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IHosicHUTEBHAA 3aIIMCKA

MeTtoauueckre peKOMEHIAIMN K BBIMOJTHEHHUIO MPAKTHUECKUX paboT Mo
JTUCIUTLIINHE «Uudopmartukay npeHa3HAYCHbI TUTSI OpraHu3aluu
CaMOCTOATENbHON paboThl CTYJIEHTOB TMEPBOrO0 Kypca OYHOTO OTACIICHHUS
cnenuanbHoctr 43.01.09 TloBap, kKoHAUTEP HA YPOKE.

[IpakTyeckre pabOTHI TMO3BOJIAIOT 3aKPENHUTh, CHUCTEMAaTU3UPOBATh M
OTIPEICIUTh YPOBEHb 3HAHUN U YMEHUH MO TeMaM TuciuIuInHbl « AHbopmaTikay.

W3yunB TeopeTWYecKuil MaTepuan, BBHIMOJIHUB MPAKTUYECKUE W
KOHTPOJIUPYIOIIKE 3aJaHusl, CTYJEHT OyneT o0yiajaTh YCTOWYMBBIMU 3HAHUSMU,
YMEHHUSIMH Y HaBBIKAMH UCTIOJIB30BAaHUSI KOMITBIOTEPHBIX TEXHOJOTUH B OyayIieit
po¢heCCUOHATIBHOU JIEATEIIbHOCTH.

[lepen BHINOTHEHUEM CTYACHTAMHU MPAKTUUECKON pabOThI MpenoiaBaTeib
MPOBOJAUT WHCTPYKT@X IO BBIMOJHEHUIO 3a/JaHUS, KOTOPBHIM BKIIOYAET IIENb
3aJ]aHusl, €ro COJIep’KaHue, BpEMs BBINOJIHEHUS, OPUEHTUPOBOUYHBIH OO0BEM
paboThl, OCHOBHBIE TPEOOBAHUS K Pe3ysibTaraM padOThl, KPUTEPUU OIICHKU TECTa
Y TIPAaKTUYECKOTO BBITTOJIHEHUS 3aaHMsI.

Bce Bompockl Tecta M BapuaHThl OTBETOB BBIBOJSATCS B CIydyallHOM
nopsake. IIporpamma TtectupoBaHus paboTaeT B CBOOOJHOM pEXUME, TJe
TECTUPYEMBbIH MOXXET OTBEYaTh Ha BONPOCHl B JII0OOOM MOCIEI0BATENIbLHOCTH,
NepexouTh (BO3BpaIlaThCa) K JHOOOMY BONPOCY camMoOCTOsITeNbHO. B Tecrte
NPEeIyCMOTPEHbl  CJHEAYIOIIME  TUMbl  3aJaHuid:  OJUHOYHBIA  BBIOOP,
MHO’KECTBEHHBI BBIOOp, YCTAHOBJIEHHWE TMOCIEAOBATEIBHOCTH, YCTAHOBIICHUE

COOTBCTCTBUA.



KpnTepnn OII€CHKH BBLINMOJHCHHBIX 3anaHnﬁ H CTCIICHU OBJIAACHUSA

3aIIAHMPOBAHHBIX YMEHM I

Kputepun o1ieHKH BBITIOJHEHUS 3aJaHUM 110 MPAKTUYECKUM pabOTaM:

Onenka

TpeOoBaHMsI K 3HAHUSM

OTJINYHO

OneHka «OTJIMYHO» BBICTABISETCA OOydYaIOLIEMYCsl, €CJIM OH ITyOOKO
U TPOYHO YCBOWJI IPOIPAaMMHBIM MaTepual, HCUYEPIbIBAIOIIE,
IIOCJIEZI0BATENBHO, YETKO U JIOTMYECKH CTPOMHO €ro M3J1aracT, yMeeT
TECHO YBS3bIBATH TEOPHUIO C IMPAKTHKOH, CBOOOTHO CIIPABISETCS C
BOIIpOCAMHM U APYTUMHU BUJAMM INPUMEHEHUs 3HAHUN, NPUYEM HE
3aTPYIHAETCS. C OTBETOM IIPU BUJIOM3MEHEHUH BOIIPOCOB, UCIIOJIB3YET
B OTBETE MaTepual HOPMaTUBHO-IIPABOBOM JIMTEPATYyphl, NPaBUIBHO
00OCHOBBIBAET IIPUHATOE PELLICHHE.

XOpOLIO

OneHka «XOpOIIO» BBICTABIIAETCS OOy4arolleMycs, €CIM OH TBEPIO
3HAeT MaTepuai, FPaMOTHO U 110 CYIIECTBY M3JIaraeT €ro, He JOoIycKas
CYLIECTBEHHBIX HETOYHOCTEM B OTBETE€ Ha BOIPOC, IPaBUIbHO
IIPUMEHSIET TEOPETUUYECKUE TOJOKEHUS MIPU PELICHUH MPaKTHYECKUX
BOIIPOCOB, BJaJ€eT HEOOXOAMMBIMM HAaBbIKAMU M IIPUEMaMHU HX
BBINOJIHEHUSL.

YIOBJIETBOPUTEIHHO

OneHka «yJOBJIETBOPUTEIHHOY» BBICTABIACTCA OOYYarolIeMycs, €Clid
OH MMEET 3HaHUs TOJBKO OCHOBHOI'O MaTepHalla, HO HE YCBOWJ €ro
JeTaned, JONycKaeT HETOYHOCTH, HEIOCTaTOYHO IPaBHUJIbHBIE
(GOpMyIUPOBKH, HapYyIIEHUs JIOTUYECKOW TMOCIEeI0BAaTEIbHOCTH B
M3JI0’KEHUU TIPOrPaMMHOI0 MaTepHara.

HCYHOBJICTBOPUTCIILHO

OlleHKa «HEYIOBIETBOPUTEIHHO» BBICTABIIACTCS OO0yYaromeMycs,
KOTOpPbIA HE 3HAET 3HAYMTENIBHOW 4YacTU MPOrpPaMMHOr0 MaTepHaia,
JOTYCKaeT CYIIECTBEHHBbIE OINUOKHU, HEYBEPEHHO, C OONBIIMMHU
3aTpyJHEHHUSMH BBIMONHSIET MpakTudyeckue padorel. Kak mpaswuio,
OIICHKA «HEYJIOBJIETBOPUTEIIBHO» CTABUTCS CTYIEHTAaM, KOTOpbIE HE
MOTYT TIPOJOJDKUTH OOydeHHe Oe3 IOTMOJHUTEIBHBIX 3aHITHH 110
COOTBETCTBYIOLIEH TUCIUTIIIUHE.




O01mmue MeToAM4YeCKHUEe PEKOMEHIAIUHU 110 OPTAHU3AUN U
NMPOBEJACHUI0 MPAKTHYECKUX PadoT

Ka)KI[OQ MMPAKTHYCCKOC 3aHATHUC HAYHUHACTCA C OpPraHU3allMOHHOTIO
MOMCHTA, BKIIIOYAIOMICTO IIPOBCPKY ITOCCITACMOCTH, TOTOBHOCTHU 06y11a}0m14xc;1 K
3aHATHUIO.

[lepen HawasioM mnpenoaaBaTeNb CTaBUT MEpes OOY4YaIOMIMMUCS 3a/1auu,
IIPpOBOJUT 06HIHﬁ HHCTPYKTAXK I1O BBIITOJIHCHUIO BaﬂaHI/Iﬁ (TGXHI/IKG 0€e30IMacCHOCTH
Ha paboyem MecTe).

B xozxe BpINOJIHEHMS 3aJaHUN MPENOAABATENb HAMPABISAET, KOHCYJIBTUPYET
06yan0mec;1, IIPOBOAUT IIPOBCPKY 3HAaHUH U YMGHHﬁ, ACJIaCT aHaJIu3

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



MeToanueckue peKOMeHIAIUN JJIs1 IPAKTHYECKUX PAadoT M0 TeMe:
TexHosorun 00padoTKM TEKCTOBOI MH(OPMANH

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

3agaun:
Oo0yuaromue:
®  PAcCMOTPETh NOHSTHS TEKCTOBOIO PEAAKTOPA U TEKCTOBOT'O MPOLIECCOPA;
® DPAcCMOTPETh OCHOBHBIE BO3MOXHOCTM TEKCTOBOTO pPENAaKTOpa M  TEKCTOBOIO
poreccopa;
® paccMOTpeTh NpaBuiia 0(OPMIIEHUS TEKCTOBBIX IOKYMEHTOB,;
® BBECTHU U 3aKPENUTh MOHATUS PEIAKTUPOBAHUA U (POPMATHUPOBAHHUS;
PasBuBaromme:
e pa3BUTHE YMEHHUS 00paOOTKH U MPEICTaBICHUS TEKCTOBOM HH(pOpMAINH;
e B XO0Ae peuieHUs oOpa3oBaTENIbHBIX 3aJad CO3/4aTh YCJIOBUA JJIsl  Pa3BUTHUA
MBICITUTENILHON 1€ATEIbHOCTH yUallluXCsl;
e CrocOOCTBOBAaTh Pa3BUTHIO NMO3HABATEIbHON AKTUBHOCTH yUallIUXCS;
® pacUIMpEHUE Kpyro3opa;
® DPa3BUTHE HABBIKOB CAMOKOHTPOJIS U B3aUMOKOHTPOJIS.
BocnurareiabHnbie:
e crocobcTBOBaTh  (POPMHUPOBAHUIO  YCTOMYMBOIO HMHTEpeca K  HCIIOJIb30BAHUIO
MH(OPMaLIMOHHBIX TEXHOJIOTHH B Oyyiiel mpodhecCHOHAIBHOM e TeNbHOCTH;
e BOCNHMTaHKWE UHPOPMALTMOHHOMN KYJIBTYpHI;
e BOCIHMTAHHWE BHUMATEIILHOCTH;

® BOCIHHUTAHHWEC aKKYPATHOCTH.

Xoa npakTu4eckoii padorbl:

1. OTBeTHTH Ha BONPOCHI BXOJHOI0 KOHTPOJIS:

e Kak yacto BaM mpuxoJuTcs paboTarhk ¢ TeKCTOBOM nHpopmanuei? B uem 3akmodaercs
3Ta pabora?

e Kakue TeKCTOBbIE JOKYMEHThI BaM MPUXOAUTCS CO37aBaTh?

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

e [IpuBenurte npuMepsl TEKCTOBBIX JTOKYMEHTOB.

2. O3HAKOMHTBCS ¢ KPATKHMH TeOpeTHYeCKHUMH CBeIeHUSIMH.

PaccMoTpenne noHATHI pelaKTUPOBAHMUS U ()OPMATHPOBAHMS
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Peoaxmuposanue - mporiecc U3BMEHEHUS COIEPKaHUS TEKCTOBOTO IOKYMEHTA.

Dopmamuposanue - Tporecc OoGOpMICHUS JOKYMEHTa B COOTBETCTBHH C
TpeOOBAHUSIMU.

[IpaBriia ohopMIIEHHSI TEKCTOBBIX VIEOHBIX JOKYMEHTOB

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

TexcToBOl y4eOHBIM MTOKYMEHT AO/KEH OBITh OTIEYaTaH Ha TNMpUHTEpe (Ha OJHOMU
CTOpOHE JIMCTA) Ha CTaHJAAPTHBIX JHCTax Oenoit Oymaru dopmara A4 (210X297 mm) mpudTom
14 (12).

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

[lo Bcem ueThlpeM CTOpOHAM JIMCTa CIEAYeT OCTaBUTh IOJIA: pa3Mep JjieBoro noius 30
MM, MPaBOTo 15 MM, BEpXHET0 U HUKHETO 1oJiel He MeHee 20 M.

TexkcToBble TOKYMEHTHI OGOPMISIOT B BHAE COPOLIIOPOBAHHOW MOSCHUTEIBHOMN
3aMUCKH.

B ckBO3HYI0 HyMepaliio CTpaHUIl BKIIOYAIOTCS MPUIIOKEHUS U CIIMCOK JIUTEPaTypHl, a
TaK)Ke WCIIOJTHCHHBIC HA OTACIBHBIX JINCTAX PHUCYHKH, TpauKu, TuarpaMmbl, TaOJIHIBI H
KOMITbIOTEpHBIE pacnieyaTku popmata A4.)

PaccMoTpeHHe NOHATHII TEKCTOBOI0 PeJaKTOPa M TEKCTOBOIO0 Npoleccopa

Hokymenm — 3T0 3aUKCHpOBaHHAas Ha MaTepUaIbHOM HOcHUTele HHpopManus c
PEKBU3UTAMH, MO3BOJIAONIAs €€ UACHTUUIMPOBaTh. (Dedepanvhuiii 3akon « 06 ungopmayuu,
uHgopmamuzayuu u 3auume uHGOPMayuUu»)

TexcToBbIi peAakTop — 3TO MpUKJIAJHAs porpamma i CO3JaHMs, peJaKTHPOBaHuUs,
(dbopmaTupoBaHUs, COXpPAHEHHs U OPTaHU3AIMK NI€YaTH TEKCTOBOTO TIOKYMEHTA.

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

Bonee coBepiieHHbIE TEKCTOBBIE pemakTopsl (Hampumep, Microsoft Word wu
OpenOffice.org Writer), koTopble Ha3bIBalOT TEKCTOBBIMH MPOIECCOPAMH, MMEIOT IIHPOKHIMA
CHEKTP BO3MOXKHOCTEH MO CO3JaHHI0 JIOKYMEHTOB (BCTaBKa CIUCKOB M TaOJMI, CpelrcTBa
npoBepku opdorpaduu, UCOIB30BaHNE CTUJIEH U IA0JIOHOB Ip.).

Ha3nauenue u ocHOBHbIE BO3MO:kHOCTH MS WORD

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

Bo3moscnocmu, xkotopsie ipeocTaniseT nmporpamma Microsoft Word:

1. BO3MOXXHOCTH CO37aBaTh HOBBIA JOKYMEHT, MCTOJB3Yyd MpU ATOM MmaliaoHbl. CTOUT
YTOYHHUTH, YTO CIOJIa BXOJAT TaKWe IIA0JOHBI, KOTOPbIE MOTYT HCIIONH30BATHCS IS
CO3aHUSI CTAHIAPTHBIX MUCEM, TTO3APABUTEIBHBIX 3aMUCOK, (PAKCOB, OTYETOB U JPYTUX
JIOKYMEHTOB.

2. B03MOXHOCTH OJTHOBPEMEHHO OTKPBIBATh M padOTaTh HE C OJTHUM YHCIIOM JJOKYMEHTOB.

3. ABTOMaTHuYECKHU MPOBepATH opdorpaduio, CTUIUCTUKY U TPAMMATUKY ITPH BBOJIE TEKCTA
B JJOKYMEHT.



10.

11.

12.
13.

14.

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

Brurodaet B ce0s paciiipeHHbIe BO3MOKHOCTH 10 JOPMATHPOBAHUIO JOKYMEHTA.

MS Word, B ornnuue ot WordPad, mo3BossieT BeIpaBHUBATH JOKYMEHT IO 000UM KpasiM
(wmu  TO  TEHTPYy), a TaKXKe TNPEJOCTaBIsET BO3MOXKHOCTh  HCIOJIb30BaTh
MHOTOKOJIOHOYHYIO BEPCTKY.

B03M0OKHOCTh IPUMEHSTH CTHIIH [UIsE OBICTPOTO (hOPMATHPOBAHUS JIOKYMEHTA.
[IpenocraBissieT  BO3MOXXKHOCTH 1O  aBTOMAaTH3allMd  BBOJA  CTaHAAPTHBIX U
MIOBTOPSIFOLIMXCS 3JIEMEHTOB TEKCTA.

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

[To3Boysier BKJIIOYATh B TEKCT JJICMEHTHI, KOTOpPbIe OBUTM CO3JaHBI B JIPYTUX
nporpammax, Bxomsanmx B Microsoft Office: snexTponHbie TabmUIBI, rpaduyueckue
n3zo0paxenus unu ¢pororpaduu, rpaQuKy, BUACOU300paKEHUS, 3BYKH U MHOTOE JIPYTOE.
B03MOXHOCTh TMOATOTaBJIMBATH THIIEPTEKCTOBBIC JIOKYMEHTHI Internet u mpocThbie
AJIEKTPOHHBIC TAOJIUIIBL.

B03M0OXKHOCTh aBTOMAaTHYECKHE CO3/IaBaTh YKA3aTelI M OTJIaBJICHUE JJOKYMCHTA.
Bo03MOXHOCT I OTIIPaBKHA TOTOBOTO JOKYMEHTa cpaszy u3 Word'a mo 37eKTpoHHOM
MOYTE WK K€ IPYTOMY YeJIOBEKY WIIH MPEANPUATHIO Ha (akc.

ConepXuT BCTpOECHHYIO 00BEMHYIO CUCTEMY ITOMOIIH U MacTep MOJICKA30K.

CouyeTanue KJIaBUII
PaccMoTpuM BO3MOXKHBIC COUETaHUS KJIaBHII B TEKCTOBOM mpoiieccope MSWord

leiicTrBue CoueTaHue KJIaBUII

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 BJIEBO. 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.

Brinenenne nim oTMEHA BEIIEICHUS SHIFT+CTPEJIKA BITPABO

OJTHOTO 3HaKa CIIpaBa OT Kypcopa.

Brinenenne niy oTMEHA BEIEICHUS CTRLA+SHIFT+CTPEJIKA BJIEBO

OJTHOTO CJIOBA CJIeBa OT Kypcopa.

Brinenenue niu orMeHa CTRL+SHIFT+CTPEJIKA BITPABO

OJTHOTO CJIOBa CIpaBa OT Kypcopa.

Brienenue gpparmenta ot SHIFT+HOME

[0 HavaJla CTPOKH.

Brienenue gparmMenTa ot Kypcopa SHIFT+END

[0 KOHIIa CTPOKH.

AOQ3aIHBIN OTCTYTI TAB



Bepxnuii peructp (3ariaBHble OYKBBI) CAPS LOCK

Cosznanue Hepa3pbhIBHOTO Mpoodera. CTRL + SHIFT + ITPOBEJI
Co3znanne Hepa3pbIBHOTO Jeduca. 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 BbIJIEIIEHHOTO TEKCTa CTRL+C

Wi 00BEKTA.

Bripe3anue BbIICIIEHHOTO TEKCTA CTRL + X

Wi 00bEKTA.

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

PaccmoTpenne okHa TeKCTOBOIro npoueccopa Word

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

TEKCTOBOI'O IIpoHeccopa Word e KE, 4TO U CTPYKTYPHBIC 3JICMCHTBI OKOH PpaCCMATpPUBACMBIX

HAaMH paHEEC APpYIrux p€aaKTOpOB.

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

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

9JICMCHTA CJIICAYCT IMOCTaBUTh HOMECP C COOTBECTCTBYIOIIMM HA3BAHUCM.

KOHTpOJII)HbIe BOITPOCHI

10.

1.

HazoBurte ocHOBHBIE OOBEKTHI IOKYMEHTA:

CUMBOJT — MUHHMAJIBHBIA 2JIEMEHT TEKCTOBOTO IOKYMEHTA

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

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

Kak HacTpouTh OCHOBHBIE MapaMeTpbl cUMBOJIOB? Kakue nerde BOCHPUHUMAIOTCS
4eJI0BEYECKUM IJ1a30M?

Kakue ocHOBHBIE TapaMeTpbl a03a1leB Bbl MOKETE Ha3BaTh?

Kak HacTpouTh OCHOBHEIEC TapaMeTphI a03areB?

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

Kakne HocuTenu BO3MOXKHO UCIIONB30BATh U1l XPAHEHUS! TEKCTOBBIX JOKYMEHTOB?
Kakoe Ha3BaHue MOMy4niIM JOKYMEHTHI, XpaHsiuecs Ha BuHuectepe, CD, DVD, flash?
Yro ke CIYKUT AT CO3JJaHUs TEKCTOBBIX JIOKyMEHTOB?

Kakue TpeboBanus, mpeabsBisieMble K 0hOPMIICHUIO JOKYMEHTA BBl 3HaeTe?



MeToauueckune PECKOMECHIAIINA NI IPAKTHICCKUX paﬁoT Imo TeMe:

PeﬂaKTHpOBaHI/Ie TEKCTOBOI'0 TOKYMCHTA

Lesb: HayyuTh BBINOJHATH BBOA M PEAAKTHPOBAHUE TEKCTOB, OCBOMTH HECKOJIBKO
npuéMOB BBIJCIICHUSI U TepeMelieHust (parMeHToB TEKCTa uepe3 Oydep oOMeHa, M3MEHATh
CTPYKTYPY U BHEIIHUH BUJ JOKYMEHTA C TOMOIIBIO 3ar0JIOBKOB.
3agaun:

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

Pa3BuBaromme:
® pa3BUTHE YMEHHUS 00paOOTKU U MPEACTaBICHHS TEKCTOBOM HHPOpMAIIHH;
e B XoJe pemeHus o0Opa3oBaTENbHBIX 3a/Jad CO3/aTh YCIOBUS JUIsl Pa3BUTHUA
MLICHHTGHBHOﬁ JCSATCIIBHOCTHU yqaumxc;[;
® CriocoOCTBOBAThH PA3BUTHIO TIO3HABATEILHOW AKTHBHOCTH YJAIIUXCS;
® pacIHIMpPEHHE KPyro3opa;
® PpAa3BHUTHE HABBIKOB CAMOKOHTPOJIS U B3AMMOKOHTPOJIS.

BocnuraresbHble:
e crnocobcTtBoBaTh  (POPMUPOBAHUIO  YCTOMYMBOIO HMHTEpeca K  HCIOJIb30BAHUIO
MH(OPMALIMOHHBIX TEXHOJIOTHH B Oynyiiel npoecCHOHaIbHON e TeNIbHOCTH;
e BOCHUTAaHHE UH()OPMAITMOHHON KYJIbTYPHI;
® BOCIHMTAHHWE BHUMATEIILHOCTH;

® BOCHHUTAHWEC aKKYPATHOCTH.

Xoa npakTu4eckoii padoTbI:

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

2. Yb6enutech, 4TO BKIIOYEHA pyccKas packiajika KiIaBHaTypel. B mpoTuBHOM ciydae
MIEIKHUTE TIO yKa3aTeio s3bIKa Ha TaHETd WHAWKAIWA U BHIOEPUTE B OTKPBIBIIEMCS MEHIO
yHKT Pycckuii.

3. BBeauTe ¢ kinaBuaTypbl TEKCT CIEAYIOLIETO COAEPIKAHUS:

Tskeantid mammuaa T — 10

Caapnoit kopryc Tanka T — 10 umen cnoxnyro kopoOuaryio ¢popmy ¢ J1000BOM 4acThiO B
dopMme «iryubero Hoca». bopra — cocraBHble, M3 BepXHEH HAKJIOHHOW W HIDKHEH THYTOU
yacTteid. BepxHuii KOpMOBOH IUCT KOpmyca ObLI BBIMOJHEH OTKHIHBIM — JUIsl 0OecriedeHwHsI
JIOCTyIla K arperataM TpaHCMHUCCHUM. J[HWINE Koprlyca INTaMIOBaHHOE, KOPHITOOOpa3HOMH
dbopwmpbl. B 3aaHei yacTy (1o CUIIOBOM mepeaadeil) THUIIE TII0CKOE.

bamas — nurtas, oO0TexkaeMod (OpPMBI C TEPEMEHHBIMH yrjaMH HaKJIOHA CTEHOK |
nepeMeHHoN TommuHon — oT 250 MM B HocoBoM wactu 10 40 MM Ha JUTOW YaCTH KPBIIIH.
bamns ycranaBnuBasiach Ha IIAPUKOBOW OMOPE HAJZl BBHIPE30OM MOAOANMICHHOTO JIUCTA KPBIIIH
KOpIyca TaHKa.

[lepenusis 4acTh KpbIId OalTHU OTIWBAjIach 3a0JHO C KOPITyCOM OarmHu, a 3aaHss
W3rOTaBIIMBajIach W3 OpPOHEBOrO JKMCTa W BBAapUBalgach B KphINIy. B 3TOM nmcre cmpasa
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pacrioylarajicst JIIOK 3apspKarollero, Haj KOTOPbIM MOHTHUPOBAJIACh YCTAHOBKA 3EHUTHOIO
nynemera. CrieBa pacrosaraics JIIOK, HaJl KOTOPBIM pa3Melanach KOMaHIHUpCcKas OalleHka.

BeinoJsinure ciaenywomee popmaTupoBaHHue JOKYMEHTA:

1. Boigenute ciioBo mammHa (/{60tiHoti wenyox no cio8y) v 3aMEeHUTE €ro Ha CIOBO
TaHK

2. Beinenure nepsyto crpoky (Vemanosume ykazamens mvluiu ciesa mak, 4moovl
cmpenKka yKasvleana Ha cmpokry u wénknume mviuvio). YcraHosure: pudrt 18, sxupHblid,
KYPCHB, TI0 LICHTPY, NpUNIOAHATHIA, u€pHbli (['maBHas~ Hlpudr)

3. Beinenure ab3am: nepBoiit ([[{énknume €60t KHONKOU Mbluiu NO NEPEOM) CILO8Y
a6zaya u naxemume Shiftu ne omnyckas e2o wénxknume no nocieonemy crogy abzaya), BTOpoi
(yvcmanosume yrkazamenv mviuiu creéa om abzaya max, Ymobvl CmMpenKa yKasvleaid Ha He2o U
08axcObl WENKHUmMe 1e60U KHONKOU Muluiu), TpeTuil (Tpuscovt wénknume ne60u KHONKOU
Mbluu no aobomy ciosy abzaya)

4. Otdopmarupyiite mnepBbId ad3al: BBIIENWTE TMEPBBIA ab3am JOOBIM U3
PacCMOTPEHHBIX METOOB, BEIPABHMBAsSI 10 LIMPUHE, KpacHast cTpoka — 1 cm (I'maBHas ~ AG3zar
~» Orctynsl U uHTepBadbl ~* Otcryn ~* IlepBas ctpoka ~* 1 cm ~#OK), MeXIycTpOUHBIHA
uHTepBal — nonytopHelid (['maBHas ~» A63an ~» Otctynbl U uHTEpBaibl ~* MHTepBanm ~»
Mexnayctpounsnii ~ 1,5 crpoku ~ OK), uarepBan nepex ad3anem 12nrt (mynkroB) (I'maBHas
~> A63ar ~* Otcrynsl 1 uHTEpBaibl ~ UHTepBan ~ [lepen ~» 12 nt ~» OK), mpudt 14 (kerip
mpudra), Arial

5. Cxomnupyiite popmarupoBaHue nepBoro adzana Ha Apyrue (Bolioerume nepewiii
absay, uaxcmume knonky Popmam no obpaszyy, 6 epynne bygep obmena menio Inasnas,
npooenaiime my dice nocie008amelbHOCHb Onepayuil OJisi BMopo2o 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 npedylodCeHus) U yCTAHOBUTE KypCUB

7. Bropoe npeanoxenue: Boiaenaute 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 — MoTYEPKHYTOEC

b) Uerséproe — wuHrepBan paspsokéHHbldi (ImaBmas ~ Ilpudr ~ HWuarepsan

~»urepBan~? Pazpsxénnsiii™® OK)
c) Ilaroe — mpudt yrorenusiit (Imasuas ~ Ilpudr ~Ilpudr™ BunonsmeHenue
Yromnennsiii ~* OK)

d) Ilecroe — mom4epkHYTh BOJHHUCTOW nuHMEH cuHero nBera (I['maBmas ~* Ilpudr
~>[Hpudt~> [oguépkrupanue (BbIOEpUTE BOTHUCTYIO 4epTy) ~* L[BeT momauépKkuBaHus
(cunuit) ~» OK)

e) Cempmoe — tum mpudra ComicSansMS, ycraHOBHTH Bce OYKBBI NpPEATIOKECHUS

nponucHbiMU(I maBuas ~ Ilpudt ~» Peructp~* Bee nponucHbie)

f) BocbMmoe — Tun mpugTa Garamond

g) Hessitoe — Book Antiqua

h) JMecsatoe — Arial Narrow

10. Beigenurte cioBa OamrHs W OamHu KpacHbIM 1BeToM (I'maBnas ~» lpudt ~ Liser
TekcTa ~* KpacHslii)
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10. CxonupyiTe MepBhIid a03all U BCTaBbTE €r0 B KOHIIE JOKYMEHTa U OCYIIECTBHUTE
npocTaHoBKy 3arosioBka (['maBnas ~» Ctunu ~* BeinenenHas uurara)

11. Cwmectute, mociaeAoBaTelIbHO BBIACHSS, BBEPX M BHU3 (uUepenys), HCIOJIb3Ys
HAJICTPOYHBIH M TIOJCTPOYHBIN 3HAKM CIEAYIOIIME CIOBOCOYETAHHMS TEKCTa: KOpPOOYaTyIO
dbopMy, KOPMOBOW JIHCT, IIAPUKOBOH OMOPE, dYacTh KpBIINIM, 3CHUTHOTO IyIeMETa,
komangupckas Oamenka (I'maBnas ~llpudr~Hanctpounsi 3nak (IlogcTpounslii 3HAK)).
[TocnenoBaTenbHO BBIAEISASA CMEIIEHHBIE CIIOBA, TPUMEHUTE K HUM 3aJUBKY 11BeTa OpaHKeBbIil,
akteHt 6 (I'maBHas ~*A63an~*3anuBka ~» OpaHKeBbIi, aKIEHT 6)

12. OcymiectBute 3amMeHy OYKB: «K» Ha «M» BO BTOpPOM ab3aile, NpeaBapUTEIbHO
BeiiesiuB ero (I'maBHas ~*PenmaktupoBanme~*3ameHuTh"*HaiiT (BBeauTe OYKBY «K») "
3ameHuTh Ha (BBemuTe OYKBY «M») ~* 3aMmeHHTHh BcE€). OOpaTuTe BHMMaHUE HA KOJUYECTBO
MIPOU3BEIEHHBIX 3aMEH.

13. Beoigenute 4erBEépThIM ab3all M OCyllecTBUTE TMOUCK OykB «H» (I'maBHas
~»PenaktupoBanne~*3amenuTb"*Halitn (BBeautre OykBYy «H») ~* Haiitu B " Tekymui
¢dparmenT). CkolbKO OYKB «H» B TeKCTe JaHHOTO ab3ana? OCylmecTBUTEe MOUCK U MOACUYET OYKB
«O», «I», «p» B TEKCTE JAHHOTO ad3aria.

