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Jlannast paboTa COAEPXKHUT METOIUYECKHE YKa3aHUS K MPaKTHYECKUM padoTaM IO Juc-
murinHe «Hbopmarrka 1 ”HGOPMAIIMOHHO — KOMMYHHUKAIIMOHHBIE TEXHOJIOTUUY» U TIPEi-
Ha3Ha4YeHa Ui 0OYyYaIOIIUXCS CIEHUATBHOCTSM CPEIHEro MpoQecCHOHATBHOIO 00pa3oBa-
HUSL.

[enp pa3paboTKu: OKa3aHHE MOMOIIM OOYYaIOIIMMCS B BBIMOJIHEHUHM MPAKTUYECKHUX
pabot no nuctuumae «Mupopmatuka 1 MHPOPMAIIMOHHO — KOMMYHHUKAIIMOHHBIE TEXHOJIO-

THun»



IHosicHuTe/IbHASA 3aNKMCKA

[TpakTHueckue 3aHATHS CIIyKaT CBS3YIOIIMM 3BEHOM MEXKIY TEOpUEH U IMPaKTHKOM.
OHU HEOOXOAMMBI JUISl 3aKPEIUICHUS TEOPETUYECKUX 3HAHUM, MOJYYEHHBIX HA YPOKaX TEO-
PETUYECKOTO OO0Yy4YEHHUs, a TaK ke IS MMOJNYYEHUs NPAKTUYeCKUxX 3HaHuM. IIpakTtmyeckue
3aJJaHUs BBINOJIHIIOTCS O0YUYarOIUMCS CAMOCTOSITENIBHO, C IPUMEHEHUEM 3HAHUI U YMEHUH,
MOJIyYEHHBIX Ha YPOKaXx, a TaK K€ C MCIOJIb30BAaHHEM HEOOXOAMMBIX MOSICHEHUH, MOJIy4eH-
HBIX OT IIpernojaBaTelisi IPU BBINOJIHEHUU NPAKTHYECKOro 3agaHusi. [IpoBeneHuto nmpaxkTu-
YECKUX 3aHATUH MPENLIECTBYET NPEABAPUTENbHAS IOJATOTOBKA, KOTOPYIO JOJIKEH MOIYyYUTh
oOyuaronuiicsi. CUCOK JUTEPATYPBl U BOIPOCHI, HEOOXOUMBIE ISl MOArOTOBKH, 00yYaro-
LIMICSA TOJydaeT Nepes 3aHATHEM U3 METOAMYECKUX PEKOMEHJAIUN K IIPaKTUYECKOMY 3a-
HATHUIO.

[IpakTrnueckue 3aJaHusl TOKHBI ObITh pa3pabOTaHbl B COOTBETCTBUU C Y4EOHOU IpPO-
rpaMMoil. B 3aBUCMMOCTH OT coOJepaHUsI OHM MOTYT BBINOJHATHCS OOYYarOIMMHUCS
WHIUBUYAIbHO WIH (PPOHTAIIBHO.

3aueT MO KaXkAOW NPaKTHUECKOM paboTe 00ydaromuiics MOay4yaeT Mocie €€ BhIIOJI-
HEHHUA U MPEIOCTABICHUS OTYETa B PYKOMMCHOM WM 3JIEKTPOHHOM BUjJe. B oTuere mommk-
HbI OBITh OTPAXKEHBI TOJYUYECHHbIC 3HAHUS U YMEHHUS B XO0JI€ BBIMOJIHEHUS MPAKTUYECKOU pa-
OO0THI, @ TAKKE OTBETHI HAa BOMPOCHI IPETIOAABATENS, €CJIM TAKOBbIE BOZHUKHYT IPU POBEPKE
BBITIOJIHEHHOT'O 3a/1aHHUS.

Brinonnenune mpakTuyeckux padoT mpeaycMaTpuBaeT GopMupoBaHue o0mux u npodec-

CHOHAJBHBIX KOMIICTCHIIUH, YMECHUN U HaBBIKOB Oy IYIIIETO CIICIIUAIHCTA.



OxpaHa Tpyaa U TexHUKa 0€30MaCHOCTH Npu padoTe B kKaduHeTe HH(pPOPMa-
Tk 1 UKT.

|. O0mue TpeGoBaHus 10 6€30NMACHOCTH.

1. K pabGote B kabuHeTe MHPOPMATHKHU JTOMYCKAIOTCS CTYIEHTHI C MIEPBOTO Kypca, MPOoIIe/-
e WHCTPYKTAX 10 OXpaHe TPyJa, MEAUIIMHCKII OCMOTpP ¥ HE MMEIOIINE MPOTHBOIIOKA3a-
HUH 110 COCTOSIHHIO 370POBBSI.
2. Ilpu pabote B kabuHeTe MHPOPMATHUKU CTYACHTHI JOJDKHBI COOMIOATh MpaBUiIa MoBeIe-
HUSl, pacliucaHue y4eOHBIX 3aHATUH, YCTAaHOBJICHHBIE PEKUMBI TPY/a U OTAbIXA.
3. IIpu pabGote B kaOuHeTe MHGOPMATUKHA BO3MOXKHO BO3ACHCTBHE HA CTYACHTOB CJEIYIO-
IIMX OMACHBIX U BPEIHBIX MPOU3BOJACTBEHHBIX (DAKTOPOB:

- HeOJarompusTHOE BO3ACHCTBHE HA OPTaHM3M YeJOBEKa HEMOHM3UPYIOMIMX 3JIEKTpoMar-
HUTHBIX U3TyYCHUI MOHUTOPOB;

- HeOJaronpusATHOE BO3JEHUCTBHE Ha 3PEHUE BU3YAJIbHBIX HPrOHOMHUYECKHX NapaMeTpoB
MOHHTOPOB;

- TOpaXKEHHE AEKTPUUECKUM TOKOM.
4. KaOuHeT MHPOpMATHUKU YKOMILIEKTOBAH MEIULMHCKON anTeykod ¢ HabOpoM HeoOXoau-
MBIX MEJIMKAMEHTOB U MEPEBA30YHBIX CPEJICTB /ISl OKAa3aHUS IEPBOM MMOMOIIM MIPU TpaBMax
WIH IIJIOXOM CaMOYyBCTBUHU.
5. Ilpu pabotre B kaOuHere MHMOPMATUKU HEOOXOAMMO COOJIO/IATh TMpaBWia MOXKAPHOU
0€30MacHOCTH, 3HaTh MECTa PACIOJIOKECHHSI TIEPBHYHBIX CPEACTB TOXKAPOTYIICHUS, 3HATH
nyTu sBakyarui. Kabunet nHGOpMATHKK OCHAIIEH IBYMSI OTHETYIITUTEISIMU.
6. O KaXXI0M HECUACTHOM ClIydae MOCTPAJAaBIINN UM OYEBHUCI] HECUACTHOTO cliydasi 00s-
3aH HEMEJIEHHO COOOIINTH MPeToaBaTelio.
7. B mpouecce pabotsl ¢ IIK cTyaeHThl HOKHBI COONIOAATh MOPSIOK MPOBEAEHUs padoT,
MpaBHJIa TMYHOW TUTUEHBI, COJIEP)KaTh B YHCTOTE paboyee MecTo.
8. [Ipu HeucnpaBHOCTH O00OPYAOBAHMS MPEKPATUTHh PAOOTY M COOOIUTH 00 PTOM MpEernojia-
BaTeIIo.

Il. TpeGoBaHusi 6€30NMACHOCTH MepPel HAYAJI0M PadoOThI.

1. BxoguTs B KaOWHET 10 YKa3aHUIO MPENoaaBaTesis, COOII0Aast MOPSA0K U TUCIHUILINHY.
2. IloaroroBuTk cBOE pabouee MeCTO (TETpab, PYUKY JJIsl 3aITHCEi).

3. He BkJIFOYATh U HE BBHIKJIFOYATh KOMIIBIOTEP 0€3 pa3pelieHus MpernoaaBaTes.

4. ITpu cmaboM 3peHuH HAJETh OYKHU.

I11. Tpe6oBanus 6e3onmacHocTH BO BpeMsi padoThbl.

1. Ilpu pabGoTaromeM KOMIBIOTEPE PACCTOSHUE OT TJ1a3 10 SKpaHa MOHUTOPA JTOJKHO OBITh
60-70 cMm, ypoBEHb TJIa3 IOJDKEH MPUXOIUTHCS Ha IIEHTP dKpaHa Win Ha 2/3 ero BHICOTHI.

2. N3o0pakeHne Ha HKpaHe MOHUTOpA JOHKHO OBITh CTAOMIBHBIM, SCHBIM U MPEIEIbHO
YeTKUM, HE UMETh MEpILIaHUIl CUMBOJIOB U (hOHA.

3. IIpu paboTe Ha KOMITBIOTEPE COOJIIOIATh MPABUIBHYIO MOCAIKY:

- CUJIETh MPSIMO, HE CYTYJISICh, OMUPAsICh 00JIACTHIO JIOMATOK HA CIIMHKY CTYJa, C HEOOIbIIUM
HAKJIOHOM TOJIOBBI BIIEpE;

- IpeAIIeubs JOJKHBI OMMUPATHCS HAa MOBEPXHOCTD CTOJIA.



4. He Tporatb pa3beMbl COCTMHUTENIbHBIX Kabenel, He MPUKAcaThCsl K MUTAIOIIKUM MPOBO-
71aM, He MpUKacaThCs K 3KPaHy U ThUIIbHOW CTOPOHE MOHUTOPA.

5. He xmacTh Ha CUCTEMHBIN OJIOK M KJIaBUATypy MOCTOPOHHUE MPEIMEThI, HE padOTaTh BO
BJIQYKHOM OZ€XK/IE€ U BIAXKHBIMH PYKaMHU.

IV. TpeGoBanusi 6€301aCHOCTH B ABAPUHHBIX CUTYALMSIX.

1. B ciiy4asx mosiBICHHS HEUCIIPABHOCTEH B pab0OTEe KOMIIBIOTEPA CIACAYET BBIKIIOYUTH €TI0 U
COOOIIUTH 00 ATOM MPENO/IaBaTENIo.

2. Ilpu mIoxoM caMOYyBCTBHUH, MOSIBJICHUU TOJIOBHOM OO0JIH, TOJIOBOKPYKCHUH IPEKPATHTh
paboTy U cOOOIMUTH 00 3TOM IPETOIaBATEINIO.

3. B ciyuae moskapa, 1o yka3aHHUIO MpernoaaBaTes, 0e3 TaHuKW, OPTaHU30BAaHHO TTOKUHYTh
KaOWHET.

V. TpeGoBaHnus 6e3011aCHOCTH N0 OKOHYAHUHU PAdOTHI.

1. He octaBnsiite cBoe pabouee MecTo 0e3 pa3peiieHus TPEenoaaBaTers.

2. IlpuBenute B MOPSIIOK CBOE pabouee MECTO.

3. O Bcex HelocTaTKax, OOHAPYKEHHBIX BO BpeMsi pabOThl, COOOIIUTH 00 3TOM MperojiaBa-
TEJNIO.



IlepeyeHb MpaKTHYECKUX PadoT

Ipaxkmuueckasa pavoma Ne 1 «3nakomctBo ¢ [1K: 6a3oBast koHpurypanmus, Ha3HaUCHHE
KJIABUII KJIABHATYPbD».

Ilpaxmuueckas padoma Ne 2 «OcHOBHBIC TpreMbl paboThI B cpene MS Windows: npuemsr

pa6OTBI C MBIIIBIO, HABBIKH pa6OTI>I C OKHaMm».

Ilpakmuueckaa padoma Ne 3 «BBIIOTHEHUE ONEpALINI IO CO3/IAHUIO, YIAJICHUIO, KOITUPO-

BaHHIO IIAIIOK, (baﬁHOB, HJOKYMCHTOB.

Ilpakmuueckan paboma Ne 4 «3HAKOMCTBO CO CTaHIAAPTHBIMH ITporpaMmamMu MS

Windows».

Ipaxkmuueckasa pavoma Ne 5 «Coznanue u GopMaTUpoBaHUE TEKCTA B TEKCTOBOM PEAAKTO-

pe MS Word: mpudTsl, popMaTHpOBaHUE CHMBOJIOBY.

Ilpaxkmuueckasa pavoma Ne 6 «Coznanue u GopMaTUpOBaHUE TEKCTA B TEKCTOBOM PEAAKTO-

pe MS Word: ab3aitabie OTCTYIIBI 1 HHTEPBAJIbD».

Ilpakmuueckaa padoma Ne 7 . «Co31aHue CIUCKOB B TEKCTOBBIX JOKYMEHTAX.

Ipaxkmuueckasn pavoma Ne 8 «Coznanue u GopMaTupoBaHUE TAOIUID.

Ilpaxmuueckasa paboma Ne 9 «I'papuyeckoe opopMieHrue TaOIUIIBI».

Ipaxmuueckas pavoma Ne 10 «KoMIJIEKCHOE UCIOJIB30BaHUE BO3MoxHocTen MS Word

IJIA CO3JaHUA TCKCTOBBIX JOKYMCHTOBY.

Ilpaxmuueckasa pavoma Ne 11. «IlepBoHayaIbHOE 3HAKOMCTBO C AJIEKTPOHHBIMU Ta0JIUIIa-

MHU. BBOI[ U PCOIAKTUPOBAHUC JaAHHBIX)

Ilpakmuueckasn pavoma Ne 12. «Pabota B cpeze TadimuHoro mporeccopa MS Excel, cos-

AaHHUEC BJICKTPOHHBIX Ta6J'II/IH»

Ilpakmuueckasn paboma Ne 13. «Pabota B cpee Tabimuroro mporeccopa MS Excel, cos-

JaHUE ArarpamMMm U rpaduxoB»

Ilpakmuueckasa pavoma Ne 14. «ITpoextupoBanue 60a3 nanubix. Co3nanue Tadaui B CYB/]

Microsoft Access»

Ilpakmuueckasn paboma Ne 15. «BBox u penaktupoBanue qaHHbIX B Ta0uibl B CYBJ] Mi-

crosoft Access»

Ipaxmuueckasa pavoma Ne 16. «Co3znanue ¢hopm u 3anpocoB B CYBJI»

Ilpaxkmuueckas paboma Ne 17. «Coznanue npe3eHTainwmii B PowerPoint».




Ilpakmuueckasn paboma Ne 18. «3ananne >pPeKToB U AEMOHCTpaIUs ITpe3eHTanuu B PO-

werPoint

Ilpakmuueckas paooma No 19. «Pabora B TOKAJIBHOM CETH.

Ilpakmuueckan padoma Ne 20. «Ilovck nndopmanuu B riodanbHOU ceTi MHTEpHET»

OO0pa3zer; THCTPYKIIMOHHON KapThI K BHIMTOJTHEHUIO MMPAKTUYECKON PAOOTHI
TpeboBanus Kk 0pOPMIICHUIO OTYETA
OrieHKa BBIMTOJIHEHHON paOOTHI.

Pexomennyemas nureparypa.



IpakTuuyeckast padora Ne 1

Tema: 3nakomcmeo c IIK: bazosasa kongpuzypayus, naznauenue Kia-
U Kla8UAMYPbl.

Heanb padoThI: MO3HAKOMUTHCS C OOLIMM BUJOM KJIaBUATYpbl, OCHOBHBIMU TpyNIamMu Kja-
BHUIII ¥ UX MPEAHA3HAYCHUEM.

OcHOBHBIE IOHATHS:

CucteMHbIHd OJIOK - OCHOBHOM Y3€J, BHYTPH KOTOPOTO YCTAaHOBJEHBI HamOOJIee Ba)KHBIE
KOMITOHEHTHI.

MOHUTOpP — YCTPOWCTBO BU3YaJIbHOTO MIPEICTABICHHUS TaHHBIX.

KnaBuatypa — OCHOBHOE YCTPOWCTBO JJii BBOJa CUMBOJIbHOM HHpopmManmu. CtaHmapTHas
kiaBuatypa umeet 101 kimaBumny.

MBliiib — yCTPOMCTBO YIIpaBiIeHUSI MAHUITYJISTOPHOTO THIIA.

OcHOBHBIE TPYNIbI KJIABMIIL:

- angpasummuo-yugposvle knasuwu. OHM UMEIOT ABOMHBIC 0003HaUYeHUs. BepxHue Haanmucy —
JUTst Habopa TeKCTa JaTUHCKUMU OyKBaMH, HIDKHUE HAJIIMUCU — JUIsl HAbopa TEeKCTa PyCCKUMU
OyKBaMHU.

- ynpasadioujue Kiasuiiu.

Shift — s mepexoaa Ha cTpoUHbIe (MM IPOIMCHBIC) OYKBHI,

CapsLock — s mepexoia B BEpXHHIA PETHCTP.

- krasuwiu ynpasienus Kypcopom. Kypcop — 310 MUraromuii yka3aTeib MeCTa BCTABKA CUM-
BOJIa, KOTOPBIN MOSIBISIETCS HA SKpaHe IPHU padoTe B TEKCTOBOM PEAAKTOPE:

«—1—| - KJIaBUIIIN YKa3bIBAIOT HAIIPaBJICHUE MIEPEMEIICHUS KYypCopa;

Home — Bo3BpaT Kypcopa B Ha4asio CTPOKU;

End — nmepexoj kypcopa B KOHEIl CTPOKH;

PageUp, PageDown — knaBumm 0O€CIEUUBAIOT «IEPEIUCTHIBAHUE» MHOTOCTPAHUYHOTO
JOKYMEHTA 8 Haualo0, 8 KOHey Ui paboyero nojis 6epx, 6Hu3 COOTBETCTBEHHO.

- yukyuonanvuvle kiaguwu: F1-F12. 3anporpaMmMupoBaHbl Ha BHIIOTHEHUE ONPEACIEHHBIX
JEUCTBUMN, MX HA3HAUYCHHUE ONPENEISAETCS TOW MporpaMMoi, ¢ KOTOpO# MoJb30BaTelb pabo-
TaeT B JAHHBIM MOMEHT.

- yugposas knasuamypa pazMeniaeTcs B IpaBoi YaCcTH CTaHAAPTHOMN KJIaBUATYPHI.
CrenuuanbHble KJIaBUIIN:

Enter — BBo koMaH bl OO Co37aHKE HOBOTO ab3aria (B TEKCTOBOM pPeAaKTope);

Esc — orMena nmocnennero 1eMCTBUS WM BBIXOJA U3 TEKYLIETO PeXUMa MporpaMMBbl;

Ins — nepekmoueHne Mexay pekMMaMu 3aMEHbI U BCTABKH CUMBOJIOB;

Delete — ynaneHnue BoIieIeHHBIX 00BEKTOB MJIM CUMBOJIA CIIpaBa OT Kypcopa;

Backspase (uau qiinHHast cTpesiKa BJIEBO) — yAaJeHHe CHMBOJIA CIeBa OT Kypcopa,

Tab — nepexon k crenyroiieit MO3UIUU TaOYIISAIUHY;

PrintScreen — BbIBO/T Ha IPUHTEP COACPKMMOIO IKpaHa,

Pause — ocranoBka pabOThl KOMIIBIOTEPA.




Xon pa0doThI:
(1151 0e3MalIMHHOI0 BAPDHAHTA)
O3HaKOMBTECH C PACIOJIOKEHUEM KJIABMIII HA KJIaBUATYPE.
2. I'nans Ha KJIaBHATYPy, OTBETHTE, C TIOMOIIBI0 KAKUX KJIABHUII MOXKHO TIEPEKITIOUUTHCS
C aHTJIMHCKOTO SI3bIKA HA PYCCKHUI U HA00OPOT.
Jlist wero npegHa3zHavueHa IudpoBas KiaBuarypa?
HazoBuTe u MOKaXHUTE KIIABHUIIH, UCIIOIB3YIOIIUECS ISl MIATKOM Tepe3arpy3ku KOM-
nproTepa?
5. He risans Ha kiaBuatypy, NONBITAUTECh Ha3BaTh pacmoiokeHne OyKB pycckoro anda-
BHUTA.

=

s w

(1t MAIIIMHHOTO BAPHUAHTA)
1. Hameuaraiite cBOtO (pamMuiiuio, IS HA KJIaBHATYPY.
2. HarmeuaraiiTe OTBETHI Ha BOIPOCHI, HE TJIS/IS Ha KJIABUIIIN:

Nms?
Anpec?
Jlata poxaenus?

3. HameuwaraiiTe npeaioxeHnne, COCTosIIEe U3 BcexX OYKB andaBHTa:

“The guick brown fox jumps tne lazy dog”

5.

4. HaiinmuTe Ha KJaBUAaType HEOOXOAMMbIE KIABUIIM U UCCIAEAYNUTE UX MPETHA3ZHAUCHUE.
NX nericTBUs IPOBEPHTE HIKCIEPUMEHTAIIBHBIM ITYTEM.

. Ucnionb3ys npeaioKeHHbIA TEKCT, IEPEMECTUTECH KIIaBUIIaMH YIIPABJICHUS Kypcopa B

KOHeII IiepBoro npeanoxenus. HaxMuTte Heckosibko pa3 kHonky Backspace. Yoenurech B
JICUCTBUM ATOM KJIABUIIIA U 3aHECUTE PE3yJIbTaT UCCIEIOBAHUS B TAOIHILY.

. Ucnionb3ys npeaoKeHHbIA TEKCT, IEPEMECTUTECH KIIaBUIIaMH YIIPABJICHUS Kypcopa B

KOHEI[ BTOPOro mnpeaioxkeHus. HaxmuTe HeckobKo pa3 kHonKy Enter. Yoenurecs B neii-
CTBHMHM ITOW KJIABHUIIK U 3aHECUTE PE3YJIbTAT UCCIICIOBAHMS B TaOIHILY.

. Ucnonb3ysl npetoKEHHBIN TEKCT, IEPEMECTUTECH KIIaBUILIAMH YIIPABIICHHUS Kypcopa B

KOHEI[ TpeThero mnpeiokenns. Haxkmure Heckonbko pa3 kHonky Delete. Yoenurecs B
JEeUCTBUU TOM KJIABUILIU U 3aHECUTE PE3YyJIbTAT UCCIICIOBaHUS B TaOUILY.

. Haxxmure knasumnry Caps Lock u mocite Tpetbero mpeaioxeHus Hadbepure cBoé ums. U

HaXMUTE KiaBuiry Enter. Yoeaurech B 1eMCTBUY 3TOM KJIABUIIM U 3aHECUTE PE3yJIbTaT
HCCIICIOBAHUS B TaOIUILY.
Haxxmute xiaBunry Shift u Alt ogHOBpeMeHHO U TOCIIE CBOETO UMEHU HAXXKMHUTE JTFOOBIC

TPH KJIaBUIIHN ¢ OykBamMu. YOeauTech B IEHCTBUM ATUX KIIABUIII U 3aHECUTE PE3ysIbTaT HC-
CJIIOBAHUS B TaOJHILY.
(B mporrecce HKCIepUMEHTA 3aIoaHsIeTCsl TabInIa)

Knasumm | Oneparus
Backspace
Enter
Delete
Caps

Lock
Shift+Alt

KoHTpPOJLHBIE BOIPOCHI:

Kakue kiaaBuIIy Ha3bIBalOTCS (i)YHKIII/IOHaJIBHBIMI/I?



Kak oHM HCNONB3YIOTCS NPU PELICHUH PA3IUYHbIX 3a71a4?
Kakue kiaBHIIM BXOIAT B CHMBOJIBHYIO KJIaBHATypy?

IpakTnueckoe 3ansaTue Ne 2

Tema: Ocnosnwvie npuemnt pavomot 6 cpeoe MS Windows: npuemui

pt160mbl C MblUUbIO, HAGBIKU paﬁombl C OKHamu.

Leab padoThi: BEIpaOOTAaTh HABBIKK BKIIOYEHUS U BBIKIIOYEHHS KOMITBIOTEPA; OTpa-
00TKa OCHOBHBIX JCMCTBHIA MOJIb30BATENS B cpefie UHTepdeiica onepanoHHON
cucrembl MS Windows.

OCHOBHBIC IOHATHS.

PabGounii cTos — ucxoaHoe cocTosiHue AuanoroBoit cpenst MS Windows. OH packpbiBa-
eTcs Ha 3kpaHe mocie 3amycka Windows.Ha paGouem cTosie pacronararoTcs pIiiblKi JOKY-
MEHTOB, ANIOK, YCTPOMCTB, KOTOPBIE YACTO UCTIOIB3YIOTCA.

OxHo — OcHoBHOM 3memMeHT uHTepdeiica Windows. Ecte muanorossie okHa, OKHA J0-
KYMEHTOB U ITPOTpamM.

O0BekT — moboii 3nemeHT B cpene Windows.Vmu sBisitoTest paboduii CToJI, Mmarka, OK-
HO, TOKYMEHT, IPOrpaMMa, YCTPOUCTBO.

