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Meronnyeckue ykasaHus [Uid J1a0OpaTOpHBIX 3aHATHH 10 aucuuiuinHe HMHdopMmaioHHbIE
TEXHOJIOTUM B TPOQ.IeATETLHOCTH COCTaBICHbI B COOTBETCTBHMHM ¢ TpeboBanusimu PIrOC CIIO.
[IpennasHaueHs! A1 CTYJCHTOB, o0yJaromuxcs rno cneuranbHoctu  23.02.07 TexHuueckoe oOcayKUBaHNUE

U PEMOHT ,Z[BI/IFaTCJIeI;'I, CHUCTEM U arperaTroB ABTOMOOMJIEH.



IHosicHuTEeNLHAA 3aNIUCKA

Meroanueckue ykazaHUs TMpeAHa3HA4YeHBI Ui cTyAeHToB crnenuanbHocTH 23.02.07 TexHmveckoe
o0CITy’)KMBaHUE U PEMOHT JIBUTATENICH, CUCTEM U arperaroB aBTOMOOMIICH.

B MeTonnyeckux yka3aHHUsIX MPUBEACHBI YKa3aHUs M0 OpraHU3aIiK JJabopaTOPHBIX 3aHATUH, a TAKKe
yKa3aHbl BUBI J1a00pAaTOPHBIX 3aHATUN MO TeMaM AWCIHILIMHBI, yKa3aHbl (POPMBI KOHTPOJISI MPAKTUISCKUX
3aHSTHU IO KOKIOU TEME.

B pe3ynbrare ocBoeHUs y4eOHON UCIUTUIHHBI 00YYaIOITHIICS TOJDKEH YMETh:
J Hcnonb30BaTh n3ydeHHbIE IPUKIIAAHBIE TPOTPAMMHbBIE CPE/ICTBA;
B pesynbrare ocBoeHUs y4eOHON NUCIUTUIMHBI 00yUYaIONIHICS TOJDKEH 3HATH:
J OcHoBHbIE OHATHS ABTOMATU3UPOBAHHOM 00pabOoTKU MH(OpMaIUK;
. 3HaTh OOHMH COCTaB M CTPYKTYpPY OJIEKTPOHHO - BBIYHCIUTEIbHBIX MamuH (OBM) wu
BBIYHCIIUTENIbHBIX CUCTEM;
o bazoBble cucTeMHbIe, TPOrPaMMHEBIE POTYKTHI U TTAKEThI MPUKIIATHBIX TPOTPAMM.



MMPAKTUYECKOE 3AHATHUE Nel. KIIACCUOUKALIMA HWHOOPMAILIMOHHBIX
TEXHOJIOT U1

Tema 1. Exmaunbl n3mMepenus nHGopmManun

Hean: IlosyyeHne NpaKTUYECKUX HABBIKOB IO BBINOJHEHHUIO OMNEpalyid MEPBUYHON HACTPONKH
apaMeTpoOB MEYATHOTO JOKYMEHTa, 0opMiIeHHE pUdTa U PaMKH.

OoopynoBanme: ITIK, OC Windows, MS Office, meromnyeckue yKa3aHHS 110 BBITOJHCHHIO
1abopPaTOPHOTO 3aHATHS.

Xoxa padoTbI:

3aganue 1

1. 3anmycTtute TEKCTOBBI poreccop C  IOMOIIBIO KOMAH/IbI: Ilyck P

Bce npoepammer ® Microsoft Office » Microsoft Office Word .

2. Ilpexne yeM NPUCTYNHUTH K BBOAY TEKCTa, HEOOXOAMMO YCTAaHOBUTH MapaMeTphl CTpaHuLbl. J{is
3TOr0 BBI30BUTE TUAJIOTOBOE OKHO [lapamempwi cmpanuysl (puc. 1) KoMaHIO0M: BKIajKa JeHTbl Pasvemxka

L
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-

cmpanuybl P> KHOTIKA » Hacmpausaemvie nons.

[lapame Tpbl CTPaHHLbI @g|
Mona PazmMep GyMark | McTouHmi GyMard
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MPHHEHHTE, | KO BCEMY JOKYMEHTY %

o (o |

Puc. 1. JIlnanorosoe okHo IlapameTpsl cTpaHuLIbI
3.YcTaHoBHTE CIIEAYIOIIUE TapaMeTpPhl: BEpXHEee Mojie — 2 M, HIXKHEe Mojie— 2 cM, JIeBoe THoie — 2
CM, TIpaBoe 10Jie — 2 CM; OpUEHTalMs Oymaru — KHWxKHas, pazmep — A4 (21 x 29,7 cm).
4. BrinmonHuTe KOMaHy: BKJIaKa JeHTbl Bcmaska P> TaHedb WHCTPYMEHTOB
Cmpanuybl P> KHOTIKA [¥= Paspeis crpatmie: .

5. I[JIH BCTAaBKHU BCPXHETO KOJIOHTHUTYJIa BBINIOJHUTC KOMAaHAY: BKJIaAKa JICHTHI Bcmaska W

naHellb HHCTPYMEHTOB Kosonmumynol P> KHOIKA | Bepysuit
KONOHTUTYA ¥

6. BepxHuli KOJOHTUTYN 3allOJIHUTE TEKCTOM, COJEpKaluM HHPOPMAIMIO 00 HWCIIOTHUTENE
pabotsl (Gamumnus U. O., Ne rpyrrsr).



7. BcraBpTe HOMEpa CTpaHHUIl: BKJIaAKa JIeHTbl Bcmaeka P> 1aHeldb HMHCTPYMEHTOB

7]

Homep
Konoumumyner P kHOIKa STPEHMUET BripaBHHBaHWE YCTAHOBHUTE OT IIEHTpA.
8. YaanmuTe KOJOHTHTYN C TUTYJIBHOH cTpaHWIbl. /[Ba pa3a HICNKHUTE MBIIIBIO Ha 001acTh

KOJIOHTHUTYJIOB W BBIIOJHHUTC KOMAaHAYy: BKJIaAKa JICHTEI Paboma c KOJOHmMumyaiamu » maHens
UHCTPpYMEHTOB [lapamempol P (hraaxok
V| OcoBBA KONOHTUTYA ANA NepEOR CTPAHMLE |

9./lanee HeoOX0aUMO BbI3BaTh CHpaBKy kKomaHaoi F1 u mpousBectu mouck no teme «l3menenue
1BeTa mpudTay.

10.  Haiinennyro uHdopmaio He0OX0IMMO CKOITUPOBATh B JOKYMEHT.

11.  Jlamee HeoOXoauMo oOT(HOPMATHPOBATH TEKCT. MEXKCTpPOUHBIM HMHTEpBal 3agath 1,5mT,
AGzamnbiii orctyn 2nrt, MHTepBasmbl U OokoBbie oTcTynbl Ont, BeipaBHMBanue mno mmpude, [Hlpudt
TimesNewRoman 14.

12. CoxpaHHTE TOKYMEHT B CBOIO IAIKY.

3aganue 2

1. 3aIycTUTE TEKCTOBBIH MPOIECCOP U CO3/IaliTe HOBBIM JOKYMEHT C UMEHEM

CmuxomeopeHue.

2. Bce mons y jgokyMmMeHTa YCTaHOBUTE 1O 2 CM. BBICOTY KOJOHTHTYJIOB YCTaHOBHTE | CM.
BepxHuli KOJJOHTUTYI 3aII0JIHATE CIEAYIOIIHUM TEKCTOM:
FO. Jlesumanckuii. Kascowlii evibupaem 0 ceosi.

3. HaGepure TeKCT CTHXOTBOPEHUS:

Kaxaeii 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, BrimoauTe KOMaHTy: BKIAaKa JIEHTHI [ tasnas P> maHens HHCTPYMEHTOB [//pugm P> KHOTIKa

OTKPBITHA OHUAJIOTOBOTIO OKHaA lUpuqu B mnosBuBIIEMCS OUAIOTOBOM OKHE YCTAHOBUTC CJICAYIONINC
F]



napameTpsl HopMaTHPOBAHUS:

L AJs 3arojoBka: mpudt — Arial, HauepTaHue — TOJNYKUPHBIHA, pasmep — 16 mrT, mBeT —
CHHHﬁ, MNOAYCPKUBAHUEC — rony6a;1 BOJIHUCTasA JIMHUA, BUAOUZMCHCHHUC — II0 KOHTYPY, MHTCpPBAJl MCKIY
CHMBOJIAMH — pa3peKEHHbIN 6 TT;

° A ocTajbHOro Tekcra: mpudr — Tahoma, pasmep — 14 nT, 1BeT — (UOIETOBBIH,
BUJ/IOM3MEHEHHE — C TEHBIO.
5. BrimonHuTe KOMaHAy: BKIAaJAKa JEHTHI [ 1asénas P> TaHelb WHCTPYMEHTOB A03ay P> KHOIKa

OTKPBITHSL JTHAJOTOBOTO OKHa A6O3ay. B mosBHBIIEMCS JWMAIOTOBOM OKHE YCTAaHOBHTE CIIEIyIOIIHE
napameTpsl (hopmMaTUpoBaHus ab3ana:
I

° IS 3ar0JI0BKA: BbIpaBHMBAaHHE — [0 LEHTPY, UHTEpBal meper ab3aimem — 6 0T, mocie
a03aria — 61T,

° JAJIs1 OCTAJBHOIO TEKCTA: BBIPABHUBAHUE — IO JIEBOMY Kpar, OTCTYN CjJeBa — 3 CM,
WHTEpBAJ Tocie ad3ama — 6 NT, MeXTYCTPOYHBIN HHTEpBal — OJTMHAPHBIH.

6. YcTaHoBUTE paMKy Ha CTpaHHIlE, UCIOJb3YS JAUAJIOroBOe OKHO [ panuywl u 3anuska (puc. 2),

LB zan
BBI3BAB €r0 U3 NAHEIM MHCTPYMEHTOB A63ay KHOIKOM () Coanmue u3anuexa
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Puc. 2. IlnanoroBoe okHo ["paHuIlsl U 3aJIMBKa

7. BcTaBpTe mocie 3aroyioBka IMyCTYH CTpPOKYy. BbInonHuTe KOMauay: Bcmasumos P>
$1 Cumson~| B JIpyeue cumeo/ibi. 3aNIOTHUTE CTPOKY OJMHHA/IATHIO CHMBOJIAMHU (JIAaHHBIH CUMBOJI MOYKHO
Haittu B mpudre Wingdings).

8. Hcnone3ys knaumny Ctrl BeigennTe 4eTHbIE CHMBOJIBI M YCTaHOBUTE pasmep — 16 nt. Pasmep
HEYETHBIX CUMBOJIOB — 10 T, cMeleHue BBEpX — 2 NT. [[BeT CMMBOJIOB 3aAaiiTe HAa CBOM BKYC.
9. CoxpaHHTe TOKYMEHT U TTOKaXUTE PabOTy IPEToIaBaTeo.

Bomnpocsl 111 CaMOKOHTPOJIsI
1. TlepeBox umcen U3 IECATUYHON CUCTEMBI CUUCIICHHS B JBOUYHYIO.
2. TlepeBoj umcen U3 TBOUYHON CHCTEMBI CUUCIICHUS B JCCITHUHYIO.



MNPAKTUYECKOE 3AHSTHE Ne2. Bunsl npodeccruoHanbHOi HHOOPMAIIMOHHON JEATEIbHOCTH
YeJIOBEeKa C MCIIOJIb30BAHIEM TEXHUYECKUX CPEICTB U MH()OPMALMOHHBIX PECYPCOB

Tema 2. [lonsaTHA NHPOPMALMOHHBIX CHCTEM

Heun: [TorydyeHnne npakTHYECKUX HABBIKOB IO CO3JJAHUIO M (POPMATUPOBAHUIO CIIMICKOB M TaOJIHII.

OoopynoBanme: I1IK, OC Windows, MS Office, meroanyeckue ykKa3aHHS IO BBIMOJIHECHHIO
71a00paTOPHOTO 3aHATHS.

Xox paboTsi:

3ananmue 1

Hyueposannuie cnucku

1. 3anmycTuTe TEKCTOBBIM MTPOLIECCOP U CO3/1aliTE HOBBIN IOKYMEHT ¢ MMeHeM Cnucku.

2. JI1st cTpaHMIlbl YCTAHOBUTE CIEAYIOIIME TOJISA: BEPXHEE — 2 CM, HUKHEE — 2 CM, JIEBOE — 2 CM,
nmpaBoe — 1 cMm.

3. B BepxHEM KOJIOHTHTYIJIC YKa)XHTE Ha3BaHUE JIAOOpATOPHOU pabOThI, B HIKHEM — HOMEpa
CTpaHMII.

4. Co3znaiite HyMEpOBaHHBINA CIUCOK, BKIIIOYAIOIINM B c€0si OCHOBHBIE YCTPOMCTBA KOMIIBIOTEpA
(cucTemHBIi 070K, MOHUTOP, KJIABUATYPA, MBIIIIb), ISl 3TOTO:

. HareyaTalTe 3aroJIoBOK U MepeiIuTe Ha HOBYIO CTPOKY;

=
® Ha BKJIAJIKE JICHTHI / 1asHas HAXXMUTE HA KHONIKY Hymepayus | i= 7. Y Bac 10JIKEH HOJIYyYUTHCS
CIIMCOK, Mpe/ICTaBICHHBIN Ha puc. 1.

OcHogtibie Vempoticmed KoMIbIOMeEpd.

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

4, MBIIIE.

Puc. 1. HymepoBaHHBI# crincok
MapkupoBaHHBINA CHUCOK

1. IIpeoOpasyiiTe HyMEepOBaHHBIN CIIMCOK B MapKUpOBaHHbIN. [1J1s1 3TOTO:

° BBIJICIINTE HYMEPOBAHHBIN CIHUCOK;

° Ha BKJIAJIKe JTeHTHI ] 1a6Has HaKMuTe KHONKY Mapkepol |i= ™

° B PACKPBIBAIOIIEMCS CIIUCKE KHOMKH “— BBIOEpUTE TUII MapKepa.

2. B kadecTtBe mMapkepa MOYKHO MCIOJIb30BaTh Pa3JIMYHbIE CUMBOJIBI WJIH PUCYHKHU. [ 3TOrO B
PacKphIBaIOIIEMCsI CITUCKE KHONIKU Mapkepbl BOCHOIB3YyHTECh KOMaH10i1 Onpedenums HOBbI MapKep.

3. N3menuTe CMMBOJI M pa3Mep MapKepOB CIIUCKA.

4, CoXpaHuTe JOKYMEHT B CBOEH MarKe.

Mnozoyposnesole cnucku

1. Co3pnaliTe HOBBIN IOKYMEHT C UMEHEM MHO020ypo8HesbIl CNUCOK.

2. Beeaute Tekct 3aronoBka — Jlyuwiue Web-catimoi PyHema v mepeiiinTe Ha HOBYIO CTPOKY.

3. Ha Brilanke neHtsl [7asnasi B PacKpBIBAIOIIEMCS CIUCKE KHONKM MHo2oyposHegulil

1.
1.1.
CNUCOK i BBI6CpI/ITe THII CIIMCKa 1.1.1.



4. Haneuaraiite Texct — Ilpoepammuoe u annapammuoe obecneyenue. llpu nepexoae Ha HOBYIO
CTPOKY y Bac mosiBUTcs 1udpa 2, a Ham HeoOoxoauMm TyHKT 1.1. UToOwlI mepeiiTi Ha OoJjiee HU3KUI YPOBEHB
BOCIOJIb3yHTEeCh KiaBuined Tab. Jns mepexoma Ha Ooyiee BBICOKMH YPOBEHb HCIOJB3YHTE COYCTAHHE
kiasuin Shift+Tab.

S. CozpaiiTe cneayronii MHOTOYPOBHEBBIHM CIIHCOK:
Jlyamme Web-caimrn PylHera
1 IIporpaMMHOe H annapaTHOe obecmedenne
1.1 http://rwwr.ixbt.com
1.2 http-/www_copulenta ru
2 @aiiT0BLIe APXHBATOPHI NIPOTPAMMHOr0 0DecIedeHHA
2.1 http:/wrww. freeware.m
2.2 http-/www_softodrom.
2.3 http-/www_softbox o
3 My3nika
3.1 http-/wrww.rmp.ra
3.2 http-/wrww.delit.m
3.3 http:/arww.zvuki.mu
4 JaTeparypa
4.1 http/fwww hibu
4.2 http:/rwwr litera.r
4.3 http:/rwwrklassica.ru
5 Kuno
5.1 http:/arww kinoexpert.ru
5.2 http:/wrwwrfilm.ma
5.3 http-/www kinomania.m
6 Pabora
6.1 http:/www job.m
0.2 http-/www_zarplata.ru
0.3 http-/www.rabota.ru
7 Horoctn u CMH
7.1 http:/fwww rbe.ru
7.2 http-/www_gazetaru
7.3 http:/www.dni.m
8 Obmenne
8.1 http:/fwww kbt
8.2 http:/wwnw talk o
3ananme 2

1. 3anycrure TekcTOBBII MpoIECcCOp.
2.Co3znaiitTe HOBBII JOKYMEHT.

3.BblmonHMTe KOMaHIy: BKJIajKa JeHThl Bcmaska W TNaHenb MHCTPYMEHTOB Tabnuyvl W
=

Taéanua
KHOIIKa

4.321,[[3.171Te YUCJIO CTPOK M YHCIIO CTOJ'I6I_IOB Ta6J’II/II_U:I B COOTBCTCTBUU C HUIKEC HpeI[CTaBHeHHOfI
CTPYKTYpOii (prc. 2). 3aMoNHUTE SYSHKU TaOIUIIBI JaHHBIMU.



Ne mapmpyta  [Haspanse mapmpyta (IyHEET Bpema otopasrenna [Bpema mpuOLITHA
DTIpaBIeHAA — KOHEYHEIH IYHKT)

Puc. 2. CtpykTypa Tabiuisi

5.TlomecTute Kypcop B CO3JaHHYIO TaGIMIy M BBINOJHMTE KoMaHay: Paboma ¢ mabnuyamu W
BKJIaJIKa JIeHTel Koncmpykmop W naHenb nHCTpyMeHTOB Cmuiu mabnuy. Beibepute Bapuant odopMiieHus
TaOJIULIBI.

6.IlomecTuTe Kypcop B TabIMIly M BHIIOJHHTE KOMAHIY: BKIaaKa JEHTbl CcbliKu

N
S

Bcrasuts
> IaHeJb  UHCTPYMEHTOB Haszeanus P KHOmKa HIEaHUE . YCTaHOBHUTE
napaMeTpel: MOANUCh — madauya, TOIOXKEHUE — HAO 6bloeleHHbIM 00vekmom. CONpOBOAUTE TAOIHUILY
3aroJ0BKOM: A68mobycHblie Mapuipymol.

7.BcTraBpTe elle HECKOJBLKO CTPOK B Tabmumy. Jjis 3TOro MOMECTHTE Kypcop B TabIHUIy H
BBITIOJTHUTE KOMaHy Paboma ¢ mabnuyamu W BKIaaka JeHTbl Maxkem P> maHenb HUHCTPYMEHTOB Cmpoku u
cmonbys W KHOTIKA |54 Berasute cvsy |,

8.3anonnure sueliky TaGIMIIBI JAHHBIMM.
9.BcrapbTe B TabuIly elle OUH CTONOE CIIpaBa U Ha30BUTE ero Llena 6unema. 3anonHuTe SUEHKN.

10. Hcnomb3ys komauny Paboma ¢ mabnuyamu W BKIajgka neHtsl Maxem W

naHenb WMHCTPYMEHTOB ObOvedunums P KHOIKA |4 O6beauHuts aueikn | (KHONKA

2 Pas6uTb aueiiku ) npuBeKUTe TAOIUIly K JAHHOMY BHJLY:

Tabanma 1. ABTo6vcHEIe MAPIIPYTEI

Ne mapmpyTta |Haspanme MapmpyTa (IVHKT Bpema Iena
OTIpPABTEHHET — = dumeta,
KOHETHEI MTYHET) OTIPABIEHHA TpHOBITHA py6
Hroro:

Puc. 3. ®opmarupoBanue TaOIUIIBI

11. Bcraeere eme gaBa crombua: Koauuecmeo npooannvix oOunemoe u Qbwas cmoumocme.

VCTaHOBHTE aBTOMATHYECKYIO PACCTAHOBKY IEPEHOCOB (Pasmemxa cmpanuysr W Ilapamempor cmpanuywl
P> KHOIIKA be~ PaccraHoska nepernocos = ).

12. BelpoBHsiiTe TEKCT B 3arojoBKax CTOJONOB TabmMIBI MO ILEHTPY sdeiiku (Paboma c

mabauyavu W BKIagka JIeHTbl Makem WP TaHenb WHCTPYMEHTOB Bwipasnusanue W kHonka |=l)).

W3MenuTte HampaBiieHue Tekcra B stueiikax Omnpasnenue u Ipubvimue (Paboma ¢ mabauyamu W BKIaaKa
neHtsl Makem



A=
A=
Ay
=

Hanpasnerne
P nanHens MHCTPYMEHTOB Bbipasnusanue P KHONKa — TEKCTa )
13.  OxonuarensHbIil BU TaGIUIILI TOKA3aH HA puc. 4.
Na Hazpanme Bpena 1lena omnera, pyo | Kommaecteo Ooman
MApPIIPYTA |IVHET OPOJAHHEIX |CTOHMOCTE, pyD
OTIIPABTIEHHS OHIETOR, IUT
— KOHETHEIH
IIVHET)

OTIIPABICHHA
[OPHOBITHA

Hroro:

Puc. 4. OxoHYaTenbHLINA BU TA0IHAIEI

14.  Tlocuuraiite O6wyro0 cmoumocms U cymmy B sdeiike Mmozo, ucnons3ys komauny Paboma ¢
mabauyamu W BKIaKa JeHThl Makem W TaHEIb HHCTPYMEHTOB Jlannbie B> KHOIKa | fe ®opmyna|,

B 3ammcu ¢GopMynibl HCHONB3YIOTCS aapeca sdYeeK, 4Yucia, (YHKIUU, 3HAKA MaTeMaTHYEeCKHX
oreparuii cpaBHEHUSI.

15. Tlocrpoiite amarpamMMy, IOKa3bIBAIOLIYE KOJMYECTBO IPOJAHHBIX OWIETOB HAa pPa3IMYHbIC
MapuipyThl. BctaBbTe 6a30Byr0 quarpamMmy KOMaHAOW: BKIIAIKa JIGHThl Bcmaska P> maHens HHCTPYMEHTOB

Y

AnarpaMma
Hnnrocmpayuu W KHOIKA

3ameHuTe coJiep)kuMoe 0a30Boit TaOJIMLBI  COAEPKUMBIM CBOEH TaOJIMIIBI.
16.  Cospnaiite TaGuuily, npeCTaBIEHHYIO Ha pUC. 5.

Newm |@HO corpyaamka I 0ICEHOCTE SapaboTHaz mIaTa,
pVo.

1 Coporan HI. Mememzep 20000

2 [Momora C_JT. apesTop 35000

3 Kucenes T.O. [MporpamMueEcT 30000

4 MeTpors 1. H. [ByxranTep 25000

5 Hockosa ITE. Cexperaps 15000

Puc. 5. 3apaboTHas miaTa COTpyAHUKOB

17. Tlocrpoiite nuarpamMmy, IOKa3bIBAIONIYIO 3apabOTHYIO IIATy KaI0r0 COTPYAHMKA (puc. 6).



CpedHaq 3apabomHasg nnama compyOHUKOS
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“'?"’\;Ih. o < v 2

A 2 . &
& ot *ﬁﬁﬁl Qﬁﬁﬁ S

Puc. 6. 'mcrorpamma

TamMMnrA

18. Tlocrpoiite kpyroByro auarpamMmy, OTPaKalOIIyl0 3aBHCHMOCTh 3apabOTHOM
COTPYJHHMKOB OT 3aHUMAEMOM JTOJDKHOCTH (pHC. 7).

JapabomHas nnama

20000 15000

B heHep xep

H QuperTop
25000 O Moo SRR T

@ By ranTep

35000 B CekpeTape

30000

Puc. 7. Kpyrosast tuarpamma

TJ1aThI



3agaHus 17151 CAaMOCTOSITEILHOM PadoThI

3aoanue 1
1. Co3znaTh ¥ 3aMOIHUTH TAOIHUILY:
YpoBeHb pa3BUTHS TBOPYECKOTO Hayasa

UIpHI (110 UTOraM KOHTPOJIBHOI'O IKCIIEPUMEHTA)

BcraButh cTpOKy B KOHIIE TaOJHUIIBI, B KOTOPYIO BBECTH MIPOU3BOJILHBIC IAHHBIC O Kacce 11. OTCOPTHPOBAThH
Tabuiry 1o cronoiy "Kmaccel" B andasutHOM nopsiake. OGopMUTh TaOIHITy ¢ TOMOIIBIO JIFOOOTO CTHJIA.

MIIaIINX IKOJBHHUKOB CpCACTBAMU

Nemw. m. [Knaccer  (O0miee IMokxazaTenn 3TeMeHTOE TEOPIECTRA
koaadecTeEe  |[Metogmka 1 IMeTogmca 2 Metoania 3
VIALHICH B H B H B H
1. laxmacc 20 8 4 7 8 ] ]
2 16 kmace |20 12 3 14 2 11 1
2. BceraBuTh CTpOKH MEXIy CTpOKaMu ¢ HoMepaMmu | U 2 ¥ BBECTU JaHHBIE KjaccoB 1B u Ir.

3aoanue 2

1. BBecTH mpuBeNEHHBIN HIKE TEKCT, OTAEISS clloBa W HUGpbl KiaBumei tadymsauun (<Tab> win

_”
#—) wu npobena:

CTHUJIA.

oukrwdE

Crucok YYCHHUKOB

Ne OamMuus Nms OtuectBO

1. AnekcanzipoB Cepreit NBanoBuu

2. 3aiinesa Joqvuna ~ HukonaesHa

3. Nnenn Oununn IlerpoBuu

4. Mopo3oB Opuii AHaToIbeBUY
2.IIpeoOpa3zoBath TekecT B Tabimumy.  OdopMuTh

Bonpocs! 111 CaMOKOHTPOJIA
CrtpykTypa HH()OPMALIMOHHON CUCTEMBI.
HNudopmannonHoe obecrieueHue.
TexHuueckoe odbecrieyeHue.
MaremaTHueckoe 1 porpaMMHoe oOecriedeHue.
OpranuzannoHHoe o0ecrevyeHue.
[TpaBoBOE OOecneueHue.

Ta0JIMLly C MOMOILBIO JIH0OO0TrOo




HNPAKTUYECKOE 3AHATUE Ne3. ABromaTu3anusi NpoueccoB coOopa u 00padoTKH JaHHBIX

Tema 3. Knaccupukanusa uHGOPpMAUMOHHBIX CHCTEM.

Heas: [Tonydyenne npakTHYECKUX HABBIKOB IO CO3JaHUIO U ()OPMATHPOBAHHUIO CTUIICH.

OoopynoBanme: ITIK, OC Windows, MS Office, meroanyeckue yKa3aHHS IO BBITOJHECHHIO
1ab0pPaTOPHOTO 3aHATHS.

Xoxa padoTbI:

Cmunem Ha3biBaeTCsi Habop mMapameTpoB (HOpPMATUPOBAHUS, KOTOPHIH MPUMEHSETCS K TEKCTY,
TabIUIaM M CHHCKaM, 4TOOBI ObICTPO M3MEHUTh WX BHEIIHUH BHUJ. CTWIM TMO3BOJIAIOT OJHUM JECHCTBHEM
MIPUMEHUTD Cpa3y BCIO rpyniy aTpuOyToB (hopMaTHpOBaHUS.

Hanpumep, BMecTo (opmaTupoBaHusi Ha3BaHUS B TPU IpUeMa, KOTJa CHavyaia 3agaercs pasmep 16
MIYHKTOB, 3aTeM Mpu@T Arial 1, HakOHeI, BBIpaBHUBAHUE I10 [IEHTPY, MOKHO PUMEHUTH CTUJIb 3ar0JIOBKA.

Hwu:xe npuBeaeHbl pa3jinyHble THIIBI CTHJIEH.

e Cmunv ab3aya TIOTHOCTBHIO OIpenesseT BHEUIHUM BUJ a03alia, TO €CTh BbIpaBHHUBaHHE TEKCTa,
MO3UIUHU TaOyNALKU, MEXKIYCTPOUHBIM UHTEpBAl M TPAHUIIbI, @ TAKXKE MOXET BKJIIOYATh (pOpMaTUPOBAHUE
3HAKOB.

e Cmunv 3uaxa 3amaeT (QopmaTupoBaHHE BbIACIEHHOrO (parMeHTa TeKcTa BHYTpH ad3ala,
OTIpeJIeIIsAs TAKUE MMapaMeTphl TEKCTa, Kak MpudT u pa3mep, a TaKke MOTYKHUPHOE U KypCUBHOE HauepTaHUE.

e  Cmunb mabauysl 3a4a€T BUJ TPAHUIL, 3aJIUBKY, BBIpAaBHUBAHUE TEKCTa U IIPUPTHI.

e Cmunp cnucka TPUMEHSET OJUHAKOBOE BBIPABHUBAHUE, 3HAKU HyMEpallud WM MapKephl H
IpU(THI KO BCEM CITUCKAM.

1. CkommpyiiTe WHGOpMAIMIO, HAWJICHHYIO B CIpaBKe, BBI30OB CIIpaBKM KoMaHioW F1 u
MPOU3BECTH MOUCK Mo Teme «CodeTaHusi KIaBUII Ui PpabOTHI ¢ (QHUTypamH, HAIMUCIMH U OOBEKTaMHU
WordArty». I[Ipu popmaTipoBaHUU TaHHOTO TEKCTa OYJE€M HCIONIb30BaTh CTUIN O(POPMIICHHUS.

2.Bbienurte nepBblii ab3all M BBHIIOJHUTE KOMAHIy: BKIAjKa  JIEHTBl  [7aenas W mHaHeb
uHcTpyMeHTOB Cmunu W O6wiunvui. J{ns 3aronoBka Beedenue NpUMEHUTE CTUIL 3acono8ok 1 T.e.
3aroJIOBOK MEPBOT0 YPOBHSI.

3.Ecau mapaMeTphl CTaHAApPTHBIX CTHJICH HAC HE YCTPaMBAIOT, TO MOKHO CO3[aTh COOCTBEHHBIE
CTHJIM Ha OocHOBe mMeronuxca. Co3qaauM CTHIIb JIsl 3aT0JI0BKOB MEpBOro ypoBHs. [[i1st 3Toro HeoO0xoammo
BbI3BATh JUaNoroBoe okHo Cmuiu (puc. 1) komMaH[I0#: BKJIaaKa JIEHTHl [ nasnas W TaHenb MHCTPYMEHTOB
Cmunu

P> KHONKA OTKPHITHS AMATOTOBOTO OKHA CTHIIEH &,

CTrnum v

OYUCTHTE BCE

Faronosok 1 Ta
DBBMHBIA ’1T|
TewcT T

] npeagapHTensHsi npoctoTp
[ ©TrnHMMTE CEAZEHHEIE CTHAM

MNapameTpel. ..

Puc. 1. luamoroBoe okHo CTuin



Jl1sl co31aHNsl HOBOT'O CTHJISI BOCHOJIB3YiTeCh KHONKOM U B NOSIBUBIIEMCS] THAJIOTOBOM
OKHe (pHC. 2) yCTaHOBHTE CJIeyIOIe NapaMeTpPhl:

WNwmst ctunsa — 3aronoBok 1 pamunms cryaeHTa;
OcHoOBaH Ha CTUJIE — 3arojoBoK 1;
[pudt — Tahoma, pasmep — 16 nT, BEIpaBHUBAaHKWE — MO IEHTPY, HAYEPTAHUE — TOJTYKUPHBII

KypCHB, HHTEpPBaJIbl Iepel U rocie ad3ara mo 6 mr.

CEOACTES

[LgEH CTHAEL
CTHNL: Abzaua w
QrHOBaH Ha CTHAE! T ClbMHER
CTHAE CRedyrowero 20zaua; T CTHnel
DOpMATHRDBAHKHE
Times Mew Roman w12 v K K 4 AETO w

AofaBHTh B CNHCOK 3Kcnpecc-cTHned || OBHOBNATE SBTOMATHHECKH

(%) Tonekno B 3T0M AokyMeHTE () B HOBEIX AOKYMEHTAX, HCMONEIYHOILLMY 3TOT WaBnoH

= == ==

Cerogua xaawlfi JeHE MHOKECTEO MOJEH HEOWHIAHHO OTKPRIBAET 414 cedd CVIeCTEORAHHE
TI00ANEHEIX KOMIIEEOTEPHEIX CeTeH, 00BeIHHAONIHE KOMITEIOTEPEL B0 ECeM MHPE B eTHHOM
HHbOPMATHOHHOM IPOCTPAHCTEE, HMA KoTopoMy - HuTepHet. IHTepHeT MHOTOIrpaHeH U Hellb2d
HeTKO OIPeTelIH

CTHINES IKCAPECC-CTHAEL, DCHOEAH Ha CTHNE: OOEMHEIR

OK l [ OTMEHA

Puc. 2. Co3maune cTiis

4., JInst OCHOBHOTO TEKCTA CO3AlTe CTUIb CO CIIEAYIOIMMH ITapaMETPAMHU:

Nwms ctunsg — OcHOBHOH _ haMUUs CTy/IEHTA;
OcHoBan Ha ctuiie — OOBIYHBIN;
HIpudpt — Times New Roman, pasmep cuMBoJIOB — 14, BbIpaBHUBaHHE — [0 IIMPUHE, OTCTYI

nepBoil cTpoku — 1,25 cM, MEXIyCTPOUHBI HHTEPBAJ — [OJYTOPHBINA, HHTEPBAJIBI IIEpe] U 1ocie ad3ama 1o

6 1T.

5.Ucnonb3ys co3aHHble CTUIH, OTGOPMATUPYITE BECh TOKYMEHT.
6. Jlns oxoHuaTenbHOro oGOpMIECHHUS JOKYMEHTA YCTAHOBUTE:

[Tons (BepxHee, HUXKHEE — 2 ¢M, JIeBOe — 2 cM, IIpaBoe — 1 cMm);

Howmepa ctpanutl (CHU3Y, OT LIEHTPA);

Bepxuuit konoHTUTYN — MHmepHem u e2o cepsuchwt,

Jlnist TOro 4ToOBI 3ar0JIOBKM HAYWHAJIMCH C HOBOM CTPAHUIIbI, HEOOXOIUMO YCTaHOBHUTDH Pa3pbIBBI

CTpaHHUIL.

1.B paznene Cucmema 2unepmedoua WWW s tekcra WWW caenaiite cHocky (Y cTaHOBUTE Kypcop
B KOHIE TeKkcTa P> BkJangka JieHTbl Ccwiiku P> maHenb UHCTpyMEHTOB CHocku P> KHOIKA OTKPBITUS
nauanoroBoro okHa Crocku ™ (puc.3). P> B KauecTBe cUMBOJIa BbIOepUTE *). B cHocke BBemuTe Tekct: World

Wide Web — scemupnas naymuna.



CHOCHH

MonoseHkKe

() cHockm: BHHEY CTPaHMLE w |

() KOHUEERIE CHOCKM!

PopMaT

ApYCaR:

HyHMepauHa: | MpoAON#HTE W |

MPHMEHMTE MIMEHEHHA

MpHMEHHTE: |K|:| BCEMY AOKYMEHTY w |

[ BrTaEHTE ] [ OTHEHA

Puc. 3. lnamoroBoe okHo CHOCKH

8.B koHIEe JOKyMeHTa Ha HOBOM JIMCTE HaledaTaiiTe 3aroloBoK IIpeomemmuslii ykazamenv. Jis
BBIJICTICHUS CJIOB, BXOJSIINX B ai(DaBUTHBIN yKa3aTeb, BBIMOJHUTE KOMAHIY: BKJIaaKa JeHTBl Ccouiku P>

EN

MaHeb HUHCTPYMEHTOB [Ipedmemuuiti ykazamens P KHOIIKA fomeruts -
INEMEHT

[Tepen BaMu mosiBUTCS 1UanoroBoe okHO OnpedeneHue nemenma ykazameis (puc. 4).

0I1|JE,D,EHE HHE 3/1eMe HTa YHa3aTea

SNEMEHT YKAZATENA

OCHOBHOR! |H.1-nepHE'[ |

ﬂ.DI‘IDﬂHHTEJ‘IbeIﬁ: | |

MapameTpkl

O NepeKpeCcTHaA CCeINKa: |CM |

(%) Terywan cTpaHHuLa

() AMANAZ0H CTRAHHU

BOPMAT HOMEPE CTREHHLE!
[ nonyseHpHes
[ eypone

MEI‘IDJ‘IbBYﬁTE AAHHOE OKHO AN8 NOMETEH INEMEHTOE
¥Ka3aTEnA,

NoMeTHTE

Puc. 4. Onpenenenue aneMeHTa yka3aTeis

9. Buiiennte m060€ CII0BO B TEKCTE, MIEIKHUTE B TOJIE OCHOGHOU U HAKMMTE KHONKY [lomemumb.
[TomeTbTe TakuMm 0Opa3zoM 15 clloB B TEKcTe.

