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1. ®opmupyemble KOMIETEHINH U HWHAUKATOPbI UX JOCTHKEHHUS 1O JAUCHUILIHHE
(mooynro)

Koabl
KOMIIETEHIHH

Coaep:xanue KoMIeTeH Ui

Koa v HamMeHoBaHHe HHAMKATOpa J0CTHKCHUA
KOMIICTCHIINH

YK-1

CriocobeH OCYILIECTBIIATh TIOUCK,
KPUTHYECKUIA  aHallM3 W CHHTE3
uH(pOpMALUK, TPUMEHSITh CHUCTEMHBIN
MOAXOA JUIS PEIICHUS TOCTABICHHBIX
3a1a4

YK-1.1.

3HaTh MeETOABI IOHMCKa, cOopa ®  00pabOTKH
uHbOpMAINH; aKTyaJIbHbIE poccuiickue u
3apyOexxHsle WCTOYHMKM uWHpopmanmu B cdepe
npodeccHOHAIBLHON JIeSITEIbHOCTH; METO/
CHCTEMHOT'0 aHaIlu3a.

VK-1.2.

YMeTb THPUMEHATH METOJbI
00paboTkn nHpOpMAIHH; OCYILECTBIISITh
KPUTHYECKMH aHauu3 W CHHTe3 HH(popMamy,
MONyYeHHOH M3 pas3HBIX HCTOYHHKOB; HPUMCHATDH
CHCTEMHBI TOAXOA Ul PELICHHs IIOCTAaBICHHBIX
3ajad.

YK-1.3.

Bnaners Mmeromamu mowcka, cOopa M 00pabOTKH,
KPUTHYECKOTO aHaju3a W CHHTe3a HH(pOpMAIHY;
MeTO[[PIKOfI CUCTEMHOI'0 mnoaxona mjid pCHICHUA
MIOCTABJICHHBIX 33a4.

moncka, cOopa u

OIIK-1

Criocoben
uHpOpMAaLNH,
TEXHOJIOTUH "
0€e301IacHOCTH B
001LIECTBE, ux 3HAYEHHE it
obecrieueHus 00BEKTUBHBIX
MOTPEOHOCTEH JMYHOCTH, OOIIeCTBA H
rocyapcTBa;

OLICHUBATb poub
UH(OPMALMOHHBIX
HHPOPMANOHHON

COBPEMEHHOM

OIIK-1.1. 3HaeT 0 ponu nHpOpPMAaLNH,
MH(GOPMANMOHHBIX TEXHOJOTHH W MH(OPMAIIIOHHON
0e30macHOCTH B COBPEMEGHHOM  OOIIEcTBE, HX
3HAUYCHUU TSt obecrieueHus 00BEKTUBHBIX
MOTPEOHOCTEN IMYHOCTH, OOIIECTBA M TOCY1apCTBa;
OIIK -1.2. CnocoGeH oleHHUBaTh pOIb MH()OPMAIIHH,
UH(OPMALMOHHBIX TEXHOJOTUI W MH(pOPMAIMOHHON
0e30IacHOCTH B COBPEMEHHOM  OOIecTBe, UX
3Ha4YCHUE IS obecrieueHust 00BEKTUBHBIX
NOTPEOHOCTEN TUIHOCTH, OOIIECTBA U TOCYAaPCTBA;
OIIK -1.3. Bmameer HaBBIKOM OIIGHKH POJH
uHdopmanuy, HWHOOPMALMOHHBIX TEXHOJOTHH U
nHpOpManMOHHOH O€30IIaCHOCTH B COBPEMEHHOM
ob1ecTBe

OIIK-2

Crnioco6eH MpuMeHATh HH(POPMAIIMOHHO-
KOMMYHHUKaIMOHHBIE TEXHOJIOTHH,
MPOTPaMMHBIE CPEJCTBA CUCTEMHOTO M
MPUKJIQJHOTO Ha3HA4YEHUs, B TOM UHCIIE

OTEYECTBEHHOT0  IPOM3BOACTBA, ISt
peuieHust  3aja4  MpoQeCcCHOHATIBHOM
JIeITeIbHOCTH;

OIIK-2.1 - 3HaeT KIacCUPUKAINIO KOMITBIOTEPHBIX
CHCTEM, BH/bI HHPOPMAIIMOHHOTO B3aUMOJICHCTBHS U
00CITy’KMBaHHsI, OCHOBBI ITOCTPOCHHS
HH(POPMAMOHHO-BBIUUCIUTENBHBIX cucTeM; OITK-
2.2 - YMeeT npoBOAUTh aHAJIHU3 U BEIOOP
UH(OPMALMOHHBIX TEXHOJIOTUH, IPOrPaMMHBIX
CPEJ/ICTB CUCTEMHOTO M NPUKIIaIHOTO Ha3HAYEHHS IS
peleHust 3aa4 MpoecCHOHaIbHON eSITEeNbHOCTH;
OIIK-2.3 - Bnageer HaBbIKAMU —HCIIOJIb30BaHUS
UH(OPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHH 1
MIPOTPaMMHBIX CPEJICTB CHCTEMHOTO M IPUKIIATHOTO
Ha3HA4YeHUs JUIsl pelIeHus 3a7ad npogecCHOHaTbHON
JIeSTeIIbHOCTH.

2. Hacnopt (poHAa OLIEHOUHBIX CPEACTB MO AMCHUILINHE (MOAYJII0)

Kon
Ne KonTposmmpyembie pa3aesibl (TeMbl) KOHTPOJIMPYeMOM HaumenoBanue
n/n AUCHUTLTHHBI KOMIIETEeHI[UH OI[€HOYHOI0 CpeACTBA
(WM ee 4acTm)
Tema 1. OCHOBEI paboThI B VK-1 3aganus K
OTIepallMOHHOMN cucTeme Windows. OITK-1 1a60paTOpPHBIM
1. Ctpykrypa wuHTepdeiica MOIb30BaTENS. paboTam, KOHTPOJIbHBIE
[TporpamMmebl TpyMIbI CTaHJapTHbIE: BOIIPOCHI
Kanskymnsrop, boknor, WordPad, Paint




Tema 2. PaGota ¢ (¢aitamu YK-1 3amaHus K
5 nankamu. [Iporpamma mpoBOTHUK. OIIK-2 1a00paTOPHBIM
' paboTaM, KOHTPOJIbHBIC
BOTIPOCHI
Tema 3. TekcToBbIii mporeccop MS YK-1 3amanus K
Word. Crpykrypa untepdeiica MS Word. OlIK-1 n1abopaTopHBIM
3. Pabota ¢  pokymeHTamu.  Pexumsbl paboTaM, KOHTPOJIbHBIC
IpOCMOTpa JOKYMEHTA. Macuirab BOTIPOCHI
OTOOpaKEHHS TOKYMEHTa
Tema 4. TekcroBbiit mponeccop MS YK-1 3ajganus K
4 Word. O6paboTka TeKCTOBOW MHGOPMAITHH. 835; J1a60paTOPHBIM
' PenaxktupoBanue uw  ¢dopMaTupoBaHUE paboTtam, KOHTPOJLHBIC
TekcTa. A63am. PopmarupoBanue ad3ara BOTIPOCHI
Tema 5. TekcroBbiit mponeccop MS YK-1 3aganus K
Word. PaGora co CIIUCKaMH J1a00paTOPHBIM
5. (MapKUpOBAHHBIH, HyMEpOBaHHBIH, paboTaM, KOHTPOJIbHBIE
MHOT'OYPOBHEBBIH ). dopmaTtupoBaHue BOIIPOCHI
CIIHMICKOB.
Tema 6. TexkcroBeiii mporeccop MS VK-1 3amanus K
6 Word. Tabnuna. Co3nanue, 1a00paTOpPHBIM
' pelakTupoBaHue W (OpMATUPOBAHUE paboTaM, KOHTPOJIbHBIC
TabJInIL BOIIPOCHI
Tema 7. TekcroBeiii mporeccop MS YK-1 3amanus K
7 Word. BcraBka cumBonoB. Pemaktop 83?; 1a0opaTOpPHBIM
' dbopmyiL. paboTaM, KOHTPOJIbHBIC
BOTIPOCHI
Tema 8. TekcroBeiii mporeccop MS VK-1 3amanus K
8 Word. Coznanne cHocok. BcraBka u 1ab0paTOpPHBIM
' pellakTUpOBaHHE OOBEKTOB. paboTaM, KOHTPOJIbHBIE
BOTIPOCHI
Tema 9. TekcroBeiii mporeccop MS YK-1 3aganus K
9 Word. Tabynsauus 1a00paTOPHBIM
' paboTaM, KOHTPOJILHbIE
BOIIPOCHI
Tema 10. TexkcroBeiit mporeccop MS YK-1 3amanus K
10 Word. Hywmepanus crpanun. Co3nanue OIK-1 1abopaToOpHBIM
" ormasieHus. Pabota ¢ KOJOHTUTYIIaMHU. paboTaM, KOHTPOJIbHBIE
BOIIPOCHI
Tema 11. TekcroBblii mpoueccop MS YK-1 3anaHus K
11 Word. CnusiHue 10KyMEHTOB. 71a00paTOPHBIM
' paboTam, KOHTPOJIbHBIE
BOIIPOCHI
Tema 12. TekcroBblii mpoueccop MS YK-1 3anaHus K
12 Word. MacTtepa, 111aGJI0HBI ¥ CTHIIH. 1a00paTOPHBIM
' paboTam, KOHTPOJIbHBIE
BOIIPOCHI
Tema 13. TexkcroBeiii mporeccop MS YK-1 3amanus K
13 Word. PaGota ¢ makpocamu. 1a00paTOPHBIM
' paboTaM, KOHTPOJIbHbIC
BOIIPOCHI
Tema 14. [Tonsitue MIPE3CHTAIINH. YK-1 3amanus K
14. Cnaiin, odopmienue cnaiina. AHUMAIMS. 83%; 1a00paTOPHBIM

JleMoHCTpanus nmpe3eHTalum.

paboTaM, KOHTPOJIHbHBIC
BOIIPOCHI




Paznen 2. OducHble HHPOPMANUOHHbIE CHCTEMBbI. JJEKTPOHHbIE JOKYMEHTBI.

IIpesentanumn.
Ne Kon
n KonTposmpyembie pa3aesibl (TeMbl) KOHTPOJINPYEeMO HaumeHoBanue
/ JAUCHMILTUHBI il KOMIIETEHIIHH = OLEHOYHOI'0 CPe/ACTBa
n (UJ1M ee 4acTH)
Tema 1. Oducupie  uHpOpmMaimonnsie YK-1 3ananus K
15 CHCTEMBI. DJIEKTPOHHBIC TAOJIUIIBI 71a00paTOPHBIM
paboTtaM, KOHTPOJbHBIC
BOIIPOCHI
Tema 2. TaGnmuunbIit npoueccop OIK-1 3ananus K
16 MicrosoftExcel. Hutepdetic. Beogn, 1a60paTOPHBIM
penaktupoBaHue W (OpMaTUPOBAHHE paboTaM, KOHTPOJIbHBIE
JTAHHBIX. BOIIPOCHI
Tema 3. TabmuunbIit npoueccop YK-1 3ananus K
17 MicrosoftExcel. ITpocreiimme Borancuenus = ONK-2 1a00paTOPHBIM
B OJICKTPOHHBIX Tabnumax. OdopmicHue paboTam, KOHTPOJIbHBIE
TAOJIHIIBI. BOIIPOCHI
Tema 4. TabnuaHbII nporeccop YK-1 3amanus K
18 MicrosoftExcel. OtHOCUTENbHAS u 1a00paTOPHBIM
abCcoIIOTHAS apecarus. paboTaM, KOHTPOJIbHBIE
BOIIPOCHI
Tema 5. TabnuaHbII nporeccop OIIK-1 3amaHus K
19 MicrosoftExcel OIIK-2 71a60paTOPHBIM
paboTam, KOHTPOJIbHBIE
BOIIPOCHI
Tema 6. Pabora C dopmymamu: = OIIK-2 3anaHus K
20 UCIOJIb30BaHUE UMEH, (OPMYJIbl MacCUBa, 1a00paTOPHBIM
UCTIOJIb30BaHUE CTAHIAPTHBIX (PYHKIIUH. paboTaM, KOHTPOJIbHBIE
BOIIPOCHI
Tema 7. TaGnuunbIit npoueccop YK-1 3anaHus K
21 MicrosoftExcel. Ucnons3zoBanue B 1ab0paTOPHBIM
dopMynax CCbUIOK Ha SYEHKH Jpyrux paboTam, KOHTPOJIbHBIE
JIMCTOB U APYTHX PAOOYMX KHMUT. BOTIPOCHI
Tema 8. TaGnuunbIit npoueccop OIK-1 3anaHus K
29 MicrosoftExcel. CopTupoBka. 1a60paTOPHBIM
OunpTpanus. Vcnonas3zoBanue Gopm. paboTaM, KOHTPOJIbHbIE
BOTIPOCHI
Tema 9. TaGnuunbIit nporeccop  OIK-2 3anaHus K
23 MicrosoftExcel. Pabora ¢ qmarpammamu. 1a60paTOPHBIM
paboTaM, KOHTPOJIbHbIE
BOTIPOCHI
Tema 10. TaGnuunbIit npoueccop YK-1 3anaHus K
24 MicrosoftExcel. PaboTa ¢ makpocamu. 1a60paTOPHBIM
paboTaM, KOHTPOJIbHbIE
BOTIPOCHI
Tema 11. TaOnuunbIit npoueccop OIK-1 3ananud K
MicrosoftExcel. MucTpymeHTsl aHanusa 1a00paTOPHBIM
25 JAHHBIX: CIIEHapuM, MOoAOOp Mapamerpa, paboTaM, KOHTPOJIbHbIE

IOUCK PCIICHHA, CBOAHBIC Ta6.]'H/II_[I)I n

AuarpaMmabl.

BOTIPOCHI




Tema 12. Wudopmannonnsie pecypcel u  OIK-2 3amaHus K
26 O0COOCHHOCTHU MIPUMEHEHUS 1a060paTOPHBIM
MH(OPMaLMOHHO-KOMMYHHUKAIIMOHHBIX paboTtam, KOHTPOJIbHBIE
TEXHOJIOTHI B HAyKe M 00pa30BaHUU BOIIPOCHI
Tema 13. Komnberorepnas texHosorus | YK-1 3amanus K
27 BU3yaJU3allMd  PE3YJbTATOB  HAYYHBIX OlIK-2 1a00paTOPHEIM
UCCIEeI0BAHUI paboTtam, KOHTPOJIbHBIE
BOIIPOCHI
Tema 14. Mupossie  uHpOpMarmonHsie YK -1 3agaHud K
8 pecypcel MU NPUMEHEHUE HX B Hayke U OlIK-1 1a00paTOpPHBIM
o0pa3oBaHUU paboTam, KOHTPOJIbHBIE
BOIIPOCHI
3. OueHoYHbIE CpeaCTBA
JlaGopaTopHasi padora 1.  OcHoOBBI paboThI B onepaimonHoi cucteme Windows. Ctpykrypa
uHTep(etica monp3oBarens. [Iporpammer rpymmel cranaapTaeie: Kanpkymnsatop, bnokaor, WordPad,
Paint

Ilenb padoThI: H3yYeHHE OCHOB PabOTHI ¢ 00bekTaMu Windows, ocoOeHHOCTel paOoThI ¢ (haiinaMu u
ManKaMy, TOJYyYEHHE HABBIKOB CO3JIaHHsS CKPHHIIOTOB, W3y4YCHHE OCHOB paboOThl B Tpaduyeckom
pemakrope Paint, TekcToBoMm penaktope biiokHOT U paboTs! ¢ Kanbkymstopom.

3ananue 1. OcHoBBI padoThI ¢ 00bekTaMu Windows

1) OtkpeiTh B Windows manky «Mou AOKYMEHTBD» Ha pabodeM CTOle W M3Y4YUTh CIETyIOIINe

npuémMbl pabOTHI C MBILIBIO:

1. Illen4ok JIeBOM KJIABUIIECH — WUCIOIB3YETCS IS BBIJCIICHUS O0OBEKTOB, HaXaTHs KHOIOK, BhIOOpa
KOMaH/1 MEHIO, UI3MEHEHHS COCTOSIHUS Pa3IMYHBIX 3JIEMEHTOB YIPABISHHS, IEPEX0/a M0 TUIEPCCHITKAM.

2. JIBOITHO MIETYOK JIEBOM KIIABHIIIEH — UCTIONB3YETCs M1 3aIyCKa MPOrpaMM HITH OTKPBITUS (haiioB
B KaKMUX-JIMOO MporpamMmax B mpoBojHuke Windows.

3. lllem4ok mpaBo¥i KJIABUIIEH — UCIONIB3YETCs [T BBI30Ba KOHTEKCTHOTO MEHIO (MEHIO, COJIEPKaHUS
KOTOPOTO 3aBHCHT OT OOBEKTa WJIM OT MecTa OOBEeKTa, Ha KOTOpOM OBl MPOBEAEH ILENTYOK MPaBOH
KJTABHIIICH MBIIIIKH ).

4. BBI30B BCIUTBIBAIOIICH MMOJICKA3KH — UCHIOIB3YETCS JUISL TIONYUEHHS JTOTIOJIHUTEIbHOM HH(opMarmu
(moxcka3ky) MO Ha3HAYEHUIO HEKOTOPBIX 3JIEMEHTOB HHTepdeiica, cBoiicTBam (aiina u ap.

5. IleperackuBaHue — UCIOJB3YETCS M KONMpPOBaHMsA/TIEpeMelieHus (aiioB, H3MEHEHHs
MOJIOXKEHUS 3JICMEHTOB UHTEpdeiica.

6. CriennasibHOE TEepeTacKMBaHUE (C MPUMEHEHHEM IPaBOM KIIABMIIM MBIIIN) — HCIIONb3YETCs IS
BBI30BA MEHIO I0CJIE OKOHYAHUS MEPETACKUBAHUS, B KOTOPOM MOXXHO OyJeT BbIOpaTh, YTO UIMEHHO BBl
KeJlaeTe CJeNaTh C 00bEKTOM — CKOTIUPOBATH, IIEPEMECTUTH, CO3JaTh SPJIBIK.

7. Bpamienue Koseca MPOKPYTKH — MPOKPYTKa TEKCTa B OKHE, MOCIIEO0BATEIbHBIN BHIOOP KOMaHI
MEHIO U T.1.

2) W3yunth AelcTBHSI MBILIH IPY OJHOBPEMEHHOM HaXKaTHH HEKOTOPBIX YIPABIISIOMINX KIaBHIIL:

1. TleperackuBanue MbIibio ¢ HaxathiM Ctrl — konupoBaHue oObeKTa.

2. [leperackuBanue ¢ Shift — nepemenieHne oobeKTa.

3. lleperackuBanue c Ctrl + Shift — co3nanue sipabika oObeKTa.

4. Ilemyok neBoil knaBumed Meimu ¢ HaxarbiM Ctrl — BbIIeNieHHEe HECKONBKHX OOBEKTOB B
MIPOU3BOIBHOM TIOPSIZIKE.

5. Hlen4ok eBol KiaBUIIEH MBIIIH ¢ HaxkaTbM Shift — BeIenieHre HECKOJIIBKUX CMEKHBIX OOBEKTOB.

6. IlpokpyTka koneca ¢ HaxxaTsiM Ctrl — n3meHenne mMacitada H300paskeHHs B OKHE.

3) OTkpoITh ManKy "Mou JOKyMEeHTHI" U N3y4niI Ha3HaYeHHE BCEX OCHOBHBIX 3JIEMEHTOB OKHA:

1. 3aronoBox OkHa.

2. KHomnku ynpaBieHus: OKHOM (CBEpPHYTb, pa3BEPHYTh, BOCCTAHOBUTh pa3Mep, 3aKpHITh).

3. 'maBHOE MEHIO OKHA, B KOTOPOM HAaXOMAATCS KOMAaH/bI YIIPABICHUS OKHOM M KOMaHMIBI CHCTBHSA
HaJ| 00BEKTaMH, 0TOOPaKaEMBIMH B OKHE.




4. CucteMHOE MEHIO OKHA, BBI3BIBAEGMOE IIETYKOM JICBOM KIIABUIICH MBIIIKK [0 3HAYKY,
PACIHOJIOKEHHOMY B BEPXHEM JICBOM YTIIy 3arojOBKa OKHA.

5.IlaHenp WHCTPYMEHTOB OKHAa, B KOTOpPOH B BHAE KHOIIOK OTOOpakaroTcs Hauboiee dacTo
UCIIOJIb3yeMble KOMaHIbl.

6. PabGouas o0macTb OKHa, 3aHUMAIONIAsl OCHOBHYIO YacCTh IUIOIAAN OKHA.

7. [Tomocel MPOKPYTKH.

8. CTpoku cocTOsHUSI.

9. [lanenp 3amay okHa mpoBogHHKa Windows, B KOTOpOHl OTOOpasKarOTCsS THUIIOBBIC ACHCTBUS Haj
(aiimaMu ¥ TIarmKaMHu.

4) Uzyuntb cnocoObl 0TOOpakeHUs] 0OBEKTOB B OKHE MpoBogHuKa (Dckusbl, [lnutka, 3Haukw,
Crucok, Tabmuna). Ilpu BeIOOpe cmocoba oroOpaxkenus "TaOmuna" MOSIBHIIMCH
JOTIOJTHUTENIFHBIE BO3MOYKHOCTH TI0 COPTHPOBKE OTOOPAKAeMBIX OOBEKTOB IO PA3IMIHBIM
KpUTepHsAM - UMeHaM (hailioB/manok, TunaM OOBEKTOB (pacHIMpeHusiM (aiyios), pazMepam
¢aiinos, naTe co3aHUs/M3MEHEHUS U IP.

5) OtkpeiTe B Windows emé Heckombko mamok. M3yunts Bo3MmokHocTH Windows 1o
MEPEeKIIIOUYCHUIO MEKITYy OKHaMH (BBIOOp HY)KHOTO OKHA JIEBOW KJIABHIIECH MBIIIKH, €CIH OHO
oTtoOpaxkaeTcsl Ha dKpaHe; CBOpayMBaHUE HEHYXKHBIX OKOH; BHIOOp HYXHOTO OKHA Ha MaHEIH
3a/a4 pabovyero CToia, NCHoiab30BaHue koMmOuHamu kimaBum Alt+Tab, Alt+Esc, Wint+Tab u
Ap.).

6) W3yunth nelicTBHSI OCHOBHBIX "TOPSIYMX KIaBUII" 10 padoTe ¢ o0bekTaMu U okHamu Windows:

1. Win, Ctrl + Esc — otkpbiTh MeHI0 «ITyck» («Starty).

2. Alt + Tab, Alt + Shift + Tab — BeI30B MeHI0 mepexo1a MeX /Ty OKHAMH U [IEPEXOJI [0 HEMY.

3. Alt + Esc, Alt + Shift + Esc — nepexoa Mexay OkHamu (B TOM MOPSIIKE, B KOTOPOM OHHU ObLIH
3aIyIIeHBI).

4. Alt + F4 — 3akpbITHe aKTHBHOTO OKHa (3aIyIeHHOTO mpuiioxenus). Ha pabouem crosie — BbI30B
Jaora 3aBepieHus padotsl Windows .

5. ESC — BrliiTi U3 MEHIO OKHA WJIH 3aKPBITh OTKPBITHIN THAJIOT.

6. Alt + OykBa — BBI30B KOMaH/Bl TJaBHOTO MeHI0. COOTBETCTBYIOIIME OYKBHI B MEHIO OOBIYHO
HNOMYEPKHYTHI (MM W3HAYAIBHO, WIIM CTAaHOBATCS IMOMYEPKHYTHIME mocie Haxatus Alt). Ecnu komonka
MEHIO YK€ OTKPBITA, TO JJIsl BBI30BA HY>KHOW KOMaH/Ibl HEOOX0IMMO Ha)KaTh KIIABHITY ¢ OYKBOM, KOTOpas
IIOAYEPKHYTA B 3TON KOMaHJE.

7. Alt + Space — BEI30B CHCTEMHOI'O MEHIO OKHA.

8. F1 — BBI30B CIIpaBKH MPHIIOKEHUSI.

9. Shift + F10, Menu — oTo0pa)keHrne KOHTEKCTHOT'O MEHIO TEKYIIEro 00bhekTa (aHaJTOTUYHO HAKATHIO
MPaBOH KHOIIKOW MBIIIIH).

10.Alt + Enter — Bbi30B «CBOMCTB 00BEKTaY.

11.Enter — to ke, YTO W ABOHHOM IIETUIOK 1O OOBEKTY.

3ananmue 2. Padota c ¢aiiiamu u nankamu B Windows

1) Co3pmate Ha paboueM cTone manky ¢ uMmeHem «M-10», mMENKHYB npaBoil KiIaBUIIEH MBIIIH B
CBOOOJJHOM MecTe pabouero cToia, B TOSBUBIIEMCS KOHTEKCTHOM MEHIO BBIOpDAaB IYHKT
"Co3gats", a 3aTeM myHKT "[lamka".

2) B Tonbko 4TO CcO34aHHON Mamnke aHaJIOTHYHBIM 00pa3oM cO3laTh TPH TEKCTOBBIX (ailia c
MPOM3BOJBHBIMA HMMEHAMM, a TarKKe OJHY TManKy C TPOU3BOJIBHBIM HMeHeM. W3yuuThb
OCOOCHHOCTH KONHUPOBaHHWS W TiepeMelieHrs OO0BeKTOB ((hailioB) MEXAy CO3MaHHBIMU
ManKaMHy ¢ TIOMOIIBIO MBIIIH.

e ViajguTh OJMH M3 paHee CO3JaHHBIX (aiyIoB ¢ MmoMoIbio KiaBuiu «Delete,» 3alOMHUB €ro
numsl.

e [lepeiiTi Ha paboumii cTON, HAWTH HA HEM 00BeKT «KopanHay.

e 3aiitu B «Kop3uHy» U HaliTH B Hell yIan€HHbIH paHee (aii.

e Haxare mpaBoil KiaBuiIed MBI Ha HaWjaeHHbIH ¢aitmn u  BbIOpaTh KOMaHIY
«BocCcTaHOBHTBY.

e [lepeiiTn B mamky, U3 KOTOpOW ObII paHee yaanéH NaHHBIA (aitn u yOemuThes, YTO OH
BOCCTAHOBIJIEH.

e  VYiaanutk daiin c noMomipio couetanus knasui Shift+Delete - B atom ciryuae daiin B kop3uny
nmoMemarscst He Oyzmer, a OyzaerT ynan€H Oe3BO3BpaTHO C HEBO3MOXKHOCTBIO €0
BOCCTAHOBJIEHHS CTaHJAPTHBIMH CPEJICTBAMH ONEPALIMIOHHON CUCTEMBI.



e [lepeiitu B «Kop3uny» 1 yoenuThcs B TOM, YTO TENEPh YAAIEHHOTO Qaiiya B Hell HeT.
3) Uzyunth mnpuBEeAEHHBIM HW)KE CIUCOK TOPSYMX KIABHILI, ITO3KCIIEPUMEHTHPOBAB C
WCTIONTb30BAaHNEM JTAHHBIX COKPAIICHIIA:
o Win + E — 3Banyck «IIpoBoxuuka» (Explorer).
o Win + D — CgepHyTb Bce OKHa (IepelTH Ha pabOuYMil CTOJ) WIIM BEPHYThCS B
HCXOIHOE COCTOSHUE.
Shift + F10, Menu — Oro0pakeHHe KOHTEKCTHOTO MEHIO TEKYIIEro OOBEeKTa
(aHATOTMYHO HAXKATHIO ITPABOY KHOMKON MBIILIH).
Alt + Enter — Bei3oB «CBO#CTB 00bEKTaY.
F2 — IlepemeHoBaHKE OOBEKTA.
[TeperackuBanwme ¢ Ctrl — KomupoBanne o0bekTa.
[eperackuBanue ¢ Shift — [lepememienre ooObeKTa.
[TeperackuBanme ¢ Ctrl + Shift — Cozmanue spibika o0beKTa.
o Iemuknu ¢ Ctrl — Beimenenne HECKOIBKUX 00OBEKTOB B IPON3BOIHLHOM ITOPSIIKE.

