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IHosicHuTEeIbHAA 3aIIUCKA

MeTtoauueckre peKOMEHIAIMN K BBIMOJTHEHHUIO MPAKTHUECKUX paboT Mo
JTVCLHUATUINHE «Uudopmartukay IIpeAHA3HAYECHBI JUISL OpraHu3alun
CaMOCTOSITEIbHOM pabOThl CTYIAEHTOB II€PBOIO Kypca OYHOTO OTAEJICHUS
cnennasibHOocTH 19.02.11 TexHonmorust mMpoAYKTOB NHUTaHUS U3 PACTUTEIBHOTO
CBIPbsI HA YPOKE.

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

M3y4ynB TEOPETUYECKUM MaTE€pUall, BbBIIOJHUB IPAKTUYECKUE U
KOHTPOJIMPYIOIIHUE 3a/laHusl, CTyAEHT Oyner o0jaaaTh YCTOMYMBBIMU 3HAHUSIMU,
YMEHUSIMH U HaBBIKAMHU MCIOJIb30BaHUSI KOMIIBIOTEPHBIX TEXHOJIOTUHN B Oyaymiei
npo(hecCuOHANBHOM JesATENbHOCTH.

[lepen BBINOJHEHUEM CTYACHTAMH MPAKTUYECKON padOTHI MPENO1aBaTENb
IIPOBOAUT MHCTPYKTAXK II0 BBIIIOJIHEHUIO 3aJaHUA, KOTOPBIM BKIIOYAET LEJb
3aJJaHusl, €ro COJIep’KaHue, BpEMs BBINOJIHEHUS, OPUEHTHUPOBOYHBIH OO0BEM
paboThl, OCHOBHBIE TPEOOBaHUS K Pe3yJibTaraM padOThbl, KPUTEPUU OIIEHKU TECTa
Y IIPAKTUYECKOIO BBIITOJHEHHUS 3aJaHMUs.

Bce Bompockl Tecta W BapuaHTbl OTBETOB BBIBOJATCS B CIYyYallHOM
nopsake. [lporpamma TectupoBaHusi paOOTaeT B CBOOOJHOM peXUME, TJe
TECTUPYEMBbII MOXXET OTBeYaTh Ha BONPOCHl B JIOOOM MOCIEI0BATENIbHOCTH,
nepexoAauTh (BO3BpAIlAThCA) K JIFOOOMY BOIIPOCY camMocToATeNnbHO. B Tecrte
OPEIyCMOTPEHbl  CIEAYIOLIME  THUMBl  3aJaHuil:  OJAMHOYHBIA  BBIOOp,
MHO>KECTBEHHBII BbIOOp, YCTAHOBJIEHUE IOCJIEI0BATEILHOCTH, YCTAaHOBJICHUE

COOTBCTCTBUA.



KpnTepnn OII€CHKH BBLINMOJHCHHBIX 3anaHnﬁ H CTCIICHU OBJIAACHUSA

3aIIAHMPOBAHHBIX YMEHM I

Kputepun o1ieHKH BBITIOIHEHUS 3aJaHH 110 MPAKTUYECKUM paboTaM:

Onenka

TpeOoBaHMsI K 3HAHUAM

OTJINYHO

OneHka «OTJIMYHO» BBICTABISICTCA OOydYarOLIEMYCsl, €CJIM OH ITyOOKO
U TPOYHO YCBOWJI IIPOIPaMMHBIM MaTepual, HCYEPIbIBAIOIIE,
[IOCJIEZI0BATENBHO, YETKO U JIOTMYECKH CTPOMHO €r0 M3J1aracT, yMeeT
TECHO YBS3bIBATH TEOPHUIO C IMPAKTHKOH, CBOOOIHO CIIPABISETCS C
BOIIpOCAMHM U JAPYTMMHU BUJAMHM INPUMEHEHUs 3HAHUN, NPUYEM HE
3aTPYIOHAETCS C OTBETOM IIPU BUJIOM3MEHEHUH BOIIPOCOB, UCIIOJIB3YET
B OTBETE MaTepual HOPMAaTUBHO-IIPABOBOM JIMTEPATYyphl, NPaBUIBHO
00OCHOBBIBAET MPUHATOE PELLICHHE.

XOpOLIO

OneHka «XOpOIIO» BBICTABIIAETCS OOy4arolleMycs, €CIM OH TBEPJO
3HAeT MaTepuai, FPaMOTHO U 110 CYIIECTBY U3JIaraeT €ro, He JOIycKas
CYLIECTBEHHBIX HETOYHOCTEM B OTBET€ Ha BOIPOC, IPaBUILHO
IIPUMEHSIET TEOPETUUYECKUE TOJOKEHUS MIPU PELICHUHN MPaKTHYECKUX
BOIIPOCOB, BJaJ€eT HEOOXOAWMBIMM HAaBbIKAMHU M IIPUEMaMHU HX
BBINOJIHEHUSL.

YIOBJIETBOPUTEIILHO

OneHka «yJOBJIETBOPUTEIHHOY» BBICTABIAETCA OOYYaroIIeMYCs, €Cld
OH MMEET 3HaHHUs TOJIHKO OCHOBHOTO MarepHalia, HO HE YCBOWJ €ro
JeTained, JONyCKaeT HETOYHOCTH, HEIOCTATOYHO IPaBUJIbHBIE
(GOpMyIUpPOBKH, HapYyIIEHUs JIOTUYECKOW TOCIEeI0BAaTEIbHOCTH B
M3JI0’KEHUU TIPOrPaMMHOI0 MaTepHara.

HCYHOBJICTBOPUTCIILHO

OlleHKa «HEYIOBIETBOPUTEIHHO» BBICTABISECTCS OO0y4aromeMycs,
KOTOpPbIA HE 3HAET 3HAYMTEIBHOW 4YacTU MPOrPaMMHOrO MaTepHaia,
JOTYCKaeT CYIIECTBEHHbIE OIIUOKHU, HEYBEPEHHO, C OONBIINMHU
3aTpyJHEHHUSMH BBIMONHIET MpakTudyeckue padorel. Kak mpaswuio,
OIICHKA «HEYJIOBJIETBOPUTEIIBHO» CTABUTCS CTYIEHTAM, KOTOpbIE HE
MOTYT TIPOJOJDKUTH OOydeHHe Oe3 IOTMOJHUTEIbHBIX 3aHITHH 110
COOTBETCTBYIOLIEH TUCIUTLIINHE.




O01mmue MeToaM4YeCKHEe PEKOMEHIAIUHU 110 OPTAHU3AUN U
NMPOBEJAECHUI0 NPAKTHYECKUX PadoT

Ka)KI[OQ MNPAKTHYCCKOC 3aHATHUC HAYHUHACTCA C OpPraHU3alrMOHHOIO
MOMCHTA, BKIIIOYAIOMICTO IIPOBCPKY MMOCCITACMOCTH, TOTOBHOCTHU 06y11a}0m14xc;1 K
3aHATHUIO.

Ilepen HawasioM mnpenoaaBaTeib CTAaBUT NEpes OOydaronIMMUCS 3aJayd,
IIPpOBOJUT 06HIHﬁ HHCTPYKTAXK I1O0 BBIITOJIHCHUIO BaﬂaHI/Iﬁ (TCXHI/IKC 0€e30IMacCHOCTH
Ha pabodyem MecTe).

B xozxe BpINOJIHEHMS 3aJaHUN MPENOAABATENb HANPABIAET, KOHCYJIBTUPYET
06yan0mec;1, IIPOBOAUT IIPOBCPKY 3HAaHUH U YMGHI/II>’I, ACJIaCT aHaJIu3

BBITIOJTHEHUS 3aJJaHus. 3aHITHE 3aKaHYMBACTCS OIIEHKOU pabOThl 00yJarOIIUXCS.



MeToauyecKkue peKOMeHIAIUN JJIsl TPAKTHYECKHUX padoT Mo reme:
TexHosorum 00padoTKM TEKCTOBOI MH(OPMAK

Henn:
® PacCMOTPETh MOHATUS TEKCTOBOT'O PeIaKTOpa M TEKCTOBOTO IPOIIECCOpa;
® pacCMOTPETb OCHOBHBIE BO3MOXKHOCTH TEKCTOBOTO pEIakTopa U TEKCTOBOIO
npoiieccopa;
® paccMOTpeTh IpaBmiia 0POPMIICHHUSI TEKCTOBBIX JIOKYMEHTOB;

® BBECTHU U 3aKPENUTH MOHATUS PEIAKTHPOBAHUS M (HOPMATHPOBAHNUS;

3agaun:
Oo0yuaromue:
®  PAcCMOTPETh NOHSTHS TEKCTOBOIO PEAAKTOPA U TEKCTOBOT'O MPOLIECCOPA;
® pPAcCMOTPETh OCHOBHBIE BO3MOXHOCTM TEKCTOBOTO PENAaKTOpa M  TEKCTOBOTO
poreccopa;
® paccMOTpeTh NpaBuiia 0(pOPMIIEHHUS TEKCTOBBIX JOKYMEHTOB;
® BBECTHU U 3aKPENUTh MOHATUS PEIAKTUPOBAHUA U (POPMATHUPOBAHHUS;
PasBuBaromme:
e pa3BUTHE YMEHHUS 00paOOTKH U MPEICTaBICHUS TEKCTOBOM HH(pOpMAINH;
e B XO0A€ peuieHUs oOpa3oBaTeNbHBIX 3a4ad Cco34aTb YCIOBMS IS Pa3BUTHS
MBICIIUTENILHON 1€ATEIbHOCTH yUallluXCsl;
e CrocoOCTBOBAaTh Pa3BUTHIO [103HABATEIbHON AKTUBHOCTHU yUallIUXCs;
® pacUIMpEHUE Kpyro3opa;
® DPa3BUTHE HABBIKOB CAMOKOHTPOJIS U B3aUMOKOHTPOJIS.
BocnurareiabHnbie:
e crnocobcTBoBaTh  (HOPMHPOBAHUIO  YCTOMYMBOIO HMHTEpeca K  HCIIOJIb30BAHUIO
MH(OPMALIMOHHBIX TEXHOJIOTHH B Oyyiiel mpodecCHOHaIbHON e TeIbHOCTH;
e BOCNHMTaHKWE UHPOPMALTMOHHOMN KYJIBTYpHI;
e BOCIHMTAHHWE BHUMATEIILHOCTH;

® BOCHHUTAHWEC aKKYPATHOCTH.

Xon npakTH4eckoii padorbI:

1. OTBeTHTH Ha BONPOCHI BXOJHOI0 KOHTPOJIS:

e Kak yacto BaM mpuxoauTcs paboTarhk ¢ TeKCToBOM nH(popMmanuein? B uem 3akmoyaercs
3Ta pabora?

e Kakue TeKCTOBbIE JOKYMEHThI BaM MPUXOAUTCS CO37aBaTh?

e JlioasM Kakux npodeccuii HeoOX0IMMO YMEHHE padoTaTh C TEKCTOBBIMHU JTOKYMEHTaMU?
B kakux chepax nesrensHoctu? [lepeunciure 3tu chepsl IeITeTbHOCTH U Tpodeccu.

e [IpuBenurte npuMepsl TEKCTOBBIX JTOKYMEHTOB.

2. O3HAKOMHTbLCSH C KPAaTKMMH T€OPETUYCCKUMHU CBCICHUAMM.

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

Dopmamuposanue - Tporecc OoGOpMICHUS 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 nnu CT C3B 2667-79.

TekcToBON y4ueOHBIM MTOKYMEHT JOJKEH OBITh OTIEYaTaH Ha NMpUHTEpe (Ha OJHOU
CTOpOHE JIMCTA) Ha CTaHJAAPTHBIX JHCTax Oenoit Oymaru dopmara A4 (210X297 mm) mpudTom
14 (12).

B mevatHOM BapuaHTe OTYET JOJDKEH OBITh OTIEYAaTaH yepe3 OAWH (JIOImycKaeTcs
II0JITOPA) MEKCTPOUYHBIX UHTEPBAJIA.

[lo Bcem ueThlpeM CTOPOHAM JIUCTA CIeAYyeT OCTAaBUTh IOJIA: pa3Mep JieBoro noss 30
MM, MPaBOTo 15 MM, BEpXHET0 U HUKHETO 1oJiel He MeHee 20 M.

TexkcToBble TOKYMEHTHI OGOPMISIOT B BHAE COPOIIIOPOBAHHOW MOSCHUTEIBHOMN
3aMUCKH.

B ckBO3HYI0 HyMepaliio CTpaHHUIl BKIIOYAIOTCS MPHIIOKEHUS U CIIUCOK JIUTEPaTyphl, a
TaK)Ke WCIIOJTHCHHBIC HA OTACIBHBIX JINCTAX PHUCYHKH, TpauKu, TuarpaMmbl, TaOJIHIBI H
KOMITbIOTEpHBIE pacnieyaTku popmata A4.)

PaccmoTpeHue NOHATHIT TEKCTOBOI0 PeaKTOPa M TEKCTOBOIO Mpoueccopa

Hokymenm — 3710 3adUKCHpOBaHHAs Ha MaTEpPHAIbHOM HOCHTENEe WHPOpPMALUS C
PEKBU3UTAMHU, TIO3BOJISAONIAs €€ uaAeHTUGUIUpoBaTh. (Pedepanvhsiii 3akon « 06 ungopmayuu,
unpopmamuzayuu u 3auume uHGopmayuuy)

TekcToBBIN peakTop — TO MPHKIAIHAs IporpamMma sl CO3/IaHusl, PeJaKTHPOBAHUS,
dbopMaTupOBaHUsl, COXpaHEHHUS U OPTaHU3alUY TIeYaTH TEKCTOBOTO JOKYMEHTA.

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

Bonee coBepieHHbIE TEKCTOBBIC pemakTopsl (Hampumep, Microsoft Word wu
OpenOffice.org Writer), koTopble Ha3bIBalOT TEKCTOBBIMH MPOIIECCOPAMH, MMEIOT IIHPOKHIA
CHEKTP BO3MOXKHOCTEH MO CO3JaHHI0 JIOKYMEHTOB (BCTaBKa CIUCKOB M TaOJMI, CpelcTBa
npoBepku opdorpaduu, UCIIOIB30BAHUE CTUIICH U IIa0JIOHOB JIp. ).

Ha3nayenue u ocHoBHbIe BO3MO:kHOCcTH MS WORD

CampIM OOJBIIAM TIO CBOMM BO3MOXHOCTSIMH 70 cuX mop cuuraercs MS Word —
TEKCTOBBIH Ipolieccop 0T komnanuu Microsoft.

Bo3moscnocmu, xkotopsie ipeocTaniseT nmporpamma Microsoft Word:

1. BO3MOXXHOCTH C€O37aBaTh HOBBIA JOKYMEHT, MCHOJIb3ysS MpPU ATOM ImadiaoHbl. CTOUT
YTOYHHUTH, YTO CIOJIa BXOJAT TaKWe IIA0JOHBI, KOTOPbIE MOTYT HCIIONB30BATHCS JUIS
CO3aHUSI CTAHIAPTHBIX MUCEM, TTO3APABUTEIBHBIX 3aMUCOK, (PAKCOB, OTYETOB U JPYTUX
JIOKYMEHTOB.

2. B03MOXHOCTH OJTHOBPEMEHHO OTKPBIBATh U pa0OTaTh HE C OJHUM YHCIIOM JTIOKYMEHTOB.

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



10.

11.

12.
13.

14.

B03MOKHOCTh aBTOMAaTHYECKHE KOPPEKTHPOBATH OIMHMOKH, KOTOpBIE OOJBINE BCETO
MOBTOPSIIOTCS] B HAITUCAHHOM.

Bxuttouaer B ce0s pacIiimpeHHbIe BO3MOXKHOCTH 110 (POPMaTHPOBAHUIO JOKYMEHTA.

MS Word, B otnnuue ot WordPad, mo3BossieT BBIpaBHUBATEH JOKYMEHT 10 000UM KpasiM
(MM MO  UEHTPY), a TaKKe MPENOCTaBIsET BO3MOXKHOCTh  HCIIOJIb30BATh
MHOTOKOJIOHOYHYIO BEPCTKY.

B03M0OKHOCTh IPUMEHSTBH CTUIIH TSI OBICTPOTO (hOPMATUPOBAHUS JIOKYMEHTA.
[IpenocraBisser  BO3MOXKHOCTH 110  aBTOMAaTH3allMd  BBOJA  CTaHAAPTHBIX H
MIOBTOPSIFOLIMXCS 3JIEMEHTOB TEKCTA.

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

[To3Bonsier BKIIOYATh B TEKCT JJEMEHTHI, KOTOpble OBUTM CO3JaHBl B JPYTHX
nporpammax, Bxomsammx B Microsoft Office: snekTponHbie TabnuIbBl, rpaduueckue
n3zo0paxenus unu ¢pororpaduu, rpaQuKy, BUACOU300paKEHUS, 3BYKH U MHOTOE JIPYTOE.
B03MOXHOCTh TMOATOTaBJIMBATH THIIEPTEKCTOBBIC JIOKYMEHTHI Internet u mpocThbie
AJIEKTPOHHBIC TAOJIUIIBL.

B03M0OXKHOCTh aBTOMATHYECKHE CO3/IaBaTh YKA3aTelIM M OTJIaBJICHUE JOKYMCHTA.
B03MOXHOCTB ISl OTIIPAaBKH TOTOBOTO JIOKyMEHTa cpasy u3 Word'a Mo 3JIeKTpOHHOM
MIOYTE WIIH K€ JPYroMy YEeJIOBEKY WM MPEIANPHUSTHIO Ha (aKc.

CozlepKUT BCTPOSCHHYIO 0OBEMHYIO CUCTEMY ITOMOIIH U MacTep MOJICKA30K.

CouyeTanue KJIaBUII
PaccMoTpuM BO3MOXKHBIC COUETaHUS KJIaBHII B TEKCTOBOM Mpoiieccope MSWord

HeiicTrBue CoueTaHue KJaBUII

e [Jlepexon B HayaJlo 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 BBLICIIEHUS SHIFT+CTPEJIKA BIIPABO

OJTHOTO 3HaKa CIIpaBa OT Kypcopa.

Brinenenne niy oTMEHA BEIEICHUS CTRLA+SHIFT+CTPEJIKA BJIEBO

OJTHOTO CJIOBA CJIeBa OT Kypcopa.

Brigenenue uian otMeHa 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

Cosznanue Hepa3pbhIBHOTO Mpoodera. 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

Wi 00BEKTA.

Bripe3anue BbIICIIEHHOTO TEKCTA CTRL+ X

Wi 00bEKTA.

BcraBka TekcTa miim 00beKTa. CTRL+V
OTMeHa NOoCHeIHEro JeUCTBHA. CTRL+Z
[ToBTOp MOCIEAHETO ACHCTBUSI. CTRL+Y

PaccmoTpenne okHa TeKCTOBOIro npoueccopa Word

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

TCKCTOBOI'O IIponeccopa Word Te KE, YTO U CTPYKTYPHBIC 3JICMCHTBI OKOH PACCMATPUBACMBIX

HaMU paHee IPYTruX PelakTOPOB.

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

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

3JICMCHTA CJIICAYCT MMOCTAaBUTh HOMEP C COOTBECTCTBYIOIIIMM HA3BaAHUCM.

KOHTpOJII)HbIe BOITPOCHI

10.

1.

Ha3zoBute 0CHOBHBIE OOBEKTHI JOKYMEHTA!

CUMBOJT — MUHHMAJIBHBIA 2JIEMEHT TEKCTOBOTO IOKYMEHTA

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

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

Kak HacTpouTh OCHOBHBIE MapaMeTpbl cHUMBOJIOB? Kakue jerde BOCHPUHHMAIOTCS
4eJI0BEYECKUM I1a30M?

Kakue ocHOBHBIE TapaMeTpbl a03a1leB Bbl MOKETE Ha3BaTh?

Kak HacTpouTh OCHOBHEIEC TapaMeTphI a03areB?

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

Kakue HocuTenu BO3MOXKHO UCIOIB30BATh JJISi XPAHEHUS TEKCTOBBIX JJOKYMEHTOB?
Kakoe Ha3BaHue MOMy4niIM JOKYMEHTHI, XpaHsiuecs Ha BuHuectepe, CD, DVD, flash?
Yro ke CIYKUT AT CO3JJaHUs TEKCTOBBIX JIOKyMEHTOB?

Kakue TpeboBanus, npeabsBisieMble K 0pOPMIIEHHIO TOKYMEHTa Bbl 3HaeTe?



MeToauyeckue peKOMeHAANMH IS MPAKTHYECKUX PadoT 1Mo Teme:

PeﬂaKTHpOBaHI/Ie TEKCTOBOI'0 TOKYMCHTA

Lesb: HayyuTh BBINOJHATH BBOA M PEAAKTHPOBAHUE TEKCTOB, OCBOMTH HECKOJIBKO
npuéMOB BBIJCIICHHUSI U TepeMelieHust (parMeHToB TEKCTa depe3 Oydep oOMeHa, M3MEHATh
CTPYKTYPY U BHEIIHUH BUJ JOKYMEHTA C TOMOIIBIO 3ar0JIOBKOB.
3agaun:

Ooyuaronue:
® paccMOTPETh OCHOBHBIE BO3MOXXHOCTH TEKCTOBOTO MPOLIECCOPA;
® paccMOTPeTh MpaBmiia OPOPMIICHHUS TEKCTOBBIX JOKYMEHTOB;

Pa3zeuBaromue:
® pa3BUTHE YMEHHUS 00OpaOOTKU U MPEACTABICHUS TEKCTOBOM MH(OpMAIUy;
e B XOJ¢ peueHus 00pa3oBaTeNbHBIX 3aJad CO3JaTh YCJIOBHS [UII  Pa3BUTHUSA
MI)ICJII/ITGJIBHOI;'I JCSATCIIBHOCTHU yqanmxca;
® CriocoOCTBOBAThH PA3BUTHIO TIO3HABATEILHOW AKTHBHOCTH YJAIIUXCS;
® pacuIMpeHue Kpyro3opa;
® pa3BUTHE HABBIKOB CAMOKOHTPOJIS U B3aUMOKOHTPOJIS.

BocnuraresbHbie:
e crnocobcTtBoBaTh  (POPMUPOBAHUIO  YCTOMYMBOIO HMHTEpeca K  HCIOJIb30BAHUIO
MH(POPMALMOHHBIX TEXHOJIOTUN B Oyymiei mpohecCHoHabHON AEITEIbHOCTH;
e BOCHUTAaHUE MH()OPMAIIMOHHON KYJIbTYPBHI;
e BOCIHTAaHHWE BHUMATEIbHOCTH,
® BOCIHTAHHUE AKKYPATHOCTH.

Xoa npakTu4eckoii padoTbI:

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

2. Yb6enutech, 4TO BKIIOYEHA PyCcCKas packiajka KJIaBHATyphl. B MpOTHBHOM ciydae
MIEIKHUTE TIO yKa3aTeio s3bIKa Ha TaHETd WHAWKAIWA U BHIOEPUTE B OTKPBIBIIEMCS MEHIO
yHKT Pycckuii.

3. BBeauTe ¢ Ki1aBuaTypbl TEKCT CIEAYIOLIETO COJECPKAHUS:

Taxenniii mammna T — 10

CgapHoii koprryc Tanka T — 10 umen cnoxxayro kopoduaTyro Gopmy ¢ J1000BOI 4acThIO B
dopMme «iryubero Hoca». bopra — cocraBHble, M3 BepXHEH HAKJIOHHOW W HIDKHEH THYTOU
yacteid. BepxHuii KOpMOBOH ITUCT KOpmyca ObLIT BBIMOJIHEH OTKUAHBIM — JUJIsI 0OecrieYeHHsI
JIOCTyTla K arperataM TpaHCMHUCCHUU. J[HWINE KOpmyca IITaMIIOBaHHOE, KOPBITOOOpPa3HOM
dbopwmpbl. B 3aaHei yacTy (1o CUIIOBOM mepeaadeil) THUIIE TII0CKOE.

bamas — nurtas, oO0TexkaeMod (OpPMBI C TEPEeMEHHBIMH yriaMH HaKJIOHA CTEHOK |
nepeMeHHoi TommuHoi — oT 250 MM B HOcoBoil wactu n0 40 MM Ha JIMTOW YacCTH KpBILIH.
bamns ycranaBnuBasiach Ha IIAPUKOBOW OMOPE HAJZl BBHIPE30OM MOAOANMICHHOTO JIUCTA KPBIIIH
KOpIyca TaHKa.

