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BBEJEHHUE
Ieans u 3a1a4H 0CBOCHHUS AU CHHILIHHBI

Lensb OCBOCHUS JUCIUTLTAHBL: dbopMupoBanue YHHUBEpCATbHbBIE u
oOmenpodecCHOHABHBIX ~ KOMIIeTeHIIun  Oyaymiero — OakamaBpa  (Crienmmanucra) IO
COOTBETCTBYIOIIEMY HAMPABICHHUIO TTOJTOTOBKU B 00JACTH IU(PPOBBIX TEXHOJOTHIA U 00pabOTKH
JTAHHBIX.

3aaun OCBOCHHUSI TUCITUTUINHEI:

- 3HAKOMCTBO CTYACHTOB C COBpPCMCHHBIMU HaIlpaBJICHUAMUA B oOiactu
¢ poBuU3aImu 00IecTBa, SKOHOMUKU ¥ 00pa30BaHUS;

— (dbopMUpOBaHHE KOMIIOHEHTOB HU(POBON TPAMOTHOCTH W HABBIKOB 00PabOTKH
JAHHBIX C TOMOUIbIO U(PPOBHIX TEXHOJIOTHIA;

- oOy4eHHE  CTYJICHTOB  OCHOBHBIM  CTpaTerHsM  TOWCKAa  PEIICHHN
MHTEJUIEKTYaJbHBIX 33J1au C MPUMEHEHHEM ITUPPOBBIX HHCTPYMEHTOB;

- MOJTy9YeHUE IIEJIOCTHOTO TIPEJCTABICHUS O HANpPaBICHUSIX M BO3MOXKHOCTSIX
COBPEMEHHBIX CPEICTB HHPOPMAIIMOHHBIX TEXHOJIOTUN B TPO(HECCHOHATBLHOU e TEILHOCTH,

- (dhopMUpOBaHNE CUCTEMBbl 3HAHWW, YMCHHI W HAaBBHIKOB B OOJIACTH TPUMEHCHUS
UQPPOBBIX TEXHOJOTHA, Pa3BUTHE Yy CTYACHTOB TOTOBHOCTH K TPaAaMOTHOMY HCIIOJIb30BAHHIO
CpeAcTB MHPOPMALMOHHBIX TEXHOJIOTHH;

- W3YYCHHE TPAKTHUYSCKHX  AaCIeKTOB  Pa3pabOTKH  CPEACTB  peallu3aliu
WH(GOPMAIIMOHHBIX TEXHOIOTHMA.

B pesyibTare 0CBOCHUSI TUCHUILIMHBI CTYA€HTHI J0JIKHbI:

3HaTh:

- OCHOBBI ITOUCKA U KPUTHUECKOTO aHAJIN3a HHPOPMALINY;

- METOJbl CHCTEMHOIO NOAXOJA JUIsl PEUIeHUs IMOCTaBJICHHBIX 334a4 C IOMOUIbIO
U(PPOBBIX U HUHPOPMALIMOHHBIX TEXHOJIOTUH;

- OCHOBHBIE ATAIlbl OPTaHU3aLMHU JIUYHOTO IU(PPOBOTO MPOCTPAHCTBA;

- BOBMOYKHOCTH NPUMEHEHUS TEXHOJIOTUU 00paOOTKH JTaHHBIX.

- BO3MOXKHOCTHU IIU(PPOBBIX HHCTPYMEHTHI JJIs PELLIEHHUS TTOCTaBICHHbIX 3a/1a4;

- c1ocoObl MPUMEHEHHs HU(POBBIX TEXHOJIOTUH JIJIsl peIlIeHHsI TOCTABICHHBIX 3a/1a4;

- 3aKOHOJIATEJIbHBIE M MHBIE NMpaBoBble akThl Poccuiickoil Penepanuu, peryavpyromme
IIPaBOBbIE OTHOILIEHUS B cepe MH(OPMAIIMOHHON 0E30MacHOCTH M 3aIlUThl FOCYIapCTBEHHON
TalHBI.

YMmerTh:

- IPUMEHSTHh OCHOBBI TOMCKA U KPUTHUECKOTO aHAIM3a HH(popManuu;

- HUCIIOJIB30BaTh MECTOABI CHUCTECMHOI'O IToaxona IJIst pemeHm{ IIOCTABJICHHBIX 3aJa4 C
MOMOIIIBIO ITUGPPOBBIX U UHPOPMAITMOHHBIX TEXHOJIOTHIA;

- OPTaHU30BaTh JIMYHOE ITU(POBOE MPOCTPAHCTBO;

- IPUMEHSTh OCHOBHBIE TEXHOJIOTUH 00PaOOTKHU TaHHBIX.

- HpI/IMeHSITI) BO3MOXHOCTHU I_[I/I(i)pOBBIX I/IHCTp}IMeHTI)I JJI peI_HeHI/ISI ITIOCTABJICHHBIX
3aJ1ay4;

- HCIIOJIb30BaTh CHOCOOBI NPHUMEHEHUS IUQPPOBBIX TEXHOJOTMHA U pelIeHus
IOCTaBJICHHBIX 3aJ1a4;

- AHaJU3HMpOBATh 3aKOHOJATENbHBIE W MHBIE IpaBOBble akTel P®, perymupyromue
npaBoBbie oTHouIeHHUs B cdepe Wb mns opranmzanuu mpopUIaKTHKH MPaBOHAPYIICHUH B

nndpoBoii cpene.



Baanern:

- TEXHOJIOTHSIMU MOUCKa WH(OpMaLINU;

- METOJIaMU CUCTEMHOTI'0 MIOJIX0/1a JIJIsl PELIEHMsI TIOCTABJIEHHBIX 3aJa4 ¢ IOMOIIIBIO
1U(GPOBBIX U NHPOPMALIMOHHBIX TEXHOJIOTHI;

- TEXHOJIOTHEW OpraHu3alliy JIMYHOTO IU(PPOBOrO MPOCTPAHCTBA;

- TEXHOJIOTHSIMU 00paOOTKH JTaHHBIX.

- M POBBIMU UHCTPYMEHTAMU;

- METO/IaM{ TPUMEHEHUsI HU(POBBIX TEXHOJIOTHH JIIsl pEIICHUs TOCTABJICHHBIX 3a7ay;

- TEXHOJIOTHEH OpraHu3alui 0€301MacHOT0 JMYHOTO IM(PPOBOro MPOCTPAHCTBA



CTPYKTYPA U COAEPKAHUE JJABOPATOPHbBIX PABOT

JlabopaTopHas padorta 1.
Cucmemamu3sayusn u xpanenue ungpopmayuu na INK. Ocnoewt pavomot 6 OC Windows /
Astra Linux. @aiinst u ¢paiinosan cucmema

Leap paGoTbl: MO3HAKOMUTHCS ¢ UHTEP(PENCOM U OCHOBHBIMU BO3MOKHOCTSIMU PaOOThI
B orepannoHHoi cucreme Windows.
Bonpocekl (KoMneTeHUMH, HABBIKH) /1JI51 OCBOCHHUSA:

1. I3yunTh KOMIOHEHTHI MoJIb30BaTenbckoro uutepdeiica OC Windows / Astra Linux.

2. Tlo3nakomutbest ¢ Bo3MOxHOCTsIMU HacTpoilku OC Windows / Astra Linux. u
AJIEMEHTOB pabOYero CToa.

2. U3yunTh OCHOBHBIE BO3MOXKHOCTH paboThI B onepanroHHoi cucreme Windows / Astra
Linux.

3aganus 1J1 BHINOJTHEHHUS] H MeTOANYECKHE PeKOMEeHIanu:
3aganme 1. 3anonHuTe TabIMIly, OTBEYasi HA BOIPOCHI, PACIIONOKEHHbIE B JIEBOH KOJIOHKE.
Ne
n/n
1. Hacrpoiiku nepconanuzanuu B OC Windows/ Astra
Linux.
2. ITanene 3agau OC Windows / Astra Linux,
Ha3zHauCHHE, JIEMEHTHI MTaHeJH 3a/1a4, HaCTpOoiKa
3. Crannmaptaeie npwiokenuss OC Windows / Astra
Linux. Pacnonoxenue, Ha3zHadeHwe. llepednciuThb
Hanbosiee MomyJsipHbIe.

Bonpoc Windows | Astra Linux

4.
OOBEeKTHI OJIB30BATEILCKOIO YPOBHS: IOHSITHE

S OKHO manky, Ha3HaYeHHe, SJIEMEHThI OKHA

0. OxHO TOKyMEHTa, Ha3HAYCHHUE, PJIEMEHTHI OKHA

7. [TpoBoanuk (MeHemxkep) dainos. Haznauenue. Pabota
C TIPOBOJIHUKOM

8. QaitnoBass cucrema OC Windows / Astra Linux.
NePEYNCIINTE BCE BO3MOXKHBIE NEHCTBUSI C (paiiamu

0. UTo Ha3bIBAIOT SPJIBIKOM MPOrPaMMbl UM JOKYMEHTa,

Ha3HAYEHHE SPJIBIKA, CIOCOOBI CO3IaHM

10. | IManens ympasnennss OC Windows / Astra Linux.
Pacnionoxxenue, HazHaueHue. Hactpoiika mapameTpoB
IIaHEIU YIPaBICHUA

11. VY nanenue u yCTaHOBKA MPOTrpamMm

12. .
Kop3una: Ha3HavYeHME, BOCCTAHOBJICHHE (DANIIOB

13. . .
Ceresnie cpeactea OC Windows / Astra Linux.

14.

MHuoro3amaugocts 1 MHOronoToyHocTs OC

3anonnennyro mabauyy 6 sude gaiina 3azpyzume 6 Omuem no JIP.
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3ananue 2. [loaroToBbTE BHICTYIUICHUE U TPE3CHTAIMIO TIO OJTHOW U3 TEM:

1. OmnepanoHHBIE CUCTEMBI TSI MOOMIBLHBIX YCTPONUCTB
0630p Unix-onepaiMOHHBIX CUCTEM Pa3IMYHBIX IPOU3BOAUTENEH
OnepanuonHast cucrema Astra Linux
Onepanunonnas cucrema MacOS xomnanuu Apple
SAnpo onepalmoOHHON CUCTEMBI: CYITHOCTh TMOHSTHS, OCHOBHBIE (DYHKIIUU Spa
CpaBHHTENbHAS XapaKTEPUCTHKA COBPEMEHHBIX OMEPAITMOHHBIX CUCTEM
CpaBHeHme onepannoHHbIX cucteM: Astra Linux u Windows
Hactpoiika n ontumMu3anus mpou3BOIUTEIFHOCTH ONEPAIMOHHBIX CUCTEM
TenaeHIMN pa3BUTHS PhIHKA ONIEPALIMOHHBIX CUCTEM

10. YcraHoBKa HECKOJIBKHUX omepanmoHHbIX cucteM Ha [1K: Bo3HuKaronme npoodieMbl u
UX pellIeHue

11. Omnepauumonusie cuctemsl UHTEpHET-CEpBEPOB

12. BupryanbHble MAIIUHBI U KX ONIEPALIMOHHBIE CUCTEMBI

WX R WD

IIpezenmayuio 3aepy3ume ¢ Omuem no JIP.

JlabopaTopHas padoTta 2.
dnexkmponnvie noumoswie cepeucwvl u Cemegoii smurem.

ean padoTh:
HayuuThcsi cozmaBaTh SIUK 3IEKTPOHHOM MOUTHI, paboTaTh ¢ COOOUIEHUSAMHU, (HOPMHUPOBATH
aIPECHYI0 KHUTY ¥ c(hOpMHUPOBATH MPAKTUICCKUE HABBIKH CETEBOTO ITHUKETA.
PaccmaTpuBaeMbie BOPOCHI:

1. Co3zmaHue MEKTPOHHOTO MOYTOBOTO SIINKA.

2. TlpaBuia co3maHUS HIEKTPOHHBIX COOOIICHHIA.

3. Opranmzanus koHTakTOB B Mail u Gmail.

4. 0O0630p BO3MOXXHOCTEH COBPEMEHHBIX MIOYTOBBIX CEPBUCOB.

5. Cwucremaru3zamus cOOOIIEHNH.

6. Be30macHOCTh U HCIOIb30BAHHE BPEMEHHBIX OYTOBBIX SIIMKOB U aHOHUMAH3ePOB.

7. OdopmiieHne >IEKTPOHHOTO MUChMa OPUITHATHHOTO XapaKTepa

8. CocraBienue «PermaMeHT MeponpusTHiD

9. VYwMeHue oTBeuaTh Ha rpyOyI0 peub B ANEKTPOHHBIX MUCbMaxX U COOOIICHUAX

10. IIpaBuna oOmIeHUsI B MECCEHDKEPAX

OtnpasiisieTcst 2 muckbMa 10 3JIeKTPOHHOM MoYTe Ha SIIUK npenogasaress. OOpaTUTh BHUMaHHUE,
YTO MEPBOE 3a/1aHUE — B MIEPBYIO OUEPEb 3TO paboTa ¢ TeKCTOM. [IMCbMO HY’KHO BHUMATENBHO
MIPOYUTATh U CTPYKTYpPUPOBATH UH(OPMAIIHIO.

3aganue 1

Bsl — MeHeKEp KpyHOM KOMIIaHUM. BaM fanu cienyromiee 3agaHue:

I'pamMOTHO HamucaTh JeI0BOE MUCHMO MapTHEPaM 10 OU3HECY, U OTIPABUTH €r0 Ha ajpec

npenoaaBaTens:
Bot uTo Bam ckazan qupekTop, cooupasich Ha OUEPEAHYIO JEIOBYIO BCTPEUY:



«OTIpaBuillb TUCbMO O 3aBTpaliHeM cosemanuu! OHM MHE Bce 3aBTpa HYKHbI yTpom! be3
ono3manmii! B 8:00 yxe HayHy ciymars Aokianel. Keratu, nmpuriacu sKkcnepra mno Mnpojaakam
MupoHOBa U BKIIIOYH €r0 B CIIUCOK BBICTymNaromux. IlycTs Bce coOuparoTcsi B KOH(pepeHI-3aie.
Beponuke 51 ckazain, TeXHUKY OHA MOATOTOBUT. 3acelaHue OyJeT UITH JO0JT0, IO3TOMY BCTaBb B
pacniucanue koge-nay3y. Hauném c noknana [lerpoBa o mpojakax B IpoILIOM KBapTaie, 3aTeM
OTBEIM BpeMs g Hamiero umHBectopa ['puropuss Anekcanapouya CadoHOBA, MOTOM YK
OyxranTepusi MOAKIIOYUTCS, Jalblie s, Hy M AKCHEPT MO Mmpoaaxam. AX, Ja 4yyTb He 3a0bLi,
MocJie COBELIaHMs MpueaeT aBToOycC, MO3BOHM Ha OOBEKT, YTOYHU BCE JIM Y HHUX T'OTOBO, BCE
1ocje coBeIanus noeayT cMoTpeTh HoBbIM TL{: Dkckypeus, Bee Jena, Hy U A0KJIa] Opuraaupa.
PermamenT miist Bcex - 25 MUHYT».

3ananue 2.

Bl — nupekTop OAHOrO W3 NPEANpPUATHA 3aCTPOMINMKOB. Bbl BbIMIpanu TeHAEp Ha
CTPOMTEIBCTBO JIETCKOM IUIONIAJKH OJHOTO M3 MHUKpPOpPAalOHOB. ABaHC BaM Ha CYET YIIEN,
OyMmaru Bce MOANUCAHbI, OJHAKO Ball OOBEKT «3aMOPO3WIN» OpPraHbl MOXKAPHON 0€301aCHOCTH.
Bareii BUHBI B TOM HET, MTOJHOCTBIO BUHA JIKHT Ha 3aka3uuke (Crenmane Uropesuue). OnHako,
BaM MPUXOJNAT THEBHOE MUCHMO OT 3aKa34yuKa:

«JIE TOTOBBIN OBBEKT I10 YJIULIE MOJIJJABCKOM? Bee cpoxu yixe mpountu!!!! Eciu
BbI, yBaxkaemble, HE cHaauTe HaM OOBEKT, B YETBEpPI Ha CIIEAYIOIIEH HENIelIH, Kak dTO ObLIO
OI'OBOPEHO B IOI'OBOPE, TO HAIII PA3I'OBOP Gynet npomomkatbest yke B cyae!»

Bamra 3amadya — KOpPpEeKTHO OTBETUTh HAa YIPO3bl 3aKa3uWKa, OOBSCHUTH CUTYaIlMI0O W OBITh
HETPEKJIOHHBIM B CBOMX JTOBOJAX.

JlaGopaTopHas padora 3.
NnurepHer-TexHoorun. Iouck ungpopmayuu 6 cemu Humepnem u Cemesnle cepeucnl

esan padoThi:
OcBouth HaBbIKU Y (HEKTUBHOTO TIOMCKA B ceT HTepHeT

PaccmaTpuBaeMbie BONIPOCHI:
Pa6ota B Google (www.google.ru)
Sndex (www.yandex.ru)
Pambnep (www.rambler.ru ) u zip.

PaccMoTtpeTs coBpeMeHHbIE HU(PPOBBIE CEPBUCHI.
W3yuuth OCHOBHI HX TPUMEHEHUS B HUPPOBOM OOIIECTBE U COBMECTHOM B3aUMOICHCTBHHU.
AnpoOUpOBAaTh CETEBBIE XPAHIIIHIIA.

R N S

OcHOBHbIE TIOHATHS:

[Touck wunpopmanmu B VHTEpHETE OCYIIECTBISETCS C MOMOIIBIO CIEIHATBHBIX
nporpamMM, 00pabaThIBAIOIIMX 3ampoCchl — HWHPOpMannOHHO-TOUCKOBBIX cuctem (UIIC).
CymiecTByeT HECKOJIBKO MOJEJIel, Ha KOTOPbIX OCHOBaHa paboTa IMOMCKOBBIX CHCTEM, HO
MCTOPUYECKH J[BE MOJIEITU TPHOOPETH HauOOIBIIYIO MOIYJISIPHOCTh — 3TO MOUCKOBBIE KaTaJIOTH
Y TIOMCKOBBIE YKa3aTelH.



[TonckoBbIe KaTalOru yCTPOEHHI 110 TOMY XK€ NMPUHIMILY, YTO U TEMATUYECKUE KaTaJIOTH
KpynHbIX OuOnInoTeK. OHM OOBIYHO NPEJCTABIAIOT COOOM HepapXUyYeCKue TUIEPTEKCTOBBIC
MEHIO C IYHKTaMH M HOJIYHKTaMH, OINPEACIAIOIMMHU TEMAaTHKy CalTOB, aJgpeca KOTOPBIX
COJIepKaTCs B IAaHHOM KaTaJlore, C IIOCTENEHHbBIM, OT YPOBHSI K YPOBHIO, YTOUHEHHEM TEMBI.

[TonckoBbIe KaTajJoOrd CO3/AIOTCS BPYUYHYIO. BBICOKOKBaNM(HUIMPOBAHHBIE PEAAKTOPHI
JUYHO TMPOCMATpHUBAIOT HHPOpManuoHHOEe TpocTpaHncTBO WWW, oTOuparoT TO, 4TO MO HX
MHEHHUIO MIPECTABISET OOIIECTBEHHBIN HHTEPEC, U 3aHOCAT B KaTaJIOr.

OcHoBHOM mpoOJeMON TMOMCKOBBIX KATajoroB SIBISETCS YpEe3BbIYAMHO HU3KUI
ko3 duuneHt oxsara pecypcoB WWW. UToObl MHOTOKPAaTHO YBEIMYHUTH KOI((UIIMEHT 0XBaTa
pecypcoB Web, u3 mporecca HamodHeHHs 0a3bl JaHHBIX MOHWCKOBOM CHCTEMbl HEOOXOAMMO
UCKJTIOUUTH YeJIOBeUeCKUil (pakTop — paboTa J0HKHA ObITh aBTOMAaTH3UPOBAHA.

ABTOMaTHUECKYIO KaTajoruszamuio Web-pecypcoB W yIOBJIETBOpEHHE 3alpOCOB
KJIMCHTOB BBITIOJHSIOT MOMCKOBBIE YKa3arenu. PaboTy MOMCKOBOrO yKa3aTellss MOKHO YCIOBHO
pa3eNuTh Ha TPH 3Tara:

- cOop nepBUYHON 0a3bl JaHHBIX. /{151 ckaHMpOBaHUS HHPOPMAILIMOHHOTO MPOCTPAHCTBA
WWW ncnoinbs3yrores clienualibHbIE areHTCKUE IPOrpaMMBbl — YEPBH, 33J1a4a KOTOPBIX COCTOUT
B [TIOMCKE HEU3BECTHBIX PECYPCOB M PETUCTpaLUs UX B 0a3e JaHHbBIX;

- UHJeKcalus 0a3bl JaHHBIX — NEepBUYHAsE 00pabOTKa C LEJIBbI0 ONTUMM3AIMN TOUCKA.
Ha stane unaexcanuu co3qatoTcs CieliuaaIn3upOBaHHbIE IOKYyMEHTbl — COOCTBEHHO IIOUCKOBbIE
yKazareny;

- paduHUpOBaHME pE3yJNbTUpYIOIIEro crnucka. Ha 3ToM 3Tame co3maeTcst CIUCOK
CCBUJIOK, KOTOpbIA OyJeT mepeJaH IOJb30BAaTEI0 B KAueCTBE  PE3YJbTUPYIOLIETO.
PaduHupoBaHue pe3yabTUPYIOLIET0 CIHMCKA 3aKI04aeTcss B (QUIbTpALMM M PaHXUPOBAHUU
pe3ynbraToB noucka. [Tox ¢punbTpanueil HoHUMaeTCsl OTCEB CChUIOK, KOTOPbIE HELIeIeCO00pa3HO
BbIJIaBaTh MOJIB30BATENIO (HAaIpUMep, NpoBepsieTcs Hanuuue ayOnukaroB). PamxkupoBaHue
3aKJIIOYAETCSl B CO3JaHUM CHELMAJIBHOTO MOpSAKA IMPEICTaBICHUs Pe3yIbTHPYIOIIEro CIHCKa
(110 KOJMYECTBY KIIIOUEBBIX CJIOB, COITYTCTBYIOLIUX CJIOB U Jp.).

B Poccun Hanbosee KpyMmHBIMU U TTOMTYJIIPHBIMH TIOMCKOBBIMH yKa3aTEIISIMH SIBIISTFOTCSI:

- Google (www.google.ru)

- Sndex (www.yandex.ru)

- Pambnep (www.rambler.ru)

3ananme 1. 3amonHuTe TabIMILy 3aIPOCOB.
[TockonmbKy KaXKIbIii TOMCKOBBIH pecypc, MMes OOIMe NpPUHIMIBI MOCTPOSHHS, O00JagaeT
CBOMMH OCOOCHHOCTSIMH, PACCMOTPUTE BO3MOKHBIC BapUAHTHI IOKMCKA:

PesynpTaTel moncka
KitoueBas daza y

Google Yandex Rambler

IudpoBoe 001IecTBO

[udposuzarus
Wudopmaruzamms

3apganue 2. IpdexTuBHbIil nouck B Google
B nouckoBoii cucteme Google BBINOIHUTE CIEAYIOMNE YIIPAKHEHUS:
1. Ilomck ¢gpasbl HeTHKOM
Ecnu B3sTh TeKCT B KaBbluku, Google OyeT uckath Gppasy ¢ TOYHO TAKUM K€ MOPSIKOM CIIOB.

GU 81{: "caiT o TBOpYecTeE” i

2. Ilouck mMpomyuieHHOro cJ0Ba



KOPI[a HYXHO HaWUTH MpOMmymeHHOC B UTATC CJIIOBO, ITPOCTO BO3BMUTC BCHO (1)p33y B KaBbIYKHU H
BMCECTO HY>KHOI'O CJIOBA IMOCTABbTC 3BC3A0UYKY.

Go SIC “3acenaxve npogomkaeTcs, rocnoga * saceparend” E O n

3. Omneparop «site»
Ecnm HeoOxoammo HalTH WH(GOPMAIIMIO HAa OTPEICTICHHOM CalTe, BOCIIOIB3YHTECH OMEPaTOPOM
«site», ToCTaBbTe JBE TOYKU M BBEAUTE WHTEPECYIOIINIA 3ampoc.

GD SIE site: adme.ru XyQoKHWKU-BKBaPENMCThbi E U “

4. CyxeHHe NOUCKA
C moMoIIpi0 CHMBOJIA aMIIepCcaH «&» MOXKHO UCKaTh Cpa3y JBa CIIOBa, KOTOpPBIE OyIyT CTOSATH
B OJTHOM NIPEJIOKEHHH.

GU SlL WMBOTHLIE & HacTpoeHna mm 0, n

5. HckiaroyeHue cJI0OBa U3 MOUCKA
Hanpumep, He00X0IMMO HAWTH PEIEnT AUSTHUECKOTO JecepTa, U OH 00s3aTEIIBHO JTOJDKEH OBIThH
0e3 caxapa. Hanmummre 3ampoc u moctaBbTe MUHYC TIEpe]] CIIOBOM caxap.

GG SIE awaaik -cTyauA -610po -KoHdepeHUnA -BuiCTaBka g, n

6. Illonck npueMIeMoOil EHBI
[Touck TOBapoB B onpeeIeHHOM Arana3oHe 1eH. BBeauTe Ha3BaHue TOBapa M JUanas3oH IIeH
4yepe3 JABE TOUKH.

GO 81{3 sepkansHan hotokamepa canon 15000..30000

7. JoKyMeHTBI B onpeaejeHHOM (popmare
Beenure oneparop «filetype» u yepes ABe TOUKM HANWIIMTE Ha3BaHHE 3aBETHOTO (opmara.

Go Sl(’, WCTOPMA au3aiiHa filetype:PPT

[Touck unpopmanuu no dopmary mMoxer paborate u 6e3 omeparopa «filetype». IIpoBeaute
MIOWCK TIpe3eHTarmu Ha Temy «l{udpoBas sxoHOMHKAY.

8. Kaabkyasitop
B crpoke moucka MOXKHO NOJYYUTh PE3yJIbTaT 3alpoca M KalbKyJsATOp JUIsl AalibHEHIIen
paboTHI.



Google  s7e2+10375 = ¢ |EN

Mouck Kapma Kaprus-iom Bugeo Ewi ~ WHETpYMEHTE nowcka

Peaynbraros: npumapHo 32 900 000 (0,33 cex.)

Coset. Mo aToMy 3aNpocy Bbl MOMETS HEWTH CAATH HA PYCCKOM A3biKe. YkasaTs
NpeanoYTHTENLHLIe A3LKA ANA Pe3yNLTATOR NOWCK MOXMHO B paigens HacTpoii,

20167
Rag x! ( ) % AC
Inv sin In 7 8 9 +
m cos log 4 5 6 x
e tan v 1 2 3 =

Noopobes
9. IlepeBogumk
[Tepen ¢pa3oii, KOTOpPyrO ciemyeT NEpPEeBECTH, BBEOUTE «translate», a mocie — «into» u
JKEJIaeMBbI SI3bIK.
GD gle translate s nioGnio TBOpYecTso into italian = J}n
Nowck KapraHki Bugeo HosocTw KapTtw Eiwé ~ MHCTRYMEHTH NOWOKE

PesyneTaTon: npuvepso 816 000 (0,38 cex.)
Mepesect "A NbGNO TBOPYECTBO" Ha A3LIK. UTANBAHCKWA

. _ translate.google.ru
&3 A niobnto TBOp4YeCTBO - lo amo la creativita

10. OnpenesieHus1 3HaYEHHUS CJIOBA
UToOBl TMONYyYUTh PA3BEPHYTOE ONPEICICHUE HEU3BECTHOTO CIIOBA, BOCIIOJIB3YyHCS
oneparopoM «define:».
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G(}ugle ‘ deﬁ_na:mupuemu .k _@;n

MNowex Kapmmms Buaeo Kapmal HosocTi Eud - HHETRYMBHTI NovcKa

PeaynsTatos: npemepro 18 700 000 (0,29 cex.)

TBOPYECTBO

OnpegaeneHuna B UHTepHeTe

Teop4ecTaD — NPOLECE JEATENEHOCTIA, COAMAKW WA KAYECTBEHHD HOBLIE
MATEPUANBHBE W QYXOBHENR LIBHHOCTH WK UTOM CO34AHUA OBBAKTURHO HOBOID.
DCHOBHON KPMTEDMIA, OTNHHEHLWA TEOPHECTBO OT MAMOTORNEHWA — YHUKANLHOCTE &0
FBS‘HHI;TETE. PB:]I'J'II:T!.T TROpYECTEA HERODIMOWHD NDAMO BMBECTH M3 HEYANbHBLIX
WCNOBMA, ...

hitp:/fru. wikipedia.org/wiki Teopyectao

11. KonuBepTep BeJIMYHH
Google Bcé cnenaer 3a Tebs!

GOL, 1316 "caiT 0 TBOpYecTee"” i S “

12. Pacnucanue KHHOCEAHCOB

Go« !SIE KMHO Ka3aHb m= O “

Nowck KapTh Buageo KapTuHiu HoaocTw Ewe - MHCTRYMEHTbI NOWCK:

PesynbTartos: npudepHo 11 200 000 (0,27 cek.)

®unbmbl (KazaHb)
Tpauvchopmepsr 3noxa weTpebnequs ... 24. 3Twwd. Boeawm

Mauo u Botan-2 14. 52m. Boesim
Tpaxcdopmepe: 3noxa weTpebnexus 29, 3Tmn. Boeaum

Kak npupy«uTe apakoHa-2 30 14, 428+, MynbToMNEM
CMEBLLaHH S 14, 657mH. Komegua
Kak npupy4uTe apakoHa-2 14, 42m4, MynoTdunem

+ Mokasats Apyrwe diunsmis
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13. Tounoe Bpems

Goo SEE BDEMA NapwK = O “

Nowcx Buneo KapTo HosocTi KapTuHKn Ewe ~ VIHCTDYMEHTRI NOWCKE

PaayneraTton: npesepto 15 400 000 (0,37 cex.)
12:24 BTOPHHE [GEST} - Bpema I'Iapblllt, mpauuma

14. Pacmiupennblii nouck B Google

Go gle uMchpoBoit KypaTop m J Q

Bce KapTuHim Bugeo Hoeocth KapTel Ewg Hactpoikn MHCTpYMEHTE

H =
PesynstaToe: npumepro 4 270 000 (0,42 cex.) Sl

Habwwm (Languages)
Lindbpoeon kypaTop - Poccuiickoe oBLuecTeo «3HaHI
https:/iwww. Znanierussia. ru/useful/Pages/digital-curator.aspx »

Pacnopsxeruem MNpaeutenscTea Pocouiickoi Gegepauun ot 28.07.201 Bce peayneratel
nporpamma «Llndgpoean skoHomwka Pocowickod Qegepaupmms .

BrniounTe BezonacHsIR nowck

PaclumpeHHEIR NoWcE

Baww gaHHeie B Mowcke
KOHC)I’ﬂbTaHT B obnacTu Pa3BUTIA quJF)OBbIX KOMMNE

https://mephi.ru/obrdeyat/Profstandart/digital_curator.php « WcTopua
MpoekTel keanudgmraryit - Npoekt npodieccuokansHoro ctadaapTa - Ko

- . Mowuck e cnpaeke
pPasEUTHA KOMNETEHUMIA HaceneHnA (LW POBOH KypaTop) ...

POF | {nchpoeoid KypaTop - MNpodeccuoHanbHele CTaH4APTEH @
profstandart.rosmintrud.ru/.../MC%20Undposoi%20kypaTep%2030_08_2018_new2...
OTEpEIBARLLME HOBLIE BoamoxHocTH! MNpoekT cLlnpoeoi kypatops. MNpoekT «Llnpoeoi kypatops
r. Mocrea, 2018 r. MNpoekT B crepe coUManEHON 2aWMTEL
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Google

PaclumpeHHLIA Nnonck

Haiitn cTpaHuybl

CO CMOBAMM: pmcbporoit kypaTop

CO CnoBOCOYETAHHEM:

¢ MioBbIM W3 3TUX CNOB:

Kak ato pabortaet B 0DbivHOM NOUCKe

BBEAMTE KMKMEELIE CNOBA: MBAH $20POBMY KpYSEHWTEPH

3aKMIOMHTE CNOBOCOYETIHME B KABLMEM: "KHUM @ MBaH KpySeHwTepn”™

BeraseTe ONepatop OR MExAy CNOBAMM: YENOBEK OR Mapoxod

. MocTagkTe SHaKk MMHYCA NePe] Cosamu:
Gea cnos: -napoxca, -"KHara o napoxope”

BCTABLTE ABE TONKH MEXAY YHCNAMM H YKIKHTE EAMHHLY HIMEPEHHA

C AManazoHoM Hncen: - 3@0..1888 pyfneh, 1812..1846

HonoenHntensHele

HAaCTPOMKK

Wexate va nrobom AsbIke ~  TloWCK CTPaHML Ha BbIBPaHKOM ASLIKE

Crpana: nroGan ~ | TloMck CTPAHMLL COSAAHHBIX & ONPEAENEHHOM CTpae.

[Nata oBHoEneHUA: noban - Q&;ﬁ;i:pr:lv:;::;:?hle Boink CO3aHE MNW OGHOBNEHE B TEYEHNE
Carr v sowes e ok
PacnonoxeHne cnoe: [/}E YTOQHO HA CTPaHMLE A :I::CK N0 TEKCTY, 3ATONOBKY MMM AGPECY CTPAHWL, 3 TAKKE NO CCHINKAM Ha
Besonachai nowc i ] Bl i
Dopmat dainos: nroGoi w  Towck cTpaxKL M hafnos onNpeneneHHoM hopmMara.

[NpaBa Ha ucnonb3oBaHne: c nioboi NuUeHsneR o Mouck cTpanuL, KoTgRbie MoxHO OenaTHo UCNONb30BaTh,

PAcNpoCTPaHATL K MBMEHSTE.

KpomefToro, MOoXHO

Halimi cfpakuLEl, KOTOPEIE MOX0HM UK CCRINAKITER HA YKaZaHHY 0
b MHODOpMAaUWKD B HCTOPUK NOKMCKA
Wamernfle HacTpORkW nowcka

Poccua

Cnpaera KoHtbwasHuManeHoCTE YenoewA
LMIPPOBUA KYPaiupe. | NMUCKEH, 2010 | 1IPUBKT B CpEpE COLME]IbHUK SdW sl W 1aTh 00LABNEHWE
3EHATOCTH ... [TpoekT npodreccoransroro cTadgapTa «Ludpoeoi kypatops.
Opranuzaumm-pazpadorumiy: Poccuickoe oBLULECTED e3HaHWes .. HuTaTe eWwé »

hid  [locmoTpets & CoxpanuTe Ha Hraekc. duck

© Mpodeccusa — unppoBor KypaTop | AHgekc [3eH®
zen.yandex.ru > Auaexkc.3ed > id... v
Mpw 3ToM cymdypoBoi KypaTops 2AMEILNASTCR KAk NOMHOLEHHaA NpodheccHOHankHas .

CtaHnapT «Lludppoeoi kypaTops y#e nonyunn ouunantHeli CTaTyC — OH YTEEDHAEH. .
YuTats elwé »

* UnudppoBoii KypaTope
Znanierussia.ru > useful/Pages/digital-curatoraspx »

Linppoeoi kypatop. [Naexan cTpanruyaleaTensHocTe. Lindpoeoil kypatop. KonTexT
CTpaHuLsl. YuTaTs ewlg »
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3ananmue 4.
Nzyuute matepuansl cetu UntepHet: 35 cekpemog noucka Google. A3vik nouckogwix 3anpocos
Google. https://be-0s.ru/google-search/

DNEKTPOHHBIE PECYPCHI:
1. hitps://takprosto.cc/10-hitrostey-dlva-poiska-v-google/ ,
2. http://lumpics.ru/how-to-use-advanced-search-in-google/#trelatedpost
3. http://lumpics.ru/secrets-of-proper-search-in-vandex/

Buumanmue! PesyiabTaT BRIMOTHEHUS IEPBOTO 3aaHus (3alOTHEHHYIO TaOIUIly) Tab0opaTOpHOM
paboThI B BUJE (aiiyia BEUIOKUTE B DJIEMEHT Kypca 3agaHue

Hayuuthcsi paboTaTh B COBPEMEHHBIX CETEBBIX CEPBHCAX M TMPUMEHSITh MX B COBPEMEHHOM
nndpoBoii cpene.