10.10emuku ¢ Shift — BeigeneHre HECKONBKHX CMEKHBIX 00BEKTOB.
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11.Enter — To e, 4TO ¥ ABOMHOM IIETIOK O OOBEKTY.
12.Ctrl + A — Boizenenue Bcex 00bEKTOB B OKHE.
13.Ctrl + C, Ctrl + Insert — Kormuposats B 6ydhep oOMeHa (00BEKTHI, TEKCT).
14.Ctrl + X, Shift + Delete — Boipesats B Oyhep oOMeHa (00BEKTHI, TEKCT).
15.Ctrl + V, Shift + Insert — BcraButhb u3 6ydepa ooMeHa (00bEKThI, TEKCT).
16.Delete — YV nanenue o0beKTa.
17.Shift + Delete — be3Bo3BparHoe ynaieHue 00beKTa, He TIOMEIIasi €r0 B KOP3UHY.
18.«—, —, + (Ha uudposoii knaBuarype), — (Ha udpoBoil knaBuarype) — HaBuramus mo
JepeBy MPOBOHHKA, CBEPTKA-Pa3BEPTKA BIOKEHHBIX KaTaJOTOB.
e 19.* (3Be3mouka) (Ha nugpoBoil knaBuarype) — OToOpakeHUE BCEX MAIOK, BJIOXKEHHBIX B
BBIJICTICHHYIO TIATIKY.
e 20.F5— O06HOBUTH OKHO MPOBOHUKA.
e 21.Backspace — I1epeiitTi Ha ypOBEHb BBEPX B OKHE IIPOBOIHUKA.
e 22.F4 —TlepeiiTu K anpecHOl CTPOKE MPOBOIHHUKA.
4) [lepeumeHoBaTh OAMH W3 CO3JIAaHHBIX MHOW (aiijIoB, yKa3al B KayeCTBE €ro MMEHH CBOIO
dammmmio u ydeOHyro rpymmy. Caenan CKpPUHIIOT OKHA TPOBOJHMKA (HaXKaTHEM KIIABUII
Alt+Print Screen), B KoTOpoM pacronaraercst JaHHbIN (aii.

3ananne 3. Co3nanne CKPpHHIIOTOB W OCHOBBI PadoThl ¢ rpaduyecknm Penakropom Paint

1) BbINOJIHUTE CIIEAYIOIINE ACHCTBUS:
e (Crenath CKPUHIIIOT OJHOTO U3 OKOH mpoBoauka Windows.
e 3anyctuth nporpammy Paint (ITyck P Bce nporpammer > Ctangaptaeie P> Paint).
e BcraBuTh U300paXkeHne cKpuHIoTa U3 Oydepa oOmena Haxxaruem kinasum Ctrl+C.
e CoxpaHuTh H300pakeHHe B rpaduyeckuil Gaiii B CO31aHHYIO Manky Ha padouem croie (Daiin

» CoXpaHUTB).

2) Co3naTh HOBBIH MycTO# rpaduueckuii JokymeHT B Paint (®aiin P Co3nats).

3) U3y4uTth OCHOBHBIC BO3MOYKHOCTH Ipa)uuecKrx WHCTPYMEHTOB Mporpammbl Paint n HazHayeHue
KOMaH/| TJIaBHOT'O MEHIO.

4) Hamwmcath C TMOMOIIBIO HWHCTpyMEHTa PacmbuiMTeNnb CBOK (aMWIIMIO B OCHOBHOW 00JacTH
rpaguueckoro nokyMmeHta. Crenan CKpHHIIOT pe3yibTaTa.

3aganue 4. Padora ¢ npocTeiiliMMH TeKCTOBBIMH JOKyMeHTaMu B BiokHoTe

1) OtkpeiTe B nporpamme biokaot (Ilyck P Bcee mporpammer B> Crangaptasie P> BiokHOT)
CO3JIaHHBIN paHee TeKCTOBBIN (aiil ¢ IMEHEM B BUE MOEH haMuum.
2) W3yuntb 0CHOBHBIE BO3MOXKHOCTH MPOTPAaMMBI 110 PaboTe ¢ TEKCTOBBIMHU JJOKYMEHTaMHU:

e Brxmounts pexum neperoca no ciosam (Popmar P> [lepeHoc no cioBam).
e HalOpaTh HECKOIBKO CTPOK POHU3BOJIILHOTO TEKCTA.

e BcraBuTh mociie HaOPaHHOTO TEKCTa Mapy MYCTBIX CTPOK M CKOMMPOBAJT TEKCT MyHKTa «1.»
JTAHHOTO 3aJ]aHusl.



e Bocnonp3oBaThCsi KOMaHIaMU ITOKMCKA U 3aMeHbI TekcTa B (aitie ([IpaBka P> 3amMeHHTS ).

e CoxpaHuTh daiin.

3) Craenath CKPHHIIIOT TEKYIIIETO COCTOSHHS MOETO JOKYMEHTA!

4) W3yuuth Ha3HAUYEHHE OCHOBHBIX TOPSYMX KJIABHII Ha MPHUMEPE MCIONB30BAHKS B MPOTPaMMe
baoknoT:

. Ctrl + A — Boinenuts BcéE.

. Ctrl + C, Ctrl + Insert — KonpoBaTh.

. Ctrl + X, Shift + Delete — Bripesars.

. Ctrl +V, Shift + Insert — BctaBurs.

. Ctrl + «, Ctrl + — — Ilepexo 110 C10BaM B TEKCTE.

. Shift + «, Shift + —, Shift + 1, Shift + | — Beinenenne Tekcra.

. Ctr]l + Shift + «—, Ctrl + Shift + — — BrigeneHnue TekcTa 1o cjioBaM.

. Home, End — Ilepemenienne B Hauano-KOHEIl CTPOKH TEKCTa.

. PageUp, PageDown — [Tepemerienue Ha oAHYy CTpaHHILy (OMH 3KpaH) BBEPX-BHU3.

10.Ctrl + Home, Ctrl + End — ITepemerienne B Hauaao-KOHEIl TOKYMEHTA.

5) VY nanuth Bce (aiiiibl, CO3aHHbIE B ITPOLIECCE BBIMOIHEHHS 3TOTO M MPEAbIAYIINX 3aaHHU.

OCoOINnNDDWN -

3aganue 5. Padora ¢ KaJbKyJSITOPOM

1) Banycrute mnporpammy Kamekymstop (ITyck P Bce mnporpammer P CranpaptHbie P
Kampkymsarop).

2) W3yuuth unrepdeiic Kanpkymnsropa B pesxume «OObIYHBINY U pexkume «HKSHEPHBII».

3) IIpoBecTH HECKOJIBKO BBIYHMCIICHHH C LIENBIO TONTYyYCHHUsS] HABBIKOB PabOThI C pa3InuHBIMUA BUIAMH
nHTepdeticos Kampkymsropa.

4) VnigenuTh BHHMaHWE BO3MOKHOCTH TIE€PEBOJA YHCET MEXKIy JECATHYHON, TBOWYIHOM,
BOCBMEPHUYHOHN U IIECTHAIATEPUYHON CUCTEMAMH CUUCIICHHUSL.

5) IlepeBectu ¢ nomouipio KanbKynsiTopa HOMEp CBOETO BapHaHTa B JBOMYHYIO (GOpMy U craenan
CKPHHILIOT Pe3yJibTaTa JaHHOM OIepaluu:

BriBoa
B xoze BeimonHeHUs1 1abopaToOpHO pabOTHI OBUTH M3YYEHBI OCHOBHI PaboThHI ¢ oObekTamMu Windows,
ocobeHHOCTH PaboTHl C (aillaMi M TankaMu, MOJYYeHbl HABBIKA CO3JJaHUS CKPUHILIOTOB, WU3y4YCHEI
OCHOBBI paboThl B TpaduueckoM penaktope Paint, TekcToBoM penaktope biokHOT U paboThl C
Kanpkynstopom.
JladopaTopHas padota 2. Paborta ¢ (aiinamu u nankamu. [IporpaMmma npoBOJIHHUK.,

3ananue No 1. PackpbITh (CMEHa aKTMBHOM MaIlky) ¥ pa3BepHYTH MaIlKH.

1. 3anycrute nporpammy IlpoBoanuk ¢ momorusto I'masaoro mento (Ilyck—>IIpozpammur —
>Cmanoapmmusie —> Ilpoeoonux). OOpatutTe BHIMAaHHE HA TO, KaKas Marka OTKPHITA HA
npaBoi manenu [IpoBoHIKa B MOMEHT 3aITyCKa.

2. PaspimuTe Ha JIEBOM MaHENH CBOIO MANKY U OTKPOWTE €€ MISTYKOM Ha 3Hauke ranku. O0parure
BHHMAHME Ha TO, KaKas Iallka OTKphITA HA IIpaBoii nmanenu IIposoanuka. Ha npasoii nanenu
JTOJKHO 0TOOpa3uThes comepkuMoe Bameit marnku, T.e. Bara nmanka B JaHHBII MOMEHT
BpeMeHU axmugnas (pabouas). Ha neBoit manenu [Ipogoonuxa pas3pIlUTE MANKY DIeKmpOoHHbL
apxue v pa3BepHUTE €€ OJTHUM IIEITYKOM Ha 3HaYKe y3ia «+». O0paTute BHUMaHHUE HA TO, YTO
pacKpbITHE 1 pa3BOpauyMBaHUE MAIOK Ha JEBOW MaHEN — 3TO pa3HbIE ONEPALHU.

3anmanue No 2. Co3/iaTh U KOMTUPOBATH (aiiiibl ¥ KaTaJOTH (IAKH) ¢ TOMOIIBI0
nporpaMmsl [IpoBoiHUK.

1. 3amycrtute nporpammy /Iposoonux ¢ moMotbio I nagnozo menio (llyck—=>IIpozpammor —
>Cmanoapmnvie —> IIpo6oonux).

2. OTKpoOlTE «CBOIOY MAINKY U B HEM CO3/IaliTe MPEAIOKEHHYIO Ha puc. 1.3 ¢dallyioByr0 CTPYKTYypYy.

3. Cosnaiite nanky /Ipooonuxk. JIns 3T70r0 B MpaBoM OKHE [Ip0600HUKA OTKPOUTE KOHTEKCTHOE
MEHIO U BeiOepuTe KoManay Cozoame—> Ilanky, a nanplie UCIONb3YHTE AITOPUTM CO3IaHUS
TIAToK.

4. B mamnke /IposoOHuk co3naiTe MOAKAaTaJIOrH COTIIACHO cxeme Ha puc. 1.3.

5. Ha neBoit nanenu //pogoonuxa pa3BepHUTE BCE MANKK CO3MAaHHOM (aitnoBoit cTpykTypsbl. s
3TOTO BBHITIOJIHHUTE MOCIEIOBATENHHO MIETIOK HAa HEOOXOJUMOM 3HAYKE Y3712 «1.
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Cronmpyiite manky Axmot 6 manky Juniom. J{js 3ToT0 B 1€BOM OKHE /Ip0800HUKA TIPABOT
KHOTIKOM MBIIIIY TIepeTalInuTe 3HAY0K ManKu AKmbl 1 TIOMECTUTE €ro TOYHO Ha 3HAYOK JJuniom u
BeIOEpUTE KOMaHy Konuposamo.

Ilepemectute manky Ceudemenscmea B manky brauku (iepeMeniaiTe mpaBoil KHOIMKOW MBIIIH,
BbIOUpast kKoMaHny /lepemecmumy).

Ilepenmenyiite nanky Omuemsi B ALKy 3aA6xa. [{st 3TOro BEI30BUTE KOHTEKCTHOE MEHIO
o0wekTa manku Omuemsl U BeIOepUTE KOMaHy /lepeumerogams, Nanbliie BBEAUTE C KIABUATYPHI
HOBOE UM M 00513aTeNTbHO HAXKMHTE KIIaBUITy Enter.

B nanke branxu coznaite sipiblk nporpammsl Kanvkyaamop. Jns storo B MeHro Ilyck-
IIpozpammer-Cmanoapmmusie-KanbKynsamop BI30BUTE KOHTEKCTHOE MEHIO M BEIOCPUTE
KoMaHay Omnpaeumuo—Pabouuit cmon. Packpoiite nanky bnanku U IEPEMECTUTE SIPIBIK U3
Pabodero cTona B OKHO OTKPBITOH HAIKH.

B manke /{ucvma co3naite TEKCTOBBIN (aiin, naB eMy ums Harozoeas uncnexyus. J{ns atoro
caenaire nanky //ucbma TeKyleH, Najablie UCIIOIb3YITE alTOPUTM CO3/IaHMSI JOKYMEHTA,
ONUCAHHBIN BbILIE.

B nanke Haxnaouas co3navite nokymeHt Microsoft Word, nas emy ums Kanyenapckue mogapeoi.
C momortpio mporpaMMel /Iposooruk ckonupyiite daitn Haroeoeas uncnekyusm B

nanky /Iposoonux. JIns 3Toro crnenaite nanky /lucoema TEKyIIeH, Aaabliie Ha MpaBon

naHenu /IpogodHuxa HaBeIUTE yKa3aTelb MBI Ha 3HAUOK Qaitna Harozoeas uncnexyusam M,
3aIIeTIMB MPAaBOH KHOIKOM, MEPETAIUTE 3HAYOK, [IOMECTUB €T0 TOYHO Ha 3HAYOK

nanku /Ipogoonux Ha neBoi nanenu /Ipogoonuxa, omyCcTUTE KHOIIKY U BBIOEpHUTE

komauuay Konuposame.

®daiin Kanyenapckue mosapul.doc IepeMecTUTe B anky biuauku. s 3T0TO Crenante

nanky Haxnaonas TEKyIIeH, 3aTeM Ha IpaBoy NMaHeu //posoOHuKa HABEIUTE YKa3aTeNb MbIIITH
Ha 3HAYOK (aitna Kanyensapckue mogapul M, 3a1I€TTUB TPABOI KHOIKOH, ITepPeTaInTe 3HAY0K,
MIOMECTHB €T0 TOYHO Ha 3HAYOK Manku branxu Ha J1eBoi anenu [1poeooHuKa, OTIyCTUTE
KHOTIKY U BbIOepuTe KoMaHy /lepemecmums.

Ilpumepnuie 3a0anus 0131 camocmosasmenbHoll paoomaol

3aganue Ne 1

[Tpu BEIMOTHEHNN 3a7]aHMsI BCE OTIepaIld HEOOXOAMMO ITPOU3BOTUTH IIPH IOMOIIH

nporpaMMmsl 11po6ooHuUK.

B cBoeii manke apxuBa 1abopaTOpHBIX PabOT CO3AalTe MPEIOKEHHYIO (DAaIOBYIO CTPYKTYPY
Pa3BepHuTE BCe manku co3nanHoN (HaiIoBOi CTPYKTYPHI.

Caenaiite nanky Camocmosmenvuas paboma aKTUBHOH.

Ckomnupyiite 1oKkyMeHT b.dOC B TEKyIIyIO MaIKy.

Ckomnupyiite 1okyMeHT a.doc B manky K/\K2.

IMepemectute nokymenr file.doc B mamky KI\K2\K5.

B tekymeli nanke coznaiite ApIibIK A CTaHAAPTHOTO NpUIIoXkeHus Karokyaiamop.
IlepemecTuTe APIBIK U3 AKTUBHO# nanku B nanky K2\K4.

. Caenaiite nanky K35 akTUBHOM.
. Ynanure nokymeHTt f.dOC 6e3 BO3MOKHOCTH MOCIIEIYIONIET0 BOCCTAHOBIICHHSI.

3aganue Ne 2

[Tpu BBITTOTHEHNY 3aJIaHKS BCE OTepaIiii He00X0ANMO TIPOU3BOUTE TPH MTOMOIIN CUCTEMBI
OKOH Moti komnviomep.

IIpu momoru cuctemsl OKOH Moii komnblomep B CBOEH TAIIKe apXxuBa Ja00paTOPHBIX paboT
co3naiiTe NpeoKeHHYI0 (ailIoBYIO CTPYKTYPY

Crenaiite nanky Moii komnbromep TEKYLIEN.

ITpu oMoIIH CHCTEMBI OKOH Mot komnbiomep niepemectute manky K2\K4 B Texymuryro.

[Tpu nomoum Oydepa odOmMeHa ckonupyiite cogepxumoe nanku K7 B K3.

Haiinute Bce 00BEKTBI, IMEHA KOTOPBIX HAUMHAIOTCS Ha «WOrd», 1 CKOIUPYHTE MepBbhIe AECATh B
nanky KI\K2\K4.



6. Crnemnaiite manky K/\K2\K4 Texy1ieii.

7. Ilpu nomornu Oydepa oOMeHa IepeMeCTUTE TIEPBBIH U JBa MOCICAHUX 00bEeKTa TEKYIICH MaIlKky B
nanky K3.

8. BrInmonHHUTE COPTUPOBKY (aifIoB M0 BpEMEHH, pazMepy, 00bemy.

9. IlepemecTuTe TpU CaMbIX MaJICHHKUX OOBEKTA TEKYIICH MANKy B Hanky KJ.

10. Cuenatite nanky Mot komnviomep TEKyIICH.

11. Vnanure 06bekT K2\K3.

12. Pa3BepHHTE CO3/IaHHYIO B IIpoIecce paboThl QailsioByto CTPYKTYpY B [IposodHuxe.

JlabopaTtopHnas padora 3. Texcrosbiit mporieccop MS Word. Ctpykrypa unrepdeiica MS Word.
Hactpoiiku. Pabota ¢ nokymentamu. PexxuMbl mpocMoTpa fokymenTa. Macmrad oToOpaxeHus
JOKyMEHTa
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OnemeHTHI HHTEpdeEiica:
ITanenp OGpICTpOro focTyna (3Aech HAXOAATCS HHCTPYMEHTHI, KOTOPBIMHU Yallle BCETO MPUXOIUTCS
TIOJIE30BATHCS)

Jlenra ¢ Briankamu (Kakas BKJIaJKa IMO3BOJIIET padoTaTh ¢ ONPEACICHHBIMU 00bEKTaMHU Ha CTPAHUIIL)

Pabouas cTpanuia, KoTopas pacroyaraercs Ha padouei 00macTu

I'opusoHTaNbHAS ¥ BEpTUKANbHAS JTUHEHKU

Crtpoka cocTossHUS (ITOKa3bIBa€T KOJIWYECTBO CTPAHUIL B JOKYMEHTE, A3bIK BBO/IA, PEXKUM IIPOCMOTpA
JOKYMEHTa, MECTOHAXOXKJICHHE Kypcopa)

[on3yHOK 151 MacIITAOUPOBAaHUS CTPAHULIBI (TaKKe OBICTPO M3MEHUTH MaclITad MOKHO YIS KUBast
kiaBuiny Ctrl u oqHOBpeMEeHHO POKPyUYHBast CKPOJLT HA MBIIIIN)

ITonoca npoxkpyTku

Orneparuu, KOTOPBIE BBITIONHSIOT B TEKCTOBOM IIPOIIECCOPE, MOYKHO Pa3eIuTh Ha 3 BHUA:
1. Bgop Tekcrta
2. PepakTtupoBanue (M3MEHEHHE CMBICIIOBOTO COJIEPIKaHUS JTOKYMEHTA)
3. ®dopmartupoBanue (M3MECHEHHUE BHEIIIHETO BUA JOKYMEHTA)

3aganue. Co31aTh HOBBIN TOKYMEHT, Ha0paTh ¥ 0TGOPMATHPOBATH CJIEAYIOLIUIl TEKCT:



Lns gpopmamuposaHusi 3mo20 mekcma ucrosib3o8aHa
2apHumypa Arial, kearnb — 16 nm., Ha4yepmaHue — KypcusHoe,
8blpasHuUBaHuUe — 10 UeHmpy.

Inss popMaTHMpPOBaHMSI BTOr'O TEKCTAa
MCIOJIBE3OBaHa rapHmrypa Courier, kxersup — 18
OT., HaYepTaHMe — IOJYyXMPHOE, BHPaBHMBaHUE

— OO IpaBOMy Kpamo.

Ona dopMmaTMpoBaHmMa 3TOr0 TEKCTa MCNoMb30BaHa rapHutypa Verdana, kerib — 12 nr.,

HayepTaHWe — NMoAYEPKHYTOE, BbipaBHMBAHWE — MO JIEBOMY Kpato. TeKCT BblaesieH
XKENTbIM LIBETOM.

Ansa gpopmarnpoBaHHnss 3TOro TeKcra NCrnoJsib30BaHa
rapunurypa Tahoma, xkersib — 18 nr., HaYepTaHue —
MoJ1y)KHPHOE KYPCHBHOE, BbipaBHHUBaHNe — 1o

LEHTPY.

Ana dopmaTMpoBaHMA 3TOrO TEKCTA UCMNO/Ib30BaHA FAPHUTYpaA
Wingdings2, kernb — 16 nT., HaYepTaHMe — 06blYHOE, BbipaBHUBAHMNE —
Nno nesomy Kpato. TEeKCT Bblae/ieH 3e/IeHbIM LBETOM.

DAst popmamuposaniis IMozo meKcma ucnoAb3oeand eaprumypa Monotype Corsiva, Kezav — 14
nm., navepmanue — obviuHoe, 6bIPABHUBARUE — MO NPABOMY KPATO.

AN POPMATUPOBAHUA STOTO TEKCTA MCMNOAb30BAHA
rapHutypa Century Gothic, kerab — 16 nt., Ha4epTaAHME —
OObIMHOE, BbIDABHMBAHME — MO AEBOMY KPAIO. TEKCT BbIAEAEH
FOAYObIM LIBETOM.

JlabopaTopHas padora 4. TexcroBsiii mporeccop MS Word. O6paboTka TeKcToBOI MH(pOpMAaLUH.
PenaktupoBanue u popmarupoBanue Tekcra. A63aim. dopmarnpoBanue ab3amna
3ananue. ®opmarupoBanue nHopmaIuu B TeKCTOBOM peaaktope Word. Mzyuaunte
koMaHay @opmam, ee noaxkomau sl lpugpm, A63ay,.
CoznaiiTe HOBBII TOKYMEHT, COJEPKAIMM KOMNIO TEKCTA IIPEICTABICHHOIO HUXKE:
BeickasbiBaHMe.
Boicka3biBaHue (CyXAeHHE) - 3T0 opMa MBITLIIEHUS,
BBIPa)KEHHAs! C IOMOLIBIO MIOHATHI, TOCPEICTBOM
KOTOPOH YTO-THO0 YTBEPKAAIOT WIM OTPHULIAIOT O
MpeAMETaX, UX CBOMCTBAX U OTHOLICHUSAX MEXKIY
HHUMU.




O npeameTax MOXHO CYAUTh BEPHO WJIM HEBEPHO, T.€. BHICKA3bIBAHUE

MOKET ObITh ucmunnoim®© i noxchoim®. UCTUHHBIM OyaeT
CYyXJ€HHE, B KOTOPOM CBSI3b NOHSATHUU MPAaBUIbHO
OTpa)xaeT CBOWUCTBAa MU OTHOIIEHUS peallbHBIX Beleil.
JloocHvim cyorcoenue Oyoem 6 mom ciyuae, Ko20d C6:A3b NOHAMUL UCKAXCAEm
00vbeKmueHble OMHOUEHUS, He COOMBEMCME)Yem PeanlbHOl
oeticmeumenbHOCmU.

O0ocHOBaHNUE UCTUHHOCTH WIIH JIOKHOCTH IMPOCTBIX BBICKa3bIBaHUU pemacTCsa BHC
anreOpb! Toruku. Hanmpumep, HICTUHHOCTH MITH JIOKHOCTD BBICKa3bIBaHUs: "y yrioB A -
ka paBHa 180 rpanycoB" ycTaHaBIMBAETCS T€OMETPUEH, IPUUYEM — B TE€OMETPUH
EBKim1a 3T0 BHICKa3bIBaHUE SIBIISICTCSI ICTHHHBIM, a B reoMeTpuu JlobaueBckoro —
JIOKHBIM.

BebickasbIBaHUE HA3bIBACTCSA NPOCHbIM, €CIIM HUKAKasl €ro
4acTh caMa He SIBJSIETCS BBICKa3bIBaHHMEM. BrICKa3bIBaHHE,
COCTOAIIIEE W3 TPOCTHIX BBICKA3bIBaHUI, HA3BIBAIOTCS
cocmagHbiM (CI0KHBIM).

JlabopaTopnasi pabora 5.  TekctoBblit mporeccop MS Word. Pabora ¢ Tabnunamu (coznanue,
U3MeHeHne, 0(hOpMIICHUE U pa3MEIICHHUE)

3adaHue - cozdamb u ohopmumes mabnuuyy.

