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IosicHUTENLHAA 3aNNCKA

JlaHHbIE METOAMYECKUE YKa3aHUS MpeJiararoTcsi 00yJaromuMes Ui BBIIOJHEHHS MPaAKTUYECKUX
pabot no yuebnoit qucuurummne «MHpopmatukay.

Metoauyeckiue pEeKOMEHJAIMM TOJrOTOBJIEHBI B COOTBETCTBUU C pabouell MmporpaMMoil 1o
yueOHOMY ipeamety YIIB.02Y Uudopmaruka

[IpakTuueckue 3aHATHS SBIAIOTCS BaXXHOM (OpMONM KOHTPOJIS HaJ KayeCTBOM YCBOGHUS
MaTepUasoB, U3JI0KEHHBIX HA JIEKIUAX, U B PEKOMEHJOBAaHHOM JnTeparype. Takoil KOHTPOJIb IO3BOJISET
OOHapyXHUTh B XOJI€ 3aHATHS MPOOENbl B 3HAHUSAX OO0yYarONIMXCs, YCTAHOBUTh OOPaTHYIO CBS3b MEXKIY
npernoaBaTesaeM U 00yJaroImuMCs.

OObyuarommuecs JOJKHBI OBJIAJIETh TECOPETUUECKUMHU 3HAHUSIMU 10 PEIICHUIO MPAKTUYECKUX 3a/1a4.
N3ydyeHune BOIPOCOB, BBIHECEHHBIX HAa IPAKTUYECKUE 3aHATUS JOJDKHBI 3aKAHUMBATHCS IMHUCbMEHHBIM
pemieHueM 3anad. B mporecce ux peieHus BaKHO MPUOOPECTH HABBIKU MPAKTUYECKOTO MPUMEHEHUS B
oTianKke GyHKIMOHUPOBAHUS BBIYMCIUTEIBHBIX CHCTEM.

VYyactue oOydyarommxcs B OOCYXKICHHHM pacCMaTpUBaeMbIX Ha MPAKTUUYECKOM 3aHITHH 3ajad
OperoiaraeT yMEHHEe BHHMATEIBHO CIYIIATh COOOIICHHS CBOMX OJHOKYPCHHUKOB, aHAJIU3UPOBATH
Collep’)kKaHWE  JTUX  BBICTYIUICHMH, JaBaTh UM  OOBEKTHBHYIO  OLIEHKY M  CCBUIKY  Ha
KOHKPETHYIONIPAKTHYECKYI0 CHUTYaIllI0. OJTO TIO3BOJIAET OOYYarOIIUMCS JIOTIOJIHUTH BBICTYIUICHUS,
PacKpBITh AJisi ceOsl HOBbIE CTOPOHBI IIPEAMETA.

Conepxanue mporpamMmbl ydeOHoro mpeamera «MH(popMaTHKay HampaBlIeHO Ha JOCTH)KEHUE
CIEAYIOLIEH HeJIun:

1) BnameHue MpencTaBICHUSIMH O PO WH(POPMALMK W CBSI3aHHBIX C HEH IMPOLIECCOB B MPHPO/IE,
TeXHUKe | oOmecTBe; mnoHATHAMU "wHpopmarusa", "uHpopManuoHHBIH mpouecc”, "cucrema',
"KOMITOHEHTHI cucTeMbl", "cucreMHbIi dpdext", "uHdopmanmonHas cucrema', ""cuctema ynpasieHus",
BJIQJICHHE METOoJaMu Toucka HHpopMaluu B ceTu VIHTepHEeT, yMeHue KPUTHUYECKH OILIEHUBATh
UHOPMAIINIO, MTOTYYCHHYIO U3 ceT VIHTepHeT; yMeHHe XapaKTepr30BaTh OOJbIINE JaHHbIE, IPHBOAUTD
IpUMEphl UICTOYHUKOB UX MOJIYYE€HHUS U HAPaBICHUS HCIIOIb30BAHMUS;

2) TOHUMAaHUE OCHOBHBIX NPHUHIMIIOB YCTPOMCTBA U  (PYHKIMOHUPOBAHUS COBPEMEHHBIX
CTAllMOHAPHBIX M MOOMJIBHBIX KOMIIBIOTEPOB; TEHACHLUH pPa3BUTUS KOMIBIOTEPHBIX TEXHOJIOIHA;
BJIaJICHUE HaBbIKaMU pabOThl C ONEpallMOHHBIMM CHCTEMaMU U OCHOBHBIMH BHJIaMU IPOTPAMMHOTO
o0ecrieueHus JJIs pelIeHus y4eOHbIX 3a/1a4 [0 BEIOpaHHOM crenuaiu3anuy;

3) HanmM4Me MpeJCTaBICHUM O KOMIIBIOTEPHBIX CETAX U UX POJIM B COBPEMEHHOM MHpE; 00 oOmImx
NPUHIUNAX pa3paboTKU U PYHKIIMOHUPOBAHUS HHTEPHET-TIPHIIOKEHHIA;

4) noHMMaHHME Yrpo3 HH(POPMAIMOHHOW OE30MacHOCTH, HCIOJIb30BAHUE METOJ0B U CPENCTB
OPOTUBOACUCTBUS ITHM YIpo3aM, coOJrofieHne Mep O0e30MacHOCTH, MPEJOTBPALIAOININX HE3aKOHHOE
pacrpocTpaHeHHue TEPCOHANBHBIX AHHBIX; COOJIIOICHHE TPEOOBAHUI TEXHUKH 0€30MaCHOCTH M TUTHEHBI
npu paboTe ¢ KOMIBIOTEPAMHU U APYTMMHU KOMIIOHEHTaMU LU(POBOTO OKPYKEHUs; TOHUMaHHE NPaBOBBIX
OCHOB HCIIOJIb30BaHUsI KOMIIBIOTEPHBIX TPOrpaMM, 0a3 TaHHBIX U paboThl B ceTu HTEpHET;

5) NMOHMMaHHE OCHOBHBIX NPHHLMIIOB JAWCKPETHU3ALMHU Pa3IMYHbIX BHJIOB HMH(OPMALMH; yMEHUE
onpeAensiaTh UH(PpOPMAMOHHBIH O00bEM TEKCTOBBIX, IpaUUeCKUX U 3BYKOBBIX JAaHHBIX NMPHU 33JaHHBIX
napaMeTpax AUCKpETU3allNH;

6) yMeHHE CTPOUTh HEPABHOMEPHBIE KOJIbI, TOMYCKAIOIINE OJHO3HAUYHOE AEKOIMPOBAHUE COOOLICHHM
(mpedUKCHBIE KOJbl); MCIONB30BaTh MPOCTEHIINE KOJABI, KOTOpBIE TI03BOJIAIOT OOHApYXKUBaTh U
HCIPABIIATH OLIMOKY MpHU Nepeade JaHHbIX;

7) BlafieHWE TEOPETHUECKUM aIllapaToM, MO3BOJIIOLUIMM OCYIIECTBIIATh MPEACTABICHUE 3alaHHOTO
HaTypaJIbHOTO YHMCJIa B Pa3IMYHBIX CUCTEMAaX CUMUCIICHHUS; BBIIOJIHATH MPEOOPa3OBaHUS JIOTHUECKUX
BBIPa)KEHUH, HCIIOJIB3YsI 3aKOHBI aareOphl JIOTUKHU; ONPEAEATh KpaTyalllvii MyTh BO B3BEIIEHHOM rpade
Y KOJIMYECTBO MyTeN MEX/1y BEpLUIMHAMH OPUEHTHPOBAHHOIO allUKINYECKOro rpada;

8) yMeHue 4YMTaThb M TNOHUMATh MPOTPAMMbI, PEATU3YIOUINE HECIOXKHbBIE AITOPUTMBI 0O0pabOTKU
YHUCIIOBBIX W TEKCTOBBIX JAHHBIX (B TOM YHCJIE MAacCMBOB M CHMBOJIBHBIX CTPOK) Ha BBIOPAHHOM JJIst
U3yUYEHHs] YHUBEPCAIBHOM S3bIKE MpOrpaMMupoBaHus Beicokoro ypoBHs (Ilackans, Python, Java, C++,
C#); aHamM3upoBaTh QITOPUTMBI C HCIOJB30BAaHUEM TaOJWII TPACCUPOBKH;, OMpEnesiTh Oe3
MCIIOJIb30BAaHUSl KOMIIBIOTEpA PE3YJIbTAThl BBIIOJHEHUS HECIOXHBIX IPOrpaMM, BKIIIOYAIOLIUX IUKIIBI,
BETBJICHUS ¥ TIOJIIPOrPaMMBI, IIPH 33JaHHBIX UCXOJHBIX JaHHBIX; MOIU(UIIMPOBATH TOTOBBIE IPOTPAMMBI
JUISl pEIIEHUs HOBBIX 3a/Ja4, UCII0Jb30BaTh UX B CBOUX IpOrpamMMax B KauecTBE MOAIpOrpaMM (Ipouenyp,

yHKIM);



9) yMeHue peanw3oBaTh STambl PEHICHUS 3aJa4 HAa KOMIBIOTEPE, YMEHHE peali30BHIBATH Ha
BBIOPAHHOM JIJIsl U3YyUCHHUsI SI3bIKE ITporpaMmMupoBaHusi Beicokoro ypoBHs (Ilackams, Python, Java, C++,
C#) tumoBble anrOpUTMBI OOpPaOOTKM YHCEN, YHCIOBBIX IIOCIIEOBATEILHOCTEH W MAaCCHBOB:
Ipe/CTaBICHUEe 4YHUCia B BUAE HaOOpa TMPOCTHIX COMHOXHUTENIEH; HaxOXKICHHE MaKCUMAallbHON
(MHHUMAaTBHOM) TU(PBI HATYPATHHOTO YHUCIA, 3alIMCAHHOTO B CHUCTEME CUHCIICHHS C OCHOBAaHUEM, HE
npesblmaomuM 10; BbuncieHre OO0OOIIEHHBIX XapaKTEPUCTHK 3JIEMEHTOB MacCHBa WIIM YHCIOBOMN
MOCIIEIOBATEIPHOCTH  (CYMMBI, TPOU3BEACHUS CPEIHEr0 apu(PMETHYECKOro, MHUHUMAIBHOTO U
MaKCHMaJbHOTO 3JEMEHTOB, KOJMYECTBA JJIEMEHTOB, YIOBJIECTBOPSIOMIMX 33JaHHOMY YCIOBHIO);
COPTHPOBKY 3JIEMEHTOB MacCCHBa,

10) ymeHue coznaBaTh CTPYKTYPUPOBAHHBIE TEKCTOBBIE JIOKYMEHTbl U JIEMOHCTPAIlMOHHBIC
MaTepuaibl C HCIOJ30BAHUEM BO3MOXKHOCTEH COBPEMEHHBIX IPOTPAMMHBIX CPEACTB M OOJIAYHBIX
CEPBHCOB; YMEHHE HCIIOJIb30BaTh TaOMUUHbIE (peNAlUOHHbIE) 0a3bl JaHHBIX, B YACTHOCTH, COCTABIATH
3ampockl B 0a3ax JaHHBIX (B TOM YHCJIEC BBIYMCISIEMBIC 3allPOCHI), BBIMOIHITH COPTUPOBKY M IOUCK
3anuced B 0a3e NaHHBIX; HAMOJIHATH pa3paboTaHHyI0 0a3y NaHHBIX; YMEHHUE HMCIIOJIb30BATh AJIEKTPOHHbBIE
TaOJIMIIBI ISl aHAIKM3a, MPEACTABICHUS U 00paObOTKU MaHHBIX (BKIIIOUYAsl BBIUYMCICHHE CYMMBI, CPEIHETO
apuMeTHUIECKOro, HauOOIBIIET0 U HAMMEHBIIIETO 3HAUCHUH, pellleHHe ypaBHEHUH);

11) yMeHHe WCIOJIB30BaTh KOMITBIOTEPHO-MATEMAaTHYECKHE MOJCIH JUIS aHaM3a OOBCKTOB W
MPOLECCOB: POPMYITUPOBATH 1I€JIb MOACTUPOBAHUS, BBIIIOJIHATH aHAIHU3 PE3yJIbTaTOB, OJYyYEHHBIX B XO/1€
MOJICIIUPOBAHMS, OIICHUBATh aJCKBAaTHOCTh MOJEIN MOJCIHPYEMOMY OOBEKTYy WM TIPOILECCY;
MPEJICTaBIISITh PE3YJIbTaThl MOICTUPOBAHUS B HATJISITHOM BU/IE;

12) ymeHHWEe OpraHM30BBIBATH JHUYHOE WH(GOPMAIMOHHOE IPOCTPAHCTBO C HCIIOIH30BAHHEM
pa3IMYHBIX CPEeICTB LU(MPPOBBIX TEXHOJIOTHM; TOHUMAHHE BO3MOXKHOCTEH UU(POBBIX CEPBUCOB
TOCY/IapCTBEHHBIX YCIYT, IHQPPOBBIX 00pa30BaTECIBHBIX CEPBUCOB; TOHUMAaHUE BO3MOXHOCTCH U
OTPaHUYEHUN TEXHOJOTMHA HCKYCCTBEHHOTO HMHTEIUIEKTa B  PA3IMYHBIX OO0JACTAX; HAIU4YUe
MPEJICTABICHUA 00 WCIOIh30BAaHUM WH(POPMAIMOHHBIX TEXHOJOTHUH B PAa3IMYHBIX MPO(ecCHOHATBHBIX
chepax.

PaGoueit mporpammoii mpexycMoTpero 50 4acoB MPAKTHYCCKHUX 3aHATHI



1. MeToauyeckue ykasaHus 10 BHINOJTHEHUIO IPAKTHYECKUX 3aJaHUH

1.1. MeToan4yeckue yKazaHus 10 PelICHUIO 32124

Jlnist perenus 3aad He0OX0IMMO U3YYUTh YU€OHBIH MaTepra U TEXHUYECKYIO JTOKYMEHTAIIHIO
II0 COOTBETCTBYIOLIEH TEME W IPABWIBHO ONPEAEIUTh, HA OCHOBAHUHU KAaKMX JOKYMEHTOB JIOJDKHA
pemaTbes 3a1a4a. PekoMenayeMblil yueOHbIi MaTepual yKa3aH B KOHIIE METOAMYECKUX YKa3aHUM.
Pemenue 3a1a4 He0OX0AMMO HAYMHATH C U3JI0KEHUS TEOPETUYECKOT0 MaTepuania:
—  PACKpBITb OCHOBHbIE TIOHATHUS;
— 3HaTh OCHOBBI O€30MacHOM paboThl ¢ MH(OPMAIMOHHBIMY CUCTEMaMH, 0a3aMH JaHHBIX;
— 3HATh METObI MOMCKA MH(OPMAIIHH.

1.2. Kputepun olleHKM NPAKTHYECKOT0 3aHATHSA

- «5» craBUTCs, ecny OOyYAIOMIMKCS: - CAMOCTOSITEIILHO BBIMOJHSAET NMPAKTHYECKUE 3alaHUs; -
MPaBUJIBHO OOOCHOBBIBAET BHIOOP M ONTHMAILHOCTh COCTaBa MCTOYHHKOB, HEOOXOAUMBIX ISl PEUICHHS
IIOCTABJIEHHBIX 3aJla4; - PpAaLHUOHAJIBHO pAaclpeaesieT BpeMs Ha BCE OTallbl pEUICHMs 3aJauu;
MpPaKTUYECKOoe 3aHsATHE OQOPMIIEHO B TETPaad B COOTBETCTBUU C YKa3aHHbIMU TpeOOBAHUSIMH; -
MOJTHOCTBIO COOJIIOJATUCH TpaBWJIa TEXHUKM OE30MacHOCTH: -MIPH 3amuTe padoThl JIEMOHCTPUPYET
HOPMAaTUBHO — IMPaBOBYIO KOMIIETEHTHOCTh, apryMEHTHPOBAHHOCTh, KYJIBTYPY AMAJIOra, OpaTOPCKOe
HCKYCCTBO.

- «4» cTaBUTCS, €Clid OOYYaIOIIUNCA: - CAMOCTOSITEILHO BBHITIOMHSET MPAKTUYECKUE 3aJaHUs; - B
OCHOBHOM IIpaBUJIbHO OOOCHOBBIBAET BHIOOP M ONTHUMAJIbHOCTh COCTaBa UCTOYHMKOB, HEOOXOIUMBIX IS
pellieHus] MOCTaBIEHHBIX 3aj[ay; - HOpMa BPEMEHHU BBHINOJIHEHA WM HE JoBbINONHeHa Ha 10-15%; -
NpaKTUYEeCKOe 3aHATHE O(GOpPMIICHO B TETpaad B COOTBETCTBHHM C YKAa3aHHBIMH TpEOOBaHHAMU; -
MOJIHOCTBIO COONIOAANNCH TMpaBUiIa TEXHUKU O€30MACHOCTU: - MpPHU 3aluTe paboThl JAEMOHCTPUPYET
HOPMAaTHUBHO — IPaBOBYIO KOMIIETEHTHOCTb, apryMEHTUPOBAHHOCTh, KYJIBTYpPY AMAJIOra, OpaTopcKoe
HCKYCCTBO.

- «3» cTraBuTCs, €ciu OOydYaloUIUMHCA: - CAaMOCTOSITENIbHO BBIMOJIHSIET MPaKTUYECKUE 3aJaHUS; -
JIONyCKaeT OMIMOKKM MpU OOOCHOBAaHUM BHIOOpAa COCTaBa MCTOYHUKOB, HEOOXOAMMBIX JJISI PELICHMS
NIOCTABJICHHBIX 33/a4; - HOpPMa BpPEMEHHM BBINIOJHEHA WM He JOBBINONHeHa Ha 15-20%; 15 -
IpaKkTUYEeCKoe 3aHsATHe O(OpPMIIEHO B TETPaJu C HE3HAUUTENbHBIMU OTKJIOHEHHSMHM OT YKa3aHHBIX
TpeOOBaHM; - MOJTHOCTHIO COOJIIOMANMCH MPaBHiia TEXHUKH O€30MacCHOCTH: - MPHU 3alluTe pabOThl HE
JIOCTaTOYHO JEMOHCTPUPYET HOPMAaTHMBHO — IIPABOBYIO KOMIIETEHTHOCTb, apryMEHTHPOBAHHOCTD,
KYJIbTYpPY JAHAJIOTa, OPATOPCKOE UCKYCCTBO.

- «2)» CTaBUTCS, €CIIM 0OyUaIOUIMHCA: - HE CAMOCTOATENBHO BBIMOJIHAET IPAKTUYECKHUE 3a1aHuUs; -
JIOTTYCKAaET CYIIECTBEHHBIEC OMMUOKHN MPU 0OOCHOBAHUM BHIOOpA COCTaBa MCTOUHMKOB, HEOOXOIUMBIX JIJIS
pellleHus] TOCTAaBIEHHBIX 3ajlay; - HOpMa BPEMEHHU BHIMIOJHEHA WM He JoBbinonHeHa Ha 20-30%; -
IpaKTHYECKOoe 3aHsATHE O(QOPMIIEHO B TETPAAM CO 3HAYUTEIbHBIMU OTKJIOHEHHMSIMH OT YKa3aHHBIX
TpeOOBaHUH; - MOJHOCTHIO COONIOAANHMCH MpPaBUIa TEXHUKH O€30MAaCHOCTH: - MPHU 3aIIUTe pabOThl HE
JEMOHCTPHUPYET HOPMAaTHUBHO — MPABOBYIO KOMIIETEHTHOCTb, apT'yMEHTUPOBAHHOCTh, KYJIbTYpYy AUANOra,
OpaTOPCKOE UCKYCCTBO.



2. Tunosble 3aJaHUA JJIA BBHIIOJTHEHUsS] IPAKTHYECKHUX PadoT 110 y4eOHOMY NpeaMeTy
«udopmaTukar».

IIpakTnyeckas padora Ne 1.

IMoaxoabl kK moHATHIO HHGOPMAaUUK U u3MepeHuto uHpopmanun. UndpopmanuoHubie
00beKTHI Pa3JIMYHbIX BU/0B.

JloKkymenm, e2o cocmaenawuue u cmpykmypa

OCHOBHBIMH THITaMH JIOKYMEHTOB, ¢ KOTOpbIMH padotaer MS WORD sBnstoTcst:

JOKYMEHT — THIl JOKyMeHTa, uMmetonuii pacmmpenue .doc (MS WORD 2003 u Gonee panHue
Bepcun) win .docx (MS WORD 2007, MS WORD 2010);

— malJoH [OKyMEHTa — Ompeneiser OOUIyl0 CTPYKTypy THIIOBOTO JOKYMEHTa M €ro
odopmienus; ¢aiin madnona nokymenta umeet pacupenue .dot (MS WORD 2003 u panee) wiu .dotX
(MS WORD 2007, MS WORD 2010);

— rtf-1oOKyMEeHT — JOKYMEHT, KOTOPBIA PaCHO3HACTCS OOJBIIMHCTBOM MPOrpaMM 0OpabOTKH
TEKCTOBBIX JOKYMEHTOB, UMEET paciuupeHue .rtf.

JlaboparopHasi paboTa BBITIOJNHSAETCS B TEKCTOBOM mporeccope MS Word 2007. ITo ymondanuto
MS Word 2007 coxpanser Qaiinibl JokyMeHTOB B opmate .docxX, KOTOPbIH He uuTaeTcst 6ojaee paHHUMU
BepCUsAMHU Tporpammbl. [103ToMy UIi COBMECTHMMOCTH JOKYMEHTa C Mpenblnymmu Bepcusimu Word
HEOOXOUMO COXpaHATh (ailm B «peXHME OTPAaHUYCHHON (PYHKIMOHAIBHOCTHY». OJTO JeNaercs C
nomonipio MeHwo «CoxpanuTh kKak» kHorku «Office» (puc. 1).

