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Metoandeckue yka3aHus JUIs JJaOOpaTOPHBIX 3aHATHH Mo nuctuiuinie MHdopmaTka cocTaBieHsl B
coorBercTBUM ¢ TpeboBanusimMu DI'OC CIIO. IlpennazHaueHsl A CTYJICHTOB, OOYYaIOUIMXCS 10
cnenuanbHocT  23.02.07 TexHuuyeckoe o0OCITy>KMBAaHUE U PEMOHT JBUTaTeleH, CUCTEM U arperaToB

aBTOMOOMJIEH.



IosicHUTEILHAA 3ANINCKA

Meroanueckue yka3zaHus NpeAHA3HA4YeHbl Ui CTyAeHTOB crennanbHocTu 23.02.07 TexHuueckoe
00CITy’)KUBaHHE U PEMOHT JIBUraTelIel, CHCTEM U arperaToB aBTOMOOMIIEH.

B Meroanueckux ykasaHHsIX MPUBEACHBI YKa3aHUs 10 OpraHU3aliy JabopaTOPHbBIX 3aHATHI, a TaKkxKe
yKa3aHbl BUJIbI JTA0OPATOPHBIX 3aHATUI 10 TeMaM AMCLUIUIMHBI, YKa3aHbl (POPMBI KOHTPOJIS JIAOOPATOPHBIX
3aHSTHHA 10 KAKIOU TEME.

B pesynbrate ocBoeHUs yueOHOMN AUCIUITIMHBI 00YYaIOUUics JOKEH YMETh:
e lcnonb30BaTh U3y4YEHHbIE MPUKIIAAHBIE IPOTPAMMHbBIE CPEJICTBA;
B pesynbrate ocBoeHuUs y4eOHON AUCIUIIMHBI O0YYarOIUIiCs JOKEH 3HATh:
e OCHOBHBIE IOHATHS ABTOMATU3UPOBAHHON 00pabOTKH MH(DOpMAIUH;
e 3Harth OOHmMI COCTaB M CTPYKTYpy OJIEKTPOHHO - BBIYHCIUTENbHBIX MammH (OBM) u
BBIUHCIIUTEIbHBIX CUCTEM;
e ba3oBble cuCTEMHBIE, MPOrPAMMHBIE IPOAYKTHI M AKETHI PUKJIAJHBIX IPOIPAMM.



JIABOPATOPHOE 3AHATHE Nel. Hacrpoiika u opopMiIeHHe JOKYMEHTA.

Tema 1. Exunuusl usmMepenust uHGopManuu

Henap: IlomydyeHue NpakTUYECKUX HABBIKOB 110 BBINOJHEHUIO ONEpalUi NEPBUYHOW HACTPOMKHU
apaMeTpoB [EYaTHOTO JOKyMeHTa, oopMiieHHe HpudTa U paMKH.

Oo6opynoBanme: IIK, OC Windows, MS Office, meromuyeckue ykazaHus IO BBITOJIHEHUIO
1a60paTOPHOTO 3AHITHS.

Xox paGoTsI:

3ananme 1

1. 3amyctute TEKCTOBBII nporeccop C  TOMOIIBIO KOMAaH/IBI: Ilyck W

Bce npoepammer W Microsoft Office W Microsoft Office Word .

2. Ilpexzae yeM MPUCTYIUTH K BBOJY TEKCTa, HEOOXOMMO YCTaHOBHTH MapaMeTphbl CTpaHMIIbL. J{is
9TOTO BBI30BUTE TUAIOTOBOE OKHO [lapamempwr cmpanuysl (puc. 1) KOMaHIOM: BKJIAAKa JIEHTbl Pasmemka

imi

Mond
Cmpanuybl P KHONOKa z » Hacmpausaemvie nois.
MNana Pazvep Gymark || MoTouHMe BymMark
ManA
BepxHes: 2M % HumHee: |2 om &
Negoe: Sm T Mpagos: (1w F:
MepenneT: OcM F Monokenke nepenneTa: Cnega e
CIpHEHTALHA
EHH#HAA  ansbomHan
CTpaHMLE
HECKONBKO CTREHHL OBBIMHBIA v

Cfpasey,

MpHMEHMTE: | KO BCEMY ADKYHEHTY W

o Comen

Puc. 1. Jlnanorosoe okHo [lapameTpsl cTpaHULIbI
3.YcraHoBUTE CIEQYIOINE MapaMeTPhl: BEPXHEE MOJIe — 2 CM, HUKHEE ToJIe— 2 CM, JIEBOE Moje — 2
CM, IIpaBoe 1oJie — 2 CM; OpUeHTalusl Oymaru — KHUKHas, pasmep — A4 (21 x 29,7 cm).

4. BI)IHOJ'[HI/ITG KOMaH)IyI BKJIaJAKa JICHTBI BCI’)’[CZGKLI > ITIAHCIIb I/IHCTp}IMeHTOB
=l

Cmpanuyvl P KHOTIKA |'—=; Paspeis crpaHmue |,

5. Jlnst BCTaBKM BEpPXHETO KOJOHTHUTYJIA BBINOJHUTE KOMAHIY: BKJIaaKa JIEHThl Bcmaexa W
NaHeIb UHCTPYMEHTOB Koiormumynvsl P> KHOTIKa j i

BepxHiw
KONOHTHUTYA ™
6. Bepxuuii KOJIOHTUTYJ 3allOJIHUTE TEKCTOM, COACpPKAIUM HH(POPMAIMIO 00 HCIIOJIHHUTENE

pabotsl (Gamumnus U. O., Ne rpynmsl).
7. BcraBpTe HOMEpa CTpaHHUI: BKJIaJKa JIEHTbl Bcmaeéka P mNaHeab HHCTPYMEHTOB



Howmep
Kononmumyner P kHomka “TP3AMLE" BripapHHBaHNE YCTaHOBHUTE OT LICHTPA.
8. Vaanute KOJIOHTUTYJ C TUTYJIbHOW CTpaHuibl. J[Ba pas3a IIETKHUTE MBIIIBI0O Ha 00JACTH

KOJIOHTHUTYJIOB W BBIIIOJHUTC KOMAaHAY: BKJIAJKa JICHTHI Paboma c KoJlormumyiamu » 1maHenb
WHCTPYMEHTOB [lapamempui P draxkok
¥| OCoBHA KONOHTUTYA 4NA NEPEDHA CTPAHWLE |

9.J/lamee HEoOX0MMMO BBHI3BaTh cripaBKy komaHmod F1 m mpousBectu mouck mo teme «M3meHenue
[[BETa MIPUPTAY.

10. Haiinennyro nadopmManuo He0OX0IUMO CKOITUPOBATh B JOKYMEHT.

11. Jlanee HeoOxomuMo oTdopMaTHPOBATh TEKCT. MEXKCTPOUYHBIA HMHTEpBaI 3aaarh 1,5mT,
AOGzamnbiii orctyn 2nrt, MHTepBambl u OokoBbie orcTynbl Ont, BeipaBHuBanue mno mmpune, [lpudt
TimesNewRoman 14.

12. CoxpaHuTe TOKYMEHT B CBOIO MAIKY.

3aganue 2

1. 3anmyCcTUTe TEKCTOBBIN MPOLECCOP U CO3/IaTe HOBBIN JOKYMEHT C MMEHEM

CmuxomeopeHue.

2. Bce mons y mokymeHTa ycTaHOBUTE MO 2 CM. BBICOTY KOJOHTHUTYJIOB YCTaHOBUTE 1 cM.
BepxHuii KOJJOHTUTYJI 3alIOJIHUTE CIECAYIOLIUM TEKCTOM:
1O. Jlesumanckuu. Kastcowiti ebibupaem 0 ceds.

3. Habepure TeKCT CTUXOTBOPEHUS:

Kaxaeiii BeIOHpAET 1715 ced...

Kaxx sl BEronpaeT a11a ceds JKeHNnIHY, peInrinio, Jopory.
JIBSBONY CIYIKHTE HIIH MIPOPOKY —

Kaxap1ii BeIOHpaeT 11 ceds.

Kaap1il BeIOHpaeT 1o cede
CII0BO IS TFOOBH U JUIS MOJHTBEI.
[Inary ais Qy37am, Med 4711 OUTBEI
Kax w1l BeIOHpaeT mo cede

Kax b1l BeiOupaet 1o cede II[UT U 1aTHI.
ITocox H 3aILIaTHL.

Mepy OKOHYAaTeIBHOI pacIIaThl —
Kaxsiiil BeIOHpaet no cede

Kaap1ii BeIOHpaeT 11 ceds
BriOupato Toxke Kak yMmer.

Hu K KoMy IIpeTeH3HIl He HMel —
Kaxwiil BeIOHpaeT Jiis ceds.

4. BrlimionmHuTe KOMaHTy: BKJIaJIKa JIGHTHI [ 1aeéHas W TaHeb HHCTPYMEHTOB [lIpugm W KHOTKA
OTKpBITHSI AuanoroBoro okHa [llpu¢pm. B mOsSBUBIIEMCS TUAIOTOBOM OKHE YCTAaHOBUTE CJEIyIOIIHE
napameTpsl (opMaTUPOBAHUS:



° Aas 3aroJioBka: mpudt — Arial, HauepTaHue — IMOJYKUpPHBIH, pazmep — 16 nT, 1BET —
CHHHMH, NOJYEpPKUBAHUE — Troiy0as BOJHMCTAs JMHUS, BUAOU3MEHEHHE — IO KOHTYpPY, MHTEpBAJI MEXIY
CHUMBOJIaMU — Pa3peKEHHBIN 6 IIT;

o MJIs1 OCTAJbHOTO Tekcra: mpudpt — Tahoma, pasmep — 14 nT, uBeT — (UOJICTOBBIN,
BUJIOU3MEHEHHE — C TEHBIO.
5. BrinmonauTe koMaHy: BKJIanKa JICHTHI [ 1aéuas P> MaHenb UHCTPYMEHTOB A63ay P> KHOIKA

OTKpPBITHSl JTHAJIOTOBOTO OKHAa A6O3ay. B mosBHBIIEMCS AWMATOTOBOM OKHE YCTaHOBUTE CIIEIYIOLIHE
napameTpsl (opMaTUpOBaHUs ab3ara:
]

L AJIsl 3aroJiIOBKAa: BBIPAaBHUBAaHUE — 1O LIEHTPY, MHTEpBal mepen abzaiemM — 6 mrT, mocie
abzara — 6rT;

J JAJISl OCTAJILHOIO0 TEeKCTAa: BBIPAaBHMBAHME — IO JIEBOMY Kparo, OTCTyI cjle€Ba — 3 CM,
MHTEpBaJ nocie abd3ana — 6 nT, MeXyCTPOUHBIM HHTEPBAl — OAUHAPHBIN.

6. VYcraHoBUTE paMKy Ha CTpaHHUIIE, UCIIOJIB3Ys THAJIOTOBOE OKHO I panuywvl u 3aiuska (puc. 2),

BBI3BAB €0 M3 NAHENIU MHCTPYMEHTOB A63ay KHOIIKOI Ll lipmciomyin aaniran

rpaHHublH SdnHEKd ig]g!l

CpaHkua  CTpaHuua | Janvetka I

Tun: Tun: Chpazey
ﬂ Ana aoBaENEHMA FRpaHHL

WENKHHTE oBpazel, MM
................................................... HEMONEZYATE KHOMEH

pamea | | TTTTmTT e

TeHE | | j Ay g

ofEEMHARA LgeT:
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ApyYran Ml
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MPHMEHHTE K
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I ﬁﬁﬁﬁﬁ j MNapaneTpel. .. |
[OpHE0HTANEHAA NMHKA. . | R I OTHMEHS |

Puc. 2. IlnanoroBoe okHO ['paHu1ip! u 3ay1MBKa

| @) ) )

7. BcraBeTe mocne 3arosioBka IMyCTYH0 CTpPOKYy. BeimonHute komaHay: Bcmasumes W
£l Comson~ | P Jlpyeue cumeonvl. 3aMOTHUTE CTPOKY OJMHHAAIATHIO CUMBOJIAMU  (JIaHHBIM CUMBOJ MOKHO
HaiTu B mpudte Wingdings).

8. Wcnonb3ys knasuury Ctrl BbIAEIUTE YETHBIE CUMBOJIBI U YCTaHOBUTE pasMep — 16 nt. Pazmep
HEYEeTHBIX CUMBOJIOB — 10 1T, cMenieHue BBepx — 2 0. LIBEeT cMMBOJIOB 3aaiiTe Ha CBOM BKYC.

9. CoxpaHuTe TOKYMEHT U TIOKKUTE pabOTy MPEIo1aBaTeo.

BOl'[pOCLI AJIsl CAMOKOHTPOJIA
1. HepeBoz[ YHUCCII U3 ﬂeCHTHqHOﬁ CHUCTEMBI CUHUCIICHUA B IBOUYHYIO.
2. HepeBoz[ YHCe]l U3 JBOMYHOM CHCTEMbI CUMCIICHUS B ACCATUYIHYIO.



JIABOPATOPHOE 3AHATHE Ne2. Co3nanue u popMaTHpOBaHKHe CIIUCKOB U Tad u1l.

Tema 2. IlonsiTust ”HGOPMALMOHHBIX CHCTEM

Heuas: [Tonyuyenue npakTHUECKUX HABBIKOB IO CO3JaHUIO U (POPMATUPOBAHHIO CIIUCKOB U TaOJIHII.

OdbopynoBanme: IIK, OC Windows, MS Office, Meroaumueckue yka3aHUs IO BBIIOJIHEHUIO
71a00paTOPHOTO 3aHATHUS.

Xox pa0doThI:

3ananue 1

Hymeposannwie cnucku

1. 3anmycTUTe TEKCTOBBIN MPOLIECCOP U CO3JIaliTe HOBBIM TIOKyMEHT ¢ uMeHeM Cnucku.

2. st cTpaHuIbl yCTAHOBUTE CIEAYIOLIME MOJIA: BEpXHEE — 2 CM, HHJKHEE — 2 CM, JIEBOE — 2 CM,
npaBoe — 1 cm.

3. B BepxHEM KOJIOHTHUTYJIE yKa)KUTe Ha3BaHUE JIAOOpPaTOpHOU pabOThHl, B HIDKHEM — HOMEpa
CTpaHuL.

4, Co3znaiite HyMEpOBaHHBIA CITUCOK, BKITIOUYAIOIINNA B CE€0sl OCHOBHBIC YCTPOWCTBA KOMITHIOTEPA

(cucTeMHBIH 070K, MOHUTOD, KIIaBUATYPa, MBIIIb), JAJIs 3TOTO:
e HareyarTaiTe 3arojOBOK U NEPEUINTE HA HOBYIO CTPOKY;
e Ha BKJIAJIKe JIeHTh [ 1a6Has HaxXMUTE Ha KHONIKY Hymepayus = ~ .V Bac I0IKeH MOTyYHThCS
CIIMCOK, IPE/ICTaBICHHbIN Ha puc. 1.

Ocroguble Yempolicmed KoMAbOMepa.

1. cHCTeMHBIH OJIOK;
2. MOHHTOD;
3. K1aBHaTypa;

4. MBITIH.

Puc. 1. HymepoBaHHBI! CLIMCOK
MapkupoBaHHbBIN CIUCOK

1. [Ipeobpasyiite HyMEepOBaHHbIN CIMCOK B MapKUpOBaHHbIN. /14 aToro:
° BbIIEJIUTE HYMEPOBaHHBIN CIIHCOK;
° Ha BKIIAJIKE JIeHTHI ] 1a6Has HaXMUTe KHOTIKY Mapkepul |i= ™ ;
° B PACKPBIBAIOMIEMCS CIIMCKE KHOIKH *— BbIOEpPUTE TUI MapKepa.
2. B kauecTBe Mapkepa MOYKHO HCIIOJIB30BaTh PA3JIMYHBIE CUMBOJIBI MM PUCYHKH. [l 3TOrO B
pacKpbIBarOIEMCsl CITUCKE KHONIKU Mapkepubl BOCTIONB3YHTECh KOMaH10i Onpedenums HOBbII MapKep.
3. W3menure cumMBOII U pa3Mep MapKepoB CIHCKA.
4. CoxpaHuTe TOKYMEHT B CBOEH IaIlKe.
Mnozoyposuessie cnucku
1. CoznaiiTe HOBBII TOKYyMEHT ¢ UMEHEM MH020)YpO6HEBbIli CHUCOK.
2. Beeaure TekcT 3aronoBka — Jlyuwue Web-catimer PyHema v nepeiiuTe Ha HOBYIO CTPOKY.
3. Ha Bknaake neHTsl [71a6Has B pacKpbIBAIOLIEMCS CIIUCKE KHONKU MHO020ypo6Hesblll cnucok
1.
=
= BBIOEpHTE THI Crikcka | 11-

1.1.1.

4. Haneuaraiite Texct — Ilpoepammmuoe u annapammuoe obecneyenue. llpu nepexone Ha HOBYIO



CTPOKY Y Bac MosiBUTCS 1udpa 2, a HaM Heo6xoauM MyHKT 1.1. UtoOwl mepeittu Ha Oosiee HU3KUN YPOBEHb
BOCHOJb3yiTech kinaBuiied 7Tab. JIns mepexona Ha Oosee BBICOKUH YPOBEHb HCIOJB3YHTE COUETaHHE
kiasu Shift+Tab.

5. Co3pnaiite cneayronri MHOTOYPOBHEBBIN CITUCOK:
Jlyamme Web-cafmrl PylHera
1 IIporpaMMHOe H aNNAapaTHOe o0ecedenHe
1.1 http-/www.ixbt.com
1.2 http://srwwr.copulenta.ru
2 @aiiT0BLIe APXHBATOPHI NIPOTPAMMHEOr0 odecnedeHna
2.1 http-/wrww_freeware o
2.2 http://wrww.softodrom
2.3 http:/arwwsoftbox.m
3 Myanixa
3.1 http:/Arww.rmp.ro
3.2 http:/arwrwr.delit.ro
3.3 http-/arww_zvokim
4 JaTeparypa
4.1 http-/wwaw lib.au
4.2 http-/wrww_literaru
4.3 http-/wrww klassica.m
5 Kuno
5.1 http-/www kinoexpert.ma
5 http-/arww_film.m
5.3 http:/rww kinomania.m
6 Pabora
6.1 http://www job.tu
6.2 http://srww.zarplata.ro
6.3 http:/srwwrabota.
7 Hoeocrn u CMHA
7.1 http:/www rbe.m
7.2 http:/rww.gazeta.
7.3 http:/fwww . dniru
8 Obmenne
8.1 http:/www ixbt.
8.2 http://www talk ru
3apanme 2

1. 3anycTuTe TEKCTOBBIN MPOLIECCOP.
2. Co3niaiite HOBBIH JJOKYMEHT.

3. BbINoJHUTE KOMaHIy: BKIajKa JEHTHl Bcmaeka W NaHenb MHCTPYMEHTOB Tabiuybt W KHOTIKA
e

Tagnuua

4.3ajnaiiTe YMCIO CTPOK M YUCIO CTOJOIOB TaOMIGI B COOTBETCTBMH C HUKE MNPEICTABICHHON
CTPYKTYpO#i (puc. 2). 3aMoaHUTE STYCHKN TaOIHIIBI JAaHHBIMHU.



Ne mapmpyta  [Hazpamme mMapmpyra (IIyHEET Bpema otopaenerna [Bpema mpHOBITHA
DTIpaBIeHEA — KOHSYHEIH IVHKT)

Puc. 2. Ctpykrypa Tabnuisl

5. TlomecTuTe Kypcop B CO3JAHHYIO TaOJIUIly W BBINOJHUTE KOMaHAy: Paboma ¢ mabnuyamu W
BKJIaJIKa JIEHTB Koncmpyxmop W naHenb HHCTpyMeHTOB Cmuiu mabauy. Beioepure Bapuant ohopMIICHUS
TaOJIHIIBI.

6. IlomecTuTe Kypcop B TaOJMILy M BBINOJHHUTE KOMaHIy: BKIaaKa JeHThl CCbLiku

Beraenth
> MaHeAb  WHCTPYMEHTOB Haszeanus P KHOIKa HI=EaHUE . YcraHOBUTE
napaMeTpel: MOANKUCH — mabiauyd, TOJNOXKEHUE — HAO 6bloeleHHbIM 00bekmom. COnpoBOAHMTE TaOIHUILY
3aroJIOBKOM: A8mobycHbie Mapuipymol.

7.BcraBbTe elle HECKOJBKO CTPOK B Tabmuily. Jisi 9TOr0 MOMECTHTE Kypcop B TabmMiy u
BBITIOJIHUTE KOMaHay Paboma ¢ mabauyamu W BKIagka JeHTsl Makem P> maHenb HHCTPYMEHTOB Cmpoku u
cmonbybl P> KHOMKA |5 Berasite crmsy |

8. 3amonHNUTE TYCHKH TAOIHIIBI TAHHBIMH.

9. BecraBbTe B TabIMIly €Ie OJUH CTOJIOEI CIIpaBa M Ha30BUTE ero [lena Ounema. 3amonHuTe SYEHKy.

10. Ucnionb3ys komanay Paboma ¢ mabauyamu W BKIagka deHTsl Makem P

HaHenb HMHCTPYMEHTOB QOvedunums P KHOIKA |1 O&vegumnte ausikn | (KHOIKA

till Pantery Busiin ) npuBeanTE TAOINILy K JAHHOMY BHIY:

Tabammna 1. AeTo6yCcHREIE MAPMIPYTEI

Ne mapmpyta |Hazeanse mapmpyvra (IVEET Bpema ena
OTIpARTEHHT — = bumeTa,
KOHETHEIH IYHKT) OTHpPaEICHHA TIPHOEITHA pyo
Hroro:

Puc. 3. ®opmaTtupoBaHue TaOIHIIbI

11. Bcraepre eme aBa cronbua: Koauuecmeo npooannvix 6unemoé u Qbwjas cmoumocmo.
YcTaHOBUTE aBTOMATHUYECKYIO PACCTaHOBKY MEPEHOCOB (Pasmemxa cmpanuyst W [lapamempusl cmpanuywl
P KHOIIKA bi~ PaccraHoeka NepeHocos *),

12.  BrlpoBHSNTE TEKCT B 3arojOBKax CTONAOLOB Tabuumbl Mo UeHTpy sueiiku (Paboma c

mabauyamy W BKIaaka JeHThl Maxem P> TaHelb WHCTPYMCHTOB Bwipasnusanue P  kHomka |=l)).

W3menurte HanpaBieHue TekcTa B sueiikax Omnpaesnenue n [pubvimue (Paboma ¢ mabnuyamu W BKIaaKa
JneHTel Maxem



r—
=
HanpaeneHwne
P  nasens MHCTPYMEHTOB Bovipasuusanue W KHOIKa — TEKETa ).
13.  OxoHuaTenbHBIN BU TAONHUIIE TIOKAa3aH Ha puc. 4.
Ne Hazpamue Bpema Ilena ommeta, pyo | KommuecTeo Obmas
MApPIIPVTA (IVHET, OPOJAHHEIX |CTOMMOCTE, py0
OTIIPABJICHHA EH.'IEIDB= IIT
— KOHETHEIH
IIVHET)

OTIIpaBIeHHA
OpPHOEITHA

Hroro:

Puc. 4. OxoHuaTeabHBIH BU TaOJIHUIIBI

14.  Tlocuuraiite O6wyro cmoumocms U cyMmy B sdeiike Mmozo, ucnonb3ys komauxy Paboma ¢
mabauyamu W BKIIAAKa JeHTHl Makem P> TaHEIb HHCTPYMEHTOB /JanHble P> KHOTIKA | Jax Bopmyna |,

B 3ammcu ¢opMynbl HUCHONB3YIOTCS aapeca sS4YeeK, 4Yucia, (QYHKIUH, 3HAKH MaTEeMaTHYECKUX
orepaluii cpaBHEHUSI.

15.  Tlocrpoiite muarpammy, MOKa3bIBAIOLIYI0 KOJMYECTBO NPOJAHHLIX OWIETOB Ha Pa3jIMYHbIE
MapuipyThl. BcTaBpTe 6a30By10 AuarpaMMy KOMaHOM: BKJIAJKa JEHTHl Bcmaska P> maHelnb UHCTPYMEHTOB

Adnarparma
Hnnrocmpayuu P KHOTIKA .
3ameHuTe coziep;kuMoe 6a30Boit TaONUIBI  COAEPKUMBIM CBOCH TaOJIHUIIBI.

16.  Cospaiite Tabnuiy, IpeaCTaBICHHYIO Ha PUC. 5.

MNemwm  [PHO corpyammka [ lom#HOCTE SapaboTHas miarta,
pYO.

1 Coporxnu HH. Menemrep 20000

2 Tomopa C. ]I TaperTop 35000

3 [Kucenee T.0. [MporpasmuECcT 30000

4 [letpos H.H. [byxramtep 25000

5 Hockosa ITE. Cexperaps 12000

Puc. 5. 3apaboTHas ninaTa cCOTpyAHUKOB

17.  Tloctpoiite aquarpaMmy, HOKa3bIBAIONIYIO 3apabOTHYIO IUIATy KaKI0ro COTpyAHMKA (puc. 6).



CpedHaa zapabomHag nnama compyOHUKoe

B 2apaboTHan
nnarta, pybh.
s QEF

i
40000

Fa000

30000
25000
20000
15000
10000
5000

0

Sl & < 3 ;

A & @ &
cﬁi? o *§¢§9 Qfgfﬁ W

Puc. 6. I'ucrorpamma

TamKnKA

18. Tloctpoiite KpyroByro auarpamMmy, OTPaXKarolIyl) 3aBHCHMOCTh 3apa0OTHOMN
COTPYJIHUKOB OT 3aHUMAaEMOM JIOJDKHOCTH (puc. 7).

JapabomHas nnama

20000 15000

B heHenxep

B NuperTop
26000 O Moo EmAcT

B Byxrantep

25000 B CekpeTapb

30000

Puc. 7. KpyroBas nuarpamma

I1J1aThI



3agaHus 1718 CaMOCTOSTEIbHON PadoThI

3aoanue 1

l.

YpoBeHb

Co3znaTh ¥ 3aMOIHUTH TAOJIHUILY:

Pa3sBUTHUA TBOPUYCCKOTO HaydaJia MJIaJIINX MKOJBHUKOB CPpCACTBAMU

UrphblI (10 UTOTaM KOHTPOJIBHOTO SKCIIEPUMEHTA)

2.

Nem. m. [Kaaccer  |ODmzee IMoxazaTeaH 31eMeHTOB TEOPIECTEA
komaIecTE0  |[Metogmka 1 IMeToamica 2 MeTognuxa 3
VHANTHXCH B H B H B H
1. lagmacc [20 I 4 7 I o] o]
2 16 xmacc 20 12 3 14 2 11 1

BceraBuTth CTpOoKM MEXIy CTpoKaMu ¢ HoMepamu 1 ¥ 2 1 BBECTH JlaHHBIE KjaccoB 1B u Ir.
BcraBuTh cTpOKy B KOHIIE TaOJIHIIBI, B KOTOPYIO BBECTH IPOU3BOJIBHBIC TAHHBIE O Kiacce 17 OTCOpTUPOBAThH
tabmuiy o cronbduy "Knaccel" B andaButHoM nopsaake. OGopMuTh TabIUILy C TOMOIIBIO JTFOO0TO CTHJIS.

3aoanue 2

1. BrecTu mpuBeneHHBIN HUKE TEKCT, OTIENASA CcloBa U MUQPHI KiaBuiier Tadbymsiun (<Tab> wim

H__H) WK npobena:

CTHJIA.

S

Crnrcox yueHUKOB

No damuiust Nms OtuectBO

1. Anexkcanapos Cepreit HBanosuu

2. 3aiineBa Jrommuna  HukonaesHa

3. Nnbun Oununn ITerpoBuu

4 Mopo3os [Opuit AHaTOIbEBHY
2.IIpeoOpa3zoBathb TekecT B Tabmuiy.  OdopMuTh

Bonpocsl 111 caMOKOHTPOJISI

CrpykTypa UH(OPMAILIMOHHON CUCTEMBI.
NupopmanronHoe odecrieueHue.

Texnuueckoe obecnieueHue.

MaremaTiueckoe 1 IporpaMMHOE oOecIieueHHE.
OpranuzannoHHoe obecreueHue.

[IpaBoBoe obOecnieueHue.

TabJIUIy C MOMOUIBIO JHOO0TO0




JIABOPATOPHOE 3AHATHE Ne3. Co3nanue u ¢popMaTHpOBaHue CTHIICH.

Tema 3. Kinaccupukanuss ”HGOPMALMOHHBIX CHCTEM.

Heus: [lonyyenue npakTHUECKUX HABBIKOB 110 CO3JJaHUIO U (POPMATUPOBAHHIO CTUIICH.

OdbopynoBanme: IIK, OC Windows, MS Office, Meroaumueckue yka3aHUs IO BBIIOJIHEHUIO
71a00paTOPHOTO 3aHATHUS.

Xox pa0doThI:

Cmunem Ha3zbiBaeTcsi HabOp mnapaMeTrpoB (OPMaTUPOBAHUS, KOTOPBIM NPHUMEHSETCS K TEKCTY,
TabJaMIIaM M CHMCKaM, YTOObI OBICTPO M3MEHUTh MX BHEIIHHH BUA. CTUIM MO3BOJSIOT OJHUM JCHCTBUEM
IPUMEHHUTH Cpa3y BCIO IPyIIly aTpuOyToB (hopMaTUpOBaHHUS.

Hampumep, BMecTo GopmaTrpoBaHus Ha3BaHUs B TPU MpHEMa, KOT/Ia CHaJala 3aj1aeTcs pasmep 16
IYHKTOB, 3aTeM Mpu@T Arial 1, HaKOHell, BHIpaBHUBAHUE I10 LIEHTPY, MOKHO NPUMEHUTH CTUJIb 3ar0JIOBKA.

Huzke npuBeeHbl pa3in4Hble THIIBI CTHJICH.

e Cmunv absaya TOIHOCTBIO ONpPENENSIET BHEIIHUNA BUJ ad3ala, TO €CThb BbIPABHUBAHHME TEKCTa,
MO3UIMK TaOyJIALUU, MEXIYCTPOUHBIM MHTEPBAJI U TPAHUILIBI, a TAK)KE€ MOXKET BKJIIOYATh (hOpMATHPOBAHUE
3HAKOB.

e Cmunv 3uaxka 3amaeT ¢GOpMATHUPOBAHWE BBIJCICHHOTO (parMeHTa TeKCTa BHYTpPH ab3arma,
oTpezeNisis TaKue mapaMeTphl TEKCTa, Kak MPUQT U pa3Mep, a TAKKe MOTYKUPHOE U KYPCUBHOE HauepTaHUE.

e Cmunb mabauywl 3a1a€T BUJI TPAHHULI, 3AJIUBKY, BEIPABHUBAHHE TEKCTA U MIPUQTHI.

e Cmunp cnucka TPUMEHSIET OJMHAKOBOE BbIPABHUBAHHE, 3HAKM HyMEpalUud WIM MapKepbl U
HMIPUQTHI KO BCEM CITUCKAM.

1. CronupyiiTe uHPOpMaIHIO, HAWIACHHYI0 B CIpaBKe, BBI3OB copaBku komauaou F1 u
MIPOU3BECTH MOUCK Mo TeMe «CoyeTaHusl KJIaBHII A pabOThl ¢ (QUIypaMy, HAANUCAMU U OOBEKTaAMHU
WordArt». IIpu popmaTipoBaHuu JaHHOTO TEKCTa OyeM HUCIOIb30BaTh CTUIM O(OPMIICHHS.

2.BbiienuTe mepBblii a03all M BBINOJHHMTE KOMaHIy: BKIAaAKa  JIEHTHl [ 7aeénas W TaHENb
uHCTpyMeHTOB Cmuau W  Obviunvui. Jns 3aronoBka Begedewue TPUMEHUTE CTUIL 3azonosok [ T.e.
3aroJIOBOK IIEPBOT0 YPOBHS.

3.Ecnu mapaMeTphl CTaHAApPTHHIX CTUIEH HAC HE YCTPAMBAIOT, TO MOKHO CO3/aTh COOCTBEHHBIE
CTHJIM Ha OocHOBe umeronuxcs. Co3aaauM CTUIIb 7Sl 3aT0JIOBKOB MEpBOro ypoBHs. [Liist 3Toro Heo0Xoaumo
BBI3BaTh AHaoroBoe okHo Cmunu (puc. 1) koMaHI0#: BKiIajKa JIeHTHl [ 1aguas P> TaHeab UHCTPYMEHTOB
Cmunu

P> KHOIKa OTKPBITUS AUATOrOBOIO OKHA CTHJICH ™ .

CTvnm W

OYWCTHUTE BCE

Jaronosok 1 Ta
I ORbMHEN 1T|
TewcT T

[ MpeasapHTensHEE npocHoTh

|:| OTENHMKTE CEAZAHHEIS CTHAH

MapamMeTpel. ..

Puc. 1. lnamorosoe okHo Ctrin



Jast co3naHus HOBOIO CTHJISA BOCHOJIb3YHTeCh KHOMKOM U B NOSIBUBLIEMCS 1MAJIOTOBOM
OKHe (pHC. 2) YCTAHOBHTE CJeAyI0IIHNe MapaMeTpbl:

® Ums ctuns — 3aronoBok 1 dhamuius cTyeHTa;

® (CHOBaH Ha CTHIIE — 3arojI0OBOK 1;

e [Ipu¢drt — Tahoma, pasmep — 16 0T, BEIpaBHUBAaHHE — IO LEHTPY, HAUE€PTaHUE — MOIYKHUPHBIN
KypCHUB, MHTEpBaJIbI Nlepe]l ¥ rnocie ab3ama 1o 6 mr.

Co3zgaHue cTHAA

CEOACTES

LIS CTHAEL
CTHAE! Abzaua A
QCHOBEH Ha CTHINE! T OfeHEIR w
CTHAE cRegvhowero abzaua: T CTrnel -
DOpMATHROBAHHE
Times Mew Roman willz «| K & 4 AETO w

Cerogua Ka#IslH A8Hb MEOKECTED MTHOASH HEOHHIAHHO 0TKPRIBAET 414 ceDA CVIIecTEOBaHHE
TI0DATEHEIX KOMIBIOTEPHBIX CeTel, 00BeqHHMONMNYE KOMIBIOTEPE! B0 BECEM MHPE B &qHHOM
HHGOPMATHOEHOM NIPOCTPaHCTEE, HMA KoTopoMY - IuTepner. uTepueT MHOTOIpaHeH W Help3d
HeTKO ONpeseiH

CTHAE! JKCAPECC-CTHAE, DCHOBaH Ha CTHAE! DOEMHEIR

Jof3EHTE B CIMCOK 3kcNpecc-cTMNed || OBHOBNATE A5TOMATHHEIKH

(%) Toneko & 3T0M AokyreHTe () B HOBGIX ADKYMEHTAX, HCNONLSYHOWMY 3T0T WabnoH

04 l [ OTHEHA

Puc. 2. Co3nanue cTuis

4. JIns 0CHOBHOTO TEKCTA CO3aiTe CTHIIb CO CIIEAYIOMIUMH apaMETPAMHU:

e  Ums ctuns — OcHOBHOW _ haMUJIUS CTY/ICHTA,

e  OcHoBaH Ha ctriie — OOBIYHBIN;

e [Ipu¢dr — Times New Roman, pazmep cumBoiOB — 14, BbIpaBHUBAaHHE — M0 IIHUPUHE, OTCTYI
NepBOil CTPOKH — 1,25 cM, MEXIyCTPOUHBI WHTEPBaAI — IMOJIYTOPHBINA, HHTEPBAJIBI MIEpE]] U Mocie ad3ara 1mo
6 mrT.

5. Wcnons3ys Co3aHHBIE CTUITH, OTHOPMATUPYITE BECH JIOKYMEHT.

6. Jlist OKOHYATENBLHOrO 0)OPMIIEHHS TOKYMEHTA YCTAHOBUTE:

e [lons (BepxHee, HIKHEE — 2 CM, JIEBOE — 2 CM, MpaBoe — 1 cM);

e Howmepa cTpanun (CHU3Y, OT LIEHTPA);

e  Bepxnuii KonoHTUTYN — Humepnem u e2o cepeucyl;

e  Jlns TOro 4yTOOBI 3ar0JOBKH HAYMHAIKMCH C HOBOW CTPAHHUIIBI, HEOOXOAUMO YCTAHOBUTH Pa3pBIBHI
CTPaHMII.

7.B pasnene Cucmema zunepmeoua WWW nns tekcta WWW cnenaiite cHocky (Y CTaHOBUTE Kypcop
B KOHLE Tekcra P> Bkiazaka JieHThl Ccwiiku P> TnaHenb UHCTPYMEHTOB CHocku P> KHONKA OTKPBITHS
nuanoroBoro oka Crocku ™ (puc.3). P> B KauecTBe cMMBOJA BeIOepHTe «). B cHOCKe BBenute Tekct: World

Wide Web — 6cemuprnas naymuna.