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

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

OcHOBHbIE COYETAHUA KJIABUII, HEOOX0IMMbIE 1JI51 Pa00ThI C TEKCTOM:

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

Ctrl + C (yuuTbIBasi aHTIIMHCKYIO PACKIAAKY) — TO3BOJISET CKOMUPOBATH BBIACICHHBIH
TeKcT B Oydep oOmeHa

Ctrl + X— mo3BosisieT BbIpe3aTh BBIACICHHBINH TEKCT

Ctrl + V- no3BoJisier BCTaBUTh TEKCT U3 Oyhepa oOMeHa

Ctrl + Shift + C— mo3BossteT ocymiecTBUThH opmar mo oopasiry

Ctrl + B— 103BOJISICT BBIJCITUTH TEKCT MOJTYKHUPHBIM

Ctrl + |- mo3BoJIsI€T BBICIHUTH TEKCT KYPCHBOM

Ctrl + U- nmo3BossieT BBIACIUTH TEKCT MOTYEPKHYTHIM

H3MeHeHne MEeKIyCTPOUYHOTO HHTEpBAIA:

Ctrl +1 — ynTepBan 1

Ctrl +5 — unarepBan B 1,5 ctpoku

Ctrl +2 — nBoitHOM MHTEpBAT

Ctrl + = mo3BoJsieT YCTAaHOBUTH MOJICTPOYHBIH 3HAK

Ctrl + Shift + + — mo3BosnsieT ycTaHOBUTH HAACTPOUHBIH 3HAK
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MeTozmquKne PERKOMEHIANUN NJIA MIPAKTHYCCKHUX paﬁoT 10 TEME.

Bo3MokKHOCTH JUHAMUYECKHUX (JIEKTPOHHBIX) TA0JIMIX

Leab padoThI:0CBOUTH OCHOBHBIE ONEpAIUH 110 CO3/IaHUIO, PEJAKTUPOBAHUIO U O(DOPMIICHUIO
AIEKTPOHHBIX Ta0JIHII, TOCTPOCHHUIO IPapUKOB U AUArPAMM.

3amaun:
Oo0pa3zoBarteibHbIe:
® - IPaKTUYECKOE MPUMEHEHUE U3Y4aeMOro MaTepHraa;

® - 3aKperuieHWe 3HaHWW OOmMX NpuHIMIOB padotel MS Excel m ymeHuUs cocTaBisiTh
Ta0JIMIy JUIsl pelIeHNs] KOHKPETHOW 3a/1auH;

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

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

® - pa3BUTHE yMEHHUH NMPUMEHATh 3HAHMS JUIS PELICHUS MPUKIAJHBIX 33/1a4 C MTOMOIIBIO
AIIEKTPOHHBIX TAOJIHII;

® - PAa3BUTHUC KOMMYHI/IKaTI/IBHOI\ﬁ KOMIICTCHIINH,

e - ¢opmMHUpoBaHHE MHPOPMALTMOHHON KYJIBTYPBI U OTPEOHOCTU MPUOOPETEHHSI 3HAHUH.

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

e - mpodeccHOHaJIbHAs CaMOOPHEHTAllUs M TOATOTOBKAa CTYJIEHTOB K TPYJIOBOM
JeATEIIbHOCTH

Xoa npakTH4eckoii padoThl

1. O3HaKOMHTHCS C MCTOANYCCKUMH YKa3aHUAMU
2. BremmonauTs 3a7aHne Ha KOMITIBKOTCPEC, OTBETHUTH Ha BOIIPOCHL
3. Hamnucarn OTUCT, CACIATh BBIBOJ K HpaKTI/I‘{CCKOﬁ pa60Te

OGopynoBanue, TpPUHOOPBHI, AaNmapaTypa, MAaTepPHAJBI:IEPCOHAIBPHBI  KOMIBIOTEP,
nporpamma MSEXcel.

KpaTkue Teoperuyeckue cBeieHuUsI.

Hpe}ICTaBHeHI/Ie JaHHBIX B BHUAC IMPAMOYTOJIBHBIX Ta6J'H/III SABJIISACTCS y2106HI)IM n
NPUBBIYHBIM. B Buje TaObmuIy MOKHO OGOPMIIATH IIEOBBIE JOKYMEHTHI: CYeTa, HaKJIaIHbIE,
BEJOMOCTH | mpodee. J[isi paOGoThl ¢ TaONIWYHBIMHM JAHHBIMH TpEIHA3HAYCHBI COBPEMEHHBIE
MPOrpaMMbl, Ha3bIBacMble JIEKTPOHHBbIMH Tadaumamu. [IpuMepoM 3IIEKTPOHHBIX TaOIUIL
CITy’KaT 3JeKTpoHHbIe Tabauibel MS Excel.
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Bce nannbie Tabmuibl pasmemaroTcs B siueiikax. ColepKUMBIM STYECHKH MOXKET OBITh
TEKCT, YACJIOBOE 3HAUYCHHE WA (popmyia.

BBOI[I/ITB JaHHBIC B DJICKTPOHHBIC Ta6J'II/IHBI MO>XHO C IIOMOIIBIO aBTO3aIIOJIHCHHU, a
TAKXXE HCIIOJIb3Yys APYruc€ IpUEMbl BCTABKH CTPOK U CTOJ'I6HOB HUJIN IIPUEMBI YIAJICHHSA CTPOK,
CTOJ'IGI_[OB U sdeek. TekcT W 4mcia pacCMaTpuBarOTCA KaK KOHCTAHTBI. U3MeHHUTh, MX MOXKHO
TOJIBKO ITIYTEM PCAAKTHPOBAHUSA COOTBCTCTBYIOIIUX SAYCCK. (DOpMy.]'IBI K€ aBTOMATH4YCCKH
NEPECUYUTHIBAOT CBOX 3HAYCHUS, KaK TOJIBKO XOTsA OBI OIHWH UX OII€paHI ObUT H3MEHEH.

B Excel onepamnuu mnepeMeleHus W KOMUPOBAHUS JaHHBIX OCYIIECTBIISAETCS C
nomotsio Drag-andDrop (,,ieperamuts U 6pocuts”) u Oydepa odMeHa. s KOmupoBaHus B
Excel wucrnosnp3yercss Mapkep 3amoJHCHHS — paMKa BBIICIACHHS B IPAaBOM HIDKHEM YIIIY,
UMCIOINAsl  YTOJIIICHUE, HAlOMUHAIONIEe NPSIMOYTOJIbHUK. [IpM moMOIIM HEro MOXKHO
CKOITUPOBATH COJICPIKUMOE B COCETHUE STUCHKH.

@®opmysa — 3TO COBOKYITHOCTHh ONEPAHIOB, COSAMHEHHBIX MEXIy COOOH 3HaKamu
orepanuil ¥ Kpyribix ckoOok. OmepaHaoM MOXKET OBITh YHCIIO, TEKCT, JJOTUYHOE 3HAYCHHE,
aapec sueliku (cchlUika Ha s4eiky), pynkums. B dopmyrnax paznuuaroT apudmernyeckue
OIepalyy U ONEePALIMU OTHOILICHUH.

Excel nonyckaer apudmernueckue omeparuu "+" — cioxenue, "-" — BbIUHUTAHUE,
""" ymHOXeHHe,"/" — nenenue, """ — BO3BEICHUE B CTENICHB; ONEPAMH OTHONICHMIA: ">"
— Ooubie, "<" — wmensbIe, "=" — paBHO, "<=" — MeHbIIIe WIH PaBHO, ">=" — OOJBIIE WU
paBHoO, "<>" — He paBHO.

ApudmeTrrueckue ornepanyy U ONepaluyd OTHOIIEHUHN BBIMOIHSIOTCS HaJ YHCIOBBIMU
onepanaaMu. Haj TeKCcTOBBIMU oOmepaHaMH BBINONHSETCS €IWHCTBEHHas omepaius "&",
KOTOpasi K TEKCTy IEpBOro OIepaH]a MPUCOEIUHSAET TEKCT BTOPOro omepaHia. TeKCTOBbIE
KOHCTaHTHI B (hOpMyJie OTPaHUYMBAIOTCS BOMHBIMU KaBbluKaMu. [Ipu BbrunciaeHuHn Gopmysibl
CHavaJla BBIMOJIHAIOTCS ONEpAIK B KPYIJIBIX CKOOKax, MOTOM apH(MeTHYecKue OINepaluy, 3a
HUMHU Ollepali OTHOUIEHUH.

Anpec siueliKM BKIIIOYAeT UMSI KOJOHKH M HOMEp CTpOKH. Ajnpeca siueek (CChUIKM Ha
A4YEHKN) MOXHO HCIOJB30BaTh B (opMmynax. Bo3MOXHBI OTHOCHTENbHBIE, aOCONIOTHBIE H
cMmelanHble ccbulkd. CChlIKa, KOTOpasl BKJIIOYAeT UMs KOJOHKH M HOMEpP CTPOKH, SIBIISETCS
oTHOocuTenbHOM. [Ipu xKonupoBanuu Gopmyinbl, a Takke peJaKTHPOBAHUU JIMCTA Takas CChLIKA
Oyner mMomuduIMpoBaTbcsi. B abCOMOTHBIX CCHUIKAX Mepea MMEHEM KOJOHKH W HOMEpPOM
cTpoku crouT cumBoin $. Takue CChUIKM He MOAMGHUIMPYIOTCA. B CMeNIaHHBIX CChUTKax
abCOJIIOTHON SBJISIETCS] Ha3BaHHWE KOJIOHKU M OTHOCHTEIBHON — HOMEp CTPOKH, WIM HA00OPOT
(manpumep, $A1, A$1). B HuX MOTUpHUIHUPYETCs TOTBKO OTHOCHTENIbHAS YaCTh CCHUIKH.

B ¢opmyne moxker OBITH CChUIKA Ha AMana3oH sueek. /[nama3oH MOXET OBITh TOJIBKO
IIPSAMOYTOJIBHBIM. YKa3blBasl [UAIla30H s4eeK, 3aJal0T agpec BEpXHEH JIEBOU SYECHKU U 4depes
JIBOETOUME — aJipec HIDKHEH mpaBoil sueiiku. Ecnu B ¢dopmyse ecTh CChUIKM Ha siueiikw,
KOTOpbIE HaXOJATCA Ha JPYroM JIMCTE, TO CCbUIKA JOJDKHA COAEpKaTb HMs  JIUCTAa,
BOCKJIMIATENIbHBINA 3HAK U aApecC sTYCHKH: Harpumep, auct! Al.
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dyukuuu.Excel comepxur 6omee 400 BcTpoeHHBIX GyHKINH. DYHKIUSA UMEET UMSI U
CIIUCOK apryMEHTOB B KPYIJIBIX CKOOKaX. ApryMeHTaMH MOTYT OBITh YHCIIOBBIE M TEKCTOBBIC
KOHCTAHTHI, SI‘-Ief/'IKI/I, JAUaIta30Hbl A4YCCK. HCKOTOpBIG d)YHKI_II/II/I JOCTYIIHBI TOJIBKO TOrJa, Korjaa
OTKPBITA COOTBETCTBYIOIIAs HAJACTPOMKA.

Beectn ¢yHkuuu B (opMyilny MOXKHO BPYYHYIO WIM C MCIIOJIB30BaHMEM MacTepa
byakuuid. [ pabotsl ¢ MmacTepoM (pyHKIIMH HaA0 HaXKaTh KHONKY Mactep GyHKIHNA MMaHeTn
uHCTpyMeHTOB CTaHJapTHasT WIM BBIIOJHUTh KoMmMaHay Bcmaeka - @yuxyuu. Ilpu 31OM
OTKpBIBAETCSl UANOroBoe OKHO Macrtep (yHKimil mar 1 u3 2, B KOTOPOM MOXXHO BBIOpATh
Kareroputo ¢pyHkuuid. [Ipu BeIOOpe Kareropuu B mosne OYHKIUS BBIBOAUTCS CIUCOK (DYHKITHIA
JAHHOH Kareropuu. B 3TOM crucke MOXKHO BBIOpaTh HYXHYIO0 (yHKIHIO. B cTpoke cocTosHUsS
BBIBOAMTCS KPAaTKOE ONMUCAHNE (PYHKIIUH.

ITocne BbIOOpa pyHKIMM HAIO HaxaTh KHONKY Jlasnee, B pe3ynbTaTe 4yero OTKpoeTcs
OKHO muanora Macrep ¢yHKuui mar 2 u3 2, B KOTOPOM MOKHO YKa3aTh apryMEHTHI ()YHKIIUH.
B none 3naueHue BbIBOAUTCS 3HaUEHUE (PYHKIMM NIPU yKa3aHHBIX apryMmenTax. [locie Haxarus
KHONKH ['0TOBO (popMyIia BCTaBIIsAETCS B AKTUBHYIO SUCHKY.

JUis HarIsgHOrO TPEACTaBICHUS JAHHBIX, BXOJAALIMX B 3JEKTPOHHBIE TaOJIULBL,
ciykaT auarpammsl U rpa¢ukud. OHU pa3menaroTcs 0ObIYHO Ha pabodeM JINCTE U MO3BOJISIOT
NPOBOJIUTh CPaBHEHHE IAaHHBIX, HAXOIMTh 3aKOHOMepHOCTH. EXCel mpemocraBnser mmpokue
BO3MOXXHOCTH B TIIOCTPOCHHM pAa3JIMYHBIX BUJOB JAMarpaMM (JMHEWYaThIX, KPYIOBbIX,
KOJIBLIEBBIX, JIETIECTKOBBIX U T.[I.).

Z[J'ISI MMOCTPOCHUSA JUarpamMm BXOJAT B MCHIO MaCTep Auarpamm, rac BLI6I/IpaeTC51 THUII
AuarpaMmbl, €€ 00bEeMHBII BApHUAHT, HAWAIIA30H MAJAHHBIX W YCTAHABJIIMBACTCSA HA3BAHUC
AuarpaMMbl 1 MCHACTCA IBCT. HpI/I HeO6XOI[I/IMOCTI/I )106aBJ'IHeTC$I JICTCHAAa — IIPAMOYT'OJIbHUK, B
KOTOpOfI INOMCIIArOTCA 0003HaYCHUS U HAa3BaHUS pAAOB JaHHBIX.

ITpu moctpoenuu rpapuka GyHKIHMU CleAyeT BbIOpaTh THUIl JUAarpaMMbl — TOYEUHBIH,
CO 3HAUEHUSIMHU, COEMHEHHBIMU CTJIaKUBAIOIMMU JAHHBIMHU.

4. 3aganue
3amanue 1.

1. Banummte popmyinsl mo Bcem TpedoBanusm MSEXcel:

[y - =r]y -0 ) Uﬁij—ﬂb_ a ¥ -ab i

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

2. CocrtaBbTe A1 3TUX HOopMyIT TaOIUITy 1Mo 00pasiy:
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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 GhopMyity BeIYUCIICHHS B siuciiky E2 u ckonmpyiite B siueiiku E3:E6.
4. lo6aBbTe aOCOMIOTHYIO aapecaliio B HEOOX0IUMBbIC STYCHKU.

5. CoxpaHuTe TIOKyMEHT.

p=05¢ [lax-h)+clx—b
; o x—1

3a0anue 2. 3anumute  Qopmyiy o BCEM

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

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

3aoanue 3. IMeroTcs JaHHBIE O TTPOJIaYKH Ta3€T B TPEX TOPTrOBBIX TOYKAX 3a HEIEIIO:

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

Buecute >ti manHbie Ha Jlucr3 Pabodeld KHUTHM W TOCTPOWTE THUCTOTpaMMy (CTOJIOYATYIO
JMarpaMmy), Ha KOTOpo# OyayT oToOpaXeHbI JaHHBIE Cpa3y 000 BCEX TPEX TOPTOBBIX TOYKAX.
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1. Cospaiite Tabmuiy B8 MSEXcel, 3amonnute ee qaHHBIMH.

2. Bwigenure 6mok kxierok Al:H4, comepkammii manbple s rpaduueckor oOpabdoTKu
([Jlannble pacronmaratorcss B cTpokax. IlepBas cTpoka BBIIEICHHOTO OJIOKA SIBIISCTCS
CTpokoi X KOOpIUHAT (OTIOPHBIE TOUKH); CIEAYIOIINE TPU CTPOKH BBIJCICHHOTO 0JIOKa
cozepxar Y KOOpJUHATHI (BBICOTHI CTOJIOMKOB) IMAarpaMMbl.) ¥ TOCTPOMTE TUArpaMMmy.

3. YkaxuTe 3arojoBOK JAuarpammsl: “Toprosis razeramu’.

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

3aoanue 5. Ha ocHOBE TaOIUIIBI IPOJAXKH Ta3eT (CM. 3a7aHue 3) U MMOCTPOUTE IS Hee IPYCHYIO
nuarpammy (ctosiduarasi auarpamma 2-oi Bu). Pe3ynbTaTel paboThl COXpaHUTE.
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MeToauueckue PECKOMECHIAUNUA NJIA NPAKTHICCKHX paﬁoT Imo TeMe:

TexHosiorust 00padOTKU YUCI0BON MH(POPMATUT

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

3amaun:
Oo0pa3zoBarteinbHbIe:
® [IPAKTHYECKOE MPUMEHEHUE U3Yy4aeMOro MaTepHana;

e 3aKperieHHe 3HaHMK o0muX npuHIMIOB padorel MS Excel m ymenus crtpouthb
JarpaMMBbl JJIs1 pEIIeHUs] KOHKPETHOH 3a/1a4H;

o HpI/IO6peTeHI/IC HAaBbIKOB B IIOCTPOCHHA JdUArpaMMm pasHoro TuWlila, HMCIOIIUX
MMPAKTUYCCKYHO HAIIPABJIICHHOCTD.

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

® Ppa3BUTHC YMCHUU TPUMEHSTH 3HAHHS JJIA PEHICHHS MPHUKIATHBIX 33724 C TOMOIIBIO
DJIEKTPOHHBIX TAOJIHIL;

® DA3BUTHC KOMMyHHKaTHBHOfI KOMIICTCHIINH,

e (QopmupoBanue HHHOPMAILIMOHHON KYIbTYPbI U HOTPEOHOCTH NMPHOOPETEHUS 3HAHUH.

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

e - mpodeccHOHaJbHAs CaMOOPHUEHTAlMs U MOATOTOBKA CTYJEHTOB K TPYIOBOM
JeATEIIbHOCTH

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

Xoa npakTu4eckoi padorsl
Teopernyeckni 10NMOJHUTEIbHBIN MaTepHaJl

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

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

ko3 dunneHtsr @, 8 u C crenaiite a0COJTIOTHHIMH

CCBUIKaMH.

3Hauenus ocu X 3a/1aliTe YePE3 KOHIMEKCIMHOE MEHIO —

Hcxoonvle oannvie — Psio — Iloonucu ocu X — (BO BKJIaKe

HAIPOTHUB) MOCTABBTE KYPCOP U B CBOCH TaOJIHIIC TaHHBIX
18 Brimenure 3HaueHns X, OHU JOIKHBI OTPA3UTHECSA TaM, TIE

ObLT Kypcop.



Bla — 35|+ 4+/6 +20 +0,7¢*

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

CBepbTe C KOHTPOJIBHBIM ITPUMEPOM CBOU PE3YJIbTaThI:
AOCOJIIOTHBIE  CCBLJIKH,

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

npu 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:

[Toxaxwure yunreno!

40,00

20,00

0,00 A

-20,00

-40,00

-60,00

-80,00

-100,00

MOJIb3YUTECH

Janee, moMeHsiTe 3HaUeHUA 4, 6 U ¢ Ha 17, 16 u -6 coorBeTcTBeHHO. OOpaTUTE BHUMAaHUE,

KaK IIpu 3TOM IIOMCHAJIUCH paCYCThI U l"pa(bI/IKI/I.

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

V1(x) =

xg'(a+6)2 ]

a

X

2

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

Vax) = & %

x|a - 8|
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5,00 -

0,00 -

-5,00

-10,00

-15,00

-20,00

-25,00 -

L b
T
/
_ Y1+ 2
Y3 = ))c}(a +y6)
\ ——



MeToauveckue peKOMEHAANNM /ISl IPAKTHYECKUX PadoT Mo Teme:
Pa6ora ¢ pynkuusvu B IT. PaGora ¢ adCOMIOTHHIMM U OTHOCHUTEILHBIMHU CCHLIIKAMM.

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

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

o Hay‘lI/ITCHHpI/IMeHHTL COBPEMCHHOC IIporpaMmMHOC obecreyeHue B PECICHUN
HCCTAaHIapTHLIX 3aaa4.

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

e PazBurtue ymeHus noiab30BaThCs MPEAI0KEHHBIMA HHCTPYMEHTAMM.

e Pacuiputs Kpyro3zop cTyAeHTOB;

e Pa3BuTHE MO3HABATEIILHOIO MHTEPECA Ha YpOKax MHPOPMATUKU

BocnurarenabHble:

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

e BocnurteBaTh y CTyJIEHTOB YMEHUE y4aCTBOBAaTh B JUAJIOrE, OTCTAUBATh CBOKO MO3UILIHUIO,
CTPEMIIEHHE K B3aMMOTIOHUMAaHUIO

e [loOyxnmaTe CTyIEHTOB K B3aUMOKOHTPOJIO, BBI3BaTh IMOTPEOHOCTH B 00OOCHOBAaHUU
CBOMX BBICKA3bIBaHHII.

OOopynoBanue, npuOOpbI, anmaparypa, MaTepHAJbl: IEPCOHAJIBHBIA KOMIIBIOTEP,
nporpamma MS Excel.

Teopernyeckasi 4acThb.

VYV kaxaon syeiiku ectb cBOM ajapec. OH OJHO3HAYHO OMPEIEISETCSs HOMEpaMu
cToilna M CTPOKHU, TO €CTb, umeHnem suyeviku. CyleCTBYeT OTHOCHUTEIbHAs U aOCONIOTHAS
aapecanus siueek. [Ipu oTHOCUTENbHOM aapecalyd BO BpeMs aBTOMAaTHUECKOIO 3alOJHEHUS U
KOIUPOBAHUS aJipeca siueeK U3MEHSIIOTCS.

Opnako WHOTJA BO3HMUKAIOT CHUTYyallUM, KOTJa MpHU 3alojiHEHHEe s4yeeK (opMyIoi
HEOOXOJUMO COXPaHUTb abCONIOMHbIL adpec AYeuKu €cld, HaIpuMep, OHa COACPKHUT
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3HaUCHHE, HMCIOJIb3YyeMOE IMPH IMOCIEAYIOIINX BBIYUCICHUSAX B JPYIHX CTPOKaX W CTOJIOLAX.
Jns Toro droOBl 3ajaTh CCBHUIKY Ha SYEWKy Kak aOCONMIOTHYIO, HaIo 3aaaTh Iepen
0003Ha4YeHHEM HOMEepa CTOJIONA UIIK HOMEpa CTPOKU CUM BOJT «$»

Taxum 0O6pa3om, cchlIKa Ha sSUelKy, HarpuMep Al, MoxeT ObITh 3amucaHa B popmysie
yerblpbMsi criocobamu Al, $Al, A$1l u $AS$1. [lpu 3anonHeHuu sueexk (GopMysaon Kak
OTHOCHUTEJBbHAS pacCMaTPUBACTCS TOJIBKO TA YacTh aJpeca, Iepe]] KOTOpoil HeT cuMBouia «$».

3ananue 1:

3anyctuth EXCEL.
Coznmate TabnuMIy A MOJACYETa CTOMMOCTH TSATH KOMIBIOTEPOB, €CIIH CTOMMOCTH
Y3JI0B JIaeTcs B JI0JIIapax.

Haxnannas
OdunmanbHbIT Kypc
JoJutapa
Ile C
. HlarMeHOBAHIC cHa, Ha, pyo. ;);1(1;1%0 yMMa, ;
yO0.
CucteMHbIi 010K =C
00 6*$D$3
JTucruteit
50
KnaBuarypa
0
[TpunTEp
50
Cxanep
00
3ByKOBas Kapra
5
I\Y%0811108
KoBpuxk
Cymma:

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

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

Kypcop ycranoButh B sueiiky A3 u Habpats "Kypc nomnapa"

Boinenuts stueiiku A3-C3  u Ha maHenu MHCTpYMeHTOB "dopmatupoBaHHe" HaKaTh
KHOTIKY "OOBeTMHUTH U TIOMECTUTH B IICHTpE".

B staeiixy D3 3anecTtu odurmanpHbIi Kypc A0suiapa.
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B saeiixy A5 3anecute NoeNe., B B5 -" HaumenoBanme" u T.11.

3arosHUTH TaOJIUILY U 3aHECTH B STYEHKH pacyeTHbIE (YOPMYIIBI.

YcTraHoBHUTE BHEIIHUE U BHYTPEHHUE TPAHUIIBI TAOIHIIB.

YcranoButh daaxok «®Daitm\[lapamerper\lononaaurtensro\[lokaszaTe mapameTpsl JUist
crnenyromiero yucta\[loka3piBaTh GOpPMYIIbI,  HE UX 3HAUCHHSD.

Y6parts nokas popmyi.

[TepeiiTu Ha nUCT 2

Co3marte d2JEKTPOHHYIO TaOJUIly pacueTa CTOMMOCTHM O€H3MHa Ul Ipoe3ja Ha
aBToMoOmiIe U3 MockBbl B croiuilel rocyaapcts CHI'. OCHOBHBIMH JaHHBIMH IS pacuera
ciyxkat: pacxox aBTomoOmieM OensuHa Ha 100xMm mytu, neHa 1 i OeH3MHA, pacCTOSHHUE 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 CtonmocCTh

MocKBBI OeHsuHa, pyo. | OcH3HMHA, $

Tannuu 650

Pura 500

Bunbaioc 450

MuHCck 320

Kues 1100

EpeBan 3100

baky 2600

Tounucu 2420

Acrana 2500

Amxaban 4050

Jyuran6e 4750

Jl5is onpeneneHusl CTOMMOCTH O€H3WHA HY>KHO MyTh pa3aenuTh Ha 100, yMHOXKUTH Ha
BeIMUMHY pacxoja oersuHa Ha 100 kM myTH (abcontoTHAs apecanusi) U YMHOXKHUTH Ha LieHy 1
11 Oen3uHa (abCoNOTHAS apecarus)

YcTaHOBHTE BHEITHUE W BHYTPEHHUE TPAHUIIBI TAOTHITHL.

BriBenute Ha  3KpaH pacuetHbie  Gopmynbel.  (YcTaHOBUTH  (DIa)ox
«Daiim\ITapamerpsr\lononautenpao\[loka3ats napameTphbl TSt CIIETYIOIIETO
mucta\lloka3siBaTh POPMYIIBI, & HE UX 3HAYCHHUSY).

OTMeEHUTH BBIBO/JI bopmy. Yo6patpb ¢maxok
«Daiinm\[Tapamerpsr\lononaurensHo\[lokazars napameTpsl TSt CJICAYIOIIETO

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

Haxarp Ha kHonky "KonupoBaTs" Ha nmaHenu HHCTpyMEHTOB (BOKpyr BbII€IEHHOTO
y4acTKa MOSIBJISIETCS LITPUXOBAst IMHUSA B BUJE OErarolluX MypaBbEB)

[lepeiitu Ha UCT 3 U yCTaHOBUTH Kypcop B stueiky Al

Haxatp Ha kHonky " BcTtaButh " Ha maHeI MHCTPYMEHTOB.

Haxatp ki1. ESC (OTMEHUTH BBIZICTICHUE).

[TepeiiTu Ha nuct 3

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

Coxpanuts kHury nog umeneM «IIP_Ne » B Bamieii mamnke.

3aBepmuTh padory B EXCEL.

3amanue 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 =A?+B?

0,1

0,9
1
Cymma

Cp.3HaueHue

1. Jlns HaxoXIEeHHsI CPETHETO 3HAYCHHS HaKaTh KHOMKY "BcraBka dyHkumu'", BHIOpaTh
¢ynkuuu no tumny "Cratuctuueckue', B mpaBoM okHeE BbIOpaTh ¢pyHkuuio "Cp3Hau'.
2. YcTaHOBUTE BHEUIHHME U BHYTPEHHHE I'PAaHHIIBI TAOIUIIbI

3. BrBeaute Ha AKpaH pacueTHbIe dbopMyIBI. (YcranoBuTh braxok
«Daitm\[Tapamerpsr\/JononauTtensHo\[ loka3aTh rnapameTpbl TUISL CJIEYIOILETO
mucta\[loka3biBaTh HOPMYIIBL, @ HE UX 3HAUCHUSI).

4. Ornedaratb TaOIUILy ¢ HOpMYTIaMH.

5. OTMeHHTH BBIBOJ (POPMYIL.

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 cronben X BBenute ciydaiinbie yucna or 0 1o 1. ( Kypcop Ha mepByio CTpoky u

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

10. HameuaTath Tabiuily Ha IPUHTEPE.

11. Beigenute nocneaHuii cTonoer.

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 cTosiOlja M CKONUPYHTE BO BCE CTPOKU
cTonomna.

BriBenute IIOKa3 bopmyL. (YcranoBuUTH ¢maxok
daiin\[Tapamerpsr\JononaurensHo\[lokazaTh napameTpsl Ui CJIEAYIOIIErO
mucta\[loka3piBaTh (OPMYIIBL, @ HE UX 3HAYCHUSI).

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

Beruucnuth cpeiHee 3HaYeHHE KaXJ10To CTOJI01A.

CoxpaHuTh paboTy B Ballleil mamnke.

3aBepmuth padoty B EXCEL.

Jocuueckue pynkuyuu ¢ EXCEL:

ECJIA ( YcnoBue; Beipaxxenne A; Beipaxenue B )

U (Ycnosue 1; VYciosue 2 )

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

3aganue 3:

3anmyctuts EXCEL.

Penmte cucremy ypaBHEeHMH U NPEICTaBUTh B TaOIMYHON opme.

Y= { SIN (X), mna X>0.5
COS (X), mns X<=0.5
IMopsiioK BHINOJIHEHHUS 3 aHUS.

Co3natp TabaMIly M 3aHECTH pacueTHbIE (POPMYIIBI.
Jdns 3anucu GOpMyISBl ¢ YCIOBHEM HYXKHO INENKHYTH Mo KHomke fx (BcraBka ¢yHKINH),
BbIOpaTh Kateroputo «Jlornyeckue», «Ecmu», OK, B mepBoil cTpoke 3ammcaTh JOTHYECKOE

BBIPAXXEHHE, BO BTOPOW CTPOKE BBIPAXKEHHE, KOTOPOE YIOBJIETBOPSIET YCIOBUIO, B TPEThEH —

BBIPAXKCHUC, KOTOPOC HC YAOBJIICTBOPACT YCIOBHUIO.