1. Co3natb HOBBIM JOKYMEHT

2. HactpouTth opHeHTaluIo JKrcTa — anbOoMHas (BkIaaka Pazmerka ctpanuiisl - OprueHTaius)
3. BcraButh Tabmuity (Bkiiagka BeraBka - Tabnuia). Eciin Bam ymo06eH apyroit crmoco0, MoxeTe
UCIIOJIB30BaTh (HO HE MCIIOJIb30BaHKe TabarmuHoro mpomeccopa MS Excel)

D)\ H9 -0 ) PACTIMCAHVE 3AHATHI 3AAAHUE. docx - Microsoft Word
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16001750
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§52.10% I 1 | Fedopsamsa | Cne106 | =
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#nyen| (5 Office | =2 Hostie naiopatoprisie p... | K] flaot ans YpooY Word (... | 2] C6opranc nabopatoprnic.. |[] PACTHCAHME 3AHAT.. (@) Hrdopramieea : Sanarn B[cn® i s

ITpu opopmiIeHNH YUCITOBBIX TaHHBIX UCIOJIB30BATH HAJICTPOUHBIN HHJIEKC (BKIajKa [ maBHas,
rpynna kHonok [pudr)

HaCTPOI/ITI) rpaHHIbI Ta6HI/IHLI C IIOMOIIIBIO JHUAJIOT'OBOI'O OKHA FpaHI/IHBI " 3aJIMBKa, KOTOPOEC
MOXXHO BBI3BAaTh C IOMOIIBIO KOHTCKCTHOT'O MCHIO Ha Ta6J'II/II_IC HWJIN Ha BKIIAAKE FHaBHaﬂ, rpyiia

KHOMIOK A03arr
e Hcnonb3oBarh 4 THIA JTUHHIA: CIIJIONIHAS TOJCTAs, ABOWHAS CIUIOIIHAS, MYHKTUPHAS,

BOJIHUCTAasA



PACTIMCAHUE 3AHATII 3AZAHUE doex - Mierosoft Word Paciora ¢ TaAMUaMM
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JlabopaTtopHasi padora 6. Tekcrossrit mpoueccop MS Word. Pabota co crimckamu

(MapKupoBaHHBIN, HyMEPOBaHHBIM, MHOTOYPOBHEBEIH). DopMaTHpOBaHUE CITUCKOB.
OdopMieHHE CITUCKOB.
B MS Word moxHO 0OpMHTb CIIUCKH HECKOJIBKHX BHIIOB:
*  HYMepOosaHHbll
*  MapKupOGaHHblll
*  MHO20YPOGHESHIII
3aoanue 1. Ogopmnenue nymeposanno2o u Mapkupo8aHHo20 CRUCKA.
Habpamb mexcm u ogpopmums CHUCOK:
I.  Intenet Explorer
Il Mozilla FireFox
I1l.  Netscape Navigator

IV.  Opera
V.  Google Chrome
VI.  Safari

CKO”MPOGaMb d)pazmenm CO CRUCKOM U 0¢0lelm11 3pa3nbtx eapuanma, pasmecmumbs 6 maﬁnuue.
Intenet Explorer
Mozilla FireFox
Netscape Navigator
Opera
Google Chrome
Safari
e Intenet Explorer
e Mozilla FireFox



e Netscape Navigator

e Opera
Google Chrome

Safari

PUTA W e

Safari

Intenet Explorer
Mozilla FireFox
Netscape Navigator
Opera

Google Chrome

3aoanue 2. Ogopmnerue MHO20YPOBHEBO20 CNUCKA.
Coset. Crauana nabepume geco mexcm. PopMuposanue CRUCKA TyHue 6Ce20 HAYUHAMb C 6HYMPEHHEe20,
a NOMOM GHEWHUL (6 OAHHOM CyHae CHAYANA MAPKUPOBAHHBI CHUCOK, d NOTHOM - HYMEPOBAHHbIE).

Pabora ¢ TekcTomM
1. PepaxkTHpoBaHHE TEKCTa

A
B.
C.
D.
E.

Konmposanwne ¢pparmenta
[lepemerenne dpparmenTa
VY nanenue pparmenra
ITouck u 3amena
[IpoBepxka opdorpadun

2. ®dopmarupoBaHHE TEKCTa

A.

B.

C.

D.

DopMaTUPOBAHUE CUMBOJIOB

» Hacrpoiika mpudra

= Hacrpolika HHTEpBaJIOB

» Hactpoiika annmanuu
dopmaTtrpoBaHue ab3aies

= Hacrpoiika oTCTynoB

= BeIpaBHUBaHUE

= MeXCTpO4HbIi HHTEPBAII

= Co3naHue CIMCKOB
dopmMaTHpPOBaHHUE CTPAHUIL]

»  OpwueHTaIus CTPaHUIIBI

= YcraHOBKa NOJNEH

= Co3naHne KOJOHTUTYJIIOB

= Hywmepanus crpaHury
DopMaTUPOBAHUE PA3AEIOB

OtdopmatupyiiTe HaOpaHHBIA TEKCT:

a. 3aronoBok — mpudt Tahoma, moay:xupHoe HauepTanue, pazmep mpudra 12 nr.,
BbIPABHUBaHUeE MO HEHTPY

b. mepeslit ypoBens crincka ordpopmatupoBats — mipudt Times New Roman, mosayxupHoe
KYPCHBHOe HauepTaHue, pa3mep mpudra 12 nt, uBeT — 3eJ1eHbli;

C. BTOpOIl ypOBEHB CIIMCKA OTPOPMATHPOBATH - IpUPT Arial, 00bIYHOE HaYepTaHUeE,
pasmep mpudta 12 nr., NBET - KPACHBII;

d. Tpermii ypoBeHb cimcka ordopmaruposats - mpudpT Courier New, HauepTanue
Nnox4epKHyTOE, pa3Mep mpudTa 12 nt., HBeT — CHHUI.

JlabopaTopHas padora 7. TexcroBsiit mporieccop MS Word. Co3nanue TeKCTa ¢ KOJIOHKaMU.

KoHnTpoibHBIE BOIIPOCHI

Sk wnE

Hasznauenue u BUBI CITMCKOB.

Kakwue cymecTByrOT criocoObI cO3/1aHusI CITUCKOB?

Kaxum obpazom ypanstorcst aneMeHThl crincka? Kak mpekpariaercs opMupoBaHUe CITUCKa?
Kax u gy gero ucnoss3yercst pa3psiB?

Kak npeicraBuTh TEKCT B BUJIE HECKOJIBKUX KOJIOHOK?

Kak u3mMeHHUTh MHUPUHY KOJIOHOK U PACCTOSTHUE MEXTy HUMU?

JlabopaTopHas padora 8. TexcroBeiii mpoueccop MS Word. BceraBka cumBonoB. Pemaktop

bopmy.



Ipu co3maHuM TEXHHYECKUX JTOKYMEHTOB 4acTO BOSHUKAET HEOOXOAUMOCTD B HATIUCAHUH
CIIOKHBIX MaTeMaTrueckux popmyi. Microsoft Word mpemocrasiisier crienuaabHble
UHCTPYMEHTBI [UTS CO3aHus POpMYII.
Ectb 2 criocoba st coznanus GopMyot:
1 CITIOCOB. Bkiaagka BeraBka - @opmyJia
Ipu BBIMOTHEHUH KOMaHIbI MOSIBJISIETCS AOTIOMHUTEbHAS BKIIagKka PaboTa ¢ hopMyaaMu, Ha KOTOPOi
PAaCIOIOKEHBI HHCTPYMEHTHI JU1sl paboThl. Ha cTpaHuIle MOsBIsACTCS CrieuanbHast 001acThb.
2 CITIOCOB. Ucnoan3oBanue nporpammel Microsoft Equation 3.0.
IIporpamma Microsoft Equation 3.0. sBisteTcs qomoaHuTenbHON HaACTpoiikoit o makera MS Office,
eif MOYKHO TOJIb30BaTHCsI B TFOOOM MPHIOKCHUH TTakeTa. J{jis 3amycka 3TOi mporpaMMbl HCTIONB3YETCs
KoMaH/a Bkiaaka BeraBka — O6bexT - Microsoft Equation 3.0.

3aganue. OTrdopmaTupoBaTth (popMY.Jabl B BUAE HYMEPOBAHHOIO CIIHCKA.

2k+1
L, nn-l 1 _
1. nél( K (2n-p2k+ T (2k)! Bk
3+3
2. |$ed-2 15 4
2—3
3. nMEi((pﬂﬂk)/nz
0 2n—1BnX2n
4. Ln|x|—nE1 n(2n)!
n n an_k
>
LT > b
Xk -+ j:O m
6 Zi (x=1)*"* o X1, (x-1)°
| SEn+)(x+D)™ | x+1 3(x+1)°

JlabopaTopHas padora 9. Co3nanue cHocok. BcraBka m penaktupoBanue oOBbekTOB. Pabora ¢
TUTIEPCCHUTKAMHU.
CHOCKU
CHOCKM TipeiHa3HauEHBI JJ1s TOOABIIEHUS K TEKCTY KOMMEHTapHeB, OObSICHEHNH, YKa3aHUS UCTOYHHKA
nHpopMarui. CHOCKH ObIBaIOT OOBIYHBIE (B KOHIIE CTPAHUIIBI) U KOHIIEBEIE (B KOHIIE BCEro TeKcTa). Jlist
paboThI CO CHOCKaMH TpeHa3HaueHa naneabr CHocku Bkiaaku Ccwliku (puc. 1.3).
Jls BcTaBKY OOBIYHOW CHOCKHM HEOOXOAMMO HaXKaTh KHOTIKY BcTaBUTh CHOCKY. B TekcTe, B TOM MecTe
rJe HaXOAWICS KypCcop MOSIBUTCSI 3HAYOK CHOCKH, a BHU3Y CTPAHMIIBI — TOPU30OHTAIbHAS pa3fe/IuTeabHas
JIMHUS ¥ HOMEP CHOCKH. J[J151 BCTaBKU KOHIIEBOM CHOCKHU IMpeIHa3HAYeHa KHOMKA BCTaBUTH KOHIIEBYIO
CHOCKY.
Jns1 6osee TOYHBIX HACTPOEK CHOCOK CITY>KUT JUAIIOTOBOE OKHO, BBI3bIBaeMoe ¢ maneu CHOCKH.
CHOCKHM HYMEpPYIOTCSl aBTOMAaTHYECKH B COOTBETCTBUU C BHIOPAHHOM MOJIB30BATENIEM CUCTEMOMN
Hymeparyu. [Ipu 1o0aBiIeHNN HOBOYM CHOCKY WITH YAQJIEHUH CYIIECTBYOIIEH OCTAIEHBIC
MePEHYMEPOBBIBAIOTCHL.
IIepemMermaThCst MEXIYy CHOCKAMHU MOYKHO TIpy TTomMoni KHonku Clienyroriasi cHocka. [t yaaneHus
CHOCKH HEOOXOMMO e¢ BBIJIC/IUTh, a 3aTeM Haxath kiasuiny Delete.
I[MOPA 0K PABOTHI
1.3amycrute TekcToBbIi peaakrop MS Word.
2.Habepurte TekcT, mpuBeneHubIi Hroke ([Ipmmoxkenwne 1).
3.YcTaHoBUTE KypCcOp B KOHIIE MIEPBOTO ab3alria v pa3fAeauTe CTPaHUILy, HaKaB KOMOMHAITUIO



knasun Ctrl+Enter.

4. YcraHoBHTE Kypcop B KOHIIE BTOPOTo ab3ara U pa3aeinTe CTPaHUILy, UCTIONb3Ysl KOMaHIy
BceraBka — Pa3pbiB CTpaHUIIbI.

5. BcraBbTe B JOKYyMEHT HOMEpPA CTPaHUI] C MOMOIIIbIO KOMaH bl MeHIo BetaBka — Homep
Crpanuu-Bruzy crpanunsi-IIpoctoit Homep 2.

6. IIpu momormm komauabl BeraBka — KomoHTHUTY IR BcTaBETE BepxXHUIT KOJTOHTHTYIL.
BBennte Ha3zBaHMe MOKyMEHTa, BCTaBbTe Aaty (puc.1.1).

Tl

[rmr e ——TR - p—y ey

Puc.1.1 BcraBka BepxHero KoJoHTUTYIA

7. Ha TpeTbeil cTpaHuLe YCTaHOBUTE KypCcOp MOCJE CJIOBA CayH MaH U ¢ TOMOUIbI0 KOMaHbI
MmeHro CcblUTku — BeTaBuTh CHOCKY, 00aBbTE CHOCKY, 0003HauMB e€ kak 1CuérHast qocka
(puc.1.2.).

mep 20, m

Pasuwunsee unempysenme n

Puc.1.2. JlobaBaeHue CHOCKH
8. YcranoBuTte Kypcop B KOHIIE IOKYMEHTa 1 BCTaBbTe CHOCKY 2 JlabopaTopHast paboTa 1o
MH(QOPMAILIIOHHBIM TEXHOJIOTHSM.
9. Ha nepBoii cTpanulle ckonupyiTe cioBa MallMHHBIA KO U BCTaBbTE WX B Hadale ab3ara.
10. Ordopmarupyiite ux cruiem 3aroyioBok 1 (Times New Roman, pazmep 20, nonyxuphsiii) (puc.1.3.).
11. To e npoenaiTe Ha APYTUX CTPAHUIAX, BCTABIISIS ClIOBa PaznnyHble MHCTPYMEHTHI U
Abaxk.

-Olv Roxyment Microsoft Word = Microsaft Word

AsB6Barr, Aas6Berr, | AaBGB

HHCTPYMEHTRI L1 CHETA

Mamnuueii ko

Crosmmun 2138 | Hwcan cnom 631 | B pycommi

Puc.1.3. ®opmatupoBaHue 3ar0JI0BKOB
12.YcraHoBHTE Kypcop Iepe/] HayaloM 3arojoBKa BCETO TEKCTa U J0OaBbTe HOBYIO CTpaHHIly BeTaBka —
Crpanuusl - [Tycras crpanuna.



13. CozpaiiTe Ha YUCTOM CTPaHULIC OTTIABICHUE, UCTIONb3Ys KOMaHay MeHI0 CChUIKU —

Ornasnenne (puc.1.4). -

Puc.1.4. Cozganue OrnaBiaeHust

14.3axumas knasumy Ctrl, mEMKHUTE IO HOMEPY CTPAHHUIIBI.

15. Beiaenure 3aroiaoBok Pa3nuuHbie HHCTPYMEHTHI M IIPU IIOMOIIH KOHTEKCTHOTO MEHIO (ILEIYOK MO
IIPaBOi KJIaBHIIIE MBIIIN), BCTABHTE THIIEPCCHUIKY: CBsI3aTh C MECTOM B IOKyMeHTE — ADak —
OK(puc.1.5).

Puc.1.5. BeraBka runepccbuiku
17.Coxpannure ¢aiin non HazBannem MHCTPYMEHTHI JIJISI CHETA.
18. Co3paiite nokyment Kolonki.doc.

19. Otkpoiire nokymenr UHCTPYMEHTBI JIJISI CHETA.

20. Otkpoiite qokymenT Kolonki.

BricTprlil nepexon Mexay fokyMmeHTaMud Word MOXKHO OCYIIECTBUTH NPH MOMOIIY KOMOWHALINY KJIABUIL
Alt+Tab umu Alt+F6.

21. YcranoBute napameTpbl ctpanuiisl B Jokymente Kolonki Bece mostst o 1 cm.

22. Cxonupyiite B nokymente UTHCTPYMEHTBI 1JIS1 CYETA 3aroioBok ¥ BCTaBbTE B HAYaJI0
nokymenra Kolonki.

23. YcraHOBHTE KypcOp Ha HOBOM CTPOKE U BBIIIOJHUTE KOMaHay PazmeTka crpanunbl — KooHky —
Jpyrue KoJoHKH.

24. Ycranosute Tpu KOJIOHKH, TPUMEHUTH J[0 KOHIIA JOKYyMEHTa, 0003HaubTe Pa3enuTens.

25. Cxonupyiite nepsbiit ad3an u3 nokymenra UTHCTPYMEHTDI JIJIS1 CHETA u BctaBbTE B IEPBYIO
KOJIOHKY.

26. Ordopmarupyiite Tekcr mpudpTom Times New Roman, pasmep 14. Beinosnure OTcTyn nepBoit
CTPOKH.

27. YcTaHoBHTE Kypcop B KOHIIE TEKCTa U BBIIOJIHUTE KOMaHy Pa3merka crpanuis - Pa3pbiBel —
Kononka.

28. AHaJOTUYHO BCTABHTE BO BTOPYIO U TPETHIO KOJIOHKH IPYTHe a03arlbl.

29. YcraHOBHTE Kypcop B TPEThEil KOJIOHKE B KOHIIE TEKCTa U BhIMOIHUTE KoMaHy Kononku — [pyrue
KOJIOHKH, MpuMeHHTH Jlo KoHIa fokymeHTa (puc.1.6).



w90 Hoeyve Microsc Word - Maresch Word
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HHCTPYMEHTHI 114 CHETA

30. [ToaroTOBUTH OTYET O MPO/ICIAaHHOM paboTe (MpH 3alIUTe 0TYeTa 00SI3aTEINEHO UMETh 3JICKTPOHHBIN
BapUaHT BHIMOJIHEHHOW pa0oThl). OTUET JOKEH CoJepKaTh Ha3BaHUE PadOTHI, 1IeJb, KPaTKOE ONMCAHNE

BCEX onepaum‘/'l, KOTOPBIC NPOBOAUIIMCEH IIPH BBIITOJIHCHUUN KaXXJO0T'0 IIYHKTA 3alaHrd U BBIBO/IbI.
JlabopaTopHas padora 10. TexcroBslit mporieccop MS Word. CiusiHue JOKYMEHTOB.

3aganune. Co31aTh ¢ NOMOIIBIO CJAMSAHUSA MUCBMO

e  Ortkpoiite mycroit nokymeHt Word 2007.

e U3 Pacceuiku Bknanku, B Hauate cnusiHue rpyniy, HaxMuTe Ha HayaTs ciivssHHE 3HAYOK U OT
Hauatp cimstane cy6-meHto, BeiOepure [Tucema.

e Tornma u3 pacceuTkd BKIaAKH, B Hadate cnusiHue Tpymny, HAKMUTE KHOTIKY BeiOop nmomydareneit
1 BbIOepuTe Vcronp30BaTh CyIMECTBYIOIINI CITUCOK ...

e U3 Hcrounuka 1aHHBIX BBIOEPHUTE AUAIOTOBOE OKHO OTOOpakaeTcsl, IpOCMaTpUBATh U BEIOEpUTE
(haiis1, KOTOPBI BbI OyZeTe UCIOIB30BATh JUIS BAIIErO CIIUCKA.

e Haxmure KkHONIKY OTKDBITB.

e UroObl n3MeHHTH TONTyyates (€i), KOTOpbIX Bl XOTHTE BKIIIOYHTE B ciausHue, B Hauatp
CIMSIHHE TPYTITY, HAXKMHUTE KHONKY M3MEHUTH CITUCOK.

e BriOpars momyuareneii. Beibop anpecara.

e Haxmure OK, uTo6s1 3akpbITh [lomydareny causiHus JUATOTOBOE OKHO.

e Eciu BBHI e11e HE caeNaiy 3Toro, TO B JOKyMEHTE, BBEAUTE TEKCT BALIETO MHACHEMA.

o IlomecTtHuTe Kypcop Ha MECTO B JOKYMEHTE, Ky/ia Bbl XOTUTE, YTOOBI BCTABUTH OJISI CIMSIHUSI.

e U3 Co3narh 1 BCTaBKa MOJIEH IpyMIly, HAKMHUTE KHONKY BCTaBUTH MOJIe CIUSHUS CTPETIKY U
BBIOEPUTE HYKHOE TMOJIE U3 MEHIO.

o Korga 3akoHunTe, HAXXKMHTE KHONIKY IIpocmoTtp pesynbTaros. [lossutcs [IpeaBaputensHbli
MIPOCMOTP MEPBOTO MOJTyyaTess Balle MUCHMO.

e Jlnsa npeaBapUTENBEHOTO IPOCMOTPA JOKYMEHTA € IPYToil HHPOpMaIUeH ToTydaTensM, B
IIpocMoOTp pe3ynbTaToB rpymily, HaxMuTe KHONKY Crenyromuil uinu Ilpenpinymnii 3anucs.

e UroObl HameyaTaTh MUCbMa, B ['0TOBO rpyIiny, HAXMHUTE KHOIKY ['0TOBO U CIMSHUS U U3
BBINAIAI0NIETO MEHIO BhIOEpUTE KOMaHay [leyars TOKYMEHTOB.

e  OrT cnusiHMS Ha IPUHTEP TUATIOTOBOE OKHO OTOOpakaeTcs, BeiOeputTe Bee ams mevaty mucem asist
BCeX Balux 3anucell. YToOBl HareyaTaTh HMCbMO TOJIBKO 3alKCH, BeiOepuTe TeKymiast 3amuch .
Urto6s! HarreyaTaTh OYKBBI TOJIBKO JJIS OTIPEIETICHHBIX 3alUCeH, TUIIA JUama30Ha B TEKCTOBBIX
TOJISIX.

e Haxwmure OK kHoOmKy.

e 113 meyaTu qMajJOroBOro OKHA, BHECTH B HETO HEOOXOJMMbIE KOPPEKTUBHL.

e Haxwwure kHonky OK .

JlabopaTopHas padora 11. TexcroBbiii mponeccop MS Word. Hywmepanus crtpanun. Coznanne
OIJIaBJICHUSI.

OrnasneHue — 3TO NepeyeHb rMas, NoArnas, pasaenos, NoApasaenos ¢ yka3zaHMeM HoMepoBs
cTpaHuu,.
st co3aanns aBTOMAaTH4YECKOTO OIVIABIIEHHSI HCIIOIB3YOTCS CTUIIH
OTAIIbI CO3JAHUA ABTOMATHUYECKOI'O OI'JTABJIEHUA:
1. OrdopmaTupoBaTh Bce 3aroJ0BKH U MOI3ar0JI0BKH BCTPOSHHBIMH WIIH TTOJIb30BATEIbCKUMHI CTHIISIMH;



2. YCTaHOBHTH KypcoOp B MECTO BCTABKH OTJIABIICHUE W BBIOPATH KOMAHY

3.

=

BcTaBka Ccbuika — OrnasieHue — OraBieHue. Eciay ucnosb30BaHbl TOJIBKO BCTPOEHHBIE CTHIIU, TO
MOYKHO BBIOpaTh KOMaHAy ABTOCOOMpaeMoe OrjiaBJICHHE.
ITocne Bcex HacTpoek HaxaTh kHONKY OK.

I[J'ISI pa60TH CO CTUJIAMHU UCIIOJIB3YCTCA BKIIaJgKa rHaBHaﬂ, Tpynria KHOIIOK Crunmn

ITo ymom4aHuMIO MpeICTaBIEeHBI TOTOBBIE CTHITH 3aroioBokK, [loazaromnoBok, OOBIYHBIHN H T.1.

Jls mpocMoTpa Gosiee TIOIHOro Habopa CTUIIEN HaXKaTh Ha KHOMKY! | CIIpaBa OT CIIMCKA MJIM Ha

KHOTIKY ! | JJIsT BEI30BA JUAIOTOBOTO OKHA.

JJ1A CO3AHMA HOBOI'O CTUJIA HEOBXOJINMO:
BrI3BaTh AManoroBoe OKHO C ITOMOIIBI0 KOMaHbl BKiIaaka I masHasg — Ctuimm — | | — Haxkatb
KHOIIKY I B IeBOM HIKHEM VIIy.

3anaTe mapamMeTphsl HOBOTO CTHIIS: MMSI, K KAKOMY OOBEKTY CTHIIbL OTHOCHTCS (a03a1l, TabmuIa, CIucka u
T.J1.), WIpUQT, BHIpaBHUBAHUE, MEKCTPOUHOE PACCTOSIHUE, OTCTYIIBI U T.1.

20
CeoicTBa
[LiER ITEKCT1
CTunk: IAﬁsaua j
OrHOBaH Ha cTune: I T OBer4HEI ﬂ
Crune cneayrowero afisaua: I T Texcrl j

POPMETHPOBEHHE

Times New Roman j|12 e H} &£ 4 |
=ill=

=
b=

WipudiT: nomy=upHbil, LseT wpndTa: AkuenT 2, OTcTyn: Nepean crpoka: 0,5 cm, Mo wkpnne, Nos.TabynAaym: -5,75 cM, BoipoBHATE No
Taby . CTune: 3kcnpecc-crineg, OchoBan va crune: OfbliyHbii

¥ QofasuTs B crmcor skcrpececunel | OBHOBRATE aBToMaTHUECKH

% Tonbko B 3ToM nokynerTe (B HOBEIX AOKYMEHTAX, MCNONL3YIOWMK 3TOT WabnoH

DopMaT v | Ok | OTHeHa

Ecnn Bce mapameTpsl HacTpoeHsl, Haxats OK
Ecnu Bce BBIIIOJIHEHO BEPHO, TO CO3JaHHBIN CTUIIb IOSIBUTCS B CIIUCKE. T.K. CO3/TaHHBIN CTUJIb HE

SIBJISIETCS] BCTPOEHHBIM, TO OH MOSIBUJICS TOJIBKO B OKHE, KOTOPOE BBI3BIBAETCS KHOMKOM - |
Oaxok [IpeaBapuTenbHBINA IPOCMOTP MTO3BOJIAET YBHUIIETh, KaK OyIET BBHITIIAIETHh TEKCT,
0oT(GOpPMATUPOBAHHBIN JAHHBIM CTHUJIEM

3ananue:

Co31aTb HOBBIM TOKYMEHT.