TexHonorna oGpaboTkn TekcToBoi MHdopmaupk - Microsoft Word

= 4 e Bug

j @ COKPAHUTE HOMWUK JOHYMEHTa . e o
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— Mevare 3 PDF nm XPS
:‘E‘J- 5 MyaAnEALMA EONUK 30EYMEeRTa B doprate PDF wan XPS,

Iy
’
": MNoaraTosuTe L4 ,—l Apyrmne dopratel
] OTEpBITHE JUaNorosoro okHa "CoxpaHeHue JokymeHTa” jn4a
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:‘,)H OTAPaEUTE 13

Puc. 1. Mento «Coxpanuts kak» kHonku «Officen

B kaxx1oM TOKyMEHTE MOKHO BBIJIEIUTH TPU COCTABIISAIOLIHE:

— COJIEpXaHHUE;

— CTPYKTypa (CTpYKTypHasi pa3MeTKa);

— BHEIIIHEE NPEJCTaBJICHNE (BHEIIHAS pa3METKa).

CtpykTypa JOKyMEHTa IO3BOJIIET OMNPEACIUTh COCTaBISIONIME YacTH JIOKYMEHTa U
B3aMMO33aBHCHUMOCTH MEXy HUMH. B CTpyKType TOKyMEHTAa MOXKHO BBIACIUTH CIEIYIOIINE CTPYKTYPHbIE
3JIEMEHTHI: IJ1aBbl, Haparpadbl, MyHKTHI, a03a1bl, KOMMEHTapUU U JIp.

BHemHee nmpejacTaBieHHE HCIONB3YeTCS IS JIOCTHXKEHHS HEOOXOIUMOTO  BOCIPHATHA
COJIEP’)KMMOT0 JTOKYMEHTa, Y€MY CIIOCOOCTBYET COOTBETCTBYIOLIEe OGOpMIIEHHE TEeKCTa JOKYMEHTa
(HampuMep, BUA U pasMep HpudTa, MEKCTPOUHBIM MHTEPBAI U T. .) WIH OTAEIBHBIX €r0 3JEMEHTOB
(CTPYKTYPHBIX COCTaBJISFOIIIHX ).

JlokyMeHT, mnoarotoBieHHeldi B MS WORD, MoxHO pemaktupoBath U (HOpMaTHpPOBATH.
OnepauusaM penakTUpOBaHUS U (popMaTUpPOBaHMS MPEIIIECTBYET BblIeNIeHHE 00beKTa (CUMBOJ, CJIOBO,
ab3ar1, pparMeHT JOKyMEHTa | T. 11.), C KOTOPBIM MPEACTOUT paboTaTh.



Buvioenenue gppacmenma mexkcma

Jlnist BBIIGTICHHUST MOXKHO HCITOJIb30BaTh MBIIIb, MM KIABUIIN KJIABHATYPHI, HJIH U TO, U JPYroe
OIHOBPCMCHHO. CHOCO6I>I BBIACIICHU S q)paFMeHTOB TCKCTa, OCHOBAHHBIC HAa HMCIIOJIb30BaHHMHM MBIIIIH,
NPEJICTABJICHBI B TAOJUIIE.

Boixeasiem .
. HeiictBue

blii 3J1eMeHT

JIro6oit [[lenkauTe B Hauvaje BbIACIIEMOro (parmMeHTa B TEKCTE WU, YACP)KUBAs
(dparMeHT TeKCTa  Ha)XaTOH JICBYIO KHOIIKY MBIIIH, POBEIUTE 1O TEKCTY, KOTOPBIA HY)KHO BBIJCIUTH

CrnoBo JIBaXK/1bI LLIEIKHUTE T10 CIIOBY

Crpoka [MonBeaute ykaszarenb K JIEBOMY Kpal CTPOKH TaK, YTOOBI OH NMPHHSI BH[
TeKcTa CTpEJIKH, HalpaBJICHHON BIPAaBO U BBEPX, a 3aT€M LICIIKHUTE

[Ipennoxen V nepxuBas Haxaroi kiasuiny Ctrl, meakHuTe Mo mpeyioKeHUIo
ue

Ao03arg Tprokpl METKHUTE B JIIOOOM MecTe ab3aia

Heckonbko [TonBenuTe ykazaTenb K JIEBOMY Kparo IepBOro abszana Tak, 4ToObI OH
ab3areB MIPUHSIT BUJI CTPEJIKU, HAIPABJIEHHON BIPABO M BBEPX, a 3aTeM, yJEpKUBasg HAXKATOU

JIEBYIO KHOTIKY MBIIIIY, TIPOBEANTE yKa3aTeIeM BBEPX HIIM BHU3

Bonbmoit [lenxkHuTe B Haudaje BblAenseMoro (¢parMeHTa, MPOKPYTUTE TOKYMEHT 0

¢dparMeHT Tekcta  KOHIa ()parMeHTa, a 3aTeM, yAep)KuBas HakaTod kinaBuiny Shift, meakaure B KoHIIE
(dbparmeHTa

Bech [lepemecTuTe yKaszarenab K JEBOMY Kpar TEKCTa JOKYMEHTa TaK, YTOObI OH
JIOKYMEHT MIPUHSIT BUJ CTPEIIKH, HAIIPABJIEHHOMN BIIPAaBO M BBEPX, U IICIKHUTE TPUK/IbI

Beprukanbn VY nepkuBas HakaTou KinaBuiny Alt, mpoBeauTe yKazaTeieM 1Mo TeKCTy

BIA OJIOK TEKCTA

Boiensate ¢parMeHThl TEKCTa MOXKHO TMEpeMEIIeHHeM Kypcopa KIaBHIIAMH KJIaBHATYpPbl MpU
HaxxaTou kiasuine <Shift>. [Ipu 3TOM MOXHO KCIIOIB30BATh BCE BO3MOKHBIE KOMOWHAIIUY KJIABHII JIJIsS
nepeBojia Kypcopa MO JOKyMeHTy. Hampumep, ecnu HeoOXOIWMO BBIICIHTH YacTh JOKYMEHTa OT
TEKCTOBOT'O Kypcopa J0 KOHIIa JOKYMEHTa, TO JOCTAaTOYHO Ha)XaTh KOMOWHAIIMIO KJIABHII KJIABUATYPHI
<Shift> + <Ctrl> + <End>.

Jlisg Toro 4toOBl CHATH BbLAENEHUE (parMeHTa TEKCTa, CIeAyeT OJMH pa3 UICIKHYTh JIEBOU
KHOIKOM MBIIIH B IPaBOM I10JIe JOKYMEHTA.

Brinenenue ¢pparMeHTOB TaOIUIBI PACCMOTPEHO B CIEAYIOIIEH JabopaTopHOU padoTe.

Onepayuu peoakmupoganus

Onepanum perakTHPOBAHUA — yJaJeHUE, BCTaBKa, IMEpEeMEIIEHWE U KOMUPOBAHHUE, MOUCK U
KOHTEKCTHAs 3aMeHa.

[Ipu Habope TekcTa ciaeayeT MPUACPKUBATHCS CICIYIONUX PEKOMEHTaIlHiA:

— xnaBuma <ENter> ucnonb3yeTcs, eclid HEeoOXOIMMO HadaTh HOBBIM ab3all: TmepeHoc Ha
caenyomlyto ctpoky B MS WORD BbInonHsI€TCS aBTOMaTHYECKU;

— PEeXHM BCTaBKH/3aMEHBI CHMBOJIOB, KOTOPBIN TMEpPEKIIoYaeTCs Ha KIAaBHAType KIIABHIICH
<Insert>, mo3BoisieT MO0 BCTABIATH CHMBOJBI B TOM MECTE, TJ€ YCTAaHOBJIEH Kypcop (mpu STOM
UMEIOIIUIICS TEKCT He yAAISIeTCs, a «Pa3BUTACTCS»), THO0 3aMEHATh UMEIOIIHIACS TEKCT;

— kiaBuma <BackspaCe> ynanser omuOOYHBIN 3HAK CJIEBA OT Kypcopa,

— kiaBuma <Delete> ygaisier u3 TeKcTa CHMBOJI, HAXOSIITUICS B TTIO3UIIMHA KypCopa;

— BCTaBHUTb KOJ IepeXo/ia Ha HOBYIO CTpPAaHHUIY — KJIaBHUIIIHN <Ctrl>+<Enter>;

— UHTepBaJbl MeXAy ab3amamMu mpu HEOOXOAMMOCTH JOJDKHBI 337aBaThCsl B MapaMeTpax CTHIIS
(cM. HUKE), @ He BCTABKOMU MYCTHIX CTPOK;

— obmue npaBuia Habopa TEeKCTa MIPUBE/ICHBI B daiine
Y:\eco\ecoins\Uiudpopmaruka u T B mpodeccuonanbruoit gesr-tu  \[IpaBuaa Habopa TEKCTOBBIX
JOKYMEHTOB.dOC.

[IpocMOTp [OKyMEHTa B pEXKUME OTOOpaKEHUS «HEMeyaTaeMblX 3HAKOB» (CIEICUMBOJIOB)
SIBIISIETCSI OCHOBHOM OIICHKOU MPaBUILHOCTH HAOPAHHOTO JOKYMEHTa. B 3TOM pexxnme 0ToOpaXkaroTcs Bce
CHUMBOJIbI, BBOJMMBIE C KiIaBHaTypbl. Hampumep, npobden otoOpakaeTcss HEHTPUPOBAHHOM MO BEPTUKAIIN



TOYKOM, a Haxarue KiaBumu <Enter> cumBoioMm Y. Pexxum oToOpaxkeHHs HEMeyaTaeMbIX 3HAKOB
yctanaBiauBaercs B MS Word 2007 Ha Bkiagke I'1aBHasi TICHTHI HHCTPYMEHTOB B rpymime A63ail (puc. 2).
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Puc. 2. ®parment nentsl Microsoft Word 2007

OO6nacTh, pacroioXeHHasi B BepXHEH 4acTu okHa npuiioxkeHuss MS Word, Ha3wsiBaeTcs JIeHTOM
(puc. 2). OHa COCTOUT U3 TPEX OCHOBHBIX 3JIEMEHTOB, OTMEUEHHBIX Ha pUC. 2 U(ppamu:

1) BKJIaAKM — OPEACTABISIOT COOOW ONMPEICICHHYIO 00JacTh JCATEIBHOCTH M PAaCIIOIOKCHBI
HOTIEPEK BEPXHEH YacT OTKPBITOrO JOKYMEHTA;

2) rpymma oTo0paxkaeT COBOKYITHOCTh KOMaH/]I, CBSI3aHHBIX OOIMM Ha3HAYCHHEM;

3) KkomaHjaa — JIr000i1 3JICMEHT yIpaBlieHHs, HAIPUMEDP, KHOIKA, PACKPBIBAIOIIUNCS CITUCOK WIIH
10JI€ JUIs BBO/IA JAHHBIX.

Ocnosbl popmamuposanus ¢ MS Word

Onepauun popMaTHpoBaHus — KOMaHAbl O(OpMIIEHUS JOKYMEHTA, MO3BOJISIOIIUME U3MEHHUTh
BU/] BCETO TEKCTA UJIU €ro (PparMeHTOoB.

dopmMaTHpOBaHUE MOXKHO BBIMIOJIHUTH ITOCJIE0BATEIBHO WU C IPUMEHEHUEM CTUIIEH.

[TocnenoBarenbHOE OpMaTHPOBAHKE MPEANOIATaeT MOCIEeI0BaTEIbHOE IPUMEHEHNE Pa3INUHbIX
KOMaH/[l, KOTOpbI€ B UTOT€ MPHUBOAT K HEOOXOAUMOMY pPE3yJbTaTy OQOpMIICHHS JOKYMEHTa: KOMaH[IbI
paboThI CO IPUPTOM, MEKCTPOUHBIA UHTEPBAJ, 0(OPMIICHHE CIIUCKOB U JIp.

Hcnonb3oBanue ctuieil ohopMIIeHHUs MO3BOJIUT Yepe3 MpUMEHEHHEe OHON KOMaH/bl YCTaHOBUTH
BCE HEOOXOMMbIE TapaMeTpbl 0POPMIIEHUS TEKCTA.

Mpudt

Hactpoiika ¢opmara BbIIEIEHHBIX CUMBOJIOB OCYHIECTBIseTCS Ha Bkiaake IyiaBHasi B rpymme
HpudT 1 BKIIOYAET TaKUE XapaKTEPUCTUKU:

1) wmpudT (Arial, Times New Roman, Courier u nip.);

2) HauepTaHue (OOBIYHBIN, KypCUG, MOTYKUPHBIN, HOJIYHCUPHBLIL KYPCUB);

3) pasmep (Kerab — pa3mMep MpUQTa B MMyHKTAX);

4) DoauYepKUBaHME,

5) uBer;

~ BerHI/II/I HUHICKC

6) 2bbeKThl (3adepKHyEbii, ABeHHoe=S: SHSPRHBAHH , mmkamii mexes © TEHBIO, KOHTYP,
TPUTO AT | YTORIeKBI MAJIBIE IIPOIVICHBIE, BCE HPOHI/ICHLIE)

7) wHTepBai (0OBIYHBIH, YITIOTHEHHBIH, pa3peKeHHBIN ).

8) cmemtenue (Her, BBCPX, ppypn).

Ab3an

A03am — 4YacTh TEKCTa, KOTOPBIM 3aKaHYMBAETCS CHMBOJIOM II€pEeBOJa CTPOKH (HaKaTHeM
kinasumm <Enter>).

®opwmar ab3ana (Ha Bkiaake I'maBuas u Pa3merka crpanunbl B rpymnmne Ad3ai) BKIOYAET Takue
napamMeTphl:

1) cmoco0 BeIpaBHUBAHUS: 110 JICBOMY Kpalo, [0 IPaBOMY Kparo, 10 IEHTPY, 10 HIHPHHE;

2) OTCTyI B IIEPBOH CTpOKe ad3ama (OTCTYI, BBICTYII, HET);

3) mmMpuHY M TOJOXCHHE ab3alia Ha CTPAaHHUIE, YCTAaHABIMBAEMOE OTCTylamMH ab3aima ciieBa U
CIpaBa OTHOCUTEIHHO MOJIEH CTPAaHHIIB;

4) uWHTEpBaJIbl — MEXKIYCTPOYHOEC PACCTOSIHUE M PACCTOSIHUE MEXKIY CMEXKHBIMH ab3ariaMu
(mepen u mocne ab3ara);



5) mnonoxxeHue ab3alla Ha CTPAHUIIC,

6) coucku (MapKUPOBAHHBINH, HYMEPOBAHHBINH, MHOTOYPOBHEBBIH);

7) copTupoBKa (COPTHPOBKA BBIICJICHHOTO TEKCTA UM YMCIOBBIX JaHHBIX);

8) TpaHuIa U 3aJMBKA.

Hcnonb3oBanue THHEWKH (POpMATHPOBAHUS

Jluneiika, pacroyio)KeHHass B BEPXHEW YaCTH CTPAHUIIbI, CIYXKHUT Ji1 ONEPATUBHON HACTPONKHU
N0JICH, OTCTYNOB U TaOyJSAIUH.

Jluneiika nenmutcs Ha aBe obnactu (puc. 3): cBeryas ee 4acTh (Oenas) COOTBETCTBYET OOIACTH
TEKCTa TOKYMEHTa, 3aTEHEHHasl €e 4acTh (ClieBa M CIpaBa) 0003HAYaeT MOJs CTpaHULbl. Ecnu InHeKn
HET Ha dKpaHe, To Ha Bkiajake Bua B rpymnme [Moka3zaTth nocraButh diiaxok JIuHelika.

[nagHas EcTaeka PasmeTka cTpaHuLbl Cebinkn Pacceinkmn PeueH3npoBaHne Bug &

J| 5@ Beb-gokymeHT NnHerka © 2l ogna crpanvua 5 Hosoe okHo
_|_ 3 ; Al PaHuLy; =} ===
E CrpykTtypa |:| CeTka VoL il .Q,J,Ee CTPaHHLE g ¥YnopagodynTe Bce ==
PasmeTka |Pexcum _ Macwrad 100% Mepeitr B Makpoce
crpanmuel| uterna =1 YepHosuk [ O8nacts HaBuraumm =] No wupuHe crpaHnusl | =] Pasgenuts APYrOE OKHO ™ o
& @ bEMpOCMOTPE J0KYMEHTA Mokasate Macwrad OkHO Makpoce 4
- | |3\2-|-E-l-4-|-5-|-5-|-_-‘--|-5-|-5-|-1:--|-11-|-12-|-1E-|-14-|-1E-|-15[)\-j
% S
1 5

CoBops 06 mHpopMammonHoii cucteme (MC), 06BIYHO yKa3BIBAKOT, 9TO OHA
COCTONT 13 MHOKECTBA MOACHUCTEM. [IpM 5TOM BBIAEISIOT GYHKIMOHATHHYIO U

00eCednBarOIIyI0 JacTH.
Puc. 3. PazmenieHne MapkepoB OTCTYIIOB Ha JIMHEHKE

Ha nuHelike HaXOIUTCSI HECKOJIBKO BHJIOB MapKEPOB OTCTYIIOB, KOTOPHIE ITYyTEM NEPEeTaCKUBAHHUS
3ajat0T TpedyeMoe MmoioKeHne ab3aieB B TeKcTe (puc. 3).

Mapkep neBoro orcryna (B Buje kBaapaTtuka) (1, puc. 3) onpeaenser pacCTOssHUE OT Kpasi TEKCTa
ab63arma 0 jeBoro mojis. Mapkep mpaBoro otctyna (4, puc. 3) 3aaeT pacCTOsIHIE OT BCEro TeKcTa ad3ara
710 TIPaBOTO TIOJIS.

Mapkep otcTyma mepBoil cTpoku (3, puc. 3) ompenenser OTCTYN TOIBKO IJs MEPBOM CTPOKH
(xpacHas crpoka). Ecnu mist ab3ania onpesesnieH OTCTyI MEPBOM CTPOKHU, MapKep OTCTyIa MEPBON CTPOKH
OyJIeT mepeMemarbcs BMECTE C MapKEpOM JIEBOT'O OTCTYIA, & OTCTYI MEPBOI CTPOKU OYIEeT OCTaBaThCs
HEM3MEHHBIM OTHOCHTEJIBHO TEKCTa ad3ara.

Mapxkep BbICTyIa (B BUJE TPEYroiibHUKA) (2, puc. 3) ompeneseT Hayauno KaxAoro ab3aia jeBee
OTHOCHTEIIEHO OCHOBHOTO TEeKCTa ab3ama. [yt 9TOro Haxo MepeMecTUTh ATOT MapKep IMpaBee MapKepa
OTCTYyIIa NEePBOM CTPOKH ab3aria.

OTOT BUJ POpMATUPOBAHUS MOKHO BBITIOJHUTH U C TTOMOIIBIO MapKepa OTCTYIa MePBON CTPOKH.
Jlns sToro yka3zaHHBIM Mapkep TpeOyeTcs MepeMecTHTh JieBee Mapkepa JieBoro orcryma. OmHako
HEO0OXO0IUMO MTOHUMATh PA3THINE MEXK]TY BBICTYIIOM H JIEBBIM OTCTYIIOM.

Cpasnume. llpu mnepemelnieHUHd Mapkepa JEBOTO OTCTynma o00a Mapkepa B 3TOM Cclydae
MepeMeNnIaroTCs BMECTE, 3a CYET Yero BBIACPKHUBACTCS pa3HUIlA MEXIY OTCTYIIOM IEPBOW CTPOKH H
OTCTYIIOM OCTaJbHBIX CTPOK aO3ama. [Ipw mepememnieHMM Mapkepa BBICTyIa MapKep OTCTyIa IMepBOi
CTPOKH OCTaeTCsl HEMOJBIDKHBIM, BCJICJCTBHE YEro pa3HUIA MEXKIY OTCTYIIOM IIE€PBOM CTPOKH U
OTCTYIIOM OCTaJbHOTO TEKCTa ab3ara U3MEHSIETCS.

[Ipy co3maHWM BBICTYNIAa PEKOMEHJYETCS WCIOIh30BaTh MapKep BBICTYNA, TaK Kak TpH
COBMEIIIEHUH PacCMaTPUBAEMbBIX MAPKEPOB yAaJsieM OTCTYI/BBICTYI MIEPBOI CTPOKH.

OcHOBHOE Ha3HAYeHHE TaOyJSIMU CBSA3aHO C BBIPABHUBAHHWEM TEKCTa IO TOPU3OHTAIH C
OTpe/IeNIeHHBIM IIIaroM WU mo3ulivedl. B QyHKIMOHANTBHBIE BO3MOXXHOCTH JIMHEHKH KaK MHCTPyMEHTa
(bopMaTUPOBAHUS BXOTUT YIIPABICHUE TIO3UIIHSIMHA TAOYITSIIHH.

[Tpu ucnonp3zoBanuM KinaBuiu <Ilab>, Kypcop mepeMemniaercs B ONpeAeTeHHYI0 MO3UIHI0 (TI0
YMOJYaHUIO 3TO paccTosHue KpaTHoe 1,25 cm). Ha nuueiike mo3unmu Ttalymsuuu (5, puc. 3) 1o
YMOJYaHUIO OTMEUEHBI CePhIMU 3aC€UKaMU (HIKE €€ CBETIION 00JIacTH).

PexxuMbl TaOyasIMKM 3aal0TCSA KHOIMKOW B JIEBOM YIJIy CTPOKH BepxHeH nuHeHku (6, puc. 3).
Bcero pexxuMoB TaOyIIsIIIAY MSTh:

1) BbIpaBHHBAHHUE I10 JIEBOMY Kparo;

2) BbIpaBHUBAHHE IO LECHTPY;

3) BBIpaBHUBAHUE IO MTPABOMY Kparo;



4) BbIpaBHUBAHHUE I10 JECATUYHON TOUKE;

5) BepTHKagbHas YepTa.

