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Metoauueckue yKa3aHus JUISI 1a00paTOPHBIX 3aHATUN o
aucuumimHe  MIHQopMalMoHHBIE TEXHOJNOTMM B HPO(ECCHOHANBHOM  JESATENbHOCTH
cocrasiieHbl B cooTBeTcTBUU ¢ TpeboBanusmu @I'OC CIIO. [IpegnazHayeHsl 1uisl CTYyIE€HTOB,
oOyuaromuxcst mo crneuuanbHoctn 38.02.01 DOxoHomMmka u OyxranTepckuil yder (1o
OTpACIISIM).



[HosicHuTeNbHAdA 3alIUCKA

JlaHHBIC METOIMYECKHE YKA3aHWs MpeaHasHadeHsl s cTyaeHToB crnenuaibHoctd 38.02.01 DxoHOoMuUKa U
OyXTaJITePCKHUI yUeT (110 OTPACIISIM) 04HOM (hOpMBI O0YUECHHUSI M COJIEPIKAT MATEPHAIIBI U 33IaHUS JJIsI BHITIOJTHEHUS
nabopaTopHBIX padoT.

B cooTBeTCTBHH C yKa3aHHOM 1IEJIbI0 METOJMYCCKHE YKA3aHUsI [IPeTHA3HAYCHBI TS PEIICHHS CIICIYIONIHNX 3a1a4:

-IPUMEHSATH Ha TIPAKTHKE BCE MMOJTyYCHHbIC 3HAHMS;

-pacro3HaBaTh HHOOPMAIMHOHHBIC POLECCHI B PA3IMYHBIX CHCTEMAX;

-HCII0JIb30BaTh TOTOBBIE HH()OPMALIMOHHBIE MOJICIH, OLICHUBATh UX COOTBETCTBUE PEAIbBHOMY OOBEKTY U LISISIM
MO/ICTUPOBAHUSE

-WILTIOCTPUPOBATh yueOHbIe pabOThI C UCTIOIb30BaHUEM CPECTB HH)OPMAIIMOHHBIX TEXHOJIOTHHA,

-c03/1aBaTh HH(POPMAIMOHHBIE O0BEKTHI CIIO)KHOMN CTPYKTYPHI, B TOM YHCIIE THIIEPTEKCTOBBIC;

-[IPOCMAaTPHBaTh, CO3/1aBaTh, PEAAKTUPOBATh, COXPAHSTH 3aIlMCH B 0a3aX JTaHHbIX;

-OCYLIECTBIIATH MOUCK HH(pOpMaImy B 6a3ax JaHHBIX, KOMIBIOTEPHBIX CETSX U Ip.;

-TIPEACTABIATh YHCIOBYI0 MH(POPMAIMIO PA3IAIHBIMU CIlocobamu (Tadmuia, MaccuB, Tpaduk, quarpaMma u

np.);

B pesynbraTe 0OCBOCHUS YUSOHOM TUCITUILTHHBI 00YJYaIOIIMICS JOKEH YMETh:

- HCIIOJIb30BaTh HH(OPMALIMOHHBIE PECYPCHI [ TIOMCKA U XpaHEHHUS HHPOPMAIIHH;

- 00pabaTbIBaTh TEKCTOBYIO U TAOIMYHYIO HH(OPMAIIHUIO;

- HCIIOJIB30BATh JIENOBYIO TpaduKy U MyJIbTHMEIUA-UHPOPMAIHIO;

- CO3/1aBaTh IPE3EHTALIUN;

- IPUMEHSATh AHTUBUPYCHBIE CPEACTBA 3aIUTH HH(POpPMALIHH;

- 4uTaTh (MHTEPHPETUPOBATH) HHTEpPEICc CHenHaTu3UpOBAHHOIO MPOrPaMMHOIO OOecreueHus,
HaxOJIUTh KOHTEKCTHYIO MTOMOIIlb, pab0TaTh C JOKyMEHTAIUEH;

- IPUMEHSTH CHEIHAITM3UPOBAHHOE MPOrpaMMHOE olecrieueHue st coopa, XpaHeHust 1 00paboTKH
OyxrajiTepckoi HH(pOpMAIIMK B COOTBETCTBUHU C N3YYaeMBbIMH MPO(HECCUOHATHLHBIMU MOTYJISIMU;

- MIOJIb30BaThCsl aBTOMATU3UPOBAHHBIMU CUCTEMAaMHU JI€JIONPOU3BOJICTBA;

- IPUMEHSATH METOBI U CPEACTBA 3AIIUTHI OyXTranTepckoil HHHOPMAIINH;

B pesynbraTe ocBOCHUS YUeOHOM TUCITUILTUHBI 00YYarOIIUNACS JOJDKEH 3HATh:

- OCHOBHBIE METO/IbI ¥ CPEICTBA 00PaOOTKHU, XPaHEHHs, [IepeIavyn U HAKOIUICHHUs HH(POPMAILHH;

- Ha3HAa4YeHHeE, COCTAB, OCHOBHBIC XapaKTEPUCTHKU OPraHU3aLHMOHHON U KOMIIBIOTEPHON TEXHUKH;

- OCHOBHBIC KOMIIOHCHTbBI KOMIIBIOTCPHBIX CeTeﬁ, IMPUHOUIIBI MaKeTHOM nepeaadyu JaHHBbIX, OpraHu3aluio
MEXCETEBOT0 B3aHMMO/ICIHCTBUS,

- HA3HAYCHUEC U NIPUHIUIIBI UCIIOJIB30BaHUA CUCTEMHOI'O U IIPUKIIATHOTO O6eCHe‘IeHI/IH;

- TEXHOJIOTHIO MOMCKa HH(pOpMALUK B HHPOPMAIIHOHHO-TEJICKOMMYHUKAMOHHOH ceTi «HTepHeT (nanee —
cetb UHTEpHET);

- IPUHOMIIBI 3aIIUThI HHq)OpMaHI/II/I OT HCCAHKIIMOHHWPOBAHHOI'O TOCTYIIA,

- IPaBOBBIE ACTIEKTHI UCIIOIB30BAHMUS HHPOPMAIMOHHBIX TEXHOJIOTUl U IPOrPAMMHOT0 00ECIICUCHNS;

- OCHOBHBIE MTOHSATHSI aBTOMATH3UPOBAHHON 00paboTKK HHPOpMAIHH;

- HaIllpaBJICHUA aBTOMaTHU3alluu 6yxranTepCK0171 JACATCIBPHOCTH,

- Ha3HAYCHHE, IPUHIMIIBI OPTaHU3ALMH U SKCILTyaTalluy OyXraaTepcKuX HHPOPMAI[HOHHBIX CUCTEM;

- OCHOBHBIE YTPO3bI M METO/IbI 0OeciedeHnss NHPOPMAIIMOHHON 6€3011aCHOCTH.



JladopaTopnasi pabora Ne 1.
OcHOBBI padoTHI ¢ ONepaluOHHON cucTeMoii cemericra Windows.

O6mas xapakrepuctuka \Windows

JIrobass omepanmonnas cuctema (OC) cemerictea WIindows obecriedrBaeT MHOT03aJauHyH0 M
MHOTOIIOTOYHYI0 00paboTKy mpmioxeHud (mporpamm). OHa MOIAEp)KUBAET YAOOHBIN TpaduuecKuit
MOJIb30BATEIBCKUH UHTEP(HENC U CETEBBIE BO3MOKHOCTH.

B Windows 4acto HCHONB3YIOTCS TEPMHHBI nanka W npuiodcerue. IIOHATHE «IAKa» CIIYKUT
s 0003HAYEHUS] XPAHWJIHMINA JOKYMEHTOB M IPOTPaMM, CTPYKTYPYKOTOPBIX MOXKHO MPOCMATPUBATH C
MOMOIIIBIO TPHIOKEHUST Moii koMmbroTep 1 npoBoaarka Windows. TepMuH «IIPHI0KEHUE» UCTIOIb3YeTCs
1151 0003HAYCHUS TIPOTPAMMBI, HCTIONHsieMol 1o yripasienuem OC Windows.

HNuTepdeiic u 3anmyck nporpamm.

[Moce 3amycka Windows skpan npeBpainaetcst B Pabounii ctos (Desktop).B nmkHeit uactu Pabouero
croa Haxoautcs [Tanens 3amau (Taskbar).

Pabouwmii cron (Desktop) comepkut crerpanbHble rpaduyeckue OOBEKTh — 3HAYKH, KOTOPBIC
MIPEJICTABJISIOT IPYTUe OOBEKTHI: MAMKH, IPOrPAMMBI, JOKYMEHTBI, SIPJIBIKH.

[Tanenpb 3a7a4 CIY>KUT 711 YIPABIEHUS MIPOLIECCOM 3aIlyCKa MPUIIOKEHUH U MEPEKITIOYEHUS] MEXTY
MIPUIIOKEHUSMU.

OxkHa, OTKpBITBIE Ha pabo4yeM CTOJIe, MOTYT OBbITh AaKTHUBHBIMHU (B JHOOOW MOMEHT BPEMEHHU MOXKET
OBITh aKTUBHO TOJIKO OJTHO OKHO) ¥ HEaKTHBHBIMH. OOBIYHO 3TO BBIPAYKAETCS B N3MEHEHHH I[BETA 3ar0JI0OBKa
OKHa U B TOM, YTO €ro «kHomkay» Ha [lanenu 3amau BaaBneHa. Jlyig mepexoja M3 OJHOTO OKHA B JIPYToe
JI0CTaTOYHO HaxkaTh Ha [laHenu 3a1a4y HyKHYIO KHOIIKY.

Cognepxumoe Pabouero cromna 3aBUCUT OT HACTPOUKH KOMIbIoTepa. OJTHAKO €CTh AJIIEMEHTHI, KOTOPhIE
NPUCYTCTBYIOT Ha HeM Bcerma. OJto 3uauku Moii xommberorep (My computer), CereBoe OKpyKeHHE
(Network), Kop3una (Recycled), a Takxe kuomka ITyck (Start) u I[Tanesns 3amau (Taskbar). Ha Pabouem crosne
MOTYT paclojaratbCs U Apyrue 00beKThl, 0OBIUHO MPEACTABICHHBIE SPIbIKAMU. P16l MOKET ObITh CO3/aH
s moboro oobekta Windows, B Tom umcie (aiiia, mankd, TUCKa WA TOpUHTEpa. SIPIBIKU SABISIOTCS
«TIOJTHOMOYHBIMH TMPEICTAaBUTENIIMU» TaKUX OOBEKTOB (MIOCKOJIBKY COJEPIKAT CChUIKY Ha Mpe/ICTaBIseMbIN
00BeKT). SpibIk Bceraa UMeeT 3HaUOK ¢ M30THYTOH CTPENIKOI B KBaJpaTHKE B JIEBOM HUKHEM YTITy. SIpIIBIKH
YCKOPSIOT IOCTYI K HauboJiee 4acTo UCIOIb3yeMbIM 00BEKTaM, HaIpUMED, JOKYMEHTaM U IIPOrpaMMaM.

JI71st OTKPBITHS TOKYMEHTA UITH 3aITyCKa MPOrPaMMBbI IOCTATOYHO YKa3aTh Ha SIPJIBIK U ABAXK/bI HAXKATh
JIEBYIO KHOTKY MBIIIIH.

Jist co3aanus sipibIka Ha paboyeM CTOJIE CyIIECTBYET HECKOJIBKO CITOCOOO0B:

1) C nomotpio okHa «MoOH KOMIIBIOTEP» WM CTaHAapTHOM mporpammsel «IIpoBogHUK» HAlTH
00BEKT, Il KOTOPOTo CleAyeT co3Aarh spiablK (¢dain umu nanka). Ll{enkHyThII0O HEMY NpaBOW KHOIKOI
MBIIIH, U B MOSBUBILIEMCSI KOHTEKCTHOM MEHIO BbIOpaTh kKoMaHay OrnpaButs P> PaGoumnii cToa (co3aath
SIPJIBIK), TUOO BBITIOJIHUTE 3Ty KOMaHAy u3 MeHi0 DaiiJ.

2) C nomomnibto nporpammbl «IIpoBOJHUK» HAUTH OOBEKT, [JIs1 KOTOPOTO HYKHO CO3/1aTh SIPIIBIK,
TakuM 00pa3oM, 4TOOBI OH IMOSIBUJICS Ha NMpaBod MaHenu padboueil obmacTu. 3aTeM MepeTaliuTh NpaBoi
KHOIIKOHM MBIIIM O0BEKT Ha HYKHYIO NANKy B JIEBOM MaHENH, 0TOOpakarolleil 1epeBo namnok. B nosiBuBiemcs
KOHTEKCTHOM MEHIOBBIOpaTh MyHKT C031aTh SIPJIBIK.

Jlns ynaneHus sipiiblka He0OXOMMO: BBIICIHUTh SPIbIK, HaXaTh KiaBuiny <Delete> wiun, Haka Ha
MPaBYIO KHOIKY MBIIIIHU, BBIOPATh B MOSBUBIIEMCS] KOHTEKCTHOM MEHIO KOMaHAy YIaJUTh.

3aMeTuM, YTO yJlajeHHe SpJibIKa He MPUBOANT K yJaJleHUIo (ailia Wiu mporpaMMbl,Ha KOTOpbIE OH
YKa3bIBaET.

Knonka Ilyck u ITanesas 3aga4 pacrionararoTcs 10 yMOJTYAHHUIO BHU3Y 3KpaHa. [[puHaxaTuu KHONKH
IIyck Ha skxpane nossusercs I's1aBHoe meHro. CoiepaHHE TIaBHOTO MEHIO 3aBUCUT OT HACTPOWKH
KOMITBIOTEpPA U MOXKET COJIEp’KaTh JIOMOJIHUTENbHbIEe KoMaHabl. [Ipu 3amycke mporpaMMbl WM OTKPBITHH
okHa Ha [lanenu 3aga4 nosiBiIETCS KHOIIKA, COOTBETCTBYIOIIAs 3TOMY OKHY. /L1l mepexoaa U3 0JHOro OKHa
B JIpyroe JI0CTaTOYHO HakaTh Ha [laHenu 3a7au HY>)KHYIO KHOTIKY.

C nomompio kHONKH IlycKk MOXHO 3amycTHTH JIOOYIO MpOrpamMMy U3 CIHUCKAa TMpEAaracMbIX.
Hanmpumep, mms 3amycka mpocteifimero rpaduueckoro pemakropa Paint HeoOX0IuMO  BBIOIHUTH
OCJIeJ0BAaTEILHOCTD JCUCTBUIA:



ITyck » IIporpammel » Cranaaptabie P Paint.

B pesynbrare Ha 3KkpaHe MOSBUTCS OKHO € 3aIlyILIEHHOW TporpaMmoii, a Ha [lanenu 3agay — kHoOMKa,
COOTBETCTBYIOIIAsl BbIOpaHHOM mporpamme. st 3aBepuieHust paboThl ¢ IPOrpaMMOi TOCTATOYHO HAXKAaThb
KHOIIKY 3aKpbITHS OKHA, KOTOpas paclojioKeHa B IPABOM BEPXHEM YIITy.

Pabora ¢ ¢gaiiiamMmu 1 nankamm.

Jliis pa®oTshl ¢ aiinamMu ¥ nankamMu UCosb3yeTcs nporpamma «I[IpoBogHUK.

UroObl mepeMecTHTh WM CKONUPOBaTh (haiin WM mamky, HeoOXOAMMO BBIOJHHUTHCIEAYIONINE
JIEUCTBUSL:

1) BBIGpaTH (aiin wiu nankys;

2) B menio Ipaska(Edit) BeGpats komangy BeipesaTn(Cut), uto6bl mepemecTuThbaiin, uam
komanay KomupoBars(Copy) s konupoBaHus Qaiiia;

3) OTKpHITH MamKy, B KOTOPYIO HEOOXOIMMO IMOMECTHTH (aill, a 3aTeM B MEHIO

IIpaBka BeinonHUTh KOMaHay BeraButh(Paste).

Jlist co3aanus nankyu HeoOXO0MMO BBIIOIHUTG CIEIYyIOIUE ASHCTBUS:

1) BBIOpaTh ManKy HA AEpeBE MANOK U YCTPOUCTB B JIeBOK yacTu okHa [IpoBoIHMKA, IIEIKHYB 110 €€
VMEHH JIEBOM KHOIIKOW MBIIIIKU.

2)  ILEJIKHYTb IPaBOM KHOIKOMN MBIIIKH 10 CBOOOHOMY YUYacTKy B IpaBoil yactu okHa [IpoBoHuKa
11 0TOOpa)KEHHUsI KOHTEKCTHOTO MEHIO KOMAaH/I, IPUMEHUMBIX Ul pa0OThI C JaHHBIM OOBEKTOM.

3) B nosiBuBHIEMCS KOHTEKCTHOM MEHIO BbInosiHuTe KoManay Coznates P> Ilanky.

4) B mpaBoit yactu okHa [IpoBoaHMKa, psZIOM € IOSBUBLIEHCS MUKTOIPAaMMOI MAIIKK, 0TOOpa3uTCs
TEKCTOBAsl CTPOKA CO CTaHJapTHBIM UMEHEM JUIsl BHOBbco3aBaeMoil nanku — HoBas manka. 3ameHure 310
MaJIOBpa3yMHUTEIbHOE

Ha3BaHME OCMBICIIEHHBIM UMEHEM, HaOpaB €ro ¢ MOMOUIbI0 KJIaBHUII KJIaBUATYyphl.3aBepUINTE HAOOP
MMEHHM MaNKy HaXkaTueM Ha Kiasuiry <Enter>.

Ecnu Bel coBepimnm ommOKy B HaMCaHUM HMEHU BHOBb CO3/laBaeéMOM Mamku, TO:

O LIEJIKHUTE TI0 UMEHHU MaIKK MPaBON KHONKON MBIIIKH;

U] B ITIOABHUBHICMCS KOHTCKCTHOM MCHKO IICIIKHUTEC J'IGBOI\/’I KHOHKOI\/JI MBIIIKU ITOKOMAHIC
IlepenmenoBarsn;

U] BHECHUTC HY)KHI)IG I/ICHpaBJ'ICHI/ISI B UM ITIAIIKH.

BaxxHO 0cO3HaBaTh U MOMHUTB, YTO CO3/JaHKE JIFOOOH BIOKEHHO MaNKH B IIETIOYKE MoK BO3MOXKHO
TOJIBKO TOTAa, Korjxa Bel mpenBapuTeNbHO BbIACTWIN (OTMETWIH, BBIOpaNM) COOTBETCTBYIOLIYIO
POIUTENBCKYIO MAIIKY.

Brinenenue (Bb100p) Hy:KHOM Bam manku BeIIOTHSAETCS 1IETYKOM JIEBOM KHOIKOM MBIIIKY Ha IepeBe
IaIoK U yCTPOMCTB B JIEBOM 4acTh oKHa [IpoBonHuMKa.

[IpocMOTpeTh BHYTPEHHIOIO CTPYKTYPY MaNKH MOKHO IPYU MOMOIIH LIEJTYKa JIEBOH KHOMKOM MBIIIKH
o CUMBOJY "+" cileBa OT ee MMEHHM Ha JIepeBe NarloK U YCTPOWCTB B JIEBOW YacTH OKHa [IpoBoaHuKa.
"CBepHYTh" CTPYKTYpPY MaK{ MOKHO IIPH MOMOIIUIIETYKA JIEBOMH KHOMKOM MBIIIKH HO YK€ IO CHMBOIY ''—
" cieBa OT ee UMEHHU.

Ecnu cneBa OT ”MEHM Manky HET KBaJApaTUKa, B KOTOPOM JIOJKHBI OTOOPaXKaThCsl CUMBOJIBI '+ 11 "'—
", TO 3TO 03HAYAET, YTO Y ITOH MANKU HET BIOKEHHBIX B HEE MaIOK- TOTOMKOB.

YToOb! BBIAEINUTh HECKOJBKO MOCIEI0BATEIbHO PACIHOJIO0KEHHBIX Marnok Wi (aiaoBHEOOX0AUMO
OTMETUTh UX C TIOMOIIBIO MBI MPH HaxaTol knaBume <Shift>, a HecMeXHO pacnonokeHHbIE 00BEKTHI
BBIJICIISIIOT MBIIIKOHN, HaXKaB W yAepkuBas npu sTomknasuiry <Ctrl>. Jns ynanenus Qaiina wid manku
MO>KHO MIPOCTO MepeTaluThyAaisieMblil ¢aitn Ha 3Hayok Kop3una paboyero croia.

Omnepanusi kormupoBanusi 00bekToB B WINAOWS Bcerja BBITIONHSACTCS B JBaHEPA3PBIBHBIX dTama:
cHauasia B Oydep oOMeHa MOMEIIaeTCs KOTHsI COOTBETCTBYIOIIEro 00bekTa (komania KonupoBars), a 3atem
9Ta KOIUsI MMOMEIAeTCs B HYXKHYIO Marnky (komanna BeraBurts). Ecnu onepanust KomupoBaHusi 00beKTa He
Obula 3aBeplIeHa W MPU 3TOM OblIa MPEINpPUHATA MOMBITKA KOMUPOBAHUS WIIM BBIPE3aHUS KaKOTO-THOO
apyroro o0beKTa (MpUYeM HE BaXKHO B KaKOM MMEHHO Iporpamme), To obpas mepBoro o0wbekTa B Oydepe
obomeHa Oyzner "3arept" oOpa3oM o4epeqHOro oOBEKTa, MOCKOJBbKY Oydep oOmenaB Windows smisercs
obmenoctynHoi obmacteio mamsaTu [1K 1715 Bcex akTUBHBIX (BBITIOIHSAEMBIX ) TPOTPaAMM.

Omnepanust nepemenieHust (HailyioB U Manok OTIMYACTCSA OT ONepalyi KOMUPOBAHUS TOJIBKO MEPBHIM



ATarioM BBIMOJIHEHHS — BMecTo KoMaHAbl KonmupoBaTh ucnosibs3yercst koManaa Boipe3aTs.

[TopsiioK BBHIOJIHEHUST ONEpaIfii KOMMPOBAHUS, NEPEMEICHH WIA YAaJCHUS TaroK HU 4YeM He
OTJIMYAETCSl OT IMOPSI/IKA BBHIOJIHEHUSI COOTBETCTBYIOIIMX OIepaluil ¢ (aiiilaMu 3a TeM JIUIIb OYEBUTHBIM
UCKJIFOYEHHEM, YTO BMECTO BbIJIeNIeHus (aitioB BaM HY»XHO BBIIENATH MAIKH.

5) [Ilpu coxpanennu (aiia, CO3JaHHOTO B KaKOW-TMOO TMPUKIAJHON TIporpaMMe, B OKHE
CoxpaHeHue TOKYMeHTa HE0OX0AMMO BBIOpaTh MANKY, r1e OyneT coxpaHeH Qaiin, uBBecTH UMs (paiiia.
Ecnu ykazan onpesenenHslil Tun ¢aiiina, To 100aBIsATh K MUMEHH paciiupeHue (aiina He Hy>KHO.

3AJIAHHUE.

1. Ha nucke W: co3naTh CTpyKTypy Marnok

L1 w-
ﬂenmu ERiE AOKYMEHTH
[ 1Khonum
Konuu

[ 13 nexrponusbie Tatauns

L [ 1 Pascal
2. Co3natbk Ha pabodeM cToJie APIIbIK K ceTeBOMY TUcKy W:
3. OTKpBITH «BIOKHOT» U CO31aTh TEKCT, COAEPKAIIMMA TPU CTPOUKH 110 1madiaony:@amunus Mms
OtuecTBO
®axynsreT Kype Homep rpynmerdacet Munyter Jens Mecsn ['on
4. CoxpaHuTh CO3JaHHBIM TEKCTOBBIM (ailnm B manky TeKcToBble JOKYMEHTBI O] UMEHEM

IlepconanbHble gaHHbIE.IXt (pacimupenue .tXt BBOAUTH HE HA0, OHO OyJEeT NMPUCBOEHO aBTOMATUYECKN).
CkonupoBatb 3TOT (ailsl BO BIOKEHHY!O nanky Konuuy nepenMeHoBaTh ero kak Apxus.txt.

5. C momomplo pemaktopa Paint co3maTe pPHUCYHOK Kak MOXHO Ooliee IIOXOXHH Ha
MPEUIOKEHHBIN B 3a7JaHNH, J00aBUB ITPU HEOOXOJMMOCTH IIBETOBOE O(hOpMIICHHUE.

BaHchHM
Ht H*

6. Coxpanuts rpadpuueckuii ¢aiin B nmanky PucyHku nox mmeHem JlaGoparopHas pabora.bmp.
CkonupoBath 3TOT (a1 BO BIOKEHHYIO nanky Komuu u nepenMeHoBath Kak Apxus.omp.
7. OTKpBITE CTaHAAPTHBIE I P O T p @ M M bl « Kanbkynarop» u « biiokHor». B
1

«Kanpkynarope» BBIUUCIUTH 3HAYEHUS BbIpaXEHUH 1*2*3*4*5*6*7*8*9*10, o

, Sin-45° . Pe3ynbTaThl MOCIIEN0BATENBLHO CKOMUPOBaTh B «BIOKHOT», pasMecTuB

uX Ha pa3HbIX cTpoukax. [lomy4yeHHbIH TeKcT coXpaHuTh B (haitne Beruncnenus.txt Bnanky TekcToBble
IOKYMEHTBI.

8. OtkphITh cTannapTHyto nporpammy «\WordPady». Habpate Tekcet pasaena «Pabora cnankamu
u dainamMuy» JaHHOTO MocoOwusi, cobOomas Takoe ke (opMaTHUPOBAHUE




tekcTa. COXpaHUTh B Marnke TeKCTOBbIE JOKYMEHTHI o1 iMeHeM JlabopaTopuas pabora.rtf.

9. OTKprTI: HpOBOI[HI/IK 1 OKHa C BBIIIOJIHCHHBIMHU 3aJaHUAMU, paCHOJIO)KI/ITB nux MOBaHKOﬁ Ha
paboueM crosie (TaHenb 3a/ad — KOHTEKCTHOE MEHI0O — OKHa CjieBa HampaBo). [IpeabsBUTH pe3ysbTaThbl
BBITIOJIHCHU A 3aHaHHﬁ HpeHO,Z[aBaTeJHO.

JlabGoparopHasi padora Ne2
Od¢ucHble mporpaMMHBIe CpeIcTBA: MacTep npe3eHTanuii PowerPoint »

O0mas xapakrepucTuka 0(pUCHBIX MPOrPaMMHBIX CPe/ICTB.

[IpennasHaueHsl IS BBINOJHEHHS HanOojiee THUMOBBIX (DYHKIUI OQHCHOM pPabOTHL: MOArOTOBKU
JIOKYMEHTOB, BBITIOJTHEHHS PAacueToB, IUIAHUPOBaHUs pabovero BpeMEHHU, BeIeHUs U OpraHu3aliy JOCTyIa K
Pa3IUYHBIM UCTOYHUKAM HH(popMmarmu U T.1. CroJ1a OTHOCST:

[Iporpammbl 00pabOTKH TEKCTOB;

TabnmuuHbIe TPOLIECCOPHI;

[TporpaMMsl mmaHUpOBaHUsL pabouero BpeMeH! (opraHai3epsl);

[TporpamMMbI COPOBOXKIEHUS ITyOJIMYHBIX BHICTYIUICHUI;

CucreMsl ynpaBieHus: 6a3aMu JIaHHBIX;

TenexkoMMyHHKAIIMOHHBIE TPOTPAMMBI;

CpenctBa nenoBoii rpaguku.

IIporpammMbl  00palOTKH TEKCTOB - TpeAHAa3HAYeHBl s (HOPMHUPOBAHHA M MPOCMOTPA
CIIa0OCTPYKTYPUPOBAHHBIX ~ JOKYMEHTOB, OCHOBHBIM  COJICPKUMBIM, KOTOPBIX SBIISETCS TEKCTOBas
nHpopmanus. [logpoOHO paccMaTpuBaIMCh B COOTBETCTBYIOUICH JICKIIHH.

Ta6auuHble Mpoueccopsl - MPOrpaMMbl, 00ECIIEUUBAIOIIUE BHITIOJHEHHE pacyeTa B3aUMO3aBUCHMBIX
MoKa3aTesiel Mo ONpeIeICHHON COBOKYITHOCTH JAHHBIX HA OCHOBE 3a/IaHHBIX MOJIb30BaTeIeM (hopMyIl.

Hawubonee moaHOGYHKIMOHATBHBIM Ta0JUYHBIM Mporieccopom siBisercss MS Excel. Ilpumepno
CXOKHMH BO3MOKHOCTSIMHU 00J1aaroT Tabaudanble porieccopsl Quattro Pro u3 xomrutexkra Corel Office, Lotus
1-2-3, Gnumeric ams OC Linux, a takke TabiuvHbIe Tpolieccopsl u3 komruiektoB Sun Star Office u Open
Office. Heckosbpko MeHee MOIIHBIE TaOJIMYHBIC TPOLIECCOPBI BXOAT B COCTaB makeToB nporpamm MS Works u
Lexicon XL.

IIporpammsbl MIaHMPOBaHUS padoyero BpeMeHH (OpraHaiizepsnl) - MpeaHa3HAUCHBI JUTSI BEACHUS
CIHCKa [eJ, pachopsika MepompusATUd, 0a3bl MAHHBIX KOHTAKTHOW HH(popMmanuu. MOryT omnoBemarsb
10JIb30BATENS O HACTYIUIEHUN/TIPUOIMKEHUHN 33JaHHBIX COOBITHI, UMEIOT CPEICTBA KOJNIEKTUBHON pabOThI ISt
COTJIACOBAaHUS JIaT/BPEMEHHM MPOBEACHUS COBMECTHBIX MEPONpPUATHUH C YYETOM paclopska BCEX €ro
yuacTHHKOB. Hanbosee monymsipHoii paspaboTkoii Takoro poja ssisiercs MS Outlook. B makeTsr mporpamm
Corel Office, Sun Star Office u Open Office Taxxe BX0oaaT opraHaiizepsl ¢ BO3MOXHOCTSAMH, COMTOCTABUMBIMH
¢ MS Outlook.

