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COJEP)KAHUE

Bsenenne

Tema 1. Hactpoiika onepanuonHoit cucremsr Windows

Bomnpocs! 1uis Tekyero KOHTpoIs 3HaHUN

Tema 2. PaGota ¢ mankamu, daiinamu, karazoramu
Tema 3. PaGora co cranpaprabiMu nprioxernsmu Windows

Bomnpocs! 1uis Tekyero KOHTposs 3HaHUI

Tema 4.Microsoft Word: cosoanue
meKkcmogwix 0oKyMeHmos. Paboma c

NPUTOAHCEHUAMU

Tema 5. Excel: onepaunu ¢ qaHHBIME

3aoanus ons camocmosimensoti pabomul 6 cpede Excel
Tema 6. DnexTponHas npesenranus PowerPoint
Tema 7. Ocnosvl pabomet ¢ 6azamu danuvix. ACCESS

Tema 8. Microsoft Outlook: asmonomnasn paboma

CHHCOK UCTIOIb3yEMO JIUTepaTyphbl

IIpunoxenns




BBEJIEHUE

Lenpro HacTOSMIETO Y4€OHOTO METOMYECKOTO TIOCOOUS SIBIISIETCS
OpraHHu3alysl eANHOTO Mpolecca 00yYeHHUs CTYJICHTOB By3a
pabore Ha nepconansHoi OBM tuma IBM PC B pamkax xypca
nmucuumnael “MHpopmaTrka.” B Matepuanax, npeacTaBIeHHbIX

B CEMHU TEMAaTHUYECKHX pa3jeax B

BHJIC OT/CJIbHBIX 3aJaHUH, MOATAIHO H3JIOKEHBI MPUEMBbl paboThl B
onepauoHHoit cucreme Windows u ¢ mpOrpaMMHBIM TIAKETOM
Microsoft Office. Psn 3amanuii conepKut KOHKpETHbIE TPEOOBAHUS K
(hopMe OTUETHOCTH, TPEOOBAHMS K OCTAJIbHBIM 3aJlaHUSIM OCTAIOTCS Ha
YCMOTpEHUE npenogaBaTeis (HOKa3 PE3YIIBTAaTOB BBITIOJIHCHHUA
3alaHusl Ha KOMIIBIOTEPE, yCTHLIﬁ OIIpoC U T. Z[.). B 3aBrcumocTH ot
BpeMeHH Paboueii mporpaMMel Kypc 00ydeHHsT MOXKET OBITh COKpAILeH
TaK¥Xe€ I10 YCMOTPEHUIO IIPEIoaaBaTeIIsd.

ITocobue Takxe peKOMEHAYETCS CTYIEHTAaM 3a04YHBIX OTICIICHUH
By3a JUISl CAaMOCTOSITENIBHOrO U3ydeHus nepconanbHoit OBM IBM
PC.



TEMA 1. HACTPOVKA OITEPALIMOHHOM CUCTEMBI
WINDOWS.

3anmanue 1. OcBoeHNE EPBUYHBIX HACTPOEK ONEPAI[IOHHON

cucrembl. 1. 3amycTuTh onepanuonuyto cucremy Windows

(ocymiecTBIsIeTCS! BKIIFOYCHHEM CHCTEMHOTO OJI0Ka 1

MoHUTOPA). 2.OTKPHITh NANKy I1anens ynpasienus (KOMaHIa

Ilyck — Hacmpoiika — Ianens ynpasienust).

3. B okue /lanens ynpasnenus HaCTpouTh CPeCcTBa BBOJA-

BBIBOJIA JTaHHBIX U pabodvero croia:

¢ JIBOWMHBIM IIETYKOM OTKPBITH MAnKy Kraguamypa. B
nuanoroBoM okne Ceoticmea: Knaguamypa Ha BKIaKe
Ckopocmb HaCTPOUTD. BEIMUNHY 33JICPKKH ITEpel HadajioM
TIOBTOpa CUMBOJIOB, TEMIT IOBTOPA, YaCTOTY MEPLAHHS
Kypcopa. Ha Bkitajike f/361k YCTaHOBUTB: A3BIKU M PACKIAAKH
KJIQBUATYPBI, HHAMKATOP sI3bIKA Ha TTAHEIH 3a/1a4,
HEPEeKII0YalOINe PACKIAAKH KIIABUATYPbL. 3aKPBITh
OKHO.(3aBepIeHne BceX KOMaH/T JOJDKHO 3aKaHIUBATHCS
koMauzoit [Ipumenums — OK nwnu OK).

¢ JIBOWHBIM ILEIYKOM OTKPBITH Nanky Mouus. B nnamorosom
oxHe Cgouicmea: Mviuw Ha BKIagke Knonku mbluiy HaCTPOUTD
(byHKUUH 0CcHO6HOU KHOTIKK (JICBOW HJIM HPaBOW) M HMHTEpBAI
MEXIy OBOWHBIMH mIendkamu. Ha Bkmagke Yxasamenu
BBIOpATh CXEMy yKaszaTelied MBIIIN, KOTOpas 3aTeM TaM e W
coxpansiercsi B oraenbHoM Qaiine (Coxpanums xak...). Ha
BKIagke [lepemeujeHue BBIOpATH CKOPOCTH IEPEMEIICHHS
Kypcopa 110 3kpany 1 3¢ ¢dekTsl (nuieii¢). 3akpbITh OKHO.

¢ JIBOWHBIM ILETYKOM OTKPBITh NAnKy JkpaH. B nuasoroBom okHe
Ceoticmea’: DKkpaH 110 aHAJOTHH C TPEIBIAYIIUMH ITyHKTaAMHI
BBIMTOJHUTH HACTPOMKY 10 0(hOPMIIEHHIO 3KpaHa: (OH; HHTEpPBA
BPEMEHH, Kor/ia Oy/ieT MPOUCXO/INTh aBTOMATHIECKHUI 3aITyCK
3aCTaBKH; HA3HAYNTH [1apesis; 6€3 KOTOPOro HeJb3s OTKIIOUHTh
3acTaBKy; BBIOpaTh 3peKTsI. B 3TOM e anaioroBom okHe
HAXOMATCS CPECTBA TS YIPABICHUS SJHEProcOeperaroIiMu
pecypcaMu MOHUTOpA. 3aKPBITh OKHO.



¢ JIBOWHBIM IIETYKOM OTKPBITH MAIKY 361K U CIanoapmel.
nuanoroBoM okHe Ceovicmea: f3vik u cmanoapmel IpU
HE0OXOAMMOCTH HACTPOUTH: PETHOHAIBHEIH CTAHIAPT,
JICHEXKHYIO €[IUHHILY, BPeMs, JaTy, YACIO. 3aKPBITh OKHO.

¢ JIBOMHBIM LIETYKOM OTKPBITh NanKy /lama u épems. B
nuanoroBoM okne Ceoiicmea: [ama u épems HACTPOUTH: ATy,
YaCOBOM M0sIC, aBTOMATHUECKHIA TIEPEXO] HA JIETHEE BPEMsl.
3aKpbBITh OKHO.

4. 3akpbITh OKHO [lanens ynpaeietus.

3ananue 2. I[IpocMOTp CBeICHHUIA O IEPCOHATBEHOM
kommsiotepe. 1.B cBoiicTBax mamku Moii kommbiotep (Mot
xomnviomep - Ianens ynpasienus — Cucmema) IpOCMOTPETD
CJIEYIOIIHE CBEJCHUS BO BKIIAJIKE :
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Cucmema:Ceoiicmsa.
Cucrema,
Kommerotep;

0o3Yy;

CucteMHbIE PECYpCHI;
Buneoananrep;
Monwurop;

Mpib,

Knasuarypa;
®daiinoBas cucTeMa;

CoNokrwdE



10. BuptyanbHasi namsiTh.

2. 3axpeiTh 0KHO Ceoticmea.

3.IIpocmotpers manky Mo# kommbioTep. Mcnone3ys cBoiicTBa
00BEKTOB Uil IKECTKOrO JIMCKA, MPOCMOTPETh CIEAYIOIINE
napamerpsl: 3aHsaTo-;CBo00gHO-;EMKOCTS -;BBIcTpOAeiicTBIE.
4.CocTaBuTh OOIIHIA OTYET HA OTACIBHOM JIUCTE B CICAYIOLIEM
BH/IC:

Howmep xommbrorepa-...Cuctema-. ..

Banmanue 3. Hactpoiika odopmienus Pabouero crona, pabora ¢
IIpoBoaHNKOM, MOMCKOBOI crcTeMoi 1 Kop3nHoii.
1.3anycruts oneparuonnyto cuctemy Windows.

1. BoIOparh B KOHTEKCTHOM MeHIO (LIETYOK MPaBOi KHOITKOM
MBIIIH Ha CBOOOIHOM MecTe PaGouero cTona) myHKT
Ceoticmea u B quanoroBoM okae Cegoticmea: IKpaH MWETIKOM
AKTHBH3HUPOBATH BKIIAJIKy POH.

2. B cnucke PucyHok pabouezo cmona BeIOpaTh pUCyHOK Jlec.
HlenxnyTs Ha kHOonke OK. Yoeautbes, uto GoH
Pabouyero cTona U3MEHUIICS.

3. TloBTOpUTH MyHKTHI 2-3, U3MEHSS HA BKIaaKe PoH criocod
pacronoxeHust (POHOBOTO PHUCYHKA C TOMOLIBIO
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packpbIBaomierocsi cnucka Pacnonosicums. YCTaHOBUTH, Kak
BIUAIOT Ha OQOpPMIICHHE SKpaHa cHocoObl Pacmsamnymv, Ilo
yenmpy, Paoom.

4. TloBTOpHTH MyHKTHI 2-3, BBIOpaB B KauecTBe (JOHOBOTO 00BEKTa
Obnaxa (nmu m060# APYToif) U CIIOCO0 PACIONOKEHHUS
Pacmsanymeo.

5. 3Bamycrurs nporpammy IlpoBomuuk (IIyck — Ilpoepammer —
IIpo6oonux). V13 IIpoBOAHUKA 3aIIyCTUTH IIOUCKOBYIO CHCTEMY
Windows (Cepsuc — Iouck — @aiinst u nanku).

6. C nOMOLIBIO TOMCKOBOI CHCTEMBI YOCIUTBCS, TIE XPAHATCS MANKH
¢ PaGouero croma. Jlnst aToro B mosie Zms BBECTH Ha3BaHUE
o0bekra: Jlec; B mone [0e uckamp YCTAaHOBHTH 00O3HaueHHE
sxectkoro aucka (C:) u yOenurest, 4to BKIKOUeH (uiaxkok Bruouas
BJI0JCeHHble NAnKu. 3aHyCTPITb npouecc IOouCKa KOMaHﬂOﬁ
Hauimu. Korna o0bexT Jlec Oyner HaiilieH, Ha IIaHeN! Pe3yJIbTaToB
IIOMCKa yﬁe[ll/lTbCﬂ B €ro MECTOIIOJIOKCHHUHU
(manka C:\Windows).

7. 3aKpbITh OKHO IIOUCKOBOH CHCTEMBI U BEPHYTHCS K OKHY
IIpoBoxnuk. Ha neBoii manenu pas3pICKaTh U PACKPBITH MAIKy
C:\Windows. C noMomiso mojiocs! IPOKPYTKH pa3bICKaTh Ha
MpaBoii naHenu o0beKT Jlec U MOCMOTPETh, B KakoM (hopmate
XPaHSITCS 3TOT U Apyrie (OHOBBIC PUCYHKHU U y30pbl Pabouero
cTOJIA.

8. Cwmecrutb Ha Pabouem crone okHO IIpoBoIHMKA TaK, YTOOBI
ObLI BUJIeH 3Ha4OK manku Kopsuxa.

9. Ileperamutp 3Hauok Jlec ¢ mpaBoii manenu [IpoBojHuKa Ha
3Ha4ok Kop3nHa (BBIZEMHUTH OOBEKT INETYKOM M, YIACPKUBASL
KJIABUIIY MBIIIH, EPETAINTE). YTBEPAUTEIHHO OTBETHTH Ha
3aIpoC CHCTEMBI O 11eJ1ec000pa3HOCTH yaleHHs 00beKTa B
Kop3uny.

10.CaepHyTb (He 3aKpbIBasi) OKHO [IpOBOHMKA IIETYKOM Ha

CBOPAYMBAIOLICH KHOIIKE.

11.OtkpseiTh BKIaAKy @on auanoroBoro okHa Ceoticmea: DKkpar

U yOeIUThCS, UTO B CIUCKe POHOGbIN PUCYHOK paboyezo cmona

HET pucyHKa Jlec.

12.01xpeiTh manky Kop3nHa (ABOMHOMN IIETYOK IO MAIKe).

BoccranoBuTh 006eKT Jlec (BBIICTUTE OOBEKT U IaTh

koMmaHny Daiin — Boccmarogumy).



13.01kpsITh BKIAAKY @oH quanoroBoro okHa Ceoucmea: IKkpau u
ybenuthbesi, 4To (OHOBBIM pPHUCYHOK pabouero croma Jlec
MIPUCYTCTBYET.

14.3aKkpBITh BCE OTKPBITHIE OKHA.

3ananue 4. ABTOMaTHYECKHUH 3aITyCK IPHIOKCHUH.

1. 3amycTUTh OMEPALUOHHYIO CHCTEMY.

2.3amycruts nporpammy IlpoBoguuk. (ITyck — [Ipoepammbr —

IIpo6ooHux).

1. Ha neBoii nanenu nporpaMmel HaiiTH nanky
C:\Windows\I'maBHoe merto\[IporpaMmbe\ABTO3arpy3Ka.
OTKpBITh NAnKy ABTO3arpy3ka. PaccMoTpers sipibiku
TIPUIIOXKEHUI, 3arPy’KaeMbIX aBTOMAaTHYECKH,.3alIOMHUTh
MECTOIOJIOKEHUE MaNKK ABTO3arpys3Ka.
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2. Ha nieBoii manenu packpsith nanky C:\Windows. Ha npaBoit
MaHes I OThICKaTh 3HauoK Kanskyssrop (Cals.exe).

3. MeromoMm crenuanbHOTO MepeTacKMBaHUs (HAXaToi MpaBoi
KJIaBHIIEH MBININ) MEPETANIUTh 3HAYOK C MPABOW IaHEH Ha
JIEBYIO MaHENIb M HAJIOXKUTh HAa 3HAYOK INAIKH ABTO3arpyska.
OTIyCTUTH KHOIIKY MBIIIN U B PACKPBIBIIEMCS] MEHIO BBIOpATh
komany Cozdame spavik. OTKpPBITh NANKy ABTO3arpyska u




yOequThesl, YTO B OKHE HAIKH HOSBUIICS SIPJIBIK IIPOrPaMMbl
Kanbkynsrop.

3aBepIuuTh paboTy ONEpalnOHHON CUCTEMBI U BBIKIIFOUHTH
KOMIIBIOTED.

BHOBB 3amycTHTh OIlEPaLMOHHYIO CUCTEMY U YOeqUThCs, YTO
MPOU30ILIE] aBTOMAaTHYECKUH 3aIyCK ITPOrpaMMbl
Kanekynsrop.

OTKpBITh OKHO ManKu ABTO3arpy3ka Jr0bIM CIIoco00M U
yaamiTh sApIIbIK KaabKynsaTop. 3akphITh BCE OKHA.



BOITPOCHI JIJIS1 TEKYILETO KOHTPOJIA 3HAHUI

Tema 1. Onepauunu ¢ AaHHBIMH. AnIlapaTHoe oOecrieyeHne
I15BM tuna IBM PC.

Bapuanm 1.

1. Tlepe4ncauTh OCHOBHBIC ONEPALIH C JAHHBIMH.

2. OCHOBHBIE CTPYKTYpbI JaHHBIX.

3. 3BaxomupoBats uncio 312 B Gaiirax.

4. YecTkue OUCKHU: Ha3HAYEHUE, OCOOCHHOCTH 3alllCH
Y CUMTBHIBAHUS HH(OPMALIUH.

5. MOHHTOpBI: OCHOBHBIE XapAKTEPUCTUKH.

Bapuanm 2.

1. OcHoBHbIE MOHATHS UHOOPMALIUK 1 HHPOPMATHKH.

2. 3akomupoBath yncio 132 B Gaiitax.

3. JIucku: BU/IBI IUCKOB, KOHCTPYKTHBHBIE OCOOCHHOCTH,
TCXHHYCCKHEC

XapaKTEePUCTHKH.

4. Tloustue daiina.

5. TIposepka csoiicts I1K. Kontponupyemsle napameTpbl

Bapuanm 3.

Koauposanue nanubix B [TIK. PaspsaHocTs KOAMPOBaHHS.

3akoaupoBats ymcio 197 B Oaiirax.

Knaccuduranus IBM.

Cucrema BIOS: cocras, Ha3HaueHue.

IIpoBepxka cBoticts [IK. Kontponmpyemsie mapameTpst

Bapuanm 4.

KoaupoBaHue 1ebIX JeHCTBUTEIBHBIX YHCEIT.

3akoaupoBats ymcio 129 B Oaiirax.

Krnaccudukamus 9BM 1o coBMECTUMOCTH.

Mouynu: Ha3HauYeHHE, KOHCTPYKTUBHOE UCTIOJIHEHHE.

. IIposepka cBoticts IIK. Konrponmpyemsie mapameTpst

Bapuanm 5.

1. KoauposaHue TeKcTOBOI HHYOPMALIUH.

2. 3axomupoBath yncio 97 B Oaiirax.

3. Kiaccudukanus 9BM no npuszHakam.

4. JluHaMHYECKOE ONEpaTHBHOE 3alIOMHHAIOIICE
yerpoiictBo (DRAM): xapakreprcTiKa, 0COGEHHOCTH .

agrpNE

agrwNE



5. Tlposepka coiicts [1K. KoHTponupyemsie napamerpsi
Bapuanm 6.
1.

2.
3.
4

5.
Bapuanm 7.

grONE

KonupoBanue rpaguueckux JaHHBIX.

3akoxupoBats yncio 116 B Gaiitax.

Knaccuduxanus 9BM no kateropusim.

Craruyeckoe OIepaTUBHOE 3allOMUHaloLIee
yerpoiictBo (SRAM): xapakTeprcTrKa, 0COOCHHOCTH.
Iposepka csoiicTs I1K, KonTponupyemsie napamerpsl

KoauposaHue 3ByKOBOM HHPOPMALHH.

3akoaupoBath ymcio 79 B Oaiirax.

Knaccudukauust 9BM 1o ypoBHro.

Kom — namste.

IIpoBepka cBoticts [IK. Konrponupyemsie napameTpst

Bapuanm 8.

gropE

OcHoOBHBIE DTanbl pa3BUTHUS IEPCOHAIBHBIX DBM.
3akoaupoBaTh uucio 261 B GaiiTax.

OCHOBHBIE COCTaBIISIONINE CUCTEMHOTO OJ10Ka. BuaeokapTa.
Paboune napameTpsl nporeccopa.

IIpoBepka cpotict IIK, Konrponupyemsie napameTpst

Bapuanm 9.

agronpE

DNeMEeHTHI, pacloI0KEeHHbIE HA MATEPUHCKON TIIIaTe.
3akoupoBaTh 4ncio 83 B Oaiitax.

Xapaxrepuctuka [13Y.

IIuHbL: BUABI, HA3HAUCHUE

IIpoBepxka cBoticts [1IK. Kontponupyemsie mapameTpst

Bapuanm 10.

L

ahrwn

Xapaxrepuctuka O3Y. Ouznyeckuii MPUHITAT

noctpoenust O3VY. [IpenmyiecTBa 1 HEJOCTATKH.
3akoaupoBath ymcio 87 B Oaiirax.

MapKI/I COBPEMEHHBIX IPOLIECCOPOB U pa60q14e XapaKTCPUCTHKH.
IMponeccop. KpaTkas xapakTepucTHka, Ha3HAUCHUE.
IIpoBepxka cBoiicts [IK. KorTponmpyemsie napameTpsl.



TEMA 2. PABOTA C TTATIKAMU, ®AVTAMUY,
KATAJIOI'AMU.

3ananue 1. Padora ¢ okaamu Windows.

1. OtkpeiTh ManKy Mol KOMIBIOTED.

2. Otxpeits quck C :Ha pucke C : oTKpbITS Hanky Mou
JIOKYMEHTBI.

3. Pa3MecTuTh OTKpBHITHIE OKHAa TaKk , 4YTOOBI OHU HE
NepeKpbIBAIKCh  (MCIIONB30BaTh [HUKTOIPAMMBI B IPABOM
BEPXHEM YTIIy 9KpaHa)

CaepHyTb Bce OKHa ( TOOYEpPETHO ).

Pa3BepHyTb ( BOCCTAaHOBUTS ) BCE OKHA.

Pa3zmecTuThb Bce OTKPBITHIE OKHA C HOMOLIBIO KoMaH bl Ceepxy
enus.[JlocTym k HacTpoiikam - Ha [Tanenmu 3amay (
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CTpOKa, TJIe PACIIONOKEHa KHOMKA []ycK): MEIKHYTh PaBoit
KHOTIKOM MBIIIIH).
7. Pa3BepHyTh Ha MOJHBIA IKpaH OKHO nankd  Mou
JIOKYMEHTBI.
8. Pa3mecTHTb BCE OTKPBITHIE OKHA C MOMOLIBI0  KoMaHabl Cresa
Ha npago.
9. Pa3BepHyTh Ha TOMHBIN PKpaH OKHO Manku Mot
KOMIIBIOTED.
10. Pa3mecTuTh BCE OTKPBITHIC OKHA C IOMOLIBIO KOMAH/IBI
Kackaoom.
11.CBepHyTb Bce OKHa 0fIHOM KoMaHI0# Ceeprymep.
12.Pa3BepHyTh OKHO Manku Mou JOKYMEHTHI.
13.3aKkpbITh OKHO Marnkd Mou TOKyMEHTBI.
14.3akpsiTh OKHa Manok Moii komnbiotep Ha [lanenu 3agau.

3ananue 2. Hactpoiiku B okaax Windows.

