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IHosicHUTEBHAA 3aIIMCKA

MeTtoauueckre peKOMEHIAIMN K BBIMOJTHEHHUIO MPAKTHUECKUX paboT Mo
JUCLUTIIINHE «Uudopmartukay IpeIHa3HAYCHbI JUTSI OpraHu3aluu
CaMOCTOSITENIbHOM pabOThl CTYAEHTOB IE€PBOTO Kypca OYHOIO OTAEICHUS
cneruanbHocTd 35.02.08 DuexkTpupuKanus U aBTOMATHU3ALMS CEJIbCKOIO
X034/ CTBA.

[TpakTueckne padbOThl MO3BOJSIOT 3aKPENUTh, CUCTEMATU3UPOBATH U
OTIPEETUTh YPOBEHb 3HAHUN U YMEHUH MO TeMaM JuciuIuinHbl « MTHpopMaTukay.

M3y4yuB TEOpPETHYECKUMM MaTEepHall, BBIIIOJHHUB IPAKTUYECKUE U
KOHTPOJIMPYIOIINE 3a/laHusl, CTyAEHT Oyner o0jaaaTh yCTOMYMBBIMU 3HAHUSIMM,
YMEHUSIMH U HaBBIKAMHU MCIOJIb30BaHUSI KOMIIBIOTEPHBIX TEXHOJIOTUHN B Oyaymiei
npo(hecCuOHANBHOM JesATENbHOCTH.

[lepen BbINOJHEHUEM CTYyACHTAMHU IPAKTUYECKOM pabOThI IPENoJaBaTeb
IIPOBOJUT HHCTPYKTaX IO BBINOJHEHUIO 3aJaHUs, KOTOPBIA BKJIIOYAET LEJb
3aJJaHusl, €ro COJIep’KaHue, BpEMs BBINOJIHEHUS, OPUEHTHUPOBOYHBIH OO0BEM
paboThl, OCHOBHBIE TPEOOBAHUS K Pe3yJibTaTaM padOThl, KPUTEPUU OLIEHKU TECTa
Y IPAKTUYECKOTO BBITIOJHEHUS 3a/1aHHUS.

Bce Bompockl TecTta M BapHaHTbl OTBETOB BBIBOJATCS B CIy4ailHOM
nopsake. [lporpamma TectupoBaHusi paOOTaeT B CBOOOJHOM peXUME, TJe
TECTUPYEMBI MOXXET OTBEYaTh HA BONPOCHl B JII0OOOM MOCIEI0BATENIbHOCTH,
NEPEXOIUTh (BO3BpaIIaThCA) K JHOOOMY BOIPOCY CaMOCTOSTENBbHO. B Tecre
OPEeIyCMOTPEHbl  CIEAYIOLIME  THUMbl  3aJaHuil:  OAMHOYHBIA  BBIOOD,
MHO>KECTBEHHBII BbIOOP, YCTAHOBJIEHUE IMIOCJIEI0BATEILHOCTH, YCTAHOBJIECHUE

COOTBCTCTBUA.



KpnTepnn OII€CHKH BBLINMOJHCHHBIX 3anaHnﬁ H CTCIICHU OBJIAACHUSA

3aIIAHMPOBAHHBIX YMEHM I

Kpurepun oLleHKU BBINOJHEHUS 3aJaHUI 110 TPAKTUYECKUM padoTaM:

Onenka

TpeOoBaHMsI K 3HAHUSM

OTJINYHO

OneHka «OTJIMYHO» BBICTABISETCA OOydYarOLIEMYCsl, €CJIM OH ITyOOKO
U TPOYHO YCBOWJI IPOIPAaMMHBIM MaTepual, HCUYEPIbIBAIOIIE,
IIOCJIEZI0BATENBHO, YETKO U JIOTMYECKH CTPOMHO €ro M3J1aracT, yMeeT
TECHO YBS3bIBATH TEOPHUIO C IMPAKTHKOH, CBOOOTHO CIIPABISETCS C
BOIIpOCAMM U JAPYTUMHU BUJAMHM INPUMEHEHUs 3HAHUN, NPUYEM HE
3aTPYIOHAETCS C OTBETOM IIPU BUJIOM3MEHEHUM BOIIPOCOB, HCIIOJIB3YET
B OTBETE MaTepual HOPMaTHUBHO-IIPABOBOW JIUTEPATYypHl, NMPABUIBHO
00OCHOBBIBAET IIPUHATOE PELLICHHE.

XOpOLIO

OneHka «XOpOIIO» BBICTABIIETCS OOy4aroleMycs, €CIM OH TBEPIO
3HAeT MaTepuai, FPaMOTHO U 110 CYIIECTBY M3JIaraeT €ro, He JOoIycKas
CYLIECTBEHHBIX HETOYHOCTEM B OTBET€ Ha BOIPOC, IPaBUIBHO
IIPUMEHSIET TEOPETUUYECKUE TOJOKEHUS MIPU PELICHUH MPaKTHYECKUX
BOIIPOCOB, BJaJ€eT HEOOXOAMMBIMM HAaBbIKAMU M IIPUEMaMHU HX
BBINOJIHEHUS.

YIOBJIETBOPUTEIILHO

OneHka «yJOBJIETBOPUTEIHHOY» BBICTABIACTCA OOYYarolIeMycs, €Cld
OH MMEET 3HaHHUs TOJIBKO OCHOBHOTO MarepHala, HO HE YCBOWJ €ro
JeTaned, JONyCKaeT HETOYHOCTH, HEIOCTATOYHO IPAaBUJIbHBIE
(GOpMyJIMPOBKH, HapYyIIEHUs JIOTUYECKOW MOCIEeI0BAaTEIbHOCTH B
M3JI0’KEHUHU TIPOrpaMMHOI0 MaTepuara.

HCYHOBJICTBOPUTCIILHO

OlleHKa «HEYIOBIETBOPUTEIHHO» BBICTABIIACTCS OO0yYaromeMycs,
KOTOpPBIA HE 3HAET 3HAYMTENIBHOW 4YacTU MPOrPaMMHOr0 MaTepHala,
JOTYCKaeT CYIIECTBEHHBbIE OINUOKHU, HEYBEPEHHO, C OONBIIMMHU
3aTpyJHEHHUSAMH BBINONHSIET MpakTudyeckue paborel. Kak mpaswuio,
OIICHKA «HEYJIOBJIETBOPUTEIIBHO» CTABUTCS CTYJIEHTAaM, KOTOpbIE HE
MOTYT TIPOJOJKUTH OOydeHHe Oe3 IOTMOJHUTEIBHBIX 3aHITHH 110
COOTBETCTBYIOLIEH TUCIUTIIIMHE.




O01mmue MeToAM4YeCKHUEe PEKOMEHIAIUHU 110 OPTAHU3AUN U
NMPOBEJACHUI0 MPAKTHYECKUX PadoT

Kancz[oe MMPAKTHYCCKOC 3aHATHUC HAYHUHACTCA C OpPraHUu3allrMOHHOTIO
MOMCHTA, BKIIIOYAIOMICTO IIPOBCPKY ITOCCITACMOCTH, TOTOBHOCTHU 06y11a}0m14xc;1 K
3aHATHUIO.

[lepen HawasioM mnpenoaaBaTeNb CTaBUT MEpes OOY4YaIOMIMMUCS 3a/1auu,
IIPpOBOJUT 06HIHﬁ HHCTPYKTAXK I1O0 BBIITOJIHCHUIO BaﬂaHI/Iﬁ (TGXHI/IKG 0€e30IMacHOCTH
Ha pabodyem MecTe).

B xozae BpINOJIHEHMS 3aJaHUN MPENOAABATENb HANPABISAET, KOHCYJIBTUPYET
06yan0mec;1, IMPOBOAUT IIPOBCPKY 3HAaHUH U YMGHHﬁ, ACJIaCT aHaJIu3

BBITIOJTHEH U 3aJJaHus. 3aHITHE 3aKaHYMBACTCS OIIEHKOU pabOThl O0yJarOIIUXCS.



MeToauyecKkue peKOMeHIAIUN JJIsl TPAKTHYECKUX PadoT Mo Teme:
TexHosorun 00padoTKM TEKCTOBOI MH(OPMANH

Henn:
® PacCMOTPETh MOHATUS TEKCTOBOT'O PeIaKTOpa M TEKCTOBOTO IPOIIECCOpa;
® pacCMOTPETb OCHOBHBIE BO3MOXKHOCTH TEKCTOBOTO pEIakTopa U TEKCTOBOIO
npoiieccopa;
® paccMOTpeTh IpaBmiia 0POPMIICHHUSI TEKCTOBBIX JIOKYMEHTOB;
® BBECTH M 3aKpPCIUTh IMOHATUS PEAAKTUPOBAHUSA U (HOPMATUPOBAHMS;

3agaun:
Ooyuaromue:
®  PAcCMOTPETh NOHSTHS TEKCTOBOIO PEAAKTOPA U TEKCTOBOT'O MPOLIECCOPA;
® DPAcCMOTPETh OCHOBHBIE BO3MOXHOCTM TEKCTOBOTO pPENAaKTOpa M  TEKCTOBOIO
IIpoLeccopa;
® paccMOTpeTh NpaBuiia 0(hOPMIIEHHUS TEKCTOBBIX JOKYMEHTOB,;
® BBECTHU U 3aKPENUTh MOHATUS PEIAKTUPOBAHUA U (POPMATHUPOBAHHUS;
PasBuBaromme:
e pa3BUTHE YMEHHUS 00paOOTKH U MPEICTaBICHUS TEKCTOBOM HH(pOpMAINH;
e B XO0Ae peuieHUs oOpa3oBaTENIbHBIX 3aJad CO3/4aTh YCJIOBUA JJIsl  Pa3BUTHUA
MBICIIUTENILHON €ATEIbHOCTH yUallluXCs;
e CrocoOCTBOBAaTh Pa3BUTHIO [103HABATEIbHON AKTUBHOCTHU yUallIUXCs;
® paclIMpeHue Kpyro3opa;
® DPa3BUTHE HABBIKOB CAMOKOHTPOJIS U B3aUMOKOHTPOJIS.
BocnurareiabHnbie:
e crocobcTBOBaTh  (POPMHUPOBAHUIO  YCTOMYMBOIO HMHTEpeca K  HCIIOJIb30BAHUIO
MH(OPMaLIMOHHBIX TEXHOJIOTHH B Oynyiiel npodhecCuOHaIbHON NesSTeIbHOCTH;
e BOCNHMTaHKWE UHPOPMALTMOHHOMN KYJIBTYpHI;
e BOCIHMTAHHWE BHUMATEIILHOCTH;

® BOCHHUTAHWEC aKKYPATHOCTH.

Xon npakTH4eckoii padorbI:

1. OTBeTHTH Ha BONPOCHI BXOJHOI0 KOHTPOJIS:

e Kak yacto BaM mpuUxouTcs paboTarhk ¢ TeKCTOBOM MH(popmanueii? B yem 3akmouaercs
3Ta pabora?

e Kakue TeKCTOBbIE JOKYMEHThI BaM MPUXOAUTCS CO37aBaTh?

e JlioasM Kakux npodeccuii HeoOX0IMMO YMEHHE padoTaTh C TEKCTOBBIMHU JTOKYMEHTaMU?
B kakux chepax nesrensHoctu? [lepeuncnure 3Tu chepsl 1eATETLHOCTH U MPO(ECCUH.

e [IpuBenurte npuMepsl TEKCTOBBIX JOKYMEHTOB.

2. O3HAKOMHTBHCS ¢ KPATKHMHU TEOPeTHYECKUMU CBEIeHUsIMM.

Paccmorpenne noHATHI pelaKTHPOBAHUA U GOPMAaTUPOBAHUSA
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Peoaxmuposanue - nporiecc U3MEHEHHSI COACPKAHKS TEKCTOBOTO JIOKYMCHTA.

Dopmamuposanue - Tporecc OoGOpMIECHUS JOKYMEHTa B COOTBETCTBHH C
TpeOOBAHUSIMU.

[IpaBriia ohopMIIEHHI TEKCTOBBIX VIEOHBIX JOKYMEHTOB

TexkcroBoli y4eOHBIH JOKYMEHT O(OpMIIIETCS B COOTBETCTBHH C «OO0muMHU
TpeboBaHUsAMHU K TeKCTOBBIM AokymeHTam» ['OCT 2.105-79, TOCT 3.1127-93, TOCT P 34.11-
94, TOCT P 6.30-2003 nu CT C3B 2667-79.

TexcToBON y4eOHBIM TOKYMEHT JOJKEH OBITh OTIEYaTaH Ha MpUHTEpe (Ha OJHOU
CTOpOHE JIMCTA) Ha CTaHJAAPTHBIX JHCTax Oenoit Oymaru dopmara A4 (210X297 mm) mpudTom
14 (12).

B mevaTtHOM BapuaHTe OTYET JOJDKEH OBITh OTHEYaTaH 4epe3 OJUH (JOIMyCcKaeTcs
[I0JITOPA) MEKCTPOUHBIX HHTEpBAJIA.

ITo Bcem ueThlpeM CTOPOHAM JIUCTA CIEAYET OCTAaBUTh IOJISA: pazMep JieBoro noss 30
MM, MPaBOTo 15 MM, BEpXHET0 U HUKHETO 1oJiel He MeHee 20 M.

TexkcToBble TOKYMEHTHI OGOPMISIOT B BHAE COPOLIIOPOBAHHOW MOSCHUTEIBHOMN
3aMUCKH.

B ckBO3HYI0 HyMepaIiio CTpaHUILl BKIFOYAIOTCS MPUIIOKEHUS U CIHCOK JIUTEPaTyphl, a
TaK)Ke WCIIOJTHCHHBIC HA OTACIBHBIX JINCTAX PHUCYHKH, TpauKu, TuarpaMmbl, TaOJIHIBI H
KOMITbIOTEpHBIE pacnieyaTku popmata A4.)

PaccmoTpeHue NOHATHIT TEKCTOBOr0 PeIaKTOPa U TEKCTOBOIO Mpoleccopa

Hokymenm — 370 3adUKCHpOBaHHAs Ha MaTEPHAIBLHOM HOCHTEIC WH(POpPMALUs C
PEKBU3UTAMHU, TIO3BOJISAONIAs €€ uaAeHTUGUIUpoBaTh. (Pedepanvhsiii 3akon « 06 ungopmayuu,
unpopmamuzayuu u 3auume uHpopmayuuy)

TexcToBBIN peakTop — TO MPHUKJIaJHAs IporpaMMma JAjsl CO3/IaHus, PeIaKTHPOBAHUS,
dbopMaTupOBaHUs, COXpPAaHEHHUS U OPTaHU3AINH [Te9aTH TEKCTOBOTO JOKYMEHTA.

[TpocThie TEKCTOBBIE PEOAKTOPBI (HAMpUMEp, cTaHmapTHoe mnpwiiokerue Windows
BIOKHOT) TMO3BONSIOT PpPEAAKTHPOBATH TEKCT, a TaKKe OCYIIECTBIATh IpOCTeHiee
¢dbopmaTupoBanue mpudTa.

Bonee coBepiieHHbIE TEKCTOBBIE pemakTopsl (Hampumep, Microsoft Word wu
OpenOffice.org Writer), koTopble Ha3bIBalOT TEKCTOBBIMH MPOIECCOPAMH, MMEIOT IIHPOKHIMA
CHEKTP BO3MOXKHOCTEH MO CO3JaHHI0 JIOKYMEHTOB (BCTaBKa CIUCKOB M TaOJMI, CpelcTBa
npoBepku opdorpaduu, NCIOIB30BaHNE CTUJIEH U IA0JIOHOB Ip.).

Ha3nauenue u ocHoBHBbIe Bo3MOxkHOcTH MS WORD

CampIM OOJIBIIMM TIO CBOMM BO3MOXHOCTSIMU 70 cuX mop cuuraercs MS Word —
TEKCTOBBIH Ipolieccop 0T komnanuu Microsoft.

Bo3moscnocmu, xkotopsie ipeocTaniseT nmporpamma Microsoft Word:

1. BO3MOXXHOCTH CO37aBaTh HOBBIH JOKYMEHT, MCTOJB3Yys MPU ATOM MmabioHbl. CTOUT
YTOYHHUTH, YTO CIOJIa BXOJAT TaKWe IIA0JOHBI, KOTOPbIE MOTYT HCIIONB30BATHCS JUIS
CO3aHUSI CTAHIAPTHBIX MUCEM, TTO3APABUTEIBHBIX 3aMUCOK, (PAKCOB, OTYETOB U JPYTUX
JIOKYMEHTOB.

2. B03MOXXHOCTH OJTHOBPEMEHHO OTKPBIBATh U padOTaTh HE C OJTHUM YHCIIOM JOKYMEHTOB.

3. ABTOMaTHYECKH MPOBEPATH opdhorpaduio, CTHIIMCTHKY U TPAMMATHKY TIPH BBOJIE TEKCTa
B IOKYMEHT.



10.

11.

12.
13.

14.

B03MOKHOCTh aBTOMAaTHYECKHE KOPPEKTHPOBATH OIMHMOKH, KOTOpBIE OOJBINE BCETO
MOBTOPSIIOTCSI B HAIIICAHHOM.

Brurodaet B ce0s paciiipeHHbIe BO3MOKHOCTH 10 JOPMATHPOBAHUIO JOKYMEHTA.

MS Word, B oiinure ot WordPad, mo3Bosisier BbIpaBHHUBATh JOKYMEHT 110 000MM Kpasim
(wmu  TO  TEHTPYy), a TaKXKe TNPEJOCTaBIsET BO3MOXKHOCTh  HCIOJIb30BaTh
MHOTOKOJIOHOYHYIO BEPCTKY.

B03M0OKHOCTh IPUMEHSTH CTHIIH [UIsE OBICTPOTO (hOPMATHPOBAHUS JIOKYMEHTA.
[IpenocraBisseT  BO3MOXKHOCTH 110  aBTOMAaTH3allMd  BBOJA  CTAaHJAPTHBIX |
MIOBTOPSIFOLIMXCS 3JIEMEHTOB TEKCTA.

Brirouaer B cebst yqoOHbIE MeEXaHW3MBI IO pabOTe CO CHOCKaMH, CChUIKaMH,
KOJIOHTUTYJIaMH.

[To3Bomsier BKJIIOYATh B TEKCT JJIEMEHTHI, KOTOpPbIE OBUTM CO3JaHBl B JPYTUX
nporpammax, Bxomsammx B Microsoft Office: snexTpoHHBIE TaOmUIBI, TrpaduUecKue
n3zo0paxenus unu ¢pororpaduu, rpaQuKy, BUACOU300paKEHUS, 3BYKH U MHOTOE JIPYTOE.
B03MOXHOCTh TMOATOTaBJIMBATH THIIEPTEKCTOBBIC JIOKYMEHTHI Internet u mpocThbie
AJIEKTPOHHBIC TAOJIUIIBL.

B03M0OKHOCTh aBTOMATHYECKHE CO3/IaBaTh YKA3aTeNIU M OTJIaBJIICHUE IOKYMEHTA.
B03MOXHOCTB ISl OTIIPAaBKH TOTOBOTO JOKyMEHTa cpasy u3 Word'a Mo 3JIeKTpOHHOM
MOYTE WK K€ IPYTOMY YeJIOBEKY WIIH MPEANPUATHIO Ha (akc.

ConepXuT BCTpOECHHYIO 00BEMHYIO CUCTEMY ITOMOIIH U MacTep MOJICKA30K.

Coueranue KJIABHUIII

PaccMoTpuM BO3MOXKHBIC COUETaHUS KJIABHII B TEKCTOBOM mporieccope MSWord

HeiicTrBue CoueTaHue KJaBUII

e [lepexoa B HA4aJIO CTPOKH. HOME

e [Jlepexox B KOHEL CTPOKH. END

e [lepexon Ha OMH 3HAK BJIEBO WX BIIPABO. CTPEJIKA BJIEBO/BITPABO
e [lepexon Ha OHO CIIOBO BIIEBO. CTRL+CTPEJIKA BJIEBO
e [lepexon Ha OHO CIIOBO BIIPABO. CTRL+CTPEJIKA BITPABO

e Brijermenne nian oTMEHA BBIJICICHUS SHIFT+CTPEJIKA BJIEBO

OZHOT'O 3HaKa CJICBa OT Kypcopa.

Brinenenue wim oTMeHa BBIICIICHUS SHIFT+CTPEJIKA BIIPABO

OJTHOTO 3HaKa CIIpaBa OT Kypcopa.

Brinenenue mim oTMeHa BBIICIIEHUS CTRL+SHIFT+CTPEJIKA BJIEBO

OJTHOTO CJIOBA CJIeBa OT Kypcopa.

Brinenenue niu orMeHa CTRL+SHIFT+CTPEJIKA BITPABO

OJTHOTO CJIOBa CIpaBa OT Kypcopa.

Brienenue gpparmenta ot SHIFT+HOME

[0 HavaJla CTPOKH.

Briienenue gpparmMenTa ot Kypcopa SHIFT+END

[0 KOHIIa CTPOKH.

AG3anHbIi oTCTYI TAB



Bepxnuii peructp (3ariaBHble OYKBBI) CAPS LOCK

Coznanue Hepa3phIBHOTO Tpoodena. CTRL + SHIFT + ITPOBEJI
Co3zanne Hepa3pbIBHOTO Aeduca. CTRL + SHIFT + AE®UC
Jlo6aBiieHHE MOTY)KUPHOTO HAYEPTAHUS. CTRL+B

Job6aBiieHre KypCUBHOT'O HaUYEpTaHUSI. CTRL +1

JobaBiienne nmoguepKuBaHuUs. CTRL+U

YMeHbIIIeHHEe 3HAYCHHsI pa3Mepa CTRL + SHIFT + <

mpudTa Ha OJIUH.

YBenuueHue 3HaUeHUs pa3Mepa CTRL + SHIFT + >

mpudTa Ha OJIUH.

KonupoBaHue BbIJIEIEHHOTO TEKCTA CTRL+C

WM 00BEKTA.

Bripe3anue BbIICIIEHHOTO TEKCTA CTRL + X

Wi 00bEKTA.

BceraBka Tekcra uiam 00ObEKTA. CTRL+V
OTMeHa NOoCHeIHEro JeUCTBHA. CTRL+Z
[ToBTOp MOCHEAHETO AEUCTBUSI. CTRL+Y

PaccmoTpenne okHa TeKCTOBOIro npoueccopa Word

PaccmorpuM okHO. Bbl BHaWTE, 4YTO OCHOBHBIE CTPYKTYPHBIE OJJIEMEHTHI OKHA

TCKCTOBOI'O IIponeccopa Word Te KE, 4TO U CTPYKTYPHBIC 3JICMCHTBI OKOH PAaCCMATPUBACMBIX

HaMU paHee IPYTruX PeaakTOPOB.

Hepez[ BaMH OKHO TCKCTOBOI'O IIpoHeccopa Word. DnemeHThI NpEAJIOKCHHOI'O CITMCKa

HY)XXHO pacCIloJIO)KUTh B YKa3bIBACMOM TOPAJKE. T.e. HaIIpOTUB HOMEpa YKa3bIBAEMOT'O

9JICMCHTA CJIICAYCT IMOCTaBUTh HOMECP C COOTBECTCTBYIOIIMM HA3BAHUCM.

KOHTpOJII)HbIe BOITPOCHI

10.

1.

Ha3zoBute 0CHOBHBIE OOBEKTHI JOKYMEHTA!

CUMBOJT — MUHHMAJIBHBIA 2JIEMEHT TEKCTOBOTO IOKYMEHTA

CnoBo - ... Ctpoka - ... A63ar - ... Ctpanuna - ... Pazgen - ...

Kakue ocHOBHBIE ITapaMeTpbl CHMBOJIOB BBl MOXKETE Ha3BaTh? - ...

Kak HacTpouThb OCHOBHbBIE MapaMeTpbl cHUMBOJIOB? Kakue merde BOCHPUHHMAIOTCS
4eJI0BEYECKUM I1a30M?

Kakue ocHOBHBIE TapaMeTpbl a03a1leB Bbl MOKETE Ha3BaTh?

Kak HacTpouTh OCHOBHBIE TapaMeTphl ab3a1eB?

Kakune ocHOBHBIE TapaMeTpsl CTPAHUI] BBl MOXKeTe Ha3BaTh? (pasmep Oymazu, opuenmayus
cmpanuysl, NOJis)

Kakue HocuTenu BO3MOXKHO UCIIONB30BATh JJIsl XPAaHEHUS! TEKCTOBBIX TOKYMEHTOB?
Kakoe Ha3BaHue MOMy4niIM JOKYMEHTHI, XpaHsiuecs Ha BuHuectepe, CD, DVD, flash?
Yro ke CIYKUT AT CO3JJaHUs TEKCTOBBIX JIOKyMEHTOB?

Kakue TpeboBanus, mpeabspisieMble K 0QOpPMIICHUIO JOKYMEHTA BBl 3HaeTe?



MeToauueckune PECKOMECHIANNA NI IPAKTHICCKHX paﬁoT Imo TeMe:

PeﬂaKTHpOBaHI/Ie TEKCTOBOI'0 TOKYMCHTA

Lesb: HayyuTh BBINOJHATH BBOA M PEAAKTHPOBAHUE TEKCTOB, OCBOMTH HECKOJIBKO
npuéMOB BBIJCIICHUSI U TepeMelieHust (parMeHToB TEKCTa uepe3 Oydep oOMeHa, M3MEHATh
CTPYKTYPY U BHEIIHUH BUJ JOKYMEHTA C TOMOIIBIO 3ar0JI0BKOB.
3agaun:

Ooyuaronue:
® paccMOTPETh OCHOBHBIE BO3MOXXHOCTH TEKCTOBOTO MPOLIECCOPA;
® paccMOTpeTh npaBuiia 0(hOPMIICHHUS TEKCTOBBIX TOKYMEHTOB;

Pa3zeuBaromue:
® pa3BUTHE YMEHHs 00pabOTKH M MPECTaBICHUS TEKCTOBOM HH(OpMaInu;
e B XoJe pemeHus o0Opa3oBaTENbHBIX 3aJad Co3JaTh YCJIOBHS [UII  pPa3BUTHUA
MI)ICJII/ITGJIBHOI;'I JCSATCIIBHOCTHU yqanmxca;
® CriocoOCTBOBAThH PA3BUTHIO TIO3HABATEILHOW AKTHBHOCTH YJAIIUXCS;
® pacuIMpeHue Kpyro3opa;

® DPA3BUTHEC HABBIKOB CAMOKOHTPOJIA U B3AMMOKOHTPOJIA.

BocnuraresbHbie:
e crnocobcTtBoBaTh  (POPMHUPOBAHUIO  YCTOWYMBOIO HMHTEpeca K  HCHOJIb30BaHUIO
MH(POPMALMOHHBIX TEXHOJIOTUN B Oyymiei mpohecCHoHabHON AEITEIbHOCTH;
e BOCHUTAaHUE MH()OPMAIIMOHHON KYJIbTYPBHI;
e BOCIMTAHWE BHUMATEIILHOCTH;

® BOCHHUTAHWEC aKKYPATHOCTH.

Xoa npakTu4eckoii padoTbI:

1. 3anmycture TekcToBslit poreccop Word 2013 (2010).

2. YOenurtech, 4TO BKIIOYCHA PYCCKas packiajka KIIaBHATyphl. B MpOTHBHOM ciydae
MIEIKHUTE TIO yKa3aTeio s3bIKa Ha TaHETd WHAWKAIWA U BHIOEPUTE B OTKPBIBIIEMCS MEHIO
yHKT Pycckuii.

3. BBeauTe ¢ kinaBuaTypbl TEKCT CIEAYIOLIETO COAEPIKAHUS:

Tskeanlid mammuaa T — 10

Caapnoit kopryc Tanka T — 10 umen cnoxnyro kopoGuaryio Gpopmy ¢ J1000BOM 4acTbio B
dopme «iryubero Hoca». bopra — cocraBHble, M3 BepXHEH HAKJIOHHOM M HIDKHEH THYTOU
yacTteid. BepxHuii KOpMOBOH IUCT KOpmyca ObLI BBIMOJHEH OTKHIHBIM — JUIsl 0OecriedeHwHsI
JIOCTyTla K arperataM TpaHCMHUCCHUM. J[HWINE Kopmyca IITaMIIOBaHHOE, KOPBITOOOpPa3HOM
dbopwmpbl. B 3aaHei yacTy (1o CUIIOBOM mepeaadeil) THUIIE TII0CKOE.

bamas — nurtas, oO0TexkaeMod (OpPMBI C TEPEMEHHBIMH yrjaMH HaKJIOHA CTEHOK |
nepeMeHHo TommuHon — oT 250 MM B HocoBOM Wactu 1m0 40 MM Ha JUTOM YaCTH KPBIIIH.
bamns ycranaBnuBasiach Ha IIAPUKOBOW OMOPE HAJZl BBHIPE30OM MOAOANMICHHOTO JIUCTA KPBIIIH
KOpIyca TaHKa.

[lepenusis yacTh Kpbllld OaliHU OTIWBAjach 3a0JHO C KOPIyCOM OaimH, a 3aaHss
W3rOoTaBIMBajgach W3 OpPOHEBOrO JHMCTa W BBapUBAlIach B KpbINy. B 3ToM nmcre cmpasa
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pacrioylarajicst JIIOK 3apspKarollero, Haj KOTOPbIM MOHTHUPOBAJIACh YCTAHOBKA 3EHUTHOIO
nynemera. CreBa pacrosaraics JIIOK, HaJl KOTOPBIM pa3Mellanach KOMaHIUpCcKas OarleHka.

BeinoJsinure ciaenywomee popmaTupoBaHHue JOKYMEHTA:

1. Boigenute ciioBo mammHa (/{60tinoti wenyox no ciogy) v 3aMEHUTE €ro Ha CJIOBO
TaHK

2. Beinenure nepsyto crpoky (Vemanosume ykazamens mvluiu ciesa mak, 4moovl
cmpenKka yKasvleana Ha cmpokry u wénknume mviuvio). YcraHosure: pudrt 18, sxupHblid,
KYPCHB, IO LICHTPY, NpUNIOAHATHIA, u€pHbli (['maBHas~ Hlpudr)

3. Beinenure ab3am: nepBoiit ([[{énknume €60t KHONKOU Mbluiu NO NEPEOM) CILO8Y
a6zaya u naxemume Shiftu ne omnyckas ezo wénxknume no nocieonemy crogy abzaya), BTOpoi
(yvemanosume yrkazamenv mbiuiu creéa om abzaya max, ymobvl CmpenKa yKasvledanid Ha He2o U
08adcObl WenKHUme 1esoll KHonkou muiwu), Tpetuid (Tpusicovl wénkuume 1e6oii KHONKOLU
Mbluu no aobomy ciosy abzaya)

4. Otdopmarupyiite mnepBbId ad3al: BBIIENWTE TMEPBBIA ab3am JOOBIM U3
PacCMOTPEHHBIX METOOB, BEIPABHMBAsSI 10 LIMPUHE, KpacHast cTpoka — 1 cm (I'maBHas ~ AG3ar
~» Orctynsl U uHTepBadbl ~* Otctyn ~» IlepBas ctpoka ~* 1 cm ~#OK), MeXIycTpOUHBIHA
uHTepBal — nonytopHelid (['maBHas ~» A63an ~» Otctynbl U uHTEpBaibl ~* MHTepBanm ~»
Mexnayctpounsnii ~ 1,5 crpoku ~ OK), unrepBan nepex ad3anem 12nt (mynkroB) (I'maBHas
~> A63ar ~* Otcrynsl 1 uHTEpBaibl ~ UHTepBan ~ [lepen ~» 12 nt ~» OK), mpudt 14 (kerip
mpudra), Arial

5. Cxomnupyiite popmarupoBaHue nepBoro adzana Ha Apyrue (Bolioerume nepewiii
absay, naxcmume Knonky Popmam no obpaszyy, 6 epynne bygep obmena menio Inasnas,
npooenaiime my dice NoC1e008amMelbHOCIb Onepayuil OJis 8Mopo2o U mpemve2o ad3ayes)

6. Otdopmarupyiite mnepBoe NPEAJOKEHHE: BbLICIUTE MEPBOE IMPEATIOKEHUE
(LL{énxknume negoti KHONKOU Myl no nepeomy ciosy abzaya, naxcmume Shiftu ne omnyckas
€20 WENKHUme no nocieoHemy Cl108y npedylodCeHus) U yCTAHOBUTE KypCUB

7. Bropoe npeanoxenue: Boiaenaute ero (nasxcmume na kiasuuty Ctrl, wénknume
no 110060M) Cl08Y NPedlodiceHUsl) U YCTAaHOBUTE YKUPHBIN

8. OcymectBuTe (GopMaTUPOBAHUE OCTANBHBIX TMPEINIOKECHUN: (8bldenatime ux
YOOOHBIM 0151 8aC CROCOOOM)

a) Tperbe — MoTYEPKHYTOEC

b) UYerBéproe — wuHTepBan paspsokéHHbIl ([maBHas ~* Ilpudt ~* HWuHrepBan

~»uTepBan~ Pazpsoxénnsiii~ OK)
c) Ilaroe — wpudt yromwtenusii (I'mapnas ~» Ulpudr ~»pudt~> BugonsmeHenune ~
Yromnennsiii *~* OK)

d) Ilecroe — mom4epkHYTh BOJHHUCTOW nuHUEH cuHero uBera (ImaBmas ~* Ilpudr
~>[Hpudt~> [oguépkrupanue (BbIOEpUTE BOTHUCTYIO 4epTy) ~* L[BeT momauépKkuBaHus
(cunmii) ~ OK)

e) Cempmoe — tum mpudra ComicSansMS, ycTaHOBHTH Bce OYKBBI NPEATIOKECHUS

nponucHbiMU(I maBHas ~ [lpudt ~» Peructp~* Bee nponucHbie)

f) BocbMmoe — un mpugra Garamond

g) Hesstoe — Book Antiqua

h) Jecsroe — Arial Narrow

10. Beigenure cioBa OamrHs u OamHu KpacHbIM 1BeToM (I'maBnas ~ Illpudrt ~» Iser
Tekcta ~* KpacHblif)
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10. CxonupyiTe MepBhIid a03all U BCTaBbTE €r0 B KOHIIE JOKYMEHTa U OCYIIECTBHUTE
npocTaHoBKY 3aroioBka (['maBnas ~» Ctunu ~* BeienenHas uurara)

11. Cwmectute, mociaeAoBaTelbHO BBIACHSS, BBEPX M BHU3 (uUepenys), HCIHOJIb3Ys
HAJICTPOYHBIH M TIOJCTPOYHBIN 3HAKM CIEAYIOIIME CIOBOCOYETAHHMS TEKCTa: KOpPOOYaTyIO
dbopMy, KOPMOBOW JIHCT, IIAPUKOBOH OMOPE, dYacTh KpBIINIM, 3CHUTHOTO IyIeMETa,
komangupckas Oamenka (I'maBnas ~Llpudr~Hanctpounsni 3nak (IlogcTpounslii 3HAK)).
[TocnenoBaTenbHO BBIACISAS CMEIIEHHBIC CI0BA, IPUMEHUTE K HUM 3aTUBKY I1BeTa OpaHKeBhIi,
akteHt 6 (I'maBHas ~*A63an~*3anuBka ~» OpaHKeBbIi, aKIEHT 6)

12. OcymiectBute 3amMeHy OYKB: «K» Ha «M» BO BTOpPOM ab3ane, MNpeAaBapUTeiIbHO
BeiiesiuB ero (I'maBHas ~*PenmaktupoBanme~*3ameHuTh"*HaiiT (BBeauTe OYKBY «K») "
3ameHuTh Ha (BBemuTe OYKBY «M») ~* 3aMmeHHTHh BcE€). OOpaTuTe BHMMaHUE HA KOJUYECTBO
MIPOU3BEIEHHBIX 3aMEH.

13. Beimenure 4erBEpTHIH ab3all M ocylmiecTBUTE TOHMCK OykB «H» (I'aBHas
~»PenaktupoBanne~*3amenuTb*Halitn (BBeautre OykBy «H») ~* Haiitu B " Tekymui
¢dparmenT). CkolbKO OYKB «H» B TeKCTe JaHHOTO a03ana? OcylecTBUTE MOUCK U MOACYET OyKB
«O», «II», «P» B TEKCTE JAHHOTO ab3aria.