KOHTEKCTHOE MEHIO — MEHIO, KOTOPOE MOSIBISIETCS MPH IIETUKE 110 0O0BEKTY IIpaBon
KHOIIKOW MBILIN.

[Tanenb 3a/1a4 — pacrosaraeTcst OObIYHO B HUDKHEW 4acTH paboyvero CToJjia U COACPHKUT
KHOIIKM aKTUBHBIX JOKyMeHTOB. Ha manenu 3anau pacnososxeHna kHomnka «ITyck».

[Iyck — kHOTIIKa OTKPBITHS | JTaBHOTO MEHIO.

Kop3uHa — cuctemMHas narka, r7ie HOMEIAtTCs yJaleHHbIe Qailiibl.

Moiil KOMIOBIOTEP — CUCTEMHAsI MankKa, KOPeHb HepaApXUUECKOr (PailioBON CUCTEMBI.
Haxoautcst Ha pabouem cToJe.

1. BkiroyaeM KOMIbIOTEP
1. Ha MoHHMTOpE HAXXMUTE Ha KHOMKY «CeTh» unu «Power»;
2. Ha CHCTEMHOM 0JIoKe HaKxMuTe Ha KHOMIKY CeTb» nuiu «Power».

2. 3anmyctum nporpammy Word
1. menkHUTE JIEBOM KiaBHIIei MbllK Ha KHOMIKE ITycCK;
2. Mporpammeri— Crangaprasie—Word
3. MIEIKHUTE JIEBOM KIaBUILEH MBIIIIH.

3. BoccraHaBjimBaeM HCXOJHbIE pa3Mepbl OKHA, PA3BEPHYTOr0 HA BeCh IKPaH
1. HalauTe B PABOM YaCTH CTPOKH 3arojOBKa OKHA TPH KHOTIKH;
2. IIEIKHUTE IO CPEJTHEH KHOIIKE, Ha KOTOPOH M300paKeHbI JBa
MPSMOYTOJIbHUKA.

4. [lepememaem oxkHo WWord mo moBepxHocTH padovero croJjia
1. ycraHoBUTE yKa3aTelb MBIILK HA CTPOKY 3ar0JIOBKa OKHA;
2. Ha)XMUTE Ha JIEBYIO KJIaBUIIY MBIIIN U HE OTITyCKalTe e€;
3. MmepeMecTUTe yKaszaTellb MBIIIN B TY TOUKY paboyero CcTosa, rje JOJKHO HaXOAUThCS
OKHO;
4. OTHYCTUTE JIEBYIO KJIABUITY MBIIIIH.



S. PazBopaunBaeM OKHO Ha BeChb JKpaH
1. ycraHOBUTE yKa3aTelbh MBIIIU Ha JIIOO0E CBOOOTHOE MECTO CTPOKH 3arojIOBKa OKHA,
2. IBAXIHI MIEJIKHUTE JIEBOM KJIABUILIEA MBIIIIH.

6. IlepekJirouaem sI3bIK KJIABHATYPHI
1. menKHUTE M0 UHAMKATOPY KIaBUATYPhI, KOTOPBIA HAXOJUTCS B MPABOM YaCTH IMaHEIH
3ajad;
2. TIETKHUTE TI0 HA3BaHUIO HY)KHOTO SI3bIKA.

7. 3anyckaem nporpammy KajabKyJasaTop u pa3MeiiaeM B IPaBOM BepXHEM YIJIy
paboyero croJia (aHATOTUYHO 3amycKy nporpammer Word).

8. 3amyckaem nmporpammy Paint u pa3menaemM 0KHO 3T0if MPOrpaMMBbI B JIEBOM
HHMKHEM YIJ1y pado4ero croJia.

9. Ilepexoaum K padorarouieii mporpamme Word
1. maiiauTe UMS HY>KHOM IIPOrpaMMbl Ha MAaHEH 3a/1a4;
2. UIEIKHUTE MBIIIBIO IO UMEHU HYKHOU MPOTPaMMBI.

10. ITepexoanm k nporpamme Kajbkyasitop
11. Ilepexoaum Kk mporpamme Paint.

12. 3akpbiBaeM OKHO W NpeKpaiiaeM padoty mporpammbl Paint
1. maiiuTe B IpaBOM YAaCTH CTPOKH 3arojOBKa OKHA TPU KHOTIKU;
2. IIEITKHUTE MO0 KHOIIKE, Ha KOTOPOU N300paKeH KOCOM KPECTHK.

13. Ilpexkpamaem padoty nporpammsl Kaabkyasrop.
14. Ilpexpamaem padoty nporpammsi \WWord.

15. Boikj104aeM KOMNbIOTEP
1. menkHUTE MBIIIBIO IO KHONKE «IIycKk»;
2. B TJIaBHOM MEHIO ILEIKHUTE 10 CTpoKe «BhIKitoueHue»;
3. B okHe «3aBepmenue padotel Windowsy Beioepute BapuaHT «BbIKTFOueHUEY.



IIpakTuueckas padora Ne 3

Tema: BoinoJsiHeHHe onepauyii M0 CO3AAHUIO, YIAJICHUIO, KO-

MUPOBAHMIO MANOK, (anjIoB, JOKYMEHTOB.
Iesb: HAyYUTHCS CO371aBaTh MAKK U SPJIBIKK, paboTaTh ¢ (aiiamu.
IIporpammuoe odecneyenune: OC Windows

TeopeTuquRaﬂ 4acCTb:

[Tanku npegHa3zHaveHbI UId XpaHeHus (aiiioB U nanok. [lanky co3garoT ¢ momMouiso
koMaHel Co3aaTh & Ilanka u3 nmyrkTa MeHo @ailsl WM U3 KOHTEKCTHOTO MEHIO pabode-
'O MOJIsl OKHA.

Han o6bexkTaMy MOKHO BBITIOJIHSITE CJIEIYIONIME ONEpaluu: CO3AaHue, yaajaeHue, OT-
KpBITHE, 3aKpbITUE, TIEpEMENICHIE, TIEPEeChlIKa (Ha AUCKETY WIM IO ToYTe), KOMMPOBAHUE,
BbIPE3aHUE, BCTABKA, EPEMMEHOBAHUE, CO3[aHUE IJIA MAalKH SIPJIbIKA, IPOCMOTP CBOWCTB
nanku. JlelicTBus HaJ 00bEKTaAMH MOKHO BBITIOJIHSTH Pa3HBIMH CIIOCOOAMU: C TIOMOIIBIO OC-
HOBHOTO MEHIO OKHA, KOHTEKCTHOTO MEHIO 00BEKTa, KHOMOK IMaHEeu MHCTPYMEHTOB, KOM-
OMHAIIMI KJIaBUII, METOJIOM MEPETATUBAHUS ITUKTOTPAMM.

Kaxnomy 00bekTy — marmke, ¢aity, mporpaMMe U JIp. — MOXHO MOCTaBUTh B COOT-
BETCTBUE SIPIBIK. ApaslK — 3TO CHEUUAIIbHAS MMKTOIPAMMa CO CTPEIKOM M aCCOLIMMPOBAaH-
HBIN C HEe MaJieHbKUM (hailsl, KOTOPBIA CONECPIKUT aApec 00beKTa. SAPIbIKA CO3/1aeT MOJIb30-
Baresb. Ha3BaHus sipyiblkaM CHUCTEMa JaeT aBTOMAaTHUYECKH, HO UX MOXHO PEIaKTUPOBATh.
Ha3nauenue sipabika — OBICTPOE OTKPBITHE OOBEKTA.

Han sipibikamu OCyIIECTBISIIOTCS JEUCTBUSL CO3/JaHUs, BBIpE3aHUs, MEPEMEIICHUs,
KOMUPOBAHUS U MEPEUMEHOBAHUS.

[Tepemenienne Ha Apyroil AUCK — HTO MEPENUChIBAHUE OOBHEKTOB HA HOBOE MECTO U
BBIpPE3aHNe O0OBEKTOB CO CTaporo. YToObl BHITIOJIHUTH 3TO JIEWCTBHE METOJIOM IMEpEeTATHUBA-
HUS, HAJ0 HaXKaTh Ha KinaBuiny Shift s o0benuHeHns (HaiioB B rpymimy.

Konuposams 00bexT (1€1aTh KOTIMIO) MOKHO B JIFOOYIO MANKy, AUCK, JUCKETY WIH Ha
pabouuii ctosl. OOBEKT KOMUPYIOT METOJIOM TIEPETITUBAHUS TUKTOTPAMMBI B HY>)KHOE MECTO;
B 3TOM cliy4yae HakumaeTcst kiasuiia Ctrl.

BrinonHeHne KOMMPOBAaHUS WIIM TEPEMEIIEHUsT CIIOCOOOM TMEpEeTATUBAHUS OOBEKTOB
OCYILIECTBIISIETCA HAXKATUEM HE JIEBOMW, a MPaBOW KJIaBUIIU MbIK. OTIYCTUB KJIABUIILY, OT-
KpBIBAIOT MEHIO, B KOTOPOM BhIOMpaeTcs koManaa KonupoBars uiu IlepemecTuTh, Win
Tpyrasl.

Yoanenue o6nekTa — 5TO OT/ACHBHBIN BUJ NepeMelleHus B kop3uHy. [locne ynane-
HUSI O0BEKT MCUe3aeT U3 OKHAa M MOSBISETCS B Kop3uHe. OOBEKT HaxoauTcs B (paitioBoit
CHUCTEME Ha JUCKE U MOXKET ObIThb BOCCTAHOBJIEH HAa MCXOJHOE MECTO JO TE€X IMOp, MOKa He
BemmoJiHuTCA komanga OUUCTUTDb KOP3UHY.

byghep ob6mena — 310 4acTh ONEPATHBHON NMaMSTH, KyJa KOMUPYIOT, NEPEMEIIAIOT
O0OBEKTHI WM MX (PPAarMEHTHI C MEJBI0 UX BCTABKU B Apyrue o0bekThl: Konuposams (Ctrl +
C) B Oydep, Buipezams (Ctrl + X), Bemasums (Ctrl + V) u3 6ydepa.



OO0pa3sen BbINOJTHEHUS 32/1aAHUS:

3aganue AJITOPUTM BBINOJTHEHUS 3aIaHUS
1. Cozpaiite B pa- | 1. Otkpoiite nanky Moii koMIbroTep.
GoueM JHCKe TanKy 2. Otkpoiite manky quck D:. Beibepure nmyHkT Maiii.
VyeOHas. 3. Bribepure komanny Co3aarh.
4. TlepemecTuTe yKa3aTelb MbIIIY 110 HAITPABICHUIO CTPEJIKHU.
5. Beibepute nynkt Ilanka. B mone BBoga nMeHu BBeIUTE Ha3Ba-
HUE Y4ueOHasl.
6. Haxmwurte kHOomKy Enter.
2. Orkporite 51y | l. HaBegure ykazarenb MbBIIIM Ha MUKTOTPAMMY MKW U ABAXIbI

HarnkKy.

MCIKHUTC JIEBOM KHOITKOM MBIIIIU 110 3HAYKY.

3. Co3paute B mam-
K€ IMaNKy C UMEHEM
BAaILICY TPYTIIIBI.

bW E

Otkpoiite nmanky Moii koMnbroTep.

Otkpoiite nanky auck D:. Beioepure nyHkt DaiiJr.

Bribepute komanay Co3aarh.

[TepemecTuTe ykazarenb MBI 110 HANPABICHUIO CTPEIIKH.
Bribepute mynkr Ilanka. B mone BBoja MMEHH BBEIUTE Ha-

3BaHUE Ballled TPYTIIIHIL.

6.

Haxxmute kHomnky Enter.

4. Co3paiite B 3TOM
Manke Mnamnky ¢ uMme-
HEM Bama MA-
MWJINSI.

1. TloBTOopuTe myHKTHI 1 — 6 mpenpiayiiero 3aaanus. B noie BBoja

HUMCHHU BBCAUTC HA3BAHUC BaIleu q)aMI/IJ'H/II/I.

1

1.

S.
6

2

YPOBEHb:

3aganus 1Js CAMOCTOATEILHOM PadOThI:

Cosnaiite B pabouyeM JHCKE JEPEBO KaTaIOTOB:

DA\YUEBHAS\[UMS I'PYHIIBI\[@AMUJINSA YUALLETOCS ]\ ®UO.doc.
DAYUEBHAS\[UMSI T'PYHIIBI\[®@AMUJIUSA YUAILET'OCS|\ Agpec.doc

CTOSIHHAI.

Otkpoiite mmuHyr0 nanky. OTKpoOHTe B OKHE MalKH MaHeJlb MHCTPYMEHTOB U CTPOKY CO-

Co3zpaiiTe TeKCTOBBIM NOKyMeHT. BBenute cBoro damunuio, umsi, ordyectBo. CoxpaHute

JOKYMEHT U 3aKpPOUTE OKHO.

Co3paiiTe U COXpaHUTE BTOPOM TEKCTOBBIM JOKYMEHT C UMEHEM AJIpec U TEKCTOM — Ba-

mwuM aapecoM. IIpocMmorpute CBOWCTBA 3TUX TOKYMEHTOB.

YPOBEHb!

Co3zpaiiTe SpAbIKY 1J1s1 IMYHOM MANKWA U TEKCTOBBIX JIOKYMEHTOB.
. 3akoHYHUTE pabOTy U CACIIAlTe OTYET.

1. Cozpnaiite B pabouyem qUCKE AEPEBO KAaTAJIOTOB:




N

4,
5. Bepnute spabIku U3 KOP3UHBI B UCXOJHYIO MANKy. 3aKOHUUTE PabOTy U clenaiTe OTYeT.

DAYUEBHAS\[UMSA I'PYIIIBI|\[ PAMUJINSA YUHALIET'OCSI]\ ®HUO.doc.
DAYUEBHAS\[UMS IT'PYHIIBI\[®@AMUWNJIUSA YUHAILET'OCS|\ Agpec.doc
BBenute TekcT B coznanubie (aiiasl. CoxpaHUTE JOKYMEHTHI.

[lepemecTuTe nBa spiblKa U3 JIMYHOM Manku B nanky Y4yeOHas. CKONMUpyiTe OOUH TEK-
CTOBBIM JJOKYMEHT U3 JIMYHOM MaNK B Manky Y4yeOHasi ciocoOOM MepeTsIruBaHus MUK-
torpamm (aitna. CkonmupyiTe BTOPOM TEKCTOBBIM JOKYMEHT W3 JIMYHOM MaNKH B MamKy
Yu4ebHasi, ucnonb3ys 0ydep ooOMeHa.

VY nanurte Bce Qailiibl ¥ SAPIIBIKK U3 MANKK Y4eOHas (KpoMe JTUYHOM).

3 ypOBeHb:

1.

2.

S

-~

Co3zpaiiTe B paboueM UCKE JEPEBO KaTAIOTOB:

DAYUEBHAS\[UMS I'PYIIIBI|\|[PAMUJINSA YUALIET'OCHI]
Haitnure Ha nucke JlroGoit daiin um ckomupyiiTe ero B JuyHyro nanky. IIpoBepwTe
CBOMCTBa 3TOrO (haiina.
VYcTaHOBUTE B JIMUHYIO MANIKY MPOrpamMMy, IPEAJIOAKEHHYIO PEnoiaBaTeieM, U Co3aaTe
APJIBIK 3aIyCKa MpoTrpaMMbl Ha pabodem ctoje. [lepenmenyiTe sipiblKk 1 CMEHUTE 3HAYOK
APIIbIKA.
VY nanure spiasik B Kop3uny.
BoccranoBure Bce yaaneHHble Gaiibl. 3aKkOHUUTE pabOTy U clieTaiTe OTYeT.

KoHTpoJbHBIE BOIIPOCHI:

1 ypoBenb:

1.
2.
3.
4.

Yro Takoe ¢aiin? Kak ero oTKpbITh?
Yro Takoe omeparonHas cuctema?
Yro Takoe karanor?
Kak BoiiTu B nanky?

2 ypOBeHb:

1.
2.
3.
4.
5.

N3 ywero coctout nms (aiina?

Kakoe HazHaueHue karangora?

Jl1st uero co3naroT apXxuBHBIC (paiiiib1?
KakoBo Ha3HaueHNE KOHTEKCTHOTO MEHIO?
Kak oTKpbITh TOKYyMEHT?

3 ypOBEHb:

1.
2.
3.

Kakue neiicTBus BBINOJHAIOTCS HaJ ManKaMu U sipJIbIKaMu?

Kaxk npoBepuTh cBOMCTBaA NManku win (aiina?

Yro Takoe KOp3uHa, U KaKUE IeHCTBUS BBINOIHIIOTCS C QailylaMu KOp3UHbI?
IIpakTHyeckas padGora NeS.

Tema: Co3nanue u opMaTpOBaHKUE TEKCTA B TEKCTOBOM pemakrope MS Word:

mpudThl, popmMaTUpOBaHHE CUMBOJIOB.



Heab 3anaTus: N3yuenne nHPOpMAIIMOHHON TEXHOJIOTHH CO3aHus (OpMaTHPOBAHUS
nokymentoB B MS Word.

3ananmue 1. [IoaroroBka K CO31aHUI0 TEKCTOBOI0 JOKYMEHTA.

[Topsimok paGoThI

Cozpnaiite B manke «Mou JOKYMEHTBI» TIANKy ¢ uMeHeM «Homep rpymmbi», a B Hel
HarnKy.

3amyctute TekcToBbii pepakrop MS Word (ITyck/ITporpammer/Microsoft Word)

W3yunTe KHOIIKY TaHe e nHCTpyMeHToB mporpammbel  Microsoft Word, noasos k
HUM KypPCOP MBIIIIH.

YcranoBute Bup 3kpaHa O0braHbIi (MeHIO [ aBHast, cTuib OOBIYHBIIN)

3aganue 2. HaOop Tekcra.

Habepute nBa ab3ania TekcTa 1o nNpuBEEHHOMY 00pas3ily, pacrlo0OKEHHOMY HUKE
(KHOTTKaMU TTaHeNel MHCTPYMEHTOB ycraHoBuTe mpudt — Times New Roman, pasmep
mpudTa 14, Kypcun). B HaOpaHHOM TEKCTE BBIICIUTE HA3BaHUS ITYHKTOB MEHIO 1 KOMAaH/IbI
MTOJTYKUPHBIM IIPAQPTOM.

O6pa3zen i Habopa

YToOsI npeCTaBIATh, KaK PACIoiaraeTcsi TEKCT Ha JIMCTE, UCTIONb3YiTe pekuM Pas-
MeTKa CTpaHuIIbl. [[J1s1 co3aanus 3TOro Bria BOCIOJIb3yTeCh MeHIO0 By 1 BeiOepute Ko-
MaHy PazMeTrka cTpaHuUIIbL.

Ecnu Bam Ha 3kpaHe He BUIHBI Kpasi JOKyMeHTa, BbiOepuTe Maciitad «Ilo mmpuney»
(Menro Bun, komanaa Maciitab 1o mupuHe).

3ananne 3. ®opmaTupoBanue mpudra. DopmatupoBanue mpudTa — 3T0 KOMILIEKC
ornepauuii, C TOMOLIBI0 KOTOPBIX YCTAHABIIMBAETCS HYKHOE OTOOpaXKEHUE TEKCTA.

3.1. YcranoBute B epBoM ab3aile HarmevyaTaHHOTO TEKCTa Pa3InIHbIE pa3Mephl MpHd-
Ta (Beimenss ciioBa MBIIIKOW): IEpBOe CIOBO — 22; BTOpoe - 18; TpeThe — 14; ueTBepToe —
10 (I'maBuas/Ipudt/Pazmep mpudra)

3.2. OdopmuTe BO BTOpOM ab3aiie B MEPBOM CTPOKE KaxKbIe J1BA CJIOBA PAa3HBIM IIBeE-
TOM.

Kak Bb10paTh nBeT mpudra?

B OKHE OTKpBITOro TOKyMEHTa NEPEXOAOM K BKIaAKe «I TaBHAsD)

Brigensiem Hy>KHBIN )parMeHT TeKCTa

B rpynmne «pudt» menkaem no kaomke «L[BeT TekcTa»

B manutpe 11BeTOB BbIOMpPAEM SUEHKY C HYKHBIM LIBETOM

3akpbiBaeM OKHa KHOMKON «OK»

3.3. [IpousBeauTe BO BTOpOM ab3alie cleayromye npeoopa3oBanus, BEIIHIISIS HY)KHBIC
cinosa (I'maBnas/Lpud1/Briuanka HpudT)

- IepBbIE /IBA CJI0BA OPOPMHUTD MOTY>KUPHBIM HIPUPTOM;

- BTOPBIE JIBA CJI0BA OPOPMUTH KYPCHUBOM;

- TPETHU JIBA CJIOBA — IOJUEPKUBAHUEM;

- Crietyrouiue Ba CJI0Ba — KypCHBOM + MOJYKUPHBIM + TIOTYEPKUBAHUEM.

3.4. B mepBoM ab3arie 3aaaiiTe pa3Hbie BUbI moquepkuBanus ([ aB-
Hast/[pudt/Brnanka pudr):



- IEPBOE CJIOBO — C JIBOMHBIM MOIYEPKUBAHHUEM;

- BTOPOE — C TEHbIO;

- TPETHE - 3a4EPKHYTHIN.

Kak ucnoab3oBath mipuToBbie 3P PekThI?

B okHe OTKpBITOro TOKyMEHTa BbIICIUTh (hparMeHT TEKCTa

OT1kpbITh OKHO «pudT» 1I00BIM yIOOHBIM CTIOCOOOM

B okne «llIpudr» na Briagke «pudt» B rpynne «Bugousmenenue» BoIOpaTh HYX-
HBIN 2P DEKT:

- «3a4epKHYTHIN» - 3a4epPKUBAHKUE TEKCTa

- «JIBOiTHOE 3auepKUBaHUE» - JBOIHOE 3aU€PKUBAHUE TEKCTA

- «C TeHbIO»

- «KoHTYyp» M T.1I.

Kak ucnpaBuTh cTpoYHbIe OYKBbI HA 3arJIaBHbIe MM HA000poT?

B okHe OTKpBITOro TOKyMEHTa BbLAENIAEM (PparMeHT TEKCTa

[lepexoaum k Bknaake «['maBHas»

B rpynne «[pud1» BeiOMpaeM HyKHYIO0 KHONKY «Peructp»

B crniucke peructpoB BbIOMpaeM Hy HbIN CIIOCO0:

- «Kak B npensyio)keHusx» - cTpoka Oy/1eT HauMHAThHCS C 3arJIlaBHOM OyKBBI;

- «Bce cTpouHbIe» - Bce CUMBOJIBI ()parMeHTa TeKCTa Oy IyT CTPOUHBIMU;

- «BCE ITPOITMCHBIE» - Bce cumBodisl pparmenta tekcra 0ynyt [IPOITMCHBIMU;

- «Hauunate C [IponucHbIX» - Bce clioBa parMeHTa TeKcTa OyAyT HauWHAThCS C 3a-
TJIaBHBIX OYKB;

- «I3MEHUTH PETUCTpP» - HENPABWIBHO HAOPAHHBINA (PpAarMEHT TEKCTa U3MEHUT CBOU pe-
TUCTP.




IIpakTuyeckas padora Ne6.

Tema: Co3manue u GpopMaTHpoBaHHE TEKCTa B TeKCTOBOM pemakrope MS Word: ab3amubie oT-
CTYIIBI 1 HHTEPBAJIBI.
Heas: 1. [Ipuo6GpeTeHne HaBbIKa YCTAHOBKHU OTCTYTIA JIJIsl a03alia;
2. [IpuMeHeHue OTCTyIA ClipaBa ¥ MHTEpBaJia mepea adb3arem.

Ha mannom sTame Ba)KHO yMETh pa3nnvarh KoHEI[ ab3ama u KOHell CTPOKH BHyTpu ab3ama. Korma
TEKCT JOXOJUT JIO MPABOr0 Kpas JIUCTA, OH aBTOMATUYCCKH TIEPEXOIUT Ha TpaByro cTpouky. Korma
e Bbl HxuMmaete kinapuiry ENTER, npoucxoaut mepexoa k HoBomy ad3airy.

3ananme 1. Cioco0bl BIpABHUBAHUS a03a1eB.

3anycrure Microsoft Word. HaGepure Tekcr:

[IpyunrH WCHONB30BaHMS TMEPCOHATBHBIX KOMIBIOTEPOB B MPO(ecCHOHAIbHONU IesTEIIbHOCTH
MOET OBITh MHOKECTBO, M B 3aBUCHMOCTH OT II€JI€H U pelIaeMbIX 3a7a4 JIJIs aBTOMaTH3aluu pado-
4Yero Mecra CrelHaliicTa BhIOMpaeTcsl ompeeleHHbId T KoMIbloTepa. Eciau Bbl Oyxranrep, TO
KeJlaHWe aBTOMATU3HPOBATh TPYJOEMKHUN OyXTalITepCKUN y4eT MOXKET OBbITh MPUYMHOU Mpuodpe-
TEHUS1 HACTOJILHOTO NIEPCOHATBHOIO KOMITBIOTEPA.