IIporpaMMbl CONPOBOXkKIEHUS] MYOJUYHBIX BBICTYIJIEHMI - IpeIHa3HAueHbl IS CO3JAHHUS U
JEMOHCTPALMM YIIOPSAOYEHHBIX MTOCIEI0BATEIBHOCTEN CIIANIOB, COAEPKANIUX WITIOCTPATUBHBINA MaTEpHall K
BBICTYIUICHHIO JIOKJIaaunka. Hanbonee momynsipHoii pazpaboTkoii Takoro poxa sisiusiercss MS Power Point. B
nakeTsl mporpamm Corel Office, Sun Star Office u Open Office Takxe BXoaaT opranaiizepbl ¢ BO3MOKHOCTSIMH,
conoctaBuMbiMu ¢ MS Power Point.

Cucrtembl ynpaBjieHusi 6a3aMH JTaHHBIX - TPOTPAMMBI BeICHUS, OPTaHU3AIMA JJOCTYIIA U 00pabOTKH
MacCHBOB CTPYKTYpHUPOBaHHBIX JaHHbIX. [loapoOGHO paccMmaTpuBaiuCh B COOTBETCTBYMOIIeH nekuuu. K
oucHBIM TIPOTPaMMHBIM CpEACTBaM OOIIEro HAa3HAYEHHS OTHOCAT, IPEXKIE BCEro, TaK Ha3bIBaeMbIe
HacToapHble win nepcoHanbHble CYBJI. Cepepubie CYB/] cnenyer paccmMaTpuBaTh Kak BCIIOMOIaTEIbHOE
(oOcmyxuBaroriee, obecneunBaromniee) [10.

TejleKOMMYHHKAIMOHHBbIE IPOrPAMMBI - TPOTPAMMBbI OpraHU3allMK B3aUMO/ICUCTBUS C YAIICHHBIMH
KOMITBIOTEPHBIMU cucTeMamu. Hampumep, OONbIIMHCTBO mMporpamMm Juisi paboTel ¢ MHTepHeT cruemyer
OTHOCHTH K TEJICKOMMYHHKAIIMOHHBIM MporpamMmmaM. MHorue u3 Hux (mporpammsl npocmorpa \Web-caiiTos)
UMEIOT Pa3BUTBIE CPEACTBA MPOCMOTpa CIabOCTPYKTYpUPOBAHHBIX JOKYMEHTOB, a MOYTOBBIE MPOTPaMMBbI
COZIepKaT ellle U pa3BUTHIC CPENICTBA UX PEeJaKTHUpOBaHUA. B memnom xe mporpammsl mpocMmoTpa MHTEpHET 1
MTOYTOBBIC TTPOTPAMMBI CIIEIOBAIO OBI B OOJIBIIICH CTETIEHH OTHOCUTH K ITporpaMmaM 00pabOTKH TEKCTOB.



CpenctBa ae10Boi rpadukm - nmpeIHa3HayYeHbl AJI CO3/IaHUS U PEJAaKTUPOBAHUS Pa3IMYHOTO pojia
IMarpamm, cxeMm, rpaduueckux u300paxeHui, reorpadpuyeckux Kaprt. Yacto BXOAAT B COCTaB TEKCTOBBIX H
TaOJIMYHBIX MPOIIECCOPOB, HO MOTYT UMETh U CAMOCTOSITENIbHOE 3HAUCHUE.

3AJIAHHE.

1. IloaroToBbTe MPE3EHTAIMIO 1O JHOO0N U3 MPEIOKEHHBIX TEM:

. WNudopmarrka u uHGopMaTH3aIms

. Buapl u cBolicTBa nHopmaruu

. MeTo bl 1 MOJICITH OIEHKH KOJIHYECTBA HH(POPMAITUU

. @DopMbI IpeICTaBICHUS U TPE0OPa30BaHUs TaHHBIX

. [Tonsatue u knaccuuKanus MPOrpaMMHOTO 00ECTICUCHHS

. OnepanroHHas cucteMa: Ha3HayeHue, QyHKUIUH, Kiaccuukanms

. Omneparmonnas cucrema 10S

. ®DaiiIoBbIC MEHEIKEPbI

. Onepanuonnas cuctema MS Windows

. [Iprembl 1 METOABI IO 3ALUTE U CKATHIO JAHHBIX

. OducHble MporpaMMHBIC CPEICTBA: TEKCTOBBIH mporiieccop MS Word
. OducHbIe porpaMMHEIE CPeACTBA: TabIUUHBIM porieccop MS Excel
. OducHble MporpaMMHBIC CPEICTBA: MacTep npe3eHTanuii PowerPoint

2. TpeboBanus K 0OPMIICHUIO TIPE3CHTAIUH:

* Pabora opopmisiercs B PowerPoint.

* Pasmep crnaiinoB — A4, opreHTaIUs — aabOOMHasl.

* Konmnuectso cnaiinos: 7-10.

* Ha kaxxom cnaiizie J0KHBI ObITh KOJIOHTUTYJI, HOMEP CTPaHHIIBL.

* Ctunb, (hOH, UCTIONB30BaHKE [IBETA, AaHUMALIMOHHBIE Y PEKTHI, CopepkaHue HH(OPMAIHH,
pacnoyioxkeHue nHopMaIy Ha ciaiie, MpuQThl, CIOCOOI BbIICIEHUS HHPOpMaLUK, 00bEM HH(POPMALIHH,
BH/IBI CJIAMJIOB JIOJDKHBI COOTBETCTBOBATH BBIIAHHBIM TPEOOBAHUSAM O(DOPMITCHUSI.

3. ConeprxaHue Mpe3eHTaIUU:

1-i1 cnaiiq — TUTYJIBHBIM;

2-1 crnaii] — coiepIKaHue;

3-4-1i crmalbl — OCHOBHAS YacTh,

5-it cnaiin — undopmarus 06 aBTope padoThI.

JlabopaTopnass padora Ne3
Komanaublii nHTEpdeiic NPUKIAIHBIX IPOrPaMM.

O0mas XxapaKTepuCcTHKA 0JIb30BATEJILCKOr0 HHTepdeiica.

Opnoit 3 rnaBHeIX yacteil OC sBisiercs uMHTepdelc — YHUBEpCATbHBIM MEXaHU3M YIpaBJICHUS
mo6bM npuiokeHueM OC, He3aBHCHMO OT €ro Ha3Ha4YeHMs U MpeaMeTHOH obnactu. MHTepdeiic sBiseTcs
yao0Hast 000J04YKOl, ¢ KOTOpoi oOmiaercs moijib3oBarenb. CylIecTBYIOT —ammapaTHBIA, MPOrpaMMHBINA U
M0JIb30BATEIbCKUI HHTEP(EHCHI.

[Tonb30BaTenbckuil UHTEpPENCc — METOABl U CPEACTBA B3aMMOCHCTBHS YellOBEKa C ammapaTHbIMU
IIPOrPaMMHBIMH CPEACTBAMH.

OcHOBHBIE 3JIEMEHTHI IMOJIb30BaTENbCKOr0 uHTepdeiica Windows — pabouwnii CTOJ, OKHa OOBEKTOB,
MEHIO U JUAJIOTOBbIE OKHA; BCIIOMOTaTEJIbHBIE — MAHEIN MHCTPYMEHTOB, IMKTOIPAMMBI, CTPOKH COCTOSIHMSI,
MOJIOCHI TPOKPYTKH, TUHEHKH U T.II.

OmnepainrioHHasi cucTeMa JI0JKHA MPEIOCTaBIATh MOJb30BaTeNbCKUi nHTepdelic. Kak MuHMMYM oHa
JOJDKHA TIPEIOCTaBIATh KOMaHaHYI0 00010uKy (Shell), koTopas maer mosap30BaTeNi0 BO3MOKHOCTD TEM HJIH
MHBIM CIOCOOOM 3aIlyCTUTh €ro MPHUKJIAAHYI0 HporpamMMy. OIHAKO B HEKOTOPBIX ClIydasiX, Hampumep, BO
BCTpaMBaeMbIX KOHTpOJUIEpAaX M JPYTUX CIEHUATM3UPOBAHHBIX MPHUIIOKEHUAX, Takas O0O0JI0OUYKa MOXKET
orcyTcTBOBaTh. [Ipn 3TOM 5MOO cHucTrema BooOIie (YHKIMOHHpYET Oe3 BMeIIaTeNbCTBa YeJOBeKa, JIMOO
MOJIh30BaTe b PA0OTAET TOIBKO C OJTHON MPHUKIIAIHOU MPOTPAMMOH.

Kpome Toro, OC 4acTo mpenocTaBisiioT CpeACTBa - pa3zienseMble OMOIMOTEKH, CepBephl U T.1. AJIS
peanuzanuu  rpadUYecKoro MOJb30BATENBCKOr0 HUHTEpdeiica NpUKIaAHBIMU IporpamMmaMu. Yacro,
OKa3bIBAETCsl, CJI0KHO IPOBECTHU IpaHUIly Mex 1y sipoM OC 1 3TUMHU CpeICTBAaMU, OCOOEHHO €CIIM CTaHAapTHas



obomouka OC peann3oBaHa ¢ UX UCIOJIb30BaHHEM. B HEKOTOpBIX cucTremax, Hanpumep B MS Windows 3.X u
MacOS, mpakTuyecku Bce AP0 COCTOUT M3 CPEACTB pean3anuu rpaguyueckoro uHTepdeiica.

B Hacrosmee Bpems o(OpMHIOCH [1Ba NPUHIMIHMAIBHO PA3IMUYHBIX IOAXOJAa K OpraHu3aluu
MoJIb30BaTeIbcKoro uHTepdeiica. [lepsolil, ncTopruecku 0ojiee paHHUHN MOAXOJ COCTOUT B IPEAOCTABICHUH
I10JIb30BATEI0 KOMAH/IHOTO A3bIKa, B KOTOPOM 3aIlyCK ITporpamMm o(popMIIEH B BUJE OTAEIbHBIX KOMaH. DTOT
MOJIX0/1 U3BECTeH Kak uHTepdeiic komananoit crpoku (Command Line Interface - CLI).

AJNBTEpHATUBHBIA MOJIXOJA COCTOMT B CHMBOJMYECKOM M300pa)KEHHUHU AOCTYIHBIX NEHCTBUN B BUE
KapTUHOK — MKOH (ICONS) Ha SKpaHe u MPEI0CTaBICHUH IT0JIb30BATEII0 BO3MOKHOCTH BBIOMPATH ICHCTBUSI ITPU
MOMOILM MBIIIM WIM JPYroro KOOPAMHATHOIO YCTPOMCTBA BBOAA. DTOT MOJXOJ M3BECTEH Kak IrpadpuuecKuii
noss3oBarebckuii maTepderic (Graphical User Interface - GUI). Mbl B nanbHeiiem OyJeM HCIOIb30BaTh
aHrMiickue ab0peBuaTypbl, IOTOMY YTO MUCATh MOJIHOE HAa3BaHUE JIOJT0, PYCCKOSI3bIYHbIE a00pEeBUATYPHI -
KaJbKM OYEHb YK HEOJIaro3BYYHBI, a BBIIyMaTh KOPOTKUN, KOPPEKTHBIH M OJaro3BYUHBIH PYCCKOS3BIYHBIN
TEPMUH MBI — CKQ)KEM YECTHO - CI1a0Bl.

Pazpaborunku copemeHHBIX OC 00BIYHO MPETOCTABISIIOT CPEACTBA ISl PEATU3AIMH 000UX MOIX0I0B
U, 3ayacTyro, OOOJOYKHM, HCHOjIb3yole o0a Tuna wuHTepdeiicoB. OpHako cpeau MoJb30BaTeIeH
IIPEIIOYTEHUE PAa3HBIX [10/IX0/I0B BbI3BIBAET TOPSIYUE CIIOPHI.

Pa3Hble KaTeropuu nojab30BaTENbCKUX HHTEP(HENHCOB MPEAOUTUTEIbHBI IS JIFOJICH € pa3HbIM CKIIAI0M
MbllnieHus. Hampumep, MOXXKHO NpEeANooKuUTh, YTO KOMAHJHbIE HMHTEpQeiichl ynoOHee i JOAEH C
JIOTHYECKUM CKJIaJIOM MBILUIEHUS, a rpaduyeckue - ¢ oopazHpiM. OT4acTH 3TO MOATBEPXKAACTCS TEM, YTO
opuenTupoBanubie Ha GUI komnbrorepbl Macintosh B ocHOBHOM UCTIONB3YIOTCS XYA0KHUKAMH, TU3AiHEpaMH
U APYTUMU IPECTaBUTENAMU — 00pa3HbIX' TBOpUECKUX Mpodeccuil.

Komangusiii uHTEpdEiic X0pomI, KOraa IMoJIb30BaTelb SICHO IMPEICTAaBIsSET cede, Yero OH XOdYeT, a
0COOEHHO JJIs1 aBTOMATU3alMKM PETYJSIPHO MCIOJHAEMBIX PYTUHHBIX 3ajad. ['padudeckue xe uHTEpdencs
yIo0Hee Py peleHNH HEYeTKO c(hOpMYyTUPOBAHHBIX WM TUIOXO aITOPUTMU3YEMBIX MTPOOIIEM.

Vike B CTaHIAapTHOM OKOHHOM HHTepdelice Mbl MOXEM BUAECTh HNPUMEpbl Takux curHaios. Ilpu
BBITTOJIHEHUH TIPOTPAMMON JUTHTENBHBIX JEHCTBUI KypcOp MBIIIH IpruoOpeTaeT GopMy MECOYHBIX YacoB. ITO
— CUTHAJ O TOM, YTO Ha JEUCTBUS MOJIb30BaTells CCTeMa BpEMEHHO pearupoBaTh He OyaeT. Bropoit mpumep —
M3MEHEHNE U300pakeHUsI KHOIKY MPYU Ha)KaTUU Ha HEE MBIIIbI0. DTO — CUTHAJ O TOM, YTO CHCTEMA CUUTAET,
YTO I0JIb30BATENb B3aUMOJIEHCTBYET HMEHHO C 9TOW KHOIIKOM.

Ha camom nene, xopomuii uHTepdeiic moap30BaTeNsIMU 3aMEUaeTCsl MOJACO3HATENBHO, U, KOTJa OH
HPABUTCS, CUMIIATUM MEPEHOCATCS Ha (YyHKIMOHAIBbHYIO dYacTh Mporpammbl. K coxkaneHuro, ciemyer
KOHCTaTHUpPOBaTh, YTO CETOJHS CTAHIAAPTOM CTall IJIOXOH MHTEpdeiic, naxe He CTOJIbKO IUIOXO CJEJIaHHBIMH,
CKOJIbKO BOOOIIE "momyuuBLIMiica cam coboil". Tak, camoe MOaHOe ceiiuac MpUMEHEHHE KOMIbIOTEPOB —
omyxnanue no Certu — uMeeT TOT UHTep(elic, KOoTopbli BeITekaeT u3 sa3plka HTML, a oH, B cBOIO ouepenp,
IIPOU3BOJUT BIIEYATICHHUE "BPEMSHKH", KOTOpas, KaKk TENEPD SACHO, IIPUILLJIA BCEPhE3 U HAJ0ITO.

C nmomouIb0 KHOMKHU HYCK 3alTH B HACMPOUKYU TIAHETU YIIPaBJICHUS KPaTKO 3aUKCUPOBATH B OTYET
BO3MO>XHOCTH Ka)/101 U3 HACTPOEK.

Bri6path cucmema. Haxatb Ha SpIbIK cucmema 1 3aiTH Ha BKIIAJKY CBOMCTBA CUCTEMBI.

1.ITosy4yuTh OCHOBHBIC CBeeHHSI 0 KOMIBIOTEPHOH cHcTeMe, I0JIb30BAaTEIE€ U IPOILECCOPE,
nucrnerdepe ycrpoicts (OO0mue, yeTpoicTBa, mpoduiivn 000py10BaHus, OBICTPOACHCTBHE).

HNudopmaiirio o cucteMe MOXHO MOJTYYUTh U IPYTUMHU CIIOCO0aMU

13 xomanHO# ctpoku(System info Windows XP) unu ceanca MS DOS.

CkonupoBath HH(OPMALIMIO MOXKHO C TOMOIIBIO KiaBumm Print Screen (Ha kiaBuatype) B TOKYMEHT
PAINT u 3atem otpenaktupoas B WORD.

CBenieHHs 0 cUCTEME MOXHO NOJIy4HTh yepe3 nporpammy: ~ Ilyck- llporpammbl-CTaniapTHble

CayxeOHble- CBeleHHsI 0 CCTEMe.

ITocne 3amycka BBIBOAUTCS HEPAPXUUECKOE AEPEBO CO CIEAYIOINUMHU KaTErOpUsIMHU:

Pecypcsl anmapatypbl

Kondnuktel/ goctyn

JlonosHUTENbHbIE CBEACHUS

Kypnan

IIporpammHas cpena

[Tpunoxenust

2. IlpoBepka paGoTOCOCOOHOCTH YCTPOICTB U OTCYTCTBHA KOH(JIUKTOB.



Oneparrionnast cuctema Windows B xozie cBOC# 3arpy3Ku KakIplii pa3 mpoBepsieT Habop Gu3HUecKux
YCTPOICTB KOMIIbIOTEPA U BBIIOJIHSET 3arpy3Ky COOTBETCTBYIOIINX JApPaiiBEPOB.

[Ipy HavanpHOM yCTaHOBKE OIEPAlMOHHOM CHUCTEMBbI, a TaKKe Mocje NoOaBJICHHs, yNaleHHs WIH
3aMEHbl KOMIIOHEHTOB KOMIIbIOTEpa COCTaB JpaiiBepoB u3MeHsercs. YToObl KoMIbloTep paboran
MPaBWIBHOCTh Pab0OTOCMOCOOHOCTH YCTPOMCTB M OTCYTCTBUS KOH(IIMKTOB, IIEIKHUTE MO HEMY IpaBOi
KHOITKOUM MBIIITN U BEIOpAETe B KOHTEKCTHOM MEHIO TyHKT CBOWMCTBA U OTKPOMTE TUCHIETYEP YCTPOUCTB.

B okxnwe mnanku Ilanens ympaBieHusl, WM BOCIHOJB30BaThCA KJIAaBUATYpHOW KOMOHMHAaIMen
WINDOWS+BREAK.

OcHOBHOE colep)KaHHWE JOTOW  BKJIAJKM — TOJHBIA CHHCOK  (PU3MYECKUX  YCTpOIICTB,
3apEruCTPUPOBAHHBIX OIEPALMOHHOM CHCTEMOM KOMIIbIOTEpAa. Bce ycTpoiicTBa pacCOpTHPOBAHBI 110
KaTeropusm (1o TUIaM), 4YTO COOTBETCTBYET MEPEKII0YATEN0, YCTAHOBICHHOMY B BEpXHEH YacTH BKJIAJIKH.

Kaxnass kareropusi BKJIIOYAeT OJHO WJIM HECKOJIBKO YCTpoWcTB. llepBoHawyanbHO OOJIBIIMHCTBO
KaTeropuii CBEpHyTHI (ITOMEYEHBI 3HAYKOM +) M BXOMASAIIME B HHUX YCTPOHCTBa He 0TOOpaxarTcs. YToObI
pa3BepHYTh KaTETOPUIO U YBUJIETh KOHKPETHBIE YCTPOMCTBA, HAJIO LIEIKHYTh HA 3HAUYKeE +.

3AJIAHHUE.

3aganue 1. Hacrtpoiika mombs3oBaTenbckoro uHTepdeiica. YnpapieHHe OObEKTaMH M DJIEMEHTaMHU.
Omnepanuu ¢ daitnamu u nankamu. Co31aHue Nanok u spiablkoB. PaboTta B mporpamme 00071049KH

1. Yaanuts Bce 3Hauku paboyero croyia, KpoMe KOP3UHBI.

2. Haxatp kHOTIKY «ITycKk»

3. 3ammch B TeTpaay o MyHKTOM «1»: I1py Ha)kKaTUM KHOIIKM ITYCK MBI BHJIUM CIIEIYIOIINE MANKUA U
nporpamMmsl 6 (Bce TEPEUUCIUTD Yepe3 3aIsITYIO).

4. Co3natp Ha pabouem ctone 3Ha4ok KomnbroTep (Ilyck/ (knuk mpaBoit kinaBumield Ha « Kommbrorepy/
oToOpaxarh Ha pabodeM cTojie. 3amuCh B TETPAAU MO/ MyHKTOM «2» [loimaroBo onucaTs npouenypy.

5. Co3nath Ha paboueM ctome 3Ha490K JlokymeHTsl. (ITyck/ (kiauk mpaBoii KiaBuIien Ha «JoKyMeHThD»/
otnpaBuTh/ Paboumii cron (co3garh spiblk)) 3amuch B TeTpaaud moja myHKToMm «3» IlomaroBo ommcath
IIpOLEAYPY.

6. Coznath Ha paboueM ctoje 3Hauok M300paskeHus. 3amuch B TETPaau Moj MyHKTOM «4» Ilomaroso
OIHCaTh MPOLEAYPY.

7. Co3natb Ha paboueM cToje 3Hauok My3bIka. 3aruch B TeTpau Mo MyHKToM «5» IlomaroBo onucath
IIpOLEAYPY.

8. Ha moBepxHoCTH pabovero croiyia KJIMK MPaBOi KJIABUIIEH MBIIMIHK. 3allUCh B TETPAIHU MOJ MyHKTOM
«6» onucaTrbh MEHIO.

9. MeHro BuJ. 3anuch B TETpau Moj MyHKTOM «7» Onucats ¢pyHkuuu noamento: Kpynusie, OObIuHbIE,
Mernkue 3HaYKH.

10. MeHto copTupoBKa. 3amuch B TeTpaau MOjA MyHKTOM «8» Omwucate QyHKUIuM moameHto: Mwms,
pasMep, TUII dJIEMEHTa, JaTa U3MEHEHMUS.

11. MeHro co3ath. 3anuch B TETPaIu MO MyHKTOM «9» OnucaTh QyHKIUH TOJAMEHIO: TAIIKYy, SPJIBIK,
PUCYHOK, JOKYMEHT.

12. 3anucek B Terpaau noa myHKToM «10» BriBoabl. B pe3ynbprare BbINONIHEHUS MPAKTUUYECKOM paboThI
s Hay4uJICs:

3ananme 2. 3anucaTh B OJIaHK BCE CBEJICHUS O CUCTEMeE. (CKPUHILIOT)

3aganmue 3. 3anmcaTh B O1aHK BCIO HHPOPMAIINIO 00 YCTPOHCTBAX. (CKPUHIIIOT)

JladopaTopnasi pabdora Ne 4

DaexTponHasi noura. [louroBasi nporpamma MS Outlook Express.

O6mas xapakrepucruka Microsoft Outlook Express

[Mony4yaTh JAOCTYN K MOYTOBBIM CEepBEpaM MOXHO IBYMs criocobamu: yepe3 Web-unTtepdeiic wmu c
UCIIOJIb30BAHUEM CIICLUANIBHBIX POrpaMM, Ha3bIBAEMBIX MOYTOBBIMH areHTamu (Hampumep, Internet Mail,
Outlook Express, Netscape Messenger). PaboTa ¢ mouToii BO BTOPOM CiTy4ae MOKET MPOBOJAUTHCS B PEXKHME
off-line. Dto o3Hauaer, 4TO IS MONYyYSHHS U OTIPABKH IOYTHl YCTAHABINBACTCS COCITUHEHUE C MOYTOBBHIM
cepBepoM. Co3lianue, peJakTUPOBAaHUE M YTEHHE MUCEM MOXKET IPOU3BOJIUTHCS B AaBTOHOMHOM PEXHME, TO
ecTh 0e3 monkJroueHus K cetu Internet.

Outlook EXpress - 3To JOCTaTOYHO MOIITHOE CPEACTBO JJIs OTIIPABKHU, IPHEMa ¥ OpraHU3aIuu paboThI C



noyroit. J{ns opranmsammu mouthl Outlook EXpress mpesaraet cpencTBa CO3[aHUsl MOYTOBBIX MANOK U
OMpEIENICHUS MIPABIJI, TI0 KOTOPBIM MPHXOMASIINE COOOMICHUS HOJKHBI MOMEIIATHCS B OTH Manku. [louroBas
nporpamma Outlook mocraBisieTcss B 1ByX BO3MOXHBIX KoH(puryparmsx: Outlook Express (moamep:kuBaet
OCHOBHOH Habop omepanuii ¢ moutoi) u MS Outlook (Bxomut B maker Microsoft Office u obGecneunBaer
JIOTIOJTHUTEIIbHBIC BO3MOKHOCTH 10 OPTraHU3aIiK pabodero BpeMeHH, paboTe ¢ TOKYMEHTaMH | T.1I.).

HuTepdeiic mporpammer Outlook Express

IMouToBbie manku Outlook Express

Mo ymomuanuto Outlook Express npenaraer nosip3oBaTesto 5 namnox.

1. Bxomsume. Croma 1Mo yMOJYaHHIO IMOCTYIAeT BCS HOBas IMOYTa, M 3[eCh XPAHATCS BCE
OPUIIE/IIHE COOOMIeHNsI. BIOCIeICTBIM MOKHO CO3/1aTh AOTOJHUTEIbHBIC MANKH (HATIPHMED, MOCBSIICHHBIC
pa3HbIM MPOEKTaM HJIH IKChbMaM OT MOCTOSHHBIX ajpecaToB) U HacTpouTh Outlook EXpress takum oOpazom,
4TOOBI IPU MOCTYIJICHHH HOBBIX IIMCEM BCS I0YTA aBTOMATHUYCCKU Pa30MpaIach U CKIIaIbIBAIACH B OT/ICIbHBIC
MAnKH.

2. Hcxomsimue. DTO manka NpeaHa3HAueHa Ui BPEMEHHOTO XPAHCHHUS OTIPABIISIEMBIX MHCEM.
3/ech HaKaIUTMBAIOTCS BCE CO3JIaHHBIC, HO €Ille HEe OTHpPABJICHHBIC MUCbMa. 3aTeM, MPU HAKATHH HAa KHOIKY
JlocTaBUTh TOUTY, OHU BCE OTIIPABIIIIOTCS HA IMOYTOBBIH cepBep. TO eCTh HEeT HEOOXOAUMOCTH ISl OTIIPABKH
Ka)XJI0T'0 CO3JaHHOI0 MMChMa YCTaHABJIMBATh coeinHeHue ¢ Internet.

3. OtnpasieHHbIe. B 3T0ii manke no yMoJIdaHuio XpaHATCs KOIMH OTHPABICHHBIX COOOLICHUH, YTO
obecreyrBaeT BO3MOXKHOCTb UX MIOBTOPHOTO UCIIOIb30BaHMS JUIsl PA3JIMUHBIX LIEJIEH.
4. VY nanennsie. B 3Ty nanky BpeMEHHO MOMEIAIOTCS HA XPAaHEHUE yAAJICHHbBIE

coobmieHus. JIJis OKOHYATEeIbHOTO YJAJIeHUs COOOIICHUIM U3 ATOW MalKK MOYKHO Ha)KaTh Ha €€ 3HAYKe
MPaBOi KHOMIKOW «MBIIIN» U BIOpATh MyHKT MEHIO OYUCTUTH MAIKY.

YepuoBuku. Hcrmonb3yercs isi BPEMEHHOTO XpaHEHHsI COOOIEHUH, CO3JaHHe KOTOPBIX elle He
3aBEpIICHO U OyAET MPOJOIKEHO To3kKe. UTOOBI MPOJIOKUATE BIIOCICACTBUHM pPa0dOTy HAJl MUCHMOM W3 ATOM
Manku, He0OXOUMO OTKPBITh 3Ty MaNKy U JBaX/bl MIEIKHYTH [0 YEPHOBUKY MUChMA. 3aTeM, €Clid MHUChbMO
TOTOBO, €T0 MOKHO OTIIPaBUTh, M OHO OyJeT nomenieHo B nanky Mcxompsmme. Ecnu ske mucbMo 1o- pexxHeMy
HE TOTOBO K OTIPABKE, TO €r0 MOKHO CHOBA COXPAHUTh B MAIIKE YEPHOBUKOB.

[Ipu pabGore ¢ OonapmIUMU OOBEMaMHU Pa3HOOOPA3HOW KOPPECMOHACHIIMH yAO0O0HO, KPOME BBIIIE
MIPUBEICHHBIX 00s3aTeNbHBIX MAMOK, TOMOTHUTEIHFHO CO3/IaTh CBOM MAIKH JIJIsl BXOISIIUX MHCEM. DTO MOYKHO
cenarb, UCNoyib3ys riaaBHoe MeHro daiin - Ilanka - Co3maTe WM KOMaHIy KOHTEKCTHOTO MeHio Co3math
TMarnky.

Ilanesb MHCTPYMEHTOB

[MTanens wHCTpyMeHTOB OUtlOOK EXPress comeput psa KHOIMOK, JAyONHPYIOIIUX Haubosiee 94acTo
HCIIOJIh3yEMbIE KOMaH/Ibl OCHOBHOTO MEHIO.

Coznath coobieHue - oOpalieHue K TeKCTOBOMY PeAaKTOpy JUTsl MOATOTOBKH IMHCHMA.

OTBeTuTh Ha BBIOPAHHBIE COOOIIEHHUS - BBIBOJI Cpa3y HECKOJbKHUX OKOH TE€KCTOBOTO PElaKTopa s
MOJATOTOBKH OTBETHBIX MOCIaHU U30paHHBIM KoppecnoHaeHTaM. B nmone Tema nmoacrasnsercsa Re:... u tema
COOOIICHUS, HA KOTOPOE TOTOBUTCS OTBET.

OTBETUTH BCEM — BBIBOJ] HECKOJIBKUX TEKCTOBBIX OKOH, PABHBIX 10 YHCITY KOJMYECTBY 3aIMCEH B MaIKe
Bxopsimue, 1151 TOATOTOBKY OTBETHBIX COOOIIEHUHN.

[TepecnaTh - OTIPaBUTH MOTYUYEHHOE COOOIICHIE TPEThEMY JIMILY, IIPU ATOM JaHHOE COOOIIeHue OyaeT
coJiepKaTh BaIlly MOAMUCH M, BO3MOXKHO, Baml komMmeHTapuii. B mone Tema moacraBisiercs Fw:... u Tema
COOOIIIEHUs, KOTOPOE TIEPEChLIAeTCs.

[TeuaTaTh BEIOpaHHBIE COOOIICHUS - OTIIPABUTh HEKOTOPHIC W3 MHCEM Ha MeYaTh.

Y nanute BEIOpaHHBIE COOOIIIEHUS - TOMEIIAET BEIOpaHHBIE COOOIIEHUS B TIANKY Y JAJICHHEIE.

JlocTaBuTh HOBYIO TOUTy - TIOCJIE HaXaTHs HA STy KHOMKY JOCTaBISETCS KOPPECTOHICHIINS,
HaKOIMBIIAsICS B TOYTOBOM SIIMKE HA CEPBEPE.

