€BA OT CTPOKU U
HaKMUTE KHOIKY MBIIIN
Brinenenne cronbma YcTaHOBHUTE yKas3aTellb Ha BEPXHEU JTMHUU
CETKH CTOJIOIA U HAXKMHUTE KHOIKY MBIIIN
Oxonuanue mabn. 1.3

Oxunaemslii pe3yib- [IpousBonumoe neicTere

Tar
Boinenenue He- VY nepxxuBasi KHOIIKY MBI, IEpEMEIIANTE
CKOJIBKHUX SYEEK yKa3zareib IQ s4YeilkaMm, CTpoKam WU

CTPOK HJIM CTOJIOIIOB CTONOLAM JHOO BBIICINTE OAHY SUEHKY,
CTPOKY HJIU CTQIOECII, a 3aTeM, yIep>KUBAS
kinapuiny [Shift], BbzenuTe ciieayronryo
STYCHKY, CTPOKY HJIH CTOJIOCII

Brinenenng rekcra B Haxxmute knasumny [Tab]
CIIENVIOLIEH suerKke

Brinenenne tekcta B Haxxmure kinaBumu [Shift — Tab]
IPSIbIAYIICH STYCHKe

BelLienenue Been Heﬁeﬁz(sme B TaOJUITy, HAOKMHUTE KJIABHIIH
TaOJINLIBI [Alt — 5] na mudpoBol KiaBuatype mpu
BBIKJIIOYEHHOM pekume [Num Loc

Uto0b1 0popMUTE TAOIHUILY TTEpe]] BEIBOJOM Ha OyMmary, Hy>KHO MCIIOJIb30BaTh CPENCTBa aBTO(Op-
MaTupoBaHus Tabmui. [ 3Toro Hafo BBLAEIUTH TaONIUILY, OTKPBITh BKIAAKY Paboma ¢ mabauyamu
u Ha nanenu Cmuau mabauy BIOPaTh HEOOXOIUMBIH.

3aoanue 1.25

1. Usmenume gpopmam mabnuysl 6 ¢haiine 3aoanue 1.24, evibpas 6 komanoe Paboma c mabnu-
yamu... uz merio Cmuau mabauy 0OuH u3 NPeodoONCeHHbIX CIuel.

ToBapHO-TpaHcHOpTHAsA HakiIagHast Ne

[Tnura Ger. IIT. 56 600
Men KT 340 30
IleOenn T 40 200
UTOIro 830
«__» 20 T
[TocTraBmuk
Ero anpec:
P/cuet Neo B OaHke rop. 001.
['py3ooTnpaButens:

Cr. oTnipaBieHus

2. Coxpanume 0okymenm Ha cemesom oucke(Z:)\ 6 ¢aiine ¢ umenem 3adanue 1.25.

1.5.3. V3meHenne MHPUHBI CTOJOIA TAOIHUIIBI

YToOBI M3MEHUTD MIUPHUHY CTOJIONA TAOIHITEI, HEOOXOIUMO YCTAHOBUTH C TIOMOIIBIO MBI KYypCOp
Ha IPaHUIly pa3zesia CTOJIOIOB, YTOOBI OH MMEJ BUJ Y, TIepeMeIIasi MbIIb B TOPU30HTAITBHON
mwiockoct, MMernTs IUPHUHY CTOJIOIA.
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BbicoTa CTPOKH U3MEHSIETCS] aHAJIOTUYHO.
JIist 3aaHusl OMPEIeICHHON MIUPUHBI CTOJOIOB U BBICOTHI CTPOK HCIONIB3YETCs MaHelb Pasmep
sAyetiku Ha BKianke Makem (puc. 1.25).

LEeHZMpoOBaHKE Bug l KoHeTpykTOR | MakeTt

FiE

I§||:| 0,46 cm . [EE BeIpOBHATE BRICOTY crpmc]

ABTONOAGOD ‘ ﬁ 2.5 cm

-

EE BrIpOBHATE WHPKHY CTOABLOE

Pazmep adelkn M

Puc. 1.25. Ilanens Paszmep auetiku

B neBoii yacTu maHenu pacroJIoKEHb! JBa MOJIsl, B KOTOPBIX YCTAaHABIMBAIOTCS BBICOTA U LIMpPUHA
cTosI010B B caHTuMeTpax. CrpaBa OT HUX pacIlOIOKEHbl KHOIIKU BuipogHsams evicomy cmpok 1 Bbi-
POBHAMb WUPUHY CMOI0YO08, C TIOMOLIBI0 KOTOPBIX MOYKHO CZEIaTh BbIIEIEHHbIE CTOJIOLBI OIMHAKOBOU
HIUPYHBI, & CTPOKU — OJIMHAKOBOM BBICOTHI.

3aoanue 1.26

1. B ¢haiine 3aoanue 1.25 uzmenume wupuny cmonroyos (nepeviii — 2,1 cm, mopoii — 2,2, mpemuii —
2,5, uemeepmoiii — 1,2, namwiti — 1,5 cm), 8vicomy nepsoti cmpoku ycmarosume 22 nm.
2. Ionyuuswuiicss 0okymenm coxpanume Ha oucke «MServery (Z:)\ ¢ umenem 3adanue 1.26.

pHMeEYaHHUeE. Ha HaHEeJH Pasmep AYelKu HAXOJUTCS KHOTIKa

. Ee Haxarue pac- KpbIBaeT crnucok (puc. 1.26), B
KOTOPOM MO>XHO HM3MEHUTH IIH- pPHHY CTOJIOIIOB B COOTBETCTBUU C
pasMepoM  COJEpIKalIerocss B 225w 1| Hieeped HHMX TeKcTa. Kpome TOro, MOXHO
3a]aTh UIMPUHY TAOJHUIBI PaB- |[oa HOW IIMPUHE CTPAHWIIBI WJIA BbI-

B ABTONOABOP NO COAEPKUMOMY

&l 46 em 2 || B Bripo

6paTI’ q)HKCHpOBaHHyIO H'H/IpH_ ﬁ ABTOMNOAGOP NO WAPKWHE OKHA Hy
Hakonen, IMPHHY CTONOLOB M | gucuposantian wipnia crongus BBICOTY CTPOK MOKHO YCTaHOBUTH
C IIOMOIIBI0O KOMaHuabl [abnu- yal Ceoticmea maobnuyi.

Puc. 1.26. Knonka

1.5.4. Cnusiaue siueek B TaOJIHIE

WNHorna O6pBaeT HEOOXOAUMO OOBEAUHUTH JIBE MM OoJiee STYCHKU OJHOM CTPOKU B OJIHY SUCHKY,
Harpumep, JJsi 00pa30BaHMs 3ar0JIOBKA TaOJHIIBI, TEPECEKAIONIETO0 HECKOIBKO cTo010B. O0BemHe-
HHE STYEeK BO3ZMOXKHO U TI0 CTPOKAM, U 110 CTOJIOIaM.

Jnist 00beTMHEHNS sTYeeK HYKHO:

1) BBIICTUTH STYSHKH, TpeHA3HAUCHHBIE JUTSI OO BeTNHEHMS,

2) BeIOpaTh BKIAAKY Paboma ¢ mabauyamulMaxem, Ha naHenu Ob6vedunenue HaXaTh KHOIKY

3aoanue 1.27
1. Coz0aiime u 3anonnume credyrowuti 0OKyMeHm.
JIBM>KEHME MAJIOIIEHHBIX ¥ ObICTPOM3HALINBAIOIINXCS TPEIMETOB
2. CoxpaHume OOKyMeHmM Ha Ocrarox Ocrarox
cemesom Oucke «MServery (Z:)\ Ha Hada- | O6opot Ha KOHEI
7 710 Mecsi- | 3a Mecst
6 ¢haiine c umenem 3aoanue 1.27. 1 Mecsna
Ne na
. . y HanmenoBanue
1.5.5. I6’a36HeHI/Ie onHO# stueiiku [TV npeMeTa Lena
TaONMUIBI Ha HECKOJIBKO Kou{Cym Ko Cym[Kom| Cym
Jnst Toro 4toObl pa3OHUTh OAHY BO | Ma | BO | Ma | BO | Ma
YyeiiKy TaONMIBI Ha HECKOJbBKO,
YXKHO:
1) BeieNIMTh SUElKH, mnpemHa- | 1 Cryn 78,34 | 23 20 3
HAYCHHBIC JUTSl PA3OHCHHUS; 2 | Pyuka mapukosas | 1,30 | 70 60 10
2) OTKpBITh MeHI0 Paboma c¢
3 Kapanmam 1,04 | 40 35 5
abnuyamulMakem, Ha TaHeNIH
OveouHeHue  BBIOPATH KHOIKY Hroro

azoumo a4euxKu,
3) BBECTH KOJIMYECTBO CTOJIOIIOB, HA KOTOPOE CIIEAYET pa3OUTh KaX YO SUCHKY.



[Mpumeganue. Tekcr sueiiku pa30MBAETCS B 3aBUCUMOCTH OT KOJIMYECTBA HAXOASAIINXCS B HEH CHM-
BOJIOB a03ara. Eciu B siuelike CoepKUTCS TOIBKO OJUH TaKOW CHMBOJI, TO BECh HAXOISAIIHNIACS B HEH
TEKCT MOMEIAETCS B KPAWHIOKO JIEBYIO M3 HOBBIX SIYEEK, @ OCTAJIbHBIE OCTAKOTCA IMYCThIMHU. Eciu B
sTYeMKe COEePIKUTCS 00Jiee OHOTO CHMBOJIA ab3alla, TO OHU PACIIPEIENISIOTCS TOPOBHY MEKAY SUCH-
KaMH.

3aoanue 1.28

1. B ¢aiine 3aoanue 1.25 cmonbey Haumenosanue uzdenus pazdetime Ha 06a, 6 0OUH U3 KOMOPLIX
sgedume: Ne 1i/m.

2. [Tonyuennvlii OOKyMeHm coxpawume Ha cemesom oucke «MSer-very (Z:)\ ¢ umenem 3aoa-
Hue 1.28.

1.5.6. IlocTpoenue auarpammsbl
Ha OCHOBE TaOJIMILIbI

[TocTtpoenne auarpaMmbl BO3MOXKHO TOJIBKO JUISL CTOJIOLOB MJIM CTPOK, COJIEPKAIIUX YHCIOBYIO
uHpopmarnrio. YToObI MOCTPOUTH AUATPAMMY, HYKHO:

1) BBIIEIUTH YaCTh TAOHIIBI HIIK BCIO TAOIHUILY;

2) BO BKIIaJiIke Bcmaeka Ha nanenu Muirocmpayuu BeIOpaTh KOMaHy Juaspamma;

3) BBIOpaTh mapaMeTpbl POPMATUPOBAHHUS;

4) nepeiiTi 0OpPATHO B JOKYMEHT.

3aoanue 1.29

1. Ucnonv3sys uucnosvle dannvle mabauywl u3 gatina 3adanue 1.28, nocmpoiime nod mabauyetl
cmoabuamyro ouazpammy Ha ochosanuu epag Konuuwecmeso u Llena.
2. [onyuuswuiicsi dokymenm coxpanume Ha oucke «MServery (Z:)\ ¢ umenem 3adanue 1.29.

1.5.7. CymmupoBaHue CTpPOK
WU CTOJOIIOB YHCEN

UTo0bI MPOCYMMHUPOBATH CTPOKU WIIM CTOJIOIBI TAOJIUIIBI, HY)KHO:

1) BBIICTUTD SYCHKY, B KOTOPYIO CIIEAYET IIOMECTUTh PE3YJIbTaT CYMMHUPOBAHUS;

2) Ha MaHEeJH Hannvie BKJIQJIKA Maxkem BBIOPAThH KOMaHIy
Dopmyna,

3) ecnu BbIIENICHHAS slUSiKa HAXOAMTCS BHU3Y CTOJIOIA YHCEN, TO MOCIE TOro Kak OyaeT mpeio-
xeHa popmyrna = SUM(ABOVE), naxate kHomky IOK|;

4) ecnu BBIICNICHHAS SUCiKa HAXOJWTCS B TIPABOM KOHIIE CTPOKH YHCEN, TO TOCIe TOTO Kak Oyner
npenokena Gopmyna = SUM(LEFT), naxars kHonky IOK

Ecnu B cTpoke (cTonbiie), mpeIHa3HauYeHHON ISl CYMMUPOBAHHUS, BCTPEUAIOTCSI MYCThIE SUEHKH,
TO 9Ta CTpoka (cronbei) He OyaeT mpocymmupoBaHa. JIJisi oydeHus: pe3ysbTaTa BBEAUTE HYJIH B
IIyCTBIC STYEHKHU.

Jlnist BBITOJTHEHHS APYTHX BBIYMCIICHUN HCIIONB3YIOTCS aJipeca siueeK TaOIHIbl: CTOJIOIBI HyMepy-
10TCSl OyKBaMH JIATMHCKOTO ajidaBuTa, CTpokH — nudpamu. Hiwke mpuBeneH mpumep aipecoB siueek
TaOJINLIBI.

A B C U T. .
1 A1 B1 Cy
2 Az B, Co
UT. I

3aoanue 1.30

1. B ¢patine 3aoanue 1.27 paccuumatime 6ce cymmosguvle KOJOHKU U cmpoKy Mmozco no smum Ko-
JIOHKAM.
2. [onyuuswuiics dokymenm coxpanume Ha oucke «Mservery (Z:)\ ¢ umenem 3adanue 1.30.

KOHTPOJIBHBIE BOITPOCBHI

1. Cnocobwvr 6cmasku madbauyvl 8 0OKymMeHm.
. Usmenenue obpamnenus maoauywi.
3. llopsiook nepemewienus nympu maoauywl.
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4. Cnocobpi evioeneHuss 0OHOU UNU HECKOIbKUX AYeeK, OOHOU UlU HECKOLKUX CIPOK, 00H020 UTU
HECKONbKUX a03ayes.
5. U3menenue wupunsl u 6blCOMbL CMPOKU MAOIULDL.
6. Cnocodul svipasrusanus madnuysl UL ee Cmpox.
1. QbveouneHue u pazouenue sueex maoauybsl.
8. [locmpoenue ouacpammoi.
8. Yoanenue ouacpammol.

10. Mamemamuueckue pacuemul 6 mabauyax.

JIABOPATOPHA PABOTA Ne 4

1.6. PABOTA C TTPMJIOXXEHUSAMU
1.6.1. Ilpunoxxenne MS SmartArt

OueHp 4acTo MPUXOIUTCA paboTaTh C TOKYMEHTaMH, COAEPKAIIMMH B ce0e OrpOMHOE KOJIMYECTBO
CTPYKTYPHBIX CXEM HEPapXHUECKOr0 CTpOEHHs. Y J00HEee BCEro co3/1aBaTh TAKHE CXEMBI C UCIIOIb30-
BaHHEM CIEHUANBHBIX MPOrpaMM (MpuioxkeHui). Pe3ynpratsl paboThl B IPHIOKEHHUIX BCTABISIOTCS
B TEKYIIMH JOKYMEHT B BUJI€ TpapUUECKuX 0OBEKTOB.

Jnsa  BCTaBKM B JOKYMEHT CTPYKTYpHOM CXEMbl HAJI0 BBINOJIHUTh KOMaHAy Bcmas-
kalUnmiocmpayuu ¥ W3 TIOSIBUBLIETOCS JHAJOrOBOIO OKHA BBIOpaTh HEOOXOIMMOE IPHIIOKCHUE
SmartAurt.

Ha sxpane nosiButcst okHo (puc. 1.27), B KOTOPOM ClieAyeT BHIOpaTh HYKHBIA THI BCTABISIEMOTO
00BEKTA.

e S
NMpoyece -
— =
aaa —F- @ e D - =
= LT AR
aaa A7l
i — \ —
r o g
ees 75 WP -
4
YronKoBbLIi CIMCOK
GasGee =+ s o Emm— CRpRAT 117 OTOBPaREHNA -
josGims e e .
oBpazyrowMX en MBIl paboumi E|
npouecc. Taoke noaxe ans
= | . ooz,
B (¥ ome twe e i

Puc. 1.27. Habop o0bekTOB KaTeropuu Bee

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

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 ghatine ¢ umerem 3adanue 1.31.

Ipumeuanue. YToObl yAATUTh JUIIHIOW (QUTYPY, BBIACTUTE €€ IETYKOM MBIIIM U HA)KMUTE Kila-
suiny [Delete]. Eciin HyxHO 100aBUTH NONONMHUTENBbHYIO (urypy, Ha nanenu Cozdanue pucyHKd
BKJIQ/IKH Koncmpyxmop HaOXKMHUTE KHOTIKY .
Ha ar0i1 e naHenu UMerTCsl KHOIIKH, C TIOMOIIBIO KOTOPBIX MOXKHO M3MEHATH MOPAJIOK CIEN0BA-
HUs QUTYp HA AUATPAMME.

1.6.2. BcraBka pucyHKa U3 KOJUIEKLIUU

[Tomumo cpenctB o6paboTku Tekcta Word obnamaer MOIMIHBIM BCTPOSHHBIM PEIaKTOPOM PUCYH-
KOB U IPEJOCTABISAET IIMPOKHE BO3MOXKHOCTH Uil O(hOPMIICHUS JOKYMEHTOB JIFOOBIMU TpauuecKu-
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MH 00BeKTaMu. [l 3TOro HeoOXOIUMO BBINOJIHUTH KOMaHny Bcemaskal Unntocmpayuul Kapmunka
(puc. 1.28).

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

z 3KpaHa ™
HManwocrpauym

Puc. 1.28. [lanens Unrrocmpayuu BKIanku Bemaska

B tekcToBoM monie Mckamb HAaIO BBECTH CIIOBO WM (Dpa3y, OMUCHIBAOIIYIO HYKHYIO KapTUHKY,
WIH TIOJTHOE WIIM YacTHYHOe uMs (paiina xapTuHkH. Jlanee cienyer HakaTh KHOIKY . Uto0b1
BCTaBUTh KAPTHHKY, HEOOXOUMO MICIKHYTh UMS B TIOTy4CHHOM CITHUCKE.

[Ipumeuyanue. UToObl M3MEHUTH YCIOBHUS IMOMCKA, BBHIIOJIHSIIOT OJHO WM 00a CIEIyIOIIUX JAei-
CTBHSL.
1. UroObl pacmpuTh MOMCK U BKJIIOYWTH B HETO KapTHUHKH, JOCTyNMHBbIE B MHTEpHeTe, ciexyer
YCTaHOBUTH (IIaXKOK B 1oJie Brutouums konmenm cavma Office.com.
2. YTOOBI OrpaHUYUTh MOUCK MYJIBTHUMEAMMHBIM COJACPKHMBIM KOHKPETHOTO THIA, HEOOXOAUMO
HICTIKHYTh CTPEJIKY B moJie Mckamb 06bekmybl U YCTAaHOBUTH (MIIaXKOK PAIOM C THIIOM (aitnoB M-
aocmpayuu, Domoepaghuu, Buoeo nnu 36yx.

3aoanue 1.32

1. Cosoatime Hosbiil haiin, 6 Komopulil 86edume mekcm nO30pPAagIeHUs U 6Cmasbme noOXo0AuuLL
PUCYHOK.

VYBaxaemblit UBan UBanoBu4!

H03I[paBJ'[ﬂeM Bac ¢ gHem POXACHUA, KEITAEM BCEr0 HAMITy4d-

LIETr0 B JIMYHOMU JKM3HU U TBOPUECKOH AEATENBHOCTH.

Konnexmug omoena

2. Coxpanume nonyuuswuiics OOKyMeHm Ha oucke «MServery (Z:)\ ¢ umenem 3aoanue 1.32.

1.6.3. OOGpe3ka pHcyHKa

Ecau ob6nacth pUCyHKa 6OJ'IBH_IC, 4eM HETIOCPCACTBCHHO I/I306pa)KeHI/Ie, MOX>XHO HCIIOJIB30BAaTh CIIC-

IIMANBHOE CPEJICTBO — OOPE3KY. = s
6 ; |:._.L ol 479 em 2 06
Jnst 0Ope3KH pHCYHKA IIPEIyCMOT = peHa kHonka Obpe3ka Ha TIAHEIH
Pasmep Bknanku Paboma ¢ pucyHka- | ggpesca = 's gg e mul Popmam (puc. 1.29). Ilpu ee
Ha)KaTHM HA TPaHHUIAX PUCYHKA IOSB- - T | msroTcs cenmanbHBIC MapKephl, H
yKasatenb NpH HaBeJCHNUH Ha HHUX Tak- || Pasmep 5| xe Mensercs.

3adanue 1.33 Puc. 1.29. Ilanens Pazmep

1. Omxpotime ooxymenm 1.32.

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

3. Buvibepume exnaoky Paboma ¢ pucynkamu/@opmam, na nanenu Pazmep weiknume no kHonke
Obpeska.

4. B NOABUBULEMCS OKHe evlOoepume KOMaHOy Obpesams no
Queype.

5. B svinaoarouem merio gvloepume qbuz (Obnaxo).

6. Coxpanume doxymenm na oucke «mservery (Z:)\ ¢ umenem 3adanue 1.33.
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1.6.4. Ilpunoxenne WordArt

Odenp yacto npu 0QOPMIICHUU TIO3/PABICHUA, O0OBABICHHUI TPEOyeTCs BBICTUTH 3ar0JIOBOYHYIO
4acTh KPacWBBIM M 3aMETHBIM IIPUPTOM. DTOTO MOXKHO JOOHUTHCS C TOMOIIBIO TMPUIOKCHUS
WordArt. JlanHoe TpUIIOKEHUE HCIOJB3YeTCs I Co3MaHus 00beMHOro Tekcra. [IpenBapurenbHO
HEO0OXO0MMO C TIOMOIIIBIO MBITIH YKa3aTh BHUJl OPUEHTAIINH TEKCTA.

[4] Cosnate 00BEKT B TaHHOM HPUIOKEHUH MOKHO, HCTIONB3Yys KHONKY  (AHumayus) MeHio Bemas-
kal Texem (puc. 1.30).

st co3manus TOMONMHUTENbHBIX 3 dexkToB oobekram WOrdArt MosxHO BOCIOJIB30BAaTHCSI KOMaH-

nou Anumayus va nanenu Cmuau Bknanku Cpeocmea pucosanus/@opmam (puc. 1.31).

e

@opmar

PN |- —————

Ees npeocSpasoBa s

abede

AN || &2 - BLIpOBHATE TekeT = a e ————m—
0 ono:
/2 | | == Cozaare cease oS P - L
u - = o ™ = = hij
# oe = - o
B\ 1eme .: I R
= = MOKP MBS H Ma
A — H
4y Qreeenne v abcde abcde abcde “Sbode (S
A Ceeuenne > )
abcde abcde =T ===
/X Penbed >
. TN 2oCen,
P L g I s b
ETE e S hlse

A Nosopor oBnemuoH Gurypsr b
\! P b Duryp

A0 npeospasosar o abcde abceca- abode abcde ||

Puc. 1.30. Komanna Anumayusn P uc. 1.31. Bapuanrs
Ha na"enu Cmunu WordArt npeobpaszosanuii WordArt

3aoanue 1.34

1. B mexcmogom ¢atine 3adanue 1.33 coenaiime HeobOXoOoumbvle usMeHeHus:, 4modvl OOKYMeHm
NPUHSL CLEQVIOWUIL 8UO.

\]BQ)KHGMHﬁ MeaH UsaHosyy y;

Tloznpasisiem Bac ¢ jHeM poXxaeHus, *KenaeM BCero Hautydle-
TO B JINYHOU XKU3HU U TBOPYECKOU JIEATEILHOCTH.

Konnexkmue omoena

2. Haonucw 6 3a2010804HOI yacmu 8bINOIHUME CUHUM YGEMOM.
3. Coxpanume dokymenm na cemesom oucke «mservery (Z:)\ ¢ gpaiine ¢ umenem 3aoanue 1.34.

1.6.5. Co3nanue Qopmyn

ITpu odopmiiennn Haydsbix pabor B Word mpuberaroT K cpecTBaM CO3/1aHUSI MaTeMaTHYECKUX
dopmyn. Takoe cpenctBo B Word Ha3bIBaeTCsl KOHCTPYKTOPOM (OpPMYJT M BBI3BIBAE€TCS KOMaHJOU
@opmyna na nanenu Cumeonvl BKIAJKU Bemaska.

Ecny menkHyTh 1o CTpENIOYKE ClpaBa OT KHOIKH w, OTKPOETCS BBINANAIONIEE OKHO C
Ha0OpOM CTaHJAPTHBIX MaTeMaTH4ecKuX (OpMyJ, KOTOPbIE MOKHO BCTABUTh B JIOKYMEHT ILIETYKOM
MBIILIH.

YroObl BBECTH HEOOXOIUMYIO (POPMYITy BPYUHYIO, HY)KHO IIEIKHYTh IO KHOIIKE w — Io-
SIBUTCSL 00J1aCTh MaTeMaTHYECKOr0 BBOJA. DTOT OOBEKT MOXKHO MEPEMECTUTH B JIF000E MECTO TEKCTa,
KaK U JIt0OOW BBIJENEHHBIN (QparMeHT. B pexxume BBoAa hopMysibl Ha JIEHTE aKTUBUPYETCS BKJIaIKa
Koncmpyxkmop, Ha KOTOpOW UMEIOTCS JBE BakHbIe naHenu: Cumegonvt u Cmpykmypa (puc. 1.32).

==
P o)

yerux I b oy g Jm A ]

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

o Word (C6oi

B

(=[] GIL]L]
EIREEEEMEE]

s

FEEREH

Croykrypu

Pwuc. 1.32. Bknagka Paboma c ghopmyramu
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3aoanue 1.35
1. Cozoatime noswiii doxymenm.

2. Habepume 6 Hem credyowuti mekcm.
BeposTHOCTH Ciy4aitHOM BEIMYMHBI onpeessieTcs: hopMyIou

X—a

. B ~
Pl xen)= e ] o rarmof 222 of 522
X —a

12
rae o(x)= \/Lfe_zdt — (ynkuus Jlamaca.
To

3. Coxpanume ookymenm na cemesom oucke «MServery (Z:)\ e gpatine ¢ umenem 3adanue 1.35.

KOHTPOJIBHBIE BOITPOCDI

1. Hasnauenue obvexmos npunoorcenus MS SmartArt.

2. Cnocobvl 0obasnenus oovekma SmartArt ¢ OOKryMeHm Word.

3. Jleticmesus, 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. Cnocooul dodasnenus 8 00KyMeHm Mamemamuieckou opmyisl.

0. Cnocobwi pedakmuposanus’ cyujecmayioujer Mmamemamuieckou ¢popmyol.

1

KOHTPOJIbHAA PABOTA

3amanue 1. ChenaiiTe OpUEHTAIMIO CTPAHMIIBI KHUYKHOM, YCTAHOBUB CIIEAYIONIUE €€ MapaMeTphl,
CM: BepxHee 1oJie — 1; HikHee mose — 2; 1eBoe nosie — 1,5; mpasoe moje — 1,5.

3ananue 2. Beenure 1 0TGOpMATHPYHTE NPUBEICHHBIIL HIXKE TEKCT CICAYIOI 4| 0OpasoM:

1) st mepBOrO ab3ala UCIONB3yHTE BHIPABHMBAHUE IO IIUPHHE, YCTAaHOBUTe sH mipudTa Times
New Roman, paszmep mpudra — 14, orctyn — 1,25 cM, HauepTaHue — noxykUpHbIH. PaccraBbTe nepe-
HOCHI;

2) aust BTOporo ab3alia UCIoJb3yiTe BBIPABHHBAHKE IO TIPABOMY Kparo, YCTAHOBUTE BUJ IIpUQTa
Arial Black, pasmep mpudra — 13, HauepraHue — KypcuB.

JlokanpHBIE CETH

IIpocTelmyto CeTh MOXKHO IOJIYYUTh, CBSI3aB TPYNIY KOMIBIOTEPOB, HA KaXXJIOM U3 KOTOPBIX
ycranoinena OC Windows XP. B kakablii M3 5THX KOMIIBIOTEPOB Hal0 BCTABUTH CETEBYIO KapTy
(nmnaTty) u cBA3aTh KabeseM HapyXHbI€ pa3beMbl CETEBBIX KapT. Takas ceTh Ha3bIBAETCS JOKAJIbHOU
onHOpaHToBOW. OHa MOXeET OBITh MCIIOJIb30BaHA B MacIITa0e OTjeNia WU Majoro mpeanpusarvs. B
KauecTBe Kabessl MpUMEHsIeTCsl BUTasl Mapa, TOHKUN WU TOJICTHIM KOAKCHATbHBIA MU BOJOKOHHO-
ONTHUYECKUHN KaOeb.

aHHblE IO CeTH ImepenaroTcs 1o Ouram co  ckopocteto 10 MOut/c wm
100 M6wut/c. YcTpoiicTBa (B OCHOBHOM 3TO KOMIIBIOTEPHI), MOIKIIOYEHHBIE K TIepearoNieil cpee ce-
THU, HAa3bIBAIOT y3JIaMU, a YCPCAHCHHYIO TCOMECTPUUCCKYIO CXEMY COCAWMHCHHA Y3JIOB HA3bIBAKOT TOIIO-
noruen JIBC. gCHOBHBIe tonosioruu JIBC — xonbprieBasi, muHHAS U 3B€37000pa3Hasl.

3aganue 3. B TekcTe aBTOMaTUYECKU PAaCCTaBbTE MEPEHOCHI.

3ananue 4. 3menute peructp 3aronoska — «BCE I[TPOIINC-HBIE».

3aganue 5. Boigenure 3arojioBoK «JIoKabHBIE CETH» U YCTAHOBHUTE CTHIIb «3arojoBOK 1.
3ananue 6. [lomensiiTe MecTamu MepBbIid U BTOPO ab3alibl TeKCTa (IepecTaHOBKA GparMeHTOB).

3amanne 7. YcranoBute Kypcop mocie cioBa «JIBCy», BcTaBpTe OOBIYHYIO CHOCKY € TeKCTOM «Jlo-
KaJIbHas BBIYUCIUTCIIbHAA CETH).

3amanne 8. B cioBocodyeTaHue «IOKaTbHON OJHOPAHTOBOWY BCTaBhTe 3akianky ¢ umeHem JIBC. B
3aroJoBKe «JIOKabHBIE CETH» BCTaBBTE TMIEPCCHIIKY, CBA3BIBAIOLIYIO €T0 ¢ 3aKiaakon JIBC.

31



3aganue 9. YCTaHOBUTE B KaueCTBE BEPXHETO KOJOHTUTYJIA HOMEP CTPaHULBI U OTPopMaTHpyiiTe
€ro 1o LEHTpPY, 3aaB pa3mep mpudTa 14. B HIKHHI KOJOHTHTYI ClI€Ba YCTAHOBUTE TEKYIIYIO ATy,
a cIpasa — TEeKYIee BpeMs.

3ananue 10. BcraBbTe B TOKyMEHT TaOIUILy.

Komnberorepnas nureparypa. [Ipaiic-nuct
No N3narens-
n n HaumenoBanue| llena crso | ABTop - Foz[, Crp. |
2l o2 8 A 5 6T

Microsoft Vis-

1 ual Basic 6. 205,50 ko XanbpBop- 1999 720
[[lar 3a marom | pyo. coH M.
+ CD
Microsoft

5 Windows 98. | 130,00 [Pycckas Motsios M. 120001 504
CryTHUK py0. |pemakuus
M0JIb30BaTENS
Microsoft 38.00

3 |Windows 98: ’6 [Tutep Tanneit K. {1999 320
Kpatkuii kypc pYo-
Microsoft 3750

4 |Word 2000. ,6 [Tutep Prrukos B. [1999| 288
Kpatkuit Kkype pyo-
Microsoft

5 Word2000. | 2> |ryrep  [ROTECHH- 141999] 357

pyo. KOB A.

CrpaBOYHUK

3ananue 11. BcraBbTe B JOKYMEHT CUMBOJIBI:
&§PpoVWe fHC AL R,

3ananue 12. Habepure ¢popmyiy 0e3 ucronb3oBaHus peaakTopa Gopmyi:
P = Ulcosp = Ul = 112Ryp + 112Rw.

3amanue 13. HaGepute hopmyiny ¢ moMomibpo peaakTopa Gopmyit:

+o0 K
HecoOcTBeHHBI HHTETPAT: J. f(x)dx = RIim J. f(x)dx.

a a

3amanue 14. BctaBbTe B IOKYMEHT PUCYHOK, 00beKT WordArt 1 TEKCT — Kak B 3aJJaHUU.

IIpenmerom usy- 4eHUsT MHQPOPMATUKU SBISIOTCS
PIH(l)o MH(POPMALIMOHHBIE TEXHOJIOTMU — TIpOLECcCh cOopa,
pMaTI/IKa nepegadyd U ooOpa- OOTKM [JaHHBIX C LEIbI IPOU3-

sopcrsa mudopva- [N v, UpHrONHOH I AHAINEA Ue-

JIOBEKOM U IIPUHSITHSI pEIICHUH.
3ananue 15. CocTaBpTe MapKHUPOBAaHHBIE 1 HYMEPOBAHHBIE CITUCKH.

B kypce nHbOpMaTHKN M3V4YarOT- B TOKYMEHT MOYKHO BCTABIISITE:

csl:

1) TexcTOBBIH peraKTop °TabmuIhI;
Microsoft Word: ° PHCVHKH:

2) DIEeKTPOHHbBIE TAOHIIBI ° dopMyIIBI;
Microsoft Excel; ° CUMBOJTBI:

3) Ba3bl nanubix Microsoft © JlnarpaMmmbl
Access;

4) SI3bIK IPOTPaMMHUPOBAHHUS
VBA.

3ananue 16. Co3naiite cxemy.
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3amanue 17. Coznaiite rpynmny o0beKTOB. Crpynnupyite Bce 0ObEKTHI.

[ ]

3ananue 18. CoxpaHuTe TOKYMEHT 10 UMeHeM KoHmpoabHas paboma.

3anmanue 19. Otkpoiite MoKyMeHT KowmponavHas paboma. Y CTaHOBUTE B HEM IMapOJb HA OTKPBI-
THE.
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3. KOMIIBIOTEPHBIE TTPE3EHTALIMU C NCIIOJIb3OBAHUWEM
MVYIJIbTUMEIUATEXHOJIOI'MN

JIABOPATOPHA PABOTA Ne5

4.1. OBLIME CBEJEHUA
O MYJIbTUMEAUNHBIX TEXHOJIOTUSIX

B mocnenHee BpeMs HIMPOKOE PACIPOCTPaHEHHE ITOJYYMII TEPMUH «MYJbTHMEIHa), KOTOPBIM
JIOCJIOBHO O3HAYaeT «MHOTHE cpenbl». MyJIbTHMEINATEXHOIOI M MO3BOIAET UCIIOIB30BaTh Pa3iid -
HBIE€ CIIOCOOBI MPEACTABICHUS HHPOPMALIMH: YKCIIa, TEKCT, I'padHKy, aHUMAIKIO, BUJIEO U 3BYK.

BaxHO# 0COOCHHOCTBIO MYJIbTUMEIMATEXHOJOIHHU SBIISICTCS €€ MHTEPAKTUBHOCTD, T. €. TO, YTO B
IHMAJore ¢ KOMIIBIOTEPOM IIOJIB30BATEII0 OTBOOMTCS aKTHBHaAs poib. I paduueckuii mHTEphEHC
MYJIBTUMEIUHUHBIX MPOEKTOB OOBIYHO COACPKHUT pPA3IUUYHBIC YMPABISIOMKE SJIEMEHTHI (KHOIKH,
TEKCTOBBIE ITOJIS, CIIMCKH U T. 1.).

OOHHAM K3 TUIIOB MYJbTHUMEIUHHBIX IPOSKTOB BHICTYIIAIOT KOMIBIOTEPHBIE IPE3CHTALIMH.

IIpesenramms (ot adri. presentation — npencrasienne) — HabOp CIIAMIOB IO OMPEAEIIEHHON Te-
Me€, COJIepiKallluX MYJIbTUMEAUNWHBIE 00BEKTHI. B HacTosIee BpeMsi KOMIBIOTEPHBIE MPE3€HTALIMH
MOJYYHIN HINPOKOE PACIPOCTPAHEHUE, HAIIPUMED IIPE3EHTAIUs OPTraHu3alluy Uiad (GUPMEI, IOCIIe-
OBATENLHOCTD CIAWIO0B KaK MILIIOCTPALMsA K JIEKIMH, IIpe3eHTalisl HOBOro ToBapa U T. A. MHorma
BMECTO CJIOBA «IIPE3EHTAIIMA» HCIIONB3YIOT TEPMUH «caaia-huabmy». ITocaenoBaTeIbHOCTE CIAHI0B
IIpY IIO0Ka3e claig-(puiabMa MOYKET MEHATHLCS OpraHH3aTOpoM ITokasza. YacTto ciaiia-(GuiabMbl MMOKa-
3BIBAIOTCS ABTOHOMHO, HO BO3MOJKEH TaKKe MEePexoJi MEXIy ClaiilaMH ¢ MOMOIIBIO yIPaBIIsIEMbIX
00BEKTOB (KHOIIOK ) MM THIIEPCCHUIOK.

[Tpu co3manuu Mpe3eHTAINN HYKHO BOCIIOIB30BATHCS CJICY-FOITUM AT OPHTMOM:

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, TAOJHII, JHArPaMM U T. J1.) Ha CIIaiI;

5) HacTpoiika aHuManuu 00BEKTOB Ha ClIaiiax;

6) 3ByKoBOE 0hOpMIICHHE TIPE3ECHTAIINHY;

7) mepexo/pl MeXKAy chainamu. ['unepcchliki. KHONKY yrpaBieHus;

8) HacTpoiika Mpe3eHTaI1H;

9) moka3 cnaiia-¢puibMma.

[TyHkThI 4 U 5 crieqyeT MOBTOPUTH ISl KAKJOTO claiia.

KOHTPOJIBHBIE BOITPOCBI

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

4.2. PABOYEE TIPOCTPAHCTBO POWERPOINT

3anyck mporpaMMsbl Ipe3eHTalnonHoi rpaduxku Microsoft PowerPoint mpoussoautcs ¢ ucmnomnb-
30BaHHEM KHOIKH . Jlnst 3TOTrO B MOSIBUBIIEMCSI MEHIO HEOOXOAMMO BBIOpaTh KOMaHAy [Ipo-
epammur!/ Microsoft Office/Microsoft PowerPoint. Tlocne 3amycka mporpaMMbl Ha SKpaHe MOSBISETCS
3aroTOBKa JUIS TUTYJIBHOTO ClIaiijia MPe3eHTalllH, a B JICBOM YaCTH OKHA — 9CKH3 CO3/IaHHOTO Claijia.

B Bepxweit yactu okna PowerPoint (puc. 4.1) numeercs JieHTa, coepKanias BKIAJIKA C HHCTPYMEH-
TaMH, UCTIOJIB3YIOIIUMHUCS TIPH CO3JaHUM Mpe3eHTali. MHOTHE BKIJIQJKH HJICHTUYHBI OOJIBIIUHCTBY
nporpamm, Bxoasmux B cocraB Office, nanpumep: nasnas, Bemaska, Peyensuposanue, Buo. KHorka
m OTKpBIBaET MEHIO, B KOTOPOM COOpaHbl KOMaH[bI st paboTel ¢ daiinamu. [Ipu 3amycke mpo-
rpamma PowerPoint oTkpbIBaeTcs B pexxume, Ha3piBaeMOM OObIYHBIM. OH TI03BOJISIET CO3/1aBaTh Claii-
IIbI M paboTaTh C HUMHU.
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B nentpe skpaHa HaxoauTCs 00JIacThb Cllaiiia, B KOTOPOH MOXKHO paboTaTh HETIOCPEICTBEHHO C KaxK-
JbIM OTIENBbHBIM ciaiioM. [lyHKTHpHBIE JTMHUN MOKa3bIBalOT MECTO3AMOJHUTENHN, B KOTOPhIE MOXXHO
BBECTHU TEKCT WM BCTaBUTh N300paKEHUs, AUArPaMMBbI U JIPyTHe OObEKTHL.

Ianens ObicTporo noctyna  Bxuanku — TlaHenb HHCTPYMEHTOB Jlenta
Brxiagka |, \
Chaitopt

\
Bxnanka |
Cm pyK-) y ObnacTb
| < o
mypa | . cnanga
; 3aronoBok cnaiina
Ocku3 y 6\ Mecto
crnaiina - To-
Moa3aronoBok cnainga . 3aIr10JI-
HUTEIH
O6nacth
HaBUra-
i > i
SameTiun K chaitay ¢l
a1l | Tews Office” | pycoost | HRE T 2% L +) g

T T
Ctpoka cocTosiHUSL 3aMeTKH K ciaiiy KHomnku pexuMoB mpocMoTpa

[Non3yHok MacmTaba
Puc. 4.1. Oxno nporpammer PowerPoint

CrneBa HaxoauTcs 0OJacTh HaBHWTalliM, Ha KOTOPOM pacmojararorcs ABe BKIaaku: Craiiobl u
Cmpyxkmypa. Bxnanka Cnatiosi COIEpKUT 3CKHU3bl BCEX MOTHOPA3MEPHBIX CIAI0B, OTOOPaKaeMbIX B
obsactu cnaiina. [Tocne no00aBiIeHUsT qPYrUX CIAW0B X ACKU3bI OTOOPAKAIOTCS HA BKIIAJKE 00JIacTH
Hapurauuu Cratiovl. 1y nosiBieHUsT (OTKPBITHS) HY)KHOTO Cjaiiia He0OOXOJUMO HICTKHYTh COOTBET-
CTBYIOIIMI ACKH3 Ha JAHHOW BKJIaJKE. MOXKHO TaKKe NEPETaCKUBATh ICKU3bI, YTOOBI H3MEHUTH OPSi-
JIOK (HyMepaluio) ciaiijoB B npe3eHTanuu. Kpome Toro, Bkiaaka Cratiosl O3BONSET A00ABIATH (TIHK-
torpamma Cozdamu ciatio MO0 Ha TIAHEIM WHCTPYMEHTOB, JIMOO TP HIETYKE MPABOW KHOIKOM MBIIIN
0 3CKU3Y Claifia) U yAamsaTh chaiiipl. O0nacTh 3aMETKU MO3BOJISIET BBECTH 3aMETKU O TEKYIIEM Claid-
ne. MOXHO pa3liaTh 3aMETKU ayJJUTOPUH WM 00paIlaThCs K HUIM BO BpeMs TI0Ka3a MPE3CHTAIUH B Pe-
JKAME JTOKIaIUKA.

Ha Bknanke Cmpyxkmypa 0TOOpa)kaeTcs MOCIe0BaTeNbHOCTD CIaiI0B. 3/1€Ch CalIbl N300paxa-
I0TCS B BUJIE HEOONBIITNX MPSIMOYTOJILHUKOB € IU(ppamMu, 0003HAYaIOIIUMU HOMEp claiia.

KOHTPOJIBHBIE BOITPOCBI

. 3anyck npoepammor npezenmayuonnou epaguxu Microsoft PowerPoint.
. Ocroenble eknaoku 1enmul POwerPoint.

. Pabouee npocmpancmeo PowerPoint.

. @yHKYUU Mecmo3anoaHumeneu.

. Dyukyuu exnadku Cnatiowvl.

: gymcuuu exnaoku Cmpykmypa. .

. Hasnauenue cmpoku 3ameniku x caatioy.

~OoOO1RWN—

4.3. PEXXUMBI ITPOCMOTPA

B nporpamMmme PowerPoint mMoxHO CO31aBaThb MNPC3CHTALIUH, BKIIFOUAKOIIHUE OT'POMHOC KOJMYCCTBO

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

Tnaswan  Beoraska  fwsaiin Mepexogs  Adwwauna  [lokas ciaiigos  Peuerswposamme | Bug

g @ = Nuneiia 1.3
EE| b 2
[ cerca |
O6bIuHBI | COPTHPOBIMK CTPaHMUH Pexcum | O6pasel, O6pasey O6pasel

= Omrenku ceparo
MacwTa6 Bnucath HoBoe Mepeiitn s |
Gokno | e UepHo-Genuit oo D gpyroe okt -
Macutas LIBET WNW DTTEHKM CEPOTD OkHO

Puc. 4.2. I'pynna komanp Peotxcumsbl npocmompa npesenmayuu

Hanpasasiowue
MoKa33Th. T

Qafaos  3AMETOK  uTeHMA
FexUMbl NPOCHOTDE NPESEHTALMM

Caligos  BHARY  3EMETOK
PEXUNE 06p3U05

1. O6biunbITi — ATO PEeKUM CO3JAHUS U PETAKTUPOBAHUS CIIAMIOB; BKIIOUEH MO YMOJIYAHHUIO.
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2. Copmuposuux c1aiidos — pexkuM, OTOOPKAIOIINN ACKHU3BI CIAI0B, MACIITa0 KOTOPHIX MOYKHO
HACcTpauBaTh. B TaHHOM peXHUME OMpPECIIACTCs MOPSIOK CICIOBAHUS CIAIOB B mpe3eHTanuu. [Ipu
MIOMOIIIY MBIIIA MOXHO TIEpEMEIIaTh ICKU3bI, MCHSISI TEM CaMbIM UX B3aUMHOE PACIIOJIOKEHHE.

3. Peorcum umenus ynoOEH MpH IPOCMOTPE ciaioB. Bee muiHue seMeHThl nHTepdeiica, BKITIO-
Yast JICHTY, CKPBIBAIOTCS, @ B OKHE ITPOrpaMMbl OCTAOTCS TOJbKO KHOIKK HABHMTAIMH IO ClalaM U
KHOTIKH MEPEKITIOYCHUS PEKUMOB padboueii 00JIaCTH OKHA MPOrPaMMBI.

Kpome Toro, mpocMoTp Cl1aiiIoB MOYKHO 3aIlyCTUTh C IIOMOILBIO BKIAAKK [1oKka3z ciatioos.

4. [loka3z cnaiidos peTHa3HAYCH JJIsl IEMOHCTpalK npe3eHTanun. CMeHa Cllaii 0B POU3BOAUTCS
C TIOMOIIBIO KOJIECHKA MBIIIH, [IETYKa JICBOM KHOMKON MBIIIHM WM Yepe3 3aJaHHbId HHTEPBAJI BpeMe-
HH. B 3TOM pexuMme Ha 9KpaHe He 0TOOpaKaeTCsi HU4ero, KpoMe COJePKUMOTO Cliaiia.

B crpoke cocrosinus (cieBa OT MOJI3YHKOBOTO PETYNSITOPA, U3MEHSIONIETO MACIITa0d) HAXOASITCS

KHOTIKH BLIGO@EI pabodvero nMpocTpaHcTBa
||B|&8E B F

4.4. CO3JIAHUE TIPE3EHTALIUN

Kak yxe oTmeuanock, HOBasi Mpe3eHTalus, CoJepsKalias eAMHCTBEHHbII yCTOM cllaif]], co3aercs
ABTOMATHYECKH IpHU 3amycke mporpammbl PowerPoint. CHayana HeoOX0quMO 0QOPMUTH THTY IbHBIM
(OTKpBIBaIOIIUIACA) CTAlI, 3aTeM cOo37aTh U OPOPMHUTH CIEAYIOLIUI U TaK Jajee, oKa BCe CIIal/Ibl He
OyayT oOpMIICHBI.

[Ipe3eHTalMI0 MOXKHO CJI€NaTh, UCHONB3YS TOTOBBIA MIAOIOH. DTO M30aBUT OT HEOOXOIUMOCTHU
BBITMIOJIHATH MHOKECTBO PYTUHHBIX omepanuid. [1labmoHbl mpe3eHTalnuii coaepikar claiiibl, BbIIEp-
JKaHHbIC B OJJTHOM CTHJIE U COZEpIKaIllKe MO ISl pa3MellleHusl TeKCTa, KapTUHOK U Buaeo. [1abmonsl
MO>KHO OTKPBITh HETMOCPEICTBEHHO 4epe3 BKiIanky Paiin, meHto Cozdams (puc. 4.3). Cpenu npodnx
3/1eCh UMEIOTCS CJIEAYIOIINE MIa0I0OHbBI U TEMBI:

1) Hosas npezenmayus;

2) Ilocneonue wabnons;

3) Obpasywvi wabnomnos,

4) Temwr;

5) Mou wiabnonut,

6) U3 cywecmsyrowezco 0okymenma.

[Tocne Toro kak BeIOpaH TpeOyeMbli 1a0JI0H, HEOOXOAUMO MIETKHYThH 10 KHOTIKE Coznars

m hagMas  Beraska  Awsaiin Mepexogsl  ARAMaUMs Mok cnafiAos  PelsHIMposaMuMe  Bug @
I Coxparurs
BocTynHble WaGnoHL! 1 TeMbI HoBan npezenTauua
Bl Coxparurs kak
. OMO
5 onpume & a
[ 3akpums
Coegenma L
b lim
Mocnegtue Hosan Mocneanme Obpazupr Temer
npeserTaUMn wabnows watnonos
Meuats @
COXPaHUTL i OTNPAEUTE Mon watnons Uz cywecteyio- j
wero gerymenta
Cnpaeka Wabnonel Office.com Mouck wabnoHos Ha caifre Office.q + Cosgate.
2) Napamerpe
— e
o
E— - i
UWabnors: Avarpaninae: Kaneraapu Mpesentauum
obopunenia i
cnaiias!
3] [
Pacnicarma fpauorsin  Temsmneckne Lpyrve
ceprndukaTsi cnaiigen wareropui

Puc. 4.3. Oxno nuanora PowerPoint

3aoanue 4.1

1. Boibepume 6 menwo Ilyck komandy Bce npoepammui/Microsoft Office/Microsoft Office
PowerPoint 2010.

2. Co3oaiime npezenmayuro, UCnowb3ys 0opasyvl wabnonos (komanoa Paiinl Cozoamvl Obpasyul
wabnonos) u evlopas wabnonvl I'opoockoti pomoanvboom u 3naxomemeso ¢ PowerPoint 2010.

3. Co3zoaiime nosyro npezenmayuio. [l]enkHume 08axicovl no KHONKe Hmaﬂ_upesﬁﬂlauuﬂj (6x1a0-
ka @aiinl CozoamwlHosas npezenmayust).
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4. Jlnsi npocmompa OaunHulx npezenmayuil nepeuoume Ha 6kaaoky Ilokas cnaiioosl/C wauana
(KHONKa pacnonodicena Ha ekiaoke cieea). [na npocmompa nociedyiouwux ciauoos weaknume mbi-
Wobio.

4.5. ITIPUCBOEHME MMEHU
N COXPAHEHME ITPE3EHTALIMA

Kak u mpu pabote ¢ m000# Ipyroil mporpaMMoii, peKOMEeHIyeTcsl cpas3y k€ MPUCBOUTH UM Tpe-
3E€HTAIlMH, a BO BpeMs paOOThI 4aCTO BBINOJIHATH €€ COXPaHEHHE.
1. Otkpoiite Bianky Paiin NI HAKMUTE KHOIIK , YKOKNUTE KOMaHy ,  3aTEM BbI-
IIOJIHUTE I[}IIOH_[I/IX necTBUiL: E
a) JUTs TIPE3EHTAIUH, KOTOpasi MOXKET OBITh OTKphITa TOJIBKO B PowerPoint 2010, BeiOepuTe Ko-
MaHny IIpezenmayus PowerPoint,
0) 17 mpe3eHTalK, KoTopask MOKeT ObITh OTKpbITa MO0 B PowerPoint 2010, nu6o B Gonee
pannux Bepcusix PowerPoint, BeiOepure 3nauenue /lpezenmayus PowerPoint 97-2003.
Ecnu Be1Opan BTOpoii BapuanT, HOBbIe pyHKIMU PowerPoint 2010 craHOBSITCS HEOCTYITHBIMH.
2. B cniucke [lanka nuanoroBoro okHa Coxpanenue 00KyMeHma BbIOGPUTE TATIKY WU JPYroe Me-
CTO, B KOTOPOM HY>KHO COXPAaHUTb IPE3EHTALIUIO.
3. B none HMmsa ¢patina: BBenuTe MMs NPE3CHTANWH WM NMPUMHUTE UMs (paiina, mpemiaraeMoe 1o

%MOH‘I&HI/IIO, n HaXXMUTC KHOIIKY

C 3TOro MOMeHTa MOKHO HakuMaTh coueTanue kiasuil [CTRL + S| unu mienkaTh KHONIKY (Co-
XpaHumv) B BepXHEY laACTH 3KpaHa, YTOOBI B 000 MOMEHT OBICTPO COXPaHUTh MPE3ECHTALIUIO.

3aoanue 4.2

1. Coxpanume npeszenmayuu, cozoanuvie ¢ NOMOWbIO WAOIOHO8, 8 c8oell Nanke noo aHaI0UY-
HolMu Hazsanusmu I opoockoti pomoanvbom u 3nakomemeso ¢ PowerPoint 2010.

2. CoxpaHume HO8YIO YUCMYIO Npe3eHmMayuo noo umenem Yuebnas npesenmayus 8 ceoeti pabo-
ueli nanke.

4.6. CO3[IAHVE (IOBABJIEHIE)
HOBBIX CJIAMJIOB

[Tpouiecc co3manus crnaiifia moapa3yMmeBaeT 100aBlIeHUE JTUUYHBIX 00BbEKTOB: TEKCTa, U300paKEHUH,
Bujeo. [lo3xe ko BceM (MIM HEKOTOPHIM) OOBEKTaM JI00ABISAIOTCS MapaMeTphl aHUMAIlUU U OIpee-
JSI€TCS OYEPEAHOCTh UX MOsABIIEHUS Ha ciaije. Co3/laHue ClaiIoB — TBOPUYECKUN MpoLIecC, U J1aBaATh
3/1eCh Kakue-11u00 peKOMEHAalUK OYeHb TPYIAHO: BCE 3aBUCHUT OT 3a/1ay U MPEANOYTSHUH co3aaTens.
OpaHako CyImIeCTBYIOT pa3IuYHbIe CIIOCOOBI, C TOMOIIBIO0 KOTOPBIX 3TO MOXKHO C/IENIATh.

IlepBblii cnai, KOTOPBIM aBTOMATUYECKU TOSBIISIETCS B HOBOM IIPE3EHTALIMU, HA3bIBACTCA TUTYIIb-
HBIH cnaiia. OH COAEPKUT BA MECTO3ANOTHUTENS, OJMH U3 KOTOPHIX OTHOPMATHPOBAH ISl 3ar0JIOB-
Ka, BTOpOW — s mopa3arojioBka. [lopsaok NpOTOTUIIOB Ha cliaiiie Ha3blBaeTcs MakeToM. B
PowerPoint 2010 Takxe mpexycMOTpEeHbI IpYTHe THIBl MECTO3AMOIHUTENEH, HallpIMep MECTO3amo-
HUTENU JJI1 U300paXeHU U PUCYHKOB SmartArt.

UYtoObl OJJHOBpEMEHHO C J00aBlIeHWEM Cllaiifla B MPE3EHTAIMI0 BRIOPaTh MaKeT HOBOTO Claiija,
MO>KHO BBITIOJIHUTH CIIEIYIOLIUE ACHCTBUSA:

1) Ha Bryagke Crauiovl MEIKHYTh HETo-
COJIepXKaIIMMCS Ha 3TOW BKJIAJIKE CIIaliJIOM; TR

2) B rpynne Cratiovr BKIAIKH [71a6HAS | = ST 5™ | NIENKHYTB  CTPENKY pPSAJOM €
KHOITKOH Uﬁ-ﬂ'[;,;] T i (puc. 4.4).

ITociie BBINTOJIHEHHBIX ONEpalUi MOSBUT- = csl KOJUIEKLHUS, B KOTOPOil OTOO-

pa’KarOTCsl MAaKeThl PA3JIMYHBIX JOCTYMHBIX  Puc.4.4. Komanza ~ MAaKETOB cilaisioB (puc. 4.5).
Co3zoambs craiio

CpCACTBCHHO MOA CAWHCTBCHHBIM

=] Maker *
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TuTyAbHBIN Crai]

Puc. 4.5. MakeTsI cl1aiiios

B makerax ciaiiJoB UMl OIIPENENSIET COAEPKUMOE, 111 KOTOPOTO CIIPOEKTUPOBAH KaXAbld U3 Ma-
KEeTOB. MecTO3an0JHUTENN C LIBETHBIMU 3HAUKAMU MOTYT COJIEP)KATh TEKCT, HO B HUX TAaK)K€ MOYKHO
HICJKHYTh 3TU 3HAYKH, YTOOBI aBTOMATHUECKH BCTABUTh OOBEKTHI, BKIIOYAs PUCYHKH SmartArt u
kiun. Kiaum — 310 roToBoe n300pakeHue, MpecTaBisioniee co0oi TOYeUHbIH PUCYHOK MM KOMOU-
HaIuo QuUryp.

BriOpaB HY>KHBII MakeT HOBOTO cJaii/ia, HEOOXOAUMO IIENKHYTh 10 HeMy MbIbio. HoBbIH ciaiin
MOSIBUTCS 1 Ha BKIaAKe Craiids, TNIe OH BBICTUTCS KaK TEKyIIuid, U B oonactu Craiio.

3adanue 4.3

1. ll]enxknume negoll KHONKOU MblUiY NO MEKCMOBOMY ON0KY 3azon080K caauda. Buympu mek-
CMo6020 OI0KA NOSIBUMCSI MEKCMOBbLIL Kypcop. Beeoume mexcm 3aeonoska: Inpopmaruka.

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

3. B nooszazonosok cnatioa eésedoume. CoO3TaHHE TPE3CHTALMH C ITOMOIIBIO
PowerPoint 2010, kax nokazano na pucyHke.

4. B obnacmo 3amemku esedume: I1epBbIi criai.

Wrdapmatmia

Cargan M € nOMOLLBIO

e npesmHTaUM
PowerPoint 2010

KOHTPOJIBHBIE BOITPOCBI

earcumpbl npocmompa npezenmayuu. Cnocobvl CMEHbl PeHCUMO8.
nOCoObl CO30aHUsL HOBQU NPe3eHMAYUU.

aboHbl npezenmayutl 8 npoepamme. Mx ucnoivzosauue.
UCBOCHUE UMEHU U COXPAHEHUE NPe3eHmayull.

030aHue (0opasieHue) Ho8o2o clalda.

Maxkemwi cnatioog 6 npoepamme. Ux gpyurxyuu.

EQ“U

OF

1.
2.
3.
4.
2.
6.

4.7. TIAPAMETPBI CJIAMJIA

Crnaiin uMeeT psJ mapaMeTpoB, KOTOPbIE CIEAYEeT YUUThIBATh MPU CO3/aHUU mpe3eHTauuu. Onpe-
JCIAKTCA OHU TEM, KaK B I[aJII)HeﬁmeM 6yz[eT HNUCITIOJIBb30BaATLCA HpGSCHTaIII/IﬂZ I[CMOHCTpI/IpOBaTI)CSI Ha
9KpaHe WIM revyaTaThesl Ha Oymare. B cBs3M € 3THM NIpexae BCEro CleayeT HACTPOUThH MapaMeTphbl
clamnna.

ST ’TOTO HEOOXOUMO TIEPEHTH HA BKIAJKY /{u3atiH JIEHTHl U HAXXaTh KHOIKY hlapamejzpﬂ_mq)ﬂ
. Ha skpane nosiBuTCs tuanoroBoe okHo [lapamempwi cmpanuywi (puc. 4.6).

r ApareTpbl CTPaHMIbI m 1

PasMep cnanaoe:

LLIHpkHa:

E
EelcoTa:

2 [

L &

TpokEEONEHE

HyMepogaTe cnafas o

OpHEHTaLMA

Cnafae!

3aMETKM, BBIAEYM H CTRYKTYRS

() kHrscHan

(%) aneBomHan

(%) kHepwHan
) aneBorHan

Puc. 4.6. [lnanoroBoe okHo Ilapamempol cmpanuybl

B packpeiBatomemcst cniicke Paszmep craiidoé HYXKHO BbIOpaTh pa3Mep CO3/1aBaéMbIX CIIAHI0B.
Pa3mep cnaiinoB, nmpenHa3HAUEHHBIX 7S JIEMOHCTpPALMU HA DKpaHE, ONPEAENAETCS COOTHOLUIEHHEM
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CTOPOH Ka/ipoB. Eciy e npe3eHTanunio IiaHupyeTcsl BBIBOAUTH Ha Me4aTh, CIeIyeT BRIOPaTh OJHMH U3
IpeUIoKEHHBIX (hopMaTOB Oymaru.

B mpaBoii yactu 3aaar0TCs mapamMeTpbl OpUEHTALMM CJIai10B, 3aMETOK, BbIJAYU U CTPYKTYpBI. 3a-
METKH, BblJaua U CTPYKTypa — 3TO OJIOK MaTepHaJIOB, KOTOPbII MOMUMO CIIAl/I0B CONEPKUT pa3iiny-
HYyI0 CIykeOHyto uHpopMmarnmoo. OTMETHM, YTO OPHEHTALMIO CIAWOB CIIEAYET 331aBaTh TOJIBKO B
ciry4ae, eClIy IUTAaHUPYETCs Ie4aTh IPE3EHTAlUU Ha IIPUHTEPE.

Kpowme sToro Ha Brianake /JJuzatin MOXHO 33JaTh TEMY Cllaiifia, T. €. ero opopmienue. B Teme 3ana-
IOTCS IIBETOBAsl CX€Ma, a TaKXKe HMCIIOJIb3yeMble Ha ciaiije mpudrtel. BeiOpats ee MOKHO B raiepee
Temur

(puc. 4.7).
RiA9-00- MpesekTaun - Microsoft PowerPoint
Tnasvas  Boaska | [vsaiin | Mepexogsi  Awawauws  [lokas ciaiigos  Peuensiposaie
P usera -
e (O | o
crgawui\ ”m“ = HIEET
MapameTpsl crpaHMLL Tewt
Puc. 4.7. Ilpumep npruMeHEHUs TEMBI K CIIaly
3aoanue 4.4
1. Ilepetioume na exnaoxy aenmot usaiin.
2. Haosiemume xknonky . Ha skpane nosasumcs ouanocosoe okno Ilapamem-

pol cmpanuysl (cm. puc. 4.6).

3. Boibepume pasmep crauioa IIpouszeonvhulii, 8blcOmMy U WUPUHY OCmasbme 0e3 usMeHeHUull Ui
npumMenume ceou pasmepul, opuenmayus — AnbOomHas, 3amemxu, gploayu u cmpykmypa — Knuorc-
Hasi.

4. Ilpumenume k cratidy 0OHy uz mem, Hanpumep Bonna.

4.8. TOBABJIEHUE KAPTUHKU
N3 BUBJIMOTEKUN KJIUIIOB

bubnuoreka KJIMIOB — 3TO 00Ul pecypc as Beex nporpamm nakera Office. Ona comepxut pas-
HOOOpa3HbIe KIMIBI: KapTHHKH, GoTorpaduu, Buaeodaiinsr u 3Byku. Bee daiinsl B OnbnmmoTeke ymo-
psmodeHsl o kKareropusiM. Kpome Toro, 6aza JaHHBIX KJIMIMOB CHAO)XEHA KIIFOYEBBIMH CIIOBAaMH, YTO
MO3BOJIIET OBICTPO HAWTH HYXHBIN Kiaun. Ha mo0oil ciaiii MOKHO IMTOMECTUTH OJIHY MJIM HECKOJBKO
KapTUHOK. PaccMOTpuM, Kak 3TO JienaeTcsi, Ha KOHKPETHOM MTPUMEpE.

3aoanue 4.5

1. Hyosicno nomecmums Ha Caaiio Kapmuuky ¢ uzoopadcenuem xomnviomepa. Cozoaiime 6mopoii
cnatio Komnwromep.

2. [lepetioume Ha éx1adxy 1enmsi Bcmaska.

3. Hasicmume knonky m B npasoii wvacmu oxna nosisumcs nanenv Kapmunka.

4. B packpwisarowemcs cnucke Hckamv ob6vekmol: nanenu Kapmunka chumume ¢hnaxcku co écex
nYHKmMOo8 Kpome nynkma Mimocmpayuu.

5. B none Uckamo 66eQume knouesoe cio6o KoMIbroTep.

6. Hasicmume KHONKY . Ha nanenu Kapmunxa omobpassmcs 5ckuzvl 6cex KapmuHoK, C6si-
3AHHBIX C YKA3AHHBIM KITIOYeBbIM CJLOBOM.

7. Yemanosume yxkazamens mviuiu Ha noOX00suem ICKu3e.

8. Hasxcmume negyto KHONKY Mbludl U, YOepHCUBas ee, nepemecmume KapmuHKy 8 HYHCHOe MeCno
craioa, nocie weco omnycmume KHONKy moiuiu. Kapmunka 6yoem dobagnena Ha ciatio (PUCYHOK).
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e
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AHAJIOTUYHO MOXKHO J00aBUTh M Jpyrue KapTHUHKH. Kpome TOro, MOXHO M3MEHUTH pa3Mepbl U
CBOWCTBA KapTHHKH Ha Claiijie, a Takke MPUMEHHUTb K Hell pasnuunbie 3pdexTsl. [Ipu BeIaeneHun
KapTUHKU Ha JICHTE MOSBISIETCS BKIagka Popmam, conepKaias HHCTPYMEHTHI Ui paboThl ¢ H300-
PaXEHUSMH.

YroObl yAaauTh KapTHHKY CO Cllaiizia, JOCTaTOYHO LISTKHYTh [0 HEell ¥ HaxkaTh kiaBumry [Delete].

4.9. OBABJIEHUE M30BbPAJKEHMSI
N3 BHEINHEI'O ®ANJIA

Ha crnaiin MOXHO TOMECTHTh M300paKEHHUE HE TOJIBKO U3 OMOIMOTEKH KJIMIIOB, HO M U3 Tpaduye-
cKoro ¢aiina.

J11st 3T0r0 HE0OXOAMMO BBITIONIHUTH KOMaHay Bemaskal Pucyrnok. Ha skpaHe MOSBUTCS THATIOTOBOE
OKHO Bcmaexa pucynka (puc. 4.8).

B mosiBuBIIEMCS TMAIOrOBOM OKHE CIEAYeT MEPEUTH B MANKy, COACPXKAIIYI0 HYXHBIH rpaduue-
CKuil (haili, 3aTeM JBaXKIbl MIETKHYTh MBIIIBIO HAa 3HaUKe (paiiia, KOTOPBIA HAZ0 100aBUTH Ha CIAI.

JlnanoroBoe QKHO 3aKDOETCs, a BRIODAHHOE M300pakeHne OyIeT BCTaBICHO HA CIIAM/.
: ua @ X JJ:
-
)
“
b o 5
— R [Lome
Puc. 4.8. JluanoroBoe okHO Bcmagka pucyHka
3aoanue 4.6

1. Cozoaiime emopou cratio, nanpumep 3uma.
2. Bcmasvme 6 nezo pucynox uz epaguyeckozo gaiina, kak nokazamo Ha puc. 4.8. Ecau maxoeo pu-
CYHKa Hem, co30atime coOCMBeH bl cauo U 8blbepume 000U 2paguieckuti pUCyHOK.