JlaGopaTtopHbie padoThI 4.
Oopabomka mexcmogou ungopmayuu. 3HAKOMCHEO C 0PUCHBIMU MEKCMOBIMU
peoaxmopamu.

esan padoThi:
Hayuutcst ocHOBaM MOArOTOBKH IOKYMEHTOB CJI0KHOM CTPYKTYPBI

PaccmarpuBaeMbie BOIIPOCHI:
1. UM3yunTh BO3MOXXHOCTH TEKCTOBOro penakropa Word ans MOATOTOBKHM Hay4HOM
JOKYMEHTAIMN U JOKYMEHTOB CJIO)KHON CTPYKTYPBHI.
2. Hayuutbcs npodeccuoHanbHO paboTaTh ¢ TEKCTOBBIMU IOKyMEHTaMU U OOPMIIATH UX.
3. Hayuutbcs aBTOMaTHUECKH CO3AaBaTh OIVIABIECHUE K IOKYMEHTY.
4. Hayuutbcst 100aBIATh B JOKYMEHT TaONUIblL, AUarpamMmbl, (OPMYIIbI, CHOCKH, CCBUIKH,
yKazaTenu, IPUMEUYaHus U Ipyrue dJ€MEHThl HAyYHbIX CTaTeH.
5. Hayuurtbcs paboTtaTh ¢ O0JIBIIMM JOKYMEHTOM B PEKHME «TJIABHOTO TOKYMEHTa»
6. Hayuurtbcs co3naBaTh 3J1€KTPOHHBIE JOKYMEHTHI cpeacTBamMu Word.

JlabGopaTtopnas padora 5.
Oo0padoTka TekcToBOM nHpopmaunu. Texnonozuu ghopmamuposanus 0OKyMeHn08.
Co30anue maobauy

Bonpocsl (koMneTeHIMHA, HABBIKHU) J1JI51 OCBOCHHS
1. Hayuutscs co3naBath U yaansaTh Tadbmaumnbsl B MS Word.
2. V3yunTb npaBuiia peaKTUPOBAHUS TaOJIHII.

3. V3yuynTh npaBuiia MCIOIb30BaHUE (GOPMYIT B TAOMUIAX U BHIYUCICHUS B JOKYMEHTaX
MS Word.

4. Hayuurcs paboTath ¢ JaHHBIMU TaOIHIIBL.

5. HayuuTthcs paboTtaTh ¢ rpaduuecKMMH 0ObEKTAMHU.
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6. M3yunts npaBuia paboThl ¢ TpaguuecKuMu Gurypamu.

7. Hayuuthcs pabotath ¢ oobekTtamu WordArt, SmartArt.

8. M3yuuts npaBuna co3nanus Juarpamm B npuiioxkenun MS Word.

3aganus 1J1 BHINOJTHEHHS] H MeTOANYECKHE PEKOMEHIaINu:
Tabauna npeacrarisier co60i HabOP siUeeK, PACIOI0KEHHBIX B BUAC CTPOK M CTOJIOIOB.
Kaxnass syeiika TaONUIBI MOXXET COJCpPKAaTh TEKCTOBYIO, YHCIOBYH) WIH TpadUUECKYIO
uHpopMannoo. MOXXHO MPOU3BOAUTH JIIOOBIE MAHUIYJSIIMK C JAaHHBIMH TaOJHIbI, HAIpUMep,
BCTaBJIATh W YJAIATh, (OpPMATHpOBATh [aHHBIC, HE Hapymias TPU 3TOM PaCIIOJIOKECHUS

CTOJIOLIOB.

Co3oanue maobnuywl
JlJiss BCTaBKHM TaOJHIBI CITY>)KUT KHOTKA 7abiuysl, pacrioliokeHHas Ha maHenu Tabauysl
BKJIaJIKU Bcmaska. 1lpu HaxaTHM Ha 3Ty KHOIIKY MOXHO B MHTEPAaKTHBHOM peXHME BbIOpaTh

HE0OXO0UMOE KOJUYECTBO CTPOK M CTOJIONOB sl Oynymiei

HE

Ecimn  Ttabmuia odeHb  OoJibImas KOJIMYECTBO
o aBnuua

SYeeK HEJOCTAaTOYHO, HYXHO BOCIIOJI30BAThCS — OMIIMEH -
(puc. 1) mw B TOSBUBIIEMCS JUAJIOTOBOM OKHE 3ajaTh . 2o1ius

KOJIMYECTBO CTPOK U CTOJIOIIOB

| lea| B8 P I

Tabauua| | PuoyHok Kawn  @wrype Sn
- -

Bcraska Tabnvue

I
I I
I
I
I
I
I
I I

| j EBcTaenTe Tadanuy... |

Hapucogate Tagauuy

Tadauua Excel

i e W

SECNpecc-TagNuLEl 3

TaOJIHIBI
npe/iaraeMbIxX
Bcmasumos mabauyy
HEeo0X0oauMoe

Pazmep Talnue

d  Yucno cTonbupe: 5
YWono CTpoK: 2

1 AsTonoabop WHpKHE cToNBLOE
1 (%) nocToaHHan: AgTo
) no copepsimMomy

) o WMpKMHE oKHa

1 (] Mo ymonuarmo ans Hoseix Tafinmw,

4x[|4»

| o«

l [ OTHEHA

Puc.1. Co3ganne TadaunbI

3aoanue 17. Co3naiite Tabauiy u3 5 cmonoyoe u 6 cmpok 4yepe3 auanoroBoe okHo BeraBka
Ta0JIUIBI, 3aMI0JIHUTE IIAINKY TaOJUIbl, KaK Ha pHC. 2, 3aJaliTe rpaHULIbl TAOIHIIBI.

Ne 't

danormia

T4

(O11eHEA

CTHIIeHTHA

Puc. 2. Oopazey Taoauyw 1.
Omobpasxcenue u cKkpvlmue TUHUU CEMKU, 6HeUIHUe ZPAHULbL



[To yMONYAHHWIO PEXUM OTOOPAKEHWS DPAMKH TaOJIWIBI M Pa3IEIUTENbHbIX JIMHAN
BKIItOUeH. TeMm He MeHee, JTaXke eClIM JTUHUH CETKH OYIYT yAaJeHBI C HCIIOJIb30BAHHEM KOMAaH/IbI
Ipanuipl 1 3anuBka, Word mo-npexxHemy OyIeT OTOOpakaTh JUHUM CETKH, Pa3IelisIOIIfe
STUEUKU Ta6J'H/H_H)I, 9TH JINHHUU HC OTO6pa)KaIOTC5{ Ha 1e4yartu. I[J'[f[ )IO6aBJ'IeHI/I${ TpaHUIl U 3aJIMBKH
B TabiMIaX WCIOJIL3YETCS OKHO JMajora :
T'panuIbl ¥ 32JIMBKA OTKPHIBAIOIICECS N3 WAl RIX

KOHTEKCTHOM BKJIAJIKU KoHcTpykTop | [rars | crpama | zamera |
: Thn:
—manens Hapucosars Tabnuiyy —KHONKa | el Ofpezet
El - AnA A0GaENEHHA FPaHHL WENKHHTE
BLI60p rpaHI/Iu HeT OEDGBEU. KK HCHOHbBYﬁTE KHOMEK
WM CPEJCTBAa pabOTHI C TPaHUIIAMU — —
(V) rs al ot
" 3aJIMBKOU, PACIOJIOKCHHBIMU BO BKJIAJIKC D W& .
Konctpykrop — mnanens Crunu Tabmuig 7 Hapucogate NlacTue
=& llgeT nepa ~ ;
—['panunpi— ['panunes! u 3anuBka(puc. 3). = ? SHIFEE
HapWcoBaTh rpaHKLb
Puc. 3. OxknHo jguajora z—ﬂ Keorza EBIDOP I'PAHHLL
Apyras 1
I'paHuLbI ¥ 32JIMBKA - frervue k1
MaHen: | [OpH30HTANEHAA MHHKA. .. | o). | OTHEHS |

3aoanue 18. Paboma c¢ maébauyen. Ilo 3aBepmieHUn co3naHus TaOMUIBI B Hee
HEOO0XO/IMMO BBECTH TEKCT. TeKCT BBOJMTCA B KaXAyH M3 sSUeeK TaONMIBl B OTAEIBHOCTH,
npuyeM uig  ero (QopmarupoBaHHMs TOAXOAUT OOJIIIMHCTBO CTAaHAAPTHBIX  (YHKIUI
dopmatupoBanust Word. Jlis mepemMerieHuss 1Mo siueiikaM TaOJUIBl UCIOJIB3YIOT KIIABUIIH
YOpaBJI€HUS KypCOpPOM, MAHMITYJISITOP MbIKM M cnenuansHele kiaBumu (Tab). Ilpu
oopmieHnn TaONMIBI MOJNB30BATENIb MOXKET YCTAaHOBUTH CBOWCTBA BBIOPAHHOW TaOJIMIIbI,
Hanpumep, 6blpAGHUGAHUE, UHMEPBATbl, WUPUHY CMONOYOS8, 2panuybl U 3aIUEKY Yepe3
KOHTEKCTHYIO BKJIaAKy Makert (puc. 4).

Puc. 4. Bknagka Maker

N3yunte BO3MOXKHOCTH, NPEIOCTABISIEMbIE KOHTEKCTHBIMU BKJIagkamMu KoHcTpykTop u
Maker.

3aoanue 19. Hzmenenue pazmepose cmpox u cmonoyos. 3Bvipasnusanue mexcma u
dopmuposanue wipugpma ¢ auenkax madauysl.

Haubonee mnpocTsiM cmocoOOM HW3MEHEHHUS pa3MepOB CTOJOIIOB M CTPOK SIBJISETCS
NEPECTACKUBAHUEC WX TpPaHUL BPYYHYIO. HY)KHO MMOABECTU YyKa3aTcjib MbBINIKM K JIMHHWHU,

Maker

l¢ BrgeauTs * % D%I Ed Berasums cruzy Ofvegunme aveiien || 3] 0gsen 3 HF | EI B B A= Al ) MoETOPUTE CTROKA 3aroNOEKOE
o = o
[ OTo6pasuTs ceTky 5 ~J]_| BeraeuTe cneEa HEH Paz6uTe Aueiiku j 579 o 'jj =E=3 " R = Z‘ HZ MpeoBpasosate B TEKCT
. . YganuTe | Beraeute = anpagneHue Mona || CopTMpoEKa
% CeolcTER - cBepxy il BerasuTe cnpasa 5 Paz6uTe Tabanwy ;af AETONOABOR === TekTa aueliky Je ©opmyna

Taéanua CTpokM 1 cTonBusl [F] OBBEgHHUTE Pasmep aueitkn = BripasHWEaHNE JaHHele
paszenstomel 1Ba CToja0a U B TOT MOMEHT, KOT/Ia yKa3arejab MPUMET BHJ JIBOWHON CTPEIIKH,
HaXKaTh JICBYIO KJIABHIIY MBIIIH U TIEPEHECTH TPAHUILy CTOJIOIA B CTOPOHY (pHC. 5
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Me | damununa lras

—lHaETpDHTb CTonDEL, TaﬁnnumE

Puc. 5. Hacmpoiika wiupunsl cmonoyoe

Jlnsg yka3aHus YWCIOBBIX 3HAUEHUW pa3MEpoB CTOJONA WIM CTPOKH HCIONb3yeTCs
BKIagka Maker —Pa3mep g4eiiky, 37€Ch K€ IMOJIb30BaTEb MOYKET YCTAHOBUTH ABTOINOAOOP
LIIUPUHBI U BBICOTHI TYEEK

JIy1st “'BMEHEHUS IUPUHBI CTOJIOIOB TaOIHIIBI MOKHO BOCIIOJIB30BATHCSI TOPU3OHTATIBLHOMN
nuHelkoi. Ha ropu3oHTanbHOW JHMHEHWKE pPACIoNiararoTCsl METKHM TPaHUI] CTOJOIOB TaOIHUIIbI
(puc. 6.). YcraHoBuTe Kypcop Ha METKY, M KOT/Ia TMOSBATCS CTPEJIKM HM3MEHEHHUs Pa3MEepoB,
HAXKMHTE JICBYIO KHOIIKY MBIIIHU U, YACPKHUBAs €€, IePEeMECTUTE TPAHUILY STYCHKH TaOJIUIIbI.

RN (RUARTRRTEE

- IH-H-\.\_L T— —
— _ "“*H -_________
—— . T—

Puc. 6. Ynpasienune HII/_IH{I-]-!}(‘)II? Fﬁﬁﬁgﬂoﬁﬁ?ﬁ'{fﬁﬁgom“ KOOPAUHATHOH J;HHeﬁKH

Xt 1 1 21 3 1415+

Cy3bTe cTONOIBI, B KOTOPOM BBeNEHbl N2 n/n, oyenka u cmuneHouss W paclIupbTe
crosibell, B KOTOPOM BBeJIeHa hamunus.

[lepen Tem, kak HayaThb (OpMATHUPOBAHHE JAHHBIX TaOJIMLBI, SYEHKH HEOOXOIUMO
BbIenUTh. [lonp3ysich BkIaakoir Maker—imone Tabnuua— BeiaenuTs, MOXXKHO BBIIEIHTH TY
CTPOKY WJIM CTOJIOEI], B KOTOPBIX MPEIBAPUTEIBHO YCTAHOBIIEH KypCcOp, a €CIIU JJIsl BbIACIECHUS
XOTHUTE BOCIIOIB30BATHCS MBIIIBIO - IOABEAUTE YKAa3aTellb MBIIIM JIEBEE CTPOKH WIIM BbILIE
CTOJ0LIAa M WIEJKHUTE MBIIIBI0O B TOT MOMEHT, KOrJa yKaszareib MNpUMET (OpMYy CTPENKH,
yKa3bIBAIOILIEH Ha BBIJIENISAEMBIA Y4acTOK. Buioenrume nepgyro cmpoxy mabauyvl, 3an0JIHEHHYIO
MeKcmom.

BeipaBHuBaHue Tekcra U GpopMaTUpoBaHKUE MIPUPTA B SUEHKaX TAOIUIIBI POU3BOAUTCS
TPaJIMLIUOHHBIM CIIOCOOOM C KCIIOJIb30BAaHMEM KHOIIOK BbIpaBHHBAaHHs a03alleB Ha BKJIAJKe
I'maBHas1, mubo Ha BkIaake Maket —mone BoipasauBanue (Puc. 7).

KoHCTpYETOR MakeT
SEIST=I.
=== H — L
anpaenedHue Mona
= =l = TEKCTa AYSHKN

EI:IrJBEHHEaHHE
Puc. 7. BblpaBHUBaHMe TEKCTA B siUeiiKe
YcTaHoBUTE IS IEPBOM CTPOKHU TAOJIUIBI BEIPABHUBAHUE 110 TOPU3OHTAIIN M BEPTUKAIN
no ueHTpy. /s nepBoit ctpoku Tabauiel yecranosure mpudT Times New Roman, pasmep 14,
JKMPHBIH.

3aoanue 20. /lobasnenue u yoanenue cmpok u cmoJioyos

JInst BCTaBKM CTPOKH/CTOIONA B UMEIOLIYIOCS TaOJIUIly HEOOXOJMMO YCTAaHOBHTH KypCOp
B CTPOKY WJIM CTOJIOCII Tepe i MM MOCIe KOTOPhIX HEOOXO0IMMO N00aBUTH CTpOoKy/cTonbern. Ha
BKJIa ke Maket BbIOpaTh nosie CTPOKH U CTOJIOIBI ¥ J0OABUTH HYKHBIH HJIEMEHT

ﬁ ‘é BTaenTe CHWUSY

i BcrasuTe cneea
BrrasuTe
ceepyy [ BCTaBuTe cnpasa

CTROEW W CTOAB LB ]



UtoObl A00aBUTH CTPOKY B KOHIIE TaOMUIBI, HEOOXOAMMO YCTaHOBUTH Kypcop B
NocyeAHeN Aueiike, pacroioKeHHOM B MPaBOM HIKHEM YIUIy TaOJIMIIbI, U HaXaTh KiaBuiny Tab.

Jlo6aBbTe 00un cronber nocie crondua Mma. Buecure 3aroiaoBok croibua Omuecmeo.
3anonHuTe TAOMMIy MaHHBIMA Kak Ha puc. 8. Cronbenn M m/n 3amonHUTE NP TOMOITA
HYMEpPOBAHHOT'O CITUCKa, BBIOpPAaB €ro Ha BKJIAJKe riaBHas B mose AoO3ar. /[o0aBbTe B KOHIIE
TaOIUIIBI OAHY MTYCTYIO CTPOKY.

IP:I DanvILIa Hnia OTIeCTRBO OneHka | CTHITEHIHA
1 eaHoB AHOpeR AnekcesBrY a 1250

2 Cepresgs Map e llBaHOBHA 4 1000

3. |BopoHoe [NeTp 1Nk 1y 4 1000

4 KopoTHoB EBreHWd | CemMeHoBKUY 3 ]

o AHOpesEs Eepa [NeTpoBHa o 1250

5]

Puc. 8. 3anmoanennas Tadauna

Yoanenue cmpoxu wunu  cmonbya - OCynmiecTBIACTCS  KOMaHIOM  YIaJuTh
CTPOKHU/CTON0UBI/siueliku Ha Bkiaake Maker (Puc. 9)

- 3 =4 Bcrae
ﬂ Iﬂ '-j]_l BeTaE

¥aanuTe|| BLTaeuTe

- CEEpXY Al Borae
o ¥1anuTe AYERKM.., L
. ¥AAMMTE CTONGLE L

=% | ¥aanuTe cTpokM

_ﬂ] ¥aanuTe TaBauLy

Puc. 9. Komanasl YaaJIuTh CTPOKH/CTOI0IbI/AYCHKHA
3aoanue 21. Copmupoexa 0anHbIX 6 maodauyax.
BbINOMTHUTE COPTUPOBKY MO BO3PACTAHHIO WM MO YOBIBAHWIO MO3BOJIAIOT KHOIKA
CopTHrpoBKa 1o BO3pacTaHuIo/yObIBAHUIO, PACTIONOKECHHAs Ha maHenu [ maBHas B mose Ab3arg
Al
Z

COpTHPOEKA

. CopTHpOBaTh MOKHO KaK YUCIJIOBBIE, TAK U TEKCTOBBIC IaHHBIE.

B okne nuanora CopTupoBKa, OTKpbIBaroLerocs Bkiaake Maker nose /laHHble MOXXHO
YCTaHOBMTB NapaMeTphl I COPTUPOBKH JaHHBIX, UCHOIb3YIO 10 TPEX MOJeH TabIuIbl, yKa3aTh
TUIl COPTUPOBKU (mexcm, uucio, dama) W TOPAJOK COPTHUPOBKU g Kaxkaoro mnoss (no
803PACMAHUIO UL NO YObIBAHUIO).
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CopTMpoexa E| E|

CHavana no -
= * M0 BO3PACTAHHHD
CTonbuan 1 THn. TekcT hd ek
" no yObiEaHHm
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| - | THM: TekcT -
" no yBeIEaHHH

{LENN

MM |al53au.am
SaTeM No
| = -
~
CMMCoK
" cocTpokof saronoeka {* fes CTPOKK 3aronoEka

ﬂ

MapamMeTpel... k- OTHEHS

Puc. 10. luanorosoe okHo CopTpoOBKa
[lpoBenuTe COPTHUPOBKY 110 BO3PACTAHHIO paHEE CO3JAHHON TaOJMUIBI IO TIONIO
®amuwimsa. B ortkpeiBmieMcs nuanoroBoM okHe COpPTHPOBKA YCTaHOBHUTE NEpeblll Kou:
Cmonbey — 2, [lopsiook — no 6o3pacmaruio.
Brumanue! Ecnu Oannvie mabauybl He GblOeiumvs, d NPOCMO YCMAHOBUMb KYPCOp 8
npeoenax copmupyemozo nojs, mo cOpmupoerka npousotoem 6e3 NpPusisKu OCMAaIbHbIX OAHHbIX
maoauybl.

NCTIOJIb3OBAHUE ®OPMVIJI B TABJIMIIAX Y BEIYNCJIEHN S B
JOKYMEHTAX
3aoanue 22. Hexotopsle Tabuuisl, co3naBaembie B Word mpegHasHaueHbI U1 XpaHSHUS
YHUCJIOBBIX NAHHBIX. JIJis BBIMOJIHEHHS BBIYMUCICHUM HAJ STUMH JaHHBIMH MOXHO BKIIIOYAaTh B
TaOJIUIBI POPMYIIBL.
Jlst Toro yToOBI UCTIOJIB30BaTh (OPMYITy HEOOXOIUMO:
"  VYCTaHOBUTH KypCOp MBIIIN B SYEHKY, TI€ JTOJKCH OBITh MOJNYYeH pPe3yibTar
BBIYMCIICHUI
» BriOpats Briagky Maket — noJjie Jlannsie —®opmyaa. [lpu 3Tom Ha dKpaHe
MOSIBUTCS OKHO Juayiora @opmyaa (puc. 11).

PopMyna:

PapMaT YHcna:
| =]
BrTaEHTE dhHKLHHD:

| =l [

| OTHEHE |

Puc. 11. luanorosoe okno ®opmy.ia
*B cnucke BeraBuTh (yHKIMIO BBIOpaTh HYXXHYIO (QyHKIUIO (BbIOpaHHast (yHKLUS
nobasutcs B osie @opmy.ia).

19



"B ckoOKM BBEAWTE HAIPABICHUE PACTOJIOXKEHUS MOJCUYUTHIBAEMBIX SYEeK (CBEPXY-
above, crnea- left, cmapsa-right).

* [Ipr HEOOXOIMMOCTH MOKHO BBIOpaTh JopMaT OTOOPAKEHUS PE3YIHTATOB BBIUYUCICHUS
B cnicke dopmar umciia

*B pesynprare Word BcTaBUT moiie, cojaepxkaimiee (GopMmyriy, B siUeKy TaONHIBI U
O0TOOPA3UT PE3yJIbTAT BHIYUCIICHHSI.

Tax:ke MOKHO IPOU3BECTH NMOACYET CJIeAYIOIMM 00pa3oM:

Uto0s1 3a0amb 6 suetike ¢hopmyny, HY’KHO BBITIOTHUTH CJIEIYIONINE ICHCTBUS:

® IIOMECTUTh Kypcop B sUYEHKY TaOJIUIIbI 2| x|
WIM B TO MECTO JIOKYMEHTa, TIJ/I€ JIOJKEH
BBIBOJUTHCS PE3YJIBTAT;

® BBHINIOJIHUTh KOMaHay /lannvie -Popmyna
JeHThl Maxem;

¢ B nosiBUBIIEMcs okHe Popmyna (puc. 12 )
B CTpOKe (hOPMYIIBI N
3anucath Gopmyny, ykazaTh ¢GopMaT BBIBOAA % ﬂ I L|
pesyibpTaTta B CTpoke ¢opmara 4YHCiIa, TPHU ’TI
HEOOXOAMMOCTH BBIOpaTh (YHKIHMIO B II0OJE
BCTaBKH PyHKIMU U HaxaTh OK.

3ameuanue. Jlnama3zoH SYEEK YKa3bIBACTCS

yepe3 JIBOETOYME OT BEPXHEW JIEBOM SYEHKH [0 HIKHEN IIpaBoM.

Breruncnute cpeanuii 0ann CTyJEHTOB U OOIIYI0 CYMMY CTUIIEHIMH B CO3/IaHHOM paHee
Tabnuie. s 4ero ycraHOBHUTE Kypcop B IMYCTylO siuedKy moja mojiemM OleHka, BbIOepHTe
BKIIaIKy Maket — noJie lannbie —®opmysia. B okHe auamora @opmyiia ycTaHOBUTE Kypcop B
crpoky ®@opmyna, 3areM Beioepute pynkuo (SUM, AVERAGE).

3aoanue 23. Qoveounenue u pazouenue aueex

st 0ObeIMHEHHUST HECKOJIBKUX sYeeK B OJIHY, HEOOXOIWMO BBIJICIHUTH OOBEIMHICMBIC
SYCHKH, a 3aTeM BbIOpaTh BKIaAKy Maker — mojie O0beauHuTh siueiiku. s pazneneHus
STYEEK C UCTIOIB30BAHUEM MEHIO HEOOXOMMO BBIJICITHTH OJIHY WJIH HECKOJBKO sIYeEK U BBHIOPATh
BKIaaky Maker — moJsie O0benuHuTh— Pa30outh siveiiku. B mosBuUBIIEMCS OKHE Juajora
yKa3aTh, Ha CKOJIBKO CTOJIOIIOB HJIA CTPOK CIIEIYET pa3/ieIUTh BBIJICICHHYIO STUCHKY.

OObenuHUTE MEpBhIE YeThIpe SUeHKU TaONIUIBI B MOCIeAHeH cTpoke. B oObeauHeHHbIE
squeliku BBeauTe TeKcT: Mmozogvle 3nauenus. Ilopcuutaiite 0oO0IIyI0 CyMMy CTHIIEHIUU U
CpeIHIO0 OIeHKY. B pe3ynbrate Bol 1omKHBI TOTYyYUTh TaOIHILy Kak Ha puc. 13.

dopryna:

[=a1+a2-a3
DPOPMAT YHCna:
fo,00

BCTasHTe GyHKUHH:

L«

OTHEHS |

Puc. 12. OxHo BBOAa ¢dopmyasl B
Tadauny

Taoauna 2.

r?; DanmA Hna OTIeCcTBO Onenka | CTHITeH A

1 lIBanoB AHaped AnexceeBud S 1250

2. | Cepreeea Mapua lEaHOBHA 4 1000

3. |BopoHoe [MeTp Nk ud 4 1000

4 KopoTHoE EereHuid | CemeHOBMY 3 0

A AHOpesBa Eepa [NeTpoBHA 5 1250

MToroeble 3Ha4YeHKUA: 4.2 4500

Puc. 13. I'oroBas Taduua
Coxpanute co3jaHHyI0 TabIuIly B cBoel nake noj umeHeMm Tadsauua 2
CamocrosarenbHo cozfaiite Tabmauny (puc. 14) mo oOpasiy, mnoicuuTaiTe cronben
Cpeonuu 6ann.
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Tabnuua 2.

Ne DHO IIpemgmersr
< = = 3
| E & H
: : : A :
) Z 2 2 2
= 4 2 g “
1 Heanoe A 11 ] 4 ] 4
2 Iletpos HE. 3 3 ] ]
3 Cugepor AKX, | 4 ! 5 5
4 Cumupaee BI. | 3 3 3 ]
OSugni cpemenn 6 AL rpyIOIED

Puc. 14. BoiuuciieHue cpeiHero 3HaueHust

Ilpumeuanue: Ilpumenenue chopmyn 6 mabauyax

Jlns mpoBeneHHUs SJEMEHTApHBIX BBIYMCICHUI B TaOluIle pealr30BaH MEXaHHU3M
npuMeHenus: Gopmyi. Tak, arobast sueiika TaOIHMIIBI MOXKET OBbITh «BBIUMCIISIEMOW» Ha OCHOBE
MpUNUcCaHHON el dopmynsl ((QyHKIMHM), oOmepaHJAaMH KOTOPOH SBJISAIOTCS 3Ha4YeHUs (Kak
MIPABUJIO, YUCIIOBBIC) APYTHUX SUYECK WU JUI HEKOTOPBIX (QYHKIWA ux rpymi. Ilpu 3ToM Bes
TabJIMIa paccMaTpUBAETCsl KaK MaTpUIla, CTPOKU KOTOPOU HYMEpYIOTCs, HauWHas C €AMHHULIBI, a
CTONIOLBI 0003HAYAIOTCS IATHHCKUMU OYKBaMH, HAUMHAsA C A.

Al Bl Cl Dl
A2 B2 C2 D2
A3 B3 C3 D3

Aopecayus aueex mabauywvl

UtoOsI 3a1aTh B sUeiiKe (HOPMYITy, HY’KHO BBITIOJTHUTH CIIEIYIONINE ICHCTBUS:

- TIOMECTUTh KypcOp B SiU€HKy TaONWIBl WJIM B TO MECTO JOKYMEHTa, TJe JOJKEH
BBIBOJIUTBCS PE3YJIbTAT;

- BBINOJHUTL KOMaHAy JlanHble — Dopmynia neHTsl Maker;

- B nosBuBumieMcs okHe dopmyna B cTpoke (GopMysbl 3anmucatb (HopMyily, yKa3aTb
¢dopmar BeIBOJIA pe3ysIbTaTa B CTpOKe opmara yucia, Mpu HEOOXOTUMOCTH BBIOPATh (DYHKIIHIO
B 1oJie BCTaBKH QyHKIMU 1 HaxaTh OK.

3ameuanue. Jlnana3oH S4YEEK yKa3bIBAETCs YEpE3 JBOETOUYHME OT BEPXHEH JIEBOW sAuUEHKU
JI0 HUKHEW MPaBoil.

Popmyna:
|=al+a2-.33

POpMAT 4HCna:

|n,|:u:| =l

BCTAEMTE thyHILHHD: BCTAEMTE SaKNamKy:

| = | 7
R I OTHEHS |
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OxHo 8600a Gpopmynvl 6 mabuuyy

UToOBI U3MEHUTH 3aMMCaHHYIO (HOPMYITy, HYXKHO:

- BBIJICTIUTD STYEHKY C (HOpMYIION;

- BBINOJHUTH KOMaHAy JlaHHble — Dopmyna neHTsl Maker;

- BHECTH M3MEHEHHsI B TOSBUBIIEMCs OkKHE (hopmyin. JInbo BbI3BaTh MO MPaBOil KHOMKHU
MBIIIM Ha BBIICICHHOW s4elike KoMaHay WM3menute mnone-dopMmyna ¢ BBINOJHUTH €€
pelaKTUPOBaHUE.

UYtoOsl mepecyuTaTh pe3yibTarT (HOPMYIIBI IPH U3MEHEHUN YUCIIOBBIX JAHHBIX B JAPYTHX
srueiikax TabIMuIlbl, Y4acTBYIONINX B (hOpMyIie, Hy»KHO MPH BBIACNIEHHON stueiike ¢ hopMyIioit mo
MpaBOi KHOMKE MBIIIM MPUMEHUTHh KoMaHy O6Hosums none. YToObl y1anuth GopMyiy, Hy>KHO
JBaXIbI MPUMEHUTHh KoMaHTy Delete k BeiieneHHOMY pe3yibTary GOpMyIIbL.

3aoanue 24. /lobasénenue nazeanua k maodauye. Eciii B JOKyMEHTE INPEAINONIAracTCs
HaJu4he MHOXKECTBAa TaONWI], TO IS yA0OCTBa IOJBh30BaTEIEH CYIIECTBYET BO3MOXKHOCTh
CO3JIaHMsI aBTOMATHYECKOM IMOAMUCH K TaONHUIIE C COOTBETCTBYIOLICH IMepeHyMmepauuei mnpu
100aBJICHUH HOBBIX TaOJIHI] B JOKYMEHT.

s noGaBieHusl Ha3BaHUS K TaONUIE, BBIAEIUTE TAOMUIy W BBIOCpUTE KOMAHIY
Bcmasumo nazeanus nanenmu Hazeanus Bknanku Cewiiku. B mosBuBmemcs: okae Hazearnue (puc.
15) ykakuTe TEKCT MOAIMUCH, €€ TMOJIO0KEHHE OTHOCUTENBHO Ta0auimbl. Ecau BBl XOTUTE, YTOOBI
MOAMKCH K TaOnuIe A00aBIsAIach aBTOMAaTHYECKU MPU BCTaBKE HOBBIX TAOJUIl B IOKYMEHT, TO
UCIIONB3YSl KHOTIKY A6monaseanue HaCTPONTE MmapaMeTphl MOAMKUCH U YKAXKHUTE, YTO €€ CIEIyeT
n00aBIATH JIJIs1 BceX 00BeKTOB Tuma « Tabmuna Microsoft Word» (puc.16 ).

T —— s e S | (TEE—— ] S

MEERERTI=S AoB3ENATE HAZEAHHE NPK BCTABKE 00LEKTa:

= MpeseHTaura Microsoft Office PowerPoint 97-2003 -
Tabauna 1| MpeseHT aumA Microsoft Office PowerPoink € nogAepKoi Makpoco
Cnara Microsoft Office PowerPoint

Cnafa Microsoft Office PowerPoint 97-2003

nafia Micrasaft Office PowerPaint ¢ noAAsp®KoRA Makpoooe

NapameTpil

NoAMMCE: Tabnuua

m

ToHEYHBIA PHEYHOK

nonoxeHne: | Haa BelAeneHHEIM o0 BeKTOM ain MIDI f

EI 0| Tafinkua Microsoft Word

WCKENHOYMTE NDANMCE M3 HASEAHMA MapamMeTphl

OONO#ERHE: | (Rl OO BERTOM

[P.BIDHa3E=aHHe... ] [ Ok ] [ OTHEHA ]

[Cosﬂgﬂ:... ] [Hvﬂepauhq... ]

Puc. 15. luajioroBoe 0KHO HA3BaHUE

| ok || omena |

Puc. 16. BcraBka ABToHa3BaHus TAa0IUIbI

PABOTA C JAHHBIMU TABJINIIbI

3aoanue 25. Ilpeobpazosanue madauyvt 6 mexcm.

I[Ipp  BO3HUKIIEH  HEOOXOAMMOCTH  MOJYYUTh U3  HUMEIOIIeWcs  TaOmuIlbl
CTPYKTYPUPOBAHHBIA TEKCT, BOCIOJB3yHTeCh Komaumoi Jlanuwie - IIpeoOpa3zoBath B TEKCT
neHTel Maker. B utore OyneT moiy4eH TEKCT, pa3/ieJIeHHbI B MECTaX pa3[elieHus sSYehKamu
TaOIMIBI BHIOPAHHBIMH Pa3ICTUTEISIMU.

Ilpeobpaszosanue mexkcma ¢ maoauuy

MoskHO mpeBpaIath yxe HabpaHHBIA TEKCT B Ta0nwmIry. [ 3T70r0 He0OX0AUMO

e Brigenuth HyXHbIM OJ0K Tekcta W BblOpaTh omnuuio IIpeoOGpas3oBath B Tabiuiy
kHonku Tabmura.

e B mosBUBIIEMCs OKHE HAJIO 33/1aTh MapaMeTphl Oy IyIIei TaOIHIIbI.

22



CnemyeT wuMeTh BBHIY, 4YTO (parMeHT TEKCTa JOJDKEH OBITh MpEeABapUTEIHHO
oTGOpMaTUPOBAH CHUMBOJIAMU-PA3ACTUTEIAMH (HampuMmep, TaOyssue win ad3anemM), 4ToObl
MporpaMMa CMOTJIa Pa3InuUTh SYCUKH TaOJIUIIb.

PABOTA C N30bPAKEHMAMUI

Microsoft Word mnpemocTaBiaseT AOCTaTOYHO OOJIBIIME BO3MOXKHOCTH pabOTHI €
rpadukoit. Hannure rpadguueckux 0ObEKTOB B TEKCTOBBIX JTOKYMEHTAX 4acTO KEIaTelIbHO, a B
HEKOTOPBIX CIy4asiX IPOCTO HEOOXOAUMO.

OcHoBHbIE CHIOCOOBI BKIIIOYEHHS] TpaduKyd B JOKYMEHT - UMIOPT rpaduku U3 APYTUX
NPUIOKEHUH WK CO3/IaHKe rpauuecKuXx 0ObEKTOB HETOCPEACTBEHHO B JOKyMeHTe. OCHOBHBIE
MHCTPYMEHTHI JJ1s1 paboThI ¢ rpaduKoi HaXOAATCs Ha JeHTe Bemaeska nanens Manrocmpayuu.