AJpeca - KaTaJor IJisl XpaHSHHS JAaHHBIX O KOPPECTIOHICHTAX.

Haiitu — nmonHodyHKIIMOHAIBHAS TOUCKOBAs CUCTEMa I10 TTOYTOBOMY apxuBy. lone3na mpu pabote ¢
OOJBITUMU 00bEMaMH KOPPECTIOHICHITHH.

O6mue npununsl padorsl B Outlook Express. Yuernsle 3anucu

[Mporpamma Outlook EXpress mos3BosisseT BecTH pabOTy C HECKOJBKMMH MOYTOBBIMU SIITHKAMH.
Kaxgomy moyToBOMY SIIMKY COMOCTABISETCS y4e€THas 3amuch. [ co3maHusi HOBOM YYETHOW 3amucu
HeoOxoauMo BBIOpaTh KoMmaHIy CepBUC - YUeTHbIE 3alUCH, B MOSBUBIIEMCS JMAJIOTOBOM OKHE BBIOPATh



Job6aButh - Iloura u, ciaemys ykazanussM Mactepa moakmatoueHus K Internet, BBectn HE0OXO0AMMYIO
uHpopMaIHIo 0 cebe U CBOEM IOYTOBOM SIIUKE.

Ipumeuanue. Jlomennsie uMmena SMTP u POP3 cepBepoB MOXHO MOTYYHTH JIMOO Yy TTOCTABIITUKA YCIYT
Internet, mpenocraBUBIIEro MOYTOBBIN SIHK, JIMOO B CIIPABOYHON CHCTEME OECIUIaTHOTO MOYTOBOTO CepBEpa,
Ha KOTOPOM OBbLJT 3apETUCTPUPOBAH [TOYTOBBIN AIIHUK.

BbI MOkeTe OTHpaBIsATh U MOJIyYaTh MMCbMa HE TOJILKO Yepe3 BeO-UHTEp(EiC 1 HCIOIb3ys TOUYTOBBIE
nporpammsl, Takue kak: Microsoft Outlook, The Bat u ap. J{ist ux HACTpOMKH BaM MOHAJTO0OUTCS CIIEAYIOLIast
uHpOpMaLHs:

Baru snekrponnsiii aapec (Ilvan@mail.ru)

Cepgep Bxosei moutsl (POP3-cepsep) — pop.mail.ru

Cepsep ucxopsieii moursl (SMTP-cepBep) — smtp.mail.ru;

Wwms nonw3oBarens Ha POP-cepBepe — 3T0 mojHOE Ha3BaHUE BAIIErO MOYTOBOTO SIIMKA, BKIHOYAs
JIOTHH, 3HaK «@»u qoMeH (Hanpumep, lvan@mail.ru);

[Tapons — Tekyumii naposib, KOTOPBIM Bbl UCIIOJIB3YETE U1 BX0/1a B [IOYTOBBIN SIIMK;

ITopr — POP3 — 110 (6e3 mudposanus) u 995 (c mudpoBanuem)

SMTP — 25, 587 wim 2525 (6e3 mmudpoBanus) u 465 (c mmdppoBanuem).

B Hactpoiikax mo4roBoii mporpaMMbl HEOOXOAUMO YKa3aTh, UTO CEPBEP UCXOMASIIEH MOYTHI (M CepBeEp
SMTP) TpebyeT aBTOpHU3aIIH.

ApecHasi KHUTa

Jnis ynodcersa pabotsl B mporpamme Outlook Express mpeaycmoTpeHa BO3MOKHOCTD BEICHHS aIpeCHOM
KHHUTHY, B KOTOPO MOXHO XpaHUTh WH(OpMaIKo 00 ajpecarax, ¢ KOTOPHIMU 4acTO BEAETCA MEpernucKa Mo
3JIEKTPOHHOM MOYTE.

OcHOBHbBIE KOMaH/IbI aJIPECHON KHUTH:

CozniaTh HOBOTO a/ipecarta - CO3/IaHie HOBOM 3alKCcu B BEIOpaHHOM IpyMIie apeCHON KHUTH.

CoznaTh HOBYIO TPYIIY - OTKPHITHE HOBOM TEeMaTHYEeCKOW MAmKWU JUIsl aapecaToB OIpeneieHHOU
TPYTIIIBL

VY anutse - yaaneHue 3aruc UK TPYTIBI 3aMUCei.

[Towck nrozei - BCTpOCHHAS MMOMCKOBAs CHUCTEMa JIJIsl TIOMCKA JIFOJIe W WX TIOYTOBBIX SIIUKOB KakK B
aJipecHO KHHTE, TaK U B ceTH Internet.

Co3nanue, OTIPAaBKa M yaJieHHe 3JIeKTPOHHOI0 NMCbMa

Jl1s BBI30Ba pelakTopa MOATOTOBKH MOYTOBOTO COOOIIEHUSI MOKHO 00paTuThes K MeHto CooliieHue -
Co3znaTth cOOOIIEHNE UITH MPOCTO HAXKaTh HA COOTBETCTBYIOLIYIO KHOIKY MAaHEIU HHCTPYMEHTOB.

Anpec MOKeT ObITh BIIMICAH BPYUHYIO HIIM B3ST U3 apeCHO KHUTH. J[J1s1 TOTO 4TOOBI BOCIIONB30BATHCS
aZipecHOM KHUTOH, HeoOXoauMo HakaTh Ha KHomKy Komy. OTtkpoercs nuanoroBoe OKHO BriOpath
nosrydareneil. B okHe HEOOXOAMMO IIENKHYTh «MBIIIBIO» Ha UHTEPECYIoIel Bac (haMUINK U HaXKaTh KHOTKY
KoMy, eciii BBI XOTUTE OTIPABUTH MHUCHMO 3TOMY 4YeI0BeKY. UTOOBI OTIIPABUTH KOIHIO MHChMa EIIe OJTHOMY
YeNoBEeKy, HY>)KHO BBIOpaTh ero ¢ammini U HaxaTh KHONKY Komusa. Aapec SJIeKTpOHHOM MOYTHI ITOTO
yenoBeKka OyAeT MOJICTaBJIeH B COOTBETCTBYIOIEE IMOJ€ BBOJA KOHBEpPTa OTIpaBiisieMoro nucbMma. [lamee
HeoOxoauMo HaxaTh KHONIKY OK, 94T00BI 3aKkphITh quanor Beibop nomyuaTeneit. Anpec BBIOpaHHOTO ajpecara
OyZeT oToOpa)keH B COOTBETCTBYIOIIEM T10JIE KKOHBEPTA» CO3/1aBa€MOI0 MUChMa.

[Tpu oTmpaBke MUChMa MOXHO yKa3aTh HECKOJBKUX anapecaroB. Eciu aapec 3amuchiBaeTCs BPYUHYIO,
TO aJipeca pa3esaioTcs CHMBOJIOM «TOYKA C 3aIlsITON.

YacTto HEOOXOAUMO Tepeciarh MO SJIEKTPOHHOW Mo4YTe HE TONBKO TEKCT, HO W pa3iIuyHble (ailibl,
HanpuMep, H300pakeHus, 3BYKH, JIEKTPOHHBIC TAOJIHIIBI U T.].

Jlist 5TOro MO’KHO HCIONIb30BaTh MeHIO " BcraBka - Brnoxkenue daitna wnu kHonky Brnoxwuts. C
MMOMOIIBI0 Iuajiora BeTaBka

BJIOKEHUN MOXKHO BBIOpaTh Ha Aucke ¢ailnl ¥ HaKaTh KHONKY BIOXWUTH, YTOOBI MPUCOSIUHHTH
yKa3aHHbIM (aitn k nuceMy. s Toro ytoObl MPHCOEAMHUTH HECKOJBKO (ailioB, HEOOXOIUMO elie pas3
BBITIOJTHUTH T€ KE IEHCTBUSI.

[Tocne Toro, kak MUCHMO TOTOBO, HEOOXOAUMO Ha)kaTh KHOMKY OTIPaBUTh HA MaHEIN WHCTPYMEHTOB
okHa Co3nanue coobmenus. [Tocae sToro okno Coznanue cooOIeHUs 3aKPOETCs, a MUChMO OYyIET 3aliCcaHo B
nanky Mcexonpsmue.

Yto0Ob! OTHPAaBUTH MOATOTOBIIEHHBIE CO00IIEeHUs U3 nanku Mcxoasimue, HeoOX0IUMO HaXaTh KHOMKY
JloctaButh Ha naneiu uHcTpymeHToB Outlook Express. ITocne 3Toit onepanuu cooOuieHue OyAeT OTIpaBiIeHO



Ha cepBep, a ero KOIus - 3anMcana B nanky OTrnpaBieHHbBIC.

Yro0Obl yaamuTh MUCHMO, HEOOXoauMO BbIOpaTh B cnucke " Ilamku mamky, cofepiKamlryro JaHHOE
COOOIIIEHHE W BBIICIUTh 3TO IMHCHMO, 3aTE€M HaKaTh KHOIKY YJaluTh Ha maHean uHcTpymeHnToB Outlook
Express. [Tucemo Oymet moMenieHo B nanky Y paneHHbie. IMeeTcsi BO3MOKHOCTh BOCCTAHABIMBATH y1aJICHHBIE
NMUChbMa W3 MANKU Y gayneHHble. I 3TOro MCHoiib3yeTcs onepanus NEpeTsSTUBaHusl COOONICHUS M3 TalKH
VY naneHHbIe B HY)KHYIO TIATIKY.

Co3aanue noanmucu

OObIUHBIC TTHChMA MPUHSTO MOANKCHIBaThH. [Ipu uconb3oBanuu mporpammbel Outlook Express umeercs
BO3MOYKHOCTh TOJIUCHIBATh W 3JICKTPOHHBIC THcbMa. [y co3maHMs TOAMHMCH HEOOXOIMMO IpOeaTh
CHEAYIOLIME EUCTBUA:

. B MeHio CepBuc BeIOpaTh [lapameTpsl u nepeiit Ha 3akiaaky [loanuce;
. HaxxaTh KHOMKY Co3/71aTh M BBECTU TEKCT B noJie I3MEHUTh MOIHUCH;
. YCTaHOBUTH (h1akok J[00aBiIsATh MOAMUCH KO BCEM UCXOISIIUM COOOIICHUSM.

YreHue npuuieae NoOYThHI

Bce anexkTpoHHBIE NUCbMA, MOCIAHHBIE HA Ball MOYTOBBIA SIUK, BHadaje coOMpalOTCs B HEM Ha
cepepe. st TOro 4TOOBl UX TONYYUTh U IMPOYUTATh, HEOOXOAUMO CBSI3aThCS C IMOYTOBBIM CEPBEPOM. DTO
MOJKHO CJIeJIaTh Ha)KaTUEM Ha KHOIIKY J[ocTaBUTh Ha naHesnn HHCTpyMeHTOB. [Tocie aToro OyneT nmpousBeeHa
IIPOBEPKa BAILIETO IOYTOBOIO AIMKA HA TOYTOBOM cepBepe. Bee HoBble cooOueHus OyAyT 3allicaHbl B ManKy
Bxopsmue. HenpounTtanHuele cOOOIIEHUST UMEIOT 3HAYOK B BHJIE 3all€4aTaHHOIO KOHBEPTA, a POYUTAHHBIC -
OTKPBITOI'O KOHBEPTA.

[Tomy4yeHHble cOOOLIEHUS MOXKHO YMTaTh JUOO B 00JacT IPOCMOTpA, TUO0 B OTIEIbHOM OKHe. Jljis
MIPOCMOTpa COOOIIeHNs B 00JaCTH MPOCMOTpPa HEOOXOIMMO HICTKHYTh 10 HEMY B CITUCKE cooOmeHuid. Jlis
IIPOCMOTpa COOOIIEHNUS B OTAEIBHOM OKHE - IBaXK/IbI IIEJIKHYTh 110 HEMY B CIIUCKE COOOIIEHUH.

Ecnu nosydyeHo mucbMo, ciieBa OT 3arojioBKa KOTOPOTO HAXOJIUTCS M300pakKeHHE CKPENKH, TO ITO
O3HayaeT, 4TO K 3TOMYy NHMCbMY NpuKpemieH (aiin. [lo HakaTHIO «MBIIIBIO» Ha 3HaukKe, 00O3HAYAIOILEM
BJIOXKCHHBIN (haili, TOSBUTCS CHUCOK (hailyIoB, MPHUKpEIUIEHHBIX K muchbMy. Ecim Haxkath Ha COXpaHUTH
BJIOXKEHHUSI OSBUTCS COOTBETCTBYIOLIEE AMAJIOrOBOE OKHO COXpaHeHHs (aiina.

[Tockonpky HE CyLIECTBYET €IMHOr0 CTaHAapTa Ha KoJupoBaHHME OYyKB pyccKoro aindaBuTa B
COOOLICHHSX AIICKTPOHHOU MouThI, mporpamma Outlook EXpress mbiTaeTcsi caMOCTOSTEIBHO OIPEICIUTh
KOJAMPOBKY mpuxoasmmx muceM. OJHAKO BCErja e€cTh BEPOSTHOCTH, uTo mporpamma Outlook Express
OINpeNIeIUT KOJUPOBKY HempaBwibHO. Ecim TekcT oroOpaxaercss HEKOPpeKTHO (OeccMbIciIeHHas
MOCJIEZI0BATEIbHOCTh OYyKB W 3HAKOB), TO HEOOXOAMMO CMEHUTh KOAMPOBKY. BbIOOp KOIUpPOBKH
OCYILIECTBIISIETCS € HCMONb30BaHMEeM KoManzabl Koauposka B MeHro Bupa. Ilocne BbiOOpa 3ToM KOMaHIbI
OTKpoeTcst MeHIo. Tekymas KoJupoBKa OTMEUEHa KpPY)KKOM Yy €€ Ha3BaHHs, BbIOOp HOBOW KOAMPOBKHU
OCYIIECTBIISAETCS HaXKaTUEM Ha €€ Ha3BaHUU.

Co3nanmne GpuiIbTPOB

ITpu pabote ¢ 6onbIIMMHU 00bEMaMH KOPPECTIOHIEHIIMH YJO0OHO KJIaCCU(PHUIMPOBATh MUChMA 10 KAKUM-
100 MpU3HAKaM U pa3MelaTh UX B OTJENbHBIX Mankax. BolmolHEeHNe JaHHBIX oNepaluii Bpy4YHYIO TOCTaTOYHO
tpynoemko. [Iporpamma Outlook Express mo3BossieT oCyImecTBIsTh aBTOMaTHYECKYI0 00pab0TKy COOOIICHUI
10 TIPABUJIAM, KOTOPBIE ONIPENEISAET MTOJIb30BATENb.

B kxaxxaoM mpaBuiie yKa3blBalOTCS HWIACHTU(UKAMOHHBIE MPU3HAKK COOOIIEHUs (CojiepKaHue MoJe
"Komy", "Ot1", "Konus" u T. A.) 1 nelctBus (mepecnarb, OTBETUTh, HE 3arpykaTh U T.J.), KOTOPbIE JTOJKHA
BBIONHUTH mporpamma Outlook EXpress Hax moiydeHHBIM COOOLIEHHEM, YOBJICTBOPSIONIMM yKa3aHHBIM
MIPU3HAKAM.

Jnis co3nanusi, peAaKTUPOBAHUS WM yIAJIeHUs IPaBUI 00pabOTKU MUCeM HEOOXOAMMO BBI3BaTh OKHO
[lpaBuna s cooOmieHuit U mepedtH Ha 3aknaaky llpaBuia nias mouTsl. BhI30B OKHa OCyIIECTBIISIETCS
komanjoi IlpaBuna st cooOmenunit -IToura u3 mento Cepuc. C nomouisto kHonok Co3nate, VI3MeHUTH,
Konuposare, ¥Yaanuts, [Ipumenuts okna [IpaBuna uis cooOmieHnii MOKHO COOTBETCTBEHHO CO3/aTh HOBOE
NPaBUJIO, MOIU(UIMPOBATH YK€ CYIIECTBYIOIIEE NPaBUIO, CKOMHMPOBATH MPABHIO, YAAJIUTH MPABUIIO,
IIPUMEHUTH [IPABUIIO K PAHEE MOJIyUYEHHBIM COOOIIEHUSM.

[Tpu co3aannu HOBOTO MpaBUIiIa 00PaOOTKH AIIEKTPOHHBIX IMHCEM Ha dKpaHe NosBisiercs okHo ©* Co3aaTh
MPaBUJIO JUISI IOYTHI, KOTOPOE COCTOUT M3 YeThIpex mnosieil. B mepBom mnose BriGepute ycinoBus st JAHHOTO
[IpaBUJIa MEPEUUCIICHbl PU3HAKH, IO KOTOPBIM MOKET OCYLIECTBIATbCA HIACHTU(UKauUs cooOmeHus. Bo
BTOpOM mosie Bribepure neiicTBus 7Sl JaHHOTO MpaBHJIa MEPEUHUCICHbI ASHCTBUS, KOTOPBIE TOJHKHBI OBITH



BBIITOJIHEHBI HAJ TMCbMaMHU, YAOBIIETBOPSIOIINMY YKa3aHHBIM pU3HaKkaM. B TpeTteeM nosne Onrcanue npaBuia
NPUBEJCHO OINMCAaHME MpaBUia, Ui PEJAKTHPOBAHUS MApaMETPOB KOTOPOrO HEOOXOAMMO IIEIKHYTH IO
Ha3BaHUIO KOHKPETHOTO napaMeTpa. B ueTBepTom mnosie ykas3plBaeTcsl Ha3BaHUE CO34aBAaEMOro IpaBuJa.

3AJIAHUE
1. O3HaKOMBTECh C TEOPETUYECKUMH CBEICHHUSIMH ¥ OCHOBHBIMH NpHUHLUIAMU pabOThl B
nporpamme Outlook Express.
2. CozpaiiTe HOBYIO YUETHYIO 3aIIMCh JIJIs IOYTOBOTO SLIUKA (CYIIECTBYIOUIETO MU CO3/IaliTe €ro).
3. 3. BeinoaHKUTE MOYTOBYIO NEPENHCKY C IPYTUMH CTYJACHTAMH CBOEH IPYIIIIbL:- CO3AalTe MUCHMO;
. OTIIPaBbTE MOYTY;
. IIOJIyYUTE II0YTY;
. HaIMUIIUTE OTBET Ha MUCHMO;
. MIEPELUINTE MTOJIyYEHHOE THCHhMO;
. yAAIUTE HEHYKHYIO0 KOPPECIOHICHIIHUIO.
JladbopaTopnasi padora Ne 5
IMouck uupopmanum B r;100aJbHOM CETH.
3AJJAHHUE

Hcnonb3ys MOMCKOBBIE CUCTEMBI (Harmpumep, WWWw.ya.ru, www.rambler.ru, www.google.com u ap.),
HaiiiuTe He0OXOANMMYIO HH(OPMAITUIO U 3aITOJTHUTE TaOJIHILY.

*B mone Mudopmanumonnbiii pecypce ykaxure URL-ampec pecypca, Ha KOTOpoM Oblia HaiijeHa
uH(popmanus

«Hcropuk XX Beka Poy3 ckazan «3to 3aaymieBHast Oecena 0e3 clOB, JIMXOPaJ04YHAsT aKTUBHOCTb,
TpuyMd U Tpareaus, HaaeKaa U OTUasHUE, )KU3Hb U CMEPTh, 033U M HayKa, TIpeBHUI BocTok 1 coBpeMeHHast
EBpomnay. McTouHuk MHOKECTBA MHTEPECHBIX MaTeMaTHYEeCKUX 3a1ad. TepMHHBI M3 3TOH 00JIACTH MOXHO
BCTPETHUTH B JIUTEPAType M0 KOMOMHATOPHKE, TPOrpaMMHUPOBaHUI0, KnobepHeruke. Ponuna - Unaus. Bospacr-
XV croneruit. Mg nzobperatens HeM3BeCTHO. J[peBHee Ha3BaHUE - YaTypaHra.»

Bonpoc: «KTo siBNIsieTcs €IMHCTBEHHBIM HEMOOEX I€HHBIM YEMITHOHOM MHUPA MO 3TOMY 7»

2. «Kak — 1o pa3 Ha mpueme OAMH OOraThlii BEIbMOXKA 3aMETHJI ABIPKY Ha Ka(TaHe 3TOr0 BEITUKOTO
PYCCKOI'O Y4E€HOTO M, pELIMB MOM3AEBAThCS HAJl HUM, cnpocuil: «YTo, cynaph, sl mojarar, 3TO YYEHOCTh
BBITJIS/IBIBAET OTTYa7»

Bomnpoc: KTo 5TOT BeMKU yUeHBIM U 4YTO OH OTBETUJ BesbMoyke? HalimuTe mopTpeT 3Toro y4eHoro
(BcTaBbTE M300paKEHUE B TAOIHILY).

3.«Bcem u3BecTHa kaptuHa Jleonapno na Bunuu «Mona Jluza» (J>xokonaa).

V¥ KEHIIMHBI Ha KAPTUHE OTCYTCTBYET JAETAJIb BHEIIHOCTH,

B TO BpeMsl KaK 3Ta JIeTajlb €CTh y KaXJI0T0 YEIOBEKay.

Bonpoc: «Yrto 310 32 nerans? Haiiaure aapec web-caiita my3es, B KOTOPOM XPaHUTCS OpUTHHAI
MOJIOTHA.)»

4. «T'og ero poxnenuss 1974. M3o0peratenb ero - apXUTEKTOp, MPENoAaBaTellb MHCTUTYTa. DTO
HarJsifHoe rmocobue no anredpe, KOMOMHATOpHKE, IporpamMmmupoBanuto. Ecinu urpars 0e3 cucteMsl, TO AJs
JTOCTHKEHUS LI€H NOTPEeOYIOTCS MUJUTMOHBI JIET.»

Bonpoc: «Komy npuHauiexxuT MUPOBOM PEKOP/ U 3a KaKOE BPEMS ChITPajl pEeKOPACMEH 7»

5. «B ®eccanuu pa3zBoawin ocol0yro MOpoAy Jomanei. J[peBHue rpeku CUuTaiu, YTO TOJOBBI 3THUX
JIOIIAJ €N TTOX0KH Ha TOJOBBI OBIKOB.»

Bonpoc: «Kak 3Bany camMoro M3BeCTHOTO BIaJeiblia JIOMAAW (eccanbCKoi MOpoJabl U Kak 3BaJlU
JIoIaan 7

6. «Ha xaprtune PemOpanara «Castoe cemeilcTBO» u300pakeHa >KEHIMHA, YyOaloKMBarowias
MJIaJIeHIa.»

Bonpoc: «Kto mocmyxun Mozenbio a1 3Toil repounun? Haiiaure nzoOpakeHre KapTHHBI (BCTaBbTE
n3o0pakeHue B Tabnuiy). Haiinure anpec web-caiita My3est, B KOTOPOM XPaHUTCSI OPUTHHAJ TIOJIOTHA.)

7. «Actopust nxX n300peTeHUs] HACUUTHIBACT THICAYM JIeT. Bpsia a1 KTO-TO BO3bMET Ha ceOs CMEIOCTh
Ha3BaThb UMs H300petarens. B ApeBHOCTM MX Ha3blBalIM KIENCHIpaMU. DTa BEllb Ha NMPOTSKEHUU BEKOB


https://infourok.ru/go.html?href=http%3A%2F%2Fwww.ya.ru
https://infourok.ru/go.html?href=http%3A%2F%2Fwww.rambler.ru
https://infourok.ru/go.html?href=http%3A%2F%2Fwww.google.com

IIOCTOSIHHO COBEPIIEHCTBOBAJIACH, YMEHBIIASCh B CBOMX pasMepax. B pasHoe BpeMs B 3TO BHECIIH CBOIO JICTITY
Ianuneo [Nanuneit, nana puMmckuid, nmxenep KymuOun.»
Bomnpoc: «B xakoMm roay ¥ rie BOEpBBIE MOSBWINCH «IJIABHBIE» OHM I HAlIEH CTPaHbl U KaK OHH
Ha3bIBAIOTCA?»
8. «Hocud bponckuii mucan o Hem:
Ce Benmukuii celH Poccnn,
XOTbh U MPaBSAIIETO Kiacca,
MyX, 4bH IPaBHYKU OOCHIE
Toxxe peiko BUIAT MSICO.»
Bonpoc: «O koM uaer peub?»
Haiimure mopTpeT 3Toro uenoBeka (BCTaBbTe M300paKeHUE B TAOJIHILY ).
9. «B moamockoBHO# ycaapbe AOpaMiieBo B CBOE BpeMs ObLIM HAIMCaHBI JABE KapTUHBL «/leBouka ¢
nepcukamu» kuct CepoBa u « AGpamiieBckas 6oruHs» BacHemosa.»
Bonpoc: «Uto o6beaunseT 3ty KapTuHbI? Haiiaure anpec web — caiita My3es, B KOTOPOM XpaHHUTCS
nepBasi U3 IePEeYUCICHHBIX KaPTHUH.»

JlabopaTopuasi pa6ora Ne 6,7
I'naBnoe menio nporpammsl MS Power Point.

IHanean nacTpymenToB B nporpamme MS Power Point.

OcHOBHBIE 32/1a4YH 110 CO3AAHKI0 npe3eHTanuii PowerPoint

PowerPoint ns Microsoft 365 PowerPoint 2021 PowerPoint 2019 PowerPoint 2016 Erme...

ITpezentanus PowerPoint — 310 cnaiin-moy. UtoObl JoHECTH COOOLIEHHE WM paccKas3, UX HYXKHO
pa3dute Ha cnaiinel. [IpencraBpTe ceGe, UTO KaAblid CIAJ — 3TO YUCTBIA XOJICT Ui PUCYHKOB U CJIOB,
KOTOpbIE IOMOT'YT BaM U3JIOKHUTb JOKJIAI.

Bouee noBbie BepcunOffice 2010

Br160p Tembl

OtkpeiB nporpammy PowerPoint, Bbl yBUANTE HEKOTOpbIE BCTPOEHHbIE TeMbl M I1a0JIOHBI. Tema
NpeJCTaBisieT co0oOl MakeT ciaiijia, KOTOPBIH COAEPXKUT cOoYeTaroIuecss Mexay coOoil msera, mpudTel U
crenranbHble () (EKThI, TAKKE KaK TEHH, OTPAXKEHUS U IpyTHeE.

1. Ha nenre Ha Bruagke daiin Beioepute Co3naThb, 3aT€M BbIOEpUTE TEMY.

B PowerPoint Oyaet noka3an npeaBapuTeabHblil BU TeMbl. CripaBa MOYKHO BBIOpATh OJJUH U3 YETHIPEX
BapUaHTOB PACLBETOK.

2. Haxwmure xHomky Co3aarh WM BbIOEpUTE IIBETOBYIO CXEMy, a 3aTéM HaXMHTE
kHONKy Co31aTh.

MAQKeT 3aroAoOBKa

n Coapars
) AONANMHTENBNBIE NIODPAEHA »

[Toapo6nee: Mcnonb3oBanue u co3aanue TeM B PowerPoint

BcraBka HOBOrO ciaiina

. Ha Bxnaake I'taBHas mEeTKHUTE HIDKHIOW 4YacTh KHOMKK Co31aTh Cjaiil 1 BEIOEpUTE MaKeT
cllamna.



javascript:
javascript:
javascript:
https://support.microsoft.com/ru-ru/office/%D1%81%D0%BE%D0%B7%D0%B4%D0%B0%D0%BD%D0%B8%D0%B5-%D1%81%D0%BE%D0%B1%D1%81%D1%82%D0%B2%D0%B5%D0%BD%D0%BD%D0%BE%D0%B9-%D1%82%D0%B5%D0%BC%D1%8B-%D0%B2-powerpoint-83e68627-2c17-454a-9fd8-62deb81951a6

Beraska AwzanH
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BrTaente
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= Pasaen -

Bydep obMeHa

[TonpoGuee: Jlob6aBnenue, U3MEHEHHE MOPSJIKA U YJAICHHUE CIaiI0B.
CoxpaHeHue npe3eHTanuu

1. Ha Bxnanke ®@ain HaxmuTe KHOIIKY COXpaHMTh.
2. Bribepure nanky.
3. B none Umsa ¢aiiia BBeauTe MMs IPE3CHTAIMH, a 3aTEM HAXKMUTE KHONKY COXPAHUTh.

Ipumeuanue: Ecnu BbI yacTo coxpansere (aiiibl B ONpeIeIeHHYIO ManKy, MOKHO 3aKPENHTh MyTh K
Heil, 4ToObI 3Ta namnka Bceraa 0bu1a o pyKo (Kak MOKa3aHo HUXKeE).

©

CoxpaHUTb

. L] KomnbroT
ata Microsoft

Texywan nanka
“- Cnelrive nonwaoeaTens H
HJpwit Borgaqoe yurib

G55 Apynee Beb-caims
. MoCheqHAE NanKW

] Kownetotep JoxymenTos

Coget: Coxpansiite paboTy 1Mo Mepe ee BoimosHeHus. Yacto Haxxumaiite kiaBumm Ctri+S.
[Monpo6uee: Coxpanenue (aiina npe3eHTauu
JlobGaBneHnue Tekcra

BriOepuTe 3amemaronyii TEKCT ¥ HAaUHUTE 11e4aTaTh.

[hererassrereme s jemremeemommeemmeeemeeeeeeeeeemsnees o
i [lpon3BOACTBEHHBIN cnpod §
o o
e e 4
» TekcT cnanpaa
dopmaTupoBaHHe TEKCTA
1. Beigenure Texcr.
2. B pazgene CpeacTBa pucoBaHUS OTKPONTE BKIIaAKy Dopmar.

CpeacTea pUCOBAHWA [MpesenTauna - PowerPoint
¢ Yroe 1Te caenate?
. W . QBanuEKa burypel = A 3anmeka TexcTa ™
Afe Ade Ads v E KonTyp $urype = A A A v ﬂ KonTyp TekcTa =
) - Tl kel GUrypeEl T T | A\ Tekcroseie sdderter v
CTian duryp Tu Crunw WordArt Tu




3. BrinosiHuTE OTHO M3 YKa3aHHBIX HUKE JCHCTBUH.

. UToOBl U3MEHUTH IBET TEKCTA, HAKMHUTE KHONIKY 3aJMBKA TEKCTAa U BEIOCPUTE HYKHBIH IIBET.

. UToObl HU3MEHUTH LIBET KOHTYpPA TEKCTA, HAXMUTE KHONKY KOHTYp TekcTa u BbIOepUTe HYKHBII
LIBET.