10. B xoHIe 10KyMeHTa BCTaBbTe an(aBUTHBINA yKa3aTelb KOMaHI0: BKIagka neHThl Ccbuiku P

IaHeIb UHCTPYMEHTOB [Ipeomemmuitl ykazamens W KHOIIKA | =] [peamerrei ykazatens . B 1HanoroBoM OKHe
yctanoBute Knaccuueckuti popmam peAMETHOTO yKa3aTeJsl.



Ykasatens B
YkasaTtens I OrnasneHne I CNMCOR MITMIOCTPRALUAIA I TabnLS coainoK
Obpaseu NneYaTHOro AoOKyMEeHTa
- Tun: @ corcTynom ) Bes oTcTyna
A [ KonoHku: 2 =)
ApncroTens, 2 Asbic: | Pycoxmia (Pocanss) EI
AcTtepowabl, noac. Cvm. IOnuTep
Atmochepa
Senmns L
[ Homepa cTpaHiu no npasomy Kpao
SNCIHWTEND: -
DopMaTbl: Knacaseaaaii E]
MoMeTuTb... J [ ABTONOMETKA... ] ITE
J [ OTmeHa ]

[ ox

Puc. 5. /InanoroBoe 0OKHO BCTaBKH IPEAMETHOIO YKa3aTest

=

11.

B nauane AOKYMCHTA BCTABBTC IIYCTYIO CTPAHULLY.
Brmonnnte KOMaHAYy: BKJIaJIKa JICHTHBI Ccbiixku W naHenb HHCTPYMCHTOB

Ocznagnenue W KHOHKa!()maBneHMei.
13. B nwmanorosom okHe Ocnasnenue (puc. 6) YCTaHOBUTE CIEAYIONIME NapaMeTphl s
oryaieHus: mpudt — Times New Roman, BIpaBHMBaHKE — IO HIMPUHE, MEXCTPOUYHBIN HHTEpBai — 1,5.
Crnasnenne ?
YKazareno | CnMCOK MAMHOCTPELAR | Tabnuua cooinok |
OBpaszel NeYaTHOrD NOKYMEHTE OBpazel Bef-noKyMEHTA
S E ol (0):10) 3 U 1|~ | |3arodoeok 1 i
(o [
CTHIBL oo 1 Cruasl
FATONOBOK Zeereeereeeeseeesemesneas 3 38ronoBok 4
- Farmanoowr 3 7
MoKE3aTe HOMEPE CTPEHHLL MANEPCChINKN BMECTO HOMEPOE CTPEHHLL
HomMepa cTpaHULL No NPEBoMY KPaKD
3AN0ONHKUTENE: |0 |Z|
Obwme
dopmatel  |Ms wabnona |Z|
YpoBHa: |3 =
[ MNapamMeTpel... ] [ HzMeHMTE... ]
[ 0K J [ OTmMeHa I
Puc. 6. lnanorosoe okHo OriiaBiacHUe




NS

CoxpaHuTe TOKYMEHT U OKAKUTE PadOTy MPENoaaBaTeo.

Bonpocsl 111 CaMOKOHTPOJIA
CrpykrypupoBanubie NC.
Hectpykrypuposannsie 1C.

Yactuuno ctpykrypupoBanubsie C.
Knaccugukanus mo creneHn aBTOMaTH3AIHH.



NPAKTUYECKOE 3AHSATHE Ne4. PazButue AUT

Tema 4. Co3nanne uH(POPMAMOHHOI CHCTEMBI.

Heas: [Tonydenne npakTHUECKUX HABBIKOB IO CO3JaHHIO U 00paboTKe TrpaguuecKux 00BHEKTOB.

OoopynoBanme: ITIK, OC Windows, MS Office, meromnyeckue yKa3aHHS IO BBITOJHCHHIO
1ab0pPaTOPHOTO 3aHATHS.

Xoxa padoTbI:

1. HabGepuTe crneayroniuii TeKCT:

3agaua. CocTaBUTh OJIOK-CXeMy K Iporpamme, KOTOpasi  3alpamiuBaeT y
MOJIH30BaTEIs HOMEp JHS HEAEIW W BBIBOAUT OJHO M3 coobOmeHuit «Paboumii nenb», «Cy000Tay wmim
«BockpeceHbe».

2.Haueprure O10K-cxeMy K 3ajade (puc. 1), MCronb3ys KOMaHIy: BKJIAJKa JIEHTBI

—1

{¥

Ourypel

Bcmaska W nanens uHCTpyMEHTOB Muitocmpayuu P> KHOTIKA

Hauano

EBzogm

¥ r

Brmox Brmox
CybboTa Bocrpecerse

Eomen

Puc. 1. brok-cxema



3.Tlo okoHYaHUH paboThI CrpyNIUPYHTE BCE HAPUCOBAHHBIC OOBEKTHI.
4. Jlo6aBbTe MOAMNUCH K pucyHky: Puc. 1. Brok-cxema (Bknaaka neHtsl Cevliku W

[B’crasims

HaHeNb UHCTPYMEHTOB Haszsanus W KHOIKa H33BaHUE ),

5.PaspaGoraiite ONOK-CXeMy K IIPOTpamMMe, KOTOpas HaXOMUT KOPHH KBaJApaTHOIO
ypaBHeHus1. s BCTaBKHU B 0J10K-CXeMy
—b+Vb¥—dac

2a

naHesab MHCTpyMeHTOB Cumeonvr W kHomnka | JU ®opmyaa . BeiOepure yxke umeromyrocs Gopmyiy
WM BCTaBbTE HOBYIO.

6. Cosaiite opraHu3alMOHHYIO JUarpamMmmy (puc. 2).

dopmynel x = BOCIOJIb3YHTECh KOMAHJOW: BKJIaAKa JIEHThl BcmaskaW

b =i

SmartArt

|
7.Ha Bxnagxe Bcmaska B rpynne Miniocmpayui HaxXMATE KHOHKy’
|

8. BribepuTe UM auarpamMMbl — OpeaHus3ayuonnas Ouazpamma.

O.Wcnonb3ys  BKIaAKy ~ JeHThl  @Popmam,  TPHBENMTE  JMarpaMmy K
BUJTY, N300pa)KEHHOMY Ha puC. 2.

Mporpauusnc

0GeCOESEEAE

|
CNEpANRDHERE CHCTEM e
i - i

u JxcrrponEuc TAGIHIED
JlpanEepE %

I rpoTpaMMEGT e E0AL

Ormagmnm

Tepesommss Hrpa
PazEneeERs PeAaETORE CEXIEH

Opodeeccaomamsmoe [0




NoakownE

Puc. 2. OpranuszanuonHas auarpamma
Bomnpoce! 1151 caMOKOHTPOJISA
IIpenBapuTesbHbIN JTAIL.
Co6op TpeboBaHUi.
IIpoexTupoBanue.
Peanmuzanus.
[TonroroBka K 3KCILTyaTaluy.
OnBITHO-IPOMBINUIEHHAS KCILUTYaTaLMsL.
ConpoBok/IeHHE U PAa3BUTHE CUCTEM.



HPAKTUYECKOE 3AHSATHE Ne5. Co3naHue KOMIUIEKCHBIX JOKYMEHTOB B
TEKCTOBOM peAakTope. OpraHn3anuoOHHbIE JMATPAMMBI B IOKYMEHTE.

Tema 5. UnpopMaliluOHHbIE TEXHOJIOIHH.

Heab: [TonydyeHne npakTHUECKUX HABBIKOB IO cO3MaHuUI0 (opmyIl, GYHKIUN U TUarpamm.

OoopynoBanue: [1IK, OC Windows, MS Office, metoauueckue ykazaHUs 1O BBITOJHCHHIO
71a60pPaTOPHOro 3aHATHUS.

Xox paboTsi:

1. Otkpoiite Tabauunslii mpoueccop Microsoft Excel u cosnaiite pabo4yro KHHTY.
2.HeoOxomumo  co3maTh  Tabaumy — pacuera  3apaOOTHOHW  ILIATHI
COTPYAHUKOB IIPEAIPUATHUSA.
3. Jlns ynpouieHus BBOJA JAHHBIX B TaOJIHMIly CO3/IaiiTe PaCKphIBAIOIIMICS CIMCOK (puc. 1),
cogepxxauii @O coTpyJHUKOB IPEATPUITHSL.

MeaHos .M. I'
Veanos M. N
MeTpoe .7,

_okonoga O, 1,

_MHpHOE C. M,

Fopobosa M.H.

Porawoea ..

Mopozoe 11.P,

ZappoHoga M.7T, bt

Puc.1. PackpbiBarommiicst Cnucok

4.BcraBbTe elle OJMH JIMCT B pabouyio KHUTYy Excel, HCTIONB3ys SpIBIUOK < B CTpOKe
Apaviuok aucma.

5. Ha HOBOM JIHCTe cO3/1aliTe CIMCOK COTPYIHUKOB (pHC. 2).

A
HMeaHoB K. M.
MeTpoe I'.T.
Coronoea Q. C.

CmupHoB C. M.
Hopoboea MN.H.
Pomawosa I.T.
Mopozoe H.P.
CagpoHoea MN.T.
PyaHukoe f.B.
10 NMatpywes C.M.

Puc. 2. Ciucok coTpyaAHUKOB NIPEATPUATHS

L o I oo Y O T I "y Y LS Y

6. lns coprupoBku ®HO 1o andasuTy BHINOIHATE KOMaHAY: BKIAJAKa JEHTH [Jannbie P>



rpynna Copmupoexa u ¢huremp » KHOHKai_ﬁl .
7.Boigemure guanazon sucek Al:Al10 m menkaure none Mms y J€BOro Kpas CTPOKH
dbopmyn. Beegute ums IS sueek, Hanpumep CompyOoHuxu

o
COTPYAHUKM ™ E | Haxxmure knasumny Enter.

8.UT06bI 3anpeTuTh JPYrUM HOIb30BATENSAM IIPOCMOTP ¥ U3MEHEHHUE TIOJIyYEHHOTO CITHCKA,
3alUTUTE U CKPOUTE JIUCT, HA KOTOPOM OH HaXOJIUTCSI.

9.TIpaBoii KHOMKOMH MBIIIH IEIKHHUTE TI0 APJILIUKY JUCTa. B KOHTEKCTHOM MEHIO BHIOEpUTE
KOMaHLy |5y SawwmTute Auct...

10. B gmanorosom okne 3awuma aucma (puc. 3) BBeAUTE TApOJb I OTKIIOYECHHUS
3amuThl IUCTa. B paznene Paspewums 6cem nonv3osamensm 3mo2o aucma CHUMUTE (BIakKu co
Bcex aneMeHToB. Haxxmure knonky OK.

r 2 T |
3aWmnTa nucTa Llﬂ

V] 33WMTITE NUCT 1 COREPHMMOE 3ALLMLLAEMBIX AYEEK

naponb ANg OTKMOYEHUA 3alNTBI NMCTa:

PaspewnTb BCEM NONb30BATENAM ITOM0 NMMCTA:

8| seinenerire sabokposataix susek [N
] BblaeneHIe He3a6nor<mposaHHblx fAueeK

|| hopmaTuposanie sueek

| hopMaTHpoBanie cTonbuos

" | hopmaTHpoBaHME CTPOK

|| BcTaBky cTonbuos

|| scrasky cTpok

" | BcraBky rnepccsinok

" | yaaneHue cronbuos

" | yaanenue crpok v

OK [ OTMeHa ]

Puc. 3. /IlnamoroBoe okHO 3amuTa JIMCTa

11. B mmanorosom okne IToomeepoicoenue napons BBEAUTE TAPOIIb €Ile Pas.

12. TlpaBoii KHONMKOW MBI INEIKHUTE MO SPJIBIYKY JHCTA ¥ B KOHTEKCTHOM MEHIO
BbIOEpUTE KOMaHTy CKpbims.

13. TIlepeitnute Ha Jlucm 1 u cosmaiite Tabmuiyy Pacuem 3apabommoti niamel (puc.
4). Cronbery @HO 3an10IHUTE, UCTIONB3YSI PACKPHIBAIOIIMICS CITUCOK.



Pacuem sapabomroil nnamer compydHuroe npednpusmua 000 "Hsympyd”

Hama Ornad, TModoxodHbili Cymma k Cymma K
N2 @.1.0. HoawHocme lMpemua ebidaye,
nocmynaeHua pyb6. Hamoz evidaue, §
4 py6.
5 1|HMBanos M. M. |aupexTop 12.01.1995
& 2|MNeTpoel.T. |mMeHenwep 15.10.2005
7 3|Coronoea Q. C. |Gyxrantep 10.05.2003
8 4|Cmuprose C. M. |3am. gupexTopa 03.03.2000
9 5|Hopoboea M. H. [cekpeTapb 02.04.2002
10 6|Pomawosa M. T.\meHefxep 18.10.2000
11 7|Moposoe WM. P. |BOOMTENDE 19.12.2000
12
13
14 Kypc 5 32,00
15
Puc. 4. Ctpykrypa Tabnuis!
14 Brigenute Juaria3oH SA4YECCK, B KOTOpHﬁ Tpe6yeTc>1 IIOMECTHUTDH
PAaCKpPBIBAIOIIMICS CIHCOK.
15. Ha sBxunagke /Jawnuvie B rpynne Paboma c¢ oOaHHbimMu BBIOEPUTE KOMaHAY

IIposepka danmbix.

16.
17.

B nuanoroBom okHe /Ipogepka OanHbix yKa)KUTE TUI U HCTOYHUK JaHHBIX (pHC. 5).
Otxkpoiite BkiIaaky Coodwenue 015 6600a (puc. 6). 3amoIHUTE TYCThIE MOJIS.

[lpoBe pka BEOOMMBIX 3HAYE HHH

ZoofWeHKe ANA BBoAa | CoobweHye of owubke

YCNOEME NPOEERKHM

THN AaHHEIX:
CMMCOK e MrHOpMPOESTE NYCTEIE SYEAKH
ZNMCOK A0NYCTHMED SHIYEHHA
MCToqHEE:
[ =y
=COTRY AHHEH 2.5

[ ] PacnpocTpaHHTE M3MEHEHHA Ha APYIHE AYERKM © TEM ¥e YCNOEHMEM

OYHCTHTE BCE ] A

| | CTHMEHS

Puc. 5. Inanorosoe okHO [IpoBepka naHHBIX



[lpoBe pxa BBOOHMBIX 3HAYE HHH

MapamMeTphbl | { CooBweHre AnA BE0AA || ConBwenHe of owwbke

CTobpakaTe NOACKASKY, BCOM AYEFKE ABNARTCA TRKYLILEA

Mpk ERIGOpE AYERKK BRIEECTH CNEAYHILWEE CO0ALLEHHE
JaronoEok:
DO

oo EHHE |

BeeanTe PO COTpY AHKES

[ O l [ DTHEHA

Puc. 6. Coo01ienue rnpu BBO/I€ JaHHBIX

18. [lepeiinute Ha BkIaaky Coobwenue o6 owubke (puc. 7). 3anomnute nons Buo,
3aconosoxk u Coobuerue.

[lpoge pka BBOOHMBIX IHAUE HHH

MapaMeTpel | CooflueHHe ARA BE0AS | | CooBWweHMe of owkbke |

BrlE0anTe coobweHrs ob owkbke

[MpH NoNEITEE BEDAA HEEBEDHEIX AaHHEIX DTDEDE}I{ETI:- EDDELLI.EHHE:

Bra: Jaronosok;:
ConbueHme W || Owwkbkalll
CoobeHke:!

BbIEEDHTE A3HHBIE® U3 CAMCKS

Y

IR, ][ OTMEHa ]

Puc. 7. CooOrienne mpu omuoKe BBOJA TaHHBIX

==
19. lna s3aronoBkoB TabmMIBl YCTAHOBUTE  nepenoc mexkcma (KHOOKA | =1,
PacCIoJIOKCHHAA Ha MMaHCJIN HHCTPYMCHTOB BblpaeHueaHue BKJIaAKH JICHTBI FJZCZGHCI}Z).

20. 3akpemuTe 1Ba MepBBIX CTONONA M CTPOKY 3arofoBKOB Tabmuupl. Jlns 3Toro
BbIeNUTe nMuana3oH staeek C5:120 u BeImoMHUTE KOMAaHy: BKJIAIKa JIGHTHI Buo

»  rpymma Oxno W xHOMKa |1 3akpenuts oaacr =,
21. Cronberr Oknad 3amoiHUTe MPOU3BOJILHBIMHU JJAHHBIMH U YCTAHOBHUTE JCHEKHBIN



dopmar siueex, UCHOIb3ysd KOMaH/y: BKJIAJKa JCHTHI [ naenas W maHenb UHCTPYMEHTOB Yucio W
B PacKpbIBaIOLIEMCs CHCKe (opMaTOB BIOEpUTE JJenedcHblii popmam.

22. CocraBum (opMyily IS BHIMUCICHUS IPEMHH, KoTopas cocTasiseT 20% oT okjaja.
Jrobas popMyna HauMHAETCSI CO 3HAKa =, MOATOMY IEPEXOIUM B s4eiiky F5 u BBoguM opmyy
=E5*20% (wu =E5*0,2).

23. C momompl MapKepa aBTO3aNOIHEHHS (YEPHBIA KPECTHK BO3JIE MPABOTO HUMKHETO
yIJia BBIIEICHHOW STYelKH) cKonupyiite popmyiy B obmacts F6: F11.

24. Mexnay cronbuamu Ilpemuss n Iloooxoomwiii Hanoe BeTaBbTe cronbel Mmozo
Hayucieno, B KOTOPpOM nocuutaite cymmy Oxnao+IIpemus.

25. 3anmomHuTe OCTalbHBIE CTOJOLBI TAONMIBL, YYUTBIBAS, YTO IOJOXOJHBIA Hajor
coctaBisieT 13% OT HAUUCIIEHHON CyMMBI.

26. TlocuuraiiTe cymMMy K Bblgaue B J0JIapax, JUIs 3TOrO 3aJaiiTe TEKYWIMH Kypc
noiuiapa, Harpumep 32, u B sueiiky J5 BBemute dopmyny: =I5/3C$14. 3uak $ ucnomssyercs B
dbopMyIe uisi TOro, YTOOBI MPU KOMUPOBAHUHU C MOMOIIBI0 MapKepa aBTO3AMOJHEHHS, aJipecalus
SYEHKH HE H3MEHSJIACh.

27. Jlna s4yeek, B KOTOPHIX CONEPHKATCA JICHEKHBIC JAHHBIE, YCTAHOBUTE
COOTBETCTBYIOLIUI (opMarT.

28. Hcnonesys pynxuuio CYMM, nocuutaiite 0OILyI0 CyMMy IIOJOXOIHOTO HAJIOTa.
Ji1s1 3TOrO:

®  YCTaHOBUTE Kypcop B siueiiky H12,

® [I0CTaBHTE 3HAK =,

® B cTpoke (GOpMYIT HAKMUTE KHOTIKY ;

® B MOSBUBIIEMCS JUAJIOTOBOM OKHE Mactepa GyHKIMM (pHC. 8) BHIOEpPUTE KATETOPHIO
Mamemamuuecxue, dpyaxuuto CYMM,

® B Ka4ecTBe aprymeHTa byHKIIIN CYMM BBIJICIINTE

Jana3oH cymMmmupoBanus H5:HI1 1,

® HaxwmuTe KHONKY OK.

29.  AnanoruuHeIM 06pa3oM MOCUUTANTE OOLIYIO CYMMYy K Bblaue B J0JUIapax U OOMIyIO
CYMMY K BblJIa4€ B pyOJIsIX.



r

Mactep GyHkumit - war 1 us 2 | D [

Douck dyHKLyIM:

BeeauTe KpaTKoe onMcaHue ASMCTBIMA, KOTOPOE HYM¥HO
BbINONHWTD, M HEXMUTE KHOMKY "HaitTin®

BoibepuTte dyHKWO!

CTEMEHb

CYMMEC/

CYMMECIMMH

CYMMKE (7
CYMMKEBPA3H o
CYMMIPOW3B >

CYMM(uncnol;uncno2;...)
CyMMMDYET apryMeHTbi,

Cnpaska no 310 dyHKLM [ oK ] [ OTtMeHa ]

Puc. 8. Macrep pynkuuit

30. Haiigure cpenntoro (CP3HAY), munumansnyto (MHUH) u makcumanbhyto (MAKC)
3apabOTHBIC TUTATHI.

31l. MUcnonwsys ycioBHOe (opMaTMpoBaHHE, 0003HAUbTE KPAacHBIM IBETOM Cymmbl K
svidaue, Mmeree 5 500 py6. BoimonHute komaHIy: BKiIajKa JIeHTH! [ naguas W rpynna Cmuau W
PaCKpBIBAIOIIUIICS CITUCOK YcnogHoe popmamuposanue W Ilpasuna evioenenus siueex.

32. Tlocrpoiite muarpammy 3apabommuas niama compyoHuxoé npeonpusmus (puc. 9).
Breigenute ogHoBpeMeHHO cTonONel @.1.0. u Cymma x evioaue (ynepxkusas kinasumny Ctrl), u Ha
BKJIQ/IKe JIEHThl Bcmaska Ha TaHeNu UHCTPYMEHTOB J[uazpammsl BeIOepuTe BUI I ucmozpamma.

33. Hcmone3ys BKIanKy JeHTsl Makem, BCTaBbT€ TOANUCH OCell M HAa3BaHHE
JIAarpaMMBbl.

3apaboTHaa nnaTta COTPYQHUKOB
npegnpuatua 000 "Usympya”

pyG

40000,00p.
35000,00p.
30000,00p. -
25000,00p. - B Cymma K Belgaue, pyb.
20000,00p.
15000,00p.
10000,00p.
5000,00p.
0,00p. -

DHO




Puc. 9. IIpumep odopmiieHus: tuarpamMmbl

34. Toctpoiite KPYrOByIO  JIUarpammy, OKa3bIBAIOIIYIO COOTHOIIIEHUE MEXTY
0011Ie# CyMMO# K BbIaue ¥ CyMMAapHbBIM [OJJOXOAHBIM Hajsiorom (puc. 10).

COOTHOLWEHUe Me Ay UTOTOBOW CYMMOW K
Bbiaye M NOAOXOAHbIM Ha/IoTOM

22927,16p.

B MNogoxoaHsbIM Hanor

W Cymna K Bblaue

153 435,64p.

Puc. 10. ITpumep obopMiIeHHS KPYTOBOM TUarpaMMbl

NupuBuayanabHble 3a1aHus

3aganue 1

1. C ucnons3obanuem O0OBEIMHEHUS SYEeK, IIEHTPUPOBAHUS U TEepeHoca MO CIOBaM
CO3/1aTh CIEIYIONIYIO Ta0IHILY:

Makas Oosem ¢omga vuebmEoit ®  yuebHo-MeTomgHYecKoil JHTepaTypHI
IHCOHILTHEEI (xonH9ecTEOD)
Vaedman VaedEo-MeToOHEIeCKHA
HA3BAHHH PK3eMIIADOE HA3BAHHI PKIEMILIAPOE
Oomee
TYMAHHTAPHEIE H
ICOLIHATEHO- 435 5130 325 4587
BKOHOMHIECKHE
Obmue
MATEMATHIECKHE H la3 2025 &7 608
ECTECTEEHHO-
HayIHEIE
Obmwenpodeccuon
ATEHELE H 1648 11174 343 9326
CIIENHATLHEIS
Mroro:

2. BBecTH MPOM3BOJIBHBIC JAHHBIC [0 KONWYECTBY HA3BAHHI M HK3EMILUIIPOB. MCIOmb3ys



dbopmyny CYMMA, BEIYHCITUTH HTOTOBYIO CTPOKY.
3aganue 2

1.Co3nars Gnank SK3aMEHALIMOHHON BEXOMOCTH 110 CIIeIyIOIIeMY 00pa3ILy:

A | B | c | 3] | E
3 HasgaHwue yuebHoro 3asegeHua
2 4
3 | Lndp rpynnel (knacca):
4 4
5 | 3K3AMEHALIMOHHAA BEAOMOCTb Ne111
6 4
7 | YuyebHaa aucunnavHa: PYCCKWI A3bIK
8 | lNMpenogaearens: MBaHos A.A.
9 | Hauano 3k3.
10 | HoHeu 3K3.
Homep 3a4eTHO#H Moanwvce
Ne Damunna, IMA ydeHnKa OueHka
11| KHUMKN npenogasarena
12| 1 AnexcaHapos Oner 1244-09 4

2.Beectu nanmbie s 20 y4yamuxcs. BeIBeCTH B KOHIIE TaOJUIBI KOJIMYECTBO YYCHHUKOB,
MOJYYMBIIUX OLEHKU: OTJIMYHO, XOPOIIO, YIOBJICTBOPUTEIBHO, HEYJAOBICTBOPUTEIBHO, H
KOJIMYECTBO HE SIBUBIIMXCS Ha 9K3aMEH, a TaKXKE MPOIEHT, KOTOPBIA COCTABJISIFOT 3TH OIICHKH OT
oO1iero qucIa.

3k | 20 Coxonosa AHHa 4

32 | Ouenka Koaunuyecrso %
33| OT/nYHO

34 | Xopowo

35 ‘ YA0BNETBOPUTEIBHO

36 | HeynoB/neTBOHMTENbHO

37| He asunuce

3.HOCTpOI/ITB KPYTOBYIO JHarpamMmy, OTPaKarol[yl MPOLEHTHOE COOTHOIIEHUE OIICHOK,
MOJIYYEHHBIX YUEHUKAMU.

3aganue 3

10 cTyaeHTOB caarOT 3K3aMeHbl 1o S5 aucuuiuivHaM. [lo KaXaol JUCHUIIIIMHE MOYKHO
MOJIYYUTh OIEHKY — 2, 3, 4, 5. Onpenenuts cpeau 10 cTyA€HTOB UeIoBeKa ¢ HAMOOIBIINM CPETHUM

OaoM. [locTpouThs auarpamMmy, TOKa3bIBalOLIYI0 COOTHOLIEHUE

OIICHOK, MOJTYYEHHBIX KQXKIBIM CTYICHTOM IO K0 THUCIUTLIINHE.

3aganue 4

10 cTtyneHTOB cHarOT 3K3aMeHbl MO S5 aucuuiuimHaM. [lo KakmoW JUCHMIUIMHE CTYIEHT
MOXKET MONYYuTh OIeHKy — 2, 3, 4, 5. Omnpenenuth cpeaHuii Oamn ydammxcsa. [locuurtaTh
konmudecTBO 5, 4, 3 u 2. Haiftm crymaeHTa ¢ HauOONBIIUM CpPeAHUM OaJIOM M CTYIEHTa C
HaWMEHBIIMNM CpeTHHM OayutoM. [locTpouTh auarpamMmy, TOKa3bIBAIOIIYI0 COOTHOIICHHUE OIICHOK,
MOJIYYEHHBIX KaXK]IbIM CIIyIIATeJIEM 10 KaXKJ0M NUCIMILIUHE.

3aganue 5

Jns otnena u3 10 4emoBeK COCTaBUTH BEIOMOCTh pacueTa 3apaboTHOM Tutatel. Tabnuia
comepxkut cienytomue cBenaeHus: O.M.0., mOWKHOCTH, OKJam, cTax padoTel. Jlmsi KaxIoro
YeloBeKa MOCUUTATh MOA0X0aHbINH Hanor 13%, nagbaBky 5000 py06., ecau ctaxk paboTsl Oonee 3
JIeT ¥ CyMMY K BbIade. [locTpouTs auarpamMmy, MOKa3bIBAIOIIYIO 3/TUIATY KaKIOTO COTPYIHHKA.

3amanue 6

CocTaBbTe 3K3aMEHAIIMOHHYIO BEIOMOCTb, B KOTOPYIO BXOMAT cienyromue aaHueie: No, O.
. O. cTyneHToB, OLEHKHU 3a dKk3aMeHbl. [locuntaTh cpeaHuii 6amn uis Kakaoro cryaeHra. Eciu
CIaHBI BCE DK3aMEHBI M cpeHui 0amt paBeH 5,To BolIaunBaeTcs 50% HagdaBka K MUHUMAIbLHON
CTUNICH/INU, €CIIM CpeAHMi Oamn MeHblie S5, HO Oonblle wWiu paBeH 4, TO BHILIAYHBACTCS



MUHUMAaNbHas cTuneHaus. [locTpouTh guarpamMmy, TOKa3bIBAIOMIYIO KOJHMYECTBO OIEHOK
OTIpeIeNICHHOTO BU/IA, MOJTYYCHHBIX B IAaHHOM IpyIIIe.

3amanmue 7

10 cnopTcMEHOB MPUHUMAIOT y4acTHEe B HEKOTOPOM cOopeBHOBaHMU. KaxIblii criopTcMeH
MOKeT HaOpaTh He Oonee 30 04KOB. YKa3zaTh HOMEpP MeCTa, KOTOPOE 3aHsUI CIIOPTCMEH B JJTAHHOM
copeBHOBaHMH. 3a 1 mMecTto BbiutaunBaercs npemus 100000 py6., 3a 2 mecto 50000 py6. u 3a 3
mecto 30000 py6. IToctpouth nuarpamMmy, IMOKa3bIBAIOIIYI0 KOJIHYECTBO HAOpaHHBIX OYKOB,
KaXKbIM CHOPTCMEHOM.

3amanue 8

CocTtaBpTe BEJOMOCTh KOHTPOJSI OCTATOYHBIX 3HAHUM CTYIAEHTOB MO Kakoi-mubo
muctumuinHe. KOHTpOoJIb 0CTaTOYHBIX 3HAHMNA TPOXOAUT B (hOopMe TecTa, 1Mo pe3ysbTaTaM KOTOPOTo
BBICTaBJIsIeTCA orieHKa. Eciu ctynenTt Habpan ot 95 g0 100 6amioB, BEICTaBISAETCS OLICGHKA «5», OT
80 mo 94 — «», or 60 mo 79 — «3», menee 60 — «2». [locunTaiiTe: KOJTUYIECTBO CTYICHTOB,
MOJIYUYUBIIUX OLEHKY «5», «», «3», «2», cpenHuil Oamin B Trpyle, MaKCUMaIbHBIA U
MUHUMATBHBIN 0ayuTbl. C MOMOIIBIO TUATIOTOBOTO OKHA Yci08HOe hopmamuposarie BHIICIATE BCE
«2» KpacHbIM 1BeTOM. [locTpoiiTe KpyroByw [auarpamMmy, TIOKa3bIBAIOIIYI0 IMPOIIEHTHOE
COOTHOIIICHUE OLIEHOK B I'PYIIIIE.

Bomnpocsl 111 CAMOKOHTPOJISA
Nucrpymentapui UT.
Cocrasstromue UT.

Oransl pazsutus UT.

Bune UT.

P



ITPAKTUYECKOE BAHATHUE Ne6. Opranmszanmss pacyeroB B TalOJIHYHOM
npoueccope.CesizanHble Ta0 MBI, PacyeT NpoMesKyTOUHBIX HTOTOB B TA0JIHIIAX

Tema 6. JnexkTpoHHBII 0duc.

Heab: [lonydyeHne npakTHUECKUX HABBIKOB IO MOCTPOCHUIO TpaduKOB HYHKIUH.

OoopynoBanue: 1K, OC Windows, MS Office, MmeToarueckue yka3aHus 1O BBIITOJTHEHHUIO
71a60pPaTOPHOro 3aHATHUS.

Xox paboTsi:

1.3anycture Tabmuunslii mpoueccop Microsoft Excel.

2.Ha nepBoM ncTe paboueil KHUTM HEOOXOMMO MOCTPOUTh rpaduk QyHKIMHU Y=sin(X) Ha
otpeske [-6;6] ¢ marom 0,5 (puc. 11).

3.Boigenute  SYCHKH Al:FI u 00bEINHATE UX, UCIIOJIb3Ys KHOIKY [a '{ —
00beOUHUMb U NOMeCmUms 8 YeHmpe Ha TaHEIH UHCTPYMEHTOB BuipasHusanue BKIAAKU JIECHTHI
I nasnas.

4.Bpenute B 00beqMHEHHbIE TUEKU 3aronoBok Ilocmpoenue 2paguxoe (yuxyuil.

5.B sueiiky 43 BBenure X, a B aueiiky B3 —y=sin(x).

6.B sueiiKy A4 BBequTE 3HAUCHUE - 6, B A5 — 3HaueHHE -5,5. Beimenure 3Tu ABE TUCHKU U
HaBEJUTE yKa3aTellb MBIIIM Ha MPaBbld HUKHUM yroll BBIACIEHUS — YEpHBIA KBaApaTUK (Mmapxep
3anonnenus). Ilocne Toro, Kak ykasareiab MPUMET (GOpPMYy YEPHOTO KPECTHKA, PACTIHUTE 001acTh
BBIJICTICHUS J10 3HA4YEHUS .

7.B sueiiky B4 BBenute Gpopmyny =sin(A4) u naxxmute kiasuiny Enter.
8. Vicnionb3ys mapkep 3anonnenus, CKOMUPyTe GOPMYIY B OCTAILHBIE TUEHKH.

O.Buienute 3HaYeHWs JBYX CTOJOMKOB W BBINOJHMTE KOMAHJY: BKJIAJIKA JEHTHI
Bcmaska W nanenb UHCTpyMeHTOB Juazpammel W Toueunas.

10. TIIpusenuTte muarpamMmy K BUY, IPEACTaBIEHHOMY Ha puc. 1.

lpadpuk pyHKUMM y=sin(x)

——y=sin(x)

-10 10

Puc. 1. I'paduk ¢pynkunm y=sin(x)

11. Tepeumenyiite Jlucml B I paghuxu ¢pynxyuii.



12.  Tocrpoiite Ha 3TOM e nucte rpaguk GyHKIMY:
_{ 1—x%x€[-1:1]
YT lxl - L x € (o0 —1) U (1; +90)

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

Jns Toro 4toObl 3amucaTh (YHKLIHIO Y BOCHOIb3yeMmcsl jormdeckoi (ynkmumeir ECJINA
(JIornuyeckoe BbIpa)keHUE; 3HAUCHHUE €CJIM UCTUHA; 3HAUEHUE €CITU JIOXKD).

®ynkuus ECJIM npoBepsieT BBIIOIHAETCS M YCIOBHE, U BO3BpallaeT OQHO 3HAUEHUE, €CIIU
OHO MCTHHHO U JIpyroe 3Ha4eHHe, eCJI1 HeT.

B Hamem ciyuae ecim XE [-1;1], To y = 1-X?, B mporuBHOM ciydae Y = |X|-1. UToObI
3amucarh ycioBue XE[-1;1] Bocmonb3yemcs orudeckoit ¢pynknueit M (Jroruueckoe BoipaxkeHuel;
JIOTUYECKOE BBIPAXKEHUE?Z; ...).

B namem ciyuae nmomyuum M(C3 >=—1;C3 <=1).

Takum oOpazom  dopmyna U HaXOXKIACHUS 3HAYCHUS  (PYHKIHH

Oyzet BoITIAETH cienyromum obpazom: =ECJIM(U(C3 >= - 1;C3 <= 1); 1 —
C3*C3; ABS(C3) — 1). g BerunciaeHus: MOIyJs ucnomib3yercs pynkuus ABS(uucino).

padumk dyHKLUM

y

2.5

Puc. 2. I'papuk pyHKIIMN

13. Ha Bropom mucTe paGodeil KHUTH caMOCTOSTENILHO MOCTPOiiTe emie 2 rpaduka: y =
[x2+5%-10|, [-10;5], mar 0,5 n
Inlx|+5x<-1
y = 5x€(—1;1) ,[-3;3], mar0,5.
In(x)+5x>=1

NapuBuayanabHbie 3a1aHus
[Toctpoiite rpaduku QyHKIMIA.

x—2,x=-2
1.y = x>+x2-10, [-10;10], v = { x?%,x € (=2,2)
4 —|x—-2|,x>2




Ao E

cos (x),x = —m
2. y=ltgx¥)*x, [-1;1], ¥y = {10 —x2, x € (—m,m)
sin(x), x=m
Injx|,x = -1
3.y =cos(x+x%)-2,[-2;2], y =41 —x?%,x € (—1,1)
In(x), x=1
1—|x+4,x<-2
4, y=x3-2x*+5,[-10;10], y ={ 1 —x,x € (—=2,2)
1—|x—4|, x=2
—Inlx],x = —1
5.  y=3cos(x)sin(2x+3), [-10;0],y = 1x2 —1,x € (—1,1)
—In(x), x=1

Bomnpocsl 1u1si CaMOKOHTP0JISA

WT BuptyansHoro oduca.