[TomyuuTcst oauH ab3all, COCTOSIINN U3 HECKOJIBKUX CTPOK.

CymecTByeT 4eThlpe crnocoba BIpaBHUBaHUS a03alleB.

Brego — neBbli Kpail pOBHBIM, a PABBIM KaK IMOJYyYHATCS.

I1o yenmpy — BeCb TEKCT BBIPOBHEH 110 LIEHTPY.

Bnpaso — nipaBbIil Kpail pOBHBIM, a JIEBBIM KaK IMOJTYYUTCS.

Ilo wupune — 06a Kkpasi poBHble. BoipaBHMBaHuUE MO MIHUPUHE B JAHHOM MpOrpaMme MPOUCXOIUT
3a CYET pacTATUBaHUS IPOOEIIOB MEXAY CUMBOJIAMH.

BripaBHMBaHME BBIICIICHHBIX a03arieB (ecin ab3all TOJBKO OJIMH, JIOCTAaTOYHO YCTAaHOBUTH B JIFO-
0011 MecTO 3TOr0 ab3aia Kypcop) OCYIIECTBISETCS:

- mpu oMol MeHro Pasmerka crpanunibl/A03ary/Briaaaka AO3a1y/BKiIaka OTCTYIIBI U HHTEPBa-
1161/ BeIpaBHUBaHUE.

- WA Ha)KaTHEM COOTBETCTBYIOIIEH KHONKH MaHeau MHCTpyMeHTOB I'maBHasg. CxeMbl Ha KHOII-
Kax SIBJSIFOTCS IOJACKa3KaMHM CII0CO00B BBIpaBHMBAHUA a03aIlEB.

Ha npumepe HaOpaHHOTO TEKCTa MOCMOTPUTE, KaK MPOUCXOIUT BeIpaBHUBaHUE ab3aues. [lompo-
OyiTe moodepeaHO BbIOpaTh paziuWyHbIE CIOCOOBI BhIpaBHMBAHHUS a03aleB, U B 3TOT MOMEHT BbI
OLIEHUTE YA0OCTBO pabOTHI C OTPAHUYHUTEISIMU TEKCTa B pexume «MacmTad 1no mupHHe CTpaHH-
LBI».

3ananue 2. AG3aUHBINH OTCTYII.

[Ipenmaraemoe 3aaHne UMUTHPYET OOBIYHOE 3asiBJICHUE (HE XBAaTAeT TOJIBKO MOIMHUCH) U OTIIH-
YaeTcsi OT MPEABIYIINX HAJHYMEM PEKBU3UTOB (packKiaaka MpoaAyKTOB chopMaTHpOBaHA MO MPHUH-
LUITy «KKOMY ¥ OT KOro» ajpecyetcs 3asBieHnue). O0paTtute BHUMaHUe, YTO B pacKIaJKe MPOIyKTOB
JIEBBIN Kpal POBHBIN, HO TEKCT OTOJABHUHYT OT JIEBOT'O Kpasl.

TECTO PACCBIINIYATOE
400 r myku
200 r macaa
0,5 crakaHa BoJbI
Pacrepers macno, 100aBUTh MYKY, BOay, Bebinarh 0,5 4allHON JIOXKKM COJM M 3aMECUTh TECTO.
Hcrnosip30BaTh TECTO ISl NTUPOXKKOB, BATPYILIEK, TMPOTOB.



Kuarou k 3aganuio

1. 3arosoBOK BBIPOBHEH IO IEHTPY, MIPUDT MOTYKUPHBIN, pa3psiaka 3 nT, Bce OYKBBI MPOIMHC-
HbIC, PUGT HA OAWH MYHKT OOJIbIIE, Ye€M Y OCTAIBHOTO TEKCTA.

2. OCHOBHOH TEKCT BBIPOBHEH TI0 IIIMPUHE, KpacHasi CTPOKa.

3. Packnanka mpoaykToB — mpu(T MOTYKUPHBIN. BripaBHUBaHME BiIeBO. 3aaH OTCTYII CIIEBa,
JUTSL 9TOTO BBIIETUTE ab3allbl, KOTOPhIE HY)KHO «OTOJIBHHYTH», BBHIMOJHUTE KoMaHay (I'mas-
Hasi/A63ar/Bkiaaka A63ar) U Ha BKiIaake OTCTYIbI M HHTEpBabl B mosie OTCTyn clieBa 3a-
nanre pasmep orcrymna B 10 cwm.

3aganue 3. 3akpensieHne HAaBbIKA YCTAHOBKM OTCcTYNA AJs a63ana. Hepacrs:xkumblii mpooea u
NPUHYAUTENbHBINA KOHEIl CTPOKH, BO3MOKHOCTH UX NPHUMEHEHHS.

OOpaTuTe BHUMaHUE Ha POBHBIN MpaBblil Kpail (PEKBU3UTHI, OCHOBHOM TEKCT M MOINUCH 3aKAHYH-
BAIOTCS Ha OJHOW BEPTUKAIbHON JMHHUU) U JIEBbIM (BCe IepBble CTPOKU a03alleB HAYUHAIOTCS OT
OJIHOM BEPTUKAIBLHOU JIUHUM).

123456, r. Mocksa, yi. Yexosa, 112, kB. 6
YekanoBou Jlrogmuine BukropoBae
CornacHo 3akimoueHHOMY ¢ Bamu gorosopy ot 23 suBaps 2011 roga, Bel o06s3anbl Bo3Bpa-
TuTh MHE, MakmmackoMy Ceprero MuxaitnoBudy, B3steie Bamu B3aiimbr 3 500 000 (Tpu MmuinoHa
MSATHCOT THICSY) pyOJeit B cpok 1o 23 suBaps 1998 r.
Coo0mrato, 94To B HaCTOAIIEe BpeMs s MpOoKHUBaio 1o aapecy: 187654, r. MockBa, mpoCHEKT
Bepnanckoro, 215, kB. 89.
[Ipomry Bac BbiciaTh MHE yKa3aHHYIO CyMMY IOYTOBBIM MEPEBOJIOM 32 MOUM CYET 10 MOEMY
azapecy.
5 nekabps 1997r. C.M. MakmuHCKuit

B sToM 3aaHnu BBOJSTCS JBa HOBBIX TIOHSTHSL.

HEPACTEXUMGBII (uepaspsiBublii) mpo6en /Shift+Ctrl+mpoten/ He mo3BonseT c1oBa, Mex-
Iy KOTOPBIMU OH BCTaBJICH, pacrojiaraThb Ha pa3HbIX CTpoukax (yIoOHO ymoTpeOssTh B Ciydasx:
1996 r.; iBanoB 1.B., u T.11.) 1 coxpaHseT 3TOT Mpobden (GUKCHUPOBAHHBIM (10 IIUPUHE) TIPH JTF0O00M
BbIPAaBHUBAHUU ab3ana (He pacTsIruBaeTcs B OTIMYKUE OT 0OBIYHOTO Mpodena).

IIPUHY JUTEJIbHBIN KOHEL] CTPOKH /Shift+Enter/ yrorpe6isercst B ToM cilydae, KOria
BaM CaMHMM HY>KHO OTPEJIENIUTh KOHEL CTPOKH.

Kuarou k 3aganuio

- PexBu3utsl (0OpaleHne B MMCbME) BEIPOBHEHBI 110 HIMPUHE, OTCTYII CJIeBa, B KOHIIE MEPBOM
CTpOKH (TTOCie KB. 6) MPUHYIUTENBHBINA KOHEI CTPOKHU. [[jist 3TOro, 4T0OBI 3Ta CTPOKA 3aKOHYMIIACH
YEeTKO y MpaBOTO Kpas MoJIockl Habopa (eciu B 3TOM MeCTe 3aKOHUYUTH ab3all Takoro 3ddexra He
nonyuutcs). KpacHol cTpoKH HeT.

- OCHOBHOM TEKCT BBIPOBHEH IO IIUPUHE, KpacHasi CTpoka. Mexay HEKOTOPbIMU CHMBOJIAMHU
(8 cymme 3 500 000) ucnonp3yroTcs HEpaCTKUMBbIE TIPOOEITHI.

- [Toanuce BeIpOBHEHA MO HIMPUHE, B KOHIE CTPOYKH MPUHYAUTEIBHBIN KOHEIl CTPOKH. D -
(beKT pacTATUBaHUS TEKCTA MO KpasM JOCTUTAETCS 3a CUET TOTO, YTO BCe MPOOEIIBI B 3TOM CTPOKE, 32
UCKJIIOUEHUEM OJTHOTO, HEPACTSKUMBIE.



IIpakTH4yeckas padora Ne7

Tema: Co3nanne CMCKOB B TEKCTOBBIX JOKYMEHTAX.
Heab: M3ydyenune nHOOpPMAIIMOHHONW TEXHOJIOTHH co3aanus criickoB B MS Word.

HymepoBaHHBIN CIIMCOK.

Hymeposanmwiii cnucok — 3TO CIHUCOK, KOTOPbIA OCHOBBIBAETCS Ha 0003HAUYEHUU MYHKTOB
cnucka nudpamu — apabCKUMU WM PUMCKUMHU, a TaKXKe JATUHCKUMU OyKBamMu (CTPOUYHBIMU
WJIH 3arJIaBHBIMU).

Kak co3xath npocToili HyMepOBaHHBbII CIIUCOK?

[ cnocob:

1.

B OKHE OTKpPBITOro JOKYMEHTA CTABUM KypPCOp B TO MECTO CTPAHHUILIBL, TIE€ JOJDKEH Ha-
4aTbCsl HyMEPOBAHHBIN CIIUCOK.

2. BwiOupaem nudpy «1» u ctaBUM mociie Hee TOUKY.

3. Haxumaem knaBumry Tab wim knaBumry mpo6ena.

4. HaOupaem Hy>KHBII TEKCT IEPBOr0 MYHKTA CIHUCKA.

5. Haxumaewm kinaBuiny Enter.

6. K nepBoii cTpoke cnivcka aBTOMaTUYECKU JOOABISETCSl HOBasi CTPOKA C HOMEPOM «2).
[Tocne xaxoro BBOJa TEKCTa U Ha)KaTUs KiaBuIK Enter Oyner no0aBisATbCa CTpoKa
CO CIIEAYIOIIHMM MOPSAIKOBEIM HOMEPOM.

7. B xoHue cnucka, 4To0bl HymMepalus MpeKpaTuiiach, ABaXkIpl HA)KUMaeM KiaBuury En-
ter.

2 cnocob:

1. B OoTKpBITOM OKHE IOKYMEHTa MepexoauM K Bkiaake «I' maBHas».

2. CtaBUM Kypcop B TO MECTO CTPAHMIIBI, T€ JOJKEH HaYaThCsl HyMEPOBAaHHBIN CIIHCOK.

3. B rpynme «Ao63aty BeiOupaem kHoTKy «Hymepamms.

4. B meHto «bubnnoreka Hymepaluun» BbIOUpaeM HYKHBIA TUIT HyMepauuu — HudpoBoit
1M OyKBEHHBIM.

5. BBoIMM Hy>XHbIE JaHHBIE, CO3/1aBasl IEPBYIO CTPOKY CIHCKA.

6. Jlns mepexosa K mOCIeayONIMM CTPOKaM CIIMCKa Ha)kuMaeM KiaBuinry Enter.

/. B KoHUe cnucka, 4ToObl HyMepalus MpeKpaTUIach, ABAXKIblI IEIKAEM KIIABHILY

Enter.

3axanue 1. Co3paiiTe CIUCKHA B OJMH CTOJI0€II.
Nel (uudposoii)

KomrioneHTs1 koMnbroTepa CucTteMHbIe TPOrPaMMBl.
CucremHblii OJIOK. SI3pIKM pOrpaMMUpPOBaHUS.
MonwuTtop. [TpuknagHabie mpoOrpaMMBl.
Knasuartypa. Kommbrorepusie ceTu.
Mpbi1b. JIokanbHBIE CETH.
[Iporpammuoe obecrieueHue I'moGanwsHbIE ceTu.

Ne2 (0OyxkBeHHBII)

KomnonenTsl koMibroTepa Mpb1mb.
CucremHbIf OJIOK. [IporpammHuoe oOecnieueHue
Monwutop. CucremMHbIE TPOrPaAMMBI.

KiaBuarypa. SI3BIKM IPOTrPaMMHPOBAHMUSL.



IIpuknanHbie IPOrpaMmBel. JlokasbHbIE CETH.
Kommnerorepusie ceTu. ['moGanbHBIE CETH.

MapkupoBaHHBIH CIIMCOK.

Mapxupoeannulii cnucok — 3TO CIUCOK, KOTOPBIA OCHOBBIBaeTCS Ha 0003HAYEHUHU CITHMCKA
MapKepamu, KOTOPBIMHU MOTYT CITY>KUTh IIPUGTOBBIE CUMBOJIBI WJIM PUCYHKHU.

Kak co3xath npocToii MAPKUPOBAHHBIN CITUCOK?
1 cnocob:

1.

SEGRFREN

7.

B okHE OTKpBITOr0O JOKyMEHTa CTaBUM KypCOp B TO MECTO CTPaHUIIbI, I/I€ JOJDKEH Ha-
4aThCsl MAPKUPOBAHHBIN CIHCOK.

Habupaem cumBout * (3Be3mouka) wimm — (neduc)

Haxxnumaewm xtaBumny Tab wiy kiaBumry mpooer.

HaGupaem HyX HBII TEKCT EPBOW CTPOKHU CITUCKA.

Haxxumaewm kiaBuiry Enter.

K nepBoii cTpoke crnrcka aBTOMaTHYeCKU JOOABUTCS HOBasl CTPOKA ¢ MpeoOpa3oBaH-
HbIM MapkepoMm crnucka. [locne kaxxaoro BBoja TeKcTa U Haxatusi Enter 0yzer no6as-
JATBCSA CTPOKA C MAPKEPOM.

B koH1e criicka, yToObl HyMepalus IpeKpaTUiIach, JBaX /bl HAXKMMAaeM KiaBuiry En-
ter.

2 cnocob:

1.
2.

No ko

B OKHE OTKpBITOro JOKyMEHTA NEPEXOAUM K BKIIAJAKe «I JTaBHAS.

CraBuUM Kypcop B TO MECTO CTPAHHMIIBI, I/I€ JOJDKEH HAYaThCsl MapKUPOBAHHBIN CITH-
COK.

B rpynne «A63an» BeiOMpaeM KHOMIKY «MapKepbi».

B mento «Mapkepb» BHIOUPAaeM HYHBII TUIT CHMBOJIOB MapKEPOB.

BBoauMm HyXHBIE TaHHBIE, CO3/1aBasi IEPBYIO CTPOKY CIIMCKA.

Jlns mepexo/ia K CIeAyIOIIMM CTPOKaM CIHCKa HaKUMaeM KiiaBuiny Enter.

Jlnst mpexpalieHusi HyMepaluy CIUCKa B €ro KOHIE JBaXKIbl HAXKMMaeM Kiiapuiy En-
ter.

3ananme 2. Co3naiiTe MAPKMPOBAHHBIN CIIMCOK.

Nel.

Hexoropeie KUCAOTHI U UX COJH.
4 AzorHas
4 Jluxpomosas
4 Cepnas
4 Vronpras
4 Xpomosas
4 Xnoprosaras
HNO3
H2CrO7
H2S04
H2CO3
H2CrO4
HCIO3
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KomIoHeHThI KOMIIBIOTEPA
CucremHbIH OJIOK.
MonwuTop.

['mobGanbHbIE CETH.

MplI1b.

[IporpammHuoe obecrieyeHue
CucTeMHbIE TPOTPAMMBL.
SI3BIKM TPOrpaMMHUPOBAHUSL.
[IpuknanHbie IPOTPAMMBI.
KommnerorepHsie ceTu.
JlokanbHBIE CETH.
Knasuarypa



MHOroypoBHeBbIH CIIMCOK.

MHno20yposHesbiii CIUCOK — 3TO CIUCOK, KOTOPBIN OCHOBBIBAECTCA HA OTOOpPAKEHHH CTPOK CITH-
CKa pa3HbIMU ypoBHAMU (0T 1 10 9) Kakaas U3 CTPOK CIHCKA MOXKET BKIIFOYATh MOAIMYHKTHI pas3-
JUYHBIX ypoBHEW. Jljis 0003HAYEeHUS! B MHOTOYPOBHEBOM CIIMCKE MOTYT MCIOJIb30BATHCS Kak
MapKephbl, Tak U HUDPHI.

Kak co3xatb MHOTOypOBHEBBIN CIIMCOK?

1.
2.
3.
4. B MeHI0 «MHOroypOBHEBBII CIIMCOK» BBIOMPAEM HYKHBIA THN criucka. [Ipu aTom cnimcok

5.
6.

B okHe OTKpBITOro JOKyMEHTa NEPEXOAUM K BKIIaJKe «[ TaBHAS.
CrtaBUM Kypcop B TO MECTO CTPaHHUIIbI, TJI€ JOHKEH Ha4aTbCsl MHOTOYPOBHEBBIN CITUCOK.
B rpymme «A63am» BeiOUpaeM KHOIKY «MHOTOYpOBHEBBIN CITUCOKY.

MOET OBbITh KaK MApKUPOBAHHBIM, TAK 1 HEMAapKUPOBAHHBIM, a TAK)KE CMEIIAHHBIM.
BBoauMm gaHHBIE U CO34aEM MEPBYIO CTPOKY CIIMCKA.
[Tocne HaxkaTus kiaBuiy Enter Oyaet npoaomKaThes yKe HyMepanus MOJIyHKTA.

Kak npeo0Opa3oBars nIpocToil CIMCOK B MHOTOYPOBHEBBI?

[IpeobpazoBath yxe CyIIECTBYIONIUN OOBIYHBIN CIMCOK (HyMEPOBaHHBIN WJIM MapKUPOBAHHbIN )
B MHOTOYPOBHEBBIM MOYKHO OJHUM U3 CIEAYIOIIUX CIIOCOOOB.

1 cnocob6:

1.
2.

o0k w

B OKHE OTKpBITOro JOKYMEHTA IIEPEX0AUM K BKIagKe «I'maBHasD.

Ycra"naBiauBaeM Kypcop BBOJAA TEKCTa Ha CTPOKE CIIMCKA, YPOBEHb KOTOPOWU HAJIO IOHU-
3UTh A0 MOAIIYHKTA.

B rpynne «A63amy Beioupaem kHonky «Hymepanus» nimn «Mapkepb».

B MeHI0 HaBoAMM Kypcop Ha NyHKT «VI3MEHUTh yPOBEHb CITUCKa».

B mento «I3MeHUTh ypOBEHb CIMCKa» BHIOUPAEM HYKHBIM YPOBEHB 7151 IPeoOpa30BaHuUs.
[Iponomxkaem paboty co cnuckoM. [[1s1 BO3BpalleHus: K UCXOJHOMY YPOBHIO IOBTOPSIEM
OIMEpaLUIO C HOBBIM AJIEMEHTOM, BEIOMpPAEM HY>KHBI YPOBEHb JIJIs1 IPEOOPA30BAHMUS.

2 cnocob:

1.

B okHE OTKpBITOr0 JOKYMEHTA IEJIKAEM ITPABO KHOIKOW MBIIIH IO MMYHKTY CIHUCKA, YpO-
BEHb KOTOPOT'O HAJI0 TOHU3UTh.

Ipumeuanue. Buioensem cpynny nyHKnoe6, YPpO6€Hb KOmoOpbvlX HYIHCHO odnoepemeﬂﬂo NnOHU-

3umio.

2.
3.

B KOHTEKCTHOM MEHIO BHIOMpPAEM MYHKT «Y BEJIMYUTH OTCTYID.
[Tponomkaem mpeoOpa3oBaHKe HY>KHBIX TYHKTOB CITUCKA J0 HYKHOTO YPOBHSI.



IIpakTn4yeckas padora NeS.

Tema: Co3nanme u popmaTupoBanue Tadaull.
Heab: [Iprobperenue HaBHIKOB CO3/IaHUs TaONHIIbI, €€ (OpMaTUPOBAHUE, BHECEHUE B TAOJIHUILY
TEKCTOBOM MH(OopMaLUH.

JIBa cmoco0a co3xanust Ta0JIMI:
1. ITpu nmomomu MeHro Bcraka/Tabnuma/BetaButh TabnuIly, ykazaB B COOTBETCTBYIOIIHMX
MOJISIX BBOJIA YHCIIO CTPOK U CTOJIOIOB CO3/1aBa€MOil TaOIHUIIBI.
2. Ilpu nmomomm MeHio BcraBka/Tabnuiia, HakaB KHOIKY MBIIIW, BBIACINUTE, HE OTITyCKas
KJIABUIIIW MBI, HY>)KHOE KOJIMYECTBO SIYEEK B PACKPHIBAIOILIEMCS TTOJIE.
3ananue 1. OcHOBHBIE OIEpaly MO CO3AAHUI0 U (POPMATHUPOBAHUIO TaOiHIl. BCcTaBUTH 1I0OBIM
13 CIOCO0O0B TAa0IUILy C IPOU3BOJIBHBIM YUCIOM CTOJIOIOB U CTPOK.
BripaBHuBanue u popMaTupoBaHue WIPUPTA B AUYeiiKe TAO MBI

1. MPOU3BOJIUTCS TPAAUIIMOHHBIM CITIOCOOOM C MCMOJIb30BAHUEM KHOIIOK BhIPaBHU-
BaHUs a03alleB Ha MaHe I UHCTpYMEeHTOB (PaboTa ¢ Tabnuiiamu/Maxket/BeipaBHUBaHUE)
2. unu ['naBHas/Ab3all HaKaTUEM COOTBETCTBYIOIIECH KHOIKH.

Bnecure B OJHY H3 SAYCCK Ta6J'II/II_[I>I CBOC MM (HpGI[BapI/ITeHBHO HYKHO YCTAaHOBHUTBH KYPCOp B
H‘IGﬁK}’) N BOCIIOJIb30BATbCA KHOIIKAMUA BbIPpABHUBAHU S a63aueB.

Bnanucnas ITeTpos

Anlekcanap HBaHoB

Jmutpuit

AIWN|EF-

Cunopos

Broinenenue crpoxku/Croaodua.
1. Tlonw3ysice MeHto pabota ¢ Tabiuiamu/Maxket/Tabnuma/Beigenenne, MOXKHO BBIICTUTH TY
CTPOKY WJIM CTOJIOEI], B KOTOPBIX MPEIBAPUTEIHLHO YCTAHOBJIEH KypCOp.
2. A ecnu sl BBIJIETICHUS! BBl XOTUTE BOCIIOIB30BATHCSI MBIIIBIO, TTOJIBEIUTE YKa3aTeIh MbI-
IIIM JIEBEE€ CTPOKHU WJIM BBIIIE CTOJOIA U MIEIKHUTE MBIIIBIO B TOT MOMEHT, KOTJja yKa3a-
TeJIb MPUMET (POPMY CTPEJIKH, a 3aTeM COOTBETCTBYIOIIHMM CTONOETI.
N3meHeHus1 MUPHHBI cTOJ0HA. Hy)XHO TOABECTH yKa3aTelb MBIIIHA K JIMHHH, Pa3ciIsSIONICH
JIBa CTOJIOIAa U B TOT MOMEHT, KOTJ]a YKa3aTelb IPUMET BHJI JBOWHOW CTPEIIKH, HaXKaTh JICBYIO
KJIABHIITY MBIIIN U TMIEPEHECTH TPaHUIly CToJIONAa B cTopoHy. Cy3bTe CTOJIOCI], B KOTOPOM BBEJIC-
HO MMSI.
BcraBka cTpokn/cTo/i011a B MMEOILYIOCH Ta0JuILy.
1. BeigenuB CTpOKY WJIM CTOJIOEL, BOCHOJIb3yWTeCch KOoMaHAoM MeHio Pabota ¢ Tabnuna-
Mu/CTtpoku u cToso1el/BetaBuTh. JlaHHas KHOTIKA MOYKET BCTaBJISATh TAOIUITy WK 100aB-
JSATh CTPOKHU WMJIM CTOJIOIBI B YK€ MMEroIIytocs Tabnuiry. Jlo6aBbTe HOBBIN CTONOEI, BbI-
JICTAB CTOJIOCT] C UYMEHEM M Ha)KaB KHOTIKY. AHAJIOTHYHO BCTABHTE CTPOKY.
2. BpIenuB CTpOKY WM CTOJIOEI, HAKAaTh MPaBYI0 KHOIKY MBIIIN U U3 KOHTEKCTHOTO MEHIO
BBIOpATh KOMaHy BCcTaBUTH.
BoigesieHue Ta0auubI HeJTUKOM. MOXXHO TTPEIIIOKUTH HECKOJIBKO CTIOCOOOB:
1. YcraHoButh Kypcop B JOOYyI0 SYEHKYy M ¢ TOMOIIbI0 MeHIo Pabora ¢ Ttabnuna-
mu/Maxket/Tabmuia/BeiienuTh BeIICTUTH TaOIHUILY.
2. Beimenuth kpaiiHuil cTonOeI Mpy MOMOIIM MBIIIY U, HE OTITyCKas JICBOW KIIABUIIIH, MPO-
TAIIUTE BBIICTICHHUE IO IPYTOro Kpasi TaOJHIIbI.