14. BeigenuB TEKCT, yCTAHOBUTE ISl HETO 3epKaIbHBIE OTCTYIIBI CIIpaBa M cieBa o 1 cm
(I'maBuas ~*A63an~Otctynsl 1 uHTEpBaIBI~*OTcTyn ~* Ciea ~* 1 cm ~» (Cmpasa) ~ 1 cm =
3epkanbpHble oTcTynbl ~*OK)

15. BbimenwB TEKCT, YCTAHOBHWTE [UIsi HEro BhIpaBHUBaHWUE 1o mupuHe (I'maBHas
~»A63an~+Ilo mmpune)

OcHOBHbIE COYeTAHHUS KIABHII, HEOOXOAMMBIE 1JIsl PA0OTHI ¢ TEKCTOM:

Ctrl + A (yuuTbIBasi aHTTIMICKYIO PACKIIAIKy) — TIO3BOJISICT BBIJCIUTH TEKCT LIEITUKOM

Ctrl + C (yuuTbIBasi aHIIIMHCKYIO PACKIIAAKYy) — IO3BOJISET CKOIUPOBATH BbIACICHHBIMN
TeKcT B Oydep oOmeHa

Ctrl + X— nmo3BosisieT BbIpe3aTh BbIACICHHBINA TEKCT

Ctrl + V- no3BoJisier BCTaBUTh TEKCT U3 Oydepa oOMeHa

Ctrl + Shift + C— mo3BossieT ocymiecTBUTh opmar mo oopasiry

Ctrl + B— mo3BoJIsIeT BBIICIUTH TEKCT MOTYKUPHBIM

Ctrl + |- mo3BOJISCT BBIICIUTH TEKCT KYPCHBOM

Ctrl + U— mo3BoJA€T BBIACTUTD TEKCT MOTYEPKHYTHIM

M3MeHeHne MeXTyCTpOUYHOT0 HHTEpBaa:

Ctrl +1 — unrepsan 1

Ctrl +5 — unrepBan B 1,5 ctpoku

Ctrl +2 — nBoitHo# HHTEpBAT

Ctrl + = mo3BoJsieT YCTAaHOBUTH MOJICTPOYHBIH 3HAK

Ctrl + Shift + + — mo3BosnsieT ycTaHOBUTH HAJCTPOUHBIH 3HAK
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MeToauueckue PECKOMECHIAUNUA NJIA NPAKTHICCKHX paﬁoT Imo TeMe:

Bo3MokKHOCTH JUHAMUYECKHUX (JIEKTPOHHBIX) TA0JIMIX

Leab padoThI:0CBOUTH OCHOBHBIE ONEpAIUH 110 CO3/IaHUIO, PEJAKTUPOBAHUIO U O(DOPMIICHUIO
3IEKTPOHHBIX Ta0JIHII, TOCTPOCHHUIO IPA(PUKOB U JUArpamMMm.

3amaun:
Oo0pa3zoBarteinbHbIe:
® - IPaKTUYECKOE MPUMEHEHUE U3Y4aeMOro MaTepHraa;

® - 3aKperuieHue 3HaHWMK OOmMX NpuHIMIOB padotel MS Excel m ymeHus cocTtaBisiTh
Ta0JIMLY JUIsl peIIeHNs] KOHKPETHON 3a/1auH;

® - HpI/IO6peTCHI/IC HaBbBIKOB B COCTaBJICHHU Ta6J'II/II_I pasHoro Tuiia, HMCIOIIUX
MMPAKTUYCCKYHO HAIIPABJIICHHOCTD.

PasBuBalommue:
® - pa3BUTHE HABHIKOB MHJMBUIYaJIbHOW U TPYIMIIOBOI MPAKTUYECKOM PabOTHI;
® - pPa3BUTUE CIIOCOOHOCTH JIOTUYECKU PACCYKIATh, J€JIaTh BHIBOIBI,

® - pa3BUTHE YMEHMUU NMPUMEHAITHh 3HAHUS JJIS PELUCHUS NPUKIAIHBIX 33/1a4 C MOMOILbIO
AJIEKTPOHHBIX TAOJIULL;

® - Pa3BUTHUC KOMMyHI/IKaTI/IBHOI\/JI KOMIICTCHIIUHU,

e - popmupoBanue HHPOPMALIMOHHOM KYIBTYPHI U TOTPEOHOCTH MIPHUOOPETEHUS 3HAHUM.

Bocnurareannas:
e - BOCIUTaHHUE TBOPUECKOTO MOX0/1a K paboTe, KeJlaHhe SKCIIEPUMEHTHPOBATD;

e - mpodeccHOHaJbHAs CaMOOPHMEHTAllMs U MOATOTOBKA CTYJIEHTOB K TPYJIOBOMH
JeATEIIbHOCTH

Xoa npakTH4eckoii padoThl

1. O3HaKOMUTBHCS ¢ METOJAMYECKUMHU YKA3aHUSIMU
2. BrinonHUTh 3a1aHE HA KOMITBIOTEPE, OTBETUTH HA BOIIPOCHI
3. Hanucats oTuer, caenaTh BBIBOJ K MPAKTUUYECKOM paboTe

OGopynoBanue, TpPUOOPBHI, AaNmapaTypa, MAaTepPHAJBI:IEPCOHAILHBI  KOMIIBIOTED,
nporpamma MSEXcel.

KpaTkue Teoperuyeckue cBeieHuUsI.

Hpe}ICTaBHeHI/Ie JaHHBIX B BHUAC IMPAMOYTOJIBHBIX Ta6J'H/IH SABJIISACTCS y2106HI)IM n
MPUBBIYHBIM. B Buae TaOIuI] MOXXHO O(DOPMIISITH JIEJIOBBIE JOKYMEHTHI: CUETa, HAKJIaJTHBIC,
BEAOMOCTH M IIpOUYcCE. 21.]'[5{ pa6OTBI ¢ TaOIMYHBIMHA JaHHBIMU MPEAHA3HAYCHbBI COBPCMCHHEIC
pOTpPaMMBbI, Ha3bIBa€MblC IJIEKTPOHHBIMHU TadauuamMu. [IpuMepoM 3JEKTPOHHBIX TaOJIHUI]
CITy’KaT 3JeKTpoHHbIe Tabauibl MS Excel.
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Bce nannbie Tabmuibl pasmemaroTcs B siueiikax. ColepKUMBIM STYECHKH MOXKET OBITh
TEKCT, YACJIOBOE 3HAUYCHHE WA (popmyIa.

BBOI[I/ITB AaHHBIC B JJICKTPOHHBLIC Ta6J'II/II_[BI MOXHO C IIOMOIIBIKO aBTO3aIlOJIHCHUA, a
TAKXXE HCIIOJIb3Yys APYruc€ IpUEMbl BCTABKH CTPOK U CTOJ'I6HOB HUJIN IIPUEMBI YIAJICHHSA CTPOK,
CTOJ'IGI_[OB U sdeek. TekcT W 4mcia pacCMaTpuBarOTCA KaK KOHCTAHTBI. U3MeHHUTh, MX MOXKHO
TOJIBKO ITIYTEM PCAAKTHPOBAHUA COOTBCTCTBYIOIIHUX SAYCCK. cI)OpM}/J'IbI K€ aBTOMATH4YCCKH
NEPECUYUTHIBAOT CBOX 3HAYCHUS, KaK TOJIBKO XOTsA OBI OIHWH UX OII€paHI ObUT H3MEHEH.

B Excel onepanuu mnepeMeiieHus W KONMHPOBAHUS JaHHBIX OCYIIECTBIISAETCS C
nomotnsio Drag-andDrop (,,meperamuts U Opocuts”) u Oydepa ooMena. J[ist KOMUpOBaHUS B
Excel wucrnosp3yercss Mapkep 3amoHCHHS — paMKa BBIICICHHS B IPAaBOM HIDKHEM YIIIY,
UMCIOINAsl  YTOJIIICHUE, HAllOMUHAIONIEe NPSAMOYTOJIbHUK. [Ipu moMomuM HEro MOXKHO
CKOITUPOBATH COJICPIKUMOE B COCETHUE STUCHKH.

dopmyJia — 3TO COBOKYITHOCTh OINEPaHIOB, COCIMHEHHBIX MEXAY COO0O0M 3HaKaMu
orepanuil ¥ Kpyribix ckoOok. OmepaHaoM MOXKET OBITh YHCIIO, TEKCT, JJOTUYHOE 3HAYCHHE,
aapec sueliku (cchlUika Ha s4eiky), pynkums. B dopmyrnax paznuuaroT apudmernyeckue
OIepalyy U ONEePALIMU OTHOILICHUH.

Excel nonyckaer apudmernueckue omepaiuu "+" — cioxenue, "-" — BbIYHUTAHUE,
"* _ ymuoxenwue,"/" — nenenue, """ — BO3BEACHUE B CTENCHD, ONEpPAIIMU OTHOIIEHHUI: ">"
yM b b b
— Oompie, "<" — MensbIe, "=" — paBHO, "<=" — MEHbIIIC WK PaBHO, ">=" — OOJbIIE WIN
paBHO, "<>" — He paBHO.

ApudmeTrrueckue ornepanyy U ONepalydyd OTHOIIEHUH BBIMOJIHIIOTCS HaJl YUCIOBBIMU
onepanaaMu. Haj TeKCcTOBBIMU oOmepaHaMH BBINONHSETCS €IWHCTBEHHas omepaius "&",
KOTOpasi K TEKCTy IEpBOro OIepaH]a MPUCOEIUHSAET TEKCT BTOPOro omepaHia. TeKCTOBbIE
KOHCTaHTHI B (pOpMyJie OTPaHUYMBAIOTCS IBOMHBIMU KaBblYKaMu. [Ipu BbIYMCIEHUN (HOPMYIIBI
CHavaJla BBIMOJIHAIOTCS ONEpaIlK B KPYIJIBIX CKOOKaxX, MOTOM apu(MeTHUecKue Oneparuu, 3a
HUMHU Ollepali OTHOUIEHUH.

Anpec siluelikM BKIIIOYAeT UMSI KOJOHKM M HOMEp CTpOKH. Anpeca siueek (CChUIKM Ha
A4YEHKN) MOXHO HCIOJB30BaTh B (opMyiax. Bo3MOXHBI OTHOCHTENbHBIE, AOCONIOTHBIE M
cMelaHHble ccbUlKU. CChIIKa, KOTOpas BKJIIOYAeT MMsI KOJIOHKM M HOMEpP CTPOKH, SIBJISETCS
oTHocuTenbHOU. [Ipu xKonupoBanuu Gopmyinbl, a TakKe peJaKTHUPOBAHUM JIMCTA TakKas CChLIKa
Oyner mMomuduIMpoBaTbcsi. B abCOMIOTHBIX CCBUIKAX Mepel WMEHEM KOJIOHKM U HOMEPOM
cTpoku crouT cuMmBOoN $. Takue CChUTKM He MOIUPHUUIUPYIOTCS. B CMeIIaHHBIX CChLIKax
abCOJIIOTHON SBJISIETCS] Ha3BaHHWE KOJIOHKU M OTHOCHTEIBHON — HOMEp CTPOKH, WIM HA00OPOT
(manpumep, $A1, A$1). B HuX MOTUpHUIHUPYETCs TOTBKO OTHOCHTENIbHAS YaCTh CCHUIKH.

B ¢opmyne moxkeT OBITH CCBhUIKA Ha JAUANa3oH suyeek. Jlnama3zoH MOXKET OBITh TOJBKO
IIPSAMOYTOJIBHBIM. YKa3blBas [UAIla30H s4YeeK, 3aJal0T agpec BEpXHEH JIEBOU SYCHKU U 4depes
JIBOETOYME — aJipec HIDKHEH mpaBoil sueiiku. Ecnu B ¢opmyse ecTb CChUIKM Ha siueikw,
KOTOpbIE HaXOJATCA Ha JPYroM JIMCTE, TO CCBbUIKA JOJDKHA COJAEp:KAaTb HMs JIUCTAa,
BOCKJINIIATEIIbHBIN 3HAK U aJIpec siYeUKu: Harpumep, auct! Al.
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dyukuuu.Excel comepxur 6omee 400 BecTpoeHHBIX QYHKIINN. DYHKIUSA UMEET UM U
CIHMCOK apryMEHTOB B KPYIJIBIX CKOOKax. ApryMeHTaMu MOTYT OBITh YMCIIOBBIC U TEKCTOBBIC
KOHCTAHTHI, H‘IeﬁKH, AUaIla30HbI AYCCK. HCKOTOpLIe (l)yHKI_II/II/I AOCTYIIHBI TOJIBKO TOr'Ja, KOIrJ1a
OTKPBITA COOTBETCTBYIOIIAs HAJACTPOMKA.

Beectn ¢yHkuuu B (opMyilny MOXKHO BPYYHYIO WIM C MCIIOJIB30BaHMEM MacTepa
byakuuid. [ pabotsl ¢ MmacTepoM (pyHKIIMH HaA0 HaXKaTh KHONKY Mactep GyHKIHNA MMaHeTn
MHCTpyMeHTOB CTaHJapTHasT WIM BBIIOJHUTb KoMaHny Bcmaeka - @yuxyuu. Ilpu 31OM
OTKpBIBAETCSl UANOroBoe OKHO Macrtep (yHKimil mar 1 u3 2, B KOTOPOM MOXXHO BBIOpATh
Kareroputo ¢pyHkuuid. [Ipu BeIOOpe Kareropuu B mosne OYHKIUS BBIBOAUTCS CIUCOK (DYHKITHIA
JAHHOH Kareropuu. B 3TOM crrcke MOXKHO BBIOpaTh HYXHYIO0 (YHKIHIO. B cTpoke cocTosHus
BBIBOAMTCS KPATKOE ONMCAHUE (PYHKITUH.

ITocne BbIOOpa pyHKIMM HAIO HaxaTh KHONKY Jlasnee, B pe3ynbTaTe 4yero OTKpoeTcs
OKHO muanora Macrep ¢yHKuui mar 2 u3 2, B KOTOPOM MOKHO YKa3aTh apryMEHTHI ()YHKIIUH.
B none 3navenue BHIBOAUTCS 3HaUeHHE (DYHKIMH MTPH yKa3aHHBIX apryMmeHTax. [locie HaxkaTus
KHONKH ['0TOBO (popMyIia BCTaBIIsAETCS B AKTUBHYIO SUCHKY.

JUis HarIsgHOrO TPEACTaBICHUS JAHHBIX, BXOJAALIMX B 3JEKTPOHHBIE TaOJIULBL,
ciykaT auarpammsl U rpadukd. OHH pa3MenaroTcs oObIYHO Ha pabodyeM JINCTE U MO3BOJISIOT
NPOBOJIUTh CPaBHEHHE IAaHHBIX, HAXOIMTh 3aKOHOMepHOCTH. EXCel mpemocraBnser mmpokue
BO3MOXXHOCTH B TIIOCTPOCHHM pAa3JIMYHBIX BUJOB JAMarpaMM (JMHEWYaThIX, KPYIOBbIX,
KOJIBLIEBBIX, JIETIECTKOBBIX U T.[I.).

HJ’IH IMOCTPOCHHUA JHUarpaMM BXOJAT B MCHIO MaCTep Auarpamm, rac BLI6I/IpaeTC$I THII
AuarpaMmbl, €€ 00bEeMHBII BApHUAHT, HAWAIIA30H MAJAHHBIX W YCTAHABJIIMBACTCSA HA3BAHUC
AuarpaMMbl 1 MCHACTCA IBCT. HpI/I HeO6XOI[I/IMOCTI/I )106aBJ'IHeTC$I JICTCHAAa — IIPAMOYT'OJIbHUK, B
KOTOpOfI INOMCIIArOTCA 0003HaYCHUS U HAa3BaHUS pAAOB JaHHBIX.

ITpu moctpoenuu rpapuka GyHKIMU CleoyeT BbIOpaTh THUIl AMArpaMMbl — TOUEUYHBIH,
CO 3HAUEHUSIMHU, COEMHEHHBIMU CTJIaKUBAIOIMMU JAHHBIMHU.

4. 3aganue
3aganue 1.

1. Banummre popmyisl o Bcem TpedoBanusm MSEXcel:

[y - =r]y -0 ) Uﬁij—ﬂb_ a ¥ -ab i

=08 - : _ , ]
x-1 l-x=  a-8 b a-b

2. CocrtaBbTe A1 3TUX GopMyI TaOIUILy 1Mo o0pasiy:
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A b C X
0,1 0,2 0,3 0,1

0,2
0,3
0,4

o0l AW DN

0,5

[98)

. 3anumute GhopMyity BeIYUCIICHHS B siuciiky E2 u ckonmpyiite B siueiiku E3:E6.
4. lo6aBbTe aOCONIOTHYIO apecaryio B HEOOXOIUMBIC STYCHKH.

5. CoxpaHuTe JOKYMEHT.

p=05¢ [lax-h)+clx—b
; o x—1

3a0anue 2. 3anumute  Qopmyiy o BCEM

tpeboBanusm MSEXcel. Paccunraiite 3Hauenue pynkuuu y st x ot 0 qo 1 ¢ marom 0,1 Ha
Jlucre2 Paboueii kauru. [locTpouts rpaduk GyHKIUHT Y(X).

A B C D E
1l a B C X y
2 01 0,2 0,3 0
0,1
4 0,2
11 1

3aoanue 3. VIMeroTcs JaHHBIE O MTPOJIaXKU Ta3€T B TPEX TOPTrOBBIX TOUKAX 3a HEIEIIO:

A B C D E F G i

JleHb
1 e [TonenensuukBropuuk (Cpena  [UerBepr [Iatauma |Cy606ota |Bockpecenbe
2 [Toukal |20 25 32 30 23 30 20

Touka 2 (33 28 25 25 22 25 20
4 |Touka3 |15 20 22 29 34 35 30

Buecute st ganneie Ha Jluct3 PabGodeit KHMTM U MOCTPOWTE THUCTOTpaMMy (CTOJIOYATYIO
Iyarpammy), Ha KOTopoil OynyT oToOpaskeHbl JaHHbIE Cpa3y 000 BCEX TPEX TOPTOBBIX TOUKAX.
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1. Cospaiite Tabmuiy B8 MSEXcel, 3amonnute ee qaHHBIMH.

2. Bwigenure O6mok kierok Al:H4, comepskammuii ganHbple i rpadudeckoid oOpaboTKu
([anHble pacnonaratorcs B cTpokax. IlepBas cTpoka BbIIEIEHHOIO OJIOKa SIBISETCS
CTpokoi X KOOpIUHAT (OTIOPHBIE TOUKH); CIEAYIOIINE TPU CTPOKH BBIJCICHHOTO 0JIOKa
cozepkar Y KOOPJMHATHI (BBICOTHI CTOJIOMKOB) TMAarpaMMBl.) M TOCTPONTE JUarpaMmy.

3. Ykaxure 3aroJoBOK auarpammsl: “Toprosis razeramu’.

3aodanue 4. TloctpoiiTe JIHHEWHYIO IUarpaMMy, OTPAXAIONIYI0 HW3MEHEHHE KOJIMYECTBA
MPOJAHHBIX ra3eT B TeUEHUE Heleau (CM. 3afaHue 3).

3aoanue 5. Ha ocHOBE TaOIUIIBI IPOJAXKH Ta3eT (CM. 3a7aHue 3) U MMOCTPOUTE IS Hee IPYCHYIO
muarpammy (cronbuatas nuarpaMma 2-oit Bua). Pe3ynbraTel paboThl COXpaHHTE.
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MeToauueckue PECKOMECHIAUNUA NJIA NPAKTHICCKHX paﬁoT Imo TeMe:

TexHosiorust 00padOTKU YUCI0BON MH(POPMATUT

Llesb padoTBI:0OCBOMTH OCHOBHBIE ONEpaLUU IO CO3JaHUIO, PEAAKTUPOBAHUIO U O(POPMIICHUIO
3JIEKTPOHHBIX TAOJIUL], HOCTPOCHUIO IPaMKOB U AUArPAMM.
3amaun:
Oo0pa3zoBarteinbHbIe:
® [IPAKTHYECKOE MPUMEHEHUE U3Yy4aeMOro MaTepHana;

e 3aKperieHHe 3HaHMK o0muX npuHIMIOB padorel MS Excel m ymenus crtpouthb
JarpaMMbl JJIsl pEIIeHUs] KOHKPETHOH 3a/1a4H;

° ano6peTeHHe HaBbIKOB B IIOCTPOCHHUA AHarpaMm pa3Horo TuHila, MMCHOIINUX
MMPAKTUYCCKYHO HAIIPABJIICHHOCTD.

PasBuBalommue:
® DPa3BUTHUE HABBIKOB MHAMBHUAYAIBHON U IPYNIIOBON MPAKTHUECKON paboOThI;
® pa3BUTHE CIIOCOOHOCTH JIOTUUECKH PACCYKIaTh, IEIaTh BHIBOIBI;

® pa3BUTHC YMCHUU TPUMEHSTH 3HAHHS I PEUICHUS MPHUKIAIHBIX 33734 C MOMOIIBIO
DJIEKTPOHHBIX TAOJIHIL;

® DA3BUTHC KOMMyHI/IKaTI/IBHOI\/JI KOMIICTCHIINH,

e (dopMupoBanue HHGHOPMALIMOHHON KYJIBTYpPhI U TOTPEOHOCTH PUOOPETEHHS 3HAHUIA.

Bocnurareannas:
e - BOCIUTAHHUE TBOPUECKOTO MOX0/1a K paboTe, ’KeJlaHhe SKCIIEPUMEHTHPOBATD;

e - mpodeccHOHaJbHAs CaMOOPHUEHTAllMs U TOJArOTOBKAa CTYJIEHTOB K TPYJIOBOM
JeATEIIbHOCTH

OOopynoBanue, mnpudopsl, anmaparypa, MaTepHAJbI:NIEPCOHAIBHBI  KOMIIBIOTED,
nporpamma MSEXcel.

Xoa npakTuyeckoii padoTbl
Teopernyeckni 10NMOJHUTEIbHBIN MaTepHaJl

3aganue Nel B anexmponnvix mabauyax onpenenute 3HaueHus Qynkumii yl, y2 u y3 mo
CIIeAYIOMMUM (hopMyTIam:

Yi(x)= 1 ((Za —3Ve +1)+ 2|c —]4) % ; nepemennas x € [1;10] ¢ marom +0,5
X 20—x o
koapdunuentsr @, 8 u C crenaiite a0COJTIOTHHIMH
CCBIJIIKAMH.

3nauenus ocu X 3a/1aliTe YePE3 KOHIMEKCINHOE MEHIO —
Hcxoonvie oannvie — Pso — [oonucu ocu X — (BO BKJIaIKe
HAIPOTHUB) IMOCTABBTE KYPCOP U B CBOCH TaOJIHIIE JaHHBIX

18 Brigenure 3Havenus X, OHU JOIDKHbI OTpasUThCS TaM, I
ObLT Kypcop.



Bla — 35|+ 4+/6 +20 +0,7¢*

V2(x) =
® 15-x°
3,5(\/Z+8—6—|10—c|j
X
Y3(x) =
@ 27 —x°

CBepbTe C KOHTPOJIBHBIM ITPUMEPOM CBOU PE3YJIbTaThI:
AOCOJIIOTHBIE  CCBLJIKH,

Ka. F4:
a |b |C
2518 |-3

npu BXOJAC B HHUX

3anaiite popmam OaHHbIX — YMCJIOBOM H
2 3HaKa mocJie 3ansAToM.

X yl y2 y3
1 2,58 5,53 -3,37
1,5 1,84 6,08 -3,91

Bamr rpaduk 10/mKeH ObITh TAKUM:

[Tokaxxute yuutento!

40,00

20,00

0,00 A

-20,00

-40,00

-60,00

-80,00

-100,00

MOJIb3YUTECH

Janee, moMeHsiiTe 3HaYeHUs @, 6 U ¢ Ha 17, 16 u -6 coorBeTcTBeHHO. OOpaTHTE BHUMAHUE,

KaK IIpU 9TOM IIOMCHAJIUCH PpaCUCThI U l"pa(bI/IKI/I.

3aganue Ne2 B onexmpounvix mabauyax onpenenurte 3HaueHus pyHkuui yl, y2 u y3 no
cienyomum Gopmynam:

V1(x) =

xg'(a+6)2 ]

a

X

2

nepemenHas x € [0,5; 6] c marom +0,5;

Vax)= & 7

x|a - 8|

Koadduimentsl a 1 B — a0COJTIOTHBIE CCHLIKH.

a b
-7 5

KoHTpoJbHbIii npumep:
X yl y2 y3
0,5 -0,33 -0,71 1,04
1 -0,80 -1,00 0,90
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V3(x) =

5,00 -

0,00 -

-5,00

-10,00
-15,00
-20,00

-25,00 -

] =
T
/
yl+ y2
x(a+6)
e -
\ ——



MeToauveckue peKOMEHAANNH VISl IPAKTHYECKUX PadoT Mo Teme:
Pa6ora ¢ pynkuusvu B IT. PaGora ¢ adCOMIOTHHIMM U OTHOCHUTEILHBIMHU CCHLIIKAMM.

Hean padoThl: npuoOpeTeHNE U 3aKPEIUICHUE NMPAKTUYECKUX HaBBIKOB paboTel B EXCEL
3apaun

Oo0pa3oBaTteinbHbIe:
e [IOBTOPHTH M 3aKPETIUTH OCHOBHBIE HABBIKK PAOOTHI C AJIEKTPOHHBIMH TAOIHIIAMH;

° HayLII/ITCﬂHpI/IMeHHTB COBpPEMEHHOC IIporpaMmMHOC obecreyeHune B pEeUICHUN
HECTaHJApPTHBIX 3a/1a4.

e BeipaboraTh yMeHUS IPUMEHEHUS TOJIYYE€HHBIX 3HAHUN Ha MPAKTUKE;

e CTUMYyIUPOBaTh UHTEPEC CTYACHTOB K JAHHOW TeM€ U Y4eOHOM IPOIIECCE B IIEJIOM,
Pa3BuBaromme:

e Pa3BuBaTh AIrOPUTMHYECKOE MBIIIICHUE, YMEHUE BbIICIATH IT1aBHOE;

e Pa3BuTHE YMEHUS OLCHUBATH PE3YJIbTAThl BHIIIOJHEHHBIX ICHCTBUI,

e Pa3BuTHE YMEHHMS NPUMEHATH MOJYYEHHBIE 3HAHUSA MPU PELICHUM 3a]a4 Pa3InvHON
HaIpPaBJICHHOCTH,

e PaszBurtue ymeHus Moab30BaThCs MPEIOKEHHBIMU HHCTPYMEHTAMH.

e Pacuimputs Kpyroszop cTyJeHTOB;

e Pa3BuTHE MO3HABATEIILHOIO MHTEPECA Ha YpOKax MHPOPMATUKU

BocnurarenabHble:

e BocnuteiBaTh JOOPOCOBECTHOE OTHOIICHHE K TPYAY, HHUIIMATUBHOCTh, YBEPEHHOCTH B
CBOUX CHJIAX.

e BocnurteBaTh y CTy/IEHTOB YMEHUE y4acTBOBATh B AUAJIOre, OTCTAUBATh CBOIO MO3UIIHIO,
CTPEMIIEHHE K B3aMMOTIOHUMAaHUIO

e [loOykxnaTh CTYIEHTOB K B3aUMOKOHTPOJIO, BBI3BaTh IMOTPEOHOCTH B OOOCHOBAaHUU
CBOMX BBICKA3bIBaHHII.

OGopynoBaHue, NPUOOPHI, amNmaparypa, MaTepHAJIbl: NEPCOHAJIbHBI KOMNBLIOTED,
nporpamma MS Excel.

Teopernyeckasi 4acThb.

VY kaxno suelku ectb cBod ajgpec. OH OJHO3HAYHO OIPEAEISAETCS HOMEpaMu
CTOJIOla U CTPOKH, TO €CTb, umeHnem sAuetiku. CyleCTBYeT OTHOCUTENbHas U aOCONIOTHAs
aapecanus sueek. [Ipu oTHOCUTENBHON ajpecaluy BO BpeMsl aBTOMAaTHYECKOTO 3alOJHEHUS U
KOIMPOBAHUS a/ipeca siueeK U3MEHSIFOTCSI.

OpHako WHOTJAa BO3HMKAIOT CHUTyallUM, KOTJa IMpHU 3alojiHEHHe s4yeeK (opMyIoi
HEOOXOUMO COXPaHUTb abCconomublll  aopec A4eliku €cCl, HaIpuMep, OHa COIEPKUT
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3HAYCHHE, HMCIOJIb3yeMOE INPH IMOCIECAYIOMNX BBIUUCICHUAX B JIPYTHX CTPOKAX M CTOJIOIAX.
Jdns Toro dToOBl 3agaTh CCBUIKY Ha SUYCHKY Kak a0CONIIOTHYIO, HaIo 3aJaTh Iepej
0003Ha4YeHHEM HOMEepa CTOJIONA UIIK HOMEpa CTPOKU CUM BOJT «$»

Taxum 0O6pa3om, cchlIKa Ha sSUelKy, HarpuMep Al, MoxeT ObITh 3amucaHa B popmysie
yetelpbMsi criocobamu Al, $A1, A$1 u $A$1. Ilpu 3anonHeHuu sueexk (HopMysol Kak
OTHOCHUTEJBbHAS pacCMaTPUBACTCS TOJIBKO TA YacTh aJpeca, Iepe]] KOTOpoil HeT cuMBouia «$».

3ananue 1:

3anyctuth EXCEL.
Coznmate TabnuMIy A MOJACYETa CTOMMOCTH TSATH KOMIBIOTEPOB, €CIIH CTOMMOCTH
Y3JIOB JIaeTcs B J0JIIapax.

Haxnannas
OdunmanbHpIT Kypc
JoJutapa
Ile C
. HlarMeHOBAHIC cHa, Ha, pyo. ;);1(1;1%0 yMMa, ;
yO0.
CucTeMHBIH 010K =C
00 6*$D$3
JTucrei
50
KnaBuarypa
0
[TpunTEp
50
Cxanep
00
3ByKOBas KapTa
5
\%0311008
Kospuk
Cymma:

Kypcop ycranoButh B siueiiky Al u HaOpate "Hakmagnas", pasmep mpudra 14,
MOJTY’)KUPHBIN KYpCHUB.

Boinenuts stueiiku Al-F6 u Ha manenu uHCTpyMeHTOB "d®opMaTupoBaHHE" HaXaTh
KHOTKY "OOBbeMHUTE U IOMECTUTD B LIeHTpe'".

Kypcop ycranoBuTts B sueiiky A3 u Habpath "Kypc nomnapa"

ypcop y y P ype It p

Beinenute sueiiku A3-C3 1 Ha maHenu MHCTpYyMeHTOB "dopmatupoBaHHe" HaKaTh

KHOTIKY "OOBeTMHUTH ¥ IOMECTUTH B IIEHTpE".

B saueiiky D3 3anectu opunmanbHelii Kype gosuiapa.
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B saeiixy A5 3anecute NoeNe., B B5 -" HaumenoBanue" u T.11.

3anoMHUTH TAOJIUILY U 3aHECTU B STYCUKHU pacUeTHBIE POPMYIIBL.

YcTaHOBHTE BHEITHUE U BHYTPEHHUE TPAHUIIBI TAOTHIIBL.

YcranoButh daaxok «®Daitm\[lapamerper\lononaaurtensro\[lokaszaTe mapameTpsl JUist
cieayroniero jucra\llokaspiBaTh GOPMYIIbI, @ HE UX 3HAYCHUS.

Y6parts nokas popmyi.

[TepeiiTu Ha nUCT 2

CozpmaTh SJEKTPOHHYIO TaOnMIly pacuera CTOMMOCTH OeH3MHa Ui Ipoe3/ia Ha
aBToMoOmiIe U3 MockBbl B croiuilel rocyaapcts CHI'. OCHOBHBIMH JaHHBIMH IS pacuera
ciyXart: pacxoj aBromoOuinem OeH3uHa Ha 100xkM myTH, 1eHa 1 1 OeH3WHA, pacCTOSIHHE OT
MOCKBBI 10 TOPOJIOB.

YcTaHOBUTH Kypcop B KiIeTKY Al 1 3aHECTH TEKCT:

Croumocts 6en3uHa 11 npoeszna 3 MOCKBBI

Mapka aBToMoOuUIIS. BA3
2110

Pacxoxn 6ensuna Ha 100 xm, JI. 8
Ilena 1 1 GensuHa, pyo. 31
Kypc nommapa

Topoza Paccrosinue n3 | CTouMocCTh CtoumocCTh

MocKBBI OeH3uHa, pyo. | OcH3MHA, $

Tannuu 650

Pura 500

Bunbaioc 450

MuHCck 320

Kues 1100

EpeBan 3100

baky 2600

Tounucu 2420

Acrana 2500

Amxaban 4050

Jymran6e 4750

Jlnst onpesieneHns CTOMMOCTH O€H3MHa HY)KHO IyTh pa3aenuts Ha 100, yMHOXHUTH Ha
BeNIMUYMHY pacxozaa OensuHa Ha 100 kM myTu (aOcomtoTHast agpecalysi) U YMHOXKUTH Ha IieHy |
11 Oen3uHa (abCoNOTHAS apecarus)

YcTaHoBHUTE BHEUTHHE U BHYTPEHHUE TPAHUIIbI TaOIHIIBL.

BriBenute Ha  3KpaH pacuetHbie  Gopmynbel.  (YcTaHOBUTH  (DIa)ox
«®Paitm\[Tapamerpsr\[{omonmautensHo\[loka3aTh napameTphl TUTS CIIEYIOIIETO
mucta\[loka3biBaTh HOPMYIIBL, @ HE UX 3HAYCHHUSI).

OTmMeEHUTD BBIBOJL bopmy. Yo6patb ¢maxok
«Daiim\[Tapamerpsr\lononaurensHo\[lokazats napameTphbl ISt CJIEYIOIIETO

mucta\[loka3biBaTh (OPMYIIBL, @ HE UX 3HAUCHHSI.
22



Breinenuts Bcto Tabnuity, HaunHas ¢ siueiku Al

Haxarp Ha kHonky "KonupoBars" Ha maHenu HMHCTpyMEHTOB (BOKpyr BbIIEIE€HHOTO
y4acTKa MOSIBJISIETCS LITPUXOBAst IMHUSA B BUJE OErarolluX MypaBbEB)

[lepeiitu Ha UCT 3 U yCTaHOBUTH Kypcop B stueiky Al

Haxatp Ha kHonky " BcTtaButh " Ha maHeI MHCTPYMEHTOB.

Haxatp ki1. ESC (OTMEHUTH BBIZICTICHUE).

[TepeiiTu Ha nuct 3

[Tepecuntats Tabmuy s apromoomins 3MJI-130 ¢ pacxomom 6en3una 35 1 Ha 100 kM
MyTHU U CTOUMOCTBIO OeH3uHa 6 pyo6. 3a 1 i1. JI7i 7TOro U3MEHUTh COJEPKUMOE SUEeK.

Coxpanuts kHury nog umeneM «IIP_Ne » B Bamieii nanke.

3aBepmuth padory B EXCEL.

3aganue 2:

Haiitu 3nauenne Y. X mnpunumaer 3HadeHuss or 0 no 1 c marom 0,1. Pe3ynbrarhl
MIPEJICTaBUThH B TAOJMYHOMN opme.

Y = A2 + B2
A =SIN (X)
B = COS (X)

IMopsinoK BHINOJIHEHHS 3aJaHUS.
1. Co3zparbk TabMUIly ¥ 3aHECTH pacdeTHbIC (HOPMYITHL.

X A=Sin(x) |B=Cos(x) |Y =A2+B?

0,1

0,9
1
Cymma

Cp.3HaueHue

1. Jlns HaxoXAEeHUsI CPeHETO 3HAUeHHsS HakaTh KHONKY "BcraBka ¢yHkumu'", BeIOpaTh
¢ynkuuu no tuny "Cratuctuyeckue', B mpaBoM okHe BbIOpaTh ¢pyHkimio "Cp3Hau'.
2. YcTaHOBUTE BHEUIHME U BHYTPEHHHE I'PaHHIIBI TAOIUIIbI

3. BrBeaute Ha 9KpaH pacyeTHbIe bopMyIBI. (YcranoBuTh braxxok
«Daitm\[Tapamerpsr\[JononauTtensHo\[ loka3aTh napameTpbl JUTSt CJIEIYIOILETrO
mucta\[loka3biBaTh HOPMYIIBL, @ HE UX 3HAUCHUSI).

4. Ornedaratb TaOIUILy ¢ HOpPMyTIaMH.

5. OTMeHHTH BBIBOI (hOPMYIL.

6. Jlus BceX cTOJIOIOB YCTAHOBHUTE YHCIIOBOW (hOpMAT C TpEeMs 3HAKAMH ITOCIIE 3aIIATOM.

7. Bwimenute Bce 3HaueHus B ctonOie X u ymanute nanabie. (k1. DELETE).

8. B cronbern X BBenute crmydaiineie uncna oT 0 mo 1. ( Kypcop Ha mepByro CTpoky u

Habpath popmyny = CJIYUC() u naxxate ENTER).
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9. Ilepekomnupyiite popmyny Bo Bce crpoku ctoiomna X. ( Kypcop ycTraHOBUTH B JIeBBIU
HIDKHUH YToJl si9eiiku ¢ (opMyJIoi, HaXaTh JIEBYIO KJIABHILY MBIIIN U HE OTIYCKas ee
MPOTAIIUTh KypCOp BHH3 JIO TIOCIIEIHEH CTPOKH).