OcHOBHBIE TPUIIOKEHUST OPHCHOTO TTaKeTa.
OyHKIHUU TaOJIUYHOTO MPoIeccopa.
DyYHKIHUH TEKCTOBOTO MPOLECCOpA.



INPAKTUYECKOE 3AHATHUE Ne7. OcHoBHbIe 3JIeMeHTHI oO0y4awmieil NporpaMmmbl
"I'pa¢mueckoro penakropa Kommnac 3D"

Heas: [lomyuyeHne TPAaKTUYECKUX HABBIKOB TI0  COPTUPOBKE, (uibTpammu u
MIPOMEXKYTOUHBIX UTOTOB.

OoopynoBanue: 1K, OC Windows, MS Office, MmeToarueckue yka3aHus 1O BBIITOJTHEHHUIO
71a60pPaTOPHOro 3aHATHUS.

Xox paboTsi:

1. B Tabnuunom npoueccope cosnaiite Tadauiy (puc 1).

A B C D E F G H
1
2 flocmynneHue mosapos
3
HavmeHoBaHHE JaTta
Mo HonuuecTeo LleHa CTOMMOCTE
4 ToBapa NOCTYNAEHKA
5 1 |Teneswzop 02.03.2006 50 6 000,00p. 300 000,00p.
B 2 [XonogmneHWE 03.05.2008 56 25000,00p. 1400000,00p.
T 3 |¥TwOr 12.07.2008 J0 2 000,00p. 140 000,00p.
8 4 |Meinecoc 17.03.2009 25 3 000,00p. 75 000,00p.
9 3 |MWKpOBONHOBKA 23.08.2009 38 4 500,00p. 171 000,00p.
10 0 |HalAHuk 27.07.2008 102 1200,00p. 122 400,00p.
11 7 |Nukcep 30.05.2009 38 3 000,00p. 114 000,00p.
12 8 |HombakH 19.07.2009 100 7 800,00p. 780 000,00p.
13 9 |MTwOT 20.08.2008 15 1 000,00p. 15 000,00p.
14 10 [Mbinecoc 03.08.2009 ] 1 500,00p. 9 000,00p.
15 11 |HalHmMK 04.08.2008 45 S00,00p. 22 500,00p.
16 12 [Tenesmzop 13.09.2009 32 4 500,00p. 144 000,00p.
17 13 |HalHmMK 15.03.2009 25 1 540,00p. 38 500,00p.
18 14 (Teneswnzop 16.12.2008 19 12 000,00p. 228 000,00p.
19 15 (YTor 02.08.2009 20 2900,00p. 58 000,000,
20

Puc. 1. Ucxonusle fanHbIe

2.]lna cronbua JJama nocmynienus yctanoBute (opmar sueek — /Jama, 1S CTOIOLOB
Llena n Cmoumocms — [lenexcruiii popmar.

3.Otcoprupyiite Tabnuiy 1o cronduy Haumenosanue mosapa, a 3aTeM MO JaTe
nocryrieHus. s 3Toro:

® BrijgenuTe auamnasoH sueek C4:G19;

®  BBINOJHUTE KOMaHAY: BKJIAJIKa JIEHTHI /[anHblie P> TaHETb UHCTPYMEHTOB

Copmuposxa u ¢punomp W xaonka Copmuposka,

® BEIOEpUTE COPTUPOBATH N0 Haumenosanuro moseapa, 3aTeM N00aBbTE HOBBIM YPOBEHb
COPTUPOBKH 110 Jame nocmyn.ienust (puc. 2).



CopTHpoBKa @
i E Mou aaHHbe COAEPHaT 3aronoskm

Cronbew, COopTHPOBKA MopRack

[ JﬁlﬂDEQBMTb YpoBEHE ” ¥ Ynamums yposers ] l |53 KonmposaTs yposets ]

CopTHpoBaTE No |Haw~1EHDBaHME ToBapa W | |3Ha'—IEHHH W | |OT Anof W |

3aTem no |ﬂaTa MoCTYNNEHKA w | |3Ha‘-IEHl-1H R | |OT CTaphbIX K HOBLIM b |

0K | [ OTmera

Puc. 2. CoptupoBka

4. Tlepenmenyiite Jlucm 1 8 Copmuposka.

5. Ckonmpyiite Tabnuiy Ha Jlucm 2, KOTOPBI TIepeuMenyiiTe B Mmozu.
6. IloaBeeM MPOMEKyTOUHbIE HTOTHU:

® ppuienure guamnasod B4:G19;

° BBIIIOJIHUTC KOMaHAY: BKJIaJKa JICHTHI ﬂaHHble » nanenb HUHCTPYMCHTOB
P

Cmpyxmypa W KHOIKa |5 poMexyTosHse utary
([ ]

B IIOSIBUBIIEMCSI JAMAJIOTOBOM OKHE YKQXXHTE ONEPALUI0 CYMMUPOBAHUSA TIO CTOIOILY
Cmoumocms 1 Haxxmute KHONIKY OK.

7.Tlocsie BBIIOJIHEHUS KOMAH IbI OABELYTCS TPOMEKYTOUHBIE UTOTH (pHC. 4):

[1pome myTOUHBIE HTOIH

MpH Ka¥a0M M3MEHEHKH B!

HaMMeHOEaHHE TOBApa W
Dnepauya;
CWHMMa W

A0BAEMTE HTOMH Mo:

[ ne
|:| HauMeHoOEaHHE TOEapa
|:| AaTta nocTynneH|A

[ |KonmuecTeD

3MEHHTE TEKYLLHE HTOrH
[ ] KoHew cTpaHHUE MEX.AY TRYINaMH
MTOCH NoA, AaHHGEIMH

|£EpaTb BrE | | I, | | CITHEHA

Puc. 3. [logsenenue uToros



2 MocmynneHue mosapos
3
HanmeHoBaHne Data
Ne KonwuecTeo Lena CTOMMOCTE
a ToBapa MNOCTYNASHKA
[ |- |5 1 |KombBaiH 19.07.2009 100 7 800,00p. 780 000,00p.
- 6 KomBaiu Utor 780 000,00p.
|- |7 2 |Mueposondoera | 23.08.2009 38 4 500,00p. 171 000,00p.
= 8 MukposonHoska Mtor 171 000,00p.
|- -9 3 |Murcep 30.05.2009 38 3 000,00p. 114 000,00p.
- 10 Murcep MTor 114 000,00p.
[ - 11 4 |Moinecoc 17.03.2009 25 3 000,00p. 75 000,00p.
12 5 |Meinecoc 03.08.2009 6 1500,00p. 9 000,00p.
- 13 Meinecoc Hror 84 000,00p.
[ 14 6 |Tenesmzop 02.03.2006 30 6 000,00p. 300 000,00p.
15 7 |Teneswiop 16.12.2008 19 12 000,00p. 228 000,00p.
16 & |Teneswmzop 13.09.2009 32 4 500,00p. 144 000,00p.
- 17 Tenesuzop MTor 672 000,00p.
[ 18 9 |Ymor 12.07.2008 70 2 000,00p. 140 000,00p.
19 10 |YTior 20.08.2008 15 1000,00p. 15 000,00p.
20 11 |¥r1ior 02.08.2009 20 2 500,00p. 58 000,00p.
= 21 Y1ior Utor 213 000,00p.
|- - |22 12 |XonognnbHWK 03.05.2008 36 25 000,00p.| 1400 000,00p.
= 23 XonogunsHUK UTor 1400 000,00p.
=24 13 |HabHuk 27.07.2008 102 1200,00p. 122 400,00p.
- |25 14 [YarHwuk 04.08.2008 45 500,00p. 22 500,00p.
= | 26 15 |YaiHuk 15.03.2009 25 1540,00p. 38 500,00p.
- 27 Yaiuuk Utor 183 400,00p.
- 28 OB M uTOT 3 617 400,00p.
29

Puc. 4. ITpoMexyTOUHbIE UTOTH

8. Jlucm 3 nepeumenyiite B @unomp. CKOMUpyiiTe HA HETO UCXOAHYIO TaOIIHITY.
9. I[J'IS[ BKJIFOYUCHUA @Hanpa BBIACIIMTC AUAala30OH JaHHBIX W BBIIIOJJHUTC KOMaHAY: BKJIAaJAKa

11
3

neHTsl [lannvie B> naHenb HHCTpYMEHTOB Copmupoeka u ¢punomp P KHOIKA oyaerp -

10 Tlocie BrImoIHEHUS KOMAaHJbI BO3JIC 3aI'OJIOBKOB ITOABATCA KHOIIKHU (1)I/IJ'H)Tpa >l
11.  OrdunsTpyiite TOBAapPHI, MOCTYNHBLIME B 3TOM rofy ¢ eHoit ot 3 000 mo0 20 000 py6.

12.  Jlna orGopa TOBapOB, MOCTYNHMBIIMX B 3TOM TOAYy HaXMUTE Ha KHONKY ™| U B
PacKpbIBAIOLIEMCS CIIUCKE BbIOEpUTE KOMaHay Durempel no dame W B smom 200y.

13.  AmnanormunsiM 06pa3oM oTGepute ToBaphl ¢ 1eHoit o 3 000 10 20 000 pyo.
14.  Tlocne BeImonHEHUs GUILTPOB B TAOIUIE OCTAHYTCS CIEAYIOIIHE JAHHEIE:

A B = D E F G H
1
2 locmyrnneHue mosapos
3
HanmeHoeanme Hata
Mo KonudecTeo LieHa CTOMMOCTD
ToBapa NOCTYNAEHHA

4 - - B - T -
5 1 KombaiH 19.07.2009 100 7 800,00p.| 730 000,00p.
5] 2 MurposonHoBra | 23.08.2009 38 4500,00p.] 171 000,00p.
12 8 Tenesnsop 13.09.2009 32 4500,00p.| 144 000,00p.
20

Puc. 5. ®unbTpanus JTaHHBIX



s E

Bonpocsl 111 CaMOKOHTPOJIA
Ocuosusie npuinoxenus MS Office.
Pa3meTka craHgapTHBIMH CTHIISIMU.
Coznianue cBOEro CTUIISL.

BcraBka n3zo0paxkeHus.

["opsiunie knaBuIIN.



HPAKTUYECKOE 3AHSATHE Ne8. IlocTpoenue uyepre:xeil B rpaguyeckoM

penaxkrope Kommnac 3D

Iean: [TonyueHre MpaKTHYECKUX HABBIKOB IO CO3JAHUIO CBOIHBIX TAOJIHMII.
OoopynoBanue: 1K, OC Windows, MS Office, meToauueckue ykaszaHust 10 BBIIOIHEHUIO
1ab0pPaTOPHOTO 3aHATHS.

Xoxa padoTbI:

CBO,I[HBIC Ta6J'II/II_II>I IIPUMCHAIOTCA OJId T'PYHIIMPOBKH, 0606H_IGHI/I${ N a”Halim3a JdaHHBbIX,

Haxoasamxcsa B crimckax Microsoft Excel.

1. B Microsoft Excel odpopmuTte Tabmuiy (puc. 1).

]

(W I o« T B o T ) [ Oy %

10

12
13
14
15
16
17

A

B

C D

Buabl paboT M CNUCOK UCNONHUTENEH

CTOMMOCTE
Buabl paboT HMcnonHuTEeNb
paboT, pyb
KMeanoe K. C. 12000
Bonkoea . H. 12500
MOHTA® OHOH
Cokonoe C. T. 22500
Powrnanoea A, WM. 19000
Monoe M. C. 5000
KMeaHos K. C. F000
oOTOenka
Bonkoea . H. g000
Cobones . A. 14000
KMeaHoe M. C. Q000
MOKpacHa Cobones M. A. 18000
TuToB B. A, 13000
Monoe M. C. 16500
INeKTPOMOHTAM
Mopozoe M. M. 23000

Puc. 1. UcxonHble JaHHBIE

2.Tlepeiinute Ha Jlucm 2.
3. BeImonHUTe KOMaH1y: BKJIaIKa JeHThl Bemaeka W aHenb HHCTPYMEHTOB

%)

CeoaHas

Tabnuysl P KHONKA T35/ ™

4, Yxaxure nuanazon sueek Jlucml!$A33:$C316 u naxmute knonky OK.
5. Bribepure nons Mcnoanumens u Cmoumocms pabom (puc. 2).



BbibepuTe nonA AnA oobaBneHA B OTHET:

[ ]Bnawl paboT
HcnonHutenb
[v] CronmocTt b paboT, pyb

Puc. 2. Crircok 1mosieit ¢cBOIHON TaOIUIBI

6. I3MeHuTe 3aroioBKH B CBOHOM TAaOIHIIE (puc. 3).

A 8]
1 HWcnonHuTens E] Cymma, pyd
~ 2 |Bonkoeal. H. 20500
3 MeaHoe M. C. 28000
~ 4 Mopozoe M. U. 23000
~ 3 |NMonoe M. C. 21500
& |PoknaHoea A. M. 19000
7 Coboneefl. A. 32000
~ 8 |Cokonoe C.T. 22500
9 TwtoeE. A. 13000
10 OGwwmi uTor 179500

Puc. 3. CBoguas tabnuna

7.Ha ocHOBe CBOXHOM TaGIMLbI TOCTPOHTE CBOJHYIO Auarpammy (puc. 4).

L] oHO
S S S T A

O S o

R
& * 2 @ o =i
& FQ’”O & qﬁﬁ(ﬁ:‘m o o
QD

Puc. 4. CBognas nuarpamma

Bonpocsl 111 caMOKOHTPOJIA
1. CpencrBa moAroTOBKU AJEKTPOHHBIX TOKYMEHTOB.



HPAKTUYECKOE 3AHSATHUE Ne9. OcnoBubie pynkuuu CYB/I. CoctaB CYB/]

Heab: [TonydeHne nMpakTUYECKUX HABBIKOB MO CO3JAHUIO AJICKTPOHHON MOYTHI, 00JIaYHbIC
CEPBUCHI.

O6opynosanue: [1K, OC Windows, MS Office, Google Chrome, metoanueckue yka3zaHus
IO BBITIOJIHEHUIO J1a00paTOPHOTO 3aHATHSL.

Xox paboTsi:

1. 3aperucrpupyiitech Ha caire google.com u co3zanre
MOYTOBBIH suK Buaa Ums. @amunusi@gmail.com, Hanpumep: Maria.lvanova@gmail.com.
2. Co3pmaiite Oyor, B KOTOPOM BBl OyleTe OMyOJMKOBBIBATH CBOM OTYETHI O

BBIMIOJTHEHHBIX 3aiaHuax. OmyOnukyite B Onore mepBoe cOOOIIEHHE, B KOTOPOM HANHIIUTE
MPUBETCTBUC BAllUM IIperojaBaTelisiM 1o aucnuiuimHe "MHbopMannoHHBIE TEXHOIOTHH' U
BCcTaBbTe Bamly (ororpaduto, A00aBbTE AOMOJHUTENBbHYIO UHGpOpMalKo; odopMHUTEe CBOM
npouIIb.

3. Ilpouuraiite KpaTKuiio030p 00JIauHBIX CEpPBUCOB XpaHeHus

MH(OPMAILINY U 3aPETUCTPUPYHTECh HA OJTHOM M3 HHX.

Coznaiite nanky «HoBas nankay. [IpegocraBbTe J0CTyn Ha peAaKTUPOBAHUE ATOW MArKu
MIPEroaBaTellio, a Ha YTCHHUE MAlKH — OJJHOMY HJIM HECKOJIbKHM OJHOTPYITITHUKAM.

1. Oo6snaunble cepBucbl Google

1.1 Kanennaps Google

o Hcnone3ys menro Kanennmape akkayHra Google, co3nmaiite cBoe pacmucaHue Ha
CJIEYIOIYIO HeNento (yueOHOe U JIMYHOE).

o OTKpoiiTe JOCTYN K KaJleHAapIo TS BCEX.

o Jlo6aBbTe B OJI0T CCHIIKY Ha CBOM KaJleHAaph.

1.2 NoxymenTnl Google

. Co3znaiiTe TEKCTOBBII JTOKYMEHT, COJEp)KALlMi HEKoe CTUXOTBOpeHue. OTKpoiite
JOCTYH K JaHHOMY JJOKYMEHTY BceM. [loMecTnTe CChUIKY Ha JaHHBIA JOKYMEHT B OJiore.

. Co3pnaiiTe JOKYMEHT, cojepxaluil Hekuil penent. OTKpOHTE AOCTYN K JaHHOMY

JTOKYMEHTY 2-3-M OJHOTpYIITHUKaM M Ipenojanareito. [TomecTuTe ccbulKy Ha aHHBIA TOKYMEHT
B OJiore, yka3zaB KOMY OTKPBIT AOCTYI. [[jisl 3TOro Hajo y3HaTh 3JIEKTPOHHBIE ajipeca TeX, KoMy Bbl
XOTHUTE OTKPBITh JOCTYII.

1.3 Joxymentbl Google. @opmbl

. Hcnonb3ys Bkinanky JlokymeHTsl akkayHTa Google, co3gaiite HOBy0 (opmy,
COCTOSIIIYIO M3 4-5 BOIPOCOB € pa3IMYHBIMU BapHaHTaMHU OTBETOB. Mcmonb3yiiTe Kakoi-HUOYIb
CTHJIb.
Jlo6aBbTe B OJI0T CCBIIKM HA PEJaKTUPOBAHUE U 3arl0JIHEHHE (POPMBI.
[Tonpocute 3 0AHOTPYNITHUKOB 3aMIOJHUTH BaIly (Gopmy.
[TocMoTpuTe pe3yabTaThl. DKCIOPTHPYHTE AaHHBIH qOKyMeHT B ¢popmate pdf, html
JloGaBbTe Ha CBOIO CTpaHUIly TaOJMLBI C pe3ynbraraMu (OpMBI (IOJDKHO OBITH
MUHUMYM 3 3aI1CH).

1.4 NoxymenTtnl Google. Tadmubt

° Co3paiiTe TOKYMEHT, COJIEpKallliii IUarpamMmmy.

o B Gniore pa3mecTuTe CChUIKY Ha IaHHBIN IOKYMEHT.

15 JIpyrue Bo3mo:kHocTH cepBucoB Google

. CamocrosarenbHo wu3yuute npyrue cepBuckl Google. Hampumep, momnpoOyiite
CO3/1aTh IIPE3EHTALINIO, PUCYHOK U JIp.

. [TonpoOyiiTe MOAKIIOUNTH APYTHE NPWIOKEHUS uepe3 KHONKY «l[loakimodnTts

apyrue npuiokeHus» (CM. pUCYHOK HMJKE) M CO3[aTh B HUX JOKYMEHTHI. PazMecTuTe CChUIKM Ha
CO3JIaHHbIE JOKYMEHTHI B O10Te.


mailto:Имя.Фамилия@gmail.com,
mailto:Maria.Ivanova@gmail.com

L4 Pacckaxure nmpenoaaBaTeIro O MOJIC3HBIX CCPBUCAX GOOglC 1 UX BO3MOKHOCTAIX.
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é [okymexT

21 [pesenTauwa
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Balsamig Mockups ..

draw.io Diagram

Drive Word Cloud

SR NG

>
Tabnuua Map
é ®opma Mindmap
n PucyHok RealtimeBoard
E

MoaKkn4YuTL Apyrue NPUNoXeHua

HpOI[eMOHCTpI/IpyﬁTC npernoaaBaTeito CBOM OJIOT CO CCHUIKAMH Ha BBIITOJIHECHHbBIC 3aJaHusdl.

HNHCTPpYKIMY K BBINOJHEHUIO 32/1aHUI

Yactsp 1. Perucrpanusi HoBoro akkayura Google

1. 3aiiaute Ha caiit google.com.

2. [lenkuure mo KHOMKE «BoiTH» B mpaBoM BepxHeM yrity (puc.1)

sux
+Bot  lMoyta Kaptuuk — =ax m

Poccun

Google

Mouck 8 Google Mue noseseT!

Pucynok 1. Caiit google.com

3. BriOepute B HHKHeH yacT 3kpaHa «Co3/1aTh akkayHT» (pHc.2)



Google

OAVH akkayHT. Becb mup Google!

BoiiguTe, ncnonb3ys akkayHT Google

OcCTaBaTbCR B CUCTEME Hyw.Ha i'?OMOU;b"

Co37aTb akkayHT

Pucynok 2. Co3narb akkayHT.

4, 3anonHuUTe MpeangaraeMele mous (puc.3):

o Nms

o Damuus

o IIms mosib30BaTesst (3TO UMSI DJIEKTPOHHOTO SIIITUKA)
e [Tapons (9T0 Maposb K AJIEKTPOHHON MOYTE)

e [loaTBepxaeHNE MApOIs

¢ J[onOJIHUTENBHBIN aApec ANEKTPOHHON MOYTHI.



3apervcTpupymntecs B Google

Kak Bac soeyT

NMwSoss ABpawoss

Mpiaymanre uMs nonk3osartens

g M G n ',: > Ei] l.abrsmovsal T

Micnons308aTe TekyLUWA SADEC M. NOWUT:!

Mpiaymanre napons

[ara poxaeHua
= = T =5

Mon

HoHCKMA

4

MoBunexbin Tenedon
-

3anacHoif anpec an. NoYThl

[OokaxuTe, 4TO Bbi He poboT
MponycTuTs 2Ty nposepky. MoxeT
noTpeS0ESTECA NPOBEDKS NO TENEDORY

25

Beegure TexeT:

282 c+w B

Crpana

PocceR —

v 8 npuHuMmao YCnosrA MCNoNsS0ESHUA A
COrNALIAocs C NONUTHKOR
rontngesansHocTy Google

3auem Google coSupseT 3Tv caenskar?

Pucynok 3. ®opma perucrpanuu.

5. BBoas naty poxxneHus, moKaryicTa, OTBETbTE Y€CTHO. ECM Ha OCHOBE BBEJEHHBIX
naHHbIX KommaHus (Google BBIACHUT, YTO Ball BO3pacT MeHee 14 JeT, TO, B COOTBETCTBUU C
YCJIOBUSIMH HCIIOJIB30BaHUS, C KOTOPHIMH BBl COTJIACUTECh HIDKE, ydeTHas 3amuch Oyner
OrpaHUYeHa, a Bbl HE CMOXKETE BBIIIOJIHUTH 33JJaHUs 110 HAIIeW TUCHUIIIIMHE.

6. HacroiiuuBo pexomeHayem yka3aTb HOMEp MOOWJIBHOrO TenedoHa, T.K. MpH
MOMOII CMC-COOOIIIEHUsT MOXKHO OyJeT JIerK0 BOCCTaHOBUTH mapoib. Kommanus Google He
pacchlIaeT peKJIaMHbIE COOOIICHHS.

7. BBenuTe cMBOIBI HAa KapTHHKE, TOKA3BIBAIOIINE, YTO BBl HE poOoT.

8. [To BO3MOXHOCTH O3HAKOMBTECh M COTJIACUTECHh C YCJIOBHSIMHU HCIIOIB30BAHUS H
MOJIMTUKON KOHHAeHITnanbHOCTH Google, yCTaHOBHB rajlo4yKy B COOTBETCTBYIOIIEM MOJIE.

9. Haxxmure «Jlameey.



Co3gaunTe npodunb Google+

gle eLlg nydie; AenuT BOJ

A

Jobosb ABpamosa

HoBaeuTe HOTO

Het CoagaHue npotuns

PI/ICYHOK”4. CoéﬁaHI;Ie ﬁﬁo>(pnnﬂ‘.
10.

11.

ITo Bo3MOkHOCTH 100aBbTE K cBOeMy Ipoduiito (ororpaduro (kHonka «Jlo6aBuTh
¢boTo», BEIOEPHUTE €r0 Ha KOMITBIOTEPE).
12.

Haxarp kHomnky «Co3nanue nmpoduiis» (puc. 4).

Y06enurech, 9TO MOSBHUIOCH COOOIIEHNE 00 YCIEITHOM CO3JIaHUM aKKayHTa (pHc.S).
OOpaTuTe BHUMaHUE: B IPABOM BEPXHEM YTy MOXKHO 3aJaBaTh HACTPOWKH akkayHTa. [y 3Toro
HaJI0 HAXKaTh Ha UKOHKY ¢ (hoTorpadueii.

w3 P o+ @
Jocmyn K MpUROKEHUSM, NOOSERKS

[lo3apasndem!

BEMEe D> H

PucyHnok 5. YcnemHoe 3aBeplieHue perucTpanuu.

Hanpumep, MOXHO W3MEHUTh HpPOQHIb, S3BIK, MPUBATHOCTE M Tak panee. OOpaTtute
BHUMAaHME, YTO 3/I€Chb HAXOAUTCS U KOMaH1a «BeIATi».
13.

[Ipotigute Tan «Jlo6aBuTh Apy3eit» (puc.6)



|.abramovaiit@gmail.com . v

0 Dob6aBbTe apysen

= & PaciuumpsiiTe csom kpym™, 1 y Bac Bceraa DyaeT 4To nounTaTh, NOCMOTPETL U nocaywars! MogpobHee
Hangure apyaen

Mowuck nopen B Google+

VMA WK agpec

Hanaute gpysen B pyrux cepsucax

YaHoO! Yahoo N" Hotmail

Pucynok 6. Otan «/lo6aButh apyseii»

14, Haxwmure Ha KHONKY «[IpogomKuTh.
15. [Tpu HE0OXOAMMOCTH U3MEHUTE HACTPOUKH aKKayHTa.
16. BriOpaB B BepxHeM MeHI0 komaHay Gmail, Bel Moxere paboTaTh C CO3/1aHHBIM

ANEKTPOHHBIM SIIUKOM (puc.7,8).

NioBo HH @
+loGose i M + -

HBHoO

+Mwoboss Momck YouTube

), R
Fa g

KapTst Play Hosoctu
Mouta Ouck Kanexaaps

Eue



Google El o 3 a0 + @

Gmail ~ - Cc Eugs ~ 1Buw3[ <[> -
m D Hecoptuposantbie 22 Coucern Q Mpomoaxym +
Bxogawue (3)

TMomeyerHsE Komanpga Gmail B Gmail Bcé no nonoukam - 3apascTeyiite, fiioboss! Monssosatses Gmail yaob+o E 14:00

Omnpaenetitsie Komauna Gmail Bce npeumyutectsa Gmail gocTynHsl ¢ n6oro ycTpoicTsa - 3npascrayie. Tliof 14:00

YepHoeuku

Eug~ Komanga Gmail Tpu coeeTta no ucnons3oeanuto Gmail - 2apascrayire, Nioboss! Coretal no uenos 14:00
@ Jlo6oss - Q

-y

-~

O — Kak nonb3osarsca Ycrarosute
10 % S nouToi Gmail npunoxerue Gmail
A
BriBepure Temy
Beinontero

HMcnonbsosaro 0 16 (0%) u3 1516 © Google, 2014 - Ycnosua ucnons3osaHna
ynpasnekue

Mmnopt aapecos i
noYTs!

Wamenute choto
npocuna

Pucynok 8. I1o4TOBBIi SIILIUK.

Yactp 2. Co3nanue 6s0ra
DJeKTpOHHOE MOPTHOINO, B KOTOPOM HEOOXOJMMO pa3MelIaTh OTYET IO BBIIOJHCHHBIM
nmabopaTopHBIM paboTaM co3aaeTcs Ha cepBuce google — bior.

1. 3aiinute Ha craptoByto cTpanuily Google http://.google.rul
2. 3aiiute B CBOI aKKayHT (pa3[en «MOii akKKayHT» (B IIPABOM BEpXHEM YIIIY))

3. Haiinure B rimaBHoM meHro komanay: Emte — Bee mpoayktet — Blogger (puc. 9,10)
#otoss i A+ (&

HHO

+/loboes Mownck YouTube

O~

KapTst Play HosocTut
..
I p Jl 3
Mouta Ouex Kanexgaps
Ewe

Pucynok 9. Beibop xomanas! «Emie»
+Mobose 222 M + (@

- &
Ki
m O @
MNepeBogun Blogger QoTorpagpuu
Kol

Dpyrwe npeanoxexus ot Google
Pucynox 10. Beibop xomanas! «Blogger»

4, [Tpu HEOOXOAUMOCTH ClIeNIaliTe JOMOIHUTEIBHBIE HACTPOUKH B IpoduIe.



\=) Blogger

Biog Slasik:

Pyccrui

MoaTBEpAUTE CBOM NPodWIs

BuibepiTe npoduns, KOTOpsIA GyayT BWaeTs Bat unTaTenk. C npodunem Google+ sai KoATeHT Ha pecypeax Google MoXHO GyaeT iero onosHaTs. Kpowe Toro
wiTaTenM cuoryT " sawn 8 Wmeprete 1 Google+. ECTA 851 XOTUTE WEIONS30BATS NICEBAOHHM, Bal GoMbLLe NOAOAAET
npodure Blogger ¢ Bonee e cBeaieHus o npodunsax 8 Blogger

Ballie yMa byaeT 0ToBpaxaThCs Kak..
Baw npodmns Google+ O npodunsx

TNioGoss AGpawosa
MpochoTpets npocpins

Xoite BecTH Bnor oA APy M UeHem? BepryTLeA k npodunio Blogger (orpasitiextisie dyHKLM)

Pucynoxk 11. ITpoduis B Blogger.
S. Co3snaiite HOBBIH O10r (pHc.11)

Cnucok 6noros » CosgaHxue Hosoro Bnora

3aronosok ‘ Moprdbonuo

Agpec ‘
K coxanexmio, 3ToT afpec HeaocTyreH
Wabnon
]

= |

Mpocran [NuHamuyeckuit NpoCMoTP

Beseyuanckoe oo Kopnopauua "yaeca” o

Bbl MOXETE NOCMOTRETS ADYrHe LWAON0HL! ¥ HACTPONTL BHELWHWIA B1A GNora noaxe.

Otmena

Pucynok 12. Co3ganue HOBoOro 6siora.
6. Jlaiite Ha3BaHue Ojora, Hanpumep, «[loprdommoy» (puc.12).

7. ITpunymaiite agpec Omora. Ilpm HeoOXOAMMOCTH HPOBEPHTE
BBIOpaHHOTO ajpeca. BHHMMaHue: MMEHHO 3TOT aapec OyJIeT MCIOJIb30BaThCs
coobmienutt 6sora! (puc.13)

JIOCTYITHOCTh
npU YTCHHUH



Cnucok 6noroB » Co3gaHue Hosoro bnora

3aronosox MopTdhonio

Agpec abramovaforstudent

3TOT agpec Onora He 3aHAT.

iabnok
O —
]

Mpocran NuHamuyeckuil npocMoTp

Beneynancxoe oxHo  Kopnopauwa "Hyageca”

v

Bbl MOXETE MOCMOTRETE ApYrue WadnoHb! M HACTPOWTL BHELLUHWA 8IS Bnora nosxe.

OtmeHa

Pucynok 13. Coznanue HoBoro 6jora

[Tepenmmute anpec 6ora B TETPAIb.

Bri6epuTte mabiion Baiero oiora.

10. Illenxnure «co3aaTh G10r».

11.  Ecnu BB Bce caenanu NpaBUIILHO, TO MOSABUThCS coobmenue «bior cosman!» (puc.

© ®©

14)

n Bnoru none3osartens Jliwboss AbpamoBa

Hosbii Gnor ﬂOpchonl/Io

Bnor cozpakr! Onybnugyitte Hosoe coobuieHune | OTMeHnTs

Pucynox 14. Coobuienue o cozganuu oJora.

12.  Tlocne Toro, kak BBl menkHuTe Mo «OnMybIHMKYyHTe HOBOE COOOLIEHUE, MOSBUTCS
nepBas ¢opma cosznanusi cooOmieHus (puc.l15). B mocnmeacTBun BbI CMOXKETE CO3/1aBaTh HOBBIC
COOOIIEHHUS ¥ pEIaKTUPOBATH MPH MMOMOIIN aHEIH HHCTPYMEHTOB.

[Tpu co3maHuu COOOIIEHUI MOMKHO BCTaBIATh TEKCT, H300pakeHus u T.1. Hampuwmep,
KHOMKHU JUI BCTaBKU «U300PAKEHHUS» U «BHUIEO» HAXOAATCS IOCTE KHOMKH «CChUIKa» (OHU
BBIJICJICHBI HA PUCYHKE 15).



1 n ) +iobx HH
2 Blogger pocuMoTpers Gror +lioboss  E5% . + :

MopTdponuo - CoobLyeHune Coxpawwte  Mpocwotp  3akpbimi

Cosgate  HTML

Fovilv o v B I U s A v,éz EMEI¥E v W

Pucynox 15. Co3ganue HOBOTo cOOOIIEHUS.

13.  Haxats nHa kHonky «[ly6nukarus».
14.  Cpenars koMMeHTapuii K COOOIIEHHIO U BBIOPATH /I KOTO MyonukyeTe (puc.16).

Mopenutbes B Google+

‘ Mepsoe coobuieHue & Snore! Ypal

MopTthonuo

¢ Mown kpymu

o PaclumpenHsle Kpyri

@ [Ooyasa
@ Cemer (0

@ 3Hakomsle

Pucynox 16. BHecenue koMMeHTapus K COOOIIEHUIO M BEIOOD JIJIst KOTO ITyOJIMKYETe.
15.  Tlocne ny6nukanuu coobuIeHHe MOKHO TOCMOTpPETH (puc.17).

MopTdonmo

060 mHe

NioBosb Abpamosa

3+ Nognmcatoes

Moe nepeoe coobujerue!

AsTop: /li6ost Abpamoea Ha 0:48 / lMpocmoTtpeTs npoduns

ME Eil®  8+1| +1 Pexomerigosats B Google
Apxus Onora

v 2014 (1)

¥ Okra6

KOMMeHTapMGB HET: Moe

OTnpaBuUTb KOMMEHTapKiA

Pucynox 17. OnyOimMkoBaHHOE COOOIICHHE.

Yacrts 3. Google Auck
1. 3aiitu o cBouM akkayHToM B Google Disc (puc. 18).
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& [uck Moit guck ~ = a2 @ 0
Bnaroaaps Google [lucky e -

paboTaTb co cBoumu daitm . Mow anek X
KOMTbIOTEpaXx 1 MO6MIbHbI

» B3 Moit guck

YT06bl f0OaBUTE (paiinel, HAXN CsoiicTsa CratucTika

a% [LocTynHsle “Cospats”.

® HepasHue b

Y Momey Bei 3arpy3aunu obsext

jOMeYeHHble ° .
S Kopsius W roc Bro.doc
o 9 oktRBpA 2014 r. HUKakux AeicTui He Bbino
Pucynoxk 18. Google Disc.
2. BbiOpaTh KHONKY CO3/1aTh U 3arpy3UTh He00XoauMbIe (aits (puc.19).

Google Monex no ek i

®aitn floknag.docx sarpy»xen 8 nanky Mo# guck

& [Ouck Mo guck ~

3  Moit guck

o DocTynHble

@ HepasHue s 440 -
W ZOoxnap.docx
* MomeyeHHble
i KopanHa
Pucynoxk 19. 3arpyxeHHslii daiin.
3. Haxxatp npaBoii kiaBUIIel MBIIIM Ha JOKYMEHT M BbIOpaTh «COBMECTHBIN AOCTYII»
(puc.20).
4. 4.BBecTH 211. agpeca TeX, KOMY pa3pelleH JOCTYI K JaHHOMY JOKYMEHTY.
5. HactpauBaem ypoBeHb noctyma K ¢ailly: pefakTUpOBaHHE, KOMMEHTHPOBAHME,
YTEHHE.
\
CoBMECTHbIR A0CTyn BxntoynTs SOCTYN N0 CCbIMKE
Moau

Beeaute umeua unu an 3R, NOYTE # Pepaktupoeakue ~

e

Pucynoxk 20. CoBMECTHBIN TOCTYII.




7. Hactpoum noctyn k daiiny, Haxas «Pacmupenue» (puc.21).
HacTpoitkun goctyna

Ccbinka AnA COBMECTHOTO aocTyna (AocTynHa ToMbKo COaBTOpam)

YpoBHU gocTyna

a EOK}’MGHT AO0CTYNeH TOMbKO Bam WamennTs

=  Ioboes ABpamoea (Bkt) Bnageney

MpurnacuTs nonsaosarenei:

WIMEHATE HACTPOVKN ADCTYNE. [VA3MEHUTD)

Pucynok 21. Hactpoiika pacimpeHHas.