CHOCKH

ManoskeHKe

(%) cHoCKM:! EHMEY CTPaHMLE w |

() KOHUEBRIE CHOCKM!

PopmaT

ARYCOH:

Hymepauma: ||-||:IIII,B.I:I.I'I}I{HTb w |

[MPHMEHHTE H3MEHEHHA

[IpHHEHHTE: |h:|:| BCEMyY AOKYMEHTY b |

[ BrTaemTe ] [ OTHMEHA

Puc. 3. Juanorosoe okHo CHOCKH

8.B KOHIlE JTOKyMEHTa Ha HOBOM JIUCTE HAledaTaTe 3arojoBoK [Ipedmemmuwiii ykazamenv. Jis
BBIJICJIEHUS CJIOB, BXOASAIIMX B al()aBUTHBIN yKa3aTenb, BHIIIOJHUTE KOMaHIy: BKJIajaka JeHTbl Ccouliku P

E”

MomeTnTe
INEMEHT

[Tepen BaMu nosSIBUTCS [UaNoroBoe okHO Onpedenenue snemenma ykazamens (puc. 4).

naHellb UHCTPYMEHTOB /Ipedmemusiii ykazamens P KHONKA

UHPE,D,EHE HHe 3/1eMeHTa yHazaTe /18

SINEMEHT YKa3aTENA

OCHOBHOH: |I*‘I.mepne1 |

ﬂDHDﬂHHTBHbeIﬁ: | |

MNapameTpel

() NepeKpeCTHAA CokiNka: |CM. |

(%) Texywan CTpaHHIa

() AMaNa30H CTRaHHL

DOPMAT HOMEDA CTRAHHMLE!
[ nomyvssmprii
O kypewe

|-v'1CI'IDJ1b3';-'ﬁTB AAHHOE OKHD ANA NOMETKK INEMEHTOE
YKazaTend.

JoMeTHTE

Puc. 4. Onpenenenne aeMeHTa yKkasaTess

9. Boizenute m060€ CIOBO B TEKCTE, LIEIKHUTE B TOJIE OCHOGHOU W HAKMHTE KHONKY [Tomemums.
[TomeTpTe Takum 0Opa3zom 15 clIOB B TEKCTE.

10. B xonue noxkymenTa BCTaBbTe anaBUTHBIN yKa3aTelb KOMaHI0M: BKIaaka aeHtel Cebuiku W
NaHeNlb UHCTPYMEHTOB [Ipeomemmuviti ykazamens P> KHOIKA | =] MpeamerHeii ykasatens . B 11agoroBoM OkHE
ycraHoButTe Knaccuueckuii popmam PpEeIMETHOTO YKa3aTeIs.



¥razatens M
YkazaTens | OrnasneHuns I CTIACOR MO CTPELAA ITaE.-‘Mu:‘. ot
Ofpazel NeYaTHOrO A0KYMEHTS
a Tun: @ coTcTyrom ) bes oTcTyna
A (I K onoHKA: 2 I :

ApwacToTens, 2 Azea: | Pycoxia (Pocoma) E]
AcTteponabl, noAc. Cv. IOmuTep
ATmochepa

SemnAa -
[T] Homepa cTpaHML No NpasomMy Kpato
3ENCAHATENL:
PopMaTh: Knacoaeckii E[

MoMETHUTE. .. I [ ABTONOMETHKS. .. ] EHIITE, .
I: (51,9 J [ OTMena ]
o

Puc. 5. /IlnanoroBoe OKHO BCTaBKH IIPEIMETHOTO yKa3aTess

11. B nauane nOKyMeHTa BCTaBbTE IyCTYIO CTPAHHMILY.
12.  BemonauTe KOMaHIy: BKIaaka 1eHThl Ccbliku P> aHETh HHCTPYMEHTOB

Ocznasnenue P KHOIKA | .
Ornaenedmne |

-

13. B nawmanoroBom okHe Oznaénenue (puc. 6) YCTAaHOBUTE CIEAYIONIME IapaMeTPhbl IS
ornasnenus: mpudt — Times New Roman, BeipaBHHBaHHE — 0 MIMPUHE, MEKCTPOUHBII HHTEpBal — 1,5.

Ornasnexnue M

OfpaseL NeYaTHOrD AOKYMEHTA Ofipazey sef-0oKyMEHTA
SN0l (0):10) A AU 1 I:I Jaromosor 1 |;|
CTHIB] e, 1 Craanl
SATOMOBOK Zerererrrerrssseeresneesns 3 38rON0E0K 2
- Farmomoow 2 =

MoKa3aTe HOMEPA CTPAHML TMNEPCCHINKK BMECTO HOMEPOE CTPEHMLL
HoMepa CTPaHWLL Mo NpaBoMy Kpako

SANONHKTENE: |.ie. |Z|

Ohwme

DopMaTel: | M3 wabnoHa |Z|

A

YDOBHM: 3 —

[I'IgJaMEprl... ] [ﬂ3MEHMTb... ]

[ oK J[ OTmeHa ]

Puc. 6. lnamoroBoe okHo OrnaBieHue



PR

COXpaHI/ITe JAOKYMCHT U INIOKAXKUTC pa60Ty npenoaaBaTeiIto.

Bomnpocel 111 cCaMOKOHTPOJIA
CrpykrypupoBanusie NC.
Hectpyxrypuposannsie 1C.

YactuuHo ctpykrypupoBanubie NC.
Knaccugukanus no creneHn aBTOMaTH3aIMH.



JIABOPATOPHOE 3AHATHUE Ne4. Co3nanue n o0padoTka rpaduiecknx 00beKTOB.

Tema 4. Coznanue uH(POPMALMOHHON CUCTEMBI.

Heab: [TonydyeHne mpakTHUECKUX HABBIKOB IO CO3JIaHUIO U 00paboTKe rpaduieckux 0OBHEKTOB.

OdbopynoBanme: IIK, OC Windows, MS Office, Meroaumueckue yka3aHUs IO BBIIOJIHEHUIO
71a060paTOPHOTO 3aHATHSI.

Xox pa0doThI:

1. HaGepute crneayrommuii TeKCT:
3ajgaua. CocraButh  OJIOK-CXeMy K MOpOrpaMMe,  KOTOpas  3allpaliMBaeT  y

HOJIB30BATENl HOMEp JHS HEJEeNd W BBIBOAUT OAHO U3 coobuieHuit «Paboumit nensy», «Cy060o0Tay wiu
«Bockpecenbey.

2. Haueprure 610K-cxeMy K 3agade (puc. 1), HCIIOIb3ys KOMaHy: BKIAIKA JIEHTHI

L!'|'
|

Purype

-

Bcmaska W nanens UHCTpYMEHTOB Mntocmpayuu P KHOTIKA

Hauano

EBzogm

=17

¥ r

Brmoxn Brmoxn

CybboTa Bocrpecerse

Eomen

Puc. 1. biok-cxema



3.Tlo oxoH4YaHuu paboOThl CIPYIIUPYITE BCE HAPUCOBAHHBIE OOBEKTEL.
4. To6aBbTe MOAMUCH K PUCYHKY: Puc. 1. Bnok-cxema (Bkiaaka nentsl Ceouiku W

cal

Bcrasnto
NaHeIb UHCTPYMEHTOB Hazeanus P> KHOTIKa HIZEaHUE )

5.Paspaboraiite OJIOK-CXeMy K MpOrpamMMe, KOTOpas HaXOIAMT KOPHH KBaJIPaTHOIO

ypaBHeHus. J{ns BCTaBKH B OIoK-cxeMy
X — —b+Vb% —4ac
dbopmymner T 2a BOCIIOJIB3YHTECh KOMAHJIOW: BKJIaAKa JIEHThl BcmaskaW

naHenb HHCTPyMeHTOB Cumegonst B kuomka | JT ®opmyna |, Beibepure yke UMEIOIIYOCs GopmyIty
HJIM BCTABBTC HOBYIO.
6.Co3paiite OpraHM3alMOHHYIO Auarpammy (puc. 2).

b
£:=]
"7.Ha Bxnanke Becmaska B rpyniie Mnntocmpayuu HaxKMHATE KHOTIKY I ?rt .
Mart~
8. Boibepure Tun auarpamMmbl — Opeanu3ayuoHHAas OUGZPAMMA.
9.Vcnonb3ys BKIQJAKy  JIeHTbl ~ @opmam,  TIpUBEIUTE rarpaMmmy K

BUJTy, U300pa)KEHHOMY Ha pHC. 2.



Nk LD —

OporpasuEoc
6L NESEEAR

TEECTOERIR
=po TR

IcETpoNEsC TAGIHIEI

Tlepesommea Hrpa
PazenescEms

Npogeccapmammnoe IO

PemacTopsl
IIpOTPAMMHATD EQFL

Puc. 2. Opranuzannonsas quarpamma

Bonipocsl 1J1s1 CAMOKOHTPOJISA
[IpenBapurenbHbli dTAIl.

Co6op TpeboBaHmMil.
IIpoektupoBanue.
Peanuzanus.

IToaroroBka K 3KCILTyaTaluH.

OHLITHO-HpOMI)IIHJ'IeHHaSI OKCILTyaTanus.

COHpOBO)KI[CHI/Ie " pa3BUTHUC CUCTCM.



JIABOPATOPHOE 3AHATHE NeS. Coznanue ¢popmyi. ®yHKIUHM U JHATPaAMMBbI.

Tema 5. Un¢gopmaniuoHHbIE TEXHOJIOTHH.

Heas: [Tonydyenue npakTUYECKUX HABBIKOB MO CO3aHUIO HOpMyIl, PYHKIUI U AUarpamMM.

Oo6opynosanue: 11K, OC Windows, MS Office, meTonnueckue yka3aHusi IO BBITTOJTHCHUIO
71a00paTOPHOTO 3aHATHS.

Xoa paGoTsIi:

1. Otkpoiite Tabnuunbiii mponeccop Microsoft Excel u cosnaiite paGouyro KHUTY.
2. Heobxoamumo co3maTh  TabnMIy — pacdeta  3apabOTHOM  IJIATHI
COTPYIHUKOB IPEIIPUATHSL.
3. i ynpouieHust BBOJA JIAHHBIX B TaOJIHUIly CO3/IaliTe pacKphIBAIOIIMiCs criucok (puc. 1),
conepxauit ®UO coTpyTHUKOB MIPETPHUSITHSL.

HieaHoe .M. [*
LN

MeTpoe.T.

COKOnoEa O, C,

CMHpHOE ., 11,

Fopaobosa M.H.

Pomawoea .7,

Mopozoe 11.P.

CapoHoga M.T. e

Puc.1. PackpbiBaroniuiicsi Cucok

4. BcrasbTe ele OfMH JHCT B pabodyro kuury Excel, mcnonesys sipabrdok ©d B cTpoke
Apnviuox aucma.
5. Ha HOBOM JIKCTE CO3/1aliTe CIIMCOK COTPYIHUKOB (pHC. 2).

A
MeaHoe M.M.
MetpoeI.T.

Cokonoea O. C.
CmupHoe C. K.
Kopoboea MN.H.
Pomawoea M.T.
Mopozoe M.P.
CadpoHoea IN.T.

L= e T (B S T

PyaHwuoe N.B.
10 NMatpywes C.A.

Puc. 2. Criucox coTpyJHUKOB NpeANpUATUS

6. 1nst copruposku ®UO 1o andaBuTy BBINOIHWTE KOMAHIY: BKIajKa JIEHTHI Jannvie W



rpynna Copmuposka u gpunsmp W KHONKA |4 .

7.Boigenure auamazon sueek Al:Al0 u menkaure noje Zms y JIE€BOro Kpas CTPOKH
dbopmyn. Beegure ums JUTSt sueek, Harpumep CompyoHuxu
COTPYOHHUHEM -

% | Haxxmure kiaBuity Enter.

8. Yto0bI 3alPpETUTh APYTUM IIOJIB30BATCIIAIM IPOCMOTP U UBMCHCHUC TTIOJTYYCHHOI'O CIIMCKA,
3allUTUTE U CKpOﬁTC JIUCT, HA KOTOPOM OH HaXOJUTCH.

9. TIpaBoii KHONKOM MBIIIHK INEJIKHUTE MO APJBYKY JHMCTA. B KOHTEKCTHOM MEHIO BHIOEpHTE
KOMaH/Iy | [t 3aWnTuTs ANCT...

10. B nmanoroBom oxue 3awuma nucma (puc. 3) BBEAWTE MApOJb Js OTKIFOYCHHS
3amuThl JucTa. B pazaene Paspewums 6cem noavzosamensim 3moco aucma CHUMUTE (DIaXKH co
Bcex anemeHToB. Haxxmure kHonky OK.

r JawmTa Ancta li" |ﬂhj1

izl JAWUMTHUTE NACT W COAEMMMOE SalLMLLEEMBIX AYesK

Mapons ANA OTKMOYeHWA 3aWWTEl MMCTa:

PazpeWnTh BCEM NONEI0OBATENAM 3TOMD NMCTA!
[Bl| 551 eneHie saBnokmpoBaHHsx AUeek
|| BelnENEHME HE3EBNOKMPOBAHHEIX A4eeK

|| hopmaTHposane aueex

7| hopmaTipoBaHMe cTonBUOE

" | hopmaTpoBaHue cTpoK

" | BcTaeky cronbups ,
[ | ecraexy cTpok

I'T|=_| BCTABKY MTMNEPCCRINOK

|| yaanexue cronbuoe

| yaanenwe crpok -

i

[ QK ] | OTMeHS

Puc. 3. InanoroBoe okHO 3amuTa JucTa

11. B muanorosom okue Iloomeepoicoenue napois BBEAUTE NAPOJIb EIIE Pas.

12.  TlpaBoii KHONKOW MBINIM IIEIKHATE 10 APJIBIYKY JIACTA U B KOHTEKCTHOM MEHIO
BbIOepuTe KoMauay Ckpuima.

13. Tlepeiinure Ha JIucm I w cospaiite Tabmuiy Pacuem 3apabomuoti niamoei (puc.
4). Cronben @HO 3an0qHUTE, UCTIOJB3YS PACKPHIBAIOLIUIICS CIHCOK.



W | k| e

Pacyem zapabomuoi naamel compydnukoe npednpuamusa 000 "Hzympyd"

Hama Oraad, TModoxodHbiii Cymma k Cymma K
No O.M.0. JonwHocme lMpemua ebidaye,
nocmynmeHus py6. Hamoz eoidaye, §
4 pyb.
5 1|MBanoe M. M. |guperTop 12.01.1995
6 2|Metpos . T. MeHeLHep 15.10.2005
7 3|Coronoea O. C. |Byxrantep 10.05.2003
8 4|CmupHos C. M. |3am. AMpeKTopa 03.03.2000
9 5|Hopoboea . H. |cekpeTtapb 02.04.2002
10 6|Pomawosall. T.\meHepep 18.10.2000
11 7|Moposoe M. P. |soguTens 19.12.2000
12
13
14 Kypc S 32,00
15
Puc. 4. Ctpykrypa Tabuuist
] 4 . BBII[CJII/ITG Juaria3oH SA4YCCK, B KOTOpHﬁ Tpe6yeT051 IIOMCECTUTH
PACKPBIBAIOIIUICS CITUCOK.
15 Ha BKJIaJKE ﬂaHHble B TIpynie Paboma ¢ oOannvimu BI)I6CpI/ITe KOMaHay

IIposepxa oannvix.

16.
17.

B nuanorosom okHe /Ipogepka Oannbix yKa)KUTE TUI U HCTOYHUK JaHHBIX (pHC. 5).
Otkpoiite Bianky Coobwenue onsa 6600a (puc. 6). 3arI0THUTE MyCTHIE MOJISL.

[poBe pka BBOOMMBIX 3HAYE HHH

YWCNOEME MPOEERKHK

THN AaHHEIx:
CAMCOK w FIrHOpPHMPOEASTE NYCTEIE AYERKHK
CMMCOK A0NYCTHME: SHIYEHHA
MICTO4HKE
[_ =y
=COTPY AHHEHR Fz

[ ] PAcnpocTRaHHTE MEMEHEHMA Ha APYIHE AYERKH C TEM ¥e YCNOBHEM

CIE.

DYHMCTHTE BCE | | DJTMEHA

Puc. 5. lnanorosoe okHO [IpoBepka naHHBIX



[lpoBe pka BBOOMMBIX 3HAYE HHH

MapameTpbl | i CooBlWeHHe AnA BE0AE | | CoobweHve ob owkbke

CTobpakaTe NOACKASKY, BOOM AYERKE ABNABTCA TERKYLLEA

Mpk ERIGOpE AYEHKH BRIEECTH CNEAYHILLEE COOALLEHHE
JaronoEok:
DO

oo EHHE |

BeeanTe PO COTpY AHKEA

[ Ok ] [ OTHEHA

Puc. 6. CooOmienue mpu BBOJAE TaHHBIX

18.  Tlepeiinure ma Bxmanky Coobuwenue 06 owubke (puc. 7). 3anomaure nons Buo,
3azonosox n Coobuenue.

[lpoge pka BBOAMMBIX IHAUE HHH

MapameTpel | CoofleHHe ARA BE0AS | | CooBweHHe of owmbie | |

BriE0AMTE conDuEHKE 00 owmdKe

MpH NONEITEE BEOAS HEERDHELX ASHHEIX IIITIIIEIZIEI}I{EITI:- COOBLLEHHE!

Ema: Jaronoeok:
CoobEHHE w || Cwmbialll
CoofEHHE:

EbIEE!FIHTE-' AJHHEIE W5 CNHCKS

Xy

DK ]’ OTHEHA l

Puc. 7. CooOmienue mpu ommoOKe BBOJIa TaHHBIX

19.  Jlns 3aronoBkoB TabmHWIBI YCTAHOBHTE  neperoc mekcma (KHOIKA @,
pacrosoKeHHas Ha MaHeIn HHCTPYMEHTOB BuipasHusarnue BKIAIKU JEHTHI [ nasHas).

20. 3akpenure aBa NEPBBIX CTONONA W CTPOKY 3arojoBKOB TaOmuubl J[is 3Toro
BBIZICJINTE Uana3oH sueek C5.:/2() v BBIMOIHUTE KOMAHAY: BKJIaAKa JICHTHI Buod

»  rpymna Okuo P kHomKa ;EI 3akpenuTb 06MaCTH ™|



21.  Cronben Oxnad 3amoiHUTE MPOM3BOJILHBIMM JAHHBIMH M YCTAHOBHUTE JEHEKHBIN
dopmar siueex, UCHOIb3ysd KOMaHIY: BKJIaaKa JEHTHI [ naenas W maHenb UHCTPYMEHTOB Yucno W
B pacKphIBaromeMcs crucke GopmMaToB BeIOepuTe JJeredicuslii hopmam.

22.  Cocrasum (GopMyITy Ul BBIYMCIEHUS PEMUH, KOTOpas cocTasiseT 20% OT OKiaza.
JIrobast hopmyna HaYMHACTCS CO 3HAKA =, TIOATOMY IMEPEXOANM B SYEHKY F5 U BBOAUM (HOpMYITy
=E5%20% (unu =E5*0,2).

23.  C momomupio0 MapKepa aBTO3aIlOJHEHHs (YEPHBIA KPECTUK BO3JIE TPABOTO HUKHETO
yTJa BBIICJICHHOW STYeHKN) cKomupyiite opmyiy B obmnacts F6: F11.

24. Mexnay cronbuamu Ilpemus u Ilodoxoomwiti manoz BcTaBbTe cronden Mmozo
HauucieHo, B KOTOpOM nocuutaiire cymmy Oknad+Ipemust.

25. 3anonHuMTE OCTAIBHBIE CTOJOLBI TAOMMIbI, YYMTHIBAs, YTO TOJOXOJHBIA HAJIOT
coctapisieT 13% oT HaUMCIEHHON CyMMBI.

26. Tlocuuraiite cymMMy K Bblade B J0JUIapax, [Jis 5TOTO 3aJaiiTe TEKYUIMi Kypce
nojiapa, HarnpuMmep 32, U B sueiiky J5 BBenute (opmyny: =[5/§C$14. 3nak § ucnonpzyercs B
dbopmyre st TOro, 9TOOBI TIPH KOMUPOBAHUU C MTOMOIIBIO MapKepa aBTO3AIOHEHHS, apecariys
SYEHKH HE U3MEHSAJIACh.

27. Jlna  sAYeek, B KOTOPBIX COJEPKATCA JICHEKHBIE JIAHHBIE, YCTAHOBHUTE
COOTBETCTBYIOIIHH (hopMar.

28,  Hcnomesys ¢ymxumio CYMM, nocuuraiite 00IIyr0 CyMMy MOIOXOJHOTO HAJIOTa.
Jliist aToTO:

®  YCTaHOBUTE Kypcop B siueiiky H12;

®  JI0CTaBBTE 3HAK =

® B CTpOKE (hOpPMYJI HAKMHUTE KHOIIKY ;

® B MOSBUBIIEMCS JUAJIOTOBOM OKHE Mactepa GyHKUuN (puc. 8) BHIOEpUTE KAaTETOPHIO
Mamemamuueckue, bynakuuro CYMM,

® B Ka4yecTBe apryMeHra byHKINN CYMM BBIJICIIATE
nuana3oH cymmupoBanust H5:HI11;

® Haxmute KHOMKY OK.

29.  AuanoruuHsiM 00pa3oM MOCYUTANTE OOLIYI0 CYMMY K BbIIaue B JOJUIApax U OOLIyIo
CYMMY K Bbl1aue B pyOJIsix.



e

Macrep dyHrkumi - war 1 us 2

Dok dyyHELYAM:

BESAWTE KPETKOE OMWCAHWE OSACTEMA, KOTODOE HYHHOD HaiiTi
BEINONHWATE, M HEMMWTE KHOMKY "HaliTi® [
Kateropua:  MaTeMmaTvdeckme E

BribEpUTE dyHRLYD:
CTENEHE -~

CYMMEC N

CYMMECTIMMH

CYMMKE |
CYMMKEPASH

CYMMIPOM3E -

CYMM{uncnoluncno?;...)
CYMMADYET SpriyMEHTH!,

CrpaBka Mo 3T SyHKLIAN [ oK J l OTMEHS ‘

Puc. 8. Macrep ¢ynkimii

30. Haiigure cpemmroro (CP3HAY), munanmansiyro (MHUH) n makcumanbayo (MAKC)
3apa0OTHBIC TIATHI.

31. Wcnonssys ycinoBHOe (OpPMAaTHpOBaHHE, 00O3HAUBTE KPAaCHBIM LBETOM Cymmbl K
evidaye, meree 5 500 py0. BeimonHuTe kOMaHAy: BKJIajaKa JIeHTH [ naguas W tpynma Cmunu P
PaCKPBIBAIOIIUIICS CITUCOK Y cno6Hoe popmamuposanue W [Ipasuna evioenenus sueex.

32.  Tloctpoiite muarpammy 3apabommas niama compyOHukosé npeonpusmus (puc. 9).
Brigenure ogqHoBpeMenHo ctonoOmpl @.1.0. u Cymma x gvioaue (ynepxkusas knasuiry Ctrl), u Ha
BKJIQJIKE JICHTBI Bcmaeka Ha TIaHelln MHCTPYMEHTOB /[uazpammul BeIOepUTE BUI [ ucmoepamma.

33.  HWcnone3ys BKIaaKy JeHTBl Makem, BCTaBbTE TOANUCK OCEd W  Ha3BaHME
JIarpaMMBbl.



3apaboTHas nnaTta COTPYAHUKOB
npegnpuatua 000 "Usympya"
py6

40000,00p.
35000,00p.
30000,00p. -
25000,00p. B CyMmMa K Belgave, pyd.
20000,00p.
15000,00p.
10000,00p.
5000,00p.
0,00p. -

DHO

Puc. 9. IIpumep opopmieHHs JuarpaMmmbl

34.  Tocrpoiite KpYroBylH0 Juarpammy, NOKa3bIBalOLIyIO COOTHOLIEHUE MEXKIY
oOrielt CcyMMO# K BblJJau€ M CyMMAapHBIM MOJA0XOAHBIM Hastorom (puc. 10).
F

COOTHOLIEHUE MeXAY UTOTOBO CYMMOWA K
Bblgaye W NOAOXOAHbIM HaNorom

22927,16p.

B MNogoxoaHbIR Hanor

B Cymma K EbIOaUE

153 435,64p.

Puc. 10. [Ipumep ohopmiieHuss KpyroBoi AuarpaMmbl

HNuauBuayanbHble 321aHUA
3aganue 1

1. C ucnonssoBanmeM oGbeIMHEHHS SYEEK, [EHTPUPOBAHMS M IMEPEHOCA MO CIOBAM
CO3/JaTh CICIYIOUIYIO TAOIHUILY:



s Obrem dorga vaebEoii B  yueDHo-MeTogHYecKoll  JIHTepaTYDH]
THCIHILTHALI (konHTecTBO)

[Vaeluaan VaeiHO-MeTOIHTeCKHRH

HAZBEAHHHA PR3IEMILTAPOR HA3EaAHHH PEIEMILIADOBR

Oomee
TYMAHHTAPHEIE H
COIHATIEHO- 4335 5130 325 4587

PEOHOMHICCEHES

Oomue
MATEMATHISCKHE H 165 2025 87 608
ECTECTEEHHO-
Ay IHEIE

Obmenpodeccuon
ATEHEIE H 1648 11174 343 9326
CIIeIHATEHELE

Mtoro:

2. BBeCTH IPOM3BOIBHBIC JAHHBIC [0 KOMHYECTBY HA3BAHWH M HK3eMIUIIPOB. MCIomb3ys
dbopmyny CYMMA, BBIYHCIIUTD UTOTOBYIO CTPOKY.
3ananme 2

1.Cosnats 6aHK SK3aMEHALHOHHON BEIOMOCTH IO CICAYIOMEMY 06pasILy:

A | B L % | D | E
" HaszeaHwe yuebHOro 338e0eHMA
2 {
2| Wudp rpynnel (knacca):
4 {
3 | IHIAMEHALMOHHAA BEOOMOCTE Ne111
6 {
z | YuelHaa AuMcUUnarMHa: PyCCHWIA AZbIR
8 | lNMpenogasarens: Meaxos A.A.
9 Hauano axs.
10. KoHew 3K3.
Homep 3aueTHoi Mognuce
Na Damunma, Mima yueHWKa QueHka
| KHMHKM npenogasarens
12 1 Anexcanppos Oner 1244-09 4

2.Bsectu nauubie mis 20 yuyamuxcs. BeIBecTH B KOHIIE TAaOJIHMIIBI KOJIMYECTBO YUCHUKOB,
NOJYYHMBIIUX OLEHKH: OTJIMYHO, XOPOIIO, VYJOBJICTBOPUTEIBHO, HEYIOBICTBOPUTEIILHO, |
KOJINYECTBO HE ABUBIIHXCS Ha DK3aMCH, a TaKXKE HpOHCHT, KOTOpBH\/'I COCTABJIAKOT OTHU OLCHKHU OT
OOIIIEr0 YUCIA.



3L | 20 Cowronoea AHHa 4

32| Ouenka Koawuecrso %
33 OTnnyHo

34 Xopowo

35 | YOOBNETEBOPUTENBHO

36 | HeynoBneTBOHHMTENBHD

37| He ABHAKCH

3.ITocTpouTs KPYyroByIO AMATPAMMY, OTPAKAOIIY0 MPOIEHTHOE COOTHONICHHE OICHOK,
MOJTyYEHHBIX YUEHUKAMHU.

3aganue 3

10 cTyneHTOB cHaloT dK3aMeHbl Mo 5 mgucuumiuHam. [lo Kakmoi IUCIUIUIMHE MOXKHO
MOJIYYUTh OLICHKY — 2, 3, 4, 5. Onpenenuts cpeau 10 CTyI€HTOB YeIOBEKa ¢ HAUOOJIBIITUM CPEAHUM

Oamiom. [TocTpouth amarpamMmy, TMOKa3bIBAIOIIYI0 COOTHOIICHUE

OIICHOK, TIOJTyYEHHBIX KaXIbIM CTYACHTOM 10 KOXKIOW JUCIUILINHE.

3amanue 4

10 CTymeHTOB CHAIOT 3K3aMEHbl MO 5 nucuurinHaM. [lo KakmoW AMCHMIUIMHE CTYIEHT
MOKET MONy4YuTh OLEeHKy — 2, 3, 4, 5. Omnpenenuth cpeanuii Oamn yuamuxcs. [locuuTath
KonuuectBo S5, 4, 3 m 2. Haiitu cTyneHta ¢ HamOOJBIIUM CPEeIHMM OauioM U CTYJIEHTa C
HaUMEHbBIIUM cpedHuM OamioM. [locTpouTh nuarpaMmy, MOKa3bIBAIOIIYI0 COOTHOIICHHE OIEHOK,
MOJIYYEHHBIX KaXKIBIM CIIyIIaTeNIeM 10 KaXKI0W TUCIUILTHHE.

3aganme 5

Jna otnena u3 10 4yemoBeK COCTaBUTH BEIOMOCTh pacueTa 3apaOoTHOM Iuiatel. Tabnuia
comepxkutr cuenytoue cBeaenus: O.M.0., AOWKHOCTB, OKIaA, cTax paboTel. s Kakaoro
YeJI0BeKa MOCYUTaTh MoAoxoaHbid Hamor 13%, nanbasky 5000 py06., ecnu crax pabotsl Oosee 3
JIeT U CyMMY K Bbliaue. [locTpouTs auarpaMmy, MOKa3bIBAOIIYIO 3/TIATy KaXJA0ro COTPYIHUKA.

3ananue 6

CocTaBbTe SK3aMEHAIIMOHHYIO BEIOMOCTh, B KOTOPYIO BXOJAT clieAyrolue nanHeie: Ne, .
H. O. crynenToB, olleHKH 3a dk3ameHbl. [locuntars cpemuuii O0amn s Kaxaoro cryiaeHrta. Eciam
CIaHbI BCE IK3aMEHbI U cpeHMid O6amt paBeH 5,70 BbimiadnBaeTcs 50% Han0aBka K MUHHUMAIBHOM
CTUTICH/INU, €CJIM CpeAHHMi Oaul MeHbIle S5, HO OOJbINe WM paBeH 4, TO BBITUIAYMBACTCS
MUHUMalbHasg ctuneHaua. [locTpouts auarpamMmy, TOKa3bIBAIOIIYI0 KOJIMYECTBO OIIEHOK
OTIPEIETICHHOTO BU/A, MOJYUYECHHBIX B JJAHHOW TPYIIIIE.

3amanme 7

10 cnopTCMEHOB MPUHUMAIOT y4acTHE B HEKOTOPOM COpeBHOBaHMH. Kaknmpiii copTcMeH
MoskeT HabpaTh He Oonee 30 oukoB. YKa3aThb HOMEp MecTa, KOTOPOE 3aHsUI CIIOPTCMEH B JAaHHOM
copeBHoBaHuU. 3a 1 Mecro BeiiaunBaeTcs npemus 100000 pyoO., 3a 2 mecto 50000 py6. u 3a 3
mecto 30000 py6. Iloctpouth nuarpammy, MOKa3bIBAIOIIYI KOJIHYECTBO HAOpaHHBIX OYKOB,
KQK]IbIM CTIOPTCMEHOM.

3amanmue 8

CocTaBbTe BEIOMOCTh KOHTPOJISI OCTAaTOYHBIX 3HAHMM CTYJACHTOB II0 KaKOH-IHOO0
quctuminHe. KOHTpoib 0CTaTOYHBIX 3HAHHWM MPOXOAUT B OpMeE TecTa, MO pe3ysbTaTaM KOTOPOTo
BbICTaBJIAETCS OlleHKa. Eciau ctyaeHT Habpan ot 95 no 100 GansoB, BeICTaBIsSETCS OLIEHKA «5», OT
80 mo 94 — «4», or 60 no 79 — «3», meHee 60 — «2». I[locunraiiTe: KOJUYECTBO CTYACHTOB,
MOJIYYUBIIUX OLICHKY «5», «4», «3», «2», cpeaHuil Oajn B Trpynmne, MaKCUMaJIbHBIA U
MUHUMAaIBHBIN 6autbl. C MOMOIIBIO JUATIOTOBOTO OKHA YcroHoe popmamuposarie BHIISIUTE BCE
«2» kpacHpIM 1BeToM. IlocTpoiiTe KpyroByro JuarpaMMmy, TOKa3bIBAIOIIYI0 MPOIIEHTHOE
COOTHOIIIEHUE OLIEHOK B TPYIIIIE.

Bonpocs! 111 caMOKOHTPOJISA
1. Hucrpymentapuii UT.
2. Cocrasnsaromue UT.



3. Oransl pa3sutus UT.
4. Bunsr UT.



JIABOPATOPHOE 3AHATHE Ne6. Iloctpoenne rpadpukoB pyHKumii.

Tema 6. D1eKTPOHHBIH ouc.

Heasn: [TonydyeHrne mpakTHUECKUX HABBIKOB IO MOCTPOSHUIO TPadUKOB (DYHKITHH.

Oo6opynosanue: 11K, OC Windows, MS Office, meTonnueckue yka3aHusi IO BBITTOJTHCHUIO
71ab60paTOPHOTO 3aHSATHSL.

Xoa pa0doThI:

1. 3anycTuTe Tabnuunki npoueccop Microsoft Excel.

2. Ha nepBoM nmcte paboueli KHMIH HEOOXOIUMO MOCTPOUTE rpaduk (GyHKIMHU y=sin(x) Ha
oTpeske [-6;6] ¢ marom 0,5 (puc. 11). o

3.Boigenure  sueiikn  AI:F]  um 00bEOMHHTE  UX, MCIIOJb3YS KHOIKY }'f-‘ :
00beOUHUMb U NOMEeCmUms 8 yenmpe Ha TaHENIH UHCTPYMEHTOB BuipasHusanue BKIAAKU JIEHTHI
I nagnas.

4. BBenute B 00beqMHEHHBIE IUEHKH 3ar0JI0BOK [locmpoenue 2pagpuros hyHkyui.

5. B siueiiky 43 BBequTe X, a B stueiiky B3 — y=sin(x).

6.B saueliky A4 BBeAUTE 3HaUEHUE - 6, B A5 — 3HaUeHue -5,5. Beiaenure 3TH ABe sTYEUKU U
HABEJWUTE yKa3aTellb MBIIIM Ha TPaBbId HUKHHUKA YToJl BBIJCICHUS — YSPHBIM KBaApaTUK (Mapkep
3anonnenus). Ilocae Toro, kak ykaszareiab MPUMET (OpPMY UYEPHOTO KPECTHKA, PACTSHUTE 00JIacTh
BBIJICJICHUS 10 3HaueHus 0.

7. B siueiixy B4 Beequte popmyiny =sin(A4) v Haxxmute KnaBuiry Enter.
8. Ucnionb3ys mapkep 3anonnenus, CKOIUpyite GopMyIly B OCTAIbHBIE SYEHKH.

9. Bbizenure 3HAYeHHS BYX CTOJNOMKOB M  BBINOJHMTE KOMAHJY: BKJIQJIKA JIEHTHI
Bcmaeska W nanens uHCTpyMeHTOB Juacpammel W Toueunas.
10.  Tlpusemute muarpamMmy K BUIY, NPEACTABIEHHOMY Ha pHC. 1.

paduk pyHKLUMM y=sin(x)

——y=sin(x)

-10 10

Puc. 1. I'paduk dpyHKuu y=sin(x)

11. Tlepeumenyiite JlucmlI B I paghuxu ¢pynxyuii.
12.  Tlocrpoiite Ha 3TOM ke JucTe rpapuK QYHKIUHU:



T_{ 1—x%x€[-1;1]
Y7 Ul = 1,x € (=0 =1) U (1; +0)

Ha otpe3ke [-3;3] ¢ marom 0,2 (puc. 2).

Jns toro 4robObl 3amucaTh (PyHKLIHIO ) Bocmoib3dyemcs Jorndeckoil ¢ynkmnueir ECJIN
(JIornmueckoe BblpakeHUE; 3HAYCHUE €CIIM UCTHHA; 3HAUEHUE E€CJIN JIOXKb).

Oynknna ECJIA mpoBepsieT BBINOIHAETCA JIM YCIOBUE, U BO3BPAIIAET OJHO 3HAYCHUE, €CIIU
OHO UCTMHHO U JIpyroe 3Ha4€HHE, ECIIH HET.

B mamem ciyuae eciu xE [-1;1], To y = 1-x?, B mpoTuBHOM cirydae y = |x|-1. UtoObl
y y P y y

zanmcath yciosue xE[-1;1] Bocmonb3yemcs norudeckoil Gpynkiumeii M (ormdeckoe Bupaxkenuel;
JIOTUYECKOE BBIPAKEHUED; ...).
B namem ciydae nmomyuum U(C3 >=—1;C3 <=1).
Takum oOpa3zoM  ¢opmyna Ui HaXOXICHHA 3Ha4eHUus  (PyHKIUH
Oyzner BoINIsIIETh cienytonmm oopasom: =ECJIM(U(C3 >= - 1;C3 <=1); 1 —
C3*C3; ABS(C3) — 1). [lna BeIuucneHus MOyJist ucnionb3yetcs GyHkius ABS(uncio).