1. OTKpbITh MAnKy ¢ UMeHeM Moii KOMITBIOTED.

2. YCTaHOBHTH PEKUM OTOOpaXkeHUs (PailIoB M MUKTOrPaMM
“Kpymusbie 3Ha4kn’” (Buo - Kpynnoie 3nauxu).

3. B cBoiicTBax manku yCTaHOBHTH PEKHM MPOCMOTPA MAMOK B
onHoM okue (Buo - Ilapamempeo).

4. OtxkpsiTh quck C:

5. VYcTaHOBHTH peKUM O0TOOpaskeHUs (PaiiioB M MUKTOrPaMM
“Menkue 3HaYKH .

6. OTKpHITH HanKy MOH JOKYMEHTBI.

7. YcTaHOBUTBH pexuM oToOpaxeHHs (aiiinoB u nanok “Criucok”.

8. OT06pa3uTh MaHeNlb HHCTPYMEHTOB (BUJI — MTAHETH
HHCTPYMEHTOB).

9. Hcnonb3ys naHeab MHCTPYMEHTOB MEPEHTH Ha OJJMH YPOBEHb
BBepX (B manky auck C:).

10. YcraHoBuTh pexuM  OTOOpakeHWs:  (ailioB M mamok
“Tabmuua” ( IIpocMOTpeTh COOTBETCTBYIOLIME CBEICHHS O
(aiinax u mankax).

11. 3akpbITh BCE OKHA .

12. OTMEHUTP NIOKa3 MTaHETH HHCTPYMEHTOB.

13. OTMEHUTBH NIOKa3 CTPOKH COCTOSTHHSI.

14. BocCTaHOBUTD MOKA3 CTPOKU COCTOSIHUS.



Bananue 3. YcTaHOBKA U H3MEHEHUE aTpUOYTOB (haiiioB.

OTKpBITH Hanky Moil KOMITbIOTED.

2. OrxpsITh muck C:.

3. Ha gucke C: otkpbiTh manky STUD.

4. B mankxe STUD co3zath manky ¢ IMEHeM Balllel CIIeHaabHOCTH
¥ HOMEPOM TPYIIIHL.

5. Co3narb JBa MyCTHIX JJOKYMEHTa , COXpPAaHUB UX 110]] UMEHAMHU:
3aoanue 3 ; Jokymenm 3.

6. OTtkpbITh (aitn 3adanue 3 v BBECTH NEPBbIC MATh ITYHKTOB
3a/JaHus.

7. CoxpaHHUTb U3MEHEHHS B TOKYMEHTE . Y CTAHOBUTh aTpHOYT
“Tonbko ams utenus”: Paiin — Coxpanums kax — [lapamempuot.
3aKpBITh OKHO.

8. Otkperith (aiin Joxymenm 3. Beectn @.1.0., Ne rpynmsl, mucp

cnenuanbHOCTH. COXpaHUTH U3MEHEHUS B JOKyMEHTe. Y CTAHOBUTh



2,

atpulyt “CKpBITHINA™: Dopmam — Lpugpm (yemanosums

ampubym “‘Cxkpuimuiii”). UToOB TOKyMEHT OBLT CKpbint, HYXHO B

manke Mou dokymenmor KoMaHnou: Buo — Coiicmea — Buo (vnu

Ilepexo0) ycranoBuTh aTpubyT He noxasvleamv CKpbinible nanku

u aiinot.

9. BHOBB OTKpBITh (aitn 3adanue 3 , Beectn ®.1.0.. CoxpaHuTb

u BBectH atpudyt “Tosnbko ast urenus”. ( [Ipumeuanue: Tak kak

¢daitn nmeer atpudyr “Tonbko s YTEHHA, TO HM3MEHECHUS

COXPaHUTb HEBO3MOXHO. [103TOMY COXpaHUTE €ro Moja HOBBIM

nmeneM: 3adanue 3a).

10. /Iyt BHOBB COXpaHEHHBIX (hailJIOB M3MEHHUTE aTPUOYTHI Ha
MPOTHBOIIOIOXKHBIE.

11. OTMEeHUTP TIOKa3 CKPBITHIX (aiiIoB.

12. BocCTaHOBUTD MOKa3 CKPHITHIX (PailiioB.

13. 3akpbITh BCE OKHA.

3ananue 4. Pazmenienue nukrorpamm Ha “Pabodem crone”.

1. Co3znatb ABa TOKYMEHTA IyCTHIX JOKYMEHTA MO/ HIMEHEM

3aoanue 4 v [Joxymenm 4 1 COXpaHUTH UX HAa paboYeM CTOJIE.

2. OTKpbITh JOKYMEHT 3adaHue 4 ¥ BBECTH MEPBbIi MYHKT
JTAHHOTO 3aJaH¥Us.

3. CoxpaHuTh U3MEHEHHS B JIOKyMeHTe ‘“3ananue 4” 1 3aKpbITh
JIOKYMEHT.

4. OtkpeITh JOKyMeHT JJokymenm 4. COXpaHUTh NU3MEHEHUS B
JIOKYMEHTE.

5. Hcnonb3ys KOHTEKCTHOE MEHIO pabovero cToia, yrnopsaoulTh
3HAYKH PaboYero CToja: 1Mo UMEHH, 10 pa3Mepy.

6. IlepemecTuTh 3Ha4OK JJoKymenm 4 B IIpaBBIil BEPXHHIH yroi
pabouero crona, a 3Ha40K 3adanue 4 - B IpaBbIii HIKHUI yro
pabouero crona.

7. C noMouipl0 KOHTEKCTHOTO MEHIO BHOBb BBICTPOUTH 3HAYKH.

8 Yropsa104unTh 3HAYKH : “ABTOMATHYCCKU”

3anganue 5. Coznanue nanok 1 ¢aityioB Ha paboyeM cTole.



1. Co3natp Ha paboueM crone nanky ¢ umenem KAT1.

M| | Wromaniod 3 | Maiiomeno | bt rzenom | Cimonumes ||| 1 E A |20 1

2. Co3path Ha pabo4eM CTOJIE TEKCTOBEIH (haill ¢ BammM

HMCHEM.

3.OTKpBITH CO3AaHHBIN Ha paboyeM CTOJIE JOKYMEHT.

4. BBecTH IepBbIE TPH IIyHKTa JAHHOTO 33/IaHs.

5. CoxpaHHTb U3MEHEHUS B TOKyMEHTE.

6. 3aKkpbITh OKHO.

7. Hcnonb3ys KOHTEKCTHOE MEHIO CKOITMPOBATh (aiiil B
Oydep oOMmeHa.

8. OrtkpeiTh manky KAT1.

9. BcraButh 13 6ydepa odOMmeHa daiin B manky.

10. Co3nats B manke KAT1 nmanky KAT2.

11. OtkpeiTh nanky KAT2.

12. BeraButs u3 6ydepa oomena ¢aiin KAT2.

13. OTkpbITh HOKyMeHT U3 nanku KAT2.

14. B xonue tekcra Beectu @.1.0.

CoXpaHUTh U3MEHEHHMS B IOKYMEHTE. 3aKphITh OKHO.

Puc. jus 1. 3.



3ananue 6. Pabota ¢ (ailioBoil CTpyKTYpOii B IporpaMmme
IIpoBoaHUK.

1
2.

o0k

10.

11.

3aIyCTUTh ONEPALIOHHYIO CHCTEMY.

3anyctuts nporpamMmy [IpoBonuuk. Ha neBoil manenu gomxHa
OBITH OTKPBITA KOPHEBAsI TATIKA CUCTEMHOTO Jucka (marmka C).
OTKpHITH MKy Mou TOKyMeHTHI (IEeTI0K Ha 3HAYKE).

Ha mpaBo#i maHeny mporpaMMbI CO3IaTh MANKY DKcnepumeHnm.
OTKpBITh MANIKY JKCcnepumenm Ha JIEBOW MaHEIH MPOrPaMMBL.
BuyTpu nanku Oxcnepumenm co3aTh HOBYIO MAIKy

Mot Dxcnepumenm .

Yoenurech, 4TO pAAOM CO 3HAYKOM TANKH IKCHepuMenm
obpazoBaics y3en “+” (TO ecTh Iamka HMMEET BIIO)KECHHBIE
nanku). PasBepHyTh y3€1 M pacCMOTPETh CTPYKTYPY Ha JIEBOU
MIaHEeN!Y TIPOBOJHUKA.

Ha neBoii manenn nporpaMMbl HATH M OTKPBHITH MAaNKy
Windows, HailTh B Heil Mamnky Uil BPEMEHHOTO XpaHECHHS
00beKTOB TEMp 1 METOIOM MEepPEeTACKHUBAHUS BMECTUTH B HEe
nanky JKcnepumenn.

Ha  neBoii maHenn  mporpaMMbl  OTKPBITH  MHAmKy
C:\Windows\Temp, a Ha npaBOBOii MaHENH - YOEAUTHCA B
HaJIMYUH B HEH MATNKH DKcnepumeHm.

Ha neBoii nanenu Haiitu nanky Kop3uHa u neperamuTs B Hee
nanky JOxcnepumenm. Packpbite Kop3uHy U mpoBepuTh
HaJIM4Ke B HEH yaJleHHOM MalKH.

3aKphITh BCE OKHA.

3anmanne 7. Co3naHue manok u (aitios
1. OrkpsITh Manky Moii KoMIbroTep.

1.
2.

3.

OTtkpoITh 1uck C:.

Ha mucke C: otkpeiTs nanky STUD (Eciu manku STUD wer,
TO HEOOXOIUMO €€ CO3/IATh).

B manke STUD co3aate crieayroly CTPYKTYPY KaTaloroB:



C: T_

STUD
[
No rpymmbt
RATL i Jokymenm 1
KAT?2 | 3aoanue 1
| KAT 2--1 J—y Hoxymenm 2
(6 KAT2) :
KAT #
| KAT 3 - KAT | 3adanue?
KAT

4. Cromposats JJoxymenm 1 n3 nanku KAT1 B manky KAT2.
5. CxommpoBatb 3adanue 1 u3 nanku KAT 2 B manky KAT1.

6. CxompoBath JJoxkymenm 2 u3 nankun KAT12 B manky KAT14.
7. CxomupoBatb 3adanue 2 u3 nanku KAT 11 B manky KAT 7.
8. 3aKpbITh Bce OKHa.

3ananue 8. Pabora ¢ mankoii “Moii koMIbroTep””: CO31aHne

MarnoK, KOMUPOBaHUEe (ailioB.

1.O1kpsITh Manky Moit KOMITBIOTED.

2.0t1kpsITh auck C:.

3.01xpoith nanky STUD ( Ecnu Takoii manku Her,

TO HEOOXOIUMO €€ CO3/IATh).

4. B nanke STUD OTKpBITB Nanky ¢ UMEHEM Balllel rpyIIb
(ipr HEOGXOMMMOCTH — CO3/IaTh, & 3aTEM OTKPBITH).

5. B oTkpsiTo# Mamnke co3naTh ABe nanaku ¢ umeHnem KAT1
u KAT2.



6. OTKpbITH MKy MOH JOKYMEHTHI.

7. Beigenuts nepble qBa Qaiiina manku “Mou J0KyMEeHTbI” U
CKOMUpoBath uX B Oydep oomena [ Eciu manka cBobozHa, , TO
Heobxoxumo co3aats 10 nmpu3BoabHEIX JOKyMeHTOB ((aiiios) ]

8. IlepetitTu B manky KAT1.

9. Bcrasurs B nanky KAT1 daiiner u3 Oydepa oOMeHa.

10. Ilepeiitu B manxy Mou JOKyMEHTHL.

11. BeiaenuTh nepBbie TPU U MOCIEAHIE YeThIpe (aiina nanku
Mou DOKyMEHTHI U CKOIIUPOBATH UX B Oydep oOMeHa.

12. Ilepeiitu B manky KAT2.

13. BcraButs B manky u3 0ydepa oOMeHa CKOMUPOBaHHbBIE

(aitnbl. 14.3aKphITh BCE OKHA.

3ananue 9. Pabora ¢ mporpammoii “IIpoBoaHuK™: co3nanue
HaroK, KO1upoBaHue ¢aiios.
1. 3anyctuts nporpammy “TIpoBogHuk”.
2. BriOparts Ha qucke C: manky STUD.
3. OtkpeiTh KopHHU manku STUD.
4. B nanke STUD BbIOpaTh Nanky ¢ HOMEPOM BallleH TPYIIIIbL.
5. B oroii manke co3nars nanku ¢ umeHamMu KAT3 u KAT4.
6. IepeiiTu B manky “Mou JOKyMEHTHI”
7. Beigenuts nepBble TpH (aiiiia MarKku ¥ CKOMUPOBaTh HX B
Oydep odOMmeHa.
8. ITepeiitu B manky KAT3.
8. Bcrasurs B nanky KAT3 u3 6ydepa oomeHa
CKOMUPOBaHHBIC (hailiTbl.
9. Ilepeiitu B manky Mou TOKyMEHTEL.
10. BeiaenuTh mepBbie TPH U MOCIIEAHUE B (aiiia marnku
Y CKOTMPOBATh UX B Oydep oOMeHa.
11. Iepeiitu B nanky KAT4.
12. BeraButh B
13. manky KAT4 u3 Gydepa oOMeHa CKONMUPOBaHHbIC (HaIIbI.
14. 3akpbITh Bce OKHA.

3amanue 10. Pabora ¢ 6ythepom oOGMeHa B TEKCTOBOM PEIAKTOPE
WordPad. 1. 3amyctuts TekcToBbiii pegakrop WordPad.
2.BBecTH TEKCT TAHHOTO 3aaHHusl (BCE IYHKTHI).



3.Coxpanuth nokymeHT B nanke KAT3 mon umenem 3aodanue 10.
[C yuerom, uTOo BBINONHSUIIMCH 3amanus 8-9, mamka KAT3
naxoautes B manke STUD \ (Ne rpymnmbr)].
14. BeiaenuTh nepBble MIecTh MYHKTOB TEKCTa U CKOIMPOBATh
B Oydep oOmeHa.
15. TlepeMecTUTh Kypcop MBIIIH B KOHEIl TEKCTa U BCTABUTh
u3 Oydepa oOMeHa CKOMUPOBAHHBIN TEKCT.
16. Iomny4eHHblit TOKyMEHT coxpanuTh B nanke KAT4 mox nmenem
3aoanue 10m.
7. 3aKkphITh BCE OKHA.
15. IToBTOpHO 3amycTUTH TEKCTOBBIN penakrop WordPad.
16. BcraButh u3 Oydepa oOMeHa TEKCT.
17. CoxpaHuTh AOKYMEHT 1o umeHeM 3adarue 10a B
nanke KAT3.
18. OtkpbITh HOKYMEHT 3adanue 10m.
19. OtxpbiTh HokyMeHT 3adanuell.
3aKpbITh BCE OKHA.

3ananuel 1. Konuposanue (aiiioB METOOM MepeTacKUBaHUs.

1.Co3nath Ha pabouem crose nanky ¢ umenem KATI.

2. Co3pnaTb Ha paboueM CTOJIE MAIKY CO CBOUM UMEHEM
TeKkCTOBBIN JOKYMEHT.

3. OTkpHITh ¢ paboyero cToia nanky TeKCcTOBEI JOKyMEHT

U BBECTH IIEPBBIC UETHIPE ITyHKTA 3aJaHMUS.

CoXpaHHUTh JOKYMEHT U 3aKPBITh OKHO.

Ha paGouem cTojie CKOMpOBaTh CO3JIAHHBIN JOKYMEHT,

B manky KATI.

OtkpeiTh nanky KATI u coznars B Helt nanky KAT2.

CxomnupoBaTh JokymeHT u3 nanku KAT1 B manky KAT2.

YcranoButs pexum npocmorpa narnok KAT1 u KAT2

B OTZHEIBHBIX OKHAX.

9. TIlepenectu manky KAT2 u3 manku KAT1 na paGounii
CTOJI METO/IOM I1€PETaCKUBAHUS.

10. Otxperrs manku KAT1 u KAT2 u npocMoTpeTs ux

conepxkumoe. 11.3aKkpbITh Bce OKHa.

o~
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3ananue 12. Pabora ¢ mankoii “Kop3una”.

1. Co3znate Ha paboueM CTOJIE [Ba TEKCTOBBIX JOKYMEHTA C
umeHeM Jokymenm 12 v 3adanue 12.

OtkpbiTh Jokymenm 12 1 BBECTH MepBble TPU MYHKTA 3aJaHHS.
CoxpaHuTh u3MeHeHus B JJokymennie 12 1 3aKpbITh OKHO.
OtkpsiTh 3a0anue 12 n BBect @.J1.0. u Ne rpymmsr.
CoxpaHUTb U3MEHEHHUS B 3adaHuu 12 1 3aKpHITH OKHO.
Vnanurs nokymentst (3adanue 12 u Joxymenm 12) ¢
Pa6ouero crona B Kop3uny.

OtkpbiTh Nanky Kop3uHa v BOCCTAHOBUTH JOKYMEHTHI.
3akpbiTh Kop3uny.

. IloBToOpHO ynanute 1OKyMeHTHI ¢ pabouero crona B Kop3uny.
10. Ouucruts Kop3uny.

11. 3akpbITh BCE OKHA.

o gk wn

© oo~

3ananue 13. [IpyMeHeHUe MyHKTA I1aBHOTO MEHIO

Windows “JTokymeHTBI” uist paboThI ¢ TOKYMEHTAMH.

1. Co3zaare Ha pabouyeM CTOJIE JBE MANKH TEKCTOBOTO
nokymenta: JJoxkymenm 13 u 3adanue 13.

2. OtkpbITh [Joxymenm 13 1 BBECTH NEpBbIC TP MTyHKTa

JIAHHOTO 3aJaHUs.

CoXpaHHUTh U3MEHEHHS B JOKYMEHTE U 3aKPbITh OKHO.

OTKpsITh 3a0anue 13 1 BBECTH J1Ba MOCIIEAHUE TYHKTA

JTAHHOTO 3aJaH¥Us.

5. CoxpaHUTb U3MEHEHUS U 3aKPBITh OKHO.

6. Mcromnb3ys MyKT MeHIO “JIOKYMEHTEI”, OTKPBITE JJOKyMeHMm
13 u BBectH B KoHIe TekcTa O.1.O. 1 Ne rpymnmsl.

7. Coxpanutb u3MeHeHus B Jokymenme 13.

8. OtkpsITh 3adanue 13 ¢ MOMOIIBIO MEHIO
“JIOKyMEHTBI”” COXpaHHUTH ero kak 3adanue 13 a.

9. TlpocmoTpeTh ciucok MeHto “JIokyMeHThI”, BEIOpaTh
yKT MeHto Hacmpoiixa — [lanens 3a0ay.

10. B oxue Ceoiicmea [lanenu 3a0ay BeIOpATh BKIAAKY
Hacmpotixa meH0 N OUUCTUTB CITHUCOK JJOKYMEHTOB........

11. 3aKkpbITh OKHO .

12. IIpocMOTpeTh CIIUCOK IOKYMEHTOB ITYHKTOB
MeHI0 “JIOKyMeHTHI”.

el



3aganue 14. PaGora co cripaBounoii cucremoii Windows.

1. PasBepHyTh rnaBHoe MeHto Windows u BbIOpaTh MyHKT
MmeHto Cnpaska.

2. B crnpaBo4HO# cHCTEME 03HAKOMHTCS CO CBEICHHSMHE 00
ucnons3oBanun Kowmexcmnozo menio (Haxomurest Bo
Bianke Codepoicumoe 8 pazoene - Cogempl u peKoMeHOAyuu).

3. Bo Bknaake [Ipermemnsiil ykazamenb HAUTH CBEICHUS O
KORUposaHuu nanok u ¢aiiiog 1 03HAKOMUTCSI C HUMH .

4. Hcnonb3ys BKiaaky [louck HAlTH U O3HAKOMUTCS
co ceegenusiMu Coz0aHue nanox.

5. 3akpbITh BCE OKHA.

6. TloAroTOBHUTH KpaTKUil OTYET 10 JaHHOU TeMe.

TEMA 3. PABOTA CO CTAHJAAPTHBIMU
MMPUJIOXKEHWAMU WINDOWS.

Banmanue 1. [Ipuemsl paboThI C TEKCTOBBIM

penakropoM BiOKHOT.

1. BamycTuTh TEKCTOBBIN penaaktop biokuot (ITyck — IIpoepammebr
— Cmandapmmuvie — Bnokrnom).

2.BBectH ¢ KJIaBHATYphl B CTOJIOUK TepMUHBI Kondencamop,
Pesucmop, Kamywixa unoykmusnocmu, Buikmiouamens, Amnepmemp,
Boawmmemp (mociie BBOJA KaXI0T0 CIOBA HCHOJIB30BATh KIABHILY
Enter).

3.PaccraButh TepMHHBI B an()aBUTHOM MOPSJAKE, I Yero:
BBIJICNIUTE HY)KHOE CJIOBO JBOMHBIM MIETYKOM M IPUMEHUTH
KoMaHbl [Ipaska — Bvipesamy, [lpaéka — Bcmasum.
4.YcTaHOBUTH yKa3aTelb MBIIIM HA Ha4aJlo0 TepPMUHA Borbmmemp,
Ha)KaTh JICBYIO KJIABHUILY MBIILIH U, yAEPKHUBAsH €€, BBIJCIUTD CJIOBO
nporsruBaHueM. Haxare komOuuanmio kimasum  Ctrl + X,
MOMECTUTh Kypcop B KOHEI CTPOKM W Ha)XaTb KOMOWHAIIMIO
xiasum Ctrl +V. 3amucats B TeTpau Ha3HAYECHHE STUX KOMaH]I.
5.YcTaHOBUTH yKa3aTellb MBIIIM Ha Hadajlo TepMUHA Kamyuwka
uUHOYKmueHoCmu, Haxatb koMOuHanuio kiasumn Shift + Ctrl u, ne
OTIYyCKasl, JBaX/Ibl HAXKATH KIIABHIILY —>, a 3aTEM JBaXK/Ibl HAXKATh



KJIaBUIIY <—.3ateM onpoboBaTh KoMOMHaIMH KiaBum Shift + —

u Shift + <. 3anmcars B TeTpaM Ha3HAYECHHUE ITHX KOMAH] .

7. TlepemecTuth Kypcop B Hayajo nocienHeit crpoku. OnpoboBath
xomOunanuu knasuu Ctrl + Delete, Shift + Insert. 3ammcaTs B
TeTpaay Ha3HAYECHUE ITHX KOMAH]I.