3. Beizenute kpallHIOIO CTPOKY MpPH MOMOIIU MBIIIN U, HE OTITyCKas JIEBOW KJIABHUIIIH, MIPO-
TaIUTE BBIICTICHUE A0 APYTOro Kpasi TaOIUIIb.
Ynanenne Tabauubl. Breigenure Tabnmuiy u momnpoOyiite Haxarh kiaBumry /del/. YUto
MPOU30LLI0? Y JaTUIIOCh TOJIBKO COAEPKUMOE TaOJINLIBI.
1. Jlns Toro, 4To0BI yIaduTh TaOJIMILY, BBIJICTUTE €€ U BBIIOJIHUTE KoMaHay Pabora ¢ Tabiu-
amMu/MaxkeT/CTpoku B cTOJIONBI/ Y 1aauTh/ Y 1aluTh TabIuILy.
2. Beigenuth Tabmuily 1 HaxkaTh KiaBuiry Back Space.

3aganme 2. Co3ganue TadJuIbl, BHECEHHE B Hee TEKCTOBOW MHGpOpMAIUU M BBHINIOJHEHHE
oOpamJyieHHs TAOIMIIBI.

Kurou k 3axanuio.

1. BcraBpTe Tabmuiy ¢ TpeOyeMbIM YUCIIOM STYEEK.

2. Cronber; ¢ HymMepanyed ypoKOB BBIPOBHSIMTE BIIEBO M MPH MOMOIIY MBI yCTAHOBUTE
HE00XO0AMMYIO IIMPpUHY. Bece ocTanbHble SIMEUKU BEIPOBHSMTE 110 LIEHTPY.

3. lan Henmenw W HOMEpa YPOKOB BBIACIHUTE MOMYKUPHBIM IipupToM. DopMaTupoBaHue
mpu@Ta MOKHO MPOU3BECTH MOCIE HAOOpa TEKCTa.

4. 3anoMHUTE OCTAJIbHBIE SYEUKH, MPUIEPKUBASICH CIEIYIOIIEro TpeOOBaHUs: Ha IEPBOM
YPOKE JTOJKHBI OUTh «KOPOTKHE» HA3BaHMS YPOKOB, BIIMCHIBAIOLIMECS B CTPOUKY (Hampumep,
YTEHUE) U <«JUIMHHBIE» - B JIBE CTPOUKU (Hampumep, pusnyeckas KyJlbTypa), HA BTOPOM YpOKe
BCE€ MPEAMETHI JOJDKHBI IIOMEIIATHCS B OAHY CTPOUYKY, OCTAJIbHBIE YPOKH IIPOU3BOJIBHO.

IoneneabHuk | Bropuuk Cpena YerBepr IaTHuna
OcHOBBI . duznueckoe
1 | Maremaruka Urenue Pycckun
uH(pOpPMaTUKU BOCIIMTaHUE
2 Tpyn My3bika UreHne DTHKa Maremaruka
3 UreHne Pycckunii Pycckuit Maremaruka UreHue
OCHOBBL.
4 | OuskynbTypa | MaremaTuka Tpyn N30
KU3HEN.

Brimonnute npocMoTp (kHomka IIpenBapuTenbHBI TPOCMOTP), HUCHOJB3YHUTE <JIYITY»
(IIETYOK MBIILN) IJIs1 yBEIMYEHHS MaciiTada. 3aKkpoiTe OKHO (COOTBETCTBYIOIIAs KHOIKA).

Boigenure Ttabnuily u BeimoigHuTe oOpamiienue (Pabora ¢ tabmuuamu/Ctunm  Tad-
muny/I'pannusl/['pannnsl u 3anuBka/PaMka). Beinonaute npocMoTp.

3aKpoWTE OKHO MPOCMOTPA U OTMEHUTE ICMCTBUE COOTBETCTBYIONIEH KHOIMKOM.

3ananue 3. 3akpenjieHue HaBbIKa cO34aHus Tadauubl. Bbi0op oOpamiienusi, poHOBOrO 3a-
MOJIHEHUS, PA3MelIeHNs] B «BBICOKUX» CTPOYKAX TEKCTA BEPTUKAJIBLHO MOCEpPeINHeE.
IIpownsBecTu ciieyromme N3MEHEHUS :

- BBITIOJTHUTH OOPaMIICHUE BCEH TaOIUIThI TMHUSMHU PA3HOUN TOJIIIHHBI.

- BBIPOBHSIThH BCE CTPOKH Ha OJIMHAKOBYIO BBICOTY.

- B «BBICOKMX» CTPOKaxX BBIPOBHATH TEKCT BEPTHKAILHO TO cepenuHe (paboTta ¢ Tabimia-
mu/MakeT/BbipaBHUBaHNE) HAKATUEM COOTBETCTBYIOIIEH KHOTIKH.

- BBITIOJIHUTH (POHOBOE 3aMOJTHEHUE.
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Tema: KOMIUIEKCHOE UCIIOJIbB30BAHUE BO3MOXHOCTEM MS WORD JIJIS CO3-
JAHUA TEKCTOBBIX IOKYMEHTOB.

[enb paboThl: camocTosITeNbHAs padoTa I MPOBEPKU MPHOOPETEHHBIX HABBIKOB PaOOTHI C
TeKCTOBBIM Mporieccopom MS WORD.
Oo6opynoBanme: 6a3oBas koHpurypanus [1K, rexcrossiii mporieccop MS WORD.
3aganue: Co3naTh JOKYMEHT MO 00pasily.

|
KOMIIBIOTep — 3T0 370pOBO’

* BplYMCIUTENbHASA TEXHUKA SBISETCA
ONPENEISAIOIUM KOMIIOHEHTOM TaKHMX
COCTABJISIFOLIIUX Hay4YHO —
TEXHUUYECKOTO Mporpecca, Kak po0oTo-
TE€XHHKAa U TMOKUE MPOU3BOJACTBECHHbBIE
CUCTEMBI, ABTOMATH3UPOBAHHBIE CHC-
TE€MbI IPOEKTUPOBAHUS U YIIPABJICHUS.
C MUpOKUM BHEIPEHUEM BBIYUCIIH-
TEJIbHOW TEXHHKW B HApPOJIHOE XO35H-
CTBO CBSI3BIBAETCS BO3MOYKHOCTH IIEpe-
BOJIa €ro Ha IyTh MHTEHCUBHOIO pas3-
BUTHSL.

*  MuHHMATIOpHAas  BBIYUCIHUTENIbHAS
MaiigHa (MHKpPOIIPOIIECCOpP) CTaHO-
BUTCS COCTAaBHOW YaCTBHIO

MPaKTUYECKHU JIIOOOro mnpudopa, yCT-
poiicTBa, arperara. Her Hu ogHOU OT-
paciv NpOMBINUIEHHOCTH, TAE MpPUMeE-
HEHHUE BBIYUCIUTEIBHON TEXHHUKU HE
CyJUII0 OBl CYIIECTBEHHOTO BBIMTPHIIIA
B 9(GEeKTUBHOCTH MPOU3BOJICTBA, CO-
BEPIIICHCTBOBAHMUSI KA4e€CTBA BBIIYC-
KaeMOM IPOTYKIIHH.

* C MIHAPOKUM HCIOJIb30BAHUEM BbI-
YUCIIUTEIbHOM TEXHUKU CBA3BIBAIOTCS
IJIaHbl 10 KOPEHHOMY COBEPIICHCTBO-
BAHUIO CHCTEM TEJIEBU3MOHHOM WU Te-
neOHHON CBSI3M, MEIUIIMHCKOTO 00-
CIIy’KUBaHUSI HACEJICHUs, 00pa30BaHMUs.

ITonbITKa C)XaTh HACTOJIBLHBIN KOMIIBIOTECP A0 pa3MEpa IJIMTKH HIOKOJaaa Jajla POXKIACHNE HOBO-

My KJIaCCY KOMITBIOTEPOB -
KAPMAHHBIX HEPCOHAJIBHBIX KOMIIBIOTEPOB (KIIK)

Bawu nasviku u YMeHUA OYEeHUBAIOMCA «YdoeﬂemeopumeﬂbHo».




» BrluncnurenbHas TEXHUKA SBISETCS OMPEACISIONIAM KOMIIOHEHTOM TaKUX COCTABIISFOIINX
HAyYHO — TEXHUYECKOro MpOorpecca, Kak poOOTOTEXHUKA U THOKUE MPOU3BOJCTBEHHBIE CHUCTE-
MBI, aBTOMATH3UPOBAHHBIE CUCTEMBI IPOECKTUPOBAHUSI U YIIPABICHHUS.
+¢ C mMpOKHM BHEIPCHUEM BBIYHCIUTEIBHON TEXHUKU B HAPOJHOE XO3SUCTBO CBSI3bIBA-
eTcs BO3MOKHOCTB TIEPEBO/JIa €T0 Ha IMyTh HHTEHCUBHOTO Pa3BUTHSL.

MuHMaTIOpHAs BEIYMCIUTENbHAS MAaITMHA (MUKPOIIPOLIECCOP) CTAHOBUTCS

COCTaBHOM YacCThIO MPAKTUYECKHU JII0OOOT0 Mpubopa, yCTPONUCTBa, arperara.
» Hert HU oiHOM OTpaciay MPOMBILIUIEHHOCTH, /1€ TPUMEHEHNE BBIYUCINTEILHON
TEXHUKUA HE CYJIMJIO OBl CYIIECTBEHHOTO BBIMIpHIMA B 3((EKTUBHOCTU MPOU3BOJCTBA, COBEP-
IIEHCTBOBAHUS Ka4e€CTBA BBIITYCKAEMO NMPOIYKIINH.
» C MIHUPOKHMM HUCIIOIH30BAHUEM BBIUYMCIIUTEIIEHON TEXHUKU CBSI3BIBAIOTCS IUIAHBI 10 KOPEHHO-
My COBEPIICHCTBOBAHHUIO CHUCTEM TEJIEBU3UOHHOW CBS3HM, MEAMIIMHCKOTO OOCITY)XKHBaHHUS Hace-
JeHus, 00pa30BaHMUs.

Bawu nasviku u YMEHU OYEHUBAIOMCA ((XOpOWO)).
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Bawu nasviku u VYMeEHUA OYEHUBAIOMCA «Omauunoy.

JlomoTHUTENIBLHOE 3aJJaHuE

[Topsimok paboThl

1. HaGepurte B penakrope MS Word npon3BoJibHBIN TEKCT, HMEIOIIHI HEe MEHEE OJJHOTO 3a-
rojioBka. O0beM TeKcTa J0JDKEH ObITh He MeHee 1500 cuMBOIOB ¢ IpoOeIaMu.
BeiBenute craTicTuky K HabpanHomy Tekcty (Cepsuc/Cmamucmuxa).

3. Ilpoussenute popmaTupoBanue Tekcta. [lapamMeTpsl TEeKCTa U 3ar0JI0BKA BHIOPATh B Ta0-
JuIe.

Coxpanurte HaOpaHHBIA JOKYMEHT B cBOeil namnke ¢ umeHeM «I1P 10».

3aBepiute paboTy ¢ MpOrpaMMoi.

N

o B

Taoauna.

Tabnuna BeIOOpa mapaMeTpoB 3arojioBKa U TEKCTa Jisl Habopa.

Ne [TapameTpsl 3aronoBka [TapameTpsl TEKCTA
Bap




[TomyxupHslii Kypcus 16 nrt.;
pPacnoJIOKEHHE 110 UEHTPY

Kononturyn Bepxuuii — @.1.0., nata; BbI-
paBHUBAHUE — IO JIEBOMY Kpato; mpu@T —
OOBIYHBIN 12 NT.; MEXCTPOUYHBIA UHTEPBAT —
MIOJIYTOPHBIN

2 Kypcus 14 nt.; pacnioniosxke- | BelpaBHUBaHME — 110 IPaBOMY Kpatro; pUPT
HUE —JIEBOCTOPOHHEE B paM- | — OOBIUHBIN 14 NT.; MEXXCTPOUHBIA HHTEPBAI
Ke - OJIMHAPHBIN
3 [Tomy>KHpHBIN C TOTYEPKHU- BripaBHUBaHME — 110 HEHTPY; MEKCTPOUHBIN
BaHuEeM 12 MT.; pacmonoxe- | HHTEPBaJ — NOJYTOPHBII; MIPUPT — KypCUB
HHUE - IPABOCTOPOHHEE 12 nT.; puCyHOK — B Ha4aJie TEKCTa
4 [Momyxxupusiii 14 nT. ¢ po- | BelpaBHUBaHME — 110 JIEBOMY Kpar0; KOJIOHTH-
HOM; PacCIIOJI0KEHHUE - IIpa- tyn Bepxuuit —®.1.0., gara, rpynna; mpudr
BOCTOPOHHEE — 00bIyHBIN 10 OT.; MEKCTPOUHBIN MHTEPBAI
— JIBOMHOMN
5 [Tomy>xupHbiii KypcuB 18 nT.; | BelpaBHUBaHKE - 10 IPaBOMY Kparo; PUPT
PaCIIOJIOKEHHUE TI0 LEHTPY OOBIUHBIN 14 NT.; MEXCTPOUHBIA HHTEPBAT —
OJIMHAPHBIN
6 Kypcus ¢ nonuepkuBanvieM | BelpaBHHBaHHME — IO MIHUPUHE; LIPUPT —
16 nT.; pacnionoxkenue —no | 00bIYHbINA 10 NT.; MEKCTPOUHBIM HHTEPBAT —
LICHTPY B paMKe JBOWHOU
7 Kypcus 16 nt.; Kononturyn Bepxauit — ®©.1.0., nara; BbI-
PacCIIOJIOKEHUE - paBHHUBAHUE — M0 LEHTPY; WPUPT — OOBIYHBIN
JIEBOCTOPOHHEE 11 0T.; MEXXCTPOUYHBIN UHTEPBAI — MOJIYTOP-
HBIN
8 [Tomyxupnsiii 16 0T. ¢ ¢o- BripaBHUBaHME — 110 TPaBOMY Kpato; mpugT
HOM; PacCIIOJI0KEHHUE - Ipa- — KypcuB 12 IIT.; MEKCTPOUHBIM HHTEPBAT —
BOCTOPOHHEE OJVHAPHBIN
9 [TonmyxupHblii KypcuB 14 nt.; | BeipaBHUBaHUE — IO MIHUPUHE; WIPUPT —
PACIIOJIOKEHHUE — IO EHTPY | OObIYHBIN 10 NT.; MEKCTPOUHBIN UHTEPBAT —
IIOJIYTOPHBIN
10 | IHomyxxkupHsbiit 15 nT. ¢ do- Kononturyn amxuuii — @.1.0., nara, rpyn-
HOM; PAaCIIOJIOKEHUE - IIpa- 11a; BBIPABHUBAHUE — 110 JIEBOMY Kpalo;
BOCTOPOHHEE mpudt — kypcuB 11 0T.; MEKCTPOUHBIN WH-
TepBaJl — JIBOMHON
11 | Kypcus 13 nt.; BripaBHuBanue — 1o mmpuHe; mpudt — Kyp-
PaCIIOJIOKEHUE cUB 12 IT.; MEKCTPOUHBI UHTEPBAT — MOY-
JIEBOCTOPOHHEE TOPHBIN; PUCYHOK 10 TEME — B KOHIIE TEKCTa
12 | Iomy>XMpHBIN C NOTYEPKU- BripaBHUBaHME — IO LIEHTPY; WPUPT —
BaHMeM 15 nt.; pacnosioke- | 0ObIYHBINA 10 MT.; MEKCTPOUHBIM UHTEPBAT —
HUE - PABOCTOPOHHEE OJIMHAPHBII; PUCYHOK IO TEME — B HayaJe
TEKCTa
13 | HomyxupHnsiii 16 0. ¢ do- BripaBHUBaHME — 0 LHEHTPY; KOJIOHTUTYII
HOM; PacCIIOJIOKEHHE - Ipa- BepxHuit — @.M.0., nara; mpudt — kypcus 12
BOCTOPOHHEE IIT.; MEKCTPOYHBIM UHTEPBAJ — OJIMHAPHBIN
14 | Iomyxxupusbiii kypcus 20 nt.; | Kononrturyn auxuuii — ®.1.0., gara, rpymn-

pAcCIIOIOKEHHUE — 10 IIEHTPY

114, BpEMsl; BBIPABHMBAHHE — 10 IPABOMY




B paMKe Kpato; mpudT — 0ObIYHBIN 12 OT.; MEXKCTPOU-
HbIA HHTEPBAJI — IBOMTHOM
15 | Iomy>XMpHBIN C OTYEPKU- BripaBHUBaHME — 110 JIEBOMY Kpato; IPUPT —
BaHHeM 16 nT. ¢ PoHOM; KypcuB 11 OT.; MEXXCTPOUHBIN UHTEPBAT —
pPACIIOJIOKEHUE - IPABOCTO- | JBOMHOM.
pOHHEE

Ilpaxmuueckoe 3anamue Nel 1.

Tema: IlepBoHauajibHOE 3HAKOMCTBO € 3JIeKTPOHHBIMHM Tadaunamu. BBoa u peaax-
THPOBaHHeE TAHHBIX.
Heab padorbi: OCBOUTH OCHOBHBIE IPHUEMBI pA0OTHI C 3JIEMEHTAMU JIEKTPOHHOU Ta0JIu-
el U popmaruposanust B MS Excel’2007.
Conep:xkanue padoTbl:
3HAKOMCTBO C MEHIO M HacTpoiikamu TabimuHoro npoueccopa MS Excel’2007
OcBoeHME OCHOBHBIX MPUEMOB Pa0OTHI C 3JIEMEHTaMH 3JIEKTPOHHOM TaOmuibl B MS
Excel’2007
BrinosnHeHe OCHOBHBIX OMepaluil M0 peJakTUPOBAHUIO U (OPMATUPOBAHUIO TaOJIHIL
B MS Excel’2007

TexHo10THA BBINOJIHEHUE PA0OTHI:

3ananue 1
1. 3amyctute TabmuuHbIi mpoueccop MS Excel’2007 ogaum u3 crioco0OoB:
a) Ucnonw3ys ['maBHoe menro: [Tyck/ITporpammer/MS Excel.
0) Ha [Tanenu 3ama4 menkHyTh 1O 3Haq1<y

B) Ha PaGoueM croie eNKHYyTh MO SPIBIKY 2 _ﬂ
2. HW3yunth KOMaHIbI FOPHU3OHTAIILHOE MEHIO TabauuHbId mporieccop MS Excel’2007.
Yem otnuuaercs merro MS Excel’2007 ot menro MS Word’2007?

3. M3yuuth KOMaHIIbl TOPU3OHTATHLHOTO MeHIO Bua. Y cTaHOBUTH:

pexxum Pazmerka cTpaHulbI;

pexuM OObIYHBIN; TPOAHAIU3UPOBATH N3MEHEHMUS,

yopatbs CTpoKy (popMy.1 U yCTaHOBUTH OOPATHO.
4. Coxpanuth Kaury B muuHol nanke noj umMeHem «Paboral Excel».

3aganue 2

|. Ilepemenienue mo pabouemMy JIUCTY.

[lepemernenue mo pabodemy JIMCTY MOXHO OCYIIECTBUTD, UCIIOJIB3YsI HECKOJIBKO CIOCO-
00B:

1 cnocod: c TOMONIBIO KITABUILL:

T
- KnaBI/ImHinpaBneHHeM Kypcopa — [+

- <CtrI>H3} - na CaMy10 HIDKHIOIO CTPOKY pabodero JIucTa,

nd

- <Ctrl>+ 2/ - B kpaiinuii npaBbIii cToN0CI] TAOIHIIBI,
- <Ctrl>+ <Home> - B BepXHIOI0 JIEBYIO SUCHKY,

- <Tab> — mepeMecTHTbCS B COCETHION STYCHKY CIpaBa,



- <Shift>+<Tab> - nmepemecTUTHCS B COCEIHIOIO SIUCHKY CIIeBa,
- <Enter> - nepemecTuThCS B COCEHION YEHUKY BHUZY,

- <Shift>+<Enter> - mepeMecTUTbCS B COCETHIONO SIUCHKY BBEPXY.
2 cnocoo: ¢ nomompio komOuHanuu kiapum <Ctrl>+G BezBath okHO Ilepexon u B OT-
KPBIBIIEMCS AMAJIOTOBOM OKHE B cTpoke CebLIKa BBECTH apec STYCHKU.
3 cnoco6: nepeiitu B niepBoi yactu CTpPokHM (pOpMyJibl BBECTH aapec SYCHKH M HaXKaTh
<Enter>.

3aganmue 2.1.
Hcnonb3yst ciocob 2 nepemectuthes B sueiky AC145.
Hcnonw3ys knaBuily ynpaBiIeHHUEM Kypcopa nepeMecTuTbes B sueiiky AC144, 3atem
ACI143.
Hcnons3ys cocob 3 nepemectuthes B sueiky AC33.
Hcnonb3ys criocob 1 mepeMecTUThCs B CaMylo MOCIEIHIO0 SYEHKY JIHCTA.
Hcnons3ys cniocob 1 mepeMecTUThCsl B CaMylo MOCIEAHIO0 4elKy Al.

I1. Boiesienue Ha pabodem Jmcre.
Boigenenue Ha paboyem JUCTE SYEHKH, TUana30Ha s;YeeK MOXKHO OCYIIECTBUTh, UCIIONIb3Ys
OJIVH U3 CJIEAYIOIUX CIIOCOOO0B:
1 cnoco0 ¢ MOMONIbI0 MbILIH:

- BblJeJIeHHe crmoaoya — enkHyTh Mblbio JIK mo 3aronoBky crondua;

- BBIACJICHHE HECKOIbKO CMENCHbIX CMOA0W06 — INEIKHYTh MBIIIBIO II0 3aroJOBKY
MEPBOTO CTOJNOI[A, HE OTITYCKasl KHOIKY MPOTAIIUTh MBIIIIb 110 aAPECHON CTPOKE;

- BBbIACJICHHE HECKOJIbKO HEeCMEMNCHbIX CMO10106 — IIEIKHYTh MBIIIBIO IO 3ar0JIOBKY
MEepBOTo CTOJIOMA, He oTimyckas kinaBuiny <Ctrl > menkars JIKM 1o uMeHH HYXXHBIX CTOJIOIIOB,;

- BblaeJeHue cmpoku - menkHyTh JIKM 1o 3arosioBky CTpoku;

- BblJeJICHHEe HECKOJIbKO CMeMcHbIX cmpok — enkHyTh JIKM mo 3arosioBky nepBoi
CTPOKH, HE OTIYCKasi KHOIKY MPOTAIIUTh MBIIIIb 110 aAPECHOMY CTOJNOILY;

- BblAeJIEHHE HECKOJIbKO Hecmedx cHbix cmpok — 1enknyTs JIKM no 3arofioBky nepBoi
cTpokH, He oTmyckas kiapuiry <Ctrl > menkars JIKM 1o uMeHH HY>KHBIX CTPOK;

- BblJeJIeHHue Juana3zona aueek - menkHyTh JIKM no nepBoi sueiike nuana3soHa U He
OTIIyCKasl KHONKY IMPOTALIUTh MBIIIb 0 MOCIEAHEN STYECHKE AuariazoHa uiu menaknyTs JIKM o
nepBoii siueiiky Oyioka U HaxkaB kiaBuiry <Shift> menkHyTh o nocieaHel sueike 6J10Ka;

- BBbIACJICHHE HECKOIbKUX OUANA30H06 AYeeK — BBIIEIUTh NEPBbI IHANA30H SYEEK U
ynepkuBas kiaapuiry <Ctrl > BbIAeIUTh CIeIyIONUE TUAMa30Hbl, HCTIONb3Ys MBIIIIb,

- BBIAGJICHHE gcex Aueek padouezo aucma - 1WEeakHyTh Mplbio JIK o kHomke, pac-
MTOJIOKEHHOW Ha MMEPECEYEHUH aIPECHBIX ITOJIOC.