‘pPadpuK PyHKLMUM

y

25

Puc. 2. I'padpux ¢pyHKIIMUN

13.  Ha BTopom nmcre paboueil KHUI'M CaMOCTOSATENLHO IIOCTPOiiTe emme 2 rpaduka: y = |
x*+5x-10), [-10;5], mrar 0,5 n
Inlx|+5,x<=-1
y = 5x € (—1;1) ,[-3;3], mar 0,5.
mx)+5x=1

NaauBuayanbHbie 3a1aHus
[Toctpoiite rpaduku GyHKUIUHA.

x—2|,x = -2
y=1 x%x€(-22)
Ly =x%x-10, [[10;10,  \*—lx—2lx>2




b

cos (x),x = —m
y =410 —x%, x € (—m,m)
2. y=ltg®lFx, [151], sin(x), x =7

Inlx|,x = -1
y=11—x%x€(-11)
3.y = cos(x+x°)-2, [-2;2], In(x), x=21

1—|x+4],x=-2
y={1—xx€(-22)
4. y = x’-2x+5, [-10;10], 1—|x—4|, x=2

—Inlx|,x = -1
y=4x—-1,x€(-11)
5.  y=3cos(x)sin(2x+3), [-10;0], —In(x), x=1

Bomnpocs! 1J1s1 CAMOKOHTPOJIS

UT BuptyansHoro oduca.

OcHOBHbIE PUIIOKEHUS OQUCHOTO MaKeTa.
@OyHKIUHM TaOIUYHOTO MTpoIeccopa.
@yYHKIIMU TEKCTOBOTO MpOoIieccopa.



JIABOPATOPHOE 3AHATHUE Ne7. CoptupoBka u (puabTpanus JaHHBIX.

Tema 7. Microsoft Office.

Heab: IlomydyeHne TpPaKTHYECKUX HABBIKOB IO  COPTUPOBKE, (QUIbTpalUd U
MIPOMEKYTOYHBIX UTOTOB.

O6opynoBanue: [1K, OC Windows, MS Office, meToanueckue yka3zaHus MO BBIIIOJHEHHUIO
71a00paTOPHOTO 3aHSTHSI.

Xon padoTsI:

1. B Tabmuunom npomueccope cosaaiire Tabmuiy (puc 1).

A B C D E F G H
1
2 MlocmyrneHue mosapos
HaWmeHoBaHKe [ara
Mo Honuuecteo Llena CTOMMOCTB
A TOBapa NoCTYNAeHWA
5 1 |Teneswiop 02.03.2006 50 6 000,00p. 300 000,00p.
i} 2 | XonogannbHWE 03.05.2008 56 25000,00p. 1400000,00p.
7 3 |¥mor 12.07.2008 70 2 000,00p. 140 000,00p.
8 4 |Newnecoc 17.03.2009 25 3 000,00p. 75 000,00p.
9 5 |MurposonHoBra 23.08.2009 38 4 500,00p. 171 000,00p.
10 6 |HalHWK 27.07.2008 102 1 200,00p. 122 400,00p.
11 7 |Murcep 30.05.2009 38 3 000,00p. 114 000,00p.
12 8 |HombaiH 19.07.2009 100 7 800,00p. 780 000,00p.
13 9 |¥mor 20.08.2008 15 1000,00p. 15 000,00p.
14 10 |Netnecoc 03.08.2009 =] 1 500,00p. 9 000,00p0.
15 11 |HakHmK 04.08.2008 45 500,00p. 22 500,00p.
16 12 (TeneeM30op 13.09.2009 32 4 500,00p. 144 000,00p.
17 13 |HakHmK 15.03.2009 25 1540,00p. 33 500,00p.
18 14 |Tenesuzop 16.12.2008 19 12 000,00p0. 228 000,000,
19 15 |¥T1or 02.08.2009 20 2900,00p. 538 000,00p.
20

Puc. 1. Ucxonnbie 1aHHBIE

2. lnsa cronbua Jama nocmynienus yctaHoBute (opmar sueek — Jama, JUisi CTOJOLOB
Lena u Cmoumocmo — Jlenedichviti popmar.

3.Orcoprupyiite Tabmuiy 1o cronbuy Haumenosanue moeapa, a 3aTeM II0 JaTe
noctyruieHus. J{is atoro:

®  BrIjcauTe auamnas3oH sdeek C4:G19;

®  BLINIOJHUTE KOMaHAY: BKJIAJKa JEHTHI /lanHble P> TaHelb WHCTPYMEHTOB

Copmuposxa u ¢unemp W xaonka Copmuposka,

® BbIOEpUTE COPTUPOBATH M0 Haumenosanuio mosapa, 3ateM N00aBbTE€ HOBBIM YPOBEHb
COPTUPOBKH 110 Jlame nocmynnenus (puc. 2).



CopTHpoBKa \ @

"-ialﬂoﬁgsmb YDOEEHE ” X ¥aanuTe ypoBEHE ” 53 KomuposaTs yposeHs ] i @ MoM B3HHEIE COOEPMAT SErONoBKN
Cronfew CopTUpoBKa MopAook
CopTuposaTs no |Hal-1MEHDBaHb1E TOBapa | W | |3HEHEHMSI A | |OT Anof w |
3aTem no |,El,aTa MOCTYANEHHA w | |3HEHEHMSI w | |OT CTEPLIX K HOBEIM £ |
0K | [ OTmera

Puc. 2. CoptupoBka

4. Tepeumenyiite Jlucm 1 8 Copmupoexa.

5. Cxonmpyiite Tabnuiy Ha JIucm 2, KOTOPBIA epeuMenyiite B Mmoau.
6. IToaBeeM MPOMEKYTOUHBIE UTOTH:

®  BRIACHNTE auara3oH B4:G19;

L BBIIIOJIHUTC KOMaHAY: BKJIaJIKa JICHTBLI ﬂaHHble » mmaHenb HHCTPYMCHTOB

e
Cmpmeypa P> KHOIIKA .!ﬁj FlpOMeNyTONHEE UTOTH |5

® B IOSBUBIIEMCS UATIOTOBOM OKHE YKKUTE ONEPALHI0 CYMMUPOBAHUs TIO CTOIOIY

Cmoumocms 1 HOXMHUTE KHOTIKY OK.

7. IIoce BBIOIHEHUS KOMaHObI noABEAYTCA NPOMCIKYTOYHBIC UTOTH (pI/IC 4)

I'Ipuue HYTOHHBIE HTOIH El@

MpH Ka%A0M HEMEHEHKH B

HarMeHoEaHHE TOEADA w
CNepauma;
_YMMa W

A00aEMTE MTOMK No:

[ne
|:| HavMeHoEaHHE TOEapa

[ AaTa nocTynneHms
[ KommyecTeo

[ Juena

bl | _ TOMMOCTE

FAMEHHTE TEKYLLHE HTOMM

[ ] KoHEL cTpaHHUE MEXAY FEYINAMA
MTorM Nog A3HHEIMK

[Eﬁpaﬂ: ECE l [ I, l [ CITHEHE

Puc. 3. Ilogsenenue UToros



2 MocmynnerHue mosapos
3
HanmeHoeaHKWe Harta
Ne Honwnyecteo Llena CToMmocTe
a ToBapa NOCTYMAEHMA
[ r |5 1 |HombBaiH 19.07.2009 100 7 B0O,00p. 780 000,00p.
- 6 HomBain Utor 780 000,00p.
r | 7 2 |Mweposondosra | 23.08.2009 38 4 500,00p. 171 000,00p.
= 8 Mukposonsoska Utor 171 000,00p.
r |9 3 |Murcep 30.05.2009 38 3 000,00p. 114 000,00p.
- 10 Mukcep Mtor 114 000,00p.
[ - |11 4 |Meinecoc 17.03.2009 25 3 000,00p. 75 000,00p.
12 3 |Meinecoc 03.08.2009 6 1500,00p. 9 000,00p.
- 13 Meinecoc MTor 84 000,00p.
[ 14 6 |Tenesmiop 02.03.2006 30 6 000,00p. 300 000,00p.
15 7 |Teneswsop 16.12.2008 19 12 000,00p. 228 000,00p.
16 8 |Tenesmiop 13.09.2009 32 4 500,00p. 144 000,00p.
- 17 Tenesuzop MTor 672 000,00p.
[ 13 9 |¥mor 12.07.2008 70 2 000,00p. 140 000,00p.
19 10 |¥mor 20.08.2008 15 1000,00p. 15 000,00p.
20 11 |Ymor 02.08.2009 20 2 500,00p. 58 000,00p.
= 21 Yror Utor 213 000,00p.
r - 22 12 |XonofnnbHuE 03.05.2008 56 25 000,00p.| 1400 000,00p.
= 23 XonogunsHuk Utor 1400 000,00p.
24 13 |HalHuK 27.07.2008 102 1 200,00p. 122 400,00p.
- | 25 14 [HarHuk 04.08.2008 45 500,00p. 22 500,00p.
* | 26 15 |HalHuK 15.03.2009 25 1540,00p. 38 500,00p.
- 27 Yaluuk Utor 183 400,00p.
- 28 OGLMiA uTOT 3 617 400,00p.
29

Puc. 4. IlpomexyToyHbIE UTOTH

8. JIucm 3 nepenmenyiite B @unpomp. CKONMPyHTE HA HETO HCXOAHYIO TAOIIHILY.
9. Jlns Bmouenus (UILTPa BBIAEIUTE AMANA30H JAHHBIX U BBIIOIHUTE KOMAHIY: BKIaJKa
4

JeHTsl [anHvle B> aHenb UHCTpyMeHToB Copmuposka u gpuibmp P KHOTIKA i .
WALTP

10 ITocye BHIOIHEHUS KOMaHAbI BO3JIC 3ar0JIOBKOB ITOABATCSA KHOIIKH (bHHBTpa Tl

I1.  Ordunsrpyiite TOBapHI, MOCTYNUBIINE B 3TOM IOy ¢ 1ieHoii oT 3 000 10 20 000 pyo.

12.  JIna orGopa ToBapoB, NMOCTYNHUBIIMX B 3TOM TOAy HAXKMHTE HAa KHONKY | Y| U B
PacKphIBAIOIIEMCSI CIIICKE BhIOepHUTE KOMaHay @uibmpsi no oame W B smom 200y.

13.  AnanormunbiM 06pa3zom oTGepuTe TOBaphI ¢ 11eHok ot 3 000 10 20 000 pyo6.
14.  Tlocne BbIMoOIHEHHS GUIBTPOB B TAOJIHIE OCTAHYTCS CIEMYIONINE JTAHHBIE:

A B C D E F G H

1

2 lMocmynnerue mosapos

3

HaumeHoBaHWe Narta
N2 KonuuecTeo LieHa CTOMMOCTE
TOBapa MOCTYNAEHHA

4 - - i - B -
5 1 KombaitH 19.07.2009 100 7 800,00p.| 780000,00p.
7] 2 MukposonHoera | 23.08.2009 38 4500,00p.] 171000,00p.
12 8 Tenesniop 13.09.2009 32 4 500,00p.| 144 000,00p.

20
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Puc. 5. ®unbTpanus JaHHBIX
Bomnpocs! 1151 CAMOKOHTPOJIS
Ocnosuble npuinoxxenust MS Office.
Pa3merka craHIapTHBIMH CTUIISIMH.
Coznanmne cBOEro CTHIIA.
BcraBka n3o0pakeHus.
l'opsiune knaBumm.



JJABOPATOPHOE 3AHSTHE Ne8. Co3nanue cBOAHBIX Ta0JIHII.

Tema 8. Opranu3anusi J0KyMeHTO000pOTa B YJIEKTPOHHOM oduce.

Heasn: [TonydyeHne NpakTUUECKUX HABBIKOB MO CO3JJaHUIO CBOJIHBIX TaOIHII.

Oo6opynosanue: 11K, OC Windows, MS Office, meTonnueckue yka3aHusi IO BBITTOJTHCHUIO
71ab60paTOPHOTO 3aHSATHSL.

Xoa pa0doThI:

CBoanble TaONMIBI MPUMEHSIOTCA AJI TPYNIHUPOBKH, O0OOOIIEHMS M aHajiu3a JaHHBIX,

HaxomAmmxcs B crrckax Microsoft Excel.

1. B Microsoft Excel opopmure Tabauy (puc. 1).

A

B

C D

Buabl paboT ¥ CNUMCOK UCTIONHUTENEN

CTOMMOCTb
Buabl pabor HMcnonHuTenb
paboT, pyb
HMeanose K. C. 12000
Bonkogal. H. 12500
MOHTH OHOH
Cowonoe C.T. 22500
FowrnaHosa 4. M. 159000
Monoe M. C. S000
HMeanose K. C. FJO00
OTOEMHa
Bonkogal. H. B000
Coboneel. A. 14000
HMeaHoe K. C. SO00
noKpacKa Cobones . A. 13000
TuToB B. A. 13000
Monoe M. C. 16500
INEKTPDOMOHTAM
Mopozoe M. M. 23000

Puc. 1. Ucxonnble naHHBIE

2. Tepeiimure na Jlucm 2.

3. Bremmonnure KOMaHAy: BKJIaJKa JICHTBI Bcmaska W nanenn HHCTPYMCHTOB

o
%

.CEGAHEH

Tabnuyer W KHOIKa TaBAMLE ™

4. Yxaxure nuanazon sueek Jucml!$4$3:$C$16 n naxxmute kuonky OK.
5. Buibepure nons Acnonnumens u Cmoumocms pabom (puc. 2).



BrifepTe NnonA AnA 0ofaBNEHMA B OTHET:

[ |Buawl paboT
[¢|WcnonknTent
[¢]CTonmocT b pabor, py6

Puc. 2. Crinucok noseil cBOIHON Ta0IULbL

6. V3MenuTE 3aroJ0BKU B CBOAHOM Tabmuie (puc. 3).

A B ]
1 WCnonHWTENR E] Cymma, pyd
~ 2 |Bonroeaf. H. 20500
~ 3 |MeaHoe W. C. 28000
~ 4 'Moposoe M. U. 23000
-3 MNonoe M. C. 21500
~ 6 |PoknaHoea A. M. 15000
7 |CobonesT. A. 32000
& CokonoeC.T. 22500
9 TwroeB. A. 13000
10 O6uwwmi uTor 179500

Puc. 3. CBonnasg tabnuia

7. Ha 0CHOBE CBOIHOI! TaOIHIIbI IOCTPONTE CBOAHYIO AUarpaMmy (puc. 4).

o T©UO
R L% v Lo B Q‘v sl

O RS %

R
& & # & o°
’QD

Puc. 4. CBognas quarpamma

Bonpocsl 11 CaMOKOHTPOJISA
1. CpencrBa NOArOTOBKHU AJIEKTPOHHBIX JOKYMEHTOB.



JIABOPATOPHOE 3AHATHUE Ne9. Coznanue 3jieKTpoHHOM no4uThl. Ucnonb3oBanune
00JIa4HBIX CEPBHUCOB.

Tema 9. MeToasbl 1 cpeAcTBa aBTOMAaTH3aluK oduca.

I_Ie.m,: HonyquI/Ie MPAKTUYCCKUX HABBIKOB I10 CO3JaHUIO 3J'I€KTpOHHOI71 IIOYTHI, 00auHbIe
CEPBHUCHI.

Oo6opynoBanue: 11K, OC Windows, MS Office, Google Chrome, MeToanueckue ykazaHus
10 BBITOJIHEHHIO TAOOPAaTOPHOTO 3aHATHS.

Xoa pa0doTbI:

1. 3apeructpupyiitech Ha caite google.com u co3naire
MoYTOBBIN AWK Buaa Umsa. @amunusa@gmail.com, Hanpumep:_Maria.lvanova@gmail.com.
2. Cozpaiite 6ior, B KOTOpOM Bbl OyjaeTe OIMyOJUKOBBIBATH CBOM OTYETHl O

BBIMOJIHEHHBIX 3a7aHusX. OnyOnukyiite B Ojore mepBoe cooOlleHHe, B KOTOPOM HAaIUILIUTE
IPUBETCTBUE BalllUM IMpenojaBaTensM Mo aucuuiuinHe "HMHpopManumoHHbIE TeXHOJNOTUU" U
BCTaBbTe Bamly ¢ororpaduio, a00aBbTe JOMOIHUTENBHYIO HH(MOpMAIHio; 0(OpMHUTE CBOM
npodusb.

3. IIpouuraiite KpaTKuiio630p 00JIaYHBIX CEPBUCOB XpaHeHus

MHPOPMAIINH ¥ 3apETUCTPUPYHTECH HA OJTHOM U3 HUX.

Cosnaiite nanky «HoBas mamkay». IlpemgocraBbTe JOCTYIl Ha pelakTUPOBAHHME TOW IMAaIKU
Iperno/IaBaTesio, a Ha YTCHUE TalKH — OJTHOMY FJTH HECKOJIbKUM OJTHOTPYTIITHUKAM.

1. Oo6.1aunbie cepBuchkl Google

1.1 Kanengaps Google

o Hcnons3yss mento Kanennmaps akkayHta Google, co3maiiTe cBoe pacmnucaHue Ha
CJIeIYIONIYIO HeNlemto (yueOHOe U JINYHOE).

° OTKpOITE AOCTYM K KAICHAAPIO ISl BCEX.

o JloGaBbTe B OJIOT CCBHUIKY Ha CBOIl KaleHIaph.

1.2 Toxymentnl Google

° Co3paiiTe TEKCTOBBIM JOKYMEHT, COJIEpXAaIIUd HEKOE CTUXOTBOpeHue. OTKpoilTe
JOCTYT K JaHHOMY JOKYMEHTY BceM. [lomecTuTe CChIIKy Ha JaHHBIN JOKYMEHT B OJore.

. CoznaiiTe JOKYMEHT, colepkaluil Hekuil peuent. OTKpoOHTE OOCTyH K JaHHOMY

JIOKYMEHTY 2-3-M OJHOIpYNITHUKaM M IpernojaBaTento. [lomecTuTe cChUIKY Ha JaHHBIM JOKYMEHT
B OJiore, yKa3aB KOMY OTKPBIT JAOCTYI. J{JIsl 9TOro Hago0 y3HATh 3JEKTPOHHBIE aapeca TeX, KoMy Bl
XOTHUTE OTKPBITh JOCTYII.

1.3 oxymenTtnl Google. ®opmbl

. Ucnonp3ys Brmaaky JlokymeHntsl akkayHTa Google, co3maiite HOByO (opmy,
COCTOALIYIO U3 4-5 BONPOCOB C Pa3IMYHBIMU BapHaHTaMHU OTBETOB. Mcmonb3yiiTe kakoil-HUOYAb
CTHIT.
JloGaBbTe B OJIOT CCBIIKM HA PeJaKTUPOBAHUE U 3aMl0JIHEHHE (POPMBL.
[Torrpocute 3 0AHOTPYNITHUKOB 3aMIOJIHUTH BaIly GopMy.
[TocMoTpuTe pe3ynbraThl. DKCIOPTUPYHTE JaHHBIH JOKyMeHT B ¢popmare pdf, html

. Jlo6aBpTe HaA CBOIO CTpaHHUIy TaONHIBI C pe3yiabTaTaMu (POPMBI (IOJDKHO OBITH
MUHHMMYM 3 3aIHCH).

1.4 loxymenTtbl Google. Tadunmbi

) Co3pnaiiTe TOKYMEHT, COJICpKAIUM AUarpamMmy.

. B Gyiore pa3MecTuTe cChUIKY Ha IaHHBIA IOKYMEHT.

1.5 Ipyrue Bo3mo:kHOCTH cepBHcOB Google

. CamoctosaTenbHO u3yuute apyrue cepBuchl (Google. Hampumep, mnompoOyiite
CO3/1aTh MPE3CHTALUIO0, PUCYHOK U Jp.

. [TonpoOyiiTe MOAKIIOYUTH APyTHE TPWIOKEHUS uepe3 KHONKY «lloakimounTts

APYruc NpuIoKCHUS (CM PUCYHOK HI/I)KG) " CO31aTh B HUX JOKYMCHTHI. PasmectuTe CCBUIKH Ha


mailto:Maria.Ivanova@gmail.com
mailto:%D0%98%D0%BC%D1%8F.%D0%A4%D0%B0%D0%BC%D0%B8%D0%BB%D0%B8%D1%8F@gmail.com,%20

CO3JIaHHbIE IOKYMEHTHI B OJ0Te.
o Pacckaxwure npenoaBaresto o nojie3HsIx cepucax Google 1 nX BO3MOXKHOCTSIX.

TS
f - Manka

Balsamig Mockups ..

©

é LokymeHt 4% draw.io Diagram
b=
o [peseHTawmA . Drive Word Cloud
_ >
Tabnuua n Map
E Dopma @ Mindmap
n PucyHok RealtimeBoard

MoOKMKYUTE OpYTHe NPUNCHKEHUA

[IpoaemoHCcTpHpyiiTE MPEnoJaBaTeN0 CBOM OJIOT CO CCHUTKAMU Ha BBIMIOTHEHHBIC 3a/1aHUS.

HNHCTPYKIMHU K BBINIOJHEHHUIO 321aHU I

Yactsp 1. Perucrpanusi HoBoro akkayHra Google

l. 3aiiuTe Ha calfT google.com.

2. [lenxkauTe Mo kHOTKE «BoiTH» B MpaBoM BepxHeM yriy (puc.l)

e
+Bel Moyra KapTumekn  za= m

Poccun

Google

Monck 8 Google Mue noseseT!

Pucynok 1. Caiit google.com

3. Bribepure B HIKHeH yactu skpaHa «Co31aTh akkayHT» (puc.2)



Google

OAVH akkayHT. Becb mup Google!

BolianTe, NCNonb3ys akkayHT Google

OcTaBaThed B CHETEME Hy#Ha nomowys?

Co3agatb akkayHT

Pucynok 2. Co3nath akkayHT.

4. 3amonauTe TIpeIaraemMeie mois (puc.3):

o mst

e Gamunus

e Ims mostb30BaTeNs (3TO UM JIEKTPOHHOTO SIIUKA)
e [Taposib (3T0 Maposib K IEKTPOHHO mo4Te)

e [ToaTBepkIeHNE TAPOIIS

o J[OMOTHUTENBHBINA aJIPEC AJIEKTPOHHOW MOYTHI.



3aperncTpupyintecs B Google

Kar Bac z0BYT

Mofoss Abpsmosa

MpugysManTe HMs NoNE30EATENR

E M GL n '.': > l.abranrowal T

HEenonLE0EETE TERYLLWA SADES 2. NoYTE

MpugymanTe napons

NogTeepauTe napons

[ata pos@meHnus
= = ¢ =

MNon

BaHCERA

4k

MoGuneHER Tensdod
- T

3anacHol a0pec an. NOYTE

[okamure, 4To Bbl He poSoT
MponycTHTs 2Ty npoaspky. Moxet
noTpeSoesTECA NPOBEDKS NO TenSdoHy

Beenowure TexcT:

282 c o B

CrpaHa

PooCuA -

' H npuHuMa YENOERA MCNONESOEEHUA
COMNBLUANGCE C FoNUTHIDR
#0HDNE SHMBNEHOCTA Google

3auem Google coSupssT 3Tk caenerkaRT

Pucynok 3. ®opma peructpanuu.

5. BBons naty poxaeHus, noxaiyiicra, OTBETbTE YECTHO. Eciin Ha OCHOBE BBEICHHBIX
JMaHHbIX KommaHusg (Google BBISICHUT, YTO Ball BO3pacT MeHee 14 JjeT, TO, B COOTBETCTBUU C
YCIOBUSMHU HCIIOJIb30BAaHMs, C KOTOPBIMH BBl COTJIACUTECh HHWXKE, YYeTHas 3amuch Oyjaer
OTpaHMYE€HA, a BBl HE CMOXKETE BBIMOJIHUTD 3a/IaHUs 110 HAIIeH TUCIUIUINHE.

6. HacToitunBo pexoMeHayeM yka3aTh HOMEp MOOMIIBHOTO Tesie(oHa, T.K. IPU TOMOIIH
CMC-COOOIIEHUST MOXKHO OYJIeT JIETKO BOCCTaHOBUTH Tapoiib. Kommanus Google He pacceuiaer
pPEKJIaMHBIE COOOIIIEHUSI.

7. BBenuTe cMBOJIBI HAa KapTUHKE, TOKa3bIBatolIe, 4To Bbl He po0oT.

8. ITo BO3MOXHOCTM O3HAKOMBTECH M COIJIACUTECH C YCIOBHUSMH MCIIOJIB30BAHMS W
MOJIMTUKON KoH(puIeHmanbHocTH Google, ycTaHOBHUB TajlOuKy B COOTBETCTBYIOILEM TOJIE.

9. Haxxwmure «/laneey.



Cozgante npodunb Google+

MNomMoruTe caena

[ A b

Jlio6osb ABpamosa

NebaBuTs poTo

HeTt Co3afaHne Npoduns

Hele TToDoins Hoboe ppemd. Moa

Pucynok 4. Co3ganue mpoduis.

10.  Ilo Bo3aMokHOCTH 100aBbTE K cBoeMy mpoduiio ¢ororpaduto (kHomka «J{oO6aBUTH

¢boT0», BEIOEPHUTE €r0 Ha KOMIIBIOTEPE).
11.  Haxats xHOTIKY «Co3manue npoduisn (puc. 4).

12.  VYbeaurech, yTO MOSABUIOCH COOOIIEHHE 00 YCIEUIHOM CO3[JaHUU aKkayHTa (puc.5).
OOpaTuTe BHUMAaHHE: B IPAaBOM BEPXHEM YTy MOKHO 337aBaTh HACTPOWKH aKkayHTa. /|y 3Toro

HAJI0 HAXXaTh HA UKOHKY ¢ (hoTorpadueii.

Locmyn & MpUIoKEHUAM, NooSEpKS
YESCOMMEHUL U HECTPOUNE SYRayHMa

[lo3apaBndem!

BEME O > B

Pucynok 5. YcnenHoe 3aBepiieHre perucTpanm.

Hanpumep, MOXHO W3MEHHTH NPOQPWIb, S3BIK, MPUBATHOCTh W Tak pganee. OOpartute

BHUMAaHHUE, YTO 3/I6Ch HAXOAUTCS ¥ KOMaHa « BeIiAThy.
13.  TIlpoitaure 3tanm «J{o6aButh npyseii» (puc.6)



l.abramovaiit@gmail.com . -

° foGaBbTe Opy3en

- v PacumpniiTe cBOM KpYTW, U ¥ Bac BEeraa ByJeT 4To NouMTaTh, NOCMOTPETL W nocnyiuaTe! MogpoGhes
Haigure opyaei

Mownck nogen B Google+

Beegwte uMA unk afpec an. nouTs n

Hangnte apysen B Qpyrux cepencax

YaHoO! Yahoo & Hotmail

Pucynox 6. Otan «/lo6aBuTh Apy3ein»

14. Haxxmute Ha kHOTIKY «IIpOoAOIIKUATHY.

15.  IIpu HEOOXOIUMOCTH U3MEHUTE HACTPOUKM aKKayHTA.

16.  BwiOpaB B BepxHem MeHI0O koMmaHay Gmail, BB MOXeTe paboTaTh C CO3/IaHHBIM
9JIEKTPOHHBIM SIUKOM (puc.7,8).

+lioBoas 838 ‘ S

B EHO

+iboes Mowck YouTube

2

KapThbi Play HosocTi
Mouta Iwck KaneHgapt

Eue

. WL

Pucynox 7. i35160p paboThI ¢ TOYTOM.



Google KN =4 + @
Gmail ~ - (6] Eugg - 1-3us3 ¢ | D -
m D HecopTuposanHbie 22 Coucemm % MpomoarLmm H
Bxopauue (3)
MoMeyeHHbe Komauna Gmail B Gmail Bcé no nonoukam - 3apasceyime, lioboss! MNonssosatees Gmail yaotho £ 14:00
Qmpasnenie Komanpa Gmail Bce npenmymecrsa Gmail goctynHel ¢ nrGoro yetpoicTea - 2apasctayite, Jliof 14:00
YepHoBii®
Eugg~ Komanpa Gmail Tpu coBeTa no Ucnonb3oBauwo Gmail - 3apascTeyite, Moboss! CoseTwl no wenor 14:00
@ MlioGoes Q
i
— X
AT oA TEE Kak nonbsosarsca YeTaHoeuTe
10 % e tipiia s noutoi Gmail npunoxexns Gmail
o
BuibepuTe Temy WmnopT agpecos 1 Wamenute choto
Binonseto TIRLTH npodbuna
HMcnonesosaro 0 16 (0%) w3 15 16 © Geogle, 2014 - YEN0SMA UENCNEIOEEHAS
Ynpaenssue
Hauats uar

Pucynok 8. [1ouTOBBIi1 SIIKK.

Yactp 2. Co3aanue 0J10ra
DneKTpoHHOE MOPT(OINO, B KOTOPOM HEOOXOAMMO pa3MeliaTh OTYET IO BBHIMOJTHEHHBIM
nabopaTopHbIM paboTaM co3jaercs Ha cepBuce google — bror.

1. 3aiimuTe Ha cTapToBYIO cTpanuily Google http://.google.ru\
2. 3aiiiuTe B CBOM aKKayHT (pa3zien «MOW akKayHT» (B IIpaBOM BEPXHEM YIIIY))
3. Haiinure B rmaBHOM MeHro komanay: Eme — Bee mpoaykrsr — Blogger (puc. 9,10)

+Mobose 558 M + ®

HEHO

+Mwbosb Monck YouTube

T b ==

a 4
KapTst Play HosocTu
Moura Duce Kanengaps

Ewe

Pucynox 9. Beibop komanas! «Eme»
+Nioboes 22 ‘ 4+ @

e R

MNepesoguny Blogger DoTorpadiu

i

Opyrwe npeanoxequA oT Google
Pucynok 10. Beroop komaner «Blogger»

4, [Tpu HEOOXOAMMOCTH CJIeTaliTe AOOIHUTEIIBHBIE HACTPOUKH B TIPOQUIIE.



=] Blogger

fabik:

Pyccinit -

lNoATBEpAUTe CBON NPOdKAsL

Buibepite npoduns, koTopsiii GyayT BaeTs sawM uTaTenk. C npodmnem Google+ a KoATeHT Ha pecypeax Google MOXHO ByAeT nerxo onozxaTs. Kpowe Toro
UUITATENM CHOTYT PEKOMEAOBTS 1 MYBMMKOBATS Bl MaTepHans! & UsTepHeTe 1 Google+ Ecni 51 XOTHTE ICTIONS 30BATS NCEBAOHIM, B3M BobiLe ROOMAET
npocuns Blogger ¢ orp Boree ceenenus 0 npochunax 8 Blogger

Ballle vMA ByAeT 0TOBPAaXaTbCH KaK..
Baw npopunt. Googles O npodurnax

TNioGoss ABpamosa

. Mpocwarpets npoduns

XoTitTe BecTi Gnor oA APy M Wnieken? BepryTuca K npoduio Blogger (orpaiueksie dykiaym)

Pucynoxk 11. ITpoduis B Blogger.
5. Coznaiite HOBBII 00T (puc.11)

Cnucok 6noros » Cosaanue Hosoro Bnora

Saronoeox ‘ Moprdbonio

Anpec ‘
K coxanssnio, 3T0T aApec HEAoCTyNER
WabnoH
—_—
0 =
pemf
Mpocras [vHamuyeckuil NpocMoTp
l -
Beneuuarcroe okHo  Kopropauua "Hyaeca’ A

Bl MONETE OCMOTRETE ADYTNE WAGNCHE! ¥ HACTROUTL BHELLHWI B1g nora nose.

OTmena

Pucynok 12. Co3ganue HOBOrO 6JI0Ta.
6. Jaiite HazBanue Osora, Harpumep, «[lopTdommo» (puc.12).

7. [Ipugymaiite agpec Omora. IIpm HEoOXOIMMOCTH TIPOBEPHTE
BbIOpaHHOTO ajpeca. BHHMaHMe: HMEHHO HTOT afApec OyJIeT HCHOIb30BaThCS
cooOmmenui 6mora! (puc.13)

JAOCTYIIHOCTb
IIpu YTCHUU



Cnucok énoros » Co3gaHue HoBoro bnora

3aronosoK

| MopTdronuo
Anpec ‘ abramovaforstuden
3TOT aapec GNOra He 33HAT.
LabnoH a
e e e —
" .
' =
wosf -2
MpocTan OuHamuuec ki MpoclaTp
e
Beneuwancroe okdo  Kopnopaums "Hygeca” =
Bel MO¥ETE NOCMOTEETE ADYTHE LWAGNCHS! 1 HACTPOWTS BHELLHWI 81T BN0ora NosHe.
OTmeHa
Pucynox 13. Co3nanue HOBOro Oj10Ta
8. Hepennmme aapec Omora B TCTpaab.
9. Bri6epuTe mabioH Bamero 6jora.
10. IllenkHure «co3maTh 6I0M».
11 . Ecnu BBI Bce caenanu IIpaBUIIBHO, TO IIOABUTHCA COO6IJ.[GHI/I€ «bior cozgan!» (pI/IC.

14)

n Bnoru none3osarens llio6oes AGpamoBa

HoBbin Gnor noquﬂOﬂHO

Bnor cozpan! OnyBnugyiTe Hosoe coobweHne | OTMeHHT:

Pucynok 14. Coobmienue o cozganuu oora.

12. Tlocne toro, xak BbI menkHuTE M0 «ONyONUKYITE HOBOE COOOIEHUEY, MOSBHTCS
nepBas popma cozmanus coobuieHus (puc.15). B mocrnencTBum Bbl CMOXKETE CO3/1aBaTh HOBBIE
COO6III€HI/I$I " pCAAKTUPOBATDH ITPU MMOMOIIU MAHCIIN UHCTPYMCHTOB.

[Ipu co3maHuu coOOLIEHHIT MOKHO BCTaBIATh TEKCT, M300paxkeHus u T.n. Hampuwmep,
KHOIIKM JIJIS BCTaBKU «U300PKEHUS» U «BUJEO» HAXOMAATCS TOCHE KHOIMKH «CChUIKa» (OHU
BbIJIETICHBI HA pUCYHKE 15).



n 5 ik
[=] Blogger| Mecumer e +Mobose  1HE M+ =

Moptcponuo - Cooblyerne  Hassanue coobignus S Coxparwrs  Npocwotp  3axpeimi

Cospars  HTML

Fov T OCeltwi  « B I U ¢ Avvgz Cuw L ¥ B v W

Pucynok 15. Co3ganue HOBOTO COOOIICHHUSI.

13.  Haxars Ha kaonky «IIyOnukanus».
14.  Cpenars koMMeHTapHii K COOOLIEHHIO M BEIOPATh IS KOTO MyOsuKkyere (puc.16).

Mopenutses B Google+

. Mepeoe coobiuetme e Bnore! ¥pal

MopTdhonmo

[Ona koro: | -

@ Mon kpymi

oo PAClUMperHbIe KpyTH

@ Ipyaea (0
@ Cemsa (D

@ 3uakomuie

Pucynox 16. BHecenne komMeHTapus K COOOIIEHUIO B BBIOOD ISl KOTO IyOJIMKyeTe.
15.  Tlocne myGnukanuu cooBIIEHHE MOKHO TIOCMOTPETH (prc.17).

MopTdonumo

060 MHE

Moe nepeoe coobueHme! -

J+ Nogrucarsen | 0

AsTop: flinBoss AGpamosa Ha (0:48 / MpocmoTpeTe npodimne

ME @ 8+ +1 PexomeHgosats B Google
Apxue Gaora
v 2014 (1)
¥ Oxtabpb (1)
HOMMEHTapMeB HET: Moe nepeoe coobuleHue!

OTNpaB1Tb KOMMEHTaPUI
Pucynok 17. Ony6nukoBaHHOE COOOIICHHE.

Yactsp 3. Google Inck



1. 3aiitu o1 cBoMM akkayHToM B Google Disc (puc. 18).

Go gle Ic “ +Miobozs  HE M@+ ;
& Ouck Moii guck ~ = az @9 O
Cirommoest ey [y on ok x
KOMNbHOTepax u MOBWNbHBI
>B Moit guck
Y106kl fOBABHTE hafinbl, HaXw Caolctaa CTaTHCTUKa
&% [LocTynHule "Cozpars”
® HepaeHue Sty
oMeYeHHIe Bui 3arpyauny obrext
o o 13:57 i
M kocaimia W roc Bno.dec
o 9 oktrGpA 2014 r. Hukakux aeicTemi He Beino
Pucynoxk 18. Google Disc.
2. Br1Opath KHOTIKY cO3/1aTh U 3arpy3UTh HeoOXoauMbIe (aitisl (puc.19).
®ain Jownag docx sarpy:seH B nanky Mo guck
& Ouck Moit guck ~
3  moit guck
% HocTymHele
® HepasHue RS
.di
* MomeyeHHbe W o
i Kopaunna
Pucynoxk 19. 3arpysxeHnslii ¢aiin.
3. Haxarp mpaBoii KIaBUIIEH MBIIIK Ha JOKYMEHT M BbIOpaTh « COBMECTHBIN JOCTYID»
(puc.20).
4. 4.BBecTH 311. azpeca TeX, KOMY pa3pelieH J0CTYyN K JAHHOMY JOKYMEHTY.
5. HaCTpaI/IBaCM YPOBE€Hb I0CTyIa K (I)aix'my: PEAAKTUPOBAHNE, KOMMCHTHPOBAHHUC,
YTCHUC.
COBMECTHBIA OOCTYN BKNiouMTs 4OCTYN NO CCBUTKE
Moai

BeeauTe HMeHa UK 2Apeca 3. NoyTL # PenaktupobaHue «

SRS



Pucynok 20. CoBMecTHBIN JOCTYTI.