8. Tak e 37ech MOXKHO YBUIETh CCBUIKY Ha 3TOT (haid.

Yactp 4. Co3nanue anket ¢ nomoubio Jucka Google

C pocroMm nonynsipHocTH MHTepHEeTa Bce Gojiee BOCTpeOOBaHHBIM CIIOCOOOM cOOpa TaHHBIX
CTAaHOBUTCSI ceTeBOoe (OHJalH) aHKeTupoBaHUE. [lOSBHUIOCH OrPOMHOE KOJIMYECTBO CaWTOB,
MO3BOJISAIOMIMX OBICTPO M KAYECTBEHHO CO3JaTh CETEBbIE OMPOCHUKHU. OTIMYME OAHOTO CEpPBHUCA OT
JPYroro B KauyecTBE PYKOBOJCTBA ONPOCHUKOB, JOCTYNHBIX (popmarax MpeACTaBICHUS JTaHHBIX
(BompocoB), criocobax yrnpasieHus, 0popMICHUN U TPOPAOOTAHHOCTH COCTABIISIOIIUX ONPOCHUKA.
Psn caifToB gaet GecriiaTHYI0 BO3MOXHOCTb CO3AaTh OHJIAH ONPOCHUK U cOOpaTh 1aHHBIE:

e \WebAnketa.com - pyccKOSI3bIUHBII CEPBUC MO0 AHKETUPOBAHHIO,

e VirtualEXS.ru - pyCCKOS3BIYHBI  CEpBUC IO  CO3JaHHIO U  TPOBEJCHHUIO
podeccuoHANBHBIX ONPOCOB U MICUXOJIOTUYECKUX TECTOB,

e MoyOpros — oHJalH-MHCTYMEHT MAJIS CO3JIaHHUsl ONPOCOB pa3HOM CIIOXKHOCTH, €CThb
BO3MOKHOCTh CO3/1aBaTh ONPOCHI O€3 pErucCTpaIH,

o  KMEXpert — onnaifH-cepBHUC MaCCOBOTO aHKETHPOBAHUS C 0301 ONIPOCHUKOB,

e SurveyMonkey.com - monb3oBaTeiqn oOrpaHudeHbl cOopom wuH(popmanuu o 100
pECTOHJEHTaX, aHTJIOSA3BIYHBIN pecypc,

e DS-tect - pycckos3pluHas SKCIEPUMEHTaJbHAas cHCTEMa cOOpa CTaTUCTHYECKOU
uHpopMaluu.

CymiecTBYIOT TakKe IUIaTHbIE CEPBHCHI, Ha OCHOBE KOTOPBIX MOXXHO CO3/1aBaTh
npodeccuoHaIbHbIE OHJIAH ONPOCHUKH:

e CreateSurvey.ru - pycckosi3pI9HBIN CEPBHUC OHJIAWH-aHKETUPOBAHUS JJISI CO3TAHUS
npo¢eCCHOHATIBHBIX OHJIAMH UCCIIe0BaHUH,

e eQuestionnaire - HHCTPYMEHT /ISl CO3JIAHUS M YIIPABIICHHUS OHJIAIH OIIPOCAMH.

B pamkax nanHoii 1abopaTopHoii padoThl MO3HAKOMHUMCS € 0€CIUIATHBIMU CHCTEMAMHU
co3nanus u 00padoTkm anket: JlokymeHnThl Google.

Kpome opranmuzanuu coBMecTHOW pabOThl C NOKYMEHTaMU W MyOJIMKAaIMK JOKYMEHTOB B
cetu, cepBuc [luck ['yrm mo3Boisier co3maBarh, MyOJIMKOBAaTH M 00pabaThIBaTh aHKETHI IS



orpocoB. AHKeTy B jaHHOM cepBuce HazbpiBatoT ®OPMOU. Co3nate Gopmy MoxkHO U3 Crmcka
JIOKYMEHTOB HUIH U3 JIFOOOW TaOJIHIIBI.
Coszoanue gpopmul uz Cnucka 00KymeHmos

1. Ortxkpoiire Auek I'yra (uepes akkayHT I'yrin uinu DnekTpoHHYI0 nouTy I'yri)
2. Haxvure Co3aaTth - ®opma.
3. Otkpoercs mabIoH GOPMBI.

4. B orkpsiBIIeMcs maOIOHE B HoJe «3aroJoBoK» BMecTo cioB Hosas ¢popma Buvimte
Ha3BaHue aHkeThl. Hiwke BeiOepuTe Temy odopmienus Bameit ankersl. Haxxmure «OK».

AC K
.ﬂ MCK BoibepuTe HaaBarme 1 TEMY

= | o —— |

Tewa: Mo ynonuasnto

é [IOKYMEHT

MNpeseHTauuna

Tabnuua

E ®opma
K (kracomseckas)
n PUCyHOK S §

n Omena v T0Xa351B2Tb B HOBEIX dopumax

5. B none «Onucanue ¢gopmbl» pasmectuTe o0uIyr0 MHMOpMaIuio 00 aHKeTe WU
HeOOJIbIIYI0 HHCTPYKLNIO 0 ee 3anoiaHeHuto. Hanpumep, «YBaxaemslie ponutenu! [Ipocum Bac
OTBETHUTH Ha BOIIPOCHI aHKETHI, KOTOPast MPOBOAUTCS C 1ENbI0... Cracu6o 3a COTPYIHUYECTBO! ».

6. Haunnre nucate nepsbiil Bonpoc. I HEro ye nosiBUiiach 3aroTOBKA.
®Dopma Be3 Ha3BaHUSA

Bonpoc Donpoc Gez aaronoska
MoAcHeHKa

1N BONpoca DpHH U3 cucKa ~ MepeiTh Ka CTpaHNLyy 0TEETa

Bapuanr 1

WNW 00B3EMTE BSpUaKT “dpyroe

lorona Caenate 70T BONpoc odA3aTENEHbIM

HoBaonTe onement |~

1. B nosie Bonpoc 6e3 3aroJioBka BIIUIIMTE CaM BOIIPOC.

8. [Tone IlosicHenme sBieTCS HEOOs3aTENbHBIM, HO OHO MOXET COJAEPXKAaTh
MHCTPYKIIMIO 10 0TBeTY Ha Bam Bonpoc. Hanpumep, k Boripocy «@HO» MOXET ObITh HHCTPYKLIUS
«Vkaocume gamunuio, a makxce 6e3 coxpawjenuii umsa u omyecmeo. Hanpumep, Heanoe Hean
Heanoeuu.»

9. Jlanee BBIOEpEM THII BOIIPOCA:

®  mekcm — cO3AaCT HEOOIBILIOE TEKCTOBOE I10JI€, B KOTOPOE PECIOHAEHT OyieT



BIHCHIBATH KPATKUN OTBET;

® meKkcm 6 eude abd3aya — CO3JACT TEKCTOBOE II0J€, B KOTOPOE€ MOXHO IHCATh
pa3BEpPHYTHIN OTBET;

®  00UH U3 CRUCKA — CO3JIaCT BOMPOC C BO3MOKHOCTHIO BbiOOpa OJIHOI'O BapuanTa u3
HECKOJIbKHX;

®  HeCcKOIbKO U3 CHUCKA — BOTIPOC C BO3MOXXHOCTBIO BBIOOpA HECKOJIIBKHX BapUAHTOB U3
IIPEI0KEHHBIX;

®  gblnadaloWuIl CRUCOK — CO3JACT PACKPBIBAIOIIMICS CIIMCOK, U3 KOTOPOTO PECHOHAECHT
MO3KET BbIOpaTh TOJIKO OJIMH BapUAHT OTBETA;

® wKana — CO3JaCT LIKaly OLEHUBAHUS, HY)KHO TOJIBKO 33JaTh I'PAHUIbl OLIEHOUYHOM
LIKAJIBI,

®  cemKa — Ta e IIKaJla, HO TOJBKO B BUJIE TaOJMIIbI, T.€. €CTh BO3MOKHOCTh OI[CHUBAHUS
10 HECKOJIbKUM I1apaMeTpam.

10. TIpexne uyem Haxath KHONKY «[0TOBO», MomyMaiiTe, HYXHO 1M cfeJaTh 3TOT
Bonpoc oOs3aTenbHBIM? Ecnii 1a, TO MOCTaBbTE€ COOTBETCTBYIOUIMH (DIIAKOK PAIOM C KHOMKOMN
«I"oToBO».

11. B mnpaBom BepxHeM yrily KakIOrO BOIPOCA HAXOAATCA 3 KHOIKHM, KOTOpBIE
MIO3BOJISIIOT: PENAKTUPOBAaTh BOIPOC, CO3AATh €r0 KOMUIO U YAAIUTh BoIpoc. «PerakTupoBanue»:
YTOOBI OTPEAAKTHUPOBATH CYIIECTBYIOLIUIT BOIIPOC.

«A3MeHUuTB» clipaBa OT COOTBETCTBYIOIIETO BOIpPOCaA.

7 J =
«Yz[ane}me»: LITO6I:I y,Z[aJ'II/ITB BOHpOC, Ha>XXMUTEC KHOHKy
7’ J1 B

«Y 1anuTh» Ccrpasa OT COOTBETCTBYIOLIETO BOIIPOCA.
«KonupoBanue»: 4To0bl OBICTPO CKOMUPOBATH BOIPOC, HAKMUTE KHOTIKY

o[c]w

CKOHHpOBaTb CIipaBa OT COOTBETCTBYIOIICTO BOIIPOCA.

12.  PenaktupoBaHMe BTOPOTO BOIPOCA OTKPHIBAETCS KHOMKON «3MEHHTh.

13. Jlo6aBuTH HOBBIE BONPOCHI MOKHO KOMaHA0H «J06aBHTH 3/1eMEHT» B HIKHENl
YacCTH OKHA.

OoDaBuTh 3NEMEHT

14. Tlocne opopmIeHHs BCEX BOIPOCOB MOKHO HACTPOMTH TEKCT COOOLIEHHMS, KOTOPKII
MOSIBUTCSI HAa SKpaHE IIOCJE€ 3alOJIHEHMsS] pPecroHAeHTOM aHkeThl. [lns srtoro B mone «Tekcr
MMOATBEPKICHUS» BIUIIKTE coodrenue. Ha mpumep: «bmarogapum 3a oTBETHI! ».



zmeHnTE nogreepsaesne
TekeT NoATBepHAEHUA

OT1ser 3anucaH

v’ MNokazblBate CCLINKY ANA NOBTOPHOMD 3anonHeHns Gopmel
OnybnukoBaTe 1 CO34aTh CCLINKY Ha Pe3ynsTaTkl onpoca

Paapeumn: pecnoH4eHTam U3MeHATE OTBETLI NOCNe OTNPaBKN

e

15. Korma ankera OymeT NOJHOCTBIO TOTOBa, BaM HEOOXOMMMO OTIIPABHTH €€
pECIOHIeHTaM. DTO MOYHO C/IeaTh ABYMS CIIOCOOAMU:

a. HaXXMHTE KHOIKY «OTHOpaBUTh» BBEPXY CTPAHUIIbl U YKAKUTE ajipeca 3JIEKTPOHHOU
HOYTHI 0JIb30BaTEIEH, KOTOPBIM TPEOyeTCsl OTIIPABUTH JaHHYIO (hOpMYy;

g OTKpbiTh opuy
b. HaXMHTE KHONIKY «OTKpPBITH hopmy»

Ona HaxoauTCsi B BepXHeM MeHI0O peaakTopa (opMmbl. OTKpOETCS OKHO C T'OTOBOM
AHKETOM, CKONHUPYHTE CCHUIKY M3 QJPECHOM CTPOKH, U BCTABHTE €€ B MUCHMO WJIM HA CTPAHHILY

5 ] Hactpoitiar hmc tabs f'l C3ATBOY ANG CO ... <ﬂl Mpozegerme cenur. .

OuBkle KOHCYABTAINE AAS YUACTHHKOR KYPCa CTAO ITPO

* Ofasizzarxo

@anana Vhia OrsacTso &

Brifepure ROHCYABTATNE, KOTOPHS MAAHUPYETS HOCATHTE ™~

IpOTEDR OTRETHTE TOSRED T8 S3TH, E ECTOPEE Bl XsTrTesTensHo BDEpess DRTE 5 JTRATIOT
[T} T3sapra ¢ 10.00 50 12200
[ 7 sesprac Q.50 16 12.30

[[]135mprac 9.30 30 13.00

Basms 3azpy 3 TAWOKE BORPOCEE AT P pemx

[Fosoec

Humcoraa me acnasssyins dopans Google s mepessmm miposit

Ha nnsrgopwe

Go v;\‘|( D

Komifaine Coge HE #MEET PIKINOTS DT HOLIEHHR 1 STOMY NDATeHTY,

CooJapane U HapyLIcHm - ¥CnoSis e oneset et~ Aononterencabie yoneens

16. OrtBersl y4acTHHKOB AaHKETUPOBAHHS MOXKHO XPaHMTh B TabOMIe HIH
HenocpeACcTBeHHO B ¢opme. Tabnuma mo3BosiSeT BUAETH MX IOJHOCTHIO B XPOHOJIOTMYECKOM
nopsiike o Mepe nocrymieHus. OTBeThl, 3anucanHbie B GopMy, OYAYT HOCTYITHBI B BUJE CBOJAKHU.
CoxpanuTte oTBeTHI B BUJIe Ta0auIbl. Haskmute Ha KHONIKY «COXpPaHATH OTBETHI».

[ Coxpanats oToETH,..



B munanoroBom okHe «CoxpaHEHHE OTBETOB)» MOXKHO CO3/1aTh HOBYIO TaOIMIly JUIS 3allMCH
OTBETOB M MPHUCBOUTH €il J00oe HazBaHue. Bbl Takke MokeTe ycTaHOBUTH ¢uaxok «Bcerma
CO3/1aBaTh HOBYIO TaOJHILy», €CIIM XOTHTE XPaHUTh OTBETHl Ha Bce Oyaymme (GopMmbl B TaOIHIIAX.
Kpome TOro, oTBETHl MOXKHO 3alKMCHIBaTh Ha OTAEIBHBIA JUCT B TeKylied Tabmune. Haxmure Ha
«HoBBII NHCT CylIecTBYIOMIEH TaOJHUIEL...» U 3aTeéM KHOMNKY «BwIOparb». Bbl yBUINTE CnMCOK
CBOMX D3JICKTPOHHBIX TaONML. YCTaHOBUTE (QUIAKOK PSIAOM C HYXHBIM (ailioM U HaxMHUTE
Br16paTe. B Tabnuie nosBUTCS HOBBIM JIUCT AJIsi COOpa OTBETOB.

17. Korna tabnuua BeiOpana, kHomka «COXpaHSITh OTBEThD> HA aHEIH HHCTPYMEHTOB,
3amensiercs Ha KHONKY «IIpocmoTrpers orBerbl». Haxkmure ee, 4ToObI OTKPBITH pPE3YNIbTATHI
ompoca (WM BOWIUTE B TaOIHITy Yepe3 MeHIo Jlucka).

AHKeTa

@®ainn [lpaeka Bwg Bceraska Oreetwl (0) Cnpaeka Bce

= M Tewma.. [ﬁnpocmorperb OTBEThI §3’ OTKpbITb hopry

18. Jlna pemaktupoBanus ompoca, HeoOXoauMO Ha cBoeil cTpanmuke [ucka Google
HallTH ero Ha3BaHUE U MEPEUTH MO CChUIKE B CO3JAaHHYIO BaMU aHKeTy. OHa OTKpPOETCS B peKUME
pelaKTUPOBAHHUSL.

19. B »stom xKe pexxume MOKHO IPOCMOTPETh OTBET,
Ha)XaB, COOTBETCTBEHHO, kHonKky «IIpocmoTperb oTBerbl». OTkpoercs Tabnuma ¢
OTBETaMH.

20.  Jlns paGoTsl ¢ TaGmuIEil OTBETOB MPELYCMOTPEHA BO3MOKHOCTH:

® UMIIOPTUPOBATH U 3KCOPTUPOBaTh NaHHbIe B (hopmare XLS, CSV, TXT u ODS (u
skcnoptrpoBath B hopmare PDF u HTML),

® JICTIOJIb30BaTh MHTYUTHBHO NOHSATHYIO HABUTALMI0O M PEAAKTHPOBAHUE, KaK B JIIOOOM
OOBIYHOM JIOKYMEHTE WJIH Ta0JIULIE,

® JICTI0JIb30BaTh (POPMATUPOBAHUE U pellakTop GopMys B TabiuIax, 4roObl MOACYUTHIBATH
pe3yJbTaThl U HACTPAUBATh BUJI JAHHBIX.

3aoanue k 4 vacmu

1. C mnomompto cepBuca Jluck I'yrm cospaiite aHkeTy Ui OAHOTPYIITHHKOB,
COJIEpKALIYI0 HE MEHEe JIECSITH BOMPOCcoB. Mcnomb3yiiTe BOIPOCH pa3HOTo TUIIA.

2. OTBeThTe Ha BOMPOCHI AHKETHI CaMH HJIM OOpaTHTECh K JAPYIMM YYaCTHHKAM ISt
3anonHeHus Bareld aHkeTbI: TpeOyeTcss He MeHee 3 peCcIOHIEHTOB.

3. [locne 3amonHenuss Bamielt aHkeTsl JIpyruMHu — ydacTHUKaMu (uiau  Bamn)
MPOCMOTPHUTE CBOJIKY OTBETOB.

KoHcynbTayum

®ain  lNpaeka Buag Bceraska Orteetwl (4) Cnpaska

¥~ ~M Tewma:BnokHotr [[] NpocmoTpeTs oTeeThI c@} OTKpbITL hopmy

Jns sToro cHauvana yOenuTech, YTO aHKETYy 3allOJHMIM JIpyrue ydacTHuUKUA. Hampumep,
OtBetbI(4) - B CKOOKax yKa3aHO YHCIO 3aroyiHeHHi. PekomeHayeTcs, 4ToObl OTBETOB OBLIO HE

f npocmorpers orseTni

MeHee Tpex. [lanee Otkpoercss Tabmuna ¢ oTBeTamu: MeHO «Dopmay -

«IToxa3aTh CBOAKY OTBCTOB.



KoHcynbTauyum (OTBETHI)

Qaiin [lpaska Bua Bcraska Q@opmar [anHble WHctpymentsl  @opma  Cnpaeka Bce namenenua Ha [
& e ~ T o % 123+ Aral v ~la z 4 Namenute opmy
A B c Ornpaeute hopmy
B
Buibepure 3atpyal Mepeit Kk akTMBHOIT opme
KOHCYNbTauuu,  TaKxe | ) .
KoTOpbie a Bcrpoute hopmy B BeB-CTpaHuuy
Ortmetka ®amunua Uma nnaxupyete paccmort
BpeMeHHn OtyecTeO NOCeTUTL KOHCYJS [Mokazate CBOAKY OTBETOB
27.02.2013 7 maprac 9.30 go BONpoCHI
10:12:36 12.30 Bl Yaanute cBA3b ¢ hopmMoin
maexoe
HeycTpaHumoe

NPenATCTBUE - He
XBaTaeT BpeMeHu
Ha nonHoe
norpyxeHue. A Tak
nHTEpecHo!

4. DkcnoprupyiiTe Tabauily, colepkKallylo pe3yibTaThl aHKETUPOBaHUs (OTBETH Bammx
koiuter), Ha Bam kommerotep B (opmare Excel wmm PDF. D10 MOXHO chemarth ¢ TOMOIIBEO
koMauabel: Daiin > Ckauats kak > Excel winu PDF.

Bonpocs! 1J1s1 CAMOKOHTPOJIA

MeTtobl aBTOMaTH3aIUMHU Odrca.

Crioco6b1 BBOJIa HH(OPMALIHH.

3. XpaHeHue, HaBUTallKs, TIOMCK U (PUIbTpaIKsl JOKYyMEHTOB.

N



NPAKTUHYECKOE 3AHATHE Nel0. Knaccupuxauus CYB/L. Ceresbie CYB/I. Criocod
aocryna B CYB/{

Heasn: IlomyueHne NPaKTUYECKHX HABBIKOB MO pPabOTe € JOKYMEHTaMH YyJAJIEHHOTO
ocTyma. DJIeKTpOHHAs Ta0JInIIa.

O6opynosanue: [1K, OC Windows, MS Office, Google Chrome, metoauueckue yka3zaHus
110 BBIIIOJTHEHUIO J'Ia60paT0pHOFO 3aHATUA.

Xox paboThi:

Cepauc Jlokymentsl Google mo3Bossier:

e Co3maBarb B VHTepHeTe TEKCTOBBIE JOKYMEHTBI, OJJIEKTPOHHbIE TaOMUIBI U
Mpe3eHTAlMH, MPOCMATPUBATh HX, PEJAKTUPOBATH C JIFOOOT0 KOMIBIOTEPa, MOJKIIOYEHHOTO K
WNHrepHery.

e (CucremMatu3MpoBaTh JOKYMEHTHl C TOMOIIbIO MANOK B XpaHWIHIIE JOKYMEHTOB
Google.

e  DKCIOPTUPOBATHh U UMIIOPTUPOBATH TOTOBBIE IOKYMEHTHI.

e  OnyOiuKOBaTh JOKYMEHT B BUIE Web-CTpaHHIIBI M Pa3MECTUTh X B CBOEM OJIore.

e [IpenocTaBUTh TOCTYI K PEIAKTUPOBAHHIO M MPOCMOTPY CBOMX JIOKYMEHTOB JIPYTUM
MOJIb30BATENISIM.

e PemakTHpoBaTh JOKYMEHT OJHOBPEMEHHO C APYTUMH IIOJIb30BaTEeIIMH B PEXKHME
peasbHOrO BpeMEHH.

e CoBMECTHO MPOCMATPUBAThH IIPE3CHTALIUU.

e OOMeHUBaTHCS JOKYMEHTaMH.

HNutepdeiic cepeuc JJokymentnl Google

[Tarens mepexosa K IPyruM CEpPBHCAM, TIO3BOJISIONIAS YBUETH JIOTHH aKKayHTa, HACTPOHUTH
aKKayHT, ITOJIy4YUTh CIIPaBKY, 3aBEPILINTH Pa0OTYy C CEPBUCOM.

1. Crpoka noucka.

2. BepTUKanbHOE MEHIO OCHOBHBIX KOMAH]| ¥ YIIPABIEHHUS JOKYMEHTAMH.

3. Pa6ouas 06nacT.
4.

OO65acTh CTaTUCTUKH, OTOOPAXKaeT CTATUCTUKY BEJCHHS JOKYMEHTOB, XpaHALIUXCA Ha
JTUCKE.

Google ©) d 2 RREK:

& Onck DocTynHbie MHe sz ©

- Mo HazBaHu©0 K70 0TKpbiN focTyn [arta npegocTaenel
CO3pATH
PaHee Ha 3T0i4 Heflene o O

b B3 Moit guck O
B onpoc m VpuHa Mbicerko 30 utoH. 2016T.

I an JocTynHbie MHe

PaHee B 370M rogy

‘.‘. Google ®oTto

@ HepasHue

W Momeuenkble

E npukaz 00 yTeepxaeHumn 1897.rtf Hatanba Muwwekxko 24 nioH. 2016 T.
4_maTemaTuuecKue_ocHoebl.ppt @ Enenxa Bykaeea 18 uroH. 2016 T.

Kopauka @ TexHonorua u MM MaTemMaTKu U UHPOPMAaTUKK C L‘ Crac MNo3gHAkoe 16 uoH. 2016 T.

AcCnupaHTypa_oTueT_yyeHbivi_coBeT_2012.ppt L‘ Crac Mo3aHAkKoB 17 man 20161
Wcnonbayetcs 0 6aiT U

MonyunTs Gonblue @ KMK: AMCcTaHUNOHHbIe TeXHONOrUK 00yYeHus L‘ Crac MozgHakos 21anp. 2016T.
npocTpaKcTea

ID Ckayatb uck ansa
nK

Pucynok 1 — UuTtepdeiic cepBuca JJokyments Google
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Pucynok 2 — Oxno perucrpammu Google u nmanens cepsucos Google

Onucanue Bo3MoskHocTel cepBucoB Google

E Mout akkaynm - 3TO LEHTp YIPABICHUS IOJIb30BAaTEIbCKUMH JTaHHBIMHU, KOTOPBIN
MIPEIOCTABIISAET yIOOHYIO0 BO3MOXKHOCTh U3MEHUTh HACTPOUKH KOH(PUIEHIUAIBHOCTH, TPOCMOTPETh
coOpaHHYI0 MHPOPMALIUIO, YAATIUTD JHIIHEE, C/IENaTh PE3EPBHYIO KOO CBOMX JIaHHBIX.

vouTube YOUTUDE — cepBuc st XpaHeHHs BHICOPOJHKOB M (POTOApXUBOB. PazmemieHue
y4eOHOTO BHAECO W €ro MPOCMOTpP OHJIAMH. MOXKHO BKJIIOYATh B IUICHIUCT HEOOXOIUMBIE MJIS
paloThI PUIBMBI JPYTUX aBTOPOB.

®uibMbl U3 YouTube MOXXKHO BCTaBJIsITH HAa CBOM CalThl U OJOTH (LIKOJbHBIE, yUEOHBIE U
p.), UCHOJB30BaTh KaK JIOTIOJIHUTENBHBI MaTepuald Ha ypokax, TaK, HalpHUMep, SKCKYPCUHU IO
My3€s M WM KOHUEPTHBIM 3ajaM U T.I. MOJHO BBICTaBISATH TBOPUECKHE PadOThHI ydalluxcs,
CO3/1aBaThb COBMECTHbIE paboThI C pedsTaMu U3 Apyrux ropojos. YouTube mo3Bosser 100aBIATH
¢aiiibl B caMbIX pa3aMYHbIX (hopMarax BHIEO U ayauo.

Play a
" Google play — sBnsercs marasuHoM mpunoxkenuil or Google, KOTopbli maér

BO3MOXXHOCTh BJaJiebllaM YCTPOMCTB Ha ormepainuoHHoi cucreMe Android mpuoOperaTs u
yCTaHaBJIMBaTh pa3HOOOpa3HbIe MPOTrPAMMBbI U UTPHI.

I I Google Mail — OecrnmatHblii CepBHC JIEKTPOHHOW IMOYTHI, KOTOPBIA IMO3BOJISET
MPUKPEIUISATE Pailyibl pa3nuuHbIX (GOPMATOB - TEKCTOBBIE, TAOJIMYHbIE U TpapUUecKue JOKYMEHTHI.
Taroke B cucreme Gmail goctynHa ¢yHKIMS OHIAWH yata, B TOM yHcie u rpynmoBoro (Google
Chat www.google.com/talk/), uro mo3Bosasier paboTaTh HaJ COBMECTHBIM IPOCKTOM HJIH PEIIaTh
BONpOChl B oHyNaiiH pexxume. Google Chat nMeeT QyHKIHMIO TOJOCOBOTO U BUAcO-4yaTa. Kaxmbrit
nonb3oBareb  Gmail wWMeeT BO3MOXHOCTH — CO37aTh  MHOXECTBO COOCTBEHHBIX  T'PYIII
(GoogleGroups— http://groups.google.com). DT Tpymmbl MO3BOJIAIOT HE TOJBKO YIPABISAThH


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

CIUCKAaMHU PACChUIKM M apXUBUPOBATh WX, HO M COBMECTHO paboTaTh C YICHAMH TPYIIBI H
00LIATECSA C HUMMU.

L Google Jluck. D10 (ailioBblii XOCTUHI, CO3JaHHBIM U TMOAJEPKUBAEMBIN
koMmnanuen Google. Ero ¢yHkiuu BkIOYaroT XpaHeHue ¢aiinoB B MHTepHeTe, OOMIMIA JOCTYI K
HUM M COBMECTHOE pemaktupoBaHue. B coctaB Google ucka Bxomst Google JIoKyMEHTHI,
Tabmumer u Ilpesentaruu - HAOOpP O(DHUCHBIX NPUIOKCHHWA JJII COBMECTHOH pPabOTHI Ha
TEKCTOBBIMH JTOKYMEHTAMH, OJJIEKTPOHHBIMU TaOJHUIIAMH, MpE3EHTAlUsIMH, 4YepTexamH, BeO-
dbopmamu u gpyrumu  (adimamu. OOmenocTynmHble JOKYMEHTHI Ha Jlucke WHIEKCHPYIOTCS
MTOMCKOBBIMU cUCTeMaMU. OCHOBHbLE 803MONCHOCTNU

1. Cepsuc nosponser xpanuts Gecruiatao 10 15 I'6 daiinos.

2. Cosnanue daiinos. [Iporpamma nos3posser co3abath (aiiisl, HanpuMep, popmara pdf,
pa3iM4yHble TEKCTOBBIC (ailibi W Mpe3eHTaluh. A KpOME 3TOro, B CEPBHUCE OCYIIECCTBICHA
BO3MOYKHOCTh COBMECTHOTO PEIaKTUPOBaHUS (ailJIoB BMECTE CO CBOUMHU JIPY3bSIMU U KOJIJIETAMH, Y
KOTOPBIX eCTh akkayHT Google.

3. Obecneyenne nocTyna K QaiinaMm ¢ pasauuHBIX ycTpoiicTB. Maiinbl, HaxoAsAlIMecs B
Google Jluck, MOXXHO MPOCMATPUBATh KaK ¢ KOMIIBIOTEPA, TaK C IUIAHINETa WM cMapTdoHa, mpu
YCIIOBHH BO3MOYKHOCTH BbIX0/1a B IHTEpHeT.

4. B03MOKHOCTb PaclO3HABaHUS OTCKAHUPOBAHHBIX CTPAHMII WK (oTorpaduii ¢ TeKcToM
U Ipeo0pa3oBaHKe MUCBMEHHOTO TEKCTa B PEYCBYIO 3aITHCh.

5. JlnAd aKTUBHBIX MNOJB30BATENCH OOJAYHBIX XPAHMWIULI OECILIATHOTO 00BbEMA MOKET
OBITh HEJIOCTATOYHO, TIOATOMY MECTO JUIS XPAHEHHUS MOXHO PACHIMPUTH C TIOMOIIBIO €KEMECIIHOM
aOOHEHTCKOM IJIaThI.

CepBuc Kanenoaps no3BoisieT co3/aBaTh U PEIaKTUPOBATh KaJleHIaph, T00ABISIThH
COOBITHS U COOOIATh O HUX JIPYTMM I10JIb30BATEIISIM.

G
2

CepBuc, B KOTOPOM MOXHO OOIIATHCS C JIPY3bSIMHU IO WHTEpEcCaM M JEIUTHCS C

HUMH CCBIJIKaMH, BUACO03AUCIMU U U300paKEHUAMH.

CepBuc 11 y100HOro XpaHeHHs1 M morcka gororpaduii.

Tadauub Google

Google Tabmuipl — 3T0 penakTop, MO3BOJSAIOLIUI co37aBaTh U (popMaTupoBaTh TaOIHUIIBI.
OH Takke MOoAIePKHUBAET COBMECTHYIO pabOTy B PeKUME peabHOro BpeMeHHU. UTO MOXKHO clenaTh
nipu nomotu Google Tabnu:

e UmnoprupoBats ¢aitner Excel, CSV, TXT wmu OPB u mnpeobpa3oBarb HX B
aJIeKTpoHHBIE TabuIel Google.

e  Dxkcroptuposath Tabmuiry B popmare Excel, CSV, TXT, ODS, PDF wm HTML.

e Bocmonb3oBatecsi pemakropoM (HOpMya JUTS BBITIONHEHHUS BBIYHCICHUH, a TaKkKe
0T(hopMaTHPOBATh MOJTYUYECHHBIE JAHHBIE.

e  OTpemakTHpPOBATh TAOIMUILy COBMECTHO C JIPYTMMH TIOJIB30BATEIISIMU U TIOOOMIATHCS C
HUMH B 4aTe.

e  ABTOMAaTHYECKH CO37aTh rpadUK WIN AUArPaMMBbI.

e Bcerpouts Tabnuily uiaM ee OTAEIbHBIE JTUCTHI B OJIOT WM Ha BeO-CaiT.

e  BcraBnare n3zo0pakeHusl.

IpakTuueckasi yacte Hauano padorsl ¢ cepucamu Google

1. 3aiitu Ha caiit http://google.ru, knonka «BoiTm»

2. Ecnu Bl He 3aperucTpupoBaHbl, KHOIKA «3aperucTpUpOBaThC», HHAUE OCYIIECTBUTH


http://google.ru/

BXOJ U MEpPEUTH K 11. 4.
3. 3amoJHUTH PErHCTPAIIMOHHBIC TIOJIS, CIICAYs. HHCTPYKIIUAM Ha dKpaHe (puc. 2).

4. BoiOpars CepBuchl «/{UCK», aKTUBUPOBATh KHONKY *** , PACHOJOXKEHHYIO CIIpaBa OT
CTPOKH TOKMCKA Ha MIAHENH Iepexoa K ApyruM cepeucam (1. 1, puc. 1).

5. UroObl co3aaTh HOBBIM JOKYMEHT, TA0IMIly UM NIPE3CHTALIMIO, BBIIIOJHUTE CIEAYIOIINE
JNEUCTBHUS:

e AxTuBupoBaTh KHONKY Co30amb, TOSBUTCS MOJMEHIO U CO3JaHUS Pa3IUYHBIX
JOKYMEHTOB: TEKCTOBBIX, TPE3CHTALINH, SJIEKTPOHHBIX TA0JIHUII.

e  BriOparh U3 cliucKa HYXKHBII JOKyMEHT (puc. 1).

3ananue 1. Co3nars qokymenT Tabnuia.

1. Cospnaiite nokymenT Tabmuna ¢ nomsamu: ®amummms, Ums, Jlara.

o [lepeiinure B Xpanunuwe 0okymenmos— Moii Ouck.

e B BeprukansHOM MeHIO BeIOepute Cozdamv— Google Tabauyul.

— Mo Hazeai

Manka

A ~
3arpyauTb daitnbi

3arpyauTb nanky

B Google NokymerToi

| iZ] Google Tabnuubi

Google MpezexTaunu
Ewe >

Pucynok 3 — Mento «Co3natb»

e T[losButcs mycroii jokymeHT Tabmuia Google.

Hosas maénuc;a kononenkotv@bk.ru «
®Qaitn [paska Bug Bcraska ®opmar [awHbie  WHctpymentsl  [lononHewna Cnpaeka LCTULLLE U 6 Hacipoiixn goctyna
=B ale ] 'F‘ p. % .0 .00 123~  Arial - 10 - B I 5 A. ®- H - [ononHuTtensHo ~
bl TS —
A B c D E F G H |
1
2
2
5
6
7
+ = Jnet1

Pucynok 4 — Ilycroit nokyment Tabnuna.

2. 3anonuuTte Tabnuiy. BHecuTe B Hee CIMCOK CBOEH IPYIIIBI.

3. Ipumenute k Tabnume paznuuabie d(hdeKkThl GopMaTUPOBAHHS: H3MEHUTE IIBET
3aJIMBKH, LIBET, HAUEPTAHUE, pa3Mep U TUIl WpUQTa.

Jlnst u3MeHeHusl 1BeTa 3aIMBKU U mpudTta u mp. 3pdexToB hopmMaTUpoOBaHHs HEOOXOIUMO
BBINOJIHUTh CIEAYIOIIME INAru: BBIIEIUTh SYEWKYy M Ha mnaHenn @opmamuposanue BHIOPATH
3anuexa. Yto O6b1 u3MEHUTH MPU(PT HA TaHeTU HOpPMATHPOBAHKS BEIOCPUTE UHCTPYMEHT [lpugpm n
U3 CIMCKa Ha3HAYbTe JII0OOU THIT pHUQTa, pazmep, BeT u T. 1.



4. WV3nawanpHo Tabmuia Oyner uMerh Ha3zBaHue HoBas Tabmuma (puc. 3). Uro Obl naTh
UM Tabyuie ciaeayeT BeiOpaTh MeHI0 Daiin—Ilepeumenosams. B pe3ynprare HasBanue «Hosas
Ta0JIMIIa» OKaXKETCs BBIICICHHBIM, CIIeIyeT YAAIUTh Ha3BaHue «HoBas TabnuIay U HammucaTh CBOE
Ha3BaHUE.

B — PR — e e —

Hosas mabnuuya

@aitn  [paeka Bug Bcraska ®opmar Cnpaeka

5o~ P op % 0 .00 123

-

Pucynok 5 — @parmeHT okHa 1oKkyMeHTa Tabmuia.
Hmoez paboTsl — BBl CO3/1aJIM CBOM aKKayHT, HAYYMJIUCh CO3/1aBaTh U U3MEHATH TaOIUILy.

3ananue 2. Opranu3oBaTh coBMecTHOe peaakTupoBanune Tadaunbsl Google, 1ocTynHoe
no e-mail.

CoBMecTHOE peJaKTHPOBaHNe JOKYMEHTOB

Jliis coBMecTHO paboThl ¢ JokyMeHTaMu Google Heo0X0AUMO MOJIYYUTh JOCTYI K HUM.