[lepenusis yacTh Kpbllld OaliHU OTIWBAjach 3a0JHO C KOPIyCOM OaimH, a 3aaHss
M3rOTaBIIMBajIach M3 OpPOHEBOrO JHCTa W BBapUBajach B KpbINIy. B 3TOM nmcre cmpaBa
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pacrionarajicst JIIOK 3apsiKarollero, HaJ KOTOPhIM MOHTHpPOBajach YCTAHOBKAa 3E€HUTHOTO
nynemera. CrieBa pacrosaraics JIIOK, HaJl KOTOPBIM pa3Melanach KOMaHIHUpCcKas OalleHka.

BobinosiHuTe cienywouee (popMaTHPOBaHHE JOKYMEHTA:

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

2. Boigenute nepByto ctpoky (¥Yemanosume ykazamenv moiuiu cieea max, umoosi
CmpenKa YKasvleaid HA CMpOoKy u wénkuume mviwibto). Ycranosute: Upudt 18, xupHbIH,
KYpPCHB, 110 LIEHTPY, IpunousaTeii, y€pHblii (I maBnas~> Lpudr)

3. Beinenure ab3am: nepBoiit ([[{énknume €80t KHONKOU Mbluiu NO NEPEOM) CILO8Y
a6zaya u naxemume Shiftu ne omnyckas e2o wénxknume no nocieonemy crogy abzaya), BTopoi
(vemanosume ykazameno mvluu cieéa om adzaya mak, 4moodwbl CMpPeiKa yKasvléald Ha He20 U
08adcObl WenKHUme 1esoll KHonkou muiwu), Tpetui (Tpusicovl wénkuume 1e6oii KHONKOLU
Mbluu no aobomy ciosy abzaya)

4. Otdopmarupyiite mnepBbId ad3al: BBIIENWTE TMEPBBIA ab3am JOOBIM U3
PacCMOTPEHHBIX METO/IOB, BEIPABHUBAA 110 IIMPUHE, KpacHas cTpoka — 1 cm (I'maBHas ~ A63alg
~» Otcrynsl u uHTepBaibl ~* Otcryn " IlepBas ctpoka ~ 1 cm ~*OK), MexaycTpouHBIN
uHTepBan — nonytopHblid ([maBuas ~» A63an ~ OtrcTynbl U HHTEpBaibl ~* HMuTepBanm ~*
Mexayctpounsiii ~* 1,5 crpoku ~* OK), untepBan nepen a63anem l2nrt (mynktoB) (I'maBHas
~> AG3an ~ Otctynbl ¥ uHTepBaibl ~ MuTtepsan ~ [lepen ~ 12 ot ~» OK), mpudt 14 (kernp
mpudra), Arial

5. Cxomnupyiite popmarupoBaHue nepBoro adzana Ha Apyrue (Bolioerume nepewiii
abzay, Haxcmume kHonky Popmam no obpaszyy, 6 epynne bygep obmena menio I[nasnas,
npooenatime my dHce nocied08amenIbHOCIMb Onepayuil OJisk 6Mopo2o U mpemve2o ad3ayes)

6. Otdopmarupyiite mnepBoe NpPEATOKEHHE: BBLIECIUTE MEPBOE IMPEATIOKEHHUE
(LL{énxnume nesou kHONKOU Mbluu nNO nepeomy ciosgy absaya, Haxemume Shiftu ne omnycras
€20 WENKHUme no nocieoHemy Cl108y npedlodiCeHus) U yCTAHOBUTE KypCUB

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

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

a) Tperbe — MOAYEPKHYTOEC

b) Uerséproe — wunHrepBan paspsokéHubii ([maBmas ~»  Ilpudgr ~ HWaTepsai

~»UurepBan~? Pazpsxénnsiii™ OK)
c) Ilsaroe — mpudt yrortenusiit ([masuas ~ Ipudr ~Ipudt™~> BumonsmeHenue =
Yromnenusiii ~» OK)

d) Ilecroe — mom4YepKHYTh BOJHHUCTOW JuHMEH cuHero nBera (ImaBmas ~» Illpudr
~>1lpudr~ IloguépkrBanue (BbIOEPUTE BOTHUCTYIO uepTy) ~* LIBeT momquépkuBaHus
(cunmit) ~ OK)

e) Cempmoe — tunm mpudra ComicSansMS, ycraHoBUTH Bce OYKBBI IpPEAIOKEHUS

nponucHeiMU(I maBHas ~ lpudt ~» Peructp~» Bee nponucHble)

f) BocbMmoe — Tun mpugra Garamond

g) Hesstoe — Book Antiqua

h) Jecsroe — Arial Narrow

10. Beigenure crnoBa OamrHs u OamHu KpacHbM 1BetoM (I'maBnas " Illpudrt ~ Iser
TekcTa ~* KpacHblit)
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10. CxonupyiTe MepBhIid a03all U BCTaBbTE €r0 B KOHIIE JOKYMEHTa U OCYIIECTBHUTE
npocTaHoBKY 3arojioBka (I'maBHas ~* Ctunu ~* Beljenennas nqurara)

11. Cwmectute, mociaeAoBaTelbHO BBIACHSS, BBEPX M BHU3 (Uepenys), HCIOIb3Ys
HAJICTPOYHBIH M TIOJCTPOYHBIN 3HAKM CIEAYIOIIME CIOBOCOYETAHHMS TEKCTa: KOpPOOYaTyIO
dbopMy, KOPMOBOW JIHCT, IIAPUKOBOH OMOPE, dYacTh KpBIINIM, 3CHUTHOTO IyIeMETa,
koMaHaupckas Oamenka (I'maBnas ~*[Ipudt~*Hancrpounsrit 3nak (IloacTpounsblii 3HAK)).
[TocnenoBaTenbHO BBIACISASA CMEIIEHHBIE CIIOBA, TPUMEHUTE K HUM 3alUBKY 11BeTa OpaHKeBbIi,
akneHt 6 (I'maBHas ~»A63ar~>3anuBka ~» OpaHKeBbIil, aKIICHT 6)

12. OcymiectBute 3amMeHy OYKB: «K» Ha «M» BO BTOpOM ab3aile, MpeaBapUTEIbHO
BeiieniuB ero (I'maBuast ~*PemaktupoBanme~>3amenuth~*HaiiT (BBegute OYKBY «K») "
3aMeHUTh Ha (BBenuTEe OYKBY «M») ~* 3aMeHHUTH BcE). OOpaThTe BHUMaHHWE Ha KOJIMYECTBO
MIPOU3BEIEHHBIX 3aMEH.

13. Beoigenute 4erBEépThIM ab3all M OcyllecTBUTE MOUCK OykB «H» (I'maBHas
~2»PenaktupoBanue~*3ameHuTb*Halitn (BBeautre OykBy «H») ~* Haiitu B ~* Tekymuit
dparmenT). Ckonbko OYKB «H» B TeKCcTe JaHHOTrO ab3ana? OCyiecTBUTE MOUCK U MOJACUYET OYKB
«O», «I», «p» B TEKCTE JAHHOTO ad3aria.

14. BoiienuB TEKCT, YCTAHOBHUTE JJISl HETO 3€pPKabHbIE OTCTYIIBI CIIpaBa U ciieBa 1o 1 cm
(I'maBnast ~*A63an"*Otctynbl U uHTEpBaNbI~*OT1cTyn ~* Cnea ~* 1 cm ~» (Cnpaa) ~ 1 cm ~»
3epkanpHbie oTCTYNBI ~*OK)

15. BoelgenuB TeKCT, YCTaHOBUTE Ui HETrO BbIpaBHHMBaHWE 1o mupuHe (['maBHas
~»A63an~Ilo mmpune)

OcHOBHbIE COYeTAHHUS KJIABHII, HEOOX0AMMBbIe /15l Pa0OThI C TEKCTOM:

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

Ctrl + C (yuuTbiBasi aHTJIMHCKYIO PACKIaJKy) — MO3BOJSIET CKOMUPOBATH BBIACICHHBIN
TeKcT B Oydep oOmeHa

Ctrl + X— mo3BosisieT BbIpe3aTh BBIACICHHBINH TEKCT

Ctrl + V- no3BoJisier BCTaBUTh TEKCT U3 Oyhepa oOMeHa

Ctrl + Shift + C— nmo3BossteT ocymiecTBUThH opmar mo oopasiry

Ctrl + B— 103BOJISICT BBIJCITUTH TEKCT MOJTYKHUPHBIM

Ctrl + |- mo3BoJIsI€T BBICIHUTH TEKCT KYPCHBOM

Ctrl + U- nmo3BosnsieT BBIZCTUTH TEKCT MOTYEPKHYTHIM

H3MeHeHne MeXIyCTPOUYHOTO HHTEpBAIa:

Ctrl +1 — unTepsan 1

Ctrl +5 — unrepsan B 1,5 ctpoku

Ctrl +2 — nBoitHOI MHTEPBAT

Ctrl + =— nmo3BounsieT yCTaHOBHUTH MOACTPOYHBIH 3HAK

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

B03MOKHOCTH JUHAMUYECKHUX (JIEKTPOHHBIX) TA0JIMIL

Iesab padoThI:OCBOUTH OCHOBHBIE ONEPALUH IO CO3AAaHUIO, PEAAKTUPOBAHUIO U OOPMIICHUIO
AIIEKTPOHHBIX TAOJIHII, HOCTPOCHUIO TPAUKOB U AUATPAMM.

3agaun:
Oopa3oBarte/ibHbIE:
® - [IPaKTUYECKOE MPUMEHEHHUE N3Y4aeMOro MaTepuaa;

® - 3aKperuieHue 3HaHWMK OOmMX NpuHIMIOB padotel MS Excel m ymeHus cocTtaBisiTh
TaOJIMILy JUIsl pellieHHs] KOHKPETHOW 3aJjauu;

e - [pHOOpeTeHHE HABBIKOB B COCTaBJIEHUM TaONMIl pa3HOro THIA, HMMEIOLUX
IPAKTUYECKYIO HAIIPABJIEHHOCTbD.

Pa3puBaroummue:
® - pa3BUTHE HAaBBIKOB MHJIMBUYaJIbHOW U IPYNIIOBOM MPAaKTUYECKONW pabOThI;
® - pa3BUTHE CIIOCOOHOCTH JIOIMUYECKH pacCyKJaTh, A€71aTh BHIBOADI;

® - pa3BUTHUC YMCHI/Iﬁ MNPUMCHATH 3HAHUWA I PCIICHUA NPHUKIIAAHBIX 3a1a4 C IIOMOUIIBIO
QJICKTPOHHBIX Ta6J'II/II_I;

® - PAa3BUTHC KOMMYHI/IKaTI/IBHOI‘/‘I KOMIICTCHI MU,

e - (popmupoBaHue MHPOPMALIMOHHON KYJIbTYPbl M HOTPEOHOCTH MIPUOOPETEHUS 3HAHUM.

BocnurareanHnas:
e - BOCIIUTaHHE TBOPUECKOTO MOIX0/a K paboTe, jKeJaHHe SKCIIEPUMEHTUPOBATD;

e - mpodeccHOHaJIbHAs CaMOOPHEHTAllUs M TOATOTOBKAa CTYJIEHTOB K TPYJIOBOM
JIEATEITbHOCTH

Xoa npakTH4eckoii padoThl

1. O3HaKOMUTBHCS ¢ METOJAMYECKUMHU YKA3aHUSIMU
2. BrInmonHuTh 331aHle HA KOMITBIOTEPE, OTBETUTH Ha BOIIPOCHI
3. Hamucartp oTyeT, cnenaTs BEIBOJ K IPAKTUYECKOM padoTe

OGopynoBanue, TPUHOOPBI, Aanmaparypa, MaTepHaJIbI:IEPCOHATBHBI  KOMIBIOTED,
nporpamma MSEXcel.

KpaTkue TeopeTudeckue cBeIeHHS.

[lpencraBieHne MaHHBIX B BHUJAE NPSIMOYTONBHBIX TAaOJHIl SBISETCS YIOOHBIM U
NPUBBIYHBEIM. B Bume Tabmuiy MOKHO O(QOPMIISTH NIEOBBIC TOKYMEHTHI: CYeTa, HaKJaJIHBIC,
BEJIOMOCTH | mpodyee. J[ist paOboThl ¢ TaONMYHBIMHU NaHHBIMHU TIpEJIHA3HAYECHBI COBPEMECHHEIC
IpOTrpaMMbl, Ha3bIBa€Mble 3JEKTPOHHBIMH Tadauuamu. [IpumepoM 3IEKTPOHHBIX TaOJIHUI]
CITyKart 3NeKTpoHHbIe Tabauubl MS Excel.
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Bce nannbie Tabnmuibl pasmemaroTcs B siueiikax. ComnepKUMBbIM STYEHKU MOXKET OBIThH
TEKCT, YUCIIOBOE 3HAYCHHE WK opmyra.

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'I6I_[OB U sdeek. TekcT W 4mcia pacCMaTpuBarOTCA KaK KOHCTAHTHI. HN3MeHUTh X MOKHO
TOJIBKO ITIYTEM PCAAKTHPOBAHUSA COOTBCTCTBYIOIIUX SAYCCK. (DOpMy.]'IBI K€ aBTOMATH4YCCKH
NEPCCUYUTHLIBAIOT CBOX 3HAYCHUS, KAK TOJIBKO XOTA OBl OIWH UX OIICpaHI ObLI U3MEHEH.

B Excel onepamnuu mnepeMeleHus W KOMUPOBAHUS JaHHBIX OCYIIECTBIISAETCS C
nomortnesio Drag-andDrop (,,meperamuts U Opocuts”) u Oydepa ooMena. J[ist KomupoBaHUS B
Excel wucrnosnp3yercss Mapkep 3amoJHCHHS — paMKa BBIJICICHHS B IPAaBOM HIDKHEM YIIIY,
UMCIOINAsl  YTOJIIICHUE, HAllOMUHAIONIEe NPSAMOYTOJIbHUK. [Ipu moMomuM HEro MOXKHO
CKOIMPOBATH COACP)KUMOE B COCEIHUE TUCHKH.

@®opmysa — 3TO COBOKYITHOCTHh ONEPAHIOB, COSAWHEHHBIX MEXIy COOOH 3HaKaMH
orepanuil ¥ Kpyribix ckoOok. OmepaHaoM MOXKET OBITh YHCIIO, TEKCT, JJOTUYHOE 3HAYCHHE,
aapec sueliku (cchlUika Ha s4eiky), pynkums. B dopmyrnax paznuuaroT apudmernyeckue
OIepalvy U OTIepaIluy OTHOIICHHH.

Excel nonyckaer apudmernueckue omneparuu "+" — ciaoxenue, "-" — BbIUYHUTAHUE,
MR YMHOXEHH — JIeJIEHU — BO3BE€JICHHE B CTCIEHD, OIIEPAlliU OTHOIIIECHUM:
* ymHOXeHue,"/" eixenue, """ 03B€JCHHE B CTEIEHB, Olepa OTHOIIIS ">
— Oompime, "<" — MensbIe, "=" — paBHO, "<=" — MEHbIIIC WM PaBHO, ">=" — OOJbIIC WIN
paBHO, "<>" — He paBHO.

ApudmeTrrueckue ornepanuy U ONepaluy OTHOIIEHUHN BBIMOJHAIOTCS HAJl YUCIOBBIMU
onepanaaMu. Haj TeKCcTOBBIMU oOmepaHaMH BBINONHSETCS €IWHCTBEHHas omepaius "&",
KOTOpasi K TEKCTy IEpBOro OIepaH]a MPUCOEIUHSAET TEKCT BTOPOro omepaHia. TeKCTOBbIE
KOHCTaHTHI B (hOpMyJie OTPaHUYMBAIOTCS IBOMHBIMU KaBblYKaMu. [Ipu BbrunciaeHUH Gopmysibl
CHavaJla BBIMOJIHAIOTCS ONEpaIlK B KPYIJIBIX CKOOKaxX, MOTOM apu(MeTHUecKue Oneparuu, 3a
HUMHU OIlE€palli OTHOUICHUH.

Anpec siluelikM BKIIIOYAeT UMSI KOJOHKM M HOMEp CTpOKH. Anpeca siueek (CChUIKM Ha
A4YEHKN) MOYKHO HCIOJIb30BaTh B (opMynax. Bo3MOXKHBI OTHOCHTENbHBIE, aOCONIOTHBIE M
cMelaHHble ccbUlKU. CChIIKa, KOTOpas BKJIIOYAeT MMsI KOJIOHKM M HOMEpP CTPOKH, SIBJISETCS
oTHOocuTenbHOM. [Ipu xKonupoBanuu Gopmyinbl, a Takke peJaKTHPOBAHUU JIMCTA Takas CChLIKA
Oyner MomuduIMpoBaTbcsi. B aOCONIOTHBIX CCBHUIKaX NepeJ MMEHEM KOJOHKM U HOMEPOM
cTpoku crouT cuMmBOoN $. Takue CChUTKM He MOIUPHUUIUPYIOTCS. B CMeIIaHHBIX CChLIKax
aOCOJIIOTHON SBJISIETCS Ha3BaHWE KOJIOHKU M OTHOCHTEIBHON — HOMEp CTPOKH, WM HA00OPOT
(manpumep, $A1, A$1). B HUX MOmTUpHUIMPYETCS TOTBKO OTHOCUTEIBHAS YacTh CCHUIKH.

B ¢opmyne moxkeT ObITH CChUIKA Ha AWana3oH s4yeek. Jluana3zoH MOXKET OBITh TOJBKO
MPSMOYTOJIbHBIM. YKa3blBas AUAIAa30H SYEEK, 3aJal0T aIpec BEPXHEU JIEBOM SYEHMKHU U 4epes
JIBOETOYME — aJpec HIDKHEW mpaBod sueliku. Eciu B dopMylie €cTh CCHUIKM Ha sUYeiKH,
KOTOpBbIE HAaXOIATCA Ha JPYroM JIUCTE, TO CChUIKA JOJDKHA COJEpXKaTb HMs JIMCTA,
BOCKJIMLIATEIIbHBIN 3HAK U aJIpec siYeUKu: Harpumep, auct! Al.
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dyukuuu.Excel comepxur 6omee 400 BcTpoeHHBIX QYHKIUN. DYHKIHS UMEET UMS U
CIIUCOK apryMEHTOB B KPYIJIBIX CKOOKaX. ApPryMEHTaMH MOTYT OBITh YHCJIOBBIE U TEKCTOBBIC
KOHCTAHTHI, SI‘-Ief/'IKI/I, JAUaIta30Hbl A4YCCK. HCKOTOpBIC (byHKLII/II/I JOCTYIIHBI TOJIBKO TOrJa, Koriaa
OTKpBITa COOTBETCTBYIOIIAs HAJICTPOHKA.

Beectn ¢yHkuuu B (opMyilny MOXKHO BPYYHYIO WIM C MCIIOJIB30BaHMEM MacTepa
byakuumid. s paboTsl ¢ MacTepoM (pyHKIIMK HAA0 HaXKaTh KHOMKY Mactep (GyHKIMHA MaHeIn
MHCTpyMeHTOB CTaHJapTHasT WIM BBINOJHUTH KoMaHny Bcmaeka - @yuxyuu. Ilpu 31OM
OTKpBIBAETCSl UANOroBoe OKHO Macrtep (yHKimil mar 1 u3 2, B KOTOPOM MOXXHO BBIOpATh
kareroputo ¢pyHkuuid. [Ipu BeIOOpe kKareropuu B mose OYHKIUS BBHIBOAUTCS CIHUCOK (PYHKUIUH
JAHHOH Kareropuu. B 3TOM crmcke MOXXHO BBIOpaTh HYXHYIO (yHKIHIO. B cTpoke cocTosHUs
BBIBOJMTCS KPATKOE ONUCAHUE (PYHKLUU.

ITocne BbIOOpa pyHKIMM HAIO HaxaTh KHONKY Jlasnee, B pe3ynbTaTe 4yero OTKpoeTcs
OKHO uanora Macrep ¢yHKuui mar 2 u3 2, B KOTOPOM MOXKHO yKa3aThb apryMEHTHI ()yHKIIUH.
B none 3naueHue BbIBOAUTCS 3HaUCHUE PYHKIIMU IIPU YKa3aHHbIX apryMmeHTax. [locne Haxarus
KHOTIKH ['0TOBO (pOopMyIia BCTAaBISETCS B aKTUBHYIO STUCHKY.

JUis HarIsgHOrO TPEACTaBICHUS JAHHBIX, BXOJAALIMX B 3JEKTPOHHBIE TaOJIULBL,
ciykaT auarpammbl U rpagukid. OHM pa3melnaroTcs 0ObIYHO Ha pabodeM JIUCTE U MO3BOJISIOT
NPOBOJIUTh CPaBHEHHE IAaHHBIX, HAXOIMTh 3aKOHOMepHOCTH. EXCel mpemocraBnser mmpokue
BO3MOXXHOCTH B TIIOCTPOCHHM pAa3JIMYHBIX BUJOB JAMarpaMM (JMHEWYaThIX, KPYIOBbIX,
KOJIBIICBBIX, JICIECTKOBBIX U T.]1.).

Jl7is mocTpoeHus [uarpaMM BXOISIT B MeHIO Mactep auarpamm, T7ie BbIOUpaeTcs THUIl
quarpaMmbl, €€ OObEeMHBI BapHUaHT, [AWANa30H JaHHBIX W YCTaHABJIMBAeTCS Ha3BaHHE
quarpamMmbl U MeHseTcs 1Bet. [Ipu HeoOXoauMocTu 1o0aBiIseTcs JIereH1a — MPSMOYTOJIbHUK, B
KOTOPOM MTOMENIAIOTCSE 0003HAUYCHHS M HA3BaHUSI PSAJIOB JaHHBIX.

ITpu moctpoenuu rpapuka GyHKIHMU CIeAyeT BBIOpaTh THUIl AMArpaMMbl — TOUEUYHBIH,
CO 3HAYEHUSIMH, COETUHEHHBIMU CTIaKUBAIOIIMMU JIaHHBIMHU.

4. 3aganue
3amaunue 1.

1. Banumute Gopmyisl o BceM TpeboBanusm MSEXcel:

[y - =r]y -0 ) Uﬁij—ﬂb_ a ¥ -ab i

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

2. CoctaBbTe JUIst 3THX (HOPMYI TabIHILy 11O 00pasILy:
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A b C X
0,1 0,2 0,3 0,1

0,2
0,3
0,4

o0l AW

0,5

(98]

. 3anumute popMyny BeIYHCICHUS B siueliky E2 u ckonupyiite B siueiiku E3:E6.
4. Jlo6aBbTe aOCOJIOTHYIO aJipecaliiio B HEOOXOIUMbIE TUCHKH.

5. CoxpaHuTe TOKYMEHT.

p =058 [lax-h)+elx-b
' ol x—1

3adanue 2. 3amummte  GHopMyIy Mo  BCEM

tpeboBanusm MSEXcel. Paccunraiite 3Hauenue pynkuuu y st x ot 0 qo 1 ¢ marom 0,1 Ha
JIucre2 Paboueii kuuru. [loctpouts rpaduk GyHKIUU y(X).

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

3aoanue 3. Imerotcs JaHHBIC O TPOJAXKHU I'a3€T B TPECX TOPTOBLIX TOYKAX 34 HECACIIIO:

A B C D E F G i

JleHb
1 e [TonenensuukBropuuk (Cpena  [UerBepr [Iatauma |Cy66ota |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

Buecure »ti mannbie Ha Jluct3 PaGouelt KHUTH W MOCTpOiTe THUCTOrpamMmy (CTONIOYATYIO
quarpammy), Ha KOTOpoil OynyT oToOpaskeHbl JaHHBIE Cpa3y 000 BCEX TPEX TOPTOBBIX TOUKAX.

16




1. Cospaiite Tabmuiy B8 MSEXcel, 3amonnute ee qaHHBIMH.

2. Bwigenure 6mok kierok Al:H4, comepkamuii ganHbple Uis rpaduveckord oOpaboTKH
(Jannble pacnonaratoTcs B cTpokax. llepBasi cTpoka BbIIENEHHOTrO OJIOKa SIBISETCS
CTpOKOH X KOOpAMHAT (OTIOPHBIC TOYKH); CICAYIONINE TPU CTPOKHU BBIJCIEHHOTO 0JIOKa
cozepxar Y KOOpJUHATHI (BBICOTHI CTOJIOMKOB) TMAarpaMMbl.) M IIOCTPOUTE TUarpaMMmy.

