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1 IlepedyeHb KOMIETEHUHH ¢ YKa3aHHEM J3TANoOB X (JOPMHPOBAHUA B INpoilecce 0CBOEHUS 00pa3oBaTeIbLHOI NMPOrpaMMbl, ONUCAHHE

noxasaTeﬂeﬁ, KPUTEPUEB OLICHUBAHUA KOMIIeTEeHIINii Ha PA3JHYHBIX dTanax ux (l)OpMI/Ip()BaHHH, ONNHMCAHHUEC IIKAJ OCHUBAHUA

Ilepeyenb KoMIeTeH-

IToxazaTenn oneHNBaHUSA

Kpurepun oneHuBaHusI KOMIIeTEHIMH

Jrtansl popmMupo-
BaHHs KOMIIETEH-

MIxaja oneHUBAHUSA

197071 KOMIIeTeHIU I N
101071
OIIK-3. CnocobeH pe- | — 3HAET MOHSITHS M TEXHO- | — 3HAET HEKOTOPHIC IMOHSATHUS W TEXHOJOTHH Hauanbnsrii 3a4yTeHo
IaTh CTaHIAPTHBIC 3a/1a- | JOTUH pabOTHl B O(HCHBIX | padOThl B O(UCHBIX MpOorpamMmax, B Ipo- (YZ10BJIETBOPHUTEIBHO)
yu  1podecCHOHAIBHOM | MporpaMMax, B IporpaMmax | rpaMMax i 0OpaOOTKH TPaBOBBIX, IKOHO- (61 — 75 6amnoB)
NeSITEIbHOCTH Ha OCHOBE | ISl OOpabOTKM TPABOBBIX, | MUUYECKUX M CTATHCTUYECKUX JTAHHBIX, B CETH
uH(MOPMaLMOHHON U | DKOHOMHYECKUX U cTatu- | MHTepHeT;,
oubnmmorpaduueckon CTHYECKHX JaHHBIX, B CETH | — YMEET MPH MOMOIIX MPENoJaBaTeis Leie-
KYJIBTYphI ¢ TIpUuMeHeHu- | lHTepHer; HampaBlieHHO M 3 ¢deKkTuBHO 00pabaThIBaTh
eM MH(POPMAIIMOHHO- | — YMEET MLEJICHANPABICHHO | IOPUINYECKYI0O MH(OPMAIMI0 Ha OCHOBE WH-
KOMMYHHKAITHOHHBIX u 3¢dekTuBHO 00pabaThl- | popMaIMOHHON W OuOIHOrpadudIecKoi
TEXHOJIOTUH M C y4eTOM | BaThb IOPUAWYECKYI0 WH- | KYIbTYyphl — CpPEICTBAMH  HH(DOPMAIIMOHHO-
OCHOBHBIX  TpeOoBaHUil | GopMalMI0O HA OCHOBE HWH- | KOMMYHUKAIIMOHHBIX TE€XHOJIOTHUH,
uH(pOpMallMOHHON  0e3- | GopMalMOHHON W OuOJIMO- | — Bia/leeT OTAEIbHBIMU HaBbIKAMU PEILICHUs
OTaCHOCTH rpaduuecKoit KYJIBTYpBI | CTAHJAPTHBIX 3a/1a4 MpoeCCUOHATLHON aes-
cpeactBaMu  WH(OpPMAIM- | TEIBHOCTH C IPUMEHEHHEM HH()OPMAIMOHHO-
OHHO-KOMMYHHUKAIIMOHHBIX | KOMMYHUKAIIUOHHBIX TEXHOJOIMH C y4eTOM
TEXHOJIOTUH; OCHOBHBIX TpeOOBaHUN HHPOPMAIIMOHHOM
— BJIaJIceT HaBbIKaMU pelie- | 6€300acCHOCTH
HUS  CTAaHJIAPTHBIX 34134 | — 3HAET OCHOBHBIC TOHSATHS M TEXHOJOTHH OcHoBHOM 3ayTeHo
npodeccuoHanbHOM  Jes- | paboThl B O(UCHBIX MporpaMmax, B IpO- (xoporo)
TEIBHOCTH C IPUMEHEHHUEM | TpaMMax Juisi 00pabOTKM TIPABOBBIX, 3KOHO- (76 — 90 6amoB)
MH(pOPMAaIMOHHO- MHUYECKHUX U CTaTHCTUYECKUX JTaHHBIX, B CETH
KOMMYHUKAIIHOHHBIX ~ TeX- | HTepHeT;

HOJIOTUH C y4YE€TOM OCHOB-
HBIX TpeOoBaHU HHPOpPMA-
[IMOHHOH 0€30MacHOCTH

— yMeeT B OOJBIIMHCTBE CIy4yaeB CaMOCTOS-
TEJIBHO IIeJICHANpaBieHHO U 3(PPeKTUBHO 00-
pabaThIBaTh IOPUANYECKYI0 MH()OPMAIIUIO HA
OCHOBe HMH(OpMaIMOHHOW U Oubiuorpadu-
YEeCKOM KyJbTYpbl CpelcTBaMH HH(pOpMaIu-
OHHO-KOMMYHHKAIIUOHHBIX TeXHOHOFHI)’I;

— BJIQJICET OCHOBHBIMHM HaBBIKAMU DELICHHUs




IlepeyeHb KOMIETEH-
119707

IToka3zaTenn oneHNBAHUSA
KOMIIeTeHIN

KpnTepml OIlCHUBAHMSA KOMIIETEHIIHI

dranbl popmMupo-
BaHMs KOMIIETEeH-
1007071

HIxaJjia oneHUBaAHUA

CTaHJAPTHBIX 3a]a4 NPOPECCHOHATIBHON Jies-
TEJIILHOCTH C IPUMEHEHHEM MH()OPMAIHOHHO-
KOMMYHI/IKaI_II/IOHHbIX TCXHOJ'IOI‘I/Iﬁ C yLIeTOM
OCHOBHBIX TpeOoBaHMU HHGOPMAIIMOHHOM
0e30IMacHOCTH

— 3HAeT NOHATHS U TEXHOJOI'MH paboThl B
oucHBIX TporpamMmax, B Iporpammax s
00pabOTKH MIPABOBBIX, 3KOHOMUYECKUX U CTa-
TUCTUYECKHX JIaHHBIX, B ceTu MHTEpHET;

— yMeeT IeJIeHANpaBlIeHHO U 3P (PEKTUBHO
oOpalaTeIBaTh IOPUIUYECKYIO HH(OPMALINIO
Ha OCHOBe MH(MOpPMAIMOHHOW W OuOIMOrpa-
¢budeckoil KympTyphl cpeacTBamMu uH(oOpMa-
LIUOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHI;

— BJIaJIe€T HABBIKAMU PEIICHHs CTaHIAPTHBIX
3aa4 MpO(ecCHOHANBHON JesITeIbHOCTH C
MPUMEHEHHEM nH(POPMAIIMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH C y4eTOM
OCHOBHBIX TpeOOBaHUN HHPOPMAIIMOHHOM
6e301MacHOCTH

3aBepluaroniui

3auteHo
(oTaruHO)

(91 - 100 GammoB)
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2 MeToauyeckne MaTepuaJibl M TUIIOBbIe KOHTPOJIbHbIE 3aJaHUsI, HEO0XOAUMBIE [JIsl OLleH-
KH 3HAHUI, YMeHHii, HABBIKOB M (MJIM) ONBITA J1eSTeJLHOCTH, XapaKTePHU3yIOLIUX 3Tanbl (popMu-

poBaHus KOMIIeTEHIINii B nmpouecce 0CBoCHU OﬁpaSOBaTe.ﬂbHOﬁ NMporpaMmmal

2.1 TunoBbIe KOHTPOJIBLHBIE 32/IaHNS, HCTIOJIb3YyeMble JIJIsl MPOBeIeHUs BXOJHOT0 KOHTPOJIA

1. B nporpamme MS Word nabepute Tekct: «PenakTupoBaHHE TEKCTOBOrO JoKymeHTa. [Ipu BBO-
7ie TeKCTa C KJIaBHaTypbl MOTYT BKpAacTbCs OMMOKH. Bce BO3HMKaroNMe OMMOKKA MOXHO Pa3/euTh Ha
TP THUMA: JIUIITHUN CUMBOJI, HEBEPHBI CUMBOJI, MIPOIMYILEHHBIM cuMBOJ. [y ycTpaHeHus omIMOOK Hc-
II0JIb3YIOTCS COOTBETCTBYIOILIME TEXHOJIOTMU: yaJeHHUE, 3aMeHa, BCTaBKa. [I[puMeHeHune nepeuncieHHbIx
METOJIOB MTOMOXET BaM OTPEAAKTHUPOBATh BBEJEHHBIN TeKcT. [lociie ycTpaHeHus: omuOOK TEKCT MOYKHO
HCII0JIb30BaTh JJIsl CO3AaHUS TEKCTOBOI'O JOKYMEHTA.»

OdopmuTe 3aroj0OBOK MOTYKUPHBIM HIprdTOM pazmMepoM 14 mo neHtpy. OCHOBHOM TEKCT pas-
Oeiite Ha Tpu ab3ara. B kaxaoM MpenoKeHUH BBIICIUTE II1aroiibl Mo 4epKHYThIM mpudrom. Crenaiite
oOpamiieHuE JIBOMHOW JTMHHEH M TOHUPOBKY TEKCTA 3€JCHBIM I[BETOM. YCTAHOBUTE BBIPABHHUBAHUE I10
HIMpUHE. Y CTaHOBUTE OTCTYIIBL: cripaBa — 1,4 cM, cieBa — 2 ¢M, IepBOM CTPOKU — 1 cM. YcTaHOBUTE MEX-
CTPOYHBIA UHTEPBAJ 2 JIMHUMU.

BcraBpTe B JOKYMEHT TOTOBYIO KAPTHHKY € H300paKEHHEM KOMITBIOTEPA.

2. B nporpamme MS Word co3paiite u HamedaTaiTe TaOIHUILy, TJ¢ OTPaXKeHbI HEOOXOAUMBIC BaM
CBEIIEHUS O BAIIUX JIPY3bsAX M 3HAKOMBIX, HanpuMep (haMuius, uMs, agpec, HoMep TeraedoHa, I1eHb POXK-
JICHUS | TIp.

3. Cospaiite B mporpamme MS Excel Tabnuiy pacuera CTOMMOCTH BCEX MPOAYKTOB, HUCIIOJIb3Ye-
MBIX JJI IPUTOTOBJICHHS 3aBTpaka, 00e/a 1 y)KHHA B JOME OT/IbIXa (Ha OJHOTO YEeIIOBEKa).

4. Cosnaiite B mporpamme MS Excel Tabnuiry ycrieBaeMOCTH HECKOJIBKHX YYCHHKOB IO Pa3HBIM
npenmMeram. [IpeacraBbTe qaHHBIC B BUJE TUATPAMMBI.

5. Otkpoiite ¢aitn «Buenpenue HUT B obpa3zoBanmey. [Ipountaiite Texct. Co3nmaiite mpe3eHra-
LU0 U3 4 caiiioB, UCIIONB3YS 11a0I0HBI 0opMiIeHHs, 3D (HEKTH aHUMAIMK, CMEHY CIIaiI0B.

6. Coxpanute B Qaiine comepxkanue Web-crpanuipl, Haxozsmeiics mo aapecy karabas.actor.ru/
doc/search.html.

2.2 TunoBble KOHTPOJIbHbIE 32/IaHUA, HCIOJIb3yeMble JJIs MPOMEKYTOYHON aTTecTAluu Mo
AUCHUILINHE

2.2.1 IlpumepHbBIii NepevYeHb BONMPOCOB K 3a4eTy (3a4eTy ¢ OLeHKOI)

1. [Tonsitue nnpopmanmu. CroiicTBa MHGOpMAIUH.

2. OCHOBHBIE METOJIbI, CIIOCOOBI M CPEJCTBA TMOJYUYEHUs, XpaHeHHs, 00paboTku uHpopMma-
LIUH.

3. [TonsiTue nHMOPMALIMOHHON OE30MaCHOCTH.

4. VY CTpoiicTBO U IPUHIMIIBI pabOTHI IEPCOHATIEHOTO KOMIIBIOTEPA.

5. Buasl MHCTpYMEHTANBHBIX CPEACTB WH(GOPMAIMOHHBIX TEXHOJOTHMA, MCIIOIb3YeMbIe IS
00pabOTKH TEKCTOBOM HHPOPMALIUH.

6. Kpurteprn amst BIOOpa MporpaMMHBIX MPOJYKTOB C HENbI0 TOJATOTOBKH TEKCTOBBIX JOKY-
MEHTOB B 0(hrice KOMIaHHH.

7. Bo3MoxkHOCTH TaGIMYHOTO MIpoIieccopa I aHaliu3a U YIpaBiIeHUs JaHHBIMH.

8. OCHOBHBIE KOMITIOHEHTHI HH(OPMAIIMOHHBIX U TEJIEKOMMYHUKAITMOHHBIX TEXHOJIOTHH.

9. OCHOBHBIE KOMITOHEHTHI almapaTHOrO 00ecreueHus TeIeKOMMYHHKAIIMOHHBIX BBIYHCITH-
TEIIbHBIX CETEH.

10.  BO3MOXHOCTH TIOOAIBFHBIX CETEBBIX TEXHOJOTHH B peaH3allill MEXKIYHApOIHOM Ies-
TEJIBbHOCTH.

11. OCHOBHBIE HACTPOMKH MPOTPaMM 3JIEKTPOHHOM MOYTHI JUIsl OCYIIECTBIECHNUS KOMMYHHUKA-
LIUH.

12.  TlonsTtue crpaBouHo-mpaBoBoii cuctemsl (CIIC).

13. O6mas xapakrepuctka CIIC «Koncynsrant [Tmoc», «Iapanty.
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Opranuzanys noucka HOPMaTUBHBIX JOKYMEHTOB 10 PEKBU3UTaM JIOKYMEHTA B IIPOrpaM-

Me «KoncynbTtanT [1mocy.

15.
16.
17.
18.
19.
20.

Opranu3zanys MoJHOTEKCTOBOro noucka B nporpamme «Koncynbtant [lmrocy.
Pabota co cnuckom B porpamme «KoHcynbranT [1nrocy.

Pabora co cripaBounoil nH(opmarueii B mporpamme «Koncymnbrant [1mrocy.
Pabota ¢ nankamu B nporpamme «Koncynbrant [lnrocy.

Coxpanenue 10KkyMeHTOB B iporpamme «Koncynbrant Ilnrocy.

ITouck no nmpaBomy HaBuratopy B nporpamme «Koncynprant ITmroc».

2.2.2 TipuMepHOe 3a]aHUE HA 3a4eT (3a4YeT C OLEHKOI)

bumner Ne

1. OcHOBHBIE KOMIIOHEHTHI alMapaTHOrO OOECIeUYeHUs] TeICKOMMYHUKAIIMOHHBIX BBIYMCIUTEIb-
HBIX CeTeu
2. JleMOHCTpaIUs IPEe3CHTAIIHH.

3. B nporpamme MS Excel nabparp Tabaumy u paccyutaTh 10 yKa3aHHBIM (HOpMYyJIaM JUIS ISATH
yenoBeK. ['padsl 3 1 7 BRIBECTH Ha 9KpaH ¢ OJHUM 3HAKOM I0ciie 3ansaToi. Bee octanbHble rpadsl ¢ 1By-
Ms 3HaKaMH TOCJIE 3aIsITOH.

Pacuer 3apaboTHOM Tu1aThl OpHrags! No

. . o 1 S D

= ) 5 S = z 2

A= =N = - O = gﬂ

o & A = % A T T =

2 9 o Q S = =

o =) = < S < ) =

o = o = o 2L = e

£ Q == 8 < = S 8 S

= 2| Z 28 =12 4w & | & = 8

= S| &g | & S 2| 52| 8| e¢s s | = © o &

S 8| EE2 | 8|z | 28| e8| f|SE | x8 |88 =5 3

s2E | 82| 8| 8|58 225|851 |58 88 |£E.¢

ol < e <

2|680|E5 |&|F|TE|£F |2 |28 |”RF | R’ |=§F

1 2 3 4 15 6 7 8 9 10 11 12
1
2
3
4
5

Hroro: ) DY 2 2 ) )

I'pader 1-4, 7, 11 SBASIOTCS UCXOIHBIMU JAHHBIMHU U BBOJAATCA B TaOJNHILy ¢ KIaBUATYyphl. Takxke
HEO0OXOMMO BBECTH JIIOOYIO CYMMY B KJIETKY JIJIsl OOIIIEH 3apIijiaThl.

[Hauucneno moBpemenno| = [Tapudnas craBka] * [Yacsi]

[Kon-Bo 6anmnoB] = [Hauucneno nospemenHo| * [PacueTtHslil koadduireHT 3ppekTuBHOCTH |
[Koadhdumment pacnpenenenus ocrarka] = [O6mmas 3apruiara Ha opurany] : [2 (Kon-Bo 6aiios)]

[Hons xaxmoro uiena Opuransl| = [Kon-Bo 6amios] * [Koaddumnment pacnpenenenus ocrarka)

[UToro HauucneHo 3a oTpaboTanHbie yachl| = [Jlomnst kaxmoro uneHa 6puraasi| + [[lomniara HecoBepIeH-
HOJICTHUM].
4. Crenaiite puCyHOK B rpaueckoM peIakTope W 3aapXuBUpyiHTe ero. Hamuimmre muchbMo Ha
CBOOOJHYIO TeMy B TEKCTOBOM mporieccope. Co3maiite coodmenne 0e3 Tekcra. [lomecture B Hero co-
3/1aHHbIE (PalIIBl M OTOILIMTE MHCHMO caMoMy cebe.
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2.3 MeToanuecKkue MaTepuajJbl 1 TUNMMOBbIC KOHTPOJbHBbIC 3a1aHUA, HCITIOJb3yEeMbI€ 1JIA TE-

KYIIECro KOHTPOJIs MO JUCHUIIJIMHE

2.3.1 MeToauyeckue MaTepUaJibl, HCNOJdb3yeMble JJIs1 TEKYIero KOHTPOJIsS 3HAHUI MO Juc-

HHUILTHHE

HaumenoBanmue oue- Kparkas xapakrepuctuka oueHouHoro | IlpeacraBiieHue oueHOYHOT 0
HOYHOI0 Cpe/ICTBa cpeacTBa cpeacrsa B ¢oHe

KonTposnbHblii oripoc KoHTposibHBINM onpoc — 3T0 METOJT OlleHKU | [IpuMepHbIid miepedeHb BOMpo-

YPOBHSI OCBOEHHMSI KOMIIETEHLUM, OCHO- | COB K 3a4€Ty U dK3aMEHY
BaHHBII Ha HemocpencTBeHHOM (Oecena, | Bompockl, BEIHOCHMBIE Ha ca-
WHTEPBbIO) WM OMOCPEIOBAHHOM (aHKE- | MOCTOATEIbHOE U3YUCHUE

Ta) B3aUMOJACWCTBUM TMpernojaBareis U | 3aJaHus JUIsl CAMOCTOSATEIbHON
cTyzaeHTa. MICTOUHUKOM KOHTPOJIS 3HAHUH | paboThI

B JJAaHHOM CJIy4ae CIIY)KUT CIIOBECHOE WU
IIICbMEHHOE CY)KJIEHUE CTY/IEHTa

3amurta  naboparopHoil | JlTabopaTopHbIe MPaKTUKyMbl OJUH U3 BU- | JlTaGopaTopHbie pabOTHI

paboThI JIOB CAMOCTOSITEIbHBIN MPAKTUYECKOU pa-

00Thl cTyneHToB. Llenbio nabopaTopHBIX
MIPAKTUKYMOB SIBJISIETCSl YTITyOJeHue u 3a-
KpEIUIEHUE TEOPETUYECKUX 3HAHUU U pa3-
BUTHE MPO(PECCHOHAIBHBIX YMEHUH U
HAaBBIKOB

Homarnee 3a1anue Jomarinue 3a1aHus — OJlHa U3 OCHOBHBIX | JloMaliHue 3a1aHus

(dbopM camMoCTOSTENbHON paboOThI CTY/IEH-
TOB, HallpaBJICHHas Ha YCBOCHHE U 3a-
KpeIUICHHE MOJyYeHHBIX 3HAHUUN Ha 3aHS-
THUSX.

Noak~wdpE

8.

9.

2.3.2 Bonipocbl, BLIHOCHMbIE HA CAMOCTOSITEIbHOE U3yUeHHne

Bomnpocsr:

WNHdpopmaninoHHbIe TEXHOJIOTUH KOMMEPUYECKON MU J1eI0BOM IpaduKu.

WHupopmaninoHHbIE TEXHOJIIOTUN WILTIOCTPATUBHON I'paUKH.

WNHdopmaninoHHbIe TEXHOJIOTHH HAyYHOH rpaduKH.

[Tonsitue OLE-TexHoMOTNS.

[TonsiTue cripaBouHo-npaBoBoii cuctemsl (CIIC).

O6mas xapakrepuctka CIIC «Koncynprant [Tmoc», «IapanTy.

Opranu3zanys norcka HOPMAaTUBHBIX JOKYMEHTOB IO PEKBU3UTAM JJOKYMEHTa B IIporpaMmme
«KoncynbranT Ilmocy.

Opranu3zaiys MoJIHOTEKCTOBOro noucka B nporpamme «Koncynbtant [lmocy.

Pabota co cnuckom B porpamme «KoHcynbtanT [1mrocy.

10. Pabota co cripaBouHoi nHpopMmanueit B mporpamme «Koncynprant [Tnrocy.
11. Pa6ota ¢ nankamu B nporpamme «KoHcynbtanT [1mrocy.

12. Coxpanenune 10kyMeHTOB B nporpamme «KoncynpTanT [Tmrocy.

13. ITouck no mpaBomy HaBuraTopy B nporpamme «Koncynbrant [lnrocy.

2.3.3 3aganus 1J1s1 CAMOCTOATEIbHOI PadoThI

JlaGopatopHas pabora Ne 1
TexHonoruu 06padboTky HH(GOPMALINK, pEIICHUE 33]a4 B AJIEKTPOHHBIX TabIuIax
Llens paGoOTHI: IPHOOpPETEHHE HABBIKOB MCIOJIB30BaHMs 3JIEKTPOHHBIX Tadbmun MS Excel ans pe-

IMI€HWs DKOHOMHNYECKHUX 3a/1a4.

[Mopsimok paboThI:
1) B nporpamme MS Excel otkpoiiTe HOBYIO pabouyro KHHUTY.
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2) Ilepeumenyiite padbouunii Jlucml B 3apniama, Jlucm?2 8 Copmuposka.
3) BeeauTe 3aroyioBKU CTOJIOIOB.

A B c D E F G H
Non/n 1.0, Tab. Homep |OTaen [onxHoCTe Hauncneno |Yaoepsawo [K sbigave
N ALAL 11043 HHmeHep 3850
Cuaopoe B.B. 11028, Byxrantep 4500
MNetpoe M.0N. 11044 CT. mHKeHep 4200
Anekcees P.M. 11036 Byxrantep 4450
LiTarep E.A. 11017 Hau. otaena 6200
Cwgopoe .01, 11014 3am. gupexTopa 7600
Camuu P.O. 11025 3am. gupexTopa 7480
MNpoTtacos U.A. 11019 Hau. otaena 6450
MNetpos H.W. 11018 Hau. orgena 6840
1 10| MuHyyk MK, 11033 WHmeHep 3460
12 11|Mununedko KO.0. 11012 WHmeHep 3950
13 12|Metpos C.B. 11022 HHmeHep 3740
14 13|Ocuua 1.4 11045 PedepeHt 2800
15 14|/lbeoe 0. M. 11023 Cr. Byxrantep 7200
16 15|Koznoe E.M. 11010 HHmeHep 3600
17 16|Kupunnos A.MN. 11002 CT. mHmeHep 4100
18 17|BoHnapeHko AA. 11009 OupekTop 9850

4) JIst BBOJIa JAHHBIX B TAOJIMILY BOCIIONB3YHTECh DOpMOiL, i ITOTO:

— BBIJICJIUTE JI00YIO SYEIKY 3aroI0BKa TaOJIUIIbI;

— BBIOCpHUTE & Dopma,

— BHECHUTE JJaHHBIE O Ka)KJIOM COTPYIHUKE B COOTBETCTBYIOIINE «OKOIIKWY, HAXKMUTE JoOagumy;

— TIOCJI€ BBOJIA MTOCJICTHEH 3aITUCH HAXMUTE KHOIIKY 3aKpbulmb.

5) 3amosHuTe MycThie sUeiKu (yaepikanue cocraBisier 14 %).

6) st manubIX cTONONOB Hauucneno, Yoepacano, K evidaue pUMEHNTE ACHEXKHBIH dopmar ¢
pazaenureneM ThICSY.

7) OopmuTe TaOIUILY IO CBOEMY YKEIIAHHIO.

8) Haiimute, ucnonb3ys Aémoghurebmp, 3aucu 0 COTpYAHUKaX ¢ 3apiutatoi Hmxke 4000 py6. Cko-
MUPYHTE Pe3yNIbTaThl IOMCKA M MOMECTUTE UX MOl OCHOBHOM TaOIHIICH.

9) Haitmute 3amucu o coTpyanukax 1-ro otaena. CKONMpyiTe pe3yabTaThl MOMCKA U MMOMECTUTE
UX T10CJIE€ PE3YJIbTATOB BBIIIOJHEHUS MYHKTA §.

10) HaiinuTe 3anucu 0 COTpyIHHKAX 2-ro OTAesa, y KOTOPBIX CyMMa K BbIJaue HaXxOUTCS B Ipe-
nemnax ot 2000 py6. mo 4000 py6. CkonupyiiTe pe3ynabTaThl OMCKA M MMOMECTUTE UX TOCIIE Pe3yIbTaTOB
BBITIOJTHEHUS ITYHKTA 9.

11) Haiinute Bce 3amucu 00 MHXeHepax, paMUIIMU KOTOPBIX HaunHaroTcs Ha OykBy «I1». Ckomnu-
pyiTe pe3yabTaThl IOUCKA U IIOMECTUTE UX MOCIIE pe3yJbTaTOB BINOJHEHH MyHKTa 10.

B nynkrax 12-14 ckonmpyiite nonydeHHble pe3yabTaTbl COPTUPOBKH Ha JucT Copmuposka.
Ocrapmsiite Mexay TaOnIMIIaMU 2 CTPOKH.

12) Otcoprupyiite naHHbIC TaONHIBI O ABYM Kitouam: Omoen (1o Bospactanuio), @.1.0. (1o
BO3PACTaHMIO).

13) Otcoprupyiite maHHbIe TAOMUILI 10 ABYM Kirouam: Omoden (o yowsiBanuio), Hauucieno (1o
yOBIBaHHUIO).

14) Otcoprupyiite JaHHBIC TAOMHIBI MO TpeM Kitodam: a) Omoen (1o Bo3pacTaHuio), Joic-
Hocmy (110 Bo3pacTtanuio), @./.0. (no Bo3pactanuio); 0) Omoen (o yosiBanuio), /Jorsxwcrnocms (Mo yObI-
BaHMI0), Tab. Homep (110 yOBIBAHHIO).

15) Ckpoiite Ha nucte 3apniama conepxkumoe ctonbomos C, D, E, F, G,

16) CoxpanuTe JOKYMEHT TOJl UMEHEM Pacuem 3apniamul.

JlaGopatopHas pabota Ne 2
Co3aanne COOCTBEHHOIO caiTa ¢ MoMoIibko mporpammel MS Word

Llens pabGotel: mpuoOpeTeHHEe HaBHIKOB co3fgaHusi mpocThix Web-moxymenroB cpencrBamum MS
Word.

[Topsimox paboTHI:

1) B mporpamme MS Word co3aaiitTe THUHYIO OCHOBHYIO CTPaHHILY.

2) 3aMeHHTE TaHHBIE IA0JI0Ha HY)KHOM BaM WH(pOpMAaIHeH.

3) BcTaBbTe B IOKYMEHT «OETYIIYIO CTPOKY».

4) BcraBbTe B IOKYMEHT COOTBETCTBYIOIINHN TpaduaecKuii 0OBEKT.

5) BcraBbTe B IOKYMEHT THIIEPCCHUIKY HAa TEKCTOBBIH (aiisl, HaXOIAIIUIICS Ha KECTKOM JIUCKE.

6) BcraBbTe B TOKYMEHT THIIEPCCBUIKY /lama co30aHusl.

w oo [~ o [u | w0 =

[l LR [ P Ll ol SR LS T LR T 0 P LA e
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3ananue 1. Ilonck no HoMepy U cTaTyCcy AJOKYMEHTA.

Haiinure nerictByronryto penakuuio 3akoHa PO Ne 173-03 «O TpynoBsix neHcusx Poccuiickoit
denepauun.

3aganue 2. [Touck o BUY M CTaTyCy IOKYMEHTA.

Haiinure 3aK0HBI, JEHCTBYIONME HA HACTOSIIIMI MOMEHT BPEMEHH.

3ananue 3. [Touck o BuAy JOKyMEHTA U IPUHSIBLIEMY OPraHy.

Haiinure nucema, npunsteie @enepanbHoil HanoroBo ciyx6oit Poccuiickoit @enepaunn (PHC
PD).

3ananue 4. [louck no Ha3BaHUIO U BUY JOKYMEHTA.

Haiinute Bce penakiuu Hamorosoro koaekca PO®.

3ananue 5. Ilouck no gare u crarycy JOKyMEHTA.

Haiinure aeiictByromnue 3akoHbl, npuHAThIEe B 2006 T.

3ananue 6. Ilonck 1o TeKCTy JOKyMEHTa U JaTe.

Haiinute nokyMeHThI, IpUHATBIE B TpeTbeM kBapTaie 2006 r., B TEKCTE KOTOPBIX TOBOPUTHCS O
010 KeTHOM (pHAHCHPOBAHUH.

3aganue 7. [Touck nmo Tekcty qokyMeHTa U aate. CloxKHbBIN TOUCK.

Haiinute noxymenTsl, npuHsaThie no3xe 12 okTa0psa 2005 r., B KOTOPBIX BCTPEUYAIOTCS CII0BOCOYE-
TaHUs «OOIIUHN TPYIAOBOM CTaX» UIH «CTPAXOBOM CTAXK».

3ananue 8. Ilouck o noiro TemMaruka.

Tpebyercss MoNyduTh MOAOOPKY JHOKYMEHTOB, PETYIUPYIOIIUX JEATEIbHOCTh MOTPEOUTETHCKUX
KOOIIEpaTUBOB.

3ananue 9. PaboTta co CHUCKOM IOKYMEHTOB.

Haiinure Bce melicTByronme KoneKcol. BeisicauTe 00beM B KHJI00aiiTax caMoro cTaporo ¥ camoro
"osoro Kogekca P® B croucke.

3ananue 10. [Touck cnpaBoyHol nHpOpMaLIUK.

Haiigute 3HaueHne MUHUMAaNbHOTO pasmepa omiaaTtel Tpyna P®. CkomupoBats ero B (aiin «Pe-
3yJIBTaThl pAOOTHI».

3ananue 11. Co3nanue nanku U COXpaHEHUE B HEW HAMJIEHHBIX B PE3YJbTaTe MOMCKA JOKYMEH-
TOB.

Haiinute n1oKyMeHTHI, MpUHATHIE Mo3ke 25 ceHTsa0ps 2007 T., B KOTOPBIX BCTPEUAIOTCS CIOBOCO-
YeTaHUs «aJMUHUCTPATHUBHAS OTBETCTBEHHOCTBHY WM «MaTepUajbHasi OTBETCTBEHHOCThbY», U COXPAHUTH
HalJCHHBIE IOKYMEHTHI B nanke «OTBETCTBEHHOCTHY.

3ananue 12. [Touck JOKYMEHTOB, 3aKJIaJIKU B TEKCTE JOKYMEHTa, COXpaHEHHE B IMaIIKYy.

Haiinute neiictByromyto penakiuio denepanpHoro 3akoHa ot 21 HosOps 1996 r. Nel29-d3 «O
OyXTaJITepPCKOM yY€Te» W MOCTaBUTH 3aKJaAKy Ha CT. 6. CoxpaHUTh HAWJEHHBIN 3aKOH B MAIKy «3aKo-
HBD».

3aganue 13. Berauranue mamox.

Hcnonp3ys cBOMCTBA BBIUMTAHUS MaIoK, Hanuaute Bce npukazsl MHC Poccun 3a nepBelid, TpeTuit
u yeTBepThiil kBapTan 2004 r.

3ananue 14. CoxpaHeHne HalJJIEHHOTO JOKYMEHTA.

CoznaiiTe CMCOK JOKYMEHTOB, cocTosAlui u3 nuceM Muntpyna Poccun. 3anecure B aiin
Ha3BaHME U TEKCTHI CIIUCKA JOKYMEHTOB.

2.3.4 TecTsl IO JUCHUILIMHE

1. TekcToBBII TIPOIIECCOP — ATO MPOTPaMMa JIsl. ...
1) BBOza, peakTHPOBaHHS U (popMaTHPOBAHUS TEKCTA;
2) co3manusi 1 MoanGHUKAIUU rpadUuecKuX 0OBEKTOB;
3) xpaHeHus: 1 00pabOTKH JaHHBIX, MPEJICTABICHHBIX B TAOIMYHOM BH/IC;
4) xpaHeHus 1 00pabOTKH OONBIINX 00HEMOB JaHHBIX.
2. OCHOBHBIMH (DYHKITUSIMH T€KCTOBOT'O IPOLIECCOPA SBIISIOTCS. . .
1) aBTomaTnueckas 00paboTka HHPOPMAIUH, TIPEICTABICHHON B TEKCTOBBIM (haiinax
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2) co3aHue, peAaKTUPOBAHUE, COXPAHCHHUE U TIeUaTh TEKCTOB
3) ynpasnenue pecypcamu [1K u mporieccamul, HCTIOIB3YIONIMMHU 3TH PECYPChI ITPU CO3J[aHUH TEKCTa
4) xonupoBaHue, EPeMEIICHUE, YIAICHUE U COPTHPOBKA (PparMeHTOB TEKCTA.

3. [Ipu HaXkaTH¥M HA KHOTIKY 12 nanemu UHCTPYMEHTOB IIPOUCXOJIUT. ..
1) coxpaHeHue JOKyMEHTa 2) 3anuch JOKyMEHTa Ha TUCKETY
3) cuuThiBaHKE HHGOPMAIIUU C TUCKETHI 4) neyatb TOKyMEHTA.

4. Tlpy HaXKaTUXU HA KHOINKY | *| Ha IIaHEIM UHCTPYMEHTOB ITPOUCXO/IHNT. ..
1) BcTaBnsieTCsl BhIPE3aHHbBIN paHee TEKCT 2) POUCXO/IUT PA3PbIB CTPAHUIIBI
3) yaanseTcst BbIICICHHBIH TEKCT 4) nosiBIseTCS cCXeMa JI0KyMEHTA.

5. Kakum crmoco6omM MOKHO KOITUPOBaTh (pparmMeHT TeKcTa B mporpamme MS Word:
1) moMeTuTh HY)KHBIH (hparMeHT U BbI3BaTh KoMaHay KonupoBath
2) IOMETHTh HYXHbBIH (parMeHT, BbI3BaTh KOMaHIy KomupoBaTh, 3aTeM MOMECTUTh Kypcop B HYKHOE
MECTO U BbI3BaTh KOMaHay BcTaBuTh
3) moOMeTHTh HY)XHBIH parMeHT U BbI3BaTh KoOMaHy KomupoBars co BCTaBKOU
4) NOMETHUTDb HYXXHBIN (parMeHT, BbI3BaTh KoMaH1y KonupoBaTh U BbI3BaTh KOMaH1y BcTaBUTh.
6. IIporpamma MS Word moxeT ObITh HCIIOIB30BAHA JIJIA. ..

1) coBeplcHNUS BBIYUCIUTEIBHBIX ONEpaInil 2) pyCOBaHUs

3) HanMcaHus COYNHCHHS 4) COYMHEHUS MY3bIKaJIbHOTO IPOU3BEIACHHS.
7. K xakum aBTOUTrypam Hemlb3s 100aBUTh 00beM?

1) cocrosuM U3 HECKOJIBbKUX YacTeil 2) IIOCKUM

3) GosbIIM 4) 1IBETHBIM.

8. TekcT, MOBTOPSIOIINICS BBEPXY MM BHU3Y Ha CTpaHHIIAX JOKyMeHTa B mporpamme MS Word
HA3bIBACTCS:

1) ctunb 2) mabaoH
3) noroTwui 4) KOJIOHTHUTYIL.
9. Knonka «Heneuyaraembie CHMBOJIBD Iiporpammbl MS Word rmo3BosisieT yBUACTS:
1) mpoOenbl MEKIY CIOBAMH 2) HEBU/IUMbIE CUMBOJIBI
3) 3HAKHU MPEIUHAHUS 3) npu3HaK KOHIla ab3ara WK MycToi ad3ail.
10. Kakue omepanuu MOXKHO NMPOW3BOAWUTH C SYCHKaMH TAOJIHUIBI B TEKCTOBOM JIOKyMeHTe MS
Word:
1) CKpBITH TUYEHKH 2) 00BEIUHHUTD STUCHKH
3) pa3OouTh TYCHKH 4) nokasarb TYCHKH.
11. JTan ¢parMeHT 3JeKTPOHHOM TaOIUIIbL:
A B C D
11 1 2 3
2| 4 5 6
3| 7 8 9

B siueiiky D1 BBenena hopmyna =$A$1*B1+C2, a 3arem ckonupoBana B stueiiky D2. Kakoe 3Ha-
YCHHE B PE3YJIbTATE MOSBHUTCS B stueiike D27
1) 10 2)14
3) 16 4) 24

12. B siueiike C3 anexTpoHHO# Tabmuibl 3amucana Gpopmyna =$A$1+B1. Kakoii Bug Oyner umersb
bopmyma, ecnu staeiiky C3 ckonmmupoBaTh B ssueiiky B3?
1) $A$1+A1 2) $B$1+B3
3) $A$1+B3 4) $B$1+C1

13. meetcst pparMeHT 3JeKTPOHHOM Tabmuibl «J{uHaMuKa pocta yucia mnonb3oBareneit Murep-
Heta B Poccum»:

Ton Kon-Bo monb3oBarene, Junamuka pocta
TBIC. Yell. B % k 1997 1.

1997 450 100

1998 900 200
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| 1999 |

1100

ITo JaHHBbIM T3.6JII/II_II>I OBLTH IIOCTPOCHBI AUarpaMMBbI:

1) 2500/

2000
1500
{000
500
0

A

2)

1200
1100
1000
900
800
700
600
500

B
=3
=

|

3) /‘ ] 4)
v . Lo |
& (]

[ S
|

| 0 N;D 2C0 300 ACO 506 600 7(;0 800 D;)O IO'OOII-00|ZOO
Vkaxure, Kakue JuarpaMMbl IIPaBHIBHO OTPAKalOT JAHHBIC, MPEACTABICHHBIE BO (parMeHTe
B10310%001304

11,2 2)2,3
3)2,4 4) 3,4
14. Jlan pparMeHT 2JIEKTPOHHON TaOJIUIIBI:

A B
1]=B2+2 |5
2|=B4-1 |0
3| =Al
4| =A2+2 | 2

[Tocie BBITIONHEHUST BRIYUCICHUH 110 3Ha4YeHUsAM Juamna3zoHa siaeek Al | A4 Opura mocTpoeHa aua-
rpamMma. YKakKuTe NOJy4YHUBIIYIOCS IUarpammy.
) ‘

N/
@&

3) o 1)

15. B renexondepenunn yuntenei Gu3NKo-MaTeMaTHYECKUX IIKOJI IPUHUMAIOT y4acTUE YUUTENs
matematuku (M), ¢usuku () u undopmaruku (). Yuutens uMeroT pa3Hblii ypOBEHb KBaTU(UKAIIMH:

KKl yuuTenb 1160 He umeet kareropuu Boo6ie (bK), mubo umeer I, mu6o |, nubo Beicmyto (B). Ha
auarpamme 1 oTpakeHO KOJMYECTBO YUUTENEH ¢ pa3InyHbIM YPOBHEM KBaTU(UKAIMY, @ Ha AUarpamme 2

— pacripesiesieHle YUuTesei mo npeameTam.
2)
[ @

40
1y 30
20
10 q
0
Nmerotcst 4 yTBepKIeHUS:
A) Bce yunrtens | kKaTeropuu MOTYT SIBISITBCS YIUTEISIMH MaTEMAaTHKA
b) Bce yuntens | kareropun MOTYT SIBISITBCS YUUTEISIMU (PUBUKU
B) Bce yunTens "HPOPMAaTHKHA MOTYT HMETh BBICIIYIO KATETOPHIO
I') Bece yuuTens mareMaTuKu MOryT umets |l kareropuio
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Kakoe 13 3TuX yTBEep)KICHUM CIIEAYyeT U3 aHAJIN3a O0CHX MPEACTaBICHHBIX TUarpaMm?

1A 2)b
3)B 4Hr
16. meeTcs pparMeHT 3JEKTPOHHOM TaOIUIIbI:
Haszpanue nponusa Jnmuna, kM | ['myOunHa, M
1 | Bocdop 30 20
2 | MarennaHos 575 29
3 | Opmy3ckuii 195 27
4 | I'yn3oHOB 806 141
5 | I'mOGpanrapckuit 59 53
6 | Jla-Manm 578 23
7 | ba0-31p-Manneockuii 109 31
8 | Japnanemisr 120 29
9 | bepunros 96 39
[To nanHbIM (hparMenTa TaOIULBI OBUIH TOCTPOCHBI TUAr PAMMBI:
Huarpamma | Huarpamma 2

Kakoe 13 cienyronmx yrBepKIeHUi UCTUHHO:
A) OGe muarpaMMbl BEpHO OTPaXKArOT JaHHBIE, IPECTAaBICHHbIEC B Ta0IHIIe
b) Hu ontHa U3 nuarpamMM He COOTBETCTBYET JaHHBIM, IIPEACTABICHHBIM B TalH1Ie
B) Huarpamma 1 oTpakaet riryOMHY MPOJIMBOB
I') [lnarpamma 2 oTpakaeT JUIMHY IPOJIMBOB

1A 2)b
3)B 4HT

17. Ha cepsepe info.edu maxomutcs daiin list.doc, mroctym Kk KOTOpOMY OCYIIECTBIISETCS IO TIPO-
tokouny ftp. ®parmenTs! axpeca maHHOTO (haityia 3aKogMpoBaHbl OykBaMu &, b, ..., g (cM. Tabm.). anwuiim-

T€ MOCIIEI0BAaTENBHOCTh 3TUX OYKB, KOTOpasi KOJAUPYET ajipec yKazaHHoro (aiina B HTepHeTe.
a b c d e f g
info | list | .doc | ftp |.edu| /

1) gecabdf 2) egachdf
3) ecafgbd 4) egafbdc

18. Ha cepgepe test.edu Haxomurcs daiin demo.net, 1ocTyn K KOTOpOMY OCYIIECTBIISIETCS MO MPO-
Tokony http. ®parmenTs! agpeca ganHoro (aiiia 3akoaupoBaHbl OykBamu &, b, ..., g (cMm. Tabi.). 3amnu-

LIUTE MOCJIE0BATEIBLHOCTh ITUX OYKB, KOTOpasi KOAUPYET aJpec ykazaHHoro (aiina B IHTepHeTe.
a b c d e f g
test | demo | :// / http | .edu | .net

1) gefcabd 2) egacfbd
3) fecagdb 4) ecafdbg

19. B TaGnuie npuBeaeHsl 3apockl K IOUCKOBOMY cepBepy. Pacmonoxxute 0003HaueHUs 3amnpo-
COB B IIOPAAKE BO3pPACTAHUSA KOJIUYCCTBA CTpaHUIL, KOTOPLIC HaﬁjleT IIOUCKOBBIN CECPBEP IO KAXIOMY 3a-
Ipocy. I[JISI 0003HaYEHHU JIOTHYECKON onepannuu NJIIN B 3a1IpoCe UCHOJIB3YCTCId CUMBOJ Vv, a Ui JIOTU-
yeckoit oneparun 1 — &.
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pedepar v marematuka v ['aycc
pedepart v maremaruka Vv I'aycc v meron
pedepar v mareMaTuka
pedepar & maremarnka & ['aycc
1) T'BAbB 2) BABT'
3) ABBI' 4) BBIr'A
20. Ipoiitu 6ecrimatnoe oOyuenue padore ¢ cucremoit Koncynpranllmtoc moxer:
1) mo6oit 3aperucTpupoBaHHBIN MoJb30Barelb cucteMbl Koncynprantllintoc, B Tom ymcie nro0oi co-
TPYAHUK OpraHU3aLMH, B KOTOPO# ycTanosieHa cuctema Koncynprantllmoc
2) TOJIBKO CTY/ICHTBI By30B B paMKax MpEIoIaBacMbIX B By3e YU4eOHBIX KypCOB, IJIc paCCMaTPHBACTCS pa-
6ota ¢ CIIC KoncynwsrantlLitoc
3) TOJNBKO OJIMH U3 COTPYAHHKOB OpraHH3aLiH, B KOTOPOi ycranoBieHa cucrema Koncynprantlhntoc (o
BBIOOPY PYKOBOJICTBA OpTaHHU3aIINN)
4) TOJIBKO MOCETUTENH ITyOINYHBIX OMOJIHOTEK, B KOTOPBIX ycTaHoBieHa cuctema Koncynprantllimoc B
paMKax MpoOBOJUMOTO B OMOIMOTEKE 00YUYEHHs, OPraHM30BaHHOTO COTPYAHUKAMU OUOINOTEKH.
21. CripaBo4Hasi IpaBoOBasi CUCTEMA SBIISIETCS:
1) bopymom B MHTEpHETE 11O ITPABOBBIM BOIIPOCAM
2) 3(ppeKTHBHBIM CPEACTBOM PACIIPOCTPAHEHHS IIPABOBOM HH(OpMAILMH
3) MaccuBOM BCeX MPABOBBIX aKTOB, M3AaHHBIX B Poccuiickoit depepanuu
4) cOOpPHHUKOM aJIpeCcoB U TeIe(OHOB OPraHOB BIACTH U ynpaBiieHus: Poccuiickoii denepanui.
22. Ilepexon na CTapTOBYIO CTpaHHUIly W3 JIFOOOTO OKHA CHCTEMBI MOXHO OCYIIECTBHTH 4epes
INYHKT [ TaBHOTO MEHIO:
1) «CraproBasi cTpaHuIa»
2) «Bxmaaku/Kaprouka IOHUCKay
3) «Cepsuc/Hactpoiiku (CtapToBasi CTpaHHIIA). . .»
4) «CepBuc/CTaTUCTHKA. ..»
23. ndopmannoHHbIH 0aHK «ApPXHUB pEIICHUH Cy/I0B 00IIEH FOPUCIUKIIUI:
1) ycraHaBnMBaeTCsl Ha KOMITBIOTEP IOJIb30BATEIIS
2) yCTaHOBJICH Ha cepBepe pa3paboTymka, Uit padoThl TpeOyeTcs noaKiIoYeHue Kk Muarepuery
3) mepenaeTcs MOJIb30BATENIO Ha (IIeIKe
4) ycTaHaBIIMBAETCS HA CEPBEP B OPraHU3ALUH MTOJIH30BATEIIS.
24. B oxHe bricTporo novcka HeT BKJIa/I0K:
1) Bce mokyMeHTBI
2) 3akoHonarenscTBo U CyneOHast mpakTHKa
3) Koncynpranuu u ®opmbl TOKYMEHTOB
4) KoMMeHTapiH 3aKOHO/IATEIbCTBA H 3aKOHOIPOCKTHI
25. TlomoHATE Manky TOKyMEHTOB (OKHO «30paHHOE») MOKHO IO CIIEIYIOIIUM IpaBHIIaM;
1) ecnu B manky nepBOHAYAIbHO OBLIH TOJIOKEHBI TOKYMEHTBI M3 ONMPEACICHHBIX Pa3[eioB, TO B J1ajlb-
HEHIIeM ee MOXHO TOMOJTHATh JOKYMEHTaMH TOJIBKO M3 3TUX KE Pa3/IeioB
2) ecnii B TaNKy MEPBOHAYATIBHO OBUIM MOJIOKEHBI JOKYMEHTBI U3 OMHOTO pasiena (HO He M3 paszena
«3aKOHOIATENILCTBO), TO B JAILHEHIIIEM €€ MOXKHO TIOMOJHATh JOKYMEHTaMH TOJIBKO TOTO K€ pa3ferna
3) manky B JAIIbHEHIIIEM MOYKHO MOIOJHSTH JTFOOBIMH JIOKYMEHTAMH M3 JIFOOBIX Pa3lelioB U HH(pOpMAIIU-
OHHBIX 0AHKOB 0€3 BCAKUX OTPaHUYEHUIN
4) manky B JaJbHEHIIIEM MOKHO MOMOJHSTh JFOOBIMU JOKYMEHTAMH M3 JIIOOBIX pa3/ieioB U UH(opMaiim-
OHHBIX 0aHKOB, HO TOJILKO B TOM CIIy4yae, €ClIi MEPBOHAYAIBHO B MAaIKy OBbUIM MOJ0XKEHbI JOKYMEHTaMH
U3 pazaena «3akoHOIaTeIbCTBOY.
26. CHATB IOKyMEHT C KOHTPOJIS:
1) Henb3s
2) MOXHO B JIF000€ BpeMsi
3) MOKHO, TOJILKO €CITH B JIOKYMEHTE MPOU30IILTH U3MEHEHHS MTOCIIe TOCTAHOBKH HA KOHTPOJIb
4) MOXKHO, TOJILKO €CJTM JOKYMEHT HE H3MEHHJICS TIOCIIe TIOCTAHOBKM Ha KOHTPOJIb.
27. Ilpu paccmotpenuu crateit HamoroBoro xonekca PO, kacatommxcst HADJI, moxxHO nepeiiTu

—~| || >
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HETOCPEJCTBEHHO B COOTBETCTBYIONIUE MYHKTHI «[lyTeBoanTeNs IO HAJIoram» CIIEAYIOIIUM CIIOCOOOM:

1) menkHyB MO 3HAYKY y 3arojioBka Jiro6oii cratei HK P® u BeIOpaB B JepeBe-CIIUCKE HYXKHBINA HHPOP-

MAaIMOHHBIN OaHK, a B HEM — JIOKYMEHT;

2) menkHyB 1o ccbuike «Jlom. Mubopmarust k 1okymMeHTy» Ha [IpaBoii maHequ paccMaTpuBacMoro TeK-

cra HK PO u BbIOpaB B iepeBe-CIUCKE HYKHBI HHPOPMALIMOHHBIN 0aHK, a B HEM — JJOKYMEHT

3) mepeiins M0 COOTBETCTBYIOMICH cchlike Ha ITyreBomuTens B Tekcre cratbi HK PO

4) nenocpeacteennslii nepexo u3 HK PO B yka3aHHbIl MaTeprai HEBO3MOXKEH.
28. OcHoHas nonb3a [lyreBoaureneir KoncynpranTlmroc cocTOUT B TOM, 4TO OHH:

1) moMorarT petnTh BEIYUCIUTEIBHYIO 33/1a4y

2) MOMOTAIOT HAYYUThCS TOUCKY TOKyMEeHTOB B cucteMme Koncymnprantllntoc

3) o0OecreynBarOT camMblii OBICTPBIN TOCTYI K KOHKPETHOMY HOPMATUBHOMY aKTy

4) MO3BOJISIOT OBICTPO COPUCHTUPOBATHLCS B HE3HAKOMOM BOIIPOCE, Y3HATH MOPSIIOK JCHCTBHIA U OIICHUTD
29. KoHCTpYKTOp 10TOBOPOB 3TO:

1) undopmarronnsii 6ank B cucteme KoncynprantlLmoc

2) vactb [lyTeBoauTeIIs 11O JOTOBOPHOI paboTe

3) Yacts ITyreBoauTens 1Mo caeikam

4) crieranbHbIi cepuc B cucteme KoncynprantlLitoc, noctynHbiii uepe3 MHTEpHET.

2.3.5 TunoBsie 3a1aHUA

JlaGopaTopHnas padora Ne 1
Co3naHue 1e710BbIX TEKCTOBBIX JOKyMeHTOB B MS Word

Lenb paboThl: n3yueHre HHGHOPMAIIMOHHON TEXHOJOTUU CO3/IaHHUs, COXPAHEHUS U MOATOTOBKH K
neJaT JoKkyMeHToB Microsoft Word.

3ananue 1. OdbopMuTh NpUrIALIEHUE 110 00PA3ILy.

[Topsiiox paboTHLI.

1. OtkpoiiTe TekcToBbIN pegakTop Microsoft Word.

2. YcraHOBUTE BKJIAJKY PasMeTka cTpaHMIIb.

3. Ucnonb3ys KHOMKM MaHenu MHCTpYMEHTOB [lapamerpsl crpanuubl (puc. 1) wim nuanoroBoe
okHO [lapameTpbl cTpaHuUIlbl (HaKaTHEM B MPaBOM HUIKHEM YTy TAHEIHW WHCTPYMEHTOB [lapameTpbl
CTpaHUIIbI YTJIOBOTO AIIEMEHTA EJ)/ Bkuangku [lons u Pasmep Oymaru (puc. 2), yCTaHOBHUTE MapameTphbl:
pa3Mep — A4; opueHTaIMs — KHIDKHAS, TIOJIs: BEpXHee — 2¢M, JieBoe 2,5 cM, HibkHee — 1,5 oM, mpaBoe — 1
CM.

TaBKa Pa3MeTka CTpaHMus | Ceokn  PacceUikm Peljens

By [j Y=, Pasprisei ~
'J -1 Homepa cTpok ~
Mona Opuentauua Pasmep KonoHkW m
- - - - bt~ PaccTaHOBKa NEPEHOCOB ™

MMapameTpbl CIpaHMLE ]

Puc. 1. ITanens unctpymentoB [lapameTpsl cTpaHUIIbI
4. YcraHOBHTE BhIpaBHUBAHME — T10 LIEHTPY; MEpBasi CTPOKa — OTCTYI Ha — 1,25 cM; MeXAyCTpou-
HBIM MHTEpBaN — 1,5, UCHOIB3YIO MaHeNb HHCTPYMEHTOB A03all WK IMajioroBoe okHO Ab3all (HaxaTHeM
B [IPAaBOM HIJKHEM YIJTy MaHEeJId HHCTPYMEHTOB A03all YIJI0BOTO 3JIEMEHTa EJ)/ BKJIafKa OTCTYIIBI U UH-
TepBaibl (puc. 3).
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Pasmep Bymarn || WcTodmuk Gymari

Mona
Bepxnee: Zcm Hivknee: 1,5cm

Negoe: 3cm Mpasoe: 1cm

| x| <
LRI

Mepennex: Ocm Nonoxenue nepenneTa: Cnesa

OpUeHT auMA

KHIDKHAA  anbboMHas

&2

CTpaHuLb!

HECKONBKO CTPEHWLL: OBLIMHENA -

Obpazew

MpHMEHMTE: | KD BCEMY AOKYMEHTY %

Puc. 2. YcraHoBka nmapamMeTpoB CTpaHUIIbI

OTCTYNb! M MHTEPBANE! | MoNoXeH e Ha CTRaHMUE

Ofwme
BelpagHnBaHne; Mo ueHTpy R

YpOBEHE! DICHOBHOH TEKCT e

aToTyn

Cnesa: oM Nepeaa CTpoKa! Ha!

4 |4

Cppasa: Ocm oTCTYN | |1,25)cm |3

[ seprantHeie oTeTyris

WHTEpEaN
Nepea: anT = MENAYCTPOHHEIA! IHAYEHHE!
Mocne: onT = 1,5 CTROKKH ~ E3

[ He acBiaBnaTe MHTEpBAN MexAy aB3alLAMA DAHOMD CTHAA

Obpazey

[Iasy'nsluml... ] [I‘ID WHMONHEHHHD, . . ] [ DI ] [ OTHEHS l

Puc. 3. YcranoBka napamerpoB ab3ana
5. Habepute TeKCT, MpuUBENEHHBIH HUXE (TEKCT MOXHO M3MEHHMTh M JIONOJIHHUTH). B mpouecce
Habopa TekcTa MeHsiTe HauepTaHue, pasmep mpudTa (A1 3arojaoBka — 16 0T, Bce MPOMUCHBIE; IS OC-
HOBHOTO Te€KCTa — 14 MT), TUTIBI BRIpaBHUBaHUs ab3ana (1o HeHTpy, Mo MIUPUHE, TI0 JIEBOMY Kparo), UC-
MOJIB3YI0 BKJIAJAKY [ TaBHas/KHONIKM Ha naHensx nHeTpyMmeHnToB Hlpudter n Ab3a.
OGpa3zer 3a1aHus:

[MPUTJIAILIEHUE
YBaxaeMbli
rocioguu Onee Ilemposuy J{onxcenkos!
[Tpurnamaem Bac Ha HayuyHO-mpakTHUecKyto KoH(pepeHuHoo «HpopMalnoHHbIE TEXHOIOTUU B
COBPEMEHHOM OOIIIECTBEY.
Kondepenuus cocroutcs 20 nostopst 200758 14.00 B xoHdpepenu-3ane Komnemxa ynpasieHus.

VYueHslii cekperapb
A K.Opnosa

6. 3akirounTe TEKCT MPUTTIAIIEHHs B paMKY M ITPOM3BEIUTE [IBETHYIO 3aJIUBKY. J[i1st 3TOTO!
— BeIOepHTE BKIIaAKy PazmeTka cTpaHuULIbl;
— BBIJICJIATE MBIIIBIO BECh TEKCT IIPUTIIALLICHUS;
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— Ha MaHeIu HHCTPYMEHTOB DOH CTpaHUIIBl HAKMHUTE KHONKY [ paHUIIBI CTpaHUIIBL;

— B JMAJIOTOBOM OKHe ['paHUIIbI U 3a1MBKa Ha BKJIaaKe ['paHuIla ycTaHOBUTE MapaMeTphbl: THUIl —
paMKa; MUpHHA JTUHUU — 2,25 NT; NPUMEHUTh — K ad3aiy; IBET JIMHUW — [0 BalleMy YCMOTPCHHIO
(puc. 4);

— Ha BKJIaJIKe 3allUBKA BBHIOCPUTE IBET 3aJIMBKH, YKAKUTE yCIOBHS MPUMEHEHHUS 3aJIUBKU — TIPH-
MEHHUTH K ab3aIty;

— HaxmuTe kHornky OK.

[paHnua | CTpaHMua | Zanuexa

Tun: Tun: Cfpasel,

EI 2 e oy
HeT WENKHNTE DED63BLL [alaly]

HCI'IDHbBYﬁTB EHOMEKM

D patMka | | —mmmmmmmmmmmmm——
_____________
I:l TeMe | | o __.__._ .
D obLeMHan UseT:
I
rl[l apvran LLUMpHHa:
am

2,25 N7
MpHMEHHTE K

absawny w

[I'opn30HIaana;| NHHHA. .. ] [ OR ‘ [ OTHMEHS ]

Puc. 4. Odopmiienue paMKu BOKPYT IIPHUTIIALICHUS

7. BcraBbTe pUCYHOK B TEKCT NpuriameHus (Bkianka BeraBka/ xkHonka Kiun (manens MHCTpY-
MeHnToB Utroctparius)).

[Tpumeudanue. s TOro, yToObl HAWTH HY)KHBIM PUCYHOK, HEOOXOIMMO HMPOU3BECTU CIICAYIOLINE
NEUCTBHUS:

— Haxxmute kHonky Kiun Ha nanenu Mmoctpanuy;

— B otoOpaszuBielics obnactu 3amay Kmum (puc. 5) ykazate B moisie MckaTh KJIrOY€BOE CIOBO
(HampuMep, «opHC», «OU3HECH, WIHOANY», «IIBETHI» U JIp.);

— B packpbIBaronieMcsi cnucke [IpocMaTpuBaTh yka3aTh KOJJICKIMH, B KOTOPBIX OyAeT mpou3Be-
JIeH MTOUCK (TI0 YMOJTYaHUIO — BO BCEX KOJUIEKLIUSX );

— B packpbIBaromeMcs cricke Mckarb 00BbeKThl BBIOpATh TUT (aiijIoB MyJIbTHMEINA IS TIOUCKA.

8. Jlnst moucka He 00s3aTeNbHO 3a/laBaTh MapaMeTphl BO BcexX Moisx obmactu 3agad Kmum. Ilone
HckaTh MOYKHO OCTaBHTH ITYCTBIM, a OCTAJIbHBIC J[BA — [0 YMOJIYaHUI0. B 3TOM citydae OyayT BBIIETICHBI
BCE€ O0BEKThI KOJIEKIUH.

9. B cpenneit obmactu 3amau Koimm oToOpas3siTcst SCKM3bl PUCYHKOB, HAMIEHHBIX B KOJUICKIIWH,
BbIOEpUTE TpeOyeMBIi.

10. HaxxmuTe J1eBO KHOITKOI MBI Ha PUCYHOK/ BKJIanka @opmar/ kHomka OOTEeKaHHE TEKCTOM
(maHenb MHCTPYMEHTOB YTIOPSAJOYMTH)/ 3ajjaiiTe MOJOKEHHE TEeKCTa OTHOCHUTENIbHO PUCYHKA — Iepen
TeKcToM (puc. 5).

11. CkonupyiiTe TUIIOBOE MPUTJIAIIEHUE HA JIUCT JBaXK/bI:

— BBIZCTIUTE MPUTIIAIICHUE,

— YyCTaHOBUTE BKJIa/AKy | naBHas/ kHonka KonupoBarts (maHenb HHCTpyMeHTOB bydep oOmena);

— YCTaHOBUTE Kypcop Ha HOBYIO CTPOKY;

— BKJIaaKa ['maBHas / kHornika BeraButh (maHenb nHCTpyMeHTOB bydep oOmena).
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tWo... PaBoTa ¢ prcyHEaMIK

Bua | DopmaT

= J

|Z BuipoBHaTE

MonoxeHune
-~ -
- ||§ OETexanme Texcrom =| Sl MosepHyTe =

D = R
NaHeNs MHCTPYMEHTOE / '

YNopAAoYUTE

B rekcre

Bokpyr pamen

Ma KoHTYRY

3a TeKCTOM
Oepea TekcTom
CEEPXY U CHUIY
CKEEO3IHOE

MiMeHUTE KOHTYR 0BTEKaHHA

[y B ) ()l

JlanoAHUTEAEHEIE NApaMETPEl PASMETKM. .
Puc. 5. 3aganue monoxeHus TeKcra
[Ipumeuanue. /{15 BCTaBKU CKOMUPOBAHHOTO 3JIEMEHTA B JIOKYMEHT JOCTaTOYHO BOCIOJIb30BATh-
Csl CTaHJIAPTHBIMHM CPEICTBAMU: BBIJICIUTE MPUTIIANICHNE/ HAXKMUTE MPABYIO KHOIKY MBIIIH, B TOSBUB-
eMcsi KOHTEKCTHOM MEHI0, BhIOepuTe KomManay KonmpoBaTh/ Ha MecTe, B KOTOpPOE HEOOXOJAMMO BCTa-
BHUTbH DJICMEHT, HOKMUTE MPABYIO0 KHOTIKY MBIIIIH, B TIOSBUBIIEMCS KOHTEKCTHOM MEHIO, BBIOEPUTE KOMaH-
ny BcraButs).
12. Otpenaktupyiite JUCT C MOJYYCHHBIMH JBYMS MPUTJIAIICHUSIMU U MOJATOTOBBTE K Mevatu (B

()
mento kHonku Office =/ BeiOepute [leuats/ [Ipensapurenbhbiii npocMotp win [lanens ObicTporo ao-

cryna/kHonka [IpeaBapuTensHbIii MPOCMOTD).

13. Haneuvaraiite npuriamenus (mpu Hanuuuu npuntepa) Merto kHonku Office/Ileuars/Ileuats u
YCTaHOBUB HY)KHBIC ITApAaMETPHI IeYaTH (YUCIIO KOMHA — 1, CTPaHUIIBI — TEKYIIas).

14. Coxpanute ¢aiin B nanky Ballel IPyMIbl, BRIMOIHUB CIEAYIOUINE TEHCTBUS:

— xuonka Office/ CoxpanuTth kax.../ JJokyment Word 97-2003 wiu Jlokyment Word;

— B auanoroBom okHe CoxpaHeHHe TOKYMEHTa yKakute uMms aucka (Hampumep, C) U uMs Hanku
(marmpumep, Mou noxkymenTtsl/ Homep rpymisbr);

— BBeauTe uMs (aiina: «Jlab.1 [Ipurnamenuey;

— HakMUTE KHONIKY COXPaHHUTb.

3ananue 2. OdopMuTh 3asBIEHUE MO 00pa3Iy

Kpatkas cnpaBka. BepxHss uyacTh 3asBieHHs odopMisiiTe B BHUJE TaOIMIBI BKIaaka BcraBka/
kHomnka Ta0nuia (maHnens UHCTpYMEHTOB TaOnuIlel)/ B MOSBUBIIEMCS] OKHE C MAKETOM siueeK TaOJIHIIBI C
TTOMOIIIBIO MBIIIHU BBIJEIUTE TPeOyeMOoe KOTMIECTBO CTPOK U cTONOOB (2 cTrosdna u 1 cTpoka), Win BhI-
O6epute Komanny BcraBuThk Tabnuity, nin BeiOepuTe koMaHny HapucoBate Tabmuily. Tum auHUA — HET
rpanun (Bkiaaaka Koncrpykrop (mosiisiercs npu pabore ¢ TadiuiamMu)/ maHeiab nHCTpymMeHToB Hapuco-
BaTh rpanulibl). [IpousBeanTe BoIpaBHUBAHUE B AUYEiiKax IO JIEBOMY Kparo M MO LEHTPY (BkiIaaka Maket/
MaHe)b HHCTPYMEHTOB BrIpaBHUBaHUE).