. UToObl MPUMEHUTH K TEKCTY TeHb, OTPaXKEHHE, CBEUCHHE, pelibed, TOBOPOT 00bEMHOM QUTypbI

i npeoOpa3oBanue, HAKMUTE KHONKY TekcToBble 3(pdeKThl 1 BoIOEpHUTE HYKHBIN 3D DEeKT.
[ToapoGHee 00 rToM:

. N3menenne mpugTon

. H3meneHune nBeTa TeKCTa Ha clanae

. JloGaBieHre MapKepOB WIH HyMEpPALUU K TEKCTY

. [IpuMeHeHne HaICTPOYHOTO U TIOJICTPOYHOTO (POpMATUPOBAHUS K TEKCTY

JloGaBneHne pruCcyHKOB
Bri6epuTe Briaaky BeraBka, a 3aTem:

. 9TOOBI JJ00ABUTH PUCYHOK, COXPAaHEHHBIH Ha JIOKAJIbHOM JHMCKE WJIM BHYTPEHHEM CEpBeEpe,
menkauTe Pucynkn, Beioepure n300pakeHre U HAKMHUTE KHOTIKY BeTaBUTB,
. 9T00BI 100aBUTH pUCYHOK U3 MHTEpHETa, BRIOepUTE KoMaHy U300paxkenust u3 UntepHera u

HaﬁHHTC IHOAXOAAIIECC I/I306pa)KCHI/Ie C IIOMOIIBIO IT0JIA ITOMCKA.

BcTaBka KapPTHUHOK

b Mowck nzo6paxeHnid Bing

Mowmck Bing

Mowmck B MHTEepHeTR
Bribepute puCyHOK M HOKMUTE KHONIKY BCTaBHTB.
Hob6asnenue puryp
JUis wirocTpanmu ciiaiiia MoXHO 100aBUTh (DUTYPBI.
1. Ha Bknaake BeraBka BeiOepuTe @Urypsbl, 3aTeM BbIOEpUTE PUTYPY B HOSIBUBIIEMCS MEHIO.
2. [IenkHUTE U TIepeTanUTe B 00IACTH claiaa, YTOObl HApUCOBaTh QUTYDY.
3. Haxwmure Brianky ®@opmat i ®@opmart ¢purypsl Ha seHte. OTkpoiite Kosekuuo CTuim

¢uryp, uToOBI OBICTPO AOOABUTH IIBET U CTUJIH (BKIIOUAs 3aTEHEHHE) K BRIOpaHHOM urype.

CpeacTea pUCOBaHKMA

EpENCAEl AHumMauma Cnaig-woy PeueHsnposanne Bug Topmar Q

p ) - QBEHMEKE furypel
TEGEL T e
) ) L et durype -
CTunmn guryp ]

4
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JloGaBieHne 3aMeTOK JOKIIaT9uKa
Craiipl ydine He TMeperpyath OONbIINM KOJW4YecTBOM HH(popMmanuu. Bel MokeTe mOMECTHTh

ITIOJIC3HBIC (I)aKTBI " IpUMCYaHHA B 3aMCTKU NOKJIAIYNKa U 06pamaTLc;1 K HUM 11O MEpPC ITOKa3a IMPE3CHTAIUH.
T

1. YroObl OTKPHITH 00JACTh 3aMETOK, IIETKHUTE HAANUCH 3aMeTKH B HI)KHEW 4acTH

OKHa.
2. [IlenkuuTe BHYTpU 00IACTH 3aMETOK I10J1 CJIAHI0M U HAUHUTE BBOAUTH CBOU 3aMETKH.
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b [NaEHan CTpaHWLE Npoaak

F AADEC J.HQKTFI:I--CI:& MONTE NOgaepkHK

hdbui
» Ceompa

Bl

MpeacrasuTs MpWropwa
PesyiaTaTsl NPOAAX 33 NEpBRIA KBADTAN
HoeaA AWHeRKa TOBapO

Crafg2us4  [F I_: 3autmn| W Mpumesannas [E 25 B8 =g -—1 ¢ + 45% [
[ToxpoOuee:
. JloOaBiieHyre 3aMETOK JOKIAIIMKA B CIANIBI
" Ileuats CHaﬁHOB C 3aMCTKaMH OOKJIaA4uKa HUJIN 0e3 Hux

IToka3 npe3enranuu

Bribepure Bknanky Caaiia-moy, a 3aTem:

. 9TOOBI HAYaTh TMPE3CHTAIMI0 C IEepBOro ciaina, B rpymnmne HauaTh caaiia-moy HaKMUTE
kHonky C HayaJa,

HS O B -

aiin [naeHan Bcraska JwzaiH Mepexogb AHumMaLMA

5T B & B [ o owm
[} 1
= - Wenonezo
C  Crexywero Owunaiin-  [Npowssoncnoe  Hacrpoika Ckperme  HacTpoika 3anwce cnaig-
Hauana cnaiiga NpeseHTaUmMA = chaiig-woy ~  cnaig-wioy cnailg — BpemeHn Loy ™ Mokazate
HauaTte cnadg-woy Hactponka
" €CJIM Bbl HAXOJUTECh HC Ha IICPBOM Cﬂaﬁﬂe 1 XOTUTC HAYATh IMOKAa3 € HCT'O, HAXKMUTEC KHOIIKY C
TeKYLIero cJaijaa;
. €CJIM HYXXKHO TT0Ka3aTh MPE3CHTAINIO JIFOISM, KOTOPhIE HaXOAATCsI B IPYTOM MecCTe, BhIOepuTe

nyHKT OHJaiiH-Ipe3eHTalMA, YTOOBI HACTPOUTH ITOKA3 MpEe3eHTalMM uyepe3 VIHTepHeT, 1 BRIOepUTe OJUH U3
yYKa3aHHbBIX HUXKE BapUaHTOB.

. [upokoBemaTenbHbIN MMOKA3 IPE3EHTAMN IS YAAJICHHOH ay IuTOPHH

. [TpocMoOTp 3aMeTOK JOKJIaIUMKa BO BpEMS CIAA-1I0Y.

Beixon u3 pexuma crnaia-moy

UTOOBI BEIMTH U3 PEKUMA CIIAMI-III0Y, BBl MOXKETE B JIIO00M MOMEHT HaxxaTh Kiapuiry ESC.

Cogetbl 110 co31aHNI0 3PPEKTUBHBIX MTPE3SHTALNH

CrnenyiiTe mepeurcIeHHbIM HUXKE MO/ICKa3KaM, YTOOBI y/IepKUBATh BHUMaHUE Balllel ay IuTOPUH.

YMeHbLIalTe KOTUYECTBO CIANIOB.

Yrobbl MaTepuan ObLT M3J0XKEH YETKO M MOHSATHO, a BHUMaHHE ayJIUTOpUU He ociadeBajno, 4Hcio
CJIAi/I0B B MPE3EHTALUHU TOJKHO ObITh MUHHMAJIbHBIM.

BriOupaiite pazmep mpudra, yao0HbIN 1711 TPOCMOTpa.

Craiinel 1OMKHBI OBITH YJ000OYMTAaeMbl C HEKOTOPOTo paccrosHus. Ckopee BCero, 3puTensiMm OyneT
TPYAHO PACCMOTPETH TEKCT, €cu pazmep mpudra menee 30 MyHKTOB.



N3naraiite matepuan mpouie.

Hy>xHo, 4TOOBI 3pHUTENIN CITyIIAN Balll JOKJIAM, @ HE YUTAIHM TEKCT ¢ 9KpaHa. Mcronb3yiiTe MyHKTHI WK
KOpOTKHE TipeaiokeHusi. CtapaiTech, 9TOOBI KXKIBIN JIEMEHT CIIMCKA 3aHUMAaJT He OOJIbIIIE OJTHON CTPOKH.

HexoTtopbie mpoeKTopsl 00pe3atoT Kpasi CIai10B, OITOMY UIMHHBIE MTPEUIOKEHUS MOTYT OBITh BUTHBI
HE TIOJHOCTHIO.

[lenaiite npe3eHTauIO HAIJISIAHON.

N300paxkenust, rpaduku, auarpamMMmbl M rpaduyeckue 371eMeHThl SmartArt IOMOrarwT ayJIuTOpUn
JIy4lIle 3allOMAHATh Marepuail. JJOnoIHIITe TEKCT Ha CJIali1ax MOAXOAAIUMH PUCYHKAMH.

Ho He 3a0biBaiiTe, 4yTO HE CleyeT eperpykarh cllaiil HU TEKCTOM, HU IpaduKOM.

Crapaiitech, 4T0OBI TOJMUCH HA TUArpaMMax U rpaukax ObUIM TOHSATHBIMH.

JIumHero TekcTa ObITh HE JOJIKHO, TOJIBKO HEOOXOIUMBI MUHUMYM.

[TpumensiiTe MOAXOAAINI HEHABSA3YUBBIN (OH.

BriOepure mnpuBiekaTeNbHbI M COIIACOBAHHBIM IIA0JIOH WIM TeMa, KOTOpble Obl HE CIHILKOM
Opocanuchk B riaza. PoH u opopMIICHHE HE TOJIKHBI OTBJIEKaTh BHUMAaHUE OT CyTH HH(POPMALIUH.

ITpu sToM uTO 1BeTa (hOHA M TEKCTa HE JOJDKHBI ciuBaThed. Bo BcTpoeHHbIX Temax PowerPoint
HCIOJIb3YETCS] KOHTPACT CBETJIOro (pOHA M TEMHOT'O TEKCTA UM, HA00OPOT, TEMHOTO (JOHA U CBETJIOTO TEKCTA.

JlonosHuUTENbHBIE CBEACHUSA 00 MCIIONB30BAaHUM TeM CM. B cTarbe IIpuMeHeHue Tem u nobaBieHus
L[BETA U CTUJIS B IIPE3EHTALIUU.

[TpoBepsiiTe NpaBONKMCAHUE U TPAMMATHKY.

UroObl HE TOTEpsTh YBAXECHHS ayIUTOPWH, BCET/a TpoBepsiiTe opdorpaduio W TpaMMaTHKY B
IIPE3EHTALNH.

JlabopaTopHasi paGota Ne8

Coaepsxkanue M peJaKTHPOBaHHUeE NPEe3eHTALMH.

Pazpabotka npesenraruu. [Ipumenenue mada0HOB 1u3aiiHa.

OTOT npolecc NOArOTOBKU MIPE3EHTALMH PUAETCS pa3IeanTh Ha JBa dTala:

1. HenocpenctBenHas pa3zpaOoTKa Npe3eHTaluy, T. €. 0hOpMIICHHE KaKI0ro ciaiija.

2. JlemoHcTpauus, T. €. NpOLECC IOKa3a TOTOBBIX CIANIO0B, KOTOPBI MOXET COINPOBOXKIATHCS
MOSICHEHUSIMH YUUTENS, HEKOTOPBIMU IpapuecKUMU MOMETKaMHU I10 X0y IEMOHCTpAIUH.

Pa3paboTka nmpe3eHTanuu

Jnsg Hayana HYXHO cQOpMYJIUpOBaTh TeMmy Oyayuied Npe3eHTaluuu, XOTs Obl OpPHUEHTHPOBOYHO
OIpeJIeNINTh KOJIMYECTBO CIANI0B U UX CTPYKTYpPY, IPOAyMaTh BapUaHThl OOPMIIEHUS CIAiI0B.

ITogroroBuM mecTts cnainoB. Ha mepBoMm oTpa3um Ha3BaHME NPOEKTAa, HAIPUMEP, MPOTrpaMMBbI
Microsoft Office 2016, u ero mPOAOIKUTENBHOCTD (TUTYJIBHBIH THCT npe3eHTarmu). Ha Bropom rpadudecku
0TOOpa3uM CTPYKTypy npoekTta. Ha octanbHBIX — cosiepskaHne 3aHATUN, COOTBETCTBEHHO TEMAM:

* Microsoft Word;

* Microsoft Excel;

* Microsoft PowerPoint;

» Opranuzarust paboThI ¢ JOKyMEHTAIUEH

Coznanue npesentanuu (Ilopsiiok BeIMOIHEHMS)

1. 3anycture nporpammy PowerPoint. Tlepen Bamu nosiButcs okHo MS PowerPoint ¢ pa3nuusbIME
1a0JIOHAMU ¥ TEMaMH.

2. B nmaHHOM ciy4ae Mbl HE MCIIOJB3yeM TOTOBBbIE IIA0NOHBI W TeMbl. BriOupaem «Ilycras
MPE3EHTALH».



PowerPoint
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3. ITo ymomyanuto B Bepcuu PowerPoint 2016 cozgaérest nepBbiil ciaiif], Kak TUTYJIbHBIH — TO, 4TO HaM
HYXHO. B Oonee mo3aHuMX BepcusiX MEpBBIA Claij HYKHO CO3/aBaTh CaMOCTOATENFHO, HaKaB Ha
nyHKT «Co31aTh ciaiiny, TaM jxe MOKHO IPOCMOTpPeTh BUIbI TeM ciaiina Office.

Craiig Ne 1

4. Ilepen BaMu yKe cO37aH MEPBBIiA CIIal]] ¢ pa3METKOH JJIsl BBOJA TEKCTa (C METKAMU3AMOIHUTEISIMH ).

MeTKu-3aMoHUTENN — 3TO PAMKH C ITYHKTUPHBIM KOHTYPOM, MOSBIISIONIMECS TTPU CO3/IaHUH HOBOTO
craija. TU paMKU CIy’KaT METKaMH-3aIlOTHUTENSIMU ISl TaKUX OOBEKTOB, KaK 3aroJIOBOK Claii/ia, TEKCT,
JMarpaMMbl, TaOJIUIIBI, OPraHU3alMOHHBIE TUarpaMMBbl U rpaduka.

benwiii ¢poH cnaiina He TPOU3BOIUT BIEUATICHHUS, IOITOMY HAYHUTE CBOIO pabOTy ¢ BHIOOpA IIBETOBOTO
odopmIieHUs clana.

PowerPoint 1aét Bo3M0OXHOCTb BOCIIOIb30BAThCS [IIA0JIOHAMH [TU3aifHa, KOTOPbIE MTO3BOJISIFOT CO3/1aBaTh
npe3eHTanuu B onpenenéHHom cruie. [1labmon nuzaiiHa cCOAEpKUT IBETOBBIE CXEMBI, 00pa3Iibl CIANWI0B U
3arojIOBKOB C HacTpaWBaeMbIMU (opMaTraMu W cTWiIM3oBaHHble MpUGTHL. [locie mpumeHeHHs a0noHa
JU3aifHa KaX Il BHOBH JIOOABIISIEMBIN claii]] opOopMIISIeTCs: B €TUHOM CTHIIE.

5. IllenkuuTe Ha BKiIAAKy «Jlm3aitH» B rpymnne « Temb» mpocMaTpuBaiiTe U BhIOMpaiiTe Temy, naiee
MpaBO¥ KJIABUIIIEH MBIIIH MIEIKHUTE 1O TeME U BhIOepeTe KoMaHay «[I[puMeHHUTh KO BCeM cliaiiiam

Korma Tema BbIOpaHa, ocTaeTcsi BBECTH C KJIaBHATYPhl TEKCT 3aroJIOBKa M MO/A3aroyioBka. s sToro
JIOCTaTOYHO MIETKHYTh MBIIIBIO TI0 METKE-3alOJHUTEII0 U BBECTH TEKCT, KOTOPBHIM aBTOMATHYECKU OyAeT
oOopMIIEH B COOTBETCTBUU C YCTAaHOBKaMH BBIOpaHHOM TeMbl. [IepBblif caiin roTos.

Craiin Ne 2

Campblii CII0KHBIN IO U3TOTOBJIEHUIO U HACBIILIEHHBIH ciaiia. K ero moaroToBke Mbl IPUCTYIIUM B CAMYIO
MoCJeTHIo0 ouepes. Cpa3sy ke mocie pa3paboTKu MepBOro ciaiaa, MpUcTynuM K Tpetbemy. Cruaiig No 3

6. Jlms Toro 4uroOBbl BCTaBUTH HOBBIM Claia, wuaeM BO BkIaAKy «[maBHas» — «Co3marh
cinaiay. [losBnsiercss yxe 3Hakomoe okHO — Co3maHusi ciaifjoB... BriOupaem pasmerky crnaiina — «/IBa
00BEKTa.

7. lllemqox MBIIIH MO METKE-3aMOJIHUTEIIO0 3aroj0OBKa MO3BOJISIET BBECTH HOBBIN 3ar0JI0BOK.

8. lllemyok MbllK B MeTKe-3anonHuTenne JIeBoit KOJIOHKHU 1aeT BO3MOKHOCTh BBOJIUTH TEKCT.

9. Ilepexon k HOBOMY ab3aIly BHYTpU KOJOHKH OCYLIECTBIISIETCS IIPU MOMOIIY KIaBHUILIN

(Enter).

Texkcr B JleBoit kKomoHKe OQOpMIISETCS KaK MapKUPOBAHHBIA CIUCOK. PazMep, BET W BUI MapKepa
OTIPEICTISIOTCS TTapaMeTpaMy BIOPAHHOTO MIa0JI0OHa TU3aifHa.

10. Korpma mepBasi KoJIOHKa OyJIeT 3arojiHeHa TEKCTOM, KaK MPEACTABICHO Ha CKPUHINOTE HIDKE,



MIETTKHUTE 1T0 METKE-3aI0JIHUTEII0 BTOPOU KOJIOHKH U BBEIUTE TEKCT.
11. BBenuTe 3arojoBOK cJaiia, Kak Ha CKPUHIIIOTE

AT~ pre s b A ]
Microsoft Word

o PODMMOTHEOBIFHME o Hy e DOoBOHHRE 1
& ADsOLM AODEHMDOBOHHDIE
o CoOpTHpoBKG CrneRE
abac s o PODATHROBOHHS
TS ARLL
o NpraaHeHme
TaGAML

Cmatig Ne 4

12. Pa3pabaTpiBaeTcsi TOYHO TaK Ke, KaK MNPSABAYNIMA  ciaiia.  BeimonHsem
paboTy CaMOCTOSATEIBHO.

- BCTaBbTC HOBBIM CJIAM];

- BBIOEPUTE COOTBETCTBYIOILYIO Pa3METKY;

- BBEJIUTE TEKCT, COOTBETCTBYIOIIMI nporpamme MS Excel (ckpuHIoT Huke);

- 110 HEOOXOAMMOCTH pacrojiaraiiTe TeKCT B HECKOIBKO CTPOK;

- PaBHOMEPHO PACIPEAEITUTE TEKCT MO KOJIOHKAM;

Ty

- B CJIy4ac HCO6XOI[I/IMOCTI/I NEepeMECTUTC MECTKHU-3AIIOJIHUTCIIN, — BBI6epI/ITe BbIpABHHUBAHUC TCKCTA 110

CBOEMY YCMOTPEHHIO.
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Microsoft Excel

o BelposHMeaHME & PORMMOTE YHSEA
ACHHL & 34 aliKe & CopTHEOBKD

O ICNOAHSHME RYaEK SCIHM B

@ OTHOCHTE ABHBIE & IOTOAHSHKES
AECOARTHLIE TEBAMLE B DEHMAME
SOEARM L=ntala LETY]

Carig Ne 5

13. OCHOBHBIM OTJIMYHEM OT ABYX MPCAbIAYHINX CIIaliIoB SBJISICTCS TO, 4YTO B OKHC «CO3I[3TL

ClTaii1» HY>KHO BBIOPATh Pa3METKY «3arojOBOK U OOBEKT.

OpHako B 3TOM BapuaHTE UCIOJIb3yeM HepapXHUeCKUil (M1 MHOTOYPOBHEBBIN) CIIUCOK (IBa YPOBHS



a03al11eB — pa3IMIHBIC MAPKEPBI K OTCTYTIBI).

E Jnist Toro yToOB! "MOHM3NTE" WK "MOBBICUTE" YpOBEHb ab3ala, MPUMEHNTE KHOIIKY MaHeNn
MHCTPYMEHTOB B rpymnne «A63am». Mosxere cHauana HaOpaTb BeCh TEKCT B OJUH YpPOBEHb
(0OBIYHBIM MapKUPOBAHHBINA CIUCOK), a 3aT€M BBIJCIUTH a03allbl CIEAYIOUIET0 YPOBHSI M HaXaTb

COOTBETCTBYIOLIYIO KHOIIKY IaHEIM MHCTPYMEHTOB. Mapkep aBTOMAaTH4eCKHU OyJeT M3MEHEH NpH MepeBoje

a03a1a Ha HOBBII YPOBEHbD.

PaboTast ¢ MapkUpOBaHHBIMU CIUCKaMHM, OyJIbTE€ 0COOEHHO BHUMATEJIbHBI IIPH BbIJICJIEHUH 3JIEMEHTOB
ciucka. OT 3TOro BO MHOIOM 3aBUCHUT U PE3YJIbTaT.

14. Tak kak B 3aBUCMMOCTH OT JJIMHBI CTPOK BBOJMMOI'O TEKCTA Y BAaC €CTh BEPOATHOCTH MOJIyUYUTh KAK
"mmpokuii”, Tak ¥ "y3kui" CIHCOK, Mociae Habopa MOXKET BO3HUKHYTh HEOOXOAUMOCTh MEPEMECTHTD CIIHCOK
LIEJINKOM, YTOOBI 3pUTENILHO OH pacliojiarajics o HeHTpy cliaijaa.

15. B pesynbrate, opopMiIeHHE TEKCTA Y BAaC JOIHKHO MOIYYUTHCS CIETYIOIUM 06pa30M

& COLMSHHE SIS HTaLME
& BONERLTE HOEER ARG
L= L v R s e | ) FEL R e St
RAGTEE TEMOCT, COMIFBETOTRY S MM [TNRAAAA R

[ asrtysea BOT sl
3 10 PR OGRS O TR &
M RALED CTRERa

£ POBHOMEDHD DOCTDaAenHTe TeKCT NO
KOACHECM,

o B CAYHOE HEODRNOAMMOCTH NEDSMSETHTE
FABTIA-BCMONHITEAM

Cnatig Ne6

BrlimonHsercs aHATOTUYHO MPEIBIIYIIUM CIIai1am.

16. CaMoCTOSATEIBHO OTPEISIIUTE 3aT0JIOBOK M MAPKUPOBAHHBIN CIICOK Ha MPEICTABJICHHOM PUCYHKE
Hmxke. Ha crnaiife pacnonokure TeKCT, OMUPAsiCh HAa IPUMEPHI MTPOILIBIX CIaN/I0B.

1 Betemannmmi — BAocHet

Soda. Dipbecs  Dopndt Bug - Crpsans

OPraHM3aHOHHO-IPABOBAA; OPraHH3AIHOHHO-PACHOPSIHTENBHAN;

AOIOBOpHAA, pelilaMeHTHAA, HH(’}DIJMﬂUHOHHO‘CnPﬂED‘IHM:

IUIAHOBO-OTHETHAR . (PHHAHCOBO-OYXTaTTepCKas; KaApoBas; BIIBI CHCTEM JOKYMEHTALHH

Cmarig Ne 2.

17. Teneps npucTynuM K pazpaboTKe BTOPOTO ClIaiiia — CaMOro CJI0KHOTO IO BBIITOJHEHHUIO U CAMOTO
s dexTHOTO.

Tak Kak 3TOT ciaiii Hy’KHO BCTaBUTh IOCIIE NIEPBOT0O, 3HAYUT, CIEAYET MEPEUTH K NIEPBOMY CIANAdy.
[lepemenienne MeXIy ciaiilaMyd OCYIIECTBISIETCS MPU MOMOIIM KHOIMOK (CTPEJIKH), PACIIOJIOKEHHBIX Ha
BEpPTUKAIBHOM MOJI0Ce MPOKPYTKH min kiasuin PageUp, PageDown.

18. Bribepute pazmeTrky «TonbKko 3aroyioBOK» U BBEIUTE TEKCT 3arojioBKa, Kak yKa3aHO Ha claie
(Ctpyktypa Kypca).

19. Jlamee odopMuTe 3aroJIOBKH pa3ieiioB Kypca, pa3MeniéHHbie B pamkax. J[iis aToro morpedyercs
BOCIIOJIb30BAThCS Ipynnon «iumrocTpauum» BO BKIagke «BcraBkay.



20. Bocnombs3zyemcs TpadudecKUMHI BO3MOKHOCTSIMH O(POPMIICHHS TEKCTA.

Brinenus HaOpaHHBIH 3aroJIOBOK pasneina, BOCITIOJIB3YHTECh komanaoi [pudt un
COOTBETCTBYIOIIUMH KHOIKAaMH JUJIsl TOTO, YTOOBI MomoOpaTh mpudT, ero 1BeT, pazMep mpudTa U CTHIN
odopmiieHus (OTYKUPHBIN, KypCUB);

21. TlodKCHEpUMEHTUPYITE U BHIOCPUTE TOHPABUBILHUICS TUI 3aJTUBKU.

e e it < WAt it . . t
@

T T e e e e

1§ b 28 TeRmm i 5 27 > ’ .

g . I T T T el Y . M e T—

22. TlpomucraiiTe BCe MMEIOIIUECS CITAl/IbI, HAXKaB KHOMKY «F5».

23. Coxpanute npeseHranuio B nanky ¢ uMmeHem «lIpoextl pynma®UHOy». Haxmure koMOMHAIUIO
wiasum Ctrl + S. Ykaxkure myTh cOXpaHeHUs (JIMUHAS TTalKa PAcIIoNIOKeHa M BhIJEeIeHa KaK OTeIbHBIN JIHCK,
UMeeT CIeIYIOIUi myTh: DTOT KoMmbtotep/ iS110ivanov/JInunas manka)

3aganue Ne 2
[Tponomkaem paboTaTh ¢ CO3TaHHON MTPE3CHTAIIUCH.

1. Bepuémcs Ha niepBbIii cinaiin. Tak kKak OH W3HAYAJIBHO OBLIT TUTYJIBHBIM, HEOOXOIMMO €T0 TIPABUIHHO
ohopMuUTH.

2. B 3aronoBok Harmumute TeMy Balero mpoekra.

3. B noa3aronoBok He0OOXOAMMO HAMMCATh KTO BBIMOIHUII U, KTO TPOBEPHII (PYKOBOJUTENS) MPOEKTA.



BrIpoBHSATE 110 IpaBOMY Kparo, MEPEMECTUTD 3a ITYHKTUPHOE BBIJICIICHHE 00BEKTA B MPABhIN HUKHUHN Kpai.

4. B BepxHeii 4acTH TaHHOTO claiiia ykaxxute yueOHoe 3aBeneHue. Ecte aBa crioco0a:

1. UtoObl 100aBUTH TEKCT, MOKHO CKOMUPOBATH M BCTAaBUTH YK€ CYIIECTBYIOIIMN MOA3arojOBOK U
U3MEHUTH B HEM JIaHHBIE.

2. BcraButh Teker. Ha manenu nncrpymenToB BeraBka—Hannueb—KiukHyTh Ha ciaii B MECTO Kyaa
HY’KHO TIOMECTUTb HAJIIUCh.

5. B HmkHE# yacTu cnaijia yKakuTe ropoJ] ¥ TO/I.

6. Ob6parute BHMManue! 3aronoBok, ['opon, ['og u YueOHOe 3aBeneHUE pacrosiaraloTcs PoOBHO IO
LIEHTPY cllaia.

7. B pe3ynbraTe MoayyuM CIEeIYyIOMUi, MPaBUIBLHO O()OPMIICHHBINH, TUTYIbHBIN JIUCT.

ETICHY QraCiand ABrsspetnenim KOASee el HE Hyrnosinmrs

, Mporpammbi Microsoft
| Office

E

Fayanme o 3
et e ST IE R SRR

1. Kaxk mpaBuiio, copep:kanue JOMHKHO OBITh PaCIONOKEHO Ha BTOPOM CIIalIe.

2. Co3paiiTe HOBBIN Ciai]T (3aTOJIOBOK U 0O0BEKT). Pacosioxkure ero BTOpbIM.

3. BcromuuTe Kakue 3aroyoBKH y Hac OBUIH Ha cllaiijaX, KOTOpbIe MBI iefanu panee. FIx Heo6xoaumo
n00aBUTH B cojepxkanue. Jlemats 3To OyeM BpydHYIO.

4. B 3aronoBok HamuiuTe OriaBlieHne, TOMECTHB €ro B BEPXHIOKO YacTh

5. B moa3aroioBKu — TEMBI CIIAHI0B.
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6. CaMocTosITEeIbHO CO3JaliTe Cllaii/ibl ¢ 3aroJ0BKaMU, KOTOPBIX €llie HeT. PacronoxuTe B paBUIbHOM
nopsiike, onupasch Ha OriiaBieHne, Kak Ha CKPUHIIOTE BhIIIE.\

7. BplensiiTe KaxIbli IMyHKT OIVIaBJI€HUS IO OTHeNbHOCTU. Ilocie BblneneHus, HAKMHUTE MPaBoOi
KHOTIKOW MBIIIH U BBIOEPUTE MyHKT [ Mmepcceriika
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8. Tlocne gero BeiOepeTe MecTO B JOKYMEHTE U CIAiiJl, COOTBETCTBYIOIINIA BBIIETICHHOMY 3ar0JIOBKY,
gHaxxmute OK:
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OrnaBnexHue

» BeegeHue

» Microsoft Excel
. Microsoft Power
» Pucosanme
b Bulbl CHCTEM AOKYMEHTALMM
¥ 3aKnYeHue

9. TloBTOpHTE AEHCTBHS CO BceMH cTpokaMu OriiaBieHHs, Kak yKa3aHOo B ITyHKTe 7 U 8.

10. Jlanee HeoO6xoauMo A00aBUTH HA CJAWIbl ¢ OCHOBHOW YacCThIO YNPABISIONINE KHOIKH, ISl TOTO,
9TOOBI MOXKHO OBLIIO ONIEPATUBHO BEepHYTHCS B OTJIaBICHHUE WM MIEPEHTH HA CIICTYIOIHH, TPEIBIIYIINN CIIai.

* [lepeiinute Ha cnaiin Benenue.