3. VYkaxwure 3arojoBok auarpammsl: ‘“Toprosis razeramu’.

3aodanue 4. TloctpoiiTe JIHHEWHYIO IUarpaMMy, OTPAXAIONIYI0 HW3MEHEHHE KOJIMYECTBA
IIPOJIaHHBIX ra3€T B TEUEHUE HENEIH (CM. 3a7aHue 3).

3aoanue 5. Ha ocHOBE TaOIUIIBI IPOJAXKH Ta3eT (CM. 3aaHKE 3) U MIOCTPOUTE VISl HEe IPYCHYIO
nuarpammy (cronbuatasi nuarpamMma 2-oif Bua). Pe3ynbratel paboThl COXpaHHTE.
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MeToauueckue PECKOMECHIAUNUA NJIA NPAKTHICCKHX paﬁoT Imo TeMe:

TexHosiorust 00padOTKU YUCI0BON MH(POPMATUT

Ieab padoThI:OCBOUTH OCHOBHBIE ONEPALUH MO CO3AAHUIO, PEAAKTUPOBAHUIO U O()OPMIICHUIO
AIIEKTPOHHBIX TAOJIHII, HOCTPOCHUIO TPAUKOB U AUATPAMM.

3agaun:
Oopa3oBarte/ibHbIE:
® [PaKTUYECKOE MPUMEHEHHE N3Y4aeMOro MaTepuaa;

e 3aKperieHHe 3HaHWK o0muX npuHIMIOB padorel MS Excel m ymenus crtpouthb
JIMarpaMMBI JJIsl pelIeHNs] KOHKPETHOH 3a1a4H;

e [puOOpEeTEeHHE HABBIKOB B IIOCTPOEHUS JMarpaMM pa3HOro THIA, MMEIOLIUX
IPAKTUYECKYIO HAIIPABJIEHHOCTbD.

Pa3puBaroummue:
® pa3BUTHE HABHIKOB WHAWBUIYAIBHOW U TPYNIIOBOM MPaKTHYECKON pabOTHI;
® Ppa3BUTHUE CIIOCOOHOCTHU JIOTUYECKU PACCYKAATh, J1eJ1aTh BbIBO/IbI;

o PasBUTHUC YMCHI/Iﬁ MNPUMCHATH 3HAHUA I PCIICHUS HNPUKIIAJHBIX 3a4a4 C IMOMOIIBIO
QJICKTPOHHBIX Ta6J'II/II_I;

® DPAa3BUTHUC KOMMYHHKaTHBHOﬁ KOMIICTCHILINH,

e (popmupoBanue HHOOPMAITMOHHON KYJIBTYPHI U IOTPEOHOCTH MPHOOPETCHUS 3HAHHMA.

BocnurareanHnas:
e - BOCIIUTaHHE TBOPUECKOTO MOJIX0/a K paboTe, )KeTaHue SKCIIEPUMEHTUPOBATE;

e - mpodeccHOHaJIbHAs CaMOOPHMEHTAllUs M TOATOTOBKAa CTYJIEHTOB K TPYJIOBOMH
JIEATEITbHOCTH

OGopynoBanue, mnpuOOPHI, anmaparypa, MaTepHAJBIIICPCOHANBHBI  KOMITBIOTED,
nporpamma MSEXxcel.

Xoa npakTuyeckoii padoTbl

Teopernyeckni 10NMOJHUTEIbHBIN MaTepHaJl

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

Yi(x)= 1 ((Za -3Je +1)+ 2|c —]4)20—12 ; nepemennas x € [1;10] ¢ marom +0,5
X -X

kodpdunuentsr @, 8 u C crenaiite a0COJTIOTHHIMH

CCBUIKAMU.

3Hauenus ocu X 3/1aliTe YePE3 KOHIMEKCINHOE MEHIO —

Hcxoonvie oanuvie — Psio — [loonucu ocu X — (BO BKITaJKe

HaIpOTHUB) MOCTaBLTE KypCOp U B CBOEH TaOJIHUIIE TaHHBIX
18 Brinenure 3Havenus X, OHM JOJKHBI OTPA3UTHCA TaM, TJIe

OBLT KypCop.



Y2(x) =

Bla — 35|+ 46 +20 +0,7¢?

35(
V3(x) =

15— x?

£+8_6-|1o-c|j

27 — x*?

CBepbTe C KOHTPOJIBHBIM IIPUMEPOM CBOU PE3YJIbTATHI:
AOCOJIIOTHBIE  CCBLJIKH,

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

npu BXOAC 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 3TOM IIOMCHAJIUCH paCYCThI U l"pa(bI/IKI/I.

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

V1(x) =

x*(a+6)” .

2
ax

V2(x) =

x|a - 6|

nepemenHas x € [0,5; 6] c marom +0,5;
Koadduimentst 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

—6X
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V3(x) =

5,00 -

0,00 -

-5,00

-10,00

-15,00

-20,00

-25,00 -

LI i
T
/
yl+y2
x(a+8)
\ ——y



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

Hean padoThl: npuoOpeTeHNE U 3aKPETUICHUE MPAKTUYECKUX HaBBIKOB paboThl B EXCEL
3apaun

Oo0pa3oBaTteinbHbIe:
e [IOBTOPHTH M 3aKPETIUTH OCHOBHBIE HABBIKK PAOOTHI C AJICKTPOHHBIMH TAOIHLIAMH;

° 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 JaHHOUW TeMe U y4eOHOM ITPOIIECCE B IIEJIOM,
Pa3BuBaromme:

e Pa3BuBaTh AIrOPUTMHYECKOE MBIIIICHUE, YMEHUE BbIICIATH IT1aBHOE;

e Pa3BuTHE YMEHUS OLCHUBATH PE3YJIbTAThl BHIIIOJHEHHBIX ICHCTBUI,

e Pa3BurTHEe YMEHHUS NPUMEHATH MOJYYEHHBIE 3HAHUA IMPU PELUICHUU 3aJa4 Pa3JIu4dHOU
HaIpPaBJICHHOCTH,

e PazBurtue ymeHus noiab30BaThCs MPEIOKEHHBIMU HUHCTPYMEHTAMH.

e Pacuimputs Kpyroszop cTyJeHTOB;

e Pa3BuTHE MO3HABATEIILHOIO MHTEPECA Ha YpOKax MHPOPMATUKU

BocnurarteanHbie:

e BocnuteiBaTh JOOPOCOBECTHOE OTHOIICHHE K TPy, HHHUIIMATUBHOCTh, YBEPEHHOCTDH B
CBOMX CHJIAX.

e BocnurteiBath y CTyJIEHTOB YMEHUE yYaCTBOBATH B AUAJIOTE, OTCTAUBATH CBOIO MO3UIUIO,
CTPEMIIEHHE K B3aMMOTIOHUMAaHUIO

e [loOykxnaTh CTYIEHTOB K B3aUMOKOHTPOJIO, BBI3BaTh IMOTPEOHOCTH B OOOCHOBAaHUU
CBOMX BBICKa3bIBaHU.

OOopynoBanue, npuOOpbI, amnmaparypa, MaTepHaJbl: IEPCOHAJIBHBI KOMIIBIOTEP,
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
aapecanys sueek. [Ipu oTHOCUTENBHOM anpecanuy BO BpeMsl aBTOMaTHUECKOTO 3alOIHEHUS 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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3HAUCHHE, HMCIIOJIb3YyeMOE NPH IMOCIECAYIOIINX BBIUYUCICHUAX B JPYIHX CTPOKaxX M CTOJIOLAX.
Jns Toro droOBl 3ajaTh CCBHUIKY Ha SYEWKy Kak aOCONMIOTHYIO, HaIo 3aaaTh Iepen
0003Ha4YeHHEM HOMEepa CTOJIONA UIIK HOMEpa CTPOKU CUM BOJT «$»

Taxum oOpa3om, ccelIka Ha sUelKy, HarpuMep Al, MoxeT ObITh 3amucana B (opmyne
yetelpbMsi criocobamu Al, $A1, A$1 u $AS$1. Ilpu 3anonHeHun siueexk (GoOpMyaon Kak
OTHOCHUTEJBbHAS pacCMaTPUBACTCS TOJIBKO TA YacTh aJpeca, Iepe]] KOTOpoil HeT cuMBouia «$».

3ananue 1:

3anyctuth EXCEL.
Cozgath TabnMIy AJisi MOJACYETa CTOMMOCTH TSATH KOMIIBIOTEPOB, €CIIH CTOMMOCTH
Y3JIOB JIaeTcs B J0JIIapax.

Haxnannas
OdunmanbHpIT Kypc
JoJutapa
Ile C
" i eHOBAIe cHa, Ha, pyo. ;);1(1;1%0 ymMma, ,
y0.
CucTeMHBIH 010K =C
00 6*$D$3
JTucruteit
50
KnaBuarypa
0
[TpunTEp
50
Cxanep
00
3ByKOBas KapTa
5
\%0311008
KoBpuxk
Cymma:

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

Boinenuts stueiiku Al-F6 u Ha manenu uHCTpyMeHTOB "d®opMaTupoBaHHE" HaXaTh
KHOMKY "OOBbEMHUTH U IOMECTUTH B LIEHTpe".

Kypcop ycranoButs B sueiiky A3 u Habpats "Kypc nomnapa"

ypcop y y P ypc A p

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

KHOTIKY "OOBeTMHUTH ¥ IOMECTUTH B IIEHTpE".

B saueiiky D3 3anectu opunmanbHelii Kype gosuiapa.
21



B saeiixy A5 3anecute NelNe., B B5 -" HaumenoBanme" u T.11.

3anosHUTh TaOJIHUILY U 3aHECTH B STYCHKU pacdeTHbIC (POPMYIIBI.

YcTraHoBHUTE BHEIIHUE U BHYTPEHHUE TPAHUIIBI TAOIHIIB.

YcranoButh daaxok «Daitm\[lapamerper\lonoaautensHo\[lokaszaTe nmapameTpsl Jist
crnenyromiero ymucta\lloka3piBaTh GOPMYIIbI,  HE UX 3HAUCHHSY.

Y6parts nokas popmyi.

[TepeiiTu Ha nUCT 2

Co3marte d2JEKTPOHHYIO TaOJuIly pacueTa CTOMMOCTM O€H3uMHa JUulsl Ipoe3la Ha
aBToMoOmiIe U3 MockBbl B croiuilel rocyaapcts CHI'. OCHOBHBIMH JaHHBIMH IS pacuera
ciyxkat: pacxona aBTomoOmieM OensuHa Ha 100kM mytu, neHa 1 1 OeH3MHA, pacCTOSIHHE OT
MOCKBBI O 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 CtonmocTh

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 onpesiesieHns CTOMMOCTH O€H3MHA HYXKHO MyTh pa3fenuTh Ha 100, yMHOXHUTH Ha
BeNIMYMHY pacxoaa OensuHa Ha 100 kM myTu (aOcomoTHast agpecalysi) U YMHOXKUTH Ha IieHy 1
11 Oen3uHa (abCoNOTHAS apecarus)

YcTaHoBHUTE BHEUTHHE U BHYTPEHHUE TPAHUIIbI TaOIHIIBL.

BriBenute Ha  3KpaH pacuetapie  (Gopmynbl.  (YCTaHOBHTH  (PJIAXKOK
«®Paitm\[Tapamerpsr\[{omonauTtensao\[loka3aTh napameTphl TUTS CIIEYIOIIETO
mucta\[loka3biBaTh HOPMYIIBL, @ HE UX 3HAYCHHUSI).

OTmMeEHUTD BBIBO/JL bopmy. Yopatb ¢bnaxox
«Daiim\[Tapamerpsr\lononaurensHo\[lokazaTs napameTphbl ISt CJIEYIOIIETO

mucta\[loka3piBaTh (OPMYIIBL, @ HE UX 3HAYCHUS.
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Breigenuts Bcto Tabnuity, HaunHas ¢ siueiikn Al

Haxarp Ha kHonky "KonupoBars" Ha maHenu HHCTpyMEHTOB (Bokpyr BblIeleHHOTO
y4acTKa MOSIBJISIETCS LITPUXOBAst IMHUSA B BUJE OErarolluX MypaBbEB)

Ilepeiitu Ha MCT 3 U yCTaHOBUTH Kypcop B stueiky Al

Haxatp Ha kHOnKy " BeTaBuTh " Ha maHeau HWHCTPYMEHTOB.

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.

Coxpanuth kHUry nog umenem «IIP_Ne » B Bamieii mamke.

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 pacueTHBIC (DOPMYITHI.

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 "Cratuctudeckue', B IpaBoM okHe BbIOpaTh ¢pyHkuuio "Cp3Hau'.
2. YcTaHOBUTE BHEUIHME U BHYTPEHHHE I'PaHHIIBI TAOIUIIbI

3. BrBeaute Ha AKpaH pacueTHbIe dbopMyIBI. (YcranoBuTh braxok
«Daitm\[Tapamerpsr\[JononauTtensHo\[loka3aTh rnapameTpbl JUTSt CJIEIYIOILETrO
mucta\[loka3biBaTh HOPMYIIBL, @ HE UX 3HAYCHUSI).

4. Ornedaratb TaOIUILy ¢ HOpMYTIaMH.

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 cronberny X BBenute crmydaiineie yncna oT 0 go 1. ( Kypcop Ha mepByro CTpoOKy H

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 TIOCICIHEH CTPOKH).

10. HameuaTath Tabiuily 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

Beenure Qopmyny B mepByro siueiiky HOBOro crosidlja M CKONUPYHTE BO BCE CTPOKU
cTonomna.

BriBenute I10Ka3 bopmy. (YcranoBuTh (haxox
daiin\[Tapamerpor\[JononuurensHo\[lokazaTh apameTpsl JUISL CJIEIYIOILIETO
mucta\[loka3piBaTh (OPMYIIBL, @ HE UX 3HAYCHUSI).

Otmenuts moka3 popmyin. (Cusre dpaaxok «Daitm\lapamerpsi\Jononaurtensao\l[lokasars
napameTpsl s cieayroniero jgucra\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; Beipaxxenne 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 U MPEJICTABUTh B TAOIUYHOM GopMme.

Y= { SIN (X), nmna X>0.5
COS (X), mna X<=0.5
IMopsinok BHINOJTHEHHS 32 JaAHHSA.

Coznath TaONMIy | 3aHECTU pacyeTHBIC (POPMYIIEL.

Jns 3amucu (opMysbl ¢ YCIOBHEM HYKHO INEIKHYTh 1o KHomke fx (BcTaBka (yHKIHM),
BbIOpaTh KaTeroputo «Jlormueckue», «Ecmmy», OK, B mepBoil cTpoke 3amucath JTOTHYECKOE
BBIpQXXEHHE, BO BTOPOU CTPOKE BBIpAXKEHHE, KOTOPOE YIOBJIETBOPSIET YCIOBHIO, B TPEThEH —
BBIpaXXEHHE, KOTOPOE HE YIOBJIECTBOPSIET YCIOBUIO.

( Hammpumep, ecimu HY»HO 3amotHuTh cTosiber Y (X<=0.5) , a 3HaueHus X 3allMCaHo B sUciiKe
B3, To B mepBoii cTpoke HykHO 3armucath B3<=0.5, Bo BTOpoii - SIN(X), B TpeTbeit — 3HaAK

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 ciryqaitabie yucia ot 0 o 1.
3anecure B Ta0nuily GopMyIbL.

YcTaHOBUTH BHEIIHUE U BHYTPEHHUE TPAHULIBIL.
BriBenure Ha JKpaH pacdeTHbIE (hopMyIIBI. (YcranoButh hraxxok
«Paitm\[Tapamerps\/{ononuuTtensHo\[ loka3aTh napameTpsl TUIS W1(913% 011 (SY0)
mucta\[loka3biBaTh GOPMYJIBI, @ HE UX 3HAYCHUS).

Otmenuts BoiBOI Gopmyi. (Cusare ¢umaxok «Daitm\[Tapamerpor\lonoaaurensHo\[lokaszaTh
napameTpsl 1S cieyroriero gucra\llokassiBaTh GOpMYITbl, a HE UX 3HAYCHUS.

YcTaHoBUTe OKa3 ABYX 3HAKOB mocie 3amnsatoid. ( opmar /Popmart stueek / Yuco /
CamocrosiTesibHas padora.

[lepeiiTu Ha nuct 2

Cosznath Tabnuiy «Tabenb ycreBaeMOCT Y IS TISITH YEJI0BEK.

Ecnu cpennmii 6an crynenrta Beimie 4. 5 W KOJIMYECTBO MPOIMYCKOB MEHbINE WM paBHO 10
yacam, To B croubue «Mrtor» BbiBecTH ‘3auer”. KonmuecTBO MpomycKoB BbIOMpaiite
ciy4aifHbIM 00pa3oM B uHTepBaiie ot 0 10 20 ¢ okpyrieHueM 10 OamKaiiero 1enoro.

= HEJIOE(CJTYUC()*20)

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

3anecTd B Ta0auLy (HOPMYJIBL.

YcTaHOBUTH 1TOKa3 (Gpopmyit.

VY6path pexxuM BbIBoJ1a GOPMYIL.

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 mo 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 U 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 MPe3eHTaAI i

Leas pa6orbi: l3yueHHe OCHOBHBIX (YHKIIMOHAIBHBIX BO3MOXHOCTEH MPOrPaMMHOTO
o0ecrieyeHus1, MPETHA3HAYCHHOTO ISl CO3J[aHUs M JEMOHCTPAIMU 3JICKTPOHHBIX MPE3eHTANH,
[TpuoOpereHue MNPAKTUYECKMX HABBIKOB II0 KCIIOJIb30BAHUIO IPOrPAMMBI  [TOJTOTOBKH
MpEe3EHTalNI

MS PowerPoint u rpagudueckoro penakropa Microsoft Photo Editor.

3apaun

Oobpa3oBaresbHas:

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

® J1aTh NIPAKTUYECKHE HABBIKU PAOOTHI C MyJIbTUMEINNHON KOMIIBIOTEPHOU Mpe3eHTaEN.
PasBuBaromas:

® pa3BUBaTh YMEHHE COCTABJISATH OTYET O MPAKTHUECKON pabore, MHGOPMAIMOHHYIO
KOMIIETEHTHOCTh, AaJTOPUTMHYECKOE MBIIUICHHE, T[O3HABATEIbHYI0 AaKTUBHOCTh U
CTpeMIIEHHE K CaM000y94aeMOCTH CTYICHTOB.

BocnurareanHnas:

¢ BOCIIUTBIBATb BHUMAHHEC, aKKYPAaTHOCTD, 3CTETUYECKUI BKYC, 6epe>KJmBoe OTHOIICHHC K
KOMHBIOTepHOI}'I TCXHUKC U IPOTPAMMHOMY 00eCIeueHHIO.

OOopynoBanue, npudopbl, anmaparypa, MaTepHaJibl: I[EPCOHANBHBIM KOMIBIOTED,
nporpamma MSPowerPoint.
Xon paboTsi:

1. CamocTosTenbHO U3YYUTh TEOPETUYECKHE CBEACHUS.

2. BbINOTHUTH 3aJaHUs IPAKTUYECKON pabOThI

3. OTBeTUTHh Ha KOHTPOJIBHBIE BOIPOCHI

4. OcdopMUTh OTUET K IPAKTUUYECKOI paboTe

IHopsiiok BHINOJHEHUS PAGOTHI
1. CamocTosTenbHO U3yYUTh OCHOBHBIE CBEJICHHS O CO3JJaHUU AIIEKTPOHHBIX MPe3eHTaluN
2. BbINOTHUTH 33J]aHNA K IPAKTUYECKOH padoTe.
3. BBIMOMHUTH  WHIUBUAyadbHOE  3aJaHWE  COTJIACHO  BAapUAHTy,  BBIIAHHOMY
IpenoaaBaTeIeM.
4. OdopMHTH OTYET TIO PE3YJIbTaTaM BHITIOJHEHUS HHIUBUIYaJIHHOTO 3a1aHUSI.
5. 3amuTUTH pe3yabTaThl pabOTHI.

Kpartkue TeopeTnyeckue cBeJeHust
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Co3naHue 2J1eKTPOHHBIX npe3eHTanuil. TepMuHooruvYecKkuii cjioBapb

ABTO(uUrypa - HabOp roToBBIX (UTYp, BKIIOYAIOUIMA B ceOs Takue (UIyphl Kak OBal,
NPSMOYTOJIbHUK, (PUTYPHBIE CTPEIJIKH, BBIHOCKH U JIP.

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

ATpuOYT — mapameTp TeKcTa WU OOBEKTa, KOTOPBIA MOXKET ObITh M3MEHEH C MOMOIIBIO
CPEIICTB PUCOBAHUS WM KOMaH/ MEHIO.

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

HNHTepakTHBHBbIE MpPe3eHTALMH — MTOCTPOSHBI HA JMAJIOre MOJIb30BATENsI C KOMIIBIOTEPOM, C
NPEOCTABICHUEM  IIOJIb30BAaTENI0  BO3MOXKHOCTEH CaMOMYy HaxOJHWTb HYXHYIO €My
UH(POPMALIMIO U ITYTH €€ HaX0XKICHHS.

JIuHeiinble Tpe3eHTAllMM — B HHU3 MaTepHaj pACHOJOXKEH IO MOpSAKY — Hayajo —
MPOJIOHKEHHE — 3aBEPILCHUE.

HenpepbiBHBIe Npe3eHTAMU — CBOCOOpa3HbIe pekiaMHble poiuku. [IpeacraBisiorT coOoii
3aBepIIEHHBIE HHPOPMAIIMOHHBIE TPOIYKTHI, IIUPOKO UCIOIB3yeMble Ha KCIO3HUIIMSIX.
O0JgacTb 3amMeTOK — 0071acThb B OOBIYHOM peXHME i1 BBOJAA 3aMETOK K claiijam,
pacrevyaTbiBaeéMbIX B PEKUME CTPAHHII 3aMETOK MII OTOOpa’kaeMbIX Ha SKpPaHE B PEKHME BeO-
CTpaHUIIBI.

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

O6bekT — mobast purypa, HapucoBanHas B POwerPoint, a taxxe jtobast rpaduka Wil PUCYHOK,
npeoOpazoBanHbie B popmate PowerPoint.

IIpe3eHTanum coO0 CHEHAPUSIMH — [PEINONaraloT IOKa3  ClaiiioB, CHa0XEHHBIX
aHUMHUPOBAHHBIMH ~ OOBEKTAaMH, BUIEOMATEPHAJIOM, 3BYKOBBIM  COINPOBOXKICHHEM U
crietpdPexramu.

IIpou3BoJbHBIN MOKAa3 — TO3BOJSIET CO3/]aBaTh NMPE3CHTAIMIO BHYTPH APYroW Mpe3eHTAllNH,
T.€. MOXXHO CTPYIIIHPOBATh OTIMYAIOIIUECS CIIalAbl B OJHOW MPE3CHTAINH, MpeIHA3HAYCHHBIC
JUTSL pa3HBIX ayJUTOPUI, TPUCBOUTH UM T'PYIIIOBOE UM M TIEPEXOJUTh K HUM BO BpEMsI TIOKa3a
CIIAaNJI0B.

IIporoTun — paMKa ¢ MyHKTUPHBIM KOHTYPOM, KOTOpasi 0TOOpakaeTcsi Ha CO3/JaBaeéMOM cJaiizie
0003HayaeT MECTO JIJIs pa3MeIleHHs TAKUX 0OBEKTOB KakK 3aroJIOBOK cjaiia, TeKCT, JuarpaMmma,
PHUCYHOK U JIp.

PaMkn (MecTO3amoTHUTENN) — TONS C IYHKTHPHBIMH TPAaHUIAMH, SBIISTIONINECS YacThIO
MaKeTOB OOJIBIIMHCTBA CJIAIOB.

CmapT — Teru — 1aHHbIe, pacIlO3HaHHBIE ¥ TIOMEUYEHHBIE Kak 0COOBIi THIl. [IpuMepom maHHBIX,
KOTOpBIE MOTYT OBITh PAaCIO3HAHBI M TIOMEUEHBI C TOMOIIBI0 CMApT — TEra, SIBISACTCS WUMS
MOJIb30BATEs.

CrpaHunbl 3aMeTOK —  pacleyaTaHHble CTPAaHUIBI C  aBTOPCKUMH  3aMeTKaMH,
PAacIONIOKEHHBIMH T10]T COOTBETCTBYIOUIMMHU UM CIIaliJaMH.

Yka3zaTe/b — MEHSET IIBET yKa3aTessl MbIIIU WU O3BOJIET CIIPSATATh €To.