Hactpouts monsa nokymenTa (BepxHee, HmxHEE — 15 MM., JeBoe — 20 MM., ipaBoe - 10 MM.) ¢ TOMOIITBI0
KOMaH bl BKJIaJika PasmeTka crpanuisl — Ilonst — HactpanBaemeble noss. ..
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MapaMeT pbi CTpasnIysl x|

Mons | pasmep Gymaru | Mcrousans Syaru |

Mons

BepxHee: 1,5 ch = Hhokres: 15 cm =
Mesce: [2 cu = Mpzsos:  [1cm =
Nepennet: 0 cm 3‘ Monosenue nepenneTa: Cnesa -

Opueriaius

waoian  ansGonsan

Crpanis

HegRONEKD CTPaHAL Oerriai -

Ofpaseu

MpHMeHATR; |0 Beemy fokymenTy | ¥
R =

B coznannerit daiin ckonmupoBaTh coaepxuMoe creayronux 5 daiinos: O ropoxe, Ucropus
ExarepunOypra, 3aBoa, ['opox, 3osotas muxopanka. PasmecTuts ¢pparMeHTHI B EPEUrCICHHOM
nopsike. Kaxxpiii HOBBIN (PparMeHT JOJDKEH HAYMHATHCS ¢ HOBOM cTpaHuUIlbl. YTOOBI T00ABUTH HOBYIO
CTpaHMILy UCTIONb3YyeTCs KOMaHAa MeHto BeraBka — Pa3pbiB cTpaHULbL.
CoznaTh HOBBIN CTHITb, HACTPOUTH CIEAYIOIIHE MapaMeTphl: uMsl Tekctl, rapauTypa Arial, momyxupHoe
HauepTaHue, pazMmep mpudra 12 0T., MoIyTOPHBIN HHTEPBAJI, BHIpPABHUBAHUE 110 IIUPUHE, 3€JICHBII BT
cuMBOJIOB. CTUIIb JOJKEH ObITh OCHOBaH Ha cTHiIe OOBIYHBIN.
Co3nath HOBBIH CTHIIb, HACTPOHTH CJIEAYIOIINE apaMeTpbl: umst Tekct2,, rapuutypa Tahoma,
KypCHUBHOE HauepTaHue, pazMep mpudra 12 nT., oAMHAPHBIA HHTEPBaJ, BRIPABHUBAHHE TI0 IIUPUHE,
CHHUH LBeT cCUMBOJIOB. CTHIIb JOJDKEH OBITh OCHOBAH Ha cTriie OOBIYHEIIA.
OtdopMaTHpOBATh TEKCT:

e  BCE 3arOJIOBKH (PparMeHToB — [0 CTAaHAAPTHOMY CTHIIIO 3arojoBoK |

e 1epBbIil pparmMeHT — OOBIYHBIN CTUIIB

e  BTOpOIi (hparMeHT — 1O CTHIIIO, CO3J]AaHHOMY B 11.4.

e TpeTuil pparMeHT — no CTUIIO, CO3JAaHHOMY B IL.5.

e  UETBEPTHIH parMeHt - 1o CTUIIIO, CO3JJAHHOMY B I1.4.

e  [ATHINA (parMexT - 1o CTUIIIO, CO3AAHHOMY B IL.5.
BbIpoBHATE BCe PUCYHKH B IOKYMEHTE 110 LIEHTPY.
BcTaBbTe HOBYIO CTpaHUIly NIEPE]] TEKCTOM.
Co3znaiite BepXHUI KOJOHTHUTYII C JATOW CO3/IaHUs JOKYMEHTA.
KonoHTHUTYN — 351eMeHT 0 OopMIIEHHS CTPAHHLIBI, KOTOPBIN pa3MelaeTcsl B BEpXHEM WIIM B HIIKHEM I10J1€
CTpaHULBL.

KonouTuryi orodOpaxaercs Ha Kakaou cTpaHuiie. MOXHO C03/1aTh KOJIOHTHUTYJIBI JJIsl YETHBIX U
HEUYETHBIX CTPAHULL.
[l yCTaHOBKH KOJIOHTUTYJIOB HCIIONIB3YETCsl KOMaHa BKkiaaka BeraBka — BepxHuil KOTOHTHTYI
(HuxHUI KOIOHTUTY).

B KOIIOHTUTYII OOBIYHO BCTABIISIETCS TEKCT W/ PUCYHOK (HOMEp CTPaHMUIIBL, 1aTa [e4aTH JOKYMEHTa,
smOieMa opraHu3aluy, Ha3BaHue TOKyMeHTa, UMs Qaiiia, paMuiIns aBTopa U T. I1.), KOTOPBIN J0JIKEH
OBITH HAIlEYaTaH BHU3Y WK BBEPXY Ka)KHOfI CTpaHUIIbl JOKYMCHTA.

IIpoHymepoBaTh CTpaHUIIBI B IPAaBOM HIKHEM yIily. Il HyMepalnu CTpaHUI] HCIOJb3yeTCsd KOMaHAa
BKJIaaka BeraBka—Homep cTpaHuibl.
B niepBoii cTpoke nepBoii cTpaHHIle HAOPATh TEKCT:

OrnasieHue
Otr¢popmaruposars: mpudt Times New Roman, pa3mep mpudTa 16 0t., MoTyKUpHOE HAUSpTaHUE,

BBIPaBHMBAHUE TI0 TICHTPY.
Co3znaTh ornaBieHrE TOKYMEHTa Ha IEpBOW CTpaHUIIE, ocie ciaoBa «OryiaBIeHUeE».
CpaBHuTe pe3yibTar.
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14. Coxpanute ¢aiin c umenem CTuiib

JlaGopaTopHast paGora 12. TexcroBbiii mpouneccop MS Word. Hywmepanust crpanun. Paborta ¢
KOJIOHTUTYJIAMH.
KonTtpoabHbie Bonpochl:
Uro Takoe KOJOHTHUTYIIBI?
Kaxue Brl 3HaeTE KOJTOHTUTYIIBI?
Kakyto nH(bopMaIuio MOXHO 3arucaTh B KOJOHTUTYIIBI?
Kak MoxxHO poHYyMepoBaTh JOKYMEHT?
Kak MoxHO crienaTh pa3pbiB pasjena?
Kax mporymepoBaTh JOKYMEHT HE C TIEPBOW CTPAHUIIBI?
Kak M0xHO yBuAETh pa3pbIB paszaeina?

Nogk~wbdE

JlabopaTopHnasi padora 13. TekcroBbiii mporieccop MS Word. Perniensuposanue.
3aganus

1. Uyuuts paznen «O01IMe CBEACHUSY.

2. Halpatb 10KyMeHT 1 B COOTBETCTBHH C MpHIokKeHneM b.

3. BblOEnUTH KENTHIM LIBETOM MECTO IPOBEAEHHS M MOJIYYEHHs] MEAULUHCKHUX YCIYT, a
TaKXe CPOK JICHCTBHUS JIOTOBOPA.

4. Bsectu WHHIHANBI MMOJB30BaTeNs (OJHOTO M3 WIEHOB Opwrajapl) B moje MHumamb
nuayioroBoro okHa [lapamerpsr Word/OcHoBHBIC, It UACHTU(DUKALIUN
BCTaBJICHHBIX B JOKYMEHT MTPUMEUYaHHIA.

5. Baectu cnenyromue npuMedaHus B JOKYMEHT:

—M3MEHHUTh B NyHKTe 3.3 moroBopa umcio jgHeil omatel ¢ 10 Ha 7, a Takxke pasmep
nepBOHaYanbHON ormiatel yciyr ¢ 50% na 30%, a pasmep octanbHOU ortatel ¢ 50% Ha
70%; —ynanuth ctaThio 4 «CTOMMOCTh pab0oT» J0r0BOPa»; —100aBUTh TEpel CTaThel 8
«Azpeca M TOJMHCU CTOPOH» cTarbio «[Ipoune ycroBus».

6. Cpenare KONMIO JOTOBOpPa M BHECTH B HETO MCHPABICHUS COIJIACHO MPUMEYAHUSIM,
BHECEHHBIM B JOKYMEHT 1 (cM. 1.5). [Ipu 3TOM BKITFOUNTH PEKUM WHIUKAITHH
MapKepoB HCIIPABICHUH.

7. TIpocMmoTpeTh Bce WCHpaBIICHUS, BHECEHHBIE B JJOKYMEHT B PEXHUME OTOOpaKEHHS
HCTPABJIEHUN Ha SKpaHE.

8. CxomnupoBaTh Ka)J10€ UCTIPABIICHNE B HOBBIE JOKYMEHTBI M COXPAaHUTb MO
COOTBETCTBYIOIIIMMH WMEHAMH: U3MeHeHHBbIH nyHKT —M3meHen Jlokl (No Opuramsr),
yAaJIeHHBIH MyHKT —110 uMeHeM Y naneH Jlok2 (No Opurajsl); BCTaBJI€HHBIN yHKT —
Bcragnen /lox3 (No Opuramsr).

9. TlokazaTh pe3ynbTaT paboThI IPENOABATEIO, H, TIOCIIE POCMOTPA UM BCEX
WCTIPaBJICHUM B JOKYMEHTE, IPUHATH BCE UCTIPABIICHHS.

10. ITocTaBuTh yYTBEP)KIAMOIIAE IOIMUCH PYKOBOJHUTEICH MPEeANPHITHH,
COCTaBHBIIMX JIOTOBOP.

11. BcraBuTh KOHIEBBIE CHOCKH B HY)KHBIE MECTa JOKYMEHTA I TOTO, YTOOBI MOXHO
OBLIO COCTaBUTD JIUCT PETUCTPALINI N3MEHEHUH.



12. CocTaBUTh JIMCT PETUCTPALMil M3MEHEHHI C MPOCTAaHOBKOW JaThl BHECEHUS
HCTIpaBJIECHUN
13. IIpogeMOHCTpUPOBaTh MPEMOAaBATENI0 B 3JIEKTPOHHOM BHJE PE3YJIbTaT paboTHI.
14. OopmuTh OTUET.
KonTpoabHbIle BONpoChI
1. C xakoil uenpi0 MpUMEHsSETCsl crnocod BeigeneHne nBeTOM B JOKyMEHTax?
2. Kak BBOAATCS NpUMEYaHHS B TOKyMEHT?
3. Kak MOXHO mpOCMOTpeTh AaTy M WUMs PELEH3€HTa, BCTABHBLICTO B JIOKYMEHT
JIaHHOE TIpUMeYaHue?
4. Kakum 00pa3oM BHOCSTCS UCTIPABICHHS B TOKYMEHT?
5. Kak ocymiecTBnsieTcsi aBTOMaTHYECKOE MPOCTABICHUE YTBEPKAAIOLICH HOAIUCH?
JlabopaTopHasi padora 14. TexcroBrrit porieccop MS Word. Mactepa, mabIoHBI U CTHIIH.
3aganue 1. Co3paiite maOlioH W3 MMEIOLIETOCS AOKyMEHTa B BHIE JeloBoro muchkMma. CoxpaHuTe
JIOKYMEHTA 10| CBOEH (paMmITHei.
e OTkpoiiTe CYIECTBYIOIMNN TOKYMEHT JJIS CO3/IaHuUs MA0IOHA.
e Bribepure u3 rnaBHoro Menwoo nyHKT Dait>1abnoasr>Coxpanntb. OTKpoOeTcs AUANIOTrOBOE
okHo [11a6ons
e B mone Hoselii m1a6non BBegute uMsa Moii 11a010H.
e B cmucke Kareropun Beibepute Kateropuro (KaTeropus — 3TO MPOCTO Tanka, B KOTOPOU OyneT
COXpaHeH 11a0yioH.) Mou 1a0IoHbI.
e Haxwmure Oxk.
3aganue 2. Co3gaiite mabiIoH 1ETOBOTO MHUCHMA C TIOMOIIBIO MacTepa
¢ Bribepure u3 riaBHoro MeHio nyHKT Daitnr>Macrtep>Ilucemo.
Crenys moHIaroBeiM yKa3aHUSIM MacTepa, cO3AaeTcs MA0MOoH. DTOT MPOILECC OTIMYAETCS U Pa3HBIX
TUTIOB mabJIoHa, HO hopMaT paboTHI ISt BCEX OJTMHAKOB.
e B mare /Tuzaiin crpanuisl — Beioepute JlenoBoe nrceMo >Oduc.
e VYcranosure ¢uaxok Mcnons3zoBanue GprupmMeHHOro OaHKa C peaBapUTEIbHO HAleyarh.
e VYcraHoBHTE B mare DJIEMEHTBI JJIs TeYaTh (PIakKH:
v Tema;
v ykazarenu cruba.
e B mare Nwms 1 pacrionoxkenue ykaxurte nums mabiaoHa Moit mabioH u coxpanure Ha Tucke B.
e Haxwmure ['oToBo.
e 3aronHUTE MAOJIOH B COOTBETCTBUU C NpHiiokeHue [12.
3ananne 3. OTpenakTUPYITE CO3MaHHBIN B IPEIBIAYIIEM 3aJaHIH MA0JI0H.
e Bribepure u3 rnasHoro MeHoo nyHKT Pair>1llabnonsr>Ynpasnenue. OTKpoeTcs AHAIOrOBOE
OKHO YTmpasiieHue mabioHamu (puc.S).
e B neBoM okHe ABaXnIbl LIETKHUTE MO mHanke Mou mabiIoHBI, comepXamed peaakTHpPyeMbIi
mrabsion. Huxe nMeHu marku nosiBUTCs
CIHCOK MAa0IOHOB, HAXOIAIIMXCS B ATOH MAarKe.
¢ Bribepure mwabiaoH Moii mabioH, KOTOPBIH HYKHO OTPEAaKTUPOBATb.
e Haxmure kHonky KoManpbl. [T0SBUTCS KOHTEKCTHOE MEHIO.
e U3 xoHTekcTHOro MeHio BbiOepuTe [IpaBka. OkHO YrpasieHue 11a0oHaMu OyJIeT 3aKphITO, a
BBIOpaHHBIN MIa0JIOH OTKPOETCS ISl peAaKTUPOBAHUS.
e l3menute HazBanue ¢pupmbl «KKPOHA» Ha «JlokTop CToneTosy.

Wzmenure Gpamuimio renepanbpHoro aupekropa Ha .M. MBanos.
Bribepure u3 rmaBHoro MeHto myHKT Paiim>111abnoHer>CoXpaHUTh.

e Coxpanurte 11a0JIOH IO/ TEM K€ UMECHEM.
e Haxwmure Ok.
3aganue 4. 3agaiite ma0I0H O YMOITYaHHUIO.
¢ Bribepure u3 raBHoro MeHio nyHKT Paitm>111abaoHsr>Y paBieHue.
e B neBom okHe (cM. puc. 5) OBaXABl IIETKHUTE 1O Tamke Mou mmaboHBI, CoaepIKariei
peIaKTHPYEMBIi II1a0JIo0H.



e Haxwmure kHonky KoManael. I10SBUTCS KOHTEKCTHOE MEHIO.

e Bribepure Crenats 1mabaoH 110 YMOITYAHHUTO.

e Haxwmure 3aKkpbITh.

IIpu OTKPHITHH HOBOTO TEKCTOBOTO JOKYMEHTa MOSBISETCS opMa JOKYMEHTa M0 YMOTYaHWI0. MOXKHO
YCTaHOBUTH J1000# m1abon madnonom «llo ymomganuioy.
YroObI BEpHYTHCS K IEPBOHAYATEHOMY IIA0JIOHY MO0 YMOTYaHUIO HEOOXOAUMO:

e BBHIOpaThH U3 TMIaBHOTO MeHIO MyHKT Paitm>11labmoHsr>Y mpaBneHue;

¢ B JICBOM OJIOKE IIETKHYTH 110 JI000H Mmarnke;

e Haxars KHONKY Komannel. [losBUTCS KOHTEKCTHOE MEHIO;

¢ 13 KOHTEKCTHOTO MEHIO BBIOpaTh BoccTaHOBUTH CTaHAapTHBIN 11a00H>TeKCTOBBIN TOKYMEHT. B
CIIEeTyIOIUI pas npu CO3aHUU JIOKYMEHTa c MTOMOIIIBIO MyHKTa
MmeHto Qaitmr>Co3nats>TecToBbIil TOKyMEHT JOKYMEHT OyAeT CO3laH C WCIOIh30BAHUEM
MepBOHAYAIBLHOTO 11a0soHa 1o ymomuanuto OpenOffice.org.

3aganue 5. Co3gaifte manky mradIoOHOB.

e B oxHe YmpaieHnue mabioHaMy BEIOEPHTE JIFOOYIO TMAIKY.

e Haxmure kHonky KomaHsl.

e U3 Bemagatomiero meHto Beioepute Co3nare. [losBrseTcss HoBas marnka 1mo iMeH! be3bIMSHHBIH.

e Bgenute ums 11 HoBoii nanku [Ipumep u 3atem HaxxMuTe Kiasuiry Enter.

e Haxxmure KHONIKY 3aKpBITh.
3aganue 6. Y nanure co3nanHyro nanky mabionoB [Ipumep.

e B okne Ynpasienue madnonamu Beioepure nanky [Ipumep, KOTOPYIO BBl XOTUTE yIAIUTb.

e Haxwmure knonky KoMmanpl.

e B mnosBuBImIeMCS MEHIO BbiOepuTe YaanuTh. [losBUTCS AMaIoroBoe OKHO M TONPOCUT Bac

MOATBEPIUTH YAallEHHUE.

e Haxwmure /Jla. [[nanoroBoe oKHO 3aKpoeTcs, M BIOpaHHAs Marka OyIeT yiajieHa.
3aganme 7. Ilepemectutre  miaGion Moi ma0iodH u3 ~ mankd — 11a0ioHoB Mowu 111a0I0HBI B
nanky /lemoBas koppecroHIeHIus.

e B okne Ynpasienue mabionaMu oTKpoiite manky Mou mabaoHb! (JBOWHBIM IIEITYKOM), KOTOpast
cojiepkuT mabnoH Mol mabioH, KOTOpPBIA HYKHO mepeMecTuTh. CHUCOK BceX MIa0JIOHOB,
COJIePIKaIINXCS B 3TOU TMAIKe, MOSBISAETCS MOl UMEHEM TaIKH.

e BriOepure 111abnoH Moii mabJioH 1 IepeTanuTe ero B nanky JleyioBasi KOppeCIoOHICHITHSL.
3aganue 8. [1abmon Moii 1abioH coxpaHUTe Kak TOKyMeHT Ha PaGouem croie moj cBoel pamuneii.
3aganue 9. Y nanure ma6ioH Moit mabnoH u3 nanku JlenoBast KOppecIoHIeHITHS.

e B oxze Ymparnenue madiioHaMu OTKpOUTe manky JlenoBast KOppECHOHICHIINS, COIASPKAIYI0

mabaoH Mo# mabioH.

e Bribepure mabiaon Moii mabioH.

e Haxwmure knonky KomaHpl.

e B mnosBuBmemMcs MeHio BolOeputre Y nanuth. [losiBuTCS nuanmoroBoe OKHO M mompocuT Bac
MOTBEPINTH yAaJlEHHUE.

e Haxwmure knonky Jla. /lnanoroBoe okHO 3aKpoeTCs, M BBIOPaHHBIN 1A0JOH OyIeT y1aieH.
3aganue 10. mnoprupyiite madiaon Moii mabiioH ¢ pabodero crosia B narnky 1abdiaonos O0pa3oBaHue.
Ecnmu Bel xoTuTE WUCMONB30BaTh MIA0JIOH, KOTOPBIH HAXOMUTCS B OTJIMYHOM OT TpeOyemoro
MECTOIOJIOKEHHS, BBl JOJKHBI UMIOPTUPOBATH ero B nanky mabdiaoHoB OpenOffice.org.

e B okHe u Ynpasienue mabjoHaMu oTKpoite mnanky O0pa3oBaHHe, B KOTOPYK HEOOXOIMMO

UMIIOPTUPOBATh aba0H Moii mabioH.

e Haxmure kHonky KomaHppl.

e B nossusmemcs MeHio Beioepute Mmmopr [labmona. OTkpoercs auaiio-
roBoe OKHO OTKpBITb.

e Haiinute mabmon Moit mabnoH Ha pabodeM crToie, KOTOPBIH HYKHO HMMIIOPTHPOBATH, H
Ha)KMUTE KHOTKY OTKphITh. [lnamoroBoe okHO OTKpBITH 3aKpoeTcsi, M MA0JIOH TMOSBUTCA B
BBEIOPAHHOH TIaIKe.

3aganue 11. Dxcnoptupyiite madion Mo mabioH U3 manku 1madioHoB OOpa3oBaHue Ha padouMit



CTOJI.
e B okne Ynpanenue madaoHaMu oTKpoiTe manky O6pa3oBaHue.
¢ Bribepure mabiaoH Moii mabioH.
e Haxwmure knonky KomaHpl.
e B nosBuBmeMcs MeHO BeiOepuTe DrcnopT Llladnona. OTkpoercs nuanoroBoe okHO COXpaHUTh.
e Haxwmure nanky Pabounii cton n Haxxmute kKHONKY CoxpaHuTh. Writer 3KkCopTupyeT madioH B
BBIOpaHHYIO MANKy U 3aKPOET AUaIoroBoe okHO COXpaHUTb.
3ameuanue: Bce neiicTBHs, BBIMOJHCHHBIC depe3 KHONMKY KomaHIbl B OKHE YIIpaBJICHUE MIA0JIOHAMU,
MOTYT OBITH BBITIONHEHBI TaKXKE UYepe3 KOHTEKCTHOE MEHIO (IIETYKOM IPaBOW KHOIMKH MBIIIN) IS
11a0JI0HOB MJTH TTAITOK.

JlabopaTopHasi padora 15. Tekcrosrrit iporieccop MS Word. Pa6ota ¢ Mmakpocamu.

1. Co3zmath Makpoc 3a20/1060K W Ha3HAYUTH IS €T0 BhI30Ba coderanue kiapum <Ctrl +3>. Makpoc
JIOJDKEH BBITIOJIHATH CIEIYIONINE IeHCTBUS:

mpudt — Times New Roman, pasmep - 13 nT; HauepraHue — IMOJYKUPHBIN; I[BET TEKCTa —
3eJIeHbIN; MOJUYepKUBaHUEe — KpacHoe, MyHKTupHOH nuHuel; peructp tecta — BCE ITPOIIMCHBIE;
BBIpAaBHUBAHUE - 110 LIEHTPY.

2. Cosznatb Makpoc Moii KoJOHTUTY M Ha3HA4YMTh I €ro BbI3oBa codeTanue kiaBum <Ctrl +K>.

Maxkpoc H0JKEH BBITIONHATh CIAEAYIOLIME NEHCTBUS:

e BBECTHU B BEPXHHH KOJOHTHUTYJ HH)OPMALIMIO O TEKYLIEH aaTe;

® BCTaBUTH B BEPXHHI KOJIOHTHUTYJ CBOIO ()aMHUIIUIO U MHHUIIUAJIBI, yCTaHOBUB mpudT — Arial,
pa3mep - 13 nrt, HauepTaHue — KypCHB; LIBET TEKCTA — CUHUIA;

3. Coznatph Makpoc ¢ uMeHeM R1, KoTophrii:

e cozjaer Tabnuily pa3MepoM 4xX5 U 3aKpamIuBaeT J00bIe 1BE KISTKU TaOJIAIIbL,
e B 3arojoBke Tabuuipl meyaraet Teket “MY NAME IS “ kpacHbiM 11BETOM pa3zmepom — 16 mT;

L4 IIoCJIC Ta6J'II/II_II>I BBIBOAWUT HaA 3KpPAHC Bamre mmsa cuHEME 6yKBaMI/I pa3sMepoM — 17 T,
HUHTCPBAJI MCKAY CUMBOJIAMH - 2 IIT, BBIPABHUBAHUC I10 ITPABOMY Kparo.

4. Jlan cnenyromuid CIIHCOK:

IeTs Banos 1. Aptémos Kocrs
Ko TTetpos 2. bapoapucos CemEn
WBau Cumopos 3. Beromkuna Hags
Kocta anoukun 4. TamoukuH Kocts
JIena MaMoHTOBa 5. Epomkuna Jluka
Cgeta AmmunHa B nannom crnimcke Hajo 6. 2Kapos Ilers
Koctst ApTéMoB [IEPECTABUTH CIIOBA MECTAMH 7. Wsanos Ilers
Jluka Eporkuna (mepBoii nomkHA UATH (HaMUIIHS), 8. Koctun Aptém
Muna FOpamkuna a 3aTeM yHopsAIO4YUTH CIIUCOK I10 9. Mawmonrosa Jlena
Cemén bapbapucos andasury 10. Mamoukun Cepreit
Kocrs Hamnua ¥ 100aBUTh HYMEPALHIO, 11. Mopo3osa FOns

Hanst Beromknna 4TOOBI MOTYYUIIOCH BOT TaK 12. Ilerpos Koss

IMers XKapos 13. Peme3oBa Taus
Cepreit MaMOUKHH 14. Cunopos UBan
Taus Peme3oBa 15. amma Kocts
FOns Mopo3zosa 16. Onamkuna Muna
Aprém Koctun 17. Ammna Cera

5. B KaxaoM cJ0oBe TeKCTa MOMEHSITh MECTaMH MEPBYIO OYKBY C MOCIETHEMN.
6. B xaxxaom npeiokeHnr 3aMEHUTh MIEPBYI0 OYKBY Ha CHHIOIO, a MTOCTICTHIOI0 OYKBY Ha KPAacHYIO.

7. Otxpeith daiin 3ananue 2 u3 JlaboparopHoit padotet Nel2. Co3nate Makpoc B pe3yiibTare JAeHCTBHS
KOTOPOTO TEeKCT OyAeT MpHBEACH K cleayroimum TpeboBanusm: mmpudrt - Times New Roman,
pasmep - 14 nr; ab3auHblil oTcTyn — 1 M, ; BElpaBHUBAHUE - 110 IIUPUHE, HHTEpBaJ nepen ad3amem 4
T, UHTEpBAJ mocie ad3ana — 3 0T, MeKAYCTPOUYHbIM HHTEpBad 16 TT.



JlabopaTopHas paGora 16. [MonsTre npezenTanuu. Cnaiiy, ohopmiieHue cnainia.
KoHTpo/bHbIE BONPOCHI:

s gero npenHasHadena nporpamma MS Power Point?

W3 xakux OeiCTBUI COCTOUT MPOIECC CO3MaHMS MMPE3CHTAIINN?
Uro Takoe ciai?

Kak 106aBuTh B Mpe3eHTalMIO HOBBIN clai?

Yro Takoe mabdbaoH?

s gero nmpegHasznadeHa nporpamma MS Power Point?

Kak HacTpouTh aHUMAIHIO KAPTUHKHU?

Kak Hactpouts nepexon cnaigon?

Kax momensTes MecTamu craiiapl?

0. Kak HacTpouTh aHUMAITUIO TEKCTA?

1. U3 kakux ACWCTBUIH COCTOUT MPOIIECC CO3/IaHUs TPE3CHTAIMIA?
12. Kak 100aBUTh B IIPE3CHTALIMIO HOBBIH cliaia?

13. Yo Takoe 11ab0H (Maker)?

14. Kak mOMEHSATh HOPSAI0K CJICOBAHUS CIIalI0B?

15. Jlns gero npeanasHaueHa nporpamma MS Power Point?

16. V3 xakux IeHCTBHUI COCTOUT MPOIIECC CO3MaHMs MPEe3eHTAINN?
17. Kak 100aBUTh B MPE3CHTALIMIO HOBBIH claiia?

18. Yo Takoe 1m1abioH (Maker)?

19. Kak moMeHATs OPSAIOK CIIEIOBaHMUS CIaHI0B?

20. Kak co37aTph yrpaBIIsFOIIy0 KHOTIKY?

21. Kak HacTpouTh nepexoa Hampumep, ¢ 1 cnaiiga k cmaiimgy Ne 5?
22. Kak 03By4UTh nIepexo]1 0 KHOMKe?

RBPOooNoa~MONE

JlabopaTopHnasi padora 17. Jemonctpanus mpesentanuu. AnuManus. Co3IaHHe HWHTEPAKTUBHBIX
Mpe3eHTauui
BapmuanT 1 . «IIporuno3 noronasl Ha 3 gHS»

I/IHTepaKTHBHaH MPE3CHTAlW — NPE3CHTAal s, UMCHOIIAA YIIPABJIAOIINC KHOIIKH U (HHI/I) THICPCChUIKHA.