2 c1n1ocod ¢ MOMOIIBI0 KJIABHIIL:

JUTSL BBIZICJICHUSI JTF000TO U3 TIEPEUUCIEHHBIX 00BEKTOB pabOyero JIMCTa UCHOJIb3YIOT KOM-
Ounanuio knaBunt: <Shift>+ kinaBuma ynpasJjieHusi Kypcopom.

3 cnoco6 ¢ nomomb0 CTpoku popmy.i:
B niepBoil yactu CTpoku popMyJibl BBECTU aJpecC Mara3oHa sueek U HaxkaTb <Enter>.

3aganue 2.2. Beigenutn:
CTPOKY 3;
croaoen Z,;
cronous! B,C,D,E;
ctpoku 3,4,5;



ctpoku 3,6,9,11 u cron6mer C,T,H,L;

BCE SUCHKU,

ook A2:E12 ¢ mMOMOIIBIO MBIIIY;

6ok C3:F25 ¢ moMOIIbIO KIIaBHATYPHI;

HeckoJbKO 010k0B B2:B14 u D2:G14;

BBIJIEUTH 010K siueek Al:C200, ncmomns3ys crioco0 3.

I11. Onepauuu ¢ pa6ounMu JUCTAMU.

IlepemeleHue MO JUCTAM OCYIIECTBJISIETCS
UCTIONB3YS MBIIIh: meikas JIKM mo spibrakam JucTa,
UCIOb3ys KinaBuarypy: <CtrI>+<PgDw> - Ha cneayromuii muct, <Ctrl>+<PgUp> -
Ha TIPEABIAYIIUHN JIUCT, UCTIONB3Ys KHOMKHA Ha

Ilepememienue jaucra ocyuecrBisercs: menkHyB JIKM nmo spnsraky Jlucra, KoTophiit
HE00XOJAMMO MEPEMECTUTH, U HE OTITyCKas MEePETAIIUTh HA HEOOXOUMOE MECTO.

JloGaBiieHre HOBOTO Padoyero JHMCTa OCYHIECTBJISIETCS. WCIOJIB3Ysd KOMAaHIy MEHIO
BeraButh JucT win yepe3 komOuHarmro kiasum Shift+F11

IlepenmMeHOBaTH MMHA JIHCTA MOKHO OJJHUM U3 CIEAYIOIIHUX CIIOCOOOB:

1 cmoco0: BHITOTHUTE KOMaHy KOHTEKCTHOTO MeHIO llepenMeHoBaTh, IIEIKHYB Ha Sp-
nbike JIucra;

2 cmoco0: ucnosb3ys nBoHON mendok JIKM no Apiasluky aucTa, BbIIEIEHHOE UM JIMCTa
yIaJINTh, BHECTH HOBOE, HaXKaTh <ENter>,

Jlns ynajeHus JiucTa HEOOXOMMO: BhI3BaTh KOHTEKCTHOE MeHI0, meiakHyB ITKM mo sp-
JIBIKY JINCTA, BEIOPATh KOMaHy ¥YAAJUTh

3ananmue 2.3.
[Tepemectuts JIuctl Beaen 3a Jlucrom2, a Jluct3 nepen Jlnctom2.
Jo6asuts Jluct 4, JIuctS, JInct6, Jluct7.
JIuctl nepeumenoBath Ha 3aganue 2.3.
JIuct2 nepenMenoBath Ha 3aganue 2.3.5.
Vnanute JIuct6.
CoxpaHute U3MEHEHUS.

oghkwbdE

3aganue 3

|. 3ano/iHeHNe CTPOK, CTOIOLOB MJIM JUANA30HA TYE€eK OJUHAKOBHIMH YMCJIAMH UJIH
3aMUCSAMH, MOKHO OCYIIIECTBUTH OJJTHUM U3 CIIOCO0O0B:
1 cnocod: ucnions3oBanre Mapkepa ABT0O3al0JTHEHHS:
BBECTH B MEPBYIO SUCUKY YUCIIO UITU TEKCT,
MOJBECTH yKa3aTellb MBI K MPaBOMY HIDKHEMY YTy Kypcopa, yKa3aTelb MBIIIN
CTaHET BBITJISAACTh KaK YEPHBIA KPECTHUK,
UCTIOJIB3YSI METOJT «OYKCHUPOBKHY JI0 TTOCIICIHEH STYSHKY ThaIta3oHa.
2 cnocob: BbIIETUTH NUANA30H SYEEK, BBECTH C KJIABUATYPbl YUCIIO WIIA TEKCT, HAXKaTh
couetanue kiapui <Ctrl>+ <Enter>.
3 cnocod: BBECTH B MEPBYIO SUEHKY YHCIIO WM TEKCT, BHITOJIHUTh KOMaHy MeHto Ilpas-
ka/3anoanntsb/Buus (Beepx, Bieso, Bripaso).



1. 3anoiHeHHe CTPOK, CTOJOLOB WIH AUANA30HA AYE€eK YUCIAMU, U3MEHAIOIIUMHUCS
€ OnpeeJeHHbIM IAaroM BBINIOJHAETCS ¢ nomolbio Mapkepa ABTo3anojHeHus. /[ oToro:
B MEPBYIO STYEHKY BBOAUTHCS MEPBOE UUCIO, BO BTOPYIO STYEHKY BBOAUTHCS BTOPOE
YHCJI0, BRIJCIISIOTCS JIBE STYCHKH,
MOJBEAS yKa3aTellb MBIIIM K MPAaBOMY HUXKHEMY YIJy Kypcopa, HCIOJb3ys METO]
«OYKCUPOBKH» BEJETCS 10 KOHEYHOTO 3HAYCHHUS.

3aganmne 3.1.

AxTuBH3UpoBaTh JINCT3, mepeuMeHoBaTh €ro Ha 3aganuel3. BBecTu BO Bce ssUelKH Aua-
nazona Al:F10 gucmno 5, ucnons3ys 1 crmoco6.

3anonauTe auanasoH sueek A12:C15 yucnom 10, ucnonb3ys 2 cnocoO.

3anonmuute auana3oH saeex H10:J15 caoBom «Tekety», ucnomnbs3ys 3 cmoco0.

Hauwnnas ¢ aueiiku A18 3anonHUTE B CTPOKY suerku cinoBamu: «Tosapl», «ToBap2»...
«Toapl8», ucnonb3ys Mapkep ABTO3anoIHEHNS;

Hauunas ¢ aueliku A20 3an0aHUTh B CTONOEI SIMEUKU PSIIOM HEUETHBIX JBYX3HAYHBIX
quced.

I11. loGaB/ienre HOBOIO €TOJI0LA (CTPOKH) BBIMOJHIETCS C MTOMOIILI0 KOMaH/IbI MEHIO
BceraButh/Croaben uiu komanay JJo60aBUTh B KOHTEKCTHOM MEHIO MIPEIBAPUTEIHLHO BBIJEITUB
cToJIOel (CTPOKY) mepes; KOTOPHIM HEOOXOJMMO BCTABUThH CTOJIOCI (CTPOKY).

IV. U3MmeHeHne IIMPUHBI CTOJIONA (BBICOTHI CTPOKM) BBINOJIHAETCS CEAYIOIMM o0pa-
30M: BBIJIEJIUTH CTOJIOEI] U IPUMEHUTH OJIUH U3 CIIOCOOOB

1 cnocoé: Bemonnute komauay ®opmat/Cro/0en/ABTONOA00P MUPHHBI (IIUPUHA Ka-
&Kaoro cronbua OyneT COOTBETCTBOBATh JJIMHE C€aMoro JUIMHHOTO cjoBa) win Dop-
MaT/CTpoKa/ABTONOAOOP BHICOTHI;

2 cnocod: BBIICIUT SYEUKY MOABECTH MBIIIb K CTPOKE C 3aroj0BKOM CTOJOLA (CTPOKU) K
rpaHulle, KypCcop U3MEHUT CBOM BUJ, CAENIATh ABOMHOM MIEeM4oK win cxBaTuTh JIKM 3a rpanuiry
3aroJioBKa M MepeTauuTh.

3ananue 3.2.

AKTUBU3UPOBATH JIUCT 3aJjaHuE3.

BceraButh nepen cTpokoid 4 Tpu MyCThIX CTOKH.

Bcerauts nepen crondiiom C aBa myCcThIX CTONOIIA.

BcraBbTe B pabouyto KHUTY HOBBIN JIMCT, HA30BUTE €ro «DopMaTupOBaHUEY.

Beenute B Aueiiku epBOM CTPOKH MOCIIEN0BATENBHO cioBa: «Hauucimeno», «Y nepxa-
HO», «Jloynr», «Beruucienuey, «KimaBuarypa», «Mamay.

BripaBHUTH AU€KH MO IIMPHUHE CIIOBA.

N3MenuTe mMprHy NEPBOU CTPOKHU.

I11. ®opmaTupoBaHue siueex.
dopMaTUpOBaHUE STYEEK OCYLIECTBISETCS MO MPABUILY:
BBIJIETIUTh HY>KHYIO STYEIKY WU OJIOK slueeK,
BBINOJIHUTh KOMaHy MeHio ®Dopmart/S4yeilku Wi HUCIONB3ys KOHTEKCTHOE MEHIO,
BbIOpaTh HEOOXOIMMYIO BKJIAAKY U YCTAHOBUTH HYXKHbIE TaPAMETPBHI.

3apanmue 3.3.
1. Ha pabouem nmucte «@opMaTupoBaHUE)» U3MEHUTE BH]T TEKCTA:
s stueek Al, Bl, C1, D1, E1, F1: cnenath rpanuily, 3a1MBKYy pa3HbIMU LIBETaMU;



B stueiike Al, D1: tun Arial, pazmep 14, momyXKUpHBIIf;

B stuetike B1, F1: Tumr Times New Roman, kypcuB, IIBET IPOW3BOJIBHBIIA;

B stuerike C1, E1: tum Arial Black, pasmep 11, momyXupHBI KypCUB, IIBET HPOH3-
BOJIBHBIM.

B siueiike D1: opuenTanus texcra 450;

B siueiike E1: BelpaBHMBaHUE 110 BEPTUKAIH MO LHEHTPY;

B sueiike F1: opueHTanus Tekcra 90°.

2. VI3MeHUTe MIMPUHY S4YEEK, TaK YTOOBI CJIOBO MOJHOCTBHIO ObUIO BUAHO. s 3TOrO
MO>KHO IpUMEHUTH kKomaHay P@opmat/Cronder/ ABTonoa00p MmUPUHBI CTOIONA, TPEIBAPUTETh-
HO BBIJICJINB STYEHKH.

3. TlepeiimuTe HA HOBBIN JUCT, HA30BUTE eT0 «DopmaT yuciay.

4. Brenute B siueiiku nepBoit ctpoku umcia: 1000000, 6, 800, 0.3, 20.12.2006, 33.
Ycranosure:

B Auelike Al ¢opmat yncna: YMCIOBOM C pa3ieuTeNeM, MOocie 3aniToi 3 3Haka;

B suelike B1 ¢opMmar uncna: 1eHexHsblil p., mocie 3anaToi 2 3Haka;

B siueiike C1 gopmat unciia: NpoleHTHBINH;

B suelike D1 ¢opmart uncna: ApoOHbIN, ycTaHOBHUTE TUII - poOsimu 10 ABYX Ludp;
B siueiike E1 dopmar uucna: nara, Tun — 14 mapra 2006 r.;

B siueiike F1 ¢opmar uncna: s3xCioHeHIMaNbHbIH.

[Ipoananusupyure pe3yapTarhl.

6. CoxpaHuTe U3MEHEHUS.

o

IIpakTnueckas padora Nel2
Tema: PaGora B cpene Tadamunoro npoueccopa MS Excel: coznanmue 31eKTPpOHHBIX Ta0-
JIUI

Heab: HayuynTbes co3naBaTh U (POPMATUPOBATH DJIEKTPOHHBIE TAOIUIBI, BBOJUTH (POPMYIIHI,
MPOU3BOAUTH PACUETHI.

O6opynoBaHue:
1. TlepcoHanbHBIA KOMIIBIOTED;
2. UHCcTpyKIMOHHAS KapTa
3. Terpaap 115l TPAKTUUECKUX 3aHITUN
OcCHOBHBIC IOHATHS:

Cmpoxa — TOpU30HTAIBHBIA HA0OP SUYEEK.

Cmondey — BEpTUKATHHBIN HAOOP SUYCEK.

Hueiika — MUHUMAaJIbHAST €IMHULIA JICKTPOHHOM TAaOJHUIIBI, HAXOJUTCS Ha TEepPeCceUYeHUU
CTPOKH U CTOJIONA.

Auanazon _(610K) — 370 STYEHKHU, PACTIOIOKEHHBIE B BUJIE NpsAMOYroiabHuKa. Hampumep,
A3, A4, A5, B3, B4, BS. Jlia 3anucu nuana3oHa UCmoJib3yercs «:»: A3:BS

Ilepeumenosanue padouezo nucma. Y CTaHOBUTH yKa3aTellb MBIIIM HA KOPEIIOK padbouye-
ro JIMCTa W J[Ba pa3a UIEJKHYTh JIEBOW KJIABUIIEH WM BbI3BaTh KOHTEKCTHOE MEHIO U BHIOpATH
komanny [lepenmeHnoBars.

Bcmaexa padouezo aucma. Beinennts ApabldOK JUCTA, IIEPET KOTOPHIM HYKHO BCTABUTH
HOBBIM 1UCT, BeTaBka B JIMCT, MM ¢ MOMOIIBEO KOHTEKCTHOTO MEHIO.

Yoanenue pabouezo nucma. Beinenuts spnsdok nmcta, [IpaBka u Y nanute, Wwin ¢ 1o-
MOIIIbI0 KOHTEKCTHOI'O MEHIO.




Ilepemewienue u Konuposanue padouezo nucma. BelIenuTs ApIJIbIMOK JUCTA U NIEpeTa-
IIUTh HAa HY>)KHOE MecTo (¢ HaxaTou kinaBumeid CTRL — ckommpoBats) uimu uepes Oydep oome-
HA.

Be0o popmyn ecezoa nauunaemcs co 3naka pagencmea. Ilocie BBoga GopMyIbl B COOT-
BETCTBYIOIIEH sSUEHKe MOSBISETCS Pe3yJIbTaT BHIYUCICHUS, a caMmy (OpMYIly MOKHO YBUJIETH B
cTpoke opMyII.

Oovedunenue ayeexk — BHIIETUTh HECKOJIBKO SYEEK, KOTOPBIE HY>)KHO O0bEIUHUTH. 3aTeM
['maBHas — ®opmar — dopmar siueek — BeipaBHrBanue — O0beIUHEHUE STUCEK.

Oobo3nauenue cpanuy maodauypl — BHIICINTh HYKHBIM AUANAa30H S4YeeK, nainee | maBHas —
[pudTt — I'panunbl — Bee rpaHutib.
3ananue 1.

1. 3amyctuts mporpammy MS EXcel ¢ momomibto sipibika Ha paboyeM CTOJIE WM C ITOMOIIBO
I'maBHoro Menro (ITyck — [Iporpammer - MS Excel).

2. OTKpBIBIIYIOCS KHUTY COXpaHHTh B nanke Mowu gokymeHThl moj umeHeM [13 PaGora
4 ®amunusa_ rpynmna (Hanpumep: 113 pabGorta 4 MBanoB 21A) ¢ momouisio komanasl KHomnka
«Office» - CoxpaHUTb.

3. Ha nepBoM nucTe OTKpBIBUICICS KHUTH OQOPMUTH TaOJIUIy, O3BOJISIIOLLYIO PACCUUTATh pac-
XOJ] MaTepuayoB JJi MOKPACKU B 3aBUCHMOCTH OT IUIOIIAJN MOBEpXHOCTEH. OOpaTtuTe BHUMA-
HUE Ha (popMaTUpOBaHKME PaMOK TaOJIMIIBI U HA IEHTPUPOBAHUE 3aIINCEH.

Pacxop MaTCpHUaJIOB JJIS ITIOKPACKH

[ToBepxHOCTH
Marepuan JBepu [TotoKOHHUKHN
Kr.na 10 xB.M. | mIomaab pacxon Kr.ma 10 xB.M. | motomanab Pacxon
Omuda 7,6
banuna 6

[Murmentr |15

3ajnanme 2.
Ha Bropom mucte Kauru [1oaroToBUTh M 3aNI0JTHUTH HAKJIQAHYIO HA TIOJyYeHUE KaKUX-ITHOO TO-

BapOB.

« » 20 1.
HAKIIAZIHAA

Komy
Ot koro

Ne Enununa HAC

HaumenoBanue KonnuecTBo JUTHIIL Llena Cymma

i U3MEpPEHUS (1%)

1

2

3

4

3ananue 3.

Ha tpethem nucte Kauru co3nats ciemyronryro Tabauiry:

| ©.11.0. | SIuBaps | Peppans | Mapr | 1 | Anpens | Maii | Hions | 2 ‘ 1 |




KBapTaj KBapTaJl | TOJYTOAHE
HBanos N.1. 15 17 16 ? 17 17 19 ? ?
ITerpos I1.I1. 12 12 14 ? 15 12 13 ? ?
Cunopos C.C. 16 13 18 ? 18 19 14 ? ?
HUTOI'O Lex 1 ? ? ? ? ? ? ? ? ?
Ddenopos O.D. 17 18 12 ? 17 18 21 ? ?
HBanuenko B.U. 18 21 16 ? 15 14 15 ? ?
Jlopo1eHko 19 21 15 ? 16 13 17 ? ?
I1.1.

HUTOTI'O Lex 2 ? ? ? ? ? ? ?

JleMbsTHeHKO 21 19 18 ? 17 16 21

AA.

CmupnoB A.M. 13 15 22 ? 19 22 17 ? ?
Esnoxumos C.II. 15 14 19 ? 18 15 21 ? ?
HUTOTI'O ILiex 3 ? ? ? ? ? ? ? ? ?
BCEI'O ? ? ? ? ? ? ? ? ?

IIpumeuanue: Henocraromue naHHbIe, TOMEYEHHBIE 3HAKOM ?, CIIEYET PACCUUTATh CaMO-
CTOSITENILHO, CO3/1aB (DOPMYJIbI C UCIIOJIB30BAaHUEM QIPECOB AUEEK, 3HAKOB +, =, a Takxke CYMM
(Hucnol:Yucno2).

Jlist BctaBku dpyHkimu CYMM ucnosnb3oBath komMaunay @opmysibl — BeTtaButh pyHKIuI0
— Kareropusi: Matematnueckue — CYMM uinu KHONIKY), HA TAHEIW HHCTPYMEHTOB.

4. C noMOIIbI0 ABOMHOTO IIETYKA MO SAPJIbIKY JUCTA WU KOMaHAbl KOHTEKCTHOr0 MeHI0 —
IlepenmenoBathb, nepeuMeHoBaTh JINCT 1 B « AHAJIN3 BBIITYCKa MPOTYKIIUNY.

3ananue 4.
Tema: AOCOJIOTHASA M OTHOCHTEILHAA aapecamusa B MS Excel.

[To cBOMM CBOMCTBaM CCHIJIKA MOTYT OBITh A0COJITHBIMH U OTHOCHUTEJIbHBIMH. Bo BTO-
pOM cllydae TOBOPST MPOCTO «CCHLIKA»00Iaaat0T CBOMCTBOM aBTOMATHYECKOW KOPPEKIUHU KO-
OpIUHAT SYEMKW TpH MepeHoce (KOMUPOBAaHUHM) (POpMyJsbl B JAPYTYIO sSYEHKY. AOCOJIOTHBIE
CCBLJIKHM TaKUM CBOMCTBOM He 00iramaior. Al, B1 — oTHocHTeIbHBIE CChLIKHU. /1151 3aganus ao-
COJIIOTHOM cchbLJIKM B THIe Al 100aBJsieTcsi 3HaK $ nmepej 3aroJJI0BKOM €TOJ101a U (MJIM) mme-
pel 3aroJioBKoM crpoku, Hanpumep: $A$1, D$25, $F16.

Ha getBepTom mucte Kuuru co3gaTs v 3anoiHUTH Ta0uIy « CTOUMOCTH aBTOTIEPEBO30KY
1) 3amosHUTh TAOJUILY 1O 00pasily W MOACYUTATh CTOMMOCTH MEPEBO30K M CyMMapHBIN BecC

rpysa.



LI R DS TR R S R

9
10
11
12
13
14

A B C D E F G

CTOMMOCTHM NMEPEBO30OK

ApTomobunb MNzene L2Ha 1 n.
Pacxog TonAMea NMTPOB qoE Tonnwuea 13,5
Ha 100 km. ‘ py6./n.

Bec aeTomobwuna, Kr 2100 Oata 19.¢ee.14
Ya.zatpartol, py6/{T*um) 2,34
Mo HaszeaHWe NyHKETa PacctoAHkMe Bec rpysa, |LToMMocTs

K. nepeBo3ok

1 Hopoua 31 450

2 |Crapbld ockon 140 1230

3 BopWcoBka 35 625

4 |WebeknHo 31 120

5 My BHMH 125 360 I

2) Pa3psaHOCTh JMECITUYHON YacTH pe3yibTaroB B suciikax F9:F14 3amana yepe3 MeHro

®opmat — @opmat saueek - Uncao — Uucsio qecATHYHBIX 3HAKOB — 2.

3) Jara B suciike F6 BcTaBiieHa ¢ momoripo @opmyssl — BeTaBuTh GyHKIHIO - KaTEropus

Hata u Bpemst — @Oyukius CEI'OIHSA(). Hns penaktupoBanus GOpMbl MPEACTABICHUS
JaThl HEOOXOUMO BBIMOTHUTE Dopmar —Dopmat siueek — Yucao — u BeIOpaTh HY>KHBIN
dbopmart u3 cnmcka.

3aTpaThl BBIYUCISAIOTCA N0 cienytouei popmyie.

a
lleHa GenzuHa * Pacxoa * Paccr. . ¥n.saTpatsl * Paccr.* (Becﬁ + Becrpyza

=

100 1000

Hampumep, dbopmyrna uist BEIYHCICHUS CTOMMOCTH mepeBo3ku 10 Kopouu B sueiike F9 umeer
By =$F$4*$CS4*E9/100+$CS7*D9*($C$6+E9)/1000
4) CyMMapHbIil BeC NMEePEeBE3CHHOTO Ipy3a U CYMMAapHYIO0 CTOMMOCTh MEPEBO30K MOXKHO Pac-

cuntath 1o popmynam =CYMM(E9:E13) u CYMM(F9:F13).
JlonmoaHUTENNbHOE 3aJaHuE:

1. TIpocuuTarh MpOIICHTHOE OTHOIIIEHUE MOKa3aTeel MapTa B cocTaBe | KBapTaja U Io-
Jyroaus B 3alaHuu 3.

HOHOJ’IHI/ITCHBHBIG BOIIPOCHI:

NooabkwbdE

Yro takoe Excel?

Kak BBosiTcst (hopmyiinl B Excel?

Kak noacuurats cymmy?

Yro Takoe stueika?

Yro Takoe cTonbderr?

Uto Takoe OTHOCHUTENbHAS apecalys ssueeK?
Uto Takoe abCoJIFOTHAS ajipecanus ssueek?



IIpakTuueckoe 3ansatue Nel3.

Tema: PaGora B cpene TadamuHoro nmpoueccopa MS Excel: coznanmne nuarpamm

U rpapuKoB.

eab: HayuuThCS CTPOUTH IpaMKU Ha OCHOBE JIaHHBIX, COJIEPKALINXCS Ha pabOYeM JIUCTE, Ha-
CTpauBaTh (opMaT AMArpaMMBbl, 33aBaTh 0TOOpa)kKaeMble TaHHbIE U OPOPMIIATH TOTYYAIOIIYIO-
cst nuarpamMmy. Hayuntbest u3MeHsITh (popMart roToBoOi JuarpamMmebi.

B pesynbrare npakTudeckoi padoThl CTYyACHTHI JOJKHBI OBIAJACTh CICAYIOIMIMMU KOMIIE-

TCHIUAMMU:

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JE€ATEILHOCTD, BHIOMPATh THUIIOBBIE METOIBI U CIIO-

COOBI BBIIIOJTHEHUS HpO(l)GCCI/IOHaJIBHBIX 3aJa4, OIICHUBAaTb UX B(b(i)eKTI/IBHOCTL N Ka4CCTBO.

OK 5. Hcnonp30BaTh I/IH(i)OpMaLII/IOHHO-KOMMYHI/IKa]_II/IOHHBIG TCXHOJIOTHHN B HpO(l)GCCI/IO-

HaJIbHOM JCATCIBHOCTH.

3ananme: [locTpoeHue SKCIEPUMEHTAIBHOTO rpaduKa.

=

No ok

HOpHZ{OK BbINOJIHCHHUA 3aJaHUA:

OTkpoiiTe pabouyro KHUT'Y, CO3/IaHHYIO paHee Ha padodeM CToJIe.