C momouipio yKa3aHHOH KHOIKHU BBIOMPAIOT THI HEOOXOIUMOHN TaOyNSALUHU, IPU 3TOM CIIOCOOBI
BbIpaBHMBaHUs OyayT LMKINYECKH MeHAThes. Ilocie BbiOOpa pexuma TaOyssuu MPOU3BOIAT LIETYOK
JIEBOM KHONKOM MBIIIM B HYXHOM MECTE€ BEPXHEM JMHEWKH. ABTOMATUYECKU INPOU3OMIET yCTAaHOBKA
HOBOM MO3MLUM Taly/lsIIMKM C YyJaJeHHUEM BCEX paHee YCTAHOBJIEHHBIX IO3ULUHM TaOYJsSILUU IO
YMOJIYaHHUIO.

OCHOBHOM HEJOCTATOK MCIIOJIb30BAaHUS JIMHEMKH (OPMATUPOBAHMS 3aKJIOyaeTcs B ee
HEBO3MO)XHOCTH MPOU3BECTH HACTPONKY MO3UIMHA TaOYNIALMUU C TAaKOW TOYHOCTBIO, C KAKOH MO3BOJISIOT
9TO CEJIaTh IOJIS AUATIOTOBOrO OKHA Ad3all.

Ommena u 6036pam oeiicmeuil

OTMeHa IeUCTBUI

[Tpu pabore B Word cymiecTByeT BO3MOXHOCTh OTMEHBI IeHCTBUH, BHIIOJIHEHHBIX C JJOKYMEHTOM.

JUIs OTMEHBI IOCIEAHETO BBIIOJIHEHHOTO AECUCTBHA HaXMHUTe KHONKY OtmenuTh B Ilanesn
OBICTPOrO J0CTYNA.

MO3KHO OTMEHUTH Cpa3y HECKOJIBKO IOCIEIHUX JECHCTBUM:

—  ILEJIKHUTE MO CTpeaKe KHONKU OTMEeHUTH;

— BbIOepUTE AelCTBHE, HAUMHASI C KOTOPOTO CJIEyeT OTMEHUTh BCE JIEUCTBUS, PACIOI0KEHHbBIE
BBIILIE B CITHCKE.

Bo3sBpar neiicTBuii

OTmeHeHHblEe JEHCTBUS MOXKHO BEpHYTh. [l BO3Bpara IOCIEIHEr0 OTMEHEHHOI'O JEWCTBUS
HaxMuTe KHONKY BepHyrs B Ilanenm ObicTporo aocryma. Jlyis Bo3BpaTa HECKOJBKHUX JCHCTBUMN
HECKOJIBKO pa3 HaKMUTE KHONKY BepHyThb. Eciiu Bce 0OTMEHEHHbIE 1eicTBUSI ObUIM BO3BPALIEHBI, KHOIIKA
Bepuyrsb 3amensemcs na kHonky IIOBTOPUTS.

Paboma c kononmumynamu

O kojoHTHUTYNaX

Kononmumynamu na3piBatoT 00J1acTH, PaclojOKEHHbIE B BEPXHEM, HIDKHEM U OOKOBBIX IMOJIAX
Ka)KIOW U3 CTPAHUILL JOKYMEHTA.

KonoHTuTynsl MOryr cojaepkaTtb TEKCT, TaOnuibl, Tpaduyeckue syeMeHThl. Hampumep, B
KOJIOHTUTYJIBI MOJKHO BKJIIOYaThb HOMeEpa CTpaHMI, BpeMs, JarTy, 5MOJeMy KOMIaHUM, Ha3BaHUE
JIOKyMEHTA, UM (aiiya u T.J1.

B noxymeHnTe Bce CTpaHUIbl MOTYT UMETh OJIMHAKOBBIE KOJIOHTUTYJIbI, Pa3HbIE KOJOHTUTYJIBI IS
YETHBIX U HEUETHBIX CTPAHUI], & TaKXKe KOJOHTUTYJ] IEPBOM CTPAHUIIBI MOXKET OTINYAThCS OT BCEX
ocrainbHbIX. Kpome Toro, s KaxIoro paszena JOKyMEHTa MOYKHO CO3JaBaThb HE3aBUCHUMbIE
KOJIOHTUTYJIBI.

KonoHTUTYABI MOXHO 3a7aBaTb CaMOCTOSITEIBHO WM  BOCIOJNB30BAaTbCsl  KOJUIEKLIHUEH
CTaH/IapTHBIX OJIOKOB KOJIOHTHUTYJIOB.

Kononturynsl nokasans! B okHe Word ToJIbKO B pexxuMe oToOpakeHus: Pa3meTka cTpaHunbl U B
pekuMe NpeaBapUuTeIbHOr0 MPOCMOTPA.

Henb3st onHOBpeMeHHO paboTaTh C OCHOBHOW YaCThIO JOKYMEHTA U €r0 KOJOHTHTYJIAMH.

Jlyig mepexo/ia K CO3/1aHUI0 W/WIIH PEJaKTUPOBAHUIO KOJIOHTUTYJIOB JIBaXK/IbI IIEIKHUTE MBIIIBIO B
BEPXHEM WM HIKHEM I0JIe CTpaHulpl. [Ipn 3TOM aBTOMaTHMYECKM OTKpPOETCS CHElUalbHAs BKIIAAKa
Word 2007 (2010) — Padora ¢ kosonTutTyaamu/Koncrpykrop (puc).

JUia mepexoja MeXAy BEPXHHM M HW)KHUM KOJIOHTUTYJIAMH, a TaK)K€ MEXIY KOJOHTUTYJIaMHU
pPa3HBIX pa3lesioB MOKHO HCNONb30BaThb KHonku cpynnet lIlepexoabl exnaoku PaGora ¢
KOJOHTUTYJIaMH/KOHCTPYKTOP (CM. pUC. ) WK IPOCTO MPOKPYIUBATH JOKYMEHT.

Bricota konoHTUTynOB omnpenenserca cuemuuxamu epynnol Ilonoxenue sxiaoku PaGora ¢
KoJoHTHTYJIaMu/KoHeTpykTOp (CM. puc. ). B cueTumkax yCTaHaBIMBAETCS pAcCTOSHUE OT Kpas
CTpaHULbl A0 KOJOHTUTYJA. Hampumep, ecinu pa3mep BepXHEro MoJis CTPAHUIbl YCTAHOBIEH 2 CM, a B
CUYETUYMKE YCTAHOBJIEHO paccTossHue 1,25 cM, TO BbicoTa KoJIoHTUTYna— 0,75 cM.

Ecnu conepxuMoe KOJOHTUTYJIA MPEBBIIIAET YCTAHOBIEHHYIO JUISl HErO BBICOTY, pa3Mep IOJIsl He
YBEIUYMBACTCSI, HO TEKCT Ha CTPAHUIIE CMEINAeTCs BHU3 (IIpU paboOTe ¢ BEPXHUM KOJOHTHUTYJIOM) WIIH
BBEpX (Mpu paboTe ¢ HIKHUM KOJIOHTHTYJIOM).

Jnst 3aBepiieHUs] pabOThl C KOJOHTUTYJAaMH M BO3BpAIICHUS K OCHOBHOM YacTH JIOKyMEHTa
Ha)KMUTE KHOIIKY 3aKpbITh OKHO KOJIOHTUTYJIOB (CM. pUC. ) WM KiaBury <Esc>.
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CoznaHue KOJOHTUTYJIOB

BcraBka cTaHIapTHOTO KOJIOHTUTYJIA

1. Bo Bkinagke BeraBka B rpynne KoJIOHTHTYJIBI HIETKHUTE 110 KHONIKE BepXHMIT KOJIOHTHTY.JI
wiv HUoKHUH KOJTOHTHUTYJI U B ITOSIBUBIIEMCS CIIMCKE BBIOEPUTE OJIMH U3 MpearaeMbIX KOJIOHTUTYJIOB.

2. B konoHTHTYNE BMECTO MOACKA30K BBEIUTE HEOOXOAUMBIN TEKCT; OH HE 0053aTEIBbHO JTOJKEH
COOTBETCTBOBATh COZIEPIKAHUIO MOJCKa3Kku. Kpome TekcTa MOYKHO BCTaBJIATh TaOJIMIBI U rpaduyeckue
OOBEKTBI.

3. Ilpu Heo6xomuMocTu U3MEHNUTE 0(OPMIIEHUE KOJIOHTHUTYJIA.

4. BeliiauTe U3 pexxuma paboThl C KOJIOHTUTYJIaMH.

Cozanue Npou3BOJILHOTO KOJIOHTUTYJIA

1. /IBaxpl IMIEIKHUTE MBIIIBIO IO BEPXHEMY WUJIM HUKHEMY I1OJIIO CTPAHUIIbl, B 3aBUCUMOCTH OT
CO3aBacMOI0 KOJIOHTHUTYIA.

2. B mone xonoHTHTyna BBeAMTE HEOOXOAMMYIO MH(pOpMaIuio (TeKCT, TaOnuIbl, rpadpudeckue
00BEKTHI U T.11.). [Ipy HE0OX0AUMOCTH YCTAaHOBUTE O(POPMIICHUE KOJIOHTUTYIIA.

3. Ilpu HeoOXomumMocTH meperauTe K HIDKHEMY KOJIOHTUTYIY WM KOJOHTHUTYIIaM JPYTHX
pa3zeiios.

4. llpu »xenaHWu BOCHOJb3YHTECh CTAaHAAPTHBIMU KOJOHTUTYJIamMu. [[i1s 3toro B rpymme
Kosnonturynsl Bxnagku Padora ¢ xononTuTy1amu/KOHCTPYKTOpP LICIKHWTE IO KHONKEe Bepxumid
KOJOHTUTYJ Ui HuKHMI KOJOHTHTYJ U B MOSBUBIIEMCS CIIMCKE BHIOEPUTE OJMH U3 IMpEAJaraeMblx
KOJIOHTUTYJOB. ClieyeT UMeTh BBUJLY, UTO IPU BBIOOPE CTAHAAPTHOTO KOJIOHTUTY A OYAET YAaJeHO Bce
paHee BBEICHHOE COJIEPIKUMOE.

5. BeriinuTe U3 pesxxuma paboThl ¢ KOJIOHTUTYJIaMH.

CaMOCTOSATEIbHO CO3/IaHHBIM KOJOHTUTYJ MOXKHO COXPAHHUTh KaK CTAaHAAPTHBINA IKCIPECC-0JIOK B
KOJUIEKLIMIO CTaHJAPTHBIX KOJIOHTUTYJIOB JJIs JaJIbHEUIIET0 UCIIOIb30BaHUS:

1. B pexwume paboThl C KOJIOHTUTYJIAMU BBIICTUTE COACPKUMOE KOJIOHTHUTYIA.

2. B rpymmne Kosonturyasl Bkiiagku Padora ¢ ko1oHTHTY1aMu/KOHCTPYKTOP HICTKHHUTE TIO
kHonke Bepxuuii koJoHTHTYJ Wi HMKHUI KOJOHTHTYJ W B TOSBUBIIEMCS CIHCKE BBIOEpUTE
koMaH1y COXpaHUTDb BbleJEHHbII KOJOHTUTYJ B KOJUIEKI[HIO BEPXHUX (HUKHUX) KOJIOHTHTYJIOB.

3. B mmanoroBom okne Co3aaHHe HOBOr0 CTAHJAAPTHOro 0JI0KAa BBEIUTE Ha3BaHUE (HMMsl)
coxpansiemoro 6oka u Haxxmute OK.

Co3nanue pa3HbIX KOJIOHTUTYIIOB JUIsl IEPBOM, YETHBIX U HEYETHBIX CTPAHHII

1. [lepeliguTe B pexuM 0TOOpakeHUsI KOJTOHTUTYJIOB.

2. Bo Bknanke Padora ¢ kononruryinamu/Koncerpykrop B rpynmne Ilapamerpsl ycTranoBuTe
cootBeTcTBYroMIHE (haakku (puc. 13.16).

W d9-0s

Puc. 13.16. Coznanue pa3nuyHbIX KOJOHTUTYJIOB

3. [TocnenoBarenbHO CO3/MaTE BCE HEOOXOIMMBIC KOJIOHTHTYIIHI.

4. Beritnute u3 pexxuma paboThl ¢ KOJIOHTUTYJIAMH.

N3meHeHne KOJOHTUTYII0B

Jlis M3MEHEHHUsl KOJIOHTUTYNA MEepeiauTe B pPeXUM OTOOpa)keHHsI KOJOHTHTYJIOB U J00aBbTE
W/WJIM TEKCT U IPYTUe 3JIEMEHTHI KOJIOHTUTYINA. [Ipr HeobxonuMocT n3MeHuTe opopMIIeHHUE.

VY naneHue KOJIOHTUTYJIOB

HezaBucumo ot croco0a co3nanus, JUIsl MOJIHOTO YAalleHUsl KOJIOHTUTYIIa BO 6k1aoke BeraBka B
epynne KoJIOHTHTYJIbI LIETKHUTE N0 kKHonke BepXHUH KOJOHTHUTY.I U B MOSBUBIIEMCS MEHIO BbIOEpUTE
KomManOy Y JaJUTh BePXHUI KOJTOHTHTYJ. AHAIOTUYHO MOXKHO YIAQJIUTh HUOKHUNA KOJTOHTUTY.

Konontutyssl OyayT ynajaeHbl BO BCEM JOKYMEHTE.

Hymepayus cmpanuy

BcraBka HOMEpOB CTpaHHIL

HyMmepanuio cTpaHHUI] MOXXHO NMPOU3BOAUTH IPHU JIIOOOM pPEXHME OTOOpaKE€HHs TOKYMEHTa, HO
ynoOHee 3TO AenaTh B pedxcume PazmMeTka cTpaHUIIBI.
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1. Bo Bknanke BeraBka B rpynne KononTuryisl nienkaure no kHonke Homep crpanunsl,
B IOSIBUBILIEMCS CIIMCKE BBIOEpUTE OAMH U3 CIIOCOOOB pacrosiokeHus Hymepauuu (BBepxy cTpaHuubl,
Buusy crpannus! i Ha mosisix crpaHunsl ), a 3aTeM OJMH U3 BApUAHTOB HyMEpaluy.

2. [Tocne BcTaBKM HOMEpa JTOKYMEHT aBTOMAaTHUYECKU OYyAET MepeBelieH B PeXHUM paboThl ¢
KOJIOHTUTYJIAMH.

B 3aBucuMocTH OT BBHIOPAaHHOrO BapuaHTa HyMepalld HOMEpP CTPAHUIbI MOXET ObITh BCTaBJIECH
KaK 00BIYHOE TIOJIE WJIM B CHICIIHATILHOM IpaguuaeckoM 00BEKTE — HAIHCH.

Takoit cnoco®0 BCTaBKM HOMEpPOB CTPAHML[ ABTOMAaTHYECKH yJalseT CyLIECTBYIOIIHE
COOTBETCTBYIOIIIME KOJIOHTUTYJIBI, T.€. IIPU BCTABKE HOMEpPA BBEPXY CTPAHULBI YIAISAETCS BEPXHUM
KOJIOHTHUTYJ1, & IIPU BCTAaBKE HOMEPA BHU3Y CTPAaHULbI — HYOKHUN. [Ipy 3TOM ynansioTcs Kak cTaHIapTHEIE,
TaK U M0JIb30BATEIbCKUE KOJIOHTUTYJIBI.

JUIa COXpaHEeHHs CYLIECTBYIOIINX KOJOHTUTYJIOB HOMEpA CTPAHHULL CIELYET BCTABIIATh B pedicume
PadoThI ¢ KOJIOHTUTYJIAMM:

1. VYcraHoBuTe Kypcop B TO MECTO KOJIOHTUTYIIA, TJi€ JOJDKEH HAXOIUThCS HOMEP CTPAaHUIIbI.

2. B rpymnne Koaonturyisl Bkiagku Padora ¢ kogoHTHTY 1aMi/KOHCTPYKTOP LIETKHUTE O
kHonke Homep cTpaHmubl, B MOsBUBIIEMCS CIIMCKe BblOepuTe kKomaHy Tekylee 1moso:keHue, a 3aTeM
OJIVH U3 BApUAHTOB HyMEPALIUH.

3. BeriinuTe U3 pexxuma paboThl ¢ KOJIOHTUTYJIaAMH.

Ecnu npu paboTe ¢ KOJOHTUTY/IaMU ObLIIM YCTAHOBJIEHbI PA3JIMYHbIE KOJOHTHUTYJIBI JJIS1 YETHBIX U
HEYETHBIX CTPaHHUL, HOMEpa CTpaHMI] HaJ0 BCTABJATH (a TAaKKE€ H3MEHATh U YIAISAThb — CM. Jajiee)
OTJEJIBHO IS YETHBIX U HEYETHBIX CTpaHuLl. Hymeparus npu 3ToM OCTaHETCs! HEIPEPBhIBHOM.

N3menenue Hymepanuu

W3meHeHue criocoba HymMepaluy U HadajlbHbI HOMEp

1. Bo Bknanke BeraBka B rpymnne KosoHTuTy b1 HienKHUTE 110 KHONIKE Homep cTpaHunbl 1 B
HOSIBUBLIEMCS CIHMCKe BbIOEpHUTE KOMaHy PopMaT HOMEpPOB CTPAHULL.

2. B pmanoroBom oxne M@opMaT HOMepa CTPaHHMIl B pacKpbIBaromemcs crucke dopmar
HOMepa BbIOEpHUTE CIOCO0 HyMepalliu CTPaHMIL, @ B CUETYNKE HAYaTh € — YCTAHOBUTE HOMEP, HAUMHAas C
KOTOPOTO CJIeAYeT HyMEpOBaTh CTPAHUIIBL.

N3menenue opopmieHus

1. [Ilepeiinure B pesxuM pabOThI C KOJOHTUTYJIAMHU.

2. Beizenure HOMep CTpaHMIIBI.

3. MHcnonp3ys MUHU-TIaHENb MHCTPYMEHTOB WIIM BO3MOXHOCTH BKJIaaKku IJiaBHasi, U3MEHUTE
odopmIIeHHE HOMEpa.

N3MeHeHHyI0 HyMepalui0 MOXXKHO COXpPAaHUTh KaK CTaHJApTHBIM OJIOK B KOJUIEKI[MIO HOMEPOB
CTpaHULl AJIs1 JAJIbHEHIIETO NCIIO0JIb30BAHNS:

1. B pexwume paboThl C KOJIOHTUTYJIAMU BBIACITUTE HOMEP CTPAHMIIBI.

2. B rpynne Koaonturyisl Bkiagku Padora ¢ kosonTHTYy 1aMi/KOHCTPYKTOP LIETKHUTE MO
kHonke Homep cTpaHuubl, B TMOSBUBIIEMCS CIHCKE BBIOEPUTE OJAMH U3 CHOCOOOB PAaCHOJIOKEHUS
HyMmepanuu ( Beepxy crpanunsi, Bun3y crpanunsi, Ha nouasix crpanunsl win Tekyimee mosokenue
), a 3aTeM BeIOepuTe KoMaHAy CoXpaHMTh BbleJeHHbIi (JparMeHT KaK HOMep CTPAHMLBI.

3. B mmanoroBom okne Co3naHHe HOBOIO CTAHIAPTHOro 0JI0KAa BBEAMTE Ha3BaHHE (UMs)
coxpansiemoro 6oka u Haxmute OK.

VY nanenue HyMepauuu

HezaBucumo or cnoco®a BCTaBKM HOMEPOB CTpPaHUI, JUISl YAAJEHUS BCEX HOMEPOB BO BKIAOKE
BceraBka B epynne KoJIOHTHTYJIBI IIETKHUTE 1O kHonke HoMep cTpaHMIBI U B NOSIBUBIIEMCS MEHIO
BBIOCpUTE KoMaHOY Y 1AJUTh HOMEpPa CTPAHUII.

Yaanuth HOMepa CTpaHUI] MOXHO TakXe B peXUME padOThl C KOJOHTUTydIaMu. Jyis 3Toro
BBIJIEJIUTE HOMEP CTPAHMIBI WM PAMKYy HAJIMCH, B KOTOPOM OH pacloiOXeH, U HaXMHUTE KJIaBHILY
<Delete>.

Ilpocmomp ooxymenma

Bri10op pexnmMa mpocMoTpa T0KyMeHTa

BriOpaths pexuM mpocMoTpa JOKyMEHTa MOXKHO Tpu padore B o000 Bkiagke Word. Spibiku
PEKUMOB MPOCMOTPA JOKYMEHTA OOBIYHO PACIIOIOKEHBI B MPABOM YaCTU CTPOKH COCTOSIHHS (HMDKHSS
IpaHHIla OKHA NpuiIokeHus). Ecnu Apiblku He OTOOpaXkaroTCsl, IENKHUTE MPaBOHl KHONKON MBIIIH B



TH000M MeCTe CTPOKH COCTOSHHUS U B TMOSIBUBIIEMCS] KOHTEKCTHOM MEHIO BBIOEpUTE KOMaHAy SIpJibIkH
PeKHUMOB MPOCMOTPA.

[epexmtodyaTbcss MEXAY peXMMaMHU MPOCMOTpa JOKYMEHTa MOXHO BO 6k1adke Bug — epynna
Pe:xuMbl IpocMOTpa JOKYMeHTa — KHOIIKU BbIOOPAa OCHOBHBIX PEKHUMOB.

Pexumbl mpocMoTpa 10KyMEHTa

Pa3merka crpaHunbl. B 3TOM pexnMe MNOJOXKEHHE TEKCTa, TaONuI], PUCYHKOB U APYrHX
3JIEMEHTOB OTOOpaXkaeTcsl Tak, Kak OHM OyAyT pa3Mellarbcsl Ha MedaTHOM cTpaHune. Pexum pasmerku
y100HO KCHOJB30BAaTh W MPU CO3JAHUM JOKYMEHTA, M Ul OKOHYATEIbHOTO O(GOpMIICHHS IOKYMEHTA.
OTOT peXUM yCTaHaBIMBAETCs Mo ymoiadanuto B Word.