Bcmaeka uzoopasicenuit uz opy2ux npuioxceHuil

['padmyeckue 0OBEKTHI U3 APYTUX MPUIOKEHUH B AOKyMeHT Word MOXHO BCTaBHTb,
ucnonb3ys Oydep odMeHna. [yt 3TOro Hy»KHO CKONMPOBATh KAPTHUHKY W3 JFOOOTO MCTOYHHKA -
BeO-CTpaHMIIbI, JPYroro JOKyMEHTa, APYroro MPHJIOKEHHsS, a MOTOM BCTaBUTH U3 Oydepa
oOMeHa B HY»KHOE MECTO TeKYIIEeTo JOKYMEHTA.

3aoanue. OTKpOWTE TAaKTOBBIA JOKYMEHT, CO3/IaHHBIN paHee, U BCTaBbTE B HETO JIIO00M
rpaduyeckuit 00BEKT, HCIIONIB3Ys Oydep oOMeHa.

Bcmaeka pucynxos u3 ¢haiina

Jis  BCTaBKM pHCYHKa U3 HMEIoMmEerocss rpadudeckoro Qaiia, HE0OXOAMMO
BOCIIOJIb30BAThCsl KHONKOM Pucynok nanenu Minrocmpayuu Ha BKIIagke Bemaska.

B nosgBuBmeMca OKHe HaumouTre WU
BbIOEpUTE HYXHBIM Tpaduyeckuii  aiin.
N300pakeHre BCTaBUTCS B JOKYMEHT.

3ameuanue. CnenyeT y4uTHIBATH, YTO
BCTaBJICHHOE n300pakeHne 3a4acTylo
3aHMMaeT 3HAYUTENbHBIH O00bEM MaMSTH.
[TosTOMY BBINIOJIHEHHE HEKOTOPBIX ONEpanuii OyAeT 3aHUMaTh OINpPECICHHOE BpeMsl, MPHUEM,
OHO Oymer TeM Ooinbmie, dYeMm Oonblle pasMep BeTaBimsiemMoro daiga W HIDKE
MIPOU3BOIUTEILHOCTh KOMITbIOTEpa. UT0OBI paboTa ¢ n3o0paxeHussMu ObuTa OoJiee yI00HOM, a
UTOTOBBIA pa3Mep TEKCTOBOTO JOKYMEHTa HE ObLI OYeHb OOJBIIMM, LelecooOpa3HOo cleiaTh
KoMIIpeccuto u3o0paxenus. s 3Toro Ha BkIaake Popmam Ha TAHETW M3meHumbv @vlOpamb
kHonKy Corcamue pucynka.

3aoanue. Jlo6aBbTe B TEKCTOBBIH JOKYMEHT PUCYHOK M3 (aiina. V3yunrte manensb
Hszmenenue. TlpoBenure KOPPEKIHUIO SPKOCTH W 1BeTa pucyHka. JloGaBbTE XyI0’KECTBEHHBIC
apdexktet Kk  pucyHky. [IpoBemure — Kommpeccuio m3o0paxkeHus. Eciu pucyHok uMeer
OJTHOPOJHBIN (QoH, monpolyite yaamuTb  (GOH U300paKEeHHUs MpPH  [OMOILIM  KHOIKH
Yoanumo ghon.

Bcmaska PUCYHKO8 u3  KoaneKuuu.

Jliist aTOM paboThI CITy )XHUT 00macTe  3anad Kapmumnka. JlaHHAsS KOJIEKIUS COJEPIKUT
no0opKy Habopa KapTHUHOK TEKCTOBOTO  pelakTopa.

s BCTaBKHU Kapmunku p .
HCOOXOIMMO HaxaTb KHOIKY Kapmunka Ha |l |-|__‘J' 4 5 ﬁﬂ lg,_H.
HaHCJIH Hﬂﬂ’ocmpau”” BKJIAJKH Bcmaska. PucyHor] KapTuHka fburype smartArt Juarpamma CHUMOK
CrpaBa mosiBUTCS mnaHens Kapmunka ¢ § §
KHOIIKOW Hauams, Ha)XaB Ha KOTOPYIO, MbI
YBUAUM KOJUIEKIIHIO N300pakeHUH.

3aoanue. IIpocmompume Koanekyuro uzoopaxcenuii u 0obagvme 000U U3 PUCYHKOE 8
MeKcmosulll OOKYyMeHm, 6blopas Komanoy Bcmasume uiu 08adicObl WeikHy8 Mbluiblo NO
U300pasiceHuro.

Co3oanue zpaguueckux npumumueos

23

1
I
I

El(zl |_T ) >j .
al lem 1 2 W =+
PucyHok §apTuHEa $vrypel SmartArt Juarpamma CHUMOE

- -

WManmcTpaumum

HManwcrpaymm



Kuonka @ueypwr manenu Hnmocmpayuu BKIAAKu Bcmaeka CIyXUT Al OBICTPOTO
CO3/IaHus TpapUIeCKUX MPUMHUTHBOB. J[Is CO37aHMs HY)KHOTO NMPHUMHTHBA BBIOEPHTE €T0 U3
BBITIA/IAONIETO CIHUCKA M «HAPUCYWTE» B JIOKYMEHTE MPOTSDKKOW MBIIIM C HAXaTOW JEBOM
KHOIIKO1A.

3ameuanus.

. Jns toro uroOwl (urypa haal El(=]
uMesa OJMHAKOBBIE TPOTOPIIUH, BO BpEMsI
pUCOBaHMS HAIO0 YAEpPKUBAaTh HAXKATOM
kHomnky Shift. [Tpu naxaroi knaBumm Ctrl
¢durypa Oyetr HapuCOBaHa «OT IIEHTPAY.

. [lpu cozmanuu ¢GUryp MOXKHO HCIOJIB30BATh IIOJIOTHO, KOTOPOE IMO3BOJISET
pa3Meniatb Ha HeM rpaduueckue OOBEKTHI M TepeMellaTh, BpallaTh, yAalsaTh Cpa3y Bce
00BEKTHI, pa3MelIeHHbIe Ha HeM. UT0oObI co31aTh MOJIOTHO, BeIOepuTe KoMauay Hogoe noirommo
13 MEHIO KHOTIKH Queypul (BkIanka Bemaska-Hnnrocmpayuu).

[Ipu BeIneneHun GUrypsl MO KpasM MOSBISIETCS pamMKka ¢ Mapkepamu. CuHue Kpyeivie
Mapkepvl  TIO3BOJIAIOT — MPOMOPLUOHAIBHO  M3MEHUTh  pa3Mepbl  (UTYpBL,  cuHue -
HENPOMOPIIUOHATIBHO. JKeaimbili poMOOBUOHBIL MapKep TaKXKe CIYXKHUT NI W3MEHEHUS
reOMEeTPUYECKUX pa3zMepoB QUrypbl. Urypy Mo>KHO BpallaTh, sl 3TUX LIEJICH CIYKUT 3eeHblil
Kpyenvlii Mapkep, PacloIOKEeHHBIH Hajx Qurypoil. Jlis BpaiieHuss NpUMUTHBA HEOOXOIMMO
YCTAaHOBUTH KypCOp MBIIIM Ha MapKep MW, Ha)XaB JIEBYIO KHOIIKY, MPOU3BOJUTH JIBHKEHUS
MbIlIbio. [Ipu 3TOM durypa OyneT BpamaThCs B Ty WIH HHYIO CTOPOHY.

3aodanue. Co3paiiTe HECKOJIBKO TpaduuecKuX NpUMUTUBOB. [Ipu co3maHum NpUMUTHBOB
ucnons3yite kinaBuim Shift u Ctrl. ITopaGotaiite ¢ co3gaHHBIMU U300pAKEHUAMU: YBEITUYbTE
WM YMEHBIIIUTE pa3Mep U300pakeHusl, TOBEPHUTE U300pakeHHE.

& @ A

3adanue. Co3naiitTe OJIOTHO W Pa3sMECTHTE HA HEM HECKOJIBKO I€OMETPUUYECK
nopa0oTaiiTe ¢ IIBETOM, 3aJIUBKOM, KOHTypaMu U Apyrumu 3¢ dexramu Guryp.

WManwofTpaumnm

24



Peoaxkmupoeanue uzoopasrcenuii

Jlis u3MeHeHHsl Kakux-Tu0o0 mapaMeTpoB M300pa’keHHH (PUCYHKOB), HY>KHO BBIJICJIUTh
BCTaBJICHHOE M300pa’keHHe, MPH ITOM TOSBUTCS HOBBI KOHTEKCTHBIH MHCTpYMeHT Cpedcmea
pucoeanus, coiepxaumuii BkIanky @Popmam (puc.l ) ¢ HHCTpyMeHTamMH A 00pabOTKH
M300paKeHHUs.

1 HY-03& 00 )+ METOAMHECKME PekoMeHIaLIN [Pexaim arpaHn<erHoi dyrkunanansrocw] - Microsoft Word CpeacTea puecoBaHua - = x
ia

—/ [naeHan Bcraska PasmeTka CTRaHnUB Ceanen Pacceinen PeueHsupogaHne Bug PaspaBoTumk Hagcrpoikn Dopmat

NO08 - & 3anuska purype v 2 o l . & @] Dk Ha nepearuii nnan v ,;.Bmpasnan, - Sl -
[ N . . . - L2 Kormyp purypei ~ 29,0 o 8 <p 4 Ha sagumii nnan L8] Fpynnuposars =

| =l 3P ekThl Ofbem MonoxeHue =
AL FakEls o — 7 [P Mamerto durypy = ey 0, - £ 5 B Ofreranme Tecrom 7 ShJIAREPHITE 7y - T2 S

BerasuTe durypsi 5 Crunu puryp Sl 3¢dexrs tenn Ofbem YnopsgoumTs asmep 1=

Puc.1. Cpeacra pucoBanust

C X MOMOIIBI0 MOKHO MPOU3BOJUTH HECJIOKHBIE OTEepaIi PETaKTUPOBAHUS PUCYHKA -
WU3MEHATH SIPKOCTh, KOHTPACTHOCTh, pa3Mep, BpalllaTh, BHIOUPATh CTHUJIbL JUIS PUCYHKA (MOYKHO
3a1aTh ero ¢opMy, I[BET IPaHUIIbI, a Takke d(P(PEKThl), yKa3bIBaTh MOJIOKEHUE OTHOCHTEIHHO
TEKCTA.

1. YToObl  uzmenums  ApKOCmMb, KOHMPACMHOCMb, NEpPeKpacums  PUCYHOK B
OTIpe/ICTICHHBIN MBET (HAIPUMEp, CICNIaTh €r0 MEHEe SPKUM, YTOOBI MCIOJB30BaTh B KA4eCTBE
¢ona), Ha maHenu Msmenums BrkIaAku @Dopmam (Pabota ¢ pucyHkamu) BbIOSpHUTE
COOTBETCTBYIOIINE TTyHKTEHI.

2. UtoOsI 3a1aTh cmuib ohopmaerus, WBMEHUTD (hopMmy pucynka, 3aaaTh BUJ €T0 SPAHUY
u a¢gexmor (T€HB, OTpaKEHHE, CBEUCHME, CIIIA)XKMBAHUE, DPebed, TMOBOPOT), MCIOIB3YHTE
MHCTPYMEHTHI ¢ manenu Cmunu pucynxkos Bknaaku @opmam. Taxxke amas opopMIIeHUST PUCYHKOB
[0 HAXKATHIO MPABOW KHOMKU MBI MOXHO BBI3BaTh KOHTEKCTHOE MEHIO M BBIOPATh KHOIIKY
Dopmam pucyHka.

3. UToOb1 ommenums 6ce ucnpasienHvle napamempusl Ha TAHETU M3meHums BHIOEpUTE
kHonky Copoc napamempos pucyHka.

4. YtoObl 3a0amb HYH#CHLIU pazmep PUCYHKA, MOXKHO, BBIJIEJUB €0, U3MEHUThH pa3Mep
BpPYUYHYI0, THOO 3a/laTh TOYHBIC 3HAUEHUs pa3Mepa Ha maHenu Pazwep. Ha »Toit ke manenu
JOoCTymHa KHotka Obpeska, KOTopas TMO3BOJISIET 06pe3ams PUCYHOK € KaKIO0H CTOpOHBI. BaxHo
yuuThIBaTh, yTo Word He ypaanseT oOpe3aHHyI0 YacThb PHUCYHKa, a MPOCTO IepecTaeT ee
0TOOpaXKaTh.

5. Utobsl noseprymuv/ompazumes PUCYHOK, UCTOJIB3YHTE KHONKY [losepHymb TaHEIH
Ynopsoouume.

6. UtoOBI cepynnuposams HECKOJIBKO PUCYHKOB B oJuH (11 Oosee yaoOHOH paboThI ¢
MHOECTBOM M300paK€HUI ), UCTIONIb3YWUTE KHOTIKY I pynnuposams Hananenu Ynopsaoouums.

7. UtoObl pacnpedenrums Tpaduueckue OOBEKTBI OMHOCUMENbHO Opye Opyed U
cmpanuybl, UCTIONB3YHUTE KHOIKY Bwuipoguamv, Ha 3aonmuii naan, Ha nepeonuii nian TaHENH
Ynopsoouume.

8. Uto0s1 omobpazums cemky, KOTOpas MO3BOJIsIeT 00JIee TOUYHO PACTPEEHATh OOBEKTHI
Ha CTpaHuIle, BbIOepUTe NYHKT Omobpadicams cemKy KHONKH Buvlposnams TaHenu
Ynopsoouums. HaxaB «kHonky [lapamempul cemku, MOXHO HACTPOUTh HEOOXOAMMBIE
napaMmeTpsl paboTbl ¢ ceTkoil. Tak, 0ObeKTHI, MPHUBS3aHHBIE K CeTKe, OyAyT MepeaBUTaThCs
TOJIBKO TI0O COOTBETCTBYIOIIMM KJIETKaM CETKU U PaCIoNiaraThCs B HUX.

9. lna HACTPOMKHU pacnonodcenus 2paguyeckoco 00beKma OMHOCUMENbHO MeKcma
(obmexanus), NICTIONB3yiTe KHONIKY Obmekanue mexcmom naHenu Ynopsoouums (puc. 2). Ilo
YMOJYaHUIO MPOTpaMMa yCTaHABIMBAET peXUM oOTekaHus «B TekcTe», Mpu KOTOPOM PUCYHOK
«pa3peiBacT» TEKCT. MOXHO BBIOpaTh JFOOOW JPYTroid

25

TN

‘ﬁ O6Texanne Texcrom =~ | S~ -
B 1ekcre

Bokpyr pamkm

Mo KoHTYRY

33 TeKCcToM

e [ (%] = (]

Oepep Tekcrom



E CkBo3HOE

-
L. d|

L‘I] AonNoAHWTENbHEIE MapaMeTPbl PasMeTKH. .,

MOJIXOAALINIA BapuaHT oOTeKaHus: - Bokpye pamku - PHCYBOK BJijicaii B IpspioyT oL
00TEeKaeT ero Mo paMKe TOTr0 MPSIMOYTOJBHUKA; /10 KoHmYypy - TEKCT OOTEKAET PUCYHOK 110 €r0
rpaHule;

- 3a mexcmom - pUCYHOK OyAeT UrpaTh PoJib (POHOBOTO N300PAKEHHS;

- Ilepeo mexcmom - puCyHOK OyZ€T OMEIIEH HaJl TEKCTOM U 3aKpoeT co00if ero 4yacTb;

- Ceepxy u cnu3y - TeKCT OyJIeT pacloiaraThCs BhIIIE U HIKE PUCYHKA;

[Ipy HEOOXOAMMOCTH MOXXHO HM3MEHHUTh KOHTYp OOTeKaHus TekcToM. Jlius 3Toro
BBIOEPUTE COOTBETCTBYIOIIYIO KOMaHIy MEHIO KHOTIKU Obmekanue mexkcmom. [Ipu 5TOM BOKpyT
00BEKTa MOSBUTCS paMKa ¢ MapKepamH, epeMeniasi KoTopble, MOXKHO OyJIeT U3MEHUTH KOHTYD.

Takrke MOKHO 3a/1aTh TOTOBBIN BHJ] 00TeKaHus, /10102 cenue TaHETH Ynopaoouume.

3aoanue. OmnpoOyiiTe BCe BO3MOXKHBIE BapHaHTBl PabOTBl C TE€OMETPUYECKUMU
0o0BEKTaMHU.

Co3zoanue oovexkmoe WordArt

WordArt - 310 KpacuBO O(QOPMIICHHBIN TEKCT HA OCHOBE TOTOBBIX MAOJIOHOB, KOTOPHIC
MOXHO peaaktupoBaTh. [ BcraBku o0bekTa WordArt npegHazHaueHna kHonka WordArt (puc.
3) Ha ma"enu Texcm BKIAIKU Bcmaeka, KOTOpas TO3BOJISET BBIOpATh 00pasel U3 KOJUIEKIUU |
BHECTH CBOM TEKCT.

ITociie BcraBkum oOBekTa WordArt B OkHE ﬂ

= Ixcnpecc-Bnokn 7 | g CTpoka nognwom ©
ImporpaMmsal MOABJISIETCA KOHTCKCTHBIM MHCTPYMCHT

= =
Paboma c oovexmamu WordArt-@opmam (puc. 4). Hagnuee 4_1 HordAn 20 A2T3 1 BpENS
= AS Bykewua ~ bgd OfBerT ~
TekcT
. x VP nopal L v
WMad9-o00 Word_na6_pa6_4.docx - Micrdboft Word | Puc.3 ¥ -
m rnaeHas BeraBka PasmeTka CTpaHHLbl Ceolnkm Paccuingmn PRUeH3MpOBaHKE Bug Pa3paboTyuk Dopm

= @ - 3anueka bHrypel 7| A - # Hanpaenerue Tekcra = 7] [k Nepemecrute snepes ~ |5~
= — 1 2
AL L & &~ ~ | [ Konyp gurypei ~ & - | [Z]BuiposHats Texer ¥ 4 Nepemecrure Hasag = L]
e~ {2 = = 3KCnpecc- ey Nonoxerpre OfTexanne o . = 165cm
Ek = T | = IpdexTo huryp v THAKM T & &5 Co3pate (BAsE - Tekcrom~ Ly OBnacTe BuAeneHna kT

Beraska guryp Crnan duryp Crnan Waorg ¥nopagounte Pasmep
T 3

e - 17 2 - W4 Ienb M1 M -12: 1 0831 - 44- 1 35 1 BER G

Otpawenne >

3l s4zem

o

CeeyeHne g

. Penced 3

>

Moeopot o6bemHOR Gurypsr

";m MpeoGpasosats r

Puc.4
Ha manensx maHHOW JEHTHI TPEICTABJICHBI WHCTPYMEHTHI JUIsl pabOTBI ¢ OOBEKTaAMHU
WordArt, KoTopbie MO3BOJIIIOT U3MEHATh (POpMy, TTapaMeTpbl M HAIlpaBlICHHE TEKCTa, MEHSThH
CTHJIN OOBEKTA, BBITIOJIHATH HACTPOUKY OOTEKaHHUS, PACTIONIOKCHHS | T. II.
3aoanue. Coznaiite 00bekT WordArt. [Ipumenure kK 3ToMy 0O0BEKTYy OpOpMIICHHE IO

CBOEMY YCMOTPEHHUIO.
; w

Oovexmot SmartArt

OO0BbexThl SmartArt - HOBBIM TUIT TpadUIECKUX DJIEMEHTOB. Takue OOBEKTHI SBISIFOTCS
4YCM-TO CpCAHUM MCKIAY AUuarpaMmmaM H q)HpraMI/I, OHU JarOT BO3MOXKHOCTb IMPEACTABUTH
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pasHyro HH(OpPMALHUIO B BHJAE YIOOHBIX IpaduuecKux OJOKOB - pa3sHOOOPa3HBIX KPACOUHBIX
CXEM.

IIpu BbIOOpe maGioHOB SmartArt HEOOXOJUMO YYHUTHIBATh WX II€PBOHAYAIBHOE
npenHazHayenue. J{ns BcTaBku oObekTa SmartArt CiIy’)kKMT OJHOMMEHHAsi KHOIKA Ha MaHelu
Unnrocmpayuu BKIaaku Bemaska, KOTopasi BBI3BIBA€T OKHO BEIOOpA pUCYHKA (pHC. 5).

Buifiop pucyHia Smarthrt

|
~
R B @ - 3
E oumx . . % ~
% Mpoue . ' t
T wen % Ba an - |
i Vepzpon 1
& Mampva B
A ponKa
- - sau oe0 _!H Cryat ang oroboassmin * |Bui6
oo MEs o SV TDAI HHOODHALY ITH bIOpaB
——— | CRHAMIE SACTENN B 0RO Leoe,
mabJIo0H, ” " i - |BBI  yBuauTE
- KO-E<HIM pesyTaTE, Maney
ero 000 * . lzﬂ Y3 xoraincn g e oo KpaTKoe
oInucague (-] | 3 TENCT YDOBHA 1} NOCRRSMRA 1 Ilocne
. 3TV CTPOK DTOSPEAsTIR NBA
_ o Q “ B, ¥| sccowsil, accraneee ¥ | nobGaBiieHUs
mabioHa |_® | cves |B JIOKYMEHT B
OKHE TEKCTOBOI'O
Puc. 5. O0nekThI SmartArt npoueccopa
() W9-0 - Vo3t copaaeron toedoct - Microsol Wor P ¢ pr s Soati " x
&) —
b frseran  Boragcs  Faswevaacrpswge Cowamn Patoscn Pe by W Soomar @
J f;aﬁ::ar;«::up 'ﬂ':‘lt:r':':::ﬂ‘: - . ‘ a :.J' M " F
._‘W"h..f:rwaou-m ¥ Nowsenypoees | Emmm T iaa Qﬂ_ . | g | B I | [ .' ! | —
_-nm‘n" blgxer = ﬁmw * | ueeme E promaL
Coyiam: pucymac MaxeTu Cminu Smartart Cépec

[y

.
® [Taxr]
® [Tascr]

Puc. 6. Padora ¢ pucynkamu SmartArt

MOSIBUTCS] KOHTEKCTHBI HHCTPYMEHT Paboma ¢ pucynkamu SmartArt, conepxamuii 1Be JCHTHI:
Koucmpyxmop u @opmam (puc. 6).

J1J1s1 3aTI0JTHEHNST TEKCTOBBIX TIOJIEH MIa0JI0OHa MpeTHa3HauYeHBI 00JIaCTH, TOMEYCHHBIC KaK
Texcm, nmubo nemast maHenb SmartArt-oobekta. s moOaBieHUS HOBOTO JJIEMEHTa B OOBEKT
SmartArt Hago pocTO HaXKaTh KiaaBuity BBoja. [IyHKTEI Jobasums ueypy eviwe u /Jobasums
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¢ueypy Hudice IpeHA3HAYCHBI U BCTAaBKU dJIEMEHTA JPYroro ypoBHs. Eciu Kakue-To KHOIKH
HEaKTHBHBI, 3HAYHUT J00aBJICHHE HOBOTO AJIEMEHTa HEBO3MOXKHO. ISl yHaneHus Kakoro-THoo
3JIeMEHTa HEOOXOAMMO €ro BBICTUTh U HaxaTh kiaBuiny Delete. Knonku Ilogvicums ypogens n
Tlonusums ypogens TpeTHA3HAYCHBI JJ11 HK3MEHEHUS YPOBHSI BBIJICIICHHBIX AJIEMEHTOB.

OObexThl SmartArt GopMaTUPYIOTCS KaKk W OOBIYHBIN TpadUUeCKUdl MPUMHUTUB, IS
3TOr0 HCHOJB3YHTE HMHCTPYMEHTHI TaHeNeW JeHTHl @opmam KOHTEKCTHOTO HMHCTPYMEHTA
Paboma c pucynxamu SmartArt.

3aoanue. Coszoaiime 3-4 obvekma SmartArt. Pasmecmume mexkcm GHYmMpu d>mux
06vexkmos. Ilposedume popmamuposanue 06vbeKmMo8, UCNONLIYSL BOZMOACHOCTNU KOHMEKCIMHO20
uncmpymenma Paboma ¢ pucynkamu SmartArt.

Huazpammot

B noxymentst Word MOXHO BCTaBIIATH AMarpammbl. IIpu momomu auarpamMm MOXKHO
HarJSIIHO TIPEJACTaBUTh YHCIIOBBIE JaHHBIE B TpadUyecKoM BHJIE, HX TOpa3ao Jerdye
BOCIIPUHUMATD.

Jnst cozmanust auarpaMMbl HEOOXOAMMO BBIOpATh BKIAAKYy Bcmaeka M HaXKaTh KHOTIKY
Juacpamma wa nanenmu Himocmpayuu. B mosiBUBIIEMcs OkHe Bcmaeka ouazpammvl HAIO
BBIOpAaTh THIT JUAarpaMMbl M €€ BHJIL.

¥ RECS - r3

ITocne 3TOTO, aBTOMATHYECKHU ‘
OTKpBIBaeTCsl OKHO Tporpammbl Excel fal '_
2007, ¢  HaboOpoM  HEKOTOPBIX sapran2
CTaHAAPTHBIX 3HAYECHUH IIJLST  [thorac auarpamuain | =

IIOCTPOEHUsT auarpammsl  (puc. 7).

Heo0xonnMo BBeCTH CBOM HaHHBIE It ° //\ :
€€ MOCTPOECHHUS. '

IToc1e BBOma  [OAHHBIX B

——--‘_"‘\___-
JIOKyMEHTE Word MOSIBUTCS || — - .
MOCTpOeHHas auarpamma. IIpu 3ToM B
—— :
JICHTC TJIABHOT'O MCHIO ITOSABUTCA \I/. B

KOHTEKCTHBIM WHCTpYMEHT Paboma c
ouazpammamiu, — COAEPKAMMMH  TPH | s awmwr o meret [H2

JICHTBI: Koncempyxmop, Maxkem,
Dopmam.

. Jlenma  Koucmpyxkmop
COCTOWT U3 ueThIpex naneneut: Tun, Januvie, Maxemoi ouacpamm, Cmuau ouacpamm. OCHOBHBIE
OTiepalliy, BBHITIOJHAEMbIC ITUMH HHCTPYMEHTAMU: W3MCHEHHE THIA W BUJA JHArPaMMBbI, €e
TAHHBIX U CTHUJISL.

. Jlenma Makem conepXuT IeCTh MaHeneu: Texywuil gpaemenm, Bcmasume,
Iloonucu, Ocu, @on, Anarusz. DTU UHCTPYMEHTHl NpPEJHA3HAYEHbI I HENOCPEICTBEHHOIO
oopmileHHs BHEUIHEr0 BHUIA OTACIbHBIX 3JIEMEHTOB AuarpaMmmbl. J[isi BbIOOpa 3jeMeHTa
JarpaMMBbl CITY>KHT BBITIQIAIOIINN CIIUCOK Texywuii (hpazmenm.

. Jlenma ®opmam coOAepX UT UHCTPYMEHTHI Ul NMPUAAHUS AUArpaMMe OKOHYa-
TEJIBLHOTO BU/JIA.

3aoanue. Coszoaiime ouacpammy no OaHHbIM 0OHOU U3 MabdaUY 1aOOPAMOPHOU pabombi.

Puc.7. OKHO NOCTPOEHHUS TUATPAMMBI

3ananue 171 pa3BUTHSI U KOHTPOJIS BJIA/ICHHsS] KOMIIETCHIMAMH:
1. Cozpnaiite Tabnuiy «KaHuensipckue ToBapb» 1o 00pasiy:

Ta6auna 1. Kanuejasipckue ToBapbl
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Kog HamveHoBaHHe Enx. Ilpuxon Pacxoa OcTaToR

TOBApA TOBApA H3IMeEpeHHdA Lera (py0.) Koan-eo Hua cymmy Kon-g0 Ha cymmy Kon-so Hua cymmy
001 Py4En YIAKOBKA 100 20 2000 15 1500 5 500
002 Kapasgamx YIIaKOBKa 54,36 15

003 TerpanH (12 THCTOB) IT. 9.18 200

004 TerpazH (18 nucTOR) IT. 14,30 50

005 TerpaznH (48 NTHCTOE) IIT. 42,15 30

007 BIOKHOTH IT. 15 10

008 Anbp00MEL IIT. 65,50 30

009

010

011

012

013

014

015

HTOTI'O:

— 3amoJIHUTe TabJIHIly TOBapaMu;

— TPOCTaBbTE IEHY M KOJIMYECTBO TOBAPA;

— BBIICJICHHBIC SYEHKHU MPOCUYUTANTE MPHU MOMOIIN CIECIHATBHBIX (opMy (padoTta
¢ ¢popmynamu onucana B paznene Ilpumeuanue);

— no0aBbTEe aBTOMAaTHYECKOE HAa3BaHUE K TaOIHIIE.

JlaGopaTtopnas pa6ora 6.
Oopabomka mexcmoeoii ungopmayuu. Cozoanue 00OKymMeHma ci0HcHOU CHPYKmypbl.
Cmunu. Aemomamuueckoe co3oanue 02niaeieHue
Bonpocel (KoMIeTeHUMH, HABBIKH) /151 OCBOCHHUSA:

1. N3y4nTs BO3MOKHOCTH TEKCTOBOTO pemakTtopa Word aisi mMOAroTOBKH
JOKYMEHTOB CJIOXHOH CTPYKTYPHI.

2. Hayuutbes mpodeccnoHanbHO paboTaTh ¢ TEKCTOBBIMH JOKYMEHTAMH U
ohopMIIATD UX.

3. HayuuTbcs aBTOMAaTHYECKH CO3/]aBaTh OTJIABJICHNE K JOKYMEHTY.

4. Hayuntbcss 1006aBnsTH B JOKYMEHT TaONUIBI, IUArpaMMsbl, (OpMYJIbI,
CHOCKH, CCBIIKH, yKa3aTelu, IPUMEUYaHus ¥ APYTHe JIEMEHTHI HAyYHBIX CTaTeH.

5. Hayuntbcss pabGotath ¢ OONBIIMM JOKYMEHTOM B PEXHME «TJIAaBHOTO
JTOKYMEHTa

6. Hayuutbcst co3maBaTh 91€KTPOHHBIE JOKYMEHTHI cpeacTBamMu Word.

3agaHus 1J BHINOJHEHHS U MEeTOAUYECKHEe PEKOMEHIANN:
PABOTA C JJOKYMEHTAMM CJIO)KHOM CTPYKTYPbI
B AOKYMCHTBIL OOJIBIIIOTO pasMepa MOTYT BCTABJIATHCA HCKOTOPBIC 3JICMCHTBI, KOTOPLIC 00OBIYHO
HE BCTPEYAIOTCS B HEOONBIINX JOKYMEHTaxX: OTJIaBIIEHUE, pa3JeNbl, 3aKJIaJKH, MEePEKPECTHHIE
CCBIIIKH, HpCI[MeTHI)If/'I YKa3aTejib, KOJOHTUTYJIbI, CIIMCKHU I/IJ'IJ'IIOCTpaIII/H\/JI n Ta6JII/III u 1p.
Oco0eHHOCTH HCMOJIB30BAaHUS ITHUX DJIEMEHTOB 3aBHCIT OT BBIOpPAHHOTO croco0a padoThHI C
0onbpIIMM JTOKyMEHTOM. Kpome Toro, B OOJBIIIOM JOKYMEHTE IelIecoo0pa3HO HCIOJIb30BaTh
CTHJIU 1711 OPOPMIICHUS €r0 TeKCTa.
OdopmiieHHne 10KyMeHTa ¢ HCIOJIB30BAHMEM CTHJIEH

Crtunb - 310 Habop mapaMeTpoB GOpMaTHPOBAHUS, KOTOPBIM COXpaHSAETCS MO/ CBOUM MMEHEM U
MOKET MHOTOKPATHO HCIOJIb30BaThCsa. CTHIIM TO3BOJIIFOT YCKOPUTH TpOIecC OGOPMIICHHS
JIOKYMEHTOB, CO3/1aBaTh TOKYMEHTHI ONPEAEICHHBIX CTAaHAAPTOB, CTPYKTYPHUPOBATh TOKYMEHTHI.
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Word conepxut 00BIIOE YHUCIO CTAaHAAPTHBIX cTUiel odopmienus. Kpome Toro,
MOJIH30BATETh MOXKET CO3/IaTh CBOM COOCTBeHHBIC CTUIU. CTHIIM OBIBAIOT IBYX THIIOB: CTHIIH
CHUMBOJIOB M CTHJIH a03alleB.

Korga monws3oBatens co3maeT HOBBIM JTOKYMEHT W HAYMHACT HAOMpaTh TEKCT, STOT TEKCT
aBTomMatudecku odopmisercss ctwiieM «OOBIYHBINY. 3arolioBKaM JOKYMEHTa MOJb30BaTENb
JOJDKEH TIPUCBOWTH CTUJIM COOTBETCTBYIOIIME YPOBHSAM OJTHX 3aroJIOBKOB. DTO TO3BOJUT
MOJTyYUTh CTPYKTYPUPOBAHHBIN IOKYMEHT U aBTOMAaTUYECKHU JTOOABUTH K HEMY OTJIaBIICHUE.
3aoanue 1. Pabota co CTWISAMHU.

1. CkomupoBath B JHYHyK0 manky JgokymeHT Teker l.doc, OTKpBITH ero.
[TepelinuTe K OCHOBHOMY TEKCTY JNOKyMeHTa (cmpanuya 3). TeKCTOBBIA NOKYMEHT O(opMIIeH
ctunieM Obviunbiti. I3MEHUTH napameTpsl CTUIsE OObiyHbl.

2. [Tanens I'maBHasi — CTWIN — MIETYOK NMPABOM KIaBUIEH MBIIU 110 OObluHbll —
HU3mennts. B auanorosom oxkHe U3MeHnenue ctuisi ycranosure: Keenv — 14, BoipasHusanue —
no wupute, Mnmepsan — nonymopusiii, 006agumes omcmyn 6 nepeou cmpoke adzaya: Popmam —
Ab6zay — Ilepsas cmpoxka — Omcmyn. Y6enuTech B TOM, 4TO 0(hOpMIIEHHE TEKCTa U3MEHHUTCS Ha
BCEX CTPAaHMIIAX JOKyMEHTA.

3. Odopmuts Bce 3aronmoBku gokymeHTa Teker l.doc (3aconoeéxku 6 mexcme
8bl0€IeHbl NOJYHCUPHBIM WPUGDMOM) CTAaHTAPTHBIMU CTHIISIMH B COOTBETCTBUU C UX YPOBHEM
(Cmunu  3azonoseox 1, 3aconoeox 2, 3azonoseox 3) (puc. 1). [Ins 4ero BbIACTUTH
COOTBETCTBYIOIIHI ()parMeHT TEKCTa M BBIOpATh CTHIIb HA MaHean CTHIIN.

BeedeHHe CTHIB 3a20n080K 1
I'maBa 1 CTHIE Jazono06ok 1
Tlaparpad 1.1 CTHIB 3az0n1080kK 2
Tlaparpad 1.2 CTHTIB 3a20/1080kK 2
CTHNIE Jazon06ok 2

I'maBa 2 CTHnb Jazonesor 1

CTHTb 3aco1060kK 2

—

Tlaparpad 2.

]

Tlaparpad 2. CTHTB 3a20/1080kK 2

(eciu & napazpage npucyincmeviom noONVHKINGL, Mo OHU 0QOPMITIOMCA CIMuIeM

3a201080K 3)
CTHIE 3a20/1060K 2

JaRIWYeHHe CTH1b Jazon060k 1

Pucynok 1 — OdopmiieHne 3aroJoBKOB TEKCTa ¢ TOMoIIbi0 CTHiei

4. W3menuTs mapameTpbl ctuiiel 3aroioBkoB (Hampumep, /uig 3arojgoBka mnepBoro
ypoBHSI — 3arofioBok 1: eapnumypa — Times New Roman, xeenv — 16, nauepmanue —
noayicupuwiii, Popmam — [llpugpm - Bce nponucHvle, ysem mexcma - CUHUL, 8bIPAGHUBAHUE NO
yeumpy, @Dopmam — Abzay — Ilepsas cmpoxka — omcmyna Hem). JIns npyrux ypoBHEH
3arojIOBKOB HACTPOMTE MapaMeTphl [0 CBOEMY YCMOTPEHHIO).
WHorna nonp30BaTellb HE MOKET HAUTH TpeOyeMblid 1711 0hOpMIICHHUS TOKyMEHTa CTHIIb. B 3TOM
clly4ae CTHJIb MOXKHO CO3/1aTh CAMOCTOSITENBHO.