MIPUM JIA HY)KHO 3aII0JIHUTH CTOJIOCIT =0.5) , a 3HAUCHHUS IMHCAHO B sSTUCHK

Ha ep, ec 0 3armo croiboen Y (X<=0.5) , a 3Haue X 3ammcaHo elKe

B3, To B mepBoii cTtpoke HyxHO 3amucath B3<=0.5, Bo BrOpoit - SIN(X), B Tperneii — 3HaK
2 2 2

nmpoOen B kaBplukax ““ . TeKCT Bcerza Hy>KHO BBIBOJUTH B KaBbIUKaX).

| X | SIN(X) | COS(x) | Y (X<=05) | Y (X>05) |
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B cronben X BBeauTe cirydaitabie yucia ot 0 1o 1.
3anecure B Ta0nuily GopMyIbL.

YcTaHOBUTH BHEIIHUE U BHYTPEHHUE IPAHUIIBIL.
BriBenure Ha JKpaH pacdeTHbIE (hopMyIIBI. (YcranoButh hraxxok
«Daitm\[Tapamerpsi\/JononautensHo\[loka3aTh napameTpsl TUIS W1(913% 011 (SY0)
mucra\lloka3piBaTh POPMYIIBI, & HE UX 3HAYCHUSY).

Otmenuts BoiBOI Gopmyi. (Cusare ¢naxok «Daitm\[Tapamerpor\onoaaurensHo\[lokaszaTh
napameTpsl s cieyroriero gucra\llokassiBaTh GOpMYITbI, a HE UX 3HAYCHUS.

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

[lepeiiTu Ha nuct 2

Cosznath Tabnuiy «Tabenb ycreBaeMOCTH IS TISATH YETIOBEK.

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 1o 20 ¢ okpyriaeHueM 10 OiHKanIero meaoro.

= HEJIOE(CJTYUC()*20)

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

3anecTH B Ta0auLy (HOPMYJIBL.

YcranoButh nokas Gopmys.

VY6path pexxuM BbIBoJ1a GOPMYIL.

Tabenb ycieBaeMocTH

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

CamocrosiTesibHast padora.
Ilepeiitn Ha snuct 3
[TpomaBubl B 3aBUCUMOCTH OT 0OO0BbEMa MpPOJAX MOJYy4ar0T KOMHCCHOHHBIE B CIIEAYIOIIUX

pa3Mepax:

o 500 000 - 3%

ot 500000 o 750000 - 4%
ceeize 750 000 - 5%

Ecnmu o6wvem mpogax npessimaer 1000 000 py6., To mpoaaBel Moay4YaeT MPEMUIO B pa3Mepe
50% ot cymmsl, npessimaromeit 1000 000 py6. Pemuts 3amauy st 10 mpogaBnoB B Buje
tabmuipl. O6beM mpoaax BbIOMpalTe ciaydaiHbIM oOpazoMm B uHTepBaie ot 0 mo 1 500 000
py0. ¢ IByMs 3HaKaMU TOCJIC 3aMsTON B ICHE)KHOM (hopmare.
Coznath TaOaMILy A HAUUCICHUS 3apIliaThl TPOAaBIaM.
Pacuer 3apnuiaTsl
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NeNe ®.1N.0. | O6béM mpomax

Komuccuonnsie

[Ipemus

Hroro

9

10

Hroro:

3anectu B TabauIy OpMyIIbl M OTIEUaTaTh Ha MPUHTEpPE TabIuUIy ¢ hopMyliaMu

Ilepe coxpaHUTh KHUTY B Balllei Mamke.
3asepiuth padoty B EXCEL.
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MeTozmquKne PERKOMEHIANUN NJIA MIPAKTHYCCKHUX paﬁoT 10 TEME.

MS Power Point-mporpamma Jist CO31aHusI MPe3eHTaAIM i

Lear pa6orbi: l3yueHHe OCHOBHBIX (YHKIMOHAIBHBIX BO3MOXKHOCTEH IPOrpaMMHOIO
o0ecrieyeHus1, MPETHA3HAYCHHOTO ISl CO3J[aHUs M JEMOHCTPAIMU 3JICKTPOHHBIX MPE3eHTANH,
[TpuoOpereHue MNPAKTUYECKMX HABBIKOB II0 KCIIOJIb30BAHUIO IPOrPAMMBI  [TOJTOTOBKH
MpEe3EHTalNI

MS PowerPoint u rpagudeckoro penakropa Microsoft Photo Editor.

3apaun

Oo0pa3oBartenbHas:

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

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

® DPa3BUBAaTb YMCHHC COCTABJIAATH OTYCT O HpaKTquCKOﬁ pa60Te, HHq)OpMaL[I/IOHHYIO
KOMIICTCHTHOCTDb, AJITOPUTMHUYCCKOC MBbBIIIJIICHHUE, II03HABATCIBbHYHO AKTHUBHOCTb U
CTPEMIICHHUC K CaMOO6y‘laeMOCTI/I CTYACHTOB.

BocnurareanHnas:

® BOCHUTHIBATh BHUMAHUE, AKKYPaTHOCTb, 3CTETUUYECKUI BKYC, OEpEXKINBOE OTHOIIEHUE K
KOMIIBIOTEPHON TEXHUKE U IPOrPaMMHOMY 00€CIEUEHHUIO.

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

1. CamocTosTeNnbHO U3YUYUTh TEOPETUUECKUE CBEACHUS.

2. BbINOMHUTH 3aJaHUS IPAKTUYECKON pabOThI

3. OTBeTUTHh Ha KOHTPOJbHBIE BOIPOCHI

4. OdopMHTBH OTYET K IPAKTUUECKOI padoTe

IMopsinok BbINOJIHEHHUS PAadOThI
1. CamocTOSTENbHO U3YUYUTh OCHOBHBIEC CBEJICHHS O CO3/IaHUU AJICKTPOHHBIX MTPE3ECHTAIIHIA
2. BBINOTHUTH 33/1aHUS K IPAKTUYECKOU paboTe.
3. BrmmonuuTs UHIUBUAYAIBHOE 3aJIaHUEC COTJIaCHO BapUaHTy, BBIJAHHOMY
MIPEToIaBaTeIIEM.
4. OcdopMHUTh OTUET MO pe3yIbTaTaM BHIIOJHEHUS UHIUBUIYaJbHOTO 3a/1aHUS.
5. 3ammTHUTH pe3yabTaThl padOTHI.

Kparkue TeopeTrnyeckue cBeIeHHs
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Co3nanue 2J1eKTPOHHBIX Npe3eHTanuil. TepMuHo0OruYecKuii cjioBapb

ABTO(uUrypa - HabOp roToBBIX (UTYp, BKIOHArOUIMA B ceOs Takue (UTYpBl Kak OB,
NPSMOYTOJIbHUK, (PUTYPHBIE CTPEIJIKH, BBIHOCKH U JIP.

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

ATpuOyT — mapaMerp TekcTa WM OO0BbEKTa, KOTOPbI MOXKET ObITh M3MEHEH C IIOMOIIbIO
CPEACTB PUCOBAHMS WM KOMAH]] MEHIO.

3anucHasi KHMJKKAQ — IO3BOJISIET BO BpPEMsS JEMOHCTpAllMM IPE3EHTALUU eJlaTh HOMETKH,
3aMeydaHusi, pUKCUPOBATH BOIIPOCHI U HOBBIE UJIEH.

HNHTepakTHBHBbIE Mpe3eHTAUMH — ITOCTPOSHBI HA JUAJIOTEe MOJb30BATENsl C KOMIBIOTEPOM, C
NPEJOCTABICHUEM  II0JIb30BAaTENI0  BO3MOXKHOCTEH caMOMY HaxOIUTh HYXKHYIO €My
UH(POPMALIMIO U ITYTH €€ HaX0XKICHHS.

JIuHeiinble Tpe3eHTAllMM — B HHU3 MaTepHaj pACHOJOXKEH IO MOpSAKY — Hayajio —
IPOIOJKEHHE — 3aBEPILIECHHE.

HenpepsbiBHbIE Npe3eHTAllMM — CBOEOOpa3Hble pekiaMHble posinku. [IpencraBistor coboit
3aBepLIEHHbBIE HH(OPMAIIMOHHBIE POYKThI, HIMPOKO HCII0JIb3YEMbIe HA SKCIIO3UIUSIX.
Ob0snacTh 3amMeTOK — o00jacTe B OOBIYHOM peXHME Ui BBOJA 3aMETOK K craiinawm,
pacrevyaTbiBaeéMbIX B PEKUME CTPAHHII 3aMETOK MIIM OTOOpa)kaeMbIX Ha dKpaHe B pekuMe BeO-
CTpaHUIIBI.

O0pasen caaigoB — ciaii, coaepkauil JaHHbIE 10 IPUMEHEHHOMY 111a0JIOHY OQOpPMIIEHHUS,
BKJTIOYAs MapaMeTphl HIpru(TOB, pa3Mepsl U pa3MeIIeHUEe paMOK, mapaMeTpsl (hoHa I[BETOBBIC
CXEMBI.

O6mbexT — Mr00ast purypa, HapucoBanHas B PowerPoint, a Takxe mobast rpaduka Uik PUCYHOK,
npeoOpazoBaHHbie B popmate PowerPoint.

IIpe3eHTanum co CHeHaApUsIMH — [PEANoJiararoT IOKa3 ClAioB, CHA0XEHHBIX
aHUMHUPOBAHHBIMH ~ OOBEKTAaMH, BUIEOMATEPHAJIOM, 3BYKOBBIM  COINPOBOXKICHHEM U
crietpdPexramu.

IIpou3BoJbHBIN MOKAa3 — TO3BOJISIET CO3/[aBaTh MPE3CHTAIMIO BHYTPH APYrod Npe3eHTAInH,
T.€. MOXHO CTPYIIIAPOBATH OTIMYAIOIINECS CIalAbl B OJHOW MPE3CHTAINH, MpeIHAa3HAYCHHbIE
JUTSL pa3HBIX ayJUTOPUI, TPUCBOUTH UM T'PYIIIOBOE UM M TIEPEXOJUTh K HUM BO BpEMsI TIOKa3a
CIIaiI0B.

IIporoTun — paMKa ¢ MyHKTUPHBIM KOHTYPOM, KOTOpasi 0TOOpa)kaeTcsi Ha cO37aBaeéMOM cJiaiiie
0003HayaeT MECTO JIJIsl pa3MeIleHUs] TAKUX 00bEKTOB KaK 3aroJIOBOK ciaiiia, TEKCT, TuarpaMma,
PHUCYHOK U JIp.

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

CmapT — Teru — 1aHHble, paclio3HaHHBIE ¥ TIOMEUEHHBIE Kak 0coO0bIi Trrl. [IpuMepom naHHBIX,
KOTOpBIE MOTYT OBITh PAaCIO3HAHBI M TIOMEUEHBI C TOMOIIBI0 CMApT — TEra, SIBISACTCS WUMS
MOJIb30BATEs.

CrpaHunbl 3aMeTOK —  pacleyaTaHHble CTPAaHUIBI C  aBTOPCKUMH  3aMeTKaMH,
PAacIoNIOKEHHBIMH  T10]1 COOTBETCTBYIOIIMMHU UM CIIalIaMU.

Yka3zaTe/b — MEHSET IIBET yKa3aTessl MbIILIU WU TIO3BOJISET CIIPATATh €T0.

Ynpapasomue KHONKH — T'OTOBbIE KHOIKH, KOTOPblE MOYKHO J00aBUTh B NPE3EHTALUIO0 U
HAa3HAYUTh JUIsl KHOIIKU TUIIEPCCHUIKY.
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LIBeToBasi cxema — »TO HaOOP M3 BOCBbMHU FAPMOHUYHO MOJA0OPAaHHBIX I[BETOB, UCIOJIb3YEMBIX B
NPe3eHTAIHH.

Kpome Toro, mBeToBpie CXeMbl MOXKHO NMPUMEHATh B JAMarpaMMax M TaOJIMIax, a TakkKe s
NepeKpauBaHys BCTABISIEMBIX B CJIai Il PUCYHKOB.

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

OcHoBHBIE MPHEMBI padoThI ¢ mporpammoii PowerPoint

[TporpamMmma MOAroTOBKU mpe3eHTanmii POWerPoint - 3To cpeiacTBo MOArOTOBKH H
JIEMOHCTpPAIMU CIIaiiIOB, KOTOPhIE MOYKHO HalleyaTaTh Ha MPO3PAvYHbIX IUIEHKAX WM Ha Oymare,
a TaKke JIeMOHCTPHPOBATh NPU IOMOLIM KOMIBIOTEPHBIX NPOEKTOpoB. bnaromaps 3toit
porpaMMe MOXHO TOJTOTOBUTH JI00OE BBICTYIUICHHWE M MPOBECTH €r0 Ha BBHICOKOM YPOBHE C
NPUMEHEHHEM COBPEMEHHBIX TEXHOJIOTUH IEMOHCTPAIIUH IBETHBIX CIIaliI0B.

ITporpamma PowerPoint ucnionbsyer nomownux Office, koTopblit 3apaHee onpeaenser,
TpeOyeTcs M MOMOIIb, IMpeajaras CHpaBKy B 3aBUCHMOCTH OT BBITIOJHSIEMOW B JIaHHBIM
MOMEHT paboThl. OTCeKUBas NEUCTBUS MOJb30BaTeNs, [lomownux peaiaraeT mMyTH BhIXOAA
U3 3aTPYIHUTENbHBIX cUTyalnuii. Hampumep, eciii Bbl OCIEA0BATENBHO BCTABISIETE OJUH U TOT
)K€ PHUCYHOK BO BCE€ Clainbl, [lomowHuk TPEAJIONKUT HAWIYYIIANA CIHOCOO0 — TOMECTUTH
PUCYHOK B 0Opaser claioB, YTO 00EeCleYnT aBTOMATHUYECKUI IOBTOP PUCYHKA Ha KaKIOM
cnaiine. Yepes [llomownuka MOXHO IOJIYYWUTh CIPaBKYy IO paboTe HporpaMM, a Takke
MOJIC3HBIE COBETHI MO0 BompocaMm Oosiee 3(P(PEKTUBHOTO WCIOIB30BAHKUS BO3MOXKHOCTEH
nporpammbl  PowerPoint, HarisgHble NpUMEpbl M TMOIIATOBBIE OMHCAHHS BBITIOJIHEHHS
KOHKPETHBIX 33/1a4.

I[Tocre 3amycka PowerPoint oTkpsIBaeTCss OCHOBHOE OKHO MTPOTPaMMbI M TOBEPX HETO —
JIMaJIOTOBOE HayaJbHOE OKHO (CM.pHCYHOK 1). OCHOBHOE OKHO BKJIHOYAeT CTPOKY 3arojoBKa,
CTPOKY MEHIO, TaHEeJIM UHCTPYMEHTOB, CTPOKY COCTOSIHUSI.

Microsoft PowerPoint - [T1peae Tau | =3
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Puc. 1 — Ctpykrypa okHa mporpammsl PowerPoint
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HavanpHoe OKHO coaepXHUT JABe o0O0JacTU: CO3/aTh MPE3EHTAMI0 U OTKPBITh
npeseHTanuio. B mepBoil  001acTM  IpeanosararoTcs  pas3iiMyHble  CIOCOOBI  CO3JaHMS
IIPE3CHTALAN:

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

llabnon ogopmnenuss MO3BOJISET MPUMEHATH 3apaHee pa3pabOTaHHBIE CTPYKTYPBI,
[[BETOBbIE MNaIUTp U (OHBI IS CO3AaHMsA  Habopa CIIAaWI0B MO CTaHJAPTHBIM THIIAM
Mpe3eHTAlNH;

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

Jliig ynodcrBa paboThl HaJl IPE3EHTALUSAMU CYIIECTBYIOT Pa3HbIE PEKUMBI.

Peswcum cnaiioos. B 3ToM pexuMe co31al0Tcsl U KOPPEKTUPYIOTCS Caiiibl, HA KOTOPbIX
MO>KHO Pa3MECTUTh TEKCT, rpapuKy WK co3/aBaTh AUArPaMMBI.

Copmuposwux cnatioos. JIaHHBII pPEXUM TO3BOJIAET ONPEICIUTh OYEPEAHOCTH
MOSIBJICHUS CJai/IoB Ha 3KpaHe, a Takke 3(h(deKTsl MpH mepexoie OT claiia K claiiay B
Ipolecce MPe3eHTaIUH.

Pesxcum cmpanuy ¢ 3amemxamu. B 3TOM pexrMe BHUIHBI 3apaHee MOJArOTOBIICHHBIE
3aMETKM K KaxAoMy ciaiiny. 3aMeTKu OKa3bIBalOT IIOMOIIb BO BpeMs JOKIaJa WM
NPE3CHTAINH, TIO3BOJISS JOKIAMINKY HE JIepKaTh BCIO HYKHYIO0 HHPOPMALHUIO y ceOsl B TaMATH.

Pesxcum cmpyxkmypoi. ITOT peXUM HCHOIB3YETCSl JUIsl MOATOTOBKHM 3arojIOBKOB U
TEKCTa Cai10B, a TaKkxke BbIOOpa Au3aitHa opopmieHus. ['padudeckne 0ObEKTHI, TUarpaMMbl O
T.I. B 3TOM PEKUME B CJIalIbl HE BCTABIISIOTCA.

Peowcum noxaza cnatioog. Pexum MO3BOJISIET MPOCMOTPETh MPOLECC MPOXOXKIACHUS
IPEe3eHTAIHH.

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

Bo3moxkHOCTH IPOrpaMMBbl Npe3eHTaAUNU

Crnaiigel, co3maBaemble ISl DJIEKTPOHHOM TIPE3EHTAllMd, MOTYT COJEpXKaTh TEKCT,
JMarpaMMbl, PUCOBaHHBIE OOBEKTHl M (DUTYPHI, a TaKKe KAPTUHKH, CIall-(QHIbMBI, 3BYKH U
rpaduky, co3laHHbIE B APYTUX MPHIOKEHUSIX. B 2JeKTpOHHYIO MPE3EHTAIIMI0 MOYKHO BHOCHUTD
W3MEHEHUS B TOCJIEIHUN MOMEHT; TeMIT IPE3EHTAlMU PErYIUPYETCs YCTAaHOBKOW MHTEPBAJIOB
MOKa3a CJIaiiJIoB, a TaKXe€ UCIOJIb30BAHHWEM CIIEMANIbHBIX MEPEXO0/0B MPU CMEHE ClailoB U
aHUMalMM. OJIEKTPOHHYIO MPE3EHTAlMI0 MOXHO 3alyCTUTh B AaBTOHOMHOM pPEXKHUME.
[Ipe3eHTanIMOHHYI0 KOH(PEPEHITNIO MOKHO ITPOBECTH B CETH HA HECKOIBKUX KOMITBIOTEPAX.

JIns co3maHusi 3JIEKTPOHHOM NPE3CHTAlMK C MCIOJIb30BAaHUEM IPO3PAYHBIX TJIEHOK
ClemyeT pacreyaTaTh Claibl Ha IUIGHKE B BUJIE Y€PHO-OENBIX WIIM IIBETHHIX CJAiiIoB, KaK B
KHIDKHOMU, TaK U B aTbOOMHOM OpUEHTAITUH.

[Ipe3eHTanMI0 MOKHO MTOATOTOBUTH C pacueToM ee dPGEKTHOTO MOKa3a KaK Ha dKpaHe
B I[BETE, TaK M Ha Oymare WM Ha MPO3payHOl TUICHKE, T.€. B BUJIE MaTEPHAIIOB, pacliedaTaHHbIX
Ha JTa3epHOM MPUHTEPE (B OTTEHKAX CEpOM IIKAIbI U B 4epHO-OenoM Buie). [lepen mevarsro
BO3MOJKEH IIPEABAPUTEIIBHBIA IIPOCMOTpP IPE3CHTALMHM, a TAaKKe BHECEHHE W3MEHEHHH. s
00JIerYeHHs] TIPOBE/ICHUS MPE3CHTAIIMK MPUCYTCTBYIOIIMM MOKHO TIPEJICTABUTh Pa3aaTOYHBIN
Marepuall — IEYATHBIM BapUaHT MPE3EHTALUM, COAEpKAIIUK MO /Ba, MO TPU WJIU MO IIECTh
clai0B Ha cTpanuie. KpoMe Toro, [ijis 3puTesel MOKHO pacredyaTaTh 3aMETKU JOKJIauuKa.
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[MpesenTaruio MoxHO 0hOPMHUTH crienuaibHO it ceTr Web, a 3aTeM coxpaHUTh ee B
oxHoMm u3 Webcoemectumbix hopmaros, Harpumep B popmare HTML.

Macmep asmocodepacanusi POwerPoint momoraer BbIOpaTh OJWH M3 HECKOJIbKHUX
BCTPOCHHBIX IIA0JIOHOB COJCPKAHMUSA, a TAKXKE MpeAsiaraeT MHTEPECHbIE UAECU OTHOCHTEIHHO
CO3/1aBacMOi MPE3CHTAIMH, HAYaJbHOTO TEKCTa, (HOpPMATHPOBAHUS U OPTaHU3ALMUHU CIIANIOB.
[[Ta6ioHBl OXBATHIBAIOT IIUPOKUNA CIHEKTP TEM, B YAaCTHOCTH COBEIAaHHsA pPabOuYMX TPy,
MH(OPMALIMOHHBIE KHUOCKH, IUIUIOMBI, auIIM, KaleHIapu COOBITMM W JaKe JOMalllHue
Webctpanwuipel. Kpome TOro, uMeroTcsi m1abioHBI, COACPIKAIHEe PEKOMEHIAIMU O BOIPOCY
METOJIOB TOBBIIIEHUS KayecTBa mpe3eHTanui. [Ipeanaraercs MHOKECTBO HOBBIX HIAOJIOHOB
pa3HOOOpPa3HOro XapakTepa, NPUMEHSEMbIX K claiiiaM, B TOM YHCIE PsJl aHUMalMOHHBIX
m1a0JIOHOB ¢ TOTOBOM aHuManuend. MOXHO BbIOpaTh OIpeNeseHHBI CTHIIb O(OpPMIICHUS
npe3eHtauuu. lIpenycmoTpena cranaapTHas pa3MeTka ImabioHa ciaiia, Ipu KOTOpOW B
KaXI0M 30HE crlaiina OyAeT pacmonaratbCs ONpEACNCHHBIM BUA WH(POpMAIUHM, HAIpHMED,
JyarpaMma TOJIbKO CIIpaBa, a TeKCT — CJIEBa.

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

[Ipu nomomu kHonku <OTMEHUTH> HA MAHETU UHCTPYMEHTOB Cmanoapmmuas MOXKHO
BBHIOpAaTh  JIEWCTBHE, KOTOpPOE CJeayeT OTMEeHUTh. llpenenpHoe uuMcIO  JIEHCTBHM,
OTCIIKMBAacMbIX B mporpamme PowerPoint Ha ciyyaii OTMEHBI, MOXXHO H3MEHUTH B
nuanoroBoM okHe «IIpaBka» komangoit mento Cepauc, [Tapamerpsl.

Knonka <HrtoroBslii cnaiin>, pa3melniaemas Ha MaHeIu UHCTPYMEHTOB Copmuposuux
¢1ati0os, TI03BOJISIET CO3/IaBaTh UTOTOBBIM cIai[ Il Ipe3eHTaluH, C TIPUMEHEHUEM 3aroJIOBKOB
BbIOpaHHBIX craiioB. J[00aBUB B 3TH 3arojlOBKU THIEPCCHUIKH, UTOTOBBIM CIAWJ MOXHO
npeoOpa3oBaTh B ciaiffi moBecTkd AHA. C MOMOIIBIO craijia TOBECTKH JHS MOYKHO OBICTPO
IIEPENTH B KOHKPETHBIN pa3ziell IPE3eHTALNH.

[ToMuMoO co3aHMA M PENAKTUPOBAHUS 3aMETOK B PEKHMME 3aMETOK B IpOrpaMme
PowerPoint umeercss BO3MOXXKHOCTh BKJIIOYATh B CJIAaWbl 3aMETKH JOKJIQIYMKAa B PEKUME
CIaliloB W B pEXUME CTPYKTypbl. Takum o0pa3oM, MOXXHO paboTaTb C 3aMeTKaMH
OJTHOBPEMEHHO C TEKCTOM M epagukol, coaepkamuMucss Ha crnaige. OKHO 3aMeToK
JOKJIaTYMKa OCTAE€TCA OTKPBITHIM — JaKe MPH MEPEXO/E B IPYrOM clailn — 10 TeX mop, MoKa
BBl CAMU €T0 HE 3aKpOoeTe.

B pexume ctpyktypbl PowerPoint moka3siBaeT MHHHUATIOPHOE M300paXkeHHUe cliaiina,
HaJ KOTOPBIM B JaHHBIH MOMEHT MPOU3BOJIUTCS paboTa. DTa HOBasi BOZMOKHOCTh ITO3BOJISIET
HEINOCPEJICTBEHHO OTCIIEKHUBATh XOJ 3all0JIHEHUS Claii/la TEKCTOM, YTOObl BOBpEMS MEperTH Ha
HOBBII CIIANI.

Pexum yepHo-0enoro nzo0pakeHus MO3BOJISET MPOCMATPUBATh CJIali/Ibl MPU MeYaTH B
yepHO-OenoMm BapuanTe. [[ng mepexoja B JaHHBIM peXUM JOCTATOYHO MIEIKHYTh MO OOBEKTY
npaBold KHOMKOW MbImK. [Ipu 3TOM MOXXHO BHOCHTH H3MEHEHHUS B OOIIHE MapameTpsbl
JIOKyMEHTa. BHOCHMBIE N3MEHEHHS HE OTPaXKarOTCs Ha LIBETAX CJIAN0B NIPE3EHTALUH.

B snexTpoHHYI0 TNpe3eHTalui0 MOKHO BKJIIOYATh MPUMEUYaHUs, HE MpOCMaTpHUBas
COJIEP’)KUMOTO cinaiioB. [IpruMeyanust MOKHO CKPBITh, U3MEHUTH UX (GOpMY, a TaKXKe LBET MOJIA
npumeuyanuil. [Ipu gobaBnenuu K cnaiily npuMedaHus mporpaMmma aBTOMaTHYecKu 0ToOpaxaer
NaHeNlb WHCTPYMEHTOB Peyenzuposanue. UYToObl 3allOMHHUTH Kakoe-TMOO HaMepeHue, C
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IIOMOILBIO 3TOM MaHeIu MOKHO C(OPMYIMPOBATH 3aJady M OTIPABUTH €€ B IMPOrpamMmy
Microsoft Outlook. TTo okoHyanuu paboOTHI Ha 0030POM MPE3CHTAIUU €€ MOYKHO OTIPABUTH 110
AJIEKTPOHHOM TOYTE APYroMy mojib3oBareito uepes Microsoft Outlook.

Jlnist co3AaHusl HOBOW MPE3EHTALNU HYKHO BBIOPATh MOJIOKEHHUE ITYCTast Pe3eHTaIHA.
[TosiButcst auanoroBoe okHO Co3maHue ciaia ¢ maauTpord u3 24 JOCTYIMHBIX MIAOJOHOB IS
CO3J1aHMs pa3jIMyHbIX TUIOB cinaiifoB. Ilocie BbIOOpa OAHOTO M3 BHUJOB CIAMIOB Ha HKpaHe
HOSBUTCS COOTBETCTBYIOUIMM 11a0yioH. Jls co3maHus crienyrowero ciaijga Heo0XO0AuMO
BBINOJIHUTh KOMaHy BcraBka, HoBBIN ciaiif... 1 B OTKPBIBIIEMCS IIOCJE 3TOTO JAMAJIOrOBOM
okHe Co3aHue ciaiia BeIOpaTh 1a0JI0OH HOBOTO Cilaija.

Jns ynanenust ciaija MCIOJb3yeTCsl KOMaHJaa Y JanuTh ciiaia B MeHro IIpaBka.

[Ipu co3manum HOBOW mHpe3eHTAlMM Ha Oasze mMIabioHa BBOJA TEKCTa IMPEACTABISCT
co0oii 3ameHy BCTaBlieHHBIX POwerPoint aiiemMeHTOB (MecTO3aOIHUTENIEH) Ha KaXIOM Cliaiie.
Ecnu xe BbIOpaH MmycToi ciaii, TO TEKCTOBBIE MOJS B HEM HYXHO CO3JaTh CAMOCTOSITENIBHO C
OMOIIbI0 KoMaH bl BeTaBka, Haanuce.

PenakTupoBanue BBEAEHHOIO TEKCTa OCYLIECTBISETCS AHAJIOTUYHO PEJAKTHUPOBAHUS
tekctoB B WOrd, BbIIEIUB IPEABAPUTEIBHO COOTBETCTBYIOIIUI TEKCTOBBIH (DparMeHT WM
TEKCTOBYIO 00JIaCTb.

Jia Toro 4troObl OT(OpMaTUPOBATh COOTBETCTBYIOIIMI TEKCT, €ro TakKXe CHayaia
HY)KHO BBIJICJIUTh, @ 3aTEM NPHUMEHUTh COOTBETCTBYIOIIME KOMaH/bl MyHKTa MeHI0 dopmar:
lpudr, BeipasuuBanue, Muarepsansl..., ®on, Cnucok... u 1.1. [Ipsamoii goctyn Kk KoMaHIam
(bopMaTUpOBaHUS MOKHO MOJTYYUTh B KOHTEKCTHOM MEHIO TEKCTOBOI'O TOJISI.

Jlnst BKITIOUEHUs TabJuIl B claiil Hy)KHO IIENKHYTh Ha KHonke /lo6aBuTh Tabnuiy Ha
naHeJau UHCTpyMeHToB PopmaTupoBaHe WM BEIOpaTh koMaHay Tabuuia B MeHio BeTaBka.

AKTUBU3MPOBaB TaOIUIy, MOXHO OCYIIECTBUTh €€ (OpMATHPOBAHHE C IOMOIIBIO
koMmaH1pl Tabnuna B MeHto @opmar. Bknanku ['panunsl, 3anuBka, Haanuce no3BosstoT 3a1aTh
netanu opopMIIeHHs TaOIULbL.