OO6paser 3a1aHus:

3ASBJIEHUE I'enepanbHOMY THpPEKTOPY
23.12.2007 r. OAO «<HOPMA»

ot CunopoBoit AHHBI JIbBOBHBI,
MIPOKUBAIOLIEH TIO aJIPECy:
123456, r. Ilen3a,

yi. Panyxnas, 1. 3, k. 12

[Mpoury mpuHATH MEHsI Ha pabOTY Ha JOHKHOCTH TJIABHOTO TEXHOJIOTA.
(moamuce) (A.JI.Cumoposa)

JlaGopatopHnas paborta Ne 2
Coznianue KOMIUIEKCHBIX JoKyMeHToB B MS Word
Llenb paboOThI: U3yYEHHE TEXHOJIOTHH CO3/1aHUSI KOMIUIEKCHBIX JTOKYMEHTOB.
3ananue 1. Co3naTh TEKCTOBBIM JOKYMEHT, COJIEPKAINI PUCYHOK B BUJE CXEMbl U MapKHpPOBaH-
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HBI CIIHCOK.

[Topsimok paGoTHL.

1. Otkpoiite TekcToBBIN penakTop Microsoft Word.

2. Pa3BepHHTE OKHO pellakTOpa Ha BECh SKpaH. Y CTAHOBHUTE BUJ — BKJIaJka Bua/ nmaneiab uHCTpY-
MeHTOB MacuiTal — 110 UpUHE CTPaHUILIBI.

3. 3agaiiTe Bce moJIA CTpaHUIIBI IO 2,5 ¢M (BKiIaska PazmMeTka cTpaHHIlbI).

4. Tlepen HauanoMm Habopa TEKCTa yCTaHOBHTE pa3mep mpudTa 14 nt, BUJ — KypcUB M TapHUTYpa
mpudTa Times New Roman.

5. Bknanka PazmeTka cTpaHuIlsl / MaHe b HHCTPYMEHTOB A03all 3ajaifTe clieayromue napamMmeTphl:

— BbIPAaBHUBAHUE - 10 IIUPUHE;

— MEKCTPOYHBIN UHTEPBAI — MHOXKUTENb 1,3.

6. Bxinanka Pazmetka crpanuibl B rpymnne [lapamerpsl cTpanuiibl BeibepuTe Komanay Paccranos-
Ka [IEPEHOCOB, a 3aTeéM BblOepUTE KOMaH[ ABTO.

7. HaGepute obpaszen Tekcta. OOpasen cCoAepKUT OAWH ab3all TEKCTa, PUCYHKA B BHUJIE CXEMBI U
MapKHPOBAaHHBIN CIIUCOK.

Kparkas cripaBka. JIjis co3qaHust CXeMbl BOCIIOIB3YHTECh BKIaaKoN BeraBka/ manens Minmoctpa-
un/komanaa @urypel. [locne cozmanust cXxeMbl TPOBEIUTE TPYNIUPOBKY, ISl TOTO YTOOBI BCS CXeMa
BOCIPUHUMAJACh KaK eAMHbIN Tpadudeckuii 00bekT. g sToro:

— BBIIECTUTE BCIO cxeMy (Bkianka [ maBHas/ maHens PenaktupoBanue/koMania Beioop 00beKTOB);

-

— Bkiagka @opmar/ maHens YHopsiouuTs/ BeIOepUTe KOMaHAy ['pynmupoBarth
TEKCTHOE MEHIO/ KOMaH 1a [ pynmupoBars).
8. Jlns co3manus cnucka UCHob3yiiTe BKkIaAKy ['naBHas B rpymme A63al] HIEIKHUTE CTPENKY psi-

(w1 KOH-

-
—

JIOM ¢ KOMaH/10 Mapkepsbl . Ecu B TIpesIoskKeHHOM OMOIHOTeKe MapKepoB HET COOTBETCTBYIOIIE-
r0, TO BeIOepUTEe KoMaH Ty OTnpenenuTh HOBBIM MapKep H 3a/1aliTe HEOOXOAMMBIH.
OG6pa3zen 3a1anus:
HUnghopmayuonnoe nucomo
MeTtoioni0orys MIaHUPOBAHUS MaTepUabHBIX pecypcoB npousBojactsa (MRP) obecneunBaer cu-
Tyaluio, KOrJa KaK/blil 3JIEMEHT MPOU3BOJICTBA, KaXkAasi KOMIUIEKTYIOLIAs JI€Tajlb HAXOAUThCS B HY)KHOE
BpeMs B HY)KHOM Kosruectse (puc 1).

CocraB uznenus U onuca- [Inan 3aka30B U KOppek-
HUE MaTepuajoB TUPOBKA K HEMY
IIpon3BOACTBEHHBIN TI'pa- ‘ Otuertsr:
¢buk padot 0 TUITAHUPOBAHUU;

0 Iporecce;
CocrosiHHE 3a11acoB O BBIIIOJIHEHUU

JlaHHBIE 11O OnIEpanusIM

Puc. 1. CtpykrypHas cxema MRP

Ha ocHoBanuu BxoHbIX JaHHBIX (MRP) — cuctema BBIONHSET CleayIolIHe ONepaltu:

— OMpeeNsaeTcss KOJIMUYeCTBO KOHEUHbIX TaHHBIX U3JENUN NI KaXKA0ro Meproja BPEMEHHU IIaHU-
poBaHus;

— K COCTaBY KOHEUHBIX U3JEINUN JOOABISAIOTCS 3allacHbIE YacTH;

— ompezensiercs oo0mas noTpeOHOCTh B MaTEpUAIbHBIX pECypcax B COOTBETCTBUU C BEIOMOCTBIO
MaTepUajIoB U COCTABOM U3JIENHS;

— 001mas NoTpeOHOCTh MAaTepUAIOB KOPPEKTUPYETCS ¢ YUETOM COCTOSHUS 3aracoB JUIsl KaXKI0ro
neprojia BpeMEHH TUIaHUPOBAHUS;

— ocyuecTBisieTcs (OpMHUPOBaHUE 3aKa30B Ha IOIOJIHEHUE 3alacoB C YYETOM HEOOXOIUMOro
BPEMEHH ONEPEKEHUSI.

9. IIpoBepbTe BBEJCHHBIN TEKCT ¢ TOUKU 3pEHHs TpaMMaTHKH (BKiIaaka PereHsupoBanue/ naHemib



19

[TpaBonucanue). UcnipaBuTh Bce HaliieHHBIe OMMOKU. COXpaHHUTE JOKYMEHT.

3amanwue 2. [Ipupembr paboThl ¢ MHOTOCTPOYHBIM TEKCTOBBIM JIOKYMEHTOM

[Topsiiox paboTHI.

1. Cxonmpy¥iiTe TOKYMEHT, CO3/IaHHBIN B 3aJIaHUH 1, 4eThIpE paza.

2. BBIMOTHUTE MPUHYAUTEIHLHOE pa3felieHue Ha CTPAHHUIIBI MMOCIE KaXKIOro WH(OPMAIMOHHOTO
nucbMa kinaBumamu [Ctrl]+[Enter]. B pe3ynbrare 3Tux neicTBuil kaxaoe nH(GOpMamoHHOE TUCHEMO OY-
JIET pacrojaraTbCsi Ha HOBOM CTpaHMIIE.

3. 3agaiiTe HyMmepaluio CTpaHHIl (BBEpXy CTpaHMIIbI, CIIpaBa) KOMaHIOM Bkiajka BcraBka/ ma-

#] Homep cTpaHuue
Henb Kononturynsl/ Homep cTpanuiipt = 7 eTRaniE

4. Otrdopmartupyiite mepBbiii ad3all TEKCTa KaKJI0ro HHPOPMAIIMOHHOTO MHcbMa (BKiaaka [ maB-
Has) CICAYIOINUM 00pa3oM:

— 1-e nucemo: mpudt Time New Roman, 14nr, ¢ kpacHON CTpOKH (OTCTYIIOM), BHIPABHUBAHUE 110
HIUPHHE;

— 2-e nuceMo: mpudt Arial, 12nT, ¢ Bucsuend CTpokou (BBICTY-
II0OM), BbIpaBHMBAHHE IO JIEBOM IpaHule; ad3alHble OTCTYMBI MO0 2 CcM
CJIeBa U CIIPABA;

CTumm - X

CYHUCTUTE BCE

OBBIMNHBIA

— 3-e mucemo: mpudt Time New Roman, 10nT, nepBas crpoka ad-
3a11 0e3 OTCTYIA U BBICTYIIA, BRIPABHUBAHUE 110 TIPABOMY Kpalo;
— 4-¢ iuceMo: (pparmMeHT 0THOPMATHPOBATH KAK BO BTOPOM IHUCH-

Me, MoJIb3YyACh pexumom Popmart mo obpasiy 7 , KOTOPBIN BBI3bIBAETCSA
KHOIKOM Ha naHenu uuctpymeHToB bydep oOmena Bkianka ['naBnas;
— BBIJICJIMTE MEPBBIA a03a1l 2-T0 MUChbMa/HAKMUTE KHOTIKY Dopmar

1o o0pasiry e ;
— MEPEMECTUTECH K IMePBOMY ad3aIry 4-ro MuchMa/ HAKMUTE KHOTI-

Ky ®opmar o obpasuy 7 /BBIIENHTE a03all.

— 5-e mHCBMO: TepBBIA ab3ar O0ThOPMATHPOBATH KaK B TPETHEM
IHUCbME, OJB3YACh pexxruMoM Dopmar 1o oopasiry.

5. 3anaiiTe CTWIb 3aroJioBKa Ha KaKJOW CTpaHUIIE, HCIOJIb3Ys
mabyonsl ctuiied. Brnanka ['naBHas/ HaxaTueM B IIPaBOM HUXKHEM YTy

Bes mHTEepsana

Saronosok 1

3aronosok 2

Saronosok 3
HazsaHue
Moasaronosok
Cnafos BbloEneH1e
Brolaensnue
CuneHoe BblaeneH1e
CTporiii

UmutaTta 2
BhloeneHHaA LMTaTa
Cnafan coeinka
CuneHanA cceinka
HazBaHWe KHIMM
AfEaL cnvcka

BepXHMA KONOHTHTYA

E2AoookblBoowoeolEREIR=2-

I MpeasapHTenEHEIR ApocMo TR

I:I DTKARHHTE CEAZaHHBIE CTHAK

Puc. 2. 3amanue crumns
3aroJioBKa
6. Co3maiite oriaBieHHe JOKYMEHTA. Y CTAHOBUTE KYpPCOp B KOHIIE JIOKYMEHTA, BRIOSPHUTE BKIAI-

naHenu HMHCTpyMeHTOB CTHUIIM YIJIOBOTO 3JIEMEHTA =) 3a/laliTe CTWJIb
«3aronoBok 2» (puc. 2).

MapareTpel. ..

OrnaeneHne

Ky Ccbuika/ manenb Ornasnenue/ kHonka OriaBiaenne -~ (puc. 3).
7. Ucnonp3ys ornapiieHue, NepeiauTe K TpeTbeMy NuchbMy (yaep:kusaiite kHonky Ctrl u menkau-
T TpeTbe HHPOPMALIMOHHOE TUCHMO).



OrnasneHne

{Ornasnanme |

OBpasely NeYaTHOrD AOKYMEHTS Ofpasey, Bef- AOKYMEHTA

SAT0OJI0OBOK 1 1 SATOJIOBOK 1

3aronoBoK 2 3 3aronosow 2
3aronosoK 3 5 3sronceor 3

MoK&a3aTE HOMEPE CTREHHLL [HNEPCCEINKH BMECTO HOMEPOE CTRAHHL
Homepa cTpaHMWL No NPaBomy Kpar

SanoaHuTens: -

Ofiune

DopMaTe | KNnaccHaeckHi v

vpogh: |3 £

Puc. 3. Co3nanue ornaBiaeHus JOKyMEHTa
8. Iloce TpeThero muchbMa MOMECTUTE 3aKIanKy (Bkianka BcraBka/ manens Csi3u/ KHOMKa 3a-

A Jaknapka
KJIaJIKa ) ¢ umeneM Ilucemo 3 (puc 4). Ilpu ycTaHOBKE 3aKIaJKU MPOCIECAUTE 32 MOJIOXKE-

HUEM Kypcopa Ha CTpaHMIIE, TaK KaK 103Ke OyJeT NpOoU3BEEH BO3BpAT B MECTO 3aKJIaJIKU U3 APYroil ya-
CTH IOKYMEHTA.

MMA zaKnaskH: MonoskeHE

M (%) cHOCKM: BHH3Y CTPEHHLLEI >
__iaMEHMTb. -

DopmaTt
ApyCoi: Pncera

Hymepauma; Mpoaon#kTe v

MopAaok: (&)
) nonowenme MPHMEHHTE MZMEHEHKA

D CKPEITEIE ZAKN3AKH OpHMERNTE: KO BCEMY ADKYMEHTY R

[ BrcTaeMTE ] [ OTHEHS ]
Puc. 4. YcranoBka 3aKIaKi B TEKCTE Puc. 5. BcraBka 0OBIYHOW CHOCKH
JIOKyMEHTA BHU3Y CTPAHULIbI

9. IMocne Habopa UMEHM 3aKIaJKH 3adUKCUPYHTE ee KHOMKOW Jl00aBUTh.

Buumanue! ms 3aknaaku He JOMKHO COJIEPKATh TPOOEIBI.

10. YcranoBuTe Kypcop B KOHIIE 3arojIOBKa IMIEPBOTO MHUChMa M TIOCTaBbTE OOBIYHYIO CHOCKY BHH-
3y gokyMmeHTa ¢ TekctoM «lIucemo 1» (Bknaaka Ccbluiky/ HakaTHEM B TIPABOM HMKHEM YTITy MMaHETH HH-

cTpyMeHTOB CHOCKH yTJIIOBOTO JIEMEHTA EJ) (puc. 5).

11. BeraBbTe B KOHIIE KaXKI0r0 MUCbMa CBOM (PaMUIIMIO, UMSI U OTYECTBO, MOJIb3YSCh KOMaHaMH.
[IpeaBapuTENBHO BBITOJIHUTE CIACAYIOIINE TEHCTBUS:

— BKJIaka BeraBka/manens nHCTpyMeHTOB CHMBOIIBI/KHOIIKa CHMBOI;

— B BBITIAJIAIONIEM MEHIO HaXaTh J[pyrue CUMBOJIBI;

— B IMAJIOTOBOM OKHE «CHMBOJI» Ha)XaTh KHOIIKY ABTO3aMe€Ha. .. ;

— B nojie 3ameHuTh HaOepute Tpu OykBbl «DUO»;

— YCTaHOBUTE MapKep — OOBIYHBIN TEKCT;

— B ntosie Ha HaGepuTe MoJHOCTBIO CBOKO (haMUJTUIO, UMS U OTYECTBO;

— Haxkmute kHonku Jlo6asuth, OK (puc. 6);

— B KOHIIE Ka)XJIOT0 MHChMa BBEIUTE C KJIaBUaTypbl OykBocoueTaHue « D O».

12. Otum neiictBueM BbI noaBsizaiu K OykBocoueTanuto «OMO» cBou pamMuinio, UMs U OTYe-
CTBO.

13. Ilepeiinute k TpeTbeMy ab3aily ¢ MOMOIIbIO 3aKJIAAKH depe3 (Bkiaaka BcraBka/ 3akianka/
[Mepeiitu/ ITucemo 3).

14. Bknagka ['maBrasi/manens uactpyMeHnToB LlpudTer/kHonka Peructp Aa”| (puc. 7), nepedop-
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MaTHPYHTE TEKCT BTOPOTo ad3ala KaskJ0ro MIchbMa CIEAYIOIINUM 00pazoMm:
— MUCHEMO | — «BCE MPOIUCHBIEY;
— IIUCHMO 2 — «BCE CTPOUHBICY;
— MUCHMO 3 — «HAYWHATH C TPOIUCHBIXY;
— IUCHMO 4 — KU3MEHHUTD PETUCTPY;
— IMHCHMO 5 — «KaK B TIPEUIOKECHUSIX ).
15. CoxpaHuTte CO3MaHHBIN JOKYMEHT ¢ THIOM (aitia Web — cTpaHuIla B Bally Mmanky. 3aKpouTe

JTOKYMEHT U BHOBB OTKpoiiTe ero. OOpaTnTe BHUMaHHE Ha TO, YTO JOKYMEHT OTKpPBIBaeTCs B 0003peBare-
ne Internet Explorer.

e ) ab = = =
ABTo3ame Ha: PYCCHMH EEJ Aa~ b? -~ A~ = = =
ABTO33MEHA | ABTO3EMEHA MATEMATHYECKMMA CMMEONaMKM | ABTOHOPMAT NpM EBOAE | ABTOMOPMAT | CMAPT-TErM Kak B npegnoxeHuay,
MKE38TE KHOMKH EOZMO%HOCTER SETOaMEHE!
ECE CTPOMHEIZ 1
MenpasnATe fge MPonMcHEE BYKER B HAYaNE CNOBa
AenaTh nepeble SYKER! NDEANDHEHNIA NPOMHCHEMH BCE MPOMNMCHEBIE
AgnaTe nepekie GyKeE! A4EsK TAEBMMIL NPOMMCHEIMK
MHCATE HA3BAHHA AHEA © NPOMMCHOA ByKER! HavuHate C MponueHEx
WCTPaHATE NOCASACTEHA CNYYSHHOND HakaTHA cAP'S LOCK
W3IMEHWTE PETMCTR
[ MenpasnaTe packnaaty KnasHaTyps! e
3AMEHATE MPH BE0AE
Puc. 7. I3menenue

thHo TuToea Hazewaa Cepreseqa

peructpa mpudTa

dyErLHA hyHELHA A
HODPLHA SOPOLMA

XOOPWD ®OpOWo

X0TELT %0TETE

uennEsk YENOEEK

HerbT HECTE

BIGCTRO BeicTpO v

A0BaBrTE
ABTOMATHHECKN MCNPEENATE 0pdOrpadHIeCkre DwAbkn

Puc. 6. BBoj yciioBUs aBTO3aMEHBI
Jlaboparopnas pabota Ne 3
Co3nanue opranu3aMoOHHBIX AuarpamMm B MS Word

Llenb 3aHATHS: U3yYEHHUE COBMECTHOM paboThl mpuiaoxenuit MS Word u SmartArt.

[Tpr HEOOXOTUMOCTH MTPOMILTIOCTPUPOBATh OTYETHBIE OTHOIICHHS JJIsi KOMITAHUH WJIA OpTaHU3a-
MU MOXKHO CO3/IaTh PUCYHOK SmartArt, B KOTOPOM MPUMEHSETCS MaKeT OpPraHU3allMOHHON TUarpaMMBbl,
Hanpumep OpraHu3anuoHHas auarpamma. OpraHu3alMoHHas JuarpaMMa HCIIONb3yeTcs i Tpaduue-
CKOTO TIPEJICTABIICHHS YIIPABICHUYECKOH CTPYKTYPBI OPTaHU3AIIH.

3ananue 1. Co31aTh TEKCTOBBIA JOKYMEHT CO BCTABKOW OpraHM3allMOHHOM JAuarpamMMbl o oopas-
y. L{BeT moss — romy06oii, BET opranarpaMmsbl — xKenTbid. CTUITE paMOK TI0JI00paTh CaMOCTOSITENIBHO.

[Topsiiok paGoTHI.

1. Otkpoiite TekcToBbIN pegakTop Microsoft Word.

2. YcTaHOBUTE MapaMeTphl ad3ala: KpacHasi CTpoka, MHTepBai — 1,5 (HakatueM B IIPaBOM HUXK-
HEM YTJIy TTaHeJIH WHCTPYyMEHTOB [lapaMeTphl CTpaHUIIBI YITIOBOTO 3JIEMEHTA EJ/BKnaJJKa [omns).

3. Beaure TeKCTOBYIO 4acTh IOKYMEHTA.

=

4. Ha Bxyagke BeraBka B rpymnme MiumrocTpaliny HOKMHUTE KHONIKY SmartArt smartart

5. B nosiBuBmIeMcs okHe Bri6op pucynka SmartArt BeiGepute Mepapxus, mocie 3Toro BeIOepuTe
MakeT OpraHu3armoHHas n1uarpamma, a 3ateM Haxmurte OK (puc. 1).

6. Y nanurte HeHyKHbIE JIEMEHTHI.

7. Jlns noGaBiieHHs HOBOTO 3JIEMEHTA B OPraHU3allMOHHYIO IUAarpaMMy BBITIOJTHUTE:

— YCTaHOBUTE MBILIKY Ha sUEHKY, K KOTOPOH BBl XOTHTE 100ABUTH HOBYIO SYCHKY;

— B KOHTEKCTHBIX MHCTpyMeHTax Pabora ¢ pucyHkamu SmartArt Ha Bkiaake KoHcTpykTop B
rpymnmne Co3nath pucyHoK Haxmure J[o0aButh ¢urypy. B Beimanatomem mMeHto BeiOepute J[06aBUTH 1MO-
MOIIIHUKA.

8. AHanornyHo 100aBbTE CICAYIOMIUN DIIEMEHT.
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9. Jlns BBOAA TEKCTa BHITIOTHUTE OHO U3 CICTYIOIIUX JICHCTBUM:

— [lenkauTe BHYTpU (DUTYPHI B pUCYHKE SmartArt 1 BBEIUTE TEKCT.

— HlenkauTe [TekcT] B 00J1aCTH TEKCTa, a 3aTEM BBEIUTE HEOOXOIMMBIN TEKCT (puc. 2).

10. Pucynok SmartArt HacTpoiiTe yTeM M3MEHEHHUs pa3MepoB (Guryp, m100aBICHHEM 3aJUBKH,
KOHTypa (uryp, cTuiasi paMOK (KOHTEKCTHbIE MHCTpYMEHTHl Pabora ¢ pucyHkamu SmartArt BKIIaaka
dopmar).

Becawre Tewcr %
= [Tekcrt]

I B [ ]
. = O e e |- | « [Texcr]
'_’M o ke e i — * [Tewct]
T == (|
<En  Wepapxis - )
' o | - -0 - | -
@3 Marprua

OpranmsaunonHan anarpaMmma
£ Mipamuaz CnydT Ans oTobpamkeHns

MEPaPXM4ECKO MHOOPMALUN M

- bl

== -

Puc. 1. Beibop makeTa opraHu3aliMOHHOMN J1a- Puc. 2. O0macts TekcTa

IpaMMBI

OO6pa3zern 3a1aHus:

VYnpasnenue puHaHcaMu GUPMBI

B ynpaBienun (puHAHCOBOW NEATEIBLHOCTh NPEANPHUATHS BAKHYIO POJIb UTPAIOT (PMHAHCOBBIC Me-
HE/DKEPBl. ITO BBICOKOKBATU(UIIMPOBAHHBIC CIICIIUATINCTHI, 00IaJal0ONIie 3HAHUSIMU B o0OjacTu QpuHaH-
COB U OyXTalITepCKOr0 ydeTa, KpeJHuTa M JEHEIKHOro oOpalieHus, IICHOOOpa30BaHusl, HaJIOTOBOTO 3aK0-
HOJIaTeIhCTBA U TEXHUKH 0AHKOBCKOW M OMPIKEBOM JCSITEITLHOCTH.

duHAHCOBOMY MEHE/DKEPY TOJYMHEHBI J1Ba ()YHKIIMOHAIBLHBIX MEHEDKEpPa — KOHTPOJIEp U Ka3Ha-
geil. YeTKoro pasrpaHuueHusi B padoTe KOHTpOJIepa U Ka3Haues: He CYIIECTBYET, UX JOJKHOCTHBIC 005-
3aHHOCTH B PA3HBIX KOMITAHHMSX Pa3JHYalOTCsS B 3aBUCHMMOCTH OT IOJHUTHK, IIPOBOAMMON MM, W TEpPCO-
HaJIbHBIX KAYECTB.

IIpesnnent
(I'naBHBIH yrpaBisromuin)

Bune-npesunent
10 IPOU3BOJICTBY

Bune-npesunent
o (huHaHCAM

Bune-npesunest
110 MAPKETUHTY

Kontponep | | Kaznaueit

3ananue 2. Co3aate oprauarpamMmmy mo oopasiy.
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@DuHAHCOBBIE CITYKOBI IPEATPUATHS

|| CoBeT TUpEeKTOpOB ||

!

IIpe3nnent
(I'maBHBIA ynpaBIIsIONIiA)

v * \ 4

Buue-npe3uneHt Buue-npesunent Buue-npe3uneHt

IO MPOU3BOJICTBY o (huHaHCAM 110 MapKETHUHTY
v v

Kontponep Kasnaueit
MeHnezmkep 10 Hanoram Menemxep o kpeauram
Menemkep 1o yueTy npou3Boji- MeHnexep 110 KOHTPOJIIO U pe-
CTBEHHBIX U3JIEPIKEK TYJIUPOBAHUIO JIEHEKHBIX OIepa-
bEN% 070

Menemkep o KOMITBIOTEPHBIM
pacueram Menempkep 1Mo GHUHAHCOBOMY

TIaHUPOBAHUIO

Menemkep 1o (pMHAHCOBOH OTYET-
HOCTH MeHemxep 1o KanuTalbHbIM

BJIOXKCHHUAM

MeHemkep 1Mo IpUBICYESHHIO
(DPMHAHCOBBIX PECYpCOB

MeHemKep 110 HHBECTUIIHAM

JlaGopatopHas pabora Ne 1
BBonx 1 penakTHpoBaHKe TaHHBIX B TaOIMYHOM Mporieccope MS Excel
Llenb paboThI: HAYYHUTHCS CO3/1aBATh MPOCTEHIMe TaOIUIBI B TabmiuHOM mporieccope MS Excel.
[Topsinok paboTHI.

1. BBeI[I/ITC JAaHHBIC CIICAYIOIICHU Ta6J'II/II_U>I.
A B G
1 | ®amMMAKA BRNAAYMHA CVMMaEmana,SCLLIA Jona ot obwero Bknaga, %
2 Abpamos 10520,28
3 |Muxainoea 5830,56
4 lopenos 25690,39
5
6
7
8

MNetpos 50880,95
AbenaH 19330,41
Jlyrawnk 14520,18
Mraoro:

2. IlogbOepute muprHy CTOIOOB TaK, 9YTOOBI OBUIA BUIHBI BCE HAIITUCH.
3. BcraBbTe HOBBII cTonOer niepes cronbiuom A. B sueliky Al BBeaute TekcT Ne n/n, mpoHyMe-
py#Te stueiiku A2:A7, UCTIONB3Ys aBTO3aTIOJTHEHHUE.
A B

C D

Nom/n DaMHAWA BKNAAYMKE [Cymma Briana, S CLIA [onA oT oBuwero Bknaga, %
1|AGpamoe 10520,28|
2|Muxarnosa 5830,56
3|lopenos 25690,39
4[Netpos 50880,95
5
6

AGenad 19830,41|
JTyKalwmeg 14920,18
WUraoro:

1
2
2
4
5
6
7
8

4. BcraBbTe CTpOKY Aisl Ha3BaHus Tabnuubl. B sueiiky Al BBenuTe HazBaHue TaOauIbl HMHOUBU-
OdyanvHbvle 8K1A0bl KOMMEPYeCKo20 OaHKda.
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A B C D
1 |MHAMBMAyanbHbIE BKAAABI KOMMEPUECKOro BaHKa
2 Ne n/n [®amunua srnapumka |Cymma exknang, $CLUA |Jona ot obwero sknags, %
3 Afpamos 10520,28
Muxarinosa 5830,56)

1
2
3[fopence 25690,39
4[NeTtpoe 50880,95
5
6

AbenaH 19830,41
JTyKaLWKWK 14920,18
9 Wrtaro:

5. CoxpanuTte Tabnuiy moa umenem bawx . XIS.

JlaGopaTtopnas pabora Ne 2
BBox ¢popmyn B Tabiauynom mpoueccope MS Excel

L{enb pabOTHI: HAYYHTHCS CO3aBaTh MpocTeiire GopMyasl B TabimuuHoM mporeccope MS Excel.

[Topsiiox paboTHI.

1. Otkpoiite daiin bawuk.XIs.

2. B siueiiky C9 BBeautTe GopMyITy IUIsl HAXO0XKIESHHUS OOIIEH CyMMBI.

3. B sueiiky D3 BBenute GopMyny uisl HAXOXKIEHHUS JTOJIM OT OOIIEro BKJaja, UCIOJb3ys abco-

JIOTHYIO CCBUIKY Ha stueiiky C9: =C3/$C$9*100.
4. Cxonupyiite nannyro Gopmyny mist rpynn stueexk D4:D8.

D

o <o s

1 |MHAMBMAYaNbHbIE BKN3Ab KOMMEpYeckoro BaHka

2 |Ne n/n |®amunun Brnaguura |Cymma Brnaga, $ CLUA |[lons ot ofuwero eknaga, %
1|ABpamos 10520,28 8,24
2|Muxainosa 5830,56 4,57
3[Topence 25690,39 20,12
4[MeTpos 50880,95 39,85
5
6

w

ABenaH 19830,41 15,53
Ty Ka WK 14920,18 11,69
Hroro: 127672,77|

5. Coxpanute n3MeHeHus B Qaiire.
JlaGopaTtopHnast pabora Ne 3
dopmarupoBanue TadauIl B TabaHuHOM mporeccope MS Excel

Llenb paboThl: HayuyUTHCS NPOCTEHIIMM MpuemMaM (opMaTUpPOBaHUS TaOIUI] B TaOJIMYHOM IIpO-
rieccope MS Excel.

[Topsiiok paGoTHI.

1. Otkpoiite daiin Bank.XIs.

2. lns rpynnsl sueek C3:C9 ycranoBute Pazderumens muicay u paspsaonocms /e yugpwi nocie
3anAmMotu, UCTIOIb3ys KHOIIKHU 5 &,

3. ns rpynmnsl stueex D3:D8 yecranoBute paspsiiHocts Llenoe uucno.

4. Oopemunute gueriku Al:D1.

5. JlobaBbTe BE CTPOKHM TOCIIE Ha3BaHUs TaONMuUIBl. BBeaurte B stueiiky A2 tekct /lama, B si9eiiKy
B2 — ceroansmHioo naty (Hanpumep, 25.10.2003), B sueiiky A3 tekct Bpems, B siueiiky B3 — Tekyiiee
Bpems (Hampumep, 15:08). Beibepute Gopmar gaTel 1 BpeMEHH B COOTBETCTBYIOUINX SYEHKAX IO CBOEMY
KEJaHUIO.

6. lnsa stueex A4:D4 ycranosute [nasuas, Yucno, Bwipasnusanue, Ilepenocumv no cirosam,
[peBapUTEILHO YMEHBIINB pa3Mephl MOJIeH U YBEIMYUB BBICOTY 4-0i CTPOKH.

7. BBITTOTHUTE COPTHPOBKY TI0 BO3PACTAHUIO CYMMBI BKJIA/IA.

A D

B C
1 WMHamengyanbHble BKASAbI KOMMEpUEcKoro Banka
Aara  25.10.03
Bpema 15:03

[CRERENR R

[RIN]

Gamunna | Cymma Brnaaa, [[ona ot obuero

Ne n/n
/ BK3AUMKE SClwA BrAaga, %

Muxainos 5830,56 5
Abpamos 10520,28 38
Jyrawmg 14 920,18 12
AGenAH 19 830,41 16
Fopenoe 25 690,39 20
10 MNeTtpos 50 880,95 40
11 Hmoeo: 127672,77

8. Coxpanute n3MeHeHus B Qaiiie.
JlabopaTtopnast pabota Ne 4
VYnpasneHue mucramu pabodell KHUTH B TabnnaHoM nporieccope MS Excel
[lens paboOTHI: HAYYUTHCS MPOCTEUIIMM MpHUEMaM YIIpaBJICHUS JTUCTaMu paboueil KHUTH B Tal-
argHOM miporieccope MS Excel.
[Topsinox paboTHI.

Wil o e

o || |wm |-
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1. OtkpoiiTe HOBYIO pabOUyIO0 KHHUTY.
2. [lepeumenyiiTe nucThl pabouelt KHUTH: BMecTo Jlucml BBegute Hanoe ¢ npoodasic, BMECTO

Jlucm?2 BBenute Pacuem yen.

3. Yaamure Jlucm3.
4. Ha mucre Hanoe ¢ npooasc BBequte B siueiiku B1 u C1 cootBeTcTBEeHHO TeKCT Haoe ¢ npodadic

u yuciosoe 35auenue 0,05.
5. Ilepelinute Ha nuct Pacuem yen.
6. OpopmuTe TabIHILY, 3aITOTHUTE MYCTHIC TYCHKU.

A B c D E
MeBenp gna opuca
No n/n| HammeHoBaHWe TOBapa Lexa Hanor c npogax| Cymma
1 CTON MMCHbMEHHBIA 5 400,00p.
CTON KOMM BIOTERHBIA 2850,00p.
3 |wwkad 9 800,00p.
cryn 2 800,00p.
Kpecno 3 750,00p.

-

w

RN NIV ST RNR

Wrtoro:

7. BpINOJIHUTE COPTUPOBKY TOBapa MO BO3PACTAHHUIO.
8. Coxpanute 1oKyMeHT o1 uMeHeM Oguc.XIS.
JlaGopartopHnast pabota Ne 5
Oyukiuy B TabmuaHoM mporeccope MS Excel

Llenp pabOThI: HAYYUTHCS TMOJIB30BATHCS MPOCTEUITUMHU (PYHKIHSIMH B TaOIUYHOM MPOLIECCOPE
MS Excel.

[Topsiiok paGoTHI.

1. Jlana nmocaenoBatelbHOCTD yucen: 25, —61, 0, -82, 18, —11, 0, 30, 15, —31, 0, -58, 22.

2. OTKpoiiTe HOBYIO pabouyr0 KHHTY.

3. B siueiiky Al BBeuTE TEKYIIYIO 1aTy, UCIOJIB3Ys MacTep GyHkuuii (kareropust pyakmmu Jama
u 8pems).

4. Yucna BBOJUTE B SIMEHKH TPETHEH CTPOKH.

5. 3anonHute suyeriku L5:1.14 coorBercTBYrommmu popmynamu.

6. OTdopmaTupyiite TabnHIly Mo oOpasiry.

A[(B|C/D|E|F|GH|I]|J[KLM
25.10.2003

25]-61] 0] -82] 18] -11] 0] 30] 15[ -31] o] -58] 22]

0fLiee KONMUECTBO YACEN

KOMMUECTBO NO/OMUTENBHBIX YACEN

KOMMYECTBO OTPHLATENBHbBIX YMCEN

0~ @ W[ w N e

KONMYECTBO Hyneild
MaKMMa/bHOE 3HaYEHUE
10 MUHMMaNbHOE 3HaYeHHe
11 |cpegHee 3HaueHKe
12 |cymma Bcex umcen

w

13 cymma NoAOKHTENDHDIX UMCEN
14 cymma oTpUuaTebHbIX Yucen

7. Jlucm nepeumenyiite B Yucna, ocTalbHbIE JIUCTHI YAATUTE.
8. PesynbTar coxpanute noj umeneM Yucua.xls.
JlaGopatopHas pabota Ne 6
[Toctpoenue auarpamm u rpaduKoB B TabIu4HOM Mporeccope MS Excel

Llenb paboOThI: HAYYUTHCS CTPOUTH MPOCTEHIINE AUArpaMMbl U rpadUKH B TAaOJIMYHOM Ipolieccope
MS Excel.

[Topsiiok paGoTHI.

1. Otkpoiite nokymenT bank.xIs.

2. llepenmenyiite Jlucml B Tabauya, Jlucm?2 B /luacpamma, yaanute OCTaBIIHECS JTUCTHI.

3. Ha mucre /[uaepamma TOCTpONTE KPYroByI JHArpaMMy IO JAHHBIM CTOJIONOB @amuiist
skaaouuxa, /lons obweeo sxiaoa.

4. BeIpexbTe KyCOUKM U3 AUarpammsbl, 1Js 3TOTO:

— BBIACTIUTE 00JIaCTh TUarpaMMbl;

— MICJIKHUTE BHYTPHU JIFOOOTO CEKTOPA;

— yIEepKUBasl HaXXaTo! JIEBYIO KHOIIKY MBIIIH, IEPETALIUTE CEKTOP B CTOPOHY Ha 1 cm.

5. [Mon6epure nmoaxonaaumii pazmep mpudTa MoANnrucer JTaHHBIX, I[BET HIpUdTa YyCTAHOBUTE COOT-
BETCTBEHHO LIBETY Ka)XKJ10I'0 CEKTOpA.




26

6. s Ha3BaHus quarpammel yeranoBute mpudT Courier New, 12 nt, cuHuii 1ser.
7. IlepemecTuTe NETEHIy B IPABBIM HIDKHHUM YTOJl OKHA JUATPaMMBI.

Jons or obmerc BrIaga, %

Ra

W Muxaiinosa
W Abpamoe
W lyrawms

W ABensH

W ropenos

8. CoxpaHuTe U3MEHEHUS B IOKYMEHTE.

9. Otkpoiite fokymeHT Oghuc.XISs.

10. BcTaBbTe HOBBII JTUCT, IEPEUMEHYWUTE €ro B Juaspamma.

11. [lo nanubiM cronboB Haumenosanue mosapa i Cymma MOCTPOUTE TUCTOTPaAMMYy.

12. YkaxkuTe HaJ KaXIbIM CTOJOIIOM YHCIOBBIC 3HAYEHUs, MOJ0OpaB HEOOXOIUMBIN pazMep
mpudTa.

13. Cnenaiite 3aMMBKY paMKH HEBUIUMOM.

14. OcranbHble 2JIEMEHTHI AUArpaMMbl OT(HOPMATUPYHTE IO CBOEMY KEJIAHUIO.

Cymma

12 000,00p. T0790,00p
10000,00p.
£000,00p.
6000,00p
4000,00p. -
2000,00p. -

0,00p. -

5670,00p

3937,50p

15. CoxpaHuTe U3MEHEHHs B JOKYMEHTE.

16. OTkpoiiTe HOBYIO pabOYyIO KHUTY.

17. Moctpoiite rpaduk GyHkuuu Y =Sin X Ha orpeske [-5; 5] ¢ marom 0,5. Hcnonp3yiite TH
nrarpaMmmsl 1oveunas.

A B
x ¥
-5] 0,958924
-4,5] 097753
-4| 0,756802
-3,5] 0,350782
-3 -0,14112
-2,5] -0,59847]
2] -0,9093

-1,5| -0,99743 paduk dpyHKLMM ¥ = sin X
10 -1| -0,84147

11 -0,5| -0,47943
12 0| 0|

13 0,5 0,473426 '_\ ’ /\

14 1] 0,841471]

15 1,5/ 0,997495 \ - \

16 2| 0,909297 ; . . 5 . . .
17 2,5/ 0,598472] % -4 \ 2 2 \4 6
18 3] 014112

19 3,5] -0,35078 \/ \‘
20 4] t

-0,7568
21 4,5/ -0,97753
2 5| -0,95892

18. Coxpanute JOKYMEHT 1o umeHeM I paghux.X|s.
JlaGopaTtopHnas pabota Ne 7
Jlornueckue ¢yHkImu B TabnuaHoM mpoueccope MS Excel
[lens paboThHI: HAYIHUTHCS MOTB30BATHCS MPOCTEHITMMHU JTOTHYECKUMH (QYHKIUSIMH B TaOJIMIHOM
nporneccope MS Excel.
[Topsimox paboTHI.
1. OtkpoiiTe HOBYIO pabOUytO0 KHUTY.
2. 3aroHATEe TAOIUIYy U 0OT(OpPMATHPYHTE €€ 110 00pasIry.

Wi~ 0| E W e
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A B C D E F G
BejOMOCTL BCTYNMTENLHEIX 3KIAMEHOB

MpoxodHol Gaan 13

Damnana MaTemaTika | Pycckmid | MHOCTpaHHbIFR | Cymma |3aumcned
AHTOHOB
Arynosa
bopucos
Bopobbesa
Mpuropbee
Ipuropsesa
CanoMHHKOB

=
El

Wi~ e oW e

BV - N ET S FTER NN P e
b w oo we
wlbw|o|s|w|s
b o|s|w|s|n

10

3. 3anonmHUTE (POPMYIIaMU MYCTHIE SYCHKUA. AOUTYpUEHT 3a4MCIICH B MHCTUTYT, €CIIM cCyMMa 0ai-

JIOB OOJIBbIIIE HJIH paBHA IIPOXOJHOMY 6aJ'IJ'Iy H OLICHKA I10 MaTE€MaTHKE 5 uim 4, B IIPOTUBHOM CJlIy4dac —

HCT.

4. BBIOIHUTE COPTUPOBKY MO YOBIBAHHIO 001N CyMMBI OalJIOB.

5. Coxpanute qOKyMeHT moj umeHeM Cmyodenm.XIs.

6. OTKpoliTe HOBYIO pa00OYyIO0 KHUTY.

7. IlocTpoiite TaONUIy MICTUHHHOCTH JJIs IorHueckoi oneparnuu NJIN.
8. BeimonauTe hopMaTupoBaHUE TAOJIHIIBI.

A B 5 D
TabaMua MCTMHHOCTH onepauuK AW
A B F

1
2
3
4
5
6

=r|e|e
lo|kle

9. CoxpanuTte pe3yabTar moja umenem Jloeuxa. Xls.
JlaGopaTtopHnast pabora Ne 8
Pa6ota co cuckamu B TabauaHoM mporieccope MS Excel. ABromaru3zaiius BBoJa JaHHBIX
Llenb paboThI: HAYIUTHCS MMOJTH30BATHCS ABTO3AIOJIHEHHUEM BBOJIA IAHHBIX B TaOJMYHOM IPOIIEC-

cope MS Excel.

[Topsiiok paboTHLI.
1. OtkpoiiTe HOBYIO pabouyt0 KHUTY.
2. 3anonHuTE TaONIUIly JAaHHBIMH, /U1l HA3BaHUS MECALIEB HCIIONB3YITE A8mo3anonnenue.

A B i D E F G H
Joxopg or npogarku 3a | nonyrogue (8 gonnapax CLUA)
CrateA foxoga| ausape |¢espans| mapt | anpens |  maii MIOHb _|B cpefiHem
KomnbtoTeps! 40000 36000 44000 42350 27500 39800
AyanocucTembl 95780 86982 91653 95780 88440 85700
BuaeocucTemsl 77894 84560| 30080 81200 80150 51400
OprrexHnka 34600] 42567 40870 39845 40500 43800

3. NobaswTe cronber Beezo.

4. 3anoTHUTE MyCThIE STYEHKH.

5. BeInoaHUTE COPTUPOBKY B CTOJNOLE B cpedrem 110 yOBIBAHHUIO.

6. Opopmure Tabnuy.

7. llepenmenyiite Jlucml B Mazazun, Jlucm2 B /Juacpamma, Jlucm3 ynanure.

8. Ckpoiite cromoer H.

9. Ilokaxwure cronder H.

10. To6aBbTE KOJIOHTHUTYJBI (B BEPXHUH MOMECTHTE Bally (aMWINIO U UM, B HWKHHHA — TEKY-

o |n | s wN e

11yro Jaty u Bpems). [locMoTpuTe nosmydeHHsbIl pe3yabTar.

11. [locTpoiiTe KPyroByro AMArpaMMy, MOKa3bIBAIOLIYIO OO KaXKJI0M CTaThbU JOXO0Ja [0 UTOraM

| noJjyroaus. ITomectuTe AuarpaMmy Ha COOTBETCTBYIOILICM JIUCTE.

12. Coxpanute pe3ysbTaThl moJ uMeHeM Maeaszun.XIS.
JlaGopatopHnas pabora Ne 9
Pabora co cririckamu B Tabiu4aHOM mporieccope MS Excel. ®dunbrparus raHHbIX
Llenb paGoOThI: HAYYUTHCS BBITOJIHATH (PUIBTPAIMIO JaHHBIX B TabaunuHOM npoueccope MS Excel.
[Topsinok paGoTHI.
1. OtkpoiiTe HOBYIO pabOUyIO0 KHUTY.
2. 3aroHATE TaOIHUILY.



Cpor
peanuzaunm

Npoayktol | LeHa Kon-so | Cymma Hcter

Mapc 8,50p. 125
CHukepc 8,50p. 240
Mapmenag, 12,30p. 35
Ponpgo 7,60p. 320
TBHKC 7,80p. 450
Mactuna 24,50p. 450
BayHTH 8,50p. 500
10 |Wok 8,00p. 370
11 |3edup 31,20p. 270|
12 |CHukepc 6,25p. 610

3. 3amoIHUTE MyCThIe sUEHKU ¢ yueToM (popMaTta JaHHBIX (Ha HEKOTOPBIE MPOIYKTHI CIIEHUAIBHO
YKaXXUTE MPOCPOUCHHYIO JIaTy pealli3alliH).

4. llepeumenyiite Jlucml B Cknao, Jlucm2 8 Copmuposxa, Jlucm3 B [louck.

5. BeimonauTe opMatupoBaHre TaOIHIIBI IO 00pasIly.

6. Otcoprupyiite 3anucu B nopsake yobBanus Cpoxa peanuzayuu. CKONHpPYHTE pe3yabTaT Ha
muct Copmuposka.

7. OTcopTupyiiTe JaHHBIE TIO ABYM Kitouam: [Ipodykmer (10 Bo3pacTanwio), [[ena (1o yObiBa-
Huto). CronupyiTe pe3ynbTaT Ha Tuct Copmuposka.

8. Haiinute Bce MPOIYKTHI ¢ UCTEKIIUM CPOKOM peann3anuu. CKomupyiTe pe3ynbTaT Ha JHCT
THouck.

9. Haiinute BCe MPOAYKTHI, sl KOTOPBIX 0o0mias cymma He meHbiie 300 py0. u He Gombie 1000
py6. Cxonupyiite pe3ynbraT Ha JUCT [louck.

10) HaiinuTe BCe mpOIyKThI, KOJMYECTBO KOTOPBIX Oosbiie 300, a Cpok peanu3aiMu eiie He uc-
Tek. CkonupyinTe pe3yibTaT Ha JIUCT [louck.

11) llpuaymaiite CBOM KpUTEPHH MOUCKA. 3aMUIIUTE 3TH YCIOBHS U CKONMPYHTE Pe3ysibTaT Mouc-
Ka Ha JucT [louck.

12) Ha Bcex amcTax B BEPXHEM KOJOHTUTYJIC YKQXKHUTE CBOIO (DaMHJIMIO U JIaTy BBINOJHECHUS pa-
0O0ThI, B HUKHEM — Ha3BaHUS JIUCTOB.

13) Coxpanute q0KyMeHT 1o uMeHeM Ckiuao. XIs.

JlaGopaTtopHnast pabora Ne 1
Cpena Opay3sepa Internet Explorer

Llenb paOOTHI: MO3HAKOMUTHLCS ¢ OCHOBHBIMU BO3MOXHOCTAMHU M GyHKIUSMHU Opaysepa Internet
Explorer.

[Topsiiok paGoTHI.

1. Banyctute npunokenue Internet Explorer.

2. B rnaBHOM OkHe Opay3epa OCHOBHYIO 4acTh paboueil 00JacTu COCTaBIseT 001acmb npoCMom-
pa BeO-cTpanunpl. Eciin BeO-cTpaHuIla LIETMKOM HE NMOMEIIAETCsl B OKHE, TO MOKHO MCIIOJIb30BaTh BEp-
TUKaJIbHYIO U TOPU30HTAIBHYIO MOJIOCH IPOKPYTKHU JUISl TIOJHOTO MPOCMOTPA, Kak M B JPYTUX MPUIIOXKe-
Husix Windows. Kpome Toro, MOKHO OTKpPBITH Cpa3y HECKOJBKO OKOH JUIsS MPOCMOTpa BEO-CTPAHUIIBI.
Jl71s1 3TOrO0 BOCHONB3yiTECH KOMaH0 MeHt0 Daiin, Hosoe okHo.

3. PaccMoTpuTe riaBHOE OKHO Opay3epa W M3y4HTe OCHOBHBIC IOJISL: TTOJIE 3ar0JIOBKa OKHA, CTPO-
KY COCTOSIHMSI, CTPOKY ajipeca.

— Ilone 3azon06ka coaep UT Ha3BaHUE 3arPyKEHHOM CTpaHMIIBI.

— Cmpoxa cocmosinus 0TOOpaXxaeT X0/ 3arpy3KH JaHHBIX, TO €CTh COCTOsIHUE paboThl Opaysepa.
HaiiTi 3Ty cTpoKy JIerko — OHa pacIoyiokeHa B HUKHEH yactu okHa. OjHa U3 GyHKIUH CTPOKU COCTOS-
HUSL COCTOMUT B CIEAYIOLIEM: ECIIA IEPEMECTUTH KypPCOP MBIIIM Ha CIIOBO, SIBJISIOLIEECS THIIEPCCHUIKOM, TO
B CTPOKE COCTOSIHHSI OTOOpasuTCs ajpec BeO-cTpaHUIbl WM (aiina, colepskaHue KOTOPOro CBSA3aHO C
9TOW CCBIIKOM. DTO MO3BOJISAET, IPEXK/IE YEM LIENIKaTh HAa ATON THIIEPCCBUIKE, Y3HATh, Ky/la OHA BEJET.

— Cmpoka adpeca COACPKUT TOTHBIA aJipec JOKyMEeHTa, 0ToOpakaeMoro B okHe Opaysepa. Ctpo-
Ka a/ipeca HaXOJUTCs HaJl 00JacThi0 MPOCMOTPA TJIaBHOTO OKHA.

4. TTo3HaKOMBTECH C KHOITKaMH TTaHEeIM HHCTPYMEHTOB OKHa Opaysepa Internet Explorer.

[Tanenb UHCTPYMEHTOB HAXOAMUTCS MOl CTPOKOM MEHIO U BKJIIOYAET YACTO UCIOJIb3yeMble KOMaH-
Il Opaysepa, 4ToObI MPEIOCTaBUThH MOJIH30BATEN0 BO3MOXKHOCTh OBICTPO BBHIOMpPATh KOMaHIblI C MOMO-
1bI0 MBIIIH. KHONKM MaHenu HHCTPYMEHTOB CHA0)KE€HBI TEKCTOBBIMU HAAIHUCSAMH, U3 KOTOPBIX MOHSATHBI

uX QyHKLIHU.

oo W

)
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— Knonika M36pannoe OTKpBIBAET MaHelNb, B KOTOPO 0TOOpaKAIOTCSI COXpaHEHHBIE paHee CChUIKU
Ha BeO-cTpaHuIlsl (3akinaaku). [l{enkHuTe MbIIbIO HA KHOTIKE M30pantoe. B OTKpBIBIIEHCS TTaHETH T10-
3HaKOMBTECh CO CIIHCKOM YK€ CAETaHHbIX 3akianoK. LI[eTKHNTEe MBIIIBIO HA OJHOW M3 CTPOK MaHEIu U
u3yunTe uH(OpMaInio, NOSIBUBLIYIOCS B TJIaBHOM OKHE Opay3epa. Ha apyrue BeO-cTpaHuIlbI iepeiianre,
MCTOJIB3Ys TUIIEPCCHUIKH.

— Kuonika /lobasums B BepxHell yacTu maHenu H30panHoe WCIONB3YeTCS UL CO3JIaHUsl COO-
CTBEHHOM 3aknagku. Caenars 3aKIa Ky — 3HaYUT JaTh Opay3epy KOMaHy 3allOMHHUTb aJpec OTKPBITOH B
Opay3epe BeO-CTpaHHMIIbI.

— Kuonka Hazao ucnonb3yercs s mepexoda K BeO-CTpaHUIaM, MIPOCMOTPEHHBIM panee. Jliis
nepexo/ia IEeJIKHUTE MBIIbI0 Ha KHomke. [IpocMoTpuTe conepikanue BeO-cTpaHHIl B OOPAaTHOM IMOPSJIKE
U Cc/IeTIaiiTe aHanu3 JOCTOMHCTB U HEJIOCTATKOB Takoro «Omyxnanus» mo WWW, HagaBmierocs ¢ HEKoO-
TOPOM HaYaJIbHOW CTPAHMUIIBI.

Jlaboparopuas pabota Ne 2
[Touck nadopmanuu B cetn MHTEpHET

[lenp pabOTHI: HAYYUTHCS MCKATh MHQPOpPMAIMIO B ceTh VHTEpHET MO U3BECTHBIM aapecam, IO
KJIFOUEBBIM CJIOBaM C MOMOIIIO Tiporpammel Internet Explorer.

[Topsiiok paboTHLI.

1. 3amycrure npuioxenue Internet Explorer.

2. HabGepure B cTpoke Adpec aapec Bed-cepBepa BUDIIIT — www.viepp.ru.

B crpoke Adpec mepe HEMOCPEICTBEHHBIM aJPeCcOM CepBepa yKa3aHbl CUMBOJIBI http:/, 0603Ha-
YaFOIIMe MPOTOKOJ, KOTOPBIA NCIOIB3YETCs MPH Mepeade JaHHOW HHPOPMAaLUH.

3. [lepememaiiTe MbIlb U cIeAUTE 32 U3MEHEHHEM H300paxkeHHs ykazarens. Haiiaute rumepc-
CBUIKH M MCITONIB3YHTE UX JUIS MEepexo/ia Ha CIeIyIoNie CTpaHnLbl BeO-cepBepa. M3yunte nadopmaruio,
pa3MenieHHylo Ha BeO-cTpanuiax cepsepa BUDIIII.

4. Beemute B cTpoke Adpec cnenyrommit URL: http://www.nlr.ru/res. 3to snekrpoHHbIe HHPOP-
MaIMoHHbIE pecypchl Poccuiickoil HamoHansHOM OubnnoTexu, Haxosuieiica B Cankt-IlerepOypre.

5. HayunTech coXpaHsSTh TEKCT BEO-CTpaHUIIBI, OTKPBITONW B OKHE Opaysepa. st aToro mucmois-
3yiite komauny @aiin, Coxpanums kax ¥ 3aante ums Qaiina.

6. M3yuast uapopmanuio Ha BeO-cepBepax, JenaiiTe HeoOX0UMbIe 3aKJIaAKH. J{JIs1 3TOro nucnoib-
3yiite komauny M3bpannoe, [{obasums 6 uzbpantoe.

7. B ctpoky Aopec BBenute URL mouckoBoit cucremsr Rambler: www.rambler.ru.

8. Ilone s 3ampoca B 1000 MOUCKOBOW CUCTEME MPECTABISAET COO0M TEKCTOBOE I0JIE€ ¢ KHOII-
koit Hatimu, Hckams, IMouck, GO nim Search. Haiiaure mosie uist BBoJa 3ampoca Ha BeO-CTPaHHIIE TOKC-
KOBO# cucteMbl Rambler, BBequTe 3ampoc, HaApUMEp 91eKMPOHHAS UHPOPMAYUsL, W THEIKHUTE MBIIIBIO
Ha kHoTKe [louck vm Haxxmurte Enter.

9. B npuBeneHHOM IpUMepe KIIOYEBBIM OBLIO HE CIOBO, a (pa3a. Pe3ynbTarhl moucka mnpeacras-
JSIOT cO00M CIHUCOK THIEPCCHIIOK, COMPOBOKAAIONMMXCA KpaTKUM KomMMeHTapueM. [IpocmarpuBaiite
KOMMEHTAapUHU K KaK0M U3 HalJIEHHBIX TUTIEPCCHUIOK U MPUHUMANTE pelieHne, Ha Kakoil 13 HUX CIeayeT
HIEJIKHYTh MBIIIBIO, YTOOBI 00Jiee MOAPOOHO U3YUUTh HH(POPMAIIMIO HA COOTBETCTBYIOIICH BEO-CTpaHUIIE.
Hccnenyiite HeckoabKO Harbosiee MHTEPECHBIX TUIIEPCCHUIOK U MepeinTe K CleAyIoleMy MyHKTY 3aja-
HUSL.

10. Beenute B crpoke Aapec URL mpyroit momckoBoii cuctemsr — SIndex: www.yandex.ru.
sIndex, kak u Rambler, — oqHa U3 KpymHEHIIMX POCCUICKUX OMCKOBBIX CHCTEM. JTO O3HAYaeT, 4To 0a-
3bl KIFOUEBBIX CJIOB JTHUX TOUCKOBBIX CHCTEM COJIEPKaT HauOOIbIEe KOMUYECTBO CCHUIOK Ha BeO-
CTPaHMIIBI, HAXOIAIINECS Ha PYCCKOSI3bIYHBIX BEO-CEpBEpax.

11. Benure kiatodeByro (ppasy srekmponnas ungopmayus B MOJe MOMCKA HA TIABHOM CTpaHMIIE
MOMCKOBOM cuctembl SIndex. CpaBHUTE CIHCKH MpeIaraeMbiX CChIIOK. Cremaiite HEOOXOIuMBIE 3a-
KJIaJKH.

12. TTo3HaKOMBTECH C 3apyOCIKHBIMH TOMCKOBBIMH CHCTEMAaMH:

— http://www.altavista.com;

— http://www.google.com;

— http://www.yahoo.com.



http://www.viepp.ru/
http://www.nlr.ru/res
http://www.rambler.ru/
http://www.yandex.ru/
http://www.altavista.com/
http://www.google.com/
http://www.yahoo.com/
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O6paTI/ITe BHUMAHHC HaA TO, YTO IOJIC AJId 3allyCKa IMOUCKA IO KJIHOYCBBIM CJIIOBAM UMCCT HA3BAHUC
Search (Mckamv) nmun GO (Hauams). HecMoTpst Ha TO, 9TO 3TO 3apyOeKHBIC MOMCKOBBIC CHCTEMBI, HC-
MOJIB3YHTE B KA4eCTBE KIIFOUEBOH MPEKHIOW (hpasy — anekmponnas ungopmayus. llpoananuzupyire pe-
3yJbTAThI IOUCKA.

2.3.6 JlaGopaTopHble padoThI

JlaGopaTtopHnas pabora 1
Tekcroseiii pegakrop MS Word: o0bekTsI TekcTa

I{eas paboOThI: HAYYNUTHCSI OCHOBHBIM TEXHOJIOTHYECKHM OIEPALUsIM CO3JaHUs, PEAAKTUPOBAHUS U

(hopMaTUPOBaHHUS TEKCTOBBIX JIOKYMEHTOB.
3aganue 1. BecraBka cuMBoii0oB. CrieniuaibHbIE CHUMBOJIBI
HaGepute cuMBOIIBI, KOTOPBIX HET HA KJIABHATYPE.
TexHomorus padoThI

1. Co3pnaiite HOBBIN TOKYMEHT.

2. Bemonaute komanny BeraBka, CumBoabl, CumBoJ, JIpyrue cumBoJibl. OTKpPOETCS OKHO
CumsouJ.

3. Ha Brimanke CumBouibl B nojie lllpudt BeiOGepute u3 crnrcka OObIYHBIN TeKCT U HaOepUTe
TPYIIIBI CAMBOJIOB, IIPEACTABICHHBIC HA PUCYHKAX:

B CHMBOJIbI, 0003HAYAIONIUE JCHEKHbIE €AMHULIBI APYTUX TOCYAapCTB C YKa3aHHEM COOTBETCTBY-
IOIUX TOCY/IApPCTB:

$ (amepukanckuii gosap), ¥ (smoHckas ueHa), € (eBpo)

B OKOHOMHWYCCKHC U FOPUANYICCKUC CUMBOJIBI C paCMHQ)pOBKOﬁZ

© (aBTOpCKOE MpaBo), ™ (Toprosas Mapka), ® (0xpaHsIeMbIil 3HAK)

4. Beienute cuMBoI «§» (maparpad) u nienkHuTe Ha KHonke CovyeTaHue KIaBMIIL

5. B mosBuBmemcs okne Hacrpoiika kji1aBHATypbl IPOCMOTPHUTE, YCTAHOBJIEHO JIM JUISL STOTO
CHMBOJIa COYETAHUE KIIABHUIII.

6. B mone HoBoe couyeranue kiaaBuin Beeaute Alt+G. Temeps Bo Bpemsi Habopa TeKCTa MPH
Ha)KaTUH 3TOTO COYEeTaHUs OyJeT MOSBIATHCS CUMBOJI Taparpada.

7. Ha Briaake Cumsouibl B mojie IlIpudr Boibepute n3 cnmcka Symbol u nabepute rpymibi
CHMBOJIOB, TIPE/ICTABIIEHHBIC HA PUCYHKAX:

W 3HaKM omepaluii cpaBHEHUs, 4YaCTO UCHOJIb3yeMble B TEXHUYECKHX U MaTeMaTHYeCKHX TEKCTaXx,
C Ha3BaHUSIMU:

~ (mpubNU3UTENBbHO), € (IPUHAAIEXKHNT), # (HE paBHO), < (MEHbIIE 100 paBHO), > (OosblIe T100
paBHO), o (OECKOHEUHOCTbD)

B 3HAaKH JJOTHYCCKUX onepaunﬁ C Ha3BaHUAMM

— (oTpulanue), v (IM3bIOHKINS), A (KOHBIOHKIINS), —> (MMIUTHKAIUS), <> (SKBUBAIEHTHOCTD )

B CUMBOJIBI I'PEYCCKOTI'0 aﬂ(baBHTa, 4JacCTO UCIIOJIB3YEMbIC B MATCMATUKE U (I)I/I3I/IK6, C Ha3BaHUAMMU.

o (ansda), B (6era), A (mambaa), 1 (Mro), ©t (1n), p (po), T (Tay), € (3ncumnoH), ® (oMera)

8. Ucnonb3oBaB nexoparuBHbie mpudTer Webdings, Wingdings, Wingdings 2, Wingdings 3,
Ha6epHTe I'pyIibl CUMBOJIOB, IPEACTABIICHHBIC HUKC!

(ctpanuna), < (OpraHu3aloOHHas [uarpamMm), = (mpuHTep), [ (manka), /7 (OTKphITas namn-
ka), Y0 (Mpib), & (auckera, coxpanenue), T (kopsuna), 4= 4 8 (cTpenku), <€ (naszan), » (Bmepen),
(KoMIIBIOTED)

9. BcraBbTe B JOKYMCHT CIICHUAJIbHBIC CUMBOJIbI C Ha3BAHUSAMMU C IIOMOIIIBIO KOMaHbI BCTaBKa,
CI/IMBO.]'ILI, C]/IMBO.]'I, I[pyrne CHMMBOJIbI, BKJIagKa Cl'[el.ll/la.]'lbl-lble CHUMBOJIBI.

— (mmHHOE THpE), 9 (ab3ar), ... (MHOroTOUME), ‘(OMMHAPHAS OTKPHIBAIOIIAs KaBbIYKA), ~ (OU-
HapHasi 3aKphIBAIOIIas KaBbIUKa), * (IBOMHAS OTKPBIBAIOIAsl KaBbIUKa), ~ (IBOMHAS 3aKpbIBaroOINas Ka-
BBIUKA)

10. HabGepure codeTaHusi CHMBOJIOB, KOTOPBIE HCIONB3YIOTCS B DJIEKTPOHHOW MEPENMUCKE IS
OTOOpaKEHHSI SMOITHIA:
m J(BoeTouHeE, Ieduc, 3aKphIBarolias Kpyrias ckooka (©);
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B [BOCTOUHE, 3aKpbhIBAIOIIas Kpyrias ckooka (©);

W (BOeTOYHME, Ie(rC, OTKPHIBAIOIIAs Kpyriias ckooka (®).

11. [IpoBeppTe pabOTy BHOBb HAa3HAUEHHBIX COYETAHMM KJIABMILI JUISI BCTAaBKM CHUMBOJa «§» B
TEKCT.

12. Coxpanute TOKyMEHT ¢ IMEHEM BeTaBka cUMBOJIOB.

3amanue 2. PycudunupoBanHbie mpudThI
Omnpenenute, Kakue U3 BCTpOSHHBIX mpudToB WOrd nomaep:kuBaroT pycckuil aindaBur.
Texnonorus paboTsl

1. Co3pnaiite HOBBIN TOKYMEHT.

2. Habepute ¢pa3zy «CKOpOCTh BOCHPHUSTHS OTAEIHHBIX 3HAKOB U TEKCTa B LIEJIOM IpPHU YTCHUU
orpeneNseT yi0004uTaeMoCcTh mpudray.

3. Beimenute dpa3y (TpOHHBIM IIETIKOM).

4. Otkpoiite quanorooe okHo rpynnsl lHlpudr.

5. Beibepute mpudt u nocmorpute B noje Oépasen, Kak BHITISAUT BblaeiaeHHas ¢pasza. Eciu
mpUPT HE TOJACPKUBACT PYCCKHUNA aidaBUT, TO PYCCKHE CHMBOJIBI IPEBPATATCS B HEPACIIO3HABACMbIC
3HaKU.