5. Cozpnaiite aBa coocTBeHHbIX CTUIS (Mot cmuns I n Moii cmune 2). CTUIIB MOKET
OBITH CO3/IaH JBYMS CITOCOOAMH:
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a. «Ilo o6pa3umy». [l 3TOro HEOOXOAMMO: O0T(HOPMATUPOBATH (PPAarMEHT, KOTOPBIN OyaeT
CIIy)KHUTh OOpa3lOM; YCTaHOBUTb KypcOp BHYTpU (parMeHTa; BbI3BaTh KOMaHIY
Coxpanums 6viOeneHnbvlll ppazmenm Kax HOBblU IKCHpecc-Cmub... Ha naHenn CTuiim,
JlaTh UMS co3/1aBaeMoMy CTWITIO Mot cmunes 1 B mone Ums - menkuyTs Ha OK.

b. «C myas». {1 co3qanus CTHIIS TaKUM CIIOCOOOM CIIeAyeT: BbI3BaTh KoMaH1y Popmar -
Ctniau u popmaTupoBaHue - Haxarh KHONKY Co31aThb CTWIb - BBECTU UMSI HOBOTO
ctunst Mou cmuny 2 B none MUms - BBIOpaTh TUN CTHIA (CTHIIL ab3alia Wi CUMBOJIA) - B
nojie OCHOBaH Ha cTHJIe YCTAaHOBUTH «DOblyHbILD) - HAXKATh KHONIKY dopMar - BEIOpaTh
U3 CHHCKa MapaMeTpoB ¢opmaTa HYKHbIE U 33/1aTh JKeJaeMble XapaKTEPUCTHKH -
menkHyTh Ha OK.

[IpumenuTe co3aHHble CTUIIM K JIOOBIM JBYM ab3aliaM Balllero TeKCTa.

6. B TekcTe yacTto BcTpedaroTcs HyMEpPOBAaHHbIE U MAPKUPOBAHHbIE CIIUCKU. VX Tak
e MOKHO O(OPMHUTH C UCHOIB30BAHUEM CHEIMATbHBIX CTHIIEH cruckoB. Hampumep, odhopmum
CIIMCOK JINTEPATyphl, PACOIO0KEHHBIN B KOHIE JOKYMEHTA, JUIsl Yero BbIAETUTEe UCTOUHUKH U Ha
na"enu Ctuim BbIOepute cTiwib CHMCOK (€ciy Bbl HE HAXOJUTE HY)KHBIM CTHIIb €r0 MOXKHO
CO3/1aTh OJHHMM H3 H3y4YeHHBIX paHee crnocoOoB). Ecinu BbIOpaHHBIA CTHWIb HE COAEPIKUT
HyMepauuu ab3aieB, ee MOXHO 100aBuTh: Komanna U3mennts — @opmar — Hymepanus —
BKi1ajka HymepoBaHHbIi — BEIOpaTh JII00YI0 HyMEpaluio U3 MpesioKeHHbIX BApHAHTOB).

7. Haiinute B Tekcre mo00i cnucok (HampuMep, CIUCOK MCIOJIb30BaHHBIX
HCTOYHHUKOB) U 0(OPMUTE €T0 BHUJI€ MAPKUPOBAHHOTO CIHCKA MEPEUNCICHUN.

ABTOMaTH4YeCKoOe CO3/1aHNe OIJIaBJICHHE JOKYMEHTa

OrnasJieHue WK coJiep:KaHMe 1aeT YUTATENSIM MIpe/ICTaBIeHHe 00 OCHOBHBIX MOJIOXKEHUAX
TEM, pacCMaTpUBAEMbIX B JJOKYMEHTE, U IO3BOJISIET JIy4llle OpPUEHTUPOBATHCS U OBICTpEe
NepeMenaThes B JTOKyMEHTE.
Haubosnee npocTsiM cIocOOOM CO3/1aHMsI OTJIaBICHHS SBISETCSA UCTIOIb30BAHUE BCTPOSCHHBIX
(bopMaTOB YPOBHeEH CTPYKTYPbI UM CTHJIEl 3ar0JI0BKOB.
3aoanue. Co3nanue OriaaBICHUS

1. B nokymenre Tekcr_l.doc mepemectutre Kypcop B Hadajao JOKYMEHTa M Ha
OTAENbHON (BTOpOM cTpanuie) co3naiite oriasieHue. Ha manenn CeblIKH BbiOepute
Oranasiienne. BriGepure TOTOBBIN CTUIIb OTJIABICHUS U3 MPEUIOKEHHBIX WIM HACTPOUTE CTHIIb
OrJIaBJeHus, BbIOpaB komaHay OruaBjieHHe, 33/1aiiTe TPU YPOBHS 3ar0JOBKOB JUIS BKIFOUEHUS
X B OTTIABICHUC M APYTHE TAPaMETPhI OTIABICHHS, HAIIPUMED, 3anoaHumen (puc. 12).

CrnaeneHue w YrA3aTENN

¥Yrazatens | OCnasnesue |Cnmco|cmnngcrpau.mﬁ |

OBpazey NeYaTHOrD AOKYMEHTS Ofpazey BeG-A0KYMEHTE
~ s
3AIONOBOK1......... 1 SArQNOBOK 1
3AT0I0BO0E 2 ueeeeeeeciraas 3 3aroaoeok 2
JaromoBOE 3 oo 5 3aromosox 3
MokazaTte HOMEDPS CTPaHKLL rl-ﬂl'lg:ltﬂjlﬂlﬂ"l BMECTO HOMEDOE CTPaHuLL

HoMepa CTpaHWLL No NPaBoMy Kparo

JANOMHUTEAL: | .uue. |ZI

Qbwme
QopMaTel: | M3 wabnoHa |Z| YDOBHM: 3 =
OaHen: CTPYKTYpel I 0 ?.PE'METPb'I IH3MEHMT|=---]

I 0K ][ OTMeHa J
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Pucynok 2 - /InanoroBoe okHo OriaBieHHE U yKa3aTelu

2. [llenkuute no kHonke U3MeHUTH AMAI0OroBOro okHa OriiaBjieHue U yKa3aTeJiu.
OtkpeiBiicecss OokHO CTWIB TO3BOMHT OQOPMUTH CTHJIb KaXKJIOTO TYHKTA OTJIABICHHS
(Ocnasnenue 1, Oznasnenue 2, Ocnasnenue 3) Mo BaiemMy ycMotpeHuto. Hactpoiite mapameTpbl
OTJIaBJICHUSI.

Brumanue! Ecnu o2naenenue yoce co30ano, Cmuitb €20 NYyHKMO8 MakK Hce MOHCHO
Hacmpoums, 0Jisl 9M020 He0OX00UMO blOeNUMb 02NA6NEeHUe, WeETKHYMb NPAasoli Kiaguulell
MbIWU RO HEMY U 8 KOHMEKCIMHOM MeHI0 gblopamb M3menums none — O2nagnenue —
Hzmenums (puc. 3).

CTane ﬁ

BrifepiTe HyM#HLIA CTUNL ANA INEMEHTS
YKa3aTENA

Crmnm:
QOrnagnexne 1

___Ornasnerve 1 |8

{l CrnaeneHme 2
1l OrnaeneHue 3

11 OrnaeneHue 4 r
1l OrnasneHue 5 Wamenernmne cruna é|

1l OrnaeneHue &

1l Ornaeneqye 7 CeolicTBEa
1l Crnasnenue 3 Mma:
1l OrnasneHme 9 -
CTune: Abzaua
Ofipasewt CICHOB&H Ha CTUneE: 1l OBeINHEN |Z|
ARIAL = 1 |Msmenw| | CTune cnegyiowero abzaua: 1l ObbIHHEN |Z|
14 nr
DOpMaETHPOBaHIE
OBbMHEN + WpkdT: (o ymonyaHmeo) Arial, nomysag X
BCE NPOMWMcHEIE, MEMOYCTR. MHTEDEAN: 0AMHaPHEIN, Arial E 14 E & 4 ﬁ -
WHTepean Mepea: 18 NT, SBTOMaTHYECKOE 0BHOENE —_ = — . b= = o
EEE@——*Eq..E 4= =
[0k, | [ ome
e
BEEOEHHE 1

ORbMHEN + WpudT: (no yMonyaHuie) Arial, nonysmMpHel, Boe
npanucHeEle, MexaycTp. MHTEPDEaN: OAWHEPHEIN, MHTepEan MNepen:
18 NT, @BTOMATHHECKDE DOHOBNEHWE

[ pobanTe B wWafinoH ORHOBNATE GBTOMETHHECKM

[ QK ][ QOTMeHa ]

PucyHnok 3 - /InanoroBble OKHa /Jis U3MEHEHUS! CTUJIEH OTrJIaBICHUS

3. M3MmeHnTe Ha3BaHHE OJHOTO WM HECKOJBKHX pa3lelioB JOKyMEHTa, 100aBbTe
WIN yJanuTe HekoTopele ab3anpl. O6HoBHUTE ornaBieHue (LLlemyok mpaBoit kiaBuIIel MbIIK B
obnactu ornasieHUs: — OOHOBHUTH MoJie — OOHOBUTDH LEJTHKOM ).

4. CozaHHOE OIJIAaBJIECHUE SIBISIETCS cUNEPmMeKCcnoM, T.€. MO3BOJISIET MEPEXOAUTH K
COOTBETCTBYIOIIUM paznenaM AokyMeHTa. [lonmpoOyiiTe U3 ornaBieHus MEpedTH K OJHOMY U3
pa3zesnoB Ballero JOKyMEHTa, JJIS Yero, yAep)kuBas HakaTtod knaBuinry Ctrl, menkHure JeBoit
KJIaBUIIEH MBIIIN MO JIIOOOMY MYHKTY OTJIaBJICHUSI.

PABOTA C 9JIEKTPOHHBIM JOKYMEHTOM
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Co3nanue 3aK/1a10K, CHOCOK, IPUMEYaHHUI, IEPEeKPEeCTHBIX CCHIIOK
3axnaoxka — 3T0 MECTO B IOKyMEHTE, KOTOPOMY J1aHO MMsl. 3aKJIaJIKU UCIIONIb3YIOTCS JUIs
OBICTPOrO IIepeMeIICHHS K OTNPEICTICHHOMY MECTY B JJOKYMEHTE.
3aoanue. 3aKiaIKu

1. Co3paiiTe HECKOIBKO 3aKJIAZIOK B BAllIEM JOKYMEHTE, JJIS YETO: BBIACIUTE DJIEMEHT,
KOTOpPOMY CJIe/TyeT Ha3HAYUTh 3aKJIaJKy, UM IIEIKHUTE B JOKYMEHTE MECTO JJIs ee BCcTaBKu. Ha
naHenu BeraBka BeiOepute komaHny 3akiaaka. B mone Mms 3akiiagku BBeIUTE WU
BbIOepuTe Hyx)HOoe wuMdA. (Mms 3akiagkd JOMKHO HAayMHATBCA C OyKBBI; B HEM MOTYT
UCIIOJIb30BaThCs UG PHI, HO He AOJIZKHO ObITH MpodenoB). Haxkmure kHONKy /{00aBHTh.

2. Ilepeimute K ¢parMeHTaM BalIero JTOKYMEHTAa, HMCIOJb3YysS CO3/IaHHBIC 3aKIJIaJKH
(BcraBka — 3aksaaka — BeiOepure 3akiaiaxy - IepeiTn).

Crocku.

Word mMoxeT co3iaBaTh Ba BHJIa CHOCOK — OObIUHBIE M KOHIIeBbIe. OOBIYHASA CHOCKA
pacrosaraercsi, Kak paBUJIo, BHU3Y CTPAHHUIIbI, a KOHIIEBas — B KOHIIE pa3/ieia UiIu TIOKyMEHTa.
3aoanue. ]JIoGaBbTE B JOKYMEHT OJIHY JBE CHOCKH, JJIS UETO YCTAHOBHUTE KypCOp B KOHIIE CJIOBA
WJTU TIPEJIIOKEHUSI, K KOTopoMy OyzaeT mobasneHa cHocka. Ha manenu Ccebliiku BeIOEpUTE
KomMaHay BeraButh cHOCKY (CHOCKa OynieT JobaBiieHa Ha TeKyllel cTpaHuie) uid BeraButh
KOHIIEBYI0 CHOCKY (CHOCKa OyzeT 1o0aBjieHa B KOHIIE JOKYMEHTA WJIA B KOHIIE pa3iena).
Kypcop aBTomMaTndyecku nepeMecTUThCsl B 00J1aCTh Ui CHOCKU. BBeauTe Teket cHocku. s
yAaleHus] CHOCKU JJOCTaTOYHO YAAJUTh €€ MapKep B TEKCTE JOKYMEHTA.

Ilpumeuanus

Ipumeyanus npeaHa3HauYEHBI IS 100aBIEeHUS] KOMMEHTapUeB K JOKyMeHTy. [Ipumeuanus
ABJIAIOTCSA CaMBIM MOAXOAAIIUM MECTOM JIJIsl 3aMEYaHUN U BOIIPOCOB PELIEH3EHTOB K aBTOPY
JOKYMEHTA.

B npumedanue BrimoyaeTcs HHPOPMALUS O PELIEH3EHTE, CIEIaBIIEM 3TO IPUMEYaHHe.
WNudopmanus o perieH3eHTe 10JKHA ObITh IpeABapUTENIBbHO BBeeHa B nose Ums
noab3oBartens, Hunnmasuasl B MeHio @aiin — [lapamerpsl — O0mne.

3adanue. Co31anne MpUMEUaHHI

1. BBeauTte cBOM aHHBIE KaK O pereH3eHTe JokymenTa Teker 1.doc.

2. JlobaBbTe mpuMeyaHHsl K J0oOOMy maparpady JOKyMEHTa, ISl 4ero yCTaHOBHUTE
Kypcop B TOM MeCT€ JOKYMEHTa, K KOTOpPOMY HaJ0 ciejlaTh NpumedaHue. Ha mnanenn
Peuen3supoBanue Beibepute koMaHay Co3aarh npumeyanue. B manens [Ipumeyanue BBeuTe
TEKCT IPUMEUYaHUsl.

Pabora ¢ npumevyanusmu BeneTcs npu nomoiu Bkiaaky [pumeuanus nanenu
Peunensuposanue.
[Ipumeuanus yaaasiloTcs, €C yAaIuTh BECh TEKCT, COIEPIKAIUI 3HAK MPUMEUaHUs WK
Ha)kKaTheM KHONKU Yoanums naHenu PeneH3upoBaHue.
Ilepexpecmmvie ccolnku 00IET4atOT OPUEHTALIMIO B IOKYMEHTE, €CJIM IPU YTEHUU MPUXOAUTCS
oOpamathcs K (hparMeHTam, pacro0oKEHHBIM Ha Pa3HBIX CTPaHHIIAX.
[lepexpecTHas CChIJIKA COCTOMUT U3 JIBYX YacTel: U3 TeKCTa BBOAUMOIO BPYUHYIO, U U3
uHpopmanuu Bcrapinsiemoit Word aBromarudecku. Hanpumep: mexcm « Cm. makawce cmp. »,
3amem nepeKpecmHas CCoblikd Ha HOMep CmpaHuybl Uiy Homep avzaya, uiu « Cm. maxoicey,
3amem nepeKpecmuas CCoblikd Ha C0BO, KOMOPOe UCNONb3YEeMCs 6 meKcme 6 Kauecmee
3axnaoxu.
3aoanue. 1lepekpecTHBIE CCHUIKU
Co3znaiite MepeKkpecTHYIO CChUIKY, JUISl YETO

1. BBenute cOpOBOAMTENBHBIN TEKCT NEPEKPECTHON CCBUIKU, HanpuMmep, Cu. makorce.

2. Ha nanenu BeraBka BeiOepute IlepekpecTHast ceblika.

3. B cnucke Tunm ccbliIkKM — OOBEKT, Ha KOTOpBIA JeJaeTcss CChbUIKa (Hampumep,
3axnaoka).
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4. B cnucke BeraBuTh cCbUIKY Ha — BU MH(popMalu 06 oobekTe (Harnpumep, Texcm
3aKNA0KU).

5. B cnucke 15 Kakoro 00beKTa — KOHKPETHBIH 00BEKT BHIOPAHHOTO TUIIA.

6. HamaTL kHOTIKY BeraButsb (puc. 4).

MNepekpecTHble coblIky Iﬁ

TN CCBIKM: BCTaBuTe CCBINKY Ha:

R [~ | | Texcr saknanki -]

BCTaBuTE Kak TMNEpCCEINKY NobDEEMTE CNOB0 “BhILIE TN SHIHE
PaszaenvTens HoOMEDOE

OnA kakoi saknagkm:

-
KoM TEpHBIE_TENEKOHD
TenekoHpepeHLA

[ Bcrasute ] [ OTMeHa

Pucynoxk 4 - JInanoroBoe okHo [lepekpecTHbIE CCHUIKU
[ToripoOyiiTe OCyIIeCTBUTH MEPEXO]] 110 CO3AAHHOM BaMU MEPEKPECTHOM CCHUIKE.
PA3BUBKA TOKYMEHTA HA PA3JEJIbI
OnHMM 13 Ba)KHEHIIMX CTPYKTYPHBIX 3JIEMEHTOB JIOKyMEHTA SIBIIsETCS pasnen. Pasgennl
— 3TO 4aCTU AOKYMEHTA, KOTOPHIM Ha3HAYaIOT HEKOTOPBIE TapaMETPbl, HAIPUMED, PA3MEPHI
CTPaHUIbl U €€ OPUEHTALUs, KOJINYECTBO KOJIOHOK, KOJIOHTUTYJIbI U Ip. MI3HayaIbHO Ka) bl
JIOKYMEHT COCTOUT U3 OJHOTro paszaena. Ho ecinu HE00X0AUMO OTAENIBHBIM YacTsIM JOKYMEHTa
HA3HAYUTh Pa3HbIE XapaKTEPUCTHKH, CIIEAYET B JOKYMEHTE CO3/1aTh HECKOJIBKO Pa3/IEIIOB.
Co3parorcs pasziensl ciaelyomuM 00pa3oMm:
1. IlomecTuTh Kypcop B Ty TOUKY JOKYMEHTA, OTKYJa JIOJDKEH HAdaTbCs HOBBIM
paszel.
2. Bpmonnure Ha Briagke Pa3merka crpanunbl koMaHay PaspeiB u, B
OTKpPBIBLIEMCS CIIMCKE, BEIOPATh HYKHBII BapHAHT.
3aoanue. Pazoeiite nokymeHT Teker 1.doc Ha pa3aensl B COOTBETCTBUU C TTIaBaMU
JIOKYMEHTa, OPTaHN3ysl HOBBIC PA3/€iIbl HA TEKYLIel CTPAHMIIE.
I1epBrliii pa3nen noGaBbTe Mocie 3arojoBka BBegeHue, BTOpOil B KOHIE TEKCTa BBEICHHSI, BCE
MOCJIEAYIOIUE TIOCIE IVIaB TOKYMEHTA.
Jlnst ynoOcTBa paboThl MOAKIIOUNTE Heneuamaembvie 3HaKU (CUMBObL hopMamupo8ans,).

3Ha4uoK Ha nanenu I'naBHas.

Odopmute paznen BBE/[EHHUE B Bujie 1ByX KOJIOHOK TeKcTa. [[jsl 4ero yctaHOBUTE Kypcop B

mpeiesbl TEKCTa BBEACHMS, BEIOepUTe Ha naHenu Pa3MeTrka cTpaHuibl komany Kosionku —

Tun: /e — OK.

Y6enurech, 4TO B BUJIE KOJIOHOK ObLT 0T(hOpMATUPOBAH TEKCT TONBKO paznena BBE/JEHUE.
TUTyILHBIA JHUCT

Tumynvuwiti 1ucm - IepBasi CTPAaHULA, HA KOTOPOH yKa3bIBalOT Ha3BaHUE pabOThI, aBTOpa
U Ipyrue HeoOXOAUMbIE CBEACHHUS.

Jlig co3maHus TUTYJIBHOTO JINCTA CYIIECTBYIOT CIIELUANIbHBIE 3arOTOBKH. JlJIs1 BCTaBKU B
JOKYMEHT TUTYJIBHOT'O JIUCTa

THTynEHaA CTRaHWWa ™
34 _’.l Y. P Ly
_] Mycras crpanuya
*,:::: PasphiE CTpaHWLE

CTpaHWuk



e [lepeiinure Ha BKIankKy Bcmaexa wu BwIOepute TumynvHas cmpanuya B TPYMIE
Cmpanuyul.

e B nosBuBIIEMCS OKHE BBIOCPUTE HYKHBINA MTa0JI0H TUTYIIHHOTO JIHCTA.

e [locie BCTaBKM B JIOKyMEHT BBIOPAaHHOTO JIMCTA, BBEAWUTE B MOJIA HY>KHBIM TEKCT,
HEHY)KHBIC JICMEHTHI YIAIINTE, MEIKHYB Ha HUX U JiBa pa3a HaxaB KiaBuiry Delefe.

UYroObl ynanuTh TUTYJIBHYIO CTpPaHUILy, BBIMIOJHUTE KOMaHIy Yoanums mexyusyio
MUMYIbHYI0 CMpanuyy B MEHIO KHONIKU TumynvHas cmpanuya.

3aoanue. Cozoaiime mumynbHwiil 1UCT 051 8aAULE20 OOKYMEHMA.

JlobaBJieHHEe K JOKYMEHTY KOJIOHTUTYJIOB
Kaxnas ctpanniia J0KyMeHTa, TOMHUMO TOJIeH 1 00J1acTH TeKCTa, UMEET JBe 00JIacTH,
Ha3bIBaCMbIC KOJIOHTUTYJIAMH Ha BEPXHEM M HW)KHEM TI0JIe JOKyMeHTa. Eciiu BBecTH B
KOJIOHTUTYJI Ha OJTHOHM CTpaHUIIC KaKyr0-JIn00 nH(popMaIuio, To qaHHast nHGopmarms Oyaer
MIOBTOPSATHLCS HA KaXKI0W cTpaHuiie. Word 1Mo3BoJIsieT pa3MeInaTh pa3iHdHy0 HHPOPMAIIUIO Ha
TIEPBOM, YETHBIX U HEUETHBIX CTPAHUIIAX JOKyMeHTa. Eciu ToKyMeHT pa30ouT Ha pa3/iessl, TO
JUTSL KQXKIOTO pa3Jieiia MOKHO OPTaHU30BaTh CBOM KOJIOHTUTYJ. [ 3TOTO B 00IaCcTAX
Pasznuuams kononmumyner muanorooro okHa [lapamerpsl cTpanuibl — Biiagaka MeToUHHK
oymaru (maHens Pazmerka cTpaHHIbI) HEOOXOUMO BBIITOJIHUTH COOTBETCTBYOIINE

HacTpoiiku (puc. 9).

r ~
MapameTpsl cTpaHMLsl l ? iz-]
| Mons I Pazmep Bymari | McTouHuk Bymarn
Pasaen
Ha4aTts pasoen: Co CegywoWweR cTpaHuLE! El
3aNpeTUTE KOHLEBEIE CHOCKH
PE3MAYETE KONOHTHT Ykl
[ METHER M HEYETHEIX CTPaHMLL
V| nepeoit cTpaHrug
00 BepXHEero KonoHTuTyna: | 1,25 =
OT kpas:
00 HAMHET D KONOHTHMTYNE: 1,25 m =
CTpaHuua
BepTuKanbHoe BolpaBHMBaHWE: | Mo BEPXHEMY KPEo El
Obpazew
MpUMEHUTL: | K TEKYILEMY pasaeny IZ| | Hymepauma cIpok. .. | | TpaHuusL. .. |
Mo ymon4aHuo [ oK ] | OTmeHa |

Pucynok 9 - Jluanorooe okHo [lapameTpsl cTpaHUIIbI

3aoanue. J106aBbTe B 007aCTh HIDKHETO KOJOHTHTYJIA HYMEPAIHIO CTPAHUI] BAILIETO TOKYMEHTA.
Howmep Ha nepBoii (TUTYJILHOM CTpaHULIE T0JIKEH OTCYTCTBOBATh), HO OHA CUMTAETCS CTpAaHHULIEH
1. Hymepanus HaunHaeTcs co cTpaHulisl OrnasineHue (cTpanuna 2).

Jliis Hymepaluu CTpaHHULl CIYXKUT KHonka Homep cmpanuy (BkIanka Becmaeka - aHelb
Konounmumynwi).

e HeoOxomumo BbIOpaTh BapHaHT pa3MEIICHHS HOMEpa Ha CaMOil CTpaHUIE H TPH
HE00X0IMMOCTH HACTPOHUTH (hopMaT caMOro HOMepa.

e [Ipu HEOOXOAUMOCTH BIIEMEHTHI HOMEPOB CTPAHMIIBI MOXKHO COXPaHSTh, T00ABIISS B
KOJIJIEKIIMIO CTaHJApTHBIX OJI0OKOB. [l 3TOro, BCTAaBMB M HACTPOUB HOMEP, HAXKMHTE KHOIKY

35



Homep cmpanuybl u BeIOCpUTE KOMaHAy Beepxy/snusy cmpanuyel - Coxpanumo vloeneHHbll
@pacmenm Kax Homep cmpaHuybl.

e UtoObI yOpaTh HOMEpP C TIEPBOM CTPAHUIIBI B JOKYMEHTE, HY>)KHO BOWTH B 00JIaCTh
KOJIOHTHTYJIOB W BBIOpaTh Ha BKIaake Kowcmpykxmop mnyHKT I[lapamempor - QOcobwiii
KOJIOHMUMYJ 0151 NePEOU CMpaHUYbl.

Yemanosume nymepayuro cmpanuy 6 mexcmosom ooxymernme Texcm 1.

3adanue. Co31aNTe PA3NIMYHbBIE KOJOHTUTYIIBI JUISl YETHBIX U HEYETHBIX CTPaHUI] JOKYMEHTA U
CO3/IaHHBIX pa3zaenoB nokymeHta Teker_1.doc.

Jlnig nepeMenieHus B 00J1acTh KOJIOHTHUTYIIa BeiOepuTe komany Bepxuuit/Huaxnuii
KOJIOHTHTY.J1 nIaHeb BeraBka.

B KOJIOHTUTYJIBI HEYETHBIX CTPAHUIL BBEIUTE Ha3BAHUE IJ1aBbl, B KOJIOHTUTYJ YETHON CTPaHUIIBI
naty paboThl ¢ JOKyMeHTOM (KHomka JlaTa, maHenu HHCTpyMEHTOB Kos1IoHTHTYJIbI).

Jlo6GaBbTe 351eMeHTHl OPOPMIIEHHUS K KOJIOHTUTYJIaM, HallpuMep, TOPU30HTAIbHYIO YepTy,
KOTOpas OyZeT OTAeNATh KOJOHTHUTYJI OT OCHOBHOTO TE€KCTa IOKYMEHTA.

JlabopaTopnasi padora 7.
Opzanuzayus padomosl ¢ MaOIUYHBIMU OAHHBIMU CPEOCMEAMU ITIEKMPOHHBIX
maoauy. 3HAKOMCmeo ¢ OPuUCHbBIMU MAOTUYHBIMU PEOAKMOPaAMU

Leas padoThI:
MO3HAKOMUTHCSI C BO3MOXKHOCTSIMM OOpaOOTKM JaHHBIX C MOMOIIbIO AJIEKTPOHHBIX TaOJIHII.
[Tomyuynts npeacraBieHue 00 MCIOJB30BAaHUM DIEKTPOHHBIX TaOJIUI[ B HpOodecCHOHATBHOM
NEeATENBHOCTH IpenoaaBaresns. HaydnTecs BBINOIHATH MPOCTEUIINE CTATUCTHYECKUE PACUETHI B
Excel, ananu3upoBaTh pe3ysbTaThl 1 000CHOBBIBATH MEJArOTHYECKYI0 CTPATETHIO.
PaccmaTpuBaeMbie BONIPOCHI:

N3y4nTh BO3BMOKHOCTH 00PaOOTKH IaHHBIX ¢ IOMOIIBIO SJICKTPOHHBIX TaOJIHUII.
2. HayuuTbcs BBIOJNHATH CTaTUCTUYECKUE pacueThl B Excel.
3. Hayuurtbcs MCIONB30BaTh AJIEKTPOHHBIE TAOIHUIBI B MPO(PECCHOHATBHON JesTeIbHOCTH

MIPENO1aBaTEeIs.

—

JlabopaTopnasi padora 8.
Opzanuzayus padomosl ¢ MaOAUYHBIMU OAHHBIMU CPEOCMEAMU IJIEKMPOHHBIX
maoauy. Aemomamusayus npu 6600e OAHHBIX, 00PAOOMKA YUCI06bIX OAHHDIX,
MAKpPOKOMAHObL

Heab paGorhl: M3yuuth pabodee MpocTpaHCTBO mpuiokeHus MS Excel, mHayuutbest
IPUMEHSTH pa3InyHbIe apaMeTpsl GopMaTHPOBAHUS K JAHHBIM.

Opraaunzannonnas ¢popma 3anstusi: [Ipakruueckas padota.

Bonpocs! 1151 ocBOeHHS:

1. W3yuuts snemeHTsl okHa npuiioxkenus MS Excel.

2. Hayuwutscs HacTpauBaTh okHO MS Excel.

3. W3yuuts ocobenHoctu BBojia nH(popmaiuu B MS Excel.

4. Wzyuuth mapamerpsl (opmaTupoBaHus JaHHbIX B MS Excel u HayuumThcs uX
HacTpauBaTh.

5. Hayuutbcs co3naBath MOCIEN0BATEILHOCTH JAHHBIX.

3agaHus 1719 BBINOJHEHUS U METOAHYECKHE PEKOMEH AU

BJIEMEHTbBI OKHA MS EXCEL U ETO HACTPOMKA
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3aoanue 1. 3anycmume npunoscenue MS Excel u uzyuume cneyuanvHvle d1emeHmubl

unmepgetica.

3amyctute 3neKTpoHHbIH nporeccop MS Excel u3 rmaBnoro mentro Windows (Ilyck —
IIporpammbl — Microsoft Excel). B okne mporpammbel mo ymoig4aHWi0 OyJET PpPacKpBIT
JOKYMEHT, HasbiBaeMbli KHura 1 wu copepxkammii HEKOTOpOE, YCTAHOBJIIEHHOE paHee,

KOJIMYECTBO JINCTOB.
N3zyuure okHo nporpammbsl MS Excel u ero cnennanbssbie anementsl (Puc.1).

& = |= Knural - Microsoft Excel ‘:_llﬁ
ﬂ naeHaa Bcraska PasmeTka cTpaHWLG! Dopmynel AaHHele PeueHIWpOBaHWE Bua [~ @ = B 2R
z‘ Calibri lu -l a - | Si Otumit E E fjdl ;‘-A ij;j::b: %: 3? }a
y |mau-|E (@A i P SN O L OO e R e
Bydep obmena /-\ WpudT EtlpaEm Yucna ber & Crumn S Aueicn P:;avmzaﬁamwi
1 I (2) ,
LA B c D E FNL__A H 1 J K L N ) P a 5 =
al ] =
7 |
3 \
2 i
5 \
- i
7 |
- i
5 1
10 |
1
12 |
13 |=
14 |
It |
16 |
17 ‘
18 |
15 |
20 |
2 |
22 |
23 ‘
24 |
s \
26 P
27 / i
44 F ]| nucrl SNna? P va3 SHD [T«] - [ ]
m— [EEERT ——
Puc.1. Oxkno npozpammer MS Excel
1. [Tone umenun
2. Crpoxka dpopmymn
3. KHomku 3aroioBKOB CTOIOIIOB
4. KHonku 3aroyioBKoB CTpok
5. Tekyias akTUBHas sTYEKa
6. Knonku npokpyTku nucra
7. Spnblyku JIMCTOB
3aoanue 2. Cozdanue paboueti Knueu ¢ 3a0AHHbIM KOIULECBOM JTUCTOE.
1. JIisi M3MEHEeHUs] KOJIMYECTBA JIMCTOB, CO3/1aBa€MBIX MO YMOJIYaHUIO B HOBOM
paboueii kaure, BeiOepute B MeHI0 MDaiia komanay [lapamerpsl Bkiaaky Oommue.
2. 3anatite Yncio aucroB — 10, Ok.
3. Brimonnute komanny ®ais — Co3nats — HoBasi kHura.

B pesynprate mnpojenaHHBIX JOeHCTBUN mMOsSBUTCS JoKymMeHT KHura 2 c necsThio

paboYuMU JTCTAMH.
3aoanue 3. llepeumenosanue aucmos.

1. [lenkaute nBa paza Ha spiabiuke Jlucm [ (Mnu mienkHUTE TPaBOM KHOMKOM
MBIIIH 0 APIBIUKY Jlucm 1 v BeiOepuTe komanay [lepenMeHOBaTH).

2. B mone Mwms nucta mabepute HoBoe nmsi CIIMCOK

3. Haxwmure knaBury Enter. Pabouemy Jlucmy 1 npucsoeno umst CIIMCOK.

3aoanue 4. Bcmaska u yoanenue iucma.
Jns ecmaesku aucma
1. [IlenkHUTE MPaBOl KHOMKOM MBIIIN Ha sIpibIuke Jlucm 2.

37



2. B KOHTeKCTHOM MEHIO BhIOepUTE KOMaH1y BeTaBUTh.

3. B oTkpbIBIIEMCS 1MAN0rOBOM OKHE Bcmaska, ydenutech, 4To 3Ha4OK Jlucm
BbIJIeTICH | 1ieNnKHuTe 10 kKHotike OK. HoBbiit Jlucm 11 OyneT BCTaBlieH clieBa OT TEKYIIETO
JIUCTA.

Hna yoanenus nucma

1. [IenkHUTE MPaBOIl KHOMKOM MBI Ha sipiabiuke Jlucm 10).

2. B KOHTEKCTHOM MEHIO BHIOCPUTE KOMAHYy Y IAJUTh.

3aoanue 5. Bvicmpoe nepemewenue no IUCmMam 31eKmpoHHOU maodIuybl

[lenxkHUTEe TPaBOW KIABUIIEH MBIIIM MO JFOOOW M3 KHOMOK CTPEJIOK, CITY)KaluX IS
MepeMENICHHS TI0 JTUCTaM TaOJIUIbl, U B OTKPBIBIIEMCS KOHTEKCTHOM MEHIO BHIOCPUTE HYKHBII

JINCT.
12

v | Crnmecok
Nuer2
Naer3
Nucrd
Nuers
Nucrd
Nuer?
Nuecrd
Nuere

U ST ST N T S S SR B Y S S Y

Nuerlo
M\ CNACoK  NMucr2 - Nucr3 o Nucrd 2 Nuers N

foToBO | = |

3aoanue 6. Bvloenenue omoenvubix siueek u OJ10K08 siueex Ha pabouem aucme.

1. Jyis BBIZIENICHUS sST9eiK Ha pabodeM JIMCTE JOCTATOYHO IICTKHYTh M0 HEel JIeBOon
KJIaBUILIEH MBIIIH.

2. JI71st OTHOBPEMEHHOTO BBIJICJICHUS HECKOJIBKUX SYEeK Ha paboueM JIUCTE Ty Ke
orepaluo HeoOX0ANUMO IPOU3BECTH, yaep>KkuBas kinasuury Ctrl.