* Haxxmute Ha ma”esnn HHCTpyMeHTOB BeraBka ---Durypst

* Haiinute myHKT YnpaBisioniye KHOIKA

* HeoOxomMo moMecTuTh Ha ciaiin Ynpasisitomue kHonku: Jlanee, Hazan u [lomoii

TR T TR
gafolciofotad
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Mecronalt Word
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* [Ipu BCcTaBKE KHOTIKM JJOMOMW, B HACTPOMKAX JCUCTBUS BHIOEPUTE: MIEPEUTH 1O TUTIEPCChUIKe---Craii -
--Ornasnenue---Ok.
* [Tonyunnuck Tpu paboune KHOMKH, KaK MMOKa3aHO Ha PUCYHKE:

i’ DBCATHMC

B o o S A A A A A

11. [Iponenaiite myHkT 10 Ha Bcex cnaiinax, KpoMe TUTYJIBHOIO U OIJIaBJICHUS.
12. 3anyctuTe npe3eHTanuio, yoequrech, YTo KHONKH paboTaroT, IPOCMOTPEB BCE CIANIbI.
13. CoxpaHuTe IPE3CHTALNIO.

3aganue Ne 4.
CamocTosrenpHas padboTa.

CoznaiiTe cBOIO JMYHYIO Mpe3eHTanuio. Temy BblOepere (mpuaymaiiTe), cBsizaHHyl0 ¢ Baieit
crenuanbHOCThi0. OPopMHTE 1O aHAJIOTHH - © TUTYJIBHBIH JIUCT,
* OIJIaBJICHHE
* OCHOBHAs 4acTb
* YIPAaBISAIOLINE KHOIKU
Ha cnaiinax Heo0X0IuMO UCII0JIb30BAaTh:
* 3aroyioBKH (Ha KaxJI0M)
* Tabnuity umm nuarpamMmmy
* PucyHku
* OOBeKTHI ((Uryphl) OTpaKaroIIUe Ty WK HHYIO HHpopMaluio 1o Barmeit Teme.
Heo6xonumele pecypcesl o Bamieit Teme Ucnonb3yiTe U3 OTKPBITBIX HICTOUHUKOB
(Uutepner).
IIpe3enTarus co3gaércs B eAMHOM ctuiie. [IpunepkuBaiitech cTanIapTOB O OPOPMIICHHIO.

JlabopaTopuasi pa6ora Ne 9

OCHOBHOI1 HHCTPYMEHTapHii TeKCTOBBIX 10KyMeHTOB MS Word.

1. 3arpy3uts pemakrop Word 2007 (Ilyck / Ilporpammer / MS Word). M3yuums nazHaueHue

IIpOrpaMMBEI.
ABTOMaTH3aIMsl BCEX BHJIOB JCWCTBUN C TEKCTaMH: CO3JIaHUE, PeAaKTHUpOBaHUE, (opMaTHpoOBaHUE,
coxpaHeHue, oOpaboTka W BBIBOJ Ha medarb. HMHTepdeiic mporpammbr Word2007 — cranmapTeH aJis

rpaduueckoil onepanoHHO# cpenbl Windows, OJHaKO KMEET CBOM OCOOCHHOCTH.
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Mpasrwsys no Micresoft Office Word 2007

<L Fean
Knomnka Microsoft Office. Mento ®aiin 6p110 3amereHo B Word 2007 KHOMKOW Ha)kaTh KHOIIKY,
PacCTOJIOKEHHYIO B JICBOM BEPXHEM YTy OKHA MPOTPAMMBEI MOSBIISIOTCS KOMAHIBI JUTSI OTKPBITHS, COXPAHCHUS,
neYaT JIOKyMEHTOB u u3MeHeHus napamerpoB Word. [lanenb ObicTporo gocTyma. « < e * . DT0 HeOobIIas
00acThb B IeBOM BepxHeM yriry. OHa COACPKUT KOMaH/bl, KOTOPHIE UCIOIB3YIOTCS KX IbIi IeHb: COXPaHUTB,
OtmenuTs 1 [ToBTOpHuTh. Ha 3Ty aHEe b MOXKHO TaK)Xe MOMECTUThH IPYTHE KOMaH Ibl, KOTOPBIE OYAYT JOCTYITHBI
HE3aBMCHMO OT TOI'0, Kakas BKJIaJKa akTuBHa. Jlenta — ocHoBa nnTepdeiica Word2007.

Puswrvs ttpioenge  Comtem  Pactatan  Peutnnootees Bed
Con Ocmpamed e * |13 AN AOLE = = = iR S € 1 | ancene | aasoceor AaBbC Aasbee AADB A”ﬂ
LTSN 3 ospust o ipang x &N e X, X Ast YV A EEam " 1 Ofnremntl | 1 Bet wone ”aroe L BAORE . Maieares ":'-'_"-

JleHTa COCTOUT U3 TPEX OCHOBHBIX 3JIEMEHTOB: BKJIAQJKU, IPYIIbl, KOMaH/bl. B BepxHeil yacTH JeHTbI
pacrosoKeHbl LIeCTh BKIAJOK. BO BKIaAKy OOBEOUHSIOTCS KOMAaHJbI, MPEACTaBISAIOIINE OINPEAEICHHYIO
o0acTh AesITeNbHOCTH, CIICHApUH Wi 3a1a4y. Ha ka0 BKJ1ajike MMeeTcsl HECKOJIBKO TPYTII, COCTOSIINX U3
CBSI3aHHBIX OOIMM HazHaueHueM koMmaHJ. KomaHmol Ha3bIBaeTcs J100OM 3J€MEHT yIpaBlI€HUs, HallpUMeEp,
KHOIIKA, PaCKPbIBAIOIIMIICS CIIMCOK WJIM MOJIE JJI1 BBOJIA JAHHBIX.

B npaBoM HMYKHEM YTy HaXOJIATCS MHCTPYMEHThIL LS s =1, O3BOJISIFOIINE BBIOpATh: BUJ
MIPOCMOTpA JOKYMEHTa, MacIlITal, 0ObEKT Imepexoa.

2. Co3/1aTh HOBBIN JOKYMEHT. Y CTAHOBUTH IApaMeTPhl TEKCTOBOTO IOJIS Ha JHCTe Oymaru:

Pasmemra cmpanuywi, Opuenmayus | Knuocnas, Ions /Hacmpausaemvie nons. Bepxnee none -

Iem, Huocnee - 1 e, Jlesoe -2,5 cm, Ilpasoe - 1em

3. HaOparp TekcT: « DKOHOMHYecKas HHPOpPMAaTHKa — Hayka 00 HH(OPMAIMOHHBIX CHCTEMaX,
MPUMEHSIIOIIMXCS 111 IOATOTOBKU U MPUHATHS PELICHUI B yIpaBlIeHUH, SJKOHOMUKE U OMU3HEce, a Takke 00
HSKOHOMHKE 3THX CHCTeM .DKOHOMMYEcKass MH(pOpMaTHKa — HOBas JUCIMIUIMHA, BO3HMKILIAS BO BTOPOMH
noyioBuHe XX BEKa B CBSI3U C OBICTPHIM Pa3BUTHUEM BBIYUCITBHIBHON TEXHUKH U POCTOM €€ MPUMEHEHHUS B
skoHOMHKe. COBpeMEHHasi SKOHOMHYECKas HH(pOpMaTHKa — TMpexkie BCEero, MPHUKIAJHAs AUCHUIUIMHA,
CUCTEMATU3HPYIOIIasi IPUHIUIBI Pa3pabOTKU U SKCIUTyaTallul UHPOPMAIIMOHHBIX CUCTEM, TPEIHA3HAYCHHBIX
JUI PEUIeHUs] Pa3JIMYHbIX KOHOMMYECKHMX 3a7ady. TakuM o0Opa3oM, OHa HaXOAMTCSA Ha CThIKE COOCTBEHHO
MH(OPMATUKU U TPEIMETHOM 00JIacThIO YHpaBIEHUS OpraHu3anueil, JUIsi KOTOpOW IpelHa3Havyalluch
CO3/laBaeMble CIIEIHATU3UPOBAHHBIE CUCTEMbl. DKOHOMHMYECKass MH(pOpMATHKa UMEEeT U OOIlyi0 00JacTh ¢
SKOHOMHUYECKOM Teopueil. DTta o00mas o00JacTh — SKOHOMHUKA HH(POPMAIUU, TUCIUIUINHA, W3ydarolas
HKOHOMHYECKUE 3aKOHOMEPHOCTH CO3JIaHMsI U paclpoCcTpaHeHHst MH(GOPMaIMK Ha PHIHKAX U B OpPraHU3aLUsX.
B skoHoMuueckoil nHdopMmaTuke oHa MO3BOJISIET ONMUCATh LIEHHOCTh MH(OPMAIMKU U BO3JEHCTBUE PHIHKOB
nH(pOpMaIMOHHBIX OJar Ha eHHOCTh C.»

4. KonnyecTBO CHMBOJIOB ONPEIEINUTh C MOMOUIbIO IHUAIOroBoro okHa Cmamucmuxa, IIENKHYB B
JIEBOM HIDKHEM YTIIy Ha Yucio cnoé é 0okymeHme.

5. OT00pa3uTh TOPU3OHTAITHHBIE U BEPTUKAIBHBIC TUHEHKH.

6. YcranoButh Macmtad — 120%.

Hactpouts namens d6vicmpozo docmyna: B MeHIO BbIOEpTh KoMaHay Ceepnymo nenmy. Jlenta Oyaer
CKpbITa, Ha3BaHUS BKJIAJOK OCTaHyTcs. UTOObl CBEPHYTh HJIM BOCCTAHOBUTH JIGHTY MOXKHO HaXaTh

koMOnHanmto kinasum Ctrl + F1.
Cn) @ 0 ¢ . L ' &

U preessremp—p—p R e -

7. Ha Bxnanke Pasmemka cmpaHuybl yCTaHOBUTH KHUKHYIO OPUEHTAIUIO CTPAHUIIBL,



8. YcraHOBUTH cleAyIONIKMe MapaMeTphl ad3ama: omcemyn nepgoti cmpoku - 1,25 cm; omemynul ciesa u
cnpasa — 0 cm; unmepsanvt neped u nocie abszaya — 0 nynkmoe (nm); medccmpoyHvli UHMEPEAT -
OOUHAPHYLI, BbIPAGHUBAHUE - NO WUPUHE.

9. VcraHoBuTh cieayromue mapamerpbl mpudra: wpugpm — Times New Roman; mauepmanue —
obvlunbll, pasmep — 14 nm.

10. HaGpartsp 3aronoBok: UyBarnickuii rocygapcTBeHHbIN yHHUBepcuTeT umMenu M.H. YibpsHoBa

11. [Tocne Habopa 3aroyioBKa MEperTH Ha CIEAYIONIYI0 CTPOKY, HaXxaB KiaBuily Enter.

HaOpatp 1mo3aroyioBok Ha aHIIIMHCKOM si3bike KpacHbIM mmpudTom (L[Bet Tekcra): Chuvash

State University

12. B mokyMmeHTe B OJIuH ab3al] BBECTH CIEAYIONIYI0 HHPOPMAIHIO 0 cede: paMIIIo, UM, OTYECTBO,
Ha3BaHMe (haKyabTeTa, HOMEp rpyIibl. Paccka3aTh 0 CBOMX yBIIEUEHHSIX, XOO0U

13. Beiienuth moxy4deHHbIN ab3al] , CKOMMPOBATh €ro B Oydep, yCTaHOBUTH Kypcop B HA4asi0o BTOPOTO
a03a11a ¥ BCTaBUTh NEPBBIN a03ar u3 Oydepa. [ToBToputs 3Ty onepanuto 15 pas.

14. 3ameHUTH B TEKCTE HOMEP Balllel IPYIIIbI Ha JIt000it npyroi. Brnaoka | I'nasnas | Pedakmuposanue
| 3amenumo.

15. Coxpanuts o umenem jad1 B nanke «Mou JOKYMEHTBI.

16. Coxpanuth gokymeHT kak [loxkyment Word 97-2003, na3zeaB nabla u 3akpeiTh ero. CpaBHUTH
JOKYMEHTBI, COXpaHEHHBIC B Pa3HBIX (opMaTax.

17. 3arpy3uth ¢aitn a6l ¥ BHIMOIHUTH (POPMATUPOBAHME 3aroJIOBKA: BBIPOBHATH IO LEHTPY;
YCTaHOBHTH wpudT Arial black, pazmep 18 nm, Paspescenmblll Ha 2
nm, Ha4epTaHUE NOJIYHCUPHOe, YCTAHOBUTH OTCTYI MEPBOW CTPOKHU, PaBHBIM | CM; yCTaHOBUTH MHTEPBAJIbI
nepeJl ¥ MocJje 3aroyioBka 1o 6 mr.

18. BoimonHuTh (hOpMATHPOBAHUE TIOA3ar0JIOBKA: BBIPOBHSITH MO IIEHTPY; ycTaHOBUTH mmpudt Arial,
pasmep 16 nm, HauepraHue noayxcupHoe, yCTAaHOBUTh OTCTYN TEPBOM CTPOKH, paBHBIA 0 CM; YCTaHOBHUTH
MHTEpPBAJI TIOCTIE 3aroJIoBKa 6 MT.

19. BeimonHUTE BRIpaBHUBAHKE a03aIleB CICAYIOMUM 00pa3oM: TIEPBOTO U BTOPOTO ab3aria - 1o JICBOH
TpaHuIle; TPETHEro - MO MPaBOM IPaHUIIE; Y OCTABLHBIX a03aIleB OCTaBUTh BHIPABHHUBAHUE MO IITUPUHE.

20. YCTaHOBHTH CIEYIOUINE TapaMeTphl MPUQTA B JOKYMEHTE:

21. B mepBom a03arie: nBer Tekcra cuHuit, mpudt - Times New Roman, paswep — 16 nm, mnepsoe
MPeIIOKEHNE OYEPKHYTh; BTOPOE - BBIIEIUTH KYPCUBOM; TPETHE - NOLYHCUPHBIM KYPCUBOM; YETBEPTOE
- IOJYKUPHBIM MIPUPTOM U MOTYEPKHYTh.

22. Bo Bropom ab3are: IBeT Tekcra 3eieHbiid, mpudt - Arial, pasmep — 12 nm, nepBoe
NPeUI0KEHUE OTYePKHYTh MyHKTHpHOU JuHuel: <dopmart / lpudt / Packpeits cniucok IloguepkuBanue u
BBIOpATh JIMHUIO™>; BTOPOE - MOJYCPKHYTH JABOWHOW JMHHEH (aHATOTUYHO MEPBOMY TPEIIOKEHHIO); TPEThE
- HOAYEPKHYTh BOJHUCTON JUHUEH.

23. B Tpethem ab3are: mBeT TekcTa 3eneHblid, mpudrt - Courier New, pazmep — 13 nr, BrmonanTh
CIIeyIoIlie OMepaluyu Haja CIOBaMU TPEThero ad3ara: mepBoe - PPXIMI HIMEKEMI  gron0e -y unpexcam;
tpetbe - MAJIBIMU [TPOITMCHBIMMU; ueTBepToe - 3auepkiyFbiMit; MATOE - Pa3peKeHHBIM IIpUPTOM (2
IT); LIECTOE - YIUIOTHEHHbIM 1pudToM (1,5 NT); ceaAbMOEe - CMECTUTD grns HA 3 IIT; BOCBMOE - CMECTUTB BBEPX
Ha 3 iT. 24. Y CTaHOBUTH OTCTYIIBI JJ1s a03a11eB (OTCTYT MEePBOM CTPOKH OCTaBUTH 0,75 CM): UETBEPTOTO — CJIeBa
2 cm; msiToro — cnesa 1 o, cripaBa — 2,5 cM;

25. YcraHoBUTH HHTEpBaITBI JuTs a03arieB: [llectoro — mepen - 12 it u moce - 6 nit; CeAbMOT0 — Iepe;t
- 6 it mocJie - 12 nT; BockMoro — nocie - 12 nr.

26. OdopMUTh KaXKI0€ MPEIIOKECHNE JIEBATOr0 ad3ama TeKCTa B BUJIE MapKUPOBAHHOTO CIIHCKA, a
JeCSITOTO - B BHUJE HYMEPOBaHHOIO cmHcka. Tum Mapkepa JUisi MapKUPOBAaHHOTO CIHCKa BBIOPATh
CaMOCTOSITENILHO.

27. OPopMHUTH KaXK0€ MTPEUI0KEHUE OJUHHAIIATOT0 ab3alia TeKCTa B BU/I€ MHOTOYPOBHEBOTO CITHUCKA.

28. BcTaBuTh B JIEBBIN BEpXHUI YrOJI JBCHAIIATOTO ab3aria ar000it pucyHok: Bemaska | PucyHok.

29. Boiienuth TpUHAIIATHIN a03ail. Pa30eTh ero Ha Tpu KonoHKU: Pazmemka cmpanuyst | Kononxu |

mpu .

30. U3yunts BO3MOKHOCTH KOMaH[ [ panuna u 3anuBka, pasMeniéHable Ha JIenTe Bo Bkiazke [ maBHas
B rpymnmne koMana AG3ar. [IpuMeHUTh 3aJIMBKY U rpaHuUIlbl K 14 ab3aiy ocHOBHOTO TekcTa. YeM pazHooOpas3Hee,
TEM JIyullIe.



31. B nuanoroBom okHe [ panuysl u 3anuexka Ha BKiajnke CmpaHuya yCTaHOBUTH JIIOOBIE THUII, LIBET U
IIMPUHY JTUHUU TpaHuilbl cTpaHull. Kak namenunack crpanuna? OTMEHUTh H3MEHEHHSL.

Ha »Toi >xe BKITaiIke TUaIOrOBOT0 OKHA [ panuysl U 3a1u6Ka YCTAaHOBUTH JIIOOON PHCYHOK.

32. Beienuth maTHaAuaTeid ad3ai. OTKpBITE epynny cmuneti. [loouepeqHo HABOIS yKa3aTelb MbIIIN
Ha BCE CTUJIM, TOCMOTPETh, KaKk OyJIeT MEHAThCS BHEIIHUN Buj ab3ana. [IpucBouth ab3aiy moHpaBUBIIUICS
ctiwiib. B okne Cmuzeii menkHyTh Ha KHONKY Co30amb mou cmuiavl YCTaHOBTH CIENYIOUIME IapaMeTpbl
ctunst:  Wms: Moii Cmuns 1. 3anuBka — 11000 CBETIIBI OTTEHOK C MPOU3BOJIBHBIM y30poM. [IpuMeHTh 3TOT
cTHIIb K 15 a03ary.

JlaGopaTopHas padora Ne 10

Co3nanue pado4ero J0KyMeHTa ¢ MCNoJb30Banue Tadaunbl MS Word.

BcraBka TaGnuibl 1 Komamma Bcmaska — Tabauya BctaBuTh Tabiuiy (ykasaThb B
OTKpBIBIIEMCS ~ OKHE HEOOXOAMMOE 4YHCIO CTOJIOLOB U CTPOK

TaOJIMIIBI)/HAPUCOBATH TAOJHILY (Hapucosams mabdauyy KapaHoauiom)

2. 3Ha4YOK Ha TAHETW HHCTPYMEHTOB: MO3BOJISIET I00aBUTH TaOIUILY
MyTeM BBIOOPA HEOOXOAMMOTO KOJIMYECTBA CTPOK U CTOJIOIIOB.
N3MeHHUTD rpaHUIlbl MOKHO UCTIOJB3YS 3HAYOK Ha MTAHEITH HHCTPYMEHTOB

["panuIIbl TAOTHIIBI

IPazOuenue u
00BEINHEHNE STUEEK

Brinennts He00X0qMMBIC STYCHKH, HAXKATh MPABYI0 KHOIKY MBITIH U BEIOpATh
KoMaHy Ob6veounumo ayevixu uiu Pazoumse auetiku.

ITopsinok padoTbI:
O3ananmue 1.

OdopmuTte Tabuiy 1o oopasity. B Tabmume 1 HEOOXOIUMO HCITOIB30BaTh HYMEPAIIHIO

ctpok. Tabnuna 1 — CoTpyTHUKH GUPMEI
WNo | Damunus Hms muecmaeo Hama Tenegon | [Honxncnocmo | Cmaorc
POdHCOeHUs.
1 HBaHoBa AHHa ITetpoBHa 23.12.1963 | 141585 | meHemxep 12
2 CmupHOB WBan Cepreesuu 12.05.1974 | 786596 | KOHCYJIbTaHT 8
3 Uunctakos BuxkTop Muxaitmosuu | 07.05.1965 | 235643 | mupexTop 17
4 Ky3nenos Cepreit HBanoBu4 24.12.1963 | 821124 | mporpamMmmuCT 6
o) [IBeTKOBa Mapust AHJpeeBHa 13.03.1977 | 265347 | Oyxrantep 7
6 MuxankoBa Enena JAmutpueBna | 31.01.1975 | 435496 | cekperapb 4
/—73ananue 2.
OdopmuTe Tabnuiry mo oopasity. B Tabnuiie 2 HE0OX0UMO HCTIOIB30BaTh HYMEPAIIUIO CTPOK.
Tabnuia 2 — Yyer nocemaeMocTu CTyJJ€HTOB IPYIIIbI
Jara 3ansaTus
Ne mi/m DaMuInda 1 HHUIHUAJIBI CTyIeHTA (¢eBpannb
112|3[5][6[7]8]9]10]11
1 | Augponos A.A. +|+|+|[+|H|H[+ |+ + | +
2 | KaBapma FO.B. + |+ |+ |+ |+ |+ [+ ]+ + |+
3 | Ky3pmenko B.M. +|+|H|H|+|+|+]|+] + ]| +
4 | Xapamnos B.A. +|+|+|+|+|H|H|H|H|H
5 Hganos C.B. +t|+|+ |+ |+ |+ ||+ + |+
6 | I'paues B.I1. +|+|+|+|+|+|+|H|H |+




O3ananue 3.
OdopmuTe Tabmuiry mo oopasiry.

Tabnuma 3 — [IpuctaBku 1 KPaTHBIX €IUMHHUIIL

IIpucrasa Oo6o3HaueHne IIpumep
NPHCTABKH
10° rura r ['ma (ruramackais)
100 Mera M Mowm (Meraom)
10° KHJIO K kI['11 (kustorepir)
102 TeKTO r 1 (TEKTOJIHT)
10? JeKa na naH (nexaHplOTOH)
19' aeuu i nb (meun6en)
CaHTH c CM (CaHTHMETD)
19_ MUJUIN M MB (MunuBosbT)
MHKPO MK MKA (MHKpOaMmIIep)
18_ HAHO H HC (HAHOCEKYH/Ia)
18'
18'

O3anaunue 4.
Odopmure Tabauiry mo oopasiry.

Tab6muia 4 — [porpamma Outlook Express

OUTLOOK EXPRESS

JEBAA YACTh OKHA IIPABAA YACTh OKHA

HHAIIKHU:
ConepXuT Moy4aeMble aipecaTom
BXOAAIIWE nuchbMa
CoaepXuT OTIpaBisieMble aIpecaToM
NCXOOAIINE MUCbMAac MOMEHTA UX CO3JIaHUs U JI0
MOMEHTA UX JIOCTAaBKH C JIOKAJIbHOT'O
KOMITBIOTEPA MOJIB30BaTENs HA TOYTOBBIN CITHCOK COOFII[EHHH,
cepBep IpoBaiiaepa XPAHAIIHHCA B
CoaepXUT Bce MUChMa, T0CTABJICHHBIE Ha BBITEJTEHHOH ITAIIKE
OTIIPABJIEHHBIE | nouToBsIii cepBep

Y IAJIEHHBIE ConepxuT yaaJeHHbIe TICbMa
YEPHOBUKU Coep>KHUT 3arOTOBKH MHCEM
KOHTAKTBI:

COJAEP/KAHHE
[IpenocTaBisoT AOCTYN K HHPOpMaIuH, BBIIEJIEHHOI'O
XpaHAILIEHCS B APeCHOl KHHUIe COOBILIIEHHA

(ampeca 2JIeKTPOHHOM TOYTHI, TeIE(hOHHBI, ... )

JladopaTopnasi padora Nell

I'paduueckue uzodpakenus B nporpamme MS Word.
Teopernyeckuii MaTepua

BcraBka pucyHka 1. Komanpga Bemasxka - Pucynok
2. CxkommpoBath n300paxeHue B 0ydep oOMeHa, a 3aTeM J00aBUTH €T0 B
Word: coueranue xnasui ctrl + C u ctrl + V.




PenaktupoBanue [enkHYTh 110 PUCYHKY MBIIIBIO, TOSBUTCS MaHenb «PaboTtac nzobpaxxeHnem»
pUCYHKa
Berapka obexTa Komanna Bemaska - WordArt[—D' ,
WordArt g
BcraBka OCHOBHBIX e
aBTOUTYD
Komanna Bemaska - Queypol
IopsAaOK paGoOThI:
=~ 3apmanue 1.

Odopmurte clieayOMUNA TEKCT ¥ PUCYHOK IO 00pasiry.

Y npupoowvi nem naoxoii no2oovl,

Beaxasa nocooa — baazooame.

r~3apanue 2.

Hooicow u chee, 110boe spems 200a
Haoo 6nazooapno npunumames.

[TpuMensis maHenb PUCOBaHUS TEKCTOBOTO Mporeccopa MS Word, n3o0pasute npeaioKeHHbIH

YEepTEXK.

z
"oy Ci
A1 i
' D C
B >
/”’ Y
B




~73apgaHue 3.
[ToctpoiiTe uepTex.

10

A 4
A

50

A
Y

35
70

A
\ 4

JlabopaTopuasi pa6ora Nel?2
Baszosbie 2siemenTsl MS Excel

O6mmue ceenennsi MS Excel
Noxyment MS Excel Ha3biBaeTCSI KHMTA U COCTOUT U3 OT/CIBHBIX JIMCTOB.
PaGouee mone nucra coctouT M3 cTpok M crondioB. [lepeceuenne cTpoku u cronbia obpasyer

Adeiiky. Ccplka Ha SYCHKY (aapec sTUelKH) COCTOUT U3 HOMepa CTojo1a (00BIYHO, JaTHHCKUE OYKBBI) U
HOMEpPA CTPOKH.

ITose nmenu ¢ agpecom akKTUBHOW TYEHKHU

Microsoft Excel - Kuural

E‘_W Mafin  Mpaeka Bua BcTaeka  @opMaT  CepeMc  fJaHHele  OKHO  CNpaeka -3 X
RN BENERE= RN NN A R N TR R R
331"0.]'[ _.J E s R W] -_,,| ) |i| . @_|| "¢ OTEETHTE C HIMEHEHHAMH. . . _' CTpOKa
OBKH6 : fridl Cyr S0 - | K &S E = | @0 | . M. (7 A . BPOPMIT
CTOx HgB EE = & =CYMMEBIODID) €
Ar0Jl A | B [ ¢ I—0o [ E | F | 6 | =<
OBKH CTPOK 1 |NaBopatopHan pabota M1
2
3
: M
5 Auveape | Deepane Mapt Mroro apkep
E [Feknama 4500 SE00 1200 11300 ABTO3AIIOJIHEHUS
7 |ObopynoEaHue 780 660 500 1940
> 8 |Oduc 4600 4400 3500 12600
9 |ApeHga A000 5000 A000 15000
10 |Mraro 14880 1ERRD 10200
11
12
I 13 AKTHBHas stuehika
15
16
17
18
19

M4y WP JeTd f Mict2 f Niet3 / < dl
laToEo




ABTO3a10/IHEHHE.

[lepemecTuTh WM CKOMMPOBATH COACPKUMOE SYCUKH WM JMara3oHa MOXKHO CTaHAApPTHBIMU
npuemamu Windows (uanpumep, IlpaBka — Komnmposare u IlpaBka — BceraButh MM codeTaHueMm
kiapuin Ctrl+C u Ctrl+V). Ho ecth 1 ocoOeHHBIC TIpUEMBL. B ipaBOM HUKHEM yIily aKTUBHOW STYCHKU
€cTh MapKep aBTO3ANOJIHEHHS B BHJIE MAJIEHBKOTO YepHOTO KBajpaTa. [Ipn HaBeneHUnHA HETO Kypcop
npuHuMaer BuI +. Haxxmurte NeByl0 KIaBUIIY MBIIIM W HE OTIyCKass NOTSHUTE BHU3. [Ipu sTOoMm
IPOM30I/IET 3aM0JHEHUE AUana30Ha SYeeK:

° Ecin B akTUBHOH sdelike OBLIO 3HAYE€HHE, BXOSMIIEE B IOJIL30BATENLCKUN CIIMCOK, TO
MIPU KOMUPOBAHUU OYJIET BBIBEACHO CIEAYIOIIee 3HAaUYCHUE U3 CIIMCKa;
. Ecin B sueliky Obuta BBeieHa (opMysa, TO TPOM3OMAET TIepecdeT 3HAYCHHUHU.
Oco0eHHOCTH TAaHHOTO KOMMPOBAHUS TIOCMOTPUM Ha IIPUMEDE.
3apanme 1.
1. Beenure Ha mucte 1 cnenyromue 1aHHbIe
A | B | ¢ | o | E | F | 5 | H
1 JmapT Cpena keaptan 1 1 knacc  wex WNel  01.01.2008 2000 2000 rog 1
2
i
2. BrinenuTe nanHble 1 MApKEPOM 3aMOTHEHUS IPOTSHUTE BHU3.