JlocTynn MOXKET OBITh YETHIPEX YPOBHEM:

e Jluunvii — 3TOT ypOBEHb JOCTYIa HMEETCA IO YMOJYaHHUIO, HCIHOJIb3YeTcsl Kornaa
JOKYMEHT He HY>KIAaeTCsl B COBMECTHOM HCII0JIb30BaHHH.

e [lonv3o6amenu, umerowjue cCulIKy — 3TOT YPOBEHb JOCTYyNa MOXKET HOIYyYUTH JIHOOOMH,
kro 3HaeT URL agpec Ha @ailn (MOXHO CpaBHUTH C Tele(OHHBIM HOMEPOM), MO3BOJISIET
pelakTupoBaTh JOKYMEHT BCEMH ydyacTHHMKaMu rpymmsl online. IIpu 3ToM BXOa B cuctemy He
Tpedyercs.

e  Obwedocmynno 6 Humepneme — dailn MoxeT OaThb JIOCTyNIEH BCeM JUIs
pelaKTUPOBAHMsI, OTKPBITh €0 MOKET JIF0OOH, a Tak kK€ OH MOYKET ObITh BKJIIOUEH B PE3YJIbTaThl
MTOMCKA.

e Bcem, komy paspewieno — O3BOJISET H00ABISATh YIaCTHHKOB 110 e-mail.

Jns toro, 4toObl TaONMHMIly MOTJIHM pPEJaKTHPOBATh M JpPYrHUe TMOJb30BATEIH CIEHAYET
OpPraHu30BaTh COBMECTHBIHN JTOCTYII AJIsl BCEW IPYMIIBI.

PaccmoTpuM n1Ba criocoba coBMecTHOTO goctyna: no e-mail u no ccolike.

OpraHu3zaliysi COBMECTHOT'O JI0CTyIa o e-mail.

JUJ1s1 5TOTO BBITIOJHHTE CIIEAYIOIINE TCHCTBHS:

o Daiin—CoemecmHuiti docmyn.

e (Crenyer HaCTpOUTh YPOBEHb JIOCTYTIA.

e B nosBuBIIEMcs AMATOrOBOM OKHE B pasjelnie JIOAM — yKa3aTh ajjpeca 3JIeKTPOHHOU
MOYTHl BCEX YYAaCTHUKOB TpYyNIbl W B pas3jleie peJakTUPOBaHMA BbIOpAaTh HY)KHOE:
pelaKTUPOBaHUH, KOMMEHTHPOBAHUE HITH YTCHHUE.

HypHan noceleHWi &

@ain  [lpaeka Bwg Bceraeka @opmar  dadHele  WHc
COBMECTHLIN A0CTyN
Coagate -
OTERBITE Ctrl+0

Pucynok 6 — OkHO OpraHu3alnuyu COBMECTHOTO AOCTYIA K JOKYMEHTY.



CoBMEeCTHbIA 40CTYN BrnounTs 4ocTyn no ccbinke @

Joctyn no cceinke BknoueHd [MogpobHee.
PegakTupoBartb MOryT BCe, Y KOro eCcTb CChl... ¥ Konupoeate cceinky

Qike

https://docs.google.com/spreadsheets/d/1IAdJ|BEZvdigZ6p Df DR~ TS OvECACK?

v’ PegaktupoeaHue
KommeHTMpoBaHue
Mogn HreHne
# Pepaktuposanue

OocTyn oTKpLIT: AHApen KapmasiH, AHopei YepHoiwes (+17)

pacw“DEHHb‘e

Puc. 7 — OxHO opranu3anuu COBMECTHOT'O JIOCTYIA K JOKYMEHTY.

CoBmectHoe penaktupoBanue Tadmuier Google, TOCTYNHBIN 1o ccvlike.
Yro Obl obecreyuTh JOCTYN K CBOeH TaliMIle MO CChUIKE HEOOXOAMMO BBINOJHUTD

CJICAYIOUC Iaru:
O [MpeneapuTenbHBIR NPOCMOTR

1-:» OTKPEITE C NOMOLLbHY >

* -
' COBMECTHBIR gocTy. .

| @—BK_HIOMHTIJ AOCTYN No CChlnKe >

\ Y .
."_'_ Nobaente Ha Mon guck

Y [oBaeuTs nometky

MepenmeHoEaTH. ..

o MNokazaTs ceoicTEa
rD CoagaTe KOMWIO

Crauats

——

B V¥Yoanute
Pucynok 8 — MeHnto pa6otsl ¢ nokymentamu Google

OTKpBITH CIMCOK CBOUX JIOKYMEHTOB (JIOCTYITHBIE MHE).

BriOpath HYXHBIH TOKYMEHT, HABECTH Ha HEr0 YKa3aTelb MBIIIKH.

BbI3BaTh KOHTEKCTHOE MEHIO U BBIOpaTh MYHKT BKIIIOUNUTH AOCTYI O CCHUIKE
OTkpoetcst AuanoroBoe okHOo COBMECTHBIN A0CTYyT (puc. 8).

Bri6path myHKT BKIIFOUHTH TOCTYII 1O CCHIJIKE.

agrwbdE



6. Hmxke oroOpa3urtcs aapec Ballero JOKyMEHTa.

7. BoiOpatps myHkT KonupoBath CCBUIKY.

8. CKOIMPOBaHHYIO CCBUIKY CJIEIyeT OTHPABUTh IO JJICKTPOHHOM II0YTE€ BCEM, KOMY
HeoOxouMo: B myHKTe JItoqu— BBeanTte nMeHa iy agapec 3eKTPOHHON TTOUTHI.

Htor paboThl — BBl HAYYHIIMCHh 00€CTIEYNBATh COBMECTHBIN JOCTYI K IOKYMEHTAM.

3aganue 3. YcTaHOBUTE 3alUTY HA IMAIa30H S4Y€€ U Ha JIUCT.

3amuTa 1ManazoHa siueeK UiM JIMCTa OT peJaKTUPOBaHUS

Bbl MokeTe 3anpeTuTh APYruM MOJIb30BaTENSIM PEAAKTUPOBATH 3JIEMEHTHI TaOIUIBL.
3ammTa AMana3oHa UJId JUCTa

Ortxkpoiite TabmuIy.

Bri0GepuTe siaeiiKy uiv quanasoH s4ueek.

B MmeHto Jlannvie Bb1OEpUTE 3awyuiyernnsie 1ucmol U OUANA30HbL.

B nosiBuBIIIEMCS OKHE CITpaBa BBIIIOJIHUTE CIIEAYIOIINE JEHCTBUS:

[Ipu HeobxonuMocTH 100aBbTE OMUCAHUE.

Bri6epute /fuanazon v Jlucm.

Jluanazon. Yxaxurte Auana3oH, Ha)kKaB HA 3HAYOK TAOJUIBI U BBIICIUB B HEW HY>KHBIC
sueiiku. Ecnu BbI caenany 3To 3apaHee, OH MOSIBUTCSI B CTPOKE aBTOMATHYECKH.

o Jlucm. BuiOepute HYXHBIM JHUCT. YTOOBI OTAENBHBIE SYEHKH OCTAIUCH JTOCTYITHBIMU
JUIS PEIaKTUPOBaHUS, YCTAHOBUTE (IIAXKOK PsIIOM € TyHKTOM "VICKIIOUUTh OT/EIbHBIE SUeKn".

1. Haxwmure 3adams paspewenus win Hacmpoums docmyn.

2. YCTaHOBHTE OTpaHUYCHUS.

e Bribepure "lloka3piBaTh MpenynpexIeHUE BO BpeMs pEAAKTUPOBAHUS ITOTO
nuamna3oHa’, 4ToObl TOJB30BATENAM TpPeOOBAOCH MOATBEPkAATH CBOM MpPaBKU. DTa (YHKIUSA
MTOMOYXET U30€KaTh ONEeYaTOK.

e Haxmute "BpiOuparh, KTO MOXKET PEIaKTUPOBATh ATOT JUANA30H" U YKaKUTE HY>KHBIH
BAPUAHT.

e  Bce. JIto00i1 nonb30BaTeab MOXKET BHOCUTh U3MEHEHHS B JIMANa30H WIM Ha JIUCT.

e Tonvko 6vl. PepmakTupoBaTh JAMANa30oH WM JIMCT Pa3pelieHO TOJbKO BaM U
BJIaJIENIbILy TAOJIUIIBI, €CIIM 3TO APYTrOil YeIOBEK.

e Tonvbko nonvzosamenu domena. Ita GyHKIHS TOCTYIHA, €ciid BBl padoTaete ¢ Google
Apps B opraHu3anuu Uid y4eOHOM 3aBefeHUU. TOJbKO MOIBb30BATENU JIOMEHAa MOTYT U3MEHSTh
JMara30H WK JUCT MPHU YCIOBHUHU, YTO Y HUX BCEX €CTh MPABO HA PEAAKTHPOBAHUE TAOIHIIBL.

e Vkazams. PenakTupoBaHUE pa3pelieHo TOIBKO BHIOPAHHBIM TOJIB30BATEIISIM.

e Umnopmuposamv cnucox pedakmopos. YKaxXHUTe€ 3TOT BapHaHT, YTOOBI MOBTOPHO
MCIIOJIb30BaTh HACTPOMKHU OCTYIA, 3alaHHbIE JUUIsl IPYroro quarna3oHa WiM JUCTa.

1. Haxwmute Coxpanume wmu ['omoso.

YToObl MPOCMOTPETH SAYEHKHU, KOTOPHIE 3aMpPEIeHO peJaKTUPOBATh, OTKPOWTE MEHIO Buo u
HOXMUTE Jawuuennvie ouanazonvl. OHU OyayT 3alITPUXOBAHBI.

YPpoOBHHU 10CTyNa HACTPOMKH 3aIIIUTHI

e  Braoeney mabauysl MOXKET YCTaHABIMBATh U OTPAHUYUBATH MPaBa Ha PEAAKTUPOBAHUE
JMarna3oHOB U JIUCTOB.

e  Pedaxmop uMeeT Te K€ MOJHOMOYHS, HO HE MOXKET YCTaHABJIMBATh OIPaHUYECHMS IS
BJIQ/IETIBIIA.

e [lonv3oeamento ¢ npagamu HA NPOCMOMP U KOMMEHMUPOGAHUe 3aIPEIICHO
peIaKTUPOBATh U YIAIATh 3alIUILIEHHBIC TUAMa30HbI U JTUCTHI.

PenakTupoBaHue 3a1MIIIEHHOT0 JIUCTA

e [lonp3oBaTenb, KOTOPBIA HE SBISETCS BIAACTBIEM TaOIHIBI, MOXET H3MEHHUTH
3allUILEHHBIE JAHHBIE TOJIBKO B €€ KOIUHU.

e Eciau y Bac ecTh MpaBO Ha pelaKTHPOBaHHE, CKOMUPYHTE JHUCT WK Tabnuiy Judo
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3arpy3uTe HOBYIO, HE3ALIUIIEHHYIO BEPCHIO.

e Ecnu BaMm pasperieHo mpocMaTpuBaTh TabJIHILy, CO3JaliTe ee KOIUIO.

3ameuanue! OyHKIMSA 3aUTHI JUCTOB U JUAa30HOB HE MO3BOJIET APYTUM I10JIb30BATEISAM
U3MEHATh JOKYMEHT, OJHAKO He o0ecreunBaeT 0e30I1acCHOCTh BallMX AaHHbIX. Hanpumep, npyrue
MOJIb30BATEIM CMOTYT pacredaTarb, CKOMUPOBaTh, UMIIOPTHPOBATH MIIM AKCIIOPTUPOBATH TaOJIHILY.
OTkpbIBaiiTe 10CTYyM K (haiiily TOJIBKO TEM, KOMY BbI I0BEpsETE.

Hmoe paboThl — BBl HAYYWINCH YCTAHABIMBATH 3aLMTY JJIs 1MAIla30Ha STYE€EK WU JIUCTA.

Bcmaska uzobpaodicenusi. JIns1 BCTaBKM M300pakeHUS B JOKYMEHT HYKHO BBINOJIHUTh
CHEAYIOLIUE JECUCTBUA.

1. B mento "BceraBka" BeiOparts "U300paxkenue...

2. BrpiOpate onuH U3 mapameTpoB go6aBneHus noopaxenus ("3arpyska”, "URL", "[Touck
kapTuHOK Google" ninu "Be6-anp00mbl Picasa') v BBIMOTHUTE CIEAYIONTUE JEHCTBUS.

e 3aepyska. BeiOpats n300pakeHrne Ha KOMIBIOTEPE U HAKaTh KHOMKY "3arpy3uts'.

e URL. Bectu URL u3o0paxenus 1 Haxath KHOIIKY "BriOparts".

e [louck xapmunoxk Google. BBecTn NOUCKOBBIM 3ampoc U HaxaTb KHOIKY 'Ilomck
KapTHHOK". BRIIenuTh Hy’)KHOE N300pakeHUE U HaXKaTh KHOMIKY ""BrIOpaTs".

e  BeoO-anvbomer Picasa. Haxatb Ha yMeHbllIeHHOE u300pakeHue anbOoma. BriOpathb
HYKHOE U300pa’keHue 1 HaXkaTh KHOMKY "BbiOpaTs".

IMyonukanus u pazmeienne ¢aiijioB Ha caiTax.

YroObl OTKpBITH AOCTYH K JOKYMEHTY, TaOJIule WM Mpe3eHTalUHu OOJbIIOMY YHUCIY
MOJIb30BATENICH, JaHHBIN (ailil MOXKHO pa3MECTHUTH Ha caiiTe Wi B OJore.

1. OTKpbITh JOKYMEHT, TaOJIUIly W IPE3CHTALHIO.

2. [Ilepeiitu B MeHto "®Paiin".

3. BroiOpars myskr "Ony0aukoBats B MHTepHeTe".

4. Haxatp "Hauars myOnukamnmro".

5. BcraBuTth ccbuiky u3 nons "BerpauBanue koja" B KOJ caiiTa wiM 0Jora.

JlodaBiieHue foKymeHTa Ha caiiT Google.

Jnis nmyOnukanuM JOKyMEHTa, TaONMIbl WM Tpe3eHTauuu Ha caiite Google HyXHO
BBITIOJTHUTH CIEAYIOLINE IeHCTBUS:

1. TIlepeiiTu Ha U OTKPBITH CTPAHUILY caiiTa, Ha KOTOPYIO JOOABIAIOT (aii.

2. Haxatp Ha 3Ha4OK o "M3MeHUTh cTpaHuIly" B IPaBOM BEPXHEM YIJIy DKpaHa.

3.  OrtkpsiTh MeHIO "BeraBka" u HaBecTH Kypcop Ha myHKT "Jluck".

4. Boiopars mynkt "okyment", "Tabmuma" wnu "llpesentamus". Haiitu cTpoky B
HIDKHEH 4acTH OTKpBIBILIErocst OKHa U BcTaBUTh B Hee URL daiina.

5. Haxats "BoiOpats".

ITy0nukanust AOKyMeHTAa, Ta0JMIbI, IPE3eHTALUHA HJIH PHCYHKA

MoxHo omybnukoBaTh (Qaitn B MHTepHeTe M MOJIYYUTh CCBUIKY, KOTOPYIHO MOKHO
OTIIPABUTH JIFOOOMY IOJIB30BATENIO HIIM Pa3MECTHTh Ha CBOEM caiirte.

MoxHo omnyOnukoBaTh 000 U3 cBoux ¢ainoB. Jlyis 3TOro HYXHO BBIOJHUTH
CHEAYIOLIUE NEUCTBUS:

1. OTKpBITh JOKYMEHT, TAOIHILY, TPE3EHTALUIO WIH PUCYHOK.

2. Boiitu B menio "®aiin".

3. BriOpars myskt "Omy0aukoBats B MHTEpHETE".

4. Tlo ymomuanuto ¢aiin Oyaer omyOIMKOBaH LEIUKOM, HO JIIsl HEKOTOPBIX TUIIOB (paiiioB
B PacKpBHIBAIOLIEMCS] MEHIO MOYKHO YBUAETH JOMOJIHUTEIbHbIE TApaMeTPhl MyOIMKaIUU:

e  TaGmuibl. MOXHO BBIOPATh MYOIMKAIIUIO TAOIUIBI MITH OTACTHHBIX JTUCTOB.
[Ipesentanuu. MoxHO BBIOpaTh CKOPOCTh CMEHBI CIIAI0B.
Pucynku. MoxHO BBIOpaTh pazMep U300paKeHHUS.
Haxatp "Hauats myOiaukamnmro".

CKOHI/IpOBaTI) MMOABUBIIYIOCA CCBUIKY W OTIPABHUTH €€ BCEM, C KEM HYXXHO IOACIINTHCA
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daiizom.

[Ipy BHeceHMM W3MEHEHMH B HCXOAHBIM (ailn omyOiuMKoBaHHas BepcUs Takxke Oyaer
aBTOMATHYECKH OOHOBIATHCA. /|11 BRIKIIOUEHUS WIIM BKIIIOYCHHUS JAaHHOH (YHKIMHU 3aHOBO HY>KHO
BBINOJIHUTH CIENYIOIUE 1eHCTBUS:

1. Orxpoits daiin.

2. Tlepeiitu B MeHt0 "daiin".

3. BriOpars nynkT "Ony6nukosats B MnTepnete”.

4. Haxars "Ony6IMKOBaHHBIE MATEPUAIIBI M HACTPOMKH'".

5. VcraHoBUTH (QUa)OK pPAJOM C HAANMCHIO "ABTOMATHYECKH MyOJIHMKOBAaTh MOCIE
BHECEHUs M3MEHEHUH'", eciim HeoOXO0AMMO, YTOOBl B OIYOJIMKOBAaHHOM BEPCHUU MOSBIIAINCH BCE
M3MEHEHHS, KOTOpbIE BHECIM B OPUTHHAIBHBIA Qaitn. CHATh (¢uaxok, ecid Heo0XOAUMO
OIyOJIMKOBATh TOJIKO TEKYIILYIO BEPCUI0, HE CHHXPOHHU3UPYs OOHOBIJICHHS B abHEHIIEM.

Jlist oTMeHbl yOyuKaryu (aiisia HeoOX0auMO:

1. Orxpsith daiin.

2. Tlepeiitu B MeHo "daiin".

3. BmibGpars nyskt "Ony6nukosarts B MHTepHeTe".

4. B pasgene "OnyOGnMKOBaHHBIE MaTepualbl U HACTPOiku" Haxarh "TIpekpaTuTh
myOIuKauio".

Uro0bl Ipyrue mojab30BaTeIN TOKE MOTIIM OIyOIMKOBaTh (hailyl, HY)KHO MPEAOCTaBUTH UM
JOCTYII C IIPAaBOM PEAAKTUPOBAHUS.

Ecnu HyXHO 3anpeTuTh BceM IyOnukoBarh (aidia (B TOM YMCIIE MOJIb30BATENSIM C IpaBaMu
Ha pelakTUPOBAHME), U3MEHAIOT HACTPONHKHU OOIIEro 10CcTyna K Hemy. J[jist 3Toro Hy»KHO:

1. OrtkpsiTh aiin.

Haxars kHOnky "HacTpoliku noctyna" B mpaBoM BEPXHEM YTIly.

Haxarp "PacmmpenHbie" B IpaBOM HMKHEM YTy OKHA HACTPOEK JOCTYIIA.

B HmkHEHN 4acTH MEHIO HacTpPOEeK JocTyna HaxaTh "M3MeHuTs".

Bri6pate BapuanT "Tosbko Biagenel MoXeT U3MEHATh HACTPOUKHM JocTyma'.
Haxars "Coxpanuts".

3akpenuieHue WM OTKpeIJieHHe CTOJIOLO0B U CTPOK

YroObl Mpu MPOKPYTKE TAOIUIBI KaKOW-THOO 3J€MEHT (HarpHuMep, 3aroJIoBOK) OCTaBaJICs
Ha MecTe, 3aKpenuTe CToI0El WIN CTPOKY.

3aKkpenuTh CTOJIOIBI U CTPOKU

1. Ortkpoiite TabIHIly U BBIICIUTE SIYCHKY B HY)KHOM CTOJIOIE HUITH CTPOKE.

2. Ortkpoiite MeHIO Buo.

3. Hasenure kypcop Ha 3axkpenume.

4. BsiOeprTe KOJUYECTBO CTOJOMOB (10 MATH) WK CTPOK (10 aecsatH). Kpome Toro, BbI
MOXeTe Haxatb J{o mekywezo cmonbya wnu J{o mekywjeri cmpoku, 4YTOOBl 3aKpENHUTh BCE
CTOJIOIBI/CTPOKH TIEpPE]] BBIICIEHHON SYEHKOM.

OTKpenuTh CTONOLBI U CTPOKH

1. Orxpoiite TabnuIy U BBIIEIUTE SUEHKY B HYKHOM CTOJIOIE UM CTPOKE.

2. Orkpoiite MeHI0 Buo.

3. Hasenure Kypcop Ha 3akpenums.

4. Bribepure He saxpennsmvs cmonbyvr wna He saxpenasmv cmpoxu. Bcemaenamo
cneyuanvhvle CUMBObI.

YroObl 100aBUTH B TEKCT CHEIMATIBHBIE CUMBOJIBI (HAIPUMED, CTPENKH, (GUTYPBI HIIH OYKBBI
pa3NUYHbIX a()aBUTOB), BHIIIOJHUTE CIEAYIOIINE ACHCTBUS:

1. Orxpoiite TOKYMEHT WK IPE3EHTALIUIO.

2. Tlepeiinute B MeHIO Bcmaeka.

3. Boibepute Cneyuanvnvlie cuméonvi. Eciam He0OXOIUMO, BBIOEDHTE KaTETOPHIO
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CHUMBOJIOB B packpbiBaromieMcsi MeHio. Eciu BbI 3Haere xona cumBoiia B Unicode, BBenmuTe ero B
nose "16-puunsbIii ko'

4. Yrobbl 106aBUTH BBIOpAHHBIN CUMBOJI B TEKCT, HAKMUTE KHOTIKY Bcmagumeo.

B nokymeHTe BBl MOXKET€ HAapHCOBATh HY)KHBI CHUMBOJI OT PYKH C IMOMOUIBIO MBIIIH.
Hcnone3yiiTe nmst 3TOTO MoJie crpaBa B OkHe "BeTaBka criennaabHBIX CUMBOJIOB" U BEIOGPUTE OIMH
U3 MOSIBUBLINXCS PE3YIbTATOB.

3ameuanue: Bce TOCIEAYIONIME 3aJaHUs OCHOBaHbl Ha 3HAHUSAX, IOJYYEHHBIX MpPHU
M3Yy4EHUH AJIEKTPOHHBIX Tabau1l opucHoro nakera OpenOffice.org.

3aganue 1 BeruuciieHus B 2JICKTPOHHBIX TA0JIHIIAX.

Taoauna 1 — [loka3zaresin ycneBaeMoCTH B ceMecTpe

& . Mo 3BM [Ha As. [KCE Cpe i
bamT
AaTomoera TareaHa 3 3 3 3.00
Bypax Owrcana i i i 5.00
veepa JIxoboER 3 5 4 4,00
Jeparsnor Haxkomaf 4 3 4 3.67
Kosatenro Makcmm 5 ol 5 167
Mumenxo Anexcangp ol 5 3 1,00
Uepuobpueneea apea 3 3 o 3.33
A ctanora Mapuma 4 4 3 4.33
Bena Tateana 5 3 ul .67
Iypuaenko Codea 3 i 3 3.67
JTevera Kpuctana 4 4 4 4,00
Hoeukos Anekcaump 5 3 5 4.33
Unicenxo Hpuaa 4 4 3 3.67
Uepnenko Buranmii 3 3 3 3.67
Cpemumil 0aLT no nped-
METY 3.9285 4.1 3.9 4.0
Komn-so «3»
Komr-go «d»
Komr-go «3»

— Coznate TabnuIly, IPUBEICHHYIO BBIIIE.

— Ilocuutarh, ucnons3ys GopMyibl, CpelHUN Oal yCHeBaeMOCTHM MO CTYyJIEHTaMm, IO
MpeAMeTaM, KOJIMYECTBO OLEHOK.

— CxonmupoBarh TabJIWIly HA BTOPOU JIUCT, U3MEHUTH MPEAMETHI M OLICHKH, TPOBECTH TE
K€ pacueThl.

— Ha Tperuit mmct ckommpoBaTh CHHUCOK, M00aBUTH CTONOIBI «CpemHuil Oamwm» u
«CTUneH IS », TOCYUTATh CPEIHUI Oalll, MCTHOJb3ysl MaHHBIE IBYX MPEABIIYIIUX JHCTOB; IO
cpenHeMy OayuTy Ha3HAYUTh CTUTICHIUIO MPH YCIIOBUHU, YTO CPEIHUMN 0at Oobline uiv paseH 4.



Tabnuua 2 — CpegHue mokas3areay yCreBaeMOCTH 3a O

o I Cpemunfi damn Cranengns
A rToHoEa Tareana 3.00 HET
bypax Oxcana 5.00 1a
[vcera Jlro0oER 4.00 Ima
eparrnos Hukomaii 3.67 HeT
Koearenxo Makcum 4,67 Ima
Memenro Anexcanmp 4.00 Ima
UepHobpueuera apea 3.33 HET
A ctamoea Mapuma 4.33 Ima
Eexa Tareaua 467 I f1
[vpaerko Codea 3.67 HET
e Kprctaua 4.00 ma
Hoeuror Anerxcanmp 4.33 Ima
[Teicenxo Hpura 3.67 HeT
Uepuenro Butammmii 3.67 HeT
Cpemumii DALt 0o mpegMeTy 4.0

5.2.TlocTpoiike quarpamMmy ycrieBaeMOCTH 10 HTOTOBOMY CpefHeMy 6ay.
5.3.TlocTpoiiTe NpUBENIEHHYIO HUXE TAOIHILY:

Tabnuna 3 — @parmMeHT 6a3bl JaHHBIX

Homep Hoxmep Koz TabenpHEH NeBra Onenxa
CpVIIE BaUeTHOH — [IpegMeTa MpenojagaTend  [aHATHA
[KHICEKH

133 145 nl al 1 3
133 132 2 a2 P 4
133 123 ml al 1 2
133 134 2 a2 rp 4
133 135 ul al 1 3
133 136 mnl a3 rp 5
133 137 ul al 1 4
133 138 ml a3 mp 4
134 139 il a2 i 3
134 140 o2 al rp 2
134 141 il a2 i 2
134 142 ml al rp 3
134 143 ul a2 1 4
134 144 2 a3 rp 5
134 148 l a2 1 5
134 146 2 a3 rp 5




— IIpoBenuTe onepanuy COpTUPOBKHU U (DUIBTPALIUU.

5.4.Ha ocuHoBe Tabmuusl 4 co3jgaiiTe CBOAHBIE TAONHULBI, COAEPIKALIME CIEAYIONIHE
ceenenus: 1) damumuu, TOKHOCTH, cTaBKa; 2) Gamuinuu, npeaMeTsl, CTaBka; 3) haMuianu, Mo,
JOJIKHOCTb.

Tabnuma 4 — CBeieHus o coctaBe Kadeapbl

P.H.0. MMon 0LEHOCTE Craexa |[[Ipexmersi
Fopucora JI T1 Hen Cr. op. 0.5 HakKTO

[Bopucora JI T1 Hen [Tom.perTopa 1

['mazxoea T. H. Hen Cr. mp. ) NIV

[ ‘maskoea T. H. Ren [lom. pexTopa 1

[Epmakosa I1 IL Ren Ct. mp. 1.5 COH

Surave B. ML [ en [lomeHT 0.5 Mar. Agatm:

K ocTenro A ML K en lomenT 1.5 IO 3BM
[Kyzpemoea P T MvIvax: Crt. op. 0.5 Mat. Jloruka

K papuenko B. I Hen [Ipenmos. 0.5 [Bricmag mMart.

[ paguenko B. I1 Ren SJant. exana 1

Momcees HO. A Pvlvam [podeccop 0.5 [Eypc mo BEIDOpPY
Momcees HJ. A v [lom.pexTopa 1

Mypuenko B, A K en MetogmcT 0.5 MITTIT

Huxmrama 10, C. Hen [lpemos. 0.5 K oMOEOTEpHEIE CETH
[Hassraaa K. C. Ren TabopanT 1

Ocranoe B. E. Pvlvam NoueHT 0.5 K oMOEOTEpHEIE CETH
Ocramoe B. E. v [Mom.pexTopa 1

[Tozmep H. I Moz TomeHT 15 [TporpaMMHEpORAHHE
Pozamoea C. A, K en [lomneHT 1.5 Mar. Aumamms
[TTymerns A B. Ny [Mpodeccop 1,5 TDEII

[HApopag A. A. Ren Texan 1

[HApopag A. AL Ren NoueHT 0.5 [eomeTpHa

55 CO3I[&I>1TC MMPUMCHYAHUEC, ITOKAKNUTC 3aBUCUMOCTU I AYCCK, COACPKAIIUX (I)OpMy.HBI.

Bomnpocsl 111 CAMOKOHTPOJIsI

=

Omnunaitn oduc.

2. TlpaBwmiia KOJUIGKTUBHOM paOOTHI.




HPAKTUYECKOE 3AHATHE Nell. MicrosoftAccess u padora B HeM

Heab: [lonyueHne MpaKTUYECKUX HABBIKOB IO BCTABKE M300paKCHUH B sTUCHKH TAOIUIIBI
Google.

O6opynosanue: [1K, OC Windows, MS Office, Google Chrome, metoanueckue yka3zaHus
IO BBITIOJIHEHUIO J1a00paTOPHOTO 3aHATHSL.

Xox paboTsi:

B cBoeM akkayHTe co3gaiiTe (paiiJ 3J1eKTPOHHOI Tadaunbl. BcraBpbTe B 0HY M3 siYeeK
u300pakeHue, cieayss HHCTPYKUNH, IPUBEIEHHON HUXKe.

Omuem 10 naboparopHOi paboTe AOKEH coaepkarh Tadauiy Google, B stueiike KoTopoi
BCTaBJIEHO U300pakeHHE.

I1o umoeam BBITIOIIHEHHOW PabOTHI HEOOXOAMMO YMETh BCTABIIATH B siuciiku Tadbmun Google
n300pakeHHeE.

Teoperuko-mMeToauueckas yactb BeraBka nuzoOpaxkeHwuii B stueliku Tabiunbsl Google.

BceraButh 001enocTynHoe n3o00paxkeHue B SYEUKy TaOIUIbl MOKHO C IIOMOLIbI0 (hOPMYJIbI
=image("URL"). Panee macmrabupoBanue M300pakeHHs MPOM3BOJMIOCH  TOJIBKO 33  CHET
N3MCHCHHUS M PHUHEI u/im BBICOTHI saeitxy. | Jaxnancn DAL Ceituac MoxHO
HCIOJIb30BATh JIONOJIHUTENIbHBIE TTapaMeTPhI:

— =image("URL") unu =image("URL",; 1): macmTab m3o0paxkeHus OyaeT yMEHBIIEH 0
pa3mepa BbIOpaHHOH stueiiku. Ecnu suelika Gosnblie o pasmepy, 4eM BCTaBIsieMOE M300paxeHHe,
OCTaJIbHAS YaCTh STYCHKH OyJeT 3aroiHeHa OesTbIM I[BETOM.

— =image("URL;, 2): u3obpaxxenue OymeT pacTIHYTO MO pa3Mepy BbIOpaHHOH sueiiku. [Ipu
3TOM COOTHOILIEHUE CTOPOH (BBICOTHI U IIUPUHBI) U300paKEHUS HE COXPAHSIETCS.

— =image("URL"; 3): B siueiiky OymeT BCTaBICHO U300paKCHUE MCXOAHOro pasmepa. Eciu
n300pakeHue OOIbIIe STYEHKH, YaCTh U300paKeHHSI MOKET OBITh 0Ope3aHa.

— =image("URL"; 4, evicoma, wupuna): TO3BOJSIET H3MEHHUTb pa3Mep BCTaBISIEMOIrO
n3o00paxeHus. s 3TOro ykaxute ero Hy>KHYIO BBICOTY U IIMPHUHY B MHUKCENIX. B n1aHHOM ciyuae
"BpIcOTa" M "MIMpUHA" ABISAIOTCS 0053aTEIbHBIMBI TApaMETPaMH.

Tak ke Kak U TEeKCT B TabJMLaX, M300paKEeHHs B sUEHKAX MOXKHO BBIPABHUBATH C TIOMOIIIBIO
COOTBETCTBYIOILIMX IEMEHTOB YIPABJICHUs HAa TAHEIW MHCTPYMEHTOB.

Ecim B Google Tabnuie BoCIoONb30BaThCd KOMaHAOW Bcmaeka-uzobpasicenue, TO
BCTaBJIEHHAs KApTHHKa OyJIeT pacroyiaratbCsi IOBEPX SUEeK, a He B KOHKPETHOM suelike, Jake eciu
BbI TIOCTAaBUJIM MEpes BCTaBKOM Tyaa Kypcop. UToObl BCTaBUTh M300pakeHHE HEMOCPEACTBEHHO B
YUKy, UCTIONIB3YHTE hopMyIy:

=image("URL")



MacmTab n3o0paxenus OyneT yMEHbIIEH 10 pa3Mepa BhIOpaHHOH sueiiku. Ecnmu sueiika
OosiblIe 110 pa3Mepy, YeM BCTaBIIsIEMOE M300pa’keHHe, OCTaJIbHAs YacTh AYEHKH OyJeT 3arojiHeHa
0eJbIM IIBETOM. 3a4eM 3TO MOXeET moTpedoBaThes?

Daiin Tpaeka Bug Bcraska Qopmar  [adHbie  VHcTpymentel  Cnpaeka
iy A By & p % 123> 10pty B M Ay By [y Ev =
Dopmyna: Elmage(”http:/www. google. comfintliru/help/hc/images/logos/gmail_logo.gif’)
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Pucynok 1 — BeraBka n300paxeHus B STYCHKY

Hanpumep, mna camooneHku paboT y4yacTHUKOB rpynmbl. CeroiHs AOCTaTOYHO
pacmipocTpaHeHo HcHoib3oBaHue Google Tabmury st "TaOnHIl TPOABIKECHUA" B TPOEKTaX, B
oOyueHUHU. YYaCTHUKH pa3MENIaloT CChUIKM WJIM OKPAIlIMBAIOT SYEHKH B HYKHBIM LIBET MO Mepe
BBITIOJTHEHUS 3aJJaHU M.

OpnnuM U3 ciocoOOB OLIEHKH KadyecTBa pabOT MOXET ObITh MPUCBOCHHE "HArpajbl" B BUIE
KapTHUHKH.

TexHos10rus BHINOJTHEHHS PA0OTHI

BcraBka u ypanenue nzo0paxeHus

B Google lokymenTax, Tabumnax u Ilpe3eHTanmusix MOKHO A00aBJIATHL M YAAIATH
(¢oro u BugCO.

Kax nobGaButh n3odpaxxenue

. Otkpoiite ¢paiin B Google Tadaumax.
. Haxxmurte Becmaska — Hzobpasicenue.
. BriGepuTe 01UH U3 BAPUAHTOB:

e  3aepyska. Haiinute n3o0pakeHre Ha KOMIIBIOTEPE U HAXXMUTE Boiopams.

e  (Coenams chumok. Bxmouute BeO-kaMmepy u Haxxmute Coenams CHUMOK.

e  Bcmasumwv URL. J106aBbTEe CCHUIKY Ha HY>)KHOE M300paXKEHUE U HAKMUTE

Buiopamey.

e Mou anvbomsi. Haiimute HyXHOe H300paK€HHME B OJHOM M3 CBOUX ajdbOOMOB B
WuTepHere u HaxmuTe Boiopam.

o  Google luck. Haiinute Hy)xHOe n3o0pakenue Ha Google Jlucke u Haxmute Buiopams.

e [louck. Haiinute HyxHOe H300paxeHue B ¢orobanke mnu apxuBax Google u Life,
3aTeM HaXMHTe Boibpamb.

. HN300paxkenne Oyaer BCTaBJIeHO B (aidJl.

Kakue TpeboBaHMs K H300paskeHUIO

Bb1 Mmo:xeTe 100aBJSATH (paiiibl pazmepoM He GoJiee S0 Mb B ciexyrommx popmarax:
e GIF
o JPG
e PNG

Kak ynaautes nzodpaxenue

1. Ortkpoiite daiin B Google Tabnuax.

2. Bribepure n3zobpaxeHue.

3. Haxwmure knasumry Delete (unm Backspace). [Ipyrue Bo3MOXHOCTH

Kak neperamuTh uiaM ckomupoBaTh u3o0paxkenue B Google Tabmuuax >ti QyHKIMH

HEJIOCTYITHBI.



Kak neperammrs u3o00paxenue

B noxymentsl u npesentanuu Google MoxHO 100aBIATh U300paXkeHuUs ¢ pabodero crona u
CalTOB.

J Haxwmurte Ha HyXHYIO KapTUHKY U NEepeTauiuTe ee B Qaily. 3arpy3ka MOXeT

3aHSTh HEKOTOPOE BpEMSI.

Kak ckonupoBaTh n3o0pakenue

BbI Taxoke MoXKeTe CKOMUpPOBaTh U300pakeHue ¢ paboydero CToila WiH caifTa U BCTaBUTh €T
B (haiin. 3arpys3Kka MOXKET 3aHSITh HEKOTOPOE BPEeMsl.