Yrpasmstoiye KHOITKA — TOTOBasi KHOTIKA, KOTOPYIO MOKHO BCTaBUTH B MTPE3EHTAITUIO JUTsI H3MEHEHUS €€
xoj1a. CyIiecTBYIOT KHOIIKH JUIS TIEPexXo/ia K CIEAYIOIEMY, K IPeAbIAyIIeMY, K TIEPBOMY U T.JI. CIIAldy.

I'nepccblika — TEKCT WM 00BEKT (PUCYHOK, rpaduka, 00bekT WORDART) no HaxaTuio Ha KOTOpBIE,
MPOMCXOAMT MEPEXO]] B JPYroe MECTO JOKYMEHTa, JIN0O K KakoMy-HUOYIb (aiiiny, xpansmemes Ha 1K,
mbo Ha Web-ctpanuiy B HTepHeT.

3aganuda.
1. Co3zpaiite OATH CHAWIOB HA 33JJaHHYIO TEMY:

1-# crnaiin — Ha3BaHUE MPE3CHTAIMH, KEM IIPEOCTABIICH JaHHbIM MPOrHO3 MOTO Ikl (TUTYJIBHBIN ClIai1
MIpe3eHTAaIINN);

2-# cnaiin — cojepykaHue MPE3CHTAIMK, COCTOMT M3 IIYHKTOB: THTYJIbHBIN JUCT, Oroja Ha N duco,
moroaa Ha N+1 gucino, morona Ha N+2 gucio, riae N — onpeaeeHHOe YUCI0 MECSIa;

3-# mo 5-i cnafm — [MPOrHO3 MOroJbl Ha OMPEACICHHOC YUCJIO B BUJC: 3ar0JIOBOK cnaﬁﬂa — Jgarta, TCKCT
cnafz’ma — TeMIIEpaTypa HOYbKO, THEM, CKOPOCTb BETpa, 00JIaYHOCTE U T.O.

1. Jlns kaxaoro ciaiiia BeioOepuTe oopMIICHUE WK 3ajaiTe (OH ciaiiaa 13 MmyHKTa
MeHto Popmar.

2. Ha 3-m, 4-M u 5-M crnaiiie BCTaBbTE COOTBETCTBYIOIINE KaPTUHKH.

3. Ha 2-m crnaiige kaxaplii MyHKT coiepaHus oOpMHUTE B BUIE THUIIEPCCHUIOK. [ 3TOT0
BBIJIETINTE MBIIIKOM ONpeAeNeHHBIN IYHKT COJAEPKaHMs, BBITIOJIHATE
komaHy BeraBka/I'unepccoiika. Beibepute CBS3aTh ¢ MECTOM B IOKyMEHTE. Y KOKUTE
COOTBETCTBYIOIIEE MECTO B JOKYMEHTE.

4. C 3-ro mo 5-i cimaifx BCTaBbTe YIIPABISIONTNE KHOTIKY JJIS BO3BPATa HA MIEPBBINA CIaiia v s
BO3BpaTa B MEHIO, BRITOJHUB KoMaH 1y [1oka3 ciakiaos/ Y paBIIsiolIie KHOIKH.



KHOHKy <<BO3BpaT)) - UIA TIEpexo/Jia K COACPIKAHUIO.
Kuonku Pa3MECTUTE B IPAaBOM HUXXHEM YITy cnaﬁﬂa.

1. C momompro komMaHab! MeHIo [Toka3 crmaiimos/ CMeHa cimaifioB opopmMute 3hHEeKTH CMEHBI
CIIalJI0B.

2. K kaxxmomy 3aronoBky cinaiina npuMeHuTe 3QQeKThl aHUMAIH, BHIOTHUB KoMaH Ty [Tokas
ciaiinos/ Hactpoiika aHuMAITim.

3. 3amycTHTe Mpe3eHTaIVIo, BBIMOIHUB KoMaHAy [Tokas crnaitnos/ HauaTth mokas.
JlaboparopHnas pabota «Co31aHre HHTEPAKTUBHON ITPE3CHTAITII.
BapuanT 2 . «PexksiaMa KUHOPHIBMA»
3apanus.
1. Co3zpaiiTe IATH CHAWIOB HA 33JJaHHYIO TEMY:
1-ii cnaiin — Ha3BaHME TPE3CHTAINH, KEM CO3/1aHa JaHHas pekiamMa (TUTYJIBHBIN Cialij] Mpe3eHTalnn);

2-11 cnaiig — collepXKaHue MPEe3eHTaluU, COCTOUT U3 ITyHKTOB: TUTYJIBHBIN JIUCT, KPATKOE COACPIKaHHE
¢ubMa, akTepCcKuii cocTas, aduia;

3-#1 caiig — onrcaHue KaTKOro cojep KaHusi puiibma;
4-i1 cnaiij — aKTepCKHid COCTaB: TJIaBHbIC Tepor (PHUIbMa M UCIIOIHUTEIH IJIABHBIX POJICH;
5-i1 cnaiig — KHHOAHOHC: T/IE ¥ KOT/Ia MOXKHO MIOCMOTPETh PEKIaMUPYEMBIi (PHUITEM.

1. Jlns xaxaoro ciaiisia BeIOepuTe 0OpMIICHUE WK 3ajaiTe ()OH Claiia u3 MmyHKTa
MeH dopmar.

2. Ha 3-m, 4-M u 5-M crnaiiie BCTaBbTE COOTBETCTBYIOIINE KAPTUHKHU.

3. Ha 2-m crnaiine kaxablid MyHKT cojiepanusi 0hOpMHUTE B BHJIE THIIEPCCHUIOK. [ 3TOTO0
BBIIETINTE MBIIIKOM ONpeAeNEeHHBIN IYHKT COAEPKaHMs, BBITIOJIHATE
komaHay BeraBka/I'unepccpiika. Beibepute CBS3aTh C MECTOM B JOKyMEHTE. Y KOKUTE
COOTBETCTBYIOIIEE MECTO B JJOKYMEHTE.

4. C 3-ro mo 5-# ciaif BCTaBbTe YIPABISIONTNE KHOTIKY JJIS BO3BPATa HA MEPBBIMA CIaiia v st
BO3BpaTa B MEHIO, BHITOJIHUB KoMaH 1y [1oka3 cinaiios/ Y paBistoniie KHOIKH.

Knonky «/lomoit» - ucons3yiTe s nepexoaa K IepBoMy Clany.
Knonky «Bo3Bpar» - 11 epexo/ia K COAepKaHHUIO.
KHonku pa3mectuTe B MpaBOM HIXKHEM YTITy cliaiijia.

1. C nomomsto komaHabl MeHto [lokas ciaiinor/ CMmena ciaiiioB oopmute 3GpGHeKThl CMEHBI
CJIai10B.

2. K xaxmomy 3arojioBky ciaijaa npumMeHuTe 3¢ GheKThl aHUMAIIMK, BBITOJHUB KoMaHty [Tokas
cnaiinos/ Hactpotika anuMaruu.

3. 3amycTHTe Mpe3eHTaIrIo, BBIMOIHUB KoMaHy [Tokas cnaitnos/ HauaTs mokas.

JlabopaTopHas paGora 18. TexcroBsiii poueccop MS Word. PaboTa ¢ Makpocamu, ynpomaouuMu
paboTy C TOKyMEHTOM.
OtkpeITh (aitn 3amanue 2 u3 Jlaboparopuoit padotel Nel2. Co3gaTh Makpoc B pe3ysibTaTe JACHCTBHUS
KOTOPOTO TEKCT OyAeT MpHUBEICH K clieAyromnM TpedoBaHusiM: mpudT - Times New Roman, pasmep -
14 nT; ab3ausblid oTcTYyn — 1cM, ; BBIpaBHMBaHHME - TI0 IMUpPWHE, MHTEpBan mepen abzamem 4 T,
MHTEpBaJ 1ocie ad3ana — 3 0T, MeXKAYCTPOUYHbIM HHTEpBaa 16 mrT.



JlaﬁopaTopHaﬂ paﬁoTa 1. OducHple nHGOPMALIMOHHBIE CUCTEMBL. DJICKTPOHHbIE TaOJINIIbI

Nook~wbdpE

JlabopaTopHasi padoTa 2. TaGmuunsii

KonTposabHblie BONpockI:

Uro Takoe 3IIeKTpoHHAs TabJHIa M KaKOBO ee Ha3HaueHHe?

Kak o6o3nauatorcs crondus! u ctpoku B MS EXCEL?

Kak m3MeHuTh mMpUHY cTONIONA (BHICOTY CTPOKH)?

C xakuMU THMIaMH JaHHEIX pabotaer MS EXCEL?

Kakoe pacmmpenue nmeet ¢aiin KHUTH 3JIeKTPOHHOW TaOIHIIBI?

W3 gero cocrout pabouast KHUTA?

Kak BBecTn nannbie B siueiiky? Kak oTpeakTupoBarh JaHHBIE B sTueiiKke?

nporieccop  MicrosoftExcel.  HMuTtepdeiic.  Baog,
penakTupoBaHre M (HOpMaTHPOBAHUE TaHHBIX.
KoHTpoJibHbIE BONIPOCHI:
1. Kakoso HazHauenue popmyn 8 MS EXCEL? Uto MoxeT BXOTUTE B hopMyity?
Yto oToOpaxkaeTcs B siueiike nocie BeeaeHus B Hee Gpopmynbl? Kak yBunets popmymy?
Yro Takoe aOCOJIOTHBIN U OTHOCUTEIILHBIN aipec TUeiKu, BXoasimei B popmyny?
Kak 0T0Opa3uth ymciaa ¢ CAMBOJIOM JICHEKHOM €IMHUIIBI, TPOLIEHTa?

Kakue crioco0bl aBTO3aII0IHEHNs Ta0IULbl BBl 3HaeTe?

o kr~wn

Kaxk BBITIOJTHSACTCSI KOMHMPOBaHHUE (POPMYIIBI, PACTIPOCTPAHECHHUE HA COCEAHUE TICHKU
(aBTo3anonHEHUE) HOPMYIIHI?

7. Kax pasrpaHnduTh TabIHIy?

8. Kak 3amath nBeT s4ueiikaM U 1BET TEKCTA?

9. Kak 3amuTuTe S4eiKna OT U3MEHEHNH B HAX?

10. B uem cyTh aBTOMaTHueckoro nepepacuera 8 MS EXCEL?

11. Yro npoucxoauT Bo BpeMs konupoBanus Gpopmyi B MS EXCEL?

12. Yo Takoe nuana3oH siueex?

13. Kax BbLIENUTH CMEXHBIE M HECMEXKHBIE TUAIa30Hbl sueek?

14. Kak mo6aBuTh B TaOIHILy CTPOKHU (CTOIOIBI)?

15. Kak ymanuth HEeHYKHBIE CTPOKH (CTOJIOIBI)?

16. KakoBo Ha3HaUeHHWE MPUMEYAHUHN U KaK UX BCTABILITH (U YIAIATh) B TaOIHIy?
17. Kakwue neiicTBUS MOKHO IIPOU3BOIUTH ¢ pabounMu mctamu? Kakum obpazom?

JIaﬁopaTopHaﬂ paﬁoTa 3. TaGumausrit nponeccop MicrosoftExcel. Ilpocreiiue BbYMCICHUS B

o NoO ks

9.

9MEeKTPOHHBIX Tabnwmax. OpopmireHre TaOIHIIBL.

Ymemo svinonname cnedyroujue oeiicmeusn:

Coznath pabouyro KHUTY, KOTOPYIO COXPAHUTh MO/l UMEHEM 3afaHue | B ceTeBOl manke
co cBoeil hammnueii. Crenaiite 3Ty nanky padounm karanorom. (@aiin -Ilapamempeor)
OTKMI0UNTH (WK BKIIFOUUTH) cTpoKy hopmyn (Bux — Ctpoka dpopmyi)

YcTaHoBUTE ClieAyIONIMe TapaMeTphl s CBOel paboueil KHUTH:

8 IMCTOB B KHHUTE;

KpacHblii 11BET ceTKH siueek paboyero JHCTa;

UsmennTts ctiiib ccbltok Ha R1C1;

Y CTaHOBUTDH YHCIIO JOKYMEHTOB B CIIMCKE MOCIeAHUX (haitnoB — 15;

Ilepexon k apyroi siaeike mociie BBOJA AOJIKEH OCYLIECTBIATHCS BIIPABO;
Y6paTh ropH30HTAIBHYIO U BEPTUKAIBHYIO M10JIOCY IPOKPYTKHU;

VYcraHOBUTH ONIUIO A8mocoxpaneHue 4epe3 Kaxaple 7 MUHYT.

B nanens ObicTporo pocryna 106aBuTh KHONKY CoXpaHUTh (ail.

CkpwITh 2 U 3 stucT paboueil KHUTH, a 1 JUCT 3aIIUTUTH TAPOJIEM.

-~ OO0 oW

Ha mucre 4 pa3znenuts okHO Tiepen siueiikoii J8 u ckpbITh ctonber C.

CoznaTth BTOpYIO pabovyro KHUTY, KOTOPYIO COXPaHUTh TIOJT UMEHEM 3ajlaHue 2 B Mamnke
co cBoel amuIuei.

Pacronoxuts psgom ob6e padoune KHUTH (Buo — Ynopsaoouums ece)

10. Ha aucme 1 paboueii kauru 3aganue 2 mOArOTOBUTE U O(POPMHUTH TaOJIHILY:

nnb

aBrycr

CeHTAbpb

OKTAOpb

HOAOpPb

OeKabpb

otaen 10

4000

4 500

4250

5000

5000

4500




otaen 11 5000 5500 5250 6 000 5500 5500
otaen 12 6 000 5400 5450 5600 5400 2 500
otaen 13 4000 5000 4500 4520 4 560 2550
otaen 14 5000 4000 4500 5400 6 500 4 250
otaen 15 4000 4500 4250 4520 4500 4520
Bcero: 28 000 28 900 28 200 31 040 31460 23 820
B ctpoke Bcero: mpou3BeCTH BBIYUCIICHHUS.
11. Ha swucme2 ¢ wucnonb3oBaHueM OOBEAMHEHMS s4YEE€K, LEHTPUPOBAHUS U

COOTBETCTBYIOIIEH OPUEHTAIIMH HAIICEH MOATOTOBUTH TAOIHILY:
YucneHHOCTb HaceneHus ropoaa

PaitoHbl ropoaa 2 ’%
[oabl 3 e g
MypKaeBCcKuUi YKpanHCKnit FOpbKOBCKMI Komcomonbckuin | @ Q
2017 120 000 110 000 140 000 200 000
130000 120 000 150 000 210 000
140 000 130 000 160 000 220 000
150 000 140 000 170 000 230 000
160 000 150 000 180 000 240 000

B nmannoii Tabnuiie ¢ ucronb3oanue npoueayps Ilporpeccus 3anonHuts rpady ['os
(I'nasnas — 3anoanume), a B rpade Bcezo no 20pody BHINOIHUATH MOACYCT UTOTOBBIX CYMM.

.JIaﬁopaTopHaﬂ pa60Ta 4. Ta6mmausrit npouneccop  MicrosoftExcel.  OtHocurensHas
abComMoTHAs afpecarusl.
Hoscuenne:

OTHOCHUTEBHBIN aJpec sTUCHKHU ONpeaesnsieTcss UMEHEM CTOJIO0A 1 HOMEPOM CTPOKH.

[IpuHUMN OTHOCHTEJBLHOM aapecannu 0003HAYACT CIEAYIOIIEE: adpeca AueeK, UCNOoIb3yemble
6 popmynax, onpeoenensvi OMHOCUMENbHO MECA PACHONIONCEHUS. POPMYTbL.

Hampumep, mycts 3agana cieayromnias Tadnuua:

A B C
1 5 3 =A1+Bl
puc. 1

®opmyna B sueiike Cl BoCIpuHUMAETCS AJIEKTPOHHOU TAOJMIIEH TaK: CIOKUTh 3HAUYCHUE U3
AYEUKH, PACTIONOKEHHOW Ha JIBe KJIETKH JIEBEE CO 3HAUYECHUEM M3 SUEHKH, HA OAHY KIIETKY JIeBee
JaHHOU (hOPMYIIBI.

[ToaToMy, TIpH BCSKOM MepeMenieHuu (HOpMynbl B APYroe MeCTO TaONIWIbl MPUBOAMUT K
M3MEHEHHUIO0 UMeH siueek B popmysie. [lepemenienre GopMys IpOUCXOAUT MPH Pa3HOOOPa3HBIX
MaHUNYJIAIUAX GparMeHTaMu TabIuIsl (KOMMPOBAaHUH, BCTABKaX, yIAICHUH, TIEPEHOCE).

Ilpumep. Tlycts k Tabmuue Ha puc.l mpumensercs komanga: KOIIMPOBATH A1:Cl1 B
A2:C2.

Pesynbrar 6yner cneayromum:

A B C
1 5 3 =A1+B1
2 5 3 =A2+B2
puc. 2.

[Tpu cmemiennu Gopmysbl Ha OJJHY CTPOKY BHU3 B UMEHAX S4€EK HOMEpP CTPOKU YBEIHUMIICS
Ha equHMLy: AlmnpeoGpaszoBanoch B A2, Bl — B B2. [Ipu cMmemenun Gpopmyiibl BIpaBo WX
BJIEBO (BIOJIb CTPOKM) M3MEHUTCS OyKBEeHHasi 4acTh. Hampumep, ecau hopmyny u3 sueriku C2
cKomupoBarth B siueiiky E2, To ona Oynet npeobpazoBana B ¢popmyiny C2 + D2.



A B C D E
3 =A1+B1
2 =C2+ D2

puc. 3

3aganmue 1

K Tabmuue na puc. 1 mpumensercs komanna KOIIMPOBATDH C1 B D1. Kakas dopmyna
Oyzner HaxonuTcs B siueiike D1 n kakoe 3HaueHne oHa OyneT conepkaTh?

3aganue 2

K tabmune na puc. 1 npumensiercss komanga KOIIMPOBATD C1 B D1: D4. Kakue dhopmyis
OynyT HaxoauTcs B siueiikax Omoka D1: D4?

3amanue 3

K Ttabmune na puc. 1 nmpumensercs komanna [IEPEMECTUTH A1:C1 B Cl: E4. Kakas
dbopmyna Oyaet Haxonutcs B siuelike E2?

AOcoa0oTHasi ajgpecanusi. B HEKOTOPHIX cllydasx MNpU MaHUNYISIUH ¢ (pparMeHTaMu
HEOOXOUMO UCHONIB30BaTh HEU3MEHHBIM aJpec S4YeWku wuiaum Onoka. B Takux ciydasx
WCIIOJIB3YETCS] IPUHITUIT a0COJIOTHOM ajpecannu (3aMopakuBaHus aapeca). s 9To 1enu B
VMEHH SYCHKH MCIONB3yIoT cumBosl $. JIiist 3aMopakuBaHUs BCETO ajgpeca CUMBOJI $ cTaBUTCS
nBaxabl. Hampumep, $B$2. MoxHo 3amMopo3utTh Todbko cronber; ($B2)mwin TOmpKko CTpOKy
(B$2). Toraa ToabpKo YacTh ajpeca OyAeT MOoABEPKEHA U3MEHEHHUIO.

Ilpumep. TpebGyercs MOCTPOUTH TaONHUIly, COAEPXKAIIYI0 CBEACHHUS O CTOMMOCTH
TYPUCTHUECKHUX MYyTEBOK B pa3Hbie cTpaHbl Mupa. HeoOxoaumo yka3aTb CTOUMOCTh
nyTeBKU B pyOssix u nosutapax CHIA.

Ucxonnout nadopmanuen siBisieTcsi CTOMMOCTh MyTeBKU B jgosutapax CIIA u kypc monmapa

M0 OTHOIIEHHIO K pyOIt0. CTOMMOCTh TyTE€BKH BBIUYUCISETCS U3 OTUX JaHHBIX.
[ToaroroBuM TabiUIly B BUJIE:

A B C
1 | Kypc nonnapa: pyOuneii
2 Crtpana Iena B noaiapax | Ilena B pyoasix
3 | Aarus =B3*$B$1
4 | bonrapus
5 | benbrus
6 | bpaswus

B sueiike B1 Oyner xpaHuThes 3HaUCHHE Kypca JoJuiapa, BRIpaKeHHBIA B pyossix. dopmyna
B sueiike C3 BBIUMCISAET CTOMMOCTb ITYTEBKHM B PYOJISIX INyTeM YMHOXEHHS CTOMMOCTH B
nojutapax Ha Kypc nonapa. B sueiiku C4, C5, C6 coorBercTByIOmME (OPMYIIBI MOXHO
CKOMMPOBaTh. B pe3ysnbpTare KOMMPOBAaHUS MOIYYUM CIEAYIOIIYIO TaOIUILy:

A B C
1 | Kypc nonnapa: pyoneit
2 Crtpana Ilena B nosiapax | Ilena B pyoasix
3 | Aurus =B3*$B$1
4 | Bonrapus =B4*$B$1
5 | benprus =B5*$B$1




| 6 | Bpaswus | | =B6*$B$1 |

M3 Tabmuupl BUaHO, uyTO aOconroTHeid azapec ($BS$1) mpu kommpoBanuu ¢Gopmynsl He
u3MeHwics. Ilocie BBOJa 4YMCIOBBIX JAaHHBIX B sA4elku croabua B, Tabmuma B pexume
0TOOpakeHHsI 3HAYCHUN TIPUMET BUJI:

A B C
1 | Kypc nomnapa: 30 pyOueii
2 Crpana Hena B nosasiapax | Ilena B pyoJsix
3 | AHrnus 600 18 000
4 | Bonrapus 250 7 500
5 | benbrus 420 12 600
6 | bpaswius 1100 33 000

JlaﬁopaTopHaﬂ paﬁoTa 5. Ta6mmumsii npomeccop MicrosoftExcel. PaGota ¢ Qopmynamu:

HCIIONIb30BaHKE UMEH, POPMYIIBI MACCHBA, HCTIOIb30BAHHUE CTAHIAPTHBIX (PYHKIIHA.

KoHTpoJibHbIE BONPOCHI:

[TocTpouThb TabMUILy U1t HAXOKACHHS KOPHS JIMHEWHOTO YPaBHEHUS .

[TocTpouts TabIMIly I HAXOKACHHUS TUIOMIAIN KPyra U [UIMHBI OKPY>KHOCTH 3aIJaHHOT'O pajnyca .

IMocTpouts TabNuUIy IS HAXOXKICHHS IUIOIIAH TPEYTONBHUKA 110 3aJaHHBIM OCHOBAHHIO U BBICOTE.

IMoctpouts TabnuIy s HAXOKICHHS IUIOMAIH TPAIICLIUH 110 33 JaHHBIM OCHOBAHHSIM H BBICOTE.

IMoctpouts TabnuIly ATl HAXOKICHHS 0ObeMa IIMHPA 10 33 JaHHOMY PAIIyCy OCHOBAHHS U BBICOTE.

IMoctpouts Tabnuiy Aiist BEIYUCICHUSI 00beMa cepsl 110 3aJaHHOMY Paanycy.

IMocTpouTh IpOrpaMmy AJIsi BEIYHUCICHHSI MACChl Tela 110 33 JaHHBIM 00BEMY U IUIOTHOCTH.

IMocTpouts TabNHUILy TS BEIYUCICHHUS CPSIHET0 apru(pMETHIECKOTO U3 5 33 JAHHBIX YHCEIL.

ITocTpouts TabnuIly U1 BEIMUCICHUS CPEIHET0 T€OMETPUIECKOTO U3 5 3aJaHHBIX YHCEI.

0. ITocTpouts TaOIUILy JUIsSl BEIYUCIEHHS THIIOTEHY3bI IIPSIMOYTOJILHOTO TPEYroJIbHUKA 10 3aJJAHHBIM KaTeTy
U [IPOTHBOJICKALIEMY YIIIY.

Hoeo~NoakrkwnP

JIaﬁopaTopHaﬂ paﬁoTa 6. TaGmuunsii npoueccop MicrosoftExcel. McnonezoBanne B dpopmynax
CCBUIOK Ha SYCHKU IPYTHX JIMCTOB M IPYTHX PaO0OYHX KHHT.

BbinonHUTbL 3apaHUA:
1. Co3zpaiite Ha TpeX JUCTaX TaOIHILY:

SuBaps 2020 .
SAuBapp 2020
r. Kype 67,24p.
CTOMMOCThH CTOMMOCThH onroBasi

HauMeHOBaHUe | 1 INTYKH B | KOJMYECTBO | NMAPTUH B onToBasi CTOMMOCTBH €O

KOMIIbIOTEpa $ IIT. 3 ckuaka B % CKHIKOI
OducHbii 350 30 5%
MakuHTOII 390 20 3%
[lenTym 2 480 15 3%
Ientnym 3 590 27 2%
Cepaep 920 5 4%

e  HazoBure nucts! AuBaps, despans, Maprt.

e 3amoynHUTE HepocTaroume GopMyIbl, YIUTHIBAs, YTO CTOMMOCTh KOMITBIOTEpa B (peBpaiie
yBenuuuiach Ha 5,5%, B mapte Ha 15,3 %.

e VuruTe yBeNMYCHHUE Kypca Jojuiapa B Gespaie a0 67,8 pyo., B mapte 10 68,1 pyo.

o  Cozpaiite Tabiuity «MToru mpoaax 3a KBapTay» Ha 4 mucTe, Ha30BUTE ero «Torny, CBSIKUTE
JIaHHBIC C sSTHBApsI, (heBpaisi 1 MapTa (Ha3BaHHE KOMIIBIOTEPA U ONITOBYIO CTOUMOCTD CO CKHUJIKOM)
1 TIOCTPONTE TUarpaMMy MO ATHM JaHHBIM.

Hroru I kBapraua



BJIO’KeHHUs OaHKA AAHBapPhb (peBpaan MapT HTOr0

CCYJIbl TOCYTAPCTBEHHBIM NPEAIPUITHIM 4 920 000p. 136 000p. 182 760p. 5238 760p.
CCYJIBI COBMECTHBIM ITPEITPHUSITHAIM 1 364 800p. 3 563 064p. 1 818 180p. 6 746 044p.
CCYJIBI YACTHBIM IMPEIITPHHUMATEISIM 1 812 884p. 2261 772p. 182 584p. 4 257 240p.
CCYJIBI C/Tl IPEAIPUHUMATEISIM 936 492p. 93 648p. 38 248p. 1 068 388p.
ccynel AO 495 996p. 1 382 528p. 9 328p. 1 887 852p.
ccyasl TOO 5026 624p. 1 382 264p. 92 848p. 6 501 736p.
MEKOAHKOBCKHE KPEIUTHI 182 760p. 485 296p. 928 580p. 1596 636p.