6. Onpenenure, CKOIBKO MIPH(TOB, YCTAHOBICHHBIX B Cpe/e, MOANEPKUBAIOT PYCCKUI adaBHT.
3anuumnTe OTBET B IOKYMEHTE.

7. CoxpaHuTe TOKyMEHT ¢ UMeHeM PycuduunpoBannbie mpu@rhI.

3ananue 3. Paszmep cumBoma

IToaroToBpTe IIIAKAT C AEBU30M.

Texnonorus paboTsl

1. Co3naiite HOBBIH TOKYMEHT.

2. Ycranosute mpudt Times New Roman.

3. HaGepure Tekct muakara npornucHsiMU OykBamu — «HEPE3 IT K 1Q!».

4. Beinenute HaOpaHHBIM TEKCT U BBeauTe B mosie Pazmep mpudra uncno 720. Kaxnpii cuMBOJ
CTaHET pa3MEPOM BO BCIO CTPAHUILLY.

5. YcranoBure macmtad gqokymenta 10 % u mpocmotpute Bce cTpaHuibl. Eciyu He Bce CUMBOJIBI
[IOMEIAIOTCS HA CTPAHUILY, U3MEHUTE UX Pa3Mep B HY)KHYIO CTOPOHY.

6. Otkpoiite quanorooe okHo rpynnsl LHIpugT 1 ycTaHOBUTE 17151 BBIICIEHHOT'O TEKCTa BUI0M3-
menenne Kouryp (puc. 1).

HIEIPIE| )L T O]

Puc. 1
Jlis co3maHus IU1akata OCTaeTcs TOJIBKO HameuyaTaTh JIMCTBI, BBIPE3aTh CUMBOJIBI 110 KOHTYPY H
YKpENUTh Ha IBETHOM (poHe.
7. Coxpanute 1oKyMeHT ¢ uMeHeM Ilnakar.
3ananue 4. HacTtpoiika napamMeTpoB TeKcTa
Otdopmarupyiite TEKCT, UCIOIB30BaB BO3MOXKHOCTH (POpMaTHPOBAHUS CUMBOJIOB M a03alleB.
TexHonorus paboTsl
1. Otkpoiite daiin Uro Takoe nuHpoOpMaTHKA.
2. BximrounTe pexxuM 0TOOpaKeHHS HETleYaTaeMbIX CHMBOJIOB.
3. Pa30eiiTe MCXOTHBIN TEKCT HA a03allbl, COrIacHO 00pasiy (puc. 2).
4. BeiiennTe Bech TEKCT MEPBOTo ad3alia ¥ YCTAHOBHUTE CIIEAYIOIINE TTapaMeTphI:

HlpudT: Arial

Pasmep: 14 nt

Hauepranue: [lonyxupHbIi
BeipaBauBanue: I1o nentpy
WurepBan: Pa3pexxennsii Ha 1,5 o
Bunonsmenenue: Bce MpONKCHbBIE
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5. BeigenuTe 4eTBepTHIil a03a1] M YCTAHOBUTE JIJISl HETO apaMeTphl:

Pasmep: 12 ot
Hauepranme: Kypcus; miis cinoBa «MHbopmaruka» — [ToayKupHBIA KypcuB
Lser: Cunnit

6. BeinenuTe TepMUHBI KYpPCHBOM COTJIACHO 00pasily.
7. YcraHoBuTe I BceX ab3aieB, KpoMe MEpPBOr0 M YETBEPTOrO, OJUHAKOBBIC OTCTYIBI NIEPBOM
ctpoku — 0,5 cm.

YTO TAKOE NH®POPMATUKA?

Tepmun «ungopmamuxay (ppanm. informatique) mpoucxomur ot dpanmysckux cios information (mapopmartus) u au-
tomatique (aBromMaTHKa) U JOCIOBHO O3HAYAET «MH()OPMAIMOHHAS ABTOMATHKAY.

[Iupoko pacmpoCTpaHeH TAKKe aHIIIOSN3bIYHBIN BAPUAHT STOTO TEPMHUHA — «COMPULEr SCiencey, 4ro o3HayaeT GYKBAIBHO
«KOMIIBIOTEPHAsT HAYKAY.

”ll([)()pﬂfl(llnllk'(l — OMmMoO OCHOB6AHHAA HA UCNOJIb306AHUU K(),llﬂbf()ﬂ’lé’pl-l()l? MEeXHUKU ()HC’L{H/LYU—
Ha, usyuarnowad cmpyknypy u 05uwe ceoticmaeda L[ll(/)()p,1Z(lL{Llll, a makKotce 3aKOHOMepHocmu u
Memoobl ee C()BdaHUH, XPAHEHUA, NOUCKA, /7[)606[)6130661/—[[1}1, nepedaqu U NPUMEHEHUA 6 pA3-
JUYHbBIX c([)epax yenoseueckoll 0esimeibHOCU.

B 1978 rogy MexayHapoaHblii Hay4HbI KOHTpecc O(QHINATBHO 3aKpeNui 3a TOHIATHEM «MH(OpMaTHKa» 00JIacTH, CBSI-
3aHHbIE ¢ pa3paboTKOil, CO3/1aHNEeM, HCIIONIBb30BAHUEM M MaTepPHAIbHO-TEXHUYECKUM O00CIYKMBAaHHEM CHCTEM 0OpPaOOTKH MH-
(dopmanuu, BKIIIOYask KOMIBIOTEPHl U UX IPOIpaMMHOE O0ECIeYEeHHUE, a TakKe OpraHH3alOHHbIe, KOMMEpPUECKHE, aMHHU-
CTPaTHUBHBIE U COLMANBHO-TIOJIMTHYECKUE ACHEKTHI KOMIBIOTEPU3ALMNA — MACCOBOIO BHEAPEHHS KOMMBIOTEPHON TEXHHKH BO
Bce 00J1aCTH JKU3HH JIIOJCH.

Taxum o6pa3om, nHpopMaTHKa Oa3upyeTcsi Ha KOMIBIOTEPHOH TEXHUKE M HEMbICIMMa 0e3 Hee.

Puc. 2
8. YcranoBuTe [Tt 4eTBEPTOro ab3ara:

Ortctyn nepBoii ctpoku: Her
Orctyn cieBa: 1,25 cm
Orctyn cnpasa: 1 cm
WNurepBan nepex: 12 ot
NurepBan nocine: 12 ot

9. C momomkto komanael ['s1aBHast, A63an, I'panuna u 3aiuBka, ['paHuna u 3aJiMBKa yCTaHO-
BUTE TTapaMeTpPhl TPaHUIIBI JJI YETBEPTOro ad3ala:

Pamka: JleBas rpanuna
LBer: Cunnit
Tommuua muaun: 1,5 or

10. YcranoBHTE 3QIMBKY TEKCTa IO CBOEMY YCMOTPEHHIO.

11. YcranoBure Kypcop B JH000M MECTe 3arojoBKa.

12. Bemonnute xomanay I'iiaBuasi, Bydgep oomena, @opmaTt mo odpa3uy. YKkazareiab IpUMET
BUJ] KHCTH.

13. Beigenute mectoi ab3am. TekcT ab3ara MmoryduT TOYHO TaKUE e HACTPOWKH, YTO U 3aroyio-
BOK.

14. CoxpaHute TOKyMEHT.

3ananue 5. ['paHuna u 3ajauBKa
OdopmuTe TEKCT, UCTIONB3YSI HHCTPYMEHTHI TPaHUIIA U 3AJINBKA.
TexHomnorus paboTel
1. Co3naiite HOBBIH TOKYMEHT.
2. HaGepuTe TeKcT:

OOBem naHHBIX, XpaHsAmuxcs B MIHTepHeTe, BIUIOTHYIO npuoau3micsa k otMerke B 500 sk3abaiitoB (500
mipa. ['6). Takue nanHble mpuBoAUT aHanuTuueckas komnanug |IDC, npoBoauBiIas uccienoBaHue 1O
3akazy EMC Corporation. [To mporao3aMm aHaJMTHKOB, Yyepe3 MOJATOpPa rojia KOJINYECTBO JaHHBIX BbIpaC-
TEeT emie B 2 paza. DTO MPUBEIET K POCTY KHOEPIIPECTYITHOCTH.

3. Bkmrounre PEKUM OTO6pa)KCHI/IH HEIIC4aTaCMbIX CUMBOJIOB.
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4. PazbeiiTe TekcT Ha 4 a03ana (M0 KOJIMUYECTBY MPEATIOKEHUN).

5. It kaxkmoro ab3ara (MPUMEHHTh K a03ally) YCTAaHOBUTE paslIMYHBIC MapamMeTpbl TPAHUIIBI U
3aJIMBKHU 110 COOCTBEHHOMY BBIOODY (CILTOLIHAS TPAHUIIA, TPAHUIIBI CBEPXY U CHH3Y, CIIpaBa M CJeBa, pas-
JUYHAs TOJIIWHA, [[BET, TUII JIMHUU U Tp.), UCIOJIb30BaB KoMaH bl MeHI0 I'JiaBHas, AG3an, I'panunst n
3aJIMBKA.

6. BeinenuTe Ha CBO€ yCMOTpPEHHE HECKOJIBKO TEKCTOBBIX (hparMeHTOB (OyKBY, CIIOBO, MPEAJIONKE-
HUE) 1 0POPMUTE TPAHUITLY M 3AJIMBKY TPUMEHUTEIHHO K TEKCTY.

7. Coxpanute T0KyMeHT ¢ uMeHeM O0beM uHdopmamnuu B UHTEpHeTe.

JlaboparopHuas pabota 2
Texcrosrii pegaktop MS Word: 00bekThI TeKCTa

[{enb pa®oOTHI: HAYYUTHCSI OCHOBHBIM TEXHOJOTHYECKHM OTEpaIvsM co3/1aHus GopMyl B TEKCTO-

BBIX JOKyMEHTOB.
3ananue 1. Korcrpykrop dpopmyn
Co3znaiite popmyisl (puc. 1), UCTTOIB30BaB KOHCTPYKTOP (OPMYIL.

dx
T
Z=r+Ss
r=B-x
S=C~F«x-y
A

Puc. 1
TexHonorus padboTsl

1. Co3pnaiite HOBBIN JOKYMEHT.

2. B myctoii cTpoke BeImonHUTE KoMaHay BeraBka, CumBoubl, @opmysna. B nokymenTe mo-
ABUTCS 00beKT MecTo /st opMyJibl, Ha JiIeHTe OTKpoeTcst MeHio Pabora ¢ ¢opmynamm u BKiIajIka
KoHncrpykrop.

3. lna coznmanus nepBoil popmynsl BeiOepute npoctyio apods (CTpykrypsl, dpoods, IIpocras
ApoOb), BBEIUTE B YMCIUTENb M 3HAMEHATEJIb HY)KHbIE CHMBOJbI, 11OCIIE ApoOU HAOEpUTE CHUMBOJIBI
«=—2I».

4. OTkpoiiTe pacKkpbIBarolieecss MEHIO pOpMyJIbl U ycTaHOBHUTE BhipaBHHBaHuUE [lo 1eBomy Kparo.

5. AHaJIOTMYHO COCTaBbTE APYrue (pOPMYIIBI.

6. CoxpaHuTe TOKYMEHT ¢ IMeHeM DOpMYJIbI.

3ananue 2. Co3zganue GopMyIl ¢ IOMOLIbI0 POPMATUPOBAHHS CUMBOJIOB
Coszpaiite popmyiibl (puc. 2), UCTIOIB30BAB HHCTPYMEHTHI (POPMATUPOBAHUS TEKCTA.

N=ax 1 *p<l+ . +ar*pt+ap*p’+as*pl+.. . +an*p™
rae ak -1 — (K — 1)-s uudpa uenoii yactu yncna N, 3alMCaHHOTO B CHCTEME CUHMCIICHHS C OCHOBAaHUEM ;
a_n — N-s1 mudpa apodHON yacTH uucia N, 3aMCaHHOTO B CHCTEME CYHCIICHUs C OCHOBaHUEM P; K — Ko-
JIMYECTBO Pa3psIoB B 1IeN0i yacTh yucaa N; N — KoIu4ecTBo pa3psaoB B qpoOHOH yacTy gucia N.
C yderom 3Tux 00603HaueHui 3anuch ynciaa N B 10001 MO3UIMOHHON CUCTEME CUUCIIEHUS C OCHO-
BaHHEM ) IMEET BT
(ak-1...a1@0,8-1@-2...a-n)p.

Puc. 2
TexHonorus paboTsl

1. Otkpoiite nokymMeHT POpPMYJIbI.

2. B mycToii cTpoke yCTaHOBHTE JIII OCHOBHOTO TE€KCTa pasmep 14, OTCTYIT IS IEPBOM CTPOKU —
0,5 cM U BbIpaBHUBAHHE IO HIMPHHE.

3. HaGepute 4epHOBOI TEKCT GOPMYIIBI CHMBOIAMH, 0¢3 (hOpMaTUPOBAHUS UX (B OJTHY CTPOKY).

4. YcraHoBuTe Ui 3HAKOB (OPMYIBI pa3Mep Ha 2 NT OOJibIIE OCHOBHOTO TEKCTa U KYpPCHBHOE
HayepTaHHE.

5. C ucnonp3oBanueMm kinaBumy Ctrl BblgenuTe Bce CHMBOIBI, KOTOpPBIE B (OpPMYyJe HMEIOT
HAaJICTPOYHOE HauepTaHue, U BeinoaHnTe koManny I'imasuas, llpudgr, Haacrpounsiii 3Hak.

6. AHaJIOrMYHO BBIJEIIUTE BCE CUMBOJIBI, KOTOPbIE B (hOpMysie UMEIOT MOJICTPOUYHOE HauepTaHHe,
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u BoinosiHuTe koManay I'masuas, lllpudgt, IlogcTpounslii 3HaK.

7. Beigenute co3nanayo GopMyiry.

8. Bemonnute komanny BeraBka, CumBoubl, @opmysia. BeigeneHnsiii pparMeHT aBToMaTuyie-
CKU TIpeoOpazoBajicsi BO BHEIPEHHBIN 00bEKT, HO (popMaTupoBaHHE HAICTPOUHBIMH U MOACTPOYHBIMU
WHJICKCAMU TIOTEPSUIOCH.

9. [lonmpassTe GopMyiy, UCIIOIB30BAB HHCTPYMEHTHI KOHCTPYKTOPA.

10. B packpsiBaromeMcss MeHI0 (hopMyIibl BeiOepuTe KoMaHay COXpaHUTh KaK HOBYIO (hOPMY.JTY.

11. B otkpeiBmiemcs nuanoroBoM okHe Beeaute uMs Yuciao B IICC u naxxmute OK.

12. Otkpoiite 6ubmmoteky (kowteknur) Gopmyn (Koncrpykrop, @opmyna) u ydeaurech, 4To
dbopMyIa ¢ TAKUM Ha3BaHUEM MOSABUIIACH B KaTeropuu Oouiue.

13. Becrasbre hopmyny Hueso B IICC u3 KoieKuu B KOHEIl BTOPOro (parMeHTa.

14. Coxpanure n3MeHeHHs B T0KyMeHTe DOpMYy.Ibl.

3ananue 3. Co3panue GpopmMyll ¢ HCIOIb30BaHKeM npuiiokenus Microsoft Equation 3.0

Cospaiite popmyisl (prc. 3) ¢ moMoinkio peaaktopa hopmyn Microsoft Equation 3.0.

p—nSNSpk_p—n

j d); =tgx+C

COS™ X
100

E,=|0 1 0
001

f(x) = {3\/ X2 +1, ecm X < 0,

sin(x —3), ec X >0

Puc. 3
TexHonorus paboTel
1. OtkpoiiTe paHee co31aHHbIN JOKyMEHT DOpPMYJIBI.
2. B mycroil cTpoke ycTaHOBUTE Kypcop M BbinmonHuTe komaHny BeraBka, Teker, O0bexr. [lo-
SIBUTCSI OKHO BBIOOPA IPUIIOKEHUS JIJIS1 BCTABIISIEMOTO OOBEKTa.
3. Beibepute npunoxkenne Microsoft Equation 3.0.
4. C nomolpl0 MHCTPYMEHTOB Ha mnaHenu dopmyJia co3naiite GopMyiibl, MpeICTaBICHHbIE HA

puc. 3.

5. Coxpanute U3MeHEHHs B JOKyMeHTe POpMYJIbI.

JlaGopatopHas pabota 3
TekcroBsiii pegaktTop MS Word: coznanue u pe1akTHpoOBaHKe TaOJTHIT

Llenb paGoOThI: HAYYUTHCS OCHOBHBIM TEXHOJOTHYECKUM OIEpalUsiM CO3JaHUs U PeIaKTHPOBAHUS

TaOJUI] B TEKCTOBBIX JOKYMEHTOB.
3ananue 1. Co3nanue U peakTUpOBaHHUE TaOIHIL

Co3zpaitte Tabmuiy no odpasiy (puc. 1). Jlo6aBbTe B TaOIUIly CTPOKY O CYNEPKOMIBIOTEPE, BbI-
IyCK KOTOpOro Obu1 3arutanupoBad B 2012 rony.
Camble MoLIHbIEe KOMIIBIOTEPBI B Mupe (110 1aHHbIM Ha 2010 rox)

Ha3zBanue : KoauuectBo I[pousBoautenbHocTh | O0beM onepa- Coepa
NMpoLeccopoB (meradronc*) TUBHOM MaMATH | HCHOJIL30BAHUS
(TepadaiiT**)

I BM 116 400 1,026 MogenupoBanue
Road Runner SIICPHBIX B3PHIBOB

*1 neradmonc = 10* onepamuii B cexyny
**] tepabaiir = 2%° Gaitr = 210 rurabaiir
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Puc. 1
TexHomorus padoTh

1. Co3pnaiite HOBBIN TOKYMEHT.

2. ITo obpasmy (puc. 1) moacuuTaiTe, CKOJIBKO CTPOK M CTOJIOIIOB B TaOJIHUIIE.

3. Bemonnute komanny BeraBka, Tadimua, BeraButh Tadauny.

4. B nosBuBIIEMCS QUaIOroBoM OKHe BeraBka Tadauubl 3amoiHute noiad YUmcesao croionos u
YucJI0 CTPOK, YCTAaHOBHUTE MEPEKIIOUaTeNb ABTONOAOOP IHMPHHBI CTOJOLOB B IMOJOXECHHUE MO M-
puHe okHa 1 HaxMuTe KHOIKY OK.

5. 3amonHuTe TAabIMIly JAaHHBIMH COrIacHO oOpasuy (puc. 1), ucrnons3zoaB mpudt Times New
Roman u pa3zmep mpudra 10.

6. IlepeiinuTe B pe:KUM peIaKTUPOBAHUS TaOIUIIbL, BBIOpaB BKIaaAKy Maker.

7. Jlnsa noGaBjieHHs] CTPOKM BHHU3Y TaOJHUIbI YCTAaHOBUTE Kypcop B JIIOOYIO sueiiKy mocienHein
CTPOKH U BBINMONHUTE KoMaH1y MakeT, CTPOKH U €TOJI0UbI, BcTaBUTH CHU3Y.

8. BBenuTe B mOCIEAHIO CTPOKY TaOIUIBI HHPOPMAIUIO O CYIEPKOMITBIOTEPE, BBITYCK KOTOPO-
ro ranuposacs Kk 2012 roay (puc. 2).

HaszBanue Crpana KosnuyectBo HpouszsoaurenbHocts | O0beM onepa- Coepa ucnosnb-
NMpoLeccopoB (Tepadaonc®) THBHOI NaMATH 30BaHMS
(TepadaiiT**)
IBM Sequoia CHIA 1 600 000 20 1600 MopenupoBanue
UCTIBITAHUU s1/iep-
HOTO OpYXKHS

Puc. 2

9. llpunaiite Tabsuie cruiieBoe opopmieHne 1o cBoemy ycmorpeHuio (Koncerpykrop, Ctuiu
TA0JIMIL).

10. Coxpanute 1oKyMeHT ¢ MeHeM CaMble MOIIIHbIE KOMIIBIOTEPHI B MHUPe.

3ananue 2. Co3ganue TabIuIl HA OCHOBE MOATOTOBIEHHBIX TEKCTOBBIX JTOKYMEHTOB
Co3paiite TabnuIly U3 TOATOTOBICHHOTO TEKCTa (puc. 3) U oThopMaTHpYHTE €e.
Texnonorus paboTsl

TekcT cuuTaeTcs MOATrOTOBICHHBIM JIJIsl TIPeoOpa30BaHus B TaOJHIly, €CIIH KaKIas CTpoka Oymy-
e Ta0NuIIbl 3aKaHYMBACTCSI CUMBOJIOM «KOHEI[ ab3aray, a Ui OTAENIEHHUS CTOJIO01I0B APYT OT ApYyra BbI-
OpaH eMHBII CHMBOJI-Pa3IeIUTEIb.

1. Co3naiiTe HOBBIN TOKYMEHT.

2. BximrounTe pexxuM 0TOOpaKeHHS HETleYaTaeMbIX CHMBOJIOB.

3. HaGepure Tekct kak B oOpasie (puc. 3).

-+ Win7 =+  Vista -+  Win2003 - WinXP - W2000 - Linux -+ Mac"
2010-March—-14.7% - 13.7% - 14% - 578% - 03% - 45% - 69%"

2009-December -+ 9.0% - 160% - 14% -+ 616% -+ 06% -+ 435%

- 6.5%

2008December - - - 156% - 17% - T714% - 17% - 338%
- 53%C

2007November -+ - -  63% - 20% - 738% - 351% - 33%
- 3.9%

2006November -+ - - - - 19% - 749% - 8§0% - 33%
- 36%C

2005November -+ - - - = 17% - T710% - 146% - 33%
- 33%C

Puc. 3
4. TloxcuunTaiite, CKOIBbKO ab3areB B TekcTe. CTONBKO CTPOK OYIET CopepKaTh co3aaBacMasi Tabd-
JULA.
5. Jlyis kaxaoro ab3ama onpeseanTe, Ha CKOJIbKO (parMeHTOB OH pa30oUT CMMBOJAMU TaOyISAIHH.
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Cronbko cTonO1oB OyaeT y co3aaBaeMoii TaOIHIIbI.

6. Beimenute TekcT 06€3 BBIACICHUSI MYCThIX a03a1ieB.

7. Bemonnute koMany Beraska, Tabsauna, Ilpeoopa3oBaTs B Tadmny.

8. Ybenutech, 4TO B OTKpbIBIIeMcs auanoroBoMm okHe IIpeodpa3oBath B Tal/MIly B KauecTBe
pazgenuTens yka3aH 3HaK TaOymsamuu. Cpeqa aBTOMAaTHUECKH OMpEAesiia, YTO Tabauia J0JDKHA COaep-
KaTbh BOCEMb CTOJIOIIOB.

9. 3akpoiite okHo, menkHyB Ha kHonke OK. Vo6emutech, uTro Tabnuia co3gaHa MPaBUIHHO

(puc. 4).
CTaTHCTHKA HCI0JIb30BAHNS ONEePAIIMOHHBIX cucTeM B Mupe 3a 2005-2010 rr.

Win7 Vista Win2003 WinXP W2000 Linux Mac

ﬁj);r(():h 14,7% 13,7% 1,4% 57,8% 0,5% 4.5% 6,9%
2009 0, 0, 0, 0, 0, 0 0
December 9.0% 16,0% 1,4% 61,6%  0,6% 4,5% 6,5%
2008 0, 0, 0, 0 0 0
December ) 15,6% 1,7% 71,4% 1,7% 3,8% 5,3%
2007

November - 6,3% 20%  738%  51% 3,3% 3,9%
ZN?)?/imber ) - 19%  749% 80%  35%  3,6%
il%?/imber - 1,7% 710%  146%  3,3% 3,3%

Puc. 4

10. lns1 BEIpaBHUBAHUS BBICOTHI CTPOK TAOJIMIIBI YCTAHOBUTE KYpCOp B JIOOYIO STUCHKY M BBIMOJI-
HuTe KoMaHnny Maker, Pasmep siueiiku, BbIpOBHAATH BBICOTY CTPOK.

11. JInst Bcex cTONOIIOB, KPOME MEPBOT0, YCTAHOBUTE:

m BbIpaBHUBaHUE 110 HeHTpY (Maker, BoipaBHuBaHue, BoIpaBHUBaHHE 110 LEHTPY);

m ojMHaKoBYO mupuny — 1,8 cm (Maker, Pazmep siueiiku, lllnpuna crosdoma Tadauubi).

12. JIns ycTaHOBKM TpaHUIl M 3aJIMBKU Mepeiute Ha BKiIagky KoHeTpykTop.

13. BeimenuTe mepByl0 CTPOKY M BBITOMHUTE KomaHay Ctuim tadauu, 3aauBka. U3 mpemio-
’KEHHBIX 00pa3lloB 3aJIUBKU BbIOepuTe OJMBKOBBI, aKLEHT 3.

14. 3anaiiTe 3aIMBKY OCTaJIbHBIX siY€eK TaOMHIIBI 1IBeTOM OJIMBKOBBIM, akleHT 3, Oojiee CBET-
Tb1i oTTeHOK 60%.

15. /Ing ycraHOBKY TpaHMIl BbIIETUTE BCIO Tabnauiy u B rpynine HapucoBarb rpaHnusbl 3ajaaiite
CIIEAYIONINE TapaMeTphl:

Crupb nepa: Mo yMOJI4aHUI0
Tonmunua nepa: 2,25 nr
[{BeT nepa: ONMBKOBBIN, aKLEHT 3, 6os1ee cBeTIblil 0TTeHOK 40%

16. Bemonaute komanay Konerpykrop, Ctuiu taduaun, I'panunsi, Bee rpanuims!.

17. Coxpanute nokymeHT ¢ uMeHeM CtatucTuka ucnoab3osanusi OC B mupe.

3anmanue 3. [IpeoOpazoBaHre HEMOATOTOBICHHOTO TEKCTA B TAOIHUITY

Co3paiite TabnuIly, B3B 32 OCHOBY HETIOATOTOBIICHHBIN TEKCT.

TexHonorust paboTsl

1. Otkpoiite 1oKyMeHT ¢ UMeHeM J[oMeHbI BepXHero ypoBHs.

2. BximrounTe pexuM 0TOOpaKeHHS HETleYaTaeMbIX CHMBOJIOB.

3. BuumarenbHo u3yunrte TekcT. Onpenenure CUMBOJIBI, KOTOPBIMH OTJENseTCsl HHpopMaius 00
oTnenbHON cTpaHe (Oymymias cTpoka Tabmauilbkl) oT WHGOPMAIIMU BHYTPH CTpaHbl (Oyaymiue CTOJOIHI).
MOXHO 3aMETUTh, YTO CUMBOJIOM-pa3IeIUTEIeM CTPOK SIBISIETCS «;», a CTONOLOB — «:». Cienyer Takxke
OTMETUTB, UTO TOCTIE KaXI0I0 CUMBOJIA «:» CTOUT MPOOE, KaK U MOCciie KAKJO0T0 CUMBOJIA «;». TO BaxK-
HO JJIA HAIIUX JaJdbHEUINX OeUCTBUM.
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4. [l ennHOOOpAa3Ms 3aMEHUTE B TIOCTIEHEN CTPOKE CUMBOII «.» Ha «;» U MOCTaBLTE MOCIE HETO
mpoGer.

5. BeiienuTe TeKCT, KpoMe Ha3BaHUSI TAOIUIBI U ABYX MOCIEIHUX MOSICHUTEIBHBIX CTPOK U BHI-
nojaHute komauay I'imaBuasi, PeraktupoBanmne, 3aMeHUTb.

6. B mone HaiiTu BBeIMTE CUMBOJIBI «;» U podena.

7. YcTaHOBUTE Kypcop B 1ojie 3aMeHUTh Ha, HAXXMHUTE KHONKY BoJibiie u B MeHto kHonku Cne-
HHMAJIBLHBIN BeIOepuTe 3HaK aG3ama.

8. BeimonHute koMaHay 3aMeHMTb BCe U OIpPEAeTIUTe, CKOJIBKO Mpou3BeneHo 3ameH. CTONbKO
CTPOK OyZIeT B TabJuIIe.

9. Ha Bompoc «IIpoomkuTh MOKCK B ocTaBIieics yactu?» orpeTbTe Her.

10. B none HaiiTu yganuTe mpeabiayiiee yCIOBUe MONCKA U YCTAHOBUTE HOBOE — CUMBOJIBI <«:» U
npoberna.

11. B nosie 3aMeHMTH HA YJAIUTE NPEIbIAYIIEE YCIOBUE U BCTABHTE CIICIMAJIbHBINA CUMBOJ 3HAK
TA0yJISA M.

12. BeimosiHuTe KOMaH1y 3aMeHHMTh BCe.

13. Ha Bonpoc «IIpoaomxuTh MOMCK B OCTaBIIekcs yacTu?» oTBeTbTe HeT.

TekcT moAroToBJIEH K MPeoOpa3oBaHUIO B TAOJIHILY.

14. Boigenute TeKCT Oyymiei TabauIbl.

15. Bemmonuute komanny BeraBka, Tabauuna, [Ipeodpa3oBats B Tadiuiy.

16. B otkpsiBmieMcs auanoroBom okHe Ilpeodpa3zoBaTh B Tad/auIy cpena MpeagoKuT BaM KOJH-
YeCTBO CTPOK U CTOJNOLOB Oyaymied Tabauipl o ymoiadanuto. W eciu Bce mpeaplayiue 1eUcTBus ciae-
JaHbl IpaBUIIbHO, To WOrd onpenenut, uto Tabauia J0KHA coepxarh 17 cTpok u 4 crosoiia.

17. B none Pa3neanrenb 10 yMOJIYAHUIO YCTAHOBJIEH CHUMBOJI TaOyJSLIMM, YTO COOTBETCTBYET
HaIIeMy TeKCTY.

18. 3akpoiite okHo, menkHyB Ha kHomke OK. YOemuwrech, uro Tabnwia caeinaHa MPaBUIBHO
(puc. 5).

19. loGaBbTe JIBE CTPOKM CBEpPXY JJIS 3ar0JIOBKOB TaOJNHIBI. JIJIsT 3TOTO BBIJEIHTE JBE IMEPBBIC
CTpOKH Tabnuisl U BeiOepuTe koManay Maket, CTpoku u cT0101b1, BcTaBUTh cBepXxy.

20. TToouepenHo OOBEAMHHUTE SUCHKM ISl BBOJAA 3aroJIOBKOB, MPEABAPUTEIHHO BBIACIUB HX U
BOCITIOJIb30BaBIINCh KOMaHA0i MakeTr, O0bequHUTH, O0beINHUTH AYCHKH.

21. BeeauTe TEKCT 3ar0JIOBKOB.

22. O0beAMHNTE TYEHKH OJHOTO TOJla PErCTpalliK TOMEHA, OCTaBUB I'0Jl IO OJTHOMY pasy.

23. Ocy1iecTBUTE BBIpAaBHUBAHUE B sUCHKaX TAaOIHIBI COTIIACHO 00pasily (puc. 5), BOCIOIB30-
BaBIIIMCh KHOTMIKaMU U3 Tpymibl BolpaBHuBaHue Ha Bkiiagke Maker.

24. CoxpaHHTE TOKyMEHT.

JlaThl cO3JaHNSA HEKOTOPbIX HALIMOHAJIBHBIX JOMEHOB BePXHEro YPOBHA
JlaTa co3nanus
Crpana Ton | Ymcao, mecsan HMoven
CIIIA 24 nrons .Us
BenmukoOpuranus 1985 | 24 wurons Uk
N3pannp 24 okTs0pst Al
ApreHtuHa 1987 | 23 cenTs0ps ar
bpaznnus 1989 | 18 ampens br
Coserckuii Coro3 19 cenTsa0ps .Su
v 1990
Kwuraii 28 HOSOPsT .cn
BonuBus 1991 26 deBpans .bo
KonymOus 24 nexaOps .CO
Anbanus 1992 21 anpens al
Ykpanna 1 nexabps .ua
JlatBus 1993 | 1 urons v
Poccuiickas @enepanus 7 anpenst .u
1994
ApmeHus 26 aBrycra .am
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Yum 1995 | 27 suBaps .cl
Acranucran 1997 | 16 okTs0ps .af
Poccutickas @enepanus | 2009 | 30 okTsa6ps poh*

* — nepsblit tomeH B ucropuu ICANN**, HanucaHHBIM HAa HATMOHAIBHOM S3BIKE
** — MHTepHeT-KOpIopanys Mo yINpaBJIeHUIO JOMEHHbBIMU MMEHaMHU M LU(POBBIMU aJpecaMy B
HNurepnere
Puc. 5
3ananue 4. CopTupoBKa B TabuIIe
BrInonHuTE COPTUPOBKY JaHHBIX, IPEICTABICHHBIX B TAOIMYHOM popme (puc. 6).

Crpana KosnuecrBo
aTak
BRAZIL 123 736
CHINA 12 708 285
EGYPT 3615355
FRANCE 182 975
GERMANY 253 097
INDIA 479 429
INDONESIA 190 607
ISRAEL 118 664
ITALY 121 508
MEXICO 308 399
MOROCCO 230199
SAUDI ARABIA 287 300
SYRIA 134 601
TAIWAN 122 264
THAILAND 204 417
TURKEY 709 499
UNITED KINGDOM 188 908
UNITED STATES 416 437
VIETNAM 346 602
Puc. 6
Texnonozus pabomal

1. OtkpoiiTe ¢aiin ATaku BpeAOHOCHBIX nporpamM. B ¢ailie u Ha puc. 6 npeacraBieHs! JaH-
HBIE 110 CTPAaHaM, Ha JJOJII0 KOTOPBIX MPUXOANUIIOCh 89 % Bcex aTak BpeloHOCHBIX nporpamm B 2009 roxy
(o manubIM «JlaGopaTopun Kacniepckoroy).

2. JloGaBbTe K Tabnuue cronden cieBa. /i 3TOro BbIIENNUTE MEPBBII CTOIOEI U BBIIOJIHUTE KO-
Manay Maker, BeraButsb cieBa. Beeaure 3aronoBok crondua «Mectoy.

3. B nepBsIii cTon0e1] BcTaBbTE aBTOMATHYECKYIO0 HyMEPALHUIO.

4. Boiaenute nepByro CTpoKy B Tabnuie ctuieM CTporui.

5. YcTraHOBHTE KypcOp BHYTPH TaOJIUIIBL.

6. Bemoaaute komanay Maker, /lannbie, CopTHpOBKA.

7. B nmone CHavasa nmo nuanoroBoro okHa CopTupoBKa BbiOepHTe 3arooBok cronbdua «Komu-
YeCTBO aTaKk» M yCTAaHOBUTE Nepekirouarens B mojoxenne Ilo yobiBanuio. Haxxvure OK. IIpocmoTpu-
T€, KaK BBIIIOJHWIACH COPTUPOBKA.

8. JloGaBbTE CTPOKY CHU3Y.

9. BreuTe B HUXKHIOK CTPOKY JlaHHBIE 0 Poccuiickoit deneparyu:

| RUSSIAN FEDERATION | 335656 |

10. 3aHOBO OTCOPTHPYHTE TAOIHUITY TIO YOBIBAHUIO KOJIMYECTBA aTaK.

11. Beienure pamMKoii CTpOKy ¢ 1aHHBIMU 0 Poccuiickoit deneparum.

12. BeienuB Ta0NuIly, YCTAaHOBUTE IIMPHHY CTOJOIOB C IMOMOIIBIO KOMaHIIbI ABTOMOAO0OP MO
COIEPKUMOMY.
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13. CoxpaHute TOKyMEHT.
3aganue 5. Berauciienus B Tadbnuax
Hcnonb30BaB (opMyIibl, pacCuuTaiiTe CyMMapHBIi 00beM BCeX TpapUuecKuX M TEKCTOBBIX (haii-
JIOB JI0 U TOCJIE apXHUBALUH, a TAK)KE OCYIIECTBUTE (hOpMaTHPOBAHHE YHCIOBBIX JTAHHBIX MO JECATHYHON
3ansaToi. MicxoaHble TaHHbBIE I pacyeTa NpeACcTaBIeHbl Ha puc. 7.

I'paduyeckne paitiabl TexkcroBble ¢ailibl
Pazmep (K6aiir) Pasmep (K6aiit)
Nwms | Paciuupenue o ITocne Nmsa | Pacoiupenue o [Tocne
HUcxonuprit Wcxonueii

apXuBaIuu apXuBaIuu
Picl | .gif 1,27 1,39 | Textl | .doc 55 24,6
Pic2 | .gif 9,35 9,27 | Text2 | .doc 85 19,9
Pic3 | .jpg 7,86 7,72 | Text3 | .rtf 28,5 2,67
Pic4 | .jpg 15,4 14,2 | Text4 | .rtf 45,2 2,99
Pic5 | .omp 449 3,8 | Text5 | .txt 80,1 16,9
Pic6 | .bmp 145 59,8 | Text6 | .txt 127 36,8

Hroro Hroro
Puc. 7

TexHonorus padboTsl

1. Co3pnaiite HOBBIN JOKYMEHT.

2. CoznaiiTe Tabyuily Kak Ha puc. 7.

3. [lepen HauamoOM BBIYMCICHUI MBICIEHHO 0003HAYBTE KaXKIIbIM cTONOEI] Tabuuiibl OyKBOM (A,
B, C, ...), a ctpoky — HOMepoM (1, 2, 3, ...).

4. Bocnonbp3oBaBuiuck komanaoii Maker, Jlanubie, @opmyJia, Beenute B ssueiiky C10 ¢popmy-
ay: =SUM(ABOVE) nns pacuera cyMMapHOro oobema rpaduueckux (aiioB 10 apxuBaiuu (MCXOTHBINA
pa3mep). Apryment ABOVE o3Hagaer «cyMMupoBaTh YUCIOBBIC STYCHKHU BBILIE STUEHKH C (HOPMYIIOM».

5. Cxonmpyiite momyueHnyto ¢popmyny B sueiiku D10, H10 u G10. [Tocne xomupoBanus ¢op-
MYJIbI B KQXKJIOH stueiike OyJIeT OQHO U TO e YHUCIIO.

6. YcTaHoBUTE KypCcOp BHYTPH BBIYUCIISIEMOTO ITOJISI M BBITOJIHUTE KoMaHay OOHOBUTH MoJie 13
KOHTEKCTHOTO MEHIO. Pe3ynbTarhl pacueToB 0OHOBSITCS.

7. CneBa OT rOpU30HTAILHOM JMHEWKH HAaWAWTE KHOMKY TaOyJIATOPOB M, ILEIKas 10 HEW MbI-

11610, BeiOepute Tabyssarop Ilo pasneaurenio .

8. Beigenute uncnoBele naHubie cronona C u ycranoBurte BeipaBHuBanue Ilo jieBomy kparo.

9. Ha ropu3oHTanpHON JIMHEHKe B 001aCTH BBIAECICHHOTO CTOJOLA IETYKOM YCTaHOBUTE Taly-
nstop o pasnenurednio.

10. Y6eaureck, yTO 4nciIa BEIPOBHSIUCH MO JECITUYHOM 3aIIsTOM.

11. TloBTOpUTE NEHCTBUS MPEABIYIINX TyHKTOB JIJIsl YUCIOBBIX JaHHBIX cTonomnoB D, G, H.

12. Coxpanute 10KyMeHT ¢ UMeHeM Pa3Meps! (aiiios.

3ananue 6. HanpaBienue TekcTa B Ta0mIe
Coznaiite Tabnuiry mo odpasity (puc. 8), HCTIOIb30BaB MOTOTOBJICHHBIE TEKCTOBbIE JaHHBIC.
CToumMocTh NpOrpaMMHBIX NPOAYKTOB JadopaTopun Kacnepckoro
Iena muuen3un Ha 2010 rog

IMena qunensuun Ha 1 rog

KoandecTBO JUIEH3HUH, IOT.

Ha3nauyenune

50-99
100-149

10-14
15-19
20-24
25-49

IIporpaMmmHubIii
NMPOAYKT

Ilena oaHoili JMLeH3MH, PYO.
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> 0 3amura pabouMx  CTaHOUK U
= S o i ce-
S | £ g|CuapTdONOB B KOPUOPATHBHOI Ce- | gqq ) | ga35 | gop4 | 720,6 | 647,0 | 5811
(% 033 N TH U 3a €€ IIpcaciaMu
(B}
§ 3amura pabouyMx  CTaHOUH U
9D | X S| cmapTdoHoB U (HAIIOBBIX CEPBEPOB
c | 58 1375,0 | 1277,6 | 1187,1 | 1098,9 | 1010,3 | 925,8
= < & | xomnaHuu
@)
. | 3ammTa mOYTOBBIX CEPBEPOB U Cep-
> @ .
£ § | Peponcorvection padoTs! 926,0 | 837,6 | 757,7 | 6853 | 619,9 | 5607
o 3| E
—_ (9p]
g § bezonacusiii noctyn k cetu UnTtep-
2 E HET,  ABTOMATWHACCROe - YAVICHIC | 4990 | 466,9 | 436,8 | 408,7 | 3824 | 357,8
L) BPCAOHOCHBIX ITPpOrpamMm
- > ITpoBepka u 3ammra paboYHUX CTaH-
<= n i i i
g'5| & |wwit Windows s xopuopamusrofi | yop 5 | 4456 | 4012 | 3603 | 3235 | 2905
(%_ (% ) CeTU

Puc. 8
Texnonorus paboTsl

1. Otkpoiite ¢aitn Hena imuensun Ha 2010 rox.

2. Briirounte pexuM 0ToOpakeHUsl HeNe4aTaeMbIX CUMBOJIOB.

3. Beigenute TekcT 0e3 mycThIX ab3areB W mpeodpaszyiTe ero B TabiuIly KomaHaoi BeraBka,
Taoauusl, [Ipeodpa3zoBaTes B Tabuuny. [lepexmtouarens ABTONOAO0P IMPHHBI CTOJI0LOB YCTAHOBUTE
B nosioxkenue Ilo copepxumomy.

4. PactipocTpanute 3arosioBok «llena ogHoil aumeHsun, py0.» Ha coceIHUE CIipaBa STUeku. J{is
3TOr0 OOBEAMHHUTE ITH STYCHKH COTIIACHO 00pa3Iy.

5. PactipoctpanuTe 3aronoBok «Ko-Bo JTUIEH3MI, IIIT.» Ha COCEHHUE CpaBa stueiku. [[ns sToro
00BEIMHUTE ATH STYCHKH COTTACHO 00pasiry.

6. Pactipoctpanute 3arosioBok «Ha3zHaueHue» Ha siueiiku BbIIIE U HUXKE MOAMHUCH, O0BEIUHUB
COOTBETCTBYIOIINE STYEUKHU.

7. VI3MeHMTEe HampaBJieHHWE TEKCTa B siueiikax ¢ KOJUYECTBOM JHUIEH3MH. [l 3Toro, BBIACIUB
SYElKHU, HaxuManTe kHonky HampasiieHune Tekcra B rpynne BelpaBHuBaHue Ha Briajgke Maker 1o
TeX IMOp, TOKa HE BRIOEpUTE HY>KHOE HalpaBlIEHHE.

8. OTroppekTupyiTe mUpHHY cToN0ma «Ha3zHaueHne» coriiacHo 00pasiy C MOMOIIBI0 HAIpaB-
nsromux. KoHTponupoBaTh MMPUHY MOKHO € MOMOIIBIO Tpynnbl Pa3zmep sdeliku Ha Bkiagke Maker.
3HavYeHHE MIUPUHBI T0JHKHO OBITH MPUMEPHO 4,5 CM.

9. lopucyiite cTOnOIBI A Ha3BaHUN NMPOrpaMMHBIX MPOAYKTOB. st 3TOrO mepeiinute Ha
BKiagky Konerpykrop u BeiGepure komanny HapucoBars Tabuaumy. C nmoMoIpio yka3aTelss MBIIIH,
KOTOpPBIM MpHUMET BHJ KapaHJalla, Co3JalTe SYEUCTYI0 CTPYKTYpy coriacHo oOpasimy. s KoppekTu-
POBKH CTPYKTYPBI BOCIIOIB3yiTeCh JIacTUKOM. 3aKOHUNTE pUCOBaHUE, €Ile pa3 BbiOpaB komanay Hapu-
coBaTh TA0IMILY.

10. BeibepuTe HampaBiieHUE TEKCTA IS BHOBb CO3/IaHHBIX STY€EK M BCTABHTE COOTBETCTBYIOIIHIA
TEKCT MOJIUCEMN.

11. Beenute Ha3Banue Tabauiel «llena mumen3un Ha 1 roa». st 3TOro BCTaBbTE MyCTYIO CTPO-
Ky cBepXy. O0beHNUTE HEOOXOJMMbIe TYEHKH U BBEAUTE MOAMUCH. 3a1aiiTe BHICOTY CTpokH 0,5 cM.

12. BeIpoBHSIiTE TaHHBIE BO BCEX sSUeiKax TaOIHUIIBI COrsIacHO oOpasity (puc. 8).

13. JIns Bcex 3arojioBKOB YCTaHOBHTE MOMYKUPHOE HaYepTaHUE.

14. CoxpaHute TOKyMEHT.

JlaGopatopHnas pabora 4
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TekcroBeiii pegakrop MS Word: rpaduueckue 00bEKThI B TEKCTOBOM JOKYMEHTE

Ilenp pa®oThI: HAyYUTHCS OCHOBHBIM TEXHOJIOIMYECKMM OIepanusM padoTbl ¢ rpaduuecKuMHU

00BEKTaMHU B TEKCTOBBIX JJOKYMEHTAX.
3aganue 1. CriocoObl BCTaBKU T'OTOBBIX PUCYHKOB B TEKCTOBBIN JTOKYMEHT

BcraBpTe B JOKYMEHT PHCYHOK M3 (aiiyia, COXpaHEHHOT0 Ha KommbioTepe. Haiiaure pucyHOK B
HuTtepHeTe U BCTaBbTE B JOKyMEHT. BeraBbTe B okyMmeHT kimil u3 kosuiekuuun Microsoft Office. Co-
31aiiTe moI0o0pKy KapTuHOK Ha BeO-y3ne Office Online u BcraBbTe KapTUHKY M3 MOJOOPKU B IOKYMEHT.

TexHonorus paboTel

1. Co3pnaiite HOBBII JOKYMEHT ¢ UMeHEM Cnoco0bl BCTABKH PUCYHKOB.

2. Co3paiiTe moJ1 3aroJIoBKOM Ta0IuIly 2 x 2.

3. lllenkHuTe B IepBOH sUeiiKe TaOIUIBI, 4TOOBI yKa3aTh MECTO BCTaBKH PHUCYHKA.

4. Bemoanute komanay BeraBka, Miumoctpamun, Pucynok. Otkpoercs okHo BeraBka pucyH-
Ka (110 YMOJIYaHUIO MPEJUIAracTcsl BCTaBKa U3 Mankyu Mou pucyHKH).

5. Haiinure Ha cBoeM KOMIIbIOTEpE MAIKy ¢ PUCYHKaMU U BCTaBbTE OJMH U3 HUX B TaOJIUILY.

6. Hactpoiite nonoxenue kaptuuku (Popmar, Ynopsiiouurs, OdTekanue TekcroM, B Tekcre).

7. Hactpoiite pazMep KapTUHKH, €CIIU 3TO TpeOyeTcs, 1 yCTaHOBUTE BblpaBHUBaHUE B siueiike Ilo
LEeHTpY.

8. UtoOb! HailTu pucyHoK B VIHTepHeTe, 3arpy3uTe JI00YI0 IOMCKOBYIO CUCTEMY, HallpuMep «S1H-
TIEKC.

9. 3anaiiTe MOMCK PUCYHKOB I10 KJIIOUEBOMY CJIOBY (HaIllpUMep, «KOMIIBIOTEP»), BbIOEpUTE Ccpe-
HUU paszmep.

10. C noMo11pt0 KOHTEKCTHOTO MEHIO CKOITUPYITE HHTEPECYIONIUI Bac pUCYHOK B Oydep oOMeHa
1 BCTaBbTE €0 BO BTOPYIO SYEHKY TAaOIULIBI.

11. Beinonuute komanny Berapka, Miumoctpanuu, Kaumn.

12. B otkpsiBIeiics obnactu 3agad Koaun (mpaBast 9acTe 9KpaHa) IIENKHUTE HA CCHUIKE Y NOPS-
AOYMTh KJIHUIIBI.

13. B cniucke KOJUICKIUH MOSBUBIIETOCS OKHa OpraHu3aTop KJIMmoB otkpoiite manky Kossiek-
uun Microsoft Office.

14. Boibepute TeMaTuKy KIunos, Hanpumep, Ilpodeccus.

15. BcTaBbTe NOAXOASIIYIO KAPTUHKY B TPETBIO TYEHKY TaOJIUIIBI.

16. 3akpoiite okHO OpraHu3aTop KJIUIMOB, €CII OHO OTKPHITO.

17. B obnactu 3amay Kamn menkaure Ha cepiike Knmunbl Ha Be6-y3ae Office Online. Otkpoer-
csl BeO-pecypc ¢ pucyHKaMmu, ¢poTtorpadusMy, aHUMALUSIMU U TIp.

18. HaiiuTe MOMCKOBYIO CTPOKY.

19. HaiiguTe CriMcOK KaTeropuii N300paeHH.

20. BeiOepure KaTeropuio WiM 3ajaiiTe MOMCK Mo KJIHYEBbIM cioBaM. [IpocMmoTpute momodpaH-
HbIE PUCYHKH.

21. BeiOepute UHTEPECYIOLINI Bac PUCYHOK M IIEIKHUTE Ha HeM. OTKpOETCs OKHO CO CBEICHMS-
MU O PHUCYHKE.

22. lllenkuure Ha kHonke KonupoBate. PucyHok coxpanutcs B 6ydepe oOMeHa.

23. Tlepeiiiute B TEKCTOBBIM JIOKYMEHT M BCTaBbTE PUCYHOK U3 Oydepa oOMeHa B YETBEPTYIO
AYEHKY TaOIHIIbI.

24. CoxpaHHTE TIOKyMEHT.

3ananue 2. Co3gaHue cxeM MpH MOMOIIU BEKTOPHBIX 00BEKTOB C UCMOIB30BAHUEM TOJIOTHA

Co3naiite cxemy U3 BEKTOPHBIX 00BEKTOB COTIIACHO 00pa3iry (puc. 1).

TexHomnorus paboTel

1. Co3naiite HOBBIN TOKYMEHT.

2. Beimonuute komanay BeraBka, Minmoctpauun, @urypsi, HoBoe nosotTHo.

3. IlpopucyiiTe neHTpanbHBIN 00bekT. Mconb3oBaB komanny CpeacTtBa pucoBanusi, @opmar,
BceraButh purypsl, BeIOEpHUTE MIECTHYTOJIBHUK.

4. HaznaubTe Qurype cienyromye CBONCTBa ¢ MOMOIIBI0 KoMaH rpynnsl CTuim ¢puryp:

3anuBka: ['paguenT (kHONKa 3anuBKa QUIypHI)
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Pamka: Cunsist TpexkonTypHas (kHonka KoHTyp Gurypsr)

S
JdocToBepHOCTE
.
1
OO0BeXTHEHOCTE AKTIVaIrHOCTE
.
L) 4
\\ CB' 'ETBa /,
" mMHdC - TaumMm  *
/ N\
\4 ¥
r s 3
Tounocts IMoanoTa
\

|
I
|
A/

TloaezgocTs

Puc. 1
5. Ilpopucyiite purypy CKpyriieHHblii IPIMOYTOJIbHHUK.
6. HaznaubTe eii cnenyronume cBOiCTBa:

3anuBka: Tekcrypa
Pamka: Cunsis IByXKOHTYpHas
Teun

7. Ucnonb3oBaB kiapuiry Ctrl, co3nmaiite nmsaTh KONMUil HACTPOCHHON (UTYpBI U Pa3MECTHUTE HX,

Kak Ha oOpasiie.

8. CoequnanTe ¢ IOMOIIBIO MHCTpYMeHTa CKPYIJIEHHAs JMHHUA CO CTPEJIKOH OOBEKTHI CXEMEI.

Jl1st 3TOro B MeHo (Uryp BbIOEpUTE HYKHBIHM TUII CTPEJIOK, HABEIUTE YKA3aTesb MBIIIU HA CEPEIUHY OJ1-
HOM (DUTYpHI U, HAXKAB KHOIIKY MBIIIH, TPOBEANTE JIMHUIO K IPYroil purype.

9. HpOBepLTC, YTOOBI KaXxaasa COCAMHUTCIIbHASA JIMHUS «IIPUKIICUIACH» K O6I>CKTy. I[JIH 3TOI'O BbI-

JACINTEC JIMHUIO U y6eL[I/ITeCI), YTO KOHIBI OTMCUYCHBLI KpaCHBIMH MapKEpaMu. HpI/I HGO6XOL[I/IMOCTI/I 3axBa-
TUTEC KOHCH U ITPUCOCANHUTE €I'0 K CCPEANHC (bHprBI.

10. Boienute ¢ momoinipio kiasumu Shift Bce coenHuTeIbHBIC JIMHUK U JIJISL BCEH TPYIIIBI ycTa-

HOBHUTC CJIICAYIOIINC CBOMCTBA:

Tonmuna: 1,5 ot
LIBeT: kpacHbI
Tum: tpux

MHU.

11. [lepenBuraiite 0OBEKTHI CXEMBI, CBEPAACH C 00pa3LIOM U Cles 32 COEAMHUTEIbHBIMU JINHU -

12. Ucnonb3oBaB koMaHTy 100aBUTH TEKCT KOHTEKCTHOTO MEHIO, BHECUTE HAJIITUCH B (PUTYPHI.
13. To6aBbre 00bekT WOrdArt B ieHTp KOMITO3HUIIHH.
14. Crpynnupyiite 00bEKThI CXEMBI.
15. BeigenuTe noiay4yuBIeecs H300pakeHNE U BHIPEKBTE €0 U3 MOJIO0THA.
16. Beimenute u yaanute mosoTHo (kinasuina Delete).
17. BcraBbTe BBIpEe3aHHBI PUCYHOK B TEKCTOBBIM IOKYMEHT.
18. Coxpanute T0KyMeHT ¢ uMeHeM CBolicTBa nHpopmanum.
3ananue 3. PUCYHOK U3 Pa3HOTHUITHBIX IpaUuecKuX 0ObEKTOB
Co3zmaiite pexiiaMHOe 00BSIBJICHUE COTIACHO o0pa3iy (puc. 2), cocrosiiee u3 rpadhudeckux 00b-

CKTOB Pa3HbIX THUIIOB.

TexHonorust paboTsl
1. Co3pnaiiTe HOBBIN JOKYMEHT.
2. BcraBbTe KU ¢ H300paKEHUEM KOMITHIOTEPA.
3. Beigenute pucynok. O0paTtute BHUMaHHE Ha TO, KAKUMH MapKepaMH OTMEUEHBI €r0 TPaHUIIbL.
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Oupma OpaKyit Oprasusyet
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4. YcraHOBHTE ISl BBIJEIICHHOTO PUCYHKa (popMy (CKpYTJIEHHBIH NPSIMOYTOJIBHUK) M TPAHHUILY
(ToNIIMHA U IBET), UCHOJb3yd KOMaHsl Popma pucyHka u I'pannna pucynka rpynnsl Padora ¢ pu-
cynkamu, ®opmar, CTHIN PUCYHKOB.

5. BcraBbte HOBOE nonoTHO (BeraBka, Miumoctpanuu, @urypsi, HoBoe mosioTHo). YBenuuste
pa3Mep IOJIOTHA Ha BECh JUCT. B nanbHeeM npu co3AaHUN OTAENbHBIX 3JIEMEHTOB U300pakeHus cie-
JUTe, 4TOOBI BCe (PUIyphl pacrosarajluch BHYTPHU IOJIO0THA, MHAYE HE OIYYUTCS TPYHIIHMPOBKA.

6. BeIpexxbTe pUCYHOK M BCTaBbTE €ro B 1MoyioTHO. OOpaTtuTe BHUMaHKUE HA TO, YTO MapKephl rpa-
HUI] TENIEpb UMEIOT PYToil BUJI, TaK KaK U3MEHHJICS TUIl 00BEKTa — PUCYHOK IIpeBpatuics B purypy. Te-
nepb JUIsl 3TOro U300paskeHus yKe HETOCTYITHO MEHIO CTHIIM PUCYHKOB.

7. Vicionb3oBaB komaHay CpencrBa pucoanusi, ®opmat, BeraButs purypsi, OcHoBHbIE (u-
rypsl, Hapucyiite pom6. [lonOepure aiia Hero noaxozsmyto Tekctypy (CTuiam ¢uryp, 3aauska, Tek-
cTypa).

8. Tak kak pomMO TMOSBUIICS B MOJIOTHE TMOCTIE KJIHMIA, IEPEMECTUTE ero Ha 3aHHH TUIaH (3a pHucy-
HOK).

9. lllenkHuTe BHYTPH MOJOTHA W J0OABbTE XYIOXKECTBEHHBIH TeKCT B Bujae oObekta WOrdArt
(BeraBka, Teker, WordArt). HactpoiiTe MeCTOMOIOKEHNE HAMMUCH U €€ pa3Mep.

10. JTo6aBbTE el1ie OIMH XYI0KECTBECHHBIHN TeKCT B BHIe 00bekTa WOrdArt.

11. To6aBbTe k KoMmo3uuuu crpenky: BeraBka, Wmwocrpanun, ®urypsl, Beidepure Guryp-
HYIO CTpENKY U npopucyite ee. OTKkpoercs BkiIaaka ®opMaTt ¢ HHCTpYMEHTaMH HACTPOUKH CTPEIIKH.

12. Hacrpoiite 00beM Gurypsi (rpymmna Ofbem).

13. C nomomsio kiaasumu Ctrl co3maiite 1Be KOMMH CTPEIKH.

14. BcrabTe Tpu 00bekTa Hagmuces (BeraBka, Teker, Hagnuch, HapucoBaTs Haanuch).

15. Benure TeKCT B HaJIMKCH.

16. Ycranosure i Hagnuceit 3pdext Tenu (Popmat, I¢eKTh TeHH).

17. 3aneiiTe 00BEKTHI, BEIOpAB AJI1 HUX pa3HbIE TUIIBI TPAJUEHTOB (JIEBBIH, MPaBblii BEpXHUM yToJI,
OT IICHTA).

18. Pacmionoxute HaIHCH TIOJ] CTPEITKAMH.

19. C nomomsto nactpymenta Haanuen co3gaiite 010K 1711 HOMEPOB Teae(pOHOB, BBEAUTE TEKCT.

20. 3menute popmy Osoka (Popmat, Ctuiam Haanuceii, U3smennts Gpurypy).

21. 3anaiite 3a1MBKY (DUTYpBI B BUJE PUCYHKA, TO10EpUTE LIBET TEKCTA.

22. Beigenure Bce Tpadudeckie 00ObEeKTHI, BXOSIINAE B COCTAB U300paXKeHUS.
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23. Crpynnupyiite Bce rpaduyeckue 0ObEKThl ¢ MOMOIIbI0 KomaHasl CpeacTBa pucOBaHNS,
Yunopsaaouurs, ' pynnupoBars.
24. Coxpanure 10KyMeHT ¢ umeneM Ilpuriamenmue.
3ananue 4. Co3aanne uepapxuueckor CXeMbl C TOMOIIIBbI0 HHCTpyMeHTa SmartArt
Co3paiite cxemy ¢ IOMOIIIBIO MHCTpyMeHTa SmartArt corimacHo oopasity (puc. 3).

Cnocobbl 3anncK anropuTMoB

BepbanbHbii CMMBONBHbLIN lpaduyeckui

ANropuTME] 0N HCoIBa TR

ANTropHTMEl ONHCHIB3DTOA C -
€ NOMOWDbID> Habopa

nomMowWbic Habopa
CAMEONOEB

AropMTMEl ONHCHEIHDTCR
Ha3 4EN0EE“E CHIM RIbIKE

rp2die CHI
HIohpameHHA

Puc. 3
TexHomnorust paboTbl

1. Co3naiite HOBBIH TOKYMEHT.

2. Bemonnute koManay BeraBka, Mmocrpanun, SmartArt.

3. B nosBuBmemcs okae Boioop pucynka SmartArt seioepute rpymnmy CBsi3b u Tun cBsizu Ta6-
Ju4Has uepapxus, Haxmure OK. J{ns HacTpoiiku napaMeTpoB pUCYHKa IPU €ro BbIACICHUN B BEpXHEH
CTpOKe OKHa nosBisiercsi MeHio Pagora ¢ pucynkamu SmartArt.

4. ITosiBuBIIasicst popMa HE COBCEM COOTBETCTBYET 00pas3ily, Ha BTOPOM YPOBHE HE XBaTaeT OJIoKa.
Bbinenure mepBbiii 070K BTOpPOTO YpPOBHSI M BBHINONHUTE KoMmaHAy Pabora ¢ pucynkamm SmartArt,
Koncrpykrop, lod6aButs ¢purypy, lodasurts purypy nocJe.

5. Ynanure BTOpO#i OJIOK HA TPETHEM YPOBHE, 3aT€M BBIICIHUTE BTOPOIl OJOK Ha BTOPOM YPOBHE U
J00aBbTE K HEMY (QUTypy HUXKE.

6. lllenkauTe B oOmactu GOpMBI, MpeTHa3HAYEHHON Ui BBOAA TEKCTa M PACIIONIOKEHHOW ClIeBa
OT TPaHMLIbI CXEMBI. 3aMOJHUTE (HOPMY TEKCTOM.

7. B moarpynmne Ctusam SmartArt BeioepuTe IBETOBYIO TaMMYy.

8. Boinenue ¢ momoipto knauim Shift rpymnmer 610k0B, HacTpoiiTe MIPUDT U HAYESPTAHUE TEKCTA
OJI0KOB.

9. Coxpanute TOKyMeHT ¢ MeHeM Cnoco0bl 3aNicH AJITOPUTMA.

3ananue 5. Co3manue paauaibHOW CXEMBI C TIOMOIIIBIO HHCTpyMeHTa SmartArt
Co3naiite cxeMy coriacHo oopasiy (puc. 4).

*BYHEENEHD NEPEE0ANTCA
Hak "TEEpAbIE W3aenMA"
Hardware *TEXHUYECHHE
(anMnapaTHelg) CpeacTES
KOMMBKTERE

*BYKEBNEHO NEPEEOAMTCR
Kak 'MArkMe uzaenus”

* COBOKYMHOCTE
nporpamm,
oBecneqnBEarowmy
paboTy HoMMeoTEpE

*EyHEBNEHO NEPEECANTCR

KEH "MHTENNEKTYENEHEIE
W

. WMz oenua

Brainware

*PazpaboTHa anropuTMoE

HHIYHEHWE METOL0E W

MPHUEMOE MX NOCTROEHKA

Puc. 4
TexHomorus paboThI
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1. Co3paiite HOBBIN JOKYMEHT.

2. BemmonauTe komanay BeraBka, Moumoctpanuu, SmartArt.

3. Beibepute Tin nuarpammsl CBsi3b U noaTun Paguanbublii cnucok. Ilpu BeiOope moaTHmna BbI
MOJIYYMTE B MPAaBOM YaCTH OKHA MOJIHYIO CIPaBKy O ero ucrnosb3oBanuu. Haxmure OK.

4. 3anoJIHUTE PJIEMEHTBI CXEMbI TEKCTOM.

5. BcraBbTe moaxosuiuil pUCYHOK B TJIaBHBIM 0OBEKT, IIETKHYB Ha 3HAUKE B LIEHTPE.

6. Coxpanute TOKyMEHT ¢ IMeHeM PaguajibHasi cxema.

3amanne 6. O6paboTKa KOMHIA SKpaHa

Cospaiite TabnuIly, HOSCHSIONIYIO padoTy ¢ rpaduueckumu oobektamu B Word 2007 (puc. 5) u

coJieprKaIlyto (pparMeHThbl KOMUiA SKpaHa MOHUTOPA.
BcraBka konuu dKpana

O0beKT Bkaagka ®opmar
Pncy_ ik Hpkocte :ﬁ: — — — __'P('D-:lprla PHCYHEE ™ ﬂ 4 Ha nepegHuit nnax I=~-
;{((;II:IH ( KoHTpacTHOCTE ™ 23 -‘ -‘ .‘ - ErpaHnua PUCYHEE ™ - J_, Ha zagHwi nnaH : :
% Mepekpacnte = '*“I_g T & 3dhderTrl ANA pUcyHEa T nljnljf::H”: E OBTekaHne Tekemom = Sk~
M3meHWUTE CTHAN PUCYHKOE (] ¥Nopago4nTE
PP | EN IO 0 e - (@) (@] (= [z
ALLDD G- BEE =z )
b% ~, { } ‘jﬁ = ___} _ __"}J- :Tiir.;rtl CEFEH .rn-:up.qﬂ-:uumb PEE:IE[‘J
BCTaguTh uryphl CTHAK duryp (]
WordAr

A

v o . 22| (w] (@] (&) [
: s N R Tl

WMzmeHwTe MHTEpEAN e 3 derTel | OEbem | ¥nopagounte Pazmep
TEKCT - - T JL' TEHW ™ - - -

Teker CTunm Wordart

Puc. 5
TexHonorus padboTsl

1. Co3paiiTe HOBBIM JOKYMEHT. Y CTAHOBUTE OPUEHTAIUIO JIHUCTA — AJILOOMHAS.

2. B mepBoli cTpoke BBeIUTE Ha3BaHUe «BcTaBka KOMH SKpaHay.

3. BcraBbTe Tabnumy 2 x 4.

4. 3anoyiHUTE TaOJIUILy TEKCTOBOM MH(pOpMaIueil 1o oOpasiry.