Kak 3amenutsb nzodpaxenue

Bb1 MoxeTe 3aMeHUTh M300pa)keHHe B JOKYMEHTE, TaOyulle, MPe3eHTaluu WM PUCYHKE,
COXPAaHMB pa3Mep U pacrnoIokeHUe opuruHana. Bot kak 3To caenaTs:

1. Orxkpoiire daiin B Google Tabnuuax.

2. Bribepute n300paskeHne, KOTOPOE HY)KHO 3aMEHHTh.

o Ecmu BBl pabortacre B Google Tabnumax, Ha)KMHTE Ha CTPEIKY B MPaBOM
YLy KAPTUHKU U BBIOCPHUTE 3ameHums uzoopasicetue.
o B ocranbHbIX Cilydasx HaKMHTE Ha W300pakKEHUE MPABOM KHOMKOM MBIIIH U

Takxe BeiOepuTe 3amenums uzobpasiceHue.

3. JloOaBbTe HOBOE N300pAKEHUE U HAKMUTE Boiopame.

4., HoBoe n300paXkeHre COXPaHUT pa3Mep, PacloioKeHne U GopMaTHPOBAHUE OPUTHHATIA.

Kak emé moxxHo 100aBUTH M300paskeHne B Ta0IHILY

Xotute n00aBuTh H300pakeHue B sueiiky? Mcmonb3yiiTe OJHY U3 NPHUBEICHHBIX HIKE
dbopMyi1, 9TOOHI 337aTh pa3Mep KapTUHKH. Bam Takke monamobutcs ykazath URL u3o0paxkenus.

o [lo pasmepy sueiuku. Beenute B sueiiky =IMAGE("URL") wi =IMAGE("URL"; 1),
ykazaB URL wuzobpaxenus. Ota ¢opmyna MacmitTabupyeT KapTHHKY IO pa3Mepy BbIOpaHHOM
siueriku. Ecnu pazMep siueiiku Gosbiiie n300pakeHusi, CBOOOAHOE MPOCTPAHCTBO OY/ET 3aroIHEHO
OeIbIM LIBETOM.

®  Bwuimsanyms noo pazmep aveuxu. Beegute B sueiiky =IMAGE("URL"; 2), ykazas URL
nzo0paxenus. Kaptunka Oyzaer pactsHyTta 1no pazmepy sueiiku. COOTHOLIEHHE BBICOTHI U IIMPHUHBI
1300pakeHUsI HE COXPAHUTCSL.

e  Ucxoomwii pazmep. Bpemute B sueiiky =IMAGE("URL"; 3), yxaza URL
n3o0pakeHusi. B sueiiky OyneT BcTaBieHa KapTHHKA HCXOAHOTO pasmepa. Eciam m3obpaxkeHue
0oJIbIlIe STYSHKH, €T0 YacTh MOXKET OBITh 0Ope3aHa.

e Jlpyeou pasmep. Beenute B sueiiky =IMAGE("URL"; 4; BbicoTa; mupuHa), yKa3zas
URL wun3o0pakeHusi, a Takke €ro BBICOTY M IIMPUHY B NMUKCENAX. B sueliky Oyzaer BcraBieHa
KapTUHKA 33JJaHHOTO pa3Mepa.

IIpakTH4eckas yacThb

3aganue 1.

1. Ckomupyiite panee co3zganHyro Tadiuiy 2 «CpenHue MOKa3aTeld YCIEeBaeMOCTH 3a
roI».
B stueliky psaoM ¢ Tabnuiei BctaBbTe H300pakeHue:
Haitaute B UHTEpHETE KApTUHKY.
Cxomupyiite URL 3Toro n3zobpaxkeHus.

C. BcraBpTe wu300pakeHwe dYepe3 KoMaHny Bcmaska— H300padicenue, WMCTONB3YS
dopmyny =image("URL") nnu =image("URL"; 1) cM. HHCTPYKIIUH BIIIIE.

3. B cronbie «CTunenaus cieayeT 3aMEHHUTD CIIOBA «a» Ha KapTUHKY, a BMECTO CJIOBa
«HET» OCTABUTH IIYCTYIO STYEHKY.

4. Jlns sToro ciedyer Hamucath (HOPMYIy, HCHONB3YS JIOTHYECKYH (yHKIHIO (puc.2)
=ECJIN(B2>=4;D§2; ).

oon



a. JIBoiiHble KaBBIYKM B (OpPMyIJIe€ TOBOPSAT O TOM, YTO sfU€iika MpH TaKOM-TO YCJIOBUHU
JIOJKHA OCTaBaThCs MyCTOM.

&= e AP p % 0 00 123- Al -

fr | =ECAU(B2>=4;D$2;"")

A 5 c D
1 o U Cpegruit Bann Crunexsgua
2 | AHToHoBa TaTbA 3

3 bypak Okcana 5

4 [ycesa IllobGoeb 4

5  Oeeatunoe Hukg 3

& Koeanexko Makd 467 "

7 Muuwenko Anekc 4 :

g Yephobpusuera 3

2 AcTanoea Mapuy 433

10 Bepa TatbAHa 467

11 Typuenko CodbH 3

12 Oumuu KpucTukg 4

13 | Hoeukos Anexcd 433

14 Jlbicerko Mpuka 3.67

15 YepHenko Butan 3,67

Pucynox 2 — Mcnonb3oBanue n300pakeHust B 2JICKTPOHHBIX Tabmuiax Google.

Bomnpocsl 111 CAaMOKOHTPOJISA
IToxonenne 5BM.

| mokonenue.

Il mokoinenue.

1l noxonenue.

IV noxosenue.

V nokoJieHue.

oakrwdE



INPAKTUYECKOE 3AHSATHUE Nel2. Ilporpammsbl 1Jisi CKAHMPOBAHMS.
CxanupoBaHue U300paskeHust

Heab: IlonydyeHne NPaKTHYECKHX HABLIKOB IO paboTe € TEKCTOBBIMH JIOKYMEHTAMH
yIAIEHHOTO JOCTYIIA.

OoopynoBanue: IIK, OC Windows, MS Office, Google Chrome, meronnyeckue yka3aHus
110 BBITIOJTHEHHIO JJa00PaTOPHOTO 3aHSTHS.

Xoxa padoTbI:

TeopeTuko-meroauyeckas 4actb TexkcToBble Google TO0KyMeHTbI

TexcroBeiii Google JOKYMEHTBI — 3TO TEKCTOBBII peaakTop. C ero moMombo MOXKHO MPSMO
B MHuTepHere co3naBaTth U (QopMaTHpPOBaTh JTOKYMEHTHI, a TAaK)KE PENaKTHUPOBaThb UX BMECTE C
JIPYTHUMH TIOJB30BAaTEISIMH B PEXKUME peallbHOro BpeMeHu. Uto moxHO caenath B Google
JloxyMeHTax:

e 3arpy3utb nokymeHt Word/Writer u mpeoOpa3oBark ero B okymMeHT Google.

e l3MeHUTh TIONSA, OTCTYINbI, MMIPUQPTHl, I[BETa MU MHOXKECTBO JAPYrUX [apaMeTpoB
dbopmaTupoBaHus.

e [IlpenocraBuTh JpyruM TOJB30BATENISIM TMPaBO Ha peJAaKTHUPOBaHUE, J100aBICHUE

KOMMEHTApUEB WK MTPOCMOTP TOT'O WJIM UHOTO JOKYMEHTA.

e CoBMeCTHO pelakTUpoBaTh (haiil B peKMME pealbHOr0 BPEMEHHU M OOLIAThCS C APYTUMHU

MOJIb30BATEJISIMU BO BCTPOEHHOM YaTe.

e [IpocMoTpeTh UCTOPHIO UBMEHEHUH JOKYMEHTA U BOCCTAHOBUTD JIOOYIO BEPCHIO.
e 3arpy3utb nokymeHT Google Ha cBoit kommbroTep B BuAe (aitma Word, OpenOffice, RTF,

PDF, HTML wmu ZIP.

e [lepeBecTu TOKYMEHT Ha APYIrOM S3bIK.
o [Ipukpenuts JOKYMEHT K COOOIIEHUIO DIIEKTPOHHOMN MOYTHI.

Ha3zBanmue, orjiaBjieHue 1 3aroJi0OBOK B JIOKyMeHTe

UYToObl TEKCT CTal HarisgHee, MOXHO HCIOJB30BaTh CTWJIM W BBLICTUTH, HANPUMED,
3aroJIOBKY U IMOJ3ar0JIOBKH, WK J100aBUTh ornasienue. [pudt u pasmep 1uisi TEKCTOBBIX CTHIICH
MO>HO HACTPOUTh, a IOTOM COXPAHUTh U MPUMEHSTH M0 YMOJIYaHUIO.

Co3aHue 3aroJI0OBKOB H 10/13ar0JI0BKOB
W3meHeHune cTuis Tekcra

OTtkpoiite HyxHbIH (aiin B Google JJokymenTax.
Boienure TekCT.

Haxmurte @opmam— Cmunu abzayes.
[TogmeHI0 UMEET CAeAYIOMIHNE MYHKTHI:
OOBIYHBIN TEKCT;

OCHOBHOM 3aroJIOBOK;
10/13ar0JIOBOK;

3aroJjoBoK 1— 6.

HaCTPOUKHU.

5. Haxxmure [Ipumenumo [cmuns].

Kak rcrnonp3oBath 0COOBIN CTHIIh TEKCTA

1. Orkpoiite HyxHbIH (aitn B Google JlokymeHTax.

2. Bwigenure TEKCT CO CTHIIEM, KOTOPBIH XOTUTE HCIIOIb30BATh.

3. Haxmure ®opmar Crwm a63ameB OObyHBI TekcT, (OCHOBHOW 3arojoBOK,
[TomzaronoBok wnu  3aronmoBok 1-6 OOHOBUTH [CTHIB| B COOTBETCTBUU C BBIICICHHBIM
(dbparMeHTOM.

4. Bechb TEeKCT B JOKYMEHTE C TakuM Xe CcTuieMm Oyner oOHoBneH. [Ipumedanue.
W3menenue cTuiisi OOBIYHOTO TEKCTAa OTPA3UTCS HA CTUJIE 3ar0JIOBKOB.

AwnhE



Kak ycTaHOBHUTH WJIM U3MEHUTH CTUJIb IO YMOJIYAHUIO

e UroObl HACTpPOUTH CTWIM IO yMOduYaHuio, Bbioepute Dopmar—Cruiam ab3areB—
Hactpoiiku—CoxpaHUTh KaK CTUJIU 10 YMOJIYAHUIO.

e UYroObl NIPUMEHUTH CTHIIH, HaKMHTE Dopmam— Cmunu
abzaye— Hacmpotiku— Hcnonvzosams cmuiu no ymMoaruaHuro.

e Uro0Bl BOCCTAaHOBHUTH HCXOIHBIC CTWUIH, BBIOepUTe Dopmar—Crunm ab3aineB—
Hacmportiku— Copocums cmunu.

Pabora ¢ orsnaBiieHuemM
[Tocne Toro, kak ObLIM HAa3HAYEHBI 3arOJIOBKM M I10/A3arojIOBKM B TEKCTE, HA UX OCHOBE
MO>KHO CO3/1aBaTh oriasieHue. OrinaBieHHe T0Ka3bIBAET CTPYKTYPY JOKYMEHTA — KaXKJIbIi 371EMEHT
CCBLIIACTCS Ha 3ar0JI0OBOK MJIM MOJ3ar0J0BOK.
J106aBUTh WK YAQIUTH OTJIABJIICHHE:
e Ortkpoiite HyXHbIH (aitn B Google JlokymeHTax.
e BriGepute MeCTO /7151 OTJIaBJICHUS U YCTAaHOBUTE KYPCOD.
e Bribepure Bcmaska — Oenasnenue.
YroObl y1aJIUTh OIJIaBI€HUE, HAKMUTE Ha HEro MPaBOM KHOIKOI 1 BeIOepuTe
Yoanumye ocnaenenue.
HN3menenne oriasjieHus
OrnaBieHue COAEPKUT 3aroJIOBKU U M0J[3ar0JI0OBKU JOKYMEHTA.
1. Orkpoiite HyxHbI# daitn B Google JlokymeHTax.
2. JloGaBbTe MO3aroJ0BOK B JIOKYMEHT.

3. Haxmurte Ha 3Ha40K . VI3MCHEHHE [IOSBHUTCS B OTVIABICHHH.

Co3mnanne 3aKJIaIKH

Jist co3nanus 3aKIaiKU B IOKYMEHTE BBIMOJIHUTE CIEAYIOIINE TeHCTBUS:

1. VYcranoBute Kypcop B TOM MeCTe JOKYMEHTa, Ky/ia Hy)KHO JJOOAaBHTh 3aKIIaIKy.

2. Ortkpoiite MeHIO Bcmaska.

3. Beibepure nmyHKT 3aknaoka.

Co31aHHe CCBUIKH HA 3aKJIAJAKY

3akiajaKa 1moje3Ha TOJIbKO B TOM CIlIy4dae, €clid K Hel MOXHO MeperTH mo cchiike. YToObl
CO3JIaTh TAKyIO CCBUIKY, BBIMOJIHUTE CIEIYIOLINe JeHCTBUSA:

1. Bsigenute TEKCT, KOTOPBIH OyAeT CCHUIATHCS HA 3aKIAIKy, WM MPOCTO YCTAHOBHTE
Kypcop B HY>KHOH 4acTu JOKyMEHTa.

2. Ortkpoiite MeHIO Bemaska v BiOepuTe yHKT Ceblikd... (AN TPOCTO HAKMHUTE 3HAYOK
CCBUIKM Ha MaHEeId HHCTPYMEHTOB).

3. B moe "Ccputka" Beibepure myHKT "3akmaaku’.

4. BsiOepHTe HYKHYIO 3aKIaJIKYy.

5. Haxwmure kHOTKY [Ipumenums.

XOoTHTE OTPEAAKTHPOBATH WIIU YAAIHTh CChUIKY? HakmuTe Ha Hee, M Bbl YBHIUTE MEHIO C
aJIpecoM CCBUIKH, a TaK)Xe C mapaMmeTpaMu Msmenums u Yoanrume.

CHockH, HOMepa CTPaHHI, BepXHHE U HHKHHE KOJOHTHTYJIbI

YroObl 100aBUTH Ha BCE CTPAHMIIBI JOKYMEHTa JaTy, Ha3BaHUE, UMs aBTOPa WM APYTYIO
WHPOPMAIIHIO, UCTIONB3YHTE BEPXHUE W HW)KHUE KOJOHTHTYJBL Takke MOXHO MPOHYMEPOBAThH
CTpaHMIIbI U yKa3aTh UX KOJINYECTBO.

CHocku

BcraButh cHOCKY

1. Orxkpoiire daiin B Google JlokymeHTax.

2. Bribepure MeCTO sl CHOCKH.

3. Haxwmure Bemasxa— Crocka.

4. Bgenute TEKCT CHOCKH.



Haxwmure Ha 1r060€ MECTO B JOKYMEHTE. Y JAIUTh CHOCKY
Otkpoiite daiin B Google JlokymeHTax.
Br16epute HOMEpP CHOCKH.
Haxxmute kimaBumry Delete (Y ganmuts). CHOCKa HCYE3HET.
Ecnu BBl KOIMpYeTE CHOCKY, 00paTuTe BHUMAaHUE Ha CIIEAYIOIIEE:
—  CHOCKH UCXOJHOTO JOKYMEHTAa COXPAHSIOTCS B €0 KOIHU.
—  YroObl HE MOTEPATH CHOCKY, MBI PEKOMEH/IYeM HCIIOIh30BaTh BeO-0ydhep oOMeHa.
BepxHue 1 HH:KHUE KOJIOHTUTYJIbI
BcraBUTH KOJTOHTHTYJIbI
1.  Ortxkpoiite daiin B Google JlokymeHTax.
2. Ilepeiinute B MeHIO0 Bcmaeka M BBIOEPUTE OJIMH U3 BAPUAHTOB:
—  Bepxnuii kononmumyn. B BepxXHel 4acTH KaKJIOW CTPAHUIIBI MOSBUTCS 000COOICHHAS
001aCTh.
= Huoicruii konowmumyn. O60co0ieHHass 00J1acTh OyIeT pacroioXkeHa B HIKHEH 4acTH
Ka)KJ0W CTPaHMIIBI.
3. Bsemute B Takyro 007acTh HYXHBII TEKCT.
4. YtoObl 3aBEpIIUTh PEAAKTHPOBAHUE KOJIOHTHTYNA, HaXMUTE B JIOOOM MecTe
JTOKYMEHTA.
J100aBUTH KOJOHTUTYJ TaKKe MOKHO JBOWHBIM Ha)kKaTHEM B BEpXHEH WM HIDKHEH 4acTu
JTOKYMEHTA.
YaanuTh KOJOHTUTYJIBI
e Ortkpoiite daitn B Google JlokymeHTax.
e J[BaXKJpl HAXKMHTE HA KOJIOHTHUTYIL.
e Vnamute ero conepxkumoe. M3MeHeHMs, BHECEHHBIE Ha OJHOW W3 CTpPaHMIl JOKYMEHTa,
0TOOpa3sTCs Ha BCEX OCTANBHBIX.
Kak u3MeHUTh KOJIOHTUTYJIbI EPBOii CTPAHUIIBI
Ilpumeuanue. B oHOM JOKYMEHTE HeENb3sl JO00ABUTH JBa PAa3HBIX (BEPXHUX MU HUKHUX)
KOJIOHTHTYJIA.
1. Ortkpoiite daiin B Google JlokymeHTax.
2. Beibepure Bemaska— "Bepxnuii konowmumyn" uiu "Huoicnuii konowmumyn”.
3. B KONOHTUTYNIC TEPBON CTPAHUIBI YKAXKUTE HM3MeHumb KOLOHMUMYIbL 3a21A6HOl
cmpanuysl. I3MeHeHus, BHECEHHBIE Ha MEePBO CTpaHUIIE, HE OTOOPA3SATCS Ha OCTAIbHBIX.
Homepa u K0JIM4eCTBO CTPAHUIL
JloGaBUTH HOMEpa CTPaHUI]
1. Ortkpoiite daitn B8 Google JlokymeHTax.
2. Bsibepure Bcmaexa— Homep cmpanuybl.
3.  VYkaxuTe OJMH U3 BAPHAHTOB:
— Baepxy cTpaHuIbI

WMo

— BH#u3y crpaHunsl

—  Baepxy cTpanuisl (kpome nepBoii)

—  BHu3y cTpaHuiis! (Kpome riiaBHOMH)

4. Crpanuis! OyIyT aBTOMATHYECKH TPOHYMEPOBAHBI.

YaaauTs HOMepa CTPAHUILL

Ecnu nymepanus Bam 0o0Jbllle HE HYXHA, HOKMUTE Ha KOJOHTUTYJ JOKYMEHTa U yAaluTe
HOMEp CTPaHULBI.

Kak yka3aTb KOJIM4ECTBO CTPaHUI]

1. Ortkpoiite daitn 8 Google JlokymeHTax.

2. Bwibepure Bcmaska— Konuuecmeo cmpanuy.

3. Ecnm BBl BKIIOYHIM HYMEPAIMIO CTPAHHMI[, CBEACHHS 00 WX KOJIHYECTBE OyIyT
oToOpaXkaTbcs B OTHOM U3 KOJIOHTUTYJIOB, PSZIOM C MOPSAKOBBIM HOMEPOM.



4. Ecmu Hymepaiyiss CTPaHHIl HE BKIIOYCHA, YHCIIO CTPAHHIl OyIET YKa3aHO PSIOM C
KypCOpOM.
BceraBka paspbiBa cCTpaHUIIbI
Bo Bpewmst penakTHpoBaHUs TOKYMEHTa MOKHO BCTaBUTh Pa3pblB CTPAHULIbI, YUTOOBI HAYaTh
paboTaTh €O ClIEAYIOMIEH CTpaHUIEH. DTO MOXKET OBITh IMOJE3HO NMPHU PA3JEICHUU CMBICIOBBIX
0JIOKOB, BU3yaJIbHOM pa3rpaHUYEHUH TEKCTa WIM JJIs BCTABKH U300pakeHUs OTAEIBHO OT TEKCTA.
UroObl BCTaBUTH DPa3pbIB CTPAHUIIBI, OTKpoiiTe MeHi0 "BcraBka" um BeiOepute "Paspeis
CTpaHMIlBl". YIaIUTh Pa3pblB CTPAHMUIIBI MOXXHO TOYHO TakK K€, KaK M JIIOOOW APYrod 3JIeMEHT
IOKyMeHTa. /[y 3Toro BeIeNUTE pa3pblB CTPAHULIBI M HAXKMHUTE KiaBuiry Backspace nmm Delete.
HacTpoiiku napamMeTpbl CTPAHUIIBI
Hactpoiiku crpanunsl B Google JlokyMeHTax NO3BOJSIOT HW3MEHUTHh €€ OPHEHTAIHIO,
¢dopmar, 1Ber U pasMmepsl nojiei. Takke B JOKyMEHTE MOXKHO HAaCTPOMTH OTCTYIBl U HO3MILHUIO
TaOyIALUY.
Ilpumeuanue. Ilapamerpsl crpanunbl HenocTynmHbl B Google Tabmumax. B Google
[Ipe3eHTanusaX MOXKHO U3MEHHUTH pa3Mep ClIanaoB.
Kak usmenutsb pazmepsl noJiei
1. Ortkpoiite HyxHbIH (aiin B Google /lokymeHTax.
2. Haxwmute @aiin— Hacmpoiiku cmpanuybl ... Ha TaHEJIA UHCTPYMEHTOB.
3. Vkaxwurte pazMepsl MOJeH B CAHTUMETPAX MO 3aro10BKoM «IloJisy.
4. Haxwmure OK.
Ipumeuanue. Taxkxe BBl MOKETE U3MEHHUTH pa3Mephl MOJIEH ¢ NOMOIIBIO JuHErKH. [IpocTo
Ha)XXMHTE Ha Kpail cepol 30HbI ¥ IEPEMECTUTE €r0 BIIPABO WJIU BJIEBO.
Kak u3MeHNTh OpPHEHTAIIUI0 CTPAHUIIBI
1. Ortkpoiite HyxHbii daitn B Google JlokymeHTax.
2. Haxwvure @aiin— Hacmpotiku cmpanuybl... Ha TTAHETH HHCTPYMEHTOB.
3. Bwibepure Bepmuxanvnas wiu I opuzonmaivias Noj 3arooBKOM «OpHEHTAIHS.
4. Haxwmure OK.
Kak HacTrpouts orcTynsl
OTcTynbl MOXKHO HaCTPOUTD KaK Ul OJTHOTO ab3ala, Tak U JJIsl HECKOJIbKHX.
1. Orxkpoiite HyxHbIH Qaitn B Google JlokymeHTax.
2. BeiOepure TE€KCT, OTCTYIBI KOTOPOTO XOTUTE HACTPOUTb.
3. Hactpoiite oTcTyms:
—  Omcmyn nepeoti cmpoku. IlepemecTure CHHUN NPSAMOYTOJIbHUK HA JINHEHKE.
—  Omcmyn cnesa. IlepemecTure CUHUN TPEYrOJbHUK, PACIOJIOKEHHBIM B JIEBOM YacTH
JIMHEUKH.
—  Omcmyn cnpasa. IlepemMecTuTe CHHHUIN TPEYrOJbHUK, PACIOJIOKEHHBIN B MMPABOM YacCTH
JIMHEUKHU.
JloGaBJieHUe MM yAaJIeHHe TO3HLIMH Ta0y IS LIUA
[To3unus TaOynsAuy BIUIET Ha ab3allbl JOKyMEHTAa U OIIpeJIeNIIeT pacloloKeHne TEKCTa.
JloGaBJieHHe MO3MIMHU TA0YyISAUH
1. Ortkpoiite HyxHbIH (aiin B Google /lokymeHTax.
2. HaxMuTe Ha IMHEHKY U BBIOEPHUTE THIT TAPAMETP:
—  Ilo3uyus madynayuu cneéa. BelpaBHUBaHNE TEKCTA CIIEBa.
= Tlosuyus mabynsayuu no yenmpy. BelpaBHUBaHUE TEKCTA 110 UEHTPY.
- Tlo3uyus mabynayuu cnpasa. BelpaBHUBaHME TEKCTa CIIPaBa.
[To3umus TaOyasAIMU MOSIBUTCS Ha JIMHEWKE B BHUJIE TPEYroJibHUKA, HANPABICHHOIO BIJIEBO
WM BIIPaBoO, 1100 B BUIE poMoOa.
Ynanenune nmo3uuuu Tadyasiuu
1. HaxmuTte Ha MO3UIUIO TAOYIISAIHH.
2. Tleperamure ee 3a nmpeaesbl JUHEUKH.



Ilpumeuanue. TlepememaTh TEKCT MEXAY pPa3HBIMU TO3HIMUSIMH TaOYJSIIUM B OJHOM
CTPOYKE MOXKHO € MOMOIIbIO Ki1aBuiu TAB.

HN3meHeHNe HACTPOHKH CTPAHUIBLI O YMOJYAHUIO

Bb1 MOXeTe coXpaHUTh CBOM HACTPOWKH B KaueCTBE MapaMEeTPOB IO YMOJIYAHHUIO JUISI BCEX
HOBBIX JIOKYMCHTOB.

1. Orxkpoiite nyxubiii daiin B Google JlokymMeHTax.

2. Haxwmure @aiin—Hacmpoiiku cmpanuysl ... Ha AHEIH UHCTPYMEHTOB.

3. H3MeHuTE HACTPOMKH.

4. Haxwmure Yemanosums no ymonuanuio—OK.

N3menenue macmrada J0KyMeHTa

UTo0Bl YBENMYUTh WU YMCHBIIUTh MAacmTad IOKYMEHTa, HCIOJNB3yWTE Ha- CTPOUKHU
MacIITaOupOBaHUSI.

Ilpumeuanue. B Google Tabmumax wmacmrTabupoBaHwe HE TMOICPKUBACTCA. UTOOBI
MPUOIU3UTh WIM OTJAIATH TaOIUILy, BOCIONB3yHTeCh (YHKIMEH MacmTaObupoBaHus B Opaysepe
Chrome.

Kak yBenrunTh WM YMEHBIIUTH MAcIITa0

1. Orkpoiite daiin B Google JlokymenTax.

2. Ha manenu popMaTHpOBaHHs HAKMHTE CTPEIKY psiaoM ¢ mosieM «100%.

3. Beibepure HyXHBIN MacTad wiu BBeauTe 3Hadenue ot 50 qo 200.

Ecnu BBl XOTHTE TOAOTHATH BHJ JOKYMEHTa TOJ pa3Mep OKHa Opay3epa, yCTaHOBHTE
napametp «Ilo mmpune crpanuus». Ilpu n3menennn macmraba oKkHa MacmTad JOKYMEHTa TOXeE
W3MCHHTCH.

Co3nanue ¢popmya

TekcroBblil penakrop Google mo3BosseT BBOAUTh MaTeMaTuueckue Gopmyinsl. [ Havana
Bcmaexka— @opmyna, B BepxHel uyacTH pabodero moisi JOKYMEHTa MOSBHUTCS TMaHeNb (Hopmy,
KOTOpPast COJICPXKHUT Pa3IMIHbIE TPYIIBI CHMBOJIOB, 3HAKOB, omeparuii (puc 2):

e byKkBHI rpeueckoro andasura.
MatemaTuueckrue CUMBOJIBI.
3HaKU OTHOILIEHUM.
Matematuueckue onepauu.
Crpenku.
DTOT CEepBUC MO3BOJIAET CO3/1aBaTh MaTeMaTuueckue OpMysIbl B TEKCTOBOM JJOKyMEHTE (HO
HE TIPOU3BOAUTH BHIYUCIICHUS).

Hanpumep, HeoOxonumo HaOpaTh B TEKCTOBOM JokyMeHTe Google cnemyrontyto popmymy:

Pucynok 1 — ®opmyna

s 5TOrO CneayeT BBITOIHUTD CIECAYOIINE IIaru:
1. Bribpars mento Bemaska— Dopmyna.
2. Tlosiurcs ITanens Gpopmyi:

paboTsl
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Pucynok 3 — Ilanens popmyit.
3. Crenyer BoIOpaTh 6110k Mamemamuueckue onepayuu.
4. Tak KaK Bce BBIPKEHHUE HAXOAUTCS MO0 KOPHEM, HAYaTh CJIEAYET C TOTO, YTO U3 Habopa
3HaKOB BbIOpaTh Kopens.
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Pucynok 4 — I1anens Mamemamuueckue onepayuu

2. TlosBUTCS 3HAYOK KOPHSI.

3. Janee cienyer BoIOpaTh [pobw

4. Tlox 3HaKOM KOPHSI IOSIBUTCSI MECTO3AIOIHHUTEND IS IPOOH, TIe CAEAyeT
COOTBETCTBYIOIIMM 0OPa30M 3alOJIHUTh YUCIIUTENb U 3HAMEHATEb.

5. Z[J'ISI BO3BEJICHUS B CTEIICHb X Ha MMaHeIu MaTeMaTH4eCKHUe onepanruu CICAYCT BBI6paTB

x¢,

IIpakTH4eckas yacThb

3aganme 1. Co3manume u coxpaHeHHe TekcToBoro nokymeHTa Google. Hactpoiika
MapaMeTpoB CTPAHUIIBI.

1. Cospaiite u coxpaHuTe NOA CBOCil (amuiameil TEKCTOBBIH JOKYMEHT B PEIaKTOpe
Writer, ckonmupyiiTe B HEr0 TEKCT O0JIBIIOr0 00beMa (TPeNI0KEHHBIHN MPernoiaBaTeieMm).

2. Beigenurte Bech TEKCT M MPUMEHUTE KOMaHIy Ommemums popmamuposanue.

3. B pesyiabrare moay4uTcs «rofblii» TeKCT 0e3 3 dexToB (hopMaTHpOBaHHUSI.

4. Cxonwmpyiite TmOMy4eHHbI TekcT (0e3 (opMaTHpOBaHWSA) B TEKCTOBBIA JOKYMEHT
Google.
5. 3apmaiite crenyromre HaCTPOMKK CcTpaHulbl — Patii—Hacmpotiku cmpanuybl:
OpuenTanus — BepTHKaJIbHAS;
Pa3zmep Oymaru — A4;
[IBeT cTpaHuUIbl — [0 CBOEMY YCMOTPEHMIO;
noJist — o 1 ¢M. Co BCeX CTOPOH.
3aganue 2. Co3aHue 3arojJoBKOB.



1. BeigenuTh MooyepeHO BCE 3ar0JI0BKU MEPBOTO YPOBHS U HA3HAUYUTH UM

Cmunv abzayee— 3a2o1060k 1.

2. Bpimenuts moovepenHo BCE 3arojioBKH (TIOA3arojIOBKH) BTOPOTO YPOBHS M HAa3HAYHUTH
uM Cmunv abzayes— 3a20/1060kK 2.

3ameuanme. [Ipu xemaHMM MOXKHO HCIOJB30BATh 3aroJIOBKM HAa OCHOBE COOCTBEHHOTO
ctuiia. Crenyer co3aTh U COXPAaHUTh CBOM CTHIIb, BBIJCIUTH TEKCT C MapaMeTpamMH COOCTBEHHO
CTHJIA, a 3aTeM HCIOJb30BaTh KOMaHIbl @opmam— Cmunu absayes— 3aconosokl—Obnosums
3a201080K 1 6 coomeemcmauu ¢ 8b10e1eHHbIM (DpazmeHmom.

3aganue 3. Co3naiiTe OryIaBI€HUE B COOTBETCTBUM C MHCTPYKLMEN, IPEAJIOKEHHOM BBIIIIE.

Ha ocHoBe Ha3HayeHHBIX CTWJIEH mOporpaMMa MOXET aBTOMATUYECKH TE€HEpPHUPOBATh
oryasjeHue. /s 3Toro cieayer BHIMOIHUTH CIeIyIOIIUE [Iaru:

1. VYcraHoBHTH Kypcop B TO MECTO, TJI€ IOJDKHO PACIIONaraThbCs OTJIaBlICHHUE.

2. Bwibpate MeHo Bcmaska— Qznasnenue, anee CielyeT BbIOpaTh THIT OrIaBieHHs (C
HOMEpaMH CTpaHHIl/0e3 HOMEPOB CTPAHHUII).

3. Tlocie 3Toro mporpaMma aBTOMaTHYECKH CO3/IaCT OTJIABJIEHHE.

4, Ecmu JOKYMEHT 3aKpbiTh, a IIOTOM OTKPBHITH CHOBA, B JIEBOM YacTH OKHA IOSIBUTCS
CTPYKTYypa JOKYMEHTa, KOTopasi 00eCIeUYUT HAaBUTAIIMIO 110 JOKYMEHTY (TO K€ CaMO€e OIJIaBIICHUE).

3aganue 4. CBsi3aTh TUIIEPCCHUIKAMU KQXIYI0 J1a0opaTopHyro padoTy
C OTJIaBJICHHEM.

1. B ornasieHuH BBIICIUTH CaMoO CI0BO «OTIIaBICHHEY.

2. TlpucBouTh eMy CTHIIb 30201060k 1.

3. Brougenuts B Tekcte «JIaGopaTopHas pabora 1».

4. Beibpath Mento Bemaska— Cceblika.

5. B mosiBUBIIEMCS JHATOTOBOM OKHE OTOOPA3HTCS CIHMCOK 3JEMEHTOB JIOKYMEHTA,
KOTOPBIM OBLIT Ha3HAYEH CTHIIb. M3 Hero cienyer BHIOpaTh ciioBo «OTrIaBICHUE.

6. B pesynbrare MONYYHTCS THIEPCCHUIKA, CBA3BIBAOIIAs TabopaTopHyio padory 1 ¢
OTJIaBJICHHEM.

7. Dty onepaiyio clienyeT pojeaTh CO BCEMH OCTaIbHBIMH JJA00PATOPHBIMU PA0OTAMH.

8. B wurore moiydurcsi ABYCTOPOHHS THIIEPCBSI3b OTIABICHUS W KaXIOH J1TabOopaToOpHOM
paboThI.

3aganme S. Hanmmmre Gopmyiisl B TEKCTOBOM JIOKYMEHTE.
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PI/IcyHOK 5 — ®opmyisl

Bomnpocsl 111 CAaMOKOHTPOJIsA
1. Kiaccudukamus KOMIbIOTEPOB.
2. TlepudepuiiHble yCTpOWCTBA KOMITBIOTEPA.



ITPAKTUYECKOE 3AHATHUE Nel3. Knaccupukanusi OprreXHMKH.

Hess: [Tonydenune mpakTHYECKNX HaBBIKOB 1O padboTe ¢ Google nmpe3eHTanusIMu.

OoopynoBanue: IIK, OC Windows, MS Office, Google Chrome, metonnyeckue yka3aHus
I10 BBITTOJIHEHUIO JTAOOPAaTOPHOTO 3aHATHA.

Xoxa padoTbI:

1. KomiekTHBHO CO3/1aTh MPE3CHTAIMIO CBOEMY YIeOHOMY 3aBEICHHUIO:

— Co3naBaTh chaiIpl 171 pa3HbIX (PaKyIbTETOB JOKHBI pa3HbIE CTYICHTHI.

— Co0paTh Bce cO3/1aHHbIE CIIai/ibl B €AUHYIO IPE3CHTALIUIO.

— IlepBblit cinaiin 10JKEH COepKaTh Ha3BaHUE yUeOHOTO 3aBEICHMUS.

— Ha BTopoM cnaiife A0 KHBI ObITh IEPEYHCIICHBI BCE (DAKYJIbTETHI.

— Cps3aTh BTOpPOW cllalil CO BCEMM Claiij]aMd TUIEPCCHUIKAMH W YIPaBJISIOIIUMU
KHOIIKaMHU.

— HasnauuTe aHMMAaLUIO U1 CaMUX CJIAWI0B U JJIA UX COIEPKUMOTO.

—  Cuaiiapl 10JKHBI COZIepKaTh TabIUIa, CXEMBbI, H300payKeHHsL.

2. Hmnopruposats ¢aitnel PPTX u PPS, a Takke KOHBEPTHPOBATh UX B IPE3CHTAIUH
Google.

3. Ckawars npesenranuio B (opmare PDF, PPT, SVG, JPG wiu B Buje TEKCTOBOIO
(atina.

4. J1o6aBHUTH B MPE3CHTAINIO H300PAKEHHSI U BUIEO.

5. Omny0nMKOBAaTh MPE3CHTALNIO B HHTEPHETE.

Omuem 110 1a00OPaTOPHON paboTe TOJIKEH COAEPKATh MIPE3CHTALMIO.