Bcero 14 739 556p. 9 304 572p. 3252 528p. | 27 296 656p.

2. Cosnaiite 35eKTpoHHYIO Tabauiy «OTuer — 6ank «MHpOpM», COCTOAIIYIO U3 4-X JTUCTOB:
(cM. daitn: Tabmuiel 1t madbopatopHoit Ne6.doc)
Wroru I kBapTana oopMHUTE CO CBA3BIBAHUEM JaHHBIX Ha JINCTAX.
JlaHHBIE TIPE/ICTABUTH B BHIE CICAYIOMICH THATPAMMBI:

UToro

ccyabl...

HunT...

JlabopaTopHasi padoTa 7. Ta6mmunsii npoueccop MicrosoftExcel. Copruposka. OuibTparys.
Hcnonb3oBanue Gopm.
Xonaa paboThI:

Coz0anue mabauybl pacuemos 3apniamaol

JlaH cIIMCOK COTPYAHUKOB MPEIIPHUSITHS C YKa3aHHEM HX TaOeIbHBIX HOMEPOB, J0JDKHOCTH, HOMEpA OT/eNa.
Heo6xoaumo mpousBecTH pacyeT 3apIuiaThl ¢ yKa3aHWEM HMTOTOBOW HMH(OpManMH MO BCEMY HPEANPUSATHIO B
LEJIOM U 110 OTAEHAM.

ITpucsoiite pabouemy aucTy uMs 3apnJjara

KBl
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Loy jrpsmasmpators..|[[7 MirosoltEvcel -t Ul
Bb160op 7aHHBIX ¢ MOMOMIBIO QUIBLTPA

1. Ilycte, corpyaHuky, y Kkoroporo 3apruiara Mensie 6000, ee moBbicwiau. Jlast 3TOro BBIIOJHHUTE
komaHay Jlanubie — @UJIbTP — ABTOQUIBLTP.




B sgeiikax 3aroJ0BKOB CTOJIOLIOB MOSABSTCS KHOIKH CO 3HAYKAMH PACKPBIBAIOIINXCS CITIICKOB.

Jlnst Hanmo KeHHsI yCJIOBHS Ha 3apIUIaTy HYXKHO HaXaThb Ha KHOIKY C NEPEBEPHYTHIM TPEYTOJIBHUKOM U
BEIOpaTh cTpOKy UmcaoBbie pUabTPHI.

B oTkphIBIIEMCSI KOHTEKCTHOM MEHIO BEIOpaTh MeHble. ...

B otkpeBmemcs muamoroBom okHe IHoab3oBaTenbckuil aBTOQUIBTP yKa3zaTh ycioBue <6000 u
Haxxats OK.

wn

o s

am | e |

7. OtMenwure pexxuM GUIbTpauu KoMaHoi Jlanasie — @uiasTp.

Jl.]'lﬂ CaMOCTOATECJIbHOI'0 BLINMOJITHCHUSA

=

Brigenure u3 TaOIuUIBI pacdeTa 3apIuIaThl 3aMicH 00 HHXKEHepax 3-To OTIena.

2. Beigenmute W3 TaOMHMIBI pacdeTa 3apIUIaThl 3allUCH O COTPYTHHKAaX l-ro oThena, y KOTOPHIX CyMMa K
BbIIaue HaxoauTes B peaenax ot 8000 go 20000 pyoieit.

3. BeigenuTe COMCOK COTPYIHUKOB OyXTalTEpHH.

BCE JJAHHBIE B TABJIUIAX CO3JABATH HA PA3HBIX JIMCTAX.
CopTupoBKa JaHHBIX

Tak mnpeanpusTHe HMeeT HECKOJbKO OTAETOB, TO YyHoOHee paboTarh CO CIHMCKOM, B KOTOPOM 3aIMCH
OTCOPTHPOBAHEI IO OTJENIaM, a B Ipenenax oaHoro oraena — no @O coTpyaHUKOB.
1. Bemonsauts komManny Jlanubie — CopTHpoBKa ...
2. B oTkpsIBIIeMcs 1uanoroBoM okHe COPTHPOBKA BBHIIOIHHUTE CICAYIOIIEE:
e B IIEpBOM MoJie BeIOepuTe K04 OTaes u mopsaok coptuporku [1o Bo3pacTaHuio
e nobaBbTe BTOpOE moiie (Haxkmute: Jlo0aBuTh ypoBeHs) u BeiOepuTe Kitod @UO u mOpsIoK COPTHPOBKHU
oT A 1o A
JJ1s1 caMOCTOATEHLHOTO BbINOJIHEHHUS
OTcopTupyiTe TabIHIly IO TPEM KITF0YaMm:
a) Otnen, lomkHocTh, DO
6) Otnen, JlomwkHoCTh, TabenbHBINH HOMEP

Yxka3zaHue K BBINOJTHEHHUIO 3aJaHUA:
Jlnsi BBITIOJIHEHUS 3aJlaHusl CKONMPYHTE JaHHYIO TaOJHIly W BCTAaBbTE €€ Ha JIBYX JPYTHX JIMCTaX, 0003HAYMB
ux Copruposkal, CoprupoBka?2

3apanus 1718 CaMOCTOATEbHOI padoThl
1. 3anmonHuTe TabAMIY COrIacHO 00pa3ily (CM. HUXKE)
2. Bepruncaure nannsle B cronoue Cymma



3amanue 1. BoIMOIHUTE COPTUPOBKY IO CIIEAYIOMIUM ITOJISM:
1. TIlo maTe mOCTYIJICHHS H CyMMe
2. Ilo HaMMEHOBaHUIO IIOCTABIIMKA U [0 HAUMEHOBAHHIO TOBapa
3. TIlo cymme, gate OCTYIUICHHS U 00bEeMY MapTHH

3aganue 2. BRIMOMHUTE GUIBTPALUIO MO CIACTYIOMINM KPUTEPHIM:

IToka3aTh ToNIbKO 3HaUeHUs bayHTn

[okazatb TonbKO nocryruienus 15 HosOpst 2004 roxa

IToka3aTs TonbKO 3HaUeHUS 1O ToBapy JIyHa oT mocraBiuka Mpuc

[okazats ToBapsl, noctynusiune 10 HOSIOps 1 peanu3oBaHHble 13 HOsAOps 2004 roxa
[Tokazatb TOBapkl, 00bEM NapTHUH, KOTOPBIX HAXOANUTCS B nuanazone ot 20 no 30 ToHH
[Tokazath 5 TOBapOB ¢ HAUOOJIBIINM Pa3MEPOM TTAPTUH

IToxazaTh TOBaphl, Ha3BaHH KOTOPBIX HAYMHAIOTCS C OYKBBI «C)»

Nogak~kwppE

BCE JAHHBIE B TABJIMIIAX CO3JABATD HA PA3HBIX JIMCTAX.

Fweama  Oopws [ P By Haopio
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KonTpoabHbie Bonpochl

UYro Takoe MOIh30BATENECKAN TOPSIOK COPTHPOBKHU?

Kak nprumeHuTs ABTOQUIBTP K CIIACKY?

Kak oTMeHUTh pe3ynbTaTsl QUIBTPAluu?

CKOJIBKO YCJIOBHI MOXKHO HAJIOKUTh HA OJIMH CTOJIOCI] C TIOMOIIBI0 KOMaH 1kl ABTOQHIBTP?

KaxoB nopsinokx npumenenust Pacimmpennoro ¢uinstpa?

Kak otMenuTs pe3ynpTaT npuMeneHus Pacimpensoro ¢unstpa?

Kak 3amaTh HECKOJIBKO YCIOBHH ISl OHOTO CTOJOIA CITUCKA C MTOMOIIBIO PACIIMPEHHOro (hribTpa’?
Kak 3a71aTh 071HO ycloBHE ISl HECKOJIBKHX CTOJIOIIOB C MMOMOIIBIO PACITUPEHHOTO QUIbTpa?

Kak 3a1aTh pa3HbIe yCIOBHUS JUIsl pa3HBIX CTOJIOIOB C MOMOIIBIO PAaCIIMPEeHHOTo (uibTpa?

CoNo~wWNPE

JIaﬁopaTopHaﬂ paﬁoTa 8. TaGmuunsii npoueccop MicrosoftExcel. PaGora ¢ quarpaMmanmu.
KoHTpoJbHbIE BONPOCHI:
1. KakoBo Ha3HaueHue auarpamm? Uto Takoe JereHna, KaTeropus, psaja JaHHbIX?

Kakwue tunsl tuarpaMm Bel 3HaeTe?

Kakne anemenTs! (00sacTn) AuarpaMmsl Bbl 3HaeTe?
Kak noctpouts quarpammy?

KakoBo Haznauenue Macmepa ouazpamm?

Kak pepaktupoBath quarpamMmy?

No o kown

Kax m06aBuTh (ynamuTh) U3 quarpaMMbl PSIbl TaHHBIX (KaTeropuio)?

.JIaﬁopaTopHaﬂ paﬁoTa 9. TaGnmamsrit mponeccop MicrosoftExcel. PaGota ¢ Makpocamm.



B3amanusn: (1 - 4 3a1a4n peaM3yIOTCs C IIOMOIIBIO MaKPOPEKOPAEPa, 5 - Ha s3bIke VBA)
1. B sueiikax A1:B12 3amansl qaHHBIe O KBapTIUIATe 32 KAKABIA MecsI roaa. Co3aaTh Makpoc, ¢
MTOMOIIIBI0 KOTOPOTO:
e  100aBUTH OJHY CTPOKY CBEpXY (IJIs1 3aTOJIOBKA) M CHECTH IMOJIIFICH 3aTOJIOBKA: «MECSID, «CyMMa
B py0.»;
e B gueiike Al4 BBecTH TekcT «lTOoroy;
e B suciike B14 mojacunTath pacxoabl 3a KBapTHPY 3a BECh IO/,
2. Ha nucre, comepxanieM CBEACHUSA 00 YUCHHKAX 3aIMHCATh MAKPOC, BBIOJIHSIONINN HACTPOIKY DKpaHa:
e  VYianeHue C 3KpaHa CETKH, 3aT0JIOBKOB CTPOK ¥ CTOJIOIIOB
e  BrigeneHue 3aroyioBka BETOM
3. Ha mucre, comepxamieM CBeIeHHS 00 YYCHHKAax, 3alHMCaTh MaKpOC, BBIIOJIHSIOUINHA CIICIYIOIINE
IEUCTBHS:
e  JIoHWCK OTITMYHUKOB B CITUCKE (C IIOMOIIBIO (DHITBTPALINH).
e KommpoBaHue TaHHBIX 00 OTIMYHUKAX B OTAEIHHOE MECTO Ha 3TOM JKe JIUCTE.
Co3mate MaKpoc, ¢ IMIOMOMIBI0 KOTOPOTO MOKHO Ha)kaB KHOIIKY 3aTPY3HUTh ONpeeTIeHHbIN (afir.
Ms1 umeeM 2 grcia, HaM HEOOXOIUMO MX CIIOKUTH U TI0 TIOIYYEHHON CyMMe MOTyIHTh 3HAUCHUE U3
Tabmune! Ha JIncre2.

o &

.JIaﬁopaTopHaﬂ pa60Ta 10. Ta6muausri npoueccop MicrosoftExcel. MucTpymeHTsl ananmza
JaHHBIX: CLICHApUH, TOA00p MapaMeTpa, IIOUCK PELICHHUS, CBOIHBIC TAOIUIBI U JHATPAMMBL

3aganus:
C noMmonsio noabdopa napaMeTpa HAaWTH KOPHU ypaBHEHUS:

1. X3-2,92x2+1,4355x+0,791136=0
2. X3+2,84x2-5,6064x-14,766336=0
3. X3-0,12x2-1,4775%x+0,191906=0

JlaﬁopaTopHaﬂ paﬁoTa 11. TaGmuunprii npoueccop MicrosoftExcel. HWuHcTpymeHThl aHanmza
JIAHHBIX: TIOUCK PELICHUS
PewuTtb 3apaum:

1. Jina npoussoactsa cTonos u mkados MebenbHas Gabprka HCMOJb3YET pasindHble pecypchl. HopMbI 3aTpat pecypcos
Ha OJIHO M3JENHE JIAaHHOTO BUJA, NMPHOBUIL OT pPEATU3ALMU OJHOTO H3JeNUs U O0llee KOJIMYECTBO HMEIOIIUXCS
pPEeCypCcoB KaXKIOTO BHJIA IPUBEICHBI B TAOIHIIE.

Hopwmbl pacxo/ia pecypcoB Ha OIHO H3Jeiue Obmee KomriecTso
Pecypcel pecypcoB
CTOJI mkad
Hpesecuna | Buna 0,2 0,1 40
JlpeBecuna 2 Buaa 0,1 0,3 60
TpynoeMKkocTh 1,2 15 371,1
[TpuObLIb OT peanr3auy 0JJHOTO U3AEIHs 6 9

OnpenenuTth, CKOJILKO CTOJIOB U MIKa(oB (haOpHKe clieyeT BhIyCKaTh, YTOOBI MPUOBLIL OT peanu3alyu Oblia

MaKCHUMaJIbHOM

2. TpuxoraxHas (abpuka MCIONB3yeT JUIsi NPOM3BOACTBA CBUTEPOB M KO(DTOUEK UHCTYIO IIEPCThb, CHIOH M HUTPOH,
3amacbl KOTOpPBIX cocTaBisitoT cooTBercTBEHHO 900, 400 u 300 kr. KonudecTBo mpsbKu Kaxaoro Buaa (B Kr)
HEOOXOMUMBIX JIs W3rotoBieHus 10 w3menuid, a Takxke MPUOBLTH, MOIydaeMas OT MX pealHu3aldHd, IPUBEIACHBI B

Tabimne 2.14

Bun coipbst 3arpats! npsoku Ha 10 T
CBUTEPA KOPTOUKH
lepcth 4 2
Cunon 2 1
HUTPOH 1 1
puObLTH 6 5

YCTaHOBUTH IUIAaH BBITYCKA U3ICTNH, MAKCHMHAZHPYIOIINX MPUOBITH

3. Tlpu moAKOpMKE MOCEBa HYKHO BHECTH Ha | ra MOYBHI He MeHee 8 /1. XMMHUYecKoro BemecTsa A, 21 — Bemectsa b,
16 — BemectBa B. CoBx03 3akymnaer KoMOWHMpOBaHHbIE ynoOpenus nByx Tumos [ u II. B Tabmune 2.15 yka3ansl
coJiep)KaHe XMMHUYECKHX BELIECTB M IIeHa Ha €JMHUILY Beca KaXK10ro BHIA ynoOpeHniH. MUHUMH3NPOBATH PACXO/IbI
TI0 3aKyITKe HEOOXOMMOTO COBXO3Y KOJIMYECTBA YI0OpPEHU.

Tabiuma 2.15

XuMHUECKHE BCIICCTBa

Conepma}me BCIICCTBA B CAUMHUIIC BCCa yﬂOGpeHI/Iﬁ




A 1 5
b 12 3
B 4 4
1eHa 5 2

W3 Muncka B ['pomHO HE0OX0aMMO mepeBecTH 00opymoBanue Tpex Tunos: 84 equnun I tumna, 80 equnur 11 Tuma u
150 emumann 111  tuma. s mepeBo3kn 0OOpYyNOBAaHWS 3aBOJ MOXKET 3aKa3aTh 1nBa Buaa TpaHcmopra A u b.
KommuecTtBo 00opymoBaHHS KakIOTO THIIA, BMEIIAEMOTO Ha OIPEACICHHBIH BHI TPAHCIIOPTA, a TAKXKE CMEHHBIE
3aTpaThl, CBS3aHHEIE C AKCINTyaTalluell eqUHAIBI TpaHcTopTa ( B py0.) mpuBeaeHs! B Tabmume 2.16.

Tabnmma 2.15

Ty oBopytosans KomnnuecTBo 060pynoBaHHs Ul BUAA TPAHCHIOPTA
A b
I 3 2
I 4 1
11 3 13
3aTpaTel 8 12

CHHaHI/IpOBaTB NEPEBO3KU TaAK, YTOOBI TPAHCIIOPTHBIC PACXOAbL OBLIM MUHHUMAJIbHBIMH.

.JIaﬁopaTopHaﬂ paﬁoTa 12. Ta6muuuprii nporieccop MicrosoftExcel. WMHcTpyMmMeHTHI aHamm3a
JAaHHBIX: CBOJIHBIC TAOJIMIBI U THArPAMMBL
3ananmne 1

Co31aTh CBOAHYIO TaOJIHUILy, BEIBOJAIIYIO /IS KQXKAOT0 TOBapa CPEAHION0 IIEHY U CyMMapHOE KOJIHMYECTBO.
Cospaats 2 rpynmns! ganHbIX: 11 2011 u 2012 ronos (IlpousBectu rpynnupoBKy MO rojiam).

2. Co3nmaTth CBOJHYIO TaOJHILY, BRIBOSIIYEO IS KaX10ro ToBapa cpenuioro 1eny ¢ HIC (tpedyercs
MPEABAPUTEIIBHO CO3AaTh BEIYUCISIEMOC TTIOJIE — I_[eHac HI[C) Co3mathb TPYIIBI JAHHBIX I KaXXI0TO
IIponasua.

nn = G ana OJHb ab b

i

p Pop [ p pab

ALD [ fe | Canon ¥
A A B C D E F G
5 Mpogaeey ~ |Toeap ~I|CrpaHa | * |Hon-Bo * [Llena |~ |[farta ¥ |Nokynatens A
10 |Can0n DVD nneep PoccuA 648 6221 28.02.2012|Hopnopauma LledTp
11 Media Markt DVD nneep Benerua 189 11490(23.02.2012|M - Bugeo
12 |Canon DVD nneep Poccua 845 5590( 31.03.2012|3neram-Cepanc MNawoc
13 |Sony DVD nneep CLUA 569 4957| 08.03.2012|3neram-Cepeuc MNawoc
14 |Samsung GPS HasuraTop Fepmadva 567 14 990(19.08.2011|3ns00pano
15 Media Markt GPS HasuraTop Eenbriua 847 428(23.03.2012|TexHoTpOH
16 |Samsung GPS HaeWratop repmaHua 476 3190(03.01.2012|TexHo-c1na
17 |ApwcTtoc Putein GPS HasuraTop Eenapyce 478 10 710[26.04.2011|34eprua 3syxa
18 |ApmcTtoc Putein GPS HasuraTop Eenapyce 298 2950| 06.06.2011|CeAzHol
15 |Canon GPS HaeuraTop Poccua 846 3 327|08.05.2011|Benwii seTep
20 |ApwcToc Putein USB-HakonuTens benapyce 473 & 290( 04.06.2011|Koprnopauwna LeHTp
21 |Canon USB-HakonuTens PoccuA 394 9350 16.01.2012|3nexam-Cepenc MNawoc
22 |Mediox USB-HakonuTens TpaHuma 736 27 700[30.01.2012|34eprua 3syxa
23 |Media Markt USB-HakonuTens benbrua 578 353| 13.03.2012|TexHoTpoH
24 |Samsung USB-HakonuTens Fepmadva 457 3790(13.02.2012|TexHo-cmna
25 |ApucToc Putein HommyHWKaTop Eenapyce 25.04.2012|Bensif BeTED
M4+ M Pewennel . Pewenne? o excel2.ru

loToso

3apanmue 2

B npexacraBienHo# Hibke Tabaue, Ucnonb3yst nHCTpyMeHT Excel CBoaHast Tabnuna , pacCUnTaTh MUHUMAIIBHBIHA
OKJIaJ] COTPYIHHUKOB PA3IIMUHBIX OT/IENOB 110 KKI0H TOKHOCTH. COCTaBUTh CBOJHYIO TaOIHIly Tak, 4TOOBI OHa
oToOpaxana TpedyeMyro HH(HOPMAIIHIO IO KKIOMY YpoBHIO oOpa3oBaHusi. Ha ocHOBe monmyueHHOM CBOJHOM
TaOJIHUIIBI CO3AATh JINHEHYATYI0 AUarpaMMy ¢ TpynnupoBKoi. OTduiasTpoBaTh HHOOPMAIIHIO IO COTPYAHUKAM
AnMuHHCTpanuy u byxranrepuu, UMEIOIINM BhICIIee 00pa3oBaHue.


https://excel2.ru/articles/svodnye-tablicy-v-ms-excel
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. HNom#HocTE TaEas st Otpen ia ﬂa_ra Hosnacy Crax KDH'E_E Obpasoeanue| Oknag
12 Homep POXOEHHA | HaAma (neT) Aeten
13 MeHeaxep 21132234 |O1gen zakynok 02.03.1985| 23.01.2009 29 5 1 cpegHee cney. | 46 000 p.
14 MeHeaxep 21132235 |O1gen npogak 11.05.1984| 13.08.2006 29 7 2 cpegHee cnel. | 75 450 p.
15 3koHomucT 21132215 |Mnavoso-akoHomnyecknin | 31.07.1979] 12.07.2003 34 10 2 EbICLIEE 62 700 p.
16 Cneparop 21132221 |O1aen npogax 17.05.1950] 08.04.2003 33 10 1 CpeiHes 37700 p.
17 3koHomMWcT 21132209 |Mnavoso-akoHomuyecknin | 22.05.1970) 14.12.1994 43 19 3 cpeaHes cney. | 59 000 p.
18 HauaneHuk otaend 21132207 |Mnadoso-akoHomuueckuin | 01.01.1969] 11.04 1995 45 18 2 BLICLLES 108 600 p.
19 Hauvansvuk otaend 21132210 | Craen aakynok 23.07.1971| 29.01.1997 42 17 4 BhLICLLES 95 950 p.
20 Kaccup 21132236 |Byxrantepna 10.09.1954| 17.07.2007 28 g 2 CpelHes 35450 p.
21 Hauvansvuk otaend 21132203 |Byxrantepna 22.06.1962) 13.11.1983 51 30 2 BLICLIEE 124 200 p.
22 MeHegxep 21132225 |O1aen sakynok 03.11.1952| 07.06.2009 31 4 2 BhICLIEE 62700 p
23 Byxrantep 21132212 |Byxrantepua 07.04 1974| 2502 2002 39 12 2 BhICLIEE 78950 p
24 MeHegxep 21132219 |O1aen npojax 22041979 09.08.2005 34 8 3 BhICLIEE 45700 p
25 CerpeTapk 21132229 |MNnaHogo-akoHoMudeckni | 13.07.1982] 24.06.2005 31 g 3 CpedHes 28 450 p.
26 OKOHOMUCT 21132214 |MNnaHogo-akoHoMudeckni | 06.02.1979] 09.10.2006 35 7 3 ELICLLES 65 450 p.
27 Hopuer 21132204 |Opugmnuecknin 09.09.1965| 27.10.1989 43 24 3 EbICLIEE 72450 p.
28 Hauanewuk otgend 21132205 |Kopuanuyecknin 18.09.1967] 13.11.1990 46 23 1 BLICLUEE 95450 p.
29 Cekpetape 21132230 |Oraen npogax 11.02.1953] 19.01.2006 31 3 2 CpeiHes 48 950 p.
30 3am. Hay otaena| 21132232 |NMorvctuyecknin 02.03.1984| 23.04 2010 30 1 BLICLLES 53100 p.
31 Cekpetape 21132247 |Byxrantepna 30.04.1959| 21.03.2010 24 3 1 BLICLIEE 37700 p.
32 Cnepatop 21132235 |Byxrantepna 06.02.1956| 10.10.2007 28 g ] CpelHes 29 600 p.
33 Bogwrens-skcnegy| 21132245 |NMorvctudeckni 03.04 1987| 26.09.2007 26 B 1 CpelHes 54 700 p.
34 MeHegxep 21132233 |O1aen npojax 24.05.1983) 30.11.2008 30 5 1 BhICLIEE 55950 p
35 Kaccup 21132222 |Byxrantepua 03.04 1950| 24 09 2004 33 9 1 cpeaHes cney. | 39000 p
36 Onepatop 21132248 |O1aen sakynok 09.05.1989| 27082008 24 5 0 cpeaHes cney. | 32700 p
37 Bogurene-skcnegl] 21132239 |MNoructnyecknii 29.05.1985] 09.07.2008 28 5 1 cpegHee cney. | 54 200 p.
3am wau nraenal 21137211 |[nadnea-akgHorudeckai | 11 09 19731 24 10 19978 4an EL EE
Pewennel o Pewenne2 |_H Haa Tabnm peLeHe
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64 |Pewenne. CeogHas Tabnuua (BEeigenute by A4eiky CEoAHOA Tabnuukl, cnpa
65
66 |MrHUMyM no noa Oraang OBpa3osaHue
67 |Otoen Ll JonHHoCTE Eamcmee QBWwKia mtor
63 | = AOMUHKCTpaUKA [\ T am— 144200 144200
69 Otgen 35600 35600
70 | AomMuHMCTRaUmMA MTor O6pazoEaHue 35600 35600
71 | Ebyxrantepua Byxrantep 78950 78950
72 3am. Hay. oTaoena 95200 95200
73 HauyaneHWK oToena 124200 124200
74 CexpeTapb 37700 37700
75 |Byxrantepua Mrtar 37700 37700
76 |0bumin utor 35600 35600
77
78 |Pewenwe. [uarpamma c rpynnupoekoi (Beyaenute CeoaHyw Tabnuuy, Hepes meH
79
20 BbiCLUee

CekpeTapk
81
82 z

o HadaneHuk oTagns

83 u
= E 3am. Ha4. oTAeNa
85 & e
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JIaﬁopaTopHaﬂ paﬁoTa 13.I/IH(1)opMauHOHHLIe
MH()OpPMaMOHHO-KOMMYHHKAIIHOHHBIX TEXHOJIOTHH B HAyKe M 00pa30BaHIH

KoHTpoabHBIE BONIPOCHI:

e [lonstne nHPpOPMALMOHHBIX 1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH.

e Uudopmaruzanus o0mecTBa Kak CONHUANBHBINA MPOIECC W €r0 OCHOBHBIE XapaKTEPUCTHKH.

e Bimsaane uadopmatuzanum Ha chepy oOpazoBaHUA

e  Kpurepuu nHGOpPMAIIIOHHOTO 00IIeCTBa

pecypcel

0COOEHHOCTH

NPUMCHCHUSA



e  Dranbl nHGOPMATH3AINN OOIIIECTBA.
e  Dranbl HHGOPMATH3AINN CUCTEMBI 00Pa30BAHHMS.