Ynpapiasiomue KHOMKH — TOTOBBIE KHOMKH, KOTOPhIE MOYKHO TOOABUTHh B INPE3CHTALUIO U
HA3HAYUTh JUTSI KHOTIKH THTIEPCCHUIKY.
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LIBeToBasi cxema — »TO0 HaOOp M3 BOCBMHU TAPMOHUYHO MOJOOPAHHBIX 1[BETOB, UCIIOJIb3yEMbIX B
NPe3eHTAIHH.

Kpome Toro, nBeroBble CXeMbl MOXHO MPHUMEHATh B JAMAarpaMmax M TaOIUIax, a TaKkxKe UL
NepeKpauBaHys BCTABISIEMBIX B CJIai Il PUCYHKOB.

IIa6jonbl opopmieHuss — ¢daiin, comep)amuidi CTUIM TPE3CHTAIMU, BKJIIOYAs THIBI U
pa3Mepbl MapKepoB U MIPU(PTOB, pa3Mephl U MOJIOKEHUE PaMOK, TapaMeTpbl opopmiieHus (oHa,
[[BETOBBIE CXEMBI U T.].

OcHoBHBIE MPHEMBI padoThI ¢ mporpammoii PowerPoint

[TporpamMmma MOAroTOBKU mpe3eHTanmii POWerPoint - 3To cpeiacTBo MOATOTOBKH |
JIEMOHCTpAIMU CIIaiiZI0B, KOTOPhIE MOYKHO HalleyaTaTh Ha MPO3PaYHbIX IUICHKAX WU Ha Oymare,
a TaKXke JIEeMOHCTPHPOBATh NPU IOMOIIM KOMIIBIOTEPHBIX INPOEKTOpOB. biaromaps 53Toii
IporpaMMe MOXHO TOJTOTOBUTH JI00OE BBICTYIUIEHHE M MPOBECTH €r0 Ha BHICOKOM YPOBHE C
NPUMEHEHHEM COBPEMEHHBIX TEXHOJIOTUH JIEMOHCTPAIMH [IBETHBIX CIIAalI0B.

[Tporpamma PowerPoint ucrionezyer nomownux Office, koTOpbIit 3apaHee onpenenser,
TpeOyeTcs M MOMOIIb, IMpeajaras CHpaBKy B 3aBUCHMOCTH OT BBITIOJHSIEMOW B JIaHHBIM
MOMEHT paboThl. OTCeKUBas NEUCTBUS MOJb30BaTeNs, [lomownux peaiaraeT mMyTH BhIXOAA
U3 3aTPYIHUTENBHBIX cUTyaluii. Harmpumep, eciu Bbl OCIEA0BATEIHHO BCTABISETE OJUH U TOT
)K€ PHUCYHOK BO BCE€ Clainbl, [lomowHuk TPEAJIONKUT HAWIYYIIANA CIHOCO0 — TOMECTUTH
PUCYHOK B 0Opaser claioB, YTO 00EeCleYnT aBTOMATHUYECKUI IOBTOP PUCYHKA Ha KaKIOM
cnaiine. Yepes Illomownuka MOXHO TMOJNYYWUTh CIPaBKy I0 paboTe HporpaMM, a TaKxke
MOJIe3HBIE COBETHI MO BompocaMm Oojee 3()(HEKTUBHOTO HCIOIB30BAHUS BO3MOXKHOCTEH
nporpammbl  PowerPoint, HarisgHple NpUMEpbl M TOMIArOBBIE OMMCAHHS BBITOJIHCHHS
KOHKPETHBIX 33/1a4.

I[Tocre 3amycka PowerPoint oTkpsIBaeTCss OCHOBHOE OKHO MPOTPaMMBbI U OBEPX HETO —
JIMaJIOTOBOE HayajJbHOE OKHO (CM.pUCYHOK 1). OCHOBHOE OKHO BKJIIOYAET CTPOKY 3aroJioBKa,
CTPOKY MEHIO, TaHEeJIM UHCTPYMEHTOB, CTPOKY COCTOSIHUSI.

Microsoft PowerPoint - [T1peae Tau | =3
z.‘i] Werin  (paska DBna  Dlraska  doppar BHL OKas CnaPACE  OKno  Crpaska  Addbe POF A
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Puc. 1 — Ctpykrypa okHa mporpammsl PowerPoint
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HauanbHoe OKHO coOAepkKHUT [JBe OOJIaCTH: CO3JaTh IMPE3EHTAlMI0 U  OTKPBITH
npeseHTanuio. B mepBoil  00jmacTy  IpeanosararoTcs  pas3iadyHbIE  CIOCOOBI  CO3/aHHUA
IIPE3CHTALAN:

Macmep asmocodepoicanus — caMblil NErKUNA COCOO CO3/1aHMsI HOBOM MpE3CHTAIUH;
OH 3ampallvBaeT y TMOJb30BaTeNsI HMH(POPMALHMIO, MOCIE 4Yero co3mgaéT Habop claiiioB 1O
YKa3aHHOW TeMe;

Lllabnon ogopmnenus MO3BOJAET NPUMEHSTH 3apaHee pa3padOTaHHbIE CTPYKTYPHI,
I[BETOBbIE NAIUTP U (OHBI AN co3JaHMsl  Habopa ClaiJoB IO CTAaHAAPTHBIM THUIIAM
IPE3CHTaLIH;

Hosas npezenmayus oTpbpIBaeT IMYCTOW XOJICT JUISl CO3AAHMSI Cllaiifjla U MPENCTaBISAET
0o0Jb111E CBOOO/IBI IIOJIB30BATENIO.

Jlig ynobctBa pabOThl HaJ PE3EHTALUSAMU CYIIECTBYIOT PA3HbIE PEKUMBI.

Peswcum cnaiioos. B 3ToM pexuMe co31at0Tcsl U KOPPEKTUPYIOTCS Caiiibl, HA KOTOPbIX
MOYKHO Pa3MECTHTh TEKCT, paduKy WM CO3/1aBaTh UarpaMMbl.

Copmuposwux caaiioos. JIaHHBI peXHUM MO3BOJSET OMNPEAETUTh OUepETHOCTD
HOSBJICHUS CIAalJJOB Ha 3KpaHe, a Takke 3((eKTbl mpu nepexoje OT claija K ciaiay B
npoliecce Npe3eHTaluy.

Pexxcum cmpanuy ¢ 3amemxamu. B 3TOM pexrMe BHUIHBI 3apaHee MOJArOTOBIIEHHBIE
3aMETKM K KaXJIOMy Cilaiay. 3aMeTKH OKasblBalOT IOMOINb BO BpeMs JOKJIaJa WIH
NPE3CHTAINH, TIO3BOJISS JOKIAUNKY HE JepKaTh BCIO HYXKHYIO0 HHPOPMALIUIO y ce0sl B TaMATH.

Pesxcum cmpyxkmypoi. ITOT peXUM HCHOIB3YETCSl JUIsl MOATOTOBKHM 3arojIOBKOB U
TEKCTa CJaiJ10B, a TaKkXke BbIOOpa Au3aiiHa opopmienus. ['padudeckne oObEKThI, TUarpaMMbl O
T.I. B 3TOM PEKUME B CJIal/1bl HE BCTABIISIOTCS.

Peoicum noxaza cnatioog. Pexum MO3BONSIET MPOCMOTPETh MPOIECC MPOXOXKICHHS
IPEe3eHTAIHH.

Bce pexuMbl BBI3BIBAIOTCS M3 pas3fena MeHI0 Bua Wi ¢ NOMOIIBIO KHOIMOK,
PacIIoIOKEHHBIX B HU)KHEH YaCTH OCHOBHOT'O OKHA IIPOTPaMMBI.

Bo3Mo:kHOCTH MpOrpaMMbl Npe3eHTaAIlul

Crnaiigel, co3naBaemble [JIsi DJIEKTPOHHOM TMPE3EHTAllUU, MOTYT COJIEpkKaTh TEKCT,
JMarpaMMbl, PUCOBaHHBIE OOBEKTHl M (DUTYPHI, a TaKKe KAPTUHKH, CIall-(QHIbMBI, 3BYKH U
rpaduky, co3laHHbIE B APYTUX MPHIOKEHUSIX. B 2JeKTpOHHYIO MPE3EHTAIIMI0 MOYKHO BHOCHUTD
M3MEHEHUS B MOCIECIHUNA MOMEHT; TEMII IPE3ECHTAlMU PEryJIUpYyeTcs YCTaHOBKOW MHTEPBAJIOB
MOKa3a CJIaiiJIoB, a TaKe€ MCIOJIb30BAHWEM CIIECMAIIbHBIX MEPEXO0/0B MPU CMEHE CIailIoB U
aHUMallMM. OJIEKTPOHHYIO MPE3EHTAlMI0 MOXHO 3alyCTUTh B aBTOHOMHOM DEKHUME.
[Ipe3eHTanIMOHHYI0 KOH(PEPEHITNIO MOXKHO IMPOBECTH B CETH HA HECKOJIBKUX KOMITBIOTEPAX.

Jlnst co3maHust AIEKTPOHHOW MPE3EHTAllMd 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.

[Ipe3eHTanI0 MOKHO MOATOTOBUTH C pacueToM ee 3P(HEeKTHOTO MOKa3a Kak Ha dKpaHe
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 Bue). [lepen nevarsro
BO3MOYKEH MpEABapUTENIbHBIA MPOCMOTpP MPE3EHTAIlMU, a TAaKK€ BHECEHHE H3MeHeHuu. 1
00JIerYeHHs] TIPOBE/ICHUS MPE3CHTAIMK MPUCYTCTBYIOIINM MOKHO TIPEJICTAaBUTh Pa3aaTOYHBIN
MaTepuail — TeYaTHBIM BapUaHT MPE3CHTAINH, COJICPKAIINKA MO JBa, MO TPU WJIM IO IIECTh
Clai0B Ha cTpanuie. KpoMe Toro, s 3puTenel MOKHO pacrieyaTaTh 3aMETKH JTOKJIaIUrKa.
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[Mpesenraruio MoxHO 0hOopMHUTH crienanbHO st cetr Web, a 3aTeM coxpaHUTh ee B
onHoM u3 WebcoBmectumbix hopmaros, Harpumep B popmare HTML.

Macmep asmocodepacanusi POWerPoint momoraer BbIOpaTh OJWH M3 HECKOJbKUX
BCTPOCHHBIX IIA0JIOHOB COJEpXKAHHUA, a TAKXKe MpeIiaraeT MHTEPECHbIE UACH OTHOCHTEIHHO
CO3/1aBacMOi MPE3CHTAIMH, HAYaJbHOTO TEKCTa, (HOpPMATHPOBAHUS U OPTaHU3ALMUHU CIIANIOB.
[[Ta6ioHBl OXBATHIBAIOT IIUPOKUNA CIHEKTP TEM, B YAaCTHOCTH COBEIAaHHsA pPabOuYMX TPy,
MH(OPMALIMOHHBIE KHUOCKH, TUIUIOMBL, auIIM, KaJleHIapu COOBITUM U JaKe JOMAIlHHE
Webctpanwuipel. Kpome TOro, nmMeroTcsi mabiaoHBI, COAEPIKAIIME PECKOMEHIAIMK O BOMPOCY
METOJIOB TOBBIIIEHUS KayecTBa mpe3eHTanui. [Ipeanaraercs MHOKECTBO HOBBIX HIAOJIOHOB
pa3HOOOpPa3HOro XapakTepa, NPUMEHSEMbIX K claiiaM, B TOM YHCIE PsjJ aHUMAallMOHHBIX
m1a0JIOHOB ¢ TOTOBOW aHWMared. MOXKHO BBIOpaTh OIPENeICHHBI CTHIIb O(OpPMIICHUS
npesentanmu. [lpenycMorpeHa crangapTHas pa3MeTKa IIa0iioHa craijga, Npu KOTOpOH B
KaXI0M 30HE cnaiina OyAeT pacrmonaratbCs ONpEIeNCHHBIH BUA WH(POpPMAaIUHU, 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 mienuke OTMEYEHHOrO0 TEKCTa MPaBOM KHONKOM MbIIIM MPEJJIaraloTcsl BapUaHTHI
IIPaBUJILHOTO HAIIMCAHUSI.

[Ipu nomomu kHonku <OTMEHUTH> Ha TAHETU UHCTPYMEHTOB Cmanoapmmuas MOXKHO
BBHIOpAaTh  JIEWCTBHE, KOTOpPOE CJeayeT OTMEeHUTh. llpenenpHoe uuMcIO  JIEHCTBHM,
OTCIICKMBAacMbIX B mporpamme PowerPoint Ha ciyyaii OTMEHBI, MOXXHO H3MEHHUTH B
nuanoroBom okHe «IIpaBka» komangoit mento Cepauc, [Tapamerpsl.

Knonka <WrtoroBslii cnaiin>, pazmeliaeMas Ha MaHelIu UHCTPYMEHTOB Copmuposuux
¢1ati0os, TI03BOJISIET CO3/IaBaTh UTOTOBBIM cIai[ Il Ipe3eHTaluH, C TIPUMEHEHUEM 3aroJIOBKOB
BBIOpPAaHHBIX ciaioB. J[00aBUB B 3THU 3aroJIOBKM THUIEPCCBHIJIKM, HUTOTOBBIM Claiii MOXHO
npeoOpa3oBaTh B ciaiffi moBecTkd AHsA. C MOMOIIBIO cilaiijja MOBECTKH JIHS MOXHO OBICTPO
IIEPENTH B KOHKPETHBIN pa3ziell IPE3eHTALNH.

[ToMuMoO co3aHMA M PENAKTUPOBAHUS 3aMETOK B PEKHMME 3aMETOK B IpOrpaMme
PowerPoint umeercss BO3MOXKHOCTh BKJIIOYATh B CJIAWbl 3aMETKH JOKJIQIYMKAa B PEXKUME
ClIaliloB W B pexuMe CTpykTypbl. Takum o0pazomM, MOXHO paboTaThb C 3aMeTKaMH
OJTHOBPEMEHHO C TEKCTOM M epagukol, coaepkamuMucss Ha crnaige. OKHO 3aMeToK
JOKJIaJYMKa OCTAE€TCA OTKPBITBIM — Ja)Ke IPH MEPEXOJE B IPYroH ciaiig — 10 TeX Hop, MoKa
BBl CAMU €T0 HE 3aKpOeTe.

B pexxume ctpykTypsl PowerPoint mokaspiBaeT MHHHATIOpHOE M300pakeHHE Ciaija,
HaJ KOTOPBIM B JaHHBIH MOMEHT MPOU3BOJIUTCS paboTa. DTa HOBasi BOZMOKHOCTh ITO3BOJISIET
HENOCPEJICTBEHHO OTCIIEKHUBATh XOJ 3all0JIHEHUS Cllaif/la TEKCTOM, YTOObI BOBpEMS MeperTu Ha
HOBBII CIIANI.

Pexum yepHo-0enoro n3o0pakeHus MO3BOJISET MPOCMATPUBATh CIIAl/Ibl MPU MeYaTH B
yepHO-OenoMm BapuanTe. [[ng mepexoja B JaHHBIM peXUM JOCTATOYHO MIEIKHYTh MO OOBEKTY
npaBoil KHomkod MbImK. [Ipy 3TOM MOXXHO BHOCHUTH H3MEHEHHs B OOIIME MapameTpbl
JIOKyMEHTa. BHOCUMBIE U3MEHEHHsI HE OTPAKAKOTCS Ha [[BETAX CJIANIOB IIPE3CHTALUH.

B 251eKTpOHHYIO NPE3EHTALMI0O MOKHO BKJIKOYATh NPHUMEUYaHMs, HE INPOCMaTpuBas
COJIEP’)KUMOTO cinaii1oB. [IprMeyanust MOKHO CKPBITh, U3MEHUTH UX (GOpMY, a TaKXKe LBET MOJIA
npumeuyanuil. [Ipu go6aBineHnu K cnaiily npuMeyaHusi IporpaMma aBTOMaTHYeCKH 0TOOpaxaeT
NaHeJlb WHCTPYMEHTOB Peyenzuposanue. UYToObl 3allOMHHUTH Kakoe-TMOO HaMepeHue, C
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MOMOUIbI0 3TOM MaHETd MOXKHO chOpPMYyNIHMpOBaTh 3aJady M OTHPAaBUTh €€ B MpPOrpammy
Microsoft Outlook. TTo okoHyanuu paboOThI HaJ 0030POM HMPE3CHTAIIMH €€ MOXHO OTIIPABUTH IO
3JIEKTPOHHOM TOYTE APYroMy mojib3oBaresto uepes Microsoft Outlook.

Jlnist co3AaHusl HOBOW MPE3EHTALNU HYKHO BBIOPATh MOJIOKEHHUE ITYCTast Pe3eHTaIHA.
[TostBuTCs AuanoroBoe okHo Co3maHue cnaiiia ¢ manmuTpord u3 24 MOCTYNMHBIX MAOIOHOB IS
CO3aHMsI Pa3IMYHBbIX TUNOB crnaiifoB. [locne BpIOOpa OIHOTO M3 BUIOB CAiIOB Ha 3KpaHe
MOSIBUTCSL  COOTBETCTBYIOLIMI 1mabmoH. [lyis co3maHus cienyroliero ciaiia HeoOXOoIuMo
BBINIOJIHUTh KOMaHly BcrtaBka, HoBBIM ciaiif... U B OTKPBIBIIEMCS IOCIE 3TOr0 AUAJIOIOBOM
okHe Co3aHue ciaiiia BeIOpaTh mabjioH HOBOTO ciaiija.

Jns ynanienust ciaija MCIOJIb3yeTCs KOMaHaa Y JanuTh ciai B MeHro [IpaBka.

[Ipu co3manum HOBOW mHpe3eHTAlMM Ha Oasze mMIabioHa BBOJA TEKCTa IMPEACTABISCT
co0oii 3amMeHy BCTaBlieHHbIX POWerPoint aiieMeHTOB (MeCTO3amoOIHUTEIICH) Ha KaXIOM Cliaie.
Ecnu >xe BbIOpaH mycToi ciiaiifi, TO TEKCTOBBIE TOJISl B HEM HYXHO CO3JaTh CaMOCTOSITENIBHO C
oMolbio KoMaHel BeTaBka, Hannuce.

PenaktupoBanre BBEIEHHOIO TEKCTa OCYILIECTBIAETCS aHAJIOTMYHO PEJAKTHPOBAHUSA
TekcToB B WOrd, BBIICIUB MpeaBapUTEIbHO COOTBETCTBYIOIIUI TEKCTOBBIA (parMeHT HIIH
TEKCTOBYIO 00JIaCTh.

Jia Toro 4troObl OT(OpPMAaTUPOBATH COOTBETCTBYIOIIMHA TEKCT, €ro TaKXe CHayaa
HY)KHO BBIJICJIUTh, @ 3aTEM NPHUMEHUTh COOTBETCTBYIOIIME KOMaH/bl MyHKTa MeHI0 dopmar:
pudr, BeipasuuBanue, Marepsansl..., ®on, Cnucok... u 1.4. [IpsamMoil qocTyn kK KOMaHIam
(opMaTUPOBaHUS MOKHO MOJIYYUTh B KOHTEKCTHOM MEHIO TEKCTOBOTO IOJISL.

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

AKTUBU3MPOBaB TaOIUIy, MOXKHO OCYIIECTBUTh €€ (OpMATHPOBAHUE C IOMOIIBIO
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 Tabmuipbl U rpaHHIlbl, KOTOpas BBI3BIBACTCS IIETYKOM Ha COOTBETCTBYIOILEH
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
KOJUIEKIIMEH pUCYHKOB, Koropas umeercs B Microsoft Office. PucyHku u3 Kosutekiuu
MO0aBISAIOT C TMOMOIIbI0 KoMaHAbl BceraBka, Pucynok, Kaptunku... Ha mnosBuBmemcs
muanoroBoit manenn Microsoft Clip Gallery ortkpeiBaercst komekiust pucynko Clip Art, B
KOTOPOM MO>XHO BbIOpaTh HYKHBIN PUCYHOK JUIs ciaiina.

Jlns u3MeneHust kapTuHOK u3 Koywteknuu Clip Art ucnoss3yercs manens Hactpoiika
n300paxeHusi, KoTopas BbI3biBaeTca KomaHnod Bun, [lanenu wunctpymenrtoB, Hactpoiika
M300paxKeHusl.

dopmMaTHPOBaHUE PUCYHKA OCYILECTBISETCS C TMOMOIIBIO AMAIOroBoro okHa dopmar
pucyHka. OKHO BBI3BIBAETCS KOMaHAON U3 KOHTEKCTHOIO MEHIO MM pazjena MeHo Popmar.

Ha Bkmagke Pucynok B o6mactu OOpe3ka MOXHO OrpaHHYHMBATh OO0JIACTh
rpaduueckoro o0bekTa, oToOpakaeMyro Ha 3KpaHe, MyTéM BBOJIa pa3MepoB 00pe3aeMbIX MoJiei
B caHTuMeTpax. B oOmactu M300pakeHWe C TIOMOIIBIO JBWKKOBBIX PETYJSTOPOB
YCTaHaBIIMBAIOTCA SIPKOCTh M KOHTPACTHOCTh M300pakeHus. B mone LBeT HaxoauTcst cMcok
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oMU I MpeoOpa3oBaHUsl PUCYHKa B YEPHO-OE0e M300paKEHHE WA B IMOIYNPO3PAYHYIO
HOJJIOKKY.

Co3nanue rpaduuecKkux U300paXeHU Ha ClIalijie OCYIIECTBISIETCS C UCIOIb30BaHHEM
NaHeJI UHCTPYMEHTOB PucoBaHue, ¢ MOMOIIbI0 KOTOPOH MOYKHO M3MEHHTH IBET (DUTYpHI WK
HAJMMCH, TOJIIIMHY U IIBET KOHTYPHOU JTMHHHU, J0OABUTh K Urype TeHb Win 00bEM. [l aToro
Gurypy WM HaINMCh BBIACISAIOT, a 3aTeM YyKas3blBalOT BbIOpaHHOE odopmieHue. Jls
(dopmMaTupoBaHUs CO3aHHOrO rpaduyeckoro oO0BbEeKTa Hcnoiab3yercs komanaa dopmar
aBTO(UTYPbI KOHTEKCTHOI'O MEHIO N300pakKeHUH.

Jlns npuaaHus Npe3eHTaluu 3aBepUIEHHOM (opMBel cienyeT co3gaTh €AMHBIN CTHIIb
CJIaliIOB: eIMHBIN (POH, OMMHAKOBBIM WIPUQPT U T.I. [ 3TOro HE0OXOAUMO BBECTH KOMAHIY
®opwmar, [IpumenuTs mabnoH opopmiieHus... Ha nmosBuBIIeiics 1UanoroBoil nmaHeln BHIOPAThH
HNOIXOAAIINA CTHIIb M HaXKaTh KHOIKY [IpuMenuTs. Bee cnaiinel pa3paboTaHHON Mpe3eHTauu
10JIyyaT BbIOpaHHbBIN AHU3aiiH.

M3MeHUTh 1OCIENOBAaTENbHOCTh CHAMNOB B IIPE3CHTAlMM MOXHO B PEXHME
COPTUPOBLIMKA CJIaliI0B, KOTOPBII BBI3BIBACTCS U3 paszeia MeHIo Bua. B aToMm pexxume crais
MOXKHO DAacCIOJIOKUTh B HYKHOM O4epénHOCTH OOBIYHBIM IIEPETACKUBAHUEM, a TaKXKe
CKOMMpOBaTh B Oydep, BbIpe3aTh, BCTaBUTh U3 Oydepa uian ynanuth. Ecniu Bo Bpems Aokiana
HYXXHBI HE BCE CJAWIbl MPE3CHTAIMH, TO MOXXHO OTHENbHbIC (ainbl copsarats. s 3TOro
ClIelyeT BBIIEIUTb CKpPbIBAEMbIN CIlIAiJ LIEIYKOM MBIIIH, a 3aTeM B pasneine MeHio Iloka3
ClaiiioB (WM B KOHTEKCTHOM MEHIO) BbIOparb komaHnay CkpbeITh ciaiig. B pexume
COPTHPOBIIMKA HOMEP CKpPBITOro ciaiga mnepeuépkHyT. [loBTopHOE oOpamieHne K TOW Ke
KOMaHJe NpHUBENET K OTMEHE CKpbITHs. BcraBka B cialibl MX HOMEPOB M HUKHHUX
KOJIOHTUTYJIOB OCYyHIECTBIIsIeTCsl KoManaoi KononTuTynsl B MmeHto Bu.