10. HameuaTath Tabyuily Ha IpUHTEPE.

11. Beigenute nocieaHuii cronoer.

12. BcraBbTe nononHUTENbHBIN cTosOen st Z=A+B. (BcraBka / Ctonben).

13. ITomyuuTcs Tabauia ciaeayomero Buaa

X A=Sin(x) [B=Cos(x) |Z=A+B Y =A% + B2

Beenute dopmyny B mepByl0 sf4eilKy HOBOro CTOJOLIA M CKONUPYHTE BO BCE CTPOKHU

cTonomna.
BriBenute IIOKa3 bopmyL. (YcranoBuUTH ¢maxok
daiin\[Tapamerpsi\lonoaaureabao\llokasatsb mapameTpsl JUTA CIIEIYIOIIETO

mucta\[loka3piBaTh (OPMYIIBL, @ HE UX 3HAYCHUSI).

Otmenuts moka3 popmyin. (Cusre dnaxok «Paitn\[lapamerpei\Jononautensuo\llokasars
napameTpsl s cieyroiero jucra\llokassiBaTh GOpMYIIbI, @ HE UX 3HAYCHUS).
BbruucnuTh cyMMy KaxJ10ro ctojaoua.

Beruucnuth cpeiHee 3HaYeHHE KaXJ10To CTOJI01A.

CoxpaHuTb paboTy B Ballleil Mamke.

3asepinth padoty B EXCEL.

Jocuueckue pynkuyuu ¢ EXCEL:

ECJIA ( YcnoBue; Beipaxenue A; Beipaxenue B )

U (Ycnosue 1; VYcnosue 2 )

ECJIU (U (Ycnosue 1; VYcnosue 2 ); Beipaxxenue A; Bripaxxenue B)
WJIN (Ycnosue 1; VYcnosue 2 )

3aganue 3:

3anmyctuts EXCEL.

PemnTh cucteMy ypaBHEHUH M IPEICTABUTH B TAOIMYHON Gopme.

Y= { SIN (X), mma X>0.5
COS (X), mna X<=0.5
Ilopsinok BbINOJIHEHNS 3aJaHU.

Co3natp TabaMIly M 3aHECTH pacueTHbIE (POPMYIIBI.

Jdns 3anucu GOpMySBl ¢ YCIOBHEM HYXKHO INENKHYTH Mo KHomke fx (BcraBka ¢yHKIuH),
BbIOpaTh KaTeroputo «Jlornyeckue», «Ecmm», OK, B mepBoil cTpoke 3amucarh JOTHYECKOe
BBIPAXXEHHE, BO BTOPOW CTPOKE BBIPAXKEHHE, KOTOPOE YIOBJIETBOPSIET YCJIOBUIO, B TPEThEH —
BBIPAXXEHHE, KOTOPOE HE YJIOBJIETBOPSIET YCIOBUIO.

( Hammpumep, ecimu HY»HO 3amoHuTh cTonnber Y (X<=0.5) , a 3HaueHust X 3alHCAaHO B SUYCHKE
B3, To B mepBoii cTpoke HykHO 3amucath B3<=0.5, Bo BTOpoii - SIN(X), B TpeThbeill — 3HaK
npo0en B kaBblukax *“ 7. TeKCT Bcerja Hy»HO BBIBOJIUTH B KaBBIYKaX).

| X | SIN(X) | COS(x) | Y (X<=05) |Y (X>05) |
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B cronben X BBeauTe cirydaitabie yucia ot 0 1o 1.
3anecure B Ta0nUIly HOpMyIIBL.

YCTaHOBHUTH BHEITHUE W BHYTPEHHUE TPAHUIIBL.
BriBenure Ha JKpaH pacdeTHbIE (hopMyIIBI. (YcranoButh hraxxok
«Daitm\[Tapamerpsi\[{ononnuTtensHo\[ loka3aTh napameTpsl TUIS W1(913% 011 (SY0)
mucra\lloka3piBaTh POPMYIIBI, & HE UX 3HAYCHUSY).

Otmennts BoiBOI Gopmyi. (Cusare ¢unaxok «Daim\[lapamerpor\JonoaaurensHo\[lokaszaTh
napameTpsl 1S cieyroriero gucra\llokassiBaTh GOpMYITbl, a HE UX 3HAYCHUS.

YcranoBuTe 1oKa3 IByX 3HaKoB mocie 3amston. ( Dopmat /Dopmar stueek / Yuco /
CamocrosiTesibHast padora.

[lepeiiTu Ha nuct 2

Cosznath Tabnuiy «Tabenb ycreBaeMOCTH IS TISATH YETIOBCK.

Ecnu cpennmii 6an crynenrta Beimie 4. 5 W KOJIMYECTBO MPOIMYCKOB MEHbINE WM paBHO 10
yacam, To B croubue «Mrtor» BbiBecTH ‘3auer”. KonmuecTBO MpomycKoB BbIOMpaiite
city4aifHbIM 00pa3oM B uHTepBaiie ot 0 10 20 ¢ okpyrieHueM 10 OIMKalIIero meyioro.

= HEJIOE(CJTYUC()*20)

OrueHky 1o MpeMeTaM - LieJible CIy4aiHbIe Yuciia B UHTepBaiie oT 3 110 5

3anecTd B Ta0auLy (HOPMYJIBL.

YcTaHOBUTH 1TOKa3 (Gpopmyit.

Y6patb pexxum BeIBOIa (HOPMYII.

Tabenb ycieBaeMocTH

NeNe | ©.11.0 Matem. | @uzuka | 9BM | Cpen. ban | I[Iponycku | Utor

CamocrosiTeibHas padora.
[lepeiiTu Ha nuct 3
[TpomaBubl B 3aBUCUMOCTH OT OO0BbEMa MPOJAX MOJYy4arOT KOMHCCHOHHBIE B CIIEAYIOIIUX

pa3Mepax:
o 500 000 - 3%
ot 500000 o 750000 - 4%
ceeize 750 000 - 5%

Ecnmu o6vem mpogax npesbimiaer 1000 000 py6., To mpoaaBel Moay4YaeT MPEMUIO B pa3Mepe
50% ot cymmsl, npessimaromeit 1000 000 py6. Pemuts 3amauy st 10 mpogaBnoB B Buje
tabmuipl. O0beM Mpoaax BbIOMpalTe ciaydaiHbM oOpazom B uHTepBaie or 0 mo 1 500 000
py0. ¢ IByMs 3HaKaMU TIOCIIC 3aMsTOW B ICHE)KHOM (hopmare.

Coznarh TaOaUITy ISl HAUUCIICHUS 3apTUIaThI TIPOaBIIaM.

Pacuer 3apniarsi
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NeNe ®.1N.0. | O6béM mpomax

Komuccuonnsie

[Ipemus

Hroro

9

10

Hroro:

3anectu B TabauIy (OpMyIIbl M OTIEYaTaTh Ha MPUHTEpe TabIuIly ¢ popMyIaMu

Ilepe coxpaHUTh KHUTY B Balllei Mamke.
3asepiuth padoty B EXCEL.
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MeToauueckue PECKOMECHIAUNUA NJIA NPAKTHICCKHX paﬁoT Imo TeMe:

MS Power Point-mporpamma Jist CO31aHusI MPe3eHTaAIM i

Leas pa6orbi: l3yueHHe OCHOBHBIX (YHKIIMOHAJIBHBIX BO3MOYKHOCTEH IPOrPAaMMHOIO
o0ecrieyeHus1, MPETHA3HAYCHHOTO ISl CO3J[aHUs M JEMOHCTPAIMU 3JICKTPOHHBIX MPE3eHTANH,
[TpuoOpereHue MNPAKTUYECKMX HABBIKOB II0 KCIIOJIb30BAHUIO IPOrPAMMBI  [TOJTOTOBKH
MpEe3EHTalNI

MS PowerPoint u rpagudeckoro penakropa Microsoft Photo Editor.

3apaun

Oobpa3oBaresbHas:

e JaTb 3HAHHUA O MYJbTUMEIUNHOW KOMIBIOTEPHOM Ipe3eHTaluu, 00 OCHOBHBIX
BO3MOKHOCTSX mporpamMmbl Microsoft PowerPoint u

® J1aTh IPAKTUYECKHE HABBIKU PAOOTHI C MYJIbTUMEIUHHON KOMIIBIOTEPHON IIPE3EHTALUEH.
PasBuBaromas:

® DPa3BUBATb YMCHHC COCTABJIATH OTYCT O HpaKTI/I‘{eCKOﬁ pa60Te, I/IH(bOpMaI_II/IOHHYIO
KOMIICTCHTHOCTDb, AJITOPUTMHUYCCKOC MBbBIIIJIICHHUE, II03HABATCIBbHYHO AKTHUBHOCTb U
CTPCMIICHUC K CaMOO6y‘laCMOCTI/I CTYACHTOB.

BocnurarteanHas:

® BOCIUTHIBATh BHUMAHUE, AKKYPAaTHOCTb, 3CTETUUYECKUN BKYC, O€pEKIMBOE OTHOLLIEHHE K
KOMIIBIOTEPHON TEXHUKE U TPOrPaMMHOMY 00€CIIEUYEHHUIO.

OOopynoBanue, mnpudopbl, anmaparypa, MaTepHajbl: IEPCOHAIBHBII KOMIIBIOTED,
nporpamma MSPowerPoint.
Xon paboTsi:

1. CamocTosTeNnbHO U3YUYUTh TEOPETUUECKUE CBEACHUS.

2. BbINOTHUTH 33JJaHNUS TPAKTUYECKON paboThI

3. OTBeTUTHh Ha KOHTPOJIBHBIE BOIPOCHI

4. OdopMHTBH OTYET K IPAKTUYECKOI paboTe

ITopsinok BbINOJIHEHHS PadOTHI
1. CamocTosTenbHO U3yYUTh OCHOBHBIE CBEJICHHS O CO3JJaHUU AIIEKTPOHHBIX MPe3eHTaluN
2. BbIMOMHUTH 33JaHUS K IPAKTUYECKOH paboTe.
3. BBIIOMHUTH  WHIWUBUAyaTbHOE  3aJaHWE  COTJIACHO  BapWaHTy,  BBIJAHHOMY
IPENo/IaBaTeNIeM.
4. OcdopMHUTh OTUET MO pe3yIbTaTaM BHIIOJHEHUS UHIUBUIYaJbHOTO 3a/1aHUS.
5. 3amuTUTH pe3yabTaThl paboThlI.

Kpartkue TeopeTnyeckue cBeJeHust
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Co3nanue 2J1eKTPOHHBIX Npe3eHTanuil. TepMuHo0OruYecKuii cjioBapb

ABTO(Urypa - HabOp roToBBIX (UTYp, BKIIOHAIOUIMA B ceOs Takue (UIypbl Kak OBal,
MPSIMOYTOJIBHUK, (PUTYPHBIE CTPEIKH, BEIHOCKH U JIP.

AHHMMAaIUs — 3ByKOBOE WJIHM BU3YyaJIbHOE OOPMIICHHE, KOTOPOE MOXKHO J100aBUTh K TEKCTY HIIU
JIPYroMy OOBEKTY.

ATpuOYT — mapamMeTp TeKCTa WU OOBEKTa, KOTOPBIA MOXKET ObITh M3MEHEH C MOMOUIBIO
CPEIICTB PUCOBAHUS WM KOMaH/ MEHIO.

3anucHasi KHM:KKA — TO3BOJISIET BO BpeMsl JEMOHCTPALlUU TMPE3CHTAllMU eJaThb MOMETKH,
3aMe4aHusi, PUKCUPOBATH BOMPOCH! U HOBBIE UJICH.

HNHTepakTHBHBbIE Mpe3eHTAUMH — ITOCTPOSHBI HA JUAJIOTEe MOJb30BATENsl C KOMIBIOTEPOM, C
NPEOCTABICHUEM  II0JIb30BAaTENI0  BO3MOXKHOCTEH CaMOMYy HaxOJHUThb HYXHYIO €My
UH(POPMALIMIO U ITYTH €€ HaX0XKICHHS.

JIuHelinble Tpe3eHTAlMM — B HHU3 MarepHaj pPACHOJOXKEH IO MOpSAKY — Hayajio —
MIPOJIOJHKEHUE — 3aBEpIICHUE.

HenpepbiBHBIe Npe3eHTAUMH — CBOCOOpa3HbIe pekiaMHble poiuku. [IpeacraBisitor coOoii
3aBepIIEHHBIE HHPOPMAIIMOHHBIE TPOIYKTHI, IIUPOKO UCIOIB3yeMble Ha KCIO3HUIIMSIX.
O0JgacTb 3amMeTOK — 0071acThb B OOBIYHOM peXHME i1 BBOJAA 3aMETOK K claiijam,
pacrevyaTbiBaeéMbIX B PEKUME CTPAHHII 3aMETOK MIIM OTOOpa’kaeMbIX Ha dKpaHe B pekHMe BeO-
CTpaHUIIBI.

O0pa3sen caaiiioB — craiin, copepKaluii TaHHbIE 110 MPUMEHEHHOMY IIa0JIOHY 0(hOpMIICHUS,
BKJTIOYAs MapaMeTphl HIpru(TOB, pa3Mepsl U pa3MeIIeHUEe paMOK, mapaMeTpsl (hoHa I[BETOBBIC
CXEMBI.

O6wbekT — mobast purypa, HapucoBanHas B PowerPoint, a taxe jtobast rpaguka Wil PUCYHOK,
npeobpaszoBanubie B popmare PowerPoint.

IIpe3eHTanum co cHeHapusiMM — TpeEArojaraloT TOoKa3  CHaiioB, CHa0XEHHBIX
AHUMHUPOBAHHBIMH  OOBEKTaMH, BUJEOMATEPHAIOM, 3BYKOBBIM  CONPOBOXKICHHEM U
crietpdPexramu.

IIpou3BoJbHBIN MOKAa3 — TO3BOJISIET CO3/[aBaTh MPE3CHTAIMIO BHYTPH APYrod Npe3eHTAInH,
T.€. MOXXHO CTPYIIIHPOBATH OTIMYAIOIIUECS CIalAbl B OJHOW MPE3CHTAINH, MpeIHA3HAYCHHBIC
JUTSL Pa3HBIX ayTUTOPUH, TPUCBOUTH MM TPYIIIIOBOC UMS U TIEPEXOUTh K HUM BO BpeMsI IMOKa3a
CIIAaNJI0B.

IIporoTun — pamMka ¢ MyHKTUPHBIM KOHTYPOM, KOTOpasi 0TOOpa)kaeTcsi Ha CO3J1aBaeMOM caiijie
0003Ha4YaeT MecTo sl pa3MEeIeHHs TAKUX 00BEKTOB KaK 3aroJIOBOK Claii/ia, TeKCT, Juarpamma,
PHUCYHOK U JIp.

PamMkn (MecTO3amoTHUTENN) — TOJNS C ITYHKTHPHBIMH TPAaHUIAMH, SBIISIONINECS YacThIO
MaKeTOB OOJIBIIIMHCTBA CJIAN]IOB.

CmapT — Teru — 1aHHbIe, paclio3HAHHBIE M IIOMEUEHHBIE Kak 0cOOBIi THIl. [IpuMepom maHHBIX,
KOTOpBIE MOTYT OBITh pAaCIO3HAHBI M TIOMEUEHBI C TOMOIIBI0 CMApT — TEra, SIBISACTCS WUMS
MOJIb30BATEs.

CTpanuubl  3aMeTOK —  paclieyaTaHHbIE CTPAHHWIBI C  ABTOPCKMMH  3aMETKaMH,
PacToI0KEHHBIMU TIOJ] COOTBETCTBYIOIIUMHU MM CJIaii1aMu.

Yka3zareab — MEHSIET IIBET yKa3aTelsl MBIIIN WU TI03BOJISIET CIPATATH €T0.

Ynpapiasiomue KHOMKH — TOTOBBIE KHOMKH, KOTOPhIE MOYKHO TOOABUTHh B INPE3CHTALUIO U
HA3HAYUTh JUISI KHOIIKHM TUIIEPCCHUIKY.
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LIBeToBasi cxema — 3TO HaOOP U3 BOCHbMHU FAPMOHUYHO MOI00PAaHHBIX I[BETOB, UCIOJb3YEMBIX B
IPE3CHTAIHH.

Kpome Toro, mBeToBpie CXeMbl MOXKHO NMPUMEHATh B AMAarpaMMax M TaOIWIax, a Takxke JJIs
NepeKpauBaHys BCTABISIEMBIX B CJIai Il PUCYHKOB.

IIa6jonbl opopmieHuss — ¢daiin, comep)amuidi CTUIM TPE3CHTAIMU, BKJIIOYAs THIBI U
pa3Mepbl MapKepoB U MIPUPTOB, pa3Mephl U MOJIOKEHUE PaMOK, MapaMmeTpsl odopMieHus QoHa,
[[BETOBBIE CXEMBI U T.].

OcHoBHbBIE IPHEMBI padoThI ¢ mporpammoii PowerPoint

[TporpamMmma MOAroTOBKU mpe3eHTanmii POWerPoint - 3To cpeiacTBo MOArOTOBKH H
JIEMOHCTpPAIMU CIIaiiIOB, KOTOPhIE MOYKHO HalleyaTaTh Ha MPO3PAvYHbIX IUIEHKAX WM Ha Oymare,
a TaKkXke JIEeMOHCTPHPOBATh NPU TOMOIIM KOMIIBIOTEPHBIX INPOEKTOpOB. biaromaps 53Toii
IporpaMMe MOXHO TOJTOTOBUTH JI00OE BBICTYIUIEHHE M MPOBECTH €r0 Ha BHICOKOM YPOBHE C
NPUMEHEHUEM COBPEMEHHBIX TEXHOJIOTUH IEMOHCTPAIIUH LIBETHBIX CIIaliI0B.

ITporpamma PowerPoint ucrnione3zyer nomownux Office, KoTOpbIit 3apaHee onpenesnser,
TpeOyeTcs M MOMOIIb, IMpeajaras CHpaBKy B 3aBUCHMOCTH OT BBITIOJHSIEMOW B JIaHHBIM
MOMEHT paboThl. OTCeKUBas NEUCTBUS IMOJb30BatTeNs, [lomownux peaiaracT MyTd BbIXOAA
U3 3aTPYIHUTENbHBIX cuTyanuii. Hampumep, eciiu Bbl OCIEA0BATEIBHO BCTABISAECTE OJUH U TOT
)K€ PUCYHOK BO BCE€ Clainbl, [lomowHuk TPEMJIONKUT HAWIYYIIANA CIHOCOO0 — TOMECTUTH
PUCYHOK B 0Opaser claioB, YTO 00EeCleYnT aBTOMATHUYECKUI IOBTOP PUCYHKA Ha KaKIOM
cnaiine. Yepes [llomownuka MOXHO IOJIYYWUTh CIPaBKYy IO paboTe HporpaMM, a Takke
MOJIe3HBIE COBETHI MO BompocaMm Oojee 3()(HEKTUBHOTO HCIOIB30BAHUS BO3MOXKHOCTEH
nporpammbl  PowerPoint, HarisgHple NpUMEpbl M TOMIArOBBIE OMMCAHHS BBITOJIHCHHS
KOHKPETHBIX 33/1a4.

I[Tocrne 3amycka PowerPoint oTkpbIBaeTCss OCHOBHOE OKHO ITPOTPaMMbI M TOBEPX HETO —
JIMaJIOTOBOE HayajJbHOE OKHO (CM.pHCYHOK 1). OCHOBHOE OKHO BKJIIOYAET CTPOKY 3aroJioBKa,
CTPOKY MEHIO, TaHEeJIM UHCTPYMEHTOB, CTPOKY COCTOSIHUSI.

Microsoft PowerPoint - [T1peae Tau | =3
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Puc. 1 — Ctpykrypa okHa mporpammsl PowerPoint
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HavanpHoe OKHO coaepXHUT JABe o0O0JacTU: CO3/aTh MPE3EHTAMI0 U OTKPBITh
npe3eHTanuio. B mepBoit  o0nacTH  MpeanoyaraloTcs  pas3iMyYHbIe  CIOCOOBI  CO3/IaHUS
IIPE3CHTALAN:

Macmep asmocooepoicanusi — caMblii TETKHA cIOCO0 CO3/1aHUsT HOBOUM IMpE3EHTAIINH,
OH 3ampallvBaeT y TMOJb30BaTeNd HH(POPMALUIO, MOCIE Yero co3maéT Habop claiifoB 1o
YKa3aHHOW TeMe;

labnon ogopmnenus MO3BONSIET MPUMEHATH 3apaHee pa3paOOTaHHBIE CTPYKTYpHI,
[[BETOBbIE MNaIUTp U (OHBI IS CO3AaHMsA  Habopa CIIAaWI0B MO CTaHJAPTHBIM THIIAM
Mpe3eHTAlNH;

Hosas npezenmayus oTpbpIBaeT IMYCTOW XOJICT JUISl CO3AAHMSI Cllaiifjla U MPENCTaBISAET
0o0Jb11IE CBOOOBI II0JIB30BATENIO.

Jlig yno6crBa pabOThl HaJ IPE3EHTAUSAMU CYILECTBYIOT PA3HbIE PEKUMBI.

Peswcum cnaiioos. B 3ToM pexuMe co31al0Tcsl U KOPPEKTUPYIOTCA CIaiiibl, Ha KOTOPbIX
MO>KHO Pa3MECTUTh TEKCT, rpapuKy WK co3/aBaTh AUArPaMMBI.

Copmuposwux cnatioos. JIaHHBII pPEXUM TO3BOJIAET ONPEICIUTh OYEPEAHOCTH
MOSIBJICHUS CJAi/IOB Ha JKpaHe, a Takke A((exThl mpHu mepexoie OT claiija K crlaiiay B
Ipolecce MPe3eHTaIUH.

Pesxcum cmpanuy ¢ 3amemxamu. B 3TOM pexrMe BHUIHBI 3apaHee MOJArOTOBIICHHBIE
3aMETKM K KaxAoMy ciaiiny. 3aMeTKu OKa3bIBalOT IIOMOIIb BO BpeMs JOKIaJa WM
NPE3CeHTAINH, TI03BOJISS JOKIAMUNKY HE JepKaTh BCIO HYKHYI0 HHPOPMAIUIO y ce0s B ITaMSTH.

Pesxcum cmpyxkmypoi. ITOT peXUM HCHOIB3YETCSl JUIsl MOATOTOBKHM 3arojIOBKOB U
TEKCTa CJaiJIoB, a TaKke BbIOOpa Au3aiiHa odopmienus. I'padudeckre 00bEKTHI, AUATPAMMBI O
T.I. B 9TOM PEXHUME B CJai/Ibl HE BCTABISIOTCS.

Pesxcum noxasza cnaiioog. PexxuM MO3BOJNSET MPOCMOTPETH MPOLECC MPOXOKIACHHUS
IPEe3eHTAIHH.

Bce pexxuMbl BBI3BIBAIOTCS W3 pasfelia MEHI0 Bua uiam ¢ MOMOIIBIO KHOTOK,
PacIIoIOKEHHBIX B HU)KHEH YaCTH OCHOBHOT'O OKHA IIPOTPaMMBI.

Bo3Mo:kHOCTH MpOrpaMMBbl NPe3eHTaAIun

Crnaiigel, co3naBaemble ISl AJIEKTPOHHOW TMPE3EHTAlMHM, MOTYT COJEp)KaTh TEKCT,
JMarpaMMbl, PUCOBaHHBIE OOBEKTHl M (DUTYPHI, a TaKKe KAPTUHKH, CIall-(QHIbMBI, 3BYKH U
rpaduky, co3laHHbIE B APYTUX MPHIOKEHUSIX. B 2JeKTpOHHYIO MPE3EHTAIIMI0 MOYKHO BHOCHUTD
M3MEHEHUSI B TOCIEIHUNA MOMEHT; TEMII IIPE3ECHTAlMU PEryJIupyeTcs YCTAHOBKOW MHTEPBAJIOB
MOKa3a CJIaiiJIoB, a TaKe€ MCIOJIb30BAHWEM CIIECMAIIbHBIX MEPEXO0/0B MPU CMEHE CIailIoB U
aHUMallMM. OJIEKTPOHHYIO MPE3EHTAlMI0 MOXHO 3alyCTUTh B aBTOHOMHOM DEKHUME.
[Ipe3eHTaIMOHHYIO0 KOH(PEPEHIINIO MOKHO MTPOBECTH B CETH HA HECKOJIBKUX KOMIBIOTEPAX.

Jlnst co3maHusi AIEKTPOHHOW TMPE3EHTAllMd C MCIOJIB30BAHUEM IMPO3PAYHBIX TUICHOK
ClemyeT pacreyaTaTh Claibl Ha IUIGHKE B BUJIE Y€PHO-OENBIX WIIM IIBETHHIX CJAiiIoB, KaK B
KHIDKHOMU, TaK U B aTbOOMHOM OpUEHTAITUH.

[Ipe3eHTaIMI0 MOKHO MOATOTOBUTH C pacueToM ee AP(PEeKTHOTO MoKa3a Kak Ha IKpaHe
B I[BETE, TaK M Ha Oymare WM Ha MPO3payHOl TICHKE, T.€. B BUJIC MaTEPHAIIOB, pacriedaTaHHbIX
Ha JTa3epHOM MPUHTEPE (B OTTEHKAX CEpOM IIKAIbI U B 4epHO-OenoM Buie). [lepen mevarsro
BO3MOJKEH MpEABapUTENIbHBIA MPOCMOTpP MPE3EHTAIMH, a TAaK)KE€ BHECEHUE U3MEHEeHHWH. [[ns
00JIerYeHHs] TIPOBE/ICHUS MPE3CHTAIMK MPUCYTCTBYIOIINM MOKHO TIPEJICTAaBUTh Pa3aaTOYHBIN
MaTepuail — TeYaTHBIM BapUaHT MPE3CHTAINH, COJICPKAIINKA MO JBa, MO TPU WJIM IO IIECTh
clanoB Ha cTpanuie. KpoMe Toro, s 3puTeineil MOKHO pacredyaTaTh 3aMETKU JTOKJIaTUHKa.
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[MpesenTaruio MoxHO 0hOpMHUTH crienuanbHO st cetr Web, a 3aTeM coXpaHUTh ee B
oxHoM u3 WebcoBmectumbix hopmaros, Hanpumep B popmare HTML.

Macmep asmocodepacanusi POwerPoint momoraer BbIOpaTh OJWH M3 HECKOJIbKHUX
BCTPOCHHBIX MIA0JIOHOB COJCpPXKAaHUA, a TAKXKE NpEeJiaraeT MHTEPECHbIE UJEH OTHOCHUTEIHHO
CO3/1aBacMOi MPE3CHTAIMH, HAYaJbHOTO TEKCTa, (HOpPMATHPOBAHUS U OPTaHU3ALMUHU CIIANIOB.
[[Ta6ioHBl OXBATHIBAIOT IIUPOKUNA CIHEKTP TEM, B YAaCTHOCTH COBEIAaHHsA pPabOuYMX TPy,
UH(OPMALIMOHHBIE KHUOCKH, ITUIUIOMBI, auIIM, KaJleHIaph COOBITUM M Jake JAOMalIHhE
Webctpanwuipel. Kpome TOro, nmMeroTcsi mabiaoHBI, COAEPIKAIIME PECKOMEHIAIMK O BOMPOCY
METOJIOB TOBBIIIEHUS KayecTBa mpe3eHTanui. [Ipeanaraercs MHOKECTBO HOBBIX HIAOJIOHOB
pa3HOOOpPa3HOro XapakTepa, NPUMEHSEMbIX K claiiiaM, B TOM YHCIE PsJl aHUMalMOHHBIX
m1a0JIOHOB ¢ TOTOBOW aHuMMarmeid. MOXKHO BBIOpaTh OIpENEeNIeHHBIH CTHIIb O(OpPMIICHUS
npesentanmu. [lpenycMorpeHa crangapTHas pa3MeTKa IIa0iioHa craijga, Npu KOTOpOH B
KOKIOW 30HE ciaiiga OyJneT pacmojaraThCs OMPENeTICHHBIH BHI HHQOpPMAIMH, HampuMmep,
JyarpaMma TOJIbKO CIIpaBa, a TeKCT — CJIEBa.

Tak ke kak u B mporpamme Word, B PowerPoint Beimonusercst mpoBepka opdorpaduu
TEKCTa B XOJI€ €ro Habopa, U BO3MOYKHbBIE OLUTHOKU OTMEYAIOTCSI HETTOCPECTBEHHO B JOKYMEHTE.
[Ipy menuke OTMEYEHHOrO0 TEKCTa MPaBOM KHONKOW MBIIIM MPEAJIaraloTcss BapUaHTHI
IIPaBUJILHOTO HAIIMCAHUSI.

[Ipu nomomu kHonku <OTMEHUTH> Ha TAHETU UHCTPYMEHTOB Cmanoapmmuas MOXKHO
BBHIOpAaTh  JIEWCTBHE, KOTOpPOE CJeayeT OTMEeHUTh. llpenenpHoe uuMcIO  JIEHCTBHM,
OTCIIKMBAacMbIX B mporpamme PowerPoint Ha ciyyaii OTMEHBI, MOXXHO H3MEHUTH B
nuanoroBom okHe «IIpaBka» komanaoi MmeHto Cepsuc, [Tapamerpsl.

Knonka <WrtoroBslii cnaiin>, pazmeliaeMas Ha MaHelIu UHCTPYMEHTOB Copmuposuux
c1ati0os, TIO3BOJISIET CO3/IaBaTh UTOTOBBIN CIAaW[ A7 MPE3eHTALUU, C IPUMEHEHHEM 3ar0JIOBKOB
BBIOpPAaHHBIX CaioB. J[00aBUB B 3THU 3aroJIOBKM THUIEPCCBUIKH, HTOTOBBIA Clai]l MOXXHO
npeoOpa3oBaTh B ciaiifi moBecTku AHsA. C MOMOIIBIO ciaiijja MOBECTKH JIHS MOXHO OBICTPO
IIEPENTH B KOHKPETHBIN pa3ziell IPE3eHTALNH.

[ToMuMoO co3aHMA M PENAKTUPOBAHUS 3aMETOK B PEKHMME 3aMETOK B IpOrpaMme
PowerPoint umeercss BO3MOKHOCTh BKJIIOYATh B CJIAaWJbl 3aMETKH JOKJIAMYMKa B PEKHME
ClIaliloB W B pexuMe CTpykTypbl. Takum o0pazomM, MOXHO paboTaThb C 3aMeTKaMH
OJTHOBPEMEHHO C TEKCTOM M epagukol, coaepkamuMucss Ha crnaige. OKHO 3aMeToK
JOKJIaJYMKa OCTAE€TCA OTKPBITHIM — Ja)Ke IPH MEPEXOJE B IPYTroH claiiix — 0 TeX mop, MoKa
BBl CAMU €T0 HE 3aKpOeTe.

B pexxume ctpykTypsl PowerPoint mokaspiBaeT MHHHATIOpHOE M300pakeHHE Ciaija,
HaJ KOTOPBIM B JaHHBIH MOMEHT MPOU3BOIUTCS paboTa. DTa HOBasi BOZMOXHOCTh ITO3BOJISIET
HENOCPEJICTBEHHO OTCIIEKHUBATh XOJ 3all0JIHEHUS Claii/la TEKCTOM, YTOObl BOBpEMS IIEPEUTH Ha
HOBBII CIIANI.

Pexum yepHo-0enoro n3o0pakeHus MO3BOJISET MPOCMATPUBATh CIIali/Ibl P MeYaTH B
yepHO-OenoMm BapuanTe. [[ng mepexoja B JaHHBIM peXUM JOCTATOYHO MIEIKHYTh MO OOBEKTY
npaBoil KHomkoW MbImK. [Ipy 3TOM MOXXHO BHOCHUTH H3MEHEHHs B OOIIME IapaMeTpsl
JIOKyMEeHTa. BHOCUMBIE U3MEHEHHUsI HE OTPaXKarOTCS Ha 1[BETAX CJIANI0B IIPE3CHTALIUH.

B 251eKTpOHHYIO NPE3EHTALMI0O MOKHO BKJIKOYATh NPHUMEUYaHMs, HE INPOCMaTpuBas
COJIEP’)KUMOTO cinaii1oB. [IprMeyanust MOKHO CKPBITh, U3MEHUTH UX (GOpMY, a TaKXKe LBET MOJIA
npumeuyanuil. [Ipu gobasnenuu K cnaiily npuMeyaHusi IporpaMma aBTOMaTHUeCKd 0TOOpaXKaeT
NaHeJlb WHCTPYMEHTOB Peyenzuposanue. YToObl 3allOMHHUTH Kakoe-TMOO HaMepeHue, C
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MOMOUIbI0 3TOM MaHETd MOXKHO chOpPMYyNIHMpOBaTh 3aJady M OTHPAaBUTh €€ B MpPOrpammy
Microsoft Outlook. [To okoH4aHHK PaOOTHI HAZ 0030POM MPE3EHTALUH €€ MOXKHO OTIIPABUTH 110
AJIEKTPOHHOM TOYTE APYroMy mojib3oBaresto uepes Microsoft Outlook.

Jlnist co3AaHusl HOBOW MPE3EHTALNU HYKHO BBIOPATh MOJIOKEHHUE ITYCTast Pe3eHTaIHA.
[TosiButcst auanoroBoe okHO Co3maHue ciaia ¢ maauTpord u3 24 JOCTYIMHBIX MIAOJOHOB IS
CO3aHMsI PA3IMYHBbIX TUIOB cnaiifoB. [locine BbIOOpa OAHOTO M3 BUIOB CHAiiIOB HA IKpaHe
MOSIBUTCSL  COOTBETCTBYIOLIMI 1mabmoH. [lyis co3maHus cienyroliero ciaiia HeoOXOoIuMo
BBINIOJIHUTh KOMaHly BcrtaBka, HoBBIM ciaiif... U B OTKPBIBIIEMCS IOCIE 3TOr0 AUAJIOIOBOM
okHe Co3gaHue ciaiiia BeIOpaTh mabjioH HOBOTO ciaiija.

Jns ynanenust ciaija MCIOJIb3yeTCs KOMaHaa Y JainuTh ciaia B MeHro [IpaBka.

[Ipu co3manum HOBOW mHpe3eHTAlMM Ha Oasze mMIabioHa BBOJA TEKCTa IMPEACTABISCT
co0oii 3ameHy BCTaBlieHHBbIX POwerPoint aiieMeHTOB (MecTO3aoIHUTENIEH) Ha KaXIOM Cliaiie.
Ecnu e BbIOpaH MyCTOHN craiill, TO TEKCTOBbIE MOJS B HEM HYXXHO CO3/1aTh CAMOCTOSITENILHO C
oMolbio KoMaHel BeTaBka, Hannuce.

PenaktupoBanre BBEIEHHOIO TEKCTa OCYILIECTBIAETCS aHAJIOTMYHO PEJAKTHPOBAHUSA
TekcToB B WOrd, BBIICTUB MpeaBapUTEIbHO COOTBETCTBYIOIIUM TEKCTOBBIA (DparMeHT WIIH
TEKCTOBYIO 00JIaCTh.

Jia Toro 4troObl OT(OpPMAaTUPOBATH COOTBETCTBYIOIIMHA TEKCT, €ro TaKXe CHayaa
HY)KHO BBIJICJIUTh, @ 3aTEM NPHUMEHUTh COOTBETCTBYIOIIME KOMaH/bl MyHKTa MeHI0 dopmar:
lpudr, BeipasuuBanue, Muarepsansl..., ®on, Cnucok... u 1.1. [Ipsamoii goctyn Kk KoMaHIam
(dopMaTUpOBaHUS MOKHO MOJTYYUTh B KOHTEKCTHOM MEHIO TEKCTOBOT'O MOJIS.

Jliia BKItoueHus: TaOJHIl B CIIAll HYKHO MIETKHYTh Ha KHONKe J[00aBUTh Tabiuily Ha
naHelIu HHCTpyMeHToB DopMaTUpoBaHue WK BeIOpaTh koManay Tabnuia B MeHio BeraBka.

AKTUBH3UPOBaB TaOJMIy, MOXXKHO OCYIIECTBUTh €€ (opmarupoBaHHe C MOMOIIBIO
koMmauabl Tabnuna B meHto @opmart. Bknaaku ['panuisl, 3anuBka, Haagnuce mo3BosOT 3a/1aTh
netanu opopmIiieHUs TaOIUIIBL.

Jlst 6onee TOHKOM HACTPOMKHM BHJIa TaOIUIIEI HEOOXOAMMO BOCIIOIB30BATHCS TTAHEBIO
MHCTpYMEHTOB Tabnuiubl U rpaHuIlbl, KOTOpas BBI3BIBACTCS IIETYKOM HAa COOTBETCTBYIOIIEH
KHOIIKE Ha MaHeIu UHCTpyMeHToB CTaHaapTHasl.

PucyHok 11 cnaiiia MOXKHO CO3/aTh ¢ MOMOIIbIO TpaduiYecKoro peakTopa, a 3aTeM
IIOMECTUTh Ha ciaiii komaHaoi BcraBka, Pucynox, U3 ¢aiina... IIpomie Bocmosib30BaThCs
KOJUICKIIMeH PpHUCYHKOB, kortopas wmmeercs B Microsoft Office. Pucynku u3 koiuteximn
N00aBIIAIOT C TOMOIIBI0 KoMmaHabsl BceraBka, Pucynok, Kaprunku... Ha mnosBuBmemcs
muanoroBoit manean Microsoft Clip Gallery ortkpeiBaetcst komnekius pucynkoB Clip Art, B
KOTOPOM MO>XHO BbIOpaTh HY)KHBIM PUCYHOK IS Claija.