7. Hactpoum nocrtyn k (aitiny, Haxas «Pacumupenue» (puc.21).
HacTpoitku goctyna

Ccbinka ANA COBMECTHOM A0CTYNa (QOCTYNHA TONLKO COABTOPAM)

YpoBHW gocTyna

@ [okyMeHT QOCTYNeH ToMLXD Bam MamennTs...

-

= Ilioboss Abpamosa (Bei) |.abramov Bnapneney

I PUMacKHTh NonNL30EaTENe!:

PeOanTophl CMOTYT HIMEHATE HECTPONKM

gocTyna. [Mameruts]

Pucynok 21. Hactpoiika pacuiupeHHas.

8. Tak ke 371ech MOKHO YBUACTh CCHUIKY Ha 3TOT (haiil.

Yactsp 4. Co3nanue anket ¢ nomombio Jlucka Google

C pocrom nomysipHoct MIHTEpHETA BCE O0sIee BOCTpeOOBAaHHBIM CITIOCOOOM cOOpa JTaHHBIX
CTaHOBUTCS ceTeBoe (OHNaiH) aHKeTUpoBaHue. [losSBUIOCH OTPOMHOE KOJHMYECTBO CAaWTOB,
MO3BOJISIFOIMX OBICTPO M KaYECTBEHHO CO3/IaTh CETEBBbIE ONMPOCHHUKH. OTIMYME OJHOTO CepBUCA OT
JIPYroro B KadecTBE PYKOBOJCTBA OINPOCHUKOB, NOCTYMHBIX (opMmaTax MpPEACTAaBICHUS ITaHHBIX
(BomIpocoB), criocobax ympasieHus, 0pOpPMIIEHUU U MPOPAOOTAHHOCTH COCTABIISIOIINX OIMPOCHUKA.
Psn caifToB gaet GecriaTHYI0 BO3MOXHOCTh CO3/1aTh OHJIAHH ONMPOCHUK U cOOpaTh JaHHbIE:

e WebAnketa.com - pycCKOSI3bIUHBIN CEPBUC 110 AHKETUPOBAHHIO,

e VirtualExS.ru -  pYCCKOS3BIYHBIA  CEPBUC TI0 CO3/[aHUI0 W  IPOBEACHUIO
po(hecCHOHATBFHBIX OMPOCOB U MICHXOJIOTUYECKUX TECTOB,

e MoyOpros — OHJIAMH-UHCTYMEHT IJisi CO3/IaHUSI OMPOCOB PA3HOM CIOXKHOCTH, €CThb
BO3MOXXHOCTh CO3/1aBaTh OMPOCHI 0€3 perucTpaimu,

o KMExpert — onnaifH-cepBrUC MaCCOBOTO aHKETUPOBaHUs ¢ 62301 OMPOCHHUKOB,

e SurveyMonkey.com - mnonb3oBaTenu oOrpaHuueHsl cO6bopom wuHpopmanmuun o 100
PECTIOHICHTAX, aHIJIOA3BIYHBIN pecype,

e DS-tect - pycckosi3blYHas SKCIEPUMEHTaldbHAas cHcTeMa cOopa CTaTUCTHUYECKOM
UHpOpMAaIIUH.

CymiecTBYIOT TakKe IUIaTHBIE CEPBHCHI, HAa OCHOBE KOTOPBIX MOXHO CO3/1aBaTh
npodeccroHaIbHBIE OHJIAHH ONPOCHUKH:

e C(CreateSurvey.ru - pyCCKOSA3bIYHBIN CEPBUC OHJIAWH-aHKETUPOBAHMS ISl CO3JIaHUS
po(hecCHOHATBLHBIX OHJIAIH MCCIeI0BaHUH,

e eQuestionnaire - ”HCTPYMEHT IS CO3/IaHUS U YIIPABJICHUS OHJIAIH OMPOCAMH.

B pamkax naHHo#i 1a00paTOPHOIl padoThl NO3HAKOMHMCH ¢ 0eCIVIaTHBIMU CHCTEMaMHU
co3n1anusa M 00padoTkm anket: JlokymeHThl Google.



Kpome opranuszanuu cOBMECTHOH pabOThI ¢ JOKyMEHTaMM M IMyOJHKAalMU JOKYMEHTOB B
cetn, cepBuc Jluck ['yrn mo3BoisieT co3naBaTh, NyOnMKOBaTh U 00pabaThIBaTh AHKETHI JUIS
ompocoB. AHKETYy B JaHHOM cepBuce HasbiBaloT ®OPMOW. Cosnats dopmy MoxHO m3 Crmcka
JIOKYMEHTOB WJIH U3 JIFOOOW TaOJIHIIBI.

Co3zoanue gpopmut uz Cnucka 00KymeHmoe

1. Ortxpoiire Auck L'yra (uepes akkayHT [y win DneKTpoHHy o nouty ['yri)

2. Haxwmure Co3aatsh - ®opma.

3. Otkpoercs ma6m0H GOPMBI.

4. B oTKkpbIBIIEMCS MIAOJIOHE B MOJIE «3aroJ0BoK» BMecTo cioB Hoeaa ¢popma Brvnmre
Ha3BaHHe aHKeThl. Huke BoiOepuTe TeMy odopmiienus Bameit ankersl. Haxxmure «OK».

w
,D,H CK BuibepuTe HasBate n TEMY

1
coypate | # |
- Nanka

E [OKYMEHT

MNpeseHTauna

Jaranosok| [FlarruR tt

Tewa Mo yonuannm

Tatnuua

I
il

Sample Form

E @opma

PUCYHOK

OTMEHa v T04236 BTk B HOBSIX (DOpUax

5. B none «Onmcanue dopmbl» pazmecTure 0oO0myr0 WHPOPMAIUIO 00 aHKETE WIIH
HEeOOJIBIIYI0 UHCTPYKLHMIO TI0 ee 3anoiaHeHuto. Hanpumep, «YBaxkaemsbie ponutenu! IIpocum Bac
OTBETHUTH HA BOIIPOCHI aHKETHI, KOTOPast IPOBOAUTCS € 1eNbl0... Cracubo 3a cOTpyJHUYECTBO!».

6. Haunure nucate nepseiil Bonpoc. i1 Hero y»xe nosBUIach 3aroToBKa.
Dopma 6e3 HazBaHURA

Bonpoc Bonpoc Ges aaronosra
MNoacueqne

Mn sonpoca OgUH M3 cNMCKa ~ MepeiTh Ha CTpaKKLY OTBETA

Bapuanr 1

WNW 0oBaEMTL BapuaT “dpyroe

lFotono Cpenate 3107 BONpoc o0A3aTENBHBIM

DoGaonte oncmert |+

7. B none Bonpoc 6e3 3aroJioBka BIUIIKMTE CaM BOIIPOC.
8. [Tone IlosicHeHme sBieTCS HEOOS3aTENbHBIM, HO OHO MOXET COJAEpXKaTb

WHCTPYKITUIO TI0 OTBETY Ha Bamr Bompoc. Hampumep, k Bonpocy « @HO»» MokeT ObITh HHCTPYKIIUS
«Ykaxncume amunuro, a maxoce 6e3 cokpawenuti ums u omuecmeo. Hanpumep, Heanos Hean

Heanosuu.»



9. Jlasiee BHIOEpEM THUIT BOIPOCA:

®  meKcm — CO3/1aCT HEOOJIbILIOE TEKCTOBOE M0JI€, B KOTOPOE PECIIOHIEHT OyieT
BIIMCBIBaTh KPaTKUW OTBET;

® mekcm 6 6ude ab3aya — CO3JACT TEKCTOBOE II0JE, B KOTOPOE MOXKHO ITHCATh
pPa3BEpPHYTHIN OTBET;

®  00uH u3 cnucka — CO3JaeT BOINpPOC ¢ BO3MOXHOCThIO BbiOOpa OJJTHOI'O Bapuanra u3
HECKOJIBKUX;

®  HeCKOJIbKO U3 CRHUCKA — BOIIPOC C BO3MOXKHOCTBIO BbIOOpA HECKOJIBKHX BAapHUAHTOB M3
IIPEUI0KCHHBIX;

®  gbINAOAWUIL CRUCOK — CO3JACT PACKPBIBAIOIIUICS CIIMCOK, U3 KOTOPOI'O PECHOHJEHT
MOJKET BbIOpaTh TOJIKO OJIMH BapHaHT OTBETA,

® wKana — CO3[ACT LKAy OLEHUBAHUS, HY)KHO TOJIBKO 3aJaTh I'PAaHUIBI OLIEHOYHOU
IIKaJIbI;

® cemKa — Ta XKe IIKaja, HO TOJIbKO B BUJE TAOJIULIbI, T.€. €CTh BOZMOKHOCTh OLIEHUBAaHUS
10 HECKOJIBKUM IIapaMeTpPaM.

10. TIpexne uem Hakath KHONKY «I['0TOBO», MOmyMaiiTe, HyXKHO JIM CHENAaTh ITOT
Bonpoc o0s3arenbHbIM? Eciu 1a, TO MOCTaBbTE COOTBETCTBYIOMIMHA (DIaKOK PAIOM C KHOIKOM
«I'oToBO».

11. B npaBom BepxHeM yIjly KakIOr0 BOIPOCA HAXOAATCS 3 KHOIKH, KOTOPHIE
MO3BOJIAIOT: PEaKTUPOBATh BOMPOC, CO3/1aTh €r0 KOIHUIO U YAAIUTh BoIpoc. «PegakTupoBanue»:
4TOOBI OTPEIAKTUPOBATH CYIECTBYIOLIHI BOIPOC.

«M3MeHHMTB» cTipaBa OT COOTBETCTBYIOIIETO BOIIPOCA.

Fa J e
«Yzla.nenne»: ‘—IT06I)I yz[am/m) BOHpOC, HaAXMHUTEC KHOHKy

F J e
«¥Y manuTh» crpaBa OT COOTBETCTBYIOIIETO BOIIPOCaA.
«KOHHpOBaHI/Ie»Z tIT06I>I 6BICTpO CKOHI/IpOBaTL BOHpOC, HaXXMUTEC KHOHKy

s[c]w

CxonupoBaTh CIpaBa OT COOTBETCTBYIOLIETO BOIIPOCA.
12.  PenaktupoBanue BTOPOro BONMPOCA OTKPHIBAETCS KHOMKOM « A3MEHHTh.

13. JloGaBuTh HOBBIE BONPOCHI MOYHO KOMaHIOH «Jl00aBMTHL 3J€MEHT» B HIDKHEH
YacTH OKHa.

Oo0aBuTh 3NeMeHT -

14. Tlocne opopmieHns Bcex BOMPOCOB MOKHO HACTPOMTH TEKCT COOOIIEHHMS, KOTOPBIM
MOSIBUTCA HA SKpPaHE IIOCIE 3arlOJHEHUs PECHOHAEHTOM aHKeTbl. g storo B moise «Tekct
NOJTBEPKIeHU» BIuIuTe cooduienne. Ha npumep: «bnarogapum 3a oTBeTsI!».



MsmernTe NOgTESMwOEHIE
TekcT NoATERDHASHUA

OTeer 3anvcaHx.

v TMokaableaTe CCLINKY ANA NOBTOPHOM 3anonHeHHA Gopmsl
Onyﬁm-n-:naarh 1N Co34aTe CCBINKY Ha peaynkTaTel onpoca

PEI3pELUl1Tb pecnoHeHTam M3MEeHATE OTBETEI NOCNE OTNPaBKK

==

15. Koraga ankera OymeT MOJHOCTBIO TOTOBa, BaM HEOOXOAMMO OTIPABUTH €€
pECTIOHIEHTaM. DTO MOXKHO C/IENATh BYyMs CIIOCOOAMH:

a. HaKMHTE KHOTIKY «OTHPaBUTB» BBEPXY CTPAHMIIBI U YKAKHTE aIpeca dJIEKTPOHHOM
HIOYTHI MTOJIb30BaTeNeH, KOTOPBIM TpeOyeTcs OTIPAaBUTh JaHHYIO (HOpMY;

g OTEpbITE hopmy

b. HaKMUTE KHOMKY «OTKPBITH GopMy»
Ona HaxoauTCsi B BepXHeM MeHI0O peaakTopa ¢(opMbl. OTKpOETCS OKHO C T'OTOBOM
AQHKETOH, CKONMMPYWUTE CCBUIKY W3 aJipECHOM CTPOKH, M BCTABbTE €€ B MUCbMO WU Ha CTPAHUILY

Oumkle KOHCYABTAIINN AAS YUACTHHEOR KypCa CTAO HIPD

* Ofasarenemo

Manmiana Mhiia Orgactao =

BeifepuTe ROBCYABTATNE, KOTOPEIS MAAHNPYETS TOCATHTE =

FIQSTEE T RTUETIITE Tr RN TR ATTE T FOTOEE HET SSAITRTE (S TA SELmp T ST T TR

] 1 szapra & 10

|7 awaprae 030 48 1250

[F1 13 smpra € 9.30 30 1300

Bamm 3a7py, Prp—

P Aap 3 ma

Hamcorsa me mennosavie popan Google asy mepessmm mapodss.

Ha nnaTopse
Google Drive

KO HFEHHT CLOGE HE KNEET THNANERD DFHote

Coodaptie-r 1apyIeHm — FCnoos ner N et =1

ETENS T e YEIeEnH

16. Ortsersl y4acTHHKOB aHKETHPOBAHHsS MOXHO XPaHWUTh B  TaONULE WK
HENOCpPeACTBEHHO B (opme. Tabimuuma mo3Bosigs€T BUAETh UX IOJHOCTBIO B XPOHOJOTHYECKOM
nopsiike o mepe nocrymieHus. OTBeTsl, 3anucaHHble B (opMy, OyIyT AOCTYIHBI B BUAE CBOJKH.
CoxpanuTte oTBeThI B BUjie Ta0uibl. HaxkmuTte Ha KHONIKY «COXpaHATH OTBEThI».

[ Coxpanate oTBETH, ..



B nmunanoroBom okHe «CoxpaHeHHE OTBETOB» MOYKHO CO3/1aTh HOBYIO TaOJUIy JUIs 3allUCH
OTBETOB U NPUCBOUTH €il J006oe HazBaHue. BbI Taxke MoxkeTe ycTaHOBUTH ¢uiaxkok «Bcerna
CO3/1aBaTh HOBYIO TaOJUILy», €CIIM XOTHTE XPaHUTh OTBETHI Ha Bce Oyayuire (opMbl B TaOIHIIAX.
Kpome TOro, oTBeThl MOKHO 3alMChIBaTh Ha OTIEIbHBIN JUCT B TeKylued Tabmuie. Haxmure Ha
«HoBbIif HCT cyliecTByrOLe TaONMIEBL...» U 3aTeM KHONKY «BviOpaTh». Bbl yBHIuTE Ccrimcok
CBOMX DJJICKTPOHHBIX TaONHUI. YCTaHOBUTE (QUIAKOK pPSAOM C HYXHBIM (QaillioM U HaxMHUTe
BriOpate. B Tabnuiie nosiBUTCS HOBBIH JUCT A7t cOOpa OTBETOB.

17. Kornaa rabnuia Beibpana, kHonka «CoXpaHsATh OTBETHD» Ha MAHEIU HHCTPYMEHTOB,

3ameHsiercss Ha KHONKY «IIpocmoTrperh oTBeTbl». Haxkmute ee, 4ToObI OTKPBITH pPE3yJIbTAThI
ompoca (wim BoianTe B TabIUIly Yepe3 MeHto J{ucka).

AHkeTa
®aiin [lpaska Bug Bceraeka Orteetsl (0) Cnpaeka Bce
= M Tewma... EE] NpocMoTpeETL OTBETHI é@:: OTKpbITh hoply

18. Jlns pemaxtupoBanus ompoca, HEOOX0aMMO Ha cBoel crpanmuke Jlucka Google
HalTH €ro Ha3BaHUE U NEPEUTH O CCHUIKE B CO3AAHHYIO0 BaMU aHKeTy. OHa OTKpOETCS B peXHUME
pEeIaKTUPOBAHMSL.

19. B stom xKe pexxume MOKHO HPOCMOTPETh OTBET,
HakaB, COOTBETCTBEHHO, kHonKky «IIpocmorpers oTBeTbl». OTkpoercs Tabiauma c
OTBETAMHU.

20. s paGoTsl ¢ TaGIMIEN OTBETOB MPELYCMOTPEHA BO3MOKHOCTD:

® IMIIOPTUPOBATh U SKCIIOPTUPOBaTh JaHHbIe B (popmare XLS, CSV, TXT u ODS (u
skcnioptupoBath B popmare PDF u HTML),

® JICTI0JIb30BaTh MHTYUTUBHO IOHSATHYIO HABUTALMI0 M PEJAKTUPOBaHHE, KaKk B JIIOOOM
OOBIYHOM JIOKYMEHTE MJIH TaOIHIIE,

® JICTIOJIb30BaTh (POPMATUPOBAHHME U PEeNakTop (OpMys B TaOiMIaX, YTOOBI IMOJACYUTHIBAT
pe3yJbTaThl U HACTPAUBATh BUJI JAHHBIX.

3aoanue k 4 wacmu

1. C nomompio cepBuca Juck I'yrm co3nmaiite aHkeTy A OJHOIPYNITHUKOB,
COJIEpIKally0 HE MEHEE JIECATH BONPOCOB. MCronbp3yiTe BOIIPOCHI pa3HOTO THIIA.

2. OTBeThTe Ha BOIPOCHI AaHKEThl CaMU WJIM OOpaTUTECh K APYTUM y4YaCTHUKaM JUIs
3arosiHeHus1 Bameil ankeTsl: TpeOyercss He MeHee 3 peCIOHIEHTOB.

3. [Tocne 3anonHenuss Bamell aHkeTbl JApyrumMHM —ydacTHUKamu (i Bawmm)
IIPOCMOTPUTE CBOJKY OTBETOB.

KoHcynbTauuu

@aitn lNpaeka Buag Bcraeka Orteetwl (4) Cnpaeka

™~ Tema: bnokHoT ﬂﬂ MpocmoTpeTs OTEETHI g OTKpbITL hopmy

s aToro cHayana yOeauTech, YTO aHKETY 3alOJHMIIM Jpyrue ydacTHUKH. Hampumep,
OtBethi(4) - B CKOOKax yKa3aHO YHUCIJIO 3allojiHeHuH. PexomeHnayeTcsi, 4yToObl OTBETOB ObLIO HE

[ npocmorperts oteeThi

MeHee Tpex. [lanee Otkpoercss Tabmuia ¢ orBeramu: MeHIO «Dopmay -

«IToka3aTh CBOAKY OTBETOB).



KoHcynbTauyum (OTBeThI)

Qaiin lpaeka Buag Bcraeka @opmar [anHele  WHctpymentsl  @opma  Cnpaeka Bce namenenuna Ha Que
6 v~ -i_l p. % 123~ Arial = 10 -l B I 4 MameHuTb ¢JOpMy
i B c Otnpaeute hopmy
Be
Bribepure 3aTpyal MepeilTn k akTMBHOI (opme
KOHCYNbTaUuK, TakKke | ) )
KoTopbie a Betpouts dhopmy B BeB-CTpaHuLy
OtmeTka ®amunua Uua nnasupyerte paccmot
BEpPEMEHH OtyecTBO NOCETHTL KOHCYJS Mokaaate CBOAKY OTBETOB
27.02.2013 7 mapra c 9.30 go Bonpockl
10:12:36 12.30 CO34aHnt YaanuTs ceas ¢ hopmoil
maeHoe
HEeyCTpaHuMoe

NPenATCTBUE - He
XBaTaeT BpEMeHn
Ha nonHoe
norpyxexne. A Tak
MHTEpecHo!

4. Dkcnoprupyiite Tabnuily, COAEPKAIIYIO Pe3yabTaThl aHKETUPOBAHUS (OTBETHI Bammx
kosuter), Ha Bam kommbrotep B ¢dopmare Excel mmu PDF. D10 MOXHO cmenmaTe ¢ MOMOIIBIO
koMauael: Daiin > Ckauars kak > Excel niu PDF.

Bonpocs! 1151 CAaMOKOHTPOJIA

Mertoapl aBTOMaTH3aMK oduca.

Crioco0b1 BBOJ]a HH(pOpMALIUY.

3. XpaHeHHe, HABUTAIHsI, TOUCK U PHIBTPAIHS JOKYMEHTOB.

N —



JIABOPATOPHOE 3AHATHE Nel0. Pabora ¢ 1o0kyMeHTaMH ¥ TA0IMIIAMH B
YIaJeHHOM JI0CTYyIIe.

Tema 10. KostekTnBHas padoTa ¢ JOKyMeHTAMH.

Hean: [lonydyeHne npakTHMUECKUX HABBIKOB MO paboOTe C JOKYMEHTaMHU YJIaJ€HHOTO
JIocTyna. DIEeKTPOHHAs TabIuIa.

Oo6opynosanue: 11K, OC Windows, MS Office, Google Chrome, MmeToaudeckne yka3aHus
IO BBITIOJTHEHUIO JTA00PATOPHOTO 3aHSITHSL.

Xoxa padoThI:

Cepsuc [lokymentsl Google mo3BossieT:

e Co3maBatb B lHTepHeTe TEKCTOBBIE JOKYMEHTBI, OJJEKTPOHHBIE TaOMUIBI H
IIPE3CHTALNN, NPOCMATPUBaTh HUX, PEAAKTUPOBATh C JIIOOOT0 KOMIBIOTEPA, MOAKIIOUYEHHOTO K
HNnTeprery.

e (CucremMatu3upoBaTh JOKYMEHTHl C TIOMOLIBIO MAaloOK B XPaHWIMILE JIOKYMEHTOB
Google.

e  DKCHOpPTUPOBAaTh U UMIOPTUPOBATH TOTOBBIE TOKYMEHTHI.

e  Omy06nuKoBaTh JOKYMEHT B BUJI€ Web-CTpaHHMIIBI UIIM Pa3MECTHTh UX B CBOEM OJIOTe.

e [lpenocTaBuTh JOCTYN K PEAAKTUPOBAHUIO UM IIPOCMOTPY CBOMX JOKYMEHTOB JPYI'MM
M10JI30BATEIISIM.

e PenakTupoBaTh JIOKYMEHT OJHOBPEMEHHO C APYIMMH IOJIb30BATEISIMU B PEXKHUME
peabHOrO BPEMEHMU.

e (CoOBMECTHO ITPOCMATPUBATh MPE3CHTALUU.

e (OOMeHHUBATHCS JOKYMEHTaMHU.

HuTepdeiic cepBuc Jokymentsl Google

[Tanenps nmepexona K ApyruM cepBHCaM, O3BOJISIIOLIAS YBUJIETh JIOTUH aKKayHTa, HACTPOUTh
AKKayHT, MOJY4YHUTh CIIPaBKY, 3aBEPIIUTH pPaOOTy C CEPBUCOM.

1. Crpoka noucka.

2. BepTHKanbHOE MEHIO OCHOBHBIX KOMAH][ M yIIPABJICHUS JOKYMEHTAMHU.

3. PaGouas 006s1aCTh.

4. OO6nacTh CTATUCTHKH, OTOOPAXKAET CTATUCTHKY BEIEHUS JTOKYMEHTOB, XPAaHSIIMXCS HA
JTUCKE.

Google ©) d < RREK:
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Pucynok 1 — Untepdeiic cepBuca JJokymentsr Google
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Pucynok 2 — Okno peructpauuu Google u nanens cepucos Google

Onucanue Bo3MoxkHOCTel cepBucos Google

E Mot akkaynm - 3TO UEHTP YNpaBJICHHsS I0JIb30BATEIHLCKUMHU JAHHBIMH, KOTOPBIH
IPEJOCTABIISACT YAOOHYIO BO3MOKHOCTD M3MEHUTh HACTPOUKH KOH(PHUIECHIIMATHHOCTH, IPOCMOTPETh
coOpaHHYyI0 HH(OPMAILINIO, YAATUTh JUIIHEE, CAETIaTh Pe3ePBHYIO KOHIO CBOUX JIaHHBIX.

vouTube YouTube — cepBuc ansi XpaHeHMsI BHJICOPOJIMKOB U (oToapxuBoB. PaszmemieHue
y4eOHOT0 BHJICO M €ro MPOCMOTP OHJIAaWH. MOKHO BKJIIOYATh B IUICHIUCT HEOOXOAUMBIE IS
paboThl GUIBMBI JIPYTHX aBTOPOB.

@unbmbl U3 YouTube MOKHO BCTaBIATH HA CBOU CaMThl U Oyioru (IIKOJIbHBIC, Y4eOHbIE U
np.), WCIOJB30BaTh KaK JOTOJHUTEIBHBIN MaTepuail Ha ypoKax, TaK, HalpuMep, SKCKYpPCHH IO
My3esM WM KOHLEPTHBIM 3ajlaM M T.II. MOXHO BBICTABISATh TBOPUECKHE DPAOOTHI yHalIUXCH,
CO371aBaTh COBMECTHBIE pabOTHI ¢ pedsATaMu U3 JIpyrux ropoaoB. YouTube mo3Bosser 100aBiIsITh
(aiinel B caMbIX Pa3MUYHBIX (OopMaTax BUAEO U ayJIHO.

Play . . .
Google play — sBnsercs marazuHoMm mpuiokeHud ot Google, KoTOpbid maér

BO3MOXXHOCTh BIIQJIETIbIIaM YCTPOMCTB Ha omepannoHHOM cucteme Android mnpuobperats u
yCTaHaBJIMBATh Pa3HOOOPA3HbIE TPOTPAMMBI M UTPHI.

| I Google Mail — OGecrutaTHBI CEPBHUC 3JIEKTPOHHOW IOYTHI, KOTOPBI MO3BOJISET
NPUKPEIUIATH (aiibl pa3IndHbIX (POPMATOB - TEKCTOBBIC, TAOIMYHBIC U TPadUUECKHE TOKYMEHTHI.
Taioke B cucremMe Gmail goctynHa ¢yHKuMs OHJIAH yata, B TOM umcie u rpynmoBoro (Google
Chat www.google.com/talk/), uro mo3Bossier paboTaTb HaJ COBMECTHBIM IPOEKTOM HJIM peIlaTh
BONpOCHl B oHyaiiH pexxume. Google Chat uMeeT QyHKIHMIO TOJIOCOBOTO M BHeo-4yata. Kaxmbrit
nonb3oBarens Gmail wmMeeT BO3MOXKHOCTH  CO3JaThb  MHOMKECTBO COOCTBEHHBIX — TPYIII



http://www.google.com/talk/)

(GoogleGroups— http://groups.google.com). DTu Tpynmbl TO3BOJSIOT HE TOJBKO YMPABIAThH
CIMCKAMH PACCBUIKM W apXHBHPOBATh WX, HO M COBMECTHO pabOTaTh C YIEHAMH TPYIIIbI H
o0IIaThCs C HUMHU.

Google /luck. D10 (ailloBbIi XOCTHHI, CO3JaHHBI M IOJEPKUBAEMBII
xommanuen Google. Ero ¢gynkiun BrirodaroT xpanenue ¢aiioB B HTepHETE, 00mMNA JOCTYI K
HUM M COBMecTHoe penaktupoBanue. B coctaB Google Jucka Bxomsar Google JlokymMeHTHI,
Tabmuubr u Ilpesentanuu - HaOOp OGUCHBIX TPWIOKEHHH JUIsI COBMECTHOM pabOThI HaT
TEKCTOBBIMH JTOKYMEHTAaMH, OJJIGKTPOHHBIMHU TaOJHWIIAMH, MPE3CHTAMSIMH, YepTexamH, BeO-
dbopmamu u gapyrumu (aitmamu. OOmIEAOCTYNHBIE JOKYMEHTHI Ha JIUCKe WHACKCHUPYIOTCS
MMOMCKOBBIMH cUCTeMaMU. OCHOBHbBIE BOZMONCHOCTNU

1. Cepsuc nossonster xparuts Gecruiatao a0 15 I'6 daiinos.

2. Cospanue daiinos. [IporpaMma mo3BouseT cosuaBath (Gaiiibl, HanpuMep, popmara pdf,
pasnyHble TEKCTOBble (ailibl M Mpe3eHTalMu. A KpOMe€ 3TOro, B CEpBUCE OCYIIECTBIIEHA
BO3MOXKHOCTh COBMECTHOTO PEIaKTUPOBAHU (ailJIoB BMECTE CO CBOUMHU JIPY3bSIMU U KOJIJIETAMH, Y
KOTOPBIX ecTh akkayHT Google.

3. OOGecneuenne poctyna K (ailiaMm ¢ pasauuHbIX yCTpoicTB. Daiiiibl, HAXOIAIIUECS B
Google Jluck, MOKHO MPOCMATPUBATh KaK C KOMITBIOTEpPA, TaK C IUIAHIIETa WIH cMapTdOHA, pU
YCIIOBHM BO3MOXHOCTH BbIXxosa B IHTEpHET.

4. Bo03MOXHOCTb PaclO3HABAHKS OTCKAHUPOBAHHBIX CTPAHHI] WK (hoTorpaduii ¢ TEKCTOM
U peo0pazoBaHre MUCHBMEHHOTO TEKCTa B PEYEBYIO 3aIUCh.

S. Jlust aKTUBHBIX MOJIB30BATENEH OOJAUHBIX XPAaHWIMIL OECIUIATHOrO 00heMa MOMKET
OBbITh HEJJOCTATOYHO, IIO3TOMY MECTO Ul XPaHEHHUs MOXKHO PACHIMPHUTDH C IIOMOUIbIO €KEMECSIUHON
AOOHEHTCKOM IJIaThlI.

CepBuc Kanenoaps 1o3BOJsieT CO3/1aBaTh U PEAAKTUPOBATH KaJleHJIaph, J00ABIAThH
COOBITHS M COOOIIATh O HUX JPYTUM TT0JIb30BATEIISIM.
CepBuc, B KOTOPOM MOXXHO OOLIAThCs C JPY3bSIMH 10 MHTEpPECaM U JCTUTHCA C

fL

HUMH CCBUIKaMHM, BUAC03AMUCIMU U U300pasKEHUSIMH.

CepBuc 1J1s1 y100HOro XpaHenusi M noucka gororpaduii.

Tadauubt Google

Google Tabmuikl — 3TO peaaKTop, MO3BOJISIONINN CO3/1aBaTh U (OPMATUPOBATH TAOJIHUIIHI.
OH TakXke MoAIepKUBAET COBMECTHYIO pabOTy B peKUME PeabHOro BpeMeHH. YTo MOKHO CAemaTh
npu oMo Google Ta6smir:

e Uwmmnoptuposars ¢ainsl Excel, CSV, TXT wiu OPB u npeobpazoBath HX B
areKTpoHHBIE Tabmuil Google.

e  DkcroprupoBath Tabmmiry B popmate Excel, CSV, TXT, ODS, PDF wnun HTML.

e Bocmonb3oBathcst penakropoM (HOpMyN UIsL BBITIOJTHEHHUS BBIYHCICHHUH, a TaKkKe
0T(hopMaTHPOBATH TIOJTYYCHHBIC JAHHBIE.

e  OtpenakTupoBaTh TAOJUILy COBMECTHO C JIPYTMMH TOJIb30BATENIIMH U TOOOMIATHCS C
HUMH B Yare.

e  ABTOMaTHYECKH CO31aTh IrpaduK WIN AUArPaMMBbI.

e Bcerpouts Tabnuily uiam ee OTAEIbHBIC TUCTHI B OJIOT MM Ha BEO-CaiT.

e BcraBnare nuzobpaxeHus.



IIpakTHyeckas yactb Hauano padorsl ¢ cepeucamu Google

1. 3aiitn Ha caiit http://google.ru, kHonka «BoiTm»

2. Ecnu Bpl He 3apeructpupoBaHbl, KHONKA «3aperucTpUpOBaThCS», HHAYE OCYIIECTBUTh
BXOJ1 U NIEPEUTH K II. 4.

3. 3anosHUTH perucTpalvoHHBIE MO, CIEAYSI HHCTPYKIUAM Ha dKpaHe (puc. 2).

4. Broibpats Cepuchl «/luck», akTUBHpOBaTh KHOMKY """ , pacIlOJIOKEHHYIO CIpaBa OT
CTPOKH TOMCKA Ha MaHEJIH Mepexo/ia K IpyruM cepBucam (1. 1, puc. 1).

5. Urto6bl co3AaTh HOBBIM IOKYMEHT, TaOIUIy WU MPE3CHTAIUIO, BBITIOTHUTE CIEAYIOLIIE
JIEUCTBUA:

e AxrtuBupoBarth KHONKY Co30amb, TOSBUTCA TOIMEHIO IS CO3MaHUS Pa3TMYHBIX
JIOKYMEHTOB: TEKCTOBBIX, IPE3CHTAIINMN, JICKTPOHHBIX TaOJIHILI.

e BriOparh U3 crucKka HYKHBII TOKyMeHT (puc. 1).

3aganue 1. Co3nats fokymeHT Tabnuia.

1. Cosnaiite nokyment Tabmurna ¢ momsimu: @amunust, Ums, [laTta.

e [lepeiinure B Xpanunuwe 0okymenmos— Moii ouck.

e B BeprukansHOM MeHIO BeIOepuTe Cozdamv— Google Tabnauyul.

Mo Hazeat

Manka

[ -
3arpyauTb Qaitnb

SarpyzuTh MaRKyY

B Google Nokymente

| iZ] Google Tabnuubi

Google MpezexTaumu

Ewé »

Pucynok 3 — Mento «Co3naTb»

e [losBurcs myctoit nokymeHT Tabmuma Google.
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Pucynok 4 — [lycroit nokyment Tabnuua.

2. 3amosHuTe Tabnuily. BHecuTe B Hee CIMCOK CBOEH IPYIIIbI.
3. Ilpumenute Kk Tabauue pasnuyabie >PQeKTsl (opMaTUPOBAHUSA: U3MEHHUTE LBET
3aJIMBKH, [[BET, HAYEPTAHUE, pa3Mep U TUI MIPUPTA.


http://google.ru/

Jlnis i3MeHeHus 11BeTa 3aJUBKU U MpUQTa U mp. 3pdexToB GpopmMaTupoBaHus HEOOXOIUMO
BBHITIOJIHUTH CJIEMYIOIIME IIard: BBUICIHTh SYCHKYy W Ha maHenu @Popmamuposanue BHIOpATh
3anuseka. Yto 661 U3MEHUTH WIPUPT Ha MaHenu (GOPMATUPOBAHUS BBIOEPUTE UHCTPYMEHT [llpughm u
U3 CIIMCKa Ha3Ha4bTe JI000W TUN mIpUdTa, pazmep, uBeT u T. /1.

4. W3HavanbHO Tabnuna Oyaer mMmerh HazBaHue Homas tabmuua (puc. 3). Uto Obl gath
uMs Tabnuie cienyeT BeIOpaTh MeHIO Daiin—Ilepeumenosams. B pesynbrare HazBanue «Hosas
TabJIMIIa» OKaKETCs BBIJICJICHHBIM, CIIEAyeT yIaInTh Ha3BaHue «HoBas Tabnuiay M HamucaTh CBOE
Ha3BaHHE.
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Hoesas mabnuya >
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Pucynok 5 — ®parmeHT okHa 1oKkyMeHTa Tabnwuia.
Hmoe paboTsl — BbI CO3/1aJIM CBOM aKKayHT, HAYYHIIUCh CO3/1aBaTh U U3MEHSAThH TaOIHILy.

3amanue 2. Opranu3oBatb cOBMecTHOe penakruposanue Tadoauubl Google, noctynHoe
no e-mail.

CoBMecTHOE pelaKTHPOBaHHE JOKYMEHTOB

st coBMecTHO# paboThl ¢ JokymMeHTamMu Google He0OXOAMMO MOTYYUTh JOCTYII K HUM.

JocTyn MOXKeT OBbITh YEThIPEX YPOBHEH:

e Jluunvbui — STOT ypOBEHb AOCTyIla HUMEETCSs IO YMOJYaHUIO, HCHOJIB3YeTCs Korja
JOKYMEHT HE HY)KJaeTCsl B COBMECTHOM HCITOJIb30BaHHH.

o [lonv3zosamenu, umerowjue ccoblikKy — 3TOT YPOBEHb JOCTYIAa MOXKET MOJIYYUTH JHOOOH,
kto 3Haer URL angpec Ha daitn (MOXHO CpaBHUTH C Tele()OHHBIM HOMEPOM), TO3BOJIAET
pelakTUpOBaTh JOKYMEHT BCEeMM ydacTHHKamMu rpymnmnsl online. Ilpu sTom BXxom B cucremy He
TpebyeTcs.

e  Obwedocmynno 6 Humepneme — ¢aiin MoXeT 0arb JOCTyNEH BCEM JJIA
pEellaKTUPOBAHMS, OTKPBITh €r0 MOXKET JIF0OOH, a Tak K€ OH MOKET OBbITh BKJIIOYEH B PE3YJIbTaThl
TIOWCKA.

e  Bcem, komy paspeutero — O3BOJSET 100ABIATH YUaCTHUKOB 1O e-mail.