4.10. IOBABJIEHME CHMMKA 35KPAHA

Yacto mpe3eHTaluu CO3JA0TCS Ui ONMUCAaHUS PabOThl KaKUX-TUOO MPOrpaMM, a 3HAYUT, €CTh
HEOOXOUMOCTh 100aBUTh Ha claii M300pakeHHe OKHA WU JUAIOTOBOTO OKHA ATOM MPOTpaMMEI.
Jns aTOrO Ha BKJIAJKe Bcmaeka cienyer Haxarh KHONKY I(CHUMOK. OTKpPOETCS MEHIO, CoJepiKaIiee
rpaduueckre 3CKU3bl BCEX OTKPBITHIX HAa HKpaHe OKOH. 3aTeM HaJl0 IIENKHYTh MBIIIBIO 0 HY)KHOMY
ackuzy. M3o00pakeHne BEIOpaHHOTO OKHA OyzeT qo0aBineHo Ha crnaiif (puc. 4.9).

Puc. 4.9. lo6aBnenue caumka okaa Windows Ha ciraiin

Hes3aBrcUMO OT UCIIONIB3yEMOTO B CHCTEME SKPAHHOTO pa3peleHHs, N300pakeHNe BIUCHIBACTCS B
pasmMepsl ciaiiaa. OqHaKo MOKHO U3MEHHUTH pa3mep u3o0pakenus. 11 3Toro HeoOXoauMo:
1) HIeNKHYTh JIEBOI KHOMKOW MBIIIHU 10 J00ABICHHOMY Ha Claiia u3o0paxkenuto. [1o mepumerpy
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U300pakeHHs MOSIBATCS MapKephl;

2) yCTAaHOBUTH yKa3aTellb MBIIIU Ha YIJIOBOW MapKep Tak, 4ToObl yKa3aTellb MPHHSIT BUA JIBYCTO-
POHHEN CTPEJIKY;

3) Ha)kaTh JICBYIO KHOIIKY MBI U, YACPXKHUBAs €€, IEPEeMECTUTh YKa3aTelb 10 JTUaroHad B JIO-
00M HarpaBJIeHHH, TIOCJE YETO OTIYCTUTh KHOTIKY MbIIIN. Pazmep nzoOpakeHust OyJeT yBeqTudeH Win
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 CAAO.
2. [lepetioume 6 oxno npocpammsr PowerPoint.

3. Ha sxnaodxe Bcmaska nasjxcmume KHONKY

4. [l]enkHume no HyI’CHOMY ICKU3Y.

5. Usmenume pazmepvi 3¢KU3a NO C80EMY YCMOMPEHUIO.

KOHTPOJIBHBIE BOITPOCBI

1. Hacmpoiixa napamempog ciaiioa.
2. [Ipumenenue memul K ciaugy.
3. Hobasnenue kapmunku uz OuOIUOMEKU KAUNOB.

4. VizmeneHue pazmepos u C80UCME KAPMUHKU HA cllatioe, d MakKice npumeHenue paziuiusix 3¢-
eKmoa.

9. obasnenue uzobpasxicenus uz eHeuwiHe2o gaiiig.
6. /[obasrenue 6 npezenmayuio CHUMKA SKpaHa. M3amenenus pazmepa uzo0paxcenus.

4.11. BCTABKA TABJIMLIbI

Jlis mpeacTaBieHUsT KaKoW-1100 MH(pOpMAIMK B TAOJUYHOM BHJC HA Cliaiije pa3MeriarT OObIu-
Hyto Tabsuiy. Kpome Toro, ecth BO3MOXKHOCTD 100aBUTh Tabmuiy EXcel u mpoBoauTs B Hell pasimy-
HbIC BBIYMCICHUS. PacCMOTpHM, KakK 3TO JIeIaeTcs.

Pabota ¢ TabGnuiell Ha craiiie BeeTcs TaK ke, Kak U ¢ TabJuIleld Ha CTPaHUIIE TEKCTOBOTO JOKY-
MeHTa. JlJs M3MEHEeHHs MapaMeTpoB TaOJMIBI U €€ BHEIIHEr0 BHJA HMCIOJB3YIOTCS BKIAIKH Kowu-
cmpykmop 1 Maxem, TOSIBIIAIOIIAECS Ha JICHTE MIPH BBIACIICHUN TaOIHUIIBL.

Ecnu B Mento Tabnuya Ha BKIagke Bcmasxka BbiOpath KoMaHay Tabauya Excel, Ha crmaiin Oymer
nobasnen et Excel. Ha craiife MOKHO U3MEHSTh €r0 pa3Mephl, a TAKXKe KOJINIECTBO JTUCTOB.

[Ipumeuanue. [lpu Beigenennu nucra Excel na crnaiine cogepxumoe neHTsl MeHsiercs. JIeHTa npo-
rpamMmbl PowerPoint 3amensiercs ieHToii nporpammel EXcel, 1. e. B jo0aBieHHOM Ha ciaiia aucTe
Excel MoxHO BBIIONHSTE THO0OBIE 33/1a4H, BBINOJIHsEMbIC B Iporpamme EXxcel.

[Ipy miequke MBIIIBIO 32 Mpenaenamu 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 MepeiiTH B PEXKUM PEIaKTUPOBAHUS TAHHBIX, CJACIYET IBAXK/bI IIEIKHYTh MBbI-
meto 1o tadnuue Excel.

3aoanue 4.8

1. lobaseme noswiii cratio. Hasxcmume kHonky Ta6mand na exnaoke Bemaska. Hoseumes meno,

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

TaGnmua| PucyHok KapTuHka CHUMO

-

Bcraska Tabnuub

I

EcTaewnTe TaBAMLY...

41

=

j Hapucosate Taéauuy
=
=]

Taténwua Excel




2. C nomowvio 21emenma YnpagieHus  gude pynnvl Kaopamos 8 NosasUsUeMcs MeHio onpeode-
Jiume KOIUYECMBE0 CMPOK U CMoadyos cozoasaemoti madauyvl. Tabauya ¢ yKasaHHbiM KOIULeCmEeoM
CMpoK u cmoabyoe byoem 0obasieHa Ha c1ailo, Kak Ha obpasye.

Mpou3soaHbIe eanHULBI
uHpopmayuu
1 KunoGair (K6aiir)  =1024 Gaidr =2 Gaur
1 MeraGaiir (MGaitr) =1024 KGaitr = 2% Gaitr
1 TuraGaitr (Faitr)  =1024 MGaitr = 23° Gaiir
1 TepaGaiir (Taitt)  =1024 MGaifr =24 Gaiir
1 [MeraGaitr ([T6aitr) = 1024 T6a#T = 25 Gair

3. 3anonnume sueiiku mabauyvl u oavime el HA38aHUe 8 COOMEEMCMBUU C 0OPAZYOM.
4. Omghopmamupytime mabauyy, UCnoivb3ys NPUemvl, 3HAKOMble N0 pabome ¢ MeKCMOBbIM pe-
oaxkmopom Word (usmenume wpughm, ysem, pazmep u m. n.).

4.12. NCIIOJIbB3OBAHUE WORD-TABJINIBI
B POWERPOINT

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

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

OLE — ato uHCTpyMEHT Tiporpammbl Windows, MO3BOJISIONIHA B3ATh (Al U3 OAHOW MTPOTPaMMBI H
IIOMECTHUTH €r0 B Ipyroi nporpamme. Eciu BHeAPATH 10100HYI0 HH(OpMaINIO, OHA TIepeaeTcs BMe-
CT€ C JOKYMEHTOM, B KOTOPOM XpaHHUTCA. Eciu ke oHa CBSI3bIBAETCS, MOKHO XPaHUTh €€ I/I€ YTOJIHO
U paboTath ¢ Hell B poauTenbCckoi mporpamme. [Ipyu kak1oM mocienyronemM OTKPBITUH JOKYMEHTA,
COJIepKAaIIero MoI00HYIO CBsI3b, OH Oy/IeT aBTOMAaTUYECKU OOHOBIISITHCH.

Yrobsl co3nath Tadbmuiy PowerPoint, HeoOxoaumo BeImonHUTE KoMauay Cozdams caaiiolCnaiio ¢
maobauyed. lpexne yeM nomecTuTh TaOJIMIy B Cllaiif, HaJl0 CKONUpPOBaTh ee B Oydep oOMeHa, uc-
NI0JIb3y-€MBIH B KQUECTBE BPEMEHHO MMaMsITH BCEMH IPOTPaMMaMH.

3aoanue 4.9

1. Buioenume mabauyy ¢ Word, ycmanosus Kypcop Ha neii 8 11000m mecme, U gbloepume MeHio
Tabnuyal Buioenums mabauyy.

Tabmnia «CucTeMsl CUUCIIEHUSY

Hecamuunasn | /[eouunasn |[llecmnaoyamepuunas
cucmema cucmema cucmema
0 0 0
1 1 1
2 10 2
3 11 3
4 100 4
5 101 5
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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 xnasuwu [Ctrl + C] unu evibepume xomanoy Ilpaexal Konuposams. Bvioenennas
mabauya 6yoem ckonuposana 6 6ygep obmena.

3. 3anycmume npoepammy PowerPoint uiu NePeKIIOUUMECh 6 Hee, eCliu OHA_YICe bINOIHACMCA.
na smoeo nysrcno wenknymo na uncmpymenmanvhot nanenu Office no knonke m

4. Lepexniouumecs 6 pexcum npocmompa ciatioos u Hatoume craig, Komopbzu Xomume 6cma-
8UmMb madIUYy, unu cozoatime HO8bill C1AUO0 € UCHONb308AHUEM KHONKU

5 Bbz6epume menio Ilpaskal Cneyuansnas 6cmasxa.

no KHONKe , 3amem Hadxcmume CeleKmopHyio

KHOI’le %Bﬁﬁj Buvibepume mento Bcmasumo, énedpume mabauyy u obopsume 6ce ee C6:3u € UC-
XOOHBIM OOKYMEHMOM.

7. Il]enknume no KHONKg oK

4.13. CO3AAHUE PUCYHKA SMARTART
1 TIPEOBPA3OBAHHUE TEKCTA
CJIAMJIA B PUCYHKE SMARTART

Pucynok SmartArt — 3T0 BU3yanbHOE MpeacTaBieHne cBeneHuil. IIpeoOpa3oBanue TekcTa B pUCy-
HOK SmartArt — 370 OBICTPBIN crocod mpeoOpa3oBaTh CYIIECTBYIOLIUE CaiIbl B MPO(EecCHOHATBEHO
oopmieHHble WuTIOCTpauu. Hanmpumep, MOXKHO OJHUM LIETYKOM MPEBPATUTD CIIAi] MOBECTKH JTHS
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

Yto0b!l HArISAHO IPEICTABUTh MH(POPMALIHIO, HY>)KHO BOCIIOIb30BAaTHCSI BCTPOCHHBIMU MaKeTaMHU.

[IpeoOpazoBaTh Bce 3arojOBKH CIIAWIOB B PUCYHOK SmartArt MOXHO, BBITIOJTHUB CIICIYIOIINE JCH-
CTBUSL:

1) HIeNKHYTh MECTO3aIOMHHUTEITb, COCPIKAIININ TEKCT, KOTOPBIH HYXKHO MPeoOpa3oBaTh;

2) B rpymnne A63ay BkIaaku I nasnas Haxath KHOTﬁr ;

3) 4TOOBI YBUIETH, KaK OY/IET BBITJISICTh PUCYHOK SmartArt ¢ Hy)HBIM TEKCTOM, CJICAYET HABECTH
B KOJUICKIIUHU yKa3aTellb Ha 3CKU3 3TOro pucyHka SmartArt. Komnekust conep>XuT MakeThl pUCYHKOB
SmartArt, KOTOpbI€ JIydIlIe BCErO MOAXOAT 1JI1 MAaPKUPOBAHHBIX COUCKOB (puc. 4.11). /g npocmoT-
pa moJIHOro Habopa MakKeTOB HAJ0 HaXKaTh KHOIKY Eiaﬁéﬁﬁﬁéﬁgﬁﬁé ;i;_:y_ﬁgﬁ é)lié%fgfﬂ Haiins
HY)XHBIA pUCYHOK SmartArt (BepmukanivHoiii MApKUpOBAHHIN CNUCOK), TNEIKHUTE 10 HEMY, YTOOBI
MPUMEHUTH K CBOEMY TEKCTY.

= | ™

a.

Crmcok

=2 [Mpouecc
¢ Uen
Wepapxua

£4 Csazmb

Mupamuaa

Npocroi bnoynbii ciwcok

=23
&
MaTpuua
=

q
PucyHoK CnyxuT AnA oTofpaxeHus

HEMNOCIEA0BATENBHEIX MM
CrPYNMMPOBEHHGIX BNOKOB MHOPMALIW.
MO3EONAET C3KOHOMHTE NPOCTPAHCTEO KaK
1o FOPUSOHTAMN, TaK U N0 BEPTUKANM.

Puc. 4.11. Konnekuus pucynkoB SmartArt

Tenepp pucyHoxk SmartArt MOKHO NEPEMECTUThH, U3MEHUTh €r0 pa3Mep, OBEPHYTh, 100aBUTH K
HEMY TEKCT, IPUMEHUTh K HEMY JAPYTroi 3KCIPECC-CTUIIb U BBIIOJIHUTD UHbIE H3MEHEHHUS.

Pucynok SmartArt npoie co3aars JUisl CyIIECTBYIOLIETO TEKCTA, OHAKO MOKHO CHayana BCTaBUTh
HY>KHBIM pUCyHOK SmartArt, a 3aTeM 100aBUTh K HEMY TeKCT. JlJi TOro Heo0X0IuMo:

1) menKHyTh IO MECTO3aIOJIHUTENI0, B KOTOPBIA HYKHO J100aBUTHh pucyHOK SmartArt. Eciu me-
CTO3aIOJIHUTENb HE BBIJENIEH WJIU BbIIEJICH MECTO3alOIHUTENb, B KOTOPBII HENb3sl BCTaBUTh M300pa-
KEHHUe, pUCYHOK SmartArt BcTaBisieTcs B LIEHTP claiiia;

2) Ha BKIajake Bemaska B rpynine Muitocmpayuy Haxatb KHOTIKY SmartArt (puc. 4.12);

By @opmar
ol

Npesextauns - Microsoft PowerPoint Jez

osanie a
A = 5. [ Q oLl
= =y =) 5
BMe  Hagnuce KoaorTuTyam WordArt fata w Mep O6bexT  Qopmyna Cimson  Buaeo  3syk
Bpems craiiga v - v
Texer Cumsonu Myastnneana

Puc. 4.12. Komanael rpynnst Munrocmpayuu

3) B kpaiiHell 1eBoi 00JacTH AUANOTOBOrO OKHA Buibop pucynka SmartArt BbIOpaTh HYKHBIM THIT
pucyHka SmartArt;
4) B IEHTPAJIbHOM 00JIACTH HAWTH U IIETKHYTh HEOOXOIMMBII MaKeT, a 3aTeM Ha)KaTh KHOIKY oK

3aoanue 4.10

1. Cozoatime na nHosom cnatioe n06ou mun pucynka SmartArt.

2. [lepemecmume, usmenume e2o pasmep, noseprHume, 0006agome K Hemy meKcm, npumeHume K
HeMy Opy2oll IKCnpecc-Cmuib U 6bINOIHUME UHbLE USMEHEHUS.

3. Coxpanume uzmeHnernus.
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4.14. CO3JAHUE OPTAHU3ALIMOHHOM
JMATPAMMBI

OpranuzanyoHHas [uarpaMmma CTpOMTCS aHAJIOITMYHO PUCYHKY SmartArt.

3aoanue 4.11
1. Cozoatime opeanuzayuounyto ouazpammy no oopasyy.

[ NPOrPAMMHOE OBECNEYEHWE KOMMBIOTEPOB
- -
A
2. Ha sxnaoxe Bcmaska 6 epynne Hnnrocmpayuu nasxcmume KHONK .
| 3. B komexyuu Buibop pucynka SmartArt naxcmume kHonky , nocne amozo evibepume

Makem oOpeaHu3auUOHHOU ouazpammsl (Hanpumep, Opeanu3ayuoHHas ouazpamma), a 3amem
Haxjcmume KHONKY iiﬁ, KaK Ha PUCYHKE.

r: 0P PHCYHKG Smartar

) B
Crmcok

990 Mpouecc

1

] o |
2 Umn 0o == A ===
[ i ===
siu Wepapxmn
Bl o | - r
] I | a=a =
MaTpua = aa ‘ama [
A Nupamaga - _ _
— MpocToii 6rounblii cnncok
-j Pucyror - CnysxnT ansa oToSpaxenus

22X

==

&

P
.

HENOCNEABEATENEHE UM
CTPYNNHPOBAHHLIX GNOKOE HHABOPMALHH.
Ml0SBONAET CKOHOMNATE NPOCTPAHCTED Kak

N0 FOPHEOHTANK, TaK I N0 BEPTHKANN.

4. Jlna 6600a mekcma 6blNOJHUME 0OHO U3 C1e0VIOWUX OeUCMBUIL.
— WeNKHUme no KHONKe 6 obnacmu mexkcma, a 3amem 88eoume HeoOX0OUMbLI MEKCN,;
— ckonupyume 6 Oyghep obmena mexcm uz Opy2ol nPoOcPAMMbL ULU PACNONONCEHUS, WeIKHUME
no KHonke E% 6 obracmu mexcma, a 3amem 6Cmagbme e2o.

4.15. BCTABKA JIMATPAMMEBI EXCEL
B IIPESEHTAIIMIO N CBA3BIBAHUE EE
C JAHHBIMU B EXCEL

JIto0yro quarpamMmmy MO>KHO BCTaBUTh Ha ciliaii npe3eHTanuu. Eciy HaxaTh KHONIKY m Ha
BKJIaJIKe Bcmaegka, aBTOMaTHYEeCKU 3arpykaercsi nporpamma Excel. B aToit mporpamme cosmaercs
TabJiMla ¢ JAaHHBIMHU (WM OTKPBIBA€TCS PaHEe CO3JIaHHBIM (aill ¢ JaHHBIMHU), HA OCHOBE KOTOPBIX
cTpoutcs auarpamma. Jlamee oHa mo0aBisieTcst Ha Cllaidl Mpe3eHTAIuu. TakuM ke 00pa3oM MOKHO
N00aBUTh qrarpamMmy B JokyMeHT WOrd B kauecTBe WILUTFOCTPAIMH K TEKCTY.

JloGaBuTh AMarpaMMmy wiv rpaduK B MPE3EHTAIUI0 MOKHO JIByMsI CIIOCOOaMu:

1) BHEIpUTh JaHHBIC W BCTABHThH JUAarpaMMy B Mpe3eHTanuio. [Ipu BHEIpEHUH JaHHBIX U3 JWa-
rpamMMbl B PowerPoint sty nadopmanuio moxxno penaktuposats B npuioxenun Office Excel 2010, a
aucT OyneT coxpanaTbes B ¢aitine PowerPoint;

2) BCTaBUTh B TIpe3eHTaIio auarpamMmmy Excel u cBsizath ee ¢ manHbiME B npuitokenun Office
Excel 2010. Ilpu xonupoBanuu muarpammsl u3 npunoxxenus Office Excel 2010 u ee BcraBke B npe-
3€HTAallMI0 JaHHbIE B JUarpamme cBsi3bIBatoTcsl ¢ juctoM Excel. Eciu HY)XHO M3MEHMTH JaHHbBIE B
IuarpaMme, HeoOX0IMMO BHECTH M3MEHEHHS B CBsi3aHHBIA JucT B mpuioxeHun Office Excel 2010.
Jluct Excel — aTo oTaenbHbIi (aiis, 1 OH He coxpaHsieTcs BMecTe ¢ (aitiiom PowerPoint.

3aoanue 4.12

Cosoatime ouazpammy 6 npunoxcenuu Office Excel 2010 u ckonupytime ee, a 3amem 6cmagvme 8
npezeumayuio PowerPoint. I[Ipu o6nosenenuu oannvix 8 npunoxcenuu Office Excel 2010 ouacpamma
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6 npunodcenuu PowerPoint maxaice 6yoem obHoénena. [{nsa ebinoninenus 3a0anus npooenaime cie-
oyrowue oeticmausl.

1. Buioenume suetiku, komopvle xomume cKonupogams, u Haxcmume Ha xknasuwu [Ctrl + C],
umooOvL BLINOIHUMb KONUPOBaHUe 8 Oyghep oomena.

Ipunoocenue Office Excel 2010 omkpvieaemcs 8 pazoeneHHoM OKHe U 0moodpadicaem Ha aucme
OaHmble 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 npocpammy PowerPoint.

3. B peosicume copmuposku cnatioo8 nepetioume K Ciaudy, 8 KOMOpbl XOmume HOMeCmums
INEKMPOHHYI0 MabIuyy, Uiy co3oatime HO8bll C1allo.

4. Buibepume menio Ilpaskal Cneyuanvnas scmaska.
ﬁ] Ll]enxnume no KHonke ' U HadicMume ceeKmopHyIo KHONKY Crs-

6. ll]enknume no kHonke oK.

Ecnu cea3v6 ne_mpebyemcsi, mo HY)’CHO NOBMOpUMb Wideu, ONUCAHHblE 6blule, HO HA waze 5
HaxNcamv KHONKY E@VE a He KHONKY . Taxoice modxrcno 3amenums wazu 4, 5 u 6 Haxca-
muem krasuwt [Ctrl + V], obecneuusarowux 6vicmpyio scmasxy oannvix u3z 6ygepa oomena.

Kak monvko 3asepuumcs cozdanue ouazpammol, okno npoepammul EXcel mooicno zaxpvime.

P e e

KOHTPOJIBHBIE BOITPOCHI

1. Bemaexa mabnuywt EXcel u nposedenue 6 nei pasnuunvix sbluucienuil.
2. Ucnonvzosanue Word-mabnuyol 6 PowerPomf

3. Hobasnenue pucynka SmartArt 8 npezenmayuio.

4. Cpeo6pa306aHue meKkcma cjauoa 8 pucyuke SmartArt.

9. Cozoanue opeanu3ayuOHHOU OUASPAMMDYL.

6. Bcmaska ouacpammer Excel 6 npezenmayuro.

4.16. TOBABJIEHUE BUIEO

Bugeoponnky BCTaBISIOTCS TOJNBKO B T€ MPE3EHTALMH, KOTOpbIe OYAYT AEMOHCTPUPOBATHCS Ha
skpaHe. Buneo, mobaBneHHOe Ha Ciaii]l, BOCIPOU3BOIAUTCS, TIOKA JEMOHCTPUPYETCS CIaiijl, WK B Te-
YeHHE BPEMEHH, OTPAaHUYEHHOTO ITTUTENLHOCTHIO POJIHKA.

Buneo MoxHO 100aBUTH Ha cinaii kak u3 oubinoteku kiaumnoB Office, Tak u u3 BHemiHero (aiina.
[Mporpamma PowerPoint mognepkuBaeT OONBIIMHCTBO MOMYJISPHBIX (HOPMATOB.

3aoanue 4.13

1. Ha eéxnaoke Bcmaeka Hasxcmume KHONKY m

2. B nosisusuiemcs memio evloepume Kkomanoy Buodeo uz ¢haiina.

3. B omkpuiswemcs ouanoecosom okHe Becmaska eudeozanucu nepetioume 8 Nanky, cOOeprHcauyio
HYHCHBLU 8UOe0ghali.

4. Jlgaswcovl wenkHume no sHauKy evlopannoco gatina. Ha cratioe nosigumcs kapmuhKka — nepebwlii
Kaop ponuka.




Pasmep obnactu, KOTOPYIO 3aHUMAeET Kajp Ha Cilaiiie, MOXKHO U3MEHSTh, KaK M pa3Mepsl JI000ro
rpadu4ecKoro 0ObeKTa.

B mento Budeo comepxutcs KoMaHna Budeo uz opeanuzamopa Kiunos, ¢ IOMOIIbI0 KOTOPOU BHU-
JICOKJIUIT BHIOMpaeTcsi B OMONIMOTEKe KIMIIOB TakK ke, Kak 1 KapThuHKa. ClieyeT OTMETUTh, YTO Ha 3Ta-
II€ CO3/IaHus MPE3EHTAlMKU BUIE0 HE BOCIPOU3BOAUTCS. [IpocMOTpETh €ro MOKHO TOJIBKO BO BpEMs
JEMOHCTpalMy npe3eHTauuu. Kpome toro, «ykpaiieHue» Mpe3eHTaluu BUJIE0 3aMETHO YBEJINYMBAET
pasmep ee daiina.

4.17. JIOBABJIEHUE 3BYKA

Ha cnaiin MoxxHO 100aBUTH 3BYKOBOMl (haitn (My3bIKy, KOMMEHTapHH, 3ByKOBOU 3((exT u T. 1.),
KOTOPBIA OyJIeT BOCIIPOU3BOJAUTHCS MPHU JEMOHCTpAlMK chaiifna. JIaHHbBII 3JIEeMEeHT MPEe3eHTAIH J10-
OaBisieTCs Tak ke, Kak U BUIAEO(]AIbl, HO MPU STOM HCIHOJB3YETCSI MEHIO KHOTIKH m Ha BKJIQJIKE
Bcmasxa.

Ha cnaiine nosiBisieTcss 3Ha4OK «IMHAMUKY, a TIOJ] HUM — 3JIEMEHTHI YIIPABIICHUS BOCIIPOU3BEICHU-
€M M IpOMKOCThI0. KpoMe Toro, Ha JIEHTe aKTUBU3HPYETCS BKIIagKka Bocnpoussedenue, coaepxaiias
WHCTPYMEHTHI JIsl HACTPOMKY 3BYKOBBIX MapamMeTpoB (puc. 4.13).

Paccmotpum Hanbosee BaxKHbIe HACTPOMKHU:

1) kHOMKA OTKpPBHIBAE€T MEHIO, B KOTOPOM MOKHO BBIOPATh OJIHY M3 YETHIPEX Ipajanuit
T'POMKOCTH BOCIPOM3BEICHUS
daiina;

2) B pacKpbIBaroIeMcsi cucke Hauano BHIOUPAETCsi MOMEHT Hayalla BOCIIPOM3BEICHUS 3BYKOBOTO
daiina Ha cnaiine: Ilo wenuky — Qaiin Oyzner BocipousBe/ieH NPU HaAKaTUM KHOIIKM BOCIIPOU3BEICHUS
II0J1 3HAaYKOM 3BYKOBOTO (haitna, Aemomamuyecku — haitn OyaeT BOCIPOU3BEIEH aBTOMAaTHUECKU MIPU
HOSBJICHUH ClIaiifia Ha SKpaHe;

3) mpu ycraHoBke (iaxka Ckpwimb npu nokase 3HAYOK 3BYKOBOTO (aiia He oToOpaxkaeTcsl Ha
claiiie BO BpeMsl IEMOHCTPAIMH [TPE3eHTALNH;

4) dbyukuys [lepemomams nocie ocnpoussedenus MPEANoaaraeT, YTo Mocjie OCTAHOBKH BOCIIPO-
U3BEJICHNS 3BYKOBOH (haiisl mepemMarhiBaeTcsi B Ha4aJIo.

@900

Puc. 4.13. JlobaBnenue 3BykoBoro (aiiia Ha ciai

3BYKOQBO# (haiis1 MOKHO HE J0OaBIIATH, a 3aIMMCATh B MOMEHT CO3/IaHus ciaiaa. J{Jis 3Toro B MeHI0
KHOTIKH clenyeT BbIOpaTh KOMaHy 3anucamse 36yk. Il0SBUTCA AMAIOTOBOE OKHO 38)K03anucy,
coJieprKallee 3JIEMEHThI YIIpaBJIeHUs JUIs 3alKcH 3ByKa. J[anee Heo0X0uMO MOJKIIOYUTh K KOMITbIO-
Tepy MUKPOGOH, Yepe3 KOTOPhI U OyaeT mpou3BoAuThCs 3amuch. CrieayeT ykazars B Mukimiepe Win-
dows, kakoe yCcTpoHCTBO (MUKPO(OHHBIH BXOJT) UCIIOIB3YETCS.
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3anucaHHbI 3BYK 3aKpEIUIIeTCs 3a TEKYIIUM CIIai7ioM, a MapaMeTphl €ro BOCIPOU3BEICHHUS
HACTPaMBAIOTCS Ha BKIIAAKE Bocnpouseedenue Tak e, Kak M MapaMeTphl BHEIIHETO 3BYKOBOTO (aiina.
Yarie Bcero JaHHbIN CIIOCOO UCMIONB3YIOT MPH CO3/IaHUH PEUEBBIX KOMMEHTAPHUEB K Claiiny.

[Tpu nobGaBieHUHU MIOOBIX 3BYKOBBIX APPEKTOB pa3zmep Qaiisia mpe3eHTalul 3aMETHO YBEJINYHBa-
eTcs.

3aoanue 4.14

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

4.18. NOBABJIEHUE JIATBI, BPEMEHU
N HOMEPA CIIAUIA

B kaudecTBe cripaBouHOM HHPOpPMAIMK Ha claiifie MOXKHO pa3MECTUTh JaTy, BpeMsl, a TaKKe HOMEP
cnaiiga. [lpuuem naHHbIE 37€MEHTHI IPU IEMOHCTpAIUU Cilaiiia Oy1yT aBTOMAaTUYeCKU OOHOBIISATHCH,
T. €. Bcerjia OyayT yKa3aHbl aKTyajdbHble 3HAYCHHS BPEMEHU U J1aThl [T0Ka3a MPEe3eHTAINH.

s noOaBneHus 1aThl, BpeMEHU M HOMepa ciaiiia UCIOoJIb3yeTCsl OJTHO IUajIoroBOe OKHO, KOTOPOE

BBI3bIBACTCS Ha)XaTHeM KHOIIKH
1581071 [H_omep_mlaﬁﬂ,al Ha BKIaake Bemaska (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. luanoroBoe OKHO BCTaBKH J1aThl, BpEMEHU U HOMEpa ciaiia

s noGasneHus Ha ciaii “HGOpMalMK O 1aTe U BPEMEHHU CIIeyeT YCTaHOBUTH QUIaXKoK /Jama u
epems. 1lpyu 3TOM CTaHYT aKTUBHBIMM 3JIEMEHTHI YIPABIEHUS, pPacloyioKeHHble HIbke. g oToOpa-
YKEHUS J1aThl U BPEMEHHU CYILIECTBYET HECKOJIBKO PEKUMOB, ONPEEIIEMbIX MEPEKII0YaTEIeM:

1) AsmoobHnosnenue — Ha cnaiine Bcerma OymeT OToOpakaThCsl TeKymas aata v (Wid) Bpems. B
PacKpBIBAIOIIEMCSl CIHMCKE, PACIIONIOKEHHOM IO MepekiItodareneM AemoobHoénenue, BbIOMpaeTcs
dbopmar npeacTaBiIeHUs 1aThl 1 BpEMEHHU, KOTOPHIN, B CBOIO OUYEPE/Ib, 3aBUCHUT OT SI3bIKa, BHIOPAHHOTO
B PACKPBIBAIOLIEMCS CIIMCKE A3bIK:;

2) @ukcuposano — Ha claiine Bcerja OyaeT oToOpaxaThes Jara, yka3aHHas B TI0JI€, PACIOI0KEH-
HOM I10/1 IiepeKitovarenemM Qukcuposaro.

JlaTa u Bpems pacrnosaratroTcs B JEBOM HUKHEH 4aCTH ClIanja.

Uto0b! 1006aBUTH HA CJai/l €ro MOPsAIKOBBIM HOMEP B IPE3EHTALINHU, CIEAYET YCTAHOBUTH (PIIaXKOK
Howmep cnaiioa. Homep cnaiina pazMmeniaercs B MpaBoi HUKHEN YacTH ClIai/a.

Kpome Toro, Ha cnmaii; MOKHO J0OaBUTh HUKHHUN KOJOHTUTYI, TEKCT KOTOPOTO pacrojiaraeTcs
MEeXIy naToi u HomepoM cnaiaa. [Ipu ycranoBke diaxka Huowchuti korowmumyn 1ojie, HaxosIee-
Csl HIDKE, CTAaHOBHUTCS aKTUBHBIM. 371€Ch BBOJMTCS JIFOOOM TEKCT, KOTOPHIA TOJDKEH MPUCYTCTBOBATH
Ha Bcex criaiiiax npeseHTtanuu. OTMETUM, YTO JaTa, BpeMs M HOMEp Cilaiijia Tak e, Kak U KOJOHTHU-
TyJbl, OyayT OTOOpaXkaThCsl Ha BcexX claifax mpeseHTanuu. OAHaKO MOKHO OTKJIFOYHUThH MOKAa3 ATHX
3JIEMEHTOB Ha TUTYJILHOM (3arjaBHOM) claiiie mpe3eHTauuu. s 3Toro cieayer ycTaHOBUTh (IaskoK
He nokasvieams na mumynvHom caaiioe.

3aoanue 4.15

1. /lobaévme Ha cnatio damy u epemsi.
2. Coxpanume usmenenus.
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4.19. IAPAMETPBI CMEHBI CJIAWIOB

MeTopl CMEHBI CITaliJIOB HACTPAUBAIOTCS B TpyIIe Bpems nokaza cratioos Ha BKianke [lepexoodul
(puc. 4.15).

Puc. 4.15. Bxinagka ﬁepexoabz

IIpu ycranoBke ¢naxka [lo wenruky CMEHa TEKYIIETO Claiiia MIPOU3BOJUTCS O KOMaH/E IOJIb30-
BaTEIIs.

[Ipumeuanue. HactpauBaroTcs napameTpsl TEKYLIErO claiia, T. €. TOrO Claiaa, KOTOPbIM IOKa-
3bIBaeTCs B paboueit obmactu nmporpammMel. K npyrum ciaiijaM BBIIOTHSIEMBIE HACTPOUKH HE TPHU-
MEHSIOTCA. Takum 00pazoM, KaKIbIH Cllaiijl Mpe3eHTalul MOXXET UMETh MHUBHyalbHbIC Mapa-
MeTpbl CMeHBI. UTOOBI BCE Claiiapl MPE3eHTAlMM WMENH OJMHAKOBBIC MapaMeTphl, CIEeIyeT HcC-
110JIb30BaTh KOMaHAy /Ipumenums Ko 6cem, pacloyIOKEHHYIO Ha BKIaJiKke [/epexoobi.

Ecnu nnanupyercs aBToMaTH4ECKOe (Uepe3 3aJaHHbI HHTEpBa) MOSBJICHHE HOBOT'O Cllaiijia, HAaJl0
ycTaHOBUTH (hiaskok [locie, a B TIOJIE, PAcIONOKEHHOM CIIPaBa, yKa3aTh MPOJOKUTEIEHOCTh OKa3a
cnaiina. Otot mapamerp 3anaercsa B popmate 00:00,00, roe nepBbiii pa3psig — 3T0 MUHYTBI, BTOPOH —
CEKYH/Ibl, a TPETUI — cOThle Joau ceKyHI. Hanpumep, eciaum ns Tekyiero ciaiija 3aaath JJIUTEIb-
HocTh 00:05,50, cnaiin OyneT HaXOAMTHCS HA SKPaHE ISITh C MOJIOBUHOM ceKyH/I. [1o ncTtedeHnn 3Toro
BPEMEHU aBTOMATUYECKH 3arpy3UTCs CICAYIOUIUN CIan/I.

[Mpumeuanue. @naxku 1o wenuxy u I[locre MOTYT OBITH YCTaHOBIICHBI OJJHOBPEMEHHO. 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 CIIAMIOB — XapakTep MOSBJICHHMS HOBOIO ClIalijla HAa JKpaHe,
CBOETO pojJia aHUMALMOHHBIA 3((eKT, MpUMEHsIeMBbI KO BCEMY Claiily, KOTOPBIA ONpeneseT, Kak
MCUYE3HET MPEAbIAYIINN CIIaiil U KaK MOSIBUTCS HOBBbIM. Takas aHMManus Ha3bIBAETCS MEPEXOIOM.

Urto6b1 mocMoTpeTh 3(h(HEeKThI CMEHBI CIAIOB, B CIUCKE IKCIPECC-CTUIICH HY)KHO HaXaTh KHOIKY

(JlomomnauTensHO). TIpH BB~ |pe MOHPABHMBIIEroCs BAPHAHTA AHMMALMS IPUMEHSETCS K TEKYIIEMY

Claiily U BOCHPOU3BOAUTCA B paboueit obsacTu mporpaMMbl oauH pa3. Eciu HeoOxonumo emne pas

IIOCMOTPETh, KaK JEHCTBYET MEPEX0Jl, HAXKMUTE KHOIKY mﬁl_ﬂ B JIEBOM 4acTu BKJIAIKU [lepexo-

Obl.

Ilepexoapl nensaTcs Ha TpU TPYHIBL: IPOCTHIE, CIO0XKHBIE U «IMHAMUYECKOE conepxkumoey». Ilo-
CIeHsAsA Tpylla MHTEpecHa TeM, YTO aHUMHUPYETCs COJAEpKUMOE claiija, a GOH U TEeMaTUYECKOe
oopMIIEHHE OCTAIOTCSI HEU3MEHHBIM. [Ip1 3TOM 00BEKTHI, PACIIONOKEHHbIE Ha MPEIbIAYILIEM Cllaii e,
IIPOCTO 3aMEHSIOTCSI 0OBbEKTAMHU CJIEYIOIIETo chaaiaa.

[Toutn Bce mepexoapl UMEOT Habop mapamerpoB. Kakue M3 HHUX JOJKHBI OBITH HACTPOEHBI B
NEPBYIO OYepellb, 3aBUCUT OT BbIOpaHHOrO nepexona. KomaHab! A U3MEHEHUs TapaMeTpOB Mepexo-
JIa HaXOJISITCSI B MEHIO KHOIIKU , PacroyioxKeHHOU Ha BKJIaaKe [lepexooul.

Eme ofHUM Ba)KHBIM [apaMEeTPOM CMEHBI CIIAWJIOB SIBJIIETCS JJIUTEIBHOCTh. JTa XapaKTepUCTUKA
OTIpEeJIeTISIeT, CKOJIBKO BPEMEHHU OYAET IIMThCS aHMUMAIMOHHBIN 3P deKT cMeHbI ciaiina. JlaHHbiid ma-
pameTp HacTpauBaeTcs B nojie /[numenvHocms Ha BKAane [lepexoour.

I[Ipumeuanue. PackpeiBaromuiics cnucok 36yk Ha BKIanke [lepexoOs IO3BOJISIET HACTPOUTH 3BY-
KOBOE COINPOBOXKIEHHE CMEHBI ClaifoB. B yka3aHHOM cnucke cienyeT BbIOpaTh 3BYK, KOTOPBIN
OyJeT BOCIPOM3BOJUTHLCS MPU CMEHE ciaiiioB. Ecnu nmeromuecs BapuaHThl HE MOIXOIAT cO3/1a-
TEJI0 MPE3eHTAlUU, HY>KHO BBIOpaTh KOMaHIy /[pyeoti 36yK, a 3aT€M C MOMOUIbIO MOSBUBLIETOCS
JTUAJIOrOBOTO OKHA 3arpy3uTh BHELIHUI 3BYKOBOH (haii. 3arpyxaemble 3ByKOBbIE (ailiibl JOIKHBI
umeth popmat WAV. daiinel B popmare MP3 B aHHOM cilydyae He OIIEPKUBAIOTCS.

3a0anue 4.16

1. Ilpumenume ko 6cem cnatioam nepexood Cosue, KOMopwvill «cosuzaemy cooepacumoe ciaioa 3a
Kpail, 8 Mo 8pems KaK u3-3a Nnpomueonoi0NCHO20 Kpas NOAGISAEMC COOePAHCUMOe HOB020 CLAlOA;
8blbepume HanpasieHue cosuea.

2. Coxpanume usmenenus.
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4.20. HACTPOVIKHM AHUMALIMNA

MOKHO HACTPOWTH aHUMAIUIO OOBEKTOB, JOOABICHHBIX HA ClAi (TEKCT, TAOIHIBI, AHATPAMMEI,
pucyHKH U Ap.). OObIUHBIN 00BEKT MOCTOSHHO MPUCYTCTBYET Ha cinaiae. OOBEKT, K KOTOPOMY MpH-
MEHEHa aHMMAalUs, MOXKET IMOCIe OTOOPaXEHHS TEKYIIEro Claiila «BO3HUKHYTH M3 HHYETO0» MWIIH,
HaIpUMep, «BBUIETETh)» U3-3a Kpas skpana. /[ anumanuu o0beKkTa He0OX0AMMO BHITIOTHUTH CIENY-
IOIME JCHCTBHUS.

1. B 0OBIYHOM peXHUMe HAJ0 MEPEHTH K CIaiy, CoaepKaeMy 00ObeKT, KOTOPBIA TpeOyeTcs: aHu-
MHUPOBATh.

2. Ha cnaiife cnenyer BBLICTUTD HY>KHBIH OOBEKT, IIEIKHYB 10 HEMY MBIIIBIO.

3. Ha Bkiaznke J1€HTBI AHumayus B ONHOMMEHHOHW Tpymie Haxo BbIOpaTe Komanny Cmuiu anuma-
yuu. ITocae 3TOro OTKpOeTCs KOJUIEKLUs, B KOTOPOM IPEACTaBICHbI HECKOIBKO 3(()EeKTOB aHUMALIUH,
Takue Kak Buiysemanue, Iloserenue, Boiiem (puc. 4.16). UToObl yBUAETH, YTO TPEIACTABISICT COOOMH
TOT WJIM UHON (P (EKT, JOCTATOUHO MPH BBIICICHHOM Ha CJaiiie TeKCTe HABECTH yKa3aTelb Ha COOT-
BETCTBYIOIIMN MYHKT B PAaCKPBIBAIOIIEMCS CIIUCKE, a YTOObI MPUMEHUTH 3P (EKT, T0CTATOYHO IIEJIK-
HYTh Ha MTYHKTE B PACKPBIBAIOIIEMCS CITHCKE.

4. Jlanee IMETYKOM CIIeIyeT BBIOpATh 0JIMH U3 AG(PEeKTOB aHUMAIuH (CM. puc. 4.16).

Puc. 4.16. Db dexTsl anHnManuu

5. Ecin 3(1)(peKTOB B IIpe/ularaeMoil KoJUIeKUMHU OyJeT HeI0CTaTOYHO, HEOOXOJMMO BOCIIOJIB30-
BaTbCS OJHOW M3 CIEYIOIIUX KOMaHI: m Hononrnumenvhvie ah-ghexmul
éxooa, /lononnumenvuvie 3¢hexmol 6bvi- Oenenus, JlononHumenvhoie 3¢-
Qexmul 6vixoda, [Ipyeue nymu nepeme- wenus. Ilocne 3Toro orodpasurcs
COOTBETCTBVIOLIEE ONHOMMEHHOE IMANIO- roBO€ OKHO., IIDENOCTaBIIAIONICE
JOCTVII KO MHOXECTBY JIOMTOJHHUTEIBHBIX AHUMAIIMOHHBIX s dexron
(puc. 4.17).

6. B rpynne Anumauus Ha OJHOMMEH-
Opatb komaHny [lapamempuvr 3cbdbexmos.
VTOYHUTh, KaK MMEHHO MOJDKEH BBINON- |
KMMO€ MEHIO 3aBUCHT OT BBIODAHHOTO |-
sbdexra Bpawenue MOXHO YBHUIETh Ha puc. 4.18.

Takum o06pa3om, dYTOOBI HACTPOUTH pgyc,[';'nlez)'eﬂgfe’;e;;e aHUMAIMI0, HEOOXOJUMO  BBI-
Opatb 3G (deKT, pa3HOBUAHOCTH dPdeKTa U IIENKHYTh 10  KHOIKE
B OJJHOMMEHHOM IpyIIe Ha BKIAJKE JICHTHI AHuMayus.

D¢ dexThl aHMMalUU MOXKHO HAKJIAAbIBaTh OJUH Ha JApYroi. Eciam K OZHOMY TEKCTY NPUMEHHTh
oavH 3PQeKT, a TOTOM JIPYyro ¥ MHUIMUPOBATH MPOCMOTP, CHayaia OyaeT MMETh MECTO IepBas
aQHMMaIIKs1, 3aTEM — MTOCIEIYIOIIHE.

T %

MapameTpel AobasuTy
3pderToE ¥| aHWMaUni)

HOM BKJAIKE JIEHTHI HY)KHO BBI-
OTKpoeTCsl MEHIO, IMO3BOJISIONIEE
HATBCS HaHHbBI ddbdekr. Comep-
sadbdekra. Hanpumep, mMeHro s
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? Chwsy

CHW3Y taesa

¥ %

Cnesa
CEepxy C1eBa
Ceepxy

Ceepxy cnpasa

Copaea

dER &0

CHUW3y tnpaea




3aoanue 4.17

Puc. 4.18. Menro >¢dexra Bpawernue

1. Ilpumenume x kasxcoomy caaudy pazuvle 3pgexmol anumayuu (Ha 8aul 8b100p).
2. Coxpanume uzmeHeHusl.

4.21. TIOKA3 IIPESEHTALIMU

Ecnu cnaiiapl co3anbl, K MMEIOIUMCS Ha HUX 00bEeKTaM J100aBICHbI aHUMALMOHHBIE YPQEKTH U
HACTPOEHBI MapaMeTPbl CMEHBI CIIaliJI0B, CO3JaHUE IPE3CHTALIMY MOKHO CUMTATh 3aBEpIICHHbIM. Te-
nepb He0OX0IMMO MO3HAKOMUTBCS C MapaMeTpaMu rokasa. Hactpoiika 3Tux mapaMeTpoB Ipe3eHTa-
LMY TPOU3BOAUTCS Ha BKIanke [lokaz cratioos (puc. 4.19).

RIH9-0 0+

MpesenTaLus - Microsoft PowerPoint

Puc. 4.19. Bxnanka [loka3s crauoos

OOBIYHO Mpe3eHTalusl IEMOHCTPUPYETCSI HA MOHUTOPE, MOJAKIIOYEHHOM K KOMIIBIOTEPY (MM Ha
mucriee HoyTOyka). OHAaKO eciaM K KOMIBIOTEPY MOJIKIIOYCHBI 1BA MOHUTOPA (MM MYJIbTUMEIUH-
HBIH MPOEKTOP), MOXKHO HCII0JIB30BATh PEXKUM JIOKIaa4uKa. Yalie BCero ero npuMeHsoT Ipyu 1eMOH-
CTpaLMy NPE3EHTAUu I ayIUTOpUHU. BeceM mporueccoM ynpasiisieT JOKIaA4uK, KOTOPBIM IPOU3BO-
JUT CMEHY CJaiiIoB, a TakKe JAaeT K HUM KoMMeHTapuu. Ha MoHuTope (min skpaHe), BBIOpaHHOM B
packpsiBaroieMcs cnucke /lokasams na: Ha BKIajake [lokasz cnaiidos, pe3eHTalisl BOCIIPOU3BOIUT-
C B «YUCTOM BHUJE», T. €. TaM OTOOPAXKAIOTCS TOJBKO CIANABI M UX COAEPKUMOE. ITOT MOHHUTOP
(3KpaH) npeaHa3HaueH A ayautopuu. Ha BTopoM MOHHMTOpPE, NOJIKIIOYEHHOM K KOMIIBIOTEDPY, Ipe-
3€HTAIHsI 0TOOPaXKAETCsl B PEKUME JOKIaT9nKa. Tak KaK COAePKMMOE 3TOTO dKpaHa JOCTYITHO TOJIb-
KO JIOKJIQJUUKY, Ha €r0 MOHUTOPE 0TOOpa)kaeTcsl He TOJIBKO CIIAii, HO U JIOTIOJHUTEIbHbIE 3JIEMEHTHI,

HEO0OXOIUMBIE VISl IGMOHCTpaIluu npe3eHTauu (puc. 4.20).

danee

MepeiiTi kK cnaiday

JkpaH
YeazaTene
Cnpaeka
Mayza

3aBepWMTE NOKa3 CNaigoE

Puc.4.21. MeHI0 KHOIIKH

[Toxa3 ciaiigos|

i
P X ® 5
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Puc. 4.20. 300paxxeHue Ha 3KpaHe AOKJIaqunuKa

B HuxkHeN YacTu sKpaHa NOKJIQJIUYMKa PaCloararoTcs ICKU3bl CIAnJIOB,
BXOJSIIMX B Mpe3eHTanuo. [1[ea4ok mo Hy>KHOMY ACKH3y MPUBOJUT K He-
MEJJICHHOMY BBIBOJTY TAaHHOTO CJIaii/ia Ha dKpaH ayJUuTOPHH, T. €. OH CTAHO-
BUTCSI TEKYIIUM BHE 3aBHUCHMOCTH OT €ro TIOJIOKCHHS B TPE3CHTAIIHH.
CnpaBa Ha 9KpaHe JTOKJIaJ4nKa PaclojoKeHo mojie ¢ 3ameTkamu. Co3nath
3aMETKA MOXKHO JUIsl JIFOOOTO ciaija (moje Jisd 3aMETOK HaXOIUTCS TOJ
crlaiioM B pexxume cosnanus). OTMETHM, YTO 3aMETKH CKPBITHI OT ayJIUTO-
pHUH, a 3HAYMT, TOKJIATIUK MOKET HAIUCATh JIs ce0sl Kaknue-Tru0o MmojIcKas-
KM WJIW 3arOTOBJICHHBINA TEKCT, KOTOPBIH O3BYYHUT BO BPEMS JEMOHCTpAIIUU
Tekymero cnaiaa. [Ipyn mosiBneHnn HOBOTO ciaiia B nojie 3amemxu aBTO-
MaTHYECKH 3arpy’Kar0TCs KOMMEHTAPUHU, 3aKPETIJICHHBIC 32 HAM.

[Tox n3006pakeHneM ciaiiia Ha SKpaHe JOKIauuKa HaXOUTCS PsiJl KHO-
nok. KHOIIKM co cTpenkamMu MO3BOJISIOT HEMEJICHHO MEePEHTH K TIPEAbITY-

51



HieMy WM nocieayrouemy cinaiay. Kaomnka [Vkaszarens COJICPXKHUT MEHIO, B KOTOPOM COOpaHbI IMO-
Je3Hble UHCTPYMEHTHI. IIpu BbIOOpe MHCTpyMEHTa BbuloeneHue NOKIATUUK MOXKET BBIICTUTH (hpar-
MEHT TeKCTa Ha claiiie (mogo0HO TOMY, KaK BBIACISIOT TEKCT OOBIYHBIM KAaHIIETSPCKUM IIBETOBBIIC-
JUTEIEM, KOTOPHIM OOBIYHO TIOMEYAIOT 3HAYMMBbIe ()parMeHTHl TeKcTa Ha Oymare). Takoe BblAETICHHE
OyZeT moKa3aHO U Ha 3KpaHe ayauTopuu. Mcnonb3ys nHCTpyMeHT [lepo, NOKIaauuK MOKET HapHuco-
BaTh Ha CJaii/ie IPOU3BOJIbHYIO (PUTYPY, HAIPUMEP OOBECTH BaXKHYIO YacTh cXeMbl. L[BeT nepa BbIOu-
paercst ¢ HOMOIIbIO KOMaHbl [[gem uepnun. HapucoBaHHBII 00BEKT WM LIBETOAEICHUE MOXKHO CTe-
peTh HHCTPYMEHTOM Jlacmux.

Knomnka i COJICP’KUT MEHIO, B KOTOPOM BBIOMPAIOTCS HEKOTOPHIC MapaMeTpbl BOC-
MIPOU3BEICHUS MPE3CHTALINH, a TaKXKe MPEI0CTaBISACTCA BO3MOKHOCTb
HEME/JICHHO MEeperTH K J100oMy ee crnaiay (puc. 4.21).

MeH10 KHOIIKH 5 BKJIFOYAET B CeOsI CIICYIONINE KOMAH/IbI:

1) Janee — ocymiecTBIsIETCS MIEPEXO/1 K CIESIYIOLIEMY Claiiny;

2) Hazao — ocylecTBISETCs EPeX0.l K MPEIbLAYIIEMY CIaiIy;

3) Ilocneonuii npocmompenuviii — COBEPIIACTCS MEPEX0]l K MOCIACAHEMY CIIaiy, KOTOPbIA ObLI
IIPOCMOTPEH;

4) Ilepeiimu x cnatidy — OTKPBIBACTCS MEHIO, B KOTOPOM OTOOpakaeTCsl CIIMCOK BCEX CJIAiI0B mpe-
3eHTauuu. [llenuok Ha Ha3BaHUE HYKHOT'O CJIali[la MPUBOAMT K €ro 3arpy3Ke Ha dKpaH;

5) Ilepeuimu x pazoeny — MPOU3BOJUTCS NEPEXO0] K HY)KHOMY pa3Jielly; MPE3CHTAIMs MOXKET CO-
JIeprKaTh pa3Jienbl C TPYIIIaMu CIIaiI0B;

6) I/Ipous6onbHblil NOKA3 — C TIOMOIIBIO BJIOYKEHHOTO MEHIO BBIOMPACTCS] BAPHAHT MPE3CHTAIMH JIJIsI
naHHoOU aynuropuu. OHa U Ta K€ Mpe3eHTalMsI MOXKET UMETh MHOXKECTBO BapUAHTOB, COCTOSIINX U3
pa3HBIX CIAWJ0B OJHOW mpe3eHTauuu. HeHyXHble I JTaHHOTO BapUaHTa CANAbl OCTAIOTCS CKPBI-
THIMH;

7) Dkpan — 31ech BrIOMpaeTcs nBeT GoHa 3kpaHa. B 1000l MOMEHT JTOKJIa YUK MOXET 3aMEHUTH
n300pakeHne claiila Ha dKpaHe OJHOPOJIHBIM YEPHBIM MM OenbiM IBeToM. Ha BbIOpanHOM (one
MO’KHO pUCOBATh C TOMOLIbIO UHCTpyMeHTa [/epo;

8) Ilayza — BOCUpOM3BEACHUE CJIAMI0B MPHOCTaHABIMBACTCS. BO30OHOBUTH MOKAa3 MpPE3CHTAIMH
MO3KHO, BBIOpaB B TOM K€ MEHIO KOMaHAy [Ipodondxcums. PexxuM nays3sl JOCTYIIEH, €CIU Ul cllaiija
Obly1a yCTaHOBJIEHA JUIMTEILHOCTD [10KA3a;

9) 3asepwums noxas craidos — NPOU3BOIAMUTCS BBIXOJ U3 PEXKUMA IEMOHCTPALIUK cilaioB. Takxke
3aBEpPINUTH ITOKa3 CJIAI0B MOXHO C IMOMOIIIbIO KiaBuinu [ESC].

Ecin pexum Toknagyuka OTKIIOYEH (COOTBETCTBYIOLIMHM (uiakoK Ha BKJIaake [lokas cnatioos
CHSIT), IPE3EHTALlMs BOCIIPOU3BOAUTCS HA OJTHOM MOHHUTOpPE (IPOEKTOpE), BLIOPAaHHOM B PacKpbIBaIO-
mieMcs cnucke [loxkazame na:. B 3ToM ciiydae B packphIBaroliemMcs crucke Paspeuenie HEOOX0IUMO
BbIOpaTh paspelieHue, ¢ KOTOpbIM OyJIeT BOCHPOU3BOIUTHCS MPE3EHTALUs], C yYETOM TEXHUYECKUX
BO3MOXXHOCTEH MOHHTOpA M MYJbTUMEIUIHOTO MPOEKTOPa, a TaKKe TOro (akTa, YTO MPU BBICOKOM
pa3pelIeHny BOCIIPOU3BEICHUE MOXKET 3aMEeUINThCA, T. €. [UIMTEIbHOCTh aHMMallii U TMoKa3a ciaii-
JTIOB MOKET HE COOTBETCTBOBATh YCTAHOBJICHHOM.

H 3aoanue 4.18

3anycmume npesenmayuio.

4.22. HACTPOMKA BPEMEHU I[TOKA3A CJIANIOB

Wuorna Ha sTane co3gaHus MPE3eHTAlUN TPYIHO ONPEIENNUTh, KaK JI0JIF0 JODKEH OCTaBaThCs Ha
9KpaHe KOHKPETHbIN ciail] (uiu o0bekT). MOKHO HACTPOUTh BpeMsl MOKa3a OOBbEKTOB UM CIAI0B B
peXHMe peaJbHOrO0 BPEMEHH, 3allyCTUB MHCTpyMEHT Hacmpotixa epemenu. Ilpu 3TOM 3amyckaercs
PeXHM, TIOXOKUN HA PEeXUM IOKa3a CIaliI0B, HO Hayaio KaXJ0Tro COOBITUS MPOUCXOIUT M0 LIETYKY
JIEBOM KHOIKOW MBI TOT/Ia, KOT/a JIOJDKEH TMOSBHUTHCS OYepeHOW 00BeKT wim ciaif. [Iporpamma
3alIOMUHAET BpEMEHHbIE HHTEPBAJIbl, COOTBETCTBYIOIINE KaKIOMY OOBEKTY WJIH claiiay.

3aoanue 4.19

1. Hasxcmume kHonky HaﬂpDﬁKa_BpeMﬁﬂkﬂ Ha exnaoke Iloxaz cnauidos. Ha skpane nossumcs
nepeavlil C1all0 NPe3eHmMayul, d 6 1e60M 8epXHeM Y2y — NAHelb C UHOUKAOPOM 8PEeMEHMU.

2. ll]enknume Ha 11060M yuyacmke CAauoa €Ol KHONKOU MblUU 8 MOMEHM, K020d OO0JHNCHO
Hacmynumso nepgoe coovimue (Hanpumep, nossienue nepeoco 0oveKma,).

3. L]enxknume n1e6oll KHONKOU MblUU 8 MOMEHM, KO20d OOIICHO HACMYNUMb 8Mopoe codvimue
(Hanpumep, noseieHue 8Mopoco 0ObeKMa,).
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4. Bvinonnaiime eviuieykasanHvle 0eticmeusi 00 mex nop, noka He ommemume 6PEeMeHHYI0 No3U-
yuro nocnedHezo 0bOvekma Ha nocieoHem ciauioe. Ha skpane noseumcs coobujenue ¢ yKazanuem
obueti OrumenbHOCmuU npe3eHmayu (PUCYHOK).

L Aa J l Het I

5. Umobul coxpanums épemenHble MOYKY HACMYNAEHUS COObIMUIL 6 npe3eHmayuu, Hado 8 Nno-
ABUBUUEMCSI COOOWEHUU HAHCAMb KHONKY m Pabouee npocmpancmeo okna npozpammul byoem ne-
PEeBEOEHO 8 PeHCUM COPMUPOBUJUKA CLAUO08.

B pexume copTUpOBLIMKA [TOKa3bIBAIOTCS 3CKU3bl CIANO0B, BXOASIIMX B MPE3ECHTALUIO, a TaKXKe
JUIMTENILHOCTH MOKa3a Kaxa0ro u3 HuX. [Ipu BOCpon3BEACHNN MPE3CHTAIIMN CIaiIbl U 00BEKTHI Oy-
JYT TMOSIBISTHCS UMEHHO C TEMU BPEMEHHBIMU HHTEPBATIAMU, KOTOPhIE OBLIH yKa3aHbI.

EcTh eme oaMH peXuUM 3alUCH, MOXOXKMH Ha MPEAbLAYIIUH, HO 00Jagaroliuii paclIMpEeHHBIMH
BO3MOXXHOCTSIMU. B TaHHOM pe’KMMe MOYHO 3alucaTh HE TOJBKO BPEMEHHBIE TOUKH, HO U 3BYKOBOE
COIIPOBOXKICHHUE K KKIOMY Cllaiiy (MOHAaZoOHUTCs MHUKPO(OH, MOJKIOYEHHBIH K KOMIIBIOTEPY), a
TaK)K€ MOXXHO HCIIOJIb30BAaTh TaK Ha3bIBAEMYIO JIa3epHYIO ykasKy. JlazepHas ykazka — 3TO MeTKa
OIPEIENIEHHOrO 1IBETa (110 YMOIYAHUIO — KPACHOT'0), KOTOpasi MOKET MEpeIBUraThCs o claiay, 00o-
3Ha4yast OOBEKTH WM (PPAarMEHTHI, Ha KOTOPHIE CIeayeT 0OOpaTUTh BHUMaHUe. MeTKa mepeBUraeTcs
0 Claiay C MOMOILBIO MBIIIH.

s aKTHUBU3ALNU JTAHHOTO pexuma clenyeT HaXxarb KHOIIKY

Ha BKJIaake [loka3z cratioos. [10SBUTCS MEHIO, TJI€ MOKHO BBIOpATh MO3UIIUIO
B IIPE3EHTAlH, C KOTOPOH HY)KHO HadaTh 3alUCh (C MEpBOro ciaiiia uinu ¢ tekyuero). Jlamee mo-
SBUTCS JIMAJIOTOBOE OKHO, B KOTOPOM CIIEAYET OTMETUTD IapaMeTphl 3alIUCH (BPEMEHHBIE TOUKH, 3BY-
KOBOE COIPOBOKIECHUE, JIa3epHYI0 yKa3Ky). [Ipouecc 3anucu npe3eHTanuu B TaKOM ciydyae aHaJIOTU-
YeH ONMHUCAHHOMY BblIIlIe (TP MOMOIIU UHCTpyMeHTa Hacmpotika epemenu). Ho 31ech MOXKHO TUKTO-
BaTh KOMMEHTApUil B MEKPO(OH, a TaK)K€ OTMEYaTh JIA3EPHOH YKa3KOH HYXHbIE ()parMEeHTHI Ha Cliaii-
ne. UtoObl MeTKa J1a3epHON YKa3KH CTajla BUIAMMOMW, HAJ0 HAXATh JIEBYIO KHOIIKY MBIIIH, YACPKUBAs
wiaBuiry [Ctrl]. I[Tpu nepemenieHuy MbIIKM B TOM K€ HAIPaBJICHUU OyIeT JBUrathcs U MeTka. Eciu
HEOOXOUMO CKPBITh METKY, OTIYCTUTE KHOIIKY MBIIIH. I_[BeT METKHU BBI6I/IDaCTC$[ B JIMAJIOTOBOM OKHE
Hacmportika npesenmayuu, KOTOpO€ BBI3bIBAETCS KHOIKOM Ha BKJIAJIKe
lloka3z cnaiidos. 31ech MOKHO HAaCTPOMUTDH MapaMeTphl, IPUMEHIEMbIE IO YMOJYaHUIO K JE€MOHCTpa-
uH craitnos (puc. 4.22).

(i i 77X
Mokas cnafaoe Cnaiias!
&) ynpanaemsiit Aonan rcon (NoHGI JkpaH) Oece
() ynpaBnAeMbIf Nok30BaTENE (OKHO) @e 1 2o (11 =
O apTomathiecini (NonHeI akpan) (& e =
fiyanTopHA A v
NapareTpsl nokasa Crena crafiacs
[ HenpepiisHs UHKN A0 HaoKaTHA KNaEHLN "Esc” Oepyaryo
[6es pevesoro conposoucasrina @ o epenetn
e armmaunn Heckonsra MoHHTOPOS
LigeT neps: -
LigaT nasepro ykaski: |30 -
""" [Cnoxasate npeacTasnene aoknaaqica
Urafiel TOBRASHTE Na3ePHyH YKa3Ky BO BSHA N0KE3a CRAAOR, HaMIHTS KnasHuy CTRL v,
ASPIKHEAR £€, HEAMHTE NIEBYHD KHOMKY MBILM,

Puc. 4.22. JIlnanoroBoe okHo Hacmpotiixa npezenmayuu

[Tepexmtouarens [loxkas ciaiidos onpenenseT peKUM BOCTIPOU3BEICHUS CIAI0B.

Hactpoiikam, pacnonaratrommmcs B rpynne Ilapamemper noxaza, NIpucBOEHbI JOCTATOUYHO MOHST-
Hble Ha3BaHUs. VIMEeHHO 37ech BHIOMpaeTcs IBET, KOTOPBIi 3aTeM OYyIeT HUCI0JIb30BaThCs B KaUECTBE
[[BETA Mepa U 1IBEeTa Ja3epHON yKa3KU M0 YMOJTYaHHUIO.

B rpynme Craiiost BeIOMpaeTCsl Ta 4acTh MPE3CHTAIMH, KOTOpas OyAeT Mmoka3aHa MpU HaKaTHH
KHOHKHm, pacrnoyioeHHO Ha BKIaake [loxas cnaiidos. MOXHO BBIOpATh T€ CIIAMIBI, KOTO-
pble OyIyT MOKa3aHbl, WM BapHaHT MPE3EHTAIMH, KOTOPbI OyleT AeMOHCTPUPOBATHCS MO yMoOI4da-
HUIO.

[lepexmouatens Cymena cnaiioog onpenenser pekuM MOSBICHUs CIaiIoB Ha 3KpaHe (BPYUHYIO
WIIn ABTOMAaTHUYECKH 1o 3aJJaHHOMY
BPEMEHH).

B rpynne Heckonvko monumopog BblOUpaeTcst yecTpocTBO (MOHUTOP WIIM MPOEKTOP), HA KOTOPOE
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6YI[6T BBIBOJUTLCA IMMPE3CHTALUS, a TAKKC BKIIIOYCHUC WJIM OTKJIFOUCHUC PC)KUMaA NJOKJIaJYHKa.
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KOHTPOJIBHBIE BOITPOCHI

:goéaeﬂenue 8U0€0 8 NPe3eHMAayUio U e20 HacmMpoUKuU.

06616]161:!118 36)YKa 6 NpeE3CeHMAaAyur0 U €20 HaCmMpouKu.

Hacmpotxu 0amul, 6pemeHu u Homepa caauod.

1.
%.
4. Hacmpouxu napamempos nepexood ciauoos.
%. Hacmpouxu napamempos nokaza (Oemoncmpa

HdCT’I’lpOMKI/l 6peMeHU nokKkasa 00beKmos u ciau

Jéuu) npe3eHmayuu.
08.

KOHTPOJIbHASA PABOTA

Pa3paboraiiTe npe3eHTaMIO Ha 33JaHHYIO TeMY (HOMEp TEMbI COOTBETCTBYET HOMEPY CTYJIEHTa B
cnucke rpynnsl). Pabora nomkHa copepxkarh 12 ciaiiioB Ha 33JaHHYIO0 TEMY, a TAaKXKE€ TUTYJbHBIN
claii u cnaiin 06 aBrope. B mpe3eHTanuu J0KHBI OBITh UCIIOJIB30BaHbl TEKCT, rpaduyeckre 0Obek-
Thl, TaOJIMLBI, TuarpaMmel. TpeOyeTcs HacTpOUTh aHUMAIUIO U 3BYKOBOE COIIPOBOXIECHUE CIIANJIOB.
OT4eTHOCTH POBOJUTCS B BUJIE 3ALLUTHI IPOEKTOB.