Jlns u3MeHeHust kapTuHOK u3 Koswiekiuu Clip Art ucnoss3yercs nanens Hactpoiika
n300paxeHusi, KoTopas BbI3biBaeTca KomaHnod Bun, [lanenu wunctpymenrtoB, Hactpoiika
M300paxKeHusl.

dopmMaTHPOBaHUE PUCYHKA OCYILECTBISETCS C MOMOILBIO IMAIoroBoro okHa dopmar
pucyHka. OKHO BBI3BIBAE€TCS KOMaHAON U3 KOHTEKCTHOIO MEHIO MJIU pa3jzena MeHto dopMmar.

Ha Briagke Pucynok B ob6mactu OOpe3ka MOXHO OTrpaHMYMBaTh 00J1aCTh
rpaduueckoro o0bekTa, oToOpakaeMyro Ha 3KpaHe, MyTéM BBOJIa pa3MepoB 00pe3aeMbIX MoJiei
B caHTuMeTpax. B obmactu UM300pakeHWe ¢ TMOMONIBIO JBMKKOBBIX PETYJISTOPOB
YCTaHaBIIMBAIOTCS SIPKOCTh M KOHTPACTHOCTh M300pakeHus. B moine LIBeT HaxoauTcsi CMCOK
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oMU I MpeoOpa3oBaHUsl PUCYHKa B YEPHO-OE0e M300paKEHHE WA B IMOIYNPO3PAYHYIO
MOJJIOKKY.

Co3nanue rpaduuecKkux U300paKeHNi Ha Cllaiijie OCYIIECTBIETCS C UCTIOIb30BAHUEM
NaHeJIN UHCTPYMEHTOB PrcoBaHue, ¢ TOMOIIBI0 KOTOPOH MOKHO U3MEHHTH IBET (DPUTYpPBI WIH
HAJMMCH, TOJIIIMHY U IIBET KOHTYPHOU JTMHHHU, J0OABUTh K Urype TeHb Win 00bEM. [l aToro
Gurypy WM HaANHUCh BBIAEISAIOT, a 3aTeM YKa3blBalOT BblOpaHHOe odopmienue. s
(dopmMaTupoBaHUs CO3JaHHOIO rpaduyeckoro oObeKTa ucnonb3yercs komanaa dopmar
aBTO(UTYPbI KOHTEKCTHOI'O MEHIO N300pakKeHUH.

Jlns npuaaHus Npe3eHTaluu 3aBepUIEHHOM (opMBel cienyeT co3gaTh €AMHBIN CTHIIb
CJIaliIOB: eIMHBIN (OH, OMUHAKOBBIN WIPU(PT U T.1. [ 3TOro HEOOXOAMMO BBECTH KOMaHIY
®opwmar, [IpumenuTs mabdnoH opopmiieHus... Ha nmosBuBIIeiics TUalOroBOi MaHeNu BHIOPATH
HNOIXOAAIINA CTHIIb M HaXKaTh KHOIKY [IpuMenuTs. Bee cnaiinel pa3paboTaHHON Mpe3eHTauu
[0JIyyaT BbIOpaHHBIN AHU3aiiH.

W3MeHUTh 1OCIENOBAaTENBHOCTh CHAMNOB B IPE3EHTAllMM MOXKHO B DPEKUME
COPTUPOBLIMKA CJIAlI0B, KOTOPBIN BBI3BIBACTCS U3 pa3fesa MeHIo Bun. B aToM pexxnMme ciaiisl
MOXKHO DAacCIOJIOKUTh B HYKHOM O4epénHOCTH OOBIYHBIM IIEPETACKUBAHUEM, a TaKXKe
CKONMMpoBaTh B Oydep, BbIpe3aTh, BCTaBUTh U3 Oydepa nin ynanuTs. Ecnu Bo Bpems Tokiana
HYXXHBl HE BCE CIAWIbl MPE3CHTAIMH, TO MOXHO OTAeIbHbIE (aisl crpsitate. s sToro
ClIelyeT BBIIEIUTb CKpPbIBAEMbIN CIlIAiJ LIEIYKOM MBIIIH, a 3aTeM B pasneine MeHio Iloka3
ClaiiioB (WM B KOHTEKCTHOM MEHIO) BbIOparb komaHnay CkpbeITh ciaiig. B pexume
COPTUPOBIIIMKA HOMEpP CKPBHITOro ciaiia mnepeu€pkHyT. [loBTopHOE oOpaieHue K TOM Ke
KOMaHJe NpHUBENET K OTMEHE CKpbITHs. BcraBka B cialibl MX HOMEPOB M HUKHHUX
KOJIOHTUTYJIOB OCYyHIECTBIIsIeTCsl KoManaoi KononTuTynsl B MmeHto Bu.

Ecim  Bpemss  1eMOHCTpauuu IpPE3eHTAUUU YK€  ONPENENIEHO, TO  BpeMmd,
3ape3epBUPOBAHHOE JJISI KaXJOro claiaa, OyaeT yka3aHO 1oJ HUM. J[BOiHOHM miemd4ok Ha
cllaiiie OTKPBIBAET PEXKUM CJIaiiIOB, B KOTOPOM MOKHO 00paboTaTh BHIOpAHHBIH craai.

[Tocne BBIOOpa pa3MeTKH CHaWOB, B KOTOPYIO BXOAHMT MECTO3ANOJHUTENb MJIs
JyarpamMmbl, MO>KHO HCIIOJIb30BaTh JBa CIOCO0Aa MOMEUIEHMs AuarpamMMmbl B CIIAWJI: MEpBBIM
COCTOMT B CO3[aHMHU JHMarpaMmbl cpeictBamu EXcel mocnenmyrommM m komupoBaHueM e€ B
claii, a BTOpO COCTOMT B wucmoib3oBanuu Microsoft Graph 2000BcromoraTenbHbIH
IIPOrpPaMMBl, BXOJALIEH COCTaB
Office 2000. B sTom ciiydae HYKHO JABaX[bl MIEIKHYTh HA MECTO3AIOJHHUTENEC B CIalie WU
UCIOJIb30BaTh KoMaHay BeTaBka, /lnarpamMma u 3auKcUpoBaTh HOBBIE JJAHHBIE B MOSIBUBILEHCS
TabJIuIle U1 HOBOM JUarpaMmabl.

AHnumayus 8 npoyecce cmenvl caaiidos. Jiia HaCTPOUKH Mepexojia OT OJHOTO Claiia K

JIpYroMy HYXHO BBIAENUTH ciaiin u BBectn koMannay [lokas cmaiinoB, CmeHna ciaiifga... Ha
MOSIBUBIICHCS] TMAJIOTOBOM TaHEIW yKa3aTh, KakoW aHUMalMOHHBIA d3(dekt Oymer
UCTIOIB30BAThCS TIPH CMEHE CIIAiI0B, KAKUMH 3BYKaMHU 3TO OYIET COIPOBOXKAATHCS , UTO OyIeT
BBI3BIBATh CMEHY KaJ[POB — IIEIYOK MBIIIA WM UCTEKIINA WHTEpBall BPEMEHHU, U TaK Jajee.
BriOpanHbie HACTPOHKH MOKHO IPUMEHHUTH KaK K OJJHOMY TEKYIIEMY Claiay, Tak U cpa3y Ko
BCEM CJIalijjlaM Mpe3CHTaIUH.

Anumayus obvexmos cnatioa. DPPEKThl I OTACIBHBIX 3JEMEHTOB Claiijia Mpoie

BCETO YCTAaHOBHUTH B PEXHUME CIaifoB. 3/1€Ch Bcerjga 0OpalaThIBAETCS TOT CIIANJ, KOTOPBIA
BHUJCH Ha 3I<paHe. I[J'I?I TOTO '-ITO6BI Hucciea0Barb BCE€ BO3MOXHOCTH aHUMaIlMHU, BBI3BIBACTCSA
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nuanoroBoe okHO HacTpoiika aHMMaluK, OTKPbIBAEMOE OJTHOMMEHHOM KOMaHAOW B paszjesie
MeH1o [loka3s ciaiinos.

Ha Bxutankax Ilopsnok u Bpems u BocnipousseneHne BbIOMpPAETCs NOPSAAOK HOSBICHUS
00BEKTOB Cllaiifia, TUIl aHUMAIIMOHHOTO TMPOIIecca MPU MOSIBICHUN 00BEKTa Ha Claiiie U 3BYK,
KOTOpPBIM OyJIET CONPOBOXAAThCS 3anaHHoe jedctBue. B oOnactu [losBiaeHwme Tekcra
ornpezensercs, KakuM o0pa3oM JOHKHO MPOUCXOAUTH MOSIBICHUE TEKCTa MPH aHUMAlUu: 10
OyKkBam, IO CJIOBaM HJIU IEJIUKOM.

Ecnu B cnaiin Obula BCTaBieHa JauarpamMma, TO Ui He€ MOXKHO HCIOJIB30BaTh
cnenuanbHbie 3G (EeKThl, HO OHU JIOCTYIIHBI TOJIBKO B CIy4ae, €Clid JuarpaMMa Oblila co3/jaHa B
nporpamme PowerPoint. CooTBeTCTBYIOIIME OIIMK HAXOATCS Ha BKJIaJaKe BugousmeHeHHe B
nuarpamme. TaM MOXXHO yCTaHaBJIMBATh IOCIIEOBATEIBHOCTh IMOSABJICHUS HAa JKpaH 4YacTeu
auarpaMmsbl ¥ 3()(EKThI, ero ConpoBOKIAIOIIHE.

Ha Bkmamke Hacrtpoiika MynbTUMEAWa yCTaHABIUBAeTCS OyneT JIM OCTAaHOBJICHA
MPEe3CHTAIMS BO BpPEeMs BOCIIPOU3BEACHUS KJIMIA UM 3BYKOBOTO (hparMeHTa. DTHU MapaMeTpsl
JOCTYIHBI TOJBKO AJIsl BUAeo(dparMenTa miv 3ByKoBOro daiina.

Jiia co3gaHusi UHTEPAKTUBHOM Mpe3eHTallMu HeoOX0IUMO B MPOLIecce IEMOHCTpPAIlUU
MPE3EHTALUN UMETh BO3MOKHOCTh U3MEHSTh MTOCIIEI0BATEIbHOCTh IPEIbABICHUS CIAHO0B.

Cy1iecTBYIOT J1Ba pa3IMUHbBIX crloco0a co3anus nepexoaoB. [lepBriii cmocod cocTouT
B CO3JIaHWU THIIEPCCHUIOK HA ApPYrue Claiipl WM, B OOIIEM ciydae, Ha JPyrue OOBEKTHI
(TIOKYMEHTBI Ha JIOKAJIbHOM KOMITBIOTEPE U

Web-crpanuitet B MutepHer). [lis 3Toro wucmosb3yercs KomaHaa BcraBka,
l'unepccruika. ..

Bropoit cmoco0 cocToUT B pa3MElIeHMH Ha Claigax yIpaBJSIIOIMIUX 3JIEMEHTOB
(mampumep, KHOMOK). Eciu akTHUBU3MPOBATH KHOMKY, TO MPOU3OUAET MEPeXo] Ha Jpyrou
cnaua. Jns storo ¢ mnomowbro KomaHAael Iloka3 cnmaioB, YnpasisroomUe KHONKA B
HUCIIA/IAIOIIEM MEHIO BBIOMpaeTcss HyXHas KHONKa W u300paxaercss Ha crhaiize. B
MOSIBUBIIIEMCSI TIpU 3ToM OkHe HacTpoiika neicTBUs yKa3bIBaeTCs Cllaidll, Ha KOTOPBIA Oyner
MIPOUCXOAUTH MEPEXO]I TIPH IISTIKE HA JAaHHOUN KHOTIKE.

3anmycK JEMOHCTpAIMK MPE3EHTAlMU MOXKET OCYIIECTBIATHCS MO0 KomaHmou Bup,
IToka3 ciaiinoB, 1n060 HaxkaTueM KHonkH IToka3 ciaiinoB Ha naHesn KHONOK. Ecii genaTte 310 ¢
MOMOILIbIO KHOIIKH, TO MPEABAPUTENIBHO HAJI0 BbI3BATh HA HKpaH NEPBBIM ClIaii]l MPE3EHTALNH,
TaK KaK KHOIIKA 3aIlyCKaeT IEMOHCTPAIMIO, HAUYMHAs C TEKYILEro cliaia.

Jl1is mepexo/a OT OAHOTO ClIaiiia K JpyroMy MO>KHO UCTIONIb30BaTh KiaBuiny Enter wim
knasuim PgUp wiu PgDn.

B mporecce mokasza ciaifioB ykaszaTelb MBIIIM HE BJICH Ha JKpaHe, HO OH Cpa3y
MOSIBIISIETCS, CTOMT TOJBKO HayaTh IepeMenieHue MbIu. OJHOBPEMEHHO C KypcopoM B
HIDKHEM JIEBOM YTy SKpaHa TMOSBIISIETCS] KHOIKA, BBI3BIBAIOIIAS MEHIO, C TIOMOIIBIO KOTOPOTO
TaK)Ke MOYKHO YIIPABJISATh XOJIOM MTPE3CHTAIINH.

Bo BpeMs »SKkpaHHOW TMpe3eHTALMM OJUH CJIAlJ MOXKET CMEHSATbCS JpYyruMu
aBToMaTuyecku. UToOBl 00ecCeuyuTh HOPMATBbHOE BOCIPHUSATHE KAXKIOTO Claiga, Cieayer
3a1aTh HEOOXOJMMYIO JUIMTENBHOCTh OTOOpakeHMs ero Ha »dkpane. B PowerPoint
MPEeyCMOTPEHO JBa Croco0a MpOBeIeHUs MPEe3eHTANH: TH0O0 CIaiIbl CMEHSIFOTCS Ha dKpaHe
ABTOMATHYECKH, W TOTJa HEOOXOJAMMO YCTAaHOBUTH BpEMS WX BOCIPOU3BEACHHS, JMOO
MOJIH30BATEh CAMOCTOSATEIFHO OMPEEISIET MOMEHT IePexXo0/ia Ha CISAYIOMNNA Cai.
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Hactpoiika BpeMeHM BOCHpPOU3BEICHUS TPE3ECHTAIMU BBIMOJIHACTCS CIEAYIOUUM
oOpazom. C Hauana HY)KHO HaxaTb KHONKY HacTpoiika BpeMeHH Ha MaHeld WHCTPYMEHTOB B
pexuMe COpTUpOBKHM ciaiinoB. [locime 3amycka mpe3eHTauuu KaXKAbl Clail MOCIEAYHOUIUN
ciaiii OyneT MOSIBIATHCS TOJNBKO TIOCHIE IIendka Mblmblo. Ha skpane kpome criaiiioB
NOSABISICTCS UAOTOBOE OKHO HacTpoiika BpeMeHH, B KOTOPOM OTOOpakaeTcs Bpems
JICMOHCTpAIlMK KaXIOro ciiaiijia W Bcei mpesenrtanmu. Ilpu stom PowerPoint ¢ukcupyer
MOMEHTBHI IIETYKOB MBIIIBIO, U TpPU CIEIYIONIEM 3allyCKe Mpe3eHTAall aBTOMaTHYeCKU
BBIIEP)KUBAET YCTAHOBJICHHBIC HHTEPBAJIbl BPEMEHH.

B koH1e Bceii mpe3eHTanuu NosIBISIETCS OKHO, B KOTOPOM COOOIIAeTCs MOJIHOE BpeMs
IIPE3EHTAMU U 3a7a€TCs BOIPOC: JOJDKHBI JIM YCTAHOBJIEHHBIE JUIMTEIBHOCTH MOKa3a ClaiioB
UCTIOJIB30BATHCS B Oy TyIIEM.

[Ipu HacTpoiike BpeMEHH MpE3CHTAIlMM HeNb3s NpepBaTh HU OOUH U3 3(PQeKToB
AHUMaAllM, IMO3TOMY BBIIOJHATL MICIIYOK TOJIBKO ITIOCJIC TOI'O, KakK yCTaHOBHeHHLIﬁ 3(1)(1)€KT
MOSIBJIICHUS 00BbEKTa OYET MOJHOCTHIO 3aBEPIIEH.

O0padoTka rpaguvecknx n300paxeHn i
IIpy DOATrOTOBKE MpE3eHTALUMU 4YacTO MPUXOJUTCS HCIOJIb30BaTh HMMEIOLIHECs

dororpadun, KapTHUHKH, AWArpaMMbl U Jpyrue rpapuuecKkue H300pakeHUs, HMpUYeM, Kak
npaBuio, TpeOyeTcst He Bce M300paskeHHe, a TONBKO ero ¢parMeHT. B aTom cimywae, mpexne
4yeM pa3pabaThiBaTh MPE3EHTALMIO, 1I€JIECO00Pa3HO BBINOIHUTH IPEIBAPUTEIBHYIO 00paboTKY
TpeOyeMbix rpaduyecknx wu300paxkenuit. [lom 00pabOTKOM TMOHMMAIOT pa3zHOOOpa3HbIE
JIeMCTBUS, B Pe3yNbTaTe KOTOPBHIX (OPMHUPYETCS HEOOXOMUMBIA BaM ()parMeHT M JIOCTUTAETCS
TpedyeMoe KauecTBO rpaduyeckoro u3odpaxeHus. PaccMOTpuM OCHOBHBIE BO3MOXKHOCTHU TI0
06paboTke M300pakeHuil, KOTOpsle IpeaocTaBiseT rpaduueckuii pemakrop Microsoft Photo
Editor:

1. BbieneHue u kajgpupoBanue (oOpes3ka) pparmeHTa u300pakeHus;

2. YCTaHOBKA XapaKTEPUCTUK M300pa’keHUs: APKOCTH, KOHTPACTA, IIBETOBOM raMMBI;

3. YCTaHOBKa pa3MepoB M300paKeHMS,;

4. KOppeKmHs KayecTBa M300pa’keHUS: TOBBIIICHHE PE3KOCTH, YBEIWYCHHE Pa3MBITOCTH,

JIOCTHKEHUE CTIelUaIbHbIX 3(PPEKTOB.
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MeToauueckue PECKOMECHIAUNUA QA NPAKTHICCKHX paﬁoT Imo TeMe:

Co3nanme 3¢ ¢deKTUBHOI NMPEe3eHTALNH 110 32IaHHON TeMaTHKe

Hean padorbi: BbpabOTaTh MNPAKTHUUECKUE HABBIKM CO3JaHUS MPE3CHTAIMi, HACTPOUKHU
3¢ (hHeKToB aHUMAIINH, YIIPABICHUS MTOKA30M MPE3ESHTAIMH ITPH ITOMOIIX THIIEPCCHUIOK.
Oo0pa3oBaTtebHas:

® JaTh 3HAHUS O MYJBTUMEIUHHON KOMIBIOTEPHOW Tpe3eHTaluu, 00 OCHOBHBIX
BO3MOXHOCTSIX niporpammbl Microsoft PowerPoint u

® J1aTh NIPAKTUYECKHE HABBIKU PAOOTHI C MYJIbTUMEINWHON KOMIIBIOTEPHOM MTPE3EHTALIUEH.
PassuBaromas:

® pa3BUBaTh YMEHHE COCTABJISATh OTYET O MPAKTHUECKON pabore, MHGOPMAIMOHHYIO
KOMIIETEHTHOCTh, aJITOPUTMHYECKOE MBIIUICHHE, T[O3HABATENbHYIO AaKTUBHOCTh U
CTpeMIIEHHE K CaM000y4aeMOCTH CTYICHTOB.

Bocnurareannas:

¢ BOCIIMUTBIBATH BHUMAHUC, AKKYPATHOCTD, 3CTETHYCCKHI BKYC, 6€pe)KJII/IBOG OTHOIICHHEC K
KOMHBIOTepHOﬁ TEXHUKC U IPOTPAMMHOMY 0o0ecIeyeHHnIo.

OOopynoBanue, mnpudOpbLI, Aanmaparypa, MaTepUajbl: IEPCOHAIbHBIA KOMIBIOTED,
nporpamma MSPowerPoint.
Xon paboTsi:

5. CaMOCTOATENbHO U3YYUTh TEOPETUUECKHE CBECHUSI.

6. BBIMOTHUTH 3aJaHUS TPAKTUYECKON pabOTHI

7. OTBETUTHb Ha KOHTPOJIbHBIE BOIPOCHI

8. OdopMHUTE OTYET K MpaKTHUECKOW paboTe

Kparkue TeopeTnuyeckue cBeeHuUsI.

MyabTHMeIMa  TEXHOJOIMHM -  UHTEPAKTHBHbIE  (JUAJIOTOBbIE)  CHUCTEMBI,
o0ecreynBaroIue OJHOBPEMEHHYIO paboTy €O 3BYKOM, AHMMHUPOBAHHON KOMIBIOTEPHOMH
rpaduKoil, BuaeokaapamMmu, N300paKeHUSIMU U TEKCTaMH.

NHTepakTHBHOCTHL — BO3MOXXKHOCTH JMalora KOMIIBIOTEpAa C I0JIb30BaTelieM Ha
OCHOBe Trpaduueckoro uHTEpdeiica ¢ ynpapIsOIIMMHI JJIEMEHTaMH (KHOTIKH, TEKCTOBBIC OKHA H
T.J.).

KOMHl)lOTepHaH npe3ceHranua  ABJIACTCAd OAHUM H3 THUIIOB My.]'H;THMG)IHfIHBIX
IPOEKTOB — IIOCJIEOBATEIbHOCTH  CJIAWAOB  (DJIEKTPOHHBIX KapTOueK), COJAEpKalluX
MYJIbTUMEIUHHBIE OOBEKTHI.

[Tpumensiercs B pekiiame, Ha KOH(QEPEHIUAX U COBEIAHUAX, Ha YPOKax M T.JI.

Ilepexon Mexny ciaiilaMu MM Ha JPYTrUe JTOKYMEHTHI OCYIIECTBISETCS ¢ MOMOIIBIO
KHOTIOK WJIM TUIIEPCCHITIOK.

Co3nanue npe3eHTalmii OCyIecTBiseTcs B mporpamme PowerPoint.
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PexoMeHaaNMK 1O CO3TAHUIO npe3eHTanuuu

[Ipu co3manuu claiifioB MpPE3CHTAUA OCHOBHOE BHHUMAHHE HEOOXOIMMO YACIHSATH UX
COJACPIKAaHHUIO. AHI/IMaLII/ISI, nepexoanl U APYyruc¢ MHCTPYMCHTAJIBHBIC CPCACTBA HCIOJIB3YHOTCA
JUTS TIOJTYEPKUBAHMSI OTIPE/ICIICHHBIX aCIeKTOB COOOINAeMbIX CBEICHUN, YTOOBI HE OTBJICKATh
BHUMaHHE ayJUTOPUH HA ced((HEKTHI.

[TomoOHBIX TIpaBHUJ ClEAyeT NPUICPKHUBATHCS M B OTHOIICHWH 3ByKa. My3bIKa,
KOTOpasi 3a3BY4YHT BO BpEMs Iepexojia C OJHOTO Cliai/la Ha JPYroi WM BO BpeMsi aHMMAaIlUH,
CKOHIICHTPUPYET BHUMAaHUE 3pUTENICH Ha MOKa3bIBaeMbIX crlaiiinax. OmHako 3y10ynoTpediieHne
3BYKOBBIMHA 3(1)(1)6KT3,MI/I MOXKET OTBJICYb BHUMAHHUC cnymaTeJIeﬁ OT BaKHBIX MOMCHTOB.

PeaKL[I/ISI AYAUTOPUH 3aBUCUT TAKKC OT TCEMIIA MNPOBCACHUA MPC3CHTALHNU. TaK,
CJIMIIKOM OBICTpasi CMEHA CJIAi/IOB YTOMIISIET, & CIUIIKOM MEJICHHAs MOXET TOJeHCTBOBATh
paccnabsstronie. CpenctBa mporpamMmmbl POWerPoint mo3BosisiFoT oTpeneTupoBaTh TEMIT MOKas3a
niepe/1 MPOBEACHUEM MPE3EHTALINY.

Bo BpeMs pemetunu MOXHO TIPOBEPUTh HAIAIHOE OQOPMIICHHE CIIalJIOB.
CriomHoi TeKCT U MHOXKECTBO PHUCYHKOB MOTYT CMYTHUTh ayAUTOpHIO. Eciau BBl peurute, 4yTo
TEKCTa U3JIUIIIHEe MHOTO, Pa30CiTe CITali] Ha JIBa WIIM TPH, & 3aT€M yBEIUYbTE pa3mep mpudra.

Jlist perynupoBKY IIBETOB, B LEJIAX UX 0o0Jiee TOYHOW Tepenadyn Ipu IeYaTu B YEpHO-
0eJIoM BapuaHTe, HICJIKHUTE 10 KHOMKE <UepHo-0eroe uzoopaxkenue >.

IIpasuna mpudToBOro 0hopMIECHU:

1. HlpudThI C 3aceYKaMu YUTAIOTCS JIeTYe, YeM TpoTecKu (IpudThl O€3 3aceyeK);

2. JInst OCHOBHOI'O TEKCTa HE PEKOMEHAYeTCs UCIOIb30BaTh MPONHUCHBIE OYKBBI.

3. Hlpu¢rToBoii KOHTPACT MOXHO c€O37aTh IOCPEICTBOM: pa3Mmepa WpUdTa, TOIMMHBI
nipudra, HauepTaHus, (OpMbl, HAIIPABJICHUS U 1IBETA.

IIpaBniia BEIOOpA IIBETOBON raMMBL.

[[BeToBast raMMa JI0JI’KHA COCTOATh He Oojiee 4YeM U3 ABYX-TPEX LIBETOB.
Cy1ecTBYIOT He coyeTaeMble KOMOMHAIIUY 1IBETOB.
YepHblil IBET MMEET HETATUBHBIN (MpayHbIil) HOATEKCT.

e

benplii TekCcT Ha YCPHOM (l)OHe YUTACTCA IIJIOXO (I/IHBepCI/I}I I1J10XO0 III/ITEIGTCSI).

[TpaBmia o0IIEH KOMIO3UIINH.

=

Ha monoce He m0KHO OBITH OOJBINE CEMH 3HAYMMBIX OOBEKTOB, TaK KaK YEJIOBEK HE B
COCTOSTHUU 3aIIOMHUTH 32 OJIUH pa3 0osiee ceMH MMYHKTOB Yero-Iuoo.

JloroTur Ha 1mosoce J0JKEH pacioyiaraTbCsl cripaBa BHU3Y (CeBa HaBepXy U T. [I.).
Jlorotur A0MKeH OBITh MPOCTON U TAKOHUYHON (OPMBI.

Jlu3aitH 10KeH OBITh MPOCTHIM, & TEKCT — KOPOTKUM.

N300paxkeHuss  AOMAaIIHUX  JKUBOTHBIX, JI€TEH, OJKEHIIMH ¥ T.J0.  SBJISIOTCS

a bk wn

MOJIOKHUTEIBHBIMH 00pa3aMH.
6. KpymHble 00BEKTH B COCTaBe JF000I KOMITO3UIIMK CMOTPSTCS IOBOJIHHO HEBAXKHO.
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ApmHHBIE OYKBBI B 3ar0JIOBKaxX, KHOIIKM HaBHTallMHM BBICOTOW B 4() THKCENIEeH, BEPCTKA
B OJHY KOJIOHKY upuHON B 600 TOouek, pa3fenuTeslb OJAHOIO LIBETA, PACTAHYTHINA Ha
BECh 9KpaH — BCE 3TO MPUJAET AU3AHHY HENPOPEeCCHOHATIBHBIN BH/I.

Enunoe ctuneBoe opopmiaeHue

1. cTuib MOXET BKIIOYATh: ONpeNeNeHHbIH mpudT (rapHUTYpa W LBET), IBET (OHA WIIH
(OHOBBII PUCYHOK, AEKOPATUBHBIN JIEMEHT HEOOJIBIIIOr0 pa3Mepa U Ip.;
2. HE PEKOMEHJYeTCsl HCIOJIb30BaTh B CTUJIEBOM OQOpPMIIEHMM Npe3eHTauuu Oonee 3
IIBETOB U OoJiee 3 TUMOB mpUQTa;
3. odopmieHue ciaiijla HE JOJDKHO OTBJIEKaThb BHHMMAaHHME CIyHIaTeleil OT ero
COIEP)KATENBHOM YacTH;
4. Bce ClIalipl MPE3EHTAINH JTOJKHBI OBITh BBIICPKAHbBI B OJHOM CTHIIC;
CozeprkaHue U pacoa0keHne HHPOPMAITMOHHBIX OJIOKOB Ha cliaiijie
1. uHpOPMAIMOHHBIX OJIOKOB HE JIOJDKHO OBITh CIIMIIKOM MHOTO (3-6);
2. PEKOMEHIyeMbIil pa3Mep OJHOro MHQPOPMAIMOHHOTO Onoka — He Oonee 1/2 pa3mepa
cliaiia;
3. KellaTeNbHO MPUCYTCTBUE HA CTpaHUIlE OJOKOB C Pa3HOTUIHOW HMH(OpManuen (TeKcT,
rpaduku, TuarpaMmbl, TaOIUIBL, PUCYHKH), TOTIOIHSIONICH OPYT APYyTa;
4. KItOYeBbIC CI0Ba B MH(DOPMAIIMOHHOM OJIOKE HEOOXOIUMO BBIJCIUTH;
5. wHpOpMaIMOHHBIE OJIOKM Jy4Ille PacrojiaraTb TOPU30HTAIBHO, CBS3aHHBIC MO CMBICTY
0JIOKM — CJIeBa HAMpaBo;
6. HamOosee BaXHYIO HH(OPMAIUIO CIIeTyeT IOMECTHTD B IICHTp Clai/a;
7. norukKa TmpeAbsBICHUs HWHPOpPMAIMM Ha Cclaiijax ¥ B MPEe3eHTAlUH JOJDKHA
COOTBETCTBOBATh JIOTUKE €€ M3T0KECHHUSI.
[ToMuMO MPaBUIBHOTO PACHONOKEHUSI TEKCTOBBIX OJOKOB, HY)KHO HE 3a0bIBaTh M 00
UX COJIepKaHMM — TeKkcre. B HeM HM B KOeM ciyyae HE JOJDKHO COJAepKaTbes

opdorpadpuyeckux ommbok. Takke cieayeT yuuThIBaTh 001Me MpaBuia 0ohOpMIECHUS TEKCTa.
3ananusa
3apanue 1. C mOMOIIBIO0 CIPABOYHON CHCTEMBI BBISICHUTE Ha3HAYCHUE IMyHKTOB MEHIO TTaHEIH

uHCcTpyMeHTOB PowerPoint. Pe3ysibraTel mpeacTaBbTe B TAOIUIIE.

3apnanue 2. Coznmaiite mpe3eHTanuMio w3 MacTtepa aBTOCOJAEpX aHUSA W TpeodpazynTe ee
CJIEAYIOIIUM 00pa3oM:

1.

o gk whN

3aMEHHUTE CTaHJapTHBIN TEKCT B claiiiax malioHa BalllUM TEKCTOM;

nepeiis B peskuM COpTUPOBILUK CIIai10B, 03HAKOMBTECH C BAPHAHTAMMU:

oopmieHus crnaiiios;

CTaHJIaPTHBIX LIBETOBBIX CXEM;

3¢ (HeKTOB CMEHBI CIIANIOB U UX 3BYKOBOT'O COIIPOBOXKICHUS;

03ByUYbT€ TEPBbII Claii[ MPE3eHTAlMH C MOMOUIbI0 3BYKOBOTO MY3bIKajibHOTO (haiina,
BTOPOW — € MMOMOIIIBIO 3BYKO3AIIMCH PEYEBOTO KOMMEHTAPHS;

O3HAKOMBTECh C BapHaHTaMH >(PQPEKTOB aHUMALMU TEKCTa M rpaduyeckux O0OBEKTOB
CIIaliJIOB;

nocje TPeThero claiiia mpe3eHTalMyd Cco3JaiiTe HOBBIM crhaiin, ohopMuB ero
coOCTBEHHOI 11BeTOBOI cxemoil. Micnonb3ys ABTodurypsl MeHio PricoBaHue, BCTaBbTE B
ATOT CJIali]l yPaBIAIONIYIO KHOMIKY JJIs 3aImycka mporpaMmsl Paint;

BCTaBbTE B IIOCICIHUN CIJIAalJl THUIIEPCCBUIKY, IO3BOJIIONIYI0 BEPHYTHCA B Hayayo
MIPE3CHTALNY;
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10. coxpanuTe Mpe3eHTAMIO B CBOEH pabodeil mamke B JABYX ¢opmMarax: Mpe3eHTaIuu
(*.ppt) u nemoncTpamuu (*.pps);

11. mocnenoBaTeNIbHO 3aIyCTUTE HA BBITIOIHEHUE 00a (aiiia, OTMEThTE pa3Iuydus ONepanuii
3aI1ycKa,

12. 03HaKOMBTECH C BapHAHTAMHU BBIJICIICHUSI OTJCIBHBIX JIEMEHTOB ClIaii/la B MOMEHT €ro
JIEMOHCTpAIIMK C TOMOIIBIO PYYKH, (prromMacTepa, MapKepa, pacrioyOKEHHBIX B JICBOM
HIDKHEM YTJIy IEMOHCTPHPYEMOTO ClIaia;

13. ycraHOBHTE aBTOMATHYECKHE PEKUMBI aHUMAIlMM OOBEKTOB W CMEHBI CJIAiI0B
NIPE3CHTAIHH;

14.3anycTUTe HA BBHIMOJIHCHHE CIAWI-QUIBM B PEKUME MPE3CHTAIMH U OTPETYIHPYUTE
BPEMCHHBIC HHTEPBAJIBI TIOKa3a CJIaii10B, 3 (HEKTh aHUMAIIMH U 3BYKA;

15. 3amycTuTe Ha BBITIOJIHEHUE CIAiA-(QUIEM B peKUME TEMOHCTPAIUH.

3amanue 3. lcnonn3ys PowerPoint, moaroToBpTe Npe3eHTAMIO MO TeMe «ATMIapaTHOe
obecnieuenne [1K». [IpumennTts HanbobIIee YMCI0 BO3MOKHOCTEH 1 3(P(PEKTOB, peann3yemMbIx
nporpammoii. IlpegycMoTpuTe THNEPCCHUIKM KaKk BHYTPUM NPE3CHTAIlMM, TaK M BHEIIHUE
IIPE3EHTALUH.

Heo6xonnMble pUCyHKH MOYKHO B3Th U3 ceTu MHTepHeT.
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MeToauueckue PECKOMECHIAUNUA NJIA NPAKTHICCKHX paﬁoT Imo TeMe:

Oo0OpadoTka napopmanumn B 0a3ax JaHHBIX

Leab 3aHATHA: M3Yy4YUTh NPUHIMIBI TIOCTPOCHUs ~ 0a3  JaHHBIX M UHTEepQeiic
nporpammbl Microsoft Access.
3amaun:
e yuyeOHasi —O3HAKOMHTCSI C MPABUIIAMH CO3J[aHHS, CBS3bIBAHUS W 3aIIOJHEHUS TaOJIHII,
BBO/JIa JIAaHHBIX M CIIOCO0aMHU 3aBepICHUS pabOThI
e BOCHUTATEJIbHAS — BOCIIUTAHHE AKKYPATHOCTH W BHHUMATEIBHOCTU TPU BBHIIIOJHCHUU
pabor.
e pa3sBMBaWIIAsi — COBEPIICHCTBOBATh HABBIKK PaOOTHI C IEPCOHATBHBIM KOMIIBIOTECPOM

Bpemsi Ha BbInOJIHEHHE Pa0oThI: 90MuH

OO0opynoBaHune, TeXHH4YECKHE CPeICTBA U HHCTPYMEHTHI:
1. Kowmmetorep;
2. bpaysep Internet Explorer (umu ero anasor);
3. Iporpamma Microsoft Access;
4. Kaprouku c 3aaHueM

Xoa NpaKTH4eCKOro 3aAHATHSA:
1. [lns BBINOJHEHUS AAHHOTO 3aJlaHUSI HEOOXOJMMO U3YUUTh TEOPETUUYECKUN MaTepua o
JaHHOU TeMe.
2. OdopMHUTH TOKYMEHT B COOTBETCTBUU C 33 IaHUSIMH

Teopernyeckuii marepuaJ:

ABTOMaTH3aIUs  JIEATENbHOCTH  JIIOOOTO  MPEANpHUSATHS B  HACTOSIEE BpeMs
OCYILECTBIISICTCSI C HCIOJb30BaHWEM HWH(POPMALMOHHBIX cUCTeM. MX OCHOBHas 3agaya —
o0ecneunTh MHYOPMAITMOHHYIO MOAJEPKKY CIIEIUATUCTOB Pa3IMYHOI0 YpoBHA. SpoM 1r000it
UHPOPMALIMOHHOM  cUCTeMBl  siBIsieTcss 0aza  JaHHBIX, oOOecreuyuBaroIias XpaHEHUe
3HAYUTEIbHBIX 00BEMOB HH(pOpPMAIMM, a TaKXKe BBICOKYIO CKOPOCTb M 3(P(PEeKTHBHOCTH ee
00paboTKu.