8.Mcrions3yst ONMMCAHHBIE IPHEMBI, 3aBEPIIHTH CIIMCOK BBEICHHBIX

TEPMHHOB B aJi(haBUTHOM TOPSIIKE.

9. VYCTaHOBHTH KypcOB HA HA4alo JOKYMEHTa C IIOMOIIBIO

KiaaBui Home u mpoctaBuTh HaTy U BpeMsi KomaHaon Ilpaska —

Jamal Bpems.

10.CoxpaHuTh CO3IaHHBIM JOKYMEHT 1o uMeneM list.txt.

3aKpBITh BCE OKHA.

Bananue 2. [lpumenenue nanku “Moii KOMIBIOTEp” [UIs 3aITycKa

IPOTpaMM.

1. OtkpseiTh nanky Moii kommbloTep.

2. Otkpeith auck C:.

3. Orxpsits nanky PAO. (ITarka MOKET HAXOAUTHCS B IIAIIKE

“koop” nucka C:.).

4. B nanke PAO Haiitu ¢aiin pao.exe , 3aIyCTUTB IPOrpaMmy
U IIPOCMOTPETH COAEPIKHMOE.

5. Beriiftu u3 nporpammsl PAO.

6. [Ilepeiitu Ha aucke C: B manky Windows, naiitu ¢aiin Write,
3aIlyCTUTB IPOrPAMMY H IIPOCMOTPETH COEPKHUMOE.

7. 3axpsiTh mporpammy Write.

8. B mamke Windows Haiitu daitn Notepad .3amyctuts
IPOrpaMMy H IIPOCMOTPETh COACPIKUMOE.

9. 3axpsiTh mporpammy Notepad.

10. B nmanke Windows naiitu daiin Calc , 3amyctuts nporpamMmmy
U IIPOCMOTPETH COAEPIKIMOE.

11. 3axpsiTh nporpammy Calc.

12. Tepeiitu Ha auck C: u oTkpsITh manky NC.

13. B nanke NC naiitu daiin nc.exe, 3aycTUTh IporpaMmy
U TIPOCMOTPETH COACPIKHMOE.

14. Beriitu n3 nporpamMmsl NC.

15. 3akphITh Bce OKHa.



16. CocTaBHUTh KpaTKH OTYET O COACPKMMOM IaIOK U (paityios.

3ananue 3.. [lepexiodenne mexay nporpammamu WordPad

u Paint.

1. 3anyctuth TekcTOBBIM penakrop WordPad.

2. Co31aTh IOKYMEHT U OTIEYaTaTh TEKCT HACTOSIIETO

3a7aHus (BECh TEKCT).

3. CoxpaHHUTh JOKYMEHT B ranke Mou JOKyMEHTBI C HIMCHEM

taitna—PucyHok.

4. 3amycruts rpaduueckuii peqakrop Paint , co3naTte pucyHok,
CKOITUPOBATh M COXPAHUTH B JJOKYMEHTE PuUCYHOK.

5. IloBTopHO 3amycTuTh TrpaduYecKuit peaaKTop
Paint, co3naTe TOYEUYHBI PHCYHOK, CKOMUPOBATh U
TaKkKe COXPaHUTh B JOKyMEHTE PUCYHOK.

6. 3aKpbITh BCE OKHA.

IMpumeuanue. [Ipu cO31aHUK TOUSYHOTO PUCYHKA JOCTYIT K

HacTpoikaMm B niporpamme Paint: Buo — Macwma6- [pyeoii....

Bei6pars macurrad 400%; 600% nmu 800%; -OK. Tema

PHCYHKOB — II0 YCMOTPEHUIO NIPEIIOAaBATENS.

3ananue 4. Ucnonp3oBanre KoMaHbl “BBINOIHATE” 1JIst

3aIlycKa IPOrpaMM.

1. PasBepHyTs raBHOE MeHIO WiNdOWS U BEIOpaTh KOMaHIy
Boinonnume.

2. Ucnionb3yst KHOIIKY 0630p, OTKPBITH manky Windows .

3. B manke Windows naiitu, oTKpsITE (haiin Write 1 npocMoTpetsh
€T0 COZIEPIKUMOE.

4. 3akpsITh (il (mporpammy) Write.

5. 3aKkphITh Bce OKHA.

3ananue 5. IIpuemsl paboTs! ¢ rpaduuecKiM penakropom Paint.

1. 3amycruts rpadudeckuii penakrop Paint.

2. Y6enuThes, 4TO Ha MAJIMTPE 3a7aH YSPHBIH BET B KAUECTBE
OCHOBHOTO U Oelblii — B KauecTBe (JOHOBOTO.

3. Jarp xoMaHmy Pucynox — Ampubymoi, B IHAIOTOBOM OKHE
Ampubymut 3anath mmpuny pucynka 300 touek u B BbicoTy 200
touek. lllenknyTs Ha kHONKe OK.



4. BpIOpath 31eMEHT Diunc U B MATUTPE HACTPOUKU

HMHCTPYMEHTA yKa3aTb BapuaHT be3 3anonnenus.

5. Haxare wu  ymepxuBare  kiaBumy  Shift.  Merogom

MPOTATUBAHUS HAPHUCOBATh OKPY)KHOCTH B IIEHTPAIbHOW 4YacTH

obnacti pucyHKa. J[HaMeTp OKpPY>KHOCTU JODKEH COCTaBIATH /2

BBICOTHI pucyHKa. Ormyctuts Kiasuiry Shift.

6. BoiOpath anemMeHT JIuHus ¥ TIOBTOPHUTH OMEPALIUH 1. 5.

PacrionoXuTh JIMHUIO B CTOPOHE OT OKPY>KHOCTH

7 .BoiOpatsb anemeHT Buidenenue. B manutpe HaCTpoiKu

HHCTPyMEHTa BBIOPATH PEXKUM C IIPO3PAYHBIM (HOHOM.

8. MeTonoM MpOTATUBaHMS BBIICIUTH MPSIMOYTONBHBIN GparMeHT

TaK, 4YTOObl OH OXBaThlBaJl JIMHHIO, HO HE 3aXBaThIBaJl

okpykHocTH. KomOunanumeit knapum Ctrl + X moMecTuth JIMHUIO

B Oydep oomeHa.

9. BcraBuTh JIMHHIO HA PHCYHOK KoMOuHauueii kiasum Ctrl +V.,

OOpaTuUTh BHUMAHHUE, YTO BBIJIEIEHUE COXPAHEHO.

10.BeigencHbiblii pparMeHT MOMECTHTH CJIEBAa OT OKPY)KHOCTH.

OOpatuTh BHHUMaHHe, 4YTO (OHOBas YacTh (parMeHTa He

NePEKPHIBAET OKPYKHOCTB.

11IToBToputsh oneparuy . 9-10, 4TOOEI CO3AaTh OTPE30K JIMHUU

CIpaBa OT OKPY)KHOCTH.

12. BeiOpate uHCTpyMeHT Texcm. MeTONOM HPOTATHBAHUS
co31aTh 00JacTh BHYTPU OKPYKHOCTH H BBecTd cumBon V. C
nomouipio nanenu pudTel 3amate noxxonsmuilt pasmep u
HayepTaHUue CUMBOILY.

13. MeTomoM nepetacKuBaHus 3a TPaHUILy 00JIACTH BBOJIA TEKCTA,
HOMECTUTB CUMBOJ V B LICHTPE OKPYKHOCTH.

14. IllenkHyTh BHE 00JIACTH BBOJA TEKCTA, YTOOBI IPEBPATUTH TEKCT
B 4aCTh PUCYHKa.

15.CoxpaHuTh JOKYMEHT MOl KIMEHEM SXema.bmp—.

15. 3akpbITh BCE OKHa. vV

3ananue 6.[Ipuemsr hopMaTHpOBaHUS B TEKCTOBOM MPOIIECCOPE
WordPad.
1.3amycTuThb TeKCTOBBIN Mporeccop WordPad.



20T1kpbiTh aiin list.txt. (Ecnu ¢aiin He coxpaHeH, TO
HEOOXOMMO IENKHYTh 110 3HauKy Co30ams 0OKyMeHm

M BBINOJHUTS 1.2 3ananue 1, Tema 3).

3.[date komauny @aiin — Coxpanume kax... B cnucke Tun ¢aiina
BbIOpaTh myHKT Word mst Windows 6.0 n coxpanuts 1oz
nmenewm dict.doc.

4.Bp1enuts c10Bo Amnepmemp, Ha iaHe n GpopMaTHPOBAHUS
sazare wpudr Arial (Kupmumua), pasmep wpudra 14

MYHKTOB, MOJIY>KUPHOE HauepTaHue. CHATH BblICICHHE
knapumeii End, naxxars Enter.

5.BBecTH ciienyomuii TEKCT: - 3mo npubop 0/ usmeperus

GenuuUHbL ANeKmpuiecko2o moxa. CKOINPOBATh JAHHBIH

TeKcT B Oydep oOMeHa 1 pa3MHOKHTH B 3-4 CTPOKH.

6.BbIeINTh Pa3MHOKEHHBIN TEKCT TPOMHBIM LICITYKOM H 3a/1aTh
emy wpudt Times New Roman (Kupuuia), pasmep mpudgra 12
MYHKTOB.

7.Ha nuneiike, pacrioioxeHHOW Ha aHeIu (popMaTupoBaHUs,
MepeTaIMTh MAapKep B BUAE KBagpaTruka Ha paccrosaue 1 cM (mo
JMHEelKe BrpaBo) Beck ab3alt 10/pKeH 0TOOPAa3UTHCS C OTCTYIIOM
OT JICBOTO Kpasl.

8.CHATh BbIICNICHHE. Y CTAaHOBUTH KYpCOp Ha HAYaJI0

9TOi ke cTpoku. Haxxats Tab

9.YcTaHOBUTBH Kypcop B KOHEIl TepMHHa Boremmemp HaxaTh Enter.
Jate komauny Bcmaska — Obvexkm. B nuanoroBom okHe Bcmaska
06vexma yCTaHOBHUTH Hepekitodatens Cozdams usz gaiina.

10. Mlenkuyrs Ha KHOMKE O6O30p pasbickarh (aita sxema.bmp.,
coxpanenssblit B 3adanuu 5,Tema 3. lllenkuyts Bemasums - OK.
Voenurncs, 4To 0OBEKT BCTABJIEH.

11. Vsmenuts MaciTab n300pakeHus pUCYHKA B JIOKYMEHTE
MyTeM NepeTacKUBaHUs MApKEPOB Ha 'PaHHIE OOBEKTA.

12. CoxpanuTh Tekymuii foxkyment dict.doc.

13.3akpbITh BCE OKHA.

3anmanue 7. ConocraBlieHUE TPUEMOB BHEAPEHUS U CBS3BIBAHUS
00BEKTOB.

1.3amyctuts TekcroBsii npomeccop WordPad (I1yck — IIpoepammor
— Cmanoapmueie — WordPad). Orkpsite ¢aiin dict.doc.

2.Y nanuth pucyHOK (BblennTh 00beKT, Haxath Delete).



3.[date komanny Bemaeka — Obvexm. B 1uanoroBoM okHe
Bemaska o6vexma ycranoButs nepekitouarenb Cozoams u3
@atina. enkayts Ha kHONIKE O630p pa3bickath daitn sxema.bmp.
Wenkuyts Bcmasums - OK. YOenuThesi, 4T0 00bEKT BCTABIICH.
Coxpanutb fokyment ¢ umeteM dictl.doc. (@ain — Coxpanums
Kax...).
4. 3akpeite nporpammy WordPad. 3amycruts mporpammy Paint.
OrkpeiTh Qaiin sxema.bmp. M3meHHTh €ro 3akpallMBaHHEM C
MOMOIIBI0 HHCTpyMeHTa 3anuexa. COXpaHUTh C TEM JKE HMEHEM
sxema.bmp.
5.3anyctuth TekcToBbli mpoueccop WordPad. OTkpeITh cHavaa
nokyment dict.doc., a sarem — dictl.doc. TIpoBepuTh, U3MEHHIICS
a4 ux BuA. YeM MOXHO OOBSCHHTH OOHApY)KCHHBIC Pa3iHyHs B
JOKyMeHTax? B ueM pasinuusi Mex/Iy OlnepaudsMi BHEIPEHUS U
CBSI3BIBAHUS 00BEKTOB?
6.3aKpbITh BCE OKHA.
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Banmanue 8. Pe3epBHOE KONMUpPOBaHUE AAHHBIX.

1. 3amycrute nporpammy IlpoBomuuk (ITyck — IIpocpammur —
IIposoonux). OTkpeITh manky Mou moKyMeHTHI. JlaTh KOMaHIy
Daiin — Coz0ame — Ilanky. IleperMeHOBaTh MAIKy, NMPCBOUB €i
nmst Peseps. CkomupoBaTh B B 9Ty Manky (aiimsr SXema.bmp. u
sxema.bmp.

2. 3amycTuTh MPOrpamMMy pe3epBHOro Komuposanust (/Iyck —
IIpoepammer — Cmandapmmuvie - Crysceonvie — Corcamue



Oannvix). 1llenkHyT Ha KHONMKe Macmep co30anus apxueog Ha
MaHeNM  HMHCTPYMEHTOB. YCTaHOBUTh  (Uaxoxk  Apxusayus
BbIOPAHHLIX (patinos N WIENKHYTh Ha KHOIIKE /anee.

3. Ha neBoii maHeny OKHa MacTepa pa3BepHYTb CTPYKTYpY Manok

mucka C: u nanky MoM JOKYMEHTHI. YCTaHOBUTH (DJIaXoK y

HMMEHH Nanku Peseps U IEIKHYTh Ha KHOIKe [Janee.

4. YcTaHOBUTb TepeKioyarenb Hogvie u usmenennvle Gaiinol i

LIEJIKHYTh Ha KHOIIKe /[anee.

5. Vkaszars ums apxuBa kak A:\MyBackup.qic. , 1 menkHyTh Ha

KHoIke [anee.

6. YcraHoBUTh (UIaXKKH, OIpPEACIIOIME CcpaBHEHHE (ailioB

MoCJIe apXMBallUM U paspelieHne Ha cxkatue (aiioB B apXuBe U

LIEJIKHYTh Ha KHOIIKe /[anee.

7. BBecTu uMs 3aJaHus apXUBALUU KaK Pe3eps, BCTABUTh YHCThII

JIICK B TUCKOBOZ A: M IIEJKHYTh Ha KHomke 3anyck. [lo oruery

MporpaMMbl apXUBalu 3a(pHUKCHPOBATH BPEMsl, MOTPAuYCHHOE Ha

ApXUBALHIO.

8. Ilepexkmtountcs nH nporpammy [IpOBOTHHK U OYUCTUTH
nanky Pe3zepa.

9. BepHyThcs K porpaMme apXuBali, BEIOPATh BKIAIKY
Bocecmanosnenue v menkuyTh Ha KHOTIKe Macmep
soccmarosnerus ghailnos. BelOpaTh CO3JaHHBIN apXuB U
LIENKHYTh Ha KHOMKe Janee. Tlocine aBTOMaTHuecKoil paboThI
Mactepa 1o BeIOopy (aiinos menkHyTh Ha KHOMKe OK.

10. YcranoBuTh (nmaxok y mucka C: 1 MENKHYTh Ha KHotike Jazee.

11. IToka3ats, 4To (haiiyibl JOIDKHBI OBITH BOCCTAHOBJICHBI B
WCXOJJHOM BHJIE, JUIS YEeTO IIEJIKHYTh Ha KHOIIKE /[aee.

12. late komauny 3anyck — OK. IIpoBepuTh BOCCTAHOBIICHHE
(aiinos.

13.3akpbITh BCe OKHA.

3ananue 9. IIpoBepka xKecTKOro JIuCKa.

1.3anycTuTh TpOrpamMMmy MpPOBEPKH kecTkoro aucka (ITyck —
Ilpoepammer — Cmanoapmusie — Cuyocyonvie — Ilposepka
0UCKO8).

2. Boibparts B criicke quckoB quck C:.

3. lllenkHyTh Ha KHONKE /[OonoaHUMENbHO U O3HAKOMHTBCS C
HacTpoiKaMH. 3aKphITh MAJIOrOBOE OKHO KOMaH1oi OmmeHa.



4. YcraHoBuTh nepekimodatens [lonnas M WENKHYTh Ha KHOIKE
Hacmpoiika. O3HAKOMUTBCS C HACTPOMKAMU. 3aKPBITh AUATIOTOBOE
OKHO KoMaH10t Ommena.

5. YcranoBuTs nepekiouarenbs Cmandapmuas . COpocUTh

bnaxxok Hcnpasnams omubKy asmomamuyecku.

6.

7.

[lenkHyrts Ha KHOIKE 3anyck W HAOIOZATh 32 XOIOM
npoBepku. [lpu oOHapykeHHMH OLIMOOK O3HAKOMHUTBHCS C
coobuieHueM 00 omubke, BBIOPaTb U3 IpeylaraeMbIX
BApUaHTOB TOT, [IPH KOTOPOM omubka ureopupyercs ( pabora
MPOBEPKH MPOIOSIKHTCS).

O3HAKOMHTCS C OTYETOM O pe3yJIbTaTax HPOBEPKH JUCKA
3aKpbITh OTYET O PE3yNIbTaTaxX IPOBEPKU. 3aKPHITh BCE OKHA.

8. IlorotoBUTH KPAaTKHUii OTYET.

Ipumeyanue. YacTHuHyr0 MPOBEPKY JHCKA PEKOMEHAYETCS
BBIITOJIHATH BCSAKUI pa3 mociie cOost B paboTe OmnepanuoHHON
cucremsbl. [TonHas mpoBepka BBIIIOIHSETCS ABa pa3a B TOJI.

Bamanue 10. KoHTposb COCTOSIHUSI CHCTEMHBIX PECYPCOB.

1. 3amycTuth nporpamMmy MHANKATOP CHCTEMHBIX PECYPCOB

(ITyck — Ipoepammur — Cmanoapmuvie — Cnyicebnvie —
Hnouxamop pecypcos).

Ha naHenn WHIUKAIMK OTKPBITH OKHO VIHIMKATOp pecypcoB.
3anucars MOKa3aHHUs O HAMYHH PECYPCOB.

3anycruth nporpammy IpoBoanuk. Jlats komanny Cnpaeka -
O npoepamme. Y 6eqUTHCS, 9TO HHHOPMAIIUS O HATIUIHA
CHCTEMHBIX PECYPCOB B AHAIOr0BOM OKHE O npozpamme
Windows cosriagaer ¢ ganubiMu MHIUKaTOpa peCypcoB.
OTKpBITh OKHA TPOHM3BOJBHBIX MPOTPAMM, JOCTYITHBIX Yepe3
I'maBHOE MeEHIO U 3apUKCHPOBATH W3MCHEHHE PECYPCOB
cucteMbl. Takke 3aUKCHPOBATh, KaK H3MEHSETCS LBET
3HAYKA HWHIMKAIMM TIPH CHIDKEHHH CBOOOJIHBIX PECYpCOB
ke 1/3 oT MCXOAHOro 3HAa4YeHWsT W HIKe. 3adUKcUpyiTe
HHOOPMAIIMOHHOE COOOIICHNE TPH CHHKCHHH CHCTEMHBIX
pecypcoB 6osiee 90%. 3akpbiTh HHHOPMALMOHHOE JHAJIOr0BOE
OKHO.



5. TlocTeneHHO 3aKPHITh BCE, OTKPHITHIC B XO/€ YIPAKHECHHUS
okHa. CrieIuTh 3a MPOIeCCOM 0CBOOOXKICHHUS PECYPCOB.

6. 3adukcupoBaTh KOHEYHOE 3HAUCHHE CUCTEMHBIX PECYPCOB.
CpaBHHUTB C HCXOIHBIMH 3HAYCHUSIMH.

7. Eciu umeercst BO3MOXXHOCTb IIPOBECTH CPABHEHHUE CHCTEM Pa3HBIX

BeiryckoB (Win95. Win98. Win2000) u cienats BbIBOA.
8. 3akpbITh BCE OKHA.

BOITPOCHI JIJISL TEKYILETO KOHTPOJIS 3HAHUI
Tema 2 Opranusanus aiinoBoii crpykrypsl. Pabora B
onepaironHoii cucreme Windows. CranaapTHbie
npunoxenns Windows.

Bapuanm 1.
1. Tlpunnun opranusauuu Qaitnosoii cucremsl. [Tonstue

FAT rtaGuuw.

2. dusnueckue U JOTMUECKUE OLIUOKU B AUCKAX.
3. BazoBble QpyHKINH apXUBOB.
4. Tlauens 3amau onepanronHoi cuctemsl Windows. Ympasnenue

Windows.

5. PaGora ¢ MbIIIBIO B TeKcTOBOM pepakTope WordPad.
Bapuanm 2.

1. Coznanune u umeHoBanue (aitnos. [Tonstie
“paciuperue uMeHu Qaiina”.

3anpelieHHble CHMBOJIBI B UMEHAX (ailioB.
TlonsiTHe 0 caMopacakoBKe apXUBOB.

Crpykrypa okon Windows.

. Brenpenue o6bexros B WordPad.

Bapuanm 3.

Cozanue namnok u katanoros. Kopuesoii katanor. [1yts
JIOCTYTIA K MarKaMm.

CpencTBa cxKaTHs JAHHBIX.

Pacripe/iesieHHbIE apXHBBI.

Crpykrypa [IpoBoaHuKa.

CoxpaHeHHe I0OKyMEHTA.

garwn
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Bapuanm 4.

1.

Oco0eHHOCTH CO3/1aHHs TTAMOK U JOKYMEHTOB Ha
PaGouem croie.

2. OOBEKTHI CXKATUS JAHHBIX.

3. TpeboBaHus K ApaiiBepaM apXUBOB.
4.
5

Pa6ora ¢ nmouckoBoii cuctemoit Windows.
Bosmoxxroctr penakropa WordPad.

Bapuanm 5.

URwNE

Oco0EHHOCTH KONMPOBAHUS U NePEeMEIIeHNUsI T1aMoK U (aiiios.
Mertozbl CikaTHs TaHHBIX.

3amuTa apx1uBOB.

I'naBHoe Mento Windows: cTpyKTypa, HCII0Ib30BaHHME.
Knasuatypa. ['opstune kiaBumm.

Bapuanm 6.

groNE

Pa6ora ¢ mporpammoit [IpoBoaHUK.