5. Bemmonnute komanny BeraBka, Uniocrpanun, PucyHok.

6. B cB0OOAHYIO 001aCTh JTUCTA BCTABBTE JTFOOOW PUCYHOK M3 (haiina.

7. BeiienuTe pUCYHOK U OTKpoiiTe BKiIaaky ®opmat MeHio PadoTa ¢ pucynkamm.

8. Cnenaiite Komuio dKpaHa, HakaB KiaaBuiry Print Screen — komust OymeT coxpaneHa B 0ydepe
oOMeHa.

9. BcraBbTe KOIMHUIO 3KpaHa B SYCHKY TaOIHIBI (CM. pHcC. 5).

10. Beiiennte BCTaBICHHYIO KOIMUIO SKpaHa.

11. O6pexbre Pparment (Popmat, Pazmep, O0pe3ka), ocTaBUB TOJIbKO MHCTPYMEHTHI BKIIAIKU
®opmar.

12. Y nanute oOpe3anHyo yacth n3o0paxenus (Popmat, U3mennts, CikaTHe PUCYHKOB).

13. YtoOb!I BKIIaJKa TTIOMECTHIIACH B CTPOKY TaOJUIIGI, TTOJAOCPUTE HYKHYIO IAPHUHY C TTOMOIIBIO
komanbl Hlupuna.

14. Boinonnute kxomany Berapka, Miunoctpauuu, ®@urypsl.

15. Hapucyiite B cB0OOIHOI 06nacTu jHcTa 1000 BEKTOPHBINH OOBEKT, YTOOBI MOJKIIOUMINCH
MHCTpYMEHTHI MeHI0 CpeicTBa pHCOBAHMS.

16. BcraBbTe B Ta0nMIly KOIUIO JIEHTHI ¢ BKJIaakold Mopmat MeHio CpeacTBa pUCOBAHHS.

17. Bemonaute komauay BeraBka, Texer, WordArt.

18. BctaBbTe B TabaMily KOMHIO JIEHTHI ¢ M3MEHMBIICHcs Bkiaakoid dopmat MeHio PabGora c
oobextamu WordArt.

19. Y anure Bce 0OBEKTHI 32 TIpeieaMy TaOJIUIIbI.

20. Coxpanure 1oKyMeHT ¢ uMeHeM Konuu 3kpana.

o+
]

Pazme
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3ananue 7. JlonmonHuTtenbHbie rpadudeckue Bosmoxknoctr Word 2007
Co3znaiite rpadiYeCcKyIO0 U TEKCTOBYIO MOJTOKKY.
TexHonorus padboTsl

1. HaiinuTte B MOMCKOBOW CUCTEME PUCYHOK C BOJOIAIOM B LIEHTPE U COXPAaHUTE €ro B CBOCH Marl-
Ke.

2. Otkpoiite ¢daiin Kak magaioTt Boabl B Jlogope.

3. YcranoBure anb0OMHYI0 opueHTanuto crpanuisl (Pazmerka crpanuubi, Ilapamerpsnl cTpa-
HUIbI, OpHeHTAIHS).

4. Ycranosure BblpaBHUBaHKE TekcTa Ilo meHTpy.

5. Otkpoiite auanoroBoe okHo IledaTHasi MOAJI0KKA, BBHIIOJIHUB KOMaHAy Pa3Merka cTpaHu-
ubl, ®oH crpanunsl, Iloanoxka, HactpauBaemasi moasioxka.

6. BriGepuTe moyI0’KKy B BHJIE PUCYHKA.

7. C momoipio KHONIKKA BbIOpaTh ykaxuTe paHee nmogo0paHHbIi PHCYHOK.

8. YcranoBute macmtad 200 %, caumure diaaxoxk OdecuBetuts 1 HaxxmuTe OK.

9. IlogOepute HBET TEKCTA, YTOOBI OH KOHTPACTHO CMOTpENCs Ha (POHE PUCYHKA.

10. CoxpaHuTte TOKYMEHT.

11. Otkpoiite paiin Knaccupukanusi KOMnbHOTEpPOB.

12. Otkpoiite auanoroBoe okHO IleyaTHasi moaJIOKKA M 3ajaiiTe mapaMeTpbl Kak Ha puc. 6.

[lenkuuTe no kHonke OK.

() Bes noanmekm
O PHCYHOR

@ Terwct

Ak PYCCKHA P

TEKCT! PasAaToHHEIR MaTepran W
WpKchT: Arial LY

pazmMep: AETO [t

WEET! - NoNyNPospaYHER

pacnonoweHHe: (%) 0o AMaroHand () FOPMSOHTANLHD

Iﬂpnmeﬂmb ‘ I O ‘ I OTMEHA

Puc. 6
13. YToOBI IPOCMOTPETH, KaK MOJJIOKKA OyJIeT 0TOOpakaThes IMOCIE BBIBOJA HA TeYaTh, MEpei-
JMTE B peXHUM TpocMoTpa nokymenta (kHorka Office, [leuars, IlpenBapuTenbHblii MPocMOTP).
14. 3akpoiiTe OKHO PEIBAPUTEIHLHOTO MTPOCMOTPA.
15. CoxpaHuTe 1OKYMEHT.

JlaGopatopHas paboTa 5
TekcroBsiii pegakTop MS Word: crpykTypa TEKCTOBOTO JTOKYMEHTa
Ilenb paGoOThI: HAYYUTHCS OCHOBHBIM TE€XHOJIOTUYECKUM ONEPAIUsM HACTPAaUBAHUs CTPYKTYPHI U
aBTOMAaTU3allM1 00paOOTKU TEKCTOBBIX IOKYMEHTOB.
3ananue 1. MHOTOKOJIOHOYHBIN TEKCT
Odopmute hparMeHTHI JOKYMEHTA B BUJI€ MHOTOKOJIOHOYHOTO TEKCTA.
TexHomnorus paboTel
1. OtkpoiiTe TOKyMEeHT Y cTpoiicTBa BBOAA M BbIBOJA HH(OPMALMH.
2. 3ajaiiTe mapaMeTpbl CTPAHULIBI:

Bun ctpanutibr: OObIYHBIHM
[Tons: Bepxnee — 1,5 cM, Huxnee — 2 cm, JleBoe — 2 cm, [IpaBoe — 1 cm

3. Beigenute ¢parmenT Tekcra «KimaBuarypay» 6e3 3aroioBka (TEKCT BbIICICH CHHUM I[BETOM).

4. YcTaHOBHTE JIJIS1 BBIIEJIEHHOTO TEKCTA JIBYXKOJIOHOYHOE (popMaTHpOBaHUE.

5. Haiinute HemeuaTaemMble CHMBOJIBI «pa3phiB pa3fesiay mnepel ABYXKOJIOHOUYHBIM TEKCTOM U TO-
CJI€ HErO.
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6. Ilepen ¢parmentom Tekcta «CeHCOpHBIE YCTpOMCTBa BBOZa» M Mocje (parMeHTa TeKcTa
«YcTpoiicTBa CKaHUPOBAHMS (TEKCT BBIIETIEH 3€JIEHBIM 1IBETOM) BCTABbTE HEMEYaTaeMblil CUMBOJI «pa3-
PBIB pa3/iena» ¢ HOBOM CTpaHUIIbL.

7. YcraHOBUTE JUIsl 9TOTO pa3jelia cleyollye napaMeTpbl CTPaHULIbI:

OpuenTanus: Anb00MHas
[Tonst: BepxHee — 2 cM, HIKHEE — 1 M, JeBoe — 2 cMm, npaBoe — 1,5 cMm. Takue 3HaueHHs 3a]1aHbI C
Y4eTOM TOT0, YTO IMPHU OPOIITIOPOBKE BCE CTPAHUIIBI OYAYT CIOKESHBI OJJUHAKOBO

8. Pa30eliTe TeKCT Ha TPU KOJIOHKH.

9.Ilo ctpoke COCTOSIHMSI ONpEAENUTE, CKOJIbKO Pa3lesioB Terepb MUMEET HWCXOIHBIA TOKYMEHT.
Haiinure Heneuaraemble CUMBOJIBI «Pa3pbiB pa3aeiiay.

10. 3anumuTe B Hayajie TEKCTa, CKOJIbKO Pa3/IesioB MMEET BECh JOKYMEHT mociie (GopMaTrupoBa-
HUSL.

11. OTkpsbIB 1OJIE BEPXHETO KOJIOHTUTYJIA Ha NEPBOW CTpaHUIle, BbIMOIHUTE kKoMaHay Ilapamer-
pbl U ycraHoBuTe (prakku Pa3Hble KOJOHTHTYJIBI AJI8 YeTHBIX U HeUeTHbIX cTpaHul U Ocolblii Ko-
JIOHTHUTYJI JIJIsl IEPBOi CTPAHMIbI (3TH HACTPOUKU BCTYIST B CHITY JUIS BCEX KOJIOHTHTYJIOB BCErO J10-
KyMEHTA).

12. B BepxHeM KOJIOHTUTYJIE HA MIEPBOM CTPAHUIIE MO LIEHTPY 3aMUIINTE CBOIO (haMUITHIO.

13. OnycTutecs Ha BTOPOU JIUCT U B BEPXHEM KOJIOHTUTYJIE IO JIEBOMY Kpalo 3aIHUIIUTE UMSI.

14. Onyctutech Ha TPETUN JTUCT M B BEPXHEM KOJIOHTHUTYJIE IO MPABOMY Kparo 3alMIIUTE OTYe-
CTBO.

15. Boinonuute komanay Padora ¢ kosonturynamu, Konerpykrop, 3akpbITh 0KHO KOJIOHTH-
TyJI0B. [IpocMOTpHUTE JTOKYMEHT U YOEIUTECH, YTO MPABUIILHO BHINOIHWIN HACTPOIKY.

16. CoxpaHuTe JOKYMEHT.

3ananue 2. BctaBka HOMEPOB CTpaHUI]
VYcTaHOBUTE aBTOMAaTUYECKYIO HYMEpAaLUIO CTPAHUL B TOKYMEHTE.
TexHonorus padboTsl

1. OtkpoiiTe noKyMeHT Y cTpoiicTBa BBoAA HHGpOpMAaLUM.

2. YCTaHOBUTE KypCcOp Ha TEPBOHM CTpaHMIIC M BHIOTHUTE KoMaHay BeraBka, KosoOHTHTYIIBI,
Homep crpannusbl, Bau3y crpanunsi, IIpocroit Homep 3.

3. OnycTruTech Ha BTOPOHM JIUCT M B HIDKHEM KOJIOHTHTYJIE BHIMOIHUTE KOMaH1y KoJOHTHTYJIBI,
Homep crpanunubl, Buu3y crpanunsl, IIpocroii Homep 3.

4. OnycTutech Ha TPETUM JIMCT U B HM)KHEM KOJIOHTHUTYJIE BBINOIHUTE KOMaHAY KoaoHTHTY/IBI,
Homep crpannubl, Buu3y crpanunsl, IIpocroii Homep 3.

5. 3aKpoiiTe OKHO KOJIOHTUTYJIOB.

6. IIpocmotpuTte nokymeHT. Homepa cTpaHull pacnonaratoTcst B 0071acTH KOJIOHTUTYIIA.

7. OTKJII0YUTE PACCTAaHOBKY HOMEPOB CTPAHUI] Ha CTPaHMIIE C aTbOOMHON OpUEHTalMeH, ISl 4ero
aKTUBU3UPYHTE 007aCTh KOJOHTUTYJOB. B HI)KHEM KOJIOHTUTYJIE YETHBIX M HEYETHBIX CTPAHUI] B pa3jie-
Je ¢ albOOMHON OpUEHTAIled U B CIEAYIOLIEM 3a HUM pasfiesie JOKyMEHTa OTKiIouuTe pexxuM Kak B
NpeabIIyIIeM pa3jesie U 3aKpOiTe OKHO KOJIOHTUTYJIOB.

8. B obmacTu HIKHETO KOJIOHTHTYJIAa YETHBIX M HEUETHBIX CTPAHUIl B MATOM paszzene (¢ aap0om-
HOW OpHEHTaIMel TeKCTa) BBIACIUTE U yJaIUTe M0JIe HOMepa CTPAHUIIBL.

9. 3akpoiiTe OKHO KOJIOHTHTYJIOB U TIPOCMOTPHUTE JOKYMEHT.

3ananue 3. Co3aaHue CrucKa CTUJIeH ISl 1€J0BbIX TOKYMEHTOB

[ToAroTOBRTE CIMCOK CTHJICH IS JIETIOBOM MEPENHCKA U COXPAHUTE €ro B MabIoHe JOKyMEHTa
JUI JAJIIbHENUIIETO MCIIOIb30BaHMsL.

TexHonorust paboTsl

1. Co3pnaiite HOBBIN JOKYMEHT.

2. Bemonaute komanay IiaBuasi, Ctmiam, Jxcmpecc-ctuiau. [locMoTpuTte, Kak 3amucaHbI
Ha3BaHMsI CTUJIEH.

3. Hatigure ctie O0bIuHbBIi. [TocMOTpHUTE €T0 OnucaHue.

4. Haiinute ctunu 3aronoBok 1, 3aronoBok 2, 3aronoBok 3 u mpocMotpute ux omnucanue. O0-
paTuTe BHUMaHUE Ha TO, YTO OHU OCHOBaHbI Ha cTUjie OOBIYHBIN.
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5. Hactpoiite ctunp OOBIYHBIN I UCIIOIb30BaHMs B JIEIOBBIX TOKyMEHTax. i 3Toro oTkpoi-
T€ MEHIO CTHJIS U BBINOJHUTE KoMaHLy U3MeHuTh. 3aiaiiTe peKOMEHIyeMble JUIsl I€JI0BbIX JOKYMEHTOB
I1apaMeTphl:

HIpudT: Times New Roman
Pazmep: 14 nt
Mexnyctpounslii uaTepBai: [lomyTopHbIi

YcTaHoBUTE NepeKiIovareb B HOBBIX JOKYMEHTAX, HCIOJIb3YIOIIUX 3TOT WAOJI0H, YTOOBI IPU
CO3/IaHUH HOBOT'O JOKYMEHTA BCETJa UCI0JIb30BaTh 3TOT CTUJIb.

6. OOpatuTe BHHUMaHHWE Ha TO, 4YTO TOCIE TEpeHACTPONKH CTUIA OOBIYHBIA H3MEHWINCH
HAaCTPOMKHM MHOTMX JPYrUX CTHJIEH, IOTOMY YTO OHU OCHOBaHbl Ha cTWie OObIYHBIM, T. €. aBTOMaTHye-
CKHU UCHOJIB3YIOT €r0 HACTPOUKH.

7. Hactpoiite cTiiib 3arosioBok 1 115 uMcriosnb30BaHUs B JETOBBIX JOKyMeHTax. s 3toro or-
KpOITe MEHIO CTHJISI U BBIMOJIHUTE KOMaHAy M3MeHuTh. Y cTaHOBUTE, HAIPUMED, TaKKe MapaMeTphl:

[Ipudrt: Arial

Pasmep: 16 ot

Otctyn nepBoii ctpoku: Her

Hauepranue: IonyxupHsii
Mexnayctpounblii uHTepBai: IlomyTopHbIit
LBet: ABTO

YcTaHoBuTe nepekiodareas B HOBBIX J0KYMEHTAX, HCNOJAb3YIOIIUX ITOT 1A0GJI0H, YTOObI HC-
MOJIb30BaTh ATOT CTUJIb TIPHU CO3/IaHUHM HOBOTO JOKyMEHTA.
8. Hactpoiite ctuib 3arosioBok 2. YcTaHOBHUTE, HAPUMED, TAKKE ApaMeTphI:

Ipudr: Arial

Pasmep: 14 ot

Ortctyn nepBoii ctpoku: Her

Hauepranue: Kypcus

Mexnayctpounbiii uHTepBai: IlomyTopHbIi
LBet: ABTO

YcraHoBuTe nepexiitoyareib B HOBBIX JOKYMEHTaX, HCIOJIb3YIOIIHUX 3TOT MAGJI0H, YTOOBI HC-
M0JIb30BATh ATOT CTHJIb IPU CO3JaHUH HOBOT'O JIOKyMEHTA.

9. smenure ctuib Belaesienue, BEIOpaB HauepTaHUE MONYKUPHBIM KypcHB. Y CTaHOBUTE Tepe-
KJItouaTellb B HOBBIX JOKYMeHTaX, HCHOJIB3YIOIIHUX 3TOT MA0JI0H, YTOObI HCIIOJIb30BATh 3TOT CTUJIb
IIPU CO3JJaHUH HOBOT'O IOKYMEHTA.

10. HactpotiTe crircok skcrpecc-ctuiei. Bxmrounte B crimcok cTiii O0bIuHbIi, 3aronoBok 1,
3aros0Bok 2, 3arosioBok 3, MapkupoBaHHblii cniucok, HymepoBanublii cnincok, Boineaenne. ¥Ynaa-
JIUTE U3 CIIHCKA BCE APYTUE CTHIIH.

11. Hanummre B nokymente ¢pasy «3ananue 6. Hactpoiika cnivcka cTuiieil A 1€lI0BBIX J0KY-
MEHTOB» U COXpaHHTE ero ¢ uMeHeM JlesoBble cTuim. 3akpoiite cpeay Word.

12. Buoss 3anyctute Word.

13. B okHEe HOBOTO aBTOMATHUYECKU CO3JaHHOTO JIOKYMEHTa OTKPOWTE CIUCOK DKCIIPECC-CTHIICH.
VYbenurech, 4TO B HEM MPHUCYTCTBYIOT TOJIBKO UYTO 3a/laHHbIe BaMU CTHIIM. CTHIIN TOJDKHBI UMETh 3a/laH-
HbI€ HACTPONKU (POPMATUPOBAHHUS.

3ananue 4. Co3aHue CCbUIKU B TEKCTOBOM JIOKYMEHTE
BrImonHuTE BCTaBKY CCHUIKHM B TEKCTE JOKYMEHTA.
TexHomnorus paboTel

1. OTkpoiiTe TOKyMEHT ¢ UMEHEM Y CTPOHCTBA BBOJA M BbIBO/Aa HH()OPMALINH.

2. J1nst cnoBa «MOHUTOPY (CTIOBO BBIAECNEHO KPACHBIM I[BETOM) CO3alTE CHOCKY.

3. Ycra"oBuTe Kypcop B KOHIE ciioBa «MOHHUTOP» M BhIMOMHUTE KoMaHTy Ccebliku, CHOCKH,
BcraBUTB CHOCKY.

4. CHocka, MapKkupoBaHHas UQpoii 1, Oyaer BcTaBiaeHa B TEKCT U MOSIBUTCS B KOHLIE CTPAHUIIBL.

5. Ilepemectute Kypcop B KOHEIl CTPAaHHUIIbl, YCTAHOBUTE €ro mnocie mudpsl | 1 BBEAUTE TEKCT
«OIHUM U3 JTUJIEPOB TI0 MIPOU3BOCTBY MOHUTOPOB siBisiercst kommanust Koninklijke Philips N.V.».
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6. IlogBenuTe ykaszarenb MbIIU K mudpe 1 B Tekcre. TeKCT CHOCKH MOSBUTHCS BO BCILIBIBAIOIIEM
OKHE.

7. YcraHOBUTE Kypcop B KOHIIE (hpa3bl, BBIACICHHON KPACHBIM IIBETOM.

8. AHaJIOTUYHBIM 00pa30M BCTaBbTE KOHIIEBYIO CHOCKY KoMaH10i Ccbliiku, CHocku, BeTtaBuTh
KOHIEBYIO CHOCKY.

9. CHocka, MapKkupoBaHHast OyKBOH 1, OyzeT BCTaBiI€HA B TEKCT U MOSBUTCS B KOHIIE JOKYMEHTA.

10. IlepemectuTe Kypcop B KOHEL[ IOKyMEHTa, YCTAaHOBHUTE €ro I0CJIe CUMBOJIA 1 U BBEAUTE TEKCT
«3aboTsch 0 370poBbe Bamux ria3, komnanus Philips co3nana naHoBanmonnslit auciuien LightFrame c
YHUKAJIbHON paMKOH, KOTOpas M3JIydyaeT CBETOBBIE BOJIHBI XOJIOJHOIO Tojy0oro mpera 0coOOH UIMHBI,
KOTOPBI€ YMEHBIIAIOT YCTAJIOCTD IV1a3 U YJIYYIIAI0T KOHUEHTPALUIO JUIsl COXPAaHEHUS XOPOIIETr0 CaMO4yB-
CTBUS».

11. JIBOMHBIM HIEITYKOM Ha CUMBOJIE 1 MepenIuTe K MapKepy CHOCKHU B TEKCTE.

12. JIBOIHBIM IIETYKOM Ha MapKepe CHOCKH B TEKCTE MEepPEHInTe K TEKCTY CHOCKH B KOHIIE JIOKY-
MEHTA.

13. Ilpu noGaBiieHUH B JOKYMEHTE APYIHX CHOCOK, MX HOMEpa OyayT ONpeAesIThCcs aBTOMaTHie-
CKH.

14. Coxpanure u3MeHEHUs B IOKYMEHTE Y CTpPoiicTBa BBOJAA M BbIBOJA HH(MOPMALMH.

3ananue 5. Co3aHue OriaaBiIeHUs] TEKCTOBOTO IOKYMEHTa

BoinonHuTe HyMepaluio 3aroJoBKOB C IIOMOIIBIO BIOKEHHBIX clIMCKOB. Co3aiiTe 1o 3arojoBKam

OIJIAaBJICHUE.
TexHonorus paboTel

1. OTkpoiiTe TOKYMEHT ¢ UMEHEM Y CTPOHCTBa BBOJA M BbIBOAa HH(OPMaLIUH.

2. Packpoiite ciMcok cTuiel U HaliauTe cTuib 3arooBok 1. OTkpoiiTe OKHO U3MEHEHUS CTUJISL.

3. B menro kaonku @opmar Beioepute nyHKT LIpudT 1 ycTaHOBUTE ClIeayIONTNE TAPAMETPHI:

HlpudT: Arial
Pasmep: 14 ot
Hauepranue: [TonyxupHblii

4. Haxxmure kaonky OK.

5. B men1o kHonku @opmart BeiOepUTe MYHKT AG3al U yCTaHOBUTE OTCTYTI cieBa 0 cm.

6. Haxxmure knonky OK.

7. B mento kHonku @opmar BeiOepute nyHKT Hymepaunms. [losBurcsa okHo Cnimckm.

8. Ilepeiinute Ha BKiIaaky Hymepanus 1 BeIOEpUTE OAMH U3 IpeAaraeMbIX BUJIOB CIIHCKA.

9. llenkauTe Ha KHOMKEe OmpeneanTs HOBBIH (popmaTt HOoMepa. OTKPOETCS OKHO TapaMeTPOB
HYMEpPOBAHHOTO CIIUCKA. 3aJaliTe CIEAYIOLINE HACTPOUKH:

Hymepauus: Pumckas
B none ®opmar Homepa BBeauTe ciioBo «I1aBa» ¢ mpoOenom cieBa OT HoMepa

10. Haxxmute kHonky OK.
11. AHaJOTUYHO W3MEHUTE CTHJIH 3ar0JI0BOK 2. YCTaHOBHTE IS HETO CJICTYIOIINE TapaMeTphI:

Bupn cnicka: HymepoBaHHBIi

Hywmepanus: Apabcekast

B none ®opmar Homepa cieBa OT HOMEpa HAMUIIUTE CI0BO «Temay
Orctym a63ama: 1,5 cm

BeicTyn nepBoii cTpoku: 2 cM

12. BeizenuTe 3arojioBKH IJ1aB, UCIOJIb30BaB Kiapuiny Ctrl.

13. YcranoBuTe IS BEIAEIEHHOTO TEKCTA CTHIIL 3arojioBok 1.

14. BeizenuTe 3arojioBKU TeM, HCIOJb30BaB kiiaBuiry Ctrl.

15. YcranoBuTe JUIst BEIAEIEHHOTO TEKCTA CTHIIL 3aroi0BOK 2.

16. B koHIle TOKyMEHTa B MyCTOW CTPOKE YCTAHOBHUTE KYpCOp M BBINOJHUTE KOoMaHay CChUIKH,
OraasJiienue, OrnaBienne, ABrocodoupaemoe orJasienue 1 (puc. 1).

17. Y6enureck, 4TO CTpaHUIIBI B OTJIABIICHUU yYKa3aHbI BEPHO.

18. CoxpaHuTe N3MEHEHHS B IOKYMEHTE.
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OrnaeneHue
Imasal. Enaccrdegaipa yoTpoHcTE BB O A MEG 0pLIaipm A
Imagall EUSEMATHRA .
Imaga Il I ABIBITTYTEATIORIBT - ... oooceite et st e s s oo cece £ se s e es £ s e o a2 eE oo e hece s et £ s e o s eEeeene e cene et et s es e
Temal. ITBIIITE ..ot e o R
Teraa 2. Tpexbom i Tarmraz
Tera 3. TIHOFCTHE .o
ImasalIV. CeHCOPHEIE YCTR OHCTEL FEO AR . .
Temad. CREICOIEIBIEL SECEAET.....o.ocete et e ees et a et s b1t bbbttt
Tema 5. B BTOBDE TIEEIDuuu o ieeeee s eeeets ettt e eas bbb et reb a1 b £ bbb 1t b e e b oL ek b d Lottt ettt
Teraat. [padierie CEROT INTAKTING T BT JHTHTAIR EF . .
I'maga V. VOTROFCTE A CRABEIDOEAEIEIT .......oieivieteesceeeesss et st b st ettt ot s b e bttt b s bbbt
Tema 7. EDECEEIRED covoiee ettt ettt et eb s R R R 1R R LR bbbt 5
Teraa 3. W CTPOHCTEA P aCTIOSHABAFEIT CRIVIBOTTOE ....o..o oottt ieiere e eoesesas s sesese s eseoene e ceseseee s sese s s eseeece s enese e ceses e e s e ene e cecen ]
I'maga VI VOTPOMCTE A P ACTIOTHAEAEELT JIETIEL .....coovittitceessreeeeet e ecees et sttt et s e bbbt b e e b bbbt
I'masa VII. Fnaccrdesama yoTpoHeTE BRECAA . .
Imava VIIL UTETEITENEIB. ..ottt ece e s st e eo et eneseses s e S e eE e e hece S et Se e e se e e s
Teraa . OV BTITAA 3 A AR TERIEITTEIE 1.ovoooovoeessieeeseesconeeeess s oeesese st eesesneasansseees s eeesae s eesesee s Eaneneet £ neeses £ eeeeaee s b e s ee et ceeees s ee e ae s bane et enee
Tenta 10. Pazperrarongan crocofHOCTE SEpasa ... .
Temall. Paceromme Me Ay TOURANGT HA 5K aHe .. B
Tena 12, T ZMATOHAT SEREHA. ... R
Teraa 13. CROPOCTE OBBIOBITEEEIT ... ettt ettt oo 9
Tena 14, B e OTEIRIES IIIETETIA . ......oouevieieeeeess et eea et st ss st e s st bbbttt bttt 9
Teraa 15 BB BT . .ot ettt eee e st ce e e e et et 9
Imaga X [THMETEpEI .o .10
Tenta 16. CIEIIaR xapaKTEpHOTHES .10
Tema 17, T ATPEIIEIEIE TIPEIEITETIRT ...cvoviveeeessceeeees et bttt bbbt bbbt ettt 1
Tema 15 COTEIWEEIBTE TTEEIETTERIBT ... ..ououoieee oo cecea s eceseeas s ecees oo cene et seseeas £ osoe2eoe oo cece e heseseee £ s o eE e eeece et ceseseesscere e ee e neceeencen 11
Teraa 19. IazepHEIe IPMETEREL ...
Tena 20.
I'maga X, TITIOTTEEIBL. ..ottt ettt b bbb be ettt 12
Imaga XL W CTPOFCTEA 3EVEOBOTO BBIBD FA . .ooo\ooeiuiuouitiie s oeoesece st eoesenee s sesaeos s s eoeoe s eoeseeecoseseee L seeo s s eese st cose s e s cee e s e eeece e ceneeences 13

Puc. 1

JlaGopaTtopHnas pabora 6

Tabnuunsiii penakrop MS Excel: nadopmanmonnbsie 00beKTh TAOIMYHOTO TOKYMEHTA U JICHCTBHS C HUM

[{enb paGoTHI: OCBOUTH TEXHOJIOTHIO BBOJA (hOPMYII, 03HAKOMUTHCS C TUIAMH CCBHIJIOK Ha SYEHKU
Y IPUHLIMIIAMHU UX UCIOJIb30BaHUS IIPU pacueTax.

3ananue 1. Pacuer cpoka peanusanuu NpoyKra
Paccunraiite cpok peannsanuu IpoyKTOB.
TexHonorus paboTel

1. Otkpoiite nporpammy Microsoft Excel.

2. IlepenmenyiiTe HOBBIN JHcT Ha CPOK peajM3aluu.

3. Co3pmaiite TabiuIy Kak Ha puc. 1.

A B C D E F G
Aata Cpok XpaHeHua, Cpor
No n/n HaumeHoBaHWE NPOAYKTOR MOCTABWMKKA NPOAYKTOR MeCTOHaX0MAEHWE NOCTABIMKOR
W3rOTOBNEHHA oyT. peanusaumu
2 1 Monoko KybBaHckan GypeHka 2,5% OAQ "BuMM-BuAnb-faHn" P®, r. MockBa, [IMMTPOBCKOE Wocce, 4. 108 180
P®, r. BopoHe:s, yA. 45-i CTpenkoBoi

2 Kedup BrycHoTeeso 1,5% AQ "Monsect" P ¥ P 14

3 Awnensnu, 4. 259
" N P®, Mockosckan 0b., KpacHOropckuii p-H,

3 CmeTaHa MpocToksawwHo 15% AQ "[aHoH PoccHa 10

4 26 kM asTopoporu "Bantua", cTp. 4
" .. |P®, Boarorpaackan 0., 1. Bossckuid, ya.

4 Teopor BomxaHouka 9% AO "MoncolpromMBHHAT-BoMHCKK A 10
5 HKapna Mapkca, 4. 75
6 5 Macno cimeouHoe Bpect-/iuTosck 82,5% |OAQ "CasywWwkvH npogykt" PE, . Bpecr, ya. Ainkn Kynanol, a. 118 120
- 6 Cnvekw Jomuk B gepesHu 10% OAOQ "Bumm-Branb-OaHH" P®, r. Mockea, IMUTpOBCKOE Wwocce, 4. 108 120

Q00 "Toproepiid Jom-TATAropckKiA | CTaBpONOAbCKUIA KPa, 1. MATUIOpCK, yA.

7 PameHka MonouHbli pogHuk 2,5% p_ a P P P Py 14
8 MOMOYHBIA KOMBUHAT" Epmonosa, 4. 38
9 8 CHemok Hopoexa M3 HopeHoBkK Q00 "Nnaep-Mockea" P®, r. Mockea, yA. MpueosbHan, 4. 25 14

. . " " P®, r. CaHkT-NeTepbypr, 1-H AMHWUA 18-A

9 Cobip Poccuidckmin 50% 000 "Banvo 70

10 B.O., A. 29, nuTepa A
- P®, Benropogckan obn., r. Anekceeska, yi.

10 WMorypT Cnoboga 2% Q00 "3ra" poa ¥ 35

11 @pyH3e, n.2

Puc. 1
4. 3anomHuUTe cTONOEI] A TIOCIIeIOBATEIbHBIMI HOMEPAMH, HCITOJIb30BaB aBTO3aIOJHEHHUE.
5. I3meHnTE MIMPUHY CTOJIONOB U YAOOHOTO BOCHPHUATHS JaHHBIX. JIJI1 3TOro meperammre ¢
MOMOIIIBIO MBIIIH MTPABYIO TPAHUILY CTOJIOIA 10 HY)KHOW HIMPHHBI.
6. ITogOepuTe BHICOTY CTPOKH 3aroJIOBKa 0 00pasily, epeTacKuBast HUKHIOIO TPAHUILY CTPOKH.
7. BeigenuTe 3arojioBKH CTOJIOIIOB M BBIMOJIHUTE KoMaHy I'1aBHasi, BoipaBuuBanmue, Ilepenoc
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TEKCTa. Y CTAaHOBUTE TOPU30HTAIBHOE U BEPTUKAIBHOE BHIPABHUBAHHE 3ar0JIOBKOB — IO LIEHTPY.

8. 3anomHute crosber E mo cBoeMy yCMOTpPEHHUIO.

9. st ctonbuos E u G ycranoBute opmat siueek ara ¢ momomsio komanas! I'iiapnas, Ync-
J10, BEIOpaB B noJie YucaoBoii popmat komauay JAimHHbIi popMaT a1aThl.

10. B cronbue G paccumTaiite cpok peanuzanuu npoaykra. s sueiiku G2 gopmyna BRITISAAT
tak: = E2 + F2. PacipocTpanuTte ee Ha npyrue ssueiiku cTos011a, UCIoIb30BaB aBTO3AMOIHECHHE.

11. CoxpaHuTe BBIIOJIHEHHOE 3a/1aHUE.

3ananue 2. Pacuer 3aTpaT Ha KOMaHAUPOBKU

[To maHHBIM, IPEICTABICHHBIM B Ta0OHIIe (pHC. 2), pacCUUTANTE:

— CYMMY BBIILJIAT Ha KOMaHAUPOBKY, OIPEEIIIeMYI0 OyXranTepuei;

— (pakTHUECKHUE 3aTPaThl HA KOMAHIHPOBKY;

— CYMMY BO3MEILIEHHUS 32 KOMaHIUPOBOUHBIE PACXO/IbI;

— CyMMapHbI€ BBIYEThI U3 MPUOBLIHN MPEINPUATHS 32 CUET IIepepacxoaa CPeaCTB.

Cymma CcpencTB, BbIIaBaeMbIX OyXrajaTepueid Ha KOMaHIUPOBKY COTPYIHUKY HPEIIpUSITHS,
BKJIIOYAET B ce0s CPEIHIOI0 CTOMMOCTH Ipoe3/ia B 00a KOHIIA A0 MECTa Ha3HAUYEHUS IUIIOC PACXOAbI Ha
MIPOXKUBAHUE B TOCTUHHUIIE U CYTOUHBIE PACXO/bl, YMHOKEHHBIE Ha KOJIMYECTBO JHEH B KOMaHIUPOBKeE:

CyMmMa BBIIIJIAT HA KOMAaHIAUPOBKY =
= Kon-Bo nuelt * (Pacxoasr + ['octuanuHbBIC) + CpeiHssl CTOMMOCTH ITpoe3aa * 2.

DakTHYECKHE PACXOAbl Ha KOMAaHAMPOBKY COCTaBJISIIOT 3aTpaThl Ha Ipoe3a B 00a KoHna (1o
MpeIbABISEMBbIM OUIIETaM) TUTFOC 3aTpaThl Ha MPOKMBaHUE (110 MPEABABIAEMbIM KBUTAHIIMAM) TUTIOC 3a-
TpaThl HA HETIPEIBUACHHBIC PACXO/IbI:

dakTuyeckas cymMma 3aTpar Ha KOMaHJIUPOBKY =
= OO6m1ast cTOUMOCTB TIpokuBaHusi + CTOMMOCTD Mpoe3/ia B 00a KoHIa +
+ 3aTpatrhl Ha HEMIPEIBUICHHBIE PACXO/IbI.

CymMa BO3MEUICHHS KOMaHIMPOBOYHBIX PACXOJOB COCTABISIET PA3HUILy MEXAY (pakTHdecKuMu
3aTpaTamMH Ha KOMaHAMPOBKY U CYMMOU JE€HET, BbIJaHHOW OyXxranTepuei.

Pacuer BpI4eTOB M3 MPUOBLUTH MPEATIPUATHUS OMIPECISETCS MEPEPACX0I0M Ha MPOKUBAHUE.

Texnonorus paboTsl
1. Ilepeumenyiite HOBBIN 1HUCT HA OTYET 32 KOMAHAUPOBKY.
2. Co3paiiTe TabIuIly Kak Ha puc. 2.

A B 5 D E; F G H I J
1 ‘ Pacxoqml 1000|
2 ‘ TOCTMHHYHBIE 1500|

3 MnaHupyemble pacxoabl

Hata Oata CrommocTb Kon-Bo gHe#, CroumocTte | OGwan cymma Cymma,
©.1.0. coTpyaHMKa JLON#HOCTD COTPYAHWKE | OTNPaBAEHM ApuGaiman Npoe3aa B OfHOM | KOTOpOE COTPYAHWK |Mpoe3nasoBa| CyTOUHbIX | BblAaBaEMan
A HanpaeneHuu | Bbin B KOMaHaWMpOBKE KOHUa 3aTpar Gyxrantepuei
Ceprees WnbA BA3AWMMPOBMY  [MHMeHep 12,03.2019| 24.03.2019 3000
MITHH EBreHnid Mixaidnosmy ApxuTeKRTop 07.04.2019) 11.04.2019 3000

1
2|
3|Llo# BanexHTuHa NaenoeHa Pyk. oT4ena pexknamol 29.05.2019| 09.06.2019 4300
4
5

N2

AHTOHOB lMasen BnagumKposuy (CMCT. aAMUMHKUCTpaTop 15.06.2019| 25.06.2019 1750
LlgeTroBa AHHa BukTopoBHa WHmeHep 18.06.2019| 23.06.2019 2600

Wl |~ o o

3 DaxkTHYeckre pacxoabl

®aKTMyeckan ®aKTMyeckan ®aKTMYecKan OGwan Ofwan cymma Cymma so3meweHnA | BoiyeTol 3
CTOMMOCTs BUAETa | CTOMMOCTb Buneta CTOMMOCTD CTOMMOCTD | aKTMYECKNX 3ATPAT Ha | KOMAHAMPOBOYHBIX | MpHGHIAK

Tyaa oBpaTHo npo 3a CyTRM | np KOMEHAHPOBRY pacxogos npegnpUATMA

3250 3270 1300

3000 2500 2000

4320 4180 2000

1730 1800 1400

2500 2710 1300

Puc. 2
3. BeinmosiHuTe pacyeTs! 171 NepBOil CTpokH Tabuuisl o ¢popmyiam (tabdi. 1). Ckonupyiite dop-
MYJIbl B IpyTHe siYeiKU CTONOIA.

[CREERENRE BT R

Tabmuna 1
Anpec
P dopmyna [Toscuenue
SYCHKU
G5 =E5-D5 KonuuecTBo nHEN, KOTOpoe COTPYAHUK ObUT B KOMaHAHPOBKE
H5 =F5%*2 CroumocTh mpoesjia B 00a KOHIa
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15 =G5 * ($C$1 + $C$2) OO611as cyMMa CyTOYHBIX 3aTpar

J5 =HS5+ 15 CymMma, BelJaBaeMasi Oyxrajirepuei

N5 =M5* G5 OO01m1ast CTOMMOCTD MPOKHUBAHUS

05 |=N5+K5+L5+$C$1* G5 | O6mas cymma hakTHISCKUX 3aTPaT HA KOMAHIHUPOBKY
P5 =05-J5 CyMMa BO3MENICHUSI KOMaHIMPOBOYHBIX PACX0JI0B

Q5 | =N5-$C$2* G5 BerueTsl u3 prOBLTH MIPEANPHUSITUS

4. [l momydeHusi aOCOMIOTHONW CCHUIKHM IICIKHUTE Ha sMEHKEe, CCHUIKY Ha KOTOPYIO BBl XOTHTE
MOJIYYUTh U HAXXMUTE KiaBuiny F4.

5. llenknute Ha siuelike Cl1 u BeimonHute komanny I'maBnasi, PepakrupoBanme, Cymma. B
ssaeriky BcTaBuTcsa pyHkius CYMM() 1 npeaioKUT B Ka4eCTBE apryMeHTa JUaria3oH siMeeK ik CYMMHU-
pOBaHUSI.

6. OTpenakTupyiite quamnasoH, BeiaeauB sueikn Q5:Q9. Haxmure OK.

7. CoxpaHuUTE BBIIIOJHEHHOE 3aJIaHUE.

3aganue 3. Pacyer BhIILIATHI 3aIMOB
CosnaiiTe Ta0NHIly pacyeTa BHITUIATHI 3aiIMOB.
Texnonorus paboTsl
1. IlepeumenyiiTe HOBBIN JHCT HA 3alIMBI.
2. CoznaiiTe Tabnuily Kak Ha puc. 3.

A B C D E

Kon-so nepuoaos ‘ 10[net
BenwyuHa saiima

% cTaBka 10000 20000 30000

o o b B w e

Puc. 3
3. Sueiike D1 mpucsoiite nums Mepuoa. ns storo Beigenute stueiiky D1, B mone Mms BMecTo
anpeca siueiiku BBeaure ums Ilepuon u naxmure Enter.
4. B sueiiky B5 BBenute hopmyiry:

% craBka - (1+ % craBka)"®"

(1+ % cTaska)""* —1

5. Pacnipoctpanute popMyiy B ocTalIbHbIE STUEHKH.
6. Beigenute stueiiku B5:D8 u nmpumennTe Kk HUM JeHEXHBINH GOpMart, HCIONIb3ysl KHONKY " Ha
MIAHEJIA NHCTPYMEHTOB.
7. N3menunTe xonnuyecTBo nepuoaos Ha 20 net. Kak n3MeHstoTcs 3HaueHus B Tadbnaune?
8. CoxpaHuTe BBIMOJIHEHHOE 3a/1aHUE.
3ananue 4. Pacuer exxeMecsayHON KBapTUPHOU OIJIAThI
Co3paiiTe 3JeKTPOHHYIO TaOJIUIly y4yeTa IUIaThl 32 KBApTHUPY COITIACHO 00pasily.
TexHonorus paboTsl
1. ITepenmenyiite HOBBIH JucT Ha KBapTniara.
2. Co3paiiTe manky TaOJNHIBI KaK Ha puc. 4.
A

B C D E F G H
1 Keaptnanara
2 Tapud3alke.m 50,
3 Cpok onnatbl 10 mapTa
4
5

Bemunna 3aiiva -

NMenw 33 1 geHe 1,5

No Dammnua M.0. Mnowaae fata
Cymma Mpocpouka | WTpad HToro
6  KBApTUPbl | KBAPTMPOCHEMIMKA | KB. M onnatel

Puc. 4

3. Bce 3arooBku cTOIOMOB JOKHBI OBITH BRIPOBHEHBI 110 IIEHTPY KaK MO TOPH3OHTAJIH, TaK U 110
BEPTHUKAIH, TIPHU ONpeesieHny hopMaTa sSYeK MPUMEHUTE OMIIUIO TIepEeHOCca CIIOB.

4. Cronbern «Ne kBaptupsl» 3anmonaute unciaamu: 10, 11, 12, ... 50. Bocmons3yiiTech aBT0O3aIo-
HEHUEM, IPUMEHHUTE BHIPABHUBAHUE T10 IICHTPY.

5. Cron6en; «®ammmust U.0. kBapTupocheMiukay 3anonaute 3anucsamu: anos A.IL., [lerpor
C.H., Cunopos B.B., Kpacnos b.®., benos U.P., Bce ocranpubie Kyponarkun 1, Kyponatkus 2 u T. 1.

6. Cronber «Ilmomaas KB. M» 3alOJHHTE IOCIIEN0BATENLHOCTRIO uncen: 70; 69,5; 69 u T. 1.
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(xaxmoe cienyromee yncio Ha 0,5 KB. M MeHbIle Tpenbiaymiero). [IpuMeHnTe aBTO3arnoIHEHUE U BbI-
paBHMBAHUE 10 LIEHTPY.

7. B cronbue «CyMMa» IS KaXJ10M KBapTUpPBl 3HaUeHHUE U3 sSTUelku «lliomane kB. M» yMHOXa-
eTcsl Ha 3HaueHue u3 sueku «Tapud 3a 1 kB. m». Dopmar siueek — pyOsIeBbIil 6€3 Komeek.

8. Cronbern «/lara orumarer»y HaunHaercs ¢ 10 ¢eBpans u kaxnaas cieayromas KBapTupa mpon3Be-
Jla OIJIaTy Ha JACHb Mo3xe npeabiaymiei. @opmat sueek — JiuHHbIA (popMaT AaThI.

9. Cronben «IIpocpouka»: eciu orsara ObUTa IPOU3BEICHA IO CPOKA OIJIATHl BKIFOUYUTEIBHO, TO
aBTOMaTH4yecku craButTcs 0 (HOJB); €CIM MO3XKe CPOKa, TO JOJKHO IMOJCUYUTHIBATHCS KOJIMYECTBO JHEH
npocpouku («/larta omnaten — «Cpok omately). JlaHHbIe BHIPOBHSNTE MO LIEHTPY.

10. Cronben «llltpad»: aysa kaxa0i KBapTUPHI 3HaYeHUE U3 ssueiku «llenu 3a 1 meHp» ymHOXKa-
eTcs Ha 3HaueHue u3 ssueriku «IIpocpoukay. Dopmat qeHEKHBIN 0e3 KoIeek.

11. Cronben «Htoro»: cymmupyrorcs 3HaueHust u3 siueek «Cymman u «lllrpad». dopmar neHex-
HBIN 0€3 KOTIeeK.

12. B KoHIIe B€IOMOCTH MOACYUTANTE CIEAYIOUIYI0 CTATUCTUKY IO BCEM KBapTHpaM: o01ias cym-
Mma rpadsl «toro» (popmar pybraeBslit 0e3 koneek), Cpequsis miomaab, MakcuMalibHas IPOCPOYKa.

13. CoxpaHuTe BBIIIOJHEHHOE 33aJaHUE.

JlaGopaTtopHnast paborta 7
Tabmuunsiii penaktop MS EXcel: Bctpoennbie GyHKINN
Llens paboTHI: HAYYUTHCS OCHOBHBIM TEXHOJOTHUECKUM OTIEPALIMSAM HCIIOIB30BAHHS BCTPOCHHBIX
B TaOMMYHBIN Tporieccop PyHKIUM.
3amanue 1. Bkmaaka @opmyiisl 1 cipaBoOYHas cHCTEMa MO (PYHKIIUSM
OcBoliTe BO3MOKHOCTHU CIIPAaBOYHOM CUCTEMBI IPU paboTe CO BCTPOSHHBIMU (DYHKIIMSMHU.
TexHonorus paboTsl

1. Otkpoiite nporpammy Microsoft Excel.

2. Ilepeiinute Ha BKIaAKy @OpPMYJIbI U TIOOYEPETHO O3HAKOMBTECH C COACPKUMBIM PA3IUIHBIX
Kareropuil B rpynne bubdaunorexka pyHkuuii.

3. 3amonuute sueiiku A2:J2 ynciaaMmu oT —14 1o 13, ucons30BaB aBTO3ANIOIHEHHE:

B BBEJUTE B siUeliky A2 yucno —14;

B YCTaHOBUTE KypCOp B HIDKHHI NPAaBbIid yroi sYerku A2 Tak, 4TOOBI yKa3aTelb MBI MIPHOO-
pen u3o0paskeHre YepHOro KpecTHKa M, HaXKaB MPaByl KHOIKY MBIIIN, IPOTSHUTE Kypcop Ha Tpelye-
MBI pa3Mep; BBIIIOJIHUTE KOMaH 1y JokanbHoro mMeHto Ilporpeccus;

m B OoTKphbIBLIEMcs okHe IIporpeccust ycraHoBUTe 11ar, paBHbI 3;

m HaxmuTe kHonky OK.

IIpumeuyanue. OTH 1efCTBUS MOXKHO BBIIOJHHUTH C MOMOIIBIO KoMaHibl I'naBHas, PenakTupo-
BaHue, 3anoJHuTsh, [Iporpeccus.

4. B sueiike K2 nmocuuraiite cymmy 3HadeHuit siueek A2:J2, ucnonb3oBaB KoMaHny PopmyJisl,
ABTOCYMMA.

5. B sueilike L2 mocuuTaiite cpennee 3HaueHue suyeek A2:J2, BbIOpaB M3 chucka ABTOCyMMA
¢ynkuuto CP3HAU. [Inanazon sueek A2:K2 zamenute Ha A2:J2.

6. Haiinute B rpynne buéanoreka pynkuuii kareroputo MareMaTu4eckue.

7. JInst moacueTa CyMMBI OTPHIIATENBHBIX 4Kced B auanaszone A2:J2 B sueiiky M2 BcraBbTe
¢ynkunto CYMMECJIN.

8. Benmure B mone aprymeHTta /lMama3oH WCXOAHBIM IHMANa3oH, BBIICIUB YKa3aTeJeM MBIIIN
sueiiku A2:J2.

9. Beenute B mone aprymenta Kpurepuii 3nauenue «<0». [Ipu BBozIe apryMeHTOB B OKHE (yHK-
UM KaBBIYKU CTaBUTh HE HY)XHO, T. K. OHH T'€HEpUPYIOTCS aBTOMaTHuecku. Ilpu BBOAE aprymMeHTOB
BPYUYHYIO HETIOCPEJCTBEHHO B CTPOKY (OPMYII KPUTEPUI CIIEIYeT 3aKII0UaTh B KaBBIUKH.

10. Tak Kak UCXOJIHBIN IUAMa30H COBMAJACT C AMANA30HOM CYMMHUPOBAHUS, TO TPETUN apryMEHT
SBIISIETCS HEOOs3aTeNbHBIM — TiporycTrute ero. Haxxmute OK.

11. Haiinute B rpymnmne budaunorexka ¢pynkuuii kareropuio CTaTucTu4ecKue.

12. Jlnis mocueTa KOJIMYECTBA TIOJIOKUTEIBHBIX ducel B nuanazone A2:J2 B sueiiky N2 BcraBbTe
dynxmo CYETECJIN.



54

13. Bocronb30BaBIIMCh CIPAaBKOM, NMpUMEHHTE (YHKIMIO. Pe3ynbTaT BBITOJHEHHOTO 33JaHUs

npeAcTaBieH Ha puc. 1.
A

[ [ ¢ T o [ E [T F T & [ H [ 1T [ J [ kT L [ ™M [ N [ 0 ]
Cymma | Cp._zHay. | Cymma_scnu | CueT_sciu
-14 -1 -8 -5 2 1 4 7 10 13 -5 05 -40 5

Puc. 1

14. CoxpaHuTe BBIIIOJIHEHHOE 3a/1aHUE.
3anmanue 2. llITpad 3a 0TXObI

PaccunTaiite cymmy mtpada A npeanpusTHs, KOTOPOe KaXKAblii Mecsl] cOpachiBaeT B BOJAOEM
npomsluieHHble oTXoAbl. [lTpad B3nMmaercs Toraa, Korjaa OTXO/bl MPEBBILIAIOT 33JaHHOE MPEAEIbHOE
3HavyeHue. [Ipu 3ToM 3a Kbl KWJIOTPaMM CBEPX HOPMBI B3UMAETCs (PUKCUPOBAHHAS CYyMMaA.

Ecnu npennpusitue B AaHHBIA MecsI] CaeT MOMEIIEHUE B apeHay, TO IITpad) yBeIUYMBAETCS B
7Ba pa3a, T. K. IpeANpHUsITHE 3apadaThIBACT JOMOJHUTEIbHBIC CPEICTBA, HO HE CISIUT 32 CBOUMH apeH/1a-
TOPaMH.

Tpebyercs HaiiTu:

B B KakMX MecsAlax ObUI HAuUCIIEH Tpad;

B kako# mTpad ObUT yITaueH MPEeIIPUIATHEM B KaXKIOM MECSIIE;

B Mecs1Ibl, Korzia ObUT HAYMCIIeH MaKCUMaJIbHBIN 1ITpad;

B CKOJIBKO MECAIIEB BRIIIAYMBAIICS ITpad ¥ CyMMapHBIi mTpad 3a To.

TexHonorus paboTel

1. Otkpoiite nporpammy MS Excel.

2. Ilepeumenyiite HOBBII TUCT Ha LIITpadsl 32 0TX0ABI.

3. Co3pgaiiTe TabiuIy Kak Ha puC. 2.

4, I[J'I}I 3aIlOJIHCHU S CTOJ‘I6I_Ia A I/ICHOJ‘IL3YI>1T6 ABTO3aIlOJIHCHUC.
A B C D E F G H | bk T L[ m ]

Meca
" Wrpadp
MaKcMManbHoro Hopma
3alkr
wrpadpa

1

2 [aWBape 4311 HeT [ se0q] 1000]
3 |hespans E155 aa
4 |mapt 5942 aa
9 |anpene 5679 HET
B
7
5}

Mecau, Konuuecreo Hanume apengp: Oriknonenne (Hannuue |Uhrpadpuoin| Wrpady des Wrpadcp

0TXOA08 oT HopMel | wTpacha | mMecAy, apeHas apeHpon

Mai 5807 HET
WHIHb 5340 HET
WHNE 5633 aa
9 |aeryct 5728 aa
10 |cenTAfipe 5783 aa
11 |oktabpe 5609 HET
12 |HoABps 5691 HET
13 |nekabpe 6020 HeT

Kon-eo
wTpapHbIX
|18 | MecAues
Cyuma wradhor
16 3a ron

Makcumans HbIi
wrpady

Puc. 2
5. B cronbue D paccunraiite pazHOCTh MeX1y oTxoAaMu (ctonber B) u npeaenbHbIM 3HaUEHUEM
(sueiika K2). 3HaueHUs1 OTXO/I0B, MPEBBIMIAOININE PEICTbHOE 3HAUCHHUE, OKPAChTE B KPACHBII I[BET.
6. B cronbue E onpenenure, HauncneH mrpag B 3TOM Mecslle UM HET, 10 CIeAyoUeMy MpaBu-
Jy: €CJIM IPEBBIIIEHUE MpellelbHOro 3HadeHus: oompiie 0, To mrpad HauucieH (06o3HauuM 310 1), B
IPOTHBHOM cllyyae — He HauucieH (00o3HauuM 310 0). YKa3aHHBIA pe3yibTaT MOXKHO IMOJYYUTh C HC-
nosp30BanueM Jiorndeckoil pynkimn ECJIN. [{ns staeiiku E2 dopmyna BEITISIIUT Tak:

=ECJIN(D2>0;1;0)

7. B cronbue F onpenenute MecsIl, KOraa BeIIUIAYUBAICS MITPad, MO CIEAYIOIMIEMY MPaBUILY: €C-
71 3Ha4YeHue B suelike crondia E paBHo 1 (T. e. mTpad Ha4MCIIEH), TO 1aTh CCHUIKY Ha MecsIl (cTonberr
A), B IPOTUBHOM Cllyuae — BBECTH IyCTOE 3HaUeHHE (JIBe KaBbIukK) WK nipoden. J{ns sueiiku F2 hopmy-
JIa BBITJISTAT TaK:

=ECJIM(E2=1;A2;«»)

8. B cTonbue G BeuncnuTe, Kakoi OblT ObI HauKCiIeH mTpad 6e3 yuera apeHabl MOMEIIEHUH, 1o
CIIeIyIOIIeMy MPaBUITY: €CIH MTpad HA4dKMCICH, TO CyMMa ITpada paBHA MPOU3BEICHHUIO IPEBBIIICHHS
orxoy10B (cronben D) Ha mrpad 3a 1 kr (sueiika L2). JIns sueiiku G2 ¢popMyna BBITISINT TaK:

—ECJIN(E2=1;D2*$L$2;0)
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I[Ipumeuanue. 3HaueHus ctondma G SBISIOTCS BCIIOMOTATENbHBIMH JJISi BBIYHCICHUS OKOHYA-
TEITLHON CyMMBI IITpada ¢ y4eTOM apeH bl TOMEIICHUM.

9. B cronbie H Beruucnure mrpad ¢ ydeToM apeH bl TOMEIIEHUH 10 CIeAYIONEMY MPaBUIy: ec-
JU ecTh apeHzaa (siueiika cronbna C paBHA «gay»), To cymma mrpada (cronden G) ymHOXKaeTcs Ha 2, B
POTHBHOM ciydae 6epetcs cymma mrpada u3 cronbduna G. s sueiiku H2 popmyna BEIMISIUT Tak:

=ECJIN(C2=«na»;G2*2;G2)

Ipumeuyanue. /151 BEIYUCICHUS OKOHYATEILHOW CYMMBI IITpada Mbl MPOBEPHIIN J[BA YCIOBUS:
Hanuuue mrpada u Harmdue apeHapl. s 3Toro BIYUCIWIN BCIOMOTaTenbHbIN cTonoen G. MoxHO ObI-
710 ObI IOJYYHTh UTOTOBYIO CyMMY InTpada u 6e3 HCIoIb30BaHMs BCIIOMOTaTeIbHOTrO cToiona. Torma B
OJTHOM (hopMyJie HY»KHO TPOBEPHUTH Cpa3y JIBa YCIOBHs. ITO MOKHO CIENaTh C TIOMOIIBIO JIBYX BJIOKCH-
Hbix Gynkiuit ECJIN. Torma ms siueiiku H2 ¢opmyina Beirsigena Obl Tak:

=ECJIN(C2=«uer»;G2;ECJIN(E2=1;D2*$L$2*2;0))

10. B siueiike H15 Berumcnute MakCUMManbHBIN MITpad ¢ UCIOJIB30BAHUEM BCTPOSHHOW (pyHKIIMK
MAKC. ®opmysia UMEET BUI:

~MAKC(H2:H13)

11. B cronbue | BeraucinuTe Mecsil, B KOTOpOM ObUTA yIUTadeHa MaKCUMaJIbHasi cyMMa mTpada mo
CIIeyIOIeMy MPaBUITy: €CIIH 3Ha4eHHe B siuelike cronbia H paBHo makcumansaomy (H15), To Hamo yka-
3aTh MecsI (13 cToiadua A), B MPOTUBHOM CIIydae BBECTH ITyCTOE 3HAUYEHUE (JIBE KaBBIYKU WM Tpo0e).
Jns siueiiku 12 popmyna BRITISAIUT Tak:

=ECJIM(H2=$H$15;A2;«»).

12. B sueiike D15 BerumcinTe, CKOJIBKO MECAIECB BhIIIaYMBajIcs mTpad (cymma o cronouy E).

13. B sueiike D16 Berumcinte 0011yro cymMmmy mmtpada 3a roj (cymma mo crosoiy H).

14. CoxpaHuTe BBIIOJIHEHHOE 3a/1aHUE.

3ananue 3. TpexcTyneHuaThli HOJOXOAHbIN HAIOT

PaccuunraiiTe mo10X0IHBIN HAJOT 3a MecCsI] Il paOOTHUKOB, UMEIOIIMX HamboJiee pacrnpocTpa-
HEHHBIE CIIeHaIbHOCTH B [ 'epMaHuy.

W3BecTHO, uTO B Poccuu mcmomnp3yercs miiockas ImKajia Ui HAYMCISHHs TTOJJOXOJHOTO Hajora —
13 % He3aBUCHMO OT J0X0J0B. Bo MHOrMX cTpaHax, B TOM uHcie B ['epMaHuu, HCHOIb3yeTCs porpec-
CHBHOE HaJOT0O0JIOKEHHE — CHCTEMA, IPU KOTOPOI HAJOTOBBIE CTaBKH yBEIUYMBAIOTCS 110 MEPE POCTa
J0X0/Ia HAJIOTOIJIaTE IbIUKA.

B Ta6un. 1 nmpencraBieHsl JaHHBIE, OMPEEISIONINE YPOBEHD M MPOIEHT HAJIOTa B 3aBUCHUMOCTH OT
MeCSIYHOTO 3apaboTka paboTHHKA. [y yao6cTBa BOCHPUATHS JaHHBIX MECSYHBIM 3apa00TOK BBIpaXKEH B
THIC. pYyO.

Tabmuma 1
Yposenn najiora | Ilogoxoauslii Hajior, % Mecstiublit 3apadoTok, ThIC. pyo.
Or Jo
1 0 0 23,7
2 15 23,7 161,49
3 42 161,49

CrnenyeT 3aMeTHUTb, YTO JUISl PELICHUs 3aJauM JOCTATOYHO yKa3aTh HAdyajdbHYI0 MM KOHEUHYIO
rpaHyIly Kaxjaoro avana3zoHa. OCTaHOBUMCS Ha HayallbHBIX I'paHMIAX, TOTJa TaOJMIA UCXOIHBIX JaH-
HBIX 110 YPOBHSIM HaJIoTa OyeT BBITIISAACTh Kak Tadi. 2

Tabmumna 2
Yposenb Hajsiora | Ilonoxoanslii Hajior, % | Mecsunblii 3apadoToOK 0T, ThIC. pyo0.
1 0 0
2 15 23,7
3 42 161,49

TexHonorus paboTel
1. B nporpamme Excel nepermenyiite HOBbIN JIUCT Ha 3-CTyNMeHYATHII MOI0X0/1. HAJIOT.
2. Co3paiiTe TabnuIly Kak Ha puc. 3.
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A B c D E F G H | J K L M N

MecAqHbIR MecA4Hen |YpoeeHk | MpoueHt Hanoroesie Ypoeexk |MogoxogHem | MecayHbii Kypc
oknag, eEpo oknag, pyb. | Hanora | Hanora |oTYMCNEHUR, EEPO Hanora Hanor oknag, py6. eBpo

Bpay 6000 1 0% 0 40
[ocenyxawmii 5100 2 15% 23700
HuHoBHHE 3500 3 42% 161490
Menegmep 4920
Ayautop 4910
Hpuet 4850
Puentop 4750
Auaaiinep 4690
10 Mpenogaeaten: BY3a 4650
11 | MHkeHep-cTponTEN: 3560
12 | Apxurektop 4500
13 MNonnuenckunil 1340
14 |IT-cneunanuct 4300
15 Tenedqonuct 720
16 | Odmumant 660
17 | YBopwmk 500
18

CneuwaneHocTe

T S R[N

=

oo~

CyMMath[H CymmapHele Cpeawnii | Kon-so | Konso

MECAYHBIR | Hanoroeele Kon-eo cneu.
npoLeHT cneu. cneu.

3apaboTok, | oTuMEneHus, o YpoBHA 3
Hanora, % |ypoBHsa 1|ypoens 2

19 eepo eepo

20

21

Puc. 3
3. B cron6ne D BBenutTe hopMyiy nmepeBoia MECSIHOTO 3apaboTKa U3 €BpO B PYOIIH.
4. B cronbue E onpenenute, K KaKOMy HaJOTOBOMY YPOBHIO OTHOCHTCSI 3apaOOTOK paOOTHHKA.
Tak kak ypoBHE#H Tpu, HEOOXOIUMO HCTOJIb30BaTh BioxeHHbIe QpyHkiuu ECJIM: eciu MecsuHblil 3apa-
6otok Menbie 23,7 Toic. pyo. (K3), To 3apaboTok oTHOCHTCS K mepBomy yposHio (12), unaye, ecnu me-
CsIUHBIN 3apaboToK MeHbine 161,49 toic. py0. (K4), To 3apaboTok oTHOCHTCS KO BTOpoMy ypoBHiO (13),
uHaye — K tpetbemy (14). Jlist ssueiiku E2 dopmyna BBITISINT Tak:

=ECJIN(D2<$K$3;$1$2; ECITN(D2<$K$4;$1$3;$1$4))

5. B cronbue F camocTositensHO onpenenuTe mpoueHT Hajora. JlJis 5TOro MOKHO OMHUPAThCsS Ha
JaHHbIe cToJONa E (HaymoroBelil ypoBEeHb) WM HA pa3Mep MECSYHOro 3apaboTka. biok-cxema omnpenerne-
HUS TIPOIICHTA HAJIOTa B 3aBUCUMOCTH OT HAJIOTOBOTO YpPOBHS INpuBeAcHaA Ha puc. 4. dopmar sdeek
crosibna F 1omkeH ObITh MPOIIEHTHBIH.

YposeHb=1?

Hauor 0 %

VYpoerp=27?

Hator 15 % Hasor 42 %

Puc. 4

6. B cronbue G onpenenute peaqbHble HAJIOTOBbIE OTYUCIEHHS B THIC. €BPO 10 PACCUUTAHHOMY
MPOLIEHTY OTUMCIICHUN: (MecsTuHbIN oknan) * (% oTuncieHwuii).

7. B sueiikax B20 u C20 noacuuraiite cyMMapHbIii MeCIYHBIN 3apab0TOK pPaOOTHUKOB U CyMMap-
HbI€ HAJOrOBbIE OTYHCIEHUS, UCTOb30BaB GpyHko CYMM.

8. B siueiike D20 Bbruncnute cpeHuil MPOLEHT HAJIOTa KaK OTHOIIEHHE CyMMAapHBIX HaJOTOBBIX
OTYHCIIEHUH K CyMMapHOMY MeCSIYHOMY 3apaboTky. dopMar sueeK — MPOLIEHTHBIMH.

9. B sueiike E20 ompeznenute KOJIMYECTBO CHEIMAIBHOCTEH C MEPBBIM HAJOTOBBIM YPOBHEM IO

dhopmyre:
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—~CYETECJIM(E2:E17;1),

rne E2:E17 — npoepsiemblif auana3zon, 1 — Homep ypoBHs. Bmecto 1 B popmyne MOKHO MCTIONB30BATh
CCBUIKY Ha siuelKy 12, B KoTOpoil 3anucaH HOMep ypOBHs.

10. B sueiikax F20 u G20 ananoruyHo onpenenuTe KOJIMYECTBO CIEMUATBHOCTEH, COOTBETCTBRY-
IOLIMX BTOPOMY M TPETbEMY YPOBHSIM HAJIOTa.