JlaﬁopaTopHaﬂ paﬁoTa 14. KoMmprloTepHasi TEXHOJOTHS BHU3yallM3allud Pe3yJbTaTOB HAayYHBIX
HCCIeIOBaHUI
KoHTpoJsibHbIE BONIPOCHI:
e  DyHKIHHU U CTPYKTYPA IEKTPOHHBIX yICOHBIX KYPCOB.
e VlHCTpyMEHTaJIFHBIE TIPOTPAMMHBIE CPEICTBA I Pa3paOOTKH AIMEKTPOHHBIX MAaTEPHATIOB YIEOHOTO
Ha3HAYCHUS.

e TpeboBaHHUs K SICKTPOHHBIM y4eOHBIM KypcaM.

e  lcnonp3oBanne mynbrumenua u UKT s peanusannu aKTHBHBIX METOJIOB OOyUEHHS.

e  MynpTHMeIUITHBIE 00pa30BATEIBHBIC PECYPCHI.

e  VYycOHBIC TEICKOMMYHUKAIMOHHBIC IIPOCKTHI: CTPYKTYPA, OCHOBHBIC ATAIBI IPOBEICHUS.

e UKT B moArotoBKe TECTOB.

o T[lenaroruueckas nHGOPMAIIMOHHAS CUCTEMAa MOHUTOPUHra KauecTBa 00pa30BaHuUs

JlaﬁopaTopHaﬂ paﬁoTa 15. MupoBsle HHPOPMALMOHHBIE PECYPChl M NPUMEHEHHE MX B HayKe W
obpazoBaHUH

KoHTpoabHbIe BONIPOCHI:
KommnbroTepHsie ceTH.
I'nodankHbIe ceTu.
Wnrepner. [Ipunummnst pabotsl. CiryxKObI.
Hcnons3oBanue HTEpHET-peCypCcoOB I OpraHU3auN y1eOH0-00pa30BaTeIbHON A TCIBHOCTH.
JlMcTaHIIMOHHBIE TEXHOJIOTHH B 00pa30BaHUN.

e TexHonorus oOyueHHs B CHCTEME AUCTAHIIMOHHOTO 00pa30BaHusI.

e  KoMIbIOTEpHBIE CHCTEMBI OPTaHU3aINH JUCTAHIIHOHHOTO 00pa30BaHMs.

e CoumanbHbIE CEPBHUCH B 00pa30BaTEILHOM MIPOIIECCE.

e  Cepaucel Google B 00pa30BaTeIbHOM IPOIIECCE.

® lcnonn3oBanne Wiki B 0OpazoBaHHM.

Paznen 2. Oducuslii naker OpenOffice.org.
JlabopaTopnas padora 1. Odwucusrit maker OpenOffice.org. OCHOBHBIC TOHSTHS:

1. BBI30OB Ha BHIIOIHEHHE,

2. ynpasienue (aiinamu,

3. MEHIO M MaHeI HHCTPYMEHTOB,

4. Hactpoiika.
3ananue 1: Co3gaHue HOBOTO JOKYMEHTA
Buibepume @aiin-Cozoamo-Cozdams  mexkcmosgvlii.  doxymenm,  Buvlibepume @aiin-Coxpanums  Kak;
Ilpocmompume nanku 01 6vlOopa nooxooaweil 0is smozo gaiina, Habepume umsa ¢haiina 6 cmpoke
umenu ¢aiina; Hascmume xnonky Coxpanums,
Jo6aBbTe HIKETIPUBEICHHBIN TEKCT K BallleMy JJOKYMEHTY:

O npoekTte OpenOffice.org

Henp mpoekta OpenOffice.org 3akmoyaercsi B CO3JaHUN JTUIUPYIOIIETO OTKPBITOTO, IEPEHOCHMOT0
nakeTa o(pUCHBIX IPOrpaMM, KOTOPBIE UCIIONIB3YIOT OTKPBITHINA (POPMAT TaHHBIX.

IO OpenOffice.org OTKPHITO W O€CIIATHO Kak Ui KOHEYHOI'O II0JIb30BaTeIs, TaKk W JUIs
Pa3paboTUYMKOB. DTO O3HAYAET, YTO JIIOOON >KEJIAIOMIMK MOXKET IMOJYYHUTh, UCIIPABUTh WU JOMOJIHHUTH
ucxoanbii kog OpenOffice.org.

[poexT ObIn HavaT kommanue Sun Microsystems Inc 13 oktsi6pst 2000 rosa, BCKOpe mocie BhIXoa
y)Ke Xopoiro u3BecTHoro oducuHoro makera Sun StarOffice 5.2. Bonee moapoOHyro uHpOpMAIUIO O
npoekte OpenOffice.org MOXXHO MOTYYHUTH Ha OQUIHATBHOM CaiiTe MpOeKTa.

OpenOffice.org MOXeT OTKPBIBATH M COXPAHATH (ailjibl pasIHuHBIX (OpPMATOB; MOJIEPKUBACTCS
MPaKTUYECKH MOJTHAS COBMECTHUMOCTH ¢ nakeToM MS Office u MHOTUMH ApYTHMHU.

TekcroBeiii pepakrop Writer opucnoro nakera OpenOffice.org naeT BO3MOXKXHOCTD BBHIIIOJHSTH BCE
orepauuy HajJ TEKCTOM, IPEIyCMOTPEHHBIE B COBPEMEHHOW KOMITBIOTEPHON TeXHONOrHH. Writer (Kak u
Bech nakeT nporpamm OOo0) siBisieTcs: OECIIaTHBIM JIISl UCTIONB30BaHHS.

OpenOffice.org pabotaeT moA BceMH HamOojee TMOMYIIPHBIMH HA CETOMHSIIHUNA JICHD
omeparonHbiMu cucteMamu: Microsoft Windows, Linux, Solaris.



Sun, IBM, HP, Red Hat, Novell, Adobe cousin BO3MOXHBIM OTJIaCUTh MOJTHYIO TOJIEPKKY B CBOUX
MPOAYKTAaX W CIOy»)0ax OTKPBITHIX cTaHmaproB XML EBpocorosza, yxe paboTaroliMxX B KOMIIOHEHTax
0O0o.

MHCTpyKIIUM 10 MCTONB30BAHUIO MPOTPAMMHOTO TMPOJAYKTa B BHJIE TEXHHYECKOW JTOKYMEHTAI[UH
MPUCYTCTBYIOT B (haiiiax CrpaBKH.

OO0 umeer cmpasky miss Writer, Calc, Base, Basic, Draw, Math, u Impress. Bepxuuii seBbiit yron
cnipaBovyHOl cucteMbl OO0 COACPIKHUT OKOIIKO C BBINIAIAIONIUM MEHIO, KOTOPOE OMPEACISCT, sl KAKOTO
KOMITOHEHTA OTKPBIBAETCS CIIPaBKa.

Brioepute Datin-Coxpanums; Beioepure Daiin-3axpoime.

3ananue 2: OTKpbITHE (haiija U COXpaAHEHHE ero B IPYTOM MecTe

Bribepute @aiin-Omrpuims; Haliaure manky ¢ AOKYMEHTOM, W BBIOpaB €ro, HaKMUTE OMKpPbIMNb,
Brioepute Datin-Coxpanums Kak;,

Bri0epuTe marky, KyJa Bbl XOTHTE COXPAHUTh BEPCUIO JIOKYMEHTA;

3ananue 3: PerakTupoBanue

Mo>XHO penakTUPOBaTh Cpa3y OOJBIINE YACTU TEKCTA, IPUMEHHUB OTIEPAIIHIO BBIJCIICHHUS,

BoiienuTs Hy)KHBIHA y9acTOK MBIIIbI0; COBEpIINB JBOMHON MIESTYOK Ha CIOBE — BBIICIIUTH CIIOBO;
CoBepIHB TPOMHOM IMIETYOK HA CIIOBE — BEIACIUTH CTPOKY;

HaxaB coueranue kiasum Control + A, wiam BeiOpaB komaHny /Ipaska-Bwioenums éce, BHIICIUTL BCE
CoJIepKaHUE TOKYMEHTA;

Hcnonp3yiiTe MBIIIH 71 TIepeMeIieH s BBIIEIEHHOTO TEKCTa B TFOOYIO 9acTh JOKYMEHTA

V nanure BeIIENEeHHBIN TeKCT Kiaasuen Delete;

OtMmeHuTe NoceIHue NeHCTBYS, BhIOpaRB [lpaska-Ommenumo;

BrIpexbTe BBIIEICHHBIA TEKCT, BBIOpaB KOMaHIy Bbipezamsb W HaKaB UKOHKY HOMCHUYbL HA TIAHEIIH
WHCTpyMeHTOB; IlepemectuTe Kypcop B IMOOYH 4YacTh JOKYMEHTa M BCTaBbTE TEKCT, HaXaB
WKOHKY 0yhep Ha TIaHENIN HHCTPYMEHTOB.

3ananmne 4: llousiTue 0ydepa oomMena

BrigenuTe MBIIBIO aparpad uim 4acTh TEKCTa;

Haxxmute MKOHKY Konuposams Ha TIaHENW WHCTpyMeHTOoB; Celiyac 3TH NaHHBIE COXPaHWIHNCH B Oydepe
0o0MeHa KOMITHIOTEPA;

[TepemecTute Kypcop B KOHEIl JOKYMEHTA,

Haxxmute nkoHky Oydepa 11 BCTaBKH TeKcTa U3 Oydepa B 3TOT TOKYMEHT;

Haxxmute nukoHky Oygepa elie pa3 ¥ IOCMOTPHUTE Ha BTOPYIO KOMHMIO maparpada.

JlaGopaTopHas padorta 2. OcHoBsl paboTtsl ¢ OpenOffice.org Writer
1. pabora ¢ daiinamu,
2. paboTa c IOKYMEHTOM,
3. ocobeHHOCTH HAOOpa TEKCTA
Habepure Texker 1 orhopMaTHpyiiTe B COOTBETCTBHH € 3aJJaHHEM.

Knaccudukanus KOMITBIOTEPHBIX BUPYCOB.

Cpena obutanus. Ilo cpeme obOurtaHusi BHPYCHI MOTYT [EJIUThCS Ha CeTeBble, (aillloBble U
3arpy3o4Hble. CeTeBble BUPYCHI PACIIPOCTPAHSAIOTCS 110 KOMITBIOTEPHON CeTH, (hailioBble BHEIPSIOTCS B
BBITIOJTHSIEMbIE (aiiyibl, 3arpy304Hble — B 3arpy304Hblii cekTop mucka (Boot-cexTop) mmm B cekrop,
colepKalMii CHCTeMHBIM 3arpy3umk BuHUecTepa (Master Boot record). CymecTByloT coderaHus,
Hanpumep (hailoBo-3arpy30uHbIii BUPYC.

3aganue:

e  3arojoBOK OT(HOpMaTHUPOBATh Ha pasMep Ooublie OCHOBHOro mipudra tekcra (14 nr) u
PAacIoNokKHUTh 1O LEHTPY;
e pa3denuTh TEKCT Ha JBa ab3ala, B ad3amax yCTaHOBUTH KPAcHbIE CTPOKH (OTCTYIIBI IIEPBOH
ctpoku 1,25);
e TEKCT OTQOPMAaTHUPOBATH MO LIUPHHE;
®  YCTaHOBUTH aJIbOOMHYIO OpPHUEHTALIHIO;
*  HM3MEHUTH MOJI:
BBEPXY — 2 CM;
cieBa — 3 cMm;
crpaBa — 1,5 cm;



JlabopaTopnas paGora 3.

BHHU3Y — 2 CM.

PenaktupoBanue qokyme

1. ycranoBka mapameTpoB mpHudTa,
2. yCTaHOBKA MapaMeTpOB a03alleB,
3. pabora co CIMCKaMHu,

4, paboTta co CTHIISAMH

Co3pnaHue HyMepoBaHHbLIX CUCKOB

1. Co30amp Hymeposannvle CRUCKU:

HTa,

CocraB cncreMHoro 6710ka

e) MaTtepuHckas nnata

f) OnepaTuBHOE
3anoMuHaioLlee YCTpOMCTBO
Xectkuit anck

[nckoBoa KOMMNAKT ANCKOB
[nckoBog rmbkmx AMcKoB

(floppy)

9)
h)

i)

CocraB cncreMHoro 6710ka

c. MaTtepuHckas nnata

d. OnepaTuBHOE 3anoMuHaloLlee
YCTPOWNCTBO

e. XXecTkui auck

f.  [InckoBoa KOMMAKT AUCKOB

g. [Auckosopg rmbkmx anCcKoB
(floppy)

CocraB cMcTeMHoro 6/10ka
4). MaTtepuHckag nnata
5). OnepaTusBHoE
3anoMuHaroLlee YCTpOMCTBO
Xectkuin anck
[AnckoBoa KOMMAKT ANCKOB
AnckoBoa rmbkux AMCKoB

(floppy)

6).
7).
8).

Co3gaHne MapKMpOBaHHbLIX CUCKOB

2. Co30amb maprkupoeaHHvle cnucku. B kauecmee mapkepa ucnonv3osamv 3HAK wipugma

Wingdings.

CocraB cncreMHoro 6/10ka

& MaTepuHckas nnara

&5 OnepaTuBHOE
3arnoMmHatoLLee yCTPOMCTBO

& YKecTkuin amck

& [JNCKOBOA KOMMAKT ANCKOB

& [nckoBoa rmbkMx ANCKOB

(floppy)
& Mukponpoueccop

CocraB cncremMHoro 6710ka

» MaTtepuHcKas nnaTa

» OnepaTtnBHoe
3anomMuHatoLlee
YCTPOMNCTBO

> Xectkui anck

> [NCKoBOA KOMNAKT AMCKOB

> [unckosoa rMBKMX AUCKOB

(floppy)
» Mwukponpoueccop

CocraB cucreMHoro 6J/10ka

© MartepuHckasa nnata

© OnepaTuBHOe
3arnoMm1HatoLLee YCTPONCTBO

© XecTtku anck

© [AunckoBoa KOMMAKT ANCKOB

© [wnckoBoag rMOKUX AUCKOB

(floppy)
© Mukponpoueccop

Co3gaHne MHOroypoBHEBbIX CIUCKOB

MNMosicHeHne: [jn1s Od)OpMﬂeHMﬂ MHOIroypoBHEBOIO CrincKa r1oAroTOBJ/IEHHbIV TEKCT BbIAEJINTB,

BbIMOJIHUTb  KOMaHAy
0opMIEHUS.

MHoroypoBHeBbiti Cnncok

n Bbl6paTh JKeIaeMbIVi BapuaHT

A5s1 NOHWXXeHus1 ypOBHSI Crvcka Haao BblAenTb absay (ab3aubl) u HaxaTb KHOMKY

YBennunrtb oTcTyn naHenn dopMaTtupoBaHME, /1S [10BbILIEHUS YPOBHS

YMeHbLWNTb OTCTYN.

3. Co30amb mpexyposHegble CRUCKU RO 00pazyy:

KHOMKY

XP.

1.1. Windows XP.
1.1.1.YcraHoBKka Windows XP.
1.1.2.NoaroToBKa K yCTaHOBKe.
1.1.3.YcraHoBKa Windows XP.

1.1.3.1.

1.2. OdopmnenHne Windows XP.
1.2.1.UcxoaHoe odopmneHune Windows

1.2.2.9nemeHTbl Paboyero ctona.
1.2.2.1.
1.2.3.0kHa.
1.2.4.NaHenb 3agau.
1.2.5.KHonkKa MMyck.
1.3. AHaTomuA OKHa.
1.3.1.CTpyKTypa OKHa nanku.

R/
0.0

YcTaHaBAMBaeMble
KomnoHeHTbl Windows XP.

R/
0.0

n

3Hayku Pabouero ctona.

K/
0‘0

A

Windows XP.

YcraHoBka Windows XP.
MoAaroToBKa K yCTaHOBKeE.
YcraHoBka Windows XP.
YcTaHaB/MBaemMble
KomnoHeHTbl Windows XP.
Odopmnerne Windows XP.
cxogHoe odopmneHne Windows XP.
=  JnemeHTbl Pabouero ctona.
e 3HayKku Pabouero cTona.
OKHa.
MNaHenb 3agay.
KHonkKa lyck.
HAaTOMMA OKHa.
= CTpyKTypa OKHa Nanku.
DNemMeHTbl yNpaBaeHuA B



http://www.cko-bait.ru/index.php?option=com_content&view=article&id=197:2009-05-06-11-48-23&catid=73:2009-05-06-08-43-54&Itemid=86
http://www.cko-bait.ru/index.php?option=com_content&view=article&id=198:2009-05-06-11-51-04&catid=73:2009-05-06-08-43-54&Itemid=86
http://www.cko-bait.ru/index.php?option=com_content&view=article&id=199:2009-05-06-12-00-10&catid=73:2009-05-06-08-43-54&Itemid=86

1.3.2.3nemeHTbl ynpasieHus B [AMNaNoroBbIX OKHaXx.
[AMaNoroBbIX OKHax. e OKHO NPUIOXKEHWUIA.
1.3.2.1. OKHO NpUNOXKEHWIA. e OKHO CNpaBOYHOMN CUCTEMDI.
1.3.2.2. OKHO cnpaBoYHOM * Hasurauma 8 Windows XP.
cUcTEMBI.
1.4. Hasurauyusa B8 Windows XP.
Pecypcsl MupoBoro okeana Pecypcbl MupoBoro okeana
Pazgen 1.01  Mopckas Boga Pazmenr 1.01  Mopckas Boga
(a) TloBapenHast coib I IToBapeHHast coJb
Pazmen 1.02 ~ MuHepanbHbBIE pecypchl THA Pazmen 1.02 ~ MwunepanbHbBIE pecypchl THA
OKeaHa OKeaHa
(a) Pecypcs mensha I Pecypco! menbha
> Hedo (i) Hedts
> I'a3 (if) Ta3
Pasnen 1.03  Duepreruueckue Crartss 11 OHepreTuyeckre
JlaGoparopnas paoora 4. Pabora ¢ Tabaunamu

1. cosnanme Tabuum,
2. u3MeHeHue Ta0JIHnII,
3. odopmienne i pa3MelieHne TabIuIl

3anmanue: HAOpaTh TaOIUIIBI IO 0OPA3ILY:

1. [MoaroroBsTe TAOMUITy HOPMAIBHOTO Beca MY>KYHH M JKEHIIMH Bo3pacT 25-30 net:
MYy>K4HHBI KeHnuHbI
Bec, Bec, k
Poct, cm | ] i PocT, cMm | I i
155 49,0 56,0 62,0 150 47,0 52,0 56,5
160 53,5 60,0 66,0 155 49,0 55,0 62,0
165 57,0 63,5 69,5 160 52,0 58,0 65,0
170 60,5 68,0 74,0 165 55,0 62,0 68,0
180 69,0 75,0 81,0 175 60,0 66,5 72,0
2. Co3spaiite Tabauity (6 cTpok u 3 cTo01a) U 3aIOJIHUTE €€ TEKCTOM, 3aTeM oT(opmaTupyiite TabIuIy 1o

MPEIOKEHHOMY 00pas3Ily:
Junactus PomanoBeix B XIX-XX Bekax

MmnepaTtop ["0/1b1 )KU3HU [{apcTpoBanue
Anexcannp | 1777-1825 1801-1825
Huxonaii [ 1796-1855 1825-1855
Anexcannp 11 1818-1881 1855-1881
Anexcanmp 111 1845-1894 1881-1894
Huxonaii 11 1868-1918 1894-1917
3. Ucnone3ys Tabnuny (6¢Tpok U 4 crondua) 1 opopMuTe ee 1o odpasiy:
Ne rpynnsl Damuus 1.0. Crunesaust Iloanuce
133 CmupaoB A.B. 3000
134 Wsanos B.I1. 1500
132 Cagennes C.II 2 500
133 Koxyxos A.D. 1500
Hroro:
4, OdopmMuTe KaJleHAaph Ha OJUH MECSIL:
HexaOpb
ITu Bt Cp Ur It Co6 Bce
1




9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31
5. CospnaiiTe TaOIUIBI, 3aTIOJHUTE UX TEKCTOM U OT(OpMATHPYHTE IO 00pasiyy:
Ne 1-5 cTpoka OrcTym Orcrym Hntepsan Me;mySTpquH BripaBHUBaHME
1/ cieBa crpaBa i1
OTCTYII BBICTYII nepe; nocie
1. 1,3 cm lcm 0,4cm | 3or 13 or [MomyTopHsrit ITo neBomy Kparo
2. 0,2 cMm 1,8 cMm 0,5cm | 10 oT 6 uT JIBolHOM ITo mmpune
3. I cm 0,5 cm 0,3cm | 6 T 14 ot OnunapHbIf Ilo neBomy Kkparo
4, 1,5 cm 1,3 cm 09cm | 10T 10 oT 1,5 cTpokm ITo mpaBomy Kparo
5. 2 cMm 2,1 cMm 1,6cm | 6 T 6 ot OnuHapHBIT ITo menTpy
JladbopaTopnas padora 5. I'paduueckrie BO3MOXKHOCTH. IIOArOTOBKA K IEYaTd M I€YaTh
JOKYMEHTa

1. Co3zaaHue ¥ peAaKTUPOBAHUEC PUCYHKOB
2. TlonmroroBka K meyaTH U IIeUaTh JTOKYMCHTA.

3aganmue:
Habpatp noxymeHT, 0OpMHUTE €T0 U IOJTOTOBHUTH HA IE€YaTh.







Uznarenbcreo CTYAEHT npencraenser

e o

e YauBUTENIbHbIE BCTPEYU C 3aHUMaTEIbHON
MaTemMaTUuKom

e UnrepecHelwunit Habop 3apay

e [IpekpacHoe AKLO Uapulbl Hayk MaremaTukKu

§l 5bICTPOE

8| HECTAHAIAPTHOE
| MbILWTIEHUE

o, A

KHuru moHo saKkasate no noure: 400342, r,

BosrogoHck, yn. [lenosckan, 26, kab. 98




JlaGoparopnas padora 6. OpenOffice.org: pabora ¢ 06bekTamMu Math,
1. co3manue hopmy,
2. wu3MeHeHHe HOpMYII,
3. odopmieHne 1 pa3MmerieHne Gopmyi
3amaHue aHaJOrMYHOE 33JaHUIO B 1adopaTopHoii padorte 8 pa3aena 1.

JlabopaTopnasi padora 7. OpenOftice.org: Co3nanre MHOTOCTPaHUYHBIX JOKYMEHTOB
1. KOIOHTHUTYIIBI,
2. CHOCKH,
3. crum

4. aBTOMAaTHYECKOE CO3/IaHWE OTIJIABJICHHS, CIIFICKA Ta0JIHAII, CTIHCKA PICYHKOB
Konmponwvnuie 6onpocut
Kax ycTaHOBHUTB HyXHBIE TIOJIS TOKyMEHTa?
Kax BcTaButh HOMepa cTpanuil? Kakne BapuaHTBl yCTAHOBKH HOMEpPA CYIIECTBYIOT?
Kak pa3buth JOKYMEHT Ha CTpaHUIIbI?
Kak yganuTs HymMepaluio ¢ nepBoro jucra J0KymMeHra?
Uto Takoe KOJOHTHUTYJI?
Kax ohopMuts pa3Hble KOJOHTHUTYIEI HA Pa3HBIX JTUCTAX?
Kax opopmuts ornasieHue qokymenTa? OMUIINATE MOJHOCTHIO MOPSI0K ACHCTBHIA.
Uro Takoe opueHTanus aucra? Kak ycTaHOBUTh HY>KHYIO OPHUEHTALIHIO?
Kaxk BBIOJNHUTE IpeABAPUTEIBHBIN IPOCMOTpP TOKYyMEHTA?
0. Kak BbIBeCTH TOKYMEHT Ha Ie4aTh?
. Kak ycranoButh HacTpoiiku neyatu?

ROONoO~wONE

[
(=Y

JlabopaTopnas padora 8. OcHoBbl paboTtsl ¢ OpenOffice.org Calc
1. OCHOBHBIC TIOHATHS.
2. THIBI JAHHBIX
3. odopmieHre TaOIUI]

3ananme 1:
1 YcranoBure TabIMUHBIN Kypcop B stueiiky E2.
2 B ctpoke hopmyn HabepuTe 3HaK PaBEHCTBA.
3 C nmoMoIIbI0 yKa3aTels MBIIIH aKTUBU3UpYHTe siueiiky D2. Bokpyr s4eiiku mosBUTCS IBHKYIIAsCS
paMKa, a B CTpoke (hopMyIs1 OTOOPa3UTHCS agpec STUSHKH.

LOG S B
A | B8 | ¢ | b | E |
1 |Toeap Konnuecteo LleHa Hoxopn Hanor
2 |Magenue 1 16 425 6500/=38 |
3 [Mspenue 2 20 500

4 B ctpoke popmMyn HabepuTe onepaTop «yMHOXHTBY. AKTUBU3UpYIiTe sueiky B19 u yoeanrech, 4To
ee a/Ipec TakKe OTpasuiics B CTPOKe POpMyIL:



LOG [2l A W =D2"B19

A | B | ¢ | b | E |
1 |Toeap Konuyecteo Llena Hoxoa Hanor
2 |Magenue 1 16 425 6800 =D2'§E
3 |Mspenue 2 20 500
4 [Magenue 3 22 390
5 |M3genue 4 14 462
B |[M3penue 5 19 376
7 [Mapenue 6 25 640
Wsgenue 7 30 800
g |M3penue 8 8 284
10 |M3penune 9 12 355
1 |M3penue 10 28 486
2
3 |CpeaHas ueHa
4
5 |Konuvecteo usgenui
16
1 CymMmapHbIit 40X04
Toproseiit Hanor
20
21 |Cymma Hanora

5 Haxxmure kimaBumry Enter.
6 Yoenurecs, 4To B siueiike E2 mOsSBUIIOCE YHCIOBOE 3HAUCHUE

E2 Gt 2 T |:D2*B19
A B © D E
Toeap Konuvecteo LleHa Hoxopg, Hanor
2 |Mapgenue 1 16 425 6800
3 |Mapgenue 2 20 500

7 CoxpaHuTe U3MEHEHHUS B pabodeil KHHTE.

JlabopaTopnas padora 9. OpenOffice.org Calc: BBIIIONHEHHE PacYETOB

1. BBOA DAHHBIX HA JIUCT.

2. BBOA hopmy,

3. pabora c mucTamu.
3apganme 1:
1 Beigenute sueiiky ¢ (opMyIoii, pacCYUTHIBAIONICH BETHYUHY JT0X0Aa ISt 1-To
n3nenus (D2).
2 Hcnonb3yst METOJT aBTO3AIOJIHEHHS, CKOTTUPYHTE GOpMYITy JIIsl OTIpeIeieHUs] pacxo/I0B
10 HOBBIM U3JIETHUSIM.
3 Y6eaurech, 4To MporpaMma U3MEHHIIA CCHIIKH Ha SUEHKH B COOTBETCTBHU C HOBBIM
MOJIOXKEHUEM (POPMYJIBI:

D11 SRR =5 11*C11
A |l B [ ¢ | b | E |
1 |Toeap Konuuecteo Llena Hoxog Hanor
2 |Magenue 1 16 425 6800 510
3 |Magenne 2 20 500 10000
4 |Mapgenue 3 22 390 8580
5 [M3pgenue 4 14 462 6468
6 [Mspenue 5 19 376 7144
7 |Mapenue 6 25 640 16000
Wapenue 7 30 800 24000
g [M3genue 8 8 284 2272
10 |Magenue 9 12 355 4260
1 [Magenune 10 28 486 13608]
1. L

3aganmue 2:

C noMoMIpi0 aBTO3aMOIHEHHS BBEIUTE (POPMYITBI i1 pacdeTa CyMMbI HAJIOTa JJIs
KaXKI0Tr0 u3Jienus. Y OeIUTECh, 4TO NMOTyUeHHBIE (JOPMYITBI He BepHBI. TakuM 00pa3om,
HE00X0MMO, YTOOBI CChIIKA Ha stueiiky B19 ocTaBayiach HEM3MEHHOM.