NRRRRRRRRRE e
COWONOOUIRWNRPROOONOUIAWNE

NNNN
A WNE-

. DKOHOMHYECKasi UH
. CpencTBa BbIYMCINUTENIbHON TeXHUKHU. [lepconanbubie OBM.

. Mctopust pa3BUTHS BBIYUCIUTEIBHON TEXHUKH.

. CTpoeHune nepcoHaIbHOTO KOMIThIOTEpA.

. YcrpoiicTBa BBOAA HH(POPMAIIHH.

. YcTpoiicTBa BBIBOJa HH()OPMAITHH.

. YCTpOMCTBa XpaHEHUS UH(POPMAIINH.

. KogupoBanue undopmanuu B 9BM.

. Knnaccudukanus nporpaMMHBIX TPOAYKTOB.

. CuctemMHoe nporpaMMHOE o0ecrieueHue.

. [IpuknagHoe mporpaMMHOe o0OecrieueHue.

. 'moGanbHas cers UHTEpHET.

. ApXHUTEKTypa KOMIIbIOTEPHBIX CETEH.

. CepBepsl cetn IHTEpHET.

. TTonr3orarenwcknii naTenteiic onenanmonnoi cucremnr Windows.
. CTannanTHkle MDOrnaMMbI onienarmmonson cuctemsl Windows.
. BUnvChl m aHTHBHDVCHBIE TTDOTPAMMEL.

. SI3pTKM TDOTDAMMUDORAHWS.

. MaonMarimoHHble TEXHOJIOTUN B YKOHOMUKE.

. ANTODUTMEL.

. CucremrI cumciienmst.

. MeTtoapl 3amuThl HHGOPMAIIIH.

TEMBbI TTPE3EHTALIMIA

. Uudopmarnus, ee cBONCTBA U BUJIBI.
. DKOHOMHYECKAI HH$OpMaHI/I${, €e CBOICTBA U BUJEL.

OopManMOHHAasA CUCTCMA.



2. TABJIMYHBII TIPOLIECCOP EXCEL

JIABOPATOPHAS PABOTA Ne6

2.1. OCHOBHBIE MNOHATHSA, HEOBXO/NMBbIE
JJ PABOTBI C DJIEKTPOHHBIMU TABJIMIIAMU

Jns xpaHeHust 1 00pabOTKKU MHGOPMAIMH, MMPEACTABICHHON B TaONMMYHON (opMe, B HACTOSAIIEES
BpeMs Yallle BCETO NMPUMEHSIOTCS deKTpoHHble Tabmuiel (OT). YnpaieHnue uMu OCyIIECTBIISETCS C
MOMOIUIbIO CHENMATBFHOTO KOMIUJIEKCA MPOrpamMM, KOTOpPbIe Ha3bIBAIOTCA TAOJIUYHBIMU MPOLECCOPAMU
(TIT). K aum otHocutcst Bxoasmas B maker Microsoft Office 2010 mporpamma Excel 2010. Ocob6en-
HocTh10 3TOro TII siBisleTcs coueTaHue JOCTaTOYHO MPOCTOro rpaduieckoro uurepdeiica ¢ MMUPOKU-
MH (QYHKIIMOHATBHBIMU BO3MOXKHOCTSIMHU. EXCel mo3BosisieT: co3naBaTh, peJaKTUPOBATh W BHIBOAUTH
Ha neyaTh OT; co3naBaTh MHOTOTaOIMYHBIE JOKYMEHTHI, 00bEAMHEHHbIE (OPMYIaMU; CTPOUTH Aua-
rpaMMbl, MOIU(ULIUPOBATh UX M pellaTh SKOHOMHYECKHE 3a7aud rpa@uueckKuMHu MeTojgamu; pabdo-
TaTh C AJIEKTPOHHBIMH TaOJHIIAMH KaK ¢ 6a3aMu JaHHBIX (COPTUPOBATH, IPOBOAUTH BBIOOPKY); CO3/1a-
BaTh UTOTOBBIC M CBOJHBIC TAOIUIIBI U T. 1.

Pabouee okHo mporpammbl Excel 2010 comaepxuT craHmapTHBIC JIeMEHTHI HHTEpdeica it Bcex
Windows-nipunoskenuii (puc. 2.1).

3aronoBok oToOpakaeTcs BBepXy 3kpaHa. [laHenb ObIcTpOro JoCTyma COAEPKHUT HauOoJee 4yacTo
UCHoNib3yeMble KHOMKU. JIeHTa BkiitouaeT B cebst Habop BKIaaoK. Bkinaaka daiin 3aMeHua BKIAJIKY
Office u3 Bepcuu 2007. ITone umMenu nepegaet nHbOpPMAIHIO 00 aKTHBHOM HA JaHHBI MOMEHT SUCii-
Ke.

Ctpoka dopmyn (cTpoka BBOAa) OTOOpakaeT BBOAMMBIC B s4YCiiKy naHHbIe. B Heil monb3oBaTens
MOKET MPOCMATPUBATh WM PENAKTUPOBATh COJAEPKUMOE TeKyileh sueiku. OCOOEHHOCTh CTPOKH
dbopMyn 3aKiarO4YaeTcs B BO3MOXHOCTH BHJIETh COJEPXKAIIYIOCS B TeKyllel sueiike Gopmyny uiu
dbyHKIMIO, a HE ee pe3ybTaT. Pabouee mosie — NpoCcTPaHCTBO 3JIEKTPOHHOMN TaOJHIIBI, COCTOSIIEE U3
A4YeeK, Ha3BaHUU CTOJOLIOB U CTPOK. DJIEMEHTHI YIIPABJICHUS BKJIIOUAIOT KHOMKA HABUTAINH, SPIBIYKU
JIMCTOB U TIOJIOCHI TIDOKDYTKHU.

@H9- s Knwral - Microsoft Excel ESE ==
m faasMan | Bcraska  Pasmerxa crpamuue Qopuyns  Javwwe  Peyorowposawme  Bua c@o@n
= % |cawwn ‘u o = om(m]E |oswa - A B=Bmmm - X - A? m
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Puc. 2.1. Pabouee okno mporpammsr Excel 2010

B cTpoke cocTtosiHus 0TOOpaXkaroTcs (cieBa HalpaBo): MOPSAKOBBI HOMEpP aKTUBHOTI'O JINCTA; S3bIK
BBOJIa; KHOTIKM TEPEKIIOYEHUs] PEeKUMOB pabOThl C TOKYMEHTOM; MOJ3YHOK M3MEHEHHUs MaclTada
JOKYMEHTA.

Ctpoka MEeHIO COJEP>KUT MMEHAa MEHIO OCHOBHBIX PEKHMMOB NporpaMMmbl. BelOpaB ouH M3 HUX,
N0JIb30BATENb MTOJIy4aeT JOCTYI K HUCHAJAIOUIEMy MEHIO, COJepKAIEMy [IEpeYeHb BXOAIINX B HETO
koMmana. [locie BbIOOpa HEKOTOPHIX KOMaH] HHUCMAJAIOLIEr0 MEHIO MOSIBISIOTCS JIOIMOJHUTEIbHBIE
nonMeHto. [laHens HHCTPYMEHTOB BKJIIOYAET OMPENEICHHOE KOJUYECTBO KHOIMOK, IPEeIHAa3HAYE HHBIX
JUIst OBICTPON aKTHBU3AIMH BBIITOJHEHUS! COOTBETCTBYIOIIUX KOMAH]l MEHIO.

[Mpu 3amycke nporpammsbl Excel oTkpbiBaeTcs okHO, cojepikaiiee HOBY Pabouyro KHUTY — MHO-
TOCTPaHUYHBIM JOKYMEHT TaOiuuHOro mpoueccopa. Kaxnas crpanuma pabouell KHUTH Ha3bIBAETCS
paboynM JIMCTOM; aKTHBHas CTpaHUIA OTOOpa)kaeTcs B OKHE JOKyMeHTa. B pabGoumii JUCT MOTyT
BXOJIUTh TaOJMIIbI, IUAarpaMMbl, Makpochl. Bce nucTel pabodeil KHUTK COXPaHSIOTCS B OAHOM (aiiie.
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Kaxxapiii pabouwii JTUCT pa3aesieH Ha CTONOIbI, CTPOKU U STUEHKHU, OTICTICHHBIC PYT OT Apyra pas-
JIENMUTETHHBIMU TUHUAME (cM. puc. 2.1). CtonOubl — 3T0 BepTHKaNbHBIE pa3aensl. [lepBsoiii cronber; —
cronber A (OykBa A m300paxkeHa B €ro 3arojioBke). ['opu3oHTaIbHBIE pa3Aesbl — CTPOKU — IPOHYMe-
poBanbl. Kaxnpiii padounit muct umeet 256 cronbnos (ot 4 o 1V) u 65 536 ctpok. Syeiika — 310 00-
JacTh, 00pa3oBaHHAs MepeceueHrueM CTPOKH U cronbdua. Kaxxaas sueiika mMeeT cOOCTBEHHBIN ajpec,
oTpeneNsieMblii UMEHEM CTOJIOIa ¥ HOMEPOM CTPOKH, K KOTOPHIM OHa MpuHaIeKuT. Hampumep,
s;ueiika B JIEBOM BEpXHEM yIiIy pabouero jucra umeeT aapec A/. Texymiel (akTUBHOIN) Ha3bIBACTCS
siuerika OT, B KOTOpOH B JaHHBIM MOMEHT HaXOAMUTCA Kypcop. AKTHBHas sueiika OKpY>K€Ha paMKOM,
KOTOpasi Ha3bIBACTCSI PAMKOW aKTUBHOM SIMEUKHU. 3ar0J0OBKU CTOJOIA U CTPOKU aKTUBHOM STYEHKU BbI-
JeTSI0TCS 00JIee JKUPHBIM MIPUPTOM U BBITISAAT pebeHO TPUMIOTHATHIME. BBOIUTH JaHHBIE MOX-
HO TOJIBKO B aKTUBHYIO slUEHKY. AJpec TeKyllel SYEeWKH BBIBOAUTCA B 1oJe UMEHHU (cM. puc. 3.1), a
COJIEP’)KUMOE — B CTPOKE BBOJA.

B mporpamme Excel no kpaiineit Mepe ojiHa Tekymias s4yeiika BbelieHa Bceraa. Kpome toro, nme-
€TCs BO3MOKHOCTBH BBIJICJIEHUS] OJIOKa S4YeeK, T. €. TPYIIIbI MOCIEI0BAaTENbHBIX sueeK. Bbiok sueek
MOJKET COCTOSITh U3 OJHOM SYCHKHU, CTPOKH (MK €€ 9acTH), cToNONa (MIIM ero 4YacTH), a TAaKXkKe Mocie-
JIOBATEILHOCTH CTPOK MJIM CTOJIOIOB (MJIM UX YacTel).

OcHoBHBIE 00BEKTHI 00pabOTKM HMH(pOpPMAMKM — SJIEKTPOHHBIC TaONHMIBI — pasmemarorcs TII
Excel 2010 B camocTosITeIbHBIX OKHAX. AKTHBU3UPOBATH JHO0OE M3 HUX MOYKHO, BBIOpPAB €ro Ha ma-
Henu 3az1ad. [IporpamMMsl Aat0T BO3MOYKHOCTb OJIHOBPEMEHHO OTKPBIBATh MHOXECTBO OKOH, OPTaHHU-
3y TEM CaMblM MHOT'OOKOHHBII pexxuM paOoTsl. OKHa, KOTOPbIE Mbl BUJUM Ha IKpaHE, Ha3bIBAtOTCS
TEKYIIUMHU (AKTUBHBIMHU).

UtoOb! BEI3BaTh Ha KpaHe 00JacTH TaOJMIBI, KOTOPBIE HA HEM B HACTOSIIUNA MOMEHT HE 0TOOpa-
JKEHBI, UCIOJb3YIOTCSI BEPTUKAJIbHA W TOPU3OHTAJbHAs MOJIOCHI NPOKPYTKHU. beryHku mosoc mpo-
KPYTKH MOKa3bIBAIOT OTHOCHTENIBHYIO TO3HUIMIO AaKTUBHOW SUYEHKH B TaONHIIE W MO3BOJSIOT OBICTPO
MEPEMEILATHCS 110 HEH.

3aoanue 2.1

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

— 08a2ICObL WENKHYE J1e6oll KHonkot muluu no nuxkmozpamme Microsoft Excel na pabouem
cmone Windows;

— WeNKHY8 1e60l KHONKOU Mbluiu U eblopas 6 merio Ilyck cmpoxy IlycklIIpoepammui/Microsoft
Excel 2010.

2. Buumamenvno paccmompume omkpuléuieecss OKHO NpOSPAMMbL U GblOeIUMe XapaKmephvle 4a-
cmu u300padiceHusi; CmpoKy 3a20108Ka, CMPOKY MEHI0, NAHeIU UHCIMPYMEHMO8, nojle UMEHU, CIMpo-
Ky hopmyn, pabouee none u d1eMeHmbl YRPAaAGLeHUsL.

3. Ilepesedume Kypcop nociedo8amenbHo no 6KAAOKAM, PACNOIONCEHHbIM 8 6EPXHell YACU OK-
Ha npoepammsl. Ha nenme evibepume nob6oii snemenm. I[locmapatimeco 0oeadamuvcs 0 HA3HAYEHUU
9IEMEHMO8 OAHHO20 MEHIO.

4. Bouiioume u3 21a8H020 MEHIO WEeTUKOM MbLULU NO CMPOKe 3a20J108Kd.

5. [lepemecmume Kypcop Ha pabouee none u weiknume npasoi KHonkou mviwu. Iloseumcs Kow-
meKcmHoe Menlo, omoobpadicaioujee Oeucmeusi, KOmopvle MONCHO NPOU3B0OUMb ¢ OAHHbIM 00beK-
mom (8 Hawem cayuae ¢ auetikotl). [Iposedume my dce onepayuio ¢ APIIYKAMU TUCHOE8 U ¢ KHONKA-
mu Hasueayuu. Obpamume 6HUMAHUE HA USMEHEHUs. 8 KOHMEKCIMHOM MEeHIO.

KOHTPOJIBHBIE BOITPOCHI

. Haznauenue u sozmooicnocmu npoepamm Excel 2010.

. Cocmas u naznaueHue ocHO8HbLX djiemenmos pabouezo okna TIT EXcel.

. llonamue paboueti knHueu u paboueco aucma.

. QYHKYUU APIBIYKOSE TUCMOS. .

. Cnocoobvl nepexooa ¢ QOHO20 UCma Ha Opyeoll.

. Haznauenue cmpoku gpopmyn.

. Llone umenu, e2o npednasHavenue.

. Huetixa paboyezo jucma.

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

OO~ UIRWNF-
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2.2. OCHOBHBIE IMPUEMbI PABOTbI
C TABJIMYHBIM ITPOLHECCOPOM EXCEL
2.2.1. Ilepememnienue 1o paboueld KHHUTE

s nepemenienust o paboyeil KHUTe Ha OJIHY SYEHKY BJIEBO, BIIPABO, BBEPX WJIM BHU3 UCHOJB3Y-
I0TCS KJIaBUIIU YIPaBJICHUS KypcopoM. UTOObI epeMecTUThCA Ha OJIMH PKpaH BHU3 WM BBEpX, Cie-
nyet HaxaTh kinaBuiny [Page Down] unu [Page Up] coorBerctBenHo. [Ipu nmepemenieHun K CTOIOIY

A TEeKyIIeH CTPOKHU MIPUMEHSIETCSA KJIa-
BHIIIA [Home], a s nepexoga K sgueiike Al —  coYeTaHue KJIaBUII
[Ctrl — Home].

Jns BeIOOpa siUEHKU HYKHO LIEIKHYTH 110 HEel KHOIMKON MBIIIK (OHA IMPU 3TOM CTAHOBUTCS aKTHB-
Hoi1). J{ns mpocMmoTpa npyrux obnactei pabodero JUCTa UCIIOJIb3YIOTCS MOJIOCHI IPOKPYTKH.

3aoanue 2.2

1. Ilepemecmumecv na 5 sueexk 6uu3 u Ha 3 aueiku enpaso (aueika C5) 08yms cnocobamu. uc-
NOb3Ys KAABUWY YAPAGTIEHUSI KYPCOPOM, WeNUKOM JIe8Ol KHONKOU MbluiU N0 OAHHOU AYeliKe.

2. Haoxemume xknasuwy [Page Down] wiu [Page Up]. Obpamume snumanue na mo, kak usmenum-
¢ adpec CmpoKu 6 nojie UMeHU.

3. Ucnonwv3yiime mbiuub U NOIOCHL NPOKPYMKU 01 Nepemeujerus no paboduemy aucmy.

4. Bozepamumecs k siuetike Al.

2.2.2. Co3nanue, COXpaHCHHE
U OTKPBITHE Pa0OYUX KHUT

Jdns  cozmanus  HOBOM — paboyeil  KHUTM  HEOOXOOUMO  BBIOpaTh  KOMaHIy  MEHIO
Daiinl CozoamwlHosas knuea. Eciu o okoHYaHHK pabOTHI ¢ TAOJUIIAMH HITH TIOCJIC BBITIOJIHECHUS Ya-
CTH PabOThl HY)KHO COXPAaHUTh PE3yJbTaThl, CleAyeT BbIOpaTh koMaHuny @aiin/Coxpanums Kax....
[Ipu sTom oTkpoercs nuanoroBoe okHo CoxpanerHue 0OKyMeHma, KOTOPOE OTOOPAXKAET CONEPKUMOE
NanKH, 33JaHHOW 10 yMOJ4YaHHio. B packpeiBaromemcs cnucke /lanka: MPUBOAUTCS MEPEYEHb JI0-
CTYIHBIX AUCKOB. HeoOXxoauMo BbIOpaTh HYXHBIN JUCK, HAIIPUMEP CETEBOU AUCK «mservery (Z:)\, u
narnky, BBECTH UMs (aiina B mose HMus %aﬁﬂa, PacrojoKeHHOE B HU)KHEN YacTH JUAIOrOBOrO OKHA,
MI0CJIE ATOTO IIEJIKHYThH 110 KHOIIKE .

Ecnu daiin ogHaxxab! yKe ObUI COXpPAaHEH, TO IIETYOK 110 KHOIIKE m coxpansieT Qaiin 6e3
OTKPBITUSL TUAJIOTOBOTO OKHA. MOKHO COXpaHHTH IO/ HOBBIM MMEHEM HJIM B JIPYTOM MECTE paHee
coxpaHs-BIIUICS (aiii ¢ momonsio koMauasl Paiiil Coxpanume Kax....

YroObl 3aKpBITh KHUTY, CIEIyeT BbIOpaTh KoMaHay @aiii/Buixo0 WM WIENKHYTH MO 3Hauky [XI.
Ecnu nipu 5TOM 3aKpBIBaeTCs TOKYMEHT, KOTOPBIN OBUT H3MEHEH C MOMEHTA ITOCIIETHEr0 COXPaHeHHUS,
IPOTPaMMOii OyJIeT PEUI0KEHO COXPAHNUTh BHECEHHBIE H3MEHEHUSI.

Jlnst OTKPBITHSI paOoueil KHUTH HE0O0XOIUMO BhIOpaTh KoMaHny @aiii/Omxpeims. [losBuTCS mua-
jgoroBoe okHO Omkpweimue doxymenma. B cnucke [lanka: 3amaiorcs TpeOyemble IUCK U mnamnka. 13
nepeyHs (aiiyioB BHIOMpAETCsl HYKHBIM WM BBOJIUTCS €ro UMs B nojie Mmsa ¢aiina:. Jlanee HyXHO

3aoanue 2.3

1. Cozoaiime noeyio pabouyro knucy. Habepume ¢ aueiike C5 mexcm: 51 n3ydaro BO3MOKHOCTH
tabmuuHoro npoueccopa Excel 2010. Coxpanume pabouyio knuey noo umenem IIPOBA na cemesom
oucke «mservery (Z:)\.

2. Habepume 6 suetike C7 ceoto pamunuio. Ilosmopno coxpanume oannvie 6 knuce. Obpamume
BHUMAHUE HA MO, YMO NPU NOBMOPHOM COXPAHEHUU HA IKPAHEe He NOABNAEMCS OUAL02080€ OKHO.

3. Coxpanume pabouyio knuey noo umenwem [IPOBA 1 na cemesom oucke «mservery (Z:)\.

4. 3axpoiime OKHO CO30aHH020 OOKYMeEHmMA (HO He camy Npo-2pammy).

5. Omxkpotime ooxymenmol [IPOBA u [IPOBA 1.

2.2.3. PaboTa ¢ mucTaMu IEKTPOHHOW TaOIHIIBI

Paboune TUCThI MOYKHO BBIIEIATH, TPYIITUPOBATh, IEpEMENIaTh, KOMUPOBAaTh, BCTABIATh U yIAIATh.
Jiis BeIenieHust pabovero JKcTa HyKHO IIEIKHYTh 0 €ro sipibluky. J[i1st BeiieeHns Bcex pabouux Jau-
CTOB HIEJIKAIOT MPaBOM KHOMKOM MBIIIN O JI0O00MY SIPJIBIYKY U B OTKPBIBIIEMCSI KOHTEKCTHOM MEHIO
BBIOMPAIOT YHKT Buloenums 6ce aucmol.

Korna BblenneHo HECKOJIbKO paboduX JIMCTOB, OHU TPyNNUpyroTcs. J[aHHbIe, BBEJCHHbIE B OJUH
JIUCT TPYIIIbI, MTONAaJal0T BO BCE OCTaNIbHBIE JIUCTHI. [10 OKOHYaHNK BBOJA, MEpEMEIICHHS WIH KOMH-
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poBaHUs OOIIMX JAaHHBIX HEOOXOAWMO OTMEHUTH I'PYNIUPOBKY JIMCTOB: MIETKHYTH MPABOH KHOIKOM
MBILIH 10 JI0O0MY SIPIBIYKY Pad0Uero JUcTa IPYIIBI U B OTKPHIBIIEMCS] KOHTEKCTHOM MEHIO BHIOpaTh
OyHKT  Pasepynnuposams — aucmsl ~ WIA ~ INEIKHYTh [0 SPJABIYKY  JIIOOOrO  JIMCTa,
HE BXOJSIIETO B FPYIMILY.

KonupoBare 1160 nepemeniaTh OJWH MM HECKOJIBKO PabOYHX JIMCTOB MOXHO Kak BHYTpH pabo-
Yell KHUTH, TaK U MEXIy KHuramu. /st mepemenienus pabodero JiMcTa BHyTpU pabodeil KHUTH Tiepe-
HOCSAT €ro SIPIBIYOK Ha HOBoe MecTo. [Ipu konmupoBaHuu pabodero jucra B rnpenenax paboueil KHUTH
IIpH TIEpEeHOCE YACPKUBAIOT HaxkaTol kiasumny [Ctrl]. Iist mepemenieHus TMCTOB MEXy OTKPBITHIMU
KHUTAMH BBIOUPAIOT B KOHTEKCTHOM MEHIO YHKT [lepemecmumuvl/ Ckonupoeams..., a B OTKPBIBIIEMCSI
JIMAJIOTOBOM OKHE — Ha3BaHUE KHUTH. [|J11 KOMMPOBaHMsI JINCTOB MEXKY KHUT'AaMU KPOME 3TOTrO B J1Ma-
JIOTOBOM OKHE HE0OXOMMO BBIICTHTD NoJie cTpoku Cozdasams Konuio.

UYroObl BCTaBUTHh HOBBIM pabouuii JHCT, cieayeT BbIOpaTh KOMaHAy Bcmaskal/lucm Ha naHenu
AHueitika Bknaaku I 1aenas WM MyHKT Bcmaeums B KOHTEKCTHOM MeHIO. Ui ynaneHus: OJHOTO WMJIU
HECKOJIbKUX BBIJICJCHHBIX JHCTOB MOJB3YIOTCS KOMaHI0W YoanumulYoarumos nucm Ha nanenu Huyeil-
Ka BKJIAJAKW [ nasnas Wiy MyHKTOM Yoanumb B KOHTEKCTHOM MEHIO.

IlepeuMeHOBaTh JIUCT, BXOIAIIUN B KHUT'Y, MOXKHO, IIEIKHYB IIPAaBOM KHOIKOW MBIIIU 10 €ro sp-
JBIYKY ¥ B OTKPBIBIIEMCSI KOHTEKCTHOM MEHIO BBIOpaB MyHKT [lepeumenosams MO0 IBAXKIbI MIETK-
HYB JICBOM KHOIIKOM MBIIIH I10 SIPJIBIYKY JIMCTA.

3aoanue 2.4

1. B ooxymenme IIPOFA 1 co3zdaiime 6 dononneHue K umerowumcs euje 4 pabouux nucma. Pac-
cmasbme ucmul 6 nopsioke ux cozoanus (Jlucm 1 — Jlucm 7), nepemewas ux sHympu paboueii KHu-
2uU.

2. Bvioenume e6ce nucmol u 6 aueiixy C8 egeoume nomep sawseti epynnel. Pazepynnupyiime nucmoi
u ybeoumecs, umo OaHHble 66€0eHbl 80 6Ce NUCHbL KHUSU.

3. Yoanume nocneonue 3 nucma.

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

5. Cronupytime nepsvie 2 nucma ooxymenuma IIPOFA 1 6 doxymenm [IPOBA.

6. Coxpanume doxkymenmul.

2.2.4. BBox W pegaKTUPOBAaHUE JAHHBIX

B pabouwnii ucT MOTyT OBITH BBEIEHBI TP BUAA JaHHBIX: YHCIA, (OPMYIBI U TEKCT, @ TAKXKE M-
OPTHPOBAHBI JaHHbIC ¢ ncnojb3oBanueM texuonoruu OLE (Object Linking and Embedding) — me-
XaHU3Ma CBA3BIBAHUS U BHEAPEHUS 00beKTOB. Uncia npeacTaBisitoT co00i 3HaYeHMsI, KOTOPbIE MOXK-
HO HCITOJIb30BaTh B BBIYUCIECHUAX. DOPMYITBI — 3TO HHCTPYKIIMH K BBIYHACIECHUSIM. TekcT — nHpopma-
s, KOTOpas
HE SBIISIETCS HU YUCIIOM, HU (POPMYITOH.

[Ipexne Bcero cienyer BEIOpAaTh HY)KHYIO SUEHKY, a 3aTeM HadaTh BBOJ JJaHHBIX. BBoIMMBIE CHM-
BOJIBI OTOOpA3sTCS Kak B sUeiiKe, TaKk U B cTpoke (opmys. OTMEHsieT BBOJ HaxaTue kiaBuim [ESC]
Ha kinaBuatype. Haxxatuem [Enter] 3akaHuuBaroT BBOJ] JAaHHBIX.

CymiecTByeT JiBa crocoda u3MeHeHus coAepKuMoro stueiku. [Ipu BeIOOpe siUeiiku U BBOJIE B HEe
HOBOTO COJIepXaHus cTapas MHQOpMaIMs 3aMeHsieTcsl aBToMaruyecku. Ecin jxe 1aHHble 0ObEMHBI,
HO TpeOyIOT HE3HAYUTEIHHOW KOPPEKTHPOBKH, MPEANIOYTUTENIFHEE OTPEJAKTHPOBATH MX B CTPOKE
dopmyin. [To okoHUaHHH TIPABKH CIIEAyeT HaXkaTh KiaaBuiry [Enter].

s ynaneHus coaepKUMOro HeOOXOAMMO BBIOpATh HY)KHYIO SU€HKY WM OJIOK sSYeeK W HaXaTh
knasuiy [Delete] na xnaBuarype.

3adanue 2.5

1. B knuee IIPOBA 1 yoanume cpasy na ecex (!) nucmax (Keapman 1 — Keapman 4) ece damnnvle,
8bI0EIUG UX C UCNONIL30BAHUEM KHONKU Buloenums ace.

2. Bgeoume oanmuvie cpasy Ha ece (!) aucmol. Yumume, umo uacmo 0aHuwvix npu 5mom 6yoem ne-
pekpuvieamvcst Opyeumu. B suetixy Al eéseoume — GSM line; 6 A2 — Kommnanus «GSM liney,; ¢ 43 —
YpoBeHb MPOJIaXK COTOBBIX TeNIe()OHOB 3a TEKyIIHil o1, 6 A4 — OTueT coctaBui:, ¢ D4 — sawy ga-
MUaUIo, UMs, omuecmeo; 8 A5 — oamy cocmasnenus omyema, ¢ A6 — Texyumii Kypc noiapa:, 6
A8 — Ne i/, ¢ B8 — HaumeHnoBanue npejacraBieHHoro obopynosanus, ¢ C8 — Llena, nonn. CHIA; ¢
D8 — Ilena, py0.; 6 E§ — O6bem nponax, ¢ E9 — 1-it kBapran, ¢ HI0 — Utoro, ¢ 110 — Cpennee, B
J10 — % ot cymmsbl; ¢ K10 — BeiBonsl; ¢ B11 — Jluneiika tenedonos Siemens, ¢ B12 — Siemens C35;
6 B13 — Siemens ME45; ¢ Bi14 — Siemens A40, ¢ B15 — Siemens S45, ¢ B16 — Siemens A35; ¢ B17
— HUroro mo mapkam Siemens:,; ¢ B18 — Jluneiika teneponor Nokia, ¢ B19 — Nokia 6250, ¢ B20 —
Nokia 3330, ¢ B21 — Nokia 7110, ¢ B22 — Nokia 3310, ¢ B23 — Nokia 6210, ¢ B24 — Utoro o map-
kaMm Nokia:; ¢ B25 — Beero, 6 C12 —104; ¢ C13 — 310;, 6 C14 — 88, ¢ C15—306;, 6 CI16 — 74; ¢
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C19—-255;6 C20—-145; 6 C21 — 315, 6 C22 - 125; ¢ C23 — 215.

3. B aueiikax E9 na écex cmpanuyax ¢ cmpoke ¢opmyn usmenume Homepa K6Apmaios 8 coom-
8emMCcmeUl ¢ UMeHeM CIMpPaHUYb.

4. Coxpanume ookymenm IIPOBA I noo umenem Peanuszayus 060pyoosanusi.

2.2.5. KonupoBanue, nepemenieHne
U BCTaBKa JIaHHBIX. ABTO3AIOJIHEHHUE

Hanubie B Excel 2010 MoxHO mepeMecTUuTh, CKOIMPOBATh, YAAINTh, BBIPOBHSTH WIH 1epedopMu-
pOBaTh TOJBKO IOCIE WX BblneneHus. llpu mepemenieHnH BblAeICHHAs WHPOpPMAaLUs YOAISETCS C
IIPEKHEr0 MECTA U pacrioiaraeTcsi Ha HoBoM. [Ipy KonMpoBaHUY JaHHBIE OCTAIOTCSI HA CBOEM MECTE, a
Ha HOBOM co3aercs ux komnusi. [Ipu BeIpe3aHny WM KOMUPOBAHUU JaHHBIX OHM 3aHOCATCS B Oydep
oOMeHa — 3ape3epBUPOBAHHBIN OJOK MaMATH KoMmIbioTepa. OH MOXKET COAEPKaTh B KAKIbIH MOMEHT
BPEMEHH TOJIBKO OJIMH OJIOK WH(OPMAIIUH.

UToObI MepeMecTUTh WM KOMMPOBATH IaHHBIE, HY’KHO BBIMIOJHUTH CIEAYIOIINE ICHCTBHS:

1) BBIIETUTD SUCHKY WU OJIOK STYEEK, KOTOPBIE MOJUICKAT MEPEMEICHUIO I KOITMPOBAHHIO;

2) menkHyTh no KHonkdd (Buipeszams) n (Konuposampv) na nanenu bygep obmena BKIaAKu
Tnasnas,

3) BBLICIUTH SYCHKY, B KOTOPYIO BCTABJISACTCS HHPOPMAIIHS;

4) menknyth o kHomi®  (Bcmasume) Ha nanenn Bygep o6mena Bkaanku Inagnas 6o BbI-
OpaTh KOMaHAy KOHTEKCTHOTO MEHIO Bcmasums.

B nporpamme cyiiecTByeT HECKOJIBKO BUAOB YKa3aTessl MbIIIH, MEHSIOIIErocs MpU €ro nepeme-
LIEHUHU 10 paboYeMy JIUCTY.

Korna ykaszarens umeeT BUJ OOJIBIIOTO erﬂ , €0 MOKHO UCIIOJIb30BaTh JUIsl BBIOOpA UJIU BbI-
JICJICHUS STYEEK.

IIpu ycTaHOBKE yKasaTelssl Ha TPAHULIE aKTUBHOM STYEHKH OH IIPUHUMAET BUJ CTPEIIKH . B atom
CJIy4ae €ro MOKHO U b30BAaTh IS IEPEMELLCHUS TUEUKHU.

B npaBoM HMJXKHEM yINy paMKHM aKTMBHOM SYEMKH PAaCIOJIOKEH YEpHBIM KBaJIpaT, HA3bIBAEMBII
MapkepoM 3anoiHeHust . Kak Toibko ykazarenb | IIEPEMECTUTCS Ha 3TOT MapKep, OH IPUMET
BUJ] UEPHOI'O KPECTA, YTO IEMOHCTPUPYET BO3MOXKHOCTh MCIIOJIb30BAaHUS MBIILIU B ONEPALMU aBTO3a-
MIOJIHEHUS] — 3allOJIHEHUS psiJa COCEIHUX SUEEK I0CIIE0BATEIbHOCThIO MM IPOrPEecCUel TaHHBIX,
Oy/lb TO YKCIIA WIH TEKCT.

Jlns mpoBeieHust aBTO3aNOJHEHHUS] HEOOXO0AUMO:

1) BBIIETUTD SYCHKY, KOTOPAsi COACPIKUT HYXKHBIC JTaHHbIC,

2) MOJIBECTH KYpCOp K MapKepy 3alojHCHUS, HaXaTh JICBYIO KHOIKY MBIIINA M, HE OTIYCKas ee,
IPOTAIIUTh MapKep 3aM0THEHUS], BBIIETSAS STUEUKH, B KOTOpbIe OyyT CKOIMPOBAHBI IaHHBIE;

3) OTIYCTUTH KHOIKY MBIIIH — BBIJICIICHHBIC STUCHKH 3aIOTHSTCS.

3aoanue 2.6

1. Ilepemecmume 610k aueex A4:D6 6 aueiiky A26 na aucme Keapman 1, ucnonwv3ys xomanowi
naneau bBygep oomena, na nucme Keapman 2 — knonku nanenu uncmpymenmos, na aucmax Keap-
man 3 u Keapman 4 ¢ nomowpio mviuiu.

2. Bgeoume apughpmemuueckyro npoepeccuio uucen 6 avetiku AI12:A16 ¢ nomowwio ¢pynxyuu Ae-
mo3anoniHeHue cpasy Ha écex aucmax. /s smozo 6 auetiky A12 eseoume 1, ¢ A13 — 2. Bvidenume
MU AYEUKU NPU NOMOWU MbIULU U NPOBeOUme A8Mo3anoiHeHue.

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

4. Ha xasicoom nucme c¢ nomowwto @yukyuu Aemozanonnenue 6 aveuxu E10:GI10 esedume
HA36AHUS MeCsyes cOoOmeemcmeayowezo keapmaia 2o0a (Hanpumep, na aucm Keapman 1 — aneape,
pespanv, mapm). [[na smoeo 6 auetike E10 nabepume SIHBapb u nposedume asmosanoineHue.

2.2.6. BcraBka u ynaneHue syeek,
CTPOK M CTOJOIIOB

Jlinst BcTaBKH Mexay cToiOuamMu A U B JOMONHUTENHHOTO CTOJIOIA CHAayana ClelyeT BBIACITUTh
cTonberr B, 3aTeM IIETKHYTh MPaBO KHOMKOW MBIIIN U B OTKPBHIBIIEMCS KOHTEKCTHOM MEHIO BHIOPATh
nyHKT /Jobasums siuetiku. MOXHO Takke BBIIOJHUTH KoMaHny Bemaesxkal Cmonbywt. J{nst BCTaBKu 01
HOBPEMEHHO HECKOJIbKMX CTOJIOI[OB MPEABAPUTEIHLHO BBIACISETCS HEOOXOIUMOE YHCIO CTOJIOIOB.
Hampumep, MOKHO BCTaBUTH TpH CcTONOIA TTOcTe BbieneHus cToiouoB B, C u D. Takum xe oOpazom
BCTaBIIIOTCSL U CTPOKH.

59



VY naneHue CTpOK U CTOJIOIOB IMOXO0KE HA BCTaBKY. HauaTh HYXHO C BBIJICIIEHUS CTPOK (CTONOLIOB).
UToObl OJTHOBPEMEHHO YAAIUTh KaK COAEPKUMOE, TaK U caMy CTPOKY (cTos0elr), BEIOMpaeTcsi KOMaH-
na Aueiikal Yoanume wiu ctpoka Yoaiums B KOHTEKCTHOM MEHIO.

WNHorna Heo0X0AMMO BCTaBJIATh WM YAAIATH sIUEHKU B 4acTU paboyero JucTta 0e3 BCTaBKU WU
yJAJIEHUs IETBIX CTPOK WIIM CTOJIOIOB. {7151 3TOTO BBIAENSAETCS AUANa30H, I71€ JOJDKHBI ObITh BCTaB-
JICHbl HOBBIE SYCHKH, 3aTE€M CIIEAYeT MIEJKHYTh MPABOW KHOMKOW MBI M B OTKPBIBUIEMCS KOH-
TEKCTHOM MEHIO BbIOpaTh MYHKT /Jo6asums syelku.... Jlanee HyKHO BBECTH JOMOJHUTEIbHYIO WH-
(GopmManuo 0 TOM, KaK MepeMECTUTh COCEIHUE STYCHKU B TUATIOTOBOE OKHO /Jobasnenue (Yoanenue)
Ayeex.

3aoanue 2.7

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

2. Bcmasvbme cmpoky medicoy cmpokamu 21 u 22. Ilepemecmume suetixy ¢ mexkcmom « Texywutl
Kypc donnapay 6 siuetiky A22.

3. Ha 6cex nucmax, 000a8/ss cCmpoKu U UCnoib3ysi KOMAHObl 8blpe3aHus, 6CMABKU U nepemeuje-
HUsL MbIUUbIO, PACNONIONCUME OAHHble NO JTUHEeUKaM mene@oHos 8 nopsaoke yeeaudeHus ux cmoumo-
cmu. He 3abvi8atime npo 603M0dcHOCHb OmMmeHnbl 0eticmeuil npu ux HegepHOM 8bINOJIHEHUU ¢ NOMO-
b0 KHONOK .

4. 3ano60 nponymepyiime cl¥_~_ Ca_~fyypr.

KOHTPOJIBHBIE BOITPOCHI

1. Cnocogvl nepemewenus no paboueti knuze.

2. Cnocobwl cozoanus, coxpanenus, omxkpvimus u 3akpvimusi 0okymenmos ¢ Excel. Coxpanenue
Gauna noo HOBbIM UMEHEM.
. Paboma ¢ nucmamu IT. Bvioenenue, epynnuposka, Konuposauue, nepemeujerue u yoaierue pa-
Oouux 1ucmos.
. [locneoosamenvrocms 6600a danuwix. MameneHue OaHHbIX.
5. Llousimue 6ygepa oomena. llociedosamenbHocms nepemenerus uiu KONUpPOSanusi OAHHbIX.
9. Buow yxazameins mviwiu, paboma c Humu.
8.

S W

Llonamue u nocnedosamenbHOCmb NPOBEOEHUS ABMO3ANOIHEHUS.
Bcmaska u yoanenue saueex, cmpok u cmondoyos.

JIABOPATOPHAS PABOTA Ne/

2.3. ®OPMAT BAHUE JAHHBIX
2.3.1. OO6beaMHEHUE YEeEeK U IMEPEHOC TeKCTa

BBoanMele B paboumii TUCT TaHHBIE HE BCETJa SIBISIOTCSA JOCTATOYHO MPe3eHTa0eIbHbBIMU, TI0ITO-
My UX cieayeT oTgopmarupoBaTh. Bes MHpOpManus o BO3MOXKHOM M3MEHEHUM (popMaTa JaHHBIX
IIPEJICTaBJIEHa B TUAJIOTOBOM OKHE Popmam sueek, KOTOPOE MOXKHO BBbI3BaTh OJHHUM HX JABYX CIOCO-
00B:

1) BeIOpaB KoMaHay MeHtO PopmamlAuetiku...;

2) HICNKHYB TI0 BBIICICHHOM sIUeHKe MM TPYIIIE sSUeeK MPaBOil KHOMKOW MBIIIH U B OTKPBIBILIEMCS
KOHTEKCTHOM MEHIO BBIOpaB IyHKT Popmam aueex.

JuanoroBoe okHO Popmam aueex CONEPKUT psAl BKIanok (Yucno, Buipasuusanue, [Lpugm, I pa-
Huya, Buo, 3awuma), oTBeyaromuX 3a T€ UM UHbIE BUABI (popmaTrpoBanus. OTKpbIBas BKIAAKY 3a
BKJIAJIKOM, MOKHO YCTaHOBUTH JUUISl BBIJCJICHHBIX sU€€K HYXKHbIe mapameTpbl. [lo okoHuaHum ycra-
HOBKHU NPOU3BOJUTCS LIEITYOK IO KHOIIKE , 1 BCe mapameTpbl (opMaTHUPOBAHUS BCTYIAT B JeH-
CTBHE.

[Tpu pabote ¢ Tabmuuel BHayase BaXXHO chopMUpOBaThH ee 3arojoBoK. [ljis 3TOro HEOOXOAUMO
NPaBUWIBHO MPOBECTHU ONEpaly OObEeJUHEHHUs sUeeK U MepeHoca TeKcTa B HUX. [ oObeauHeHus
BBIJIETISIIOTCS AYEHKU ¢ JaHHBIMU U HECKOJIBKO SIYE€EK PSAJOM C HEW, IPOU3BOAUTCS LIEITUOK IO KHOIIKE

(O6veounums u nomecmums 6 yenmpe) Ha NaHeNu Bwipasnusanue BKIaaku [ 1asnas 1udo ycra-
HaBiuBaeTcs (GraxEd odvedunenue sayeex BO BKIaAKe Buipasnusanue TUANOTOBOTO OKHa Popmam
Aueex.

dnaxok nepenocums no c106am Ha TOH BKIaJKe 00€CIEUNBAET NEPEHOC COAEPKUMOrO B HOBYIO
CTPOKY BHYTPH SIUEHKH, ECJIM JOCTUTHYTA €€ IPaHULIA.

3aoanue 2.8

1. Ha nucme Kseapman 1 obveounume sueiiku Al:Bl, A2:B2, A3:K3, CI1:H2, A4:46, B4:B6,
C4:C6, D4:D6, E4:K4, E5:K5.
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2. Bvioenume mwiuvio 3a201060k mabauysl — aveiku A4:K6 —u ycmanosume 6 nux nepenoc mex-
cma.

2.3.2. PerynmupoBanue IMHUPHUHBI CTOJOIIOB
H BBICOTBI CTPOK

[To ymomnuanuto B cronbiax mporpammbl Excel 2010 otoOpakaercst BoceMb 3HakoB. Eciiu 1aHHbBIC
B CTOJIOIE cozep)kaT OOJbIIe MM MEHBIE CHMBOJIOB, CIEAYET OTPErYIHpOBATh IIUPUHY CTOJIOIA,
9TOOBI OHA aJIeKBaTHO oToOpakana wHpopmanuio. [IlupuHy cTonbiia MOKHO OTPETyIUPOBATH BPYU-
HYIO HJIM UCIIOJIb30BaTh KoMaHy @opmaml Cmondeyl Aesmonoobop wiupunoi.

Jns perynupoBaHus IMIUPUHBI CTOJIOA BPYUYHYIO CHayajia ClIeAyeT MOJABECTH yKa3aTeslb MBIIIU K
MpaBoil rpaHMIIe 3aroJioBKa CTOJIONA. YKa3zaTrelb U3MEHUT BUJ Ha JBYHAIPaBICHHYIO cTpesky. Heoo-
XOJIMMO HaXKaTh JICBYIO KHOIKY MBIIIM U MPOTANIUTH Kpail 3arojioBKa CTOJOINA JO YCTaHOBICHUS
HY)KHOU HIMPHUHBI, a 3aTEM OTIYCTUTh KHOMNKY. Eciy ABa)Abl HICIKHYTHh 1O TPAHUIIE 3aroJioBKa
cronbiia, nmporpamma Excel aBromMaTHuecku yCTaHOBUT €ro MIMPUHY Tak, 4TOOBI camasl UIMHHAs 3a-
IIUCh B STYEHKE CTOJIOA TOMEIIATIACh IOJTHOCTHIO.

MO’KHO BBIICITUTH HECKOJIBKO CTOJIOIOB U OTPETYJIMPOBATh X IIUPUHY OJHOBpeMeHHO. [leperac-
KMBAaHUEM TPAaHMIIBI 3arojIOBKa JIFOOOT0 BBIIEIEHHOTO CTONOIA 33Jal0T OJMHAKOBYIO IIUPUHY BCEX
CTONOMOB. JIBOMHBIM MIETYKOM I10 TPaHUIIE JTFOOOTO U3 BBIJCIIEHHBIX CTOJOIIOB YCTAHABIMBACTCS IITH-
pYHA KaXKJI0TO CTOJIONA MHIUBUIYAJILHO IO IIUPUHE CAMOM JJIMHHOW 3aIHCH.

BricoTy CTpOKHU pEryaupyroT TaK k€, KaKk U HIUPHUHY CTOJIONA.

3aoanue 2.9

1. Ha nucme Keapman 1 ycmanosume epyunyro wupuny cmoadoya A, pasuyro 2,00 (3nauenue
omobpasicaemcs Ha IKpane cnpasa om Kypcopa,).

2. Ompeeynupyume cmonoywr C, D, E, F, G, H oonospemenro, 3a0as um 3navenue wupunsl, pas-
noe 7,71.

2.3.3. BrlpaBHUBaHUE
U OpHCHTAlUsl TEKCTa

I[To ymomuanuro B Excel Tekct BrlpaBHHBAETCs 10 JICBOMY Kpato, a 4Kcia — 1o npaBomy. Krormka-
MU [aHEeJId WHCTPYMEHTOB MEHSIOT 3TU yc BBIPaBHMBAsL TEKCT M YUCIA 10 JIEBOMY
Kparo, 10 LEHTPY WK IO IPaBOMY Kparo.

B Excel 2010 mpeaycMOTpeHO Takke BhIpaBHUBAHUE IO BEPTHKAIN, KOTOPOE MOXKHO BBIOpAaTh Ha
naHenu Beipasnusanue BKIaaku [ 1aénas. 110 yMOI4aHUIO BEPTUKAIBHOE BEIPABHUBAHHE IPOUCXOJIUT
10 HWJKHEMY Kparo. BelpaBHUBaHME 110 HEHTPY U 110 BEPXHEMY KPAO UCIIOJIB3YIOT JUIsl PACIOIOXKEHUS
COJIEPKMMOTO OJIMKE K BEpXHEMY Kparo WIM B LIEHTpe siueiiku. BolpaBHUBaHME MO BBICOTE YBEJINYH-
BaeT MEKYCTPOUHOE PACCTOSHUE /10 3allOJIHEHUS STUEHKH.

M3MeHeHNne OpUeHTallu| TeKCTa TaKkKe BbIOMpaeTcsl Ha BKIIAAKe BuipasHueanue TMaloroBoro okHa
Dopmam syeex. UTOOBI PaCHOIOKHUTH TEKCT MO BEPTHKAIN, HY)KHO MIEIKHYTh IO MO0 C BEPTUKAIb-
HO PacIioJIOKEHHBIM CJIOBOM excm. J{71s1 BBIOJTHEHUS TOBOPOTA TEKCTA JIMOO0 NCHOIB3YETCs] CUETUUK
JUIs yCTAaHOBKM BEJTMYMHBI IOBOPOTA B Tpajlycax, IM00 MepeTacKuBaeTcs ClIOBO-UHANKaTop Haonuce.

3aoanue 2.10

1. Ha nucme Keapman 1 ycmanosume 8vipasHusanue no epmuxaiu 0auusix 6 suetikax A4:K6 no
yeumpy.

2. Yemanosume 8vipasnueéanue no 20pu3oumanu Oanuvix 6 siuetikax A4:Ko, B7, Bl4, A8:A19,
C8:K21 no yeumpy.

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

2.3.4. Uzmenenue mpudroBoro opopmieHus

Bce mpudrsl, ucrons3yemsie Excel 2010, HaxoasTes Mo ynpaBlieHHEM ONEpPallMOHHON CHCTEMBI
W SIBJISIIOTCS CTaHAapTHBIME Ut Beex npunoxkenuit Microsoft Office. {nst odpopmnenns DT B ocHOB-
HOM MPHUMEHSIOTCS clienyromnue Tumbl mpudros: Calibri (mo ymomdanuto), Arial u Times New Ro-
man. J{ns n3meHeHus: ohopMIleHHS HY)XHO BBIACIHTH SYEHKY C JaHHBIMU M BBIOpATh TUN IIpuQTa,
ero pasmep u Hadepranue ([lomyxupnsiid, Kypcus, [lomuepkuBanue) Ha nanenu [llpugm BKIaAKH
Inasnas. Ecnn He0OX0MMO HAa3HAYUTh MApaMETPhl, HE JOCTYIHBIE C IAHENN, BRIOMPAIOTCS KOMaH/IbI
BKJIaKu [[Ipughbm nuanoroBoro okHa @opmam sueex.
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3aoanue 2.11

1. Ha rucme Keapman 1 uzmenume wpugmosoe oghopmieHue madbauysbl 8 COOMEemcmeuu ¢ OaH-
HbIMU, NPeOCMAasieHHbIMU HA 0bpa3ye. Hazeanue mabauybl 6b1NOIHEHO € UCNONb308AHUEM WPUDMA
Arial Cyr pasiuunoeo pasmepa u nauepmanus, 3a20106KuU MAOIUYbL U MEKCMOBblEe OAHHbLE 8 Hell —

V. M Al VY

Times New Romp=+= B T ] E F a T i ] 3

GSM line

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

wiB W e

< Mﬁ‘*‘*‘,@‘*'::d“ !{:‘JT Yena, 1-ii keay
2 w!". #&:@?‘ 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'panunsr u 1Ber

Briienenne rpaHuI] U UCIONIb30BaHUE [[BETA YAyUIIaeT BUJ MPEICTaBICHHON Ha pabo4MX JIHCTaX
uHpopmanuu. ['paHuna — 3To TUHMA, OKPYXKAIOIIAs SUCHKY WM auana3oH. L[BeT 3anuBKU MpUMeHs-
I0T JUIsl BbIENeHUs: (oHa dacTu pabouero mucra. l[Berom mpudra opopmisior Texct. KHomkm
(I panuyer),  (Lleem 3anuexu) u (L{eem wpuquacnonarafoTcsI Ha maHenu [lpugm BkIagku
Tasnas. Psgom = Honkamn H{2 “fres crpenky, md2 koM Mo KOTOPHIM PACKPBIBAIOTCS COOTBET-
CTBYIOIIHME MAIUTPHI.

Jnis mpuMeHeHHs IBeTa 3ajMBKM WM mpudTa cleayeT BBIICIUTh (hopMaTHpyeMble SUYCHKH,
HIEJTKHYTh 0 CTPENKE PSAIAOM C COOTBETCTBYIOIIEH KHOIMKON M BbIOpaTh M3 NAJIUTPBI HYKHBIM 1IBET.
Jlsist yCTaHOBKY TPAHUIIBL BBIZICTISIIOTCS (hopMaTHpyeMble STYSHKH, TIPOU3BOJUTCS IIETYOK MO CTPEIKE
PSAIOM C KHOTIKOM @H@J Y BBIOMPAETCS U3 NATUTPHI HY)KHBINA THIT TPAHHIIBL.

3aoanue 2.12

1. Ha nucme Keapman 1 usmenume epanuybl aueex 6 COOMEEMCMEUU ¢ OAHHbIMU, NPEOCmABIeH-
HbIMU Ha obpasye 3a0anus 2.12.
2. Kpacouno oghopmume nazsanue madbauysl, UsMeHss yeem 3aiueKu sueex u yeem wpugmos.

2.3.6. KonmpoBanue cymectByromero ¢gopmara

[Tocne Toro kak TabiauIa MM YacTh €e OT(GPOpMaTHPOBaHA, HET HYK/BI BOCCO3/1aBaTh 3TOT (hopMaT
JUIsL IPYroW TaOJHIIbI, K KOTOPO# MpemnoiaracTcsi MpUMEHUTh TOT ke camblii popmar. Excel mo3so-
JsieT mepeHecTu (popmaT OHOTO OJI0OKA SYEEK Ha JAPYTrOM C MOMOMIBI0 KHOTIKH (Dopmam no 06-

pasuyy).

61,1 3amath popmat mo oopasiry, HaJO BHIMIOIHUTE CISAYIONINE ICHCTBHUS:

1) BbIIENUTH sTUEHKY WM OJIOK siueek, (hopMaT KOTOPBIX HEOOXOAMMO CKOIMUPOBATh, U IIEIKHYTh
MBIIIBIO [0 KHOTIKE  (YKa3aTellb MBIIIK U3MEHUT (HopMy);

2) BBIICIUTh HOBBIM yKa3aTelieM sSYeHKY MM OJIOK S4YEeeK, K KOTOPhIM HYXKHO MPUMECHUTH JTaHHbBIH
dopmar.

3aoanue 2.13

Ckonupyiime ¢hopmam onoxa siueex Al:K24 nucma Keapman 1 na ananocuunslii 610K aueex u-
cmos Keapman 2 — Keapman 4.

2.3.7. BcraBka puCyHKa
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Buemmnuit Bug OT (TaONMUYHBIX OTYETOB) MOXKHO 3HAUYUTENIFHO YIYYLIUTh, JOOABUB B HETO PUCYH-
KW WJIU JIOTOTUIIBL. JIJI1 BCTABKM PUCYHKA CIIEAYET BBIACIUTH SYEHKY B MECTE MPEAIOIaracMoro €ro
pacrojoXeHus: ¥ BeIOpaTh KOMaHAy MeHio Bcmaskal Pucynox. Eciu HYKHO BCTaBUTh KapTHHKY U3
KOJIJIGKIIMM PUCYHKOB, TO BblOMpaercst myHKT Kapmunku. Ecin Heo0X0aUM pUCYHOK, XpaHSIIUIiCS B
IPOM3BOJILHO 33/IaHHOW TarkKe, BBIOMpaeTcs MYHKT /3 ¢pauina. B OTKPBIBIIEMCS THAIIOTOBOM OKHE
oOHapy>KUBaeTcs KapTUHKA WK (ailil, copepkanii Hy>KHbIH PUCYHOK, U TIPOU3BOJUTCS ILEITYOK IO
KHOIIKE

3aoanue 2.14

Bcmasvme pucynku 60 6ce nucmvi madbauyvi (0151 9moeo vibepume KOMAHOy meHo Bcmas-
kal Pucynoxl Kapmunku...).

KOHTPOJIBHBIE BOITPOCDI

1. Ilonamue ghopmamuposanus dannvix. fuanoeoeoe okno opmam aueex.

2. QbveduneHue saueex u YCMmaHo8Ka 8 HUX NepeHoca mexkcma.

3. Cnocobwi pecyruposarius WiUpUuHsl CMo0Y08 U 8bICOMbI CPOK.

4. Bvipasnuéanite 1 nosopom mexcmd.

5. Cnocodul uzmenerus wpugpmosoco opopmienus.

6. Cnocoobul 3a0anus epanuy, yeema 3aiueKu U wpu@pma.

1. Konuposanue cywecmsyrowezo gpopmama. I[lopsiook 3adanus ghopmama no obpasyy.
8. Cnocobvl 6cmasku pucynkos 6 pabouutl aucm.

2.4. PABOTA C YMCJIOBBIMU JAHHBIMU

2.4.1. CocraBnenue u BBOA Gopmys

Bce Bbrunciienust B Excel 2010 BBIMOMHSIOTCS ¢ MOMOIIBI0 popmyit. DopMysibl COCTABIISIOT OCHO-
BY IIPOrpaMMBbI U JIeNaroT ee HacTosmied DT. B kauecTBe 3HAKOB MAaTEMAaTUYECKUX M JIOTHUECKUX OTIe-
painuii UCIOJIB3YIOTCS CTaHIAPTHBIC CUMBOIIBI ONepaluii (CI0KeHUe +, BEIYUTAHUE —, YMHOXCHHUE *,
JielieHUE /, BO3BEJCHHUE B CTEICHb ", 3aKJIFOYCHHE B CKOOKH ( ), paBHO =, HE paBHO < >, OOJIBIIE >,
MeHbIIIe <).

Cy1ecTByeT HECKOJIBKO 3P PEeKTUBHBIX CLIOCOOOB CO3AaHUS (POPMYII.

OpauH U3 HUX — METOJT «HaBEIH U IIENKHUY. ETo HCronbp30BaHe 3aKII0YaeTCs B CIEIYIOIIEM:

1) BeIOMpaeTcs suciika, B KOTOPO# Ha/l0 0TOOPa3UTh PE3YIIbTAT;

2) BBOJUTCS 3HAK =,

3) MPOU3BOIUTCS MIETUYOK HA TIEPBOM siUCiKe, KOTOPYIO HEOOXOIUMO BKIIIOYHTH B (hopMyIty;

4) BBOAMTCSI 3HAK OIEPAIIHH;

5) MpoOM3BOIUTCS IIETIOK HA CIEAYIOMICH stueiike GopmyIbr,

6) moBTOpstOTCS mark 4 u 5, noka Best hopMyia He Oy/IeT BBE/ICHA,;

7) 3aBepiaercs BBOJ (HopMyJIbl HakaTueM kiaBumm [Enter].

Hpyroit MeTon — BBOA (GOPMYIIBI C IOMOIIBIO aIPECOB HYXKHBIX sIU€EK C KJIaBUATYphI, OJJHAKO MPH
3TOM CIIOCO0€ JI0MyCKAeTCsl HanOoJIbIlee KOJMYECTBO OUIMOOK U HETOUHOCTEH.

3aoanue 2.15

1. B aueuixy D22 na scex aucmax (¢ ucnonvzosanuem cpynnuposKku JUCmos) geoume 3HadeHue
mexkywe2o Kkypca oonnapa (nanpumep, 36,8).

2. B siuetikax D8:D12 na secex nucmax noowepedno paccuumaime CmMouMocms meie@oros nu-
Hetiku SIemens 6 pyosix.

2.4.2. OtHOcUTENIbHBIE U a0COJIFOTHBIE
CCBUJIKM Ha SYEUKU

Korma dhopmyra 3amosHseTcst Wik KOMUPYETCsl U3 OJHOM sueiiku B Apyryro, Excel usmenser xax-
JIyI0 CCBUIKY Ha sIY€WKY B COOTBETCTBUHU C HOBBIM ajpecoM ¢dopmyibl. HOTIa Takoe M3MEHEHHE He
HY)kHO. B Takom ciydae MOXXHO TmpsMo ykazaTh EXCel, 4to cchuika Ha  sUeiliKy
HE JI0JDKHA MEHSThCS, c/ieflaB ee a0coytoTHON. B a0CcoMOTHOM cChUIKe KaXKIOMY 3JIEMEHTY Ipejlie-
cTByeT 3HaK gosutapa: $E$11. 3uak momnapa «3anupaer» sueiiky, u Excel ne Mmoxer ee u3MeHHTD, ec-
JH 3amojHseT (GopMyIly WM KOIHMPYET €€ B ApPYyryro sueiiky. 3Hak $ mepen Oyksoii E cooOrmaer
Excel, uto Henb3s MeHsITH cTONOEI, a 3HaK $ mepen uncaom 11 — 9T0 HEB3st MEHATH CTPOKY.
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AOCOIIOTHBIC CCHUIKU B MCXOTHOM (GopMylie MOXKHO CO3/1aBaTh, BBOS C KIABHATYPHI 3HAKH $ 11e-
pel COOTBETCTBYIOIIUMHU aJPEcamMu CTPOK M CTOJIOIOB.

3aoanue 2.16

1. Ouesuono, umo 6600 Gdopmyn, Komopbwiii ocyuecmensemcs 8
n. 2 3adanus 2.15, npu Hanuuuu O0abWO020 YUCAA BbIYUCIEHUl Hedgekmusen. B maxom crnyuae
HeobXo0UMO NpuUMeHams onepayuio Konuposauus. He ommenss epynnuposku nucmos, 6 suetike D15
npeovloyuum cnocobom paccuumatime cmoumocmo menegona Nokia e pyousx. Cxonupyiime co-
oepoicumoe suetiku D15 6 auevixu D16:D19, ucnonvzys mapkep 3anonnenus. Ilonyuennvie snavenus
HegepHbl, NOIMOMY OmMeHume oelicmsaue.

2. Bvioenume siuetiky D15 u 6 cmpoke popmyn ucnpasbme ccolaky na aueuxy D22, noocmasus
3nax $ nepeo uucnosvim snauvenuem (D$22). Hcenpasnenue noomseepoume nasxcamuem knasuwiu [En-
ter]. Cxonupyiime cooepoicumoe suetiku D15 6 suetiku D16:D19.

2.4.3. ABTOMaTH4eCKOE CYMMHPOBAHHUE
CTPOK M CTOJIOIIOB

B mporpamme Excel 2010 umeercst MeTox CyMMHPOBaHHUS CTPOKH HIIM CTOJIOIA C TIOMOIIBIO KHOII-
ku  (Aémocymma) Ha nanenu PEhxkmuposanue Bknanku I naguas.

Jlns mpoBeneHusl onepalnud aBTOCYMMHUPOBAHUSI HYXKHO BBIICIUTH SUEHKHU, COAEprKalllue 4ucia,
KOTOpBIE€ HA/IO CIOKUTh, U MYCTYIO CTPOKY U (MIIK) cTONOEI] JUIsl pa3MelIeHus pe3yibTaTa CyMMHUpPO-
BaHUs, U LIEIKHYTh MO KHOIIKE A8mocymma.

3a0anue 2.17

1. Beeoume uucnosvie dannvle na pabouue aucmol DT 6 coomsememauy ¢ madiuyetl.

2| 2/ gl gl 3

2 |2 |2 |2 23| @ S| Q| S

oo CoUouUDOg M| M| ©| ©| ~

Mecan EVMENEMEAELL | ©| ©| ©| ©
cdodalaovoy | ¥| 2| ¥| =

»n (O | | |® ol ol ol ©o| ©

2| 2| 2| 2| 2

SuBapp 6 |3 |7 | 7|92 ]4]1|9]|0
Qeppasrb | 6 | 2 | 7 |2 |9 |7 |4 |3 |42
Maprt 10/ 8 1 3121034603
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
Centstbpyl 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 |55 ]6
Hekabpp | 7 | 2 | 7 | 7] 0] 5|6 |3 ]1]1

2. O0HOBpeMeHHO Ha 8cex IUCmax noocuumatime nocmpoxosvie 3nauenus Mmoeo 01s 6écex ma-
pok menepornos Siemens. /lus smozo evidenume onox aueex E8:HI12 u nasxcmume knonky . Huetiku
HS8:H12 3anonuamcs pe3yismamamu 8b14ucietutl.

3. [loocuumaiime konruuecmeo npooanuvix meneghonos SIEMENS no mecsyam, Ois 4e2o Gbloenune
onoxk siueex E8:G13 u nasicmume knonky — (Aemocymma,.

I 4. I[Toocuumaiime obwee Koruuecmeo npooaHuvlx meiegonos SIEMENS 3a keapmar, OJisl 4e20 6bl-
0elZlne Grox sud=l H8:H13 u nascmume knonky

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

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

7. B swuetikax E21:H21 paccuumaiime obwuii 06vem npooadc no Mecayam Kaxk CymMmy umoco8ulx
3Hauenuil 0 meneghornos Siemens u Nokia.

2.4.4. Vcnonp3oBanue GyHKUUN
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TIT Excel 2010 comepxut (pyHKIUHU, KOTOpbIE MPUMEHSIOT IJISl CTaTHCTHYECKHX, (PUHAHCOBBIX,
MaTeMaTHYECKUX, WHXEHEPHBIX U APYTUX pacueToB. OyHKIMS — 3TO MporpaMma, KOTopasi BBIYHCISET
crienuanbHble BennuuHbl. Kaxkaas gyHKuIus nMeeT COOCTBEHHBIH CHHTAKCHC, KOTOPOMY HEOOXO0IUMO
CJIeZIOBaTh, YTOOBI MporpaMma padoTana KoppekTHO. DYHKIMH ABISIOTCS (popMylaMu, TO3TOMY Bce
OHU HAYMHAIOTCS co 3Haka =. [locie 3TOro 3HaKa pacronaraercst UMsa (QYHKIUH, a 3aT€M OAMH WIH
HECKOJIbKO apryMEHTOB, 3aKJIIOYEHHBIX B CKOOKH.

[Tepen BBOAOM (YHKIMH CIEAYET YOSTUTHCA, UTO siUCiKa JJIs €€ pa3MEILeHHs SIBIISICTCSI aKTUBHOM,
HIEJIKHYTh 110 KHOIIKE B cTpoke (hopMyn — OTKpoeTcsl nmaHenb ¢opmyn. B neBoil yactu nmanenu
PacIoyIoKeH PacKpPHIBAIOIIUICS CIMCOK HAa3BaHWH (DYHKIIMA. .., IPUYEM BUJHA TOCIETHSS UCTIOIB30-
BaHHas QyHKIUs. [1lenKHYB IO pacKphIBa-IOMIEMYCsl CIIUCKY, MOXHO OTKPBITH IIEPEYCHb HEAABHO UC-
nosb3oBaBInuxcs GyHkuuil. Eciau HyxHas QyHKUIUS MPUCYTCTBYET B CIKCKE, €€ BBLIEIAOT, u EXcel
nepemMenaeT 3Ty (GyHKIHIO B CTPOKY GOpMyIN U Ha naHenb ¢popmyn. Ha manenu ¢hopmyn nossuseTcs
onvcaHue GyHKIUU U OJHO WJIM HECKOJIBKO TEKCTOBBIX IOJIEH AJIsl apryMEHTOB, KOTOpbIE HE00X01u-
MO 3allOJIHUTb.