11. CoxpaHuTe BBIIOJIHEHHOE 3a1aHHUE.

3aganue 4. Cratuctuka

[TponsBeanTe CTAaTHCTUYECKHUE pACUETHl MO JAHHBIM O COTPYAHHUKAX HEKOTOPOTO IMPEINpPUSATHS.
Tpebyercs onpenenuTs:

B cpeqHMi BO3pacT BCEX COTPYIHUKOB U COTPYAHUKOB C Pa3HBIMU JTOJKHOCTSMU;

B cpegHMii cTaxk paboThl BCEX COTPYAHUKOB;

B cpenumii 3apabOTOK MYKYHH, >KEHIIWH, MEHEKEPOB, aJIMUHUCTPAINH, HU3KOKBATU(PHUIIUPO-
BaHHBIX pa0OTHUKOB;

B KOJIMYECTBO MOJIOJCKH, HOBUYKOB, BETEPAHOB, FOOMISIPOB, HU3KO- M BHICOKOOIIIAYMBAEMBIX CO-
TPYAHUKOB, IEHCUOHEPOB;

B MUHUMAaIBHBIN OKJIal 1 MAKCHUMAJIBHBIA BO3PACT CPEIU BCEX COTPYAHUKOB.

TexHonorus paGoTel

1. lepeitnuTe Ha HOBBII JIUCT porpamMmbl EXcel u nepenmenyiite ero Ha CTaTHCTHKA.

2. Co3paiite TabauIly Kak Ha puc. .

3. B cronbue G paccumTaiite BO3pacT COTPYAHUKOB, KOTOPBIA paBEH IEJIOMY UYUCIY TPOKUTHIX
net. Jlnga sueiiku G2 dhopMyna BBITJISANT TaK:

—[[EJIOE((CETO/IHSI()-B2)/365,25),

rne CETOJHS()-B2 — xonmmyecTBo poxuTHIX THEH, 365,25 — cpemHee KOJIMYeCTBO JHEH B TOIY.
A B C D E F G H | J

K L M
Nara Cram Konnuecrao n Hi i
$HO Mon JNara npuena NonmkHocTs Ownapn, | Bozpact neTt no Kpymoi y y i ’
i poXIEHNA paboTel naTht MYHHHHBI WEHUWMHbI  |BAHHLIE COTPYAHHKN
2 | CuHMusH AT 15.08.1968 1] 01.09.1990 | gupektop B0000
3 |BopoHoe C.C 28.02.1954 1] 10.03.2003|3am. AMpekTopa 50000
4 |Bopobeesa EK 03.05.1992 * 06.08.2013|cekpeTape. 17000
5 |CHerwpes A 03.07.1973 "M (02.10.1995 [HavaneHuk OK 40000
B | ChHuupiH KA. 12.03.1993 1] 15.11.2013|CHET. 3AMHHMCTRETOR 23500
7 |lonyBesa B.A 13.07.1968 K 21.01.1990|rn. Byxrantep 43000
8 |CancaHoe P.H. 23.11.1983 1] 12.10.2010|gogmTent 21000
9 |Opnoe K. 19.12.1976 M 19.07 1957 | oxpanuk 25000
10 | CopokuHa 1.4 16.10.1982 3 (05.04.2004 |ByxranTep 30500
11 [Fpaves 1M 05.05. 1983 1] 30.06.2008 | cTapLy. MeHeAxep 29000
12 [Nepenenkuu HO.C 25.04.1980 1] 05.05.2000 | oxpanuk 25000
13 |Opnoea E.M 18.04.1967 * 27.08.2010meHenxep 26500
14 |NactoukrHa M.A 26.05.1989 B 27.08.2010 meHenxep 26500
15 |¥nogoe M.H 21.03.1995 1] 29.07.2014 [mnagl. MeHenxRep 22000
16 [Haika 1.6 22.02.1998 2] 13.03.20715 | kypeep 12000
17 [Kykywkuna AT 17.01.1952 K 15.12.1984 |saxTep §000
18 |Pununoe B.6 20.03.1979 M 16.09. 1999 | KopH CKOHC Y NBT 43000
19 |Conoeeeea M.M 14.04.1991 3 31.10.2012 [noMOLWHKE HIPHETS 15000
20 |Tetepeea O.M. 12.03.1957 3 23.02.1979|yBopyHua 9500
21 |Kyponatkua C.B 07.08.1964 K 14.09.2011 | ybopuymua 9500
22
E
Kon-eo CpenHuii MuHHManbHbIA
| 24| coTpyAHMKOB BO3pact oKknan
Kon-go Cpeaunii crax MunumaneHbIi
| 28|  mMonopexu BO3pactT
Kon-eo CpenHuii oknap,
| 26| BeTepanoB HeHWHH
Kon-Bo Cpennui oknap,
L 27 | HOBUYKOB MY MH
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Kon-so Cpennui
HH3KoONNa4YuBa BOZpacT
26 eMbIX JAHpeKTopata

Kon-eo CpenHuit
BbiCOKOONNa4ve BO3pact
1 29 | aeMbIX WPHCTOBR

CpenHuil oknag
Kon-so myx4mun :“pglﬂupaTZ
Cpennnii oknan
4
"o MyKUHH MeHemKepoB
Cpennnii oknan
HH3KOKBanudu
UMPOBAHHBIX

Kon-go B
AMpeKTopate

Kon-so
| 33| wenemxepon
Kon-eo
34 wounapoe
Kon-Bo mysuH-
| 35| nexcuoHepoB
Kon-Bo »eHwmnH-
| 36 | meHcmoHepoB
Kon-so
HU3KOKBanugpu-
37 | uMpoBaHHBIX

Puc. 5

4. B cronbue H paccuuraiite ctaxk paboTsl COTPYIHUKOB HAa JAHHOM HPEANPHUATHN IO aHAJIOTHY-
HOU Qopmyrie, UCXO/s U3 AAThI MpueMa Ha paboTy.

5. HazoBute mmuamazon G2:G21 cmoom Bospact. s 3TOr0 BBIIEIHTE STOT JUANA30H SUCEK H
BHINIOJTHUTE KoMaHy @opmy.ibl, Onpenenennbie umena, [lpucsouts ums, [IpucBouTh NM1I.

6. B mosiBuBmemcs: okae Co3nanue umMenu B rnosie Ums BBeauTe Ha3BaHue crondma — Bo3pacr.
Haxwmute OK.

Ipumeuanue. Bee/eHHbIC IMEHA JICHCTBYIOT sl Becel Kuuru Excel, mosromy npu co3nanunu HoO-
BBIX MMEH HE HCIOJIb3YyHTE YK€ CYIIECTBYIOIIME Ha3BaHus. MMeHa Auana3oHOB 00eCnedrBarOT abco-
JIOTHYIO CCBUIKY Ha JaHHBIA JTHANa30H, T. €. IPH KOMMPOBAaHUH (HOPMYI B IPYTHUE MECTA JIUCTA, a TAKXKE
Ha JIpyTHe JUCThl KHUTY JMalla3oH, YKa3aHHBIM UMEHEM, He MeHseTcs. VICKIroueHne coCTaBiIsoT KOMUU
TIOJTHBIX JICTOB.

7. AnanornunsiM 00pa3zom gaiite numena auamnasonaMm Iloua, Joaxuocrs, Okaan, Ctaxk, KOTOpbIe
B JaJbHEWIIIEM aKTUBHO OYAYT UCIOJIB30BAThCS IIPU pacyeTax.

8. B siueiixe B24 onpenenurte KOJIWYECTBO COTPYIHUKOB HA NPEANPUITHHN O hopmyIie

=CYET3(JlomKHOCTB)

[l BBoJia apryMeHTa (yHKIIMH, HaXOsCh B CTPOKE apryMEHTa, BBIIIOJIHUTE KOMaH1y PopMy.ibl,
Onpenenennsie uMena, McnoJb3oBats B popmyJie 1 BeiOepuTe uMs auanaszona JomxHocrs. Haxvu-
e OK.

9. B siueiike B25 paccunTaiite konmdectBo Mmonoaexu (Bo3pact g0 30 sier) no hopmyne

=CUETECJIU(Bo3pacT;«<30»)

10. CamocCTOSTEHHO paccUuTaTE IO PopMysIam:

B B siyeiike B26 — konnyecTBO BeTepaHoB npeanpuatus (ctax = 20 ner);

B B siueiike B27 — xomm4uecTBO «HOBUYKOBY (CTax < 3 JieT);

B B sueiike B28 — xonnyecTBO HU3KOOIUIAYMBaEMBIX cOTpYAHUKOB (0kiaa < 10 000 py0.);

B B siueiike B29 — xomm4uecTBO BEICOKOOTUIAYMBAEMBIX COTPYAHUKOB (0okiaa > 40 000 pyo.);

B B sryeiike B30 — konmuecTBO My)XUMH (B Ka4eCTBE KPUTEPHUSI BBOIUTCS OyKBa «M»);

W B syeiike B31 — nporeHT My>KYUH Kak OTHoLIeHHEe KonryecTBa MyxunH (B30) k oOmiemy uuc-
ny cotpyauukoB (B24). Ycranosute st stueiiku B31 popmat IpoueHTHBIIM;

B B siyeiike B32 — konMyecTBO COTPYTHUKOB B JUPEKTOPATE;

IIpumeuanue. Tak kKaKk B Ha3BaHWUSAX JOKHOCTEH AUPEKTOpATa €CTh PA3HOUTCHHS (JIUPEKTOP,
3aM. AMpeKTOopa), To apryMeHT Kpurepmii 1omkeH cojep:kaTh HENOJHOe OyKBOCOUETaHHE JUIS MOMCKa
(puc. 6). Hammpumep, «*upek™*» niam «*aqupex™*», rae «*» o3Hayaer Jr0yro MocieqoBaTeIbHOCTh CUMBO-
JIOB.
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Apryme HTbl hYHKUHH

CHETECTIA

AWanasoH  fAomwHocTe {"anpexTop":"sam, £

KpuTepud "*avpex®" " Apekt

=2

MBACUHTEIEAET KONMHECTED HEMYCTEIX AHEEK B AMANAs0HE, YAOBNSTEOPAMILKY 33A3HHOMY YENOBHHD,

KpHTepH yonosHe B dope YMCRa, BLIPSHEHHS MK TEKCTS, KOTOPbIH
ONPEAENAET, KAKHE AHEAKH HAAD NOACHHTLIESTE,

CNpSEKS No 3TOH HYHKWHA 3HEHEHHE! 2
Puc. 6
B B syeiike B33 — konnuecTBO MEHEIKEPOB, C YUETOM TOTr0, YTO €CTh IPOCTO MEHEKEPHI, a €CTh
CTaplIMK U MIIAIIINI MEHEIKED.
11. B siueiike E24 paccuuraiite cpeHuil BO3pacT COTPYIHUKOB 10 hopMyiie

| =11EJIOE(CP3HAUY(Bospacr))

12. Ananoruuno B siueiike E25 paccuuraiite cpeqHmii CTaXK COTPYIHUKOB.
13. B stueiike E26 nopcuuTaiite cpeHui 3apaboToK KeHIIHH (puc. 7) mo ¢popmyie

| =CP3HAYECJIN(ITom;«ox»;Oknan),

rne pynkuuss CP3HAYECJIM ananu3upyer, B KaKuxX CTpOKax JaHHbIe W3 Auana3zona IloJ ynoBieTBo-
PAIOT KPUTEPHUIO @K», U BBIYUCIIAET CPEeJHEE 3HAaYCHUE N0 quana3zony OKJag Juist 3TUX CTPOK.
Apryme HTbl PyHRUHH @g]

CPSHAYECTIA

Awanason |Mon Sl g g

Ynoewe |y

AManasoH_ycpeaHeHHa | Oknag FRz| = {60000:50000:17000:40000:23500:. .,

= Z21166.66667
Bri4MCNAET cpeaHes (apHMETHHECKOS ) ANA AYEEK, 33A4aHHBIX YKA3AHHBIM YCNOBHEM,
AranazoH_ycpeAHeHWA aKTHHEIKHE AYEHKH ANA PACHETE CPEAHErD SHAYEHHA, Eciu 3ToT

APFYMEHT OMYLLEH, Gy AyT HONONB30EATECA AUSHKH, 33A3HHEIE SDrYHEHTOM
"aranasan',

SHaqeHne: 2116666667

CNpagka o 3ToA divHIKLMK I [8]4 ] [ OTMEHA

Puc. 7
14. Tlo ananoruuHeIM (opMysaM NOJCUUTANTE:
B B styeiike E27 — cpennuii 3apabOTOK MY>KYHH;
B B siyeiike E28 — cpennuit Bo3pact qupekToparta (YCIOBHE B BUE MACKHU «* TUPEKT™»);
B B styeiike E29 — cpennuii Bo3pact 10prCTOB (YCIOBHE B BHJIE MACKH «*IOPHC* ).
15. B sueiike E30 paccuunTaiite cpeanuii 3apaboToK JupeKkTopaTa 1no gopmyie

=CYMMECIJIN(IomkHOCTD; «* nupekT*»;Oxna)/B32

IIpumeuyanue. B popmyre ucmonbp3oBaHa Macka JIs IIOUCKA COTPYTHUKOB JTUPEKTOPATA.

16. Ananornuno B siueiiky E31 BBeaute dopmyny pacuera cpegHero 3apaboTKa MEHEIKEPOB.
OO1ee KOJIMYECTBO MEHEPKEPOB HAXOIUTCs B siueiike B33.

17. CamocrosrenbHO BBeAUTE (HOPMYIIBI C MCIOIB30BaHUEM MMEH TUAla30HOB, MOCYUTANTE MU-
HUMaJBbHBIN OKJIa] (J24) 1 MakcuMalbHbIH Bo3pact (J25) COTpyTHUKOB.

IIpumeuyanue. 11 >pPeKTUBHOTO pemieHus: BceX MOCIEeIYIOUIMX IYHKTOB 3aJaHusi TpeOyroTcs
JOTIOJTHUTEIIHHBIC BEIYMCIICHUS, [IO3TOMY B TAOJUILY BBEICHBI YETHIPE TOTIOTHUTEIBHBIC CTOJIOIA.

18. B nomonuutensHoM ctonOue | BBenuTe Gopmyny A pacyeTa KOJIMYECTBA JIET 10 KPYIJon
natel. J{s sraetikm 12 hopmyira OyneT UMeTh BHJT:

| =10-OCTAT(G2;10),

rae ¢pyakius OCTAT moacyuTeiBaeT OCTATOK OT JAeNeHus Bo3pacta Ha 10.
19. B sueiike B34 paccunraiiTe KOJIMIECTBO IOOMISIPOB IO (hopMyJie

| =CUETECJIN(12:121;«10)

20. B nononautensHoM ctonbie J BBeauTe GopMyity, 0 KOTOPOil B COOTBETCTBYIOIIMX CTPOKAX
JOJKHBI MTOSIBUTHCS €IMHULBI, eciu yciore M (moJi_My:Kcekoii;Bo3pacTt>=60) NCTUHHO, U ITPOYEPK, €C-
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71 10%kHO. J{ist stueiiku J2 hopmyrna BBITJISIIUT TaK:

=ECTTU(M(C2=«m»;G2>=60);1;«-»)

21. B sueiike B35 onpenenuTe KOJIMYECTBO MYXYHUH-TIEHCHOHEPOB. [ 3TOr0 mojacuuTanTe Ko-
JMYECTBO euHUI] B quanazone J2:J21, ucnons3oBaB pynkunio CYMM.

22. CamocrosTenbHO B stuelike B36 omnpenenure KOJWYECTBO KCHIIMH-TICHCHOHEPOB, 3aIl0JIHUB
cronber K ananornyno cronoiy J.

23. B mononHutensHoM ctoioiie L BBenute Gopmyiry, o KOTOPOH B COOTBETCTBYIOLIUX CTPOU-
Kax JIOJDKHBI TIOSIBUTHCSI €UHUIIBI, €CIM JOJKHOCTh Y COTPYIHHKA Kyphep, BaXTep WU YOOpIIHUIA, U
MIPOYEPK, €CIIM ITO He Tak. Tak jyis ssueiiku L2 Gpopmyna Oyner BBITIISAIETH TaK:

=ECJIN(UJIN(E2=«kyprep»;E2=«BaxTep»; E2=«y0opmunar);1;«o»)

24. B siaeiike B37 onpenenure KOJMMYECTBO HU3KOKBATHU(UITUPOBAHHBIX COTPYTHUKOB, TIOJICUUTAB
KOJIMYECTBO enuHMIl B tuana3one L2:L.21 ¢ momompio pyakunn CYMM.
25. B saeiike E32 noncunraiite cpeqauii 3apab0TOK HU3KOKBATH(PUIIMPOBAHHBIX COTPYAHUKOB 110

dhopmyme

| =CP3HAUECJIN(L2:L21;1;0k1ay)

26. CoxpaHHTE BBITIOJHEHHOE 33 JaHHE.
3aganue 5. CKMIKU Ha ycIyru (puTHEC-LeHTpa

Paccunraiite cToMMOCTh yCIyr (PUTHEC-LIEHTpa C YY€TOM IMPEJOCTaBICHHBIX CKHUIOK, a TaKkKe
OOIIMI MPOLEHT CKUJOK. BhIienuTe KIMEHTOB, UMEIOIMX IPaBO Ha JIONOJIHUTENbHbIE yeiuyru. Onpene-
nuTe (aMIIIUU KIMEHTOB, KOTOPBIM IPEAOCTaBlIeHa KITyOHas KapTa.

CornacHo CTaTUCTHKE, BO BpeMsl (PMHAHCOBOI'O KpU3HCa MOCEaeMOCTh (PUTHEC-LIEHTPOB BHE 3a-
BHUCUMOCTH OT CTaTyca U CTOMMOCTH abOHeMeHTOB cokpamaercs Ha 20 %. [TosToMy, 4TOOBI HE IOTEPATH
KJIMEHTOB, 03/I0POBUTEJIbHBIE 3aBEJICHUS BHIHYX/IEHBI NIPEIOCTABISATh YCIYTU O CKUIKaMu. I1ycTh Heko-
TOPBIN (PUTHEC-TICHTP IMpEyIaraeT CISAYIONIYI0 CHCTEMY CKUAOK U MPABHJI UX PUMEHEHUS:

B CKUJKU HE CyMMUPYIOTCSI, HO HAUUCIIAIOTCS 110 THOKOM cucreme;

B KIMEHTY MOXET OBbITh IPEIOCTABIICHO JI0 TPEX CKHUJIOK, PACIIOJIOKEHHBIX B Ta0J. 3 MCXOIHBIX
JAHHBIX B MOPSAJIKE MPUOPUTETHOCTHU: NEpBasi CKUJIKA IEHCTBYET Ha BCIO CyMMY aOOHEMEHTa, MOCIIeay -
1€ — Ha CyMMY 3a BBIYETOM YK€ MPEJOCTaBICHHBIX CKUIO0K;

B ccinu (akTHUecKas CyMMa MPHOOPETEHHBIX YCIYr (3a BBIUETOM CKUIOK) IMpeBbIaeT 15 Thic.
pyO., KITMEHTY MPEIOCTABISAETCS JOTOTHUTEIBHBIN OECIIIIaTHBIN MaKeT;

B ecnu (dakTUUecKas CyMMa NMPHOOPETEHHBIX YCIYT (3a BBIUETOM CKUIOK) MPEBBIMIAET 25 ThIC.
pyO., TOKyMNaTelo NpeIoCcTaBIseTcsl KiyOHas KapTa.

TexHonorus paboTel

1. IepeiinuTe Ha HOBBII JIUCT iporpamMmbl EXcel u nepenmMenyiite ero Ha AGOHEMEeHT.

2. Co3paiiTe TabnuIly Kak Ha puc. 8.

IIpumeuanue. Yucno «1» B sueiike yka3blBaeT Ha HAJIMYUE COOTBETCTBYIOIIEH JIbroThl. [TporeHn-
Thl CKMJIOK B TaOJIMIIE PACHOJIOKEHbI B MOCIEJOBATEIBHBIX SYEHKaX OJHON CTPOKH. DTO JAaCT BO3MOXK-
HOCTH C IOMOIIIbIO CMEIIaHHBIX CCHUIOK HAmKMcaTh 00O0IIEHHYIO0 GOpMYIy Ui OJHOW CKUAKHU U pacipo-

CTPAaHUTD €€ Ha CTOJ'I6I_U>I C ApYT'MMHU CKUOKAMU.
A [ ¢c o | e [ F | & [ H b ok [ L]
1 % cKkMOOK

m

©OHO

MocTOAHHBIA KNHEHT
YTpo, 6yaHHe OHK

Hexb unun thmkcup. Bpema
lNopoBoil aboHem eHT
INbroTHaA kareropua
Cymuma ycnyr bes cknpkn

>= 3yen.

HayanbHoe KONHYECTEO CKMOO0K

10,00%) 15,00%| 10,00%| 25,00%| 20,00%| 15,00%
1 [ 26000
1 [ 1 15000
1 1 1 1 45000
42000
1 1 1 16000
1 12000
1 5000

CuHuyen AN
Boponoe C.C
Bopofikeea E.K
CHernpee A
CHHMUEH H.A
Fonyfeea B.A
Cancanoe P.M.

oloo/o/oloo

|__D(nm-umm::.m |r\.\

Puc. 8
3. B cTon6ue | onpenennre BO3MOKHOE KOJTMYECTBO CKHJIOK JUIS KaXI0TO KiIMeHTa. J{s siaeiku
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=CYMM(C4:H4)

4. B cronbue J paccuuTaiiTe KOJIMYECTBO CKUAOK, KOTOPBIE MOTYT OBITh MPEJIOCTABICHBI KIMCHTY
0 CIIEAYIONIEMY MPABHITY: €CIH KOJMYECTBO CKUJOK OO0JbIIe 3, TO X KOJIMYECTBO OTPAHUYMBACTCS TPE-
Ms1, HHa4Ye ocTtaercs 0e3 u3MeHenuit. [ sueiiku J4 popmMyiia BRITISIIMT TaK:

=ECJINA(14>3;3;14)

5. B saueiikax auanazona L4:Q10 onpenenure cymMMmy YCIyr 3a BHIYETOM MPEAOCTABICHHBIX CKU-
JIOK IO CIIEAYIOIEMY IpPaBUILy: €CJIM Y KJIMEHTa €CTh MPU3HAK COOTBETCTBYIOIIEH CKUIKH M KOJIUYECTBO
HPEIBIAYIINX CKUJIOK MEHBIIE 3, TO MpEAbIayas cyMMa NpUOOPETEHHBIX YCIYr YMEHbILIAETCS Ha MPo-
LIEHT CKUJKHU, HHaue ocTaercs 6e3 u3menenus. s siueiiku L4 ¢popmyna BRINISIUT Tak:

=ECJIN(U(C4=1,CYMM($B4:B4)<3);K4*(1-C$3);K4)

6. B cronbiie R paccuuTaiite oOmmii MPOIEHT CKUAKU KaK OTHOIICHHWE COKOHOMIICHHOW CYMMBI
(«ob1ast cyMMay — «OKOHYATEJIbHAs CyMMay) K OOIIe cyMMe YCIIyT.
7.B cronbie S oTMEThTe MPU3HAKOM «1» KIIMEHTOB, KOTOPBIM IIOJATAIOTCS JOMOTHUTEILHBIC
yenyru. J{ns ssuetiku S4 popmyia BBITIISIIAT TakK:

=ECJIM(Q4>15000;1;«-»)

8. B cronbue T cocraBpTe CHHCOK KIMEHTOB, KOTOPBIM ciieayeT opOpMHUTh KIyOHYIO KapTy. s

sueiiku T4 dhopMyna BBITTISANT TaK:

=ECJIN(Q4>25000;A4;«-»)

9. CoxpaHuTe BBHINOJIHEHHOE 33/1aHUE.
3ananue 6. [IpocToii mecTucTyneHyaTslii HAJIOT
Paccunraiite mpocToi MECTUCTYIIEHYAThIM NPOrPECCUBHBINA HAJIOT, ACHCTBYOIUN B M3panie.
JlocTatouHo yacTo TabnuLa onpeeNeHusl ypOBHS U IPOLIEHT Hajlora B 3aBUCUMOCTH OT MECSIYHO-
ro 3apaboTka pabOTHHKA UMEET BUJ, MPECTaBIeHHBIN B Ta0i. 3. Kax1omMy ypoBHIO COOTBETCTBYET AHA-

I1a30H 3HAYEHHUH «OT» U «IO».

Tabauma 3
CraBka nogoxoanoro | MecsiuHbli 3apad0TOK, ThIC. pyo.
YpoBeHb HaJIora o
HaJiora, % OT Ho
1 10 1,00 57,24
2 14 57,24 101,64
3 23 101,64 152,64
4 30 152,64 219,00
5 33 219,00 472,08
6 45 472,08

Tak, ecnu goxon > 1 Teic. py0. u noxox <= 57,24 Teic. py0., TO HAJIOT COOTBETCTBYET MEPBOMY
ypoBHIO, U T. 1. Hamor ¢ 3apadoTka < 1 Teic. py0. He OepeTcs. B 3a1aue 3Ta cuTyalust He paccMaTpUBaET-

Ci.

st ahexTHBHOTO pelieHus 3aad YJA00HO PACIONOXKHUTh HCXOJHBIC JaHHBIE B CTPOKax 0Oe3
AyOIMpOBaHMs TPAHUI] YpOBHS (Tab. 4).

Tabnmma 4
YpoBeHb HAJI0Ta 1 2 3 4 5 6
CraBka OJ0XOJHOT0 Hajora, % 10 14 23 30 33 45
MecstuHbIi 3apabOTOK BHIIIE, THIC. pYO. 1,00 | 57,24 |1101,64(152,64|219,00(472,08

HaJIor.

TexHonorust paboTsl
1. epeiinure Ha HOBBIA JHCT mporpamMmbl Excel um mepemmenyiite ero na Ilpoctoii mporp.

2. Co3paiiTe TabnuIly Kak Ha puc. 9.



A B c D E E G H | o K L M
1 ¥poBEHE HAMOTa 1 2 3 4 5 5]
Craeka nogoxogHore
2 Hamora, % 10.00% 14.00% 23,00% 20.00% 33.00%( 45.00%
MecA4HbIA
= 2apafoToK EbIWE, 1000 57240 101640 152640 218000 472080
:
YpomeHs % JHaueHUR
Me n/n HO Hoxon 1 2 3 4 5 6 nanora | mamora | HEMOTE
[ ThIC. pyd.
T 1| CrHmygsH AL 25380
g 2|Boponoe C.C. 113000
9 3|Bopobeeea E.K. 59800
10 4| Crernpes A J. 57990
11 | CuHuuH KA. 73590
12 G|lMonyGess B.A. 118320
13 7|Cancaxoe P.M. 201010
14 & | Cpnos .M. 44050
15 9| Coporwna N.HD. 7580
16 10 [Mpawss MK, 7214
17 11 |Nepenenkux K. 312831
18 12| Cpnoea E.M. 85530
19 13| NacToukusa M4 144721
20 14|¥oooos M.H. 197850
21 15|Yanka U.B. 315200
22 18| Kywywwuna AT 245830
23 17 |Punurce B.B. 5032880
24 18 |Conoecesa .M. 485720
25 19| Tetepesa O.W. 351109
26 20 |KyponaTeuHa . 107559
27
s
Z |‘_-’p:>5vEHt= 1 |‘_~’p:>EwEH|= EI‘.-’p:}EvEHt: 3 |‘_~’p:>EwEH|= 4 |‘:‘p:}5«EH|= 5 |‘:‘p:}5vEHr= E{
30
31
32 [Ooxecn scere | ]
33
24 [Hanorecero | ]
35
CpegHui % | |
i HANora

Puc. 9

3. B sueiikax quamazona D7:H26 moctaBeTe B COOTBETCTBHE KAXKIOMY COTPYIHHUKY €r0 YPOBEHB
nanora. Jlns siueiiku D7 popmyna BBITISIUT Tak:

=ECJIIN(U($SC7>D$3;$C7<=E$3);D$1; «-»)

4. B cronbue | ompenenure, y KOro u3 COTpYAHUKOB 3apIulaTa COOTBETCTBYET IIECTOMY YPOBHIO.
Jns staediku 17 popmyna BRITISANT Tak:

=ECJIU(C7>$1$3;1$1;«-»)

5. B cronbue J onpenenure ypoBeHb HAJIOTa JJIsl KaXKJIOTO COTPYAHUKA, TPOCYMMUPOBAB 3HAYeE-
HUS B COOTBETCTBYIOIINUX CTPOKAX.

6. B cronbne K onpenenute mporeHT HaJIOTa B 3aBUCUMOCTH OT ypoBHs. [l stuetiku K7 dopmy-
7a BeITsanT Tak (puc. 10):

=BbIBOP(J7;3D$2;$E$2;$F$2;$G$2;$H$2;$1$2)

7. B cronbue L paccunraiite 3Ha4€HHs HAJIOTA B ThICAYaX pyoOJieH.

8. B ctpoke 30 onpenenure KOIMYECTBO COTPYIHUKOB JUTS KaXKAOTO YPOBHS Hajora. J{ist saeiiku
D30 dopmyna BEITISIIUT Tak:

=CUETECJIU(D7:D26; «>=1»)

9. B sueiike C32 onpenenute cyMMapHbId MECIYHBIN 10XO0/ 1JIs1 BCEX COTPYIHUKOB.

10. B siueiike C34 naiiaure o0uryro cymmy Hajora.

11. B sueiike C36 Haiigure cpeqHMI NMPOLEHT Hajora Kak OTHOLIEHHE OOIIel CyMMbI Hajiora K
CyMMapHOMY 3apaboTKy BceX coTpyaHukoB. ®opmar siueiiku — [IponeHTHBII.

12. CoxpaHuTe BBIIIOJHEHHOE 33JJaHHE.
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RPTYME HTBI YHRITHH ma

BRIECP

Homep_whpaekca |17 1 s

Jnauenvel | 042 0,1
SHadeHMeZ | $E$Z 0,14

SHadueHmel | $F$2 0,23

SHaqeHned | §GEz 0,3 |

= 0,1
BEIGHPEET SHAHEHHE MM ASACTEHE M3 CMMCKS SHAHEHHIA N0 HOMEPY HHASKCE,
3Hauenwed: sHaueHWel;sHadeHHeZ; ... oT 1 40 254 Ykcen, CChINOK Ha AYEkKH,

ONPEAENEHHE! HMEH, hopryn, dyHKUMA MM TEKCTOBE SPrYMEHTOS, H3
KOTOPER MPOMIE0AHTCA BRIGOD,

SHaqeHqe:  10,00%

CNpaEka no 3TofA diHIKLHKM L K ] [ OTHMEHA

Puc. 10
3amanue 7. CoXHBIA MPOTPECCUBHBIN HAJIOT

Paccunraiite CiI0KHBIA IIPOrPECCUBHBIN HAJIOT U CPABHUTE IIOJYYECHHBIE JAHHBIE C IIPOCTBIM IIPO-
I'PECCUBHBIM HaJIOIOM.

B npakTuke HEKOTOPBIX CTPAaH MCIONb3YETCS CJIOKHBIN IPOrPECCUBHBIN HAJIOT, TP KOTOPOM J10-
XOJl IEJIUTCS] Ha YaCTH, COOTBETCTBYIOIIAE Pa3HbIM CTaBKaM Hajora. [l Kax10i 4acTy B3UMAETCsl HAJIor
M0 COOTBETCTBYIOIIECH CTaBKE, 3aTEM YaCTH Hajora CyMMHpYTcs. B Tabin. 5 mpencraBieHbl JaHHBIE O
IpaHMIIaX JI0XOJI0B 32 MECsIl, COOTBETCTBYIOIIME UM YPOBHH M CTaBKM Hajora. B mocnenneit crpoke tad-
JUIBI YKa3aHbl YaCTH, HA KOTOPBIE JIETUTCS 3apIruiaTa, eciau goxon N > 472,08 teic. py6. Kak BuaHO U3
TaOJIUIIBI, YaCTH, HA KOTOPBIE JEIUTCS A0XO/, PaBHbI Pa3HOCTH MEXAY COCEAHUMHU YPOBHSIMHU U SIBIISIOT-
csl pUKCHUPOBAHHBIMU BETMYUHAMM.

Tabmuma 5
YpoBeHb 6 5 4 3 2 1

goTaBKa MMOJ0XOJHOI'0 HaJora, 45 33 30 23 14 10
| paHHULIEL J0XOJ1a 38 MeCAIl 472,08 219,00 152,64 101,64 57,24 1,00
BBIIIIE, THIC. PYO.
YacTu, Ha KOTOpBIE JIEIUTCS 253,08 66,36 51,00 44,40 56,24
sapabotok mpu N > 472,08 teic| N —472,08 | (472,08— | (219,00 | (152,64— | (101,64 — (57,24 -

vO. —-219,00) —152,64) | —101,64) —57,24) —1,00)

Paznienenue exeMecsYHOTO J10X0/1a HA YaCTH BBITIOIHSIETCS 110 CIEAYIOIIEMY IPaBUITY:

B 110 IIKajJe YpPOBHEH Hajora HallTH TpaHHUIly J10X0J]la, KOTOpas MEHbIE paccMaTpUBaeMoil 3ap-
MJIaThl, HO OJMKe Bcero K Heil. Hailitu pa3sHOCTh MeXIy 3apIuiaToil M HAaWJAEHHBIM J1I0XOJ0M. JTO OyaeT
4acTh, COOTBETCTBYIOIIAsl HAMOOJIBIIIEMY YPOBHIO HAJIOT'a;

B BCE YacTH OOJIbIIE ATOTO YPOBHS CUNUTATH HYJICBBIMHU;

B BCE OCTaBIIIMECs YacTH 3apab0TKa 3al0JHUTh (PUKCUPOBAHHBIMU 3HAYEHUSIMH U3 Ta0I. 5.

PaccmotpuM npumepst.

1) Ecnu moxon 3a mecsil paseH 500 Toic. py0., To OmKaiiimas K HeMy rpaHuiia goxona — 472,08
ThIC. py0. Torna Hanor mectoro ypoBHs OyneT B3uMaThesi ¢ cyMMbl 500 — 472,08 = 27,92, a ocranbHble
4acTH 10X0/1a Oy1yT (PMKCUPOBAHHBIMHU:

YpoBeHb Ha0- 6 5 4 3 2 1
ra
Yactu noxona 27,92 | 253,08 | 66,36 | 51,00 | 44,40 | 56,24

2) Ecin moxon 3a mecsiny cocrasisier 150 Thic. py0., TO Onmvkaiiimas K HeMy rpaHHIa J0Xojaa —
101,64 TbIc. py6. Torna Hanoru ypoBHeit 4—6 OyIyT HyJIE€BBIMHU, HAJIOT TPETHErO YPOBHS Oy/IeT B3UMATh-
cst ¢ cymmsl 150 — 101,64 = 48,36 Thic. py0., a OCTaJIbHBIE YaCTH J10X0J1a Oy1yT (PUKCUPOBAHHBIMHU:

YpoBeHs Haso- 6 5 4 3 2 1
ra
Yactu 1oxona 0 0 0 48,36 | 44,40 | 56,24

TexHonorust paboThl
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1. [epeiinuTe Ha HOBBIN JUCT mporpammbl EXcel u nepenmenyiite ero Ha CJ0:KHBI Tporpec-
CHBHBIH HAJIOT.
2. Co3paiiTe TabnuIly Kak Ha puc. 11.

A B - D E F L£] H J K L
1 ¥poEsHb HANDIE £ 3 4 3 i 1
CTEEKS MOE0TOIHOD
2 HAMDTE, ¥ 45.00%| 3300%] 3000%| 2300%| 1400% 10,003
MacAYHER SapaoTor
3 ELBS, Pl 4720380 219000 152640 101640 ST240 1000,
YaCTH, Ha ROTORER
[ENHTER 000
COCTRENAHMMHA Bonss
4 AT 05 TRIC Pl 253080 B350 51000 44400 36240,
=
CIOWH R Cyminea,
M= nin &=HD Ooxnog E 5 4 3 2 1 nporp. DlnarasuEn
[ Hanor HEMNOToM
T 1| CaElsE A 25350
8 2| Bopo=0E .0 113000
] 3| BopoDesss K SaE00)
10 4| CHenapes AT SToad)
11 5| Cns A T
12 6| Mampless BA 116320
13 7| Cancasos PJW 203D
14 & Cnnos T W 44050
15 9| CopoErEa MDD TS50
16 10| Npeses MM STZ14]
17 11| Miepenenios- (0.C 313631
15 12| Cpmoea £k B0
19 13| NacTodea M.A 14T
o] 14| ¥ ponos WH 197E50
21 15[|d=ifea B 315200
= 16| Kyemuea AT 24555
k] 17|2nsosE 66 SOE50)
b | 15| Conoesesa MM 455720
25 19| TeTepess O M 21109
] 20| KyponaTeE B 107559
i
8
]
#
3
= (oo Ecera | |
3
TipoCTOf AP | |
kT HANOT BSETD
k]
TP % APOCTONG | |
* PO, KA
=
Mo MpOrp | |
ko HEMDT BCET0
. |

O e cnossonn
FIpODL. Hamara

Puc. 11
3. B cronbue D paccunraiite 3Haue€HHE CyMMBI, C KOTOpOil OyzneT OpaThCsl HAJOT I LIECTOrO
YPOBHSI 10 CIEAYIOIIeMY MPpaBWITy: eciu 3apruiata 6osnbiie 472,08 Teic. py0., TO HAMAUTE PA3HUILY MEXKITY
3apIiIaTo M rpaHuned auana3ona, nHade 3anummure 0. J{ng suediku D7 ¢popmyna BRITISANT Tak:

=ECJIN(C7>$D$3;C7-$D$3;0)

4. B cronbuax ¢ E no | onpenenure yactu 10xo1a, ¢ KOTOPBIX OyaeT OpaThesi HAJIOT € MATOTO MO
NEPBbI YpPOBEHb, IO MPABUITY: €CIIM 3HAYCHHE NpeabLayIel yacTu < 0, To BEIOEpUTE COOTBETCTBYIOLIEE
(UKCUPOBAaHHOE 3HAUCHME YAaCTH JJOXOJa M3 TaOJIUIBI, HHAYe, €CIM 3apIulaTa OoJIbIle TPaHHIbl J0X0/1a,
HalliuTe pasHUIly MEXAy 3apIUlaToi M rpaHuiei noxona, nHaue 3anumure 0. 3TO KOHCTPYKIHMS BIIO-
KEHHBIX «ecnmy. g sueiiku E7 ¢dopmyna BBITISAUT Tak:

=ECJIN(D7<>0;E$4;ECJIN(SC7>ES$3;$C7-E$3;0))

IIpumeuanue. Vcrnons3oBanue B (hopMysie CMEIIAHHBIX CChUIOK ITO3BOJIIET KOMMUPOBATh POpMyITy
HE TOJIBKO CBEPXY BHM3, HO U CJIEBA HAIIPABO.

5. B cronbue J paccunTaiiTe ClOKHBIA MPOTrPEeCCUBHBINA HAJIOT KaK CyMMAapHBI HAJIOT O OTpe3-
KaM, COOTBETCTBYIOIIMM pa3HbIM cTaBKaMm. i sueiiku J7 ¢dopMyna BBITISANT TakK:

=D7*$D$2+E7*SES2+F7*$F$2+G7*$G$2+HT*$HS2+17*$1$2

6. B cron6ue K paccuuTaiite o01yro cymmy, o6araeMyro HaJlIoroMm, i Kax10ro COTpyJHHUKA.
7. B siaeiike C32 moncunTaiite CyMMapHBIA 3apab0TOK COTPYITHUKOB.
8. B sueiixy C34 BBequTEe CyMMY HAJIOTOBBIX OTYHMCICHUN MPHU MPOCTOM MPOTPECCUBHOM HAJIOTe
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KaK CChUIKY Ha 3HaueHue siueriku C34 nucta [IpocToii nporp. Hajor. @opmyia OyeT UMETh BUJI:

="IIpocroii nporpeccuBHbIi Hanor’ ! C34

IIpumeuyanue. OTHOCHTENbHAS CChUIKA HA AMAINA30H, HAXOASIIUNCS HE HA TEKYILEM JIUCTE, Hauu-
HAeTCs C UMEHHU ATOTO JINCTA U OTACINISCTCS OT AUana3oHa 3HAKOM «!y.
9. B siueiiky C36 BBenUTE CCHUIKY Ha CPEIHHMM IPOILIEHT HAJIOTA JJIS MMPOCTOrO MPOrPECCUBHOTO
Hajora.
10. B stueiike C38 HaiiguTe CyMMy HAJIOTOBBIX OTYHCICHUH MPHU CIOKHOM IIPOTPECCHBHOM HaJIO-
re.
11. B sueiike C40 paccuuTaiiTe CpeHUN TPOLEHT HAJOTra /I CIOKHOTO MPOTPECCUBHOTO HAJIO-
ra.
12. CoxpaHuTe BBITIOJIHEHHOE 33/IaHUE.
Jlaboparopnas pabota 8
Tabmuunbiii penaktop MS EXcel: TexHOIOTHS TOCTPOCHHS U PEIAKTUPOBAHUS HATPAMM
[lenp pabOTHI: HAYYUTHCS OCHOBHBIM TEXHOJOTHYECKHM OIEpAIMsIM MOCTPOCHHS U PENaKTHPOBa-
HUS AUarpaMM B TaOJIMYHBIX JOKYMEHTAX.
3anmanue 1. [locTpoeHue AuarpaMMel 1O JaHHBIM MPSMOYTOIBHOM TaOJIUIIBI
[Toctpoiite rucTorpaMMmy C HaKOIUIEHHEM, CTOJOLBI KOTOpOl OyayT oTpaxkarh neHy 1 Oappens
He()TH W BKJIQJ Pa3JIMYHBIX MTOKAa3aTelel B ATy IeHy. B kadectBe mpumepa paccmarpuBaetes OAO «Jly-
Ko (puc. 1).

JKOHOMMYECKHUE NOKA3aTENM POCCUIACKON He hTAHOK oTpacnm

100%
205
B80S
705 17
605
505
405
305
205

SI{CI'IDPTH b2 NOWAMHBI

TpaHCNopTHbLIE W Ap. Pacxoabl

B Hanor Ha acbbiuy K gp. HANOTH

B 3aTpaTtel Ha gobbiuy

B 33TpaThbl Ha pasBenHy

B MzHoC M aMopTH3aL KA
105

05 . ; ; . "~ |m Hanor Ha npuBeIne NpegnpuUATHi

Lena HedTv B Aonanapai sa Gappenb

2005 2006 2007 2008

W YucTaa npuboine

Moae!

Puc. 1
TexHonorust paboTsl
1. Co3naiiTe HOBBII TOKYMEHT ¢ UMeHeM JIyKoI.
2. Ilepenmenyiite Jluerl Ha Jlykoiia.
3. Co3paiite TabuuIy ¢ JaHHBIMH 110 00pa3Ily, IPUBEAEHHOMY Ha puc. 2.

4, I[J'IH MOCTPOCHUA AUarpaMMbl BBIACIIUTEC AUANIA30H JAHHBIX C 3aroJIOBKaMH 0e3 nocaeaHen

TI'ox| 2004 | 2005 | 2006 | 2007 | 2008

HoJst B mene, 10J11.

Uucras npuObUIH 7 8,5 8,5 11 11
Hanor Ha mpuObuIb Ipe ApUsSTHIA 2,5 3 3 3,5 3,5
W3HoC 1 amopTH3anms 0,5 0,5 0,6 0,7 0,7
3aTpathbl HA Pa3BEIKY 0,3 0,3 0,3 0,3 0,3
3aTpathl HA JOOBITY 2 2,5 3,5 4 4
Hanor na n1o0b1ay u ap. Hajgoru 5,7 9,2 115 13 20
TpaHcnOpTHBIE U Ap. pacXoibl 6 7 5,6 7 6
DKCNOPTHBIE MOUUIUHBI 8 19 27 29 48
Ilena Ha He(Th, 10JL1./Gappeb

Puc. 2
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ctpoku («llena Ha HEPTHY).

5. B rpynme BeraBka, JInarpammsl Beibepute THI O0beMHAsi THCTOIPaMMa ¢ HAKOIJIEHHEM.
Haxxmute OK. TlosiBuTCS imarpamma, U OHOBPEMEHHO CTaHET akTUBHBIM MeHI0O Pafora ¢ Anarpamma-
MH.

[To ropu3oHTaNbHON OCH yKa3aHbl JaHHbIE IEPBOrO CTOJIOLA, a IO BEPTUKAJIBHON — JIaHHBIE TIEp-
BO#1 cTpoku. C TOUKHU 3pEHHS CMBICIIOBOTO BOCIIPHUATHS TAKOE OTOOpaKeHHE JaHHBIX HEMH(POPMATUBHO.

6. IlomeHstiiTe CMBICH JaHHBIX TOPU3OHTAIBLHON U BEPTUKAIBHON OCEH, BBINMOIHUB KoMaHny Kon-
cTpykrop, Jlanubie, CTpoka/cTonden. [narpamma mouru nprodpenna Tpedyemsblil Bual. BeicoTa kaxmo-
ro CTONOIA 0TOOpaXKaeT 1IeHY Ha HE()Th, a OTACTBHBIC CJIOU — BKJIAJl KXKJAO0TO MTOKA3aTeNsl B IICHY.

7. PazmectuTe nuarpaMMy Ha OTAEIbHOM JIHCTE.

8. Jlob6aBbTe Ha3BaHWE nUArpaMMbl — « DIKOHOMHUYECKHE IMOKA3aTeNd POCCUICKONW He(TSHOW OT-
paciu» (Bkiranka Maker). YcranoBute pasmep mipudra 14 .

9. BenurTe mOBEpHYTOE Ha3BaHUE OCHOBHOHM BepTHKanbHOW ocu «llena HedTH B momnapax 3a
Oappenb» (Bkimanka Maker). YcraHoBuTe pazmep mpudra 12 .

10. o6aBbTe MOANUCH TOPU3OHTAIBHON ocu — «l'onbl». YcTraHOBHTE pa3Mmep HmpudTa HOAMHCH
12 or.

11. Odopmure aBromMaTHyecku CHOPMHUPOBABINYIOCS JIETEHIY T'PAJHEHTHOW 3alIMBKOW. YCTaHO-
BHTE pasmep mpudTta 12 mr.

12. lllenkHNUTE HA YHCIOBBIX MOJMHCAX BEPTHKAIBHOW OCH M B KOHTEKCTHOM MEHIO BhIOEpUTE
nyHKT @opmart ocu. B rpymnmne nmapamerpoB Umesio ycTaHOBUTE JEHEXKHBIH GopMmMaT U BUJ JCHEKHOU
enuHuIE ($).

13. lllenkHuTe Ha OONacTH AMArpaMMbl M B KOHTEKCTHOM MEHIO BbiOepuTe komaHnay Kommpo-
BaTh.

14. Tlepeiinure Ha TUCT C JAHHBIMU U BCTaBBTE CIICTAHHYIO KOIUIO.

15. U3menute Tum nuarpaMmbl — HEOObEeMHas Tuctorpamma ¢ HakoruieHuem (Koncerpykrop,
Tun, U3MeHUTH THII HATPAMMBI).

16. YcraHoBuTe IS 3TOW TUArpaMMbl CTHITL odopMiIeHHs ¢ TpaganusiMu ceporo (KoncTpykrop,
Ctuau guarpamm, Jkcnpecc-ctuian, Ctuib 1). Obpazel moyiydeHHON AMarpaMMbl IPEICTaBICH Ha
puc. 3.

JKOHOMMYECKME NOKAsaTeIM POCCUMMCKOM HEGTAHOM OoTpac/ M
1005
IHCMOPTHBIE NOWAMHE
2 90 — '
-
& BOS — TREHCNOPTHEIE M Op. PECACAE
w0
] 705 —
= Hanor Ha goleyy v gp. HEAOrKH
@ 603 —_—
2
s 505 — M 35TpaTel HE 400euy
a 405 |
B 33TPETEl HE PaSESORY
-E- 305 1T —
2
z 205 1T— e -— B M3HOC M BMORTUSELKWA
N ]
- __- . - . - . . .: Hanor Ha npubine NpeANEUATHR
2004 2005 2006 2007 2008 B YicTan nprbeine
Fogel
Puc. 3

3amanwue 2. [loctpoeHne AuarpaMMbl 10 BBIOOPOYHBIM JTAHHBIM TaOIIUIIBI
IToncuunTaiite 1ieny ogHoro Gappens HedTu B paszHble Toabl. [locTpoiiTe MuHeHYaTy0 AUarpammy,
MTO3BOJISIFOILYIO CPaBHUTH JIOJII0 SKCIIOPTHBIX MOLUIMH B IIeHe Oappens HeQTu.
TexHonorus paboTel
1. OtkpoiiTe nokymeHT Jlykoiin.
2. Ha nucre Jlykoiia B ctpoke «lleHa Ha HedTH» mojacuuTaiiTe LeHY Ha HEPTh MO TojJaM Kak
CYMMY JIaHHBIX IO CTOJIOLY.
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3. BeigenuTe maHHbIe IEpBOI CTPOKU (TOMBI), @ TAKIKE CTPOKU C JAHHBIMU IKCIOPTHBIX TONUIHH U
LIeHbl Ha He(PTh BMecTe ¢ Ha3BaHUSAMH MokazaTenield. [l BbIAENEHUS HECMEKHBIX sIU€EK HCIONIb3yeTCs
kinasuina Ctrl.

4. Ha Bxnagke BeraBka BeiOepute TUI quarpaMmbl — O0beMHasi JIMHeiyaTasi ¢ rpynnupoBKoii
— U nocTpoire ee. B gaHHOM ciydae quarpamma cpasy Iocjie IOCTPOEHHUS MMEET IOYTH HYXHBIA BUJI.
Cpena no yMoJlYaHUIO OTHOCUT 3HAUEHHUS T'OJI0B K OCH KaTeropuil, KOTopas B JaHHOW JuarpaMme HUMeeT
BEPTUKAJIHLHOE PACIOIOKEHUE, U aBTOMAaTHUECKU (POPMHUPYET JIETEHAY U3 Ha3BaHUN MOKa3aTeleH.

5. Pacnionoxkure auarpaMmy Ha OTAEIBHOM JIUCTE JoKyMeHTa Jlykoi.

6. BBenuTe Ha3BaHUE quarpaMMbl «J{oJis SKCIIOPTHBIX MONUTHH B IieHe HehT» (pa3mep mpudra
14 nT).

7. BBenure HazBaHus oceil cormacHo oOpasmy (puc. 4). OrdopmaTupyldTe HMX TOIYKUPHBIM
mpudToM pazmepom 12 mr.

8. Ilepemectute nerenny BHu3 noxa auarpammy (Maker, Iloanucu, Jlerenaa, lo6aBuTh JiereH-
ay cHu3y). OrgopMaTupyiTe TEKCT JiereH bl mpudTom 12 mT.

9. BBemuTe NMOMOTHUTENBHBICE BEPTHKAIBHBIE M TOPU30HTaNbHBIC JuHHUA ceTku (Maxker, Ocu,
Ocu, Cetka).

10. Ordopmarupyiite moamucu oceit mpudrTom 12 .

11. Ha cronbuax orobOpasure noanucu aaHHbix (Maxket, Ilognucu, Ioanucu nanuwix, [Moka-
3aTh). OThopmaTupyiiTe MOANMKMCH JAHHBIX — MOTYXKUPHOE HauepTaHue, 12 nt. OTOABHHBTE MOITUCH OT
JAHHBIX TUArPaMMBI, YTOOBI OHU OBLIH JTy4IlI€ BUTHBI.

12. Ordopmarupyiite 061aCTh IOCTPOCHUS TUATPAMMBL.

13. VI3MeHuTE LBET PSAIOB JAHHBIX.

[ona sKCNopTHBIX NOLWJ/IMH B LeHe HedTH

2008 93,5
2007
EE 2006
2
2005
2004
0 20 40 &0 80 100
donnape

W leHa Ha HedTe, gonn./Bappens M SHCACPTHBIE NOLWAMHBI

Puc. 4
3ananue 3. IlocTpoeHne TpexXMepHOM JuarpaMmbl
[IpeoOpa3yiiTe T AMAarpaMMbl B 0ObEMHYIO TUCTOTPAMMY C TPEMs OCSIMH, HAa KOTOPOH 1O OAHOM
ocu (X) OyayT ykasaHbl roja, mo aApyroi ocu (Y) — Ha3BaHMs TOKa3aTese, Mo TpeTheit ocu (Z) — Juc-
JICHHBIC 3HAYCHMUS.
TexHonorust paboTsl

1. Otkpoiite TUCT ¢ AUAarpaMMoii, MOCTPOEHHOH B 3alaHUH 2.

2. HaBenute ykazaTenb MBI Ha CBOOOJHYIO 00JacTh JHAarpaMMbl U B KOHTEKCTHOM MEHIO BbI-
nosiHuTe Komany Konuposars.

3. llepeiinnTe Ha mMycTOl NMUCT AOKyMeHTa JIyKOWJ M BCTaBbTE Ha HETO CKONMHMPOBAHHYIO JHa-
rpaMmy.

4. HaBenute ykazarenb Ha CBOOOJHYIO 00JacTh AMArpaMMbl U B KOHTEKCTHOM MEHIO BBIMOJIHHUTE
koMaHAy 3MeHUuTh THII JMArPaMMBbl.

5. B oTtkpriBiiemMcs MeHI0 BhiOepute Tun I'merorpamma, O0bemHas uniauHapuyeckas. [lomy-
quTCsl 00BEMHAsI IMarpaMMa ¢ ABYMsI PSiIaMy IIHJIMHIPUYECKUX CTOJOIOB (MTOYTH KaK Ha puc. 5).
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[onsa SKCNOPTHBLIX NMOLW/IMH B UeHe HehTH
93

#

p
" UeHa Ha HedTs, gonn. fBappens

Noanapsl

-
- FHCNORTHEIE NOWAKWHE

2004 2005 2006 2007 2008
Fogel
Puc. 5

6. Haitnute u ynanurte noanuck ocu «'ofpl», Tak Kak OHAa UMEET BEPTHUKAIbHOE PACIIOIOKECHHUE.
CozpaiiTe ropu30HTAIbHYIO TOAIUCH «I 0aBD».

7. Ynanute nere’y, OHa Tenepb He HyXKHa.

8. I3MeHwuTE IBET PSIIOB TAaHHBIX U CTEHOK. Y AaJMTE IPOMEKYTOUHBIC INHUH CETKH.

JlaGopaTtopHnas pabora 9
[Mporpamma npesentanmii MS PowerPoint: ¢opmarupoBanue crnaiiion
[enb paboOThI: HAYYUTHCS OCHOBHBIM TEXHOJIOTUYECKUM OlepanusiM GopMaTupoBaHUs CIaiI0B.
3amanue 1. PegaktupoBanue oopmMIIeHUS MPE3CHTAUN
Coznaiite npezenTanuio u3 9 cnaiinos. [IpuMenuTe Kk HUM pa3Hble MapameTpbl 0GOPMIICHHS.
TexHonorus padboTsl

1. Co3pnaiite HOBBI Qaitn npeseHTanuu. Coxpanute ero, n1aB Ha3BaHue Ilepudepuiinbie yeTpoii-
CTBA.

2. Ilepetinute B peskuM OOBIYHBIIA.

3. lobaBbTe B MPE3CHTAIUIO SIIIC OMH CIIAI.

4. PaccmotpuTe crnaiigel. OOpatuTe BHUMAaHUE Ha TO, YTO B Claiiax pa3MelleHbl TEKCTOBbIE paM-
KM C HaJITUCSIMH, COJICP)KUMOE U 0(hOpMIIEHHE KOTOPBIX MOXHO MEHATh. Calpl UMEIOT eIMHOE CTUIIe-
Boe oopmiieHue — (pOHOBBIA PUCYHOK, MapaMeTpsl mpudTa U mpoure deMeHThl. Ha nepBoM, TUTYIb-
HOM claiijie opopMIIEHIE MOKET OTJIMYAThCS, HO JOJDKHO COOTBETCTBOBATH €IMHOMY CTUIIO. B Kaxknom
craiiie ecTb 00BEKT — HAAMUCH JUIS 3arojIoBKa, KOTOPBIN OTIMYAETCs OT APYTrUX 0OBEKTOB claiiia. 3aro-
JIOBOK OIpeJieNsieT Ha3BaHMe ciaiiia B IPe3eHTalNH.

5. PaccMoTpuTe nepBblif, TUTYIBHBIN Al (Takue ciaaipl pa3IMyaloTcsi KOMIBIOTEPOM TaK XKe,
KaK, HalpuMep, cpesia TEKCTOBOrO MpoILieccopa pa3andaeT MepBblid JTUCT). TUTYIbHBIX CIIali/IOB B IIPE3€H-
TaIlMM MOXKET OBbITh HECKOJIbKO. OHM MO3BOJIAIOT OTJEIUTh TEMAaTHUECKUE pa3/ielibl B ITIMHHOM Mpe3eHTa-
1uu. JIro60i 00BEKT B Cllaii/ie MOKHO BBIIEIUTDH IIETYKOM U U3MEHUTh WIH YAAIUTh. Beiaenure TekcTo-
BOE I10JI€ 3aroJI0BKa U MOMPOOYHTE €ro CIBUHYTh.

6. st oToOpakeHus Ha ciaiiax aBrosneMeHToB Konmonturys, Jlata 1 Homep BbIonHUTE KO-
Manay Beraska, Tekcr, KoJIOHTHTYIIBI.

7. B otkpsiBiiemcs okHe Kosonturyasl Ha Briaake Caaiix BeiOepute JlaTy u Bpemsi (aBT000-
HOBJIeHHe 1iu pukcupoBano), Homep ciaaiina u HuskHuii KOJOHTUTY.I.

8. B mycToMm nosie HuakHMIl KOJOHTHTYJI 3alIUIINTE CBOIO (DaMIIIUIO, UMS U YUEOHYIO TPYIY.

9. Haxxmurte kHOonKy [IpMMeHHTH KO BCeM.

10. BezoBute Ha JeHTy BkIaaky O6pa3zen ciaaiigoB komannaoi Bua, Pexunmsbl mpocMoTpa npe-
3eHTanuu, Oopasen ciaaiiaoB. Komauaer rpynmnsl U3MeHuTh 00pa3en OTKPHIBAIOT 00JIACTh C BHJIAMH
00pa3ioB — 00pa3IoM 3aroJIOBKOB (THUTYJBHBIX ClaiiioB) W oOpa3uaMu ciaiiioB. M3MeHneHue B opopM-
JIEHWH craiiaa oopasiia o0ecrneuuT n3MeHeHne 0oPOPMIICHHUS BCEX CIIAMI0B MTPE3CHTAIINH.

11. Beienure obpaszer] TUTYIBHOTO JIUCTA.

12. OTkpoiiTe CIUCOK 3aMoJIHATENNeH KoMaHIoi Oopa3en caaiiioB, Maker oopa3ua, BecraButh
3aMOJIHUTENIb U BEIOCPUTE HYKHBII THIT paMKH (HaripuMmep, pucyHok SmartArt).

13. [llenxkHATE B ITOJIC MaKeTa W PACTAHUTE paMKy. JIBOWHBIM MIEITYKOM BHYTPH PaAMKH OTKPOWTE
BKIaaky dopmar.
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14. BeiGepuTe WHCTPYMEHT pHCOBaHHs (UTYyphl — 5-KOHe4YHas 3Be3la — B rpymnmne dopmar,
BceraBka ¢urypsl. Co3gaiite n3oOpakeHue 3Be3Ibl U OTPOPMATUPYHTE €ro. 3amaiTe IBET 3IMBKH U
no6asbTe B purypy Texct — «IBl». K Texcty mpumenute popmatupoBanne OTpakeHue, HCIOIb30BaB

KHONKY w3 rpymnsl @opmar, Ctuau WordArt (puc. 1).

IBI

TDT

Puc. 1

15. IlepemectuTe nostydueHHYIO (GUTYpPY B MPaBbIil BEpXHUH Yros o0pasiia TUTYIBHOTO ciaia.

16. Y nanure pamky SmartArt.

17. Ilepemectute aBTorieMeHTsl KostonTutys, lata 1 Homep B BepxHIOIO 4acTh claiia, Bblje-
JIMB UX TOOYEPEIHO LIETYKOM.

18. BcraBbTe QoTorpaduio MepcoHAIBLHOrO KomibioTepa u3 mnanku PowerPoint 2007 (daiin
Kommerotepl.jpg) komanmoii BeraBka, Miuniocrpanuu, PucyHOK.

19. IlponopuroHaIbHO M3MEHHTE pa3Mepbl GoTorpaduu, pa3MECTUTE €€ B IEHTPE TUTYIHHOTO
ciaiiia moJ 06JacThio 110/13ar0JI0BKA, 3aXBATUB 32 YIJIOBOM MapKep 00ObeKTa.

20. I3mMeHuTe CTHIB PUCYHKA, UCTONB30BaB KoMaHay ®opmat, CTHIM PUCYHKOB, D¢ deKrThl
AJI PUCYHKA.

21. Nsmenute popmar dona.

22. Tlepeitnute B pesxkuM QObIYHBIMN. BoiaenuTe TUTYIBHBIHN JTUCT.

23. [lomHuMHuTE BBHIIIE TEKCTOBYIO PaMKy 3aroJioBKa W IOJ3arojOBKA; HAMUIIUTE 3arOJIOBOK —
«[lepudepuiinbie yctpoiictBa». Pazmep mpudra 3aronoska 60 nr.

24. B o0yiacti 110/13arojI0BKa HATUIIIATE TI0/[3ar0JI0BOK « MOHUTOPEI.

25. Ilonmy4yeHHbI o0pa3ell TUTYIBHOTO JHcTa (puc. 2) OyAET UCMOb30BaThCs TOJIBKO B MEPBOM
cnaiine. Ha Hem Oynyt pasmematbes ¢ororpadus Kommerotepl.jpg, nata, GamMuius U WHUIUAIBI CTY-
JIeHTa, HoMep cTpaHullbl. [Ipy HEOOXOIUMOCTH CO3/1aHUS HOBOI'O pasjenia Mpe3eHTaluu 3TOT obpasel
MO>KET UCIOJIb30BaThCS IOBTOPHO.

NepndpepuinHole P!
YCTPOMUCTBA

MoHUTOpbI

Puc. 2
26. AHaJTOTHIHO 0OPMUTE IIEMEHTHI Ha 00pas3Iie I OCTaIbHBIX cllaiifioB. BcraBpTe B O0pa3en
caaioB Qortorpaduio MOJHOTO YKOMIUIEKTOBAaHHOTO KoMIbloTepa u3 Qaiina Kommberorep2.jpg. IIpo-
MOPLUUOHANIBHO U3MeHHTE (HOoTOrpaduio U MepeMecTUTe B JIEBBIN HIKHUN Yroi o0pasiia ciaiioB.
27. Boibepure gurypy I'opu3oHTaIbHBI CBUTOK, OTKPBIB Habop ¢uryp komannoii BeraBka,
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Nnmoctpauun, @urypsl, 3Be3/1bl U JeHThI. J[00aBbTe €€ B HUKHIOIO YacTh ClIaiijia mocepeIuHe.

28. JloGaBbTe Ha co3manHylo purypy Haanuch «MHDOpMaTHKa» B OAHY CTPOKY C TIOMOIIBIO KO-
MaH1bl U3MEHUTh TEKCT KOHTEKCTHOIO MEHIO. Haamuch BEIPOBHSNUTE MO LIEHTPY.

29. IsmeHuTe npu HEOOXOIUMOCTH pa3Mephbl CO3JaHHOW (PUTYpHI TaK, YTOOBI HAJIIUCH ITOMEIa-
J1ach BHYTPH HEE.

30. M3menute 3anuBKy (urypsl, mpudrt, pazmMep U HauepTaHHE HAJMUCU C MOMOIIBI0 KOMAaH/IbI
®opmat pUrypbl KOHTEKCTHOI'O MEHIO.

31. U3smenute hoH oOpasiia Tak, 9TOOBI OH OTIUYAJICS OT MPEXKHETO, HO XOPOIIOo couerajcs ¢ ¢o-
HOM TUTYJBHOTO JIUCTA.

32. 3akpoiite oOpa3zeln crnaigoB komanaoi Bua, Pexxumbl mpocmoTpa npesentanuu, OObIYHbI
Y TIPOCMOTPUTE BHJI U3MEHEHHOU MPE3EHTAIHH.

33. B pe3ynbTare BbIOIHEHUS 33aHus | JOJKHBI MOIYYUThCA JIBa 00pasia: oopasell TUTYIbHO-
ro JUCTa ¥ 00pasell CaiI0B, KOTOPBIM OYAET HCIOIh30BATHCS IS CO3JIAaHUS CIAIOB 2-9 mpe3eHTaIuu.
B kaxmoMm HOBOM ciiaiifie aBToMaTHuecku OyayT pasmerniensl: Gotorpadus Kommbiorep2.jpg, Gurypsi B
BUJIE JICHTHI ¢ Haanuchio BHyTpu «MHpOpMarukay, nata, GaMuinds U UMs CTYACHTA, TPyINa, a TaKxKe
HOMEp CTPaHULIBI.