3. Jlst BeIieTIeHus: OJ10Ka sTYeeK HEOOXOUMO IIETKHYTh JIEBOW KJIABHIIIEH MBIIIHU 1O
MepBOH sueiike, BXOAIICH B ATOT OJIOK, a 3a TeM, yaepxkuBas Shift, mo mocneqHeit sueiike u3
atoro Onoka. Hanpumep: Bvidenume o0k B4 : C10. (Ilpumeyanue: ITy ke ONEPANHIO MOKHO
MpOJieNiaTh, YASP)KUBask HAXKATOH JIEBYIO KJIABUIILY MBIIIH).

4. Jlst BBIZIEICHUST HECMEXHBIX OJIOKOB ynepxkuBaiTe knaBuinry Ctrl. Bvioenume
oonospemenno onoxu: A4:C8; C10: E15; D1:F9.
5. JUis  BBIICTICHUS CTPOKH, INEIKHUTE HAa KHONKE 3aeo068Kka cmpoKu, IS
BBIJICJICHUS CTOJIONIA, IEIKHUTE Ha KHOTIKE 3020106KaA cmonoyda.
BBOJ JAHHBIX B MS EXCEL

B m100y10 siueiiky MOXHO BBOJUTH TEKCT, YKcia Win (GopMyibl. st 3TOro 10cTaTouHo
aKTUBU3HUPOBATH HYXHYIO sIUCHKY U HAOpaTh ¢ KIIABHATYpPbl HEOOXOANMYIO HH(OpMALHIO. 3aTeM
HaxkaTb Enter miM oCyIIecTBUTH LISITYOK MBIIIH T10 JIF00O0 Ipyroi siueiike TaOauIIbl.

Ecnu BBoammast nHGoOpMaIust He COOTBETCTBYET pa3Mepy sIMEeHKH MOXKHO:

1. W3meHuTh ee pa3mepsl, s 4ero yCTaHOBUTH KypCOp MBIIIN HA TPAHUILy MEXIY
KHOITKAMH 3arojIoBKa CTOJIOIIOB U, TOWMaB JBYHANPABICHHYIO CTPEIKY, YBEIUYUTH WIIH
YMEHBIIUTh Pa3Mephl STUCHUKH.

2. Ha Bxianke I'maBuasi B paznene Slueiikm BoiOpaTh KHONKY dDopmart U 3a1aTh
HE0OXO0IUMbIE TTapaMeTpPhl I ITUPUHBI U BBICOTHI Tueiiku (puc. 2).
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JrrT| WU R Y D Ra (=

=l Popmat LT W UILTP T BLIgEAMTE ™
Pasmep AauerKm
[ Bucota crpokm..

ABTONOAGO0D BEICOTE CTROKMK

H WupuHa cTonbua...

ABTONOAGEOPD WHPKHHL CTOABLE

LWpKHHE MO YMOAYaHKED,.,
BUaMmMOCTh

CEPBITE MAKW OTOBPAZNTE 4
YnopagoynTh NWCTEI

MeperMeHOEaTE AMCT

MepeMecTHTE MAK CKONMWMPOEATE AKCT..,

UgeT apnbidka Y
JauuTa

&g 3aWMTHTE OWCT..,

ol

2)| BEnoknposaTe Auedky

B dopmart gueek...

Puc. 2. Ilapamempuor popmamuposanusn aueex

3. 3anmaiite npyrue mapaMeTpbl (GOpMATHPOBAHMS: PACIIONOKHUTH TEKCT B SUYCHKE B
nBe ctpoku. s dero BeiOepute onuuio Mopmar siyeek BKiIajka BelpaBHUBaHHMe, BKIIIOUUTE
komanay IlepeHocuTs no cioBam.

4. PacrosnoxuTe TEKCT IO BEPTUKANH, Ul YETO B IUAJIOrOBOM OKHE Dopmat sueeK
BKJIaJika BoipaBHUBaHMe BbIOpATh COOTBETCTBYIOIIYIO OPUEHTAIMIO TEKCTA.

O0beguHeHne siueex

OObenrHeHHas! sueiKa CTPOUTCS U3 SYEEK CMEXKHBIX CTPOK M CTOJIOIOB, OOBOJUTCS HA
paloueMm JMcTe eAMHOM TpaHULell, 1 UMEET aJpec, COBNAJAIONIECH ¢ aapecoM ee JIeBOH BepXHel
sueriku. s co3manus 0ObeIMHEHHON sTUeiKi HEOOXO0IUMO BBIJICIIUTH SIYCHKH, KOTOPBIE BOWIYT
B €€ COCTaB, a 3aTEM BBIIIOJIHUTh OJJHO U3 CIEAYIOUINX JCHCTBUMN:

* VYcranosure ¢uaxxok O0beuHeHNe siYeeK Ha BKIaake BolpaBHUBaHue.

* Haxatp kHOTIKY O0beIMHUTH U OMECTUTH B IIEHTpe E Ha na"enu ['1aBHasn.

IIpeoGpa3oBanue CTPOK B €TOJIO1IBI M 0OPATHO

WNuorna tpebyetcs nHOpMaluio, HaOpaHHYIO B CTOJIOEIN, PAaCHOJIOXKUTh B cTOKe. J[is
3TOTO HYXHO (puc. 3):

*  Brigenure ananasoH.

» Ckonupyiite ero (Ctrl + C) nnm, HakaB Ha MpaByHO KHOINKY MBbIIIK, BbIOEpUTE

«Konmposatp» (Copy).
= [llénkauTe mpaBOl KHONKOW MBIIIM MO SYEHKE, KyJa XOTHTE BCTABUTH JIAHHBIC, U
BbIOEpUTE B KOHTEKCTHOM MEHIO OJMH M3 BApUAHTOB CHEIMATbHOM BCTaBKM — 3HAYOK

«TpancnonupoBats» (Transpose).
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Knural - Microsoft Excel
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w
X &= %30 I =
A B w— o S F G H 1 7Y
1 |Mockea Y = = = I Cragponone Kynyra  PAzaHb E
wE| # BopesaTe P YAy
2 |CapaHcK :
3 Konwpoeate
3 Bonrorpag o e
n
4 BopoHex & A o -
5 Craeponosnb j 123 ﬁ L0/ %y ==
6 Hynyra CneuwanbHaA BCTaBKa... 4
7 PasaHb
BeraeuTh. .
3 "
¥aanuTe...
9
G CUHCTUTE COgepHHUMOE

Puc. 3. Ilepepacnpedenenue unghopmayuu

3aoanue 7. Ha nucme CITHCOK co3oatime mabauyy Crucok compyoHukos no oopasyy
(puc. 4):

A B c D E F

G
Ne ®amunusa Umsa Omyecmso | lMon rog Omaéen
1 n/n poXxoeHUA
2 1|AkmoBa Bepa $egopoBHa K 1973 2
3 2| AHUCUMOB AHgpeit AneKkcaHapoBud M 1956 1
4 3|banaes Wrope Cepreesud M 1954 3
5 4|Bbopees Buktop AneKkcanHgpoBud (M 1965 3
6 5|BopkyT WpuHa AnekcanHgpoBHa [ 1974 2
7 6|BopoHoBa Hapexxpa |/BaHoBHa K 1984 2
8 7|Bopowunoe |letp neud M 1990 3
9 8|VeaHoB Wnes AnekceeBnv M 1983 1
10 9|Menos Buktop Cepreesud M 1973 2
11 10|WLlepbakosa |Enena lBaroBHa K 1962 1

Puc. 4. Oopazey mabauyst 014 3an0AHEHUA

1. Hcnonb3ys, noslyueHHbIE 3HaHUS 10 BBOAY TEKCTOBOH MH(pOpMalMU B SYEHKH,
3allOJTHUTE 3aroJIOBKM CTOJNIONOB TaOmuipl. OdQopMmHTe 3arojlOBKM CTOJOLOB  TaOJUIIH,
ucnoab3ys BkiIaaku BeipapauBanue u Hlpudr menro @opmar siueek nanens Iimasuas. s
3TOrO:

* BpigenuTe Bce 3alI0JHEHHBIE SYEHKH;

#* Bo Bkinanke BblpaBHUBaHMe YCTaHOBUTE: Buwlpasnusauue no 20pu3soOHmManu u
Buipasnusanue no eepmuxanu - Ilo yenmpy,; Ycmanosume grasicox Ilepenocums no crogam.

= Bo Briagke lpudt ycranosure nauepmanue IlonysxcupHuiii Kypcus.

2. Buecure B Tabnuiy 1aHHble He MeHee yeM 1o 30 COTpyaHHUKAM.

3. Co3pmaiiTe BOKpYT JaHHBIX TAOJIUIIBI PAMKy, HCIONB3Yysl KHONIKY I'panunsl — Bee
rpanuubl Ha na"enu I'aBuast win Bkianky I'panuna B meHio dopmar siueliku.

[MOCJIEAOBATEJIbBHOCTU JAHHBIX
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B Excel mpemycMoTpeHO — CpeaCcTBO  JUIsi  BBOJA ~ 4YAacTO  HCIHOJB3YEMBIX
MOCJIC0BATEIPHOCTEH TAaHHBIX (HATYPATBHBIX YHCEIN, THEH HEJEIIH, MECSIICB U T.11.).

3aoanue 8. Ha Jlucme 11 8sedume nociedosamenbHOCMb, COCMOAUWYIO U3 HAMYPATbHbIX
yucen (om 1 0o 12) u mecsyes.

l. B mo6ble 1Be psiioM cTosue SYeku BBEAUTE J1Ba uMcha. Hanpumep: B aueiiky
Al —1; 6 auetiky A2 — 2;
2. Beinenure (3aMapkupyiiTe) 3amoHeHHbIE STYCHKH C TOMOIIBIO MBIIIH;
3. [TonBenute Kypcop K MapKepy AaBTO3aNOJHEHHs, HAXOJAIIEMCS B IPaBOM
HIDKHEM YTJTy BBIJICTIEHHBIX slY€eK, Kypcop MpHoOpeTeT BUI TOHKOTO KPECTHKA.
4. Haxxmure J1eByr0 KJIaBUIIly MBI H, YAEPKMBas €€ HAXKaTOW, IPOTSIHUTE Kypcop
BHU3, TTOKA HE MOSBUTCS 1udpa 12.
Ne
1| n/n
2 1 Mapkep
3 2_ aemo3anoiHenus
4
5. B saueiiky B1 BBeauTe Ha3BaHUE EPBOIO MecsLa — SIHBAPb;
6. IlonBenure Kypcop K MapKepy 3allOJHEHHsS U MPOTSHUTE €r0 BHU3 JO SAYEHKU

B12. B pe3ynbrate H0KHA TOTYYUTHCS TOCIEIOBATEIEHOCTD, COCTOSIIAS M3 MECSIIEB I0/1a.
3aoanue 9. Cozoanue cobcmeennou nocieo008amenbHOCmu OAHHbLX.
Bl MOXeTe co31aTh CBOKO IMOCIIEOBATEIBLHOCTh JAHHBIX, KOTOPYIO BBl MPEJIONaraere
9acTO UCIOJIb30BaTh. JlemaeTcss 3TO OJJHUM U3 JBYX CICAYIOIIUX CIIOCOOOB:
I cnoco6 — UMmopT nocie10BaTe IbHOCTH:

1. Brigenute (3amapkupyiite) 070K sueek, coaepkaiuil GaMuanm coTpyIHUKOB Ha
nmucte CIIMCOK;

2. Beimonnure komanay MeHto @aiian — I[lapamerpbl — JlomoJHUTEJIbHO —
HN3MeHUTH CIIUCKH;

3. B none okna UMnopT cnucka u3 siueek OyJeT HAXOAUTHCS a/IPEC BBIACIECHHOTO
JMana3oHa sTYeekK.

4. [enkaure 1o kHOMKe Mmmopr u yOemutech, uyTo Ha BKIagke CHUCKHU
MOSIBUJIACH HOBAsi UMIIOPTUPOBAHHASI MOCTIEA0BATEIILHOCTb.

5. 3akporite nuanor Ilapamerpsl memukom no kHornke OK.

IT cioco6 — Py4Hoii BBOJ 1OC/1€10BATE/ILHOCTH:
BBenem nocnenoBaresnbHOCT Y4EOHBIX HMPEIMETOB, KOTOPYHO OyJieM HCIOJIb30BaTh B
JanbHele padbore:

l. Otkpoiite amamoroBoe okHO  Cnucku (MeHro Paiin — Ilapamerpsl —
JlonotHnTe IbHO — U3MEHUTDH CIUCKH);

2. [IeqIKHUTE MBIIIBIO B PABOM I0JIE€ DJIeMEHThI CITUCKA;

3. HaGepure, Hampumep, CHUCOK KaHIEISAPCKUX TOBapoB: Tempaou, Pyuku,

Kapanoawu, Anvbomwi, @atinei, Ckpenxu, Kunonku, OTHENsIs KaKIbIH 3JIEMEHT CIIMCKA OT
MpEeABIIYIIEro 3aMsATON WIM HaKUMasl IOCTIe KaXKaoro 3yeMenTta Enter.

4. IllenxkauTe Ha KHOIKe JI00ABUTH — M HOBas IOCIIEAOBATEIIFHOCTh OKAXKETCS B
JIEBOM IIOJIE CIIUCKA.
5. [TonpoOyiiTe BOCIPOM3BECTH BHOBb CO3/IaHHBIC CIHCKU Ha Jlucte 11.
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JlabopaTopnasi padora 9.
Paboma c oannvimu 6 31eKmpoOHHBIX MAOAUUAX
Heap padoThl: U3yuuTh MpaBuia co3naHus GopMys, HAYUYUTHCS 00padaThIBATh JaHHBIE
B npuioxkennu MS Excel mpu momoru hopmyn u QyHKITHI.
Opranuzannonnas popma 3anstusi: [Ipakruueckas paboTa.
Bomnpocs! 1151 ocBoOeHus:

l. Hayuutbcs co3naBath popmyiiel u pynkuuu B MS Excel.

2. N3yunth npaBmiia co3aanus Gpopmyn u QyHKIUH.

3. N3yunts Ha3HaueHKe okHa MacTep (PyHKIMH 1 HAYYUTHCS UCIIOJIB30BATh
OTILIMHU ATOTO OKHA JJISl CO3/1aHus (PyHKIUH.

4. N3y4nTh BO3MOYKHOCTH HCHOJIB30BaHUS aOCOJIOTHOM M OTHOCUTEIHHOM

aJpecaluy si9eeK Mpu co3aanuu GopmMy U QyHKITHA.
3agaHus AJs BHINOJHEHHS U METOAUYECKHEe PEKOMEHIANN:
Buumanue! Bce popmynvt 6 MS Excel dondichb nauunames co 3HaKa pagencmead
3adanue 1. Cozoatime mabdauyy Pe3ynomamol mecmuposanus, paccuumaiime cpeoHull
noxkazamenb mMecmupo8anusi O Karco020 cOmpyOHUKA.

1. Co3znaiite TaOJIHITY, COACPKAIIYIO CICTYIOITUE TOJIS:
% =
S ~ ~ m ~+ TS
g S S s
= S S | & | & | & | &8
S O §
s
2. 3anmonaute Tabnuiy pgaHHbiMH. [lons Ne m/m u ®amMuians 3amoiHUTE,

BOCITOJIB30BABIINCh (PyHKIMEH aBTo3anonHeHus. s 3amonHenust damumnuii MS Excel Oyner
UCIIONIb30BaTh CIHMCOK, CO3JaHHBIN BamMu B 1 mpakTuueckoil pabote. IIpocTaBbTe pe3ynbTaThl
TectupoBaHus (puc. 1).

A B C 5] E F <]
o]
[ E - oy o + jg E
[ 5 E | E | & | & |Z§
S = 8 |8 |8 |8 |28
Hy = = = = (%) E
c
;
z 1| AKAMOES 26%| TE%| S7%| 80%
3 2| AHWCMMOE a9%| T0%| 69%| 80%
4 J|Banaee B0%| 7a%| 90%| B4%
5 | 4|Bopees 52%| 36%| 72%| 69%
] albopryT T9%| 84%| 52%| 82%
7 &|BopoHoBa 24%| TE%| 54%| 81%
g 7|Bopowwnog | 63%| 858%| 24%| 86%
s | 8|veaHos 85%| 84%] 79%| 94%
10 S1MNonoe B1%| D6%| 60%| 62%
11 | 10[Wephakoea | 58%| BE%| 92%| 88%

Puc. 1. Tabnuya pesynomamol mecmuposanus
3. Paccuuraiite Cpeanuii mokasare/ib TECTUPOBAHUS KaXAOro COTpyAHUKA. [lyid
3TOTO:
. Beinenure mycryio stueiiky B mone Cpednuil nokazamens HANpOTHB (aMUIAN
NIEpBOTO COTPYIHUKA.
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Je

BTaBnTb
PYHELMD
. Haxxmurte kHOnKy BeTaBUTh QyHKIMIO B CTPOKE BBOJA MUJIM HA IIAHEIIN
Dopmy.ibl.
. B okue auanora Macrtep ¢yHknmii BbiOepute CTaTHCTHYECKHE B CIHCKE

Kareropus. Beioepure CP3HAY B criucke @ynknuit. Haxxmure kaonky OK (puc. 2).

[naeHas EBcTaeka PazmeTea CTpaHULUL DopMyNE AaHHB2 PeyeHIMpoBaHK
% AsTOoCymMma T ﬁ Noruyecene = [_,l CEBINKW M MABCCHELl ™ § |
ﬁr HefagHo MCMOAE30EANMCE ™ EA TekCTOERIE ™ @ MatematH4yeckne ~ e
- - ] AncneTtyep
@3 DHUHAHCOERIE ™ ﬁf}',ﬂ,aTa W EpeMA T ﬁﬁ’_‘j,ﬂ,pyrme DYHELMK ~ MMEH
BUEAMOTEKE DYHKLMA |
G2 O xvI[&] =
A B C D E F G
g
- | ey b ]E E
N2 n/n Pamuiua g g 5 5 2 S
& & & & | &g
1 e
2 1|Axmmosa 36% 7604 37%% EEI%|=
3 2| Anncumos 8504 7004 B904 8094
4 r
5| MacTrep dyHrUmiA - war 1 us 2 lilﬂ_hJ
6 | Mook dyHELIMI:
7
s | | BEEOMTE KDATKOE OMMCAHWE AEACTEMA, KOTOPOE HYHHO
3 S BLINONHATE, M HEHMMTE KHOMKY "HaltTn®
10 KaTeropma: | CTaTucTHYeckMe Izl
11 _ | | BeibepuTe dyHKLMKD:
12
13 CKOC "
CPTAPM
14 CPIEOM
15 ceHad
16 CP3HAYA d
CP3HAYECTM
17 CP3HAYECTIAMH 2
18 CP3HAM (uncnol;uncno?;...)
19 BosBpalaeT cpeaHes apUbMETUHECKOE CEOMX S0ryYMEHTOE, KOTOPEIE MOFYT
20 BbITE YMCNEMA, MMEHSMA, MACCUBAMM UMW CCLINKAMI HE AYEMKIA C YWCTEMA,
21
22
23
24 CrpaBKka No ST dyHKLM [ Ok ] [ OTMEHS ]
25
2R
Puc. 2. /luanozoeoe oxkno Macmep ¢pynxyuii
= B nossuBmemcs JAUaJIOrOBOM OKHE YKAXHUTE AHUAIIA30H AYCCK (6 Hauiem npumepe.
ouanazon — C2:F2), cpey KOTOPBIX HAJ0 HAlTH cpeanee 3HaueHne u Haxmute OK.
4. Paccuuraiite cpeaHuil mnokaszaTelb TECTUPOBAHUSA JUISi BCEX COTPYIHHUKOB,

MPOTAIIMB IMOJYYCHHBIN Pe3yIbTaT 32 MapKep aBTO3aMOTHEHUS BHU3.
3aoanue 2. Obpabomka OaHHBIX NPU NOMOWU IOZUYECKUX PYHKUUIL.
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IIpu nomomm noruueckor ¢yHkiuu Eeam onpenenure NpouuiM WiIM HE NPOLUTH
COTPY/JHUKU TecTHpoBaHue. Ecimm cpenHuil mokasarens 3a TecTHpoBaHue MeHblie 60 %
COTPYJIHHUK TECTUPOBAHHUE HE MTPOLIEIL.

1. JlobaBpTe Kk Tabmumie cromberr ¢ 3arosioBkoMm  I[Ipomen/He mpomen
TeCTHPOBAHHUE.
2. YcraHoBUTE Kypcop B IYCTYHO SYEWKY HANpOTHUB IIEPBOTO COTPYIHHKA.

BeszoBure Mactep ¢ynkumii: B crnucke Karteropusi BeiOepute Jlormyeckme, B CIIHUCKE
®yukuuii pynkuuo Ecam (wim BbiOepute kateropuio Jlormueckme HENOCpPEJICTBEHHO Ha
nanenu ®opmy.i).

3. B numanoroBom okHe AprymeHThl (yHkumum (puc. 3) ycraHoBute: Jloe
svipaxcenue:. G2>60%,; 3nauenue ecnu_ucmuna: mecm. npouies; 3HAYEHUE eclu_JI0JHCh:
mecni. He npouier. Haxxmute OK.

AprymenTsl dyHKLMM Iili_hr
ECIA
Nor_sbipaxedne | E = MCTHHA
3HEYEHWE _ECNW_WCTWHE | “TecT. npowen” E = "TecT, npowen”
SHa4eHWe_ecni_noxe |"TecT. He npowen” E = "TecT. He npowen”

= "rect. npowen”

[MpoBEpAET, BLINOAHASTCA MK YCONOBME, W BOSEPALLEST 04HO SHEYEHWE, S0 OHO BeINDNHAETCA, W ApYroe
SHa4eHWe, ecnii HET.

Nor_sbipaXedne NHboe HAYEHWE UMW BRIDEHEHWE, KOTOPOE NPM BEIHMCNEHWA OGET
sHadeHue MCTHMHA 1w NCHE.

COpaeka No 3SToM diyHKLAK 3HAHEHWE: TECT. MPOLIEN Ok | OTMeEHE

Puc. 3. /luanozoeoe oxno Apzymenmot pynkyuu
4. CkonmpyiiTe TmONydeHHYI0 (GOpPMYITy JJIs BCEX OCTAIBHBIX COTPYIHHUKOB,
NPOTSHYB SUEHKY ¢ (popMyInoii 3a MapKep aBTO3arOIHEHUS.
Buumanue! MooicHo ycrodxchums 3a0ayy u paccuumams nokazamens «npouwieny unu «He
npowen compyoHuK mecmuposanue He moabko no cpeoHemy 6auny 3a mecmuposauue,
a c yuemom 6cex pesynbmamos no ecem mecmam. /s 5moeo ucnonb3yemcs 102uiecKds
@yHKYUs eciu ¢ OONOTHUMENbHBIM ONepamopom u.(puc. 4)
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e - N
|z|| = |8 Krnra_l [Pescnm coemectumocti] - Microsoft Excel

@ TnasHas Bcraeka PasmeTka cTpaHmMLBl Dopmynsl JaHHbie PeyeHzupoBaHme Bug

= &

b EA = # 5 :
B o :
BcTaente X K U \ = ==
[pmepnGuesalia tllpi b Sipanisane plitcio SLLE
ECAM - K " fo | =ECNW{W(C2»60%;D2>60%:;E260%;F2>60%);" nonyuaet";"He nonyuaet")
A B C D E F G H J K L M
S o
il 33
- 5 o I
2 - ~ o NEEE =3
i /;T Pamunus E E E E ?e ¥ §.
L] 1} Q
[ ~ [ ~ | &8 5 E
Q 3 Q
= Q
S E
Q.
1 =
2 1|AkumMoBa 56% 76% 57%| 80% |=ECﬂH(\/1\'02>50%:D2>60%:E2>60%;F2>80%:;"nunyuaeT”:"He nonyyaer’)
3 2| AHrcumoB 85% 70% 69%| 80% nonyyaet
4 3|BanaeB 80% 75% 90%| 84% nony4YasTt
5 4 EopeeB 52% 38% 72%| 69% He nony4aet
6 5 EOpKyT 79% 84% 52%| 82% He nonyyaer
7 B BOpOHOBa 54% 78% 54%| 81% He nonyvaet
8 7|Bopowwunos 63%| 88% 94%| 88% nonydaer
9 8|WeaHoB 85% 84% 79%| 94% nonyyaet
10 9|MonoB 61% 56% 60%| 62% He nonyyaet
11 10| WLlep6akoBa 88%| 68% 92%| 88% nonydaet
12
13
14 -
H 4 v M| Tabpwua 1 | Tabanuya 2 - Tabnvua 3 [aHHbIE ANA KOHCOAMAZLMA KoHconmgauna FIECTTE JaHHbIe2 JNucrl !]1 '_
Fracea [ =

Puc. 4. @ynkyusn eciu ¢ 00nOJTHUMENbHHIM ONEPAMOPOM U

3aoanue 3. Paccuumaiime pasmep npemuu OJisi KANCO020 COMPYOHUKA, UCXOO0s U3
K03 puyuenma u pacuemuou cymmol npemuu ¢ 1000 pyoeii.

Koadoumuent paccunTeiBaeTcs B 3aBUCHMOCTH OT CpEOHEro IoKas3areis 3a
TECTUPOBAHUE: €CIM CpedHui mnokaszatenb 10 60 % (T.e. COTpyOHMK HE chal TeCT), TO
koadpuiment 0, ot 60% 1o 70% xoapdunuent 1, or 70% o 80% xoadpdunuent 1,2, Boie 80
% - 1,5.

1. Jlo6aBpTe Kk panee co3gaHHOW TaOmmme tone Kodgpduumenr. Paccuuraiite
KO3 PHUIMEHTHI AN KaXJIOro COTPYJHHMKA, UCXOAS M3 Pe3yJIbTaTOB TECTUPOBAHHS II0
dhopmye:
=ECJIN(G2>80%:;1,5;ECJIN(G2>70%;1,2; ECJIN(G2>60%;1;0)))

2. Jlo6aBpTe k Tabnuie mone Ilpemusi. OTCTYNUMB ONHY sSYEHKY OT TaOJHIIBI
samumuTe PacueTHas cymMMa JJi8 MPEMUM U B MYCTYIO SYEHWKY BIHIIUTE CyMMY, HalpuMep
1000.

3. Jlns mepBOro CcoTpynHHKa B TaOnMile paccuuTaiiTe MpeMuo 1o Qopmylie
pacuemuas cymma * xoaghguyuenm, MCTIONB3YysS aOCONIOTHBICE M OTHOCHTEIIbHBIC CCHUIKH Ha
syeiiki. OTHOCHUTENbHAS CChUIKA 3a7[aeTCsl apecoM sUeHKH, aOCOJIOTHAs CChUIKA COAEPIKUT B
3amucH  aapeca 3HA4oK  $§ mepenm OykBoit crtonmbma w mmppod crpoku. Hanpumep:
omHocumenvHas ccovlika — A2, D4, abcontomuas ccolika - $482; $D$4. B popmyne s pacuera
MPEeMHH OTHOCHUTENbHAsl CChUIKA 3aJaeTcss [uid siuedku, cojaepxkamed KorhuiueHT, a
abcomoTHast — JUIs ajpeca siueiiku ¢ pacueTHOM cymmoil. /Iy Hamiero mpumepa yCTaHOBHUTE
Kypcop B stueiiky J2 u mabepute: =$L$2*12 (puc. 5).
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1

Puc. 5. Tabnuya mecmupoeanus compyoHuKos
4. Bocnonp3oBaBmucy (QyHKIMEH aBTO3aNOJHEHHS, CKOMHUPYHTE MOIyYEHHYIO
dopmyiy IS pacyera MPEeMUU OCTAJIBHBIX COTPYIHUKOB. OOpaTuTe BHUMAaHUE, YTO CChUIKA Ha
sueiKy ¢ aOCOIOTHOM ajpecanueil Ipyu KOMUPOBAHUU HE U3MEHSETCS.

5. [ToacuuTaiite 001IYyI0 CyMMY, TOTPAUYEHHYIO HA MPEMHIO JJISl BCEX COTPYIHUKOB,
BOCTIOJIb30BaBUINCH (PYHKIMEW aBTOCyMMUpoBaHue. Jliist 3Toro:

= Beinenure mycTyto siueiiky 1moj nociaeIHUM 3HadeHueM cronona Ipemust

. HaxxmMure Ha KHONKY ABTOCYMMHpOBaHHE % na masenu DnaBHast wim
Dopmy.ibl.

. [IpoBepbTe, NPABMIIBHO JIM BBIAEIEH IWAIA30H SYEEK JUIsi CyMMHUPOBAHHUS WU
BBIJIEJIUTE HY KHBIN IMAIla30H MBILIBIO

. Haxxmure Enter

3aoanue 4. Cocmasnenue niamexlcHol e00MOCMU.

l. CkonupyiiTe, MOITy4eHHYIO TaObJUIy Ha IyCTOM JIMCT CAEAYIOUM 00pa3oM:

o Beinenure Tabauily, He 3aXBaThlBasi CTPOKY C O0IIEei cyMMoOi TpeMuu, BeiOepuTe
Ha naHenu I'imaBHas komanny KonupoBarth;

o IIpeniaure Ha MyCTOM JIUCT;

= YcranoBute Kypcop B siueiiky Al v BbIIIOTHUTE KOMaHLy BcTaBUThL 3HAYeHUS U

ucxoaHoe ¢popMaTHPOBAHME WK B IUATOroBOM okHe CrnenuajbHAasi BCTABKA - 3HAYEHUS H
(¢popmartel ynces;

2. Tak kak mMpoMeKyTOYHBIE NaHHbIE HAM HE TMOHAAO0O0STCS, TO CKpoeM uXx. Jlis
3TOTO BBIIETUM 3TH cTOOMBI (0T cTtonbia C go cronbua I). u BeimoaHuM KomaHay dopmart —
CxpbITh 1M 0TO0Pa3uTh — CKPBITH CTOJIOLBI.

3. OzarnaBere Tabmuiy «llnamexcuas eedomocmuy. Jjia 3TOr0 H00aBBTE OIHY
MyCTYIO CTPOKY Tepes Tabiuie cieayonmm oopa3oM: Beiaenure MbIbio cTpoKy 1, BEIOepuTe
Ha manenu ['1aBHasi komaHay BeraBuTh — BCTaBUTBH CTPOKHU HA JIHCTeE.

4, JloGaBbTe K Tabnuie eme a8a nois: Hanoz u K evtoaue.

5. Paccunraiite Hajor s KaxAoro COTPYJHMKA, €CIM W3BECTHO, YTO OH
cocTaBiseT 13 % OT HAUMCIIEHHON CyMMBI IPEMUH.

6. Paccuuraiite cymmy K Bbinaue: [lpemus — Hanoe (Puc. 6).
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A B C b E F & H | J K L
= % : o
c 5 - | N | = | g g E: S 3 S & Ig 3
E S E |5 |85 |8 |2§| 83¢ 3 3 En 3
s| 3 8|8 |8 |8 |88 333 |8 3 $58
by il e e - a £ E 8 S & = C
[ E O o o ©
1 E =
2 | 1|Akmosa 56%| 76%| 97%| 80%| E7%|rect. npowen E 1]=$L52%12
3 2| AHWCUMOE B9%| TO0%| 69%| B0%| 7H%|TecT. npowen 1,2 1200
4 S|Banaes B0%| 75%| 90%| B4%| 82%|tect. npowen 1.5 1500
5 4 |bopeee 22%| 36%| T2%| 69%| S7%|TecT. He npowen 0 0
6 o|BopryT F9%| B4%| 52%| 82%| T4%|rect npowen 1,2 1200
7 &|BopoHoea 04%| 78%| 54%| 81%| B7%|rect npowen 1 1000
] 7|Bopowwnoe | B3%| 88%|[ 94%| 86%| 83%|tect. npowen 1.5 1500
] a|lFIEaHOE B9%| B4%| 79%| 94%| 86%|tect. npowen 1.5 1500
10 S|Monoe B1%| 96%| B0%| B2%| 6B0%|TecT. He npowen 1 1000
11 | 10|WepBakosa | 88%|) B8%|[ 92%| 88%| 84%|tect. npowen 1,5 1500




A B I J | K | L |
1 MMnateykHasn BegoMOCTb
, :,i damunua | npemus Hanor | K Bblaaue
3 1|AkumoBa 1000| =J3*13% | =J3-K3
4 2|AHncumoB 1200 156 1044
5 3|banaeB 1500 195 1305
B 4|bopeeB 0 0 0
7 5|bopkyT 1200 156 1044
B 6|BopoHoBa 1000 130 870
9 7 |Bopoluunnos 1500 195 1305
10 8|eaHoB 1500 195 1305
11 9|Monoe 1000 130 870
12 10|lWlepbakoBal 1500 195 1305

Puc. 6. Tabauua Ilnamesicnas eéedomocmo

331131—[1/]0 AJIsl Pa3BUTUA U KOHTPOJISA BJAICHUA KOMIICTCHIIUAMM

1. Co3paiite Tabmuirty mo oopasity (puc. 7):

=
3 =
= = = = =
E| S| S| E|=]| B¢
Mo = = E = I w o=
DamMunua = & s = = = 2
nin e | 5| =| &8 | & = 5
= = = = = ze
E = | = | & 5
= =5
T o
=
1| WeaHoe 5 4 g 4 4
2 | AHncumoe 5 5 5 5 5
3 [ MNonoe 4 4 4 3 5
4 | BopoHoea 4 2 4 4 4
5| Wepbakoea 4 4 4 4 4
6 | Bopownnoe 3 3 3 4 3
7 | BopkyT 5 50 4] 4] 3
b | Bopeer 4 3 3 2 2
9| Banaes 3 5 3 3 4
10 | Aknmoea J 3 3 3 3

Puc. 7. Oopaszey «Tabauya Cmyoenmy

2. Paccuuraiite cpeaHuii 6ayu1 3a CECCUIO KXJIOTO CTY/ICHTA.

3. JloGaBpre K modyueHHOW Tabmune mons Koagppuyuenm wu  Cmunenous wu
paccumMTaiiTe CTUIECHUIO JUIsl CTYICHTOB rpyninsl. [{ns storo:

. OTtcopTupyiite Tabnuity B nopsiike Bo3pactanust Cpednezo banna 3a ceccuro

. ITpoctaBbTe KO3(h(HUIUEHTHI CTYJCHTAaM TPYIIIBL:

ko3¢ unueHT 1 — cpennuit 6am = 4;

k03 duuuent 1,2 — cpeanuit 6amn > 4, Ho < 5;

koadurment 1,5 — cpeannii 6amn = 5;

. B mo0yro sigeiiky, He BXOJSIIYIO0 B TaOJHIy 3aHECHTE HCXOIHYIO CyMMY JUIs
pacdera crunenany, Harpumep 1000
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. Jlns mepBOro CTyJeHTa B TaOJMIE pacCUUTAWTe CTUICHIUIO TO (dopmyIe
pacuemnas cymma * koapguyuenm, UCTIONB3ysl aOCOTITHbIE H OTHOCUTE/IbHBIE CCHIJIKH Ha
STYEUKH.

o Bocnonp3oBaBumucy (QyHKIMEH aBTO3AMOIHEHHS, CKONUPYHTE MOJIYYEHHYIO
dbopMynly IS pacuera CTUNCHAMHM OCTalIbHBIX CTYJIEHTOB Tpymmbl. O0paTuTe BHUMAaHUE, YTO
CCBUIKA Ha sIUeiKy ¢ aDCOMIOTHOM anpecaryeld mpyu KOMMPOBaHUHM HE U3MEHSIETCSI.