Jlst 6onee TOHKOM HACTPOMKHM BHJIa TaOIUIIEI HEOOXOAMMO BOCIIOIB30BATHCS TTAHEBIO
MHCTpYMEHTOB Tabnuipl U rpaHMIlbl, KOTOpas BBI3bIBAETCS IIETYKOM Ha COOTBETCTBYIOILEH
KHOIIKE Ha MaHeIu UHCTpyMeHTOoB CTaHaapTHas.

PucyHok 11 cnaiiia MOXKHO CO3/aTh ¢ MOMOIIbIO TpaduiYecKoro peakTopa, a 3aTeM
IIOMECTUTh Ha ciaiii komaHaoi BcraBka, Pucynox, U3 ¢aiina... IIpomie Bocmosib30BaThCs
KOJUIEKLIMEeH pUCYHKOB, Koropas umeercs B Microsoft Office. PucyHku wu3 komrekuuu
N00aBIIIOT C TOMOIIBI0 KoMmaHabsl BceraBka, Pucynok, Kaprunku... Ha mnosBuBmemcs
muanoroBoit manenu Microsoft Clip Gallery orkpeiBaercs koyutekuusi pucynkos Clip Art, B
KOTOPOM MO>XHO BbIOpaTh HY>KHBIM PUCYHOK IS Cilaiija.

Jlns u3Menenust kapTuHOK u3 Koywteknuu Clip Art ucnoss3yercs manens Hactpoiika
n300paxeHusi, KoTopas BbI3biBaeTca KomaHnod Bun, [lanenu wunctpymenrtoB, Hactpoiika
M300paxKeHusl.

dopmMaTHPOBaHUE PUCYHKA OCYILECTBISETCS C MOMOILBIO IMAIoroBoro okHa dopmar
pucyHka. OKHO BBI3BIBAETCS KOMaHA0M U3 KOHTEKCTHOIO MEHIO WM pa3zena MeHo PopMmar.

Ha Briagke Pucynok B ob6mactu OOpe3ka MOXHO OTrpaHMYMBaTh 00J1aCTh
rpaduveckoro o0bekTa, oToOpakaeMyro Ha 3KpaHe, MyTéM BBOJIa pa3MepoB 00pe3aeMbIX MoJIei
B caHTuUMeTpax. B oOmactu WM300paxeHne ¢ MOMOIIBIO JIBUKKOBBIX PEryJIsiTOPOB
YCTaHaBJIMBAIOTCS SPKOCTh U KOHTPACTHOCTh M300pakeHus. B mone L{BeT HaxomuTcst ciucok
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oMU I MpeoOpa3oBaHUsl PUCYHKa B YEPHO-OE0e M300paKEHHE WA B IMOIYNPO3PAYHYIO
HOJJIOKKY.

Co3nanue rpaduuecKkux U300paKeHNi Ha Cllaiijie OCYIIECTBIETCS C UCTIOIb30BAHUEM
NaHeJIN UHCTPYMEHTOB PucoBaHue, ¢ MOMOIIBI0 KOTOPO MOKHO M3MEHHUTDH I[BET (PUTYPBI UIIH
HAJMMCH, TOJIIIMHY U IIBET KOHTYPHOU JTMHHHU, J0OABUTh K Urype TeHb Win 00bEM. [l aToro
Gurypy WM HaANHUCh BBIAEISAIOT, a 3aTeM YKa3blBalOT BblOpaHHOe odopmienue. s
(dopMaTupOBaHUs CO3aHHOTO TIpaduyeckoro oO0BbEKTa Hcnoiab3yercd komanHaa dopmar
aBTO(UTYPbI KOHTEKCTHOI'O MEHIO N300pakKeHUH.

Jlns npuaaHus Npe3eHTaluu 3aBepUIEHHOM (opMBel cienyeT co3gaTh €AMHBIN CTHIIb
CJIaliIOB: eIMHBIN (OH, OMUHAKOBBIN WIPU(PT U T.1. [ 3TOro HEOOXOAMMO BBECTH KOMaHIY
®opwmar, [IpumenuTs madnoH opopmiieHus... Ha nmosBuBIIelcs 1UanoroBol MaHeIu BbIOPATh
HOIXOASAIINA CTHIIb U HaXKaTh KHONIKY [IpuMenuTs. Bee cnaiinel pa3paboTaHHON Mpe3eHTaum
10JIyyaT BbIOpaHHbBIN AHU3aiiH.

W3MeHUTh 1OCIENOBAaTENBHOCTh CHAMNOB B IPE3EHTAllMM MOXKHO B DPEKUME
COPTUPOBLIMKA CJIAlI0B, KOTOPBIN BBI3BIBACTCS U3 pa3fena MeHo Bua. B aToM pexxnme cnai bl
MOXKHO DAacCIOJIOKUTh B HYKHOM O4epénHOCTH OOBIYHBIM IIEPETACKUBAHUEM, a TaKXKe
CKONMMpoBaTh B Oydep, BbIpe3aTh, BCTaBUTh U3 Oydepa nin ynanuTs. Ecnu Bo Bpems Tokiana
HYXXHBl HE BCE CJAWIpl MPE3CHTAIlMH, TO MOXXHO OTHeNbHbIE (ainbl cupsarats. s storo
ClIelyeT BBIIEIUTb CKpPbIBAEMbIN CIlIAiJ LIEIYKOM MBIIIH, a 3aTeM B pasneine MeHio Iloka3
ClaiiioB (WM B KOHTEKCTHOM MEHIO) BbIOparb komaHnay CkpbeITh ciaiig. B pexume
COPTUPOBIIIUKA HOMEpP CKPBHITOro ciaina mnepeu€pkuyt. [loBTopHOE oOpaleHue K TOH ke
KOMaHJe NpHUBENET K OTMEHE CKpbITHSA. BcraBka B ciaiiibl MX HOMEPOB M HIKHHUX
KOJIOHTUTYJIOB OCYHIECTBIIsIeTCs KoManaoi KonoHnTuTynsl B MmeHto Bu.

Ecin  Bpems  1eMOHCTpauuu IpPE3eHTAlUU YK€  ONPEIENIIEHO, TO  BpeMmd,
3ape3epBUPOBAHHOE JJISI KaXJOro claiaa, OyaeT yka3aHo moja HuM. /IBoWHON miendyok Ha
cllaiiie OTKPBIBAET PEXKUM CJIaiiIOB, B KOTOPOM MOKHO 00paboTaTh BHIOpAHHBIH craai.

[Tocne BBIOOpa pa3MeTKH CHaWOB, B KOTOPYIO BXOAHMT MECTO3ANOJHUTENb MJIs
JyarpamMmbl, MO>KHO HCIIOJIb30BaTh JBa CIOCO0Aa MOMEUIEHMs AuarpamMMmbl B CIIAWJI: MEpBBIM
COCTOMT B CO3[IaHWHU JHMarpaMmsbl cpenactBamu EXcel mocnmenmyrommM m komupoBaHueM e€ B
claii, a BTOpOW COCTOMT B wucmoib3oBanuu Microsoft Graph 2000BcromoraTenbHbIH
IIPOrpPaMMBl, BXOJALIEH COCTaB
Office 2000. B sToM cny4ae HY)XKHO JBaXIbl MIEIKHYTh Ha MECTO3AIlOIHHUTENIE B CIaie WU
UCMOJIb30BaTh KoMaHay BeraBka, /lnarpamMma u 3aKCHpOBaTh HOBBIE JaHHBIE B ITOSIBUBIIEHCS
TabJIuIle /U1l HOBOM JTUarpaMMBbl.

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

JpYyroMy HYXXHO BBIICNIUTH Cllail U BBecTH KomaHnay Ilokas cmaitnoB, CmeHa cmaiiga... Ha
MOSIBUBIICHCS TMAJIOTOBOM TaHEIW yKa3aTh, KakoW aHUMaIlMOHHBIA d3(dekt Oymer
HCIIOJIb30BAThCSl MPU CMEHE CIaii1oB, KAKUMH 3ByKaMH 3TO Oy/IeT CONPOBOXKAATHCS , UTO Oy/AeT
BBI3BIBATh CMEHY KaJ[POB — IIEIYOK MBIIIA WM UCTEKIINA WHTEpBall BPEMEHHU, U TaK Jajee.
BriOpanHble HACTPOHKH MOKHO MPUMEHUTH KaK K OJHOMY TEeKYIEMY Claiiy, Tak U cpaszy Ko
BCEM CJIali]aM MPE3ECHTallUN.

Anumayus obvexmos caatidoa. DPPEKTh I OTACIBHBIX 3JEMEHTOB Claijia Mpoie

BCETO YCTAaHOBUTH B PEXHME CIaiifoB. 3/1ech Bcerga oOpabaThIBAETCS TOT CIIall, KOTOPBIA
BHUJICH Ha dKpaHe. [ Toro 4Tto0Bl MCClieI0BaTh BCE BO3MOKHOCTH aHMMAIUH, BBI3BIBACTCS

33



nuanoroBoe okHO HacTpoiika aHMMaluK, OTKPbIBAEMOE OJTHOMMEHHOM KOMaHAOW B paszjesie
MeHIo [Ioka3s crnainos.

Ha Bxuitagkax ITopsinok u Bpems u BocpousBeneHue BbIOMpAETCs MOPSAAO0K HOSBICHUS
00BEKTOB Cllaiijia, TUIl aHUMALMOHHOTO IpoIiecca MPH MOSBICHUU 00bEKTa Ha Claiiie U 3BYK,
KOTOPBIM OyJeT CONMpOBOXKIAThCS 3agaHHOEe jeiictBue. B oOmactu [losiBieHme TekcTa
ornpezensercs, KakuM o0pa3oM JOHKHO MPOUCXOAUTH MOSIBICHUE TEKCTa MPH aHUMAlUu: 10
OyKkBam, IO CJIOBaM WJIU IEJIUKOM.

Ecnu B cnaiin Obula BCTaBieHa auarpamMma, TO Ui He€ MOXKHO HCIOJB30BaTh
cnenuanbHbie 3G (EeKThl, HO OHU JIOCTYIIHBI TOJIBKO B CIy4ae, €Clid JuarpaMMa Oblila co3/jaHa B
nporpamme PowerPoint. CooTBeTCTBYIOIIME OIIMK HAXOATCS Ha BKJIaJaKe BugousmeHeHHe B
quarpamme. TaM MOXHO YCTaHaBIMBAaTh I10CJIENOBATEIbHOCTh IOSIBJICHHUS HA JKpaH 4acTeil
auarpaMMbl ¥ 3(Q(EKThI, ero CompoBOXKIAIOIIHE.

Ha Bknanke Hacrtpoiika MynpTuMenua ycTaHaBiIuBaeTcsi OyleT JIM OCTaHOBJIEHA
Mpe3eHTAIMS BO BPEeMs BOCIIPOU3BEACHUS KJIMIA WM 3BYKOBOTO (parMeHTa. JTU MapaMeTpbl
JOCTYIHBI TOJBKO JJIsl BUfieo(hparMenTa Win 3ByKOBOro ¢aiina.

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

Cy1iecTBYIOT J1Ba pa3JIMUHbBIX crioco0a co3nanus nepexonoB. [lepBolii ciocod cocToUuT
B CO3JaHMM THUIIEPCCHUIOK Ha JPyrue Ciaiasl Wid, B OOIIeM ciiydae, Ha APyrue OOBEKTHI
(TIOKYMEHTBI Ha JIOKAJIbHOM KOMITBIOTEPE U

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

Bropoi#t cmoco0 cocToMT B pa3MeNIeHHHM Ha ClaiijaXx yIpaBisIONIMX DJIEMEHTOB
(mampumep, KHOMOK). Ecnu akTHUBU3MPOBATh KHOMKY, TO MPOU3OUAET TMEPeXo] Ha Jpyrou
cnaua. Jns storo ¢ mnomowbro KomaHAael Iloka3 cnmaioB, YnpasisroomUe KHONKA B
HUCIQ/IAI0IIEM MEHIO BBIOMpaeTcss HYXKHAs KHONMKAa W U300paxkaeTcss Ha crhaiine. B
MOSIBUBIIIEMCSI TIpU 3TOM OKHe HacTpoiika neicTBUsS yKa3bIBaeTCs CIllalill, Ha KOTOPBIM Oyner
MIPOUCXOAUTH MEPEXO]I TIPH IISTIKE HA JAaHHOUN KHOTIKE.

3anmycK JEMOHCTpAIMK MPE3EHTAlMU MOXKET OCYIIECTBIATHCS MO0 KomaHmou Bup,
IToka3 ciaiinoB, 1u00 HaxkaTueM KHonku IToka3 ciaiiioB Ha maHelIn KHONOK. Eciu nenarts 3To ¢
MOMOILIbIO KHOIIKH, TO MPEABAPUTENIBHO HAJI0 BbI3BATh HA HKpaH NEPBBIM ClIaii]l MPE3EHTALNH,
TaK KaK KHOIIKA 3allyCKaeT IEMOHCTPAIMI0, HAUYMHAs C TEKYILEro cliaiia.

Jl1is mepexo/a OT OAHOTO ClIaiiia K JPyroMy MO>KHO UCTIONIb30BaTh KiaBuiny Enter wim
knasuim PQUp wmu PgDn.

B mpouecce mokaza cnaiijoB ykas3aTelb MBIIIM HE BACH Ha JKpaHe, HO OH Cpazy
MOSIBIISIETCS, CTOMT TOJBKO HayaTh MepeMenieHue MbIi. OJHOBPEMEHHO C KypcopoM B
HIDKHEM JIEBOM YTy SKpaHa MOSBISIETCS KHOIKA, BBI3BIBAIOIIAS MEHIO, C MIOMOIIBIO KOTOPOTO
TaK)Ke MOYKHO YIIPABJISITh XOJIOM MTPE3CHTAIINH.

Bo BpeMs »SKkpaHHOW TMpe3eHTALMM OJUH CJIAlJ MOXKET CMEHSATbCS JpYyruMu
aBToMaTuyecku. UToOBl 00ecCeuyuTh HOPMATBbHOE BOCIPHUSATHE KAXKIOTO Claiga, Cieayer
3a1aTh HEOOXOJMMYIO JUIMTENBHOCTh OTOOpakeHMs ero Ha »dkpane. B PowerPoint
MPEyCMOTPEHO JBa Croco0a MpOBeeHUs MPEe3ECHTANH: TM0O0 CIaiIbl CMEHSIFOTCS Ha dKpaHe
aBTOMAaTUYECKH, M TOrJa HEOOXOIMMO YCTaHOBUTH BpEMsI HX BOCIpPOU3BENEHUS, JIMOO
MI0JI30BATEb CAMOCTOSATEIBHO ONPEJEIISIET MOMEHT IEPEX0/1a Ha CIEAYIOINN CIai.
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Hactpoiika BpeMeHM BOCHpPOHM3BEICHUS MPE3CHTALMU BBIMNOJHACTCA CIEAYIOIIUM
oOpa3om. C Havana HY)KHO HakaTb KHONKY HacTpolika BpeMeHU Ha INaHelu UHCTPYMEHTOB B
pexuMe COpTUpOBKHM ciaiinoB. [locime 3amycka mpe3eHTauuu KaXKAbl Clail MOCIEAYHOUIUN
ciaiig OyneT MOSIBIATHCS TOJIBKO TIOCHE IIeidYka Mblmbio. Ha skpane kpome crnaiinoB
NOSABISICTCS UAOTOBOE OKHO HacTpoiika BpeMeHH, B KOTOPOM OTOOpakaeTcs Bpems
JICMOHCTpAIlMU KaXIOro ciiaiijia W Bcei mpesenrtanmu. Ilpu stom PowerPoint ¢dukcupyer
MOMEHTHI IIETYKOB MBIIIBIO, W TpPU CIEIYIOIIEM 3allyCKe IPe3eHTallud aBTOMAaTHYECKU
BBIIEP)KMBAET YCTAHOBJICHHBIE HHTEPBAJIbI BPEMEHHU.

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

[Ipu HacTpoiike BpeMEHH NpPE3CHTAIlMM HENb3s TpepBaTh HU OMWH U3 IPPEKTOB
AHUMallu, IIO3TOMY BBIIOJHATL MICIYOK TOJIBKO ITIOCJIC TOI'O, KakK yCTaHOBHCHHLIﬁ 3(1)(1)61@
MOSIBJIICHUS 00BbEKTa OYET MOJHOCTHIO 3aBEPIIEH.

O0padoTka rpaguvecknx n300paxeHn i
[Ipy mOAroTOBKE NpE3EHTAlMM YacTO MPUXOTUTCS HCIONB30BaTh HMMEIOIIUECs

dororpaduu, KapTUHKH, IUarpaMMbl W Jpyrue Tpaduyeckue H300pakeHHs, MPHYEM, Kak
HpaBuiIo, TpeOyeTcss He Bce M300pakeHHe, a TONbKO ero ¢parmMeHt. B atoMm ciyuae, mpexnae
4yeM pa3padaThiBaTh MPE3EHTALUIO, L1E€JIeCO00pa3HO BBINOIHUTH MPEIBAPUTEIbHYIO 00pabOTKY
TpeOyeMbix rpaduyecknx wu3o0paxenuid. I[lox 00pabOTKOM MOHMMAIOT pa3zHOOOpa3HbIE
JIeMCTBUS, B Pe3yNbTaTe KOTOPBHIX (OPMHUPYETCS HEOOXOMUMBIA BaM ()parMeHT M JIOCTUTAETCS
TpebyeMoe KauecTBO rpaduyeckoro u3odpaxeHus. PaccMOTpyuM OCHOBHBIE BO3MOKHOCTH TIO
00paboTke M300pakeHUil, KOTOpbIE MpenocTaBiseT rpaduyeckuit pegakrop Microsoft Photo
Editor:

1. BbieneHue u kajgpupoBanue (oOpes3ka) pparmeHTa u300pakeHus;

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

3. YCTaHOBKa pa3MepoB M300paKeHMS,;

4. KOppeKIHs KayecTBa M300pa’KeHUs: TOBBIIICHHE PE3KOCTH, YBEIHUYCHHE Pa3MBITOCTH,

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

Co3nanme 3¢ ¢deKTUBHOI NMPEe3eHTALNH 110 32IaHHON TeMaTHKe

Hean padorbi: BbIpabOTaTh MNPAKTHUUECKUE HABBIKM CO3JaHUS MPE3CHTALMM, HACTPONKH
3¢ (hHeKToB aHUMAINH, YIIPABICHHUS TTOKA30M MPE3SHTAINH ITPU ITOMOIIU THIIEPCCHUIOK.
Oo0pa3oBaTtebHas:

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

® J1aTh [IPAKTUYECKHE HABBIKU PAOOTHI C MYJIIbTUMEIUNHON KOMIIBIOTEPHOM ITpE3EHTAIIUEH.
PasBuBaromas:

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

BocnurareanHnad:

® BOCIUTBIBATH BHUMAHUEC, aKKYPATHOCTD, 3CTETUUYCCKUU BKYC, 6ep€)I(JII/IBO€ OTHOIICHHUC K
KOMHBIOTCpHOﬁ TCXHUKC U TPOTPAMMHOMY 00ecIeueHHIO.

OOopynoBanue, mnpudoOpbl, anmaparypa, MaTepuajbl: IE€PCOHATbHBIA KOMIBIOTED,
nporpamma MSPowerPoint.
Xon paboTsi:

5. CaMoCTOATENbHO U3YYUTh TEOPETUUECKHE CBECHUSI.

6. BBIMOTHUTH 3aJaHUS TPAKTUYECKON pabOTHI

7. OTBETUTHb Ha KOHTPOJIbHBIE BOIPOCHI

8. OdopMHUTE OTYET K MpaKTHUECKOW paboTe

KpaTkue Teopernyeckue cBeieHuUs.

MyabTHMeIHa  TEXHOJOIMHM -  UHTEPAKTHBHbIE  (JHAJIOTOBBIE)  CHUCTEMBI,
o0ecreynBamoIue OJHOBPEMEHHYI0 paboTy CcO 3BYKOM, AHUMHUPOBAHHOW KOMIBIOTEPHOM
rpaduKoil, BuaeokaapamMmu, n300paKeHUSIMU U TEKCTaMH.

NHTepakTHBHOCTH — BO3MOYKHOCTH JHallora KOMIIBIOTEPA C IIOJIB30BATEIEM Ha
OCHOBe rpaduyeckoro uHTepdeiica ¢ ynpapisiOmUMU 2JI€MEHTaMU (KHOTIKH, TEKCTOBbIE OKHA U
T.J.).

KomnbloTepHasi mnpe3eHTanmusi SBISIETCS OJHUM W3 THUIIOB MYJIbTUMEIUMHBIX
IPOEKTOB — IIOCJIEOBATEIbHOCTH  CJIAWAOB  (DJIEKTPOHHBIX KapTOueK), COJAEpKalluX
MYJIbTUMEIUHHBIE OOBEKTHI.

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

Ilepexon Mexnay ciaijaMu WIH Ha APYTrue JOKYMEHTBI OCYLIECTBIISIETCS C IOMOIIBIO
KHOIIOK WJIM TUIIEPCCHUIOK.

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

[Ipu co3manuu claiifioB MpPE3CHTAUA OCHOBHOE BHHUMAHHE HEOOXOIMMO YACIHSATH UX
COJACPIKAaHHUIO. AHI/IMaL[I/HI, nepexoanl U APYruc€ MHCTPYMCHTAJIBHBIC CPCACTBA HCIIOJIb3YIOTCSA
JUTS TIOJTYEPKUBAHMSI OTIPE/ICIICHHBIX aCIeKTOB COOOINAeMbIX CBEICHUN, YTOOBI HE OTBJICKATh
BHUMaHHE ayJUTOPUH HA ced((HEKTHI.

[TomoOHBIX TIpaBHUJ ClEAyeT NPUICPKHUBATHCS M B OTHOIICHWH 3ByKa. My3bIKa,
KOTOpasi 3a3BY4YHT BO BpEMs IEpexojia C OJHOTO Cliaiiia Ha IPpYroil Miu BO BpeMs aHHMMAIIWH,
CKOHIICHTPUPYET BHUMAaHUE 3pUTENICH Ha MOKa3bIBaeMbIX crlaiiinax. OmHako 3y10ynoTpediieHne
3BYKOBBIMHA 3(1)(1)6KT3,MI/I MOXKET OTBJICYb BHUMAHHUC cnymaTeJIeﬁ OT BaKHBIX MOMCHTOB.

PeaKLII/I}I AYAUTOPUH 3aBUCUT TaAKKEC OT TEMIIa HOPOBCACHUA NPC3CHTAWU. TaK,
CIIMIIKOM OBICTpasi CMEHA CJIAiI0B YTOMIISET, & CIUIIKOM ME/JICHHAs MOXKET TOJICHCTBOBATH
paccnabsstronie. CpenctBa mporpamMmmbl POWerPoint mo3BosisiFoT oTpeneTupoBaTh TEMIT MOKas3a
niepe/1 MPOBEACHUEM MPE3EHTALINY.

Bo Bpems pemetunu MOXXHO TIPOBEPUTH HANNIAIHOE OQOPMIICHHE CJIAiI0B.
CriomHoi TeKCT U MHOXKECTBO PHUCYHKOB MOTYT CMYTHUTh ayAUTOpHIO. Eciau BBl peurute, 4yTo
TEKCTa U3JIUIIIHEe MHOTO, Pa30CiTe CITali] Ha JIBa WIIM TPH, & 3aT€M yBEIUYbTE pa3mep mpudra.

Jlnist perynupoBKH IIBETOB, B LEJIAX UX 0o0Jiee TOYHOH Iepeadd MpH Mev4aTd B YEepHO-
0eJIoM BapuaHTe, HICJIKHUTE 10 KHOMKE <UepHo-0eroe uzoopaxkenue >.

IIpasuna mpudToBOro 0hopMIECHU:

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

2. JInst OCHOBHOI'O TEKCTa HE PEKOMEH/1yeTCsl UCIOJIb30BaTh MPONUCHBIE OYKBBI.

3. Hlpu¢ToBoii KOHTPACT MOXHO cO3[aTh IOCPEICTBOM: pa3Mmepa WWpU(Ta, TOIIMHBI
nipudra, HauepTaHus, (OpMbl, HAIIPABJICHUS U 1IBETA.

IIpaBniia BEIOOpA IIBETOBON raMMBL.

[[BeToBast raMMa JI0JI’KHA COCTOATh He Oojiee 4YeM U3 ABYX-TPEX LIBETOB.
Cy1ecTBYIOT HEe coueTaeMble KOMOMHAIIMU I[BETOB.

YepHblil IBET UMEET HETATUBHBIHN (MpayHbIil) HOATEKCT.

benplit TekeT Ha YepHOM (DOHE UUTACTCA TUI0XO (MHBEPCHS IJIOX0 YUTACTCSA).

A

[TpaBmiia o0IIIEH KOMIO3UIINH.

=

Ha monoce He m0KHO OBITH OOJBINE CEMH 3HAYMMBIX OOBEKTOB, TaK KaK YEJIOBEK HE B
COCTOSTHUU 3aIIOMHUTH 32 OJIMH pa3 0osiee ceMU MYHKTOB 4ero-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.

N300paxkeHns  AOMAaIIHUX  JKUBOTHBIX, JI€TeW, OKEHIIMH © T.J. SBISIOTCA

a bk wn

IIOJIOKUTECIIbHBIMU 06pa3aMH.
6. KpymnHbie 00BEKTHI B COCTaBE JIFOOOM KOMIIO3UITUU CMOTPATCS TIOBOJIBHO HEBAXKHO.
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ApmHHBIE OYKBBI B 3ar0JIOBKaxX, KHOIIKM HaBHTallMHM BBICOTOW B 4() THKCENIEeH, BEPCTKA
B OJHY KOJIOHKY UpHHON B 600 Touek, pa3fenuTeslb OJHOIO LBETA, PaCTSHYTBIH Ha
BECh 9KpaH — BCE 3TO MPUJAET AU3AHHY HENPOPEeCCHOHATIBHBIN BH/I.

Enunoe ctuneBoe opopmiaeHue

1. cTuib MOXET BKIIOYATh: ONpeNeNeHHbIH mpudT (rapHUTYpa W LBET), IBET (OHA WIIH
(OHOBBII PUCYHOK, AEKOPATUBHBIN JIEMEHT HEOOIBIIIOrO pa3Mepa U Ip.;
2. HE PEKOMEHJYeTCsl HCIOJIb30BaThb B CTUJIEBOM OGOpMIICHMM Mpe3eHTauuu 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 pactoiI0KeHne NHPOPMAIMOHHBIX OJOKOB Ha Cllaiijie
1. uHpOPMAIMOHHBIX OJIOKOB HE JIOJKHO OBITh CIMIIKOM MHOTO (3-6);
2. PEKOMEHIyeMbIil pa3Mep OJHOro MHQPOPMAIMOHHOTO Onoka — He Oonee 1/2 pa3mepa
cliaiia;
3. KelaTeNbHO MPUCYTCTBUE HA CTpaHUIE OJIOKOB C Pa3HOTHIHON HMH(OpManuen (TEKCT,
rpaduku, TuarpaMmbl, TaOIUIBL, PUCYHKH), TOTIOIHSIOMICH OpYT APYyTa;
4. KItOYeBbIC CI0Ba B MH(DOPMAIIMOHHOM OJIOKE HEOOXOIUMO BBIJCIUTH;
5. umH(OpManMOHHBIE OJIOKH JIydIlIe pacroyiaraTb TOPU30HTAIBHO, CBSI3aHHBIE 110 CMBICITY
0JIOKM — CJIeBa HAMpaBo;
6. HamOosee BaXHYIO HH(OPMAIMIO CIIeyeT IOMECTHTD B IICHTp ClIai/a;
7. norukKa TmpeAbsBICHUs WHPOpPMAIMM Ha claiijax W B MPe3eHTAlH JOJHKHA
COOTBETCTBOBATH JIOTUKE €€ U3JI0KEHHS.
[ToMrMO MpaBUWIIBHOTO PACIONIOKEHUSI TEKCTOBBIX OJIOKOB, HY>KHO HE 3a0bIBaTh U 00
UX COAEp)KaHUM — TekcTe. B HeM HU B KOeM clyyae HE JOJDKHO COAEPIKaThCs

opdorpaduyeckux ommobok. Taxke clieayeT yunThIBaTh 00IIME MpaBuiia 0(OPMIIEHUS TEKCTA.

3ananusa
3ananue 1. C mOMOIIBI0 CIPABOYHON CHCTEMBI BBISICHUTE Ha3HAYEHUE IMyHKTOB MEHIO TIaHEe!

uHCcTpyMeHTOB PowerPoint. Pe3ysibraTsl npeacTaBbTe B TAONIHIIE.

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

1.

o gk wh

3aMEHHUTE CTaHJapTHBIN TEKCT B claiiax malioHa BalllUM TEKCTOM;
nepeiis B peskuM COpTUPOBILUK CIai10B, 03HAKOMBTECH C BApUAHTAMHU:
oopmieHus craiiios;
CTaHJAPTHBIX [IBETOBBIX CXEM;
3¢ (HeKTOB CMEHBI CIIANIOB U UX 3BYKOBOT'O COIIPOBOXKICHUS;
03ByUYbT€ TEPBbII Claii[ MPE3eHTAlMH C MOMOUIbI0 3BYKOBOTO MY3bIKajibHOTO (haiina,
BTOPOW — € MOMOIIIBIO 3BYKO3AIIMCH PEYEBOTO KOMMEHTAPHS;
O3HAKOMBTECh C BapHaHTaMHU >(PQPEKTOB aHUMAIMM TEKCTa U TpapUuecKUX OOBEKTOB
CIIaliJIOB;
nocje TPeThero claiiia mpe3eHTalMyd Cco3JaiiTe HOBBIM crhaiin, ohopMuB ero
COOCTBEHHOM 11BeTOBOI cxemoil. Mcronb3ys ABTogurypsl MeHIo PricoBanue, BCTaBbTe B
9TOT CJIail yIpaBIsAIONIYI0 KHOIIKY JUIs 3alycka porpammsl Paint;
BCTAaBbTE B IIOCICIHUN CIAiJ TUIEPCCBUIKY, MO3BOJIAIOIIYI0 BEPHYTHCS B HA4allo
IIPE3CHTALNH;
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10. coxpanuTe Mpe3eHTAMIO B CBOEH pabodeil mamke B JABYX ¢opmMarax: Mpe3eHTaIuu
(*.ppt) u nemoucTpammu (*.pps);

11. mocnenoBaTeNbHO 3aIyCTUTE HA BBITIOMHEHHE 00a (aiiia, OTMEThTE pa3Irdus ONepanui
3aI1ycKa;

12. 03HaKOMBTECh C BapHAHTAMH BBIICJICHUS OTJCIBHBIX 3JIEMEHTOB Clalij]a B MOMEHT €ro
JEMOHCTpAIlMKM C MOMOUIBI0 PYYKH, (uiomacTepa, MapKepa, pacloyOKEHHBIX B JIEBOM
HUKHEM YTy J€MOHCTPUPYEMOTO Cllaiifa;

13. ycTaHOBHTE aBTOMATUYECKUE PEXKHUMbl aHMMAllUU OOBEKTOB W CMEHbI CIIalJIOB
Mpe3eHTAlINN;

14.3amycTuTe Ha BBINOJIHEHUE CIAW-QHUIBM B PEXHME NMPE3CHTALUU U OTPErYIHUPYHTE
BpEMEHHBIC HHTEPBAJIBI IOKA3a CIal 0B, 3PPEeKTH aHNMAINH U 3BYKa;

15. 3anycTuTe Ha BBIIOJIHEHUE ClAiA-(PUIBM B PEKUME IEMOHCTPALIUU.