Ecin  Bpems  1eMOHCTpauuu IpPE3eHTAlUU YK€  ONPEIENIIEHO, TO  BpeMmd,
3ape3epBUPOBAHHOE IS KaXJOro ciaiiia, OyAeT yka3aHO Moj HUM. J[BOWHOH miemyok Ha
cllaiiie OTKPBIBAET PEXKUM CJIaiiIOB, B KOTOPOM MOKHO 00paboTaTh BHIOpAHHBIH craai.

[Tocne BBIOOpa pa3MeTKH CHaWOB, B KOTOPYIO BXOAHMT MECTO3ANOJHUTENb MJIs
JyarpamMmbl, MOKHO MCIIOJIb30BaTh JBa CIOCO0a MOMEIIEHUS JuarpaMMbl B Ciaiia: HepBbId
COCTOMT B CO3J[aHWM JuMarpaMmsbl cpeictBamu EXcel mocnenmyrommM m komupoBaHueM e€ B
claii, a BTOpO COCTOMT B wucmoib3oBanuu Microsoft Graph 2000BcromoraTenbHbIH
IIPOrpPaMMBl, BXOJALIEH COCTaB
Office 2000. B sTom citydae HY)KHO JBaXIbl METKHYTh HA MECTO3AMOJHUTENE B ClAie WITH
UCIOJIb30BaTh KoMaHay BeTaBka, /lnarpamMma u 3auKcUpoBaTh HOBBIE JJAHHBIE B MOSIBUBILEHCS
TabJIuIle U1 HOBOM JUarpaMmabl.

AHumayus 8 npoyecce cmenvl caaiidos. Jiis HaCTPOUKH Tepexojia OT OJHOTO ClIaiia K

JIpyroMy HYXXHO BBLACINTH ciaia u BBectH komanay [loka3 cmainoB, Cmena cnaina... 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 MBIIIM WM UCTEKIINH WHTEpBaJl BPEMEHHU, U TaK Jajee.
BriOpanHbie HACTPOHKH MOKHO IPUMEHHUTH KaK K OJJHOMY TEKYIIEMY Claiay, Tak U cpa3y Ko
BCEM CJIalijjlaM Mpe3CHTaIUH.

Anumayus obvexkmos cnatioa. DPPEKThl I OTACIBHBIX 3JEMEHTOB Claiia Mmpoie

BCETO YCTAaHOBHUTH B PEXHME CIAifoB. 3/1€Ch Bcerga 0OpaldaThIBAETCS TOT CJIANJ, KOTOPBIHA
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
MeHIo [Ioka3s crnainos.

Ha Bxnankax Ilopsinok u Bpems u Bocnpoun3sBeaenne BEIOUpPASTCst MOPSI0K MOSBICHUS
00BEKTOB Cllaiifia, TUIl aHUMAIIMOHHOTO TMPOIIecca MPU MOSIBICHUN 00BEKTa Ha Claiiie U 3BYK,
KOTOpPBIM OyJIET CONPOBOXAAThCS 3anaHHoe jedctBue. B oOnactu [losBiaeHwme Tekcra
ornpezensercs, KakuM o0pa3oM JOJHKHO MPOUCXOAUTH MOSBICHHE TEKCTa MPU aHUMALUU: IO
OyKkBam, IO CJIOBaM WJIU 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 OIMIMU HAXOIATCS Ha BKIaJaKe BugonsmeHeHuUe B
auarpaMMe. Tam MOKHO YCTaHaBJIMBAaTh NOCJIEAOBATEIbHOCTH IOSIBJICHUS HAa 3KpaH 4YacTed
auarpaMmsbl ¥ 3()(EKThI, ero ConpoBOKIAIOIIHE.

Ha Bknanke Hacrtpoiika MynpTuMenua ycTaHaBiIuBaeTcsi OyleT JIM OCTaHOBJIEHA
Mpe3eHTAIMS BO BPEeMs BOCIIPOU3BEACHUS KJIMIIA UM 3BYKOBOTO (hparMeHTa. JTH MapameTphbl
JOCTYIHBI TOJBKO AJIsl BUAeo(dparMenTa miv 3ByKoBOro daiina.

Jiia co3gaHusi UHTEPAKTUBHOM Mpe3eHTallMu HeoOX0IUMO B MPOLIecce IEMOHCTpPAIlUU
MPE3EHTALUY UMETh BO3MOXKHOCTh U3MEHSTH M1OCIIEI0BATEIbHOCTh IIPEIbBICHUS CIIANI0B.

CymiecTBYIOT Ba pa3IMyHBIX CIIOco0a co3aanus nepexoos. [1epBolii crmocod cocTouT
B CO3JaHMM THUIIEPCCHUIOK Ha JPyrue Ciaiasl Wid, B OOIIeM ciiydae, Ha APyrue OOBEKTHI
(TIOKYMEHTBI Ha JIOKAJIbHOM KOMITBIOTEPE U

Web-crpanuitet B Muteprer). [y 3TOro wWcmonab3yercs KomaHaa BcraBka,
l'unepccruika. ..

Bropoit cmoco6 cocTouT B pa3MElIeHHHd Ha CllaiifjaXx YHOpaBJISIOMIUX SJIEMEHTOB
(mampumep, KHOMOK). Ecnu akTHUBU3MPOBATh KHOMKY, TO MPOU3OUAET TMEPeXo] Ha Jpyrou
cnaua. Jns storo ¢ mnomowbro KomaHAael Iloka3 cnmaioB, YnpasisroomUe KHONKA B
HUCIQ/IAI0IIEM MEHIO BBIOMpaeTcss HYy)KHAs KHOMKAa U u300paxkaeTcss Ha crhaiine. B
MOSIBUBIIIEMCSI TIpU 3ToM OkHe HacTpoiika neicTBUs yKa3bIBaeTCs Cllaidll, Ha KOTOPBIA Oyner
MIPOUCXOAUTH MEPEXO]I TIPH IISTIKE HA JAaHHOUN KHOTIKE.

3anyck JEMOHCTpAIMK TPE3EHTALMA MOKET OCYIECTBIATHCS OO KoMmaHmaou Bun,
IToka3 cnaigos, TM0O0 HaxxaTueM KHonkH Ilokas cinaigoB Ha maHenu KHONOK. Eciin genats 910 ¢
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 OJHOTO Claif/ia K JpyroMy MOKHO MCIONIb30BaTh KiIaBuiry Enter wim
knasuim PgUp wiu PgDn.

B nponecce mokasa ciaiiioB ykas3aTeslb MBIIIM HE BJIEH HAa 3KpaHe, HO OH Cpas3y
MOSIBIISIETCS, CTOMT TOJBKO HayaTh MepeMenieHue MbIi. OJHOBPEMEHHO C KypcopoM B
HIDKHEM JIEBOM YTy dKpaHa TMOSBIISIETCS KHOIKA, BBI3BIBAIOIIAS MEHIO, C TIOMOIIBI0 KOTOPOTO
TaK)Ke MOYKHO YIIPABJISATh XOJIOM MTPE3CHTAIINH.

Bo BpeMs »SKkpaHHOW TMpe3eHTALMM OJUH CJIAlJ MOXKET CMEHSATbCS JpYyruMu
aBToMaTuyecku. UToOBl 00ecCeuyuTh HOPMATBbHOE BOCIPHUSATHE KAXKIOTO Claiga, Cieayer
3a71aTh HEOOXOJAMMYIO JUIMTENLHOCTh OTOOpakeHWs ero Ha »dkpane. B PowerPoint
MPEeyCMOTPEHO JBa Croco0a MpOBeIeHUs MPEe3eHTANH: TH0O0 CIaiIbl CMEHSIFOTCS Ha dKpaHe
ABTOMATHYECKH, W TOTJa HEOOXOJAMMO YCTAaHOBUTH BpEMS WX BOCIPOU3BEACHHS, JMOO
MIOJIB30BATEb CAMOCTOSATEIBHO ONPEAEISIET MOMEHT MEPEX0/1a Ha CIEAYIOIINN CIIai.
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Hactpoiika BpeMeHH BOCHpPOM3BEICHUS MPE3CHTAIMN BBIMOJIHACTCS CIEAYIOUIUM
oOpa3om. C Havana HY)KHO HakaTb KHONKY HacTpolika BpeMeHU Ha INaHelu UHCTPYMEHTOB B
pexuMe COpTUPOBKHM ciaiioB. [locnme 3amycka mpe3eHTauuu KaXKAbld CIanl MOCIEN YKL
ciaiii OyneT MOSIBIATBCS TOJIBKO TIOCHE IedYKa Mblmbio. Ha skpane Kpome craifinos
NOSABISICTCS UAOTOBOE OKHO HacTpoiika BpeMeHH, B KOTOPOM OTOOpakaeTcs Bpems
JICMOHCTpAIlMK KaXIOro ciiaiijia W Bcei mpesenranmu. Ilpu stom PowerPoint ¢ukcupyer
MOMEHTBHI IIETYKOB MBIIIBIO, U TpPHU CJIEAYIONIEeM 3allyCcKe Mpe3eHTAll aBTOMAaTHYECKH
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 BpeMEHHM NpPE3CHTAlMd HEeNb3s MpepBaTh HU OAMH U3 3(pdexron
AHUMallu, IIO3TOMY BBIIOJHATL MICIYOK TOJIBKO ITIOCJIC TOI'O, KakK yCTaHOBHCHHLIﬁ 3(1)(1)61@
MOSIBJIICHUS 00BbEKTa OYET MOJHOCTHIO 3aBEPIIEH.

O0padoTka rpaguvecknx n300paxeHn i
[Ipy TOATOTOBKE TPE3ECHTAIMM YACTO MPHUXOIUTCS HCIOIb30BATh HMMEIOIIHECS

¢dororpaduu, KapTHHKH, AUArpaMMbl U JIPYrHe TpapUuecKue H300paKeHUs, MPUYEM, Kak
npaBuio, TpeOyeTcst He Bce M300paskeHHe, a TONBKO ero ¢parMeHT. B aTom cimywae, mpexne
4yeM pa3palaThIBaTh MPE3CHTAIMIO, [IEIECO00Pa3HO BBHIMOIHHUTH MPEIBAPUTEIBHYIO 00padOTKY
TpeOyeMbix rpaduyecknx wu300paxkenuit. [lom 00pabOTKOM TMOHMMAIOT pa3zHOOOpa3HbIE
JIeMCTBUS, B Pe3yNbTaTe KOTOPBHIX (OPMHUPYETCS HEOOXOMUMBIA BaM ()parMeHT M JIOCTUTAETCS
TpedyeMoe KayecTBO rpauiyeckoro u300pakeHus. PaccMOTprM OCHOBHBIE BO3MOXKHOCTH TIO
06paboTke M300pakeHui, KOTOphIe 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 N300paKeHUS;

4. KOppeKumHs KayecTBa M300pa’KeHHs: TOBBIIICHHE PE3KOCTH, YBEJIWYCHHE Pa3MBITOCTH,

JOCTH)KEHUE CHEeIMATbHBIX APPEKTOB.
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MeToanyeckue peKOMEeHAANUH JIA MPAKTHYECKUX PadoT Mo Teme:

Co3nanme 3¢ ¢deKTUBHOI NMPEe3eHTALNH 110 32IaHHON TeMaTHKe

Hean padoTbi: BbpabOTaTh MNPAKTUUECKUE HABBIKM CO3/JAHHUS MPE3CHTALUM, HACTPONKU
3¢ (hHeKToB aHUMAIINH, YIIPABICHUS MTOKA30M MPE3ESHTAIMH ITPH ITOMOIIX THIIEPCCHUIOK.
Oo0pa3oBaTtebHas:

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

® J1aTh IPAKTUYECKHE HABBIKU PAOOTHI C MYJIbTUMEIUHHON KOMIIBIOTEPHON IPE3ECHTALUEH.
Pa3BuBaromas:

® DPa3BUBAThb YMCHHC COCTABJIATH OTYCT O HpaKTI/I‘{eCKOﬁ pa60Te, I/IH(bOpMaI_II/IOHHYIO
KOMIICTCHTHOCTb, AJIT'OPUTMHUYCCKOC MBIIIJIICHUE, II03HABATCIbHYHO A4KTHUBHOCTb U
CTPCMIICHUC K CaMOO6y‘laCMOCTI/I CTYACHTOB.

BocnurareanHnad:

® BOCIUTHIBATh BHUMAHUE, AKKYPAaTHOCTb, 3CTETUUYECKUN BKYC, OEpEkKIMBOE OTHOIICHUE K
KOMITBIOTEPHOH TEXHHUKE U IIPOTPaMMHOMY 00ECTICUSHHIO.

OOopynoBanue, mnpudopbl, anmaparypa, MaTepHajbl: [E€PCOHAIBHBIH KOMIBIOTED,
nporpamma MSPowerPoint.
Xon paboTsi:

5. CaMOCTOATENbHO U3YUYUTh TEOPETUUECKHUE CBEICHMUS.

6. BBIMOTHUTH 3aJaHUS TPAKTUYECKON pabOTHI

7. OTBETUTHb Ha KOHTPOJIbHBIE BOIPOCHI

8. OdopMHUTE OTYET K PAKTHUECKOH padoTe

Kparkue TeopeTnuyeckue cBeeHuUsI.

MyabTHMeIHa  TEXHOJOIMHM -  UHTEPAKTHBHbIE  (JUAJIOTOBBIE)  CHUCTEMBI,
o0ecreynBaroIue OJHOBPEMEHHYIO paboTy cO 3BYKOM, AHHMHUPOBAaHHON KOMIIBIOTEPHOM
rpaduKoil, BuaeokaapamMmu, N300paKeHUSIMU U TEKCTaMH.

NHTEepakTHBHOCTL — BO3MOXKHOCTH JMAOra KOMIIBIOTEpa C IOJIb30BaTelieM Ha
OCHOBe Trpaduueckoro uHTepdeiica ¢ ynpapasOIMIMMU HIEMEHTaMH (KHOTIKH, TEKCTOBBIC OKHA U
T.J.).

KOMHL]OTepHaﬂ npe3eHranuda  ABJIACTCAd OAHUM W3 THUIIOB My.]'H;TPIMG,ZIHfIHBIX
NPOEKTOB — IIOCJIEOBATEIbHOCTH CIAWAOB  (9JEKTPOHHBIX KapTOueK), COJAepKalluX
MYJIbTUMEIUHHBIE OOBEKTHI.

[Tpumensiercs B pekiiame, Ha KOH(EPEHIUAX U COBEIaHMX, Ha YPOKax M T.JI.

Ilepexon Mexny craiilaMu UM Ha APyrue JOKYMEHTHI OCYHIECTBISETCS C MOMOIIbIO
KHOTIOK WJIM TUIIEPCCHITIOK.

Co3nanue npe3eHTalmii OCyIecTBiseTcs B mporpamme PowerPoint.
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PexoMeHaaMM 1O CO3AAHUIO nmpe3cHTanmumn

[Ipu co3manum ClaiOB MPE3CHTAMA OCHOBHOEC BHUMAaHHE HEOOXOIUMO YICNIATh MX
COJACPIKAaHHUIO. AHI/IMaL[I/HI, nepexoanl U APYyruc€ MHCTPYMCHTAJIBHBIC CPCACTBA HCIOJIB3YHOTCA
JUTS TIOJTYEPKUBAHMSI OTIPE/ICIICHHBIX aCIeKTOB COOOINAeMbIX CBEICHUN, YTOOBI HE OTBJICKATh
BHUMaHHE ayJUTOPUH HA ced((HEKTHI.

[TomoOHBIX TIpaBHUJ ClEAyeT TPHUICPKUBATBCS M B OTHOIICHWU 3ByKa. My3bIKa,
KOTOpasi 3a3BY4YHT BO BpEMs Iepexojia C OJHOTO Cllai/ia Ha JPYroi WM BO BpeMsl aHMMAaIlUH,
CKOHIICHTPUPYET BHUMAaHUE 3pUTENICH Ha MOKa3bIBaeMbIX crlaiiinax. OmHako 3y10ynoTpediieHne
3BYKOBBIMHA 3(1)(1)6KT3,MI/I MOXKET OTBJICYb BHUMAHHUC cnymaTeJIeﬁ OT BaKHbBIX MOMCHTOB.

PeaKL[I/ISI AYAUTOPUH 3aBUCUT TaAKKC OT TCMIIAa HNPOBCACHUA MPC3CHTALHU. TaK,
CIIMIIKOM OBICTpasi CMEHA CJIAiI0B YTOMIISET, & CIUIIKOM ME/JICHHAs MOXKET TOJICHCTBOBATH
paccnabsstronie. CpenctBa mporpamMmmbl POWerPoint mo3BosisiFoT oTpeneTupoBaTh TEMIT MOKas3a
niepe;1 MPOBEACHNUEM MPE3CHTALINY.

Bo BpeMs pemertunu MOXXHO TIPOBEPUTHh HArNIsAHOE O(GOPMIICHHE CIIaiIoB.
CriomHoi TeKCT U MHOXKECTBO PHUCYHKOB MOTYT CMYTHUTh ayAUTOpHIO. Eciau BBl peurute, 4yTo
TEKCTa U3JUIIIHE MHOTO, Pa30CiTe CITaii]l Ha IBa WM TPH, a 3aTeM yBEINYbTE pa3Mep mpudTa.

Jlnist perynupoBKY IIBETOB, B LEJAX UX 0o0Jiee TOYHOH Iepeadd MpH Me4aTd B YepHO-
0eJIoM BapuaHTe, HICJIKHUTE 10 KHOMKE <UepHo-0eroe uzoopaxkenue >.

IIpasuna mpudToBOro 0hopMIECHU:

1. IIpudTsl c 3aceukamMy YUTAIOTCS JIET4e, 4YeM IpoTeckH (IpUudTH O6€3 3aceueK);

2. JIns OCHOBHOI'O TEKCTa HE PEKOMEH1YeTCs UCIOIb30BaTh MPONUCHBIE OYKBBI.

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

IIpaBniia BEIOOpA IIBETOBON raMMBL.

I{BeToBast raMMa JI0JI’KHA COCTOATH He Oojiee 4YeM U3 ABYX-TPEX 1IBETOB.
Cy1ecTBYIOT He coyeTaeMble KOMOMHAIIUHU 1IBETOB.

YepHblil IBET MMEET HETATUBHBIN (MpayHbIil) HOATEKCT.

benblit TekeT Ha YepHOM (DOHE YUTACTCA TUI0XO (MHBEPCHS MJIOX0 YUTACTCHA).

e

[TpaBmiia o0IIIEH KOMIO3UIINH.

=

Ha monoce He m0mKHO OBITH OOJBINE CeMH 3HAYMMBIX 00BEKTOB, TaK KaK YEJIOBEK HE B
COCTOSTHUU 3aIIOMHUTH 32 OJIMH pa3 0osiee ceMH IYHKTOB 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.

N300paxkeHnss  AOMAIIHUX  OJKUBOTHBIX, JeTe, OKEHIIMH © T.J. SBISIFOTCS

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 upHHON B 600 TOouek, pa3AenuTeslb OJHOrO LIBETA, PAaCTSHYTHIM Ha
BECh 9KpaH — BCE 3TO MPUJACT AU3AHHY HENPOPEeCCHOHATBHBIN BH/I.

Enunoe ctuneBoe opopmiaeHue

1. cTuib MOXET BKIIOYATh: ONpeNeNeHHbIH mpudT (rapHUTYpa W LBET), IBET (OHA WIIH
(OHOBBII PUCYHOK, AEKOPATUBHBIN JIEMEHT HEOONIBILIOTO 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 ciaiipl IPe3eHTAIMU JOJKHBI OBITh BBIIEPKaHbI B OHOM CTHIIE;
CozeprkaHue U pacoa0keHne HHPOPMAITMOHHBIX OJIOKOB Ha cliaiijie
1. uHpOPMAIMOHHBIX OJIOKOB HE JIOJKHO OBITh CIMIIKOM MHOTO (3-6);
2. PEKOMEHIyeMbIil pa3Mep OAHOro MHQPOPMAIMOHHOTO Onoka — He Oonee 1/2 pa3mepa
cliaiia;
3. KelaTeNbHO MPUCYTCTBUE HA CTpaHUIE OJIOKOB C Pa3HOTHIHON MH(OpManuen (TEKCT,
rpaduku, TuarpaMmbl, TaOIUIBL, PUCYHKH), TOTIOIHSIONICH OPYT APYyTa;
4. KItOYeBbIC CI0Ba B MH(DOPMAIIMOHHOM OJIOKE HEOOXOIUMO BBIJCIUTH;
5. umH(pOpMarMOHHBIE OJIOKM JIydIIEe pacroyiararb TOPU30HTAIBHO, CBSI3aHHBIE IO CMBICITY
0JIOKM — CJIeBa HAMpPaBo;
6. HamOosee BaXHYIO HH(OPMAIMIO CIIeyeT IOMECTHTD B IICHTp ClIai/a;
7. norukKa TmpeAbsBICHUs HWHPOpPMAIMM Ha Cclaiijax ¥ B MPEe3eHTAlUH JOJDKHA
COOTBETCTBOBATh JIOTUKE €€ M3T0KECHHUSI.
[ToMuMO MPaBUIBHOTO PACTIONOKEHUSI TEKCTOBBIX OJOKOB, HY>KHO HE 3a0BbIBaTh M 00
UX COAEp)KaHMM — TekcTe. B HeM HU B KOeM clyyae HE JOJDKHO COAEPIKaThCs

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
cOOCTBEHHOM 11BeTOBOI cxemoil. Mcnonb3ys ABTogUrypsl MeHI0 PrcoBaHme, 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 ¢opmarax: Mpe3eHTaIluu
(*.ppt) u nemoucTpammu (*.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 BBIMOJIHCHHE CIAWI-QUIBM B PEKUME MPE3CHTAIMH M OTPETYIHPYHUTE
BPEMCHHBIC HHTEPBAJIBI TIOKa3a CJIaii10B, 3 (HEKTh aHUMAIIMH U 3BYKA;

15. 3amycTuTe Ha BHIMOJIHEHHUE CITali-(PUIbM B PEKUME TEMOHCTPAIIHH.

3amanue 3. lVcnonn3ys PowerPoint, moaroToBpTe Npe3eHTAIMIO MO TeMe «ATMapaTHOe
obecnieuenne [1K». [IpumennTts HanbobIIee YMCI0 BO3MOKHOCTEH 1 3(P(PEKTOB, peann3yemMbIx
nporpammoii. IlpegycMoTpuTe THUNEPCCHUIKM KaKk BHYTPUM NPE3CHTAIlMH, 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 —O3HAKOMHTCS C MPaBUJIAMH CO3J[aHHS, CBSI3bIBAHUS 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 NPaKTH4YeCKOro 3aHATHSA:
1. [lns BBINOJHEHUS AAHHOTO 3aJlaHUSI HEOOXOJMMO U3YUUTh TEOPETUUYECKUN MaTepua o
JaHHOU TeMeE.
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(PEKTHBHOCTH ee
00paboTKu.

Ilon 6aszon oanneix (b]l) NMOHMMAIOT NOWMEHOBAaHHYIO COBOKYIHOCTh JaHHBIX,
OTpaXKaloIllyl0 COCTOSIHHME OOBEKTOB M HUX OTHOIIEHHWH B paccMaTpUBaeMOM MpeIMeTHOH
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 MM peSILMOHHON.Mojenb NaHHBIX - 3TO HEKoTopas abCcTpakius,
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 JUIsl 00pabOTKH
JAHHBIX MCIOJb3YeTCs ammapar TEOpUM MHOXKECTB (0ObeAMHEHHE, MepeceyeHue, pPa3HOCTb,
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JIeKapTOBO Tpou3BeaeHue). [Iporpamma mo3Bosisier paboTaTh C Pa3IMYHBIMH OOBEKTAMH:
tTabiuuamMu, 3anpocamu, (opmaMu, OT4eTamMH, MakpocaMd U MoAylIsMu. 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 BmnosHe
obocHoBaHo. IIporpamma siBisieTcss udacThio cuctembl Microsoft Office, mostomy Ga3oBbie
3JIeMEeHTHI MHTep(delica (MEHIO, TUANOTOBbIE OKHA, CIPAaBOYHAs CIy»0a) M MPUHIMITEI pabOThI
AHAJIOTMYHBI PaHEe M3YYCHHBIM. Takke He TpeOyeTcs IOMOJHHUTEIbHAs OIulaTa M HacTpOHKa
IPOTPAMMHOTO MPOJIYKTA.