4. Cxkomupyiite Tabmuiyy CtyaeHT Ha myctoil juct (Cmonbywi: Ne n/n,
Damunus, Hazeanus npeomemos). Bocnonb3oBaBmuck ¢GyHkimend Ecau ¢ JOMOTHUTEIBHBIM
napamerpoM M BeIsicHUTE OYIYT JIM CTYACHTHI [TOJy4YaTh CTHUIEHAMIO (puc. §)

A E C|D|/E|F| G H [ [0 K T L oM ]
=] :-E — -
E 5 E E z - g
m (=2 |(g|=|T = o7 =
Ne s |l=ls|= |83 8 =z
Pauwnma | 2 | (5|3 |2 & zE3
n‘n o | E|=x|2 |5 = EEE
=2 (= E E =] g 5 =
1 = == |E =z 6
2 1|MEaHoB A 4] 5] 4 4| =ECITMIMIC22=4: D2 =4 E2>=4;F2>=4; 52==4)"MNony4aet";"He nonyyaet”)
3 2| AHHCHMOE 5 5] 5 & 5|Manyuaer
4 3|Monoe 4 4] 4] 3 5|He nony4vaer
5 4|Boporoea 4 5] 4] 4 4|Manyuaer
5 5|Wephakoea 41 4] 4] 4 4|Monyuaer
i G|Bopowwnoe| 3| 3| 3| 4 3|He nony4aer
il 7 |BopkyT A 5] 4] 4 3|He nonyyaer
g o|Bopeee 4] 3| 3] 2 2|He nony4aer
10| 9Y|banaee 3| 5] 5] & 4|He nony4aer
11 | 10{Akumoea 5 5] 5] & S|MNonyyaet
12

Puc. 8. Tabnuya Cmyoenm
Buumanue! @ynxyuro u apeymenmoi GynKyuu 3aoaiime 8 CHeYUarbHOM OUANO2080M OKHE

(EI/IC. 9).

F g ' N
AprymerTsel dyHKLMKA a | 2 ﬂE—]
ECIA
Nor_seipasenne N(C2>=4D2>=4E2>=4F2>=4 |8 = NOXb
3HaYeHWE _ecnM_WMCTHHA | “nonydaeTt” |§| = "monyqaet”
3Ha4eHWEe_eCiM_Nok | "He nonyuaeT” E| = "He nonyuaeT”

"He nonydaeT”

MNpoBepAET, BLINQNHASTCA MM YONOBWE, M BOSBPALLEET 0AHO SHEYEHWE, BCNK OHO BEINQNHASTCA, M APYIOE SHa4eHHE,
ECnH HET.

3HaUESHHWE_ECNi_NoMb SHIYEHWE, KOTOPOE BOSEPALLAETCA, ECNM MO _BbIPEMEHWE' MMEET 3HaYEHME
NOAb, Ecnv He yKa3aHo, BO3BPallasTCA sHaqYeHm e NOHD.

SHAYEHWE! HE Mony4YaeT

CNpaBKa no 3Toi dyHKLMK [ 0K ] I OTMEHS

Puc. 9. luanozoseoe okno Apzymenmot pynkyuu

JlaGopatopnas padora 10.
Iloozomoexa 0emoncmpayuoOHHbBIX MAMEPUANL06. SHAKOMCMEO RPOZPAMMHBIMU RPOOYKMAMU
014 CO30aHUs npe3eHmanuil
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Bomnpocel (koMneTeHIMU, HABBIKH) [1JIS1 OCBOCHUSI:

1. N3yuuts BO3MOXHOCTH mpuioxkeHus MS PowerPoint nns co3manus yueOHBIX
IIPE3CHTALUMN.

2. N3y4nTh TEXHOJIOTUH CO3/1aHUs PE3EHTALI.

3. Hayuuthcst co3naBate yueOHbIe pe3eHTanuu cpencrsamu MS PowerPoint.

4. [Tonyunts mnpenctaBiaeHUs O BO3MOXKHOCTSAX MCIOJIB30BAHUSI TPE3CHTAlMU B

HpO(I)CCCHOHaHBHOﬁ ACATCIIBHOCTH TTPCTIOAABATCIIA.

Teopernyeckas 4acTb

[IpesenTtanus (OT aHTII. presentation - MPEACTaBICHNUE) B JIEKTPOHHOM BHUE — 3TO hopma
O0BbEIUHEHUS PA3IMUYHBIX BHJOB MH(POPMALMU B OJHOM JOKYMEHTE, MpeIHa3HAueHHOM IS
MOKa3a Ha KpaHe MOHUTOPA.

[Ipe3eHTanuu HCHOJB3YIOTCS B peKiamMe, Uil CONPOBOXKICHHUSA BBICTYIUICHHHA Ha
koH(pepenmmsx. Ceituac 6€3 MyJIbTUMEIUHHON MPE3EHTAIMN HEBO3MOXKHO TIPEICTABUTHh HU OJTHO
BBICTYIIJICHHE HA CEMUHAPE UM KOH(PEPEHIIHUH.

Ho Bo3MoxHOCTH Takoil (opMbl mpencTaBieHus UHGOPMAIUU Tak pa3HOOOpa3HbI, UTO
OHA HJEAJTBHO TMOAXOIMUT JJIsl CO3JAaHHS MYJIbTHUMEAMWHBIX YUEOHBIX MOCOOMA: C KpacouHOU
rpadUKoi ¥ BUAEOCIONKETaMH, 3BYKOBBIM O(opmiieHHueM, aHuMaiueil. 9T ydyeOHble MOCcoOus
MO>KHO UCIIOJIb30BaTh U JJIsi COMPOBOXKACHUS JICKIUI.

CamMoe mpocToe W JOCTYMHOE CPEACTBO JUIsl CO3AAaHMUA NPE3eHTAalud IMporpamMma
Microsoft Power Point.

Hoxymentom, T.e. oOBekTOM 00padoTku Microsoft Power Point siBasiercs daitn ¢
NPOM3BOJBHBIM HMEHEM U paclMpeHusMH ppt (mpeseHTauus) Wik pps (AeMOHCTpanus
MPE3EHTAINN), COCTOALIAs U3 SKPAHHBIX CTPAHMII-CIANIOB. OTJIMYME B TOM, YTO IMpPE3CHTALMS
IpU ee 3allycKe 3arpykaeTcss B MporpaMMe, OoToOpaxasch Ha paOoueMm Iojie ee OKHa, a
JIEMOHCTpALIUs cpa3y pa3BOpaunMBaeTCsl BO BECh IKpaH.

3anaHus 1/ BHINOJTHEHHUS] H MeTOAUYeCKHe PeKOMEeHIaluu:

PABOTA C IABJIOHAMM NPE3EHTAIIUIA
3amyctuth Microsoft PowerPoint 2010/13/16.
1. B okHe nmporpaMMsl BBIIOJHUTE — MEHIO «Paiim» => myHKT «Co31aTh».
2. W3 pazgena Obpasyvl wabnonos BeiOepuTe madioH O6yyenue u Haxmure Cozoams

(cipaBa)

ITpocMmoTpuTe ciaiipl, KOTOpbIe JOOABUINCH B MIPE3EHTALIMIO ITOCIIE BBIOOPA I11a0JI0HA.

4. OOpaTtuTe BHUMaHHE Ha TO, YTO IIAOJOH MOXET COJAEPKAaTh HE TOJIBKO O(opmileHHe
crnaiiioB, HO U 3¢ ¢dekTsl aHuManuu. UToObl yOenuThCcs B 3TOM, BKJIIOUHUTE Ha JICHTE
Anumayusa Obnacms anHumayuu W, TEpexXols MO ciaiiiaM, Haiiaure Te W3 HUX, K
00BEKTaM KOTOPBIX TPUMEHUIIH 3()(HEKThl aHUMALINH.

5. Tak xe mabioH MOXKET coAepX aTh MePexoabl MEXKIY claiijaMu. AKTUBHPYHUTE JICHTY
Ilepexoovr u BwIOEpUTe BUI Copmuposwjux ciaiidog. OKONO CIAWIOB, COACpPKAIIUX

(98]

MePEXO0/IbI, Bbl YBUIAUTE 3HAYOK =y
6. Ilpu Hanvuuum noaxmodeHus kK HTepHETY, BBl MOXKETE BOCIOIb30BATHCS I1A0JIOHAMU
y3na Office.com
7. CoxpaHHTE CO3IaHHYIO IPE3CHTANNIO O UMeHeM O0yyeHue.ppix
8. CozpaiiTe erie Tpy MPE3eHTAMA Ha OCHOBE 1a0JIOHOB:
e BriOpars kareropuro «Kanenmapu» M co3naTh OJUH KaJlCHIApb U3 MPEIJIOKEHHBIX
ma0JIOHOB.
e BriOpartpe kareropuro «PacmucaHusi 3aHATHIA U YPOKOB» M CO3/1aTh OHO paclUCaHue
3aHATHUN U3 MPEITI0KEHHBIX IIa0JIOHOB.
e BriOparte kareroputo «CepTUdUKATB» U CO3/1aTh OJHY IPaMOTy M3 MPEAJIOKEHHBIX
1a0JIOHOB.
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9. CoxpaHuTb pe3yabTaThl — MeHIO0 «Paiiim» => MyHKT «COXpaHUTHY.
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3. Odopmute TpH CO3AAHHBIX MPE3ECHTALUH C TOMOIIBIO CIEAYIOLINX CIIOCOO0B:

a) meHto «JImzaitn» => «Temby. [IpucBanBaeT Bceit mpe3eHTAIIMN TeMY 0)OPMIICHHS.

0) mento «/{uzaiin» => «lIBeray. [IpucBanBaeT Bceil mpe3eHTAIINH [IBETOBYIO CXEMY.

B) MeHI0 «/luzaitn»y => «llpudter». [IprcBanBaet Bceit npe3eHTauK MPUPTOBYIO CXEMY.

Bld2-00eE- Mpesentaumad -

Qarn [hsenaa Beraea Awsdin Mepexogm Annradums Moxas caadaos Peyerauposanmne Bua

EU!!H i a Crunn dowa -

] ls
=z 4=l , Aa :AJ!EP"QEM -
Mapaserpsi Opwentayna T \-.i‘ Sobemn: - [- CpsiTe $OHOBBIE PHCYHKN

CTpamMUB  CABAAA -

MapameTpes cTparmye: ensd Tom =

I') KOHTEKCTHOE MEHIO Ha (oHe ciaiifa (He Ha 00BbEeKTax, a UMEHHO, Ha (poHe claiia) => MyHKT
«Dopmat (ona» => quanorooe okHO «PopmaT poHa» => 3aknanka «3aauBKa». BeiOpaTs oanH
U3 TpPeIIOKEHHBIX BApHMAHTOB — CIUIOLIHAS 3aJMBKa, TPAaJUCHTHAs 3aJMBKA, PUCYHOK WIIU
TEKCTypa, y30pHas 3aJIMBKa.

Mopmat (oHa A : 2%
— | | 3anvexa
HacTpoisa pucyrKa € Cnnouwan samexa
LiseT pucyHka @ [pagmesTHan 3amexa
XyaomecreeHHuie sbdesTol € Bucyrox vm TexcTypa
€ Yiopear samvexa

[T Cxperre dosomsie pucyrear

Hasearsse sarotomt: | vl

Ton: Tieseionst ¥
Hanpasnerue: - |
Yron: 270°

User O v | onoxeve: % =
OpospaurocTs: j_ W

BoccTaHosuTe Hov I | 3axpuiTo I Wﬂbmml

ITPEOBPA3ZOBAHUE CTPYKTYPbI B IPE3EHTAIIUIO
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Oco0eHHOCTH CO3/1aHuUs MTPE3EHTAIMY Ha OCHOBE CTPYKTYPHI:
e HcxooHvlli mekcm 0o/xceH 6bimb CMpPYKMypupo8aH 3d20.108KAMU.
e  @aiia, uz KOMopo2o umMnopmupyemcsi cmpykmypa, 0o1%ceH 6bimbs

[ToaroroBka k pabore
e Ortkpoiite B TekcToBOoM peaaktope MS Word daitn Hwvnopm cmpykmypol.docx.

@' H9-0 3 @ =@ Wmnopt cTpykTypei(Bes saronoekos).docx - Microsoft Word
m nasHas MeHi Bcraeka PasmeTka CTPaHMUbL Ceuinkn Paccuinkn PeueH3NpOBaHHe Bua PazpaboTumk Office Tab
= b Buipes Arial Marrow = 24 A A Al | o |
El g conmpos A A daBeBsI AaB6l AaBGE AaB6Bi AaBGF | Aab6BsI
Berasims J‘.Oopua‘rnu stpeny KK L sbe X, x Sy - - Brigenenme naar| 3”01‘““1';;.05... T3aronoe.. Hasearue |T OBmumsii
prbenobusta : L ; i 4a56Be AaB6Be. AaB6Bel Aab0Bsl AaB6Bsl AaboBel
[
Haswraums ¥ X |padordock* X ‘ ] CnocoBel cosganns u ..mA npesenTaupndock | Mogsaron.,  Crporwit T Gesnete,, CnaGoe 6. CanbHoe.. Lymara2
Nowck B AoKyMeHTe Foing ST T N TR W o i
Le] =] —— Aab6Bsl AABEBEI AABEBE AABEBE AabhoBsl
38 j - y BeigeneHH... Cna6as .. CwnbHaa €., HassaHwe.. T A63au ..

COXPAHUTE BEIAENEHHEIR HPArMEHT KaK HOBEINA JKENPECC-CTMAG. .,
3TOT AOKYMEHT HE COAEPKIT 38rON0BKOB. -
%) Duncwte fopmat
Jna Co3aHKA BKNGA0K HABKTaLMK Co3aaiiTe 11:_,
3aroN0EKKM B AOKYMEHTE, NPUMEHME CTHAM -
3aroN0EKOE, =

OpUMEHNTD CTUAM. .

[ DN

OtdopmaTupyiiTe TEKCT € TOMOIIbIO CTHJIEH, BBIOpPAaB Ji CTPOK, HAOpPaHHBIX KPYIHBIM

MpUPTOM, CTHIIb 3ar0JI0BOK 1, 1715l OCTaIbHBIX CTPOK — CTHIJIb 3arojIoBOK 2
e CoxpaHurte u 3aKpouTe (aii.

—

Cozpnaiite npe3eHTallo Ha 0CHOBE TeMbl odopmieHust OcTUH

2. W3 Beimagaromero crnucka kHonku Cozoamu npesenmayuio, Bbioepure Bapuant Craiiovl

U3 CmpyKmypbl.

EllEd9- 00 < x 2 Q@
e 2
[nasHas Beraska AwnzanH Mepexoawl AHAMaUMA Mokas o

J:‘ [ [j]g] Maer + - YA AR

By 85 Baccranosute
BerasnTs |Cozpars| K & U § ahe M- Ay

= 5 cnaa~| o Pasnen -
_Bﬂep 06M... x| | OcTHH
= —
i Mpesentauns
Chaiiger c e
THTYNBHEIR C1aia 3aronosoK W 3aronosok
ofbekT pasaena

—————— | [ m— | [ —

L - | & — |

Asa o6vekTa CpaBHeHWEe Toneko 3aronosoK

| [ —

MycToil cnailg OBBEKT € PmcyHo;cc
NoANMCEK NoANHCED

UZ] Ay6auposaTe BEAENEHHEIE A

& craiiga ws crpykTyph...

=] [oBTopHOE MCNOAB30BAHWE CIAAA0E..,

(98]

VYxkaxure Qaitn Munopm cmpykmypul 1 faiite KoMmanny Bemagume.

4. B mnosyuuBILIEHCS NpPE3eHTALMU IMyCTOM TUTYJIbHBIA ClaiJl yaaauTe, a JUisl MEpBOTO

crnaiiia ¢ napopmanreid ”3MEHUTE MakeT Ha TUTYIbHBIN CIaii.
5. Coxpanure npe3eHTanuto B popmare .pptx mog umeneMm Cmpykmypa.

PABOTA CO CTPYKTYPOM NNPE3EHTAIIAM
1. TlepexitounTech B peXKUM CTPYKTYPBI.
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Cnaiige I Crpykrypa I

x

Bo cagy nw, B oropoge...
Kypowt 008 patomHuNDE £00S0ORSINIY KOUTIHUT

[NpenmyLiecTea Ans KOMNAHUH
© CospaeT pernamy

© PaCumpReT IDYT KASHTOS

© Ymymaet pentyTamo

o WHTEREC K CAN0BOACTEY

Onucanne

2. JloGaBbTC HOBBII

-

- - I R R N SO AL I |

IOCJIe 3arojoBKa U HaxXmure Enter

(98]

|I‘12I'I'I'1D\'I'I'S'\'I'I'S'I'I'I'4'\'I'I'Z'I‘I'I'D'I‘\'I'Z'I'\‘\'4'I'I'\ﬁ'l'l‘\'S'I'I'\'lDI'I'I‘IZI

ClIaiii Mocjie 3arojoBKa Onuc

anue. Jl 3TOr0 yCTaHOBUTE Kypcop

Bo cagy nu, B
oropoge...

Kypce! ana pabom-uKoe
cadoeodyecKux KOMNaHuil

Ha nonyuuBmemcs cnaiie 1o6aBbTe 3aroloBoOK /Ipoepamma Kypcos

4. Beinenutre Ce3zonHble npednodceHus B OTACIbHBIA ciaiia. JJiss 3TOrO BBI3OBUTE Ha
JMAHHOW CTpPOYKE KOHTEKCTHOE MEHI0 W BbIOepuTe KoMmaHay [losvicums yposeHs.
Jlo0aBbTe Ha ClIali]] TEKCT:

o CKHIKH

e [louck KIMEeHTOB

e becrutatHas cepTudukarus

5. Ilpucoenunure cnaii ¢ mporpaMmmon KypcoB Kk ciaitny Onucanue. J1jist 3TOTO BBI30OBUTE
Ha cTpouke [Ipocpamma Kypcos KoHmeKkcmHoe MEHIO U BblOepuTe KoMaHny [lonusums

VposeHb.

FlHd9-6 08 x x. & g@=

aiin TnaeHas

=2 ')

= ..

Beraska
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AunzaiH

MNepexoanl

Century Gothic(C ~ (24 = A% o7 | &% ,
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AHUMaLKA

=53 [E5) BoccranoBuTs
Bcrasuts Co3aats
o wmaigr o y
Bygep oBm.. & [ 5
P ! 3| &
@ MpesenTaumal.ppty X [y
Chaitgel Crpykrypa
1 Bocagynm,Bor . pum |»
Kypos Ans pagomHurDE £a002D)
4  PaseepHyTE | »
2| Mpenmywiectea an:
penmyLL An =1 CosgaTe ciaig
© Cosgaet pawnavy
© PRCIMDRST RDYT KTWEHTOS | %1 ¥aanuTs cnaiig
© Yny-mssT penyTamo
o MopepuumsaeT waepeckes @ [IOBBICTE YDOBEHE
1[0 Onncanue % TOHM3MTE YPOBEHS
4  Beepx
© [pCrpasAg Ky DCCE w | B
o Mpeaocraenser ceens oo
g&wm % Tungpccelnka..,
:“mm [@ MokasaTe opMaTUPOBAHIWE TEKCTA
CHHOHWMEI »
4/ Ce3oHHsle npegno

c

EE Depesoa

Mokas clangoe

o BecnaarHas ceprucoMkaLmMa

© CKHAKH
o Mownck kameHTos

auc

Century ~ 24 ~ A" 4

xK[EE=A-0

IH

6. C mnomomplo KOMaH Beepx W Buu3 KOHTEKCTHOIO MEHIO IIOMEHSNTE MOPSIOK

CJIeIOBaHMSI TEKCTa Ha ciaiifie Ce30HHble NPEOSIOHCEHUS.
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7. Haneuataiite cTpykTypy npeseHrauuu. s storo B pazaene @Daun — [lewams B yHKTE
Hacmpoiixa Buibepute Bapuant Cmpyxkmypa. IlpocMmoTpute, Kak OyIeT BBITJISIICTD
Hare4yaTaHHas B 3TOM PEXUME MPE3CHTAIHS.

8. Otnpaswte cTpykTypy B Word. Jlis atoro Beioepure @Daiin — Coxpanums u omnpasums
— Coszoamy evidauu — Cozoame evidauu — ommemums Tonvko cmpykmypa. OTKpoOeTCs
¢daiin MS Word, coaepxamuii cTpykTypy npe3eHTanuu. GopMaTupoBaHUE COXPAHHUTCS
JaCTUYHO

9. Ecam HyXHO COXpaHUTh HE€ TOJBKO TEKCT, HO U (HOpPMAaTUPOBAHUE, COXPAHUTE
MPE3CHTAIMI0 B PeXHUMe CTPYKTyphl. st aToro Beioepure @aiin — Coxpanums Kaxk —
Cmpyxkmypa RTF.

10. OtkpoiiTe coxpaHeHHYI0 cTpykTypy B Word. OOpaTtuTe BHUMaHHUE, YTO COXPAHHUJICS HE
TOJIBKO UCXOIHBIN TEKCT, HO ¥ (pOpMaTHUpPOBAHHE.

CO3JAHHUE ®OTOAJIBBOMA

Ecnu mpeseHTanus cogepKuT 00JbII0e KOIMYECTBO KAPTUHOK, YIAOOHO CO3AaTh €€ Kak
doToanbboM. DTO AaCT BOZMOXKHOCTH 32 OJIUH IMPHUEM TIOMECTUTh B TIPE3CHTAITUIO BCE
n3o0paxenus. OcTanbHbIE 2IEMEHTHI MOKHO Oy/IeT J00aBUTH B Mpoiiecce 0OBIYHOTO
peIaKTUPOBAHUS MTPE3CHTALINH.

1. Co3parb ¢poroanbbom. B meHto «BcraBkay, HaxkaTh KHONKY «@D0T0anbs00M» (HIKHIOHO
4acTh KHOMKH), MyHKT «Co3aaTh poToans00my.

P - r— casigos  Pasgeeposssss s

™ . .I-_ L] e, = “ . A ' ,g_ L™ . = ]T

ew
(V-
]

[ TN CIpary e

IlosiBasieTCS HOBOE JHUAaJIOTOBOC OKHO «DoToamboOM

MoToaANBDHN 2| %]
Coaepsmmoe aneboma
AOBSEMTE PHCYHOK M3 MCTOUHMKS:  PHCYHKOE B Snebome: MpocHaTR:
DaAA MAH AHCK... |
AofaEneHme TekcTa;
CO3AATE H3AMHCE |
MpacHOTR EEIAENEHHOMRD
MapaMeTpe! PHCYHES: ANEMEHT A HEEOSMONEH
[ Maanmck nog BEEMM EHEYHRSMH
I© BcE EHCYHIH YepHO-0e 0
1 | 1| Y aaniTh | J| | ﬂl ll .]l ll
PazmeTra anbGoMa
PasheTra pHEYHRE! IBI'IHEaTb B CNaHa LI ¥ m
oprE pa Iﬂpﬂmoyronbﬂm =1 > '
TEMa: | OEE0P.., |
Eozgark | OTMEHA |

Haxatp kHOnKy «®Paiin uinn auck». OTKpoeTcs HOBOE OKHO, B KOTOPOM HY>KHO yKa3aTb (hailibl
PHUCYHKOB.
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Ma dhading: [ =]
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[Tocne aToro mosib30BaTeNb OYJIET BO3B

pallleH K npeapayemy okHy «DoTtoaaboomy.

PoToannbom T 21
CoAepmmioe ansboma
A0BABMTE PHCYHOK M3 MCTOUHKKE:  PHCYHKOE B AnbBome: MpocMaTp:
DAAN MK AMCE, .. | |1 100_6564
AoBaEneHHe TEKCTa: 3 100_s566
4 100_8567
Coz 44Tk HaAMMCE | 5 100_6568
& 100_8559
MapameTpel pMCYHES; ; 133_222?
I Aoanvick noa BEEM prEyHIaMH 9 100:6562
[~ BCE PHCYHIKH YEpHO-fenkie 10 100_6563
ta| e | az|a| oi|ol| ]
PasmMeTKa aneboma
= iy
PazreTKa PHCYHEA! IBI'IHEaTb B Cnafia LI & F
hopMa PanmkH | Iﬂpﬂmoyroanm ;I ;
Tewma: I Qfz0p, . | M
CozaaTe | OTHERS |
|| ;o] afa

C MMOMOIIbIO KHOIIOK MOXKHO BpalllaTb pUCYHKH, U3SMCHATH UX APKOCTb U KOHTPACTHOCTD.
PazmeTra ansboma

PazMeTra pHCYHES: IE PHCYHEAE € 3aronosKom ;I
DOpMa pamKH: |MpocTan pamka, uepHas | m m
Tema: | Ofsop. ..

Cozaate | CITMEHS |

Haxxatp kHOTIKY «C031aTh» Ul HOATBEPKICHHS CO3AaHus poToaarOoma.

2. B oxue co3manus QoroarbOoma BBIOEpUTE pacroniokeHne Qororpaduii mo ogHON Ha
cmaiine (pa3MeTKka PUCYHKa — | PHUCYHOK) W TIOMEHSWTE TMOPSAOK WX CIIEIOBAaHUS
¢dororpaduii.

3. ®opma paMKHu — CKPYTJICHHBIN PSIMOYTOJIbHHUK.

4. Jlns co3faHus aBTOMATHUECKUX TMOAMUCEH mocTaBbTe ranouky «lloamucu moj Bcemu
PHUCYHKaMID»
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1.

SN

BriGepure ofHy U3 TeM 0hopMIIeHUS.
[IpocMoTpuTe nomyuuBimiics Gporoanso6oM. JlaliTe emy Ha3BaHUE.

7. Wsmenute pasmenienue ¢ororpaduil Ha ciaigax Tak, 4TOObI BEepTHKaJIbHBIE (OTO
pacrojaraimch I10 IBE Ha CIanfe.
8.  JlanmpHeilllee penaKTUPOBAHUE IPE3EHTALMM MOXHO OCYIIECTBIATh Kak B CaMOH
Mpe3eHTaluyd, Tak U ¢ nomoulblo ¢yHKuuu BceraBka — @oroansbom — W3meHuts

doToansboMm.

9. CoxpaHHTe NMPE3CHTALHNIO.

COXPAHEHMUME ITPE3EHTALIUN

Cy1ecTByeT HECKOJIBKO BAPUAHTOB COXPAHEHUS Ballleil
MPE3CHTAINH, B 3aBUCHMOCTH OT €€ JTAIIbHEHIIIETO MCITOIb30BaHMS.
CoxpanuTe Bally Npe3eHTALMIO B KAXK/I0M U3 YKa3aHHBIX
¢opMaTOB M MPOCMOTPHUTE Pe3yIbTAT

OTKpoiiTe CO3TaHHYIO paHee Mpe3eHTaNI0 Pomoanboom.

1.1. Ectu HEoOX0aMMO COXpaHUTh IMpE3eHTAlMI0 B ¢opmare MokKasa ciaioB, BbIOEpHUTE
®aitn — Coxpanutb Kak — [Jemoncmpayus Power Point (.ppsx) . [Ipe3enTanuo MOXHO
TOJIBKO ITPOCMATPHUBATb.

1.2. Boibop Bapuanta Hepedaxmupyemas Tpe3eHTalusi COXpaHUT e€ B BuAe Habopa
KapTUHOK. Craiiibl MOXKHO yAaJIsTh, 100aBISATh, MEHITh MECTaMH, 10OABJISTh MEPEXOIbl
U T.I., HO :’gmﬁﬂ penakTupoBaTh MH(POPMALIMIO HA HUX.

TnasHan

[ coxparmrs
[EL Coxpanmms kak
[ OTkpeiTs

£ 3akpuite

CBRAEHUA
MocnegHne
Co3gate

Mevats

PowerPointTab

Cnpaeka

£] Mapawerps

[ Brxog

1.3. Coxpanenue B

Beraka  AWsadin  Mepexogsl  AHWMALMA

COXPaHHTL M OTAPABHTL

0 | Ompasms no anemponoli nowre

@ Clapi e
Coxparus & SharePoint

IUnpokosewaTEnbHBIA NoKas
craiiaos

i el

OnySnukosats crafigs:

Tunbi aiinoe

smaerume un daiina

) o

Cosgats gokyment PDF/XPS

| [ —.
=]

£0

VnakosaTs npeserTaLMIo ANA
KomMnakT-ancka

Cospars sbigaun

PeuersuposaHue  Bug  Paspaborumk  Office Tab

Cozpate aokyment PDF/XPS

COXpaHEHIE NPESEHTALIM B HEUSMEHAEMOM dopMaTe.
[loKyMEHT BBIFAAHT DAMHAKOBO Ha BOBLIMHCTEE KOMNBIOTEROS
Coxpanieine WpudTos, GopraTnpoBaHia n naobpaxeHnii
CoAEPHKIMOE HENB3A NIETKD MIMEHNTE
Becnnathsie cpeacTea NpOCMOTpa AoCTynHel 8 UnTepHere

E

Cospate
PDF/XPS

dbopmatax PDF wmm XPS mnpeoOpa3yer TMpe3eHTaldi0 B
HEpeAAaKTUPYeMBbId (aill C COOTBETCTBYIOIIMM pACHIMPEHUEM, TPHUTOTHBIM IS
MIPOCMOTPA C MOMOIIBIO CHEIUAIBHBIX TPOrPaMM.

1.4. Coxpanenne B ¢opmare JPG TpeBpaTUT TMpe3eHTANMI0 B Habop u300pakeHUH,
MOMEILEHHBIX B MAalKy, Ha3BaHWE KOTOPOW COBMAAaeT C Ha3BaHUEM MPE3CHTAIUH.

1.5. Co3nate Buzmeodaiil Ha OCHOBE MPE3CHTALUU MOXHO C IOMOIIBIO KoMaHObl Patin —
Coxpanums u omnpasume — Cozdams 6udeo. Wtorom Oyaer Bumaeoponuk ¢dopmara
WMV (cnenyer uMeTh BBUIY, YTO CO3/IaHuE BUAeo(daiina - IIUTEIbHBIA POIECcC)
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JlabopaTopnasi padora 11.
Iloozomoexa demoncmpayuonnwvix mamepuanos. Kynomypa npezenmavyuu

esan padoThi:

— pacumupeHue oo1ei KyIbTyphl CO3/1aHUs U MIPECTABICHUS IPE3CHTAIINN

[98)

9]

PaCCManI/IBaeMbIe BOIIPOCHI:

W3yunts BoO3MOXHOCTH mpwioxeHuss MS PowerPoint mis co3manus y4eOHBIX
Mpe3eHTAlN ¢ AIeMeHTaMHu HHPorpaduk.

N3y4unTh TEXHOIOTUU CO3IaHUS PE3EHTALIHIM.

Hayuuthcst co3naBath yueOHbIe mpe3eHTanuu cpencrsamu MS PowerPoint.

[Tonyunts mpencTaBieHUss O BO3MOXKHOCTSX  MCIIOJIB30BaHUS NPE3CHTAIMA B
poecCHOHaNBHOM NesTeIbHOCTH

Hactpoiika annmanuu

[ToaroToBka npe3eHTalMu K AEMOHCTPALUU

HACTPOMKA AHUMAILINU

I} dexThl aAHUMANMH MOTYT IPUMEHATHCS K JTFOOBIM 00BEKTaM Ha Claiie —
KapTUHKaM, TEKCTOBBIM OJIOKaM, TaOIHIam | T.]I.

Kon

HOMY O6’BCKTy MOKHO IPUMCHUTHb HCOTPAaHNYCHHOC KOJIMYCCTBO 3(1)(I)CKTOB.

Bce addextsl pacnpeneneHs! Mo KaTeropusm:

N —

addexmobl 8xoda
addpekmbl 8videseHus
agekmbl 8b1xoda
nymu nepemeujeHust

Otkpoiite poToambo0M.

Bri6epuTe cnaiin ¢ nepsoii potorpadueit. Beinenure portorpaduro.

[lepeiinute B MeHO «AHMMauus». B rpynne kHomok «PacumiupeHHas aHUMaIus
Ha)KMUTE KHONKY «/{00aBUTh aHUMALIHION.
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IE. 1 ,IononHmTeanhle 3¢ exThl BXOAE...
|

1%  AOpyrve nytw nepemewenns..,

-3

AononHuTeneHele 3¢ d ekThl BEgENeHNA. .

JononHuTensHele 3¢ d ekThl BBX0AE. .

Breibepute addexkr w3 kareropum <«3(O(EKTH BXO0/a», OTKPHIB IOJHBIA IEPEUYCHb
spdexToB «/lononuutenbubie 3 dexTsl Bxonay. [locae npumenenus s¢pexra — B 1eBOM
BEPXHEM YTIIy 00BEKTa HOSABISIETCS MOPSIKOBBIM HOMEp cpabaTbiBaHus d(ppeKTa.
[IpeBpature moamuck k ¢Qororpadpuu B caMOCTOSTENbHBIH 00BEKT. BriOepute s
noanucy 3PQPeKT u3 kareropun «IHPEKTHI BELICTICHU.

6. BLIHOHHI/ITG JOIOJHHUTCIIbHBIC HACTPOUKHU 3 C€CKTOB KHOIIKOHN HapaMempbl 3¢d)eKm08.
DoroansBomppte - Microsoft PowerPoint p T ESREa R
HUMA LS Mokas cnaiaos Bug Office Tab ®opmat a 2
P = O S “30 O6nacrs anmmausn| b Houano: Mowenary =  VSMEHWTS MOpPRAOK aHWMALMH
B * *,,« - A% # % Tpurrep = @ Anvrenshoars: 0200 3| & Mepemecrwrs Hasaa
tH., MacwTa Svp..  BpAlieHWe  BuckBknEd.. | ,"35,1'1555“ ail:::::: Wy AnMmMauma no o6pasy | B 3agepxka 00,00
ET") O6nacrs amumsarym v x
= lpoecoTp
@y e ik ool [ o) I

B s
1 <> Pomé

LieTp ropoaa

“n 4

| [—comas=] o] + 2 ¥
#) oo [®

<

7. Jls MOTIOJIHUTENbHON HacTporku 3(P¢ekToB aHUMAIMu oTKpoite Obracmes anumayuu,
IIETKHYB IO COOTBETCTBYIOIICH KHOIKE Ha BKIAAKE AHUMAyusl
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[Egﬂ Cénacb EHI.'IMELI,HI.'I]
; Tpurrep ~

AoBaEnTE
SHUMALNID ~ *;}AHHMELI,MH no o6pasuy

PBCI.IJH[‘JEHHBH dHMMaLUMA
Ha pnanHBIi MOMEHT mpe3eHTamus o0JagaeT CIeayIone OCOOEHHOCThI0O — Tpedyercs
HaXXUMaTh JUOO KHOMKY MBbIIM, JHOO KJIaBUINY Ha KJIaBHaType, 4YTOOBI cpaboTtai
cnenytonmii 3¢dexr annmarun. Ytoos! 3¢ pekTsl aHMManuu cpadaThIBAIA aBTOMATUYECKH,
0e3 yyacTus MoJib30BaTesi, HE0OX0IMMO MPOBECTH CIEAYIONINE HACTPONUKHU:
a) 17151 IEPBOT0 00BEKTAa — MEHI0 « AHUMaIus» => noJie «Havanoy» =>nyHkT «C npeapiIymmum.
0) U1 mOCTEeAYIONMX OOBEKTOB (HO TOJILKO Ha 3TOM ClalJie) — MEHIO «AHHMAaIUS» => TOJe
«Havano» => nyHkt «Ilocie npenpiaymero»

@otoanebom.pptx - Microsoft PowerPoint |i|_E
W08 PeyeHsMpoBaHWe Bug PazpaBoTunk Office Tab
caty 'VL i @@ E% '3E|Oﬁnacrb FHUMALIAK F Hawano:  Cnpegbiayu,.. |T| HzmMeHUTE NOpAA0K aHUMALWMK
ﬁ AR } Tpurrep = D AnuteneH Mo wenqky . MepemeTHTb Ha3aa

Bpawetue  Bhickawusa.. = [apametpe | JoGasuTe
pan | sppextos ™ | aHumaLpo v T AHuMaLna no ogpazuy | & 3a,a,ep)ocxa§”pe'q"'ﬂ-y”"""” MepemecTuTE BNepes
oce npeagiayuiero
PacluMpeHHaR aHMMaLMA D T Haiigos

OBnacTe aHUMELMK

Toxxe caMoe MOKHO caelnaTh B 00JIACTH aHUMAIHH:

0 LiewTp ropoga

| “woa

B pesynbrare — B 1€BOM BepXHEM YTy Bcex OOBEKTOB Ha ciaiijie OyJeT yka3aH MOpSIKOBBIHA
Homep 0.
8. TloBTOpWTE TMOCIENOBATEILHOCTh JEHCTBUM, IOKa3aHHYIO B IIyHKTax a) U 0) Ha
OCTAJIBHBIX CIanaax.
9. IIpocMoTpuTe M COXpaHHUTE POTOATHOOM.