YepHoOBUK yI00CH IJs1 BBOJA, PEOAKTHPOBaHMA M O(OPMIICHHS TEKCTa. B 3TOM pexume
dbopMaTupoBaHuEe TEKCTa OTOOPa)KAETCs MOTHOCTHIO, @ pa3MeTKa CTPAHUIIBI — B YIPOILIEHHOM BHJIE, YTO
YCKOpSIET BBOJ M PEJAKTUPOBAHHE TEKCTa. |'paHUIBI CTPaHUI, KOJOHTUTYNBI, CHOCKH, ()OH, a TaKxKe
rpaduueckue OOBEKTHI, AJII KOTOPBIX HE YCTaHOBJIEHO oOTekaHue B Tekcre, B 3TOM peXuMe He
[IOKa3bIBAOTCSI.

Be0-n1oxkymMeHT oOecnieunBaeT NpeCTaBICHNE TOKYMEHTa B TOM BUJE, KOTOPBIM OH OyJIeT UMEeTh
npu npocMoTpe B Web-o0o3peBatene, a Takke JUII OTOOpPaKEHUS DJICKTPOHHBIX JIOKYMEHTOB,
npelHa3HaYeHHBIX TOJBKO JUIsI MPOCMOTpa Ha 3KpaHe. B »ToM pexume otoOpaxaercs (OH, TEKCT
NIEPEHOCUTCSI IO TPAHUIIE OKHA, & PUCYHKH 3aHUMAIOT T€ )K€ MO3UIIH, YTO U B OKHEe Web-0003peBarets.

Pexxkum urenus (puc. 3.6) npeaHasHavYeH sl YTEHUS TOKYMEHTA Ha KpaHe KOMIboTepa. B aTom
pEeXHUME MOYKHO TaKk)Ke 0TOOpa)kaTh JOKYMEHT B TOM BHUJE, B KAKOM OH Oy/ET BBIBEICH Ha Me4aTh. 3/1eCh
MOKHO M PEIaKTUPOBATh TEKCT, JeNlaTh MOMETKH, 100aBIATh MpUMeUaHus, padoTaTh B peKUME 3aMUCU
VCIIPABJICHUM.

JlJis HACTPOMKHU MapamMeTpoB PEeKHMMa UTEHUS IIEIKHUTE Mo kHonke IlapamMeTpsl mpocMoTpa B
BEPXHEM IIPABOM YTIIy 3KpaHa U BbIOEPUTE COOTBETCTBYIOIIYIO KOMaHIy MEHIO.

MOXHO YBETMYUTh WM YMEHBIIMTH pa3Mep wmpudra. IDTOT pa3Mep OTOOpa)kaercs TOIBKO B
pPEeXKUME YTCHHS U HE BJICUET U3MEHEHHH (PaKTHIECKOTo pa3mepa.

MosxHO 0TOOpakaTh OJIHY UITU JIBE CTPAHUIIBI B OKHE.

Pestcum npedsapumenvnozo npocmompa, T.€. B TOM BUJIE, B KAKOM OH OYyJET BbIBEJICH Ha I€YaTh,
BbiOepuTe komaHnay Iloka3zaTh medyaTHyw crpaHuny. MOXXHO YIOpaBiIsSTh OTOOpaKEHHEM MoJel
crpanuilel. s atoro menkaute no komanzae Ilapamerpbl mosiei U BbIOEpUTE COOTBETCTBYIOIUIYIO
KOMaHAy B IOJYMHEHHOM MEHIO. B 0OBIYHOM pekrMe UTeHHUs JaHHasi KOMaHJa HeJOCTyITHA.

Pexxum oroOpakeHMs] meuyaTHOW cTpaHMIbl 3anmomuHaerca. Ilpu mocnenyromem mnepexone K
pPEXUMY YTeHHs OyJeT aBTOMaTHYECKH YCTaHOBJIEH UMEHHO Takoi pexkuM. [[ist oTkaza OT 0TOOpaKeHHUs
MeYaTHOM CTPaHUIBI B PEXHME UYTEHHUs MIENKHUTE 1Mo KHornke [lapameTpsl mpocMoTpa B BepXHeM
NMpaBoM yr1y 3kpana u BeiOepute komanay [loka3zaTs neyaTHyio cTpanuny eie pas.

Peoaxmuposanue ookymenma 6 peixcume umenusa — BblOepuTe KomaHnay PaspemmTts BBOA.
Pexxum penakTUpOBaHMS PacCHpOCTPAHSIETCS HAa BCE JOKYMEHTBI, ISl KOTOPBIX YCTAHABIMBAETCS PEXKUM
YTEHMS], a TAK)KE 3aTIOMUHAETCS] U aBTOMATUYECKU YCTAHABIMBAETCS IPU MIOBTOPHOM NEPEXOJIE K PEKUMY
YTEHUSI.

HekoTopsie nonoaHUTENbHBIE TapaMeTPhl PEKUMa YTEHHSI MOKHO MCIOJIb30BaTh, €CIIN MIETKHYTh
1o kHonke CepBHUC B BEpXHEM ITPaBOM YIIIy SKpaHa

JIst BBIXOZIa U3 peKUMa YTEHUS HAKMUTE KHOMKY 3aKPbITh B NMPABOM BEPXHEM YTy OKHA WU
Kiapuiry <Esc>.

Crpykrypa fokymeHTa. B 3TOM pexume MOXKHO CBEpHYTh JOKYMEHT, OCTaBUB TOJIHKO OCHOBHbBIE
3aroJIOBKH, WJIM Pa3BEpHYTh €ro, OTOOpa3MB BCE 3arojOBKM M OCHOBHOM TEKCT, MOXKHO IepeMeniarb u
KOIUPOBAaTh TEKCT, MepeTackuBas 3arojoBku. Kpome Toro, B pexxume CTpPYyKTYpbl y100HO paboTaTh C
TJIABHBIMU JOKYMEHTaMH, BKIIOYAIOIIMMH HECKOJBKO YacTed. OHAKO B 3TOM PEKHUME HE OTOOpaKaroTCs
TPaHULbl CTPAHMIL, KOJOHTUTYJIbI, PUCYHKH, (JOH U MHOTHUE JAPYTUE 3JIEMEHTHI 0POpMIICHUS JOKyMeHTa. B
pexxume CTPYKTYpbI JOKYMEHTA TOSBIsCTCS HOBas BKiagka — CTpPyKTypa, yrpomiaromas padoTy ¢
3aroJIoBKaMu, TJIaBHBIM U BJIO’KEHHBIMU JJOKYMEHTaMHU.

Paboma c obracmoio nasuzayuu

OtobpaxkeHne 06J1aCTH HABUTAITUN

Ob6nactes nHauranuu B Word 2007 mo3BomsieT oToOpakaTh 3arojIOBKH JOKYMEHTa (CXeMy
JIOKYMEHTA), 3CKU3bI CTPAHULL, a TAK)KE IPOU3BOJUTH MOUCK B JJOKYMEHTE.

Hnst oroOpakenust O0gacTH HaBHrauMm ycTaHoBuTe (uaxkok Cxema JOKYMEHTa B cpynne
IMoka3aTh WM CKPBITH 8K1a0KU Bus.
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Hnst ckpeitus O0J1acTH HABUTALMM CHUMHTE COOTBETCTBYIONIMHA (axok B epynne Ilokazath
exnaoxku Bua nmm Haxxmute kHonky 3akpbITh B Q0J1aCTH HABUTALIMH.

Pabota co cxemoil TokymMeHTa

Jli1s mpocMOTpa 3arojIoBKOB MEPEHUTe B COOTBETCTBYIOLIYIO 6K1a0Ky O0JIACTH HABUT AU H.

Cxema nmokymeHTa B 00JlacTH HaBHUTAIMKM (HOPMHUPYETCS B TOM CiIy4ae, €clid NMpu OPOpMIICHUU
3aroJI0BKOB HCIIOJIB30BAINCh CTHIN THIIA 3aroaoBoK 1, 3arooBok 2 u T.1. uin ab3araM ObLI Ha3HA4YeH
COOTBETCTBYIOIIMI ypoBeHb. Cxema JOKyMEHTa IO3BOJISET MPOCMATPUBATh 3aroJIOBKH JOKyMEHTa M
OBICTPO TEPEXOUTH OT OJJHOTO 3ar0JIOBKA K IPYTOMY.

Jlnst ynoOCTBa rpaHUIly MEXIY CXEMOW M JOKYMEHTOM MOJKHO IepeMeliaTh BJIEBO HIIM BIIPaBO.
UTo0BI MepelTH K HY)KHOMY 3aroJIOBKY JOKYMEHTA, MISIIKHUTE TI0 3TOMY 3aroJIOBKY B CXeMe JIOKYMEHTA.
Kypcop Oyaer mepeBeneH K BbIOpAaHHOMY 3aroJIoBKy, a caM 3arojoBOK OyzeT oToOpa)keH B BepxHEH
YaCTH OKHA.

Pabota c 3cku3zamu cTpaHuil

DCKU3bI MO3BOJSIOT MPOCMATPUBATh OOLIMI BUJ CTPAHMIl TOKYMEHTa M OBICTPO MEPEXOIUTH OT
ONIHOH cTpaHullbl K Jpyroil. Jlis oToOpa)xeHHs] ICKHU30B MEPEUTUTE B COOTBETCTBYIOUIYIO BKIAOKY
Ob6sacTn HaBuranum. /[ ynoOcTBa IpaHUIly MEXAY ICKU3aMHM U JJOKYMEHTOM MOXHO IE€peMeIlaTh
BJICBO WJIM BIpaBo. UToObI MepelTH K HYXKHOW CTpaHUIIe JAOKYMEHTa, IIETKHUTE IO 3CKH3y ATOU
CTpaHUIIBI B 00s1acTH 3ckn30B. Kypcop Oyzmer nepeBeieH K IepBoii CTPOKE BEIOpAaHHOW CTpaHUIIE.

3AJAHUA:

1 Ortxpoiite okHo nmpuinoxxkenusst MS WORD 2007.

2. U3 oxHa npuiioxxeHust otkpoire 1okymeHT Ilpunioxenue 1.

3. CoxpanHuTe ero Ha Baml JTUCK (B Tarke).

4. YcraHoBHUTe apaMeTpbl CTpaHULbI (BKIa1ka PazMeTka cTpaHunb):
Tlona:

BEpxHee - 2,5 cM HUXKHEe - 3,5 cM

nesoe - 3,5 cMm npasoe - 2,5 cM

nepemet - 0,6 cMm IIOJIOKEHUE TEPEIIETA - CIIEBA

Ilpumenums. KO BCEMY IOKYMEHTY.

5. W3menwure oOmwii BU Bcero qokyMeHTa (Bkiaaka Pazmerka crpaHuibl):

Tema «M3samtaasny,;

1BeT (JOHA CTPAHUIIBI - CIOCOO 3AIMBKH «JIBA IIBETA», YKAKUTE HANIPABIECHUE IITPUXOBKU «OT IIEH-
Tpay,

MOJJIOKKA cTpaHuLlbl - «Obpazerr 1».

['panuipl cTpaHUIBl — TUI CTPAHUIIBI - T€Hb, YKOKUTE TMPOU3BOJBHBIM THUII U IIBET JIMHUH,
MPUMEHUTH KO BCEMY JJOKYMEHTY.

6. Jlnsg xaxmoro abd3ala yCTaHOBUTE CIIEMyIOIUE apameTpsl (Bkiaaka [iaBHas- rpynma A63ai).
JJis1 OTKPBITHS TUAIOTOBOTO OKHA TPYIIIBI HEOOXOAUMO HaXKaTh Ha 3HAYOK B TIPABOM HMYKHEM YTy TPYIIIIBI
&),

151 mepBoro ad3ana:

Buvipasnusanue - 110 1€BOMY Kparo;

Ypoeernv - 0OCHOBHOH TEKCT;

Omcmyn cnesa - 1,5 cm;

Omcmyn cnpasa - 1¢cM, nepsas cmpoka - HET OTCTYIa;

Hnmepsan nepeo - 24 nr;

Humepsan nocne - STIT, MeHcOyCmpouHblll UHMeEPEal - ONUHAPHBIH.

s BTOpPOIO ad3ana:

Buvipasnusanue - o ueHTpy;

Ypoeerb — OCHOBHOI TEKCT;

Omcmyn cnesa - 5 c™;

Omcmyn cnpaea - 2cM, nepsas cmpoxa - orcTyn Ha 1,27 cwm;

Humepsan nepeo - 5ur;

HUnmepsan nocne - SUT, MerccmpouHvlil UHmMepsa - NOMyTOPHBIN.

s TpeThero ad3amna:



Buvipasnusanue - o mmpuHe;

Ypoeerb — OCHOBHOI TEKCT;

Omcmyn cnesa - 0 cM;

Omcmyn cnpasa - 6 cM, nepsas cmpoka - BBICTYI Ha 3 CM;

Hnmepsan nepeo - 12 ur;

Hnmepean nocne - 12 nt, mesncoycmpoumviii uHmepean - ABOMHOM.

7. Vcnonb3ys HWHCTpYMEHTHI BKiaaku Pa3meTka crpaHuubl - I[lapaMeTpsl cTpaHHIbI:
yCTaHOBUTE pa3mep Oymaru AS, OpUeHTaLUIO allbOOMHYIO.

8. Hcmonw3ys Bkiaaky Bua — Macmrad m3MeHute Macmrad JOKYMEHTa TakK, 4TOOBI B OKHE
MPUIIOKEHUS] 0OTOOPA3HIIOCH MTOJIHOCTBIO JIBE CTPAHUIIBIL:
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nis TasACeT, wTOme e TN W Tesemen
5.1 Nnghopmauus

$.1.1 Nowamue nedopmaumn

Tesunn unGORVIYLF ATIOMIETD 20 MATIAX AEIN A 20 Meotax Clem eicteiemal
mrennozs. On tsoacsaer or ATAGEE cios QRUMERD. O omaasm rcaasam
sz, ma e

512 Ceoiicrea wibopuaum

= Moavomo wdoomeunn xpeaTepuzye # ZANMN A% TONMTAR Desei

M okT0, WpMTEpAyOLte Tenem CooTEeraTsAR
ahopsunn paane

= Adewaarnocms ungop) TR DIBREMOTO ¢ NOMOKIT
adooveuan oigese pes

= [ocmyracems #omesm — 170 IORCH SOCTE TONYVENAN ARSEHEAN TN HECHOIAMOGT

= Amjcaencme undopmausu. HebORMILAY C/SRCTIET G 190MINA TN A30 CEASTRYGT 30
spevevn 32 MMOCPMILAONAME MDOUSCTN

5.2 [peduem u CMOyKMYypa UHEOPMEMUKL

Tepuan mpuars mapvus pepacrmnetae ¢ <geians $02.. pORactoses. D coconn
o afzeny, momserae —

5.3 Mpedcmasnenue (koduposanue) OaHHBX
I

Puc. 1. Bung oxua

9. Ucnonesys Bxmanky BeraBka — KOJIOHTHTYJBI YCTAaHOBHUTE BEPXHHH KOJOHTHUTYII,

coJieprKallui
BBITIOJIHEHUS PAOOTHI.

bamunmio

CTyACHTa n Aary

10. BcraBpTe HOMEpa CTpaHMIl BHHM3Y CTpaHMIbI, HauyuHas co BTopod (BeraBka -—
Kosonruryasl — Homepa crpannn — @opMaT HOMEPOB CTPAHHII).
11. CoxpaHuTe CO31aHHBIN TOKYMEHT ¢ uMeHeM «TekcTl».

KonTpoJbHBIE BOIPOCHI

1. Vxaxute cnocoO(bl) co3qaHusi HOBOTO JOKYMEHTa?

2. Kakoe pacmupenue gaetcs o yMOJI4aHHIO TeKCTOBBIM (aitiam B popmare Word 2007?

3. B kakux ¢opmarax MOKHO COXPAHUTH IOKYMEHTHI?

4. VYxaxute cnocoObl BbLIeNEHUS (pparMeHTa TOKyMeHTa (CMMBOJA, CIOBa, ad3ala, BCETro

Ilepeuncnure onepanuu pegaKTUPOBaHUS.
[lepeuncnure onepanuu GopmMaTHpOBaAHUS.

Kak MO>xHO W3MEHUTH THUI mpudTa?
Kak u3MeHUTh MEKIyCTPOUHBIN UHTEPBAI?

5
6
7. Yro Takoe kernb? Yemy oH paBeH?
8
9.

10. VxkaxuTe crmocoObl HACTPOMKH peKUMa TaOYIISALNH.
11. PacckaxuTe mmpo paboty ¢pyHkuun «Popmar no oopasiry».
12. TpowumrocTpupyHTEe H MPOKOMMEHTHUPYHTE pa3InIHBIC PEXKUMBI TPOCMOTpPA JIOKYMEHTA Ha

MpuUMEpe CO3AaHHOTO JOKYMCHTA.

13. Jysg yero npeaHa3zHaYeH HHCTPYMEHT O0J1acTh HABUTAIIAM?

14. Tlepeuncnure HaCTpauBaeMbIe MTAPAMETPhI CTPAHUIIBI.

15. BeusicHuTe, uTO Takoe «Tema JOKyMEHTa» U Kak €€ MOKHO PeIaKTHPOBATh.

16. C noMoIp0 Kakux HHCTPYMEHTOB MOYKHO U3MEHSTh MaciTad 0ToOpaKeHHsI TOKyMeHTa?



IIpakTnueckas padora Ne 2.

O0pabdoTka, XxpaHeHHe, MOUCK U Nepeaxaya nHGopMauum.

IIpuHnunb 00padoTKU MHPOPMALNHM KOMIIBIOTEPOM.

1 Cospnaiire HoBbIil nokymeHT MS Word 2007, npucBoiite umst «Moii CTHIIBY.

2. Cxomnupyiite TekcT u3 Ilpuiaoxkenusi Ne 2 ¥ MOMECTUTE €ro B Ball JOKYMEHT, HC-
moJe3ys Oydep odMeHa.

3. Cozpaiite cBoil cTwib: I's1aBHasg — CTHJIM OTKpBITHE OKHAa CTUIIEH

= —

2

CO31aTh CTHIb .
4. VkaxxuTe U1 CTUIIA CIIEAYIOIINE TapaMeTphbl:
Hwmsa cmunsa: ©.N.0. crynenra
OcHnogan na cmune: KpacHas CTpOKa
Dopmamuposanue: mpudt - TimesNewRoman, pazmep - 14, uHTEpBaJ - MOIYTOPHBIH,
BbIPAaBHUBAHUE - 10 NIMPUHE, [IBET TEKCTA - JIUJIOBBIMH.
Hcnonvzosams monvko 6 3mom 0OKyMeHme.
5. [Ipumenute co3aHHBINA CTUIb K HEPBOMY aO3ayy.
6. V3menurte dpopmarupoBaHHe B BalieMm cTuie, npucBoiite umsa «D.1.O.
CTYJIeH-
Ta_M3MEHEH», MPUMEHHUTE HM3MEHEHHBI CTWJIb K OCTalbHOMY Tekcry. [lomecture
U3MEHEHHBIN CTUIIb Ha NTaHEeJ b OBICTPOro AOCTYIIA.
7. YcraHoBUTE B TEKCTE CleAyromue cHOocku (Bkianka CHocku - BeraBurh
CHOCKY WM BCTaBUTh KOHIIEBYIO CHOCKY): K CIOBaM «HH(OpMAIHS» M «IIOJHOTA»
OOBIYHBIE CHOCKH, K 3ar0JIOBKY - KOHIIEBYIO CHOCKY:

WHdopmaumna, MHdopMaTHka,
WHDOPMALNOHHBIE TEXHONOTMI

ALogmyrroans o,
wadopuzuna g seofixog

Axmysmncems  LHGO,

Hngopmayus
TMonnATie iHchopmaLit

AocmoeepHoaME LHPODMEUW — 3T 20/

<o W wwpopr@unn

anne — oz0yxa

Puc. 2. Crockn
8. IlpogemoncTpupyiite padoty npemnoaasarento. (Co3aaHHbBIN CTUIIb yIAINUTE).



IIpakTuyeckas padora Ne 3.
Co31aHue M COXpaHEeHHE TOYEeYHOr0 PUCYHKA B rpaduyeckoM penakrope Paint.

Bcmaeka oznaenenua ¢ MS Word

[lepen HagamoM pabOThI CKOMUPYHTE ¢ CETEBOTO aucKa JoKyMeHT Orasienue.doc

2.1 /Ina peghepamoe:

[Ipn co3manum ormaBieHuss pedepaTta K 3arojioBKaM JOKYMEHTa TIPUMEHSETCS CTHIIb
3aroJioBok 1.

Br160p cTHIS OCYIIECTBISETCS ¢ TOMOIIBIO pa3jielia «CTHIINY JICHTHI «[ TaBHas

[naeHan Bcraska PasmeTea cTpaH Wb Cebinkm Pacceinkm PeyeH3npoBaHue Bug

=

-

_>| - Times New Roman  ~ 14 | A A

AaBbCcD¢  AaBbCeD¢é AaBb(

T O6bi4HbA T EBes uHTe.. 3aronoso.. —

BuTe j (K £ Y -abe %, % Aa-|[®- A

oBMEHa ™= LUpudT 5 AA3aL Is CTHAK

1. Otkpoiite nokyment OruaaBiaenune.doc.

2. IlpumeHuM K cieayroumm 3arojoskam: Beenenue, raasa 1, ri ; 3aKJII0YeHHe — CTUIIb
3aroJioBoxk 1.

31511 BCTaBKH IJIaBJIEHUS HEOOXOAUMO:

3.1 YcTaHOBHUTH Kypcop B TO MECTO B JIOKyMEHTE, T/ie OyJeT BCTaBIATHCS OTJIABJICHUE, T.C. B
HallleM ciy4ae B Hauaye JOKyMEHTa, Iiepe]] ciIoBoM «BBeneHue»

3.2 Bommonnute komannay Celiku/OriasieHue, KHOIKAa HAaXOAWUTCA K KpalHEM JIEBOM
IIOJIOKEHUU Ha JIeHTe «ccblUikay.[Ipy HaxxaTuu Ha KHOIIKY MOSBUTCSI HECKOJIBKO BO3MOYHBIX BAPHAHTOB
BBIBOJIA OTJIABJICHUS, BRIOEPUTE TEPBBIN( CM. pPUCYHOK HIKE.)