I[Tocrne 3amycka Microsoft Access Ha skpaHe TOsSBHTCS pabouuit SKpaH nporpamMmsl (Puc.
1).

(W )= Microsoft Access = &S
)

Kaveropm wabnonos
ObpaTuTe BHuMaHe . .
2 lpucmynas k pabome c Microsoft Office Access

TokanbHbie wabnoHe!
M3 Microsoft Office Online

Hosasn nycran 6asa ganHbIX - OTKpBITH NOCEAHIONW 6asy AaHHBIX
fenosbie
& Apyrve...

) Bopeii 2007

Tnurole

Ofpa:

Yuefian

] ®akynbrer

OcrosHbie hoHab! KoHTaKTb! Bonpocb! Cobbrrus MpoexTbl no MpoeKThl
MBPKETUMHIY

i | FES - E

[ n Takxe Ha se6-y3ne Office Online:
£ a.Office Online 2 Be6-y
Yue6Hsiii kypc | WabnoHn | 3arpyska

Hosbie BosmoxHoctm Access 2007

fotoso Num Lock

Puc. 1 - OxnHo nporpammel MSAccess

O6HOBNEHHAR NPOrpanMa Access 2007 COAEPXUT , TonyueHue HoBEWEro COAEPXUMOTO MpU PaBoTe ¢
MOLHEIE CDEACTE, KOTOPEIE MO3BONAIT BHICTPO Brinyckom 2007 cucremsi Microsoft Office

OTCNEXNBATL A3HHEIE, Pa6OTaTb C HUMK S PYKOBOACTEO N0 MHTepdeiicy Nonb3oBaTens Access
COBMECTHO W1 C03A4aBaTb OTHETHI B yPaBAAEeMolt * 2007

Cpepe. ONONHHUTENbHEIE CBEACHIA O HOBBIX

RO WSS MR » OPFaHi3aLya BCeX 0BBEKTOB C MOMOWEI0 HOBOH,

1erKo AOCTYNHOV 06MACTH NePexOA0E

B cpenneit yactu pacnonoxeHo HadaibHOoe okHO Microsoft Access, cocrosiiee 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
npuiaoxkeHuid u3 Internet. DTy mpuiokeHUsl BKIOYAIOT B ce0s Bechb HEOOXOIUMBINH 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 nOC1e0HIO 043y OAHHBIX.
[TpunoxeHns, B KOTOPHIX BBINONHIIACH Pa0d0OTa, OTOOPAXKAIOTCS MHKTOTpPAMMaMH, MPHYEM
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pSIOM  yKa3bIBae€TCS MMsI COOTBETCTBYIOIIEH Oa3pl nmaHHbIX. lllemdoxk mno manke /Ipyzue
MIO3BOJISICT TIEPEUTH B JTMAJIOTOBOE OKHO ISl MPOCMOTpa (aidIoBOM CTPYKTYpBI M BbIOOpa Oa3bl
JIAHHBIX U3 IPYTUX UCTOYHHKOB.

Paccmotpum nepBelii U3 ykasaHHbIX BapuaHToB. [locie Haxkatus kHonku Hoeas 6aza
oannwvixMicrosoft Access 3ampariuBaer uMs ¢aiijia 1 OTKPHIBACT OKHO BHOBb CO3J[aHHOM 0a3bl
JaHHBIX (pHC. 2)

] = Pa6ota cTa6nnuanm  Basa ganmbid : Gaza aaHen (Gopmar Access 2002 - 2003) - Microsoft Access O | G|
ey 5
=/ tnamwan  Cospawme  Brewnve gaMme  Paboma ¢ 6asami ganHen Pesxum TaBAMLE ©
@Z TJ jmm] '] =8 % Boasurs TUn AaHHEn: jﬁ ==‘:‘j
L | EE ) — o OEazaTensHO B =)
Pexcum || Hosoe Aosaswre Croméen . |l Cxema 3asucamocTn
‘ - || nene | nona  mogcrenosox Sl Mepenmenosats | 000 [ %58 5% ||,-.wm o6vexros |
Peskuel| Mons 1 oAUy | DOPMATUPOEAHHE M TN A3HHIX | Cessn |
Ece TafanLel )| « || = Ta6amuar «
Tabnmual Py Kog, + | Jobagums none
=1 Tasauual : Taéauua * (Ne)
Janucs M [Lusl ) i Mouck
Pexcm TaGAMLE CoepryTs 6ce okia

Ol 0 a N£ @06 |2 S0

Puc. 2 — Co3zpanue tabaunel B Pexxume TaOnuisl

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

OCHOBHBIM CTPYKTYPHBIM KOMIIOHEHTOM 0a3bl JaHHBIX SABJIseTcs Tabmuna. 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
uH(popMalusg O pa3HbIX Kiaccax OOBEKTOB, TO OHa JOJDKHA OBITh pa30MTa HAa OTAENbHBIE
TaOJIHIIBI.

CBsi3b MEXy TaOIHMIIAMU OCYIIECTBIISIETCS C MOMOIIBIO0 00mUX moseil. CBA3U MEXIy
T00BIMU IBYMSI TaOJIHIIAMH OTHOCSITCSI K OTHOMY U3 TpeX TUIOB: OAMH-K-ofgHOMYy (1:1), onuH-
ko-MHOTUM (1:M) u mHorume-ko-mHOorUM (M:M). Ilpu cBsi3u tuna "omuH-K-omHOoMy" (1:1)
KaX/10} 3amucu B 0JHON TaOJIMIle COOTBETCTBYET He OoJjiee 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 JBE 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

Ncnoab3oBanue

Texcmoebtit AndaButHO-1IM(DPOBBIE AaHHBIE (0 255 CUMBOJIOB)
Memo AndapuTHO-UIM(PPOBBIE JTaHHBIE - TPEAJIOKEHHS, a03aIpbl, TEKCTH (10 64
OOO cuMBOJIOB)
. Paznuunbie uymcnoBble JaHHBIE (MMEET HECKOIbKO (opMaToB: Iemoe,
Yucnoeou . .
JUTMHHOE 1I€JI0€, C MJIaBAIOIIeH TOYKOM)
Jama/Bpems Jlata uiau BpeMs B OIHOM M3 IpeuiaraeMbix ACCESS (popmatoB
I . JleHexxHble CyMMBI, XpaHsIIMecs ¢ 8 3HaKaMU B IeCATUYHON yacTu. B nenoit
CHEMCHBLU .
YaCTH KaXXIbIe TPHU pa3psiaa pa3aesstoTcs 3arsTou.
YHuKaIbHOE IMHHOE ILiejoe, co3maBaeMoe ACCESS s KaKIOW HOBOM
C 3anucu. B mone storo Tuma ACCESS aBTOMATUYECKH HYMEPYET CTPOKHY|
yemyuk .
TaOJIHIIBI B BO3pacTaloUIel MOoCaeq0BaTeIbHOCTU. PeakTupoBaTh 3HaUEHUS
TaKOTO TOJISI HEJb34.
Jlozuueckuii Jlornueckue nanHeie, umeromue 3HaueHuss Mcmuna v Joorco
B HoOmsAx 3TOr0 THMA XpaHATCS THIEPCCHUIKUA, KOTOPHIE MPEACTABISIOT
T'unepccoinika co0oif myTh K (hailily Ha >KeCTKOM AHcKe, 0o aapec B cerax lnernetuny

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 nosueit Microsoft Access

CBoiicTBO

Ncnoab3oBanue

Paszmep nona

OnpenenﬂeTc;I TOJBKO HJId TCKCTOBBIX U Memo-noﬂeﬁ; YKa3bIBacT]
MAaKCUMAJIBbHOC KOJIMYCCTBO CUMBOJIOB B JAHHOM IIOJIC.

Dopmam nonsn

Onpenensercss g MOJEH YHUCIOBOTO, TEHEKHOTO THUIMA, MOJIEH THUII
Cuemuux v /lama/Bpema.

Qucno oeca-muunbix|

3HAKO6

OHpC,I[CJ'I}ICT KOJIMYCCTBO PA3psA10B B ,Z[pO6HOfI qacCcTH 4uciia.

Macka 6600a

OHpC,I[CJ'I}ICT 1a0JIOH JJI1  BBOJAa JAHHBIX. Haan/IMep, MOXKHO
YCTAHOBHUTH Pa3ACIUTCIIN IIPHU BBOAC TCJIC(I)OHHOPO HOMCEpa

IToonuce nona

ConepXUT HaaMUCh, KOTOPasi MOKET OBITh BBIBEJIEHA PSIIOM C TOJIEM B
dbopme mim oTdyeTe (MOKET HE COBMAIATh C UMEHEM TOJIs)
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3nauenue no| COIICP)KI/IT 3HAYCHUC, YCTAHABIMNBACMOC 110 YMOJJIYAHUIO B JAHHOM IT0JIC
YMOSIUAHUIO TaOUIIBI.

OHpe,[[CJ'IHCT MHOXECTBO 3Ha‘I€HHI>i, KOTOPBIC II0JIB30BATCIb MOXKCET]
Ycnoeue na 3nauenue
BBOJHWTH B O3TO II0JIC ITPH 3AIIOJIHCHUU Ta6J'II/IHBI.

Coobwenue 00| Onpernensier cooOLIeHHe, KOTOPOE MOSBISACTCS Ha DKpaHe B CIydae
ouiuoKe BBOJIa HEIOIYCTUMOT'O 3HAYCHUSI.

YcTaHoBKa, yKasplBalomias HAa TO, 4YTO JIaHHOE Toyie Tpedyer
Oobsazamenvnoe none .
0053aTeIFHOTO 3aM0JIHEHUS I KaK0M 3aII1CH.

YcTaHoBKa, KOTOpasi ONpeeliseT, JOIMYCKaeTcsl U BBOJ B IaHHOE TOJIe
Ilycmule cmpoku
MYCTBIX CTPOK

Hnoexcuposannoe .
Ornpenenser NpocTbie MHIAEKCHI ISl YCKOPEHUs TOMCKA 3aucei
nozae

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 @Paiini— Coxpanums U B
okHe CoxpaHneHue BBECTH UMsI TaOJIUIIBI.

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

AcceSS MOKET aBTOMATHYECKH CO37[aTh MEPBUYHBIN KIFOY, ITOCTaBUB TIEpEH MEPBBIM
yKa3aHHBIM B CTpYKType mojieM nosie Koo u 3aaaB mis Hero tun Cuemuuk. J{ns Toro, 4ToObBI
ONpeAeNUTh Kakoe-Tu0o Apyroe moje TaOJauIbl KIIIOUEBBIM, HYXHO YCTaHOBHUTH Kypcop B
CTPOKE C UMEHEM ATOTO TMOJIsi U HaXKaTh Ha KHOTIKY Kirouesoenonie Ha naHen 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 JIJIS1 KQXK/I0H 3anucy (OHH 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 aTtoro  AccesSS oTkpoer OKkHO Cxemadamuvix U OKHO
Jloobasnenuemaobnuyvl. B oxue /Jlobasnenuemadnauypl HYXHO BBIICTUTH WMEHA TaOIUII,
N00aBISIEMBIX B CXEMY JIAaHHBIX, U HAXKATh 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 Cea3u.

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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JOTIOJTHUTEIIbHBIE OMIUU: Kackaonoeoonoesnenueceasannvixnosnei u
Kackaonoeyoanenueceazannvixnonei. lleppas onuus MO3BOJSET 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
yIaTUTh BCE CBSI3aHHBIC 3aMUCH TIPH YIAJICHUH OJTHOM M3 3alliCeil B KITFOUEBOM TaOIHIIe.

Jlns 3aBeplIeHHs] MpoLEcca CO3AaHUs CBSA3EM HYXKHO LIENKHYTh 10 KHOnke Cozoamb.
AcceSS HapucyeT JHMHHUIO MEXIy Tabmunamu B OkHe CXxemadanHplx, YKa3bIBAIOIIYI Ha
HaIM4Yue CBA3M Mexay HuMmu. [locne 3akpbITHS 3TOrO0 OKHA BCE YCTAHOBJICHHBIE CBS3H OYAYT
COXpaHEHBI.

3aganuel.

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

HakaTheM KHOMNKHU Ilyck ( @ ) ¥ TOCJIeIOBaTEIbHBIM BBIOOPOM KOoMaHa Bce npozpammovri—
Microsoft Office—Microsoft Access.

Jia peanuzanuy TPeIIOKEHHOW 0a3bl JaHHBIX CO37aTh JIBE TaOmuiel — Toeapsl n
Ilpooaosicu.

Tabnmuua Tosapwr nomwkHa conepxarh Tpu noyist — 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 HAa BKIIAJKE
Pabomac mabauyamu B ione Ilona u cmonodoywt menkuem no kHonke Iepeumenosams. 3arem
BBe/eM HOBoe uMs Koomoeapa v naxvem Enter. BoimoaHUB ABOIHON MIETYOK MO 3ar0JIOBKY
COCEIHEro CTOJIOa, BBeJAeM UMs HOBOTO 11011 — Haumenosanue. AHaJIOTUYHO CO3adUM II0JIE
I[ena (Puc.3).

ljn ."j =] N PaboTa cTabamuamu  basa gannend : Basa gannex (dopmar.

— nasHas Co3gaHne EHeWwHWe gaHHbI PaGoTa € BasamK JaHHb Pesxum Tabnunus

LBZ ‘j_| Eq] = "4 Berasute Tun ganuen: | CueTumnk = |[¥] ¥Yaukanenoe %{ﬁ B
i A i ‘3 =)

1"‘ ¥aanuTe DopmMaT: = OBasaTensHoe
Pexum Hoeoe |JoBaewTe CToney & o IR Cxema 3aBWMCHUMOCTH
40
none nons  MNoOACTAHOBOK inipe“'\liHOE’aTb |_,§ /o 000 L0030 ||,.1aHH|:|:< 0BLEKTOE |

- ||
|PE)KMM|:I| Mona 1 cTonéukl DOPMATHPOEAHWE M TUMN J3HHBLX | CEAZK

Puc. 3 — Jlo6aBnenue moneii B Pexxnme Tabnmma
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 dannsix v Boioepem onumio Yucnoeoii (Puc. 4).
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_I,:’Eg\l\\l H § s PaBoTa c Taénuuamin  basa ganHeidl : Basa gaHHex (o

nasHas CozgaHue EHewHNE JaHHLIE PadoTa ¢ Gazamm JaHHbBIX Pexmrm TaGnmubl

M j E‘fﬂl D__ET &' Boraswe Twn AaHHE: |CHETHNK H ¥YHWKANBHOE ?ﬂ’ﬂ B

N = —Ll '#' ¥aanuTe PopmaT: TekCTOBRIA |:| JbazaTensHoe EI =)

Pexkm || Hosoe Jo6aswTe CTongey Mone MEMO CxeMa 33EWCHMOCTH

- none nona  NoACTAHOBOK =fi Mepenmerosate % S 000 = = A3HHEX  OBBEKTOB
WCNOEDH

Pexrmbl Mona v cronBus I i N A3aHHBIX CEAZM
Jarta/spema

Bce TaBauLyl v| « || =] TaBnuual ', JlEHEXHEI

Tabnuual 2~ Kog toeapa - HaumeHosaHue | oruHeckui Hobagume mone
Munepccoinka

ZH Tagauual : Tadnuua * (Ne) C

Puc. 4 — IlpucBoenue YucnoBoro popmara mosto TabauIIbI

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

PaGora ¢ TabnmuumamMu MOXKET OCYIIECTBISATHCS B HECKOJIbKHUX pexkumax. Ha pwuc.5
npuBelieH mnpuMep paboTel B pexume Tabauua. Jlns mpocMoTpa TaONMIBI B PEKHME
Koncmpykmop wa Bxinanke Padomac maénuyamu B 1one Peycum BbiOepeM  OIIIHUIO
Koncmpyxkmop.

o CEEGDY

[naeHas CozgaHue E

M % Bripesate
[ ataditiae s |

|53 KonwposaTte
|F'ex|.-1m| Brrasute )
- - # Dopmat no obp

A [ Pexivm Tabnnugl

4
= r

a—
JJ CeogHan TaGnuua

m CeogHan gvarpamma
M KoHCTpyKTOR
el

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 TIOMOIIIbIO KOMaH]T KOHTeKCTHOTO MeHIo (Puc. 7).

Mma nona |
i* KopToes
| Haumen ‘#  Knrodesoe none
LleHa Bripesate

L EIL

ECTE BUTE CTROKK

YAanuTe cTpoku

f LL‘{.

— '  CeoiicTea

Puc. 7 — Jlo6aBiaeHMEe KIIOYEBOTO MOJIS

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

Cozmanum HOByIO Tabmuiy. s atoro Ha Bkiagke Co30anue BBHINOTHUM 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 CozgaHwe BHewHne

TaGnwua WatnoHe  Cnuvcen  |KOHCTpYETOPR
Tabnuy~ SharePoint~| Tabnuy

TaGnuLbl

Puc. 8 —-Co3ganue HOBOU TaOIAIIB

Cozpagum Tabmuny Ilpooarcu, 3anaB MMeHa TOJIGW W THN JAHHBIX, YKa3aHHBIC B
tabnuiie 3.

Tabnuna 3 - CTpykTypHBIC 3JeMeHThI Ta0auIsl 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 0co0o 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 3HadeHuii (Puc. 9).

== Taﬁnuual.-"'-..
KMma nona THN AaHHBIX
Homep HapTOYKK Ha CHMOKY  TeHCToBbIRA
Konuwuectso Hucnoeoi
Koo Ttosapa TeKcToBbIA -
Lata nponamu TeKCTOBBIH
None MEMO
YHcnoBol
lata/epema
JeHemHbIA
CueTunr
JorMueckiii
None obberta OLE
TMnepccbinka
O6wwme MogcraHoEKa MacTep NogcTaHoBOK.

PAazmAn nnna 755

Puc. 9 — Ucnonb3oBanne Mactepa noCTaHOBOK

Breibop onuuu Macmep noocmanoeok TO3BONSET OTKPHITH TUAIOTOBOE OKHO, B
KOTOPOM YKa3bIBA€TCS CIOCOO TONY4YEHHUsT 3HAYEHWW JUIsl TOJCTAaHOBKUA. BO3MOXHBI 1B
BapHaHTa — W3 paHee CO3JaHHOW TaONMIbl (KaK MpaBUJIO, KIIIOYEBOM) WIM W3 CIHUCKa 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 s noist Koo mosapa popmupyercs Ha OCHOBE JaHHBIX
cBsizaHHOW Tabmuubl Toeapwsr. B nuanoroBom okHe Macmepa noocmano8oK YCTaHOBUM
(1axok y mepBOW OMIMHM, BBIMOJHUM IIEIYOK MO KHomke OK M mepeieM K cienyromemy
JUAJIOTOBOMY OKHY. B HeM MOXHO BBIOpaTh Tabiuily, U3 KOTOPOH MOJYyYUM 3HAUEHUS JUIS
noJicTaHOBKU. Bce ycTaHOBKM OocTaBUM 0€3 M3MEHEHUH, TOCKOJIbKY HMEEM TOJIBKO OJIHY paHee
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co3JaHHyl0 TaOnuiy. BeimmomnuM menuok no kHonke OK. B HOBOM AnManoroBomM 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 — lnanoroBoe okHO MacTtepa 1o icTaHOBOK

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 3aseput padboty Macmepa noocmanogox.

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

[Tocne onpeneneHus CTpykTyp o0eux Tadbiuil Bb3oBeM 0kHO Cxema oannvix (Puc. 11).
(B ) 2

Baza aaHr
a7

— TnasHas CozgaHue BHewHWe gaHHbIE Pa6oTa ¢ 6a3amMu AaHHBIX

ﬁ 2y ?I(%I & CTpaHuMua CEOICTE 525 ApXMEApMYC :n:hé‘
= = ‘;j FAEMCUMOCTH OBBEKTOE % AHANW3 BEICTPOAEH CTENA
Visual Cxema _ = SQL
Basic AAHHBIX aHenb e [ AHanms TaB ML Server
Makpoc | MNokKazaTe WK CKPBITE AHanuz | MNepem
Bce Tabnuugl - | ®

Toeapw *

j Tosapbl : TabnKLa

Mpoaanm

b

lj Mpogaxm : Tagnuua

Puc. 11 — Oxuno Cxema qaHHBIX

JlobaBum B cxemy pgaHHbIX 00e Tabmunwl (Toeaper w Ilpooaxcu). Jlns >Toro B
OTKPBIBIIEMCSI TMAIOTOBOM OKHE BBIJIEIMM HMHTEPECYIOIIYIO TaOIUIly ¥ BBIIOJHUM ILIETYOK IO
kHonke /Jlodaseums. B pe3yiabTaTe aBTOMaTHUECKH 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

[TockonbKy THUII CBSI3U SIBHO HE yKa3aH, yJaJIUM CBSI3b, CO3/IaHHYIO IO yMoyaHuto. s
9TOrO IICIYKOM JICBOM KJTABHIIKM MBIIINA BBIICIMM JHHHUIO CBSI3U HakmeM kiaBuiny Delete na
knaBuatype. CBs3b MeX Iy Tabnuiamu Oyzaer pazopBana. Hasenem kypcop Ha nosie Koomoseapa
tabymubl Toeapvt W, HAKAB JIEBYIO KIABUIIY MBIIIN, MIEPEMECTUM Kypcop Ha OJHOMMEHHOE
nosie Tabsmibl IIpodasrcu. Tlocne 3TOro OoTMyCcTUM HaXaTyl0 KJIaBUINY MbIIH. B pe3ynbrare
OyIeT OTKPBITO TUanoroBoe okHo M3menenuecsaseii (puc. 13)

,
Wzmenenme ceasei

Tabnuua/zanpoc: CBAzaHHaA Tabnuua,3anpoc: Cosnate
Tosapel Mponatm
OTHEHE
Kop Toeapa E Kog Toeapa -

OfbeanHeHKe. .,

L)

Hoeoe..
OfecneyeHe LENOCTHOCTH AaHHLIX

KacKaaHoe oBHOBNEHME CBA3aHHEIX Nonei
KACKAAHOE YAANEHWE CBASSHHEIX 3EMMcel

TN oTHOWEHKA: OAMH-KO-MHOTHM

Puc. 13 — YcranoBnenue cBs3eit Mex 1y TadIuaMu

B okHe U3menenueceaseii yoequTbes, 4ToO JEBOE U MPABOE MOJIE OTOOPAXkKAIOT HYKHbIE
nonst. Tun omuowenuii Ipyu STOM JIOKEH COOTBETCTBOBATH TUIY «OIUH-KO-MHOTHMY (1:M).
3aTemM He0OXOIMMO BKIIIOUUTH NEpEKIoUYaTeNib Qbdecneuenue yeaocmHocmu OaHHbIX 1 OTIITIN
Kackaonoe oobnoenenue ceazannvix nonei u Kackaoumoe yoanenue cea3anHwvlX 3anuce.
[locne »toro Haxarb kHoOmkKy Co3d0ams. B pesynbrare OyIeT OTKPBITO Mpeblaylee
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 OaHHbIX 3aKPHIBAIOT MIETYKOM I10
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KHOIIKE 3aKpblmp, PACTIONIOKCHHOW B BEPXHEM MPABOM YIJIYy JUAIOTOBOTO 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 BBITOJIHUATEH ABOMHOM IIETYOK 110 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 Tadiauisl ToBaps

Hcnonb3ys ropu30HTAIBHYIO M BEPTUKAIBHYIO MOJIOCHI TPOKPYTKH, @ TAK)KE KIIABUILN
nepeMenieHusl Kypcopa, MOKHO IIepeMellaTbcsi Ha HOBBIE TOJISL WIIH 3aIUCy TaOIUIIBL.

JInsi pelakTUpOBAaHMS JAHHBIX HCIOJIB3YIOTCS CTAHJAPTHBIE IIPUEMBI — BBIJCIICHHUE
MHTEPECYIOUIErO 3HAYEHHUS U BBOJI HOBBIX JAHHBIX C KJIABUATYPHI.

Ecnn HyXHO ynamuTh 3alMCh LIEIIMKOM, Kypcop INEepeMelaloT B CaMylO JIEBYIO 4acThb
TaOMUIBI TaKUM 00pa3oM, 4TOOBI OH NMPHHSII BUJ KXHUPHOW CTPENKH, HAIPABICHHOW BIIPABO.
3areM BBIIOJHAIOT HIETYOK JIEBOM KiIaBUILEH MBIIIHN (3TO MO3BOJISET BBIIEIUTH BCIO CTPOKY
IEJTMKOM) U HaxxuMaroT Kiasuiiry 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 JaHHbBIE.
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MeToauueckue PECKOMECHIAUNUA NJIA NPAKTHICCKHX paﬁoT o 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  MPAKTHYECKUX yMEHUH TPH  BBIOJIHCHUH
71a00paTOpHOil pabOTHI 10 UCCIIEOBAHUIO AHTUBUPYCHBIX IIPOTPAMM.

