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Meroandeckue ykazaHus pa3pabOTaHbl B COOTBETCTBHH C TPEOOBaHUSIMHU
dI'OC BO B yactu cojiep>KaHus U YPOBHS MOJITOTOBKH BBIIMTYCKHUKOB HAMpPaBICHUS
noarotoBku 18.03.01 Xumuueckast TEXHOJIOTHS.

B Meroaumdeckux yKazaHMSX JaHbl PEKOMEHJAIMM TI0 OpraHu3aluu
CaMOCTOSITENIbHON PabOThI CTyACHTA P U3yYeHUU TucUIIuHB « MHpOopMaTrka»
IpU TMOJATOTOBKE KO BCEM BHUJAM 3aHSTHH, CIEJIaHbl yKa3aHUS HAa MOMEHTHI,
TpeOyromue 0co00ro BHUMAHHUA, OMNpPENENieH MOPSIOK TMOATOTOBKM U CHadu
9K3aMeHa U TIPUBEJICH CIIMCOK PEKOMEHTYEMBIX JIUTEPATYPHBIX HCTOYHUKOB.

CocTaBuTeiab noreHT kadeapsl MCOuA Cocun A.N.
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BBenenue

HucuumumHa «HpOpMaTuKa» M3ydaeTcsl CTyIEHTaMHU IO HANpaBJICHUIO MOATOTOBKU
18.03.01 Xwumuueckass TEXHOJOTHs H3y4aeTcss Ha | Kypce, Korma 0Oa30BbIE TEOPETHYECKHE
JUCIUIUIMHBL  CIIELMAJbHOCTH  TNPAKTUYECKH YK€ OCBOeHbl. llpaBunbHOe coderaHue
TEOPETUYECKNX 3HAHUM C TPAaKTHUKOM oOecreunBaeT BBICOKOE KadyecTBO MOJTOTOBKU
BBIITYCKHHUKOB.

B pe3ynbraTe 0CBOCHHS TEOPETHUECKOTO U MPAKTHYECKOT'0 MaTepraia COOTBETCTBYIOLINX
paznenoB aucuuiinabl «HbOpMaTHKa» 00pazoBaTeNbHON MPOrpamMMbl CTYACHT MpUOOpeTaeT
kommeTeHnuu OK-7, OIIK-4, OIIK-5, I[1K-2:

OK-7

3HaTh: MH(OPMALMOHHBIE TEXHOJIOTUH JJISl CAMOOPTaHW3alMM U caMooOpa3oBaHUs B
00J1aCTH 3EKTPOIHEPTETUKH U FIEKTPOTEXHUKH

YMETh: HCIOJNb30BaTh HH(OPMALIMOHHBIE TEXHOJOTUU JJI1 CaMOOpraHu3aluud |
camMoo0pa3zoBaHus

BJIaJICTh: HABBIKAMU MPUMEHEHHU MH()OPMAITMOHHBIX TEXHOJIOTHNA I CaMOOPraHU3aIuu
U caM000pa30BaHUs

OIIK-4

3HaTh: pa3BUTHE COBPEMEHHOTO0 HH(POPMALMOHHOTO OOILECTBAa, OMACHOCTH M YIPO3BI,
BO3HHKAIOIIMX B 3TOM IpOILIecce, OCHOBHBIC TpeOOBaHUA HH(POPMAIIMOHHON OE€30MIaCHOCTH

YMeTh: coOmoaaTh OCHOBHBIE TpeOOBaHMsS WH(POPMAIIMOHHON O€30MacHOCTH, B TOM
YHUCIIE 3alIUThl TOCYAaPCTBEHHON TalHbI

BrnaneTs: moHMMaHHEM CYIIHOCTH M 3HaYCHHsI WH(GOPMAIMK B PA3BUTUU COBPEMEHHOTO
UH(POPMALIMOHHOTO O0IIECTBA, 0CO3HAHUS OMTACHOCTH M YIPO3bl, BOZHUKAIOIIMX B 3TOM IPOILIECCE.

OIIK-5

3HaTh: KaK pelaTh CTaHJapTHBIE 3a/laul NPOo(eCcCHOHATBHONU IeATEeIbHOCTH Ha OCHOBE
UHPOPMALIMOHHON M OHOIHOrpaduuecKkoil KynbTypsl € HpPUMEHEHHEM HWH(POPMALUOHHO-
KOMMYHHUKAITHOHHBIX TEXHOJIIOTMH M C YYETOM OCHOBHBIX TpeOoBaHMH HWH(POPMALMOHHOM
0€30MacHOCTH.

YMeTh: pemiath CTaHAapTHBIE 3a7aud MNpoGEecCHOHAIBHOW AESITENbHOCTH Ha OCHOBE
UHPOPMALIMOHHON M OHOIHOrpaduuecKkoil KynbTypsl € HpPUMEHEHHEM HWH(POPMALUOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJIIOTMH M C YYETOM OCHOBHBIX TpeOoBaHMH HWH(POPMALMOHHON
0e30MmacHOCTH

Brnazners: ciocoOHOCTBIO peniaTh cTaHAapTHBIE 3a4a4u Po(ecCHOHATBHOM AeSITENbHOCTH

Ha OCHOBe UWHPOPMALMOHHOH ©  OubOIMOrpaduuecKkol KylabTypbl C NPUMEHEHHEM



MH()OPMAIIMOHHO-KOMMYHHUKAIIHOHHBIX TEXHOJIOTHH M C YY4E€TOM OCHOBHBIX TpeOOBaHUI
UH(POPMALIMOHHOM 6€30MacHOCTH

[1K-2

3HaTh: AHWINTHYECKWE W YHCICHHBIC METOJBl pEIICHHsS ITOCTaBJICHHBIX 33724,
COBpPEMEHHBIE MH(OPMAIMOHHBIE TEXHOJIOTHH, MPUKIAIHBIE MPOTPaMMHBIE CpeAcTBa chepsl
npodecCHOHATBLHOM ACATEIbHOCTH; CETEBbIC KOMITbIOTEPHbIE TEXHOIOTUH U 0a3bl JAHHBIX B CBOCH
npodecCHOHATBHON 00IaCTH, TaKeThl MPUKIATHBIX MPOrPaMM JIJIs pacdyeTa TeXHOJOTHUYECKUX
napameTpoB 00OpYAOBaHUS

VYMeTh: HCIOIh30BaTh CETEBbIE KOMITBIOTEPHBIC TEXHOJIOTHH M 0a3bl JaHHBIX B CBOEH
npodeCCHOHATBHON 00JaCTH, MAKEeThl MPUKIAAHBIX MPOTPaMM JJIsl pacueTa TEeXHOJIOTHYECKUX
napamMeTpoB 000pyIOBaHUS

BJ'IaI[eTBZ TOTOBHOCTBIO IPUMEHATh aHAIIUTUYCCKUC U YU CJICHHBIC METO/AbI PCIICHU A



O01mas xapaKkTepuCTUKA CAMOCTOATEIbHOI padoThl 00y4Yarierocs

Ha nmepBoM sTane HE0OXOIMMO O3HAKOMHUTHCS € paboyeil mporpaMMoil JUCIUIUIUHBI, B

KOTOpPOM PaccCMOTPEHO COJEp)KaHUE TeM AUCIMIUIUHBI JEKIIMOHHOTO Kypca, B3aUMOCBSI3b TEM

HGKHI/Iﬁ C J'Ia60paTOpHI>IMI/I U NPAKTUYCCKUMHU 3aHATHAMH, TCMbl W BHIBI CaMOCTOSITEIBHOM

paboTsl. Ilo kaxkaoMy BUAY caMOCTOSITENbHOM paboThl MPELyCMOTPEHBI ONpeneaEHHbIe (OPMBI

oTueTHOCTU. Bce BUAbBI CaMOCTOATCIIBHO paGOTBI CTYACHTA IMNpU HUIYYCHHUU JUCHUIIIINHBI

"Uurdopmaruxa" npuBereHsl B Tabmuie «TexHomornmueckas KapTa caMOCTOATEIbHOW paboThI

CTYACHTa».
OObeM YacoB, B TOM YHCJIE
Konst Bun HroroBerit CpencTsa u KoHTaKTHas
peanesyeMbIx | ACATCIBHOCTH MPOAYKT | TEXHONOTHH | b~ patora o Beero
KONeTeHI Uit CTYJICHTOB  |CAaMOCTOSITEIBHOM OIICHKHU
paBoThI npernoaBareneM
1 cemectp
OK-7 OIIK-4 [[TogroToBka Kk Ha CobecenoBanne [12.83 0.68 13.50
OI1K-5 TIK-2 [1abopaTopHoii  |mabopaTopHBIX
pabote paboTtax
MPECTABIISIIOT
OTYETHI,
MOJITOTOBJICHHbBIE
MU B YaChl
CaMOCTOSATEIBHOM
paboTEHI.
OK-7 OIIK-4 |CamoctositenbHoe|KoHCIEKT CobGecenoBanue |12.83 0.68 13.50
OI1K-5 TIK-2 [n3yuenne JIEKIAN.
TUTEpaTyphl
OK-7 OIIK-4 [[TonroroBka x Dk3amMeH Bormpocsr k 38.47 2.03 40.50
OI1K-5 [IK-2 [px3ameny PK3aMEHY
Hroro 3a cemectp|64.12 3.38 67.50
Hroro|64.12 3.38 67.50
Jnst ycmenmrHoro  OCBOCHMSI  TUCIMIUIMHBI, HEOOXOJWMO BBIMIOJHUTH CIEIYIONIUE BHUIBI
CaMOCTOSITENILHOM pa0bOThI, UCIIONB3YSl PEKOMEHTyeMbIe HCTOYHUKHU HH(OPMAIHH
o N PexomeHnyembie HCTOUHUKN UH(OpMAITAN
Ne Bunbl camocTosTenpHOM paboTh y (bopman
/i (Ne uctounmuka)
OcHoBras | JonmonmauTenpHas [MeTtogudyeckas Hurepuer-
pecypch
1 [[oxmroroBka K JIaOOpaTOPHOWM 12 12 1 1234
pabote
2 |CaMocTosATENbHOE H3YUEHHE 12 12 3 1234
TUTEePaTypHI

Onucanue MKAJbI OIICHUBAHHUA

B pamkax pedTHHTOBOM CUCTEMBI YCIIEBAEMOCTb CTYJAEHTOB MO KaXJI0H AUCIUTUIMHE

OICHUBACTCA B XOAC TCKYLICT'O KOHTPOJIA U HpOMG)KyTO‘IHOﬁ aTTeCTaluu.



Texkymuii KOHTPOJIb
PeliTuHroBasi OeHKa 3HAHUM CTYJAEHTA

Cpoxku KonuuecTtBo
Ne /it Bu nesTeIbHOCTH CTYICHTOB
BBITIOJTHEHUS OayToB
1 cemecTp

1 |JTaGoparopuas pabora 1-4 5 35

3 |IaboparopHas pabota 5-9 13 20
Hroro 3a 1 cemecTp: 95

Hroro: 55

MaxkcuManbHO BO3MOXKHBIHN 0asll 32 BeCh TEKYIIN KOHTPOJb YCTAaHABIUBAETCS PaBHBIM 95.
TeKymee KOHTPOJIBHOC MCPOTIPUATUC CHUTACTCA CAAHHBIM, €CJIU CTYACHT IMOJIY4YHJI 3a HCT'O HC
MeHee 60% OT yCTaHOBJIEHHOT'O JJIsl TOT'0 KOHTPOJISI MAKCUMallbHOTO Oasia. PeTHHIOBBIIM
63..]1.]1, BBICTaBJIICMBII CTYACHTY 3a TCKYIICC KOHTPOJIIbHOC MCPOIIPUATHE, CIAHHOC CTYACHTOM B
YCTaHOBJIEHHBIE TPAUKOM KOHTPOJIbHBIX MEPOIPUSITHI CPOKH, OTPEAEIISIETCS CIEAYIOINUM
obpa3zom:

Yposenwv evinonnenus xonmponvnozo Peitmunzoevtii 6ann (6 % om
3a0anus MAKCUMANbHO20 6anna 3a KOHMPOabHOE
3a0anue)
Omauynsii 100
Xopowwuii 80
Yooesnemeopumenvhulii 60
Heyoesnemeopumenvhutii 0

HpOMe)KYTO‘IHaH aTrecranus

[IpomexyTouHas aTTecTanus B popMe IK3aMeHa IIpelycCMaTpUBaeT MPOBEACHNE
00s13aTeNIbHOM YK3aMeHAIMOHHOM npoueaypsl U oneHuBaercs 40 6amtamu u3 100. B cnyyae
€CJIM PeUTUHTOBBIN OAJIJT CTYJEHTA TI0 TUCHIUILIMHE TT0 UTOoraM cemecTpa paseH 60, To
POrpaMMOI aBTOMATHIECKH 100aBIseTcs 32 mpeMUaNbHBIX 0aia U BBICTABIISETCS OI[CHKA
«OTIUYHOY. [1070KUTENbHBIN OTBET CTYACHTA HA IK3aMEHE OLICHUBAETCS PEUTUHTOBBIMU
6amtamu B quamazone ot 20 10 40 (20 < Soks < 40), orienka MeHbIne 20 6aTOB CYMTACTCS

HEYIOBJIETBOPUTEIIBHOM.

[IIkxama cCOOTBETCTBUS PEUTUHTOBOTO OaJljia SK3aMeHa 5-0aJllTIbHON cucTeMe

PeliTuHIOBBIN 02/1J1 IO AUCIHUIIJINHE OneHka o 5-60aJJLHOH cucTEME
35-40 Otimyso
28 - 34 Xopomo
20 - 27 Y 10BIETBOPUTETBEHO

HToroBas olieHKa M0 IUCHUIUIMHE, U3y4aeMOU B OJJHOM CEMECTPE, OMPEAETSETCS 0 CyMMe
O0ayioB, HAOpaHHBIX 3a pabOTy B TEUEHUE CEMECTpa, M OAIIJIOB, MOTYyUYEHHBIX MPHU Cave
JK3aMEHa:

LlIxana nepecuema petimuneco6020 6ALIA NO OUCYUNTUHE
8 OYeHKY no 5-0annvHoll cucmeme

Peitmunzoswtit 6ann no oucuyuniune Ouenka no 5-6annvHou cucmeme
88-100 Omauuno
72-87 Xopouwo
53-71 Yooenemeopumenvro




<53 | Heyoosenemeopumenvro

TunoBbie KOHTPOJIbHbIE 32/IAHUSA WM HHbIE MATEPHUAJIbI, HE00X0AUMbIE IJISl OLlEeHKH
3HAHUM, YMEHHH, HABBIKOB U (MJIM) ONBITA JeATEJbHOCTH, XapPAKTEePHU3YIOLIHMX ITANbI

3HaTh

VMmeTs,
BIAACTh

¢dopmupoBaHuss KOMIIETEH U

Bomnpocsl k 3x3ameny (1 cemectp)
Bomnpocs (3agaua, 3amanue) st IPOBEPKH YPOBHS 00y4EHHOCTH

1. Uadpopmatuka u nHbOpMaTH3aIns 00IIeCTBa
2. [losiBnenue u pazBuTue UHOOPMATHKH, HH(POPMALIMOHHBIE TEXHOJIOTUN

3. MudopmaninoHHbIEe TEXHOJIIOTUH JJI CAMOOPraHU3allluy U caMoo0pa3oBaHus B
001acTH XMMHYECKHUX TEXHOJIOTUI

4. Tlonstre nHGOPMAIIHNH, €€ BUJIBI, CBOMCTBA U OCOOCHHOCTH

5. KonnuectBo undopmanmu. Exunauiibl usmepenus nabopMaiuu

6. MudopmaninoHHbIE TPOIIECCHI

7. Coop unbopmaruu

8. Ilepenaua nHpopmanuu

9. O6paboTka nHbOPMAITTH

10. Hakomuienue nnpopmanuu

11. Cuctemsbl CUUCIICHUS U KOJAUPOBAHUSA

12. KogupoBanue u ¢popMaThl IPEICTaBICHUS YACTOBBIX JaHHBIX

13. Koguposanue u popMmaT npencTaBieHusi CHMBOJIBLHONW HH(POPMALIUH.
14. Apxurektypa u ctpykrypa OBM. Ipunmunsr pon Helimana

15. IlpuHUIKIIBL PabOTHI HEHTPAIILHOTO MIpOIeccopa

16. ITamsate OBM. Busl 3ar1oMUHAIOMIUX YCTPOMCTB

17. Knaccudukamus 9BM

18. Ilepconanpublii OBM: cTpyKTypa 1 0COOCHHOCTD

19. Cucremnas nara

20. Muxkporporeccop. OcHOBHBIE XapakTepucTuku. [IpuHInI paboTh
21. BayTpennue 3anoMuHaronme ycrpoctsa. [Ipuaiun paboTsr

22. BaeuHue 3aroMUHalonue ycrpoiicrsa. [IpuHimn paboTsl

23. Bugeocucrema KOMIIbIOTEPA

1. ITepudepuiinpie ycTpoHCTBa IEPCOHATBHBIX KOMITBIOTEPOB.

2. [lonsTue u knaccugukaus nporpammuoro ooecnedenus (I10)

3. OnepanvoHHbIE CUCTEMbI: HA3HAYEHHE U KIIacCHU(pUKaLUs

4. lonstue daiina. Tabmuma FAT

5. OnepanuonHas cucrema MS-DOS

6. [Tonsartue 0a3el JaHHBIX

7. Moaenu naHHbIX

8. PensiinonHbIE CHCTEMBI yIIpaBJICHHS 02301 TaHHBIX M UX XapaKTEPUCTHKU
9. SI3wikm 3ampocoB k 6aze qanHbx SQL 1 QBE

10. Cucrema ympasienus 6a3oii nanuasix Microsoft Access

11. DTansl pemenus 3aga4 Ha 9BM

12. TlonsiTue Mozenu, kiaccuukanus Moaenei

13. Ucnonb3oBaHue MoJieel pu penieHnn 3aaad Ha 9BM

14. UactpymenTtapuii perennst QyHKIIMOHAIBHBIX ¥ BBIYUCIUTEIBHBIX 33129
15. TlonsiTue anroputma



16. CBolicTBa aIropuTMOB

17. CnocoOsl ipeCTaBICHUS AITOPUTMOB

18. ba3oBbie AIrOPUTMHUUECKHE KOHCTPYKIIUHI

19. Uadopmarmonnas 6€30MacHOCTh, CIIOCOOBI U CPEICTBA 3AIIUTHI
uHpopManuu

20. OpraHu3alOHHBIE W MPABOBBIC METO I 3AIUTHI MH()OPMALIUN

21. Obecrnieyenrie 6€30MaCHOCTU U COXPAaHHOCTU MH(pOpMaLIUU B
BBIYHCITUTEILHBIX CUCTE

22. Knaccuduxanus KOMIbIOTEPHBIX BUPYCOB U aHTUBUPYCHBIX MTPOrpamMM

23. 3ammTa nHGOPMAIMK B KOMIIBIOTEPHBIX CHCTEMaX METOAOM KpHUNTOrpapuu

MeToau4yecKue MaTepHaJibl, ONpeaesisiioime Npoueaypbl OleHUBAHUS 3HAHUI, yMeHH,
HABBIKOB U (MJIM) ONBITA eSITeJILHOCTU, XaPAKTEPU3YIOIIUX 3TANbl (POPMUPOBAHUS
KOMIIeTeHIIH I

[Ipouienypa mpoBeacHUsT IK3aMeHa OCYIIECTBISIECTCS B COOTBETCTBUU C [lojokeHnem o
MPOBEACHUU TEKYIIEr0 KOHTPOJISI YCIEBAEMOCTH M  MPOMEXKYTOUHOM aTTECTaluu
oOydJaronuxcsi Mo o0pa3oBaTENbHBIM IIporpamMmaM Bbiciiero ooOpaszoBanuss B CKOY -
mporpaMmaM_OakajaBpHaTa, IpPorpaMMaM CIEIHAIUTETa, IporpaMMaM MarHuCTpaTypsl - B
CK®Y, ITonokeHHeM 0 MPOBEACHUN TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH M TPOMEKYTOUYHOMN
arTecTaliy o0y4aloImmuXcsl 0 00pa30BaTeNbHBIM IIpOrpaMMaM BBICHIETO 0Opa3OBaHMS -
IIporpaMMaM acoUPAHTYPhI, TporpaMMaM opauHaTypsl - B CKDVY,

B sk3amMeHanMOHHBIM OWIIET BKIIFOYAIOTCS 2 TEOPETHIECKUX BOIIPOCa

Jy1st mOATOTOBKY 10 OWyeTy oTBOAUTCS 30 MUHYT

[Ipu moAroTOBKE K OTBETY CTYJEHTY MPEIOCTABISAETCS MPaBO MOJIb30BaHUS
Kanpkynarop

[Ipu mpoBepke MPaKTUYECKOTO 3a/IaHUs, OLIEHUBAIOTCS: MOCIIEI0BATEIbHOCT 1
PaIlMOHAIBHOCTD BBIMTOJHEHUS, @ TAK)KE TOUHOCTh PacueTOB

Texyiuit KOHTPOIJIb 00YyYaIOIIMNXCS MPOBOIUTCS MPENOIaBaATENIMH, BETyILIUMU
nabopaTOpHbIe U MPAKTUYECKUE 3aHATHS 110 JUCHUIUIMHE, B CICAYIONMX (opMax:

-IToaroroBka k naboparopHoi paboTte

-CaMOCTOSITENIBHOE N3yYEHUE JTUTEPATYPHI
Kputepun orieHnBaHus pe3yabTaTOB CaMOCTOSTEILHON paOOTHI:

-Koncnekr nekuuii.

-Ha naGoparopHbix paboTax mpeACTaBISIOT OTYETHI, TOJATOTOBJICHHBIE MU B YaChl
CaMOCTOSITEIIbBHOU PaOOTHI.
npuBesieHbl B DOH/IE OLIECHOYHBIX CPEACTB 10 AUCLHUIUIMHE

IToaroroBka K JeKIHUIM

FHaBHOG B nepnoz[ IIoATOTOBKHU K JICKOWUOHHBIM 3aHSTUAM — HaquTBCH MeToAaM
CaMOCTOATCIBbHOT' O YMCTBGHHOFO pr;[a, CO3HATCJIBbHO paSBI/IBaTB CBOH TBOp‘-IeCKI/Ie CHOCOGHOCTI/I
W OBJIQJIcBaTh HaBbIKAMHU TBOPUYECKOW paboThL. [l 3TOTO HEOOXOaUMO CTpOro CcOOJI0/IaTh
JCITUTUIMHY y9eObl U ToBeeHUs. UeTKoe TIaHUPOBAHKME CBOCTO pab04Yero BpeMEHU U OTAbIXa
SIBJIIETCS. HEOOXOJUMBIM YCIIOBHEM IS YCICIIHON CaMOCTOSITEIbHOW paboThl. B ocHOBY ero
HY)KHO ITOJIOXKHUTH pad04Ke MPOrpaMMbl H3y4aeMbIX B CEMECTPE JUCIIUTLINH.



KaxxnoMy cTyfeHTy clielyeT COCTaBIsATh €XKEHEENbHBIN 1 CEMECTPOBBII MJIaHbl pabOTHL, a
TaKXkKe IUIaH Ha KaxIbld paboumii neHb. C Bedepa Bcerza HaAO paclpenensiTh padoTy Ha
3aBTpaIIHUM AeHb. B KOHIIE Ka)KI0ro JTHS 11e51ec000pa3Ho MOABOAUTE UTOT PpabOTHI: TIIATEIBHO
IPOBEPUTH, BCE JIM BBIIOJHEHO [0 HAMEUEHHOMY TIaHy, He OBbLIO JIM KaKUX-THOO OTCTYIICHHH,
a eciy ObUIH, IO KaKOW MPUYMHE 3TO MPOU30ILI0. HyKHO 0CyIIecTBIATH CAMOKOHTPOJIb, KOTOPBIiA
ABJIIETCS HEOOXOAUMBIM YCIIOBHEM YyCIIEIIHOM yueObl. Eciii 4T0-TO 0CTanoch HEBBIOIHEHHBIM,
HEOOXOIMMO H3BICKATh BpeMs ISl 3aBEPIICHUS ITOW 4YacTH pabOThl, HE yMEHbIIas oObeMa
HEJENBHOTO IJIaHa.

Cnymianie W 3amuch JIGKIIUH — CIIOKHBIM BHJ] BY30BCKOH ayAWTOPHON paOOTHI.
BuumarenbHOE ciyliaHWe W KOHCHEKTHPOBAHWE JIGKIUH MpeAroiaraeT HWHTCHCUBHYIO
YMCTBEHHYIO JIeTeIbHOCTh CTy/ieHTa. KpaTkue 3anuicu JIeKIuil, UX KOHCTIEKTUPOBAaHUE TTIOMOTaeT
YCBOUTH yueOHbIM MaTepuas. KOHCHEKT sBisSeTCS MOJE3HBIM TOTJa, KOTJa 3alucaHO CaMoe
CYIIECTBEHHOE, OCHOBHOE M CJENaHO 3TO CaMHMM CTyAeHToM. He Hajo cTpemMuThesl 3amucarb
JIOCJIOBHO BCIO JIEKIMIO. Takoe «KOHCIEKTHPOBAaHUE» MPUHOCUT OOJIbILIE Bpeaa, YeM IOJb3bI.
3anuch JIeKIMH pPEKOMEHAYEeTCS BECTH IO BO3MOKHOCTH COOCTBEHHBIMU (POPMYIHPOBKAMHU.
KenarenpHo 3amuMch OCYIIECTBISATH HA OAHOW CTpaHULE, a CIEAYIONIYIO OCTaBIIATh MJIs
npopaboTKu y4eOHOTO MaTepuaia CaMOCTOSITEIbHO B IOMAIIHUX YCIOBHSIX.

KoHcrmekt nekmuii mydine moapaslensTh Ha MyHKTHI, maparpadsl, coOIofas KPacHYIO
CTpPOKY. OToMy B OOJNBIION cTemeHH OyIyT crnocoOCTBOBaTh ITYHKTHI IUJIaHA JICKIUH,
IpeUIoKEeHHBIE MpenoaBarensaM. [IpuHunuansable MecTa, onpeneneHus, GopMyIbl U APyroe
CJIEZIyeT COMPOBOXK/ATh 3aMEUAHHMAMH «Ba)KHO», «0CO00 Ba)XKHOY, «XOPOIIO 3alIOMHHUTH» U T.II.
Mo>kHO nenaTh 3TO U C IOMOIIbIO Pa3HOLIBETHBIX MAapKepOB UiU pydek. Jlydie ecnu oHu OyayT
COOCTBEHHBIMH, YTOOBI HE MPUXOJAUJIOCH MPOCUTh HX Y OJHOKYPCHHUKOB M T€M CaMbIM HeE
OTBJICKaTh MX BO BpeMs Jekiuu. LlenecoobpasHo pa3paboTaTh COOCTBEHHYIO «MapKorpaduioy
(3HAYKHU, CUMBOJIBI), COKpalleHus clioB. He numanM OyAeT U M3ydyeHue OCHOB CTeHOrpaduu.
Paboras HaJ KOHCIIEKTOM JIEKIIH, Bceraa HEOOXOAMMO HCIIOJIb30BAaTh HE TOJNBKO Y4eOHUK, HO U
Ty JUTEpaTypy, KOTOPYIO JOMOJIHUTEIBHO PEKOMEHIO0BaJ JIeKTOp. MIMEeHHO Takasi cepbhe3Has,
KpOIOTIHBast paboTa ¢ JEKIIMOHHBIM MaTepPHaIOM MO3BOJIHT TIIyOOKO OBJIAETh 3HAHUSMHU.

IToaroroBka K J1aGOPaTOPHBIM 3aHATHAM

Jln1s TOoro 4ToOBI 1a00paTOpHBIE 3aHATHS IPUHOCUIN MAaKCUMAJIbHYIO M10JIb3Y, HEOOXOAUMO
IIOMHMTB, YTO YIPAKHEHUE U PEIICHUE 3a1a4 IPOBOAATCA IO PACCMOTPEHHOMY Ha JICKLMAX
MaTepHally U CBsI3aHbl, KaK IIPaBUJIO, C I€TAIbHBIM pa300pOM OTENbHBIX BOIIPOCOB JIEKIIMOHHOTO
kypca. Cnenyer NOAYEpPKHYTb, YTO TOJBKO IIOCIE€ YCBOEHMs JIEKLMOHHOIO MaTepuana ¢
OTIpeICIEHHOW TOYKH 3peHUS (2 IMEHHO C TOM, C KOTOPOH OH M3J1araeTcsi Ha JISKIHIX) OH Oyzer
3aKpEIUIATHCS CTYACHTOM Ha Ja0OpaTOPHBIX 3aHATHAX KaK B Pe3ysbTaTe OOCYKICHHS U aHaIU3a
JIEKIIMOHHOT'O MaTepHala, Tak U ¢ TIOMOIIbIO PElIeHUs] MPOOJIEeMHBIX CUTYalHid, 3af1a4. [Ipu 3Tux
YCIIOBUSX CTYACHT HE TOJBKO XOPOLIO YCBOMUT MaTEpHaj, HO U HAYYUTCsS NPUMEHATH €r0 Ha
IPAaKTUKE, a TAK)KE IMOJYYUT JIOMOJHUTENIBHBIA CTUMYN (M 3TO OYEHb Ba)KHO) VIl aKTUBHOM
MPOPabOTKH JICKITUH.

[Ipr camMOCTOATENIBHOM pEIIEHUM 3a/lad HYKHO OOOCHOBBIBATH KaXK/bIil 3Tal pelieHus,
UCXO0Js U3 TEOPETUUYECKUX IOJIOKEHUHN Kypca. Eciii CTyIeHT BUIUT HECKOJIBKO ITYTEH pelIeHus
npobaeMsl (3a7au), TO HY>)KHO CPaBHUTh MX M BBIOpaTh caMblii panoHayibHBIA. [lone3no o
Hayaja BBIUMCICHUN COCTaBUThb KpAaTKU IUIaH pemieHus mnpobiemsl (3amaun). Pemenue
npoOJeMHBIX 33a4 WIM IMPUMEPOB CJEIyeT HM3Jarath MOAPOOHO, BBIYMCICHUS pacHojaraTh B
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CTPOTOM TIOPSIIKE, OTIEJNSIsI BCIIOMOTATeIbHBIC BBIYUCICHHS OT OCHOBHBIX. PemieHust mpu
HEO0XOIMMOCTH HY)KHO COTIPOBOXKJIaTh KOMMEHTAPHSIMU, CXEMaMHU, YePTEKaMU U PUCYHKAMHU.

CrnemxyeT TOMHHUTH, YTO PEIICHHE KaKIOW y4eOHOW 3amadyu JIOJDKHO JOBOJUTHCS JI0
OKOHYATEJIbHOTO JIOTHYECKOTO OTBETa, KOTOPOTrOo TpeOyeT YCIOBHE, W IO BO3MOXKHOCTH C
BBIBOZIOM. [loydyeHHBIH OTBET cienyeT MPOBEPUTH CHOCOOAMH, BBHITEKAIOIIMMHU U3 CYyLIECTBa
nanHou 3amaun. [Tone3Ho Takxke (eciii BO3MOXKHO) peniaTh HECKOJIBKUMHE CIIOCOOaMH B CPAaBHUTH
NIOJTy9YCHHBIC PE3yIbTaThl. Pemenne 3a1a4 1aHHOTO TUTIA HY)KHO TPOJIOJKATh JI0 TPHOOPETEHHS
TBEP/IBIX HABBIKOB B UX PCIICHHU.

IToaroroBka kK NPAKTUHY€CKUM 3aHATUAM

[MonroToBKy K KaxJOMy TMPaKTHUYECKOMY 3aHSATHIO CTYIGHT JOJDKEH HayaTh C
O3HAKOMJICHHSI C METOAWYECKHMMH YKa3aHUSIMH, KOTOpBIC BKJIIOYAIOT COJCpKAHHUE DPAOOTHI
TmwaTtenpHOE NPOAYMBIBAHHE M M3YyYEHHE BOIPOCOB OCHOBBIBAETCS Ha MPOPAOOTKE TEKYIIEro
Mmarepuaiga JIeKIMHM, a 3aTeM M3Y4YeHUs o00s3aTeIbHOM U JIONOJIHUTEIbHON JIUTEpaTyphl,
PEKOMEHIOBaHHYI0 K JaHHOM TeMme. Ha OCHOBe MHIMBUIYaJIbHBIX MPEANOYTEHHH CTYIEHTY
HEOOXOIMMO CaMOCTOATENIbHO BBHIOpaTh TEMY JOKJIaga IO MpoOJieMe W IO BO3MOXKHOCTH
HOJArOTOBUTH 0 HEMY IIPE3EHTALIMIO.

Ecnu nporpamMmoit TUCIMITIMHBI IPETyCMOTPEHO BBITIOJIHEHUE IPAKTHYECKOTO 3aaHuUs, TO
€ro He0OX0IMMO BBIIIOJIHHUTD C YYE€TOM IPEJI0KEHHON HHCTPYKIUH (YCTHO WIIM MUCBMEHHO). Bee
HOBBIE MOHATHUS 0 U3Yy4aeMOM TeMe HEOOXOAMMO BBIYYHTh HAW3YCTh M BHECTH B TJIOCCAPHIA,
KOTOPBIN I11eJIeCO00pa3HO BECTH C CaMOr0 Hayajga M3y4eHHs Kypca. Pe3ymbrar Takoit paboThI
JIOJDKEH TPOSBUTHCS B CHOCOOHOCTHU CTYJIEHTa CBOOOJIHO OTBETUTHh HA TEOPETHUYECKHE BOIPOCHI
CEMMHapa, €ro BBICTYIJICHUHM M Y4aCTUU B KOJUIEKTUBHOM OOCY)XIEHMH BOIPOCOB M3ydaeMOMH
TEMBbI, IPAaBHJIbHOM BBIITOJIHEHUH IPAKTUYECKHX 3a1aHUN U KOHTPOJIbHBIX PaloT.