£l | 9-® 5 Metoanuka no MHpopmaTiee gna ®3C
=)
-

[naeHas EBcTaeka PazmeTea CTpaHULUL CECBInEM

= JoBaEnTE TekeT = [[[i] BCTaBMTE KOHLEBYIO ©

_T'f OBHOBWTE TaBAKMLY ﬁg Cnegywian cHoCKa ™
JrnasneHue BTaenTh

- CHOCKY DKa3aTh

BCTpoeHHBIA

ABToCOBWpaeMoe OrnaeneHne 1

OraaniedHe
Taroaneak |

AP T .. R VN
JRreansoK 3 e e e N |

ABTOCOBMpaeMoe OrnagnexHne 2

OraaniedHe

Taroaneak | PP ssamasss s ams s asasman PR P i - |
Yy Bac IIOJIyYUTHCS OTJIABJICHUE, YKa3aHHOE Ha pUCyHKe:
Ornaenenne
BEETEHIE. ........ooooeoeeeeeeesmssmssessessesssssassassssasssssmssessssssemssmssassassassassassssessasssemssssassassans 1
TIABA 1. BAHKOBCKHE BERCETA oo 2
TJIABA 2. BEEKCETh B CHCTEME CEEPETATERHOTOBAHKA . 14
BABUTBO IR EIEIE oo 5

RRENEHIAE
2.2./[na Kypcoewvix pabom:

[Tpu co3gaHuK OTJIABJICHUS KYpCOBOM PabOTHI K 3arojioBKaM JOKYMEHTa MPUMEHSIOTCS CTHIIN
3arojioBok 1, 3aroiaoBox 2.

PaboTaem ¢ TeM ke JOKYMEHTOM.



1. npuMeHuTE K CIEAYIOINM 3aroJ0BKaM:

1.1. ®opMupoBaHue BeKCeJIbHOro pbinka Poccuu;

1.2. Bekce/bHbIe oNepalMi KOMMeEPUYECKUX PHIHKOB;

2.1. O0mme TpedoOBaHMS;

2.2. Ilops1oK coBepLICHNS ONepalii ¢ BeKCeJsIMU - CTUJIb 3aroJ10BoK 2.

2. BEpHUTECH K CO3/1aHHOMY orjasieHuto. LllenakHure B ero o01actu, BbI30BUTE KOHTEKCTHOE
MEeHIO (IIpaBasi KJIaBHIIa MBI ), HAKMUTE, OOHOBUTH — BbIOEpUTE OOHOBUTH LICITUKOM.

3. ecau BbI BHIIOJIHWIIN BCE IPABUIIBHO, TO Y BAC MOJIYYHUTCS CIEAYIOIIEE OIIaBIeHHUE:

OrnaeneHue

BEETEHTIE. ... eeeeee e eeees e e eeeeesee e oo see s seesesee e smeseemseees s eeeessesmssasmesasnn 1

TIAEA 1. BAHEOECKHE BEECEIA oo e eeeee e eoseseeseemseees s eeeossesesseseesesen 2
1.1. S0PMHPOEAHHE EEKCENEHOTO PRIHEA POTCHEL. ..o e e 2
1.2. BEK.CENEHEIE OITER ALTHE KCMMEFSECEKITE BAHEOE ....ocveveeeee e §

T.IABA 2. EFKCE]R E CHCTEME CEEFETATEJIRHOTO BAHEA oo 14
2.1. OFITHE TPEEOEAHHA. ... e 13
1.2 TIOPAT0E COBERIIERMA OIERAITH C BERCETAMEL. ..o 24

FABUTEDSEETFIE ..o eee s esssssss e sesssess sossssassssssasassssssssessssasmssssssmsssessnssssssaesns 25

2.3./[na ounnomuelx pabom:

[Ipu co3manuu ornaBiIeHUs AUIUIOMHOM pabOThI K 3arojioBKaM JOKYMEHTa MPUMEHSIIOTCS
ctuny 3aroioBok 1, 3arojaoBok 2, 3arojioBoK 3 H T.J4.

PabotaeM c TeM ke TOKyMEHTOM.

1. npuMeHUTE K CIIEAYIOIIUM 3ar0JIOBKaM:

- ¢ 3arojioBka 1.2.1. Yuer Bekceneii 1o 3aronoBok 1.2.9. BekcenbHbli KpeauT;

- ¢ 3arojoBka 2.1.1. ®opma u Buael Bekceneit Cb Poccum mo 3arosoBok 2.1.6. Ilopsimok
MCYHUCIICHHS I0X0/1a TI0 KPEAUTHBIM BEKCEIISIM;

- 2.2.1. Beinaua (peanuzanus) Bekceneid — Ctuiib 3aroJiopok 3.

2. BEpHHUTECHh K CO3JaHHOMY oriyaBiieHuro. ll{eqkHuTe B ero 001acT, BRI30OBUTE KOHTEKCTHOE
MeHIO (TipaBasi KJIaBUIIIa MbIIIH), HAKMUTE QOOHOBHUTH — BEIOEPUTE OOHOBUTH LIEJINKOM.

3. ecJu BbI BBINOJIHWIHN BCE MPABMIBHO, TO Y BAC MOJIYYHUTCS CJIEIYIOIIEE OTIaBIeHUE:

OrnaenelHe
BEETEHEIE. .o eee e oo e e e e e eeeeeee e reeee 1
TIABA 1. BAHKOBCKHE BERCEIA oo e eeeee e e neeene 2
1.1. $0PAHPOEANNE EEKCETEHOTD PEHEA POCCHH. oo 2
1.2. BEK.CENEHBIE CIIEFALTHH KOMMEPSECKITK EAHK.OE. .6
130 WHET BERCETER oo g
1.2.2. OEFEVYET (TIAHCHONHPOEANEE) BEKCETER .o 7

123 "PASMEINEHWE" BEECETER oo,
1.2.4 OIKPALITHE HEEJENHE "BERKCETAHLY CHETOR".
125 HHRACCOBERCETER oo
1.2.6 ABATHPORANHE BEKCETEL

1.2.7. BEKCETRHCE DOCFEIHEHECTEC. ...
1.2.8. KPETHTORANNE [TOT I4TOr BERCETER
120 BERCETREEIE BPETHT oo lg
[IABA 2. EEKCE.Ib B CHCTEME CEEFETATEJIBHOT O BAHRA . oooeaaeaes 15
21 OBITHE TREBOBAHFIA ... m e e e e e e e mnnn 15
211 #OPM4 If BEIA BEERCETES CEEPEANRKAPOCCHE 15
211 TPFERCBAHNA R SOFPME H RTARKY BERCETS oo 1g
215 MEPETAYA BERCETT (HHIOCCAMEHT) e 7
204 CPORHEIVTATERA IT0 BERCETAM. ..o .19
2.1.5. MOPEIOK HOYHCTERIT JOXCI4 IO NPONERTHLIAM BERCETIM.
2146 MOPEIOR HOYHCTERRS JOXOT4 00 JHCHOHTHAI BERCETTM . .. S
1.2 IORATOK COEEPIIEHHMA OIERAITHE € EEKCETAM. ... Y
2.2 BAITAYTA (PEATHIAIIET) BERCETT oo e 24



IIpakTnueckas padora Ne 4.

Omnpenenenne 00béMa M TIyOMHBI IBeTa PacTpPoOBbIX H300paxkeHuil. KoHTpoabHas
padora. BpinmosHeHue 3amxaHuss B TecToBOW d¢opme mno pasgeany «HUudopmanus wu
HH(GOPMALMOHHBIE MPOLECCHD.

1. Cospnaiire HoBBIH nOKYyMenT MS Word 2007.
BceraBbsTe 00bekT «Boponka» ranepen pucynkoB SmartArt (Bkinaaka BeraBka — Mintroctpanuu
- SmartArt - Cs3b):

ApudmeTuro-
NOTMYecKoe
YCTPOWCTBO

YcTpoWcTeo
ynpaBsnexua

lpoyeccop

Puc. 6. O6bexkt SmartArt «Boponka»

3. Habepure TekcT, oTpopMaTUpyHTE MO CIEAYIOLUIUM ITapaMeTpam:

JUIS TEKCTa «APH(PMETHKO-JI0THYeCcKOoe YCTPOHCTBOY !

wipughm - MOMYKUPHBIN, ysem — JIOO0H, 3a1U6Ka — TPAAUCHTHAS, IIBET 3ATMBKH - HA BHIOOD;

JUTsl TEKCTa «Y CTPOMCTBA BBOAA-BBIBOAY. wipugdm — OOBIYHBIN, y6em — Ha BBIOOD, HanpasneHue
mexcma - oBopoT Ha 270 rpagycoB (BbIIEINTh 00BEKT (hOpMATHPOBAHUS — MPABOM KHOIMKOM MBIIIM —
napaMeTpbl aHUMaluu UiK Gopmar Gurypsl), npeodpa3oBaTb OKpY>KHOCTb B OBaJl, 3a1aTh MIPOU3BOIbHBIN
yroj TOBOPOTA; 3anueka — TpaaueHTHas (BbIOEpETe MPOM3BOJBHBINA THI, HANpaBICHUE 3AJIMBKH,
I[BETOBYIO TaMMYy);

Ui «YcTpoiicTBa ynpaBjeHUsD). wpugm - oObIUHBIN, yeem - Ha BBIOOD, 2¢hchexm menu st
TEKCTA, Yeem meHu — Ha BBIOOP;

s tekcra «Ilpoueccop»: wpugm — NonyKUPHBIA KYypCUB, y6em — Ha BBIOOD, 2¢hghexm menu
JUISL TEKCTA, ygem menu BbIOpaTh KOHTPACTHBIM IO OTHOIIEHHUIO K TEKCTY.

4. 1o6aBUTh CTPEIIKH K PHCYHKY, OT(OPMATHPOBATH M0 YKa3aHHOMY Ha MpUMepe MalIoHYy:



Puc. 7. OxoHUaTEIbHBIN BUI



ITpakTueckas padora Ne S.
Pabora ¢ TekcToM u rpadukoi.

Pucynku ¢ Word 2007
1 Banycrure npuinokenne MS Word 2007. Co3aaiite HOBBIi JOKYMEHT.
2. HoBblii J0OKyMeHT 0T(OPMATHPYIiTE MO CIIEAYIONIMM I1apaMeTpaM:
Opuenmayus - anbOOMHas;
L{sem cmpanuywvl - MAIOBBIN, HOH 2;
I'panuyvr cmpanuysi - ¢ 3¢pHexToM TeHH, LBET IPAHUIIBI BEHIOPATh TEMHEE LBETa CTPAHUIIBI;
Tema — n3sHast. 3.
3. Cozpnaiite pexiiaMHOE OOBSBICHHE CIIEIYIOIIETO BUIA:

CHuakm o1 5%
%06 0 UATUHD

= 3NeKTPoHHbI agpec
ZZMo4TOBbIN 34pec

oM
KOMNBHOTED

Puc. 8. Pexnamuoe o0ObsBICHUE

st aTOoro BcTaBbT€ HOBOE MOJIOTHO (BeraBka — @urypsl), 1 NOJIOTHA 33[alTe CIEAYIOUIUN
¢dopmar:

ysem 3a1ueKu — 30JI0TUCTBIN, aKIEeHT 4, Ooiee CBeTIIbIA OTTeHOK 60%, KoHmyp gueypbl — JTATOBBIH,
1BeT 2, 0oJee TEMHBIN OTTEHOK 25%, usmeHums ¢opmy nonomua Ha CKpyTJICHHBIN PSIMOYTOTHHHUK.

Ha monmotne neoO6xomumo co3aars Haamuch (BeraBka — Haamuer — HapucoBath Haanuce),
BCTaBUTh pPHUCYHKH (u3 kosutekiuu kiaumoB MS  Office- pasgen BbludciauTebHasi TeXHHKA),

o WordArt ~ o
JIEKOPATUBHBIA TEKCT B JIOKyMEHT (KHOIMKA 'ﬂ | ), pUCYHOK «MoO# KOMIBIOTEP» CKOMHUPOBATH C

pabouero crona.CoxpaHure ykazaHHoe (HopMaTHpOBaHHE OOBEKTOB.

4, Co3paiiTe HUKHUIM KOJIOHTUTYI ¢ (paMuiivell 1 MIMEHEM CTYZEHTA, BBIIOJIHUBILErO padory,
BCTaBbTE B KOJIOHTUTYJI JIaTy CO3JJaHUsI PEKIAMHOTO OOBSBICHHUS.
5. [Ipucsoiite daiiny umsa «Pekmamar.

6. [IponemoHcTpHpyiiTE paboTy MperogaBaTeIo.



IIpakTuyeckas padora Ne 6.

MHoroo0pa3ue BHEIIHUX YCTPOMCTB, MOJAKJIYAEMbIX K KOMIIbIOTEPY. BUabl NporpaMMHOro

o0ecneyeHNsi KOMIILIOTEPOB.

1. Banyctute npuaoxkearne MS Word 2007. Co3pmaiiTe HOBBIH JOKYMEHT, IPHUCBOUTE HMS
«KonoHKn».

2. JIns co3AaHHOIO JOKYMEHTA YCTAHOBUTE CIEAYIOLIUE PEKUMbI (POPMATUPOBAHHUS:

Llona:

BEpXHEE - 2 CM

JeBoe - 3 cM

nepermiet - 0 cMm

HIKHEE - 2 CM

npasoe - 1,5 cm

MOJIOXKEHUE TIEperyieTa — clieBa

IIpumenums. KO BcEMY TOKYMEHTY.

3. HaGepure cnenyromuii Tekct 6€3 hopmMupoBanus KIOHOK (puc. 10):

[Tapamerpsl ab3ama: omcmyn nepgoii cmpoxku Ha 1 cM, mexcoycmpouHvlil uHmepea. - OJUHAPHBIH,
uHmepsavl neped/nocie - aBTo, omcmynsi ciega/cnpasa - 0 cm.

HIpudt: TimesNewRoman, pasmep - 14, nauepmanue - 00bIMHOE, Y6em - Ha BBIOOD.

[TapameTpsl CTpaHUIIBI: YCTAHOBUTE aBTOMAaTHYECKYIO PACCTaHOBKY IIEPEHOCOB.

4. PasbeiiTe TEKCT Ha JBE KOJOHKM TakK, YTOObI BTOpas KOJIOHKA HauWHAJach CO CJIOB
«/Ina zanmcn» (Bkinanka Pasmerka crpanunbsl — Ilapamerpsl crpanumnbl — PaccranoBka
MePEeHOCoB ).

5. 3aronoBok K TekcTy odopmure B Bujae oObekra WOrdArt. YcraHoBuTe Uit 3arojioBKa: yeem
O0CHOBHO20 wWpughma - TUIIOBBIN, yeem meHu - CHHUM.

6. B obGmacTe BTOpOro mpeioxeHus nepBoro ad3ana BcraBbTe KapTUHKY U3 Ilpuiiosxkenus Ne 4.
Odopmure cHOCKY K cioBy «accemOuep». Co3znaiiTe pamMKy BOKPYI COCTABJIEHHOI'O TEKCTa,
oTopmaTupyiiTe Kak mokazaHo Ha pucyHke 10, moGaBbTe K PHCYHKY MOANHCH «Pe3ymbpTar

BBITIOJITHEHHOM pabOThI»:



KOMaHL,  NpeAHa3HaYeHHbIX
YNpaBAeHMA KOMNbIOTEPOM. KoMaHrapb,
obpabaTeiBaeMmblie

MOMHO WHTEPNPETMPOBATL KaK PR YE
PEAYHOWMXT ONpegeneHtsbiM  obpa

[nA 3anKCK KOQOB ONEpaLMi u
obpa BaToiBaemol MHGOPMaLLM B BC
cembnepe WCNONL3VIOTOY CTaHOAEPT
Hble 0D03HaYeHWs, NO3BONAILWLKE 33

cembnep Cam 3aMEHAET OAMBO/MYE
CKME WMMEHB Ha 3Apeca NamATH, a
CMMBOMMHECKME KOAbI KOMAHE Ha 4

cnosble. Mcnonbsosarme accembnepa
CAE/AA0 MPOUECC NPOrpaMMMpCBaHAeE
Gonss  HarmagHbiM.  JansHerles
Pa3BMTHE 3TOM MAESM NPWMBEND K CO3-

OAHUM EOMHTBEHHbIM 0003HaYalo
UMM MX CHOBOM — ONEPaTOPSI.

Puc. 10. Pe3ynbTar BeITOJHEHHON pabOTHI



IIpakTnyeckas padora Ne 7.

Hepeuaqa I/IH(l)()pMaIII/II/I MEXKITY KOMIIbIOTEpaMu. 3.]'[eKTp0HHaH mo4rta

3agaHue K NpakTUYECKOU paboTe

1. 3Bapeructpupyiitech Ha caiiTe google.com u co3JaiiTe MOYTOBBIN SIIUK
Bua Mms. @ammmusi@gmail.com, HanmpuMmep:Maria.Ivanova@gmail.com.

2. Coszpaiite 010T, B KOTOPOM BbI OyJieTe OMyOJIMKOBBIBATH CBOM OTYETHI O
BBINIOJIHEHHBIX 3a/iaHusax. OnyOnukyiTe B Giore mnepBoe cooOlieHue, B KOTOPOM
HAMMIIUTE TPUBETCTBUE BalllUM OJHOTPYNIHUKAM M TMPENojaBaTeio 1o
mucuuruinHe «OO0JavyHble TEXHOJIOTUW» M BCTaBbTE Baily ortorpaduio, 100aBbTe
JOTIOTHUTENBHYIO HHGOPMAIHIO; 0OPMHTE CBOU TTPO(PIITH.

3. Cospaiite manky «Homas mamka». IlpemoctaBpTe mgocTynm  Ha
peIaKTUpOBAHUE ITOW MANKU MPENOJABATEII0, 4 HA YTCHHE MalKh — OJHOMY WU
HECKOJIbKUM OJTHOTPYIIITHUKAM.

4. Oobnaunbie cepBuchl Google

4.1. Kanengaps Google

Hcnons3ys mento Kanennapes akkaynta Google, co3nmaiite cBoe pacnucaHue
Ha CJIEYIONLYI0 Heemto (yueOHoe u tuuHoe). OTKpONTE AOCTYI K KaJeHIapIo s
Bcex. JloGaBbTe B OJIOT CCHUIKY Ha CBOM KaJeHAApPb.

4.2. Noxymentsl Google

Co3pailTe TEKCTOBBIM JOKYMEHT, COAEpKalluil HEKOE CTUXOTBOPECHHUE.
OTtkpoliTe JOCTyNn K JaHHOMY JOKYMEHTY BceM. [loMecTuTe CChUIKY Ha JaHHBIN
JIOKYMEHT B OJIoTe.

Co3pmaiite TOKYMEHT, coAepKalui Hekni peuent. OTKpOWTe AOCTYN K
JAHHOMY JIOKYMEHTy 2-3-M OJHOTPYINITHWKaM H TpemnoaaBarento. [lomecture
CCBUIKY Ha JIaHHBIA JOKYMEHT B 0OJiore, yKa3zaB KOMY OTKPBIT aoctym. [[is sTtoro
HaJI0 Y3HATh DJIEKTPOHHBIE aJpeca TeX, KoMy Bbl XOTUTE OTKPBITH IOCTYII.

4.3. Joxymentsl Google. opmbl

Hcnonb3ys Bknaaky JlokymeHTsl akkayHTa Google, coznaiite HOBYIO opmy,
COCTOSIIYIO U3 4-5 BOMPOCOB C pa3IMYHbBIMH BapuaHTaMH OTBETOB. Vcmosb3yiiTe
Kakou-HUOYAb CTHIb. [[06aBbTE B GJIOT CCHUTKHM HAa PEJAKTUPOBAHUE U 3aOJTHEHUE
dopmpbl. [lompocute 3 OIHOTPYNIHUKOB 3amoiHUTH Bairy dopmy. [locMmorpute
pe3yNbTaThl. DKCIOPTUPYUTE HaHHBIA TOKyMEeHT B popmare pdf, html. Jlo6aBbTe
Ha CBOIO CTpPaHUILy TAOJUIIBI C pe3ynbTaTaMu GOpMbI (IOHKHO ObITh MUHUMYM 3
3a1ucH).

4.4. Jloxymentbl Google. TaGmuiist

Coznaiite TOKyMEHT, coAepKalluii nuarpaMmmy. B 01ore pasMecTuTe CChbUIKy
HA JAHHBIN JOKYMEHT.

4.5. Jlpyrue Bo3moxkHOCTH cepBucoB Google

CamocTosTennbHO U3yduuTe Apyrue cepBuchl Google.

Coznmaiite mpeseHTanuio 1no teme M3ydyeHue oOJayHBIX TPWIOKEHHM s
aBTOMAaTHU3alUKi OU3HEC-TIPOIECCOB B 00IaCTH:

— byxranarepckoro y4yera.

— VYmpaBieHus B3auMOOTHOIIIEHUsAME ¢ KiueHTamu (CRM).
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— Mapxkerunnra.

— busHec-nnaHupoBaHus.

—  YnpasieHus NPOEKTAMM.

—  JlucTaHIIMOHHOTO OOyUYCHHS.

—  DJIEKTPOHHOrO TOKyMEHTOOOOpOTa.

— (DUHAHCOBOTO aHAJIN3A.

— bromxernpoBaHusl.

— VYnpasnenus nepconanom (HRM).

[TonpoOyiiTe NOAKIIOUUTH IPYrUe NPUIIOKEHUS Yepe3 KHONKY «IloakmounTs

Ipyrue npuiioxkenusd» (puc. 1) u co3gaTh B HUX JOKYMEHTHI. Pa3zMecTuTe CChUIKU
Ha CO3JlaHHbIEC JOKYMEHTHI B OJIore.