3amanue 3. lcnonn3ys PowerPoint, moaroToBpTe Npe3cHTAIMIO IO TeMe «ATMapaTHOe
obecnieuenne [1K». [IpumennTts HanbobIIee YMCI0 BO3MOKHOCTEH 1 3(P(PEKTOB, peann3yemMbIx
nporpammoii. IlpegycMoTpuTe THUNEPCCBUIKM KakK BHYTPU TIPE3EHTAlMM, TaK W BHEIIHUE
IIPE3EHTALUH.

Heo6xonnMble pUCyHKH MOYKHO B3Th U3 ceTu MHTepHeT.
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MeTozmquKne PERKOMEHIANUN NJIA MIPAKTHYCCKHUX paﬁoT 10 TEME.

Oo0OpadoTka napopmanumn B 0a3ax JaHHBIX

Leab 3aHATHA: M3Yy4YUTh NPUHIMIBI TIOCTPOCHUs ~ 0a3  JaHHBIX M UHTEepQeiic
nporpammbl Microsoft Access.
3amaun:
e yuyeOHasi —O3HAKOMHTCSI C MPABWIAMHU CO3JAHHS, CBSI3BIBAHUS W 3aIrlOJHCHHS TaOIHII,
BBO/JIa JIAaHHBIX M CIIOCO0aMHU 3aBepICHUS pabOThI
e BOCHUTATEJIbHAS — BOCIIUTAHHE AKKYPATHOCTH W BHHUMATEIBHOCTU TPU BBHIIIOJHCHUU
pabor.
e pa3sBHMBaWIIasi — COBEPIICHCTBOBATh HABBIKK PA0OTHI C IEPCOHATBHBIM KOMIIBIOTEPOM

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

X0 NpakTH4YeCKOro 3aHATHS:
1. [lns BBIMOJHEHUS AAHHOTO 3aJlaHUSI HEOOXOJMMO U3YUUTh TEOPETUUYECKUN MaTepuan o
JaHHOU TeMeE.
2. OdopMHUTH TOKYMEHT B COOTBETCTBUU C 33 IaHUSIMH

Teopernyeckuii marepuaJ:

ABTOMaTH3aIUs  JIEATENbHOCTH  JIIOOOTO  MPEANpHUSATHS B  HACTOSIEE BpeMs
OCYILECTBIISICTCSI C HCIOJb30BAaHWEM HH(POPMALMOHHBIX cucTeM. WX oOcHOBHas 3amaya —
o0ecneunTh MH(POPMAITMOHHYIO MOAJIEPKKY CIEHUAINCTOB Pa3IMYHOr0 YypoBHs. SapoM mro60i
UHPOPMALIMOHHOM  cUCTeMBl  siBIsieTcss 0aza  JaHHBIX, oOOecreuyuBaroIias XpaHEHUe
3HAYUTEIbHBIX 00BEMOB HH(pOpPMAIMM, a TaKXKe BBICOKYIO CKOPOCTh U 3(()EKTUBHOCTH €€
00paboTKu.

[lon 6azoi oanneix (bJ]) MOHMMAIOT NOMMEHOBAaHHYIO COBOKYIHOCTH JIaHHBIX,
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 MOAJEpXKaHUs 0a3bl TaHHBIX B aKTyaJIbHOM COCTOSHUH.

CoBpemeHHbIE CYB/ OCHOBaHbl ~Ha OJHOM H3 TpeX MOJCIEH NaHHBIX:
UEePapXUUECKOM, CeTeBONW MM PeIALHMOHHON.MoJens MaHHBIX - 3TO HEKOTopas abCcTpakuus,
KOTOpas, OyAydud MPUIOKEHHOH K KOHKPETHBIM JaHHBIM, IO3BOJISIET IOJIb30BaTENsIM U
pa3paboTYMKaM TPAaKTOBAaTh UX KAaK MH(OPMAIMIO, TO €CTh CBEACHHUS, COAEPIKAIINE HE TOJIBKO
JaHHBIE, HO U B3aUMOCBS3b MEX1Y HUMH.

CYBAMS Access omupaeTcsi Ha PEISIUOHHYIO MOJCNb, B KOTOPOW st 00pabOTKH
JAHHBIX HCIOJIb3YeTCs ammnapaT TEOpUHM MHOXECTB (00beJUHEHME, IepeceyeHHe, Pa3HOCTb,
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JIeKapTOBO Tpou3BeaeHue). [Iporpamma mo3Bosisier paboTaTh C Pa3IMYHBIMH OOBEKTAMH:
tTabimuamMu, 3ampocamu, (opmamu, oOT4YeTaMH, MakpocaMu U MOAyJIsMUA. OCHOBHBIMHU
00BEKTaMU SIBJISTFOTCSI TAOJUIIBI, OCTAIBHBIC CITYKAT JJIsi OPraHU3allii B3aUMOJICHCTBUS MEKITY
HuMU. J[F000€ TpeICTaBICHHE TaHHBIX CBOAUTCS K COBOKYITHOCTH JBYMEPHBIX TaOIHUI] 0cOO0TO
BHJIa, U3BECTHOI'O B MATEMATHKE KaK oTHoleHue — relation.

Tabnuup! (OTHOIIEHUI) COlEepk AT BCE NaHHBIC pelsiiuoHHOW bJl u XpaHITCsS B 0JHOM
daiine ¢ pacimpenuem .mdb. Kaxngast ctpoka TaGiuIbl COAEPKHUT HHYOPMALIUIO TOJIBKO 00
OMHOM OOBEKTe W Ha3biBaeTca 3amuchio (kKoptexkem). Crosbenr TaOMUIBI  COAEPIKHUT
OJIHOTHITHYIO I BCEX 3amucei! nHpopMaluio 1 Ha3bIBaeTCs MojeM (aTpudyTom).

W3zyyenne mnpunmunoB padory CYBJl Ha mnpumepe Microsoft Access BmonHe
obocHoBaHo. IIporpamma siBisietcs uacThio cuctembl Microsoft Office, mostomy Ga3oBbie
aIIeMEeHTHI uHTepdelica (MEHIO, TUANOTOBbIE OKHA, CIIPAaBOYHAs CIy»k0a) M MPUHIMITEI pabOThHI
AQHAJIOTMYHBI PaHEe M3YYCHHBIM. Takke He TpeOyeTcs IOMONHHUTEIbHAs OIUlaTa M HaCcTpOHKa
MPOrPaMMHOTO MPOAYKTA.

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

ljn L= ) Microsoft Access = =S
)

Kateropmws wabnonos

ObpatuTe BHMare

lpucmynas k pabome ¢ Microsoft Office Access

NoxkanbHble wabnoHs!

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

5 Opyrve..

NsHoie

Hogasi 6asa
AaHHBIX

%] Bopeii 2007
Wabnonsl 13 MuTepHeTa ] ®akynbrer

I —
‘T 5 1 s
pCl [ i &)
"L T
| g S 7\ J
OcHoBrsie honab! KorTaKTi Cobemusn MpoexTsi no TpoexTs!
MBPKETUHTY
o
r 1 i
/ - -
Ol wemen " Takke Ha se6-y3ne Office Online:
C:a.Office Online : &
YuebHeiii kype | Wabnows | 3arpyska
Hosgbie sosmoxnoctm Access 2007
& OBHOBNEHHaA NPOrPamMMa Access 2007 COAEPXHT » TONyuEHUE HOBEIiWErD COAEPXUMOrD Ny paGoTe ¢
= MOWHbIE CPEACTES, KOTOPHIE MO3BONRIOT BLICTPO shinyckom 2007 cucremsi Microsoft Office
e || CTCReXKBaTh fatiHEle, patoTaTh C HUMM 4 PYKOBOACTEO N0 MHTEP(Eiicy NoNb30BaTeNa Access
S ‘ lf| comecro u cosaasars orwers & ynpasnsemoii * 007
L Cpeae. IONONHHUTENbHEIE CBEACHUA O HOBBIX % ) g 3
iaianie bty o OPraH3aLuA BCex O6BEKTOB C NOMOWEIO HOBOV,
Nerko A0CTyNHOI 061aCTH NEPEXOA0E

Fotoso Num Lock

Puc. 1 - Oxno nporpammel MSAcCcesS

B cpenneit yactu pacnonoxeHo HadaibHoe okHO Microsoft Access, cocrosiiiee u3
HECKOJIbKUX ToJiel. BepxHee mose mpeanaraer co3garb HOBYIO 0a3y JaHHBIX B pPeXUME
Koncmpykmopa (Hoeas 6aza Oannvix). B HuwkHEM moje NpeaycMOTpeHa BO3MOYKHOCTD
BbIOOpa yxke pa3zpaboTaHHOW 0a3bl JAHHBIX, C UCHOJIB30BAHUEM HEKOTOPBIX CTAHAAPTHBIX TEM
npuioxkeHuid u3 Internet. Oty mpuiokeHUsl BKIOYAIOT B ce0s BeChb HEOOXOIUMBIH HabOp
00BEKTOB: TaOJMIIbI, 3aMIPOCHI, (GOPMBI, OTUETHI, MaKpOChl, Moynu. [locine BpIOOpa oHOTO U3
BAapUaHTOB BBINIOJHIETCA €ro J0padoTKa C YYEeTOM 3alpocoB IMOJb30BAaTElel, a 3areM
OCYILIECTBIISICTCS BBOJ B TAOJIHUIIBI COOTBETCTBYIOLINX JaHHBIX.

B mpaBoii yacTu skpaHa pacrosnaraerca noie Omikpvimes noOcieoHow 0a3y OAHHLIX.
[TpunokeHus, B KOTOPBIX BBINOJNHSJIACH paboOTa, OTOOpa)XaroTCs MUKTOIpaMMaMu, MpUYEM
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pSIOM  yKa3bIBae€TCS MMsI COOTBETCTBYIOIIEH Oa3pl nmaHHbIX. lllemdoxk mno manke /Ipyzue
MO3BOJISICT TIEPEUTH B AMAJIOTOBOE OKHO JIJISl MPOCMOTpa (alIoBOi CTPYKTYpPHI U BbIOOpa Oa3bl
JAHHBIX U3 JIPYTUX UCTOYHHKOB.

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

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

Ol 0 aN£ @M 6|4 e oo

Puc. 2 — Cozmanme Tadiuiel B Pexxmnme TaOIMIbl

JlaHHO€ OKHO TO3BOJISIET MOJYYHUTh JOCTYN KO BCEM OOBEKTaM: TabIWIaM, 3ampocam,
otueTam, hopmMam, MaKpocam, MOJTYJISIM.

OCHOBHBIM CTPYKTYPHBIM KOMIIOHEHTOM 0a3bl JaHHBIX sBJsSeTCs Tabnuma. B kaxmoi us3
HUX JOJKHBI XPAaHUTHCS JAHHBIE TOJIBKO OO0 OJHOM Kilacce OOBEKTOB (HampuMep, JaHHBIE O
TOBapax, CBEIECHHUS O TOCTaBIIMKax W T.1.). Ecium B 0a3e MaHHBIX MOJDKHA COACPIKATHCA
uH(popMalusg O pa3HbIX Kiaccax OOBEKTOB, TO OHA JOJKHA OBITH pa3duTa Ha OT/AEIbHBIC
TaOJIHIIBI.

CBs13p MEXIy TaOIHMIIAMU OCYIIECTBIISIETCS C MOMOIIBI0 00muX moseil. CBA3u MEexXIy
TO0BIMU IBYMSI TaOJIHIIAMH OTHOCSITCSI K OJTHOMY U3 TpeX TUIOB: OAWH-K-ogHOMYy (1:1), onuH-
ko-MHOTUM (1:M) u wmHorume-ko-mHOoruM (M:M). Ilpu cBsi3u tumna "omuH-K-omHOoMYy" (1:1)
KaKIOW 3aucy B OAHOW TaOIUIle COOTBETCTBYET He Ooyiee OJHOM 3alucu B APYroil Tabmiwuiie.
[Tpu cBs3u Tuna "oauH-Ko-MHOTMM" (1:M) Kaxmol 3amucu B OJHOW TaOIHIlE COOTBETCTBYET
HECKOJIbKO 3amuceil B cBa3aHHOW Tabmuue. [lpu cBsizu tuma "mHorme-xko-mHorum" (M:M)
MHOXECTBY 3amiceid B OJHOM TaOJWIle COOTBETCTBYET MHOXECTBO 3alMCE B CBS3aHHOU
tabnuiie. Ha mnpakTuke peanmu3amusi MaHHOTO THIA CBS3M 3aTPyIHEHA, TO3TOMY OHa
pa30uBaeTcs Ha JiBE CBSI3U TUIA OJUH-KO-MHOTUM (1:M).

[Tocne cosmanust HOBOHM 0a3bl JAHHBIX MO YMOJYAHUIO OTKPBIBACTCS OKHO CO3JaHUS
Tabnuibl. B HeM yKka3bIBalOT MMEHA, TUIIBI U CBOWCTBA MOJIEH.

Nmst mosnist He TOKHO MpeBbIIATh 68 CUMBOJIA M B HEM HEJIb3sl HCIOJIb30BaTh CUMBOJIBI
(manpumep, !.[] u T.1.).

Kaxnoe mone MOXeT XpaHUTh OIPEACIICHHBIA THUIl [aHHBIX, MEPEUYEHb KOTOPBIX
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MpecTaBeH B Tabuie 1.

Tabmuua 1. Tumner nanasix Microsoft Access

Tun 1aHHbIX

Hcnoan3zoBanue

Texcmoeuiit AndasutHO-IM(POBBIE JaHHEIE (10 255 CUMBOJIOB)
Memo AndapuTHO-UIM(PPOBBIE JTaHHBIE - TPEAJIOKEHHS, a03aIpbl, TEKCTH (10 64
OOO cumBoOJIOB)
. Paznuunbie uymcnoBBle NaHHBIE (MMEET HECKONbKO (opmaroB: Iienoe,
Yucnoeou . .
JUIMHHOE 11€JI0€, C IJIaBaI0IIeH TOYKON)
Jlama/Bpems Jlata nam BpeMs B OJTHOM W3 TipejiaraeMbix ACCesS popmaros
a . JleHexxHble CyMMBI, XpaHsIIMecs ¢ 8 3HaKaMU B IeCATUYHON yacTu. B nenoit
eHeMHCHBLI .
4acTU KaXKJble TPU pa3psiia pa3AaesisatoTcs 3amsITou.
YHuKaIbHOE JIMHHOE ILiejoe, co3maBaeMoe ACCESS s KakKIOW HOBOH
C 3anucu. B mone storo Tuma ACCESS aBTOMATUYECKH HYMEPYET CTPOKH|
Yemuux .
TaOJIHIIBI B BO3pacTaloUIel MOoCaeq0BaTeIbHOCTU. PeakTupoBaTh 3HaUEHUS
TAKOT'O TOJISl HEeJb3sl.
Jlozuueckuii Jlornueckne maHnbie, uMeronine 3HaueHuss Mcmuna v Jloaco
B HOmsAx »TOrO THMA XpaHATCS THUIEPCCHUIKUA, KOTOpPHIE MPEACTABISIOT
T'unepccoinka co0oif myTh K (haiiily Ha >KeCTKOM AHCKe, 0o aapec B cerax lnernetuny

Intranet.

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

YCTaHOBUThH TNapaMeTpbl COXpaHEHUs, OTOOpaxkeHHs W 00paboTku naHHBIX. Habop cBoiicTB

TOJIsl 3aBHCUT OT BHIOPAHHOTO THUIIA JaHHBIX (Tabmuima 2 )

Ta6nuua 2 - Ceoiictea nosueit Microsoft Access

CBoOlicTBO

MNcnoabp3oBanue

Pazmep nona

OHpe,I[eJ'I}ICTC}I TOJBKO HJId TCKCTOBBIX U Memo-nwleﬁ; YKa3bIBacCT]
MaKCUMAJIBbHOC KOJIMYCCTBO CUMBOJIOB B JaHHOM IIOJIC.

Dopmam nonsn

Onpenensercss s MOJIEH YHUCIOBOrO, JEHEKHOTO THUIMA, MOJIEH THUIIA|
Cuemuux v /lama/Bpema.

Qucno oeca-muunbix|

3HAKO6

OmnpenensieT KOJIMYECTBO pa3psAA0B B JPOOHON YacTu yuca.

Macka 6600a

Omnpenensier mabioH JUisi BBOAA JaHHBIX. Hampumep, MOXKHO
YCTaHOBUTH pa3/IeIUTeNU IpU BBOJE TeJIe(OHHOIO HoMepa

Iloonuce nons

CopepKHUT HAAMKUCh, KOTOPasi MO>KET OBITh BBIBEJEHA PSAAOM C IOJIEM B
(dhopMe mwin oTUeTe (MOXKET HE COBIAIaTh C UMEHEM TOJIS)
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3nauenue no| ConepXUT 3Ha4eHHE, YCTAHABIMBAEMOE 110 YMOJIYAHUIO B JAHHOM I10JI€
yMonuanuio TaOJIHLIBI.

OnpenenﬂeT MHOXECTBO 3Ha‘I€HHI>i, KOTOPBIC IIOJIB30BATCIIb MOXKET

Ycnoeue na 3nauenue
BBOJHUTDH B 3TO ITIOJIC ITPH 3aIIOJIHCHUUN Ta6JII/ILIbI.

Cooouienue 06 Onpeznenser cooOIIEHUE, KOTOPOE MOSBISIETCS Ha JKpaHE B CIydae
ouuoke BBOJIa HEJOMYCTUMOI'O 3HAYEHHUS.

YcTaHoBKa, yKasplBalomias HAa TO, 4YTO JIaHHOE Toyie Tpedyer
Oobazamenvnoe noe .
00s13aTEIBbHOrO 3aII0JIHEHUS U1 KaXKI0M 3aIUCH.

Ilycmpoie cmpoxu
IIyCTBIX CTPOK

yCTaHOBKa, KOoTOpasa onpeacisicT, JOIYCKACTCA JIW BBOA B JaHHOC I10JIC

Hnoexcuposannoe N
Ornpenensaer npocTbie MHAEKCHI ISl YCKOPEHUs TOMCKA 3alucei
none

Kpome BbIIenIepeyncIeHHBIX THUIIOB JaHHBIX B CIHCKE €CTh d3JeMeHT Macmep
HOOCMAHOB0K, KOTOPBIA TO3BOJSET NPEICTABUTH 3HAYCHHUS TOJEH B BUIE MPOCTOTO WIH
KOMOWHHUPOBAHHOTO CHHCKA. J[OMOJHHUTENbHBIE CBOMCTBA TAaKOTO TIIOJS TMPEICTaBICHBI Ha
BKiaake Iloocmanoexka okna Koncmpykmopa maonuy,.

Jliis coxpaHeHUs CTPYKTYPhI TaOIHIIBI HY>KHO BBeCTH KoMaHay @Paiinr— Coxpanums U B
okHe CoxpaneHnue BBECTH UMsI TAOJIUIIBI.

[Ipu cozmanuu MHOTOTAOMWYHON 0a3bl JAaHHBIX BAKHO MPABUIBHO OMPEICIUTH CBS3H
MeX1y TaONHUIIAMH U 33]1aTh KITFOUH.

AcceSS MOXET aBTOMaTUUYECKH CO3/1aTh MEPBUYHBIM KIIIOY, TTOCTABUB TEpe] MEPBHIM
yKa3aHHBIM B CTpYKType mojieM nosie Koo u 3anaB nis Hero tun Cuemuuk. J{ns Toro, 4To0ObBI
ONpeAeNUTh Kakoe-Tu0o Apyroe moje TaOJIUIbl KIIIOUEBBIM, HYXHO YCTaHOBHUTH Kypcop B
CTPOKE C UMEHEM ATOTO TMOJIsi U HaXKaTh Ha KHOTIKY Kirouesoenonie Ha naHenn WHCTPYMEHTOB.
[Tocne 3TOTO B CTPOKE PSAAOM C MMEHEM ITOTO TOJS MOSBUTCA M300paxeHue kimoda. Komanma
Tak)Ke MOXeT ObITh BbI3BaHAa U U3 KOHTEKCTHOTO MeHI0. OCHOBHOE TpeOOBaHUE K 3HAYCHUSM B
KITFOUEBBIX TOJISAX - 3TO MX YHUKAIBHOCTH JIJIS KQXK/I0H 3amucy (OHU HE JOJKHBI TIOBTOPSATHCS).

[Tocne ompeneneHus: CTPYKTYphI Tabmuil 6a3bl JAHHBIX HEOOXOIUMO yKa3aTh THIT CBS3H
Mexay Tabmumamu. st 9TOTO Ha TaHeTW HWHCTPYMEHTOB HEOOXOIWMO HaXXaTh KHOTKY
Cxemaodannvix. Ilocme »storo AcceSS oTtkpoeT OkHO Cxemadamuvix W OKHO
Jloobasnenuemadbnuyvi. B oxue /lobasnenuemadbnauysl HYXHO BBIICIUTH WMEHA TaOJIHII,
JI00ABIISIEMBIX B CXEMY JIaHHBIX, M HAXaTh Ha KHOMKY /Jo6asump. 3aTeM OKHO MOYHO 3aKPBITh.
B okxne Cxemaodannpix OSBATCS MMEHA BCEX YKa3aHHBIX TaOIHUI] BMECTE CO CITUCKAMHU TOJEH.
Hmena oOuux mosiei BBIAEICHBI MOMYKUPHBIM mIpuToM. Hy>KHO BBIIETUTH KIIOYEBOE MMOJIE
KITFOUEBOUM TaOIHIIBI, HAXKAaTh KHOIKY MBIIIY, IEPETAIUTh €€ KypCcop Ha aHaJOTUYHOE MOJie B
CBSI3BIBAEMOI TaONUIle, TMOCIE YEero KHOMKY MBIIIM OTIYCTHTh. B pe3ynbrare MOsSBUTCS
nuanorosoe okHo Ceéa3u.

Uto0b! B CBSI3aHHBIX TA0NMIIAX HE Hapyllanach EIOCTHOCTh JAHHbBIX, HY)KHO IIEIKHYTh
nmo ¢Gnaxky ObecneueHueyei0cmHOCIMUOAGHHBIX. B pesynbrare AcceSS cuaemnaet
HEBO3MOXKHBIM 3alllChb B HEKIIOYEBYIO TaOMUIly Takoro 3HAYeHUs OOILero T0JIA,
OTCYTCTBYIOILIETO B  KiIO4eBOM Tabmune. Heob6Xoaumo  MOAKIIOYUTH  Takke  JIBE
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JOTIOTHUTEIIbHBIC OIILIAH: Kackaonoeobnosnenueceéasannvixnonei U
Kackaonoeyoanenueceazannvixnonei. lleppas onuus MO3BOJSET NMPU U3MEHEHUM KaKOIo-
1100 3HaYCHMS B KIIIOYEBOH Tabmuie AcceSS aBTOMAaTHUECKH OOHOBUTH 3HAUEHHSI 3TOTO IMOJIS
JUISL COOTBETCTBYIOIIUX 3aITUCEH BO BCEX CBSI3aHHBIX TaOnuuax. BeiOop BTOPOI OMIMH MO3BOJISAT
YIQIUTh BCE CBA3AHHBIC 3aITMCH MIPH YIAJIEHUH OJHOM U3 3aMuceil B KIIF0YEeBOl TabmuIe.

JUia 3aBepIIeHHs IpoLecca CO3JaHMs CBs3€d HY)KHO ILEIKHYTH 10 KHonke Cozdamep.
AcceSs HapucyeT JMHHUIO Mexay TaOnuuamMu B OKHe CXemMadanHblx, YKa3bIBaIOIIYIO Ha
HaJIMYMEe CBA3M MexAy HuMH. [lociie 3aKkpbITHs 3TOr0 OKHAa BCE YCTAaHOBJIEHHBIE CBS3U OyayT
COXPAaHEHBI.

3ananuel.

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

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

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

Tabmuua Toeapwr nomwkHa conepxarh Tpu noyist — Koomoeapa, Haumenosanue, Ilena.
[Tocne 3amycka quanoroBoe OKHO OTOOpa)kaeT CTPYKTypy HOBO#M Tabnuisl. [lepenmenyem mose
Ko0. JInsg 5Toro BHINONTHUM IIETYOK JICBOM KIIABUILICH MBIIIM II0 €r0 HAa3BAaHWIO U HAa BKIIAJKE
Pabomac mabauyamu B ione Ilona u cmonodoywt menkuem no kHonke Iepeumenosams. 3atem
BBe/eM HOBoe uMs Koomoeapa v naxvem Enter. BoimoaHUB ABOIHOM MIETYOK MO 3ar0JIOBKY
COCEIHEro CTOJIOa, BBeJAeM UMs HOBOTO 1101 — Haumenosanue. AHaJIOTUYHO CO3IadUM II0JIS
Ilena (Puc.3).

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

— nasHas Co3gaHne EHeWwHWe gaHHbI PaGoTa € BasamK JaHHb Pesxum Tabnunus

LEZ lj_l Ec!qj EEEFFJ Jlf Berasute Tun ganxenc |CHeTanK - |[¥] ¥HukaneHoe = s
7 L == e
—— — Hi A yaanure dopmat: = st

= OBasaTensHoe
Pexum Hoeoe |JoBaewTe CToney
none nons  MNoOACTAHOBOK i MNepeumeHoeate

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

- Cxema 3aBMCMMOCTI
EE o 0 00
| -} /o 000 L00 +,0 ||,.1aHH|:|:< 0BBEKTOE |

DOPMATHPOEAHKME M THM JAHHEIX |

CBA3M

Puc. 3 — Jlo6aBnenue momeii B Pexxnme Tabnuma
VkaxeM TuIl 1ojieii. JIs 3TOr0 BBIIIOJIHUM INEITYOK JIE€BOH KIIABUIIEH MBIIIK 110 MO0

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

Inasxas CosgaHue BHewHWE gaHHbIE PaboTa c 6asammn JaHHbBIX Pexcnm TaBnnubl

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

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

Pexcum || Hosoe JoGaswte CTongey Mone MEMO Cxema 33BMCHMOCTI

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

Pesrmbl Mona W cTonGUb P M AaHHEIX CEAZM
Jata/epema

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

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

£ Tabnuual : Tabnuua * (Ne) Ld

Puc. 4 — IlpucBoenue YucnoBoro popmara mosto TabauIIbI

AHanornyHbIM 00pa3oM yctaHoBuM s nosis Haumenosanue un Texkcmoswtii, a s
nois Ilena Tunn /lenesicnutii.

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

e CEEGDY

lnaeHas CozgaHwue E

M # BoipesaTb
[t

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

A [ Pexum Tabnvukl

a— k
JJ CeoaHan Tabnuia

ﬁi CeogHas gnarpamma
M KoHCTpyKTOpD
[ |

Puc. 5 — M3meHenue pexnma IpocMoTpa TabJInIbI

Microsoft AcCess mpeuIoKUT COXPaHUTh TaOJIHIly. B OTKpBIBIIIEMCS] THAIOTOBOM OKHE
BBeneM uMsi Toeapel u menkaeM no kHonke OK. Bua tabmuisl u3meHutes. st Kaxaoro mosst
B HIDKHEH YacTH DJKpaHa ONpEAEeIMM CBOWCTBA TMOJIEM, HMCXOJd W3 HA3HAYECHUS TOJS U
MpeAnoaaraeMoro 00bemMa BBOJUMBIX JTAHHBIX.
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| THN JaHHbIX
CueTumk

HanmeHoBaHKne 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
HA3BaHMS Y TAKOTO TOJIsl PACIIOIOKEH 3HAK KIII0Ya). ITO 00s13aTeNbHOE HHACKCUPOBAHHOE T10JIE
(coBmazenus He naomyckaroTcs). JlaHHbIE yCTaHOBKM ClEAyeT 0053aTelbHO NPOBEPHUTH B
mpoliecce onpeaeeHus cBoucTB notei (Puc.6).

Ecnu HeoOxoaumo 3agaTh Opyroe mojie B KayecTBE KIIFOUEBOTO, HICIYKOM IO KHOIKE

L9
Kniouesoe none (<) CHUMAIOT 3HAK KIOYa y TEKYIIErO IO, INEIYKOM MBIIIH
MOJICBEYMBAIOT MHTEPECYIOLEE IOJE W TMOBTOPHBIM ILETYKOM IO KHonke Krrueeoe none
YCTaHaBIIMBAIOT 3HAK KJIIOYA Yy HOBOTO MOJISL. AHAIOTUYHBIE EHCTBUS MOTYT OBITH BBITTOJIHEHBI

C TIOMOIIIBIO KOMaH ] KOHTEKCTHOTO MeHro (Puc. 7).