Ecnu uckomas ¢yHKIMsS HE TpEACTaBIeHA B CHHCKe (OpMyN, HYXKHO BBIOpaTh BHHU3Y CIIMCKA
NYHKT /[pyeue ¢)yHxkyuu... — OTKPOETCS AUATIOroBoe OKHO Macmep ¢ynxyuiu. Crneayer BIOpaTh B Jie-
BOM CIIMCKE HYKHYIO KaT€TOPHIO, a B IPaBOM — (PYHKIHUIO, HIETKHYTh MO0 KHOIIKE , 4TOOBI Bep-
HyThCs K maHenu (opmyn. Ha manenu gopmyn cienyer BBIACTUTH TeKcToBoe mone Yucno 1. Jlanee
LIEJIKAIOT 110 CBOPAaYMBAIOLIEH KHOIKE JMAJIOrOBOIO OKHa , 3aTE€M BBIICIIAIOT SYEHKHU, KOTOpbIE
HYXXHO BKJIIOUUTb B apTyMEHT, HIEIKAIOT 110 Pa3BOPAYMBa-IOLIEH KHOIIKE /I BO3BpATa Ha MaHENb
dopmyi. [l okOHUaHUS BBOJA HaIIOJIKHyTI) 110 KHOIIKE &

Huanorosoe okHO Macmep hyHKyuii MOXHO BBI3BaTh C TIOMOIIBIO KOMaHbI /[pyeue ¢ynkyuu rma-
nemu BubauonBka ¢yuxyuti Bkaanaku Popmyivl WIM KHOIKHU (Bcmaeka ¢hynrkyuu), pacrioyioKeH-
HOU CJIeBa OT CTPOKH | F=[pmy1.

3aoanue 2.18

1. B aueiiky D24 na ecex nucmax ésedume mexywyro oamy ¢ nomowvio pyuxyuu CEI'O/[HA. /[na
9Mo20 Gbloenume AYEUKy U 6vi308ume Ouano2o6oe okHo Macmep @yHKkyui 0OHUM U3 BbIULEYKA3AH-
HbIX Ccnocobos. Bwibepume 6 neeom cnucke Kamezopuio /lama u 6pems, 8 npagom — QYHKYuio
CEI'O/IHA. Tloomeepoume 6v160p nadcamuem KHONKU .

2. B aueuiky |8 na ecex nucmax egedume ghopmyny ona pacuema cpeoHemecsiuHo2o obvema npo-
oaxc =(E8+F8+G8)/3. B auetikax 19:113, 115:121 nposeoume nodobmsiii pacuem ¢ ucnonb3o8aHuem
@yuxkyuu CP3HAY. J{na smoeo evidenume sueixy 19, evibepume danmyro ¢ynxyuro 6 xameeopuu
Cmamucmuueckue u noomeepoume 6v1oop. B none Yucno 1 eseoume E9:G9, nasxcmume . Cko-
nupyime @QyHKYuio 8 opyaue syelxu.

3. B swweiike I8 paccuumaiime 3nauenue % om cymmol 0 IuHelky meiegoros SIEMeNS no ¢op-
myne =HS8/HI13. Ckonupyiime nonyuenusie oannvle 6 auevxu J9:J13, ne 3abvieas npu smom 06 uc-
NOIb308AHUU 8 HOPMYIAX AOCONIOMHBIX CCbLIOK Ha Avelxu. B aueiikax J15:320 nposeoume noooo-
Hulil pacuem u 05 menegponos Nokia.

4. B cmonbey Bvi6oowvl nyscrno egecmu c1o6o Xopoluo, eciu odvem npooadxc meneghonos 0anHou
mapku cocmasnsem oonee 20 %, u Ilnoxo — eciu menee 20 %, ¢ ucnonvzosanuem gynkyuu ECJIA.
Hns smoeo evioenume aueiiky K8, evibepume oannyio ¢yukyuro 6 xameeopuu Jloeuueckue u noo-
meepoume 6vloop. B none Jlocuueckoe evipasicenue e6sedume JI8>0,2, 6 none 3uaue-

Hue ecau_ucmuna — Xopouwo, 6 none 3uauenue ecau_naodico — Ilnoxo. Ckonupyiime nonyuennyio
@yuxyuio 6 auetiku K8:K12 u K15:K19.

2.4.5. ®opMaTUpOBaHHE YHUCEI

dopmaruposanue yncen B Excel 2010 ucrnonb3yercst a1st 0TOOpa)keHUsI YUCE B PA3IMYHOM BHIC
LeIbI0 O0JIETYeHUsl UX BOCHPUATUSA. BbieneHHble s4eiiku MOXKHO OTQOpMaTHpPOBaTh, UCHOJbB3YS
H;aHeJ'IB Yucno Bxnanku [ nasnas WA TUANOTOBOE OKHO Popmam siyeek, BBI3BIBAEMOE Yepe3 MaHEeNb

ucno v KoHTekcTHoe MeHto. [Ipu popmaTupoBaHum 4ynciIa MEHSETCS €ro MpECTaBlIeHue, HO He
HCJIOBOE 3HaUYEHUE.

Jnst hopmaTHpOBaHHS SYEEK C MOMOIIBIO MMAHEW WHCTPYMEHTOB CIICTYET BBIICIUTDH SIYCUKH, 3a-
TEeM HIEKHYTh o OJTHOMU u3 KHOIIOK
=1 PR JUTSL IPUJIaHUSI BBIJICTICHHBIM sT9eKaM HY>KHOTO (popmara.

Jns popmatupoBanus silueek ¢ MOMOIIBIO TUAJIOrOBOro okHA Popmam Ayeexk HEOOXOAUMO Bbljie-
JIUTH STYEHKH, MICJIKHYTh o KHOTIKE
[=] B npaBom HmKHEM yriTy maHemn Yucio WM OTKPHITh KOHTEKCTHOE MEHIO M BHIOPATh B HEM ITYHKT
@Dopmam sueex. Jlanee oTKpbeIBaeTCS BKIaAKa Yucno, BHIOUpaeTCs U3 CHCKa HYXKHBIN Qopmar, mpo-
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HN3BOAUTCA IICITYOK 110 KHOIIKE |Q—K| JAJI IPUMCHCHU A BBI6paHHOFO (bopMaTa " 3aKpBIBACTCA AUAJTIOTO-
BOC€ OKHO.

3aoanue 2.19

1. Ha scex naucmax mabauyvl npeocmasome uucia 6 cmoaoye Llena, oonn. CILIA 6 denescrnom
Gdopmame. [{na smoeo, vldenus oannvie, 8 0uano2o8om okve Popmam sueex (exraoka Yucno) 6vl-
bepume gopmam [lenescuwiil. B none HYucno oecamuunvix 3uaxos: ycmanosume 0, 6 nonre Qbosua-
yenue — § Aurnuiickuii (CILIA).

2. [Ipeocmaesvme uucia 6 cmoabye llena, py6. 6 oenescnom opmame. s smozo nposeoume
PAO0 Oeticmautl N0 AHAI02UU C NPEObLIOYUUM NYHKIMOM 3a0anus, Ho 8 noie Qbo3HaueHue: YCmaHosu-
me 3Hayenue p. — Pycckui.

3. Ilpeocmasvme uucna ¢ cmpoke Texywuili Kypc 00anapa 8 OeHelCHoOM hopmame no aHaio2uu ¢

npeovLOy UM NYHKMOM 3a0a-
HUsl, HO 6 noJie Yucno 0ecsimuuHblX 3HAKO8: YCMAanosume 3HaveHue 2.

4. B cmonoye Cpeonee YMeHbuume paspsaouocniy Ha 2.
s smoeo evidenume OanHvle U WeiKHume 08d pasa no KHONKe Ha nawe-
JIU YRPABTIeHUSL.

5. B cmonbye % om cymmul npedcmagvme YUCA 6 NPOYEHMHOM dopmame. /{ns amozo evioenu-
me OaHHble U WeaKHUme no KHONKe Ha nauenu ynpasieHus.

6. Usmenume ghopmam npedocmasnenus oamul 8 ayetixke D24, ons weco 6 ouanocoeom oxne Dop-
mam aveex (éxnaoka Hucno) ycmanosume uucnogoul ¢opmam [ama u evibepume mun 16 Anpens
2010 .

7. Ilocne nposedenus pabomsi ¢ yucioguimu OanHvimu aucm AT eHeuwiHe 00ceH coomeemcmao-
8amub IUCHY, NPEOCMABIEeHHOMY Ha 0bpasye.

A B = D E F G H 1 I
2 | Komnauua "GSM line"
3 YpoeeHs npodax comoesix menedoHos 3a mexywuii 200
4 "M [T
5 £ t‘“ eﬂ“:ooﬁ b of: mmm

; "‘“u B‘“‘o’ 6"5’ don. Uena, py6 %om

clA Aneaps | @eapans | Mapm | Mmozo | Cpedree Boigodol
] cymmb!
7
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 3 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
19 5 [Nokia 6210 $315 10017,00p. L] 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 BOITPOCHI

1. llocneoosamenvnocms cocmasnenus u cnocoowvl 8600a Gopmyi.
2. [lonamus u Ha3HayeHue OMHOCUMENbHBIX U QOCONIOMHBIX CCHLIOK HA AYEUKU.
3. Memoo asmomamuyeckoeo cyMmMupo8anusi OQuHbIX. .
4. Oynxyuu. Beoo ¢yuxyuii. uanoeosoe oxno Macmep gynxyuil.
Dopmamuposaniie YUCIOBbIX OAHHBIX C NOMOWBIO NAHENU UHCMPYMEHMO8 U OUAI0208020 OKHA
Dopmant sueex.

JIABOPATOPHAS PABOTA Ne8
2.5. CBA3BIBAHUE U KOHCOJIMAALINA JAHHBIX
2.5.1. CpsspiBaHMe pabO4YUX KHUT

CBs13b — 3TO CCBUIKA Ha sIUEHKY WM JMANa3oH B Apyroi padoueil kuure. CBSA3M HUCHOJB3YIOT AJIS
TOTO, YTOOBI M30€KaTh ABOMHOTO BBOJa nHPopManuu. Co3naHne TMHAMHUYECKUX CBS3€H MEXy KHU-
raMu C TOMOIIBIO (hOPMYJI, COJIEPKAIIMX BHEUTHHUE CCHUIKH, UMEET TO MPEUMYIECTBO, YTO MOXKHO

66



pa3aenuTh OONbIINE, CIOXKHBIE MOJIENIN Ha psia NpocThiX. Kpome Toro, cBsA3aHHbBIE KHUTH MO3BOJISIOT
cOepeub MaMsATh ¥ BpeMsi Ha OOHOBJICHHE BBIYUCIICHUH.

CBs13b MEXIY ABYMSI paOOUYMMH KHUTAaMH YCTaHABIMBAET CChUIKA. CBSA3b CO37a€TCS MEXKIY OTKPBI-
TBIMU PaOOYMMH KHUTaMH (MCXOJHOM M 3aBUCHMOI). Hy)XHO Tak pa3MecTUTh MCXOJHYIO U 3aBUCH-
MyI0 pabodne KHHUTH, YTOObI BUAETh SUYCHKY C pe3ysibTaTaMHd M MCXOJHYIO sUEHKY OJHOBPEMEHHO.
Jlnst aToro ciexyer BbIOpath KoMaHny Oxuol Ynopsa-douums 6ce, B OTKPBIBLIEMCS THAaJOTOBOM OKHE
Pacnonooscenue okon BpIOpaTh MapamMeTphl pacHoiOKEHUs pad04YMX KHUI U OTPETYJINPOBATh UX IIO-
JIOKEHHUE TaK, YTOObI paboTaTh C HUMU OBLIO YI00HO.

BBox bopmybl B 3aBUCUMOM paboueii KHUTE Ha4yMHAETCs co 3Ha-
ka =. /s BBoZa B hopMyny CCHUIKM Ha SYEHKY M3 APyrod paboyeil KHUTH MEPEeKII0YaroTcs Ha HC-
XO0AHYI0 pabouyro kHury. Crenyer HIEIKHYTb 110 sS4eiike, Ha KOTOPYI0 HE0OOXOAUMO COCIaThCs, U Ma-
paMeTpbl CCHUIKM OTPAa3sATCs B 3aBUCUMON paboyeil KHUTe.

3aoanue 2.20
1. Coszoaiime na Ooucke «mMServery (Z:)\ nosyiw pabouyio kuuey Kypcer samom u 3anonnume ee
A | B OGHHBIMU 8 COOMBEMCMBUU C PUCYHKOM.
1 KYPCbI BANIOT

oA 2. Omxpotime kHuey Peanuzayus obopyoosanusn. Yoanume 3Hauenus
3 [ Hanwenosanve | Kypcspyorax| 6 suetikax D8:D19 u 6 cmpoxe 22 cpa3zy na écex nucmax.
41 Honnap CUIA 31.40p. 3. Cssocume omxpvimole pabouue Krueu. s 3mozo 8 Ouanioco8om
oxHe Pacnonoocenue okon ykascume ceepxy éHu3. B auetike D8 naunume 6600 gpopmynvr =C8%, ne-
pekntouumecsy Ha Kuu2y Kypcol eaniom u wenknume no saueiike B4. 3agsepwiume 6800 ¢hopmynsi
nasicamuem krasuwu [Enter]. Cxonupyiime ¢hopmyny 6 ocmasuuecs sueiku cmoaoya.

4. B kuuce Kypcwol eantom uzmenume snauenue Kypca ooanapa. Obpamume sHUManue Ha usmMeHe-
Hus 6 kHuze Peanusayus 0o6opyoosanus.

2.5.2. Co3panue cBI3EW C MOMOILBIO
CHELUAIBHOU BCTaBKU

Ecnu HeobxonuMa ccbliika Ha YKy U3 Apyroil padodeil KHUTH (HO HE UCIIOJB30BaHUE ee B Gop-
MyJie), CIelyeT YCTAaHOBUTH CBSA3b C MOMOIIBIO KOMMMPOBAHUS U BCTaBKU. JlJis1 3TOTO OTKPBIBAIOT 00€
paboure KHUTH, 3aTeM BBIOMPAIOT U KOMUPYIOT sIUEHKH U3 UCXOJHOU KHUTHU. [lanee mepexodsT Ha 3a-
BUCHMYIO pab0uyt0 KHHUTY U BBITOIHSAIOT KOMaHy Bemasumul Cneyuanvhas 6cmagka... — OTKPOETCSI
JMAJIOrOBOe OKHO Cneuuanvras ecmaexka. B 3TOM OKHE OMpeNeNsioT napaMeTp BCTaBKH M LIEIKAIOT
1o kHornke [Beraruts crsze mm

3aoanue 2.21

1. Cozoaiime na oucke «mservery (Z:)\ nosyio pabouyro xknuey I'ooosoii omuem. Beeoume 3azco-

JIOBKU U Hadnucu 3a0aume makoe che qbopMamupoeaHue KaK HA PUCyYHKe.
A E

1

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

a

5

“‘,\o; 90“" O6bem npodaxc

Ne nfn

w02% en®
R grs“" 0% 1-d 2-d 3-i 4-i Ob6wui
o umoe

J4 P [4 J i

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. Omkpotime knuey Peanusayusi obopyoosanusi.

3. Vkaosicume onmumansroe pacnonodicenue KHu2 8 OKHe.

4. Cronupyume 3uavenus cmonoya mozo 6 knuee Peanuzayus obopyoosanus ons 1-20 keapma-
J1a U 6CMAgbme Ux ¢ NOMOWbIO CREYUANbHOU 6CmasKu 8 kHuzy 1 00osoti omuem.

5. Bvinonnume ananocuunyro onepayuto oaa 2—4-20 keapmanos.
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2.5.3. KoHconmupanusa ITaHHBIX

KoHconmmanus naHHbIX — 3TO 00001IeHNe OHOPOAHOM HHpOopMaIrKi. B mporiecce KoHCOMMaaum
MOKHO CYMMHPOBATh JJaHHBIC HECKOJBKUX JIMCTOB, BBIYMCIIATEH MPOM3BEIACHHMS, CpEIHES OTKIIOHEHNE,
MaKCHUMyM, MUHUMYM | T. JI. [Ipy 3TOM MCXOHBIC JIUCTHI MOTYT PACIIOJIaraTbCsl B TOM )K€ KHUTE, TIe
HAXOJUTCS UTOTOBBIH JIUCT, WK B IPYTHX KHUTAX.

B TII Excel npenycMOTpeHO HECKOIBKO CrOco00B KoHCoauaanuu. OIHUM U3 HUX SABJISETCS CIIO-
co0 1o pacnojyiokeHnto. OH UCIOJB3YEeTCS B ClIyvae, €CJIM JJaHHBIC BCEX MCXOIHBIX 00JIAaCTeH Haxo-
JIITCSL B OJJHOM MECTE M pa3MEIICHBI B OJJTMHAKOBOM IOPSIKE MU Ha HECKOJIBKUX JINCTaX, CO3JaHHBIX
Ha OCHOBE OJIHOTO I1abiIoHa.

Jlyist ipoBeICHHUSI KOHCOJIMIAIMU JJAHHBIX 110 PACIIOJI0KEHUIO HY)KHO BBITIOJHUTH CIICIYIOIINE ICH-
CTBUSL:

1) yka3aTh BEpXHIOO JICBYIO SYEHKY KOHCOIUAUPYEMBIX JTaHHBIX;

2) BBIIOJHHUTH KOMaHy Jannwvlel Koncoruoayus... |

3) BeIOpaTh M3 PACKPBIBAIOLIETOCS CIUCKA PyuKkyus: QYHKIUIO, KOTOPYIO CIEAYET HCIOJIb30BaTh
JU1s1 0OpabOTKM TaHHBIX;

4) BBectr B nojie Ceblika: KCXOTHYIO 00JIACTh KOHCOTUIAUPYEMBIX JaHHBIX

5) Ha)KaTh KHOTIKY ;

6) MOBTOPHTH IIark 4 U 5 I BCEX KOHCOIMIUPYEMbIX HCXOTHBIX 001acTei.

YroObl aBTOMAaTHYECKH OOHOBIISITH MTOTOBYIO TAOJHIy TMPU WU3MEHCHHHM WCTOYHUKOB JAHHBIX,
HYXHO YCTaHOBUTH (puaxkok Cozdasamb césa3u ¢ UCXOOHbIMU OAHHBIMU.

3aoanue 2.22

B paboueti knuee I'ooosoti omuem (6 cmonoye Obwuii umoz) npogedume KOHCOIUOAYUIO UM OO~
8bIX 3HAYEHUL 00bEMO8 KAPMAIbHBIX NPOOAdic, NPedCcmasieHHblx 6 kHuee Peanuzayus obopydosa-
HUsL.

KOHTPOJIBHBIE BOITPOCHI

1. llongmus cessetl, ccolioK U KOHCOAUOAYUU OAHHDIX.

2. Co3Qanue cesnzety medcoy paboouumu KHuU2amu.

3. Coz0anue ceéazetl ¢ NOMOUbIO CNEYUATbHOU BCMABKU.

4. Konconuoayus danusix no pacnonodxcenuto. llopsiook nposedenus.

2.6. PABOTA C JUATPAMMAMU

2.6.1. TlocTpoeHue muarpamMm

Jlmarpamma — 310 TpadudecKoe MpeACTaBlIeHNE YUCIOBBIX JaHHBIX. J(MarpaMMBbl yIIpoIIarT CpaB-
HeHUe W BocpusaTre yrce’d. OHU MOTYT CO3/1aBaThCs MO JIEMEHTaM — OTACIBHBIM YHciIaM pabodero
JUCTA — WK TI0 PSTY TaHHBIX — TPYIIIaM JTaHHBIX BHYTPHU CTOJIOIA WJIH CTPOKH.

Hauunate paboTy ciieyeT ¢ BBIJCICHUS JAaHHBIX, IO KOTOPBIM JuarpamMma OyaeT CTPOUThCS. 3a
UCKJTIOYCHUEM Ha3BaHUS, BCE, YTO TOSIBUTCS B IHArpaMMe, JIOJDKHO OBITh BBIZICIICHO B pa00YeM JIHUCTE.
Heo6xoauMo yoeauThest B TOM, U4TO BbIICJIEHHBIE 00JACTH CUMMETPUYHBI.

[Tocne BeIAENEHNS JAaHHBIX HY)KHO LIEIKHYThH IO ko] (Macmep ouacpamm) Ha TIaHENU WH-
CTPYMEHTOB, 4TOOBI OTKPBIIOCH MOIIAroBOE IUAIOTOBOE OKHO Macmep ouazpamm.

Ha mepBom miare ciiesiyet BeIOpaTh THI JUarpamMMbl U3 Cliicka Tun: HA JICBOW IMAHETH U €¢ BUJ —
Ha MpaBoil. YTOOKI MONYYHTh MIPEJICTABICHHE O TOM, Kak OYyJeT BBITJISAACTh Ta WM MHAS JUarpamma
i HHAas 110 BHECCHHBIM JIaHHBIM, HY)KHO HaXaTh M YACPKUBATh HAXKATOW KHOIIK
%. [Tocne BBIOOpA THTIA ¥ BHJIA THATPAMMEBI TIPOU3BOUTCS MIEITIOK 110 KHOIIKE

Ha BTOpoM miare HeoOXoIuMO YOETUTHCS B TOM, YTO JIMAINA30H JAHHBIX JUIS ITOCTPOCHHS JHa-
IpaMMBbI BBIJICIICH MpaBUibHO. Eciu HaliieHa omuoOKa, CIeTyeT BOCIOJIB30BAaThCS KHOIKOW CBEPTHI-
BaHU TMAJIOTOBOTQ OKHA W BBIIENUTH 00acTh 3aHOBO. Ha Bkianke /Juanazon 0annsix Hy)HO yKa-
3aTh, TJIe HAXOAATLH Ps/IbI JaHHBIX — B CTPOKAX HIIM CTOJIONAX (M3MEHEHHS 0TOOpa3sTCs B OKHE MPO-
CMOTpa) — ¥ MICTKHYTh [0 KHOIIKE

Ha Tpetbem 1miare jJis YCTAaHOBKH Pa3IMYHBIX ITAPAMETPOB JHATPAMMBI ITOTB3YIOTCS CIICTYFOIIHMH
BKJIQJIKaMU: 3a20/106Ku — BBOJIATCS Ha3BAHUS JTHArPaMMBbl U KOOPJAWHATHBIX ocell; Ocu — yCTaHaBIIH-
BaeTCs OTOOpa)KCHHE TIIABHBIX OCEW IMarpaMMsl; JIunuu cemku — 3a1aeTcsi 0TOOpakeHne JIMHUH CceT-
KH, a TAK)KE BBIBOJ] HJT CKPBITHE TPEThEH OCH B TPEXMEPHBIX JTHarpaMmax; Jlecenoa — yCTaHABIIMBACTCS
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BBIBOJI YCIIOBHBIX 0003HaUeHMi; [loonucu 0annbix — OTIPEeNseTcss OTOOpakeHHE TEKCTa MM 3HAYCHUH
B KayecTBE MOANUCEN NaHHBIX; 1abauya OaHHuIX — 3a1aeTCs, HY)KHO JIM BBIBOAWUTH BBIICICHHYIO 00-
JacTh paboyvero JjucTa Kak yacTh quarpammbl. [1o Mepe ycTaHoBkM HEOOXOAMMBIX AapaMeTPOB B OKHE
npocMoTpa OyayT OToOpa)kaTbCsi BHECEHHBIE M3MEHEHMA. [lo 3aBeplIeHMH YCTAaHOBKM IapaMeTpOB
POU3BOAUTCS MIETYOK MO KHOIIKE , ¥ CO3JIaHKEe JHarpaMMbl OyIeT MPOIOJIKEHO.

Ha mocnegnem miare 3amaercs pasMmelieHHe JUarpaMMbl Ha TEKYIIEM HJIM HOBOM paboueM JUCTe
TOM k€ caMoil paboueit kauru. Eciu quarpamma pa3meniaeTcsi Ha OTICIbHOM JIUCTE, P MeYaTh OHa
Oyzner oTOOpakaThCsl HA OTNENBbHOM CTpaHMIIe B MOJHBIN pa3mep. Ecinm auarpamma mobaBnsercs K
TEKYyILEMY JIHCTY B KadecTBE 00BEKTa, OHA MOXKET MeYaTaThes MO0 KaK 4acTh paboyero JucTa, 0o
otaensHo. Hy)kHO BBeCTH HOBOE MMsI pabOyero JMCTa WK BHIOPATh JIMCT, HA KOTOPBIH HEOOXOIUMO

BHEIDUTH IUarpammy, HICTKHYTh o KHOIIKE
i 5;%%5, U auarpamMma OyJeT co3/laHa ¥ pa3MelleHa.
3aoanue 2.23

1. B knuee Peanusayusi 060py0o8anus nocmpotime Ouazpammy, nOKA3bl8AOWYI0 pealusayuio
comosbix menedonos aunelxu SIEMENS 3a AH8apb — mMapm no oopasy).

Peanusauums cotoBbIX TenedoHOB NMHenkn Siemens
3a 1-1 KBapTan

KonuuectBo, Wt.

3 3

2 2 2
2 +— —
0 T T T l T
Siemens A35 Siemens A40 Siemens C35 Siemens S45 Siemens ME45

Mapka
||:| Aneaps B ®espans O Mapt |

Jlns smoeo:

a) evldenume AYeUKU, OaAHHblEe U3 KOMOPbIX HAOO 6Kmouums 6 ouazpammy (B8:B1l2, E6:G6,
E8:G12), ucnonvszys mouus u knasuwy [Ctrl]. Ileaxnume no snauxy Macmep ouaepamm na nanenu
UHCTPYMEHMO8;

0) na nepeom waze gvioepume mun I'ucmoepamma u euo Obviunas sucmozpamma. Lllenknume
no KHonke m;

8) HA 6MOPOM Wiaze npogepvme, NPAGUILHO JU 8bl0eNeH OUANA30H AdeeK, U eblbepume npeo-
cmaenenue pada 0aHHuIX no cmoabyam Ha eékiaoke /fuanazon oannvix. Ha exnaoke Pso wenxkuume
nO KHONKe C8epmul8anus OUAN0208020 OKHA 6 noje Tloonucu no_ ocu X u evloenume Mulibio A4etiKu
B8:B12. Bepnumeco 8 0uanoco8oe OKHO U wjeiKkHume no KHonKe ;

2) Ha mpemvem wiaze UCNOIL3YIMe 6KIAOKU Ol YCMAHOBKU naApamempos ouazpammel. Ha
gxnaoke 3azonosxku 6 none Haseanue ouazpammol 3anuwume Peannzaiusi COTOBBIX Tene(OHOB JIH-
Heliku Siemens 3a 1-it kBaptan, 6 nore Ocv X (kamezopuii): — Mapka, 6 none Ocv Y (3Hauenuti): —
KonuuectBo, mt. Ha exnadke Jlecenoa 6 none Pasmewenue gvioenume enusy. Ha exnaoke I[loonucu
oanHwix 6 noae [loonucu 3nauenuil gvidenume sHavenue. [llerknume no kHonke ;

0) Ha uemeepmom_uiaee 86edume HA36AHUE HOB020 paboue2o aucma ouazpammol. Siemens.
L]enxknume no knonke .

2. Ilocmpoiime 6 Hogom pabouem aucme NokKia ouacpammy, noxasvieaowyto pearuzayuio como-
gvix meneghorog nunetixku Nokia za aneaps — mapm.
3. Ilocmpotiime ouazpammy no oanHvim paboueti knHueu I 00oeou omuem.

2.6.2. PenmaktupoBaHue
U (GopMaTHUPOBAHUE TUATPAMM

Juarpamma npencraBnsger coboit Habop rpaduueckux o6bekToB. [ JO0CTyna K HUIM HEOOXO0AUMO
BBIJICJIUTH AUAarpaMMy WM OTKPBITh pabOuuil TUCT ¢ HEll, a 3aTeM IIENKHYTh 10 TOMY 00BEKTY, KOTO-
pBI HaJO BBLIEIUTH. BOKpYr BBIJENEHHOIO OOBEKTa pacIoyioKeHBbl Mapkepsl BbleneHus. Koraa
00BEKT BBIJIENIEH, €M0 MOXKHO YJalUTh WK OTGOopMaTHpoBaTh. [IBOHHON HIETYOK 110 OOBEKTY OTKPHI-
BAeT JUAJIOTOBOE OKHO Popmamuposanue, TIPUUEM BHUJI €r0 HEOJAWHAKOB JJIsl pa3IMYHBIX OOBEKTOB.
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Kpome Toro, 310 1uanoroBoe OKHO MOXKHO BBI3BaTh, BBIZCIUB 000 OOBEKT U LIEIKHYB 10 HEMY
NpaBOil KHOMKON MbIIIH. B OTKpBIBIIEMCS KOHTEKCTHOM MEHIO HYXXHO BbIOpaTh MyHKT Popmam....
[lynkTt Tun ouacpammul... BCErja NpUCYTCTBYET B KOHTEKCTHOM MEHIO, IO3BOJISAS JIETKO U3MEHUTH €€
THII.

Ecmu st opopmiieHust auarpaMMbl HYXKHO BBIICTUTH KaKHe-THOO JaHHBIE, MOXHO J100aBUTH
CTPEJIKHU, IMHUU U TEKCTOBbIE OISl (HAANKUCH) ¢ TIOMOIIbIO KHONIKM  (Pucosanue). 1llenyox mMblm

10 Hell OTKpBIBaeT Marib WHCTPYMEHTOB Pucosanue (aHaioruuHyro maHenu Pucosanue B Word
2000).

3aoanue 2.24

1. /lobasbme psovi Oannvix 6 ouazpammy SIEMENS. Jis 5mo20 00HOBPEeMeHHO 8bloeume Ha Jiu-
cme Keapman 2 auetiku E6:G6, E8:G12. Cronupyiime Ooaunvie 6 Oyghep obmena u nepetioume Ha
aucm ¢ ouazpammou Siemens. Buibepume xomandy menio Ilpaskal Cneyuanvras écmaska... u ycma-
Hosume 6 nepeune 3nauenus Y — e cmonoyax. Lllenknume no knonke &l — OaHHble 6YOym 6HeceHbvl 8
ouazpammy.

2. U3menume 3a201080k ouazpammsl Peanuzayusi comosvix meneghonos aunetiku Siemens 3a 1-u
keapman Ha Peanuzayus comoesvix menegonos nunetixu Siemens 3a 2 keapmana, Kak Ha obpasye.
s smozo wenkHume 06a pasza 6 obaacmu 3a207106KA (NEPEbIM UeTUKOM 8blOeNAeMCs HA38aHUe
ouazpammul, BMOpPvIM — Kypcop YCMaHasnueaemcs 0 UCHPAGIeHUs meKcma) u ompeoakxmupylime
HazeaHue. /[ noomeepicoenus usMeHeHull ueikuume 8 10bom mecme pabouezo 1ucma.

Peanuszayus comoevix menegonos nuneiiku Siemens 3a 2 keapmana
il L L L L L 1

B NioHb

& Mait

O Anpens

Mapka

0O Mapt

8 despanb

O Axsapb

g = ]
1 2 3 4 5 6 7 8 9 / 10

KonuyecTso (wr.)

l MakcumMarnbHbIi ypoBeHb Npoaax l

3. Usmenume pazmep u mun wpughma 3a20106Ka. [{is 3moco 08axicovl wjeiKHume no cmpoke 3a-
20J108KA U 8 NOSABUBULEMCS OUATI02060M OKHe Ha eknaoke LlIpugpm svibepume Times New Roman Cyr,
Lonyorcupnwiii, Kypcues, pazmep 16 u nasxcmume KHONKy @D

4. U3menume mun ouacpammol. /s 3moco 8vl306ume KOHMEKCMHOe MEHI0 8 N000M Mecme -
cma u evibepume nynkm Tun ouacpammol.... B omxpviswemcsa ouanoeoeom okne gvlboepume nyHKm
Junevuamas — ObvemHbvlll 8apuanm oObLIYHOU TUHEUYAMOL OUASPAMMbL U HAHCMUNE KHONKY B)I/ZJ

5. Uzmenume ogpopmnenue ouazpammoi.

Jlns smoeo:

@) bl306UMe KOHMEKCMHOe MeHI0 8 noje ouazpammel u evloepume nynkm Ilapamempor oua-
epammul.... Ha exnaoxe Iloonucu oannvix 6 nepeune Iloonucu snavenuii evioenume Hem u noo-
meepoume 6b100p;

0) 0s6adicovl wenkHume no Haonucu Konuuecmeo (wum.). B omxpuiguwemcsa ouanoco8om okHe Ha
sxnaoke Buipasnusanue ycmanosume opuenmayutro mexcma 0(epadycos) u nasxcmume 10K,

8) 0151 Haonucu Mapka ycmanosume opuenmayuto 90 (epadycos);

2) 011 Haonucell ocu Kame2opuil (6epmukaivbHou ocu) ycmaunogume opuenmayuio 20 (epady-
co8);

0) 08a2HCObL WeIKHUMe NO NOJII0 1e2eHObL U 8 NOSBUBULEMCS OUATI02080M OKHe HA 8Kladke Pasz-
MeujeHue evlbepume cnpasa, nocepeoune.

6. Ilposeoume Oeiicmausi, ananocuunvle n. 1-5, s ouazpammer Nokia.

7. /lononnume ouazpammvl HAONUCAMU U YKA3AMENAMU, UCNONb3VS KHONKU NAHENU UHCTPYMeH-
moe Pucosanue.

8. Ompedaxmupyiime ouazpammy 6 paboueti kHuze I 000601t omuem.

KOHTPOJIBHBIE BOITPOCHI

1. Juaecpammoi. Ilocmpoenue ouacpamm. Ilowazosas paboma c ouanocoevim okHom Macmep oua-
CPAMM.
2. Peoaxmuposanue ouazpamm. Konmexcmuvie menio 00eKkmos ouazpamm.
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JIABOPATOPHAS PABOTA Ne9

2.7. ®UHAHCOBBIE U CTATUCTUYECKUE
®YHKIIMUA EXCEL

B TII Excel Bxitoueno cpimie 50 GuHAHCOBBIX QPYHKIIUI, HATIPUMED:

— [IJIT — BpIYUCISAET BEJIMYMHY BBIILIATHI 110 CCY/I€ HA OCHOBE IOCTOSIHHBIX BBIIUIAT U ITOCTOSIHHOM
MIPOLEHTHOW CTaBKHU;

— ACY — onpefiensieT roI0ByI0 aMOPTU3AIMI0 UMYIIIECTBA Il YKa3aHHOTO MEepHo/Ia; B Oyxranrep-
CKOM Y4€T€ COOTBETCTBYET METO/lY CIIMCAHUS CTOMMOCTH II0 CyMM€ YHCell (KyMYJISITUBHBIA METON);

— AIIJT — paccunThIBaeT BEJIMYMHY HETIOCPEICTBEHHOM aMOPTU3al[Mi UMYILECTBA 32 OJUH MEPHO/;
COOTBETCTBYET METOJly PABHOMEPHOTO (JIMHEHHOT0) CIIMCAHUS;

— @YO — ycraHaB/IMBaeT aMOPTU3ALIMIO UMYILECTBA Ha 3aJaHHBIN MEPUOJI, UCIIOIb3Ysl METO I10-
CTOSIHHOTO y4deTa aMOpPTHU3alUU; COOTBETCTBYET METOY YMEHBIIAIOUIETOCA OCTaTKa ¢ IPUMEHEHUEM
HOPMAJIbHOM HOPMBI aMOPTH3ALUH;

— JIOF — HaxoIuT 3HAUYE€HHE aMOPTHU3ALMK MUMYIIECTBA 3a JaHHBIM MEPUOJ, UCHOJIb3YS METO[
JIBOMHOT'O IIPOLIEHTA CO CHMIKAIOLIETOCS OCTATKa; COOTBETCTBYET METOAY YMEHBIIAIOLIErOCs OCTaTKa
C IPUMEHEHUEM YIBOCHHOW HOPMBI aMOPTU3ALIAH.

[Tpu pabote ¢ puHAHCOBBIMH (HYHKIHIMU HEOOXOAUMO, YTOOBI BCE MapaMeTpbl (YHKIIMA OTHOCHU-
JIUCh K OJTHOMY U TOMY € IIEPUOY — JHIO, MECALLY WUJIU TOAY.

TIT Excel cogepxut MHOrO cratucTuyeckux QyHKIuUit. Yale BCero UCIob3yrTes CICAYIOIINE:

— CP3HAY — BpluMCIII€T CyMMY BCEX 3HAUEHUI JUana3oHa, pa3fesIeHHYI0 Ha YMCJIO 3HAYEHUH B
JIMaIla30He;

— MHH — onpeniensieT MUHAMAJIBHOE 3HAYEHUE U3 CIIUCKA apry-MEHTOB;

— MAKC — HaxoquT MakCUMaJIbHOE 3HaYE€HUE U3 CIIUCKa apryMEHTOB;

— CYET — ycTaHaBIMBAET KOJIMYECTBO YMCEI B BRIOPAaHHOM JIMAIIA30HE;

— MEJIAHA — BBIABISET APYro BUJI CPEIHET0; 3HAYEHUS; UCIOIb3YET Ui BHIYUCICHUS 3HAUe-
HUs, PacIoJlararoluecs B LEHTpe AUana3oHa;

— MO/IA — BeIsBIIsIeT HAaNOOJIEE YACTO BCTPEUAIOIEECs 3HAUCHHE.

3anaHus, KOTOpblEe IPUBEJEHBI Jajee, MOMOIYT HayuyuThCs padOTaTh C BBILIENEPEUHCIECHHBIMU
GyHKIMAME.

3aoanue 2.25

1. Cozoatime nosyio pabouyio knuzy @ynkyuu Excel, a 6 neii — pabouuii nuem Kanvxynsyus nia-
medica no 0opasyy O BbIYUCIEHUS eHCEMECAUHO20 Niaamedca ONsl PA3IUYHBIX CYMM 3auma npu
onpeoesieHHOl NoIb306amenemM NPOYeHMHOU Cmasxe.

Jlns smoeo:
a) 86edume 3a20108KU, HAONUCU U NAPAMEmMPbL POPMAmMuUpo8anus, UMerowuecs Ha pUcyHKe,
A [ B [ ¢ [ ©o T € [ F

KAJNbKYNALWA NNATEXA
| |

FogoBas npoueHTHas cTaBka 12%)

Bpewms (vec.) || 5 000,00p.] 10 000,00p.] 15 000,00p.] 20 000,00p.] 25 000,00p.

44424p]  888,49p.] 1332,73p] 1776.98p ] 2221,22p.
23537p.|  470,73p]  706,10p.|  941,47p] 1 176,84p.
166,07p.|  332,14p ]  498.21p]  664,29p  830,36p.
131,67p]  263,34p|  39501p]  526.68p]  658.35p.
111,22p]  222,44p|  333,67p]  444,89p]  556,11p.
97,75p.  195,50p]  293.25p]  391,00p]  488,75p.
88,26p.|  176,53p.  264,79p|  353,05p.  441,32p.
81,26p  162,53p.  243,79p|  325,06p.  406,32p.
7592p |  151,84p]  227.76p] 303,680  379.61p.
71,74p 143470  21521p]  286,94p]  358,68p.

(o= I Ko>N K& B (V) | N ) o

-
=
OffcfIND (oSNl —

16

-
o

0) npuceovme suetike D3 uma Cmaska. /[ 5mozo evidenume s4eliky u gploepume KOMAHOY
Dopmynvil Onpedenenue umenul l[lpuceoumsv ums, enuwume croso CtaBka 6 none Ums: u wenknume
no KHonKe @ﬁ;

8) npu AKMuUGHoU Ayelike B7 WenKHume no KHONKe

. B packpuiswemcs okre evloepume gurnarcosyro ¢yukyuio I1JIT. Beeoume neoo-
X0oumvle napamempul ¢ KIAGUAmMypvl Uil ¢ UCNOIb308AHUEM MbIUU CeOVIOWUM 00pa3om: 8 noie
Cmasxa — CtaBka/12, 6 nonre Knep — $AT*12, 6 none Ilc — B$5;

2) 88edume HOBYI0 20008V NPOYESHMHYIO CMABKy 8 sudelky D3, umobvl npogepums pabomy
GyHxyuu. 3Havenus niamedca OyOym ompuyamenvbHbiMU, Max KaKk 6l niamume, a He noayuaeme
oenveu. Ompedaxmupytime gopmyny (0ob6agvme 6 ee HAUALO 3HAK «—»), YMOObL 3HAUEHUe NIAmelCa
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CMAN0 NONOHCUMENLHBIM. 3aNnoIHUme 0CmanbHble a4eliKu niamexcetl popmynol us sayeuxu B7;
0) nposepbme paboyuli aucm, 66005 Opyaue 3HAYEHUs. NPOYEHMHOU CMAGKU U CYMMbl 3aUMA.
Obpamume @HuUMaHue Ha USMEHEHUe BeTUYUHbI MECAYHBIX NIAMENHCEl.
2. B moti sce knuze cosoatime paboyuti aucm Modenu amopmuszayuu no oopazyy ¢ UCnoib308a-
HUeM HeCKONbKUX QYHKYUL OJis y4ema amopmu3ayuu, Komopbvle MoOeaupyrom paziuyHsle Memoobl.

A ] B [ G [ D [ E

1 MOOEJNN AMOPTU3ALUU

2 [

3 [HanmeHoBaHuve ToBapa

4 |Cpok cnyxGbl 5

5 |[MecsaueB oo KoHUa roga 7

6 |HayanbHas ctoumocTb 160 000,00p.

7 |JlnkBngHas cTouMocTb 10 000,00p.

8

9 AmopmM3aumsa ToBapa
10  IMeTon rumeioro MeTopn ymeHbLuatoLerocst octaTka

KymynaTuBHbIN
oAb meTon (paBHOMEpPHOTO) HopmanbHas Y aBoeHHast
cnucanus Hopma Hopma

11 amopTm3auum amopTmsauumn
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. 9 687,11p. 8 294,40p.
Jlns smoeo.

a) 86edume 3a20108KU, HAONUCU U napamempul, Kak Ha oopasye. 3adaiime makoe dice hopma-
mupoganue;

0) npuceoume suetike C4 ums Kuzns, suetike C5 — Ocm_mecayes, suetike C6 — Cmoumocmo,
sauetike CT — Jluxkeuo cm,

8) 6 suetxky Bl12 ecmasome gunancosyro ¢pyukyuio ACY. Bseoume neobxooumvie napamempul
cnedyrowum obpasom: 8 nore Hau cmoumocmv — Ctoumocts, 6 none Ocm_cmoumocms — JIuk-
BHJI_CT, 6 noie Bpems skcnayamayuu — Xusuw, 6 none I[lepuoo — Al12. Cronupyiime gynxkyuio 6
opyaue ayelxu cmoaoya;

2) 6 AYeuKy Cci2 ecmagvme Gunancosyio @ynryuio AIJL
Beeoume napamempur cnedyrowum obpaszom: 6 none Hau cmoumocms — CTOUMOCTb, 6 noje
Ocm_cmoumocms — JIukBun_ct, 6 none Bpems_sxcnayamayuu — Xuzab. Cronupyiime @yHkyuro 8
opyaue ayelxu cmoaoya;,

0) 6 AYeuKy Di2 ecmagbme ¢unamncosyio @ynryuio DYO.
Beeoume napamempur crnedyrowum obpaszom: 6 none Hau cmoumocms — CTOUMOCTb, 6 noje
Ocm_cmoumocmo — JIukBUI_CT, 8 none Bpems sxcnayamayuu — Xuszuw, 6 none Ilepuoo — Al2, &
nozne Mecsayvt — Oct_MecsieB. Cxonupytime ()yukyuio 8 opyeue sayetku cmoaoya,

e) 6 aueuiky EI12 ecmasome ¢unancosyro gyukyuro /[JJOB. Beeoume napamempol ciedyiowum
obpasom: 6 none Hau_cmoumocms — CTouMocTb, 6 nore Ocm_cmoumocms — JIUKBUA_CT, 6 noie
Bpemsa_sxcnayamayuu — Xusnb, 6 none Ilepuoo — A12. Cronupyiime @ynxyuio 6 opyeue sueuxu
cmonbuya,

J1c) nposepbme pabouutl 1Ucm, 68005 Opyeue 3Ha4eHUs Ha4aabHOU U JUKBUOHOU CIMOUMOCHIU.

3. B moii sice knuee cozoaume pabouuti iucm Cmamucmuyeckue Qyukyuu. Jis smoeo:

a) 8gedume 3a20/106KU, HAONUCU, 3HAYEHUS KOOO08, KOIUYEeCMEd U YeHbl MOBAPO8 8 COOmMEem-

cmeuu ¢ oopasyom. 3adaiime maxue e, KAk Ha pUCyHKe, napamempul ¢opmamuposanus. Paccuu-

A_[ B T[Cc[ b maime3HAYeHUs CYMMbL,
u Mpopaxa T08apos 0) 6 siueliky Bl14 ecmasvme cmamucmuuecxkyro ¢pyukyuro CHET. B
3 |[Kon Tosapa | Korwvecrso | Uena] Cywwa]  Ka@uecmee napamempa «3Hauenue 1» evlioenume suetiku B4:B12. Cko-
— — = nupyiime ynKyuio 6 opyaue auetiKu CmpoKu;
3 [ LT 0 7 8) 6 suetiky B15 ecmasvme cmamucmuueckyro gbyHKuu}o CP3HAY.
s oo o oo B kauecmee napamempa « Hucno 1» evioenume auevixu B4:B12. Ckonu-
o . 4 = e Viime yHKYuio 6 opyaue aueiku CmpoKu,
007 50 55 | 2750 2)6 saueuxy BIl6 ecmasbme cmamucmuyeckyio — @yHKyuio
oL 515 08 EJIUAHA. B xauecmse napamempa «Yucno 1» evidenume sAuerixu
4 fBeero S I 4:B12. CKOlgupyume @dyHKYUIo 8 Opyeue auelKu CmpoKu,
T 100 | 65 [ sizs 0) 6 auetixy Bl17 ecmasome cmamucmuueckyro ¢pynkyuio MOJA. B

auecmee napamempa «Hucno 1» evioenrume sueiiku B4:B12. Cxonu-
pyume @hyHxkyuo 6 opyeue AURUKU CMpOKU,

e) nposepvme pabouutl Jucm, 66005 8 CMpPOKaAx Opyeue 3HAYeHUsl KOIUYecmeda U YeHvl mosapos.
4. Omxpotime kuuey Peanfyzayus obopyoosanus u paccuumatime 3Ha4eHusi cpeone2o apughmemu-




yeckoeo, onpedenume Mooy, MEOUAH) U KOIUYECME0 3HAUEHULl NO K8apmanam OJis 8cex JuHeeK me-
nieghono6 cpaszy na ecex 1UCmax.

KOHTPOJIBHBIE BOITPOCHI

1. Hasnauenue ¢punancosoix ¢pynxyuti.
. Haznauenue cmamucmuueciux ¢ynxyuil.

2.8. YIIPABJIEHUE U OBPABOTKA
JAHHBIX B EXCEL

2.8.1. CoptupoBka 0a3bl JTaHHBIX

baza manubix (BJ]) — 3TO CIIUCOK 33aJJaHHOM CTPYKTYPBI, KOTOpask ONPEICIISICTCs MOISIMH, OIMCHIBA-
IOIIMMH KaTeropuu nHbopmanuu, coaepskaiieiics B 6asze. B Excel mone 3amaercs cronbiom, a kax-
JIOW 3aITMCH OTBOJUTCS OT/ACIbHAS CTPOKA.

Pabounii nmcT, mpeacraBieHHbIA Ha puc. 2.2, — 310 BJI EXcel. Kaxmgoe moje cooTBETCTByET
ctonOiy. MiMeHa mosiel UCTIONb3YIOTCS KaK 3aroJIoBKU cTosonoB. Kaxmas crpoka nmpeicTaBisieT co-
OO 3aIUCh.

IMpu co3nanuu BJ1 B Excel Heobxoaumo cobioaaTh ciieayroine mpaBuia;

1) mycras cTpoka ykasbiBaeT Ha okoHuanue BJI. Hemb3st 0CTaBIATh MycThie CTPOKH MEK/IY 3arojioB-
KaMH CTOJIOIIOB M 3aIIUCSIMM C JaHHBIMU;

2) ¥MeHa IOJICH pacojIaraloTcs B BEPXHEH 4acTH CTOJIOIOB B OTACIBHBIX SYEHKaX U HE MOBTOPSI-
I0TCS Ha paboyeM JINCTE.

[Tporpammuoe obecriedenue b/l 1mo3BoJISE€T BBIMOIHATE 10 MEHBIIEH Mepe JIBe OIepalliu: COPTHU-
pPOBaTh JaHHBIC B ONPEACIACHHOM MOPSIKEe U HUILTPOBATH JIAHHBIC JUIS [TOMCKA HYKHOW WH(POPMAIIHH.

A

| B [ ¢ [ o [ e [ F | G [ v [
1 |000 "ConutoH"
| 2 |Anpec: r. Capanck, yn. Bonbwesuctckas, 60, odmc 211 Ten.: (8342) 17-75-25
3 Pakc: (8342) 17-99-11
4
| 5 | MPAUC-NNCT no chopmaTHoOi Gymare
6
| 7 | Llena, py6.
8 [} Bug Mpouss-Bo | MnotHocTb | Benush: p! EA. nam. 1 Wr. ot 50 wr.
9 |CHEIYPOYKA Poccus 80 r/m? 94% A4 nayka (500 n.) 85,00p.
10 |AVICBEPT COPY Poccus 80 r/m® 94% A4 nayka (500 n1.) 83,00p.
11 | XEROX BUSINESS DUHNAHANS 80 r/m? 96% A4 nayka (500 n.) 120,00p.
12 |SVETOCOPY NEW Poccusa 80 r/m? 94% A4 nayka (500 n.) 90,00p.
13 [OFFICE LINE Poccusa 65 rim’ 92% A3 nauka (500 n1.) 130,00p.
14 |OFFICE LINE Poccust 65 r/m’ 92% A4 nayka (500 n.) 65,00p.
15 |LUX COPY AscTpus 80 /M’ 95% A3 nayka (500 n.) 190,00p.
16 |LUX COPY AscTpusi 80 r/m? 95% A4 nayka (500 n.) 95,00p.
17 |LOMOND CoPY Cnosakus 80 r/im’ 97% A3 nayka (500 n.) 203,50p.
18 [LOMOND ULTRA Cnosakus 80 r/m’ 98% A4 nauka (500 n.) 115,00p.
19 |LOMOND COPY CnoBakvs 80 r/m? 97% A4 nayka (500 n.) 112,00p.
20 [LOMOND BUSINESS Cnosakus 80 r/im’ 95% A4 nauka (500 n.) 105,00p.
21 |LOMOND OFFICE Cnosakusi 80 r/m’ 94% A4 nayka (500 n.) 93,00p.
22 |KYM LUX DuHNAHanA 80 r/m? 96% A3 nayka (500 n.) 198,00p.
23 [KYM LUX DuHNAHANS 80 r/m? 96% A4 nayka (500 n.) 94,00p.
24 |DATA COPY Lseuus 80 r/m? 97% A4 nayka (500 n1.) 120,00p.
25 [CANON CoPY DPuHNAHANS 80 r/im’ 96% A4 nayka (500 n.) 120,00p.
26 [BALLET CLASSIC Poccusa 80 r/m? 96% A4 nayka (500 n1.) 95,00p.
27 |AMICUS PROFESSIONAL |®uHnsHans 75 rim? 96% A4 nayka (500 n.) 94,00p.

Puc. 2.2. Pabounit nuct «bymaza»

st coptupoBku uMHpOpMaMK cleAyeT CHavajaa BBLICTUTH J0OYI0 sueiiky BHyTpu BJl, a 3atem
BbIOpaTh KoMaHay /[anuviel Copmupos-ka.... OTkpoercs auanoroBoe okHo Copmuposka (puc. 2.3).
Excel 6yner BbiOMpaTh siueiiku BO BCEX HANpaBJICHUSX OT BHIOPAHHOM, MOKa HE OOHAPYKUT MYCTYIO
CTPOKY WJIU CTOJIOEII.

4| lofiasuTh yposeHs ” X ¥nanuTs yposeHs ” 53 KonuposaTh yposeHs H [ DapaMeTpbl. .. ] [] Mou parrsie conepar 3aronosiu
Cronbeu CopTuposka Mopsagnok
CopTiposaTe Mo | Cronfen H W | | 3HaueHus % | |Mo BospacTaHuio ~
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Puc. 2.3. lmanoroBoe okHo Copmuposka

[Tpu pabote B nuanoroBoM okHe Copmupoeka MOXHO MPOU3BOAUTH COPTUPOBKY IO HECKOJIBKHM
YPOBHSM. 3alMCH MOTYT OBITh OTCOPTHPOBAHBI 710 8o3pacmanuto (A — S u 1-100) wim mo yObIBaHUIO
(A1 — A u 100-1). B mone Copmuposams no Hy*KHO BBECTH WJIN BBIOpPATh B PACKPHIBAIOIIEMCSI CITUCKE
UM TI0JIs1, TI0 KOTOPOMY JIOJDKHA TPOMCXOJUTH copTUpoBKa. B mone Copmuposka cnemyet BbIOpaTh
YCIIOBUE COPTHPOBKU (3HaueHue, ysem syeliku M T. A.). B mone Ilopsdox onpenensiercst crnocod cop-
TUPOBKU (10 603pacmanuro, no yovleanuro Wi Hacmpaugaemviil cnucox). [Ipu HeoOXoaAMMOCTH MOX-
HO J00aBIIATh M YAAJISATh YPOBHH_COPTHUPOBKHU CTONOIOB. [locie ykazaHus Bcex mapameTpoB COpPTH-
POBKHU HYKHO Ha)KaTh Ha KHOIIKY @? 9T00BI OTCOPTHPOBATH B/l B COOTBETCTBHHM C 33JaHHBIMH YCIIO-
BUSIMH.

MOoxKHO OTCOPTUPOBATH b/l c IIOMOLIBIO KHOIIOK COPTUPOBKHU
Ha JieHTe. [ 3Toro BeIOMpaercs suelika B CTONOIE, 0 KOTOPOMY HaJ0 NMPOU3BECTH COPTH-
POBKY, IIPOM3BOJUTCS IIETYOK IO OJHOM M3 yKa3aHHBIX KHONOK. /[aHHBIN ynpoleHHbIH cr1ocod cop-
THUPOBKH UMEET OJIMH HepocTaTok: Excel He mpoBepsieT npaBuiIbHOCTH BhIOOpa siueek B b/,

3aoanue 2.26

1. Cozoaiime pabouuii nucm Bymaea (cm. puc. 2.2), cooepocawuti BJ] Excel. Beeoume 3azonoexu
u Haonucu, 3aoaiime coomeemcmeyrwee opmamuposanue. Paccuumatime yeny 6 cmonbye om
50 wm. co ckuoxoii 6 3 % om yenwl, ykazanuou 6 cmoaoye 1 wm.

2. [Iposedume copmuposKy OaHHbIX MO aANpasumy no 2pynnam ¢ nomMoublo KOMAHObl MEHH.
Hanpumep, 6 cnucke Copmuposams NO: duanoeosoeo okna Copmuposka evibepume Ilpouss-6o (no
803PACMAHUIO), HAdNCMUME KHONKY , 3amem @ cnucke Copmuposams NO 8b10epu-
me none Haumenosanue (no yowvieanuio), 0obagvme HOBbIL YPOBEHb COPMUPOSKU U nole Buo (no
yowisanuio). [lonpobyiime nposecmu copmuposKy no Opyeum 3Ha4eHusm nojei u 8 Opy2oi nociedo-
8amMenbHOCIUL.

3. Ilposeoume copmuposky no cmonrbyam I[lnomnocmo, benusna u Llena ¢ nomowbio KHONoOK na-
Henu UHCMPYMEHMO8 KAaK N0 803PACMAHUIO, MAK U N0 YObI8AHUIO.

2.8.2. ®unprpanus 6a3el naHHbIX. Co3manue
HOJIMHOKECTBA

WHoraa npeamoyturenbiee pabotarh ¢ OrpaHHYeHHOM rpymnoit 3amuceit B BJI. UroObl BbIOpaTh
3aIHCH, YIOBJIECTBOPSIOIINE OMPEACICHHOMY YCIOBHIO, U BPEMEHHO CKPBITh BCE OCTAbHbBIC, UCIIONb-
3yercst pUIbTP, HACTpaMBasi KOTOPBIA BBOASAT CIEIMANbHOE yCloBUe GuiabTpaimu. J[is ocyiiecTBie-
HUs (GUIBTPALlMK  CIIEAYeT BBIACIUTH 3arofioBkd croj0moB B/l W BBIMOMHUTH KOMaHIy Jlaw-
notel Qunomp. EXcel cozmact ciucok ycnoBuil GUIBTpALMU AT KAXKIO0TO 1MoJis. YTOOBI MOMyYUTh 10-
CTYIl K CIIKCKY, HY)KHO LIEIKHYTh 0 PACKPBIBAIOIICH KHOIKE, KOTOpAsk MOSBISICTCS PSIIOM C IMEHEM
TIOJIS.

[pu ucmonp3oBaHUU (PUIIBTPA BCE 3aIlUCH, HE BXOSIIME B IMOJMHOXECTBO, CKPBIBAIOTCA. YHCIO
oOHapy»KEeHHBIX 3amuceil U obmiee yncio 3anuceid B B[ oroOpaxkarorcst B cTpoke coctosiaus. Kaxnas
3alKCh COXPAHSIET UCXOHBIA HOMep CTPOKU. HoMepa OT(HIBTPOBAHHBIX 3alKCel BBIICICHBI CHHUM
1BeTOM. PackpbiBarolasi CTpesika Uil YCIOBUS (DHIBTPAIMK TAaK)Ke UMEET CHHHUIl 1BET, KOTOPBIH
03HAYaeT, YTO ITO I0JIe B HACTOALIEE BPeMsl HCIOb3yeTcs i Gunbrpaimu b1, [ponsBoauts ¢uiib-
TPAIXI0 MOXHO 10 HECKOJBKUM ToJsiM. YTOOBI BHOBH 0TOOpa3uTh Beto BJI, cieayer BbIOpaTh MyHKT
Bce B xauecTBe KpuTepus QUIbTpa BO BceX Noisix. s oTKiIOYeHHs (HUIbTpa HAI0 CHOBA BHIOPATh
KoMaHny /lannviel Qunomp.

CyIIeCTBYIOT CUTYallMH, KOrJa HEOOXOMUMO CO3/aTh WM PACIpPOCTPAHUTh MOAMHOXKECTBO B/I.
HamHoro mporie pabotath ¢ 0a30if MEHBILETO pa3Mepa, KOTOpask COACPKHUT TOIBKO HY)KHbIC 3aMUCH.
JIi1st 3TOTO ClieayeT CKOonupoBarh oThuiIbTpoBaHHy0 B/l B Oyhep oOMeHa U BCTaBUTh €€ B HOBOE Me-
cro nrboro pabodero nucTa, 4ToObI co31aTh HOBYIO BJI, comepikaiiyro TOIbKO 3amucH U3 OT(UIb-
TPOBaHHOTO TTOJIMHOKECTBA.

3aoanue 2.27

1. Cocmasbme cnucox poccutickux mapoxk oymazu, omcopmupytime ux no Ha38aHusAM. Jis 3mozo
cozoaiime cnucox ycaosuil unempayuu u 6 noie Ilpouszs-6o evibepume ycnosue Poccus. Copmu-
POBKY NO HA36AHUAM Npogedume 8 coomeemcemeuu ¢ n. 3 3aoanus 2.26. Cozoatime Ha HO8OM pabo-
yem aucme ¢ umenem 3aoanue 2.27.1 6a3y 0anHbIX U3 OMPBUILIMPOBAHHOSO NOOMHONCECEA.

2. Cocmagbme cnucok decsimu Haubolee 00po2ux MApox Oymacu, omcopmupytime ux no Cmou-
mocmu 6 nopsoke gozpacmanus. Cozoatime Ha HOBOM pabouem aucme ¢ umerem 3adanue 2.27.2 b6a-
3y OAHHBIX U3 OMPUTLMPOBAHHOSO NOOMHONCECTEA.
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3. Cocmasbme cnucox poccuticKux u PUHCKUX Mapok oymaeu, omcopmupyime 0aHHble no NPou3-
gooumensim, no Haumenosanuro. /s amoeo 6 none Ilpouss-6o evibepume yciosue Poccusi u Qun-
nsHous. Cozoaiime Ha HOBoM pabouem aucme ¢ umenem 3adanue 2.27.3 6a3y OaHHbIX U3 om@uib-
MPOBAHHO20 NOOMHONCECMEA.

2.8.3. [logcyeTr mpoOMEXYTOUYHBIX HTOTOB

MO>KHO BBIYMCIIUTH TPOMEKYTOUHBIE UTOTH HA ocHOBE J1t00oro nosst b/I. TIpomexxyTounsiit uTor —
3TO He 00s13aTenbHO cymMMa. OH MOXKET MPEACTaBIATh CO00M cpeqHee 3HaUeHUE, KOJIMYEeCTBO, MUHH-
MyM, MAaKCUMYM HJIM JIPYTYIO CTaTHCTUYECKYIO BenuuuHy. [Ipexae Bcero HE0OXOAUMO OTCOPTHPO-
BaTh b/[ mo monto, Ha OCHOBE KOTOPOro OyIyT MPOBOAMTHCS BBIYUCIICHHUA. 3aTeM BbIOpaTh JHO0YIO
sueiiky BJl u 3amate komauny Jauuvieldmocu.... OTKPOETCS AMAIOrOBOE OKHO [Ipomedicymoutvle
umozu.

B none Ilpu xascoom usmenenuu 6: ciaenyer yka3aTh I0Jie, 10 KOTOPOMY IIPOU3BEACHA COPTUPOB-
ka bJl. Ecnu BeIOpaTh HE OTCOPTUPOBAHHOE I0JIE, MOIYYUTCS Macca MPOMEXYTOUYHBIX UTOTOB (MHTeE-
pecHo, HO OeccMbiciieHHO). Jlamee HYKHO BBIOpaTh TUI MPOMEXKYTOUHOTO UTOra u3 crnucka Onepa-
yus; B cnucke /Jobasums umoau no: OTMETUTH BCE MOJISA, 10 KOTOPBIM JIOJKHBI BRIYUCISTHCS MPOMe-
JKYTOYHbIE UTOTH. MOXHO MOJBECTH HTOTH MO HECKOJIbKHUM IOJIIM OJHOBPEMEHHO, HO HPU 3TOM
JOJI’KHA UCIIOJIb30BaThCs O/IHA U Ta K€ QYHKITHS.

Ecnu npomexxyTouHble HTOTH MOJACYUTHIBATINCH PaHee U TeNepb HAJ0 3aMEHUTh CTapblii Habop Ha
HOBBIN, HEOOXOIMMO YCTaHOBUTH (IIakoK 3amenums mexkyuue umoeu. Eciu HYKHO, YTOOBI MOSIBU-
auch 00a Habopa UTOroB (HAIpHUMEP, CYMMBI M CPEIHHE), CIEAYEeT CHITh 3TOT (IaKOK. YCTaHOBKa
bnaxka Mmoeu noo oannvimu TO3BOJIAECT HoaBectn obmue utoru moja Bce BJI. Ilocne BBOma MH-

Q)OpMaHI/II/I HYXXHO INCJIKHYTH IO KHOIIKE @ I UX I[O6aBJ'IeHI/I$I, a U YOJaJICHUS IIPOMEXK YHBIX
HUTOI'OB CHOBA OTKPLITh AXMAJIOTOBOC OKHO Hpomeofcymoqﬂble umocu 1 HaXXaTb HAa KHOIIKY

3aoanue 2.28

1. Paccuumaiime cpednee 3nauenue yeuvl Oymazu no npou3eooumensim 0is 6a3vl OAHHbIX, NOLY-
YeHHOU 6 pe3ynibmame 8blnoaHeHus n. 3 3a0anus 2.27. J{na smoeo 8 ouanoeosom okue lIpomesrcymou-
Hule umoeu 6 none Ilpu kasxcoom usmenenuu 8: vioepume Ilpouss-6o, 6 none Onepayus — Cpeonee, 6
none Jobasums umoaeu 6: — 1 wm. u om 50 wm. Ycmanogume ¢hnasicku 6 nonsix 3amenums mexyujue
umoeu u Mmoau noo 0auHuIMU, WeaKHume no KHONKe

2. Paccuumatime Konuuecmeo 3HA4eHull HAUMeHOB8aHull dymazu 0ns obwetll 6azvl Oanuwix. [[is
9mo2o omcopmupytime 6a3y OGHHLIX 8 cOOmeemcmeuu ¢ n. 2 3adanus 2.27 cHA4ana no HaUMeHo8a-
HUIO, 3amem no 8udy U 8 NocieoH ouepedsb no opmamy. B ouanoecosom oxue Ilpomescymounvie
umoeau 8vibepume coomeemcmayouue noJs.

KOHTPOJIBHBIE BOITPOCHI

1. Honsamue 6azwt dannwvix. [lpeocmasnenue 6asvl dannvix 6 Excel. IMToas u 3anucu.
2. gpaeuﬂa CO30aHUS 6a3bl annvix 6 Excel.

2 npoee eHue u CNOCOObL COPMUPOBKU OA3bL OAHHBIX.

5. 1)

08eodenue purbmpayuu 6azvl OAHHbBIX.
ocuenm npoMedCYmoOYHbIX UNMO208.

KOHTPOJIbHAA PABOTA

3ananue 1. JlaHHas >neKTpoHHAs TaOIUIIA peAHa3HAYeHa [T BEIYMCIICHUS 3apa0OTHOM IJIaThl ¢ y4e-
TOM TIOJTIOXOIHOTO Haytora, oturicienni B [lencronnstit porn PO, craxxa paboThL.

L alB]l ¢ [pJe|Flefuli]i] k|
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Yikun| BL[| Umxenep | 0 | 120 | 22
[leTpoB| KO | Dxono- 3 140 | 20
MHCT
Koma- |BO|Wucnex- | 3 | 130 | 19
DOB TOD
Jlvn- [KO|DxoHo- 4 1150 15
KHH MHCT
Jlorrv- |BL[| Hawams- | 10 | 180 | 22
OB HHK
Hocos [KO|IInorpam- | 5 | 150 | 22
MHCT
['on- (BL[|IIporpam- | 7 [ 170 | 21
KITH MHCT
Kpotos{KO| OxoHo- 2 135 19
MHCT
Kom- (BO|Hawams- | 4 | 160 | 20
KIH HHK
Makos [BO| Umxenep | 8 | 150 | 22

PacuerHnbie naHHbIe Hrorosrle ssuenku

Nwma HasBanue cronOna Nwms Ha3Banue stueiiku
cToJI0na STYen-
KH

G  |Hauucnennas 3apa- J16 (CymMma Bcex UTOTOBBIX
0OTHAd 1IaTa, Pyo.