TeopeMbl 1 TEOPETUUECKHE aJITOPUTMBI COKATHUS JAHHBIX.
bazoBble (hyHKIIUM apXHBOB.

Hagwuranus o ¢aiinoBoii cTpykrype.

Point: HasHauenue, 3a1aHKe mapaMeTpoB paboueii 001acTH,
MCHIO.

Bapuanm 7.

=

arwN

OCHOBHbIE PSKUMBI yIaJICHHs MATOK U (HaiiioB:
(U3HYECKHI IPUHIIMIL.

Anroput™ cxatus aaHHbIX RLE.

FAT tabnuuer. Kinacrepsr.

Hacrpoiika pe:KMMOB MBIIIIH.

Vnpasnenue arpubyramu (aitaos.

Bapuanm 8.

arwhE

HaBurauust ¢aitnoBoit CTpyKTypbl.
Anroputm cxatus gaHHbeIx KWE.
IonsiTve BUPTyanbHOM MAaMSATH.
Hacrpoiika napamerpos padodero croia.
Hacroiika manok, ¢aiiioB meHto Bun.

Bapuanm 9.
1.

2.
3.
4

VYnpasnenune atpudyramMu (aiiinos.

ANropuTtM™ ckatus 1aHHBIX XadMmaHa.
Dduznueckue 1 JIOrHYecKue OUIMOKU Ha JIUCKAX.
Hactpoiika k1aBraTypsl.



5. Hacrpoiika okon Windows. PaGora ¢ okHamu.
Bapuanm 10.

KonrekctHoe menro Ha Ilanenn 3amay.
Iporpamma Bnoknot. CoxpaHeHne 10KyMeHTa.
CpencTBa NpoBEpPKHU IUCKOB.

Hacrpoiika cmeHs! s13pika Ha [lanenu 3amau.
[MonsTHe ApaiiBepPOB U PE3UACHTHBIX IPOIPAMM.

ogbrwpE



TEMA 4. Microsoft Word: CO3JAHUE TEKCTOBABIX
JOKYMEHTOB. PABOTA C ITPMJIOXXEHUSMUA

3ananue 1. [lepBudHbIe HACTPONKH TEKCTOBOTO IpoLieccopa
Microsoft Word.

1. 3amycTuth TEKCTOBBIH NpoLeccop KoMaHaou I1yck —
Ipozpammer —Microsoft Word.

2. C nomorubio KoMauasl Buo — [lanenu uncmpymenmos
yOeUTBCs, 4TO BKIIFOYEHO OTOOPAKEHUE TOJIBKO JIBYX IaHENCH:
Crangaptaas u ®opmaTupoBanue.

3. OtkpsITh (aitn (J1r060it), yCTAHOBUTH PEKUM OTOOPAsKEHHUS
JIOKyMEHTa KOMaHJIol Bud — Pasmemxa cmpanuysl u
HACTPOUTH NapaMeTphl JOKyMEHTA:

- xomanpjou Cepsuc — [lapamempor — Obwue — Eounuybl

uzmepenus: BBIOpaTb CAHTUMETPBI:

- xomaunoit Cepsuc — [lapamempor — Obwue — [omnumo

CRUCOK U3 ... (hallios YCTAaHOBUTH 3HAYCHUE 7.

- xoMaHaou Qaiun — I[lapamempevr cmpanuyvl — BKIagka [lons

YCTaHOBHUTH CIICAYIONIHE MapaMeTpsl CTpaHHLb: Bepxuee - 2.0;

Hwknee — 2.0; mesoe — 2.5; mpaBoe — 1.5; mepermer — O;

KOJIOHTUTYJ bl ( BEpPXHUH M HIKHUH) — 1.25; npuMeHUTH — KO

BCceMy JoKymeHTy. Ha Bkmagke Pasmep Oymacu yCTaHOBHTH

pasmep — mmupunHa 21 cm: BeicoTa — 29.7 cm. Ha Bxmamke

Hcemounux Oymazu yCTaHOBUTH — 110 yMmonuaHuio. Ha Bkianke

Maxem ycTaHOBHUTH - Ha4aTh pas3/iel CO CIENYIONeH CTPaHHUIIBL: -

BBIPaBHHUBAHUE 110 BEPXHEMY Kpato: 100aBUTh N cTpaHuII.

4. Hactpouts GpyHKIHUIO agmocoxpanerus komauaoi Cepsuc —
Iapamempuvl — Coxpanenue - Aemocoxpanenue Kaxcovle ...
Munym. Y CTAHOBHUTD 3HAUYCHHUE 5.

5. Komannoit Cepsuc — I[lapamempel — Buo BKITIOYUTH PEKUM
0TOOpaKEHHS TNHEHKH.

6. HacrponTs crieayromnine napamMmeTpsl TEKCTa C IIOMOIIBIO TTaHEH
dopmaTupoBanue u komauasl @opmam — Llpugm (cm.
BKJIAKH): - cTiiib Times New Roman. llpudt —14. Macmtad
—100%: - 6e3 cmewenust.

7. YcTaHOBHTH (IIaXKOK IIPOBEPKH MPABOMUCAHHUS C TOMOIIBIO
koMmaunsl Cepguc — Ilapamempul — Ipasonucanue —



Asmomamuuecku npogepsime 2pamMmamuxy U Aemomamuuecku
npogepsams npasonucanue.

8. Ha nanenu CraHnapTHas yCTaHOBUTH pa3Mep (MaciTad)
nokymeHTa 75%.

9. Hcnonb3ys HacTpoiiku nanenun @opMaTupoOBaHUE, OTIEYATATH
BECh TEKCT JAHHOTO 3aJaHHsI.

10. BpLmenuthb TEKCT U UCHONB3Yst KoMaHay @opmam — CRUCOK...
— Usmenumo — Mapkep..., '3MEHUTD CTHJIb MApPKUPOBAHHOTO
CIIHCKA.

11. CoxpaHuts JOKyMeHT 10x wumeHeM Joxymenml.doc. (
Komanpma mns coxpanenust gokymenta: Qaiun — Coxpanumo
xkak .. B mone wuwms ¢paiina BBECTH HMS JOKyMEHTA.
CoxpaHeHHe MOATBEpAUTh KoMaHnoi Coxpanumo).

12. 3aKpbITh BCE OTKPHITHIC OKHA.

3ananue 2. OtpaboTKa PEKUMOB aBTO3aMEHbI,

paccTaHOBKH epeHocoB. Mcnonb3oBanue [TomMolHuKa.

1. 3amycTUTh TEKCTOBBIN MpoLeccop KoMaHou Iyck — [Ipoepammul
—Microsoft Word.

2.C momotupio KoMauael Buo — Ianenu uncmpymenmos
yOeIUTBCS, YTO  BKIIFOYEHO OTOOpaKEHHE TOJIBKO JIBYX ITaHEIeH:
Crangaptaas u @opmaTupoBaHue.

3.01kpeITh (aitn (J1r000ii), YCTAaHOBUTH PEXHUM OTOOpPAKEHHS
JIOKyMEHTa KOMaHI0i Bud — Pasmemxa cmpanuywl.

4. Komanpoit @aiin — llapamemper cmpanuyel —  BKIanka [lons
YCTaHOBHUTH CIICAYIONIME MapaMeTpsl CTpaHHLb: Bepxuee - 2.0;
mmwknee — 2.0; mesoe — 2.5; mpaBoe — 1.5; meperer — O;

KOJIOHTUTYJ Bl ( BEpPXHUH M HIDKHUHA) — 1.25; mpuMEeHHTH — KO
BceMy JOoKyMeHTy. Ha Bkmamke Pasmep Oymaeu YCTaHOBHUTBH
pasmep — mmupunHa 21 cm: Beicora — 29.7 cm. Ha Bxmamke
Hcemounux Oymazu yCTaHOBUTH — 110 yMmonuaHuio. Ha Bkianke
Maxem ycTaHOBUTH - HAauaTh Pa3fell CO CICAYIONEeH CTpaHULBL: -
BBIPaBHUBAHUE 110 BEPXHEMY Kpato: 100aBUTh N cTpaHuLl.

5. Komaunoit Buo — Kononmumynsl BCTaBUTh B JOKYMEHT JIaTy U

BpeMsL.



10.

11.
12.

Komannoit Bcmaska — Cumeon - Bemagums Bo1Opath U3
CITHCKA CHMBOJIBI A @ |1 T M BCTABHTb HX B JOKYMCHT.

J1nst 3HaKa T yCTAaHOBUTH (DYHKIMIO aBTO3aMEHbI KOMaHI0H
Bcmaska — Cumeon ( BBIOpaTh cUMBOI T ) — Aémozamena. Bo
BKJIaJIKE A6mo3ameHa B CTPOKE 3aMeHUMb BBECTH I1. U
3aBEPIINTh KOMaH0# JJobasume..

Bei3Bate [Tomontauka xomannoit Cnpasxa — Cnpaska no
Microsoft Word. Paccmotpers conepxumoe. OTKIIOYHTH
ITomomHuKa.

Komannoit Cepsuc — Asvik — Paccmanoska nepeHocos -
Aemomamuueckas paccmano8Ka nepeHoCo8 BKIIOUUTh
(DYHKLHMIO PAaCCTAHOBKH IEPEHOCOB.

Otnevarath TEKCT 3a/1aHUs, HCHOJIBb3Ysl (DYHKIIUH TTaHEIH
dopMaTUPOBaHUS U aBTO3aMEHBI. [ aBTOMaTH3auK paboThI
KoMauIoi @aiin — Omrpvims OTKPHITH JJokymenml.doc. u3
3ananus 1 HacTOsIIEH TeMbl, CKONMPOBATH MEPBBIC YETHIPE MMyHKTA
B Oydep oOMeHa 1 BCTaBUTH B 3aqaHe

CoXpaHUTh TOKyMEHT ¢ uMeHeM JJoxkymenm2.doc.
3aKpbITh BCE OTKPHITHIE OKHA.

3amanue 3. BBoa crieruaabHbIX CUMBOJIOB.

1.3amycTuTh TEKCTOBBIH IpoLieccop KoMaHao# /lyck —
Ipozpammer —Microsoft Word.

2. BBecTH TEKCT: IJIMHA OKPY)KHOCTH paBHa PR. Beizenuts

OyKBY P ¥ B crmicke mpu(ToB Ha maHenn DopMaTUpOBaHUS
BBIOpaTs Symbol. IIposeputs Gopmyiy.

3. BBecTn TekcT: aMHA OKpYKHOCTH paBHa 2XR. Beinennuts

OykBy Xx. Komannoit Bcmagka — Cumeo OTKPHITh
JanoroBoe OKHO CUMBOIBL... OTBICKATh T, BBEIACIUTD U

nath KoMauay Bemasums. TlpoBeputh hopmyy.

BrigenuTs 3HaK M U CKONMUPOBATH €TO C MOMOIIBIO
KOHTEKCTHOTO MEHIO Ha CBOOOHOE MECTO, JIBAXKIIbI
LIEJKHYTH 110 3HaKy. OLEHUTh Pe3yJIbTar.

Komannoit Bcmasxa — Cumeon OTKPBITH AUAIOTOBOE OKHO
CHMBOJIBL....



6. BcraBuTh CieayIONIEe CHMBOJIBI B IOKYMEHT. A ¢ L T,
HCIIONB3Ysl IPHEMBI aBTO3aMeHBI (cM. 3ananue 2).

7. 3aKpbITh BCE OTKPBITHIE OKHA.

8. CocraBuUTb KpaTKUii OTYET O MPUEMAX BBOJA CHELHAJIbHBIX
CHMBOJIOB.

3ananue 4. Pabora ¢ O6beTkaMu.: peaakrop popmy
Microsoft Equation.
1.3amycTuTh TEKCTOBBIH IpoLieccop KoMaHo# /lyck —
Ipozpammer — Microsoft Word.
2. Ornievats TekceT U3 Ipunoocenus 1.
3. Jlis BBOzia (OpMyIT HCTIONB30BAaTh KOMaHy Bemaska -
Ob6wexm, BbIOpaTh U3 cniucka myHkT Microsoft Equation 3.0 .
4. JIoKyMEHT COXPaHUTh. 3aKPhITh BCE OTKPHITHIC OKHA.

3anmanue 5. Pabora ¢ rpaduueckuMu 00bEKTaMH.

1.3anmycTuTh TEKCTOBBII HpoOIiecCOp KoMaHao I1yck —
IIpozpammer —Microsoft Word.

2. Co3natb HOBBIN JOKYMEHT Ha Ga3e madaona OObraHbIi (Datin —
Cozoambp).

3. BBeCTH HECKOJIBKO CTPOK IIPOU3BOJIBHOTO TEKCTA.

4. Komaunoit Bemaska — Pucynok — U3 ¢haiina BCTaBUTH HIDKE
TEKCTa PUCYHOK U3 IPOU30JbHOTO (haiina, Hampumep u3 daiina

C:\Windows\L{unoska.bmp.

5. BbIienuTh pHCYHOK IETIKOM MBIIIA - OTKPOETCS MaHEeNb
uHCTpyMeHTOB Hactpoiika HU300paKEeHUSI (v
MIEITIKOM IIPAaBOM KHOMKOW MBIIITH Ha

CBOOOZHOM MecTe OIHOM W3  TaHen

uHCTpyMeHToB). Ha BKIagkax Dopmal * obObekTa

1 OOTeKaHue TeKCTOM BbIOpaTh BapuaHt /1o

xonumypy, a Obmexanue nasnauutb 0,2 cM.

6. BBecTu erie HECKOIBKO CTPOK TEKCTA U TPOBEPUTH, KaK
MIPOUXOJIUT B3aUMOICHCTBHE TEKCTA C PUCYHKOM.

7. Beigenuth u300paxeHune, CKOMUPoOBaTh ero B Oydep obmena, ¢
momorsto knaBuatypel (CTRL + C). Kmasmmamu CTRL + V
CO3/1aTh JIBE KOITHH.

8. Ilepemermas 06a n300paXKeHHs BHIPOBHATH MX MO BEPXHEMY
Kparo.



9. TloBTOpUTH MEpeMeleHHE H300paXKEH I U BEIPABHUE C
Ha)XaToi KHOmKoi Alt.

10. Boiaenuth 01HO U3 N300paKEHUI U TIEpeTaCKUBAaHHEM 3a
YIIJIOBOM MapKep U3MEHHTh €ro pasmep.

11. BoccTaHOBUTB H300pakeHne U MOBTOPHTH 11.10 ¢ HaxaToi
wiapumeil CTRL. CpaBHUTE pasHHILY.

12. CoxpaHHUTb JOKYMEHT. 3aKpbITh BCE OTKPBITHIC OKHA.

3ananue 6. Pa6ora ¢ O6werkamu: rpaduxa Microsoft Clip Calery.

1.3amycTuTh TEKCTOBBIH IpoLieccop KoMaHo# /lyck —
IIpoepammer —Microsoft Word.

2. Wcnone3ys rpapudeckue OOBEKTHI CO3JAaTh CIOKET B OKHE
nokymenta. Jloctyn k o6bexTaM: Bemaska - O6wvexm - Microsoft
Clip Calery —OK, Bxianka I'paduka ( Bce (aiisnbr). s paboTel ¢
rpadukoil Takke MOXHO HCIIONB30BaTh KOMaHay Bcmaska —
Pucynox — Kapmunxu.

3. JIokyMeHT cOXpaHUTb. 3aKPbITh BCE OTKPHITHIC OKHA.

Bamanue 7. Co3naHue auarpaMM Ha OCHOBE TaOJIHIL.

1. 3amycTuTb TEKCTOBBIH MpoLECcCOp KOMaHo# [1yck —

Ipozpammer —Microsoft Word

2. Co3nath HOBBII TOKyMEHT Ha 0a3e madiaona OObranbIi (Daiin

— Coszoamy).

3. BriIrounTh pexuM pasMeTku ctpanuil (Buo — Pasmemxka

cmpanuyl).

4. Komannoit Tabruya — /Jobasumes mabauyy co3naTh TabIuILy,
umeronryo 5 ctpok u 9 cronbios. B aToM ke muanoroom
OKHE, UCTIOJIB3ysl KOMaHy Aémoghopmam BeIOpATH popmar
H3vickannblil.

5. C noMOUIbI0 MBI PACTSIHYTh TPAHUIBI TAOIHIBI J0
HY)KHOTO pa3Mepa ¥ BBIPOBHATH KOMaHIOH Tabauya —
Boiposnsms wiupuny cmonbyos.

6. BrlgenuTs 1Be BEpXHHUE SUCHKH NEPBOTO CTONONA H
00BeMIMHUTD UX KOMaua0# Tabauya — Obvedunums suetku.

7. Boinenuts 2 — 9 sueiiku nepBoit CTPOKK U TOM Ke
KOMaHI0H OObETUHNATE.



8. 3amoJHUTH TabNHIly COTIACHO MpUiIaraeMomy oopasiy.

Ilapa MN3HOC BEPXHEI'O OBPA3IIA, MF
TPEHHs 15 30mun | 45mun | 60mMuH |75 10 |120
MUH MUH MHUH 5 |mu
M H
u
H
40x13/95 | 11,2 7,6 4.2 18 1,1 1.2 1, [1,2
x18 1
40x13/40 | 17,4 125 9,5 74 53 4.8 4, |44
XH 5
40xp/95x | 12,1 6,4 31 2,2 1,7 1,6 1, |1,6
18 6

9.YCTaHOBHUTH yKa3aTelb MBINIM B II0j¢ TaOIIMIbBI, BBIACIHTH
komaHnoi Tabauya — Beideiums mabauyy. CKONHpoOBaTh
BBIJICTICHHYIO Tabuuity B 6ydep oomena (IIpaska — Konuposams).
10. Komanpoit Bemaska — O6vexm — Juazpamma Microsoft Graph
pa3BepHyTH 0a30BYyIO TabIMUILy.

11.Bbiienurh  cozepikuMoe  0a30BOM  TAOMMLBI  IIETYKOM B
BEpXHEM JIEBOM YIIly W KoMmaHuaou [lpasxa — Bcmasumoe
MPOY3BECTH 3aMEHY COICPKUMOTO TaOJIHIIBL.

12. Ha nomy4eHHol narpamMme MIETYKOM BBIIETUTH 0071acTh
noctpoennst. lllenkHyTh npaBoif KHOMKOM MBIIIH W BEIOPaTh ITyHKT
Tun ouaepammut. (nnu O6vexm [quacpamma — U3menums) npu
HEO0OXOIUMOCTH OTPEIaKTHPOBaTh (popMat ocH ( JIereHsl ¥ Ap.),
IIPY TOM 00JIACTH JUarpaMMBl IOJDKHA OBITE BeIeneHa. JlocTyn —
KOHTEKCTHOE MEHIO.

P

0174
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13. 3axpeiTh quanorosoe okHO Tun nuarpammMsl. COXpaHUTH
JIOKYMEHT.
14. 3aKpbITh BCE OTKPBITHIC OKHA.

Bananue 8. Co3naHue CI0XKHBIX TAOIUI] METOIOM PUCOBAHUSI.

1. 3amycruTh TekcTOBBII HpoLECCOp KOMaHOH JTycK —
Ipozpammer —Microsoft Word.

2. Co3ath HOBBIH JOKyMEHT Ha 0ase mradiona OOsraubii(Datin
— Coz0amy).
3. Komannoit @aiin — [apamempur cmpanuyst — Briagka [lous
YCTaHOBHTH CJIE/YIOIINE TapaMEeTPhl CTPaHuLIbL: Bepxuee - 2.0;
Hwkaee — 2.0; neBoe — 2.5; mpaBoe — 1.5; neperuter — 0; KOJTOHTUTYITBI
( BepxHuit u H¥KHUIT) — 1.25; npUMEHUTH — KO BceMy J0KyMeHTy. Ha
BKIIaike Pasmep Oymaeu ycTaHOBHTB pa3Mep — WUpUHA 21 cM: BbicoTa
—29.7 cm. Ha Bruagxe Mcemounuk 6ymazu yCTaHOBUTH — IO
ymonmuanuto. OpueHrauus - Anbbomuas.

3. OtkpwiTe  maHen»  uHCTpyMeHTOB  Bud —  Ilaneu
uncmpymenmos  —  Tabnuyvt  u  epanuyer.  (Ilanenu
WHCTPYMEHTOB TaKXXE€ OTKPBIBAIOTCS INEIYKOM  IIPAaBOM
KHOIIKO# MBIIIH Ha CBOOOHOM MECTE OJJHON W3 MaHeei).

4. UcnomssysdynkuumnaneneiiCTanaapTHas,
dopmaTtrpoBanue U TaOIHIBI M TPAHUIIBI, CO34ATh TAOIHILY:




pex | Benm | m3m T [i
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Jananyto Tabmuiy yaoOHO co3/1aBaTh C I[OMOIIBIO (DYHKIUH
Hapucosams mabauyy, npeAcTaBleHHYIO Ha naHenu TaOmuipl u
TpaHMIbI B BUJIE KapaH/alla.

st popmatupoBanust Ta0IUIb! (BBIPABHUBAHUS CTPOK U
CTONOIOB, O0BEIMHEHHS U YAAIEHUS SU€eK, U JIP) UCITIONIB30BaTh
JJIEMEHTBI YIIPaBJICHUS] KOMaHIOM co cTpoku MeHio Tabnuna - ...,
MIPEABAPUTEIIHHO BBIICIHB HYXKHBIN 3JIEMEHT JIHOO0 MBIIIBIO, THO0
13 KOMaH][ BO BKJIake McHIO Ta0uuma.

5.JIOKyMEHT COXPaHHTh. 3aKPBITh BCE OTKPHITHIC OKHA.

3ananue 9. Padora ¢ Tabaunamu. Co3tanne KOMIIEKCHBIX
JIOKYMEHTOB.

1.3anmycTuTh TEKCTOBBIN Tporieccop KoMaHaon [lyck — [pozpammet
—Muicrosoft Word.

2.Co31aTh JOKYMEHT, aHAJIOTUYIHBIH [Ipunoscenuro 2.
HMcnone3oBate 3aaMBKU. JIocTyn K HacTpolikam -

nanenu @opmaruposanue, TaOiUIBI ¥ TPAHUILIBL.