34. Jlo6aBbTe ceMb CiaiifioB. Y OEIUTECH, YTO BCE CO3JaHHbBIE HA oOpasie (ciaiia 2) 3JIeMEeHTHI B
HUX MPUCYTCTBYIOT (pHC. 3)

ObpaseL, 3arosoBKa

* Obpasel TeKcTa

— BTopoli ypoBeHb

* TpeTuii ypoBeHb
— YeTBepTblit ypoBeHb
» NATbIA ypoBers| ||

_ g
— I‘E
Puc. 3

35. 3anaiite 3¢ (eKkThl aHUMANUU JIUTST COJCPIKUMOTO CIIaiiIoB B pexxume OoOpa3sen caaiinos. J[is
u3obpaxkenus: Komnprorepl.jpg Ha oOpasie TuTynpHOro smcra HactpoiTe 3¢dexr HuTh KomaHmOl
Annmanus, Anumanusi, Hacrpoiika anumaunum, Jod6aButh 3¢dexrt, Bxoa, [pyrue s3¢gdexrsi,
Caoxnble, HUTh; U151 TOPU30HTAIBHOIO CBUTKA HacTpoilre 3dpdexr anumanun Bxoa, Kamrosu. Ilpu
J€MOHCTpPALIMU TPE3EHTAlMN aHUMAalMOHHBIN 2PdekT Kaaro3u Oyner oToOpakaThCsl Ha BCEX cilaigax
co 2-ro no 9-1.

36. Ha tutynpHOM cnaiifie BeiAenauTe u3oOpaxkenne Kommbrorepl.Jpg ¥ BBIMOJHUTE KOMaHITY
Anumanus, Hacrpoiika anumanuu, Hayano, C npeasigymum.

37. AHaNOTUYHBIE IEHCTBUS BBIITOJIHUTE I TOPU30HTAIBLHOTO CBUTKA HAa BTOPOM CIIaie.

38. Coxpanure pe3ynbTaThl paboThl B daiine Ilepudepuiinbie ycrpoiicTsa.

39. IIpocMoTpHTE MIPE3SHTAINIO C IIOMOIIBI0 (DYHKIIMOHAIBHOM KiTaBumy F5.

3ananue 2. MHpopMalMOHHOE HANIOJHEHUE PE3EHTALUN
HanosHuTe cnailapl mpe3eHTaluu COACPKAHUEM.
TexHomnorust paboTbI

1. OTkpoiiTe co3nanHyo B peAblAyIeM 3a1anuu npeseHTanuio Ilepudepuiinbie yerpoiicTsa.

2. [lepeiinute k pexxumy O0brunbIi (Bua, Pexxumbl mpocmorpa npesentanuu, O0bI4HBIN 1IN
COOTBETCTBYIOIIAsl KHOIIKA IEPEKIIIOUEHUS PEKUMOB pabOThI).

3. Pa3mecture moouepeaHo B ciaiax mpe3eHTaluu 00beKThl U TEKCThI, YKa3aHHbIE HIKE.

Cnaiin 2
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4. BeenuTe B 1osie 3arojoBka cioBo «CTpykrypay (puc. 4).

=)

CTpyKTypa

NepudepuitHoie
yCTpONCTER

YcTpoiicTea
obmena (memay
KOMNBIOTEPaMM)

BHEWHRA YcTpONCTEa YcTpoitcTea
namste eE0/13 BLIE0A3

Puc. 4

5. B cnaiine pasmectute cxemy «llepudepuiinbie ycTpoiicTBa», BBIOpAaB HY)KHBIE 3arOTOBKH
SmartArt komanaoit BeraBka, Mitocrpanun, SmartArt, Mepapxus, Uepapxus.

6. Ha 3aroToBke cXxeMmbl yAaIUTe BCE OOBEKTHI TPETHETO UEPAPXUIECKOTO YPOBHSI.

7. Beinenute nepByto GUrypy cieBa BTOpOro HEPapXu4yeckoro ypoBHs.

8. [lobaBbTe cieBa OT Hee emle ABe (HUTyphl C MOMOIIBI0 KOMaHbl KOHTEKCTHOTO MeHio Jloba-
BUTH Qurypy, lodaBurs ¢urypy ao.

9. Breaute B KaXAYI0 (UTYPY COOTBETCTBYIOIIUIA TEKCT.

10. M3menute Bce Gurypsl cxembl Ha OareTHyro pamky. s 3TOro, BbIJIENUB MX MPH HaKaTOU
kiaapum Shift, HaxMuUTE PaBOW KHOIKOW MBIIIK HA OJJHOH U3 QUTYp U B KOHTEKCTHOM MEHIO BBIIIOJIHH-
Te komanny U3mennrts ¢purypy, Ocnoubie purypsl, barernasi pamka.

11. I3mMeHuTe UBET JMHUMN, 3aJIMBKY U IPYTUe TapaMeTphI.

Caaiig 3

12. Beeaute TeKCT 3arojioBka: «OCHOBHbBIC XapaKTEPUCTUKHU MEPUPEPUITHBIX YCTPOHCTBY (pHC. 5).

13. Ilpu pa3paboTke IaHHOrO ciaiiia IenkHuTe Ha cioBe TekeT cjaiifia B MyHKTUPHOM paMke.
[lepeiinuTe ¢ OMOIIBIO KOMaHAbl KOHTEKCTHOrO MeHI0 Mapkepsbl, Ciucok k okHy CliMcOK, B KOTOPOM
KHONKOW PuCyHOK OTKpoiiTe HabOpsl rpadMuecKux MapKepoB M BbIOEPUTE COOTBETCTBYIOLIMM yKazaH-
HOMY Ha o0pasIie.

14. Beeaure nocne oBaTebHO TEKCT KaXKI0T0 MyHKTA CIHUCKA.

fara Hosen

OCHOBHbIe XapaKTepPUCTUKMU
nepudepuitHbiX YyCTPOMCTB

Q EMKOCTb HaKONUTENsA Ha KECTKUX MarHUTHbIX
AWCKaX.

Q lNapameTpbl BUAEOCUCTEM.

4me U TUM PasNNYHbIX LOMOAHUTEN
DOWCTB BBOAA-BbIBOAA.

Puc. 5

Caaiin 4

15. BeauTe 3arojioBok «YcTpoiicTBa BeBOa» (puc. 6).

16. BcraBpTe B CiIaiiji ompejelieHue YCTPOWCTBAa BBIBOJA, a TaKke WX Ha3BaHUS («MOHHTODY,
«[Ipuntepy, «IlMHAMHUKNY), UCTIONB30BaB dJIeMeHTHI Habopa Durypsl u3 rpynmnsl BeraBka, Maocrpa-
HMH.

17. 3mennte pa3mep U 1BET HAAMKUCH BHYTPH PAMKH, [IBET JIMHUN U 3IUBKY ISl pAMKHU.
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Damunns, WA 1 yHEBHEA TEYNnE

YcTpoicTea BbiBOAA

TMpeobpasytoT ABONHHbIN KOA K B/
OMY A1 BOCMIPUATUA MO/b30BaTe)

HUngpopmamuxa

Puc. 6
Caaiig 5

18. Beenute 3aronoBok «MOHHTOPBD) (pHC. 7).
19. BcraBbTe B craiiz onpeaeneHue MOHUTOPA B paMKe.
20. M3meHuTe MapamMeTpsl paMKH: I[BET JIMHUW, 00bEM, TCHb U JIp.

@aMuniR, WA 1 y4eBHEA EyNE

MoHuTOpBbI

op (monitor)— ycTpoiictso
oro oTobparkeHuns UH e

HUngpopmamuxa

Puc. 7
Caaiig 6

21. BeauTe 3arojoBOK «XapakTepUCTHKH MOHUTOPOBY (puc. 8).

22. Vctionp3yiiTe mukrorpammy Tadauiibl B 3aroTOBKE Ciaiia wim koManay BeraBka, Tadauna
IpU pa3paboTKe 3TOro ciaiaa.

23. VI3mMeHuTe BET U pa3Mep IIANKH TaOJIHIIBL.

@3MniR, WMA 1 y4eBHaR TRYINE

XapaKTepuCTUKM MOHUTOPOB
HasBaHue

' =17 / Ungpopmamuxa

Puc. 8

Caaiin 7
24. Beeaure nazsanue «JIT-moHUTOPH» (pHC. 9).
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25. BcraBpTe B cmaiing teketr o OJIT-monutopax, a Takke ¢otorpaduro uz aina DJIT-
MOHUTOP.]PQ.

S/1T-mOHUTOPBI

e 60/1bLUMHCTBO MOHUTOPOB
(OHCTPYMpOBaHbI Ha base

pOHHO-1y4esol mpy6ku (3/1T),
‘paboTbl aHanoru4eH

CTaporo»

Hugpopmamuxa

Puc. 9
Caaiig 8
26. Beeaute nazsanue «KK-monuropsi» (puc. 10).
27. BcraBbTe B ciaiij] onpeieaeHue KUJIKUX KpUCTAIOB (B paMKy) u ¢ororpaduro u3 ¢aiina
JKK-mouuTOp.jpg.
28. Tekcrt cnaiina 3aMmeHuTe O0Jiee KOPOTKUM, HO O0Jiee KPYITHBIM.

ars. Sanunes, uMs W y4e6+a pynna

KK-MmoHUTOPpSI

Kue Kpucmannsl — 310 ocoboe cocToAHMe
X OPTraHWYECKUX BELLECTB, B KOTOPOM OHU
y4eCTblo U CBOICTBOM 06pa30BblBaTh
eHHble CTPYKTYPbI, nopo6Hble
MM. KUAKWE KpUCTanabl  MOTyT
10 CTPYKTYpY ¥ CBETOONTUYECKME
SMCTBUEM  3NEeKTPUYECKOTo
C NMOMOLLbIO 3NEKTPUYECKOTO
PUCTANNOB M UCTIONE

WUngpopmamuxa

Puc. 10
Caaiig 9
29. Beenure nazBanue «CpaBHUTEIIbHBIC XapaKTepUCTUKM» (puc. 11).
30. 3anaiiTe pasmMeTKy i ciaiiia — MapKUpPOBaHHBIH CIIMCOK.
31. Cpasnaute XKK- u DJIT-MOHUTOPBHL.

Sz, WeR W f4ednez 13yne

AaBHUTE/IbHbIE XapPaKTEPUCTUKU

OMMNAaKTHOCTU MK-MOHUTOPbLI He 3Ha
aBHbIX. OHKM 3aHMMAIOT B 2-3 pas
ecTa, YemM MOHUTOPBI ¢ T,

Puc. 11
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32. C noMoIIpIo KJIaBUIIK FS MpoCcMOTpUTE BHIOIHEHHYIO MTPE3CHTALUIO.
33. CoxpaHUTe N3MEHEHHUS B IOKYMEHTE.
3ananue 3. AHUMAIHS 3JIEMEHTOB CIIAiI0B
Hacrpoiite anHnmaruo 00beKTOB CIIaliI0B U CMEHBI CIIAlIOB.
TexHonorus padboTsl

1. Otkpoiite daiin Ilepudepuiinbie yerpoiicTpa.

2. Iepetiqute B pexum OObIYHBIN TS cO3aHUs 2PPEKTOB aHUMAIINH OTACITbHBIX 00BEKTOB WU
B peskuM COpTHPOBUIMK CJAWAOB [T 33JaHUS aHUMAIUH TIEPEX00B K CIEAYIOUIeMY CIaiy.

3. Beigenute 00beKT/CiIali .

4. HactpoiiTe mapaMeTpbl aHUMAIIMX C TTIOMOIIBIO KoMaHApl AHUManusi, HacTpoiika anumanum.

5. B otkpsiBLIeiics 00nacTu 3amad HaKMUTE KHONKY JloGaBuTh 3¢ dexT, onpenenure BUI aHU-
Manuu Bxoa wim Beixoa u BeiOepuTe KOHKPETHBIN 2P (DEKT.

6. Hactpoiite mpe3eHTaIuio B COOTBETCTBHH ¢ Tabi. 1.

7. Jlns Bcex BBIOpaHHBIX OOBEKTOB MOOYEPETHO BHINOIHUTE KoMaHAy AHuMmaums, Hacrpoiika
anumaumnu, Havano, Ilocsie npeasiayuiero.

8. [IpocmoTtpuTe BhIOpaHHbIE 2 (HEKTHI AHUMAITMH C ITOMOIIIBI0 KHOTIKH [TpocmoTp.

Ecin anuMupyeTcst rpynmoBoil 00beKT, Takoi kKak SmartArt, To Ha BKIIAJKE MMOSBISIOTCS KHOIKH
JUIS BBIOOpA MOCIIeI0BATEILHOCTH aHUMAITH.

9. CaMOCTOSITEIPHO YCTAHOBUTE JUISI COACPKHMOTO JPYTUX CJIAiI0B HACTPOWKH AaHWMAIUH, a
Takke 3BYKOBbIE 3(h(PeKTHI.

10. [IpocMoTpUTE U3MEHEHUS B TIPE3CHTAIINU.

11. CoxpaHuTe Ipe3eHTAaLUIO.

Ta6muma 1
Conaiin OﬁLElfT U3 pdexr IHepexiouarenns ImyK
caaiiia CKOPOCTH
1 3aromnoBok 1, Bxon/Bruier Ouensb ObICTPO. AIUIOIUCMEHTHI,
«[lepudepuiinbie Hanpasnenue — HEIMPEPHIBHO
YCTPOHCTBA» CBEpXY ciIeBa
ITonzaronoBok Bxon/Pa3septriBanue | beictpo bapaban,
«MOHHTOPBDY HENPEPBIBHO
3arosnoBok 1, Beixon/Yacosas Cpenne. Komnue- | buacrep,
«Ilepudepuiiabie | cTpenka CTBO CEKTOPOB — | HEMPEPHIBHO
YCTPOUCTBa» 4
2 3aroJioBok 1, Bxon/Koneco 0,6¢ Byps oBanuid,
«CTpyKTYypa» HENPEPBIBHO
CxeMa Bxon/Koneco Cpenne Komokoabuuku,
HENPEPBIBHO
3arosioBok 1, [lyts nepememienus/ | Cpenne Mosera, Henpe-
«CTpyKTYypa» B Buze cepaua PBIBHO
JlaboparopHas padota 10

]_IGJ'IB pa6OTI)II HAaY4YUTHCA OCHOBHBIM TCXHOJIOTHUYCCKHUM OIICpalysaM OpraHu3aliuyi HaBUT'alUU I10

ciaigaM.

CO3,Z[8.I>1TC HUTOTOBBIM CIIaM JJIsI YIIpaBJICHHUA MTOCICAOBATCIIBHOCTHIO IPOCMOTpPA MPC3CHTALINU.

6. B neBoii yacTi OCHOBHOTO OKHa ¢ Bkiaakamu CTpykrypa u Ciaaiabl nepeiinnte Ha BKIAJIKY

ITporpamma nipe3enrarmii MS PowerPoint: HaBurarust mo criaimam

3aganue 1. HaBuramus mmo ciaiigam

TexHonorust paboTsl
1. Otkpoiite panee co3nanHyto npezentanuio Ilepudepuiinbie yerpoiicTpa.

2. BemomauTe komany Bua, Peskumbl npocmoTpa npe3entanuu, OObIYHBbIIA.
3. [epeiinuTe kK mocneaHeMy cnaiimy 9.
4. Otkpoiite meHi0 MakeToB ciaiaa (IaBuasi, Ciaiiapl, Co3aarh ciaiin).

5. BriOepute MakeT ciaiiia, KOTOpBIN UCIIOIB30BANICS IS CO3JJaHUs ciaiiioB 2-9.
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Crpykrypa.
7. Onpenenure, KaKue IMEHHO 3ar0JIOBKH HY>KHO BCTaBUTh B CIAN]] C COAEPKAHUEM.

8. Ilepetimute Ha Bianky Caaiiabl. M3 kaxaoro ciaiiga cKOMUPYHTE 3arojoBOK, KOTOPBIA Tpe-
OyeTcst 700aBUTH B OTJIaBJICHUE, U BCTaBbTE B HOBBII ClIali]] B TOM MOPSIKE, B KOTOPOM CJIali/Ibl CIEAYIOT
B [IPE3CHTAIIUH.

9. BeienuTe nepBblii 371€MEHT CO3JaHHOTO CIMCKA 3ar0JI0BKOB B OTJIABJICHUU.

10. Otkpoiite quanoroBoe okHO BeraBka rumepcechbuiKH KoMmaHoii BeraBka, Ceszu, I'unepc-
ChLIKA.

11. lenkuute Ha BapuanTe Tekymiasi mamka M crpaBa HaXXMUTE KHOINKY 3akJajgka, KOTopas
OTKpoeT OKHO BbrIOOp MecTa B JokyMeHTe. BbiOepute U3 CIMCKa TOT CJIaiiJl, KOTOPBIH OyJeT CBSA3aH C
MEPBLIM ITYHKTOM OTJIaBJICHUSI.

12. CBsxuTe BTOPOIl MYHKT OTJIABJICHHSI THMIEPCCHUIKON ¢ COOTBETCTBYIOIIMM CIANHIOM APYTrUM
CIIoco0oM:

B BBIJICJINTE BTOPOM 3JIEMEHT CO3[JaHHOT'O CIIMCKA 3ar0JI0BKOB B OI'JIABJICHUY;

m oTKpoiiTe okHO HacTpoiika neiicTBus ¢ nomoibio koMau sl BeraBka, Cesasu, [leiicTBue,;

B YCTaHOBUTE mepekioyarens deiicTBue mo menuky Mbimm B nosiokenue IlepeiiTu mo ru-
NepCChbLIKM,

m B crucke BoiOepute CJiaiil ¥ B OTKPBIBIIEMCS CIIHCKE BBIACIUTE TOT CJAN[, C KOTOPbIM OyneT
CBSI3aH MYHKT OTJIaBJICHUSI.

13. CBsxHTE TUIEPCCHUIKAMH OCTAJIbHBIE IMYHKTHI OTJIABIICHUS B ClIaii/le-OTJIaBIIEHUU C COOTBET-
CTBYIOLIUMU cnafmaMI/} J0OBIM M3 ONMCAHHBIX BBIIIE CIIOCO00B (puc. 1).

OrnasneHue

* [lepubepuiiHble YCTPOMCTEE

* CTpykTypa

* (OCHOBHbIE XaPAKTEPUCTUKM NMepUdEPUMHLIX YCTPOWCTS
* YcTpoWcTsa Buls0aa

¢ MoHuTop.I

* XapaKTepUCTUKU MOHUTOPOB

» IJIT-MOHUTODSI

* HK-MOHUTODDI
CpasHUTENbHbIE XapaKTEPUCTUKM

C =

]
Puc. 1

3amanwue 2. JlobaBneHne yrmpapIisiONIMX KHOITOK
Co3paiite 1 oTpopMaTHpyHTE psiJ YIPABISIOMUX KHOMOK.
TexHonorus paboTsl

1. Otkpoiite paHee co3nanHyto npesenTanuio Ilepudepuiinbie yerpoiicTpa.

2. Ilepeiinute k oOpa3uy cnaiinoB komanaoi Bua, Pe:xxummbl mpocmoTpa mpesentauuii, Oopa-
3ell CJIai/I0B.

3. BeiGepute obpazer; BToporo ciaija.

4. Otkpoiite Ha0Op YHpaBISIOMIMX KHOMOK KoMaHnod BeraBka, Wiumoctpauuu, Ourypsl,
Ynpasasiromue KHONMKH.

5. BeibepuTe KHOIKY nepexo/ia K IpeIblIyleMy ciaiay.

6. B obnactu cnaiia mpu HaXaToil KHONKE MBIIIM PACTSHUTE yKa3aTelb (B BHJE «ILIHOCA») 10
TpeOyemMoro pazMepa UM IEIKHUTE B HY)KHOM MECTe BHIOPaHHOTO cllaiijaa.

7. B otkpeiBmiemcs okHe HacTtpoiika aeficrBusi Ha Bkiiaake Ilo meayky MbIIIM yCTaHOBUTE Tie-
pekitoyarens B nojoxkenue Ilepeiitu mo runepccbliiku, BoiOepute u3 crucka [peapinymmii caaig u
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HaxMute kHOnKy OK. B pe3ynbraTe moay4uTcs KHOMKA Mepexo/ia K MpeblIyieMy claanmy.
8. OtropmaTupyiiTe CO3qaHHYIO KHOIKY, OTKPHIB OKHO KOMaHJOW KOHTEKCTHOro MeHw. Odop-
MHUTE ocTaBlIMecs ciaiasl @opMat Gurypsl (MOXHO BHIOMpAaTh KOMaHIbl M3MEHEHHS (QUTypbl Ha
BkIagKke Mopmar).
9. JloGaBbTe B Ciaii] TaKUM k€ 00pa30M KHOIIKM IEepexo/ia B HA4ajo MPe3eHTAluH, B KOHEI Ipe-
3€HTAaLlMU U K CIIEAYIOLEMY claiiay.
10. Beibepute oOpaser] mepBoro ciaiaa.
11. TloGaBbTe B cliaii] KHOIIKY Mepexojia B KOHEL IPE3eHTALUU U K CJIETYIOIIEMY Clany.
12. Ilepeiinute B peskxuM OOBIYHBI.
13. O6paruTe BHUMaHKE HA TO, YTO HA BCEX Clai/lax OJDKHA MPUCYTCTBOBATH MaHEb YIpaBIIs-
IOLINX KHOTOK M cinaif «OriaBineHune», 00eCreynBaroIni Iepexo] K pa3HbIM cliaiiiaM Mpe3eHTaluu.
14. TIpocMoTpHTE MPE3CHTAINIO C TOMOIIBIO KHOTIKH F5.
Jlaboparopuas padota 11. PaGotsl ¢ nanasiMu ¢ momombio CYBJl MS Access.
[{enb paboThl: U3y4YeHHE TEXHOJOTUH paboThl ¢ 6a3aMu JaHHBIX CPEACTBAMHU CHUCTEMbI yIpaBJie-
Hus 6a3zamu nanaeix MS Access.
3ananue 1. Coznanue Tabnuibl B 0a3e qaHHBIX B pesxkume Konctpykrop
Nudopmanus B 6a3e NaHHBIX XPAaHUTCS B BUJIE TaOJUII, CBSI3aHHBIX MEXay coboii. Tabnuna — un-
dbopMarmoHHast MOZIeNb peaiabHoOU cucTembl. Kaxmas Tabnuia 10KHA UMETh CBOE MMSL.
3anmuch — 3TO CTPOKa TAOIUIIBI, ITOJIE — €€ CTOJOCI. 3amuch COJEPKUT WH(OPMALIUIO 00 OJTHOM
KOHKpeTHOM oOnekTe. [loe comep KUt onpeaeeHHble XapakTepUCTUKNA 00BEKTOB.
['maBHBIN K04 — ATO 110JIE€ WJIM COBOKYITHOCTh I0JIEH, KOTOPOE OJIHO3HAYHO OINPEAEIISAET 3alUCh B
TadJmue.
JIro6ast TabnmIia MOXKeET OBITh MPEJICTABIICHA B IBYX PEXKUMaX:
— B peXHMME KOHCTPYKTOpA, MPEeIHA3HAUYEHHOM JJI CO3/IaHUs CTPYKTYPhI TaOIUIIbl, H3MEHEHUS
THUIIA JAHHBIX, U3MEHEHUS €€ CTPYKTYpHI (J100aBIeHUS WK yJaleHUs €€ ToJiek);
— B peUME TaOIHIIb, TPEAHA3HAYEHHOM JIJIs1 BBOJIa JAHHBIX, UX MPOCMOTPA U PeJaKTUPOBAHHUSL.
Jist K 1oro moJist onpezensercs TN U popmat JaHHbIX. OCHOBHBIE TUIIBI TaHHBIX:
— TEeKCTOBBIN — OJIHA CTPOKa TeKCTa (110 255 CUMBOJIOB);
—none MEMO — TekcT, cocTosimuii 13 HECKOIBKUX CTPOK, KOTOPBI MOKHO TIOCMOTPETH TP TO-
MOIIIH TIOJIOC IPOKPYTKH (110 65 535 CHMBOJIOB);
— YHCJIOBOM — YHMCJIIO JIFIOOO0r0 THIIA;
— JIEHEKHBIN — 0JI€, BEIPAXKEHHOE B ICHEXKHBIX eIMHUIax (pyOu, eBpo U T. 1.);
— 1ata/BpeMs — IoJie, CoJeprKalliee JaTy WM BpeMs;
— CYETYHK — I10JI€, KOTOPOE BBOJUTCS ABTOMAaTHUECKH C BBOJOM KaXkKJJOW 3aIlUCH;
— JIOTUYECKHUI — COJIEPXKUT OJHO M3 3HaYeHUH True (uctuHa) wim False (;1oxp) U mpumeHsiercs B
JIOTHYECKUX OTEpaLUsiX;
— nonie oobekta OLE — comepkut prcyHku, 3ByKoBbIe (aiiibl, Tadbmauibsl Excel, mokymentst Word
UT. 1.
TexHonorus paboTsl
1. 3anycture nporpammy MS Access.
2. Beibepute HoBasi 6a3a nannbIx. BBequte ums daiina ToBapsl (mporpamma MS Access aBTo-
MaTHYEeCKHU MPHUCBOUT eMy pacuupenue .accdb) u menkuute Ha kHonke Co3nars (puc. 1).
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P e BT v ‘
SN ) * Microsoft Access S| & )

s =
= ©
Kareropmn wanoros

6paTuTe BrimaH1e . .
o lpucmynas k pabome c Microsoft Office
s Microsoft Office Onling

Denossie

an 6asa nannbix

Ofpasosariie

Tiarsie

Hosas 6asa

YuebHan 6aza aaHgx AaHHbIX

[ ——

KowTaKTs! Bonpocs! Cobbrmua

Access

o ‘ k| @

TpoexTsl no “TpoexTs!

Kanan npoaax

MBPKETUHTY

IZIg "

3 Bffice Oniine

Hosbie BozmoxtocTu Access 2007
B OBHOBAEHHaA NPOrpamMma Access 2007 CoaepXMT
MOWHEIE CPEACTE], KOTOPEIE NO3BOARIOT 6EICTPO
B OTCAEXKUBATL A3HHBIE, PABOTATE C HUMM COBMECTHO
11 C03A43BaTL OTHETHI B NPABAREMOi CPEAE. J
h [l0NONHUTENLHBIE CBEACHHA O HOBBIX
BO3MOXKHOCTAX U YAYHIEHHSX, °

Takoke Ha Be6-yane Office Online:
Yue6Hsii kypc | Wanows | 3arpyska

o Tlonyuenite HoBEiiWEro COAEPXMMOro NPy pagoTe ¢

seinyckom 2007 cuctemsl Microsoft Office
PYKOBOACTEO N0 WHTEPdelicy Nonb30saTens Access
2007

OpraHu3auns BCex 06BEKTOB C NOMOLLBLIO HOBOW,
1ETKO AOCTYNHOI 061ACTH NEPEXOACE

PHC. 1

3. B oTkpeIBIIEMCS OKHE TporpaMmbl Ha BKiaake Co3naHue BbiOepuTe

TA0JIMIIL.

4. B pexxume KOHCTPYKTOpP co3/laHue TaOJIHUIbI, TO €CTh OINpPECIICHUE BXOSAIUX B HEE MOJIEH,

MMPOU3BOAUTCS ITYTEM 3aIIOJIHCHU cneunaanoﬁ Ta0IHU

161 (puc. 2).

conepxkan

Mun daitna:

Mg nmomns

Tum gagHBIX

Onucanue

Puc. 2
5. BHecute B crienuanbHy0 TaOIUIy cleayromme ganHbie (puc. 3).

7] Tosape:

Hma nona
¥ Koa Toeapa
HazgaHne
OnwcaHMe ToBapa
LeHa, §

Kof nocTasuimka

TN gaHHbIX
CueTumk
TexcToBbIi
TeKcToBbIH
Yucnosoit
Yucnosoi

L,

-

HoBas 6a3a naHHbIX

aaye 6asbl aanHbix Microsoft Office Access, He
RQUECTEYIOWMNX AHHBIX MM 06bEKTOB.

Tosapsi

C:\Users\user\Document§\

komaHay KoHcTpykTop

Puc. 3

6. {nst monst Ha3Banue B kauectBe Tunm ganHbIX BeiOepuTe MacTep MOACTAHOBOK U BBEANTE B
oJuH cTosOel] (uKCHpOBaHHbBIN HAOOp 3HAUEHUI, UCIIONIB3yeMbIX B 3TOM moiie: TeneBuzop, Bugeomar-
HuTOodoH, Buneokamepa, My3bIKaIbHBIN LEHTP.

7. Caenaiire none Koa ToBapa xiroueBbIM. [l 3TOTO BBIIENUTE 3TO MOJE M HAKMHUTE KHOIKY
KuroueBoe moJie. CieBa 0T 3TOro MoJis HOSIBUTCS U300paykeHUE KIH0Ya.

8. 3akpoiite TabuuIy, COXpaHUB ee Mo uMeHeM ToBapshl.

9. Otkpoiite Tabmuy ToBapbl B pekuMe TaOJHMIBI M 3alOJHUTE €€ MOCTPOYHO CICTYIONIHMMHE
naHHbIME (puc. 4).

[Ipumeuanue: 1. Ilone Kox ToBapa (cuerunka) 3aroyIHAETCS aBTOMAaTHYECKH, BPYUYHYIO BIIHCHI-
BaTh uyuciaa He cienyer. 2. [na nons Ha3panme 3ajnaBaiiTe 3HA4eHMs] M3 BBINAJAIOLIETO CIIHMCKA.
3. [oxbepuTe MMPUHY TOJICH T OTOOPAKCHHSI 3AITHCEH TIEITHKOM.

] Tosapw

Koatosapa - HazsaHwne ~ | OnucaHne ToBapa - Llewa, $ ~ Koanociaswmka -
1 Tenesnzop Sony M2180K 459 1030
2 Teneen3op Philips 25PT3001 1499 1010
3 Tenesnzop Panasonic 25V50R 765 1020
4 Tenesusop Goldstar CF-14E20B 230 1010
5 BUZeOMarHHToHhoH Panasonic HS-800EE 1400 1020
6 BMAEOMarHHTOpOH Philips VR-756 450 1010
7 BugeomarHnTodoH Sony EL50EE 269 1030
8 Buneoxamepa Samsung VP-J55 530 1010
9 Bugeokamepa Sharp E37 845 1020
10 My3blKanbHBIi UEHTP  Panasonic DH32 320 1020
11 MyzbikasbHbli UeHTp  Sony MJ-L1 1289 1010(

* (Ng)
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Puc. 4
10. Coxpanute n3meHeHus B Taonuie ToBapbl.
11. OcymiectBute 3ameny HaszBanus GoldStar wa LG Electronics. Jlis 3Toro otkpoiite Tadbauiry
ToBapbl B pe:xuMe TaOJHIIBI, U BHIITOJHUTE 3aMEHY BPYYHYIO.
12. Orcoprupyiite nanneie 1o 1eHe. s sToro B pexkume tabnuibsl B none Llena,$ packpoiite
CIIUCOK COPTUPOBKH U BhIOeprTe COPTHPOBKA OT MUHHMAJIbHOI0 K MAKCMMAJILHOMY (pHc. 5).

=7 Tosapm

KoaTosapa - Haasaumne

1 Tenesusop

2 Tenesnsop

3 Tenesusop

4 Tenesusop

5 BUAEOMArHMTOGOH
6 BUEOMArHUTOGOH
7 BUAEOMarHMTOGOH
8 Bugeokamepa

OnucaHue ToBapa
Sony M2180K
Philips 25PT9001
Panasonic 25V50R
LG Electronics CF-14E208
Panasonic HS-800EE
Philips VR-756
Sony E150EE
Samsung VP-155

-{ Uesd s - Koanoctasumka ~ | feBasums none

4
14

i
i

&

[LATCAFS

COPTHDOBKE OT MUHMMANEHOTD K MBKCHMANEHOMY.

COPTHPOEKE O MKCHMBAEHOTO K MUHHMANEHOMY

Uucrossie GuabTps »

V| (BraiaennTe Bce) &
] (Mycreie)

7] 50

V] 269

9 Bugeokamepa

10 My3blKanbHbIA LEHTP

11 My3blKansHbli LEHTR
(No)

Sharp E37
Panasonic DH32
Sony MJ-L1

V| 320
V] 450
V| 459
V| 530
V] 765
V] 845

=
N w oo

OK

OTuena

Puc. 5
13. JTo6aBbTe HOBYIO 3amuch: Buaeokamepa, Panasonic NV-DX1E, 2599, 1010. Ta6suia ToBa-
PbI JIOJDKHA OBITH OTKPHITA B PEKAME TaOTHUIIBL.
14. JloGaBbTe HOBOE nosie CTpaHa NMpoU3BOAUTeENs, TUIl AaHHBIX TewkcroBsblid. [lyig 3Toro me-
peiuTe B pe:KUM KOHCTPYKTOpa 1 10O0aBbTE HOBOE TIOJIE.
15. B pexuMe TabIMIIbI 3aII0JIHUTE HOBOE ToJie (puc. 6).

7] Tosapm
KoaToBapa -

1 Tenesu3op

2 Tenesnsop

3 Tenesmaop

4 Tenesnsop

5 BugeomarHuTodoH

6 BnaeomarHutodon

7 BugeomarHuTodoH

8 Bugeokamepa

9 Bugeokamepa

10 My3bIKaNbHBIA LEHTD

11 My3biKanbHbIMA LEeHTp

12 Buneoxamepa

(Na}

HazgaHue OnucaHue ToBapa

Sony M2180K
Philips 25PT9001
Panasonic 25V50R
LG Electronics CF-14E208
Panasonic H5-800EE
Philips VR-756
Sony E150EE
Samsung VP-135
Sharp E37
Panasonic DH32
Sony MJ-L1
Panasonic NV-DX1E

Puc. 6

16. Coxpanute u3menenus B tadauie ToBapsbl.

17. 3menure nocnenoBaTenbHOCTh MOJeH, nepeMectuB noje Kox mocraBummka Ha BTOpYyIO IO-
3uLuIo. J{71s1 3TOro B pe’kuMe KOHCTPYKTOPA BBIIEIMTE BCKO CTPOKY MOJs. 3aTeM NEepeMEeCTUTE C MOMO-
IIBIO MBIIIU CTPOKY B HOBOE MECTO (HaJ TeM MOJIeM, Tepe] KOTOPBIM XOTHUTE PACTIONOXKHUTH ).

18. OTtob6pasute Ha skpaHe TojibKO naHHbIe nonel HaszBanue, Omucanue toBapa u llena,$,
yOpaB ¢ sKkpana jumHue mois. s 3Toro B pexume TabnuIbl Ha BKIaake ['1aBHas B rpymnmne KOMaHa
3anucn HaxxMuTe Ha KHONIKY JlomostHUTenbHO. B OTKphIBIIEMCS OKHE BbIOEpHUTE KoMaHly OToOpa3uTh
CTOJIOBI U CHUMUTE (QUIaXKKU U1 CKpBITUS TpeOyeMbix nosei. Haxxmure 3akpbITh.

19. Coxpanute u3menenus B tadauie ToBapsbl.

JlaboparopHras padota 12. ABromaru3aius 00paboTKu 0a3 TaHHBIX.

Llenb paGoOTHI: M3yueHHE TEXHOJIOTUU paboThl C Oa3aMM JaHHBIX CPEIACTBAMHU CHCTEMBI YIIpaBiie-

Hus O0azamu naHHbBIX MS Access.
3ananue 1. Co3nanue 3anpocoB B 0a3e TaHHBIX Ul OMCKA HYKHOM HH(OpMaIuu

C momoIIpIo 3armpocoB MOYKHO IMPOCMATPUBATh, aHATTM3UPOBATh M U3MEHSTH JaHHBIC M3 HECKOJb-

KHX Tabnui. OHU TaKkKe UCIIOIB3YIOTCS B KAUECTBE MCTOUYHUKA TAHHBIX U1 ()OPM U OTUYETOB.
TexHonorust paboTsl

1. 3anycture nporpammy MS Access.

2. Otkpoiite 6a3y naHabix ToBapsbl.

3. Otkpoiite Tabauy ToBapsl B pexuMe TaOIHIIbI.

4. BepuauTte it TaOIHUITBI OTOOPKEHUE BCEX MMEIOMIUXCS mojieit. [ aToro B pexume TabauIbl
HY>KHO IOBTOPUTH I1. 18 MpebIayero 3aJaHus U MOCTaBUTh (DIIaXKKU Y BCEX CKPBITHIX MOJIEH.

5. Coxpanute usmeHenus B Tabnuie ToBapsbl.

6. Ha Bruagke Co3nanue B rpynne komann Jpyrue Boioepure komanny KoHcerpykrop 3ampo-

LeHa, $  + | KOANOCTaBUWMHA + CTpaHa NpoM3BOSMTENA -
459 1030 AnoHua

1499 1010 HuaepnaHabl
765 1020 AnoHua

230 1010 Kopea

1400 1020 AnoHwA

450 1010 Huaepnaas!
269 1030 AnoHwA

330 1010 Kopea

845 1020 AnoHwa

320 1020 AnoHuA

1289 1010 AnoHwA
2599 1010 AnoHua
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7. B okne nuanora Jlo6aBijieHue Tabaunbl 1006aBpTe Tabnuiy ToBapbl 1 HOKMUTE 3aKPbITh.
8. CocraBbTe 3ampoc Ha BEIOOPKY TOBAPOB, OTHOCAILIMXCS K MOCTaBUIMKY ¢ KogoMm 1010. [{ns sto-
ro B OKHE 3anpoc-BbIOOpKA JTBOMHBIM IIEIYKOM MbIH 100aBbTe nojiss Kox mocraBmmka, Ha3Banue,

Onucanue TOBapa.

9. B kauecTBe ycimoBus oTO0opa BBeauTe Koj mocrasiuka 1010 (puc. 7).
10. [Tpu HEOOXOTUMOCTH BBITIOIHUTE COPTUPOBKY, IICIKHYB MBIIIBIO B cTpoke COPTHPOBKA 10T

HMCHEM HYKHOT'O ITOJIA.

= Topaps ‘j‘.\ Janpoct |

Tosape:
* -

7 Koa Tosapa
Koa nocraswyy
Hassare =
Onucarme Tosal

Liena,
CtpaHa npauss ™

4 [l

Mone: | Koa nocTaswuka
VINg TaBAuLEE | Tosaps
Coprvposka:
BLIB0A Ha 3KpaH:
Yenosme ot6opa: 1010
wnw:

Q|

Hassanue OnucaHye Tosapa
Tosapsi Tosaps
no so3pacTaHmie

Gl W]

Puc. 7

11. Ha Bxuiagxe Konerpykrop B rpynne koman Pe3yJbTaThl HOKMUTE HAa KHONKY BBINOTHHTS.
12. Coxpanute pe3ynbtat 3ampoca (puc. 8) mox umenem IocraBmmk 1010.

=7 Tosapst ‘? MNocrasuyai 1010

Kog nocraBumka - HEEI\EEHME - OnucaHue ToBapa
1010 Buaeokamepa Panasonic NV-DX1E
1010 Buaeokamepa Samsung VP-155
1010 BuaeomarHuTodoH Philips VR-756
1010 My3blKabHbIA LeHTp  Sony MI-L1
1010 Tenesmnzop LG Electronics CF-14E20B
1010 Teneau3op Philips 25PT9001

Pyuc. 8

13. Tlpumepsl 3anucu ycioBuil 0TOOpa TaHHBIX:

YcnoBue oTbopa JaHHbIX

PC3y.]'IBTaT BBITIOJTHCHU A 0T60pa JaHHBIX

P?xa

Pyka, pexa

K*T Kor, kanar, kpacHblil MOJIOT

*oi 132-oii, Tomy6oit

*aHr™ MaHro, JJaHT'yCT

*.10.99 Bce nator B okTs0pe 1999 rona

MBanos[asbi] WBanoBa, 1BaHOBBI

>10 Bce uncna, 6onbire 10

Between 10 and 20 Yucna ot 10 o 20

<«/IBaHOBY» Bce damunum ot Hauana andasuta u 10 MBaHoB

>=«lIBaHOB»

Bce ¢amunun ot MBaHOB 110 KOHIIa andasuTa

«Dpanrnmsy or «Kanamay»

Opannus wiu Kanana

Date ()

OT160p 3anuceil, coJlepKalix TEKYIYIO 1aTy

Between Date () and Date ()-5

B Teuenune nmocnenHux 5 nHen

14. CoctaBbTe TpU MPOCTHIX M TPH CIOKHBIX 3arpoca st Tabuuiel ToBapsl. [t ocymiecTBieHus
CJIOKHOTO 3ampoca (0TOOp AaHHBIX U3 HECKOJIBKUX TOJIei) yCIoBUs 0TOOpa 3alMChIBAIOTCS AJIs KaX10TO

I10JI4.

15. Coxpanute co3qaHHBIC 3aIIPOCHI (JIaBaiiTe TaKOE UM, YTOOBI OBLIIO TIOHATHO, YTO BBl MCKAJIN).
3amanue 2. YCTaHOBJICHHUE CBSI3EH MEXTy TaOJIAIIaMU
Ot noneii, yka3aHHBIX TIPU ONPEIEIICHUN CBS3H, 3aBUCUT TUII CO3/IaBAEMOM CBSI3U:
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— «OJMH-K-OJTHOMY» — CO3/a€TCsl B TOM Cllydae, Korjaa 00a co3aaBaeMBbIX IMOJIs SBIISIOTCS KITIOUe-
BBIMU;

— «OJIMH-KO-MHOTMM» — CO3JIa€TCsl B TOM Cllydae, KOI/la TOJIbKO OJHO U3 MOJIEH ABIISETCS KIIoue-
BbIM. Tabnuua, copeprkalias KIKO4EBOE I10JIe, SIBJIAETCS IVIAaBHOM, Apyras Tabiuua siBIsSeTCsl MOAYMHEH-
HOM (CcBs3yrO1IIEE T0Jie OY/AET MOJEM BHEUIHETrO KIII0Ya);

— «MHOTHE-KO-MHOTMM» — IPEJICTABISAET JIBE CBS3M C OTHOLIEHUEM «OJAMH-KO-MHOTHUM)» 4Yepe3
TPEThIO TAaOJIHILY, KIIF0OY KOTOPOM COCTOMT, IO KpalHEel Mepe, U3 ABYX IMOJIeH, KOTOPBIE SBISIFOTCS MOJIIMU
BHEIIIHEr 0 KJII0Ya B JIBYX APYIUX TaOIuLax.

TexHonorust paboThI:

1. 3amyctute nmporpammy MS Access.

2. Otkpoiite 6a3y nanabix ToBapbl.

3. Co3paiite BTOpyro Tabuuiy c Ha3BaHueM IlocTaBHIMKM C HOJISIMM M COAEPKUMBIM KakK Ha
puc. 9. Kimrouepoe nosie — Kox nocrapmuka. CoxpaHute TaOIuIly U 3aKpOMITE.

| ] nmamum‘-\

Wma nona Twn gauHbIX ji =
i Mocr: \
? |Koa noctasumxa “ucnoBok ‘ .

HazBaHue HUpMbI [ — KO MOCTAaBUIMKA ~+ HaisaHue pupMsl - Tenedod - Qakc - Anpec
Tenepon TeKcToBbIi 1010 M.Bugeo 207-9464 923-2906 Mapoceiika, 6/8

DaKc TeKcToBbIR 1020 TexHocuna 978-0443 378-1693 HoeocnoGogckas, 14/19
Agpec TeKcToBbIA 1030 Mup 152-4001 152-4251 HoHrapckuid 6-p, 16

Puc. 9

4. YcranoBure cBs3b Mexay tabnuuamu ToBapsl u IloctaBmuku. [1s sToro Ha Biiajake Pago-
Ta ¢ 0a3amu JaHHBIX B rpymnne koman [loka3aTs wim ckpbITh BeIOepHuTEe KoManay Cxema IaHHBIX.

5. B okne [lodaBiienue Tadaunbl 100aBbTe nociaeaoBaTesibHO Taduuibl ToBapbl u [locTaBim-
ku. Haxxmure 3akpbITh.

6. B tabnuue [MocTaBuuku ycranoBuTe Kypcop Ha nosne Koa mocraBuiuka, mo Koropomy Oyzaer
YCTaHOBJICHA CBSI3b M MEPETAIUTE ITO MoJje Ha cBs3ytoinee nosie Koa mocraBuuka tadnuies ToBapsbl.

7. B otkpoiBiiemMcs okHe M3MeHeHHMe cBsizell ycTaHoBUTE (JIaKKM BO BCEX TpeX MO3UIUSAX,
Hakmute kHOnKy Co3aats (puc. 10).

T [ ===

Tabnuua/sanpoc: CessanHas Tabmnua /zanpoc:
MocTasiuuKi Tosapsi —
Otmeria
OfbeauHerme. ..
Hosoe..
| Obecneqerte LEROCTHOCTI AaHHBIX

V| kackanHoe 0fHOBNEHUE CBASAHHEIX Noneii

Koa nocraal.umaE Koa nocraswmka e

7] kackanHoe yaanenue cassanHbIX sanceli

TUN OTHOWEHIRA: QMH-KO-HHOTMM

Puc. 10
8. B pesynmbraTe MexIy TaOJIMIIAMH YCTAaHOBJIEHA CBSI3b OJMH-KO-MHOTHM. OOpaTuTe BHUMAaHHUE,
uro B Tabsuie ToBapsel nmosie Kox mocraBumka cTaHOBUTCS MOJIEM BHEITHEro Kitova (puc. 11).

MocTaswyku
B Koa nocaswmka
Hassatiite dpusi
Teneon
Dake

Appec

Tosapsi
‘¢ KoaTosapa
Koa nacrasuka
Hassarine
Onucanme ToBapa
Lewa, §
CrpaHa nponssoguTens

Puc. 11
8. lns ynanenust cBsizu B okHe Cxema JaHHBIX HYXKHO BBIICIUTH HEHYKHYIO CBSI3b U Haxath De-

lete.
3ananue 3. CozmaHue 3apocoB ¢ apaMeTpoM B 0aze JaHHBIX

3anpoc ¢ mapamMeTpoM CO3JaeT €IMHCTBEHHBIM 3alpoC, PE3yJIbTaThl KOTOPOTO MOTYT OBITH pa3-
JUYHBI B 3aBHCHMOCTH OT 3aJJaHHOTO KpuUTepHus orOopa. B kauecTBe mapameTpa MOXKET OBITH THO0OI
TEKCT, CMBICJI KOTOPOT'O OTIpeieNisieT 3HaueHUEe JaHHbIX, KOTOpbIe OyyT BBIBEJCHBI B 3aIIPOCE.

TexHomorust paboThI:

1. 3amycture nporpammy MS Access.

2. Otkpoiite 6a3y nanabix ToBapsbl.

3. Ha Britanke Co3nanue B rpymie komana JApyrue Beidepute komanny KoHcTpykrop 3anpo-
COB.

4. B oxne muanora [lo6aBienue Tadamubl 100aBpTe TaOimmbsl ToBapel u IlocTtaBmmku u
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HaXMHUTE 3aKPbITh.
5. CocraBbTe 3ampoc ¢ mapameTpoM «Jlo kakoi cymMMbI?». [{ms aToro B okHe 3anpoc-BbiOopka

JBOWHBIM HIETYKOM MbIIIHN J00aBbTe nosiec HazBanue ¢pupmbl u3 Tabmuiel HocTaBmukm, a u3 TabIUIbl
Tosapsl 106aBsTe moist Hazpanue, Onucanue ToBapa, llena,$.
6. YcnoBue oTOopa 3anoaHUTe Kak Ha puc. 12.

= 3anpoa

MocTasumkn Tosapsi

? Koatosapa
Koa nocTasLKa
Hazsakue

# Kognocrasupka
HasBaHMe UpHEI
Tenedon

dake
Appec

Onucatie Tosapa
Lena, §
Crpara npowseoguTens

Mone: |HasgaHue UpME | HassaHue Onucanue Tosapa | Ligka, §

Vima TaBAMUEL | Mo crasugkn Togapsi Tosape! Tosape!
Coptuposka: |na saspacranie

BIB0A Ha 3Kpak: v 9]

Yenosue oT60pa: Tenesusop”

Puc. 12

7. YcranoBute copTHUpOBKY ais noisi HazBanue ¢pupmsbi.
8. Ha Briagke Koncrpykrop B rpynne komana Iloka3zaTs wim cKpbITh BeIOepuTe kKomanay Ila-

9] v
<[Alo kakon cymmsi?]

pameTpsbl.
9. B mosiBuBmemMcsi okae IlapameTpsl 3ampoca BBenuTe 0€3 KBaJpaTHBIX CKOOOK Hapamerp H

YKa)XUTE COOTBETCTBYIOIIMIA eMy Tull AaHHbIX (puc. 13). Haxxmute OK.
[ [0 s |

Tun AaHHBIX o

Mapawerpsi 3anpoca

Napametp
Lo KaKoH cymmbl? 3HaueHne

Puc. 13
10. Ha Bxitagke Konerpykrop B rpynne komana Pe3yjibTaTsl HOKMUTE HAa KHONKY BBINMOJTHUTS.
11. B nosBuBmeMcs OkHe BBeaumTe 3HaveHMe mapaMeTrpa YKaKHUTE 3HAUE€HUE IMapaMmerpa,

Hanpumep, 500 u Haxmute OK (puc. 14).

T — 1 >
110 KaKO# CymHb?
500
[Comen ]
Puc. 14
12. CoxpanuTte pe3ynbTar 3ampoca (puc. 15) nog umenem Menbuie 500.
=31 Menbwe 500
Ha3gaHue Gupmbl ~ HaseaHue - OnwcaHue Tosapa ~ | LewHa, 5 -
M.Bugeo Tenesuszop LG Electronics CF-14E20B 230
Mup Tenesusop Sony M2180K 459
Puc. 15

13. BeInonHUTE AaHHBIA 3ampoc [uis 3HaYenus mapamerpa > 1000 $.

14. Coxpanute ero ¢ umeHem boJiee 1000.
JlaboparopHas padota 13. ABromMaTH3aius o0pabOTKU 0a3 TaHHBIX.

[lenb pabOTHI: M3yUEHHE TEXHOJIOTUH PabOThI C Oa3aMH JAHHBIX CPEIACTBAMHU CHCTEMbI YIIpaBiie-
HHA Oasamu gaHHeIX MS Access.
3ananue 1. Co3qaHne UTOTOBBIX 3alIPOCOB B 0a3e TaHHBIX
Bo MHOr#x ciydasx BBIYMCIACHHS MTOTOBBIX 3HAueHHH mpoiie ¥ 3G QeKTHBHEE BBIMOIHAIOTCS B
3ampocax. [Ipu 3TOM BO3MOKHO BBIUHCIICHHE UTOTOBBIX 3HAYCHUH KaK JIJIsl KaKJI0W 3aIllUCH, TaK W JUIs He-



82

CKOJIBKHX 3amucel oqHOBpeMeHHO. [loydeHHbie pe3yabTaThl MOTYT UCIOJIB30BAThCS JIsi pACUETOB UTO-
TOBBIX 3HAUEHUH B IPYyrOM 3arpoce.
TexHonorust paboThI:

1. 3amyctute nmporpammy MS Access.

2. Otkpoiite 6a3y nanabix ToBapbl.

3. Co3pnaiiTe UTOrOBBIN 3ampoc ¢ UMeHeM UTOroBblIii 3anpoc B pexxuMe KOHCTPYKTOpA.

4. Tns aroro Ha Bkianke Co3nanue B rpymnmne komana pyrue Boeioepure komanay Konerpykrop
3aMpocoB.

5. B okne auanora /lo6aBjienue Tadauubl 100aBbTe Tabiuiy ToBapbl 1 HaOXXMUTE KHOIKY 3a-
KPbITb.

6. [Ipunaiite 3anpocy umsi UToroBslii 3anpoc.

7. B okHe 3anpoc-BbIOOPKA IBOMHBIM II€TYKOM MbIH 100aBbTe nois HasBanue, Ilena,$.

8. Ha Bkiagke KoncrpykTop B rpymme komany [loka3aTe WM CKPBITh BBIOEPUTE KOMAaHITY
HUrorn.

9. Jlnist mosnist Lena,$ BoiOepute ynkiuo Avg (cpeanee) us cnucka I'pynmupoBka (puc. 1).

‘ =31 Wroroswifi sanpoc

Tosapet

# Koa rosapa
Koa nocTasiytka
HazeaHue
Onmeatine Tosapa
UeHa, §
CTpaxa nponssoanTens

<« [

Mong: | Hassarme Lena, §
Wima rabanusi: | Tosapsl Tosapsl
TpYNNoEas ONepauna: | [pynnuposka Avg
CopTvposka:
BuB0A Ha 3KpaH: Fl g
Yenasue oT6opa:
w:

Puc. 1
10. Ha Bxiagke Konerpykrop B rpymnme komanz Pe3yabTaThl HOKMHATE HA KHONKY BBINOJTHUTD.
[TostBUTCSI pe3y IbTaT BHIIOIHEHUS 3ampoca (CpeHsis LieHa TOBapoB) (puc. 2).

|§ Wrorossiit 3anpoc
HassaHne - Avg-llews, S -
Bu 1324 7
BuaeomarHuTopoH 706,333333333333
My3biKa/IbHBIFA LEHTR 804,5

Tenesnzop 738,25

Puc. 2
Sum — cymma Max — MakcumyMm
Avg — cpennee Count — xomuecTBO
Min — MEHUMYM Var — nepemeHHas

11. Coxpanute n3meHeHus B 3anpoce UTorosblii 3anpoc.
3anmanue 2. Co3maHue MePeKPECTHRIX 3alPOCOB B 0a3e TaHHBIX

[lepekpecTHBIil 3a1pOC BBIUUCISET CYMMY, CpEIHEE 3HAUEHHE, YUCIIO JIIEMEHTOB U 3HAYEHUS Jpy-
TUX CTaTUCTUYECKUX (YHKIUM, TPYNIUPYS JaHHBIE W BBIBOJS UX B KOMIIAKTHOM BHJI€, HATTOMHHAIOIIEM
ANEKTPOHHYIO TAONHILY.

TexHomorust paboTHI:

1. 3anycture nporpammy MS Access.

2. Otkpoiite 6a3y naHabix ToBapsbl.

3. CoznaiiTe ¢ MOMOIIBI0 KOHCTPYKTOPA MEPEKPECTHBIN 3ampoc, 0TOOpaxarouii MUHUMAIIbHEIE
LIEHBI HA BCE TOBAPBI OT Pa3HBIX MTOCTABUIMKOB, C YKa3aHWEM HAa3BaHWU TOBAPOB B 3arojIOBKAX CTPOK U
yKa3aHWeM Ha3BaHUU ()UPM MMOCTABIIUKOB B 3ar0JIOBKAX CTOJIOIIOB.

4. Jlna storo Ha Bkiagke Co3ganue B rpynne koMman/ Jpyrue Beidepure komanay Konerpykrop
3alpoCoB.

5. B oxne mumanora Jlo6aBijieHue Tadaunbl no0aBpTe Tabmuibl ToBapwsl u IlocTaBumuku u
HaXMUTE KHOTIKY 3aKPBITh.

6. B okae 3anmpoc-BbIOOpKa JBOWHBIM IIETYKOM MbIIHU 100aBbTe ol Ha3panue, HazBanue
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¢upwmbl, Iena,$ (puc. 3).

B

Mocrasukn Tosapel

# Kog Tosapa

Koa nocrasuuka
Hazgarue

QOnucaHne ToBapa
Lewa, §

Crpana npoussoguTens

? Koa nocrasumca
HazsaHue OUPME
Tenedon

dake
Aapec

4w

Mone: | Hassaie Hassanme dvpmb | Liewa, §
VA TaBanues |Tosape: Nocrasuykm Tosapsi
TpyNNoBas ONEpaLma: | [pynnuposka Tpynnuposka Sum
MepexpecTias Tabvuia: |3aronoeku CTpoK | 3aranoEKM CTOABL0E JHaueHUue
Copruposka:
Yanoswe orBopa:
wnu:

Puc. 3

7. Ha Bxnagke Koncrpykrop B rpynmne komana Tum 3ampoca Beioepute komanay Ilepekpect-
HbIi. CTpoka 3anpoca BeIBoJ HA IKpaH U3MEHUTCS Ha HOBYIO cTpoky IlepekpecTHas Tabauua u nepej
Heli mosiBuTCs cTpoka I'pynnoBasi onepauus (puc. 3).

8. lllenkuuTe MBIIEIO B cTpoke IlepexkpecTHasi TadJanua u BEIOSPUTE ONMIMK M3 Pa3BOPAYUBAO-
IIErocsl CIKMCKA, COOTBETCTBYIOIIUE 3HAUCHUSIM JIaHHBIX IOJICH (3aroJIOBKH CTPOK, 3ar0JIOBKH CTOJIOIOB
Wi 3Ha4yeHue) (puc. 3).

9. Jlnst moJisi, CONEPKUMOE KOTOPOro OyIeT HCIOJIb30BAThCS B KAueCTBE 3HAYCHUM, B CTPOKE
I'pynnoBasi onepauusi BBeAuTe HeoOX0aumyro GpyHKuo Sum (puc. 3).

10. Ha Briagke Konerpykrop B rpymie komanj Pe3yabTaTbl HOKMHUTE HA KHONIKY BBITIOJTHUTB.
[Tporpamma noctpouT Tpedyembiii 3anpoc (puc. 4).

‘3‘.\ 3anpocl |
Ha3saHue -| M_Bugeo - Mup - TexHocuna -

Buageokamepa 3129 845
BuaeomarHuTahoH 450 269 1400
My3bIKaNbHBIA LEHTD 1289 320
Teneewsop 1729 459 765

Puc. 4
11. Coxpanute 3anpoc ¢ umMeHeM IlepexkpecTHblIii 3anpoc.
3anmanue 3. Co3maHue 3apoCcOB HA CO3/IaHUE TaOIHUIIBI

JlaHHBIH TUI 3aPOCOB MPUMEHSIOT JJIs1 ApXUBHUPOBAHUS CTAPbIX OJOKOB JAHHBIX MM COXPAHEHUS

PE3epBHBIX KOMUM TaOJIULL.
TexHomnorust paboThI:

1. 3amycture nporpammy MS Access.

2. Otkpoiite 6a3y naHHbIx ToBapsbl.

3. HMaiite 3ampoc Ha co3jaHue Ta0nuibl Bugeokamepsl, oToOpakaroliel JaHHBIC O IeHaX Ha BU-
JleoKaMephbl, 00 OITUCAHUU TOBapa, a TAaKXkKe O Ha3BaHUAX U TeledoHax (HUpM, UX MOCTABIAIOLIMX.

4. Tns aroro Ha BKianke Co3nanue B rpymnmne komana JIpyrue Beioepure komanay Koncrpykrop
3aMpOCOB.

5. B okne auanora loGaBiaenue Tadauubl 106aBbTe TaOmuipsl ToBapbl u IlocTaBmmku u
HOKMUTE KHONIKY 3aKPBITh.

6. B okHe 3ampoc-BbIOOpPKA JBOWHBIM MICTYKOM MbIIH A00aBbTe mois Ha3zBanme, Ilena,$,
Onucanue ToBapa, Hazpanue ¢pupmsi, Tenedon (puc. 5).
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‘ 31 3anpoc Bnacokameps: |

Mocrasupn

Tosapsi

% Koa Tosapa

Koa nocrasumka
HassaHue

Onmcarve Tosapa
LieHa, §

Crpatia npousEoguTens

¥ Koanocraswmka
HassaHie dupmel
Tenedan
Dakc

Agpec

Mone: |Haseanme Lena, § Onucanne Tosapa | Haseabie dupmb | Tenedion
Vima TaBamues | Tosap Tosapel Tosapel MocTasuikn MocTasuikit
CopTHPOBKE:
BHIEOA Ha 3KpaH: 9] 7 F v v

Sremt erepe: | Duscocsntps
Puc. 5

7. B kauecTBe yCIoBHs 0TOOpa yKakHTe B KaBbIuKax «Bumeokamepa» (puc. 5).

8. Ha Bxiagke KoncrpykTop B rpynme xomang Tum 3ampoca BoiOepute komanny Co3nanue
Ta0JIMUBI.

9. B mosiBuBIIIEMCS] OKHE BBEAMTE UMsI HOBOH TaOnuiel Buaeokamepsl u naxxmute OK.

10. BoimonuuTe 3anpoc. [logrBepaute coznanue HOBOM TaOIHIIBI.

11. Coxpanute CO3aHHBIN 3aIIPOC C UMEHEM 3anpoc BUAe0OKaMePhl 1 3aKPOUTE €ro.

12. TIpocmoTpuTe co3aanHyro Tabauina Bugeokamepsr (puc. 6).

|j Bugeoxameps: '

Hassanne - B LeHa, $ - Onucanne Topapa - | Hassawe ¢upmbl ~ | TenedoH -
Bnaeokamepa 530 Samsung VP-155 M.Buageo 207-9464
Buaeoramepa 2599 Panasonic NV-DX1E M.Buaeo 207-9464
Buneoramepa 845 Sharp E37 Texuocuna 978-0443

Puc. 6
3ananue 4. CozmaHue 3ampocoB Ha J00aBICHHE/ yIalICHUE 3aITHCe

C nomotpto 3ampoca Ha J00aBieHre 3anucel 0J0KH TaHHBIX OJHOM TabIHUIIbI (BCe UM OTOOpaH-
HBIE 3aIIPOCOM) MOKHO TPUCOEANHUTH B KOHEII Ipyroil Tabmmibl. C TOMOIIBIO 3arpoca Ha yJaleHue 3a-
MUCEeN MOXHO YIaJdUTh IPYyNIy OJIOKOB JaHHBIX.

TexHomOTHSI pabOTHI:

1. 3anycture nporpammy MS Access.

2. Otkpoiite 6a3y nanabix ToBapbl.

3. Co3paiite 3anpoc Ha jo0aBieHue B TabauIly Buaeokamepsl 1aHHBIX O BUCOMAarHuTo(oHax.

4. ]Ins 5TOTO BHAuaje MOBTOpUTE M. 4-6 mpenbayliero 3aaanus. B kadecTBe ycioBus oTOOpa
yKakuTe B KaBblukax «Bumeomaruutodon» (puc. 7). B pe3ynbrate Oyner co3naH BCIIOMOTATENbHbIN 3a-
MIPOC Ha BBIBOJ MH(POPMAIIMK O BUACOMArHUTO(POHAX O UCIIOIH3yEMBIM TTOJISIM.

| 55 3anpoct |

MocTasurm Tosapel

¥ Koa nocrasumka ¥ KopTosapa

Hassarue Gupms: Koa nocrasupka
Teneon HazgaHmne

ake Onucanne ToBapa
Aapec Lewa, §

Crpana npomseoguTenn

Mone: | Haseakme LieHa, Onucanue Tosapa | HassaHie GUpMEl  Tenedo
VMg TABAMLEL | Tosapsl Tosapst Tosapsi Mocrasuyki Nocrasuyku
Coprnposka:
BLIB0A Ha 3KpaH: Fl | 9] Fl |

Puc. 7

5. Tenepp Ha Bkiagke Konerpykrop B rpynne komann Tum 3ampoca BeiOepute komanny Jlo-
OaBJieHMe.

6. B mosiBuBIIEMCsT OKHE BBeauTE MMs TaOnuubl Buaeokamepsnl, K KOTOPOH HYXKHO HPUCOEIH-
HUTb na”uble 1 HaxxmuTe OK.

7. Beimonuute 3ampoc. [lonrepaute qo6aBieHue 3amnucei.

8. 3akpoiiTe, HE cOXpaHsisi, BCIOMOTaTEeIbHBIN 3ampoc.

9. C noMmo1pI0 NpaBoif KHONKU MBIIIN NIepeuMenyiite Tabiuiny Bugeokamepsl Ha BuieoToBapsl
U TIPOCMOTPHUTE PE3yNIbTAT pabOTHI 3ampoca Ha Jobasienue (puc. 8).
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"] Buaeotosapbi |
Haszsanue +| UeHa,$ -~ OnucaHweTosapa - | Hassanne pupmbi + | TenegoH -
Bugeokamepa 530 Samsung VP-155 M.Buaeo 207-9464
Bugeokamepa 2599 Panasonic NV-DX1E M.Buaeo 207-9464
Bumeokamepa 845 Sharp £37 TexHoouna 978-0443
BugeomarHUTohoH 450 Philips VR-756 M.Buaeo 207-9464
BUAEOMArHUTOGOH 1400 Panasonic HS-S00EE  TexHoouna 978-0443
BugeomarHuTohpoH 269 Sony E150EE Mup 152-4001

Puc. 8
10. Co3paiite 3ampoc Ha ynajeHue JaHHbIX 0 BujaeoMaruutodone Sony E150EE u3 tabnuusr Bu-
J1€0TOBAPHI.
11. lns sToro co3maiite 3ampoc mo tabnuie BuaeoroBapwl xak Ha puc. 9. B kauectse IloJas
ykaxkute noyse QOnucanne ToBapa, U3 KOTOporo OyJeT BBHIMOJHEHO ynaneHue. B kauecTBe yciaoBHs OT-
0opa ykaxuTte B KaBbrukax «Sony E150EEy.

-3 3anpoct

BuacoTosaps!

Hasganme
Lena, $
Onucarue Tosapa
Hasganne dupmel
Tenedon

Noag: | Onucanme Tosapa
Vma Tabanuei: | BuaeoToBapsl
Yaanenue: | Yenogue
Yenoeue oT60pa: | “Sony E150EE”
Puc. 9
12. Teneps Ha Bkiaake Koncerpykrop B rpynne komana Tun 3anmpoca BeiOepute KoMaHy Yjaa-
JIeHHe.
13. Beinonuute 3anpoc. [TogrBepaute yaanenue. BHumanue: 5Ty onepanuio Helab3s OTMEHUTb.
14. 3akpoiiTe BCIIOMOTaTeNbHBIN 3a1POC, HE COXPaHSs €To.