[ cospars | £ -
'l - MNanxa @ Balsamig Mockups
é Loxymest * draw.fo Diagram
MpeaexTauus ‘ Drive Word Cloud
>
Tabnuua b Map
o
é Qoptea \ :A Mindmag
h PucyHok RealtimeBoard

HOAKJ'“O‘{ WTL ApYyrHe NPUNoXenns

Puc. 1. OxHO nOAKIIIOYEHUS PUITOKEHUA

5. ITlpomeMoHCTpHUpyiHTE NpemnojaBaTeIl0 CBOM OJIOT CO CChUIKAMHU Ha
BBITIOJITHCHHBIE 33JIaHU.

Brinonnenue npakTuaeckoit paboThl

Yacrts 1. Perucrpanust HoBoro akkayura Google

1. 3aiiguTe Ha calT google.com.

2. lllenxauTte no kHOMIKE «BoiTH» B paBOM BepxHEM yTiy (pHC. 2)

Google

Puc. 2. Caiit google.com

3. Bribepure B HIDKHEH yacTu 3kpaHa «Co3aath akkayHT» (puc. 3)
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Go 3|c

OAnH akkayHT. Becb mup Google!

Bonaute, ncnoneayn akkaywrt Google

fy . "

OCTABITLEN B CHETOMO

Puc. 3. Co3znaTth akkayHT

4, 3amonaHuTe npesjaraeMele mois (puc. 4):

- Hwma

—  @amunus

— HWwms nonws3oBaTens (3TO UMS JJIEKTPOHHOTO SIIIUKA)

— [Taposb (3TO Maposib K SIEKTPOHHOM MOYTE)

— TloarBepxaenue naposs

— JlonmonHUTENbHBIA aJpec 3JIEKTPOHHOW NouThl (yKa3aThb TOT ajpec,
KOTOPBIN YK€ CYILIECTBYET)
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Puc. 4. ®opma perucrpanuu

BBons mary poxneHus, MOXKalylcTa, OTBEThTE 4eCTHO. Eciam Ha OCHOBE
BBEJICHHBIX JIaHHBIX KoMraHus Google BBISCHUT, YTO Balll BO3pacT MeHee 14 er,
TO, B COOTBETCTBUU C YCIOBUSIMU HCIIOJIb30BAHUS, C KOTOPHIMU BbI COTIJIaCUTECH
HIDKE, YUeTHas 3anuch OyJEeT OrpaHUYEHa, a Bbl HE CMOKETE BBINOJHUTH 3aJaHus
no jaucuMiuinHe. HacTtoiuMBO peKOMEHayeM yKazaTh HOMEP MOOWIBHOTO
TenedoHa, T.K. MPU MOMOIIUA CMC-COOOIIEHUSI MOKHO OYJET JIETKO BOCCTAHOBUTH
naposib. Komnanust Google He pacchliaeT pekjiaMHble COOOIICHHUS.

5. BBenurte cuMBOJIBI HA KAPTUHKE, JI0Ka3bIBalOIIUeE, 4TO Bl HE poOOT.

6. O3HaKOMBTECH U COTIACUTECH C YCIOBUSMU MUCIIOIB30BAHUS U TTOJIUTUKOM
koH(puneHnuansHocT Google, yCTaHOBUB rajouKy B COOTBETCTBYIOIIEM TIOJIE.

7. Haxwmute «/laneey.
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Co3zaunte npoduns Google+

NMoBosb ABpamosa

Puc. 5. Cozpanue npoduis

[To Bo3MOkHOCTH JT0OaBBTE K CBOEMY npoduito pororpaduio (KHOMKA
«/106aBuTh (h0TO», BEIOEPUTE €T0 HA KOMIIBIOTEPE.

8. Haxwmure kHonky «Coznanue npodus» (puc. 5).

Yo6eautech, 4TO MOSIBUIOCH COOOIIEHHE 00 YCIEITHOM CO3JaHUHM aKKayHTa
(puc. 6). OOpaTuTe BHUMaHHE: B TPABOM BEPXHEM YIIy MOXHO 3a]1aBaTh
HACTPOWKH aKkayHTa. J[Jig 3TOro HaJ0 HaXaTh HA UKOHKY C oTorpadueil.

G

losgpasnsiem!

Puc. 6. Ycneminoe 3aBepiiieHne perucTpanuu
Hanpumep, MOXKHO U3MEHUTDH MPO(HIIb, SI3bIK, IPUBATHOCTH U TaK Jajee.
OO6paTuTe BHUMaHUE, YTO 371€Ch HaXOAUTCS U KoMaHAa « BeIiiTh.
9. Ilpoiigute stan «Jlo6aBuTh apy3ei» (puc. 7)
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aavo an@grad coem o .
=

o foGassre apysen

Moucx monen 8 Google+

Haitanre apysen B APyrux cepancax

- =

Puc. 7. Oran «J/100aBuTh 1py3ei»

10. Haxxmute Ha kHOTIKY «IIpOIOIKUTEY.
11. TIpu HEOOXOAMMOCTH U3MEHUTE HACTPOMKH aKKayHTa (puc. 8).

Labramovaiti@gmail com ® -
-
HfoGaekTe HoBOE (HOTO Npoduna

Nwboss ABpamosa

- .

Puc. 8. Hactpoiiku akkayHTa
12. BriOpaB B BepxHeM MeHIO KoMaHy Gmail, BeI MokeTe paboTarth ¢
CO3JIaHHBIM 3JIEKTPOHHBIM SIIIMKOM (puc. 9, 10).
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+wboss EEE ‘ + ‘

B EHO

+Moboes Nower YouTube

2N

Kapre Play HosocTw
M
< ‘ 3
MNouta Ducx Kaneniape

Puc. 9. Bei6op paboTsI ¢ mouToi

Gmall - . C e~ 1333 Q-
m £ Hecopruposasus 24 Coycemn Q NMpovcampm +*

Bxomeumes (1)

MoNeus e Komanaa Groail B Genail ace no nonoyxam - 2y wyitre, MoGooul Monuaonars ke | 14:00
Ornpasnessnse Komanan Grmail Boe npemuymectna Gmail aocTymimd ¢ moboro yorpokeraa - Lpanceyire. ot 14:00
HEpHOBHI

Eug~ Komanna Geall Tpw coseta no MenonkaoRaswo Gmall - 1 e, Ihofinss 70t 110 WON 14:00

= Thaboss Q
-~
; ! neaTei Gmad pr e Gimnal
10% 3 "
SO Vaanopt agpocon 1 Hamenure doro
Bubopnte Tesry
Bumosiénn @ @ NOATe DOEMNA

=

Puc. 10. ITo4TOBBIN AIUK

IIpakTnyeckas padora Ne 8.

PaboTa B KOMIILIOTEPHBIX CETAX
Co3nanue 0Jiora
DNEeKTPOHHOE MOPTPOIINO0, B KOTOPOM HEOOXOUMO pa3MeNiaTh OTYET MO
BBITIOJTHEHHBIM 33/IaHUSIM JTA00paTOPHOM pabOTHI co3/aeTcs Ha cepBuce google —
bior.
1. 3aiimute Ha cTapToBYIO cTpanuity Google http://.google.ru\
2. 3aiiguTe B CBOM akkayHT (pa3znen «MOH akkayHT» (B IPaBOM BEpXHEM

yIiy))
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3. Haiigure B riaBHom MeHio komanay: Eme — Bcee mpomykter — Blogger
(puc. 11, 12)

Miobose I M+ ‘

“alin
Kapres Play Hosocm
Nosta Lincx Kanasaaps

Euge

Puc. 11. BeiGop komanas! «Eme»

MNepesogunx Blogger MoTorpadum
Hpyrwe npsanowesus ot Google l

Puc. 12. Beibop komanasl «Blogger»

4. TIpu HEOOXOOUMOCTH CHEIIaiiTe JOMOJHUTEIbHBIE HACTPOMKN B IPOQHIIE
(puc. 13).
(=] Blogger

Fawix:
Pyccoud v

oaTEEpAVTE CSON Npod b

Bubepure npoduns, soTopest Byayr sgets nasm wwratent. C npogeneu Geogle+ nams kosTesT na pecypeax Google Mowio Syget neno onoanars Xpowes Toro
UITATENN CMOTYT PEXOMENZONITE I NySNNrosaTs s NaTepvarna & Vinrepiere w Google+ Ecnn sel xoTire menonuiosars ncesaomm. sau Sonkiwe nogodger
npodune Slogger ¢ orpassreHHEMM BOMNCHH0C TN Bonee noapofines cosgemis o rpodirmx & Blogger

BaLLE MR CYRAT OTODR3XATLS K3K..
Bam npodmnu Google+ O rpodirmx

Nebces ASpawoes

Mpocuaspety npodutrte

XOTUTS SRCTI B0r NG APy s watenenr? Bans Tach & NDOGNN BIO00N {OMpa-sreniies Dy M
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Puc. 13. IIpoduns B Blogger

5. Co3zpnaiite HOBbIN 00T (pHC. 14)

Cnucok 6noroe » Cosgaxue Hosoro Gnora
Jaronceocs Moprbonue
Agpec
K cosanesio. 3T0T aDec HEROCTYNER
Wiabnox
B
|
e -
Npocran [amuuecknit NpocMoTp
e -

Beneuptanckoe oxno  Kopnopauus "™ygeca”

Otwmena

Puc. 14. Co3nanne HoBoro 0iora

6. JlaiiTe Ha3zBanme Oiora, Hanpumep, «IlopTdommo» (puc. 14).

7. Tlpuaymaiite anpec 6iora. [Ipy He0OXOAUMOCTH MPOBEPHTE JOCTYITHOCTh
BBIOpaHHOTO ajpeca. Buumanue: MIMeHHO 3TOT ajipec OyJeT HUCHOIb30BaThC MPU
YTeHUU coobteHuit o6mora!l (puc.15).

Cnucox 6noros » Coapanue Hosoro Brora

3aronoaox

Moprgponmo

Ano
R abramovaforstudeny
3T0T appec GNOTA He 33mAT
Wabnok
.
: ﬁ
el
MNpocras LuwHamuuec it npocMaTp
. -
e ‘ ~ -
' ., |
Beseynancroe orvo  Kopnopauus ™ygeca’ =

Bl MOXETE NOCWMOTPET: APYTIE WaGnoHs! # HACTPOUTs SHeWHIA aug Bnora noswe

Ormena

Puc. 15. Co3ganue HoBOro 0Osora

8. Ilepenummmre ampec Ojora, BHIOCpHTE IIAOJIOH W IICIKHUTE «CO3/1aTh
0101

9. Ecmum BBl Bce chaenalyd IPaBHIBHO, TO TOSBHUTHCSA cooOmeHue «bior
co3nan!» (puc. 15).



Puc. 16. Coob1tenue o co3ganuu oJora

10. ITocne Toro, kak Bbl MHIEIAKHUTE IO CChUike «OmnyOIMKyHTE HOBOE
cooOleHue», TMOSABUTCA mepBas ¢opma cosnanus coobmenus (puc. 16). B
MOCJIEJICTBUA Bbl CMOKETE CO3/1aBaTh HOBBIE COOOILEHUS W PEJAKTHUPOBATH IMPHU
MOMOIIY TTaHEI UHCTPYMEHTOB.

[Tpu co3marmu cOOOMEHN MOKHO BCTABIISITh TEKCT, N300payKEHUS U T.J.
Hampumep, KHOTIKY A7 BCTABKH «U300PKCHUS» U «BUACO» HAXOIATCS TIOCIIC
KHOTIKU «CChUIKa» (OHM BBIICJICHBI HA puc. 17).

Puc. 17. Co3manne HOBOro COOOIIEHUS
11. HaxxmuTte Ha KHOTNIKY «IlyOnukarus.

12. Cnenaiite KOMMEHTapUM K COOOIIEHWI0O H BBIOGPUTE JJIT KOTO
nyonmkyete (puc. 18).
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Mogenutbes 8 Google+

. Nepaoe coobuyesuns & Gnorel Ypal

=
MNoptdonuo
Lns xoro: o |
‘e P Xy
@ I
& Cewm
@ Juacue

Puc. 18. BHecenne koMMeHTapust K COOOICHHUIO M BHIOOD ISl KOTO IMyOIUKyeTe
13. TMocne myOaUKaIy COOOIIEHNE MOXKHO ITOCMOTPETh (puc. 19).
MopTtdonmo
Moe nepsoe coobwenme!

7

KommeHTapues Hert

OTNPasuTL KOMMEHTAPHI

Puc. 19. Onyb6aukoBanHOe cooOLIeHNE

Yactsp 3. Google Iuck

1. 3adiguTte moa cBouM akkayHToM B Google [uck (puc. 20).
Go 31; n Mefos. 5 @ + a
& [Owck Moi ek ~ == o O
e eoesanroce M Mok v
o BT HOMMBAOTEDAX W OB TbHb = :
W Noserissac o Boa 1aepymins ohpmer

2014 € varvdrx Suuie Y e G

Puc. 20. Google [uck

2. Bribepute kHonky «Co31aTh» 1 3arpy3uTe HeoOXxoaumbie (aitiibl (puc.
21).
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@akn flownag doce 3arpymes 8 nany Mok Ance

& Ouck Moit guck ~
3  Moi auex

=% DocTynw

D Heasw

It Noweserime W noxnag docx

B Kopama

Puc. 21. 3arpyxennslii daiin

3. Haxxmute mpaBoit KiaBuIiel MBI HA JOKYMEHT U BBIOEPHUTE
«CoBMECTHBIN A0CTYI» (pUC. 22) U BBEIUTE JICKTPOHHBIE aJIpeca TeX, KOMY
pa3pelIeH NOCTYI K TaHHOMY JOKYMEHTY.

4. HactpoiiTe ypoBeHb AocTyna K (hailily: peJakTHpOBaHUE,
KOMMEHTHUPOBAHHE, YTCHHUE.

CoBMecTHBIN AOCTYN BHIMONMTS SOCTY pirixe

| # Pepartuposanme ~

Puc. 22. CoBmecTHBII 1ocTyn

5. Hacrpoiite noctyn k ¢aiiny, HaxaB «Pacmmpenue» (puc. 23).
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HOCTPORKKW AoCTYND

) TONKKD COMITOPAM

CMNIKA QAR COBMECTHOM 2y
hipy /idnve googlo com/Maxd/ O 7Hah gl 14 7S AN WNIWL B 1c:

“NEO

Puc. 23. Hacrpolika paciypeHHas
6. Tak >xe 371eCh MOYKHO YBUJIETh CCBUIKY Ha 3TOT (paii.

Yacrtb 4. Co3nanue anker ¢ nomoubo Google /luck

C poctom nomynsipuoctd HTepHETa Bce Oojiee BOCTPEOOBAHHBIM CIIOCOOOM
cOopa MaHHBIX CTaHOBUTCS ceTeBoe (OHJaifH) aHkeTHpoBaHHe. [losBHIIOCH
OTPOMHOE€ KOJHMYECTBO CAWTOB, MO3BOJIAIOMIMX OBICTPO M KA4YECTBEHHO CO37aTh
ceTeBble OMpOCHUKHA. OTIWYHEe OJHOTO CepBUCAa OT JPYroro B KadecTBe
PYKOBOJICTBA ONPOCHUKOB, JOCTYIHBIX (opMaTax TWPEICTABICHUS JaHHBIX
(BompocoB), cmoco0ax  ympaBieHHS, OGQOPMIEHHH U  MNPOpPabOTaHHOCTH
COCTABJISIFOIINX OMPOCHUKA. Psif caiiToB maeT OGecruiaTHyl0 BO3MOXKHOCTh CO3/aTh
OHJIAWH-OTMPOCHUK U COOpATh JaHHBIE:

— WebAnketa.com — pycckos3bIuHBIN CEPBUC TI0 aHKETHPOBAHUIO,

— VirtualEXS.ru — pyccKos3bIUHBIA CEPBHUC IO CO3JaHUI0 W TPOBEACHHUIO
PO eCCHOHATIBHBIX OMPOCOB U TICUXOJIOTUYECKUX TECTOB,

— MoyOpros — OHJAMH-UHCTYMEHT JJisi CO3/aHHsl OMNPOCOB pa3HOU
CII0)KHOCTH, €CTh BO3MOKHOCTh CO3/IaBaTh OMPOCHI 0€3 perucTparmm,

— KMEXxpert — oHaiiH-CEpBUCMACCOBOTO aHKETUPOBaHUSI C 0Oa3oi
OTPOCHUKOB,

— SurveyMonkey.com - mosb30BaTenn OrpaHUYeHb cOOpoM HH(DOpMAIUM O
100 pecnonaeHTax, aHTJIOSA3BIYHBIN peCypc,

— DS-tect- pycckosi3pluHas ~ 3KCHepUMEHTalbHas  cucTtemMa  cOopa
CTATUCTUYCCKON MH(MOPMAIIHH.

CyliecTBYIOT TakXe IUIaTHBIE CEPBHCHI, Ha OCHOBE KOTOPBIX MOYKHO
C03/1aBaTh Mpo(hecCuoHAbHBIE OHJIAWH-ONPOCHUKH:

— CreateSurvey.ru — pyccKOsI3bIYHBIA CEPBUC OHJIAMH-aHKETUPOBAHUS IS
co3aaHus mpodecCuoHaTbHBIX OHJIAWH UCCIEI0OBAHMM,
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— eQuestionnaire — WHCTPYMEHT ISl CO3JaHHUS W YIPABJICHUS OHJIAMH-
OITPOCAMH.

B pamkax maHHOW J1aOOpaTOpHOW pabOThl MO3HAKOMHMCS C OECIUTaTHBIMHU
cHCTEMaMH CO3/1aHus U 00paboTku aHkeT: JlokymenTsl Google.

KpoMe opraHu3amuyd COBMECTHOH pabOThI ¢ JOKYMEHTaMU M IyOJIMKAIUU
JIOKYMCHTOB B CETH, CEPBHUC MO3BOJIICT CO3/1aBaTh, IyOJIMKOBaTh U 00pabaThIBaTh
AHKETHI JIJIS OTPOCOB. AHKETy B JJAHHOM cepBuce HasbiBaroT POPMOM. Cosnats
dbopmy MokHO 13 Cricka TOKYMEHTOB WIJIH U3 JIFOOOW TaOJIHIIBI.

IIpakTnyeckas padora Ne 9.
IInanupoBaHue U pa3padoTKa KOMIbLIOTEPHOMH NMPe3eHTAIUH
Coznanne gopmbl u3 Cricka TOKyMEHTOB
1.  Ortkpoiite Google luck u naxmute Co3znats/Popma.
OTtkpoetcs 1madiaoH Gopmel (puc. 24).
2. B otkpbiBuIEMCs 11a0JIOHE B M0JIE «3aroj0BOK» BMECTO CJIOB
«HoBas ¢popmay BriuiuTe Ha3BaHue aHKeThl. Huke BeIOepuTe TEMY
odopmienus Bameit anketsl. Haxkmute «OK» (puc. 24).

Y Be/GepuTe HAIBAHIE W TeNY
Sanoce: TTEYI
covan | +
Towa Mo yuonssimg
;- \ Yo
'.’? o\‘
é ‘ aba
Y -
| - I
Sungle Torm :
i w pT—— r—
Pn
n Uraeema v’ Taxa3585T B H0B=AX BCpuax

Puc. 24. Coznganue ¢popmbl

3. B none «Onucanue GopMb» pazMecTUTe 001y HHPOPMAIIHIO
00 aHKeTe UM HEOOBITYI0 MHCTPYKIIHMIO TI0 ee 3anoiaHeHuto. Hampumep,
«YBaxaemble poautenu! [Ipocum Bac oTBeTUTH HAa BOIPOCHI AHKETHI,
KOTOpast MPOBOAUTCS C 1IeTbI0... Cracubo 3a COTPYTHUYECTBO!».

4.  Hanwummwre nepBblil BONPOC, T.K. ISl HETO YK€ MOSBUIIACH
3arotoBka (puc. 25).
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Dopma 6e3 HazBaHUA

Bonpoc fe: saroncera

OfMe W3 CIMLRS » Nepaiitn Ka crpannuy oreera

Puc. 25. I11a0ioH aHKETHI

5. B none «Bonpocy 0e3 3aronoBka Bnumute caM Bonpoc. [lone
«IlosicHeHue» SABIAETCS HEOOA3ATEIbHBIM, HO OHO MOXKET COJEPKATh
WHCTPYKILMIO IO OTBETY Ha Bamr Bonpoc. Hanmpumep, k Bonpocy «DHO»
MOKET ObITh HHCTPYKLHS «YKaXUTE (PaMIIINIO, a TaKKe 0€3 COKpaleHun
uMs 1 otuectBo. Hanpumep, MBanos Ban MBanoBHY.»

6. Jlaymee BeiOepuTE TUIT BOIPOCA:

— TEKCT — CO3JaCT HEOOJIBIIOE TEKCTOBOE I0JIE, B KOTOPOE PECIIOHIEHT OyAeT
BIIMCHIBATh KPATKUI OTBET;

— TEKCT B BU/JIE ab3alia — cO3/1acT TEKCTOBOE MOJI€, B KOTOPOE MOXKHO ITUCATh
Pa3BEPHYTHIN OTBET;

— OJIUH M3 CIIMCKa — CO3JaeT BOIIPOC C BO3MOXKHOCTHIO BhiOopa O/JHOI'O
BAapUAHTA U3 HECKOJIBKHX;

— HECKOJIBKO M3 CIIHCKA — BOIPOC ¢ BO3MOXKHOCTBIO BEIOOPA HECKOJIBKIX
BAapUAHTOB U3 IIPEIJIOKECHHBIX;

— BBINAJAIOIINN CIIMCOK — CO3JaCT PACKPBIBAOLIUICS CIIMCOK, U3 KOTOPOIO
PECIIOHJIEHT MOKET BBIOpATh TOJBKO OJIMH BapUAHT OTBETA;

— IIKaja — CO34acT IIKaJy OLIEHUBAHMS, HY’KHO TOJIBKO 3a/1aTh TPAHULIbI
OLICHOYHOM IIIKaJIbl;

— CEeTKa — Ta *e IIKaJla, HO TOJbKO B BUJIE€ TAOJIUIBL, T.€. €CTh BO3MOXKHOCTb
OLICHMBAHUS 110 HECKOJIBKUM IapaMETPaAM.