H [[lomoxoauslit HaJIOT, J17 |Cpennsis 3apaboTHas
pYoO. [iaTa, pyo.

| OtuncneHus B llen- J18 [MunumainbHas 3apa-
cHOHHBINA hoHa PD 0oTHAas 1IaTa, P

J  |Cymma k BblIaue, pyo. J19 |Cpennuil crax coTpyn-

HUKOB

K  |Cymma Kk BbL gaqe py6. J20 [MakcumanbHas — 3apa-
(n U CTa)ke 0OJIbINE 3 OOTHas IIaTta COTPY/I-
JIeT 3apaboTHas TaTa HUKa, PYO.
yMHO)KaeTCH
Ha 1,

[ToctpoiiTe rucrorpamMmy 3apaOOTHON IJIAThl KaKIOTO COTPYIHUKA C HAKOIUIEHWEM B BHJE IHUpa-
mua. B obnactu auarpaMMel BBEIUTE 3aroj0BOK, 3HAYE€HUs, OCh 3HAUEHUH IpU 3TOM yOepute. 3aauBKa
o0JacTu AuarpaMMbl — rpaJIM€HTHAsI ¢ TIOMOILBIO 3arOTOBKHU (M€e/lb, IMaroHaibHas).

3ananue 2. ChopMupyiiTe CIMCOK Mara3uHoOB, /Ul KOTOPBIX U3BECTHBI 00BEMBI TOBApOOOOPOTA 3a
neTHue Mecsubl Tekymiero roaa (10-60 teic. py6./mec.).

Ornpenenure cyMMapHbId 00b€M TOBAPOOOOPOTA ISl KAXKJAOTO0 Mara3uHa 3a JIETHUW MEPUOJ U €ro
cpeaHeMecsiUHOe 3HaueHue. Paccunraiite 105110 ydyacTusi KaXJI0ro MpearnpusaTHs B CyMMapHOM 00be-
M€ TOBapOOOOpOTa BCEX Mara3mHoOB (B MPOIEHTAX).

3amanne 3. Cdopmupyiite Cnucok pabOTHUIl ¢ YyKazaHueM ¢GaMUIUN, KOJWYECTBA JETeH-
wxauBeHieB (ot 0 10 3 yer) y Kaxxa0i U3 pabOTHHII.

PaccuuTaiite cymmy nomiiaT Ha 0JHOrO peOeHKa U BCeX JIeTeil B ceMbe Ka)KJoi pabOTHHULIBI U 00-
IIyI0 CYyMMY JUIsI BCeX PaOOTHUI, YYUTHIBAs, YTO JOIIATa MPOU3BOIUTCS IO CIEAYIONIEH CHCTeMe:
npu onHoM pedenke — 300 py0., mpu 1ByX u 601ee aersx — 250 py0. Ha kaxaoro pedenka. Onpene-
JWTe cpeaHeapuMeTHIecKoe 3HaYeHNE TOTUIAThl Ha OJTHOTO PeOeHKa.

[Ipumedanue. [Iyig BEIIOTHEHUS 3TOTO U CIEAYIOUIETO 33JaHUI HY>KHO HCIIOJIb30BaTh (P YHKIUIO:
ECJIU (svipasicenue; 3nauenue eciu_0a, 3HAYeHUe eciu_Hem), TIE 8blpadicenue — JOTHYEeCKOe
BbIpakKeHHE (B HUX MOTYT MCIIOJIb30BAThCS 3HAKU =, >, <, >=, <=); 3HQueHue eciu — 0a — 3Haue-
HUE, YCTAaHABIMBAEMOE, €CIIN YCIOBUS BBIPAKEHHUS BI)IHOJ'IHSIIOTC?I 3HaueHue _eciu_Hem — yCTaHAaB-
JMBa-€eMO€ B NMPOTUBHOM ciiydae. Hampumep, mycTh B suelike B3 sammcana Gynxuus =ECJIH
(A5>120; A6+20; 400). Torma mocie 3aBepiieHus: BBojga GyHkmuu B B3 Oymer oToOpaxkaThcs
YHCII0, PaBHOE YBEIHMUEHHOMY Ha 20 colep)XKUMOMY SUeHKU A6, ecinu 4ucio B siueiike A6 Oounblie
120, nnu (B mpoTUBHOM ciyyae) OyneT BhIBoguThCs uncio 400.
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3ananue 4. Chopmupyiite CMCOK KIMEHTOB OaHKa, apeHAYIOIIUX cei(bl, ¢ yKa3aHHEM CPOKOB
apenns! (ot 10 no 80 nueit).

Omnpeznenure CTOMMOCTb apeH/IBI IS KaXKJI0TO KJIMEHTa ¢ yuyeToM cieayrouux tapudos: 1o 30
nueit — 20 py6./cyt, ot 30 mo 60 nueir — 15 py06./cyT u cBeime 60 nHeit — 12 py6./cyT. Paccuu-
TaiiTe o0IIyI0 CyMMY apeH bl ISl BCEX COTPYIHHUKOB.

3ananue 5. YcnoBUA 3aJjaHus IPECTaBIICHbI B TabnuIe. B sueiiku co 3Be3noukamul BBeauTe Gop-
MYVJIbL JUISI pacueTa.

@®.1.0. Otpabo- | KBanudukauu- | KTY | Hauncneno
TaHHBIC | OHHBIN KOA(Du-
JTHH IUCHT

ApryHOB 20 6 * *
AR
[pymivH 22 4 * *
'Y
Pernun P.P. 12 5)
Jlykos JI.JI. 21 2

NTOI'O
CyMMma 10xoj1a ‘ 2 000 pyO®.

I[Tpumeuanue. KTY = OT€736OTaHHI)Ie nan x Keamudukanuonusiii ko3ddunuent; Hauncneno
= Cymma goxomaa x KTY / 2 KTV.

3ananue 6. ChopMupyiTe CIUCOK CTYIACHTOB C yKa3aHHeM (paMHIUN U pPe3ydbTaTOB CladyH Tpex
9K3aMeHOB (o1eHKH 5, 4, 3 win 2). bazoBas crunenaus pasaa 1 000 py0., HajgbaBKa MpH crade dK3a-
MEHOB Ha «XOPOLIO» U «OTJIIMYHO» cocTaBisieT 25 %, HagbaBka mpu clade TOJBKO Ha «OTIHYHO» —
50 %.

PaccuuTaiite ai1st KaXKI0TO CTyIEHTa pa3Mep ero CTUIieHauu. [Ipu HeyI0BIeTBOPUTEILHON OIICHKE
CTHIICH/IHS HE Ha3HAYaeTCsl.

77



3. CUCTEMA VIIPABJIEHNA BA3AMU JAHHBIX ACCESS

JIABOPATOPHA PABOTA Nel0

3.1. HABHAYEHMUE, 3AT'PY3KA
N OCHOBHBIE ITOHATUA ACCESS

CrpeMuTeNbHBI pocT 00beMa MH(OPMAIIMOHHBIX PECYpPCOB CTaj CIIEJICTBHEM HCIIOJIB30BAaHUS B
WH(POPMAIIMOHHBIX TEXHOJIOTHIX HOBBIX CPEICTB 00padoTKu nHpopMmanuu. K HUM B mIepByIO o4epeb
OTHOCSTCSI CUCTEMbI 00pa0OTKU CTPYKTYPHPOBAHHBIX JAHHBIX, HauOoyiee yIo0HOW cpelu KOTOPHIX,
UMEIOIIEH CaMblif OOTaThlii HHCTPYMEHTAPHUI HA CETOHSIIHUMN JICHb BBICTYIIAET CUCTEMA YIIPABJICHUS
6a3zamu nannbix (CYBJI) Access.

Ha3naueHuneM 3Toii MporpaMMBbl SIBJSIFOTCS co3anue (paiiioB 0a3 JaHHBIX, UX COPTHPOBKA, JOMOJI-
HEHHe, 00paboTKa YHCIIOBBIX M CHUMBOJIBHBIX JAHHBIX, BEIOOPKA MAHHBIX IO ONPEICICHHOMY YCIIO-
BUIO, TIOUCK JIAaHHBIX, YIOBIECTBOPSIONINX 3aJaHHOMY YCJIOBHIO, U T. JI.

baza maHHBIX ACCESS COCTOMT W3 TaOJUI, KOTOPHIC BKJIIOYAIOT JAHHBIC W BCE MPUIIATAIONIUECS
00BEKTHI, TAKHE KaK 3alPOChl, (OPMBI, OTUETHI, MAKPOCHI, MOIYJIU, HCIIOJIb3YEMbIE JUIsSl YIPABICHUS
nanabiMHa. Komrekce nporpamm CYBJ] ACCeSS 1mo3BoJIIET HE TOJBKO XPAHUTH OOJIBIIME MacCHUBBI
JIAHHBIX, HO ¥ 00pabaThIBaTh UX, IPEJCTABIASA B YIOOHOM JUIS IIOJIb30BaTElICH BUJIC.

CYBJ1 Microsoft Access Office — 32-paspsimHasi cuctema yIpaBJIeHHS PENAIHOHHBIMUA Oa3aMu
JIAHHBIX HOBOTO TOKOJICHHUs, paboTaromiast B cpene Windows. ACCeSS sBIISETCS TPUIOKCHUEM, a T10-
ckoibky 1 Windows, u Access paspabotansl oaHo# Gupmoit (Microsoft), onu xopoiio B3aumoei-
ctBytot apyr ¢ apyrom. CYB]J] Access paboraer moj ympasiaerueM Windows; Takum o6pa3zom, Bce
npeumyiiectsa Windows moctymsbl B ACCESS, HapuMep, MOKHO BbIpe3aTh, KOMMPOBATh M BCTABUTh
JaHHbIEe U3 Jr00o0ro npuioxenus Windows B mpuinokenne ACCESS 1 HA000POT.

B cnpaBounoii cucreme CYBJl Access mpencraBieHa kpartkas uHdopmarms o0 3TOH mporpamme.
bnaronapst 6a3aM JaHHBIX MOXXKHO HAaKarlIMBaTh M CTPYKTYPUPOBATh PA3IUYHYIO MHPOPMALHUIO, HC-
KaTh U COPTUPOBATh OOBEKTHI B COOTBETCTBUH C BHIOPAHHBIMH (JIUOO 3apaHee 3a/laHHBIMU) KPUTEPH-
SIMH, CO3JIaBaTh ()OPMBI JJIsi BBOJIA TAaHHBIX, & TAK)KE T€HEPUPOBATh HA OCHOBAHUHM MMEIOIIUXCS 3aIlu-
cell u3bpICKaHHO 0(hOPMIICHHBIC OTUeTHI | T. 1. OOmwMii B 0a3bl JAHHBIX MPUBEACH Ha puc. 3.1.

ITagens 6pictporo  Komangnsie 3 Kuonku
aroJIoBOK UCIIQIHEHHUS

N JSIRESIRRY Databasel : 6asa aaHHbix (Act ess 2007 - 2010) - wficro. o B =
ThasHas Cospanme Hntnmnt;umi @
5 [©Asmauspems =
AB 12 E—Q & Normuecknii * Li’l/
Texer Yucno Jenexcbiit ABAUTE Nposepxa
i Apyrwe nons ~ v
i [o6asnenme v yaanerue Ceoricrsa posepka nona
Bce 0B exThi Access ERIEET . e . S 5
[Fouex-. 10 Koa - | WenkHume 0nA do6aeneHus -
Tabnnuy = |* (Ne)
3 u:&‘un
Bxazika Pa6ouast
Daiin 061acTh
[Tonocer
A ITocnenoBaTensHOE IEpeMe- IIPOKPYTKH >
MIECHHE TI0 3aIUCAM
3anmcs: ¢ 1us1 » § Her gunsrpa | Monc \L —|
Pexum s A | NumLock |(@]% ]
/
Oo6acTh
DunsTp Crpoxka noucka

HaBUTallUH
Puc. 3.1. Pabounii sxpan Access 2010

Oxkno CYBJ] Access umeeT mecTh OCHOBHBIX 00J1acTe:

— 3ar0JIOBOK, 0TOOpa)kaeMblil BBEPXY IKpaHa;

— MaHeNb OBICTPOTro JOCTyMA ¢ HanboJiee YacTo UCIOJIb3yeMbIMH KHOIIKAMH;

— JIGHTY ¢ HaOOPOM BKJIAJIOK;

— BKIaAKy Daiin, 3amenuBinyro Bkiaaaky Office uz sepcun 2007;

— obsacTh 6a3bl JaHHBIX, KOTOpasi BKIOYaeT B ce0s pabouyro 001acTh Ui BBOJA U PEIaKTUPOBA-
HUS UH(pOpMAaIK, 00JIaCTh Ha-BUTAIUH;

— CTPOKY COCTOSIHUSI, B KOTOPOIl 0TOOpaxaroTcs (ClieBa HalpaBo): KHOMKH IOCJIEA0BATEILHOTO T1e-
pEeMeIIeHNUs 110 3aMuCsIM; KHOIMKA, YKa3bIBalollas Ha Haluuue GpuibTpa; CTpoka moucka; pexxum Num
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Lock; momockl mpoKpyTKH, KHOIKU HEPEKIIIOYCHUsI PeXKUMOB pabOThI ¢ JOKYMEHTOM IpocMoTpa (pe-
YKUM TaOJIHIIBI, PEKUM KOHCTPYKTOPA).

Jns 3arpy3ku CYBJl ACCESS MOXKHO HCIIONIB30BaTh JIIOOYIO MporpamMmy padoTsl ¢ ¢aitioBoi cu-
cremoit (I/Iposoonux, Motii komnviomep W Ap.), a TaKKe SAPIBIK Ha paboueM cTosie WM MeHI0 [1ycK.
[Tocne 3arpy3ku Ha SKpaHe MOSIBJIACTCS MpHIoKeHre ACCeSS (cM. puc. 3.1).

B BepxHel yacTu OKHa porpaMMsbl pacrosaraercs JieHTa (puc. 3.2), 3aMeHUBLIasi MEHIO U [TaHEIH
MHCTPYMEHTOB MpeaplAynux Bepcuil. Habopel koMaH Ha JIeHTE MPECTaBICHHBI B BUe BKIaa0K. Ko-
MaHJIbl Ha BKJIAJKaXx OOBEIMHEHBI B TPYMIBI 10 THUIYy OCYIIECTBIISIEMBIX OMEpalyii; A JOCTyna K
HUM JOCTAaTOYHO IIEJIKHYTh Ha 3arojOBKE MBIIIKOW. BKiajku Ha JEeHTE yMOpsAA0YEeHbI COTJIACHO MO-
CJIEZIOBATENILHOCTH 3a/1a4, KOTOPbIE BHIMOIHAIOTCS Ha Pa3HBIX ATArax CO3AaHus 10-KyMEHTA.

[pu BeIOOpE KOHTEKCTHOH BKIanku QDaiin oTkpsiBaetcsi okHo Microsoft Office Access 2010 (cm.
puc. 3.2.).

Bocrynmme wabaouu Hoas 6aza aanmbix

B Bowoii

13 13

Hosas Basa garmesx | [ycras se6-6asa
o

Coxpawems
onyBaukosams

Cnpasca ﬁ![ FE :J | 2

23 Napawerpu i Kowrawr Bonpocu u 3agas

=

6 owon and Settng:\Dept Jnform\Mon

Puc. 3.2. Kourekcraas Bxiraaka Qaiin

B nenTpanbHo# 0071aCTH OKHA JAHHOW BKJIAJKU HAXOJATCS IIECTh PA3IUYHBIX Pa3/CiIOB:

1) Hoeas 6aza darmpix —MCTIONB3YETCS MPH CO3IaHUKM HOBOM 0a3bl;

2) Ilycmas 6e6-6a3a OanHbiX — IPUMEHSETCS TIPU CO3IAaHUU 0a3bl JIaHHBIX, ONITUMHU3UPOBAHHOM JIJIsI
HHurepHera;

3) Iocneonue wiabnonvl — NCTONB3YETCs, €CITU MOBTOPSAETCS OMBIT CO3/IaHMsI 0a3bl TAaHHBIX HAa OCHOBE
ra0JIoHa;

4) Obpasywi wabnoHoé — BEIOUPAETCs, €CIIA Co3/1aeTcst 0a3a JaHHBIX HAa OCHOBE paHee CO3JIaHHBIX
0a3 IaHHBIX, KOTOPBIE XPAHATCS HA TUCKE JIOKAILHOTO KOMIBIOTEpA, MO3TOMY HOIKIIOUeHus K 1H-
TEpHETY He TpeOyeTcs;

5) Mou wiabnomnwi — coOpaHbl MIA0IOHBI, KOTOPBIE SBJISIOTCS COOCTBEHHBIMH paHee CO3JaHHBIMH Oa-
3amu. Eciim Office 2010 ycraHOBIIEH TOJIBKO UTO, 3Ta KATETOPHS MTYCTa;

6) Illabnonw Office.com — ocyIecTBIsIeTCs TIOMCK I1a0JIOHOB C MOMOIIIBI0 ceTh VHTepHET.

B xoHTekcTHOM BKIIazKe [ 1a6Has TpeNcTaBlIeHbl OCHOBHBIE KOMAH/IbI — MIOUCK, (DMIBTpamus, Cop-
TUPOBKa, paboTa C 3alUCsIMH TaOIHIl, BIOOP MPEAOCTaBICHMSI JaHHBIX, onepaluu ¢ Oypepom oOMeHa
U HacTpoiika napameTpoB mpudTta (puc. 3.3).

fnaewas | Cospanme  BHewnwe gaWMeie  PaGoTa c6asammAanbex | Mons  Ta6nuua

| % Bupezats y Aln

= Cosaare X }) Yac
e [ Gt
-

Pwuc. 3.3. Briagka [ nasuas nporpammber Access 2010

KontekctHas Bkiagka CozdaHnue CONEPKUT KOMaHJbI, O0OECIEUMBAIOLIME CO3/JaHHE OCHOBHBIX
CTPYKTYPHBIX 3JI€MEHTOB 0a3bl JaHHBIX — I11a0JIOHOB, Ta0uull, GOpM, OTYETOB U 3ampocoB. OHa ABIS-
€TCs1 OTIPEIETISIONIEH B MPOIIECCE CO3/TaHMS OCHOBHBIX KOMIIOHEHTOB 0a3bl JaHHBIX (pHC. 3.4).

Tnawan | Copawne | BewnWegawwee  PaBora cBasawm pawhex | Mona  Taéauua

;j E E E @ @ E. :l =] Macrep popu § ] BMacepomeron ) o
am —— — 5 i N
=] == =] =|ssmma o = B Haneibon ]
Yact Taénnya Konerpykrop  Crinacn Macrep Kowcrpywrap | Gopma Koncrpyktop Mycras Otuer Koncrpyirop Myero Makpoc
npHaGKeHMs - TabnY | SharsPoint~ | sanpocos  sampocos ®opn opia EAPIHE Gopis - oTeeron  oTaeT -]

Wia6nonts Tabuugi 3anpocu Gopnsi Orversi Makpocsi 1 kog,

Puc. 34. BKJ'Ia,I[I(a C KOMaHJaMH, O6CCHC‘-II/IB8.IOH_II/IMI/I CO3JaHUC
OCHOBHBIX KOMITOHEHTOB 0a3bl JaHHBIX

KomaH/ibl KOHTEKCTHOW BKJIAAKU Brewnue Oanuvie 00ECTIEYMBAIOT UMIOPT-IKCIIOPT JaHHBIX, a
TaK)Ke MO3BOJITIOT OPTraHN30BaTh cOOp MaHHBIX (puc. 3.5).
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rasMas  Cosaamme | Bwewnve qawwbe | PaoTacGazammAaMmex  Mona  Tabauua

—.g 5 ] Texcroseii aiin % = xML-gain (& Access =
(5 @ § ; K| S 3 por w s =

Y2 XML-paiin € Cruaiee & Word
Excel Access 5aza qanmeix oxpanents it B 5 C6op.
ODBC %33 AONOMKUTENSHO * | onepauyit SKcnopTa Gaiin @3 OpaewTs no 3extponroi noute Bl AononHuTensHo * | aanmux~
L

MMnopT M ca:

Puc. 3.5. Bkiaaka ¢ komaH1aMu, IpeIHa3HAYeHHBIMU
JIA OOME€HA BHCUUIHUMU JaHHBIMHU

pT

KonrekctHas Bkiagka Paboma ¢ 6azamu Oannbix 00eCIedUBaeT MOJIEPKKY CO3/IaHHBIX 0a3 JaH-
HBIX! JOCTYII K MakKpocam, 0T06pa)KCHI/Ie-COKpBITI/Ie PA3JINYHBIX 3JICMCHTOB, NCPCMCIICHNUEC JAHHBIX U
npyrue onepauuu (puc. 3.6).

TnasHas Cozpanue BHewHue paHHbIe Pa60Ta ¢ 6a3aMK A3HHEIX MNona Taéauya

o = 2 £H CPeACTEO AOKYMEHTUPOBaHHS 6336l AaHHE: 7 -
% g '! 333 H (24 Cpeacreo aoxymerup. A X@ [T ) 2] s
= . = =) 24 AHanus BHICTPOAEICTENA & ==
CxaTb W BoccTaHosuTs | Visual BENOAHWTS | Cxema 3asMcimocti SQL Basa Aanbix SharePoint | Haactpoiikit

6ay aanHbX Basic MAKpoC | AaHHex Obbextos | (P AMaAWS TaGawu Sever  Access
Cepsuc Makpoc OTHoweHus Ananus Mepeneweie AaHHEIX Haacrpoiikn

Puc. 3.6. Bkiagka ¢ KoMaHgaMH, 00eCIIeUrBaIOIIMMHU
MOJJIEPKKY YXKE€ CO3JJaHHBIX 0a3 TaHHBIX

KonTekcrHas Bkiaaka Paboma ¢ mabauyamu BKIIOYAET 1Be 0ObIYHBIC BKiIAnku: [lons (puc. 3.7) n
Tabauya (puc. 3.8), npenHa3sHauYeHHBIC 11 PAOOTHI C TAOIHIIAMH.

T
nasHas Cozpanme BHewnme AanHbe Pa6oTa ¢ 623aMM AAHHBIX Moas Taéanua o

Ci] Damuepens & fuia =
% 4B 12 [ norwecamit 7 firg

[
Mposepka
pOEaHO v

Pexum | Teker Yucro Aerexnbit

B Aoyruenonay AEKAHPO
Pexcums Ao6asnenue u yaaneune Ceoicrea DOPMATHPOBAHME Mposepka nons

Puc. 3.7. Bkyragka, BKiIrogaroniass KOMaH bl
ISt paOOThI C TIOJISIMU TaOJIUILIBI

| |
FnasHanA CozgaHne BHEWHWE gaHHBEIE PaBoTa c BazamMu JaHHBIX MNonsa TaBnwua

a4 & 8 82 &2 2 L) =8 EF
- = : A E =S
== 5:888]
CEONCTEA Ao Ao MNocne MNocne MNocne MIMeHOEaHHEIR CxemMa 3aEMoiMocTH

TAEAWLEl | M3IMEHEHWA YAINEHWA = BCTAEKW OGHOENSHWA YA3NEHWA Makpoc ™ A3HHEX  0GBEKTOE
CEOCTER Ao coBeITHi Mocne coBEITH MIMEHOEBaHHEIE MAKPOCE CEAZKN

Pwuc. 3.8. Briiagka, onpenenstonias riio0aibHbIE CBOWCTBA
TaOHIIBI 0a3bl JAHHBIX

B mpaBom HmKHEM Yrily pabouyero 3KpaHa HaxOJSATCS KHOMKHU PEeXUMOB mpocMoTpa. C ux momo-
IbI0 MOXKHO TEPEKITIOUUTHCS B PEXKUM KOHCTPYKTOpa JHO0 pexuM Tabiauibl. Takxke MOMEHATh pe-
AKHUM MOXKHO, ILEJIKHYB ITPaBOil KHOMKOM MBIIIM Ha I0Jie TaOJIMIIbI MM BIOpaB HY)KHBINA PEXUM B Jie-
BOM BepxHeM yriy (cM. Tabai. 3.1).

B neBoii yactu pabouero skpaHa HaXOJUTCS 00JIACTh HABUTALUH, TJI€ MPOMCXOIUT 3allyCK Ha BbI-
HOJTHEHHE 00BEKTOB 0a3bl JAHHBIX (TAOJIUI], OTUETOB, GOPM U JIp.) U MOCIEAYIOIIEE YIIpaBIeHUe UMH.
[Ipu oTKpBITHH TIOIB30BATENIEM HOBOM MM cymiecTBytomeil 6a3el B Access 2010 ee 00beKTHI (Tabnu-
1161, JOPMBI, OTUETHI, 3aIPOCHI, MAKPOCHI U JPyTUe) 0TOOpakatoTcsi B 00J1aCTH HAaBUTALIUH.

KOHTPOJIBHBIE BOITPOCHI

1. Cucmema ynpasnenus 6aszamu_dannwix. Mx nasnaueHnue.
2. Ocnoeuwiée oonacmu okna CYBJ/] AcCess. Ux nasunauerue.
3. 3aepysxa npunoxcenus ACCESS.

4. OctiosHule s1emernmopl ACCESS.

9. Haznauenue nenmor CYB/[ ACCESS, ee xnaoxu.

6. Oonacms nasueayuu CYbBJ/] Access. Ee nasnauenue.

3.2. CO3JJAHHUE ®AMJIIA BA3BI
JAHHBIX. PABOTA C TABJIMIJAMUAX
3.2.1. Cozganne 0a3pl JaHHBIX

®aiin 6a3bl TaHHBIX, CO3/IaHHBINA B ACCESS, BKITIOUAET B ce€0s B MEPBYIO OUepe/Ib TaOIHUITY, HA OCHO-
BE KOTOPOU BMOCIEACTBUU MOKHO MOITY4YaTh (DOPMBI, 3aIPOCHI, MAKPOCHI, OTYETHI 1 MOIYJIH.

HoBbrit (haiin 6a3bl JaHHBIX MOYKHO CO3/1aTh, HCIOIB3Ys KoMaHy MeHio Daiiil CozoamslHosas 6a-
3a OaHHbIX TIPU HaYaIbHOM 3arpy3ke ACCESS (cM. puc. 3.2).

[Toce aToro HEOOXOAMMO OTpeAenuTh uMs (paitma 6a3sl TaHHBIX U IUCK, HA KOTOPOM OH OyaeT
coxpaHeH, BeIOpaB koMauay Paiuil Coxpanume 6azy oannvix kax (puc. 3.9). B mosBuBIIeMcs auano-
TOBOM OKHE OYZET MPeIUIoKEHO 3aKPhITh BCE OTKPBIThIC B mpuiiokeHnn Microsoft Access o0beKTh
(puc. 3.10, 3.11). Jlanee crnemyeT MIEIKHYTHh MO KHOIKE mm Ecnm ¢aiin 6a3pl qaHHBIX yXKe

80



CYIIECTBYET, TO €ro UMsi HY)KHO HAMTH MPH NOMOIIN KoMaHbl Paiii/Omxkpsims pU Ha4aIbHOW 3a-
Ipy3Ke U 3arpy3uTh €r0.

m fnagnas  CosganMe  BHewwue AdWmie  Pa6oTac6asammpamMex | Mons  Tabnuua

i copanume

CsegeHua: Database6 -
B Coxpanurs o6ext kax =

CAD its and i AD: db
@) Coxparmrs 6a3y aanHex Kak
25 Ompums
= o OXaTh M BOCCTAHOBUTE.
' 3axpuiTs 6asy aanmbix % [peaoTepatLienme i yCTpanenme npoBaem ¢ Gaiinon Basel AaHHbIX

NPM NOMOLLIM CPEACTES CXATA U EOCCTaHOENENNS.

@) ostabases.accdb CKaTe W BOCCTaHOBMTE

Gasy anne [IDOCHOTP W U3tIeHeEHME CBONCTE a3t AaMHbX
@) patabases.accdb

(@) Databased.accdb

@) Database3.accdd = 3awndposars naponem
3 & Vcnonk3oeanie Napons ANA OrPaHIHEHNA A0CTYNa K 6a3€ AZHHEBIX.

aiinei 8 popmare Microsoft Access 2007 wam Gonee nosaneit eepchi
Sawndpoears GyayT wiudposareca.
naponem
Mocnegune

Puc. 3.9. Coxpanenue 6a3bl TaHHBIX

Microsoft Access

'z Bce oTKpbITbie 06 beKTbl 6bITh PbITbI NEpes, COXp 6asb1 g
.

3aKpbITh BCE OTKPLITHIE B NPUAoXeHnH “Microsoft Access” obbexkTeI?

[ Aa ] [ Het ]

Bbian N1 CBEAEHNA NONE3HbLIMA?.

Puc. 3.10. 3akpsiTHe BCeX OTKPBITHIX OOBEKTOB

Coxpanenne X

e s v @-a xo@E-

S g Nowermre v () g duvee )
HepaBHHe:
AckyHeHTEl

@Cbemhb\ﬁAM(K(E) ! TR

&

Pafiouw cTon

ASKYHEHTEI

@

KomneroTep

&

Cetenos
OKpYREHHE

e hangi [gaza ~]

T oafing: (£33 nanx Microsoft Access e

Puc. 3.11. BeiGop nucka npu coxpaHeHuu 0asbl

Bxnaaka Ceedenus conepkut aBe komanabl Cocams u occmanogums 06a3y 0anuvix U 3awugpo-
eéamwb napoiem (cM. puc. 3.9).
TMocie MmeiTuKa 10 KHOMKe (CaTh 1 BOCCTAHOBRHTE (A3y JAHHKIX OCYILECTBISETCS IPOBEpKa (aiina
0a3bl JaHHBIX HA MTPEIMET BO3MOKHBIX OIMMOOK M €r0 CKAaTHE B IENIIX IKOHOMUU MECTa Ha JINCKE.
Hnst Toro utoOsl 3amudpoBaTh CO3MaHHYIO 0a3y mapojeM, HEOOXOIUMO €€ OTKPBITh B PEXKUME
Monononvro. JI7ia 5TOTO HY)KHO CHauaja 3aKpbITh CO3/IaHHYIO 0a3y JaHHBIX, 3aT€M 3alyCTUTh IPO-
rpammy Access uepe3 mento [lyck/IIpoepammor/Access, BuiOpats BKIaaky Paiii/ Omkpeims. B 1mo-
SIBUBIIIEMCSI TUAJIOTOBOM OKHE CJICyeT HAaWTH W BBIICIUTH CO3JaHHYIO 0a3y JMaHHBIX U B IMPaBOM
HIDKHEH 9acTH BBIMOIHUATE KoMaHxy Omxpoeims/Monononsro. Tlocie 3Toro HE0OX0IUMO MEPEHTH Ha
BKJIAJIKY Daiin u IETKHYTh o KHOITKE
. B mosiBUBIIIEMCSl TMATIOTOBOM OKHE 3adanue napons 6azvl OAHHbLIX MOKHO yCTa-
HOBUTbH apoJib K CO3IaHHON Oaze
(puc. 3.12). o R

=

o
l 2F ompurs ]

=)

2%

rebe o Jananwe napons Bazi AaHHbIX
@) sazaaccdd
@) eazasccan
@) Oatabases.accad Wa | e

@) Dstabasezaccad s 3

Mocneanie
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Puc. 3.12. YcranoBka naposist 6a3bl TaHHBIX

Hanee Hy»HO HacTpouTh pabouyro cpeny Microsoft Office Access 2010.

s 5Toro HeoOXoauMO MepelTH Ha BKIAAKY Dailn U IIEIKHYTh 10 KHOIKE m, rnocie
Yero OTKpOeTcsl nuanoroBoe okHo Ilapamempwur Access. Bkianky [lapamempur ACCESS KelaTenbHO
HACTPOUTH cpasy mocie ycranoBku Microsoft Office Access 2010, 4TOOBI BBIMOIHUTH HadalbHBIE pa-
0oure HaCTPOUKH.

HuanoroBoe okHo [lapamempwul ACCESS COCTOUT U3 HECKOJBKHUX BKJIaA0K. Bkinaaka Obuue BKIIO-
qaeT B ce0s cienyroime napaMerpsl (puc. 3.13).

MapameTpbi Access

( Obupe ]
L OCHOBHBIE NapaMeTpLl 4nA PaBoTkl ¢ Access.
Texyuian 6333 AaHHEIX
Tabnuua
KoHCTpyKTOpH 06bekTos [&] Brawuute gunannyeckuii npocaTp
Beeraa ncnonezosate ClearType
Mpasonucanie
Cruns. n yay noackazku |V
et BKAKUMTE & NOACKAZKN COUETAHNS KAIEMI
Mapamerpsl KamenTa UseToBas czema: Cepebpueras ¥
Hacrpoiika AewTsl e ]
Marens EeicTporo gocryna
e SuaponcAscY Gopmar daiina 10 yMonHaHMI0 318 MyCTOM 6a3hi AaHHs: | Access 2007 v
HaacTpoiik PaBoumi katanor: C:\Documents and Settings\dept_inform\Mou goxymenTe | | ossop...
LLeHTp ynpasnenus BesonacHoTsn MoPSAGK COPTHPOBKN 63k ATHHBIX: YHUBEP(ANbHYI - NPEXHAS BEpCUR v/
Nwunan HacTpoiika Microsoft Office
Wua nonssosarens: |Kadeapa HBC
In KN

=)
Puc. 3.13. lnanorosoe okHo [lapamempor AcCess. Bxinanka Obwue

Onaxok Brarouums ounamuyeckuil npocmMomp yCTaHOBIEH u3HadaibHO. OH MO3BOJISIET YBUICTH
W3MEHEHHE 3HAUCHUS IMapaMeTpa emie 10 ero (PakKTUIeCKOTO BHITOTHEHHUS.

dnaxok Bceeoa ucnonvszosams ClearType ycTaHOBICH 0 yMOT4YaHUIO. PeKOMEHyeTcs He oTMe-
HATH €ro, eciiu ucnoJibdyercs KK-mouurop.

B criucke Cmunv 6cnaviéarowux noockasok: TpeliaraeTcsi BbIOpaTh OJWH W3 TPEX BapUaAHTOB,
OTIPENIeNIIONINX CTHIIb OTOOPaKaeMBIX Ha HKPaHE BCILTBIBAIOIINX MOJCKA30K.

[Tpu ycranoBke duraxka Briarouums 6 NOOCKA3KU COYemanus Kiaguul 0TOOpakatoTcsi KOMOWHAITUH
KJIaBUTI («OBICTPBIC) KIIABUIIIH), IPUMEHSIEMBIC JUISI BBI30BA TEX WJIM MHBIX KOMaH]I.

Criucok []eemosas cxema: IO3BOJSET BHIOUPATh BETOBYIO CXEMY, IPUMEHSIEMYIO TTpH o(opmIie-
HUH JUAJIOTOBBIX OKOH M MeHI0. [1o yMoTuaHuI0 ycTaHaBIMBAETCs cepeOprcTas IIBETOBAs CXeMa.

Cnucox @opmam ¢havina no ymonuanuro 0as nycmou 6azvl OaHHbIX. PEKOMEHIYETCSl OCTaBUTh B
pexume, BbIOpaHHOM 1o ymomdanuto Access 2007, eciu HET poOieM COBMECTUMOCTH.

Cnucok Pabouuti kamanoz: COAEPKUT KaTaJor, B KOTOPOM Pa3MEIIAIOTCs BCE HOBBIE Oa3bl JaH-
HBIX.

Crucok llopsioox copmuposku 6a3bl 0anHbiX: ONPEACIAET MOPSAIO0K COPTHUPOBKHU 3amuceil B 0aze
JTaHHBIX. B OONBIIMHCTBE CllydaeB CleIyeT OCTaBUTh BHIOPAHHBIN MO YMOJTYAHHUIO TIOPSIIOK VHusep-
CANlbHBILL.

B pasznene Jluunas nacmpotixa Microsoft Office MmoxHoO yka3ath GhaMuIniO U HHUIHAIBI TTOJIH30Ba-
TeJsA. DTH CBEACHUS OYyAyT MPUMEHSATHCS IS TOMETKH JJOKYMEHTOB, co3naBaembix B Access 2010.

Ha Bxnangke Texywas 6aza oannvix (puc. 3.14) nuanoroBoro okHa [lapamempur ACCESS ompenens-
IOTCSI TapaMeTpPhI CO37aBaeMbIX 0a3 JaHHBIX.

Paznen Ilapamempur npunosxcenuti coaepxut HabOp mapameTpoB, 00€CTIEUUBAIOIIUX HACTPOUKY
BHOBb CO371aBaeMbIX npuiioxxennit Microsoft Office Access 2010: ompeneneHre 3arojioBKa U 3Ha4Ka
NPUJIOKEHNS, ITAPaMeTPOB OKHA JOKYMEHTa, (popMaTa XpaHEeHHs] pUCYHKOB H JIp.

B paznene Hasueayus onipenemnsitoTcst mapaMmeTpsl oonactu HaBuranuu. Onaxox Obnacme Hasuea-
yuu (YCTAHOBJICH 1O YMOJYaHHUIO) OOeCreunBaeT OTOOpakeHHe 00JIACTH HaBHUTAIlMH B paboyeM OKHE
Access. B Ilapamempax nagueayuu... MOXHO HACTPOUTH COCTaB OOBEKTOB, OTOOPaKaeMbIX B 3TOW 00-
JIacTH, a TaKXKe CIOCOObI PabOThI C HUMHU.

Paznen Ilapamempul nenmul u naneneil uHCMpymMeHmo8 BKIIOYAET B ce0sl ITapaMeTphl JICHT | ITaHe-
neit mactpymento Access 2010.
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TMapame Tpbt Access @)x]
Obume R 2 ~
= = E Napamerpel A1 TexywieR Gazkl ABHHbIX
[ Texywian 6asa panmx ]
Ta6auus Napamerpes npwnomenni
Kenermyeropm ofwasron Saconomex npAcArIN |
Deskdaicons Suasox npwrowenm: | ]
Au ‘

MapaneTpLi oxHa AoKyMeNTa
© Nepexpusanie oxon

$E8EEEO0E

Hasurauma

[Z] ognacts nasmraumm

2

Puc. 3.14. InanoroBoe okHo [lapamempur ACCeSS. Bkianka Texywas 6aza 0anHvix

Paznen Ilapamempor agmosamensvl umen COACPKUT KOMAH]IbI, OMPeIEsIONIIe ClIocoObl aBTO3aMe-
HBI IMEH.

Paznen Ilapamempor asmogurvmpa ons 6a3vl danHbix 00YCIOBIMBAET MapaMeTpbl aBTO(OHUIBTPA,
MPUMEHSIEMOro B 6a3e TaHHBIX.

B paznmene Kewuposanue seb-cuyocovt u mabauy SharePoint ompenensiorcst mapaMeTpbl Kelii-
naMsITH, UCII0JIb3yeMoil BeO-cimy»0bl 1 Tabaun SharePoint.

Ha BKJIaJKE Tabnuya AAJIIOrOBOI'0 OKHa Tapamempuoi Access
(puc. 3.15) HacTpanBaeTcsl BHEITHUI BUJI TaOJIHII, co3aaBaeMbiXx B Access 2010.

MapameTps Access

Obuwme

(3CTPOIKA EHELLIHEro BHAA TaBAL B AcCess.
Texyuian 6aza ganisix

Ta6 miua S pexrul etk u aueex

KOHETpYKTOpbI 0B LeKTOR TuHun ceTin o ymonuaHo
e

no sepTUKaIM

Azbik Odopmnenne CeTkM N0 YMOA4AHMIO
@ o6uuHoe

© npunogratoe

Npasonmcarme

MapameTpbi KMeHTa
Hacrpaiika neHTEI © yromnenroe

Liupuka cro6ua no yonuanme: [2438a
Naneas 6uctporo gocryna P 16ua 10

Hagerpodicn Wit o ymonsaniro

A A s Fasuep
HacoiwenHocrs: | 06bi4HbIi v

[ Neaseprryrsii
O typas

C=J ]

Puc. 3.15. luanorosoe okuo /lapamempwr Access. Bknanka Tabauya

Paznen Oghghexmur cemku u sueex copepKUT KOMAH[IbI, MO3BOJISIFOIIME OTOOPa3UTh (CKPBITh) JIK-
HUU CETKH, U3MEHUTH 33/IaHHYIO 110 YMOJIYaHUIO IIHPUHY CTOJIOLOB, IPUMEHUTH pa3inuHble dpdek-
ThI IIPU OTOOpaKEHNU sSiYeeK Ta0IULbl (AQPEKT «TPEXMEPHOCTHY).

C nomo1pio KOMauabl pasaena [lpugm no ymonuanuio yCTaHaBIMBAIOTCS pa3Mep, LIBET, CBOMCTBA
npu@Ta, UCIOIb3yEMOT0 i1 0POPMIIEHHSI CO3/1aBAEMbIX TAOJIHII.

Ha Bxnaake Kouncmpyxkmopwi o6vexmos (puc. 3.16) onpenensitoTcss OCHOBHBIE TMapaMeTpbl KOH-
CTPYKTOPOB 00BEKTOB Access.

r =
fires ey @)
O6uwme ;3 Vi3MeHenne NapaMeTpos N0 yMONUAHHIO ANA PEXHMA KOHCTPYKTOPA 061 eKTOR 6azbi AaHHEIX. a
‘,gu BONLLUMHCTBO 3THX NAPAMETPOB HIHOPHPYIOTCA B PEXHMAX TABAMLS! W MAKETa,
R Tl
(A | 3
T
s )
[umopraocrommonen ]
TepakeToi oA
bcrmehia e
Kowcrpyetop sanpocos
BHIBOA MMEN TABANL
Haactpoiinm [ Bue nonei
LEHTP yNPaBAEHIA 6E20NSCHOCTEI0 (& pa: 2sTo06BeANHEHME
WpuoT 8 KoneTpyKTope 3anpocos
Wwpuo [segoe Ut =
pnep: [14 9]
Cunraxcone ann SQU Server (ANS192)
[ s7a 6asa ganmux
[ noysonsianmm ana HoBbX 623 AamHbix
KOMCTPYXTOP GOPM 1 OTHeTOB
@ nepeceyenme
© oxsar
Wanon dopwu: [Ommem ]
Wagach oruere. [
[ Beeras ucnonssosare npoLieaypy 06PABOTKM COBMTHR
IpoRPHS SRmEoN s ROETRYATOPS $OA W OTETS 3

Puc. 3.16. lnanorosoe okHo [lapamempor ACCess. Bxiaaka
Koncmpyxmopui 06veximos
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Paznen Koncmpyxkmop mabauy cOnepKUT KOMaH[bI, ONpEIes-Iolue TUIl U pa3Mephl Mmoiei, a
TaK)K€ HEKOTOPBIE IPYTUE MTAPAMETPHI.

B paznene Koncmpykmop 3anpocoé HacTpauBaroTCsl apaMeTpbl KOHCTPYKTOPA 3alIpOCOB.

Taroke, Ipex/Ie 4eM NPUCTYIUTh K CO3JaHHIO HOBOW 0a3bl JaHHBIX, HEOOXOIUMO HACTPOUTH Ia-

Helb OBICTPOro JI0CTyma, KOTopas pac- roJjlaraeTcst clieBa II0J] 3aroJioB-
KoM 1porpammbl (puc. 3.17). Omna Al 9~ -5 BKJIFOYAET TPU KOMaH/bI:
— @auin [Ctrl + S] — coxpanenue co- 3MAHHBIX (MM U3MEHCHHBIX) (aii-

. Puc. 3.17. [Tanens
0B, OBICTPOTO JIOCTYIIA .
— Ommenums [Ctrl + Z] — oTmeHa BBITOJIHEHHOM OIEpaIii;

— Bepnyms [Ctrl + Y] — noBTOpeHME BBINOIHEHHOW OTIEpaIIHH.
JUis HaCTPOMKU COJEPKUMOTO TaHENIN OBICTPOro JOCTyMa HEOOXOAMMO IIEIKHYTH MO JBOMHOM
TpeIIKe, HaXOAsIIEeNcsl B IPaBOM 4acTH NaHeNu, WU Ha BKJIaAKe Dailn MEIKHYTh 110 KHOIIKE
E%p‘]ﬂ, 3aTeM Ha BKJIajake Hacmpoiika nenmuvl U3 AUATIOrOBOro okHa [/ mpol_A BbIOpaTh
KOMaHJbl Ui TMaHenu ObIcTporo aoctyna. C MOMOIIBIO KHOIMOK fﬁﬁa U MOJKHO
HACTPOMTb MaHEIb ObICTPOro JOCTYyIa, OTCOPTUPOBAB KOMaHIbI 110 MECTY pacioyiokeHus (puc. 3.18).

Obue [ j 5
= @ﬁ HacTpoiika neHTel.
Texywas 6a3a AaHHBIX

BHi6paTL KOMaHK:(E Hactpoiika nenTsi:
[Yacro ucnonssyensie komaras v [ocosrse sknaam

Ta6nuua

KoHCTpyKTOpH 06BeKTOB

MA] Access (OCHOBHbIE BKAAAKM

@ Excel | B[] NMpeasapurenshsii npocuotp
Aseik @ Excel EHaa

|id» PDF uan XPs AaHme

MapameTpei KAneHTa | BeicTpas nevars BHewHMe AaHHbIe

| Bepryms » Pa6oTa ¢ 6a3aMM A3HHEIX

Ynpasnenue sepcuami
@ Bcrasute > 23]

Haacrposiku
& Bupesams

Haactpoiiku Ao6asuts us ydepa
3akpuTe

3aKpHITL 633y A3HHEX
25, 3ameruTs...
KoncrpykTop
Konuposars

Haitu...

O6HOBMTL BCe

>

Mpasonucanme

Naens 66CTPOro AocTyna

LieHTp ynpagneHma 6e30nacHocTbI0

2

Opdorpadus

OTkputs

OTKpEITE NOCTEAHUN DAIA...
OTmenuTs »
OTNPAEUTS N0 3NEKTPOHHOI ...

Mo so3pactanito

Mo y6riganuo

MpeasapuTensHLIil MPocHoTp

MpeagapuTensHsili NpocHoTp ([osmars sxnamy | [ Cosaars cpynny | [ mepen
Mpeacraenenme oruera oo somoe .
I~

Pasmep

R Pexum v MUmnopr-3kenopr ¥ |

BPPEEE SELWEDK

BN
v

‘

Puc. 3.18. /lnanorosoe okHo_Ilapamempur ACCesS. Bknaaka
Hacmpoiixa nenmoi

Cnucox Hacmpotika nanenu 6vicmpoeo docmyna TO3BOJSIET HACTpauBaTh JOCTYI KO BceM 0Oazam
JAaHHBIX, KOTOPBIC UCHOJB3YIOTCS B paboTe. V3MeHeHHas TMaHelb OBICTPOrO JOCTyIa MOSBISCTCS
TOJIBKO TpU paboTe ¢ Tekyiiel 0a30i JaHHBIX; IPH padOTe C MOCIEAYIONMMU Oa3aMu MaHe b ObICT-
pOTO AOCTYIa BEPHETCSI B UICXOJTHOE COCTOSIHUE.

Onaxok Pazmecmums naneib Oblcmpoco 0ocmyna noo jieHmoti IO3BOJHT, HEe TMOKHUIAs JTAAI0TO-
BO€ OKHO [lapamempur ACCESS, H3MEHUTH TIOJIOKEHHUE TTaHEeIN OBICTPOTO JOCTYTIA.

3aoanue 3.1

1. Cozoatime ¢haiin 6azvl OanHbIX U coxpaHume e2o0 Ha Jucke «mservery Z:\ ¢ gpaiine ¢ umenem
BAZA®amunuaCmyoenma.

2. Ha exnaoke Ilapamempul/Obwue ycmanosume ysemogyio cxemy CuHss, naxcmume QK] sa-
mem chosa ycmanosume ysemosgyio cxemy Cepebpucmas.

3. Hobasvme na nauens 6vicmpozo docmyna komanowvl Cozoams, Omxpoims u Peowcum Tabnuya.

4. Pasmecmume nauenb Oblcmpo2o 0OCMYna nooO JIeHmoU, 3amem HAO JeHMOU U OCmasbme 8
IMOM NOJLOHCEHUU.

3.2.2. Co3ganue TaOIUIIBI

Tabmuia MoxeT ObITH co37aHa B mporiecce GOpMHUPOBaHMs HOBOW 0a3bl MaHHBIX. Takke Tadnuia
MO>KET OBITh BCTABIIEHA B CYIIECTBY-IOIIYIO 0a3y JaHHBIX, CBA3aHA C yKa3aHHOW 0a30ii JaHHBIX, UM-
MOpPTUPOBaHA B 0a3y MaHHBIX M3 JPYroro MCTOYHUKA JAHHBIX, Takoro kak kHura Microsoft Office
Excel 2010, Microsoft Office Word 2010, Te-kcToBbIii (aitn, ciucok SHarePoint, ¢aiin B ¢popmare
XML, npyras 6a3a manabix Access, manku Microsoft Office Outlook 2010 u psit APyruxX UCTOUHUKOB.
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[Ipu uMmopTe MaHHBIX B HOBOW TabmuIle TEeKyIed 0a3bl co3AaeTCs KOMUsS ITHX JaHHBIX. HampoTus,
IIPH WCTIOB30BAaHUM CBSI3U C TaHHBIMH B TEKYIEH 0a3ze cozmaercs TabauIa, TMHAMUYECKH CBSI3aHHAS
C JaHHBIMH, XPaHAIIMMUCSA B IpyromM mecte. TakuM 00pa3om, JaHHBIC, U3MEHSEMbIC B CBSI3aHHOU
Ta0NuIe, U3MEHSIOTCS U B MCTOYHHMKE MCXOAHBIX JAHHBIX (32 HEKOTOpHIM HcKirodeHuem). Korma
JIAHHBIE B UCTOYHHMKE U3MEHSIOTCS C MIOMOIIBIO JIPYTroil MPOrpaMMbl, 3TO U3MEHEHUE OyaeT oTolpa-
KaThCs U B CBsi3aHHOM Tabnwmie. [Ipu co3nanuu HOBOW 0a3bl JAHHBIX B HEE aBTOMATUYECKH BCTaBIISI-
€TCsl HOBasl IycTasi TabJIuIa, B KOTOPYIO MOXXHO BBECTH JAaHHBIC, TIO3BOJISIIOIINE HAYaTh ONpeAcIicHUE
TTOJICH.

B npoctoii 6a3ze qaHHBIX, TAKOH KaK CIIMCOK KOHTAaKTOB, MOXKET MCIIOJIb30BAThCS JIMIIb OJHA Ta0-
muna. OHaKo BO MHOTHX 0a3ax JaHHBIX MCIOJL3YETCs HECKOJIbKO Tabymil. [Ipu co3manuu HOBOM Oa-
3Bl JJAHHBIX Ha KOMITBIOTEPE OTKPHIBACTCS HOBBIN (haiijl, KOTOPBIN UCITONIB3YETCs I BCEX 0OBEKTOB B
0a3e JaHHBIX, BKIIIOYAst TaOJIHIIBI.

[Tocne BBIMOJHEHUS TIEPBOTO 33/IaHUs HA 3KpaHe TMosBisieTcs (aiia B BUAE OKHA 0a3bl JaHHBIX
(puc. 3.19).

s

Puc. 3.19. OxHo 0a3sl maHHBIX ACCESS

[Tocne sToro Heo6xoauMMo nepelTy Ha BKIaAKy Cozdams rpynnsl Tabnauya M MEIKHYTH MBIIIBIO

I10 KHOIIKC
EH & [
TaBanua KoHcrmwKTop Cnuckn \KO‘H-CIpéZKIO‘p—T-a@]HLd (pHC 3-20)-

R ®aiin 6a3bl JaHHBIX BKIIIOYAET B ce0s TaOJMIIBI, 3aIPOCHI, (POPMBI, OTYETHI,

Makpochl, MoayNu. CaMbIM BaKHBIM OOBEKTOM B (haiiie 0a3bl JAHHBIX SIBISETCS
TabJIUIA, TaK KaK BCE OCTAJIBHOE CO3JIAETCS HAa €€ OCHOBE. | JITaBHBIC KOMIIOHCHTHI
TaOJIUIBI — TI0JIC U 3amuch (puc. 3.21).

Puc. 3.20. Bugsr
TaOIHIY

— | Bce obuexTs Access ®
Bee oBuexru Access S « ]\ ‘,—; Onvcanne

NEPEXOA B KATEODMO \ e
agm e npeAcTaBAEnIs 06.]13 b
00BEKfOB
13

rg
[ons=mst.BBOAA
WMCHH, THIL
U OIMUCAHUA I10JI

OKHO CBOMCTB

KOHCTPYKTOp. F6 = nepexauenie oK. FL = cpasxa. | Num Lock | [ & @[] 2

Puc. 3.21. O6bekr (aitna 6a3bl naHHbIX Tabauya

3anuch BKIIIOYAET B ce0s BCe JaHHBIE O KOHKpeTHOM mnpenmere. [losie — 3To Ta 4acTh JaHHBIX, KO-
TOpasi COAEPIKUTCS B KAXKA0H 3aHCH.

Bcest nndopmanust 6a3pl JaHHBIX XPaHUTCS B MOJIX (TakKe Ha3bIBa-eMbIX crosidnamu). [lons obna-
JAIOT PSIOM XapakTepucTuk. Hampumep, y Kaxaoro mosst €cTb UMsi, OJJHO3HAYHO OIpPENEISIONIee ero
B Tabnuue. Kpome toro, 1000My MojI0 COOTBETCTBYET THUII JAHHBIX, BBIOUPAEMBbIl B COOTBETCTBUH C
COXpaHSEMBIMH B ATOM T0Jie JaHHBIMU. KOHKpPETHBIH THI JaHHBIX OMpEIeIseT 3HAYeHUs, KOTOpPhIe
MOYKHO COXPaHHUTh, W OTIEPAINH, KOTOPhIE MOKHO BBITIOJHHUTH C JAHHBIMHU, a TaKK€ 00BEM MaMSTH,
BBIIETISIEMON JIJIsl KaXKJ10T0 3HaueHus. KaxxioMy Moo coOTBETCTBYET IpyIia napaMeTpoB, Ha3blBae-
MBIX CBOMCTBaMH, KOTOpPbIE 0OYCIOBIMBAIOT BHEIIHUHI BUJ M (PYHKIIMOHAIbHbIE XapaKTEPUCTHKH 3TO-
ro noist. Hanpumep, cBoiicTBO @opmam onpenensieT CTpyKTypy AaHHBIX, 0TOOpakaeMbIX B IOJIE.

[Tepeuens TunoB nanHbIX nosneit B Access 2010 mpencrasnen B Tabdm. 3.1.

. Ta6nuna 3.1
Tuns! nanaeix noiaeit Access 2010
Tum nan-
HETX Pazmep Hasznauenue
TexcrtoBsriii JIo 255 3Hak0B Ucnonb3yercsa st BBOJIa TEKCTA
WJIM T€-KCTa U YHCell, HE MpUMe-
HAEMBIX B pacderax (Hampumep,
. KOIIa TOBana)
ITomne o 1 I'Gatita 3HaxkoB Beisonsarcs andaBUTHO-
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MEMO

Wwi__ nudposeie 3Haku (Oosiee Yem
2 T'Qaiit mamsaTH 255 3HaKoB) WK (OpPMATHUPO-
(2 Oaiita Ha 3HAK), BAHHBIM TEKCT, HalpuUMep NPH-
W3 KOTOPBIX B JJIC- MCUAHUs, NJIUHHBIC OMHUCAHUS U
MEHTE yMpaBJIeHHs ad3a1bl C MOJYKHPHBIM IIpUd-
MO’KHO ‘O0TOOpa3uTh TOM WJIH KYPCHBOM

65 535 3HakoB

UYucnosoii 1, 2, 4 u 8 OaifT unu BeiBogsTcst Tojbko uncna (ue-
0alT (ecnmu uc- Jble WM APOOHBIE). XPaHATCS
MOJIB3YeTCS JUIsl KO- YHUCJIOBbIE JIaHHBIE, HCIOJIb3ye-
J1a peTUIUKaIH ) MbI€ B BBIYHMCIICHUSIX, 32 UCKJIIO-
YeHHEeM JICHEKHBIX 3HAYCHUU
(7 IEHEeXHBIX 3HAYEHUM HC-
MIOJIb3YETCSl TUI JaHHBIX «/le-

HEXHBII)
Ha- 8 OaiiT BriBoasitcss mara u Bpems. Kax-
Ta/Bpems JI0O€ COXpaHsieMO€ 3HAuYeHUE CO-
JICP>)KUT OJIHOBPEMEHHO U KOM-
MOHEHT JaTbl, M KOMIIOHEHT

BPEMEHU
JlenexHslii 8 6aiT Hcnons3yercs ajig XpaHeHUs U
BBIBOJIAa _ JICHEKHBIX 3HAYCHUU

(BaJTIOTHI)

Cyerunk 4 _Oaiita wiM 16 YHUKaJIbHOE 4YHCIOBOE 3Haue-
0aiiT, eclii WCIOJIb- HUC aBTOMATHYECKH BBOJIUT AC-
3yercss ana  kojacess 2010 mpu moOaBieHUM 3a-
peruTuKaIu nucu. Mcnons3yercst s co3na-

HUS  YHUKAIbHBIX  3HAYCHUI,
HaIpume UL TIEPBUYHOTO
kitoya. OOpatute BHUMaHHUE Ha
TQ, YTO B MOJI€ C TUIIOM JAHHBIX
«CUeT4ynK» Yuciaa MOTYT IOcIie-
JIOBATEIbHO YBEIUYMBATHCS Ha
YKa3aHHOE [IpupallieHue WiH
BBIOMDPATHCS CIIYHATHO
Jlormue- 1 Outr (8 6ut = 1 Ucnonw3yercs s momei, KOTo-
CKUH 0aiir) pble MOT'YT CQJiep>KaTh OJHO_U3
JIBYX 3HaueHHU, Harpumep «/la»
u «Het» unu True wiu False
[Tone 065~ Jlo 1 I'Gaiita B_ »sto mome BBomsrcs OLE-
ekta OLE 00BEKTHI WIH APYrUe ABOUYHBIC
nanHele.  Hcnoip3yercs s
xpanenusi OLE-oQvexToB zg)y—
TUX \I}IpI/IJIO)KeHI/II/I Microsoft
Windows

Bnoxenune Jlna cxarbix Biao- Mor BBOJMUTECA  PUCYHKH,
HKEHUM M300paXeHusi, JIBOMUHbIE ~(aii-
2 T'0aiita. [ns ne- b1, ¢arsl  Microsoft Office.
CKaThiX BJIOXKeHUH CTaHAApTHBIA THM JAHHBIX JUIS
HBI/IMC HO coxpaHeHusi U(pPOBBIX H300pa-
700 Koaiit, B 3aBH- )KEHUH M JIIOOOTO THUMA JBOMY-
CUMOCTH OT cTemne- HbIX (hailinoB
HU BO3MO>KHOT'O
CKaTHs BJIOKEHUS

I'unepc-  [lo 1 I'Gaiita 3HakoB Mcnone3yercs Juisl  XpaHEHUs

CBLITKA 7001 TUNIEPCCBIIIOK  BbI30Ba  BEO-
2 I'GaiiTa maMsTH  CTPAHUIL OJJHUM IIETYKOM MBIIIU
(2 Gaiit na 3nak), u3 Ha URL-anpece wumm  daiine.
KOTOpPBIX B dyileMeH- Kpome Toro, MOXHO HCIOJIb30-
T€ yNPaBICHUS BATh CCBHUIKY Ha  OOBEKTHI
MOKHO 0TOOpa3UTh Access, xparsmmuecs B 0asze
65 535 3HaKOB JTAHHBIX

Oxonuanue mabn. 3.1
Tun gan-
HEIX Pazmep Hasznauenue

Macrep  Ha ocHoBe Tabmuipl DakTHUECKH THUIIOM JIaHHBIX HE

MOACTAHO- WJIM 3alpoca — pas- sBJISETCS, a BBI3BLIBAET MacTep

BOK Mep _TPHUBA3aHHOTO MOJICTAHOBOK. Ucnonp3yercs

cTonbua. Ha ocHoBe /11 3amycka Ha BBITIOJHEHHE
3HAYECHHUS — pa3Mep MacTepa TIOJCTaHOBOK, C IOMO-
TEKCTOBOT'O ~ MOJS, IO KOTOPOTO MOKHO CO3/aTh
COJIep’Kalllero 3Ha- 1ojie, IO3BOJSIONIee BbLIOpaTh
yeHne 3HaYCHUE W3 JAPYrou TaOIUIRL,
3ampoca WM CIICKAa 3HAYeHUH,
HCIOJIB3VS IIOJIE CO CITMCKOM



[Tpu mpocmoTpe u u3meHeHun AaHHBIX B ACCeSS 2010 ucmoab3yroTcst 3HaYeHHsI CBOWCTB TTOJIEH, C
MIOMOIIBI0 KOTOPBIX MOXKHO YIIPABJIATH OTOOPaXCHHEM JaHHBIX, MPEIOTBPAIIATh BBOJ HEBEPHBIX
3HAUEHUH, 3a7aBaTh 3HAYCHHS TI0 YMOIYAHHIO, YCKOPSITh TIOUCK M COPTHPOBKY, & TAKXKE YIPABISThH
apyruMu (QYHKIMOHAIBHBIMU XapaKTEpPUCTUKAMU W BHEIIHUM BUIOM moiield. Hampumep, cBoiicTBa
Dopmam, Macka éso0a n [loonuce ONpeeNAIOT MPEICTABICHUE JaHHBIX B TAOJMIC M 3allpocax B
pexxumMe Tadimibl. Kpome Toro, Bce 3JIeMEHTHI yIIpaBJICHHS B HOBBIX (hOpMax M OTYETaX, OCHOBAHHBIC
Ha ITHX TOJISAX TaOJIHIIBI, IO YMOIYAHUIO MPUHUMAIOT TE K€ 3HAUCHUS CBOMCTB. J[pyrue cBolcTBa HC-
MOJIL3YIOTCS, YTOOBI 331aTh 3HAUEHUS 110 YMOJYAHUIO B I0JIC WM CJENIaTh 3HAYCHHE 00S3aTeIIbHBIM
MIPU KXKJOM JT00ABJICHUH WJIM U3MEHEHUHU JJAHHBIX B ATOM Tabmuie (Tabdm. 3.2).

Tabnuua 3.2

Caotictaa mnoJieri B Access 2010

CBOICTBO
[oJIA

Homep nonst Onpenenenre MakCHMalbHOTO pa3Mepa JaHHBIX,
COXpaHSAEMbIX B MOJISIX C TUIOM JAAHHBIX 1ekcmo-
goiit, Yucnoeou nimn Cuemyux

dopmar Hactpoiika ¢opmara naHHbIX HOJS AJsi OTOOpaxke-
HUS WIN [IeYaTh

Yucno necs-3amaHue KOJIMYECTBA OTOOpaKaeMbIX, 3HAKOB B
THUYHBIX 3HA-JPOOHOM YacTH JUIS YHCIIOBBIX 3HAYCHUH

Hazuauenue

KOB
Hosele 3Ha- OmpeneneHue crnocoda MPUCBOCHMS 3HAYCHUU IS
YeHUs nojs tuna Cuemuux: nocireoogamenvHoe ygeauye-

HUe Ulu Ciydaunsie 3Ha4eHus
Macka BBO- OTOOpa)keHue CreruaibHBIX 3HAKOB JIJIsl yIIpaBiie-
na HUS BBOJIOM JIaHHBIX

IToamnuce OmnpezeneHue TEKCTa, 0TOOPakaeMoro 1Mo yMmoirda-
HUIO B HAAMKUCAX U1 (DOPM, OTUETOB WIIH 3aIIPOCOB
3HaycHUEe 10 ABTOMATHYECKOE HA3HAYCHUE 3HAUCHHS 110 _yMOJI-
YMOJYAHUIO YaHHIO OIS IIPU JOOABIIEHUH HOBBIX 3aIIUCEN
YcnoBue Ha 3agaHue BBIPKEHHUS, KQTOPOE JOKHO OBITh HC-
3HAYECHUE THHHO TPH KaXJIOM J00aBIICHUM WJIH H3MCHECHUH
3HAYECHUS B TOM I10JIE
Coobmienne BBoa Tekcta, KOTOPBIH OyaeT 0TOOpa)xaThCsi MpPH
00 ommOKe HapylleHuu MpaBuia «Y CIIOBUE HA 3HAYEHUE)
Oxownuanue mabn. 3.2

CBolicTBO
Hos Ha3nauenue
Obs3arens- TpebGoBaHMe 0053aTETFHOTO BBOJIA IAHHBIX B ITOJIE
HOE
IIycTeie PaspemieHne BBOA IMyCTOM CTPOKH (3aJaHHEM_3Ha-
CTPOKHU }\{/?I%]If/? @) B TI0JI€ C THIIOM JaHHbBIX 1eKcmosbili U

WNHnekcupo- YckopeHue n0cTymna K JaHHBIM B 3TOM IIOJIE C IO-

BaHHOE I10JIE€ MOIIBIO CO3AAHMS U UCIIOIb30BaHUs HHIEKCA

Coxatue Cxkatue TEKCTa, €CIM B JTOM TIOJIE COJEPKHUTCS

HOnukon oonbie 4 096 3HaKOB

Pexxum IME VYmpasnenue npeoOpa3oBaHHEM 3HAKOB B BOCTOY-
HO-a3uaTckux Bepcusx Windows

Pexnm VYrpasnenue npeoOpa3oBaHUEM, IPEATOKEHUN B
npe J%\(/)[%e— BOCTOYHO-a3UaTCKHUX Bepcusx Windows
HUHN

CwMmapt-tern [loGaBieHue cMapT-Tera K 3TOMY IOJIIO

Tonbko 10- AKTHBM3aLUS YIpPaBICHUS B%{/)ICI/I}IMI/I (ycTaHOBKOM

OaBnenue  3HaveHus /a) anst noiust tuna MEMO

dopmar BI)I6OE ¢dopmara RTF st xpaneHust Tekcta B BUE

TEeKCTa HTML-koa c paspemeHrieM (opMaTHUpPOBAHUS.
YToOBbI CQXPaHUTDH TOJIBKO TEKCT, BEIOEPUTE popmMaT
Ob6biunbill mexcm

BripaBHuBa- 3ajaHue BbIpaBHUBaHMS TEKCTa 10 YMOJYAHUIO B

HUE TEKCTa DJIEMEHTE YIIPaBICHHS

Tounocte  3amaHue CyMMapHOTO JIOITYCTHMOTO YHCIIA COXpa-
HSEMBIX 3HAKOB MO 00€ CTOPOHBI OT JAECATHYHOTO
pasenuTens

Macmitab  OmnpeneneHre MakCHUMajdbHO JIOMMYCTUMOIO 4YHCIA
COXpaHseMbIX 3HAKOB CIIPaBa OT J{ECATUYHOIO pa3-
JeNuTens
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st paboThl ¢ TabmuIel Mmpexkie BCEro HEOOXOAMMO CO3MIaTh €€ CTPYKTYpPY, B KOTOPOUM HYIKHO
OTIPEICIIUTh TAKUE XAPAKTEPUCTUKH IO, KaK UMs, TUIl U pa3mep. [Jis 3Toro B OKHE 0a3bl TaHHBIX
(puc. 3.22) HeobxoauMO BRIOpaTh BKIANKY Paboma ¢ mabauyamu ¥ BBECTH COOTBETCTBYIOIIUE 3HA-
YEHUSI.