15. Otxkpoiite Tabnuity BugeoroBapnl u yoenurech, 4to Tpebyemas 3anuck ucuesna (puc. 10).

=31 zanpoct | ] Brpeotosapsl |
HasgaHue ~| UeHa,$ ~ | OnWcaHWe ToBapa - | HassaHue dupmbl - | TenedoH -
Bupeokamepa 530 Samsung VP-J55 M.Buaeo 207-9464
Buaeokamepa 2599 Panasonic NV-DX1E M.Buageo 207-9464
Buoeokamepa 845 sharp E37 TexHotHna 978-0443
B1ASOMArHUTOhOH 450 Philips VR-756 M.Buaeo 207-9464
BuaeomarHuTodoH 1400 Panasonic HS-800EE  Texuocuna 978-0443

Puc. 10
3ananue 5. Co3gaHue OTYETOB B 6a3e JaHHBIX C TOMOIIBIO MacTepa
Otuet — 310 THOKOE M YPPEKTHBHOE CPEACTBO JJIsl OPTaHU3AIMH TAHHBIX MTPH BBHIBOJIEC HA MIEYaTh.
C momomiplo 0T4eTa UMEETCS BO3MOKHOCTh BBIBECTH HEOOXOAMMBIE CBEJCHHS B TOM BHUJE, B KOTOPOM
Tpedyercs.

TexHomnorust paboThI:
1. 3amycture nporpammy MS Access.
2. Otkpoiite 6a3y naHHbIx ToBapsbl.
3. Ha ocunoe Tabmuisl ToBapbl MOATOTOBBTE MPOCTOM OTYET MO BCEM TTOJISIM.
4. J151g 3TOTO B I0JIE CJIEBA OJAHUM KJIMKOM MBIIIH BbIENIUM Tabnuiy ToBapsl.
5. Ha Bxuiagxe Co3nanme B rpymnmne komang OT4ersl BeiOepute koManay OTyer.
6. Ha skpane nosiButcs conepxumoe Tadbnuip ToBapbl B Buje, ynoOHOM [yt niedatu (puc. 11).
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a3 ToBapel

KoaTosapa Kopanocrasuwmka Hassawne

1

[ R LI SR

1

1030 Teneeusop

1010 Teneewsop

1020 Tenesusop

1010 Teneeusop

1020 BuaeomarHnTodoH
1010 BugeomarHuTodoH
1030 BugeomarHnTodoH
1010 Bupeokamepa

1020 Bupgeokamepa

1020 My3biKaNbHbIA LEHTP

1010 MyabIKaNbHbIA LEHTP
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OnucaHve Tosapa
Sony M2180K
Philips 25PT9001
Panasonic 25V50R
LG Electronics CF-14E208
Panasonic HS-800EE
Philips VR-756
Sony E150EE
Samsung VP-J55
Sharp E37
Panasonic DH32

Sony MI-L1

LieHa, 3| CTpaHa NpoMsBoaHTENa
459, AnoHWA
1499 HnaepnaHasl
765 AnoHWA
230 Kopen
1400, AnoHwA
450, HupepnaHabi
269 AnoHWA
530, Kopen
845, AnoHWA
320 AnoHwWA
1289 AnoHuA

12 1010 Bugeokamepa Panasonic NV-DX1E 2599 AnoHua
12

Crpassa o1
Puc. 11
7. CoxpaHuTe CO3aHHbIA OTYET 10 UMeHEM ToBapbl U 3aKpPOUTE €ro.
8. CoznaiiTe 3ampoc ¢ MOMOIIbI KOHCTpyKTopa uisd Tabnun Tosapsl u IoctaBummku, otodpa-
YKAIOIIMIA JTAaHHBIC O MY3BIKAJBHBIX IIEHTPaxX: OMHUCAaHWUE TOBapa, IICHA, HAa3BaHHE (DPHPMBI-TIOCTABIIHKA.
Coxpanure ero noja umMeHeM My3bIKaJabHbIe HEHTPBI (prc. 12).

‘3‘.\ My3biKanbHBIE UeHTPBI |
HazsaHune - OnucaHue ToBapa - LieHa, 5
My3biKanbHBIA LeHTp  Sony MJ-L1
My2bIHaNbHBIA UEHTP  Panasonic DH32

Puc. 12
9. Ha ocHOBaHUU CO3AaHHOTO 3ampoca My3bIKajJdbHbIe HEHTPBI CO3JIAalTE OTYET C IIOMOIIBI0 Ma-

~ | HaszeaHWe pupmbl -
1289 M.Buaeo
320 TexHocuna

cTepa.

10. Ha Bxutagkxe Co3aanme B rpymnre Komang OT4eTsl BeIOepuTe KOMaHay Mactep 0TYeTOB.

11. Ha nepBoMm stane BbiOepuTe 3anpoc My3blKajdbHble HEHTPbl U BbIOEpUTE BCE €ro MOJSL.
Haxmute dasnee.

12. Ha sranax co BTOporo o mstelii Haxmure Jlajee, corjamasch ¢ yCTAHOBKaMH 10 yMoJI4a-
HHUIO.

13. Ha miectoM 3Tane BbIOepUTE CTUIL OPOPMIIEHHS OTYETA IO CBOEMY YCMOTPEHHIO, Halpumep,
Mertpo.

14. Ha nocnennem stane 3ajaiite ums otTyeta My3bIKajibHble HHCTPYMeHTHI U Haxxmute I'oTo-
BO.

15. Co3naHHBI 0TYET UMEET BUJI Kak Ha puc. 13.

[ 19 Mysuncanunsie wncrayment

My3blKa/ibHble MHCTPYMEHTHI

Myssiansi Sony MJ-La 1285 MBuges

Myssikansi Penasonic DHa2 320 Texrocuna

Puc. 13
16. 3akpoiiTe 0T4ET, COXPAHUB €TO.
JIaGoparophas pabota 14
I'moGanbHas cetb MHTEpHET: mouck uHdopmanuu B IHTepHeTe
Llenb paGoOThI: HAYYUTHCS OCHOBHBIM TE€XHOJIOTUYECKHUM OIepanusM noucka uHdopmaruu B Un-
TEpHETE CpeCcTBaMK ITporpaMMbI-Opay3epa Internet Explorer.
3ananue 1. 3HakOMCTBO C OCHOBHBIMHU HaCTpoiikamu Opaysepa.
TexHonorust paboTsl
1. JIna o3HaKoMJIeHHUs C TyHKTaMU MeHI0 Opaysepa:
m 3anyctute Opaysep |E B aBToHOMHOM pexume (He BbixoAs B IHTepHeT, T. €. He ycTaHaBIUBas
CBSI3b C IIPOBAiIepoM), IIEJIKHYB 110 COOTBETCTBYIOIEMY 3HAUKy Ha pabodeM CToJjie, a 3aTeM BBITIOJIHHB
komaHy @aitj1, PaboraTh aBTOHOMHO;
B [IPOCMOTPHUTE HA3BAHUS COJEPKAHMsI MYHKTOB U MOJMYHKTOB MEHIO, a TaK)Ke Ha3HAYCHUS KHO-
MOK Ha MaHeNlW YIPAaBJIEHUS AJS JIydlled opueHTaluH B (YHKIMIX, BBITOJHAEMbIX Opay3epom. YacTh
¢bynknmii cranaaptHa it Windows-nipuioxkeHuii, 9acts crienuduyna st Opaysepa.
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2. Jlns u3MeHeHus pa3MepoB OKHa Opaysepa:

B pacKpoiTe OKHO Opay3epa BO Bechb dKpaH. [[ns sroro BeimmonaHuTe KomaHay Bua, Bo Bech
JKPaH;

B BEPHUTECH K IPEXKHEMY pa3Mepy 3KpaHa. J{Jis 3Toro menkHuTe no KHonke = BoccTaHOBUTH Ha
[IAHEJIM HUHCTPYMEHTOB B BEpXHEW 4acTH OKHa.

3. [l HacTpOWKM JTOMaITHEH CTpaHMIIBI Opay3epa:

m BeinoaHuTe koManay Cepsuc, CBoiicTBa 000o3peBaTelis;

B OTKpoiiTe BKiIaaky Oouue;

m B okHe JloMalIHAs CTPaHUIA B aJpEeCHOM IOJi€ YCTAaHOBHTE HAYAJIbHYIO CTpaHUIy 0030pa
about.blank. s storo Beimonnute komanay Ilycras. [Togo0Has HacTpoiika BBIMOIHIETCS B TOM CITy-
yae, Korja MpH Kax oM Bxojie B IHTepHeT Bbl BBomuTe pasHbie aapeca Web-crpanuu. Eciu xe BbI pery-
JSIPHO 3aXOJUTE Ha OfIHY U Ty ke Web-crpanuny npu kaxoi 3arpyske IE, To BaM Ha/lo B aApeCHOM MO-
JIe YKa3aTh TOJIBKO aJjpec 3TOM CTPaHUIIBL.

4. JIns HacTpoiku 25ieMeHTa Bpemennbie (aiiiibl UHTepHeTA:

m Ha BKkiaake O0mme menkuure no kHonke Ilapamerpsl (Mcropus npocmorpa). B nosiBuBLiem-
Csl OKHE IMPOCMOTPUTE 00BEM JIMCKOBOTO IPOCTPAHCTBA, BHIACISIEMOro o1 BpeMeHHblIe ¢aitinbl. KoneuHo,
gyeM OOJIBIIE 3TOTO MPOCTPAHCTBA, TEM JIYYIIE IJIs TTOJIb30BATENs, HO ATO 3aBHCUT OT CBOOOJHOT'O MeCTa
Ha BamieMm aucke. OObIYHO pasmep 3Tux (ailioB yCTaHABIMBAIOT B mpenenax 1-2 % ot oObema Aucka.
Ecnu BBI 3aTpynHsieTech BHIOpATh HYKHBIH 00BEM CaMOCTOSATENBHO, TO JIYYIlIe OCTABUTh HACTPOUKH IO
YMOJTYaHUIO;

m B okHe JKypHan ycraHoBute uncio 20, T. €. aapec 1000i oTkpsiBaeMoii Bamu Web-cTpaHuiis
OyzeT XpaHuThcs B xKypHaine 20 nHe;

m HxmuTe Ha KHOTIKY OK.

5. 1711 HaCTPONKHU I[BETOB TUIIEPCCHUIOK:

m Ha BKiIaike O01mme menkauTe 1Mo kaonke [Bera;

B B [I0SIBUBIIEMCS] OKHE HACTPOWTE LIBET MPOCMOTPEHHBIX CCHUIOK. JlJIsl 3TOr0 OTKIHOYUTE KOMaH-
ny Ucmoab3oBaTh uBeTa, ycranoBiaenubie B Windows. lllenkHuTe M0 COOTBETCTBYIOLIEMY I[BETHOMY
MPSIMOYTOJIbHUKY, B TMOSIBUBILIEMCSI OKHE LIEJIKHUTE MO MOHpPABUBIIEMYCS LBETY (KeNaTeJbHO BBIOUPATH
TEMHBIE IIBETA — OHU JIy4llIe BUIHBI HAa DKpaHe) U menkHuTe 1o kKHonke OK;

B aHAJIOTMYHO HACTPOMTE LIBET IPOCMOTPEHHBIX CCBHUIOK M CCBUIOK, Ha KOTOPBIE HABOJIUTCS yKa-
3aresnb MbIIIK. [Ipu 3TOM KenarenbHo, YTOOBI IIBETA OTIIMYAIHCH.

6. st HacTpoiiku Biaaku IlporpaMmbl:

m oTKpoiiTe BKiIaaky Ilporpammsi;

B [IPOCMOTPUTE, COOTBETCTBYIOT JIM IIPOIPaMMBI JIJIs1 SJIEKTPOHHOMW IOYTHI U IPYII HOBOCTEN TEM
IporpaMMamM, KOTOpble Bbl OyJIuTE MCNOIb30BaTh. ECiM mporpaMMbl HE COOTBETCTBYIOT, TO YCTAHOBHUTE
nporpammy Outlook Express.

7. J1st HacTpoiku BKIAAKU {0NMOJHUTENBHO:

B OTKpOTE BKIAAKY JlOMOJIHUTENBHO;

B [IPOCMOTpUTE MYHKT MeHI0 MyJabTumenua. Ecian y Bac «ObIcTpas» cBsI3b (MOJIEM CO CKOpO-
CThIO mepenaun uHpopmauuu He Huxe 28 800 OuT/c), TO peKOMEHAYETCsl YCTaHOBUThH (DIa’KKHU BO BCEX
IATU NyHKTaX. Ecian y Bac «menneHHas» cBsi3b, TO Jy4llle Bce 3TH (JIakKH yOpaTh, TaK Kak CTPAHUILIBI B
3TOM citydae OyayT 3arpykarbcsi OueHb MeAsIeHHO. OCTaabHble HACTPOWKM Ha 3TOM BKIIQJKE MOYKHO Me-
HSATh, €CJIM Bbl OTUYETIMBO TOHUMAETE, K YEMY 3TO IPUBEJIET;

m 3aKkpoiiTe okHO CBOMCTBO 0003peBaTeIs.

3aganue 2. Otkpeitie Web-ctpanuil u pabota ¢ MOMCKOBBIMU CHCTEMAaMH.
TexHonorus paboTel

1. ns otkpeitust Web-cTpaHuIlbl TOUCKOBOM crcTteMbl Rambler:

B YCTaHOBUTE CBS3b C BAIIMM IIPOBANIEPOM;

m oTKpoiiTe nporpammy IE;

W B aJpecHOM noJe Opay3epa BBeautre Www.rambler.ru;

m HaxxmuTe kinaBuiry Enter. Uepes Hekotopoe Bpems Ha 3kpane mnosisutcs Web-crpanuia atoit
MTOMCKOBOW CUCTEMBI.
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2. ]l coxpaHeHus ajpeca MOUCKOBoW cucteMbl Rambler B manke ¢ umenem Pycckosi3brunbie
MOMCKOBbIE CHCTEMBI:

m BeinojaHUTe KoMany M30pannoe, lo6aBuTth nanky B «A36panHoe»,

W LICIKHUATE 110 KHONKe Co31aTh MAaINKY;

B BBEAUTE UM NANKu Pycckosi3bIuHbIe OUCKOBBIE CHCTEMbI U menKHUTE 110 KHotike OK;

3. UToOBl ¢ MOMOUIbI0 TEMATUYECKOI'O MOMCKA HAWTH MHGPOpMAaLHIO0, HEOOXOAMMO BBINOJIHUTD
CHEAYIOLIUE NEUCTBUSA:

W Ha CTapTOBOM CTpaHHIIE IIOMCKOBOI crcteMbl Rambler B mepeuHe TeMaTHK MICIKHUTE 110 CCBLI-
ke busnec;

W HaliIuTe HHTEPECHYIO OM3HEC-HOBOCTh M LIEJIKHUTE 110 HEH (Ha CChUIKE);

B 03HAKOMBTECH C COJICPKAHUEM CTPAHULIBL,

B BEPHUTECH HA CTAPTOBYIO CTPAHMILY, LIENKHYB J1Ba pa3a 1o kHonke Ha3apn.

4. JInst cOCTaBJICHUS M BBITIOJIHEHUSI CIIOKHOTO 3arpoca B IOMCKOBoM cucteme Rambler:

m Ha cTapToBoii crpanune Rambler menkuute no runepcceuike Eme, Ilomomp,

B [IPOCMOTPUTE BaAPUAHTHI [IOCTPOCHUS CIIOKHBIX IIOMCKOBBIX 3aIIPOCOB;

B BEPHUTECH HA CTAPTOBYIO CTPAHMILY, IIENKHYB 110 KHonke Ha3an;

B B fUEiiKy JUI1 IOMCKOBOro obpasa BBeamTe cienyromuii 3ampoc: $Russian:(Cryaendyeckue
KOH(pepeHuun) & (MEHEIKMEHT | MAPKETHHT);

m menakauTe 1Mo kaonke Iouck;

B OTKPOMTE OJHY U3 NOSIBUBLIMXCS B PE3YJIbTATE IOMCKA CCBUIKY U IPOCMOTPUTE €€ CONEPIKAHHUE.

5. Jlys cocTaBiieHusl U BBITIOJIHEHHS CIIOYKHOTO 3alpoca B MOMCKOBOM cucteme Yandex:

m orkpoiite Web-cTpaHuily pyCCKOS3BIYHOM TOMCKOBOH cucTeMbl Yandex ¢ aapecom
www.yandex.ru;

B Ui TIepexo/ia K CTPaHMIE C ONHMCAHUEM MOUCKOBOTO s3bIKa CHCTEMbI Yandex IIeNKHHUTE MO
ccpuike PacmmpenHsblil mouck. Ha oTKphIBHICHCS CTpaHUILE IIEIKHUTE MO cChulke DopMaJibHOE OIH-
caHme,

B 03HAKOMBTECH C CUHTAaKCHCOM $I3bIKa 3aIIPOCOB;

W BEpPHUTECh HA CTAPTOBYIO CTpaHMIly Yandex, menkHyB 1Ba pasa no kHonke Ha3zan;

B B SUCHKY JJIs MOMCKOBOIrO 0Opasa BBeaute cienyromuii 3ampoc: $Title:(Cryaenyeckass KoH-
¢epennns) & (komnbOTEpPHI | rpadguka);

m menakauTe 1Mo kaonke Iouck;

B OTKPOMTE OJHY U3 NOSIBUBLIMXCS B PE3YJIbTATE IOMCKA CCBUIKY U IPOCMOTPUTE €€ CONEPKAHMUE;

W 3aKpoiite Opaysep.

3ananue 3. Pabora O6paysepa ¢ Web-crpanunamu B pexume off-line.
TexHonorus paboTsl

1. Inst otkpeitust mporpammel |1E B pexxume off-line:

m oTKpoiiTe nporpammy IE;

B OTKpPOMTE MYHKT MeHIO DailJ;

W [ICJIKHUTE [0 IYHKTY ABTOHOMHAas padora.

2. Inst otkpeiTUst ¥ ipocmotpa Web-cTpaHuil, Ha KOTOpbIe BbI 3aXOHJIH CErOJHS, BBIMOIHUTE
CIEAYIOIIUE NEHCTBUSA:

W Ha aHEJIU MHCTPYMEHTOB IEJIKHUTE 10 KHONKe ZKypHaJr;

N B OTKPBIBUIEMCSI OKHE LIEJIKHUTE M0 narnke Ceroaus,

N B OTKPBIBLIEMCSI [IEPEYHE ManoK OTKpoiTe manky Yandex;

B OTKPOWTE OJJHY U3 CCBUJIOK U MPOCMOTPHUTE €€, IIPU 3TOM Bbl MOKETE MEPEXOJAUTH IO TEM CChLI-
KaM, KOTOpBIE BbI HCII0JIb30BAJIN;

B 3aKpOITE )KypHAII;

W /IS OTMEHBI peXHMMa aBTOHOMHOM paboThl Opay3epa BhIIOIHUTE KoMaH y Daiiji, ABTOHOMHasi
padora.

Ipumeuanue. Eciu Bol oTkpeiBanu Web-ctpanuipl He cerosans, a paHee, TO HaJl0 U OTKPHIBATh
3TOT JIEHb B JKypHAJIE.

3ananue 4. Crangaptabie Bo3MokHOcTH Windows-nipunoxenuii B Opaysepe.
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TexHonorus paboTel
1. Coxpanure undpopmanuio ¢ Web-cTtpaHuiipl 0 mouckoBoM si3bike Rambler B Buae TeKCTOBOTO

¢aiina B manke Mou 10KyMeHTbI. [1Jis1 3TOTO!

B YCTaHOBHUTE MOJK/IIOYCHUE K VIHTEpHETY;

m oTKpoliTe nporpammy IE;

W B aJpecHOM I1oJiec Opay3epa BBeautTe WWW.rambler.ru;

m Hakmute kinasuiry Enter. Uepes nHexkoropoe Bpemst Ha skpane mosiButcs Web-crpanuna aroit

IIOMCKOBOM CHUCTCMBI,

B OTKPOWTE Ha CTAPTOBO# CTpaHUIle MOMCKOBOM cucteMbl Rambler cebuiky Iomoms,

B OTKPOMTE MyHKT MeHIO0 P ailJi;

m OTKpoiiTe NyHKT COXpaHUTH KaK;

m B nnosic Umsa ¢aiina BBeaute ums, Harpumep IlouckoBblii SI3bIK;

m B nosie Tun ¢aiisa Beioepute Paii Tekcra,

m BbIOepuTe Manky Mou J0KYMEHTBI, T1e OyAeT XpaHuThes (aiin,

B [ICJIKHUTE 110 KHOTIKE COXPAHMTh.

2. Boitenute yacth TekcToBOM MH(MopManuu Ha Web-cTpaHuile U coxpaHuTe ee B BuIe (aiia B

TekctoBoM Tporieccope Word. [{iist sToro:

B BBIACIIUTC 363211_[, HOCBHH.[CHHBIﬁ IIOUCKOBBIM CJIOBaM (HpI/I O9TOM BbI HaxXOAUTCCh Ha Web-

CTpaHUIIC ONMCAHUS MIOMCKOBOTO si3bIKa cucteMbl Rambler);

B ckonupyiite ero B 0ydep oOMeHa;

m oTkpoiite nporpammy WOrd ogHuM U3 U3BECTHBIX CIIOCOOOB;

m ckonupyiite undopmanuro u3 6ypepa oOMeHa B HOBBIH JOKYMEHT;

B coxpaHuTe 3Ty uHpopmanuio B nanke Mou JgokyMeHTbI kak daitn Word, 3agaB emy wums,

nanpumep IlouckoBbie cii0Ba;

ro:

m 3akpoiite nporpammy Word.
3. Coxpanurte prcynok ¢ Web-crpauuis! B Buae JPG-daiina B nanke Mou 1okymMeHTbI. 1151 3T0-

B B aJipecHoe noje Opaysepa BBeauTe WWw.aanet.ru;
m HaxmuTe KiaBumy Enter. Uepes Hekotopoe Bpems Ha skpaHe nosButcst Web-crpanuia CaHKT-

[TeTepOyprckoro yHUBEpCUTETa Q3POKOCMHUECKOTO TPUOOPOCTPOCHHUS,

B [IEJIKHUTE 10 CCBIIIKE YHUBEPCUTET;

W LIEJIKHUTE 10 ceblike PoTorpadun;

m BbIOEpHUTE MOHPABUBILYIOCS BaM (oTorpaduio U HIETKHUTE N0 Hel MpaBOi KHOMKOW MBIIIIN;
m BeIOepuTe MyHKT COXPAHUTH PUCYHOK KaK;

W 33/1aiiTe UM pucyHKy, Hanpumep I'YAII,

m Tun ¢aiina Beidepute JPG;

m BbiOepuTe nanky Mou JOKyMeHTbI, Ky/1a IOMECTUTE PUCYHOK;

W LICJIKHUTE 110 KHONIKE COXPaHHUTh;

W 3aKpoiite Opaysep.

4. ITpocMoTpuTE CO3AaHHBIE BaMH TEKCTOBbIE (haiinbl. [list 3TOTO:

B OTKpoiTe nanky Mou 10KYMeHTHI,

m 1enkHure no ¢aitny IlouckoBblil si3bik. B okHe nporpammel BiaokHOT (10 ymondaHuio

HAaCTPOEHHBIH HAa MPOCMOTP U PEAAKTHUPOBAHUE TEKCTOBBIX (PAiIOB) MPOCMOTPUTE COXPAHEHHYIO BaMU
TekcToByI0 HHpopmanuio ¢ Web-crpanunpr;

m 3aKpoiite nporpaMMmy BJ10KHOT;
m menkHuTe 1o ¢aitny IonckoBbie ciaoBa. DToT ¢aitn oTkpoercs B okHe nporpammbl \Word.

[IpocMoTpuTe 3TOT Qail;

m 3akpoiite nporpammy Word.

5. [IpocmoTtpuTe co3nanHbIi Bamu rpadudeckuii daiin. (s sToro:

m B nmarnike Mou 10KyMeHThI 1enkHuTe 1o ¢aitny ['YAII;

B [IPOCMOTPUTE PUCYHOK;

IIpumeuanue. [Io ymonuaHuio B KadecTBE MPOrpaMMbl IIPOCMOTpPA PHUCYHKOB, KaK IIPAaBHIIO,
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ycraHoBlieHa niporpamma Paint. Ecnu y Bac 3T0# mporpaMMsbl HET, pPUCYHOK MOYKHO MPOCMOTPETh U3 JTFO-
6oro rpaduyecKoro peaakTopa.

B 33aKpoiiTe rpaguuecKuii perakTop.

6. Haiigure ciioBo @MHAHCHI Ha CTAPTOBOM CTpaHHUIIE MMOMCKOBO# cuctembl Rambler. [{ist sToro:

m oTKpoliTe nporpammy IE;

W B aJpecHOM I1oJie Opay3epa BBeaure WWW.rambler.ru;

m HaxmuTe KHONKy Enter. Yepes HekoTopoe Bpemsi Ha skpane mosButcs Web-crpanuiia stoi
MTOMCKOBOW CHUCTEMBI;

m B myHkte IIpaBka BeiOepute moanyskT HaiiTu Ha 3TO# cTpaHuue;

W B 110JI€ /71l BBOJIAa BBeIUTE CII0BO DUHAHCHI;

m menkHuTe 1o kHonke Haiitu u nanee. CiioBo @uHAHCHI Ha CTpaHUIlEe OyJeT BBIIEICHO, 3a-
nanHas uHpopMmarms Ha Web-crpanuiie HaiineHa;

m 3aKpoiiTe Opaysep.

JlaGopaTtopHas pabora 15
['mobanpHas ceth HTEpHET: IepechUIKa MUCEM TI0 AIEKTPOHHOU MOUTe
Y IPOCMOTp TeNeKOHpepeHIn

Llenb pabOThI: HAYYUTHCS OCHOBHBIM TEXHOJIOTUYECKUM OIEpAIMsaM MEPEChUIKH IMHCEM IO JJICK-

TPOHHOM MOYTE M IPOCMOTPY TeleKoHpepeHuii cpeactBamu mporpammbl Outlook Express.
3ananue 1. [lepechbuika nmucem Mo 3JIEKTPOHHOM HOYTE.
Texnonorus paboTsl

1. JInst co3manus U OTIIPABKU MUChMa caMoMy ceoe:

m oTKpoiite mporpammy Outlook Express;

B [IeNIKHUTE 110 KHOTKe C0o31aTh Co001eHne,;

m B nosie Komy BBenuTe Bal ajpec 3JIeKTPOHHON OYTHI;

m B nnosie Tema Beegute IlpoBepka cBsA3M;

m B noJie nuchbma Hanummte [IpoBepka npoxoxkaeHus NOYTHI;

B YCTaHOBUTE MOJAKIIOYeHHE ¢ IHTepHETOM;

B OTIIPaBbTE COOOIIEHHUE, IEIKHYB M0 KHONKE OTHPABUTD.

2. JInst moTydeHust CBOETO COOOIICHHS U €r0 TIPOCMOTpa:

W [CJTKHUTE 10 MyHKTY Bxoasimme B okHe nmporpamMmel Outlook Express;

m 1meakHuTe 1Mo kHomke JlocTtaBuTh mouty. B okHe miis BXOISANIUX MHCEM JIOKHO TOSIBUTHCSA
Ballle MHCHMO;

B [IPOCMOTPUTE MOJIYYEHHOE MUCHMO, IIEIKHYB TI0 HeMy. Eciu menkHyTh 1o MUChMY JIBa pasa, TO
OHO OTKPOETCS] B HOBOM OKHE.

3. Iy 3ammcy B aApeCHyI0 KHUTY aJipeca dJICKTPOHHOM MOYTHI Bamlero aboHeHTa:

B OTKpPOITE aapecHYI0 KHUTY, IIEIKHYB M0 KHOMKE AJIpecHasi KHUIa Ha MaHeld WHCTPYMEHTOB
WU BeIMOJMHUB KoMaHAy CepBuc, AJpecHasi KHHUTa,

B LIeNKHUTE 110 KHonke Co3aaTh ajpec;

B BBE/HUTE B COOTBETCTBYIOIIKE MOJISl UMsI, OTYECTBO U (DaMIJIUIO BAIIIETO a/Ipecara;

m B none Bua 3amummre TO, Kak BbI Oyaere oOpamiatbes K aapecary (B ctpoke K KOMY),
nanpumep, K CEPI'EIO UBAHOBY;

B B 10oJie AJpec JIEKTPOHHOM MOYTHI BBEIUTE COOTBETCTBYIOUIUHN aIpec AJIEKTPOHHOW MOYTHI
(manpumep, ggg@peterlink.ru).

m nienKHuTe 1o kHomke /{o0aBuTh, a 3aTtem no kHonke OK;

B 3aKpONTE aIPECHYIO KHUTY.

4. [1na co3ganusi cCOOOIICHHsI BalieMy a0OHEHTY:

B [eTKHUTE 1o KHOoTKe Co31aTh co00IIeHue;

B [IETKHUTE TI0 MUKTOTpaMMe MuchbMa crpasa oT ciioBa KOMY (BbIOOp moydareneit u3 Cucka);

B B TNOSBUBIIEMCSI OKHE BBIJICIUTE CTPOKY C HY)XKHBIM BaM aJpecaToM U IIEITKHUTE MO KHOIKE
Komy (cooOrienre MOKHO HampaBUTh HECKOIBLKUM ajjpecaTam), a 3ateM 1o kaonke OK;

m B nosie Tema BBeauTe coobmenue [lpoBepka cBsizu;

m B nojie ais uHpopMmanuu HabepuTe HEeOOJbIIOe COOOIIEHHE C MPOCKOON MOATBEPIUTH MpPUEM
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COOOIIECHHUS, TTIOCJIaB OTBETHOE MHCHMO.

5. Iyt mpucoequHEHUs K MUChMY Tpaguieckoro (aiina:

m coszfaiite (B rpaduueckoM pemakrope Paint wiau B 1000M Ipyrom rpapuueckoM peaaKTope)
HeOoub1I0M rpaduueckuil (aiin, HanpuMep BECEITYI0 POXKHULLY;

B [IPUCOCTUHHUTE CO3JaHHBINA rpaduueckuil aill K cooOIEeHN0 ¢ MoMoIIbI0 KHONKH CKpenka
WJIM BBIOJHUB KoMaHay BeraBka, Bioxkenue ¢aitia;

B OTIPaBbTE COOOIICHHUE, MIETKHYB M0 KHONIKE OTHPABUTh.

6. J1i1st mprieMa OTBETHOI'O COOOIIEHUS OT Balllero abOHEHTa:

B Yepe3 HEKOTOPOE BpeMsi POCMOTPHUTE MPHUHITOE COOOIIEHHE B ranke Bxoasimue, Ha)kaB KHOTI-
Ky JocTaBuTh moury;

m 3akpoiite nporpammy Outlook Express.

3ananue 2. [IpocMOTp TeneKoH(EpEeHITHIA.
TexHonorus padboTsl

1. JIsist OTKPBITHS TPy HOBOCTEH:

m oTkpoiite mporpammy Outlook Express (MuTepHeT 101KEH OBITH MOAKIIOUCH);

m BbIOJIHUTE KoMaHy MHcTpyMeHThl, I'pynnbl HOBoCTeli — Ha SKpaHe OTKpoeTcs okHo I'pyn-
na HOBOCTEH;

B yepe3 HECKOJIBKO CEKYH/]I B OKHE MOSBUTCS CIMCOK I'PYII HOBOCTEH, TOCTYIHBIX BaM Ha cepBe-
pe Balllero nmposaiiiepa.

2. BeibepuTte rpynmsl HOBOCTEH, colepikaliie B Ha3BaHuu cioBo Internet, ans gero B nmone Ilo-
Ka3aTh rpynnbl HOBOCTeM, coaep:kamme Beeaute Internet, u torga B okne I'pynnbl HOBocTell 1o-
ABSITCS TPYIIIBI, B HA3BAaHUU KOTOPBIX MPUCYTCTBYET ci10BO Internet.

3. yig mpocMOTpa OJTHOM U3 TPYI HOBOCTEH:

m B criicke rpynn Beidepute rpymmy fido7.ru.internet u menkuute mo kuonke IepeiiTu. B okHe
nporpammbel Outlook EXpress mosiBUTCs CliMcOK COOOIICHHIA, MOCTAHHBIX YYaCTHUKAMH 3TOM TPYIIBI HA
3JIEKTPOHHYIO JOCKY OOBSBICHUMN TPYIIIIbI;

B BBIJICITUTE Ha3BaHUE 3aWHTEPECOBABIIETO BAaC COOOIIECHUS, U B HWKHEM OKHE mporpammsl Out-
look Express Bbl yBUAKTE TEKCT 3TOTO COOOIICHUSL.

Ipumeuyanue. Eciy 1BaX bl MIEIKHYTH 10 HA3BaHUIO COOOLICHHUS, TO 3TO COOOIIEHHE OTKPOETCS
B OTJIEJIbHOE OKHO.

4. Jlns Toro, 4To0bI IOANUCATHCS Ha rpynny HoBoctei fido7.ru.internet:

B OTKpPOMTE MYHKT MEHIO MHCTPYMEHTHI,;

m BeIOepuTe MyHKT ['pynnbl HOBOCTeH — Ha SKpaHe MOSIBUTCS CITMCOK TPYII HOBOCTEH;

m B noie [loka3ars rpynnbl HOBoCTeili, comep:kaumme BBeaute fido7.ru.internet, u B okHe
I'pynnsl HOBOCTE# NOSBUTCSA JTa TPYIIA;

m 1enkHuTe o kHonke Hoanuearsest M ABaXKABI MEIKHUTE MO0 HA3BaHUIO TPYIIIBI HOBOCTEH U
BbI OyzieTe MOJNUCAaHbl Ha ATy TPYMILy. DTO 3HAYUT, YTO BBl OYyJE€Te PEryJIIpHO MOJIydaTh HHPOPMAIUIO
U3 3TOM rpymnmsl, a Ha Bkiajake [loanucannblie rpynnbl Oy/eT yKa3aHO Ha3BaHHE TOJBKO 3TOM IpyIIb,
T. €. € HE HY)KHO OyJIeT UCKaTh CPE/IA BCEX TPYIIIL;

B JUIS OTKa3a OT MOJIMUCKY LIEIKHUTE M0 KHOMKe OTHHCeaThCsl WM JIBAX/IBI MIEIKHUTE O MOJ-
MMHCAaHHOM TPYIIIIE.

5. Jlns mpocMoTpa TenekoH(epeHIuii ¢ cepBepa mo agpecy Www.relcom.ru:

m oTKpoiiTe nporpammy IE;

m oTkpoiite Web-ctpanuiy no axpecy www.relcom.ru;

B Ha OTKPBIBIIEHCS CTPAaHMIIE IIETKHNATE 10 CChIIKE JocTyn K TeleKOH(pepeHusIM;

B Ha OTKpBIBLIEHCS CTpaHUIE IIENKHUTE MO cchlike Mepapxuyeckuil cniucok TejaeKoH(pepeH-
LU,

W Ha OTKpBIBILEHCS CTpaHUIe MEeNKHUTE 1o cebuike fido7,

W Ha OTKPBIBILCHCS CTPAaHUIIE MIENKHUTE 1o ccbuike fido7.r...;

W Ha OTKpBIBLICHCS cTpaHHIe IenkHuTe mo ccbuike fido7.ru.internet. Otkpoercs OkKHO Mpo-
rpammbl Outlook EXpress, u BeI cMOXeTe IPOCMOTPETh COIEPIKAHIE ITOM TeIeKOH(EPEHITUH.

JIaGoparopHas pabota 16
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I'moGanbHas cets MuTepuet: coznanne HTML-nokymenToB
Ilenmr paboTBI: HAYYHUTHCS OCHOBHBIM TEXHOJIOTHYECKUM ormepanusMm cosnanus HTML-
JOKYMEHTOB CPEJICTBaMH TEKCTOBOTO mporeccopa \Word.
3ananue 1. CoznaiiTe TMUHYI0 OCHOBHYIO CTpaHUILy. BcTaBbTe B JOKYMEHT «OETYIIYIO CTPOKY,
rpaduuecKkuii 00bEKT U TUIEPCCHUIKY Ha CYHIECTBYIOIINN TEKCTOBBIN (haiii.
Texnonorus paboTsl

1. Cozpaiite TMYHYIO OCHOBHYIO CTpaHully. [is saToro:

m oTKpoiite nporpammy Word;

B OTKpOMTE MYHKT MeHIO Daill;

B OTKpoiiTe NyHKT MeHI0 C031aTh;

m oTKpoiite BKiaaky Web-cTpaHunsi;

m BoiaenuTe 3Ha40k Mactep Web-crpanunn u menkuute mo kaonke OK;

m BeIOepuTe MyHKT JINUHAsA OCHOBHAS CTPAHMLA U IIETKHUTE 1o KHoTKe [laJiee;

m BbIOepuTe JT1000M CTUIIb U3 MPEATIOKEHHBIX U IIEIKHUTE 110 KHomnke ['oToBo.

2. IIpocMOTpHUTE MONYYEHHYIO CTPAHHUILy M BBEAUTE B HEE HEOOXOAMMYIO HH(OpPMAIIHIO, 3aMEHUB
naHHble madnoHa. /s storo:

m BMecTo BeraBbTe 3arosioBok Hanuiute Most nepBast Web-crpanuna;

B BMECTO I10/13ar0JIOBKA BCTaBbTE CBOIO (haMUJIHIO, UMsI. OTUECTBO;

m B pasnesne CBeaeHusi 0 padbore coTpute CTpoku BBeamTe TeKCT W BMECTO HUX BBEIUTE HH-
(dbopMaTuBHbIEC TaHHBIE;

B CCJIM BBI YUUTECh, 3aMEHUTE BeCh pazjen CBeneHust o padore nnpopmaiueit o0 yaeOHOM 3aBe-
nenuu. B aTom ciiydae BbienuTe Ha3BaHue runepccbuiku CBeleHHs1 0 padoTe B OTNIaBICHUH M HAMUIIHU-
Te CBenenusi 06 yueoe,

N QHAJIOTUYHO Y/aJUB HEHYXKHbIC, BBEIUTE HOBbIC MYHKTHI B pa3zeiic Mou KOHTAKTHI.

3. BcraBbTe B JOKyMEHT Oerymryro cTpoky. s aToro:

B BCTaBBTE MYCTYIO CTPOKY MEXAY 3arojOBKOM U MOJ3ar0JIOBKOM CTPAaHMUIIBI (MTOJIBEIS KypCop K
KOHILY 3aroJIOBKa U Ha)kaB Kiasuiry Enter);

B OTKpOITE MyHKT MeHI0 BeTaBka;

m BeIOepuTe MyHKT Berymas cTpoka,

B HacTpoiTe mapaMeTpsl «Oeryiei CTpoku» U meakHuTe 1no kHonke OK.

4. J1na Toro, 4ToObl BCTAaBUTh HA CTPAHUILy Ipa@UUeCKUil 0OBEKT, BBHIOJIHUTE CIEAYIOINE Jei-
CTBHSL:

N BCTaBbTE IIyCTYIO CTPOKY IOCJIE M0/13ar0JIOBKA CTPAHHULIBI;

B OTKPOWTE NyHKT MEeHIO BeraBka,

m BbIOepuTe MyHKT PucyHok u nanee n1u6o Kaprunku, mu6o U3 gaiina (B 3aBUCUMOCTH OT TOTO,
4TO BBl XOTHTE BCTaBISITh — PUCYHOK M3 KOJUIEKIMU mporpamMmbl WOrd mim uMeroriecs y Bac rpagude-
ckue ¢aibl);

B BCTaBbTE Ha [TyCTOE MECTO CTPOKH BBIOPaHHBIN BaMU rpaduyeckuii 00BEKT.

5. ly1st Toro, YTOOBI BCTABUTh HAa CTPAHUILY TUIIEPCCHUIKY Ha (haiii:

B YCTaHOBUTE Kypcop Ha TekcTe BeraBpTe runepcchliky B oapasaeine CmcoK runepechblIoK;

B coTpuTe TeKcT BeraBbTe runmepechbliIKy, OCTaBUB Kypcop B 3TOH CTPOKE;

W BBINOJIHUTE KOMaHy BeraBka, 'mnepecblika;

m U1 BBIOOpa MMeHM (aiina, Ha KOTOPBIH MOXHO MEPEeXOJUTh MO TUIEPCCHUIKE, IMIETKHUTE IO
kHornke Q630p psaom ¢ nonem Cszath ¢ ¢aiijiom/URL,;

m BBIOCpUTE CO3/TaHHBINA paHee BAMU TEKCTOBBIN (aiin 1 menkaute 1o kaonke OK;

B [IpOBEphTE PabOTy TMIEPCCHUIKH, MIEIKHYB 0 HEH, — Ha dKpaHe JOJDKEH OTKPBIThCS TEKCT Ba-
mero ¢aiina;

W 3aKpOMTE 3TOT (aiin.

6. Mcnons3ys mMatepuansl KpaTkoii cnmpaBku, co3naiite runepccbuiky JlaTa co3manus, ykasbl-
BaIOIIyI0 Ha cjoBa /laTa co31aHus B KOHLIE CTPAHULBI.

[Tpocmotpute co3nanubiii Bamu HTML-nokymenT, Boimonaue komanay @aiin, [pocmorp Web-
crpanunbl. HTML-okymenT rotos! Jlasee BbI MOXKeTe y>K€ CaMOCTOSITEIBHO €ro yKpamaTrb U U3Me-
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HSATh, U J1aXKe IOMECTUTH HA OJIMH U3 CEPBEPOB, I/I€ IO/l TAKUE CTPAHULIbI BBIAEISAIOT MECTO.
JlabopaTtopHas padota Ne 1. Opranuzanusi morncka HOpMaTUBHBIX JJOKYMEHTOB T10
pexBusutam fJokymenrta B CIIC «KoncynprantlLiroc»

Ilens paboThI: co3maHue MOMCKOBHIX 3ampocoB B kaprouke moucka CIIC «Koncynbprantllnrocy»
JUIS [TIOMCKA JIOKYMEHTOB 110 U3BECTHBIM PEKBU3UTAM.

[Topsiiok paGoTHI.

1. Otkpoiite nporpammy CIIC «Koncynprantlmtocy. st 3amycka cucteMbl HalIUTE HA 3KpaHe
apiabik «Koncynprantllintocy u JBOMHBIM IIEITYKOM MBIIIK OTKpoiiTe nporpammy. [lepen Bamu nosiBUTCS

craproBoe okHO «KoHcynbranTIlirocy, T1e HeoOxoquMo cienath Beioop (puc. 1).

=— — = _l ) Comovenmicores [ f Ofsep e 1) croprmrovcsos
Qova | oo @ e B o :

Koncynbrantlinoc

O Mo + (ivesan

; ::E;::Ka <) BbicTpbiit nouck D) rﬁ% KOHCVIIbTAHTnﬂIOC %
‘ ]

4 Kaprouka nowces (no scen pazgena) U oo
4 06z0pu 3akoHopaTenscTEa

W, rpecca ki

@ Cnpasounas nHdopMaums
KOMMEHTAPHH 3aKOH @ L ol
MexayHapoptbie ip: HoBbie 10KyMeHTbI

Tocnearee nonomerve, 3o Heaeno,
3a ame renen, Janecy

@ MpaBoeoii HasuraTop

MocneaHue NPOCMOTPEHHbIE AOKYMEHT bl

YcTaHoBneHHsle, Ty —
MHGODMALIMOHHS 080 < wamaims F3)

Puc. 1. CrapToBoe 0kHO
2. BeiOepute u3 crucka paszzien «3aKOHOAATEIbCTBOY», COAEpKAIIUKA HOPMATHBHBIC JOKYMEHTHI
Poccuiickoit @eaepanuu. [Ipen Bamu OTKpOETCS OKHO, COCTOSAILIEE U3 BEPXHEN yacTu okHa — Kaprouka
MOKCKA TIOKYMEHTA, HUKHEW — Y CTaHOBJIEHHbIE HHPOPMAIIOHHBIE OaHKU.
3. OTkpoiite TekcTOBBIN penakTop Microsoft Word.
4. B TekcTOBOM pefakTope co3naiiTe Tabnuily oTBeToB (Tadu. 1)
Tabmuma 1. TaOnuma oTBETOB.

Howmep 3ananus

3aganue 1
3aganue 2
3aganue 3
3aganue 4
3aganue 5
3aga”ue 6
3amaumne 7
3aganue 8

Kon-Bo HailieHHBIX JOKYMEHTOB

5. IIpoussenute nouck nokymeHToB B CIIC «Koncynprantllntoc» u pe3ynbTaThl moucka (KOiIu-
YeCTBO HAlIEHHBIX IOKYMEHTOB) 3aUKCUPYHTE B Ta0J.1 TEKCTOBOTO pelakTopa.

6. Co3maiiTe CBOIO MAIKy M COXPAHUTE B HEH TaOIHUITy OTBETOB (cM. Ta0I. 1).

Buumanue! Ilocne 3amycka cucremsl «Koncynbrantllmtoc» ybenutech B TOM, YTO KJIaBHATypa
MIEPEKIIFOUYEHA HA PYCCKUH S3BIK.

3ananue 1. Haiitu nmpuka3 Munduna ot 10 gexabpst 2002 1. Ne 126 u «O6 yrBepxxaenun Iloso-
KEHHUS 110 OyXrantepckomy yuéty «Yuét puHaHCcOBbIX BiokeHUu» [IBY 19/02».

Kpatkas cnpaBka. Ilpu Hanmuuumm y JOKyMeHTa OOJBIIOTO KOJIMYECTBA M3BECTHBIX PEKBHU3UTOB
HaunHaiiTe (OPMHUPOBATH TIOMCKOBBIN 3aMpoc C 3aJaHus HOMEpa JIOKyMEHTa, TOTOMY YTO MOMCK MO HO-
Mepy JIaeT CaMbli JIyUYIIUi pe3ysbTart.

ITopsinok moucka.

o = DuncTiTe rapToy
1. Ouncrure Kaprouky moucka, eciud 3T0O HEOOX0AUMO (KHOMKOM [ 5 O PN ) wmw 3

MeHmo [IpaBka komanmoi Y ganuth BCE).
2. B KapTouky moucka BHOCSTCSI PEKBU3HUTHI JOKYMEHTA I OPTaHU3allMK €T0 TIOUCKA, €CITU HaM
M3BECTCH HOMEP JIOKYMEHTa, TO €r0 U HaJI0 BBOAMTH (pHC. 2).
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3. YcranoBuB Kypcop Ha nosie Homep, HaGepute Ha kinaBuatype: «126H».

Kpatkas crnipaBka. Kak Toqbko BBl HauMHaeTe HaOMPATh HOMEP, OTKPOETCS CIOBaph (CIUCOK) HO-
MEpPOB IOKYMEHTOB. TeopeTHuecKu Bbl MOXKETE BBIOPATh U3 3TOTO CIIUCKA HOMEP BPYUYHYIO, IEpEMEIasCh
C MIOMOIIIBIO CTPENIOK BBEPX/ BHU3, HO TOPa310 ObIcTpee HaOpaTh HOMED ¢ KJIAaBUATYPhI U3 3TOTO CIIHCKA.

y ll PR | o\ B L crpasouan nbopraunaFF ofsopu Nankn €10 Meropa noncos
A rovess | @ines I reoimrr (N [ B roeccavonen | ) anac
| B8 Mo - | Graan - | (g | AP veenmmme upnor O Tover © pazaene [3aronoaarenscten =
v 21 KapTotka TemaTHica
= noucka Bua AckymeHTa

MpuHABWKI opraH
HAaTa =]
Homep 1264

HazBaHre aokymeHTa

TeKcT AOKYMeHTa

Mounck no crarycy

Koraa nonydex =]
HaTta B MuHiocTe =
Homep B MuHwcre

Mankn AcKkyMeHToB

¥ BAKOHOAAT 8sC TEO €3 Hadaeno 3 noxymern a

PezyneTaTel Novcka: ® Mpapoesie ATl Pd (3)

Puc. 2. 3anonnenune Kaprouku noucka
4. HarrpoTHB HY>KHOTO HOMEpa IMOCTaBbTe (IIAKOK U HAXKMHUTE KHONIKY [10CTpOUTH CITUCOK, 9TOOBI
BBEJICHHBIN HOMep 126H mosiBuiics B Kaprouke moucka (puc. 3).

Towck: no nosio Homep E‘

126H ﬁ YacTehomepa ¥
12 2,7
126H
[ 5H-126/08(T)
< >
Briparo: 1 § -
126H
< >
MocTpouTs cMcok S Omera
Puc. 3

5. Badukcupyiite KOJIMYECTBO HANJAEHHBIX JOKYMEHTOB, KOTOPOE BHUIHO B HMKHEH 4acTH OKHa
Pesynbrar noucka, B Tabis. 1 TEKCTOBOTO pefakTopa.

6. HaxMure nns dopmupoBaHus chucka AoKyMeHToB KiaBumy [F9] mmm xHomky Iloctpouts
CIIMCOK JOKYMEHTOB (Halll CIIMCOK COJIEP>KUT TPU JOKYMEHTA).

3ananue 2. HaillTu 1OKyMeHTBI, PO KOTOpBIE U3BECTHO, YTO B HOMEpe mepBas nudpa 8, 3a KoTo-
poii crieqyeT HeKoTopasi OykBa, 3Bydarias Ha cryx kak I1 wim b.

Kparkas crpaBka. Uto nenats, B ciydae, KOrja Bbl TOYHO He 3HaeTe Homep? Hampumep, Homep
JIOKyMEHTa M3BECTEH Ha CIyX, a caMo HamucaHue HoMmepa HemoHsTHO: 811, 8-I1 win 8b. B mogoOHbIX
cinyvasx nomoraet OUiIbTp cioBaps.

ITopsinok moucka.

o = DuncTiTe rapToy
1. Ouncrure Kaprouky moucka, eciu 3T0 HEOOXOAMMO (KHOIKOMN [ 5 O s ] WU W3

MeHmo [IpaBka komanmon ¥Yaanuth Bc€); yCTaHOBHUTE Kypcop Ha moje Homep, HabepuTe Ha KiiaBUaType
286; mporpamma aBTOMaTHYECKH OTKPOET (DUIIBTP CIIOBApSL.
2. Ilpumennte OunbTp ciaoBaps, 9T0ObI OCTaBUTh HAYMHAIOIIUECS C OMpPEICIICHHBIX CHMBOJIOB
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Homepa (Hauano cnosa) (puc. 4).

IMoKck no noat Home p E]

|E J]‘ HavanoHomepa v

g A2 9

A

[ ] 8605/08
[] 8609/08
[]861
[]862
[]862-0-0
[]863
[]863-09
(] 863N
[]864 v
<

Brifpato: 0 “} W -

<Iycto>
< >

{ TMocTpoKTs crvook = I ’DTM&Ha ]

Puc. 4. [Ipumenenne @uibtpa cioBaps

3. BeiGepute Bce MOX0XHE HOMEPA, YKa3aB TEM CaMbIM HECKOJbKO BapuaHTOB. Cuctema Haijer
HE OJIMH, @ HECKOJIbKO JOKYMEHTOB. DTa BO3MOXKHOCTb Ha MPAKTUKE OYEHb LIEHHA, TaK KaK MpoOexarhb
rj1a3aMy 1Mo Ha3BaHUIO 5-10 HalIeHHBIX TOKYMEHTOB ObICTpee, YeM MoA0MpaTh HOMEpP JOKYMEHTa, Korjaa
OH TOYHO HE U3BECTEH.

4. 3aukcupyiiTe KOIMYECTBO HallICHHBIX IOKYyMEHTOB, KOTOpOE BUJHO B OKHE Pe3ynpTar noucka
B Ta0JI. 1 TEKCTOBOTO pelaKkTopa.

3ananue 3. Haiitn npuka3 Munduna «O6 yreepxxaenuu Ilonoxxenus no Oyxraarepckomy ydéry
«Yuer ¢unancoBbix Bioxenuin» [1BY 19/02» (Oynem uckath TOT e JOKYMEHT, 4TO W B 3aJaHUM 1,
npearnoaras, 4To €ro HoMep He U3BECTEH).

[Topsnok noucka.

1. Ouncrure Kaprouky noucka; ABakipl IENKHUTE MBIIIBIO Ha rosie Ha3BaHue qoKyMeHTa.

2. Bo Briaake Pacmmpennsiii nmouck Habupaem «IIOJIOXKEHUE ®MHAHCOBOE BJIOXE-
HW»; B [TapameTpsl moucka ycTaHaBIMBaeM MapKep Ha 3allUCh «B Ipeaenax Ha3BaHUs», B OKOHUaHUE
— «c I00BIM OKOHYaHHEM» (puc. 5).

_| Momek no nosw Hazeanwe aoxymeHTa &‘

CICHOEHDM NOKCE, I PaciubperHEN nomek, l Mouck co cnosapam]

CnoEa ANA NOWCKS (EEOAWTE NOAHOCTHHY) !

J]j Haiiru

* toHaHC B

MPUMEPEI:  SAMAHIMCTPATHMEHEIA KOAEKT
3aKOH 122-th3 pErvcTpaUmMA
(2aK0H 0 ceAzm) KPOWE (M3meHeHi 14T A0nonHeHMi)

MapameTpbl NovckKa:

EnmzocTe cnoe OKDHYaHK1E
& € MG OKOHYSHWEM
" TOuHD, KaKk B 2anpoce

" KaK CNoOBOCOYETaHME
B MpPeaenax Ha=EaHMA

MICNonE20BaTE
v cnoeape cokpalleHi
[V cBA3b pasHLN YacTel pedm

AnA NoWCKa Mo HEYany CNoBa WoNoMe3YETe CMMEBON *: O PEMMCTRELMA KR™ iy

AnA 2a43HKA CADMKHBIX Bblpa)KEHMﬁ MCI'IDJ'IbEYmTB croikM W NorMUeckHe onepaLpM.

HDQQDSHDE! OMHESHKE NOMCKE KM AZEIKa 2anpocoE
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Puc. 5. Opranuszanus PacmmpeHHoro nmoucka

Kpartkas cripaBka. PacimivpeHHbIi MOMCK. DTOT BUJI MOMCKA MO3BOJISIET BPYYHYIO HACTpauWBaTh Ma-
paMeTpbl MOMCKa B COOTBETCTBUU CO CIIEHU(UKOM 3arpoca.

3. JIBaxxpl mienkaeM Ha nojie Bun nokymenrta; Habupaem cioBo «lIpukas» u Ha)KuMaeM KHOTKY
ITocTpouTh CIIMCOK.

4. JlBaxknel mienikaeMm Ha mojie [louck mo craTycy; ycTaHOBUTE (PiIaKOK Ha 3allUCh «BCE aKThI,
KpOME yTPaTUBIIUX CUJIY U HE BCTYNUBIUIUX B CHIIY» U HA)KUMaeM KHONKY [1oCcTpouTs crucok.

5. Haxwmute mis GopmMupoBaHus cnucKka JOKYMeHTOB kiaBuimry [F9] mnm kHomky IloctpounTh
CIMCOK JIOKYMEHTOB U 3a(UKCUPYHTE KOJTUYECTBO HAMICHHBIX TOKYMEHTOB.

3amanwue 4. Halitn unctpykiuu (B Tom uucie u BpemenHsie) MHC Poccun.

ITopsinok moucka.

1. Ouuctute Kaprouky nmoucka; Ha nosie [IpunsaBmmii opran Hadepute «MHC» 1 HaxxMuTe Kia-
Buiy [loctpouts Ciucoxk.

2. JIBaxxapl MIETKHUTE Ha mosie Buj nokyMmeHTa; BoiauTe B ClIOBapb IOJIs, HAUHUTE HAOUPATh
CIIOBO «HMHCTPYKIIHSI»; TIPU 3TOM MIPOU30UICT PUIBTPAIIHs, U IporpaMma 0TOEpET BCe BUABI MMEIOIIUXCSI
UHCTPYKIUH.

3. ®aKKoM BeIOEPETE CIOBO «MHCTPYKIHS» U «BpEMEHHAS HHCTPYKIIHS.

4. Bribepere noruueckoe ycnoBue «MJIN» (370 yciaoBre yCTaHOBIEHO MO YMOTYaHUIO) U HAKMU-
te kHomy [TocTpouTts criucok (puc. 6).

5. lns ¢popMupoBaHus CHHCKA TOKYMEHTOB HAKMUTE KHOMKY [1ocTpOUTh CIMCOK JOKYMEHTOB U
3auKCUPYITE pe3yNIbTaThl MOUCKA B Ta0. 1.

Monck no nosik Bua nonyme Hra @

WHCTPYKLMA 4

1:4 A'+7 A.'—]

BPEMEHHAA WHCTPYKLINA

[ ] AOMKHOCTHAS MHCTPYKLIUA (POPMA)
WHCTPYKLIUA

["] MHCTPYKUWA (POPMA)

< >

BeiGparo: 2 4 w -

WHCTPYKLA
BPEMEHHAA MHCTPYKLMA

< »

[ roepamenoo = | [omens |

Puc. 6. @unbrpanus B none Bung nokymenta

3amanue 5. TpeOyeTcst cocTaBUTh OJA00PKY ACHCTBYIONIUX JOKYMEHTOB O PEKBH3UTAX, OTpaXKae-
MBIX Ha YeKaX MpU MPUMEHEHUU KOHTPOJIHHO-KACCOBOM TEXHHUKHU. 3aUKCHUPOBATH PE3YyIbTAThI TOMCKA B
Tabm. 1.

Kpatkas cipaBka. B nanHom 3amanuu OyayT UCHIONB30BaThCs mois Tematnka, TeKkCT TOKyMeHTa
u [Touck mo crarycy. [lone TemaTnka UCMONB3yeTCs B TE€X CIIydasx, KOTJa TpeOyeTcs MOTyIuTh moa00p-
KY JIOKYMEHTOB I10 OIpe/ieJIeHHON pooiieMe.

[Tone Temaruka mpezacTaBisgeT co00 MHOTOYpOBHEBBIM pyOpukatop. Ecnu cieBa oT pyOpuku
CTOWT 3HAYOK TAIKH C ITIOCOM, TO, IIEIKHYB Ha HEM, BBl YBUJUTE CICAYIONTUN YPOBEHb (BCE MOAPYOpH-
K# ATON pyOpuku). s Toro uToObl HAWTH HEOOXOIUMYI0 PYOPHKY, HEOOS3aTeIbHO PaCKPBIBATh U MPO-
CMaTpHBaTh Bce pyOpHKH. MOKHO BOCTIOB30BAThCS CIEIIMAIBHBIM IMTOMCKOBBIM OKHOM, KOTOPOE TI03BO-
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nsieT OBICTPO HAUTH HYXKHYIO PyOpHKY.

[Topsimok moucka.

1. Ouucture Kaprouky noucka; B noje Temaruka Habepute «KaccoBas». B cioBape ocraercs He-
CKOJIKO PYOpHK, COAEp)KalllMX MCKOMBIA (parMeHT, cpeau Hux pyopuka «lIpuMeHeHHe KOHTPOIbHO-
kaccoBoil TexHuku (KKT, KKM)» u3 paznena «®unance» (puc. 7).

Mowek no nonio Temaruia @
KACCOBAH 5
—| CBepHYTE BCE 417 22
= PHHAHCH s

= Hanari 1 chopkl
= HanoroeaA OTYSTHOCTE M HENOMOEER KOHTPOME
TPMMEHEHME KOHTPONEHO-KACCOBOM TesHM (KT, KEM)
= BaHkoeckoe geno
= EaHKDBCKME ONEpELIA W CAENKA
= PacyeTkl W KaCCOBEIR onepatia
MopAADK OTEDEITMA W BBAEHAA CYETOB
BaHKDBCKAA TalHa
BE3HANMYHEIE PACYETEl
OfcryxMeaHHe BaHkami BiogxeTa, BHetAXETHER DOHA0E
HaCcoBsIe onepaLmm
MexBaHKIECKME PRACUSTE! HA TEPDMTOPMM POCCHACKDR DeaepaLmm
e AYHAPOAHEIE PACYETE!
= HOBAACTEERHAA JEATEMNEHOCTE v
< >
Bribpano; 0 ) WK A
<Mycto=
< >
[ MocTpouTe cMcok, S 1 [ OrtMeHa ]

Puc. 7. Beibop Tematuxu

2. YcTaHaBIMBaeM Ha Hee Kypcop M HakuMaeM KHONKY [1ocTpouTs criucok.

3. Ilepexoaum B none TekcT goKyMmeHTa, Bkiagka «OCHOBHOM nouck». B cTpoke nmoucka Habupa-
eM: «PeKBU3UTHI yeKa» U HaxuMmaeM KHoIKy [loctpouts criucok.

Kpatkas crpaBka. OCHOBHOM NOMCK — YHMBEPCAJIbHBIA IOMCK, KOTOPBIA I103BOJISET MOIYYHUTb
MaKCHMaJbHOE KOJUYECTBO IOJIE3HBIX JIOKYMEHTOB I10 3alpOCy, OTHOCSIIMXCS K MHTEpECYIOLIel Bac
npobieme.

I'maBHOe npenHa3HaueHne OCHOBHOTO MOKCKA — HE YIIYCTUTh HUYETO BaXKHOTO.

Cucrema cama noadeper He0OX0IUMbIE TapaMeTpbl MOKCKA, 00eCIIeYMBAIOIIME ONITUMATILHBIN pe-
3yJIbTaT.

4. ITepexoaum B nosie [Touck mo crarycy; yCTaHOBUTE (DIa’KOK Ha 3aMUCh «BCE aKThl, KPOME yTpa-
TUBIIUX CUJIY ¥ HE BCTYNUBIIMX B CHIIY» U Ha)KHUMaeM KHoOnKy [locTpouTs ciucok.

5. B Kaprouke noucka HaxxuMaeM KHONKY [IoCTpOUTh CIIUCOK JOKYMEHTOB U IOJIy4yaeM MoJ00p-
Ky JIOKYMEHTOB O CaMHX PEKBU3UTaX B KACCOBBIX UEKaX M O MOPSAJKE UX OTPaKEHHUS B ueKax. 3apuKcu-
pyiTe pe3yabTaThl moucka B Tao. 1.

3amanue 6. Halitu aeiictByromnyto penakiuto denepanibHoro 3akoHa «O BOMHCKON 00s13aHHOCTH U
BOEHHOII ci1yx0e».

Kpatkas cnpaBka. B nanHom 3aganuu OynyT ucnoib3oBathes nosst Bung nokymenTta, Hazpanue
noxyMeHTa u [louck o crarycy.

[Tonie Bun noxymeHTa MCHONB3YyeTCs AJI MOUCKAa B T€X ClIydasx, KOI/a, B YaCTHOCTHU, UMEETCs
TouyHasi HHpOpMaIUs O BUJE JOKYMEHTA, T. €. O TOM, YTO UCKOMBIH TOKYMEHT SIBJIsIeTCs, Hanpumep, 3A-
KOHOM.

[Tpumeuanue. B nndopmManiioHHOM OaHKe CONEPKUTCS JOBOJBHO OOJIBIIOE KOJHMYECTBO JOKY-
MEHTOB O BHECEHUHM M3MEHEHUH B PAa3IMYHBIE aKThl, B TOM YHCJIE U B UCKOMBINA 3aKOH, TO3TOMY B TaKHX
Cllydasx ISl MIOMCKa 10 Ha3BaHUIO PEKOMEH]IyeTCs 3a/1aBaTh HECKOJBKO JIOTHYECKUX YCIOBHI OJHOBpE-
MEHHO.

T.e. npu GopMHUPOBAaHUH MOMCKOBOTO BBIPAXKEHHUS HAaOHWpaeM ClIOBa, KOTOPBIE JOJKHBI BCTpe-
4yaThbCsl B HA3BAaHUU JIOKYMEHTA, a jornueckuM ycioBueM «KPOME)» M0kHO «0Tceub» Te cI0Ba, KOTOphIE
HE JIOJDKHBI BCTpeYaThcs, B HameM ciry4dae 31o cioso BHECEHUE (puc. 8).
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_| Momeck no noat Hazeanue aokyme Hta El

Ocrooro nowcr. | Pacwwpertioni nouck | Mover co crosapem |
Croga Ang Momcka (BBOAKTE MOSIHOCTHHO ):

|EIO|/IHCKE!5| 0BA3aHHOCTD KpOME BHeceHie] % j Harimu

[pkMepbl:  a8aMAHMCTRETMEHBIA KogeKke
aakoH 122-tba perkcTpala
(aaroH o ceask) KPOME (ameHeHii LN AomnonHeHAA)

MapamMeTpbl Novcka:
EnmzocTe cnios OroHYaHIE
(s
R —— ¢ MoBEIM OKOHYaHIKEM

" TOYHO, KaK B 3ampoce
& B Mpefenax HaseaHA

Lenonb3oeath
¥ CRoEapb COMpaLLEHIAA
¥ CBA38 pasHbDC YacTel peqi

NAa Nocka No HAYamy cNoBa MCNONB3YIATE CAMBON ™ O pervcTRAaLA 10p™ g

[Nns 2a8aH19 CIOXKHBIX BbIPaXeHWIA 1oroneayidTe ckobiig 1 NorYeckiie orepaLii.