B 3aBucumocTH oT cofepkaHus U KOJIMYECTBAa OTBEAECHHOIO BPEMEHHU HA U3yUCHHE KaX 10U
TEMBI IPAKTUYECKOE 3aHATUE MOXKET COCTOSTh M3 YETHIPEX-TISATH YacTeH:

1. ObcyxaeHne TEOpPEeTHIECKUX BOIPOCOB, ONPEACICHHBIX IPOTPAMMOM TUCIIUILIIHHEI.

2. Jloknaa /My BBICTYIUICHUE C TIPE3EHTAIMSAMU 110 BIOpaHHOU mpolieme.

3. O6cyxeHne BBICTYIUICHUN IO TeéMe — JIHUCKYCCHSI.

4. BblnonHeHHWE NPAKTUYECKOTO 3aJaHUd C MOCIEAYIOIUM pPa300poM IOJIyYEHHBIX
pe3yabTaTOB WU 00CYXIEHHE MPAKTUYECKOT 0 3a1aHusl.

5. IlogBeneHue UTOrOB 3aHITHS.

[lepBass 4yacTb — 0OOCYXJE€HUE TEOPETHUYECKUX BOMNPOCOB — MPOBOJUTCS B BUJE
(dpoHTaIBHON Oecenbl co BCEW IpyNIoil M BKIIOYAeT BHIOOPOUYHYIO MPOBEPKY IMpEroiaBaTesieM
TEOPETUYECKUX 3HAHUN CTyINeHTOB. [IpumepHas npoomkuTenbHoCcTh — A0 15 MunyT. Bropas
YacTh — BBICTYIUIGHHE CTYICHTOB C JOKJIAQJaMH, KOTOPHIE JOJDKHBI COMPOBOXKIATHCS
NPE3CHTAIMSIMUA C LEJIbI0 YCWJICHUS HArJSAHOCTH BOCHPHUATHS, 1O OJHOMY HU3 BOIIPOCOB
IpakTU4Yeckoro 3aHstus. OO0s3aTenbHBIA 3JEMEHT JOKJIaJa — IMPEJICTABICHUE M aHaIu3
CTAaTUCTHUYECKUX JaHHBIX, OOOCHOBAHUE COLMANBHBIX IOCIEACTBUI JTHO0O0r0 IKOHOMHUYECKOTO
dakTa, sBiIeHUs WM Tporecca. [lpumepHas npopomxutenbHocTh — 20-25 munayT. Ilocne
JIOKJIAJIOB CJeyeT UX 00CyXkIeHne — AUCKyccusd. B Xxoze 3Toro sTamna npakTHYECKOro 3aHSITHS
MOTYT OBITh 33JIaHbl YTOYHSIOIIME BOIPOCHI K ToKJIaauuKaM. [IpumepHas mpogomKUTeIbHOCTh —
10 15-20 munyt. Eciau nporpamMmoi mpeayCMOTPEHO BBIIIOJHEHUE MPAKTUYECKOrO 3a/aHus B
paMKax KOHKPETHOH TeMBI, TO MPENOAaBaATEISIMU ONIPEEIISETCS €ro COAepP KaHUE U JACTCS BpeMsI
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Ha €ro BbINIOJIHEHHE, a 3aMeT uJeT oOcykIeHue pe3yiabTatoB. [logBeneHHEM HTOTOB
3aKaHYMBACTCS MPAKTUIECKOE 3aHSATHE.

B mporecce moAroToBKM K MPAKTUYECKUM 3aHATUSM, CTYACHTaM HEOOXOIMMO OOpaTHUTh
0co00e BHUMaHHUE Ha CAaMOCTOSITENIbHOE M3YYCHHE PEKOMEHIOBAHHON Y4eOHO-METOANYECKOH (a
TaKKe HayyHOH U momynspHoi) nuteparypbl. CamocrosiTenbHass paboTa ¢ ydeOHUKaMH,
y4eOHBIMU TTOCOOUSIMHM, HAYYHOW, CIPABOYHOW M TOMYJSAPHON JIMTEpaTypoH, MaTepHallaMH
NepUOANYECKUX U3MaHuil u VIHTepHeTa, CTAaTUCTMYECKUMHU JaHHBIMU SBJIsieTcsl Haubouee
3¢ (HeKTUBHBIM METOAOM IMOIYYEHUS 3HaHUH, TO3BOJIET 3HAUUTEIBHO aKTUBU3UPOBATH MPOIIECC
OBJIaJICHHS] HHPOPMAIIHEH, CITOCOOCTBYET Oosiee riIy00KOMY YCBOSHHIO M3y4aeMOT0 MaTepHaa,
dbopMupyeT y CTYIACHTOB CBOE€ OTHOIICHHE K KOHKpeTHOW mpolOieme. bonee riybokomy
PACKpBITHIO  BOMPOCOB  CIOCOOCTBYET 3HAKOMCTBO C JONOJHUTEIHHOW JIUTEPATYpOHd,
PEKOMEH/IOBAaHHOM TMpermojaBaTesieM [0 KakIOH TeMe CEMHHApCKOTO WU MPAKTUYECKOTO
3aHATHUSA, YTO IMO3BOJIACT CTYACHTAM NPOABUTL CBOIO HHAUBUAYAJIbHOCTH B paMKaX BBICTYIIJICHUA
Ha JIaHHBIX 3aHATHUAX, BHIIBUTH HIMPOKUI CIIEKTP MHEHUH 10 U3ydaeMoil npolieme.

CamocTosiTe/IbHOE H3yUYeHHe MaTepraa TeM

Koncriektr — nambonee coBepiieHHass u Hambonee ciokHas ¢opma 3anucu. CroBo
«KOHCIIEKT» MPOUCXOJUT OT JIATUHCKOTO «CONSPECtUS», 9To 03Ha4yaeT «0030p, U3NI0KEeHHE». B
MPABUIILHO COCTABIIEHHOM KOHCIIEKTE OOBIYHO BBIJICIICHO CAMOE OCHOBHOE B M3y4aeMOM TEKCTE,
COCpEIOTOUEHO BHUMAaHKE HAa HauOoJiee CYIMIECTBEHHOM, B KPATKHX U YETKUX (POPMYTHUPOBKAX
0000111eHbI BaYKHBIE TEOPETUUECKHE MTOJIOKECHHUS.

Koncrekt mpeacrapisier co00i OTHOCUTENTHHO OAPOOHOE, OCIISIOBATEIHPHOE H3JI0KEHUE
CoJIepKaHusI TIPOYMTAHHOTO. Ha mepBhIX mopax IenecooOpa3sHo B 3amHCAX OJMKe JepKaTbes
TEKCTy, npuberas 3a4acTyl0 K MPSMOMY IUTHPOBAaHUIO aBTOpa. B mampHeimem, mo mepe
BBIPAOOTKH HaBBIKOB KOHCTICKTUPOBAHUS, 3alUCU OYIyT HOCHUTH OoJiee CBOOOIHBIM M CKATHINA
Xapakrep.

KoHcrnekT kHUTH OOBIYHO BeAETCS B TeTpaaud. B camom Hadaje KOHCIEKTa YKa3bIBaeTCs
dbamunus aBTOpa, MOJHOE Ha3BaHUE MPOU3BEACHUS, U3MIATENbCTBO, TOA M MecTo u3naHus. [lpu
[UTUPOBAHUU O0Os3aTeNlbHAS CChUIKA HAa CTpaHUIly KHHUTH. Eciu mmrara B3siTa U3 COOpaHUs
COYMHEHUH, TO HEOOXOAUMO yKa3aTh COOTBETCTBYIOIUH TOM. CieayeT MOMHHUTH, YTO YeTKas
CChUIKA Ha WCTOYHUK — HETMPEMEHHOE TPaBWIIO KOHCIIEKTHPOBaHUS. ECIM KOHCIEKTHUpYyeTCs
CTaThsl, TO YKa3bIBACTCs, TJIC U KOTJ]a OHa OblIa HarleyaTaHa.

KoHcrmekT mozpas3aensercss Ha 4acTH B COOTBETCTBHH C 3apaHee MPOTyMaHHBIM IIJIAHOM.
[TyHKTHI TIJTaHA 3aMMHMCHIBAIOTCS B TEKCTE WJIM HA TOJSAX KOHCIEKTa. [Iucath ero pekoMeHayercs
4eTKO W pa30opuMBO, TaKk Kak HEOpekHas 3aluch C TEYCHHEM BPEMEHH CTAaHOBUTHCS
MAJIONMOHIATHON i ee aBTropa. CyliecTByeT MpaBWIIO: KOHCHEKT, COCTaBICHHBIA isi ceOs,
JIOJI’KEH OBITH 110 BO3MOXXHOCTH HANMCAH TaK, YTOOBI €T0 JIETKO MPOYUTAN U KTO-TUOO APYTOM.

@DopMBI KOHCIIEKTa MOTYT OBITh Pa3HBIMH H 3aBHCST OT €T0 [[EJIEBOTO Ha3HAUCHHS (M3yUCHHUE
Marepraja B LEJIOM WIH TOJA ONpPEACICHHBIM YIJIOM 3pEHHUs, TOArOTOBKAa K JOKJIany,
BBICTYIIJICHUIO Ha 3aHATUU H T.I.), @ TAKXKE OT XapaKTepa Mpou3BeeHHs (MOHOTpadusi, CTaThs,
JOKYMEHT ¥ T.11.). Ecii peds uaet npocto 00 U3I0KEeHUN CoaepikaHusi paboThl, TEKCT KOHCIICKTa
MOKET OBITh CIUIOIIHBIM, C BBIACIEHHEM OCO00 BAXKHBIX TOJOKEHUH MOAYEPKUBAHUEM WU
Pa3TUYHBIMU 3HAYKAMH.

B cnyuae, korqa He OTpaHUYMBAIOTCS TEPEIOKEHHEM COACpKAHMS, a (PUKCHUPYIOT B
KOHCIIEKTE M CBOM COOCTBEHHBIC CYXKICHHS MO JAHHOMY BOIPOCY WIIU JOMOJHSIOT KOHCIEKT
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COOTBETCTBYIOIIMMHU MaTepuaIaMH UX IPYrHUX UCTOYHUKOB, CIEYEeT OTBOJUTH MECTO ISl TAKOTO
pona 3anucend. Pekomenayercs pa3aeanuTh CTPaHULbI TETPAIN IIOII0JIAM I10 BEPTUKAIN U B JIEBOM
YacTH BECTH KOHCIEKT NMPOU3BENICHHs, a B IPABOI CBOM JAOMOJHHUTEIbHbIC 3alIUCH, COBMEILAS UX
10 COZIEP>KAHHUIO.

KoncnexkrupoBanue B 60ibliiel Mepe, 4eM IpyTrue BU/bI 3alUCei, TOMOTraeT BhIpadaThIBaTh
HABbIKM TPABUJIBHOIO M3JO0XKEHHS B THCHbMEHHONW (QoOpMe BaKHbIE TEOPETUYECKUX U
MPAKTUYECKUX BOMPOCOB, YMEHHE YETKO UX (POPMYIHPOBATH U SICHO M3JIaraTh CBOMMHU CJIOBAMHU.

Takum 00pa3om, COCTaBICHHE KOHCTIEKTA TPeOyeT BIyMUYHBOM paOOTHI, 3aTPaThl BPEMEHH U
TpyZa. 3aTo BO BpeMs KOHCIIEKTUPOBAHUSI MPHOOPETAIOTCS 3HAHUS, co3AaeTcs (POH/I 3amucen.

KoHcnekT MoxeT ObITh TEKCTyaJbHBIM WJIM TEMaTHUYECKUM. B TeKcTyaabHOM KOHCHEKTe
COXpaHseTCs JOTHKa U CTPYKTYpa N3y4aeMOro IPOU3BEACHUS, a 3alIUCh BEIETCSI B COOTBETCTBUU
C pacIoyioKEHHEM MaTepuaja B KHUre. 3a OCHOBY TEMAaTHYECKOIO KOHCIEKTa Oepercst He IJIaH
NPOM3BEACHUS, a COJePKAHNE KAaKOH-THOO0 TEMBI HIIU MPOOIIEMBI.

TexkcTyanbHBIH KOHCHEKT JKelaTeIbHO HAUWHATH IOCJE TOT0, KaK BCA KHUTA MPOYUTaHA U
IpoJyMaHa, HO 3TO, K COXKaJICHHIO, HE BCEerja BO3MOXHO. B mepByio ouepenp HE0OXOIMMO
COCTaBUTh IUIaH MPOU3BEJICHUSI MHUCHbMEHHO WM MBICIIEHHO, TOCKOJIBKY B COOTBETCTBUU C 3TUM
IUTAHOM CTPOUTCS AalibHel ast padora. KoHCHeKT BKiIoUaeT B ce0sl Te3UChI, KOTOPHIE COCTABISIOT
ero ocHoBy. Ho, B oTin4me OT T€31COB, KOHCIIEKT COJEPKHUT KPATKYIO 3aITUCh HE TOJIBKO BHIBOJIOB,
HO M JIOKa3aTelbCTB, BIUIOTH 10 (aKTHUECKOro Martepuana. MHaye roBopsi, KOHCHEKT — 3TO
paclIMpeHHbIe TE3UCHI, JOMOJHEHHBIE PACCY)KACHHSIMU M J0Ka3aTelIbCTBAMH, MBICISAMU H
COOOpaKEHUSIMH COCTABUTEIS 3AITHCH.

Kak npaBuio, KOHCIIEKT BKJIIOUAET B c€0sl U BBINKUCKH, HO B HETO MOTYT BOWTHU OTJIEIbHbBIE
MecCTa, IUTUPYEMbIE JOCIOBHO, a TaKXKe (PaKThl, IPUMEPHI, HUQPPbI, TAOJIULBI U CXEMBI, B3SIThIE U3
kHuru. Ciaenyer MOMHUTH, YTO paboTa HaJl KOHCIIEKTOM TOJIBKO TOrJa OyAeT TBOPUYECKOM, Kornaa
OHAa HE OrpaHUYEeHa TEKCTOM H3y4aeMoro rnpousBeaeHus. Hy)kxHO TOMOTHATh KOHCTIEKT JaHHBIMU
U3 JPYTUX UCTOYHHUKOB.

B koHcnekTe HEOOXOOMMO BBLACTATH OTICIBHBIE MECTa TEKCTa B 3aBUCUMOCTH OT HUX
3HAYUMOCTH. MOXXHO  TOJIb30BaThCi  PA3IMYHBIMU  CIIOCOOAMHU:  MOAYEPKUBAHUSIMH,
BOINIPOCUTENIHBIMU U BOCKIIUIIATEIbHBIMH 3HAKAMH, PEIUIMKAMHU, KPAaTKUMH OLIEHKaMH, TUCATh Ha
MOJISIX CBOMX KOHCIIEKTOB CJIOBA: «Ba)KHOY», OUCHb BAXKHO», «BEPHO», «XapaKTEPHON.

B KoHCHEKT MOTyT MOMELIaThCsl JUarpaMMbl, CXEMbl, TaOIHIIbl, KOTOPbIE MPUAAAYT EMY
HaTJISTHOCTb.

CocTaBleHHI0 TEMaTHYEeCKOro KOHCIIEKTa MpeIIIecTBYeT TIIATEJIbHOE H3yuyeHue Bceil
JUTEepaTyphl, MOJOOpPaHHOW HJIsi PACKpBITHUS JAaHHON TeMbl. bbiBaeT, 4yTo Kakas-nmubo Tema
paccMaTpuBaeTCsl B HECKOJBKUX TJaBaxX WM B Pa3HbIX MECTax KHUTH. A B KOHCIIEKTE BECh
MaTepHaj, OTHOCSIIMKCSA K TeMme, OyIeT COCpeOTOYeH B OJHOM MecTe. B IuiaHe KoHCIeKTa
peKOMEHAyeTCs JAefaTh NMOMETKH, K KakKUM HMCTOYHHKAM (BIUIOTh JO CTPAHUIBI) TMPHIETCS
00paTUTHCS AJISt PACKPBITHS BOIIPOCOB. TeMaTHuYeCKHii KOHCIIEKT COCTABISIETCsl OOBIYHO AJISt TOTO,
YTOOBl TNIyO)KE€ H3YUYUTh OMNpPEJEICHHBI BOMPOC, MOATOTOBUTHCA K JOKIANy, JEKIUU WIH
BBICTYIUICHUIO Ha CEMHMHAPCKOM 3aHSITHU. Takol KOHCHIEKT MO COAEP)KaHUI0 MPHOIIKaeTcs K
pedepary, noknany mo M30paHHON TeMe, OCOOCHHO €CIIM BKJIIOYAeT M COOCTBEHHBIM BKJIAJ B
H3y4eHue MPOOIIEMBI.
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IHoaroroBka Kk 3K3amMeHy

DK3aMEHAIlMOHHAS CECCUSl — OYeHb TSDKENbIM mepuoa paldoTbl Uil CTYJCHTOB H
OTBETCTBEHHBIN TPy Ul Ipernonasareneid. ['1aBHas 3amada 5K3aMEHOB — IIPOBEpPKA KayecTBa
YCBOCHHS CONEPKAHNS JUCLIUIUINHBI.

Ha ocHoBe Takoll mpoBepKu oLieHHBaeTcsi yueOHas paboTa He TOJIBKO CTYJEHTOB, HO U
IpenojiaBaTeyeil: Mo pe3yabTaraM 3K3aMEHOB MOXHO CYJUTh M O KauyecTBE BCEro y4eOHOro
npouecca. [Ipy moaAroroBke kK 3K3aMeHy CTYACHTHI IIOBTOPSIOT MaTepraj KypcoB, KOTOPbIE OHU
CJIyIIAIN ¥ U3y4aJH B TEYEHUE ceMecTpa, 0000IIAI0T MMOyYeHHbIE 3HaHUS, BBIICISIIOT TJIaBHOE B
IpeaMeTe, BOCIPOU3BOAAT OOIIYI0 KapTHHY JIi TOTO, YTOOBI SICHEE IMOHSTH CBSI3b MEXIY
OTJIEIIbHBIMU DJIEMEHTAaMH IUCLUIIINHBI.

[Ipn moaroToBke K SK3aMEHaM OCHOBHOE HAIpaBJIEHHWE [al0T IPOrpaMMbl Kypca U
KOHCIIEKT, KOTOpBIE YKa3bIBAalOT, YTO B Kypce Hambosee BakHO. OCHOBHOM MaTepuall J1O0JIKEH
npopabaTeiBaThCss MO Y4eOHUKY, IIOCKOJIbKY KOHCIIEKTAa HEJIOCTaTOYHO [UIl W3Yy4YEHUs
JTUCLUIUIMHBL. YUeOHUK JOJKEH ObITh MpopaboTaH B TEUEHHE CEMECTpa, a Mepes SK3aMEHOM
Ba)XHO COCPENOTOYNUTh BHUMAHUE Ha OCHOBHBIX, Haubosee CI0XKHbBIX pasjenax. [loarorosky no
KKIOMY pa3ziey ciaeayeT 3aKaHUMBaTh BOCCTAHOBJIEHUEM B IAMSTH €TI0 KPAaTKOTO COJEpKaHUs
B JIOTMYECKOM IOCIIEN0BATENBHOCTH.

Jlo »K3aMeHa OOBIYHO MPOBOAUTCS KOHCYJbTALlMs, HO OHAa HE MOXET BO3MECTHUTH
OTCYTCTBHUSl CHCTEMAaTH4ECKOH pabOThl B TEUYEHHE CeMecTpa M IOMOYb 32 HECKOJIbKO YacoB
OCBOMTh MaTepHal, TpeOyroluics K dk3aMeHy. Ha KoHCynpTalMM CTyZIEHT IOJy4aeT JIUIIb
OTBETHl HA TPYyJIHbIE WJIM OCTaBLIMECS HESICHBIMHM BOIPOCHL. Ilonb3a OT KOHCyabTanMu Oyner
TOJILKO B TOM CJIy4ae, €CJIM CTYAEHT J10 Hee mpopaboTaeT Bech Marepuai. Hano yunThcs 3a1aBaTh
BOIIPOCHI, BEIPA0aThIBaTh IPUBBIYKY I10JIb30BATHCS CIIPABOYHUKAMHU, SHIUKIIONEIUIMH, a HE ObITh
Ha VDKIMBEHHH y NPENOIaBaTeNel, KOTOPBIM HE BCETJa MOXKET TYT XK€, «C XOLy» Ha3BaTh KaKoi-
0o ¢axt, ums, codbiTue. Ha sx3aMeHe HYXHO MOKa3aTh HE TOJBKO 3HAHUE MpPEIMETa, HO U
YMEHHE JIOTUYECKH CBSI3HO IOCTPOUTH YCTHBIN OTBET.

[omyuns GumiieT, HaO BAYMAThCS B MOCTABICHHbBIE BOMPOCHI AJISl TOTO, YTOOBI TIPABUIIBHO
NOHATH UX. Hepenko CTyJeHT OTBeUaeT HE Ha TOT BOMPOC, KOTOPBIN IOCTAaBIIEH, WU B IIPOCTOM
BOIIPOCE MILET CKPhITOro cMbicia. He moHsaB Bompoca u He 00ayMaB IJIaH OTBETA, HE CIENYET
HauuHaTh NucaTb. KOHCIEKT CBOEro 0TBETA HAJJ0 pacCMAaTPHUBATh KaK IUIaH KPATKOTO COOOIICHHS
Ha JAHHYIO TEMY U COCTaBIISATh OTBET HYKHO KpaTko. [Ipu 3ToM Heo0X0oAMMO NOKa3aTh yMEHHE
BBIPAXKaTh MBICJIb YETKO U JOXOIYHUBO.

OTBeuaTh HYXXHO CIOKOIHO, YE€TKO, NMPOAYMaHHO, 0€3 TOPOIUIMBOCTH, MPHIEPKUBASICH
3amnMcH cBoero oreera. Ha sx3aMeHax CTy[IeHT NOKa3bIBaeT HE TOJbKO CBOM 3HAHMSI, HO M YUUTCS
BiageTh coboii. [locie oTBeTa Ha OWJIET MOTYT CJIE€IOBATh BOIPOCHI, KOTOPHIE UMEIOT IENBIO
BBIICHUTh TIOHUMaHUE JPYTUX pa3fesioB Kypca, He Bomenmux B Omier. Kak mpaBuio, Ha HUX
MOKHO OTBETUTBH KpaTKO, AOCTAaTOYHO ITOKa3aTh 3HAHHE CYTH Bompoca. YacTo CTyAeHTHI npu
OTBETE Ha JONOJHUTEIBHBIC BOIIPOCHI ITPOSABIIAIOT IOCIEUIHOCTD: HE IIOHAB CMBICIIA TOTO, YTO Y
HUX CIIPAINBAIOT, HAYMHAIOT OTBEYATh U HEPEIKO FOBOPSAT HE MO CYTH.

Crnenyer NOMHUTB, 4YTO HEOOXOIUMBIM YCIOBUEM IPABUIBHOIO PEKUMA pabOTHI B IEPUOJ
9K3aMEHALIMOHHOW CECCHM SIBIISIETCS HOPMAJIBHBIM COH, IIO3TOMY MOATOTOBKA K 3K3aMEHaM He
JIOJKHA OBITH B yIIepO CHY. Y CTaHOBIIEHO, YTO CHJIBHOE SYMOILMOHAIBHOE HAIPSKEHHE BO BPEMs
9K3aMEHOB HEOJIAaromnpHiATHO OTpPaKaeTcs Ha HEPBHOH CHUCTEeME M MHOTHE CTYICHTHI H3-3a
BOJIHEHHI HE CIAT HOYM mepen sk3aMeHamMu. OObIYHO B CECCUIO CTYIEHTY HE 10 0OJIe3HH, Tak
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KaK BCCb OpraHu3m 03a0oueH — caaThb 9K3aMCHHI. Ho »t0 eme He 3HAYUT, 4YTO IIOCJIICACTBHUA

HEIPaBUIBHO OPTaHU30BAaHHOIO TPYAA U YPE3MEPHOM 3aHATOCTH HE CKaXXyTCs nmoToM. [loaromy

KaX/bli CTYyIEHT TOMHHUTh O Ba)KHOCTH PAlMOHAIBHOTO pacHopsiika pabodero IHS U O

CBOCBPCMCHHOCTH CHATHA UJIW YMCHBIICHUSA YMCTBCHHOI'O HAIIPSAXKCHUSA.

Y4eOHO-MeTOANYeCKOEe M HHPOPMALIMOHHOE 0O0ecTiedyeHHue TN CIIUITHHbI

IlepeyeHb OCHOBHOM M JONIOJHUTEJIBLHOM JTUTEPATyPhl, HCOOXOAUMOM 1JIs1 OCBOCHHS

A WD

JUCIHUIUIMHBI (MOYJIf)
IlepeyeHb OCHOBHOI JINTEPATYPHI:

I'ypakos, A.B. Uadopmaruka |l Dnekrponnsiii pecypc : yuebnoe nocodue / I1.C.
Memepsiko / O.U. MemepsikoBa / A.B. I'ypakos. - Tomck : Tomckuii
rOCylapCTBEHHBIN YHUBEPCUTET CUCTEM YIIPABJICHUSI U PaiiOdIEKTpOHUKH, 2015. -
112 c. - Kuwura Haxoaurcs B 6azoBoii Bepcuu IbC IPRbooks.

WNudopmaruka | DnextponHslil pecype : yaedHoe nocodue / [I.C. ynsry / I1.C.
Memepsikos / U.JI. Aprémos / A.B. I'ypakos / O.1. Memepsikoa. - Tomck :
ToMckuli rocyjapCTBEHHBIM YHUBEPCUTET CUCTEM YIIPABJICHUS U
paguosnektponukn, 2015. - 234 c. - Kaura Haxoautcs B 6a30B0it Bepcuu Ib6C
IPRbooks.

IlepeyeHb 1OMOJHUTENBHOM JIUTEPATYPHI:

Memepsikos, I1. C. [lpuknagnas nadopmatuka : yaeonoe nocodue / I1.C.
MemepsikoB ; MuHuCTEpcTBO 00pazoBanus U Hayku Poccuiickoit @enepanun ;
Tomckuit ['ocynapctBennbiii Y HuBepcuter Cuctem YnpaBiaeHUs U
Pamuosnexrponuku (TYCVYP) ; @akynbreT AMCTAaHIMOHHOTO 00ydeHus. - TOMCK :
TYCVYP, 2015. - 130 c. : cxem. - http://biblioclub.ru/. - Bubaworp.: ¢. 121
Memepsikos, I1.C. [Ipuknagnas napopmaTrka INEKTPOHHBINA pecypc : yueOHOe
nocobue / I1.C. MeniepsikoB. - Tomck : ToMCKkuii TOCYAapCTBEHHBIH YHUBEPCUTET
CHCTEM YTpaBJICHUs B paauodyiekTponuku, 2015. - 130 c. - Kaura mHaxogutcs B
6azoBoii Bepcuu IbC IPRbookKs.

IlepeyeHb y4eOHO-MeTOANYECKOT0 00ecreYeHHsI CAMOCTOSITEJIbHOH PadoThl
00y4YaIUXCs M0 JUCHUILINHE (MOIYJIIO)

Meroanueckue ykazaHus 1J1s TaOOpaTOpHBIX PadOT MO AUCIUIIIHHE
«Mudpopmaruka»: st cTyeHTOB Bcex (popM 00ydeHUsT HaIlpaBICHUS MOJTOTOBKH
18.03.01 Xumuueckas texnonorust / coct. A.M. Cocun - HeBunnomsicck: HTU
(pumman) CKOVY, 2019.

Meroanueckue ykazaHusl Uil MPAKTHYECKUX 3aHATHH 110 TUCIUTLIIHE
«Mudpopmaruka»: st cTyeHTOB Bcex (popM 00ydeHUsT HaIrpaBICHUS MOJTOTOBKH
18.03.01 Xumuueckas texnonorus / coct. A.M. Cocun - HeBunnomsicck: HTU
(pumman) CKOV, 2019.

Metoanyeckue yka3zaHHsl Uil CAaMOCTOSTENIbHBIX paboT MO JUCIUILIMHE
«Mudopmaruka»: s cTyaeHTOB BceX GOpM 00ydeHHsI HarpaBICHUS ITOATOTOBKU

18.03.01 Xumuueckas texuonorus / coct. A.U. CocuH - HeBunrombicck: HTU
(pmwman) CKOY, 2019

IlepeueHb pecypcoB HH(POPMALMOHHO-TEIEKOMMYHUKALIMOHHOM CeTH
«/HTEepHET», HEOOXOAMMBIX IJISi 0CBOEHHS AU CHUIINHBI (MOAYJIs1):
http://catalog.ncfu.ru
http://window.edu.ru
http://www.biblioclub.ru
http://www.iprbookshop.ru
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Ilepeuenb HH(POPMAIIMOHHBIX TEXHOJIOTHIi, HCTIOJIb3YeMbIX IPH OCYIIECTBJIEHHHU
00pa3oBaTeIbLHOI0 NpoIecca Mo TUCHUILINHE (MO1YJ/II0), BKJIKOYAS NepeYeHb
NMPOrpaMMHOI0 ofecrniedyeHHs1 1 HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM

[Ipu yTeHuM JeKUMi HCHONB3YeTCsl KOMIBIOTEPHAS TEXHUKA, IEMOHCTPAINN
NPE3CHTAIIMOHHBIX MYJIbTUMEIUIHBIX MaTepraioB. Ha mpakTuueckux u 1abopaTopHBIX
3aHATHAX CTYACHTHI IIPECTABIISAIOT IPE3CHTAINH, TOTOTOBICHHBIE NIMH B Yachl
CaMOCTOSITENIbHON Pa0OTHI.

Hugpopmayuonnsie cnpagounsvie cucmemoi:
Hugpopmayuonno-cnpagounvle u uHGOPpMayuoOHHO-NPABosble CUCMEMDbL, UCNONIb3YeMble NpU

usydyeruu ()ucuunﬂunbl:
1.  http://catalog.ncfu.ru
2. http://window.edu.ru
3. http://www.biblioclub.ru
4.  http://www.iprbookshop.ru
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MUHUCTEPCTBO HAYKU 1 BHICHIEI'O OBPA3OBAHUA
POCCUMCKOU ®EJIEPALINN
denepaabHOE TOCYIAPCTBEHHOE aBTOHOMHOE
o0pa3oBaTeIbHOE YUPEIKICHUE BBHICIIETO 00pa30BaHMS
«CEBEPO-KABKA3CKUI ®EJEPAJIbHBIN YHUBEPCUTET»
HeBUHHOMBICCKHI TEXHOJIOTUYECKUN UHCTUTYT ((usina)

METOJUYECKHUE YKA3AHUS K JIABOPATOPHBIM PABOTAM
10 JUCILIUIUINHE
«MHDOOPMATHUKA»

Hanpasnenue noarorosku 18.03.01 Xumudeckasi TEXHOIOTHS
[Tpodunb moaroroBku: XuMHU4YecKasi TEXHOJIOTHSI HEOPTraHUYECKUX BEIIECTB

KBamudukanusi BBITyCKHUKA — OaKaiaBp

Hesunnowmricck, 2020



MeTtoanyeckue ykas3aHHs NMPEIHA3HAYEHBI IS CTYJCHTOB OYHOW M 3a0YHOHU
dbopm oOyuenuss HampaBiaeHus noarotoBku 18.03.01 Xumuueckass TEXHOJOTHS.
Onu comeprKaT OCHOBBI TEOPUH, MTOPSIIOK TIPOBEICHUS JTA0OPATOPHBIX PabOT U 00-
pabOTKHU JaHHBIX, MEPEYEHb KOHTPOJIBHBIX BOIMPOCOB ISl CAMOIIOATOTOBKU U CITU-
COK PEKOMEHIyeMOH JmTepaTypbl. PaboThl mog00paHbl U PaCIONIOKEHBI B COOT-
BETCTBUM C METOJUKOW M3yuyeHus aucuuiuinibl «Mudopmatuka»n. O6beM u mo-
CJIeI0BATEILHOCTh BBIIOTHEHUS padOT OMPEESIOTCS MPErnoiaBaTesieM B 3aBUCH-
MOCTH OT KOJHMYECTBA YACOB, MPETYCMOTPEHHBIX YU€OHBIM IUIAHOM AUCIUIUIMHBI,
KaK JIJIsl OYHOM, TaK U JIs 3204HOM (hopM 00ydeHHUS.

CocrtaBurenb noneHT kadenpsl MICOuA Cocun A.M.