Ilon 6aszon oanneix (b]l) NMOHMMAIOT NOWMEHOBAaHHYIO COBOKYIHOCTh JaHHBIX,
OTpaXKaloOIlyl0 COCTOSIHME OOBEKTOB M HUX OTHOIIEHHWH B paccMaTpuBaeMOW MpeIMEeTHOU
obGnactu. [{nst ynpaBiieHUsI JTaHHBIMU HCIIOJIb3YETCSl CUCHIEMA YRPAGIeHuUs 0azamu OAHHbBIX
(CYBJI). OT0 KOMILIIEKC MPOTPAMMHBIX U SI3BIKOBBIX CPEJICTB, MIPEAHA3HAUYECHHBIX JIJISI CO3/IaHus,
BEJICHUS U MOAJEpKaHUs 0a3bl TaHHBIX B aKTyaJIbHOM COCTOSHUM.

CoBpemeHHbIE CYB/ OCHOBaHbl ~Ha OJHOM H3 TpeX MOJCIEH NaHHBIX:
UEePapXUUECKOM, CeTeBOW WM PEeIALMOHHON.MoJens MaHHBIX - 3TO HEKOTopas abCTpakuus,
KOTOpas, OyAy4d MPUIOKEHHOH K KOHKPETHBIM JaHHBIM, IO3BOJISIET IOJB30BATENSAM U
pa3paboTurKaM TPaKTOBaTh MX Kak MH(OpMAINIO, TO €CTh CBEJCHHS, COAepKallue HE TOIBKO
JaHHbIE, HO U B3aUMOCBSI3b MEX1Y HUMH.

CYBJIMS Access omupaercs Ha PEISIMOHHYIO MOJIENb, B KOTOPOHW ISl 00pabOTKH
JAHHBIX MCIOJb3YeTCs ammapar TEOpUM MHOXKECTB (0ObeAMHEHHE, MepeceyeHue, pPa3HOCTb,
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JIeKapTOBO Tpou3BeaeHue). [Iporpamma mo3Bosisier paboTaTh C Pa3IMYHBIMH OOBEKTAMH:
tabiuuamMu, 3ampocamu, (opmaMu, OT4eTamMH, MakpocaMd U MoAyisMu. OCHOBHBIMHU
00BEKTaMU SIBJISTFOTCSI TAOJUIIBI, OCTAIBHBIE CITYKAT JJIsi OPraHU3alliui B3aUMOJICHCTBUS MEKIY
HuMU. J[F000€ TpeICTaBICHHE TaHHBIX CBOAUTCS K COBOKYITHOCTH JBYMEPHBIX TaOIHUI] 0cOO0TO
BHJIa, U3BECTHOI'O B MATEMATHKE KaK oTHoleHue — relation.

Tabmuup! (OTHOLIEHUI) CoAepIKAT BCE JaHHBIC pesinoHHON BJ[ u xpaHsaTCs B 0HOM
daitne ¢ pacumpenrem .mdb. Kaxkmas crpoka TaGnuibl coaepKUT HHOOPMAIMIO TOJIBKO 00
OMHOM OOBEKTe W Ha3biBaeTca 3amuchio (kKoptexkem). Crosbenr TaOMUIBI  COAEPIKHUT
OJIHOTHITHYIO JJI BCEX 3alUcel MH(MOPMAIIMIO M Ha3bIBAETCS OJIeM (aTprOyTOM).

W3zyyenne mnpunmunoB padory CYBJl Ha mnpumepe Microsoft Access BmonHe
obocHoBaHo. IIporpamma siBisieTcs udacThio cuctembl Microsoft Office, mostomy Ga3oBbie
3JIeMEeHTHI MHTep(delica (MEHIO, TUANOTOBbIE OKHA, CIPAaBOYHAs CIy»0a) M MPUHIMITEI pabOThI
AHAJIOTMYHBI paHEe M3YYCHHBIM. Takke He TpeOyeTcs IOMONHHUTENIbHAs OIulaTa M HacTpOWKa
IPOTPAMMHOTO MPOJIYKTA.

[Tocrne 3amycka Microsoft Access Ha skpane mosBUTCS paboumii SKpaH nporpammbl (Puc.
1).

ljn L= ) Microsoft Access = =S
)

Kateropmws wabnonos

ObpatuTe BHMare

lpucmynas k pabome ¢ Microsoft Office Access

NoxkanbHble wabnoHs!

M3 Microsoft Office Online
Hosas nycras 6asa ganubix - OTKpBITH NOCNeAHIOw 6asy AaHAbIX
fenosbie

5 Opyrve..

NsHoie

Hogasi 6asa
AaHHBIX

%] Bopeii 2007
Wabnonsl 13 MuTepHeTa ] ®akynbrer

I —
‘T 5 1 s
A 5 I TR
l < S 7N !
OcHoBrbie hoHab! KorTarTe! Cobomis MpoeKTs! Mo TpoexTel
MBPKETUHTY
o
r 1 |
y ~ - -
Ol wemen " Takke Ha se6-y3ne Office Online:
C:a.Office Online : &
YuebHbiii kypc | Wabnows | 3arpyska
Hosgbie sosmoxnoctm Access 2007
& O6HOBAEHHaA Nporpamma Access 2007 COAEPXKUT » TONyuEHUE HOBEIiWErD COAEPXUMOrD Ny paGoTe ¢
= MOLHEIE CPEACTE, KOTOPEIE NO3BOAAIOT GHICTPO srinyckom 2007 cucremsi Microsoft Office
i | o)l OTCTEXUBATE AAHHEIE, PABOTATL € HUMM J PYKOBOACTBO N0 UHTEPdelicy Nonb3osaTens Access
S ‘ lf| comecro u cosaasars orwers & ynpasnsemoii * 007

cpeae. JONOAHUTENbHEIE CBeACHN O HOBEX

iaianie bty o OPFaHU3aLMs BCeX 0BBEKTOB C NOMOUEI0 HOBOV,

Nerko A0CTyNHOM 061acTH NEPExoA0s

Fotoso Num Lock

Puc. 1 - Oxno nporpammel MSAccess

B cpenneit wactu pacrnonoxeHo HadaibHOe okHO Microsoft Access, cocrositiee u3
HECKOJIbKUX ToJjiel. BepxHee mose mnpeanaraer co3iaTh HOBYIO 0a3zy JAaHHBIX B PEXHUME
Koncmpykmopa (Hoeas 6aza Oannvix). B HuwkHEM moje NpeaycMOTpeHa BO3MOYKHOCTD
BbIOOpa yxke pa3zpaboTaHHON 0a3bl JAHHBIX, C UCHOJIH30BAHUEM HEKOTOPBIX CTAHAAPTHBIX TEM
npuioxkeHuid u3 Internet. Oty mpuiokeHUsl BKIOYAIOT B ce0s BeChb HEOOXOIUMBIH HabOp
00BEKTOB: TaOJMIIbI, 3aMPOCHI, POPMBI, OTUETHI, MaKpOChl, Moynu. [locie BbIOOpa ofHOTO U3
BapUaHTOB BBINIOJHIETCA €ro JopaloTKa C YYeTOM 3alpocoB IMOJb30BaTelel, a 3areM
OCYILECTBIISICTCS BBOJ B TAOJIHIIBI COOTBETCTBYIOIIMX JIaHHBIX.

B mnpaBoil yactu skpaHa pacnosaraercs nosne OmKpvimb nOC1e0HIOW 043y OAHHBIX.
[TpunoxeHns, B KOTOPHIX BBINONHIIACH Pa0d0OTa, OTOOPAXKAIOTCS MHKTOTpPAMMaMH, MPHYEM
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PSIIOM  YKa3bIBaeTCs HMMs COOTBETCTBYIOIIEH Oa3bl maHHbIX. lllemuok mo mamke /pyzue
MO3BOJISIET TIEPEHTH B JMAJIOTOBOE OKHO JUI MPOCMOTpa (haillioBOM CTPYKTYpHI M BbIOOpa Ga3bl
JIAHHBIX U3 IPYTUX UCTOYHHKOB.

Paccmotpum nepBelii U3 ykasaHHbIX BapuaHToB. [locie Haxkatus kHonku Hoeas 6aza
oannwvixMicrosoft Access 3ampariuBaer uMs ¢aiiyia 1 OTKPHIBACT OKHO BHOBb CO3[aHHOM 0a3bl
JaHHBIX (pHC. 2)

AN = Pa6ota cTa6nnuanm  Basa ganmbid : Gaza aaHen (Gopmar Access 2002 - 2003) - Microsoft Access O | G|
b -
=/ tnamwan  Cospawme  Brewnve gaMme  Paboma ¢ 6asami ganHen Peskum TaBMLE! @
LEZ T_l ‘:‘:|‘] e=H § Berasuts TUn AaHHEn: - HUKaNBHDE jﬁ D’-‘ﬁ
b, _f EES\Y — — O — =] =
Pexcm || Hosoe flogasums  Cronseu o — Cxema 3asucmmocri
= || none " nons  noacranosox =l Nepeumenorats | 0|%8 % || aarmen  oBvexros |
‘Pexmml” Mons 1 oAUy \‘ DOPMATUPOEAHHE M TN A3HHIX | Cessn |
Ece TafanLel )| « || = Ta6amuar «
Tabnuual S Kog « | Jobasums none
=1 Tasauual : Taéauua * (Ne)
Janucs M [Lusl ) i Nounck
Pesum TaG AL CeepriyTs 6ce okna

Ol 0 aN£ @M 6|4 e oo

Puc. 2 — Co3zpanue tabnunel B Pexxume tabnuisl

JlaHHOE OKHO IO03BOJIET MOJYYUTh JAOCTYH KO BCeM OOBEKTaM: Tabiuiam, 3ampocam,
otueTam, hopmMam, MaKpocam, MOJTYJISIM.

OCHOBHBIM CTPYKTYPHBIM KOMIIOHEHTOM 0a3bl JaHHBIX sABJIseTcs Tabmumna. B kaxmoi us3
HUX JOJKHBI XPAaHUTHCS JaHHBIE TOJIBKO 00 OJHOM Kilacce OOBEKTOB (Hampumep, JaHHBIE O
TOBapax, CBEJEHUS O MOCTaBUIMKax U T.1.). Ecim B 0a3e OaHHBIX JOJKHA COAEPKATHCA
uHpopMalusg O pa3HbIX Kiaccax OOBEKTOB, TO OHa JOJDKHA OBITh pa30MTa HAa OTAENbHBIE
TaOJIHIIBI.

CBsi3b MEXy TaOIHMIIAMU OCYIIECTBIISIETCS C MOMOIIBIO0 00mUX moseil. CBA3U MEXIy
T00BIMU IBYMSI TaOJHIIAMH OTHOCSITCSI K OTHOMY U3 TpeX TUMOB: OAMH-K-ofgHOoMYy (1:1), onuH-
ko-MHOTUM (1:M) u mHorume-ko-mHOorUM (M:M). Ilpu cBsi3u tuna "omuH-K-omHOoMy" (1:1)
KaX/10i 3amucu B 0JHON TaOlMIle COOTBETCTBYET He OoJiee OJHOM 3amucu B ApYyroi Tadnuie.
[Tpu cBs3u Tuna "oguH-KO-MHOTMM" (1:M) Kaxmol 3amucu B OJHOW TaOIHIlE COOTBETCTBYET
HECKOJIbKO 3amuceil B cBa3aHHOW Tabmuue. [lpu cBsizu tuma "mHorme-xko-mHorum" (M:M)
MHOXECTBY 3amuceid B OJHON TaOJuWIle COOTBETCTBYET MHOECTBO 3allMCE B CBS3aHHOU
tabiuue. Ha mnpakTuke peanusanuss AAaHHOTO TUIA CBS3M 3aTpyJHEHA, IMOITOMY OHa
pa30uBaeTcs Ha JiBE CBSI3U TUIA OJUH-KO-MHOTUM (1:M).

[Tocne coznmanusi HOBOHM 0a3bl JAHHBIX MO YMOJIYAaHUIO OTKPBIBAETCS OKHO CO3IaHMS
Tabnuibl. B HeM yka3bIBalOT MMEHa, THIIBI U CBOWCTBA MOJIEH.

Nmst monst He TOMKHO MpeBbIIaTh 68 CHMBOJIA U B HEM HEIb3s1 UCIOIb30BATh CUMBOJIBI
(mampumep, !.[] u T.1.).

Kaxnoe mone MOXeT XpaHUTh OIpPEACNICHHbIA THUIl JIaHHBIX, MEPEUYEHb KOTOPBIX
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MpecTaBeH B Tabuie 1.

Tabnuua 1. Tumner nanasix Microsoft Access

Tun 1aHHbIX

Ncnoan3oBanue

Texcmoeuiit AndasutHO-IM(POBBIE JaHHEIE (10 255 CUMBOJIOB)
Memo AndapuTHO-IM(PPOBBIE JTaHHBIE - TPEAJIOKEHHS, a03alpbl, TEKCTHI (10 64
OOO cumBoOJIOB)
. Paznuunbpie 4YuciOBBIE JaHHBIE (MMEET HECKOIbKO (OpMaToB: IIeJoe,
Yucnoeou . .
JUIMHHOE 11€JI0€, C IJIaBaI0IIeH TOYKON)
Jama/Bpemsa Jlata uiu BpeMs B OHOM U3 IpejyiaraeMbix ACCess ¢popmaToB
a . JleHexxHble CyMMBI, XpaHsIIMecs ¢ 8 3HaKaMU B IeCATUYHON yacTu. B nenoit
eHeMHCHBLI .
4acTU KaXKJble TPU pa3psiia pa3AaesisatoTcs 3amsITou.
YHuKaIbHOE JIMHHOE ILiejoe, co3maBaeMoe ACCESS s KaKIOW HOBOH
C 3anucu. B mone storo Tuma ACCESS aBTOMATUYECKH HYMEPYET CTPOKHY|
Yemuux .
TaOJIMIBI B BO3pACTAIOLIEH [10CIIEIOBATEIbHOCTU. PelakTupoBaTh 3HaUEHUS]
TAKOT'O TOJISl HEeJb3sl.
Jlozuueckuii Jlornueckne maHnble, uMeronine 3HaueHuss Mcmuna v Jloaco
B Homsx 3TOro THHA XpaHATCS TUIEPCCHUIKH, KOTOPbIE MPEICTABIISAIOT
T'unepccoinka coboii myTh K (ailiry Ha KecTKoM Aucke, Ju00 ajxpec B cersax Inernetunu

Intranet.

Ka>1<)10€ I10JIC 06J1a21aeT WHAWBUAYaAJIbHBIMUA CBOfICTBaMI/I, M0 KOTOPBIM MOXHO

YCTaHOBUTh TNapaMeTpbl COXpaHEHMs, OTOOpakeHuss M o0paboTku naHHBIX. Ha®op cBoiicTB

TOJIsl 3aBHCUT OT BHIOPAHHOTO THUIIA IaHHBIX (Tabmiwuia 2 )

Ta6nuua 2 - Ceoiictea nosneit Microsoft Access

CBOJiCTBO

HNcnoabp30Banue

Pazmep nona

OHpe,[[eJ'IHCTCH TOJBKO HJId TCKCTOBBIX U Memo-noﬂeﬁ; YKa3bIBacT]
MaKCUMAJIBbHOC KOJIMYCCTBO CUMBOJIOB B JAHHOM IIOJIC.

Dopmam nonsn

Omnpenensiercss Ui TOJNEH YUCIOBOTO, JCHEKHOTO THIIA, IMOJICH THIIA
Cuemuux v /lama/Bpema.

Qucno oeca-muunbix|

3HAKO6

OmnpenensieT KOJIMYECTBO pa3psAA0B B JPOOHON YacTu yuca.

Macka 6600a

Omnpenensier mabiaoH Ui BBOAAa JaHHBIX. Hampumep, MOXKHO
YCTaHOBUTH Pa3AeIUTENN IPHU BBOJIE Tee()OHHOrO HOMepa

Iloonuce nons

CO}Iep)KI/IT HaAMmuCb, KOTOpAasA MOXKET OBITh BBIBCJICHA PAJIOM C ITIOJIEM B
(bopMe WA OTUCTC (MO)KCT HC COBIIaJaTh C UMCHEM HOJ'IH)
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3nauenue no| ConepXuT 3Ha4eHHE, YCTAHABIMBAEMOE 10 YMOJIYaHHUIO B JAHHOM I10J1€
yMonuanuio TaOJIHLIBI.

OHpe,[[CJ'ISICT MHOXECTBO 3Ha‘I€HHI>i, KOTOPBIC II0JIB30BAaTCIb MOXKCET]
Ycnoeue na 3nauenue
BBOJHUTDH B 3TO ITIOJIC ITPH 3aIIOJIHCHUUN Ta6JII/ILIBI.

Coobwenue 00| Onpernensier cooOLIeHHe, KOTOPOE MOSBISACTCS Ha DKpaHe B CIydae
owiuoke BBOJIa HEJIOITYCTUMOT'O 3HAYCHHUSI.

VcraHOBKa, YyKasblBamolllass Ha TO, YTO JaHHOE Ioje TpelyeT

Oobazamenvnoe noe .
00s13aTEIBbHOrO 3aII0JIHEHUS U1 KaXKI0M 3aIUCH.

YcTraHoBKa, KOTOpast ONpeeNseT, OMyCKaeTcs 1M BBOA B JaHHOE I10JIe
Ilycmpoie cmpoxu
IIyCTBIX CTPOK

Hnoexcuposannoe N
Ornpenenser npocTbie MHIAEKCHI ISl YCKOPEHUs TOMCKA 3alucei
none

Kpome BhIIeTIepeUnCICHHBIX THUIIOB JAaHHBIX B CIIHCKE €CTh 3JeMeHT Macmep
HOOCMAHOB0K, KOTOPBIA TO3BOJSET NPEICTABUTH 3HAYCHHUS TOJEH B BUIE MPOCTOTO WIH
KOMOWHHUPOBAHHOTO CHHUCKA. J[OMOJHUTENbHBIE CBOMCTBA TAKOTO TMOJS MPEACTABJICHBI Ha
BKiaake Iloocmanoexka okna Koncmpykmopa maonuy,.

Jliis coxpaHeHUs CTPYKTYPBI TaOIHIIBI HY)KHO BBECTH KoMaHny @Paiin— Coxpanums U B
okHe CoxpaneHue BBECTH UMsI TaOJIULIBI.

[Ipu cozmanum MHOTOTAOMWYHON 0a3bl JAHHBIX BAKHO MPABUIBHO OMPEICIIUTH CBA3H
MeX1y TaONHUIIaMH U 33]1aTh KITIOYH.

AcceSS MOKET aBTOMATHYECKH CO37[aTh MEPBUYHBIN KIFOY, ITOCTaBUB TIEpEH MEPBBIM
yKa3aHHBIM B CTpYKType mojieM nosie Koo u 3anaB nis Hero tun Cuemuuk. J{ns Toro, 4To0ObBI
ONpeAeNUTh Kakoe-1u0o Apyroe moje TaOJauIlbl KIIIOUEBBIM, HYXHO YCTaHOBHUTb Kypcop B
CTPOKE C UMEHEM ATOTO TMOJIsi U HaXKaTh Ha KHOTIKY Kirouesoenonie Ha naHenn WHCTPYMEHTOB.
[Tocne 3TOTO B CTPOKE PSAAOM C MMEHEM 3TOrO TOJs MOSBUTCA M300paxeHue kioda. Komanaa
Tak)Ke MOXeT ObITh BbI3BaHAa U U3 KOHTEKCTHOTO MeHI0. OCHOBHOE TpeOOBaHUE K 3HAYCHUSM B
KITFOUEBBIX TOJISAX - 3TO MX YHUKAIBHOCTH JIJIS KQXK/I0H 3amucy (OHU HE JOJKHBI TIOBTOPSATHCS).

[Tocne ompeneneHust CTPYKTypbl Tabnuil 6a3bl JAHHBIX HEOOXOJUMO yKa3aTh THII CBS3H
Mexay Tabmunamu. Jlis 3TOro Ha TaHENM HHCTPYMEHTOB HEOOXOIMMO HaXKaTh KHOTIKY
Cxemaoannvix. Ilocme atoro  AcceSS otkpoer OKkHO Cxemadamuvix U  OKHO
Joobaenenuemadbnuyvi. B oxue Jlobasnenuemadnauybl HYXHO BBIICTUTH WMEHA TaOIUII,
N00aBISIEMBIX B CXEMY JIAaHHBIX, U HAXKAaTh HAa KHOMIKY /[o6asums. 3aTeM OKHO MOXHO 3aKPHITh.
B okxne Cxemaodannpix OSBATCS MMEHA BCEX YKa3aHHBIX TaOIUI] BMECTE CO CIIMCKAMHU TMOJIEH.
Hmena oOux mosiei BIAEIECHBI TOMYKUPHBIM mipudToM. Hy)KHO BBIIEIHTH KIFOYEBOE IOJIE
KITFOUEBOUM TaOIHIIBI, HAXKAaTh KHOIKY MBIIIY, IEPETAIUTh €€ KypCcop Ha aHaJOTUYHOE MOJie B
CBSI3BIBAEMOI TaONUIle, TMOCIE YEero KHOMKY MBIIIM OTIYCTHTh. B pe3ynbrare MOsSBUTCS
nuanorosoe okHo Ceéa3u.

UToOB!I B CBSI3aHHBIX TA0JIUIIAX HE HAPYIIAIACh IIEJIOCTHOCTH JTAHHBIX, HY)KHO MICITKHYTh
no ¢Gnaxky ObecneueHueyei0cmHOCIMUOAGHHBIX. B pesymbrate AcceSS chemaer
HEBO3MOXKHBIM 3allUCh B HEKIIOYEBYIO TAaOJNWIy TAaKOTO 3HA4YEHHUs OOIIero T0Js,
OTCYTCTBYIOIIETO B  KJIIOYeBOM Tabnuie. HeoOxoaumo TOAKIIOYATH TakKe  JIBE
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JOTIOTHUTEIIbHBIC OIILIAH: Kackaonoeobnosnenueceasannvixnonei U
Kackaonoeyoanenueceazannvixnonei. lleppas onuus NO3BOJSET MPU U3MEHEHUM KaKOIo-
1100 3HaYCHHS B KIIIOYEBOM Talnmie AcceSS aBTOMAaTHUECKH OOHOBUTH 3HAUEHHS 3TOTO IOJIS
JUIS. COOTBETCTBYIOIIUX 3aITMCEH BO BCEX CBSI3aHHBIX TalOnuuax. BeiOop BTOPOH OMIIUK MO3BOJISAT
YIQIUTh BCE CBA3AHHBIC 3aITMCH MIPH YIAJIEHUH OJHOM U3 3aMuceil B KIIF0YEeBOl TabmuIe.

JUia 3aBeplIeHHs IpoLecca CO3JaHMs CBS3€d HY)KHO INEIKHYTHh 10 KHonke Cozdamsb.
AcceSs HapucyeT JMHHMIO Mexay TaOnuuamMu B OKHe CXemMadanHblx, YKa3bIBalOILYIO Ha
HaJIM4YME CBA3M MeXAy HuMH. [locie 3akpbITHs 3TOro OKHa BCE YCTAaHOBJIEHHBIE CBSA3M OyIyT
COXPAaHEHBI.

3aganuel.

Paspabotaem 0a3y naHHBIX IO YYETy CKHJIOK B Mara3uHe. Mest npeacraBicHa Ha caiTe
http://smiroleg.h12.ru/.
[Tepen wavyamom pabOThl HEOOXOAMMO 3amycTHTh mporpammy Microsoft Access

HaxxaTueM KHonku Ilyck (® ) ¥ TOCIIeIOBaTEIbHBIM BBIOOPOM KOoMaHa Bce npozpammovl—
Microsoft Office—Microsoft Access.

Jis peanuzanuy TPeIOKEHHOW 0a3bl JaHHBIX CO37aTh JIBE TaOmuiel — Toeapsl n
Ilpooaosicu.

Tabmuua Toeapwr nomwkHa conepxarh Tpu noyiss — Koomoeapa, Haumenosanue, Ilena.
[Tocne 3amycka quaroroBoe OKHO OTOOpaXkaeT CTPYKTypy HOBO#M Tabnuisl. [lepenmenyem moie
Koo. JIns 5TOro BBIIOIHUM IIETYOK JICBOM KIIABUINIECH MBIIIM II0 €TI0 HAa3BaHHIO U Ha BKIIAJKE
Pabomac madauyamu B none Iona u cmonodoywt menkuem no kHonke Ilepeumenosams. 3atrem
BBe/ieM HOBoe uMs Koomoeapa v naxvem Enter. BoimoaHUB ABOMHOM MIETYOK MO 3ar0JIOBKY
COCEIHEro CTOJIOa, BBeJAeM UMs HOBOTO 1101 — Haumenosanue. AHaJIOTUYHO CO3IadUM ITI0JIS
I[ena (Puc.3).

ljg - H - PaboTa cTabamuamu  basa gannend : Basa gannex (dopmar.
o/

— nasHas Co3gaHne EHeWwHWe gaHHbI PaGoTa € BasamK JaHHb Pesxum Tabnunus

I_BZ ‘j_| ‘:':!4] = "4 Berasute Tun ganuen: | CueTumnk = |[¥] ¥Yaukanenoe fKﬁ B
7 - —h= -
—— == CEl # vaanure Dopmat: - OBazaTensHoe = ==
Pexum Hoeoe |JoBaewTe CToney

none nons  MNoOACTAHOBOK i Nepenmerosate

- ||
|PE)KMM|:I| Mona v cTonBue

- Cxema 3aBMCMMOCTI

a8 o %0 00

'S'E o 000 Th0 $.0 || AaHHBX 0BBEKTOE |
| DOpMATMPOEAHUE W TUM A3HHBIX ||

CBA3M

Puc. 3 — Jlo6aBnenue momeii B Pexxnme Tabnuma
VYkaxeM THII mojieil. /IS 3TOTO BBIIOJIHUM IIETYOK JIEBOM KJIAaBUIIEH MBIIIM MO ITOJIIO

Koomoeapa n Ha Bxnanke Pabomac madnuyamu B none Qopmamuposanue u mun 0aHHbIX
IIEJIKHEM I10 pacKpblBaromemMycsi cnucky Tun dannwix v Boioepem onumio Yucnoeoii (Puc. 4).
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IE%\“ = - PagoTa cTabamuamn  Baza aanneixl : Baza gaHHex (o

Inasxas CosgaHue BHewHWE gaHHbIE PaboTa c 6asammn JaHHbBIX Pexcnm TaBnnubl

M an D:lqj IEBEI 'Jf BerasuTth Tun AaHHe: |CHETYME H ¥HWKANEHOE ﬂ(ﬂ s

N = —Ll W vaanute DopMat: TeKCToBbIiA [ oéssatencHoe =| =z

Pexcum || Hosoe JoGaswte CTongey Mone MEMO Cxema 33BMCHMOCTI

- none nona  MNOACTAHOBOK Eﬁ NepenmeHoBaTe EE o 000 = - AaHHBIX ~ DBELEKTOE
WCNOEON

Pesrmbl Mona W cTonGUb P M AaHHEIX CEAZM
Jata/epema

Bce Tabauugl v| « || =] TaGnmual ", [eHEXHBIR

Tabanual Py Kop tosapa - HaumenopaHue | /loruseckuii [obasums none
linepcceinka

£ Tabnuual : Tabnuua * (Ne) Ld

Puc. 4 — IlpucBoenue YucnoBoro popmara mosto TabauIIbI

AHaOTUYHbIM 00pa3oM ycTaHOBUM 1jis ot Haumenosanue tun Texkcmoswtii, a s
nons Hena tvn /lenesicHolil.

PaGora ¢ TabnmuumamMu MOXKET OCYIIECTBISATHCS B HECKOJIbKHUX pexkumax. Ha pwuc.5
npuBeleH mnpuMep paboTel B pexume Tabauua. J|ns mpocMoTpa TaONMIBI B PEKHME
Konempykmop wa Bxnanke Padomac maénuyamu B 1one Peycum BbIOEpeM  OIIIHUIO
Koncmpyxkmop.

e CEEGDY

lnaeHas CozgaHwue E

M # BoipesaTb
[t

53 KonuposaTte
[Pexcum||| Beraeue _
- - # Dopmat no obp

A [ Pexum Tabnvukl

a— k
JJ CeoaHan Tabnuia

ﬁi CeogHas gnarpamma
M KoHCTpyKTOpD
[ |

Puc. 5 — I3meneHue pexnma IpocMoTpa TabJInIbI

Microsoft ACCess mpeuIoKUT COXPaHUTh TaOJHIly. B OTKpBIBIIEMCS] THAIOTOBOM OKHE
BBeneM uMsi Toeapel u menkaeM 1o kHonke OK. Bua tabmuisl u3meHutes. st Kaxaoro mostst
B HIDKHEH YacTH DJKpaHa ONpEAEeIMM CBOWCTBA TMOJIEM, HMCXOJd W3 HA3HAYECHUS TOJS U
MpeAnoaaraeMoro 00bemMa BBOJUMBIX JTAHHBIX.
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. =zz| Tosapu.\"-._

WMma nona | THN JaHHbIX
3 HKon Tosapa) CUeTumMH
| | HammeHoBaHWe TeKcToBbIA
LeHa LeHeRHbIR

Pasimep nona JavnHHoe yenoe

HoBkie SHa4eHMA MNocnegoeaTensHele

Dopmat nona

Mognuce

WHaekcvpoeadHoe none | [Ja (COBNageHWA HE A0NyCKawTo)
CmapT-Terun

BblpaBHWEAHWE TEKLTA OBwee

Puc.6 —Jlo6aBnenne nHAEKCUPOBAHHOTO OIS

[Tons Koo moeapa tipm >TOM aBTOMAaTUYECKH OBUIO OTMEYEHO KIIIOYEBBIM (JIEBee
HA3BaHUS Y TAKOTO TOJISl PACIIONOKEH 3HAK KIItoUa). ITO 00s13aTeIbHOE MHACKCHPOBAHHOE T10JIe
(coBmazenus He naomyckaroTcs). JlaHHbIE yCTaHOBKM ClEAyeT 0053aTelbHO NPOBEPHUTH B
mpoliecce onpeaeeHus cBoucTB nosuei (Puc.6).

Ecnu HEeoOxoaumo 3ajaTh Opyroe moje B Ka4ecTBE KIFOYEBOTO, IMIETYKOM IO KHOIKE

L9
Kniouesoe none (<) CHUMAIOT 3HAK KIOYa y TEKYIIErO IO, INEIYKOM MBIIIH
MOJICBEYMBAIOT HMHTEPECYIOIIEee IMOJ€ M TMOBTOPHBIM IIETYKOM IO KHONKe Kirouesoe none
YCTaHABIIMBAIOT 3HAK KIF0Ya y HOBOTO IMOJIsI. AHAJIOTUYHBIE IEHCTBUS MOTYT OBITh BBIIOJHEHbI

C TIOMOIIBIO KOMaH ] KOHTEKCTHOTrO MeHto (Puc. 7).

Mma nona |
B* Kon Toss
| Haumen ‘2 Knwouesoe none
LeHa Bripezate

1] E.L

ECTE BEWNTE CTROKK

Ypanute cTpoku

f Lk.

— ' CeoiicTea

Puc. 7 — JlobaBieHrEe KITFOYEBOTO MOJIS

3akpoem Tabnuily. Ecnm ona Obuta coxpaHeHa, M3MEHEHHS B €€ CTPYKTypy OyayT
BHECEHbI aBTOMATUYECKH.

Cozmanum HOByrO Tabmuity. [ns storo Ha Bkiagke Co30anue BBHIIOTHUM IIETYOK TIO
kHonike Koncmpykmopmaénuy. B pesynprate Oynet co3gaHa HOBasi CTPYKTypa, B KOTOPOM TIO
aHaJIOTUX MOYKHO 3a/1aTh Ha3BaHME TMMOJIEH U uX TUI (puc. 8).
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— [naeHan CozpaHue BHEeWHWE

BB [ &

Tabnuua WacnoHe  Cnvcew  |KoHCTpYETOP
Tabnuy~ SharePoint~| TaBawy

4B
|

TaGauubl

Puc. 8 —-Co3ganue HOBOU TaOIAIIB

Cozpagum Tabmuny Ilpodascu, 3anaB MMeHa TOJIGH W THIN JAHHBIX, YKa3aHHBIC B
tabnuiie 3.

Tabnuna 3 - CTpykTypHBIE 37eMeHThI Ta0IuIsl IIpooascu

Hmsa noas Tun naHHbIX
Ne kapmouku na ckuoky TexcToBblit
Konuuecmeo Yucnoson
Koo moeapa YucnoBoii (MacTep MOJCTaHOBOK)
Jlama npooasicu Jara/Bpems

Cpenu yka3aHHbIX B TaOJuIle THUIIOB ToJied 0co0o0 cieayeT oTMeTuTh Macmep
nOOCMAaHO60K, YNPOINAIOIIMKA BBOJ JaHHBIX U OOECHEUMBAIOIIMNA UX JOCTOBEPHOCTh. OH
1o3BOJIIeT ()OPMUPOBATH CIUCOK 3HAYCHUH, MCIOJIb3Ys JAHHBIC W3 JIPYrod TaOIUIIBl WA U3
bukcupoBaHHOTr0O Habopa 3HayeHuii (Puc. 9).

= Tabnmual
KMma nona TN 43HHBIX
HOoMep KAPTOUKK Ha CKWOKY  TEKCTOBbIM
Honwuecteo HMCNOBOR
Hog toeapa TeKCTOBbIRA -
[ata npoaasn TeKCTOBbIA

Mone MEMO
HMCNOBOH
Nata/spema
[eHemHbIA
CyeTunk
Norvyeckui
None obbewta OLE
MMnepccbinka

OBwWMEe | NOACTaHOBOK.

Pazman nnna 758

Puc. 9 — Ucnonb3oBanne Mactepa noCTaHOBOK

Beibop onuuu Macmep nodocmanoeok TO3BONSET OTKPBITh TUAIOIOBOE OKHO, B
KOTOPOM YKa3bIBA€TCS CIOCOO TONY4YEHHUsT 3HAYEHWW JUIsl TOJCTAaHOBKUA. BO3MOXHBI 1B
BapHaHTa — W3 paHee CO3JaHHOW TaONMIbl (KaK MpaBUJIO, KIIIOYEBOM) WJIM W3 CIUCKa C
¢bukcupoBaHHBIM HaOOpPOM 3HAauYeHUH (B cilyyae, €clii HabOp 3HAa4YeHWH 3apaHee M3BECTEH U
cTporo orpanudeH). /Iyt co3naBaemoii 0a3bl JaHHBIX Oy/I€M HCIIOJIb30BaTh MEPBBIN BapUaHT.

KomOunupoBansslil civcok i noist Koo mosapa popMupyercs Ha OCHOBE JaHHBIX
cBsizaHHOW Tabmuubl Toeapwsr. B nuanoroBom okHe Macmepa noocmano8oKk YCTaHOBUM
¢1axok y mepBOW OMIMHM, BBIMOJHUM IIEIYOK MO KHomke OK u mepelzeM K cleayromeMy
JUAJIOTOBOMY OKHY. B HeM MOXHO BBIOpaTh Tabiuily, U3 KOTOPOH MOJYyYUM 3HAUEHUS JUIS
noJicTaHOBKU. Bce ycTaHOBKM OocTaBUM 0€3 M3MEHEHUH, TOCKOJIbKY HMEEM TOJIBKO OJIHY paHee

48




co3JaHHyl TaOnuiy. BeimmomnuM menuok no kHonke OK. B HOBOM nnanoroBomM OKHE ¢
HIOMOILLIO CTPETIKH ((Fess

) IepeMecTHM B MPaBOE OKHO MHTEPECYIOIIee HAC MOJIe - B JAHHOM
cinyyae Koo moeapa (puc. 10).

Cosganue nogcTaHoBKKM

Katkue Nons conepHaT SHIHEeHS, KOTOPLIE CIEAYET BKIMOHMTE B CTonbew,
NOACTEHOEKK? OTofBpaHHEIE Nons cTaHyT cTonfuami & ofeexTe "cTonfey
NOACTEHOBKMK ™

JocTynHele nona: BiifipanHele nons:

Lera

[ OTMEHa ] [ < Hasan ][ lanee > ]

Puc. 10 — luanoroBoe okHO Macrepa 1oicTaHOBOK

B HOBOM OKHE yKa)X€M TOPSIOK COPTUPOBKH 3JIEMEHTOB CIUCKA (M3 CIHCKa BBIOEpEM
Koo moeapa, no Bo3pacTaHuio). B ocranbHBIX AMAIOrOBBIX OKHAX OCTABUM 3HA4YEHUs 110

ymonyanuto. lllemuok no kuonke I'omoeo 3asepiut padboty Macmepa noocmanogox.