Jlist GbIcTporo 100aBIeHHs HOBOTO MOJIS B pekuMe Tabuya HeoOX0AMMO HIEIKHYTh Ha CTONIONE U
HakaTh KiaBuiry [Enter].

[Ipumeuanue. Access 2010 apromarnuecku Ha3Ha4YaeT uMsi HoBoMy noutto: [lone 1 — s nepBoro
oJIs, [Tone 2 — VIS BTOPOTO TOJIS
u T. 1. s ynoO6cTBa peKOMEHyeTcs CIO0Ib30BaTh OMKCATENbHbIE UMeHa rosieil. YToOb! u3me-
HUTHb UMM IOJIA, HY>KHO IICJIKHYTH IO €ro 3arojiIOBKYy HpaBOfI KHOIIKOU MBIIIH, TIOCJIC YECI0 B KOH-
TEKCTHOM MEHIO BbIOpaTh KoMaHnay [lepeumenosams cmonbey. Ilpu BIOOpEe UMEHH OIS HEOOX 01U~

MO YYHUTBHIBATb UMCIOLICCCA OTPAHUYCHUC — NJIMHA UMCHHU I1OJISI HC MOKCT IPCBBIIIATH 64 cuMBO-
JIOB.

B nponiecce BBoga gaHHBIX B crosben B pexxume Tabauya Access 2010 aBToMaTHYECKH pacro3Ha-
€T COOTBETCTBYIOIIMH THI JaHHBIX JUIsi 3TOro mojs. Hampumep, mpu BBOjAE B CTOJOEI] JaThl
«15.12.2013» Access 2010 pacmo3HaeT, 4To BBEICHa JaTa, U 3aJaeT JJIA 3TOTO MOJIs THIT JaHHBIX J]a-
malepems. Ecin ke aBTOMaTHYeCKOE PaClO3HABaHUE JAHHBIX 3aTPYAHEHO, 3a1aCTCS TUIT JaHHBIX Tex-
CIMOBbIIL.

Uto6bl 100aBUTH MOJIS, UMEIOIINE 3aJaHHBI TUI JaHHBIX M (OopMar, UCHOIB3YIOT KOMaHJbI,
HaxoJs1uMecs B rpyme /Jobasienue u yoaieHue KOHTEKCTHON BKIAAKU Paboma ¢ mabiuyamu.

YnobHee co3gaBaTh CTPYKTYpy TaOnuibl B pesxkxume Koncmpykmop. B naHHOM pexrMe OKHO Tal-
JUIBI COCTOUT U3 JBYX YacTel: B BEpXHEH yKa3bIBalOTCS MMeHa moiied (rpad TaOnuibl), X THUI U
OlKCaHue, B HUKHEH — pa3mep u ¢hopMart moJis, 3Ha4eHHe 10 yMOIYaHutio U ap. s nepexona Mexay
CTOJIOIaMK BEpXHEH 4acTH OKHA HCIOJIb3yeTcs KiaBuina [Tab], a s mepexoaa MexIy BepXHel ya-
CThIO OKHA M HUKHEW — kiaBuiia [F6].

Jis pyyHOTO Omnpe/eNieHns TUIla JaHHbIX TS B pexume Koncmpykmop Heo0X0uMO:

1) mepeiiTi Ha HIKHIOKO TIpaByto 4acTh Ceoticmea nos;

2) Bo BKiajgke Obwue B rpymne @opmam noist BbIOpaTh HEOOXOAUMBIN THI TaHHBIX (OCHOBHOI,
enecnorti v 1p.) (cM. puc. 3.22).

mmﬁn Cosgarve | Brewnne gankmie  PaBoTa c Gasamm gaHHbD Komcrpykrop @
B B M KR g ESEOZE @ T AZ
== == ==l Bs =- == g ¢ iol
Yacri Taénnua KoHarpyktop  Crckw Macrep  KoWcTpyktop  Gopma KoHerpykTop Mycras OTuer Koncrpykrop Mycroii Makpac
npHnoKEHMA * TaBnuy  SharePoint= | 3anpocos  3anpocos Gopw  popua =" oTueTas  oTder |
Wanoks: TaBauust 3anpocei Dopmst Oruers Markpocst 1 kog,
Tabnuusl @ « |} &= Taﬁu-ul\ %
\Mouck.. Fel WMma nons TN BaHHbIX OnucaHne -
B Ko, CueTumk - =
E Tasauyat A
-
CsoiicTea nons
O6uwie  [MogcraHoskal
Pasmep noas Jnunnoe uenoe
Hobie sHadeHuA MocnegoBaTenshsie
@opmat nons
Mognucs.
UHgeKEnposanHoE none .
e Espo 3 456,79€ ©OPMAT BB SHANEHII AHHOFD NOAS.
= — i 456,79 BHIGEDUTE CTaHAAPTHEIii (OPMAT WK CO3AaiiTe
C pasaenTenaMM paspaac 3 456,79 G AT (2L R DGR 60
Mipouesren: 125.00% GOpMATAM HEKMHTE Knasnwy F1.
3ken i 3,46E+03
KoHCTpyKTOP. F6 = Nepekmiotene okoH, FL = cnpaska. | Num Lock | I B (8 [w2] o

Puc. 3.22. CBoiicTBa 11014

Jlns coxpaHeHHs] TaOMUIBI Ha JUCKE HEOOXOIUMO BBIMONHUTH KoMaHay @atin/Coxpanums wiu
HICJIKHYTH TI0 KHOIIKE Ha MaHeJId MHCTPYMEHTOB, B TIOSIBUBIIIEMCSI TMAJIOTOBOM OKHE BBECTH UMs Ta0-

nutiel, Hanpumep Tosapwr (puc. 3.23). Tlocne 3aKphITHS TUATOTOBOTO OKHA TAOJIUIIE TPUCBOUTCS UMS
Tosapwi (puc. 3.24).

i
+ ), S=BerasuTs crpoku 0| 2

i % ra T ? g 7 =] E
o === — SR YganuTe arpokn = = = =
Pesum | |[Kniouesoe|Mocrpaurens Mposepka Crparuua Ungekcsl  Cosaatomakpocsl  MepedmeHosate | Cxena 3acMcamocTt

- none yeroeuit BG0 VISMEHUTE MOACTAHOSKY | cpoiicrs. AAHHBX™ WK YAANMTH MAKPOC | AaHHWX  OBLEKTOB
Pexumbl Cepmic TMOKa3aTE WAV CKpETs|  COBBITWA NOAEH, S3MMCER 1 TABAML, Cassn
Bce 0fLeKThl Access ® « || Tabanual

(ouc.. e MmA nona Coxpare nue OnucaHue
| none 1 —

Mrs TabinHue:;

[Tozapet |
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Puc. 3.23. Coxpanenue TabJUIIBI IO UMEHEM

TTMN  nochas  CosaanMe  BHewwue gaWbie  Pa0Ta C 6a3aMi A3HHEX KowcTpykTop

D ? N /3@ BcrasuTs cpokm 7 g; = B 3/5 =Fj
T 3 yaanm apox ¢ & = g =
Pexcm | [Knlouesoe| Mocrponre 2 CTpanmua Unaekcs  Cozaars Makpocs M Crema
- none i o0 VseHWTS NOACTaHOBKY | ceoricrs AHHBXT WA YAAAMTE MOKPOC | AGHHEX  0GBEKTOB
Peximel Cepeuc MoKasaTs v ckpeTs  COBEITMA NOAeN, 3anucedi 1 Ta6My Ceazu
Bce 06bekTsl Access @ «|}=3 Yonpu\
Mouck. el Wma nona TvN AaHHBIX Onucanue
» CueTunK v
Tabanue: 2 Mone1
B Tosapu

Puc. 3.24. Tabnuua Tosapwi

3adanue 3.2

1. Omkpoume gaiin 6a3vl danuvix BAZA@amuruaCmyoenma ecau on He omxpoim. B amom aii-
zie cozoatime maobauyy 0si yiema noCmynusuiux mosapos om nocmaswuxos u ux oniamol. Coxpa-
Hume maobauyy noo umerem Toeapuwi.

2. B peaxcume Koncmpykmop egedume umeHna noieu, ux mun, pasmep u gopmam 6 coomeem-
cmeuu ¢ mabauyeu. Mms noas, mun OaHHLIX, ONUCAHUE HAXOOSAMCS 6 8epXHell Yacmu mabauybl,
pazmep nous, ¢opmam noas u YUcio OeCAMUYHbIX 3HAKO8 — 8 HUdCHeM aegom yeny eknaoxku Ceoti-
cmea noiis.

Yucio ne-
WM nons Tun nan-| Pazmep | @opmar CHTIIHELX Ormuca-
HBIX 1OJIA IOJIA 3HAKOR HHUE
Ne mi/m Cuerunk JlyimaHoe OCHOBHOM
eJoe

Kopa toBa- Tekcro-
pa BBIA
Haumeno- Texcro- 25 Beenure
BaHUE TO- BBIA TOBAp
Bapa
Hamuuue Jlorpue- Ha/Her

CKHH

Oxkonuanue
Yucio ne-
WM nons Tun nan-| Pazmep | @opmar CHTIIHELX Ormuca-
HBIX OJIA IOJIA 3HAKOR HHUE

Omnucanue [1ome —
TOBapa O
[locraB- Tekcro- 58
MUK BBIA
Janusrie o [lone -
nmocras- MEMO
IIHKE
Konunue- Yucnopoii Llenoe OcHoBHOU Beeaute
CTBO TO- KoJImJe-
Bapa CTBO
Hena To- [lenex- Henex- 2 Brenute
Bapa HBIN HBIN LIEHY

s nanpHeimen paboTsl ¢ TabinMLaMu HE0OX0IMMO 3a4aTh NePBUUHBIN KiItod. [lepBUYHBIN KiTt0Y
TaOJIMLBI COCTOUT U3 OJHOIO WM HECKOJBKUX MOJIEH, OJJHO3HAUHO OINPEAEISIONINX KaXK/yl0 CTPOKY B
3Tol Tabnuue. YacTo B KayecTBe NMEPBUYHOIO KJIIOUA MCMOJIb3YEeTCS YHUKAIbHBIH MHBEHTApHBIN HO-
Mep, TOPSAIKOBBIM HOMEP MIIH KOJI.

B kaudecTBe MepBUYHOIO KJtOYa CJIETYET UCIOJIb30BATh M0JI€, KOTOPOE 00JIaaeT CAEAYyIOIUMU Xa-
pakTepucTukamMu. Bo-TiepBbIX, C €ro MOMOIIbI0 MOXET OJHO3HAYHO OINPEAETAThCS Kaxjaas CTpOKa.
Bo-BTOpHBIX, HEXENATETHLHO, YTOOBI ATO MOJIE OBLJIO MYCTHIM. B-TpeThuX, Takoe IMOJie HE CIEAyeT U3-
MEHSTh.

[lepBuuHBI KITIOY ycTaHaBIUBaeTCs Ui Bcex Tabiuil. Ha ero ocHoBe KOHCTpyHpyeTcs MHIEKC,
YCKOPAIOIIMKA BBIMOJIHEHUE 3anpocoB U onepanuii. Kpome toro, Access 2010 npoBepseTr Hanu4uue u
YHUKAJIBHOCTh 3HAYEHHH B 10JI€ IEPBUYHOTO KIIIOYA.

[Tpu co3nanuu HOBOH TaOMHUIEI (B peskuMe TaONUIbI) Access aBTOMAaTHUECKH CO3/1aeT MEepPBUYHBIM
KJII0Y U Ha3HavaeT noimo uMst Koo u tun aaHHbIX Cuemuuk. ITO TOJIE CKPBITO B PEXKUME TaOIUIIbI, 1715
€ro MpocMoTpa HE0OXOAUMO MEPEKITIOYNTHCS B PEKUM KOHCTPYKTOpPA TaOJIHII.

Jns onpenenenust (MM M3MEHEHUs ) IEPBUYHOTO KIIF0Ya HEOOXOAUMO:
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1) OTKPBITH TAOJUILY B PEKUME KOHCTPYKTOpa (cM. puc. 3.23). BriOparh moje wiu moss, KOTopbie
OyAyT UCIOJIB30BAHbI B KAYECTBE EPBUYHOTO KITIOYA;

2) 4TOOBI BBIJCIUTD OJTHO TOJIE, IICIKHUTE B 00JIACTH BBIICICHUS CTPOKH HYXHOTO MOJIS;

3) [T BBIJICTICHUS] HECKOJIBKUX TI0JICH HISTKHUTE B 00JIACTH BBIACICHUS KaXKIOTO MOJISI, YACPKUBAsI
Hakaroi knasumry [Ctrl];

4) najiee BBIMTOJHHUTE _KoMaHjy Paboma ¢ mabruyamul Konempyr-moplCepsuc m 1WenKHUTE 110
KHOIIKE

5) BBIZICTICHHOE TI0JIC (HOJze 1) cTaHeT KIIOYEBBIM, O YeM OYyJeT CBHJICTCILCTBOBATH 3HAYOK C
n300pakeHHEM KITFOUMKA CJIEBA OT MOJI.

Ecnu Tpebyercs yaanuTh CO3JaHHBIA MEPBUYHBIA KIIOY, TO, HAXOIICh B pexume Kowcmpykmop
mabauyvl, HEOOXOTUMO BBIICIUTh KIIOUEBBIC TOJS, 3aT€M BBINOJHUTH KOMaHay Koncmpyk-
mopl Cepsucl Kmouesoe nore.

BBoj 1aHHBIX B CO3/IaHHYIO TaOJIMIly OCYIIECTBIISETCS CIEAYIOIIUM 00pa3oM:

1)B OKHE HaBuUTalMUu Bce o00vekmbi Access HeEO0XOAMMO BbIOpaTh KoMaHmy Tabiu-
ywil Tosapvll Omkpvims (MK WETKHYTh MBIIIKON 10 Ha3BaHUIO 706apbl) U B OTKPBIBIIYIOCS TAOIHILY
II0CJIEZI0BATENBHO BBECTHU JAHHBIE;

2) 3aTeM COXPaHUTh TAOJIMIly HA)KaTHEM Ha 3HAYKEe COXPAaHCHHS Ha MaHeNU ObICTPOro JIOCTyIa JIu-
00 3aKpBITh TAOJUILY U MIPH MPEIUIOKEHUN COXPAHUTD COTJIACUTHCA.

3adanue 3.3

1. Bseoume oannvie 6 madbauyy Tosapvi 6 coomeemcmauu ¢ 00pasyom.

Ho-
Mep
3a-
IMHCH

1 2 3

1 Nen/m 1
Kox ToBapa 09001
HaumenoBanne KOJIOHKHM aKTUBHBIC

Nwms nosst Jannbie

TOBapa a .
Hanpll)tme éﬂDK 202 Defender/drlver: ”2x3-1/2”
Onucanue ToBa- OVAL TYPE
P{a KOMHLIOTepHBII/I caiion «®Daproy»
OCTaBIINK aEaHCKS%JI . XMEIBbHHUIIKOTO, 55,
JlaHHBIE O II0- Ten
CTaBIINKE
Konuuectso To- 196
Bapa
Ilena ToBapa
2 Nem/m

2
Kon ToBapa 00211
Haumenosanue MOHI/ITOp

TOBapa
HanI/II)qI/Ie amsun Ich Master 510S S/N:
Onucanue ToBa- HAI15HIBK 409021
a I/IH OTyp
OCTaBIINK aEaHCK 2\6n b. XMennuuuxkoro, 65,
JlaHHbIE O TIO- Ten
CTaBIINKE
KomnuectBo To- 4367
Bapa
Ilena ToBapa
3 Nem/m

3
Kon ToBapa 51919
HaumenoBanue HHuTepHeT-Kamepa

TOBapa %a
Hanmnuue RIENT QF-860, USB2.0, 640x480
Onucanue ToBa- KommbroTepHbli canoH «Papro»

a
PIOCT&BIHI/IK
IIpooonsicenue

1] 2 | 3
JlarHbIe 0 10- ai)aHCK,s%n b. XMensHHUIIKOTO, 55,
CTaBIINKE Ten
KonuuectBo T0-
Bapa 617
Ilena ToBapa
4 Ne /o 4
Kon ToBapa 99987
HaumenoBanue KnaBuatypa
TOBana Her
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Hannune
Omnucanue ToBa-
a
OCTAaBIILUK
JlarHbIe 0 10-
CTaBIIIAKE
KomnuectBo TO-
Bapa
Ilena ToBapa
Ne i/t
Konx ToBapa
HaumenoBanue
TOBapa
Hannune
Omnucanue ToBa-
a
OCTAaBIILHUK
JlarHbIE O T10-
CTaBIIUKE
KomanuectBo TO-
Bapa
Ilena ToBapa
Ne i/t
Konx ToBapa
HaumenoBanue
TOBapa
Hamiune
Onucanue ToBa-

a
PIOCT&BHII/IK
JlaHHBIE O II0-
CTaBIINKE
KomanuectBo TO-
Bapa
Ilena ToBapa
Ne i/t
Kon ToBapa
HaunmenoBaunue
TOBapa
Hamiuue
Onucanue ToBa-
a
OCTAaBILHUK
JlanHbI€ O T10-
CTaBIIUKE
Komnuectso To-
Bapa
Ilena ToBapa
No /1t
Kon ToBapa
HanmenoBaunue
TOBapa
Hamiuue
Onucanue ToBa-
a

AT S/N: 9904034806

HNHutpoteke

T. Ca_})aHCK, np. B.W. Jlenuna, 35, ten.
4115-5 -88

300

5
05434
KecTkuii quck

er
Emkocts 4,3 Gh
Kommnsrorepnslii caiton «Papro»
T. CaEaHCK,S%H. b. XMenwHHUIIKOTO, 55,
Ten. 47-08-
12
3789

6
AB&90
3ByKOBas KapTa

a

SS 1869
HNHTpoTeke
T. Ca_})aHCK, np. B.W. Jlenuna, 35, ten.
47-57-88

2
315

7
I'6001
Buneoananrtep

S3 Trio 64 V2/DX PCI— 2 Mb
Lomer B 36

. Capanck, yi1. Bomogapckoro, 36, Tei.
471100 Y Aap

12

560

8
00991
CD-rom

Her

Samsung SC-140

KomnbrorepHslii cannon «Papro»

T. CaEaHCK,S%n. b. XmensHUIKOTO, 55,
Een. 7-08-

OCTaBIIHK

JlaHHbIE O TIO-

CTaBIIIUKE 1200

KommgectBo TO-

Bapa

Ilena ToBapa

9 Nen/m 9
Kon ToBapa 00-34
10 Nem/m 10

Kox ToBapa 00011

Haumenosanue [Ipoueccop

TOBapa €T

Hannuue AMD Athlon

Onucanue ToBa- MHTpoOTEKC
a r. Capanck, np. B.W. Jlenuna, 35, ten.
OCTaBIIHK 47-57-88

Jlannbie o mo- 12

CTaBIIUKE 1600

KoauuectBo T0-

Bapa

Ilena ToBapa

2. Coxpanume 68edennbie 3HaA4UEeHUs
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KOHTPOJIBHBIE BOITPOCHI

. Qbvexmol, exoosawue 8 Qaiin 6bazvi danuwix ACCESS. OcHo6HOU 0OBeKM.

Co3zoanue H08020 f,bawza 6a3?1 annvix Access. 5

. Pabouas cpeoa Microsoft Office Access 2010. Ee nacmpotixu.

Corcamue it 6occmarnosienue 0azvl 0anusix, ACCESS. 3auiugposxa naponem.

Brnaoku ouanozosoco oxna Ilapamempol Access. Ux nasnaueHue.

. llanenv Ovicmpoeco ()ocmcyna. e HacmpOouKuU.

. Coz0anue mabauywl 6 ACCESS.

Cmpykmypa u cooepaoicanue mabauybsl.

Llonuamue nona u 3anucu.

. OcHnoenvle munvl noneu, ucnoiv3yemvix 6 Access. Ykasanue ux umenu, muna u pasmepa.
Hcnonvzoeanue 3naverus; c8ocmes nojel npu npocmompe u uzmeHneruu 0anuwix ¢ Access 2010.
Uszmenenue umenu nons (Haumenosanue cm0ﬂ6u%).

Llonamue kntouegozo nons. k2o onpedenenue u yoaneuue.

. Coxpanenue mabauysl Ha Oucke.

B ONFOOONDULS N

I Y

JIABOPATOPHA PABOTA Nel 1

3.3. OBIIEE IIOHATHUE O PABOTE C JAHHBIMU
3.3.1. JloOaBiieHHe AaHHBIX

UTo0OBI 100aBUTH B TAOIHIy HOBYIO 3aIMCh, HEOOXOMMO TIEPEMECTUTh KYpcOp B IyCTYIO CTPOKY,
KOTOpY0 ACCESS aBTOMATUYECKH JT00ABIISICT B KOHEI] TAOIHIIBI. DTa CTPOKA IOMEYeHA CUMBOJIOM (*).
V3MeHeHus, BHECCHHBIC B TaOJIUIy, aBTOMATUYECKU COXPAHSIFOTCS, €CIIH KypCcop IMEPEMECTHTh Ha

JPYTYIO 3alUCh.

3aoanue 3.4
1. /lo6asvme 6 cozdannyto madbauyy Tosapvl OanHble uz obpasya.
Ho-
Me
3aP Nms nons JlanHbie
HCH
1 2 3
11 Nen/m 11
Kox ToBapa 09800 .
HaumenoBanue MOV nasepHslii
TOBapa Ha ]
Hanvune CANON i-Sensys MF-3010 npun-
Onucanue ToBa- Tep/cCKaHEp/KOMUP
a KowmmerotepHsiii canon «Papro»
OCTaBIINK T. CaEaHCK,S%n. b. XmensaUIKOTO, 55,
Jlannbie o mo-  Ten. 47-08-
CTaBIINKE 9
KomuyecTBo To- 5998
Bapa
ITena ToBana
12 Nem/m

12
Kox ToBapa 00001
HaumenoBanne MaHUITYISTOP «MBIIIIbY

TOBapa Her .

Hannune ByXKHOMouHag «Geniusy

Onucanue ToBa- KoMIbIOTEpHBIN caloH «Daproy

Pla T. CaEaHCK,S%H. b. XMensHHILIKOTO, 55,
OCTaBIIUK ten. 47-08-

JlanHbIC O TIO- 2

CTaBIIUKE 200

KoauuectBo T0-

Bapa

Ilena ToBana

2. Coxpanume 8gedeHHble 3HAYUCHUS.

3.3.2. Ynanenue 3anucu

YtoOb! yainuTh 3aIUCh U3 TaONIULBI B peskuMe Tabauya, Hy>)KHO BBIIEINUTD €€, a 3aT€M BBIIIOJHUTh
xomaunny I nasuasllone 3anucul Yoarume vy menKHYTh O KHOTIKE Ha MMaHeIu UHCTPYMEH-
TOB, WJIM IIETKHYTH TIPaBoil KHOMKdXuue |BBIIENEHHON CTPOKE M BHIOPATh MEHIO YOariums 3anuch.
[Tpu ynaneHun HECKOJbKHUX 3alUCell Bce UX MpeABapUTEIbHO HYKHO BBIIENUTH. [locie BhIMOIHEHHS
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KOMaH/Ibl yIAJICHUs] KOMITBIOTEP BBIJACT 3alpPOC Ha MOATBEPKICHUE YIAJICHUS B BHJC JUAIOTOBOIO
okHa (puc. 3.25, 3.26).

T . - Mocrasuunx - | Konmiecteo - | Liewa 108p. -
= SPK 202 Defender/drifer: "2x3-1/2" OVAL TA KomnsioTepss. 2 196,00p. 392,00p.
B Samsyng Sync Master S105 S/N: HALSHIBK &t vndoryp 12 4367,000.  52403,00p.
=2 'ORIENT QF-860, USB2.0, 640x480 Kor oTEpHD 6 617,00p. 3702,00p.
O ATS/N9%04034306 P 2 300,00p.  3600,00p.
o EmxocTe 4,3Gb 12 3 789,00p. 45 468,00p.
B essisss 2 315000,  630,00p.
B s3Trio6sv2/oxPCi- 2Mb 2 500.00p.  72000,00p.
O  samsyngsc: 2 1200,00p.  2400,00p.
B sMuP3"Gemini® 12 1234000 14808,00p.
o AMD K5-233 12 1 600,00p. 19 200,00p.
& { 1-Sensys MF-3¢ 1s 5998,00p. 98 970,00p.
[s] "Genius” Kownworepws 12 100,00p.  1200,00p.
(|

Puc. 3.25. Ynanenue 3anuceit u3 tadsmipl (1-1 BapuaHT)

Sneurme oe_Posors cosaumaan | Now  Tobma |
A Mo sospacramme 4 Buzencrne Py WComwn o Lomeom T CliSis e
71 noysuesm P Acnomurerswo + | o Corpaums W7 Opgorpsema = Nepeiime =
| A s O8O o vaamen - Bl aonomarenwo« | "™ b ugpan- | X £ U A-Y - 2- [EE W EH =-
5 3anucn Haiimy @opustpoeawe Texcrs 5
|| ®oavosap - Nen/-| Rannsie o nocrasumke - Haumenosaune Toea) - Hanmane - | Onucanme Toeapa - MocTasumx - Konwuecrso - LiewaToeap - Cymma
| 03001 1 1. Capanc, y. 6. XMENBHHUKOIO, S5, TeNn. KONOHKN aKTHBHBIE SPK. 3-1/2" OVALTA 2 196,00p. 392,00p.
00211 2 £.CapaWCK, Y1, 6. XMEABHWLKOD, 65, Ten. MowMTOp [ samsyng Sync Master 5105 S/N: HALSHIBK & Mngoryp 2 4367,000.  52404,00p.
| |11100 3 1. CAPANCK, Y. 6. XIE/IBHUXOTO, 55, TeN. VNTEDHET Kamepa ] ORIENT QF-860, USB2.0, 640x480 KomnsioTepws 6 617,00p.  3702,00p.
99987 4 . Capanck, np. B, Nlewna, 35, Ten. 17-5; Knaewatypa O  ATS/N3903034806 nporyp 2 30000p.  3600,00p.
65434 5 1. CapanCK, yA. 6. XME/BHUUXOFO, 55, Ten. JKecTwuit anck ] EmxocTs 4,3 Gb KomnsioTepHs 12 3789,00p.  45468,00p.
ARRS0. & nca . i B Essise9 Mnoryp 2 315,00p. 630,00p.
W Hosan 3anua ¥. Capancx, yn. Bonoaapcxoro, 36, Ten. 17- Bugeoanantep. (=] 53 Trio 64 V2/DX PCI - 2Mb. Nuoxep 12 600,00p. 72000,00p.
iF3 . Capancx, yn. 6. Ten. CO-rom 00  samsyngsc-140 KomnbioTepss 2 120000p.  2400,00p.
P F. CapaHK, 1. 5. XMENOHILKOTO, 65, Ten. CHCTemMHaA NAaTa SMUP3 "Gemini® ngoryp 2 1234000, 14808,00p.
1% gonupossrs - Capaucx, np. BJA. Nlennna, 35, Ten. 17-51 Nipoueccop. o AMD K5-233 ndoryp 12 1600,00p.  19200,00p.
[y ¥. Capasick, yn. 6. Ten. o "Genlus" KomnsioTepHs 12 100,00p. 1200,00p.
1 o
30| owcems cmomnc. ||
ormce M 4 Gusil b Wb | G Her gwanron | Mowax 14 0
L Nom Lock E

Puc. 3.26. Y nanenue 3anuceit u3 Tabmuipl (2-i BapuaHT)

3adanue 3.5

1. Yoanume uz mabnuyw 3anuce ¢ nomepom 11.
2. Coxpanume 3HayeHus..

3.3.3. lob6aBneHre HOBOTO CTOJNONA B TAOIHUILY

B Access 2010 umeeTcss BO3SMOXKHOCTB JI0OABIISATH B TAOIHITY HOBBIC CTOJIOIBI (T0JIsT), B TOM YHCIIC
BBIYHCIISICMBIE TIOJIS.

Uto0B! 100aBUTH HOBBIN CTOJIOCI] B TAOIHITy, HCOOXOAUMO B pekume Tabiuya BBHIACIATH HOBBIN
CTONOCII, MICNKHYTh MO HEMY MBIIIBI0, W3 PACKPBIBAIOIIETOCS CITMCKa BBIOPATh HYKHBIH IYHKT,
Harpumep Buiuucasemoe none, tan nons — enescnas cymma (puc. 3.27).

7 LaHHbie 0 nocTaswmke

| )aHCK, yA. B. XMenbHUUKOrO, 65, Ten. 17-04-20 12 4367,00p. | 12 Yucro

_})aucn, yn. b. XmenbHuukoro, 55, ren. 17-08-58 6 617,00p. ﬂ g re—
|- Capamck, np. B.W. Nlenuna, 35, Ten. 17-57-88 12 300,00p. ® Amuspeun
)AHCK, YN. b. XMENbHWUKOTO, 55, Ten. 17-08-58 12 3789,00p. | _ =
| |". caparicx, np. B.W. Nlennna, 35, Ten. 17-57-88 2 a15,00p.| 2 | oneeest
;Capam:x, yn. Bonogapckoro, 36, ren. 17-11-09 12 600,00p. n FloRCEches MO omaine
| amck, yn. 6. XmenbHuukoro, S5, Ten. 17-08-58 2 1200,00p. | A2 PopMaTMpoBaHHE TeKCT
| aHCK, yn. B. XMenbHUUKOrO, 65, Ten. 17-04-20. 12 1234,00p. | AB  [one MEMO
g CapaHck, np. B.W. /leHuna, 35, Ten. 17-57-88 12 1 600,00p. 0 Broxernme
| aHck, . B. XmenbHuuKoro, 55, Ten. 17-08-58 12 100,00p. | @, [wnepccunxa
* Buumncanemoe none » | AB Texcr
BCrasuTs Kak nons 12 Yncro

B fenexvan ouma
Dormuecxmii

ZD fava wepems

Puc. 3.27. JloGaBiieHHE HOBOT'O MOJIS

[Tocne aToro otkpoercss AuanoroBoe okHO [locmpoumens evipascenuti (puc. 3.28), B KOTOPOM
Heo0XoauMoO BbIOpaTh Tmonie Konuuecmeo mosapa (WENKHYTH MO HEMY JIBOWHBIM IIETYKOM JIEBOU
KHOINIKOHM MBIIIIN), C KIIABUATYPHI MEIKHYTh M0 KHOMKE [*| (yMHOXHTH), BBIOpaTh none [lera mosapa
U IIENKHYTH TI0 KHOHKC@?
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Beeaute ans HauerMA 0 cronfua:
(NMpvmeps: Bupaxersst sxmouaoT [nonel] + [none2] u [none1] < 5)

[Konwiecreo Tosapa] = Liena Tosapa] o]
<< Merwwe
=] Tosape: Nenjn
@ oyrasm Koa Tosapa
KomcTanTe! AN e T
i
{] Onepatopel Orwcarme TOBaDa

MocTasuwmk.
Rarrie 0 nocTasuuKe

Konusectso Vﬁ

Puc. 3.28. luanorosoe okHo Ilocmpoumens gvipasicenuii

3areM HY)KHO MMEPEHMMEHOBATh NoJie moa uMeHeM Cymma. Takum 0O6pazom cymma ToBapa, UCXOIs
U3 €ro I[EHbl ¥ CTOUMOCTH, TIOCYUTAETCS aBTOMaTu4ecku. Heo0xoamumo OyeT coXpaHuTh U3MEHCHHUS
B TaOIHUIIE.

3aoanue 3.6

1. lo6aBbTe BhIuMcasieMblil cTonber ¢ umeHeM Cymma B Tabnuiy Togapul.
2. Coxpanume usmeHeHusl.

3.3.4. Ilouck 3amuceir B 0Oaze

[Touck 3amnuceit B ACCESS ocylecTBIsSETCs 10 UX coaepkanuio. CyliecTByeT /iBa BHJla IOUCKa:

1) mouck Kakoi-mbo 0THOM 3amucu (HarpuMmep, HAWTH YCTPOMCTBO MO moiito Haumenosanue mo-
eapa);

2) MOKCK TPYIIbI 3anKceil (HanmpuMep, HATH B TaOJIMIC BCe YCTPOWCTBA OT mocraBinuka «dDap-
roy).

[lepen mouckom Kypcop B TaOJuIle HYKHO ITOCTaBUTh B TO MOJIE, TI0 KOTOPOMY IPOU3BOJHUTCS T10-
UCK.

[Touck 3amnuceit MOXXHO OpraHU30BaTh JIBYMsI CIIQCO0OAMU:

1) Ha maHe M UHCTPYMEHTOB IIEIKHYTH 10 KHO (Haimuy);

2) BbIOpaTh KOMaHAy Hatimu Ha TIaBHOM BKIIAJIKeE.

[Ipu ucnonp3zoBaHun 060MX CIIOCOOOB Ha IKPaHE MOSABIISIETCS] OKHO, M300pakeHHOE Ha puc. 3.29.

- Cymma
196,00p. 392,009,
4367,00p.  52404,00p.
617,000 3702,00p.
30000p.  360000p.
3789000 45468,00p.
315,00p. 630,00p.

600,00p.  72000,00p.
1200000 2400,00p.
1234000 14808,00p.
160000, 19200,00p.
10000p. 1200009

Sanwcs W vl b b | e Guamipa | oner T

Tonce 5 nte B4

Puc. 3.29. I1ouck 3amuceii B Access

B none O6paszey.: BBoguTCS MM 00bEKTa MO, KOTOPBI HE0OXoauMo Haiitu. B mone Ilpocmomp
BBIOMPAIOTCS HAMIPaBJICHWE U TMana3oH noucka (Beepx, Buu3s, Bece). B mone Cosnaodenue: yka3piBaet-
Csl CTETIEHb COBIA/ICHUS COJEpP KaHUs IPOCMATPUBAEMOTO TOJIsl TabJIHIIBI ¢ cosiepkaHueM noist Oopa-
3ey:, KOTOpOe UMeET cienyromme napamerpsl: C oboi yacmoio noas, llons yeruxom, C Hauana no-
JIA.

Onuust C yyemom pecucmpa OCYIIECTBISET MOUCK 0€3 pa3ianyus MPOMHUCHBIX U CTPOYHBIX OYKB.
Onuus C yuemom ghopmama noneti IpOU3BOAUT CPABHEHUE JAHHBIX B TOM BHJIE, B KAKOM OHHU OTOO-
pakaroTCs Ha IKpaHe, U B TOM Gopmare 0TOOpaKeHHsI, KOTOPbIM YCTaHOBIIEH JUIsSl TOTO MOJISL.

Onuust [louck 6: OTpaHUYMBAET MTOUCK TEM I10JIEM, B KOTOPOM OB YCTAaHOBJIEH Kypcop Iepes mo-
HCKOM.

[Tocne ycraHOBKHM BceX HEOOXOIUMBIX MapaMeTpPOB HYKHO LIENKHYTh IO KHOIIKE Haiitu naned.
Ecnu B Tabnuie HECKOJIBKO 3amuceld, OTBEYAIOIIMX 00paslly Moucka, To OyneT HaiijeHa mepBas 3a-
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UCh, HA KOTOPYIO IEPEMECTUTCS Kypcop. s mpoIomKeHus MOMCKa CIIeAyeT IMEIKHYTh M0 KHOIKE
. Korma myxHnas 3anuchk Oyner HaiifieHa, Al OKOHYAHWS MOMCKA HANO IIEIKHYTH IO
KHOIIKE
. B Tom cnyuae, ecniu B TabnuIle HET 3amuceil, OTBEYAIOMIMX 00pa3ily MOUCKA, KOMITBIOTEP
BBIIaCT coobmenue [ouck 3anuceti 3ageputer. Obpazey He HAlOEH.

3aoanue 3.7
B tabmune Tosapul HaiiuTe BCe 3aIUCH, 1Toyie Koauuecmeo KOTOPBIX PABHO JIBYM.

3.3.5. 3ameHa copepkaHUs JAaHHBIX B TaOJIUIE

B Access cymiecTByeT Takke KoMaHAa 3ameHums:, aHaJIOruuHas KoManae Haimu:. JlanHas Ko-
MaHJia NIpeJHa3Ha4YeHa Ul 3aMEeHbI cofiepskanus noist Obpasey. Ha COAEpIKaHUE MO 3aMeHums Ha:
B OKHE, IpeicTaBieHHOM Ha puc. 3.30.

392,009,
2 4367,000.  52404,00p.
6 617,000 370200p.
2 30000p.  3600,00p
2 378900p.  45468,00p.
2 315,00p. 630,00p.

2 600,000, 72000,009.
2 120000p. 240,00,

1 1234000 14808,00p.
| 1 160000, 19200,00p.
00001 2 oy e w12 10000p. 120,00,

I yercnpencrps  F1C yuerom dopwara nomei

Souers. _ _ . _ s toc |0 4f

Puc. 3.30. 3amena 3amuceii B Access

HpI/I MICITYKE 110 KHOIIKC KOMIIBIOTCP HAXOAUT IIEPBYIO 3aIllUCh Ta6J'II/II_[bI, YAOBJICTBO-
pAOIYO 3aIaHHOMY 06pa3uy. Ecau ee HYXHO 3aMCHUTD, CICAYCT H_ICJ'IKHYKB Hiz KH%iHKi .
Ecaun HeO6X0,Z[I/IMO 3aMCHUTB BCC 3aIllMCHU Ta6J'II/II_[bI, TO MOJIB3YRKOTCA KHOIIKOM .

3adanue 3.8

1. B mabnuye Tosapwr uzmenume danmnvie noneu Ilocmaswux u /Januvie o nocmasuwuke 6 10-i
sanucu, samenug Uatporexkc na Unpotyp.
2. Coxpanume usmeHeHus.

3.3.6. CopTupoBKa JaHHBIX

Yt0o0BI IMMPOU3BECTU COPTUPOBKY HAaHHBIX, HY’KHO ITIOMCCTHUTDL KYPCOP B MOJIC, 1O 3HAYCHUAM KOTO-
poro 6yz[eT OCYHICCTBJICHA COPTUPOBKA, U BBINNOJIHUTH OAWH U3 CIICAYIOIINUX ITYHKTOB:
1) YTOOBI OTCOPTHUPOBATH 3allUCH B HOKe BO3paCTaHuA, HAAO Ha IMAaHCIH MHCTPYMCHTOB IICIIK-
it

HYTb 11O KHOIIKE WK BbIOpaTh koMaH &l MeHto [ nagnasl Copmupoeka u ¢punempl Copmupoeka no
803pacmanuio,

2) 9TOOBI OTCOPTUPOBATH 3aIKCH B MOPSIKE yOBIBAHUS, HY)KHO Ha MAHEIH WHCTPYMEHTOB ILENK-
HYTb 110 KHOIIKE WIN BBIOpAThH KOMaH meHto [ nasnasl Copmuposka u ¢punempl Copmupoexa no
yObI8AHUIO.

3aoanue 3.9

1. Omcopmupyiime ece 3anucu mabauyvr Toeapel no nonto Haumenosanue mosapa 6 nopsoxe
603pACMAaHUAL.
2. Coxpanume usmeHeHusl.

3.3.7. I3meHeHue CTPYKTYpbl TaOJIULIbI

OcHoBHO# TTpo0IeMOit pu paboTe ¢ TabIUIIaMH SIBIISIETCSI HEBO3MOXKHOCTB ITPOCMOTpPA BCEX MOJIEH
3aIiCU OJHOBPEMEHHO. JlJisi pemieHus: SToW MpoOIeMbl HYXKHO PAIlMOHAIBHO Pa3MECTUTh CTOJIOIIBI
TaOJIMLBI U TO00paTh AJIsl HUX HEOOXOIUMYIO IIUPHUHY.

[lepen pa3memieHHeM CTOJOIOB WX CIEAYET BBIACTUTH. [lJIs BBIIENEHUS OJHOTO CTOJOIA HAI0
HICJIKHYTh B O00JIACTH €ro MapKUPOBKH B caMOM Bepxy ctoiiomna (puc. 3.31). Beimenennsrit cronbern
TIO/ICBEUNBACTCH.

Nen/ - TaHHbIE O nOCTaBURE = T HanMenceanne 108apa | Hanaane - ‘Grcanwe To6apa = TIOCTaBuMK - |KOAWNECTBO - Lienatosap - | Cywma -
09001 1 2 . B sek20 "2x3-1/2" OVALTA 2 196,00p. 392,00p.
00211 2 . . Samsyng Sync Master 5105 S/N: HALSHIBK & Undotyp 12 4367,00p.  52404,00p.
11100 3 =2
99987 4 =]

ORIENT QF-860, USB2.0, 640x480 KomnsioTepis 6 617,000.  3702,00p.
AT 5/N 9904034806 vndoryp 12 300,000 3600,00p.

O6mactb
MapKHpPOBKH
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Puc. 3.31. Beinenenue cronbma

Jlnst BBIIENIEHHS TPYIIIIBI CTOJIOIOB HAA0 BBIAEINTH CHAdYala MEPBbIA CTOIOEI M, YAEPKUBas Kia-
Butry [Shift] Haxkaroii, — mocneaHUI CTONOCIT U3 ITOM IPYIIIBL. JTH JBa CTOJI0IA, a TAKIKE BCE CTOJIO-
1Bl MEXTy HUMHU OKa)KyTCsl IIOJICBEUYECHHBIMHU, YKa3bIBasi Ha TO, YTO BBIIEJIEHA BCS TPYIINA CTOJIOIOB.

YT00BI IEPEMECTUTH CTOJIOEL TAOIHUIIBI, HY>KHO BBIIEIUTH €r0 U MEPETALIUTE B HEOOXOIUMOE MECTO.
I[1pu 5TOM yKa3aTellb HECKOJIBLKO U3MEHHUT CBOW BHJI: y €r0 OCHOBAHKS O0TOOpa3uTCs HEOOMBIION KBaIpa-
THK. [Ipu repeHoce Hesb3s OTIYCKAaTh KHOIKY MBIIIX 0 TEX II0p, IIOKa yKasarellb He OYIET B TOM MECTE,
Kyza Tpebyercs meperammrh cronoer. IlepemMelienre HECKOIBKMX CTOJIOLOB MPOUCXOIHUT TaK JKe, KaK U
€IMHIUYHOTO CTOJIOIA, TOJILKO IEPe]] STUM BCE OHH JIOJLKHEI ObITh BBIIEIICHBL

MHorga MOKHO OTOOpasUTh Ha DKpaHE BCE HEOOXOAMMBIE IIOJISL TOJIBKO ITyTE€M YMEHBIICHHS HX
mupuHel. [Ipolne BCero M3MEHHUTh MIMPUHY CTOJIONA MOYKHO TP IIOMOIIM MBIIIH. [l 3Toro Heo6Xo-
VMO YCTAaHOBHMTbH YKa3aTellb MBIIIM Ha NPaBblii Kpail 001acTH MapKUPOBKHU. YKa3areib IPUMET BH
JBYHAIIPABJIEHHOU CTPENIKH. Y IePXKHMBast JEBYIO KHOIKY MBIIIH, MOKHO II€PETALIUTH IPAHMILYy CTOJI0-
1@ BJIEBO MJIM BIIPABO JIO MOJYYEHHS KeJaeMOU IMUPUHBI KOJIOHKH TaOJIHIBL.

KpoMme Toro, M3MEHHUTD IUPUHY CTOJIOLA MOKHO C IIOMOIIBIO OILUK MEHIO. JIJIs 3TOr0 HYKHO BBI-
JIEIUTH CTOJIOEL, 3aTeM BHIOpaTh KOMaHIy Ha Bkuauke I zaemnaslJonornumenvrol [llupuna nons, no-
CIIE YEro Ha DKPaHe MOSIBUTCS OKHO, H300paXkeHHOe Ha puc. 3.32.

Puc. 3.32. KOMaHlla Jononnumenvro

WNHorna Heo6XoauMo, YTOOBI HEHY)KHBIE B IaHHBI MOMEHT CTOJIOIBI cTany He BUAHBL. C 3TOH 11e-
JbI0 CJENYET BBIACINUTH CTOJOEL WM TPYNIy CTOJOIOB, 3aT€M BbIOpAaTh KOMaHIy MEHIO [71ag-
naslJonon-numenvnol Ckpvims nosisi, N BbIIEICHHBIE CTOJIOIBI HCUE3HYT.

Jns  oroOpakeHHs HYXHBIX CTOJIOIIOB CIIEAYET BBINOJHUTH KOMaHay MeHio [ 7as-

nasil/[ononnumenvnol Omobpasums nois, NpU TOM HAa KPaH BBIBOIUTCS OKHO,
ol n3o0paxkeHHoe Ha puc. 3.33. OHO COIEPKUT CIHUCOK BCEX IMOJICH B TaOIUIIE C BbI-
P KJItoyaTesneM-(QIa)kkoM C JEBOW CTOPOHBI, KOTOPBIA YCTAHOBJIEH MPOTHUB TEX IO-
1:::;“’” JIed, KOTOpBIE BBIBEJEHBI HA 3KpaH B TEKYLUIMH MOMEHT. MOKHO IIEIKHYTbh BBI-
B KJIFoUaTesieM, YTo0bl 0TOOpa3uTh HY)KHOE T0Jie Ha 3KpaHe B Tabnwuile. [locne 3a-

S BepILIeHUsI pa0OThl HEOOXOAMMO HIETKHYTh 110 KHOIKE
S — Jlns u3MeHeHus CTWIS HauepTaHus U pa3mepa mpudra B Ta6n1/1ue HYKHO BBI-
wec ]| JETUTH TOJIE WIM 3aIUCh TaOJUIbI, 3aT€M BbIOpaTh KOMaHIy Ha Bkiajke [7nas-

Puc 333 Memo  Hasl @opmam |Dopmamuposanue mexcmal [Llpugpm.
Omodpasums nons BeicoTa cTpOK B TaOHIIE YCTAHABIMBACTCS MPAKTHUCCKH TAKUM K€ CIIOCOOOM,
KaK ¥ IIHPHHA CTOJIOIOB. YKa3arelb YCTAHABINBACTCS HA Pa3IeUTENbHYIO THHHIO
MEX]Ty JIBYMS JIFOOBIMH 3aIIMCAMHU TaOJHIBI, IPHHAMAsS TIPH 3TOM (HOPMY JBYHAIIPABICHHON CTPEIIKH.
3aTeM C TOMONIBIO MBIIIH YBETMYMBAETCA WM YMEHBIIAETCS BbICOTA CTPOKH, TIPH 3TOM HU3MEHSIETCSI

BBICOTA BCEX CTPOK. MI3MEHUTH BBICOTY CTPOK MOXHO M [Tt ? HO-IPYTOMY:
BEIOpaTh KOMaH1y MEHIO I71a6- | eucora croonn: [188 | ]
nasl3anucul Jonornumenvruol Boicoma cmpoku ¥ B TO- | [lcramsprres SIBUBIIICMCSI
okHe (puc. 3.34) yCTaHOBUTh YHCIICHHOE 3HAYECHHUE BBI- COTBI CTPOKH.
B Access cymiecTByeT HECKOJIBKO KOMaH] YCTAHOBKH P 1 c. 3.34. BsicoTa cTpoku BHCIITHETO
BUJa stueek Tabmuisl. dopmatupo- x & q | == TN BaHME CTPOK B TaOJHIIE MPOU3BO-
JUTCA C NOMOLIBIO MEHIO Dopma- | A-¥ &a- === & muposanue mekcma (puc. 3.35),
KOTOpPOE pacroJjiaraercsi crpasa Ha | Sncl Pt T - BKJaaKe [ nasnasi.
C moMOmIBI0 KHOTIOK JTOTO Me- HIO MOYKHO U3MEHSTH IIBET CTPOK,
TEKCTa, JeNlaTh 3aJluBKy obJacTei, Puc.3.35. @opmarnposanne BBIDaBHUBATh TEKCT, HU3MEHATH
HauepTaHWe TEKCTa, €ro MIpUQT, rekera pasmep u ap.

Jlnst Gonee neTaibHOTO (OPMATUPOBAHHS HYXHO BbIOpaTh KoMaHny [ naenas/@opmamuposanue
mexcmal @opmam mabauysl (KBagpaT co CTPEIOYKOM B MPaBOM HM)KHEM YTy BKIAIKU noss Popma-
muposanue mexcma), IOCje Yero Ha dKpaHe MOSIBUTCSA OKHO, Kak Ha puc. 3.36.

Dopmar Tabamus Px
Odoprnersie Mo cemin
® ofirawe o ropmsonTam

O nprnoamsTos o BEpTHKAM

O yronnersioe

LseT dora: AononHHTenbHbF useT ona:  LiseT nii cemkn:
\ L ¥ [ v

Obpaseu:
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Puc. 3.36. Dopmat Tabauibt

3aoanue 3.10

1. Ilepemecmume cmonbey Haumenosanue mosapa maxkum obpaszom, umobvl 6 mabiauye OH
Haxoouacs mexcoy cmonoyamu Hanuuue u Onucanue mosapa.
2. Yemanosume wupuny cmoaoyoe 6 mabdauye 11o wupure OaHHbIX.
3. Yemanosume wiupumny credyowux cmoidyos 8 Cumgonax:
Ne n/n —5;
Koo mosapa — 6;
Hanuuue — 3;
Konuuecmso mosapa — 4.
4. Yemanosume gvicomy cmpok 6 mabauye pagnou 20 u usmeHume wupury cieoyroumux cmoio-
Yos:
Onucarnue mosapa — 24,8,
Ilocmaswux — 17,8;
Hannvie o nocmasujuxe — 35.
5. Coenatime ckpvimvimu ciedyrowue cmoioybvl:
Onucanue mosapa;
Hannvie o nocmasujuxe;
Koo mosapa.
6. Yemanosume 6 mabdauye: wpugm — Ionyscupnoui, Kypcus;, yeem wpugpma — Manunogwiii;
pasmep wpugpma — 9.
7. Onpeodenume 6HewiHull U0 AYeeKk MabaUYbl, YCMAHOBUE 8 OKHe (cMm. puc. 3.36) napamemp
Ogpopmnenue 6 nonodicenue Ipunoousmoe.
8. Uzmenume ysem mexcma na Temrno-cunuil, yeem gona na Temno-2onyoou Dou 2, yeem cmpox
Ha Temno-60pooswiii 2, 6 cmonbye Koo mosapa coenaiime Bvipasnusanue no yenmpy.
9. Bce usmenenus 6 mabauye coxpanume.

KOHTPOJIBHBIE BOITPOCHI

. Hobasnenue Hos01 3anucu 6 madbauyy. .

. Yoanenue omoenvnot sanucu u epynn zanucei ¢ ACCESS.

. Buowl noucka 3anuceii ¢ maonuye.

. Opeanusayus noucka HyscHou 3anucu ¢ mabauye npu nomousu ACCess.
. 3amena codeparcumozo nojs maoauybl.

. Buowl copmupoexu 3anuceu 6 maodauye.

. Obnacmb mapruposxu. Onepayuu, npu KOMOpsvIX OHA UCNOb3YEMCAL.

. Usmenenue wupunsl cmonoya u blcomoi cmgoxu.

. Ckpvimue unu omoopasicenue cmonoyos ¢ ACCeSS.

OOO~NOOUIRWNF-

3.3.8. BcTtaBka 00bEKTOB
B noJie ¢ TunoM manueix OLE

B Access 2010 mmeeTcst BO3MOKHOCTH J00aBIAThL 00beKTHI B moste ¢ TurmoM aanusix OLE (Object
Linking and Embedding — cesi3siBaHre u BHenpeHHe 00beKkTa). B TOM ciiydae, KOr/ia THIT JaHHBIX 3a-
naH kak OLE, CYBJ] Access coxpaHseT BHEIIHUN OOBEKT B o01ieM (¢aiine 6a3bl JaHHBIX, OTBOAS Ha
€ro XpaHeHHe CTOJIBKO MECTa, CKOJIBKO 3TOT OOBEKT 3aHMMaeT B BUJE OTHenbHOro daitna. [log 00b-
eKTaMU CcJIelyeT TOHUMATh (ailsibl, CO3/IaHHBIE B BUJIE TIPUIIOKEHUN B TpadUUecKuX peJakTopax, BU-
neokumoB, B npuioxenusx MS Office u 1. . Ilpu 3amonHeHnn TaGIUIBI JTaHHBIMH, KOTOPbIE SIBJISI-
I0TCS 00OBEKTaMH, B COOTBETCTBYIOIICH Mo3uImK 1ojs ¢ Tunom naHHeix OLE dopmupyercs coobie-
HUE O TPOTpamMMe, ¢ TTOMOIIBIO KOTOPO MOXKHO OTKPBITh 3TOT 00BeKT. OTOOpakeHue 00beKTa OyIeT
OCYIIECTBISTHCS TOJIBKO B JOpMax U OTUETaX.

Jns BctpanBanusi 00bekTa B mojie ¢ TUNnoM JaHHbIX OLE HeoO6X0auMo OTKPBITH TaOIMIly B PEKU-
Me Koncmpykmop, no0aBuUTh HOBOE Tolie, Hampumep Pomo moseapa, BHIOpaTh TUI TaHHBIX [lone
o6vexma OLE u coxpanuts tabnuiy. 3ateM B pexxume 7abauya B CTpOKE JJIs BBOJIA JaHHBIX CIEAYeT
HIETKHYTh NMPABOW KIJIABUIIIEH MBIIIM U B OTKPBIBIIEMCSI MEHIO BHIOPATh KHOIIKY , UTO

NpUBEET K OTKPBITUIO AUATOroBOro okHa (puc. 3.37, 3.38).

7] Tosapst
VimA nona THN AaHHBIX Onucanue
? |Nen/n CYeTUMK
Kopn Tosapa Texcroesiit

HanmeHoBaHKe ToBapa TeKCTOBbIH BBeawTe TOBaP
Hanuume Norvyecknin

Onwcaue Tosapa Mone MEMO

MocTaBLimk TexcToBbINH

AaHHble 0 NocTaBwmKe Mone MEMO 97
KonwuecTso Tosapa Yucnosoi BeEauTE KONUUECTBO

Liena ToBapa JeHemHbIi BeeauTe ueHy
Cymma BoluMcnAemMbl A
Mone obvekra OLE]

®oTo Tosapa
TekcToebii
None MEMO
Yucnosoi
[fata/spemn
AeHexHbIA
CueTumk

CeowcTea nons




Konuuecteo - Liewatosap - Cymma v}Oororoup:- UjenkHume OnA dobae
2 196,00p. 392,00p. Adicrosoft Word
12 4 52 404,00p. ficrosoft Word

- = i

4 { & Bupesan

300,00p.  3600,00p.
12 3789,00p.  45648,00p.

315,00p.  630,00p.
12 600,00p.  7200,00p.
12

o

1

1200,00p.  2400,00p.

2
2
1234,00p. 14 808,00p.
2 1 600,00p. 19 200,00p.
!} 12 100,00p. 1200,00p.
* BcrasuTs 06bexT...

-

He cosnagaer ¢ Mycreie

Puc. 3.37. BcraBka o0Obekra

?
Microsoft Access l_lg

@ Co3paTs HoBbIA .
OTMeHa

. Adobe Adobat Document
() CoznaTe us daina | Bitmap Image
Microsoft Equation 3.0 |:| B BuAE 3Ha4Ka
Package
WordPad Document
AEomuHEIA nucT Microsoft Excel
Ouarpamma Microsoft Excel 2

PesyneTat

-E
[| @

ﬂosaEﬂEHME B AOKYMEHT HOBOrD ofbeKTa THNa
"

Puc. 3.38. JluajgoroBoe OKHO Jijisl JOOABICHHUS
HOBOT'O0 00BEKTa B TabnuIly ACCESS

CymiecTByeT JBa crioco0a BcTpanBaTh OOBEKTHI B BUJAE AAaHHBIX. [lepBbIil crocod mpemnonaraer
BCTaBKy 00BbeKTa M3 (hailiia ¢ UCIOIB30BAaHKUEM JIFOO0TO (haiiyia B KaueCTBe UCTOYHHUKA JAHHBIX (pHLC.
3.39). Bropoii criocob npeaycMaTprBaeT UCIOIb30BAHNE THIIOBBIX TPUIIOKEHUH JIJISl CO3/IaHKSI HOBO-
ro (aitina, KOTOPBIN MoAIEepKUBaeT ACCESS.

B ElE] @ B g | Hewmicnommn- g o
== Be Hyokruii konoHTITYA ~
CTpamnuEl Tabauua | Puomox [KapTurka Onyper .., | CCbinki Teker | Cumzont
" " 8 @ |2 ) e B B
TaGauLpl WnniocTpaumm KonoHTHTyAbl | ‘ ‘
D I SR R RS S O - A SRS NI CERIN VY = - x
]S g : - : . : : G | Kamea
. & | Wekatb:
g \ | [Lraar |
4 =| viosars ofeera:
E o |ce i mynemumena [=]
H BRIOUNATE KoRTEHT caiita Office.com
3 2| =
B 0| € RononruTensrio Ha caiire Office.com
; e — ; ¥ | @ Coserei no noucxy kapTiros.
M
Crparmau: 1 w31 | Uwcno cros:0 | G pycorin | \ BE= w00 U (1)

Puc. 3.39. Jlob6aBnenus HoBoro o0bekTa B Ta0IuIly ACCesS u3 daiina

1. Coznanne oOwvekta u3 (aitna. Korma pedsr 3aXoAuT O JaHHBIX, KOTOPHIE SBISIIOTCS 00BEKTaMU
Juist 0a3bl JaHHBIX M BHEIIHUMU (paiinamu, To TpeOyercs uMeTh 3Tu (aiinsl. B cBs3u ¢ 3Tum norpedy-
€TCsl CO3/1aTh HECKOJIbKO (hailyoB, 4TOOBI B TaTbHEHIIIEM YBUIETh UX OTOOpakeHHE B 0a3e NaHHBIX, a
Tak)ke nornpoOoBaTh MPOBECTU U3MEHEHHe ATHX (aiinos. Hanpumep, numeercs potorpadust oobexra B
daitne  Monumop.jpg (Jpg — yHuBepcanbHbli _ (oTtodopmar). Jns TOoro YTOOBI  ATOT
aitn COXPaHIICS B 6aze [Ocomermsaimlry clemyer B COOTBETCTBY-
foreM okHe (cM. puc. 3.38) MocTaBUTh OTMETKY , TIOCJIE YeTO MOSIBUTCSI OKHO, KOTOpOE
npeacrd 2=} na puc. 3.40. C OMOIIBIO KHOIIKH CIIeIyeT BBIOpAaTh HEOOX OIUMBIH (haii.

I

Microsoft Access

daiin: LowymeHT Microsoft Word
() Co3naTs HoBLIA D:Morirop.docx
_ . _OTHEHE
(@ Co3naTe U3 haina [Tl censn _
[[e Bune sHauwa
PezyneTat

[OoBaEnsHue B AOKYMEHT CoAepiuMoro balina B

P . BAAE OE’bEK_TE, SKTHEHMZWPYEMOro C NOMOLWLBRD
E COZASEWErD ero NPUNoHEHAA.




Puc. 3.40. Ilouck daiina npu co3ganuu o0bekTa B 0a3e TaHHBIX

B cooTBeTCTBYIOIIIECH CTpOKE ISt 1M0JIst, Hanpumep Pomo mosapa, nosButcs cioBo [laxkem (Pack-
age), 3To o3Havaer, 4to (haii MpUBsA3aH K MPUIOKEHHUIO, C TIOMOIIBI0 KOTOPOTO OH ObLT co3aaH. [Ipu
npocMoTpe 0a3bl JaHHBIX (3arpoca, (GOPMBI WM OTYETA) MOJIB30BATENbh YBHIUT U300pakeHue (aiina
B BHJIC 3HAYKa , a TIPU JBOWHOM IIECITYKE TI0 TOMY M300paKECHUIO CUCTEMa CHadaia HaleT Mpuio-
’KeHHe, a 3aTeM oToopasuT B HeM c{Ekpxumoe daiina (B nanHOM npuMepe 310 Gororpadus). Mckio-
YeHHEM SBJISIOTCS (Daiiibl ¢ H300pakeHUsIMH, COXpaHeHHbIe ¢ pacmupenuem bmp (bit map format).
BwMmecte ¢ Tem (aiinbl, co3aannsie B npuiiokenusx Microsoft, 6yayr otobpaxarscs cpasy B popmax u
oruerax. CremoBatenbHo, Gororpaduu MOKHO BCTaBJIATh B TaKHe MPHIIOKeHUs, kak Paint, Word,
PowerPoint, coxpaHsaTh B BUIe OTACIbHBIX (aiioB, a 3aTEM MMOAKIIOYATh B BHJE 00bEKTa K Oa3e aaH-
Heix. Hampumep, MoxHO OTKpbITH gokymeHT Word, BcraButh u3 (aiina ¢ororpaduio, 100aBUTH
TEKCT, a 3aTEM COXPaHuTh Kak Monumop.docx (puc. 3.41).

Puc. 3.41. ®aiin ¢ pororpadueit, cozmanusiii B Word

2. Coznmanue HOBBIX 00BekTOB. [0 co3manneM HOBBIX OOBEKTOB B 0a3e JaHHBIX CIEAYeT Mojpa-
3yMeBaTh UCIOJIb30BaHUE MPUIIOKEHHUS, B KOTOPOM (hailsr co3aaercs, a 3aTeM MOJIKII0YaeTCs B TIOJIE C
orncanueM tuna ganaeix OLE. Jns 3amycka peknMa co31aHusi HOBBIX OOBEKTOB HEOOXOJIUMO OT-
KpbIThb Tabmuny B pexume Ilabnuya, HaxaTb Ha  KHOIKY
B IUajgoroBom okHe (cM. puc. 3.38), a 3aTem B criucke Tun obowvexkma:

Tun obbekTa:

Bitrnap Image - -

Microsoft Equation 3.0 BBIJICJIUTh HEOOXO0IUMOE TpuiIokeHue. [lepeuenp mpuinoxeHui, KoTo-
fﬂ?j‘ggj  Document =| peie_noanepknBaeT ACCESS Il CO3/aHUS OOBEKTa, HAXOAATCS B
AEoM4HBIA MMcT Microsoft Excel CII 42), KOTOpI)II\/JI PACKpOCTCA IMOCJIC 3allyCKa KOMAaHJbl
[Awarpamma Microsoft Excel

[AwarpamMma Microsoft Graph Bemasume oovexm. o

[JokymeHT Microsoft Word 97-2003 - yIlO6CTBO HCIIOJIB30BAHUA IMPUITIOKCHUN IJIA CO3JaHHA 00BEKTOB B

P 1 c. 3.42. Tlepeuens tunos ooex-  BAIC (haiiyioB 3aKJIIOYAaeTCsl B TOM, YTO B JajbHEWIEM JTH (ailyibl
TOB ACCESS, KOTOpbIE MOXKHO HcHoinb-  MOXKHO HMCIIOJIB30BaTh aBTOHOMHO HJIM OCYIICCTBIIATH HX KOPPCKIHIO B
30BaTh IS cO3MaHus (aitnoB 0aze JaHHBIX.
Paccmorpum BapuaHT co3gaHusi 00bEKTOB ISl 0a3bl TaHHBIX C T0-
MOIIIbIO TIpHIOXKeHus Paint.

Heob6xoauMo co3nath 00BEKT ¢ U300pakeHHEM TIPEANPUITHS U TEKCTOM, KOTOPBIM B TalibHEUIIIEM
MOJIB30BaTEN b 0a3bl TAHHBIX CMOKET 3aMEHUTH WJIM HCTIPABUTH. J{JIs1 7TOTO HY)KHO BBIOpATh M3 CTHCKA
o0bekT Bitmap Image u cnenoBath qanpHENIIEH TEXHOIOTHU CO3aHUs O0BEKTa:

1) oTkpbITh MpUIIOXKEHHE Paint;

2) BcTaBuTh GOTO U3 (haiina;

3) 106aBUTH TEKCT (€CIHM 3TO HEOOXOIUMO);

4) cOXpaHUTb Kak Qaii,

5) 3aKpBITh MPHIIOKCHHE.

3aoanue 3.11

1. B mabnuye Tosapwl 6 pescume Koncmpyxkmop 0obasbme Ho8bili cmonbey ¢ umenem @omo mo-
sapa, mun oanuvix Ilone o6vexma OLE, coxpanume uzmenenus.

2. B peosicume Tabnuya 6 none @omo mosapa evibepume cmpoxy Bcmasumv obvexm uz ¢haui-
nalCoz0ame HOBbIL U U3 pacKpwieaiowe2ocsi cnucka ykasxcume ookymenm Microsoft Word. Ilpu
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amom omrpoemcst mexkcmoswiii pedaxkmop MS Word. 30ece nHeobxooumo ecmasumo pucynoxk, coom-
gemcmeylowull mosapy 6 O0anHou cmpoke. Pucynku evibepume u3 cnucka, Komopwili XpaHumcsi
HenocpeocmeeHHo 6 peoakmope (6xnaoka Bemaskal Kapmunxal Hauamy), unu uz opyeux npoepamm.
Mooicro ucnonvzosame npunoxcenue Paint (o6vexm Bitmap Image), eoe ciedyem napucosamo mo-
sap camocmosmenvro. Coz0annuwvlil ¢haiin 3akpoiime, OH agmomamuyecku 6yoem npusszan K oase —
cmpoke, 8 KOMopyio ee 6CIAGILIU.

3. IIpooenaiime OaHHYI10 npoyeoypy ons 6cex CMpOoK maoauybl
Tosapur.

4. Coxpanume uzmeHeHUs.

KOHTPOJIBHBIE BOITPOCHI

1. Obvexmol, 6cmasnsemvie 6 6azy danuwvix ¢ munom oarnHoix OLE.

2. Bcmaska hpomo ¢ maobauyy 6 pescume_Tabruya. .

3. Omauuue cnocoog Cozoains HosblU 00bekm om cnocoba Coz0ams u3 ¢aiina.

4. Pazmewenue aung pomozpaghuu_mosapa 6 6azy danuwix ¢_pacuiupenuem Png. MoowcHo au
oCcywecmeansams NPAasxy hauna, KOMopulil 6CmMasieH Kak 00vekm 6 643y OAHHbIX HeNOCPeOCMBEHHO 6
gaunogou cucmeme Komnb;omega. §

N o. Bc;naem npezenmayuu 8 6a3y 0anHwvix. O0beKmbl KAKUX NPUTONCEHUL MOICHO 6CMABUMD 8 OA3Y
AHHBIX :

JIABOPATOPHAS PABOTA Ne 12

3.4. PABOTA C JAHHBIMU I1IPU TTOMOUIN 3AITPOCOB
3.4.1. Co3nanue u paboTa ¢ IPOCTHIMU 3alIPOCAMU

3anpockl MO3BOJISIOT ONPEACIIATH OJIS U 3aIIMCH TaOJIMIIbI, BBIBOJIMMBIE HA SKPaH, B COOTBETCTBUHU
CO CHeNHAaIbHBIMH YCIOBHSIMHU 0TOOpa. Mcmonbp3oBaHue 3ampocoB nmomoraer 6osee 3pQGEeKTUBHO pa-
oorathb ¢ ACCEeSS.