3. JIOKYMEHT COXpPaHHTb. 3aKPBITh BCE OTKPHITHIC OKHA.

3apmanue 10. I'paduueckue npumuTuBbl. Co3IaHAE CXEM.
1.3amycTUTh TEKCTOBBI HpoLeccop KoMauoii [lyck — [poepammul
—Microsoft Word.

2.Co31aTh TOKYMEHT, aHAIOTUYHbIN [Ipunooicenuro 3. Vicnionb3oBath
3aJIMBKH. JIOCTYII K OCHOBHBIM HACTpPOMKaM — ITaHes b PrucoBasue. (
JU1st HoTydeHNsT HECKOJIBKUX OJMHAKOBEIX Ipaduieckux Gopm
HY)KHO CO3/IaTh OJIHH 00Opaser, CKOMUPOBAaTh ero B Oydep oOMeH, a
3aTeM BCTaBUTh U3 Oydepa oOmeHa Tpedyemoe KonmuecTBo. Jis
TPYIIIMPOBKH SJIEMEHTOB CXeMbI HYXKHO, yaepkuBast kiasuiry Shift,
BBIJIGIUTE BCE DJIEMEHTHI CXEMBI M BBITOIHUTH KOMAH/Ty C TTaHENIH
Pucoaunue: /Jeticmeus

— I'pynnuposamy).

3. JIOKyMEHT COXPaHHTh. 3aKPBITh BCE OTKPBITHIC OKHA.

3ananue 11. Pabora ¢ o6bekramu WordArt.

1. 3anycTHTh TEKCTOBBIN Mporeccop Komanaoi Ilyck — Ipocpammot

—Microsoft Word.

2. Co3naTh HOBBIIT IOKyMeHT Ha 6a3e mabiuona O6braHbi(Daiin —

Co3zoamp).

3. BkiIrouuTh pesxxuM pa3MeTku cTpanuil: Buo — Pasmemka

cmpanuybl.

4.BBeCcTH HECKOJIBKO CTPOK TMPOU3BOJIBHOTO TEKCTa

5. Komamnoit Buo — Ilanenu uncmpymenmos — WordArt
BKJIFOYHTB 0ToOpakeHue naHemy WordArt.

6. Ha mamenn Pucosanne LIETIKHYTh Ha KHOIKe /[obasumb
o6vexm WordArt u B okne Kowrexyus WordArt Beibpars
XKenaeMblil pudt, ero pa3mep, HaYePTaHUE U BBECTH B
TeKcT 3aroioBka (Haanuce). Jlate koMauay OK.

7. C nomomsio manemn WordArt: u3MeHHTS cofepkaHne
(M3menumo mexem); uamenuts ctuitb (Kowiexyus WordArt);
W3MEHHTH XapaKTep B3aUMOJICHCTBHS C OCHOBHBIM TEKCTOM
(@Popmam obwexma — Ionoscenue).

8. CamocrosTensHO HCCITEI0BATE OCTANBHBIE KHOTIKH TIAHEH 1

omepammu  (mocie  KaXIOW KOMaHOBI BEPHYThCA K
HCXOIHOMY COCTOsIHHIO KoMOuHarmei kiasuim CTRL + Z).



9. 3akoHYHB IKCIIEPHMEHT, BHIOPATH 3aTONOBOK 110 BKYCY H
COXPaHHTh JOKYMEHT. 3aKPBITh BCE OTKPBITHIC OKHA.

Bananue 12. 3agaya Jy1st CAMOCTOSTENBHOM P 91

Hcnonb3ys BO3MOXKHOCTH TEKCTOBOTO TIPOIIECCOPA, CO3/1aTh
MPUITIAIICHHS CIIeAyIoIero Buaa. I1o okoHYaHnu paboTh
MPOBEPUTE 0orpaduro JOKyMEHTA.

BA3

Veaoicaemvie 2ocnoda
MockoBckoe 001ecTBo “Asmobusnec” anrﬂamaeT

Hoso




Banmanue 13. 3amaya i caMOCTOSTENIBLHOM PabOThI.
Hcnonb3ys BO3MOKHOCTH TEKCTOBOTO MPOLIECCOpa, CO3/1aTh
BHU3UTHYIO KapTOUKY.

w MBanos Uropu

3amura vHGOPMAIMH ¥ IPOrpaMM Ha

II5BM
| Po 127000 |
I r.MockBa I I E — del: delfi @mail. l _— Koa nonsi usmeHeH

BOITPOCHI JIJISI TEKYILETO KOHTPOJISI 3HAHUI

Tema 3. Texcrosslii penakrop Microsoft Word.

Bapuanm 1.

3anyck Word. Beixox u3 Word. CoxpaHeHue JOKyMEHTa.

CnpaBounas cucrema Word. TTonyueHne CripaBKu.

ABTO3aMeHa: PeXKUMBI, BO3SMOXHOCTH.

Crucku.

TekcT B TabIuIe: H3MEHEHHE OPHEHTAIINH,

BBIPaBHUBAHHE, COPTHPOBKA.

Bapuanm 2.

Pa6ouee okHo Word.

A03ar, 3a1aHne apamMeTpoB ad3ana.

O6bext Equation 3.0: ocobeHHOCTH PabOTHI.

Crumn. [IpuMeHeHue CTUIIsI K CHMBOIY.

. Ipudrer 8 Word.

Bapuanm 3.

1. Hacrpoiika mapaMeTpoB CTPaHHIIBI, PEKHMBI Pa3METKH
CTpaHMII, HACTPOWKA JIMHEHKH.

2. Beigenenue ¢parMeHra, cioBa, CTPOKH, JTOKYMEHTA,
HECKOJIbKHX CJI0B, ab3ana. CriocoObl BIIEIICHHUS.

garwnE

garwhE



3. Jluneiixa npokpyTku fokymenTa Word.

4. Cozanue rabyoHa Ha OCHOBE
JokyMeHTa.OCOOEHHOCTH COXPaHEHHS JIOKYMEHTA.

5. Ilepexmouenue MEXILY JIOKYMEHTaMH.
CBs13bIBAHUE JIOKYMCHTOB.

Bapuanm 4.

1. JlocTyn K maHensiM HaCTPOMKH WHCTPYMEHTOB.

Hacrpolika nanenei u KoMaHz.

KonupoBaHue TaHHBIX Pa3HbIMU CIIOCOOAMH.

Co3anue T0KyMeHTa Ha 0a3e 1malioHa.

Oco0eHHOCTH COXpaHEHHUs! JOKYMEHTa.

4. Cnemdddexrsl.

5. PaGora ¢ popmamu.

Bapuanm 5.

Haznauenne nanem ®@opmaruposanue. ConeprxaHue KOMaHI.

Pa6ora ¢ mpimbio B Word.

Co3anue 1uarpamm.

PexxuMel ynaneHnus J0KyMEeHTOB.

Ccpuiku. [lepekpecTHbie

CbUTKH. Bapuanm 6.

Tabnuipl 1 rpanuiiel. Pexxum paboTsl ¢ TabnuaMu.

Mactabnas nuneiika. OCHOBHbIE BO3MOYKHOCTH.

Breruncnenus B Tabaunax.

Tekcr B Tabnuiax. Miamernene opueHTaIim

TEeKCTa, BbIpaBHUBaHUE, (OpMATHPOBAHUE.

5. Crpykrypa 3aronoBkoB. Co3znaHue

3aroyIoBKoB. Bapuanm 7.

PexxrM HacTpONKH H300pakeHHsI: OCHOBHBIC BO3MOKHOCTH.

Ot6uBka ab3ana. MexcTpouHblil HHTEpBAJL.

CHocku.

ABTodopmaTt Tabmi.

Pabota co ctuisivu Ha Web —

CTpaHHuax Bapuanum 8.

1. KonoraTutyinsl. Ne ctpaHui.

2. BcraBka CHMBOJIOB.

3. Hocryn k pucyHkam. OcOOEHHOCTH pa3MeIleHHUs
PHCYHKOB B TEKCTE.

4. Vupasnenue GpopMaTaMu pPUCYHKOB.

2.
3.

PP AR WNE

garwNE



5. A63au. 3anuBka, oOpamiieHKe, 3alaHie OTCTYIIOB.

Bapuanm 9.

1. Hasnauenue nanenu CrangaptHas. CoaepikaHue KOMaH/I.

2. T'paduyeckre NPUMUTHUBEL

3. I'pynmupoBka 00bEKTOB.

4. HacTtpoiiki napaMeTpoB MeYaT, BHIBOJ JOKYMEHTa Ha
NPUHTEp, MacITAOMPOBAHKE MIPHU MEYATH.

5. PeXuMbl BCTABKH, 3aMEHBI.

Bapuanm 10.

1. Crpoka cOoCTOSIHUS.

2. OTKpBITHE CYIIECTBYIOIIETO JOKYMEHTA.

3. CwmeHa andaBuTa: pycCKuii, aHTITUACKHU#, TPEYECKUIL.

4. T'pammatuka, Te3aypyc.

5. Asrtodopmar Tabum.

TEMA 5. EXCEL: OIIEPALIMN C JAHHBIMU.

3ananue 1. BoinonHeHue 31eMeHTapHbBIX ONepaluii ¢ JTaHHbIMU.

1. 3anycrurts nporpammy Excel (Ilyck — Ipoepammer — Microsoft
Excel).

2. Brrgenuts Mbibo 610k B2:E8.

3. Bergenuts ¢ kiaBuaTypsl 6ok E2:H12 kinasumamu Shift u

4. BblenuTh MBIIIBIO TIOCIIEA0BaTENbHO: cToNben E; ctpoku 8-
15 (6yxcupoBkoii); nuct; HecMexHbie 00k B2:C4, D5:F8 u
ctpoky 6 (kmaBuma Ctrl); Bernenuts Bee; 610k B2:M150
(xnmaBuma Shift u Oykcuposka). O4HCTUTE BCe.

5. Bsectu B B2 u B3 ums: 3a0anuel, Joxymenml cOOTBETCTBEHHO.

6. Ilepemectuts comepxkumoe siueek B2:B3 B E5:E6 ¢ momorpro: —
oydepa oOMeHa; - ToNbKO MbILIH (MONOKEHHE Kypcopa ); -
¢ momorisio knasuatypsl (Shift + Delete; Shift + Insert); -c
MOMOILBI0 MEHIO [IpaeKa ; - ¢ TIOMOIIBIO TOJBKO MBIIIH Ha
JIuct 2; - ¢ HOMOIIBIO MBI U MUKTOrpaMM Ha JIucT2.

7. BOCCTaHOBHUTH JaHHBIC B COOTBETCTBHUH C IT.4. M aHAIOTUYHO
1.5 BBINONHUTE KonupoBaHue ssucek B2:B3 B E5:E6.

8. BoOCCTaHOBHUTH JaHHBIC B COOTBETCTBHUH C 1.4 U BBIIOIHUTD

OIepanyu 1o aBTO3al0JIHECHHUIO COCECIHUX SIYEEK C ITIOMOIIBIO
Mapkepa 3aroJIHEHUA + .

P



9.

10.

11.

12.

13.

O4YHCTUTH TUCT. BHIMOTHUTE aBTO3aMOHEHHE U3 CIIHCKOB: -
BBECTH B stueliky B3 ci10Bo cpeda 1 ckomMpoBath CIIOBO B
COCE/IHUE SIYCHKH; -BBeCTH B stueiiky E5 cioBo maui u
CKOITUPOBATH CIIOBO B COCE/THUE SUCHKH.

Co31aTh CIUCOK aBTO3aIONHEHHs uepe3 MeHio Cepguc —
Tapamempuor — Bxnanxa Cnucku (Hosuwuii cnucok; Dnemenmoi
cnucka, J{o6asums; OK) cIeayromero coaep:Kanus:
Mamemamuxa, Hngpopmamuxa, Ixonomuxa,, Kynomyponoeus,
Quzkyremypa.

Bgectu B stueiiky D12 cnoBo Hupopmamuka v BHIMOIHATH
\ Mool Fxct RO
[20n Jnwa fa berwa Fomsr Jgwe Jowe (ro ?
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o] [Formmmws toduearms, 2] P
|

2
3
2N
5
L
2]
2
9
10

[H L8910 P crwsremerry
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Torceo = =1 f
Fieef | Scion | Soress. | Svoim. ] | icen [Euowe. |0
ABTO3AIOJIHCHUE U3 CIIUCKOB B COCEIHUE STUCHKH.
Ounctuth nHCT. BBectr B stueiiky Al mudpy 1 u 3anoiaHuTh
cronbenrt 1m0 20 MeTOIOM TPOTACKMBAHUS C TIOMOLIBIO

+
xiasumm Ctrl u kypcopa B Buze + .
Bgectu B B4 dpazy Jom Ne 5 n mpoBectr KomupoBaHue (Gpa3ssl
B 00€ CTOPOHHI MBIIIBIO ¢ Hcronb3oBanueM knasumm Ctrl
6e3 Hee.



14. Onepanuio, aHanoruuHyr .12, BBINOJHUTE C MOMOILBIO

OYKCHPOBKH MapKepa 3aloJIHeHHUs C HAXKaTOW HMPaBOi KHOMKOM
MBIIIA M KOHTEKCTHOTO MeHI0 (KOMaHma 3anoanums ) WIA
yepe3 LEHTpalbHOE MeHI0. [lpaska — 3anonnums —
Ilpoepeccus.

15. OtpaboTaTh HEOAHOKPATHO BCE MYHKbI 3a/IaHHUSI.
16.04ucTuTh IUCT. 3aKPHITH BCE OKHA.
3amanue 2. DneMeHTapHbIC ONepalii C JaHHBIMHU.

1.
2.

*
*

3amycruts nporpammy Excel

3amonHuTh TPOM3BOJILHBIMH JTAHHBIMH 0071acTh
Al1:G6.Ilepeuncnennble  HUXKE JCUCTBHS  BBIMOIHUTH C
MOMOIIBIO CIEAYIOMNX KoMau: Bemaeska — Cmpoxul Cmonoya
e Auetiku; ¢ TIOMOIIBIO KOHTEKCTHOro MeHio (Jobasume
AYeliKy); C TIOMOIIBIO COBMECTHOTO HaxkaTus kinasum Ctrl- +
wmu Ctrl - -

Vnamuts cronber C.

Y nanuth 32 ofuH war cTpoku 3 u 4.

¢ Vaanuts 610k C3:D4 co ciBUrOM BIIEBO.
¢ BceraButs 3a oquH mar ctonous B u C.
¢ Bcerasuts 6510k C3:D4 co cABUroM BHH3.
¢ YanmuTh JaHHBIE CO BCETO JINCTA.

3.

4.

*
*
*
5

3anoaHUTh MTPOU3BOIBHBIMU TaHHBIMU 001acTh Al:G6
WA BOCCTAHOBHTH JIAHHBIC.

C nomorsio komaug @opmam — Cmpoxa - ... , MBIIIH I
KOHTEKCTHOT'O MEHIO BBIIOJHATH CIICAYIOLINES ICHCTBHS:
CkpbiThb cTon61161 C 1 D.

Orob6pasuts crondisl C u D.

TlomorHate MIMPUHY CTPOK U CTONOIIOB.

C nomorusto komauasl Qopmam — Jlucm ... , KOHTEKCTHOTO
MEHFO HMJIH MBIIIH BBIIOJHHTH CIICAYONINE JICHCTBHS:

¢ [lepenmenoBats Jlucr 1 B Tosap, Jluct 2 —B
Cxknan. 6. Yaanute JIucr 3.
ITomensats mectamu nuctel ToBap u Ckinaz.

7.

OtpaboTaTh HEOTHOKPATHO BCE ITyHKTHI 3aJaHHS.

7. OurcTUTh Bee. 3aKphITh BCE OKHA.

3ananue 3. [lepemenienue mo pabouemy JIKCT.



1. 3amycrurts nmporpammy Excel.

N

Boiitu B Mento (Cepsuc — ITapamempor — Obwue ).

3. B mone BBoaa Pabouuii kamanoe Beectr: C:\MOH IOKyMEHTBI.
(llpr OTKPHITHH M COXPAHCHHH JOKYMEHTOB HCIIONB30BATh
9TOT KaTaJIor).

OtpaboTaTh HepeMelleHne aKTUBHOM SIUEHKH 10 paboyeMy JIUCTY:
¢ Ctrl +{; Ctrl + Home; End, a satem 4. IMepemectutsest B AC45,
a 3aTeM BEPHYTHCS B Al C MOMOIIBIO MBIIIHU; € TIOMOIIBIO
MeH1o [Ipaska — [lepetimu ...

¢ Tab; Shift + Tab; Enter; Shift + Enter;

+ Ctrl + PgDn; Ctrl + PgUp;

¢ Ilepemectuthes ¢ ogHOro Jlucra Ha APyroif ¢ MOMOMIBIO MBIIIH. 4.

3aKpBITI) BCEC OKHaA. HOI[FOTOBI/ITL KpaTKI/Iﬁ OTYET O HAa3HAYCHUH

KOMaHI.

3ananue 4. ®opmatsl gaHHBIX. OhopMIICHHE TaHHBIX.

1. BamycTuth nporpammy Excel.

2 .Beectu B stueiiky C2 cinoBo Vnpaowcnenue. IlogorHats MUPUHY
cronoua.

BEeImoHUTE BbIpaBHUBAHUEC CJIOBa. IO TIIpaBOMYy Kparo ﬂ‘{eﬁKH, Ju(¢]
LEHTPY, 110 JICBOMY Kpalo. PacIONOKHT CIOBO BEpPTHKAIBHO, 3aTeM
1101 OAHUM YTJIOM, IIOA APYI'UM. BepHyTB CJIOBO K MCXOIHOMY BHUIY.
O6benuHNTS staeiiku C2 1 D2 1 oTHeHTPHPOBaTH CIIOBO.

3. Beectu B sueliky B2 uncino 2468,637 u ckonupoBaTh B HIKHHE
18 stueexk.

Hcnonb3ys Kak cTaHIapTHbIE, TaK U CO3JaHHbIE BaMU (OpMaThI
(@Popmam — Aueiiku — Bxnagka Yucno; @opmam — Yenosroe
popmamuposanue), yCTAaHOBHUTD [UTSL YUCEI CICAYIOUINI BHI:

B2 2468,63700 B8 0002468.7 B14 3.0xTs16p5.1906
B3 2 469 B9 *rxxx2 469 B15 3.10

B4 2 468,64p. B10 2.47E+03 B16 3.10.06

B5 246864% Bl11 Bec 2469 kr B17 3 cpena.OKTIOpb
B6 2 468,64% B12 2 TBIC. B18 03.10.06 15:17
B7 $ 2468.6 B13 2468 7/11 B19 15:17:17




4.Coznate uepe3 MeHo @opmam — Auetiku — Bkiaagka Yucino

YCIIOBHBIN (popMat, pearupyronuii Ha JaHHbIE B 3aBUCHMOCTH OT

JManasoHa, B KOTOPOM OHHM Haxomstcs (0TpabOTKy MaHHBIX

BBINIOJIHATH B CBOOOHBIX siueiikax pabovero Jlucra ).

¢ Jlano yncino 0,253 (mensbiie 1). [ToxyauTs qBa IPOGHBIX
paspsiaa co cioBoM gpamm (0,25rpamm) cuHero 1Bera.

¢ Jlano yucno 637,58 (Gomsmre 1, Ho menbure 1000). [TomyunTs
TOJIBKO €T0 eIy 4acThb CO CI0BOM k2 (638Kr) cunero usera.

¢ Jlano uncno 263124,58 (6omnpime 1000). [TonyduTs TOTBEKO
TBICSIYM CO CIIOBOM moHH (263TOHH).

¢ Jlano mo ouMbKe CUMBOIIMYECKOE 3HaUeHHe: -. [lony4nTh
CJIOBO OUUOKA KPACHOTO IIBETA.

5.C nomouipio Macrepa ycioBHoro dopmatupoBanus (Popmam —

Venosnoe popmamuposanue ) TIOCTPOUTH CIESAYIONIHN YCIOBHBIH

(hopmar i 10001 TeKyILeH TYEHKH.

¢ JlaHo yerHoe umcio (nenautcs Ha 2) u 6onpiue 0 — ero
3HAUEHUE BBIBOAUTCS KUPHBIM LIPU(TOM Ha KpaCHOM (oHe.

¢ JlaHO 4yKCIIO MeHbIIe 1 — ero 3HaueHUE BHIBOAUTCS] KYPCUBOM
Ha CUHEM (oHe.

6.C nomompto cpencts nposepku BBoza (Jawunwvie — [posepka..)

pa3penmTs BBOA B STUCHKY:

¢ TOJIBKO yucen B auanasone or 10 go 100 000;

¢ TOJIBKO AaHHBIX U3 crmcka: Kaopet, Jupexyus, Kacca, Cssisv,
Oxpana.

7.CoxXpaHHUTb JOKYMEHT. 3aKpbITh BCE OKHa.

3ananue 5. OOpaboTKa AaHHBIX.

1. 3Bamycrturs nporpammy Excel (ITyck — Ipoepammer — Microsoft
Excel).

2. Cosparbk HOBYIO pabouyto kuury (Paiin — Coz0amv)
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[TepeMeHOBaTh BHOBb CO3JaHHYIO KHUrY. Jlatb ums BOOK.5.

Jist 3TOro INENKHYTh IPaBOM KHONKOW MBIIIM Ha 3HAYKe

TeKyued KHUrM BbIOpaTh CTpoky Coxpanums Kax u

N1epeUMEHOBATb.

JIBax bl IIEJIKHYTh Ha sipibluke JJucml u nath eMy umst

[Hannvie.

Beienuts sueiiky A1 1 BBECTH 3arojoBoK Pesyibmamot

usmepenul.

Hauwnna co cronbia A2, BBeCTH 7 MPOU3BOJIBHBIX 3HAYCHHH.

B siueiiku B1, C1, D1 nocnenoBaTe/IbHO BBECTH 3ar0JIOBKHU:

Yoeoennoe snauenue, Keaopam snauenus, Keaopam
credyruezo yucia.

B siueiiky B2 BBectu dopmymy =2*A2.

. B sueiiky C2 BBecTH ¢ NOMONIBIO CTPOKH (DOPMYN BBECTH
¢dopmyny =crenenn(50;2). (Utobbl maHens He 3aKpbiBaja
pabouyro 001acTh, HyXKHO IIEIKHYTh 110 3HAYKY, CM PHC.).