JOBABJIEHUE 3AMETOK ITPU CO3JAHUU ITPE3SEHTALIUN

OO6nacTh 3aMETOK BBIBOAMTCS MOJ KaKAbIM ciaiiioM. (OHa BblieneHa (hUOJETOBBIM Ha
pucyHke.) B mycroit o6actu "3aMeTku" BBIBOJUTCS HAIMUCh 3aMETKH K ciaiay. Beeaure B Hee
3aMeTKH JOKIaquuka. Eciau Bl He BUAUTE 00J7acTh 3aMETOK WJIM OHA MOJHOCTHIO CBEPHYTA,
HieJKHUTEe 3aMETKH Ha TMaHeNld 3aj]ad B HIKHEl yacTu okHa PowerPoint (3Ta kHOmMKa Takxke
BbIJIeTICHA (PHOJICTOBBIM HA PUCYHKE).

0O0J1acTh 3aMeTOK JoKkJIagunka B PowerPoint

Ecmu 3ametkum He ymematorcss B obnmactu "3ameTku'", B OOKOBOl dacTu o0sacTu
MOSIBIISICTCS BepTHUKaJIbHAs Tosioca npokpyTku. B PowerPoint 2013 u PowerPoint 2016 BB
TaKk)Ke MOXKETe YBENMYUTh oOyacth "3amerku". JJis 3TOro HaBeoUTE yKa3aTellb MBIIIM Ha
BEPXHIOIO JIMHUIO OOJAacTH M KOI/Ia yKa3aTelb MPUMET BUJ JIBYHANpPaBICHHOW CTPEJKH,

58



neperamute TuHUIO BBepX. (B PowerPoint Online Bam He yaacTcs U3MEHHTH pasmep 00IacTH
"3ametku".)

HayaJjio npe3eHTalluM U MPOCMOTP 3aMeTOK B PesKMMe JOKJIATIUKA

[Toaxmounte MOHUTOPHI U PowerPoint aBTOMaTHYECKH HACTPOUT PEXHUM JOKIaaunKa. B
ATOM PEXHME BBl MOXKETE MPOCMATPHUBATh CBOM 3aMETKH BO BpeMsl MOKa3a, a 3pUTesM OyIyT
BHJIHBI TOJIBKO CIIaibl. (3aMETKH BBl HaiiieTe B MPaBOil YaCTH OKHA MPHJIOKEHUS 0T ICKA30M
crnaiifna B pazaene Clienyommuii caiin).

. Ecin pexum noknmaguuka oroOpakaeTcss HE Ha TOM JKpaHe, MOXKHO
OBICTPO MEPEKITIOUUTh €T0 Ha IPYTOi SKpaH.
. Ecnu BbI HE XOTUTE HCTIONB30BAaTh PEXKUM JOKIATUUKA, OTKIIOYUTE €rO.

Hauaino nokasa
B HmkHelt yactu okHa ciaiina PowerPoint naxxmute kHonky Cuiaiia-mioy.

Fesim
cnaig-woy

ﬁ ABTOHOMHaA konwAa = 3amensn W Mpumesadns = = B = - i +

Ecnu Bbl pabortaete ¢ PowerPoint Ha olHOM MOHHMTOpE M XOTHTE MEPEHTH B PEXKUM
nokiaaurka, B pexume Ciialii-oy B JI€BOM HIDKHEM YIUIy Ha MAaHENU 3JIEMEHTOB YIPaBICHUS

HISJIKHUTE 3HAYOK W5 | a 3aTeM BhIOepuTe MyHKT Iloka3aTh peskuM q10KJIaTunKa.
Hcnonb30BaHuE 2IEMEHTOB YIIPABICHUS B PEKUME JOKIaAYNKa
. TUTS nepexoaa K NpeabIAYyIIEMY TN CIEAYIOLEMY cnangy
Haxxmute Hazag vnu aJee;

. Uto0Obl MPOCMOTPETh BCE CANMIBI Mpe3eHTanuu, BeiOepuTe komanay Ilpocmotp
BCeX CJIANI0B.

K
MpocmoTp Bcex cnaiigos

COBET : Bpl yBuauTe 3CKU3bl BCEX CIA0OB NMpPe3eHTAalUU (KaK MOKa3aHO HIKE), YTO
YIpOLIAeT Nepexo] K KOHKPETHOMY Claiiny.
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. YroOsl JiyuIlle pacCMOTpPETh AETAIM Cclaiia, HAKMUTE YBeJHYeHHe MacuTada
cJ1aiia, a 3aTeM HaBEUTE yKa3aTelb Ha Ty YacTh, KOTOPYIO HYKHO YBEIHUYHUTb.

. Uro0bl yKa3aTh Ha OMPECIICHHBIA 3JIEMEHT WU CACNATh PYKOMUCHYIO HAJIUCH
Ha claijie, BocnoJib3yiitech mHCTpyMeHTamu "'[lepo' u '"Jlazepnas ykazka''.

Yrobs! oTkmounth UHCTpyMeHT "llepo", "Jlazepnast ykaszka" wnm "Mapkep", HaxxMuTe
knasunry ESC.
. UToObl CKpBITH WM OTOOPa3UTh TEKYIIMH ClIali]] B Mpe3eHTaluH, BbIOEpHUTE

EpPHBIA AWM HOPMANEHEIR 3KPaH NpY NoKase cnaigos

Bber Moxere ucnonb3oBath PowerPoint Ha cmaprdoHe Kak MyJibT JAMCTAHIIMOHHOTO
VOpaBlieHUs JJs TIOKa3a CIAioB W TPOCMOTpAa 3aMETOK JOKJIaauuKa. JlomoJHUTENbHBIE
cBeleHUs (M BUJICOPOJIUK) MOXKHO HaWTH B cTaThe Mcronmp3oBaHHME Ja3epHOW YKa3KH Ha
cMapTdoHE BO BpeMs JICMOHCTpAIuy npe3eHranuu B PowerPoint.

[epexiroueHue MOHUTOPOB, TPEAHA3HAYCHHBIX I PEKUMA JIOKJIAIUUKa U PEeKUMaA
CJIAi10B

YroObl BpyYHYHO BHIOpATh, HA KaKOM JKPaHE OTOOPaXKAIOTCS BaIllM 3aMETKH B PEKUME
JIOKJIaTYMKa, a2 Ha KaKOM — TOJIbKO CaMH CJIalipl, HA TIAHENM 3aJlad B BEPXHEH YacTH OKHA
peKuMa  JIOKJIam4yMKa  IIeNKHHTe — dieMeHT [lapaMeTrpsl  oTOOpaskeHWsi 1 BBIOCpUTE
koMaHy [lepeKTIYUTHCH MeXKIAY PeKUMOM JTOKJIATUYHKA U CJIANHI-1I0Y.
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IABEFILIWTE MOKAZ CRARIOE

Kax BBITJIAOAT 3aMETKH B PEXKHUME JOKIIaAUUKa

Eciti KOMITBIOTEP TIOJKIIIOUEH K POEKTOPY, TO TPH MOKa3e ciaia-moy " Ha Baliem

JKpaHe HCIONb3YeTCs PEeXHUM JOKIaIYhKa, a Ha JKpaHe IMPOEKTOpa OTOOpakaroTcs TOIBKO
cnaiinpl. B pexume MokiIagurKa B X0JI€ MPE3CHTAIIMN BBl CMOXKETE€ YUTaTh CBOM 3aMETKH, MpU
STOM JUIS ayAATOPUU Oy AyT OTOOPAXKAaThCS TOJIBLKO CHANIELI.

RO

Mesiomee Ligeme
Cawan = chupmcssmocea

Agune Wassca
Flsoa g Hiatl SrTEmn

Tatrmreen ot i
gyl e e T, MRS TR U

Hucrma Maasom
Ermapanrce ne FT

3aMeTKH OTOOpakatoTcss B 00JacTd crpaBa. TeKCT MEPEHOCHTCS aBTOMATHYCCKH, a
BEPTUKAJIbHAS T0JIOCA TIPOKPYTKH MOSIBIISETCS MPU HEOOXOAUMOCTH. BbI Takke MOXKeTe MEHSTh
pa3Mep TCKCTa B O6J'IaCTI/I 3aMETOK C ITOMOIIBIO CJ'ICJIYIOHH/IX JABYX KHOIIOK B JICBOM HUXKHCM yriy
9TOH 00JIaCTH:

A

OTK/II0YeHHEe peKuMa TOKJIATUNKA

UToObl OTKIIOUUTH PEXHUM JOKIAIYMKa BO BpeMs MMOKa3a MPE3EHTAIMH, BBIMOJHUTE
yKa3aHHBIC HIDKE JIEHCTBUS.

Ha Bxianke Caaiig-1moy JIeHTs CHUMHUTE (iIakoK PeskuM moKkaagunka.

Anumaumn Cnaiig-woy PeueznposaHue Bua Q@ UYro eei xotuTe caenats?

[ _," L ). T\ | BOCNpOMZEECTH PEYEEOE CONPOBONAEHHE
L) ()8

F ) r
—_— o :_ - b Mfl‘anh':OBETb EpEMA
Hacrpoiika Ckpeite  Hactporika 3anwce cnaiig- | Pexim goknagumia
% v Moka3aTb 3NEMEHTEI YNPABAEHWA NPONTPLIBATENEM

chana-woy cnang BPEMEHM LIy ~

==
[-_.j Momurop: Astomarnuecku -

=
Hacrpotika MomuuToDe

MMEYATH CJTAHJOB 1 PA3JIATOYHBIX MATEPUAJIOB POWERPOINT
B PowerPoint M0OXHO pacrnedarsiBaTh Claibl (IO OJHOMY Ha CTpPaHUILy), CIAiabI ¢
3aMETKaMH JOKJIaJuuKa WU CTPYKTypy IHpe3eHTauuu. Bbl Takke MOXeTe pacredyaTaTh
pa3aaTouHble MATEPUAIIBI JJISI IPE3EHTALMU C OJHUM, ABYMs, TPEMs, YETHIPbMS, IIECTHIO HIIH
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ACBATBIO CﬂaﬁﬂaMH Ha CTpaHUIC. CnymaTem/I MOTYT CBCPATHCA C HUMU 110 XOAY IPC3CHTALIUN
HJIN COXPAHUTH UX IJId UCIIOJIb30BaHUA B 6leYHIeM.

]

Pazgatounble MaTepuainsl ¢ TpeMs CllaiijlaMy Ha CTPaHUIE BKIIIOYAOT CTPOKH, KOTOPbIE
CJIyIIAaTEIN MOTYT UCIOJIb30BaTh ISl 3aMETOK.

WindowsMacOnline

Ha cBoemM KOMIIBIOTEpE BBl MOKETE HACTPOUTH pa3Mep CIal10B, OPUEHTALIMIO CTPAHUIIBI
Y Ha4aJIbHBIN HOMED CIIai/a, 3a1aTh ITapaMeTphl IIe4aTH, a 3aTEM COXPAaHUTh HACTPOMKH.

1. Ha Bxnanke ®aiin Beioepute myHKT [leyaTs.

2. YKaxkure, CKOJIbKO KOIHUW HYKHO HaIeyaTaTh.

1 -

Konuwm:

3. Yo6eaurech, 4TO BRIOpAH TOT MPUHTEP, KOTOPBIA BbI XOTUTE UCIIOIH30BATb.
MpuHTep i

J Canon Mx922
% [oToBD

CEOHCTEE NPHUHTERE

[[lenkHuTe CTpesKy BHU3 (KaK IMOKa3aHO Ha WJUIIOCTpPALMM), YTOOBI YBHUJETh JApPYyrue
IIPUHTEPBI, a TaKke KoMaHay /J100aBUTH NpUHTEP, C TOMOLILI0 KOTOPOH MOKHO MOJIKIFOUUTHCS
K [IPUHTEPY, JOCTYITHOMY B CETH.

MpunHTep i

J Canon MX922
% lNoToBO

| Canon MX522
&

% [oTOBOD

Fax

;ﬁjé [oToBD

AoBaBHUTE NPHHTER..

MeyaTe & gann

4. Eciu  Bbl  BBIMONHWIM ~ HACTpPOMKY  MapaMeTpoB  IiedaTd, BbIOepuTe
komanay Ilewars. B npoTuBHOM ciyyae mOpojoDKailTe BHIOMpaTh JApyrue IapaMerpbl B
COOTBETCTBHM C TPUBEICHHBIMU JAaliee MHCTPYKIMSIMH (HampuUMep, yKaXHTe, KaKue CIaubl
revaTarhb, ¥ BHIOEPUTE MaKeT I 3aMETOK WIIM Pa3IaTOYHBIX MAaTEPHAJIOB).

Ecnu BBl oTKpBUIM AuanoroBoe okHO "Iledats", a moToM pasmymanu nedyataTh, MPOCTO
OTKpOiTe Apyryro BKIAIKy JieHThl PowerPoint, Hanpumep Bkiaaky I'maBHasi, 9T0OBI 3aKpHITH
3TO JINAJIOTOBOE OKHO.

Ykazanue CTpaHul AJIA nmeYaTu
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Hactpoiika

. HaneyaTatk BCe cnaigel
h HaneuataTe BCHY MPEIEHTALIMAD

Cnaiger i

[To ymonmuanuto B pasnene Hacrpoiika auanoroBoro oxHa IleuaTs mepBsiM BhIOpaH
napameTp Hameuarars Bce ciaaiabl.

Ecnu Bam He HyXHO meyaTtatb Bce ciaiapl, B mnosie Ciaaiabl BBEIUTE HOMEpa TeX
CIalJ0B, KOTOPhIE XOTUTE Haredararb. MOXHO yKa3blBaTb HOMEpA OTAENIbHBIX CIIANIOB WU
JIMama30Hbl CO 3HAKOM TMEpeHoca, pa3aensis ux 3amsaTeiMu (0e3 mpoOesoB).

HacTpoiika

MpowzecneHEIR gnanazoH

e -

EE'E,J,HTE HoMER3 '.'."IEﬁ,J,CE'_. KOTOpBRIE CNELYET HANEHYATATL
[Cnaiiger:  1-141618 | i

Hanpuwmep, npu BBoze 1,3,5-7,10 OyayT nHanewatans! cnaiast 1, 3, 5, 6, 7 u 10.

Bbl Takke MoxeTe WHIeNKHYTh CTPEIKy BHM3 M BMecTo mnapamerpa Hamewarats Bce
caaiiiel BEIOpaTh  pyrod, Hamnpumep Hamewartats Tekymumii chaaiin wim Hameuarath
Bbl/leJIeHHbIN (hparMeHT.

Hacrpoiika

. Hane4yataTk BCe cnaidael ‘_]
" Haneuarate BCHY NpeseHTaLMID ‘
Cnange

| HaneuataTs BCe cnafpbl
i Hane4aTaTe BCH NPEIEHTALMID

Haneyatatk BBAENEHHEIA §parmMenT
Lf HaneyataTe TONBKD BEIGENEHHEIE CN@RaE

HaneyaTaTh TEKYLLWA CRaig,
HaneuaTaTb TOAbKO TEKVILWAR Craig

MNpou3BoNbHBIR AManasoH
1 v
_#*]  Beeaute Homepa cnaiigos, KOTOPHIE CNEAYET HaNedaTaTs

. UtoObl HamevaTaTh OJWH WM HECKOJHKO BBIOPAHHBIX CIIAalI0B, BEPHUTECh Ha
BKJIaKy ['1aBHasi 1 B OOBIYHOM PEKMME BBIICTUTE CIaibl B 00JACTH 3CKHU30B clieBa. UTOOBI
BBIJICTIUTh [IJIS TI€YaTH HECKOJIBKO CIAWJ0B, IIEIKHUTE WX, YACPKUBAas HaXXaTOW KIIABHIILY
CTRL. Beigenus cnaiinel, Beibepute dmeMenTsl Maiin > [levyars > HaneuaraTh Bblje1eHHBIIH
(¢pparmenr.

. Uro0Obl HameuaTaTh ClIaiif], HaJ KOTOPBIM BBl paboTaiu B 00JIACTH CIpaBa mepen
BbIOOpOM anieMeHTOB Maiia > [leyarb, ucnonb3yiite napamerp Hameuararh BblejIeHHbIN
¢pparment. (I[Tocre BeIOOpa 3TOTO MapameTpa MOSIBUTCS 001aCTh MPEABAPUTEITHHOTO MPOCMOTPa
C BBIOpAHHBIM JIJISI TI€YaTH CJIAMIOM. )

IleuaTsh 3aMeTOK U CJIAHI0B

[Ipu nevatu 3aMeTOK TOKIAAYMKa MOKHO pacrojaraTh o OJHOMY CIaiily Ha CTpaHUIIE,
OCTaBJIsII MECTO A1 3aMeToK mnoj ciaiimoM. B guamoroBom oxkHe '"lleuars" B oGmactu
MPeIBAPUTENLHOTO MPOCMOTPA BBl YBUIIUTE, KaK OYJET BBITIISAACTh HalleYaTaHHAs CTPAHUIIA.

1. B muanoroBom oxue Ileuats B pazaene HacTpoiika menkauTe BTopoe moiie (B
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KOTOPOM IO yMOJYaHUIO BbIOpaH mapamerp Cuhaiiibl pa3MepoM BO BCIHO CTPAHHUILY), YTOOBI
pa3BepHYTh CHNHCOK BapuaHTOB. B pazgene Maker meuyaTu BbiOepuTe BapuaHT CTpPaHUIbI
3aMeTOK.

Hacrpoiika

+. HaneuaraTe Bce cnangel
" HaneuaraTe BCHO NpE3EHTALNID

Cnangern i

CTpaHuLbl 3aMETOK l
l pau .
Haneuarate cnanael © 3ameTEamm

Haneuyarate makeT

E = 5

Cnakael pasMepoM BO B CTRAHWLY CTpaHWUBl 3aMeTok CTpykTypyY
Bragaumn
1 cnaig, ? cnaliga 3 cnaliga
4 cnaiga (No ropusoHTanK) 6 CNalgoE (No ropusoHTaNnK) 9 CangoE (Mo roprsoHTaNKM)
4 cnanga [no sBepTUKani) 6 cnallgoe [nNo BepTKanA) 9 cnalgoe (No BepTUKENN]
2. Ecnmu BBl BBIMONHWIM ~ HACTPOMKY  MHapaMeTpoB  TeYaTH, BBIOEpUTE

komauay I[lewars. B mnpoTuBHOM cnyyae mOpofopKaiTe BBHIOMpaTh JApyrue MapaMerpbl B
COOTBETCTBUM C MHCTPYKIIMSIMU B JPYTUX pazjieiax 3TON CTaThH.

[Ipu ncronp30BaHUM APYTHX BapHAHTOB W3 paszzeina MakeT meyaTH U BCEX BapHaHTOB
u3 pazziena Paznarounble MaTepuasibl IEYATAIOTCS TOJIBKO CIAWIBI WM UX coAepkuMoe 0e3
3aMETOK JIOKJIQIUHKA.

IleuaTh pa3naToOYHBLIX MATEPUAJIOB
Bbl MoxeTe Hanewarath pazgaTouHble MaTepuansl ¢ 1, 2, 3, 4, 6 wiu 9 cnaiinaMu Ha CTpaHULIE.
Ecnu BBl neyaTaere Tpu ciaiiia Ha CTPAHUIIE, C JIEBOM CTOPOHBI CTPAHUIILI NIEYATAIOTCS CIIANIbI,
a ¢ MpaBOM — JIMHUM JJIs 3allMCU 3aMEeTOK. JIMHUU 171 3aMETOK MeYaTaloTcsl TOJIbKO B MakeTe C
TpeMms ciaigaMu.

B auanorosom oxHe IleuaTs B paznene HacTpoiika 1menkHUTe BTOpOE oJie (B KOTOPOM
10 YMOJTYaHUIO BeIOpaH mapamerp CJaiiibl pa3MepoM BO BCIO CTPAHUILY), YTOOBI pa3BEPHYTh
CIHCOK BapHaHTOB. 3areM B pasnene Pa3zgaTouyHble MaTepuasbl BIOCPUTE HYKHBIM MakeT
CTPaHHIIBI.
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Hacrpoiika

= HaneuaTtate Bce cnaigbl
= HaneuaTaTe BCH) NPE3EHTALIMED

Cnangen i

3 cnaiga
Beigaun (3 cnaiga Ha nnct)

Haneuyatats mMaker

E g g

Cnaigel pasMepoM B0 BCH CTRAHMLY CTpaHWLbl 3aMeTOK CTpyETYVRY
Bragaum
— — | N
1 cnaig 2 cnaiga 3 cnarga
— | m— —
4 cnanga (mo ropusoHTanw) & Cangoe (Mo roprusoHTaNwM) 9 cnalgoe (No ropusoHTanw)
— — —
4 cnaliaa (no EepTUEANK] 6 Cnalaoe (Mo BEpTHEANN] 9 cnaligoe (No B2pTUEANK]

Jlig pa3gaTodHbIX MaTE€pHANIOB, COACPIKAILUMX YEThIPE, IIECTh WIM ACBATH CIANN0B Ha
CTpaHuIe, JOCTYIHbI Ha BBIOOp IO JBa BapHaHTA: [10 TOPU3OHTAIH (CM. NIEPBBI PUCYHOK HHUXKE)
U 110 BEPTHKAJIU (CM. BTOPOH PUCYHOK HUXKE).

. - Cnaiig 2 . - Cnaiig 4
TUTYNBHBIA Chaig TuTynbHbIA CRaiia

g /
Cnaig 3 Cnaiig, 4 Cnaiig 2 Cnang 5

— 1
-~

Cnaiig 5 Cnakg, 6 Cnaitg 3 Cnang 6

1. Ecnmu BBl BBIMONHWIM  HACTPOMKY  HapaMeTpoB  IeYaTH,  BBIOEpUTE
komauay Ilewars. B npoTuBHOM ciydae mOpojoJDKaiTe BBIOMpaTh JApyrue MapaMerpbl B
COOTBETCTBUM C HHCTPYKLHUSAMHU B APYTUX pa3Jienax 3TON CTAThU.

IIeyaTs ciaiiioB pa3MepoM BO BCIO CTPAHHUILY

[Ipu ucnosp30BaHUM ITOr0O MapaMmeTpa Bbl MOIYYaeTe MO OJHOMY CIaiy Ha CTpaHULE.
OpueHTanus MeyaTHbIX CTpaHHI (aJIbOOMHAsi MM KHIDKHAs) MOJOMpaeTcss B COOTBETCTBUH C
OpHEHTallMe MaKeTa CJIaiiioB.

1. B nuanorosom okue IleuaTtsh B paznene Hactpoiika yoenutech, 4TO BO BTOPOM
nosie BeIOpaH mapamerp CJiaiiibl pa3MepoM BO BCH cTpaHully. Eciau 5To He Tak, MICIKHUTE
CTpPENIKy BHHM3 Ha 3JIEMEHTE YIpaBJICHUS, YTOOBl Pa3BEpHYTh CIHCOK NapaMeTpoB. 3aTeM B
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paznene Maket neuatu BriOepute BapuanT Cjiaiiibl pa3MepoM BO BCIO CTPAHUILY.
Hacrpoiika

+. HaneuataTe Bce cnaigel
= HaneyaTaTe BCHY MPEIEHTALN KD

Cnangen i

‘ Cnafgel pasMepom BC BCHD CTPEHKMLEY
Hanewatate 1 cnaig Ha cTpaHuLe

Haneyarath Maker

| F | B 8

Cnainge pasMepoM B0 ECH CTPAHKMLY CTpaHWLE 3aMeToK CTpykTypy

2. Ecnu BBl BBINOJHWIM  HACTPOMKY  HapaMeTpoB  IeyaTH,  BbIOepuUTe
komanay Ilewars. B npoTuBHOM ciyyae mOpojoDKaiTe BbIOMpaTh JApyrue mapaMerpbl B
COOTBETCTBUM C MHCTPYKLUSMHU B IPYTUX pa3leNax 3TON CTAThH.

JApyrue napamerpsl MakeTa

. UYroObl HameyaTaTh BOKpPYI KaXKJIOro claiila TOHKYI paMKy, BblOepute
napamerp O0pamJieHne cJ1aii/10B.
. UYroObl HameuyaTaTh COJEPKMMOE Cilaijja MaKCUMaJbHOTO pa3Mepa, KOTOPBIH

YMECTUTCS Ha CTPAaHUIIE BHIOPAHHOTO pa3Mepa M OpHEHTAIlNH, BRIOEpUTe mapamMeTp BMmecTuTh B
pa3Mep JHCTA.

. UroObl yBeNWYHTH pa3pelieHue, OO0eCleunTh IUIABHOCTh TMEPeXoJ0B Ha
NpO3pavHbIX PUCYHKAX U MATKHE TEHH, BEIOEpUTE TapaMeTp Bricokoe kadyecTBo.
. I[Ipu  BeIOOpe  mapamerpa [leyataTh NpUMeYaHHsi W PYKONMUCHBIE

NpUMeYaHNs 1IeYaTaeTcsl OTICNbHAs CTpaHWIA JUIs T[PUMCUaHHid, COJACpKAIIUXCS B
MIPE3CHTAIHH.

CTF}EHHLI,I:II JAMETOK

Haneuarate l:."lﬂﬁ,.'.'l,l:-l C ZaMETKAMMN

HaneyataTh MakeT

4 | E | =

Cnaigel pasMepomM B0 ECHD CTRAHMLY CTpaHWLE 3aMeToK CTpykTypy
Eblgaun
1 ;ﬁ,q 2 caﬁ,qa 3 caﬁ,qa
4 cnaiiga [I'II:EII[:IM}CIHTEHM] 6 Cnafaone [I'I;CIFZIMSUHTEHM] 9 cnaligoe [I'I;UDHSGHTE.HM]
4 cnaiga [nzaepmnaﬂm] 6 Cnalgoe [;BEFZITHKE.HH] 9 cnalgoe [;BEFZITHKE.HH]

DEpamneHne cnalgoe
¥ | BMeCTWTE B pasMep NWcTa
v | BrICOKOE KaYecTEo

MedaTaTe NPUMEYEHWA W PYKONWCHBIE NPUMEYaHKMA

Ileyatb CTPYKTYpBI
B nnanorosom oknue Ileuats B paznene Hacrpoiika meinkHuTe BTopoe mnoje (B KOTOpoM
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0 yMOJTYaHUIo BeIOpaH mapamerp CJiaiiibl pa3MepoM BO BCIO CTPAHUILY), YTOOBI Pa3BEPHYTH
CIHCOK BapuaHTOB. 3aTeM B pazzaene Maker neuatu BoiOepute BapuanT CTpyKTypa.
Hacrpoiika

. Hane4atate BCe cnaigel
b HaneuyaTaTe ECHY NpEIEHTALNHD

Cnangen i

[ | Crpyerypy - ]

Haneuatate TexcToByto CTRYKTYRY

Haneuyarats Maker

E = =S

Cnaigel pasMepoM B0 BCH CTRAHKMLY CTRaHMLE 3aMETOK CTpykTypYy

l. Ecnmu BBl BHIMONHWIM ~ HACTPOMKY  MHapaMeTpoB  IeYaTH,  BBIOEpHUTE
komaHay Ileyars. B npoTuBHOM ciyyae mNpojosDKaiiTe BbIOMpaTh Apyrue IMapaMmerpbl B
COOTBETCTBUM C MHCTPYKLHUSAMU B APYTUX pa3Jienax 3TON CTAThU.

JlabopaTopnas padora 12.
Hugposwvie uncmpymenmeot. Menmanshsle Kapmol

eanb padoThI: MOTYyYUTH MPEJCTABICHUE O CO3JaHUU DJIEKTPOHHBIX MEHTAIBHBIX KapT.
[Tony4nTh TpenCTaBICHUE O BO3MOXKHOCTSX CO3JaHUS DIEKTPOHHBIX TOKYMEHTOB CPEICTBAMH
Google u MindMeister.

Bomnpocel (koMIeTeHIMU, HABBIKH) [1JIS1 OCBOCHUS:

1. ITo3HAKOMUTHCS ¢ BOBMOXKHOCTSIMU cepBrca MindMeister.

2. Pa3paboraTh  MHTEIUIEKT-KapTy  IEAarorm4eckodl  JEATEIbHOCTH  CPEICTBAMH
MindMeister.

3. Pa3paboTarth HMHTEIUIEKT-KapTy IEarorM4ecKor JAeSTEIbHOCTH CPEICTBAMH
MindMeister.

4. TlpoBecTH CpaBHHUTEIFHBIN aHAIN3 TEXHOJIIOTHI Pa3pabOTKU 3IEKTPOHHBIX MHTEIIICKT-
Kapr.

3aaHus 1715 BHINOJHEHUS] M METOANYECKHe PeKOMEHIANM:

3aganue 1. O3HaKOMUTBCS € TeOpHell HHTEJIEKT-KapT

TepMuH UHTENNEKTyalbHasl KapTa, Wiau kapta 3Hanuii, (Mind Map) 6bu1 npeanoxxen T.
Bbr03eHOM, KOTOPBI MHOTO CAETAl IS MPOIBMYKEHUS TEXHOJIOTHH UCIIOIB30BAaHMUS TaKUX KapT
B oOpa3oBaHHe W ynpaBieHHe. KapTel 3HaHMH — JMarpamMMbl, CXeMbI, B HAarJISIHOM BHUJIE
NPEACTaBISIOMINE PA3IMYHbIe WISH, 3aladd, Te3WChl, CBS3aHHBIE JPYr C JPYyroM u
o0beIMHEHHBIE KaKoi-TO oOmiel naeeil. Kapra mo3Bomnsier 0XBaTUTh BCIO CUTYAIMIO B IIETIOM, a
TaKXKe yAEpKUBaTh OJHOBPEMEHHO B CO3HAHHM OOJBIIOE KOJUYECTBO WH(POPMALNHU, YTOOBI
HAXOJHUTh CBSI3H MEXAY OTICIbHBIMH YYacTKaMH, HEIOCTAIOIINE 3JIEMEHTHI, 3allOMHHATh
MHPOPMALIUIO U OBITH CIIOCOOHBIM BOCIIPOM3BECTH €€ JTAXKEe CITYCTSI [UTUTEILHBINA CPOK.

WHorpa B pycckux mepeBoiax TEPMHH MOKET MEPEBOAMTHCS KaK «KapThl YMay, «KapThl
pasyMay, «HHTEIUICKT-KapTh», «KapThl MaMITH» WM «MEHTaJbHBIE KapTel». Hambomee
aJIeKBaTHBIN TIEPEBO/I — «CXeMbI MbIIILIEHHS».

PazHoOOpa3HbIe cpencTBa CO3JaHMS W PENAKTUPOBAHMS TUArpaMM CBS3€d WM KapT
3HAaHUU BKIIIOYAeT CBOOOIHBIE MporpaMmMbl U ceteBbie cepBucHI (http://en.wikipedia.org/wiki/List
of Mind Mapping software) (puc. 10.1).
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CeTesble aHKeTk!

Cetesbie 0ODHCHI

Panoramio

Bofipdobp

Google
Mnaxera 3emna

Pucynok 10.1 — CepBucsi Be6 2.0

[Tonpobuee o pa3zHOOOpa3suu CBOOOJIHBIX MPOrpaMM M CETEBBIX CEPBUCOB B CTaThe
npoekra Jleronucu «Busyanusamnus 3HaHU.

HNuTennexkr-kaptel (mind maps, 1uarpaMMsbl CBsI3€i) - MHCTPYMEHT JAJIS PELICHUS TaKUX
3aja4, KaKk MpOBEIEHUE NpPE3CHTAlWUH, MPHUHATHE PEUICHUH, TUIAHUPOBAHHE CBOETO BPEMEHH,
KOHCIIEKTUPOBAHHUE JICKIUH, 3aloMHHaHUE OOJBIIMX OO0BEMOB HMH(OPMAIUK, INPOBEICHUE
MO3TOBBIX HITYpPMOB, CamMOaHaln3, pa3padOTKa CIIOKHBIX MPOEKTOB, COOCTBEHHOE OOydYeHHe,
pasButTHe, 1 MHOTHX Apyrux (puc.10.2).

P, \
Wi
[\) 1 Mnamah secryn 19

\

Y. ——

Yuebnwie ﬁ;- 3. MnTepHeT-MArAIHH )
@ | o | Aagun Mowynaes npesesmaynmn® npesenraunm =
o wa ysLyIo yebiy = =

bef KOBKD - SEO
w'nuu' CTPAHMUA € ras
ke, CODANORBNI

(¢} present.griban.ru I

Pucynok 10.2 — Ilpumep HHTEIIEKT-KapTh caiita Yueonsie [IpeseHranun.pd
WHTennekr-kapra peaqusyercs B BUAE JAPEBOBUIHON CXEMbl, HA KOTOPOW H300pa)KeHBbI

CJIOBA, UJIEH, 3a/1a4l WIN JIpYTHe NOHATHUS, CBA3aHHbIE BETBSIMM, OTXOASIIMMHU OT LIEHTPAJIbLHOTO
MOHATHA WM HUJIeU. B OCHOBE DTOM TEXHUKH JICKUT NPHHLHUI «PAIUAHTHOTO MBILUICHUS»,
OTHOCAIIMICA K aCCOLIMATUBHBIM MBICIIMTENIBHBIM IPOLECCaM, OTIPABHOM TOYKOM WM TOYKOMN
IPUIOKEHUS KOTOPBIX SBJISIETCS LIEHTPAJIbHBIA 00BEKT (paguaHT — To4Ka HeOecHOM cepbl, U3
KOTOpPOM Kak Obl HMCXOJAT BUIUMBIE IyTH T€JI C OJUHAKOBO HAIIPABIEHHBIMH CKOPOCTSIMH,
HalpuMep, METEOpOB OJHOTO TMOTOKa). OTO TIOKa3bIBaeT OECKOHEUHOE pa3HooOpasue
BO3MOXXHBIX ~aCCOIMAllMA M, CJIEOBATEIbHO, HEUCYEPIIAeMOCTh BO3MOXHOCTEH MO3ra.
ITonoGHBIH crIOCO0 3amKcH MO3BOJIAET MHTEIIIEKT-KApTe HEOTPAHUUEHHO PACTH U JOMOIHATHCS.
[IpaBuna opopmiIeHHUSI UHTEIUIEKT-KapT
e UYem Oomblue JUCT, TeM Jiyurie. MUHUMaNbHBIA pekoMeHayeMblil popmat — A4. Jlucr
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HE00XO0IMMO PACIIONIOKUTh TOPU30HTAIBHO.
e B nenrpe pacnonaraercst 06pa3 Bceil mpoOsieMbl, IIEHTPATLHON 3a/1auu.
e Ot ueHTpa UCXOAAT TOJCThIE OCHOBHbBIE BETBH C MOAMUCIMU — OHU O3HAYAIOT IJIaBHbIE
paszensl fuarpaMMbl. OCHOBHBIE BETBU JIENATCS Ha 00JI€€ TOHKHE 3JIEMEHTHI.
e JKenarenbHO HCHONB30BATH NIEUATHBIE OYKBBI.
e Heo0x0a1MMo UCTIONB30BaTh KaKk MOXKHO 0o0Jiee pa3HOOOpa3HYIO BU3YaIbHYIO JIEKOPAIHIO
— (opma, 1BeT, 00BEM, PUDT, CTPEIKH, 3HAUKH.
e BaxHO BbIpa0aTbIBaTh CBOIl COOCTBEHHBIH CTHUJIb B PUCOBAHUHU JAMArpaMM, KOTOPBIH
II03BOJIIET BaM JIy4dllle OpUEHTUPOBATHCS HA JUarpamme.
[lepcrieKTHBHOM OTKPBITOM CpeoW A CO3AaHUs KapT 3HAaHWM Ha JIOKAJIbHOW MalluHE
(6e3 MnTepHeTa) M AanbHEWIIEro pa3MEILEHHUsl 3TUX KapT Ha pPasziIMuYHBIX CETEBBIX CEpBHUCAX
apigercs cpena FreeMind. FreeMind — cBobogHast mporpamMma i CO3/1aHUsl KapT 3HAHUU.
FreeMind namucana Ha s3blke Java M pacrpocTpaHsercs CBOOOJHO COIJIaCHO C JIMLEH3UEH
oTKpbITOoro kona. [Iporpamma oOmamaeT pacIIMPeHHBIMH BO3MOXHOCTSMHU 3KCIOPTUPOBAHMSL.
CpenctBo MO3BOJISIET CO3/1aTh KapTy-CXEMY C Pa3BETBICHHOM CTPYKTYpPOH M CCBIJIKaMU Ha
BHEUIHHE UCTOYHUKU.