E11 A E =N =D11"528

A | B | ¢ | b | E |
1 |[ToBap Konuyecteo Llena Hoxog, Hanor
2 |Mspenue 1 16 425 6800 510
3 [Mapenue 2 20 500 10000 0
4  |Mapgenue 3 22 390 8580 0
5 |Mspenue 4 14 462 6468 0
6 |Mspenue 5 19 376 7144 0
7 |Mspenne 6 25 640 16000 0
8 |Mspenne 7 30 800 24000 0
g |Mspenue 8 8 284 2272 0
10 [Aspenne 9 12 355 4260 0
11_|Vanenve 10 28 486 136081

2. L12

1 B siueiike E2 usmenute popmyity crenyromrim obpazom: =D2*$B$19

2 C moMoIIbI0 aBTO3AMOIHEHHS CKOTIMPYHTE NaHHYIO (OPMYIy B OCTaJbHBIE SUYCHKH.

3 Ilpocmotpure GopMynbl U yoenuTech, YTO OTHOCUTEIbHBIE CCHUIKM W3MEHHIINCH, HO
cChUIKa Ha siueiiky B19 ocranack npexHei.

4 CoxpaHuTe U3MEHEHNUs B paboueii KHUTe.

Jlaboparopnas padora 10. OpenOffice.org Calc: I'paduueckre BO3MOXHOCTH
1. moctpoeHHe TuarpaMm
2. mocrtpoeHue rpadukoB HyHKIHI
3. Tpadudeckuii ciocod pemeHus ypaBHEHUH
3aganusa:
1. PemuTh rpaduuecKu CUCTEMY YpaBHEHUH:
y=ax?+bx+c
y=dx+f
Ha 3aJIaHHOM OTpE3Ke.
2. Pemmth rpadudecku CUCTEMY YPaBHEHHH :
y=ax>+bx?+cx+d
y=kx+f
Ha 3aJIaHHOM OTpEe3Ke.
KoHTpoJsbHbIe BONIPOCHI:
8. KakoBo HazHaueHue quarpamMm? Urto Takoe JereHa, KaTeropus, psi JaHHbIX?

9. Kakue Tumnsl guarpamm Bbl 3HaeTe?

10. Kakwue ssiemeHThI (001aCTH) AMArpaMMbI Bbl 3HaeTe?

11. Kak mocTpouTh quarpammy?

12. KakoBo HazHaueHue Macmepa ouazpamm?

13. Kak pemaktupoBath auarpammy?

14. Kak mo6aBuTh (YOaduTh) U3 TUArPaMMBI PSIIBI JAHHBIX (KaTErOpHUI0)?

JlabopaTopnas padora 11. OpenOffice.org Calc: Pabora ¢ maccuBamu
1. BBOJ MaccuBa
2. OCHOBHbIC (QYHKIMH I pabOTHI ¢ MACCUBAMHU

3aganue no teme «Onepauun ¢ MAaTpULAMH

1). Haiimure npousBenenne Marpuif AxB, rie

A=(1 2 3), B=|5

2). HaiinuTe onpenenuTenb Npou3BeeHus MaTpuil BxA, Tie



A= 2 3), B=|5
6

3). HaiinuTte matpuiry, oOpaTHYIO JaHHOM

1 -2 3
A={2 3 -4
3 -2 -5

4). Ilpennpusitue BblMycKaeT npoaykuuto Tpéx BunoB P1,P2,P3 u ucnons3yer ceippé AByx TumnoB S1 u
S2. Hopmsl pacxojia ChIpbs XapaKTEepHU3YIOTCSI MAaTPHUIICH

32
A=14
52

re KaKIbld DJIEMEHT ITOKa3bIBaeT, CKOJIKO COUHMI[ CBIPbS j-TO THIIA PACXOIyeTcsl Ha EAMHUILY
npoaykuuu. CTOMMOCTS €MHHLIBI K&K OT0 THIIA CHIPBS 3afaHa MaTpHLEH

c~{a)

Omnpenennure CTOUMOCTD 3aTpaT ChIPbs HA €MHUIY IPOAYKIIUU

5). IIpoBeprTe BepHO U yTRepKAcHHE (A+B)C=AC+BC 115 cneayomux MaTpHII;

0 3 10
A=l 1 1 B=l1 1 C1021
12 2 -1 3 1-10

6) HaiinuTe penieHne Cleayonx CUCTEM:

X, +2X, +3X, —2X, =6
2Xx—-3y+2-2=0
2%, +4x, — 2%, —3x, =18

: C)«X+5y—-4z+5=0
3X, +2X, — X3 +2X, =4

X, — X, +2X, =8 4x+y-32+4=0
2%, —3X, +2X; + X, =8

X, — X, + X3 =3
a)4 2%, + X, + X5 =11 b

7) Hatimute permeHue CIeayrOmmuX CUCTEM:

2Xx—4y +3z=1 2X—y—-z=1
8x+5y=10

3X—y+5z=2 X+2y—-32=5
5x+2y=4

X—2y+4z=3 4x -2y —-22=2
7X+4y=8

6Xx —2x+10z=4 X+3y+4z=6



JlaGoparopnas padora 12.

JlabopaTopHas padora 13.
OJICKTPOHHBIX Ta6J'H/ILIaX

1. BBoI KOMIUIEKCHBIX YHCEI
2. OcHOBHBIE Onepanuy ¥ GYHKLIUH I pabOThI ¢ KOMILIEKCHBIMH YHCIAMH

3aganne “Kommiaexcubie Yncaa”

1. BemectBenHass 4acTh KOMIUICKCHOTO YHCIIA paBHa 6, MHUMasi 4aCTb paBHa -2.

[Ipeobpa3zoBaTh B KOMILIEKCHOE YHCIIO B allreOpandeckoit popme.
2. Haiitu conpskeHHOE eMy YUCIIO.
3. BrbImoaHuTh Haa KOMIIEKCHBIMHM yuciamu zl =2 +3i1
anredbpandeckoit popme cienyroue AeHCTBUS:
a. z1+z22
4. BBIUHCIUTE:
a. sin(l + 2i)cos(2 — 3i)
b. In(2-2i)/sin(3 + 2i).
Cc. loglO((2+4i ) —3—-2i))

5. IlpeactaBuTh KOMILIEKCHOE umcio zl =2 +3i

z1-22

MOKa3aTeNbHOM Gopmax

o

Haiitu V—16

7. Haiitu pemenue ypaBHEHUS
x2 —6x +13 =0
8. Haiitu pemenue ypaBHEHHS MOJIMHOMHAIBLHOIO YPABHEHUS:
a xX*+9x2+33x+65=0.

b. x4+2x>+30x2+ 74x + 725 =0.

OpenOffice.org Calc:

z1* 272

ynpasneHue (aiinamu,

u z2=5 -7i

z1/22

OpenOffice.org Calc: PaboTta ¢ KOMIUIEKCHBIMH YHCIIaAMHU

3aJaHHBIMH B

z12

B TPUTOHOMETPUYECKOH (opme H

HaBuranus B

3aganue:
3. Co3paiite Ha Tpex JIMCTaX TaOIHILY:
SuBapp 2020 r.
STuBaps 2020
T. Kypc 67,24p.
CTOUMOCTh CTOUMOCTD OINTOBAs
HAaUMEHOBaHWe | | MITYKH B | KOJIMYECTBO | IMAPTHH B OTTOBAs CTOMMOCTbH CO
KOMIIbIOTEPA $ IIT. $ ckunaka B % CKUJIKOH
OducHbii 350 30 5%
MaxkuHTOIIT 390 20 3%
[lenTym 2 480 15 3%
[lenTym 3 590 27 2%
Cepsep 920 5 4%

e Hazosure nuctel AuBaps, OeBpans, Mapr.

L4 3armoaHuTe HEIOCTArOIINEC (1)OpMyJ'ILI, yY4uuThbIiBasg, 4YTO0O CTOUMOCTb KOMIIBIOTEpA B q)eBpane

yBenmamiack Ha 5,5%, B mapte Ha 15,3 %.

e VYuruTe yBeNIMYCHHE Kypca aosuiapa B ¢espaiie a0 67,8 py0., B Mapte j0 68,1 pyo.

e Cospaiire Tabnuiy «/Toru mponax 3a KkBapTam» Ha 4 mucte, Ha30BUTE ero «MTormy,

CBSDDKUTC JaHHBIC C AHBapH, (beBpan;I " MapTa (Ha3BaHI/Ie KOMIIBIOTEpA U OINITOBYIO

CTOMMOCTH CO CKHJIKOH) U TIOCTPONTE JUarpaMMy 110 3TUM JAaHHBIM.

4. Co3spaiite 31eKTpoHHYIO Tadmuiy «OTdeT — 6ank «HbOPMY», COCTOSIIYIO U3 4-X JTUCTOB:

(cMm. daiin: Tabauusl 1 nadopatopaoitNe6.doc)
HWroru I kBapTana 0opOpMHUTH CO CBA3bIBAHHEM JAHHBIX Ha JIUCTaX.

Uroru I kBaprana

BJIOKEHUS OaHKa SIHBApb ¢eBpaip MapT UTOTO
CCYZBI TOCYJapCTBEHHBIM
IPEANPUITUIM 4 920 000p. 136 000p. 182 760p. | 5238 760p.




CCYJIBI COBMECTHBIM TTPEATIPUATHIM 1364 800p. | 3563064p. | 1818 180p. | 6 746 044p.

CCYJIBI YaCTHBIM IPEIITPUHIMATEIISIM 1 812 884p. | 2261 772p. 182 584p. | 4257 240p.

CCYJBI C/Tl IPEANPUHIMATENSIM 936 492p. 93 648p. 38 248p. | 1068 388p.

ccynsl AO 495 996p. | 1382 528p. 9328p. | 1887 852p.

ccyasl TOO 5026 624p. | 1382 264p. 92 848p. | 6501 736p.

MEKOaHKOBCKHE KPEIUTHI 182 760p. 485 296p. 928 580p. | 1596 636p.

27 296
Beero | 14 739 556p. | 9304 572p. | 3252 528p. 656p.
JlaHHbIE NpeaCTaBUTh B BUAE CIECAYIOLIEH TUarpaMMbl:
UTOro
ccyapl
rocyAapcree...
ceyapl W ur...
COBMECTHb!
ccyabl
YACTHBIM...
ccyapl ¢/n
NPeanpuHH...
3a onny padoty Bcero
Popva koHTpos Musm. Makec. Mus=. Makec.
f0aaioB | 0aioB | 0auioB | 0assioB

Tekynuii KOHTPOJIb:
AkTHBHas paboTa Ha 3aHATHH 0,25 0,5 9 18
BrInonaeHne JOMAaIIHero 3a1aHus 0,75 0,75 27 27
BeinosiHeHHe 3a1aHUi CaMOCTOSITETIbHOM padoThI 1 3 1 3
KOJLLOKSUYM 1 3 3 9
ITpoMeskyTouHas arrectanus (3a4er) 20 43
HToro 3a cemecTp 60 100

Ilpumepnuie éonpocel K 3auemy:

1. Tabmuunsiii npoueccop MSExcel. Hasnauenue, untepdeiic. OCHOBHBIC TOHSATHUS: CTPOKa,

croJi0el, stueiika, OJI0K sUeeK.
2. Tabmmuneli npoueccop MSExcel.
DopMaTUPOBAHUE TAHHBIX B AYEHKAX.

AOcomoTHasT W OTHOCUTEILHAS aapecanus  SYCCK.

Tabmuuneiit mporieccop MSExcel. Pacuerst B Excel. @opMmyiibl, perakTupoBanue Gopmyi.

3.
4. Ta6nuunslii npoueccop MSExcel. ®ynkunn. Tunsl GpyHKIMHA.
5 Huarpammer  u

Tabmuunblii  mpoueccop MSExcel.
peIaKTUPOBaHHE.

6. Tabmmunsiii npoueccop MSExcel kak 60a3a 1aHHBIX.

7. OducHble HTHPOPMAIIMOHHBIE CUCTEMBI. DJIEKTPOHHEIE TAOIUIIBI
MicrosoftExcel.

8. TaOmuuHblii  mporieccop
(hopMaTupoBaHUE JTaHHBIX.

Wnrepdeiic.

rpaduKd  QYHKIUH.

Bson,

Co3maune u

peIaKTHpPOBaHWE U

9. Tabmuuneiii npoueccop MicrosoftExcel. Ilpocreiimiie BeIYMCICHUS B AIEKTPOHHBIX TaOiIMLIaX.

Odopmienue TabIUIIBI.

10. Tabamunsrit mponieccop MicrosoftExcel. OTHocuTeNnbHAS U a0CONMIOTHAS ajIpecanysl.

11. Tabauunslii mponeccop MicrosoftExcel




12.

13.

14.
15.
16.
17.

18.
19.

20.
21.

Pabora ¢ popmynamu: ucronb30BaHne UMEH, (POPMYIIBI MAaCCHBA, UCTIOIB30BAaHUE CTAHIAPTHBIX
GYHKITHHA,

Tabmuunelii mponeccop MicrosoftExcel. Mcnonb3oBanue B opMynax cChIIOK Ha STMEHKH IPYTUX
JICTOB U IPYTUX PaOOYHX KHHT.

Ta6mmunsiii mporeccop MicrosoftExcel. CoptupoBka. @unsTpanus. Vcmonp3oBanue GopM.
Tabmmunsrii mporeccop MicrosoftExcel. Pabora ¢ quarpammamu.

Tabmuunelii nponeccop MicrosoftExcel. Pabora ¢ makpocamu.

Tabmuanerii mporieccop MicrosoftExcel. MHCTpyMeHThI aHanm3a MaHHBIX: CIIEHAPWH, MTOAOOP
napaMeTpa, IOUCK PeIIeHHsI, CBOJIHbIE TaOIUIBI U TUArPaMMBI.

Hcropuueckuit 0030p mporecca BHEApPeHHs HHPOPMALMOHHBIX W KOMMYHHKAITHOHHBIX
TEXHOJIOTHIA B 00pa30BaHueE.

Bmmstaue mporiecca mHGpOpMaTH3aMK 00IIIeCTBa Ha pa3BUTHE HH(DOpMATH3aIIN 00pa30BaHHUs.
Y4eOHO-MeTOAMYEeCK i KOMIUIEKC Ha 0a3e cpeaCTB HHPOPMAIHOHHBIX TEXHOIOTHI.
3apyOeKHbIH ONBIT MPUMEHEHNST HHPOPMAIIMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTHH B HAayKe
1 00pa3oBaHMUM.

BapuaHT B0O3M0’KHOT0 HTOTOBOI'0 TECTa, IPOBOUMOI0 HA MOCJIeIHEM 3aHATHH.
1. DJeKTpOHHBbIE TADJIHIIBI - 3TO

a.
b.
c.

TaOJIHMLIBI AMEKTPOHHBIX CXEM KOMIIBIOTEPA,;
MIPOrpaMMHOE CPEICTBO AJIS aBTOMATH3aLK BEIYHCIICHU;
MPOrpaMMHOE CPENICTBO /sl aBTOMATH3alMKM XPaHEHUs ¥ TIOMCKa HH(OpMAIINH.

2. Kakue u3 MNEPEUYHNCIECHHBIX ITPOrpaMMm SAIBJHIOTCA JJIEKTPOHHBIMU TaﬁJIHIIaMI/I:
a) Jlekcukom; b) Supercalc; ¢) Windows; d) MsWord; e) Excel; f) FoxPro.
3. 3ﬂeKTp0HHl>Ie Taﬁ.]'[lflllbl MO3BOJIAIOT BBINMOJHATH CJICAYHOIIHUE Oll€epalumn:

X SQ@ohe o0 o

BBIYUCIISITh 3HAYCHUS apru(IMETHYECKHUX BBIPAKCHUIA;

BBIYHCIIATH 3HAUCHHUS YCIOBHBIX BBIPAKCHHUI;

OCYIIECTBIIATH IUKIMIECKUE BBIYHCIICHNS;

BBIYUCIISITH TPOU3BO/IHEIE;

BBIYUCIISITH MHTETPAIIBI;

CTPOUTB TTO/IBIKHBIE N300paKeHNS;

0oQOPMIISTE pe3yNbTaThl BEIYUCICHUN B BUJIE TAOJHIIbI,

3alUCHIBATh U BOCIIPOU3BOJIUTH 3BYKH;

neyaraTh TaOJHIIbL;

CTPOUTH rpahuuecKoe mpeacTaBlIeHue Ta0uuIl (rpaduku, AHarpaMMel);
UCIIOJIb30BaTh O0OBEKTHI JAHHBIX, IOJTOTOBIICHHBIC APYTHUMHU TIPUIIOKEHUSIMH.

4. Kakue U3 MporpaMM mo3BoJISIIOT BLINOJIHATH MUKJIAYECKHE BLIYHCIEHHS
a) Lotus-1-2-3; b) Supercalc; c) MsWorks; ;d) Excel; €) Hu oHa U3 Iepe4YnCcIeHHBIX.
5. Kakue W3 mepeyHc/IeHHBIX NMPOrpaMM MNO3BOJSIOT ucnoab3oBath True Type u True Color
PeKUMBI:
a) Lotus-1-2-3; b) Supercalc; ¢) MsWorks; d) Excel; €) FoxPro.
6. Kaxkwue u3 nepeuncjaeHHBIX MPOTPaAMM MOIAEPKUBAIOT TEXHOJIOTHIO MAKPONPOrPaMMHPOBAHUS:
a) Lotus-1-2-3; b) Supercalc; ¢) MsWorks; d) Excel; €) FoxPro.
7. Kakde W3 nmepevyHCIeHHbIX MNPOrpaMM  MONJIEP’KUBAIOT  TEXHOJOTHI0  BH3YAJILHOTO
NporpaMMUpPOBAHUS:
a) Lotus-1-2-3; b) Supercalc; ¢) MsWorks; d) Excel; €) FoxPro.
8. DJieKTpOHHbIE TAOJHIBI ONEPHPYIOT CIeIYIOLIUMH 00beKTAMH JAHHBIX:
a) 3amuch; b) mone; c) sueiika; d) TeTpajn; €) JIHCT;
f) kaura; g) ctpoka; h) cronberr.
9. DiaeMeHTAPHBIM 00HLEKTOM IJIeKTPOHHOI TadJIMIbI IBISIOTC:
a) 3amuch; b) mone; c) siueiika; d) rerpaas; e) nuct; ) kHUTa.
10. CoBOKYNHOCTD 3JIEMEHTAPHBIX 00bEKTOB JIEKTPOHHOI TA0JHIIBI 00Pa3yHOT
a) 3amuch; b) moie; ¢) ctpoka; d) cronbderr; €) nucr; f) KHUry.
11. Knuura pa6oueii Tadauubl - 370

a.
b.
C.

COBOKYITHOCTbB JIUCTOB;

COBOKYITHOCTb 3aIHCEi;
COBOKYIIHOCTb TE€TPa/IEH.

12. Anpecom siueliKu B 31eKTPOHHOI TadJM1Ie sIBJIsIeTCSI

a.

ykazarenb Buga NK, riae N - 3aronoBok ctonbna, K - Homep cTpoku;



b. ykasarems Buma NK, rae N - Homep ctpoku, K - Homep cTonbiia;
C. ykazarenb Buja N, rae N - ums suerku.
13. [IpuHIMI OTHOCUTEIbHOMW aJpecalun siueeK 3aKI04YaeTCs B
d. HEHM3MEHHOCTH aJIpecoB S4YEeK MPU KOMMPOBAHUH U NIepeMenIeHnd GpopMy;
b. B aBTOMaTHUYECKOM M3MEHEHHHU aPECOB SUEEK MPH KOMUPOBAHUU U TIEPEMEIICHUH (HOPMYJI.
14, IpuHuun a06CoOJIOTHOI agpecalini siYeeK 3aKJII0YAeTCA B
d. HEeM3MEeHHOCTH aJpPecoB siueeK NP KOMUPOBAHUHU U nepemMelieHun Gopmy;
b. B aBTOMaTHYECKOM M3MEHEHHHU aPECOB SUEEK MPH KOMUPOBAHUU U TIEPEMEIICHUH (HOPMYJI.
15. Kaxnasi sigeiika 31eKTPOHHOM Ta0JMIbI MOKET CoAep:KaTh
a) pucyHok; b) umciio; ¢) Teker; d) My3bIKaJabHBIN (QparMeHT; e) hopmy.ry.
16. ®opmyaa - 310
a. BBIpaXCHHE, UCTIONB3YIOIIEe aapeca SIeeK, a TakKe apu(MeTHIeCKHe 1 JIOTHIECKIE OTIePaIlH;
b. BbIpaikenme, mHcHoJb3ylOIIEe aapeca sYeeK, a TakKe apuMeTHyecKHe, JOTHYECKHE
onepauuy U yCJIOBHBIE ONIEPATOPbI;
C. BBIpaXCHHE, UCTONB3YIOIIEe ajpeca A4YeeK, a TakkKe apu(MEeTHIEeCKHe JOTHYECKHE OIEepalny,
YCIIOBHBIE OIIEPATOPEI M OTIEPATOPHI IIHKIIA.
17. Makpoc - 310
d. TMOMMEHOBAHHASI COBOKYNMHOCTHh [eWCTBHi, 3amUCAHHBIX HAa BHYTPEeHHeM f3bIKe
3JIEKTPOHHOM Ta0IU1IbI;
b. Habop HOmMyCTHMBIX KOMaH]I 3JICKTPOHHON TaOJIHIIBL.
18. Moayab B 3JIEKTPOHHOH Tadauue - 3TO
a. COBOKYITHOCTH MaKpOCOB;
b. coBokymHoOCTH mOAMpOrpamMm;
C. 4YacTh JHCTa paboyeit TabauIBl 0TOOpakaeMasi Ha SKpaHe MOHHUTODA.
19. BuzyanbHoe mporpaMMUpOBaHNe B YJIEKTPOHHOI Ta0JMIle 3aKITI09aeTCs B
a. B BO3MOXXHOCTH COOTHECEHHS KaKJOMY MAaKpOCy M300paKeHHs B BUJIE YIPABISAIONIETO SJIEMEHTa
U COOBITHS;
b. B BO3MOXHOCTH MPOCMOTpA PE3YJILTATOB BHIYUCIICHUIA;
C. B UCHOJB30BaHHUH I'pahUKOB M TUATPAMM TSI TIPEICTABICHUS PE3YIhTaTOB BHIUMCICHHUI.
20. DneKTpOHHDbIE TAOTUIBI TO3BOJIAIOT CTPOUTH rpaduku GyHKIMOHATBHBIX 3aBUCHMOCTEH 0T
d. MAaKCUMyM TPEX IEPEMECHHBIX;
b. or oxHoli mepeMeHHOIA;
C. OT Tr000ro KOIMYEeCTBa EPEMEHHBIX.
21. DneKTpOHHbIE TAdAUUBI OOBLIYHO OOBETUHSIIOTCH €O CJAEAYIINMMH HHCTPYMEHTAILHBIMHU
cpexaMu
CHUCTEMBI MYJIbTH- MEJINA;
W3/1aTeNbCKUE CUCTEMBL;
TEKCTOBBIC PEAAKTOPBI;
CHCTEMBI YIIpaBlieHUs 0a3aMU TaHHBIX;
00ydJaromme CUCTEMBI;
CUCTEMBI UCKYCCTBEHHOTO HHTEIIICKTA.

o o0 o

Kpurtepumn ouenku:
Ouenka «3aumeno» ¢pICmaenAemca:
® CTyOEHTy TIJIyOOKO M TMPOYHO YCBOMBIIEMY MPOrPaMMHBIH Marepuan, HCcYepIbIBAIOLIE,
MOCIIEA0BATENBHO, TPAMOTHO M JIOTMUECKHM CTPOMHO €ro H3JararmoueMy, B OTBETE KOTOPOTO
YBS3BIBAETCSI TEOpUS C MPAKTUKOM, OH IOKa3bIBa€T 3HAKOMCTBO C JINTEPATYpOH, MPaBUIBHO
000OCHOBBIBAET M MCIOIB3YET PALMOHAIBHBIE M COBPEMEHHBIE CPEJICTBA PEIICHUS MMOCTaBICHHON
MPOOIIEMBI.
® CTYZACHTY, TBEPJO 3HAIOLIEMY IPOrpaMMHBIN MaTepuall, IpaMOTHO H I10 CYIIECTBY M3JIararoIieMy
€ro, KOTOpPBIIl HE JONYCKAaeT CYIIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIPOC, MPABUIBHO
IIPUMEHSET TEOPETUUECKHUE MOJI0KEHNS [IPU PEIIEHUU [IOCTABJIEHHOM 3a4a4H.
® CTyJACHTY, KOTOpbI 3HAaeT TOJBKO OCHOBHOM IIPOrpaMMHBIM MaTepuan, HO HE YCBOWII
0Cc0OEHHOCTEH, JIOMYCKAaeT B OTBETE HETOYHOCTH, HEKOPPEKTHO POPMYIUPYET OCHOBHBIE 3aKOHBI
Y IIPABUJIA, 3aTPYNHSETCS B BBIIIOIHEHUU PAKTUYECKUX 3a/1a4.
Ouenka «He 3a4meH0) 8bICIAB/IACHICA



CTYLEHTY, KOTOPbIi He 3HaeT 3HAYMTEJbHOH YacTH MPOrpaMMHOrO MarepHaia, NOIMyCKaeT B OTBETE
CY1eCTBEHHbIE OLIMOKH, C 3aTPYJHEHMAMH BBITIOIHACT MPAKTHYECKHUE 3aaHUA.

CocraBuTeNb ?{ /ﬁ Paym H.JI, crapmmii mnpenonasatensb Kahenpst
HH(POPMATUKH
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