COILEPKXAHHUE

Beenenue

Jlaboparopnas pa6ota Nel
Jlabopatopnast pabota Ne2
JlaboparopHas padota Ne3
JlabopatopHas pabota Ned
JlaboparopHas pabota Ne5
JlabopatopHast pabota Ne6
Jlaboparopnas padota N7
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Jlaboparopnas padota Ne9
Jlabopatopnas paborta Nel0
JlaGoparopHas pa6ota Nel 1
Bomnpocs! 11t caMmOKOHTPOJIA
Crrcok peKOMEHIyeMOH JINTepaTyphl



BBenenue

Huciumnna «MudopmaTuka» u3ydaercs CTYyIEHTAMH [0 HANpPaBIICHUIO
noarotoBku 18.03.01 Xumudeckas TexHosorusi u3ydaercs Ha 1 kypce, korna 6a-
30BbI€ TEOPETUUYECKUE TUCHUIIIMHBI CHEUATBHOCTH MPAKTUYECKU YKE OCBOCHBI.
[IpaBunbHOE COYETaHHE TEOPETUYECKUX 3HAHUU C MPAKTUKOW 00ECreyuBaeT BbI-
COKO€ Ka4eCTBO MOJATOTOBKU BBIITYCKHUKOB.

B pe3ynbrare 0CBOEHHS TEOPETHUECKOTO0 M MPAKTUUYECKOro Marepuaia co-
OTBETCTBYIOIINX pa3eioB nucuuiuinHbl « MHpopMaTrkay oOpa3oBaTelbHON TPO-
rpamMMebl cTyieHT npuodpetaet komneteHniuu OK-7, OIIK-4, OTIK-5, T1K-2:

OK-7

3HATh: WH(OOPMAITMOHHBIC TEXHOJIOTHH JIJIi CaMOOpraHu3aIiil U caMmoolpa-
30BaHMS B 00JIACTH JIEKTPOIHEPTETUKU U ANEKTPOTEXHUKH

yYMETh: MCTOJB30BaTh WH()OPMAIMOHHBIC TEXHOJOTHUU IJII CaMOOPTaHM3a-
IUU 1 CaMOOOPa30BaHUs

BJIAJI€Th. HABbIKAMHU MPUMEHEHUS MH(POPMALMOHHBIX TEXHOJOTMH Ui ca-
MOOpTaHU3alUNA U CaMOOOpa30BaHMUS

OIIK-4

3HaTh: pa3BUTHE COBPEMEHHOTO HH(POPMAIIMOHHOTO 00IIIeCTBa, OMTACHOCTH U
yTPO3bl, BO3HUKAIOIIUX B 3TOM TPOIECCe, OCHOBHBIE TpeOOBaHUs WH(OpPMAIMOH-
HOI1 Oe30MmacHOCTH

YMeTh: coO0/1aTh OCHOBHBIC TpeOOBaHUS HH(POPMAIIMOHHOW Oe30ImacHo-
CTH, B TOM YHUCJI€ 3alUThl TOCYIAPCTBEHHON TalHbI

BrageTs: moHMMaHWeM CYIIHOCTH W 3Ha4€HHs MH(OpPMAIMU B pa3BUTUU CO-
BPEMEHHOI0 MH(POPMAIIMOHHOTO O0IIECTBA, OCO3HAHUS OMACHOCTH U YTPO3bI, BO3-
HUKAIOUIUX B 3TOM IIpolLiecce.

OIIK-5

3HaTh: KaK pemaTh CTaHIAPTHBIC 3a7a4k TPOPECCHOHATLHOMN NeATeTbHOCTH
Ha OCHOBE MHGOPMAIMOHHON M OuOIHorpaduieckor KylabTypbl C MPUMEHEHUEM
UH()OPMAITMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTHIA U ¢ y4€TOM OCHOBHBIX TpeOo-

BaHUH WH(POPMAIIMOHHOM 0€30MaCHOCTH.



VYMeTh: pemath CTaHIapTHBIE 331a4U MPOPECCHOHATBHON 1eATEeIbHOCTH Ha
OoCHOBe MH(POPMAIIMOHHON 1 OMOIHOrpaguueckoi KyJabTypbl ¢ IPUMEHEHUEM HH-
(dhopMaImOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJOTUH U C YIETOM OCHOBHBIX TpeOOBa-
HUIl HTHPOPMAIIMOHHOM 6€30acHOCTH

Brnageth: cmocoOHOCTHIO pemiaTh CTaHIapTHBIC 3aJa4u MPOodeCCHOHATBLHON
JEeATEIBHOCTH Ha OCHOBE MH(DOpPMAIIMOHHOW U OMOIHorpaduueckoi KyJbTyphl C
npuMEHEHHEM HH(GOPMAIIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTUA U C Y4EeTOM
OCHOBHBIX TpeOOBaHMI MH(DOPMAIIMOHHON 0€30MacHOCTH

[1K-2

3HaTh: aHAIMTUYECKUE W YUCIICHHBIC METOJIbI PEIICHHS MOCTaBICHHBIX 3a-
J1a4, COBpEMEHHbBIE MH()OPMAIIMOHHBIC TEXHOJOTHH, MPHUKJIAIHBIE MPOTPaMMHBIC
cpenctBa chepsl TPOodEecCHOHATBEHON IeATEeIbHOCTH, CETEBBIE KOMITBIOTEPHBIC
TEXHOJIOTUU U 0a3bl JaHHBIX B CBOEH MpodeCCUOHATBLHONW 00JIaCTH, MaKeThl MpH-
KJIQJIHBIX MTPOTPAMM JUISI pacdeTa TEXHOJIOTUYECKUX MapaMeTpOB 000y I0BaHUS

YMeTh: HCTIONB30BATh CETEBBIE KOMIBIOTEPHBIC TEXHOJIOTHHU U 0a3bl JTaHHBIX
B cBOel mpodeccuoHaabHON 001aCTH, MaKeThl MPUKIAAHBIX MPOrpamMM JJis pacue-
Ta TEXHOJOTUYECKHUX TTapaMeTPOB 000PY10BaHHUS

BrnageTrh: TOTOBHOCTBIO MPUMEHSTh AHATUTHYECKHE W YHCICHHBIC METOJIBI

pelieHus



JlabopaTtopnasi padora Nel

OcHOBBI C03/1aHHS TEKCTOBBIX JOKYMEHTOB ¢ momomsio Microsoft Word

Ieab pa6oTsl: u3yunth uaTEpdetic Microsoft Word, crrocoOs1 ero HacTpoii-

KH, OCHOBHBLIC IIpaBHJIa CO3AaHUs U PEAAKTUPOBAHNA JOKYMCHTOB.

1 TEOPETUYECKUE CBEJIEHUA
1.1 O0mue cBegeHus

Buemnuit Bua okHa pegakropa MS Word noka3zan Ha pucyHke 1.

W Microsoft Word - Paaa_mar_WORD.doc (&l

||¥] paan Npaexa Bun Berask= Popmar Cepewc IaGnuua Oxeo 2 — =t Crpoxa McHIO
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[| curpi v TmestewRoman w0 (¥ K 4 EEEE|(SEEEQO-2-A- AN 2 — MHCTPY MCHTOB
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JIMHCHKH 173
VCTAHOBKH MOICH,

TexcTopblii-nponeccop-MICROSOFT: TaOY-1ALHH,
WO RDﬂ OTCTVIIOB
* kpad-Word: Y|
1
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HRACTHIEPAHA, KO TOP2A-C 0 REPX T TAK He-MeHI0, Fak- Paiin, [Tpaera-w Bup, Hacp ofixa: PCAAKTHPOBAHUS
TNEBHOT 0 MEHH* 0CYLECTEILA ETC* TOHHO * T2E 3 &, "Kar-HI0 Dof: gpyr of*BcTpoeHH O na Hem® .
HMHCTPYMEHTOE, "HAIPHM €D, B "TI=EHO C‘Mt}m‘l\'ll]}ﬁHEI‘]'.[DEEBMTB‘H'YHEM'IL'KHUDK[‘I‘}I‘MEHIU. o TL’ KcTa

EniHC IBEHH0E HCKITHNEEH €T IAEHO &' MEHH H &lbaA CKPEITE. |

Mpeee: Sopemenio 0 To0PREAETC A*CIHCOK KOMAHT, * P J0M: C*HEX 0 TOP B KOMAH [Jab H*

oT0 OpaE AI0TC A COOTEETC TEY ML HE MM JHAMH, 4 T0 GR0 Y IPOC THTL JOC TY I CKOMaHE, *

O3 JafTe" JULA'He e KHO[HCY+( C*TeM K e SHASIK 0M) , TIEN ETALIHE 26 Ha* IR EENb HECT) YMERTOR TR H*

OTHPEITOM FHATOr 0B oM oxHe HactpofEa. | IMoaock
I HHCTPY Ty OPA RO AT RonaH ke Word-tax, urol Lirw-bemo - MPOKDVTKH
JETKO HARTH HHC I OE20EATE. - [TaHeMH HHC T Y MEHTOR MO H 0 HAC TPAHBA TE - I0D2EMA TR B B POKP]
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Bl EER »

Ctp. 1 Pamal 14 Ha Z,lcn €T 1 Kon 11 ol TEnal 2l =l g CT]JOKa

COCTOAHHA

Pucynox 1 — Oxno Microsoft Word.

Kypcop o603HauyaeT Mecto, rie OyaeT MosABISATHCS HaOUpaeMblii TEKCT
I'1aBHOE MEHI0 — 3TO CIieIMajbHas TTaHEeNIb HHCTPYMEHTOB, PACTIONIOKEHHAS

B BEPXHEU YaCTHU DKpPaHA, KOTOpas COAEPKUT Takue MeHro, kak dain, IIpaBka n

Bun.

HaCTpOﬁKa rIaBHOro MCHIO OCYIICCTBIIACTCA TOYHO TaK JKC, KaK U JIF000H

JAPYroy BCTPOCHHOW NAHEIW WHCTPYMEHTOB, HAIIPUMED, B ITIABHOE MEHIO MOXKHO

I[06aBJI$ITB U yAaJATb KOMAH/JbI U ITYHKTBI MCHIO. EI[I/IHCTBeHHoe HCKIIFOYCHUC!
rIaBHOC MCHIO HEJIb3s CKPLITh.

[Ipu BBIOOpE MEHIO OTOOpakaeTcs CIHUCOK KOMaHJ. PSI0M ¢ HEKOTOPHIMHU



KOMaH/JIaMH OTOOpaXaroTCsi COOTBETCTBYIOIINE UM 3HAUKU. UTOOBI yIPOCTUTH J0-
CTYII K KOMaH/ie, Co3aiTe JIIsl Hee KHOMKY (C TeM e 3HaYKOM), IIepeTalllB €€ Ha
NaHeJIb THCTPYMEHTOB IIPU OTKPBITOM JIHajaoroBom okHe Hactporika.

ITaHe 1M HHCTPYMEHTOB IO3BOJISIFOT YHOPSIa04nTh KoManasl Word Tak, 4ro-
Obl uX OBUIO JIETKO HATH M HCMONb30BaTh. [laHETM MHCTPYMEHTOB MOXKHO
HACTpauBaTh: OTOOPaXKaTh M CKPHIBATh IAHEJIM MHCTPYMEHTOB, JOOABIATh U yaa-
JSATh KHOIKH, CO3JaBaTh HOBBIE MAHEIU WHCTPYMEHTOB, a TAKXKE U INEPEMEIATh
cymecrtByromue. Hactpoiika maHeneld HHCTPYMEHTOB BBINIOJHAETCS C MOMOLIBIO
nyHkra Hacrpoiika komannas! Ilanesu HHCTpyMeHTOB MeHIO Bua.

JInHelH KU, rOpu30HTAIbHbIE M BePTHKAJbHbIE HCIIOJb3YIOTCA I (hopma-
TUpPOBaHUs ab3ara.

Crpoka cocrossnusas CTpoka COCTOSHUS IPEICTaBIsIET cOO0M TOPU30HTAIIb-
HYIO II0JIOCY B HW)KHEH yactu okHa nmokymeHTa Microsoft Word. B crpoke cocros-
HUSL OTOOPaXKaroTCsl JaHHBIE O TEKYIIEM COCTOSHUM COAEPKUMOIO OKHA U Jpyrue
CBEJICHHUSI, 3aBUCALINE OT KOHTEKCTa YTOOBI 0TOOPa3UTh CTPOKY COCTOSIHUSA, BbIOE-
pute B MeH0 CepBuc koMmanny Ilapamerpsl, oTkpoiite Bkianky Bua, a 3arem
yCTaHOBUTE (IIaXKOK CTPOKY cocTosinus B rpyiie [loka3piBaTh.

Haubonee Ba)XHBIMHU 3JIEMEHTaMHU CTPOKU COCTOSIHUS SIBJISIFOTCS CIIENYIOLINE
DIIEMEHTBI:

C1p. HoMmep - [1loka3pIBaCT HOMEP CTPAHULIBL.

Pa3n nomep - IlokassiBaeT HOMEp pasjesia Ha CTPaHUIIEC, OTOOpakaeMon B
JTAHHOM OKHE.

Homep/uucno - [loka3piBaeT HOMEp CTPAHUIIBI U OOIIEE YMCIO CTPAHUIL HC-
X0 U3 (AaKTUYECKOTO YUCIIA CTPAHULL B JOKYMEHTE.

Ha - Tloka3pIBaeT pacCcTOSTHUE OT BEPXHETO Kpasi CTPAHMIIBI 10 MECTa BCTaB-
KH. DTOT JIEMEHT IPUHUMAET 3HAYECHHUE TOJBKO B TOM CIIydae, €CJIM MECTO BCTaB-
KM HaXOJIUTCS B IaHHOM OKHE.

Cm - IIoka3bIBacT CTPOKY TEKCTA, B KOTOPON HAXOAUTCS TEKCTOBBIA KypCop.
OTOT 3J€MEHT NPUHUMAET 3HAYEHUE TOJBKO B TOM CIIy4ae, €CJIU TEKCTOBBIM Kyp-
COp HaxOJUTCA B JAHHOM OKHE.

Kon - Tloka3bIBaeT pacCTOSHUE B 3HAKaX OT JIEBOTO MOJIA 10 TEKCTOBOTIO Kyp-
copa. OTOT IEMEHT IPUHUMAET 3HAYECHHUE TOJIBKO B TOM CIIy4ae, €CIU TEKCTOBBIN
KypCOp HaXOJUTCS B JAHHOM OKHE.

3AM - Tloka3pIBaeT COCTOSHHME peXuMma 3aMeHbl. J[JI1 BKIKOYEHUS WM OT-
KJIFOUEHHUS peXUMa 3aMeHbl ABax /bl 1ieakHuTe 3neMeHT 3AM. Korna pexum 3a-
MEHBI OTKJIFOYEH, 21eMeHT 3AM OKpalleH B HESIPKUH LBET.

A3eik - 1loka3pIBaeT SA3bIK TEKCTA, B KOTOPOM HAaXOAMUTCA Kypcop. [IBakmbl



MISJIKHUTE 3TOT AJIEMEHT JIJIs1 N3MEHEHHs (popMaTa s3bIKa BBIICIEHHOTO TEKCTA.
1.2 Komanasl

Komanga — 310 mHCTpyKIus, TpeOyromas ot cuctembl WOrd BhITIOTHEHHS
OTIpeIeICHHBIX JIeHCTBHIA. BbIOupaeTcs: oAHUM U3 CIIEAYIOIINX CIIOCOOO0B:

* BoiOpath koMaHay U3 MEHIO

* HaxxaTp KHONKY Ha MaHeId MHCTPYMEHTOB, LICIKHYB Ha HEH C MOMOIIBIO
MBIIIH

* Mcronb30BaTh KOHTEKCTHOE MEHIO, COJEpIKallee KOMaHbI, OTHOCSIIHE-
Csl K BBIJICJICHHOMY OOBEKTY, HCIIOIb3Ys IPABYI0 KHOMKY MBIIIN

Otmena komaHp - [l BbIBOJA CMCKA NEHCTBUN, KOTOPbIE MOTYT OBITH OT-

MEHEHBI, HAKMHUTE CTPEJIKY PAIOM ¢ KHOMKOH OTMEHHTh

[IlenkHuTE NEUCTBUE, KOTOPOE CIEAYET OTMEHUTH. BO3MOXHO, I €ro mouc-
Ka ToTpedyeTcss MPOKPYTUTh CIHUCOK. [Ipn oTMEeHE HEUCTBUSI TaKK€ OTMEHSIOTCS
BCE JICHCTBUS, PACIIOJIOKEHHBIE BBIIIE HETO B CIIUCKE.

JI71s1 TOBTOPHOTO BBIOJIHEHHS MOCJIEAHET0O OTMEHEHHOTO IEMCTBUS HAXKMUTE

KHONIKY BepHyTh
Ecnu nocneanee nelicTBue HEBO3MOXKHO IIOBTOPUTH, HA3BAHUE 3TOM KOMaHbI

meHsieTcst Ha Hemnb3s moBTOPUTD.
1.3 PaGoTa ¢ noKymeHTAMH

OTkpbiTHE HOKyMeHTa — MeHIO Dain komaHga OTKpPBITH (WKW KHOII-

| =&
Ka ), JaJie€ -IIOUCK B OTKprBHIeMCSI OKHC€.

Coznanue HOBOro JOoKyMeHTa - MeHio @aiin komanna Co3gaTh (MM KHOII-
%)

Ka

Coxpanenue noxkymenta. Menio ®aiin komanga CoxpaHuTh (WM KHOII-

Ka = ) win CoXpaHMTh Kak (€CIM HaJl0 COXPaHUTh TEKCT MOA APYTUM UMEHEM
WU B Ipyrom opmare)

B cayuyae HeoOxomumocTu ums Qaiina MOKeT ObITh JOBOJIBHO JJIMHHBIM, CO-
CTOSITh U3 HECKOJIbKUX CJIOB U CIY>KUTb KPaTKUM ONUCAaHUEM JIOKymMeHTa. iMeHa
(aitioB HEe JOJDKHBI COAEPKaTh CIEAYIOIINE CUMBOJIBI: MPABYIO U JEBYIO KOCYIO
yepty (/ u \), 3HaK «0oJjbIIe» (>), 3HaK «MeHbIIe» (<), 3Be310uKy (*), Touky (.),
BOIIPOCUTENBHBIN 3HAK (?), KaBbluku ("), BepTUKaIbHYIO 4epTy (|), 1BoeToune (:)



WJIU TOUYKY C 3aIATOM(;).

3akpbIiTHE JOKyMeHTa - MeHto Daiin komana 3akpbiTh.

Urob6bl HameuyaTaTh TEKYIIMH JOKYMEHT BbiOepute komanay IleuaTs meHIO
dait.

UToOBI IPOCMOTPETH, KaK OYIyT BBHITISAAETH HAalleYaTaHHBIE CTPAHUIIBI, BHIOE-
pute koManay IpeaBapurebHBIA IPOCMOTP MEeHIO DaJ1.

Macmrtad - Macmrab 1oKyMEeHTa MOXHO YBEIWYUTh, YTOOBI TOJIYYUTH TIO-
JIpoOHOE M300pakeHne, WM YMEHbBIIUTh, YTOObl YBUIETh OOJIBIIYIO YacTh CTpa-
HULIBl WJIM JaXX€ HECKOJbKO CTPAaHUI] CPa3y B YMEHBIICHHOM BHJE: IICIKHUTE
cTpesiky y nosis Macmrad, BbIOepUTe HY>KHBIM MacIiTad Wik BbIOEpUTE KOMaHIY
MacmrTa6d MeHo Bug.

1.4 3ananue mapaMeTpoB CTPAHULBI

VYcraHoBka mapaMeTpoB CTPaHUIIbI, 33JalOlIUX BHEUIHUN BHUJ JOKYMEHTA,
ocyuecTisiercss komanaon Ilapamerpsl crpanunbl MmeHio Paitl.

Crpanunia JOKyMEHTa MOXET OBITh OPHEHTHPOBAHA TOPU3OHTAIHHO (aJTb-
OOMHasi OpHMEHTAlMs) WM BEPTUKAIbHO (KHIKHAsg opueHrtauus). OpueHTarus
CTpaHMIIBI U pa3Mep Oymaru (10 YMOJIYaHUIO BhICOTA JUCTa — 29.7cM, mmpuHa —
21 cm) 3agaercs Briaakoi Pazmep 6ymaru okHa IlapameTpsl cTpaHuUIbI.

BepTukanbHoe BhIpaBHMBAHUE TEKCTa HA CTPAHUIIE MPOU3BOJIUTCS C MOMO-
b0 BKiIagku Maker okHa [lapamerpsl cTpaHuibl.

[Tosst cTpaHUIIBI OMPENENSIIOT PACCTOSTHHS MEXKIY TEKCTOM U KpaeM Oymarw.
Teker u rpaduka neyararoTcsi BHyTpHU MOJI€H, a HOMepa CTpaHUI] U KOJOHTUTYJIbI -
Ha MOJISX.

[Tonst JOKyMeHTa MOTYT OBITh YCTAHOBJIEHBI TOYHO € MOMOIIbIO BKiIaaku Ilo-
Jda okHa [TapaMeTpsbl cTPaHMUBI WIH C MOMOILBIO JUHEHKU TIPU IIPOCMOTPE J10-
KyYMEHTa B PEXKHUME Pa3MeTKH CTPaHulbl. 11 M3MEHEHHs NOJIEW C MOMOIIBIO
JIMHEEK YCTAHOBUTE yKa3aTelb MbBIIIM HA TPAHUILY MOJIsS, OH IPEBPATUTCS B JIByHA-
MIPABJICHHYIO CTPEJIKY, IEPEMECTUTE MBILIBIO TPAHULLY OIS

He cnenyer myrats nosst ¢ orctynamu. OTCTyN OnpenesisieT JOMOJHUTEIbHOE
pacCTOHUE, OTCUUTBIBAEMOE OT ITOJIS.

1.5 HaGop u perakTupoBaHue TEKCTA

st Toro yToObl HAOpaTh TEKCT HEOOXOJIMMO YCTAHOBHUTH KYypCOp B MECTO
BCTaBKU TeKcTa. /{151 TOro 9T00h! 10OABUTH CUMBOJI, KOTOPOTO HET HA KJIaBUATYPE,



HEOOXOJMMO HCIIOJIb30BaTh BO3MOXKHOCTH BCTABKH CHENHAJIbHBIX CHMBOJIOB.
Jlyis aTOoro TpebyeTcsi MOMECTUTh Kypcop TyAa, KyJda HEOOXOJAUMO BCTaBUThH CHM-
BOJI U BBIOpaTh komanay CumBoJ B meHio BeraBka. [Ipu BeiOope npyroro mipud-
Ta B IMaIoroBoM okHe CHUMBOJI MTOSBUTCS IPYroil HAOOP CHMBOJIOB.

[Tpu HaGope TekcTa B HETO AOOABISIIOTCS HE TOJIBKO CUMBOJIbI, KOTOPBIE B IO~
CJIEICTBUU MO>KHO BBIBECTH Ha T€4aTh, HO U HeMevYaTaeMble CUMBOJIBI. Hampumep,
B KOHIIe a03ara craButTcst cuMBoi Y (Mapkep a63ana). C Touku 3penus Word A6-
3all - 3TO JIF000e KOJMYECTBO TEKCTa W TpaduKu MEXAy Mapkepamu abzana. B
0OBIYHOM peKHME MapKepbl ad3ama He BUIHBI. J[Ji1 TOro, 4T0OBI 0TOOPA3UTh HX, a

TaK)Ke JPyrue HemevyaTaeMbie CHUMBOJIBI, HAKMUTE KHOTIKY

[Ipu ynanenun cumBoja adzana () mpensiaymiuii ab3an oObEIUHSIETCS CO
CJIETYIONIUM U IPUHUMAET ero (HOPMATUPOBAHKE U CTUJID.

OcCHOBHBIMH oOTiepalusiMu (HOPMaTUPOBAHUS SIBJISIOTCS OIEpallUM yAaJICHHS,
KOIMPOBAHUS U MepeMenieHuss GpparMeHToB Tekcta. [Ipexie 4em BBIMOTHUTH JT0-
OyI0 13 ATUX omnepaluii, HE0OOX0AMMO BBIJCIUTH (PparMeHT TeKCTa K KOTOPOMY OT-
HOCHTCSI TaHHAsI OTIepaIiusl.

Jlnst TOrO, 4TOOBI YAAJAUTH parMeHT TeKCTAa ero HeOOXO0AUMO BBIJICTUTh U
HakaTh KinaBuiny Delete.

st Toro, 4ToObl MepeHecTH PparMeHT TEKCTa — HEOOXOIUMO BBIACIHUTH I1e-
peMeINIaemMbIii TEKCT, TOIEIUTh €r0 MBIIIBI0 U TIEPEHECTH €ro Ha MECTO BCTaBKH,
WJIA UCIIOJIb30BaTh KOMaHIbl Beipe3ats u BeraButh MeHIO IIpaBka

JIJis KOMUPOBAHMA TEKCTA MPH MEPEHOCEe Haao yAepkuBaTh kiaBumry Ctrl.
WJIU WCIIOJB30BaTh KomaH/bl, KonupoBaTth u BeraButh Menio IlpaBka unm co-
OTBETCTBYIOITNE KHONKY HA MMaHEJIN WHCTPYMEHTOB.



2 HOPAAOK BBIIIOJIHEHUS PABOTDI

1. ITomyunTs OOpasel] 3a1aHus y peno1aBaTes.

2. OtkpeiTh Microsoft Word , mHactpouts pabouee mecto Microsoft Word.

* Bxmtounts nanenu ®@opmatupoBanue, Crannapraast u Tabaunsl U rpa-
HHMIBL.

* Jlo6aBuTh Ha MaHelb UHCTPYMEHTOB DOpMATHPOBAHHE KHOMKHU OJMHAP-
HbIH, IOJYTOPHbIN 1 IBOMHON HHTEPBAJL.

» Co3zaTh TMOJB30BATENbCKYIO TMaHEIb WHCTPYMEHTOB M J0OaBUTh Ha HeEE
KHONIKM A03an, Cnucok, Ta0yasiuust 1 CTHIIb.

* [Ioka3aTe TOPU3OHTAIBHYIO U BEPTUKAIBHYIO JTUHEUKH, CTPOKY COCTOSHMUS.
OOBSICHUTH JIaHHbIE, IPUBOJMMBIE B CTPOKE cocTosiHUSA. HacTpouTh oToOpakeHue
JTOKyMeHTa B pexxume Pazmerka crpannnsbl (MeHi0 Bua — Pa3meTka cTpaHuib)

3. BBecTH TEKCT HOBOT'O IOKYMEHTA

4. OTpenakTupoBaTh NapaMeTPbl CTPAHUIIBI B COOTBETCTBUU C 33JaHUEM:

* YCTaHOBUTb ITOJISI CTPAHULIbI

* YCTAaHOBUTH pa3Mep OyMaru U OpUEHTALMIO CTPAHULL

KOHTPOJIBHBIE BOITPOCHI

1. Uto Takoe naHeau HUHCTPYMEHTOB?

2. Ilepeunicnute 3JIEMEHTHI CTPOKH COCTOSIHUS M UX HA3HAUYCHUE.
3. Kakue cuMBOJIBI HE TOJDKHBI COJIEpKaTh UMEeHa (aition?

4. Kak ycTaHaBJIMBAIOTCS TapaMETPhl CTPAHULIbI?

5. Uto Takoe HemeyaTaeMble CUMBOJIBI U KaK UX 0TOOpa3UuTh?



JlabopaTropHasi pa6oTa Ne2
®opmaTHpoBaHUE JOKYMEHTOB

Leab paGoTbl: 03HAKOMUTHCS C MpaBUiIaMH (HOPMATUPOBAHUS JOKYMEHTOB
Ha YPOBHE CUMBOJIOB U a03alleB, U3yYUTh IPUHIMUIIBI CTHJIEBOTO (POPMATUPOBAHUSI.

1 TEOPETUYECKHUE CBEJIEHUSA
1.1 ®opmaTupoBaHue

Jlns mpuMeHeHus napameTpoB (OpPMATHUPOBAHUS CHUMBOJIOB K (PparMeHTy
TEKCTa, ero HeoOxoAuMo BhIAENUTh. K mapamerpam (opmaTupoBaHHs CHMBOJIOB
OTHOCATCS: pa3Mep OykB, mpudT, moguepkuBaHuE, IBET WIPUPTA, PACCTOSHUE
Mexay OykBamu B cioBe U T.1. [lapameTpsl mipudTa ycTaHaBIMBAIOTCS B CIHEIH-
aJbHOM JIHAJIOTOBOM OKHE, KOTOpO€ BbI3biBacTcss komanaou Lpudrt meno Dop-
maT win komanao LIpudT koHTEKCTHOrO MEHIO BBIJENEHHOTO (pparmeHTa. OT-
JebHBIE XapaKTePUCTUKU MIpU(PTa MOTYT ObITh U3MEHEHBbI C MOMOIIBbIO COOTBET-
CTBYIOIIIMX KHOIIOK HA ITAHEJIb UHCTPYMEHTOB

Komanna Peructp meHio dopMart mo3BOJISIET ObICTPO HU3MEHUTHb PETUCTP
BCEX CHMBOJIOB BBIICJICHHOT'O TEKCTA!

dopMaTupoBaHUE MPUMEHSETCA KO BCeM BblAeJeHHbIM a03amam. [y onpe-
nenenus (GpopmMaTHpOBaHUs, BKIIOYAIOIIETO IIEHTPUPOBAHNWE U BhIpaBHUBAHUE a0-
3aria, OTCTYI CTPOK a03alia OT TpaHMI] JIEBOTO U MPABOTO MOJs, YCTAHOBKY MEX-
CTPOYHOTO MHTEpBaja, OMPECICHNE PACCTOSTHUS MEXKIY a03alaMu HCIOIb3yeTCs
KomaH1a Ad3an MmeHio Dopmar.

Yacts xomMaH GpopmaTHpoBaHUs ad3alia BHIHECEHA Ha MAHEIb HHCTPYMEHTOB
®opmaTupoBanue. OTCTYIbI TeKCTa ab3alla OT TPAHUIL JIEBOTO U MPABOT0O MOJIS
MOYHO 33J1aBaTh C IOMOIIbIO MAPKEPOB HA TOPU3OHTAIIBHON JINHEUKE.

[TapameTpsl hopmaTrpoBanHus ad3aiia NpeCTaBICHBl HA PUCYHKH 2.

OOpamiieHre 1 3aJMBKa IBETOM BBIJEICHHOTO ab3alia CO3Jal0TCs C TOMOIIBIO
KoMaHbl I'paHuubl 1 3ajauBKa MeHIO Dopmar.



BripaBHuBaHHC

®opmaTupoBanue ad3aueB

[epBas
N ———>
CTpoka DOPMATHPOBAHHC TIPHMCHSCTCS KO

BeceMmy ad3auy. [as onpeacacHus

() OpMATHPOBAHHSL. BKIFOUAIOLICTO LCHTPHPOBAHHC
Otctvn

—<—» 11 BbIPABHHBAHHC a03aLa. OTCTVI. YCTAHOBKY

MCIKCTPO'HOTO HHTCPBATdy OMPCICICHHC

McikCTpOUHBIi

MHTCPBA.I PACCTOAHHA MCHIY 2]0’32!1[1&\11/] HCTIO B3V CTCH

KOMAHIa Ad3a1l MCHIO pmar.

Wutepeai Mexay —
abzauavu

YacTtb KOMaHa (I}Dp,\IHTHpOBHHHﬂ a073a11a BLIHCCCHA ...

[Bech TekeT myveeT (JopMaT onpeacICHHOrO THIIA.

[Tpumep 3anuBku Apyroro Buaa

Pucynok 2 — [1apamerpsl popmatupoBanus ab3arna.
1.2 CtuneBoe ¢popmMaTUpOBaHUe

Ctuiem Ha3piBaeTcs HaOOp mapaMeTpoB popMaTHPOBAHUS, KOTOPBINA MpUMe-
HSETCA K TEKCTY, TabJMIaM M CHHcKaM, 4TOObI OBICTPO M3MEHUTh MX BHELIHHIA
BuA. CTWIM NO3BOJSIOT OAHUM JAECWCTBUEM NMPUMEHUTH Cpa3y BCIO IPYIILY aTpu-
OyTOB (popMaTHPOBAHUS K BBIICJICHHOMY (PparMeHTy.

Cruib ab3a11a MOJHOCTHIO OTIpeeNsieT BHEIIHUN BU a03a11a, TO eCTh BBIPaB-
HUBAaHUE TEKCTa, MO3UIUHU TaOYISIIINK, MEXTyCTPOUHBIM MHTEPBAT M TPAHUIBI, a
TaKXe MOKET BKJII0YaTh (OPMATHPOBAHUE 3HAKOB.

C nomompbto koMaHapl CTuiau 1 popmaTnpoBanue MeHI0O PopMaT MOXKHO
CO3/1aTh, TPOCMOTPETH ¥ MPUMEHUTH CTUJIH.

Hampumep, BMecTo ¢popmaTHpoBaHusl Ha3BaHUS B TPHU MpUEMa, KOT/Ia CHaYa-
na 3amaercst pasmep 16 myHKTOB, 3aTteM mpudt Arial i, HakoHel, BHIpaBHUBaHKE
M0 LIEHTPY, TO XKE CaMO€ MOXKHO C/eNIaTh OJHOBPEMEHHO, MPUMEHHUB CTHIIb 3aro-
JIOBKaA.