BocnuraTeabHble:

BOCIIUTAHUC HOJIO)KI/ITGHBHOI;'I MOTHUBAIIUU K H3y‘-1216M0fI TEME, y6e)KZIeHHOCTI/I B BO3MOXHOCTH
MO3HAHUS 3aIIUTHl KOMIBIOTEPHON HH(OpMAIK, OpUEHTAIMH Ha YCIeX, KOPHOpPAaTHBHOM
KYJII)TypI)I, KOMMYHI/IKaTI/IBHI)IX HAaBBIKOB.

Pa3BuBaromme:

pa3BUTHE HAIJISIAHO-IAEMUCTBEHHOTO, MPAaKTUYECKOI'O0 MBIIIJICHUS, MBICIUTEIbHBIX OIEpaIHii:
aHaNM3, KOHKpETH3alus, CpaBHEHHE, OO0OOIIeHHe, CHUHTE3, HHTEJUIEKTYAIbHBIX YYBCTB
T10003HATENFHOCTH, YIOBJIETBOPEHUS OT XOPOIIIO BHIIIOJIHEHHOH paboTHI.

Xon paboTsl:

I/I3y‘~II/ITe KOMaHbl U BBITTOJHUTEC MPECAIOKCHHDBIC YIIPAKHCHUA:
AHTUBHpYCHas poBepKa HHPOPMAIIUN HA TUCKE.

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

ok~ wbdh e

Odopmute oTUET U cAeNaiTe BBIBOJ 10 MPAaKTUUECKOM padoTe.

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 HEXENaTelbHbIE NIEHCTBUSA Ha KommbroTepe. IIporpamma,
BHYTpUM KOTOpPOM HaxoJUTCsl BHUpPYC, HaszbiBaeTcs '"3apaxeHHoW". Korma Ttakas mporpamma
HauMHaeT paboTy, TO CHaudaja yIpaBjieHHE IMOdydaeT BUpyc. Bupyc HaxomuT u "3apaxaet"
JIpyrue MporpaMMbl, a TAK)KE BBIMOJIHAET KaKue-HUOYAb BpeIHbIe NEHCTBUS (HalIpuMep, MOPTUT
¢aitnbl unu FAT-Tabnuny, "3acopsier” onepaTuBHYIO NamsTh U T.1.). i MacKMpOBKH 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 TaK, 4TO OHH OyIyT CONEpkKAaTh BHPYC, KOTOPBIA MPH HEKOTOPHIX OOCTOSATEIECTBAX MOKET
HayaTh CBOIO paboTy.

IIpu3HaKy 3apaskeHUs] KOMIBIOTEPAa BUPYCOM
Bce nelicTBus BEpyca MOTYT BBIOJIHATHCS JOCTATOYHO OBICTPO W Oe3 BBIIAuM KaKHX-
a100 COOOIICHNUH, MOITOMY IOJIB30BATENI0 OYEHb TPYAHO 3aMETUTh, YTO B KOMIBIOTEPE
HIPOUCXOIUT YTO-TO HEOOBIUHOE.
[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.
OIEpaIIMOHHAs CUCTEMaA HE 3arpyKaeTcs;
M3MEHEHHE AaThl K BpeMEHH MoAu(UKaImu (aiiios;
M3MEHEHHE Pa3MepoB (Hailiios;
3HAUUTEIbHOE YBEIUYCHUE KOINYECTBA (aijioB HA ANUCKA;

©ooNo Ok wdPE

CYIICCTBECHHOC YMCHBIIICHNEC pa3sMepa CBO6OI[HOI71 OHCp&THBHOﬁ IHaMsATH 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
3apakeHUs] KOMIIBIOTEpA MOTYT OBbITh OYEHb CEPhE3HBIMU.

Pa3HOBHAHOCTH KOMIIBLIOTEPHBIX BHPYCOB

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

(aiioBbIe BUPYCHI, KOTOPbIE BHEIPSIIOTCS IJ1aBHBIM 00pa3oM B HUCHOJHsEMBbIE (aiibl,
T.e. QailJpl ¢ pacmupeHueM €xXe, com, bat, HO MOryT pacnpocTpaHsITbCA M 4epe3 (aibl
JIOKYMEHTOB;

3arpy304HbI€, KOTOpPBIE BHEIPSIOTCS B 3arpy304HBId CEKTOp IUCKA WIH B CEKTOp,
coJiep KAl MporpamMmy 3arpy3Ku CUCTEMHOTO JTUCKa;

MaKpOBHUPYCHI, KOTOPBIE 3apaxaroT (Gailiibl-TOKYMEHTHI U a0IoHb! foKkymMeHToB Word
u Excel.;

CeTeBble, PACIPOCTPAHSIOTCS [0 KOMIIBIOTEPHOH CETH;

ITo criocoOy Bo3zaeicTBUS (0OCOOEHHOCTSIM aIrOpUTMa) BUPYCHI OTJIMYAIOTCS OOJIBIINM
pazHooOpa3ueM. W3BecTHBI BUPYCHI-TIApa3uThl, BUPYCHI-UYEPBH, BUPYCHI-HEBUAUMKH (CTeEJC-
BUPYCHI), BUPYCHI-IPU3paKU (BUPYChI-MYTaHThI), KOMIIAaHbOH-BUPYCHI, TPOSTHCKUE 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 pe3HIeHTHbIE BUPYCHI (PE3UICHTHBIA BUPYC MPHU
UHHUIMPOBAHUN KOMIIBIOTEPA OCTABIISAET 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. [[pyroit crmoco0, mMpUMEHSIEMBbI BHpycaMu IJisi TOTO,
4TOOBI YKPBITECS OT OOHApPYKEHHs, - MOAU(HUKAIMS CBOEro Tena. MHOTHE BUPYCHI XpaHST
OOJIBIIYI0 YaCTh CBOETO TeJIa B 3aKOJMPOBAHHOM BHUE, YTOOBI C MOMOINBIO AU3acCEMOIIEPOB
HeNb3st ObLIO pa3oOpaTbcs B MeXxaHu3Me HX paboTel. CaMOMOIM(UIHMPYIOUIUECS BHPYCHI
UCIOJB3YIOT 3TOT NPUEM M YacTO MEHSIOT IapaMeTpbl 3TOH KOJMPOBKH, a KpPOME TOrO,
M3MEHSIOT U CBOIO CTAPTOBYIO YacTb, KOTOpAsk CIYXKUT AJISl PACKOJUPOBKH OCTAIBLHBIX KOMAaH]I
Bupyca. Takum oOpa3oMm, B Teje MOJOOHOrO BUpyca HE HMMEETCS HHM OJIHOM IMOCTOSHHOM
[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
10JIb30BATENS;

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 KONUN (QaillioB U CUCTEMHBIX oOjacTel
TTUCKOB;

pasrpaHUYeHHe JOCTyNa IMPENOTBPALAET HECAaHKIMOHMPOBAHHOE HCIIOJIB30BAHUE
uH(pOpMallMK, B YaCTHOCTH, 3alIUTy OT HW3MEHEHMH MpOorpaMM U JaHHBIX BHPYCAMH,
HEMpaBWIbHO pabOTAIOLUMMU IPOrpaMMaMH M OIIMOOYHBIMU JEHCTBUSAMH M0JIb30BaTENEH.

HecmoTpst Ha 1O, yTOo OOmMeE cpeAcTBa 3amMThl MHGOPMAIMK OYEHb BaXXHBI IS
3allUTBl  OT BHUPYCOB, BCE JK€ UX HeaocTaTroyHo. Heobxoaumo ©  HpUMEHEHHE
CHEIHAIM3UPOBAHHBIX POTPaMM I 3alIUTHI OT BUPYCOB. DTH MPOrPaMMbl MOYKHO Pa3/I€IUTh
Ha HECKOJIbKO BUJOB: JETEKTOPHI, JOKTOpa (aru), peBU30phl, JOKTOPA-PEBU3OPHI, PHIBTPHI U
BaKUMHBI (MMMYHH3aTOPBI).

IIporpamMmbI-I1eTeKTOPbI TIO3BOJISIIOT OOHAPYKUBATh (ailsibl, 3apaKeHHbIE OAHUM U3
HECKOJIbKUX H3BECTHBIX BHPYCOB. DTH HpPOrpamMMbl MPOBEPSIOT, UMEeTCs U B (Qaiimax Ha
yKa3aHHOM IOJIb30BaTeIeM JHCKe crieuduuecKas A JaHHOTO BHpyca KOMOMHAIMs OaiToB.
Takass koMOMHaIMsI Ha3bIBaeTCs cUrHATypoii. [Ipu ee oOHapyxeHUu B KakoM-ubo (aiine Ha
9KpaH BBIBOJIUTCS COOTBETCTBYIOUIEE COOOIIEHHEe. MHOrMe MAEeTeKTOpbl HMEIOT PEKHUMBbI
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JIEUYCHHs] WM YHUYTOKEHHS 3apaxKeHHbIX (ainoB. CrnenyeT MOAYEepKHYTh, YTO MPOrPaMMBbl-
JIETEKTOPBI MOTYT OOHAPYKUBATh TOJIBKO T€ BUPYCHI, KOTOPBIE €l "N3BECTHBHI'".

Takum oOpa3oM, M3 TOro, 4YTO MpOorpamMma HE OIO3HAETCS JETEKTOpaMH Kak
3apakeHHasi, He CJIEZyeT, YTO OHA 37]0pOBa - B HEH MOTYT CHJIETh KaKOH-HHOY/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 OOjacTeil 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-PEBH30pPa MOKHO B JIFOOOW MOMEHT CPAaBHUTH COCTOSIHUE MPOTPAMM M CHCTEMHBIX
obuacteit TUCKOB ¢ UCXOAHBIM. O BBISBICHHBIX HECOOTBETCTBHX COOOIIAETCS MOIb30BATEIIIO.

MHorue nporpaMMbI-peBU30PBI SIBJISIFOTCSL JOBOJIBHO '"MHTEIIEKTyalbHBIMU" - OHH
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 M3MEHEHMs B pa3HbIX MpOrpaMMHbIX (Qaiinax. [IoHATHO, 4TO B HOPMaJIbHOM
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
nonap3oBarento.  [lonp3oBaTens  MOMKET — paspelIUTb WM 3allPpETUTh  BBIIOJHEHHE
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. Jlyumel cTparermeil 3amuTBl  OT BUPYCOB  SIBIIIETCS  MHOIOYPOBHEBAs,
"s1ienoHupoBaHHas" 06opoHa. PaccMOTpuM CTpyKTYypy 3TOM 000POHBI.

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

Ha mnepennem kpae 0OOpPOHBI HAXOAATCA HPOTrPAMMBI-QUIBTPHL. OTH MPOrPaMMBbI
MOTYT MEPBBIMU COOOIIUTH O paboTe BUpYyca U MPEeIOTBPATUTh 3apakeHHe IPOrpaMM U JIUCKOB.

Bropoii s11enon 060pOHBI COCTABISAIOT MPOTrPAMMbI-PEBU30PHI, IPOTPaAMMBbI-I0KTOPA U
JOKTOpPa-peBU30PHI.
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Camplii TIIyOOKHH 31I€TIOH 000OPOHBI - 3TO CPENICTBA pasrpaHuveHus naoctymna. OHU He
MO3BOJISIIOT BHpPYCaM M HEBEPHO DPAa0OTAIOMIMM IpOrpamMMaM, JaXe €ClIM OHU IPOHHUKIU 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(pOpMALMU (CO3aHHE PE3EPBHBIX KOIMUH BaXKHBIX
(aiinoB 1 cUCTeMHBIX 00JacTell BUHUECTEPA).

Hcnonp3oBaHue TOJNBKO JIMIICH3MOHHBIX JAUCTPUOYTHBHBIX KONHMH MPOTPaAMMHBIX
IPOJYKTOB.

CucremaTnueckasl IpoBepKa KOMIIbIOTEpa Ha Hajludue BUpycoB. KomnbioTep noikeH
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 MCIOJb30BaTh 3aBEJIOMO YHCTYIO OIEPALMOHHYIO
CHCTEMY, 3arpyKEHHYIO C JIUCKa.

IIpu pabGore B ceTH HEOOXOIMMO HCHOIb30BAaTh AHTUBUPYCHBIE IMPOIPAMMBbI IS
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 NEMOH, SBISIONIMKCS Pa3HOBHIHOCTHIO AHTUBUPYCHOTO CKaHEpa C
ONTUMHU3UPOBAHHON 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 — cymMm) M uX MOCIEAYIOIIEr0 CPaBHEHUS C JAaHHBIMU, 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
MIOMEIICHBI B MPEIBAPUTEIBHO YKA3aHHYIO "KapaHTHHHYIO" TUPEKTOPHUIO JUISl TOCIETYIOUIeTO
aHanm3a.

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

[IpoBepke Ha HAJIMYKME BUPYCOB MOBEPTAIOTCS BCE DIIEMEHTHI 3JICKTPOHHOTO IMHChMa —
TEJIO, TPUKPEIUICHHbIE (aiiibl (B TOM YHCIIE apXWBUPOBaHHBIE W KOMITPECCHPOBAHHEIC),
BHenpeHHble OLE-00BekThI, CcOOOIICHUS TH000r0 ypOBHS BIIOXKEHHOCTH. OOHapyKeHHBIC
MOJIO3PUTENIbHBIE WM HMHOUIUPOBAHHBIE OOBEKTHI MOTYT OBITh BBUICUCHBI, Y/IaJICHBI,
NEPEUMEHOBAHbI, WM MOMEIICHBI B 3apaHee ONPEACICHHYI0 KapaHTHHHYIO JHUPEKTOPHUIO JUIS
MOCJIETYIONIETO aHAIH3A.

ExxenneBHOoe OOHOBiEHHE 0a3bl BUPYCHBIX CHUTHATYp, aBTOMATHYECKHU PEaH3yeTcs
yepe3 MHTEpHET mpH MOMOIIM CHENHMAIbHO BCTPOCHHOTO MOJYJIS M OOECIIEYMBAET BBICOKUI
YPOBEHb JICTEKTUPOBAHUSI 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) wmer, He 3aBuCUT

2.IlocMoTpuTE Ha PUCYHOK M BbIOEpUTE IMpPAaBUIBHBIA OTBET Ha BOIMPOC: KAaKOBA HMPUMEPHO
creneHb cxatus ¢aitna Jlokymenrt.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
FEE -]
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
ayume cxan ¢aitn JJoxkyment.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) Ilporpamma, oGamaromias CrioOCOOHOCTHIO K CAMOBOCITPOM3BEICHHIO.

Boz0ynurens HHPEKITMOHHOTO 3200IeBaHUS
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[ToaroroBeTe MUCHMEHHOECOOOIICHHE Ha TeMy: «OOmue CBeAeHUS U OCOOCHHOCTH
paboThl aHTUBUPYCHOM mporpammel [Hazeanue aumusupycHot npoepammul]» (Hazpanue
AHTUBUPYCHOU MTPOTPAMMBEI 110 YKa3aHUIO MPETIOAaBaTes).

Ne n/m Ha3BaHue aHTHBMPYCHOM NPOrpamMMbl
1. Dr.Web
2. McAfee VirusScan
3. AnTtuupyc Kacnepckoro
4. Panda Anti-Virus
5. Avast!
6. AVS
7. 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 TUIBI KOMITBIOTEPHBIX BUPYCOB BBIJEIISIOTCS 110 CIIOCO0Y BO3ACHCTBHS?

10. Yro moryT 3apa3uTh BUPYCHI?

11. Kak MackupyroTcs "HeBUIUMbIE" BUPYCHI?

12. KakoBbI 0COOEHHOCTH CaMOMOAN(PUITUPYIOIIUXCS 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. Becerna i JeTEKTOp pacro3HaeT 3apaKeHHYIO MPOrpaMmy?

19. KakoB mnpuHUIMI JEHCTBUS HPOTrpaMM-PEBH30POB, MPOrpamMM-(UIBTPOB, MPOrpamMM-
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 ITHX MOJIyNIEi?

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

27.Kak obe3BpexuBaroTcsi aHTUBUpYycoM Kacnepckoro oOHapy)KeHHbIE IMOJI03PUTENbHBIE
WM NH(ULIIMPOBAHHbBIE OOBEKTHI?

28. Kak oOHOBsieTcst 6a3a BUPYCHBIX CUTHATYp?

Odopmiienue pe3yabTaToB PadoThl
1. Odopmuts paboTy B COOTBETCTBHH C 3aTaHUSIMHU.
2. OTBETUTH Ha KOHTPOJIBHBIE BOPOCHI.
3. CdopmynupoBaTh BBIBOJIBI 110 pe3yibTaTaM paboThI.
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MeToanyeckue peKOMEeHAANUH JIA MPAKTHYECKUX PadoT Mo 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: paboTsl ¢ rpapuueckum uaTepdeiicom Windows.
3agaun:

Oo0yuarwmasn:

. (dbopMHUpOBaHKE MTPEICTABICHNUS O MOHATUSAX ONEpPAIIMOHHAS CUCTEMa, IpaduIeCcKHii
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 padoTsl
BBINOTHUTE yIIpaKHEHUS:
Ynpaxuenue 1
1. AeiicTBus ¢ PaGo4ynM cT0/10M M 3HAYKAMH HA padouyeM cTOJ1€e
N3menenue cBoiictB Pabouero crona: <IIEIKHUTE NPaBOW KHOIMKOH MBIIIKK MO JIFOOOH
cBoOOoHON yacTu Pabouero crona> ,<B OTKpBHIBIIEMCS KOHTEKCTHOM MeHI0 Pabouero croia
BbIOEpHUTE KOMaHy CBolicTBa !
Ha Bkiajgke PaGoumii cTos1 MOXHO BBIOpaTh y30p i MOBepxHOcTH Pabodero crona wim
3anosHUTh Pabounii cTon KapTHHKOM;
Ha BKJIaJKe 3acTaBKa MOXHO BbIOpaTh 3aCTaBKy, KOTOpas BKJIIOYAETCS, €CIIM MOJb30BaTENb 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>.
Beiienenue rpynmnsl 3Ha4KOB: <ydeporcusas 1e8y10 KHONKY MbluiU, HAPUCYUme NpamMOy20IbHYI0
PAMKY 0KPY2 HYHCHBIX 3HAUKOG™.
CHsATHE BBIIENEHUS CO 3HAUKOB: <wjerkHume 6 nobom mecme Pabdoueco cmona, 20e nem
6b10ENICHHbIX 3HAUKOB™ .
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[Tepememienne 3HaukoB Ha PabodeM crone: <ykaswcume HA 3HAYOK UNU SPYNNY GbLOENEHHBIX
3HAYKOB MbIULbIO> ~ <HAJCMUME JIe8YI0 KHONKY Mblil U, He OMNYCKds ee, nepemecmume
MbllUb NO KOBPUKY>~ <Omnycmume 1e6y10 KHONKY MbIUUU>.

YnopsiounBaHue 3HAYKOB: <ujeiKHUmMe npagoll KHONKoOU MulUKYU 6 1H000M c80000HOM Mecme
Pabouezo cmona> ~ <é omxpuvisuiemcs Konmekcmuom menio Pabouezo cmona nesoii KHonkou
MbIUU WeTKHUMeNno Komanoe Ynopaoouumo 3nauku> ~ <gvibepume 0OUH U3 NPEOOHCEHHBIX
cnoco6oe ynopsioouusanus. Umsa/Pazmep(Tun /U3menen)

BeipaBHUBaHME 3HAUKOB: <wyenKHUmMe Npagoul KHONKOU MblUKU 6 JH000M c80000HOM Mecme
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: <IIENKHUTE 110 3HAYKY PaBOi KHOIKOW MBIIIN> ~<B KOHTEKCTHOM MEHIO 00BEKTa
JIeBOM KHOIIKOHM MbIIIN BbIOepUTE KOMaHly OTKPBITH>.

2. Padora c I1aneibio 3a1a4

M3MeHeHMe CBOMCTB MaHeNnu 3a1ay: <IIEeJKHUTE MPaBO KHOIMKOI MBIIIN 110 J1t000H cBOOOAHOM
yactu [lanenn 3amay™> ~ <B KOHTEKCTHOM MeHI0 [laHenu 3ajay IHIETKHUTE MO KOMAaH[E
CpoiicTBa>: * Ha Bkiaake [laHenms 3amau mocTtaBbTe (IAXKKKM 3aKpenuTh MaHENTb 33434 U
OTtoOpaskaTh aHelb 33J1a4 MOBEPX OCTaIbHBIX OKOH;

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

3. JlelicTBHSI ¢ AKTUBHBIM OKHOM IPOrPaMMblI

AKTUBH3aIMS OKHA MPOrpaMMbl: <IIEJKHHUTE IO JIFOOOW BHJIMMON YacTH OKHa>. 3aroyioBOK
OKHA CTaHET SIPKUM.

CBopaunBanue Ha IlaHenp 3amay: <WIENKHUTE MO KHONKE yNpaBieHUs OKHOM CBepHYTh
(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 YIPaBIEHUS OKHOM
BoccranoButh (cpemHsis U3 Tpex)™.

3aKpbITHE OKHA ITPOrPaMMBI:

1-it cmoco0: <mienKHUTE B CTPOKE 3aroj0BKA MO0 KHOMKE YIPABJICHUS OKHOM 3aKpPbITh>,

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

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

4-# cnoco6: <mpaBoil KHOMKOW MBIIIY IIETKHUTE 110 3ar0JI0BKY IPOrPaMMbL> ~ 3aKpbITh,

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

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

7-# cnoco6: mexHto Paiin ~ Boixon.

IlepemenieHne okHa: <yKa)KHUT€ CTPEJIKOW MBIIIN Ha 3ar0JIOBOK OKHA, HAXKMUTE JIEBYIO KHOIIKY
MBIIIN> ~ <HE OTIyCcKas KHOMKY, IEPEIBUTAITE MBIIIb 10 KOBPUKY>~ <OTIIyCTUTE MBILIb>.
W3meHeHune pa3mepa oKkHa: <[IOMECTUTE MBIIIb HA TPaHMILy OKHA (yKa3aTelb MBIIIU IPUMET BUJ]
JBYHAIPaBJICHHON CTPENKU)> ~ <HAKMUTE JIEBYIO KHOIKY MBIIIM U TMEpPEABUTaiTe I'PaHUILY
OKHa> ~<OTNYCTHUTE MbIIIb~>.
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Pa3menienne HeckonbkuX OKOH Ha Pabouem crome: <IIeNKHUTE MPaBON KHOMKON MBIMIKH IO
cBoboaHOi yactu Ilanenu 3amau>~ <JIeBOW KHOMKON MBI IIEIKHUTE MO HYKHOW 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 NTYHKT 3aBeplieHue 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

|. 3asucanue:

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

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

2. [[sotinoul wenuox:.

* clienaiTe ABOMHOM 11e140K Ha 3Hauke Mol koMnbloTep (0TKpoeTcss OkHO Moii KOMITBIOTED) .
3. Il]enuok:

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

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

4. [l]enuok npasoii KHONKOU MbLUU.

* UIEJKHUTE MpPaBOil KHONKOW MbIIIM Ha cBOOonHOM Mecte Ilanenu 3ajmau (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).
MOJIBEAUTE YKa3aTeldb MbIIIM Ha 000 Yroia pamMKh OKHA M JOXKAUTECH MOSIBICHUA
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 (GopMmy
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. Céopauusariie OKHA 6 3HAYOK U B036PAM 6 NPEIICHEE COCMOAHUE:

1 pa3 mienKkHUTE JIEBOM KHOINKOW MbIIM 10 KHONKE CBepHYThb (KpailHsAs JeBas KHOIKa B
IIPAaBOM BEPXHEM YTy OKHA);

o0OpaTuTe BHUMaHKHE Ha U3MEHEHHE KHOMKHN oO0bekTa Ha [lanenau 3aaay;

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

CBEpHUTE OKHO B 3HAYOK C IOMOIIbI0O KHONKKM 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 10 KHomnke BoccranoButhb/ Pa3BepHyTh (cpenHss
KHOIIKA B [TPABOM BEPXHEM YTy OKHA);

OOparure BHUMaHUE, KAK U3MEHUINCh pa3Mephbl OKHA.

ellle pa3 IIEIKHUTE JIEBOM KHOMKOW MBIIIHN IO KHONIKE BoccTanoBUTL/ Pa3BepHyTh;
pa3BEpHUTE OKHO Ha BEChb DKPaH U BEPHUTE €ro B IPEKHEE COCTOSHHUE C IOMOIUIBIO
CucTeMHOro MeHI0 (koMaH 16l Pa3BepHyTh/BocCTaHOBHUTD).