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

— = _ B
<= DCTAEWNTE CTROKK

=+ ¥YaanuTe cTpokm

\ NocTponTs

— ' CeoiicTea

Puc. 7 — Jlo6aBiaeHMEe KIIOYEBOTO MOJIS

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

Cozmanum HOByrO Tabmuity. s storo Ha Bkiagke Co30anue BBHIIOTHUM IIETYOK TIO
kHonike Koncmpykmopmaoéauy. B pesynprate Oyner co3gaHa HOBas CTPYKTYypa, B KOTOPOU TIO
aHaJIOTUX MOYKHO 3a/1aTh Ha3BaHME TMMOJIEH U uX TUI (puc. 8).
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— [naeHan CozpaHue BHEeWHWE

BB [ &

Tabnuua WacnoHe  Cnvcew  |KoHCTpYETOP
Tabnuy~ SharePoint~| TaBawy

TaGauubl

4B
|

Puc. 8 —-Co3ganue HOBOU TaOIAIIB

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

Tabnuna 3 - CTpykTypHBIE 37eMeHThI Ta0auIsl IIpooascu

HNma moan Tun fanHbIX
Ne kapmouku na ckuoky TexcToBblit
Konuuecmeo Yucnoson
Koo moeapa YucnoBoii (MacTep MOJCTaHOBOK)
Jlama npooasicu Jara/Bpems

Cpenu yka3aHHbIX B TaOJuIle THUIOB IOJIed 0co0O0 cieayeT oTMeTuTh Macmep
nOOCMAaHO60K, YNPOINAIOIIMKA BBOJ JaHHBIX W OOECHEYMBAIOIIUNA HX JIOCTOBEPHOCTh. OH
MO3BOJIsIET (POPMHUPOBATH CIIMCOK 3HAYCHHIA, MCIIONB3Ysl JaHHbIE U3 JAPYrod TaOIWIBl WU U3
¢dukcupoBanHoro Habopa 3nauenuii (Puc. 9).

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

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

p NOACTaHOBOK.

Pazman nnna 758

Puc. 9 — Mcnonb3oBanne MacTtepa 1o 1cTaHOBOK

Breibop onuuu Macmep noocmanoeok TO3BONSET OTKPBHITH TUAIOTOBOE OKHO, B
KOTOPOM YKa3bIBA€TCS CIOCOO TONY4YEHHUsT 3HAYEHWW JUIsl TOJCTAaHOBKUA. BO3MOXHBI 1B
BapHaHTa — W3 paHee CO3JaHHOW TaOnMIbl (KaKk MpPaBUJIO, KIIIOYEBOW) WM M3 CIHCKa C
¢bukcupoBaHHBIM HaOOpPOM 3HauYeHWl (B ciiyyae, eclii HabOp 3HAYeHMH 3apaHee U3BECTEH 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 Toeapwer. B nuanoroBom okHe Macmepa noocmano8oKk YCTaHOBUM
(axxok y mepBOW OMIMHM, BBHIMOJHUM INETYOK 1Mo KHomke OK u mepeleM K cleayromeMy
JIMaJIorOBOMY OKHY. B HeM MOKHO BbIOpaTh TaOJUIly, U3 KOTOPOW IMOJYYUMM 3HAUEHUS IS
NOJCTaHOBKHU. Bce ycTaHOBKM OcTaBUM 0€3 N3MEHEHMH, TOCKOJIbKY UMEEM TOJBKO OJIHY paHee
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co3JaHHyl0 TaOnuiy. BeimmomnuM menuok mo kHonke OK. B HOBOM ananoroBomM 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 MacTepa 1o icTaHOBOK

B HOBOM OKHE yKa)keM MOpPSAOK COPTHUPOBKU 3JIEMEHTOB CIUCKAa (U3 CIHMCKa BbIOEpEM
Koo moeapa, no Bo3pacTaHuio). B ocranbHBIX AMAIOrOBBIX OKHAX OCTABUM 3HA4YEHUs 110

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

B xome pabotbl mactepa ACCESS MpEIOKHUT COXpaHUTh Talnuiy. BBegem wums
Ilpooascu, HO KITIOUEBOE T0JIE CO37aBaTh HE OyIeM.

[Tocne onpeneneHus: CTpyKTyp 00eux TabiuIl Bb3oBeM OKHO Cxema oannvix (Puc. 11).

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

Basic

%AHanm: BEICTP 04eHCTENA :pa

sqQL
Server

AaHHEIX AHE/NE COOBLEHNK

Makpoc |

S8 AHanus TaBAuLEl
MoKazaTe WK CKPEITE

AHanuz | Mepem
Bee TabnuUk > | k24

Tosapwm H

=2z Tosapbi : Tabnuua

Mpopanca

»

j Mpogasu : TaBnuua

Puc. 11 — Oxuno Cxema qaHHBIX

JlobaBum B cxemy gaHHbIX 00e Tabmuubl (Toeaper w Ilpoodaxcu). Jlns >Toro B
OTKPBIBIIEMCSI TUAIOTOBOM OKHE BBIJIEIMM MHTEPECYIOIIYIO TaOIUIly W BBIMOJIHUM HIETYOK IO
kHonke /Jlodaeums. B pe3ynbTaTe aBTOMaTHUECKU OyJeT co3/laHa cXxeMa 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 CBS3b, CO3JIaHHYIO IO yMoyaHuto. s
9TOI'0 MICIITYKOM JIEBOM KJIABHIITH MBIIIH BBIAC/IMM JIMHUIO CBSA3H HAXMCM KJIaBUIITY DE|ete Ha
kiaBuatype. Cs3b MeXIy Tabmuiamu Oyzer pazopBana. Hasenem kypcop Ha nosie Koomosapa
Ta6JII/IIII)I T08apbl H, HaXXaB JICBYIO KJIaBUIY MBbIIIK, IIEPEMECTUM KYypPCOp Ha OAHOMMCHHOC
nosie Tabnuubl Ipoodascu. Ilocne 3TOro OTMYCTUM HaXKaTyro KJIaBUINY MbIIIM. B pesynbrare
OyIeT OTKPBITO TUanoroBoe okHo M3menenuecsaseii (puc. 13)

-
WzmeHeHue ceasei

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

OBBEAMHEHHE. .,

il

Hosoe..
OB ecneEYsHME LENOCTHOCTH AaHHLIX

KACKaAHOE 0BHOBNEHME CEASSHHEIX Nonei

KaCKaQHOE YaaneHWe CEBA3ZGHHBIX sanmcen

TN oTHOWEHKA: QAMHHO-MHOTMM

b

Puc. 13 — YcranoBnenue cBs3eit Mex 1y TadIuaMu

B okHe U3menenueceaseii yoequTbes, 4To JEBOE U MPABOE MOJIE OTOOPAXKAIOT HYKHBIE
nonst. Tun omuowenuii Ipyu STOM JIOIKEH COOTBETCTBOBATH TUMY «OJUH-KO-MHOTHMY (1:M).
3aTemM He0OXOIMMO BKIIIOUUTH NEpEKIoUYaTeNib Qbdecneuenue yeaocmHocmu OaHHbIX 1 OTIITII
Kackaonoe obnoenenue ceazannvix noneit u Kackaonoe yoanenue cea3anHwvlX 3anucei.
[Tocne »storo Haxarh KHONMKy Ce3zdams. B pesynbrate OyAeT OTKPBITO THpeblaylIee
JINAJIOTOBOE OKHO C YCTAHOBJICHHOM CBSI3bIO (puc. 14).

£ Cxema AaHHBIX

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

Puc. 14 — YcranoBneHHE CBSI3U MEXY TaOIUIIaAMU
Jlnst mpooikeHus padoThl ¢ TabauaMu okHO Cxema 0aHHbIX 3aKPHIBAIOT IIEITYKOM I10
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KHOIIKE 3aKpblmb, PACTIONIOKCHHOW B BEPXHEM MPABOM YIJIY JUAIOTOBOTO OKHA (HE MyTaTh C
KHOIIKOH 3akpsims niporpammbl Microsoft Access).

JI1s1 OCYIIECTBIICHHUS BBOJIA JAHHBIX HYXXHO OTKPBITh 0a3y JaHHBIX B PEIKUME TaOJIHIIbI.
Jliis Toro B s1eBoit yacTu okHa Microsoft ACCesS BBITOJIHUATEH ABOMHOM IIETYOK 110 HA3BAHHIO
uHTepecyromeld Tabmaumpl. [lociie 3TOro yCTaHOBHUTH Kypcop B MEPBBIA CTONOEIl CBOOOIHOM
CTPOKHU M BBECTH JaHHbIC C KJIaBHATYpPHI (puc. 15).

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

Puc. 15 — 3anonnenue noseid Tabiuisl ToBapsl

Hcnonb3ys ropu30HTAIBHYIO M BEPTUKAIBHYIO IOJIOCHI IPOKPYTKH, a TAK)KE KJIaBULIU
nepeMenieHusl Kypcopa, MOKHO IIepeMellaTbcsi Ha HOBBIC MOJIS UM 3aIMCH TaOJIUIIBI.

Jns penakTupoBaHUsS JaHHBIX HCIHOJB3YKOTCA CTaHAAPTHBIE IPUEMbI — BBIACICHUE
MHTEPECYIOUIErO 3HAYEHHUS U BBOJI HOBBIX JAHHBIX C KJIABUATYPHI.

Ecnu HyXHO ynanuTh 3alKCh LEIUKOM, Kypcop IIEPEMEIIAIOT B CaMylO JIEBYIO 4acThb
TaOJIMLBI TAKUM OOpa30M, YTOOBI OH MPUHSAJ BUJ JKUPHOW CTPENKH, HAIpPaBJIEHHOW BMPaBO.
3areM BBIIOJHSIOT HIETYOK JIEBOM KiIaBUIEH MBIIIHN (3TO MO3BOJSET BBIIEIUTH BCIO CTPOKY
IEJTMKOM) U HaxxuMaroT Kiasuiiry Delete.

JJ1st BCTABKHM HOBOM 3alMCH B cepearHe TA0IMIbI HC00X0AUMO BBIICIUTDH CTPOKY, Nepes
KOTOPO¥ 10JI7KHA PACIOJIOKUTHCSI HOBAsl 3alMCh, U HAXKaTh kjaapuuy Insert. IlocJse 3Toro
B CO3/1aHHOM NYCTOM CTPOKE BBOAAT HOBBIE JaHHbBIE.
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MeToauueckue PECKOMECHIAUNUA NJIA NPAKTHICCKHX paﬁoT Imo TeMe:

AHTHBHMPYCHbIE IPOTPAMMBbI

3ammTa nHgopManu, AHTUBMPYCHAS 3alllUTA

Heanb: l3ydeHue TEXHOJIOTUH OpraHU3aliy (aiioB ¢ MOMOIIBIO MPOTPaMM — apXHUBATOPOB.
[TpoBepka uHbOpMaIIMK HA BUPYCHYIO YUCTOTY.

3anaum

Oo0yuarimmue:
dopMHpOBaHUE  SKCIIEPUMEHTAIBHBIX W  MPAKTHYECKUX yMEHHH TPHU  BBINOJHCHHH
71a00paTOpHOil pabOTHI 10 UCCIIEOBAHUIO AHTUBUPYCHBIX IIPOTPAMM.

BocnuraTeabHble:

BOCIIUTAHUC HOJIO)KI/ITGHBHOI;'I MOTHUBAIIUU K H3y‘-I£lGMOI>i 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-IEHUCTBEHHOTO, MPAKTHYECKOI'O0 MBIILICHHS, MBICIUTEIbHBIX OIEepaIuii:
aHaNM3, KOHKpETH3alus, CpaBHEHHE, OO0OOIIeHHe, CHUHTE3, HHTEJUIEKTYAIbHBIX YYBCTB
T10003HATENFHOCTH, YIOBJIETBOPEHUS OT XOPOILIO BBHITOJIHEHHOW PabOTHI.

Xon paboTsi:

I/I3y‘~II/ITe KOMaHbl U BBITTOJHUTEC MPECAIOKCHHDBIC YIIPAKHCHUA:
AHTUBHpYCHas IpoBepKa HHGOpPMaIIUU Ha TUCKE.

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

aprwdE

Odopmute oTUET U caenaiiTe BBIBO 110 MPaKTHUECKON padoTe.

Teopernyeckuit marepuall

KomnbloTepHblii BUpyC - 3TO CHENMajIbHO HalMCaHHas HeOOJblIasg MO pa3Mepam
nporpaMma, KoTopasi MOKeT "MPUITUCHIBAaTE" cedst K APYrUM Mporpammam (T.e. "3apaxars’ ux),
a TaKKe BBINOJHATH PA3IMYHBIE HEXEJaTelbHbIE NEHCTBUS Ha KommbloTepe. [Iporpamma,
BHYTPH KOTOPOM HaxXOIUTCsS BHUpYC, Ha3biBaeTca '3apaxeHHoi'". Korma Takas mnporpamma
HauMHaeT paboTy, TO CHaudaja yIpaBjieHHE IMOdydaeT BUpyc. Bupyc HaxomuT u "3apaxaet"
JIpyTrue MporpaMMbl, a TAK)Ke BBIMOJIHSIET KaKue-HUOYAb BpeIHbIE NeCTBUS (HallpuMep, HOPTUT
daiinbl unu FAT-Tabnuny, "3acopsier" onepatuBHyIO NamsaTh U T.1.). i1 MaCKUpOBKH BHpYyca
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 JEHCTBUS, OH IEpefacT YIpaBJIeHNE TOM IporpaMMe, B KOTOPOH OH HaXOAMTCS, U
OHa paboTaeT TakXke, Kak OOBIYHO. TeM caMbIM BHEHIHE padoTa 3apa’keHHOW HpPOTpaMMBI
BBITJISIAMT TaK e, KaK U HE3apaXCHHOM.

KomnbroTepHbIil BUpYC MOXKET UCHOPTHUTH, T.€. U3MEHUTh HEHAIJICXKALIUM 00pa3oM,
mo0o0#t ¢aitn Ha MMEIONMXCs B KOMIbIoTepe auckax. Ho HekoTtopwie Buibl (ailioB BHUPYC
MOXeT "3apa3uTh'". ITO 0O3HAYAET, UTO BUPYC MOXKET "BHEIPUTHLCA" B 3TU (pailyibl, T.€. K3MEHUTD
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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 M O€3 BBIIAYM KaKHX-
a100 COOOIICHNUH, MOITOMY IOJIB30BATENI0 OYEHb TPYAHO 3aMETUTh, YTO B KOMIBIOTEPE
IPOUCXOTUT YTO-TO HEOOBIYHOE.
[Ipu3Haku 3apaxeHus:
HEKOTOPBIE MPOTrPaMMBbI MIEPECTAIOT paboTaTh WM HAYMHAIOT PadOTaTh HEMIPABUIILHO;
Ha 9KPaH BBIBOJATCS TIOCTOPOHHUE COOOIICHHSI, CHMBOJIBI H T.[I.;
paboTa Ha KOMIBIOTEPE CYIIECTBEHHO 3aMEeIIISIeTCS;
HEKOTOpbIE (hailyIbl OKAa3bIBAIOTCS UCIIOPYCHHBIMH U T.1.
OIEpAIIMOHHAS CUCTEMa HE 3arpyKaercs;
M3MEHEHHE AaThl K BpeMEHH MoAu(UKaImu (aiiios;
M3MEHEHHE Pa3MepoB (Hailiios;
3HAUUTEIbHOE YBEIUYCHUE KOINYECTBA (aiyioB HAa ANUCKA;

©ooNoOORwdPE

CYILIECTBEHHOE YMEHBIIIEHHE pa3Mepa CBOOOIHOM OrepaTUBHON MaMATH U T.II.

Hexotopbie BuabI BUPYCOB BHaYalle HE3aMETHO 3apa)kar0T OOJIBIIOE YHCIIO MPOTPaMM
WIN JUCKOB, a MOTOM NPHYUHSIOT OYE€Hb Cephe3HBbIC TIOBPEKICHUSA, HAIPUMEp, HopMaTupyroT
BECh J)KECTKUH JMCK Ha KOMITbIoTepe. Jlpyrie BUPYChl CTaparoTCs BECTH ceOs Kak MOXKHO Ooliee
HE3aMEeTHO, HO TIOHEMHOT'Y ¥ IIOCTENIEHHO MOPTSAT JIaHHbIE Ha )KECTKOM JHCKE.

Takum o6pa3om, eciu He NpeANpUHUMATh Mep O 3alllUuTe OT BUPYCa, TO MOCIEACTBHS
3apa’keHUs] KOMIIBIOTEPA MOT'YT OBITh OYEHb CEPhE3HBIMU.

Pa3HOBHAHOCTH KOMIIBLIOTEPHBIX BHPYCOB

Bupycsl knaccupuumpyrot no cpene ooutaHus U mo crnocoOy Bosneiictus. 1o cpene
00UTaHUS BUPYCHI OAPA3EIAIOTCS Ha CIEAYIOIINE BUABIL:

(aitnoBble BUPYCHI, KOTOPHIE BHEIPSIFOTCS TJIAaBHBIM 00pa3oM B HCIIOJIHSEMBIE (aiiibl,
T.e. QailJbl ¢ pacmupeHueM €xXe, com, bat, HO MOryT pacnpocTpaHSITbCS M 4epe3 (aiibl
JIOKYMEHTOB;

3arpy304Hble, KOTOpbIE BHEAPSAIOTCS B 3arpy30UHbI CEKTOp AHMCKAa WM B CEKTOD,
COJIep KAIMI TPOrpamMMy 3arpy3Ku CUCTEMHOTO JTUCKA,;

MaKpOBHPYCHI, KOTOPBIE 3apakaroT (hailiibl-T0KyMEHTHI U 11a0sioHbl JokymMeHToB \Word
u Excel;

CETEBbIE, PACIIPOCTPAHAIOTCS 110 KOMIIBIOTEPHOH CETH;

[To criocoOy Bo3aeicTBUS (0OCOOEHHOCTSIM aITrOpUTMa) BUPYCHl OTJIIMYAIOTCS OOJIBIINM
pa3sHooOpa3ueM. V3BECTHBI BHPYCHI-TIAPA3UTHI, BUPYCHI-UYEPBU, BHUPYCHI-HEBUANMKH (CTElC-
BUPYCHI), BUPYCHI-TIPU3PAKH (BUPYCHI-MYTaHTHI), KOMITAHbOH-BUPYCHI, TPOSTHCKHE KOHU U JI.

Yame Bcero BCTPEYArOTCS BHPYCHI, 3apakarollue HCMonHuMble (aiiinsl. HekoTopsie
BUPYCHI 3apaxaroT U (ailsipl, 1 3arpy304Hble 00JIACTH TUCKOB.

YroObl pe1OTBPAaTHTh CBOE OOHAPYKEHUE, HEKOTOPBIE BUPYCHI IPUMEHSIOT JJOBOJILHO
XUTpBIE TIpUEMBl MacKHpoBKH. Paccmorpum "HeBuIuMble" W caMOMOAM(DUIMPYIOIIHAECST
BUPYCBHI.

53



"HeBupumble" BUpYychbl. MHOTHE pe3uAeHTHbIE BUPYCHI (PE3UICHTHBIN BUPYC TIPHU
UHHUIMPOBAHUN KOMIIBIOTEPA OCTABIISAET B ONEPATUBHOM MaMATH CBOIO PE3UACHTHYIO YacTb,
KOTOpas 3aTeM IepeXBaThIBAET OOpallleHUe ONEePAlMOHHON CUCTEMbI K 00BbEKTaM 3apa)KeHUs
BHeJpsieTcs B HUX) (M (ailyioBble, W 3arpy304HBIC) MPEIOTBPAIIAIOT CBOE OOHAPYKEHUE TEM,
YTO MMEePEXBATHIBAIOT OOpPAIEHUS ONIEPAlMOHHON CHCTEMBI K 3apakeHHBIM (haiimam u o0yacTsiaM
JUCKa M BBIJAIOT MX B HUCXOJHOM (He3apakeHHOM) Buie. Pasymeercs, 3ToT 3ddext
HaOJI0/IaeTCsl TOJBKO Ha 3apaKeHHOM KOMIIBIOTEpE - Ha "4MCTOM" KOMIIbIOTEpE W3MEHEHHUS B
daiinax u 3arpy304HbIX 00JIACTAX AUCKA MOKHO JIETKO OOHAPYKUTb.
Camomonupuuupywiuecss BUpycbl. [[pyroit crmoco0, mpUMEHSEMBIH BHpycaMu IS TOTO,
4TOOBI YKPBITCS OT OOHApPY>KEHHs, - MOJU(HUKAIMSI CBOEro Tena. MHOTHE BUPYCHI XpaHST
OOJIBIITYI0 YacTh CBOETO TeJia B 3aKOJMPOBAHHOM BHUE, YTOOBI C MOMOIIBIO AU3acceMOIepoB
HeNb3st ObIJIO pa3o0paTbcs B MexaHuW3Me HX paboTel. CaMOMOIMGUIMPYIONUECS BHPYCHI
UCIOJB3YIOT 3TOT NPUEM M YacTO MEHSIOT IapaMeTpbl 3TOM KOAMPOBKH, a KpPOME TOrO,
M3MEHSIOT U CBOIO CTAPTOBYIO YacTb, KOTOpAsk CIYXKUT AJISl PACKOJUPOBKH OCTAIBLHBIX KOMAaH]I
Bupyca. TakuMm oOpa3om, B Teje MOJOOHOrO BHpyca HE HMMEETCS HU OJHOM MOCTOSHHOU
HENOYKHU OAMTOB, MO KOTOPOH MOKHO ObLIO OBl MACHTU(ULIMPOBATH BUPYC. DTO, €CTECTBEHHO,
3aTpyIHSAET HaXOKECHUE TaKHX BUPYCOB MPOTrpaMMaMu-I1eTEKTOPAMHU.

Metoabl 32a1IUTHI OT KOMIILIOTEPHBIX BUPYCOB

Kakum Ob1 He ObUT BUpYC, MOJB30BATENI0 HEOOXOAUMO 3HATHh OCHOBHBIE METOJbBI
3allUThl OT KOMIIBIOTEPHBIX BUPYCOB.

Ji 321U Thl OT BUPYCOB MOKHO MCIIOJIb30BAaTh:

o01Ire cpeacTBa 3aluThl HHPOPMAITUH, KOTOPBIE MOJIE3HBI TAKKE M KaK CTPaXxOBKa OT
bu3nYeCcKOil MOpYH JAUCKOB, HETIPABUIHHO PAOOTAIOIINX MPOTPaMM WIIM OMTMOOYHBIX AEHCTBUN
10JIb30BATENS;

npoUIakTHYeCKue Mephbl, MO3BOJIAIOININE YMEHBIIUTh BEPOSTHOCTH 3apaKCHUS
BUPYCOM;

CHelHalIN3UpPOBaHHbIE TIPOTPAMMBbI IS 3alIUTHI OT BUPYCOB.

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

KOIMPOBAaHHWE HHQOpPMAIMK - CO3JaHUE KOMUN (QaillioB U CUCTEMHBIX 0OJacTel
TTUCKOB;

pasrpaHUyeHHe JOCTyNa IMPENOTBPALIAET HECAaHKLIMOHMPOBAHHOE HCIIOJIb30BAHUE
uH(pOpMaIlMK, B YACTHOCTH, 3aIMUTy OT HW3MEHEHHMH MpOrpaMM U JaHHBIX BHPYCAMH,
HEMPaBIJILHO pa0OTAIONIMMHE MMPOTPAMMaMHU U OIIMOOYHBIMU JEHCTBHUSIMHU MOJIH30BATEINEH.

HecmoTpst Ha TO, uTOo OOmME cpeAacTBa 3amMThl WHGOPMAIMM OYECHb BaXHBI IS
3allUTBl  OT BHUPYCOB, BCE JK€ UX HeaocTaTroyHo. Heobxoaumo ©  HpUMEHEHHE
CHEHUAIM3UPOBAHHBIX IPOTPaMM IS 3aIlIUTHI OT BUPYCOB. DTH MPOTpaMMbl MOXKHO pa3JeIUTh
Ha HECKOJIbKO BUJOB: JE€TEKTOPHI, JOKTOpa (aru), peBU30phl, JOKTOPa-pEBU3OPHI, PHIBTPHI U
BaKUMHBI (MMMYHH3aTOPBI).

IIporpamMmbI-1eTeKTOPBI TTO3BOJIIIOT OOHAPYKUBATH (DAIIBI, 3apakKeHHBIE OJJHUM M3
HECKOJIbKUX H3BECTHBIX BHUPYCOB. DTH MPOTpaMMbl MPOBEPSIOT, UMeeTcsl i B (aiimax Ha
yKa3aHHOM MOJIb30BaTeIeM JHCKe crienuduuecKkas s JaHHOTO BUpyca KOMOMHAIMs OalTOB.
Takast koMOMHaIMs Ha3bIBacTCs cUrHATYpoi. [Ipu ee oOHapyxeHnn B KakoM-nubo daiiie Ha
9KpaH BBIBOJUTCA COOTBETCTBYIOILEE COOOIIEHHE. MHOrHe MAETeKTOPbl HMMEIOT PEKUMBI
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JIEUYCHUs] WM YHUYTOKEHHS 3apaxxeHHbIX (ainoB. CrnenyeT MOAYEpKHYTh, YTO MPOTPAMMBI-
JIETEKTOPBI MOTYT OOHAPYKUBATh TOJIBKO T€ BUPYCHI, KOTOPBIE €l "N3BECTHBHI'".

Takum oOpa3oM, M3 TOro, 4YTO MpOorpamMma HE OIO3HAETCS JETEKTOpaMH Kak
3apakeHHasi, He CJIEAYeT, YTO OHA 37J0pOBa - B HEH MOTYT CHJIETh KaKOH-HHOY/b HOBBIH BHPYC
WIA cJerka MOIU(UIMPOBAHHAS BEPCHUS CTAapOro BHUPYCAa, HEU3BECTHBIE IPOrpaMMam-
JETEKTOpaM.

IIporpammbI-peBH30pbI MMEIOT JBE cTagud padoThl. CHayaja OHU 3allOMMHAIOT
CBEJIEHUS O COCTOSIHMM MPOrPaMM U CHCTEMHBIX 00JIacTeil AMCKOB (3arpy304HOIO CEKTOpa U
cekTopa ¢ Talbnuued pa3dueHus xkectkoro aucka). [Ipennonaraercs, 4yTo B 3TOT MOMEHT
OporpaMMbl M CHCTEMHBIE 00JacTH JUCKOB HE 3apaxeHbl. [locie 3TOro ¢ MOMOIIBIO
IPOTPaMMBI-PEBH30pPa MOKHO B JIF00OOW MOMEHT CPAaBHUTH COCTOSIHUE MPOTPAaMM U CHCTEMHBIX
o0acreit TUCKOB ¢ HCXOAHBIM. O BBISBICHHBIX HECOOTBETCTBHIX COOOIIAETCS TTOIB30BATEITIO.

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 BHPYChI OOBIYHO M3MEHAIOT (hailyibl BecbMa crielu(uyeckuM oOpa3oM U MPOU3BOIAT
OJIMHAKOBBIE W3MEHEHMs B pa3HbIX MpOrpaMMHbIX (Qaiinax. [IoHATHO, 4TO B HOPMaJbHOM
CUTyallul TAaKUE€ W3MEHEHUs NPAKTUYECKH HUKOIJa HE BCTPEUAIOTCs, IMOATOMY IpOrpaMma-
peBu3op, 3apuKCUpoBaB (HaKT TAKUX U3MEHEHHI, MOXKET C YBEPCHHOCTHIO COOOIUTh, YTO OHU
BbI3BaHbI IMEHHO BUPYCOM.

IIporpaMMbI-pUABTPBI, KOTOPbIE pacHOJaraloTcss pPE3UACHTHO B OIEpaTUBHOU
naMsITH KOMIIbIOTEpa M MEepeXBaThIBAIOT T€ OOpaIleHUs K ONEpallMOHHOHN cucTeme, KOTOpble
UCTIOJB3YIOTCS BHpPYCaMHU JUIsI PasMHOXKEHHMS M HAHECEHUs Bpela, M COOOIIAIOT O HUX
nonap3oBarento.  [lonp3oBaTens  MOMKET — paspelIUTb WM 3allPpETUTh  BBIIOJHEHHE
COOTBETCTBYIOILIEN OlEepaIiu.

Hekoropeie mnporpamMmsel-puiabTpbl HE "JIOBAT" MOJO3PUTENIBHBIE JEHCTBHA, a
IIPOBEPSIIOT BHI3bIBAEMbIE HA BBINOJIHEHHE MPOTPaMMbl Ha HaJMYHE BUPYCOB. DTO BBI3BIBACT
3aMe]iIeHre paboThl KOMIIBIOTEPA.

OpHako mpeuMyIlecTBa UCIOJIb30BaHUs MPOrpaMM-(pUIBTPOB BECbMa 3HAUUTEIIbHBI -
OHM I03BOJISIFOT OOHAPYKUTh MHOTHE BUPYCHl HA CAMOM paHHEH 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, CUUTAET ITH NPOTrpaMMbl WIM JUCKU YK€ 3apaKEHHBIMHU. OTHU
nporpaMMsbl KpaitHe Hed(PEeKTHBHBI.

Hu oguH Tun aHTUBHPYCHBIX MPOrPaMM MO OTIAEIBHOCTH HE JaeT MOJIHOW 3alUThl OT
BUpycoB. Jlyumel cTparermeil 3amuTBl  OT BUPYCOB  SIBIIIETCS  MHOIOYPOBHEBAs,
"s1ienoHupoBaHHas" 06opoHa. PaccMOTpuM CTpyKTYypy 3TOM 000POHBI.

CpenctBam pa3Benkd B "0OOpoHE" OT BHPYCOB COOTBETCTBYIOT IPOTpPaMMbl-
JIETEKTOPbI, MO3BOJISIONIME MPOBEPATh BHOBb IOJYYEHHOE MPOrpaMMHOE oOecreueHue Ha
HaJINYue BUPYCOB.

Ha mnepennem kpae 0OOpOHBI HAaxXOIATCS HPOTPaMMbI-QUIBTPEL. DTH MPOTPaMMBI
MOTYT IMEPBBIMU COOOIIUTH O paboTe BUpyca U MPEeIOTBPATUTD 3apayKCHUE POTPaMM U TUCKOB.

Bropoii s11enoH 000pOHBI COCTABISAIOT MIPOrPaMMbI-PEBU30PBI, TPOrPaMMBbI-TOKTOPA U
JIOKTOpa-peBU30PBHI.
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Camplii TIIyOOKHH 31I€TIOH 000OPOHBI - 3TO CPENICTBA pasrpaHuveHus naoctymna. OHU He
MO3BOJISIIOT BHPYCaM M HEBEPHO DPAa0OTAIOMIMM MpOrpamMMaM, Ja)Xe €CIH OHH NPOHUKIH B
KOMIIBIOTEp, UCIIOPTUTh BaXKHbIE JaHHbIE. B "cTparernueckom pesepBe" HaXOIATCS apXHUBHbIE
KOMHMH MHPOPMALIUU. DTO MO3BOJIIET BOCCTAHOBUTH HH(POPMALIHIO TIPU €€ MOBPEKICHHUH.