Ilo umozam BBHINOTHEHHONM pabOThl HEOOXOAMMO HAY4YMTHCS CO3[aBaTh IPE3EHTALUU
cpeactBamMu Google; cBs3bIBaTh CIANABI C MOMOIIBIO TMIIEPCCHUIOK M YIPABISIONUX KHOIOK;
yMETh UCHOJb30BaTh naHenb Word Art; HacTpauBaThb aHUMAIMIO CJaiIoOB U HUX COJAEPKUMOTO,
BCTaBJIATh N300paKEHUS U BUJI€0; MyOINKOBATh MPE3EHTALUIO.

Teopetuxo-mMeronnyeckass yactb Google IlpeseHTannu — 3TO penakTop A CO3JaHUS U
oopmieHHs mpe3eHTalHH.

Ha Google /[Huck wmoxHO 3arpyxaTh Mpe3eHTaluu ¢ KommbioTepa. [IpeobpazoBar
npe3eHTauio B Gpopmar Google JIokyMeHTOB, MOXKHO peAaKTUPOBATh €€ OHJANH U paboTaTh Haj
HEel BMECTe ¢ APYTMMH I0JIb30BATEISIMHU.

Jist 3arpy3Ku npe3eHTanuy HeoOX0UMO:

e [lepeiiTu Ha CTpaHUILLy.
e Haxare "CoznmaTh" B BepXHEM JIEBOM yIiy, 3areM BbIOpaTh "3arpy3uth ¢ainbl". B

KJIaCCHYEeCKOM MHTepdeiice Hy)KHO Ha)KaTh KHOTIKY < "3arpy3ku" u BeIOpaTh "dailnbl... "
B PacKpBIBIIEMCSI MEHIO.

e BriOpaTh npe3eHTanuio Ha KoMrbioTepe U HaxaTh "OTKpBITh".

e UroObl mo3ke OTPelaKTUPOBAaTh  MPE3EHTALMIO, HYXHO  YCTaHOBUTH  (PIIAXKOK
"IIpeoOpa3oBbIBaTh JTOKYMEHTHI, MPE3EHTALUU, TaOIUIBl U pUCYHKH B ¢opmar Google
JlokymeHTOB".

e Haxarp "Hauats 3arpysky".

e Tlocne 3arpy3ku ¢ npe3eHTalued MoxXHo OyneT paboTaTh Ha CTpaHUILE.



cCia https://docs.google.com/presentation/d/188DZ6_DrkPiMesAMpahRAHORvrZWapaCcWWCNSSgMWoy

lMpesedmayus 6e3 HassaHuA =]
Q@ann MMpaska Bua Beraska Cnafla Qopmar  Ynoprgouwte Muctpymentsl Tabnuwya Cnpaska  Coxpanesme

Pucynok 1 — Crpanuna Google IIpesenrtamuu

Brmanka "®aiin" Google Ilpesenranuu u Bkiaaka "Cnaiin" Google [IpesenTarmm.

»

<« -» C' |G https://docs.google.com/presentation/d/1B!

lpeseHmayus 6e3 Hazsarus -

Qaitn [lpaska Bua Bcraska Cnailg ®Qopmar  Ynop:

CosmecTHeIN gocTyn...

Cozpate >
OTkpbITh... Ctri+O
[MepenmeroBaTts...

Co3gaTe KONUKD. ..

MepemecTuTs B Nanky. ..

Ynanute

WmnopT cnaingos...

MpocMoTpeTE UCTOPUKD U3MEHEHUH Ctrl+Alt+Shift+G

Asbik >

CravaTb Kax N
OnydnukoeaTe B8 MHTepHeTe...
OTnpasuTts coaBTopam. ..

MpukpenuTs & coobUleHno 30, NoYTsI...

HacTpoiku cTpasvusl...
HacTpo#ika neyaTti » npocMoTp

= [levats Ctrl+P

Pucynok 2 — Briragka ®aiin Google Hpe3eHTauHH
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lMpe3eHmayusi 6e3 Ha3saHus [

Qaiin [paska Bua Bcraska Cnang Qopmar  Ynopagouuts MHCTpyMeHTsl

+ - e @ N Hoeuiicnailg Ctr+M

1 LNybnuposaTts cnavg

Yaanute cnang

ViamenuTs doH

MpuntesnTs MakeTt »

CmeHuTs TeMy

Mepexoa.

WamennTs wabnox

e

Cnegyrowmit cnang

NpeasiayLmit cnaitg Pg-1
Mepewivi cnang Home
Mocnegnui cnang End

Pucynok 3 — Bknanka Cnaiin Google IIpesentanuu

Ha Google [{uck MOXHO 3arpy»aTh Npe3eHTallUU CIEAYIOINX TUIIOB: ppt, pptX, pps.

BceraBka u3o0paxeHus

JUnist BCTaBKHM M300pakeHUs B IPE3CHTALUI0 HEOOXOIMMO:

— Ileperamutp n300pakeHNE CO CBOETO KOMIBIOTEPA MPSMO B CIA .

— 3arpy3uTh U300paXxKeHHe, XpaHs;Ileecss Ha KOMIbIOTepe.

— Bgectu "URL" o6mienoctynHoro nzoopaxkenust B UutepHere.

—  Haiitu uzo6paxenue ¢ momouibto "Tlorcka kapruHok Google".

JHloGaBnsiemble u300pakeHus: N0JKHBI ObITh B ¢opmare PNG, JPEG unu GIF (6e3
aHUMAIIHH).

Jlyis BCTaBKM M300payK€HUS! B MPE3EHTALMIO HY>KHO BBIIOJHUTH CIEAYIOLIUE JIEHCTBUS
(puc. 14).

e Haxarp 3Ha4yok "BcTaBuTh M300pakeHue" Ha maHenW HHCTPYMEHTOB. OH HaxoIUTCS
cnpaBa OT 3Hauka T, 00O3HAYalOIIEro BCTABKY TEKCTa. MOXHO OTKPBITh MEHIO
"BeraButs" 1 BeIOpath myHKT "H300paskenue".

e BrpiOpaTh 0MH U3 BapuaHTOB BCTaBKHU M300paxkeHMs], yka3aTh (aiin, BBectu URL wnmm
BBITIOJTHUTH TTOUCK.

e BriOpaB uzo0Opaxkenue, Haxkathb "3arpy3uts" uian "BriOpats".

e l300paxenue OyaeT BCTaBICHO B BEIOPAHHBIN Cllaii.

UTo0Obl IepeMecTUTh U300pakeHUE B IPYTryl0 00JIacTh claiifa, Hy>KHO MEpeTalUTh €ro.
Jnis u3MeHeHus pa3Mepa H300pakeHUs! HY)KHO HCII0JIb30BaTh Oelible TOUKH MacIITaOupOBaHMS,
PAcCIIOIOKEHHBIE B €r0 yIJlax.
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Mpe3eHmalusi 6e3 Ha3saHus [

Qaitn [lpaska Bug Bcraska Cnang Qopmat Yno)

LG ale | Texctosoe none

| Vizobpawenue..

Bugeo..
Word Art

Nunna -

/2K

>

| Purypa >

Tabnuya -

B KommexTapui Ctri+Alt+M

Hoswilt cnavg Ctri+M

WmnopT cnaiigoe.

Pucynok 4 — Bknanka BeraBka Google IlpezenTanun

BcraBka Bueo

Kak BcTaBUTH B Ipe3eHTalMI0 BUIeopoauk YouTube

1. Ortkpoiite daitn B Google Ipe3eHTanusix.

2. Haxmure Ha HYKHBIN CiTaii.

3. Haxwmure Bcmaska — Budeo.

— Haiinure Hy)HO€E BUJICO U HAXMUTE Boibpams.

—  VYkaxure URL ponuka Ha YouTube B COOTBETCTBYIOIIEM IOJIE B BEpXHEW 4acTu
OKHa.

4. Bwumeo Oyzaet BcTaBieHO B (aii.

IIy0nukanusi AOKYyMeHTOB, Ta0JIM1I, IPe3eHTALMI U PUCYHKOB

Xotute, YTOObI TOKYMEHT, Tabiaula, Mpe3eHTalus WIK PUCYHOK ObUIM JOCTYIHBI JUIS
Bcex? OnyOnukyiite ¢aitn B IHTepHETE M MOJyUUTE CChUIKY, KOTOPYIO BBl CMOXKETE OTIPABUTh
J1r0060My MOJIB30BATEINIO WM Pa3MECTUTh Ha CBOEM caiiTe.

Kax ony6nukoBath (aitn BeimonHuTe crieqyromnime 1eMCTBuUs:

1. OrtkpoiiTe TOKyMEHT, TaOJIuIly, IPE3EHTALUIO WA PUCYHOK.

2. [llepeiinure B MeHIO Daiin.

3. Bribepure nynkt Onyoauxosams 6 HumepHeme.

4. OObryHO (ailn myOIMKyeTcsl LETUKOM, OJIHAKO B HEKOTOPBIX CIIydasX OCTYIHBI
JIOTIOJTHUTEIIbHBIE TTapaMeTphI:

— Tabauya. MoxHO BbIOpaTh IMyOJMKAIIAIO BCEW TAOIHUIBI WJIM OTIACIBHBIX JIUCTOB, a
takxe popmat (Beb-ctpanuna, CSV, TSV, PDF, XLSX unmu ODS).

—  Ilpezenmayus. MoxHO BEIOpaTh CKOPOCTh CMEHBI CIIAHIOB.

—  Pucynox. MoXHO BBIOpaTh pazMep U300pakeHusl.

5. Haxwmure Onybruxosames.

6. CxomupyiiTe CChUIKY M OTIPaBbTE €€ MOJb30BaTesIM JIMOO omyOnukyite Qaiin Ha
CBOEM caiiTe.

OOHoBJICHHE ONY0JTMKOBAHHOTO (haiijia

Korna Bbl penakTipyere UCXOIHBIN (ailsl, Bce U3MEHEHHs] aBTOMAaTUYECKH TPUMEHSIOTCS
K ony0ianKoBaHHON Konuu. OTHAKO 3Ty HACTPOHKY MOKHO OTKJIIOUHUTD.

Kak ormenuTs mybOnukarnuto daiina

1. Ortkpoiite HyXHBII (ail.
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[lepeiinure B MmeHI0 Datin.

Bri6epurte mynkt Onyoauxosamo ¢ Humephneme.

Haxxmute Ha Texct "OnyOamuKoBaHHbIE MaTepHabl U HACTPOUKHU".
Brei6eputre Ommenumo nyorukayuro. Kak BRITIAIAT OMyOTMKOBAHHBIN (aii.

HOHBBOBaTeJIB KOTOPOMY BBI OTIIPABHTE CCBUIKY Ha OMyOJIMKOBAaHHBIN (hailsl, He CMOXKeET
BHOCHUTbH U3MeHeHust. Kpome Toro, /uist Hero (aiin OyneT BRIIISIIETh HE TaK, Kak JJis Bac:

—  [oxymenmui. I1anens HHCTPYMEHTOB HENOCTYIIHA.

—  Tabnuywr. Ilanens UHCTPYMEHTOB HepocTynHa. [lonb30Baren BUAST qua- rpamMMbl,
dopmaTupoBaHue f4YEEK M WX 3HAYCHHS, HO HE MOTYT NPOCMATPUBATh WM PEAAKTUPOBATH
bopMyIIBI.

—  Ilpesenmayuu. llonp3oBarenyu BUAAT JTUOO BEPCUIO TOJBKO JUISL MPOCMOTpA, JTHOO
MPE3EHTALIUIO B MIOJTHOAKPAHHOM PEKHME.

—  Pucynku. N300paxxenue noctynHo B ¢popmare PNG.

Hacrtpoiika npaB Ha my0ukanuio ¢aiiaa

Uro0Obl apyrue moib3oBaTeNld MOTIM MyOnMKoBaTh (aily, MpeaocTaBbTe UM JOCTYII C
IIPAaBOM Ha peJaKTUPOBAHUE.

Ecnu BBl XOTHUTE 3ampeTUTh peJakTopaM MMyOJUKOBaTh (paiiy, N3MEHUTE €ro HACTPONKU
CJIEAYIOIIUM 00pa3oM:

—  OTKpoiiTe HYXHBIH (aii.

—  Haxwmwure knonky Hacmpotiku docmyna B paBOM BEpXHEM YTy SKpaHa.

— B mpaBoM HHXKHEM YTy OTKPBIBIIETOCsl OKHA HAKMUTE PacuupenHvle.

— VYcranoButre (Quaxkok "3ampeTuTh pemakropaM I00aBIATH IMOJIE30BATEICH H
M3MEHATh HACTPOUKH AocTyna'.

SICRRN

IIpakTH4yeckas 4acTb
3ananue 1. Co3ngaiiTe mpe3eHTAIMIO CBOEMY YU€OHOMY 3aBEICHUIO.
e Ha nepBoMm cnaiifie JOMKHO OBITh Ha3BaHHE YUYEOHOTO YUPEKACHHUS, B MIOSICHEHUH TOPOT
U Kpam.
— HasBanue yueOHOro 3aBe/ieHHUs CO3/AaeTcs ¢ moMoInbo manenun Word Art.
— Heo0xoaumo BEIOTHUTH MOCIIE0BATETLHOCTh KOMaH g Bemaska— Word
Art.

- 38.T€M, B MMOABUBIICMCA JUAJIOIOBOM OKHC BHCCTH HY)KHBIﬁ TCKCT.

Ynopagounte  WMHcTpyw Bka [locnegHes namex

I-\N€ &-&-=-- Anal > B
=
Kyary]
YToObl coXpanuTk, HaxmMuTe Enter. YTo0bl BEECTH HECKONEBKO CTPOK, HC

Pucynok 5 — Ucnonws3oBanue nanenu Word Art.

C moMoIIpI0 KHOTIOK Ha MaHeNd MHCTPYMEHTOB MOXKHO 3a/1aTh TOJIIMHY W [BET JIMHUHA
OyKB, 3aJIMBKY, HaU€pTaHUE:
e Ha Bropom cnaiiie [OMKHBI OBITH TepeduciieHbl Bce (aKylIbTeThl B  BHJE
MapKHPOBAHHOTO CITHCKA.
e Jlamee Ha Kax/blii (haKyJIbTET OTBOJUTCA O ABa U OoJiee craifna.
e Caifipl TOHKHBI COIEPKATH CIIEAYIONTYI0 HH(POpMAITHIO:
— Anpec dakynsrera, doTorpadus Kopmyca wuiaud sMmOnema (Qakynprera, gaTta
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OCHOBAHHSI.
—  Kakyro crienuansHOCTh TPHOOPETAIOT CTYJCHTHI Ha (haKyIbTeTe.
— Wwmsa nexana dakynbreTa.
—  Kakwue kadenpsr Ha pakynbTeTaX.
— IIpodeccopcko-mipenoaaBaTenbCKuii cocTaB Kadenp.
—  JIMCUMIUTHHBI, IPEToIaBacMble Ha JAHHOM (aKyJIbTeTe.

o 3aroJOBKM CNAiIoB JODKHBI OBITH HamucaHbl npu momoumn manenn Word Art
(Becmaska— Word Art).

. CBs3aTh BTOpPOH cllaiiff cO BCEMHU ClIalilaMU THUIIEPCCHUIKAMU M YIPaBJISIOLIUMU
KHOIIKaMU:

Co Broporo cnaiijia 0OO0€CHEYUTh TIEpPexXoJ IO THIEPCChUIKE K MEpPBOMY claimy
COOTBeTCTBYMOMIETO (hakynbrera (Bcmaska— Ccolika).

Ccoinka Bcrassre CCbiNKy UK BeINONHUTE NOKWCK
MepewIi cnang
» DKC C
MocnegHwui cnang,
Cnang 1 =

Cnang 2: ®akyneTeTsl

m

Cnang 3: Matematnku, MHHopMm...

Cnang 4: ®unonorim

Pucynok 6 — Co3nanne TUIIEpCChITKH.

B nosiBuBIIEMCS OKHE ClielyeT BbIOpaTh Ha KaKOH ciiaii Ha3HAYUTh TUIIEPCCHUIKY.

1. C xaxmoro cnaiia o0ecreynTh MEPexXo]] C MOMOIIBI ynpasiaouell KHONKU Ha
BTOPOM CIAM]I.

— BemonHuTs nocnenoBarenbHocTh Bemaska— Pueypa— Cmpenku.

— Crienyet BbIOpaTh HY>KHYIO CTPEJIKY.

— HaBectu Ha Hee yka3aTeap MBIIIH.

— BrI3BaTh KOHTEKCTHOE MEHIO (TpaBasi KJIaBUIIIA MBIIIN).

— BreiOparb komany Cebuika.
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Ccbinka Bcrasbre ¢ CbIfIKY Unu BbINOMHWUTE NMOUCE

Mepeblit cnang
MocnegHui cnaig
Cnaig 1

Cnaig 2: ®aKkyneTeThl

m

Cnaiig 3: MaTematuku, UHhopMm... |

Cnaiig 4: ©Gunonorum

-

Pucynok 7 — Co3nanue yrpaBisitolieid KHOIKU.

- B nosiBuBIIEMCS cniMCKe clieAyeT BbIOpaTh HYXKHBIN Ciiaii]] (B JAHHOM Clly4yae 3TO
OyZIeT BTOpOH, e nmepeuncieHbl Bce (pakyabTeThl).

- Takum 00pa3om, BO BpeMs JIEMOHCTPAIIUU CIIAKWIOB IIEITYKOM TIO0 ITOM KHOIKE
MOXHO OyZeT BepHYTbCS Ha BTOpOW ciaij (WiaM Ha 1000 Ipyroil, ¢ KOTOpbIM Oyner
YCTaHOBJIEHA CBSI3b YEPE3 KHOIIKY).

2. Tlpu HE00X0AUMOCTH CBs3aTh  MEXIy CO0OM
TUIEPCChUIKaMU WIN YIPABJISIOIMMU KHOIIKAMU Pa3JINYHbIE CIIAN]IbI.

3ananme 2. [IyOnukauus npesentanmu B HTepHETE

Jlig myOnauKauy Npe3eHTaluy HyKHO BBITIOJHUTH CIEAYIOLIUE 1eHCTBUS.

1. OTKpbITh Mpe3eHTalHI0, KOTOPYIO HYKHO OIyOJIIMKOBATh, U BOCIOJIB30BATHCS MEHIO
"®aitn".

2. BwiOpats nynkt "Ony6nukoBats B MHTepHeTe...

3. Haxartp xHonky "HauaTh myGmukarmio".

4. TlomenwuTtbCsi DTOM CCHUIKOW C TEMH, KOMY HYKHO TIIPEIOCTaBHTh IOCTYIl K
IIPE3EHTALUH.

[IpesenTanus O6yaer noctynHa nmo URL no Tex mop, moka oHa He OyneT ynajieHa U He
OTMEHEeHa ee myOnukanus. i1 oTMeHbl MyOJMKalMM HY)KHO BepHYTbcad B MeHio "®daiin" u
BbIOpaTh MyHKT "Onyo6nukoBats B UHTEpHETE... " 3aT€M HY)KHO Ha)kaThb KHONKY "OTMEHUTh

3aganue 3.

1. Co3zpaiiTe npe3eHTAMOHHOE COMPOBOXKICHHUE JEKIIMOHHOTO MaTepHalna, yKa3aHHOTO
IpernojiaBaTesaeM WK Mo COOCTBEHHOMY YCMOTPEHHUIO.

2. Chaiibl JOIKHBI COJEPKATH CXEMBI, TAOIHIIBI, TPAQHUKH, PUCYHKH.

3. Cozpnaiite 3arooBKY claiiioB npu nomouiu ["anepen TekcToBbIX AP PEKTOB.

3ananmue 4. BctaBuTh BUACOPOIUK B CAMI.

Bomnpocsl 111 caMOKOHTPOJISA
BuptyanpHas mammHa.

Buger OC.

3. Tpunnuns! nocrpoenus OC.

=
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INPAKTUYECKOE 3AHATHE Nel4. Tunbl KOMIBIOTEPHBIX ceTel

Heuan: [TonxydeHne IpaKTHYECKUX HABBIKOB IO PabOTe ¢ APXHUBATOPAMH.

OoopynoBanue: IIK, OC Windows, MS Office, Google Chrome, meromuueckue
yKa3aHus 10 BBIMOJHCHUIO JTAOOPATOPHOTO 3aHSTHS.

Xox padoThI:

B mnpaktnyeckoi IeATENBHOCTH apXWBBI CO3JAKOTCS IO HECKOIBKMM IpHuuHam. Bo-
NEpPBbIX, apXUB HEOOXOIMM, €CJIM Bbl coOMpaeTech nepeaars MHpopMaluoo 1no moaemy. Bo-
BTOPBIX, BaM He 00OHUTHUCH 0e3 apxuBa, eciu OoJbine (ailiibl HY’)KHO CKOIUPOBAaTh Ha HOCUTENN
Majoi eMKkocTH. HakoHen, apXxuBUpOBaHUE BBIIIOJIHECTCS IIPU CO31aHUH PE3EPBHBIX KOIUM.

ApXHBaTOp — KOMIIBIOTEpHAs NpOrpaMma, KOTOpash OCYILECTBIISIET CXKAaTHE JaHHBIX B
onuH aiin apxuBa s Oosiee JIETKOW Nepeaydu, WM KOMIIAKTHOTO MX XpaHeHus. B kauecTBe
JAHHBIX OOBIYHO BBICTYHAIOT (ailnpl U manku. Bo3MOXHO, co31aTh apXHB, COCTOSILMN U3
HECKOJIbKUX (haitioB. B aToM citydae pe3ymbraToM pabOThl apXuBaTopa OyAeT OJUH apXHUBHBINA
dariin.

[Ipomiecc co3manusi apxuBa Ha3bIBACTCS apXMBAIMEH WJIM YIAKOBKOW (CokaTwem), a
00paTHBIN MPOIIECC — PACITAKOBKOW MJIM SKCTPAKITUCH.

Cxxatue — 1mpouecc, MpU KOTOPOM yIalseTcsl BCe JIMIIHEE, B pE3yJbTaTe 4Yero
yMeHblIaeTcs: pazmep ¢aitna. Takumu "nmumHUME" JaHHBIMU B (paiiiax MOTYT OBITH CHUMBOJIBL,
KOTOPBIE MOBTOPSIFOTCS, TOCTOSTHHBIE OMTHI U T.A. D()()EKTUBHOCTH CHKATHUS SIBISACTCS OTHON M3
BOXHEHIINX XapaKTepUCTUK apxuBaropoB. OT Hee 3aBUCUT pa3Mep cozgaBaeMoro ¢aiina
apxuBa. UeM MeHblIIE apXuB, TEM MEHBIIE MECTa HY)KHO JUIsl €r0 XpaHEHUs, a Mpu Mepeaaye
(HampuMep, MO 3JIEKTPOHHOM IOYTe), HY)XKHAa MEHbIIas IPOIyCKHas CIIOCOOHOCTh KaHaja
nepeJadyy U TPaTUTCS MEHbIIE BPEMEHH.

IIpu BbIOOpe THma apxuBaTopa OOBIYHO  PYKOBOJCTBYIOTCSI  CIEAYIOIIUMHU
pacCyXAEHUSIMH: CTETEHb CXKaTHs JOJDKHA OBITh KaK MOXKHO OoJiee BBICOKMM, a BpEMEHH Ha
YIaKOBKY M PAaclakoBKY (paiaoB JOIKHO UATH KaK MOXKHO MEHBbIIIE.

Crannapthsiii apxuBarop OC Windows Backup (pucyHok 1) co3maet pe3epBHbIE KOUU
GailnoB Ha KECTKOM JAMCKE Ul XpaHeHMs (paiijloB M mporpaMm, 4To MO3BOJISIET BOCCTAHOBUTH
ClIy4aiiHble TIOTEPH 3TUX OOBEKTOB M3-3a cOOEB MUTaHMS, BUPYCOB U T.A. Ilpu apxuBauuu 3tu
Gaiinel He CXKHMMAOTCS, a 3aHMMAIOT TakMe kK€ O0beMbl, KaKk M HcXojaHble. s 3amycka
IpOrpaMMbl HEOOXOAMMO BBINOJIHUTH CIIENYIONIYI0 nocneaoBareiabHocTh koMana Ilyck — Bcee
nporpammbl — Cranapraeie — CaykeOHble — ApXUBAIMs TaHHBIX.

o)

Plada, wii 4 [0 W OBAESEA
P M 1 MECESW TR COOCE e R M-S0 PRCTE

L. |_;L'bt | L N End |

Pucynox 1 — OkHO apxuBaTopa Backup'

OnHaKo TpU ATOM apXWBHBIE KOIWU 3aHUMAIOT CTOJIBKO )K€ MECTa, CKOJIBKO 3aHUMArOT
UCXO/HBIE (paliIbl, M AJIS KOMUPOBAHUSA MOXKET MOHAJOO0MTbCs MHOro aucker. Ilostomy Oonee
yI00HO MCIOIB30BaTh JUIS CO3aHUS APXUBHBIX KOMUH CIICIMANIBHO pa3pabOTaHHBIE IPOTPaMMEI
apxuBanuu ¢ainos.
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CoBpeMeHHbIE TPOTpaMMHBIE CpEICTBA JJIS CO3JaHUS W OOCTY)KHBaHUS apPXUBOB
OTJIMYAIOTCS OONBIIMM 00BEeMOM (DYHKIIMOHAIBHBIX BO3MOXXHOCTEH, MHOTHE W3 KOTOPBIX
BBIXOJIT 32 PAaMKHU TPOCTOTO CKaTHS JaHHBIX M A(PQPEKTHBHO OMOJHSIOT CTaHIAPTHBIC
Cpe/CTBa ONEpaIMOHHON CHCTEMBI. B 3TOM CMBICIIE COBPEMEHHBIE CPEJICTBA apXUBAIIUU JAHHBIX
Ha3bIBAIOT IMCIETYEPAMHU APXHUBOB.

K 6a30BbIM (YHKIMSIM, KOTOPHIC BBITIOJHSIIOT COBPEMEHHBIE JHUCIETYEPHl apXHBOB,
OTHOCATCS: U3BJIeUeHUE (PANIOB U3 apXHMBOB, CO3JJAHNE HOBBIX apXMBOB, J00aBieHUE (aiiioB B
UMCIOIIUICS apXuB, CO3IaHUE CaMOPACIIaKOBBIBAIOIIUXCSI apXHBOB, CO3JaHUE PACIIPEICIICHHBIX
apXMBOB Ha HOCHUTENSX MajOW €MKOCTH, TECTHPOBAHHE LIEIOCTHOCTH CTPYKTYpPBHI apXHBOB,
MOJTHOE WJIM YacTUYHOE BOCCTAHOBJICHHWE TIOBPEKICHHBIX apXUBOB, 3alllUTa apXWBOB OT
IPOCMOTPa M HECAHKITHOHUPOBAHHOM MOIM(DUKAIIH.

K nonoHuTeIbHBIM  (PYHKIIUSIM JUCIIETYCPOB  aPXHUBOB  OTHOCSATCS  CEPBHUCHBIC
byHKIIMKM, ngenaromme padotry Oosee ymoOHOW. OHHM YacTO PEATU3YIOTCS BHEUTHUM
MOJIKJTFOYEHUEM JIOTIOJIHUTEILHBIX CIY)KEOHBIX MPOrpaMM M 00ECIEUYUBAOT: MPOCMOTp (haiiioB
pa3nuuHbIX (opMaToB 0Oe3 W3BICUCHHS] WX W3 apXHWBa; NOUCK (ailyloB W JTaHHBIX BHYTPHU
apXMBOB; YCTAaHOBKY IpPOrpaMM W3 apXWBOB 0€3 MPEIBapUTEIBHON PACHAKOBKH; MPOBEPKY
OTCYTCTBHUSI KOMITBIOTEPHBIX BHPYCOB B apXHMBE J0 €ro paclakoOBKH; KPHUITOrpaduyecKyro
3alIMUTy AapXWBHOM WH(OpPMAIUU;, JEKOAMPOBAHUE COOOIICHUH DIIEKTPOHHOW  MOYTHI;
«po3padHoe»  yIuloTHeHWe  ucnoiaHuMbeix — QaiimoB  .EXE wu  .DLL;  co3manue
CaMOpPAaCMaKOBBIBAIOIIMXCS MHOTOTOMHBIX apXWBOB;, BBIOOP WJIM HACTPOWKY Ko3(hdunmeHra
cKaTus nHpOpMaIum.

7-Zip (pucyHOK 2) siBJIsieTCs CBOOOHBIM (hailJIOBBIM apXUBATOPOM C BBICOKOW CTECIIEHBIO
cokatus JaHHbIX. [lomjep)kuBaeT HECKOJIBKO AITOPHUTMOB CXATHUS M MHOXKECTBO (OpMaToB
JIAHHBIX, BKJItOYas COOCTBEHHBIH (opMmar 7z ¢ BBICOKOA((EKTUBHBIM aJITOPUTMOM CIKATHS
LZMA. Tlporpamma paszpabarbiBaetcss ¢ 1999r. m sBisiercss OecIulaTHOM, a TaKkKe HMEET
OTKPBITHINA HCXOAHBIN KOJI, O0JIbIIAs 4ACTh KOTOPOTrO CBOOOJHO PACIIPOCTPAHAECTCS Ha YCIOBHSAX.

Znin Dpassn Bun Lbafpesce Czpswr Drpees
o
- v w = X i
ik, . AR T BT AT HonAteaTe MepeHaTATn ¥AAMH T P DSOS
- v

ez newg offpmoon; O

Pucynok 2 — OxHo apxuBaropa 7Zip

YroObl BOCHONB30BATECS (ailjioM, COAEp)KalllUMCs B apXHBe, €ro HY)XHO M3 apXuBa
u3Biedb. Onepanus u3BiedeHus ¢aiiiaa Wiv Nankyd U3 apxuBa OOBIYHO BKIIIOYAET B ce0sl TpU
CTaJIuU: OTKPBITHE APXHUBA, IPOCMOTP U U3BJICUCHUE.

OcHOBHbIE XapaKTepUCTUKU 7-Zip: noanep:xxubaemole popmarsr: 7z, ZIP, CAB, Z, MSI,
RPM, DEB, NSIS, LZH, RAR, ARJ, WIM, CHM, GZIP, BZIP2, TAR, CPIO, ISO u RPM,;
OUYEHb BBICOKAs CcTeNeHb ckaTus B opmare 7z; mis popmaroB ZIP u GZIP crenens cxarus Ha
2-10% Bbime, yueM B PKZip u WinZip; BO3MOXXHOCTh CO3[aHHMS CaMOPACIAKOBBIBAIOIIMXCS
apxuBoB sl ¢opMara 7z; BO3MOKHOCTh HIM(POBAHUS apXHWBOB; BCTPOECHHBIN (PailloBBIN
MeHeJKep; uHTerpanus B 00o10uky Windows; ruiarus st nporpamMbel FAR Manager; ninarun
nst iporpammbl Total Commander; MomiHast Bepcus 1Jisi KOMaHIHOW CTPOKH; MHOTOSI3BIKOBOM
uHTepdeiic (ecTh pyCCKHii A3bIK).

Bo3moxHBI cuTyanuu, Koraa He0OXOAMMO YAAIUTh HEKOTOpble (ailibl U3 apXuBa, JUIs
3TOro He 00s3aTeNbHO CO3/1aBaTh apXHB 3aHOBO C HOBBIM COCTaBOM OOBEKTOB. JlocTraTouHO
OTKPBITh SNM apXHB, BBIICTUTH (haliiIbl 1715 yaajaeHus, 3ateM Haxath kiapuiry DELETE.

B Tex ciydasx, korga apxuBanus IOPOU3BOAUTCS s IEpeJaud  JTOKyMEHTa
NOTPEOUTENIO, CIelyeT MpeIyCMOTPEeTh HAJIWYMEe y HEro IMpPOrpaMMHOIO  CpPEICTBa,
HEOO0XOMMOTO Il M3BJICYCHHS MCXOJIHBIX NAHHBIX W3 YIUIOTHEHHOro apxuBa. Ecim Takmx
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CpeACTB Yy  TOTpeOMTENss HET —  CO3JAl0T CAaMOPACHAKOBBIBAIOIIMECH  APXUBBI.
CamopacnakoBBIBAIOIIUICS apXUB TOTOBUTCS Ha 0a3ze OOBIYHOIO apXMBa IyTeM MPUCOETUHEHUS
K HeMmy HeOOoJbIIoro mnporpamMmmuoro moxynia. Cam apxuB mnony4aer pacmmpenue EXE,

XapaKkTepHOE VISl UCTIOJIHAEMBIX (haiiyioB (pUCYHOK 3).

o2

jIEE———

el Cprmzams nepon:.
Fafiom #2 Tota pasuan v Sadm: Voo unspoasus AES-2%6 w
L rrmmene wuss Salime

[ Lf | Lmaees Naucaie |

PI/ICYHOK 3 - CO3,I[aHI/Ie CaMOPACIIaKOBBIBAOIICTOCA apXHBa

IIpakTH4yeckoe 3aganue

3aganue 1. Co3paiite B nanke Mou JOKYMEHTHI B IAIIKE€ CBOETO Kypca MankKy rpyIibl.
3aganue 2. CxonupoBaTh nanky Moy puCyHKH B MKy CBOEH I'PYIIIIBI.

3aganue 3. BbINOAHUTH apXMBALMIO JIAHHBIX C IOMOLIBIO CIY)KEOHOW MporpamMmmbl

Backup. BaHaHI/Ie BBIIIOJIHATL MOLIAroBO HaXXUMasl KHOIIKY I[anee. HpI/I 3aIllyCKE ITPpOTrpaMMBbI
YCTAaHOBUTH CJICAYIOIIUEC MMapaMETPhI:

MIPEJOCTaBUTh BO3MOKHOCTh BBIOOPA 00BEKTOB JJIs1 apXUBALIUY;

BbIOEpHUTE MAIKy ¢ UMEHEM Ballleil TPpyIIb;

pacrioyiokute apxuB Ha Pabouem ctoe;

UMs apXUBY 3a/1aiiTe cBoeH pamuinuei;

JOTIOJIHUTEIBHBIN MApaMeTp — THUII APXUBUPOBAHUS €KETHEBHBI;

MIPOBEPSTH JAHHBIE ITOCIIE APXUBALINU;

3aMEHUTH CYLIECTBYIOIINE APXUBBI;

JOCTYII TOJIBKO — IMUHUACTPATOPY;

BBITIOJIHEHUE apXuBannu — ceiiyac. [1o okoHYaHUM MPOCMOTPETh OTYET O padoTe.
3ananmue 4. 3anycTuTh NporpaMmy 7Zip pa3iMyHbIMU CIIOCOOAMHU.

3aganue S. BpINOJIHUTH apXMBUPOBAHUE MANKd C HMMEHEM TPYHIbl C IOMOUIBIO

nporpammsl 7Zip. [lyis apxuBa BHIIOIHUTE CIIEAYIOIINE TapaMeTphl:

apXuB Ha3BaTh CBOEH pamunuei;

dbopmar apxusa - 7Z;

YPOBEHB CKATHSI — HOPMAJIbHBIN;

MeTox cxarus —BZip2;

pa3bouTh Ha ToMa pazMepoM — 1,4M;

3a/1aTh MAPOJIb IS APXUBA;

apXxuB cOXpaHuTh Ha Pabouem croie.

3ananmue 6. [IpocMoTpeTh cofepKUMOe apXUBHOTO (hailyia pasHBIMU CIIOCOOAMH.
3aganue 7. BeINOIHUTE apXUBHUPOBAHUE IMANKK ¢ UMEHEM Ballleld TPYIIBI C TOMOIIBIO

nporpammsl 7Zip.
Jlnst apXuBa BBIITOJTHUTE CIIEAYIOIINE TapaMeTphl:

apX¥B Ha3BaTh CBOUM UMCHEM;
dbopMmar apxuBa - 7Z;
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® YPOBEHb CIKATUSI — MAKCUMAJIbHBIA;
e MeTox cxarusa — LZMA;
e pa30ouTh Ha TomMa pazmepoM — 700M;
®  OINIMs CaMOPACTIAKOBBIBAIOIIIECTOCS apXUBa;
® 33/1aTh MapOJIb IS APXHBA;
e apxuB coxpaHuTh Ha PaGouem crote.
3ananue 8. PacnakoBarTh cO3JaHHBIE apXHWBhl B manky Mou JTOKYMEHTHI pa3HBIMHU
crocodaMu.
3apanue 9. Y nanuth ¢ Pabouero crona co3manabie BaMu 00beKThl B Kop3uny.

Bompocs! 1151 caMOKOHTPOJIS
1. ®OyHKUMU TEKCTOBOIO MPOIECCOpa.
DeMEeHTHI TEKCTOBOTO JOKYMEHTA.
3. dopmaTupoBaHHE TEKCTA.

no
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HNPAKTUYECKOE 3AHSATUE Nel5. Knaccndukanus cereif mo TOnoJ0ruu Hin
apxurekrtype.CeTeBble YCTPOMCTBA.