Hns toro, uroObl TaONMIly MOIJIM PEAAKTUPOBATH M JAPYIHE IIOJH30BATENIN CIEAYeT
OpraHU30BaTh COBMECTHBIN JOCTYII JIsl BCEH IPYIIIIbL.

PaccmoTpum Ba crioco0a COBMECTHOTO IOCTYTIA: 1O e-mail u no ccolike.

Opranu3zaiusi COBMECTHOTO JIOCTYIIA 1O e-mail.

JUJ1s1 5TOTO BBITIOJHUTE CIEAYIOIINE ICHCTBHS:

o QDain—Cosmecmuwlli 0ocmyn.

e (Cuenyer HaCTPOUTh YPOBEHb JOCTYTIA.

e B nosBuBIIEMcs AMATOrOBOM OKHE B pasjelie JIIOAU — yKa3aThb aJpeca 3JIEKTPOHHOH
MOYTHl BCEX YYAaCTHUKOB TPYNIIBI W B pas3jeie peNaKkTHPOBAHHS BHIOpPATh  HY)KHOE:
pellaKTUPOBaHUM, KOMMEHTHPOBAHUE WU YTCHHUE.
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Pucynok 6 — OkHO OpraHM3aIiui COBMECTHOTO JOCTYIA K TIOKYMEHTY.



CoOBMECTHLIA A0CTYN BrnounTs 4OCTYN N0 CoLINKE @

Joctyn no cceinke Bknioded [ogpobHes.

PenakTupoBEaTe MOryT BCe, Y KOMO 8CTe CCHl_. * KonupoeaTe coeinky
https://docs.google com/spreadsheets/d/11Ad)|BELwigZop 0 NEA e S N be O 2il.
v PepaktupoBaHue
KomMmeHTHpoBRaHNE

Moan YteHue

f PE,D,EKTHPDEIEIHHE b

OocTyn OTKRRIT, AHOped KapMa3snd, AHgpen YepHelwes (+17)

PacumperHbie

Puc. 7 — OxHO opraHu3any COBMECTHOTO IOCTyIa K JOKYMEHTY.

CoBmectHoe penaktupoBanue Tabmuisl Google, nocTynHsIi no cevlike.
Uro Obl oOecnednTh JOCTYNl K CBOCH TaOnHIe IO CCBHUIKE HEOOXOIWMO BBIMOIHUTH
CJIeIYIOIINE 1IaTH:

L O] [pegeapuTenoHBIA NPOCMOTR

d-:-r OTKPBITE € NOMOL B >

am COBMECTHBIA OOCTYM. ..

{—:): BKMHOUWTE AOCTYN NO CChIKE >

v Y -
fl+ [oBaewTe Ha Mol guek

W [OoBaeuTs nomeTky

[MNepenmeHoEaTb. ..

MokazaTh CBOACTES

CravaTs

FD Co3naTh KONWKO
3

B VYoanute
Pucynok 8 — MeHto pabotsl ¢ jokymentamu Google

OTKpBITH CIMCOK CBOUX TOKYMEHTOB (JIOCTYIIHBIE MHE).

Bb10path HyHBII TOKYMEHT, HABECTU HA HETrO yKa3aTellb MBIIIKH.

BbI3BaTh KOHTEKCTHOE MEHIO M BHIOpATh MyHKT BKIIIOYUTH JOCTYI MO CCHUIKE
OTtkpoeTtcs auanioropoe okHO COBMECTHBIN JOCTYII (pHC. 8).

BriOpath myHKT BKITIOYHUTE 1OCTYI IO CCHUIKE.

Nk W=



6. Hwxe oroOpa3utcs agpec Ballero JOKyMEHTa.

7. BwiOpath nyHkT KonupoBarh cChUIKY.

8. CKONMPOBAHHYIO CCBUIKY CIEIYET OTIPAaBUTh II0 3JIEKTPOHHOM II0YTE BCEM, KOMY
HeoOxoaumo: B myHKTe Jltonn— BBeaute nmeHa uinm agpec 3JeKTPOHHOM MOYTHI.

Htor paboThl — BBl HAYYHIMCh 00ECIEYMBATh COBMECTHBIN 1OCTYI K JOKYMEHTaM.

3aganue 3. YcTaHOBUTE 3alIUTY Ha IMAIA30H sUY€E U HA JIUCT.

3amuTa 1Mana3oHa siueeK Wi JIMCTa OT PeJaKTUPOBaHUS

Bb1 MOXXeTe 3anpeTuTh APYrUM MOJIB30BATEISIM PEIaKTUPOBATh AIEMEHTHI TaOIHUIIbI.
3amuTa AMana3oHa WM JUCTa

OTkpoiite TabnuiLy.

BribepuTe stueliky wiM quanas3oH syeek.

B menro /lannvie BoIOepuTE 3awuwyennvle aucmol U OUANA30Hbl.

B nosiBuBILIEMCS OKHE CITpaBa BBIIIOJIHUTE CIEAYIONIUE JeHCTBUS:

ITpu HeoOXxoMMOCTH 100aBbTE OIUCAHUE.

Bribepure /uanazon v Jlucm.

Jluanason. Yxaxure Auana3oH, Ha)kaB Ha 3HAYOK TAOJMIBl U BBIIEIUB B HEW HY)KHBIE
A4eiiku. Eciu BBl clieniany 9To 3apaHee, OH MOSABUTCSA B CTPOKE aBTOMATHUYECKH.

e Jlucm. Bribepure HyXKHBIH JUCT. UTOOBI OTIENbHBIC SYEWKH OCTAIHCh JOCTYMHBIMH
JUTSL pEeIaKTUPOBAHUSI, YCTAaHOBUTE (hJIaKOK PSIIOM C MyHKTOM "MICKITIOUUTH OT/AETIbHBIC sTueiku'.

1. Haxwmute 3a0ams paspewenus unu Hacmpoums docmyn.

2. YcraHOBHTE OIpaHUYECHUS.

e BriOepure '"Iloka3zpiBaTh MpenynpexIeHUEe BO BpeMs peIAaKTUPOBAHMUS 3TOTO
Jquana3oHa’, yToObl MOJB30BaTENSIM TpeOOBAJIOCH IMOATBEPXKAATh CBOM MPAaBKU. OTa (QYHKIUSA
MOMOJKET M30eXkaTh ONeyaToK.

e Haxwmute "BpiOuparh, KTO MOXKET PEJaKTUPOBATH 3TOT JUANa30H" U YKaXHUTE HY>KHBIN
BapHaHT.

e  Bce. JIto00#i N0b30BaTENIb MOXKET BHOCUTh U3MEHEHUS B UAla30H WU Ha JHCT.

e Tonvko 6vl. PepmakTpoBaTh JAMANla30H WIM JIMCT pa3pelleHO TOJIbKO BaM U
BJIQ/I€TIBIY TAOJUIIBI, €CIIU 3TO JPYroi YeIoBeK.

e Tonvko nonvzosamenu oomeHa. Ita QyHKIUA TOCTYMHA, €ciu Bbl paboTtaete ¢ Google
Apps B opraHu3aluy Wid y4yeOHOM 3aBeZeHMH. TOJBKO IOJIB30BATENN JIOMEHA MOTYT U3MEHSTh
JIMarna3oH WK JIKCT IPU YCIOBUH, YTO Y HUX BCEX €CTh IIPABO HA PeJaKTUPOBAHNE TaOIMIIBI.

e  Vkazamv. PepakTupoBaHue pa3pelieHo TOJbKO BHIOPAHHBIM I0JIb30BATEIISIM.

e Umnopmuposamv cnucox pedakmopos. YKaXHUT€ 3TOT BapHaHT, YTOOBI MOBTOPHO
MCIIOJIb30BaTh HACTPOMKH JOCTYIIA, 3aJaHHBIE IS IPYTOro Juana3oHa Wi JIMCTA.

1. Haxwmure Coxpanums vinu I omogo.

Yr1oOBl IPOCMOTPETh AYEUKH, KOTOPBIE 3aIPELICHO PelaKTUPOBaTh, OTKPONTE MEHIO Buo n
Haxmute 3awuuernnvle ouanasonsi. OHU OYAYT 3aIITPUXOBAHBI.

YPpoBHH J0CTYNIa HACTPOMKH 3aIUTHI

e  Braoeney madauybi MOXKET YCTAHABIMBATh U OIpPaHUYUBATh IIPaBa Ha PeJaKTUPOBAHUE
JTMara30HOB U JHCTOB.

e Pedaxkmop UMEET Te K€ MOJIHOMOYMS, HO HE MOXET YCTaHaBJIMBATh OIPAaHUYEHUS IS
BJIa/IE€TIbIIA.

e [lonv306amento ¢ npagamu HA NPOCMOMP U KOMMEHMUPOBAHUE 3ATPELIEHO
PENAKTUPOBATh U yAAIATH 3AIMILIEHHBIEC JUAAa30HbI U JIUCTHI.

PenakTnpoBaHue 3a1MIIIEHHOT0 JUCTA

e [lonb3oBaTenb, KOTOPBIM HE SBISIETCA BIaAeNbleM TaOaUIbl, MOXET H3MEHUTb
3alMIIEHHBIE TaHHbIE TOJIBKO B €€ KOIHUH.

e Ecnu y Bac ecTb mpaBo Ha peAaKTUPOBAHHE, CKOMUPYHTE JTUCT WM TaOnMIly JHOO

L I N



3arpy3uTe HOBYIO, HE3ALUIIIEHHYIO BEPCHIO.

e  Ecau Bam paspelieHo NpocMaTpuBaTh Ta0IHIly, CO3JANTE €€ KOIHUIO.

3amevanue! OyHKIHMSA 3aLIUTHI JUCTOB U IMANa30HOB HE MO3BOJISET JPYTUM MOJIb30BATENISAM
U3MEHSTH JJOKYMEHT, OJJHAKO He oOecreunBaeT 0e30MacHOCTh BallMX JaHHBIX. Hampumep, npyrue
HOJIB30BATENIM CMOTYT pacneyaTaTb, CKONUPOBAaTh, UMIOPTUPOBATH UM 3KCIIOPTUPOBATh TaOIHILY.
OTKpbIBaiiTe 1OCTYN K (aiiTy TOIBKO TEM, KOMY BBI JIOBEpsETE.

Hmoe paboThl — Bbl HAYYWJIUCh YCTaHABIMBATH 3AIIUTY Ul AMANa30Ha SYEEK WM JIUCTA.

Bcemaska uzobpasicenusni. JInsg BCTaBKM M300pakeHHS B JOKYMEHT HYKHO BBIIIOJIHUTH
CIeyIolIHe JeHCTBUS.

1. B wmenmo "BceraBka" BeiOpath "U300paxenue... "

2. BeiOpatb oguH U3 napameTpoB qobaBieHus nzoOpaxkenus ("3arpyska”, "URL", "ITouck
kapTuHOK Google" mnu "Be6-anp00mbl Picasa") u BBITOTHUTE CIEAYIONINE ISHCTBUS.

e  3aecpyska. BeibpaTh n300pakeHre Ha KOMIIbIOTEPE U HaXKaTh KHOMKY "3arpy3uts'.

e URL. Bectu URL u3ob6paxenus u HaxxaTh KHONIKY "BpiOpats".

o J[louck xapmunox Google. BBecTH TNOUCKOBBIA 3ampoc M HaxaTh KHOMNKY 'llomck
KapTHUHOK". BbIieanTh Hy)kHOE N300pakeHre U HakaTh KHOMKY "BoiOpats".

e Beb-amvbomul Picasa. Haxath Ha yMEHbBIIEHHOE H300pakeHUEe ambOoma. BriOparth
HY’KHOE M300pa’keHUe U HaXaThb KHOIIKY "BpiOpaTs".

Iyonukanus n pasMmemenue ¢gaiiyioB Ha caiTax.

UToOBI OTKPBITH JOCTYI K JOKYMEHTY, TaOMuIE WIM HPE3eHTAlUd OOJBIIOMY YHUCIY
MOJIB30BATENICH, TaHHBIN (halijl MOKHO Pa3MECTUTh Ha CalTe WU B OJioTe.

1.  OTKpBITh TOKyMEHT, TAOIUIy WM MPE3EHTALUIO.

2. [Ilepeiitu B mento "daiin".

3. BruiOpartp nynkt "Omy6nukoBath B IHTEpHETE".

4. Haxarp "Havatp myOaukamnuro".

5. BcraBurs ccbuiky u3 noss "BceTpanBaHue koaa" B Koj caiiTa uiu 6Jora.

JloGaBsieHue nokyMeHTa Ha calt Google.

Jns myOnukanmuy JOKyMEHTa, TaONWIBl WM Tpe3eHTanuu Ha caiite Google HyXHO
BBINOJIHUTD CIEIYIONUe TeHCTBHUSA:

1. TlepeiiTi Ha M OTKPBITH CTPAHHILY CaliTa, HA KOTOPYIO TOOABISIOT (haii.

2. Haxatp Ha 3Ha4OK ’ "M3MeHNUTh cTpaHuIly" B IPaBOM BEPXHEM YTy DKpaHa.

3. OtkpeiTh MeHIO "BceraBka" v HaBeCTH Kypcop Ha MyHKT " J{uck".

4. BsiOpats nyHkT "Hokyment", "Tabmuua" wnm "Ilpesentanmsa”. Haiitu cTtpoky B
HWDKHEW 4acTH OTKpPBIBIIETrocsl okHa U BctaBUTh B Hee URL ¢aitna.

5. Haxarts "BriOpats".

IMy0nukanus 10KyMeHTAa, Ta0JMIbI, IPe3eHTAIUN UJIH PUCYHKA

MoxHo omyOnukoBaTh Qaiin B VHTepHeTe M MONYYUTh CCBUIKY, KOTOPYIO MOXKHO
OTIPaBUTh JIFOOOMY IMOJIB30BATENIO WIIK Pa3MECTUTh Ha CBOEM CaiiTe.

MoxHO omy0OnauKoBaTh 000 u3 cBoMX (aitnoB. [y 3TOro Hy)XHO BBIIIOJHHUTH
CIEYIOIINE IEUCTBUA:

1.  OTKpBITh TOKYMEHT, TaOJIMILy, IPE3EHTALMIO UM PUCYHOK.

2. Boitu B MeHro "@aitn".

3. BeiOpartp nynkt "Omy0nukoBath B IHTepHEeTE".

4. Ilo ymomuanuto ¢aiin OyaeT omyOIMKOBaH ETUKOM, HO JUISI HEKOTOPBIX TUIIOB (haitioB
B PACKPBIBAIOLIEMCSI MEHIO MO>KHO YBUJIETh JIOTIOJIHUTENbHBIE TTApaMETPhl IMyOIUKAIIH:

e  TaOnuubl. MoXHO BBIOpaTh MyOIUKAIMIO TAOIULIBI MU OT/AEIbHBIX JHCTOB.

e [IpesenTtarmu. MoxHO BBIOpATh CKOPOCTh CMEHBI CIAMIOB.
e Pucynku. MoxxHO BBIOpaTh pa3mep M300paKeHNUI.
|

Haxarp "Hauate myOnukanuio".



2. CKomupoBaTh MOSBMBILYIOCS CCHUIKY W OTIIPABUThH €€ BCEM, C KEM HY)KHO IIOJEIUTHCS
daiinom.

[Ipn BHeceHWHM W3MEHEHHH B HMCXOIHBIM (aitm omyOJWKOBaHHAs BEPCHS Takxke OyneT
ABTOMATU4YECCKN 06HOBJ’I§ITBC$I. I[J'DI BBIKJIFOUCHHS WJIN BKIIFOUCHUSA HaHHOfI (bYHKI_II/II/I 3aHOBO HYXXHO
BBITIOJIHUTD CJIEIYIONIUE ICHCTBHUS:

1. Orxpeits daiin.

2. Tlepeiitu B MeHI0 "®aiin".

3. Buibpars nynkr "Ony6nukosars B Marepuere".

4. Haxars "Ony0auKOBaHHBIE MaTEPHAIIBI H HACTPOMKH'".

5. VcraHOBHTH QUAXOK psIOM C HAAMKCBI0 "ABTOMAaTHYECKH MyOJIMKOBATH MOCIE
BHECCHMsI M3MEHEHUH'", eCTu HEeoO0XO0aUMO, YTOObI B OMYOJIMKOBAHHOW BEPCHH TMOSBIISLIUCH BCE
U3MEHEHHUs, KOTOpble BHECIM B OpPUTMHANBHBIA (Qaiin. CHATh (QuaXok, ecid HeoO0XO0AUMO
OITy0JINKOBATh TOJBKO TEKYIIYIO BEPCHUIO, HE CHHXPOHU3HUPYSI OOHOBJICHUS B JaJIbHEHIIIEM.

Jnist oTMeHs! myonukanuu ¢aiia Heo6XoUMo:

1. Otxpeite daiin.

2. Tlepeiitu B MeHo "®aiin".

3. BuiOpats nynkT "Ony6nukosats B MaTepreTe".

4. B pasgene "OnyOnmkoBaHHBIE MaTepuanbl M HacTpolku" Haxare "IIpekpaTuTh
nyOauKanum".

Uto0b! Jpyrue nosb30BaTead TOXKE MOIIM ONMyOIMKOBaTh (ailyl, Hy’)KHO MPEJOCTaBUTh UM
JIOCTYTI C TPaBOM PENAKTUPOBAHMS.

Ecnu Hy’>XHO 3anpeTUTh BCeM IyOIMKOBaTh (aiii (B TOM YHCIE MOJIB30BATEISIM C IIPaBaMU
Ha peIakTUPOBAHKE), U3MEHSIOT HACTPOMKHU OOILEero 10ocTyna K Hemy. [ 3Toro Hy»Ho:

1.  OTKpBITH (aii.

Haxatp kHonky "HacTpoliiku goctyna" B MpaBOM BEpXHEM YTIy.

Haxxate "Pacmmpenssie” B IpaBOM HIDKHEM YTUIy OKHA HACTPOEK JOCTyTa.

B HIKHEW yacTu MEHIO HACTPOEK J0CTyIa HaxaTh "M3MeHuTs".

BriOpatp BapuanT "TonbKo Biajener] MOXeT U3MEHATh HACTPOHKH JocTyma'.
. Haxartp "Coxpanuts".

3akpenJieHue WIN OTKpeIJieHHe CTOJIOOB U CTPOK

YroObl MpU MPOKPYTKE TAOIUIBI KAKOH-IMOO 3JI€MEHT (HalpuMep, 3arojioBOK) OCTaBAaJICS
Ha MecTe, 3aKpenuTe CTOJIOEI] WU CTPOKY.

3aKkpenuTh CTONOIBI U CTPOKU

1. OrtkpoiiTe TaONHUILy ¥ BBIICITUTE SUCHKY B HY>KHOM CTOJIOIE UITH CTPOKE.

2. Ortkpoiite MeHI0 Buo.

3. Haseaute Kypcop Ha 3akpenums.

4. BriOepute KOIMYECTBO CTOJOIOB (0 MATH) WiIK CTPOK (10 aecsitu). Kpome TOro, BbI
MOKeTe Haxarb /[o mexkywezo cmondbya v Jlo mekywjen cmpoku, 4TOObI 3aKpenmuTh BCe
CTOJIOIBI/CTPOKH TI€pe]l BBIJICIIEHHON STYEHKOI.

OTKpenuTh CTOJIOIBI U CTPOKU

1. Ortxkpoiite TabauIly U BBIETUTE SYEHKY B HyXKHOM CTOJIOLE HITH CTPOKE.
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2. Ortxkpoiite MeHO Buo.
3. Hasenure xypcop Ha 3axpenums.

4. Buibepure He saxpeniame cmonbyvr win He 3zaxkpennisams cmpoxku. Bcemasnsame
cneyuanbHvle CUMBOIIbL.

YtoObl 100aBUTH B TEKCT CIEIHAIBHBIE CUMBOIIBI (HAIPUMED, CTPEIKHU, GUTYPHI WIH OYKBBI
Pa3IUYHBIX a1(aBUTOB), BBITIOIHHUTE CIICIYIOIIHE JCHCTBYS:

1. OtkpoiiTe JOKYMEHT UM IIPE3EHTALMIO.



2. Tlepeiimure B MeHIO Bemaska.

3. Buibepure Cheyuanvuvlie cumeéonsl. Bcoum HeoOXOAMMO, BHIOEPUTE KAaTETOPHIO
CHUMBOJIOB B pacKpbiBarolieMcss MeHi0. Eciu Bbl 3Haete koa cuMmBosia B Unicode, BBEOUTE €ro B
nose "16-puuHbIid Ko7',

4. YroOsl 100aBUTH BEIOPAHHBIA CUMBOJI B TEKCT, HAKMUTE KHONIKY Bcmasumo.

B nmoxymeHTe BRI MOXKETE€ HApHCOBAaTh HYXHBIH CHUMBOJI OT PYKH C TOMOIIBIO MBIIIH.
Hcnonp3yiTe 1j1s 3TOTO MoJIe crpaBa B okHe "BcTaBka crielMaabHBIX CUMBOJIOB" M BRIOEPUTE OJTUH
U3 MOSIBUBIINXCS PE3YJIHTATOB.

3ameuanue: BCe MOCIEAYIOIINE 33JaHUS] OCHOBAHBI HA 3HAHUSX, MOJYYCHHBIX TIPH U3YYCHHUU
AIIEKTPOHHBIX Tabnui oducHoro makera OpenOffice.org.

3ananue 1 BerunciieHus B 2JIGKTPOHHBIX TA0JIHIAX.

Ta6auna 1 — [Moka3aTeu ycneBaeMoOCTH B ceMecTpe

& Mo 3BM [Ha. Az, [KCE Cpememi
Damn
A aTomoepa TaTeasa 3 3 3 3.00
Bypax Oxcama 5 5 5 5.00
veepa JTroboes 3 5 4 .00
eparraor Haxomaii 4 3 4 3.67
Kosatenko Makcmu 5 4 5 1 67
Memenxo Amexcanmp 4 5 3 4,00
Uepaobpueneea apea 3 3 4 3.33
A ctanora Mapuna 4 4 5 4,33
Bena TaTeana ] ] 4 467
[yvpuenko Codea 3 5 3 3.67
e KprcTHEA 4 4 & 4.00
Hoeukoe Anekcadmp 5 3 5 4.33
Ueicenro Hprua 4 4 3 3.67
Ueprenko Burammii 3 5 3 3.67
Cpemunii 0am oo mpea-
MeTy 3.9285 4.1 3.9 4.0
Kom-go «3»
[Kom-eo «d»
[Kom-go «3x

— Co3gaTh TabnuIly, MPUBEACHHYIO BBIIIE.

— Tlocumrarh, UCHONB3ys (GOPMYIbI, CPeIHUN Oaul yCIeBaeMOCTH MO CTYIEHTaM, IO
npeaMeTaM, KOJTHYECTBO OIICHOK.

— CkomnupoBaTh TaOJUIy Ha BTOPOH JIUCT, U3MEHUTH MPEIMETH U OLCHKH, MPOBECTH TE
JKE pacyeThl.

— Ha tperuii 5mucT CKOMMPOBaTH CIHUCOK, J00aBUTH cTONONBI «CpemHuid Oamn u
«CTuneHaus», MOCYUTATh CPEIHUN Oaisi, WUCHONB3ys NaHHBIC NBYX MPEIBIIYIIAX JHCTOB; IO
cpenHeMy OayuTy Ha3HAYUTh CTHIICHIUIO TIPH YCIIOBUH, YTO CPEIHUIN OAyuT OOJIBIIIC HITH paBeH 4.



Ta6mmia 2 — CpenHue mokazaTelid yCreBaeMOCTH 3a TO/JT

D I1. Cpemumii dam CreEnennna
AnTonoea TaTeaHa 3.00 HeT
Eypax Oxcana 5.00 Ina
[vceea JlroCore 4.00 Ima
eparunor Haxomait 3.67 HET
K oeatenro MakcuMm 4.67 Ina
Memmenxo Anexcanmp 4.00 Ima
Heprobpuensea Japea 3.33 HET
Actamosa Mapusa 433 Ina
EBega Tateaua 4.67 Ina
[Mvpaeuxo Codea 3.67 HET
e Kpuscrana 4.00 Ta
Hoemkor Amnexcanmop 433 Ina
Uleicenxo Hprua 3.67 HeT
Ueprenro Burammi 3.67 HET
Cpemumil Damnt no opeaMeTy 4.0

5.2.TlocTpolike quarpamMmy yCreBaeMOCTH 110 HTOTOBOMY CPEIHEMY Gaty.

5.3.IlocTpoiiTe MPUBENECHHYIO HIKE TAOJIHUILY:

Tabnuua 3 — @parMeHT 6a3bl JaHHBIX




Honmep Honmep Ko TabenpHBIH Ne[Bra Ouenka
rpVIIE badeTHOH  [OpeaMeTa mpenojaBaTend — |[3aHATHA
[KHIEKH

133 145 nl al I 3
133 132 3 a2 mp 4
133 123 ml al I 2
133 134 3 a2 mp 4
133 135 ml al gy 3
133 136 3 9 a3 p 5
133 137 ml al I 4
133 138 ml a3 p 4
134 139 ml al I 3
134 140 3 al mp 2
134 141 ml al I 2
134 142 3 al mp 3
134 143 ml a2 gy 4
134 144 3 9 a3 mp 5
134 148 ml al I 5
134 146 3 a3 mnp 5

— IIpoBeauTe onepanyy COPTUPOBKH U (PMIIBTPALIUH.

5.4.Ha ocHoBe Tabmuuel 4 Co3qaiiTE CBOAHBIE TAONMIBI, COAEPIKAIIME CIIEAYIOIIME
cBefieHus: 1) gamunuu, JOMKHOCTH, CTaBKa; 2) GpamMuiInu, MpeaMeThl, cTaBka; 3) gamuiuu, mod,
JOJIKHOCT.

Tabmuia 4 — CBenenus o coctaBe kadenpsl



P.H.0. [Mona 0CEHOCTE Craexa |[[Ipenmersi
EBopmcoea JI. I Ren Ct. mp. 5 HakTO

Bopucora JI T1. Hen [Mom perTopa 1

[maseoea T. H. K en Cr. mp. i MWTTNV

[ maskoea T. H. Ren [lom perTopa 1

[Epmaxosa I1. I1L Ren Ct. mp. 1.5 COH

Sy B. M. [ en lomeHT 0.5 Mar. Agamns
Koctenxo A M. K en loment 1.5 o 3BM
[Kyzgemoea P. 1. MvIvax: Cr. mp. 0.5 Mat. Jloruka
[Fpaggenxo B. I1 Ren [Mpemos. 0.5 [Bricimas nar.
[Fpaggenxo B. I1 Ren SJant. exana 1

Momceer HO. A Moz [Npodeccop 0.5 Kvpc mo BEIOOpY
Momceer HJ. A Ny [Mom pexTopa 1

Mypuemro B. A en MetogmeT 0.5 MITH

Hussrrama KO, C. Ren [Mpemos. 0.5 [KoMOeoTepHEIE CETH
Hussrrama KO, C. Ren TabopanaT 1

Ocramoe B. E. Y omeHT 0.5 KomneroTepHEIE CETH
Ocramoe B. E. Ny [Mom perTopa 1

[lozmep H. TT MVIyos MomeHT 1.5 [porpaMMBEpoOEaHHE
Pozamoea C. A K en HonerT 1.5 Mar. Awgams
MTymernm A B. v [Mpodeccop 1.5 TDERTI

Apopag A A. Hen Ilexan 1

Hpopag A. A. en oueHT 0.5 [ eomeTpHE

5.5. Co3snaiite npuMeYaHue, NOKAKUTE 3aBUCUMOCTH IS TYEEK, COAEPKAIIUX (HOPMYJIbL.

Bonpocs! 11t CaMOKOHTPOJIA

Ownnaitn oduc.

N —

[TpaBuiia KONIEKTUBHOM paObOTHI.




JIABOPATOPHOE 3AHATHE Nell. BecraBka n300paxkeHnid B 3JIEKTPOHHYIO
Tadaumy.

Tema 11. UcTopus BBIYUCIUTEILHONH TeXHHKH 1 DBM.

Heanb: [Tonyuenrne MpakTUYECKUX HABBIKOB IO BCTABKE M300PKCHUN B STYCHKH TAOTUIIBI
Google.

Oo6opynoBanue: 11K, OC Windows, MS Office, Google Chrome, MeToanueckue ykazaHus
10 BBITOJIHEHHIO TAOOPAaTOPHOTO 3aHATHS.

Xoa pa0doTbI:

B cBoem akkayHTe co3naiiTe ¢aiis 3JIeKTPOHHOI Tadauubl. BcTaBbTe B 0IHY M3 siYeek
H3o0pakeHue, cjaeAysi HHCTPYKIUH, IPUBEACHHON HIKe.

Omuem 110 1abOpaTOpHON paboTe AOKEH coaepkarh Tadmmiy Google, B sueiike KOTOPO
BCTaBJICHO U300pakeHHE.

Ilo umoeam BBHITIOIHEHHOW pabOTHl HEOOXOAUMO YMETh BCTAaBJIAThH B siuekiku Tabaun Google
n300pakeHue.

TeopeTtuko-Meronnyeckas 4yactb BeraBka n3o0pakenuit B ssuetiku Tadbnuubl Google.

BceraButh 001e0cTyTHOE H300pakeHUe B SUSHKY TaOIUIBI MOKHO C TIOMOIIBIO (hOPMYIIBI
=image("URL"). Panee MacmtaOupoBaHue W300pKCHUS] MPOU3BOJAMIOCH  TOJBKO 32 CYET
N3MCHCHHS ITMPHUHEI u/im BBICOTHI SAYEHKHU. awcnapcu OB Cejiuac MoxHO
UCIIOJIb30BaTh JIOMOJIHUTENbHbIE TTapaMeTpBhI:

— =image("URL") unu =image("URL"; 1): macmita® u3oOpaxeHusi OyJAeT yMEHBIICH 0
pasmepa BbIOpaHHOH stueiiku. Ecin sueiika Gonblie mo pasmepy, 4YeM BCTaBIIsiEMOE U300paKeHHUE,
ocTajbHas 4acTh SYEUKH Oy/eT 3aroJIHeHa OeNIbIM LIBETOM.

— =image("URL;, 2): nzobpaxxenue OyneT pacTIHyTO MO pa3Mepy BbIOpaHHOH sueiiku. [Ipu
3TOM COOTHOIIEHHUE CTOPOH (BBICOTHI M IIUPUHBI) U300paKEHUSI HE COXPAHSIETCSL.

— =image("URL"; 3): B siueliky OyJeT BCTaBJIEHO M300paXkeHHE UCXOTHOro pasMepa. Eciu
U300pakeHHe OOJIBIIIE TUYCHKHU, 9aCcTh N300paKEHUS MOKET OBITh OOpe3aHa.

— =image("URL"; 4, evicoma, wupuna): TO3BOJSET W3MEHHUTb pa3Mep BCTaBJISIEMOIO
n300paxkeHus. /s 5TOoro ykakure ero Hy)KHYIO BBICOTY W IIUPUHY B IMHUKCENsX. B manHOM ciydae
"BpicoTa" U "MKpHUHA" ABISAIOTCS 00sS3aTEIbHBIMBI TApAMETPaMHU.

Tak e Kak U TeKCT B TaOJMIax, M300paKEHHsI B SUYEHKAaX MOXXHO BBIPABHHUBATH C ITOMOIIBIO
COOTBETCTBYIOLIMX 3JIEMEHTOB YIPABJIECHUS Ha MAHENIU UHCTPYMEHTOB.

Ecim B Google Ttabnmie BOCHONB30BaThCA KOMaHAON Bcecmaska-uzobpadicenue, TO
BCTaBJIEHHAs KApTHHKA OyJIeT pacroiarathCsi OBEPX sSUeeK, a He B KOHKPETHOHU suelke, Aaxe eciu
BbI MIOCTaBWJIM TI€peJ BCTaBKOW Tyaa Kypcop. UToObl BcTaBUTh M300pakeHHE HEMOCPEICTBEHHO B
A4YEIKY, UCTIONB3YHTE hOopMyITy:

=image("URL")



Macmtab u3o0paxeHnus: OyleT yMEHbIIEH 10 pa3Mepa BbIOpaHHOH sueiiku. Ecnu sueiika
Oouibllle MO pa3sMepy, YEM BCTABIIsIEMOE U300paKEHHE, OCTalbHAs 4acTh STYEHKHU OyJeT 3allojHeHa
OeJbIM IIBETOM. 3a4eM 3TO MOXKET MoTpedoBaThes?

balin  [paeka Bun Beraeka  @opmat  Jawdeie Muctpymedter Cnpaeka

- =

B A Blv A o % 1237 | 10pty| B Ak Ay My [T

Dopmyna: :Imagg("htfp:ﬂwww. goaogle com!ini\!ru!he\;qfhc!imag_esflogosfgma\_l__logo. aif”)
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Pucynok 1 — BctaBka n300paxkeHus B siueiiky
Hampumep, g camooneHkd paOoT ydyacTHUKOB rpynmnbl. CeronHs J10CTaTO4YHO
pacrpocTpaHeHo ucnojib3oBaHue Google tabmun ans "Tabuui MpoABHKEHHS" B TNPOEKTaX, B
00y4eHNH. YUYaCTHUKHM pa3MEUIal0T CChUIKM WM OKPAIllMBAIOT SYEHKU B HY)KHBIM LIBET IO Mepe
BBITOJIHEHUS 33 JaHUH.
OpxHUM U3 CTIOCOOOB OIIEHKH KayecTBa pabOT MOXKET OBITh NMPHCBOCHHE "Harpaabl’ B BUIC
KapTUHKU.
TexHos10rus BHINOJIHEHUsI PA0OTHI
BcraBka u ynanenue u3o0paxeHus
B Google JoxkymenTtax, Tabiunmax u Ilpe3eHTanmusix MO:KHO 100aBJISATHL M YAAJATH
¢oro u BUgCO.
Kak mo6aBuTh n300paxeHue
e Ortkpoiite ¢aiin B Google Tadannax.
e Haxwmute Bemasxka — H3o6paswcenue.
e BrpiOepuTe 01UH U3 BADUAHTOB:
e  3acpyska. Haiinure nzo0pakeHHe Ha KOMIbIOTEPE U HAXKMUTE Buiopams.
o  (Coenams cnumok. Bxirounte BeO-kamepy u Haxxmure Coerams CHUMOK.
e Bcmasume URL. J1006aBbTe CCBUIKY Ha HY>)KHOE M300pa’keHNE U HAXKMUTE
Buibpame.
o Mou ambomul. Haiimute HyKXHOE€ HM300paK€HHE B OJHOM M3 CBOHMX alb0OMOB B
WutepHere u HaxMuTe Buiopame.
e Google Jluck. Haiinute Hy*)Hoe nu3o0paxenue Ha Google Jlucke u Haxmure Buibpames.
e [louck. Haiinure HyXHOe H300paxeHue B ¢orobanke mnu apxuBax Google u Life,
3aTeM HaXMHUTE Boibpams.
e M3o0Opakenue Oyner BcTaBjeHO B (aii.

Kakune TpeboBaHMs K H300pakeHUIO

Bbl mo:keTe 106aBasThH aiisibl pazmepom He 0osiee S0 Mb B caexyromux ¢popmarax:
e GIF
e JPG
e PNG

Kak ynannts uzo0paxenue

1. Ortkpoiite ¢aiin B Google Tabnumax.

2. Bribepure n300pakeHHe.

3. Haxwmure knaBuiy Delete (wnu Backspace). Jlpyrue BO3MOXHOCTH



Kak neperammuth wiM ckomupoBaTh H3o0paxenue B Google Tabnmuax »tv (QyHKIMH
HEJOCTYTIHBHI.

Kak neperammrs u3o0paxenue

B noxyments! u npesenTtanuu Google MOXHO 100aBIATh U300paXkeHHs ¢ pabodero croia u
CalTOB.

e HaxMure Ha HYXHYI0O KapTUHKY W IeperamuTte ee B ¢aiin. 3arpy3ka MOXKET 3aHATh

HEKOTOPOE BpeMsI.

Kak ckonupoBath n3odpaxkeHue

BbI Takke MoXeTe CKOMMpOoBaTh N300pakeHne ¢ pabovero cTosa Uik caiiTa U BCTaBUTh €T0
B (aiin. 3arpy3ka MOXXET 3aHITh HEKOTOPOE BPEMSI.