BriOepurte MmEaTukoM Ha sIpJbIYKE HEUCHOJb3yeMbld paboumii nuct. [lepemmenyiite ero
kak OOpaboTKa IKCIIEpUMEHTA.

B cronben A, HaunHas ¢ aueliku Al, BBeauTe Mpou3BOJIbHBIA HAOOP 3HaYEHUN HE3aBUCH-
MOW ITEPEMEHHOM.

B cronben B, nHaunnas ¢ siueiiku B1, BBeauTe npon3BOIbHBIN HA00P 3HAYCHHUHN (PYHKITUU.
MeTtoa0oM IPOTIATUBAHUS BBIICIIUTE BCE 3aMOJHCHHBIC SUCHKN cTOIOMOB A 1 B.
[IlenxHuTe Ha 3HaYKe /[narpaMMbl Ha IMaHEIX UHCTPYMEHTOB.

B cniucke Tun Bei6epute myHkT Toueunas. B manutpe Bun BeiOepute BTOPYIO (MapKephl,
COEIMHEHHBIE TTIaAKUMU KpUBbIMH). LllenkauTe Ha kHOMKE OK.

Tak kak quana3oH siueek ObUI BHIOpaH 3apaHee, MacTep JAuarpaMM aBTOMATUYECKHU OIpe-
NEeNsAeT paclojoKeHue pAnoB naHHbelX. Ha Bknaake KOHCTpyKTOp HaKMHUTE KHOIKY BBbI-
Opath nanubie. Ha Brimaake Psng — M3MenuTts - B osie ims psna ykaxkurte: Pesynbrarsl
n3mepenui. lllenknure Ha kHOMKE OK.

Yo6eautech, 4TO 3aJaHHOE HAa3BaHUE Psi/ia JAHHBIX aBTOMATHUYECKH KCIIOIb30BAHO Kak 3a-
rOJIOBOK JHAarpaMMbl. 3aMEHUTE €ro, BBEIS B I0OJE Ha3BaHUs JUarpaMMbl 3aroJIOBOK:
DKCIEpUMEHTAIbHBIE TOYKH.

10. Beibepure nHa Briagke KoucTpykrop kHomky Ilepemectuts nuarpammy. BriGepute

nyHkT Ha otnenpHOM nmcte. [lo skenmanuto, 3amaiiTe MpOU3BOILHOE UMS JOOABISIEMOTO
pabouero nucta. [l{enkauTte Ha kHOMKe OK.

11.Y6enutech, uTo TUarpaMma MoCTpOeHa M BHEPEHA B HOBBINM pabouunii TucT. PaccMoTpuTte

€€ U LIEJIKHUTE Ha IOCTPOEHHOM KPUBOH, YTOOBI BBIACIUTD PSIJT JAHHBIX.

12.01kpoiite Bkiaaky Maker — dopmar BeigenenHoro ¢parmenta. 3agaiite et nunum

Kpachsiii. B cniucke Tun auauu BeiOepute Tun mwrpuxa - myHKTHP.

13. B mapameTpax mapkepa yCTaHOBUTE THI TPEyrOJIbHBIM.
14.B IIBet nuHMM MapKepa BHIOEPUTE IIBET 3€IEHBIN



15. llenkuure Ha kHOonke OK, CHUMUTE BbIIEIEHUE C ps/ia JAHHBIX U MOCMOTPUTE, KaK U3-
MEHUJICS BUJI Tpaduka.

16.Coxpanute usmMeHeHus B paboueii KHUTE.

17. OdopmuTe OTUET.

KoHTpoJibHBbIE BONPOCHI:
1. Ha ocHOBe KakuX JIaHHBIX MPOBOJUTCS MOCTPOCHUE IPAPUKOB.
2. C kakuMU BKJIaJIKaMU pabOTaroT IpH HAcTpoiike hopmaTa nuarpaMmmbi?
3. Kak M0xHO U3MEeHHUTh (opMaT rOTOBOM TUarpamMmbi?

IIpakTnueckas padora Ne 14
no teme: IlpoexktupoBanue 6a3pl 1anHbIX B CYBJ MICROSOFT ACCESS

Ilesb: HayuYnTHCS CO3AaBATh, PEAAKTUPOBATH, IPOCMATPHUBATH, COXPAHSATh 3alIUCH B 0a3axX JaHHBIX, 10JIy4aTh
HE00X0AMMYI0 HH(POPMAIIHIO IO 3aIPOCy MOJIH30BATENS, BEIBOAUTH OTYETHI U ()OPMBI.

Teoperuyecknii MmaTepuaJ

OCHOBHBIE I[TIOHATHUA BA3 JAHHBIX

baza oanmvix — 3TO COBOKYITHOCTH CTIEIUAIBHBIM 00pa30M OPraHU30BAHHBIX JaHHBIX O KOHKPETHOM MpeaIMeT-
HOM 00nacTu.

Penayuonnas 6aza oannvix — 0asza TaHHBIX, IPEACTaBICHHAs B BUJI€ TAOJIHII.

Tabmuia cocTOUT U3 03arjaBICHHBIX CTOIOIOB (TIOJIEH) U CTPOK (3aMUCeil UITH KOPTEXKEi ).

Kntou Tabnmuipl - MUHIMAIBHOE ITOJIMHOKECTBO TIOJIEH TaOIHIbI, 3HAYEHUSI KOTOPBIX OAHO3HAYHO OTPEICISIOT
3anuck. OJUH U3 KIo4el BBIOMPAIOT B KauecTBe NEPBUYHOTO Kitouya. CBs3b TaOnuIl B 0a3e JaHHBIX YCTaHABIIH-
BAETCs C MOMOIIBIO TyOIMpOBaHUS KIH04a OJHOM Tabnuibl B Apyroi. [Tone (unm cOBOKymHOCTH MoJieit), KOTO-
poe B paccMaTpUBaeMOi TabJIHIIEe HE SIBJIETCS MEPBUYHBIM KJIFOUOM, @ B IPYToil - ABJISIETCS, HA3bIBA€TCS BTO-
puuHbIM KirouoM. Microsoft Access siBisieTcst mporpaMMoi Jijist pa3paboTKU CTPYKTYpPbI 0a3bl TaHHBIX, BBOJIA,
peIaKkTHPOBaHMUs U TMorcKa qaHHbIX. Microsoft ACCess Takxke comepKUT CpeACTBa IS pa3pabOTKU MPUIIOKEHUI
0a3 1aHHBIX, aBTOMAaTU3UPYIOIKX padoTy ¢ 0a30i NaHHBIX.

3aganue:

CrpoextrpoBath 6a3y nanubix «Kosuremk» ba3a maHHBIX JODKHA coepKaTh HH(OPMAIIHIO:

JlaHHBIE O CTYyJIeHTaX;

JlaHHBIE O IpernoiaBaTensix;

JlaHHble o rpymmnax;

JlaHHbIE O TIpeaMeTax;

O1eHKH CTYJICHTOB I10 MpeIMeTaM

JlaHHBIE IO TPOIYCKaM.

MeToauKA BBLINOJIHEHHUS
CO3JIAHUE BA3bI JAHHBIX
1. Co3ganue 0a3nl gaHHBIX «Kosuiemky

» 3amycture nporpammy Microsoft Access (ITyck -ITporpammer -Microsoft Access).
* B oxnue Microsoft Access Beibepute kHOTIKY HoBast 6a3a 1aHHBIX.
*  VkaxuTe uMs 0a3bl JaHHBIX CBOIO (DAMUIIHIO, ONIPEICIIUTE CBOIO MAIKY
e Haxwmure kHonky Co31aTh.
2. 3HaKOMCTBO ¢ OKHOM ba3za maHHbIX
e basa nanabIx ACCESS paboTaeT C CeMbIO TUITAMU OOBEKTOB:
¢ — TAGJMIAMM HCIOJIB3YIOTCS ISl XPAHCHHSI TAHHBIX M CTPYKTYPhI 0a3bl TaHHBIX
e — 3ampocaMu CIIYXart JUIsl M3BJICUCHUS JAHHBIX U3 TA0JIHNIL;
e — (opMaMM UCTIOIB3YIOT IS yI00OHOTO BBOJIA;



e — OTYETAMHM IIpeIHA3HAUCHBI JIs BBIBOJIA TaHHBIX B (popMe oTUeTa Ha SKpaH U MPHHTED;

— MaKpocaMH MOoCJeI0BaTeIbHOCTh KOMaH I Ha MaKPOSI3bIKE;

— MOJYJISIMH 3TO IporpamMma Ha si3bike Visual Basic for Application;

® — CTpaHHILAMH IPECTaBISIOT coO0M crienanbHbiid Tu Web-crpanun, npenqHasHadeHHBIH 17151 paboThI
¢ 6a30i1 naHHBIX yepe3 MHTepHeT..

IIpakTHyeckas padora Ne 15
no Teme: Co3nanue Tadaun ajst BBoaa 1anubix B CYBJI MICROSOFT ACCESS

CO3JJAHME TABJINLBI
1. 3HakOMCTBO ¢ OJaHKOM CO3/1aHUSI CTPYKTYPhI TaOJIHIIbI

o BriOGepurte Bkiaaky TaOmauIrsI.

o [llenkuute Ha kHOMKEe CO3aTh.

e Bribepute B okHe HoBast Tabnuia pexxum cosznanus tabnuubl: Konctpykrop. OTkpoercs OnaHk
JUIS CO3IaHMSI U PEAAKTUPOBAHUS CTPYKTYpbI Tabnuibl. B mepBoM cTOnOIIE BBOAST MMEHA IOJEH, BO
BTOPOM BBIOMPAIOT THUI JUIsl KaKA0TO mouis. HukHss yacTh OiaHKa COAEPIKUT CIUCOK CBOMCTB IOJIS,
BBIJICJICHHOTO B BepxHed uactu Onanka. Hekortopreie cBoiicTBa yxke 3amanbl. CBOHCTBa MOXKHO
HACTPaUBaTh.

2. Coznanue cTpyktypbl Tabnui — «Ctyaents», «lIpenogaBatenny, «[Ipeamers», «'pynmb, «OneH-
kn», «lIpomyckm».

CryneHTtbl

Brenute cnenyromme mosust TaOIHIIb:

ITone Tun 1aHHBIX Pazmep nosis

Ne nuyHoro geia TexkcToBbIN 15

Damrns TekcToBbIf 15

Nms TekcToBbIN 10

OTtyecTBO TekcToBbIl 15

ITon TekcToBbIf 3

JlaTa poxxneHus JlaTa/Bpemst Kpatkuii popmat nater
Kon rpynnel TekcToBbI 2

Jlomamnauii agpec TekcToBbIN 20

e OmnpenenuTh NEPBUYHBIN KITI0U JUIsl TAOJIUIIBI — BBIJACIUTH ToJie N quuno2o Oena W HaXXaTb KHOTKY

KiroueBoe moJie

* Omnpenenure MHASKCALUIO TMOJEH, HHAEKCUPYIOTCS T€ MOJIA, KOTOPbIE MMEIOT KOJbl, UHAECKCUPYEM

rmosie «Ne JIMYHOTO Jcj1a», COBIAACHUA HC JOITYCKAOTCA

® 3aKpBITb Ta6HI/IHy " COXpaHUTh C UMCHEM ((CTYJIGHTI)I»

AHAJIOTUYHO CO3/IaliTe CTPYKTYPbI TAOIHIL;:

IIpenoxaBarenn
s~ Ko bamunus AMS
MperoaBaTes

IIpeameTnl

| ~Kox npemmera

‘ Ha3BaHHUC

| Kon-Bo uacos

I'pynnbi




| o+~ Koz rpynmsl ‘ Ha3BaHUE |

Ouenku
| Kox cryznenTa | Kox npenmera | onenka
IIponycku
Kon crynenta Koa npenmera nata Kon-Bo

qaCoB

IIpeamersl npenogaBaTes
| Kon npenonaBarens ‘ Kon npenmera |

B pe3yJabTaTe Bamieii padoThl J0KHBI MOJYYHTHCSA TaKHe TA0JMIbI B OKHe 0a3bl TaHHBIX.

0 = - - = yuebHan : 6333 gaHHbIX (Access 2007) - Microsoft Access (o — > 3
A L e — —
R e——
I FhasHas l Cosganue BHeEWHWE AaHHbIE Pa6oTa c 63a3amMmn JaHHBIX @
ol | 1 Rearaan |
A ——— | :
= § = e |x &« ul|= = =| 2, o | ai =
EHHM crasnTe o e | L e | (o e [ [Ee= N MALTP anTi
: e |[AS =) (= & v [
Pexumet| Bydep o6mena ™= WpndT = || Tekcr RTE | B ‘]Copvuposka " ovulepf Hantn
@ MNpeay cucTembl HOCTM YacTb o, oro 6assl 4 OTKS | n Phbi... | =
| Bce Tabnuuet =i «

CTYAEHTHI
EE  CTYAEHTBI : Taéanua

»

Mpenoaasarenn =
==z Mpenogasatenn : Taéanua

Mpeamers: =3
25 nNpeamertsi : Tabanua

Mpynne: S
E Fpynnet : Tabanya

Ouenkn x
OueHkn : Tabanuya
Mponycxkm S
==z Mponyckn : Taénuua

Farasrn I

Puc 1 OxHO 0a3bl JaHHBIX

CO3JAHUME MEXTABJMWYHBIX CBS3EN
Co3zoanue ces3u

Muom LAk

* OTkpoiite okHO Cxema JaHHbIX. s 3TOro HakMuTe KHONKY CXeMa TaHHBIX WM BBIITOJIHUTE KOMaH-
ny meHto Cepsuc.- Cxema nanubix. OTkpoercs okHO Cxema JaHHBIX U IOMOJHUTEIbHOE OKHO J[06aB-
JIEHWE TaOJIUIIBI.

* Beibepute TaOIuUIBI, MEXKTY KOTOPBIMU HAJI0 YCTAHOBUTH CBA3U. JIJIsl 9TOTO BBIIETUTE TAOIHUIIBI U HA-
JKMUTE KHOTIKY J[00aBUTH.

* 3akpoiite okHO J{0oOaBieHNEe TaOIUIIBI.

* YCTaHOBUTE CBA3b MEXKy TabautiaMu. {15 3Toro BeIieuTe B TAOIUIIE TTOJISI M TIEPEHECUTE Ha TO T0-
Jie, KOTOpOE XOTUTE CBA3ATh

* Vkaxure praaxok ObecriedeHne meI0CTHOCTH JaHHbBIX U (priaxkok KackamHoe ynaneHne CBsi3aHHbIX
3anuceit

* Haxxmute kHonky Co31aTh U 3akpoiiTe okHO CBs3U



Paccmorpure cBsA3b. Puc

!,./'::'3‘-.. i | 5 yuebHana : Baza gaHHbX (Access 2007) - Microsof... PaGoTa £o CEASAMMN - B X
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—/ FnaeHanA CozgaHwue BHEWHKWE JaHHEIE PaBoTa ¢ BazamMu JaHHBIX KoHCTpyRTOR &l
Ez)’ >( OYUCTUTE MakeT -L,‘:Ii:I 'E.n CEPBITE TABAMLY
=l =54 OTyeT No ceme JaHHbX g’j MpAmMBIE CEAZK
ME3MEHNTE OToBpasnTe . 3aKpeITE
CEASH TaBAMLY 3% Bce ceAsn
CepBrC CEAZM
w
@ MpeaynpexaeHne CHCTEMbl BE30NACHOCTH  HacTk COASPXNUMOre Ba3bl JAHHBIX OTKAKYEHD MapameTpet,..
Boe TabnuLibl ~ | « || 55 €xema ,nannux\ 7
CTYAEHTEI = e
anI’IO,ﬂ,aBaTE."Il'I =5
FH cTvAEHTHI : TaBauua : :
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lNpenoaasarenm = T Koanpeamera ==t amunma
1 nNpencaasarenw : TaBnuua LA
Ko4 NpeaMeTa
Mpeamers: £ QueHEN
L]
je=2] MpeameTel : TABAKMUE e Kog cTyaeHTa
CT¥AOEHTEI Kog npegmeTa
# = 1
Mpynne: = ‘# woa cryaeHTa i =5 Kog npenogaeatens
B Fpynnel : TaGnKLa dammana =
b
DueHKm 2 MR
E=2] CyeHKEr @ Tabanua
Mponycicm -
Ed Nponyexrw : TaBnuua
MNponycki
Ko CTyAeHTa
Kog npeameTta
-
B | >
roToeo Mum Lock

* Puc 2 Cxema maHHBIX
3akpoiite okHO Cxema JaHHbBIX, COXPAHUB CBS3b.

BBO/I JAHHbBIX B TABJINIbI
1. BBoa manHBIX B TAOIUILY» crioco0aMu
* Boigenure Tabnuiy «CTyneHTs» B OkHe basza naHHBIX.
* PesxxrM TaOIUIIBL.
BBeaute nannblie: 1uist 8 CTy/I€HTOB
Beennre nannbie qus tadaunbl «[Ipexmers». BBenure 5 npeameros.

~Kox npeamera Ha3zBanue npenmera Kon-Bo yacoB
01 WNudopmaruka 86
02 DNEKTPOTEXHUKA 54
03 AHTIUICKHIA 84

4 .

o5 |

Jannbie qs tabaunbl «[lpenogaBareany». Beenure S npenogaBaresiei.

Kon npenonaBarens bamuus UM Kon npenmera

01 bazaposa Huna EBrenbeBHa 01

2 . 02

03 03

04 04

05 05

Jannbie s Tabaunsl «'pynnsi». BBegure 3 rpynnsl.

s~ Kop rpyniibl Haszpanue rpynmbl

01 25

02 26

03 27




IIpakTyeckas padora Nel6.

Tema: Co3nanue popm u 3anpocoB B CYBJ] Microsoft Access.
Llenb: HAYYIUTHCS TONTyYaTh HEOOXOIUMYIO HH(POPMAIIHIO 110 3aIPOCY MOJIB30BATENs, BBIBOIUTH OTYCTHI
1 (OPMBI.

[Tporpammuoe obecnieuerue: OC Windows 9x, 2000; MS Access.

TeopeTnueckast 4acTh:

Jls moucka HeoOxoauMoi nHdopmaluu B 0a3e JaHHBIX MOKHO BOCIIOJIB30BaThCs puabmpom. J1is to-
r'0 YTOOBI BEIOPATh HY)KHYIO 3alHCh, HY’)KHO OTKPBITH TaOIUILy, KOTOpast COAECPKUT HEOOXOMMbIE BaM
3anucu. JJig 3Toro ciaeayetr yCTaHOBUTh KypCcOp Ha CJIOBO, IO KOTOPOMY Bbl XOTUTE MIPOBOJIUTH MOUCK,
Y HaXXaTh KHOMKY @UJIBTP IO BHIJCICHHOMY CIIOBY.

[Tpu HEOOXOAMMOCTH MOXKHO BOCTIONB30BaThes cpeacTBoM «llouck». B nuanoroBoe okHO HEOOXOAMMO
BBECTH 3HAUEHHUE IOJIS U 3ayCTUTh ITOUCK.

3anpocsl NO3BOJIAIOT OTOOpATh JAHHbIE, COAEPKALIMECS B pa3InYHBIX TaOIUIax 6a3bl, a TAKXKE BBIIOJI-
HUTH OTOOP COTJIACHO 3a/IaHHBIM yciaoBHUsIM. Co3gaHue 3ampoca BO3MOXKHO TP oMol Mactepa uin B
pexxume KoHcTpykTOpa, KOTOPBIN MO3BOJISIET 33/1aBaTh Pa3IMYHbIE YCIOBUSI 0TOOpA U UCTIOIB30BATh
byHKIMU. Y CIOBUS MOUCKA — JIOTUYECKOe BhIpaxkeHue. [Ipoctoe tornueckoe BoIpaKeHUE SIBISETCS
orepaiueit oTHoOIeHu (>, <, =, <>, >=, <=). C0>XHO€ JTOTUUYECKOE BRIPAXKECHHUE COJCPKUT JIOTUIECKUE
onepanuu AND, OR, NOT.

UYtoObI peICTaBUTh B MPUBLIYHOM BHUJIE JIaHHBIE, KOTOPBIE COOpaHbl B 6a3e JaHHBIX, HY)KHO cPopMu-
poBaTh oTueT. [ coxpaneHus otyeta B ACCESS MPeyCMOTPEHO HECKOJBKO CpeACTB: Mactep oTue-
ToB, KoHctpykrop, Mactep auarpamm. OT4eTsl MOXKHO (OPMUPOBATH HA OCHOBE TA0JIUIL U 3aIIPOCOB.
Omuem co3faeTcs B T€X CIIy4asiX, Korja HeoOX0IMMO HATJISAHO MPEJICTaBUTh HAa SKPaHe WIIH JUCTE OY-
Mard CBeJICHHYIO HH(OPMAIIHIO, KOTOpasi COXpaHseTcs B 0aze qaHHbIX. J{s momyueHus Takoi nHpop-
Malll¥ JIOJKHBI OBITH MPOBEICHBI JOTIOJHUTEIbHBIC BEIYUCICHHUS.

HcTouHnKoM co37jaHuUs OTYETA MOXKET OBITh U 3anpoc.

®opMbl MOTYT OBITH CO3JaHbl HA OCHOBE Ta0IUI WK 3anpocoB. PazpabareiBaTh GOPMBI MOKHO JIBYMS
crioco0amu:

Pexunm KOHCTpyKTOD

Macrep popm

3ananue 1. Coznanue Gopmbl
* YKa)XHUTe UCTOYHHK JaHHBIX 1751 GopMbl: Tabmuma « KHurmy.
*Bri0epute nonst Haumenosanue, Tun o010KKH U fjajiee cieayiuTe yKazaHUsIM

[TopsitoK BBITIOTHEHUS 3a/1aHUS

Ortkpoiite 6a3y nanubix budnmmorexa

Coznaiite ynoonyro dopmy it BBoja uHdopmatuu. st 3Toro BeI30BUTE Mactepa hopm (co3aa-
Hue/npyrue popmel/mMacTep GopM) U 3a7aiTe CIETYIOIIUE TTOJIS:

n3 Tabmuisl «Kaurny — HanmenoBanue, Tum 00I0KKY;

Jlanee BeiOepuTe BHEIIHUH BU (OpMBI TaOIUIHBIH;

Janee BeiOepuTe TpeOyemblii cTuib CTaHAAPTHBINA U HaXKMUTE [ 0TOBO.

Otkpoiite hpopmy Kauru B pexxnme KoHCTpyKTOpa. Beigenure u ynanure metky «HanMmeHoBaHuEY .
OOpaTuTe BHUMaHKE Ha JIB€ HABUTALMOHHBIE TTAHEIH BHU3Y (OPMBI, — OJ[HA U3 HUX MO3BOJIAET MPO-
cMoTpeTh HHpopManuio o Kuuram, BTopasi 1o HAMMEHOBaHUSIM.



CoznaiiTe CBOIO HABUTALIMOHHYIO MaHelb. [l 3TOro nepeiauTe B pexuM KOHCTPYKTOPA, BBI3OBUTE Ma-
HEJIb JIEMEHTOB (BOCIIOJIb3YHTECH MTaHEIbI0 MHCTPYMEHTOB WIIM ITYHKTOM MeHI0 «Buny). Y6eaurecs,

YTO BKJIFOYEH PEXKUM MACTEPOB (KHOIKA ¢ N300pakeHUEM BOJIILIEOHON NMalOUKK TOPUT OPAH)KEBBIM IIBE-
ToM). Beibepure anemeHnt « Knonka» U IOMECTUTE €T0 BHYTPh (POPMBI, YCTAHOBHUTE B OTKPBIBIIEMCS OK-

He aeiictBue «llepBas 3anucky», nanee nogoepuTe KApTUHKY.
Crnenaiire eme 4 kHonku — «IIpenpinymas 3anucey», «Cinenyromas 3anucey, «llocneanss 3anucey,

«Jlo6aBUTD 3amUChHY.

Brinenute Bce 5 KHOMOK. DTO MOXKHO ClIeNIaTh IBYMs CIIOCOOaMu.
[IlenKkHUTE BCE KHOIKH, KOTOPhIE XOTHTE BBIACIUTD, 10 OYEPEIH, yaepKuBas kiaasuiry Shift.
Hcnonp3yiite «1acco». Ha)kmMuTe KHOMKY MBIIIU W, HE OTIYCKas €€, paCTIHUTE PAMKy BOKPYT BCEX

KHOIIOK.

YcTaHOBHUTE BbIpaBHUBAHUE 110 HUKHEMY Kpato (KOHTEKCTHOE MEHIO/BBIPaBHUBAHHE/TIO HUKHEMY
Kparo), CIeJIaiTe paBHBIM MHTEPBAJI MEXY KHOIIKAMH, a 3aTEM YMEHBIINTE €r0 A0 HYJIS.