B xome pabotbl mactepa ACCESS MpEIOKHUT COXpaHUTh Talnuiy. Begem wums
Ilpooasicu, HO KITIOUEBOE T0JIE CO3AaBaTh HE OyIeM.

[Tocne onpeneneHus CTpykTyp o0eux Tadbiull Bbi3oBeM 0kHO Cxema oannvix (Puc. 11).

T Baza gaHr
-
— naeHan Co3zgaHwne EHewHWe gaHHEIR PaBoTa ¢ Bazamu SaHHBIX
ﬁ oy fl(%l & CTpaHuya ceoicTB 25 ApxuBapuyc =
= = ";j 33EMCUMOCTI 0B BEKTOE
Visual Cema

Basic

%AHanm: BEICTP 04eHCTENA :pa

sqQL
Server

AaHHEIX AHE/NE COOBLEHNK

Makpoc |

S8 AHanus TaBAuLEl
MoKazaTe WK CKPEITE

AHanuz | Mepem
Bee TabnuUk > | k24

Tosapwm H

=2z Tosapbi : Tabnuua

Mpopanca

»

j Mpogasu : TaBnuua

Puc. 11 — Oxno Cxema qaHHBIX

JlobaBuMm B cxemy gaHHbIX 00e Tabmunwl (Toeaper w Ilpodaxcu). Jlns >Toro B
OTKPBIBIIEMCSI TMAIOTOBOM OKHE BBIJIEIMM HMHTEPECYIOIIYIO TaOIUIly ¥ BBIIOJHUM ILIETYOK IO
kHonke /Jlodaseums. B pe3ynbTaTe aBTOMaTHUECKU OyJeT co3/laHa cxeMa JaHHbIX (puc. 12).
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o

_‘:j Cxema LaHHbBIX

| Toeapsl . . Mpogasm

‘3 Koa ToBapa Homep kapTodEW ¢
HaumeHoEaHKWe KonnuecTso
LleHa Koa Tosapa

[ata npojaxun

Puc. 12 — Jlo6aBnenue Tabaun B CxemMy JaHHBIX

[TockobKy THTI CBSI3M SIBHO HE YKa3aH, YAAJIUM CBs3b, CO3IaHHYIO 110 YMOYaHHIO. J{iist
9TOIro MCIYKOM JICBOU KJIABUINU MBIIIHA BBIACIIMM JIMHUIO CBA3KU HAXXMCM KJIABHUIIY Delete Ha
knaBuatype. CBs3b MeX Iy Tabnuiamu Oyzaer pazopBana. Hasenem kypcop Ha nosie Koomoseapa
Ta6JII/IIII)I T08apbl H, HaXXaB JICBYIO KJIaBUIlY MBbIIIHU, IIEPEMECTUM KYpCOpP Ha OAHOMMCEHHOC
nosne Tabnuubl IIpodasrxcu. Ilocne 3TOro OTIYCTUM HaXaTylo KJIaBHINY MBIIHU. B pesymbraTe
OyZeT OTKPBITO AUAJIOroBOe OKHO M3menenuecsnseit (puc. 13)

-
WzmeHeHue ceasei

Tabnuua/zanpoc: CenAsaHHas Tabnuua /zanpoc: Cospath
Tosapsl MpoaasK
OTMeHa
Kog Toeapa E Hog toeapa -

OBBEAMHEHHE. .,

il

Hosoe..
OB ecneEYsHME LENOCTHOCTH AaHHLIX

KACKaAHOE 0BHOBNEHME CEASSHHEIX Nonei

KaCKaQHOE YaaneHWe CEBA3ZGHHBIX sanmcen

TN oTHOWEHKA: QAMHHO-MHOTMM

b

Puc. 13 — YcranoBnenue cBs3eit Mex 1y TadIuaMu

B okHe U3menenueceaseii yoequTbes, 4To JEBOE U MPABOE MOJIE OTOOPAXKAIOT HYKHBIE
nonst. Tun omuowenuii Ipyu STOM JIOKEH COOTBETCTBOBATH TUIY «OIUH-KO-MHOTHMY (1:M).
3aTemM He0OXOIMMO BKIIIOUUTH NEpEKIoUYaTeNib Qbdecneuenue yeaocmHocmu OaHHbIX 1 OTIITII
Kackaonoe oobnoenenue ceazannvix noneit u Kackaoumoe yoanenue cea3anHwvlX 3anucei.
[locne »toro Haxarb kHoOmNKy Co30ams. B pesynbrare OyIeT OTKPBITO MpeblaylIee
JINAJIOTOBOE OKHO C YCTAHOBJICHHOM CBSI3bI0 (puc. 14).

£ Cxema AaHHBIX

Toeapsl Mpogasm
®? Kog Toeapa Homep kapTodkw +
HanmeHoBaHWe Koaw4ecrso
LieHa Koa Tosapa
[aTta npogaxu

Puc. 14 — YcranoBneHue CBSI3U MEXIY TaOIUIIaAMU
J1is ipotoyKeHus paboThI ¢ Ta0nuIaMu OKHO Cxema 0aHHbIX 3aKPHIBAIOT MIETYKOM I10
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KHOIIKE 3aKpblmb, PACTIONIOKCHHOW B BEPXHEM MPABOM YIJIYy JHAIOTOBOTO OKHA (HE MyTaTh C
KHOIIKO# 3akpsims niporpammbl Microsoft Access).

JI1s1 OCYIIECTBIICHHUS BBOJIA JAHHBIX HYXXHO OTKPBITh 0a3y JaHHBIX B PEIKUME TaOJIHIIbI.
Jliist aToro B y1eBoit yacTu okHa Microsoft ACCesS BBITOJIHUTE ABOMHOM IIETYOK IO HA3BAHHIO
uHTepecyromeld Tabmaumpl. [locie 3TOro ycTaHOBUTH Kypcop B TEpPBBIA CTOJIOESI] CBOOOTHOMU
CTPOKHU M BBECTH JaHHbIC C KJIaBHATYpPHI (puc. 15).

g=:| Tonapu."'-..__
Kog toeapa - | HaumenoBaHue - LleHa + | Hobasume none
+ 1001 Abnokwk 59,00p.
+ 1002 rpywm 45 70p.
+ 1003 abpwkockl 104,50p.
+ 1004 BuHorpag 112,80p.
+ 1005 cnnekl 204,00p.
*

Puc. 15 — 3anonnenue noseid Tabiuisl ToBapsl

Hcnonb3yst TOPU30HTANIBHYIO M BEPTUKAJIBHYIO MOJIOCHI MPOKPYTKH, & TAKXKE KIABHIIH
nepeMeIleHHs] Kypcopa, MOKHO MepeMeIaThCsl Ha HOBBIC MOJIS HITU 3aITMCH TaOJIUIIBI.

JUis penakTHpOBaHUS JAaHHBIX HCIOJB3YIOTCS CTaHIAPTHBIC TPHUEMBI — BBIICICHUE
WHTEPECYIOIIEeT0 3HAUCHHUS U BBOJI HOBBIX JIAHHBIX C KJIaBHATYPHI.

Ecimu HYy)XHO ymamuTh 3aluCh IEIIMKOM, Kypcop TEpeMEIIaroT B CaMylo JICBYIO 4acTh
Ta0JIMIBI TAKUM O0pa30oM, YTOOBI OH TPUHSII BUJ JKUPHOW CTPEIKH, HANPABICHHOW BIIPABO.
3areM BBITIOMHSIOT MICTYOK JICBOM KJIABHUIICH MBIIMIK (3TO TO3BOJISET BBIJICIHTH BCIO CTPOKY
[EJTMKOM) U HaxxuMaroT KiaBuiiry Delete.

JJ1st BCTABKHM HOBOM 3alMCH B cepearHe TA0JIMIbI HCO0X0AUMO BBIICIUTDH CTPOKY, Nepes
KOTOPO¥ 10JI7KHA PACIOJIOKUTHCS HOBAs 3allMCh, U HaKaTh KJaasuuly Insert. Ilocse 3Toro
B CO3/1aHHOM NYCTOM CTPOKE BBOAAT HOBBIE JaHHbIE.
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MeToauueckue PECKOMECHIAUNUA NJIA NPAKTHICCKHX paﬁoT Imo TeMe:

AHTHBHMPYCHbIE IPOTPAMMBbI

3ammTa nHgopManu, AHTUBMPYCHAS 3alllUTA

Heanb: l3ydeHue TEXHOJIOTHH OpraHu3aiuu (ailyioB ¢ MOMOIIBI0 MPOTPAMM — apXHUBATOPOB.
[TpoBepka uHbOpMaIIMK HA BUPYCHYIO YUCTOTY.

3anaum

Oo0yuarimmue:
dbopMHpOBaHHUE  OKCIIEPUMEHTAIBHBIX W  IMPAKTHYECKUX yMEHUH TPH  BBINOJIHECHUH
71a00paTOpHOil pabOTHI 10 UCCIIEOBAHUIO AHTUBUPYCHBIX IIPOTPAMM.

BocnurarenanHble:

BOCIIUTAHUC HOJIO)KI/ITGJII)HOI;'I MOTHUBAIIUU K I/I3yqaeM0ﬁ TEME, y6€)KZIeHHOCTI/I B BO3MOXHOCTH
MO3HAHUS 3aIIUTHl KOMIBIOTEPHON HH(OpMAIK, OpUEHTAIMH Ha YCIeX, KOPHOpPAaTHBHOM
Ky.]'II)TypI)I, KOMMYHI/IKaTI/IBHI)IX HABBIKOB.

Pa3BuBaromme:

pa3BUTHE HAIJISIAHO-IEUCTBEHHOT0, MPAKTUYECKOI'O MBIIIJICHUS, MBICIUTEIbHBIX OIEpaIluii:
aHaNM3, KOHKpETH3alus, CpaBHEHHE, OO0OOIIeHHe, CHUHTE3, HHTEJUIEKTYAIbHBIX YYBCTB
T10003HATENFHOCTH, YIOBJIETBOPEHUS OT XOPOIIIO BHIIIOJIHEHHOH paboTHI.

Xon paboTsl:

HSy‘IHTG KOMaHJbl U BBIITOJHUTEC NPCAJIOKCHHDBIC YIIPAKHCHUA:
AHTUBHpYCHas poBepKa HHPOPMAIIUN HA TUCKE.

OTBeTbTE Ha KOHTPOJIBHBIE BOIIPOCH! M BOMPOCHI TECTOBOTO 3a/IaHUSL.
BeIinonHuTe 3a1aHUS IPaKTHUECKONH pabOTHI.

Odopmute oTUET U caenaiiTe BBIBO 110 MPaKTHUECKON paborTe.

agbrwdE

Teopernyeckuit marepuall

KomnbloTepHblii BUpycC - 3TO CHelMajbHO HalMCaHHas HeOOJbIas MO pa3MepaMm
nporpaMma, KoTopasi MoKeT "pUIUCHIBaTh" cedsl K APYruM Mporpammam (T.e. "3apaxars’ ux),
a TaKKe BBINOJHATH PA3JIMYHBIE HEXEJaTelbHbIE NIEHCTBUSA Ha KommbloTepe. IIporpamma,
BHYTpUM KOTOpPOM HaxoJUTCsl BHUpPYC, HaszbiBaeTcs '"3apaxeHHoW". Korma Ttakas mporpamma
HauMHaeT paboTy, TO CHaydaja yIpaBjieHHE MOdydaeT BUpyc. Bupyc HaxomuT u "3apaxaet"
JIpyrue MporpaMMbl, a TAK)Ke BBIMOJIHAET KaKue-HUOYAb BpeIHbIe NEHCTBUS (HalpuMep, MOPTUT
¢aitnbl unu FAT-Tabnuny, "3acopsier” onepaTuBHYIO NaMsTh U T.1.). s MacKMpOBKU BHpyca
JEHCTBUS N0 3apaXEHUIO APYTHUX IPOrpaMM U HAHECEHWIO BpENa MOTYT BBINOJIHATHCS HE
BCErZa, a IpU BBIIOJIHEHUU OIpeAeNeHHbIX YycioBuil. Ilociae TOro kak BHPYC BBINOJIHUT
HY)KHbIE €MY JE€HCTBUS, OH IIEpeacT YIIpaBJIeHNE TOM IporpaMMe, B KOTOPOH OH HaXOAMTCS, U
OHa paboTaeT TakXke, Kak OOBIYHO. TeM caMbIM BHEHIHE padoTa 3apa’keHHON MHpOrpaMMBI
BBITJISIAMT TaK XKe, KaK U HE3apaXCHHOM.

KoMmmbroTepHblii BUpYC MOXKET UCHOPTUTH, T.€. U3MEHUTh HEHaJJIeKalluM o0pa3om,
mo0oi ¢aitn Ha uMerouMxcsd B KomIbloTepe nuckax. Ho HekoTopsie Buabl (aiiyioB BHpYC
MOJKeT "3apa3uTh". ITO 03HAUAET, UTO BUPYC MOXKET "BHEAPUTHCA" B 3TH (ailibl, T.€. USMEHUTH
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UX TakK, 9YTO OHH OYIyT COJACp)KaTh BUPYC, KOTOPBIA MPH HEKOTOPHIX OOCTOATEIBCTBAX MOXKET
HAYaTh CBOIO PaboTy.

IIpu3HaKy 3apaskeHUs] KOMIBIOTEPAa BUPYCOM
Bce nelicTBus BEpyca MOTYT BBIOJIHATHCS JOCTATOYHO OBICTPO M Oe3 BBIAaUM KaKHX-
a100 COOOIICHNUH, MOITOMY IOJIB30BATENI0 OYEHb TPYAHO 3aMETUTh, YTO B KOMIBIOTEPE
IPOUCXOTUT YTO-TO HEOOBIYHOE.
[Ipu3Haku 3apaxeHus:
HEKOTOPBIE MPOTrPaMMBbI MIEPECTAIOT paboTaTh WM HAYMHAIOT PadOTaTh HEMIPABUIILHO;
Ha 9KPaH BBIBOJATCS TIOCTOPOHHKUE COOOIICHHS, CHMBOJIBI H T.[I.;
paboTa Ha KOMIBIOTEPE CYIIECTBEHHO 3aMEeIIISIeTCS;
HEKOTOpbIE (hailyIbl OKA3bIBAIOTCS HCIIOPYCHHBIMH U T.1I.
OIIEpAIIMOHHAS CUCTEMA HE 3arpyKaerTcs;
M3MEHEHHE AaThl K BpeMEHH MoAu(UKaImu (aiiios;
M3MEHEHHE Pa3MepoB (Hailiios;
3HAUUTEIbHOE YBEIUYCHUE KOINYECTBA (aijioB HA ANUCKA;

©ooNo Ok wdPE

CYILIECTBEHHOE YMEHBIIIEHHE pa3Mepa CBOOOIHOM OrepaTUBHON MaMATH U T.II.

HexoTtopbie Buabl BUPYCOB BHaYalle HE3aMETHO 3apa)karoT OOJBIIOE YHCIO MPOTrpaMM
WIN JUCKOB, a MIOTOM NPHYUHSIOT OYE€Hb Cephe3HbIC MOBPEXKICHHS, HApUMep, popMaTUPYIOT
BECh J)KECTKUH JMCK Ha KOMITbIoTepe. Jlpyrie BUPYChl CTaparoTCs BECTH ceOs Kak MOXKHO Ooliee
HE3aMETHO, HO IIOHEMHOTI'Y ¥ IIOCTENIEHHO MOPTSAT JIaHHbIE HA )KECTKOM JHCKE.

Taxum o6pa3om, eciu He NpeANpUHUMATh Mep O 3alllUuTe OT BUPYCa, TO NOCIECACTBHS
3apa’kKeHHsI KOMIIbIOTEpa MOTYT OBITh OYEHb CEPhE3HBIMU.

Pa3HOBHAHOCTH KOMIIBLIOTEPHBIX BHPYCOB

Bupycsl knaccupuumpyrot no cpene ooutaHus U mo crnocoOy Bosneiictus. 1o cpene
0OUTaHUS BUPYCHI MOAPA3/IEIAIOTCS HA CIEAYIOIINE BUIBL:

(haiioBbIe BUPYCHI, KOTOPHIE BHEIPSIOTCS TJIABHBIM 00pa30oM B MCTOJHsAEMbIE (aiiibl,
T.e. Qailjpl ¢ pacmupeHueM €xXe, com, bat, HO MOryT pacnpocTpaHsITbCA M 4epe3 (aibl
JIOKYMEHTOB;

3arpy304HbI€, KOTOpPBIE BHEIPSIOTCS B 3arpy304HBIA CEKTOp IUCKA WIH B CEKTOp,
coJiep KAl MporpamMmy 3arpy3Ku CUCTEMHOTO JTUCKa;

MaKpOBHUPYCHI, KOTOPBIE 3apa)atoT (ailiibl-TOKYMEHTHI U ma0i10Hbl JoKkyMeHToB \Word
u Excel.;

CeTeBbI€, PACIPOCTPAHSIIOTCS [0 KOMIIBIOTEPHOH CETH;

[To criocoOy Bo3aeicTBHS (0OCOOCHHOCTSIM aITrOpUTMa) BUPYCHl OTIIMYAIOTCA OOJIBIINM
pazHooOpa3ueM. W3BecTHBI BUPYCHI-TIApa3uThl, BUPYCHI-UYEPBH, BUPYCHI-HEBUAUMKH (CTeEJC-
BUPYCHI), BUPYCHI-IPU3PaKH (BUPYChI-MYTaHThI), KOMIIAaHbOH-BUPYCHI, TPOSTHCKHE KOHHU U JIp.

Yame Bcero BCTPEYArOTCS BHPYCHI, 3apakarollue HCMonHuMble (aiiinsl. HekoTopsie
BUPYCHI 3apaxaroT U (ailsipl, U 3arpy30uHble 00JIACTH TUCKOB.

YroObl pe1OTBPAaTUTh CBOE OOHAPYKEHHE, HEKOTOPBIE BUPYCHI MPUMEHSIOT JOBOJIEHO
XUTpble TpUEMbl MacKHpoBKH. Paccmorpum "HeBUIMMBIE" W caMOMOAM(DUIMPYIOIIHECS
BUPYCBHI.
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"HeBuaumble" BUpPYychbl. MHOTHE pe3HeHTHbIE BUPYCHI (PE3UICHTHBIA BUPYC MPHU
UHOHUIMPOBAHUU KOMIIBIOTEPA OCTABIIAET B ONEPATUBHOM MaMATH CBOIO PE3UACHTHYIO YacTb,
KOTOpas 3aTeM IepexBaThIBACT OOpallleHUe ONEPAlMOHHON CUCTEMBI K 00BEKTaM 3apa)KeHUs U
BHeJpsieTcs B HUX) (M (ailyioBble, W 3arpy304HBIC) MPEIOTBPAIIAIOT CBOE OOHAPYKEHUE TEM,
YTO MMEePEXBATHIBAIOT OOpPAIEHUS] ONIEPANMOHHON CHCTEMBI K 3apakKeHHBIM (paiiyiaMm U o0iacTsaM
IUCKa M BBIJAIOT MX B HUCXOJHOM (He3apakeHHOM) Buzie. Pasymeercs, 3ToT 3ddext
HaOJI0/IaeTCsl TOJBKO Ha 3apaKeHHOM KOMIIBIOTEpE - Ha "4MCTOM" KOMIIbIOTEpE W3MEHEHHUS B
daiinax 1 3arpy304HbIX 00JIACTAX AUCKA MOXKHO JIETKO OOHAPYKHUTb.
Camomonudpuuupywiuecss Bupycbl. [[pyroii crmoco0, mMpUMEHSIEMBbI BHpycaMHu IJIsi TOTO,
4TOOBI YKPBITCS OT OOHApPY>KEHHs, - MOJU(HUKAIMSI CBOEro Tena. MHOTHE BUPYCHI XpaHST
OOJIBIIYI0 YaCTh CBOETO TEJa B 3aKOJMPOBAHHOM BHUE, YTOOBI C MOMOIIBIO AU3acCEMOIIEPOB
HeNb3st ObLIO pa3oOpaTbcs B MeXxaHu3Me HX paboTel. CaMOMOIM(UIHMPYIOUIUECS BHPYCHI
UCIOJB3YIOT 3TOT MPUEM M YacTO MEHSIOT IapaMeTpbl 3TOH KOAMPOBKH, a KpPOME TOrO,
M3MEHSIOT U CBOIO CTAPTOBYIO YacTb, KOTOpAsk CIYXKUT AJISl PACKOJUPOBKH OCTAIBLHBIX KOMAaH]I
Bupyca. Takum oOpa3om, B Teje MOJOOHOrO BHUpyca HE HMMEETCS HHU OJHOM MOCTOSHHOU
[ENOYKHU OAMTOB, MO KOTOPOH MOXKHO ObLIO OBl MAEHTU(ULIKUPOBATH BUPYC. ITO, €CTECTBEHHO,
3aTpyIHSAET HaXOKECHUE TaKHX BUPYCOB MPOTrpaMMaMu-I1eTEKTOPAMHU.

Metoabl 32a1IUTHI OT KOMIILIOTEPHBIX BUPYCOB

Kakum Obl HE OBLT BHpPYC, MOJH30BATENIO HEOOXOIUMO 3HATH OCHOBHBIE METOIBI
3allUThl OT KOMIIBIOTEPHBIX BUPYCOB.

Ji 321U Thl OT BUPYCOB MOKHO MCIIOJIb30BAaTh:

o01Ire cpeacTBa 3aluThl HHPOPMAIIUH, KOTOPBIE MOJIE3HBI TAKXKE U KaK CTPaXxOBKa OT
buznyecKoil mopYM AUCKOB, HEMIPABUIIHLHO PAOOTAIOMIMX MPOTPaMM WIIM OLIMOOYHBIX AEHCTBUN
MOJIb30BATENS;

NpopUIaKTUYECKHE MEphl, IO03BOJIAIONINE YMEHBIIUTh BEPOSATHOCTh 3apa)KCHUs
BUPYCOM;

CHelHalIN3UpPOBaHHbIE TIPOTPAMMBbI IS 3alIUTHI OT BUPYCOB.

OO6mwme cpencTBa 3amUTHl THPOPMAIIMH TTOJIE3HBI HE TOJBKO VIS 3AIUTHI OT BUPYCOB.
HmeroTcst ABE OCHOBHBIE PA3HOBUIHOCTH 3TUX CPEJICTB:

KOIMPOBaHHWE HHQOpPMAIMK - CO3JaHUE KONUH (QaillloB U CHUCTEeMHBIX oOjacteil
JIVCKOB;

pasrpaHUYeHHe JOCTyNa IMPENOTBPALAET HECAaHKIMOHMPOBAHHOE HCIIOJIB30BAHUE
uHpOpMAllMM, B YAacTHOCTH, 3allUTy OT M3MEHEHUIH MporpaMM M JaHHBIX BHPYCaMH,
HEMpaBWIbHO pabOTAIOLUMMU IPOrpaMMaMH M OIIMOOYHBIMU JEHCTBUSAMH M0JIb30BaTENEH.

Hecmotpss Ha To, uTo OOmIME cpeAcTBa 3alIMThl MH(GOPMALMU OYEHb Ba)KHbI JJIS
3allluTl  OT BHPYCOB, BCE K€ UX HejgocratoyHo. Heobxogumo U npumeHeHHe
CHEIHAIM3UPOBAHHBIX POTPaMM I 3alIUTHI OT BUPYCOB. DTH MPOrPaMMbl MOYKHO Pa3/I€IUTh
Ha HECKOJIbKO BUJOB: JETEKTOPHI, JOKTOpa ((aru), peBU30phl, JOKTOPA-PEBU3OPHI, PHUIBTPHI U
BaKUMHBI (MMMYHH3aTOPBI).

IIporpamMMbI-I1eTeKTOPbI TIO3BOJISIIOT OOHAPYKUBATh (ailsibl, 3apaKeHHbIE OAHUM U3
HECKOJIbKUX H3BECTHBIX BHPYCOB. DTH HPOrpamMMbl MPOBEPSIOT, UMeeTcs U B (Qaiimax Ha
yKa3aHHOM IOJIb30BaTeIeM JHCKe crieuduuecKas A JaHHOTO BHpyca KOMOMHAIMs OaiToB.
Takass koMOMHaIMsI Ha3bIBaeTCs cUrHATypoii. [Ipu ee oOHapyxeHHU B KakoM-ubo (aiine Ha
9KpaH BBIBOJIUTCS COOTBETCTBYIOLIEE COOOIIEHHEe. MHOrue MAEeTeKTOpbl HMEIOT PEKHUMBI

54



JIEUYCHHs] WM YHUYTOKEHHs 3apaxKeHHbIX (ainoB. CrnenyeT MOAYEpKHYTh, YTO MPOrpPaMMBbl-
JIETEKTOPbI MOTYT OOHAPYKUBATh TOJIBKO T€ BUPYChI, KOTOPBIE €l "N3BECTHBHI'".

Takum oOpa3oM, M3 TOro, 4YTO MpOorpamMma HE OIO3HAETCS JETEKTOpaMH Kak
3apakeHHasi, He CJIEAyeT, YTO OHA 37]0POBa - B HEH MOTYT CHJIETh KaKOH-HUOY/b HOBBIH BHPYC
WIA cJerka MOIU(UIMPOBAHHAS BEpCUs CTAaporo BHUpPYCa, HEM3BECTHHIE MPOTrpaMMam-
JETEKTOpaM.

IIporpammbI-peBH30pbI MMEIOT JBE cTagud padoThl. CHayaja OHU 3allOMMHAIOT
CBEJIEHUS O COCTOSIHMM MPOrPaMM M CHCTEMHBIX 0OjacTeil JUCKOB (3arpy304HOro CeKTopa U
cekTopa ¢ TalOnuued pa3dueHus xkectkoro aucka). IIpeamosnaraercs, 4yTo B 3TOT MOMEHT
OporpaMMbl M CHCTEMHBIE 00JacTH JUCKOB HE 3apaxeHbl. [locie 3TOro ¢ MOMOIIBIO
IPOTPaMMBI-PEBH30pa MOKHO B JIF00OOW MOMEHT CPaBHUTH COCTOSIHHE IPOTPAMM M CHCTEMHBIX
obuacteit TUCKOB ¢ UCXOAHBIM. O BBISBICHHBIX HECOOTBETCTBHX COOOIIAETCS MOIb30BATEIIIO.

MHorue nporpaMMbI-peBU30PBI SIBJISIFOTCSI JOBOJIBHO '"MHTEIIEKTyalbHBIMU" - OHHU
MOTYT OTJINYaTh U3MEHEHHUs B (aiijax, BbI3BaHHBIC, HAIIPUMEP, MEPEX0J0M K HOBON BEpCHU
IIPOrpaMMBbl, OT U3MEHEHHUH, BHOCUMBIX BUPYCOM, U HE IIOJHUMAIOT JIOXKHOU TpeBoru. [leno B
TOM, 4YTO BHPYChl OOBIYHO M3MEHAIOT (hailyibl BecbMa crienuduyeckuM oOpa3oM U MPOU3BOIAT
OJIMHAKOBBIE W3MEHEHMs B pa3HbIX MpOrpaMMHbIX (Qaiinax. [IoHATHO, 4TO B HOPMaJbHOM
CUTyallul TAaKUE€ W3MEHEHMsI NMPAKTUUYECKH HUKOIJAa HE BCTPEYaloTCs, MO3TOMY Iporpamma-
peBU30p, 3apUKCHPOBAB (AKT TAKMX M3MEHEHHUH, MOXET C YBEPEHHOCTHIO COOOIIUTH, YTO OHU
BbI3BaHbI IMEHHO BUPYCOM.

IIporpaMMbI-pUABTPBI, KOTOPbIE pacHOJaraloTcss pPE3UACHTHO B OIEpaTUBHOU
naMsTH KOMIIbIOTEpa M MEpeXBaThIBAIOT T€ OOpAalIeHHs K OMNEpalMOHHOM cHCTeMe, KOTOpbIe
UCIOJB3YIOTCSl BUpPYCaMHU JUIsI Pa3sMHOXKEHUS M HAHECEHUs BpeAa, M COOOLIAl0T O HUX
nosap3oBarento.  [lonp3oBaTens  MOMKET — paspeliUTb  WJIM  3allPETUTh  BBIIIOJHEHHE
COOTBETCTBYIOILIEN OlEepaIiu.

Hekoropeie mnporpamMmsbl-puiabTpbl HE "JIOBAT" IOAO3PUTENIBHBIE JNEHUCTBHA, a
MIPOBEPSIIOT BHI3bIBAEMbIE HA BBINOJIHEHHE MPOTPAaMMbl Ha HAJMYHE BUPYCOB. DTO BBI3BIBAET
3aMezIeHre paboThl KOMIBIOTEPA.

OpHako mpeuMyIlecTBa UCIOJIb30BaHUs MPOrpaMM-(pUIBTPOB BECbMA 3HAUUTEIbHBI -
OHM I03BOJISIFOT OOHAPYKUTh MHOTHE BUPYCHl HA CAaMOW paHHEN CTaJuu.

IIporpaMMpbI-BaKIMHBI, UM UMMYHH3aTOPbI, MOAU(PULIUPYIOT IPOrpaMMbl M JUCKU
TaKUM 00pazoM, 4YTO 3TO HE OTpakaeTcs Ha paboTe MmporpamMm, HO TOT BUPYC, OT KOTOPOTO
IIPOU3BOJUTCS BaKLMHALMA, CUYUTAET ITH NPOTrpaMMbl WIH JUCKU YK€ 3apaKEHHBIMH. OTH
nporpaMMsbl KpaitHe Hed(PEeKTHUBHBI.

Hu oauH TN aHTUBHPYCHBIX MPOrpPaMM IO OTJAENBHOCTH HE JA€T MOJHOW 3alUTHI OT
BUpycoB. Jlydmed cTparermenl 3amuTbl  OT BUPYCOB  SIBIIIETCS  MHOTOYPOBHEBAf,
"s1ienoHupoBaHHas" 06opoHa. PaccMOTpuM CTpyKTYypy 3TOM 000POHBI.

CpenctBam pa3Benkd B "0OopoHe" OT BHPYCOB COOTBETCTBYIOT MPOTpamMMBbl-
JIETEKTOPbI, MO3BOJISIONIME IPOBEPATh BHOBb IMOJYYEHHOE IMPOrpaMMHOE oOOecleyeHue Ha
HaJINYue BUPYCOB.

Ha mnepennem kpae 0OOpOHBI HAaxXOIATCS HPOTPaMMbI-QUIBTPEL. DTH MPOTPaMMBI
MOTYT MEPBBIMU COOOIIUTH O paboTe BUpYyca U MPEeIOTBPATUTh 3apakeHHe IPOrpaMM U JIUCKOB.

Bropoii s11enoH 060pOHBI COCTABISAIOT MPOTrPAMMbI-PEBU30PHI, IPOTPaAMMBbI-I0KTOPA U
JOKTOpPa-peBU30PHI.
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Camplii TIIyOOKHH 31I€TI0OH 000OPOHBI - 3TO CPENICTBA pasrpaHuveHus noctymna. OHU He
MO3BOJISIOT BHpPYCaM M HEBEPHO pPAa0OTAIOMIMM MpOrpamMMaM, Ja)Xe €ClIM OHU HPOHMKIU B
KOMIIBIOTEp, UCIIOPTUTH BaXKHbIE JaHHbIE. B "cTparernueckom pesepse’ HaXOIATCS apXUBHBIE
KOMHMH MHPOPMALIUU. DTO MO3BOJIIET BOCCTAHOBUTH HH(POPMALIHIO TIPU €€ MOBPEKICHHUH.

Wtak, o1HUM M3 OCHOBHBIX METOJOB OOpHOBI C BHpYCaMH SBISETCS CBOCBPEMEHHAs
npopMIaKTUKA MX MOSABJICHUS U pacnpocTpaHeHHs. Tonbko KOMIUIEKCHbIE NMPO(UIAKTUYECKHE
MepBbI 3alUThl 00ECTIEYNBAIOT 3aLUTY OT BO3MOXHOM NoTepu nHGopMaruu. B koMIuieke Takux
Mep BXOMST:

PerynsapHoe apxuBupoBaHue HH(POpMALMK (CO3aHHE PE3EPBHBIX KOIMUH BaXKHBIX
(aiinoB 1 cUCTeMHBIX 00JacTell BUHUECTEPA).

Hcnonp3oBaHue TOJNBKO JIMIICH3MOHHBIX JAUCTPUOYTHBHBIX KONHMH MPOTPaAMMHBIX
IPOJYKTOB.

CucremaTnueckasl IpoBepKa KOMIIbIOTEpA Ha Hajlu4ue BUpycoB. KomneloTep noskeH
ObITh OCHAIEH 3()()EKTUBHBIM PETYISPHO UCIOIb3YyEMbIM U IIOCTOSHHO OOHOBJISIEMBIM ITAKETOM
aHTUBUPYCHBIX HporpamMm. [lis oOecredeHus Oosbluedl 0€30MAaCHOCTHU CIEAYeT HPUMEHSThH
HapajiesIbHO HECKOJIbKO aHTUBUPYCHBIX IPOTPaMM.

OcymiecTBieHHe BXOAHOTO KOHTPOJIE HOBOI'O  IPOrPpaMMHOr0O  oOecredeHus,
nocTynuBIIMX AucKeT. [Ipu nepeHoce Ha KoMmbioTep (ailioB B apXWBUPOBAHHOM BMJIE TIOCTIE
pacrakoBKH UX TaKXe HEOOXOIUMO MPOBEPSTH.

[Ipu paboTe Ha APYrMX KOMITBIOTEpAX BCETAa HYXXHO 3allUINATh CBOM (PIIDIIKH OT
3aIMCH B T€X CIIydasix, KOTJa Ha HUX He IUIAHUPYETCs 3alUCh WH(OPMAIIHH.

IIpu moucke BUPYCOB cieIyeT MCIOJIb30BaTh 3aBEJIOMO YHCTYIO OINEPALMOHHYIO
CHCTEMY, 3arpyKEHHYIO C JIUCKa.

IIpu pabGore B ceTH HEOOXOIMMO HCHOIb30BAaTh AHTUBUPYCHBIE IMPOrpaMMBbl JJIs
BXOJIHOT'O KOHTpPOJIS BeeX (haitiioB, momydaeMbIX U3 KOMIBIOTEpHBIX ceTeil. Hukoraa He cnenyer
3aryckaTh HEMpPOBEPEHHbIE (PaliIbl, MOTyYEHHBIE 10 KOMIIBIOTEPHBIM CETSM.

CoBpeMeHHBIE TEXHOJOTHH AaHTUBUPYCHOH 3alllUTHI TIO3BOJISIFOT 3alIUTUTHh OT BHpYcCa
¢aiinoBble cepBepa, IOYTOBBIE cepBepa U cepBepa mnpuiiokeHuid. Hampumep, aHTHBHpYC
Kacnepckoro ass 3amuThl (paiioBbIX CEpBEPOB MO3BOJISET OOHAPYKUTh U HEUTPATU30BaTh BCE
TUIIBI BPEJJOHOCHBIX TIPOTpaMM Ha (haiJIOBBIX cepBepax U cepBepax MPHIIOKESHHN.

B cocraB antuBupyca Kacnepckoro uist 3amuThl (paioBbIX CEpBEPOB BXOAT:

aHTUBUPYCHBIN CKaHep, OCYLIECTBISIOMINNA aHTUBUPYCHYIO MPOBEPKY BCEX JOCTYIHBIX
(ailoBbIX CHCTEM Ha HaJIM4YUe BUPYCOB IO TpeOoBaHMIO mosib3oBatelns. IIpoBepstorcs B ToM
quciie apXUBUPOBAHHBIE U CKaThle (Paiibl;

AQHTUBHUPYCHBIH NE€MOH, SBISIONIMKCS Pa3HOBHIHOCTHIO AHTUBUPYCHOTO CKaHEpa C
ONITUMHU3UPOBAHHON TMPOIENypOl 3arpy3Kd aHTHBHPYCHBIX 0a3 B MaMsTh, OCYIIECTBISET
NPOBEPKY NaHHBIX B MaciiTabe pealbHOTO BPEMEHH;

peBusop u3MeHeHwmid, Kaspersky —Inspector, orciexuBaeT BCe HM3MEHEHUS,
npoucxoismue B (aioBbIX cHUcTeMax KommbioTepa. Moaynab He TpeOyeT OOHOBIIEHUI
AQHTUBUPYCHOM 0a3bl: KOHTPOJb OCYIIECTBISETCS HAa OCHOBE CHATUS KOHTPOJBHBIX CYMM
¢aitnoB (CRC — cymM) M UX MOCIEAYIOIIEr0 CPaBHEHUS C JAHHBIMHU, MOJYYEHHBIMU MOCTE
u3MeHeHus (aiyios.

KoMOuHMpoBaHHOE MCOIB30BAaHUE ITHX MOJYJIEH MO3BOJISIET CO3/1aTh AHTUBUPYCHYIO
3alIUTy, Har0oJiee TOYHO OTBEYAOIYI0 CUCTEMHBIM TPEOOBAHUSIM.
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OOHapyXeHHbIE TOJO3PHUTEIIbHBIC WIH WHOUIMPOBAHHBIE OOBEKTHI MOTYT OBITh
IIOMEILEHB! B MPEABAPUTENBHO YKAa3aHHYIO "KapaHTUHHYIO" TUPEKTOPHUIO NS MOCIEIYIOLIEro
aHaJIM3a.