Kak 3amMmeHuTh u300paxeHue

Bbl MoeTe 3aMeHMTh HM300paXk€HHE B JOKYMEHTE, TaOlMlle, IPEe3eHTaluu WIH PUCYHKE,
COXpaHMB pa3Mep M pachojoKeHUe OpuUruHaia. BoT kak 3To caenats:

1. Otxkpoiite daiin B Google Tabnumax.

2. Bsibepute u300pakeHne, KOTOPOE HYKHO 3aMECHUTb.

e Ecmu Bel paboraere B (Google Tabmmiax, HaKMHUTE Ha CTPEIKYy B IPaBOM YTy

KapTUHKU U BBIOEPHUTE 3ameHums uzobpasxcetue.
e B ocranbHbIX ciyyasx HaXKMUTE Ha M300pakeHHE MPaBOW KHOIMKOW MBIIIKM U TaKke
BbIOEpUTE 3amenums uzobpasicenue.

3. Jlo6aBbTe HOBOE M300pakeHHE U HAKMUTE Bulopams.

4. HoBoe n3o0pakeHHe COXPAHUT pa3Mep, PacoyioKeHne 1 HOpMaTUPOBAHUE OPUTHHAIA.

Kak emé moxHo 100aBUTH H300paskeHue B Ta0IMLY

Xoture n00aBUTh H300pakeHUE B Aueiiky? Mcmonb3ylTe OJHY M3 NPUBEIECHHBIX HUXKE
dbopmyi, 4ToObI 3a1aTh pa3mep KapTuHKU. Bam Ttakxke nmonagoourcs ykasarb URL uzobpaxenus.

e [lo pasmepy suetiku. Beenure B aueiiky =IMAGE("URL") nwmu =IMAGE("URL"; 1),
ykazaB URL wuzo0pakenus. Ota dopmyna macmraOupyeT KapTHHKY IO pa3Mepy BBIOpaHHOM
sueiiku. Ecnmu pasmep sueiiku 0olibiiie H300pakeHus, CBOOOIHOE MPOCTPAHCTBO OYJIET 3alOTHEHO
OebIM LIBETOM.

e Bwmanyme noo pasmep aveliku. Beenure B sueiiky =IMAGE("URL"; 2), ykazas URL
n3o0pakenus. Kaptunka Oyner pacTsHyTa 1o pazMepy sueiiku. COOTHOIICHUE BBICOTHI M IITMPUHBI
n300paKEHHsI HE COXPAHUTCS.

e Ucxoouwvui pasmep. Bwemute B sueiiky =IMAGE("URL"; 3), ykaza URL
nzobpaxenus. B sueiiky Oyner BCTaBieHa KapTHHKa HMCXOJIHOro pasMepa. Ecnu mzoOpaxeHue
OoJibIIIe STYEHKH, €T0 YacTh MOXKET OBITh OOpe3aHa.

e Jlpyeou pasmep. Benute B sueiiky =IMAGE("URL"; 4; BbicoTa; mupuHa), yKazas
URL wn300paskeHus, a TakKe €ro BBICOTY M IIUPHUHY B MUKCENAX. B sueilky Oyner BcTaBiieHa
KapTHHKA 33JJaHHOTO pa3Mepa.

IIpakTHyeckas 4yacThb

3ananme 1.

1. Ckomupyiite paHee co3manHyl Tabmuiy 2 «CpeaHue MOKa3aTeld yCIIEBAEMOCTH 3a
romy.
B stueliky psoM ¢ TabnuIiel BCTaBbTe N300paskeHHe:
Haitaute B HTEpHETE KApTUHKY.
Cxkomupyiite URL sToro nzo0paxeHus.

c. BcraBpre wu300paxkenue uepe3 kKomaHay Bcmaska— H306pascenue, WCTIONb3YS
bopmyny =image("URL") win =image("URL"; 1) cM. UHCTPYKITUH BHIIIIE.

3. B cronbue «CTuneHaus» cieayeT 3aMEeHUTh CJI0Ba «1a» Ha KapTHHKY, a BMECTO CJIOBa
«HET» OCTaBUTH IMYCTYIO SUYECHKY.
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4. Jlns 3TOrO ClieayeT HamucaTh (OPMYITy, MCHOJB3Ys JOTHYECKYH (yHKIHIO (puc.2)
=ECJIN(B2>=4;D$2; ™).

a. JIBoliHbIe KaBBIYKHM B (OpMyJie TOBOPSAT O TOM, YTO SYEHKa MPH TAKOM-TO YCJIOBHH
JIOJIKHA OCTaBaThCS ITyCTOM.

= o AT op % 0_ .00 123+  Arial -

=EC/MA(B2>=4;D3$2; ")

4

A _ B G D
1 @. K CpegHwit Gann CTunexgua
2 AnToroBa TateA 3 :
- Bypak Okcana 5 E
T l'ycesa Jlvoboes 4 E
5 Nesatunos Hukg 3
5 Koeanetko Makd 467 E
r Muwwexko Anekc 4 E
8 YepHobpueusea 3
s Actarocsa Mapuy 433 .E
10 | bena TatkAHa 4 67 g
11 lypuenko Codpbr 3
12 Ounua Kpue TuHg 4 |
13 | HoBukos Anexcy 4,33 |
14 | [lbicenko MpuHa 3,67
15 HepHenko Butan 3,67

Pucynok 2 — Mcnonp3oBanre n300paxxeHus B 3JEKTPOHHBIX Tabmuiax Google.

Bomnpocsb! 1151 caMOKOHTPOJIS
IToxonenue DBM.

I moxonenue.

IT nmoxonenue.

III mokomnenue.

IV nokonenue.

V nokoJjienue.
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JIABOPATOPHOE 3AHSATHE Nel2. Coznanune u padora ¢ J0KyMEHTAMHU B
YIaJeHHOM JI0CTYyIIe.

Tema 12. Knaccnpuxanusa BT. Ilepudepuiinnie yerpoiicrsa I1K.

I.Ie.m:: HOqueHHe IMPAKTUYCCKUX HABBIKOB II0 pa60Te C TCEKCTOBBIMHU JOKYMCHTaMH
YAAIEHHOTO JOCTyTA.

Oo6opynoBanue: 11K, OC Windows, MS Office, Google Chrome, MeToanueckue ykazaHus
10 BBITOJIHEHHIO TAOOPAaTOPHOTO 3aHATHS.

Xoa pa0doTbI:

Teopernko-meronnueckas yactb TexcroBbie Google 1OKyMeHTBI

TexcroBbiit Google JOKYMEHTBI — 3TO TEKCTOBBIHM pefakTop. C ero moMoIubo MOXXHO MPSMO
B WHTepHeTe coznmaBaTh M (popMaTUpoBaTh JOKYMEHTHI, a TaKK€ PEJAaKTUPOBATh UX BMECTE C
JPYTUMH TOJB30BATESIMA B PEXUME pealbHOro BpeMmeHu. UYto MoxHO caenatb B Google
JoxymeHnTax:

e 3arpysutb aokymeHT Word/Writer u mpeoOpa3oBaTh ero B jokyMmeHT Google.

e lI3MeHUTh TOMNS, OTCTYMbI, IMMPUQPTHl, IBETAa W MHOXKECTBO JAPYTUX TMapaMEeTPoB
dbopMaTHpOBaHUS.

e [IpemocraBuTh JAPYTUM TONB30BATEsIM MPAaBO Ha peAaKTHpOBaHHE, J100aBlieHHE

KOMMEHTApPUEB WM IIPOCMOTP TOTO UM UHOTO JOKYMEHTA.

e CoBMECTHO pelakTUpOBaTh (haill B peKUME PEAlbHOTO BPEMEHU M OOLIaThCsl C JAPYTUMU

I10JIb30BATENSIMA BO BCTPOEHHOM YaTe.

e [IpocMOTpeTh UCTOPHIO U3MEHEHUI TOKYMEHTA U BOCCTAHOBUTH JIIO0YIO BEPCHUIO.
e 3arpy3utb JokyMeHT Google Ha cBoil kommbioTep B Buae Qaitna Word, OpenOffice, RTF,

PDF, HTML unu ZIP.

e [lepeBecTu JOKYMEHT Ha JIpYrol A3BIK.
e [Ipuxpenuth JOKYMEHT K COOOILIEHUIO AIEKTPOHHOMN MOYTHI.

Ha3Banmue, orjiaBjieHue 1 3aroJIOBOK B JOKYMEHTe

UYroObl TEKCT CTajl HarjsHee, MOXXHO HCIOJb30BaTh CTWJIM U BBLACIUTH, HAIpUMED,
3aroJOBKH U I0J13ar0JOBKH, WU 100aBUTh ornasienue. lpudt u pasmep s TEKCTOBBIX CTHICH
MO>KHO HACTPOUTH, a IIOTOM COXPAHUTh U MPUMEHATH [0 YMOJIYaHHUIO.

Co3nanue 3aroJI0BKOB M N0J3aIr0J10BKOB
N3MeHeHune cTuis TekcTa
OrTkpoiite HyxHbIH (aiin B Google /lokymeHTax.
Brigenmre TekcT.
Haxxmute @opmam— Cmunu abzayes.
[TonmeHto UMeeT clieyoIre MyHKThI:

®  OOBIYHBIN TEKCT;

® OCHOBHOI1 3ar'0JI0BOK;

® [10/3ar0JIOBOK;

® 3aroJIoBoK 1- 6.

® HACTpPOWKH.

5. Haxwmure [lpumenums [cmuns].

Kak ucronb30Bath 0COOBIN CTHIIb TEKCTA

1. Ortkpoiite Hy)HBIH daitn B Google JlokymeHTax.

2. Belmenurte TEKCT CO CTHIIEM, KOTOPBIA XOTUTE HCIOIb30BATh.

3. Haxmure @opmar Crunu a63aneB OObuHBI TekeT, (OCHOBHOW 3arojiOBOK,
[TogzaromoBok wimm 3aronoBok 1-6 OOHOBUTH [CTHIB] B COOTBETCTBUHM C BBIICICHHBIM
(dparMeHTOM.

4. Bechb TEKCT B JOKyMEHTE C TaKHUM e cTujeM Oyner oOHoBieH. [Ipumeuanue.
W3meHeHne cTuiis OOBIYHOTO TEKCTa OTPa3UTCS HA CTUJIE 3ar0JIOBKOB.
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Kak ycTaHOBUTH WM U3MEHHUTDH CTUJIb [0 YMOIYaHHIO

e YroOBbl HACTPOUTH CTHIM TO yMoi4aHuio, BeiOepute @Dopmat—Crmnm ab3areB—
Hactpoiiku—CoxpaHuTh KaK CTUJIH 110 YMOTYAHHUIO.

e UroOBl MNPUMEHUTH CTUIIH, Ha)KMUTE Dopmam— Cmuau
abzaye— Hacmpoiiku— Hcnonvzosams cmuiu no ymoauaHuro.

e UroObl BOCCTAaHOBUTH HCXOJHBIE CcTWIH, BbIOepuTe Popmat—Crunm ab3aneB—
Hacmpouixu— Copocums cmunu.

Padora ¢ orsnaBJjieHneM
[Tocne Toro, kak ObUIM Ha3HAYEHbI 3arOJIOBKM M TOA3arojIOBKM B TEKCTE, HA MX OCHOBE
MO’KHO CO3/1aBaTh oriasiieHue. OriaBieHne NOKa3bIBaeT CTPYKTYPY AOKYMEHTA — KaXAbIi 3JIEMEHT
CCBIJIAETCSl HA 3ar0JIOBOK WJIN IOJ3ar0JI0BOK.
J006aBUTH WK yAQIUTH OTJIABJICHUE:
e Ortkpoiite HyXHbIH Qaitn B Google JlokymeHTax.
e BriOepure mMecTo Ui OTJIaBICHUS U YCTAHOBHUTE KypCop.
e Bribepure Bcmaska — Oznasnenue.
YtoOb! y1anuTh OrjaBieHNEe, HAXKMUTE Ha HETO MPaBOi KHOMKOM U BeIOEpUTE
Yoanums oznasnenue.
N3meHenue orsiaBjieHust
OrnaBieHue COAEPKUT 3aroJIOBKU U NIOJ13ar0JI0OBKU JOKYMEHTA.
1. Otkpotite HyxHbIi ¢aitn B Google JlokymeHTax.
2. Jlo0aBbTe MO3aroIOBOK B JOKYMEHT.
3. Haxxmure Ha 3Ha4oKk . VI3MeHeHHE NOSBUTCS B OTJIABIICHUHU.
Co3nanue 3aKJIaaKu
Jlig co3nanus 3aKi1aKu B TOKyMEHTE BBIIIOJIHUTE CIEAYIOIINE IEHCTBUS:
1. YcraHoBuTe Kypcop B TOM MeCTe JTOKYMEHTa, KyJia Hy>KHO T00aBHUTh 3aKJIAJIKY.
2. Ortkpoiite MeHI0 Bcmaska.
3. BesiOepure myHKT 3aknaoka.
Co3naHue CChLIJIKH HA 3aKJIAAKY
3akiajika 1oJie3Ha TOJIBKO B TOM Cllydyae, €ClIM K Hel MOYKHO MepedTH Mo ccbulike. YToObI
CO3/1aTh TAaKylO CCBIJIKY, BHIIIOJHUTE CIEAYIOLIUE IEHCTBUA:
1. Belmenure TEKCT, KOTOPBIA OyIeT CChLIAThCS HA 3aKNIAJKy, WM MPOCTO yCTAHOBUTE
Kypcop B Hy>KHOM 4acTH JOKyMEHTA.
2. Ortkpoiite MeHt0 Bcmaska v BbiOepuTe MyHKT Ccblika... (AIHA MPOCTO HAKMHUTE 3HAYOK
CCBUIKH Ha MaHEIH UHCTPYMEHTOB).
3. B mone "Ccpbuika" BeiOepuTe MyHKT "3aKmaaku'.
4. BriOepuTe HyKHYIO 3aKIaJIKy.
5. Haxwmure kHOTIKY [Ipumenums.
XoTHuTe OTpedaKTUPOBATh WIK yIaluTh cchbliky? Haxkmure Ha Hee, U Bbl YBUAUTE MEHIO C
a/IpecoM CCBHUIKH, a TaKXkKe ¢ apameTpamu M3menums u Yoanume.
CHocku, HOMepa CTPaHML, BepXHUE U HUKHHME KOJOHTUTYJIbI
YroObl 100aBUTh HAa BCE CTPAHMLBI JOKYMEHTa JaTy, Ha3BaHUE, UMs aBTOpa WM JAPYTYIO
nHGOpPMAIMIO, HCIONb3YyHTEe BEPXHUE U HIDKHUE KOJNOHTUTYJIbI. Takke MOXKHO NMPOHYMEpPOBATh
CTPaHULBbI U yKa3aTh UX KOJUYECTBO.
CHocku
BcraBute cHOCKY
1. Ortkpoiite ¢aiin B Google JJokymenTax.
2. BriOepure MeCTO AJIsl CHOCKH.
3. Haxwmure Bcmaska— Chocka.



BBenute TEKCT CHOCKH.

Haxxmute Ha 11000€ MECTO B JOKyMEHTE. Y TalIUTh CHOCKY

OTxkpotite daitn B Google JlokymeHTax.

Bribepure HOMep CHOCKH.

Haxxmure knaBumry Delete (Y ganuts). CHOCKa MCUE3HET.

ECJ‘II/I Bbl KOIIMPYETE CHOCKY, 0OpaTUTe BHUMAaHUE Ha CIIEAYIOLIee:

— CHOCKHM UCXOJTHOTO JJOKYMEHTA COXPAHSIOTCS B €r0 KOIIUH.

—  Yt00BI HE MOTEPATH CHOCKY, MBI PEKOMEH/IyeM MCIOJIb30BaTh BeO-Oydep oOmeHa.
BepxHue 1 HUKHHME KOJOHTHTYJIbI

BcTaBUTH KOJTOHTHUTYJIbI

1. Ortkpoiite aitn B Google JlokymeHTax.

2. [Ilepeiigure B MeHI0 Bcmagka M BBIOEpUTE OJIMH U3 BAPUAHTOB:

—  Bepxnuii kononmumyn. B BepXHell 4yacTH KaKJOW CTpaHHIIBI HOSBUTCS 000COOIEHHAS

00macTsb.
—  Huowcnuii kononmumyn. O6oco0neHHass 06acTh OyAeT pacroyioKeHa B HIDKHEW 4acTu
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KQKJIOM CTPAHMIIBI.
3. Bseaure B Takyto 007acTh HyKHBIH TEKCT.
4. UYroObl 3aBepIINTh pPEJAKTHPOBAHWE KOJOHTHUTYNA, HAXKMHUTE B JIOOOM MecTe

JIOKyMEHTA.
J106aBUTh KOJOHTHUTYJ TaK)K€ MOXKHO JBOMHBIM Ha)KaTUEM B BEPXHEH WM HUKHEH 4YacTH

JIOKyMEHTA.
YaaauTh KOJIOHTHTYJIbI
e Ortkpoiite (aiin B Google JlokymeHTax.
e JIBaXIpl HAKMHUTE Ha KOJIOHTHUTYI.
e VYnpamure ero conepxumoe. V3MeHeHHs, BHECEHHbIE HAa OJHOW M3 CTPaHUI] JOKYMEHTa,
0TOOpas3ATCs Ha BCEX OCTAJIbHBIX.
Kak u3MeHUTb KOJIOHTHTYJIbI NePBOii CTPAHU LI
Ilpumeuanue. B oqHOM NTOKYMEHTE HEJb3sl AOOABUTH JBa PA3HBIX (BEPXHUX WM HUKHHX)
KOJIOHTUTYJIA.
1. Ortkpoiite ¢aitn B Google JJokymeHTax.
2. Beibepure Bemaska— "Bepxnuii konowmumyn” wiu "Huoicnuil konowmumyn'.
3. B KOJIOHTUTYyJIC TMEPBON CTPAHUIBI YKAXUTC H3MeHumsv KOJIOHMUMYIbL 3A2NA6HOU
cmpanuybsl. VI3MeHeHus, BHECEHHbIE Ha NIEPBOM CTpaHHULIE, HE OTOOPa3sATCs Ha OCTAJIbHbIX.
Homepa n KoJIM4eCTBO CTPAHUIL
JloGaBuTH HOMEpa CTpaHMIL
1. Ortkpoiire daiin B Google JJokymeHTax.
2. Bsibepure Bemaska— Homep cmparnuybl.
3. VYkaxurte OJUH U3 BAPHAHTOB:
— BBepxy cTpaHuIbI
—  BHu3y cTpaHulibl
—  BBepxy cTpaHuIlsl (KpoMe mepBoi)
— Buusy cTpanuibpl (kpome riaBHOM)
4. Crpanuups! OyayT aBTOMaTHIECKH IPOHYMEPOBAHEL.
YaaauTs HOMepa CTpaHUIL
Ecnu Hymeparmst BaM 0oJbllie He HY)KHA, HOOKMUTE Ha KOJOHTHUTYJI JOKYMEHTA U YAaJUTe
HOMEp CTPaHUIIBI.
Kak yka3aTh KOJIHYECTBO CTPAHHUI]
1. Ortkpoiite ¢aiin B Google JlokymeHTax.



2. Beibepure Bcmasxka— Konuuecmeo cmpanuy.

3. Ecnu BBl BKIIOYHIM HyMEpalMI CTPaHHIl, CBEACHUS 00 WX KOJMYECTBE OYIyT
0TOOpakaTbCs B OJTHOM U3 KOJIOHTUTYJIOB, PAJIOM C MOPSAJKOBBIM HOMEPOM.

4. Ecnau Hymepanus CTpaHUWIl HE BKIIOYEHA, YUCIIO CTpaHUI] OyJIeT yKa3aHO pSIOM C
KypCOpOM.

BcraBka paspbiBa CTpaHUIbI

Bo Bpewmst peakTHpOBaHUs TOKYMEHTa MOYKHO BCTaBUTh Pa3pblB CTPAHUIIbI, YUTOOBI HAYaTh
paboTaTh €O CleAyIOIIeH CTpaHUIEH. DTO MOKET OBITh MOJE3HO IMPH PAa3JEIEHUH CMBICIOBBIX
OJIOKOB, BU3YyaJbHOM pa3rpaHUYCHUH TEKCTA WM AJIS BCTABKHM N300pakeHUsI OTIEIBHO OT TEKCTa.

UroObl BCTaBUTh DPa3pbIB CTPAHUIIBI, OTKpoWTe MeHi0 "BeraBka" um BwiOepuTe "Pa3pbiB
cTpaHuIlpl". YIanuTh pa3pbiB CTPAHMUIIBI MOXKHO TOYHO TakK K€, Kak M JIO0OW APyrod 3JIeMEeHT
JOKyMeHTa. J{J1st 3TOro BeIAENUTE pa3pblB CTPAHUIIBI M HAXMHUTE KiaBuiny Backspace umu Delete.

HacTpoiiku napamMeTpbl CTPAHUIIBI

Hactpoiiku ctpanunsl B Google JlokymMeHTax NO3BOJSIIOT HW3MEHUTh €€ OpHEHTAIHIO,
dopmar, 1Ber U pasMmepsl nojei. Taxke B JOKyMEHTE MOXHO HACTPOUTh OTCTYNBI M IMO3ULMIO
TaOy AU,

Ilpumeuanue. Tlapamerpsl cTpanunbl HemoctynmHbl B Google Ta6numax. B Google
IIpe3eHTanMsIX MOKHO U3MEHUTD pa3Mep CIIailioB.

Kak usmMeHuTsb pazmepsnl moJiei

1. Otkpoiite Hy)HbII daitn B Google JlokymeHTax.

2. Haxwmure @aiin— Hacmpouxu cmpanuybl... Ha TAHEIM UHCTPYMEHTOB.

3. VYkaxute pa3Mepsl MMoJeil B CAaHTUMETpPax Mo 3arojJoBKoM «Ilossh».

4. Haxwure OK.

Ilpumeuanue. Takxe Bbl MOKETE U3MEHUTH pa3MeEphI IOJIEH ¢ NOMOLIBIO JuHenKu. [IpocTo
Ha)KMHTE Ha Kpal cepol 30HbI U IEPEMECTUTE €T0 BIIPABO WIIU BJIEBO.

Kak n3MeHNTH OpHEHTAINI0 CTPAHUIIBI

1. Ortkpoiite HyxHbIii daiin B Google JlokymeHTax.

2. Haxwmure @aun—Hacmpotiku cmpanuysl ... Ha TTaHETH UHCTPYMEHTOB.

3. Beibepure Bepmuxanvnas wia I opuzonmanbhas 1O 3aroioBkoM « OpreHTamus».

4. Haxwmure OK.

Kaxk nHacTtpouTh 0TCTYNIBI

OTCTyIIbI MOKHO HACTPOMTH KakK JJIsl OJTHOrO a03alia, Tak U Il HECKOJIbKHUX.

1. Ortkpoiite HyxHbIH ¢aitn B Google JlokymeHTax.

2. Bribepure TeKCT, OTCTYIIBI KOTOPOTO XOTUTE HACTPOUTD.

3. Hactpoiite oTcTymbl:

—  Omcmyn nepeoti cmpoku. IlepemecTure CUHUN NPSAMOYTOJbHUK HA JIMHEHKE.

—  Omcmyn cneea. IlepemecTuTe CUHUI TPEYrOJbHUK, PACIIONIOKEHHBIA B JIEBOM YacTH
JIMHEWKHU.

—  Omcmyn cnpasa. [lepeMecTUTE CUHUNA TPEYTOJIbHUK, PACTIOJIOKEHHBIA B TPABOM YacTH
JIMHEUKHU.

Jlo0aByieHHe WM yaaJleHHe MIO3UIMHU Ta0y IsIIuH

[To3unus Ta0ynauuuy BAUSET Ha a03albl JOKYMEHTA U ONPEEIIsIeT PaclolokKeHHe TeKCTa.

JloGaBJieHHe MO3UIIUN TA0YISALNH

1. Ortkpoiite HyXHbIH ¢aitn B Google JlokymeHTax.

2. Haxwure Ha nuHEHKY U BbIOEpUTE TUI MapaMmeTp:

—  [losuyus mabynayuu cneéa. BelpaBHUBaHUE TEKCTa CJIEBA.

= Tosuyus mabynsayuu no yenmpy. BelpaBHUBaHUE TEKCTA 10 LEHTPY.

= Tosuyus mabynayuu cnpasa. BelpaBHUBaHNE TEKCTa CIpPaBa.



[To3unust TaOysALMU MOSIBUTCSA Ha JIMHEWKE B BHUJE TPEYroJbHHMKA, HAIMPABICHHOTO BIIEBO
WJIM BIIPaBo, W00 B BUE poMoOa.

Ynanenue no3unumn Tadyasiunu

1. HaxmuTe Ha MO3UIUIO TaOYJISAUH.

2. lleperamure ee 3a IpeeIibl JIUHEHKH.

Ilpumeuanue. llepeMeniaTh TEKCT MEXKIY pPa3HBIMU MO3UIUSIMH TaOyJsAIMU B OJHOU
CTPOYKE MOXHO C MOMOIIbIO Kiauiu TAB.

N3meHeHHe HACTPOMKH CTPAHULBI 10 YMOJTYAHHUIO

Bbl MOXkeTe coXpaHUTh CBOM HAaCTPOMKHM B KaueCTBE IapaMETPOB 10 YMOJIYAHUIO JUISI BCEX
HOBBIX JIOKYMEHTOB.

1. Ortkpoiite HyxHbI# ¢aiin B Google JlokymeHTax.

2. Haxwmure @aiin—Hacmpotiku cmpanuypi ... Ha TaHSTH HHCTPYMEHTOB.

3. N3meHHTE HACTPOMKH.

4. Haxwmure Ycemanosums no ymoruanuio—OK.

HN3menenne macmrada 10KyMeHTa

UroObl yBEIMYUTh WM YMEHBIIUTh MacHITad [OKYMEHTa, HCIOJIb3YHTE Ha- CTPOHKHU
MacIITaOUpOBaHUS.

Ilpumeuanue. B Google Tabmmmax MacmTabupoBaHHe HE MOAepKUBaeTcs. UToObI
IpUOIM3UTh WK OTAAIUTH TaOIHIly, BOCIONB3yWTeCh (YyHKIMEH MacmTabupoBanus B Opaysepe
Chrome.

Kak yBenmuuuTh MM YMEHBIIUTH MacIuTad

1. Ortxpoiite daiin B Google JlokymMeHTax.

2. Ha nanenu GpopMaTHPOBAHUS HAKMHTE CTPEIKY psitoM ¢ rosiem «100%».

3. BwiOepure HyKHBII MacTad win BBenuTe 3HaueHue ot 50 g0 200.

Ecnu BBl XOTHUTE MOAOTHATH BHUJ JOKyMEHTa IOJ| pa3Mep OKHa Opaysepa, YCTaHOBUTE
napametp «Ilo mmpune crpanuns». [lpy n3mMenennn Macmraba okHa MaciiTad JOKyMEHTa TOXKE
M3MEHUTCS.

Co3nanue ¢popmya

TekctoBblit penakTop Google mo3Bossier BBOAUTh MaTeMaThueckue ¢popmyinsl. [[ns Hagana

paboTel ¢ dbopmynamu cienyeT  BBIOpaTh MEHIO
Bcemaska— @opmyna, B BepxHed 4yacTH paboyero moisi JOKYMEHTa MOSBHUTCA MaHenb (hopmyd,
KOTOpasi COJAEPKUT pa3InyHbIe TPYIIbI CHMBOJIOB, 3HAKOB, onepanuil (puc 2):
e bBykBbI rpedeckoro angpasuTa.
MatemaTtuueckrue CUMBOJIBI.
3HAKM OTHOIIEHUM.
Matematuyeckue oneparym.
Crpenku.
OTOT cepBUC MO3BOJISET CO3AaBaTh MaTeMaTHUECKue (GOPMYJIbl B TEKCTOBOM JIOKYMEHTE (HO
HE MPOU3BOUTDH BBIYHUCIICHHUS).
Hampumep, Heo6xoauMo HabpaTh B TEKCTOBOM JToKyMeHTe Google crnemyromnryio ¢popmyiy:

Pucynok 1 — ®opmyna

J1s 3TOTO CEeNyeT BBIOJIHUTD CIEAYIONIUE IIIaru:
1. Bwibpats MeHI0 Bemaska— Dopmyina.
2. TlosButcs IManens hopmyir:
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Pucynok 3 — Ilanens hopmyot.

3. Cnenyer BbiOpath 0110k Mamemamuueckue onepayuu.

4. Tak Kak BCe BBIPOKCHHE HAXOJMUTCS MO0 KOPHEM, HayaTh CIEAYET C TOTO, YTO U3 Habopa
3HAKOB BBIOpaTh Kopetnn.
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Pucynok 4 — [Tanens Mamemamuueckue onepayuu

2. TlosiBUTCS 3HAYOK KOPHSI.

3. Jlanee cienyet BoIOpaTh [podw

4. Tlox 3HakoMm KOPHSI ITOSIBUTCSI MECTO3AIMOIHUTEIb ISl pOoOH, I1e claexyeT
COOTBETCTBYIOIIMM 00pa30M 3alOJIHUTh YHCIUTEIb U 3HAMEHATEb.

5. Jlnst BO3BeACHUS B CTENICHBb X HA NaHenu MareMaTHuecKre Ornepalun ClenyeT BhOpaTh

6

X

IIpakTHyeckas yacThb
3aganue 1. Coznmanme u coxpaHeHue TekcToBoro nokymenta Google. Hactpoiika
napamMeTpoOB CTPAHUIIBI.
1. Coszmaiite ¥ COXpaHUTE MMOJ CBOEH (aMHIMEdl TEKCTOBBIM TOKYMEHT B PEIaKToOpe
Writer, ckonmupy#Te B HErO TEKCT OOIBIIOT0 00beMa (TIPEIOKESHHBIN TIPEI01aBaTesIeM).
2. Beigenute BeCh TEKCT M MPUMEHUTE KOMaHIy Ommemums hopmamuposanue.
3. B pe3syabTaTe MOIYUUTCS «TOJIbI» TEKCT 63 3pdhexToB hopMaTHpOBaHHUS.
4. CkomupyiiTe mony4eHHbId TekcT (0e3 ¢GopMaTUpoBaHMsI) B TEKCTOBBIA JIOKYMEHT
Google.
5. 3apaiite cnenyroiie HaCTPOUKU CTpaHuibl — Daiii—Hacmpoiiku cmpanuybi:
e OpueHranus — BepTHKaJbHAas;
e Pasmep Oymaru — A4;
e [IBer cTpaHUIIBI — IO CBOEMY YCMOTPEHHUIO;



e 10711 — 110 1 CM. CO BCEX CTOPOH.

3ananme 2. Co3gaHue 3arojiOBKOB.

1. BpaenuTs moouepeaHo BCe 3aroJOBKH ITEPBOTO YPOBHS M HA3HAYUTH UM

Cmunv abzayes— 3acon060k 1.

2.  Bplmenuth moouepeaHo BCe 3arojoBKH (I1O3ar0JIOBKH) BTOPOTO YPOBHS W Ha3HAYHTH
M Cmunv abzayes— 3a201060K 2.

3ameuanue. [Ipu >keJaHUM MOXHO WCIOJB30BAaTh 3aroJIOBKM Ha OCHOBE COOCTBEHHOTO
ctist. CleyeTr co3aTh W COXPAHUTh CBOW CTHIIb, BBIICTUTH TEKCT C IMapamMeTpaMud COOCTBEHHO
CTWJIS, a 3aTeM HCIOJIb30BaTh KoMaHAbl DPopmam— Cmuiu abzayeé— 3acon1060k1—OoHO08UMD
3a201080K 1 6 coomeemcmauu ¢ 8bl0eIeHHbIM (PPACMEHMOM.

3ananue 3. Co3naiite OriaBjieHUE B COOTBETCTBUU C MHCTPYKIIMEH, TPEJIOKEHHOM BBIIIIE.

Ha ocHOBe Ha3HAuYeHHBIX CTWJICH MpOrpaMMa MOXKET aBTOMATHYECKH TEHEPUPOBATH
ornasiieHue. JIJisg 3TOTO ClieyeT BBITOJHUTD CACAYIOIIHNE IIarH:

1. YcraHoBHTH Kypcop B TO MECTO, T/I€ IOJDKHO PacIioyiarathCs OrJIaBICHHUE.

2. Beibpare Mento Bemasxka— Q2nasnenue, nanee CleAyeT BHIOpaTh THI OTJIaBicHHS (C
HOMEpPaMU CTpaHU1/0e3 HOMEPOB CTPAHHUIL).

3. Tlocne 3TOrO IMpOrpaMMa aBTOMATHYECKH CO3/1aCT OTIaBJICHHUE.

4. Ecnu IDOKYMEHT 3aKphITh, @ MOTOM OTKPBITH CHOBA, B JIEBOW YaCTH OKHA ITOSBUTCS
CTPYKTypa JOKYMEHTa, KOTopasi 00eCIeYnT HaBUTAIINIO TI0 JOKYMEHTY (TO e caMOe OTJIaBIICHUE).

3aganue 4. CBsi3aTh runepcchbUIKaMU KXyl J1a0opaTOpHyIO paboTy
C OTJIaBIICHUEM.

1. B ornaBjeHHHU BBIACIUTH CaMO CI0BO «OTIaBIeHHEY.

2. TlpucBouth eMy cTiiIb 30201060k 1.

3. Beimenuts B Tekcte «Jlaboparopras pabora 1».

4. BsiOpatb MeHIO Becmaska— Ceblika.

5. B mnosBHBIIEMCS JIHAJOTOBOM OKHE OTOOPa3sUTCS CIIMCOK DJIEMEHTOB JIOKYMEHTA,
KOTOPBIM OBLIT Ha3HAYEH CTWIIb. M3 HEro cienyer BEIOpaTh clioBo «OrIaBieHue.

6. B pesynpraTe MONYYHUTCS THUIEPCCHIIKA, CBS3bIBaIOIIas J1labopaTopHyo pabdoty 1 ¢
OTJIABJICHUEM.

7. DTy omeparmio cjeayeT MpoIeaTh CO BCEMH OCTAIbHBIMHU JTA00OPaTOPHBIMU pabOTaMH.

8. B uTore momyduTcs ABYCTOPOHHS THIIEPCBS3b OIJIABJICHHUS M KaXKIO0H J1ab0paTOpHOI
paboTHI.

3aganue S. Hanummre GopMyIibl B TEKCTOBOM JIOKyMEHTE.
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PucyHnok 5 — ®opmyisl

Bomnpocs! 1J1s1 CAMOKOHTPOJIS
1. Knaccugukanus KOMIBIOTEPOB.
2. llepudepuiinbie ycTpoicTBa KOMIIBIOTEPA.



JIABOPATOPHOE 3AHATHE Nel3. Co3nanne u peflakTHPOBaHHe NPe3eHTAIINH.

Tema 13. Buabl, Ha3HaYeHHE U 0COOCHHOCTH IOCTPOEHHS ONEPALMOHHBIX CHCTEM.

Heas: [Tonydyenue npakTUYecKMX HaBBIKOB 1O paboTe ¢ Google mpe3eHTanusAMHU.

Oo6opynoBanme: 11K, OC Windows, MS Office, Google Chrome, MeToanueckue ykazaHus
10 BBITOJIHEHHIO JTAOOPAaTOPHOTO 3aHSATHS.

Xoa pa0doThI:

1. KosieKkTHBHO CO3/aTh MPE3CHTAIMIO CBOEMY YUEOHOMY 3aBE/ICHHIO:

— Co3spmaBath claibl 1715 pa3HbIX (DaKyIbTETOB JOKHBI pa3HBIE CTYICHTHI.

— Co0patb Bce CO3MaHHbBIC CANABI B €IUHYIO MPE3CHTAIIHIO.

—  IlepBblIii cnaiin 10oMKeH coJepkKaTh Ha3BaHHE YUeOHOTO 3aBe/ICHUS.

— Ha Bropom cnaiifie 10MKHBI OBITH TIEpPEYHCIEHBI BCE (PaKyIbTETHI.

— Cps3arh BTOpPOM claiii co BCEMH claiilaMd TUIEPCCHUIKAMU M YIPaBISIOMIUMHU
KHOTIKaMH.

— Ha3HauuTh aHUMALMIO JUISl CAMMX CIANA0B M JIJISl UX COAEPKUMOTO.

—  Crnalasl JOJDKHBI COMIEP)KaTh TaOIUIA, CXEMbI, H300paKCHHS.

2. HWwmnopruposats ¢aitner PPTX u PPS, a Takke KOHBEPTHPOBATh MX B IpPE3EHTAIUU
Google.

3. Ckauarp mpesenrtaimio B (opmare PDF, PPT, SVG, JPG wiu B BHIE TEKCTOBOTO
daiina.

4. J1o0aBUTP B MPE3CHTAINIO N300paKEHHS U BUIICO.

5. OnyOJuKOBaTh MPE3CHTAIMIO B HHTEPHETE.

Omuem 10 1a00OPaTOPHOI paboTe TOJKEH COJEPKATh MPE3CHTALHIO.