Co30anHol Kapmou MONCHO NOOeIUMbCs ¢ OpyeuMU YYACMHUKAMU U 8 JI0O0e 8pems
Hauams M032080U wmypm. Bozmoowcna oonoepemennas paboma 6 0OHOU uHmMeNIeKM-Kapme 6
peoicume coemecmnoz2o oocmyna. Kasicoomy nonvzosamento 6yoem npuceoer yHUKAIbHbIU YEem,
10 KOMOPOMY J1e2KO 8U3VAIbHO ONpedeums agmopa 6HEeCEeHH020 8 Kapmy U3MeHeHUs.

Kaptsl, co3nannsie B cpene FreeMind, MOTyT OBITH B IOCTIEACTBUU 3arpyKEHBI B CPEy
MenuaBuku. [Ipy 5TOM OHHM COXpPaHSIOT BCE CBOM (PYHKIMOHAIBHBIE CBOMCTBA M MBI MOXEM
OTKPBIBaTh U 3aKPbIBATH Y3JIbI IJIs1 IPOCMOTpA.

3ananue 2. 3HAKOMCTBO ¢ J3jeMeHTaMM HHTepdeiica pegakTopa PHCYHKOB H
uHTeIeKT-KapT Google Docs (puc 10.3)
Google

ACK

HVYILR

WHTennekT-kapta (MpubdaH) [
coun | &
Qaiin [llpaska Bwug Bceraska ®opmar Ynopagouute Cnpaeka L
; B Dokyment
e~~~ L] - a k \ -(@- ] Npezentauus

iE Tabnuua
Pucynoxk 10.3 - VTepdeiic pefakTopa PUCYHKOB U HHTEIIEKT- b ®opua

kapt Google Docs Pucytok
1. Ilepeiinure Ha CTpaHUILY cepBuca «JIOKyMEHTBI» -
https://docs.google.com.
2. Co3snaiite nanky «Jlaboparopnas pa6ota 9.
3. B nanke «JlabopaTopHas pabota 9» co3naiite naremiekT-kapty B Google
Docs (Cozoam, Pucynox) ¢ nHazBanueMm «HTeIeKT-KapTa (CBOSI (haMuUiTus ).
4. Co3naiiTe HHTENIEKT-KAPTY, B35B 32 OCHOBY OJIMH U3 CJICIYIOIINUX BUIOB:

® KOHCIIEKTUPOBAHHE JICKLIH,

® KOHCIIEKTUPOBAHUE KHUT,

* [IOATOTOBKA MaTepuaa I0 OIPEIEIEHHON TeEME,

* pelIeHHe TBOPYECKUX 3a]1a4,

* MO3rOBOM LITYpM,

* [Ipe3eHTalus,

* [UIAHWPOBAHHUE U Pa3pabOTKa MPOEKTOB Pa3HOM CIOKHOCTH.
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5. O3HakoMbTeCh ¢ TPeOGOBAHMSIMU K O(DOPMIICHHUIO U COACP)KAHUIO MHTEIUICKT-
KapThl:

a) KapTa JI0JDKHA COAepKaTh MUHUMYM 15 OCHOBHBIX OJIOKOB (CM. MPUMEPHI KapT);

0) B OCHOBHBIX 0JIOKaX JOJDKHBI PUCYTCTBOBATH JOTIOJHUTEIHHBIC.

B) MUHUMYM B OJHOM OJIOKE JOJKHA MPHUCYTCTBOBATh WILTIOCTPAIMS, HAlJICHHAS B
CeTH MHTEPHET.

6. IIpenocraBbTe JOCTYI ISl pEAAKTHPOBAHUS CBOMM KOJUIeraM (MUHUMYM TPEM) -

UM HE00X0oauMO T00aBUTH TI0 o HOMY 010Ky B Bamny kapty (Puc. 10.4).
[lobasuTs nonsaosatenei:  Buibparts & koHTakTax

BeeguTe umexa, agpeca 3neKTPOHHON NOYTH Wi Pegatrop ~
;". b

v OnoBeCTMTE N0 3ANEKTPOHHOM
noute - lobaeuTe cooblyeHue

OTmeHa OTnpaenTs MHE KonuK

Pucynoxk 10.4 - [IpenocraBnenne noctyna uis peIaKTUHPOBaHU
7. lonyuyeHnslii pe3ynbrat coxpanute B Google Docs 1 Ha koMmibroTep B popmaTax pdf
u png (Puc. 10.5).

3arpyauTs Kak ® | [okyment PDF (pdf)

s Scalable Vector Graphics (.svg)

OmnpaeuTs coaeTopam.. Waobpaxerme PNG (png)

[MpUKpenuTe K COOBLLEHWIO 3M. NOYTHLL... Waopaxerme JPEG (jpa)

Pucynok 10.5 — Bei6op ¢popmata
8. OTkpoiite coxpanéunsiii ¢aiin B Adobe Photoshop:
- no6aBbTe (DOHOBBIN CIIOH B BUJIE IPAAMEHTHOMN 3aJIUBKH;

- C TIOMOIIbIO BCTPOCHHBIX KUCTEH pa3HBIX TUIIOB M ILBETOB OGOpMHTE TpaduuecKue
0JI0KH;

- J00aBbTE CBOM KOMUPAKUT (CM. B IpUMEPE MEPBYIO KapTy, BHU3Y M0 LIEHTPY).

9. OueHHuTe Ka4ecTBO TpEIaracMbIX MPUMEPOB HHTEIUICKT-KapT (YKaKUTE HX
Henoctarku) (Puc. 10.6)

MNpesexTaunu

Bpemeru (aen)

[I0MKHOCTHBIE MHCTPYKLMA Brogwera

Buanec

Oreers HA 3BOHKN Cnucku «MT0 KynuTe»

OGyyeHne HoBbIX COTPYAHWUKOS

KoHcnexktuposaxme

MNpumeHeHune Oﬁywerme AHanua / noHuManue

Murermeur—xapr
MNpuHATHE peLeHns \_3anomuHanwne

“ S Mnax
&
; MpeaexTauuu Cnanasl / nnakasl

= . Pazaarnmu
(c) Ceprent lunyHos, www.mind-map.ru

Pucyxxu: Auna Coxonosa
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Pucynok 10.6 — [Ipumepsl HHTENIEKT-KapT

3ananme 3. 3nakomcTBO ¢ cepsucom MindMeister
Cepsuc MindMeister (unmennekm-xapmol) nooOepxcusaem pycckuli s3vlk uHmepgetica,
npeoocmasisen 803MOACHOCHb COBMECHO20 PeOAKMUPOBANUS U IKCNOPMA CO30AHHbIX Kapm 8
paznuynvle opmamul. s pabomvl ¢ npocpammoi He mpedyemcs OONOIHUMENbHOZO
NPOCPAMMHO20 0becneyenus U pacuuperull.

1. Habepume 6 aopecnoii cmpoke bpaysepa aopec cepguca
http://www.mindmeister.com (Puc. 10.7

Omceae + Gnor » AP Precom

:
Bl mindmeister oo e men ——

PaboTtaTb

Paborartb ¢ Apy3bsMuU 1 Konnerami
ele HuKkoraa He buino Tak nerxo!

Becnnatian perucTpauma Conony geees o il

ceo

Pucynok 10.7 — CepBuc mindmeister

3ananue 4. Co3naHne HHTEIEKT-KAPThI

Cepsuc MindMeister nozeonsem bOecniamuo co030amvb U COXPAHUMb O0OHOBPEMEHHO

TOJIBKO mpu unmennekm-kapmol. Imo 8epcus c600600H020 UCNOIb30BAHUSL.
1. Cosoatime kapmy MindMeister na ocnoge yuebnoeo mamepuana (yuyeoOuas mema

WU pazoen), UCNOAb3YsL BO3MONCHOCIU 6CMABKU PUCYHKOS U 3HAYKO8, A MAKICE BNONCEHHBIX
Gaiinos u 3amemox.

2. OKcnopmupytime Kapmy 6 pasIuyHbIX Gopmamax, COXpawume HA KOMNblomepe
JIOKAJIbHO.

3. IIpedocmasvme docmyn Kk peoakmuposanuto kapmsl Bawum konnezam (ne menee
mpex).

4. Onyoaukytime kapmy u pasmecmume CCblIKY Ha Kapmy 6 Baw 6noe u 3auemky.
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5. Ilpumume yuacmue 6 pabome popyma /[HesHuka o6yyenus 6 «Omkpvlmom
Kaaccey.

JlaGopaTtopnas padora 13.
Hugpopmayuonnas d6ezonacnocme u eé cocmagsnarujue

3aganue 1. U3yuure TeopeTH4ecKuii MaTepuaJ NPAKTHYECKOH padoThl

OUIIMHT — BHJl HHTEPHET-MOIIEHHUYECTBA, KOI/IA 3JIOYMBIIIJICHHUKH TBITAIOTCS
NOJYYUTh KOH(QHICHIMAIbHYIO HH(POPMAIMIO TOJb30BaTENIeH, HampuMmep, JIOTWH, MapoJib,
JaHHbIE OAHKOBCKOW KapThl.

Jiist Toro 4TOoOBI 3aMaHUTh Ha TOJIENbHBIM CalT, MOIIEHHUKH UCIOIb3YIOT COIIMAIbHbIC
ceTd, SMS WM 3JIEKTPOHHYIO ITOUTY.

ConuanbHble cetn

BaMm Moryr HammcaTh ¢ HEHW3BECTHOTO aKKayHTa WJIM CO B3JIOMAaHHOTO MpOduis
3HAKOMOT'0 C MpockOoil mepeitu mo ccbuike. Kak mpaBuiio, mMpocsAT mooObicTpee KIUKHYTh Ha
CCBUIKY, YTOOBI y3HaTh HEUTO HEOOBIYHOE WJIU IIEHHOE.

37MOYMBIIIJIEHHUKY  3aMaHUBAIOT JKEPTBY C IIOMOLIbIO YIOMHUHAHUS B  3aIUCH
coobmiecTBa. Hampumep, MomeHHUKN (panbcuPUIUPYIOT TPYMIY W3BECTHOM pPajMOCTaHIIUU, U
cOOOMIAI0T B MyOJIMKAIIMK OT UMEHH TPYIIIbI, YTO BBl BBIUTPAIM LIEHHBIM MPU3 U JOJDKHBI IPSIMO
ceryac MeperTH Ha CalT IS MOTYYEHUs JalbHEHIINX HHCTPYKIUN.

Kcraru, ecnin Bam npejuiaratoT OIUIaTUTh NEPECBUIKY MM CTPAXOBKY 3a BBIMIPBILI WM
MOJIapOK, TO 3TO TOXKE MPU3HAK MOILIEHHUYECTBA.

SMS

Ecniu BBl Korma-nmmbo paszMemianu WM pa3MECTHTE OObBSIBICHHE HA TMOIMYJSPHBIX
MHTEPHET-IUIONIA/IKaX, TaKUX Kak Avito, 3J0yMBIIUICHHUKA MOTYT BKIIOYMTH Ball HOMEp B
SMS-pacceiiky. B aTom ciywae Bam mpuayt SMS ¢ mpemioxkeHneM oOMEHa M CCBHUIKOM Ha
cTpaHuily sikoObl ToBapa. Cchiika OyAeT BecTH Ha (PUIIMHIOBBIM CalT, a MOXeT, W Ha
3apakeHHYI0 BUPYCOM CTpaHHUILY.

Kak u B cilydae ¢ conMaabHbIMU CETSIMHU, MOLIEHHUKH MOTYT IPUKUHYTHCS 3HAKOMBIMHU U
MPEJIOKUTH MEPENTH 110 CChUIKE, YTOOBI YBUAETh HH(OPMAIIHIO SIKOOBI O Bac.

DneKTpOoHHAas moyTa

Crnioco0oB 3aMaHUThH IMOJIb30BaTENCH Ha (DUIIMHTOBBIM CAaHT C MOMOUIBIO AJIEKTPOHHOMN
[IOYTHl Yy MOLICHHMKOB IPOCTO MHOKECTBO. Benp nucbma noanepxusaror HTML-BEpcTky u
azipec GUIIMHIOBOIO caiiTa MOKHO 3aMacKHUPOBATh 101 3HAKOMBIHN MOJIb30BaTENSM JOMEH.

[Mucema moaAenbIBalOTCS MO COOOIIEHUS O AKOOBI B3JIOME MOUThI, 0AHKOBCKOTO CUéTa,
CTpaHUIBl B COLMAIbHBIX CETSAX; YBEJAOMJIEHHMS OT OpPraHOB BJAacTH, OJAaroTBOPUTENIBHBIX
opraHuzalMii M cyneOHbIX HHCTaHIUH; WHpOpManuioo o Bo3MOXHOM Bo3Bpate HJIC mpu
3apyOexHBIX MOKYIKax U HEOOXOAMMOCTH OIUIaTUTh Hajoru wiu mrpadsl. Bee nuceMa OyayT
COJIep>KaTh CCBUIKM IS TIepexo/ia Ha (PUILIMHTOBBIN CailT.

Ccpuika MokeT ObIThb BbIodHeHa W B BuAe QR-koma. Hampumep, Bam mpenioxar
MOJIE3HYIO MTPOrpamMMy JIUIsl BO3BpaTa HAJIOTOB MJIM CHMDKEHUS IITPagoB.

OUIIMHT HamnpaBieH Ha Kpaky NEpCOHAIbHBIX JaHHBIX MOJIb30BaTeNIel MO MPEAIoroM
OILJIaTHl WJIM PETUCTPALIUU B KAYECTBE KIMEHTA. TaK MOAIEIbIBAIOT CaliThI:

- aBHAKOMITaHHIM;

- 0AaHKOBCKUX U MUKPO(PHHAHCOBBIX OpraHU3alIHIA;

- IUTATEKHBIX CHCTEM;

- CTpaHUIIbl aBTOPU3ALIMU U OIIJIAThl UHTEPHET-Mara3uHoB.

Coznatenu (UIIMHTOBBIX CANTOB CTaparoTCsl OTBIEYb IOJb30BATENsl OT H3YUYCHUS
CTpaHUIbl U MOMCKA NPU3HAKOB MOAJAEIKU. MOIIEHHUKH OTCJIEKUBAIOT XaWIOBBIE TEMbI WM
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MIPOCTO WTPAIOT HA YEIOBEUECKOM >KaTHOCTU U JKEIaHWU XaABbI, peyiaras BeIUTpaTh iPhone
X, aBTOMOOMJH WM OONBUIOW JEHEXHbIM mpu3. JIOMOJHUTENBHO 3J0YMBIIUIEHHUKH
yCTaHABIUBAIOT TaiiMep, YTOOBI TOJB30BATENIM MOTOPOMIINCH C BBOJOM MEPCOHAIBHBIX
JTAHHBIX.

MorieHHMKHA MOTYT ChITpaTh U Ha YyBCTBE cTpaxa. Hampumep, npeanoxutb NpoBEPUTb,
HE YHUCIHTCS JI1 OaHKOBCKasg KapTa B PEECTpe YKPaJEHHBIX XaKepaMH NaHHBIX. J[7s aTOTrO
MpeIioXkKaT BBECTH HOMEpa KapThl, CpoKa JACWCTBUN, WMEHU U (aMWINHM BIaJeNblla |
CVC2/CVV2.

B 5TOT MOMEHT Ba)KHO COCPEIOTOUUTHCS U IPOBEPHUTH CAlT Ha MPU3HAKK (PUIITUHTA.

HemnpaBunsHoe TOMEHHOE UMS

Kak mnpaBuio, MOIIEHHUKH PETUCTPUPYIOT NOXO0XKHE JOMEHbl. Hampumep, BMmecTo
«online.sberbank.ru» moxxHo yBuueth «onllinesberbank.ru» wmm «online.sbrbank.ru». Taxxe
CaliT MOXKET pacroaraThCs Ha MOAIOMEeHe, HanpumMep, «sberbank.site.ruy.

OtcytcrBue SSL ceprudukara

[MonmynsipHple  caliThl UCMONB3YIOT MmH@poBanue SSL I mepemayn  JTaHHBIX
nosib3oBateneil. [Ipu ucmoap30BaHuM ATOW TEXHOJOTHUU afpeca caiiTa HaunHaeTcs Ha «https://».
A BOT eciu caliT OaHKa WM aBUAaKOMIIAaHUM HauumHaeTcs Ha «http://», 3TO MOBOA YCOMHUTHCS B
OPUTHHAIBHOCTH CTpaHUIpl. K CcoXaleHWto, MOIICHHWKY HE COCTaBUT TpyJda MOJYYHThH
neiictButenbHbId SSL cepTudukaT 11 OIIENBHOTO caiiTa — ceifuac ero MOKHO MOJMYyYUTh 3a
20 MUHYT OECIUTaTHO TIPH TIOMOIIH CTICIIHATBHBIX CEPBUCOB.

I'pammatuueckue, opdorpaduyeckue u Iu3aiiHEPCKUE OMTHOKI

JIOBOJIBHO YacTO pacrio3HAaTh MOIIEHHUKOB MOXXHO IO HAJIUYHMI0 TPAMMATHUYECKUX H
opdorpaduvecknx OmUOOK B TEKCTE cTpaHuil. KpymHbIe KOMIaHMM WMEIOT B IITaTe WM Ha
ayTcopcuHre MNpo¢ecCHOHATIbHBIX TU3aHHEPOB, KOMHUPAMTEpOB, PEJAKTOPOB U KOPPEKTOPOB,
KOTOpBIE CTPOTO CIEAST 3a coOmrofeHreM mpaBuil odopmiieHus: caiita. HacTOpOXKHUTH JTOTKHBI
HEeTpaBUJIbHBIC HAa3BaHWS OpraHW3allid, OOWIME OMNEYaTOK W OMHMOOK, TMoexaBmias BEPCTKA,
HEIMpPaBUIbHOE UCIOJb30BaHUE [IBETOB B AU3aliHE, HAJTUYKME MOCTOPOHHUX 3JIEMEHTOB JU3aifHA.

Paznmuuue cTpyKTyp CTpaHHUIl C OPUTHHAIHHBIM CAaUTOM U TOJO03PUTEIHHBIC TIIATCIKHBIC
bopmbI

[TocmoTpuTe Ha HaTUYKME CCHUIOK Ha cTpaHuIle. Eciau mpu kivKke Ha HUX BBl MEPEXOIUTE
Ha CTPaHUIy C OMMOKON WJIM Ha CTPaHUIBI, KOTOPhIE HE IMOX0XXH OPUTHHAIBHBIN pecypc,
3HAYUT, BBl TMONaMM Ha (GUIIUHTOBBIA caT. [IpocTo 3akpoilTe BKIAIKy W HE BBOAWTE
MEPCOHANBHBIE TaHHBIC B IJIATEKHYIO GOpMYy.

[Tpu3HakoM QUIIMHTOBON (OPMBI MOXKET CTaTh TOT (DaKT, YTO OHA pa3MelleHa Ha (poHe
yCTapeBILEro Au3aiiHa canTa.

Ecnu caift BeI3BaN y Bac MoJ03peHUE, HTHOPUPYHTE U €T0 TUIATSKHYIO0 hopMy.

OTcyTCTBHE MOJIB30BATENBCKUX COTJIAIICHUN U CTPAHHBIE KOHTAKThI

[IpoBeppTe caliT Ha HaldMuYue TMOJIH30BATENICKOIO COTJIAILIECHUS, YCIOBUH OIJIAThl U
JIOCTaBKU, €CJIM OHU MpeaycMOTpeHbl. HTepecyeT He TOJIbKO UX HaJlWuue, HO U CaM TEKCT
COTJIAIICHHUH, B KOTOPOM HE JOJDKHO OBITh YKa3aHWUW CTOPOHHHX KOMITAHHUEH, HE HMMEIOIINX
OTHOUIEHUS K CaWTy.

Eme onuH cnoco® — mNpoBEpUTh CTPAHUUKY «KOHTAKTBD», UYTOOBI YOEIWUTHCS, 4YTO
buznyeckuit azpec He BEAET Ha HECYIIECTBYIOIIEE W MOJ03pUTENbHOE cTpoeHue. Hampumep,
ABUAKOMIIAHUS HE MOXET HaxXOJUThCSI B TMPOMBINUICHHOW 30HE, a OaHKOBCKUH oduC B
3a0poIIeHHOM Oapake Ha OKpanHe TOpoa.

[Ipeamnonoxxum, 94TO BBl BCE-TAKM TMOMAIN HA (PUIIMHTOBBINA CAlT, HO CyMeNId BOBpEMS
pacmno3Hath ero. Toraa BbI MOXKeTe MOMOYb KOMITAHUSM U TTIOMCKOBBIM CHCTEMaM 3a0J0KHPOBATh
pecypec.

CBsKUTECH C aIMUHUCTPATOPAaMU OPUTHHAIBHOTO cailTa

[lepenats wHGOpMaNuiO O QGUITMHTOBOM CalWTeé MOXHO M HYXHO BIIaJebllaM
OpUTHMHAIBHOTO pecypca. s 3TOro Ha OPUTMHAIIBHOM CalTe HAaXOAWM pa3fied KOHTAaKThl U
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MUILIEM 3JIEKTPOHHYIO MOYTy WM 3amoyiHsieM (GopMy oOpaTHON CBSA3M C yKa3aHMEM JaHHBIX O
(GUIIMHTOBOM caiiTe. DJIeKTpOHHbIE a/ipeca OPUTMHAIBHBIX KOMIAHUH, 0OBIYHO HAaYHMHAIOTCS CO
cJioB support miu info.

CBspKUTECH CO CITY)O0aMU MOAIEPKKU IJIaTEKHBIX POBaiiiepoB

Mautblif U cpeHUN MHTEpHET-OM3HeC MpuberaeT K yciayram IUIaTeXHbBIX MPOBaiIepoB -
KOMITIaHU, KOTOpbIE OPraHU3yIOT MpHUEM IuiaTexeil onnaiiH. Ecnu Bel 3amono3puiiu, 4to gopma
OILIAThl MOAJENIbHAs, BBl MOXETE MOJITBEPJAUTh €€ OPUTHHAIBHOCTh Yepe3 CIIy:KOY MOJIECPKKH
MJIATEKHOTO MpOBaiepa, Ha3BaHWE KOTOPOTo YKa3aHO B TUIATEKHOM (hopme caifta.

Hanpumep, Ha oQuUIMaTbHBIX CTpPAaHUIAX I[UIATEKHBIX MPOBAIEpPOB  yKa3aHbI
AIIEKTPOHHBIE ajipeca CIy)KO KIMEHTCKOW TMOAJIEPKKH, C TOMOIIBI0 KOTOPBIX MOKHO
yIIOCTOBEPUTHCS B OPUTMHAIBHOCTH WU COOOIUTH O (pabCUPHUKALINN TUIATEKHON (HOPMBI.

CooOmuiure MOMCKOBOW CUCTEME

VY Google u «fHnekc» yxke ecTb crenuanbHble (OpPMBI, Yepe3 KOTOpbIE BBl MOXKETE
MO’KajoBaThcd Ha (UIIMHIOBBIE pecypchl. [loTpaThTe MHUHYTY BpeMEHHM U BBl ITOMOXETE
3alUTUTH IPYIUX MOJIb30BATENEH OT MOIIEHHUKOB.

[Tpounpopmupyite XOCTHHT

B Whois-unpopmarmu, xortopyro Mbl MoxkeM mnonyuuTh oT RU-Center mmm 2IP.ru
YKa3bIBae€TCs M XOCTHHI JoMeHa. MO)XKHO HamucaTh MUCHbMO aJIMHUHHCTPATOpaM XOCTHHIra C
yIIOMHHAaHUEM (PUITMHIOBOTO caifTa /i ero OJOKUPOBKH.

3ananme 2. IlpoBeppre ¢  momompio  cepBucoB  «Whois  cepBHC»
(https://www.nic.ru/whois/? wmm https://2ip.ru/whois/) u «Google-6e30macHbIii  TPOCMOTP»
(https://transparencyreport.google.com/safe-browsing/search) 10 moObix caiiToB. Pesynbrats
MIPOBEPKU OTOOpA3UTE B OTUETE.

3apanme 3. IloarotroBpTe ©  OTHpaBbTe XOTS OBl  OJHO  COOOIICHHE
0 (UILIHrOBOM caiire Ha pecypchl oT google.com
(https://safebrowsing.google.com/safebrowsing/report phish/?hl=ru) WIH yandex.ru

(https://yandex.ru/support/search/troubleshooting/delspam.html). BrinmonHeHHy10 paboty
OIUIINTE B OTYETE K MPAKTHUECKOH paboTe.

PEKOMEHAYEMAS JIUTEPATYPA

IlepeyeHb OCHOBHOM JINTEPATYPHI:

l. bammakoga,, E. U. MndopmaTrka 1 nuHGOpMaLMOHHBIE TeXHOJIOTHH. TexHomorus
paboter B MS WORD 2016 : yue6Hoe mocobue / E. U. bammakoBa. - Undopmaruka u
uHpopManMoHHble TexHoJoruu. TexHonorus padorel B MS WORD 2016,Becy cpok oxpaHbl
aBTOPCKOTO MpaBa. - DnekTpoH. AaH. (1 daiim). - Mocksa : A#t [Tu Ap Meaua, 2020. - 90 c. -
aneKTpoHHbIN. - KHura Haxogutces B npemuyM-Bepcun ObC IPR BOOKS. - ISBN 978-5-4497-
0515-0, 3x3eMIUIAPOB HEOTPAHUYEHO

2. bammakoBa,, E. U. MudopmaTika 1 MHPOPMALMOHHBIE TEXHOJOTHH. Y MHBIH
Excel 2016: 6ubnuoreka ¢ynkmuii : yaeonoe mocodue / E. U. bammakosa. - MudopmaTtuka u
uHpOpMalMOHHbIe TexHOoJIoruu. YMHBIA Excel 2016: Oubnnoreka ¢ynkimii,Beck cpok oxpaHbl
aBTOPCKOTO MpaBa. - DnekTpoH. naH. (1 ¢aiin). - Mocksa : Ait [Iu Ap Meaua, 2020. - 109 c. -
aneKTpoHHbIN. - KHura Haxogutces B npemuyM-Bepcun ObC IPR BOOKS. - ISBN 978-5-4497-
0516-7, 3K3eMILTAPOB HEOTPAHUYEHO

3. Mannpa,, A. I'. Uapopmatuka u MHGOpMAITMOHHBIE TEXHOJIOTHH : J1a00paTOPHBIN
npaktukym / A. I'. Mannpa, A. B. Ilonos, A. WM. J[lpaxkonoB. - HWudopmatuka u
MHpOPMaLMOHHBIE TeXHONI0TNN,2026-09-20. - DnektpoH. aaH. (1 ¢aiin). - Camapa : Camapckuit
rocy1apcTBeHHbIN TexHnuecknid yausepcutet, ObC ACB, 2020. - 64 c. - anexTpoHHbIN. - KHura
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Haxogutca B npemuyMm-Bepcun ObC IPR BOOKS. - ISBN 2227-8397, nsk3eMImuisipoB
HEOI'PaHUUYEHO

4. IIBetkoBa, A. B. NHpopmaTuka u HHGOPMAITMOHHBIE TEXHOJIOTUN DJIEKTPOHHBIH
pecypc : Yuebnoe nocodue mnsa CIIO / A. B. LisetkoBa. - MUHdopmaTuka u HHPOpPMAIOHHBIE
texHonoruu,2020-08-30. - CaparoB : Hayunas xnwura, 2019. - 190 c. - KHura Haxomurcs B
npemuym-Bepcur IbC IPR BOOKS. - ISBN 978-5-9758-1891-1, 3k3eMIUIsIpOB HEOTPaHUYEHO

IlepeyeHb 10MOJIHUTEIBHOM JIUTEPATYPbI:

1. CoBpemeHHble WH(OPMAIMOHHBIE TEXHOJOTHH OIEKTPOHHBIM pecypc : COOpHUK
TPYIOB 1O MarepuasaM 3-ii  MEXBY30BCKOW HAy4YHO-TEXHHYECKOW KOH(epeHIun ¢
MEXIyHapoaAHbIM yuacteM 29 centsops 2017 r. / B. U. Bonosau [u ap.] ; pen. B. M.
Aptromenko. - Koponés : Hayunsnit koncynsTant, MI'OTY, 2017. - 191 c. - KHura Haxonures B
npemuyM-Bepcun ObBC IPR BOOKS. - ISBN 978-5-9500999-7-7, 5k3eMIIIpOB HEOTPAaHUYEHHO

2. CoBpeMeHHbIE MYJIbTUMEIUITHBIE HH(DOPMAIIMOHHBIE TEXHOJOTUU IJIEKTPOHHBIN
pecypc : yaeoHoe mocodue / C.C. Meitbko / JI.A. Peneuko / A.Il. Anekcees / A.P. Bantotun /
N.A. KoposabkoBa. - CoBpeMeHHbIE MyJIbTUMEIUITHBIE HHPOPMAIIMOHHBIE TeXHOoJI0rnu,2019-05-
25. - Mocksa : COJIOH-ITPECC, 2017. - 108 c. - Kuura Haxoautcsi B 6a3oBoii Bepcun IbC
IPRbooks. - ISBN 978-5-91359-219-4, sx3eMIUISIpOB HEOTPaHUYEHHO

3. CoBpemeHHbIE MH(POPMALMOHHBIE TEXHOJOTMM OJEKTPOHHBIA pecypc : yueOHoe
nocobue / C.C. Muitbko / JI.A. Penieuko / U.A. KoposnbkoBa / A.P. Bantotun / A.Il. Anekcees ;
pen. Al AnekceeB. - Camapa : IloBOKCKMI TroCyJapCTBEHHBIM  YHUBEPCHUTET
TeleKoMMyHuKauui u uapopmatuky, 2019. - 101 c. - Kuura naxoautcs B 6a3oBoit Bepcun IbC
IPRbooks., 3K3eMIUISIpOB HEOTPAHUUYEHHO

4. Annep, IO.II. Cratuctudeckoe ympaBlieHHe mporieccaMu. «bombiime mgaHHBIS»
OnexkTpoHHBIA pecypc : yuebHoe mocobue / E.A. Uepnbix / FO.II. Amnep. - Cratuctuueckoe
yrpasieHue npoueccamu. «bonbmme naHbe»,2019-09-01. - Mocksa : M3narensckuit Jlom
MHUCuC, 2016. - 52 c. - Kaura Haxoautcs B 6a3oBoit Bepcun DbC [PRbooks. - ISBN 978-5-
87623-969-3, 3K3eMIUIIPOB HEOTPAHUYEHHO

Ilepeyenb pecypcoB MH(OPMAIMOHHO-TEJEKOMMYHUKANMOHHOMN ceTH «HTepHeT»,
HEe00XO0AUMBIX /1JI51 0CBOCHHS M CUUILIAHBI (MO1YJIs1)

1. http://el.ncfu.ru/ — cucrema ynpasnenus ooyuenuem PI'AOY BO CKDVY.
JluctaHIIMOHHAS TTOAIepKKa MUCIUTUTUHEI «L{ndpoBasi rpaMOTHOCTE U 00pabOTKA TaHHBIX)

2. http://www.un.org - Caiitt OOH HNHudopmaimoHHO-KOMMYHHUKAITMOHHBIC TEXHOJIOTHH

3. http://www.intuit.ru — latepHet-YHuBepcutreT KOMIBIOTEPHBIX TEXHOIOTHIA.

JlabopaTopnas padora 14.
Huopmayuonnvie mexnonozuu 6 npoghpeccuonaivroil deamenbHocmu

Criennanu3upoBaHHOE MporpaMMHoe obecriedeHue (rmo oodsactsaM 3HaHuit), CrpaBoOYHO-
npaBoBbie cuctembl (CIIC), Cnennanu3upoBanHble 0a3bl JaHHBIX. basbl maHHBIX. BBeneHue B
0a3bl maHHbIX. PaboTa ¢ ocHOBHBIMU 00BekTamMu 0a3amu naHHbIX. Co3/1aHue TaOIHIl, 3aIpOCOB,
($hopM U 0TYETOB

PEKOMEHAYEMAS JIUTEPATYPA
IlepeyeHb OCHOBHOM JINTEPATYPHI:
l. bammakoga,, E. U. MndopmaTrka 1 nHGOpMaLMOHHBIE TeXHOJIOTHH. TexHomorus
paboter B MS WORD 2016 : yue6Hoe mocobue / E. U. bammakoBa. - Undopmaruka u
uHpopMalMoHHble TexHoJoruu. TexHonorus padorel B MS WORD 2016,Becy cpok oxpaHbl
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aBTOPCKOro mpasa. - DiekTpoH. AaH. (1 ¢aiin). - Mocksa : Ait [Iu Ap Menua, 2020. - 90 c. -
anekTpoHHbIN. - Knura Haxogaurces B nmpemuyM-Bepcun ObC IPR BOOKS. - ISBN 978-5-4497-
0515-0, sx3eMIIsIpOB HEOTPAHUUEHO

24. IIBetkoBa, A. B. Hndopmartnka u wuHPOpMALMOHHBIE TEXHOJIOTHUH OJIEKTPOHHBIN
pecypce : Yuebnoe nocobue st CITO / A. B. LigerkoBa. - MHpopmaTuka 1 nHpOpMaMOHHbIE
texnonornu,2020-08-30. - Caparos : Hayunas kuwura, 2019. - 190 c. - Knura Haxogutcsa B
npemuyM-Bepcun ObC IPR BOOKS. - ISBN 978-5-9758-1891-1, sk3eMIIIpOB HEOTPAaHUUEHO

IlepeyeHb 10NMOHUTEIBHOM JINTEPATYPbI:

3. CoBpemeHHble HH(QOPMAIIMOHHBIE TEXHOJOTHMHM OJEKTPOHHBIN pecypc : yueOHOe
nocobue / C.C. Mertbko / [I.A. Peneuko / I.A. KoponbskoBa / A.P. Bantotun / A.Il. Anekcees ;
pen. Al  AnekceeB. - Camapa : IloBOMKCKHMI TroCyJapCTBEHHBIM  YHUBEPCHUTET
TeJIeKOMMYHUKaIMi 1 nHpopmatuku, 2019. - 101 c. - Knura naxonutces B 6azoBoii Bepcun IbC
[PRbooKks., 3K3eMIIIpOB HEOTPAHUUEHHO

Ilepeyenb pecypcoB MH(OPMAIUOHHO-TEJEKOMMYHHUKANMOHHON ceTH «HTepHeT»,
He00XO0AUMBIX /JIs1 0CBOCHHS M CUUILIUHBI (MO1YJIs1)

1. http://el.ncfu.ru/ — cucrema ynpasnenus ooyuenuem PI'AOY BO CKDVY.
JluctaHIIMOHHAS TOAIepKKa MUCIUTUTUHBI «L{ndpoBasi rpaMOTHOCTH U 00pabOTKA TaHHBIX)

2. http://www.un.org - Caiitt OOH UHupopmarimoHHO-KOMMYHHUKAITMOHHBIC TEXHOJIOTHH

3. http://www.intuit.ru — latepHeT-YHUBepcuteT KOMIBIOTEPHBIX TEXHOIOTHIA.
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