3aganue 2. Co3gaHue 3amnpoca

3aganue

AJIFOpI/ITM BBIINTOJIHCHU A 3a1aHUA

1. Otkpoiite BJ]
«bubnuoreka.

1. 3anyctute mporpammy MS Access:  Ilyck/IIporpammer/ MS Access.
2. Otkpoiite namnky, B koropoit xpauurcsa bJ[ «bubnamorexay.

2. Haiinure xuuru B
MSATKOI OOJIOXKKE.

Ortxkpoiite Tabnuny «Kaurmy.

Bri6epute mento 3anucu OunbTp - 3MeHuTh GUIBTP; MOCTaBTE KypCOp B MOJIE
Tum 00J105kKH 1 BBeauTe Msirkas.

Bri6epute menro 3anvicu — [I[puMeHuTh GrIIBTP.

3. BeiBeauTe Ha 3KpaH
JTaHHBIE O KHUTE U U3-
JIaTeIbCTBE.

3aiiiuTe Ha BKJIAJKY 3ampoChl.

Bri6epute nynkT Co3nanue 3amnpoca ¢ noMouso Macrepa.

B otkpsiBiIemMcs okHe BbiOepuTe Tabauiy Kuuru. Jlo6aBeTe B 3ampoc HEOOX0IUMBbIE
OJIS.

Bri6epute Tabnuny M3natenscTtBo v 100aBbTe HYKHBIE MOJISL.

4. IIpocmoTpute
pe3yabTar 3ampoca.

1. Ha BKJIaJIKE 3anpocm BI:I6epI/ITe Ha3BaHUEC CO3AaHHOTO BaMHU 3aIllpoca U OTKpOﬁTe
€ro.

3ananue 3. Co3ganue oTuera

3anaHue ANTOPUTM BBITIOJTHEHMS 3a1aHUS
1. Otkpoiite B]] 1. 3ammyctute nporpammy MS Access: ITyck/ITporpammer/ MS Access.
«bubnuoreka. 2. OTkpoiiTe nanky, B koropoil xpanurcs b/l «bubanorekay.

2. Hamnieuaraiite
JNaHHbIE O KHUTaX.

1. ITepeitgute Ha BKIaaKy OTUETHI.

2. Beibepute mynkt Co3laHue OTYETOB C moMomipio MacTepa. HaxkmuTe KiaBuny
OK.

3. Bribepute Tabauny Kaurn.

4. YKaxuTe 10Jisd, HeOOXOIUMEBIE JIJI1 OTYETa, ¥ CO3JalTe OTYET.

5. Beibepute myHkT MeHto Paiin — [Tevats.

6. 3anaiite mapameTphbl MeYaTH.

3. Hamteuaraiite otuer
o Hamunu kuur A.C.
IIymxkuHa.

[Tpu co3nannu otuera BeIOUpaiiTe He TabnuIly, a 3anpoc no kauram A.C. [lymkuHa.

KoHTposbHBIE BOIPOCHI:

Yro Takoe ¢popma?

Urto takoe GuibTp? baza naHHbIX?
Kak ocymectBisiercst nouck B BJ1?
Ha ocHoBe kakux 00bekToB b/ MOKHO cO3/1aBaTh OTYETHI?




Kakue nanHbie Mbl MOKEM HCIOJIb30BaTh B YCIOBUSX 0TOOpa?
IIpakTnueckas padora Nel7.
Tema: Co3nanue npe3eHranuii B PowerPoint.

ens: PazpaboTka mpe3eHTalny ¢ UCTIOIb30BaHUEM PA3IMYHBIX TUIIOB MAaKETOB CIAlI0B, pa3IUIHOTO
JU3aliHA MMPE3CHTALUY.

[Tporpammuoe obecneuenue: 6azosas kondurypaius [1IK, OC Windows; MS PowerPoint.

TeopeTnueckas 4acTh:

KomnbloTepHasi npe3eHTalus IPECTABISIET COOOM MOCIE0BATENbHOCTD CIIANHI0OB, COACPKAIINX
MYJIbTUMETUNHBIE OObEKTHI.

DNEKTPOHHBIE CTPAHULIbI PE3EHTALUN HA3BIBAIOTCS CIAUOAMU.

Kaxp1ii pa3 mpu 100aBJICHUH Cllaiiia HeoOX0IUMO BeIOpaTh THII asmomaxkema ciatioa (MaHelb cO3-
JaTh CIIAMT).

3apanue 1. Coznats cnaiil «OCHOBbI HH(POPMATHKH M POTPAMMMPOBAHMS», UCIIOJIb3YSI MAKET
cnanga TUTYJbHBINA cJIaii.
J1J1s1 5TOT0 HEOOXOAMMO BBITIOTHUTE:
1. BBectu TekcT 3aronoBka: OCHOBBI HHPOPMATUKU U IPOTPAMMUPOBAHUSI.
- YcTaHOBUTH AJ1s1 3arojioBKa pazMep mpudra — 60, 1BeT — KpacHBIM.
2. BBectu TekcT moa3arofioBka: 1 Kypc SKOHOMUYECKHH (aKyIbTeT.
- YcTaHOBUTH /IS TI0/13ar0JI0BKA pasmep mpudra — 40, BeT — CHHUI.

3. YcranoBuTth QoH cnaitna — O6embiii MpamMop ¢ TOMOIIIbI0 KoMaHAbl DoH U3 MeHro J{u3aitH uin
dopmaT GpoHa U3 KOHTEKCTHOTO MEHIO cnaifa. B nuanoroBom okHe MOH B pacKpbIBAIOLEMCS CITUCKE
BBIOpATh MyHKT PUCYHOK WJIM TEKCTYpa, 3aTeM BKIaAKy Tekctypa. [To okoHuaHuIo BEIOOpa HAKATh
KHOITIKY 3aKpbITb.

4. YcranoButh 3¢ (eKTHI crnaiiia.

- 175t 3arosnoBka — 3¢ dext BouieT cnpaBa (MeHto Aaumanus/ Aaumanus Beuter/ Briianka Ha-
cTpoiika anumaruu/ Hanpasienue Crpasa). 13 mynkra [lapamerpsl 3pdexToB BrIOpaTh AHUMAIIIS
Tekcra - Ilo OykBam.

- U151 moa3arofioBka 3¢ ekt BulaeT cHu3y, anuManus tekcra - Ilo OykBam.

3aganue 2. Co3nats ciaiig «Pa3gessl Kypca», UCIIONB3Ys MakeT ciaiga 3arol0BoK M 00beKT.
Jlnsa paznenos
OC Windows
Tekcroserit mponeccop Word
Ta6mmunsnii npoueccop Excel
CVYBJI Access

o [lpesenraru B PowerPoint.

UCIOJIb30BaTh pa3MeTKy MapKUpOBaHHbII CIIUCOK.
JJ1s 3TOro HEOOXOAMMO BBIIOJIHUTH!
- YcTaHOBUTH 7151 3ar0JI0BKa TeKcTa «Pa3nensr kypca» pasmep mpudra — 60, 1BeT — KpacHbIi, OMpro30-
BYIO 3QJIUBKY.
- YcTaHOBUTH 71 criMcKa pazmep mpudTa — 36, IBET — KpaCHBIM.
- YcranoButh GoH cnaiifa — 3anuBka rpaauentHas (Dopmat Gona/['panuentras 3anvBka), HazBanue
3arotoBku — Paccser.



- YCTaHOBUTH /IS 3aroJioBKa — aHUMaIio Tekcra [losisinenne mo 6yksam; a¢gdexr [Tunrymas mammaka
(Hactpoiika anumanmu/Jo6aButh 3¢ dext/I{BeTHAs MuiIyIas MamHKa)
- YCTaHOBUTH M8 OA3Ar0JIOBKa nosiBiieHue - CBepxy, nosisiuenue [1o OykBam.

3amanue 3. Co3nats cnaiing «Windows», nucronb3ys Maker ciaiina J{Ba odobekra.
JU1s1 3TOro HEOOXOIMMO BBIIIOJHUTD:
- YcTaHOBUTH /71 3arosIoBKa pasmep mpudta — 60, uset — ManuHOBBIH, 3aJIUBKa — 3aroToBKa OKeaH
(KonrekctHoe meHto/Dopmat gurypsl/[ paguentHas 3anuBka/3aroroBka Oxean) uinu (Popmar/3anuBka
¢burypsl/[ ' panueHTHAs 3a]TMBKA)
- YCcTaHOBUTH 715 TEKCTA pasmep MmpudTa — 28, LBET — 3€JICHBIH.
- CeepHyTh 0KHO PowerPoint. CHsTh KONHIO SKpaHa, Ha)kaB Ha KiaBuiy PrintScreen, mpeasapurtensHO
oTKpbIB MeHIO [Iyck u IIporpammer.
- PasBepuyts PowerPoint u BctaBuTh pUCyHOK U3 Oydepa.
- YcranoBuTth (ol cnaiiga — 3aroroBka Pamgyra Il.
- YcranoBuTh AJ1s 3aroyioBka — 3¢ ekt Boinet cipasa, nosiBinenue Tekcra [1o Oykam.
Co3naTh CIIUCOK TeM ImpakTudeckux padot mo Windows
1.1.  OcHoBHbI¢ puHIHUIIEI paboThl ¢ WINdOWS (okHa, MPUIIOKEHU )
1.2.  PaGota c ¢aitnamu u mankamu (IIPOBOJHUK, MOH KOMITBIOTEP, KOP3UHA)
- YcranoBuTh Aiis cniucka 3 dext Brutetr cHU3y - cripaBa, nmosBieHUE TekcTa Bee BMecTe mo ab3aimam.
- YcTaHoBuTh 1718 pucyHka — 3 dext XKanro3u BepTUKaIbHbIE.

3ananue 4. Co3nats ciaiig «PowerPoint», ncnons3ys Maket ciaiiga /IBa oobekra.
J1J1s1 5TOT0 HEOOXOAMMO BBITIOTHUTE:
- YcranoButh GoH cnaiiga — 6enbiii MpaMop
- YcTaHOBUTH AJ1s 3arojioBKa pazMep mpudra — 60, BeT — TEeMHO-CUHUM.
- BBecTu cniricok TeM mpakTHueckux padot mo PowerPoint
1.1.  OcHoBHbIC IpUHIHIIEI padboTh ¢ PowerPoint
1.2. Co3naHue KOMITBIOTEPHBIX MTPE3CHTAIHH.
- YCTaHOBUTH ISl cIMCKA pa3mep mpudTta — 28, 1BET — KpacHbIN Ha rollyooM (one (ronydast 3avBKa).
- YcranoBuTh aiis 3arosioBka — Dddext Bouter cripaBa, nosinenue texcra [1o OykBam.
- YcranoBuTh s cniucka — 3¢dext XKanro3u BepTukanbHble, MOsBICHUE TeKCTa Bee BMecTe.
- BcTaBuTh NPOU3BOJIBHBIN PUCYHOK
- YcranoBuTh A5 pucyHka — 3¢ ekt Bpamenue.

3ananme 5. Co3nare ciaiig «Word», ucnonb3ys makeT /JIBa o6bekTa.
J11s 3TOr0 HEOOXOAMMO BHITIOJHUTH!
- YcTaHOBUTH 71 3ar0JI0BKa pa3mep mpudTa — 60, 1BET — TEMHO-CHHHIA.
- Beectr cnimcok TeM npakrudeckux padot mo Word.
1.1.  OcHoBHbIe pUHIHITEI paboTsl ¢ Word.
1.2. Co3naHue TEKCTOBBIX TOKYMEHTOB
1.3. dopmarupoBaHuE TEKCTA.
- YCTaHOBUTH 711 CTIMCKA pa3mep mpudTa — KypcuB 28, IBET — KpaCHBIN
- BcTaBuTh BO BTOPYIO KOJIOHKY cllaiifia MpOU3BOJIbHBIA 00BEKT (Tabiula, AuarpaMmma)
- YcranoButh GoH cnaiiga — rpagueHTHas 3anuBka CrioKoiHas BOja.
- YcraHoBUTH AJ1s 3arosioBka — 3¢ ekt Boinet cnpasa, nosiBinenue tekcra [lo Oyksam.
- YcranoBuTh 1is Tekcra — 3 dexr COop cHu3y, nossiaenue rekcra [1o cinosam Ilo ab3amam.
- YCTaHOBUTH 711 pUCYHKA JuarpaMMbl — 3¢ ekt anumanuu [losBienue 1no ajgeMeHTaM KaTeropui.
- YeranoBuTh A1 Tabiuubl — 3¢ dexT Bruiet ciesa.

3anganme 6. Co3nars ciaiig «EXcel», uconp3ys Maker ciaiiga /[Ba oobeKTa.
Jl71s1 5TOr0 HE0OXOIMMO BBHIIIOIHUTD:



- YcTaHOBUTH 71 3aroyioBKa mpudTa — 60, IBET — 3eTCHBIN.
- BBecTu cniricok mpakTuueckux padbot mo Excel.
1.1. OcHoBHbIe pHHIIKIIEI paboThl ¢ EXcel
1.2. Co3pganHwuie >IEKTPOHHBIX TA0JIHIL
1.3. BBox u pemakTUpoBaHUE JAHHBIX B AJIEKTPOHHBIX TAOIUIIAX.
- YcraHoBUTH AJIs criucKa pa3Mep mpudTa — 18, 1BeT cuHuil.
- BcTaBuTh B claiig guarpamMmmy.
- YeranoBuTh QOH cnaiiga — 3eJIeHblii MpaMop
- YcranoBuTh AJis 3aroyioBka — 3¢ ekt BoineT cipaa, nosiBinenue Tekcta [lo 6ykBam.
- YeranoBuTth aiis Tekcra addext Crnupans, nosiinenue Tekcra Bee Bmecte u 1o aG3amam.
- YcTaHOBUTH AJIs AMarpaMMsbl — BbIBOJ 2iieMeHTOB [1o cepusiM, agdekr [losBnenue cHuzy.

3apanue 7. Co3nmath cnaig «ACCESS», UCTIONB3Ys MakeT ciaiiaa JIBa odbeKkTa.
J171s1 5TOr0 HEOOXOAUMO BBIIIOJIHHTE:
- YcTaHOBUTH AJIs 3arojioBKa pazMep mpudra — 60, LBET TEMHO-CUHHIA.
- BBectr cnircok TeM mpakTUYecKuX padoT mo ACCess
1.1. OcnoBHble npuHIUIBI paboThl ¢ MS Access
1.2. TlpoextupoBanue ba3 naHnbIx, cozmanue Tadbmui B MS Access
1.3. BBox u pemakTupoBaHue AaHHBIX B TaOauax MS Access
- YCTaHOBUTH IS CIMCKA pa3mep mpudra -28, BET — CHHHM.
- YcranoBuTth (hoH ciaiiga — 3arotoBka PaccBet
- YcraHoBuUTh AJis 3aroyioBka — 3¢ ekt Boinet cnpasa, nosiBinenue Tekcra [1o Oyksam.
- Ycra"oBuTh 11 cnircka — agdext Crnimpanb, mosiBlieHHe TekcTa Bee BMecTe 1Mo ab3aram.
- lo6aBUTH MTPOU3BOJIbHBIN PUCYHOK
- YeraHoBuTh A5 pucyHka — 3¢ ekt Bpamenue.

3ananue 8. Coznats cnaii «O0 aBTOpe», UCNOIB3Ys MPOU3BOJBHBINA MAKET Cllaiiia, MPOU3BOJIbHbBIN
TEKCT, COIeP KAl (paMUITNIO, UMS U OTYECTBO pa3paboTUnKa MPE3EHTALNH, U APYTYIO TONOIHUTEb-
Hy10 HHpopMauuto. L{BeToByto rammy u 3¢(eKThl BEIOpATh TPOU3BOJIBHO.

3aganme 9. YCTaHOBUTH CIICIYIOMINI MOPSIOK CJIANI0B:
OcHoBBI HH()OPMATHKHU U TPOrPAMMHUPOBAHUS

Paznensl kypca

Windows

Word

Excel

Access

PowerPoint

006 aBTope

J11s 3TOr0 HEOOXOAMMO BBITIOJHUTH!

- [IepeiiTu B pexxum CopTHpPOBIIMKA CJIai10B B MeHIO Buj.

- YcranoBuTh MacmTal Tak, 4TOOBI OTOOPAKATUCH BCE CIIANIBI.
- OGecnieunTh TpeOyeMbIi MOPSAIO0K, IEPETACKUBASI CIANbl MBIIIKOM.

NGk wNE

3apnanue 10. YcTaHOBUTH CIIEIYIONINE aBTOMATHUYECKUE MTEPEXO/IbI CIAMIOB:
- OcHOBBI HTH(POPMATUKH U TPOTPAMMHUPOBAHUS — HATIBIB BHU3 uepe3 2 C.

- Pazgenbl kypca — HaribIB BBEpX yepes 1 c.

- Windows — BepTukaibHas maHopama Hapyxy 4epes 3 c.

- Word — oTkpbiBanue BiieBo yepes 1 c.

- Excel — nosieiienue ciepa uepes 1 c.

- Access — pacTtBopeHue yepes 3 c.



- PowerPoint - mpsiMoyronbHUK BHYTpPB 4epes 2 c.

- O0 aBTOpE — MPOU3BOIBHBIN.

J1J1s 3TOr0 HEOOXOAUMO BBITIOJIHUTH!

- Ilepelitn B MeHIO AHUMALIUSL.

- OTKpbITh OKHO Ilepexos k 3TOMy cnaiily 1 yCTaHOBUTH TpeOyeMble apaMeTphl ISl KaXA0ro U3
CJIaNIIOB.

3apanue 11. HactpouTs 1eMOHCTpaIMio HA aBTOMAaTUYECKUM 1TOKa3 CIal0B.

JU1g 5TOro Heo6X0AMMO BBIIOJIHUTD:

- OTKpbITh MeHIO [loka3 ciauoB.

- BBIOpaTh koMaHy HacTpoiika neMoHcTpanuu

- YCcTaHOBUTH ABTOMATHYECKHH MOKA3 CIIali10B U cMeHy ciannos Ilo Bpemenu.

- 3aIlyCTUTH JEMOHCTpaIuio, BbiOpaB komanay «C Hayana» u3 meHio Iloka3 ciaigos.

IIpakTnuyeckas padora Ne 20

«Ilouck unpopmauuu B ri100aabHoi cetu UHTEpHET»
[Touckossie ciyx0b1 uTepHET. [Tonckossie cepsepsr WWW.
THIIBI MOMCKOBBIX CEPBEPOB, IPUMEPBL. SI3BIK 3aIIPOCOB IIOMCKOBOTO CEPBEPA.
TexHomorus moucka
Ob6opynoBanue: 6a3oBast koHpurypanus 1K, rnobanbnas cetb HTEpHET.

OcHOBHbIE OHATHSI.

ITouck undopmaiun B VHTEpHETE OCYIIECTBISIETCS C MOMOIIBIO CIEHUAIBHBIX MporpamMmM, oopadaThiBato-
IMX 3arnpocbl — HHPopManroHHO-OMCcKOBBIX cucteM (MIIC). CymiecTByeT HECKOJIBKO MOJIEeH, Ha KOTOPBIX
OCHOBaHa pabOTa MOUCKOBBIX CUCTEM, HO UCTOPHYECKH JBE MOJIEIH NMPHOOpENIH HauOOJIbIIYIO MOMYISPHOCTh —
9TO TIOMCKOBBIE KATAJIOTH U TIONCKOBBIE YKa3aTeIH.

ITouckoBbIE KaTaJOTH YCTPOEHBI IO TOMY K€ INPUHIUITY, YTO U TEMATUYECKUE KaTaJoTH KPYMHBIX OnOIuo-
TeK. OHH OOBIYHO MPENCTABISIOT COOON MepapXUUECKHe TUIIEPTEKCTOBbIE MEHIO C MYHKTAMH W MOJIMYHKTaMH,
OIpENIENIAIONMMH TEMAaTHKy CaHTOB, aJpeca KOTOPBIX COJEpXkarcs B JJAHHOM Karajore, ¢ MOCTENEHHBIM, OT
YPOBHSI K YPOBHIO, YTOUHEHHEM TeMBbI. [I0MCKOBBIE KaTaIOTH CO3/IAIOTCS BPYYHYIO. BBHICOKOKBaMM(pHUIIMPOBAH-
HBIE PEJAKTOPBl JIMYHO MPOCMaTpHBalOT MH(popMalroHHoe npoctpanctB0 WWW, oTOuparoT TO, YTO MO MX
MHEHHIO MTPEICTABISET OOIIECTBEHHBIN HHTEPEC, M 3aHOCAT B KaTaJIOT

OcHOBHOM NMP0o0GIIEMOI TTOMCKOBBIX KaTaJOrOB SIBJISETCS YpE3BbIUAiHO HU3KHHA K03 (DUIIMEHT oXBaTa pecyp-
coB WWW. UToObl MHOTOKPAaTHO yBENUYHUTH K03((PUIMEHT oxBaTa pecypcoB Web, U3 mporecca HaroIHEHUsS
0a3bl JaHHBIX MOMCKOBOM CHCTEMbl HEOOXOJMMO HCKJIIOUUThH YeloBEeYeCKHil (akTop — paboTa JAO0KHA OBITH
aBTOMAaTH3MPOBAHA.

e ABToMmaruueckyro karanoruzaimioo Web-pecypcoB u ymoBIETBOpEHHE 3apPOCOB KIUCHTOB BBITIOIHSIIOT
MIOUCKOBBIE yKa3aTenu. PaboTy MOMCKOBOTO yKa3aTesst MOKHO YCIIOBHO pa3/efIuTh Ha TPH dTarna:

e cOop nepBu4HOM 6a3bl JaHHBIX. [ ckaHupoBaHusa uHpopmanronHoro npoctpancrea WWW ncnons-
3YIOTCS CTIEIUANIbHBIE ar€HTCKUE MPOTrpaMMbl — YEPBH, 33Ja4a KOTOPHIX COCTOHMT B IOMCKE HEHU3BECT-
HBIX PECYPCOB M PErucTpanus ux B 6a3e JaHHbIX;

e wWHIEKcanus 0a3pl JaHHBIX — TMEpPBUYHAs O00paboTKa C IENbI0 ONTHUMH3AIMH Toucka. Ha artame
MHJIEKCALlUH CO3AI0TCA CIELUAIN3UPOBAHHBIE TOKYMEHTBI — COOCTBEHHO ITOMCKOBBIE YKA3aTENH;

e paduHHpOBaHHUE PE3YIbTUPYIOIIETO criicka. Ha 3ToM aTare co3aaercsi ClUCOK CChUIOK, KOTOPBINA OyneT
NepeaH Noab30BATENI0 B Ka4eCcTBE pe3ylbTUpytomero. PagunupoBanue pe3ylbTUPYIOILErO CIIUCKA 3a-
KITII04YaeTcsl B QUIbTPALMU U PaH)XUPOBAHUH Pe3yNbTaToOB moucka. [loa ¢puibTpanueii moHMMaeTcst OTceB
CCBUIOK, KOTOpPbIE HELEIecO00pa3HO BbIIAaBATh MOJIb30BATENIO (HAIIpUMEp, IPOBEPSETCS HATM4Ke 1yOmnu-



KaToB). PaHxupoBaHue 3akiro4yaeTcs B CO3/1aHUU CIIELMAIBHOIO IOPSJAKA MPEICTABICHUS PE3YJIbTHU-
pYIOLIEro crucka (10 KOJIMYECTBY KIIIOYEBBIX CIIOB, COMYTCTBYIOIIMUX CIIOB U JIp.).

B Poccun Haunbonee KPYIHBIMHA U MOIIYJIAPHBIMHA ITIOMCKOBBIMHU YKA3aTCIIAMU ABJIAKOTCA:

e «SIndex» (www.yandex.ru)
o «Pambnep» (www.rambler.ru)
o «Google» (www.google.ru)
e «Amopt2000» (Www.aport.ru)

Yupaxnenue 1. OcBoeHue 3jieMEeHTAPHBIX IPMEeMOB Noucka nHpopMmanuu B cetu UHTEpHeT.

Heab ynpa:xuenus: Mzydenue unrepdeiica, Ha3HaueHUs U 0cOOCHHOCTEH onckoBeix WW W-cepBepoB. Pazb-
SICHEHUE TIOHATHUS «3apocy, OTINYKE 3allpoca OT BOIpOca.

3ananue:
Haiitu, kak Ha3pIBaeTCS camoe OOJIBIIIOE MPECHOBOIHOE 03€PO B MUPE.