Jlis M3MeHEeHHs CTWISI TeKCTa K HEMY MOKHO NMPUMEHHUTH CYIIECTBYIOLIUI
CTHJIb, HAa3bIBAEMBbIl TaKk)Ke BCTPOCHHBIM cTuiieM. Eciu ctuib ¢ TpeGyeMbiMu na-
pameTpaMu OTCYTCTBYET, MOKHO CO3aTh HOBBIN CTHJIb, @ 3aTEM MPUMEHUTH €T0



Ecnu tpeGyercs ObICTPO M3MEHUTH BHEIIHMNA BHUJ TEKCTa, OTGOPMaTUPOBAH-
HOTO C MOMOUIbIO OJHOTO M3 CTHJIEH, JOCTATOYHO MEPEONpPEeIUTh 3TOT CTUJIb.
[Ipenmonoxxum, yTo npu GopMaTUPOBAHUH BCE 3ar0JIOBKU B JOKYMEHTE OBLIH BbI-
POBHEHBI TI0 JIEBOMY Kparo ¢ MCIIOJIB30BaHUEM MONTy)upHOro mmpudra Arial pas-
MepoM 14 mMyHKTOB, a 3aTeéM BO3HHKaJla HEOOXOAMMOCTh U3MEHUTH 3TO (PopMaTH-
pOBaHME Ha BBIPABHHMBAHKE IO IIEHTPY C McHojb3oBaHueM mpudra Arial pazme-
pom 16 myHkTOB. {7151 3TOr0 BOoBCE HE TpeOyeTcs 3aHOBO (OPMATHUPOBATH KaXKIbIN
3aroJIOBOK — JIOCTaTOYHO JIUIIb U3MEHUTh CBOMCTBA CTHUIIS.

CrnenyeT y4yuThIBaTh, YTO B CIy4dae M3MEHEHHUS B JOKYMEHTE KaKOro-in0o
aneMeHTa (GopMaTUpoBaHUsi 0a30BOrO CTUJISL B ATOM JOKYMEHTE OYyAyT COOTBET-
CTBYIOIIIMM 00pa3oM U3MEHEHBI TAaKXKeE BCE CTUJIM, OCHOBAHHbIE Ha Oa30BOM CTHIIE.

CymiecTByeT TakXe BO3MOXHOCTh aBTOMAaTHUECKOTO OOHOBJICHHS CTHJIEH,
xorna Microsoft Word orcitexxuBaeT namenenue GopMaTupOBaHUs TEKCTa, B KOTO-
POM COJIEP>KUTCS HEKOTOPBIN CTUJIb, a 3aT€M OOHOBIISICT NaHHBINA CTHIIb U COOTBET-
CTBYIOIIUM 00pa3oM H3MEHsieT (opmaT BCeX 3JIEMEHTOB TEKCTa, OPOPMIIEHHBIX
TUM CTHJIEM.



2 MOPAAOK BBIINIOJTHEHUS PABOTBI

1. OTdopmaTrpoBaTh TEKCT TOKYMEHTA CO3/IaHHOTO B MEPBOM J1AOOPaTOPHOU
pabote. [Ipu 3TOM HY>KHO HCIIOJIBL30BATh CiieAytomiue cpeactea Microsoft Word

* (opmaTupoBaHNE CHMBOJIOB

* BCTaBKy CHMBOJIOB.

* hopmatupoBanue ab3ara

2. OrdopMaTHpOBaTh 3aT0JIOBKH TEKCTa C TTIOMOIIHIO BCTPOCHHOTO CTHJIS 3a-
TOJIOBOK 1.

3. Co3naTth COOCTBEHHBIE CTHIIH JUIsI OOPMIICHHS MTO/I3ar0JIOBKOB U a03a1ieB
TEKCTa.

4. IlpogeMOHCTpHUPOBATh OBICTPOE U3MEHEHHE TTapaMeTpOB (POPMATHPOBAHUS
TEKCTa IMyTeM U3MEHEHUS TTapaMeTPOB CO3JJaHHOTO CTHIISL.

KOHTPOJIBHBIE BOITPOCHI

1. Ins gyero ucnons3yercss komanaa Peructp?

2. K kako#t yactu TekcTa mpumeHseTcs GopMaTiupoBaHue?

3. Yro Takoe Ctuis?

4. Yto oTHOCHUTCS K TapameTpaM (popMaTUpOBaHUS?

5. Uto mpousoifieT B ciaydae U3MEHEHUS B JOKYMEHTE KaKoro-Im0o 3JeMeHTa
dbopmaTupoBaHust 6a30BOT0 CTUJIA?



Jlaboparopnasi padora Ne3
Co31aHue CIIUCKOB M MOCTPOEeHUEe Ta0JIMI
ILeab padoThl: 03HAKOMUTHCSA C TOHATHEM CBOAHOM TaOJHIIBI, CO3/IaHUEM,
UCIIOJIb30BaHUEM, BO3MOKHOCTSIMM BHJIOM3MEHEHUS M HACTPOMKHU CBOJHBIX Ta0-
JIALL.
1 TEOPETUYECKHUE CBEAEHUA

1.1 Co3panune CnNUCKOB

B Microsoft Word Bo3Mo>kHO co3/1aHuE TpeX BHIOB CIHCKOB:

HymepoBannble, MapkupoBaHnHble,  MHOroypoBHEBbIE,
HATpUMeEDp: HanmpuMmep: HanpuMep:

1. Dnxemenrl » DOnementl 1. Smementl

2. Duaement? » Dnement?2 1.1. Dnement2

3. Dnement3 »  OnemeHr3 1.1.1. DaemeHt3
4. DmemeuT4 > Dnemenrd 2. Omemenr4

5. DnemeHtd » Dnemenrs 2.1. DnemeHTS

6. DnemeHT6 » nemeHT6 2.2. DneMeHTO

[Ipu co3nanuy cucKa B KAYECTBE JIEMEHTA CHHMCKA BCEr/la BHICTYIAET OJIUH
a03au.

JI71s1 co3aaHus ciucKka HEOOXOMMO BBIICNIMThH BCe a03allbl Oy IyIIero CIUCKa
¥ BBHITIOJHUTH KoMaHy Crnucok MeHio @opmat (pucyHOK 3), BRIOpaTh COOTBET-
CTBYIOLIYIO BKJIQJKy B JIHAJIOTOBOM OKHE, COOTBETCTBYIOIIYIO THUITY CIHUCKA, BbI-
OpaTh OJWH W3 TpeaaraeMbix (popMaToB CIMCKA WM CO3AaTh CBOM C IMOMOIIHIO
KHONKA I3MeHHUTB).

J{ns ymajeHusi COMCKA HYXKHO BBIICJIUTH CIUCOK M IIEJKHYTh MBIIIBIO Ha
HAXaTOW KHOTIKE CIUCKA.



MapkHpOEaHHEIR I HyMeposaHHed  MHOroypOBHEEBIA | (CMMCOK CTHREHA ]
1] 1. L
a 1.1. ¥
HeT )
il 111, .
CTaTteAal. Zaron 1. Crvne crmexa 1. Crume2
Faznen 1 .01 = . *
(&) 3aronoEo : 1.1. 1.1,
¥ HauaTb 3aHOBO " npoacnxmTe MaMEHHTE. ..
I CBpoc O 3AKphITh

Pucynok 3 — Co3nanue crnucka

Jl71st co3nanusi nepapxXu4ecKoro crucka Tpedyercs:

1. BeimenuTh Bech HAOpaHHBIN CITUCOK

2. B mento ®opmar BbiOpaTh komMaHAy Criucok, BkIIaaky Mepapxuueckui, a
3aTeM — HYKHBII popMar Crucka.

3. Haxats kHonky OK.

4. BeienuTh a03aibl, KOTOPHIE JODKHBI CTaTh MOAIMYHKTaAMHU KaKoOro JIMOO
MyHKTA

5. UToObl TOHU3UTH YPOBEHB BBIIEIECHHBIX AJIEMEHTOB (TIOMYMHUTH, HAMPHU-
Mep, caenath u3 nemental.2 snement 1.1.1 ) HEOOXOAMMO BBITIOTHATH KOMAHIY
YBeIUYUTh OTCTYI U3 KOHTEKCTHOTO MEHIO BBIIEJIEHHOTO (hparMeHTa.

UToOBI IOBBICHTH YPOBEHB BBIJICJICHHBIX JJIEMEHTOB (Hampumep, clenaTh U3
anemenTa 1.2.1 anemeHTt 1.3 ) ucnoap3yercs KOMaH1a Y MEHBIIUTH OTCTYII



1.2 Co3naHue U peJaKTHPOBAHUE TAOIHIL

Jlnst co3manus TaOJUIBI YCTAHOBUTE TEKCTOBBIM KypCOp B MECTO BCTaBKH
Tabnuibl U BeiOepuTe B MeHI0 Tabamma xomanay loGaButh Tabaumy. B no-
SIBUBIIIEMCSI TUAJIOTOBOM OKHE YCTAaHOBUTE TTapaMeETPhI CO31aBAEMOM TaOIHUIIbI.

Sdeiiky TaOMULBI BBIAEISIOT MBIIIBIO WM KypCOpPOM (C HaXKaToM KIIABUIIY
Shift). Eciin HeoO6X01MMO BBIIETUTH CTPOKY, CTOJIOCI] WJIH BCIO TAOJIMILY, HAJIO TI0-
MECTUTh KypcOp B OJIHY U3 BBIAEISEMbIX SU€EK U BbIOPATH MBIIIBIO COOTBETCTBY-
0110 KoMaHly MeHio Tadanua.

UToOB!I BBIETUTD SIYEHKY IIEIKHUTE JIEBYIO TPaHUIlY SuehKu. UTOOBI BhIjC-
JUTh CTPOKY IICIKHUTE JIEBYIO TPAHUIy CTPOKUA. UTOOBI BBIIECTUTH CTOJI0EN
HICJIKHUTE BEPXHIOIO YacTh CTOJIONA TaOMUIIbI WM TpaHuIly. YToObI BHIIEIUTH He-
CKOJIbKO siYeeK, CTPOK HWJIM CTOJIOIIOB MEPEMECTUTE YyKa3aTelb MPU HaKaTON
KHOIIKE MBIIK Yepe3 UKy, CTPOKY WM CTOJOEI], WM BBIACIUTE OAHY SYEHKY,
CTPOKY WM ctonben, a 3aTeMm, yaepxwuBas knasuiry SHIFT, menkaute apyryio
SA4YehKy, CTPOKY WJIH CTOJIOEII.

s ynajienusi, 100aBJjieHusl, 00beIUHEHUs, Pa30UeHHs] BbIJCICHHBIX siue-
€K TaOJIUIIbl, ONpe/iesieHHs BICOTHI CTPOK M IIMPUHBI CTOJIOIOB HCIIOIb3YIOTCS
COOTBETCTBYIOIIME KOMaH/bl MeHIO TaldJMubl U KHOMKHU MaHEId UHCTPYMEHTOB
Ta6amubl 1 rpaHuIbI (PUCYHOK 4).
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Pucynok 4 — [1anens nuactpyMmeHToB TaOnuIbl ¥ FPaHULIBI

JIns BBO#A TEKCTa B AYEUWKY B HEE HAI0 IOMECTHTH Kypcop. Ilepememars
KYpCOp MEXy sUeKaMH TaOJIUIlbl MOYKHO WJIM MBIIIBIO WK KiaBuied TAB umu
KJIaBUIIIAMH TTEPEMEILIEHUS Kypcopa.

Jl71s m3MeHeHus! BBICOTBI CTPOK U IIUPHUHBI CTOIOLOB HEOOXOAUMO BBIACIUTH
3TH CTPOKH WJIM CTOJIOLBI U BbIOpaTh B MeHIO Tadauma xomanay BeicoTra m mu-
pUHAa siyeiiku. B OTKpBIBIIEMCSI AMATTOTOBOM OKHE BBIOpaTh HYKHYIO BKJIAJIKY:

YT0o0OB! yCTAaHOBUTH LIMPHUHY CTOJI011a, COOTBETCTBYIOILYIO €70 COAEPKUMOMY,
BbIOEpHUTE apaMeTp ABTO. UTOOBI A1 HECKOJIBKUX CTOJOIIOB YCTAHOBUTH OJMHA-
KOBYIO LLIUPHHY, BBIJECINTE HYXHbIE CTOJIOLBI, a 3aTeM BblOepUTEe KOMaHAy BbI-
POBHSATH IIMPHUHY cTOJ0HOB B MeHI0 Tabanua. MoXHO TakKe U3MEHUTD IIHUPH-
Hy CTOJIOLIOB NpH NOMOIIM NEPETACKUBAHUS I'paHUI] CTOJ]O0LA B caMoil Tabnuie
WIN TIEPETaCKUBaHUEM MapKEpOB I'PaHUI] CTOJIOLOB TaOIMIIBI HA TOPU3OHTAIBHON
JUHENKe. AHAJIOTUYHO MEHSIETCS BBICOTA CTPOK TAOJIULIBI.



2 MOPAJOK BBIIIOJIHEHUS PABOTDBI

1. Co3narb TOKyMEHT IO 00pa3ily MOTYyYEHHOMY Y MpenogaBaTess.

2. ITocTpouTh MHOTOYPOBHEBBII CUCOK. /{7151 3TOTO:

* Boienute ab3a1ipl, U3 KOTOPBIX CTPOUTCS CIIUCOK.

* Boi6epute komanny Crucok merto @opmar. BkiaaKy MHOTOYpOBHEBBIH

* HacTtpolite mapaMeTpsl Ka)X0ro ypOBHS MO 00pa3ily ¢ MOMOIIbI KHOMKHU
N3MeHuTs.

3. 1o6aBUTH B IOKYMEHT TaOJIMILYy U OTPEAAKTUPOBATH €€ COTJIACHO 3aJJaHUIO.
Jitst aTOTO

* OTKpoOKTE NaHeIb HHCTPYMEHTOB TalOJIUIIbl U TPAaHULIBI

* BeimosiHUTEe 00BEAMHEHNE U pa3OMEHNe STY€eK TAOJHIIBI, YTOOBI MOJIYYHTh
Ta0JIMILY 33JJTaHHON CTPYKTYpPBI

* BBenuTe TeKCT B ssueiku TaOIUIBI U OTHOPMATHPYITE €T0.

KOHTPOJIBHBIE BOITPOCHI

1. Kakue BHIBI CIIMCKOB BO3MOXKHO co3xaTth B Microsoft Word?
2. Kak co3nathe crimcok?

3. UeM oTiIMYAETCs MPOCTOU CIUCOK OT UEPAPXUUECKOTO?

4. Kakue KoMaH/Ibl pacojioXeHbl B MeHI0 Taomuiipi?

5. Kak MOXHO U3MEHHUTH MUPUHY CTOIOIIOB?



JlabopaTropHasi padota Ne4
Co3nanue rpaguyecknx 00beKTOB H MMIIOPT PUCYHKOB.

Leab padoThl: U3yYUTHh OCHOBHBIE IPUEMBI PAOOTHI C TpaUIECKUMH O0BEK-
TaMU B TEKCTOBBIX JOKYMEHTAX.

1 TEOPETUYECKHUE CBEJAEHUSA

1.1 Co3nanue rpadpuyecKux 00beKTOB

C nmomolpi0 NaHelIu HHCTPYMEHTOB PucoBaHue (pHUCYHOK 5) MOXHO cO3/1a-
BaTh PUCOBAHHbIE OOBEKTHI, TAKUE, KaK MPSIMOYTOJIbHUKY, JTUHUU, OBaJIbl, KPYTU U
Jp. BCTPOCHHBIC aBTOMUTYPHI U BBIHOCKH. UTOOBI 0OTOOpa3uTh WM HA0OOPOT

CKpBITh NIaHEJb MHCTPYMEHTOB PHcoBaHHe, HAOKMHUTE KHOIKY 'i}‘ CTaHJapTHON
MaHeJd UHCTPYMEHTOB:
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Pucynok 5 — [Tanens PucoBanue

[Tanens PucoBaHme pacronoKeHa B HUKHENW YaCTH DKpaHa.

Jnst co3nanus aBTOMUTYpbl HEOOXOIUMO BBIOpAaTh HEOOXOIUMYIO (DUTYPY B
CIIcKe ABTO(MIYpPbI Ha IMAHENIM MHCTpyMEHTOB PucoBaHue, a 3aTeM CO31aTh
00BEKT, YCTAaHOBUB KypCOp B TO MECTO, T'Jie HEOOXOJIMMO PaCIOJIOKUTh PUrypy u,
IIepeMeIas Mblllb IPA HAXKATOW JIEBOU KHOIIKE.

Ecnu Bo BpeMst pucoBaHus Aepikarh Haxaroi kinasuiny Shift, o popma 00b-
exta Oyner (uxcupoBaHa. Hampumep, mpsMOYTOJBHHUK TIPEBPATHTCS B KBaJaparT,
OBaJl — B OKPY>KHOCTb.

Korma prucoBanHbBIN 00BEKT CO3AaETCs BIIEPBLIE, OH MOSBIISICTCS HA TIEPEIHEM
IJIaHe JOKYMEHTA, MOBEPX TEKCTa U OCTAJIbHBIX PUCOBAHHBIX OOBEKTOB. MOXKHO
MOMECTHUTH 3TOT 00BeKT mo3anu Tekcta (Ilanens PucoBanme, mento JleiicTBus,
noamenio Iopsaok, komana [loMecTHTH 32 TeKCTOM)

UToOBI BBIIETUTH PUCOBAHHBIM OOBEKT MM HECKOJIBKO OOBEKTOB, 00BEIH-
HEHHBIX B IPYIIIY, MIETKHUTE JIEBOM KHOMKOW MBIIIA HAa TPAHUIIE OOBEKTA.

JI71st BBIIETICHUST HECKOJIBKUX OOBEKTOB CIIEAYET BBIACIUTH MOOYEPETHO KaXK-
JbIM U3 HUX, yAepkuBas Haxartod kiaBuiry SHIFT, uau oxBaTuTh Bce HY)KHBIC

00BEKTHI C TMOMOIIBIO PAMKHU BBIICIEHUS (KHOIKA [ ). IIpu otoOpakenuu, Bpa-



IMICHUW U U3MEHEHUHN HECKOJIbKUX BBIJCIICHHBIX 00OBEKTOB BCe OHU OyayT oOpaba-
THIBaThCSI HE3aBUCUMO.

Jlia ynajieHusi puCOBaHHOTO OOBEKTa HAJl0 BBIACIHUTH €0 W HaXXaTh KJIABU-
ury Delete.

Jl1ia mepeMenieHus1 pUCOBAaHHOTO OOBEKTA €r0 HaJ0 BBIACIUTH, YCTAHOBUTH
yKazaresib Ha 00bEKTE U EPEMECTUTh OOBEKT IIPU HAXKATOH JIE€BOM KHOMKE MBIIIN
Ha HOBOE MecTo. UToObl 00BEKT mepeMeniayics CTPOro Mo TOPU30HTAIU WM 1O
BEPTUKAIM, BO BpPEMsS €ro IEpeTacKUBaHUs YJEP)KUBAWTE HaXaTOM KIIABULILY
SHIFT. Ecnu npu nepemernienun nepxath Haxarou kinasuiry Ctrl, oobext Oyaer
HE MepeMeIIaThes, a KOMMPOBATHCS.

Cy1iecTByeT BO3MOKHOCTh MOBOPOTA rpapuuecKoro 0ObeKTa UiIN UX Ipyl-
nbl Ha 90 rpaaycoB BIEBO WM BIIPABO, & TAKXKE OTPAXKEHMSI [10 TOPU3OHTAIN WIH
1o BepTukainu. [1jis 3Toro HeoOX0IMMO BBIIETUTH OOBEKT UM UX TPYIIY, HAXKATh
KHonkKy JlelicTBus Ha maHenu pucoBaHus, BbeIOpatb komaHay Ilosep-
HYTB/OTPa3uTh, a 3aT€M BHIOpATh HEOOXOJUMBIN TAPAMETP.

I'pynnupoBka rpagpuyeckux 00bEKTOB yrpouaeT padoty ¢ HuMu. Crpynmnu-
poBaHHbIE Tpaduueckue OOBEKTHI MEPEMEIIAIOTCs, BPALIAlOTCs, OTPa)KaroTcs, a
TaK)K€ IPONOPLHUOHAIBHO WM HENPONOPLUOHAIBHO HM3MEHSIOT CBOU pa3Mephl
TOYHO TaK e, KaK OTACNbHbIN 00BbeKT. i rpynnupoBKH rpaduideckux 0ObeKTOB
BbIJIeIUTE WX Tpu Haxkatod kmaBuie SHIFT, a 3arem BoiOepuTe komanay I'pyn-
NMpoBaTh B MeHIO /lecTBUS.

JUig pasrpynnupoBaHusl CrpylnnupOBaHHBIX I'papUuuecKux 0ObEKTOB BBIIEIH-
TE TPYIIIyY, a 3aTeM BbioepuTe komanay PasrpynnupoBath B MeHio JlelicTBus.

CyiiecTByeT BO3MOKHOCTh BBIPABHUBAHHA MEX1y co00il ABYX WM Oojee
rpaduueckux 0OBEKTOB MO UX JIEBOMY, IIPABOMY, BEPXHEMY HJIM HUKHEMY Kparo
WIH 110 UX LIEHTpaM (110 BEPTUKAJIN) WK cepelnHaM (110 ropu3oHTain). Beinenure
rpaduueckne 00bEKThI, KOTOPbIe HEOOXOUMO BBIPOBHSTH, HAXMUTE KHONKY Jleii-
CTBHS Ha [TAHEIU PUCOBAHMUs, BbIOEpUTE KOMaHly BhIpOBHATH/pacnpenenurs, a
3aTeM BbIOEPHUTE HYKHBIHM CIOCOO BHIPAaBHUBAHUS.

[TapameTpsl J1:000r0 00BEKTa MOMXHO H3MEHUTh C MOMOILBIO JAMATIOTOBOrO
okHa @opMmat aBTOuUrypsl (Popmat 00beKTa), KOTOPOE OTKPHIBAETCS KOMAaH-
nor @opmat aBTogurypoi(®PopMar 00beKTa) KOHTEKCTHOTO MEHIO U3MEHSIEMO-
ro 0ObEKTa.

1.2 UMIiopT pucyHKOB

B xommrext moctaBku Word BxoauT KoJuiekims pucyHKoB B cocraBe Clip



Gallery. Clip Gallery cogepxut 60JbIIoe KOJIHYECTBO MPO(ECCHOHAIBHO BBITOJI-
HEHHBIX PUCYHKOB, MPEIHA3HAUYCHHBIX JIJI1 OPOPMIIEHUS JOKYMEHTOB.

Jlisa Toro, 4ToObl HAWTHU HYXHBIA PUCYHOK BbIOepuTe KOMaHay PucyHok B
meHi0 BeraBka, a 3atem BapuanT Kaprunkm, u Bxiagky Clip Art woum Pictures
JUTsl TOOABJIECHUST KApTUHKHU M3 KOJUIEKIIMW Wiau BapuaHT U3 aiiaa mis nodase-
HUS B JIOKYMEHT IpOu3BOJIbHOrO rpaduueckoro ¢aiina. Clip Gallery npemocras-
JSIeT BO3MOKHOCTH IMOHMCKA PUCYHKa C HEOOXOAMMBIMU XapaKTEPUCTUKAMH,. CO-
JEPKUT COOCTBEHHYIO CIPABOYHYIO CUCTEMY, COJIEpPKAILYI0 CBEICHUs O 100aBIe-
HUU, OOHOBJICHUU Y N3MECHEHHUH PUCYHKOB..

[Ipy BbIIETIEHUU PUCYHKAa HA JKpaHE TMOSABISETCS IaHelb WHCTPYMEHTOB
Hacrpoiika n3o0paxenus (pUCYyHOK 6), KOTOPYIO MO>KHO HCIIOJIb30BaTh ISl 00-
pe3Ku n300pakeHus, 100aBICHUS TPaHUI], a TAK)KE PEryJIUPOBKU SIPKOCTU U KOH-
TPACTHOCTH, HACTPOMKH IMOJIOXKEHUS PUCYHKA B TEKCTE TOKyMeHTa (kHomka O0Te-
KaHUE TEKCTOM).
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Pucynox 6 — Hactpoiika nzo0pakeHus

2 MOPAAOK BBINNIOJIHEHUSA PABOTHBI

1. CoznaTh TOKyMEHT IO 00pasily, MOJYyYEHHOMY Yy IIpernogaBaTens

2. 1o6aBUTh B JOKYMEHT PUCOBAaHHbBIE OOBEKTHI (aBTOPUTYPHI, HAJIMHUCH, BbI-
HOCKH, rpaduueckue (hanbl)

3. Pacnonoxuts rpaduueckue 00bEeKThl 32 TEKCTOM JOKYMEHTa, B TEKCTE J10-
KyMEHTa, TaK, YTOObI TEKCT TOKyMEHTa OTH0as pUCYHOK 10 IEPUMETPY

4. W3 aBroduUryp moCTpOUTh NPOCTEUIIYIO0 OJOK-CXEMY WU CTPYKTYpPHYIO
CXEMY.

5. Cnenath HaAMUCU BHYTPU OJIOKOB

6. CrpynnupoBath MOTYYEHHBIN PUCYHOK

7. IlpoaemonctpupoBath omneparuu: I[loBepHyTs/OTOOpa3uTs U BbIpoB-
HsATh/PactipenenunTs.

KOHTPOJIBHBIE BOITPOCHI

1. Kak coznaBath pucoBanHbie 00bekThl B MS Word?
2. Kak co3gath 00beKT (GUKCUPOBAHHOU (POpMBI?



3. Kak BbIeIUTh pUCOBAHHBIA O0OBEKT?
4. Kak ocy11ecTBUTh BbIpaBHUBAHUE I'PahUUECKUX 0OBEKTOB?
5. Kak crpynmupoBath rpadudeckue 00beKThI?



JlaboparopHasi padota NeS
Co31aHue TOKYMEHTOB CJIOKHOM CTPYKTYPBbI.

Heas padorel: HayuuTcs co3pgaBaTh MHOTOCTPAHHYHBIE JTOKYMEHTBI CIIOXK-
HOH CTPYKTYpBI, J€IUTh JOKYMEHTHI Ha pa3zeiibl, KOJOHKHA, aBTOMATUYECKU CTPO-
UTb OIJIABJIEHUE K TOKYMEHTY

1 TEOPETUYECKHUE CBEAEHUA
1.1 Beigesienue pa3aesioB B JOKyMeHTe

Pa3nes - D10 yacTh JOKyMEHTa, UMEIOLIAs 3aJaHHbIe TapaMeTpsl HopMaTu-
poBaHusi ctpaHullbl. HoBbIM pa3znen coznaercs npu HEOOXOIUMOCTH W3MEHEHHS
TaKUX MapaMeTpoB (OpMaTUPOBAHUSA, KaK IMOJIA, pasMep U OpUEHTauus Oymard,
I'PAHULbBI CTPAHULIBI, BEPTUKAIBHOE BBIPABHUBAHUE, KOJIOHTUTYJbI, KOJOHKH, HY-
Mepanus CTPaHUL, CHOCKH.

Uto0bl pa3dUTh NOKYMEHT Ha HECKOJIbKO pa3/iesIoB, HEOOXOJMMO BCTaBHUTh
pa3pbIBbI pa3eNoB, U 3aTeM, 3a/1aTh (OpMaT AJIsl KaXKAO0T0 U3 Pa3elioB.

Pa3psiB pa3nena onpenesnser popmMaTUpOBaHUE MPEIIIECTBYIOUIETO TEKCTA.
[Ipn ynmaneHnu paspbiBa pasjena NPEeAlIECTBYIOIIMNA TEKCT CTAHOBUTCS YACTBIO
CJIENYIOLEro paszzesia U NPUHUMAET COOTBETCTBYollee (opmatupoBanue. Ilo-
cnenHuil 3HaK ab3ana () B JoKyMeHTe omnpenesnseT GopMaTupoBaHUE MOCIEIHETO
paszena B JOKyMEHTE (WJIM BCEro JOKYMEHTa, €Clid JTOKYMEHT He pa30uT Ha He-
CKOJIBKO Pa3/IeyoB).

Pa3pbIBbI pa3ienioB ObIBAIOT CIEAYIOUIUX TUIIOB:

* Co caexymwieil CTpaHMIBI - UCTIOJB3YETCs JJIsl TOTO, YTOOBI HAYaTh HOBBIN
paszen co caeAyruleld CTpaHULbI.

* Ha Tekymeii cTpanmue - UCIOIB3YyEeTCS I TOTO, YTOOBI HAYaTh HOBBIN
pa3zaell Ha TOW e CTPaHULIE.

e C 4eTHO# CTPaHMIBI - UCIIOJB3YETCS I TOrO, YTOOBI HA4aTh HOBBIH pa3-
JIeJI HA CTPAHUILIE, UMEIOIIEH YETHBIN HOMED

e C He4YeTHOIl CTPaHMUbI - HCIOJIb3YETCS AJI1 TOro, YTOOBl HauyaTh HOBBI
pa3zen Ha CTPaHUIIE, UMEIOIIEH HEYETHBIN HOMED

Pa3peiB cTpaHuLBI - 3TO MECTO, IIE 3AKAHYMBAETCSA OJIHA CTPAHMIIA U HAYWHA-
eTcs Apyras. B oTnuunu oT AeseHus Ha pa3Aenbl IPU AEJICHUU Ha CTPaHULIbI, BCE
CTpaHUIIBI IMEIOT OJIMHAKOBBIE MapameTpsl popmatuposanus. B Microsoft Word



MIPOM3BOJIUTCS aBTOMAaTHUECKas pa30MBKa Ha CTPAHUIBI (BCTaBKa «MSATKUX» pa3-
PBIBOB CTPaHMIIbI), HO MO’KHO CaMOCTOSITENIbHO pa30UTh TEKCT IO CTpaHULAM, pac-
CTaBUB «IPUHYJIUTEIbHBIE» ()KECTKUE) pa3pbIBbl CTPAHUL[ . DTO JAET BO3MOX-
HOCTb, HAIIPUMEP, HAYMHATH KAXAYIO TJIABY MJIM pa3zell JOKyMEHTa ¢ HOBOM CTpa-
HUILIBI.

ITpu pabore ¢ fOKyMeHTaMH C OOJBIIMM YHMCIOM CTPAHUI] YaCTO BO3HUKAET
HEOOXOJMMOCTh CHOBA M CHOBAa HM3MEHSTh PACMOJIOXKEHHE PAa3PHIBOB CTPAHMIL.
YTo0b!I 3TOro N30€XaTh, MOKHO BOCIIOJIb30BATHCS BO3ZMOXKHOCTSIMU MPEJOCTABIIS-
eMbIMU Ha Bkiaake Maker koMmannasl Ilapamerpbl crpanunbl MeH0 PDalin s
yIIpaBIICHHSI PACCTAHOBKOM aBTOMAaTHUYECKHMX pa3pbiBoB ctpanuil. Microsoft Word
MO3BOJIAECT, B YAaCTHOCTH, 3alpPETUTh BCTABKY paspbiBa IMocepeAnHe abd3ama wiu
CTPOKM TaOJMIBI, @ TAaKKE pPa3pblB MEXIY [ABYMs OIpeAeiIeHHbIMU al3anamu
(HanpuMep, MEX1y 3aroJIOBKOM U MOCJIEIYIOIUM TEKCTOM).

1.2 KonupoBanue ¢gopMaTupoBaHus OJHOTO pa3aesia B APYroi

Urob6sl crkomupoBaTh (popmaTupoBaHHE paszzesia (HampuMmep mapaMmerpsl Mo-
Jell U KOJIOHOK), BBIIENTUTE pa3pbiB paszzesia (KOTOPBIM BHUJIEH TOJBKO B PEKUME
IPOCMOTpA HEMEYaTHbIX CUMBOJIOB) B KOHIIE pa3zena, (opMaTupoBaHre KOTOPOTO
cienyeT ckomupoBarh. Jlanee ckomMpyiiTe pas3pbiB pas3jena Ha HOBOE MECTO.
TekcT, pacnoioKeHHBIA HaJl HOBBIM pa3pbhIBOM pasjesia, MpUMET ero GpopmaTupo-
BaHUE.



1.3 BcraBka HOMepOB CTPAHUIL, AaThI M BpeMeHH

JIns BCTaBKM HOMEPOB CTpaHUIl MCnosb3yercsa komanna Homepa crpanmu,
MeHI0 BeraBka. /[ BcTaBku JaThl U BpeMeHH - komaHaa JlaTta u BpeMsi MeHIO
BceraBka, Buj BcTaBisieMbIX JaHHBIX OMPEACNSETCS B MOSBISIOMIEMCS JAHAIOTO-
BOM OKHE.

Pa3Ouenune TekcTa Ha KOJIOHKH

Jnst Toro, 4ToOBl pa3ouTh (parMeHT TEKCTa Ha KOJOHKH, €ro HeOO0XOJIUMO
BBIIETIUTH , BbIOpaTh kKoMaHay Kosonku MeHto ®opMaTt U HaCTPOUTH apaMeTphl
KOJIOHOK. [[7151 TOro, 4T00BI BTOpAasi, TPEThS U T.J. KOJOHKA HAYUHAIKUCH C HY>KHOTO
¢parmeHTa TekcTa HEOOXOAMMO YCTAHOBHUTH TEKCTOBBIA KypcOp B Haudajo 3TOTrO
dbparmenTa U BbIOpaTh KoMaHny Pa3pbiB B MeHi0O BeraBka M 3aTeM NYHKT
Hayate HoBylo K0JI0HKY

1.4 Co3nanue cTpyKTYpbI JOKYMEHTA

Jly1st TOTO , 9TOOBI YIPOCTUTH PA0OTY CO CIOKHBIMHU JIOKyMEHTaMU ( a IMEH-
HO, MOJYYUTh BO3MOXKHOCTD JIETKO U OBICTPO MepeMeniaThes o JOKYMEHTY, pPeop-
TaHU30BBIBATh TEKCT, aBTOMATUYECKU CTPOUTH OIJIABICHUS U T. J.) JOKYMEHT
HEO0OXOAMMO CTPYKTYpPUPOBaTh. [[J1s1 3TOro Bce 3arojoBKU M MOJ3arojOBKU JOKY-
MeHTa (HOPMATUPYIOT C TTIOMOIIBIO BCTPOCHHBIX CTHUJICH 3ar0JIOBKOB.