3anpockl SBISIIOTCS HE3aBUCUMBIMU OOBEKTaMH, KOTOPBIC MEPEUUCISAIOTCS B OKHE 0a3bl JAHHBIX
BMECTE C TaOJMIAMH M JIPYTMMHU OObeKTamu. MHOTAa mpeanouTuTeIbHee BCTPauBaTh CBOWMCTBA 3a-
npoca B CYIIECTBYIOIIMNA 0OBEKT BMECTO TOTO, YTOOBI CO3/IaBaTh 3alPOC KaK HOBBI OOBEKT, OTICIb-
HBIA OT OCTAJIbHBIX.

YtoOmI CO3/1aTh HOBBI 3amnpoc, HY>KHO HIEJIKHYTh o BKJIQJIKE
3anpocet B 1UanoroBoM OKHe 0a3bl IaHHBIX, a 3aTeM BBIOpaTh KOMaH1y Macmep
@ 3anpocoe unu Koncmpyxkmop 3anpocos (puc. 3.43).
g’gjlapfgigs K‘;:;;poﬁfg;p [Tpu BBIOOpE KOMaHIBI Macmep 3anpocog MOSIBUTCS AUAOTOBOE OKHO Hoswiii
3anpacs 3anpoc, rae OyayT MpeAcTaBIeHbl YeThIpe TUIIA 3aIIPOCOB:

1) mpocroii 3anpoc;
2) mepeKPECTHBIN 3arpoc;

3) moBTOpSIIOIINECS 3AITUCH;

4) 3anucu 0e3 MOYNHEHHBIX.

Tocne Haxatys kuorky QK Heo6X0mmMO BLISE&TB TabIUIly, HA OCHOBE KOTOPOH 3aJaeTcs 3arpoc
u Tpedyemsle nosis. [Tociie HaXkaTHst KHOIIKU I T BBIOpaTh pE&XXUM IPOCMOTPA OTYETa JTMO0
PEKUM U3MEHEHHs MakeTa U IIEJIKHYTh [0 KHOIIKE . [locne sToro copmupyercs 3anpoc, s
U3MEHEHHs KOTOpPOro HaJao MeperTu B pexum Koncmpykmop 3anpocog (3HauUOK B HMKHEH MpaBoi
4acTu pabovero sKpaHa).

ITpu BBIOOpE KOMaHIBl KoHcmpykmop 3anpocog NOsIBUTCA pabouee MoJe 3arnpoca, NpeicTaBlIeH-
HOE Ha puc. 3.44.

P u c. 3.43. 3anpocht

—-Tosapu Ijl 3anpoct |
[No6asne nue TabnHus @@
Tabmusr | 3anpoces | Tabmasi n sanpoce: |
Tosam ]
(i
=
Mone: 3 Sonporre
ma Tabanbi:
CopTupoBKa:
BblBOA Ha 3KpaH: O m} O O ]
Ycnosue oT60pa:
wam:
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Puc. 3.44. PaGouee none 3anpoca
[Ipu mpoexkTHpOBaHWH 3aIipoca Ha IKpaHE OTOOpakaeTcsl TUAIOrOBOE OKHO J{obasneHue mabauywl
(puc. 3.45). Ilpu moMoIM 3TOro OKHa MOKHO CO3/1aBaTh CIIMCKH TOJCH 1Jis1 J0OaBJICHUs] X B OKHO

3anpoca. Criucku MOTyT 0a3upoBaThCs Kak Ha TaOJHIle, TaK U Ha YK€ CYILECTBYIOIIEM 3aIpoce.

[ [loGasne H1e TabaHLbI

TaBnHuE |3anpocm || TafnkLUbl M 3anpockl |

Lﬂ,DEaBHTb J [ JaKpbITE ]

Puc. 3.45. Oxno Jobasrenue mabauyvi

3.4.2. CoxpaHeHue 3ampoca

3aBeplLIAIOIIMM 3TAlloM B CO3JIaHUM 3ampoca siBiseTcs ero coxpanenue. C 3Tol Lebio Ha NaHeIH
vHCTpY W HTOB HYKHO IIENKHYTH MO KHOIKE 1160 BeIOpaTh KoMaHIy MeHto @aiiil Coxpanume.

[Ipu coxpanenun ACCESS 3ampalInBaeT UM 3allpoca U aBTOMATUYECKU MIPUCBAUBAET eMy UMs 3anpoc
Ne (puc. 3.46).

Togapel

>

9 nn
Koa Tosapa
Hannenosanme 1
Hauuue e Sapocal

Onicamme Tosap [Benpoet J
=

Mocraswmx

Coxpane Hue

4 m

Puc. 3.46. Coxpanenue 3amnpoca

B mporiecce co3znanust 3ampoca MOXKHO TOOABISITH TaHHbBIE U3 APyrux Tadmuil. s sToro Heoo6xo-
JUMO Ha TIaHEJIM WHCTPYMEHTOB Ha)KaTh HA KHOIKY (Omoobpazumv) 1100 METKHYTH MPABON KIla-

BUIIICH M [0 TOJNI0 3ampoca ¥ W3 TOSBUBIIETOCS  JHAJOTOBOTO  OKHa  (CM.
puc. 3.45) BeIOpatTh TabIUILY.

3aoanue 3.12

1. Cozoatime 3anpoc, 6 xomopwiii dobaseme mabauyy Tosapwvr ¢ noaramu Haumenosanue, Ilo-
cmaswux, Hanuuue.

2. Coxpanume 6nank 3anpoca ¢ umernem Ilpocmoti 3anpoc 1.
3. 3akpouime okno 3anpoca.

3.4.3. KonctpyunpoBanue 3ampoca

[Tocne BeIOOpa TaOIUIIEI HAa DKpaHEe MOsABIsETCS OnaHk 3ampoca (puc. 3.47), B KOTOPBIH BKIFOYECHBI
BCe MOoJIs 10OaBIEHHON TAOIHUIIBI.

OKHO TaOIUIIBI

:

(& Croanmua ceovicre|
> :lu?l (B e roeana)

Wrorw Mapawer

oc Ho npocs Noxa:
Bce o6nexTul Access ® «

epmEL—T—

ovce. 2 Tossou

Tabamust
B Tosapu ¥

Koatosaps |z
Sanpoce: % Ha
8 nNpocros 3anpoct
= npocroi 3anpoc

»
D

: - 101

Mone: (HaumeHoB: ¥ MocTaslmK | Haanume
WmMs Tabaunubl: [ ToBapb! Tosapb! Tosapb!
CopTvpoBka: [no BospacTak
BbiBOA Ha 3KpaH: ]
Ycnosue ot6opa: "UHdoTtyp"
1 wan:

il o ] (=]




Puc. 3.47. bnank 3anpoca

JannsiMu cTpoku OjnaHka 3arpoca [lone: SBISIOTCS MUMEHA MOjei 100aBIeHHOM TaOlHIIbI, KOTO-
pble MOKHO TIEPEHECTH U3 OKHA TaOJIMIIBI C IIOMOIIBIO MBIIIH JTUOO HIETKHYB IO MMYCTON sueiike CTpo-
ku [lone. Ilocne 3Toro cienyer BbIOpaTh HYKHOE 0Jie TaOIHUIIBI M3 PACKPBIBAIOLIETOCS CITHCKA.

B crpoke Hma mabnuywvl: yka3bpiBaeTCsi UMs TOOABJICHHOM B 3apoc TaOIHUIIbI, KOTOPOE TOKE MOKHO
BBIOPATh U3 PACKPHIBAIOIIETOCS CIHUCKA.

Crpoka Copmuposxa: npeJHa3HaYeHa [l YCTAHOBKH MOPsIIKa COPTUPOBKH B 3aIpocCe.

B ctpoke Bvi600 Ha sxpan: oTMedaeTcs, OyIeT UM HET BBIBEICHO JAHHOE I0Jie TabIUIbl Ha DKpaH
IIPU BBITIOJTHEHUH 3a1poca.

B ctpoke Vcnosue ombopa: ykaspiBaeTcs, Kakue 3aUCH JOJDKHBI OTOMPATHCS B JMHAMUYECKOM
0oTOOpe JAaHHBIX B pe3yibTaTe 3ampoca. JlJis Mmoss C YUCIOBBIM TUIIOM JIaHHBIX YCTaHABJIMBAETCA Ka-
Koe-nmnbo umcno. Hampumep, ecnu TpeOyeTcs BHIBECTH BCE 3alMCH O TOBapax, IIEHa KOTOPBHIX pPaBHA
196, B KOHCTpYKLIMHU 3ampoca 3To Oy- JIET BBITTISACTh TaK, KaK MMOKa3aHO

Mone: |HaumeHoBaHwue ToBapa

Ha puc. 3.48. JIJisi TEeKCTOBBIX MOJEH o Tosap BBOJIUTCSl BBIPAKEHUE KPUTEPHUS
orOopa. Hampumep, ecnu HYKHO BbI- CopTpoBKa: [no BospacTayio BECTU BCE KOMIUIEKTYIOLIUE IIO-

BbIBOA Ha 3KpaH: . _
craBmuka «MHDOTYp», TO B CTPOKY L Ycnosue ombopa: cnenyer BBe
ctu: Uudotyp. Access aBromaruue- ww: CKH 3aKJIIOYHUT CJIIOBO B KaBBLIYKH.
s moneit ¢ Tunom /lama Kputepuid IIOMCKa BBOJHUTCS aHAJIOTHYHO,

TOJIBKO 3aKIIF0UAETCS HE B KaBbIUKM, a | 1 ¢ 3:48. Yerosue ot6opa

Ha3HaueHa JUIS BBOJIA JOTIOJHHUTEIBHOTO YCIOBHSI OTOOpA.
3aoanue 3.13

1. Omkpoume cozoannviii 3anpoc & pexcume Koncmpykmop. On 6yoem nycmuim.
2. CroHcmpyupylime cooepaicanue 3anpoca 8 COOmseemcmauu ¢ 00pasyom.

B cuMBOJIbI #. CTpoka wiu: npen-

Mone: |HavmeHoB: ¥ MocTaswmk Hanuuve

Mmsa Tabavupl: [Tosapbl Tosapbl Tosapbl
CopTupoBKa: |No BO3pacTat
BbiBOA Ha 3KpaH: 2} ) 0
Ycnosue ot6opa: "NHdoTyp”

wau:

3. Coxpanume uzmeHeHus.

3.4.4. BeinmonHeHue 3ampoca

TMocAdcoxpanenns co3gaHHOrO 3ampoca UTs TONyYeH:s JMHAMIYECKOT0 Habopa JaHHBIX HEOOX 0-
MO 3aIlyCTUTh 3anpoc Ha BbIMoJHEHHE. C 3TOH 1enplo cielyeT Ha MaHeI MHCTPYMEHTOB INENK-
HYTb 10 KHOMIKe _ (Bwinonnums) mub0 MOCHe 3aKpBITUS OKHA 3alpoca B 00JacTH HaBUralliK BeIOpATh
KHOTIKY , BBIJICJIUTh UMl HY)KHOTO 3alpoca, €CIM UX HECKOJIBKO, HIETKHYTh 110 Ha3BaHMIO
3arpoca JJM00 JTBOMHBIM IIEITYKOM JIEBOW KHOMKM MBI, JINOO O/IMH pa3 MpaBOil KHOIKOM MBIIIN U B
OTKPBIBIIEMCS TUAJIOTOBOM OKHE IIEIKHYTh MO KHOIIKE mﬂpn 3TOM Ha 3KpaH OyJieT BbIBe/e-
Ha TabJMIa ¢ MOJSIMH U 3alTUCSIMHU, 33JJaHHBIMU B 3aIIPOCE, OTCOPTUPOBAHHBIMU B YKa3aHHOM ITOPS/IKE
U B COOTBETCTBUU C YCIIOBHEM O0TOOpA.

H 3aoanue 3.14
Buvinonnume cozoarnnuiii 3anpoc.

3.4.5. PaboTa cO CIIOXKHBIMHU 3arpocamMu
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CHOXHBIM 3aIIPOCOM HAa3bIBAETCS 3aMpOC, BKIIOYAIONINKI B ce0si OTHOBPEMEHHO HECKOJBKO YCIIO-
BUI OTOOpA MO pa3IMyYHBIM MapamMeTpaM. 3Has BCE OCHOBHBIE ITAllbl CO3JAHMS 3ampoca C MPOCTHIM
KpuTeprueM 0TO0pa, MOKHO MEPEHTH K 00JIee CI0KHBIM YCIOBUSM 0TOOpa, KOTOPBIE CENAI0T 3ampoc-
BBIOOPKY OoJiee MPOU3BOIUTENBHBIM. B MPOCTHIX 3ampocax HCIOJIB3YeTCsl TOJMBKO MPOCTOE YCIOBHE
orbopa (mampumep, «MHPOTYp»), Ha3bIBaeMOe JTUTEpATIOM. [I0CKONIBKY 3TO 3HaUCHUE SBJSICTCS JEH-
CTBUTEIIBHBIM, €0 MTOWCK MPOU3BOJUTCS B BBIOpaHHOU Tabmuile. B 3ampocax k nurepaniaM aBTOMaTH-
YECKU JI00ABIISIOTCS] OTPAHUYHUTEIIN: K CHMBOJIBHBIM — «»; K JIaTaM — ##.

ACCESS UMEET HECKOJIBKO CIIELUAIbHBIX JINTEPATIOB, KOTOPBIE Ha3bIBalOTCA KOHCTaHTaMu. OrpaHu-
YUTENN JJI1 KOHCTAHT HE NPUMEHSIOTCS. KOHCTaHTBI MCTIONB3YIOTCA IS MOJIEN JIOTUYECKOTO TUIIA U
MMEIOT caeaytomue 3HaueHus: «lay», «Her», «Mctunay, «JIoxb».

HononuutensHo B Access cymectByer koHcTanta Null ans mycteix moneil. MOXHO BBECTH 3TY
KOHCTAHTY KaK YCIIOBHE OTOOpa IS MOJsl, YTOOBI HAWTH BCE 3allMCH, KOTOPHIE HE UMEIOT JAHHBIX B
3TOM TIOJIE.

3aoanue 3.15

1. Ananocuuno 3anpocy IIpocmoii 3anpoc 1 cozoatime 3anpoc Ha ocnose madauyvt Tosapwl u no-
neu Haumenoeanue mosapa, Hanuuue, [locmasuux.

2. YVkaosicume ycnosue omoopa ons noas Hanuuue — [la, Ilocmaswux — Uadotyp.

3. Coxpanume 3anpoc ¢ umenem Ilpocmoti 3anpoc 2.

3.4.6. Onepatopsl

UToObI TPOBECTH MOUCK B TAOJIUIIE MO NIMPOKOMY JMANa30Hy 3HAYCHHUH, a HE MPOCTO HAUTH TOY-
HBIC COOTBCTCTBUA 3aIIaHHOMy, HY)KHO HCIIOJIBb30BAaTh OHepaTOpI)I CpaBHeHI/Ifl, KOTOpI)Ie HpI/IBeIIeHI)I B
Tabx. 3.3.

Ta0onuua 3.3
3HaueHUsI ONEepPaTopoOB CPaBHECHUS
Onepa-
Top 3HaueHne
= Pasno
>  Boipmie, yem

>=  Bboubllle WA DaBHO
< Mesnsb1ie, yem

<= MeHnllle WX DaBHO
<> HepnaBHo

YacTto OGbIBaeT MOJIE3HBIM HCIOIB30BaTh ONEpaTop < > (HE paBHO) JUIsl CPABHEHUS TEKCTOBBIX 3HA-
YEHHUIA.

Access uMmeer erie OJWH OIepaTop, KOTOPHIM SIBISETCS MOJE3HBIM JOMOJHEHHEM K OIepaTropam
cpaBuenus, — Between ... And. O ucmons3yercs A MOUCKa 3HAYCHHM, TOMAJal0NINX B 3aaHHBIN
nuanas3oH. Hanprumep, Uit noucka Bcex 3HaYeHUM 3anuced, nose Koauuecmeo KOTOPBIX HAXOIUTCS B
nuarasoHe oT 1 10 2, Hy)KHO 3amucarh ycjaoBue oToopa cieayroriero Buaa: Between 1 And 2.

B 3anpocax MOHO MCTIOIB30BaTh 1Ba CUMBOJIA-3aMEHUTEIIS:

1) * — 0603HaYAOIKH JTFOO0YIO TPYIIITY CHMBOJIOB;

2) ? — 0003HAYAIOIIHI JTFO00H OJMHOYHBINA CHMBOJL.

Jlnst paboTBI C STHMHU CUMBOJIaMU TipuMeHsietcst onieparop Like. TIpu BBoe 3HaYeHUS, UMEIOLIETO B
CBOEM COCTAaBE CHMBOJI-3aMEHHTENb, B CTPOKY Ycrosue ombopa: aBTOMaTUUECKU JA00aBIISIFOTCS Ome-
parop Like u cumBosbl-orpannumtenu. Hampumep, 4ToObl HalTH B TAONMIE BCEX MOCTABIIMKOB,
HAaUMEHOBAHUS KOTOPHIX HauMHAlOTCS Ha OykBy U, mocraTouHo B CTpOKy Vcrosue ombopa: BBECTH
1*. Tlocse BIMOTHEHUS 3ampoca B 3Ty sSYEHKy aBTOMaTH4ecKu nqooasisiercs Like «*y.

[IpumeneHnne cMMBOJIOB-3aMeHUTENEeH HamOosee 3(h(PEeKTUBHO MPHU BHITOJTHEHUH 3arpoca JJis 1Mo-
aeit ¢ Tunom gaHHbIX Memo.

3aoanue 3.16

1. /lobasvme ¢ mabauyy Toeapwl 6 pedscume Koncmpykmop none ¢ umenem [ama nocmaeku u
munom dannwix [ama/spems. B okne ceoticmeé smoco noasi 6 cmpoke Dopmam noas ycmaHogume
Jnunneiii hopmam damol.

2. Coxpanume uzmeHenust 8 CMpyKmype maoauybl.

3. Omxpoime mabnuyy Tosapwi, nomecmume cmonbey Jlama nocmasku nocie cmonbya Ilo-
CMAasujux.

4. Bseoume 6 cmonbey [lama nocmasku ciedyoujue OanHHble.
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Howmep 3anu-

Jlata mocTaBku

cH

1 11.01.2013
2 23.01.2013
3 14.02.2013
4 28.02.2013
5 03.03.2013
6 16.03.2013
7 18.03.2013
8 14.04.2013
9 30.04.2013
10 11.05.2013
11 19.08.2013

5. Cozoatime 3anpoc, 6 0cHO8y Komopoz2o nonodcume maobnuyy Toeapvl, u evibepume noss
Haumenosanue mosapa, [locmaswux, /lama nocmasku, Konuuecmseo mosapa.

6. B cmpoke 6nanka 3anpoca Yciosue 3anpoca: ykasxcume 0ns noas Ilocmaswuk — Like «A%y,
o4 nons Hama nocmasKu —
Between #02.02.2013# And #11.05.2013#, ons noas Koauuecmeo mosapa — <>2.

7. Coxpanume 3anpoc ¢ umerem Cnodicuwiii 3anpoc 1.

3.4.7. Vicnonb30BaHUE HECKOJIBKUX
ycnoBuil oTbopa

[Tocne 3HaKOMCTBa C OCOOCHHOCTSIMU BBOJIa Oo0Jiee CIOXKHBIX YCIOBUH OTOOpa B sueiiky OyiaHka
3ampoca Hy>KHO Hay4UThCs BBOJUTH YCIOBHE 0TOOpa B HECKOJBKO siueeK. BbipaxxeHus A1 BBOJAa MO-
T'YT BKJIIOYaTh B ce0sl UMEHa 0OBbEKTOB, HAITPUMEP UMEHA MOoJIeH U TaOJIHII.

CymiecTByeT /1Ba criocoba UCIOJIb30BaHUS HECKOIBKUX YCIIOBUI 0TOOpa:!

1) ¢ npuMeHeHHeM orepalMu Jorudeckoe «M» — 3amuch BKIIOYAETCS B JAWHAMUYECKHE HAOOp
JAHHBIX TOJIBKO B TOM CITy4yae, €CII BCE YCIOBUSA 0TOOpa MPUHUMAIOT 3HaueHue «VctuHay;

2) C mpUMEHEHHEM Ollepaluu Jioruueckoe «Mimny» — 3amuch BKIIOYAETCS B 3alpOC B TOM Ciydae,
€CJIM XOTs OBl OJIHO U3 YCIOBUM 0TOOpa paBHO «McTHHAY.

YToObl MPOBECTH MOKCK 3aMuceld, UMEIONINX 3HauUeHus: 0oJiee 4YeM B OJIHOM IIOJIe, HaJl0 BBECTH BCe
ycIIoBUsl 0TOOpa MOJT COOTBETCTBYIOIIUMH IMOJIIMU B OJIaHKE 3ampoca B CTpoke Ycrnosue ombopa:. Ac-
CESS MPUHUMAET 3TO 3a Joruyeckoe «M» u MpoBOAUT MOUCK TOJIBKO TEX 3aMHUCEH, KOTOPhIE OTBEUAIOT
BCEM YCIIOBHSIM OTOOpA.

YToObl MPOBECTH MOUCK 3aMKCei, KOTOpble UMEIOT B OJHOM I10JI€ HECKOJIBKO Pa3IMYHBIX 3HAYe-
HUH, TIepBO€ U3 STUX 3HAUYEHUN BBOJUTCS B CTPOKY 3ampoca Yciogue ombopa, a Kaxaoe AOMOJHU-
TEJIbHOE 3HAYEHUE — B CTPOKY WUIU. .

3aoanue 3.17

1. Cozoaiime 3anpoc na ocnose mabauywr Tosapul u evioepume credyowue noaa: Haumenosanue
mosapa, [locmaswux, /lama nocmasku, [{ena mosapa.

2. /[na nona [locmaswux 6 cmpoke Yciosue omoopa eseoume: Undotyp, a 6 cmpoxe unu — VIHT-
potexc, dns noaa Llena moeapa 6 cmpoke Yciosue omoopa: —>100, 6 cmpoxe unu — <3000.

3. Coxpanume 3anpoc ¢ umenem CnosacHulii 3anpoc 2.

KOHTPOJIBHBIE BOITPOCBI

Co3zdanue Hoso20 3anpoca. Buowl 3anpocos 6 ACCess.
obasnenue oanuwix 6 3anpoc. Coxpanenue 3anpoca.
JIaHK 3anpoca. IHcmpykyuu, Komopble OH 8KIH0YAem.
Buinonnenue 3anpoca,
Buovl oepanuyumenetl, UCHOIb3YeMbIX 8 CUMBOIbHLIX IUMeEPAnax u iumepanax muna /lama.
Buovl koncmanm u onepamopos, ucnoib3yemplx 6 3anpocax.

1.
2.
3.
4.
2.
6.
7. Cnocobwl ucnonb306anus, HECKOILKUX YCI08UU 0moOopa.

JIABOPATOPHASA PABOTA Nel3

3.5. PABOTA C JAHHBIMU I1PU ITOMOUINA ®UJIBTPOB
3.5.1. Bugsl ¢unbTpoB
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QuUIbTp — ATO CPEACTBO, MPEAHAZHAYCHHOE JIUIsI H3MEHEHUS! KOHCTPYKLMHU TaOJIMIIbI, YaCThIO KOTO-
PO OH ABJISIETCS.

[Tpu momomu GUIBTpa MOKHO BCTpanBaTh CBOWCTBA 3apoca B Ta0IMIly 6€3 CO3aHMsI OTIEIbHOTO
o0BeKTa-3arpoca.

CymiecTByeT yeTbipe BUa GUIbTPOB:

1) ¢puibTp 1O BBIACIEHHOMY (DparMeHTY, ONPEICIISIONINI, KAKUE 3aliCH BBIBOASATCS HA SKPaH Iy-
TEM BBIJICTICHHS JAHHBIX B Ta0OIHIIE B pexkume 1abnuysl;

2) none Quabmp 07151, TO3BOJSIOIIUI BBOJUTH YCIOBUE 0TOOPA HEMOCPEACTBEHHO B KOHTEKCTHOE
MEHIO;

3) 0ObIuHBII QUIBTP, OMPEACISIONIMIA, KAKUE 3alTUCH BBIBOJISATCS Ha 3KpaH B pexuMe Popmbi, aHa-
JOru4yHO Tabnuie B pexxume Tabnuyuvt,

4) pacuMpeHHBIA (PUIBTP, YKA3bIBAIOIINH, KaKUE 3alIUCH BBIBOJUTH HA 3KPaH M MOPSIOK, B KOTO-
POM OHU TOSIBJISIFOTCS. Ha SKpaHe, MPH IMMOMOIIU OKHa Pacwuupennviti punvmpl Copmuposka, nieHTnd-
HOTO OKHY 3arpoca.

3.5.2. ®unasTp MO BBIACIEHHOMY (PparMeHTy

Juist co3manust GUIIbTpa 1O BBIICICHHOMY (PparMeHTy Ha/I0 OTKPBITH TAOJIMIlY, HA OCHOBE KOTOPOM
TpeOyeTcst co3narh GUIbTP, U BBLICIAYIb 3HAYCHHUE, KOTOPOEC HEOOXOAMMO HAWTH B JIFOOOW W3 3aIlH-
ceil. 3areM ciieayer BeIOpaTh KoMaHay MeHio 3anucul Durempl @Quibmp no evioenrenHomy Wi MIeTK-
HYTh 110 KHOIIKE  Ha MaHEeIH MHCTPYMEHTOB. MOKHO MPOCTO MIEJIIKHYTh MPABOW KHOMKOW MBIIIN T10
TIOJTF0, YTOOBI BBIJICTUTH TEM CaMBIM BCE €TI0 COJICPKMMOE U BHIBECTH HA DKPaH KOHTEKCTHOE MEHIO, U3
KOTOPOT'O CIIEAYET BBIOPATh KOMaHLy Puibmp no 8blOeIeHHOMY .

Jns ynanenust puiabTpa Hy)>KHO BBIOpaTh KOMaHIy MeHIo 3anucul Yoarume gunbmp Win MENKHYTh
o BKITFOUCHHOM KHOTIKE

Ha MMaHeJId UHCTPYMEHTOB.

3aoanue 3.18

7] 1. Omxpoume mabnuyy Tosapwi. Cozoaume guibmp no evioerenHomy Ons 3navenus Komnvio-
mepnblil canon «Papeoy nons Illocmaswux.
2. Coxpanume uzmeHeHUsl.

3.5.3. Ucnionb3oBanue monst Quavmp 0.

YrtoObl NPUMEHUTH NIOJIe Puabmp OJiA:, HAO WENKHYTh IO CTOJOILY MO, Ui KOTOpOro Tpedyer-
Csl BBECTH YCJIOBHE OTOOpA, BBECTH 3TO YCJIOBHE B MOSBUBIIECECS KOHTEKCTHOE MEHIO M HaXaThb Kia-
BUIITY
[Enter]. TToMuMo mpOCTHIX YCIOBHI 0TOOpPA MOXHO HCIIOJB30BATh U CIOXKHBIC YCIOBHS C IPHMEHE-
HUEM KOHCTaHT U OIIEPATOPOB.

3aoanue 3.19

1. Omkpoume mabauyy Tosapul. Eciu yemanosnen gpunomp, mo yoanume e2o.
2. Cozoatime none @uavmp 01s:, ymobbl HA HKPAH BbIBOOUTUCH 8CE 3ANUCU MAOIUYLI, 3HAYEHUEe
noas Konuuecmso mosapa komopuix 601vute 08YX.

3.5.4. O0bIuHBIA GUIBTP

YroObl co3naTh OOBIYHBIM (UIBTP, HAAO OTKPBHITH TaONIUIly, BbIOpaTh KOMaHAy MeHIO 3anu-
cul Qunompl Uzmernums ¢hunbmp MM MIENKHYTH 110 KHONIKE  Ha MAHEIH WHCTPYMEHTOB.

Access oTobpaxdZt okHO cosanus GUIBTPa. DTO OKHO COAEPKUT OJHY 3anuch U3 Tabmuipl. Cro-
Jla HY>KHO BBECTH 3HAYEHMs, KOTOpPbIE HEOOXOIMMO HANTH, B COOTBETCTBYIOIINE MOJIS JaHHOW 3aITUCH
WM JJIS1 KQKJI0T0 TIOJIs, OJIb3YSACh PACKPBIBAIOLIMMCS CITUCKOM.

[Tocne 3amonHeHust GopmMbl A Bo3BpaTa K TaONuIlEe ClieAyeT BbIOpaTh KOMaHIy MeHIo 3anu-
cul[lpumenums punomp UK MWETKHYTH 110 KHOIIKE

3aoanue 3.20

1. Coz0aiime obviunbLl punrbmp, npu GLINOIHEHUU KOMOPO2O HA IKPAHE NOABIAIUCL Obl 3ANUCH,
3HayeHuss Komopwvix no noao Konuuecmso mosapa menvuse 12.
2. Coxpanume uzmeHeHusl.

3.5.5. PaciupenHsii GuiibTp
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OuUIbTp MOXKET OBITH CO3aH TEMH K€ CIIOCO0aMH, KOTOPBIMHU MOJB3YIOTCS IS CO3/IaHUs 3aIpoca.
Jlns 3TOro HYXKHO OTKpBITH TaONHIly, BBIOpaTh KoMaHuay MeHto 3anucul Qurompl Pacwupennbiii
@uremp. TIpu 3TOM Ha SKpaH BBIBOAUTCS OKHO Puibmp, KOTOPOE MPAKTHUECKU WIACHTUYHO OKHY 3a-
npoca.

B otnmume ot 3ampoca, KOTOphIid GUIBTPYET Kak 3alMCH, TaK U IMO0JisA, ((UIBTP BHIBOJUT HA 3KpaH
BCE 110JIs1 Ta0IMIIBI ¥ QUIIBTPYET TOIBKO 3aIKCH.

[Tocne cozmanus (GUIBTpa HAZO NMPUMEHHUTH €r0, BBHIOpaB KoMaHLy MeHIo PuuvmpllIpumenums
Qunomp WIN HIETIKHYB o KHOTIKE

HAa MaHeIu UHCTPYMEHTOB.

3aoanue 3.21

s mabauywvr Tosapwvl cozoatime pacuiupenuslii puabmp, UCNOAb3YS Cledyroujue YCiosus omoo-
pa o noaeu:
Haumenosanue mosapa — Het yciaoBust 0T00pa;
Konuuecmso mosapa — >2 (6omblie AByX); 2
Llena mosapa — >= 300 (6onbme 1160 pasuo 300).

3.5.6. Coxpanenne ¢GuiIbTpa Kak 3ampoca

[TockonbKy TabnHIIa MOXKET UMETh TOIBKO OAWH (PMIBTP, KOTOPBIA TEPSETCs MPH CO3TaHUN HOBOTO
¢mbTpa, B ACCESS €CTh BO3MOXXHOCTh COXPAHUTH (PUIIBTP JJIsl MOCTOSIHHOTO HCIOJIB30BAHUS B BHIIE
3ampoca. [Tpuuem COXPAHSThH MOYHO TOJIBKO pacIIMpEHHBII u OOBIYHBIM
GUIBTPHL

Uto0bl COXpaHUTh (GUIBTP B BUJAE 3alpoca, HY)KHO MIEIKHYTh B 001acTH OKHa Puibmp TPaBOU
KHOIIKOHM MBIIIY Ul OTOOpa)keHUsI KOHTEKCTHOT'O MEHIO U BbIOpaTh KoMaHy CoxpanHums Kak 3anpoc
WM IIEJIKHYTh 110 KHOIIKE  Ha ITAHEJIM HHCTPYMEHTOB. al

3aoanue 3.22

1. Coszoatime obvlunsili hunemp, ucnonwvzys oannvle madbauyst Tosapul, 6 none Konuwecmeo mo-
sapa egeoume >2.

2. Coxpanume co30annbiti punrbmp 6 gude 3anpoca ¢ umerem Odvlunblll puromp.

3. Co3zoaiime pacwupenusiii punvmp, ucnonvsys dannvie madbauyst Tosapwsi. B none Haumenosa-
HUe moeapa yCmaHogume 6ud COPMUposKu no eospacmanuio, 01 nois Ilocmaswuk ykasicume
yenosue ombopa Komnbrorepusiit canon «Daproy, drsa nons Konuuecmso mosapa 6sedume ycnosue
ombopa >2.

4. Coxpanume coz0annwiii punbmp 6 ude 3anpoca ¢ umernem Pacuiupennviti punvmp.

KOHTPOJIBHBIE BOITPOCBI

1. lHonamue ¢punompa. Eco ¢hynxyuu.

2. Buowi ¢hunompos,

3. Cozoanue nons Qunvmp 0s: 6 6aze OAHHBIX.
4. Coxpanenue ghunompa.

3.6. PABOTA C JAHHBIMU I1PU ITOMOUIN ®OPM

3.6.1. Co3nanue U HCHoONb30BaHUE (HOpM

®opma — 3710 00BeKT 6a3bl JaHHBIX Access, KOTOPBIi MO3BOJIAET U3MEHSTh PACIIONOKEHHE JaHHBIX
Ha 9KpaHe C 1eJIbI0 00JIerYeHus MPOCMOTpa U BBOJA HH(OPMAIIHH.

WNHorna mpocMmarpuBaTh JaHHBIE HETOCPEACTBEHHO B Tabimuiax Access ObIBaeT HeynoOHO, IO-
CKOJIBKY HEBO3MOKHO BBIBECTH Ha SKpaH BCE MOJIS OJHOM 3allMCH OAHOBPEMEHHO. DOpMBI O3BOJISAIOT
U3MEHSATH PacIlOIOKEHHE JJAaHHBIX C LIEIbI0 00JerYeHns MPOCMOTpa HHPOPMAIIUU Ha YKpaHe.

Co3znanue u pabora ¢ opMaMH OCYIIECTBIISCTCS C MOMOLIBIO TPYII KOMaH]I, pacroiaratonmxcs
Ha Binagke Cosoanue (puc. [ = R Macrep dop 3.49).

®opmbl B Access 2010 mo- B o j IyT CO3[aBaTbCid Pa3HbIMU METO-

D Hasuraums v
namu. Hanmpumep, ucnonb3ys | ®opwa KOMCTDIXTOP TVCTa% o oyrue popum = | KOMAHALY Dopma, MOKHO CO31aTh
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Ha Bknanke Cozoanue




¢opMy eIMHCTBEHHBIM IIETYKOM MBIIHU. [Ipy 3TOM Bce MO MCXOTHOW TAaONMIBI aBTOMAaTHYECKU
nomeratorcs B popmy. Co3ganHyo TakuM 00pa3oM GopMy MOKHO MPUMEHSTH B MPAKTHYECKUX Iie-
JsIX TMO0 U3MEHHTD €€, BOCTIOJIb30BaBIINCh pexUMoM Makem unu Koncmpykmop.

Taxe MOKHO CO3/1aBaTh pa3/eieHHbIe (OPMBI C TOMOIIBIO TPYIIIBEI KOMaH BKIaaAKH (puc. 3.50).
& D
dopma KoHcrpyktop Mycras

OTuer KoHcTpykTOp
$opm  dopma =) ADYTHE GOPME ™ P

DOpMEl

2 =]
Heckonbko 3nemeHTos
oro oTknwyed, WenkHute ana =

T e

Pazpenennan gopma
MoaansHoe AWanoroBoe oKHO
CeoAHaA AWarpamma

o
CeogHan Tabnnua

Puc. 3.50. I'pynna koMan1, IpuMEHsIEMBIX JIJIs1 co3aHus Gopm

B Access 2010 umeeTcst BO3SMOXKHOCTD CO3/1aBaTh IEJbIH KJIACC HOBBIX (hOpM, KOTOPbIC Ha3bIBAKOT-
Cs1 HaBUTallMOHHBIMU (puc. 3.51).

& Dloe 13 @

®opma KoHcrpykTop [Mycras
dopm dopma

e TopusoHTaNbHbIE BKNAAKM

0ro oTKAKYeH. LLenkHuTe gna
ﬁil BeprukanbHble BKNaKMW, CNeBa

BepTukantHble BKIGAKH, Cpasa

FOpW3OHTANbHbIE BKNAAKK, 2 YDOBHSA

TOPU3OHTaNbHBIE W BEPTHKANbHbIE BKNAJKK, CNeBa

TOpH3OHTANLHBIE W BEPTHKANbHbIE BIIAAKH, CNpasa

Puc. 3.51. I'pynna komMan 1, mpuMeHsIEMbIX
IUTsE co3nanusi popM, BKIAAKH Hasueayus

Co3znate ¢opmy B pexxume Koncmpykmop NOCTaTOYHO CIIOKHO, XOTS 3/I€Ch MOKHO CaMHMM Mo/ie-
JMPOBATh €e CTPYKTYpy. ['opasno npoie 3to caenats B pexume Macmep ¢popm. B atom ciydae ¢op-
MBI co3faioTcs aBromMarudecku. /s cozganus Gopmel B pexxume Macmep ¢popm HEOOXOIUMO BbI-
OpaTb TabNUILy, 3aTe€M ILEIKHYTh MBIIIBIO HA 3HaUKe Macmep ¢opm. B mosBuBIIEMCS Ha SKpaHe OKHE
(puc. 3.52) u3 crucka nojeu ciaenyer BHIOpaTh MO, KOTOpbIE TpedyeTcs oTpa3uTh B opMme, U nepe-
HECTU UX B CIHMCOK MoJel /s ¢popMbl. BBIOOpOUHBI nepeHocC mosiel 0CyIIecTBIsETCs ¢ MOMOILBIO

KHOIIKK , a NIEPCHOC_Cpa3y BCCX — C TIOMOIIbIO KHOIIKH . ITocne BLI60pa HYXHBIX MoJIEH Haao
HICJIKHYTDb 11O KHOIIKC

Co3gaHue popm

BuibepuTe nons ana dopsi.

HonyckaeTca Boibop HECKONBKMX Tabnuu MM 33NPocos.

v
T bl

[Tabmnsa: Tosape: v

DocTynHbie nons: BeibpanHoie nonsi: |
Haimerosarme T08apa

Hamame @

OnucaHue T08apa

NocTasux

OaHHble 0 NOCTaBUWKE
|Komyectso Tosapa v

[ Ormera ] a [ﬂanee> ” [oroso ]

Puc. 3.52. Co3ganue hopmsl ¢ moMomisto pesxxuma Macmep ¢hopm
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Yacto Tpebyercs (hopma, KOTOPYIO HENb3sl CO3[aTh C MOMOLIbI0 Macmepa ¢popm nubO paccMoT-
PEHHBIX HHCTPYMEHTOB. B 3TOM ciydae pekoMeHIyeTcs BOCIOIb30BaThCsl KOMaH1ou [lycmas ¢popma
Ui co3faHus 1madioHa (popMbl, KOTOPBIH MOXHO HCHOJIB30BaTh B JalibHEHIIEM. DTOT METOJ OCO-
6enHo 3¢ dexTruBeH B ciryyae, Koraa TpeOyeTcsl co31aTh CPAaBHUTEIBHO HEOOMbIIyI0 (hopMy, coaep-
JKalIYI0 JIIIb HECKOJIBKO IOJIEH.

3aoanue 3.23

1. Cozoatime popmy na ocnose mabauyvt Tosapul 6 pescume Macmep opm.
2. Bvibepume 6 kauecmee cnucka noneii 011 ¢popmer Haumenosanue moeapa, Hanuuue, Ilena,
@omo mosapa.

3.6.2. BoiOop BHemIHero BuAa M CTHISA (POPMBI

[Tocne Toro kak HeoOXoauMBbIe A7 GOpPM OIS yCTaHOBIIEHBI, ACCESS mpeiaraeT BEIOpaTh OJUH
U3 YETHIPEX BHEIIHUX BUIOB (DOPMBI:

1) B oxuH crosiberr;

2) JICHTOYHBIIA;

3) TaOIUYHBIN;

4) BBIPOBHCHHBII.

CnenaB BbIOOp, HY)KHO HICJIKHYTHh MO KHOIIKE m YEerQ B IMOSBUBIIEMCS JHAJIOTOBOM
OKHE HEOOXOMMO BBECTH UM ()OPMBI U MICTKHYTH 110 KHOITKE w

[Tocne co3manust popMbl ee UM MOSBIISICTCS B OKHE 0a3bl JIAaHHBIX MPH BbIOOpE pasaena Popmol.
Jist mpocMOTpa €e OTKPHIBAIOT C TOMOIIBIO KHOITKH . MoxHO 3a1aTh TeMy (HOpMBI, BEIOpaB
ee u3 crucka Tem (puc. 3.53).

Brewnne ABNHME  PaGOTA C 63aMN AdNNEL | KOMCIPNTOD | JNOPAROW

(3]0 A =1 (1 @ Jj_Q_EH_ Q[

SE] |
— apa | |Crcressuas nmara
Aa
| | | mwu P

Bn =

m@ﬁm

Puc. 3.53. Boi6op Temsl hopmbl

B ¢dopme MOxkHO mepememaThCs Mo 3amucsM ¢ MOMOIIBIO KJIABUII YIPaBJIEHUS KypCOpPOM WM €
MOMOIIIBIO TAHEJIH YIIPaBJIEHUs, PAaCIOI0KEHHON B HIDKHEH yacTu okHa (puc. 3.54).

ITocnenosarensHOE MEPEMELICHUEC
1o I3al'II/IC$IM BHIEPEa I/II Hasazg

3anuce: I(WQ 9u3ll P\VPI 4 0 Het dunetpa | Momek

IlepBas ITocneanss Hogas |
3aIHCh 3aMuch 3aIuCh

Puc. 3.54. [lanens ynpasienus B pexxume Popmol

3aoanue 3.24

1. Boibepume enewnuii 6uo ¢popmul 6 00uH cmobey.

2. 3a0atime ums ghopmol 3axaswi.

3. U3 cnucka mem gvlbepume Anexc.

4. Hcnonwv3ys nauens ynpasieHus, nocied08ameibHo nepemecmumecs no 3anucsm.

5. B peatcume hopmsl 0obasbme ungopmayuio o 1100b61x 08YX HOBIX MOBAPAX U HAUOUME K HUM

gomoepaghuu.

3.6.3. Moguduxanus ¢Gopmbl

Jrobyro popmy MokHO MOaUGUIIMPOBATh B pexkume Koxcmpykmop. Jlis 3TOro HEOOXOAUMO B
OKHe 0a3bl TaHHBIX BBIOpATh BKIAAKY Peswcum/Dopmobl (puc. 3.55% BBIJICJIUTh UMSI HY>)KHOU (POpMBI,
Hanpumep (hopmbl 3akazwl, ¥ METKHYTHh Mo kHonke KoHeTpvkTop. Ha 3kpaHe MosSBUTCS OKHO KOH-
crpykTopa (puc. 3.56). Shis

R R R R R R RN EERE KL KRl R

¥ 3aroA0B0K G opHL

108 : 3axaszbl
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[z Topapa [[esa zosapa
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MKommecTEo Torapa




lhasHas Co|

E Usera 1
Pexum Teuu @WDMO'

— 53| Pexwm dopmbi
=

Pexum maxera
b2, e

Puc. 3.55. Beibop pexuma Puc. 3.56. OxHO KOHCTpYKTOpa (OPMBI
s noGaBieHus] HOBBIX MOJEH, HAAMKUCENH U IPYruX OOBEKTOB B pexkume KoHcmpykmop UCHOIb-
3YIOT IIaHEJIb MHCTPYMEHTOB, KOTOpasi u3oopaxena Ha puc. 3.57.

[S]EE Acem @ EFEM Bl fmOMe -

3nemenTel ynpaesenia

Puc. 3.57. Ilanens HHCTPYMEHTOB

[Ipu mogudukanuu Gopmel B peskuMe KoHcmpykmop KaxAblid U3 €e 00beKTOB, MPEICTaBICHHBIN
KaK TpadudecKuii 00BEKT, MOKHO TIEPEMECTHTh, H3MEHHUTH €T0 pa3Mep, HAMMCHOBAHUE, BCTABUTh PHU-
CYHOK, 9MOJIeMy | JIp.

3aoanue 3.25

1. Omxpoiime popmy ¢ umenem 3axa3zvl 6 pescume Koncmpykmop.

2. M3menume pasmepvl 00beKmMo8 ¢ HazeaHuem noietl max, Ymoowvl oHu ObLIU BUOHBL HOTHOCBIO
U He nepexpuviganu opye opyea.

3. Coxpanume pezynomam.

3.6.4. Co3ganue auarpamm

B Access nmeercs BO3MOXKHOCTb CO3/1aHUS CBOAHBIX Auarpamm. [[jist 3Toro He06X0AMMO BbIIEIUTD
HYXHYI0 Ta0muiy, ¢opMmy mim order B 00JacTH HaBUTAIlUMH, 3aTeM BBIOpaTh BKIAAKy Cozdamsb,
NYHKT /[pyeue gpopmbl N B PACKPHIBAIOIIEMCS CIIMCKE HICTKHYTh MBIMIBIO 10 MyHKTY Cgoonas oua-
epamma (puc. 3.58).

@ D %] Mactep popm

[ Hamraupa - o

Popma KoHcrpy»crop Mycras OTtyer KoHcTpykToQ
dopM  dopma ‘ﬂlﬂrm Hopmel ™ OTYETOE

DopMEl
Heckonbko 3nemeHToB

B e

MopansHOE AManoroBoe OKHO

. Ceognan puarpamma

CeopHas Tabanua
Puc. 3.58. Mento /[pyeue ghopmoi

Taxoke MOKHO OTKPBITh CBOAHYIO AUAarpaMMy, €CIIU yXe OTKPBIThl HE0O0XO0[MMast TaOJIuIa, 3a1poc
ET“‘“”“ o]  OTYET ¥M Qopma. g 3TOro ciedyeT WEAKHYTh MO KHOIKE Efﬁé;ﬁ;; f[)ﬁz
@ x Bupesors E—ﬁii; B BEPXHEM JIEBOM YTJIy WM B HIDKHEM IpaBoM yriy (puc. 3.59), nocne

174 | s conmposs]  UETO TIOABUTCS HOBast BKIaaka Kowcmpykmop. Tenepb HEOOXOMMMO BBIOpATH

Poxum| sceee | mons, koTopeie OymyT oTpaxenbl Ha auarpamme. Ha Bknanke Kowcmpyxmop
HYXXHO Ha)KaTh KHOIIKY , IPU 3TOM OTKPOETCSI CIIU-

. B roen COK TIOJIeH IuarpamMMbl BEIOPAaHHOU paHee TaOMiuIlbl, 13 KOTOPOW Haao OyJeT rme-
peranmTh B 001aCTh AMAarpaMMbl HY>KHBIE TIOJIs1, HantpuMep Koo mosapa v Konu-
CeoaranTacnuta yecmeo mosapa. Jlanee creayeT BBHINOIHUTH KOMaHIy /Jobasumsb 6, MyHKT O0-

Jacms psioa 0OCTaBUTH Oe3 u3MeHeHui (puc. 3.60).

ﬂ CBOAHAA AWALPAMMa

bne  Brewnue panbbe  PaGora c6azamu gaHbx ‘ Kancrpykrop

ry 7 4l i Crpokw/croneus = L
g 'vm i B x =]
Koncrpykrop 4 e = H 2

DuneTp AsTogusTp Mepstie/nocneanve ,, | O6HOBATE o | Vsmerms Tun | Crparaua Asrossiincrzrie
ar = Ha ypoEeHE BEERX 2% | amarpamme cBOACTE

DuALTP U COpTUpOEKa Jarrise AxusHoe none Tun Cepeuc

P u c. 3.59. Boibop
pexxuma Ceoonasn
ouazpamma
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MepeTawwTe ciofa noaA duasTpa TepeTaluvTE Ha AWarpany

TepeTalTe cloga NonA faHHbIX

Kon Tosapa
Haumerosarue Tosapa

Onucarme Tosapa
MocTasuc

[lavHeie o nocTaBusKe

Konuecrso Tosapa
0, Liena Tosapa

aHMe ook




Puc. 3.60. Bknagka Koncmpykmop

MoxHo Takxe 1006aBuTh nojie [locmaswux B 06nacte punbtpa. Ilpu 3TOM crieayeT BBIACTUTH 1O-
ne [locmaswuk, ykaszats B myHkte Obnacms pada — Obracms ¢uibmpa U 3aTeM HIETKHYTH M0 KHOII-
Ke m} [Tone Ilocmaswux 6yner nobGasieHo B o0nacTk GuiabTpa. 3MeCh MOXKHO OyIeT yKa-
3bIBATh HYKHBIX ITOCTABHIMKOB, MCHSA q)ﬂa)KKI/I OKOJIO HuX Ha3BaHI/II71, IIpu 3TOM AuarpamMma 6y,HeT
TaKX€ MCHSATH CBOU 3HAYCHUA.

Bua nuarpaMMbl MOKHO TIOMEHSITH, BBIIIOJIHUB KOMaHIy M3menums mun ouazpammel. Ilpu aTom
oTKpoetcst okHo Ceoticmea, Tjie OyAeT OTKPBIT CHUCOK BUJIOB quarpamm (puc. 3.61).

| PEHWUBI M 3aNHBKE | LaHHbie ‘

Ipynnbl pAACE I OTobpamerie ‘

|_H_ FucTorpamma

BT Nuneitiatan

¢4 Tpadwc

|24 Tnaakuii rpadwmk
@ Kpyrosas
L ToueuHas

9% Mysbipskosas
M C obrnacTamm
@ Konsuesaa
@ NenecTkoBan
Lﬁ;ﬁ_ Bupwesan
® MonspHan

4 LU L3

TWCTOrPAMMA C MPYNMAPOBKOIA CHABHUBAET SHEHEHIS PASIAYHEIX
KaTeropuii.

Puc. 3.61. CoiicTBa quarpammbl

Jlns oroOpakeHus JIereH1bl JuarpaMmbl HEOOXOAUMO LIEJIKHYTh 110 KHOIIKE [Merenna s coxpa-
HEHUs TMarpaMMbl HY>KHO BBECTH UMs CO3/IaHHOM CBOJHOW JUAarpaMMBl.
[IpencraBbTe B rpadudeckoM BUIE AUHAMHUKY OCTABKH TOBAPOB B PA3JIMYHBIC IEPUOJIBI BPEMEHH.

3aoanue 3.26

1. Beioenume mabauyy Toeaper 6 obnacmu Hagueayuu, 3amem 6vibepume kKomanoy Co-
30amol/Ipyeue gpopmoi.

2. U3 packpuisuiecocs cnucka evibepume nynkm Ceoonas ouazpamma.

3. Omxpoiime okno Cnucok noxeii Ha eknaoke Koncmpyxmop.

4. B noasusuiemcs 0uano2o8om okte evibepume noie Koauvecmseo mosapa, wjeiknume no KHon-
Ke , 3amem @vibepume none /lama nocmasku, maxice wjeikHume no KHonKe .

5. Ilepemawume ¢ nomowvio muviwiu nose Konuuecmeo mosapa u none /lama nocmasxku na oo-
Jacms Ouazpammoi.

6. Buibepume none Ilocmaswux, 6 oobnacmu paoa ykasxcume Obracme puiompa u weaKHume no
KHONKe mm B obnracmu gunempa ycmanosume grasxcox Komnviomepnwvui canon Papeo,
ocmanvhvle gaadxcku chumume. 3axpotime oxkno Cnucox noetl.

7. Boibepume mun ouazpammol [ 'ucmozpamma. B nossusuiemcs okne 6yoem evioana 20moeas
ouazpamma.

8. {na omobpasicenus necenbl weIKkHume no KHONKe m

9. ll]enxnume no kHonke U nocmMompume Kax U3MeHUmcs 6U0 OUazpammbl.

10. 3axpoiime oxHO ¢ Ouacpammol u HA 3anNpoc 66004 UMEHU CB0OHOU OUACPAMMbL 88eoume:
CBoaHas nuarpamma, weakHume no knonke QK.

KOHTPOJIBHBIE BOITPOCBHI

1. %yHKuuu ¢opm 6 ACCESS.

2. [looeomogka k co30anuro gopmai.

3. Cmunu, ucnonvzyemvie npu cozoanuu ¢popmul 6 pexcume Macmep opm.
4. Paboma c ¢opriou, 3anucimu maoauysl 6 ghope.

5. OchogHble 3manslt CO30aHUSL CBOOHBIX OUACDAMM.

JIABOPATOPHA PABOTA Ne 14
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3.7. UCIIOJIb3OBAHHUE OTYETOB B BA3E JJAHHBIX
3.7.1. Co3maume oryera

B Access oTueTrom Ha3bIBaeTcs 10001 HAOOp MaHHBIX, MPeIHA3HAYCHHBIN s eyatu. s co3ma-
HUS OTYETa MUCIOJB3YIOTCS MPAKTHUECKH Te K€ CIOCOObI, 9TO M IS co3MaHust popmel: Bkiagka Co-
30amb MeHIO Omuemut, KoMauabsl Omuem, Macmep omuemosg, Ilycmou omuem, Macmep omuemos
Haxnetixu.

[Tpomie Bcero co3garh OTYET C MOMOIIBIO KOMaHIbl Omuem. JlJis 3TOr0 HEOOXOIUMO B 00JACTH
Hasuzayuu BeIOpaTh HYXKHYIO Ta0IHIy (3ampoc, GopMy), BBIICIHUTH €€ MBIIIBIO U 3aTeM HICTKHYTh TI0
KHOIIKE

= o R Orued na Brnanke Co30amb; OTYET 1O BBIOPAHHOMY DJIEMEHTY chop-
i & ‘J B Haacic MHUPYETCS aBTOMAaTUYECCKH.
CEeR Kaicrpyrop ycrod YTto0bI cO3MaTh OTYET, HEOOXOANMO B OKHE 0a3bl JaHHBIX BBEIOPATH
Orien BKHi%Ké_J/ Coz0amb mMeH0 Omuemul M MEIKHYTh M0 KHOIKE
Puc. 3.62. Menro Omuemot (pHC- 362)

B mnosiBuBIIEMCST 1MaOrTOBOM OKHE HYXXHO BBIOpaTh Tabmuny (3a-
IpOC), HA OCHOBE KOTOPOIl Oy/ET CTPOUTHCS OTYET, BBIACIUTH MYHKT Macmep omuemos 1 IEIKHYTb
10 KHOIIKE . 3aTeM, Kak W MpH CO3MaHUU (POPMBI, BEIOUPAIOTCS MOJIS TAOIHUIIBI, KOTOPbIE JOJKHBI
IIPUCYTCTBOBATH B 0TUETE (pUC. 3.63).

Co34aHne OTHeTOB

BribepuTe nona ana oT4eTa.

- } : NonycxaeTcA BoIDop HeCKONLKMX TaBAMLL MMk 3E3NPoCoE.

Tabnkus! 1 3anpods!

Tafinuua: Tosapsl] v

Tafnuua: MocTaBwMKI
Tabnuua: Cnvcok TOB3POS

e nona:

Zanpoc: OfbeauHeHHEIE TaB ML
Sanpoc: MpocToil 3anpocl
Sanpoc: MpocToit 3anpoc2

CnucaHWe Tosapa
MocT aswmK

[aHHbIe 0 NOCTABLUMKE <=
Konw4ecTso Tosapa w

< Hazaa L danee > IH ToToso

Puc. 3.63. Meuro Cozodanue omuemos

ACCeSS Mmo3BOJIsSeT CO3/1aBaTh OTYETHI C rpynnupoBaHueM. Eciy mons He rpynnupoBaTh, OTYET
IIPOU3BENIET UTOTOBbIE BHIYUCIICHHS 110 BCEM MOJISIM C YMCIIOBBIM THUIIOM JAHHBIX JJI BCEHl TaONIUILIbI,
Ha KOTOPOW OH OCHOBaH. JlJisf rpyNImUpOBKU BEIOMPAETCS OJTHO T0JIE (B 3TOM CIydae OTYET 00eCIeuuT
JUISL TPYIIIBI IPOMEKYTOYHBIE BBIYHUCIICHUS) UJIM HECKOJIBKO IoJIel (AaHHble OynyT CrpYIITUPOBAHbI
10 BbIOpaHHBIM TpymmnaMm). Creayromuil mar co3jaHusl 0T4eTa — COPTUPOBKA JaHHBIX. Jlanee Hy»KHO
yKa3aTh MakeT OTYeTa, T. €. €r0 BUJ MPHU BBIBOJE HA MeyaTh WIM HA SKpaH B PEKUME IPEIBAPUTEI b-
HOro npocmotpa. Eciin HeoOxo1muMo, yKa3blBalOTCs OIS, I/1€ MPOCUUTHIBAaIOTCS UTord. [locneanum
11arom sBJIsI€TCS 3a7aHue uMeHHu otdera. IIyHKT [Ipocmomp omuema HYXHO YCTaHOBUTH B IOJIOXKeE-
Hue Brnioueno. I1py menyke no KHOIKe ﬁ CO3/IaHHBII OTYET BBIBOJUTCS HA SKpaH.

3aoanue 3.27

1. B obnacmu nHasueayuu evibepume oovexkm opm 3axaswvi, 3amem 6x1aoxy Cozoamov u wjenKHu-
me no KHOnKe . Coxpanume e2o noo umernem Omuem 3axazvl. 3axpotime cO30aHHbIL OMYeEm.

2. Omkpoiime 8KNAOKY Cozoamu u wjenKHume no KHONKe

3. B nosisuswemcs oxne uz packpwiguie2ocs cnucka evloepume mabauyy Toeapwvl u weikHume no
KHONKe

4. Jlna omuema evibepume noasi Haumenosanue moeapa, Konuuecmso moeapa, Llena mosapa,
Hama nocmasxu, @omo mosapa u wjeiKHume no KHONKe EI%_UE‘

5. B yposuu epynnupogxu nepenecume noie /fama nocmasku. Koeda cnpasa noseumcs naonuco
CUHUM ygemom /lama nocmasKku no Mecsiyam, WeakHume no KHonKe

6. U3 packpviswezocs cnucka gvibepume noie Haumenosanue mosapa, ycmanogume U0 copmii-
posxku Ilo 6o3pacmaruro ¢ NOMOUbIO KHONKU yKadxjcume, Kakue umozogvie 3Ha4eHusi Heooxo-
oumo gvryucaums. B cmpoxe Llena mosapa nocmasbme raxcox 6 cmoabye SUM u grasxcox Boiuuc-
JIUMb NPOYEHMbL U WjeTKHUME NO KHONKe
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7. Vkaocume 6uo maxema Cmynenuamoiil, opuenmayus Knuswcnas, wenx no KHONKe m
8. 3aoauime uma omuema: [locmaexka moeapos, wjeikHume no KHONKe I jﬁiﬁ

3.7.2. Co3naHue HaKJIEECK

I/IHOFI[a ITOABIIACTCA HCO6XO,Z[I/IMOCTB Ha OCHOBC Ta6J'II/II_[ ¢ OOJIBIINM KOJHUYECTBOM JaHHBIX COCTa-
BUTH OOBIYHBIE (I/IJ'II/I CHCHH&J’IBHHG) HaKJICHKH WJIM YTHKETKH TOBApPOB. I[J'If[ CO3aHus HAaKJICCK HYXXHO

B OKHE 0a3bl JaHHBIX BHIOpaTh BKIANKy Cozdams MeHI0 Omuemsl, WENKHYTh 110 TMYHKTY Haxnetiku
(puc. 3.64).

] f=

Y

2 5
Otuer KoHcrpykTop TMycro
OTYETOE  OTHET

reree)

OTYETHI

3anyck MacTepa Hakneek, Y.'JT'JDI:Iﬁ MO3E0NALT CO34aTh OBEIYHEIE MK
CneynansHele HAKNEHKM,

Hakneiikn ‘

Puc. 3.64. 3anmyck Mactepa HaKJieeKk

B mosiBUBIIEMCSI OKHE YKa3bIBAIOTCSL pa3Mep, CUCTEMa €IMHHI] U3MEPEHUsST U TUIT HAKJICHKHU (pHC.
3.65). [1oce aToro 1MenKaeTcsl KHOIKA |

| Cozaamme maxneex COIAaHHE HaKNEEK
Bubepume apmr e a7 Texcra et
Baa vexcra
avese: o romoonrant:
sowr: pamep:
-]
e I — == Ol -
A: ACHASEreOCTE: UBET TexCTE:
1 S| == v
i ramnees: [eypom ) roaeponyrest
@rancrax O pynowne
o v

Puc. 3.65. Co3nanune Hakiieek

B nosiBuBIIEMCS] OKHE YKA3bIBAIOTCS MIPUT U IIBET JIJIsl TEKCTA HAKIICHKU.

Crnenyronuii mar mpejnoaaraeT BIOOp U3 JOCTYMHBIX TOJeH TabIuIbl TeX, KOTOpble Tpebdyercs
oTpa3uth B Hakieiike. [locie BrIOOpa Kak0ro moJisi Hy>)KHO Ha)XuMath Kiasuily [ Enter], aroosl oue-
penHoe BBIOpaHHOE TOJIE pachoiarajioch MO MepBbIM BeIOpaHHBIM. [locie BpIOOpa Bcex HEOOXOIH-
MBIX TOJIEM HAJ0 LIENKHYTh 110 KHOIKE @i& M yKa3aTb NoJist 1 coOpTupoBku. [locneqnum marom
SBIISIETCS IPUCBOEHUE OTUETY UMEHU Omuem HaKIetuKy.

[Ipu memyke Mo KHONKe m pe3ynbTaT BOCHPOU3BOAUTCS HA SKPaHE JUIsl IPOCMOTpA.

3aoanue 3.28

1. B oxne 6aswvl dannvix éviboepume komandy Cozoamsl Omuemotl Haxnetiku.

2. B nossuswemcs oxune gvidenume nynkm Haknetiku, 6 HudiCHel yacmu 5moeo OKHA U3 pACKPblE-
wezocs cnucka evloepume maodauyy Toeapwvl u wenknume no knonke I0QK.

3. Boibepume pazmep 38 mm x 63 MM (uru O1uU3KyI0 K OGHHOMY pasmepy), cucmemy eOuHuy —
Mempuueckas, mun HaKlieeKk — Ha JUCMAX, QUIbmp o U320moeumenio oCmagums 06e3 usmeHeHul,
wienKHume no KHonKe

4. B oxne ycmanosku wipugpma u yeema mexcma Oisi Hakieek ycmanogume wpugm — Georgi,
pasmep wpugpma — 14, yeem_mexcma — Kpacuwiii, nacviwyennocme — Ionyscupuoii. /s npoooi-
HCeHUs WeIKHUme no KHONKe

5. U3 nossusuiecocs cnucka oocmyntulx nonei gvloepume Koo moeapa, Haumenosanue mosapa,
Llena mosapa no npusedennoii panee Memoouxe u WeiKkHume no KHONKe m

6. Buibepume 0nst copmupoeku none Haumenosanue mosapa u wjeikHume no KHonke w

1. Bgeoume ums Omuem HaKieuKu u wenKHume no KHONKe
00991 I'b001 65434 ABS90
CD-rom Biteoazantep Bumuecrep 3ByxoBas IIaTA
1 200,00p. 600,00p. 3 789,00p. 315,00p.
11100 99987 09001 00001
HuTepueT KaMepa Kaaprarypa KOTONKH AKTHBHbIE MAHHIY. O MBIIE
617,00p. 300,00p. 196,00p, 100,00p.

00211 00011 00-34
MonnTop Tpomeccop CHCTeMHaR naata
4367.00p. 1 600.00p. 1234,00p.
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3.7.3. Co3nanue auarpamm
B KOHCTPYKTOpPE OTUETOB

Jlyist Toro 4to0bl co37aTh aAuarpammy, HeoOXoaumo Ha Bkianake Cosdariue BBIIOJIHUTH KOMaHIY

Koncmpykmop omuemosl Koncmpyk-mopl Qnemennbl ynpaenenus v MWENKHYTh 110 KHOIIKE

3.66).

Trasuas  Cojpanwe  BHewne aawMse  Pa6oTa c6asamm Aswwux | Kowcrpyxrop | Ynopagouwme i
' Fﬂveuu (= roynnuposxa % E D @ uenema m L
- = wrorn = 5] 3aronosox o =
Pexim e Snementsi | Bcraswts | Homepa Ro6asurs Crpan
E]mmm 18 Be3 noapo6HocTedt ynpasnenwa | wsobpaxenme - crpanwy SO A2 MEpens  * nona  ceoi
Pexums Teus TpynNUpoEKa u urorn .E‘—T Aq 5 D | norrwryn Ce,
Bce Tabanusl ® « Z
[oucx-. |p[_-_1--|-.z\g[_] u-i OO DO R T
Te A [—t:
;:.BBDM:Y!GIIHLB \ '=' - D Mm.'“'
= nNpocroit anpod q =
3 nNpocroii 3anpo = u ﬂ H ﬂ
[ Macrep dopm ‘ 2_
@ Macrep orueros 3 b
B Criernacaeex _ P 33aare crangapHue cBoficrea
@ Tosaps 4 B MRCTERS
= i 8 3¢ Inementu Adtivex E
B nocrasupin: ammua ||| - ‘]*ljilfﬁ
| = o e L

Puc. 3.66. Komanas! kHOIIKK ’9J‘ICMCHTBI ynpaBneHHﬂ|

[Lomes ][ <twss [ gsme> ][ foroso |

Puc. 3.67. Coznanue aguarpaMm B KOHCTPYKTOPE

(puc.

[Ipu sTom OTKPOETCA JIMalloroBoe OKHO Coszoanue ouacpamm. B 3TOM OKHE HYXHO BBIOpATh KO-

Janee HeoOxo1uMO BBIOpATh TUI JuUarpammbl O6vemuas 2ucmoepamma i IpOBEPUTH BHIYUCIEHUE
WUTOTOBBIX 3HaYeHUH (puc. 3.68).

[omea | [ <ooma |[Caame> ][ forom |

Io--H_m--Ilb-»II:v-I-I

Puc. 3.68. Beibop Tuma nuarpammsI

3aTeM HYKHO 3a1aTb Ha3BaHUEC JHUArpaMMblI: Konuwecmeso moeapos om nocmasuwiuKkoe — 1 HaXXaTb

Ha KHOIIKY

yem-ouazpamma.