Hean: [TonxydeHre MpaKTHYSCKUX HABBIKOB MPOCKTUPOBAHHUS IPE3CHTAIIHI.

OoopynoBanme: IIK, OC Windows, MS Office, meroguueckue yKazaHUs 10
BBIMIOJTHEHHUIO JTA00PATOPHOTO 3aHATHS.

Xoxa paGoThl:

1. 3anmyck u 3HakoMcTBO ¢ mnporpammoii MS PowerPoint. Haubonee
pacmpocTpaHeHHBIM criocoboM 3anmycka MS PowerPoint siBiisiercst ucronbp3oBanue KHONKU [1yck
Ha maHenu 3amad  Windows, ganee —>Bce npoepammur  —»  MicrosoftOffice—

>MicrosoftOfficePowerPoint Ilocie 3amycka mporpamMMbl OTKPBIBAETCS OKHO, COJEpIKaliee
nyctyto npesenranuio. Okno MS PowerPoint cogepxut Habop MeHI0, TaHeIel HHCTPYMEHTOB U
JIPYTHX S3JEMEHTOB, XapaKTepHBIX sl Bcex mporpamm Microsoft Office 2007, a taxke psn
KOMIIOHEHTOB, CBOMCTBEHHBIX TOIbLK0 MS PowerPoint.

Crtpykrypa okHa nakera MS PowerPoint BBITISIUT B COOTBETCTBUU C MPEIJIOKEHHBIM
unrepdeiicom MicrosoftOffice. Hanpumep, B MSPowerPoint2007 B 51eBoii 4acTH pacrooKeHO
OKHO BBIOOpA BHJIa IPOCMOTpA CIANA0B MPH UX peaakTupoBaHuu. OHO COIEPKUT JIBE BKIIAIKU:

e Cmpykmypa — B 3TOM pexXuMe CJAlIbl 0TOOPaXKAOTCA B BHAE HeOOJLIINX

NPSIMOYT0JIbHUKOB, PAAOM € KOTOPHIMH BBIBOAUTCS TEKCT MpPe3eHTALUM;

e (naiidpl — NPOCMOTP OTAEJbHBIX CJI1AHI0B B MUHHATIOPE.

: 12y
BHU3y OKHA CIIPaBa PacIoI0KEHbI KHOIIKH 88 = ITo yMOIYaHUIO HCIONB3yeTcs

Obvlunbiti  pescum , B KOTOpPOM BBIIIOJIHSIFOTCSI OCHOBHBIE JIEUCTBUS IO pa3paboTke
Ipe3eHTalMU. DTOT PEXUM BKIIOYaeT Tpu okHa: Cmpykmypa/Cnaiider aeBas 4acTb pabodero
okHa, Craiio0 — cpeJHss 4acThb paboyero okHa U 3amemku K catioy — HWKHSA 4acTb paboyero
okHa. Ha manenmu Cnaiio cnaiipl mpelcTaBieHbl B TOM BHJE, B KaKOM OHU OTOOpas3siTcs Ha
’KpaHe B Iporecce nokasza. [lanens 3amemxu k cnaudy TpeqHa3HA4YeHa Ul BBOJA 3aMETOK
Joknaauuka. Pazmep mo60i U3 naHenei MOXXHO U3MEHUTh, [IEPETaIllUB €€ TPaHHIIbIL.

3aronoBOK cnamaa

MNoasaronoBoK chanaa




o = =1 o~
Peoicum  copmuposewuka craiioos |88 nossonser BBIBOJMTH Ha JKpaH BCE Ciaiapl B
MHUHHATIOPHOM H300pakeHHH. B 3TOM ke peXuMe MOXXHO MEHATh I0CIIEA0BATEIbHOCTh
CJIaii1I0B, IEpEeTacKMBasi UX Ha HOBOE MECTO.

Pexxum [lokaz cnaiioos ¢ mexkyweeo cratioa, 0003HaAUYCHHBIH 3HAYKOM w, ITO3BOJISAET
JIEMOHCTPHUPOBATH CIAlbl, HAUMHAS C TEKYILETO.

AHaJIOTUYHBIE PEXKUMBI MOXXHO OOHAPYKHUTh TPAKTUYECKH BO BCEX BEPCUIX
MSPowerPoint.

2. Hacrpoiika mnapaMerpoB mnpe3eHTanuu. HacTpoiika OCHOBHBIX IapaMeTpPOB
Npe3eHTAllMd OCYIIECTBIsAeTCsl Ha mnaHenu Jusaun ([lapamemper cmpanuyvr —>Pazmep
cnai0og (yCTaHOBUTH BBICOTY, UIMPHUHY, OpPUEHTAIMIO0). MakeThl ClaiiiIoB MO yMOJTYaHUIO
HACTPOEHBI Ha albOOMHYIO OpHeHTauuo. /s Bcell mpe3eHTaluu MOKHO YKa3aTh TOJIBKO OJIHY
OpPUEHTALNI0 — aJIbOOMHYIO WJIM KHUKHYIO.

3. Hactpoiika napamerpos cnaiina. Ha nanenu JJuzauns rpynne Tems: BoIOUpaeTcs
cTHIT O(hOpMIICHUS claiina.

lﬂn _
- (LT L S Artesims Nusas (radare PO e o Puigat ot ewa
“ F' ‘I | - v : [ . ey -
>_>J "_J A.' ' AJ - F‘. 1 , - | A.‘ |- gt
Tapsnn iy Opwerngn || aovoes w—— | pr—— - cceces . | Swunme ! | RS
TR ks & Al

Imahan
Thag A fow (T Tesne

Ha manenu Anumayusa B rpynne Ilepexoo k smomy cnatidy CO3Aa€TCsd aHUMAIIMOHHBIH
addekr crnaiina (Beroop 3ddexra, npuMeHeHne 3ByKoBoro 3ddexra, CKOpoCcTh Mmepexoia, CMeHa

cnaﬁz[a 10 HICJTYKY MBIIIN UJIA aBTOMaTI/I‘leCKI/I).
L LENY Faopatsorems

- = s | | Wy deys epecopa puvssal = L el
B G R -

sof Npmserary ko acem Aptomatweram nacae 0000
Mepenta « Wiy Uraday
4. Co3nanne u odopmienne mycroro chaaiiga. Ilpuctynmas k pazpaboTke

Mpe3eHTalM, MO’KHO HauyaTh C IMYCTOTO claiifa, BOCIOJb30BaThCs CTaHAAPTHBIMU IIa0JI0HAMU
WIK MOJUGHUIMPOBATE TOTOBYIO Mpe3eHTaluio. BpIOOp TOro mim MHOro crnocoda 3aBHCHUT OT
KOHKpEeTHOM cuTyanuu. Eciu, Hanmpumep, HET HUKAKUX WJEH, KPOME TEMAaTUKH TPE3EHTAIUH,
MOXKHO MpUOErHYTh K momoliu Mactepa aBTocoaepkaHus. Ecnu conmepikaHue mnpe3eHTaluu
roToBO, HO TpeOyercs NHOMOIIb B €€ OQOpPMIEHMHM, MOXKHO BOCIOJIb30BaThCS IAOJIOHOM
opopmieHus cnaiiioB. B Tex ciydasx, Korma W cojaep)kaHue, W BHEUIHUI BUJ MpPE3CHTALUU
OTIpeieNIEHBl, JTy4llle Ha4aTh C IyCTOM Mpe3eHTAlIIH.

IIponiecc cozmaHusi Mpe3eHTAlMM COCTOUT M3 O(QOPMIICHMS CIIAHJ0B M HANOJIHEHUS
HeoOXxoauMbIM cozepxkanreM. Co3aaHue MyCcTOro ciaiia ocyecTBisercs koManaamu [ nasnas
—>Co30amu caaiido —>I1lycmoti caaiio.

Hna odopmnenus cnaiina Microsoft Power Point mnpenoctaBnser pa3paboTuuky
MHO>ECTBO BO3MOKHOCTEH:

e  pa3MelleHHe TeKCTOBOM U TaOIMYHON MH(POPMAINH, WUTIOCTPAIU U ITPoY.;

® CIIOJIb30BAHME AHMMALMOHHBIX 3(G(EeKToB co crlaiilaMu ©  3lIeMEHTamH,
pa3MENICHHBIMY Ha Cale;

®  Kpaco4HOE odopmieHue BCEro  claija:  yCTaHOBKA ¢dona,
111a6JI0HOB O(hOPMIICHUS;

e aBTOMATHYECKas WM Py4dHaAs CMEHAa aHWMAIMOHHBIX 3(P(HEKTOB ¢ OOBEKTaMU Ha
claine.

Pa3memenune TekcroBor wuH(popmanmu. Ha crmaiimax TeKCT mNpeacTaBieH B BHIAC
TEKCTOBBIX TMOJeH. JI7Is BCTaBKM TEKCTOBOTO TOJII HEOOXOAMMO BBIOpaTh Ha TaHENH
WHCTPYMEHTOB Bcmaexa B rpynne Texcm koManny Haonucw, B 00acTH cliaiiia MENKHYTh Ha
JIEBYIO KIIABHIITY MBIIIIA U BBECTH TEKCTOBYIO MH(popManuto. Hampumep:
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2 Pabora c TekcToBou HPopmaumen o
Y i i -0

¥

I[Ipy >TOM ¢ TEKCTOBBIM IIOJIEM JOIYCKAIOTCA BCE ONEpaluu rpaqmqecm@‘

00BEKTa: MepeTacKuBaHKe B 00JacTH Cliaiijia , TOBOPOT Ha JIFOOOH yrojl M3MEHEHHE Pa3MepoB.

[Tpumenenne GpOHOBBIX, TEHEBBIX U 00BEMHBIX 3((HEKTOB OCYLIECTBISETCS B Tpynne Pucosanue

Ha TIaHeJIu MHCTPYMEHTOB [ tasnas (3anuBka ¢urypsl, Kontyp ¢urypsr, Dbdexts s duryp,
DKCIPECC-CTUIIN).

sl NI ) =y ) S 3anuexa durypei ~
| VAt K W= 58 e | L-é "/ Z Koutyp durypsl

04 \ /-\ { } ﬁ - Ynopneoum 3KCUDCEC-CWVI” = SOEXT™ Arn SWrYD

Pucosanne = |

e
PenaktupoBaHue TeKCTa OCYHIECTBISAECTCS CTAaHAAPTHBIMU CIIOCO0aMU, T. €. B TEKCTOBOM
mojie HeoOXOoIuMO paboTaTh C TEKCTOM B PEXHME TEKCTOBOTO pEIaKkTopa: W3MEHEHHE
KoH(urypauuu mpudra, 1iBeTa U pa3mMepa CUMBOJIOB U T. 1.
TekcToByr0o HMH(pOpPMAIMIO MOXXHO BCTaBUTh B JCKOPATUBHOM CTHJIE C ITIOMOIIBIO

penakTopa WordArt(Bcmaexa —>WordArt).B MTOSIBUBIIIEMCSI OKHE
‘WordArt

BbIOpAThH = HeoOXoIuMyl0 KOH(puUrypanuio H B 00lacTH cjlaiiia B pexume

pelaKTUPOBaHUS U3MEHUTD Texcm Haonucu, Harpumep:

PaboTa C TeKCTOM

AmnanornunbiM  obpazom Power Point pomyckaer Bce omepanuu  00pabOTKH
rpauueckoro o0ObeKTa U peIakKTUPOBAHUS TEKCTA.

Pasmemenne wmmoctpauuii. Ilox wmmoctpammsmu B PowerPoint moHumarorcs
rpadpuueckue OOBEKTHl (PUCYHOK, KiHI, QoToanb0oM, @uUrypsl, oO0OBeKTh SmartArt,
auarpaMmsl). [l MX pasMmeleHus Ha ciail Heo0X0AUMO BOCHOIB30BAThCs MaHeNblo Bemaska,
rpynnoi Mnmocmpayuu. Pucynku, pororpaduu, KIMnel MOKHO 3arOTOBUTH 3apaHee. DUTYpHI,
00bexThl SmartArtu [luarpamMmbl CO3/1al0TCS HEMOCPEACTBEHHO Ha ciaiiae. Hampumep, ans
pa3MmenieHusl pucyHka win ¢otorpaduu U3 BHEMIHEro ¢aiiga HeoOXOJAMMO aKTHBU3UPOBATH
KoMaHay PucyHokx W BbIOpaTh HEOOXOAUMBbIN (Qaiin. [lanmee MOXHO H3MEHSTH pa3Mephl,
MECTOIOJIO)KEHUE U Jp., WUCIOJIb3Yys CTaHJapTHBIE Olepaluu ¢ OObeKTaMH. AHAJOTUYHBIM
o0pa3omM pasmeraercst Knun, coznaercs @omoanboom.

Coznanue >¢p¢exroB anuManuu. i BHEIpEHHUs] aHUMAIIMOHHBIX 3()()EKTOB K 00BEKTY
HEOOXO/MMO €ro BBUICIMTh M BbI3BaTh Ha D3KpaH MaHens 3anad Hacmpoiika anumayuu
(Anumayuss —>Hacmportika anumayuu).MS Power Point mo3BojsieT HCHOJIB30BaTh YETHIPE
TPYNIbl aHUMAIMOHHBIX 3((EKTOB, BHI3BIBAEMBIX IMPU AaKTHBALUUW KOMaHIbl /[obasums
agpgpexm: Bxoo — »sddexrt, ompenensiomuii TMOSBICHUE BBIACICHHOTO O0BEKTa U €ro
pasMenieHne Ha ciaiine, Bwulioenenue — d>GdEKT ANs BBIICICHUS UMEIONIETOCS Ha craiiie
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00bekTa, Boixod — 3¢ddekt i BeiBoga oObekTa u3 cnaiina, [lymu nepemewjenus — >PQexT,
MO3BOJISIIOIINN TIepeMenIaTh O0BEKT MOCIANAY B Mpollecce Mokaza mpe3eHTanuu. Jis omHoro
00BEKTa MOKHO HCIIOJIB30BATh MHOKECTBO 3(PPEKTOB.

Cuenapuii BeinoiHeHUus 3(PpPexToB aHUMAIMKU OyAEeT OTpa)kaThCs B OKHE MaHeNlu 3a/1ay
Hacmpoiika anumayuu B Buae mnocienoBarelabHOCTH 3amuceidl. Kaxapiii >pdexr MoxHO
3allyCTUTh MO IIETYKY MBIIIM, aBTOMATUYECKU BMECT€ C MPEABIAYIIMM WIH Mocie
OpPEIBIAYIIEro, a TaKXKe OINpPENeNUTh CKOpOoCTh aHuMmanuu (mons Hauarno u Ckopocmb).
OddexTsl U mapameTppl aHUMAIMM MOXKHO TaK)Ke€ H3MEHSTh, aKTHUBU3UPOBAB BCIUIBIBAIOIICE
MEHIO JII000H aHUMAIMH U3 CIHCKA.

[IpocMoTp mipe3eHTanyu. 3aBepiiuB padboTy HaJl Mpe3eHTAIeH, MOXKHO MPUCTYIUTH K €
IPOCMOTPY, 4YTOOBI OLIGHUTh BHJ U COACp)KAHUE CIAWJOB W TNPH HEOOXOAWMOCTH BHECTH
n3meHenus. B MS Power Point mpocMoTp ciaiiioB oCyImecTBIseTCs] HECKOJIBKUMHU CIIOCOOaMHU.
OOBIYHO 3aIyCK M IMOKa3 MPE3CHTAI[MH MPOU3BOAAT C MOMOIIBIO naHenu [lokas cratioos. Ilpu
9TOM MOKHO BBIOpaTh PEXHUM NpOocMOTpa (C Hayala, ¢ TEKyLero claifa WiIM COo3/AaTh
IIPOU3BOJILHBIN MIOKA3).

3aganus 1J151 CAMOCTOATEILHON padoThI

1.3anyctuth Microsoft Power Point u BHHMATENbHO H3YYUTh paboOUyr0 00JIACTh
IPOTPaMMBI:

® HAWTH U IPOBEPUTH pabOTY KHOIIOK PEKHMOB IIPOCMOTPA;
e B 001acTh 3amemxu K cratidy BBECTH 3aMeTKy (Hampumep “Moii mepBbIii cnaiin”).

2. OpopMHUTH TUTYIBHBIN JHUCT:

e HacTpouTth [lapamempsl cmpanuysbl: yCTaHOBUTH Opuenmayuio ciatioa — AnbOOMHas,

BbIOpaTh Temy Odunmansuas, Cmuns ¢pona — Ctais 2;

. BBIOpAaTh aHMMAIIMOHHBIN abpdexr nmns  cmaiina  Pacmeopenue, Cropocmu
nepexooa — Mennenno, Cmena cratioa — Aromarnuecku mocie 00:09;

e B  KauecTBe 3aroysioBka  BBecTd  “Mcnonb3oBaHue — MHQOPMALMOHHBIX U
KOMMYHMKAI[MOHHBIX TEXHOJOTUH B Yy4eOHOM Ipolecce”, YCTaHOBUTh MIPUPT
TimesNewRoman, pasmep mpupra — 28, mBer moaodpath CaMOCTOSTENBHO, B

3aBUCHMOCTH OT BEIOPAHHOW TEMBI;

e B KauecTBE IMO/3aroJioBKa BBECTH CBOIO (PaMHIIUIO, UMS, OTYECTBO, YCTAHOBUTH HMIPUDT
TimesNewRoman, pazmep mpudta — 24, 11seT nogo0paTh CaMOCTOSATENBHO;

® pa3MECTUTh HAa TUTYJIBHOM JiucTe 00OBeKT SmartArt, BeIOpaTh HenpepuigHulili 610uHbil
npoyecc w3 Ttpynnsl [Ipoyecc. 3anOMHUTH SJIEMEHTH CIEAYIOUIMMH TEKCTaMH:
Nudopmaruzanus obmecta, Mupopmatuzanms obpazoBanus u MHpopmaTuzanms
yueOHOro Ipoliecca.
B pe3synbTrare BBINOJIHEHHBIX IEUCTBUMN CIANW JOJDKEH PUHATH CIEAYIOILIUN BUL:

T e e U e——— .

D ymall & L
— e s G vt g

Henonvsopanme nuQopMatponnbIx n
KOMMYHHEJIHOHHBIX TEXHOA0MNN B vaehHom

npotecce

HBAHOB HBAH HBAHOBHY

-94-



3anmyCcTUTh MPE3EHTALUIO Ha IIPOCMOTP.
3. Co3marh  mycTO# crai. Beibpare  Temy Acnekt  (IIEIKHYTh

IPaBOi KJIaBHIIEH MbIN HA Acnexm —>[Ipumenums K gvl0eIeHHbIM Cat0am);

BBECTU B KaueCTBE KOJOHTUTYJIOB JaTy U HOMEp Claiijia Juisi BCeX, KpOME TUTYIbHOTO
(Bcmaska —> Kononmumynw),

pasMecTuTh B IIeHTpe cinaiiga TekctoBoe mnoje ¢ Haanucbto “OCHOBHBIE
HAITPABJIEHUA UKT B OBPA3OBAHWUWN”, nns odopmieHHS TEKCTOBOTO ITOJIS
BEIOpaTh Dxcnpecc-cmunb —> —» Axyenm 3, s IPUJAHKS TEHU BBIOPATh Dhghexmul
ons pueyp —> —>Tenv —> Cnesa co cmeujenuem,

CO371aTh U Pa3MECTUTh Ha CTaii/ie aHAJIOTHYHBIM 00Pa30M IIIECTh TEKCTOBBIX

nonieii ¢ Hagnucsamu: KT B kadectBe o0bekToB m3yueHusi; MKT B kauecTBe cpencTBa

o6yuenus; UKT mns ynpapiieHusi yaeOHBIM 3aBeicHHEM U yueOHbIM Tiporieccom; HWKT  ms
opranu3anuu  uHTeiekryaapHoro nocyra; MKT gns aBromaruzanuu mpoueccoB KOHTPOJI,
Koppekuuu, TectupoBanust u ncuxoauarsoctuku; UKT B kauecTBe MHCTPYMEHTOB OOy4YeHUS,
MO3HAHUS ceOs W JIEHCTBUTEIHLHOCTH. PacIlOIOKUTh BCE TEKCTOBBIC IIOJSI CHMMETPHUYHO
OTHOCHUTEIIBHO IIEHTPAJILHOTO U MOABECTH K HUM CTPEIKH;

. Teameas | Brwwn  Dewie  Seewwpn Do oelons et 2
- | N = B Cas N0 & b e Moo
y & siriie 200 P B Ami o »

.;;J.Q _—J = LT O - J S ol LS e S ey -
sy RN W2 TS BRI . 5 NN\ () S i vt | g Sagpns”

Ty s S e R sl = P —

HKT » xavecrne HKT » xavecrae cpeacins

OOReKTOR HIVITERS ooy enan

HRT 11m yopantenns OCHOBHbI

A lal 150 ARCIIRRT™™M B "\l"'\"ll 'I'l"‘

VB BPOTACTe BHE IPEHHAHK]
B OBPAROBAHHH

HKT 112 opraswansn
ARTCLICNTIV A TMROTe

eI

~ X

HET » xavectine HKT Liw aptoMarnsannn

RRCTPY MONTOB 0in Nemun BPORECCOB KONTPOIR
2O ININEE (oo B KOPPEXHNR, TeCTRPpODANRN

BOwe ™
MECITARIC IMAROCTS » . MRS T TeKS

KaXXZI0€ TCKCTOBOC IIOJIC W YKA3aTCJIIbHBIC CTPCJIKU BBIBOAWUTH Ha cllaiig ¢ 3(1)(1)6KTOM
AaHUMaAllu, HA9YNHasd € HCHTPAJIbHOI'0 C aBTOMATHYCCKUM IICPEXOJ0M Ha APYTUC ITOJIA.

BOHpOCLI IJIL CAaMOKOHTPOJIA

1. OcHoOBHBIE OHATHS JIEKTPOHHBIX TAOJHII.
2. DyHKIMM JIEKTPOHHBIX TAOIHII.
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HNPAKTUYECKOE 3AHATUE Nel6. [lonsiTue KOMNIBIOTEPHOI 0€30MaCHOCTH.
3ammMTa 0T KOMIILIOTEPHBIX BUPYCOB

Heap: [lonyyeHne npakTHUYECKUX HABBIKOB 3alIUTHI (aillIoB OT HECAHKIIMOHUPOBAHHOTO
JI0CTyTIA.

O6opynoBanme: IIK, OC Windows, MS Office, meroguueckue yKaszaHus IO
BBITOJIHEHUIO JTAOOPATOPHOTO 3aHSTHS.

Xox padoTbI:

B Word, Excel, Power Point u apyrux nporpammax MS Office ectb
BO3MOKHOCTb 3alUThl (pai/IOB OT HECAHKUHMOHMPOBAHHLIX n3MeHenuii. Hanpumep, B
Word cyiecTByoT clieAyromme BO3MOKHOCTH OrPaHHUYeHHs JOCTYIA K JIOKYMEHTY
JUIsl 3QIUThI €10 OT HECAHKLIMOHUPOBAHHBIX H3MEHEHHIH:

Ha3nauenne napoasi AJasi OTKPBITHA JAoKyMeHTa. YroObl npeiorBpartuth
n000€e OTKPBITHE JOKYMEHTA [OCTOPOHHUMH I0JIb30BATEISIMH, MOXKHO HA3HAYHTH
napob.

Hasnauenne napo.si paspemienusi 3amucu. YroObl paspeiintbh OTKpBITHE
JOKYMEHTa BCEM I[I0JIb30BaTE/IsIM, a H3MEHEHHe— JIHLIb HEKOTOPBIM, MOMKHO
HA3HAYHUTh Napolib paspeuieHus 3anucu. Ecau kakoi-mubo mnoib3oBaTesib H3MEHUT
JOKYMEHT 0e3 pas3pelieHus 3aliCH, OH CMOYKET COXPAaHUTh 3TOT JOKYMEHT TOJbKO
MO/ APYIHM UMEHEM.

Pexomengauus JocTyna Toabko AIs ureHus. MoxHO npejiarath (HO He
TpedoBaTh) APYrUM IOJIb30BATE/ISM OTKPLITH JOKYMEHT TOJIBKO [isi ureHus. Ecim
N0JIb30BaTeNb OTKPOET JOKYMEHT TOIBKO JUISl YTEHHS! H M3MEHHUT €ro, OH CMOKET
COXPAHUTH ITOT JOKYMEHT TOJILKO MO/ APYTUM HMEHEM.

B npyrux nporpammax MS Office Takxe ecTb BCTPOCHHBIE B 3TH [IPOIPaMMbl
cpejcTBa 3aMThl (aiisIoB OT HECAHKLIHOHUPOBAHHBIX W3MEHEHHIH, Mbl He OyaeM uX
nepeuuciste (Oonee 1noApoOHO NO3HAKOMHUTBCS € HHMH MOJKHO € IOMOIIBIO
CIIPABOYHOMH CHCTEMBI IIPOrPaMM).

OxHako clielyeT NMOMHHWTb, YTO 3amura (aillloB BCTPOSHHBIMU CPEACTBAMH
nporpamm MS Office, nossossier 3alMTUTL [JaHHBIE JMIIL OT JHOOONBITCTBA
Henpodeccuonanos. OO 3TOM rOBOPHT CYLIECTBOBAHHUE IIPOrpaMM 110100pa napoJiei
K nporpammam MS Office Ha ToT ciiyuaii, ecin nosib3oBaresis 3a0bu1 mapois. Huke
Bbl yOEIUTECH B TOM, YTO «3aKPBITHII» MAPOJIEM JJIOKYMEHT «OTKPLIBACTCS» OHOM 13

nporpamm Passware Kit.
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[Iporpammer MS Office (Word, Excel, Access u ap.) UMEHOT BCTPOECHHbIE
CpeACTBA 3alUThl CO3/aBaeMbIX (aiiyioB, KOTOpbIE MO3BOJSIOT MPU COXPAHEHHH
(aitzioB yKka3aTh naposib A1 OTKpbITHS (paiiiia U napolib paspereHust 3arucH.

3anycrure Word (Ilyck — WinWord). Beeaure cBoro damMuiuio 1 coxpaHure
JOKYMEHT CJICAYIOLUM 00pa3oM:

* BpiOepute komanay CoXpaHHTh Kak... U3 MeHio daiin;

« B nnosie [lanka Beibepure Pabouwnii crou;

* B nnoszie Mmst paiina seaure ums ¢aiina, Hanpumep, Docl;

* B [IPABOM BEPXHEM YIJly OKHa HaxxMute kHonky Cepsuc u jaiee Beidepure
crpoky Ilapamerps! OezonacHocTH;

* B okHe bezonacHocts BBeAHTE napos B noie [laposs jus orkpertus ¢aiina.

IIpumevannue.

* Ha yueOHOM 3aHATHH He pPeKOMEHJYeTcsl BBOAMTHL 1apoJjib JUIMHON Oolee
NATH CHMBOJIOB, TaK Kak INpH IOCIEAyIoUeM nojadope napois Oyaer norpaveHo
JAOCTATOYHO MHOIr0 BpeMeHH. B npakruyeckoil ke JAesATelbHOCTH HAaodopoT
peKOMeH/1yeTcst BBIOUpaTh naposib UIHHOI foJiee ecT CUHMBOJIOB.

* Ha yueOHOM 3aHSITUM He PEKOMEHJYeTcs BBOJMTH [1apOJb PYCCKHMHU
OykBamu. Ha npakTuke MOXKHO M HYIKHO HCIIOIB30BATh JIHOOBIE CHMBOJIBL.

* Haxwmure knonky OK.

2l

bezanacocTe I

MEpan=Tps WADPIBARMA ANR JAH-0M0 ACKYWEHTA

N300NE AN OTHILMHA Gaiins: [k ACOOMHNTENBHI. 0 l

M=pan=Tps COBMSCTHOND HENOMBSOBIHNS NS ASHHOND A0KyNEHTa

n e eu M "
%Pole P! MoATEEp)N: AeHHE Napona ?I XI

I peravennor EEOAHTE NZRONS ELUE £a3;
A CERE i l

Ermmztine! 3096ITbii Mport BOCCTSHOMTH HEI0IWIRAT,
M=PansTPL 28WF oo naponei pkoMEHAYETEA KOHHTL E HAZEXHON
I yagrste nq MECTE. CREAYET T32WE NINHATE, 4T0 NP SE04E N3panA
YUMTEIBSETCA PEAHCTD ByKE.

I rpeaynp=s jepan=o
SENHCZHHLE | K I OTHEHA I
W cogparmms cryvorrmos—momor e T
JouTa OT HKpODo

U} HE YpoeHA b THOCTH MK OTSObITHA darince, AeUIHTS OT HATPOTOD .0 I
ROTOPHE HOTYT COACPXATL DIDYCH D MIKPICAX, H YKADZHHE
HAZeHHLE Pa3PIBOTHHRCE NAKDACOB,
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B okHe [loarBepikaeHue 1apois BBEAUTE MapoJib €lle pa3 H HAKMHUTE KHOIKY
OK;

* HaxxMUTE KHONKY COXpaHHTB;

* 3akpoiite Word.

OrkpoiiTe CO3/1aHHBIH paHee JOKYMEHT:

* YKa3aB [paBWIbHBII [1apOJib;

* YKa3aB HEIPaBHIILHBIH NapoIib;

OOparute BHMMaHME Ha JEHCTBUS NPOrpaMmbl [IPU BBOJE HENPABUIBHOIO
napoJs.

3amura ¢aiiios ¢ nomombo apxusaropa WinRAR

[Tporpammel - apxuparopsl (WinZIP, WinRar) nospoisitor HCrois3oBaTh
KpUITOrpaMuecKkyo 3auiMTy, T.€. BBIIOJHATH ONEpalUd aAPXUBUPOBAHHUA H
pasapxusupoBanus (Qaitnos ¢ naponem. Mcenons3zoBanue onepauun apXuBUPOBaHUs
(aitla ¢ naposeM HECKOIbKO HajexHee, udeMm 3awura (ailioB BCTPOSHHBIMH
cpeacreamu MS Office.

1. 3anycture WinRAR (ITyck — WinRAR).

2. BeiOepuTe B rinaBHOM OkHe nporpaMmsl auck D:\ u ganee nanky Jlorosop.

3. B nanke Beiienure nepebie Tpu Qaitna.

laix

Dakn  KokaHasl WCTopHs  Ws0paHHoe  MapaveTpbl @
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1 = 9.0, 2008 .,
54704 Aoxynert Microsof,..  14.06,2003 ...
103424 flowynesT Microsof, ., 14.06,2003 .,

@Aoroeop 3-2n.dec 48640 AdckynenT Microsof,..  14,06,2003 ...
@.ﬂ.orcmp 341, 46120 Acosynert Micosof,..  14,06,2003 .,
@,ﬂ.orcaﬂu 3-4H-2.0 00 49664 AckynesT Microsof, ., 14.06,2003 .,
@Aoroeop 3-dn-3.. .. 40152 AckynesT Microsof...  14.06,2003 .,

1 Aorceap 3-4n.doc 40120 Aosynert Microsof. .. 14.06,2003 ...
Aorcenp 3-664-1, ., 45640  fcKynesT Micrasaf. ,, 14.06,2003 .,
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ok wbdpE

4. Haxxmure kHonky lobaBuTh.

5. B nosie Apxus Beeaute ums apxusa — Proba

6. Haxxmure kHonky OO030p ¥ B nose Ilanka Beibepure MecTo CoXpaHeHHs
apxusa - Padouuii cron

7. Hasxmure kHONKY OTKPBITh.

8. Buibepure Briaaky JonoHHTENBHO M HAXKMHUTE KHOIKY YCTAHOBHTH

napoJb

i_=VMa 1 NnapaMeTpbl apRyBa 21 x|

O6upe Honomsmensto IPesepBHble KOI'WI Komueurwl

Lononssirensbie NapameTpbl
[” Cospassime aanHble 0 Npasay gocTyna [ronsko ans NTFS)
[~ Coszpassire dafinosbie NoToku [Tonsko ana NTFS)

[~ Porosan aprusauus

Hofasuts daiinst Pasmep cnosapa. K&:
"06_1.doc" "aor-xxx unbuHckoe.doc' 't 1024 :l
Heknowrs eaiiner

0K | oOmvena | Copaexa |

9. Beeaure naposib JUIHHOH 4-5 CHMBOJIOB B BEPXHEM [10JI€ M [OBTOPHTE BBOJ
NapoJisi B HUWKHEM I10J1€.

10.Haxmure kHonky OK.

3aoanusn

* OTKpoiiTe CO3/1aHHBII paHee apXuB.

* OOpaTiTe BHUMAHHE HA 3BE3/I0UKY PACIOIOKEHHYIO ClIpaBa OT uMeHH (aa.
TO rOBOPHT O TOM, YTO (haiiyl 3aLUILIEH NapoIeM.

* OOparure BHUMaHHME Ha JCHCTBHUS NMPOrpaMMbl [P BBOJE HENPABUILHOIO

napoJs.

Bomnpocs! 1151 CaMOKOHTPOJIA

Pexxumbl paboTHI C Mpe3eHTALIUSMHU.
CriocoObI co3/1aHus TPE3CHTAIIHH.
Omnepanuu co ciaiinamu.

Odopmienue crnaioB.

3amyck mpe3eHTaluH.

Coznanue opraHu3alliOHHON AUarpaMMbl.
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1. JlebeneBa, T. H. MHWudopmaruka. WHDopmanmoHHBIE TEXHOJIOTHUHU: Y4YEOHO-
metoaudeckoe mocobue mus CIIO / T. H. Jlebenesa, JI. C. Hocoga, I1. B. Bonkos. — Caparos:
ITpodobpazoBanne, 2019. — 128 c. — ISBN 978-5-4488-0339-0. — TekcT: neKTpOHHBIN //
DIIEKTPOHHO-OUOINOTEUHAS cucremMa IPR BOOKS: [caiiT]. — URL:
http://www.iprbookshop.ru/86070.html

2. JleBun, B. U. Uctopust nHpopManmoHHbIX TexHONorui: yueonuk / B. . Jleun. — 3-e

u3n. — MockBa, CapartoB: HWurepHer-YHuBepcuteT WMubopmanmonnsix TexHomorui
(MHTYUT), Aii Ilm Ap Menua, 2020. — 750 c. — ISBN 978-5-4497-0321-7. — Tekcr:
SJICKTPOHHBIA // DnekTpoHHO-OuOamoreunas cucrema IPR BOOKS: [caiir]. — URL:

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

3. LigetrkoBa, A. B. ndopmaTika u nHOpMALMOHHBIE TEXHOJOTUHU: y4eOHOE Mocodue
st CITO / A. B. IlBetkoBa. — CaparoB: Hayunas kaura, 2019. — 190 ¢. — ISBN 978-5-9758-
1891-1. — TekcT: AMeKTpOHHBIN // DnekTpoHHO-OnbmuoreyHas cucrema IPR BOOKS: [caiit].
— URL: http://www.iprbookshop.ru/87074.html

JlomoJTHUTeIbHAS JIUTepaTypa

1. Knouxo, U. A. MHdopManmoHHBIE TEXHOJIOTHU B MPO(ECCHOHATBHONU AESTEIbHOCTH:
yuebnoe nocodue s CI1O / U. A. Knnouko. — 2-e uzn. — Caparos: [IpodobpasoBanue, At [1n
Op Menmna, 2019. — 292 c. — ISBN 978-5-4486-0407-2, 978-5-4488-0219-5. — Tekcr:
IEKTPOHHBIA // DnekTpoHHO-OMOmmoTeunas cucrema IPR BOOKS: [caiit]. — URL:
http://www.iprbookshop.ru/80327.html

2. Kocunenko, H. C. HWudopmanyoHHble TEXHOJOTUH B  MPOGECCHOHATBLHON

nesitenbHOCTH: yueOHoe mocobue ans CIIO / H. C. Kocunenko, U. I'. @puzen. — 2-e u3g. —
Capatos: IIpodobOpaszoBanue, Aii [Tu Dp Menua, 2018. — 308 ¢. — ISBN 978-5-4486-0378-5,
978-5-4488-0193-8. — Tekct: 3neKTpoHHBIM // DnekTpoHHO-OuOmmoreyHas cucrema IPR

BOOKS: [caiit]. — URL.: http://www.iprbookshop.ru/76992.html

3. OcHOBBI MH(OPMAIIMOHHBIX TeXHONOTUi: yuyeOHoe mocobue / C. B. Hazapos, C. H.
benoycoa, U. A. Becconosa [u np.]. — 3-e u3n. — MockBa, CapaToB: HTepHET-YHUBEPCUTET
Nudopmannonnsix Texnonoruit (MHTYUT), Ait ITu Ap Meaua, 2020. — 530 c. — ISBN 978-
5-4497-0339-2. — Tekct: 2eKTpOHHBIN // DnekTpoHHO-OnOmMoTeunas cucrema [IPR BOOKS:
[caiit]. — URL.: http://www.iprbookshop.ru/89454.html
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