Crwie 3arosioBka. B Microsoft Word npeaycMoTpeHbl ACBITH pa3iTUYHBIX
BCTPOEHHBIX CTUJIEH 3ar0JIOBKOB: «3arojoBOK 1» — «3aroioBok 9%». uiau ypoBHEH
CTPYKTYpBL. YPOBEHb CTPYKTYpPBbL. — 3TO opMat ad3ana, NpUMEeHsIEMbII 1151 IpU-
CBOCHHMS ab3alaM JIOKyMEHTa HepapXuueckux ypoBHeW («YpoBeHb 1» — «¥Ypo-
BEHb 9»). ITO MMO3BOJSIET PabOTATh C JOKYMEHTOM B PEKUMAX CTPYKTYPbI U CXEMbI
JIOKYMEHTA, ABTOMATUYECKU CTPOUTH OTJIABIICHUSA K JOKYMEHTAM.

[Tocne popmaTupoBaHus 3arojIOBKOB JOKYMEHTa ¢ HUM yAoOHee paboTaTh B
pEKUME CTPYKTYPhI

PesxxuM CcTPYKTYpBI NO3BOJIIET BUJIETh CTPYKTYPY AOKYMEHTA, a TAKXKE Ie-
peMeniaTh, KONUPOBATh U PEOPTraHU30BbIBATH TEKCT NOCPEACTBOM NEPETACKUBAHUS
3aroJIOBKOB. B pexXuMe CTPYKTYpbl MOXHO CBEPHYTh JOKYMEHT, OCTABUB TOJIBKO
OCHOBHBIE 3ar0JIOBKH, UJIU PA3BEPHYTh €ro, 0OTOOPA3HB BCE 3ar0jJ0BKU U OCHOBHOM
TEKCT.

Kpome Toro, B pexxuMe CTPyKTYphl YI00HO paboTaTh C TIaBHBIMHU JTOKYMEH-
Tamu. ['JIaBHBIA JTOKYMEHT — 3TO JIOKYMEHT-KOHTEHWHEp, 00BEAUHSIONINN B ceOe
HECKOJBKHUX OTIEIhHBIX (haljIoB (TaK HA3BIBAEMBIX BJIOKEHHBIX JOKYMEHTOB). C



MOMOIUIBIO TJIaBHOTO JAOKYMEHTa MOXXHO HAacTpauBaTh U 00pabaThIBaTh CIOXKHBIC
JOKYMEHTBI, COCTOSIIUE U3 HECKOJBKUX YaCTEH, HApUMEp KHUTH, pa3JeicHHbIC
Ha TJIaBbl...] paHUIBI CTPaHUIl, KOJOHTUTYJIbI, PUCYHKH U (JOH B PEXKHUME CTPYKTY-
PBI HE 0OTOOpaXKArOTCsL.

UroObl mepeTu B pEXUM CTPYKTYpbl, BbIOepuTe B MeHI0O Bua komanumy
Crpykrypa. B pexxume CTpyKTypbl MOXKHO IPUCBOUTH 3ar0JIOBKY IPYrOil YPOBEHb
U TIPUAATh €My COOTBETCTBYIOIIMMA CTHJIb (POPMATHPOBAHHS C MOMOIIBI0 KHOMOK
IToBbicuTh My IloHu3uTh Ma"enn uHCTpyMeHTOB CTpyKTypa. B 3TOM XK€ pe-
KM€ MOYKHO MEHATh CTPYKTYPY IOKYMEHTA, BBIJEIUB COOTBETCTBYIOIIMM 3aro-
JIOBOK M MCHOJIb3ysl KHONKM BBepx nim BHu3 Ha naHenn nHCTpymMeHTOB CTpPyK-
Typa. Haxkumars KHOMKY, HEOOXOAMMO TMOKa 3arojoBOK He OyAeT mepeMelieH B
Hy’)KHO€ MecTO. OTHOCSIIMNICA K 3TOMY 3arojoBKy OCHOBHOM TEKCT OyJeT mepe-
MELIEH BMECTE € 3aroyIoBKOM. IIpu BbIIENEHUH 3ar0JI0BKa, COAEPIKALLErO CBEPHY-
TBIM TEKCT, CBEPHYTBIN TEKCT TaKke OyJIeT BbIJICIIEH.

2 HOPAAOK BBIITIOJIHEHUSA PABOTBI

1. Co3paiiTe CBOJHBIN OTYET MO BHIIIOJIHEHHBIM J1a00PaTOPHBIM paboTaMm.

OT4eT J0JKEH ColepKaTh:

* TUTYJIBHBIN JIUCT

* OrnaBiieHUE

» Ha3BaHue 1 11e71b BBIMOJHEHUS KX 10 J1a00paTopHOM paboThI

* [Iepeuens cpenctB Microsoft Word, kotopbie CIIOIB30BaICh MPU BHIMOJ-
HEHUH JIa0OPaTOPHON PabOThHI

2. CTpyKTypupyiTe OTYET, TPUCBOUB HA3BAHUSIM JIJAOOPATOPHBIX padOT CTHIIb
3aroJioBK 1, a 11eJ11 BBITIOJTHEHHS CTUJIb 3arojI0BOK 2

3. JlokyMeHTHI ,cOo3MaHHBIC HAa MPEABIAYIUX Ja00paTOPHBIX paboTax BKIIIO-
YUTE B OTUET B BUJIC MPUIIOKEHUNA. Y KaXKJI0TO MPUIO0KEHHUS TOJKEH OBbITh 3arofio-
BOK B CTUJIE 3arojoBOK 1

4. Onucanue Kaxaou 1abopaTopHOM pabOThl U KaX10€ MPUIOKEHUE JOJIKHO
HAYMHATHCS C HOBOM CTPaHUIIbI

5. Bce ctpaHulibl oTyeTa A0KHBI OBITh MPOHYMEPOBAHBI

6. Ha TutynsHOM JcTe MHGOPMAITUIO O TOM, KTO BBITIOJIHII U MIPUHSIT J1A00-
paTopHyto padboTy 0pOPMUTH B J1BE KOJOHKH.

7. JIobaBUTH OTJIaBJIEHUE C MOMOIIBI0 KOMaHAbl OrjiaBjieHHe U yKa3aTean
MeHI0 BeraBka



KOHTPOJIBHBIE BOITPOCHI

1. Yro takoe paznen?

2.Kakux TUNIOB OBIBAIOT Pa3phIBBI Pa3ieiioB?

3. Kak BcTaBIIIOTCS HOMEpaA CTPaHML], 1aTa U Bpems?
4. Yto Takoe riIaBHbIN JOKYMEHT?

5. Kak u3MeHUTh CTPYKTYypy JOKyMEHTA?



JlabopaTtopHasi paGora Ne 6
OcHoBBI padoThI ¢ YJIeKTPOoHHBIME Tadaunamu Microsoft Excel

Ilesanb padoThI: M3YYUTh MPUHIIMITEI PAOOTHI C DIEKTPOHHBIMU TAOIUIIAMH Ha
npumepe pabotel ¢ Microsoft Excel; oceouts cpemy Microsoft Excel, mo3nako-
MHUTBCS ¢ TUIIAMH CCHUTOK Ha SYEHKH, BUAAMU JUArpaMM U MMOCTPOCHUEM BBIpaXKe-

HUMH.
1 TEOPETUYECKHUE CBEAEHUSA

Excel - ato cocraBuas yacte Microsoft Office, npeanaznaueHnas 1 co3aa-
HUS AJEKTPOHHBIX Ta0muil. TepMuH 35eKTpoHHAs TaOIHIIA UCTIONb3yeTCs sl 000-
3HAa4YeHUs NMPOCTON B MCIIOJIb30BAHUH KOMITBIOTEPHOM MPOrpaMMBl, MpeIHa3HaAUYEH-
HOM J1s1 00pabOTKM JaHHBIX, BKIIOYAOIIEH B CeO:

* IPOBEJICHHUE PA3INYHBIX BHIYUCICHUHN C CIIOJIB30BAaHUEM MOIIIHOTO armapa-
Ta GyHKIMI 1 Gopmy;

* UCCJIEZIOBAaHUE BIUSHUS Pa3IMYHbIX (DAaKTOPOB HA JAHHBIE;

* pellIeHre 3a]1a4 ONTUMH3AIIH;

* MOJly4yeHHE BBIOOPKU IAHHBIX, YAOBJIETBOPSAIOIIUX ONPENEICHHBIM KpHUTE-
pHsIM;

* IOCTpOEeHHE IrpauKOB U JHATPAMM;

* CTATHYECKHUI aHAIN3 JJAaHHBIX.

1.1 Pabo4une KHUTY U padovue JUCTHI

[Tpu 3anmycke Excel oTkpeiBaeTcst pabodass KHUTA ¢ IMMyCTHIMUA PabOYMMH JTU-
cramu. Kuura B Microsoft Excel npeacrasnsier coboii aiin, HCIoab3yeMbli 1is
00paboTKN M XpaHEeHUs MaHHBIX. Kaxxgas KHUra MOXET COCTOATh M3 HECKOJIbKHX
JIMCTOB, MOATOMY B OJHOM (haiijie MOKHO TTOMECTUTh Pa3HOOOpa3HbIE CBEICHUS U
YCTaHOBUTH MEXIy HUIMH HEOOXOJMMBIEC CBSI3U. MIMeHa MCTOB 0TOOpa)KaroTCs Ha
ApJABIYKAX B HIDKHEW YacTu OKHa KHUTH. JJ1 mepexoa ¢ OJJHOTO JUCTa Ha Apyrou
CIeNyeT yKa3aTh COOTBETCTBYIOIIHH sIpJIbIUOK. Ha3BaHWE aKTUBHOTO JIUCTA BBIJIC-
JIEHO >XKUPHBIM IpUpTOM. 17151 TOro yTOOBI U3MEHUTH 3ar0J0BOK JIUCTA, BBIJACINUTE
ero u HabepuTe HOBOE Ha3BaHue. [/[pyrue paboure TUCTHI MOKHO JTOOABUTH C TO-
MOIbI0 KOoMaHIbsl BeraBka = Jluer. PaGouuii MUMCT COCTOUT U3 CTOJIONOB M
cTpok. B pabouem mucre Excel umeercst 256 cTonO1oB, 3aroJlOBKM KOTOPBIX yKa-



3aHBl B BEpXHEH YacTH JIMCTA C TIOMOIILI0 OyKB aHTIMiickoro andasura. B pado-
yeM JiucTe umeercsa 65536 cTpok.

[Tocne co3manus pabouero mucta Excel B Hero MoKHO BHOCHTH M3MEHEHWUS,
BBIICJISITH ONPECICHHbIC SYEHKH U AUana30Hbl, a 3aTEM PEAAKTUPOBAThH UX, KOMH-
pOBaTh, EPEMEIATh, BCTABIATH WIH YIAATh.

B Excel MoxxHO BBIZCTATH 1ieJbIe paboune JIMCTHI UM UX YaCTH, B TOM YHCIIC
CTOJIOLIbI, CTPOKU U JIMANa30HbI (TPYIIIBI CMEKHBIX MM HECMEXKHBIX sueek). Jlis
BBIJICJICHUSI HECMEXHBIX CTPOK, CTOJIOLOB WJIM JTMANla30HOB HEOOXOMMO HaXaTh U
yIep>KHBaTh B Ipoiiecce BbiaeaeHus Kiapury < Ctrl >,

B Excel umerorcs creayromiye crocoObl KOMMPOBAHUS JaHHBIX, UCIIOJIb3YHO-
11117 (CH

» metop “IlepeTalmiuth U ONYyCTUTH ;

» komanay “Konuposate u BctaButs”;

* CpeAcTBO “ABTO3aIOJHEHUE .

[Tpu ucnosp3oBanuu mertona “IleperanuTe M OMyCTUTH , @ TAKKE€ KOMAH]
“Bripe3ars”’, “KonupoBats” u “BceraButs”, Microsoft Excel moinocteio komupyer
SUeWKy, BKJOYas (OpMyibl M BO3BpAIIa€Mble MMM 3HA4YEHUS, MPUMEUYAHUS H
dbopmatbl. Eciin 0051acTh KOMMMPOBAHUS COACPKUT CKPBITHIE SYEHKH, OHU TaKkKe
OyayT CKOIIMPOBAHBI.

1.2 CpeacTBo aBTO3an0JIHEHUS

HNudopmarius MOKET BHOCUTHCS B JUANA30H BPYUHYIO MU C UCIOJIb30BaHU-
€M CpeICTBAa ABTO3aINOJHEHHE, KOTOpOE 00JieryaeT KONMPOBAHUE IaHHBIX M3
SYEEK B COCETHUE STYCUKHU.

C noMouIpI0 NIEPETACKUBAHUS MAPKeEPA 3aN0JIHEHUA TUEHKU €€ COACPKUMOE
MO’KHO KOMUPOBATh B APYTrHe SYEHKHU TOM ke CTPOKM WM TOro ke crondua. [lan-
Hble B EXCel B OCHOBHOM KONUPYIOTCS TOYHO TaK K€, KaK OHM OBLIN IpeCTaBIIe-
HbI B HCXOJIHBIX siueiikax. OqHaKo, eCiu SYeilka COAEPIKUT YUCIO, 1aTy WIH NEPH-
OJl BPEMEHH, TO NPHU KONUPOBAHUM C IIOMOILBIO CPEACTBAa ABTO3AIOJHEHUE IIPO-
MCXOIUT IpUpAlleHue 3HaueHus e€ coaep;xumoro. Hanpumep, ecnu ssuenka uMeer
3HaueHue "SIHBapp," TO CyHIECTBYET BO3MOKHOCTbH OBICTPOIO 3aIllOJIHEHUS IPYTUX
sYeeK CTPOKU wiu ctonbua 3nauenusmu "deppans", "Mapt" u Tak mnanee. Moryt
CO31aBaTbCs IOJI30BATEIBCKUE CIIMCKU ABTO3AIIOJHEHHMSI IS 4aCTO UCIIOJb3Ye-
MBIX 3HAQUYEHUH, HAl[pUMep, Ha3BaHUI palloHOB ropoja WM cnucka GpaMuiamii cry-
JIEHTOB TPYIIIBI.



1.3 ®opmaTupoBaHHE JAHHBIX

Nudopmarus B quanazoHe MOXET ObITh 3a/laHa B paznuyHbix (popmarax. C
noMoIIbl0 KoMmaHabpl Popmar->PopmaT siUyeeKk WM IaHEId HWHCTPYMEHTOB
dopmaTpOBaHUEe MOXXHO W3MEHSTh MIPUQPT, pa3Mep CUMBOJIOB, CTHJIb U I[BET
COJZIEP-’)KUMOT'0O BBIJACIEHHON AYEHKU WM Auana3oHa. MOXXHO BBIIECIUTh B STUYEHKE
OTJETBHBI CUMBOJ M TPHUCBOUTH €My WHAWBUAYyalbHbIN (opmar. CTuiab mpen-
CTaBJIIET OO0 KOMOMHAIMIO (POPMATOB, KOTOPHIE MOKHO OJTHOBPEMEHHO MPHUMeE-
HATh K BBIJICJICHHOMY nuamnazoHy. B EXxcel k uwmcnmam TpuMEHSIOT JACHEKHBIN
CTWJIb, MPOLICHTHBIA WJIN C pa3JiejeHueM TPYyII pa3psaaoB. MOKHO co31aBaTh CO0-
CTBEHHBIE CTWIN JJIs MPUPTOB, UX pazMepa, YUCIOBBIX (pOpMaTOB, paMOK | 3aTe-
HEHHUS STYECK, a TAK)KE 3allIUTHI TYEEK OT U3MEHCHMUS.

Jlnst yckopenus mporiecca (popMaTUpOBaHUS TUaANa30Ha SYECK IMyTEM KOTIH-
poBaHMs TMapaMeTpoB (GOpPMATUPOBAHUS U3 APYroro, yxe oThopMaTHPOBAHHOTO
Jrara3oHa MOKHO HCIIONIb30BaTh cpeacTBo Excel dopmar mo o6pasny.



1.4 OTHOCHUTEIBHBIC U A0COJTIOTHBIE CCHLIKH

Hannpie B EXcel xpansiTcst B sueiikax - Ha NEPECCUYCHUH CTOJIOIOB U CTPOK.
Kaxxnas siuelika uMeeT Ha3BaHUEe, COOTBETCTBYIOIIEE 3ar0JIOBKY CTOJIONA U CTPOKH,
Hanpumep Al wim B4. D10 Ha3zBaHue ONpenenseTcss Kak CChbUIKA Ha SYEHKY.
CchUIKOM OTHO3HAYHO ONPEAEIISIETCS SIYEMKa WM TPYIINA SYEEK JUCTA, B KOTOPBIX
CoJIeprKaTcs JaHHbIE, UCIIOJIb3yeMbIe B (hopmyiie.

ITo ymomyanuio B Microsoft Excel ucnons3yrorcs cesliku B popmare Al, B
KOTOPBIX CTOJOLBI 0003HauatoTcst OykBamu oT A 110 IV, a cTpoku - uncnami - ot 1
10 65536. UToObI yKa3aTh CCHUIKY Ha sSiUEHKY, BBEeAUTE OYKBY 3arojioBKa CToj011a,
a 3aTeM Homep cTtpoku. Hanpumep, D50 sBisieTcst cChIKON Ha Y€Ky, pacoio-
YKEHHYI0 Ha niepeceueHnu ctoiona D ¢ 50-i crpokoit. UToObl cocathCsl Ha 1uana-
30H SIYE€EK, BBEJAUTE CChUIKY Ha BEPXHUU JIEBBIM yroJl JUana3oHa, OCTaBbTE ABOE-
Toune (:), a 3aTEM — CCBUIKY Ha MpaBblii HUKHUK yroj nuamnazona. Hampumep,
CChUIKa Ha Jauamna3oH stueek cronbna A ¢ 10-it crpoku no 20-10 Oyznetr uMeTh BUI
A10:A20, ccplika Ha BCe AUCUKU B 5-U CTPOKE - 5:5, Ha BCe SIUCHKU MEXKIY S-U U
10-#1 ctpokamMu BKIFOUUTENBHO - 5:10, Bee staeiiku B ctonbome H - H:H.

CchUlKM Ha STYEHKH MOTYT OBITh OTHOCHUTEIBHBIMU M a0COMIOTHBIMU. OmHo-
cumesibHble CCHUIKYA Ha SUEHKH, 3HAYEHHUS KOTOPBIX HCIOJB3YIOTCA B (hopmyrie,
U3MEHSAIOTCA OTHOCHUTEIBHO suelku, conepxkanieid Gopmyny. Hanpumep, sueiika
B6 comepxxut dpopmymny = AS, T. €. ICKOMOE 3HAYCHUE HAXOUTCS Ha OJHY STYCUKY
BbIIlIe U JeBee sueliku B6. [Ipu xonupoBaHuu gaHHOW (OpMysbl U BCTAaBKE €€ B
Jpyroe MecTo, Takas CChbUIKa CHOBa OyJIeT yKa3bIBaTh Ha SYEHKY, PACIIOIOKEHHYIO
Ha OJIHY SUEHKY BBIIIE U JIeBee ssuekiku ¢ opmysnoi. Tak, ecnu ¢popmyna u3 saei-
ku B6 xonmpyercs B saueiiky B7, To ¢dopmyna npumet Bug = A6, a eciau CKOMHPO-
BaTh cojiepkumoe B6 B E6, To B sueiike E6 ¢popmyna npumer Bug = DS.

Ecnmu HeoO6xomammo, 94ToOBl CCHIIKA HE M3MEHSJINCH MPU KOMUPOBaHUH (HOP-
MYJIbI B JIPYTYIO SYEIKY, BOCIOJIb3YHTECh aOCOIIOTHBIMU CChUIKaMu. AfHconrom-
Has CChUIKA BCErJa yKa3bIBAECT HA OJIHY U Ty XK€ SYEHKY, HE3aBUCUMO OT PacroJio-
keHust GopMyibl, €€ comeprkaiiet. J{s co3ganus abCOMOTHOM CChUIKK Ha STYEHKY
HE0O0X0IMMO TIOCTABHUTh 3HAK JoJuiapa ($) mepen Toil 4acThi0 CChUTKU, KOTOpast HE
JI0JDKHA M3MEeHsAThes. Hanpumep, eciiu B B6 Haxoautes dpopmyna = $AS$S, To npu
KOIKUPOBAHUU COAEpKUMOro stueiiku B6 B sueliky B7 wnn E6 B 3THX siuelikax
Takxe OyneT HaxoauTbes Gopmyna = $A$S, 4TO TOBOPUT O TOM, YTO HUCKOMOE
3HAYEHHE Bcerga OyJeT HaXOAUThCS B siueiike AS.

B Excel ucnons3ytorcs takke ccouiku B cTriie R1C1, B KOTOpoM U CTOJIOLIBI,
U CTPOKH JIUCTA MPOHYMEPOBAHBL. DTOT CTUJIb HAaMOOJee MOJE3€H MPH BbIUUCTIE-



HUU MO3UIUU CTPOKH M CTOJIOIA B MaKpocax, a TaKkKe MpH 0TOOpaKeHUH OTHOCH-
TenbHbIX cchlIOK. B ctuine R1C1 mocne 6ykBbl “R” ykaspiBaeTcs HOMEp CTPOKH
saueiiku, nocie OykBbl “C” -Homep cronbia. Hampumep, aOcointoTHas ccbuika
R2C2 »sxBuBanenTHa abcomoTHOM cchuike $B$2 mns dopmara Al. Ecim siaeii-ka
A3 gBnsiercsa Tekyuiei, To oTHocuTenbHas ccbuika R[1]C[ 1] yka3biBaeT Ha A4YECHKY,
PaCIOJIOKEHHYIO Ha OJIHY CTPOKY HIDKE M Ha OJMH CTOJIOEI Mpasee, T. €. Ha s4yel-
Ky B4, a ccpuika R[-2]C yka3bIBaeT Ha sSYEHKY, PaCHOJIOKEHHYIO Ha JIBE CTPOKHU
BBIIIIE U B TOM € CTOJIOIIE, T. €. Ha ssuehky Al.

1.5 ®opmyabl u pyHKUMH

dopmyina (pUCYHOK 7) SIBJIIETCS OCHOBHBIM CPEJICTBOM JJIsl aHAJIN3a JTaHHBIX.
C nomotrpio HOpMyT MOXKHO CKIIaJbIBaTh, YMHOXAaTh M CPaBHUBATh JaHHBIC, a
TaKk)ke OOBEAUHATH 3HAUeHUsI. DOPMYIJIbl MOTYT CChUIATHCS HA STUEUKH TEKYIIETro
JIMCTA, TUCTOB TOM K€ KHUTH WIHA APYTHX KHUT. PopMya AOJKHA HAYMHATHCS CO
3HaKa paBeHCTBa (=), 3a KOTOPBHIM CJEAyeT Ha0Op BBIYMCISEMBIX BEJIMYMH. Pe-
3yJNbTaT BBIMOJHEHUS (POpMyJbl oToOpakaeTcs B sdeiike, B KOTOPOH yKa3zaHa

dbopmyia.

CChINKS HE A4Sk
HMCNoBE&A KOHCTaHTS
|I:D§.-'H|¢u,tr|n nacTa
1

~(B4+25)/ CYMM{D5:F5)
ICCI:-I.I'IHE Ha gManasoH a4eek

OnepaTop AeneHK A
CnepaTop CnoMeHKa

Pucynox 7 — ®opmyna Microsoft Excel

B ¢opmyne moxer ObITh yKazaHa CChUJIKA Ha SUEHKY, €CITM HEOOXOAMMO B
pacueTax UCMoib30BaTh €€ coaepkumoe. [loaromy suelika, comepxaias hopmy-
7y, Ha3bIBAaCTCs 3agucumoil ayeikou. [lpu co3mannm Ha aucte GopMysI MOKHO
HOJYYHTb MOJICKAa3Ky O TOM, KaK CBsI3aHbl 3aBUCUMBIC U BIHUSIOUINE Aueiku. s
MOMCKA TAaKUX SUEEK CIy)KaT KOMaH[bl MaHEId HHCTPYMEHTOB 3aBUCHMOCTH.
3HayeHre 3aBUCUMON SAYCHKU M3MEHHUTCS aBTOMATHYECKH, €CJIM M3MEHSeTCs 3Ha-
YeHHe YUK, Ha KOTOPYIO B (popMyJie ecTh cchbuika. POpMyJsbl MOTYT CChUIATHCS
Ha SYEHKU WM Ha JUAIra30Hbl SYeeK, a TAKKe Ha UX UMEeHa WM 3arojoBKH. Sueii-
Kd ¢ (opMynaMH MOXKHO NepeMeniaTh U Komnuposathb. llpu mepemernie-uun Qop-
MYJIbl BCE CCBUIKHM (M aOCONIOTHBIE U OTHOCHUTEJbHBIE ), PACIIOIOKEHHbIE BHYTPU



dopmynibl, He n3MenstoTcs. [Ipu konupoBanuu Gopmysbl aOCOMOTHBIE CCHUIKU HE
U3MEHSIOTCSI, & OTHOCUTEJIbHBIE CCBIJIKM U3MEHSIOTCS COTJIaCHO HOBOMY pacIoJio-
KEHUIO STUCUKH ¢ POpPMYIIOH.

Jlia nmepemenieHus siueMKHM NepeTacKUBaeTCsl BbIACNIEHHAs sAueiika ¢ popmy-
JIOW TIPU HaXaTOW KHOMKE MBIIIM B HEoOXxoaumyro oOiacth. [Ipu kommpoBanuu
HaJ0 yaepKuBaTh HaxaToi kinaBuiry CTRL.

OyHKIUAME Ha3BIBAIOTCS TOTOBBIE (OPMYJBI, BCTpOeHHBIE B EXCel, cpemn
HUX UMEIOTCSI (PYHKIMM TIOYTH JJIs1 BCEX TUIOB BBIYMCIICHUI: (PUHAHCOBBIE, CTATH-
CTHYECKHE, JIOTHUECKUe U Aake (YHKIUU paboThl ¢ 0azamMu AaHHbIX. OyHKIUU
COCTOSIT U3 ABYX YacTel: HMEHU U OllepaH/a — JMalla30Ha S4eeK, HaJl KOTOPhIMU
BBINOJHSIOTCS Bhruncienus. Hampumep, ¢ynkius = CP3HAY(B4:B8) nact B pe-
3yJnbTaTe cperHee apudmeTndyeckoe Uil fuana3zoHa sueek ¢ B4 no BS.

YroObl mo6aBuTh GyHKIHIO B paboumii jyuct EXxcel, moxHOo mmbo HaOpaTh
Ha3BaHHWE (PYHKLUMU U JUANa3oH MpsIMO B siuelike, JTM00 BOCIIOJIb30BATHCS TaKUMHU

-
cpeAcTBaMH, Kak ABTocyMMa (kHomka | — |) 1 BeraBka gyHkmum (Win MEHIO

BeraBka/®yHKUMS UIN KHOIKA f*‘"_ )

CpeactBo moaodopa mapamerpa CpenctBo Iloo6op napamempa (MeHIO
Cepsuc / Ilondop napamerpa) npe-10CTaBiseT OBICTPHIN U JETKUM MyTh JOCTU-
KEHUSI HY)KHOTO pe3yJsibTaTa B siueiike, cogepxalueid GopMyiy myTeM M3MEHEHHUs
3HA4YeHHs B JPYroil siuelike, Ha KOTOpyo naHHas (opmyna cceutaercs. [lpu moa-
Oope mapameTpa 3HAYEHHUE BIMSIOLIEH sSuYelKU (mapaMmerpa) U3MEHSETCsS 10 TeX
nop, Noka ¢opmyia, 3aBUCAIIAS OT 3TOM SUYEHKH, HE BO3BPATHUT 33JaHHOE 3HaYe-
Hue. Iloooop napamempa ACrIONb3yeTCs TAKKE NIPU KOPPEKLIUU 3HAYECHHUM SYEEK C
dbopMynamu, 0oToOpakaeMbIX Ha AUArPAMME.

1.6 luarpammbl

B Excel umeercst BO3MOKHOCTB rpa)U4ecKOro MPeICTaBICHUS JAHHBIX B BU-
ne quarpaMmmsl. /{uazpammot CBA3aHbl C JAHHBIMU JINCTA, HA OCHOBE KOTOPBIX OHU
OBLIIM CO3JaHbl, U U3MEHSIOTCS KaXKIbI pa3, KOIria U3MEHSIOTCS JaHHbIE HA JIUCTE.
JlnarpaMMbl MOTYT MCIIOJIB30BaTh JAHHBIE HECMEXKHBIX sS4YeeK. /[ 3Toro npu BeI-
Oope JIOMONHUTEIBHBIX TUANa30HOB HEOOXOIUMO yAEPKUBATh HAXKATON KIIaBUIILY
Ctrl.

Jlnarpamma MOKET Tak>K€ HUCIIOJIb30BaTh TaHHBIE CBOJHOM Tabmuisl. /s co-
3/1aHus AMarpaMMbl HEOOXOAMMO BBIIOJIHUTD CIEAYIOLINE IEHCTBUA:

* BBIJCNINUTE SYCHKH, COAepkKallne JaHHbIE, KOTOPbIE JOJKHBI ObITh OTpake-



HBI Ha THarpamMMe;
* eCJIM He0OX0AUMO, YTOOBI B AMarpaMMe ObUTH OTPaKEHbI U HA3BaHUSI CTPOK

WJIM CTOJIOIIOB, BBIJICIUTE TAK)KE COACPIKAIUE UX STUCHKH;

* HAKMUTE KHONIKY “Mactep nuarpamm’” E_I;

* CIIeAYHTE MHCTPYKIIUSIM MacTepa.

MosxHO co3naTh TM00 BHEIPEHHYIO AMArpaMMy, JUOO JIUCT JuarpaMmsl. EX-
cel mpenocrasser MoIb30BaATENIO MIMPOKHUN BBIOOP TUIIOB JAMArPaMM, KaXIbIi U3
KOTOPBIX UMEET MHOKECTBO MOJTHUIIOB.

B Excel naGopbl naHHBIX, TpeACTaBICHHbIE TPAPUUECKUMH SJICMEHTAMH
(Harpumep, CTONOMKAaMH, JIMHUSIMU UM CEKTOPAMU Kpyra) , Ha3bIBAIOTCS pAoamu
oannvix. [lpyu co3manun auarpaMmbl MOXKHO 3a7aTh €€ 3arojIOBOK, MOJIMUCH IS
OCel W PsIOB JIaHHBIX, NOOABIATh JEreHay. Jlecenoa paciimppoBhIBAaET LBETA U
y30pbl, COOTBETCTBYIOIINE OMPEICICHHBIM JaHHBIM JTHArPaMMBbI.

ITocne co3nanust AuarpaMMbl €€ MOKHO peJaKkTUPOBATh C MOMOIIBIO KHOIIOK
NaHeJd UHCTPYMEHTOB Jlmarpamma, KOMaH]l MyHKTa MeHIo JlmarpamMmma wmim Ko-
MaHJ KOHTEKCTHOro MeH. KoMaHIbpl MeHI0, IpelHa3HaueHHbIE IS PENaKTUPO-
BaHUs AUarpaMM, MEHSIOTCS B 3aBUCUMOCTU OT TOTO, KAaKOW 3JIEMEHT JUarpaMmbl
BbliesIeH. YTOOB! MOSBUIIUCH MPABUIIbHBIE TYHKTHl MEHIO, HEOOXOIUMO BBIJEINUTH
auarpammy, 3aTteM, 4ToObl OT(HOpPMATUPOBATH KaKOW-TMOO 3JIEMEHT AuarpaMMbl,
YCTaHOBUTb Ha HETO YKa3aTellb U JBAX/bl HAXKaTh KHOIIKY MbIIIU. B OonbmnHCTBE
CJIy4aeB Ha SKpaH BBIBOAUTCS COOTBETCTBYIOIIEE ITOMY 3JIEMEHTY OKHO JUAJIOTA.

HekoTopble 351eMEHTBI AuarpamMmbl, HAalpuMeEp, PsAbl JAaHHBIX, SIBIISIOTCS
rpynnamu. YToObl BBIIETUTH BCIO TPYIIY, yKaXuTe ee. YToObl BEIOpATh KOHKPET-
HBIW 3JIEMEHT B IPyNIE, YKKUTE TPYIIY, 3aTEM YKaKUTE dJIeMeHT. [pyrue 3ie-
MEHTBI, 00pa3yIolIe TPYyMIbl, HATPUMEp, JUHUUA CETKH WM CTEHKH U OCHOBAHHE,
Henb3sl (popMaTHpoBaTh MO OTAEABHOCTH. JlJII TaKUX 3JIEMEHTOB YKaXKUTE BCHO
rpymmy, 4ToObl H3MEHUTH €€ (popMaTUpOBaHHUE.