Wtak, o1HUM M3 OCHOBHBIX METOJOB OOpHOBI C BHpYCaMH SBISETCS CBOCBPEMEHHAs
npopMIaKTUKA MX MOSABJICHUS M pacnpocTpaHeHHs. TonbKo KOMIUIEKCHbIE NMPO(UIAKTUYECKHE
MepBI 3alUThl 00ECIIEYNBAIOT 3alUTY OT BO3MOXKHOMN NOoTepy HHPOpMaLuu. B komiieke Takux
Mep BXOMST:

PerynsapHoe apxuBupoBaHue HH(POpMALMK (CO3aHHE PE3EPBHBIX KOIMUH BaXKHBIX
¢aiinoB 1 cucTeMHBIX 00JacTeil 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
aHTUBHUPYCHBIX MporpamMm. [lis oGecriedeHus Oojbledl 0€30MAaCHOCTH CIIEAyeT HPUMEHSTh
HapajiesIbHO HECKOJIbKO aHTUBUPYCHBIX IPOTPAMM.

OcymiecTBieHHe BXOAHOTO KOHTPOJIE HOBOI'O  IPOrPpaMMHOr0O  oOecredeHus,
noctynuBIMX auckeT. [Ipu nepeHoce Ha KoMmbrOTEp (PAaiiIoOB B apXMBHPOBAHHOM BHUE MOCIE
pacrakoBKH UX TaKXe HEOOXOIUMO MPOBEPSTH.

[Ipu paboTe Ha APYrMX KOMIBIOTEpaX BCETAa HYXHO 3alUINATh CBOM (PIBIIKH OT
3aIMCH B T€X CIIydasix, KOTJa Ha HUX He IUIAHUPYETCs 3alUCh WH(OPMAIIHH.

IIpy moucke BUPYCOB cIeIyeT MCIOJIb30BaTh 3aBEJIOMO YHUCTYIO OIEPallMOHHYIO
CHCTEMY, 3arpy>KEHHYIO C JIUCKa.

IIpu pabGore B ceTH HEOOXOIUMO HCHOIb30BAaTh AHTUBUPYCHbBIE IMPOTPAMMBbI IS
BXOJIHOT'O KOHTpPOJIS BeeX (haitiioB, momydaeMbIX U3 KOMIBIOTEpHBIX ceTeil. Hukoraa He cnenyer
3aryckaTh HEMpPOBEPEHHbIE (PaliIbl, MOTyYEHHBIE 10 KOMIIBIOTEPHBIM CETSM.

CoBpeMeHHbBIE TEXHOJOTHH aHTUBUPYCHOH 3alllUTHI TIO3BOJISIFOT 3alIUTUTHh OT BHpYcCa
¢aiinoBble cepBepa, IOYTOBBIE cepBepa U cepBepa mpuiiokeHuid. Hampumep, aHTHBHpYC
Kacnepckoro ass 3amuThl (paiioBbIX CEpBEPOB MO3BOJISET OOHAPYKUTh U HEUTPATU30BaTh BCE
THUIIBI BPEJJIOHOCHBIX TPOrpaMM Ha (aiJIOBBIX cepBepax U cepBepax MPUII0KEHUH.

B cocraB antuBupyca Kacnepckoro iast 3amuTsl paioBbIX CEPBEPOB BXOIAT:

AHTUBUPYCHBIN CKaHep, OCYLIECTBISIONINNA aHTUBUPYCHYIO MIPOBEPKY BCEX JOCTYIHBIX
(ailoBBIX CHCTEM Ha HaJIM4YMe BHUPYCOB MO TpeOOBaHHMIO MoJib30BaTens. [IpoBepstoTcst B TOM
quCciIe apXUBUPOBAHHBIE U CKAThIe (PailiIbl;

AQHTUBHUPYCHBIH NE€MOH, SBISIONIMKCS pPAa3HOBHIHOCTHIO AHTHBHUPYCHOTO CKaHepa C
ONTUMHU3UPOBAHHON TMPOIENypOl 3arpy3Kd aHTHBHPYCHBIX 0a3 B MaMsTh, OCYIIECTBISET
NPOBEPKY NaHHBIX B MaciiTabe pealbHOTO BPEMEHH;

peBusop u3MeHeHmid, Kaspersky Inspector, orciexuBaeT BCe  HM3MEHEHUS,
npoucxoismue B (aioBBIX cUCTeMax KomImbioTepa. Monayns He TpeOyeT OOHOBJIECHUM
AQHTUBUPYCHOM 0a3bl: KOHTPOJb OCYIIECTBISETCS HAa OCHOBE CHATUS KOHTPOJBHBIX CYMM
¢aitnoB (CRC — cymM) M UX MOCIEAYIOIIEr0 CPaBHEHUS C JIAaHHBIMH, MOJYYEHHBIMH IOCIE
u3MeHeHus (aiiios.

KomOnHupoBaHHOE MCMOIB30BaHUE ITUX MOJYJIEH MO3BOJISET CO3/1aTh AHTUBUPYCHYIO
3alIUTy, Han0oJiee TOUHO OTBEYAIOIYIO CUCTEMHBIM TPEOOBAHUSM.
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OOHapyXeHHbIE TOJO3PHUTEIIbHBIC WIH WHOUIMPOBAHHBIE OOBEKTHI MOTYT OBITh
MOMEIICHBI B MPEJIBAPUTEIHHO YKa3aHHYIO "KapaHTHUHHYIO" NUPEKTOPHUIO IS MOCIIEAYIOLIEro
aHanm3a.

AntuBupyc Kacnepckoro ofecrneynBaeT NOTHOMACIITaOHYIO LEHTPATU30BaHHYIO
AQHTUBUPYCHYIO 3aIUTY IMOYTOBBIX CUCTEM, paboTarouux moj ynpasieauem OC Solaris.

[IpoBepke Ha HAJIMYKME BUPYCOB MOBEPTAIOTCS BCE 3JIEMEHTBI AJICKTPOHHOTO MHAChMa —
TEJIO, TPUKPEIUICHHbIE (aiuibl (B TOM YHWCIIE apXWBHPOBAaHHBIE U KOMIIPECCHPOBAHHBIE),
BHenpeHHble OLE-00BekThI, COOOIICHHUS TH000r0 YpOBHS BIIOXKEHHOCTH. OOHapyXeHHBIC
MOJIO3PUTENIbHBIE WM HMHOUIUPOBAHHBIE OOBEKTHI MOTYT OBITh BBUICUCHBI, Y/IaJICHBI,
NEePEUMEHOBAHbI, WIM MOMEIICHH B 3apaHee ONPEACICHHYI0 KapaHTHHHYIO JHUPEKTOPHUIO JUIS
MOCJETYIONIETO aHAIH3A.

ExxenneBHOe OOHOBJIEHHE 0a3bl BUPYCHBIX CHUTHATYp, aBTOMATHYECKH PEaTH3yeTCs
yepe3 MHTEpHET mpH MOMOIIM CHENHMAIbHO BCTPOCHHOTO MOJYJIS M OOECIIEYMBAET BBICOKUI
YPOBEHB JCTEKTUPOBAHUSI KOMIIBIOTEPHBIX BUPYCOB.

3anaHue NpaKkTU4ecKoil padoThI

IIpoiiguTte TecT

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

1.IlocmoTpuTE HA PUCYHOK M BBIOEPUTE MPABUIIbHBIN OTBET Ha BOINPOC: 3aBUCUT JIU CTEIEHb
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) 1a, 3aBHCHT
b) wHer, He 3aBuCUT

2.IlocMoTpHuTEe Ha PUCYHOK M BBIOEpUTE MPAaBUIBHBIM OTBET Ha BOIPOC: KAKOBAa NMPUMEPHO
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 BBIOEpHUTE MPABHIIBHBIN OTBET HA BOIPOC: KaKOH apXHBAaTOP
ayuie cxan gaitn JJokyment.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, CTCTICHb CHKATUS OJIMHAKOBA.

4. Kaxue u3 nepeyrcleHHbIX HIDKE JEHCTBUI MOTYT MPUBECTH K BUPYCHOM aTake?
a) Co3nmaHue HOBOTO TOKYMEHTA.

b)
C) VYcraHOBKa Ha KOMITBIOTEP HOBOM MPOTrPaMMBI C IIUPATCKOTO JHCKA.
d) Tlomyuenue nadopmaruu u3 MuaTepHeT.

5. Bupyc —a70...

[Tonyuyenue ¢aiina mo >AEKTPOHHOM MOYTE.

a) Omubka B iporpamme
b)

C) HporpaMMa, 06ﬂaj:[a101ua;1 CIIOCOOHOCTBIO K CaMOBOCIIPOU3BCACHUIO.

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

Ne i/ Ha3panue aHTHBHPYCHOH MPOrpaMMBbl
L Dr.Web
2. McAfee VirusScan
3. Antuupyc Kacnepckoro
4. Panda Anti-Virus
S, 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 KOMIBIOTEPHBIM BUPYCOM?

Kakas nporpamma Ha3biBaeTcs "3apakeHHON"?

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

KaxoBsl npu3HaKy 3apakeHusi BUPycom?

KaxoBbI ocnencTBHS 3apaKeHHsI KOMIIBIOTEPHBIM BUPYCOM?

No ok wbdE

[To xakuM mpHU3HAKaM KJIaCCUPUIUPYIOTCS KOMIbIOTEPHBIE BUPYCHI?
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8. Kak kmaccuduiupyrorcst BUPYCHI Mo cpezie oOuTanus?

9. Kaxue TUIBI KOMITBIOTEPHBIX BUPYCOB BBIJEIISIOTCS 110 CIIOCO0Y BO3ACHCTBHS?

10. Yro moryT 3apa3uTb BUPYCHI?

11. Kak MackupyroTcs "HeBUIUMbIE" BUPYCHI?

12. KakoBbI 0COOEHHOCTH CaMOMOIM(PHUINPYIOIIUXCSI BUPYCOB?

13. Kakue MeTo/b!l 3a1IUThI OT KOMIIBIOTEPHBIX BUPYCOB MOXHO MCII0JIb30BaTh?

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

15.Ha kakue BHMJBl MOXHO IOJPA3AEIUTh IPOrpaMMbl 3aIUUTBl OT KOMIBIOTEPHBIX
BHUPYCOB?

16. Kak neficTByIOT porpaMMbl-1€TEKTOPHI?

17. Yrto Ha3pIBaeTCA CUTHATYPOM?

18. Becerna i JeTEKTOp pacro3HaeT 3apaKeHHYIO MPOrpaMmy?

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

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

21. Ilepeuucnute MepHI 3aIIUTH THPOPMALIUU OT KOMIIBIOTEPHBIX BUPYCOB.

22. KakoBbl COBpeMEHHBIE TEXHOJIOTHH aHTUBUPYCHOM 3aIIUTHI?

23. KakoBbl BO3MOKHOCTH aHTHBHpYyca Kacmepckoro amsi 3amuthbl (haillIoBBIX CepBEpOB?
MOYTOBBIX CEPBEPOB?

24. Kakue Monynu BXOIAT B cocTaB aHTuUBUpyca Kacmepckoro [uis 3amuThl (aiaoBbIX
cucrem?

25. KakoBo Ha3HaueHHE ITUX MOAYJEi?

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

27.Kak obe3BpexuBaioTcss aHTUBUpycoM Kacnepckoro oOHapy>KeHHbIE MOJO3PUTENIbHBIE
WM NH(ULIIMPOBAHHbBIE OOBEKTHI?

28. Kak oOHOBIIsIeTCs 6a3a BUPYCHBIX CUTHATYp?

Odopmiienue pe3yabTaToB PadoThl
1. Odopmuts paboTy B COOTBETCTBHH C 3aTaHUSIMHU.
2. OTBETUTH Ha KOHTPOJIBHBIE BOPOCHI.
3. CdopmymupoBaTh BEIBOJIBI 110 pe3yiIbTaTaM pabOTHI.
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MeToauueckue PECKOMECHIAUNUA QA NPAKTHICCKHX paﬁoT Imo TeMe:

PabGora B onepannonHoii cucreme. I'padudeckuii narepdeiic mosn3oBareis.
IIporpammHoe obecnieueHue

Heas: ° [ToBTOPUTH M 3aKpENUTh 3HAHUS O MPOTrPAMMHBIX MPOJYKTAaX, OCHOBHBIX
YCTpOMCTBAX KOMIbIOTEp. [l0O3HAKOMUTH C TOHATHUSMH ONEPALMOHHOW CHCTEMBI,
rpadudeckuii nuaTepderic, 00beKTh rpaguiIecKoro nHTEpderca.

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

Oo0yuarwmasn:

. (dbopMHUpOBaHKE MPEACTABICHHUS O MOHATUSAX ONEpAIlMOHHAS CUCTEMa, IpaduIecKuit
uHTEepdeEiic, «pabouuii CTOMY, SIEMEHTHI «paboydero cToya.

BocnurarejabHas:

. BOCIIUTHIBATh UHPOPMALMOHHYIO KYJIbTYpY, JTUCLUIUIMHAPOBAHHOCTb,
aKKypaTHOCTh, HACTOMYHUBOCTH B yuebe;

. BOCIUTBIBATh OTBETCTBEHHOCTb 3a BBINOJHAEMYIO paboOTy, aKKypaTHOCTb HpuU
paboTe C KOMIIBIOTEPOM.

PasBuBaromas:

. CHOocOOCTBOBAThH PA3BUTHUIO TPAMOTHOM pedH, B3aUMOJICHCTBHS MEKY YUalTIMUCS.
. pa3BuBaTh yMeHuE padoTaTh B IPYIIE U YMEHUE BBICTPAUBATh CaMOCTOSTEIbHYIO
pabory;

. CIOCOOCTBOBATh Pa3BUTHIO YMEHHUS IUIAHUPOBATh CBOIO JIEATENbHOCTD;

. (hopMHpOBaTh UHTEPEC K MPEAMETY HH(POPMATUKH.

Xon pa6oTsl
BrInoaHuTh yrpaxxHeHus:
Ynpaxuenue 1
1. AeiicTBus ¢ PaGo4ynM cT0/10M M 3HAYKAMH HA padouyeM cTOJIe
N3menenue cBoiictB Pabouero crona: <IIEIKHUTE NPaBOW KHOIMKOH MBIIMIKK MO JIFOOOH
cBoOOoHON yacTu PabGouero crona> ,<B OTKpBIBIIEMCS KOHTEKCTHOM MeHI0 Pabouero croia
BBIOepUTE KOMaH1y CBoOMCTBA !
Ha BKJajake PaGoumii cTos1 MOXHO BbIOpaTh y30p Ui moBepxHocTH Pabouero crosa wim
3arnosHUTh Pabounii cTonn KapTHHKOI;
Ha BKJIaJKe 3acTaBKa MOXXHO BBIOpATh 3aCTaBKy, KOTOpasi BKJIIOUAETCs, €CJIM MOJIb30BaTeNb HE
paboTaeT Ha KOMIbIOTEPE HECKOJIBKO MUHYT (Ha 3acTaBKy MOXXHO YCTAHOBHUTH IApoJib); ® Ha
BKJIaike OdopmiieHne MOKHO U3MEHUTH BCe 1[BeTa U IpU(ThI nHTEepdeiica.
Beinenenue ofHOro 3Hauka: <ykaoicume HA 3HAYOK U coendaiime OOUHAPHBIL WeEN4OK J1e6Ol
KHONKOU MbIUUU>.
Beiienenue rpynmnsl 3Ha4KOB: <ydeporcusas 1e8y10 KHONKY MbluiU, HAPUCYUmMe Npimoy20IbHYI0
PAMKY 0KPY2 HYHCHBIX 3HAUKOG™.
CHsATHE BBIIENEHUS CO 3HAUKOB: <wjerkHume 6 nobom mecme Pabdoueco cmona, 20e nem
8b10ENICHHBIX 3HAUKOB™ .
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[Tepememienne 3HaukoB Ha PaboueM cTone: <ykaogwcume Ha 3HAYOK UNU CPYNNY GbLOENEHHLIX
3HAYKOE8 MbLUbIO> ~ <HAdCMume J1e6yl0 KHONKY MbluU U, He OMNYcKas ee, nepemecmume
MbllUb NO KOBPUKY>~ <Omnycmume 1e6y10 KHONKY MbIUUU>.

YnopsgounBaHue 3HAYKOB: <ujeiKHUmMe npagoll KHONKoU MulUKU 6 1I000M c80000HOM Mecme
Pabouezo cmona> ~ <6 omkpwl8uieMcsi KOHMeKCmHom meHio Pabouezo cmona nesoii KHonkou
MbIUU WeTKHUMeNno Komanoe Ynopaoouumo 3uauku> ~ <gvibepume 0OUH U3 NPeOONCEHHBIX
cnoco6oe ynopsioouusanus. Umsa/Pazmep(Tun /U3menen)

BeipaBHUBaHME 3HAUKOB: <wyenKHUmMe npagoli KHONKOU MbIUKU 6 11000M c80000HOM Mecme
Paboueco cmona> ~ <6 omxpuviswemcs konmexcmuom menio Paboueco cmona nesoii KHONKoU
MbIWU WeTKHUmMe No KoManoe Ynopaoouums 3Hauku> ~ Beipoenams no cemxe.

OtkpsITHE 00BEKTA, pacnos0:keHHOro na Padoyem croae:

1-ii cmoco6: <IBOMHOM IMIETYOK MO 3HAYKY 00BEKTa™;

2-# c1nocod: <IIENKHUTE 110 3HAYKY PaBOi KHOITKOW MBIIIN> ~<B KOHTEKCTHOM MEHIO 00BEKTa
JIeBOM KHOIIKOM MBbIIIHN BbIOepuTEe KOMaHly OTKPBITH>.

2. Padora c I1aneibio 3a1a4

M3MeHeHMe CBOMCTB MaHeNnu 3a1ay: <IIEeJKHUTE MPaBO KHOIMKOI MBIIIN 110 J1t000H cBOOOAHOM
gactu Ilanenmn 3amau™> ~ <B KOHTEKCTHOM MeHIO [laHenu 3amay ILEIKHUTE MO KOMaHze
CpoiicTBa>: * Ha Bkiaake llanens 3ajmau mocrtaBbTe (IaKKM 3aKpenuThb MAaHENb 3a4ad U
OTtoOpaskaTh aHelb 33J1a4 MOBEPX OCTaIbHBIX OKOH;

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

3. JlelicTBHS ¢ AKTUBHBIM OKHOM NPOrPaMMblI

AKTUBH3aIMS OKHA MPOTpaMMbl: <IIEJKHHUTE IO JIF0OOW BHJIUMON YacTH OKHa>. 3aroyioBOK
OKHA CTaHET SIPKUM.

CBopaunBanue Ha IlaHenp 3amay: <IIENKHUTE MO KHOIKE YyNpaBieHUs OKHOM CBepHYThb
(J1eBast U3 Tpex)>.

Bo3sspamienne na Pabouwnii cton: <ua [lanenu 3agad meaKHUTE O KHOMIKE C HA3BaHUEM OKHa™.
Pa3BopaunBanne Ha Bechb 3KpaH: <IIEJIKHHUTE IO KHOMKE YIpaBieHUs OKHOM Pa3BepHyTb
(cpenHsist U3 Tpex)™.

BoccraHoBnenue mpekHero pasmepa: <IIEIKHUTE 10 KHOMNKE YIPaBICHUS OKHOM
BoccranoButh (cpemHsis U3 Tpex)™.

3aKpbITHE OKHA ITPOrPaMMBI:

1-it cmoco0: <mienKHUTE B CTPOKE 3arojI0BKA MO KHOMKE YIPABJICHUS OKHOM 3aKpPbITh>,

2-ii cnoco6: <czemnaiiTe IBOHHOMN IETYOK 110 KHOIIKE CHCTEMHOTOMEHIO OKHa™;

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

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

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

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

7-# cnocod: mexHto Paiin ~ Boixon.

[TepemenieHne okHa: <yKa)KUT€ CTPEJIKOW MBILIM Ha 3ar0JIOBOK OKHA, HAXKMUTE JIEBYIO KHOIKY
MBIIIN> ~ <HE OTIIyCKasl KHOIIKY, IEPEABUTANTE MBIIIb 110 KOBPUKY>~ <OTIIyCTUTE MBILIb>.
M3meHeHue pa3Mepa OKHa: <[IOMECTUTE MBbIIIIb Ha IPAHUIy OKHA (YKa3aTelb MbIIIU IPUMET BUJ
JIBYHAIIPaBJICHHOM CTPENKN)> ~ <HAKMHUTE JIEBYI0 KHOMNKY MBIIIM M MEPEIBUTAWTE T'PaHUILY
OKHa> ~<OTIIyCTUTE MBIIIb>.
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Pa3menienne HeckonbKuX OKOH Ha Pabouem crosye: <IIENKHUTE MPaBOl KHOMKON MBIIIKH IO
cBoboaHOli yactu Ilanenu 3amau>~ <JeBOW KHOMKON MBIIIH MIEIKHUTE 10 HYXHOW KOMaH/C:
OxHa kackagom/OxHa cBepxy BHH3/ OkHa ciieBa HannpaBo/CBepHYTh Bce OKHA™.
Ynpaxnenue 2

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

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

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

3akpoiite I'/1aBHOe MeHIO0, IIEIKHYB JI€BOH KHOIKOW MBIIK B cBOOOIHOM MecTe Pabouero
CTOJIA.

3ananue 2. [Ipuemsl ynpaBjieHus ¢ NIOMOIIbIO MBILIU

|. 3asucanue:

HalINTe UHANKATOP CUCTEMHBIX YacoB (crnpaBa Ha [lanenu 3amauq);

HaBEJUTE HAa HEro YyKa3aTelb MBIIIM U 3aep>KuTe (MOSBUTCA BCIUIBIBAIOIIAS IOJACKA3Ka,
OTpa)karollasi COCTOSTHUE CUCTEMHOTO KaJleHIapsi).

2. [[sotinoul wenuox.

* clienaiTe ABOMHOM 11eT40K 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 BHUMaHHE HA U3MEHEHHE 1[BETA 3HAUKa U MOJIUCH-
BbIJIenniICs 3Ha4oKk Kop3una).

4. [l]enuox npasoti KHONKOU MblULU:

* UIETKHUTE MpPaBOil KHONKOM MbIIM Ha cBoOoaHOM Mecte Ilanenu 3amad (oTKpoeTcs
KOHTEKCTHOE MEHIO).

5. I[lepemackusanue:

HaBEJWTE 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;

NOJBENTE YyKa3zaTelb MbIIM Ha JO0YI0 TpaHMIly OKHa U JOXKAUTECh IOSIBICHUS
JIByHAIIPaBJICHHON CTPEJIKU;

Ha)KMMTE Ha JIEBYIO KHOIIKY MBIIIHN U IEPEMECTUTE yKa3aTellb (pa3Mep OKHA U3MEHUIICS).
MOJIBEUTE YKa3aTeldb MBI Ha J000H Yroil paMKU OKHAa M JOKIUTECHh MOSBICHUS
JIBYHAIIPaBJICHHOU CTPEJIKH;

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

3aganue 3. 3anyck (OTKpbITHE) OKHA MPHJIOKEHUS

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

NOJBEANTE YKa3zaTelb K JI0OOW TpaHMIe OKHAa (yKasaTeldb MBIIIM TNPUHUMAET (HopMy
JIBYHAITPABJICHHOM CTPEIKH);

METO/I0M MPOTITUBAHUS JIEBOM KHONKOM MBIIIH [IEPEMECTUTE TPAHUILY pa3Mepa OKHa;
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NOJBEUTE YKa3aTelb K JIIOOOMY yIiIy pPaMKHM OKHa (yKa3aTelb MBIIIM IPUHUMAET (HopMy
JIBYHAIIPaBJICHHON CTPEJIKH);

METOJIOM IpOTATMBAHUS JIEBOM KHOINKOM MBI IEPEMECTUTE TpaHMIBI 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 JICBOW KHOIKOM MBIIIN MEPEMECTUTE OKHO, YXBaTUB €ro
3a 3aroJIOBOK.

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

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

oOpaTuTe BHUMaHUE HAa U3MEHEHHE KHONKU 00bekTa Ha [lanesnun 3agay;

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. Packpvimue OKHa HA 6€Cb S9KPAH U 8036PAM 8 NPEJICHee COCMOAHUE:

METOJIOM TPOTATMBaHUS JIEBOW KHOIKON MBIIIM H3MEHUTE pa3Mepbl OKHAa TakuM oOpa3om,
YTOOBI MTOSIBUIMCH [10JIOCHI TPOKPYTKHU;

1 pa3 mienkHUTE JIEBOM KHOIKOM MbIM 0 KHomnke BoccranoButhb/ Pa3BepHyTh (cpenHss
KHOIIKA B ITPAaBOM BEPXHEM YTy OKHa);

OOparuTe BHUMaHUE, KAK U3MEHWINCH pa3Mephbl OKHA.

ellle pa3 IIEIKHUTE JIEBOM KHOMKOW MBIIIHN IO KHONIKe BoccTanoBUTh/ Pa3BepHyTh;
pa3BEpHUTE OKHO Ha BECb DJKpaH M BEPHHUTE €ro B IIPEKHEE COCTOSHUE C IIOMOILBIO
CucTeMHOro MeHI0 (koMaH 16l Pa3BepHyTh/BoccTaHOBHUTD).

5. 3axkpwimue oxkna npozpammuol:

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

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

Otkpoiite okHO BiaokHoOT (0OpaTHTe BHMMaHHE Ha TOSBICHHE KHONKM 3TOr0 OOBEKTa Ha
IManenu 3axa4).

Ortxkpoiite okHO Kop3uHa 1BONHBIM LIEITYKOM .

Pacnonokute 3TH 1Ba OKHA TaK, YTOOBI OHU OBLIM BUHBI MOJHOCTHIO M HE MEPEKPHIBAIN APYT
Ipyra (UCHOJIb3yiTe METO/I MPOTATUBAHUS U ITEpeMEIEHUE JIEBOI KHOMKOW MBIIIIN).
VYnopsnounte okHa Ha PabGouem crosie ¢ momolpi0 KOMaHA KoHTekcTHoro MmeHio Ilanesm
3aaa4 (IIETI0K MPaBOil KHOIMKOM MBIIIH 110 He3aHATol obmact [Manenu 3aga4):

OkHa Kackaoom;

OxHa ceepxy 6Hu3,

OxHa cnesa nanpaso.

Crenaiite moouepeHO aKTUBHBIM KaXKI0€ OKHO (IETYOK MBIIIBI0 B 0071acTH OKHa) . OOpaTute
BHHUMaHUE Ha OTJINYME BUa KHONOK Ha IlaHesu 3a1a4 11 HEAKTUBHBIX U aKTHBHBIX OKOH.
3aKpOMTE WM CBEPHHUTE BCE OTKDBITBIC OKHA, HCIOJIb3Yys KHONKH B IIPABOM BEPXHEM YIIIY
CTPOKH 3aroyioBka win CHCTeMHOe MEeHI0.
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OOparure BHUMaHUE Ha OTIWYMS BHMJA KHONOK Ha [laHenu 3amay A CBEPHYTBIX U OTKPBITBIX
OKOH.

3akpoiiTe Bce OKHa.

3ananue 6. OTKpbITHE CYLIECTBYIOLEr0 JOKYMEHTA B OKHE CBS3aHHOIO NMpUJioKeHus 1.
Haxxmure Mbiibio kHONKy Ilyck.

ITonBenuTe ykas3arenap MbIIIM K IIYHKTY JIOKyMEHTBI — OTKPBIBACTCS CIIUCOK 15 TOKYMEHTOB |,
KOTOPbIE CO3/1aBATUCh (OTKPBIBAINCH) B ITOCIIEIHEE BPEMSL.

BeiGepute u3 cnycka Ha3BaHME HYKHOT'O JJOKYMEHTa (Hampumep, Jiro0oi (aiil ¢ pacumpeHrueM
*.doc). [ToxgBenuTe ykazaTeiab MBI K HEMY M LICIKHUTE JIEBOW KHOIKOH MBIIIK (OTKPOETCS
JOKYMECHTB OKHE CBSI3aHHOTO ¢ HUM mpuioxenus Word).

3akpoiiTe OKHO JIokyMmMeHTa W npwioxkenus Word. 3aganume 7. Padora ¢ AMajoroBuIMu
oxkHamu 1. OTtkpolite okHO BJIOKHOT.

Beenure B okHe BiIOKHOT cBOIO (haMHITUIO, IMSI T OTYECTBO.

Otxkpoiite auanoroBoe okHO Coxpanuth kKak ... (Daiin - Coxpanuth Kak ... ). ObpaTtute
BHHUMaHUE Ha - IPU3HAK JUAJIOTOBOIO OKHA.

CpaBHuTe BHeIIHUN Buj okHa BiaokHOT u nuanoroBoro okHa CoxpaHMThb Kak ... (oOparute
BHHUMAaHUE HA OTCYTCTBHE T'OPU30HTAIBHOIO MEHIO B IMAJIOTOBOM OKHE M Ha KHOIIKM B BEPXHEM
IIPABOM YTJIy OKHa).

Y6enurech, 4TO U3MEHHUTD Pa3Mep ITUATOTOBOTO OKHA HEBO3MOXKHO.

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

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

3aKpoiTe 1UanoroBoe OKHO U OkHO biokHoTA.

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

Otxkpoiite 0kHO Moil KOMIIBIOTED.

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

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

Ecnu B okHe mamku He oToOpaskaroTcsi pacimmpeHus umen ¢aimos( *.doc, *.btp u 1. 1.),
BeeauTe Komanny Cepsuc ~ CpoiictBa manku .. ~ IIpocmorp (Bua) ~ <cHumwute
nepekitouaresib CKppIBaTh pacIIMPEeHUs A 3apEerUCTPUPOBAHHBIX TUIIOB (hailioB>.
VYnopsgounTe pacroyioKeHUe OTKPHITHIX OKOH ClieBa HampaBo (KOHTEKCTHoe MeHio [lanenn
3a1a4).

CpaBHuTe By OKHa MOW KOMIIBIOTEP M OTKPBITOTO OKHA MAIKH.

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

TUTUTKHY;

3HAUYKOB;

B BUJIE CIIUCKA,

TaOIHIIBI.

3akpoiiTe Bce OKHa.