0. B siueiiky D2 BBecTr ananornuso .9 gopmyny =
crenenp(C2+1;2).




11.

12.

13.

14

15.

16.

17.

18.
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Boigenuts nporsiruBanuem siueriku B2, C2, D2 u meroaom
MPOTACKUBAHUS 33 YTOJIOK PAMKH 3aMOJHUThH BECh TUANa30H
3HAYCHHH. YOEAUTHCS, YTO GOPMYITBI ABTOMATHYECKH
MOAU(HUIHPYIOTCS B COOTBETCTBHHU CO 3HAYCHHSIMHU CTONIOIA A.
M3MeHnUTh OTHO U3 3HAYEHHH CTOJOIA A U TOCMOTPETh
pe3yJbTar.
Bgecru B siueiiky E1 ctpoky Macumabmwiii muosxcumens, 8 E2
— 9KCcyo 5.

. Beectu stueiiky F1 crpoky Macwmabuposanue, 8 F2 dopmyny

=A2*E2.

Hcnonmp3ys MeTon — aBTO3AIlONHEHHS  CKONUPOBATH 3Ty
¢dopmyny B sueiiku cronbua F (7 staeex). YOemutbes, 9To
OTBET HEBEPEH (aapec 3alaH OTHOCHTEIBHOM CCBUTKOIA).

I[J'Iﬂ HCHIpaBJICHU HICIKHYTh Ha STYCHKe F2, 3aTE€M Ha 3HAKEC = B
cTpoke GopMyll. YCTaHOBHTH TEKCTOBBIH Kypcop Ha cchUIKy E2 u
HaxaTh KiIasuiny F4. @opMyita JoJDKHA IPHHATE BUL: —A2*$E$2.
Haxate Enter. (Bpyunyro aGcomoTHass cCbUIKa —3amaeTcs
BBEIICHUEM B aJpecC YUK 3HaUKa $ C KJIaBHATyphl, HAIpUMEp, -
oTHocuTenbHas ccpuika E2, a $E$2 — aGeonmotHas).

IToBTOpHTH 3amonHeHue crondua F popmynoit u3 sueiiku F2.
Yoenurbcs, UTO HUCNONB30BaHHME aOCONIIOTHOH ajpecanyuu
MIPUBOJUT K IPaBIIBHOMY BBIYHCIICHHUIO cTon6ma F2.
CoxpaHHTh pabOYyIO KHUTY.

3ananue 6. [IprMeHeHne HTOTOBBIX QYHKIUH.



5.
3an;

3amycTuth nporpamMmy EXCel u OTKpBITh, CO3AaHHYIO paHee
pa6ouyro kuury Book.5 u pabouwnii muct Jauuoie.

Caenathb TeKyIlei MepByr0 CBOOOIHYIO siueiiKy B cToyOne A.
[lenkuyts Ha KHOmKe ABTocymMMa ( X ) Ha CTaHIapTHON
naHend. YOEAWTCS, YTO MporpaMma IMPaBHJIBHO BbIOpana
¢yrakuio CYMM u nnanas3oH sdeeK. 3aBEpIIUTh OICPAIHIo
KiaBumeit Enter.

Craenats TEKyIIeH CIeAYIOIIY0 CBOOOIHYIO SUCHKY B CTONOLE

A. IllenknyTs Ha KHONKe Beraska dynkuun ( fx ) Ha
craHapTHOU naHenu. B cricke Kareropust BEIOpaTh MyHKT
Craructuueckue. B cnucke dynxuuns — CP3HAY. IlenkHyTh
Ok. YOenuThesi B IPaBIUIIBHOCTH BRIOPAHHOTO IMAMAa30Ha.
Hcronb3yst NOPSIOK NeHCTBHI 1. 3 BBIYMCIUTH MHHUMAJIBHOE
3HaueHWe B 3ajaHHOM Habope ( ¢ysxkmust MHUH ),
makcumansHoe ( ¢pynkuust MAKC ), koandecTBo 251eMeHTOB (
¢ynxuus CUET ).

Coxpanuth padouyro kaury Book.5.

anue 7. Beox ¢hopmyi.

Ilpumeuanue. [ns BBoAa (GOpPMYJ HCIONB3YIOT —CICAYIOIIHE
3HAKH: + - CIIOKCHHUE; - - BBIYUTAHUE; * - YMHOKCHHE; / - [ENeHNe;
- BO3BEICHHE B CTEIIeHb. BBOA (hopMyI B siueliKy HaUMHAETCS CO
3Haka =. Eciu tpeOyercst BBecTH:

TO YHCIIUTEINb HY)KHO IOMECTHTB B cKoOku. Popmyrna
npumet Bux: = (1+x)/4y.

1

2
3

Bamnyctuth iporpammy Excel u oTkpsITh HOBYIO pabouyro

KHUTY.

 Jate nepBoMy pabouemy TucTy UMst Popmyivl.
.3aI0JTHUTH STYEHKH 110 IpHJIaraeMoMy o0pasiy:

A B
1 X 4
2 y 3

4. Bectu B siueliky B3 npuBeneHHylo Bbinie Gpopmyiry
u mpousBectH Berancienus (Omeem: 0,416667).

1+x



4. Baectu nocnenoBarenbHo B aueiiku B4, BS ¢popmynst n
MPOU3BECTH BHIYMCIICHUSL:

X—2 3
2X -2+ 2X Omeem - 0,352941;-5,93548
5+ Vi +3 3y +4

5. CoxpaHHTb JOKYMEHT. 3aKPBITh BCE OKHa.
6. Hamucatp B TeTpaau X0 BBIOIHEHHs paOOTHI.

3ananue 8. Onepanuu ¢ dIeMEHTAPHBIME (YHKIHAMH.
1. 3anmyctuts nporpammy Excel u otkpeith pabouyio
KHUTY Dopmyibl.

2. Hcnonp3ys MaTemMaTHdyeckue GpyHKIUM BEIYUCIUTH L0g32+1.Cm.

puc. (Omeem:1.63903).
3. BuoxeHHBIC QyHKUNH. BEIYUCINTS 3HAUCHHIE —
®opmyna momkaa umets Bua: = KOPEHB(TAN(x)+1), roe x = Mgx +1
4. Omeem:1.468952.
4. CoxpaHUTb JOKYMEHT. 3aKpPBITh BCE OKHA.
5. Hamnucatp B TeTpaau X0/ BBIIOIHEHHS paOOTHI.

3amanue 9. 3amaua.




VimeeTcs BBIpYYKa OT peaiu3aluu npoaykimu (cuer 67) B

cymme 21 675 py6neit. Paccunrars Hanor Ha

noJsb3oBareneit aBrogopor 2,5%, B ToM uncie

¢enepansusrii 0,5% u MockoBckuit 2%.

Bce uncna pasmecTuTh B OTAENBHBIX sueiikax. B cocemnHux sueiikax
BBeCTH moscHeHus. Yumcna ¢ % Ttak u BBOAUTH. OKpyrieHHE
TIPOM3BOAUTH 0 Komeek. J{Jisi OKpyTrJIeHHn# UCIIOIb30BaTh (DYHKIIUIO
OKPI'JL.

Hammcats B TeTpa iy X0/1 BHIIIOJIHEHUS paOOTHI.

3ananue 10. [ToaroroBka u popmMaTHpOBaHUE Mpaiic — JIKCTA.

1. 3amycruts nmporpammy EXcel u OTKpbITh, CO3aHHYIO paHee
pabouyro kuury Book.5.

2. Komanpoit Bemasgka — Jluem co3path HOBbI paboumii auct (Wiiu
IIEIKHYTh 110 SIPIBIUKY Jlucm 2) U IepenMEHOBATh €ro Kak
Ipeiickypanm.

3. Co3zparp Tabiumy st pacdera Io npuiaraeMoMmy obpasiy (
cM. Tabi.). Mcmons3ys aGComoTHyO anpecamnuio sueiikn C2,
paccuuTath 1IeHy ToBapa B pyoisix. Paccuurats Hmozo.

Tabruya K
3aoanuio.

A B C
1 IIpelickypaHT
2 Kypc nepecuera lye.= 29
3 | HaumenoBanue toBapa | Ilena (y.e) | Iena (py6)
4 MoHHTOPE! 250
5 KiaBuatypa 25
6 Mpinm 3
7 CHCTeMHBI# OJI0K 700
8 CrcTeMHas I1aTa 125
9 Pazpembr DIMM 35
10 NMC 03Y 12
11 [Mroro

4. VI3MeHUTH Kypc TiepecyeTa u MpOBEpUTh 3HAYCHUS TaOIHIIBI.
5. Merogom npotsruBaHusi BelAenuTh auana3oH Al:Cl.
Komannoit @opmam — Huetiku Ha BkIaake Buipasnusanue



3a1aTh Bwipasnusanue no  20puzonmanu, nO  YeHmpy.
VcraHoBUTS Quiaxkok Obvedunenue sueex.

6. Ha Bruanke [lpugm ycTaHOBUTH pazmep mpudta 14 myHKTOB
u B crnucke Hayepmanue BBIOpaTh BapuaHT [lonyswcupHuiil.
enxuyTts OK.

7. Jlna sueliku B2 ¢ mOMOIIBIO KOHTEKCTHOTO MEHIO YCTaHOBUTH
(opmar BbIpaBHMBAHKE IO TOPU30HTAIH [0 npasomy Kpaio, a
st stueitku C2 — [1o negomy kpaio.

8. Beigenuts mnporsruBanuem siueiiku B2:C2 u ¢ moMOILIBO
MUKTOrpaMMbl  Bce epanuybr Ha manenu PopmarupoBaHHe
3a1aTh [ 3THX SYCEK MIUPOKYIO BHEIIHIOI PAMKY.

9. C nomomplo KHOIKH [Ipocmomp Ha mnanemu CraHmapTHas
paccmotpers  (opmar  TaOmUIBI M 0P OKEJIAHHH,
0T(OpPMATHPOBATH TAOJIUILY [0 YCMOTPEHHUIO.

10. CoxpaHHUTbh JOKYMEHT. 3aKPbITh BCE OTKPBITHIE OKHA.

11. CocTaBUTH aNrOpUTM PELIEHHS 3aJa4H.

3ananue 11. Jlornueckue GopMyIbl.

ToproBelii areHT MOIydYaeT IPOLEHT OT CYMMBbI COBEPIICHHOI
caenku. Ecim o6veM caenku no 3000, To 5%; ecinu 06bem mo 10
000, To 2%; ecau cebie 10 000, o 1,5%. Beectu B suetiky A10
TekcT Obvem coenku, B stueviky All — Pasmep sosHacpascoenus. B
stueiiky B10 BBecT 00beM crenku, a B siueiiky B11—- dopmyny,
BBIYHCIISIIONLYIO Pa3Mep BO3HATPasKICHUS:
=Ecm(A1<3000;5Ecmn(A1<10000;2;1,5))

Cospmats Tabimiy B Excel o coBepiieHMH chelok TOProBEIMH
areHtamMu B TeueHne mecsua (ne menee 10 ) Ha cymmy ot 1500
py6. mo 18000 thic. py6. C MOMOIIBIO JIOTHUSCKUX (YHKIHIT
paccuutath % BO3HArpaKIeHUs W CYMMY BO3HArpakIeHHs B
pyOusix. CocTaBUTB aJITrOPUTM PEILSHUsS 3a/1auH.

3ananue 12. Co3naHue AuarpamMmm.
Hcnons3ys HpoH3BONBHBIC NAaHHBIC, PACCUMTATh IEHY TOBapa H
MOCTPOUTH IpaHK.



HAUMEHOBAHUE TOBAPA

KOJI-BO LUT. IJEHA IIT. [JEHA
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PVE. PVYb.
1 Mounuropsl 50
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BBIIEIINTH 001acTh Tabauikl. KoMannoit Bemaska —
Huaepamma... B packpbiBiieMcs okae (Macrtep nuarpamm lae
1 uz 4...) BBIOPATH THIT AHATPAMMBI U IEIKHYTh Ha KHOIIKE

Manee.
B oxne (Illaz 2 uz 4

: HUemounuk...) BO BKIIAJKe JJuanazon

MO’KHO OTKOPPEKTHPOBATh HENPABIIILHO BBIIEIICHHBIE TaHHEIC,
JUISL 4EeTO: HaXKaTh KHOIIKY CBEPTBIBAHUS PSIZIOM C HoJIeM JuanasoH.
Bo Briagke Ps0 — MOXKHO H3MEHHTD ITapaMeTphl KaXKI0To psiaa,
UISL 9ero: HaKaTh KHOMKY /[o6asums, cIenaTh akTHBHBIM HOJIE
Hma v BBIOpaTh HA pabOYEM JIUCTE SYEHKY, COIEPIKAILYIO HMS
HOBOTO Psi/ia TAHHBIX. 3aTeM CJIeIaTh aKTHBHBIM OKHO 3Hauenus U
BBIZICITHTD STUCHKH, COepIKaIIHe




3HA4Y€HUs I HOBOI'O psifa JaHHBIX. ITocne BBIICIICHUA
HYXHOI'O [uaria3oHa IICJIKHYTh Ha KHOITIKE ,Zlaﬂee.

- Tperbe nuanoroBoe OKHO TIO3BOJMT OTPENAKTHPOBATh
mapamMeTpsl  JAWarpaMmbl.  (M3y9dTh CaMOCTOSTENBHO !).
[{enxuyTh Ha KHOTIKE [Janee

- Yerseproe JINaJIor0BOe OKHO H3Y4YUTh

camocTosTebHO. COCTaBUTh aJTOPUTM PELICHUS 3aadH.

3anganue 13. Pabota ¢ popmynamu. CloKHbBIE TIPOLIEHTHI.
IlepBuunsIii Bkiaa B 6aHk coctaBun 45 mitH. py0Iiei.
IIponexan B 6anke 10 mecsues. [Tocne Hauncnenns % Brias
cocraBmi1 96 MiH. pyOueit.

TpeOyeTcst BHIIOIHUTD PacyeT IO MpUiIaraeMbiM GopMysam u
HAIUCaTh aJIrOPUTM PELICHHUS 3a/1auH.

P =100*((S/So)(1/N)-1),rae S — urorosslii BKIam:So —
nepBu4HbIN BRI P - % Ha Bkinaa:N — KOTMuecTBO MecsieB
iy jer. S — So*(1+P/100)"N.

3ananue 14. PaboTa ¢ BCTpOSHHBIMHU 1IA0JIOHAMH.

1. 3amycrurts nmporpammy Excel.

2. Bemonauts xomanny Paiin — Cozdams.PaccMoTpeTh
coaepxkumoe okHa Coz0aHie OOKyMeHma.

3. Bo Bruanke Pewenus BoIOpaTh mabioH Cuer.

Jlns HacTpoliku mabsiona CYeT BBINOIHUTD CIEIYIOIIHE

HeﬁCTBHﬂ: -HaXaTb KHOIIKY Ceeoenus o cueme.

-BBECTH B IA0JIOH BCE HEOOXOAUMBIC N3MEHEHHS U 3allIUTUTD

nct koMaHnoi 3awuma — Coxpanenue aucma.

-COXPaHUTB JIUCT. PaccMOTpeTh COIepIKUMOE OKHA

Co3z0anue 0okymenma.

4. TloAroToBHUTH OTYET O paboTe ¢ MAbIOHAMHE.



3AJIAUU 11 CAMOCTOSTEJILHOM PABOTHI B
CPEJE EXCEL.

3aganue 1.
Co3smath Tabnuiy pacuera 3apaboTHOI IIATHI, COAEPKAIILYIO
HIDKE [IPUBE/ICHHBIC CBEICHUS], U IPOU3BECTH BbIYUCIICHUS:

Ner/m | @.1.0. Tapudnas Kon-o Hauucn |Ilogoxo |Cymma K
CTaBKa, 0oTpaboTaHH |€HO, JTHBIN HaJora,py | BbLiay
py6/4ac BIX YacoB, pyo. Hainor,% |6 e, pyo.

qyac

1 2 3 4 5 6 7 8

1

10

Hroro

B TICPBBIC YETHIPE KOJIOHKU U MIECTYI0 BBECTU UCXOAHBIC MaHHBIC.
Kounonku 5,7,8 Beruncisitores o ¢popmynam. B crpoke

“Uroro” Berarcnuts obuyto : “Cymmy nanora” (7) u “K
Beigaue” (8). OTCOpPTUPOBATH JaHHbIC B a()aBUTHOM MOPSI/IKE.
BoiaTe oTAenbHOM TabaMIEH CIIMCOK COTPYIHUKOB,
noJyyaromux 3apadorHyto miaty Hmwke 2000 py6. [Toctpouts
JarpamMMy, 0TOOpa)arolyto 3aBHCHMOCTb HAUMCICHHON CyMMBI
0T Tapu(HOH CTaBKH.

3amanue 2.

Co3paTh TabNUIy pacuera CKHUIKHA M ONTOBOW CTOMMOCTH
TOBApOB, COJICPIKAIYI0 HUKE NPHUBEICHHBIC CBEICHUS, U
MIPOM3BECTH BBIYHCIICHHS:




Nerm\n  |Haume |Emuam | Kon- |Posum | Ckun Cxun |Onr.ct
HOB. na BO YHas Ka B |kaB OHMMOCT
ToBapa | m3mepe neHa, |% py6. |b,pyo

HHS pyo.

1 2 3 4 5 6 7 8

1

10

Hroro

B nepBble 1I1€CTh KOJOHOK BBECTH UCXOJIHBIE aHHbIE. KonoHkH
7,8 BerumcstoTes o popmynam. B crpoke “UToro” BerMucInTh
o6yto: “Posuuunyro ueny” (5), “Cxunky”(7) u “OnroByro
crouMocTs” (8). OTcOpTUPOBAT TAHHBIE B alI()aBUTHOM IOPSIKE.
BriaTe oTAenpHOM TabMIEH CIIMCOK TOBAPOB, PO3HUYHAS [ICHA
koropsIxX Bbie 800py0.ITocTponTts quarpamMmy, OTpakarouryto
3aBHCHUMOCTD OITOBOM LIEHBI OT % CKUIKH.

3amanue 3.
Co3natb TabnuIly pacyera 3apabOTHOM IIAThI, COAEPKALILYIO

HIDKE IIPUBEACHHBIC CBEACHHUA, U IIPOU3BECTU BBIYUCICHUA:

Ner\ |®.U. |[Oxnapg | Ipouen |IIpemu |Oxmax |Hamo |K

I 0. ,pyo | T i, pyo. |u r,py0 |BbII
pemu, npemst aue,
% , pyo. pyo.

1 2 3 4 5 6 7 8

1

10

Wror

0

B mepBble 4eThIpe KOJIOHKU BBECTH HCXONHBIC JAHHBIC.
Kosonku 5,6,7,8 Beraucinstores no popmynam. B crpoke
“Uroro” BeraucIuTh 001IyIo cymmy : “Hanora” (7) u “K




Bbiade” (8). OTcopTHPOBaTH NaHHEIC B aI(haBUTHOM HOPSIIKE.
BriaTs oTaenbHOM TabaMIeH CIIMCOK COTPYIHUKOB,
HOJIy4aloIuX 3apaboTHyo wiaTy Hike 1500 py6., ncrons3ys
aBToduIbTp [locTpouTh AMArpaMmy, 0OTOOPAKAIOILYEO
3aBHCHMOCTb HAYMCIICHHOH CyMMBI K BbIa4e OT Yo IPEMHU.

3amanue 4.
Co3naTp TabiuIly pacyera CTOMMOCTH TOBapa, COJEPIKAIILYIO
HIDKE TIPUBE/ICHHBIE CBEJICHUS, Y IPOU3BECTH BBIYHCIICHHUS:.

Nen\ |Hanmen |En. Kon- | Hena |Croumoct | Croum

o OB.TOBa |HM3MepeH |BO , pyo. | B, pyo. ocTh, $
pa ust

1 2 3 4 5 6 7

1

10

Hror

0

IepBble IATH KOJIOHOK COZEPKAT UCXOAHBIE AaHHbIe. OCTaNbHbIe
KOJIOHKH BBIUUCISIFOTCS 10 hopmynam. B ctpoke “Uroro”
BBIYHCIIUTH OOLIYI0 CTOMMOCTH TOBapa B pyoisix u $. Kypc
Joiiapa B pyoJsx BBOAUTCS B Havaine Tabmuisl. OTCOPTHPOBAThH
JTaHHBIE B a()aBUTHOM ropsiike. Beinate oTnensHoi Tabnuieit
CIIMCOK TOBapOB, IieHa KOTOpsIX Bhiiie 300 py0. ( HCTIOIb30BaTh
aBTOQMILTP). [locTpouTh IHarpaMmy, 0TOOpaXKaromIyro
3aBHCHUMOCTh CTOMMOCTH B PYOJISIX OT KOJIWYECTBa.

3amanue 5.
Co3aath TabIMIy pacyera HeJOCTAOLINX JAHHBIX, COICPIKALILYIO
HIDKE TIPUBE/ICHHBIC CBEICHUS, M TIPOM3BECTH BBIYMCIICHHS:




Nen\ |Hanmen |En. Kon- |Crapa |IIponent | Homas
I OB.TOBa |u3MepeH |BO s CHIKEHHUS | 1IeHa,p
pa ust ueHa, |,%. yo.

pyo.
1 2 3 4 5 6 7
1
10
Hror
0

ITepBble MIECTh KOJIOHOK COAEPIKAT UCXOJHBIC JaHHEIE.
OcranbHble KOJOHKH BBIYUCIIOTCA 110 (hopmysaM. B cTpoke
“Hroro” BHIYMCIUTD OOILYI0 CyMMy KOJIOHOK “Crapas 1eHa” u
“Hopas nena”. OTcopTUpOBaTh JaHHBIE B al()aBUTHOM
nopsiike. BeimaTh OT/1€IbHO# TabNUIEeH CIIMCOK TOBAPOB,
TIPOLIEHT CHIKEHUS KOTOPBIX BhIiIe 12%. [Toctponuts
JHarpaMMy, 0TOOpaxaroNlyro 3aBUCHMOCTb HOBOH II€HBI TOBapa
OT HPOLIEHTA CHIDKCHHS.

3ananue 6.