Ilo umoeam BbIIOTHEHHOW pabOTHl HEOOXOJUMO HAyYUTHCS CO3JaBaTh IMPE3CHTALUU
cpeactBamu Google; cBA3bIBaTH CHAalABl C MOMOIIBIO THUIEPCCHUIOK U YIPABISIOMIMX KHOIOK;
yMETh UCHOJb30BaTh naHenb Word Art; HacTpauBaThb aHUMAIMIO CIANIOB U MX COAEPKHMOIO,
BCTaBJISATh M300paKECHUS U BHJICO; TyOJIMKOBATh MTPE3CHTALIHIO.

Teopetuko-mMeronunyeckass yactb Google IlpeseHTanuu — 3T0 pemakTop A CO3AAHUS U
0o OpMIICHUS TTPE3CHTAIIH.

Ha Google /Jluck wmoxHO 3arpykaTh Mpe3eHTauu ¢ KommbioTepa. I[IpeoOpazoBas
npesenTanuio B popmat Google JIokyMeHTOB, MOKHO PeAaKTHPOBATh €€ OHJANH W paboTaTh HaJ
HEl BMECTE C JPYTUMHU M0JIb30BATEISIMHU.

J1s 3arpy3ku npe3eHTanuu Heo0X0AUMO:

e [lepeittu Ha cTpaHuLy.
e Haxare "Co3nmaTe" B BepxXHEM JIEBOM YIJy, 3aTeM BBIOpaTh "3arpy3uTh aiiner". B

KJIACCUYECKOM MHTepdeiice Hy)KHO HaXKaTh KHOIIKY "3arpy3ku" u BeIOpaTh "®aitnel... "
B PACKpPBIBLIEMCS] MEHIO.

e BrpIOpaTh Npe3eHTANMI0 Ha KOMITbIOTEpE U HaXxaTh "OTKPHITH".

e UYroObl MO3KE OTPEJAKTHPOBATH  MNPE3CHTAIMI0, HYXXHO  YCTAaHOBUTH  (PJIAXKOK
"[IpeoOpa3oBbIBaTh JOKYMEHTHI, MPE3CHTAIMH, TaOJUIBl U pucyHku B ¢opmar Google
JlokymeHTOB".

e Haxatp "Hauats 3arpysky".

e [Tlocne 3arpy3ku ¢ npe3eHTalei MoxHO OyJeT paboTaTh Ha CTPAHHULIE.
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Mpezenmalyur Ge3 HasgaHUA [ ]
@ahn  (Mpaexa Bun Beraska Chnafin  Topwar  Ynopraouwme  Mectpymewtsl  Tabnwga Cnopaeka  Coxpanssse

- e a k[TMGE->- B Py- oo Mmer- Tews. Neperon.

Pucynok 1 — Crpanuna Google [Ipesenrarnuu

Bxnanka "®aiin" Google Ipesentanuu u Bkiaaaka "Cnaia" Google I[IpezenTarum.

C' & https;//docs.google.com/presentation/d/1Bt

[MpeseHmayus 6e3 Hassanus - M
Dawn [lpaska Bug Berasxa Crpaig Topmar  Ynop

CosmecTHeI gocTyn...

Cozpate -
OTrpeiTe. .. Ctri+0
[MepeumeHoBaTE. ..

Co30aTe KONMWED. ..

[MepemecTuTs B Nanky. ..

YoanuTe

WimnopT cnafgos. ..

MpocMOTPETE MCTORMIO MIMEHEHWHA Cirl+Alt+Shift+G

Hank -

CravaTte Kak -
OnybnukoeaTe B MHTEpHeTE...
OTtnpasuTe coasTopan...

MpykpenuTs & cOODLLEHNK 30 NOYTSI. ..

HacTpoiky cTpaHmMub. .
HacTpo#ka neuaTi W NpocMoTp

= [levaTts Cte+-P

Pucynok 2 — Bxnaaka ®aitn Google IIpezentanuu
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lpe3eHmauus 6e3 HassaHus | |

Qaitn  MNpaska Bua Beraska Cnafg | Qopmar  Ynopagouuts  MHCTpyMeHTwl

+ (- W a N Hoewit chadig Ctrl+M

1 NyBnuposaTs cnamg

Ypanute cnang

WameHuTs oH

ﬂpur\.tey:n Tk MAKeT >

CmeHUTs TEMy

MNepexog,. ..

WMameHnTe wabnod

Cnegyowmi cnaing, Pg-.
Mpegeigywwi cnaig Pg-
MNepewiit cnang Home
MocnegHui cnamg End

Pucynoxk 3 — Bxnagka Cnaiin Google [Ipezentamnmn

Ha Google /[uck MoxHO 3arpy>kaTh Mpe3eHTAIIUHU CICIYIONINX THIIOB: ppt, pptx, pps.

BceraBka nzo0paxxkeHus

Jl1st BcTaBKM M300paskeHuUs B IPE3EHTALINIO HEOOXOIUMO:

—  Ileperamuth n3006pakeHUE CO CBOETO KOMIIbIOTEpA MPSIMO B CIIAMI.

—  3arpy3uTh U300pakeHue, XpaHs;ieecs Ha KOMIBIOTEpE.

— Bsectu "URL" o6menoctynHoro nuzodpaxenus B lHTepHeTe.

— Haiitu uzo6paxkenue ¢ nomomipio "[loncka kaptunok Google".

JloGaBnsiemble n300pakeHust AOKHBI ObITh B ¢opmare PNG, JPEG wmm GIF (6e3
aHUMAIIH).

Jlis BCTaBKM M300pa’keHHsI B MPE3CHTALMI0 HYXKHO BBIIIOJHUTH CIIEAYIOUIHE JCHCTBUS
(puc. 14).

e Haxarp 3Hauok "BcraButh M300pakeHue" Ha MaHenu HMHCTpyMEHTOB. OH HaxoJUTCA
cmpaBa OT 3Hayka T, 0003HAuUaIOMIETO0 BCTAaBKY TeKCTa. MOXHO OTKPBITH MEHIO
"BcraButs" u BeIOpaTh yHKT "M300paxkenue".

e BrpiOpaTe 0IMH W3 BapHaHTOB BCTABKHM M300pakeHUs, ykazath (aitn, BBecth URL wim
BBITIOJTHUTDH TTOWCK.

e BriOpaB nzobpaxenue, Haxartb "3arpy3uts” win "Bridpats".

e 300pakeHue OyneT BCTABJICHO B BHIOPAHHBIN CIIaki].

YroObl mepeMecTUTh U300pakeHUE B JIPYTYI0 00JIacTh cllaiiia, HY>KHO MEpeTalUTh €ro.
Jlst u3MeHeHHsl pa3Mepa n300paskeHHsI HY>KHO MCIIONb30BaTh OeJble TOUYKHW MAacIITaOMpOBaHUS,
pacrojoKEHHbIE B €ro yIiax.
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lMpesesmatus be3 HassaHua [ |

Qaiin [paska Bug Bceraska Cnang Topmat  Ynoj

+ e TexkcTosoe none

A Wzobpawenue...

|

i Buaeo..

AR Word Art

. [iaus .

Q__ Turypa »
Tabnunua »

B Kowumeutapuii Crl+Al+M
Hoewid cnarg Ctri+M

MimnopT cnaiigos...

Pucynok 4 — Bknanka BeraBka Google Ipezentannn

BcraBka Buaeo

Kaxk BcTaBuTh B mpe3eHTanuio Bugeoposuk YouTube

1. Ortxkpoiite daiin B Google IIpe3eHTarusx.

2. Haxmure HA HYXKHBIN CITaiI.

3. Haxwmure Bcmaska — Buodeo.

—  HaiiguTe HyXHOE BUI€O U HAXKMUTE Bouiopamo.

—  Vxaxure URL ponmka Ha YouTube B cooTBeTcTBYyIOIIEM MOje B BepXHEH yacTtu
OKHa.

4. Buneo Oyzaer BcTaBieHO B (aii.

IMy6nukanus 10KyMeHTOB, Ta0JIM1I, Npe3eHTAUMI U PUCYHKOB

XotuTe, YTOObI JTOKYMEHT, TaOJHIa, Mpe3eHTAalus WIM PUCYHOK ObUIM JAOCTYIHBI JJIS
Bcex? OnyOmnukyiite ¢aitn B UHTepHETE M MOTYyYUTE CCHUIKY, KOTOPYIO BBl CMOXKETE OTIPABUTH
Tr0060MYy TIOJIB30BATEINIO WM Pa3MECTUTh HAa CBOEM caiiTe.

Kaxk omy6nukoBats (aitn BeimomHuTe crieayromnme 1eicTBus:

1. OTkpo#Te JOKYMEHT, Ta0JIHUILy, IPE3EHTAIUIO WX PUCYHOK.

2. Ilepeiigute B MmeHI0 Dati.

3. Beibepure nyHkT Onyoauxosame 6 HnmepHneme.

4. OOblYHO (Qailn myOIMKyeTcsl LIETUKOM, OJIHAKO B HEKOTOPBIX CIyyasX JOCTYITHBI
JIOTIOJIHUTENBHBIE TTapaMeTpBbI:

— Tabauya. MoxHO BBIOpaTh MyOJHMKAIIMIO BCEW TAONMIBI WM OTACIBHBIX JHCTOB, a
takxe popmart (BeO-ctpanua, CSV, TSV, PDF, XLSX umu ODS).

—  Ilpeszenmayus. MoXXHO BBIOpaTh CKOPOCTH CMEHBI CIIAHIOB.

—  Pucynox. MoxHO BbIOpaTh pazmep U300pa>keHusl.

5. Haxwmute Onyoaukosams.

6. CxomnupyiTe CChIIKY M OTHpaBbTE €€ MOJb30BATENAM JMOO onmyOnauKkylTe ¢ailn Ha
CBOEM CaTe.

Oo0HoBJICHHE Oy0JIMKOBAHHOTO (paiiyia

Korna BBl penakTupyere UCXOIHBIN (aiis, Bce N3MEHEHHS aBTOMATUYECKU TPUMEHSFOTCS
K OIyOJIMKOBaHHOW Konuu. OIHAKO 3Ty HACTPOHKY MOKHO OTKJIIOUHUTD.

Kax ormMenuTh mybnukanuio gaitia

1. OtkpoiiTe HYKHBII (aii.
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2. [Tlepeiinure B MeHto Datln.

3. Beibepure nyHkT Onybaukosamo ¢ Mnmepneme.

4. Haxwmure Ha TekcT "OnyOIuKOBaHHBIE MATEPHAIIBI U HACTPOUKH".

5. Bwibepure Ommenums nyoauxayuro. Kak BHITISIUT Oy OIMKOBaHHBIN (aiii.

[Tonp30BaTesb, KOTOPOMY BbI OTIPABUTE CCHUIKY Ha OMYyOJUKOBAHHBIN (aiii, HE CMOXXET
BHOCUTh U3MeHeHus. Kpome Toro, uist Hero Qaiin OyeT BBIIISAETh He TakK, Kak JUlsd Bac:

—  Jloxymenmui. I1aHeIb MHCTPYMEHTOB HENOCTYIIHA.

—  Tabauywl. Tlanens UHCTPYMEHTOB HenocTynHa. [lonb30BaTenu BUAAT AUA- TPAMMBL,
dopmaTupoBaHHe S4YEeK M UX 3HAUEHHUS, HO HE MOTYT NPOCMAaTpUBaTh WIM PEIAKTHPOBATH
(bopMyIIBI.

— Ilpezenmayuu. Tlonp3oBarenu BUIAT JUOO0 BEPCHIO TOJNBKO i MPOCMOTpa, MO0
IIPE3CHTALMIO B [IOJTHOOKPAHHOM PEXHME.

—  Pucynku. I306paxenue noctymnHo B popmate PNG.

Hacrpoiika npaB Ha ny0aukanuio ¢aiina

YroObl Ipyrue Mojb30BaTENM MOINIM MyOaMKOBaTh (ailsl, IpeaocTaBbTe UM JOCTYI C
IIPaBOM Ha peJaKTUPOBaHUE.

Ecnu Bbl XOTUTE 3alpeTUTh pelakTopaM IMyOJuKoBaTh (aiii, U3MEHUTE €ro HACTPOUKH
CJIEIYIOIIUM 00pa3oM:

—  Ortkpoiite Hy X HbII (aiii.

— Haxwmute kHONIKY Hacmportiku oocmyna B IpaBOM BEPXHEM YIJIy SKpaHa.

— B npaBom HUXHEM YIUIy OTKpBIBILErOCsl OKHA HAKMUTE Pacuupennbie.

— VYcra"oBute ¢Gaaxok "3ampeTuTh pegakTopam I00aBJSATH ITOJIB30BATENEH U
W3MEHSTh HACTPOUKH AocTyma".

IIpakTHyeckas yacTpb
3aganue 1. Co3naiiTe mpe3eHTAIMIO0 CBOEMY yUeOHOMY 3aBEICHHIO.
e Ha nepBom craiizie 10KHO OBITH Ha3BaHHE YUEOHOTO YUPEXKICHHS, B IOSCHEHHH TOPOJT
U Kpail.
— HazBanue yueOHOro 3aBesieHus co3aaercs ¢ noMmolbio nanenu Word Art.
— Heo0xoguMo BBIMOTHUTE HOCIEN0BATENLHOCTL KOMaH Bemasxa— Word
Art.
— 3areM, B IOSIBUBIIEMCS TUAJIOTOBOM OKHE BHECTU HYXHBIM TEKCT.

YNopRIOYNTE

-\ ®- 2

YTolel cOXpaHUTh, HaxMUTE Enter. YTolbl BEECTH HECKDNLKD CTPOE, HC

Pucynok 5 — Mcnonb3oBanue nanenu Word Art.

C nmoMoImIpI0 KHOTIOK Ha MaHeId MHCTPYMEHTOB MOXKHO 3a/1aTh TOJIIIMHY U IBET JTUHUN
OyKB, 3aJTUBKY, HAU€pTaHUE:
e Ha BropoM craiine [oMKHBI OBITH IEpeUUCICHbl Bce (aKylbTe€Thl B BUJE
MapKHPOBAHHOTO CITHCKA.
e Jlanee Ha KaXXJbli (paKyJIbTET OTBOIUTCS 110 J1BA U OoJjiee ciaiiaa.
e (Crnaiiapl JOMKHBI COAEPIKATH CIEAYIONTYI0 HH(POPMAIIHIO:
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— Agpec ¢akynbprera, (oTorpadus koprmyca uim smbOirema (¢akyiapTeTa, aaTa
OCHOBAaHHUS.
— Kakyro crienuansHOCTh IPHOOPETAIOT CTYJCHTHI Ha (aKyIbTeTe.
— Wwms nexana QakynbreTa.
— Kakue xadenps! Ha akynpreTax.
— IIpodeccopcko-npenosaBaTebCKuii cocTaB Kademp.
—  JIMCUMIUINHEI, TIperoiaBaeMble Ha JAaHHOM (aKyJbTeTe.
e 3arojJOBKM CIAHIOB JOJDKHBI ObITh HamucaHbl Npu nomomu mnaHenu Word Art
(Bcmasexka— Word Art).
e Cps3aTh BTOPOM CIIaliJl CO BCEMH ClAallaMM THIEPCCBUIKAMH W YIPaBISIOIIHAMHU
KHOTIKaMH:
Co BTOporo cnaiga oOOECHEYUTh TEPEXOJ IO THIEPCCHUIKE K TEePBOMY CIalTy
cooTBeTcTBYIOLIEro (hakynbreta (Becmaska— Ccbinka).

Ccuinka ~ BcraesTe CCRIAKY WAW BEINOAHUTE NOWCK
Mepewlil cnafg, '
» JKC ¢
MocnedHWin cnaig
Cnaipn 1 =

Cnaipg 2: GakynsTeTwl

m

Cnaig 3: MaTemMatiid, MHDopmM..

Cnaip 4: Sunonorum

Pucynok 6 — Co3ianue runepcchbuiky.

B nosiBuBIIEMCSI OKHE clielyeT BBIOpAaTh Ha KaKOM Clail/l Ha3HAYUTh THUIEPCCHUIKY.

1. C kaxpgoro cnaiiza 0OECIEYUTh MEPEXO] C MOMOLIBIO YNpagisiowel KHONKU Ha
BTOPOU CIIai.

—  Bsmmonnuth nocnenoBarensHocTh Bemaska— Pueypa— Cmpenku.

— Cuenyet BbIOpaTh HYKHYIO CTPEJIKY.

— HaBecTu Ha Hee yKa3aTellb MBILIH.

— BbI3BaTh KOHTEKCTHOE MEHIO (TIpaBas KJIaBUIIa MBILIH).

— BribpaTh xomany Ccplika.
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Ccuinka | BotaBete cobinky MR BBINOMHWTE NOWCK
Mepewii cnaig
MocnegHWi cnang
Cnang 1

Cnang 2: GakyneTeTsl

m

Cnaiig 3; MaTemarukn, uHpopm.. |

Cnang 4: SUnonomm

o

Pucynok 7 — Co3ganue ynpasJsitonie KHOMKH.

- B nosiBuBIIEMCS CITUCKE ClIeAyeT BBIOpATh HY>KHBIN Cilaii]] (B JAHHOM Cily4ae 3TO
OyzeTr BTOPOH, I'/ie IepeunCIeHbl Bce (haKyIbTEThI).

- Takum o0Opa3oMm, BO BpeMs JAEMOHCTpALMU CIAHIOB ILEIYKOM IO ITON KHOIIKE
MOXKHO OyJeT BEpHYTHhCS Ha BTOpPOWM claia (wiaum Ha 00O JAPYyroi, ¢ KOTOpPHIM Oyzaer
YCTaHOBJIEHA CBSA3b Uepe3 KHOIIKY ).

2. Tlpu HEOOXOAMMOCTH CBS3aTb  MEXAYy Cco0OH
TUIEPCChIIIKaMU WIN YIIPaBJISIFOIIMMU KHOIIKaMU pa3IMyHbIE CIail/ibl.

3ananme 2. [IyOnukauus npesentauuu B HTEepHETE

Jlis myOnuKanuy npe3eHTaluy Hy>KHO BBIIIOJHUTH CIEAYIOIIUE IeHCTBUS.

1.  OTKpBITh IPE3CHTAIHIO, KOTOPYIO HYXKHO OIMYOJIHKOBATh, H BOCIIOIb30BATHCS MEHIO
"®aiin".

2. Beibpars nyskr "Omny0sukoBats B MHTEpHETE... "

3. Haxars kaonky "Hauats myOnukanuio".

4. TlogenuTbCs ATOM CCHUIKOW C TEMH, KOMY HYXHO TPEIOCTaBUTh JOCTYI K
MIPE3ECHTALINH.

[Ipesenranus O6yxaer goctynHa no URL 1o Tex mop, moka oHa He OyneT yJajieHa U He
OoTMeHeHa ee myOnukamms. [[isi OTMEeHBI MyOJIMKAaIuu HYXKHO BEpHYThCs B MeHIo "daiin" u
BbIOpaTh MyHKT "OmnyOnukoBaTth B UHTEepHETE... " 3aTeM HY»HO Ha)KaTh KHONKY "OTMEHUTH

3aganme 3.

1. Co3paiiTe npe3eHTAMOHHOE COMPOBOKIEHHUE JIEKIIMOHHOTO MaTepuasia, yKa3aHHOTO
npernojaBaTesieM WIH M0 COOCTBEHHOMY YCMOTPEHHIO.

2. Cnaiiipl JOKHBI COEPKATh CXEMBI, TAOIUIIBL, TPAQUKH, PUCYHKH.

3. CospnaiiTe 3aroyIOBKH CiaiaoB mpu nmomoiny ["anepen TekcToBbIX 3P (HEKTOB.

3ananme 4. BctaBuTh BUICOPOIUK B CIAN].

Bonpocs! 1J1s1 CaMOKOHTPOJISA

1. BupryanbHas mMamivHa.
2. Buas OC.
3. Ilpunmuner noctpoenus OC.

-80-



JIABOPATOPHOE 3AHATHE Nel4. Coznanune u pelaKTHPOBaHHE aPXHBOB.

Tema 14. HaznaveHnune v Ki1acCH(PUKALMSA TEKCTOBBIX PEIAKTOPOB M NMPOLECCOPOB.

Heasn: [TonydyeHrne mpakTHUECKUX HABBIKOB MO padoTe ¢ ApXHUBaTOPaMH.

OdbopynoBanue: IIK, OC Windows, MS Office, Google Chrome, wmeTomuueckue
yKa3aHUs M0 BBITIOTHEHUIO JJA0OPATOPHOTO 3aHSITHS.

Xoa pa0doTbi:

B npakTudeckoil AESITENBHOCTH apXHMBBI CO3JAKOTCSA IO HECKOJIBKMM NpHYMHaM. Bo-
NEPBbIX, apXUB HEOOXOJMM, €CIM BBl cOoOMpaeTech Hepeaars MHpopMaluoo 1o moaemy. Bo-
BTOPBIX, BaM HEe 000NTHCH O6€3 apXuBa, eciii 0oJbIINe (Paisibl HYy’KHO CKOIUPOBATH Ha HOCUTEIH
Majioll eMKocTH. HakoHel, apXUBHpOBaHKE BBINIOJIHAETCS IPU CO3/1aHUU PE3EPBHBIX KOIUH.

ApXHBaTOp — KOMIIBIOTEpHAsI MPOrpaMMa, KOTOpasl OCYLIECTBIIIET C)KaTHUE JIaHHBIX B
oIuH (aiin apxuBa [y Oojiee JIETKOM Nepenayu, Wik KOMIAKTHOTO MX XpaHeHHs. B kauecTe
JaHHBIX OOBIYHO BBICTYyHAarOT (aiiiabl U manku. Bo3MoXXHO, €O3/1aTh apXHB, COCTOSILUN U3
HECKOJIbKUX (haitioB. B 3TOM cityuae pe3ynbTaToM paboThl apxuBaTopa OyJIeT OJAWH apXHBHBIH
(aiin.

[Ipouecc co3maHusa apxuBa Ha3bIBAETCS apXMBAaLlMEH WIM YIAKOBKOH (CkaTueM), a
0OpaTHBIN MPOIECC — PACTTAKOBKOW MIIM SKCTPAKITUCH.

Cxxatne — mpouecc, HNpU KOTOPOM YJajsieTcs BCE JIMIIHEE, B PE3yJbTaTe 4Yero
yMeHblaercst pazmep ¢aitna. Takumu "numHuMH" JaHHBIMU B (paifiax MOTYT OBITH CHMBOJIBI,
KOTOpbIE MOBTOPSIIOTCA, NOCTOSHHBIE OUTHI U T.1. D((HEKTUBHOCTH CHKATHSL SIBIISCTCS OAHOM M3
BAKHEHMIINX XapaKTepUCTUK apXxuBatopoB. OT Hee 3aBUCUT pa3Mep coslaBaeMoro (aiina
apxuBa. UeM MeHbIIE apXuB, TEM MEHBIIE MECTA HY’KHO Ul €r0 XpaHEHHWsd, a MpH Ieperade
(Hampumep, 1O 3JIEKTPOHHOM I04YTe), HYKHAa MEHbIIAas MPOIyCKHAas CIIOCOOHOCTh KaHala
nepelau U TPATUTCS MEHBIIIE BPEMEHH.

[Ipu BBIOOpe THHA apxuBaTopa OOBIYHO  PYKOBOACTBYIOTCS  CIEAYIOLIUMHU
paccyXKJIeHUsMU: CTENeHb CXKaTHs JOJDKHA OBITh KaK MOXXHO OoJjiee BBICOKHI, a BPEMEHHM Ha
YIAKOBKY M pacCHakoBKy (ailyioB JOJKHO UJATH KaK MO>KHO MEHBbIIIE.

Crannaptasiii apxuatop OC Windows Backup (pucyHok 1) co3maer pe3epBHbIE KOITUU
(haitioB Ha KECTKOM JUCKE NIl XpaHeHHs (ailioB U MPOrpaMM, YTO MO3BOJISIET BOCCTAHOBUTH
cllyyaiiHble TOTepU ATUX OOBEKTOB M3-3a cOOEB MUTaHMA, BUpPYCcOB U T.A. [lpu apxuBammu 3tH
Gdaiinbpl He CKUMAIOTCS, a 3aHMMAIOT Takue ke oObeMbl, Kak M ucxoable. [[ns 3amycka
porpaMMbl HeOOXOAMMO BBITIOJIHUTE CIIEAYIOLIYIO TocienoBarenbHocTh komany Ilyck — Bcee
nporpammbel — Cranaaptabie — CiyieOHble — ApXHBAIMS IAHHBIX.

5

Pladin, Wi 44 MO M SR EH L
Pl M o MECESW T TTOCE e S-S0 FRCTE
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o F |_;p'.'bt J | Crkend |

Pucynoxk 1 — OkHo apxuBatopa Backup.

OnHako mpu ATOM apXUBHBIE KOIHMH 3aHHUMAIOT CTOJIBKO YK€ MECTa, CKOJBKO 3aHMMAIOT
UCXONHBIC (PaliyIbl, M I KOMUPOBAHUS MOXKET MOHAO0MThCS MHOTO auckeT. Ilostomy Oonee
y10OHO MCIIOIB30BATh JUISl CO3AHUS APXUBHBIX KOIMHUI CIIENMAIbHO pa3pabOTaHHbIE POTPAMMBI
apXuBaluy (aitsos.
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CoBpeMeHHbIE TPOTrpaMMHBIE CpeJICTBa JJIsi CO3/1aHUSl U OOCITYy)XKMBAaHUS APXUBOB
OTINYaTCad OOJNBIIMM 00BEMOM (DYHKIMOHAIBHBIX BO3MOXKHOCTEH, MHOTHME W3 KOTOPBIX
BBIXOJIT 32 pPaMKU MPOCTOrO CKaTHs JaHHBIX U 3()(EKTUBHO JOMOJHIIOT CTaHIApTHHIE
CpeICTBa OINEPaIIOHHON cUCTeMbl. B 3TOM cMbICiie COBpEeMEHHbIE CPEICTBA apXUBALlUU JaHHbBIX
Ha3bIBAIOT AMCIIETYEPAMH APXHBOB.

K 6a30BbIM (YHKIMSAM, KOTOpPbIE BBIMOJHSAIOT COBPEMEHHbBIE JTUCIETYEPHl ApPXHBOB,
OTHOCSATCS: U3BNIeueHHe (paililoB U3 apXMBOB, CO3/1aHUE HOBBIX apXUBOB, J00aBieHHE (aillIOB B
HMEIOLIUIICS apXUB, CO3/1aHHE CaMOPAaCaKOBBIBAIOIINXCS ApXUBOB, CO3/IaHUE PACIIpe/IeICHHBIX
apXMBOB Ha HOCUTEJISX MaJloil €MKOCTH, TECTHPOBAaHHE LEJIOCTHOCTU CTPYKTYpPBl apXHBOB,
MOJIHOE WJIM YacTHYHOE BOCCTAHOBJIEHHE TIOBPEXKJEHHBIX apXHWBOB, 3alllUTa apXUBOB OT
IIPOCMOTPa ¥ HECAaHKIIMOHUPOBAHHOM MOJTU(DUKAIIIH.

K nonosiHuTeIbHBIM  (PYHKUMAM JHUCIIETYEPOB  apXHBOB  OTHOCSTCSI  CEPBHCHBIE
¢byHkuuu, nenatome pabotry Oonee  ynoOHOH. OHM  4YacTO pealM3yIOTCS BHEIIHUM
MOJIKJIFOUYEHUEM JIOMOJHUTENbHBIX CIYKEOHBIX MPOrpaMM M 00ecreuuBaroT: MPOoCcMOTp (aiinos
pa3nuyHbIX ¢opmaTroB Oe3 H3BJICUEHMS MX M3 apXuBa; MOUCK (aijoB M JaHHBIX BHYTpPHU
apXUBOB; YCTaHOBKY IpOrpaMM M3 apXHMBOB 0Oe€3 IMpeABapUTENbHON pacHakoOBKU; IPOBEPKY
OTCYTCTBHSI KOMITBIOTEPHBIX BHMPYCOB B apXUBE JI0 €r0 PacHaKOBKH; KPUITOTPapUUECKYIO
3aIATy AapXWBHOW WHGPOPMANHMH, JIEKOJWPOBAHUE COOOIICHWA AJICKTPOHHOW  TOYTHI;
«Ipo3payHoe»  yIUIoTHeHWe  ucnonHuMmblx  (QaiinoB  .EXE wu  .DLL;  co3nmanue
CaMOpaclaKkoBBIBAIOIINXCSI MHOTOTOMHBIX apXHBOB; BBIOOp WM HAcTpOMKY KoadduiueHTa
CXKaTHsl UH(OPMAIIHH.

7-Zip (pucyHOK 2) sBIsIeTCS CBOOOIHBIM (haliJIOBBIM apXUBATOPOM C BBICOKOM CTETICHBIO
ckaTusl JaHHBIX. [loanep)kuBaeT HECKOJIBKO AJTOPUTMOB CHKATHUS U MHOXKECTBO (OPMATOB
JAHHBIX, BKJIOYas COOCTBEHHBIH (opmaT 7z ¢ BBICOKOI((HEKTUBHBIM aJITOPUTMOM CHKATHS
LZMA. Tlporpamma paspabatbiBaercss ¢ 1999r. u sBisercst OecriaTHOHM, a Takke HMeEeT
OTKPBITBIN UCXOIHBIN KOJI, O0JIbIIasi 4acTh KOTOPOTO0 CBOOOJHO PacpOCTPaHIETCs Ha YCIOBUSX.

e Manag =

B g cffbeoron; O

Pucynok 2 — OkHo apxuBatopa 7Zip

UroObl BOCHONB30BATHCS (haiijioM, COAEPIKAIIMMCS B apXHBE, €ro HY)XKHO M3 apXuBa
u3Bneyb. Onepanus u3BledeHus ¢aiina win Nmankyd U3 apXuBa OOBIYHO BKIIIOYAET B ceOs TpH
CTaJIuU: OTKPBITHE apXUBa, IPOCMOTP U U3BJICUCHUE.

OCHOBHBIE XapaKTepUCTUKH 7-Zip: nojjaepxkuBaemble dhopmatel: 7z, ZIP, CAB, Z, MSI,
RPM, DEB, NSIS, LZH, RAR, ARJ, WIM, CHM, GZIP, BZIP2, TAR, CPIO, ISO u RPM;
OYCHb BBICOKAs CTETNICHb CxkaTtus B opmate 7z; nist popmaroB ZIP u GZIP crenenp cxxaTus Ha
2-10% Beime, yem B PKZip u WinZip; BO3MOXXHOCTh CO3[aHHS CaMOPACIIaKOBBIBAIOLIHXCS
apxuBOB uig ¢opmaTa 7z; BO3MOXKHOCTb IIHU(POBAHMS ApXUBOB; BCTPOCHHBIN (hailoBbIif
MeHeJ[Kep; uHTerpanus B 00oaouky Windows; tuiarun uist nporpaMmMel FAR Manager; mmarua
g nporpamMMbl Total Commander; MoliHas Bepcusi AJii KOMaHAHONW CTPOKU; MHOTOSI3BIKOBOM
uHTEpdeic (ecTh PyCCKHIA S3BIK).

Bo3MOXHBI cUTyaluu, KOrjaa HEOOXOAUMO yAaTuTh HEKOTOphIe (ailfibl U3 apXuBa, IS
3TOrO HEe 0053aTeNbHO CO3/1aBaTh AapPXUB 3aHOBO C HOBBIM COCTaBOM OOBEKTOB. JlocTaTOYHO
OTKPBITh SNM apXHB, BBIACIUTH (ailiibl As yaanenus, 3ateM Haxath kinaBuiry DELETE.

B Tex ciuywasx, Korma apxuBauus MPOU3ZBOAUTCA JUIA Mepeaayd JOKyMeHTa
MOTpeOUTENI0, CIEAyeT MPEeAyCMOTpPeTh HalW4Yhe Yy HEro MpOorpaMMHOTO CpPEJCTBa,
HEOOXOAMMOTO JJIi MU3BJICUYCHHS] UCXOJHBIX JAHHBIX M3 YIUIOTHEHHOrO apxuBa. Ecimm Takux
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CpeACTB y  TOTpeOHTeNnss HET —  CO3/al0T CAaMOPACNAKOBBLIBAIOIINECH  APXMBBI.
CaMopacnakoBbIBaIOUIMIICS apXUB TOTOBUTCS Ha 0a3e OOBIYHOIO apXHBa MyTEM MPHUCOEAMHEHUS
K HeMmy HeOonbIIoro mporpamMmmuoro moxayns. Cam apxuB mnoiywaer pacimupenue EXE,

XapaKTEPHOE ISl UICTIONHSAEMBIX (haiiioB (PUCYHOK 3).

(lebaanT

[awramams rapan

e Cormaamanegon:
P fims s Toee pasmuanau jm Badm: Moo unsponaree RE5-1%6 hd
s wuss Salme

| i | Crmee Tosonsz.__|

Pucynok 3 — Co3ganue caMmopaciakoBBIBAIOIIETOCS apXUBa

IIpakTHyeckoe 3a1aHue

3aganue 1. Co3naiite B nanke Mou JOKyMEHTHI B IAIIKE CBOETO Kypca MAanKy IPyIbl.
3aganue 2. CxonupoBaTh nanky Mou pUCYHKH B MAIKy CBOEH IPyIIIbI.

3ananme 3. BRIMOMHUTH apXMBAIMIO JAHHBIX C TOMOIIBIO CIIY>)KEOHOH HpOrpaMMel

Backup. 3amanue BbIMONHATH mouiaroBo Haxkumasi kHomky [lamee. Ilpu 3amycke mporpammsl
YCTaHOBMTH CIIEAYIOLINE apaMeTphl:

MPEOCTaBUTh BO3MOXXHOCTH BEIOOpA OOBEKTOB JIJIsl apXUBAIUH;

BHIOEPHUTE MMANKy ¢ UMEHEM Ballleil TPYIIIIHI;

pacnosoxuTe apxuB Ha PaGouem crore;

UMs apXUBY 3a/1aiiTe cBoeH (pamuuei;

JIOTIOJIHUTENBHBIN TapaMeTp — TUIl apXUBUPOBAHHUS €XKEIHEBHBII;

MIPOBEPSATH JIaHHBIE [TOCIIE APXUBALUY;

3aMEHUTH CYILECTBYIOIINE APXUBBI;

JOCTYII TOJIBKO — aAMUHUCTPATOPY;

BBHITIOJTHEHHE apXuBaluu — ceidac. [1o OKoHYaHUM TPOCMOTPETH OTYET O padoTe.
3ananmne 4. 3anyCTUTh porpaMmy 7Zip pa3IuIHBIMH CTIOCOOaMHU.

3aganue 5. BpINONHUTH apXMBHpPOBAHME MANKM C HMMEHEM TIpPyIIbl C IOMOULIbIO

nporpammel 7Zip. JInst apXuBa BHITIOTHUTH CIIEAYIONINE TapaMeTpPhl:

apXuB Ha3BaTh CBOEH (pammumueii;

dbopmar apxuBa - 7z;

YPOBEHb CKaTHs — HOPMaJIbHBII;

MeTtoa cxatus —BZip2;

pa3ouTh Ha ToMa pazmepoM — 1,4M;

3aJaTh NapoJIb JJIs apXUBA;

apXuB COXpaHUTh Ha Pabouem crore.

3ananme 6. [IpocMoTpeTh copep)kxuMoe apxXUBHOTO (aiiyia pa3HbIMU CIIOCOOAMH.
3aganue 7. BoINOMHUTH apXUBUPOBAHUE MANKU C UMEHEM Balllel IPyIIbl C MOMOILBIO

nporpammsl 7Zip.
JIist apXuBa BBITIOJIHUTE CIIETYIOIINE TapaMeTPHhI:

apX¥B Ha3BaTh CBOUM MMEHEM;
¢dopmar apxuBa - 7z;
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YPOBEHb CKAaTHS — MAKCUMAIIbHBIH;

MeTon cxxatusa — LZMA;

pazouth Ha Toma pazmepoM — 700M;
OITIIHSI CAMOPACTIAKOBBIBAIOIIECTOCS aPXHBA;
3aJ1aTh MapoJib JJI apXUBa;

apXuB COXpaHUTH Ha Pabouem crore.

3apanme 8. PacmakoBaTh cO31aHHBIE apXWBBl B Manky MoOM JOKYMEHTBI pa3HBIMU
crocodamu.

3aganue 9. Y nanute ¢ Pabouero crona co3nannbsie BamMu 00beKThl B Kop3uny.

Bormpocs! 111 cCaMOKOHTPOJIIA
QDYHKIUU TEKCTOBOIO IPOLECCOPA.
2. DIIEMEHTHI TEKCTOBOTO JOKYMEHTA.
3. ®opmaTtupoBaHUE TEKCTA.

—
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JIABOPATOPHOE 3AHATHE Nel5. IIpoekTupoBanue npe3eHTaLHiA.

Tema 15. O0mmue cBegeHbsl 00 IeKTPOHHBIX Tadaunax. Padora ¢ 31eKTPOHHBIMH
TadJAMIAMMU.

Heab: [TonydeHne NpakTHYECKUX HABBIKOB ITPOCKTUPOBAHUS IIPE3CHTALINN.