IMopsiioK BBINIOJIHEHUS.

e 3Bamyctuth 0003peBarens MS Internet Explorer.

e B agpecnoii crpoke Habpatb aapec nmouckoBoro WWW-cepsepa.

e OTKpBITh HOBOE OKHO Opay3epa, BBINOJIHHUB IOCIEA0BATEIbHOCTh KOMaHJ B IJIaBHOM MeHi0 Daifa -
Co3aath - OKHO WK UCIOJIb30BaB coderanue kiasum Ctri+N.

e TloBropurts m.1. 2, 3 He MEHee YeThIpex pa3. B pa3zHble okHa Opay3epa 3arpy3HTe IJIaBHbIE CTPAHULIBI 10-
HCKOBBIX MAaIIINH.

e CpaBuuth uaTepdeiics mouckoerx WWW-cepBepos.

[Ipumeuanue. Iy onTUMaIbHONW W OBICTPOM pabOTHI ¢ MOUCKOBBIMH CHUCTEMAMH CYIIECTBYIOT OIpeAeiieH-
HbIe TIpaBHJIa HamucaHus 3anpocoB. [1oapoOHBIN epeueHs 11 KOHKPETHOTO MOMCKOBOTO CepBEPa MOKHO, KaK
MIpaBWJIO, HAUTU Ha caMoM cepBepe 1o cebiikaM [lomoms, [Toackaska, IlpaBuia cocraBieHus 3anpoca u T.11.

e C noMouipio CpaBOYHBIX CUCTEM MO3HAKOMBTECH C OCHOBHBIMHU CPEACTBAMU MPOCTOTO U PACIIUPEHHOTO
MOMCKA.

e OpranusyiiTe OUCK, 3aMOTHUTE TAOIUILY U TPOKOMMEHTUPYITE PE3yIbTaThl IOUCKA:

KaoueBasi Pe3ybTaThl OMCKA
(bpasa Yandex Google Rambler Anopt

UH(POPMALIMOHH
Bl TEXHOJOTHH B
o0Opa3oBaHUU

"uH(hOpMaLOHH
ple TEXHOJOTMH B
obpazoBanun"

HeJarOrHuecKme
TEXHOJIOTUU JIMYHO-
CTHO-
OPHEHTHPOBAHHOTO
o0y4yeHHs

e JlonomHuTE TaOIMIly CAMOCTOATENBHO MTOCTPOSHHBIMH 3aIIPOCaMH.

o [lo3HakoMbTeCch ¢ U30paHHBIMU JOKYMEHTAaMM U OLIEHUTE UX PEJICBAHTHOCTbH (CMBICIIOBOE COOTBETCTBHE
pe3yabTaTOB MOKMCKa YKa3aHHOMY 3arpocy). Opranusyiite mouck MHTEpecyomeil Bac nnpopmanuu u BHecure
pe3yiabTaThl B TAOIHILY.

o CpaBHUTb pe3ybTaThl HOUCKA (TOJIBKO MEpPBbIE OJIOKH) BCEX CEPBEPOB M MPOKOMMEHTHPOBATH HX.


http://www.aport.ru/

IIpumeuyanue. J[7151 MHOTOKpAaTHOTO JyOJUPOBAHMS OJHOTO M TOTO XK€ 3arpoca (U «YUCTOTHD» SIKCIIEPUMEHTA),
HEOOXOAUMO BOCIONIb30BaThes Oydpepom obmena Windows. Ipu amamuse mutepdeiica mouckoBsix WWW-
CepBepOB OOpaTUTh BHUMaHME HE TOJILKO Ha OKHa 3arpocoB U KHomKy Ilyck (Crapt, Hauats, Uckats, GO u 1.11.),
HO 1 Ha cchuikn 0 momontu (ITomorup, Help, Kak uckars, Kak copmupoBats 3anpoc u T.1.).

Ynpaxxaenue 2. [lonck o0pa3oBaTe/ibHBIX CAHTOB.

Heas ynpaxxHenusi: OcBoeHue NpuéMoOB MOMCKAa MH(MOPMAIMM Yepe3 KaTajloru U MPUMEHEHHs CPE/ICTB
IIPOCTOTO MOKUCKA.

3ananmue:

Haiitu caiitsl pu3nko-mMareMaTHYECKHX IIKOJ ¢ IIOMOLIBI TEMAaTHUYECKOr0 MOMCKOBOI'O KAaTalora.

IIpumeyanue:

ITockonbKy Kaxablil MOMCKOBBIN pecypc, UMest 00Le IPUHLIUIIBI TIOCTPOEHUs, 00J1a1aeT CBOUMHU OCOOEHHOCTS-
MU, paCCMOTPHM JIBa BO3MOXHBIX BapHaHTa [IOUCKA Yepe3 KaTaJory.
ITopsimoK BBLINOJIHEHMS.

e B unTepdeiice mOMCKOBON CHCTEMBI HAUTH CIMCOK TEMATUYECKUX KaTETOPUH U, IPOIOIDKAs MTOTPYKATh-
sl B TEMY IIOMCKa, IOWTH JI0 CIIMCKa KOHKpeTHbIX \Web-crpanuir.

e Ecmu criucok crpanuil HeOONBIION, BEIOPATh CPeld HUX T€ PECYPChI, KOTOPBIC JTyYIle MOIXOAT s pe-
IIEHUs TOCTAaBJICHHOM 3a7aun. Eciu ciucok pecypcoB 0CTaTOYHO BENIUK, HEOOXOJUMO B (hopMe i MOMCKA B
CTPOKY BBOJIa BHECTH CIIMUCOK KJIFOUEBBIX, JJI1 YTOUHEHUS [TOUCKA.

1 BapuanT. [Touck B katanore LIST.RU.

e 3amyctuth 0603peBatenb MS Internet Explorer.

e Bsectu anpec http://www.list.ru B anpecuyio cTpoky 0003peBartes.

e B crnucke karteropuil meperWTH MOCIEIOBATEIBHO MO cleAyrommM ccbuikam OO6pa3oBanme - Hayka -
[Ikosbl - PU3MKO-MAaTEMATUYECKUE IIKOJIbI:

B pesynbrare mbl nonyunnu cnucok 20 gpusuko-maremarnyeckux mkodn (Jannsie Ha 11 mapta 2010 roga. Bamn
pe3yabTaThl MOTYT OBITh HECKOJBKO APYTUMHM, TIOCKOJIBKY MH(popMalys B THTepHET MeHseTcsl 04eHb OBICTPO).
Kaxxnas cTpoka cnycka — runepTeKcToBas CChbUIKA, MEPEei i M0 KOTOPOH, MOKHO MPOCMOTPETh 3aUHTEPECOBAB-
LMK BaC IIKOJIBHBINA CaWT.

2 BapuaHnr. [louck B karanmore WWW . RU.

1. 3amyctuth 0603peBarens MS Internet Explorer.

2. Bsecru ampec http://www.www.ru B aapecHyio CTpOKy 0003peBaTels.

3. B ¢dopme 1 morcka nepeiTH Ha pycCKOS3bIUHYIO BEPCHIO caiiTa: MENKHYTh Mo ccbuike Pycckas Bep-
cusl.

4. B dopme nns noucka yopars rakok Mckate B aHMIHMHCKOM BepcuH (TIOCKOJIBKY Mbl XOTUM HalTH pyc-
CKOSI3bIYHYIO0 MH(POPMAIUIO), IIETKHYB MBIIIKON MO raJl0YKe B COOTBETCTBYIOIEM OKOLIKE (TajlouKa JOJIXK-
HA VCUE3HYTH).

5. B cmucke xareropuii mepenTH MOCIeI0BATENHHO 10 CIEIYIONUM cchlikaM (pa3zaenam) Hayka u obpa-
3oBanue - OOpa3oBaTenbHble yupexaeHus. B paznene O6pa3oBarenbHble yUpeKACHUS CIIUCOK KaTerOpHi
OTCYTCTBYET. B maHHOM pazzerne npeacTaBieHsl 582 CChUIKU Ha CAThl 00pa30BaTEIbHBIX YUPEIKICHUN
([Jannbie Ha 11 mapra 2003 roga. Bamm pe3ynbTaTsl MOTYT OTJIMYATHCS, TOCKOIBKY HHpopManus B HTep-
HET MEHsIeTCs oueHb ObICTpPO). /111t BBIOOpa cpein HUX CaiTOB (PM3UKO-MAaTEMaTHUECKUX IIKOJ (MTOCKOJIbKY
IPOCMOTPETh Bce 582 CCHUIKU MPOCTO HEBO3MOKHO) HEOOXOAUMO MTPOU3BECTH YTOUHEHHE MTOMCKA.

6. s yrouHeHHs apaMeTpOB MOKCKA MPOIeNIaeM CIIeTYIOIIIe eHCTBUS:

e BBECTH B CTPOKY Ha (opMe JUIsl TIOMCKA KIIOYEBBIE CIIOBA, pa3ieiiss UX HalMCaHHWE MPOOeoM: IIKOJa
¢u3nKka MaTeMaTHKa;

e B (popmMe 1151 MOMCKA MO/ CTPOKOM BBOJIA KITFOUEBBIX CIIOB MOCTaBUTH (hraskok MckaTh B TekylieM pasje-
ne u yopats ¢iaxxok Mckarb B aHTTTUICKON BEPCHU;

e HaXaTb KHONKY [loMCK A MHUIMAIN3aluy IIpoLiecca MOUCKa.

Ilo HameMy 3ampocy MOUCKOBBIM KaTaJoOl HPEJCTaBUI CIUCOK M3 JAEBATU CCbUIOK Ha CalThl (PU3HKO-
maTtemaTnueckux mkon ([Janusie Ha 11 mapra 2003 roxa. Bamm pe3ynbTaTel MOTYT OBITH HECKOJIBKO APYTHUMH,
MOCKOJIbKY HH(popMarusi B UHTepHET MeHseTCs O4eHb OBICTPO).

I[To oOpa3iy, npenoKeHHOMY B 3aJlaHUH 1, HAliTH caifThl IIKOJ 1O HHTEpecyromeMy Bac npoduitro!

Yunpaxnenue 3. OcBoeHre MPUEMOB MOUCKA B Pa3JIMYHbIX MOMCKOBBIX CHCTEMAX.



Heuas ynpaxnenusi: OcBoeHHe NpUEMOB MOMCKa HHPOPMALIUU C TIOMOIIbIO TOMCKOBOM MalluHbI, (HOpMUpPOBa-
HUE TPYIIIbI CJIO0B JJIS OpraHU3aIMK IPOCTOTO MOKCKA.

3aganue:

Haiitu 6uorpaduro munuctpa obpazoBanust Poccuiickoit @enepaunn Jlusanos /I. B. ¢ momomsio noucko-
BoM cucreMbl Google.Ru

IMopsi/10K BHINOJIHEHUS.

e 3amyctuth 0603peBatenb MS Internet Explorer.

e B azgpecHoli cTpoke HaOpaTh axpec MOUCKOBOW cuctembl http://www.google.ru m mHHIMATHU3MPOBATH
Ipoliecc 3arpy3Ku pecypcea.

e B unTepdetice HauaIbHOM CTPAHUIIBI TOMCKOBOM cucTeMbl Google.Ru HaiiTi Gopmy a1 IOKUCKa U CTPO-
Ky BBOJ1a 3ampoca. lllequkoM jeBoi Ki1aBUILEH MBIIIN 110 CTPOKE YCTAHOBUTH B HEM Kypcop M HaledaraTb: OHO-
rpadust OUIUITIOB MUHHUCTD.

e Hunmanu3upoBath MpoLecc MOKUCKa B IIOMCKOBOI cucTeMe, HaxxaB Ha kHonKy [Touck B Google.

[To pesynpTaram Hamero 3ampoca MOUCKOBOW cuctemoit Google.Ru Obut0 BhImano 223 nOKyMeHTa, pacmo-
JIOXKEHHBIX 10 PEJIEeBaHTHOCTH, TJIe MepBas O CHUCKY CChUIKA MPEJCTaBIIsAIa COOON TOUHBIM OTBET MO HALIEMY
3anpocy (lannbie Ha 11 mapta 2010 rozna. Bamu pe3ynbrarel MOryT ObITh HECKOJIBKO IPYTMMH, IIOCKOJIbKY UH-
dbopmarus B UHTepHET MEHSAETCS OY€Hb OBICTPO).

e IIpocmoTpeTs pe3ynbTaThl IOWCKA U HAWTH Cpelr HUX Hamboliee MOAXOoIIINe (peleBaHTHBIE) BallleMy
3arpocy.

Yunpaxuenue 4. [lonck HOpMATUBHBIX JOKYMEHTOB.

Heasb ynpaxnenus: OcBoeHue NpuéMOB MOMCKAa MH(OPMAIMK C TMOMOIIbI0 MOMCKOBOM MAIIMHBI, U3y4€HHUE
0c00EHHOCTEH MONCKa HOPMATUBHOTO JJOKYMEHTA.
3aganue:
Haiitu [Tonoxxenne Munucrepcta oopasoBanusi Poccuiickoit denepariu o mopsiAke aTTecTalluy neaarornye-
CKUX U PYKOBOJSAILINX PaOOTHUKOB MyHULIMIAIBHBIX U 00pPa30BaTENIbHBIX YUPEKIACHUH.

ITopsinok BbINOJHEHHUS
IIpumeyanue. [lng mnpoBeneHUs IMOUCKA JOKYMEHTA BOCIOJIb3YEMCS, HAImpUMEp, IOMCKOBOW MAalllMHOW
SIndex.ru. B rpynny kiro4eBbIX CIIOB 3arpoca HEOOXOIUMO BKJIIOYUTH 3HAYUMBIE IO CMBICIY CJIOBA M HCKIIO-
YUTh CTON-CJIOBA (IIOJ 3HAYUMBIMU MOHMMAIOT TE€ CJIOBA, KOTOPBIE HECYT OCHOBHYIO CMBICIIOBYIO Harpysky J10-
KyMEHTa; CTOI-CJIOBa — CJIOBAa HE HECYIIUE CMBICIIOBOM HArpy3KH, HallpuMep, MPEAJory, Uil CJI0Ba, BCTpEYaro-
IIMecs B KaXJ0M 10100HOM JoKyMeHTe). CroBocoueTanusi « MUHUCTEPCTBO 0Opa3oBaHust POy, «MyHHULIMDANb-
Hble U 00pa30BaTENIbHBIE YUPEXKIECHUSD» MOXKHO OTOPOCUTD, T. K. OHH BCTPEUAIOTCSI B OOJIBIIMHCTBE HOPMAaTHB-
HBIX 00pa30BaTeNbHBIX TOKYMEHTOB. Ham 3ampoc OyeT BBIMISIETh TaK: MOJ0XKEHUE O MOPAIKE aTTeCTalluu Me-
JAarOTMYECKUX U PYKOBOSILINX paOOTHUKOB.

1. 3amyctuth 0603peBarens MS Internet Explorer.

2. B aapecHoii ctpoke HaOpaTh ajpec MOMCKOBOM cucTeMbl hitp://www.yandex.ru u HHUIMaTU3UPOBaTh
IIPOLIECC 3arpy3KH pecypca.

3. B cTpoky momcka BBeIHTE 3a1pOC: MOJIOKEHUE O MOPSIKE aTTECTAIIUH MTEAArOTHUECKUX U PYKOBOISIIINX
pabOTHHKOB.

4. Haxwmure knaBumry Enter wiau ménkuure Mpinisio Ha kHonky HaviTu. o manrHomy 3ampocy SIndex BbI-
nan 1286 crpanun (nannsle Ha 22 anpens 2003 rosxa. Bammm pe3ynbTaTsl MOTYT OBITH HECKOJIBKO APYTMMH, T10-
cKoJibKy nH(popManus B HTepHeT MeHseTcsl oueHb ObIcTpo). HeoOXoaumblii JOKYMEHT pacrojiarajics HepBbIM
IO CIIUCKY.

5. OTKpBITh HAJIEHHBIA JOKYMEHT.



TpebGoBanus kK 0popMIEHHIO OTUETA.
OTtuer noiKeH ObITh OPopMIIEH Ha OyMaKHOM HOcuTese (TeTpajib) MO0 B 3JIEKTPOHHON

dbopMe U UMETh CIEIYIONIYIO0 CTPYKTYPY:

Tema npakTUyecKoil paboThI.

[enu nmpakTu4yecKkoi padOTHI.

Hcnonb3yemoe 060py0BaHHE U IPOTPAMMHBIE CPENICTBA.
3aaHue Ha MPaKTUYECKYI0 padoTy.

XoJ mpaKkTUIeCKOi paboTHI.

o ok~ w DB

BbIBOIBI 110 TIpOJIETaHHOM padoTe.

O1eHKa BBITOJHEHHONW DAOOTHI.

OreHKa BBITOJTHEHHON MPaKTUYECKON PabOThI MPOBOJUTCS IO CIEIYIONUM KPUTEPHUSIM:
1. [IpaBUIEHOCTH BBIMOTHEHUS PAOOTHI U 0(OPMIICHUS OTYETA.

2. [TonHOTa 1 0OOCHOBAHHOCTH PE3YJIBTATOB BBIIIOJHEHHOMN pabOThl B BUJIE BHIBOJOB.

3. TBopUeckuit MOIX0/1 K BHIMOTHEHUIO PAOOTHI.

Kpurepuu onieHHBaHUs 32 BHIITOJIHEHHE MPAKTHUECKOU PaOOTHI.

Ilpeomemmnasn cocmasnarwuian
1.
2.
3.

4.

[loHuMaHue TeMbl, LIeTM TPAKTUYECKON paOOTHI.

YPOBEHb YCBOCHUS NTOHATHI, TECPMHUHOB.

3HaHue NpaBul padbOThl C KOMIIBIOTEPOM, CBOOO/Ia ONIEPUPOBAHUS C KOMITBIOTEPOM, OC-
MBICJICHHOCTD ACHCTBUM

JleMOoHCTpanys HHTEJUIEKTYAJIbHBIX YMEHHUM: JIOTHYECKOTO MBIIIJIEHUS, IOCTPOEHUS BBIBO-
JI0B, 00001IEeHUI

ﬂeﬂm C/IbHOCMHO-KOMMYHUKAMUBHAA cocmaesiAarouiasn

1.

g wn

Bnanenue npuemamu padoTsl ¢ nHOpMaImei (YMEHHE CTPYKTYpUpOBaTh HHGOPMAITHIO,
OpraHU30BbIBAThH €€ MOUCK, BBIICIATH IIABHOE U T.J.)

Brnanenue nmpuemamu paboThl ¢ KOMITBIOTEPOM

MHTEHCHBHOCTD U KA4€CTBO CAaMOCTOSTEIILHON pabOThI

YMeHHe MPOBOIUTh aHATIU3 MTOTYYCHHBIX PE3yJIbTaTOB

KoMMyHHKaTHBHOCTB, YMEHHE 00PATUTHCS 32 TIOMOIIBIO

llennocmuo-opuenmauuouuaﬂ cocmaeiamouian
1.
2.

['oToBHOCTB K IOHUCKY pallMOHAJIbHBIX, TBOPUYCCKHUX BbIBOJOB, peﬂleHI/Iﬁ
PazBuTocTh CaMOOILICHKH




Onenka «5» CTaBUTCS, €CIIU CTYACHT BBIIOJIHWI paOOTy B IOJHOM 00bEME C COOIIOIEHUEM
HEOOXO0IMMO MOCIIEA0BATEILHOCTHU €€ MPOBEACHHUS; CAMOCTOSTENILHO U PAIlMOHATIBHO 3arpy3uil
HE00X0IMMOE MPOrpPaMMHOE 0OECTIeUeHUE, BCE 3a/1aHUS BHITIOIHII B YCIOBUSIX U PEKUMAX,
o0ecneunBarOIINX NOIYYEHHE PE3YIBTATOB U BBIBOIOB C HAMOOJIBIIEH TOYHOCTBIO.

Onenka «4» CTaBUTCS, €CITU CTYJICHT BBIMOJIHUI padOTy B TOJHOM 00beMe ¢ COOJI0IEHHEM
HE0OXO0IUMOM MOCIIEIOBATEILHOCTH €€ MTPOBEACHHUS; CAMOCTOSATEIBLHO U PAIIMOHAIBHO 3arpy3uil
HE00X0IMMOE MTPOrpaMMHOE OOecTIieueHIE, HO 331aHHS BBITIOJIHUI B YCIIOBUSX, HE 00ecnedn-
BaIOIIUX JOCTATOYHOM TOUHOCTH PE3yJIbTATOB, WIH JOMYIIEHO 2-3 HeloYeTa.

OHCHKa «3» CTaBUTC:A, CCJIN CTYACHT BBIITOJITHNII pa60Ty HC IIOJIHOCTBIO, HO 00BEM BBITIOJI-
HCHHOM YacCTH I103BOJISIET IMOJIYUHTD IMPABUIIBHBIC PC3YJILTATBI KU BLIBOABI ITIO OCHOBHBIM, IIPHUH-
OUITKHAJIbHO Ba’XKHBIM 3aJadaM pa6OTBI.

OI_IeHKa «2» CTaBUTCs, €CCJIM CTYACHT BbIITOJHHAII pa60Ty HC ITOJJHOCTHIO, 00BEM BBITIOJTHCH-
HOM 4aCTH HE IO3BOJISICT CACIIaTh IIPABUJIBHBIX BBIBOJOB.



Tumynvuwii 1ucm

MunucrepcTBo o0pazoBanus OpeHOyprckoi odJiactu

T'OCYJAPCTBEHHOE ABTOHOMHOE OBPA3OBATEJILHOE YYPEKJIEHUE
CPEJHEI'O IPO®ECCHUOHAJIBHOI'O OBPA3OBAHUSI
«OPEHBYPI'CKHI ATPAPHBINA KOJLIEK»

OT4eT 10 NPaKTHYECKUM padoTam

no aucuumiune (ITM)

KonuuectBo padot

BBINOJIHWII CTYJIEHT
TPYIIIIBI

(®.1.0.)
IIpoBepun npenoxaBaTens:

(®.1.0.)
Onenka

c.lloaropoausis IlokpoBka

20 I.



Ilpakxmuuecxas paboma Ne

daMuIisi, HHUITHAJBI 00y4YaK0Ierocst

I'pynna

Jdata BbINOJIHEeHUS PadOTHI

Tema:

Heas:

3aganme 1. .....

3ananmue 2. ....

BbiBoj mo padore: ....

Ouenka npemnojaaBareJis

IHoanmucek npenogaBareas




Pexomenayemas aureparypa.

OCHOBHbBIE HCTOYHHUKWU:
1. MuxeeBa E. B. Undopmatuka: yueOHUK 1 CTyA. yupexaeHuit cpea. rnpod. Odpazoa-
Hus / E. B. Muxeesa, O. U. TutoBa. — M.: U3naTensckuit nieHTp «Akagemus», 2012, —
352 c.
2. MuxeeBa E. B. Ilpaktukym mo wuHdopmatuke. Yueb. mocobue it cpem. mpod.
ObpazoBanusi/ E. B. MuxeeBa — M.: U3natenbckuii nentp «Akxagemusi», 2010. — 192c.
JIomOJIHUTENIbHBIE UCTOYHUKHU:
1. Vrpunosuu H. JI. Mudopmaruka u uHbOpMAIMOHHBIE TeXHOIOTUU. YueOHuk mns 10-
11xn. / H. . Yrpunosuda. — M.: BUHOM. Jla6opatopus 3uanwuii, 2012. — 511 c.
2. Yrpunosuu H. JI. Ilpaktukym no unpopmatuke u nHQOpMaMOHHBIM TexHomorusaM. / H.
. Yrpunosuuy, JI. JI. bacoa, H. . Muxaiinosa — M.: BUHOM. JlabopaTtopusi 3HaHUiA,
2012. - 210 c.
CchUIKY Ha CalThl 10 MHGOPMATHKE:
1. Yrpunosuu H. JI. UudopmaTuka u nunpopMaiimoHHbIe TEXHOIOTUH —
http://schools.coldish/ru/info2000/
2. Uudpopmatuka u unpopmanus. [Tocobue mis yuureneit u yuamumxcs 10-11 . —
http://phis.org.ru/informatika/
3. MudopManmoHHble TEXHOJIOTHH. - hitp://www.stu.ru/inform/
4. Karamnor y4eOHBIX WED-pecypcoB 1o HHpOpMaTHKE. —
http://catalog.alledu.ru/predmet/info/
5. JIsBoBckuit M. b. HoBast Bepcust InTepHeT-yueOHMKa HHPOPMATUKH. —
http://marklv.narod.ru/book/
6. JIpBoBckMi1 M. b. O0Oyuaroniye MyapTUMeIMa MPOrpaMMBbl. —
http://supertigr.ooom.ru/media/
7. [Ipod. Kaiimun B. A. Dnektponnsiii Yuebnuk Mupopmaruku. —
http://bak.boom.ru/
8. lNazeta «MupopmaTukay (npunoxenue K «IlepBoe ceHTAOPs») —
http://inf.1september.ru/
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