Co3aath TabJMIly pacuera HEIOCTAIOIINX JaHHBIX B HAKJIAIHOM,
COZIEpXKAIYI0 HIDKE IIPHUBCICHHBIC CBEICHHUS, W IMPOHM3BECTH
BBIUHCIICHUS:

Ner\ |Hanmen |En. Kon- |Lena, | Cymma, |IIpumeu

o OB.TOBap |M3MepeH |BO pyo. |py6. a-HHe
a ust

1 2 3 4 5 6 7

1

10

Hror

0




IlepBbie MATH KOJIOHOK COJEPKAT UCXOAHBIC NaHHbIe. LllecTas
KOJIOHKA BBIYHCIISIETCS 110 (hopMmyIie. Berauciauts o0ryro
cymmy. OTCOpPTHPOBATH JaHHBIC B aJ(h)aBUTHOM ITOPSIIKE.
BoiiaTh oT/AENBHOM TabMIel CIIMCOK TOBAPOB, 1IeHa KOTOPBIX
Boiiie 500 py6. (ucnons3oBath aBTOGUIABLTP). [locTpouTh
JarpamMmy, 0TOOpa)arolyIo 3aBHCUMOCTb CYMMBI B pyOJIsSIX OT
KOJIMYECTBA TOBApa.

3ananue 7.

Co3pmatp Tabmuily pacdera 3apabOOTHOW IJIaThl COTPYAHHUKOB
(GUPMBI, COACPIKALIYI0 HW)KE TPUBCICHHBIC CBEACHHUS, U
MPOU3BECTH BBIYKMCIICHUSL:

Ner\ |®.M. |Oxnapg | ITpouen |IIpemu |Oxmax |Hamo |K

I 0. ,pyo. |1 a1, pyo. |u r,py0 |BbII
[peMuH, npema |. aue,
% s, pyo. pyo.

1 2 3 4 5 6 7 8

1

10

Uror

0

B nepBble YeTbIpe KOIOHKY BBECTH HCXOAHBIC JaHHBIE. KoToHKH
5,6,7,8 Berumcstores mo popmyiam. B ctpoke “Utoro”
BBIYHCIINTH 0011yt0 cymmy : “Hanora” (7) u “K Beigaue” (8).
OrcopTHpoBaTh JaHHbIC B aJ(aBUTHOM Iopsike. Beiiath
OT/IeNIbHOM TaOJINLIEH CIIUCOK COTPYIXHHUKOB, MOTYYaIOIIUX
3apaboTHy1o 1maty Boite 3500 py6., cronb3yst aBTOQUIBTP
ITocTpouTh IUarpaMmy, OTOOPasKAIOLIyI0 3aBHCHMOCTD
HAYUCIICHHON CYMMBI K BEIIau€ OT % NpeMUH

3ananue 8.
Co3pars TabuIly pacuera CTOMMOCTH TOBapa, COMCPIKAIILYI0
HIDKE TIPUBECHHBIC CBEICHMUS, 1 MPOM3BECTH BBIYHUCIICHUS:.




Nerm\ | Haumen |En. Kon- |Lena, |[HA [ Crou- |Crou-
n OB.TOBa |u3Mep |BO pyo. C,py | moctb |MoOCTB
pa €HUS 6. ,py6. |, $
1 2 3 4 5 6 7 8
1
10
Hto
ro

[TepBBIe MATH KOJIOHOK COZIEpKAT UCXOMHbIC JaHHbIe. OcTabHBIE
KOJIOHKHU BBIYUCIISIIOTCSA 110 popmynam. B ctpoke “Utoro”
BBIYHCIIUTH OOLIYI0 CTOMMOCTH TOBapa B pyossix u $. Kypc
JoJiapa B pyOuisix BBOOUTCS B Havyasie Tabnuipbl. OTcopTHpoBaTh
JaHHbIC B andaBUTHOM mopsiike. Beigate oTaensHo# Tabnuieit
CHHCOK TOBapOB, IieHa KOTOopkIX Bhimie 400 py0. ( MCIIOIb30BaTh
aBToGuIbTp). [locTpouTh AHAarpaMmy, OTOOPAKAFOLILYIO
3aBHCHUMOCTb CTOMMOCTH B PYOJISIX OT KOJIWYECTBaA.

3amanue 9.

CchopmupoBats TabIHIly A pacyera CpeaHero damia
YCIIEBaeMOCTH CTY/ICHTA IO pe3ynbrataM ceccuit. OTCOPTHPOBATH
IaHHBIC CO 3HAUCHHSIMH HIKE YETHIPEX 6aslIoB.

Ne d.N.0. OLIeHKH 110 TpeAMeTam Cpennuit
3a4ETHOMN Oayt
KHIDKKH MaTeMaTH | MHPOpMa | MCTOPHS | 3KOHOMHKA

Ka THKa
1 2 3 4 5 6 7
1
10




3ananue 10.

Co3aatb paccyeTHo — IUTATEXKHYIO BEIOMOCTh,  [TPOM3BECTH
BBIYHCIICHHS, OTCOPTHPOBATh JaHHbIC (IIPEACTABUTh OTASIBHOM
TabnuIeit) Mo Bo3pactaHuio TabeabpHbIX Ne. VicxomHble qaHHbIE IS
pacuera: moJoXoAHbIi Haor -13%; MeHCHOHHbIH  poua — 1%;
npodcoro3ubie B3HOCH — 1%.

Tao.Ne | ©.1.O0 Hauucneno
VY nepxkaHo

oKl | mpeMu |Bcero mogox | Ilenc. | mpode | Bcero
1 OJHBII [0} 0103

K
BBIJIaY
®

1310

1298

1103

1399

1107

1223

1098

1175

1234

1301

Hroro

Hanwmcats xon pemenus 3anaun B Excel.

3amganue 11.

IToaroroButs ot4eT KOMIMaHHU Ha OCHOBAHWH MCXOIHBIX JAHHBIX
Tabmuuel. [Toctponts rpaduk. s rydmero BocupusTus
W3MEHUTH pa3Mepsl rpaduka.

No HAVMEHOBA- 1 KB 2 KB 3KB 4KB | BCEIO
/11 HUE
1 Yucso npoaax 3991 4390 3192 4789
2 Bripyuka ot
peanu3anun
3 3arpatsl Ha COBIT




Banosas npu6su1s

3apruiata nepconany | 80000 80000 90000 90000

3atpatel Ha pexiaamy | 10000 10000 10000 10000

KocBennnie 3aTpaTthbl

CymMapHbIe 3aTpaThl

O o| N| o g &

IIpousBoxcTBeHHas
npuObUTL

Hopma npubsiiu

lena wu3nenus 400 py®.
3artpaThl Ha H3/IETIHE 250 py®.
Memoouka pacuema:

Bripyuka ot peanuzanuu = 1.1 * riena uzn. (abcomoTHas
ajpecarysi); 3atpaTel Ha cObIT = 1.1 * 3aTparsl Ha
uzzenue (aOCOMIOTHAS afpecarys);

Banosast mpubbuie: = .2 — m.3;
KocBennsie 3atpatsl = 15% 1.2;
Cymmapmusie 3atpatsl = CYMM
(m.11.5,6,7); Ilpon3BoacTBeHHAs! IPUOBLTH
=m.4 — n. 8; Hopma npu0sunn = m.9/m.2.
Harmcats xon penrenus 3aaauun B Excel.

Bamanue 12..
Co3znath JokymeHT “Cyer” ¥ MPOU3BECTH PacueThl Ha
OCHOBaHHH MCXO/HBIX JaHHBIX:

Cuer Ne 213 ot 12.04 2001 .
IToctaBmuk: OO0 “HOr”

bank: CeBkaBka3
Cuaet Ne 0001540000 M®DO 565




Anpec: 1. [Taturopck, Kuposa 12
Ten./bakc 265-75-67
Tony4datens: 3A0 “Cynepmapker”
Bank: CeBkaBka3
Cuer Ne 0005230000 M®O 123

Anpec: r. [Taturopck, Kuposa 12
Ten./bakc 265-65-34

Haumenosa
H Komn-Bo,kr YueTHas Hamnenka,% OmnroBas Cxunka,%
1€ TOBapa 11eHa,py0 1[eHa,pyo
Wroro
Hroro:
Ckupka:
K omnare:
Cuer ACHCTBUTEIICH B TSYCHHE 3 JTHEH.
PyxoBoaurenn I'naBHb1i Oyxrantep
HWcxomHpie qanHbIe Ui pacyera:
Haumenora
H Komn-Bo,kr Vuernas Hamnenka,% Ckuka,%
He TOBapa 1IeHa,pyo
Bananbt 10 20000 20 3
Kusu 50 13000 15
Ananac 20 50000 10
JIumoHEI 8 5000 15

Jlns pacuera HCTIONB30BaTh GOopMyIy:

Otnyck. Llena = Yyer. llena + Yuer. nena *(Hauenxka/100).




Hanucatp xox pemenus 3aga4yn B Excel.

3ananue 14.

Omnpenenuts KO()OUIUSHT HCHOJB30BaHUS pPabOvero BpPEeMEHH
OJTHOTO pPabodero B TEYCHHE CMEHBI, €CIIM BPEMS BBITOJHECHUS
CBEpXIUTaHOBBIX mpocToeB tc = 30 MuH, HO BpeMs IUIAHOBBIX

npoctoeB t n| = 60 mMuH, HOMUHANEHOE BpeMs paboTsl ty = 540
muH. J{jist pacyeTa HCIonb30Bath GopMyIy:

Kupe =1— L
tn —tnl
Hamcats xox peutenus 3agaun B Excel. B koHTposbHyt0 pabory
CKOIMPOBATh JaHHbIE padouero ymcra Excel.

3ananue 15.

Ormpenenith H3MEHEHNE IUIAHOBON YHCICHHOCTH pabovnX 3a CUeT
COKpAIL[EHHE CBEPXIUIAHOBBIX MPOCTOEB, €CIH B IUIAHOBOM
mepuojie Kaxaplii paboumii JommKeH ObLT OTpaboTaTh B TEUCHHE
rozia 230 nHei. B pesynbraTte cokpamieHus drcia 3a00J1eBaeMOCTH
W HEBBIXOJOB C paspeuleHHs aJMUHHUCTPALMH KOJHUYECTBO
oTpaboTaHHbIX JHEH B roxy cocraBmwio 235. YHCIEHHOCTH
MPOMBIIIIEHHO-TTPOU3BOICTBEHHOr0 TmepcoHana 50 Teic. uen.;
nons pabounx: a = 0,8.

Jlist pacyera HCTIONB30BaTh GOPMyITY:

1In
*R=(=1)*a *Yucn.
D

rie R —n3MeHeHne M1aHOBOM YHCIICHHOCTH;

I1n — KOMMYIECTBO JIHEH, KOTOPhIE TOJDKEH 0TPabOTaTh KaX IbIi
pabounii B INIAHOBOM NEPHOJIE;

O — paxmuuecku ompabomaro OHell 6 200y

Yuca — YUCIEHHOCTD TPOMBIIIIEHHO-TIPOM3BOJICTBEHHOTO
TepcoHana.

Hanucatp xox pemenus 3agaun B Excel. B kontposbHyto paborty
CKOTIHPOBaTh JaHHBIC pabodero scta Excel.



3ananue 16.

Ompenenurs HOPUPOCT — HPOM3BOAUTEINBHOCTH — TPyAa, €CIH
BBICBOOOXK/ICHAE YHCIEHHOCTH pAa0OTHUKOB B  pe3yibTaTe
OCYIIECTBIICHHUS MJIaHa MEPONPUATHIA IO U3IEIHIO A COCTABIIACT -
- 15 gen.; mo m3penuio b- 35 uen.; mo usgenmo B — 58 gern.
YucneHHOCTH paboTaromux o miaHy pasHa: 4 = 10 368

yen. [l pacyeTa HCIONB30BaTh HOpMyITy:

IIp = [Do6wy | (4— 061y )] — 1, Te

Dobuy - pacueTHOE ( CyMMapHOE) BHICBOOOXKICHHE YHCICHHOCTH
o BceM (akropam ( o uznenusm A, b, B );

Hanucats xox pemenus 3anayn B Excel. B konTposbHyto paborty
CKOIMPOBaTh JIaHHbIe pabovero nmcra Excel.



TEMA 6. DJIEKTPOHHA I IIPESEHTAL[MA PowerPoint.

Co3z1aTh 3JEKTPOHHYIO Npe3eHTauo “Kypcul komnvromepHoil
epamomuocmu” w3 8 cnaiinos. O6pasen cm. B [Ipunoxennn 4
(KOJIMYECTBO CIIANI0B — [0 YCMOTPEHHIO MPEIIOIaBaTesi).

00T L CRANI

sy | yiersson v [Erosonpov IEPERE e
3amanue 1.

1. Bamyctuts porpammy Power Point: ITyck — Ipozpammer —
Microsoft PowerPoint.

2. Komanpoi#t @aiin — Co30ams B 1uanoroBoM okHe Cozdamu caaiio
(cM. puc.l) BbIOparTh aBTOpasMeTky THTYIBHBIA CrlAli U CO31ATh
crmaiin “3aronoBOK”: yCTaHOBHTH s 3arosoBka mpudt 60; user —
3eNeHbli (WM 10 NPOU3BOJILHOMY BBIOOPY); TEHB - KenTyio ( KHOIMKa
Tenv wa nanenu Pucosanue). BeecTn 3aronoBox.

2. Jlns moa3aroyioBka ycTaHOBHUTH IpUdT 40 1 BHIOpATh BApUAHT
LIBETA U TCHHU.

3. Komannoit @opmam —@Don B pacKphIBIIEMCs CIIUCKE BHIOpATh
Cnocob 3amuexu, a 3ateM — Texcmypa W Ha3HauuTh (GOH mJIA
claiiia.



4. Komanpoii u3 menr: [lokas craiiooe — Hacmpotika anumayuu...
BOKHe  Obvexmul be3 anumayuu BBIJIEJIUTH 3ar0JIOBOK U

Epom {34600 | et anarpvenc | Mprwrtons sorpesveesmens |
Fndinpuere addent v g  Mommnmes Tovcra
| =

1 r'ﬂml““ j'
e

I <bonticspaie
- oo coasamen e ypod

| Depereun~ 1y & Avtopmcwn- N N OOH 4 >-L-A-=5

¥ Chsulot [ Otogmnesse 1 poraro -
‘wlnycx| | wMcosottWord[[=iMicrosoft Pow.. |s@ne B8 75

YCTAQHOBHTH Ul 3arojoBKa MOPSAOK M 3(PQEeKThl aHUMALIUH;

HaIIpUMED, Gbliem Cle6d, NosaseHue mekema no OyKeam, uepes... u
m.o0. (cm. puc.2) . [To aHATOTHHU BBIIONHUTD OSHCTBUS IS APYTHX
00BEKTOB cllaiiaa.
3ananue 2.
Co3pmatp cienyromuii ciaig  “Uro wM3ydanock”, HCIONB3YS
aBTOpPa3MeTKy MapKHpOBaHHBIA CIUCOK, MIPUQTHI, 1BET, GOH U
3¢ PEeKTH aHUMALHH.
3ananue 3.
Co3naTp crenyomumil ciaaia “AmnmapaTHbie cpeacTBa’”, HCHONB3YS
aBTOpa3MeTKy ['paduka u Texct mpudtsl, 1Ber, GoH u dbPexTh
annManud. ( PEKOMEHAYeTCsl yCTaHOBUTH ekt Crmpalb,
Bpaiienue, a mosBICHAE TEKCTa — [0 ab3aram).
3ananue 4.
Co3nath ocTanbHbIe cnaiapl [Ipunoxenus 4, mpucBanBauBas
WM Ha3BaHUS.

Komannoii u3 menro: [lokas craiioos — Hacmpotixa anumayuu...
— Ilapamempoi 6ocnpousgedenusi HACTPOUTD TIOPSTOK AaHUMAIHH.



Komannoit u3 mento Buo — Copmupogujux.... N iepeTacKuBast
MBIIIKOH, O0eCreunTs TpeOyeMblil MOpPSAOK IOKa3a Ciaii/oB;
YCTaHOBUTh MaciTad OTOOpakeHWsI ClaiiloB Tak, YTOOBI
0TOOpaXKaIUCh BCE CIIAMIBIL.

Komanmoit w3 wmenw: [lokaz cnaiiooe —  Hacmpoiika
npesenmayuu... Aemomamuueckuil nokaz c1aidos, CMEHa Claij0B
Ilo epemenu - HACTPOUTD TTAPAMETPhI IPE3CHTAIINH.

Komannoit u3 wmento: [lokas craiiooe — Ilokaz 3alyCTHTh
MPE3CHTALUIO.

TEMA 7. OCHOBHbI PABOTbBI C BA3AMU JJAHHBIX.
ACCESS.

3anava 1.

PykoBoauTeENb MAIOro MpeIpHsTHs, BBITOIHSIOIET0 cOOpKY
NEPCOHANILHBIX KOMIIBIOTEPOB, 3aKa3all pa3paOoTKy 0a3bl JaHHBIX,
OCHOBAHHOHU Ha ABYX Tabnuuax koMmiekTyromux. OnHa Tabnuna
npeAHa3HaYeHa sl KIHeHTOB ( B Hel yKa3aHbl PO3HUUYHBIC L[CHBI
Ha KOMITOHEHTS!I ). Bropast Tabiunua npeHasHadeHa 1l aHaimsa
JESITENBHOCTH HPEANPHUATHS ( B HEl COIEPIKATCsI ONTOBBIE LICHBI
1 nH(pOpMaIus o nocrasiykax). Joctyn knuentos k Tadmuue 2
3ampeleH.

Pemum 3agauauy nosTarHo.

3amanue 1. Co3ganue 6a30BbIX TaOIHUI ¥ MEKTAOINYHBIX CBA3CH.

1. Komanpoit Ilyck — Ilpocpammur — Microsoft Access

3aMmyCTUTh IporpamMmy ACCESS.

2. B okue Microsoft Access BritounTh nepekiodatens Hosas
oasa dannwix —OK.

3. B packpsiBiemcst okHe B marke Mou doxkymenmut B cTpoke Datin
HoeoU Oa3bl IPUCBOUTH uMst Komnaexkmyrowue. B ctpoke
Tun ¢paiina nomwKHO OBITH BBIOpaHO Basza oanneix Microsoft
Access. llenxnyts Ha KkHOIKE Co30amb.



=TT
4. B packpbiBiiemcs okHe (cM. puc 1.) BeIOpats pesxum Tabauybl

— Coz0ams — Koncmpyxkmop - Ok .

(umu ¢ manenu Tabnuywvr —Cozdanue mabiuybvl 6 pexcume
KOHCMPYKMopa).

5. Jlnst nepBoii TaGIuIBl BBECTH CIIEAYIOMHUE OISt (CM. pHC. 2):

Wms nmons Tum nons
Kommonent TEKCTOBBIN
Mopenb TEKCTOBBIN

OCHOBHOI1 mapameTp | YKMCI0BOM




Ilena YUCJIOBOM

IIpu HacTpolike YKcI0BOrO popmara B HIKHEM I10JIE
3aJ1aTh CBOMCTBO JICCSITHYHBIM 3HAKaM —2.

| daan [peswa Bun Bergena Copeuc Qwo 2
LS - N3 SRl S RN H?}§-;ﬂ‘\ Da-

irevio¢Dao

Tabnuual - Tabnuya

Nene cbrera OLE =
Finepcomncs

G_M [[RMicrosoft Acc..

BBII[CJ'II/ITL TIEpBBIC I[Ba nons (KoMoHeHT u Monem,) C Ha)KaTOPI
kiasuieit Shift 1 ¢ HOMOIIBIO KOHTEKCTHOTO MEHIO BBIOPATH ITYHKT
Kniouesoe none.

7. 3akpbITh 0a3y NaHHBIX Komniekmyrowue ¥, TIO aHAJIOTHH,
coznath Tabnuuy 2 - [Tocmaswuxu B okue Komniekmyiowue, B
KOTOPYIO BXOJIST CJIEYIOIIHE TTOJIS:

Wwmst mosst Tun mons
Komrmonenr TexcToBbIH
Mopens TeKCTOBBIN
Ilena onToBas YucoBoi
TTocTaBumk TekcToBbIi




Tenedon TexcToBbIii

Anpec TexcroBbIi
Ipumeuanue | [lone MEMO

KiroueBoe c10B0 MOXHO He 3a/1aBaTh. COXPaHUTD TaOIHILY.

8. B oxHe Komniexmyiowue yOEIUTbCA B HAIMYUM JABYX
tabmuu. [lepenmenoBarh Tabauubl Ha Komnnexmylowue n
Tlocmaguwuky COOTBETCTBEHHO.

9. HOO‘{CpCIIHO OTKPBITH TaGJ'II/IHBI W HAIIOJIHUTh UX
9KCIIEPUMEHTANBHBIM coziepkanueM ( 3 — 4 3armcn).

10. Komannoii Cepsuc — Cxema oannbix OTKpPBITH OKHO Cxema
Oannvix. B packphIBIIEMCs] BMECTE ¢ HUM OKHOM /[o6aeneHue
maobauyel WETIKOM Ha KHoIKe [obasumb BbIOPATh
noouepenHo Tadbmuusl Komnnexmyrowue u Ilocmasujuxu.

O6pazoBai

Puc.3xm 11, 12.

Loy o

= i
‘mnyx [ microson Ace. B Micosot woed- wEse el 0
11. Beigenuts B Tabmauue Komniekmyroujue 0THOBPEMEHHO JBa

noiust: Komnonenm u Mooenv n TICPETAIINTh UX Ha CIIMCOK MOJIA
Hocmaewuku. HpI/I OTITYCKaHUU MBI OTKPOETCS OKHO Cesssu
(u3menenne Ceszer ). Ha mpaBoii manen OKHa BEIOPATH OIS
Komnonenm u Mooens tabmuust [locmaswuxu,
BKJIIOYaeMble B cBsi3b. Diaxkok Obecneuenue yerocmnocmu
¢643u B JAaHHOM 33JIaHU{ HE YCTaHABIMBATh.(CM. pHC.3).



12. 3axpsITh AUanoroBoe okHo Cés3u U pacCMOTPETh
00pazoBaBIytocs cBsi3b. LLIeKHYTh 110 CBS3U NMPABOi KHOMKOMH
MBIIIN U PACCMOTPETh COJCPIKaHNE KOHTEKCTHOTO MEHIO.

13. 3akphbITh BCE OKHA.