A | B | ¢ | b | E | F | & | H |
|1 [mapT Cpena keaptan 1 /1 knace  juex MNe1l  01.01.2003 2000 2000 rog
| 2 |anpens  |4eTeepr kBapTan 2 2 knacc |uyex N2 02.01.2003 2001 2001 rog
| 3 |man nATHUUA kBapTan 3 3 knacc  uex Me3  03.01.2008 2002 2002 rog
| 4 |WHHE cyBbota  keapTand 4 knacc  uex Med  04.01.2008 2003 2003 rog
| 5 |MHb EockpeceHkeapTan 1 5 knacc  uex W25 05.01.2005 2004 2004 rog
| B |aerycT NoHefenskkeapTan 2 6 knacc  uex Mes  05.01.2005 2005 2005 rog
7
| G |
| 9 |
0

CceHTABpE BTOpHMK  |(kEapTan 3 7 knacc  uex Ne?y  07.01.2003 2005 2006 rog
okTAbpe  cpens keapTan 4 8 knacc  uex Nes | 05.01.2003 2007 | 2007 rog,
HoAbpe  ueTeepr  |(keapTan 1 9 knacc  uex WNe9  09.01.2003 2008 2005 rog
|10 |aekabpe  |natHeua  keapran 2 10 knacc (yex N210 | 10.01.2003 20089 2009 rog
| 11 |AHEape  |cyBfota  (keapran d 11 knacc |yex W21t | 11.01.2003 20102010 rog
| 12 |deepane |Bockpeced kapTan 4 12 knacc |yex Ne12 | 12.01.2003 2011 2011 rog
|13 |mapT noHenenckkeaptan 113 knace uex Ne13  13.01.2005 20122012 rog
|14 |anpens  ETOpHMK  (kBapTan 2 14 knacc uex Meld | 14.01.2003 20132013 rog
|15 |mai cpens keapTan 3 15 knace uex N215s | 15.01.2005 2014|2014 rog,
| 16 |MHHL veTeepr  kBapTan 4 16 knacc uex M216 | 16.01.2008 2015 2015 rog
|17 |iank nAatHUUa  keaptan 1 17 knacc uex M217  17.01.2008 2016 2016 rog
| 18 |aerycT cyfbota  keapTan 2 18 knacc uex M218  18.01.2005 2007 2017 rog
| 19 |cenTabpe |Bockpeced kBapTan 3 159 knacc |yex N218 | 15.01.2003 2018 2018 rog
| 20 |okTABpe  nodenenchkeapTan 4 20 knacc uex Me20 | 20.01.2003 20192019 rog
| 21 [HoABpe  ETopHuk  (kBapTan 1 21 knacc uex Me21 |21.01.2003 20202020 rog
| 22 |nekabpe  |cpena kBapTan 2 22 wnacc |uex NeZl | 22.(01.2005 2021 2021 rog
| 23 |AHBape  |4eTeepr  (kBapTan 3 23 knacc |yex NeZ3 | 23.01.2003 20222022 rog
24 [-3

3.[Ipoananu3upyiite pe3ybTaThl KomupoBaHusa. OOpaTUTe BHUMaHUE HAa U3MEHEHUE MECSIIEB,
nHel kBapranoB. B Excel 3amoxeno, uro mecsiueB 12, nueit 7, a kBapranoB 4. Ho paszpaborunkam
mporpaMmbl HEM3BECTHO, CKOJIBKO IEXOB HJIM KJIAaCCOB, ITIO3TOMY HMX HOMEpA MPOCTO YBCIUYMUBAIOTCA
IIpHU KOITMPOBAHUH.

3ananue 2. Co3aanue nojb30BaTeJbCKOI0 CIMCKA

CoznaiiTe OIB30BaTENbCKUI CIIUCOK, COCTOSIIIUN U3 3NeMeHTOB A0.10ku, I pywu, Bunozpao,
Cnuewt, Abpukocul, Buwns. Jlns atoro B mapamerpax MS Excel 3aiinute B paszaen J0MoJHUTEIbHO 1

B CaMOM KOHIIC CITMCKAa OJOIIOJIHUTCIIBHBIX MApaMCTPOB HAXKMUTC Ha KHOIIKY

A | B | ¢ |
Abnoxn
MpyLum
BuHorpag
Cnmetl
ABpukoce!
BuwHA

JRNCYY Y RIS U NS R U Y =
—_

—_

¥A1SVICHM 1D CIIVIUIKNM,

3¢



Mapametpei Excel

O6uwue
Dopmynsi
MpasonucaHue
CoxpaHeHue

Az

AononHnuTenbHo

Hactpoiika neHTel
MaHenb 6rICTPOro gocTyna
Haacrpoiiku

LleHTp ynpasneHna 6e30NacHoOCTbI0

11pn nepecyeTe 3TOM KHUrm: \‘éj KHural u

OBHOBUTB CCHINKW Ha APYTUE AOKYMEHTHI
[] 3apaTb TouHOCTE Kak Ha 3kpaHe

D Wcnonbsosate cucremy gat 1904
CoxXpaHATb 3HAYEHNA BHEWHWX CBA3EN

O6uwue

E\ 3BYKOBOE CONPOBOXAEHME COBLITUI
MaasHas BCTaBKa M YAANEHNE AYeeK
D WrHopupoeaTe DDE-3anpockl OT APYrix NPUAOKEHWI

[¥] 3anp Tb 06 06HOBAEHWM 3BTOMATHYECKMX CBA3EN

[] Nokaseisate owmBKkM MHTEpdelica NoAL30EaTENA HAACTPOEK
MacwrabuposaTe COA4epXUMOe No pasmepy Gymaru A4 uau Letter
Moka3aTe OTNPaBAEHHEIN 33Ka34MKOM KOHTeHT Office.com

Katanor asTozarpysku: ‘

[ MapameTpel Be6-40KYMEHTA... ]

PaspewnTe MHOronoTOKOBYK 06paboTky

OTKAKYMTE BO3MOXKHOCTE OTMEHEI ONepaumii 0BHOBAEHNA AN9 6OBWMX CEOAHLIX TABAKUL, YTOBEl YMEHBWNTEL BPEMA
06HOBAEHUA

OTKAYMTE BO3MOXHOCTE OTMEHbI ONEPALIMIA 419 CBOAHLIX TaBANL, COAEPXKALMX HE MEHEE CIEAYIOWErD ‘ﬂ‘
YUana CTPOK (B TeICAYAX): ||

Co343BaTb CNUCKW ANA COPTUPOBKM U 3aNoNHeHWR: | WSMEHWUTb CNMCKM...

CosmectumocTs ¢ Lotus

Knaeuwa nepexoaa 6 MeHw Microsoft Excel: |/

A « nepeMeweHus, Ucno. a5 Lotus 1-2-3

m

Napametpbl coBmectumocty ¢ Lotus ana: |E Nncrl E]

L__\ MpousE0ANTE BEIYMCIEHWA NO Npasuaam Lotus 1-2-3
E\ Mpeo6pasosaHue dopmyn 8 popmat Excel npu ssoge

-~

[ OK ] [ OtmeHa ]

2.B OTKpBIBIIIEMCS THAIOTOBOM OKHE B ITOJIe DIIEMEHTHI CIIMCKA Yepe3 3aMATYI0 MEPEeUHCIUTE
Bce TpeOyemble aneMeHThl: Aonoxku, I pywu, Bunoepad, Cnuswl, Abpuxocel, Buwnsa. Haxkmute HAKHOTIKY

J106aBUTD.
r

Crnnckw

Crmckmn

Comcku:

MH, BT, Cp, YT, N1, C6, BC

HOBBI CIIMCOK - ||| 86noku, Mpyww, Burorpaa, Cruss, | 59

MoHeaenbHUK, BTopHuk, Cpeaa, Yetsepr, I
AHB, heB, Map, anp, Mait, MIoH, MIoN, aBr, CE
AHBapb, ®eBpans, MapT, Anpens, Mait, Mol

3neMeHTbI CMCKa:

ABpuKochl, BUwHS

MMNOPT CrMCKa U3 AYeeK:

[Ansa pasaeneHusa INeMeHTOB CNUCKa HaxkmuTe Knasuwy BBOA.

| 7] [ wnopr

Lok [ omea |

3. Tlocne Toro, Kak CIUCOK 3JIEMEHTOB OyieT A00aBieH B moyie CUCKH, HAOKMUTE KHOIKY
OK. 3akpoiite okHO criucka napamerpoB MS Excel



-

Crmcxm L2l

Crmckm
Comcknm: 3neMeHTbl CMCKa:
HOBbI CMINCOK ~ | | A6noku 7
MH, BT, Cp, YT, N1, C6, BC Mpywm
MoHeaenbHUK, BTODHMKJ Cpena, Yetsepr, I’ BuHorpaa YaanuTs
AHB, hes, Map, anp, Mait, WKOH, MKON, 8B, CE Cnusbl
ABpuKochl
BuwHa

n

MMNOPT Criucka U3 AYeeK: WMnopT

Q or:‘l) Omera |

4. VcnpiTaliTe BO3MOKHOCTHU CO31aHHOI'0 CIIMCKa, HNOAroTOBHMB Ha JIMCTC 2 CJICAYIOLIYIO

TadIunIy:
5. C noMo1bo CripaBKH U3y4duTe pasnen Bemaeka nycmoix aueex, CmpoK u cmoioyos.
6. JloGaBbTe 2 mMycThIe CTPOKH. Y BaC JOJIKHO MOJYYUTHCS CIICTYIOIIee:
& [ 8 | ¢ | o |
1
2 |
3 | Abmowm
4 |pyum
5 |BuHorpag
ECJ‘IHBH
7 |ABpuKoCE
EBHUJHH
7. B sueiike Al BBemute «llokymka ¢pykxToB», B B2 «Becy, C2 — «lena», D2 —
A | B | ¢ | b | E
1 |Nakynka dpykToe
2 Bec Llens CTOMMOCTE
3 |dbnokn 23 B05
4 [Mpyww 41 g9
5 |Bunorpag (H=] 78
G |CnUER 272 R0
7 |Abpukacel 35 g5
8 |BuwHA 15 765
9
10
«CTOUMOCTBY
8. Janusie B cronbiax B u C 3anomHuTe mpoU3BOJIBHO, HATPUMED TaK (CM. PUC. BBIIIE):

9.B sueiiky D3 BBenem opmyay. @opmyiiel B EXcel Bcerna HaunHaroTes co 3Haka =. Anpeca
sT9eeK 3aIlMChIBAIOT TOJIBKO JIATHHCKUMH OykBamHu. [Tpu BBOIE apecoB siueek He BBOJUTE HX BPYUYHYIO,
a, HaOpaB 3HaK =, MIEJIKHUTE TI0 HY>KHOU sSYeiKe U ee aipec MosSBUTCS B cTpoke hopmy:n. MTak, BBenute
B stueiiky D3 ¢popmyny =B3*C3. Haxxmure knaBumry Enter. Iyt Toro 4To0s! MpOAOIKUTE BEIYUCICHUS,
ckonupyeM (GopMyiy: yCTaHOBUTE Kypcop B siueliky D3 u mpoTsSsHUTE MapKep aBTO3aMOJHEHUS JI0
sueiiku D8.

3¢




A, | B | ¢ | D |
1 |Mokrynka dpykToE
2 Bec |:|L‘?,HE______,? CTOWMOCTE
3 |Hbmorn | 2.3t HHE_FEIJE’:EE*(33|
4 | Mpywm 41 83 1
5 |BuHorpan 0g =
G [CRMER 2.2 B0
7 |ABpuKocH 35 05
3 |BuwHA 15 7B 5
9

A | B | ¢ | D |
1 |Mokrynka dpykToE
2 Bec LeHa CTOMMOCTE
3 |Hbnmowrn 23 a04 116,14
4 | Mpywm 41 g9 364 9
5 |BuHorpag 0o = E7 5
(S [1]=TS 22 G0 132
7 |ABpHEOCH 35 05 J325
8 |BuwHA 14 /6.4 114 74
=

10. INompoOyiite n3meHnuTh nanHbie B sueiikax B m C. Ilepecuer 3HaueHwit B cronbue D
MPOM30i/IeT aBTOMaTUYECKH.

11.Beinenute nanssie B cronbuax C u D. HaznaubTe M neHexXHBIN (opMmaT, HakaB Ha KHOIKY

& .
152 «/lenexxHpIil popmaT» Ha HaHEIU HHCTPYMEHTOB PopMaTHpPOBaHUE.
12. Beinenure siueriku Al:D1. Pa3mectute 3arooBOK MO LEHTPY JTHX SYEEK C MOMOILBIO

KHOIIKH = | MaHeJIM UHCTpYMEHTOB DopMaTupOBaHue.
13. Beigenure Bce SUEUKU ¢ JAHHBIMUA Y C TIOMOIIBIO KHOIIKH H - Brimonaure

oOpamJieHue TabJIUIIBI.

14. B sueiiky A9 BBeauTe ciioBo Htoro. Pazmecture ero no nentpy sueex A9:C9
15. VcranoBute kypcop B siueiiky D9 u BbIUMCIUTE CyMMY BBIIIECTOSIIINX sIY€EK C TTOMOIIIBIO

KHOMKH 2=
16. WTor noimkeH noy4uThCsi, IPUMEPHO, TAKUM:
A | B | © | D
1 MNokynka dipyxToE
2 Bec llena Cmoumocme
3 | AGmorn 23| 5050p. 116,14p.
4 |[Mpywm 410 85 00p. 364 S0p.
5 |BuHorpag 09 7500p. B7 A0p.
G |[Cnuesl 22| 6000p. 132 00p.
7 |Abpukockl 35 9500p. 332 50p.
5 |[Buwna 15 7650p. 114 75p.
9 Wroro 1127 ,80p.
10

17. Odopminenne mpudpToB anamoruuno Word. Beigenure 3aroioBku
MOJTY>KUPHBIMHAYEPTaHUEM.

3aganue 3. CaMOCTOAITE/ILHO 3aN0JTHUTH TA0JINIY

1. BBenure naunsie Ha JIucre 3
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A B C D E F G
LleHa,

1 |HaumeHoeane  |KonwyecTBo oy Cymra |HAC HCI MTaro

2 |Wokonan, 3 25

3 |[KoHdets 1.2 150

4 |Cok 4 32

5 |Wamnaxckoe 5 158

6 |MoposeHoe 2 56

7 [A6nokn 1.2 S5

8 |MaHpapHHEl 2 a5

9 |BaHaHkl 35 37

10 Mroro:
|11
2. Brinonnute oOpamiieHue, 3aJIMBKY U BHIPAaBHUBAHUE HYKHBIX SYECEK.
3. PaccuuTaiitTe nmyctbie moss o CJIeayIUM MpaBuiIamMm
° CyMMa cuuTaeTcsl Kak Npou3BeAeHUE KOJIMUECTBA TOBApa Ha €ro LIEHY
o HJIC cuuraercs kak 18% ot cymmbl
. HCII (nanor ¢ nponax) cuntaercs kak 5% ot cymmsl ¢ HIC
. Hroro — cnoxxenue cymmsl, HIIC u HCII
4, [Tepeumenyiite JIucm 3 8 Hanocu (BbIACHUB €r0 JBOWMHBIM IICITUYKOM JIEBOW KJIABUILIN

MBIIIIH )

S. Coxpanute (aiisn ¢ KOHTPOIbHON pabOTOI.

JlabopaTopnasi pa6ora Nel3
Co3naHue 1 pacyeT npaiic-jucra

Coznaiite Ilpaiic-nucm Ha  TIPOIYKLUIO,  BBITYCKAaeMyl0  HEKOoTopoil  ¢upmoit. Ilpait-
Jucm JOJDKEH COJIep)KaTh HE MEHEE YeThIPEeX CTOJIOLI0OB: HAMMEHOBAHME TOBApa, 1I€HA B YCJIOBHBIX
enuHuIax (y.e.), eHa B pyOJsiX, MUHUMAJIbHBIA pa3Mep napTuu (mpojax). B Tabnuie 1omkHO ObITH
HE MEHee JECSTH CTPOK.

OTtnenbHOM CTPOKOM OMKEH OBITh BBIJIENIEH TEKYIIUNA KypC y.€.

CroumocTh TOBapa B YCIOBHBIX €IMHUIAX JODKHA NEPECUUTHIBATBCA B pyOIu 1o
COOTBETCTBYIOLIEH (hopMyIie co CChUIKOM Ha TEKYILIHMHA Kypc y.e.

IIpy co3nanum TaOMUIBl JKENAaTEIbHO MCIONb30BaTh cnMcku. Hampumep, crmcox
HauMEHOBAHWUM TOBapOB, CIIMCOK ITPOU3BOIUTENIEH U T.II.

Otdopmarupyiite Ilpaiic-nucm. C 1OMOUIbIO MPEIBAPUTENLHOIO MPOCMOTpPa OLIEHUTE €ro
pacrioyio’keHue Ha JINCTe M BHECUTE HEOOXOAUMbIE KOPPEKTUBBI. CaMOCTOATENBHO CO3/1aliTe BEpXHUN
U HIWKHUM KOJIOHTUTYJNbl. B KadecTBe BEpXHEro KOJOHTUTYJA HCHOJIb3yHTe HaMMEHOBaHUE
nabopaTopHOil paboOThl, a B KadecTBE HUKHEro - (aMMIUIO, UMs, OTYECTBO M TEKYIIYIO JaTy.
[lepeumenyiite pabouuit auct, Ha KoTopoMm pacnomnaraercs Ipaiic-nucm. CoxpaHuTe BHECEHHBIE
U3MEeHEeHHMs B (hailyie Ha JHCKe.

Hwxe npuBoauTcs npumMep npaiic-nmucra Ha ToBapsl, npemnaraemele AO "Kynu-IIpogait".

Puc. 2. ITpumep npaiic-nucra
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A B | ¢ D E F
1 fMpatc-nucm Kynu-fipodat
2 Kypc 1 y.e. = 34,48 pyo.
3 [Me Haumenosanue Lena un. napmuAlipouseodumens
4 |nin pyo. v.e.
5 1] YHWYTORUTENE fokymedToE | 12535 00 375 15|11 wryka BepxHuid Bonovék
B 2|Namna HacTonLHaA 238,00 B 29011 wryka M#eeck
i 3| Tetpage obwan 12 45 036110 wryk FocTpoma
& 4|Pyyka wapukoean 3600 1 02|11 ynakoeka  |Mockea
5 S| YHuuToMMTENE fokymedToE | 15345 00 445 D411 wryka Tuneug
10 G|Namna HacTonLHAA 340,00 J9.86]1 wryka BepxHuid Bonovék
11 7| Tetpage obwan 14 590 043110 wryk Mxeeck
12 8|Pyyka wapukoean B85 1 89110 wryk FocTpoma
13 A YHuuTomuMTENE fokymedTos | 13678 00 396 B3| wryka Mockea
141 10|Mamna HacToNEHAA 546 00 15 54|71 wryka Tuneuk
BapuanTel 3amanuii 1y co3jaHus Tpanc-InucToB.
1. CrpourenbHble MaTEpUAIbI.
2. Kanuenspckue ToBapsbl.
3. ABTOMOOWITH.
4, ABTO3am4acTH.
S. Kommnexryromue 9BM.
6. Kuamxubiid Marazus. XyJ0KeCTBEHHbIC KHUTH.
1. Kumwxubiii Marazud. TeXHUYECKHUE KHUTH.
8. [Ipon0oBONIBCTBEHHBIE TOBAPHI.
9. DNEeKTPOTEXHUYECKOE 000pyA0BaHHE.
10.  Xo3siicTBEHHO-OBITOBBIE TOBAPHI.
JlaGopaTtopnas pabGora Nel4
Buasl pynxuuit MS Excel. Ucnonb3osanue pynxumii MS Excel.
3ananmne Nel
3anoaHUTh TabJIUIly 0 00pasily, pacCYUTATh BO3PACT KaXKIA0TO.
BeinoJsiHenue:
1. 3anonHuTh Tabnuiy mno obpasuy. B C2:CI11 ormeruts (opmar Bpemsa (cnasnas —
uucno
- 1aTa)
A B C D
. B
2 1 [UsaHoB U.WU. 12.09.1999
3 2 |[Metpos I 13.12.1998
4 | 3 |Cupopos C.C. 05.02.1999
5 | 4 [Makcumos M.M. | 15.09.1997
6 5 |AHgpees A.A. 16.03.1997
. 6 |lMasnos .11 11.01.2000
8 7 |Kynpun C.B. 13.07.1999
9 8 |[AnTtoHosB [1.1. 18.09.1998
10 9 |Benos B.U 29.02.1999
11 10 |cBoe ®UO 18.03.1996
2. B D2 seemute Gpopmyny: =(T'OA(CEIOAHA()-C2)-1900)

Ora Gopmyna OyIeT BBIUUCIATh BCErja MPaBHIIbBHOE KOJIMYECTBO MOJHBIX JIET YEIOBEKa, T.K.
s BbruuciieHus ucnonbdyercss Qynkuus CEIOIAHS, xoropas B KaxAblii KOHKPETHBI MOMEHT
BPEMEHH HCTOJb3yeT TeKymyto aary. (Tabmuma Obuta cocraBiena 01.10.2015, npu ucnosnb3oBaHUU

sTOroO mpumepa nozxe 5.12.2015 6yayt JPYTHEaHHbICB ctronbie C)




3. IIporsinute 3Hauenus Ha C2:C11

4. 3amnoaHuTe TaﬁJII/II_Iy IBETOM
HUror:
A B C D

, SIS
2 1 [(WBaHoB U.W. 12.09.1999 16
3 2 (Netpos M. 13.12.1998 16
4 3 |Cupopos C.C. 05.02.1999 16
5 4 [Makcumos M.M. | 15.09.1997 18
6 5 |AHgpees A.A. 16.03.1997 18
7 6 |[MasnosI.I. 11.01.2000 15
8 7 |Kynpuh C.B. 13.07.1999 16
9 8 |AnToHOB N.A. 18.09.1998 17
10 | 9 |benos B.U 27.02.1999 16
11 10 |cBoe ®UO 18.03.1996 19
19

BoblnosHeHmne:

1. 3amnoiHuTe Ta6m/1uy AHAJIOTUYHO KapTUHKCE. 3arnoaHuTe IBCTOM

2. TlocuuTaiite 110 hopMyie 3HaUEHHE M
A B € D E

b 14 3,14
1

> m=hw/2mncc
: [h [w][ec [m]
4 2 8 3 0,283086
5 5 6 9
6 6 9 5
7 9 4 8
8 8 8 6
9 3 9 7
10 4 5 9
11 5 6 2
Hror:

A B C D E

n 3,14

1
> m=hw/2ncc
: (h [w[ec[m]
4 2 8 3 0,283086
5 5 6 9 0,058976
6 6 9 5 | 0,343949
(% 9 4 8 0,08957
8 8 8 6 0,283086
9 3 9 7 0,087742
10 4 5 9 0,039317
11 5 6 2 1,194268
3aoanue Ne3

CamocrostenbHo 0hOpMHUTh Tabauiy s BerauciaeHus Gopmyisl: v=UIR/T - cKOPOCTH MpHU
IBUKEHHUH 10 OKpYykHOCTU. He Menee 10 myHKkTOB. Tabnuily 3amOIHUTD [IBETOM.

JlaGopaTtopuas padora Nel5

Hurepdeiic Access. OcHOBHBIE dJ1eMeHThI HHTepdeiica, 06,1acTh 3a1a4 NpodeccHOHATbHOM
HANpPAaBJEHHOCTH.
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ba3za pannbix (B/[) — 5TO XpaHWIWINE [aHHBIX O HEKOTOPOW TMPEAMETHOW 00J1acTH,
OpPraHU30BaHHOE B BUJIE CIIEUAIbHOMN CTPYKTypbl. CucTeMa ynpaJjenus 6a3oi nanabix (CYB/) —
3TO MporpaMMmHoe obecnieuenue s padotsl ¢ bJI. Onnoit n3 Hanbonee nonysipabix CYB/] sBisercs
nporpamma Microsoft Access.

Pensiumonnasi 6a3a JaHHBIX — 3TO HA0OP MPOCTHIX TAOJHUII, MEXKTY KOTOPBIMH YCTaHOBICHBI
CBsI3H (OTHOIIEHUS ) C TTOMOIIBIO YHCIIOBBIX KITF0UEH (K010B). KiTtou — 3TO 1moJie uim KOMOMHAIINS TTOJICH,
OJIHO3HAYHO ompeaenstomas 3anuck. Tabmuusl B b/l coctoar u3 crpok u cron6duos. Kaxaas crpoka
TaOJIUIIBI — 3TO 3aMUCh, CTONOCT — moJie. Kaxkoe moje umeeT umsi, TUM (CHMBOJILHBIH, YUCIIOBOH U 1. )
U 3Ha4YCHHE.

Casa3u Mexay Tad0IMnaMn:

1. Onun x ogHOMY («1-1») — OZTHO¥M 3amMmKcH B IEPBOW TaOJIUIIE COOTBETCTBYET POBHO OJTHA
3aIUCh BO BTOPOM.

2. Opun ko MHOTUM («1-») — OJTHOM 3amUCH B MEPBOW TaOJMIIE COOTBETCTBYET CKOJIBKO
YI'OJIHO 3aIlUCEN BO BTOPOM.

3. MHorue K0 MHOTUM («-») — OJIHOM 3amucH B MEpBON TaOJIUIIE COOTBETCTBYET CKOJIBKO

YTOJIHO 3aIlUCel BO BTOPOW, U HA0OOPOT.

Hopmanu3anus — 5To pa3zpaboTka Takoil cTpykTypbl b/I, B KOTOpO#i HET U30BITOYHBIX TaHHBIX
U CBSI3€H.

IIpaBuna HOpManU3aUuu:

1. JIro6oe moJjie JOHKHO ObITh ATOMAPHBIM (HEJICTUMBIM).
damunua n umsa damunusa Nmn
Wea p _ WBaHoB MNetp
Met H MNeTpos NeaH
2. He nomxHO OBITH TOJIEH, KOTOPBIE 0003HAYAIOT PA3IMYHBIE BUJIBI OJIHOTO M TOTO XK€,
HalpuMmep, TOBapoB.
oo 1
Fog | BaHaHbl Fon Toﬁ:aia Kon-so | | Koa | ToBap
2006 | 32 1 |b
o s mp[2006| 1200 | (— Ka”a”b'
2007| 2 | 1500 MEx

3. JIro6o0e 1oJjie TOIKHO 3aBHUCETh TOILKO OT KJIF0Ya.

TOBaprJ Kog | HassaHme

1 MonuTop

3adBWUCUT He TONbKO
OT HazBaHWA Toaapa!

2 | BuHuecTep # npanc-nucT

4. He nomxHo ObITH 1OJ€H, KOTOPBhIE MOTYT OBITH HAalJEHBI C IIOMOILBIO OCTAJIbHBIX.
Kog | Toeap |LlUeHa3aTtoHHy | Kon-Bo, TOHH CTgumogTb
1 | BaHaHeI 1200 10 12 000
2 | Kusu 1500 20 30000

Hupexc — 3To BcoMmoraTenbHas Ta0iMIa, KOTOpas MpexHa3HadyeHa sl OBICTPOro TMOUCKa B
OCHOBHOM TaOJIMIIE TIO BEIOPAHHOMY CTOJIOITY.

2 Coznanue cTpyKTyphbl 6a3bl faHHbIX «ToBap»

Onucanue mnpeaMeTHOH o0JacTu. Mara3uHy KOMITBIOTEPHOW TEXHUKH HEOOXOIUMO
ABTOMATU3UPOBATH ITPOLICCCHI MPOJaKHU U TIOCTABKU TOBAPOB OT IMOCTABIIHNKOB. I[JIH JOCTHUKCHU A 3TOU
LIETM TOCTOSTHHO Tpedyercs pabotaTth ¢ wuHPoOpManue 00 WMEIOIIMXCS ToBapax, 3akas3ax,
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MIOCTaBIIMKAX U O MOCTABISAEMON NMU HOMEHKJIAType TOBapoOB, KIMEHTaX U cOTpyaHukax. [logoOHble
CBEJICHUS CO/EPIKATCsl B HAKJIAQJHBIX, OJaHKax 3aka3oB, yekaxX. C TOUKHM 3peHus mosb3oBatens bJl
J0JKHA 00palaThiBaTh 3TH JOKYMEHTHI. bojiee aeranbHbIM aHalu3 NpeAMETHOM 00jacTh MpHUBEN K
crpykrype b/l «ToBap», n3obpaxxenHoi Ha pucyHKe 1.

CoTpyaHwkw
1 =
] KoaCoTpyaHuka 'Y Focracii
Qamunua - a
A 7] KogNocTaewmga 7
OTyecTen L HazeaHuelloCTaELLMKS
[OMTKHOCTE 0 MpeacraentensllocTaelymea
3akasnl Agpec Ofpawarsca
¥ Kog3akaza [JomMalHuiiTenedioH KoHTakTHBIlTene goH
KoaCoTtpyaHuka = [JataPoxaeHna = Adpec
KoaToeapa
JataPazmeLreHna
AatalcnonHedns Tosaphl
KoaknuweHta ; - 7 KoaToeapa -
KoglocTagkm
HaumeHoeanneToeapa
TexHuYeckne XapakTepHcTUKK
OnucaHue MocTaeka
KnvenTsl Mz0BpaxeHne z ¥ KoaMocrasku
# Kog CTONMOCTE3aKyNKN KoalocTaeLwmKa
julle] Hanuune fatallocrasku
Appec Kon-eo
Tenegon CronmocTelpogadm

Pucynok 1 — Crpyxrypa B/l «ToBap»

Coszaamum BJ] Tosap.acedb 8 CYBJ] Microsoft Access 2010.

2.1 3amycTum MS Accecess 2010:

ITyck -> Bee nmporpammsr -> Microsoft Office -> Microsoft Access 2010.

Bribupaem nyHkT «Co3nate» u nanee «Hoas 6a3a nanueix» (Illar 1 na pucyske 2). B none

«Vms daiinay BBomuM «Tosap» (Illar 2). Cmpasa ot moms «Mms daiina» HaxMeM 3HAYOK =
OTKPOETCS TMAJIOT coXpaHeHus (Qaiija, B KOTOPOM ClieyeT BbIOpPAaTh CBOIO JIMYHYIO ManKy M yKa3aTb
uMsi coxpansieMoro (aiina. Pacimpenue nMenu Qaitna Oyner no6asineno aBromaruuecku (ILlar 3).
Hogas bJl umenem ToBap co3maercs mocne Haxkatust kHonku Co3nats (Lar 4).



[FEECEE Co3gaHne

EHELLHNE J3HHEIE PaboTa ¢ Gazami AaHHEDX

I Coxpanurs

B Coxpanute obnekT kak

@) CoxpanwTs Gasy AaHHLX KaK
[F OTKpbITs

Ed 3akpuiTb Bazy AaHHsix

@H B[l KOMNBHTEPHOIO Maras...
@j Ea3a AaHHLIX KOMNLIOTEPH...
ZH Ba3a AaHHLIX KOMNLHOTEPH...

aj Basa AAHHBIX KOMNLHOTEPH...
CeeaeHun

Mocneanwme

JlocTynHble WabnoHbl

@ Jomoii

[arl |
MycTan seb-6Gasa
JlaHHBIX

1
1§

Hoean Haza
k JlaHHBIX ‘

B
C
O6pasubl

wabnoHos

Mocneaxue
wabAoHbI

HoBas 6a3a gaHHbIX

Cozaatk -
Meyatb |_3
CoXpaHuTb W Mow wabnoHsl Ilar 3
onyBnKoBaTh VMg haiina Iar 2
Labnouel Office.c... -+
L Tosap.accdb
Cnpaeka q_ P ) ( | =
— — CABA\Mprnoxerne',
] Mapametpst i 7 f 7/
B9 Buxoa ITar4
AAMWHUCTPATMEHBI AIMWHUCTPMPOBA...
€ — NoAlepxKa Cospatb
- A4
4 i |4

Pucynox 2 — Hauano pa6otst ¢ BJ] «ToBap»

2.2 Co3nanme Ta0auubl «3aKa3bD)

OxkHo nporpammsl nociie co3ianus HoBoi b/] mokasano Ha pucynke 3.
GEL - OO (e | X
= .