Oo6opynoBanune: IIK, OC Windows, MS Office, meTomuveckue yKa3aHHsS IO
BBITIOJTHEHHIO JTAOOPATOPHOTO 3aHATHUS.

Xon pa6oTsI:

1. 3anmyck u 3HakoMcTBO ¢ mnporpammoii  MS PowerPoint. HauGonee
pacrmpocTpaHeHHBIM criocoboM 3amycka MS PowerPoint siBnsiercst ucnonb3oBanue KHOMKHU [1yck
Ha maHenmu 3amad  Windows, gmamee —>Bce npocpammer  —»  MicrosoftOffice—

>MicrosoftOfficePowerPoint Tlocne 3amycka mporpaMMbl OTKPBIBAa€TCS OKHO, COepIKaiiee
nyctyto npesenranuio. OkHo MS PowerPoint cogep:xut Habop MeHI0, TaHeIe HHCTPYMEHTOB U
IpPYTUX 3JIEMEHTOB, XapaKTepHbIX i Bcex mporpamm Microsoft Office 2007, a takxke psn
KOMIIOHEHTOB, CBOMCTBEHHBIX TOJIbKO MS PowerPoint.

Crpykrypa okHa makera MS PowerPoint BBEITJISSIUT B COOTBETCTBUM C TPE/I0KEHHBIM
unrepdeiicom MicrosoftOffice. Hanpumep, B MSPowerPoint2007 B neBoif yacTu pacroiokeHO
OKHO BbIOOpA BHJIa IPOCMOTpa CIaiiI0B MU UX peaakTupoBaHuU. OHO CONEPKUT JIBE BKIAJIKU:

e Cmpykmypa — B 3TOM pexXHUMe CJAWAbI 0TOOpaKaTCA B BHAE He0OJbIIMX

NPSIMOYT0JIbHUKOB, PSIZIOM € KOTOPBIMHU BBIBOAUTCS TEKCT MpPe3eHTAlNH;

e (Cnaiiobt — NPOCMOTP OT/AEJbHBIX CJIAHI0B B MUHHATIOPE.

Buusy okHa cipaBa pacrnonoXeHbl KHOIIKU Emm T . Ilo ymonmuanmio HCIOIb3yeTCs

Obviunwiti  pedcum E, B KOTOPOM BBIMOJHAIOTCS OCHOBHBIE IEWCTBUS MO pa3palboTke

NPe3eHTAllMU. DTOT PEXUM BKIIOUAeT TpU okHa: Cmpykmypa/Cnaiioei neBas 4acTb pabodero
okHa, Cnatio — cpeaHsisi 4acTh pabovero OKHa U 3amemKu K catidy — HUKHSS 4acTb pabovero
okHa. Ha manenmu Crnaiio cnaiiiipl mpeCTaBiIeHbl B TOM BHZE, B KAKOM OHM OTOOpassTcs Ha
JKpaHe B Mporecce mokasza. [lanens 3amemxu k cnaiidy TpeqHa3HadeHa Uil BBOJA 3aMETOK
nokianuuka. Pazmep ar060it U3 nmaHeneil MOXKHO U3MEHUTb, EPETAIUB €€ TPAHUIIbI.
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Peoxcum  copmuposwuka cnatioos 188 nossonser BBIBOJIUTh HA SKpaH BCE CjIaiIbl B
MUHHUATIOPHOM U300pakeHHd. B 3TOM ke pexrMe MOXHO MEHSTh IOCIeI0BaTeIbHOCTD
CIIaliJI0B, NIEpEeTacKUBasi UX Ha HOBOE MECTO.

Pexum ITokas cnaiiooe ¢ mexywezo craiioa, 0603HAYCHHEIH 3HAYKOM 1, TI03BOJIAET
JI€MOHCTPUPOBATH CIAi/Ibl, HAYMHAS C TEKYIIETO.

AHaJOrMYHbIE PEKHUMBI MOXKHO OOHApYKUTh IPAKTUYECKH BO BCEX BEPCHAX
MSPowerPoint.

2. Hacrtpoiika napaMerpoB mnpe3eHTanuM. HacTpoiika OCHOBHBIX [apaMETPOB
MpPEe3eHTAlMU OCYyIIeCTBIsseTcsl Ha maHenu Jusaun (Ilapamempor cmpanuyvt —>Pazmep
cnau0og (yCTaHOBUTH BBICOTY, UIMPHHY, OpPHEHTAIMIO). MakeTbl CIIaliJIoB MO YMOJIYAHHUIO
HACTPOEHBI Ha allbOOMHYIO opueHTanu0. [y Bcel mpe3eHTald MOKHO YKa3aTh TOJIBKO OJIHY
OPHUEHTAIINIO — aTbOOMHYIO HIIM KHUKHYIO.

3. Hacrpoiika mapamerpoB cnaiina. Ha nmanenu /JuzaiinB rpynme Temsbt BIOMpaeTCs
CTUJIb 0(OPMIICHHS craiia.

ﬁ: Tapsecn B rasin g e Arminasgnn g isadgis L LT T gt 1t amn
.wu
T .| -
Fagpasiat fai Upmenaugs .n..-.
Pt (Sadie * FS] sebeone -

Tiagarind T | T, Tosin

L)

Ha nmanenn Aunumayus B tpynne Ilepexod x smomy ciauidy CO3MAETCS aHUMAIMOHHBIN
addekr cnaiiga (Beioop dddexra, mpumeHeHHe 3BYKOBOTO 3 dekTa, CKopocTh mepexoa, CMeHa
craiia mo meﬂqu MBIIIN WA aBTOMaTI/I'-IeCKI/I)

s Ban  Pespatorvess

dy Doy Pepenoas Bevseyes] ¢ Cumna casAas
FI‘J J%varwmmW,m_
1o Mpmiaermte ko Do Agtomatwetae necae D000
MNitanid v Wissny (Abdi
4. Co3nanue u odopmieHue mnycroro caaiiga. I[lpuctymas k pa3paboTke

IPE3EeHTAallMK, MOXHO HayaTh C IMYCTOrO ClIaiiia, BOCIOJIB30BaThCs CTaHIAPTHBIMU I1a0JIOHAMU
WA MOTU(HUIMPOBATH TOTOBYIO TNpE3eHTAIMI0. BrIOOp TOro miam mHOrO croco®a 3aBUCHT OT
KOHKpeTHON cutyauuu. Ecnu, Hanpumep, HET HUKAaKUX WIEH, KpOME TEeMAaTHUKU MpE3eHTaLuH,
MOKHO TPUOErHYyTh K moMomu Mactepa aBToconepkaHus. Eciaum conepaHue Npe3eHTaluu
rOTOBO, HO TpeOyercs MOMOIIb B €€ O(QOPMICHHM, MOXXHO BOCIIOJIB30BaThCsA IAOJIOHOM
oopmienust cmaiioB. B Tex ciyuasix, KOrga M CO/AEp)KaHHE, W BHEIIHUHM BHJ MpPE3CHTAIUU
OIIpEeJIeJIEHBI, JIyUllle HauaTh C IyCTOW MPE3eHTalUH.

[Ipomecc co3maHust MpE3CHTAIlMM COCTOUT M3 OQOPMIICHHS CIIalJ0B M HATOJTHEHUS
HEo0X0UMBIM cojiepxkaHueM. Co3aaHue MyCcToro ciaia ocylecTBIseTcs KoMaHaaMu [ nagnas
—>Co30amy crauio —>Ilycmoti caatio.

Hns odopmnenus cnaiina Microsoft Power Point mnpemoctaBisier pa3paboTuuKy
MHOXECTBO BO3MOKHOCTEH:

e  pa3MelleHHe TeKCTOBOM U TaOIMYHON MH(pOpMAIUH, UILUTIOCTPAIM U MTPOY.;

®  UCMOJNb30BaHUE AaHMMAIMOHHBIX d3(QeKToB co craiigamMmu | 3JIEeMEHTaMH,
pa3MELICHHBIMU Ha CIanE;

®  KpacodHoe odopmieHne BCEro  claifa:  ycTaHOBKa ¢ona,
111a6JI0HOB O(hOpMIICHHUS;

e aBTOMAaTHYeCKas WM py4YHas CMEHa aHMUMAalMOHHBIX 3()(EeKTOB ¢ 0OBEKTaMU Ha
clianne.

Pa3memenne TekcroBoi wuH(popmanuu. Ha cnmaiiiax TeKCT NpeaCTaBlIeH B BHUIC
TEKCTOBbIX TMoJiel. Jlias BCTaBKM TEKCTOBOIO TMOJIA HEOOXOAMMO BbIOpaTh Ha IaHEIu
UHCTPYMEHTOB Bcmaska B rpynne Texcm koMaHny Haonucw, B o0nacTu ciaiiia HEIKHYTh Ha
JIEBYIO KIJIaBUIIY MBIIIM U BBECTH TEKCTOBYIO MHpopmauuto. Hanpumep:
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I[Ipy >TOM ¢  TEKCTOBBIM IIOJIEM JIOMYCKAIOTCS BCE OINEpaluu rpa(bnqecx‘@‘
00BeKTa: TIepeTacCKUBaHWE B 00JIACTH cjaiiia , MOBOPOT Ha JIFDOOW yrojl M3MEHEHHE Pa3MepOB.
[Tpumenenue GOHOBBIX, TEHEBBIX U 00BEMHBIX A(PPEKTOB OCYLIECTBISIETCS B rpynne Pucosanue
Ha TIaHeIu MHCTPpYMEHTOB [ nasnas (3anuBka ¢urypsl, Kontyp ¢urypsi, DddexTsr s Guryp,

DKCHIpecc-CTUIN).

&l N NOCIO Q) d (o S 3anmexa durypsi *
: AN LGS Ol Ld] '1 £Z Kowtyp duryps ~

"3 = { } * - Ynopaeoum 3ucnpefc-crmm 72 36605 a0 buvn

Pucosanmne £l
Py
PenakTupoBaHue TEKCTa OCYIIECTBISETCS CTAaHIAPTHBIMU CIIOCOOAMH, T. €. B TEKCTOBOM
mojiie HEoOXoAUMO paboTaTh C TEKCTOM B pPEXHME TEKCTOBOTO pEJAKTOpa: HW3MEHEHHE
KoH(purypamuu mpudra, 11BeTa U pazMepa CUMBOJIOB | T. 1.
TexkcToByt0 HMH(MOPMAIMIO MOXHO BCTaBUTh B JEKOPATUBHOM CTHJIE C IIOMOUIBIO

WordArt
-
penaktopa WordArt(Bcmaska —>WordArt).B mnosiBUBLIEMCST OKHE BBIOpaTh
HEOOXOUMYI0 KOHPUTYpaldi0o M B 00JacTH claiiia B pEeKUME PENaKTUPOBAHUS H3MEHUTH

PaboTa C TeKCTOM

AnanormuneiM  oOpazom Power Point pomyckaer Bce omepanuu  00pabOTKH
rpaduuecKoro 00ObEKTa U PEIaKTUPOBAHMSI TEKCTA.

Pasmemenne wmmoctpanmii. I[lox wmmoctpanmusimu B PowerPoint  moHumaroTcst
rpapuueckue OOBEKTHI (PUCYHOK, Kium, (oToansboM, ¢Gurypsl, oO0BEeKTH SmartArt,
auarpammbl). J{iist X pa3MenieHus Ha ciiaid] HeoOXO0IMMO BOCIIONIB30BaThCs TIAHEIbI0 Becmaska,
rpynnoi nmocmpayuu. Pucyrku, hotorpadun, KIUMbl MOKHO 3arOTOBUTH 3apaHee. DUTYDHI,
00beKThl SmartArtu JlmarpamMmbl CO3/IalOTCS HEMOCPEACTBEHHO Ha ciaiiie. Hampumep, mns
pa3MenicHuss pucyHka wiu ¢ororpaduu U3 BHEIIHEro (Qaiiyla HeOOXOAMMO aKTUBU3HPOBATH
KoMaHny Pucynok W BbBIOpaTh HEOOXOMMMBIN Qaiin. [lamee MOXHO H3MEHATH pPa3MepHl,
MECTOIIOJIOKCHHE W JIp., WCIOJB3ysl CTAHJIAPTHBIC OMEpalud C OOBEKTaMH. AHAJIOTHYHBIM
obpasom pasmermaetcst Knun, coznaercs @omoanvoom.

Co3znanune >¢dexToB anumanuu. i BHEAPEHUsT aHUMAIIMOHHBIX 3(P(PEKTOB K 00BEKTY
HEOOXOJMMO €ro BBUICIWTh M BbI3BaTh HA OSKpaH MaHenb 3amay Hacmpoiika anumayuu
(Anumayuss —>Hacmpouixa anumayuu). MS Power Point mO3BOJSET HCIOIB30BATh YETHIPE
TPYINITBI  aHUMAIMOHHBIX A(PQEKTOB, BBI3BIBACMBIX IPH aKTUBAIMM KOMaHIbl /[obasumb
agppexm: Bxoo — dPdeKT, ONpenessronfii IOSBICHHE BBIJACICHHOT0O O0O0BEKTa W €ro
pasMmenieHre Ha crnaiine, Bwidenenue — d3(hGdeKT Uis BBIICICHHS HMEIOIIEToCcs Ha claiiie
o0BekTa, Buixod — addekt it BIBOAa 00beKTa U3 craina, [lymu nepemewerus — dPPexr,
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MO3BOJISAIOIIMHI TepeMeniaTh 00beKT MOCHaiiay B Ipolecce Mokaza npeseHTauuu. /s ogHoro
00BEKTa MOYKHO HCTIOIB30BaTh MHOKECTBO 2(()EKTOB.

Cuenapuii BeinonHeHus 3(h(eKkToB aHMMaUK OyAeT OTpakaThbCs B OKHE MaHENU 3ajad
Hacmpoiixa anumayuu B BuAe mocienoBaTeabHOCTH 3amucei. Kaxapiii sddexT MoxHO
3allyCTUTh IO IIETYKY MBIIIM, AaBTOMATUYECKH BMECTE C MPEABLAYIIMM WIH TOCJE
MPEIbIAYIIEero, a TaKKe OMNPEeIeNUTh CKOpOCTh aHuMauuu (monst Hauano u Cropocmu).
D¢ dexTel 1 mapaMeTpbl aHUMAIMM MOXHO TaKXe W3MEHSThb, aKTMBM3MPOBAB BCIUIBIBAIOILEE
MEHIO JTF000H aHMMAaIlUU U3 CIIUCKA.

[IpocmoTp mpesenTtanuu. 3aBepiiuB paboTy Hal Mpe3eHTalMeld, MOXKHO IPUCTYIUTD K ee
MIPOCMOTPY, YTOOBI OLIEHUTh BUJ U COJIEpPKaHUE CIANWAOB W TpU HEOOXOAUMOCTH BHECTH
n3MeHenus. B MS Power Point mpocMoTp cnaiiioB oCyIiecTBIseTCs] HECKOIbKUMH CIIOCOOaMHU.
OOBIYHO 3aIyCK W MOKa3 MPE3CHTAIMH MPOU3BOAAT ¢ MOMOIIBI0 maHenu [lokas cratioos. 1lpu
3TOM MOKHO BBIOpaThb pPEXHM NpPOCMOTpa (C Hayajia, ¢ TEKYLIEro cilaiifa Wi CcO3/aTh
MIPOU3BOJIBHBIN MTOKA3).

3agaHus 1718 CaMOCTOSITeIbHOI PadoThl

1. 3amyctuth Microsoft Power Point m BHuUMaTenpbHO H3Y4YHTH pabodyr0 00JaCcTh
IPOTPaMMBbI:

® HaliTH U IPOBEPUTH PabOTY KHOMOK PEKUMOB IPOCMOTPA;
e B 00nacTh 3amemxu K catidy BBECTH 3aMETKY (Hampumep “Moii mepBbIii ciaiin’”).

2. OhopMUTH TUTYIIBHBIH JTHUCT:

e HacTpouTh [lapamempel cmpanuywvl: ycTaHOBUTh Opuenmayuio ciatioa — AbOOMHas,

BbIOpaTh Temy Opunmansuas, Cmuns pona — Ctuns 2;

® BBIOpaThH aHUMAaIMOHHBIN sbdext mns  cmaiina  Pacmeopenue, Ckopocmb
nepexooa — Mennenno, Cmena cratioa — Aromatuuecku mocie 00:09;

e B  KayecTBe  3arosioBka  BBecTM  “Mcmonb3oBaHue — MHQOPMAIMOHHBIX U
KOMMYHHUKAIIMOHHBIX ~TEXHOJIOTMH B y4eOHOM mporecce”, YCTaHOBUTH IIPHPT
TimesNewRoman, pa3smep mpudra — 28, nBer mnoao0OpaTh CaMOCTOSATENIBHO, B

3aBUCUMOCTH OT BEIOPAHHOM TEMBI;

® B KayecTBE I0J[3aT0JIOBKA BBECTH CBOIO (DAMIIIMIO, UMsI, OTYECTBO, YCTAHOBHUTH HIPUPT
TimesNewRoman, paszmep mpudra — 24, 1BeT nogoopaTh CaMOCTOSATEIBHO;

® pa3MECTUTh Ha THUTYJIBHOM JIUCTE OOBEKT SmartArt, BEIOpaTh HenpepuvisHvlil O104HbIL
npoyecc W3 rpynnsl [lpoyecc. 3anoOIHUTH 3JIEMEHTHI CIEAYIOIIMMHU TEKCTaMU:
Wudopmaruzamus obmecta, Mupopmatuzanmsi oOpaszoBanus u  WHbopmarnzamus
y4eOHOro nporecca.
B pesynbrare BBIIIOJIHEHHBIX IEUCTBUM CIIAN JOJKEH IPUHATH CIEYIOINNA BU:

Henosmsosanne nHQOPMaMORHbIN H
KOMMYHHEAIHOHHBIX TEXHOIOMMAH B vaeOHOM

npotiecee

HBAHOB UBAH HEAHOBHY

3anmyCTUTh MPE3EHTALMI0 Ha IIPOCMOTP.
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3. Cozpate  mycTOW Cclaia. BeiOpate  7emy Acmekr  (ILENKHYTbH

MIPaBOM KJIaBUIIIEH MBIN HA Acnekm —>[Ipumenums K 8bl0eeHHbIM CIALOaM);,

BBECTH B KayeCTBE KOJOHTHUTYJIOB JAaTy W HOMEp Cllaiifia AJis BCEX, KPOME THUTYJIHHOTO
(Bcmaexka —> Kononmumynoi);,

pa3MecTuTh B TIIEHTpe ciaiima TekcroBoe moie ¢ Haamucbio “OCHOBHBIE
HAIIPABJIEHUSA UKT B OBPA3BOBAHUU”, mns odopmieHHs TEKCTOBOTO OIS
BBIOpaTh JDKcnpecc-cmuib —> —» Akyenm 3, 1 TIPUAAHUS TCHU BBIOpaTh D¢hghexmbi
ons gueyp —> —>Tenv —> Cnesa co cmewjenuem,

CO3/1aTh U Pa3MECTUTh Ha CJIalijie aHAIOTUYHBIM 00pPa30M IIECTh TEKCTOBBIX

noneit ¢ Haanucsamu: KT B xauectBe 00bekToB m3yueHusi; UKT B kauectBe cpenctsa

ooyuenust; UKT st ynpaBnenust yueOHbIM 3aBesieHHeM U yueOHbIM  mpoueccoM; WKT s
opraHm3anMu uHTeIeKkTyanbHoro nocyra; MKT nns aBTromMaTmsanuu NpoueccoB KOHTPOJIS,
KOppeKIHH, TecTUpoBanus U rcuxoaunarnoctuku; KT B kauecTBe MHCTPYMEHTOB OOYyYeHHS,
MO3HaHUs ce0s M JIeHCTBUTENBHOCTU. PacronokuTh Bce TEKCTOBBIE MO CHUMMETPUYHO

OTHOCHUTCIIbHO ICHTPAJIIbHOT'O U IIOABCCTH K HUM CTPCJIKU,
3 —_—T et i T~ [
- . P T B3N\ [ 1 "
-:J : =) o Mane & 7S B P a: E-"LT:; - ._lj o :::: ;“_-.
— :::-_-u AE Ve H oo SSESA . B ) T s Mpgwrma v purgl - | L gmeonn *

—

i - —— - Pmrm—— = e i —

HKT » cavecTme

SHLACTOR ETVICENE oL emee

OCHOBHBIE
HAIIPARTENMA
BHEIPEHVIA HKT
B OBPATORAHMN

HET = oprasmanen
ST RIS LT

ey

HKT vam aprevars e
WO Con O T,
WErOna e

WANIMET ROCTHKE

Ka)KJ0€ TEKCTOBOE I0JI€ M yKa3aTeJbHble CTPEJIKH BBIBOJUTH Ha claiia ¢ 3pQexTom
aHUMAIIMW, HAYMHAs C IIEHTPATBHOTO ¢ aBTOMAaTHYECKUM TEPEX0JI0M Ha JAPYTHE TMOJIS.

Bomnpocs! 1151 caMOKOHTpOIIS

OCHOBHbBIE TIOHATHS NEKTPOHHBIX TAOIHII.
OYHKIMU IEKTPOHHBIX TAOJIHII.
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JIABOPATOPHOE 3AHATHE Nel6. 3amura ¢aiiios.

Tema 16. O0mue cBeeHbS W ITANBI CO3AaAHUS NPe3eHTALM.

Heap: [Tonyuenne mpakTHUECKUX HABBIKOB 3aIUTHI (PailIoB OT HECAHKITMOHUPOBAHHOTO
JOCTyMa.

Oo6opynoBanune: IIK, OC Windows, MS Office, meTomuveckue yKa3aHHsS IO
BBITIOJTHEHHIO JTAOOPATOPHOTO 3aHATHUS.

Xon padoTsI:

B Word, Excel, Power Point u apyrux nporpammax MS Office ecrts
BO3MOKHOCTb 3alUThI (DAiiIOB OT HECAHKIHOHHPOBAHHLIX U3MeHeHuil. Hanpumep, B
Word cylmecTByOT cleAyoIue BO3MOKHOCTH OIPaHHYEHHS J10CTYIA K JOKYMEHTY
JUIs 31U ThI €10 0T HECAHKIIHOHHPOBAHHBIX H3MEHEHHIT:

Hasunavyense napoiasi Aas OTKPbITHA JokymeHTa. YT0oOBI NpenorspartiThb
nar0doe OTKPBITHE JIOKYMEHTA MOCTOPOHHUMH [OJIB30BATENSAMH, MOXKHO HA3HAYHTH
1apolib.

Hasunavyenne napoas paspewenus 3anucu. YroObl paspelinTb OTKpBITHE
JOKYMEHTA BCEM II0B30BATEIAM, a4 HW3MEHEHMe— JIHIIL HEKOTOPBIM, MOMKHO
Ha3HAYUTE Napoiib paspelucHHA 3allHCH. Ecnu kaxoii-nubo nons3osartellb HIMEHHT
JOKYMEHT 0e3 paspeleHus 3aucH, OH CMOMKET COXPAHHTh 3TOT JOKYMEHT TOJILKO
o1 APYIHM HMEHEM.

PexoMeHaanusa J0cTYNA TOJALKO A uTeHHA. MoxHO npeinarats (HO He
TpedOBaTL) JPYrUM NOIbL30BATENAM OTKPBITE JOKYMEHT TONBKO i ureHus. Eciu
[10JIb30BATENb OTKPOET JOKYMEHT TO/IBKO /S YTEHHS H H3MEHHT €ro, OH CMOKET
CO]‘LI’]':'IHH'I'IJ 3TOT ,ﬂ,ﬂK}"]\-‘lCH’l' TOJIBKO 1101 ,-‘J,p}'l‘l»lM HMCHEM.

B apyrux nporpammax MS Office Takie ecTh BCTPOEHHBIE B 3TH [IPOIPaMMbl
cpelcTBa 3aluThl (ailoB 0T HECAHKLIHOHHPOBAHHBIX H3MEHEHHH, Mbl He OyleM HX
nepeuucisnTe (Oolee nOAPOOHO II03HAKOMHTBCH € HHMH MOXKHO C IOMOLIBH)
CIPABOYHOH CHCTEMBI [IPOrPaMM).

O/HAKO clieAyeT NMOMHHTh, 4TO 3amMTa (aijioB BCTPOCHHBIMH CPEICTBAMH
nporpamm MS  Office, nossoisier 3alMTHTL [JaHHBIE JIMIWBL OT JAKOONLITCTBA
Henpodeccuoranos. OD HTOM rOBOPHT CYILECTBOBAHHE IIporpaMM nojadopa naposiei
K nporpammam MS Office Ha ToT cnyuaii, ecnu nons3osareis 3adbu1 napoib. Huse
BbI YOEUTECH B TOM, YTO «3aKPLITHLI» [1aposieM JOKYMEHT «OTKPBIBACTCAY OJHOI H3

nporpamm Passware Kit.
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[Tporpammer MS Office (Word, Excel, Access u Jp.) MMEHT BCTPOCHHbIE
CpeicTBA 3AlUUThl CO3/aBaeMbIX (aiifloB, KOTOPBIE IO3BONMKYT IPH COXPAHEHHH
(haiinos ykasarsk Hapolib A1 OTKPITH (aiina 1 napoib paspeleHus 3anucH.

3anycture Word (Ilyck — WinWord). Beeaure cBoro paMHIHI0 H COXpaHHTE
JOKYMEHT CIEIYIOIHUM 00pa3om:

* eiOepuTe KoMan1y COXpaHHuTh Kak... U3 MeHr daii;

« g nnosne [lanka seioepure Pabounii crot;

* B nnone HMms (aiina sBeaure ums ¢aiina, Hanpumep, Docl;

* B MPABOM BEPXHEM YIIIy OKHAa HamMHTe KHONKY CepBHC M Jalee BoibepuTe
crpoky [lapamerpsl bezonacHocTH;

* B oKkHe bezonacHocTs BBeAHTE Napois B noe [lapons qns otkpeitus daiina.

Ipumeuanue.

* Ha yueOHOM 3aHATHH He PeKOMEHJIYeTCsl BBOJHTEL [apolibk UIHHOH Dojee
NSTH CHMBOJIOB, TAK Kak MpPH [OCHeAyioleM noadope napois OyAeT NoTpadeHo
IOCTATOYHO MHOro BpeMeHu. B mnpakrudeckoil ke JesTensHOCTH HaoOopot
peKoMeH/lyeTcs BEIOHPATh Napoik [IHHOI Oolee MIecTH CHMBOJIOR.

* Ha yueOHOM 3aHATHH He PEKOMEHAYeTCHsl BBOIWUTE [1apOJk PYCCKHMH
Oykeamu. Ha npakTuke MOMKHO M HYKHO MCIIO/IB30BATE JIKO0bIE CHMBOJILL.

* Hasxmure kHonky OK.
Fesonaciocr 2 x

BE=0Nam=0CTE |

Mapan=Tpe Lkt POEAHE AMS AH-0M0 A0K Y WMEHT A

Na0ane AN oTEDEMHA daiins: |m>u: LNOMHHTENEHD... |

MNapam=Tpr COBNET THOMD HENOMb3063HAA ANA ASHHIND A0EYHERTA

napd e el .
i 2]

I perovenao: EBeaHTE NEP0Ms ELLS D33!

LAECERE Tt |

Ernnarne! Ia06ITEIA Napans BacCTaHOE T HEm0IHIH,
MEpaH=TPE 28UF  Chyecy mapana pEkoHEH By S TER KEaHHTE B HAAEHHON
[ yagrrn g MECTE. CEZYET THWE MOHHATE, UTD MPM SB044 N3pona
WTEIESETCO PECUET ] FkE.
I rpeaynpes 7 :

Epxausa
3ENMHCEHHEE K OTHEHA |

p COEPAHH TS O o WO S T T T T RN NS VT O T TR T ST e
JalHTA 0T HAKPODDO

W5 EHE-+HE ¥O0BHA BES0NECHOCTA K GTROBITHA fannoe, JmwukTa 0T WeRpOCaD.

KOTOPEE HOMYT CO0AEA#ATE BHOYCH O HAKPOCAX, H YKA3SHHE

HAgeHHEE Pa3paBoTHHIOE HaKDOCos,

e I CITREHS |

s
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B okHe [loareep:xaenue napons BBeJHTE IAPOJIb IIE Pa3 H HAKMUTE KHOIIKY
OK;

* HamMuTe KHONKY COXpaHHTh;

* 3aKpoiite Word.

OrkpoiiTe co3laHHBLH paHee T0KYMEHT:

* YKA43aB [IpaBUIbHBIIL 1apoJik;

* YKA43aB HellpaBHIILHBI Napob;

OoOparuTe BHUMaHHE Ha JIEHCTBHA NpPOrpaMmsbl [PH BBOJE HENPaBHILHOIO
Napois.

3amura ¢aiinos ¢ nomombio apxusatopa WinRAR

[Iporpammer - apxusatopsr (WinZIP, WinRar) noseomstor wucnosis3oeaTs
Kpunrorpapuueckyr 3anidTy, T.e. BBHIIOJIHATE ONEpalMH APXHBUPOBAHHA H
pazapxusiposanus (aiinoe ¢ naponem. Mcnone3oanue onepauun apXHBHPOBAHHA
daiina ¢ napoleM HECKOIBKO HajexHee, 4deM 3ammTa (DaiijloB BCTPOEHHBIMH
cpencreamu MS Office.

1. 3anyctiure WinRAR (Ilyck — WinRAR).

2. Beibepure B rnasHoM oxHe nporpammsl auck D:\ i ganee nanky Jlorosop.

3. B nanke BeijienuTe nepeeie TpH (aiina.

it loroeop - WinRAR =10 x|
@3N KowaHael WCcTopws  KspadHoe  MapameTpel 7

- . = [ — rLIL]
[ g © 53
dobaemre MpacHoTD YoamuTe  MODEEHTe  OLEHTE IMzEneuE B TecT
| = ‘ | |ia Cefloroecp j
k] ‘ﬁ‘ I PaBME.'I:l] THM I I3mM2HEH I =
01,09,2005 ..,

15360  foky 14,06, 200 B

47 104 . 4062009 ..

ok =l C| ' Pl P P LK B
34704 Aokynert Micrasof, . 14.06,2003 ...
@ﬂnrc&:p F.doc 105424 fokynest Mickasaf. . 14062001 .,

UG,

Jorceop 3-2H.dac 48640 AowerenT Microsof, ., 14.06,2003 ...
@,ﬂ,nrcﬂ:p Jait (o Sh T 46126 Aowynert Microsof, . 14.06,2003 .,
fAoroeon 3-94-2.. .. 49664 AckynesT Microsof.,,  14,06,2003 .,
Noroeap 3-4d4-3.. .. 40152 fokyrenT Micrazof. .. 14.06.2003 ...
%,ﬂ,urcﬂup I-4rdoc 40126 Aowynert Microsof, ., 14.06,2003 ...
foroson 3-684-1. . AEE40  AokynerT Micrasaf, . 14.06,2003 ..
@,ﬂ,nrmﬂp 3-6e4-2. . 48640 AokyrenT MicrasoF. ., 14.06.2003 ... j
||EI (= |Bb|ﬁ|:lal-l:l 115 200 GaiT & 3 diaina: |E|:eru L 56t 160 GafT & 35 hafinas: A
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A e

4, Hamure kHonky [JlodaBuTh.

5. B none Apxue BeeaurTe uMms apxusa — Proba

6. Haxxmure knonky O030p v B nose Ilanka eibepute MeCTo coXpaHeHHs
apxuga - Padouuii cTon

7. Hasxmure kHONKY OTKPBITH.

8. Beibepure Brnanky JonoHUTENBHO M HAXKMUTE KHONKY YCTAHOBHTH
napoJb

|_=MMA M NapaMeTpLl apHYEa ed |

Otwwe Jonomsmensto I PesepEHEIE KIZII'IMHI Kmq:&ﬂl

ononHHMTENEHIE NapatETPEI
[T Coxparsime gasHee o Npasax gocTyna [ronsxo gaa NTFS)
[T Coxpasse ¢afinoerie DoTokM [Toneko goa NTFS)

[~ Povosan aprusaima

JofiasuTe datiner Pasmen coosaps, K
"0E_1.doc™ "mor-smx wasuHCkoe.doc 1024 j
Mok nmouwrs dadinsr

i Yem

aF | OrreHa | Cnpaexa |

9. Beenure naposs UIHHOH 4-5 CUMBOJIOB B BEPXHEM [10JI€ H MIOBTOPHTE BBOJ
napoisi B HHKHEM [10J1e.

10.Hammure knonky OK.

Jaoanusn

« OTKpoiiTe CO3/aHHbII paHee apXHB.

» OOpariTe BHHMaHHE Ha 3BE3J0UKY PACIONIOKEHHYIO CIIpaBa OT UMeHH (ana.
JTO rOBOPHT O TOM, 4TO (paiiil 3alHIIEH NapoIeM.

» ObpaTure BHHUMaHHE Ha JeHCTBHA IIPOrpaMMbl [IPH BBOJE HENPaBHJIBHOIO

MmapoJs.

Bormpocs! 1151 caMOKOHTpOJIS

Pexumbl paboTHI C Mpe3eHTAIUSIMU.
CriocoObl co3aHus TPE3CHTAIINN.
Omneparuu co crnaiigamu.

Odopmiienne cnaioB.

3anyck mpe3eHTaluu.

Co3znanue opraHM3alluOHHON AUarpaMMBl.
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Pexomennyemas jiureparypa

OcHoBHast iuTEpaTypa:

1. JlebeneBa, T. H. MHWudopmaruka. WHbopMannoHHBIE TEXHOJOTHU: y4eOHO-
metoaunueckoe nocodue st CI1O / T. H. Jle6enesa, JI. C. Hocosa, I1. B. BonkoB. — Caparos:
[Ipodobpazosanne, 2019. — 128 c. — ISBN 978-5-4488-0339-0. — TekcT: AIEKTPOHHBIN //
DNeKTPOHHO-ONOIMOTeYHAs cucrema IPR BOOKS: [caliT]. — URL:
http://www.iprbookshop.ru/86070.html

2. JleBun, B. U. Ucropust nHGOpMaIIMOHHBIX TeXHONOTUI: yueOHuk / B. U. JleBun. — 3-e

m3n. — MockBa, CaparoB: UWutepHer-YHuBepcuter MHWHpopmannoHubix TexHONOTHiA
(MHTYUT), At [Im Ap Meaua, 2020. — 750 c. — ISBN 978-5-4497-0321-7. — Tekcr:
ANEKTPOHHBIN // DnexrpoHHO-OMOMMoreyHass cuctema I[PR BOOKS: [caiit]. — URL:

http://www.iprbookshop.ru/89440.html

3. lIBetkoBa, A. B. Uadopmatuka u nHDOpMAIMOHHBIE TEXHOJOTUH: y4eOHOE TocoOue
s CITO / A. B. IIBetkoBa. — Caparos: Hayunas kuura, 2019. — 190 ¢. — ISBN 978-5-9758-
1891-1. — Tekct: 3neKTpoHHBIH // DnexTpoHHO-0MOIMoTeyHast cucrema IPR BOOKS: [caiit].
— URL: http://www.iprbookshop.ru/87074.html

Jlomo/IHMTe IbHASI JIUTEpPaTypa

1. Knouko, U. A. VMHpopmalioHHbBIE TEXHOJIOTMHU B MPO(ECCHOHATBHOU JEeSTENbHOCTHU:
yuebnoe nocodue ans CITO / U. A. Kiouko. — 2-e u3za. — Caparos: IIpodobpazoBanue, Al
[Tu Op Memma, 2019. — 292 c¢. — ISBN 978-5-4486-0407-2, 978-5-4488-0219-5. — TekcT:
ANEKTPOHHBIN // DnekTpoHHo-OmOmuotreuHas cucrema [PR BOOKS: [caiit]. — URL:
http://www.iprbookshop.ru/80327.html

2. Kocunenko, H. C. HWHdopManmoHHble TEXHOJOTUH B  MpOohecCHOHATBLHON
nesitenbHOCTH: yueOHOoe mocooue mist CIIO / H. C. Kocunenko, U. I'. ®puzen. — 2-e uzn. —
Caparos: IIpodobpazoBanue, At [Tu Op Meana, 2018. — 308 c. — ISBN 978-5-4486-0378-5,
978-5-4488-0193-8. — Tekct: sneKkTpoHHBIA // DieKTpoHHO-OMOMMoTeuHass cucrema I[PR
BOOKS: [catiT]. — URL: http://www.iprbookshop.ru/76992.html

3. OcHOBBl MH(POPMAIMOHHBIX TeXHOJOTHH: yueOHoe mocobue / C. B. Hazapos, C. H.
benoycoBa, 1. A. becconosa [u ap.]. — 3-e u3zg. — Mocksa, CapatoB: IHTepHeT-YHUBEpCUTET
Nudpopmanmonnsix Texnonmoruit (MHTYUT), At [Iu Ap Meaua, 2020. — 530 c. — ISBN 978-
5-4497-0339-2. — TekcT: 3neKTpoHHBIN // DnekTpoHHO-0MOIMoTeyHast cuctema IPR BOOKS:
[caiiT]. — URL: http://www.iprbookshop.ru/89454.html
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