. Janee cienyet 3akpbITh CTPYKTYpPY OTY€Ta U COXPAHUTH €ro 1noja uMmenem Om-

Jl1is1 BHECeHHS M3MEHEHHI B TMarpaMMy, ee Ha3BaHWe, Ha3BaHUE OCEH, JIETeH bl U APYroe HeoOXo-
MO IIEJIKHYTh MPaBOi KHOIKOW MBIIIA OKOJIO OOJIACTH JAMAarpaMMbl H B PaCKPBIBAIOIIEMCS CITHCKE
BBIOpATh HYXHBIA YHKT (DPopmam obracmu nocmpoenus, Tun ouacpammst, [lapamempol ouacpam-

mot) (puc. 3.69).

@ Dopmat oBAacTH NOCTROEHKA...

Tun AHarpaMmel...

MapameTpbl gWarpammbl...

OEBEMHEIR BWG,..

Pescim TaBnuus

OUYUCTUTE
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Puc. 3.69. BHecenne usmMeHeHnil B [uarpaMmy

3aoanue 3.29

Cozoaiime ouaecpammy ¢ nomowwro Koncmpykmopa omuemos, ¢vibepume maoauyy Tosapul, nos
THocmaswux u Konuuecmeo mosapa, mun ouacpammol Obvemnas 2ucmozpamma, 3a0aime Ha36aHue
ouazpammul Konuuecmeo mosapos om nocmaswjuxos, coxpanume Cmpykmypy omyema noo umeHem
Omuem-ouazpamma.

KOHTPOJIBHBIE BOITPOCBI

Honamue omuema. E2o ¢pynxyuu.
OcHosHble smanvl co30dHUs Qmuema.
IIpumenenue omuema Haxneuxu.

CHOBHbLE dMAanbl CO30AHUSL OMYUEMO8-0UACPAMM.

JIABOPATOPHAX PABOTA Ne 15

1.
2.
3.
A

3.8. PEJIILIMOHHBIE BA3bI JJAHHBIX

3.8.1. Bunel cBszeit

B mponecce paboThl ¢ oAHON TaONHIIEH MOSBISIOTCS HEKOTOpBhIE HEYN00CTBA MPU OpPraHU3AINU
XpaHEHUs ¥ BBOJAA JIaHHBIX. Hampumep, MMEIOTCS HECKOJBKO IMOCTABIIMKOB, KOTOPBIC MOCTABISIOT
pa3iuyHble BUABl KOMIUIEKTYIOMUX. ECu KaxIplii pa3 BBOAUTH UMsI TIOCTABIINKA U CBEJICHUS O HEM,
TO ATO 3alMET OYEHb MHOTO BPEMEHH, TUCKOBOE MIPOCTPAHCTBO IS 0a3 JaHHBIX ¢ OOIBIIMM KOJUYE-
CTBOM 3amuceil OyeT UCTOIb30BaHO HEPAIIMOHAIBHO.

B Access nMmeercst BO3MOXXKHOCTb XpaHEHHUsI HH(OPMAIIMK B HECKOJBKHX TaOJHIaX, KOTOPHIE CBS-
3BIBAIOTCA APYT C APYTOM MOCPEICTBOM OOIIUX KIFOUEBBIX Mojei. OpraHn3oBaHHbIE TAKMM 00pa3oM
JaHHBIE HA3BIBAIOTCS PENSLMOHHON 0a30ii maHHBIX. B ACCESS cyliecTByeT HECKOJIbKO BUIOB CBS3E
MEXy TaOIUIIAMU: «OJUH-K-OJJHOMY», «MHOTHE-K-OTHOMY», «MHOTHE-KO-MHOTHUM.

[Tpu oObenMHeHnu ABYX TaOIUIl, KOTOPBIE HAXOSATCS B CBSI3U «MHOTHE-K-OJTHOMY», I10JI€ B3aUMO-
CBSI3H, KOTOPOE UCIONB3YeTCs B TAOIUIE HA CTOPOHE CBSI3U «OJAMHY, JOJKHO OBITH KIFOYEBBIM MOJIEM
JUTs 9TOM Tabmuubl. EMy criefyer ObITh YHUKANIBHBIM, T. €. B TaOJHIIE MOXET CYIIECTBOBATH TOJIBKO
OJIHA 3aIIUCh, KOTOpasi UMEET 3TO 3HAYEHUE B KIIFOUEBOM I10JIE.

3aoanue 3.30

1. Heobxooumo cozoamo nosyro mabauyy Cnucox mosapos nymem KONUPOBAHUS UMEIOWelcs.
mabauyvl Tosapul. [{ns 5moeo 3akpotime 6ce OmKpvlmvie maoauysl, 3amem cieéda 8 001acmu HasU-
eayuu ¢ nomowplo mulwu evidenume mabauyy Tosapul, evibepume Komanody meHio [nas-
naslKonuposamo, 3amem xomandy mento InasuaslBcma-eums (unu ucnonv3ys npasyio Kiaguuty

mulwiu). B nossuswemcs ouanoco- | @& 6om  OKHe  @bl0enume  NyHKm
CMpYKmypa u OauHvle, 8 Kauecmee e e | umenu ssedume. Criucok T0“°|pOB
— U werKkHume no KHonke ) KAK | s cw J| HOKA3AHO HA PUCYHKE.

2. Omxkpoiime mabauyy Cnucok | Goprmnass moesapos 6 pedxcume Koncmpyk-
mop, uzmenume mun nojsi No n/n na | e Yucnosou. Knouesoe none yoa-
aume. CoxpaHume usmeHeHus (CM. obpasey).

2 Comcox Tosapos.
¥ima nona THN A3HHBIX Mma nanA THN AaHHBIX

s CueTumMK ¥ ne n/n

Knguesoe none Texcronc Koa Tosapa

Bupesats TexcToebii BeeawTe ToBap BLCTEE L L
Hanuume

Texcroasii

None MEMO
Onucanme To8apa Ratafspema
MNocTasumk AenexHuin

flannoie 0 nocraswmke Cueramc
KonwuecTeo Tosapa Norwdieckmit

BeeqwTe ToBaP
Konuposars Normuecknin
B None MEMO
Tekcrosoit
ke None MEMO
yaanws cpokm | Yucnoson BEeANTe KONMYECTBO

Bcrasurs crpoxm
BeeauTe KONMUECTBO
Liena Tosapa MNone obbexta OLE | BaeauTe uewy
Coojicrea AeHexHoii BeeauTe uery Cymma FWnepeesinka
TCyMmE AenexHoii Bromenune

Borncnaemoii

l'q"
)
EY
>
&

MacTep NOACTaHO80K.

3. Omkpoiume mabauyy Cnucox mosapog 6 pexcume Tabauya u yoarume uucnossvie (1, 2, 3,
12) 3nauenuss cmonoya Ne n/n. Coxpanume uzmeHeHus.
4. Coszoatime HO8YI0O mabIUYy, UCNOIL3YSL OAHHbIE MADIUYbL.

Nwms Tun Pasmep
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JnuHHOE
Ne mi/m Cuerunk 1eoe
T'opon TexkcToBbIl 20
gﬁmaHHe buP- Texcroperii 35
Vnuna TexcToBbIl 25
~  JlnuHHOE
Howmep noma Hucnosou 1enoe
Tenedhon TexcToBblit 20

5. Coxpanume mabauyy c umenem Ilocmaswuxu.
6. B mabauyy [locmaswuku 66edume 0anuvie u3 ciedyrowel madauybl U COXpanume UsMeHeHUsl.

Howmep 3a-
HHgH Nwms onst Jlannblie
1 Ne i/ 1
['opon CapaHck .
Ha3zBanue KomnbroTepHpiii canon
WPMBbI «®apro» b. XmenpHu1-
JIAIa KOTI'O
Homep noma 55
Tenedon 47-08-58
2 #9 n/m 2
opo
HagBaHI/Ie %?Ipaglg}lfp
gﬁh{{{a’l ]65.5 MEJIbLHHUIIKOTO
Homep moma
Tenedon 47-04-20
3 leg /1 3
Opoll Capanck
Hf’f\?gm Miporexc
Hll?ma lél . B.W. Jlenuna
Howmep noma £7.
Tenedon 47-57-88
4 #9 n/m 4
opo
HangHI/Ie F[%%%%%K
Hﬁ%‘{{fa’l Bosio1apcKoro
oMep JIoMa
Teme 0111{ 47-11-09

7. Omxpotme mabauyy Cnucox mosapog 6 pexcume Koncmpykmop, usmenume mun nos Ne n/n
Ha Macmep noOcmaHo80K U 8 OMKPLIBUEMCS OUATO2080M OKHe 6bibepume u3 mabauyvl [locmag-
wuxu cmpoku Ne n/n u Haseanue ¢hupmvi, nopsiook cOpmuposku YCmMaHosume no 803pAcmaHulio,
@aasxcox Cxpvimb KIouegol cmosbey yoepume, SKIOUUME NPOBEPKY YELOCMHOCMU OAHHBIX, CO-
Xpauume OaHHble, KAK NOKA3AHO HA CLeOVIOWUX PUCYHKAX.

ZieSanmniianspen Co3aaHIe NOACTaHOBRH
WMA nonA TN QaHHBIX
¥ Nan/n - 0 . Karam nanyaats
e [y
Koa Tosapa TeKCToBbI
HaumeHosaHwe Tosapa Mone MEMO BeegwTe Tosap 57 TGP PACT IO PR BHE U3 BDT 08 TOARAR
Hannume 4MCNoBOR I ——
R ara/spesa L
NocTaswmk [eHexHbIA
AanHbie 0 nocTaswmke CueTumk
Konwuecreo Tosapa Norwdeckuii BaeauTe KONWYECTBO
LieHa ToBapa Mone cbvexta OLE | Beegute uewHy
Cymma runepceoinka
Bnomenne
BoiuMcnaemsii
Lo
CO333H1e NOACTAHOBKM " Co34aHMe NOACTAHOBKH
BuepuTe TaBnLy WU 38DOC CO IHaNER, KOTOpuE yaeT conepxaTy Karore oA o6mexTa TIOCTSSNON" COREPNAT SHa4ES4R, KITOPu CReayeT
e ONE NOACTaNOBN. — BONO-TE B 0/e NOACTamom? OTofparrese NOAR CTaryT CTOMGLAMNI B
‘obbexTe ‘none noacT:
- v v
v Tabnwa: Crwcox Tosapos
Tobu: Tosape: ]
ocryrase nons Bufipassie nom:
lopoa [S N¢ njn
Howep aoma
e ok (=)
@Ibns Owooas O Tobmas oo
(Comes ) [ctmes Y g ] Cores ] (ot [ awes> ]
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Co3aaNMe NOACTaHOBKN Co3aanme NOACTaHOBKH
BueraiTe MODAIOK COPTHDOBN! MNeNENTOS THOXa. 3a257e WY CTONGUOS, KOTOPSIE CORERIT NONE NOACTAHOBNI.
YE0arar0, ExrrONBOUR 20 4 n0NEH. ESYOMBTWOROrD NABOS SRgIAL -
P ‘ B :
| o kireson crombed (pomonenayerca) |
| s v — LT
3T 1 L] KomwoTempasi ca
¥| | nosowecraew 2 Vesboryp
3 Wrporenc
o | E— 4 ionep
(Lopen i <oems J owe> Ji[ oroeo ]

Co3AaHME NOACTAHOBKH

™ F=
L ——
[F)Bncrerms pposeny LenocTHOCTH Amax ]
O Kaoasmoe yaanerse
| ©Opewsm yameve

nane noacTacent.

[Comes | [<omaa ] Croreee ]

8. Omxpoiime mabdauyy Cnucok mosapos 6 pexcume Tabauya, usmenume 3navenus cmonoya Ne
n/n Ha me 3HAYeHUs, KOmopbvie Npedazaomcs Ha PUCYHKe, Npu dMOM C8epsis HA38aHUe GUpMbL C
coomeemcmayiowum cmoioyom 6 mabauye. 3HaueHus coxparume.

Nen/n - |KomToapa - HaumeHoBa - OnucaHueT - MOCTaBUMK - AlaHHble 0 NOCTaBWMKe ~ |[Konuuecrso - |LleHaTosap ~| Cymma -

v 09001 [KONOHKM aKTHt /2" OVAL TAPE KOMMBIOTEPHD JaHCK, Y. B. XME/IbHUUKOFO, 55, Ten. 17-08-58 2 196,00p. 392,00p.

[ louTop | 15HIBK 409021 UHdoTyp YaHCK, . 6. XMeNSHALKOFO, 65, Ten. 17-04-20 12 4367,00p. 52404,00p.
2 Vingoryp HTEpHET Kam $B2.0, 640x480 )aHck, yn. 6. 55, Ten. 17-08-58 6 617,00p.|  3702,00p.
3 P /N MHdotyp *. CapaHck, np. B.W. NlenuHa, 35, Ten. 17-57-88 12 300,00p. 3 600,00p.
|2 Muokep MHUECTED | MKOCTb 4,3 Gb KOMNBIOTEPHb )aHCK, yA1. B. XMENbHUUKOTO, 55, Ten. 17-08-58 12 3789,00p.  45648,00p.
2/AB890 38yK08aA NNaT £S5 1869 UngoTyp . Capanck, np. B.W. NlenuHa, 35, Ten. 17-57-88 2 315,00p. 630,00p.

415001 Buneoananter 2/DX PCI - 2Mb| Nvoxep Capancx, yn. BoNOAApCKoro, 36, Ten. 17-11-09 12 600,00p.|  7200,00p.

100991 CD-rom amsyng SC-140 »auk, yn. 6. 55, Ten. 17-08-58 2 1200,00p.|  2400,00p.

2/00-34 CucremHan nn: 1UP3 "Gemini” MngoTyp YaHCK, . 6. XMENBHALKOFO, 65, Ten. 17-04-20 12 1234,00p. 14808,00p.

200011 Npoueccop AMD K5-233 Undotyp *. Capanck, np. B.W. JlenuHa, 35, Ten. 17-57-88 12 1600,00p.  19200,00p.

100001 ManunynaTop iuHan "Genius” )akck, yn. 6. 55, Ten. 17-08-58 12 100,00p..  1200,00p.

3.8.2. Co3ganue cBS3U

Jlnist co3anus CBsI3U MEXAY TaOlIHuLaMu, KOTOPBIE SBJISIFOTCS OCHOBOIIOJIATAOIIUMH JUIsl 0a3bl TaH-
HBIX, UCTIOJIb3YyeTCsl OKHO Cxema dannwix. UTOOBI CO3/1aTh CBSI3b, HYXKHO BBIOpaTh BKJIAJIKy Paboma c
bazamu 0aHHbIX U HAKATh HA KHOOKY (puc. 3.70).

jewnme panHbe Pa6oTa ¢ 6233MK JaHHEIX

fraswas  Cospanmpastrsx

\. s 33 (B CpeacTeo gokymenTUPOBaHUR Baski AaHHEIX [T g
1] ‘_’ = = 4 AHanus GucTpoaelicTus = W =2 Lﬂ
CxaTb W BO! Visual B Cxema SQL Basa ganHeix SharePoint = Haacrpoiikn
633y AaHHbX Basic  MAKpOC | ABHMBX O06bexros | [ AHaAM3 Ta6auum Server  Access -
Cepsuc Makpoc OTHoweHwa Ananus Mepemetyenite aanHLx HaacTpoiikm
Bce 06bekTHl Access ® « Cxema AaHHbIX

Mouck... L

Tabanust 2
=] nocrasumku

Coucoyzosance

OnpeaeneHiue CNOCO63 CBASHEAHIA AAHHEDX B TaBAMLAX. Hanpumep,
MOXHO YKa3aTs, 4TO NOAR KO3 WM MONA MMEHH B DASHEIX TABAMUAX
AOMXKHEI COBNAJATL.

@ 2Ann nonyuenu gononHuTENbHLIX CBEACHMi HaXMUTe Knasuwy FL.

Puc. 3.70. Menro Paboma ¢ 6azamu OanHwbix

[Tpu oOpamieHrH K 3TOMY MYHKTY Ha 9KpaHe 0TOOpakaeTcs TUAIoroBOe OKHO /[obasnenue mabiu-
Ybl, U3 HETO BBIOMPAIOTCS TAOJIMIBI UM 3aIPOCHI, KOTOPBIE TPEOYETCS BKITFO-
yuTh B OKHO Cxema Oanuwix. Eciu muanoroBoe okHO /[obaesnenue mabauyvl
ABTOMATHYECKH HE OTOOpPa3smiIOCh, HEOOXOJUMO OTKPBITH €ro C IMOMOIIBIO
KHOIIKH

1100 HaXxxaTh Ha nosie Cxema OaHHbIX TIPABOM KHOIKH MBIIIH JUI 0OTOOpake-
HUS TIOAMEHIO, TIe HY)KHO BBIOpaTh MYHKT /Jo6asums mabnuyy (puc. 3.71).
{ocne sroro okuo JJobasnenue mabauyvi cnemyer 3akpbith. OkHo Cxema
OanHblX ~ TpU  3TOM  OydAeT WMeTh  BUJA, TNPEACTABICHHBIA  Ha
puc. 3.72. CBsi3b MOXeT chOpMUPOBATHCSI ABTOMATHUYECKH, €CIIM B CBSI3aHHBIX TAOJIUIAX MMEIOTCS
OJIMHAKOBBIC CTOJIOIBI. BhIIeICHHBIM SBISCTCS KIFOYEBOE TOJIE.

Cxenaa Aammmx
|

Bo6aewts Tabauuy... |

OTo6pazuTs ece

COXpPaHUTL MaKeT

akpums

Puc. 3.71. Menro Cxema
OaHHBIX

Nocrasupmu

Tebrint | 3anpoce: | Tebmasimsarpoens

ropoa
Hazeanue Supme
Yam

[Pocrasuyen
e Crmacon:
Homep aoma [ostess

Tenewon

Aannue 0 nocrany

116




Puc. 3.72. Oxno /obasnenue mabauywi

Ecin HEOOXOMMMO H3MEHHTDH CBA3b (KHOWL ) unu oHa He chOopMHpPOBATIACh AaBTOMATHUYECKH,
CJIeAyeT LIEIKHYTh U MEepPEeTALIUTh MOJie U3 OAHOM TaOIUIIBl B APYTYIO (9TH JIBa MOJIs, KaK MPAaBHIIO,
UMEIOT OJIHO M TO e 3HaueHue). HaumHath meperackuBaHue HaIO C TOTO MOJIS, KOTOPOE SBISETCA
NEPBUYHBIM KJIFOUOM TaOiuIbl 0e3 KitodeBoro mossd. Tabmuia, u3 KOTOpol HauMHAeTCsl MepeTacKu-
BaHUC, HAaA3BIBACTCs HepBPI‘-IHOfI. HpI/I NEepCTaCKUBAaHWU II0JIA HA JBKpaHC MOABICTCA OKHO
(puc. 3.73), B KOTOPOM HY>KHO YCTaHOBUTH (hiaxkok Obecneuenue yeiocmuocmu 0aHHbIX U MIETKHYTh
no kuormke (0K

Ta6nuuafzanpoc: Cenzannaa Tabmmuajzanpoc:

MoCTaBUWMKH CrMcoK ToBapos

CNNCOK TOBAPOB
Ne n/n Y
Koa ToBapa
HaumeHosanme 1
Hanuume
Onucanue Toeap
Mocrasupk
Jauksie o nocrar o

HazsaHue $HpME
Yanua

Homep aoma
Tenegon

Ne n/n ~ Nen/n

QI

Hosoe...

Ofecne ere UENOCTHOCTH ASHHE:
KaCKaAHOS OEHOBNEHHE CBA3EHHIX NONSH
KSCKaAHOE YASREHHE CBA3AHHBIX SanHced

Thn oTHOWeHMAS OAKH-KO-HHOTHH

Puc. 3.73. OxHo HUsmenenue ceazeu

[Tocne aToro B okHe Cxema OanHblx TIOABISAETCS CBSA3b MeX Ay Tabmuamu (puc. 3.74).

Fo

<
MNocTagLmKm Cnucok Toeapsl
= 1 o0
¥ Nen/n Ne n/n
fopoa Koa Tosapa
HassaHue dupmel HaumeHoBaHue T
Yanuya Hannuune
Homep goma OnucaHue Tosap
TenedpoH Mocraswmk

AaHHeie 0 nocTag

|»

Pt 3774 OTOGpaRCHIT CBI3W B OKHE CXend OdAnbIX

Oxkoo o1HOM Tabnuibl ycTaHaBnuBaeTcs nudpa 1, Koropas TOBOPUT O TOM, UYTO U3 JTaHHOW Tal-
JauIbl Oepercs ofHa 3amuch. Y BTOPOM TaOIUIBl YCTAHOBUJICS 3HAK OECKOHEUHOCTH o0, KOTOPBIN yKa-
3BIBACT, UTO W3 ITOU TAOIUIIBI OepeTCss HECKOIBKO 3alUCcel, OJTHON 3aIUCH U3 TIEPBOM TAOJIHIIBI COOT-
BETCTBYET HECKOJIbKO 3alMcel U3 BTOPOIl TaOIUIbl B COOTBETCTBUH C KOHKPETHBIMU Kaue€CTBEHHBIMU
XapaKTepUC-TUKaMH.

[Tocne 3Toro MoxHo paboTarh ¢ Kax/10i U3 TaOJIUI O OTJAEIBHOCTH, HO IIpHU paboTe ¢ Tabiauiei
Cnucok moeapos B moiie Ve n/n BBOJUTCS YMCII0, KOTOPOE HE JOJKHO OBITH OOJIbIIIE YKCIIa 3amuceil B
tabnuue [locmaswuxu. Hanipumep, ecnu noneitatees B nosie Ne n/n tabmuisl Cnucok mosapoé BBe-
¢ty uudpy 5, To ACCESS BbIIACT MPEAYNPEKICHUE, TaK KaK CYIIECTBYET CBSA3b 3TOM TaOMUIBI C Tad-
munen Ilocmaswuxku M HEOOXOIMMO YKa3bIBaTh HOMEpA TOJBKO TeX (UPM, KOTOPHIE UMEIOTCS B Ta0-
nune Ilocmaswuxu.

Jl1st TOro 4ToOBI yIaNUTh CBSA3b, HEOOXOAMMO IIENKHYTh MPAaBOl KHONMKOM MBIIIU 110 CaMOU CBS3H
Y BBIOpATh MyHKT Yoanums cesa3vb. JIns n3BMEHEHUs CBSA3U HAJ0 BHIOPATH MMyHKT M3MeHums c8:a3b.

Jns mpoBepKH HalW4Msl CBA3M HEOOXOJIMMO 3aKpbITh CO3JaHHYIO CXEMY JIaHHBIX, MEepelTH Ha
BKJIanIKy Paboma ¢ 6azamu oanHvix ¥ BEIOpATh MUKTOTpamMmMy Cxema OauHbIX.

3aoanue 3.31

1. Omxpotime mabauyy Cnucok mogapos, yoanume u3 nee cmoadey Ilocmaswux.

2. Coszoatime c6s13b Muna « 00UH-KO-MHo2UM» Medxncoy mabauyamu Ilocmaswuxu u Cnucox mosa-
pos. Jlns smoeo omxpoime Cxemy oannvix. /[obasbme 6 nee mabauywst [locmaswurxu u Cnucox mo-
sapos. Ecnu ceés3v ne cozoanace agmomamuuecku, nepemawume ¢ NOMOUWbIO Mol cmpoky Ne n/n
uz mabauywl [locmaswuxu ¢ mabauyy Cnucok moeapos. Ilpu smom 6 ouanocoeom oxkwe Hzmenenue
ceszell nocmasvme gaasicku 8 nynkmax Qbecneuenue yerocmuocmu oanuwlx, Kackaonoe oonosne-
Hue ceszannbix nonetl, Kackaonoe yoanenue ceszannvix nonei. Hascemume xnonky u co-
Xpanume nonyuennvlil pezyibmam. Takyro e onepayuio MOMICHO NpoOelamsb, eciu YOdiums co-
30AHHYIO0 ABMOMAMUYECKU CE513b.
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3. 3akpoiime cxemy OaHHBIX U NPoOBEPbME HATUYUE C853U, OMKPLIE ee 8HO8b (Komanoa Paboma ¢
oazamu dannvix/Cxema OaHHBIX).

3.8.3. 3anpockl B peNsAIMOHHBIX 0a3ax JaHHBIX

Kaxk Op110 cKa3aHO BbIIIE, YTOOBI BBOJUTH JaHHBIC B TaOIuIly Cnucox moeapos, HEOOX0IUMO IS
Ka)K 101 3aIucH YKa3bIBaTh B mosje
Ne n/n HOMEp TIOCTaBITUKA U3 TaOUIBI [locmasuuxu, 9TO CO37aeT OOJBIITNE HEYI0OCTBA MPU padoTe
¢ 6a30ii. B cBsI3M ¢ 3TUM HY)XKHO HAYYHUTHCS BHIBOJUTHh HA SKPaH 3HAYCHUE ITOJISI OJJHOM TaOJIUIIBI 11O
3HAYCHHUIO TIOJISI PYTOM TaOIHITBI.

JIOBOJIBHO MPOCTO BBIBECTH Ha dKPaH IMOJISI U3 00€rX TaOJIUIl IPH MOMOIIY 3ampoca. 3ampoc ist
JIBYX 00BbEIMHEHHBIX TAOJIUIl CTPOUTCS aHAJIOTHYHO 3aMpOCy VIS OJTHON TaOJIUIIBI.

3aoanue 3.32
1. B oxne b6azvl danuvix evibepume 6x1aoxy Cozoams u weikHume no KHONKe hﬁoﬂ(:ﬂ:p;aglop_za:f

2. Jlobasvme 6 pabouee none 3anpoca mabauywvl Ilocmaswuxu u Cnucok moeapoeé u 3axkpoume
oxHo Jlobasnenue mabauybi.

3. [{sotinbim wenukom mbliuiy no 3a201068Ky maobauywsl Ilocmasuwuku evidenume 6ce nois u nepe-
mawume ux 6 Nepeyio AYeuKy O1AHKA 3anpoca (HUMNCHAS 4acmb OKHA 3anpoca,).

4. Ilepetioume no 3anucam 61aHKa 3anpoca énpaso 00 Nepeoll NYyCmoul sSYetiKu.

5. Ilepenecume 6 smy aueuky éce nois uz mabauyvl Cnucox moeapos.

6. Coxpanume 3anpoc ¢ umenem ObvedurnenHvle maoauybl.

7. Boinonnume 3anpoc.

8. B nosisusuteticsi mabauye ckpoume ciedyiowue noas: Iopoo, Yauya, Homep ooma, Tenegon,
Haszsanue ¢pupmor u Haumenosanue mosapos.

9. Coxpanume uzmeHernus.

KOHTPOJIBHBIE BOITPOCHI

1. Cozoanue ceazu mesncoy mabruyamu.

2. Pensyuonnvle 6azvt OAHHDBIX.

3. Buowl ceazeti medcoy madbauyamu.

4. Ocnognvle smanvl CO30aHUSA CEAA3U.

5. Qynxyuu 3anpocos 8 persYuoHHbIX 0A3aX OAHHBIX.

JIABOPATOPHAS PABOTA Ne 17
3.9. UCTIOJIb3OBAHUE MAKPOCOB FA3bl JJTAHHBIX
3.9.1. Co3nanne MaKpocoB

Maxkpoc — 3T0 MOC/IeI0BaTeNbHOCTD OTNepallfii, KOTOpble COOpaHbl B BUAE UHCTPYKIUH, YTOOBI X
MO>KHO OBIIIO BBITIONHSATH, MCIONB3Ysd TOJIBKO OJIHY KoMaHAy. [lomp3oBaTenpb 3amyckaeT Makpoc Ha
BBITIOJTHEHHE C IEJIbI0 OCYIIECTBICHUS BCEH MOCTIEI0BATEIHLHOCTH HEOOXOAUMBIX JICHCTBUH.

B Access 2010 BKJIIOYEHO MHOT'O HOBBIX MAaKpOKOMaH/I, KOTOpPbIE MO3BOJISIOT CO3/1aBaTh Oosee 3 ¢-
(beKTUBHBIE MAaKpOCHI, UeM B MpebIIyluX Bepcusax Access. Hampumep, Teneps ¢ MoMOIIBI0 Makpo-
KOMaHJ MOXHO CO37aBaTh M HCIIOJIb30BaTh INI0OANbHBIE BpEMEHHBbIC MEPEMEHHBIE, a Takke Ooee
TOHKO 00pabaThiBaTh OmMOKH. B paHHUX Bepcusix Access 3TH BO3MOKHOCTU OBLIN JOCTYIHBI TOJIBKO
IpU UCTOJIH30BAaHUM OOBEKTHO-OPHEHTUPOBAHHOTO si3bika VBA. Kpome TOoro, MoXHO BCTpauBaTh
MaKpOCHI HEMOCPEACTBEHHO B CBOWMCTBA COOBITHII OOBEKTOB WJIHM DJIEMEHTOB yIpaBieHHs. BcTpoeH-
HBI MaKpOC CTAHOBUTCS YaCThIO OOBEKTA WIIH DJIEMEHTA YIPABIECHUS M OCTAETCS C HUM IIPH €ro Te-
pEMEIIEHUH WM KOTUPOBAHUH. @

C moMoInIpI0 MaKpOCOB MOXKHO JIETKO BBIMONHITH MHOTHE 33J]a4i MPOTPaMMHUPOBAHUS, TAaKUE KaK
OTKpBITHE U 3aKpbITHE (HOpM, TaOJIHII, a TAKXKE 3aIMyCK OTYETOB. MOXKHO JIETKO U OBICTPO CBS3BIBATH
CO3/aHHbIE 00BEKTHI 0a3bl NaHHBIX ((POPMBI, OTYETHI H T. [I.), TOTOMY YTO TpeOyeTcsl 3alIOMHHUTH CO-
BCEM HEMHOT'O MPaBUJI CHHTAKCHCA. APTYMEHTBI Ka)XI0TO JCUCTBUS OTOOPAXKAIOTCS B KOHCTPYKTOPE
MaKpOCOB.

UToObl HAYYUTHCS CO3[]aBaTh MAaKPOCKI, HEOOXOIUMO 3HATh OCHOBHBIE MAKPOKOMaH/EI (Tabu. 3.4).
Tabnuna 3.4
3HaueHUsT MaKpOKOMaH]I

MaKpOKOMaHI[a 3HadecHUE MaKpPOKOMAaH/IbI
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[Ipumenuts GuUILTP

3aKpBITH
Haiitu 3anuco

Pa3BepuvyTh

OTKpBITH (1)0%My (3ampoc, oT-

4eT, Ta0JIMIY
Brixon

[TpumensieT k 00bEKTY QUIBTP,
WY 3a1POC, OTPAaHUIABAIOIIHH
Ha0op 3anucen

3aKkpbIBaeT OOBEKT

BrIimmonmaseT mouck 3aIlluCu, KO-
TOpasA YAOBJICTBOPACT YCIOBUIO
IIOHUCKa

PacmaxmuBaet Tekvyiee OKHO
OTKpbIBaeT 3aJIaHHBI 00BEKT

3aBepiraer padbory Access

B Tabu. 3.7 mpeacTaBieH JajeKO He MOJHBIA CIHMCOK MaKpPOKOMaH[, KOTOPHIE MOYKET BBINOJIHATH
Makpoc. OHAKO OH BKIIKOYAET Te JEHCTBUSA, KOTOPblE HAMOOJIEE TOJIE3HbI U1 HAYMHAOIIMX, U JA€T
IpeacTaBIeHne 0 GyHKIUIX MaKpoca.

Jlist co3manus Makpoca HyXHO B OKHe 0a3bl JaHHBIX BBIOpaTh BKIaaky Co30amb W MIEIKHYTH 110
kHonke  (puc. 3.75).

| TaGmus Koncrpyxtop  Cow
a > w

Ta6aw
Ta6m

wom | Macrep Kowcrpyrop | @opua Koncrpyerop Mycias
SharePoint = | 3anpocos  1anpocon dopu

3.75. OKHO MPOEKTUPOBAHUS MaKpOCca

m nasras  Cosaamme  Brewrwe jannbie  PaBoTa C 6a3amm JaHHEN KonerpykTop 7]
SZ Mo waramn = - $EF == % El
* % npeospasosats makpocs - - - - :
BrnoAHUTE PassepHyTs CeepHyTe  PaseepHyTo CeepHyTs Karanor Nokasats
MAKPOKOMAHAR M3KPOKOMAHAR BCe Bce MAKpOKOMama|Bce ,\eﬁrrans\
Cepeuc PazEepHYTL WM CBEPHYTL MoKa33Tb MAM CKPETL
B BT C— z
[ |
L | =
~ Ynpasnexne

BaoxeHHbii MaKpoc o] E03_Yrpasaenn P

Toynna = BroxeHHzn Makpoc

Py lpynna

Ecwm e

Npimesarue [L—

Bepryte

BoccTaHoBMTEOKHO EI[3 Maxpokomaras

BLEpaTLOEBEKT EE@ MMnopT mam skcnopT AaHHEX

BeigenuteObwext = B A Komangs untepderica nonesosatens

BuiiiTnizAccess B3 Makpoxomanas:

AotasuteKonTaktisOutlook EJ O6bexts 6asti A3HHSIX

ApbasuTeMeHI0 B3 Onepaymu sB0za anHeX

3agameBpenllepenentyn ECA Cnerenmsie xomanas

3azatskomangyMero B3 YnpasreHue okHaMH

O6nacTs HaBUrayum

3agatelokTlepementy0 EJ ©OuALTP, 3aNPoC AH NOMCK.

3agate0To6paxaemtekaTeropum
3aga7MopAgoKCOPTMPOBKH
3agateCeoiicTe0

3agaredwaeTp
3apaumPabouerofpoyecca
3axpemeBazydaHnen
3akpuTeOKHO
3anycckomarauMenno
3anyckMakpoca
3anyckMakpoaJaHHex
JanycxMporpamiet
3apukcpoears06aacTelepexoaoe
WsmennTe3nenenteiCnnaca
K3nemenTyYnpasaeHna
Ha3anuce

Haitru3anuce

HakuCreaournosamucs |

Puc. 3.76. luanorosoe okHo Makpoc

MakpoKOMaH]Ibl YKa3bIBAIOT, K KAKOMY OOBEKTY MPUMEHUTh MAKpPOKOMaHIy, U 3a/Ial0T yCIIOBHS
BBITIOJTHEHUS JIEHCTBUSA. J[71s coXpaHeHUsT MaKpoca MCIOIB3YIOTCS T€ e METOJbI, 4TO U I APYTUX
00BeKTOB 0a3bl JAaHHBIX.

[To aHAJIOTHH C NPYTHMH 00BEKTaMU MaKpOC MOKHO BBITIOJIHUTH M3 OKHA 0a3bl JaHHBIX JTBOHHBIM

Hecessannbie ofvexin B

B Buiim s Access

2 Orxputs rabany Tos:
9 Bunoanute
B Koncrpyrrop
3kenopT »
=] Mepeumenosats
Crpeime & 310 rpynne
1 YasnuTe
[l
— %  Bupesate
E3 gonuposate
@ Boraeute
[ Cooiicrsa o6nekTa
8 Doosencang LU0

Puc. 3.77. Komanna
Boinoanume maxpoc

OICJIYKOM Ha €ro MMCHH HUJIH BI)I60pOM KOMaHJbl KOHTCKCTHOT'O MCHIO
Buinonnums, nnu Ha Branagke Paboma ¢ 6azamu OaHHbIX IICJIKHYTH 11O

KHOTIKE (puc. 3.77). CymecTByIOT U APyTUe METO-
AbI 3allyCKa MaKpOCOB Ha BBIITIOJITHCHUC.
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Monaynu oTHOCATCS K OOBEKTaM NPOPECCHOHATBHOIO HCIIOIB30BAaHMS, Ha II0JIb30BATEIBCKOM
yYpOBHE 3HaHUE pabOThI ¢ MOJYJISIMH HE 0053aTEIBHO.

3aoanue 3.33

1. Buvibepume 6 oxne b6a3vl 0anuwix 6k1aoky Cozoams u weiKkHume no KHonNKe m
2. U3 nossusuwecocs cnucka Makpokomano evloepume Omxpwvims maoauy).

3. B cmpoke Mms mabauysl uz packpvleuwezocs cnucka svibepume Tosapboi.

4. B cmpoxe Pesicum oannvix evioepume Hzmenenue.

5. Ilepetioume Ha crnedyowyro cCmpoxKy MaKkpoKOMaHowl u evlbepume komandy Pazsepuymo oxHo,
KaK NOKA3aHO HA PUCYHKE.

E— =
[
OTkphiTsTaANLY
Wus Taémmust Tosapei B0 _vnpasaenne
@ Broxenneii makpoc
Pexum  Tabamua @ reynna
Pexiti AaHHex  WameneHue @ eowm
@ e
‘ PassepryrOxHo * X‘
& 3 B[@ MakpokomaHas
B3 VIMNOPT WA 3KCNOPT ABHHEX
(3 KomaHaw uHTepdeiica nonbsoarens
B3 Maxpoxomangs
[ OBbexTH 6askl AaHHE
BECA Onepaumm BE0A2 AaHHEX
(3 Cucrennue komanas
(3 Ynpasnenue okHamn
@ ownsTp, 33npoc AN nomMeK
[ B 3voii 6ase AaHEX

6. Coxpanume maxpoc noo umenem Omxpovims maonuyy Tosapoi.

7. Cozoatime CamocmosimenbHo Maxkpoc

C UMEHEM B bzxod us
Access.

KOHTPOJIBHBIE BOITPOCBI

%. Maxkpoc u eco naznauenue 6 6aze OaHHbIX.

. Maxpokomanoa, ochosHbvle 8U0bl MAKPOKOMAHO U UX 3HAYEHUE.
3. Buinonnenue maxpoca.

3.9.2. Co3nanue riaBHON (POpMBI

AHAJOTMYHO PACCMOTPEHHBIM croco0aM MOXKHO co31aTh [ 71iagHyro ¢ghopmy (TTABHYIO CTPaHUILY

KOMITaHUH), KOTopas OyAeT 3arpy»karbCsl MpU 3alyCcKe MPOrpamMMbl U C IMOMOULIbIO KOTOPOH MOYKHO
OTKPBIBATH Ipyrue GopMbl U OTUETHI.

s aToro HeoOxoauMo mepeitu Ha Bkiaaky Cozodauue U BbIOpaTh MyHKT Koncmpykmop ¢hopm

— — T
Im fnasmas  Cosasrue  Brewmue gameme  PaGoracGasamndsemsx | Komcpyerop | Ynopagouwrs  Gopwar Py |
& suen I z mmifs
= M (o emm. @ o= =@ =
Ly B0 Aa B2 @, 9] ] -  3aronoser = B o
PexuM  Tews [A] WpugTs - =) —  Berasute = Ao6asuTe CTpanuua Mepexoasi .,
- - 7| wsoBpaxcenue » | 3y fAaTa U Bpema nona i <]
Pexcumbl Temet InemerTol Ke Cepemc
Bce Tabauub =) « |§| Form1
Mouck.. o
" | o
== 5
B Tosapu: TaGnuua
B3 npocroii 3anpod 1
3 npocroii 3anpoc2 N
2
3 3akass B

Puc. 3.78. Coznanue ¢hbopmbl ¢ TOMOIIBIO BKIAIKH KoHcmpykmop

YT00OBI BCTaBUTh 3arojJoBOK, HeO6XO,[[I/IMO Ha BKJIAaJKC KOHcmpmeop BLI6paTL MMUKTOI'paMMy 3a-
20J1060K.

Ha Bxnanke Korncmpykmop Takke pacrlojoKeHbl KHOMNKH, C IIOMOILBIO KOTOPBIX MOYKHO BCTaBUTh
3aroJIOBOK KOMIIAHWH, SMOJIeMy KOMIIAaHUM (paHee CO3JaHHYI0), 1aTy U BpeMs, BEIOpaTh TEMY, IIBET U
HMIpUQTHI, BCTABUTh M300paxkeHHE (TaKKe PUCYHOK MOXHO J00aBIATH KONMHPOBAHHUEM PHCYHKA M3
JIPYTruX TPWIOKEHUH M HCIOJIb30BaTh OOBIYHBIE MapaMmeTpbl BcTaBKW). C MOMOIIBIO 3JIEMEHTOB
ynpasyieHus (puc. 3.79) MOKHO BCTaBUTh HEOOXOMMBIE TOJIsI, KHOIKU, PUCYHKH M JIpYTOe, IIEIKHYB
110 HUM MBIIIBIO, 3aT€M IEePETALIHUB B [10JIe 00JACTH JaHHBIX M PACTSHYB JI0 HYKHBIX Pa3MepoB.

s HAE QA 2id\ e ME | OEEE

N Wenonssosats wacepa

_@( 3nemeHTH ActiveX

Puc. 3.79. Ilanenp 371€MEHTOB yIIpaBIEHUS
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Hasnauenue
B Ta0n. 3.5.

IIUKTOTpaMM

MaHen YIPABJICHUS

Ha3nayenue nukrorpaMM IaHEIU YIpaBICHUS

[1uk-
TO-
rpam- Ha3Banue OyHKIUA
Ma
Bei0op 00bek- Ecnu  akTuBM3MpOBaHa JaHHAs IUKTO-
<l TOB rpaMMa (akTUBHU3HMpYETCS [0 yMOJI4a-
HUI0), KypCOPOM MbillIi MO>XHO MapKH-

S

alip

=

)

XYz

i

®

<

B

Macrepa sne-
MEHTOB yIpaB-
JeHUS

Hanmuce

ITone

I'pynna nepe-
KIIfouaTenen

Brixarouarens,
KHOMKA C (K-
canuen

[Tepexmtoua-
TEJIb

KonTponbHblii
HWHIUKATOp,
(hmaxox

Komb6unupo-
BaHHBIN CITH-
COK (T10JI€ CO

poOBaTh I10JIsA, BBIIMOJHATH HCPCHOCHI U
HU3MCHATDH pa3MCpPEI

Bxurouenune/BbIKIIIOUEHHE BbI30BA MacTe-
POB TpU NPOECKTUPOBAHHHU DIEMEHTOB
YIIpaBICHUS

BcraBka B (opMy HOBOTO MOJIsi HaUMe-
HOBaHUsA

OtobpaxkeHre _CoIepKUMOT0 HEKOTOPOTO
TOJISL 3ATTHCH WIN BBIYUCIISIEMOTO T0-
JIAA

Coznianue U pa3MelleHue Ipynmnsl, B KO-
TOPYIO MOXXHO BBECTH KOHTPOJIbHBIC WH-
JAUKATOPbI, CCJIICKTOPHBLIC KHOIIKKU HJIN
JIBYXITO3UIIMOHHBIC KHOTIKH

OtoOpakeHre 3HA4Y€HUS HEKOTOPOM OIl-
1M, KOTOpasi MOXKET UMETh JBa COCTOS-
HUs

Br16op (MHAMKAIMS) OJHOTO U3 HECKOIb-
KHX B3aMMOHUCKIIOYAIOIINX 3HAYEHUNA He-
KOTOPOT0 ImapamMerpa (Harmpumep, OJTHOTO
M3 IIBETOB aBTOMOOMJIA)

Nuanukanus (M3MeHEHWEe) 3HAYCHHUS OIl-
[[UU, KOTOPasi MOXKET UMETh OJIHO U3 ABYX
BO3MOXKHBIX 3HAYCHUN (BxITIOYE-
Ha/BBIKIIOYEHA, OTMEUYEHa/HEe OTMEUEHA)

ITocne menyka Ha MAHUIYJATOPE OTKPBI-
TUSL (KHOIKA €O CTPEJIKOM Ha MPaBOM
Kparo MoJif) pa3BOpayMBaeTCsi KOMOUHU-

CIIHICKOM) POBAaHHBIN CIIHCOK
Crucox B mome crmcka, B oTiiMuue OT KOMOUHU-
POBAHHOI'O CIIMCKA, BCE DJIEMEHTBI BUIHbI
MOCTOSIHHO. Ecim ke X Tak MHOro, 4To
OHM HE MOMEILIAIOTCS B BBIIEICHHOE UL
MOJIE MECTO, TO Ha NPaBOM Kparo MQIIs
ABTOMATHYECKU pa3MELIaeTcs JIMHEHKa
IIPOKPYTKH CIIHCKA
[Tpsimoyronb-  OQbenvHEHUe U BBIAEIEHUE TPYIIbI M0-
HUK JIEN MOCPENCTBOM 3aKJIIOUEHUS UX B Mps-
MOYTOJIbHYIO PaMKy
Jononaurens- CHenUaNbHBI  2JIEMEHT  YIPaBJIEHUS
=!I wbie anemenTsl OLE
ActiveX
Komannnas Co3nanue KHONKH, C KOTOPOM MOXKET
KHOIIKA ObITh CBsSI3aHAa HEKOTOpasg KOMaHIa WIH
MocJeIoBaTeNbHOCTh JAeiicTBui. Hampu-
0KHO CO3/1aTh KOMaHJHYIO KHOIIKY
, C IOMOIIBIO KOTOPOH OyAeT mpo-
M3BQINUTHCS MEPEXO] K CIEAYIOIEN 3alln-
cu. KomaHnna, COOTBETCTBYIONIAsT KHOIKE,
JIOJKHA OBITh OIpesiesieHa Kak MaKpoc
[[] Pucynok BerpanBanue cTaTUYECKUX WILIIOCTpALUi
(rpadpmueckux ¢aioB) B popmy
= IIpucoenunen- BerpanBaHue MIUIIOCTPALUU WK APYTOrQ
%] Has paMKa MIPOU3BOJILHOTQ E-o0nekTa, KOTOpbIi
00BCKTA coxpaneH B Tabnuue b/ Access. Berpau-
BaHME BO3MOXKHO, €CIIM B TaOIHIlEe NNp-
seiaeHo OQLE-norne, xpansmee cod | 1-
CTBYIOIIUI OOBEKT
PaspeiB ctpa- Coobuienue Access, B KAKOM MECTE JI0JI-

HUIIBI

’)KeH OBITh MPOM3BEAEH IIEPEHOC OCTATKa

IIOKa3aHO

Tabnuna 3.5
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i
oo

[c] @=E] ]

[]

[Ipu noGaBnenuu (co3manuu) KHOMKH ¢ maHenu yrnpasienust B Access 2010 mosiBiseTcs guanoro-
Boe OKHO Cozdanue xHonok (B 00jee MO3HUX BEPCUSAX TAKOTO JUAJIOrOBOIO OKHA HET), B KOTOPOM
HE00X0IMMO BBHIOpATh ACHCTBHE, KOTOPOE OYyIET BBHIMOIHATHCS MPU HAKATHH KHOTKH. B auasoroBom
OKHE MMEEeTCSl HECKOJIbKO KaTeropuii, KOTopble cojiep:kaT cBoil Habop aelictBuil. K Takum kareropu-

M OTHOCATCA:

CBo0OoaHas

pamMKa 00beKTa

HaGop BkJ1a-
JIOK

I[Hogunuennas
dbopma/oTuer

JInnus

[uarpamma
Bnoxxenue
I'unepccbuika

DeMeHT
yIIpaBICHUS
Tutia «Beb-
opaysep»

DeMeHT
HABUTALIUU

1) nepexo/ib 0 3aMUCsIM;

2) 00paboTKa 3ammcei;

3) pabota ¢ Ghopmoii;
4) paboTa ¢ 0TYETOM;
5) npuioxeHue;

6) pasHoe.

Hampumep, ecmu HEOOXOAMMO BCTaBUTH KHOIIKY JIJISI OTKPHITHS (DOPMBI, TO CIEAYeT yKa3aTh Jei-
ctBue Paboma ¢ ghopmamul Omxpwi-mue ¢hopmei; €civ HY)KHO BCTABUTb KHOIKY JIJISI OTKPBITHS OTUE-

(hOpMBI Ha CIECTYIONIYIO CTPAHUILY

BerpauBanue B gopmy 00BEKTa, KOTO-
EI)II/I XpaHNUTCS B OTJACIBHOM (ailjie BHE

Jl, Hampumep pucyHka u3 Paint wam
rpahuKy 13 MS Draw

Hcnonb3yeTcst Ans MpeICcCTaBICHHUS He-
CKQJIbKHX  CTPaHUI] JaHHBIX B OJHOM
HaOope. Hampumep, 3eMEHT yrpaBieHus
Habop exnaoox Moxer OBITH HCIOJb30-
BaH B Qopme Compyoruxu, 9T00bI OTJIE-
JUTH OOINE CBEICHUS OT JIUMYHBIX

BcerpauBanue mnomumHeHHON GOpMBI B
IaBHYI0 (OpMYy M yCTaHOBKAa OTHOIIIE-
HUN Mexy hopMamu

C mnomouipl0 JAHHOM INHKTOIPaMMBbI B
(hopMe MOKHO TIPOBECTH NPSAMYIO JIMHHIO

Coznanue nuarpamm
BcraBka Bi1oKeHUS
BceraBka runepccpuiku

BcTraBka oaneMeHTa  ympaBlieHHsS —THIIA
«Be0-0payszep»

BcraBka siieMeHTa HaBUT AU

Ta, TO HAJ0 yKa3ath GyHKIuo Paboma ¢ omuemamul Omxpoimue omuema (puc. 3.80).

Cosazme conoe

Puc. 3.80. Co3nanune KHOMOK Ui OTKPBITUS (POPMBI OTUETa

UYroOBl OTKpHITH TAOJMILy MJIM 3alpOC, HYXKHO yKa3aTb KOMaHny [lepexoowr no sanucsmlHaumu

Oazee (puc. 3.81) 1 aBTOMAaTUYECKHU CO3/1aTh KHOTIKY.
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|| Cospanne xnonok

BribepuTe aeiicTene, KoTopoe BYAET BLINOIHATECA MNP HEKATHAM KHOMKA,

Kartaaa KaTeropua cofepHmT cobcTeeHHbIR Habop AeficTEMiA.

KaTeropum: HeficTena:

HaliTh 3anmcs
PaboTa c dopmoi Mepsasn sanmucs
PafioTa C 0TYETOM MocneaHARA sanuce

MpunoxeHe Mpeaeiaywan sanmce
PasHoe Cneayoulan 3anick




Puc. 3.81. Co3ganue KHONKU I OTKPBITHS TaOIHIIBI MK 3a1poca
Uto0bl co3jaHHasi KHOTIKA OTKPhIBAJIa HYKHYIO TaOIuILy, 3anpoc, (popMy, OTUET), €CIIM aBTOMATH-
YEeCKH HE yJalloCh YCTAHOBUTH JAHHOE JEUCTBHE, HEOOXOJMMO BBIICIUTH KHOIKY C TIOMOIIBIO MBIIIN
U IIEJIKHYTh MO HEHl mpaBoil KHOINKOHW. B oTkphiBIIEMCS OAMEHIO Hao BbIOpaTh cTpoky Ceoticmaa,
3areM B mosiBuBIeMcs Okwe ceoticmg (CrpaBa) NepedTd Ha BKIaAKy CoOvimus W MEIKHYTh TI0 TPeM
TOYKaM B KOHILE cTpoku Haowcamue knonku (puc. 3.82). IIpu 3TOM B OTKpBIBILIEMCS] TUAIOTOBOM OKHE
Ilocmpoumens cnenyeT BeIOpaTh CTPOKY Makpocs: M 100aBUTh HOBYIO MaKpOKOMaHy, Hanpumep Om-
Kpbimb (popmy, yCTAaHOBUTH UM (POPMBI 3aka3zsl M COXPAaHUTH naHHbIe (puc. 3.83).

e [ | x e —a— :
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HaxaTie KHOMKM [=]=] OKkHOCoOEWEHMA rpynna
Monyuenue okyca OcraHosuTeBceMakpacet Ecan
Noteps poxyca OcrarosnmsMakpoc Npuniesanue
eoiinoe HaxaTHe KHOMKM OrkpeTe3anpac
Kronka saus OrkpamOTET EIEa Maxpoxomangs
Knonka seepx OrepumTabany (3 MIMPOPT W 3K<NOBT AGHHEIX
Mepemewerme yrazatens o [ Kowamas wnTepdeiica nonssosa _
Knashwa sHu3 P —— B[] Makpokomange
Knaswa ssepx o i [0 OBvexsi 6ashl AaHHb
HaskaTue knasuwi ucruTeCobune [0 Onepaui 65043 A3HHbX
Brog OTNRAEUTEOBBEKTEA 3 Cmcremmbie Komanas!
OK OTHEHE MNepeimuk
Bixoa P [ ¥Ynpasnemue oxmamm
| Neconvietiac B3 owneTh, 3anpoc wik nowck
MeyaTeO6BeKTa
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I »
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BAosenHsIf MakpoC
Pexm | dopua [=] Towna
Viun unsrpa Ecm
B Npumevarne
Yerosue otéopa = oy P
PEKHM ABHHEX B3 Makpokomanas
Pexcom oxma | OGuamoe = £ Vinmopt wnn axcnap aawneic
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OBHoBuTE NapameTpe 3 Maxpoxonanas
| aosasnms Hosyo makpoxomaray =] 3 OBbekTol 6astl AakHbi
(3 Onepauym B50pa AaHHED

Puc. 3.83. JlobaBnenne MakpoKOMaHabl

Knornky BeIX0/1a U3 MPUIIOKEHUS MOKHO CO3/1aTh HECKOJIBKUMHU CIIOCOOAMU:

1) BeIOpaTh Kateropuro /Ipunosicenuel Boriimu uz npunodcernust (puc

[RE——

3.84).

Puc. 3.84. Co3ganne KHONKU JUIs BBIXOZA U3 NIPUIIOKEHHUS

2) co3/1aTh KHOIIKY [0 YMOJTYaHHIO, HAPUMED 110 Kateropuu [lepexoowvt no sanucimlHaiimu oanee,
a 3areM ¢ MoMoInblo KoMaHIsl OxHo ceotcmel Coovimus/ Haxcamue xknonxkulMakpocsl yCTaHOBUTB

Buixoo uz Access.

Ucnons3ys st 1o6aBiIeHNs KHONOK KaTeropHio PaszHoe, MOXKHO YCTaHOBHUTH Aémonabop Homepa,
Buvinoanums 3anpoc, Beinoanume makpoc, Ileuamv mabauywl (puc. 3.85).

Cazpanvie knanox.

BeiG=piTe NeiCTEME, KOTOPOR BYAET BEIMOMHATECH DM HEXETIM KHOTIG

Kaneaas rater

Kaeropan:

wwwwwwwww

Mepexoasi o samican
OBpaorxa samiceii
Pabota c doproi

opA copepT coBcTmeHHoi Haop ASTCTE

Redicraus:

Ben07HATE 331D0C
oo Harpoc
Nevas Tabme:

[omen | [ garee>

] [ forom ]

Puc. 3.85. Coznanue KHOIOK ¢ MOMOILbIO Kateropuu Pasnoe

BBIpOBHSTH TOUHBIC pa3Mephl (BBICOTY W MIUPUHY) CO3/IaHHBIX KHOITOK MOYKHO C IMTOMOIIBIO BKJIAI-
ku OKHO c80licme, KOTOPOE OTKPHIBACTCS NP HAXKATHH MPABOM KHOMKH MBI MO CO3JJaHHON KHOTI-
ke. OkHo ceoticmag OTKpbIBaeTcs crpana (puc. 3.86).

=] rnasnas

bopma
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F 3aronosok GopMEl

OkHo ceoiicTE

| TWN BBIgENEHHOrD 3neMerHTa: KHOMKa
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KoM

IJIgKTyomue

]

¥ OBAaCTS gaHHEX

3akazbl

Tosapbl

KHonkals E
Maker | Jannsie [Coburua| Apyrue | Bee
Numa KHonkal
Moanuce Beixog u:
PacnonoxeHne Nognnue K pueyky | HeT nogr |
BriB04 Ha 3KpaH Aa
VkasaTenb NP HaBEgEHMN Mo ymon'
Tun pucyHKa BHegpeH
PutyHOK (OTCYTCTE,
Wnpura 340
BricoTa 0,501cm
OT BepxHero kpas 5,799cm
QT nesoro kpaa 8.893cm
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Puc. 3.86. BoipaBHMBaHuE BHICOTHI M INMPUHBI KHOIIOK
I'nagnoti popmsi ¢ NICIOIB30BAHUEM BKIAAKH OKHO c80Licmé

Hanee crienyeT coxpaHuTh co3aaHHyro dopmy. st mpoBepku pabOThl KHOMOK Ha BKIanke [ 1as-
Hast hopma HEOOXOIUMO BBIMOJIHUTE KOMaHay Peswcum ¢hopmull3axazei. Takyro npoueaypy cieayer
MPOJIeNIaTh AJIsl BCEX CO3JJaHHBIX KHOIIOK.

B urore nomkna nonyuutbes I nasnasn ¢hopma KOMIAHUU, TI€ KaXKasi KHOIKA OTKPHIBAET HYKHYIO
dbopmy, oTueT, TabnuIly, 3aIPOC U IOMOTAET BBIMIOJIHATH Apyrue onepamuu (puc. 3.87).

Tnaskan Gopma

0AO "KoMnbioTepHEIe KOMILIEKTYIOLIHE"

Toeapbi

OTuet HakneWku

OTueT CMCOK TOBapoB

Bbixog, 13 Access

Puc. 3.87. I'nasnas ¢popma xomnanun _
OAO «KoMIbroTepHbIe KOMIUIEKTYIOIUEY (KOHEUHBI pe3ylbTar)

I'nasnas ¢popma nomkHa ObITH BHIOpAaHA B KA4ECTBE CTAPTOBOM MPH 3aIlyCKe MPOrPaMMbI: MEHIO
Daiinl[lapamempor Access/ Texywas 6aza oannvix! Dopma npocmompal lnasuas ghopma (puc. 3.88).

[nasHas Coszganne BHewWHNe gaHHEE PaGoTa c 6asamMu JaHHEX

MapameTpal Access.

O6ue - L
_[J MapameTpsl AR Tekylei 633kl AaHHbIX.

[
Tekywan 6asa gaHHLX

Tabnuua MapameTpsl npUACKEHWA

KoHCTpykTOpbl 06BEKTOB

MpasonucaHue

Asbik
MapameTpel KNAMEHTa
HacTpoiika neHTel

NaHenb BuICTPOro goOCTyna

EE[UHUBUK NPUADKEHNA:
3HAYOK NPUNOKEHUA:
3HaYoK GOPM W OTUETOB
[naeHas dopma

Be6-hopma npocmotpa: | [OTQyTCTEYET)
haeHas dopma
3akasel

©opma npocMaTpa:

CIpoKa COCTOAHMA
MapaMeTpEl OKHA AOKYMEH

- Tosaptl
_ Nepek {Me OKOir P

Hanonoioy =V =1

Puc. 3.88. Ycranoska [ nasnoti popmoi
B Ka4eCTBE CTAPTOBOM MPH 3aITyCKe MPOTPaMMBbI

st Toro 4toObl MPOBEPUTH, OTKpBIBAaeTCS [ 1aéHas ¢hopma TpH 3allyCKe WM HET, HEOOXOAUMO
COXPaHMUTb JaHHbIE, 3aKPBITh Oa3y U CHOBA OTKPHITH €€.

3aoanue 3.34

1. Cozoaiime I'nasuyto ghopmy komnanuu 6 coomeemcmeue ¢ pucyHkom 3.87.

2. Yemanosume ee 6 kauecmee 0CHOBHOU NPU 3Ny CKe NPOSPAMMbI.

3. Coxpanume pezynomam.

4. [Iposepvme svinonHenue cex cO30aHHbIX KHONOK (opMbl.

5. Ilposepvme, kax omxpwisaemcs mento I nasnas ghopma npu 3anycke npocpammboi.

3.9.3. Co3nanne GopM M OTYETOB C IOMOIIBIO
yacTeld MpPUIIOKEHUsI (BCTPOCHHBIX MIa0JIOHOB)

B Access 2010 umeercsi BO3SMOXXHOCTD CO3/1aBaTh (DOPMbI U OTYETHI C MMOMOIIBIO BCTPOCHHBIX Ya-
CTel MPUJIOKEHUH (BCTPOCHHBIX IAOJOHORB), PACIIONOKEHHBIX Ha BKJIanke Cozdanue. IMeroTes Ta-
KUE YacTH TPWIOKEeHUH, Kak [lycmuvle gpopmer (Ceedenusi, Cnucox u np.), Kpamxoe pykosoocmeo
(Bonpocut, 3a0auu, Konmaxmet, Ionvzoeamenu), Ipumeuanus (puc. 3.89). Ouu (GOpMBbI U OTUETHI)
(GOpMHPYIOTCS aBTOMATHYECKU NMPU HAKATUU HA HUX KHOMKOM MbIimu. Jlanee HeoOXoaumo Oyxaer
BHECTH B HUX MH(OPMAIIHIO.
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m [nasHaa Co3gaHwue EHewHWe gaHH
8 B & [

Yacrn TaGnuua KoHcrpykTop  CnMckwW
NPUACHEHNA ™ Tagauy, SharePoint =

|| MycTeie doprbl

1 ceepxy 1 cnpaea 2 ceepuy 2 tnpaea

EBrnagku Awanorog.. Myaetume.. OrHoCoo..

CEegeHWA Cnucok
KpaTkoe pyKoBOJCTED

G & [BE (8

Bonpockl 3agaum KoHTakTel  lMonb30Ba...

d

Mpumeuya...
Puc. 3.89. Berpoennsie uactu npuioxenuid MS Access 2010
(BCcTpOCHHBIE T1a0JIOHBI)

3aoanue 3.35
1. Cozoaiime ¢hopmbi, ucnonvsys exnaoky Cozoanue/Yacmu npunoxcenuslllycmoie pop-

moll Ceedenus u cnucox.
2. Cozoaiime 6ce gopmol, ucnonvsys komandy Yacmu npunoscenusl Kpamkoe pykoeoocmso (Bo-

npocwl, 3aoauu, Konmaxmet, Ilonvzoeamenu,).

3. Coxpanume pezynomam.
4. Omkpotime u npocmompume c@hopmuposanHvle A8MOMaAmuiecKku maoauybsl, 3anpocel, Gopmoi,

omuemsvi.
5. 3anonnume nobou ungopmayuei cpopmuposantvlie madbauysl (N0 0OHOU CMPOKE) U COXPAHU-

me pe3yiomam.
6. Ilposepvme na 3anonuenue Hogvie omyemvl u Gopmel. Eciu ungopmayuu nedocmamouro, 00-

noJjiHume.

KOHTPOJIBHBIE BOITPOCHI

. Cozoanue I'nagnoii popmeoi.

. Haznauenue (pynxyuu) nuxmozpamm (21emeHmos) nanenu ynpasieHus.

. lobasnenue HYICHO20 deMeHma ¢ NAHeIU YNPAGLeHUsL.

. Lonamue OkHo ceoticms.

. Yemanosxa mounvix pazmepos co30anHbix KHONOK.

. Cnocobul 3a0anus ongedeﬂeﬂﬁoeo delicmeus (coobimusi) KHonKe.

. Yemanoska exnaoku 1 naenas gpopma 6 kavecmee cmapmogoul npu 3anycke npocpammbl.

. Cnocobvl cozoanus hopm u omuemos ¢ NOMOWbIO0 Ydcmell NPULOACEHUSL (BCMPOEHHBIX Uablo-

by
3
O co~IUTAWNF

. Yacmu npunosicenuii. x paznosuonocmu u HazHaveHue.

KOHTPOJIbBHAA PABOTA

3ananue 1. Co3naiite ogHOTaONMUHYIO 6a3y JaHHBIX TVpacenm-cmeo cO CIeNyIoIeld CTPYKTYpOil.

Nwms nons Tun noss Pa3mep nomns
Crpana TexcToBoe 25
CpoK IIYTEBKH YwucnoBoe Bbaiit
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KommdecTBo myTeBOK YmncaoBoe Ilemoe
LleHa nyTeBKH JleHexxHoe
IIpoesn Jlormueckoe
Jlara BeIe31a Jlara/Bpemst Kpatkuii
doto cTpaHbl [one oOBeKTa

OLE

3anecute B Tabiuiy 10 3anuceit. OtcopTupyiiTe naHHBIC MO MO0 [Jena nymesku MO BO3pacTa-
HHUIO.

3anmanue 2. Ha ocHOBe pa3paboTaHHON TaOJUIBI co3aiTe GopMy B OJUH CTOJOEI] C OTOOpaKEeHU-
eM Bcex mojei. Uepes crienuanbHyto GopMy AOMOIHUTE TabIuUIly Tpems 3anucsimu. Co3aaiiTe BeIYmC-
asiemoe nose Cmoumocms, B KOTOPOM MOACYUTANTE OOIIYI0O CTOMMOCTh BCEX MYTEBOK OJJHOTO MapIi-

pyTa.

3anmanue 3. Co3gaiite 3ampoc Ha BEIOOPKY, B KOTOPOM MPEJCTaBhTE 3aMUCHU C [IEHON MyTEBKH CBBI-
mre 3 Teic. py0. B 3anpoce orobpasute Bce nossi. Co3maiite 3ampoc ¢ mapameTpamu, B KOTOPOM OTOO-
pa3sTcs 3alKMCHU C KOHKPETHOU LIEHOM ITyTEBKH.

3anmanue 4. Ha ocHOBe TaOMUIBI cO3JaiiTe OTYET C Ha3BaHUEM 1ypucmuueckoe azeHmcmeo, B KO-
TOpOM 0TOOpaszute Bce moiiss. OTYET JOMOIIHUTE BRIYUCISEMBIM oNieM /lama 6o38paujenus. B KoHIe
OTUCTA YKAXKUTC, KTO COCTABUJI OTUCT, BCTABBTC ATy U BPCMH.

Bananue 5. Coznmaiite Gopmbl, ucnoab3ys BKiIaaky Cozoanuel Yac-mu npunodcenus, 3aNI0JTHATE UX
uHpopmaruen. Coxpanute
pe3yibTar.

3amanue 6. Cozpaiite [ nasnyro ¢popmy, Ha KOTOPOU pa3MECTUTE Ha3BaHUE TYPUCTUUECKON (DUPMBI,
3M6H€My npeanpusaTus, OCHOBHBIC KHOIIKM Ha OTKPBITUC MMCIOIIHUXCS q)OpM, OTYCTOB, Ta6JII/III, 3a-
POCOB
U J1p. (Harpumep, neyaTh, BbIXOJ U3 IPOrPaMMbl), PUCYHKH.

3amanue 7. OTdopMaTUpyHTE MO CBOEMY YCMOTPEHHUIO TAOJMIIBI, 3alpoChl, ()OPMBI U OTYECTHI,
BCTaBbTE COOTBETCTBYIOIINE IIYTEBKAM PUCYHKH.
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