OTKpoiiTe OKHO Manku ¢ noMmouisio [IpoBogHuKa:

sanmyctute IlpoBognuk (Ilyck ~ Ilporpammbl ~ Ctangaptabie~ IIpoBoanuk). OOpaTute
BHUMaHME Ha (opmy mnpenctasieHuss uHpopMmanuu B okHe [IpoBonHuka: okHo IIpoBogHuka
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pa3buTo Ha nBe yactu (aABe maHenw) - Bece mankum (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 MaIKH);

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

10. C momoIp0 KOMaHJ TOPH30HTAIBHOTO MeHIO Bua onpoOyiiTe B OKHE ManKu U Ha TIPABOM
na"enu okHa IIpoBoaHuKa Bce opMbl ipeAcTaBiIeHNs HHPOpMALUU 00 00BEKTaxX B BUJE:
TUTATKWY;

3HAYKOB;

B BUJIC CIIHCKA,

TaOJIULIBIL.

11 . Beibepute Gopmy mpencTaBiIeHHs B BUAE TaOIUIIBI.

12. Otcoptupyiite 00BeKTHI B mpaBoM MoaokHe I[IpoBoAHHMKA, HCHIONB3YS KOMaHIbI
KOHTEKCTHOTO MEHIO OKHA WJIM IIEeNKasi MBIIIBIO 110 3ar0J0BKaM CTOJIOLIOB: ® MO TUMY ¢aiina;

* [10 UIMEHAM.

13. 3akpoiiTe OKHO MaIKH.

3ananue 9. [osryueHue cnpaBoYHOIi MOMOIIH

Haiinute noxackasky no 3amycky nporpamm (Ilyck ~ CnpaBka u nmojaepkka): <B nose Haiitu
HaleyaTanTe CIENYIOLUN 3alpoc  3allyCK NPOrpaMM> ~ <HaXMUTE KHOIKY CO CTPEJIKOMN
Hauath mouck>~ <BHU3y B paszene BpiOepute 3agaHue LIETKHUTE MO HYKHOMY IYHKTY
(HammpuMep, 3amycK MpOrpamMmabl)>.
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MeTozmquKne PERKOMEHIANUN NJIA MIPAKTHYCCKHUX paﬁoT 10 TEME.

B03MOKHOCTH TEKCTOBOI'0 PeJaKTOPa Jisl pellleHUs NPo(ecCHOHAIBHBIX 32124

Pazpnen 4. TexHonoruu cozganus u npeodpazoBaHus HHPOPMALIMOHHBIX OOBEKTOB
Iesb padoThI: U3y4UTh OCHOBBI 0(OPMIICHUS TOKYMEHTa CPeICTBAMH TEKCTOBOT'O Mpolieccopa
Microsoft Word; ITO3HAKOMMTECS c c BO3MOKHOCTSIMH TEKCTOBOI'O
npoueccopa Microsoft Office Word, osnaners ymeHusiMu OQOPMIISITH TEKCTOBBIH JTOKYMEHT
cpezncTBaMu TeKcToBOro peaakropa Microsoft Word, nposiButs TBOpUECTBO B CBOEH padore.
3amaun:
Oo0pa3oBaTte/ibHbIE!
e U3YYUTh UH(POPMALMOHHBIE TEXHOJOTMHU CO3JAaHUS, COXPAHEHUS U MOJrOTOBKH K
HeYaTH JOKYMEHTOB C ITOMOIIBIO penakropa MsWord;
e II03HAKOMHUTHCS C OCHOBHBIMHM ONepanusiMu (GOpMaTUPOBAHUS JOKYMEHTOB,;
e 0TpabOTKa HAaBBIKOB Pa0OTHI IO (POPMATHPOBAHUIO JOKYMEHTOB;
e 3aKpENUThH HA NMPAKTHKE MMOyYCHHBIC 3HAHUS.
PassuBarompue:
e (opMupOBaHHE IPUEMOB JIOTHUECKOTO MBIIICHHS, PAa3BUTHE HHTEPECA K TIPEAMETY;
e pa3BUBATh U COBEPLICHCTBOBATh YMEHUS PUMEHSITh UMEIOILMECS 3HAHUS HA IPAKTUKE.
Bocnuraresibubie:
e (opMupOBaHHE CaMOCTOATEIBHOCTH IIPU BBIIOJIHEHUU MPAKTUYECKOH paboThl U
OTBETCTBEHHOCTHU Tipu padote ¢ I1K;
e Boopyxenne  yyamuxcs = NpaBWIBHBIM  METOJOJIOTHYECKHM  IMOIXOAOM K
ITO3HABATEJIBHON U IPAKTUYECKOM AECSATEIBHOCTH.
e Bocrmuranme TpynomoOus, WHUIHMATHBHOCTH W HACTOWYMBOCTH B TPEOAOICHUU
TPYIHOCTEMN.
e  BOCIUTHIBATH AKKYPaTHOCTb.

Xoa npakTH4ecKoii padoThl

1. O3HaKOMHTBCS C METOAMUYECKUMH YKa3aHUSIMHU

2. BpImonHUTH 33jaHNE HA KOMIIBIOTEPE, OTBETUTH HA BOTIPOCHI
3. Hammcarp oTueT, c/ienarh BEIBOJ K MMPAKTHIECKON paboTe

Meroanyeckue yKasaHus

B co3nmanuu 110060T0 TEKCTOBOTO IOKYMEHTA MOKHO BBIICTHTH CIICAYIOIINE ACHCTBUS:
1. co3nmanue JOKyMEHTa,;

Habop TEKCTa,

pelaKTUPOBAHHE;

(hopMaTupoBaHUE;

COXpaHEHHE OKOHYATEIIbHOTO BapHAHTA JIOKYMEHTA,

© 0k wh

ncyaThb.

BaxxHO npuaepKUBATBCS YKA3aHHOM IOCIENOBATEIIBHOCTH AeicTBUU. YacTo mpu
paboTe Ha/l JOKYMEHTOM HEOMBITHBIC MTOJIb30BATENIN MBITAIOTCS COBMECTUTH HA0Op TEKCTa C €ro
dopmatupoBaHueM. DTO MJoXas MPUBBIUKA, MPHUBOAIIAS K HEONPABIAHHOMY YCIOXKHEHUIO
paboThl M CHMKEHHIO KauyecTBa IMOJydyaeMoro AokymeHra. llpum Habope TexcTa HE0OXOIMMO
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TOJILKO pazaeisaTh ad3ansl (B Microsoft Word noBbrit ab3a1] co3maeTcst Ha)KaTHEM KJIABHIIN
«Enter», a mepeHoc Ha CIEQYIONIYIO CTPOKY BHYTpPHU ab3aila MPOUCXOJUT aBTOMATUYECKH) U
COOTBETCTBYIOIIMM 00pa3oM HaOUpaTh MPONHCHBIE OYKBBI.

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

K BaxuelmmMm mapameTpaM CTpPaHHUIBI OTHOCITCS pa3Mep Oymaru, OpueHTAIMs
CTpaHUIbl (KHUKHAS WM albOOMHAs) M MOJsA. BOJIBIIMHCTBO JOKYMEHTOB TpeOyrOT Oymaru
dbopmara A4 (210x297 MM) U KHUKHOW OpHeHTAIMU cTpaHUIlbl. OOBIYHO XOPOIIO CMOTPUTCS
JOKYMEHT CO CIEAYIOUIMMH TMOJSMH: BEpXHEE M HIDKHEE — 1IOo 2 cM, JieBoe (C ydeToMm
HEO0OXOAMMOCTH MOIIIMBAHUS JOKyMEeHTa) — 3 cM, rpaBoe — 1,5 cM.

Hlpudt xapakrepusyercs TapHUTYpOW, pasMepoM, HaYepTAaHHEM W IIBETOM.
Crannaprroii uis Microsoft Word siensiercst rapautypa Times New Roman, oHa moaXOauT JJist
OCHOBHOHIl Maccel JOKyMeHTOB. Pasmep mpudTa wusmepsercs B MyHKTax. Yamie Bcero
ucnonbs3ytoT mpudt 12 u 14 nt. Hauepranue pa3inndarotr 0ObIYHOE, TONYKUPHOE, KYPCUBHOE U
¢ mnonmuepkuBaHueMm. llocinenHue Tpu MOTYT HCHOJIB30BAaTHCS B JIOOBIX KOMOWHAIMIX
(HampuMmep, MOMYKUPHBIM KypCUB C TOTYEPKUBAHUEM) M CIY)KAT JJIs BBIACICHUS HEKOTOPHIX
AIIEMEHTOB TEKCTA.

K ocHOBHBIM mapameTpam a03ara OTHOCATCSI BEIpaBHHUBAHKE, OTCTYI CJIEBa U CIIPaBa,
oTCTyN (WJIKM BBICTYIT) KPaCHOM CTPOKH, MHTEpBaJ nepes ad3aleM U mocjae Hero, MeKCTPOUYHBIH
UHTEpBAJI. BhIpaBHUBaHWE — IO JIEBOMY M NPaBOMY Kparo, MO IEHTPY, MO IIUPHUHE —
MpeIHa3HaYeHo AJs MPUAAHUS JOKYMEHTY 3aKOHYEHHOTO aKKypaTHOTO BUa. BelpaBHUBaHUE
M0 LEHTPY PEKOMEHJYeTCs] MPUMEHITh K 3arojloBKaM, a MO IIMPUHE — K OCHOBHOMY TEKCTY.
MeXCTpOuHBIii MHTEpBAJ XapaKTepU3yeT pPacCTOsHHE MEXIy CTpokamMHu B ab3aie, OOBIYHO
Ha3zHayaeTcs paBHbIM 1,5. OTCTYIBI M MHTEPBAIBI HCIOIB3YIOTCS AJIS BBIACICHUS HEKOTOPBIX
ab3aneB. OOsA3aTeNbHBIM 3JIEMEHTOM al3ala SBISETCS KpacHas CTPOKa, A ee OPOpMIICHHS
CIIY’)KUT COOTBETCTBYIOLIUI mapameTp. HekoTopble monb30BaTeNln MPUBBIKIN JeNIaTh KPACHYIO
CTPOKY IyTeM J100aBJIeHUs TPOOEIOB. ITO B KOPHE HENIPABUIIBHO.

Eme omuum cmocobom odopmiieHus TekcTta SBISIOTCS chUcKkd. CHucku OBIBAIOT
OJIHOYpPOBHEBbIE (TPEACTABIAIOT COOOM NEpeYeHb IYHKTOB) M MHOTOYPOBHEBbIE (KaXKIbIH
IOYHKT MOXeET cojepkaTb MNOANYHKTHI). Ilo cnocoOy o0003HaueHUs MYHKTOB pa3ivyaroT
MapKUpPOBaHHbIE U HyMEPOBAHHBIE CITHCKHU.

Baxuno momuuth, uro Microsoft Word npenocrasisier u npyrue, ropasno Ooliee
IIMPOKHE, HEXKEJIW OMMCAHO BBILIE, BO3MOKHOCTH (POPMATUPOBAHMS JIOKYMEHTOB. X criemyer
AKTUBHO UCIIOJIB30BaTh B 3aBUCHMOCTH OT XapaKTepa C03/1aBaeMoro JOKYMEHTA.

[lpu paGoTe Ham TOKYMEHTOM HEOOXOAWMO PETYISIPHO COXPAHATH Pe3yJIbTAThI
IUTO/IBI CBOETO TPY/Ia, HE HA/ICSCh Ha aBTOCOXPAHEHHE.

3ananue

[ToaroroBeTe M 0GOpMHUTE B COOTBETCTBUU C TPEOOBAHMSMHU TE3HUCHI JIOKJIaja JUIs
y4acTusi B HAy4YHOU KOH(DEpEeHITHH.

TpeGoBanus k 0popMIIeHUIO
1. Tlapametrpsl cTpaHwuilel: JUCT A4, anbOOMHAas OpUEHTAIMs, BEpXHEe moje — 3 cM,
OCTaJbHEIC — 110 2 CM;
2. Illpudt: Times New Roman, 14 mr;
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3. AO3ai: BbIpaBHMBaHME IO IIMPHHE, MOJTYTOPHBIM MEXCTPOYHBIM MHTEpBal, UHTEpPBAJ
nepen ad3zauem - 0 nt, nocie — 0 0T, OTCTYN NepBOM CTpokU — 1,5 cm;

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

5. Tekcr nomxeH OBITh pa3MeIlleH B JBYX PaBHBIX [0 IIMPUHE KOJOHKaX OTAEJICHHBIX
BEPTUKAJIBHBIM Pa3eIUTENIEM, IIMPUHA IPOMEXKYTKA 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, BoIpaBHUBaHUE
10 LIEHTpY, 14 nr.

Xon paboTsl:
1. Orxkpoiite TekcToBbIii penakrop MicrosoftWord2013.

DTO MOXHO OCYIIECTBUTH MoJib3ysick kHomkoi Ilyck (Ilyck>ITporpammbr>MicrosoftWord),
spisikoM MicrosoftWord na PaGouem crosie (eciu OH TaMm MPHUCYTCTBYET), WM, CO3/1aB B
cBoeit manke nokymeHt MicrosoftWord (daiini>Co3natb>Jdokyment MicrosoftWord wmu
AQHAJIOTUYHO C MIOMOIIBI0 KOHTEKCTHOTO MEHIO).

2. CoxpaHHTE TOKYMEHT B CBOCH MAaIKe 1Mo Ha3BaHUEM 3aHsThe 2.

Ucnoneiyiite xomanny Pain>Coxpanuth kak. [lo xony pa®oThl HaJg JOKYMEHTOM HeE
3a0bIBATE TIEPUOJIUYECKH COXPAHSATh BHECEHHbIE M3MeHeHUs kKoMaHqoh daia>CoxpaHuThb
WJIM COOTBETCTBYIOLIEN KHONKOM IlaHe 1M HHCTPYMEHTOB.

3. Habepure manky Te3ucos.

OOpatuTe BHUMaHHE, 4YTO, A HAOOpa MPOMUCHBIX OYKB YIEp)KUBAETCS KJaBHUIIA
Shift(ecin HeoOxoauMo HaOpaTh NPONHCHBIMH OyKBaMH HECKOJBKO CJOB, TO JIydIle
OJIHOKpaTHO HakaTh KiaBumry CapsLocCK; asst Bo3BpallieHUs: K CTPOYHBIM OyKBaM Ha)XMHUTE €¢
MIOBTOPHO), B KOHIIE Ka)/10T0 a03alia HakumaeTcs kiaBuia Enter. Y januTh JUIIHUE CUMBOJIBI
MokHO knaBuiieid Del, ecian oHu pacmonoxeHs! cripaBa OT Kypcopa, Wi kKiasuineit Backspace,
€ClIM OHHM pAacCIOJIOKEHBl cleBa. PekoMeHJyeM He YCTaHaBIMBAaTh 3apaHee IapaMeTpbl
dbopmarupoBanus mpudTa u adb3ara.

4. Halepure TekcT ¢ U300pakeHUs METOINYECKUX YKa3aHUH.

Beizenure TekcT mpu moMomuy MblmKM 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 yCTaHOBUTE KYpCOp B BBIOPAaHHOE MECTO JOKYMEHTAa M HCIOJB3YHTE KOMaHIY
BceraButh npueMamMu aHaJIOTMYHBIMU IPOLEAYPE KOITUPOBAHUS.

5. VYcraHoBuTe mapameTphl CTpaHHIBI, MmpUQTa, abd3ala COOTBETCTBYIOIINE
TpeOOBaHUSAM.

[TapameTprl crpanunbl (quct A4, anbOOMHasi OpUEHTALMs, BEpXHEe Moje — 3 cM,
OCTaJbHblE — MO 2 CM) BBEIUTE B AMAIOTOBOM OKHE, OTKpbIBAEMOM KoMaHJamu PaiJ
>IIapameTpbl CTPaHUIBI.
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Boimenuts Bech Teker (IIpaBka>Bwimesuths Bee). Ycranosute rapautypy (Times New
Roman) u pasmep mpudra (14 nT), BBHIpaBHUBAHHE IO IIHPUHE IIpY  [IOMOIIH
COOTBETCTBYIOIMX KHOMOK IlaHen HHCTPYMEHTOB, MEXCTPOUHBI MHTEPBAJ (IIOTyTOPHBIN),
uaTepBanel nepen (0 nt) m mocne (0 nr) ab3ama, orctyn mepBoit crpokum (1,5 cmM) — B
nuanoroBoM okHe @opmar>A63au. Beiiensist pparmMeHTsI TEKCTa, OTIIMYAIONIUECS HATUCAHUEM
(cM. TpebGoBaHUs K 0OPMIICHHIO TE3UCOB U o0Opaselr), NpuBeAUTe UX K TpeOyemomy Buay. He
3a0bIBaiiTe, 4TO HEKOTOpPbIE W3 STUX JEHCTBUII MOXXHO BBINOJIHUTH, HUCIOJIB3YSl «TOpsiune
KIIQBUIIIH.

6. BuumarenbHO mMpoBepbTE€ TEKCT TE3UCOB M HCIPaBbTE TIpaMMaTHYECKHE,

NYHKTYallMOHHBIE OIIUOKH U OTIEYATKH.

He 3a0piBailiTe 0 BO3MOYKHOCTM HCIOJb30BATh  ABTOMATUYECKYIO  IPOBEPKY
npaBonucanus. CiioBa ¢ rpaMMaTHYeCKUMHU OLIMOKaMU MOJYEPKUBAIOTCS KPaCHOW BOJIHUCTOM
JMHUACH, a TIPEUIOKEHUSI C MyHKTYallMOHHBIMH OIMOKamMu — 3eieHoil. [Ipu memuke mpaBoi
KHOIIKOM Ha IOJYEPKHYTOM CJOBE WM TMPEMJIOKEHUH CHUCTEMa IIpe/jiaraeT BapHUaHThI
ucnpanienus: ommoOku. JlocrarouHo BeIOpaTh moaxoismuil. OQHAKO HE BCE CIIOBA, BXOJISAT B
cioBapb MicrosoftWord. Takue croBa Takke MOI4epPKUBAIOTCS KPACHOM JIMHUEH, HECMOTPSI Ha
IIPABWJIBHOE HAIIMCAHUE.

7. YCTaHOBHTE PACCTAHOBKY IEPEHOCOB.

Bocnone3yiitech  auanoroBeiM okHOM CepBuc>S3pik>PaccTaHoBka nepeHOCOB.
YcranoBure Guiaxxok ABTOMATHYECKAS PACCTAHOBKA MEPEHOCOB.
8. Pa3mMecTHTe TEKCT B ABYX KOJOHKaX.

Beinenure Bech TekcT. Bocmonb3yiiTech auanoroBsiM okHOM ®opmat>KoJ10HKH.
Bribepute Bapuant /IBe ko0HKH, ycTaHOBHUTE (Priakki KoOJIOHKH OIMHAKOBOI HIMPUHBI U
Pazgeauresnb, BBEIUTE HIMPUHY IIPOMEKYTKA MEXKAY KOJIOHKAMHU.

9. Odopmure cornacHo TpeOOBaHUIM «IIIANKY» TE3UCOB.

Y06epute OTCTYNBI CTPOK «IIANKH» (MHAUY€ TEKCT HE BBIPOBHSAETCS MO IIEHTPY).
Briensiiite cooTBeTcTBYIONUE (PparMeHTHl TEKCTa U (OPMATUPYHTE UX, MONB3YSICh KHOMKAMHU
Ha [lanesn nHCTPYMEHTOB (CM. TpebOBaHUs K OPOPMIICHHUIO TE3UCOB U 00paserll).

10. CozpaiiTe BepXHHIA KOJOHTUTYJI — HYMEPAITUIO CTPAHHIL.

Bocnone3yiitec komannoir BeraBka>Homepa crpanun. BriGepute mnonoxkeHue u
BbIpaBHHBaHKEe HoMepa. CHumuTe ¢uiaxkok Homep Ha nepBoii crpaHuiie.
11. YcranoBure Tpedyemslii pazmep mpudTa (14 0T) 1151 HOMEPOB CTPAHUIIBL.

Jns penakTUpoBaHUsA KOJOHTUTYJIA BOWAMTE B HETO JBOWHBIM IIEITYKOM MBIIIIH.
OOpaTtuTe BHUMaHKE, YTO M3MEHEHHS, BHECEHHBIC HA OJHOM CTPaHMUIIE, PACIIPOCTPAHSIIOTCS Ha
ocTaibHble. J[ns BbIXOAA M3 KOJOHTUTYJIA MABAXbl IICJIKHUTE HAa OCHOBHOM TEKCTE WU
Ha)KMHUTE KHONKY 3aKPbITh aHETU UHCTPYMEHTOB KOJIOHTUTYJIBI.

12. Co3znaiiTe HIKHUI KOJOHTUTYI.

[IpenBaputensno ckonupyiite DPUO aBTopa. OTKpOWTE KOJOHTUTYJBI KOMaHION
Bun>Kosonturyasl. [lepemecTuTech B HMXKHUN KOJIOHTUTYJ BTOPOMl CTpaHUIIBI U BCTaBbTE
CKONMUPOBaHHBIN TekcT. Otdopmarupyiite ero cormacHo TpedoBanusm (mpudt 14 T,
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BbIpAaBHMBAHHUE IO LIEHTPY). BBl M3 KOJOHTUTYNA, yOEAMTECh, UYTO BCTABJIEHHBIH TEKCT
NOSIBUJICS HA BCEX CTPAHUIIAX, KPOME MEPBOI.
13. IlponyumtocTpupyiTe TEKCT pUCyHKaMu puc.l ¥ puc.2 U3 nmanku 3aHaTHe 2 B
nanke CTyaeHr.

YcraHnoBute Kypcop B MecTo BcTaBKku (otorpadum. OTKpoiiTe AMAIOrOBOE OKHO
BceraBka>Pucynok>U3 ¢aiina. Bribepure HeoOXomumblii ¢ailm ¥ HaXMHUTE KHOIKY
BeraButs. M3mennte cnoco® o0Tekanus 00beKTa TEKCTOM: OTKPOWTE U3 KOHTEKCTHOTO MEHIO
nuanoropoe okHo Mopmar pucyHka, Bkiaaky Ilososkenue u BbiOepuTe BapuaHT Bokpyr
pamku. [lepemecture dororpaduio B TpedyeMoe MoIoKeHHe Ipu momony Meimm. OOparture
BHHMaHHE Ha COOTBETCTBUE PACIIOIOKEHUS TEKCTa BOKPYT (hororpaduu oOpasity.

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

OKOHYATEeJbHBIN BapUaHT.

Jiss mpocMOoTpa MHOTOCTPAaHMYHOI'O JOKYMEHTa YAOOHO TOJb30BaThCS (QYHKLUEH
@aiia>lIpenBapurejbHbIi  MPOCMOTP (TaKke €€ MOXHO BbI3BaThb C  IIOMOIIBIO
cooTBeTCTBYIOIIEH KHONMKM Ha I[laHesu MHCTPyMeHTOB). B OTKpbIBIIEMCS OKHE oOparute
BHUMaHUE Ha BO3MOXXHOCTb H3MEHEHMsS Maciutada U KOJIMYECTBA OJHOBPEMEHHO
IPOCMATPUBAEMbIX CTPaHUL C IIOMOIIbIO COOTBETCTBYIOIIMX KHOMOK Ha Ilanean
HHCTPYMEHTOB. BepHyThCs K OOBIUHOMY PEXUMY MOXKHO, HA’KaB KHOIIKY 3aKpbITh.
KoHnTpoJibHbIe BOnpochl

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

2. Kakume mnapameTpbl COCTaBISIOT (OpMaT CTPaHUIIbl, MPEUIOKUTE UX 3HAUEHUS Ui
odopmiIeHHs THcTa EPBUYHOTO OCMOTpa CTAI[HIOHAPHOTO OOJIBHOTO?

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

4. Kakue mapameTpsl BKIro4aeT popmar ad3aiia, MosICHUTE UX Ha3HAUYEeHHE?

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

DJIEMEHTOB.

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

~

Od¢opmiienue pe3yabTaToB padoThI
Odopmuts paboTy B COOTBETCTBHUH C 3a/IaHUSMHU.

OTBETUTH HAa KOHTPOJIbHBIE BOIIPOCHI.
CdopmynupoBaTh BEIBOJIBI IO PE3YJIbTaTaM PaOOTHI.
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MeTozmquKne PERKOMEHIANUN NJIA MIPAKTHYCCKHUX paﬁoT 10 TEME.

Opranusanus paéorbl ¢ UHTEepHeT-cepBUCAMU

Tema 5.1 [IpencraBnenus 0 TEXHUYECKUX u MPOTPAMMHBIX CpeAcTBax
TEJIEeKOMMYHUKAIIMOHHBIX TEXHOJIOTUI

Leab: HAyYUTHCA MOIB30BATHCS DJIEKTPOHHBIMH CIIOBAPSIMU, U3YYUTh METO/IbI IOMCKA HYKHBIX
CJIOB B JIEKTPOHHBIX CJIOBApsX; MO3HAKOMHUTHCSI C OCHOBHBIMH BO3MOKHOCTSIMU IIPOTPAMMBI-
Opaysepa InternetExplorer; ocBouth HaBbIKM pabOTHI C MPOTrpaMMOi-Opay3epom, H3ydeHHE
nporecca moucka uHGopMmanuu B MHTepHeT, 3Has aapec CTpaHHIBI, HAa KOTOPOH OHa
pacrosoxeHa.

3agaun

OO0pa3oBaTte/bHbIE

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

e 00001IeHNe N3BECTHBIE HH(OPMAITMOHHBIE CEPBUCHI ceTH MHTEpHET;

e BbIPAOOTKA MPAKTUYECKOTO YMEHHUS B OINpENe]eHUU BHJAa MH(OPMAIMOHHOIO pecypca
cetu MHTEpHET.

PasBuBaromme

e  CHOCOOCTBOBATH PAa3BUTHUIO IIO3HABATEIILHOTO HHTEPECA Y YUaIIUXCS;

e  CIIOCOOCTBOBATh PA3BUTHIO TBOPUECKON aKTUBHOCTH yYaIIUXCS;

e pa3BHUBaThb HAaIVISIHO-OOpa3HOE MBILIUIEHHWE, MaMsITh U YMEHHE CpaBHUBAThb W
aHaJM3UPOBATh;

BocnurarenbHble

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

OcHalleHue: epcoOHAbHBIA KOMIIbIOTEP, KOHCTIEKThI, KAPTOUKHU-33aJJaHNs, YIEOHUKH.
Xon pa6oTsl
CaMOCTOATENBHO U3YYUTh TEOPETUUECKUI MaTepHall.

TeopeTuyeckas 4acTh:

s csizm ¢ Internet ucrmonp3yercs criennalibHasi MporpaMma — opaysep.

Ceroans Hambollee MOMyJIAPHBIMH Opay3epamu sBisitorcs Opera, Google, Firefox wu
InternetExplorer. OcHoBHOe Ha3zHaueHUe Opay3epa — 3arpyska BeO-crpanuipl u3 MHTepHeTa u
oTtoOpakeHHe e€ Ha HKpaHe.

Cayx0a WorldWideWeb (WWW) — 310 enuHoe nHMOpMAIIMOHHOE TPOCTPAHCTBO, COCTOSIIEE
U3 COTEH MH/UTMOHOB B3aMMOCBSI3aHHBIX AJICKTPOHHBIX JIOKYMEHTOB.OTIENBbHBIC TOKYMEHTHI,
cocraBisitone  mpoctpanctBo  Web, HaseBaror Web-ctpanunamu.['pynmnel  TeMaTHYECKU
o6bemuHeHHbIX\Web-cTpanun, HaspiBaroT Web-y3aamu (caiitamu).
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Anpecanusi B ceTH:

IP-anpec DNS-anpec

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

paszzieneHHbIX Toukamu. 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 aznpeca paszeneHHas TOYKaMH Ha3bIBACTCs
JIOMEHOM.

Hns  Toro, 4YTroObl HaWTH OMNpeneleHHue KaKoro-mubo TEepMHHA, MBI TaKXKe MOXKEM
BOCIIOJIb30BaThCSl yCIyraMu 3JIEKTPOHHBIX cioBapeil. Ecim paccmarpuBarh Takol BapuaHT,
KOIrZla y Bac HET BO3MOXXHOCTH 3aIVISIHYTh B KHHIY, CYIIECTBYIOT 3JIEKTPOHHBIE CJIOBapH.
HexoTtopele Bemy, Kak HamnpuMep, HNOMCK B OIPOMHBIX MAcCHBAaX TEKCTa, OHM JENAIOT
YIUBUTEIIBHO OBICTPO.

3ananme 1:
B teTpanp 3anmummTe caeayonyo TadumIy:

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, ONpeleNuTe TOoCydapCTBO, B
KOTOPOM CJIEJIaH 3TOT CaMT.

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

OTBeTbTe Ha BOMPOC: KAKUM 00Pa30M aJIpecyroTCs CTPAaHUIIbl OJJHOTO caiTa?

3aganue 2:

Ortkpoiite nporpammy EnternetExplorer. 3arpysurte crpanuily snekTpoHHOro cioBaps B. Jlans
— www.slovardalya.ru. B texctoBoe mosie ITouck mo cjioBapo: BBEIHTE CIOBO, JEKCHUECKOE

3HaUYE€HHE KOTOPOTO BaM HYKHO Yy3HaTh, Hampumep, «pyTtuHa». Haxxmure Ha kHOnkKyUckaTh.
Joxnurech pe3ynbTaTa MOUCKA. 3alUIINTE PE3YJIbTAT K ceOe B TeTpalb.
CaMocCTOSITENbHO HAWIWUTE JIEKCMYECKOE 3HAYEHUE CIEIYIOUIUMX CIOB M 3alUIINTE

pe3ynbTaT K cebe B TETpab.

— HoBoctn,

— Cratb4,

—  VYuwurens,

— TexHuka,

— Komanna.
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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 TeTpajib:

— MetoHuMmus,

— Bwuaeoxapra,

— XKeneso,

— Ilanupyc,

— Ckanpnerns,

Jebet (OyXr. TEpMUH).

3ananme 3:

Hcnonp3ys, ClOBapb-NIEPEBOAUUK  CHENAWTE IEPEBOJ CIEAYIOIIMX CJIOB HAa AHIVIMMCKHIM,

WCMIAHCKUN M AMNOHCKHM s3BIK. BBl MOXETE BOCIOJIB30BAThCS JIIOOBIMU CIIOBApPSIMU U3

MMPEAJIOKCHHOT'O CIIMCKa:

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

daiia 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