AntuBupyc Kacnepckoro obecriednBaeT MNOJHOMACIITAOHYIO LIEHTPAIM30BAHHYIO
AQHTUBUPYCHYIO 3aIUTY IMOYTOBBIX CUCTEM, paboTarouux moj ynpasieauem OC Solaris.

[IpoBepke Ha HaIMuUME BUPYCOB MOJIBEPIalOTCS BCE AIEMEHTHI 3JIEKTPOHHOTO THUChMa —
TeJNO, MpUKpEIUIeHHble (aiiabl (B TOM YHCIE apXUBUPOBAHHBIE U KOMIIPECCHUPOBAHHBIE),
BHenpeHHble OLE-00BekThI, COOOIICHHS TH000T0 YpOBHS BIIOXKEHHOCTH. OOHapyKEHHBIC
MOJO3PUTENbHbIE WM HMHQHUIUPOBAHHBIE OOBEKTHI MOTYT OBITh BBUICUEHBI, YIAJICHBI,
NEPEUMEHOBAHbI, WM MOMEIICHBI B 3apaHee ONPEACICHHYI0 KapaHTHHHYIO JHUPEKTOPHUIO JUIS
MOCJIEAYIOLIETO aHaAIN3a.

ExxenneBHOoe OOHOBiEHHE 0a3bl BUPYCHBIX CHUTHATYp, aBTOMATHYECKHU PEaH3yeTcs
yepe3 MHTEpHET MpH MOMOIIM CHEIHMAIbHO BCTPOCHHOTO MOJAYJS M OOECIEYMBAET BBICOKUI
YPOBEHB JAETEKTHUPOBAHHS KOMITBIOTEPHBIX BUPYCOB.

3anaHue NpaKkTU4ecKoil padoThI

IIpoiiguTte TecT

[IpennaraeMbie BOIIPOCHI COAEPKAT HECKOJIBKO BAapUAHTOB OTBETOB. BEIOGpUTE OAWH WIN
HCCKOJIBKO IMPaBUJIbHBIX OTBETOB.

1.IlocmoTpuTEe HAa PUCYHOK M BBIOEpUTE NMPABUIIbHBIA OTBET Ha BONPOC: 3aBUCHUT JM CTEIECHb
CKaThs OT THITA ApXUBUPYEMOTO (aiiia?

& Winzip - 1.zip ' =10l x|

File Actions Options Help

CRIBES @I

Mew Open Favorites Add Extract View CheckOut  Wizard
| Modified | size[Ratio|  Packed | CRC | attributes |
16.02.2006 ... 3,961 3% 3,825 4900df34 A
@Jﬂ,owmem doc 23.02.2006 ... 10,752 90% 1,036 e9bff0ad A
_g_]3D rpadmKa.pps 11.03.2004 ... 3,341... 5% 3,189,005 53b9234e A
< | H®
{Selected 0 files, O bytes ]Total 3 files, 3,278KB @ l) 4

a) ma, 3aBUCHT
b) wer, He 3aBuCHT

2.IlocMoTpuTE Ha PUCYHOK M BbIOEpUTE IMpPAaBUIBHBIA OTBET Ha BOIMPOC: KAaKOBA HMPUMEPHO
creneHb cxatus daitna lokyment.doc apxusaropom WinRar ?
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= 22 - WinRAR = -0l x|
dain  KomaHael MsbpanHoe [apametpel Cnpaeka
=< oo By gal B @
AoBaenTe M3ENEYE B Tecr MpocMoTp  ¥AanuTe HakTh MacTep WHdo
CHEE e
Mg I Pasmep l Trn J 3MeHeH
5. Manka ¢ darinam
B noxymen rar 1,130 Apxs WInRAR 25.02,2006 17:12
@onymem.doc 10,752 AokymeHT Microsoft Word 23.02.2006 18:59
2;]30-rpad)m<a.pps 3,341,312 Mokas cnanaoe Microsoft Pow... 11.03.2004 15:23
@ 1.jpa 3,961 PwucyHok JPEG 16.02.2006 15:50
< | i
|B ] l Bcero: 3,357,155 6aiT B 4 darinax 4
a) 3%
b) 10 %
c) 100 %

3. TlocmoTpuTe Ha PUCYHOK U BBIOEpHTE MPAaBHIBHBIN OTBET HA BOIPOC: KaKOH apXHBaTOp
ayuie cxan ¢aitn Jlokyment.doc?

E— 22 - WinRAR ) =10l xi
®arn  Komanael MsbpaHHoe [apamMeTpel Cnpaeka
3 ] By aa) B (U
£ A ] \‘)
AoBaerTe M3ENEYE B Tect MpocMoTp ¥ AanuTe HarTtn MacTep WHo
| @ ||[[SFae ~|
WA < l Pazmep l Tvn I 3MEHEH
5. Manka ¢ darinamm
@AOKVMEHT.zip 1,158 WinZip File 25.02.2006 17:23
AOKYMEHT rar 1,130  Apxve WinRAR 25.02.2006 17:12
@,&OKYMBHT.dOC 10,752 AokymeHT Microsoft Word 23.02.2006 18:59
2_5]30-rpacbm<a.pps 3,341,312 Mokas cnariaos Microsoft Pow... 11.03,2004 15:23
@ 1.jpg 3,961 PucyHok JPEG 16.02.2006 15:50
< | W
|S ] { Bcero: 3,358,313 6aiT 6 5 dakinax 4
a) WinRar
b) WinZip

€) Hukakoii pa3HHIIBI HET, CTEIICHb CXKATHUsI OJJHHAKOBA.

4. Kakue U3 nepeuncieHHbIX HUXKe JIeMCTBUI MOTYT IIPUBECTH K BUPYCHOM aTake?
a) Co3nmaHue HOBOTO IOKYMEHTA.

b)
C) VYcraHOBKa Ha KOMITBIOTEP HOBOM MPOTrPaMMBI C MUPATCKOTO THUCKA.
d) Tlomyuenue nadopmaruu u3 MuaTepHeT.

5. Bupyc —a70...

[Tonyuyenue ¢aiina mo >AEKTPOHHOM MOYTE.

a) Omubka B iporpamme
b)

C) HporpaMMa, o6na;1a101ua51 CIIOCOOHOCTBIO K CaMOBOCITPOU3BCIACHUIO.

Boz0ynurens HHPEKITMOHHOTO 3200IeBaHUS
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[ToaroroBeTe MUCHMEHHOECOOOIICHHE Ha TeMy: «OOmue CBeAeHUS U OCOOCHHOCTH
paboTel aHTUBHPYCHOU mporpamMmbl [Hazeanue anmusupycnou npoepammsi]» (Ha3Banue
AHTUBUPYCHOU MTPOTPAMMBEI 110 YKa3aHUIO MPETIOAaBaTes).

Ne n/m Ha3BaHue aHTHBHPYCHO# POrpamMMbl
1. Dr.Web
2. McAfee VirusScan
3. Antusupyc Kacnepckoro
4. Panda Anti-Virus
S. Avast!
6. AVS
’. AVG
8. Avira
9. Clam AntiVirus
10. ClamWin
11. NOD32
12. Trojan Hunter
13. VirusBuster
14. Norton AntiVirus
15. Windows Live OneCare
16. PC-cillin
17. F-Prot
18. F-Secure Anti-Virus
19. Comodo AntiVirus

OTBeThTE Ha KOHTPOJIHHBIEBOIIPOCHI:

KoHTpoJibHbIE BONIPOCHI

UYro Ha3pIBaeTCAd KOMIIBIOTEPHBIM BUPYCOM?

Kakas nporpamma Ha3biBaeTcs "3apakeHHON"?

YTo MpouCcXoauT, KOT/1a 3apakeHHas IporpaMmMa HaulHaeT padboTy?
Kak MoxeT MackupoBaThCsl BUPYC?

KaxoBbI npU3HaKy 3apakeHusl BUPYyCOM?

KaxoBbl ocnencTBust 3apaxeHusi KOMIbIOTEPHBIM BUPYCcOM?

No akowbdpE

[To xakuM mpHU3HAKaM KJIacCU(PUIMPYIOTCS KOMITbIOTEPHBIE BUPYCHI?
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8. Kak kmaccuduiupyrorcst BUPYCHI Mo cpezie oOuTanus?

9. Kaxue TUIIBI KOMITBIOTEPHBIX BUPYCOB BBIJEIISIOTCS 110 CIIOCO0Y BO3ACHCTBHSA?

10. Yro moryT 3apa3uTh BUPYCHI?

11. Kak MackupyroTcs "HeBUIUMbIE" BUPYCHI?

12. KakoBbI 0COOEHHOCTH CaMOMOIM(PHUINPYIOIIUXCSI BUPYCOB?

13. Kakue MeTozpl 3a1IUThl OT KOMIIBIOTEPHBIX BUPYCOB MOXHO MCII0JIb30BaTh?

14.B kakux ciaydasx [PUMEHSIOT CHELHATU3UPOBaHHbIE IPOIPaMMbl 3alUThl  OT
KOMITbIOTEPHBIX BUPYCOB?

15.Ha kakue BHMJBl MOYKHO IOJAPa3AEIUTh IPOrpaMMbl 3aAIUUTBl OT KOMIIBIOTEPHBIX
BHUPYCOB?

16. Kak neficTByIOT mporpaMmbI-1€TEKTOPHI?

17. Yro Ha3pIBaeTCA CUTHATYPOM?

18. Bcerna u 1eTEKTOp paclo3HAET 3apaKEHHYIO MTPOrpammy?

19. KakoB mnpuHUIMI AEHCTBUS HPOTrpaMM-PEBH30POB, MPOrpamMM-(UIBTPOB, MPOTpaMM-
BakuuH?

20. Kak BBIMISAUT MHOTIOYpPOBHEBAs 3alllUTa OT KOMIIBIOTEPHBIX BHPYCOB C IOMOILIbIO
AHTUBHUPYCHBIX ITporpamm?

21. Ilepeuucnute MephI 3aIUTH THPOPMALIUU OT KOMIIBIOTEPHBIX BUPYCOB.

22. KakoBbl COBpeMEHHBIE TEXHOJIOTHH aHTUBUPYCHOM 3aIIUTHI?

23. KakoBbl BO3MOKHOCTH aHTHBHpyca Kacmepckoro mis 3amuThl (hailJIoBBIX cepBepoB?
MOYTOBBIX CEPBEPOB?

24. Kakue Moaynu BXOJIAT B cocTaB aHTuUBHpyca Kacmepckoro Juist 3amuthbl (paiiaoBbIX
cucreM?

25. KakoBO Ha3HAYEHHE ITHUX MOJyJIeH?

26. Kakue 31eMeHTBI 3JIEKTPOHHOTO NMHUChMa M0/IBEPraloTCs MPOBEPKE Ha HAIM4YKUe BUPYCOB?

27.Kak obe3BpexuBaioTcss aHTUBUpYycoM Kacnepckoro oOHapy)KeHHbIE IMOJI03PUTENbHBIE
WM NH(ULIIMPOBAHHbBIE OOBEKTHI?

28. Kak oOHOBIIsIeTCst 6a3a BUPYCHBIX CUTHATYP?

Odopmiienue pe3yabTaToB PadoThl
1. Odopmuts paboTy B COOTBETCTBHH C 3aTaHUSIMHU.
2. OTBETUTH Ha KOHTPOJIBHBIE BOPOCHI.
3. CdopmynupoBaTh BEIBOJIBI 110 pe3yIbTaTaM PabOTHI.
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MeToauueckue PECKOMECHIAUNUA QA NPAKTHICCKHX paﬁoT Imo TeMe:

PaGora B onepannonHoii cucreme. I'padudeckuii munrepdeiic moan3oBaresis.
IIporpammHoe obecnieueHue

Heas: * [ToBTOpUTH M 3aKpenuTh 3HAHHUS O MPOTPAMMHBIX MPOIYKTAaX, OCHOBHBIX
YCTPOMCTBAX KOMIIbIOTEp. [lO3HAKOMUTH ¢ TOHATUAMHM OINEPALUUOHHOW CHUCTEMBI,
rpadudeckuii nuaTepderic, 00beKTh rpaduueckoro nHTEpdEiica.

. [Tomoub copmupoBath ymeHus: paboThl ¢ rpaduueckumM uaTepdeiicom Windows.
3agaun:

Oo0yuarwmasn:

. (dbopMHUpOBaHKE MTPEICTABICHHUS O MOHATUAX ONEpPAIlOHHAs cCUCTEMa, rpadudecKuii
uHTepdeiic, «pabouuii CTOM», SEMEHTHI «paboyuero cToyay.

BocnurarejabHas:

. BOCIIUTHIBATH UH(POPMAITMOHHYIO KYJIBTYPY, TUCIUTUTMHUPOBAHHOCTD,
aKKypaTHOCTh, HACTOMYHUBOCTH B yuebe;

. BOCIIUTBHIBATH OTBETCTBEHHOCTh 32 BBHINOJHAEMYIO pPalbOTy, aKKypaTHOCTh IIpH
paboTe C KOMIIBIOTEPOM.

PasBuBaromas:

. CHOCcOOCTBOBATh PA3BUTHIO TPAMOTHOM pedr, B3aUMOACHCTBHS MEXKIY YUAITMHUCS.
. pa3BuBaTh yMEHHE paboTaTh B IPYINIE U YMEHHE BBICTPAUBATH CAMOCTOSTEIBHYIO
pabory;

. CrocoOCTBOBATH PA3BUTHIO YMEHUS TUIAHUPOBATH CBOIO JESITENLHOCTD;

. ¢dbopmMHupOBaTh UHTEPEC K TPEAMETY HH()OPMATHKH.

Xon pa6oTsl
BbInonHuTh ynpakHeHus:
Ynpaxuenue 1
1. AeiicTBus ¢ PaGo4ynM cT0/10M M 3HAYKAMH HA padouyeM cTOJ1€e
N3menenue cBoiictB Pabouero crona: <IIEIKHUTE NPaBOW KHOIMKOH MBIIMIKK MO JIFOOOH
cBoOoHON yacTu Pabouero crona> ,<B OTKpBHIBIIEMCS KOHTEKCTHOM MeHI0 Pabouero croia
BbIOepuTE KOMaHy CBolicTBa !
Ha Bkiajgke PaGoumii cTos1 MOXHO BBIOpaTh y30p i MOBepxHOcTH Pabodero crona wim
3anosHUTh Pabounii cTon KapTHHKOM;
Ha BKJIaJKe 3acTaBKa MOXHO BBIOpATh 3aCTaBKy, KOTOpasi BKJIIOYAETCS, €CIIM MOJIb30BaTENb HE
paboTaeT Ha KOMIbIOTEPE HECKOJIBKO MUHYT (Ha 3acTaBKy MOXXHO YCTAHOBHUTH IApoJib); ® Ha
BKJIaike OdopmiieHne MOKHO U3MEHUTH BCe 1[BeTa U IpU(ThI nHTEepdeiica.
Boienenne onHOrO 3HAuUKa: <yKadcume HA 3HAYOK U coenatime OOUHAPHBIL WEeTYOK J1e6ol
KHONKOU MbIUUU>.
Beinienenue rpynmnsl 3Ha4KOB: <ydeporcueas 1e8yr0 KHONKY MbluiU, HAPUCYUMe NPIMOY20IbHYI0
PAMKY 0KPY2 HYHCHBIX 3HAUKOG™.
CHsATHE BBIIENEHUS CO 3HAUKOB: <werkHume 6 nobom mecme Pabdoueco cmona, 20e nem
6b10ENICHHbIX 3HAUKOB™ .
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[lepememnienne 3HaukoB Ha PaGoueMm cromne: <ykaogwcume Ha 3HAYOK UNU 2PYNNY BblOENEHHBIX
3HAYKO8 MbIUBIO™> ~ <HAMdCMUmMe J11egyi0 KHONKY MbllU U, He OMNYCKAs ee, nepemecmume
MbllUb NO KOBPUKY>~ <Omnycmume 1e6y10 KHONKY MbIUUU>.

YnopsgounBaHue 3HAYKOB: <ujeiKHUmMe npagoll KHONKoU MulUKU 6 1I000M c80000HOM Mecme
Pabouezo cmona> ~ <6 omkpwleuieMcsi KOHmeKcmuom menio Pabouezo cmona nesoii KHonkou
MblUUYU WeTKHUMeNno KoManoe YRopaoouums 3Hauku> ~ <gvloepume 00UH U3 NPEOI0HCEHHbIX
cnoco6oe ynopsioouusanus. Umsa/Pazmep(Tun /U3menen)

BripaBHUMBaHME 3HAUKOB: <ujeiKkHume npasoli KHONKOU MbIUKU 8 THI0O00M c80000HOM Mmecme
Paboueco cmona> ~ <6 omxpuviswemcs konmexcmuom menio Paboueco cmona nesoii KHONKoU
Myl werkHume no Komanoe Ynopaoouumse 3Hauku> ~ Beipoenams no cemxe.

OtkpsITHE 00BEKTA, pacnos0:keHHOro na Padoyem croae:

1-# cnocod: <ABOWHOMH IIETYOK MO 3HAUKY OOBEKTa™>;

2-# c1nocod: <UIENKHUTE 10 3HAUYKY IPaBOi KHOMKOM MBIIIN> ~<B KOHTEKCTHOM MEHIO 00BEKTa
JIEBOM KHOIKOM MBILIN BbIOEpUTE KOMaHTy OTKPBITH>.

2. Padora c I1aneibio 3a1a4

M3MmeHeHre CBOMCTB MaHeNu 3a1a4: <IIEIKHUTE MPaBOi KHOMKON MBI IO JTF000H CBOOOTHON
yactu [lamenu 3amau> ~ <B KOHTEKCTHOM MeHIO [laHenu 3amad IIETKHUTE MO KOMaHJE
CpoiicTBa>: * Ha Bkiaake [laHenms 3amau mocTtaBbTe (IAXKKKM 3aKpenuTh MaHENTb 33434 U
OTtoOpaskaTh aHelb 33J1a4 MOBEPX OCTaIbHBIX OKOH;

* Ha Briagke Menrw «Ilyck» nocrasere nepeximouarens Kiraccumdyeckoe meHw <<Ilyck>>,
YTO MO3BOJIUT BUJETh BCE YCTAHOBJICHHbBIE IPOTPaAMMBI.

3. JleiicTBHS ¢ AKTUBHBIM OKHOM NPOrpaMMbl

AKTHBH3aIUsl OKHA MPOTrpaMMbl: <ILIEJIKHUTE IO 00N BUAMMOI YacTh OKHa>. 3arojoBOK
OKHA CTaHET SIPKUM.

CopauuBanue Ha IlaHeab 3amay: <UIETKHUTE MO KHONKE YNpaBieHUs OKHOM CBepHYThb
(J1eBast U3 Tpex)>.

Bo3sspamenne na Pabouwnii cron: <ua [lanenu 3ajad meaKHUTE MO KHOMKE ¢ HA3BAHUEM OKHA™>.
Pa3BopaunBanne Ha Bechb 3KpaH: <IIEJIKHHUTE IO KHOMKE YIpaBieHUs OKHOM Pa3BepHyTb
(cpenHsist U3 Tpex)™.

BoccraHoBnenue mpekHero pasMepa: <IIEJIKHUTE 110 KHOMNKE YIPaBICHUS OKHOM
BoccranoButh (cpemHsis U3 Tpex)™.

3aKkppITHE OKHA IPOTPAMMBI:

1-it cmoco0: <mienKHUTE B CTPOKE 3aroj0BKA MO KHOMKE YIPABJICHUS OKHOM 3aKpPbITh>,

2-1i cnoco6: <czaenaiiTe IBOHHOMN IETYOK 110 KHOIKE CHCTEMHOTOMEHIO OKHa™;

3-ii c1mocod: <IIeTKHUTE 10 KHOMKE CHCTEMHOTO MEHIO OKHa>~ 3aKpbITh;

4-# cnoco6: <1paBoil KHOMKOW MBIIIY IIETKHUTE 110 3ar0JI0BKY IPOrpaMMbLl> ~ 3aKpbITh,

5-it cnoco6: <HaxxmuTe «ObIcTpbie™>> KiaBuim Alt+F4>;

6-ii cnocod: <Ha [laHenw 3amad IIENKHHUTE MPaBOl KHOMKOW MO HAa3BaHWIO MPOTPAMMBL> ~
3akpbITh,

7-i coco0: meHto Maiin ~ Beixos.

[Tepemenienre okHa: <yKa)KUT€ CTPEJIKOH MBIIIN Ha 3aroJOBOK OKHA, HAKMHUTE JIEBYIO KHOIIKY
MBILI> ~ <HE OTITYCKasi KHOIIKY, IEPEIBUTaiTe MBIIIb 110 KOBPUKY>~ <OTIYCTHTE MBIIIb>.
H3meHeHune pa3mepa oKkHa: <[IOMECTUTE MBIIIb HA TPaHMILY OKHA (yKa3aTeb MBIIIU IPUMET BUJ]
JIBYHANIPABJICHHON CTPENKN)> ~ <HWKMHUTE JICBYIO KHOIKY MBI U TIEPEIBUTANTE TPAHHILY
OKHa> ~<OTNYCTHUTE MbIIIb~>.
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Pa3menienne HeckonbKuX OKOH Ha Pabouem crosye: <IIENKHUTE MPaBOl KHOMKON MBIIIKH IO
cBoOoaHoi yactu Ilanenu 3amau>~ <JIeBOW KHOMKON MBI IIEIKHUTE 1O HYXHOW KOMaHJIE:
OxHa kackagom/OxHa cBepxy BHH3/ OkHa ciieBa HanpaBo/CBepHYTh Bce OKHA>,
Ynpaxnenue 2

3ananue 1. 3HakomcTBO ¢ Padounm cTosiomM, ['1aBHBIM MeHIO

|. O3HakoMbTECh C 00BEKTAMH, PACTIONIOKEHHBIMU Ha Pabouem cToe.

Otkpoiite I'naBHoe MeHI0, HaxxaB KHONKY Ilyck (crmeBa Ha Ilanenu 3amad). O3HaAKOMBTECH C
nyHktamu [maBHOoro MeHroo. OOpaTuTe BHMMaHHE Ha NYHKT 3aBepuieHue padoThl; Ha
MIPOM3BOJIBHBIN (BBILLIE pa3/IEIUTENLHON YEPThl) U 00s3aTEIbHBIN pa3aebl.

3akpoiite I'J1TaBHOe MeHIO, IIEIKHYB JIeBOM KHOIKOW MbIIIM B cBOOOnHOM Mecte PabGouero
CTOJIA.

3ananue 2. [IpuemMsl ynpapjieHus ¢ HIOMOIIbIO MBILIU

l. 3asucanue:

HaliuTe MHANKATOP CUCTEMHBIX 4acoB (crpaBa Ha [lanenu 3amauq);

HaBEJUTE HAa HEro YyKa3aTelb MBIIIM U 3aep>KuTe (MOSBUTCA BCIUIBIBAIOIIAS IOJACKA3Ka,
OTpakarollasi COCTOSTHUE CUCTEMHOTO KaJeHaaps).

2. [[sotinoul wenuox.

* clienaiTe ABOMHOM 11eT40K Ha 3Hauke Mol koMnbIoTep (0TKpoeTcss OkHO Moii KOMITBIOTED) .
3. Il]enuok:

nienkHuTe 1 pa3 Ha KHOIKE 3aKPBITH (IIpaBblil BEPXHUHN YroJl OKHA);

nienkHuTe Ha 3Hauke Kop3uHa (oOparute BHUMaHHE HAa U3MEHEHHE 1[BETa 3HAUKa U MOJAINUCHU-
BbIIEeTIIICA 3HaU0K Kop3uHa).

4. [l]enuok npasoii KHONKOU MbLUU.

* IIEJKHUTE MpaBOM KHOMKOW MBI Ha cBoOogHoM Mecte [lanenn 3amau (oTKpoercs
KOHTEKCTHOE MEHIO).

5. I[lepemackusanue:

HaBEJUTE yKa3aTeslb MbIIIM Ha 3Ha4yok Kop3mHa M HaxmuTe JeByl0 KHONKY Mblmu. He
OTIyCKasi KHOIIKY, II€peMecTUTe YyKas3aTelb 10 pabouemy crony (3Hadok Kop3una
MEPEMECTHIICS).

6.. [lpomscusanue:

OTKpoliTe 0kHO Moil koMnbIOTEp;

NOJBEUTE YyKa3zaTelb MbIIIM Ha JIIOOYI0 TpaHMIy OKHAa M JOXKAWTECh MOSIBICHUS
JIBYHAIIPABJICHHON CTPEJIKU;

Ha)KMUTE Ha JIEBYIO KHOIIKY MBIIIU U [IEPEMECTUTE YKa3aTelnb (pa3Mep OKHA U3MEHUIICH).
MOJIBEUTE YKa3aTeldb MbIIIM Ha J000H Yroia pamMKh OKHAa M JOXKAUTECH MOSBICHUA
JIBYHAIIPaBJICHHOU CTPEJIKH;

HaQ)XMHUTE Ha JIEBYI0 KHONKY MBIIIM U MEPEeMECTUTE yKa3aTenlb (pa3Mep OKHa W3MEHWICH); *
3aKponTe 0OKHO Moil KoMIbrOTED.

3aganue 3. 3anyck (OTKpbITHE) OKHA MPHJIOKEHUS

3anycrute nporpammy binoknot: Ilyck + IIporpammsl + Ctangaprabie + bioknor. 3aganue
4. llpueMsl ynipaBJieHUs] OKHOM [. M3menenue pazmepa okHa:

NOJBEUTE YKa3zaTelb K JII0OOW TpaHMIEe OKHA (yKasaTeldb MBIIIM TNPUHUMAET (Gopmy
JIBYHAIIPaBJICHHON CTPEJIKH);

METOJIOM MPOTATUBAHUS JIEBOM KHOIKOM MBIIIH NIEPEMECTUTE TPAHUILY pa3Mepa OKHa;
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NOJBEUTE YKa3aTelb K JIIOOOMY yIiIy pPaMKHM OKHa (yKa3aTelb MBIIIM IPUHUMAET (HopMy
JIBYHAIIPaBJICHHON CTPEJIKH);

METOJIOM IPOTATUBAHUS JIEBOM KHOINKOM MBIIIM II€PEMECTUTE TIpaHMIBl pa3Mepa OKHa
(oOparuTe BHUMaHUE, YTO M3MEHUJIMCH IIMPHHA U BHICOTA OKHA).

2. Ilepemewenue okua:

* IOJIBEAMTE YKa3zaTellb MBIIIM K CTPOKE 3arojioBKa OKHa (yKa3aTelb NPUHUMAaeT (HopMmy
CTPEJIKH); * METOJIOM IIePETACKUBAHUS JIEBOW KHOIIKOM MBIIIM MEPEMECTUTE OKHO, YXBAaTUB €ro
3a 3aroJIOBOK.

3. Ceopauusariie OKHA 6 3HAYOK U B036PAM 6 NPEIICHEE COCMOAHUE:.

1 pa3 mienKkHUTE JIEBOM KHOINKOW MbIIIM 10 KHONKE CBepHYThb (KpaiHsAs JeBas KHOINKa B
IIPAaBOM BEPXHEM YTy OKHA);

o0OpaTuTe BHUMaHKE Ha U3MEHEHHE KHOMKHN oO0bekTa Ha [lanenu 3aaay;

BEPHUTE OKHO B IpexHee cocTosiHue ( 1 pa3 IIeJKHUTE JIeBOM KHOIKON MBIIIM IO KHOIIKE Ha
Ilanenu 3agauv);

CBEpHUTE OKHO B 3HAYOK C IOMOIIbI0O KHONKHM CHCTEMHOr0 MeHIO (B JICBOM BEpXHEM YTy
OKkHa; komaHa CBepHYTH);

BEPHUTE OKHO B IIPEKHEE COCTOSTHUE.

4. Packpeimue oKHa Ha 6eCb IKPAH U 6036PAM 6 NPECHEe COCMOSHUE:

METOJIOM TPOTSTMBAaHUS JEBOW KHOIKOM MBIIIM H3MEHUTE pa3Mepbl OKHA TakuM o0pa3om,
YTOOBI MTOSIBUIMCH [10JIOCHI TPOKPYTKHU;

1 pa3 mienkHUTE JIEBOM KHOIKOM MbIM 0 KHomnke BoccranoButhb/ Pa3BepHyTh (cpenHss
KHOIIKA B [TPABOM BEPXHEM YTy OKHA);

OOparure BHUMaHUE, KAK U3MEHUINCh pa3Mephbl OKHA.

enle pa3 IIEJKHUTE JIEBOM KHOIIKOW MBIIIH 0 KHONIKE BoccTanoBuTh/ Pa3BepHyTh;
pa3BEpHUTE OKHO Ha BECb DJKpaH M BEPHHUTE €ro B IIPEKHEE COCTOSHUE C IIOMOILBIO
CucTeMHOro MeHI0 (koMaH 16l Pa3BepHyTh/BocCTaHOBUTD).

5. 3akpvimue okna npozpammoi:

1 pa3 mienKHUTE JIEBOM KHOIMKON MBIIIM MO KHONKE 3aKPbITh OKHO (KpalHss MpaBas KHOIKA B
IIPAaBOM BEPXHEM YTy OKHA);

OTKPOMTE OKHO M 3aKpodTe ero ¢ mnomoipio CHCTeMHOro MeHI0 (KoMaHla 3aKpbITh).
3aganue S. YnopsizounBanue OKOH Ha pado4eM croJie

Otkpoiite okHO BiaokHOT (0OpaTHTe BHMMaHHE Ha TOSBICHHE KHOIKH 3TOro OOBEKTa Ha
IManenu 3axa4).

Ortxkpoiite okHO KOp3uHa 1BONHBIM LIEITYKOM .

Pacrionoxxure 311 /1Ba OKHa Tak, YTOOBI OHU OBUIM BHJIHBI OJHOCTHIO U HE MEPEKPBIBATIHN JAPYT
Ipyra (UCHoJIb3yiTe METO/1 MPOTATUBAHUS U ITEPEMEILIEHUE JIEBOM KHOIKOW MBIIIIN).
VYnopsnounte okHa Ha PabGouem croiie ¢ MOMOIIBI0 KOMaHA KOHTeKCTHOro meHio Ilanesm
3aaa4 (IIETI0K MPaBOil KHOIMKOM MBIIIH 110 He3aHATol obmact [Manenu 3aga4):

OkHa Kackaoom;

OxHa ceepxy 6Hu3,

OxHa cnesa nanpaso.

Craenaiite mooyepeIHO aKTUBHBIM KaXJ/10€ OKHO (ILIIETYOK MBIIIBIO B 00acTu okHa) . OOparute
BHHUMaHUeE Ha OTJInYKMe BU1a KHONOK Ha IlaHesnu 3a1a4 J1s1 HEAKTUBHBIX U aKTUBHBIX OKOH.
3aKpoiTe WM CBEPHHUTE BCE OTKPBITbIE OKHA, WCIOJIb3Ys KHOMKHU B IPaBOM BEPXHEM YTy
CTPOKHM 3aroyioBka i CHCTEeMHOe MEHI0.
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OOpaTtuTe BHUMaHKUE Ha OTIMYMS BHUJa KHOMOK Ha [laHenu 3amay uisi CBEpHYTHIX M OTKPBITHIX
OKOH.

3akpoiiTe Bce OKHa.

3ananue 6. OTKpbITHE CYLIECTBYIOLIEr0 JOKYMEHTa B OKHE CBSI3aHHOIO NMpUJioKeHus 1.
Haxxmure Mbiibio kHONKy Ilyck.

[TogBeauTe ykazaTenab MbIIN K MYHKTY JJOKYyMEHTBI — OTKPBIBAE€TCA CIIUCOK 15 TOKYMEHTOB |,
KOTOpBIE CO3aBAIUCH (OTKPBHIBAIKCH) B MOCIEIHEE BPEMSL.

Bri6epute u3 crivcka Ha3BaHUE HYKHOTO JTOKYMEHTa (Harpumep, Jr0oi (aiin ¢ pacumpenueM
*.doc). TloaBeauTe ykaszaTeib MBIIKH K HEMY M HICIKHUTE JICBOM KHOMKON MBIIIH (OTKPOETCS
JOKYMECHTB OKHE CBSI3aHHOTO ¢ HUM mpuioxenus Word).

3akpoiite OKkHO aokymeHTa u mpuiokeHus Word. 3aganme 7. PaGora ¢ auajioroBbiMu
oxkHamu 1. OTtkpolite okHO BJIOKHOT.

Beenure B okHe Bi1oKHOT cBOIO (haMUITUIO, IMSI I OTYECTBO.

Otxkpoiite auanoroBoe okHO CoxpanuTh kKak ... (Daiin - Coxpanuth kKak ... ). Obpartute
BHMMAaHHE Ha - IPU3HAK JHAIOTOBOI'O OKHA.

CpaBuute BHemHUH Buj okHa BiaokHOT u nuanoroBoro okHa CoxpaHUTh Kak ... (oOpatute
BHMMAaHHUE HA OTCYTCTBHE TOPU30HTAJIBLHOTIO MEHIO B INAJOTOBOM OKHE M Ha KHONKHU B BEPXHEM
IIPABOM YTJIy OKHa).

Yb6enurech, 4TO U3MEHUTD Pa3Mep TUAIOTOBOIO OKHA HEBO3MOXKHO.

[TepemecTuTe 11MaIOroBoe OKHO, HOTSHYB 3a 3ar0JIOBOK.

[lenkauTe 1 pa3 jgeBoil KHOMKON MbIIbI0 Moouepenano B mnoisix: I[Manka, Umsa ¢aiina, Tun
(paiiaa.

3akpoiiTe 11asoroBoe OKHO 1 OKHO biiokHoTa.

3aganue 8.3HakoMcTBO ¢ OkHOM Moii KoMNbIOTep, OKHOM mporpammsl I[IpoBoaHuK,
OKHOM IaNKH

Otxkpoiite 0kHO Moil KOMIIBIOTED.

Beenure komanay Cepsuc ~ CBoiicTBa nanku ... ~ Odmue ~ <yCTaHOBHUTE NEpPEKIOYATENh
OTKpBIBATH KAXKAYIO MANKY B OTAEJIbHOM OKHE>.

Otxkpoiite okHO 10001 nanku Ha aucke C: (IBOMHBIM IIETUYKOM MBIIIN).

Ecnu B okHe mamku He oTOOpakaroTcst pacimpeHus umen daitmo( *.doc, *.brp u 1. 1.),
BeeauTe Komanny Cepsuc ~ CpoiictBa manku .. ~ IIpocmorp (Bma) ~ <cHumure
nepekitodatesib CKppIBaTh paCIIMPEHUs IS 3aperuCTPUPOBAHHBIX TUIIOB (ailioB>.
YnopsgounTe pacnoyioKeHUe OTKPHITHIX OKOH ClleBa HampaBo (KOHTEKCTHoe MeHio [lanenn
3a/ay).

CpaBHuTte Bua 0kHa Mol KOMIBIOTEP U OTKPBITOTO OKHA TalKH.

C mnomolpl0 KOMaHJ TOPU3OHTAJIBHOTO MeHI0 Buj ompoOyiliTe B OKHE Manku Bce (OpPMBI
npecTaBieHus nHpopmanuu 006 00beKTax B BUJIE:

TUTUTKHY;

3HAUYKOB;

B BUJIE CIIUCKA,

TaOJIUIIBL.

3aKpoiTe BCE OKHA.

OTKpoiiTE OKHO Manku ¢ noMoueio [IpoBogHuKa:

sanycture IlpoBoanuk (Ilyck ~ Ilporpammsbl ~ Crangapthsie~ IIpoBoanuk). OOpartute
BHHMaHue Ha ¢opmy mnpeacraBieHus uHpopmanuu B okHe [IpoBonHuka: okHo IlpoBoaHuka
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pa3outo Ha nBe yactu (ABe maHenw) - Bce manmkm (ieBas manens) u Copepskumoe (TipaBas
MaHeb);

HaluTe U BbIIEIUTE NANKy Ha JieBoil nanenu IlpoBoanuka;

OTKPOMTE OKHO AKX 4epe3 KOHTEKCTHOE MEHIO (TIpaBasi KOMKa MBIIIIN);

YIIOPSIOYUTE PACIIONIOKEHHE OTKPHITHIX OKOH CjieBa HampaBo (Ha PaGouem crosie JOIKHO OBITh
OTKPBITO J1Ba OKHA: OKHO IIpOBOAHMK 1 OKHO MaMKH);

CpaBHHUTE MIpeJCcTaBiIeHHe MH(GOPMALMU B OTKPHITOM OKHE NAalKd M Ha MpaBOM MaHETU OKHA
IIpoBoaHUK.