Calibri (O6nacTb gaHHbIX)

naeHan PaBorta ¢ BazamK gaHHbX

# =

= -
Haiitu
g -

CozaaHue BHELLHNE JaHHEIE

o= = z
| =i
ﬁl@ = 7
OBHOBUTL
H-

BCE ™
3anucu |

J ¥ F 4%
. |
=2 . i -
WNLTP
o ¥
Peskimsl gbydep obMeHa [ | CopTUPOBKa U puAsTp |

| Tabauual
Hog

K £ 4
A - -
— -

i=

Haiimi | DOPMaTUPOBAHUE TEKCTa

‘ p = UlenkHume dna doBasneHua =

ikl

E Tabnuual

3anuce: MW ENTER K Het gunbtpa | Mownck

Num Lock L

| Pexum Tabnnubl

Pucynok 3 — Bxiagka [Tons u kHonka Pesxxum

C nomoripio KHONIKK Peskum BeiGepem pexum Konctpykrop. [TosBUTCS OKHO 711 BBOJA UMEHU
tabuiel. Hazosem Tabmuiy 3akasel. HoBoe mosie 1o6aBisieTcst myTeM BBOJA €r0 UMEHU B CBOOOTHYIO
saueiiky cronoua Mms noinst (Pucynok 4). Coznaem nose «Kon3akaza» tuna — YucnoBoit. 31o kiitoyeBoe

l ¥ Knwoyeeoe none

TI0JIe — CO3/aeTCs 10 HAKATUIO KHOMKH ] B okne «CBoiicTBa mossi» BeiOupaem: Pazmep
nmoJtst — 1esoe (T.K. HoMep MOXET OBbITh omnpesnesnieH BHe cucteMsl), [loamuce — Homep n/m (3Ta 3anuck
Oyznet BunHa ipu padote ¢ b/ BMmecto Koa3akasza).




| = - == Tosap: 6asa aanHbix (Access 2007 - 2010 |
Daiin Fnaexan CozaaHne EHELIHNE AaHHbIE PafoTa c Gazamn JaHHbL? KoHcTpyKTOR o g
| E 7 Knwoueeoe none =@ BCTAEWTE CTPOKK il ;L;* Ez:_z EE,—., = EE
H £ - = s = =
P . 2 =& =
SN MoctpouTens =" ¥0anuTe CTROKH =
Pexm o i 20 CTpannua MHgekcsl | Cosgate makpocel  [MepeumeHoBaTs Cxema 3aBWCHMOCTH
i Mposepka yono d zme \ ACTaHOBKY =
~ g¥ 1IpOsepKa yenasnit gyt VISMERITE NOACTAHOBKY | cph g AAHHBIX ™ VAW YA3NWTs MBKPOC | AaHHBIX  0BLekToB
PexciMbl Cepeuc MokazaTe WAn ckpbite|  CoBbMWA nonei, 3anuceii n Tabnny CEA3N
Bce 06bekThl AcC... (¥ < @ x
|noucr<... L}J//-y Mma nona Turn gaHHbIX OnucaHwe -
T 4 =
Ta6AuLbI A Kop3akaza Yucnosoi
E b
¢ Cooiictea nona ™
e —
O6wwme MogcTaHoEKa /
Pazmep nona Llenoe V
©opmar nonAa
YMCNo JecATUYHLIX 3HAKOB ABTO
hacka sBe0ga
Mognuce Homep n/n o o
ognnce NonA B dopmMe. MNpy OTCYTCTBHW JaHHOTO
3HaYeHHE N0 YMONYaHWKD H ab pu eTeyT &
> 3HBYEHWA B Ka4ecTEe Nognuck OydeT NCnonb30BaHo
CNOBNE HA HAUSHNE UMA nona. Jna NoayYeHUA CNPaekk No NOANUCAM
CooBujenne 06 owmbke noneii HaxauTe KnasuLy F1.
Q6AzaTensHOE None Het
IHaekcupoBaHHoe none fa (CoenageHua He ,qonvcrcarm:\
CmapT-Tern
BbIpaBHWBAHKE TRKCTA Ofuee
KoHcTpyktop. F6 = nepekntouedne okoH, F1 = cnpaeka. | Mum Lock | ) Iﬂ r

Pucynok 4 — Co3anue nosei Tadmibl 3akassl

Coznaem ocTanbHbIe MO TaOIHUIIBI «3aKa3bD»y (CM. pUCYHOK 1).

KunroueBoe nose. Pazmep nons —Lenoe.

[Moamuce — Homep n/m.

KonCotpynnuka

Yucnosoit

Pazmep monst — Ilenoe. 3nauenne mo ymomuanuro — 0. OOs3arensHoe mone — Ja.
Nunexcuposannoe none —/la (JlomyckaroTcst coBIaeHus ).

KoaTosapa

TekcToBbIi

Pazmep monst — 50. Tlonmuce — Kox ToBapa. MunexkcupoBannoe mone —/la ([lomyckatorcst
coBnaaeHus). Cxatue FOunkon — Her.

JaraPa3menenns

Jarta/Bpems

Kparkuit dopmar matei. Macka BBoma: 00.00.0000;0; . Tlommucr — Jlata momaun 3asiBKH.
WNunexcupoBannoe none — Jla ([Jomyckarotcs coBnaaeHus).

Jarallcnonmaenus

Jarta/Bpems

Kparkuit hopmat natel. Macka BBoga: 00.00.0000;0; . ITognucek — Jlata 1oCTaBKH.

KonKmunenra

YucnoBoi

Pazmep nonst — Lenoe. 3nauenue no ymomyanuto — 0.

2.3 Co3nanue ocranbHbIx Ta0aunbl b/ «ToBap»

Bri6upaem: Bkiagka Coznanue -> kaorka Tabnuma. Pexxum — Konerpykrop.

Taomuua KiuenTsl

Tabnuna [ToctaBka

Tao6muua [NocraBmmk

Tabmuna CoTpyIHUKH

3aMeTKH ITone ITycteie crpoku — Her. Cxatue FOnukon — Her.
MEMO

Tab6muia ToBapsr



2.3 YcranoB/ieHHe CBsi3eH MexXIy Ta0uIaMu

CBs13b BO3MOXHA MEXKY TaOJIHUIIAMHU, Y KOTOPBIX HMEIOTCSI TIOJISl C OJJUHAKOBBIMH 3HAYCHUSIMHU.
[lepen ycraHOBKOH CBsi3el COXpaHHUTE M 3aKpOWTE Bce TaOJIMIbI, MHAYE BO3MOXKHO IMOSBJICHHE
cooOmIeHns1 00 MCIIOJIb30BaHUH TaOJIHIIBI IPYTUM T0JIH30BATEIIEM.

J1ns1 ycTaHOBIICHHMSI CBSA3EH HYKHO MEpelTH Ha BKIAAKy «PadoTa ¢ 6a3aMu JaHHBIX» U BEIOPAThH
uHCTpyMeHT «Cxema naHHbIX». OTKpoeTcs: okHO Jlo0aBiaeHne TadauIbl (PUCYHOK 5), B KOTOPOM, C
MOMOIIbI0 KHONIKK J[00aBUTh, HAJI0 BHIOPATh BCE IIECTh TaOIHII.

loBaeneHwne TabauMubl @ i:h

o e,

{ Tabnuugl ’3anpoct.| |TEBJ'IHLI,I:I W 3EII'Ip0ChI|

2aKazkl
KnHeHTEl
MNocTaeka
MNoCTaBLMK
CoTpyaHHEN
ToBapsl

d HoBaeuTe 3aKpeTh :)

e

b

Pucynok 5 — Jlo0aBneHue Tabiuil B CXEMY JaHHBIX

[Tocne 3akpeiTust okHa JloOGaBieHue TaOIMIBI CTAHOBUTCS aKTUBHBIM OKHO (CxeMa JaHHBIX.
Pacnionoxkure Tabnuipl Kak mokasaHo Ha pucyHke | (mmst ymoOctea). CBsi3m Mexay TabIumamu
YCTAQHABJIMBAIOTCS MyTEM MEPETACKUBAHUS MBIIIBIO OJS U3 OJHOM TaOJUIBl HA COOTBETCTBYIOLIEE
noJie Apyroi Tadmuiel. [Ipy ycTaHOBKE CBSI3U MOSIBISIETCS] OKHO (PHCYHOK 6), B KOTOPOM MOYKHO 33]1aTh
napaMmeTpsl co3aaBaeMon cBsa3u. [locie yero HaxaTh kHONKY Co31aTh.

.
M3meHeHwe ceazen @ ﬁ

Tabnwua/3anpoc: CeAzaHHan Tabnawua/3anpoc: l 0K

CoTpyaHHEN - [3EI{E|3I:|I - l

OTMeHa

HoaCoTpyaH HHEE KoaCoTpyaHuka | =

Im

Hogoe..

l
I
l
l

I
’ O0seanHEHHE. ..
l

2y !
[VEDBecneyeHne LENOCTHOCTH AAHHBE

KacKkagHoe o0HOBNeHWE CBAZAHHLE NONe

KacKkaaHoe yaaneHWe CBAZaHHBIX Fanucei

Twn OTHOWEHWA: 0HH-KO-MHOTUM
LN

Pucynok 6 — Hactpoiika cBsi3u Mexay Tabaunamu

Kak npaBuio, 0J1HO U3 1oJiel B CBA3aHHBIX TaOJUIAX UMEET YHUKAIbHbIE 3HAaU€HUS. ITO MOXKET
OBITH KIIIOYEBOE I10JIE€ WM T10J1€, U1 KOTOPOTo cBoiicTBO MHAeKkcpoBaHHOE MoJie uMeeT 3HaueHue Jla
(coBnanenust He pomyckatorcs). Tabnuia, copepikalias yHUKAJIbHOE IOJie, Ha3bIBaeTcs 0a30BOM, a
BTOpas TabauIa — NOAYMHEHHOI. B paccMaTprBaeMoii cBsI3M Ha pUcyHKe 6 0a30BOH sIBIIsieTCs Ta0IMIA
CoTpyIHUKH, a IO JYMHEHHOM — Ta0nuia 3aka3sl. [IockoIbKY 01HOM 3amucu B 0a30BOM TAOJIUIIE MOKET
COOTBETCTBOBATh HECKOJIBKMM 3alMCced B NMOMYMHEHHOM, TO TUIl OTHOLIEHUS SIBISIETCA «OAMH-KO-
MHOTHM.

3ananme 1. YcraHOBUTE BCE CBSI3M MEXKAY TaOJIHMIIAMH, Kak MOKa3aHO HA pUCyHKe 1. 3ameTnm,
YTO €ClIi Kakas-mn0o Tabymia omuOouHO (TOBTOPHO) BKIIOUYECHA B CXEMY JAHHBIX, HY)KHO YIQJIUTh
CBSI3U JIpyTUX TaOJMIl C HeW M BHIMONHUTH KoMaHay CkpbITh Tadauny. [locie storo Tabnuua Oyner
yAajieHa U3 CXEMbl JaHHBIX.
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JladopaTopHas padora Nel6
PeasimuonHble 6a3bl JAHHBIX M UX IUIAHUPOBaHMe (MPOdecCHOHATBHON HATIPABJIEHHOCTH)

3ajanme: cosnars penauuoHHy0 0a3y naHHbIx  «IIpoueccope» B - onepanMOHHON
cucreme Windows ¢ momomisro CYBJI Microsoft Access.
Nen/n | Hazeanue Yacmoma | ['00 ewinycka | Hanuuue Caum
npoyeccopa HEeCKOJIbKUX npouzeooumens
sa0ep
1 Intel Pentium 266 20.091993 Her www.intel.com
2 AMD Duron 1300 09.09.1999 Her www.amd.com
3 Intel Pentium 4 3200 04.10.2000 Her www.intel.com
4 AMD Athlon X2 | 3200 03.06.2005 Jla www.amd.com
5 Intel Core 2 Quad | 2900 18.01.2008 Jla www.intel.com
onepannonnoii cucreme Windows zanyctute  CYBJI Microsoft Access [[Iyck — Bce

npoepammul — Microsoft Office - Microsoft Access].

OyzeT cofiepKaTh CleAyIOLIe HOIs:
Ne n/n (C4eTUYMK) — MEPBUYHBIN K04, OJJHO3HAYHO UICHTU(DUIIUPYIOIINI 3aITHCh.

Hassarnue npoyeccopa (TEKCTOBBIN) — CONEPIKUT Ha3BaHUE MPOLIECCOPA.
Yacmoma (4UCIIOBOI) — COACPKUT YACTOTY MPOIIECCopa.

100 6vinycka (nata/BpeMsi) — COJIEPIKHUT IO/ BBIITYCKa MPOIECcopa.

Hanuuue neckonvkux si0ep (MOTUYECKUd) — IPUHUMAET 3HA4YeHHE /[a (1Ba WM YETHIPE s/Ipa)

wiu 3HaueHue Hem (0HO s1po).

B MHTepHere.

kHonke OK.

4¢

[Ipexxne Bcero, HEOOXOAMMO OMNPEAETUTh CTPYKTYpy Oas3bl JaHHBIX, T.€. OMNPEICIIUTH
KOJIMYECTBO MOJICH, UX Ha3BaHMS W THUIIbI IaHHBIX, B HUX XpaHsumxcs. baza ganasix «IIporeccopbn

Cavim npouzsooumens (TUMEPCCHUIKA) — COJIEPKUT CCHUIKY Ha CalT MPOU3BOIUTEIS ITpoIieccopa

2. B mosBUBIIEMCS JMATOrOBOM OKHE IIEIKHYTH 10 KHOIKe [lapamempur Access. B
MOSIBUBIIEMCSI THATIOTOBOM OKHE BBIOpATh MyHKT JcHOGHbIe.
B texcToBoM nosie Pabouuii kamanoe: BBECTH IyTh K co3AaBaeMoit 6aze qanubiX. [l{enkHyTh o




Wm

Obupre —~n
_3 Ocnoammie NApaMeTPM Ana paboTu ¢ Access.

Texywas 62333 330 s
Tabauua Napaserpat poAw300. pdeRa

Koncrpycropy ofvexton 7| BLmoSnTs Janamedecong NPOIMOTD

¥ Beeras nenoansopars CleatType
Npascnucanme
LA BCNAINEAOWIX NOZATOK  (OKAIEaT yAyNWEHHEE BINTHSAOWNE DOACKAINN | » I

Rresc V| Branoumt B NOACEATEN COMETAMMA KAMMLW
MapasseTpes xamerta Usetosas quessy Cepebpucras Z]
Hacrpokea aenTy Corpamme Ga3 A
Nawess & <
T R SOPAIIT QARAL NO YMOALMMINO IR MCTON Ease Jarace  Access 2007 3
Hagcrpoinm Pagiovmit xaranor: CAUsers\Pernns\Documents\ [ os3ep.. J
UenTp ynpasaenma 6£30N3CH0CT0 NEORIOK COPTHPOBXM GAIH ABHMKT YHUELDIARHBIN « D EXHAR BEDINA 3

Nwanan wacTpoiea Microsoft Office

Pua nosssosareas: Perwna

Mrentgnane: P

| ok fr*Onmu |

3. Cosnars B CYBJI Microsoft Access HoByto 6a3y AaHHBIX ¢ TTOMOIIbIO KoMaH bl [ Coz0amb
— Hosas 6aza oannvix].

B nosBuBIIEMCcs 1MaTOrOBOM OKHE B TEKCTOBOM Mojie Mmsa ¢paiina: MpUCBOUTH (ailmy 0a3bl
narabix uMs [Iporeccopsi.accdb.

]_HCJ'II(HYTL 1o kHomnke Cozdameo.

e ——

e R el Poens ¢ Gateen Apmmmss [?]
o
Aocrynmae @rbroms Mouas 6232 Ademiin
«!
Q Acwrh
 Ompwre
13 ) ' - @
&) o Ao Tope . Y Tharas sel- Cans Nacrapees Dlpamans waliomie Mottt A
A i
Wataom Offar com e st P -
Mo
ENEE - - =
b | A
o @ il = o
Acvern Komranrie Borpocw winare  Heoaummgeecont Mocectw
{mpasea
Pam Sois
23 Mo NP ovci tpesacid g
a Clulen Permas' Documents

4. B oxkne Ilpoyeccopol: 6a3a daHHbzx BBeCTH KoMaHny [Peowcum - Koncmpyxmop]. BBectn
uMeHa Tonell 0a3pl JaHHBIX B cronoOue Mms noas. B cronbue Tun OanHbiX ¢ TIOMOIIBIO
PaCKPBIBAIOIIETOCS CITUCKA JIJISI K&KIOTO TIOJIsl YyCTAHOBHUTD TPEOYEMBIH THIT TaHHBIX.

Eciu 570 HEoOXoaMMO B HI)KHEW YacTHM OKHA BBECTHM KOPPEKTHBBI B CBOMCTBA Mmois (B
okue Ceoticmea nous).
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[llenkuyTh N0 KHOTIKE Kitouesoe nose v 3a1aTh IEPBUYHBIA KJIF0Y, KOTOPHIM B IAHHOM CITy4ae

aBJsieTcs nosue Ne n/n.
A e

B cuoo  coien St Prons S | Sanvon o
[ gas) f n Eramns 1poes 4 » - - B e
L ¥ < Yaawes poe " - -
Prmnnt  Raaees T TVSr S FRTCCANTSN | PreR— Corma X
o Sy oopcronstey | oo

T T

iy spem ? areecid 10k e
| ace etreon accnss 5 - :“:'......\.. . D D -
| 5, o Vv nose Tt Ao Ot s -
| a [T neafn Cueranm
| B tesanat ‘ Hassanan NPOUECTODS Tescromwi
| | ‘wcrora Macacecd
| foassmyoa Laralepesen
HANMAO HECKONSEHE RL0D Forweecnsi
Cade npoummOIntens Frsapccates

CHbmTea 0o

e

Patiang nose Frereeie rie

e e

Fopen nose

ey

Marecopiasmmit nose 0 1AL me 4orys st (K

Compesons Yt One mOREY (OARFRETS e Sonee 4
et L I e ]

opisronsmve Math___ Obape e

n
Sy ton. % = Arpraseveses snem Il * ingases fmish. DS K

5. Jlns coxpanenust Tabnuisl BBecTH KomMauay [ @aiin — Coxpanumo.

6. [locne cozmanust TaOIUIBI € UM AOOABISETCS B OKHO 0a3bl JaHHBIX, U TAOJIHMIy MOYKHO
JIETKO OTKPBITh 700 B pexkume Koncmpykmop (komanna [Peowcum - Kowcmpyxkmop]) mubo B
pesxume Tabauya (xomanaa [ Pesicum — Peoicum Tabauyal).

Pexxum Tabauya mo3BosIET MPOCMATPUBATh U U3MEHSATH CTPYKTYPY TaOJIUIIBI, @ TAK)KE BBOAHUTH
Y PEAAaKTHPOBATH TaHHBIE.

7. Jlns mpocMoTpa CTPYKTyphl TaOnmuibsl B OKHe 0a3bl jgaHHbBIX «IIpomeccope» Ha

BKJIanke Tabnuysbl ABAXKIBI MEIKHYTh Ha 3Hauke Tabauya 1. TIoSBATCS OKHO TaOJIUIIEL.
P ==y~ 8 e —

Taagmas Congamme Bnewnine Jammse Patora ¢ Gasam Janmaix Noas Tafanmua
A n 10N L6 - . L "
Y, A r §1 no eorpacrammn Buacsemne c.j ™ T Wrorm . T
- :l Mo ybusarmmo ¥ Aonosswmrenso = - o Coparume ¥ Op@orpadus » Mepeimm *
Pestm i Swanrp | Obmosnmy N x X H
. fao ' '4 [P « B Aonossuesams = 2 Bwbpans -
Pexnms Gy 9ep chmems 5 CopTUPOGEE 1 GamTp Sacwmen Madru
| Bee obbexTet Access < e | ) Tatawgal
?no«_a_ » Nen/n - Massawwen - MacToTa - TOASMDYOK - Hanmuwe we - Caiy npount - LWeaxwume dnn doboenenun -
'. Tatanmugu 2 || * (N2)
| 1 Tatawa
|

BBox nmanHbIX B TaOnuIily 0as3pl JAHHBIX M MX PEIAKTUPOBAHHE MAJI0 Y€M OTJIMYAETCS OT
AQHAJIOTUYHBIX JICUCTBUN B APYTUX O(DUCHBIX MPUITOKEHUSX.

8. 3aHOHHI/ITL_6a3 JaHHBIX, ITOCJIEA0BATCIbHO BBOI[?I_ 3aIIMCH O IMpoueccopax.
@u ) R Pabora ¢ rabanuanen

(rsmran Cosparme BHewne JaHKue Patora ¢ Sasamm Jammnix Noas Tatnnua
B’X —“j b 3 ) Ql 10 BOIPACTAMMD U7 Bugenenme :] . X Wrorm Lﬁ 26
R ) ¥ paTe :l No ybusammo ¥ Aonoasurensno = ~ o Corparnrs o Op@orpadna —
Pexom  Scragume CuasTp | Q6rnopumy Haittn
. - J opuar v THPOS v Sum e~ X v B,ﬂononnme.‘.wo v g
Peacimp &y $ep c';ue-u_ o LOPTHDOSES U DaasTp Jannce H.)_-:I
| Bee obwexu Access =« |2 Tabnwual |
| Nouex. P Nen/n - Haseawme npout - Yacrora - Topesinycx - Hanwuue we - CaiT npomasoaure. - Le
Tabmmun = 1 Intel Pentium 266 20.09.1992 www.intel.com
T3 Tasaugal 2 AMD Duron 1300 09.09.1999 www.amd.com
3 Intel Pentium 4 3200 04.10.2000 www.intel.com
4 AMD Athlon X2 3200 03.06.2005 Cd www.amd.com
5 Intel Core 2 Quad 2900 18.01.2008 v www.intel.com
* (N2) -

9. Coxpanuts 6a3y naunbIX [@aiin - Coxpanumu]



JlaGopaTtopuas pagora Nel8

Kurouun, cBsizu u uHaeKcbl Tadaun. Co3aanne U HCIOJIb30BaHNE 3alPOCOB.
TeopeTnyeckue CBeICHU:
Jro6as CYB/] mo3BOISET BHIMOIHATD YETHIPE MPOCTECUIIINE OTICPALMH C TAHHBIMU:

. 006a615mb B TAOIUILy OJHY WIA HECKOJIBKO 3aIHCei;

. yoansime 13 TaOJIMIBI OJJHY MM HECKOJIbKO 3aITUCEH;

. 00HO8/I51Mb 3HAYCHUS HEKOTOPBIX MOJICH B OJHOM MIIM HECKOJBKUX 3aITUCSX;

. Haxoo0umu OJTHY WJIH HECKOJIbKO 3aITUCEH, YIOBICTBOPSIOINX 33aHHOMY YCIOBHIO.

Jns  BBINOJHEHWS  3TUX  ONEPalUil  HMCHOJB3YEeTCs MEXaHU3M 3anpocos. Pesynbratom
BBIIIOJIHEHUST 3aIPOCOB SIBJISIETCSL JIMOO OTOOpAaHHOE IO ONPEACICHHBIM KPUTEPUSM MHOMXECTBO
3aruceit, In06o n3MeHeHus B Tabnunax. 3anpockl K 0a3ze GopMUPYIOTCS HA CTIEHUAIBHO CO3IaHHOM IS
3TOTO SA3bIKE, KOTOPBII TaK U HA3bIBAETCS A3bIK cmpykmypuposantuvlx 3anpocos (SQL — Structured
Query Language).

[TopsiIOK BBINOIHEHHUS:

OTkpoiite co3nannyro Bamu panee 6a3y nanueix @upma u npoBenute ee Mmoaudukanuto. s
3TOro, oTKpoiire Tabnauiy Compyonuxu u IPOBEJUTE €€ pelaKTUPOBAHKE:

. ckonupyiTe 3anuch ¢ pamumueit OpnoBa Ha BockMyro. [[ins atoro Haxkmure [TKM Ha
3amnuck, Bbioepure komanay Konuposars

— | cotpyaHmkn

Hopcotp ~ @amunua - KMmaA - QOTuecTeO -
1 MeaHoB Ceprei HpbeBKy
2 Onnngea HJnua HoOHCTaHMTHHOBHA

= Co3Aa8Th 38MNWUck OB Bagum PomaHoBHy

= ¥AAAWTE 3aMMcs B MarcKm AnexcaHapoBHy

£ Bupesats HHO AHpped EBreHbeBMY
CE@ Konupogsate HO Hukonaid AHOpeeBHY
l}% Beraniie H Oner MaenoeKry

I|_ EelcoTa cTROEK...
3arem Haxxmute [IKM Ha 3Be37104Ky B BOCBMOI CTpOKe M BbIOEpHUTE KOMaHIy BcTaBUTh
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KMma

| 1 MeaHoe Ceprei

. 2 Opnoea KonwnAa

. 3 PomaHoB Bagum

. 4 CysopoB Makcum

n 5 MapueHHo AHOpeR

n 6 BooeeHKO Hukonai
7 AdoHKMH Cner

@ =i C038aTe 3aNnck

= | YoanWuTe 3anuce
4 | Bopesate
=3 | Konwposate

& o >

IE BricoTa cTpokM...

. BO BTOPOH WJIM TPEThEH 3amucy (B 3aBUCUMOCTH OT Barrero nmosia) uamMeHuTe (GpaMuimio
Ha CBOIO;
. BBEJMTE HOBYKO 3allMCh B pexuMe BBoA maHHBIX, Ui 3TOro Ha JeHTe / 1aéHas BO

BKIIagke 3anucu BeiOepute komanay Cozodams (komanna Cozdams OyneT aKkTHBHA TONBKO TIpHU
BBIJICTICHHOMU JTFO00H CTpOKe TabIuIh!)

[nasHas l Co3gaHue EHewHWe JaHHBe PaBoTa ¢ 6asamu JaHHbR | Pexium TaBnuus

j 53 Konupoeate | @ =8 CoxpanuTe ? Opdgorpagua
B v v (o]-]
FrasE J&DopMET no 06pasu,3r E- -- E -a I::‘:B-MI' X YoanuTe ~ E JonoAHWTeABHD ™
Eydep oBmeHa LWpudT (P Terct RTF Sanucy
Pesynbrart:

T corpyanmn

4 BhipesaTts X Wrorn

Calibri -n -

‘ Kog cotp - OTyecTeo DonwHocte  ~ | TenedoH - Appec - | llata pomae - |3apaboTHan - @oTo - | INEKTPOHHAA NOYTE ~
1 UeaHoB Ceprei Hpeesuy [dupexTop 89182121567 | yn.batapeiHan,8 05.07.1987  57000,00# Ivanov@mail.ru
2 Opnosa Hnua KOHCTaHWTHHOBHA 3am aupexTopa 89894938474  yn.KpacHas, 10 07.09.1985 50 000,002 orlova@mail.ru
3 POmMaHoBs Bagum PomaHoBHY MeHegmep 89883467464  yn.MaTeMeHKo,46 13.05.1989 50000,00# romanov@mail,ru
4 Cysopos Ar P Mexnemxep 89184857634  yn.MwuHckan, 11 15.01.1983 45 000,00 £ syvorov@mailo.ru
5 MapueHko AHppeii EBreHbeBsny Byxrantep 89887765265 | yn.Mamaesa,l 22.04.1983  42500,008 Marchenko@mail.ru
6 B, ; A Anpp YNaKOBLLHK 89894289642  yn.Pabouan,19 27.08.1950  40000,00 £ Vdovenko@mail.ru
7 AdoHMH Oner Maenosny TpyaumK 89641414100  yn.CeoGogpl, 27 21.05.19284 38 000,008 Afonia@mail.ru
8 Opnoea Knua KOHCTaHWTUHOBHA 3am aupexTopa 89894938474  yn.KpacHaa, 10 07.09.1985 50 000,00 # orlova@mail.ru
9 KapnyxuHa EBrensma WropesHa Menegmep 89885188592  yn.TennuyHaa,13 03.04.1984  45000,00 % karpuhina@mail.ru

Co3zpaiite 3anpoc, B KOTOPOM MOKHO IPOCMOTPETh TelIe(POHBI COTPYAHUKOB.
Jlns co3maHus 3ampoca BBIIOIHATE KOMaHIy: BKJIaAKa JeHTsl Co3manne — MacTtep 3ampocoB

— IIpocroit 3ampoc.
=)

naeHaa CozpaHue BHewHWe gaHHEIR PaboTa € 6azaMu JaHHBIX
% m @ . l. CEOAHER AMarpamma . 12l Hakneiikn ﬂ
) I'Iunan dopMa E MycToi oTHeT =]
Taénuua LWasnoHe  Cnuckn  KoHcTpykTop | ©opma PasgensHHan Heckonsko KoHctpykTop | OT4eT KoHcTpykTOp
TaBAML ™ SharePoint~  Tagawy $OpMa  3NEMEHTOE ‘ =) dpyrie Gopmel = popm ﬂ MacTep 0THeTOB  gruetoE

LELY DOPMEL OTYeTHl

Bee Tafinuusl > |«

COTpYAHUKK @
E COTPYAHKEK : Tanuua

KAMEHTBI 2 IEDEK.DECFHI:I! 3anpoc

MoBTOPAKIWMECA 33MMCH
3anMo Ge3 NoAUMHEHHBIX

E KNWEHTH : TaBauua

»

E 3aKkassl : TaBAMUA

CosaaHne sanpoca Ha seibopiy s
onpeaensHHeIx nonei.

B nosiBuBIIEMCS 1aI0TOBOM OKHE YKaXUTC Ta6J'II/II_Iy COTPYIIHI/IKI/I n BLI6CpI/ITC T10JIA q)aMI/IJII/ISI,

Nwmst, Tenedon. Haxxmute kHomnky [lanee.
oL



CDSAEHME NPoCcThIX 3aNpocoe

BeibepuTe nonA AnA sanpoca.

[onyckaeTon BeIBop HECKONEKMK TaBMWLL MNK 3aNpoCoB.

Tabnuues! 1 3anpocs

TabnMua: coTpyaHukmM

JecTynHele nons: BrifipaHHbIe nons:
Kog coTpyaHuka damunua
OT4ecTED WMa

JomsHocTs

LaTta poxoeHua
3apaboTHaA NnaTta
doTo <

(<)

JNEKTPOHHAA NOYTa

OTtmena [ < Hazan I Hanee = I loToBo

Benute ums 3anpoca - TenedoHsl - 1 HAKMUTE KHONKY ["'0TOBO.