3anmanue 2. CoznaHue 3ampoca Ha BEIOOPKY (IIPOIOIDKEHNUE).

Co3naTh 3anpoc Ha BIOOPKY )KECTKHUX JHCKOB UMEIOLIMX EMKOCTb

He MeHee 8 ['6aifT no nene menee 150 yCIOBHBIX €IUMHULL.

Pesynprupyromias Tabimna J0JbKHA TaKKe HMETh aJjpec

mocraBiuyka u Ne ero tenedona.

1. Komaunoii ITyck — Ipocpammer — Microsoft Access
3aIyCTHTH IPOrpaMMy Access.

2. B okne Microsoft Access BKIIIOUHTD MEPEKIIOUATEN!
Omxpuims 6a3y danHbiX, BBIOPATh CO3IAHHYIO 0a3y TaHHBIX
Komnnexmyrowue.

3. B oxue Komniexmyiowue akTHBU3UPOBATH MAHEIb
3anpocer u nate komanay Cozoams. OTHOBPEMEHHO
JIOJDKHO TOSIBUTBCS OKHO: JJobasnenue mabauysl. (Ecmm
OKHO H€ IOSIBUJIOCH, HY)HO IIEJIKHYTh B BEpXHEH IOJIOBUHE
OKHA TPaBOil KHOIIKOW MBIIIU U B KOHTEKCTHOM MEHIO
BbIOpath JJobaenenue madbauyot).

4. TloouepenHo BeIOpatTh Tabnuibl Komniekmyowue u
Iocmaswuxu M WENKHYTH /Jo6asums. B BepxHeil oI0BHHE

A Mivtouoll Acuwun -
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oKkHa 3anpoc OymyT 0TOOPaKEHBI [[BE TTAHEIBKH CO CB3AMU (CM.
puc. 5). 3akpsITh OKHO JJobasnenue mabauyo.

5. B cmucke noseit rabnuist ITocmaswuxu (cM. puc.6) BHIOpaTh moss,
BKJIIOUAEMBIE B PE3YJILTUPYIOLLYIO Tabuity: Kovnonenm,
Mooenw, Llena onmosas, [locmaswuxk, Tenegon.

6. 3anate ycnoBus oTO0pa At nojist KomnoHeHm: BBECTH B
cTpoky “XKecTkuii quck”.

3anmate ycnoBus otbopa asst mosst Llena onmosas: BBectn <150.

v =3 |
T

e | | 18 MicrEony Waes T O “3’- [LEEY

3amaTh ycloBUs 0T60pa st o1 OcrosHoil napamemp

(3anpoc Gepetcs U3 apyroi Tabnuiel): BBecTH >8.(cM. puc.6).

7. Komannoii @aiin — Coxpanums COXpaHUTb 3anpoc B
TeKyIiel 6a3e qaHHBIX, 1aTh eMy ums 3anpoc 1.

8. 3akpbITh Bce OKHAa. BHOBB OTKPEITE 6a3y AHHBIX M PACCMOTPETH B
OKHaX CO3JJaHHBIE TANKK U UX cojepkumMoe. Eciau Hu onHO
U3JIeNIe HE COOTBETCTBYET YCIOBHIO 0TOOpa, TO
Tabnuna OyaeT mycTo.

YT0o0ObI IPOBEPUTH pabOTy 3a1poca, OTKPITH 0a30BbIE

TaOJUIIBI ¥ HATIOJIHUTD X COAEPKUMBIM VIS JKecmKux ouckos

(BBECTH HECKOJIBKO THITOB KECTKHX IMCKOB C yIETOM IICHBI 1

emkoct). IIpoBeputs paboty 3ampoca.

9. ITo okOHYAaHUK UCCIIEAOBAHU 3aKPBITh BCE OKHA

M 3aBEPIINT paboTy C MPOrpaMMOi.



3ananue 3. Co3naHue 3ampocos ¢ “napamMerpom”

(mponomkenue).

Co3naThb 3anpoc, MO3BONISOLINN OTOMPATh MPOLIECCOPSI,
MPe/ICNIbHYIO LIEHY KOTOPBIX IT0JIb30BATEb MOXKET 33]aTh
caM IpH 3aIycKe 3arpoca.

1

2.

Komanpoit Ilyck — IIpocpammer — Microsoft Access
3aIlyCTUTh IporpamMmy ACCess.

B okne Microsoft AcCess BKIFOUMTh HEPEKITIOYATEND:
Omkpuimsb 6a3y 0aHHbBIX, BBIOPATH CO3JIaHHYIO 0a3y TaHHBIX
Komnnexmyrowue.

IMoouepenHo OTKPBITH TAOIULBI Komniekmyowjue 1
Iocmaswuky Vi BBECTH HECKOJIBKO BHJIOB IPOLECcopoB (3 —
4) ¢ uenoii or 80 g0 130 y.e. CoxpaHUTh U3MEHEHHS U
3aKpBITh TaOJINIBL.

B okue Komnaekmyroujue: 6a3a 0aHHbIX OTKPBITH ITaHEIb
3anpoc n oTKpHITE OaHK 3anpoca B pexxume Koncrpykropa.
Ilo ananoruu ¢ TPEABIAYIIUMH 3aJaHUSIMUA TEMBI, CO3/1aTh 3aIlpocC
Ha BBIOOPKY, OCHOBaHHBII1 Ha Tabnuue [locmasujuku, B

KOTOPBIN BOMYT CIEAYIONIHE TIOJIA:

KoMrioHeHT;

Mogens;

Ilena onroBast;

ITocraBmiuk;

Tenedon.

B ctpoky YcioBue ordopa mosst KoMrmoHeHT BBeCTH:
Ipoueccop. B cTpoky Ycnosue ordopa moinst Lena ontoBast
BBeCcTH: <[BBeaure MakcHMaIbHYIO LIEHY].

3akpbITh 3anpoc. [Ipn 3aKpBITHH COXPaHUTB O UMEHEM
Buvibop komnnexmyrowux

B okue Komnaekmylowue: 6a3a 0anHsix OTKPBITh

Ta”Henb 3anpoc. 3amyCcTHTb 3anpoc Buibop

KomnjlekKmyrnouwjux. - Ha 3KpaHe MOABUTCA JUAJIOTOBOC

OKHO Bsedume 3nauenue napamempa (cm. Puc. 7).
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9. .BBecTr B CTpOKy JIMAJIOrOBOTO OKHA 3HaueHue, Hanpumep, 150.

B 3aBUCHMOCTH OT TOTO, YTO PEAIBHO COASPIKUTCS B TAaOIULE
THocmaswuxu, 6yner copMUpOBaHa pe3yabTHPYOLIAs TabIHIa
(cm. Puc. 7).

10. CaMoOCTOSTENBHO UCCIIEI0BATE APYIHE BHIBI 3aIIPOCOB
B 0aze naHHbIX Komnnekmyrowue. Crenatb CpaBHEHUE O
BO3MOXHOCTSAX KOMaHJ IaHeu 3anpoc.

11. 3akpbITh BCe 00BEKTHI Oa3bl JAHHBIX. 3aKPITh IPOrPaMMy
Microsoft Access.

3ayanne 4. Co3aHue HTOroBOro 3arpoca (MpooIDKEHHE).

Matoe npeamnpusTHe cCoOHpaeT KOMIBIOTEPBI TPEX KIIACCOB:

“DnutHenii”, “IlenoBoit” u “DxoHOMUYHBINH . TTOATOTOBUTE

HUTOTOBBIH OTYCET, HO3BOHﬁIOIHHﬁ OIPENCIIATh LIEHY Ka)KZIOﬁ u3

MOlIeHeﬁ KOMITBIOTEPOB U TUHAMUYHO €€ OTCJICKUBATDL IIPU

M3MCHCHHHU BXOOANIMX KOMIIOHCHTOB HWJIM UX ITOCTAaBIIHKOB

1. Komanpoit Ilyck — IIpoepammer — Microsoft Access

3aIyCTUTh IporpamMmy AcCCess.

2. B okre Microsoft ACCeSs BKIIIOUHTE MEPEKITI0YATEb:
Omkpuimsb 6a3y 0aHHbBIX, BBIOPATH CO3IaHHYIO 0a3y JaHHBIX
Komnnexmyrowue.



3. B okue 6a3bl aHHBIX Komniekmyioujue omxpuins naneisb

10.

11.

Tabauywvr v BBIOpaTh Tabmuiy Komnaexmyrouue.
[emrukom Ha 3Hauke KorHcmpykmop OTKPHITh TaOIHILy
B PEXXHME MPOESKTHPOBAHMSI.

Jlo6aBuUTh BBEpXY HOBOE IOJIE, AJISL YEr0 BBIICIHTH
nepByto cTpoky Komnonenm (1epBoe MOJIE) U HAXKATDH
knasuury Insert. Beectu umst HoBoro nosst: Knacc u
OIPENEINUTh er0 TUI — TEeKCTOBBIN.

3akpbITh OKHO Koncmpykmopa, ipu 3TOM
MOATBEPUTH U3MEHEHHE CTPYKTYPBI TaOJIULIbL.
OTKpBIT Tabnuiy Komniexknyiowue v HallOJHATH €€
CJICAYIOIIHUM COACPIKUMBIM IS KQXKJIO0I'0 KilacCa ¢ yKa3aHHuEM
LICHBI B y.e. (OCTaJIbHBIC JAHHBIC MOXKHO HE BBOJIWTD):
MarepuHckast miara; - luckoson CD — ROM,;

IIpomeccop; - JIuckoBO THOKUX THCKOB;
0o3Y; - Buneoananrep;
Kopmyc; - 3ByKOBas KapTa;

XKectkuit nuck;- Knasuarypa; - MpIwib.

3akpbITh TabNUIy Komniekmyowue u OTKPBITH 3anpoc.

B nuanorosom okHe Jobasnenue mabdauyvl BHIOPATh
Komnnexmyrowue n 3akpbiTh 0KHO /Jo6agnenue mabnuybl.
Ha 6a3e tabnuisr Komniaexmyrowue pa3paboTaTts HTOTOBBII
3ampoc, JUIs 4ero:

B OaHK 3arpoca 1o o0pasiy BBECTH CIIEIyIOLIne

monsi: Kommekryromme, Kitace, Komnonenrt, Llena;

Jutst onst Kiace - BKIIIOUNTB COPTUPOBKY 10 803pacmanuio,
qutst ionst Lena — no yowisanuio;

KOMaHIoH Buo — I'pynnosvie onepayuu co3nath yCIOBHS IS
UTOTOBBIX BHIYKCIICHHUH (PACCMOTPETh HIKHIOK YacTh OJIaHKa);
1uist monst Kimace octaButh CTpoky I pynnuposka; 1uis nons Llena
— IOCTaBUTH SUM; jutst 1oJist KOMIOHEHT — BEIOPATh QYHKIHIO
Count (o3nauaer o0lee KOJIUIECTBO 3aMMCEH B IpyIIIe

WIIH KOJIMYECTBO Y3II0B, M3 KOTOPBIX COOPaH KOMIIBIOTED ).
3aKpbITh OJaHK 3ampoca U 1aTh eMy UMsi Pacuem cmoumocmu
1K 3ammycTuTh 3a1poc U IPOBEPUTH €ro paboTy.

3aKpbITh BCE 00BEKTHI 0a3bl JaHHBIX. 3aKPBITh IPOrPaMMy
Microsoft Access.



3anaua 2. CamocrosiTenbHast paboTa ¢ 6a3aMu JaHHBIX.
1. Komanpoii ITyck — Ilpoepammer — Microsoft Access

3aMyCTUTh IporpamMmy ACCESS.

2. B oxue Microsoft AcCess BKIIOYHTBH MEpeKIIOYaTelb:
Hoeas 6aza oanHbix.

3. Co3nate B TabnruHOM pexume 6a3y qanHsix KAJIPbI
COIJIACHO JIAHHBIM TaOJIHULIBI.

©.1.0. JlomkHOCTB T'opon VYiuna

Wsanos B. P. UHXEHED Mocksa Jlenuna 1

Cupopos O.J1. IMEKTPUK Kpacuonap | Ceepamnosa 11

Kysnenos J.I'. arpoHOM Coun Koganesa 3

4.Ilepeiitu B pesxxuM @opmbl ¥ BBECTU B 3TOM pexume 4
MPOU3BOJILHBIX 3aIIUCH 110 BCEM HOJISIM.

5.B pexume 3anpoc co3naTh 3apoc ¢ BEIBOJOM
COTPYIHHKOB, IIPOXKUBAIOLIMX B I'. MOCKBa.

6.Coxpanuts 6a3y manusix mog umenem KAJIPBI.

7. 3aKkpbITh BCe 00BEKTHI 0a3bl JaHHBIX. 3aKPBITh IPOrPaMMy
Microsoft Access.



TEMA 8. MICROSOFT OUTLOOK: ABTOHOMHA 1
PABOTA.

3ananue 1. Hactpoiika Outlook.

1. Komannoii ITyck — Ilpocpammer — Microsoft Outlook
3amycTuTh nporpammy Outlook.

2. Komannoit Buo orobpasuth nanenn: Cnucox nanok u
Outlook (cm. Puc. 1).

3. PaccMOTpeTh CotepsKUMOe MaHesIei U ¢ TIOMOIIBIO

0L W oft Outlook
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KOHTEKCTHOTO MEHIO 0TOOPA3UTh METKUMH 3HAUKAMHU [AIK1
nanenu Outlook u rpynny /[pyeue nanku 31oi e naHen.

4. C momomuIbi KOHTEKCTHOTO MEHIO YAAIUTD C TIAHEH MK
Kanenmaps u 3ameTku.

5. Komaunoit @aiin — Jobasume na nanens Outlook (B momne
Ipocmompems BoIOpaTh OUIOOK) BocCTaHOBUTH TTOKA3
VIaJIeHHBIX TTATIOK.

6. C nmomoub0 KOHTEKCTHOro MeHo nanenu Outlook
J100aBUTH HOBYIO TPYIITY U IaTh ei ums: Pabouasi.



7. Ilo ananoruu paboTsl ¢ mporpammoii IIpoBoxHuK, B
IIPaBOM OKHE IIPOrPaMMBbI OTKPHITH NanKy Mol KOMIIBIOTEp
" 100aBuUTH B Tpymy Pabouas nuck D:.

8. C moMmoIip0 KOHTEKCTHOTO MEHIO IPYIIbl Pabouas KoMaH01
Jobasums na nanens Outlook B nose IIpocmompems BoIOpaTh:
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aiinosas cucmema. B one Hms ¢paiina Be1Opath

Pabouwii cTou.

9. B rpynne Pa6ouas oTKpbIT Hanky Pabounii cron u
BBINOJIHUTH COPTHPOBKY IBYMs criocobamu: 1- komanoit Buo
— Copmuposka (caMOCTOSITEIBHO DPAacCMOTPETh BO3MOXKHOCTH
KOMaH/[[pl); 2 — B CTPOKE COPTHPOBKH B IpaBoM OkHe (cM. Puc 2).
311ech e ormpoOOBaTh BO3MOKHOCTH KOHTEKCTHOTO MEHIO.

10. Komannoit Buo — Quavmp B nione Mms BBECTH MacKy GuiibTpa:
*.doc. PaccMoTpeTh ComepKIMOe OKHA IPOrPaMMBbI
Outlook.

11. Y pamuts rpynmy Pabouas.

3ananue 2. Pabora ¢ anementom Kanenaaps.
1. Otkpsits Kanengaps rpymmsr Outlook.



2. Komanpoit u3 mento Kanernoaps — Cozdams ecmpeuy
3aII0JTHUT I0JISL B OTKPBIBIIEMCS THATI0roBoM okHe (cM. Puc. 3):
Tema (Hanpumep, ¢ menedxcepom npeonpusmus); Hadao,
Koner (yctaHOBUTB Bpemst). Y CTAHOBUTH BPEMsI OITOBEIICHHUS —
Kascovie 5 murnym. COXpaHUTH MAPaMETPHI U 3aKPBITh OKHO.

€3 Kananaspu  Miorosoft Outiook
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3. - 03/1aTh BCTpEUy, MOBTOPSIOILYIOCS KaXK/Ibli IToHeAebHUK. Havano
- 900, MPOAOIKUTENBHOCTD — 30 Munym. 3aaHne HauaTh ¢ KOMaH bl
u3 MeHio Kazenoaps — Co3danms nosmopsiowyiocs: 6cmpeuy.
3anonuuth nons: Hauano, Konen, ITonenensuuk, ExenenensHo,
Tema, Onoserenune, Bpems onosewennst (10
Munym).

4. Orobpa3nTs Ha SKpaHe PacIIMCAaHUE TEKYIIETO MECSIa,

HeJlen. 3a1aHue HavuaTh C KOMaH/Ibl U3 MEHIO Bud —
Texywee npedcmasnenue - Jlensl Hedensl Mecsiy. 3atem
BBITOJIHUTG KOMaHy Buo — Mecsay. CaMOCTOSTENEHO
0TOOpa3uUTh pacIicaHue TeKymieil Heaemy.

5. Ot00pa3uTh Ha IKpaHe PaCIUCAHUE JTIOOBIX TPEX THEH.

JIHY BBIZAEIUTH ¢ TIOMOIILIO Kiaasumm Ctrl.

6. Cosnatb cobbiTHe: Mot Oenb podicoenus ¢ IPUCBOCHHEM
xateropuu Ilo3npapnenue.

3agaHue HaYaTh ¢ KOMaHbI U3 MeHIo Kazenoaps — Coz0amb

cobvimue. 3anonuauts nosst: Tema (Mol denb pooicoenus).



Komannoit Kamezopus 3T0T0 ke THAIOr0OBOr0 OKHA BEIOPATH:

Toznpasnenne. CoxpaHUTH MapaMeTpPHI U 3aKPHITh OKHO.

7. Co3natb cobbitue: [enb poswcoenus Opyaa ¢
npucBoeHueM kateropuu [lo3npasnenue.

3amanue HauaTh ¢ KOMaHABI U3 MeHIo Kanendaps — Cozoamsb

cobvimue. Komannoit Kamezopus 3T0ro e 1ajoroBoro OKHa

BbIOpath: Ilo3pasienue. 13 kaneHapyka BbIOpATh JHH POXKICHUS U

yOenuThes, 4To TaM 0ToOpakeHbl AaHHbIEe coObITHS. [IpoBepUTH

NIPaBHIBHOCTD 3aHECCHUS COOBITHH O THSX POXKICHHH.

8. BHectu B KaseHIaph Bee Npasauuku Poccun.

3agaHne HavYaTh ¢ KOMaHIbl 13 MeHIo Cepsuc — [lapamempuwi. Ha

Bruazike Kanennapp Haxxats KHONKY Jobasume npazonuxu. B

JIMaJIOroBOM OKHe BbIOpath Poccust. @opma npencraBieHus —

Mecsu; pexxum npocmotpa Kanennaps — Coowimusi.

3ananue 3. Pabora ¢ anemenToM 3azaya.

Cosnats 3amaqy: JUITJIOM.

1. OtkpsiTh 35eMenT 3aaauu rpymms Outlook.

Komanpoii u3 mento 3adayu — Coz0ams 3a0auy B OTKPBIBILIEMCS
JIMAIOTOBOM OKHE 3aroHuTh nouist: Tema (Hanucanue nepeot
2naewi); Bpemst (nauano u koney eécmpeuu); CocrosiHue
(svinonnsiemes); OnoBewenne (Oama u epems onogeuenus).

2. Coznatsb 3anauy . Hanucanue smopoti 2naswt Temsr JJUTTIIOM.
Komannoit n3 mento 3aoauu — Cozdams 3a0a4y B OTKPHIBIIEMCS
JIMAJIOrOBOM OKHE, TaKKe U3 MeHIo 3adaua, BRIOpaTh KOMaHIy
IToémopeHrue u 3an101HUTH TpeOyemsie o (cM. Puc. 4).
3.ITpocMoTpeThb Bee GopMBI MIPEICTABICHHS MANKK 3a1auH.

3ananue 4. Pabora ¢ anementoM KOHTAaKTEL.
Co31aTh KOHTAKTHI.



N

3.

- C pyKOBOAUTEIEM TEMBI I[I/II'UI M;

L L IR )

Ha npeanpusatuu o teme JUIIJIOM,;

¢ peuensenroM 1o teme JUITJIOM.
OtkprITh dnemMenT Korrakte rpymier Outlook.
Komannoit us menro Kouwmaxmot — Co30ams KOHMAKm B
OTKPBIBILIEMCSI INAJIOTOBOM OKHE 3aIl0JIHUTh BCE
HeoOxomumble motst: Tema (namucanue 1 riaser), Cpok.
[IpocmotpeTsb Bee HOpPMBI IPEACTABICHHS TANKH

Konraktsl. 3aganue 5. PaGora ¢ 351eMeHTOM 3aMETKH.

1.
2.

Co31aTh TPH 3aMETKHU O MPOCMOTPEHHBIX (QIITBMaXx.
IIpocMoTpeTs Bce GopMBI IPEACTABICHUS AIIKU 3aMETKH.

3ananue 6. Pabora ¢ anemenToM JIHEBHUK.

1.
2.

OrtxpbITh d1eMeHT JHeBHuK rpymmsr Outlook.
TIpocmotpets Bce popMbl pabOTHI € AIEMEHTOM JHEBHHUK:
3a Mecsil, 3a HEeIENIo, 3a ICHb, 32 CETOHSIIHUI ICHb.

Bamanue 7. Y panenue co3nanueix snementos Outlook.

Y 1anuTh Bce CO3IaHHBIE BCTPEYH, COOBITUSL.

1.

OrtkpsITh 31eMenT KaneHnaps rpymmst Outlook.



2.

ok w

Komannoii ¢ nanenu Crangaprhas (cMm. Puc. 5) nepeiitu B

Or1npeenermn
Yannesrme

=) 3 L=t =

| By Miroseft Word|[Zkanernapy - || @ A L3GEN 1120
crpoky /1o Kamezopusm. BelieanTs Bce KaTCTOPUH U YIAJIUTh.

h-a

V1anuTh BCe CO3/1aHHbIC 3aMETKH.

VanuTh BCe CO3LaHHbIC 3a/1a4H.

VY nanuTh Bce CO3JaHHbIC KOHTAKTHI.

3aKpbITh BCE OTKPBITHIC OKHA ¥ 3aBEPLINTH PaboTy
¢ mporpammoii Outlook
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