10. C momoIp0 KOMaHJ TOPU30HTAIBFHOTO MeHIO Bua onpoOyiiTe B OKHE Manku U Ha TIPABOM
na"enu okHa IIpoBoaHuKa Bce opMbl ipeAcTaBiIeHUs HHPOpMALUU 00 00BEKTaxX B BUJE:
TUTATKWY;

3HAYKOB;

B BUJIC CIIHCKA,

TaOJIULIBIL.

11 . Beibepute Gopmy mpencTaBiIeHHs B BUAE TaOIUIIBI.

12. Otcoptupyiite 00BeKTHI B mpaBoM mnoaokHe I[IpoBoAHHMKA, HCIONB3YsT KOMaHIbI
KOHTEKCTHOTO MEHIO OKHA WJIM IIEeNKasi MBIIIBIO 110 3ar0JI0BKaM CTOJIOIOB: * 110 THITY (aiina;

* [10 UIMEHAM.

13. 3akpoiiTe OKHO MaIKH.

3ananue 9. [osryueHue cnpaBoYHOIi MOMOIIH

Haiinure noxackasky no 3amnycky nporpamm (Ilyck ~ Cnpaska u noajepxka): <s nose Haiitu
HareyJaTaiTe CIEAYIOIIMI 3ampoc © 3allycK MporpamMm> ~ <Ha)XMHUTE KHOIIKY CO CTPEIIKOW
Hauate mouck>~ <BHM3y B paszzaene BriOepute 3amaHMe MIETKHUTE O HYXHOMY IYHKTY
(HammpuMep, 3amycK MpOrpamMmabl)>.
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MeToauueckue PECKOMEHIAUNA MJId NPAKTHICCKUX paﬁoT mo TeMe:

B03MOKHOCTH TEKCTOBOI'0 PeJaKTOPa Jisl pellleHUs NPo(ecCHOHAIBHBIX 32124

Pazpnen 4. TexHonoruu cozganus u npeodpazoBaHus HHPOPMALMOHHBIX OOBEKTOB
Iesb padoThI: U3y4UTh OCHOBBI 0(OPMIICHUS TOKYMEHTa CPeICTBAMH TEKCTOBOT'O Mpolieccopa
Microsoft Word; ITO3HAKOMMTECS c c BO3MOKHOCTSIMH TEKCTOBOIO
npoueccopa Microsoft Office Word, oBnaners ymeHusiMH OQOPMIISTH TEKCTOBBIH JOKYMEHT
cpezncTBaMu TeKcToBOro peaakropa Microsoft Word, nposiButs TBOpUECTBO B CBOEH padore.
3amaun:
Oo0pa3oBaTte/ibHbIE:
e U3Yy4UThb HH(POPMALMOHHBIE TEXHOJOIMM CO3JAaHUS, COXPAHEHUS U MOJrOTOBKH K
HeYaTH JOKYMEHTOB C ITOMOIIBI0 penakropa MsWord;
e II03HAKOMHUTHCS C OCHOBHBIMHM ONepanusiMu (GOpMaTUPOBAHUS JOKYMEHTOB,;
e 0TpabOTKa HAaBBIKOB Pa0OTHI IO (POPMATHPOBAHUIO JOKYMEHTOB;
e 3aKpENUThH HA MPAKTHKE MMOIyYCHHBIC 3HAHUS.
PassuBarompue:
e (opMupOBaHHE IPUEMOB JIOTHUECKOTO MBIIICHHS, PAa3BUTHE HHTEPECA K TIPEAMETY;
e pa3BUBATh U COBEPLICHCTBOBATh YMEHUS MPUMEHSITh UMEIOILMECS 3HAHUS HA IPAKTUKE.
Bocnuraresibubie:
e (opMupOBaHHE CaMOCTOATEIBHOCTH IIPU BBIIOJIHEHUU MPAKTUYECKOH paboThl U
OTBETCTBEHHOCTHU Tipu padote ¢ I1K;
e Boopyxenne = yyamuxcs = NpaBWIBHBIM  METOAOJIOTUYECKHM  IMOIXOAOM K
IIO3HABATEJIBHON U IPAKTUYECKOM ACSATEIBHOCTH.
e Bocrmuranme TpynomoOus, WHUIHMATHBHOCTH W HACTOWYMBOCTH B TPEOAOICHUU
TPYIHOCTEMN.
e  BOCIUTHIBATH AKKYPaTHOCTb.

Xoa npakTu4eckoit padbornl

1. O3HaKOMHTBCS C METOAMUYECKUMH YKa3aHUSIMHU

2. BbIMonHUTH 33jaHUE HA KOMITBIOTEPE, OTBETUTH Ha BOIPOCHI
3. Hammcatp oTueT, c/1enath BEIBOJ K MMPAKTUIECKON paboTe

Meroan4yeckue yKasaHus

B co3manum mo060ro TEKCTOBOTO JOKYMEHTA MOYKHO BBIICIUTH CIEIYIOIINE JeHCTBUS:
1. co3nmanue JOKyMEHTa;

Habop TEKCTa,

pelaKTUPOBAHHE;

(hopMaTupoBaHUE;

COXpaHEHHE OKOHYATEJIIbHOTO BapHaHTa IOKYMEHTA;

© 0k wh

ncyaThb.

BaxxHo npuaepKuBaThCs YKA3aHHOM IOCIENOBATEIIBHOCTH AeicTBUN. YacTo mpu
paboTe Ha/l JOKYMEHTOM HEOMBITHBIE TTOJIb30BATENIN MBITAIOTCS COBMECTUTH HA0OOP TEKCTA C €ro
¢dopmaTtupoBaHueM. DTO MJOXas MPUBBIUKA, MPHUBOJAIIAS K HEONPaBIaHHOMY YCIOXKHEHUIO
paboThl M CHMKEHHIO KayecTBa IMOJydyaeMoro aokymeHra. llpm Habope TexcTa HE0OXOIMMO
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TOJILKO pazaeisaTh ad3ansl (B Microsoft Word noBbrit ab3a1] co3maeTcst Ha)KaTHEM KJIABHIIN
«Entery, a mepeHoc Ha CIEAYIONIYIO CTPOKY BHYTpH a03alia MPOUCXOTUT aBTOMATHYECKH) U
COOTBETCTBYIOIIM 00pa3oM HaOUpaTh MPOMHUCHBIE OYKBBI.

[Tpuctynate K (opMaTHpOBaHMIO CIEAYEeT TOJBKO MOCJIE 3aBEpUICHUs Habopa U
pEelaKTUPOBaHUS Bcero TekcTa. (OCHOBHBIMH JJIEMEHTaMH (OPMATUPOBAHUS  SBISIFOTCS
yCTaHOBKA [apaMeTpOB CTpaHUIbL, pudTa 1 ad3ara.

K BaxueilmmuMm mnapameTpaM CTpaHUIBI OTHOCATCA pa3Mep Oymaru, OpHEeHTalUs
CTpaHUIbl (KHUKHAS WM albOOMHAs) M MOJsA. BOJIBIIMHCTBO JOKYMEHTOB TpeOyrOT Oymaru
dopmara A4 (210x297 MM) U KHHKHOM OpUEHTAIMU CTpaHUIIbl. OOBIYHO XOPOIIO CMOTPUTCS
JOKYMEHT CO CIEAYIOUIMMH TMOJSMH: BEpXHEE M HIDKHEE — IO 2 CcM, JieBoe (C y4eTom
HEO0OXOAMMOCTH MOIIINBAHUS JOKyMEHTa) — 3 cM, rpaBoe — 1,5 cM.

Hlpudt xapakrepusyercs TapHUTYpOW, pasMEepoM, HaYepTAaHHMEM U IIBETOM.
Cranpaptroit s Microsoft Word sisnsiercst rapautypa Times New Roman, ona noaxoauT st
OCHOBHOHl Macchl JOKyMeHTOB. Pasmep mpudTa wusmepsercs B MyHKTax. Yamie Bcero
ucnonbs3ytoT mpudt 12 u 14 nt. Hauepranue pa3inndarotr 0ObIYHOE, TONYKUPHOE, KYPCUBHOE U
¢ mnomuepkuBaHueMm. llocnenHue Tpu MOTYT MCHONB30BAaThCA B JIIOOBIX KOMOMHAIUSAX
(Hampumep, MOMYKUPHBIM KypCUB C MOJYEPKUBAHUEM) M CIY)KAT JJS BBIJCIEHUS HEKOTOPBIX
AIIEMEHTOB TEKCTA.

K ocHOBHBIM mapameTpam a03ara OTHOCATCSI BEIpaBHHUBAHKE, OTCTYI CJIEBa U CIIPaBa,
OTCTYI (MK BBICTYI) KPAaCHOM CTPOKHU, MHTEPBAJ Mepe]l ad3areM U MOocie HET0, MEKCTPOUHBIM
WHTEpBaJl. BhIpaBHWBaHWE — IO JICBOMY M NIPaBOMY Kparo, MO IEHTPY, [0 IMIUPHHE —
MpeIHa3HaYeHO AJs MPUAAHUS JOKYMEHTY 3aKOHUYEHHOTO aKKypaTHOro Buia. BelpaBHUBaHUE
M0 LEHTPY PEKOMEHYeTCs] MPUMEHITh K 3arojioBKaM, a MO HIMPUHE — K OCHOBHOMY TEKCTY.
MeXCTpOouHBId MHTEpBAJI XapaKTepU3YeT PACCTOSIHHE MEXIy CTpOKaMH B ab3are, OOBIYHO
Ha3zHayaeTcs paBHbIM 1,5. OTCTYIBI M MHTEPBAIBI HCIOIB3YIOTCS AJIS BBIACICHUS HEKOTOPBIX
a63aneB. OOs3aTeNbHBIM 3JIEMEHTOM ab3alia sIBIsieTcsl KpacHasi CTpOKa, Uis ee OQOpMIICHUS
CIIY’)KUT COOTBETCTBYIOLIUI mapameTp. HekoTopble monb30BaTeNln MPUBBIKIN JeNIaTh KPACHYIO
CTPOKY IyTeM J100aBJIeHUs TPOOENIOB. ITO B KOPHE HEMIPABHIIBHO.

Eme omuum cmocobom odopmiieHus TekcTta SBISIOTCS chUcKkd. CHucku OBIBAIOT
OJIHOYpPOBHEBBIE (TPEACTABIAIOT COOON MEpeyeHb IYHKTOB) W MHOTOYPOBHEBbBIE (Ka)KIbIil
MYHKT MOXET cojepaTh NOoANyHKTHI). [lo crmoco0y o0003Ha4YeHHs] MYHKTOB pPAa3IMyaioT
MapKUpPOBaHHbIE U HyMEPOBAHHBIE CITHCKHU.

Baxxno momuuth, yro Microsoft Word npemocrasnser u apyrue, ropasmo Oosee
HIMPOKUE, HEXKEIH OMUCAHO BBIIIE, BOBMOXHOCTH (hOpMaTHPOBAaHUSA JTOKYMEHTOB. VX ciemyer
AKTHUBHO UCIIOJIb30BaTh B 3aBHCHUMOCTH OT XapaKTepa CO3/1aBaeMOro JJOKYMEHTA.

[Ipu paGore HaL TOKYMEHTOM HEOOXOAWMO PETYISIPHO COXPAHATH Pe3yJIbTAThI
IUTO/IBI CBOETO TPY/Ia, HE HA/ICSCh Ha aBTOCOXPAHEHHE.

3ananue

[ToaroroBeTe U OPOPMHUTE B COOTBETCTBHH C TPEOOBAHUSMHU TE3UCHI JOKIAAa JUIS
y4acTusi B HAy4YHOU KOH(DEpEeHITHH.

TpeGoBanus k 0popMICHUIO
1. Tlapamerpsl cTpanuibl: JucT A4, anb00MHasi OpHEHTalus, BepxHee Moje — 3 cM,
OCTaJIbHBIE — I10 2 CM;
2. Ilpudt: Times New Roman, 14 mr;

68



3. AO3ai; BRIpaBHHBAHHE IO IIUPHUHE, TOJYTOPHBIM MEXKCTPOYHBIA WHTEPBaAJ, MHTEPBAI
nepen ab3amem - 0 nr, mocne — 0 1T, OTCTYN NEepBoii cTpoku — 1,5 cMm;

4. OdopmieHne «IanKuy: TepBas CTpOKa — Ha3BaHUe (mpomucHble OykBbI 14 mT,
NIOJIy’)KUPHOE HauepTaHUE, BHIPABHMBAHME IO LIEHTPY), BTopas ctpoka — @O aBropa
(14 T, oObYHOE HadYepTaHUE, BHIPABHUBAHHE IO IIEHTPY), TPEThs CTpPOKa —
HalMEHOBAaHUE YUPEXIEHHs, ropoa, cTpaHa (14 nt, Kypcus, BBIpaBHUBAHUE 110 LIEHTPY);

5. Tekcr nomxeH OBITh pa3MeIlleH B JBYX PaBHBIX [0 IIMPUHE KOJOHKaX OTAEJICHHBIX
BEPTUKAJIBHBIM Pa3/IeIUTEIEM, INUPUHA IPOMEXYTKA MEXAY KOJIOHKaMu 1,5 cMm;

6. B BepxHeM KOJOHTHUTYyJE, HauWHas CO BTOPOH CTPAHUIBI — HOMEpP CTpPaHMIIbI,
BBIPaBHHUBAHUE 110 LIEHTPY, 14 nt;

7. B HMXHEM KOJIOHTUTYJIE, HAauMHasl co BTopoil crpanuisl - @O aBTOpa, BoIpaBHUBaHUE
10 LIEHTPY, 14 nr.

Xon paboTsl:
1. Orxkpoiite TekcToBblii pepakrop MicrosoftWord2013.

DTO MOXHO OCYIIECTBUTH MoJib3ysich kHomkoi Ilyck (Ilyck>ITporpammbr>MicrosoftWord),
spisikoM MicrosoftWord na PaGouem crosie (eciu OH TaMm MPHUCYTCTBYET), WM, CO3/1aB B
cBoeit manke nokymeHnt MicrosoftWord (daiini>Co3natb>Jdokyment MicrosoftWord wmnu
AQHAJIOTUYHO C MIOMOIIBI0 KOHTEKCTHOTO MEHIO).

2. CoxpaHHTe TOKYMEHT B CBOEH MAaIKe 1Mo/ Ha3BaHHEeM 3aHsATHE 2.

Hcnonp3yiite komanay Paiia>Coxpanutrs kak. [lo xomy paboTel HaJ JOKYyMEHTOM HeE
3a0bIBAiTe MEPUOJIUUECKH COXPAHSATh BHECEHHbIE M3MeHEHUs KoMaHnoh daia>CoxpaHuThb
WIM COOTBETCTBYIOIIEH KHONIKOM IlaHeIm HHCTPYMEHTOB.

3. Habepure manky Te3ucos.

OOpatuTe BHUMaHHE, 4YTO, AJs HAOOpa MPOMUCHBIX OYKB YJEp)KUBAETCS KJaBUIIA
Shift(ecin HeoOxoauMo HaOpaTh NPONHCHBIMH OyKBaMH HECKOJBKO CJOB, TO JIydIle
OJIHOKpaTHO HakaTh KiaBumry CapsLocK; asst Bo3BpallieHns: K CTPOYHBIM OyKBaM Ha)XMHUTE €¢
MOBTOPHO), B KOHIIE Ka)/10T0 a03alia HaKkuMaeTcs KiaBuma Enter. Y januTh JIUIIHuEe CUMBOJIBI
MokHO knaBuiieit Del, ecian oHu pacmonoxkeHs! cripaBa OT Kypcopa, Wi Kiasuineit Backspace,
€CJIi OHM pacloJOXeHbl clieBa. PekoMeHayeM He YCTaHABJIMBATh 3apaHee IapaMeTpsl
dbopmarupoBanus mpudTa u adb3arna.

4. HaOepure TekcT ¢ U300pakeHUsI METOUYECKUX YKA3aHUH.

Brizenure TekcT mpu noMomuy Mbld Wik komanaoW IIpaBka>Bbigeants Bce,
ckorupyite ero komannod IIpaBka>KomupoBaTh WM C TOMOIIBIO COOTBETCTBYIOIIEH
KHONKM Ha IlaHeJ M MHCTPYMEHTOB WIM IOCPEACTBOM KOHTEKCTHOrO MeHIO. JlJIsi BCTaBKH
¢parmMeHTa yCTaHOBUTE Kypcop B BbIOpaHHOE MECTO JOKYMEHTa U HCHOJB3YHTe KOMaHIy
BceraButh npreMaMu aHaJIOTHYHBIMU NIPOLEAYPE KOITUPOBAHUS.

5. VYcraHoBuTe mapameTpbl CTpaHMIbI, IIpUQTa, ab3ana COOTBETCTBYIOIIHE
TpeOOBaHUSAM.

[Tapametprl cTpanuibl (quct A4, anbOOMHas OpUEHTAllMs, BEpXHee Mojie — 3 cM,
OCTaJbHbIE — MO 2 CM) BBEIUTE B AMAIOTOBOM OKHE, OTKpbIBAEMOM KoMaHJamu PDaiJ
>IIapameTpbl CTPaHUIBI.
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Boimenuts Bech Tekcr (IIpaBka>Bwimesuth Bee). Ycranosute rapautypy (Times New
Roman) u pasmep mpudra (14 nT), BBHIpaBHUBAHUE IO IIMPUHE IIpyd  [IOMOIIH
COOTBETCTBYIOIIMX KHONOK IlaHeu MHCTPYMEHTOB, MEKCTPOUYHBIN MHTEpPBaI (IIOJYTOPHBIN),
uaTepBanel nepen (0 nt) m mocne (0 nr) ab3ama, orcTyn mepBoit crpokum (1,5 cmM) — B
nuanoroBoM okHe @opmar>A63au. Beiiemnsist pparMeHTsI TEKCTa, OTIIMYAIONIUECS HATUCAHUEM
(cM. TpebGoBaHUs K 0OPMIICHUIO TE3UCOB M 00pasell), MpUBEANTE UX K TpeOyemomy Buay. He
3a0bIBaiiTe, 4TO HEKOTOpPbIE W3 STUX JEHCTBUII MOXXHO BBINOJIHUTH, HUCIOJIB3YSl «TOpsiune
KIIQBUIIIH.

6. BuumarensHO mpoBEepbTE TEKCT TE3UCOB U HCIPaBbTE IpaMMaTHYECKHE,

IYHKTYallUOHHbIE OITMOKHU U ONEYATKH.

He 3a0piBaiiTe 0 BO3MOXKHOCTH  HCIOJB30BaTh aBTOMATHYECKYIO  IPOBEPKY
npasomnucanus. CiaoBa ¢ rpaMMaTHYeCKMMH OLIMOKaMH MOJYEPKUBAIOTCS KPACHON BOJIHUCTOU
JUHUEH, a MPEJIOKEHUSI C MYHKTYallMOHHBIMHU omuOKamMu — 3eneHoil. [lpu memyke npaBoi
KHOIIKOM Ha MOJYEPKHYTOM CJIOBE WM IMPEAJIOKEHUU CHCTEMa IPEUIaracT BapUaHThI
ucnpanienus: ommoOku. JlocrarouHo BeIOpaTh moaxoismuil. OQHAKO HE BCE CIIOBA, BXOJISAT B
cioBapb MicrosoftWord. Takue croBa Takke MoJ4epPKUBAIOTCS KPACHOM JIMHUEH, HECMOTpPS Ha
MIPaBUJIIbHOE HAIIMCAHUE.

7. YcTaHOBHUTE PacCTaHOBKY MEPEHOCOB.

Bocnone3yiitech  auanoroBeiM okHOM CepBuc>S3pik>PaccTaHoBka nepeHOCOB.
YcranoBure Guiaxxok ABTOMATHYECKAS PACCTAHOBKA MEPEHOCOB.
8. Pa3mecTuTe TEKCT B ABYX KOJOHKaX.

Beigenute Bech TekcT. Bocnonb3yiitech auanoroBsiM okHOM ®opmat>KoJI0HKH.
Bribepute Bapuant JIBe ko0HKH, ycTaHOBHUTE (uiakki KoOJIOHKH OMHAKOBOI HIMPUHBI U
Pazgeauresnb, BBEIUTE HIMPUHY IIPOMEKYTKA MEXKAY KOJIOHKAMHU.

9. Odopmure cornacHo TpeOOBaHUIM «IIIANKY» TE3UCOB.

Y06epute OTCTYNBI CTPOK «IIANKW» (MHA4Ye€ TEKCT HE BBIPOBHSETCS MO IIEHTPY).
Briensiiite cooTBeTcTBYIONUE (PparMeHTHI TeKCTa U GOPMATUPYITE UX, MOJIB3YICh KHOMKaMU
Ha [lanesn nHCTPYMEHTOB (CM. TpebOBaHUs K OPOPMIICHHUIO TE3UCOB U 00paserll).

10. CozpnaiiTe BepXHHI KOJOHTUTYJ — HYMEPAIUIO CTPAHHII.

Bocnone3yiitec komannoii BeraBka>Homepa crpanuun. BriGepute mnosjoxeHue u
BbIpaBHHBaHKE HOMepa. CHumuTe ¢uiaxkok Homep Ha nepBoii crpaHuiie.
11. YcranoBure Tpedyemslii pazmep mpudTa (14 0T) 11st HOMEPOB CTPAHUIIBL.

Jns penakTUpoBaHUs KOJOHTUTYJIA BOMAMTE B HETO JBOWHBIM IIEIYKOM MBILIH.
OOpaTtuTe BHUMaHKE, YTO U3MEHEHHS, BHECEHHBIC HA OJTHOW CTpaHMIIE, PACIIPOCTPAHIIOTCS Ha
ocTaibHble. J[ns BbIXOAA M3 KOJOHTUTYJIA MABAXbl IICJIKHUTE HAa OCHOBHOM TEKCTE WU
Ha)KMHUTE KHONKY 3aKPbITh aHETU UHCTPYMEHTOB KOJIOHTUTYJIBI.

12. Co3zpnaiiTe HIKHUN KOJIOHTHUTYIL.

[IpensapurensHo ckommpyiite PO aBropa. OTKpOWTE KOJOHTUTYJBI KOMaHIOW
Bua>Kousonturyisl. [lepemecTuTech B HUKHUA KOJIOHTUTYJ BTOPOW CTPAHUIBI M BCTaBbTE
CKONUpOBaHHBIM TekcT. OrdopmarupyiiTe ero coriacHo TpeboBaHuaMm (mwpudprt 14 T,
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BbIpaBHMBAHHWE IO LIEHTPY). BB M3 KOJOHTUTYNA, yOEAUTECh, UYTO BCTaBJIEHHBIH TEKCT
MOSIBUJICS Ha BCEX CTPAHMIIAX, KPOME MEPBOI.
13. IlponmumtocTpupyiTe TEKCT pUCyHKaMu puc.l ¥ puc.2 U3 nmanku 3aHaTHe 2 B
nanke CTyaeHr.

YcraHnoBute Kypcop B MecTo BcTaBKku (otorpadum. OTKpoiiTe AMAIOrOBOE OKHO
BceraBka>Pucynok>U3 ¢aiina. Bribepure HeoOXomumblii ¢ailn ¥ HaXMHUTE KHOIKY
BeraButs. M3menute cnoco® o0TekaHns 00bEKTa TEKCTOM: OTKPOWTE U3 KOHTEKCTHOTO MEHIO
nuanoropoe okHo Mopmar pucyHka, Bkiaaky Ilososkenue u BbiOepuTe BapuaHT Bokpyr
pamku. [lepemecture dororpaduro B Tpedyemoe MojoKeHHe npu nmomomy Meimy. Ooparure
BHHMaHHE Ha COOTBETCTBUE PACIIOIOKEHUS TEKCTa BOKPYT (hoTorpaduu oOpasiy.

14. TIpoBeprTe cooTBeTCTBHE O(DOPMIICHHS TE€3UCOB TPEOOBAHHMAM M COXPAHUTE HX

OKOHYATEeJbHBI BapUaHT.

Jiss mpocMOoTpa MHOTOCTPAaHMYHOI'O JOKYMEHTa YAOOHO IOJb30BAThCS (QYHKLUEH
®@aiia>lIpenBapurejbHbIi  MPOCMOTP (TaKke €€ MOXHO BbI3BaThb C  IIOMOIIbIO
cooTBeTcTByIOIEeH KHOmkM Ha I[laHeJu MHCTPyMeHTOB). B OTKpbIBIIEMCS OKHE oOparute
BHUMaHUE Ha BO3MOXXHOCTb H3MEHEHMsS Maciutada U KOJIMYECTBA OJHOBPEMEHHO
IPOCMATPUBAEMbIX CTPaHUL C IOMOUIbIO COOTBETCTBYIOIIMX KHOMOK Ha IlaHeanm
HHCTPYMEHTOB. BepHyThCs K OOBIUHOMY PEXUMY MOXKHO, HA’)KaB KHOIIKY 3aKpbITh.
KoHnTpoJibHbIe BOnpochl

1. Jlna gero mpenHa3zHaueH TEKCTOBBIN mpoueccop Microsoft Word, n kakoBa ero poib B
aBTOMaTH3alMU IPOPEeCCUOHATBHON e TeNbHOCTH?

2. Kakume mnapameTpsl COCTaBISIOT (OpMaT CTpaHULIbl, MPEUIOKUTE UX 3HAYEHUS Ui
oopmiIeHHs TMcTa IEPBUYHOIO OCMOTpPa CTAlIMOHAPHOTO GOIBHOT0?

3. Uewm xapakrepusyercs mpudT, Kakue Bl 3HaeTe BUIbI HauepTaHus mpudra?

4. Kakue nmapameTpsl BKIo4aeT popMat ad3alia, MOSICHUTE X Ha3HauUeHHE?

5. Onwummre ycrpoiictBo okHa MicrosoftWord u ykaxuTe npenHa3HadeHUEe OCHOBHBIX €TI0

DJIEMEHTOB.

6. Onummre NOCIEI0BaTENBHOCT ASUCTBHUM JUI HOATOTOBKU TEKCTOBOTO JJOKYMEHTA.
Yo Takoe KOJOHTUTYJI, U JUIsl YETO OH IIPEIHA3HAYEH?
8. Kaxwue Bujbl cnirickoB Bel 3HaeTe?

~

Od¢opmiienue pe3yabTaTOB padboThI
Odopmuts paboTy B COOTBETCTBHUH C 3a/IaHUSMHU.

OTBETUTH HAa KOHTPOJIbHBIE BOIIPOCHI.
CdopmynupoBaTh BEIBOJIBI IO PE3YJIbTaTaM PaOOTHI.
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MeToauueckue PECKOMECHIAUNUA NJIA NPAKTHICCKHX paﬁoT Imo TeMe:

Opranusanus paéorbl ¢ UHTEepHeT-cepBUCAMU

Tema 5.1 [IpencraBnenus 0 TEXHUYECKUX u MPOrPAMMHBIX CpeacTBax
TEJIEeKOMMYHUKAIIMOHHBIX TEXHOJIOTUI

Leab: HAyYUTHCA MOTB30BATHCS SIEKTPOHHBIMH CIIOBapSIMU, U3YUUTh METOIbI TOMCKA HY>KHBIX
CJIOB B AJIEKTPOHHBIX CJIOBapsX; MO3HAKOMHUTHCS C OCHOBHBIMH BO3MOKHOCTSIMU IIPOTPAMMBI-
Opaysepa InternetExplorer; ocBouTh HaBbIKH pabOTHI C MPOTrpaMMOi-Opay3epoMm, H3ydeHHE
nporecca moucka uHpopMmanuu B MHTepHeT, 3Has agpec CTpaHMIBI, HAa KOTOPOH OHa
pacrosoxeHa.

3agaun

Oo0pa3oBartesibHbIE

e (QopmHpoBaHUE IEHHOCTHOT'O OTHOILICHHUS K paboTe B ceTn HTEepHET;

e 00001IeHNe N3BECTHBIE HH(OPMAITMOHHBIE CEPBUCHI ceTH MHTEpHET;

e BbIPA0OTKA MPAKTUYECKOTO YMEHUS B OINpENENeHUU BHJA MH(POPMALIMOHHOIO pecypca
cetu MHTEpHET.

PasBuBaromme

e  CHOCOOCTBOBAThH PAa3BUTHUIO IIO3HABATEIILHOTO HHTEPECA Y yUaIIUXCS;

e  CIIOCOOCTBOBATh PA3BUTHIO TBOPUECKON aKTUBHOCTH yUallUXCs;

e pa3BHUBaThb HaIJISIHO-OOpa3HOE MBILIUIEHUWE, MaMsITh U YMEHHUE CpaBHUBAThb M
aHaJIM3UPOBATh;

BocnurarenabHble

e  CIOCOOCTBOBATh KYJbTYPHOMY M MHTEJUIEKTYAJIbHOMY Pa3BUTHIO YUaIUXCS;
e  BOCIUTHIBaTh HH()OPMALMOHHYIO KYJIbTYpPY 00y4aromuXcsi, BHUMaHHE, aKKypaTHOCTb.

OcHalleHue: epCOHABHBIA KOMIIbIOTEP, KOHCTIEKThI, KAPTOUKHU-33aJJaHNs, YIE€OHUKH.
Xox padoTsl
CaMOCTOATENBHO U3YYUTh TEOPETUUECKUM MaTepHall.

TeopeTuyeckas 4acTh:

s csizm ¢ Internet ucmone3yercs criennaibHasi MporpaMMa — opaysep.

Ceroans Hambollee MOMyJISAPHBIMH Opay3epamu sBisitorcs Opera, Google, Firefox wu
InternetExplorer. OcHoBHOe Ha3zHaueHUe Opay3epa — 3arpy3ka Beb-crpanuiipl u3 MHTepHeTa u
oTtoOpakeHHe e€ Ha HKpaHe.

Cayx0a WorldWideWeb (WWW) — 310 enuHoe nHMOpMAIIMOHHOE TPOCTPAHCTBO, COCTOSIIEE
U3 COTEH MHJUIMOHOB B3aWMOCBSI3aHHBIX DJICKTPOHHBIX JOKYMEHTOB.OT/AENbHBIE JOKYMEHTBI,
cocrapisionie  mpoctpanctBo  Web, HassBator Web-crpanumamu.I'pynmnsl - TemaTHuecku
o0beauneHHbIx Web-crpanmuir, HaspiBatoT Web-y3i1amu (caiitamn).

72



Anpecanusi B ceTH:

IP-anpec DNS-anpec

Cocroutr w3 derbipex OnokoB 1wmdp, | http://www.yandex.ru

paszaeneHHbIX ToukamMu. OH MoOeT mMeTh | http — mporokon nmepemaun JaHHBIX
TaKOU BUI: WWW — cepBep Haxoautcst Ha WWW
32.87.56.5 yandex — Ha3BaHHe cepBepa

ru — cepBep HaxoauTcs B Poccum

YacTp azpeca pas3zieneHHas TOYKaMHM Ha3bIBACTCS
JOMEHOM.

Hns  Toro, 4YTroObl HaWTH OMNpeneleHHue KaKoro-mubo TEepMHHA, MBI TaKXKe MOXKEM
BOCIIOJIb30BaThCSl yCIyraMu 3JIEKTPOHHBIX cioBapeil. Ecim paccmarpuBarh Takoi BapUaHT,
KOIZla y Bac HET BO3MOXKHOCTH 3aIVISIHYTh B KHHIY, CYLIECTBYIOT JJIEKTPOHHBIE CJIOBapH.
Hexkortopele Bemy, Kak HampuMep, HNOMCK B OIPOMHBIX MACCHBAaX TEKCTa, OHM JENAIOT
YIUBUTEIIBHO OBICTPO.

3ananme 1:
B rerpans 3anumuTe caeayoOmyo Ta0IuILy:

Axpec caiita Hasnayenue Crpana

help.belhost.by

www.national-lottery.co.uk

index.all-hotels.in.ua

www.microsoft.com

www.house.gov

acorda.kz

britain.uz

klassica.ru

en.beijing2008.cn

PaccmotpuTte BeO-CTpaHMIBI, ONpPENECIUTE HA3HAUYEHUE CalTa, ONpPENeNIUTE TroCyaapcTBO, B
KOTOPOM CJIEJIaH 3TOT CauT.

Ortkpoiite Be6 crpanmmy ¢ aapecom: Www.detstvo.ru. Haiimure rumepcchbuiky IMpas3THHUKH,
Ha)XMHUTE Ha Hee, JOXKIWTECh 3arpy3KM CTpaHULBI, NepenuiuuTte ee azapec. [lanee Haiinure
CCBUIKY (OTO, IEPENUILUTE U €€ ajpec.

OTBeTbTe Ha BOMPOC: KAKUM 00Pa30M aJIpecyroTcs CTPAHUIIbl OJJHOTO caiTa?

3aganue 2:

Ortkpoiite nporpammy EnternetExplorer. 3arpy3ure crpanuily anekTpoHHOro cioBaps B. Jlans
— www.slovardalya.ru. B tekcrooe mosie Ilouck mo cioBapro: BBEIUTE CIIOBO, JICKCHYECKOE

3HaYE€HHE KOTOPOTO BaM HY)KXHO y3HaTh, Hampumep, «pyTtuHa». Haxmure Ha kHOmKyUcKaTh.
Joxnurech pe3ynbTaTa MOUCKA. 3alUIIUTE PE3yJIbTaT K ce0e B TeTpab.
CaMocCTOSITENbHO HAWIWUTE JIEKCMYECKOE 3HAYEHUE CIEIYIOUIUMX CIOB M 3alUIINTE

pe3ynbTaT K cebe B TETpab.

— HoBoctn,

— Cratb4,

—  VYuwurens,

— Texnuka,

— Komanpga.
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http://www.yandex.ru/
http://www.microsoft.com/
http://www.house.gov/
http://www.detstvo.ru/

Haiigute nexcuyeckue 3HA4YEHHS] M JTUMOJIOTHIO  CIEAYIOIIUX CIIOB W 3alUIIUTE
pe3ynbTaT K cede B TETpab:

— MetoHuMmus,

— Bwuaeoxapra,

— XKeneso,

— Ilanupyc,

— Ckanpnerns,

Jebet (OyXr. TEpMUH).

3ananme 3:

Hcnonp3ys, ClOBapb-NEPEBOJAUUK  CHENAWTE IEPEBOJ CIEAYIOIIMX CJIOB Ha AaHIJIMICKUH,

WUCIIAHCKUU M STOHCKHM S3BIK. BB MOXKETE BOCIOJB30BaTHCS JIIOOBIMH CJIOBApsIMH U3

MPCAJIOKCHHOT'O CIIMCKaA:

Maccus KommyHnukanus ToJkoBbIe CaoBapu-
cJI0Bapu nepeBoTYNKHA

DOyHKIUSA AJIropuT™M www.golossary.ru Lingvo.yandex.ru

Jmarpamma Axkcuoma Slovari.gramota.ru | translate.google.ru

Jloruka CepBuc www.efremova.info

MamsaTs Martpuna Mega.km.ru

I'paduxa HNudopmanus www.0zhegov.org

Tabauma www.golossary.ru

daiin Slovari.gramota.ru

IIporpamma www.efremova.info

Bupyc www.chtotakoe.info

MyJabsTHMeIHA www.slovari.ru

Mopeanb

Dopmasmzanus

Tonosorust
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http://yandex.ru/clck/jsredir?from=yandex.ru%3Bsearch%2F%3Bweb%3B%3B&text=&etext=1021.9s13AXbFh8Qgu1dCwbMDcf1Zek_egJkOFZs0cxkDhflXYewQGXeWPA5PXx8q6098pT-2751JSDYfnctWr_jyAw.4d421042b684bae87ea795c5b2d195c754213350&uuid=&state=PEtFfuTeVD4jaxywoSUvtNlVVIL6S3yQb4iND2fUWLGvv-j8lMFOwWQCPV_EQqt8&data=UlNrNmk5WktYejY4cHFySjRXSWhXS2pERUVPcWJsZFZ0QU9yT0RpMmN2Sk5FS2x2b1dRVTUxM0FkZVJWUjlESDFLX2pyUDFPZm1OV0pMN2hqNWUwZGgxQ2tBd29WUW1YZ2NWamhpYkJ4RE0&b64e=2&sign=c78ddb88bcf932981f4385c2ffd690b4&keyno=0&cst=AiuY0DBWFJ5wM1vcHtsEOHdEziWzBaG812PoMyOLa70ieSy2JzA2Os_7CekRmcjKzI2WUJXz5gvnFqiIE8OVG3PNu3Gd7DFRYfC5VnJJUU7yJPf-5uUC8X5djUo9padKXus4hHCQPKpOTKCrsVK6aFmlOjTOaDITK4eHRH6baoSE0PbqHekq2hw0TwuOavngi6d-YGzXGfEWcx9tZj4YKneByq0RGr1Gc0j5zHywkSA&ref=orjY4mGPRjk5boDnW0uvlrrd71vZw9kpVBUyA8nmgRGruH4U3PzQLWB69VU1jEEX1rt3ByYVgMi7Kq6xeKs8YJ3-D9pnTKAWQmm6xcZIaY7KHkLMLbQROyoL-a5LIMmSAV-s9J2lsQpRnkYeniZVuE705E_Oord_qJ3bPi8wzOELq3dJrJjfRA&l10n=ru&cts=1460418431921&mc=2.521640636343318