Bonbmias yacTh TEKCTOB Auarpammsl (IIOANMCH JI€JIEHUM OCHU KaTeropui,
UMEHA PSIOB JTAHHBIX, TEKCT JIET€H bl U MOINNCH JAHHBIX) CBS3aHa C AYeHKaMu
paboyero aucTa, UCIOJIb3YEMOTO /ISl CO3/1aHus AuarpamMmmbl. ECIIM U3MEHUTh TEKCT
3THX 3JIEMEHTOB Ha JAMarpaMMme, OHU MOTEPSIOT CBA3b C siueiikamu Jucta. YToOs!
COXPAaHUTD CBA3b, CIEAYET U3MEHATH TEKCT 3TUX JIEMEHTOB Ha paboyeM JINCTE.

W3MeHuTh 3Ha4YeHHE, 0TOOpakaeMoe Ha Juarpamme, MOKHO ITyTeM Ieperac-
KMBaHMs MapKepa JaHHBIX Ha JuarpaMMme ¢ MoMolubio Mbimu. [Ipu ucnpasienun
0TOOpaXXeHHs] KOHCTAHT, aBTOMATHYECKH H3MEHSIOTCA 3HAYEHUS COOTBETCTBYIO-
muXx siueek aucra. [Ipu ucnpaBineHun oroOpaxeHus 3HaueHUs (popMyIbl, HEOOXO-
MO TIEPETAIUTh MapKep JAAHHBIX B HY)KHOE MECTO JHarpamMmbl U BOCIOJIb30-



BaThCsI CPEJICTBOM MO00PA apaMeTpa.

Jlunuu mpenda 0ObIMHO UCTIOIB3YIOTCS B 3aJladax NPOTrHO3upoBaHus. Takue
3ajlauu PeIlaroT ¢ MOMOIIbI0 METOJI0B PErpecCMOHHOro aHanu3a. C nmomousio pe-
I'PECCUOHHOIO aHAJIM3a MOXHO IMPOJOJDKUTH JIMHUIO TPEHJA BIEpel WIM Has3agl,
AKCTPAINOIUPOBATH €€ 3a MPEJEIIbl, B KOTOPHIX TaHHBIE YK€ W3BECTHBI, U MMOKA3aTh
TEHACHLIUIO UX U3MEHEHUs. MOKHO TaK)Ke MOCTPOUTH JIMHUIO CKOJIB3SILErO Cpea-
HEro, KOTOpas CrIIaXXUBAeT ciydyaiiHble (IyKTyalluu, sICHEEe AEMOHCTPHUPYET MO-
JIeJIb Y IPOCJIEKUBAET TEHICHIIUIO U3MEHEHUS TaHHBIX.

JIMHUSIMH TPEeHJa MOKHO JTOTIOJHUTH PSIIbl JaHHBIX, IPECTaBICHHbBIC HA HE-
HOPMHUPOBAHHBIX IUIOCKUX AUarpammax ¢ 00JIaCTsIMH, JUHEMUYaThIX Juarpammax,
rucrorpamMmmax, rpadukax, OMpKEBBIX, TOUEYHBIX M IMy3BIPHKOBBIX JUAarpaMMax.
Henb3s JONONHUTH JTUHUSAMU TPEHJA Psbl JAHHBIX HA OOBEMHBIX, HOPMHPOBAH-
HBIX, JIENECTKOBBIX TUarpaMMmax, KpyroBbIX M KOJBIEBBIX nuarpammax. [lpu 3a-
MEHE TUIla AUArpaMMbl Ha OJIMH U3 BbIIIENIEPEUNCICHHBIX COOTBETCTBYIOLUE JaH-
HBIM JMHUM TpeHaa OyayT motepsiHbl. [[ns noOaBineHUs TUHUM TpeHAA K psiaaM
JaHHBIX HEOOXOIMMO BBITIOJIHUTD CJEYIOIINE JEHCTBUS:

* BBIOpATh PSAJl JAHHBIX, K KOTOPOMY HYXHO J00aBUTh JUHUIO TPEHIA WIIH
CKOJIb3SI1IIEE CPENIHEE;

* BbIOpaTh MeHIo Jlnarpamma / J106aBUTh JIMHUIO TPEHIA;

* Ha BKJIaJIKe Tun BbIOEpUTE HYKHBIM THUIT PETPECCUOHHON JIMHUM TPEHIA WU
JMHHUH CKOJIB3AIIETO CPEIHETO;

* nipu BbIOOpe TUna IHoaunomuanvuaa Beaute B nojie Cmenenv HandOIb-
LIYI0 CTEIEHb I HE3aBUCUMOM ITIEPEMEHHON;

e ipu BeIOOpE THUNAa CKoNb3ausee cpeonee Beenute B noisie Ilepuood uucno ne-
PHOJIOB, UCIIOJIb3YEMBIX JJISI pacueTa CKOJB3AIIEro CPETHETO.

JIJ1 perpecCUOHHBIX JIMHUM TPEHAa BO3MOXKHO UX pefakTtupoBanue. s 3To-
rO BBIACIAIOT PENaKTUPYEMYyI0 JUHUIO TpEeHJAa, BbIOMpaioT komanay dopmar /
JIMHMA TpeHaa U yCTaHABIMBAIOT HY)KHBIE TAPAMETPHI.

2 MOPAJOK BBIIIOJTHEHUSA PABOTDBI

1. M3yunts untepdeiic Microsoft Excel.

2. HactpouTts pabouee mecto Microsoft Excel:

3. [lepenmeHOBaTh pabOYyI0 KHUTY U €€ JIUCTHI, T00aBUTh, YAATUTh JIUCTHI, C
nomonibio MeHi0 BeraBka — JInet u mento IlpaBka — Yaanurs auct/

4. CopmupoBaTh TaObIUIly B COOTBETCTBHH C 3aJaHueM. Hampumep, mycTh
3aJ1aHo:



CroumocTs MosieMa co ckopocThio 14 400 but/c - 380 py0.

CroumocTth Mojiema co ckopocTthio 28 800 but/c - 490 pyo.

CroumMocTh 0JIHOM MUHYTHI paboThl B cetu Internet - 0,95 py6.

[TpousBecTn cpaBHUTENBHBIN pacyeT CTOMMOCTH Iepenayn 00beMoB UHGOP-
Maruu ot SmiH 0aiT 10 30 mH.0aiT ¢ marom 500 Teic.0aiT no cetu Internet mpu
UCIOJIb30BaHUU 3TUX TUIIOB MOJEMOB (BKJIIOYasi CTOUMOCTb IPUOOPETEHUST MOJIe-
MoB). [lTocTpouth cooTBeTCTBYIOmUE Auarpammbl. OQopMHUTH pe3ynbTaThl pacye-
TOB JIJIs1 BBIBOJIA HA I1€YaTh.

[Tpumeuanue. Cuntaem, 4ToO nepeaaya MPOM3BOJUTCI HA MAKCUMaIbHON CKO-

pOCTH TIEpeIayl MOIEMOB.
CdopmupoBanHas Tabnuiia Oy1eT BBITIIAIET CISAYIOMUM 00pa3oM



Tabmuma 1. CpaBHUTENBHBINH pacyeT CTOMMOCTH Tepeaadn 00beMoB UHGMOP-
Maruu 1o cetd Internet

Hcxomuble TaHHbBIE:
CxopocThb nepenauu qaHubix, outr/c (14400  |28800
CroumocTh MojieMa, pyo. 380 490
CrouMoCTh 0HOW MHUHYTHI padoTtsl B|0,95

cetu Internet, py0.

O6wvem wuH(popma-/Croumocts mnepe-|CTOUMOCTh —Tepe-

UM, ThIC. 0T  |mauw, MOJIEM |JauH, MOJIeEM
14400 OuTt/c 28800 OuTt/c

5000 423,9814815 511,9907407

5500 428,3796296 514,1898148

6000 432,7777778 516,3888889

6. [TocTpouth muarpaMmy MO CO3JAaHHOW TAONHIIE, OMPEACIUTH MOAMUCH K
0CsIM, Ha3BaHME IMarpaMMbl U HA3BaHUS PSIIOB JAHHBIX (PUCYHOK 8).

7. Cnenatb BBIBOABI O I€JECOO0PA3HOCTH HMCIOIB30BAHMS TOTO WJIA WHOTO
CETEeBOro 000PyI0BaHUS.

Pacyem cmoumocmu nepedayu
0aHHB X

700
650
600
550
500
450
400 *

CTOMMOCTh, pyt

dAEME 4R PR . AR SR { s g
P . . P2 PP A L1

ofbemM UHG opMay UK, TR C. BUT

[ ogpem 14400 Butic =—Mopgem 28800 butl/c |

Pucynok 8 — Jluarpamma



KOHTPOJIBHBIE BOITPOCHI

1. Ckonpko cTpoK BMerIaet B ceds muct MS Excel?

2. J1ns1 4ero UCTOJIb3YETCS CPEACTBO «ABTO3AMOTHEHUEN?

3. Uem oTnmgaetcs aOCOIOTHAS CChUIKA OT OTHOCUTEIHHOM?
4. Yto BKJIIOYAET B ceOsl JIEreH1a JuarpaMmbl?

5. Uto Takoe TMHUU TpeHAa?



JlabopaTtopnas paGora Ne 7

Ucnoab3oBanue cnuckoB u 0a3 1aHubIX B Microsoft Excel.
OCHOBBI aHAJIN3A JAHHBIX C MOMOIIbIO YJIEKTPOHHBIX TAOJIMIL

He.]'lb paﬁoTbIZ O3HAKOMMUTBLC: C IMIPpUHOUIIAMHU OPraHU3alu CIIMCKOB B EXCGI,
HN3Yy4YHUTh CPCACTBA COPTUPOBKU U (bHHBTpaL[I/II/I CIIMCKa, CYMMHUPOBAHUC JTaHHbLIX U
MNOoABCACHUC IIPOMCIKYTOYHBIX UTOI'OB.

1 TEOPETUYECKUE CBEIEHUA
1.1 Tpe6oBanusi k cnmckam Excel

B Excel cnimckom HaszpiBaeTcsi HA0Op CTPOK padodero JiMcrta, KOTOPBIE CO-
JepKaT JNaHHBIe ofHOTrOo THIa. EXcel aBromarmueckn BOCIPUHUMACT JaHHBIC B
dbopmare crucka kak 0a3y JaHHBIX M TO3BOJISIET HAXOAWUThb, COPTUPOBATh, WIIU
CYMMUPOBATh 3TH JJAHHBIC, T. €. BBITIOJHITH OOBIYHBIC OTEpaIuu ¢ 0a30il JaHHBIX.
[Ipy ucnonb3o0BaHUM CNHCKAa B KayecTBE 0a3bl JAHHBIX CTOJOEI] COOTBETCTBYET
MOJTE0 0a3bl JAHHBIX, JIJIT KOTOPOTO YKa3bIBA€TCS OMPEASICHHBIA THIT JaHHBIX. EX-
cel BocriprHMMAET 3aroJI0BOK CTOJIONA KaK HAa3BaHUE MOJIS, a CTPOKY - KaK 3alKch
0a3bl JaHHBIX.

[Tpu cozpanuu crnricka He0O0X0AUMO COOJIOIATh CIEAYIOIIKE MTpaBUJIa.

Ha nucre He ciaenyet momeniats Oosiee oaHoro cnucka. Hexkotopsie GyHKINN
00pabOTKH CITUCKOB, HANPUMEpP, (PUILTPHI, HE TTO3BOJISIOT 00padaThIBaTh HECKOJIb-
KO CIIHCKOB OJHOBPEMEHHO.

Mexay CIUCKOM M JIPYTMMU JAHHBIMHU JIUCTa HEOOXOIUMO OCTaBHUTb, IO
MEHBIIIEH Mepe, OAHY MyCTYI CTPOKY M OJUH IyCTOW CTOJIOEI[. ITO MO3BOJIIET
Microsoft Excel ObicTpee 00HAPYKUTh U BBIICIUTH CIIMCOK IMPHU BBIIIOJHCHUH COP-
TUPOBKHU, HAJIOKCHUHN (DUIIbTPA MIIM BCTAaBKE BBIYHCIIIEMBIX aBTOMATUYECKH UTO-
TOBBIX 3HAYECHUU.

B camom cricke He JOMKHO OBITh MYCTHIX CTPOK M CTOJIOIOB.

BaxHble TaHHBIE HE ClIelyeT MOMENIaTh y JEBOTO WK MPaBOro Kpas CIHUCKA;
1oCJie MpUMEHEHUs (PUIIbTpa OHU MOTYT OKa3aThCsl CKPBITHIMU.

3arosioBku CTOJNOLIOB JIOJKHBI HAaXOJIUThCS B MEpPBOM CcTpoke crucka. OHu
ucnoib3yrorcst Excel mpu cocraBiieHnu 0TYETOB, IOUCKE W OpTraHU3aIuH TaHHBIX.

[IpudT, BeipaBHUBaHKE, (popMaT, 111abJIOH, rpaHUIla U popMaT MPOMUCHBIX U
CTPOYHBIX OYKB, TPUCBOEHHBIEC 3ar0JIOBKAM CTOJIOIIOB CIUCKA, JOHKHBI OTIUYATh-



cs1 oT popMaTa, IPUCBOCHHOTO CTPOKAM JaHHBIX.

s oTaeneHus 3arojloBKOB OT PACIOJIOKEHHBIX HUKE JAHHBIX CIEAYET HC-
MI0JIb30BATh TPAHUIIBI STUYEEK, & HE MyCThIE CTPOKH WJIM MIPEPBIBUCTHIEC JIMHUH.

[lepen naHHBIMH B SUCHKE HE CIICYET BBOJUTH JIMIIHHUE MPOOENbI, TaK KaK
OHU BJIMSIFOT Ha COPTUPOBKY.

He cinenyetr momemarh MyCcTyr CTPOKY MEXAY 3aroJiOBKaMu U MEPBOM CTPO-
KOM JTaHHBIX.

1.2 BBoa 1aHHBIX ¢ TOMOIIbIO (hopMBbI

BBoJ 1aHHBIX B CIIUCOK MOCJE €r0 CO3AaHUS MOXKET OCYIIECTBISATHCS OObIU-
HBIMH METOJIAMHU MJIU C TIOMOIIBIO (DOPMBI.

dopma — 310 Hambosee yAOOHBINA CIIOCOO A MPOCMOTpA, U3MEHEHUS, J10-
OaBJIeHUS U YJAJCHUs 3alicel CIUcKa, a TakKe I TOMCKa 3anucei, yA0BIE€TBO-
pSOIUX 3aMaHHbIM yeiaoBusaM. [lepen paboToit ¢ popmoit Heobxoaumo 3a1aTh 3a-
TOJIOBKU CTOJIOLIOB CHUCKA. DTH 3arojOBKM MCIOJIB3YIOTCS JI CO3[aHUs TOJIeH
dbopmbl. OmHOBpEMEHHO B (popme BBIBOIUTCS 10 32 monent crimcka. st paboTsl ¢
dbopmoit ucnonb3yercsa komanaa Jlanueie / @opma.

[Tpu BcTaBKe 3amuceil ¢ MOMOIIBIO (POPMBI BBEAUTE MOJII HOBOW 3aIlUCH, UC-
noJsib3yst knaBuiny TAB s nepemenieHus k cienyromniemy nodto. s nepemere-
HUS K MPeIbIAyIIeMy MO0 ucnoib3yeTrcs coueranue kiasum SHIFT+TAB. Yto-
Obl 100aBUTH 3amuch B crnucok, Haxxkmute kiaBuinry ENTER. Ilo 3aBepmenun
Habopa MmocienHel 3alrucu HAXKMHUTE KHOIKY 3aKpbITh, 4TOOBI 100aBUTH HaOpaH-
HYIO 3aluch U BBIUTU U3 (opmbl. Ecnu none chnucka coaepxut Gopmyiy, TO B
¢dopme BbIBOAUTCA €€ pe3ynbrar. U3mensats 31o nose B ¢popme Henb3d. [Ipu go-
OaBJEHUU 3alUCH, cojaepkailei Gopmymny, pe3yasTar GopMybl He OyIET BhIUUC-
neH 1o HaxaTtus kiaBuu ENTER wnu kHoniku 3akpbITh.

1.3 ®uabTpanus JaHHBIX B CIIUCKE

Ecnn Heo6X0AMMO IPOCMOTPETH B CIIKUCKE TOJIBKO YaCTh JAHHBIX, TO MOKHO
UCIIOJIb30BaTh @hubmput, 111 TOTO 4TOOBI CIPATATh JaHHbIE, KOTOPBIE HE yI0BJIE-
TBOPSIOT 33JJaHHBIM BaMH KPUTEPUSIM. DTU JaHHbIE HE OyIyT yJaleHbl, IPOCTO Ha
’KpaHe OHU OyIyT HEBUAMMBI J0 TE€X IOpP, IIOKAa Bbl HE OTMEHUTE JaHHBINA (QUIIBLTP.
B Excel mist ¢puipTpanuy mo mpocTeiM KPUTEPHSIM (JI0 JBYX YCIIOBHIA) MCIIONB3Y-
eTcst cpeacTBo Aemogunvmp (Mero Jlanapbie / MyHKT @UiabTp / ABTOGHIABTP),
a s GUIbTpaluu 1o 0oJiee CIOXKHBIM KPUTEPUSIM, UITH €ClIi TpeOyeTcs CKOMUPO-



BaTh 3allUCU B JIPYro€ MECTO HJIM OTOOpaTh JaHHBIE HA OCHOBE BBIYHMCICHHOTO
3HaueHus - Pacuwupennwiii punomp. OUIbTPbl MOTYT OBITH UCIIOJIB30BAHBI TOJIb-
KO JIJIsl OJTHOTO CIIMCKA Ha JIUCTE.

Ut0o0BI OTGUIBTPOBATH CIUCOK C MOMOIIBIO PACHIMPEHHOTO (DUIBTPA, CTOJIO-
bl CIIHMCKA JOJDKHBI MMETh 3arojoBku. Ha mucte Takke MOMKHO ObITh HE MEHeEe
TpeX MYCTHIX CTPOK BBIIIE CIUCKA. ITU CTPOKH OYyAYT MCIOJIB30BAHBI B KaU€CTBE
JuarnasoHa ycyioBuii otOopa. [[s mcnosib30BaHusT pacMpeHHOro (PriibTpa HE0O-
XOJIUMO:

* CKOITMPOBATh U3 CIIUCKA 3aroJIOBKU (PUIBTPYEMBIX CTOJIOIOB,

* BCTaBUTh CKOMUPOBAHHBIE 3ar0JIOBKM CTOJIOIIOB B MEPBOW IMyCTOM CTPOKE
JMana3oHa ycloBUi 0TOOpa;

* BBECTU B CTPOKH TIOJI 3ar0JIOBKaMu TpedyeMble Kputepuu otdoopa. Mexny
3HAYEHUSIMHU YCIOBUM M CIIMCKOM JOJKHA HaXOJUTHCS KaK MUHUMYM OJIHA ITycTas
CTpOKa;

* yKa3aTh SIYEHKY B CIIUCKE;

* BeIOpaTh koMaHy Jlanusie / @unbTp / Pacimupennbiit GUibTp;

* 4TOOBI CKOMUPOBATh OT(HUIBTPOBAHHBIE CTPOKH B APYTYIO0 00JacTh JIUCTA,
yCTaHOBUTE Tmepekinouaress QOo0padorka B mnosoxxeHue Ckonuposambv pe3yib-
mamul 6 Opyzoe mecmo, 3ateM B none Ilomecmums pezynrvmam 6 Ouanazou
YKaXUTE BEPXHIOIO JIEBYIO IUEHKY 00JIaCTH BCTABKU;

* BBECTU B ToJsie Juanazon Kpumepues CChUIKY Ha AMAMAa30H YCIOBHM 0TOO-
pa, BKJIIOYAIOIIMIA 3ar0JI0BKU CTOJIOIOB.

B ycnoBus otbopa pacmmpeHHOro (UiIbTpa MOXKET BXOJUTh HECKOJIBKO
YCIJIOBUM, HAKJIAJbIBAEMBIX HA OJMH CTOJOEI], HECKOJbKO YCIIOBUW, HaKJajblBae-
MBIX OJJHOBPEMEHHO Ha HECKOJIbKO CTOJIOIIOB, @ TaKXKe YCJIOBHUS, HaKJIaJbIBa€MbIe
Ha Bo3Bpaiaemoe Gopmyiioi 3HaueHue. UToObl 3a1aTh s OTAEIBHOTO CTOJOLA
Tpu WK 6oJiee yCcIoBHil 0TOOpa, BBEIUTE YCIOBHS B SUYEHKHU, PACTIONOKEHHBIC B
CMEXHBIX cTpokax. UTOObl HAJNOXKHUTh YCIOBUS OTOOpa HAa HECKOJBKO CTOJIOLOB
OJIHOBPEMEHHO, BBEJIUTE YCIOBUS B SUCHKU, PACIOJIOKEHHbIE B OJHON CTpOKE
nuanazoHa ycioBuil. UToObl BbIOpAaTh CTPOKH, YAOBIETBOPSIOUIUE OJHOMY U3
HECKOJIbKMX YCJIOBUM, HAJOXEHHBIX Ha pa3HbIe CTOJIOIbI, BBEIUTE YCIOBHUS B
SYEHKH, PACIOJIOKEHHBIE B Pa3HBbIX CTPOKAX Juana3oHa yclioBuil. YToObl Halo-
KUTh CIIO)KHOE YCJIOBHE OTOOpa, BBEIUTE €r0 COCTaBHBIE YacCTH B OTAEJbHBIC
CTPOKH JIMara3oHa yCjIOBUH.

1.4 CopTupoBKa JaHHBIX B CIIUCKE



B Excel coprupoBka BEINONHSETCS MO MOJSIM CTOJIONOB criucka. CTpOKU B
CIIUCKE MO’KHO COPTHPOBATH MO 3HAUYEHUSM SYEEK OJHOIO UM HECKOJIBKUX CTOJIO-
110B. CTpOKH, CTONOIBI UM OTAETbHBIC SIUEHKH B MPOLIECCE COPTUPOBKH MEPEYIO-
PSAAOYMBAIOTCSA B COOTBETCTBUU C 33JaHHBIM I10JIB30BATEIIEM MOPAIKOM COPTUPOB-
k. COUCKM MOXHO COpPTHUpOBaTh B Bo3pactaromieM (oT 1 10 9, ot A no ) unu
yObBatowieM (ot 9 no 1, ot A no A) nopsnke. [lo yMoiuaHUIO CIIMCKU COPTHPY-
I0TCSL B al(aBUTHOM mopsaake. JlJis COPTUPOBKHM MECSIIEB U THEH HEIEIH B COOT-
BETCTBUU C MX JIOTMUECKHUM, a HE aj()aBUTHBIM MOPSJIKOM CIIEIyeT MCIOJIb30BATh
II0JIb30BATENBCKUN MOPSAIOK COPTUPOBKH. TakoM MOPSNIOK COPTUPOBKHU TAKKE HC-
HOJIB3YETCS, €CIIU TPEOYETCsI OTCOPTUPOBATH CIIMCOK B IPYTOM, 0COOOM HOPSIKE.

JlJis COPTUPOBKU CTPOK CHUCKA MO BO3PACTAHUIO WM YOBIBAHUIO JAHHBIX B
OJIHOM CTOJIOLIE HEOOXOAMMO BBIJEIUTh CIHUCOK LIEJIMKOM, yKa3aTb SYEHKYy B
CTOJIOLE, MO 3HAYEHUSIM B KOTOPOM IPOBOJUTCS COPTUPOBKA, U HAXKATh KHOIIKY
I1o Bo3pacranmio unu Ilo yoObIBaHUIo.

JlJis COPTHUPOBKU CTPOK IO JBYM WM OOjee CTOJOLAaM >KeIaTelIbHO, YTOObI
COPTUPYEMBIN CIMCOK MMEJ 3arojoBku cTojounoB. Heobxoaumo ykasars j1r00yro
AYeHKy B COPTUPYEMOM CHHCKE U BbIOpaTh KomaHay MeHio JlaH-
Hble/CopTHPOBKA, 3aTEM 3aJaTh CTOJOLBI COPTUPOBKU B nojsix Copmuposamb
no u 3amem no. Ecnu copTUpoBKa BeAETCA MO HECKOJIBKUM CTOJIOLIaM, TO CTPOKH
C OJMHAKOBBIMU 3HAUYEHHUSAMHU B cTONOLE, yKazaHHOM B nosie Copmupoeams no,
COPTUPYIOTCSl B MOPSAKE, OMPEICIIEMOM CTOJOLOM, YKa3aHHBIM B TOJie 3amem
no. CTpoKH ¢ OJMHAKOBBIMU 3HAYEHUSMHU B MIEPBBIX JIBYX CTOJIOLIAX COPTUPYIOTCA
1o CTOJIONY, YKa3aHHOMY B T0Jie B nocieonion ouepeos, no.

1.5 IlonBeneHue NPOMe:KyTOYHBIX UTOTOB

[Tociie COPTUPOBKM TAHHBIX MOYKHO IOJABECTH B CIUCKE MPOMEKYTOYHbIE
utoru. [Ipu stom EXcel aBromarnyecky BBIYHMCIAET MIPOMEKYTOUHBIC UTOTH JIJIS
HECKOJBKHX HAOOPOB JAHHBIX, a TAKKE MOJBOAUT OOIIHIA UTOT.

Brruncnenne o0mmx v MpOMEXYyTOUHBIX UTOTOB B CITUCKE TPEOYET BBIMOJIHE-
HUSI CIEAYIOIINX [IArOB:

* OTCOPTUPOBATH JIAHHBIE B TOM MOPSAKE, B KOTOPOM BBl XOTHUTE PacIojo-
KUTh MPOMEKYTOUHBIE UTOTH;

* BBIJICJIUTH STYCUKY B CIIUCKE M BOCIOJIb30BaThca kKomaHaou Jannsie / UTo-
TH,

* BBIOpaTh CTOJIOEI, COJIepKAIIMIA TPYIIIbI, 10 KOTOPHIM HEOOXOIUMO TO/IBE-
CTH UTOTH, 13 cnucka IIpu KaxxaoM U3MEeHEeHUH! B;



* BbIOpaTh (PYHKIIMIO, HEOOXOIUMYIO IIJIsl TMOABEACHUS WTOTOB, W3 CIIMCKa
Onepanus,

* BBIOpaTh CTOJIOIBI, COAepKAIIME 3HAUCHUS, IO KOTOPHIM HEOOXOAUMO MOJ-
BECTU UTOTH, B criicke Jlo6aBuTH HTOTH 1O.

Jlis BBIYMCIIEHHS 3HAYEHWH HTOTOB HCHOJb3yeTCs HUTOroBas (QyHKIUS,
Hanpumep, CYMM unu CP3HAU. [IpomMexyTouHbIE UTOTH MOTYT OBITH OTOOpa-
YKEHBI B CIIUCKE C TOMOILBIO HECKOJIBKUX TUIIOB BBIYUCIEHUI OJJHOBPEMEHHO.

3HaueHus] OOIIMX U MPOMEKYTOUYHBIX UTOTOB MEPECUUTHIBAIOTCS aBTOMATH-
YEeCKH MPHU KaXKIOM U3MEHEHUH JI€TaJbHBIX TaHHBIX.

2 MOPAAOK BBIIIOJTHEHUS PABOTBI

1. ChopmupoBarh TabauIly mpojiaK, COOTBETCTBYIONIYIO 3amanuto. Omnpee-
JIUTH TOJyYaeMyro IpuObLIb (Tabauna 2).
Tabmuna 2. [Toxyyaemast npuObLIH
Tadmuma npogax

MpopamHan WeHa =
{CebecrovmocTe +tHayenkaY*Konvuecteo* (1 +HALC,

HaueHka, % 25,00%
HAC  20,00% “__/—/—/’_
Jata HaleHka, MpopawHan
H3OenHe CTOMMOCTh . KONMHYeCTB 0
npoaawu pyo ueHa
Map 95 uzg10 41 10,25 248 1h252
anp 56 n3pl 33 a,25 245 12127 5
dee 97 wzgli 53 13,25 112 ga04
pai 97 won1d 22 a5 22 2R
man 97 usg 15 19 475 487 13679 5
MHH 97 uzn2 & g 200 10800
MHIH 97 uza7 23 575 250 8625
il o7 S HE aE o7 Ci Son7 C
T T = — P TTUZZ I T

AHE 93 nzp12 28 7 GGE 28066
map 98 uags 54 135 19 1539
Mai 58 uag 25 6,25 100 370

WioH 98 Maal3 3 975 247 144485 j|= CMMFEF20)
aer 98 uzn3 42 105 321 20223
HoA 98 uzpd 12 e 392 7055
K101 0: Thy dy

2. Co3natb aBTOGUIIBTP.

3. OtcopTupoBaTh JaHHbIE MO BpeMeHUu npojax. [Ipu 3ToM ucnonb3oBaTh
paznuyuHble BUABI (popMaTrpoBaHus cTosoia “/lara”.

* [IpousBecTr COPTUPOBKY CTPOK MO BO3PACTAHHUIO WMJIM MO YOBIBAaHHUIO JaH-
HBIX B OJJHOM CTOJOIIE.

* [Ipon3Becty COPTUPOBKY CTPOK MO ABYM MK OoJiee cTtondiam (Mento Jlan-
Hble, koMaH1a COPTHPOBKA).



4. CopmupoBaTh MPOMEKYTOUHBIE UTOTH 1O cTONOILY “JlaTa” wnn cTonlIy
“HaumeHoBanue”

5. [1o mpoMexyTOYHBIM UTOTaM MOCTPOUTH AUArpamMmy (THCTOrpammy) Hpo-
JaX MO MecsAlaM WM 0 HaUMEHOBaHUAM. /{151 3TOro HeoOXOIMMO CKpBITh BCE
JaHHbIE, KPOME UTOTOB (YPOBEHB 2) M CTPOUTH AMATPAMMY KaK OOBIYHO.

6. C noMoipo QyHKIMM MOAOOpa ONpPENeinTh, KaKyl0 HalleHKYy Ha CTOM-
MOCTb TOBapa HaJ0 3aJOXKUTh, YTOOBI MOJYYUTh CYMMAapHYIO MPUOBLIL 33 TOJ B
pazmepe (cM. 3a71aHue).

7. 1lpennonoxum, IPOBOJIUTCS. OMBIT C HEKUM ‘‘UEPHBIM SIIMKOM ,Ha BXOJ
KOTOPOT0 MOJA0T OJTHO HANpPSIKEHHUE, HAa BBIXOJE MOIy4aroT Apyroe. I1o 1aHHbBIM -
pe3yapTaTaM OIbITa, MOCTPOUTH TAONIUIly MPOBEACHUS IKCIEPUMEHTa M MO 3TOU
TabJIULE - TUarpammy.

8. Ha sToil Auarpamme mocTpouTh JUHHUIO TpeHAa, 100aBUB 5-6 IPOTHO3UPY-
€MBIX pe3yibTaToOB onbITa. ONpeaenanuTs NPUMEPHYI0 (PYHKIHIO pe3yIbTaTOB IKC-
NEPUMEHTa C TIOMOIIbIO YpaBHEHUS JIMHUU TpeHna. (s aToro mpu 3amanuu jm-
HuM TpeHaa Ha Bkianke [lapamerpsl 3anate Iloka3piBaTh YpaBHeHHMe HA Ha-
rpamme.).

9. OdopMUTH OTYET.

KOHTPOJIBHBIE BOITPOCHI

1. YUTto Ha3pIBaeTCs COMCKOM?

2. J1y1st 9ero ucronb3yoTes (PrIbTpei?

3. Kak ckonupoBaTh OTQUIBTPOBAHHBIE CTPOKU B IPYTYIO 00JIACTh JIUCTA?
4. Kak noaBecTy NpOMEKyTOYHbIE UTOTH?

5. Kak BeinosiasieTcst coptupoBka B MS Excel?



JlabopaTtopHast paGora Ne 8
PabGora co cBogusivu Tadaumamu Microsoft Excel

Ileab paGoThl: 03HAKOMHUTHCS C TMOHATHEM CBOJHOMN TAaOJHUIIBI, CO3/IaHUEM,
WCIIOJIb30BaHUEM, BO3MOXKHOCTSMHM BUJIOM3MEHEHMSI U HACTPONKH CBOJHBIX Tal-

JIULI.
1 TEOPETHUYECKHUE CBEAEHUS
1.1 IocTpoeHue CBOAHOM TAOIUIIBI

CBojmHas TabyiMIa — 3T0 UHTEPAKTUBHBIN OTYET, B KOTOPOM CYMMHUPYIOTCSI U
AHATTM3UPYIOTCS TaHHbIe U3 padouunx jauctoB Excel nim u3 BHeniHel 0a3bl TaHHBIX.
C moMOImIbI0 CBOAHBIX TAOJIUIlT MOKHO MPOAHAIU3UPOBATH JTAHHBIE PA3TMYHBIMU
croco0aMu, He CcO3/1aBasi KaXKIblii pa3 HOBBIA OTYET. B cBOgHOM Tabmuie MOXHO
CO371aBaTh JUHAMHYECKHUE MEPEKPECTHRIC JaHHBIE B CTPOKAX W B CTOJIOIAX, TIPH-
MEHATh (PUIIBTPHI, TOKA3BIBATh IAHHBIE B OTCOPTUPOBAHHOM BHJIE, CKpBIBas AeTa-
JIM WUTH K€, HA000POT, CO BCEMH MOAPOOHOCTIIMHU.

MakeT cBO1HOM TaOJIMIIBI COCTOUT U3 YEThIpEX 00JIacTei.