7. Tlpexne yeM HaxaTh KHONKY «['0TOBO», moaymaiTe, HYXHO JIU
c/eNaTh 3TOT BONpPOC 00s13aTenbHbIM? Eciy 1a, TO MOCTaBbTE COOTBETCTBYIOIIMIA
(braxoK psAIOM ¢ KHOMKOHN «I 0TOBOY.

8. B mpaBom BepxHEM yriy KaXJOro BOINpOCA HAXOASTCS 3 KHOIIKH,
KOTOpBIE TO3BOJIAIOT: PENAKTUPOBATH BONPOC, CO34aTh €r0 KONUIO W YIAJUTh
Bonpoc. «PegaktupoBaHue»: 4TOObI OTPEAAKTUPOBATH CYLIECTBYIOLIMN BOIPOC.
«I3MeHUTh» cIpaBa OT COOTBETCTBYIOIIETO BONpOCa. «YAaJ€HHUE»: 4YTOOBI
YAAIUTh BOIPOC, HAKMHUTE KHOMNKY «YaJuTh» CIpaBa OT COOTBETCTBYIOLIETO
Bonpoca. «KonupoBanue»: 4ToObl OBICTPO CKOMUPOBATH BOIPOC, HAXKMUTE KHOIKY
CkonupoBath CIipaBa OT COOTBETCTBYIOLIETO BOIIPOCA.
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9. PenmaktupoBaHre BTOPOTO BOMPOCA OTKPHIBAETCS KHOMKOU «VI3MEHHUTH.

10. JloOGaBuTh HOBBIE BOMPOCHI MOXXHO KOMaHI0N «J[00aBUThH 3JI€MEHT» B
HIDKHEH 9acTH OKHA.

11. TTocne odopMIIeHHS BCEX BOIPOCOB MOYKHO HACTPOUTH TEKCT COOOIICHMS,
KOTOPBIH TOSBUTCS Ha JKpaHE ITOCJIC 3alOJHEHUS PECIOHACHTOM aHKeThl. J[is
3Toro B moje «TeKCT MOATBEp)KICHUS» BIHIIUTE cooOmeHne. Hampumep:
«bnaromapum 3a otBeThI!» (puc. 26).

Oreer sanucau

v MNokaasigars CCLINKY ANA NOBTOPHOrO 3aNONHEHNA GopMb!
OnyBnukoBarts U CO3AaTL CCLINKY HA Pe3ynNbTaTel onpoca

Paspewnrs pecnoHAeHTaM HIMEHATL OTBETLI Nocne 0TNPaBkn

Puc. 26. OxHo HacTpoiiTe TEKCTa COOOIICHUS

12. Korma asnkera OyJeT TMOJHOCTBIO TOTOBa, HEOOXOIUMO
OTHPABUTH €€ PECIIOHICHTaM. JTO MOKHO CJIeJIaTh IByMsI CIIOCOOaMM:

— HaXMmuTe KHOMKY «OTIPaBUTh» BBEPXY CTPAHUIIBI U YKAKUTE ajipeca
AJIEKTPOHHOM MOYTHI IMOJIH30BaTENIEH, KOTOPBIM TPEOYETCS OTIPABUTh JAHHYIO
hopmy;

—  HaXMUTE KHOTIKY «OTKPBITH GopMy»

OnHa HaxoauTCs B BEpPXHEM MEHIO peaakTopa ¢popmbl. OTKPOETCS OKHO C
rOTOBOM aHKETOM, CKOIMMPYHTE CCBUIKY U3 aIpeCHON CTPOKH, U BCTaBBTE €€ B
MMCHMO WJIM Ha CTpaHUILy caiita uim 6mora. [1o aToit cceuike Barmna ankera
OTKPOETCS ISl 3aITOJTHEHUS.

13.  OTBeTHl YY4aCTHUKOB aHKCTHPOBAHUS MOXHO XPaHHUTh B TAOJHIIC WIIN
HemocpeACTBEHHO B ¢opme. Tabnuia Mo3BOISET BUIAETh HMX IMOJHOCTHIO B
XPOHOJIOTHYECKOM TIOpSiAKE MO Mepe mnoctyrieHus. OTBEThI, 3amnucaHHbIE B
dbopmy, OyayT moctynHbl B Buje CBOAKH. COXpaHUTE OTBETHI B BHJIE TAOJUIIBL.
Haxxmute Ha xHONKy «CoxpaHsATh OTBeTh» B nmanoroBoMm okHe «CoxpaHeHue
OTBETOB» MOKHO CO37aTh HOBYIO TaOJUIly JJIsl 3alMCU OTBETOB M MPUCBOUTH €il
mo0oe Ha3BaHue. Takyke MOXKEHO YCTaHOBUTH (uiaxkok «Bcerna co3naBaTh HOBYIO
TaONHITy», €CIIM XOTUTE XPaHUTh OTBETHl Ha Bce Oymymiue ¢GopMmbl B TaOIHIIax.
Kpome Toro, oTBEThl MOKHO 3aIMCHIBATh HA OTACJIbHBIN JUCT B TEKYIIEH TabuuIie.
Haxxmure Ha «HOBBIM 5UCT cymiecTByromeld TaONULbL...» W 3aT€M KHOIKY
«Bw1OpaThy. [ToSIBUTCS CTIMCOK SJIEKTPOHHBIX TAOJHII. Y CTAHOBUTE (PIIASKOK PSIOM
C HY)XKHBIM (haityioMm U HaxmuTe BpiOpars. B Tabnuile mosBUTCS HOBBINA JTUCT IS
cOopa OTBETOB.

14. Korpma Tabiuia BbiOpaHa, kKHOMKa «COXpaHSTh OTBETH» Ha IMAaHEH
WHCTPYMEHTOB, 3aMeHsieTcsi Ha KHOmNKY «IIpocmoTpers oTBeThl». Haxkmute ee,
4TOOBI OTKPBITH PE3YyJIbTAThl ONpoca (WU BOWIUTE B TaOIUIly Yepe3 MeHIo J[ucka)
(puc. 27).
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AHkeTa

@aiin lpaeka Bua Bceraska Orteetwl (0) Cnpaska

| 2B | Tema... MpocMoTPEeThL OTBETHI 'g‘ OTKpbITL hopmy
(<o)

Puc. 27. Ilanens MHCTPYMEHTOB

15. Jlns pemaktupoBaHusi ompoca, Ha cBoed crpanHuuke Google [lucka
HalIuTe ero Ha3BaHMWE U MEPEeHIUTEe O CChUIKE B CO3/aHHYIO BaMHu aHKeTy. OHa
OTKpOETCS B pEXKUME PEAAKTHPOBaHUSA. B 3TOM ke pexknMe MOKHO MPOCMOTPETh
OTBET, Ha)kaB, COOTBETCTBEHHO, KHOMNKY «IIpocMoTpers oTBeTHI». OTKpoOeTcs
TabJIMIA C OTBETaMH.

16. JImst paboThI ¢ TaONHIICH OTBETOB MPEAYCMOTPEHA BO3MOYKHOCTb:

— HMIIOPTUPOBATh U AKCIOPTHPOBATh AaHHbIe B popmate XLS, CSV, TXT
u ODS (u sxcnoptupoBats B popmate PDF u HTML),

— HCIOJb30BaTh MHTYUTUBHO TMOHSATHYIO HABUTAIMIO M PElaKTHPOBAHUE,
KakK B JIIOOOM OOBIYHOM JIOKYMEHTE WJIM TaOJIUIIE,

— HKCIHO0Jb30BaTh (OPMATUPOBAHUE U PEAAKTOP (GOpMYIN B TAOJIMUILAX, YTOOBI
MOJICYMTHIBATH PE3yIbTAaThl M HACTPAUBATH BU]I JAHHBIX.

IIpakTnueckas padora Ne 10.
Co3naHue npe3eHTANNH € HCNO0JIb30BaHHEM IA0JI0HOB O opMIeHUA

1.C nomompto cepBuca Google Jlucka cozmaiiTe aHKETy IS
OJTHOTPYIIIHUKOB, COJEpXKAIlyl0 HE MEHee JECITH BOIpocoB. Mcronb3yiite
BOIIPOCHI Pa3HOTO THIIA.

2. OTBeThTE Ha BOMPOCHI AHKEThl CaMHU WU OOpaTUTECh K JPYTUM
y4acTHUKaM JiJIsi 3amoyiHeHusi Bamedt aHkeTbl: TpeOyeTcss He MeHee 3
PECIIOHJIEHTOB.

3. [locne 3anmonHenust Bameil aHkeTsl ApyruMu ydacTHUKamu (uiau Bawmm)
MPOCMOTPUTE CBOJIKY OTBETOB.

Jnst aToro cHavana yoeauTech, YTO aHKETY 3alOJHWIM OPYTHe€ YYaCTHUKHU.
Hanpumep, OtBeThI(4) — B CKOOKax yKa3aHO YMCIO 3anojdHeHuil. Pekomenmyercs,
4yTOOBI OTBETOB OBLIO HE MEHEE TPEX.

JHlanee otkpoercsi Tabimma ¢ orBeramu: MeHI0 Dopma/llokazath CBOIKY
OTBETOB.

4. DxcriopTUpyiTe TaAONMUIly, COJEPKAIIYI0 pPE3yJbTaThl aHKETUPOBAHUS
(otBethl Bammux xomer), B dopmare Excel mwnu PDF. Dto MoxHO cnenaTth C
nomoibio komauapl: Daiin/Ckavats kak Excel unu PDF.
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IIpakTnueckas padora Ne 11.

HUcnonb3oBanue cucrem nposepku opdorpaduu u rpammatuku. Co3ganne KOMIbIOTEPHBIX
nyo0JIMKAUMii HA OCHOBE UCMOJIb30BAHNS FOTOBBIX MIA0JI0HOB. TexHO010TUs1 00Pa00OTKH TEKCTOBBIX

AOKYMEHTOB.

I_[e.m,: MMO3HAKOMHTECS ¢ 0A30BBIMH 3JIEMEHTAMH 3J'ICKTpOHHOI‘/'I Ta6J'II/II_IBI, 3HAaTb THUIIOBBIC
TEXHOJIOTHYECKHUEC OII€palluu C s4yelikaMH U OJI0OKaMu sTUeeK U HAaYYUTLCA UX BBIIOJIHATD.

TeopeTuyeckue cBeleHUs

Onextponnas tabmuna (OT) — camas pacmpocTpaHeHHass U MOIIHAs HH(OPMAIOHHAS
TEXHOJIOTHS s TpodeccHoHambHOM paboThl ¢ naHHbiMH. [[ns ynpasnenus DT cosmaHbl
CHelHaTbHbIe TPOrPaMMHBIE TPOAYKTHI — MAbOaUUHbIE NPOYECCOPbI.

I'maBHOE nocTouHcTBO DT — ee IUHAMU3M, T. €. BO3MOKHOCTh MTHOBEHHO I1€PECUUTHIBATD
BCE JIaHHbIE TaONUIbI, CBSA3aHHbIE (DOPMYIHHBIMU 3aBUCUMOCTSMHU, NP U3MEHEHUM 3HAYCHUI
T1000r0 omnepaHa.

ba3oBbIM 351eMEHTOM 3JEKTPOHHOM TaONHIIBI SBISETCS sUelika, KOTopas oOpasyercss Ha
nepecedeHre CTPOK W cTonOIoB Tabnuibl. Kaxaas suelika UMeeT ajapec, KOTOPBIH 3alaeTcs
3aroJioBKoM crosiona (obo3Hawarorcss OykBamm A, B, C...) u HOMepa cTpoku (3amarorcs
uugpamu). Aapec BbIICICHHOMN SUEHKH [10Ka3aH B [10JIE UMEHH.

COBOKYITHOCTh SY€EK COCTaBJIICT pabounii ymcT. Pabouwii TUCT MAaKCHMAalbHO MOXET
uMeThb 256 cTosI010B 1 65536 cTpoK.

CoBOKYMHOCTH pabouux JTUCTOB 00paszyeT Pabouyto kaury. Kaxkgas pabouast KHUTa MOXKET
MMETh MaKCUMYyM 256 JTUCTOB.

B sueiiky MOHO BBOAUTH OAMH U3 TPEX TUIOB JJAHHBIX: TEKCT, YKCIa U (POPMYJIBL.

UtoObl BBECTH JIaHHBIE B SYCHKY, CHayalla €e HYy)KHO aKTHUBH3UPOBATh, IIETKHYB MO HEl
MbIIblo. JKupHasi pamouka CBUAETENBCTBYET O TOM, YTO sU€liKa aKTUBU3UPOBaHa M B Hee
MO’KHO BBOJIUTH JaHHBIE.

BBoj maHHBIX B SMEMKY 3aKaHUMBAETCSI OJJTHUM U3 CIEIYIOIINX CIIOCOOOB:

e paxarueM kinasumu ENTER];

® [IeJTYKOM IO KHOIIKE BBox;

® [epexoJ0M B JIPYI'yIO sUeHKy MO INeNTYKy MblmM, no kmasume [TAB| mwim mo
KJIaBUIIaM YIPaBJIEHUS KypCOpOM.

ABTO3aIlOJIHEHUE — aBTOMAaTMUYECKOE 3alOJHEHUE psla sYeeK IOCIEA0BATEIbHBIMU
JIOTMYECKH CBS3aHHBIMU 3HAUEHUSIMHU.

Hanpumep, BBecTH B OJHY U3 SU€EK sAH6Apb W TOTSAHYTHh MBIIIBIO BIIPaBO 3a MapKep
3anonHeHus. Ha3zBaHus MecsiieB nosiBATCs BO Bcel cTpoke (puc. 1).

laHeape  DeEpaNE MapT anpenk

MapKep 3ano/IHeEHUA

Puc. 1. IIpumep aBTO3anonHEeHUs
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Sdeiiku pabouero JIMcTa UMEIOT 3a/IaHHBIA (popMaT, KOTOPHIH yCTaHABIMBACTCS KOMaHIOM
@opmam/Hyetiku NI KOMaHIO0W KOHTEKCTHOTO MEHIO Popmam sAyeek. DTU KOMaH/Ibl HIMEIOT HE
CKOJIBKO BKIANOK: Yucno, Buipasnusanue, [llpugm, I panuya, Buo, 3awuma.

1. Bkuaaka Yuciio — 3aaet ¢popmatsl MpeICTaBICHIs JaHHBIX B sSTYCHKe:

e (Obwuu — obecneunBaeT OTOOPAKEHHE YHCIOBBIX M  TEKCTOBBIX JaHHBIX
IIPOU3BOJILHOU THIIA;

®  Yucnosotl — BKIIOYACT (PPl M CUMBOJIBI-PA3ICTUTENN: JECATUYHAS TOUKA, IPOLEHT
3HaK MaHTHCCBI, 3HAK YHCIIA, KPYTJIble CKOOKH, IeHe)HOe o0o3HadeHue (p. win $);

®  Jleneoichviti N PUHAHCOBbIL — TSI OTOOPLKEHHS JICHSKHBIX BEJIUYMH;
® Jlama/épems — NJisi OTOOPAXKEHUSI IaThl ¥ BDEMEHH B BEIOPAaHHOM (hopMare;

® [Ipoyenmuwili — NJiA BBIBOJIA YHUCEN, IpPEABAPUTEILHO YMHOKeHHBIX Ha 100, c
CHUMBOJIOM IIPOIICHTA;

®  JIpobHwiii — 715 BBIBO/IA IPOOHBIX YHCENT;

®  DOxcnoHenyuanvHulii — ISl BBIBOAA YHCEN B SKCIOHEHIUAIBHOM (opMaTe, Halpumep
1,65E+044;

®  Texcmosblil — OCIE0BATENHLHOCTh OYKB, U(P, CIICIIUATBEHBIX CHMBOJIOB;

® JlononnumenvHulli — HECTAaHJAPTHBIE JONOJIHUTEIbHBIE (POPMATHI, HAIIPUMEP HOMEP
TenedoHa, MOYTOBBIN UHJIEKC U TIp.

® Bce ¢popmamsl — nokaszwiBaeT Bce umeromuecs B Excel hopmatsr.
2. Bxnanka BelpaBHUBaHHe OTIpeICIIsCT:

® BuipasHusanue — CIOCOO BBIPABHUBAHUS JAHHOTO B sY€iike MO TOPHU3OHTAIH (IO
JICBOMY WJIM TPaBOMY Kparo, MO 3HAYEHHIO, M0 IEHTPY BBIACICHUSA, 110 UEHTPY, MO IIHPUHE, C
3aI0JIHEHUEM) WU TI0 BEPTHKAIH (TI0 HUKHEMY WJIM BEPXHEMY Kpato, M0 LIEHTPY WM BBICOTE);

® Omobpadicenue — ONPENENAET, MOXKHO JIM NEPEHOCUTh B SYEHKE TEKCT MO CJIOBaM,
paspeliaeT wiu 3anpemaer o0beAMHEHNE TYEEK, 3a/1aeT aBTON0A00p MIMPUHBI SYEHKU.

3. Brxmagka Hlpu¢t — u3menser mpudrt, HauepTaHue, paMmep, IBET, MOAUYECPKUBAHNEC H
3¢ (PeKThI TEKCTa B BBIJCIICHHBIX STYCHKaX;

4. Bxnaaka I'panmuma — co3gaer pamku (oOpamiieHHE) BOKPYT BBIACICHHOTO OJIOKa
AYEEK;

5. Bkuaaka Bua — mo3BoJsieT 3a/1aTh 3aKpackKy siaeku (LBET U Y30D);

6. Bxnaaka 3ammrTa — ynpaBiseT CKpbITHEM (opMyl U OJOKHPOBKON sueek (3amper
pPEIaKTHPOBAHUS JTaHHBIX siYeeK). Y CTaHABIMBATh 3aIUTy MOKHO B JIFOOOH MOMEHT, HO JIeHCTBOBATH
oHa OyZIeT TOBKO MOCJ€ TOr0, KOI/Ia BBEJEHA 3allUTa JUCTA WM KHUTU C TOMOIIBIO KOMaHJbl
Cepsuc/3awumums aucm.

B omneparnusax 06pabOTKH 9acTO UCTIOJIB3YETCsl HE OTJEIbHAs sueiika, a OJIOK siueekK.

Bbnok — MpAMOYTOJIbHaA 00J1aCTh CMEXHBIX WMJIM HECMEKHBIX AYECK, PACIIOJIOKCHHBIX B
pa3HbIX MECTax.

biokoM sdeek MOXKHO CUHMTATh H CTPOKY, H CTOJ'I6€I_[. TunoBsle TEXHOJOTHUECKHE
orepanuu ¢ 6o0kaMu siueek npezcrasieHsl B Tadnuue(IIpunoxenuel).

IHopsiiok BhINOIHEHHS PA0OTHI

1. 3anycrure Tabmuunbi npoueccop Microsoft Excel.

43



2. CosnaiiTe mpuBEeNEHHYI0 HIKe Tabmuiy. OQopMmuTe €€ ¢ IIOMOIIBIO PaMOK U

3aTCHCHHUSA AYCCK.

300 23 9 3 4 36 31 33 8 2 3
257 23 21 12 4 56 32 45 4 2 1
325 42 13 42 12 47 29 40 9 3

Puc.2 O6pa3zer Tabauibr

3anonnenue maoauyol.

1.1. B sweiiky D1 BBectn Teker «Cenokocos» (6e3 kaBbruek!). B sueiiky E2 - Tekcr «g
mom uucne» (6e3 kaBpruek!). B sueiiku F3, K3, O3 BBecTH OMHAKOBBIN TEKCT «U3 HUX)
(6e3 xaBbIUeK!).

1.2. B caenytomiye S4eiK BBECTH COOTBETCTBYIOIIUI TEKCT, He 00palasi BHUMAHHUS HA
TO, YTO TEKCT He MOMeIlAeTCs B TYeHKH:

A4 HanmeHoBaHME 3eMIICIIONB30BATEIIS
B4 OO011as mIomamgs

C4 IMamrus

D4 Bcero ceHokocon

E4 3aJIMBHBIX

F4 Y IydimeHHbIX
G4 UncThIx

H4 3apocmx

14 ITOKpBITBIX KOUKaMH
J4 CyX0J10JIbHBIX

K4 Y IydieHHbIX

L4 UncThIx

M4 3apocumx

N4 3a00JI04€HHBIX

04 UncThIx

P4 3apocimx

Q4 ITOKpPBITBIX KOUKAMHU

1.3. YcranoButh UIsl siueek 4-ii CTPOKM BBIPABHHBAHHE TEKCTa MO BepTHKaJM. [
9TOrO:
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BBIICIUTH stuekiku ¢ A4 o Q4;

BBIOpATh B KOHTEKCTHOM MEHIO (TIOSIBIICTCS IPU HAXKATHM MPABOW KIIABUIIIHM MBIIIN)
Dopmar SHyeek, 3aknanka BeipaBHuBaHue;

ycraHoBUuTh Opuentanuio tekcra 90 rpaagycos;
HaxxaTh Enter;

HE CHUMas BBIJENCHUs, BbIOpaTh Ha JieHTe I'1aBHas, B paznene f4eliku,komMaHTy
®opmaT/ABTONOAOOP IIMPHHBI ISl YMEHBIICHUS ITUPUHBI BBIJECIICHHBIX SYEEK.