CDSﬂ,EHHE NPoCThIX 3aNpoCoB

3afakTe UMA 3anpoca:

TenedoHs!

¥YKazaHbl Bo2 (BeAeHHA, HEoDX0AMMbIE ANA COZAEHWA 3anpoca
NoMOWbLID MacTepa.

HansHeliuve AeficTEMA:

(@) OTKPEITE 3a3Npoc ANA NPOCMOTPS ASHHEIX.

() M3MEHUTE MAKET 3anpoca.

=

[lepen BamMH MOSBUTCS 3ampoc, B KOTOPOM MOKHO MPOCMOTPETH Tesle(OHBI COTPYIHUKOB.
OOparuTe BHUMaHUe, 4TO B 00JaCTH Iepexo/ia MosiBUIICS HOBbIM 00beKkT TenedoHbl, HKOHKA KOTOPOTO
OTJIMYAETCSl OT UKOHKU TaOJIULL.

[ OTMeHa ][ < Hasan ] Oanee

Bce TabauLEl -« |2 Teneﬁum\
COTPYAHMKM = @amunmMa - HMma ~| TenehpoH -
=] COTPYAHMEM @ TaBanua HMeaHoB Cepre 89182121567
| EH Tenedpons I Opnoea HonuA 89394933474
™ PomaHoB Baamm 39883467464
KNHMEeHTHI P
EH wanentu: Tabnnua Cyeopos Makcum 89184857634
MapueHKo AHOpei 89887765265
3AKasbl * =
BooeeHKO HuKonau 29894289042
j SEKESH:TEEHHLI,E
ADOHMH Qner 39641414100
Opnoea Hnna 89894938474
HapnyxuHa Esrexnna 89885188592
*

C nomompbio Koncmpykmopa co3naiite 3anpoc Adpeca kiuenmos. JIs 3TOTO BBITIOJHUTE
KOMaHJy: BKJaJika JieHTbl Co3nianne — KOHCTpyKTOp 3ampocoB.

[nasHan Co3gaHne BHeWHWE gaHHBIE

PaboTa c BazamK gaHHBX

nHLE @ﬂlopma ﬁ@ = f==| |Z] Hakneiikn E@
E:":' g i
SnoHe TaBauy ™ (| PasgenernHas dopma ,j (i EJ MycTon oT4er (] =
KoncrpykTop Koncrpyktop || OTuet KoHcTpykTop Macrep [KoHorpykTop
ckm SharePoint = r3g E Heckonbko 3nEMEHTOE E_E‘r thopm 53\ Macrep oTHETOE  gryaToE sanpocoek, sanpocos

Taénnukl DopmMEel OTYeTHl Apyrue

B nmuanoroBom oxue JloGaBnenue Tabiuil BeIOepuTe Ta0auIly KIueHTs! 1 METKHUTE Ha KHOTIKE
JloGaBuTH, a 3aT€M - Ha KHOIIKE 3aKPHITh.

5]



i JoBaenenune Tabanyel E

Tabnnusl |3anpoc|:.1 | Tabnnus! 1 3anpoc:l|

[ sarazk
COTPYAHAKK

([ getamime_|) [ saems |

UTo0BI MepeHecT Hy>KHBIE TOJIsl B OJaHK 3arpoca, HE0OXOJUMO 10 HUM ABAXK/IbI IIEITKHYThH
neBori kHomkod Mbimm (JIKM) B Tabmuue. lenxkaure JIKM mo mossim Koo kauenma, Hazeanue
komnanuu, Aopec.

KMHEHTEI

*

i Kog knueHTa

HazgaHwe KoMOaHuu
Adpec

Homep Tenedona
Pakc

3NekTPOHHAA NOYTa

A [
Mone: | Kog knueHTa HazeaHue komnaquy | [TE
Ma TaEANLEE | KAMEHTEI KAMEHTEI KAMEHTEI
CopTupoBka:
BulBOS Ha 3KpaH:
Yeonoewe oTbopa:
Wi

Urobbl oTcopTHpoOBaTh 3amucu B Tole Ha3aHue KkoMmaHuu B aia(paBUTHOM MOPSIKE,
HEO0OXOIMMO B paCKphIBAIOIIEMCS CITUCKE CTPOKK COPTUPOBKA BHIOPATH IMMYHKT 1O BO3PACTAHUIO.

4 fu]
Mone: |Kog knneHTa HazgaHWe KoOMNaHWK | Agpec
MmMa TabAnLs: | kaneHTel KIMEHTEI EAHEHTHI
BrIE0A Ha 3KpaH: no E0ZPACTAHKMID
Yonogwe oTEopa: Mo YEEIBAHMKD
WAk [oToyTCTEYET)

COXpaHI/ITC 3a1poc ¢ HUMCHEM Anpeca KJIMCHTOB. I[J'ISI OTOro IIpU 3aKpbITHKU 3alpoca B
MOsABUBHIEMCA JHUAJIOTOBOM OKHE COXPAaHCHUS HM3MCHCHHA MaKCETa BBI6epI/ITe KOMaHoy Z[a, n B

CJ'IC,ZLYIQH_[CM OKHC BBCAUTC MM 3alIpoca Anpeca KIIMCHTOB.

|

KNTMEHTEI
*

# Kop knueHTa
HazeaHue komnarum | Microsoft Office Access
Agpec
Homep TenedoHa
dakc L8R

3nekTpoHHAA NOYTa m [ e ] [ p—
|

,ih CoXpaHuTE MIMEHEHMA MAKETa MW CTPYKTYPEI 3anpoca '3anpocl'?




KTNEHTI
&

7 Kog knvedTa -

HaseaHue koMmnaHuw | CoxpaHeHne

Anpec - )
Homep TenedoHa MA 3AMpoca:
thake |ml

3INeKTpOHHAA NoYTa

CamocTosaTenbHO co3aaiiTe 3anpoc J{Hu poxkieHus, B KOTOPOM MOXKHO OyZeT MPOCMOTPETh THU
POXKICHHS COTPYIHUKOB. (it 3ampoca BeIOpath modst Koo compyonuxa, @amunus, Hwmsa, [ama

POdHCOeH UL

COTRYAHWKN

*

| »

? Kog coTpyaHuka
damunana
Mma
CTyecTeD
JonkHoTs
TenedoH
Aapec
[arta poxaeHna
3apaboTHaa nnaTa
Pato -

(GLERIK 00 coTpyaHMKa Damnana Kma JaTta poxaeHna
MMA TABAMLEL | cOTPYAHMKKN COTPYAHUERN COTPYAHUKN COTPYAHHERN
CopTupoeka: no B03PacTaHug
BLIEOS Ha 3KpaH:
Yeonoewe oTBopa:
ThITH

Ecnn Ham HY»XHO y3HaTh, KTO U3 COTPYJIHUKOB POAMJIICS B KOHKPETHOM MecAlle, TO MPHUIETCS
CO3/1aTh HOBBIN 3aIpOC WM U3MEHUTH YCIIOBUE B CYLIECTBYIOIIEM 3arpoce [{Hu poxxaeHus Jomyctum,
MBI XOTUM Y3HaTh, Y KOTO U3 COTPYIHHUKOB JIEHb POXKACHUS B TEKYILEM MECsLe, HallpUMep B alpelie.
Jlig aToro oTkpoiTe 3anpoc J{Hu poxneHus B pesxxnMe KoHcTpykTopa.

B crpoke Ycnosue otbopa s mons «Jlara poxaeHus» BBeaute 3HaueHue *.04.*. B manHoi
3aMucH * 03HAYaloT, YTO JaTa U TOJ1 POXKACHUS MOTYT OBITh JIF0OOBIMH, a Mecsill 4-M (T. €. anpens). [Tocne
COXpaHEHHs OKHO 3ampoca B pexxume KoHCTpyKTOpa JOIKHO BBIMISIETh TaK, KaK OHO MPEACTaBIECHO
Ha PUCYHKE:!

S memponsens

COTPY,AHWKK

* FY

7 Kog coTpyaHwka
Pamunna
Kma
OTyecTeo
AonxHocTe
TenedoH

Agpec
[ata poxaeHua
3apaboTHaA nnata
4
Mone: | [GRYday Y Pamunna Mma JaTa poAaeHa
Wma TaBAnLE: | coTpyAHWER COTRYAHUEK COTPYAHKER COTRYAHMEK
CopTHROBKS: no BO3PACTaHNn
BLIBOJ Ha 3KpaH:
Yecnoene oTGOpa: Like "*.04.*"

3akpoiite KOHCTpYKTOp ¥ MPOCMOTPUTE MOTYUEHHBIN pe3yJIbTar.



Kog cotp - | MamunMa - Mma = | [laTa poMaE -
. ' KapnyxuHa EBreHmMA 03.04.1984
5 MapueHKo AHpoped 22.04.1989

ﬂ (Ne)

Ecnu B 3anpoce JIHu poskaeHHUS HET HU OJHOM 3aIMCH, 3HAYHT, B Tabmuiie COTpyTHUKH HET HU
OJTHOTO YeJIOBEKa, poauBiierocsi B ampene. J[o6aBpre B Tabnuiy COTpyIHUKH HECKOJBKO YEIOBEK,
POJMBIIMXCS B aripesie, ¥ MOCMOTPHUTE, KaK U3MEHHUTCS 3apoc. 3ampoCckl aBBTOMAaTHYECKH OOHOBIISTFOTCS
IIpYU KaKIOM OTKPBITHUHU.

Ecnu HaM HY)XHO y3HAaTh, KTO W3 COTPYJAHHMKOB POJMJICS B Mae, TO MPHUIETCS ONATHh CO31aTh
HOBBIH 3aIIPOC WM U3MEHHUTH YCIOBHE B CYLIECTBYIOIIEM 3anpoce J{Hu poxxaenus. [Jannas mpouenypa
SIBJISIETCSL HEYJJOOHON M 3aHMMaeT MHOTO BpeMeHHU. Eciii mpUXOAMTCsl 4acTO BBIMOJHATH 3aIlpoc, HO
Ka)XJIbIN pa3 ¢ HOBBIMU 3HAYEHUSIMU YCIOBHI UCTIONB3YIOT 3ampoc ¢ mapamerpom. [Ipu 3amycke Takoro
3ampoca Ha 3KpaH BBIBOJUTCS IUAJIOTOBOE OKHO JIJIsl BBOJIA 3HAYEHHUS B KAYECTBE YCIOBHUS OTOOpA.

N3menwnte 3ampoc J{HU pokIeHUS, CCNIaB €ro 3aIpocoM ¢ mapameTpoM. YToObl co31aTh 3armpoc
C TIapaMeTpoM, T0JIb30BATEII0 HE0OX0MMO BBECTH TeKcT coobmienus Like[BBenure maty] B crpoke

VYcnoBue ordopa GaHka 3amnpoca.

COTPYAHMKN

*

| »

7 Koa coTpyaHuka
Pamunna
Mma
OTyecTe0
JonxHocTe
TenedoH
Adpec
[ata poxgeHua
3apaboTHaA NnaTta

Mone: |Kog coTpyaHWkEa Pamuana Mma Jata poxgeHna
Mima TaBANLEL | CoTpYAHMEKMN COTPYAHWKK COTRYAHWKK COTPYAHWKK
CopTupoBka: nao BO3PacTaHn
BLIED] Ha 3KpaH:
Yonoewe oTBopa: Like[BeeauTe gaty]

3anuck Like[BBeaute naTy| o3Havaer, 4To nMpy OTKPHITUH 3aIIPOCa TIOSIBUTCS TUATIOTOBOE OKHO)
¢ TekctoM «BBeaurte maty» u monem Ui BBoja ycioBus otoopa. Ecnu BBectn yciosue *.04.%, To B

3a1poCe MOSABUTCA CITMCOK COTPYJHUKOB, pPOAWBIINMXCA B aIllpClic.
Beepure sHaueHWE NapaMeTpa ‘EE

EseguTe gaty

|*.UE.*

*.05.%, mocMOTpHUTE, KaK U3MEHHJICS 3ampoc.

Kog cotp - | DamMuUnUA - HMma Jata posae -
- E AQOHMH Oner 21.05.1984
3 PomaHoB Bagum 13.05.1989

* (Mo}

N3mennTe 3anpoc «TenedoHbn Tak, 9TOOBI IPHU €To 3aITycKe BEIBOAMIOCH THATIOTOBOE OKHO C
coobmiennem «Beenute pamunmio». [TockoabKy B 3ampoce HyKHO BBIBECTH KOHKPETHYIO (haMHIIHIO, B
ycioBum otoopa cioBo Like mucate He HafO.

5¢



@ TenedoHbl

.
COTPYAHWER
* |
¥ Koa coTpyaHWK:
Pamuana
Kra
OT4ecTED
JonxHOTE
TenedgoH

Maone: | damuana Kma TenedgoH
WMmMA TABAMUEE | coTpygHHEK COTPYAHMER COTPYAHMEN
CopTUpoEBKa:
BrIED Ha 3KPaH:

¥onoswe oThopa: | [BeeguTe daMunmm]

Beinonnenue 3amnpoca:
Beepute sHaueHWe ME I

BeeauTe daMmnmno

Wsmennte 3a1poc ((Teﬂe(bOHBI» Tak, YTOOBI Inpu €ro 3amycCcke 3allpaliuBaiMCb HE TOJIBKO

(1)aMI/IJ'II_/I$I, HO U UMsA CO JTHUKA.
@ TenedoHbl

COTRYAHMKN

*

DAMUAKA
Mma
OT4ecTED

TenedoH

? Kog, COpr,ﬂ,HMKE|%|

AonxHoTE

-

kil

Mone:

lima Tabanub:
CopTUpoEKa:
BrIEO] HA 3KpaH:
Yeonoewe oThopa:
HAK:

Tamunna ma TenedgoH
COTPYAHHEK COTPYAHMEK COTRYAHWUEN

[BeeauTe dhamunnio]  [BeeauTe Wms]

[Ipu BEIMONTHEHWM 3ampoca CHadajga MOSIBUTCS JHAIOTOBOE OKHO ¢ cooOmieHneMm «Bmemute
(hamuno», a 3atem, rmocie BBoaa GaMuiiny 1uajaoroBoe OKHO ¢ cooOreHneM «BBenure nmsi»

CamocrositenbHO ¢ momolbio KoHCTpykTOpa 3ampocoB co3faiiTe  3amnpoc BwinonHenHbvie
3aKasvl, COACPIKANTUN CIICTYIONTUE CBEACHUS: (hamunus u ums COMPYOHUKA, HA3BAHUE KOMNAHUU, C

St



KOI’I’lOpOL? OH paéomaem, ommentKa O 6blNOJHEHUU U CYMMA 3aKaA3d. HaHHI)Ie 3arpoca BO3bMUTC U3

HECKOJIbKUX TaOJIHUILL.

=-==neec

33K3zbl
&

Cymma

7 Koa zakaza
Kog knueHTa
Kog coTpyaHues
JaTa pasmeler
JaTa McnonHeH

>

1

oo

=

JBoriubIm menukom JIKM BbiOepuTe HYKHBIE OIS U3 TaOJIHIL:

KNIMEHTEI COTPYAHUKN
* . © .
- 1 -
? Kog knuenTa [ ¥ Kog coTpyaHWe:
HazsaHwe komr Damununa
Anpec HMma
Homep Tenedol OTYecTED
Dakc AonxHOTE
JInekTpoOHHAA N ™ TenedaH ] |
[AoBaeneHne Tabanue! E
Tabmiue |3anpoct.| Talnuus! 1 3ar|poct.||
3aKAE3EI
KIMEHTEI
COTPYAHKKH
[ LoBaBEuTE ] [ 3aKpEITE

HazeaHwe KoMnaHWK | OTMETEa O ERNaAHer CyMmMa

Mone: | pamunna Mna
Wma TaBAKLEL | coTpygHMKRN COTPYAHKEN KAMEHTEI 3aKasel 3aKaskl
CopTUpOEBKE:
BriED Ha 3KpaH:
YonoeWe oTEopa:
WA
B yCJ10BUHA 0T60pa JJIA JJOTUYCCKOT'O I10JIA OTMETKa O BBIITOJIHEHUU BBCAUTC I[a, LIT06L>I B
3aIrpoce 0T06pa)1<am/101> TOJIBKO BBIITOJIHCHHBIC 3aKa3bI.
CﬂeﬂaﬁTe Tak, I-ITO6I:I CTOJ'I6CI_I OTMETKA O BBIITOJIHEHUH HE BBIBOJIHUJICA HA BKPaH.
Maone: |damunna ma HazeaHwWe KomnaHwy | OTMeTEa © BRINonHer Cymma
Mma TaBanUbE | coTpYAHKMEN COTPYAHWEN KAMEHTE 3aKaskl 3aKazsl
CopTUpOEBKE:
BLiEDg Ha 3KpaH: l [ l
¥cnoewe oThopa: Ja

WA

Cozpaiite 3arpoc Cymma 3akasa, B KOTOpoM OyIyT 0ToOpaxarbesi 3aKa3bl Ha cymmy Oosee 50

000 py6.

=, >=, <=, <> u goruueckue onepatopsl And, Or, Not u ap.

St

I[J'I}I HOI[O6HBIX 3aIfpoOCoOB B YCJIOBHUU 0T60pa MOKHO HCIIOJb30BaTh OIIEPaTOPhLl CPAaBHECHUS >, <,



3aKazbl KAHEHTEI COTPYAHWER
® | | ® | * | |
- 1 . 1 -
% Kogzakaza _/— ¥ Kog kameHTa | == 'F Kog coTpyaHMK:
O
Kog knueHTa HazeaHWe Komr damununa
O
Kog coTpyaHKWE: | Appec ma
Jata pazmewer Homep Tenediol OTyecTED
Jata ncnonHeH Pakc JonxHocTE
Cymma 7 JInekTpoHHaA N ¥ TenedthoH b
A ]
Mone: |damuana ma HazeaHwe KoMmnaHwy | CyMma
Kima TaBanUEL | COTRpYOHWERN COTPYAHKERN KAHMEHTEI 33aKazkl
CopTUpOEBKE:
BblE0g HE 3KpaH:
Yonoewe oTBOpa: > 500ﬂn|
WM
Pe3ynbrart:
@amunnua - | HMma ~ | HazpaHWe KOMMAaHWKH - Cymma -
Makcrm MaVi 54 000,00 £
H3menure 3ampoc, yToObl cymMma 3akasza Obu1a ot 20 000 no 50 000 py6.
Mone: Kima HazeaHwe KomnaHwW | Cymma
WMma Tabnnusl | coTpyaHUEK COTPYAHKERK KAWEHTEI FaKazkl
CopTupoEBka:
BLIEO HA 3KPaH:
Y¥onoeWe oTBOpa: > 20000 And < 50000
WAk
Pesynbrart:
Pamunmna - HMma + | HazpaHWe KoMnaHuKy - Cynma -
| PomaHoe Bagmm Godsent 30 000,00 £
ﬂlBﬂDBEHHD Huronai MNiP 27 000,00
L

Co3zpaiite 3anmpoc Juisi IoJcYeTa MOJOXOAHOTO HAJIOTa MO KaXKJI0M CHEeJIKe.

HNuorpa B 3ampocax TpeOyeTcsi TpOU3BECTH HEKOTOPHIE BBIYHCIICHUS, HAPUMEp, MOCUYUTATh
MOOXOAHBIN Haior 13 % mis Kax ol CICIIKH.

st aToro otkpoiite 3ampoc Cymma 3akasza B pexkume Konctpykropa.

B mycrom cronbie 6maHka 3ampoca MIETKHUTE MPaBOil KHOMKOW MbIK Ha sueiike [lone u B

MNone: | damunua lma HassaHwe komnaHui | CyMma '_‘
Mma TaBnuuel: | coTpyaHuKN COTPYAHWER KNHEHTRI 3aKashl X Wromm
CopTupoBKa: Z
; 1 6n
EnlE0g Ha 3KpaH: & nMeHa Tabauy
¥Yenoeme oT6opa: >20000 And 50000 # Boipesate
W n
NMEM 53  Konwuposate
[ Bcrasuts
[ %% [ocTpouTs... I
(,  Macwrab...
% Ceolictea...
4 ful

[Tepen Bamu mosiBUTCSt OKHO [TOCTpOUTENH BBIpAKECHHI, KOTOPBIM COCTOUT M3 TPEX 00IaCTeii:
nostst BeipaxkeHus (1), KHOTIOK onepaTopoB(2) U 2JIEMEHTOB BhIpakeHUsI(3).
5i



MocTponTent BblpadeH i

Ok

1 OTMeHa

Hazan |
[J"‘ J’ ﬂjﬂﬂjﬂﬁl And| Or | Not | Like '[l ]l I 2 ElcraBMTbl Crpaeka |

4 @] CyMMa 3aKasa DamMrnua < IHAYEHHE > N
EIRE ﬂ”“

(32 3anpoce! A3BAHHE KOMMEHWK

(3] Forms Cymeia

3] Reports

(3] DyHrLm

(] KorcraHTel 3

O Onepatopsl

(7 Ofiwme BripameHus Y

Y

Caepxy pacrnojiaraercs 1noJje BbIpaXeHHs, B KOTOPOM OHO U co3faeTcsa. BBoauMeblie B 3T0 moje
AJIEMEHTHI BRIOMPAIOTCS B ABYX APYTUX 00JacTsaX okHa [locmpoumenst.

B neBom crnucke oTkpoiiTe manky 3ampockl U BbienutTe 3anpoc Cymma 3akaza. B cpennem
cnicke Beienute mojie CyMMa u HOKMUTE KHONIKY BertaButh. MIeHTH(UKATOP ATOTO OIS TTOSIBUTCS
B 110J1€ BeIpaxkenus [locmpoumens.

MocTpowTent BeIpaxkeHni
[Cymma]
OTMeHa
Hasan |
ﬂjﬂjﬂjﬂﬂﬁl Andl ar |Nut|LikE| ﬂﬂ Bcraeuts || Crnpaexa |
-Iil CyMMa 3aKaza » | DEMUnMR < 3HAYEHHE =
(¥ Tafinuus — | HmA
(=] Zanpocsl H HazBaHWE KOMOSHKK
~ | | Cymma
Afpeca KNWeHTos —

tl BeInonHEHHEIE 3aKassl

(0 Axm poskaerua
[ TenedoHs! -
4 | m | »

'

[enkuute Ha kHomke * u BBeaute 0,13. TakuM 0Opa3oM, MBI MOCUUTAEM TTOJOXOJIHBIA HAJIOT
13 %.

Haxwmute knHonmky OK, mocne dbero B sueiike cBoiictBa I[lome mosiBUTCS 3HAYeHUE
«Bripaxxennel:[Cymma]*0,13».

Mone: |damunma ma Hazeanwe komnaHud Cymma Eoipaxerdunel: [Cymmal*0,13 E'
Mima Taéanuer | coTpyaHHER COTPYAHHEMN KAHEHTEI Lk
CopTupoEka:
BrIBDS HA 3KpaH:
Yenoewe oTBopa: = 20000 And <50000

WAk

3amenunTte Boipaxenuel na Hanor u 3akpoiite KoHcTpykTop.

Mone: | damuana ma HazgaHWe koMNaHuK | CyMma Hanor: CyMME]*D,lE IZ|
Mima TaBanubl | coTpyaHHEN COTRYAHHKH KW EHTEI 3aKa3hI
CopTWpoEKa:
BhIBOA Ha 3KPaH:

YonoBwe oToopa: > 20000 And <50000
Wnm:



OTkpoiiTe 3arpoc ¥ TOCMOTPUTE, YTO Y BAC MOJTYUHUIIOCH.

PaMHNMA - | Kima HazgaHWe KOMNaHHMK ~ Cymma - Hanor -
POMaHOB Baoumm Godsent 30 000,00 £ 3900

| BooeeHKO Hukonai MiP 27 000,00 £ 3510

Ucnons3ys [locTpouTens BepakeHuid, n3meHute 3amnpoc Cymma 3aka3a, 4TOObI MOXXHO OBLIO
MMOCUUTATh MPUOBLIL OT 3aKa3oB. YOepute Ycinoue otoopa B mose Cymma (4ToObI BBIBOAMINCEH BCE
BBITIOJTHCHHBIC 3aKa3bl) U J00aBbTE 101e //pubviiv, B KOTOPOM OYIET BBRIUMCISATHCS JOXO OT 3aKasa (T.
€. CyMMa MHMHYC HaJIor).

[ns storo otkpoiite 3anpoc Cymma 3akaza B pexume Konctpykropa. Ypamure Venosue
omo6opa B none Cymma (4TOObI BBIBOJMINCH BCE BBHITIOJIHEHHBIE 3aKa3bl).

Jo6asbTe mosie [IpuObLIL, B KOTOPOM OyI€T BBIYUCISITHCS JOXO OT 3aKa3a (T. €. CcyMMa MUHYC
Hayor). B mycrom crosbre 61aHka 3ampoca MEeTKHUTE MPaBO KHOMKON MbIH Ha sueiike [lone u B
MOSIBUBLIEMCSI KOHTEKCTHOM MEHIO BbiOepuTe komaHnay [loctpouts. B 1eBoM cniucke oTKpolTe manky
3anpocsl 1 BbaenuTe 3anpoc Cymma 3aka3a. B cpennem cnucke Bbiaenute nojie CymMMa U HAKMUTE
kHonky BceraButh. Illenkuure Ha xHomke - .B cpennem crnucke Bbiaenute nojie Hamor m Haxkmute
kHonky Berasuts. Haxmure knonky OK.

DCTPOWTENE BbIPaMEHMIA , x|
[Cymma] - [Hanor] | ok ||
OTMeEHa

Hasan |
ﬂﬂjﬂjﬂﬂﬁl Andl or |Not|LikE| ﬂﬂ BcrasuTe | Cripaska |
(3 Cymma sakasa - | Damanns <3nauenme>

(3] Tabnmue Hma
HasBaHHe KoMIaHKK

= 3anpocsl
PR overos || e

——
— EI BrINonHEHHEIE 38KE36I

| JHK poaeHna
—%m
L[] TenedoHel -
4| i ]
y
3amenure Boipaxenuel Ha [Ipubbuib u 3akpoiite KoHcmpykmop, COXpaHUB U3MEHEHHUSL.
Maone: | Pamunua WMma HazeaHwe komnaduu | Cymma Hanor: [Cymma]*0,13 | Npuébine: [Cymmal-[Hanor]
VIMA TaBauLE: | coTpyaHWER COTPYAHMER KAWEHTE saKaskl —
CopTHROBES:
BLIB0A Ha 3KpaH:

Yenoewe oTEopa:
K

IIpocMoTpHuTE MOTYYEHHEIN PE3YIILTAT:

DamMuaua - HMma + | HazgaHHWe KOMMNaHHKH - Hanor - | Mpuboine -
PomaHoB Bagmum Godsent 30000,00# 3900 26 100,00 #
CysopoB Makcum Gambit 20 000,00 £ 2600 17 400,00 £
CysopoB MakcKm MaVi 54 000,00 £ J020 46 980,00 £
BooBEHHO Hukonai Vega 15 000,00 £ 1950 13 050,00 £
BooOBEHHD Huronai MiP 27000,00# 3510 23 490,00 #

Cosnaiite 3anpoc MeHeKepsl, C MOMOIIBI0 KOTOPOTo B Tabmuile COTpYAHUKU HAWIUTE BCEX
MEHEKEPOB (PUPMBI.
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Mone: | Kog coTpyaHWES Pamuana Kra JonxHoTE
Wma TaBAMLEL | cOTRYAHMERN COTPYAHWER COTRPYAHKMEN COTPYAHKER
CoOpTHROEBKS:
EblED Ha 3KpaH:
Yonoewe oTEopa: MEHEIHED
WAK:

[Tokaxute pabOTy ImpernoaaBaTesio.

6(




JlntepaTtypa
OcHoBHas1 1uTEpPATYpa:

1. Kocunenko H.C. MadopMalimoHHbIe TEXHOJIOTUH B IPOPECCHOHANBLHOM JISATEILHOCTU [ DNEKTPOHHBIH
pecypc] : yuebnoe mocobue mis CITIO / H.C. Kocunenko, N.I'. @pusen. — 2-¢ u3a. — DICKTPOH. TEKCTOBbIC
nannpie. — Capatos: [Ipodobpaszosanue, At I[lu Op Memaua, 2018. — 308 ¢. — 978-5-4486-0378-5, 978-5-
4488-0193-8. — Pexxum nocrtymna: http://www.iprbookshop.ru/76992.html

2. IIgetkoBa, A. B. Unpopmatrka u nHGOpMAIMOHHBIE TEXHOJIOTHH : yueOHoe mocobue mist CITO / A. B.
IIBerkoBa. — Caparos : Hayunas kaura, 2019. — 190 c. — ISBN 978-5-9758-1891-1. — TekcT : 37CKTPOHHBII
[l DnexTponno-oubmmoreunas cuctema |IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/87074.html
. — PexuMm noctyna: Ay aBTOpU3Up. MOIb30BATENCH

3. Kosanesa B./l. MudopmalimoHHbBIE CUCTEMBI B 3KOHOMHKE [ DJIEKTPOHHBIN pecypc] | yueOHoe mocodue
/ B.JI. KoBaneBa. — DJeKTpOH. TeKCTOBbIe manHble. — CaparoB: By3oBckoe o6pazoBanue, 2018. — 88 ¢. —
978-5-4487-0108-5. — Pexxwum moctyma: http://www.iprbookshop.ru/72536.html.

Jononnure/ibHasI IMTEpPATYpa

1. [TaxomoBa H.A. MHdopmanioHHble TEXHOJIOTHH B MEHEKMEHTE [DIEeKTPOHHBIN pecypc] :
yueOHO-MeToauueckoe mocodue / H.A. TTaxomoBa. — DJIeKTPOH. TEKCTOBbIC AaHHbIe. — CaparoB: Al
[lm Dp Memma, 2018. — 93 c¢. — 978-5-4486-0033-3. — Pexum poctyma:
http://www.iprbookshop.ru/70765.html.

HNHuTepHeT-pecypcebl:

1. http://znanium.com/ — DnekTpoHHO-OMOIMOTEYHAs CUCTEMA
2. http://www.biblioclub.ru — Yuusepcurerckas 6ubnmuoreka online
3. http://www.specialist.ru/test/section/buhgalter — HMuTepHeT-TeCTHI KOMIBIOTEPHOTO IICHTpA
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