Crpoxka. 3HadueHUs] TOJISI WCIOJB3YIOTCS B KauyeCTBE 3arojOBKOB CTPOK B
CBOJIHOU TaOJIHIIE.

Cronben. 3HaueHUs TOJIS UCIIOJIB3YIOTCS B KAUYECTBE 3ar0JIOBKOB CTOJIOIIOB B
CBOJIHOU TaOJIHIIE.

Jannble. UTorn 3Ha4eHnit MoJist MOABOJIATCS B CTPOKE, CTOJIOIE, CTPAHUIIE.

Crpanuna. [To3Bosisier npuMeHUTh GUIBTP K JAHHBIM CBOJHOM TaOJIUIIBI.

Mo3kHO cO371aTh CBOJIHYIO TaOJIUITY, OCHOBBIBAsSCHh HA OJTHOM M3 YETHIPEX HC-
TOYHUKOB JAHHBIX:

* 0a3a JaHHBIX WK criucok Excel;

* BHEIIHUI UCTOYHUK JAHHBIX, HanIpuMep 0asza aHHbIX ACCESS;

* HECKOJIPKO JTUAIMa30HOB KOHCOTUIAITNH;

* Ipyras CBOJHas TaOJIHIIA.

[lepen co3manriemM CBOAHOM TaOIUITEI HEOOXOIUMO CO37aTh MAKET CTPYKTYPHI
TaOJMIIBI U CYMMHUPOBAHHUS JAHHBIX B HEH. MakeT MOMOXET BaM ONpPEIEIUTh, Ka-
KHE€ TIOJISI HEOOXOAMMO Pa3MECTUTh B CTPOKE, B CTOJOIE, CTPAHUIIE WJIM 00JIacTh
JTAHHBIX.

[TocTpoenue cBogHON TabnMIIBI OCylIecTBiIsAeTcs B 4 stana. Ha mepBbIX AByX



sTamax 3aJal0Tcsl UCTOYHUK W JTMAIa30H JaHHBIX. Ha TpeTheM atarme cTpouTcs mMa-
KeT CBOJHOM Ta0uIbl (pUCYHOK 9).

MacTrep cBoaHbix Tatauy - war 3 us 4 |

L I 5 - l:‘: MEPETAWMTE KHOMKK NONEHA B HYKHBIE
E ) 0BMacTH gHarpamMol,
ETQGHI’IU.B Cronfied -
— AaTta npo
CTpoka AaHHLIE
OTMEHS I < Hazaa

Pucynok 9 — Macrtep cBOJIHBIX Ta0OJIHII

Ha derBepTOoM 3Tarne yka3bIBaeTCs PacroioKeHHe CBOJHOM TaOiuIlbl (Ha HO-
BOM JIMCTE WJIM HA CYLIECTBYIOIIEM).

[Ipu BeIIENEHUN AMaNa30H JaHHBIX, JJIs1 KOTOPOTO OYJET CO3/1aBaThCsi CBOJ-
Has TaOJINIIa, TOJDKEH BKIIIOYATh B CE0S U 3ar0JIOBKH.

Jliist co3aHus CBOIHOM TaOIUIIBI M3 CIIMCKA Win 0a3bl naHHbIX EXcel:

* BBIJICIUTE JaHHBIC, KOTOPHIC BhI XOTUTE MPOAHAIM3UPOBATH C MOMOIIHIO
CBOJHOW TaOJIHIIBL;

* BoIOepuTe KOMaHay MeHio JlanHble = CBoaHasi TadulIa WM HAKMUTE
KHONIKY MacTep cBOAHO# Ta0 MBI,

* CIIEyWTE MHCTPYKIIUSIM MacTepa CBOIHBIX TaOJIHII.

UtoOBI HACTPOUTH TOJIE CBOAHOW TAaOIUIIbI, HEOOXOAUMO JBAXKIbI MIETKHYTh
0 HeMy MbIbI0. OTKPOETCs TUaJoroBoe OKHO Brruucienue mosis CBOAHON Tab-
JUIBI, B KOTOPOM MOKHO 3a/1aBaTh TaKUe OMIUHU, KAK MPOMEXKYTOUHbIE HMTOTH,
dbopmaTtupoBaHue, COpTUPOBKA U T. M. JJIg TOrO 4TOOBI HACTPOUTH JTOTIOJTHUTEIh-
Hbl€ TIApaMeTpbl CBOJAHOW TaOJMUIBI, BOCMOJIB3yHTECh KHOmMKOUW IlapameTpbl Ha
YeTBEepTOM dTarne MacTtepa CBOIHBIX TaOJIHII.

Uto0bl oTgopMaTUpOBaTh CBOJHYIO TAOJMILY, BBIAEIUTE SYEHKY CBOJHOMU
Tabnuipl , BeIOepuTe KoMaHAy [lapameTrpsl Ha maHenn WHCTPYMEHTOB CBOIHBIC
Tabnuibl B MeHI0 CBojHas Tabiulla U yCTAaHOBUTE HEOOXOAMMBIEC MapaMeTphl
dbopmaTupoBaHusl.



Ecnu npu oOHOBIEHNU WM U3MEHEHUH CTPYKTYpPbI CBOJHOM TaOIUIBI HEOO-
XOJJMMO COXPaHUTh MPUMEHEHHOE K Hell (opmaTupoBaHue, otMeTbTe oniuio Co-
xpanams gopmamuposanue B okHe Ilapamerpsl cBoAHON Ta0auubl. /15 pas-
pelieHus BolJIeTIeHUsT POpMaTUPYEMbIX JaHHBIX BblOepuTe B MeHI0 CBOaHas1 Ta0-
Juna komauay Beigeauts / PaspeminTs Bbliej1eHue.

st Toro 4toObl M3MEHUTHh BHEIIHUW BUJ CBOJHOM TaOJMIIbI, BBIIEIUTE
SYEHKy CBOJHOM TaOIUIIbl, BOCHOB3yHTECh KoMaHa0i Mopmart / ABTodopmart u
BbIOEpUTE TpeOyeMblil popmart J1Jisi CBOTHON TaOJIUIIbI.

[Tocne cozmanust cBOAHOW TaOJMIBI MOXHO BHOCHTH M3MEHEHUS, KaK B HUC-
TOYHUK JAHHBIX, TaK U B MakeT. Eciu HYKHO M3MEHUTh UCTOYHUK JaHHBIX,
HanpuMmep cnucok EXxcel, BHecuTe HOBbIC JaHHBIE B CIHCOK, BBIIEIUTE CBOTHYIO
TaONUIy W WENKHUTE N0 KHONKe OOHOBUTH JaHHbIE B MaHETU WHCTPYMEHTOB
CBoanas Ta6auna. Excel cpasy ke 0OHOBUT CBOJIHYIO TaOJUILy C y4ETOM HOBOW
uHpopmaiuu. B npoiiecce 0OHOBIIEHUS AaHHBIE U3BIIEKAIOTCS U3 MEPBOHAYAIBHO-
ro UHTEpBaja UCXOAHBIX JAHHBIX.

[Ipu no0aBieHWM HOBBIX CTPOK WJIA CTOJIOILIOB JAHHBIX B MCXOJHBIA CIHCOK
Excel, 3anannblii B kauecTBe CCHUIKM HA MHTEPBAJ, N3MEHUTE HHTEPBAJ UCXOIHBIX
JAHHBIX JJI1 CBOAHOW TaOJIUILIbI, YTOOBI B HETO BXOAMIIM JOIMOJIHUTENIbHBIE CTPOKU
U CTOJIOITBI.

Jlnst noGaBiieHUs U yAaneHus Mojied CBOAHOW TaOJIMIIbI BBIAEIUTE TaOJIUIly U
HIEJIKHUTE 10 KHONKe MacTep CBOJHBIX TAa0JHUIl B TaHETU UHCTPYMeHTOB CBO-
Hble TA0JMIBbI U TIEPETAIIUTE HOBBIE TOJII HA MAKET CBOJAHON TAOJIMIIbI UITH CYIIE-
CTBYIOILIME TOJI U3 MaKeTa 0OpaTHO B CIIMCOK KHOTIOK TMOJICH.

B cBogHOI Tabnuile MOXHO TpYIIUPOBATh JaThl, BpEMEHA, YKCIIa U BbIJIE-
JeHHbIE 3JIeMeHThl. Hampumep, MOXXHO OOBEIMHUTH MECSIbl, YTOOBI MOABECTH
UTOTH 3a KBapTajl. ECIM BpEMEHHO HW3MEHHTh OPUEHTALHUIO IOJS CTPAHULIBI Ha
OpHUEHTAIIMIO M0 CTPOKE WJIH O CTOJOIY, MOXHO CTPYIIUPOBATH 3JE€MEHTHI ATOTO
IIOJISl M 3aTEM CHOBA U3MEHUTh OPUEHTALIMIO HA OPUEHTALIUIO IO CTPAHUIIE.

[Tpu BBINOJIHEHHUH OlNEpalyy IPYIMIIUPOBKHA U PA3rPYNIIUPOBKU JAHHBIX CBOJI-
HOM TaOJUIbI ABTOMATHYECKHU MEPECUNUTHIBAIOTCS BCE CBOJHbBIC TaOJIUIIbI, CO3/IaH-
HBbIC Ha OCHOBE TeKyIiel (kHonku CrpynnupoBats U Pa3rpynnupoBars).

2 MOPAAOK BBIINIOJTHEHUS PABOTBI

1. U3yuuth ¢ NOMOIIIBIO MacTepa MOJCKA30K pa3aen ‘CBOAHBIE TAOIUIIBI .
2. Co3nath TabauIly UCXOAHBIX HaHHbIX (12-15 cTpok). Hanpumep, Tabmauna,
MIOKA3bIBAIOIIAS PE3YJIBTATHI MPOJIAYXKH TEXHUUICSCKOW JIUTepaTyphl (Tadiuma 3).



Tabnuna 3. Pe3ynbTaThl MpOJaku TEXHUYECKOM TUTEPATYPHI

No | ABrop |Haszeanme |Mogens |llena | Tupax | Cymma Hara
I W31ETIUA (Bepcus) MPOAAKHU
1 WBano | Windows | 3,1 27 10000 |270000 |01.11.92
2 [Terpos | Windows | 95 35 10000 |350000 |01.02.93
3 CB 4,2 60 20000 |1200000 |01.04.93
4 Exc 5,0 35 10000 |350000 |05.02.93
No | ABTOp Hazpanne | Mogens | llena | Tupax Cymma  |[laTa mpo-
T 178631 (S5 8 (Bepcus) TaXU
14 C++ 3,1 36 10000 360000 10.02.95
15 | IeTPOB, | 0y 45 20 40000  |1160000 |10.06.95
MBaHOB

16 | Cunopor | Word 7,0 35 10000 350000 120.04.95
17 | Cupopo | C++ 2,0 34 100000 3400000 |20.04.95

3. ChopmupoBath IBE pa3InyHbIC CBOIHBIC TAOIUIIBI HA TUCTaX 2 U 3 TOU ke

kaurd. Hampumep, Tabnuna 4 u tabauna S5

Tabmuia 4. CBogHas TabnuIia pe3yibTaToB MPOIaK

Ha3zBanue
Jlata Beixona | JlaHHBIE C++ Excel Windows | Word OO0muii
UTOT
Kgapran 1 Cymmamo (720000 |350000 {1500000 2570000
MIOJII0 CyMMa
Cymmamo (20000 10000 |30000 60000
TIOJTI0 TUPAXK
Kgapran 2 Cymmamo (7960000 450000 | 700000 {9110000
TMIOJTI0 CyMMa
Cymmamo (240000 10000 20000 (270000
TIOJTI0 TUPAXK
Ksapran 4 CyMmma no 2800000 {1600000 4400000
MIOJIF0 CyMMa
Cymma 1o 100000 |50000 150000
TIOJTFO THPAXK
Htor Cymma no nomro cymma 868000 | 360000 | 3550000 | 183000 [17660000
Nror Cymma no nosto tupaxxk 260000 | 120000 | 90000 40000 |510000
Tabnuna 5. CBogHas Tabiuiia pe3yabTaToB MPOJaxK
KosinuecTBo 3HaYEHUN 110 TTOJIIO TUPAXK
Hasgauune | C++ Excel Word OO0t
UTOT




Bepcus 2.0 |3.1 |45 | Bcero | 5.0 | Bcero|2.0 6.0 [ 7.0 | Bcero
Tupax 2 2 1 |2 1 |1 (2 |4 9
10000

30000 1
40000 2 |2 2
50000 1
100000 2 2 1 3
OOmwmii 2 2 |2 |6 1 |3 1 |1 |2 |4 16
UTOT

[Tpu 5TOM B 0AHOM M3 TAOJIHUIl CTPYIIIUPOBATH JaHHBIE MO BPEMEHH BBHITyCKa

(mpojaku) mo KBapTajiaMm (Mecsiiiam, rojam).

4. Onny n3 Tabnuil mpeoOpa3oBaTh B HUCHAMAOMUN cicoK (OpueHTANMS -

o juctam MeHio IloJte).

5. I3MEeHUTh CTPYKTYpY CBOJHOM TaOIUIIBI:

* ICPCTACKMBAHUEM SAYCCK MOoJIeH WU JaHHBIX;

* C IOMOTIIHIO MACTEPA CBOJIHBIX TAOJIHII.

6. I3MeHHnTh 3HAUCHHE OIS CBO,Z[HOﬁ Ta6JII/II_IBII BBIBECTH MaKCHUMAaJIbHBIC IIC-

Hbl, MUHUMAJIbHBIE THPAXH, CYMMbl TUPaXKeH, CpEeAHHE 3HAuU€HUs NMPHObLIEH OT

POJIaX, KOJUYECTBO NMpoJax (3ajaHue PyHKIUN B criicke PyHKIMI quanora mMe-

Hio IToJie).
7. ITocTpouTh quarpaMMsbl 1O MOCTPOSHHBIM TaOJIHIIAM.

8. C momomipro Microsoft Word copmupoBath TEKCTOBBIN OTYET, COAEPIKA-

Ui Bce TaOJIUIIBI U JUarpaMMBl.

1. Yro Takoe cBogHas Tadiuna?

KOHTPOJIBHBIE BOITPOCHI

2. N3 4ero coctouT MakeT CBOJHOU TAOJIUIIBI?

3. Kak u3MeHUTh BHEIMIHNI CBOIHOU TAOIUIIBI?

4. Kak 100aBUTh WU yIAJIUTH NOJI CBOJAHOWU TaOIUIIbI?

5. Kak ocymiecTBiseTcsi HOCTPOCHUE CBOIHOM TaOIHIIbI?
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Co3naHue npe3eHTanuu

Heas padoThl: HAydYUTHCS CO3[aBaTh Npe3eHTanmu cpeacrtBamu Microsoft
Power Point

1 TEOPETUYECKHUE CBEJAEHUSA

[Tpe3enTanuio 8 Microsoft Power Point MoxHO co31aTh HECKOJIBKUMH CIIOCO-
O0amu. Hanpumep, BOCMOJIb30BAaTHCSI MACTEPOM aBTOCOEPKaHUs, KOTOPBIM Ha OC-
HOBE TOJIYYEHHBIX OTBETOB CO3J1a€T MPE3CHTAIIUI0 TPEOYEeMOTro COJepKaHus U JIH-
3aifHa. Kpome TOro, MOXXHO CO37aTh MPE3EHTAIIMIO HA OCHOBE I1a0JI0HA, OTpee-
JISIFOIIETO U3aiiH (HO HE COoJiepKaHue) npe3eHTanuu. 1 HakoHel, MOXXHO HayaThb C
MMIIOPTa CTPYKTYPHI MPE3EHTALMU U3 IPYTOro MPUIOKEHUS UK C ITyCTOM MPEe3eH-
TallM1, HE UMEIOIIEN HU COJICp)KaHUsl, HU AU3aiiHa.

Jlnst co3manus mpe3eHTanuu HeoOXoauMo BeIOpaTh B MeHIO Daitn koMaHTy
Coznatk u nepeititu Ha Bkiaaky Oomiue.

Macrep aBTOCOAEp:KaHUA 3AMPAIIMBAECT OCHOBHBIE CBEJEHUSI O MPE3EHTa-
uud. [Ipy Kaxa0M 1IEeTYKe Ha KHOIKE JaJjiee MacTep Moy4dyaeT YacTh HYKHOU eMy
uHGOpPMAIUU CIIEAYIONIErO TUIIA.

Bua npesenramun. B Power Point cymecTByeT HECKOIbKO BCTPOCHHBIX TH-
OB U T€M MPE3eHTALUN. TAKUX KaK YueOHbIN Kypc, Aumnom, busnec-nnan, u T.1.

Cnocod npeabsiBiienuss 1 @opmart BbIIa4Yu. 37€Ch YKA3bIBAETCA Kak IIJia-
HUPYETCS HUCIOJb30BaTh MPE3CHTAIMI0, HAMPHUMEDP IMPOBECTH MPE3CHTALMIO Ha
sKpaHe wid B Internet unu pacreuarars B BUE PEKJIAMHBIX ITPOCIIEKTOB.

IMapameTpsbl nmpe3eHTalUK. 3anpammBaeTcs UHGOPMAIUS I TUTYJIBHOTO
cliaiiia, OTCIIEXKMBACTCS 1aTa MOCJIeJHEr0 OOHOBICHUS U T. 1.

Iabsoubl odopmiIeHHS —3TO MPEABAPUTEIBHO 3aJaHHbIC PA3METKU U
odopmIIeHUS TTPE3eHTAI, B KOTOpPbIE pa3pab0TYMKK BCTABJISIOT CBOM MaTepuall.

HoBas mpeseHTaiusi mo3BOJIAET CO3/1aTh MPE3EHTALMIO C TOMOIIBIO MYCThIX
ciaioB, BeIOMpaeMbIXx U3 objactu Pa3merka caaiina. [Ipu HeoOxoaumocT 10-
0aBUTH HOBBIH ciaii BeiOepuTe komanay Co3aarh cnaiig MeHio BeraBka.

1.1 Pe:kumbl padotsl B PowerPoint

B PowerPoint mns ymobctBa paboThl HaJl IPE3SHTAMSIME CYIIICCTBYIOT pa3-



HbIe pexkuMbl. OCHOBHBIE PEKUMBI, HCIIONIb3yeMble B POWerPoint — 3To oObIYHEII
PEXKUM, PEXKUM CTPYKTYPBI, PEXUM ClAiia, PEKUM COPTUPOBLIMKA CIAWIOB, U
pexxuM mokasza. st OpICTpOro MepeKIIoueHusl PeXKUMOB CIYX AT KHOMKH B JIEBOM
HIDKHEM yriy okHa PowerPoint.uiu koman sl MeH0 Buj.

[Tpu co3nanum OTAEIBHBIX CJIAW0B UCIIONb3YIOTCS MEPBBIE TPU PEXKUMA. PU
paboTe co Bcel mpeseHTalnuen 1eaukoM ( mpu HacTporke 3PEGEeKTOB MOSBICHUS
OTZEJBHBIX CIAH0B, U3MEHEHUH MOCIEA0BATEIbBHOCTU UX CJIEIO0BAHUS, ITUTENb-
HOCTH TIOKa3a KaXKJ0ro cjaiiia u T.1). UCIOJIb3YETCsl PEXKUM COPTUPOBIIUKA ClIai-
noB. Kpome Toro B m000if MOMEHT MOKHO 3allyCTHTh IIOKa3 CIAHI0B U MPOCMOT-
pPEeTh MPE3EHTALNIO, UCTIONb3YA pexuM [lokas ciaiinos

B 00b1yHOM pe:xumMe 0TOOpakarOTCs TpU 00JACTH: 00JACTh CTPYKTYPHI, 00-
JacTh cllaija u 00J1acTh 3aMETOK. DTH 00JIaCTHU MO3BOJISIOT OJJHOBPEMEHHO pado-
TaTh HAaJ| BCEMU acleKTamMH Mpe3eHTauuu. Pazmepsl obnacTeil MOKHO H3MEHSTh,
NEPETACKUBAsI UX TPAHULIBI.

O0Jactb cTpyKTYpbl. O0JaCTh CTPYKTYPHI CIYKUT JJIsl OPTaHU3ALMH U pa3-
BEPTHIBAHUS COJIEPKUMOIO MpE3eHTAUUU. B HEll MOKHO BBOJMTH TEKCT IPE3CHTA-
IIUW ¥ IPUBOJIUTH B MOPSIOK MYHKTHI CIIUCKA, a03aITbl U CIANIbI.

ObaacTs caaiga. B obnactu cnaiiia oToOpakaeTcsi TEKCT KaKI0Tro ciaiia ¢
yuetoMm ¢opmatupoBanusa. Ha oTaenbHble claliipl MOXHO J100aBIIATH PUCYHKH,
(bUIBMBI, 3BYKH, aHUMAIIMIO U TUTIEPCCHUIKU.

O6sacTh 3ameTok. O0JIaCTh 3aMETOK CITYKHUT I JOOABIICHUS 3aMETOK J0-
KJIQqUMKa WM CBeACHUM 11 ayauTopuu. Eciau B 3aMeTkax JOJKEH OBITh PUCY-
HOK, T0OaBIISATh 3aMETKHU CJIEYET B PEKUME CTPAHHULL 3aMETOK.

B peskume cTpPYKTYpBI pe3eHTaIUsl H300pakaeTcsl B COKPAIIEHHOM BHUJIE: a
MMEHHO TOJIKO 3arOJIOBKHM CJIAMIOB U COACpIKAIUICS B claigax TekcT Pabora B
pEeXKUME CTPYKTYPBI SBISIETCS HAUIYUYIIUM BAPUAHTOM OPraHU3ALMHU MPE3CHTALNU
Y BHECEHUS M3MEHEHUI B HEE , TaK KaK B Mporiecce paboThl Ha 3KpaHe OToOpaXka-
IOTCSl BCE 3ar0JIOBKM M OCHOBHOM TEKCT. MOKHO NOMEHATh MECTAMM ITYHKTHI Ha
Clanie, NIEPEMECTUTD CHAW/l LIEJTUKOM C OJHOW MO3ULIMU B APYTYIO U U3MEHUTH 3a-
rOJIOBKM M OCHOBHOM TeKCT. [lepen 3aroioBkoM Ka)Aoro ciaija CTOUT HOMEp U
3Ha40K. OCHOBHOM TEKCT, BKJIFOUAIOLINN JI0 MISATH YPOBHEHW OTCTYINOB, PACIOJIOKEH
MIOCJIE KayKI0TO 3aroJ0BKa.

UToOBI yHOPSAIOYNATH CHAWABI WM MYHKTHI MAapKUPOBAHHOTO CIIMCKA, BBIOE-
puUTE 3HAYOK claiijia Uil MapKep, COOTBETCTBYIOLIUN TEKCTY, KOTOPbIN TpedyeTcs
IIEPEMECTHUTD, U NIEPETALIUTE €TI0 B IPYTYIO MO3ULIMIO.

PexxuM cJiaiiga mo3BoJisieT 0TOOpa3uTh TEKYIIMHM Cllalijl B KPYITHOMACIITa0-
HOM BHJE, JUIsl TOTO YTOOBI MOXHO OBLIO T00aBJISATH B HETO TEKCT, BCTABISATH PH-



CYHKH, TaOJHIIbI, OPraHU3alMOHHbIE AUarpamMmbl, Tpadudeckue 0OBEKThI, HAAMH-
cH, pUIIbMBI, 3BYKOBbIE 3QPEKThI, TUIEPCCHIIKYA U aHUMALIHIO.

Pesxkum copTHpOBIIMKA CJIAWI0B— E€IUHCTBEHHBIN PEKUM, MO3BOJISIOIINN
IPOCMaTpPUBATh CJIalibl B BUJE 3CKU30B. 110 3aBepiieHu co3qaHus U peaakTUpO-
BaHUsl MPE3EHTAIlMM COPTUPOBILMK CIANAOB JAeT 3aKOHUYCHHYIO KapTHUHY BCei
IPE3EHTALNH, YIIPOILAasl €€ PEOPraHn3alnIo, 100aBIECHUE WIN YAAJIECHUE CIAaiI0B U
peIBapUTENbHBIN MPOCMOTP 3((HEKTOB aHUMAIIMHM U CMEHBI CIAiI0B.

Pe:xxuM mpocmoTpa ci1aifioB OCYILECTBISETCS B MOJTHOIKPAHHOM PEXKHME,
KAaK ¥ pEeJIbHBIA MOKa3 ClIangoB. B 3TOM pexnme npe3eHTanus 1eMOHCTPUPYETCS
B TOM BHJI€, KaK OHa MPEACTaHET Nepes ayauTopreil. MoKHO MPOCMOTpPETh, KaK BO
BpeMsl peajbHOU JEMOHCTpaluu OyayT BHITTIAAETh Tpaduieckrue 0ObeKTh, PUIb-
Mbl, aHUMUPOBAHHBIE JIEMEHTHI, 3PPEKTHI CMEHBI CJIANI0B, a TAKKE IMPOKOHTPO-
JUPOBATH BPEMsI IEMOHCTPAIIHH.

1.2 llla610HBI 0popMITEeHUSA

labmon opopmnenuss B Microsoft PowerPoint — ato daiin, comepxkarmii
CTWJIM TIPE3EHTAlNH, (HAallpuMep, pa3Mepbl MapKepoB U MIPU(TOB, pa3Mepsl U TO-
JIOXKEHUE PaMOK, apaMeTpsl oopmMieHHs GOHA, IBETOBBIE CXEMBI, 00pazell ciaii-
JIOB U JIOTIOJIHUTEIBHBIN OOpa3ell 3arojloBKOB), KOTOPbIE€ MOTYT NPUMEHSTHCS B
pe3eHTaluU, YTOObI NPUIaTh €l 3aKOHYEHHBIN, TPOPECCHOHATBHBINA BU/.

BriOpannbiii mabiaoH (komanaa Odgopmiienne ciaaiga MmeHio dopmar) mMo-
YKET MPUMEHATHCS KO BCEM CaiijiaM WJIM TOJIBKO K ONpeaeIeHHbIM U3 HUX. Kpome
TOTO, MpU 0(POPMIICHUU OJTHON U TOM K€ MPE3EHTALMH MOTYT UCIOJIb30BATHCS HeE-
CKOJIBKO THUTIOB IIA0JIOHOB.

Jlnst co3gaHusl MpE3eHTalUd C HMCMHOJb30BaHUEM I1abjioHa O(QOpMIICHUS B
cnucke Co3narp MeHio @aiinn Beioepute MyHKT U3 madsaona ogpopmiieHust

st npumeneHus: mabioHOB oOpMIIEHUS! K OTAENbHBIM cllaiijaM , HeoOxo-
JIUMO BBIICNIUTH 3CKU3bI ATUX CIaiaoB (B obmactn Caaiiibl) U yka3aTh HYXHBIN
mabsioH opopmieHusi, BbiOpaB koMaH 1y IIpuMeHNTh K BbIeJIEHHBIM cJIaiaMm.

1.3 MakeThlI cj1aliioB

TepMUH «MakeT» OTHOCUTCS K PaclojokeHUI 00bEKTOB Ha ciaiine. B make-
Tax COAEPKATCS PAMKH, T.€. MOJA C TPAaHULAMH B 3T paMKu nmomeniarorcs 3aro-
JIOBKHY, OCHOBHOM TEKCT WJIM TaKu€ OOBEKTHI, KaK TUarpaMMbl, TaOJIMIbl U PUCYHKH
Kaxxapiit pa3 npu 106aBieHnN HOBOTO Ciaiia MOXHO BBIOpaTh AJis HETO Ma-



keT B obOnactu Pa3merka caaiina. Jlanaas o0GnacTh comepkuT OOIBIION HAOOp
MaKeTOB, B TOM YHMCJIC U MMyCTON MakeT (pucyHok 10).
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Pucynok 10 — Bug okaa Microsoft Power Point

B Microsoft PowerPoint npou3BoauTcss aBToMaTHYECKOE U3MEHEHUE MaKeTa
IpU BCTaBKE OOBEKTOB, HE BIHCHIBAIOIINXCS B MCXOMHBIN MakeT. Hampumep, mpu
HCIIOIb30BAHNU MaKeTa TOJILKO C OJHOM paMKOM IOCIIe pa3MENICHHs TaOIUIbl 1
BCTaBKW PUCYHKa BCJIE] 3a HEW MaKeT M3MEHSIETCs, B HEro J00aBIsIeTCs eIle OHa
paMKa jst pucyHka. EClii HOBBIN MakeT He HPaBHTCS, MOXKHO BEPHYTHCS K MCXO/I-
HOMY ¢ MOMOIIb0 KHONKKA IlapamMeTpbl aBTOMATHYECKOH Pa3MeTKH, KOTopas
HOSIBIISICTCSI CIIPaBa B HIDKHEH 4acTH Cliaiiza.

MOKHO MEHSTh PacroIOKEHNE PaMOK BHYTPH MakeTa, M3MEHSATh UX pa3Mme-
PBl, 100ABJIATH 3aJIMBKY M IPAaHUIBI, MOKHO M3MEHSATH TOJBKO PAMKH KOJOHTHUTY-
J0B miaM oOpaserl BbiAad. J[ast cormacoBaHHOCTH O0(OPMIICHHS BO BCEH Mpe3eHTa-
I[MH JKEJIATEIbHO BHOCUTh U3MEHEHHUS B 00pas3IIbl CIai/I0B.

1.4 [1BeTOBBIE CXEMBI

[IBeToBasi cxema COCTOMT M3 BOCBMH LIBETOB, UCIOJIB3YIOUIUXCS MPU 0POpM-
JICHUM CJaiiia uid 1BETOBOTO BblAeNeHus1 (OHA, TEKCTa WM OTIEIbHBIX CTPOK,
TEHeW, TeKCTa 3arojioBKa, 3aJIUBOK, aKIIEHTOB M THIEPCChUIOK. L[BeToBas cxema
IpEe3eHTALNU 33JJaeTCsl B MPUMEHEHHOM 1a0JI0He 0(OPMIICHHUS

[labnoH ogopmiieHHs] BKIIOYAET IBETOBYIO CXEMY, 33JaHHYIO IO yMoOJ4a-
HUIO, @ TAaKXKe JOIMOJIHUTENbHBIE I[BETOBBIE CXEMbl Ha BBIOOD, MOAOOpaHHBIE CIie-



IIUAJIBHO IS JAHHOTO T1abji0oHa. Y CTAHOBJICHHBIN MO YMOYAHUIO «ITyCTON» 11a0-
JIOH TAKX€ COJICPKUT LIBETOBBIE CXEMBI.

[[BETOBYIO CXEMY MOHO NPUMEHHUTb K OJHOMY CIIAAy, HECKOJBKHM BbI-
OpaHHBIM CJalaM WA KO BCEM CllaiijlaM C IMTOMOIILI0 KOMaH bl [[BeTOBBIE CXEeMBI
MeHto dopmar...

[{BeTOBYIO cXeMy MOXHO M3MEHUTh. MOXXHO M3MEHHTH IIBET JHOOOTO 3Jie-
MEHTa JAHHOIO ClIaii[ia WM BCEX AJIEMEHTOB. [IpM M3MEHEHUH LBETOBOW CXEMBI
cozniaercst HoBas cxema. OHa CTaHOBUTCS 4acThiO (haiiyia Mpe3eHTalM, 4To 00JIer-
4aeT ee JanpHeliee npuMeHeHue. [Ipu n3mMeHeHnn 11BeTa MOKHO BBIOMPATh JIFO-
00 1BET U3 MOJHOTO Habopa I[BETOBBIX HACTPOEK.

1.5 /lo6aBJieHHEe TEKCTA HA CJIai

Haubornee mpocThIM U HCIOIB3yeMbIM CIIOCOOOM BCTaBKM TEKCTa Ha CIIA
SIBJISIETCS] BBOJI €T0 MPSIMO B ITYCTYIO paMKy Ha ciaiie. YToObl 106aBUTH TEKCT BHE
MyCTOM paMKH, MOYKHO BOCIIOJIb30BaThCsl KHOMIKOW Haamuch Ha maHenw WHCTPY-
MeHTOB PucoBanue. TekcT Takke MOXHO BBECTH B aBTOUTYpy Wi OPOpPMHUTH
TEKCT, 100aBuB rpaduueckuii oobexT WOrdArt.

1.6 Jlo0aBJjieHMe TEKCTA B MyCTYI0 PAMKY

UToO0BI BBECTU TEKCT B MYCTYIO PAMKY, IIEJIKHUTE 3Ty PAMKY U HAYHUTE BBOJI.
MO0XHO U3MEHHUTh pa3Mep U PACIONIOKEHNE PAMKU WM B JTF00O0W MOMEHT TpHUMe-
HUTHh aBTOMAaKeT K CyLIECTByrouieMy cianny. Hukakue cBeneHus, coaepxkaniecs
Ha ciaine,yrepsHsl He OyayT. B PowerPoint BkiroueHs! 24 aBTOMaKeTa JiIs Claii-
0B. MHOTHE U3 HUX COJIEpPXKAT MyCThle PaMKHU JJIS 3aroJIOBKOB, OOBIYHOI'O TEKCTa
Y MApPKUPOBAHHBIX CIHCKOB.