1.4. YcranoBuTh TeKCT «Cernoxocosy 1Mo OCHTPY COOTBCTCTBYIOIIUX CTOJ'I6I_[OB. I[J'IH 9TOTO:

¢

¢

¢

¢

BBIZICINTH stueikiku ¢ D1 mo Q1

BbIOpaTh B KOHTEKCTHOM MEHIO (IIOSIBJISIETCS IPU HAXKATUU MPABOM KJIABUIIW MBIIIHN)
Dopmar SHyeek, 3aknanka BeipaBHuBanue;

YCTAaHOBHUTH BblpaBHI/IBaHI/le Mo HEHTPY

HaxxaTs Enter.

1.5. [lo aHanoruu ¢ MPEABIAYIIAM MYHKTOM YCTAHOBUTBH TEKCT «8 MOM 4ucie» 1O LEHTPY
saeek ¢ E2 mo Q2.

1.6. YcTaHOBUTH TEKCT «u3 HuxX» O MEHTPY stueek ¢ F3 mo 13. J{ns aroro:

¢

L

¢

BBIOPATh B KOHTEKCTHOM MEHIO (ITOSIBJISICTCS IIPH HAXKATUU TTPABOM KIIABHUIIHA MBIIIIH )
®opmar Hueek, 3aknanka BeipaBHuBanmue;

YCTAaHOBHUTH BpraBHI/IBaHI/le 110 TOPU30HTAJIN 110 HEHTPY BbIJIC/ICHUSA,

HaxxaTtb Enter.

1.7. YcTaHOBUTB TEKCT «u3 HUX» 10 1eHTpy sueek ¢ K3 mo M3. [ls storo:

¢

L

L

BBIOpATh B KOHTEKCTHOM MEHIO (TIOSIBISICTCSI TIPH HAXKATUX TIPABOM KIJIABHIIIA MBIIIIH )
®opmart Hueek, 3aknanka BolpaBHuBaHue;

YCTAaHOBUTH BpraBHI/IBaHI/Ie 110 TOPU30HTAJIN 10 HEHTPY BbIJICJICHUSA,

HaxxaTs Enter.

1.8. YcTaHOBUTBH TEKCT «M3 HUX» O LEeHTpY stueek ¢ O3 mo Q3. J{nst storo:

¢

¢

*

BbIOpaTh B KOHTEKCTHOM MEHIO (IOSIBJISIETCS IIPU HA)XKaTUX MPaBOM KJIABUIIU MBIIIIN)
®opmar HAyeek, 3aknanka BolpaBHuBaHue;

YCTAaHOBUTH Bl)lpaBHI/IBaHI/Ie 110 TOPU30HTAJIM IO HEHTPY BbIJACJICHUSA,

HaxkaTs Enter.

1.9. BanmomauTe  cTtpokm  «Depmep 1», «Depmep 2», «Depmep 3»  coriiacHoO
BBIILIETIPUBEAEHHON TaOMIIe-00pa3ily (BKJIIOYas YUCIOBbIE JaHHbIE).

1.10.

Hactpouth mmpuHy KaXa0ro CTOJOIA JUIsi ONTUMAJIBHOTO PACIOJIOKEHUS

COACPKUMOT 0, INEPCTACKUBAA MBIIIBIO I'PAHUILIBI CTOJ'I6LIOB Ha I‘OpI/I30HTaJ'ILHOI71 HHHCﬁKe,
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coaepxarnieii umena crosnonos (A, B, C, ...) umu ABOMHBIM Ha)KaTHEM JICBOW KJIABHUIIH

MBIIIA HA TPAHUILIE CTOJIOLIOB.

1.11.

B nepeuncriennsie HIKE SYSHKH BBECTH cienyroomue (GopMmynsl (Hauunas om

3HaAKA =).

*

¢

N5: =CYMM(05:Q5), nns BBoma (opMylbl  HEOOXOAMMO BBIICIUTH SUYCHKH
05:Q5,3aTeM HaxkaTh KHOIMKY C CHMBOJIOM Y, PACIOJIOXEHHYIO Ha JieHTe ['1aBHas,
3aTeM Pa3MHOXKUTH (HOPMYITy IO CTOJIOIY;

J5: =CYMM(K5:M5), pasmMHO)UTh (popmMyiTy O CTONOIY;
ES: =CYMM(F5:15), pa3MHOXUTH (hOpMYyITy IO CTOJIOITY;

D5: = E5S+J5+NS5, s BBoza GpopMynnbl HEOOXOAMMO YCTaHOBHUTH KypCOp B SYEHKY
DS, BBecTH 3HAK «=»,3aTeM KIMKHYTh MBIIIBIO O s4eiike ES m BBecTH cuMBOI
«+»,3aTeM KIMKHYTH MBIIIBIO 10 sideiike J5 M BBECTH CUMBOJ «+», 3aTe€M KIMKHYTb
MBIIIBIO 10 stueiike NS u Haxats Enter. Pasmuoxuts popmyny mo cronoiy;

B5: =CYMM(C5:D5), pa3MHOXUTE (HOpMYITy 110 CTONOIY;

e B cjIydae HCO6XOI[I/IMOCTI/I HAaCTPOUTH HIUPUHY CTOJ'I6I_IOB.

1.12.
*

¢

BrIpoBHATE BepTUKaIbHBIC HAAIUCH. J[J1s 3TOTO:!
BBIJICJIMTE JTHaIa3oH ssueek ¢ Al mo A4;

BBIOpATh B KOHTEKCTHOM MEHIO (TOSIBIISICTCS TIPH HAXKATUX TIPABOM KIJIABHIIIMA MBIIIIH )
®opmar HAueek , 3aknagka BolpaBHUBaHKE;

MOCTaBUTh MapKepbl HampoTuB mno3unuii OobenuHenune siueek u IlepeHocuTs Mo
CJI0BaM;

HaxxaTs Enter.

MOBTOPHUTH Ty K€ ONEpaIuio i cieayronmx auanazonos: B1:B4, C1:C4, D2:D4,
E3:E4, J3:J4; N3:N4.

Pacuepmumo maodauyy

1.13.

¢

1.14.

Jitst aToro:
BBIZICIIMTH uana3oH sueek Al:Q7,;

BbIOpaTh B KOHTEKCTHOM MEHIO (ITOSIBIISIETCSA MPU HAXKaTUW MPABOM KJIABUIIN MBIIIIN)
®opmart Hueek, 3aknanka ['panuna;

Ha)aTh MBIIIbIO KHONIKY BHyTpeHHue;
BbIOpaTh B mojie TH JIMHUU TBOMHYIO TOHKYIO TUHUIO;
Ha)XaTh MBIIIBIO KHONIKY BHemHue,;
Haxkats Enter.
BBITIOTHUTE 3aIMBKY 3ar0JIOBKOB CTOJIOIOB. J{71s1 aTOTO:

BBIJICIUTH quana3oH sueek Al:Q4;
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¢ BbHIOpaTh B KOHTEKCTHOM MEHIO (TIOSIBIAETCS NMPU HAXKATHH MPABOW KIIABUIIHM MBIIIN)
®opmar Sueek, 3aknaaka Bun;

¢ BBIOpATH IBET M3 MMPETOKCHHON aIUTPHI;
¢ Haxath Enter;
¢ CHSATH BBIJICJICHHE C STUYCEK.

2. CoxpaHuThb JOKyMeHT moa umeHem Labl.xls.

KoHTtposbHBIE BOIIPOCHL.
PopMaTUPOBAHHUE STUEEK.

Kak u3meHuTh HalpaBiieHHUE TEKCTA B siueiike?

Kak BbImoHUATE 0OpamiieHre TabIuIb?

Kak BbIIEIISIIOTCS SUEHKH B CMEKHBIX JHaIla30Hax?
Kak BeIzeIIsSIIOTCS SUEHKH B HECMEKHBIX JUara3oHax”?

ook~ wWwNhE

Kakne ornepanvu NIpUMEHUMBI K 6HOKy syeek?

IIpakTuyeckas padora Ne 12.

Hcnonb3oBanne pa3jiMuHbIX BO3MOKHOCTEN JTHHAMHYECKHX (3JIEKTPOHHBIX) TA0JIHUIL s

BbIITOJTHCHHUSA y‘leﬁHle 3aJaHuM.

I_[e.m, paﬁoTbI — TO3HAKOMHUTBCA CO cHocodamMu CO31aHuA (1)OpMy.]'I, IMOCTPOCHUA
AuarpaMMm, HAYUYUTBCA BBIIIOJIHATL PACUCTHI B EXCE', HCIIOJIb30BaTh IIPpH CO3aHHUH q)OpMy.]'I
8.6COJIIOTHBI€, OTHOCHUTCJIIbHBIC U CMCIIAHHBIC CCBIIIKHU.

Teoperuyeckue cBeieHUs

Brruucienust B 371eKTPOHHBIX TabIUIIAX TPOU3BOAITCS 1O popmyie.
Dopmyna — smo evipasiceHue, onpedensouee blUUCIUMeNbHble OeliCBUSL.

Kak mpasuio, ¢opmyna BKIIOYAeT MEpeMEHHbIE, KOHCTAHThI, (YHKIMU, 00bETUHEHHBIE
3HaKaMu apupMeTHueckux onepauuii u ckookamu. B Excel nepemennsie — 370 ajpeca sueexk.

®opmyJsl B AT Excel HaunnaroTcs co 3Haka paBencrsa!l!!

s coznanust popmyssl HEOOXOAUMO:

Beienuts siueiiky, B KOTOPYIO HY’)KHO BBECTH (HOpMYITY.

Haxxatp xitaBuimy =.

BBectu apryment (HabpaTh C KJIaBHATypbl WK MIETKHYTh MBIIIBIO 11O STYEHKe).
BBectu 3Hak apuMeTnyeckoro AeicTBUsl.

Brectu cnenyrommii apryment. 1 T.1.

o gk wbdhE

3aKOHUYUTH BBOJ (DOPMYIIbI, HA’KaB KJIABUIIY BBOJA.
B ctpoke popmyin oroOpaxkaercst popmyia, a B sueiike — pe3ynbTaT pacueTa 1o 3Tou

dbopmyre.
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dopMyiTy MOXKHO CKOTTUPOBATh uepe3 Oydep oOmMeHa:

1. [TocraButsh Kypcop B kinetky, OTKYIA Oynem KonupoBars.
2. Haxarb KHOIIKY «KONMpOBaTh» Ha MMAHEIN UHCTPYMEHTOB.
3. IToctaButh Kypcop B kietky, KYJIA OyneM konupoBaTh.

4. Haxarb KHOIIKY «BCTaBUTb» Ha IMaHEIN UHCTPYMEHTOB.

Ilpu konuposarnuu (pazmmnoscenuu) gpopmyn npedycmompena ux ABTOMATUHECKAA
HACTPOHKA. Dmo osnauaem, umo o0umn paz 66e0eHHyio popMyLy, HANPUMED, 8 BePXHIOI
AYeliKy cmoadbya, MO’CHO CKONUPOBAMb 8 Opy2ue KIemKU, pacnolodiCeHHble HUxce, npuyem
0003HaueHUsl KIIemOoK, UCNOb3yeMble 8 hopmyne (CCbLIKU), ABMOMAMUYECKU MEHAIOMCA: NpU
KONUPOBAHUU NO GEPMUKANU USMEHSAIOMCS HOMEPA CMPOK, d NPU KONUPOSAHUU NO 20PU3OHMATU
UBMEHAIOMCS HOMepPa CMOIOYO08.

DTOT CepBUC - OJIHA U3 BAKHEHIIINX YePT BCEX CUCTEM DJICKTPOHHBIX TAOJIHII.
Taxue ccoiku na adpec suetixu Hazvisaiomes OTHOCHTEJIBHBIMU.

Kpome komupoBanust uepes Oydep oOmena, B Excel ecTb BO3MOXHOCTH
ABTO3AIIOJTHEHUSA AYEEK. Ecnu BbLIEINTh HEKOTOPYIO SYEHKY, TO B MPAaBOM HHKHEM
yIIy paMKHM €cThb MalleHbKMM uepHbIl kBaapaTuk (Mapkep 3anonHenus). Kypcop, nomas Ha
HEro, MpUHUMaeT (OpMy MaJEHBKOTO 4YepHOro KpecThka. CXBAaTHBIIMCH MBIIIKOH 3a 3TOT
KPECTUK U MPOTATHBASI MBIIIb BHU3, MBI KOMUPYeM (HhOPMYJIbI, a B TYeHKaxX TaOIHIIBI MOSIBIISTIOTCS
pe3yabpTaThl pacyeToB.

2. A6comntoTHble cchlIKU. MMms siueliku

Ecnu npu konuposanuu ¢popmynvl He 001dCeH USMEHAMbCS HOMep CMPOKU U (Uau) Homep
cmonbya, mo neped cOOMEEMCMBYIOUUM HOMEPOM 8 aopece AYeUKU HYICHO NOCMABUN 3HAYOK
«$». Takue ccoinku Hazvisaromes ABCOJTIOTHBIMH.

Yacmo npumenalom He YUCMO OMHOCUMENbHbIE UNU AOCONIOMHbIE CCUIKU, d
CMEIIIAHHBIE, nanpumep, BS1 uru $BI1. Homep, neped xomopwvim He cmoum 3HAK «3»,
Oyoem usmMeHAmMbCs Npu KONUPOBAHUU, a4 MOM HOMep, neped KOMOPuIM 3HAK «$» cmoum,
ocmanemcs 6e3 usMeHeHUs.

YrtoObl B cTpoke (opmynsl okazamack cceuika $B$1, mmm $B1, mim B$1 mocrarouno
LIEJIKHYTh MBIIIBIO 10 siueiike Bl u Haxumars kinasumry F4.

SueiikaM MOXKHO NMPUCBAaUBaTh UMEHA. JTO yJI0OHO MpH padoTe ¢ OONbIINMU TaOIUIIAMH,
KOrja s4eiika, Ha KOTOpPYHO IEJIaeTCsl CChUIKA, HAXOMUTCS HAJIEKO OT OCTalbHBIX SYEEK, U
BCIIOMHUTB €€ aJipec ObIBAeT TPYIHO.

UTo0Bl IPUCBOUTH slUEHKE UMS, HY)KHO €€ BbLIEIUTh, NMEPEUTH B KOHTEKCTHOM MEHIO
(mosiBNAE€TCST TPH HaXaTUW TMpaBOW KJIaBUIIM MbIM)  BbiOpate Mmsa aumanasona. B
OTKPBIBLIEMCSI OKHE KOMITBIOTEp IPEUIaracT BaM BBECTH MMs siuelku. [lo yMomuaHuio - TekcT
U3 cocelHed suyeku. Brl MokeTe coriacuThCsi MIM M3MEHUTh UMs. Mms oroOpaxaercs B
a/IpECHOM I10J1e (I10JIe UMEHHN).

HMst He JODKHO cofAep)kaTh MPOOENoB M 3HAKOB MYHKTYallMW, a TakXKe HauyMHaTbCs C
udpsl. Hanpumep, uMs «kypc nojuiapa» HeJomycTUMOo. MOXKHO UCTIONb30BaTh UMS «KYpC» HITU
«KypC_jioiapay.

HUcnonvzosanue umenu saqetku coomeemcmeyem oeticmeuro abCoNOMHOU CCbLIKU.
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IHopsinok BbINOJHEHHUS PAOOTHI
3aganue Ne 1. OTHOCHTEIBLHEIE H A0COJMIOTHLIE CCHIIIKH.

[ToaroroBsTe TaOIMITY IO 0Opa3ILy.

HauMeHoBaHue Konuw4ecteo
TOBapa 1 2 3 4

1. B sueiiky B3 BBenure «HanmenoBanue ToBapa». B sueiiky C3 «KonuuecTBo».

N

[TpumenuTe K ssUelikaM Hy)KHbBIE CIIOCOOBI BHIPABHUBAHUSI.

3. Tlpumenute K sueiikaM, COIEpKaINM IICHBI, JICHEKHBIA (popMar yucia ¢ pasaeieHueM
Ha pa3psabl U AByMs JECATUYHBIMU 3HAKAMMU.

4. BBeauTe HaMMEHOBaHHE TOBapa U IEHY 3a €AUHUILY, HATIPUMED:

HaumMeHoBaHMe Konu4ecteo
TOBapa 1 2 3 4
CHecT. MNnata 55 80

5. [ns Toro, 4roObI paccuuTaTh CTOMMOCTH TOBApa 3a JABE €AMHMUILIBI, B siueliky D5 BBeaute
dopmyny =C5*D4 (uieny 3a eAMHUILY TOBApa YMHOXKUTh HA KOJIUYECTBO).

6. C moMoIpI0 MapKepa 3aloJHEHUSI pacIpocTpaHuTe (HOpMyITy BIPaBO, YTOOBI MOTYyIHTh
CTOMMOCTbH TOBapa 3a 3 u 4 enuHulbl. CpaBHUTE CBOM PE3yJIbTaT C IPUBEIACHHBIM HIDKE.

HaumeHoeaHue Konnyecreo
TOBapa 1 2 3 4
Cuct. [NnaTa 55 80 111 60 334 B0 | A

MOo’KHO 3aMETUTh, YTO BbIYMCIEHHAs MO0 (GOpMyJie CTOMMOCTh TOBapa 3a TPU €IMHHULIbI HEBEPHA.
Ecnu Bbienuts o1y siueiiky (ES), B Ctpoke ¢opmya nossurcs popmyna (D5*E4). Onnako B
3TOM siueiike noiKHa ObITh popmyrna CS*E4.

B pesynbrate komumpoBaHus (GOpMYJIBI BIPABO HM3MEHWIHCh M CCHUIKHM, a B HAIleM

npuMepe HeoOXOIUMO KaXKIbIil pa3 KOJMUYECTBO TOBApa YMHOXKATh HA IICHY 32 €AMHHUILY, TO €CTh
Ha coaepxumoe stueiiku C5.
B takux ciyuasx, cocTaBisisi opMyITy, IPUMEHSIIOT afcontomusle ccvlaku. [1pu nepeMenieHnn
WIIM KOTIMPOBAHUH (POPMYJTBI aOCOTIOTHBIE CCBUIKM HE M3MEHSIOTCA (sueiika puKCcupyercs), B TO
BpeMsI KaK OTHOCHUTEJBHBIE CCBUIKH (C KOTOPBIMH MBI pabOTad IO CHX IMOpP) aBTOMaTHYECKH
OOHOBIISIFOTCSI B 3aBUCHMOCTH OT HOBOT'O TOJIOXKEHHSI. AOCOIOTHBIE CChUIKH UMEIOT BUI: $F$9;
$C$45. Jns dpukcauu KOOpAUHAT IPUMEHSIETCS 3HaK $.

7. CrnenoBaTenbHO, Ul TOTO, YTOOBI MOJMYYUTh BEpHBIC Pe3yJbTaThl B HALIEM NpUMEpE, B
staeiike D5 Bmecto popmynbr C5*D4 nomxkHa 6biTh popmyna $CH5*D4.
8. HUsmenute 3Ty opmyiy u ckonupyiTe e€ BrpaBo. CpaBHHTE pe3ybTar.
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3aganue Ne 2. UMeHa sigeek.

HauvmeHoBaHME Konu4vecteO

TOEApA 1 2 3 4
CucT. [Mnata 55,80 1116 167 .4 2232

I
Hu:ke B unTepBajie B8 — F8 opopmuTe Tabamny u3 nepBoro 3ajganus:

HavmMeHoBaHue Konuuyecreo

TOEapa 1 2 3 4
CucT. Mnata 55 .80

1. saueiike C10 npucBoiiTe uMs «lI€HaR:

@)
@)

O O O O O

3aganue Ne 3. CMenIaHHbIE CCHLIKH.

ClleJIaNTe AYEUKY aKTUBHOM;

HepeﬁTH B KOHTCKCTHOM MCHIO (HOHBJ’IHGTCH IIpHU HAXKaTHUU npaBoﬁ KJIaBUIITHX

MbIi) Mms quana3sona....

B OTKPBLIBIICMCS OKHC KOMIIBIOTCP IIpEajiaract BaM BBCCTU UMA sueiiku. Ilo

YMOJTYaHUIO - TEKCT U3 cocennen suerku (Cuct miara).

VY nanum 310 ums u BnuieMm [ena. OK.

B agpecnom nose (mosie umenn) nosisuiock Llena.

B sueiiky D10 BBenem popmyny =Ilena*D9

Ckonupyiite GopMyITy BIpaBo.

[Tonyuunu pe3ybTar.

HavmmeHoBaHKMe KonuvecTtBO
TOoBapa 1 2 3 4
CKcT. Mnata 55,80 1116 167 4 22372
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Awbhe

Tabnuua cnoxeHWA
1234 |a|6|7[8]09](1

00 ] | S| | e | | Pl |

—
=

CocraBbTe Ta6111/111y CJIOKCHUA YHUCCII IICPBOTO ACCATKA.

B siueiiky A2 BBeauTe 3arosioBok: Tabmuia cioxeHusl.

Hauwunast, ¢ staeiiku A3 ¢ MOMOIIBIO aBTO3AIOHEHHUSI BBEUTE YHCIIA BIIPABO M BHHU3.
B siueiiky B4 BBeaute hopmyny: $A4+B§3.

Konupyiite Gpopmysty BrpaBo u BHE3. UTO MOTy4HIOCH?

CoxpaHuTe TOKYMEHT o uMeHem Lab2.xls.

a s wdndE

KOHTpOJ'IBHBIe BOITPOCHI
YTo Takoe OTHOCHUTEIbHAS CChIJIKA?

Yro Takoe abCOIIOTHAS CChIJIKA?
Yro Takoe cMeIIaHHas CChUIKA?

A

UTo 3HaYUT «IpUCBOUTH siueiike uMs»? Kak ucnomnbiyercst ums staeiiku?

Puc. Tabnua pe3ynbTaToB TECTUPOBAHUS HCIIBITYEMbIX
KoHTpobHBIE BONIPOCHI.

Kaknmu criocob6amu B SYEHKY MOXHO BCTaBUTH (Popmyiry?
C uero HaunHaeTcs BBoJ popmyin?

C xakumu kateropusmu GyHkuuit paboraer Excel?

Jis yero B popmyiax UCIONIB3YIOTCA (QYHKIUN?
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