5. 3akpvimue okna npozpammoi:

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

OTKPOMTE OKHO M 3aKpoWTe 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 .

Pacnonokute 3TH 1Ba OKHA TaK, YTOOBI OHU OBLIM BUHBI MOJHOCTHIO M HE MEPEKPHIBAIN APYT
Ipyra (MCHOIb3yiTe METO/1 MPOTATUBAHUS U ITepeMEIleHUE JIEBOM KHOIKOW MBIIIIN).
VYnopsanounte okHa Ha PabGouem crosie ¢ MOMOIIBI0 KOMaHA KOHTeKCTHOro meHio Ilanesn
3aaa4 (IETY0K MPaBOil KHOMKOM MBIIIH 110 He3aHATor obmact IManenu 3agay):

OkHa Kackaoom;

OxHa ceepxy 6Hu3,

OxHa cneeéa Hanpaeo.

Crenaiite mooyepeiHO aKTUBHBIM KaX/10€ OKHO (ILIIETYOK MBIIIBIO B 00acTu okHa) . OOparute
BHHUMaHUeE Ha OTJInYMe BU1a KHONOK Ha IlaHesnu 3aga4 JJ1s1 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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OOparure BHUMaHUE Ha OTIUYMS BHJA KHONOK Ha [laHenu 3ama4 A CBEpHYTBIX U OTKPBITHIX
OKOH.

3akpoiiTe Bce OKHa.

3ananue 6. OTKpbITHE CYLIECTBYIOLIEr0 JOKYMEHTa B OKHE CBS3aHHOIO NMpUJioKeHus 1.
Haxxmure Mbiibio kHONKy Ilyck.

ITonBenuTe ykasarenab MBI K IYHKTY JIOKYMEHTBI — OTKPBIBACTCS CIIUCOK 15 TOKYMEHTOB |,
KOTOPbIE CO3/1aBATHNCh (OTKPBIBAINCH) B ITOCIIEIHEE BPEMSL.

BeiGepute u3 cnycka Ha3BaHME HYKHOT'O JJOKYMEHTa (Hampumep, Jiro0oi (aiil ¢ pacumpeHrueM
*.doc). [ToxBennTe ykazateiab MBI K HEMY U LICJIKHHUTE JICBOH KHOIKOW MBI (OTKPOCTCS
JOKYMECHTB OKHE CBSI3aHHOTO ¢ HUM mpuioxenus Word).

3akpoiite OKHO AoKkymeHTa W mnpuioxkeHus Word. 3aganme 7. PaGora ¢ auajoroBbiMu
oxkHamu 1. OTtkpolite okHO BJIOKHOT.

Beenure B okHe BiI0KHOT cBOIO (haMHITUIO, IMSI I OTYECTBO.

Otxkpoiite auanoroBoe okHO CoxpanuTh kKak ... (Daiin - Coxpanuth Kak ... ). ObpaTtute
BHHUMAaHUE Ha - IPU3HAK JIAAJIOrOBOrO OKHA.

CpaBHuTe BHeIIHUM Buj okHa BiaokHoOT u auanoroBoro okHa CoxpaHuThb Kak ... (oOpartute
BHHUMAaHUE HA OTCYTCTBHE TOPU30HTAIBHOIO MEHIO B JUAJIOTOBOM OKHE M Ha KHOIIKU 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.

3aKpoiTe 1ManoroBoe OKHO U OkHO bJiiokHoTA.

3ananue 8.3nHakomcTBO ¢ OkHOM Moii KoMmnbiOTep, OkHOM mnporpamMmbl IIpoBoaHMK,
OKHOM IaNKH

Otxkpoiite 0kHO Moil KOMIIBIOTED.

Beenure komanay CepsBuc ~ CBoiicTBa Nanku ... ~ O0mue ~ <yCTaHOBHUTE MEpPEKIOYATENh
OTKpBIBATH KAXKAYIO MANKY B OTAEJIbHOM OKHE>.

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

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

CpaBHuTe By OKHa MOW KOMIIBIOTEP M OTKPBITOTO OKHA MAIKH.

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

TUTUTKHY;

3HAUYKOB;

B BUJIE CIIUCKA,

TaOIHIIBI.

3aKpoiTe BCE OKHA.

OTKpoiiTE OKHO Manku ¢ noMoueio [IpoBogHuKa:

sanycture IlpoBoanuk (Ilyck ~ Ilporpammsbl ~ Crangapthsie~ IIpoBoanuk). O6partute
BHHMaHue Ha ¢opmy mnpeacraBieHus uHpopmanuu B okHe [IpoBonHuka: okHo IlpoBoaHuka
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pa3ouTo Ha nBe yactu (aABe maHenw) - Bece mankm (ieBas manens) u Coaepskumoe (TipaBas
MaHeb);

HaluTe U BbIIEIUTE NANKY Ha JieBou nanenu IIpoBoaHuka;

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 MaMNKH);

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[IpoBoAHHKA, HCHIONB3Ys KOMaHIbI
KOHTEKCTHOTO MEHIO OKHA WJIM IIEeNKasi MBIIIBIO 110 3ar0JI0BKaM CTOJIOIOB: * 10 THITY Qaiina;

* [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
Hauath mouck>~ <BHU3y B paszene BpiOepute 3agaHue LIETKHUTE MO HYKHOMY IYHKTY
(HammpuMep, 3amycK MpOrpamMmabl)>.
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MeToauueckue PECKOMEHIAUNHA MJI NPAKTHICCKHUX paﬁoT Imo TeMe:

B03MOKHOCTH TEKCTOBOI'0 PeJaKTOPa Jisl pellleHUs NPo(ecCHOHAIBHBIX 32124

Pazpnen 4. TexHonoruu cozganus u npeodpazoBaHus HHPOPMALMOHHBIX OOBEKTOB
Lesb padoThI: U3y4UTh OCHOBBI 0(OPMIIEHUS TOKYMEHTa CPeICTBAMU TEKCTOBOI'O Ipolieccopa
Microsoft Word; ITO3HAKOMMTECS c c BO3MOKHOCTSIMH TEKCTOBOI'O
npoueccopa Microsoft Office Word, oBnaners ymeHusiMH OQOPMIISTH TEKCTOBBIH JOKYMEHT
cpezncTBaMu TeKcToBOro peaakropa Microsoft Word, nposiButs TBOpUECTBO B CBOEH padore.
3amaun:
Oo0pa3oBaTte/ibHbIE!
e U3Yy4YUThb HH(POPMALMOHHBIE TEXHOJOIMM CO3JAaHUS, COXPAHEHUS U MOJrOTOBKH K
HeYaTH JOKYMEHTOB C IMOMOIIBI0 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.
Bocnurarejbubie:
e (opMupOBaHHE CaMOCTOATEIBHOCTH IIPU BBIIOJIHEHUU MPAKTUYECKOH paboThl U
OTBETCTBEHHOCTHU pu padote ¢ I1K;
e Boopyxenne = yyamuxcs = NpaBWIBHBIM  METOAOJIOTUYECKHM  IMOIXOAOM K
ITO3HABATEJIBHON U IPAKTUYECKOM ACSATEIBHOCTH.
e Bocrmuranme TpynomoOus, WHUIHMATHBHOCTH W HACTOWYMBOCTH B TPEOAOICHUU
TPYIHOCTEMN.
e  BOCIUTHIBATH AKKYPaTHOCTb.

Xoa npakTu4eckoit padbornl

1. O3HaKOMHTBCS C METOAMUYECKUMH YKa3aHUSIMHU

2. BpIMONHUTE 33/1aHUE Ha KOMITBIOTEPE, OTBETUTH Ha BOIPOCHI
3. Hamwucate otyer, clienath BbIBOJ K IPAKTUYECKOH paboTe

Meroan4yeckue yKasaHus

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

Habop TEKCTa,

pelaKTUPOBAHHE;

(hopMaTupoBaHUE;

COXpaHEHHE OKOHYATEJIIbHOTO BapHaHTa IOKYMEHTA;

o s wb

I1e4aThb.

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 moBblit 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 CJIEAYIOUIMMH IOJSMHU: BEpXHEE M HMKHEEe — 10 2 CcM, JIeBO€ (C Y4eToM
HEO0OXOAMMOCTH MOIIIMBAHUS JOKyMEeHTa) — 3 cM, rpaBoe — 1,5 cM.

Hlpudt xapakrepusyercs TapHUTYpOW, pasMEepoM, HaYepTAaHHMEM U IIBETOM.
Crannaptroii uis Microsoft Word siensiercst rapautypa Times New Roman, oHa moAXOauT JJist
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 KOMOMHAIUSX
(Hampumep, MOMYKUPHBIM KypCUB C MOJYEPKUBAHUEM) M CIY)KAT JJSl BBIJCIEHUS HEKOTOPBIX
3JIEMEHTOB TEKCTA.

K ocHOBHBIM mapameTpam a03ara OTHOCATCSI BEIpaBHHUBAHKE, OTCTYI CJIEBa U CIIPaBa,
OTCTYI (MK BBICTYI) KPAaCHOM CTPOKHU, MHTEPBAJ Mepe]l ad3areM U MOocie HET0, MEKCTPOUHBIM
UHTEpBAJI. BhIpaBHUBaHWE — IO JIEBOMY M TPaBOMY Kparo, MO IEHTPY, MO IIHUPUHE —
MpeIHa3HaYeHO AJs MPUAAHUS JOKYMEHTY 3aKOHUYEHHOTO aKKypaTHOro Buia. BelpaBHUBaHUE
M0 LEHTPY PEKOMEHYeTCs] MPUMEHTh K 3arojioBKaM, a MO HIMPUHE — K OCHOBHOMY TEKCTY.
MeXCTpOUHBI HMHTEpBAJl XapaKTepU3YeT pPACCTOSIHHE MEXIy CTpOKaMH B ab3are, OOBIYHO
Ha3zHayaeTcs paBHbIM 1,5. OTCTYIBI M MHTEPBAIbI HCIOIB3YIOTCS AJIS BBIACICHUS HEKOTOPBIX
ab63aueB. OOsA3aTeNbHBIM 3JIEMEHTOM al3ala SIBJISETCS KpacHas CTPOKa, A ee OpOpMIICHHS
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
NYHKT MOXeET cojepkaTb MNOANYHKTHI). Ilo cmocoOy o0003HaueHUS MYHKTOB pas3inyaroT
MapKUpPOBaHHbIE U HyMEPOBAHHBIE CITHCKHU.

Baxxno momuuth, yro Microsoft Word npemocrasnser u apyrue, ropasmo Oosee
HIMPOKUE, HEXKEIH OMUCAHO BBIIIE, BOBMOXHOCTH (hOpMaTHPOBAaHUSA JTOKYMEHTOB. VX ciemyer
aKTHBHO HCIOJIb30BaTh B 3aBUCUMOCTHU OT XapaKTepa cO3/1aBaeMOro IOKyMEHTa.

[lpu paGoTe Ham TOKYMEHTOM HEOOXOAWMO PETYISIPHO COXPAHATH Pe3yJIbTAThI
IUIOJIbI CBOETO TPY/la, HE HAJIesICh Ha aBTOCOXPAHEHUE.

3ananue

[ToaroroBeTe M 0GOpMHUTE B COOTBETCTBUU C TPeOOBAHMUSAMHU TE3UCHI JOKIAa JUIs
y4acTusi B HAy4YHOU KOH(DEpEeHITHH.

TpeGoBanus k 0popMICHUIO
1. Tlapamerpsl crpanuibl: JucT A4, anbO00MHasi OpHEHTalus, BepxHee moje — 3 cM,
OCTaJIbHBIE — T10 2 CM;
2. Ilpudt: Times New Roman, 14 mr;
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3. AO3ai; BRIpaBHHBAHHE IO IIUPHUHE, TOJYTOPHBIM MEXKCTPOYHBIA WHTEPBaAJ, MHTEPBAI
nepen ad3zauem - 0 o, nocie — 0 0T, OTCTYN NepBOM CTpokU — 1,5 cm;

4. OdopmieHne «IanKuy: TepBas CTpOKa — Ha3BaHUe (mpomucHble OykBbI 14 mT,
IOJIy’)KUPHOE HauepTaHUE, BHIPABHMBAHME IO LIEHTPY), BTopas ctpoka — @O aBropa
(14 nT, oObYHOE HadYepTaHUE, BHIPABHHBAHHE IO IIEHTPY), TPEThsl CTPOKa —
HalMEHOBAaHUE YUPEXIEHHs, ropoa, cTpaHa (14 nt, Kypcus, BBIpaBHUBAHUE 110 LIEHTPY);

5. Tekcr nomxeH OBITh pa3MeIlleH B JBYX PaBHBIX [0 IIMPUHE KOJOHKaX OTAEJICHHBIX
BEPTUKAJIBHBIM Pa3JIeIUTEIEM, INUPUHA IPOMEXYTKA MEXKAY KOJIOHKaMu 1,5 cm;

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, BolpaBHUBaHUE
10 LEHTpY, 14 nT.

Xon paboTsl:
1. Orxkpoiite TekcToBbIil pexaktop 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 (daiin>Co3natb>/dokyment MicrosoftWord wmnu
AQHAJIOTUYHO C MIOMOIIBI0 KOHTEKCTHOTO MEHIO).

2. CoxpaHute JOKYMEHT B CBOEH Mamke 1moJl Ha3BaHueM 3aHsartue 2.

Hcnonp3yiite komanay Paiia>Coxpanutrs kak. [lo xomy paboTel HaJ JOKYyMEHTOM HeE
3a0bIBAiTe MEPUOJIMYECKH COXPAHSATh BHECEHHbIE M3MeHeHUs KoMaHqoi daia>CoxpaHuTh
WIM COOTBETCTBYIOIIEH KHONIKOM IlaHeIm HHCTPYMEHTOB.

3. Habepwure mamnky 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 €¢
MIOBTOPHO), B KOHIIE Ka)/10T0 a03alia HaKkuMaeTcs kiaBuma Enter. Y januTh JUIIHAE CUMBOJIBI
MokHO knaBuiieidt Del, ecian oHu pacmonokeHs! cripaBa OT Kypcopa, Wi Kiasuineit Backspace,
€CIIM OHHM pAacIlOJIOKEHBI cJieBa. PeKOMEHJIyeM He YCTaHAaBIMBATh 3apaHee IapaMeTphl
dbopmarupoBanus mpudTa u adb3arna.

4. Habepure TeKCT ¢ U300paKEHU METOAMUYECKUX YKa3aHHUH.

Brizenure TekcT mpu noMomuy MblmK Wik koMmanaoW IIpaBka>Bbiaeants Bce,
ckorupyite ero komannod IIpaBka>KomupoBaTh WM C TOMOIIBIO COOTBETCTBYIOIIEH
kHONKM Ha IlaHeJM MHCTPYMEHTOB WIH MOCPEICTBOM KOHTEKCTHOTO MEHIO. [[Ji1 BCTaBKH
dbparMeHTa yCTaHOBHTE KypCOp B BBIODAaHHOE€ MECTO JOKYMEHTA W HCIOJB3YHTE KOMAaHIY
BceraButh npueMamMu aHaJIOTMYHBIMU IPOLEAYPE KOITUPOBAHUS.

5. VYcraHoBuTe mapameTphl CTpaHHIBI, MmpUdTa, abd3alma COOTBETCTBYIOIIHE
TpeOOBaHUSIM.

[TapameTprl crpanuibl (quct A4, anbOOMHas OpUEHTAllMs, BEpXHee mojie — 3 cM,
OCTaJbHblE — MO 2 CM) BBEIUTE B JAMAIOTOBOM OKHE, OTKpHIBAEMOM KoMaHJamu Paii
>IIapameTpbl CTPaHUIBI.
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Boimenuts Bech Tekcr (IIpaBka>Bwimesuth Bee). Ycranosute rapautypy (Times New
Roman) u pasmep mpudra (14 nT), BBHIpaBHUBAHHE IO IIHPUHE IIpY  [IOMOIIH
COOTBETCTBYIOIIMX KHONOK IlaHeu MHCTPYMEHTOB, MEKCTPOUYHBIN MHTEpPBaI (IIOJYTOPHBIN),
uaTepBanel nepen (0 nt) m mocne (0 nr) ab3ama, orcTyn mepBoit crpoku (1,5 cmM) — B
nuanoroBoM okae @opmar>A63au. Beiiemnsist pparMeHTsI TEKCTa, OTIIMYAIOIIUECS 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,

MyHKTYaIlUOHHBIE OIIHMOKH U OMEYaTKH.

He 3a0piBailiTe 0 BO3MOYKHOCTM HCIOJb30BATh  ABTOMATUYECKYIO  IPOBEPKY
npaBonucanus. CiioBa ¢ rpaMMaTHYeCKMMHU OLIMOKaMU MOJYEPKUBAIOTCS KPaCHOW BOJIHUCTOM
JMHUEH, a MpeNoKEeHUs] C MYHKTYallMOHHbIMHM omnOkamu — 3eneHoi. [lpu menuke mpaBoit
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
IIPABWJIBHOE HAIIMCAHUE.

7. YCTaHOBHUTE pacCTaHOBKY MEPEHOCOB.

Bocnone3yiitech  auanoroBeiM okHOM CepBuc>S3pik>PaccTaHoBka mnepeHOCOB.
YcranoBure Guiaxkxok ABTOMATHYECKAS PACCTAHOBKA MIEPEHOCOB.
8. Pa3smecTHTe TEKCT B ABYX KOJOHKAX.

Beigenute Bech TekcT. Bocnonb3yiitech auanoroBsiM okHOM ®opmat>KoJI0HKH.
Bribepute Bapuant /IBe koo0HKH, ycTaHOBHUTE (Puiakki KoOJIOHKM OIMHAKOBOI HMIMPUHBI U
Pa3zpenuresib, BBEAUTE MHUPUHY IPOMEKYTKA MEXKIY KOJTOHKAMH.

9. Odopmure coriiacHO TPEOOBAHUSIM «IIATIKY» TE3HCOB.

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. CoznaiiTe BepXHHI KOJTOHTUTY — HYMEPAIUIO CTPAHMII.

Bocnone3yiitec komannoir BeraBka>Homepa crpanun. BriGepute mnonoxkeHue u
BbIpaBHHBaHKUE HoMepa. CHumuTe ¢uiaxkok Homep Ha nepBoii crpanuie.
11. YcranoBure TpeOyemslil pazmep mpudra (14 0T) A58 HOMEPOB CTPAHUIIBL.

Jis penakTUpoBaHHsI KOJOHTUTYJA BOWIUTE B HEro JABOWHBIM IIETYKOM MBIIIH.
OOpaTtuTe BHUMaHKE, YTO U3MEHEHHS, BHECEHHBIC HA OJTHOW CTpaHMIIE, PACIIPOCTPAHIIOTCS Ha
octanbHble. J[7 BBIXOJA W3 KOJOHTUTYJIA JBAXKIBl IICTKHATE HAa OCHOBHOM TEKCTE WIIA
HOXKMHTE KHONIKY 3aKPBITh MTAHESTH HHCTPYMEHTOB KOJIOHTHTYJIBL.

12. CozpaiiTe HUKHUN KOTOHTUTYIL.

[IpensapurensHo ckommpyiite PO aBropa. OTKpOWTE KOJOHTUTYJBI KOMaHIOW
Bua>Kousionturyisl. [lepemecTuTech B HMKHUM KOJIOHTUTYJI BTOPOW CTPAaHUIBI 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
HOSIBUJICS HA BCEX CTPAHUIIAX, KPOME MEPBOI.
13. IlponmumtocTpupyiTe TEKCT pUCyHKamMu puc.l ¥ puc.2 U3 manku 3aHaTHe 2 B
nanke CTy/eHT.

YcraHnoBute Kypcop B MecTo BcTaBKku (otorpadum. OTKpoiiTe AMAIOrOBOE OKHO

BceraBka>Pucynok>U3 ¢aiina. Bribepure HeoOXomumblii ¢ailm ¥ HaXMHUTE KHOIKY

BeraButs. M3menute cnoco® o0TekaHns 00bEKTa TEKCTOM: OTKPOWTE U3 KOHTEKCTHOTO MEHIO

nuanorosoe okHO MPopmar pucyHka, Bkiaaky IloJiokenme u BpiOepute BapuaHT Bokpyr

pamku. [lepemecture gororpaduro B TpedyeMoe mosiokeHue mpu mnomomu Muiy. Obparure

BHUMaHHE Ha COOTBETCTBUE PACIIOI0OKEHNU TEKCTa BOKPYT Gororpaduu odpasiy.
14.TIpoBeppTe COOTBETCTBUE OGOPMIIEHHS TE3UCOB TPEOOBAHMUSM M COXPAaHUTE UX

OKOHYATEJIbHbIN BAPUAHT.

Jis mpocMOTpa MHOTOCTPAaHMYHOI'O JOKYMEHTa YAOOHO IOJb30BAaThCS (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 IIOMOUIbIO COOTBETCTBYIOIIMX KHOMOK Ha IlaHenanm
HHCTPYMEHTOB. BepHYThCSI K 0OBIYHOMY PEKUMY MOYKHO, HAYKaB KHOTIKY 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
odopmieHHs HMcTa IEPBUYHOIO OCMOTpPa CTAllMOHAPHOTO 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 Bunsl cnirickoB Ber 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 JIEKTPOHHBIX CJIOBApsX; MO3HAKOMHUTHCSI C OCHOBHBIMH BO3MOKHOCTSIMU IIPOTPAMMBI-
Opaysepa InternetExplorer; ocBouTh HaBbIKM 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.

Pa3BuBaromme

e  CHOCOOCTBOBAThH PAa3BUTHUIO IIO3HABATEIILHOTO HHTEPECA Y yUaIIUXCS;

e  CIOCOOCTBOBATh PA3BUTHIO TBOPUECKON aKTUBHOCTH yUalllUXCS;

e pa3BHUBaThb HaIJISIHO-OOpa3HOE MBILIUIEHUWE, MaMsITh U YMEHHUE CpaBHUBAThb M
aQHAJIN3UPOBATH;

BocnurarteanHbIe

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

OcHalleHue: epCOHAIbHBIA KOMITbIOTEP, KOHCTIEKThI, KAPTOUKHU-3aJaHNs, YIEOHUKH.
Xox padoTsl
CaMOCTOATENBHO U3YYUTh TEOPETUUECKUM MaTepHall.

TeopeTuyeckas 4acTh:

s csi3u ¢ Internet ucrmonp3yercs crienraibHasi MporpaMma — opaysep.

Ceroans Hambollee MOMyJISAPHBIMH Opay3epamu sBisitorcs  Opera, Google, Firefox wu
InternetExplorer. OcuoBHOe Ha3zHaueHue Opay3epa — 3arpyska BeO-crpanuipl 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).
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Anpecanusi B ceTH:

IP-anpec DNS-anpec

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

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

ru — cepBep HaxoauTcs B Poccuu

YacTp azpeca pas3zieneHHas TOYKaMH Ha3bIBACTCS
JIOMEHOM.

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.
Hekortopele Bemy, Kak HampuMep, HNOMCK B OIPOMHBIX MAacCHBAaX 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

PaccMoTpuTe BeO-cTpaHMIIBI, ONpPENENUTE HA3HAUEHHUE caiiTa, OMNpeIeNuTe TOCYAapCTBO, 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: KAKMM 00Pa30M aJIpecyroTcs CTPAaHUIIbl OJJHOTO caiTa?

3aganue 2:

Ortkpoiite nporpammy EnternetExplorer. 3arpy3ure crpanuily anekTpoHHoro cioBaps B. Jlans
— www.slovardalya.ru. B tekctoBoe mosie ITouck mo cjioBapro: BBEIUTE CIIOBO, JEKCHUECKOE

3HaYE€HHE KOTOPOTO BaM HYXHO 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 cebe 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

MPEAJIOKCHHOT'O CIIMCKaA:

Maccus KommyHnukanus ToJkoBbIe CaoBapu-
cJI0Bapu nepeBoTYNKHA

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

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

Jloruka CepBuc www.efremova.info

MamsaTs Matpuna 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