[Ipy HaMMUMKU HECKOIBKUX CTPOK TEKCTAa, HE BMEIIAIOLIMXCA B PaMKYy, aBTO-
MaTUYECKH OyIeT MpEeANpHUHSITA MOIMbBITKA BIUCATh TEKCT B paMKy UTOOBI OTKIIIO-
YUTh 3TO CPEACTBO, BbiOepuTe MyHKT Ilapamerpsl B MeHto CepBHc, niepeiiaure Ha
Bkiaaky [IpaBka u caumute daaxok [lo mmpune pamku.. Ecnu TekcT HaunHa-
€TCsl B HUDKHEW YacTH CJIal]1a, BCTABbTE HOBBIM CIIANJ U IIEPEMECTUTE TEKCT HA HE-
ro. B obmactu CTpyKTypbl OTOOpa)kaeTcsi TOIBKO TEKCT, BBEJCHHBIM B ITyCTHIC
paMKH, KOTOPBIH MOXHO 3KcroptupoBaTh B Word.

1.7 lo6aBJieHre HAANIMCH



Jlnia pa3Menienns TeKcTa B JF0OOM MeCTe claiiia ciayKuT KHonka Hannuce Ha
nanenu PucoBanue. Haanuch sBisieTcst aBTOPUTYpOid, TO3TOMY MOXKHO U3MEHHUTH
€€ 3aJIMBKY, TpaHuIly, popMy i 100aBUTh 00BEMHBIN 2PGEKT Wik TeHb. MOKHO
3aMEHUTh (POpPMY TEKCTOBOI'O MOJIsI Ha KaKyro-1u0o aBrodurypy. st aToro Heoo-
XOJUMO BBIOpaTh 3TO MOJIE, HAXKaTh Ha MaHEeIN UHCTPYMEHTOB PUcOBaHME KHOMKY

JeticTBusi, BBIOpaTh KoMaHay 3MeHuTh aBTOOUTYDY.
1.8 Jlo0aBJieHne TeKCcTa B aBTOPUTYPY

Yto0b! 100aBUTH TEKCT B aBTO(QUTYpPY IIEIKHUTE €€ U HAYHUTE BBOJ TEKCTA.
DTOT TEKCT OCTAETCA B HEW, U MOCIIE ATOrO OH MEPEMELIAETCS U BPAIIAETCsl BMECTE
¢ aBTOQUrypoi. TeKCT MO’KHO BCTAaBUTh B JII0OOYI0 aBTOQUTYPY, KPOME JINHUH, CO-
eIMHUTENbHON JUHUM U MOoMuauHuM. Ecnu durypa yxe cOaepKUT TEKCT, HOBBIN

TEKCT OyJieT 100aBJIeH MOCJe UMEIOIIETOCH.
1.9 looaBnenue rpadpuyeckoro oonexkra WordArt

TexcT MOKHO 100aBUTH Takke B Buae oobekra WOrdArt, HaxkaB kHonky Jlo-
0aButh 00bekT WOrdArt Ha nmanenu nHCTpyMeHTOB PucoBanue. TekcT MOXHO 110-
MelaTh B pa3jiuyHble QUTYpHI, a TaKXKe NMPUMEHATh K HEMY OpOpMIIEHUE, TaKoe
KaK TeHb, HAKJIOH, MOBOPOT U pactsukerue. WOrdArt ssisiercs rpadguaeckum 00b-
€KTOM M HE pacCMaTpUBaeTCs KakK TEKCT, T03TOMY, 0OpMIIEHHE TEKCTa HE OyleT
MOKa3aHO B 00JIACTH CTPYKTYPHI U JUIA HeTOo OyAeT HEBO3MOKHA MpOBEpKa opdo-
rpaduu Kak Jj1si 0OBIYHOTO TEKCTA.

1.10 BcraBka pucyHka

B PowerPoint MoxHO 100aBUTh KApTUHKY WJIA PUCYHOK U3 KOJUICKIIMU KJIH-
OB, JINOO PUCYHOK WJIM CKAaHUPOBAHHYIO (oTOrpaduio U3 APYroro MpHIOKEHUs
VUM TIATTKH.

Cy1iecTByeT /IBa OCHOBHBIX THIIA PUCYHKOB, KOTOPBIE MOTYT UCIIOIb30BATHCS
s obopmienus npesentaruii Microsoft PowerPoint: rpadgudueckre 00beKTH U
pucynku. ['padpuueckumu 0oObeKTaMu Ha3bIBAIOTCA aBTO(MUTYPHI, KPUBbIE, TUHUH,
noauuHud, ¥ 00beKkThl WOrdArt. 3tu 0ObeKTHI SIBISIOTCS KOMIIOHCHTAMH IIpe-
senTarmii PowerPoint. s uX pemakTHpOBaHWS W MPUMEHEHHS K HUM IIBETOB,
y30pOB, TPAHMII U APYTUX 3PPEKTOB UCIONB3YETCs TTaHETh PUCOBAHMS.

Pucynkamu Ha3bpIBaroTCsl M300paKEHUs, CO3/IaHHBIE B APYTUX MPUIOKCHHSIX.



JInst X peaakTUpOBaHUS UCIIONb3YETCS AHEIb HACTPONKHN M300pasKeHUus1 U He-
KOTOpbIE KOMaH/bl U3 MMAHEIU PUCOBaHMUsS ( IO aHAJIOIMU pabOThl ¢ rpapuuecKu-
mu obobekramu B Microsoft Word). B HekoTopeIxX citydasix Ui HCIOJB30BAHHUS
KOMaH/1 [aHEIH PUCOBAHMS HEOOXOAMMO pas3rpyIIupoBaTh PUCYHOK U mpeolpa-
30BaTh €ro B Trpaduueckuii 00bekT. lcmonb3yss WHCTPYMEHTHl Ha MaHENId
Hacrpoiika n3o0paskeHusi, MOKHO oOpe3aThb PUCYHOK, U3MEHUTh €TI0 SIPKOCTb,
KOHTPAcCT WJIK IBET U BHECTHU JPYTUE€ U3MEHEHHS.

Jlia noGaBieHne UMIOPTUPOBAHHOTO PUCYHKA MCIOJIb3yeTCs MEHIO BeraBka
;komanna Pucynok nynkr U3 ¢aiina.



2 MOPAAOK BBIIIOJTHEHUS PABOTBI

1. ITonyunuTts 3ananue y npenogaBaTes.

2. Ilpoxymath CTpYKTYypy CO34aBa€MOM MPE3EHTALNU

3. BBecTH 3aroioBKM ¥ MOA3arojOBKU OyIyIUX CIANHO0B B PEKUME CTPYKTY-
pBI

4. Boi0Opath 1m1a0a0H 0QOpMIICHUS MTPE3CHTALIHH.

5. BeiOpath IBETOBYIO CXEMY CIalI0B.

6. BeiOpaTh MakeT cnaiiza.

7. llepeiitu B pexkum Craiifa, BBECTH TEKCT U I00aBUTh I'paduuecKkue 00beK-
ThI HA KaXIbIW CIIAW]I.

8. OhopMUTH TUTYJIBHBIN JIMCT MPE3CHTALIUU.

KOHTPOJIBHBIE BOITPOCHI

1. Kak co3nath npesentaiuto B MS Power Point?

2. TO TaKoe MmadIoHbI OhopMIeHUS?

3. Kakue pexumsbl paboThl ucnoib3ytores MS Power Point?
4. VI3 cKOJNBKUX LIBETOB COCTOUT IIBETOBast cxema?

5. UTo Ha3bIBACTCS PUCYHKAMU?



JlabopaTtopHasi pa6ora Ne 10
Bo3Mo0kKHOCTH aHUMAMK B npe3eHTanusax Power Point

Lenab padoThl: N3y4yuTh BO3MOKHOCTH HACTPOWKM aHMMAallUM TEKCTa W rpa-
¢buyeckux 00bEKTOB ciaiiaoB cpeacrBamu Microsoft Power Point

1 TEOPETUYECKHUE CBEJIEHUSA
1.1 Anumanusi TeKCTa U PUCYHKOB

AHUMANMA — 3TO J00ABJIEHHE K TEKCTY WM OOBEKTY CIEUUaTBbHOTO BUJIEO-
i 3BykoBoro 3¢ dexra. Hampumep, MOXHO cO31aTh 3JIEMEHTHI TEKCTOBO-
ro CHHCKa, BJIETAIOUIME HAa CTPAHUILy CJIEBAa MO OJIHOMY CIOBY, WJIM J100aBUTH
3BYK aruIOJUCMEHTOB MPU OTKPHITHH PUCYHKA.

AHUMaIMS TEKCTa, PUCYHKOB, 3BYKOB, (UIBMOB M JIPYTUX OOBEKTOB Ha
Clailax TOMUYEPKUBAET Pa3UYHBIC ACHEKTHI COJIEPIKAHUS, YIPABISET MOTOKOM
uHpopmaIuu, JejaeT npe3eHTalnuo 0onee nHTEpecHor. Jig TekcTa win J1ro00ro
00BEKTa MOXKHO 33JaTh CHOCOO TMOSBICHHUS Ha 3KpaHe, 3a/1aTh MOBEICHUE TEKCTa
WM O0BEKTOB MPH 100aBICHUU HOBOTO JIEMEHTA.

[Topsimok m BpeMsi mMokKa3a aHUMHPOBAHHBIX OOBEKTOB MOXKHO W3MEHSTH, a
MOKa3 MOKHO aBTOMAaTU3UPOBATh, YTOOBI HE MOJI30BAThCS MBIIIbIO. MOXKHO TIpe-
BapUTEIbHO MPOCMOTPETh M, €CIU TpeOdyeTcsa, M3MEHUTh oOmui BUI 3 (HEeKTOB
aHUMAIIMU TEKCTa U 0ObEKTOB.

AHuManus TeKCTa U 00BEKTOB 3amaercsa B pexume Ciaaiga ¢ moMompo Ko-
Man bl Hacrpoiika anumanuu B MeHio Iloka3s ciianios.

Ha Bxnanke BumonzmeHneHue HEOOXOIUMO BhIOpATh OOBEKTHI, TIOJICKAIIHE
aHUMAallMU ¥ 33JaTh NOPAJIOK aHMMallUK U crocod e€ 3amycka Ha Bkiajake Ilops-
Aok u BpeMms. [Ipu aBTOMaTHyecKkoM 3amycke MOKa3a aHWMAIUU MOCIeIyIoIIast
aHuMalus OyJleT MoKa3aHa 4Yepe3 3aJlaHHOE KOJIMYECTBO CEKYH]I MOCie Mpeablay-
mieit. [ 3amycka aHuMaIiy meT9KOM 10 TeKCTY WIIA OOBEKTY MCIIOIh3YeTCs Ba-
PHUAHT MO LIEJTYKY.

B paznenax Buioepute 3¢¢exT u 3Byk u IlosiBienue Texcra (s aHuMa-
MU TEKCTa) 3a/1al0TCsl Tpedyemble MapaMmeTphl. JUIsl KaKJI0ro oObeKTa Mojjiexa-
IIETO0 aHUMAaIUH.

Jlnst mpenBapuTEIbHOrO MPOCMOTpa aHMMAIMU UcHoJib3yercs kHomka [Ipo-
CMOTP.



Jlnst OBICTPOTO CO3MaHMsI TPOCTEUINECH aHWUMAIUU HEOOXOIUMO BBIJCIHUTH
HY>XKHBIN 00BEKT ¥ BHIOpPATh MOJIXOAIINI BaprHaHT aHUMAIIMU C TIOMOIIBI0O KOMaH-
nbl Berpoennast anuManms B MeHio Iloka3 ciiaiioB.

[IpocmoTpeTh d(PpdekTsl aHUMAIUM U CMEHBI CIAHJ0B MOXKHO C TTOMOIIBIO
komanasl [IpocMoTp anumanmu meHto [lokas ciaiinos

MoxHo omnpenenuth 3PEGEKT ONMpeaAesItoIIEero COCTOSIHUE aHUMHUPOBAHHOTO
oOBekTa mocine ero nosiBieHus. s storo Tpedyercst BbIOpaTh 3PQPEKT B CIUCKE
IMocae anmmanuu Ha BKIagke Bugonsmenenue okHa. Hacrpoiika anumauuu

1.2 Anumanmusi 3J1IeMeHTOB IMarpaMMBbl

AHHMMaNMs 3JEMEHTOB AMarpaMMbl BO3MOYKHA JUIsl THAarpamMMsl, CO3JaHHON B
Microsoft Graph wmmu Microsoft Excel.. Anumarus amarpamMmbl 3amaeTcsl Ha
BKJIaJke Bumousmenenue B fuarpamme komaspl HacTpoiika aHuManuu. B Me-
Hio [loka3 caaiigoB. Cioco0 aHMMalMu JUarpaMMbl 3aBUCUT OT TUIA BEIOpaHHOU
JYarpaMMbl

Bo Bpems mokasa cinamoB MOYKHO 3aJaTh NOSIBJICHHE JUArpamMMbl B COIIPO-
BOXKJICHUU ONPEIEIECHHOTO BU3YyaJbHOTO 3P (eKTa, TPAaCKTOPUIO MOSBICHUS , BU-
3yallbHbIN 3P (HEKT NCUE3HOBEHHUS U T. J., UCTIONb3ys napameTpbl okHa Hacrpoiika
aHUMAaLMH.

JlJis aHMMAalM#M 3JIEMEHTOB OPTaHU3alMOHHON JUarpaMmbl B 00JIaCTH 33434
Hacrpoiika anumManum BeIOEpUTE aHUMALUIO, KOTOPYIO TpeOyeTcs MPUMEHUTH B
nuarpamme, U Beioepute koManay Ilapamerpsl 3¢ ¢exToB. Ha Bkiagke AHuMa-
Ul JMarpaMmbl B crivcke I'pynnupoBka qumarpaMmbl BbIOEpUTE HYKHBIN I1a-
pameTp

o6aBjieHUN MY3BIKH, 3BYKOB, BH/1€0 H AHHMHUPOBAHHBIX PUCYHKOB

My3bIKy, 3BYK WM BUACOKIMII MOXXHO BCTABUTH HA ClANJ C MOCIEAYIOIIUM
BOCIIPOMU3BEJCHUEM BO BpEMs I10KA3a CJIAWI0B C IIOMOLIbI0 KOMaHbl PUIBMBI U
3BYK MeHI0 BeraBka. Bocnipon3sseneHrne Kiuna MOXET HAUMHATBCS JTM00 aBTOMa-
TUYECKH IPU MEpPeXoAe K JaHHOMY cClaiiy, Ju00 IO IIETYKYy 3HauKa COOTBET-
CTByIOIIEro Kiuma. YToObl U3MEHHUTH YCJIOBUE 3allyCKa KJIHIMa UIU J00aBUThH T'H-
NEePCChUIKY Ha Kiuui, TpeOyercs BblOepaTh B MeHIO Iloka3 ciaiioB KoMaHay
Hacrpoiika geiicTBus.

C momompio komanasl Hacrpoiika ammmanuu (Menio Iloka3 ciaiijaoB)
MO’KHO 700aBUTH 3((HEKThl aHUMAaIlUU U U3MEHUTh TapaMeTpbl BOCIIPOU3BEICHUS.
Hampumep, MOKHO yCTaHOBUTH aBTOMATHYECKOE BOCIIPOU3BENCHNUE 3ByKa WU BH-

JACOKJIMIIa B aHUMAallMOHHOM JIIN30/¢€.



3BYK, My3bIKa U BHJICO BCTaBJISIOTCS Kak 00bexThl Microsoft PowerPoint. Ec-
nmu B PowerPoint He oz iepKuBarOTCs ONpe/IeIeHHbIE TUTIBI KIIMTIOB WU CPEJICTBA,
JUT. BOCIIPOM3BeICHUs (paiia MOXKET MOTpeOOBaThCS YHUBEPCAIBHBIN MTPOUTPHIBA-
Tenb. J{1st Bocpou3BeeHns 3ByKa WM BUACO KaK OOBEKTa YHHBEPCAIBHOTO MPO-
UrpbiBaTes BeiOepuTe B MeHIO BeraBka xomanny O0beKT, 3aTeM BeiOepHTe Ba-
puanT Kaun myabTuMeaua. DTOT METOJ MO3BOJIHUT UCIIOIB30BATh IS BOCIIPOU3-
BEJICHUS 3BYKAa WJIM BHJIEO YHUBEPCAIBbHBIN NMPOUTPHIBATENb, YCTAHOBICHHBIN B
Microsoft Windows. YHuBepcalbHbBIH MPOUTPHIBATEb BOCIHPOU3BOIAUT MYJIbTH-
MeAWMHbIE (Qaillibl U yNpaBiseT TaKUMH yCTPOMCTBAMHM BOCIPOHM3BENEHUS, Kak
TPUBO/Ibl KOMITAKT-JIMCKOB M BU/ICOTUCKOB.

1.3 Cnoco0bl cMeHBI cJ1aliI0B NPHU MoKAa3e cJaai10B

B pexume copTUpOBIIMKA CIIAMI0B HAa SKpaHE B MUHUATIOPE OTOOpaxkaroTcs
cpa3y BCE€ CIai/ibl MPE3CHTAINMU. JTO YIPOIIAeT NT00aBICHHE, yIaJeHUEe U Tepe-
MEUIEHUE CJIAJIOB, 3aJlaHhe BPEMEHHU I0Ka3a CJIaiiJIoB U BbIOOP CIOCOOOB CMEHBI
cnannoB. Kpome TOro, MOXKHO MPOCMATPUBATh AHMMALMIO HA HECKOJIBKUX CIIAi-
JlaX, BBIACIUB TpeOyeMble cliaiiibl U BbIOpaB komanay IlpocMoTp aHMManuu B
MeHto Iloka3s ciiaiios.

J171st Toro 4ToObl HACTPOUTH aHUMAIMIO TIPU CMEHE (DAISIOB BO BpeMs MOKa3a
HEOOXOJMMO BBIJICIUTh HYXXHBIC CIIalIbI U BHIOpaTh KOMaHAy CMeHa cJIaiiloB B
MmeHro [loka3 caaiigoB. 3atem B criucke I deKT BEIOEPUTE HYKHBIN CIIOCOO CMe-
HBI CJIan]1a

2 MOPAAOK BBIITIOJTHEHUS PABOTBI

1. B co3nanHOM npe3eHTaluh HACTPOMUTE AaHUMALIUIO 3ar0JI0BKOB CJIAKI0B

2. 3anaiiTe MOPSAAOK MOSBICHUS TEKCTa U TpadUKU HA KaXIOM Claiiie B CO-
OTBETCTBUHU C TPEOOBAHUSIMH 3a/1aHUS

3. PaccuuraiiTe u 3amaiiTe Bpems mepexojaa oT TeKCTa K rpaduke, TaKk 4TOObI
TEKCT ObLT JOCTYIICH ISl YTEHUS

4. Hactpoiite 3(pdekThl mocie aHuMaluu TakuM o0pa3oM , 4TOObI OCHOBHBIC
uH(GOpPMaIMOHHBIE O0OBEKTHI OCTABAINCH Ha CJaii/ie, a BCHOMOTaTeabHbIe HCYe3aIn
1ocJie aHUMAIIHH.

5. Hactpoiite 3¢ pexTsl CMEHBI CTalI0B MPU IPOCMOTPE MPE3CHTALUN

KOHTPOJIBHBIE BOITPOCHI



1. Yro Takoe annmarus’?

2. aK 3a7aTh aHUMAIIMIO TEKCTa U 00BEKTOB?

3. Jna kakux auarpamMM BO3MOKHO INpUMEHEeHWE aHumauuu B MS Power
Point?

4. Kak oCylIeCTBIsAECTCS BOCIPOU3BEICHHUE 3BYKA WIJIM BUJIE0?

5. Kak nmpocMaTtpuBaTh aHUMAaILMIO HA HECKOJIBKUX ClIaiiiax?



JladopatopHasi paGora Ne 11
Co31aHue aBTOMATHYECKUX MpPe3eHTAMi

He.]'lb paﬁoTLI: HAayIUTBCA CO31aBaTb aBTOMATHYCCKHC IPC3CHTAIMU, YCTa-
HAaBJIMBATL BPEMA IIOKa3a CJ'I&ﬁ,Z[OB, YIIPaBJIATh XOA0M ITOKa3a CJ'I&ﬁI[OB

1 TEOPETUYECKHUE CBEJAEHUSA

CymiecTByeT Tpu pa3HbIX crioco0a mokasa ciiaiijioB. YToObl BHIOpaTh KaKoOii-
a100 cmocod, YCTAaHOBHTE B COOTBETCTBYIOILIEE IMOJIOKEHHUE IMEPEKII0YaTeNb B
nuanorosom okaue Hacrpoiika npesentanuu (Mexro Iloka3 ciiaiigos).

Yupasasiemblii noJib3oBaresieM (0KHO). B aTom ciydae nzo0pakenue mpe-
3eHTalu OyneT MeHbllero pasmepa. Ilpesenranus orodOpakaercs B HEOOIBIIOM
OKHE; MMEIOTCS KOMaH]Ibl CMEHBI CJIAlJI0B, a TAKXKE KOMaHJIbl PEIAKTHUPOBAHUS,
KOMMPOBAHUS U MEYaTH clangoB. B aTomM pexuMme mepexon K Apyromy cilangy
OCYIIECTBIISIETCS C IOMOIIIbIO MOJ0Ckl MpokpyTku uin kiasuim PAGE UP u PAGE
DOWN. ITapamienbHO MOXKET OBbITh 3aMyIIEHO APYroe MPUIOKEHHE. .

YnpasiasieMblii JOKJIQTYUKOM (MOJHBIA 3kpaH). OObIUHBIN cIOCOO TpOBe-
JIEHUs 10KAa3a, YIPaBlIIeMOro JOKJIATYMKOM, KOT/Ia Cllaifibl 0TOOpaXKaroTcs B MOJ-
HODKPAHHOM PEKHME.

Benymuit moyiydaer noJaHbld KOHTPOJIb HAJl MPE3EHTAUEN; OH MOXKET ITPOBO-
JUTh €€ BPYYHYIO WJIA B ABTOMAaTHYECKOM PEKHME, OCTAHABIMBATH €€ IS 3aliCh
3aMEUYaHuid WK JIEUCTBUU MU JIaK€ 3allMChIBATH BO BPEMs MPE3CHTALMU PEUYEBOE
COTIPOBOXKJICHHE. DTOT PEXUM yIOOEH I MOKa3a MPE3CHTAlud Ha OO0JBIIOM
AKpaHe, MPOBEJIEHNS COOpaHUsI 10 CETH WM BEIlaHUsI PE3eHTALIH

ABTOMaTH4YecKuill (MOJHBIA 3KpaH). B 3ToM pexxume mpeseHTanust Oyner
MPOBOAUTHCS MOJHOCTBIO aBTOMATUYECKU. JTO MOKHO HCMOJb30BaTh HA BBICTA-
BOYHOM CTEHJIE WJIM COOpaHUH.

[Ipu npoBeleHNH aBTOMAaTUYECKOTO MOKa3a CJIaid/I0B Ha BBICTABOYHOM CTEH/IE
MOJKHO 3allpeTUTh HCMIOJIb30BaHUE OOJBIIMHCTBA MEHIO W KOMAaHJ U BKJIIOYHTH
PEXKUM LIMKIMYECKOTO TIOKa3a.

1.1 ABTomMaTuYecKue Mpe3eHTAIUN

ABTOMaTHYECKHE MPE3ECHTALMN MPEACTABIAIOT cOO0H yn00HBIN criocod pac-
npocTpaHeHus: nHGOpMalMu B BUJE MOKa3a CIANJ0B, OCYIIECTBIsIEMO 0e3 10-



KJaquuka. Hanmpumep, MOXKHO MOATOTOBUTH NMPE3EHTALMIO I aBTOMATHYECKOTO
noka3a Ha cteHje BY3a Bo BpeMs paboThl MpUEMHONW KOMHMCCHUHU. BOJIBITMHCTBO
CPEACTB YIIPABJIECHUS MOKHO CHENAaTh HENOCTYIIHBIMHU ISl 3AIMTBI OT U3MEHEHHNH,
BHOCHMBIX MOJIb30BaressiMu. llocne 3aBepleHHs aBTOMAaThyecKas Ipe3eHTalus
3aIyCKaeTcsl MOBTOPHO. JIJIs1 MOATOTOBKM aBTOMATHYECKOTO IIOKA3a CIanugoB OT-
KpoiTe mpe3eHTaiuio, Beioepute B MeHIO Iloka3s caaiinoB komanny Hacrtpoiika
Npe3eHTAllMd U BbIOEpUTE BapUaHT aBTOMATHUYecKMil (MOJIHBbII 3kpan). [lpu

TOM aBTOMATHUYECKHU Oy/eT YCTaHOBJEH (PJ1aKOK HenmpepbIBHbIH HMKJI 10 HAXKa-
Tusa "'ESC(pucynox 11).
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Pucynok 11 — Hactpoiika npe3eHTanuu

ca

BmecTo py4HOU CMEHBI CIai0OB B ABTOMAaTUYECKOW IIPE3EHTAMU MOXKHO 3a-
JlaTh UHTEPBAJl BPEMEHU MOKa3a KAXKIOro ciaiiga B cekyHuax. [Ipu 3ToM MOXKHO
YCTAHOBHUTB BpEMs ITOKA3a KaXJOr0 Clani1a BPYYHYIO WIHM UCIIOIb30BaTh CPEACTBA
pENEeTUIINH, MTO3BOJISIFOLIME ABTOMAaTUYECKHU 3alIMChIBATh NHTEPBAJIBI BPEMEHU [IJTU-
TENIBHOCTH Claiijia B mpoliecce peneTuiuu. [lpu Heo6X0AMMOCTH UX MOXHO H3Me-
HUTbH U MIOBTOPUTH PEIIETUIIUIO C HOBBIMHM 3HAYCHUSIMU.

JIns1 ycTaHOBKH BPYYHYIO MHTEPBAJIOB MTOKa3a cianioB B MeHio [loka3 caai-
A0B HE0O0XxoauMo BhIOpaTh koMaHAy CMeHa caaiiioB u B rpynne IlpoaBu:kenue
YCTaHOBUTH ()JIKOK aBTOMATHYECKHU MOCJIe U yKa3aTh MHTEpBaJ MoKa3a ciaiina
Ha DKPaHE B CEKYHJIax.

JIns aBTOMAaTW4YeCKOM YCTaHOBKH BPEMEHHM CMEHBI CIIAWJIOB HA PENETULIAU
HeoOxoaumo B MeHio Iloka3 caaiinoB BeiOpaTh komaHay HacTpoiika Bpemenu,



[0 KOTOPOM HAYMHAETCS IOKa3 CIAWJIOB B pexxume peneruruu. st mepexona K
OYEpPETHOMY CJIalily UCIOJIb3YETCSI KHOIKa CMEHBI cnaiiaa. [1o 3aBepiieHnn noka-
3a kHOMKa Jla mcmob3yercs, 4ToObl 3alIOMHUTD MOTYYEHHBIC 3HAYEHUSI BPEMEHU
nokasa, a kHorka Het, 4ToObl cOpOCUTH UX.

1.2 lo6aBsieHMe runepccblIOK U YIPABJISIOIIUX KHOMOK B MPe3eHTAIUI0

B npeseHTanno MOXXHO 100aBUTh FMIEPCCHUIKM U MCIIONb30BaTh UX JUIS Ie-
pexoza B pa3Hble MECTa OJJTHOM NPE3EHTALNN , HAIIPUMED, K ONPEACIICHHOMY CJIaii-
Iy B JAaHHOW NpPE3EHTAIluH, K COBEPUICHHO JAPYroil mpe3eHTanuu, 1okymeHty Mi-
crosoft Word nnm mucty Microsoft Excel, anpecy B Mntepuere u T.1. ['mnepcechii-
Ky MOYKHO TNpEACTAaBUTH JHOOBIM OOBEKTOM, BKJIKOYAsl TEKCT, (PUIyphl, TAOJIULIBL,
rpaduku u pucyHkr. UToOBI JOOABUTH TUIIEPCCHUIKY BBIIEITUTE TEKCT U OOBEKT,
KOTOPBIN JOJDKEH IPEACTABIIATh TMIIEPCCHUIKY M BBINOJHUTE KOMaHay I'mmepc-
cblIKA B MeHIO BeraBka. /{15 co3aHus runepcchuUIKM Ha IPOU3BOJIBHOE MECTO B
TEeKyLIEN MPE3EHTAUK UCIOJIb3yeTCs KHONKa MecTo B 3TOM JOKYMEHTe U yKa-
3BIBAETCS CJAi U3 CIMCKA WM MPOU3BOJIbHBIN MOKa3, K KOTOPOMY TpedyeTcs Ie-
peiiti UToOBI BBECTH OJICKA3Ky, KOTOpasi OyJeT NOSIBISITHCS IPU HaBEJICHUU yKa-
3aTesisl MBIIIM Ha TUIIEPCCBUIKY, HCNOJb3ylTe KHONKY Iloackaska.

VYcraHaBnuBasi TUIEPCCBUIKY Ha KakoW-muOo ciaiia, HeoOXoaumo J00aBUTh
TaK)K€ Ha 3TOT CJIaiiJ] TUIIEPCChUIKY ISl BO3BpaTa K UCXOJHOMY CIauy

Tekcr, npeacTaBIAOMUN THIEPCCHIIKY, TOAYEPKHYT U OKpPaAlIeH LBETOM, CO-
OTBETCTBYIOUIMM I11BeTOBOM cxeme. [locie BpIOOpa TUMEpCChUIKH U IMepexoaa K
00BEKTYy, Ha KOTOPBII OHA YKa3bIBAET, LIBET TMIEPCCHUIKM MEHSETCS, OKa3bIBasd,
YTO OHA YK€ OblIa OTKpbITa. [ MIEPCCHIIKM CTAHOBSTCS AKTUBHBIMU BO BpeMs I1O-
Ka3a cjaiiioB (a He BO BpeMsl peaKTUPOBAHUS).

JIns mpencTaBiieHHMs TUIEPCCHUIOK B CIAMJAX 4acTO MCIOJIB3YIOT Y IpaBJis-
1omue KHonku. B PowerPoint cymecTByroT TOTOBBIE K MCIIOJIB30BAHHIO YIIPaB-
JSIOLIME KHONKY (ITyHKT Ympasasiioimiue KHONKU B MeHio Iloka3 caaiiios), xo-
TOpPbIE MO’KHO J100aBUTHh B IPE3EHTALMIO, Ha3HAUYMB COOTBETCTBYIOILLYIO THIIEpC-
cpUIKy. Ha ympaBisomux KHOMKaxX HM300pa)KeHbl 3HAUKH, KOTOPBIE CIyXKaT s
CO3/1aHHS MHTYUTUBHO MNOHSATHBIX OOO3HAUYEHUHN IS MEpexona K CIeAyIoUIeMy,
npeapIAyIIeMy, IEpBOMY U MociieHeMy ciainam. B PowerPoint umerotcst Takxe
YIPABJISIOLUUE KHOMKH JIJIs1 BOCIIPOU3BEACHUSI (PUIIBMOB U 3BYKOB.

Ecnu Ha xaxnapiil cnaiin TpeOyeTcsi MOMECTUTh OAHHU U TE K€ yNPaBIISIOLINE
KHOIIKH, IOMECTUTE UX Ha oOpaser ciaiinos. /s atoro B MeHo Bua ykaxkurte Ha
komanay OOpasen u BeiOepute myHKT O0pasen ciaiigoB. 3areM B MeHio Iloka3



CJ1aii/I0B YKa)XUTE HA KOMaHAy YNpaBJsiiolue KHONKH U BeIOEepUTE TpeOyeMyto
KHOIIKY, HanpuMmep, Jlomou, Ha3zan, Janee, B nauano, B konen viu Bo3spar. B
okHe HacTpoiika neiicTBMs 3a1aliTe TUIEPCCHUIKY IS IIEPEX0aa.



2 MOPAAOK BBIIIOJTHEHUS PABOTBI

1. ITonroToBbTE ABTOMATUYECKUM IOKA3 MPE3CHTALMU B PEKUME HENPEPHIB-
HOTO LIUKJIA.

2. HactpoiiTe 1nuTenbHOCTh KaX/I0I0 claiiia B peKUMe pENeTULIUN

3. VI3MeHuTe CTPYKTYpY NPE3EHTALNUN TaKUM 00pa3oM, 4TOObI MOSIBUJICS BbI-
O0p MoCIeA0BaTENIBHOCTH IPOCMOTpA CJIAKI0B.

4. JloGaBbTE B MPE3CHTAIMIO CJIANT — MEHIO

5. OdopmuTe Kaxaplii MyHKT MEHIO B BUJE THUIIEPCCHUIKH, 3a7alONIEH BO3-
MO>KHOCTB IIepeX0a K APYrUM ClIai1aM MPE3eHTALNN

6. Jlo6aBbTe Ha KaXKIbIi CIAl]] MPE3EHTAMN YIPABIAIONINE KHOTIKH ISl Tie-
pexojia K cIauay — MEHIO U K 3aBEPIUAIOIIEMY IIPE3CHTALHIO CIIalily

KOHTPOJIBHBIE BOITPOCHI

1. Kakue cyiiecTBYrOT CIIOCOOBI IMOKa3a Cliaid10B?

2. Yrto npeAcTaBisAOT cOO0 aBTOMAaTUYECKUE MPE3CHTALIUU?
3. Kak moJAroToBUTHL aBTOMAaTUUECKHUHN TTOKA3 ClIaiigoB?

4. Kak yCTaHOBUTb BPYUYHYIO HHTEPBaJbI [10KA3a CIANI0B?

5. Kak 106aBUTh TUIIEPCCHUIKY K TPE3CHTAIUHN ?



Cnucok pekoMeHIyeMoii TUTepPaTyphl
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