[oapobHoe orpcaHie NomcKa W Asbia Sanpocos

Puc. 8. ®opmupoBaHre MOUCKOBOIO BBIPAKEHUS

3ananue 7. Haiitu Bce neiicTByromuMe TOKyMEHTHI ¢ HoMepoM 137 B 6a3e JOKYMEHTOB.

3ananue 8. HaliTu NOKYyMEHTBHI, U3/1aHHBIE B pa3Hble I0Jlbl OpraHaMH, MPOBOJAIIMMU TOCYAAp-
CTBEHHYIO MOJIMTHKY U OCYIIECTBISIONIMMH YIIPaBICHHE B Chepe TOPTOBIU U MUTAHUS B CTPAHE.

Kpartkas crpaBka. B pa3Hble neproabl BpeMEeHH COOTBETCTBYIOLIEE BEJOMCTBO B Hallleil cTpaHe
HazbiBasiock no-pazHomy (Muntopr CCCP, Muntopr Poccun, PockomTtopr, MUHHCTEPCTBO BHEIIHUX
HSKOHOMHMUECKHUX CBA3el u Toprosiu P®), ciegoBaTenbHo, 3TO HAJI0 y4ecTh pU (GOPMHUPOBAHUY 3aAIPOCA.
[Toatomy B cioBape nosia [lpunsaBmmii opran cienyer HaOpaTh ciioBo «Toprosis» (TOPI'OBJI), npu

3TOM HpOrpaMma, UCHoib3ys QUIBTP, aBTOMATHYESCKH O0TOepeT Bce opranu3anuu Toproeiu (puc. 9). Bei-
OepuTe HEOOXOIMMBbIE OpPraHU3AIHH.

TOPFOBN 4

(" CoNpaUEHHbie HasBaHMA  (F MNHele HasBaHI 44 20

KomnTeT akoHoMUYecKoro paseUTHA, N OMbILNEHHON NOANTHKM 1 Toproenu Mpa...
KoMHTE T SKOHONMUECROMD PASEHTHA, NPONENUNEHHOF NOANTHEY 1 TOprasW Mpas
MVIHH(.'I'ED(.‘I'BO MPOMEILNEHHOCTH W TOProB/N FOCCHNCKOW Aepauni

MUHKHCTEPCTBO 3KOHOMMYECKOrD pasBHTHA 1 Toproenm Poccuiickoi Peaepaumi

Kommcena Opranuzauii OBbeanHerHsIx Haumii no npaey MexayHapoaHoil Topr...

Bibparo: 4 4 W v

MunnpomTopr PO_MUHHCTEPCTBO NpOHLIWNEHHOCTH U Toproean Poccuiickoil Gegep®
MunakoHoMpa3ssiTnAa PO_MHUHUCTEPCTBO SKOHOMWYECKOTO PasBUTHA 1 Topronu Poc

IOHCUTPAI_Komucens Opranusauun O6seanHerHsix Haumii no npasy MeXAyHapos
<

>

Puc. 9. [louck B nosne I[IpunsBimuii opran
JlaGopaTtopHnast pabota Ne 2. Opranu3zainusi TOJHOTEKCTOBOTO TIOHCKA.
Pa6ota co cnuckom B CIIC «Koncynbrantllimrocy
Ilens paboTel: co3nanue 3anpocoB B kaptouke noucka CIIC «KoncynpranTlmroc» s moucka mo
TEKCTYy AOKyMeHTa; opranu30anuu paboThl CO CIMCKOM HalIEHHBIX TOKYMEHTOB.
[Topsiiok paGoTHL.

1. 3amycture cucremy «Koncynbrantlnrocy. Beibepere pa3nen «3akoHOIATENBCTBOY, COEpKa-
A HOPMAaTUBHBIE JOKYMEHTBI Poccuiickoit deneparnumu.
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2. Otkpoiite TekcToBBIN Mporieccop Microsoft Word.
3. B TexcToBOM penmakTope co3aaiiTe Tabauily oTBeToB (Tadu. 1).
Tabmumna 1.
Tabnuia oTBETOB

Howmep
3a/1aHus
1

Pe3ynbTaTel noucka

OO |NOO| OB WN

10
4. Ipomusseaute nmouck gokymMeHTOB B CIIC «Koncynprantllmoc» u pe3ynbraThl moucka (¢par-
MEHT TEeKCTa UM KOJIIMYECTBO HalIEHHBIX JOKYMEHTOB) 3apuKCUpyiiTe B Ta0s. | TEKCTOBOTO peakTopa.
5. Coxpanwute Tadm. 1.
Buumanue! Ilocne 3amycka cucrembl «Koncynsrantllintocy ybeaurech B TOM, U4TO KJIaBHATypa
IIEPEKIIIOYEHA HA PYCCKUH S3BIK.
3ananue 1. Haittu nonoxxenue o Oyxrantepckom yuere (IIBY), npunsroe B konie 2002 r.
ITopsinok nmoucka.

< = QuacTTe KapToy
1. Ouncrure Kaprouky mnoucka, eciud 3T0 HEOOXOAUMO (KHOMKOM [ 2 = s ]

MeHIo [IpaBka komannoi Y nainuth BeE).

2. HaGepute B none Ha3Banue nokymenta: «I[IbY». D10 cneunduueckas abOpeBuarypa, HO crie-
LMAJIMCTOM U3BECTHO, YTO OHA YNOTPEOIISIETCS B Ha3BaHUAX JOKYMEHTOB. YKa3blBasi €€, MOKHO I'PAMOTHO
OTPAaHUYUTH KPYT JOKYMEHTOB. DTO OCOOCHHO O0JierdaeT MOUCK, KOT/la HUKAKON apyroi mHbopMaiuei
BbI HE BIIAJICETE.

3. Haxxmute kHonky ITocTpouTh CMCOK.

4. Kpatkasa cnpaBka. [louck JOKyMEeHTOB c ucrosb3oBaHueM mnosieid Jlara u Jlata B MuHiocte
MO>KHO IIPOM3BOJIUTH JIBYMS CLIOCOOAMH.

5. B BepxHeli yacTu paccMaTpuBaeMbIX OKOH MMEIOTCS BKJIAAKU 3aj1aTh U BriOpath u3 cioBaps.
BeiOpaB Bkianky BeiOparh U3 cioBaps, MOKHO BBIOMpaTh HY)KHbIE JaThl M3 CJIOBaps: UL 3TOTO HAJI0
YCTaHOBHTH ()IXKOK Ha HY)KHYIO JIaTy.

6. BriOpaB BkiaKy 3a1aTh, MOXKHO 3a/1aBaTh POU3BOJIbHBIE ATl WM JUAINA30H JaT.

7. Yxaxwute B nione Jlata nmepuoa BpemeHu, cooTBeTcTBYIonMi KoHIYy 2002 r. PackpsiB none [a-
Ta, BeIOEpeTe BKJIAJIKy 3a1aTh M YCTaHOBUTE Mapkep Ha J{nana3oH (puc. 1).

[Tpumeuanue. Uto o3HavaroT cioBa «koHer] 2002 r.»? B aTom citydae cienyeT yka3aTh HEOOJb-
IIOM Nepuos BpeMeHM, HampuMep Mmecsal. Ecnu nokymeHT He OyneT HaiifieH, BpeMEHHOW MpPOMEXYTOK
MOJKHO PacCIIMPHUTH JI0 ABYX-TPEX MECAIEB. YKa3bIBaTh JIUTEIBHBINA EPHUO]T BPEMEHH, TAKOH KaK IOJITO-
Jla WIK TOJ1, Helleecoo0pa3Ho, 0COOEHHO €CIM HeT HH(pOpMAIMU O APYTUX PEKBU3UTAX.

8. 3amaBaTh Hy)KHbBIC 3HAUCHHSI MOXHO JIBYMs criocodamu. Ber MoxkeTe BBIOpaTh uist ceOst Hanbo-
nee y1oOHBIH.

Crroco6 1 (mokakem Ha mipumepe aiast 1aThl «C...»).

— HabupaeM ¢ nmomoIipio KiIaBHaTypbl HY>KHYIO JaTy (Ui yao0cTBa Habopa «TOYKU» MPOCTaBIIs-

IOTCSI aBTOMATHYECKH, ISl 3HAYCHUS Iojla MOKHO HaOpaTh TOJbKO mocienHue ase mudpsr — 08): 01 12
02.

WJiIn u3

— Jlanee nepecrapiisieM Kypcop BO BTOPOE OKOIIIKO.
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| Nownex no nomo Aara

Sanate | Bubpatsus crosapn
© Touno:

& Nuanasom:
e |

ET———————— ey

Puc. 1. Boibop anama3oHa aat moJsisi moucka
Crioco6 2 (mokakeM Ha IpuMepe JJIS IaThl «I10...»).

— Haxxumaem Ha KHOIIKY CIpaBa OT OKOIIIKA ¥ B TIOSIBUBIIEMCS KaJICHape BEIOMPAEM MBIIIBIO
Tpedyemyto nary: 'og — 2002; Mecsm — 12 nexabpsp; Jlenp — 31.

— Jlanee HaxxumaeM B kaneHjaape kHonky OK.

9. IlpoBepsieM MpPaBUIBLHOCTh BBIOPAHHOIO JIHMANa3oHa: B OKOIIKaX JOJDKHBI OTOOpa)kaThCs ciie-
nyromue 3Hadenust: «C 01.12.02» no «31.12.2002» u Haxxumaem KHOTIKY [ToCTpOUTH CIUCOK.

10. ChopmupyiiTe CriMcOK JOKYMEHTOB, Ha)KaB Ha KHOMKY [10CTpOUTH CITUCOK TOKYMEHTOB.

11. Tlepeitnute B Tekct HaligeHHOTo NoKymeHTta (IIBY 19/02), nBax bl menkHyB Ha Ha3BaHUE J0-
KYMEHTA B CITHCKE.

12. Tlepenecure (CkomupyiiTe) Ha3BaHHE TOKYMEHTA, JaTy MPUHATHUS U HOMEDP B COOTBETCTBYIO-
1Iy1o sSYeiiKy Tabs. 1 TekcToBoro penakropa. st 3TOro ycTaHOBUTE Kypcop B HY>KHOE MECTO TaOJIHIIb (B
nporpamMmme Word); BblAeNINUTE MBIIIBIO B TOKYMEHTE JaTy, HOMep U Ha3BaHue (B nporpamme «KoHcyib-
tauTI[1I0C») U HAKMUTE KHOIIKY % na nanemn uHCTpyMeHTOB nporpammbl «Koucynsrantllmtocy. [1po-
M30iIeT KomupoBaHue (parMeHTa TeKCTa, HaliIGHHOTo B 0a3e JaHHBIX JOKyMEHTa, B Tabiuiy Word.

Kpatkas crpaBka. [Iyakt mMento «CkonupoBath B Word» J0CTymeH TOJIbKO B OKHE CO CIUCKOM
JOKYMEHTOB M B OKHE C TEKCTOM JJOKYMEHTA.

Bri6paB nanusiii mynkt menio B TEKCTE nokymeHnTa, Bbl ©MeeTe BO3MOXHOCTb IIEPEHECTH B pe-
naktop MS Word Bech TEKCT Uit pparMeHT TEKCTa JOKYMEHTA.

Bri6paB pannbiit mynkt MeHio B CIIMCKE gokyMeHTOB, BBl MOXETE MEPEHECTH B penakTop MS
Word BbIOpaHHbIE Ha3BaHUSI JOKYMEHTOB U3 CIIUCKA.

13. Tak kak pegaktop MS Word y Bac yxe ObUT OTKPBIT, TO MOSIBUTHCS TUATIOTOBOE OKHO (pHC. 2).
YcranoBute Mapkep, HanpoTuB (pasbl «B oTKpeIThIA qoKyMeHT MS Word B To MecTo, re CTOUT Kyp-
cop».

KonupopranHe B MicrosoftWord

P Y Bac ywe oTKpeM gokymeHT & peaaktope Microzoftword.
- Fyaa Bel x0TUTE KONWPOBETE BEISPaHHEIN TEKCT?

* B oTkpbmbii gokyredt Microsoftw/ord B To MecTo, rae cTouT kypcop

" B Hoeeli gokymeHT Microzoffwdord

Puc. 2. Okno skcropta B MS Word

3ananue 2. Halitu npussThIe, HAaUMHAs cO BTOporo kBaprana 2005 r. TOKyMEHTHI, B KOTOPBIX I'0-
BOPUTBHCS O CTATUCTUUECKON OTYETHOCTH.

ITopsnok moucka.

1. Ouuncrute Kaprouky noucka.

2. JIBax /bl IETTKHUTE MBIIIBIO HA TT0JIe TEKCT TOKYMEHT.

Kpatkas cripaBka. [IouCKOBBII 3a11poc MOXKET COCTOSITH U3 OJIHOTO MJIM HECKOJIBKUX CIIOB, CJIOB C
pazaenuTenasiMu, udp, 1aT, HOMEPOB | T. 1., BBEJACHHBIX depe3 npobden. CocTaBIsATh 3alpoC MOKHO MPO-
CTBIM SI3bIKOM, HE B/IaBasiChb B TOHKOCTH sI3bIKa 3arpoca. Tak, eciu BBECTH B IOUCKOBYIO CTPOKY HECKOJIb-
KO CJIOB uepe3 npolen 0e3 JOrMuecKiX onepaTopoB, HAIPUMEDP «CTATUCTHYECKAsi OTYETHOCTHY, TO OyayT
HalJeHbl TOKYMEHTBI, COJeprKallie BCe ATH CJIOBa (IIPHUYEM B JIFOOOM IMOPSIIKE U Ha OTPAHUYEHHOM pac-
CTOSTHUM JPYT OT JApYTa).

3. Ha Briagke OCHOBHOH IMOWCK HaOepuTe MOWUCKOBOE BBIpakeHHE «CTaTUCTHUYECKas OTYET-



mk:@MSITStore:C:/DOCUME~1/3153~1/LOCALS~1/Temp/CONS.CHM::/spiski_all/spisok_doc/
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HOCTb» U HAKMHUTE KHONKY Haiitu.

Kpartkast cnpaBka. 3anpoc, COCTOSIIUN U3 HECKOJIBKUX CJIOB, COJIEPKUT onepaTopbl. Camblil pac-
IPOCTPAHEHHBIH ornepaTtop — cuMBOJI Mpobena. Heckonbko HaOpaHHBIX B 3alpoCe CIIOB, Pa3/EIEHHBIX
Ipo0OesIoM, 03HAYa0T, YTO BCE OHU JOJDKHBI BCTPEYAThCS B JAHHOM JIOKYMEHTE Ha OIpaHHYEHHOM pac-
CTOSIHUHU APYT OT ApyTa.

4. JIBaxkapl LIEJIKHUTE MBIIIBIO Ha none Jlara, BeiOepere BKIaAKy 3aaTh U YCTAHOBUTE MapKep Ha
JnanazoH.

5. UToObI HAlTH MPUHATHIE JOKYMEHTHI, HaUMHas co BToporo kBaptaia 2005 r. (01.04.2005), T. e.
HE00X0AMMO ycTaHOBUTH ycioBue «Ilozxke», mis storo Heodxoaumo BBectd aatry 01.04.2005 B mone
«C».

Ob6parure BuuManue! B HikHell yactu KapTouku moucka Bceraa ykaspiBaeTcss MH(opMaius o
TOM, KaKHe pa3Jielibl JOCTYIHBI JUIsl [IOMCKA U CKOJIBKO B KaX/IOM pa3/ielie U3 HUX COACPIKUTCS JOKYMEH-
TOB.

6. Chopmupyiite CIUCOK TOKYMEHTOB, HaXKaB Ha KHONKY II0CTpOUTh CIIMCOK TOKYMEHTOB.

7. Boiinute B TEKCT MEpBOTro JOKyMEeHTa C(HOPMUPOBAHHOIO CIUCKA (AJs1 TIepexo/a B TEKCT Ha
(hoHe TeKcTa MISIKHETE Ha €r0 Ha3BaHUE).

8. Ilpu mepexone B TEKCTE JOKyMEHTa Ha ()OHE TEKCTa IMOSIBUTCS MOUCKOBOE OKHO, M Kypcop
YCTQHOBUTHCS Ha MEPBOM YIIOMHHAHUU B JOKYMEHTE 3aJaHHBIX CJIOB. [[/1s moucka cienyromero BXox/e-
HUS 33JJaHHBIX CJIOB B 3TOM JIOKYMEHTE Ha)xxmuTe kHonky Haiitu nanee.

9. Beinenute pparMeHT TekcTa U CKOMupyuTe ero B Tad. 1.

3ananue 3. Haiitu «llonoxenne o mopsijKe OCyIIEeCTBICHUSI OE3HAMYHBIX PacyeToB (pU3HUECKU-
Mmu Jnuamu B Poccuiickoit @enepanuny», npunsatoe 1 anpens 2003 r. CkonupoBaTh HECKOJIBKO CTPOK J10-
kymenTa «[ nmaBa 1» B Tabm. 1.

Kparkas cnpaska. Mcnonb3oBats nons Hazanue nokymenrta u Jlata npunsatus.

3ananue 4. [TomoOpaTe JOKYMEHT MO TeMaTtuke «l ocyaapCTBEHHas! MOIUIMHAY». 3apUKCHPOBATH
KOJINYECTBO HAlJECHHBIX TOKYMEHTOB IOCJI€ YTOUHEHHOIO IIoMcKa B Tadu. 1.

Kparkas cnpaska. Mcrons3oBats nosie Temarnka.

3aganue 5. CoctaBUTh NOJOOPKY JOKYMEHTOB 1O npobieme Bo3Merienus cymmsl HJC, ymna-
YEHHOW KOMaHIWPOBOYHBIM PACX0J0OM, B YACTHOCTH Ha Mpoe3 pabOTHHKA K MECTY KOMaHIUPOBKU U 00-
paTHO, €CIM B JOKYMEHTaX, IOATBEPKAAIOIINX YKa3aHHble pacxosl, cymma H/IC He Bbinenena otaens-
HOM cTapkoil. 3aMKCHPOBATh KOJIMYECTBO HAMJIEHHBIX JOKYMEHTOB I10CJI€ YTOUHEHHOTO TIOUCKa B Ta0I.
1.

Kpatkas cripaBka. Mcnons3oBate nonie Temaruka (rae HaOpats HJIC u BeiOpats pyOpuky «Ilops-
1ok Bo3MereHus (3auera) HJIC»), mone TekcT noxkymeHTa (rae 3aaaTh MOMCKOBOE BhIpaxkeHue [Ipoesn
Komanauposka nosne Ilouck no crarycy.

3ananue 6. Haiitu neiicTByromue JOKYMEHTHI, B KOTOPbIX TOBOPHUTCS O pa3Mepe MocoOuil Ha Jie-
Tel JUIs pa3iMyYHbIX KaTeropuil rpaxjaaH. 3apUKCUPOBaTh KOJMYECTBO HAMJIEHHBIX JOKYMEHTOB IOCIE
YTOUYHEHHOT' O TIoMcKa B Tabi. 1.

Kpatkas cnpaBka. Mcnonbs3oBate nosie Tematuka (BbiOpath pyOpuky [IOCOBUA HA PEBEH-
KA), none Tekct nokymenra (3aaath nouckosoe BelpakeHue PASMEP ITOCOBUS) u none [ouck no
cTarycy.

3ananue 7. Hailtu nokyMeHTsl, npuHAThIe 3a 2006 T. 1 HE yTpaTUBIINE CUITy K HACTOSIILIEMY Bpe-
MEHH, B TEKCTE€ KOTOPBIX BCTpedaeTcs coueTaHue ciaoB «DuHaHCOBas OTYETHOCTHY (B pa3IUYHbIX Maje-
Kax). 3auKcUpoBaTh KOJMYECTBO HAMICHHBIX JOKYMEHTOB I1OCIE YTOYHEHHOTO ITOUCKa B Ta0. 1.

Kpatkas crpaBka. Bpemennoi nntepBai «3a 2006 r.» 3agaercs kak uHTepBan ¢ 01.01.2006 no
31.12.2006.

3amanue 8. Hailitm noxymeHTsl, npuHATbie B 2005 T. 1 HE yTpaTHUBIIME CWIIy K HACTOSIIEMY MO-
MEHTY BPEMEHH, B TEKCTE€ KOTOPOT0 BCTPEUAETCS CIIOBOCOYETAHUE «MaTepUalbHAsl MIOMOILB)» WIH «BbI-
ata komrnencauui» (puc. 3). 3adukcupoBaTh KOJIMYECTBO HAMIEHHBIX TOKYMEHTOB IOCJI€ YTOUYHEHHO-
ro noucka B tabiu. 1.
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Z| Mowmck no noaw TereT Jokyme HTa @
O cHOBHOM NOMCEK. I FPacwupeHHEIR NoMcE. I Mawrck co cnoBapeM]

Cnoga ANA rowcka (BECAMTE MOMAHOCTLHD )

| rMaTepiansHaA NoMolBb FUk BbIrnaTa FOMMIEHC AR ) j Hami

Mprepsl:  KOMIOSHCALMA 38 HeMCMONb20BaAHHBIA OTIYCH,
CROR, MCMoNb2osaHA HMA
(HoprMbl 1A pazmMepbl) EOZMELLEHIMS PACKOA0E MO HAFAMY MoMEeLLLEHIAS

MapamMeTpbl NOVCKA:

ErnmzocTe cnoe OxoHYaHKe
* C MobbIM OROHUaHAEM
C TOMHO, KakK B 3arpoce

' KAK CIOBOCO ‘—leTaHl/Ieg

B abzale

B Mpeagsenax AoKyMeHTa e
W choBapb cokpaleHaa
© B rpepenax |20 «|cnos T W cBASE pasHblx YacTeld peu

ANa Novcka CNoB, PacnofoMeHHB Noapad, HMCoMonNeIvIATE KaBblHkii: "apeHaa aaaHA" EHBO

ANa Novcka Mo Hadany cnoBa WCononesyikATe chimMEon . cou™ BoiqveT HODN

AnA 2308417 CNOHKHBIX Elhlpa}l{eHl/IFI l/ICHOJ'IbBVPITe CROBKIA 11 NOMAYeckie OrEPEL A,

(oapobHoe orvcaHikie MoKcka 1 Szkika FANDOCOB .

Puc. 3. Opranusanus ci10XHOTO IMOMCKa

Kpatkas crpaBka. [TouckoBoe BeipakeHUe ciaeayeT HabupaTh Ha mosie TeKkcT TOKyMEeHTa BKJIaJKa
PacmmpeHHsbIii TOUCK, MMOCKOJIBKY OHA MO3BOJISIET BPYYHYIO HACTPAUBATh ITapaMETPhl MIOMCKa B COOTBET-
CTBUU CO cHenu(puKoii 3ampoca.

bnuzocth ciioB (T. €. TO, HACKOIBKO OJM3KO BBEIEHHBIE Yepe3 MpoOes CIoBa JOJKHBI pacroia-
ratbcsi B TEKCTE JOKYMEHTA) PErJaMeHTUPYETCsl ¢ MOMOIIBIO JIEBOM Ipyl HACTPOEK: KaK CIOBOCOYETa-
HUe, B ab3a1le, B peienax J0OKyMeHTa — B mpesenax N CIIoB.

Omneparop NJIN no3BosnseT CKaTh JOKYMEHTHI, B KOTOPBIX BCTPEYAETCS UM OJHO CIOBO (Tpyma
CJIOB), WJIM IPYTO€ CJIOBO (Tpyrmmna ClioB).

[TouckoBBIi 3alIpoc UMEET BUJI «MaTepHralibHas momoils MJIW BeimiaTta KoMIeHcanii.

3aganue 9. HaliTé JOKYMEHTHI, B KOTOPBIX TOBOPHUTCS O BHEOOOPOTHBIX aKTHBAX. 3a(pUKCUPOBATH
KOJINYECTBO HAalJAEHHBIX TJOKYMEHTOB MOCJIE€ YTOUHEHHOI O MMOMcKa B Tabi. 1.

Kparkast cnpaBka. Mcronb3oBath mosne [louck mo crarycy u mose TekcT mokymeHTa (TIe 3a1aTh
KOJINYECTBO BbIpaxkeHUH «BHEOOOPOTHBIE aKTUBBI»).

3amanne 10. PaboTa co ciickoM JOKYMEHTOB (PactopsKEeHUH ).

ITopsimok moucka.

1. Ouncrure Kaprouky moncka, BBeAuTe B 1osie Bua JOKyMeHTa CIIOBO «PacIIOPsSIKEHHUEY.

2. Co3paiiTe CIUCOK pacHopspKeHUI HaxaB KHOMNKY I10CTpOUTH CIIMCOK JOKYMEHTOB WJIM KJIaBH-
mry [F9].

3. 3aukcrupoBaTh MOCIE YTOYHEHHOTO MOUCKA KOJIMYECTBO HalIEHHBIX JOKYMEHTOB B Tao. 1.

4. BoiinuTe B CIHCOK HAWJIEHHBIX JTOKYMEHTOB, PACCMOTPHUTE CIUCOK TOIYYEHHBIX JIOKYMEHTOB

(puc. 4). B crincok T0OKyMEHTOB MOXHO BEpHYTHCS U3 TEKCTA JOKYMEHTA 110 KHOIKE ﬂ

Kpatkas cnpaBka. OKHO OCTPOEHHOTO CIHCKA MO yMoi4aHuto oToOpaxaercs B Buae [JEPEBA-
CIIMCKA, cocrosiero U3 AByX 4acTeil. B mpaBoii 4yacT NMpUBOIUTCS CHMCOK HAWIEHHBIX IO 3alpocy
JIOKYMEHTOB TOTO MH(OPMAIIMOHHOTO OaHKa, HA Ha3BaHUM KOTOPOTO YCTAHOBJIEH KypCOp B JIEBOM YacTH
JiepeBa-CIuCKa.

YroObl MEepelTH K CIHMCKAM HailIeHHBIX JTOKYMEHTOB U3 JPYruX WH(POPMAIMOHHBIX OAHKOB, J0-
CTaTOYHO YCTAaHOBHUTH KypCOp B JIEBOM OKHE Ha Ha3BaHUM HYKHOTO OaHKa.

Kaxxaplii TOKyMEHT NPEACTABIIEH B CIIMCKE B CIEAYIOIIEM BUJE: CHa4yalla YKa3bIBA€TCs BUJL 1OKY-
MEHTAa, 3aT€M NPUHABIINN OpraH, JlaTa IPUHATHSA U PErMCTPallMOHHBIN HOMep. [lanee cnenyer Ha3BaHue
JOKYMEHTa U 00beM JOKyMeHTa B Kuiobaitax (4 KO nmpuMepHO COOTBETCTBYIOT OJTHOW MEYaTHOM cTpa-
HUIIE TEKCTA).

CneBa OoT Ha3BaHUS JOKYMEHTA HaXOZATCS MUKTOTPaMMBbl, TOKA3bIBAIOLIUE CTATYC JOKYMEHTa —
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JEUCTBYIOIMI TOKYMEHT WIN yTpaTuBIIni cuiy. KpoMme Toro, noa HeaeMCTBYIOUIMMH PENAKLMIMH U
YTPaTUBLIMMH CHIIy JOKYMEHTaMHU UMEETCS COOTBETCTBYIOIIAS 3AIKCh.

Crnenyer oOpaTuTh BHUMAaHUE HA MAHENb COCTOSHUS B BEPXHEW YaCTH OKHA HaJ CIIMCKOM JOKY-
MEHTOB. B Hell mpeacTaBiieHbl Yepe3 HAKJIOHHYIO 4epTy JABe LUQPbI: MOPSIKOBBIA HOMEP TOKYMEHTa B
JAHHOM CITUCKE, HA KOTOPOM YCTAaHOBJICH Kypcop, B 00111ee KOJIMYECTBO JOKYMEHTOB B CITUCKE.

Bce HOKyMEHTBI B CIIHCKE OTCOPTHPOBAHBI IO BpPEMEHU. B 3aBHCHMOCTH OT yCTaHOBJICHHOHN
HACTPOMKU JTOKYMEHTBI IIPEJCTaBJIECHbI MO0 B MPSAMOI XPOHOJOTMYECKON IOCIIENOBATEIBHOCTU (T. €.
IEPBBIM B CIHMCKE MJET JOKYMEHT ¢ Hambosee paHHEHl naTodl NMpUHATHA, a NOCieIHUl — ¢ Hamboiee
MO3/IHEH TaTON MPUHATHSA), TM00 B 0OpPAaTHONW XPOHOJIOTHYECKOH MOCIEA0BATEIFHOCTH — B 3TOM CIIydae
MIEPBBII CTOUT JOKYMEHT C HaubOoJIee MO3AHEH 1aTON IPUHATHS, T. €. CaMbIii HOBBIH.

5al Koweymoranimoc: Boscwan unona - Bomyex 12. Ocons 2009 - [Peaymorar nowcka: PACTIOPXEHHE]
‘ouin Mpeera Qoo Cepmac O Moo © Korrieam O
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i D= g e » = -

> . [ cromsnreomce B ecanrnen | [ sornine
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L) PeayneTaThl noucka # Hoam o ratameon -

= Jakonoatencrea 1+ 141 [Nipasossse axrw FO] Coprupoeea: [ o gae npweis [5]
Npasossie akTe Po (141) Komnnexcas I =
MNpagogeie akTel Mockeel (73) Pacriopsenme Mpasvenscraa PO or 19.05.2000 N 691-p To zare emeess
NMpagosuie akTel Cawer TeTeptypra (108) <06y Tporpaml passutis 14 B POCCHICKOIA DefepaLM + fo sare v
Mpasassie akTel CCCP (5) (BMeCTe ¢ "TINaHOM MEPONPUATMIA N0 PEANMIALIN NPOTPAMME! PASBUTMA KOHKYDEH TN &

Poccuitckoit Denepaui Ha 2009 - 2012 roas")

Pacriopskenve Mpasurenscraa PO or 19.05.2000 N 690-p 17
<06 y nepeyHa HaL CTAHAAPTOB, MX MP3BANA M MeTORE!
wecnegosanki (MCNbITaHmi) M M3Mepennii, 8 ToM Yucne Npaswvna otbopa obpasuoe,

ANA Np W MCnonHeHns O 3aKoHa "Ti
PEFNAMEHT Ha COKOBYIO MPOMYKLMIO W3 PYKTOR M OBOLEH" W OCYLIECTRNEHHA DLIEHKA
COOTBETCTBHA>

Pacniopserme Mpasutenccrea PO or 08.05.2009 N 631-p 19
<06 YTBEPAAEHNH NEPEUHA MECT TPAIMUMOHHOID NPOXMBAHWA 1 THAAMLIMOHHON

XOIAACTBEHHOM IEATENLHOCTH KOPEHHBIX MANOUYMCNEHHBX HAPOAI0S PoCCHACKON

DeASPALMH H NEPEYHA BUAOE TPAAMLIMOHHON XDIARCTBEHHOR AEATENBHOCTH KOPEHHbIX
ManouMCIeHHBIX HapoAoB Poccuiickoil Meaepauumn>

Pacniopsxeue MpasvTenbcrea PO ot 22.04.2009 N 554-p 87
<06 yTaepkaeHH KOHUENUMK deaepanbHoi Lienesoi nporpamMmel "OBecneuete

BE30NACHOCTH NONETOR BOAYLIHBIX CY/10B FOCYAAPCTBEHHON aBHALMK POCCHIHCKON

epepaumn B 2010 - 2014 rogax">

m B0 AR OC ) B

Puc. 4. Criucok HaliIGHHBIX JOKYMEHTOB

5. IlepeiinuTe K mocieaHEMy JOKYMEHTY CIIUCKA.

Kpatkas cnpaBka. I1o moucky Mo>XKHO mepeiBUraThCsi, UCHOJIB3YS MOJIOCY MPOKPYTKU WU KIJIABU-
u [PgUp], [PgDn], [Home], [End]. Haxas knaBumry [End], Mbl iepeiineM K nociegHemMy A0KYMEHTY B
CIHCKe, a HakaB kiaBuily [Home], Mbl nepeiiieM k nepBomMy JOKyMEHTY B cnucke. Kpome toro, nei-
CTBUSI, KOTOPBIE MOKHO ITPOU3BOJUTH C TOKYMEHTAMHU, HAXOAACH B CIIMCKE, IPEICTABIICHBI B JIOKAJIbHOM
MEHI0, KOTOPOE BBI3bIBACTCS IEITYKOM IPaBON KHOMKHU MBIIIH.

6. IlepeiinuTte B cepeHy CIMCKAa U YCTAaHOBUTE Kypcop Ha OAMH U3 AOKyMeHTOoB. Omnpenenure,
KaKUM I10 CYETY B 3TOM CIIMCKE SIBJISIETCS JaHHBIN JOKyMEHT. BepHuTech B Hauano crnucka. Onpenenute
pa3mep B Kuio6aiTax NepBbIX TpeX JOKYMEHTOB B CIUCKE. 3aUKCHpYHTE pa3Mep JOKYMEHTOB, Ha3Ba-
HUS TOKYMEHTOB B Ta0JI. 1 TEKCTOBOTO pelaKkTopa.

JlaGopatopHas padota Ne 3. PaGoTta co cmucKoM M TEKCTaMU Hal/IeHHBIX JOKYMEHTOB.
CnpaBounas unpopmanus. Pabora ¢ mankamu B CIIC «Koncynbrantllmtocy

Llens paGoThl: MHPOPMAITMOHHBIE TEXHOJOTHUH pabOThl CO CHUCKOM HaiiieHHBIX B BJl nokymeH-
TOB; COXpPAHEHHE HallICHHBIX JJOKYMEHTOB B Mankax 0a3bl JaHHBIX.

[Topsiiok paGoTHI.

1. 3anycrure cucremy «Koncynprantllntocy. Beibepere pa3nen «3akoHOIATENbCTBOY», COAEpKa-
UI HOpMaTUBHBIE JOKyMeHTHI Poccuiickoit denepanuu.

2. 3amycTHUTe TEKCTOBBINA penakTop Microsoft Word.

3. B TekcTOBOM penakTope co3naiite HOBBIM TOKYMEHT «Pe3ynbraTsl paboT» AJis 3aHUcu pe3yib-
taToB pabot B CIIC «Kouncynprantllitocy.

4. Ilpoussenute nouck qokymMeHToB B CIIC «Koncynprantllinrocy u pe3ynbTaThl OUCKa 3apHK-
cupyiite B TokyMeHTe «Pe3ynpTaTsl paboTh» TEKCTOBOTO peAaKTopa.

5. CoxpanuTte TEKCTOBBIN (haitn «Pe3ynbTaThl paboThD».

Buaumanue! Tlocne 3amycka cuctembr «Koncynbrantllmroc» yoenutech B TOM, 4TO KJIaBHATypa
MIEPEKIIFOUYEHA HA PYCCKUH S3BIK.

3amanwue 1. [Touck cipaBounoi nadopmarmu. Halitu ctaBku Hasiora Ha 10X0J GPU3HYECKUX JIUII.

ITopsnok noucka.
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1. Ilepen nouckom noxkymenta B CIIC ycTaHOBUTE KypcOp Ha NEPBOM CTPOKE TEKCTOBOTO pelaK-
Topa «Pe3ynbrarsl paboThl» U HabepuTe CI0BO «3amanue 1.

2. Iepetiqute B pazaen «CrnpaBouHas uHGopMmarms» (puc. 1).

Kpatkas cnopaBka. OkxHo CrnpaBouHas wuHGOpManusi OTKPHIBAETCSI C IOMOIIbIO KHOIKH

j;J CnpasoqHan MHQopMaLMA
. [Tanenu ObicTporo nocryma. M3 okna CropaBouyHas umHGOpMaLUs MOXKHO

OBICTPO MEPEXOUTHh K JOKYMEHTAM HIIM CIHCKaM JIOKYMEHTOB (TIOJTOTOBJICHHBIM CIICIIUAIUCTAMU KOM-
nannu KoncyneraHnTIImioc), B KOTOPBIX Ipe/cTaBleHa aKTyalbHasi M 4acTO MCIOJb3yeMasl (PMHAHCOBO-
HSKOHOMHYECKas U 001IenpaBoBasi HHpopMarus.

Hampumep, ecii BaMm HE0OXOAMMO MOJIYYHTh OJaHK cueTa-(hakTypbl U 3allOJTHUTH €T0 B PEIaKTO-
pe MS Excel, To ams 3TOro 10¢TaToYHO M0 CChuike POPMBI HAJIOTOBOTO Y4€Ta U OTYETHOCTH MEPEUTH K
COOTBETCTBYIOIIEMY CITUCKY TOKYMEHTOB, BOWTH B JJOKYMEHT, M B TaOJuIle ¢ onmucaHueM (HopM HaKaTh
Ha cchUKy Cuer-dakrypa.

Taxkum oOpaszoMm BbI momnajgere B TekcT [loctanoBnenus IIpaButensctBa PD, KoTOphIM BBOAUTCS
dopma cuera-pakTypsl, 31€Ch Ke Bbl MOXKETE OTKPBITh 3Ty GpopMy B pepakrope MS Excel.

3. B paznene «Hamnoru u npyrue o0si3aTenbHbIE TUIATEXKNY HIEIKHUTE MBIIIbIO 0 pyOpuke «CTaB-
Ka Ha JOXOJbI (PU3HUECKUX JIUII (TI0JJOXOTHOTO HAJIOTA)).

5] Evynms s Bieias wcona - Brnyee 12 Ocorts S0UH - | Co povonsca mijupusages |
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LOPI5l B M5-WARD M DOpPMEI HENOTDIEArD YUETE W CTUSTHODTA

MS-EXCEL

KYPCB MHOCTPAHHBIX lyipcel gonmapa CLUA v esEo B Terywem regy

BATIOT Hyjpes! BANKET 38 APELICALIME Fogbl

MPOLIEHTREIE CTABKA [ poyerruan cragra pechunancnposania (yueTHan craoka) LB Pb

PACMETHBIE MHAMKATOPD!  Haschoy Le-T-Ae0naTop
VHpexc 'I:_DEEI"_EJ'\EC[M): uE4
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T pOMATOUHBIA MAHAMYM

HANOMA ¥ APYTHE CTEwKIA HANOTYE WM APYTIAX 0ERZATE Nk bk VTATEREH, VCTEHORNS-Fpie DEOSDES b M JAKOHOGETENRCTROM =

Puc. 1. CnpaBounas nnpopmanus

4. Cxonmpyiite pparmeHT ¢ nHGOpMAIUEH 0 JEHCTBYIONIUX CTaBKaX MOJI0XOHOTO HAJIOTa B TEK-
CTOBBIN (aitn «Pe3ynpraTsl paboTh». {151 KOMMpOBaHMS BbIIEIUTE (PparMeHT TEKCTa JIEBOH KHOMKOM
MBIIIH 1 HAKMHUTE KHOMKY CkornupoBaTh B Word Ha manenu unctpymeHToB «Koncymnsrantllmrocy.

3ananue 2. [louck cnpaBouHoi nHpopmanmu. HailTu BenuuHy npoxuToyHoro MuHumyma. Cko-
MUpPOBaTh ero B ¢aiin «Pe3ynbraTel paboTh».

3ananue 3. [louck cnpaBounoil nHpopmarmu. Onpenenure HOpMy pabodero BpeMeHH (B 4acax)
Ha 2009 rox B nenom mpu 40-yacoBoit paboueii Hemene.

3ananue 4. Haiftu unctpykuuto I'ocHanorciyx0bs1 PO «O nopsake U cpokax BHECEHHs IUIATHI 3a
JPEBECHHY, OTITyCKaeMyI0 Ha KOpHIO». HaliTh B TekcTe JOKyMeHTa KaKhe yCTaHOBJIEHbI CPOKH IUIATHI 3a
JPEBECHHY, OTIIYCKAEMYIO Ha KOPHIO.

ITopsinok moucka.

1. Ilepen monckoM JOKYMEHTa YCTaHOBUTE Kypcop Ha HOBYIO CTPOKY B JOKyMeHTe «Pe3ynbTaTbl
paboThD TEKCTOBOTO peakTopa U HabepuTe ciIoBO «3ananue 4».

2. OuucTuTe KapTOUYKy MOKMCKA, ECIIU 3TO HEOOXOAUMO.

3. Haitnure nHCTpyKIHIO «O MOpsIKE H CPOKAaX BHECEHUS TUIATHI 32 JPEBECUHY, OTIYCKaeMyIo Ha
KOpHIO» (ucnonb3yiTe nouist [lpunsBimii opran u Hazpanue 1okymeHTa).
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4. Otkpoiite OKHO MOMCKA, JUIS STOTO HAKMUTE HA MAHEIM MHCTPYMEHTOB HA KHOIKy M Hafrw
MUKTOrpaduuecKOro MEeHIO Win Kiapumry [F7].
5. B oTKpbIBIIICHCS TIOUCKOBOM CTPOKE HAOEPHUTE CIIOBA «ILJIaTa 3a JAPEBECHHY CPOK» (pHC. 2)
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Puc. 2. [Touck BeIpaXeHHUS IO TEKCTY JTOKYMEHTA

6. HaxxMuTe KHOMKY MOMCKAa CIIOB B TEKCTE TOKyMeHTa HaiiTu nanee, mpu 3TOM HCKOMBIE CJIOBa
Oynyt Haiinensl. CHOBa HaXKMHUTE KONIKY HaliTi nanee, 4ToObI HAWTH HHTEPECYIONTYI0 HH(POPMAIIHIO.

7. CxonupyiTe MHTEPECYIOIIYI0 HAC MHPOPMAIINIO, B KOTOPOM T'OBOPUTHCA O CPOKaxX BBHIILIAT 32
JPEBECHHY, OTITYCKAaeMYI0 Ha KOPHIO, B (ailsr «Pe3ynbrarsl padoThl». s KOMMPOBAHMSI BBIICITHTE TEKCT
JIEBOM KHOMKOW MBIIIHM U HaxkMUTe KHOMKY CkonupoBath B Word Ha maHenu UHCTpyMeHTOB «KOHCYb-
taHTlImrocy.

8. 3akpoiiTe MOMCKOBOE OKHO Ha)KaTHEM KHOIKH

3ananue 5. HaliTu 1OKyMEHTBI, IOCTYIUBIIUE B CUCTEMY C IOCJIEIHUM INonojgHeHueM. Mx konu-
YeCTBO U JIaTy MOCJIEIHEr0 MOMOIHEHN 3a(UKCUPOBATh B TEKCTOBOM (aiine «Pe3ynbraTel paboThl».

Kparkas cripaBka. Mcnonbs3zoBats nose Korna nomyden. ITonem Koraa nomyyen yao6HO BOCToNb-
30BaThCs JJIs TOMCKA HOBBIX JJOKYMEHTOB, ITOJIYYEHHBIX C OUEPETHBIM MTOTIOJTHEHUEM.

ITopsnok moucka.

1. OuncruTe KapTOUKY MOKMCKA, ECIIH 3TO HEOOXOAUMO.

2. JIBax bl MENKHYTH 1o nomo Koraa momydeH; Haxozsch BO BKJIaJke BriOpaTh U3 cioBaps Bbl-
OepuTe 1aTy MOCIIEIHET0 MOMOJIHEHUS U HAXKMUTE KHONKY [TocTpouTs crincoxk.

3. 3adukcupyiiTe AaTy MOCIEAHEro MOMOJHEHUs 0a3bl NaHHBIX U KOJUYECTBO HaMIEHHBIX JIOKY-
MEHTOB B (aiine «Pe3ynbTaTsl paboThI» TEKCTOBOI'O PEIAKTOPA.

3ananue 6. Co3nate nanky ¢ uMeHeM «be3onacHOCTh», BKIIOUMB B HEE IOKYMEHTHI, IPUHSTHIE B
2008 r. u conmeprkalirue B TEKCTE CIOBOCOUYETAHNE «UH(OPMAIMOHHAS O€30MTaCHOCThY.

ITopsimok moucka.

Marnkum

1. Haxonmsace B mporpamme «Koncynbrantllnioc», BeIOepuTE KHOIKY [Tanenn
obicTporo goctyna. Ilepes HaMu — OKHO CO CIIMCKOM MMEIOIIMXCS MAaIloK.

2. Cozpnaiite CBOO TPYIIy Marok. J{jst 3Toro yctaHoBuTe Kypcop Ha [lamku mosp30BaTenst U BOC-

. v[ & Cospate mynny nanok ]
MOJIB3YUTECh KHOIIKOM , B KayecTBe MMEHU IpyI HaOepuTe Ha KJIaBHAType HO-

Mep Tpynnbsl Win Bamry ¢amunuio. B cBoeil manke co3naiiTe manky JOKyMEHTOB ¢ Ha3BaHueM «besomac-
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. [ 4s Cospate nanky ]
HOCTbB» (puC. 3) (YCTaHOBUTE KypCOp Ha CBOEH NANKe HAXKMUTE KHOIIKY ).

2] Koncynmantinmnc: Buicwan wkona - Buinyck 12. Ocens 2009 - [MankH]
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[ <= Cosnats nanky ] [ o LoanaTb rpynny nanok ] ILA [ epertHosaTs ] l K Haanure l

# JokyMeHThl Ha KoHTpone (0
# MocnegHre WEMeHSHIA B AOKYMEHTAX Ha KoHTpone (D) (R D
= Tarkn nonezosaTend

=l igaroB

| BezonacHocTe (0]

DokyMEHTE! U3 HECKONEKMK Nanok

Puc. 3. Co3ganue mamok

f jl KapTouka

=N noucka
3. Jlns mepexona B KapTouky moucka HIETKHUTE HA KHOMKY ' [Tanenu ObICTpOTO
JOCTYIIA; OYUCTUTE KaPTOUKY MOMCKA, €CJIM 3TO HEOOXOIUMO.

4. B noxne Jlara 3amaiite auamna3ol aat: «C 01.01.2008 mo 31.12.2008».

5. B nmone Teker qoKyMeHTa 3a/1aliTe MOMCKOBOE BBIPAKEHUE «MH(POPMAIMOHHAS 0€30M1aCHOCThY;
Ha)XMHUTE KHOMIKY [loCTpOUTh CIMCOK JOKYMEHTOB /Jisi POPMUPOBAHUS CITUCKA JOKYMEHTOB.

6. 3aHecuTe Bce HAWACHHBIC IOKYMEHTHI CIIMCKA B TAnKy. JlJiss 3TOr0 OTMETHTE BBHIICICHHEM BCE
JIOKYMeHTHI B criicke (komanaoi IlpaBka/ [lometuts Bce); HAXKMHUTE KHONKY 3aHECTH B Manky (KOMaH-
noit JlokymeHT/ 3aHECTH BCE B MAIKY, WUIM IIEIKHYB 10 TPEYTOJIHHOM CTPEIOUYKH B MIPaBOil YaCTH KHOTI-

|

| B nanky

K1 | 7 MHUKTOrpa)MuecKoro MEHI0, BHIOEpEM B OTKPBIBIIEMCS CIUCKE BapHaHT 3aHECTH B
ManKy BCE JTIOKYMEHTBI WJIM MTPaBOM KHOMKON MBI BbI30BUTE KOHTEKCTHOE MEHIO/ 3aHECTH BECh CITMCOK
B MAIKY).

7. B otkpbiBIIMMCS OKHe Jl0oOaBiieHME NOKyMEHTa B MAIlKy YCTAaHOBUTE KypCOp Ha CTpPOKE C
Ha3zBaHueM nanku «bezonacHocTe» u Haxkmute KHONIKY OK (puc. 4). B pe3ynbpTare JOKyMEHTHI U3 CIIHCKA
OyIyT 3aHECTH B TAIKY C Ha3BaHUEM «be30MmacHOCThY.
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HDMEC’TWhﬂDKMMBH‘I’E nanKy:
17 [okyMeHTsl Ha koHTpone (D)
=& Marvn nonszosatens
=5 VBaHos
21 BeaonacHocTe (0)
!

Puc. 4. Jlo6GaBneHue JOKyMEHTa B MAIKy

8. 3adukcupyiiTe KOMMYECTBO HAWJCHHBIX JOKYMEHTOB B TEKCTOBOM (aite «Pe3ymbraTsl pabo-
TBI».

Buumanne! OOpatuTe BHUMaHUE, YTO B TPYIINE NAOK HEJB3SI COXPAHATH TOKYMEHTH!!

3ananue 7. B 0a3ze JaHHBIX B CBOEH IAKe CO3/1aTh MANKy C MMEHEM «Brlnara KoMneHcauuin» u
3aHECTU B HeE JOKYMEHTHI, nIpuHsThie B 2008 I. U coaeprkaliue B TEKCTE CIIOBOCOYETAHUE «BbIILIATA
KOMIIeHcaluii». 3aduKkcupoBaTh KOJIMYECTBO HAWJAECHHBIX JOKYMEHTOB B (aile «Pe3ynabraTel paboThI»
TECTOBOI'O PENAKTOPA.

3ananue 8. CoCcTaBUTh CIIUCOK JOKYMEHTOB IIPH NIEPECEUECHUN NIATIOK JOKYMEHTOB

B pesynbrare BeimonHeHHs 3aaHust 6 ¥ 7y Bac MOSBUIIOCH MANKK C Ha3BaHUSAMU «be30macHOCTbY
n «Bpl1aTa KOMIIEHCAUI» ¢ COOTBETCTBYIOIUMU JOKYMEHTAMM.

Kpatkas cnpaBka. Bo3MOKHBI Clie1yIoIue ONEPALMH C ITAIKAMU:

— o0beiMHEHNE — B UTOre ATOM ONepalMy MOIydaeTcs CIMCOK, COJepXKallui JOKYMEHT 00eux
T1aIoK;

— IepeceyeHre — B pe3yJibTare Olepaliy IOJy4aeTcs CIUCOK JOKYMEHTOB, KOTOPBIE OIHOBpE-
MEHHO MPHUCYTCTBYIOT B JIBYX Malkax, HaJl KOTOPbIMUA IPOBOAMUTHCS omnepanus (MO3BOJSET BBIIBUTH 00-
1€ TOKYMEHTHI);

— BBIYATAHME — B CIIMCKE IIPU 3TOM OINEpaly OCTAKOTCS YHHUKAJIbHbIE JOKYMEHTBI TOM IANKH, U3
KOTOPO MPOU3BOIUTHCS BEIUNTAHUE.

ITopsinok moucka.

o Markm

1. Otkpoiite KapTouky noucka, OUuCTUTE €€; HaXMHUTE KHOIIKY [Tanenu GricTporo
JOCTyTIA.

2. KnaBumreii [Ins] ormeTsTe nanku «be3onacHocTh» U «BbITuiata KOMIEHCAIIHI.

3. B nwxHeit neBoit yacte okHa [lanku BeiOepeTe HY)HYIO oneparuio — [lepecedenne (ocTaBuB
MapKep HallpOTHB €€ Ha3BaHUs).

4. Haxxmute kHONKY [locTpouTh CIMCOK, B pe3y/ibTaTe Yero Ha SKpaHe MOSIBIISIETCS CIIUCOK JIOKY-
MEHTOB, IIOJIY4YEHHBIN B pe3yJIbTaTe ONEPALUU IIEPECCYCHUS NIANIOK JOKYMEHTOB.

5. 3aduxcupyiiTe KOIMUYECTBO TOKYMEHTOB B TEKCTOBOM (paiinie «Pe3yiabTaTsl paboThI».

3aganue 9. CoCTaBUThH CIIUCOK JOKYMEHTOB MpH 00bennHeHHH mamnok «besomacHocTs» U «BbI-
iaTa KoMneHcanuit». 3apuKcupoBaTh KOJIWYECTBO HalIEHHBIX JOKYMEHTOB B TOKyMeHTe «Pe3ynbraTsl
paboThI» TECTOBOTO PEAAKTOPA.

3ananue 10. Berautanue nokymenToB B nankax. Haiitu ykassl [Ipesunenta P®, npunsrsie B nep-
BOM, BTOPOM U 4eTBepTOM KBapTanax 2005 r. u He yTpaTUBIIME CUITy Ha HACTOSALINI MOMEHT.

ITopsinok nmowucka.

1. Otkpoiite KapTouky nmoucka, o4uctuTe ee.
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2. Haiinure ykazanus [Ipesunenta PO, npunsateie B 2005 T.

3. B mone Bux nokymeHTa BeIOMpaeM CIOBO «yKasy, a B moje [Ipunsasmmii opran — «lIpe3uaeHt
P®y.

4. B none Ilouck mo crarycy 3anaiite BblpaxkeHue «Bce akThl, KpoMe YTpPaTUBIIUX CUJIY U HE
BCTYIUBILIUX B CUITY».

5. B mone Jlara npunsartus 3agaiite nuama3od nat «C 01.01.2005 mo 31.12.2005».

6. Haxxmute kHOmKy IToCTpOMTH CIUCOK MOKYMEHTOB, B pe3yJbTaTe MOJYYHM CIHCOK YKa3oB,
npuHATHIX B 2005 r. ¥ HE yTPaTUBIIMX CHIIY HA HACTOSAIIMI MOMEHT.

7. 3anecute ykassl [Ipesunenra PO, npunsteie B 2005 1., B «Ilanky Nel».

8. [lns »TOro BBIIENUTE BECh CIMCOK W 3aHecHTe JOKYMEHTHI B «llamky Nely». DTum neiictBuem
BbI 3aHecnu B «[lanky Ne 1» ykassl IIpe3unenta PO 3a 2005 r.

9. Haiinure ykasbl IIpesunenta P®, npunsteie B TpetbeMm kBaptaie 2005 T., U 3aHecHuTe UX B
«[Tanka Ne2». Bepuurech B KapTouky noucka, He ouyuinas ee.

10. ITonBemute Kypcop kK moito Jlata MpuHATHS W OYUCTUTE €ro; 3ajaaiite nuamnazoH gat «C
01.07.2005 no 30.09.2005», o3navaromuii Tpetuit kBaptaia 2005 r.

11. OcymuiecTBUTE MOUCK JOKYMEHTOB MO C(HOPMUPOBAHHOMY 3a1pocCy.

12. Haxo/sch B CIIMCKE HAWIEHHBIX JOKYMEHTOB, BBIICTTUTE UX BCe; 3aHecuTe B «llamky No2y.

Marm

13. OuncTuTe KApTOUYKY MOMCKA M HAXMHTE KHOIKY [Tanenu ObicTporo nocryna.
KunaBueii [Ins] ormersre nanku «I[lanka Nel» u «llanka Ne2y». B HukHel nieBoi yacTh okHa [lankwu,
BbIOEpeTe HYXHYIO omepanuio — Beraects u3 «llamka 1» «llamka 2» (moctaBUB Mapkep HAIpOTHB €€
Ha3BaHUA).

14. Haxxmute kHonky IlocTpouth ciucok, B pe3ynbTare 4Yero Ha 3KpaHe MOSBUTHCS CIIUCOK JTOKY-
MEHTOB, TOJYYEHHBIH B pe3ynbpTaTe onepanuu. Hamu nelcTBUs mpuBeIN K yJAJICHUIO JOKYMEHTOB 3a
TPETUi KBapTaa U3 OOIIEro CIUCKa JOKYMEHTOB 3a BECh I'O/I.

15. 3adukcupyiiTe KOINYECTBO JOKYMEHTOB B TEKCTOBOM (haiine «Pe3ynbraTel paboTh».

3ananue 11. [TocraButh 3aknanxku Ha 1. 1 ¢T. 7 v Ha cT. 2 Koncturyuuu PO.

[Topsinox moucka.

1. Ouucrure Kaprouky noucka, Haiiqute Koncrutynuuto PO, BoiiiuTe B TEKCT U C IOMOILBIO Olle-
panuu moucka (pparmeHTa TeKCTa MmeperanTe K CT. /.

2. YCTaHOBUTE KypCOp Ha MepBOi CTpoKe M. 1 CT. 7 ¥ MOCTaBbTE 3aKIAJIKY.

3. [nist TOro 94TOOBI MOCTABUTH 3aKIAIKy, HAKMHUTE KHOTIKY MUKTOTPaUIecKOro MeHI0 3aKiIaIKH.

o __-!_J Jaknanka -
MOo3KHO TakXke BOCIOIb30BaThcsl KoMaHaoi [locTaBUTE/CHATD 3aKIaKy nuKTOrpaduyie-
ckoro meHwo. OTkpoercs okHO HoBas 3aknajka, mpuyeM CUCTeMa B KauecTBE HA3BAHUS 3aKIAJKHU Mpe-
JlaraeT UCIOJIhb30BaTh HAYAIO BEIOPAHHON CTPOKH.

4. B oxkne HoBas 3aknmagka co3iaiiTe CBOIO MamnKy JUisl 3aKjIaJoK, UCHOJNb3ys KHOMKY Co3narh
TPYIIy, U CAeNaliTe ee aKTUBHOM (IIOCTaBbTE Ha Hee Kypcop). Eciu mpeayiaraeMoe KOMIIBIOTEPOM Ha3Ba-
HUE Bac HE yCTpauBaeT, HabepuTe Ha3BaHue 3akiaaku, Hampumep «Ctateu 7-1» (puc. 5). Haxwmure
kHonky OK. 3akmangka OyaeT mocTaBiieHa, MPU 3TOM B TEKCTE CJieBa OT BHIOPAHHOW CTPOKU MOSBUTHCS

3enenslii puaskok [ .

5. Haitnure mo Tekcty cT. 2 (IIOCKOJIBKY MBI HaXOJUMCS B CT. 7, TIOMCK HAJ0 OCYIIECTBISATH
BBEPX).

6. YcraHoBuTe Kypcop Ha cTpoke co cioBamu «CtaThst 2». [locTaBbTe 3aKiiajJKy Ha BRIOpAaHHOM
CTpOKe, B KauecTBe NMeHHU HabepuTe Ha3BaHue 3akianku «Crates 2 Konctutyuu PO» u nHaxxmute OK.
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Hoean zaknagka

Haseanwe:
|C1E|Thﬂ 71

KommeHTapumii:

MomecmaTe & rpynny:

=171 Bee sakmaamm

] Zakmaam Cuaopoea

[V OTKpHEaTE NOCNEAHICKD PEAAKLMIO A0KYMEHTE MPW MNEPEX0AE MO 3Toi 3aKMaaKe

.

Puc. 5. Co3znanue 3aknaaku B JOKyMEHTE
7. [IpocMOTpUTE BCE YCTAHOBJICHHBIE B TEKCTE 3aKJIAJIKH ITPH TIOMOIIH KHOTIKH 3akianaka/ CIucok
B JIOKyMEHTE WJIM IIPHU MOMOIK komOuHanuu kinasumi [Shift] + [F8] (puc. 6).

3awnagrM

MmA aaknagkun
=2 Bce 3aKnagku
=2 3aknapgkm Cwpoposa
B Cratba 7-1
B Cratba 2

OTkpemE

HmeHoBaTH

K.orreHT apLi
Ynanure
Haiimu...
Sakpems

Mormows

ERERL

| Muthopmaua o aaknanke
Paznen A,
3aKOHOAATENbCTBO
Wndopmaumonnblit bank v

Puc. 6. ITpocmoTp 3akiagok

8. YcTraHoBUB Kypcop Ha Ha3BaHMe 3akyaaku «Ctaths 7-1» U HakaB KHONKY OTKPBITh B OKHeE 3a-
KJIQJKH, TIPU 3TO BBl [TOMAJIa€Te HA 3aKJIAJKY CT. 7.

Kpartkas cnpaBka. s nepexoja B Hadano TeKcTa HaxkmuTe kiaBumy [Home] u kHonky 3aknan-
ka/ Haiitu B Tekcre. Kypcop ycranoBure Ha 3aknajke ct. 2. Haxxmure kHonky Haiitu B Tekcre emie pa3 —
Kypcop yCTaHOBHUTbCA Ha M. 1 cT. 7. Haxkmure kHONKy B TpeTuit pa3. Ha skpane nosiBUTbCs cooOlieHue:
«3aknanok 6omnbiie HeT. Halitu nepsyro?» Haxxmurte knonky Her.

JlaGopatopHas pabota Ne 4. CoxpaHneHue 10KyMeHToB. [Tonck o mpaBomMy HaBHraTopy.
Pabora ¢ pyHKIMEN «10KyMEHTBI Ha KOHTpoJie». Opranu3anus ObICTPOro MoucKa

[Topsimok paGoThI.

1. 3amyctuth TekcToBhIN penakrop Microsoft Word.

2. B TekcTOBOM penakTope OTKpOHTe JOKYMEHT «Pe3ynbTaTsl paboTh» AJs 3alMCU Pe3yJIbTaToB
pabotsl B BJ] «Koncynerantllmrocy.

3. 3anyctute cucremy «Koncynprantllmocy.

4. Ilpoussenute paboty ¢ qokymentamu B CIIC «Koncynprantllmoc» u pe3ynbrarsl paboThl 3a-
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¢bukcupyiite B 1okyMmeHTe «Pe3ynbTaTel paboThI» TEKCTOBOTO PEaKTOpa.

5. CoxpaHuTe TEKCTOBBIN (aiin «Pe3ynbraTel paboThl» B TAITKE CBOCH TPYIIIHI.

Buumanwue! Ilocne 3amycka cucremsl «Koncynbrantllmoc» yOeauTech B TOM, YTO KJIaBHATypa
MEPEKIIFOUEHA HA PYCCKUH S3bIK.

3anmanue 1. 3anectu B ¢ailn pparMeHT TEKCTa TOKyMEHTa, HAIGHHOTO B 0a3e JaHHBIX.

[Topsimok mowucka.

1. Beibepute u3 cnucka paszaena «3aKOHOJIATEIbCTBOY», COAEPKAIUNA HOPMATUBHBIE JTOKYMEHTBI
Poccuiickoit @eneparuu.

2. Ouncture Kaprouky noucka, ecinu 3o HeoOxoaumo. Haiinure Hanorossiii konexc P® (vactsb
MEPBYIO); BOMAUTE B TEKCT JOKYMEHTA.

3. C nomomsio menro Paitnn/ [loncuer cTpaHull HOACUUTANTE KOJTUYECTBO CTPAHUI] B JOKYMEHTE U
3adukcupyiiTe ero B JokyMeHnTte «Pe3ynbraTsl paboThI».

4. Beigenure ¢ MOMOIIBIO JIEBOM KHONKU MBIIHU (pparMeHT Tekcra (mpumepHo 10 CTpoK, BKIIIOYast
Ha3BaHUE).

5. Ha nanenu MHCTpYMEHTOB HA)KMUTE IO KHOIIKE H iy Haxmute kinasuily [F2]. B okne Co-
XpaHHUTh KaK BBIOEpHTE MarkKy, 3amaemM ums (aiina «Kogekcy, a tun daiina — «Tekct B popmate RTF»
(*.RTF). 3arem Haxxmute kHOnKy CoxpanuTh. Tem cambIM B Ballieii manke OyAeT coxpaHeH (aiin ¢ ume-
HEM C OTMEYEHHBbIM PparmeHToM TekcTa Hamorosoro konexca PO.

6. OTkpoiite ¢aitn «Konekc.rt B TekcroBoM penaktope Word, mpocMOTpHUTE JOKYMEHT.

3ananue 2. CoxpaHeHHE HECKOIBKUX JOKYMEHTOB B BUjC (paiina

[Topsinox moucka.

1. Co3pmaiiTe cMCOK ITOKYMEHTOB, coctosimmii u3 nmucem MHC P®; 3apukcupyiite KoImuecTBoO
HaWJEHHBIX TOKYMEHTOB B «Pe3ynbTaTsl paboThI».

2. BeiienuTe BeCh CIIMCOK JTOKYMEHTOB.

3. Ha manenu WHCTpYMEHTOB Ha)kKMUTE KHOMKY COXpaHUTh WM BOCIOJIB3YWTECh KOMaHIOU
@aiin/ CoxpaHuTh Kak... 3ajaiiTe myTh K mamnke, ums Qaitna — «llucemay, tun ¢aitna — «Texkct — MS
DOS dopmar» (*.TXT.), B mone Uto coxpansaTh B ¢ailn ycTaHOBUTE MapKep HAnpoTUB BriOpaHHbIE MO-
1. 3atem HakmuTe KHONIKY Coxpanuth. B Hamel manke Oyner coznan ¢aitn «[Iucema.txty, Kyna OyayT
BHeCeHbI HalieHHbIe mucbma MHC.

3amanne 3. Pabora ¢ popmamu HajgoroBoro yuera u ordetHoctu. Pabora ¢ popmoit «Knaura mo-
KYIIOK»

ITopsinok moucka.

1. IlepelinuTe B OKHO CIpaBOYHOW MH(pOpPMAIMU Ha)KaTHEM MBIIIN Ha BKiIajake CrpaBo4yHass WH-
dhopmartusi.

2. B pasznene ®opmel B Microsoft Word u Microsoft Excel» menkHuTe MbIbio mo pyopuke
«DOpMBI HAJIOTOBOTO Y4€Ta U OTYETHOCTH.

Kpatkas crnpaBka. B maHHBINA CIHCOK BKJIIOYEHBI BaKHEHINIME U IIMPOKO MPUMEHSEMbIE (HOPMBI
HaJIOrOBOT'O y4€Ta U OTYETHOCTH, YTBEP)KJEHHBIE (peiepalibHbIMU OpraHaMU TOCYJapCTBEHHOM BlacTu:
«Hamnor Ha mo6aBneHHYI0 CTOUMOCTHY, «Hanor Ha mpuObLIL opraHu3anuny, «AKIU3b», «Hanor Ha go-
X011 pU3NUECKUX JIUIY, « EMMHBINA colManbHbIi Hatory, «[lmaTexu 3a moib30BaHUe TPUPOIHBIMU PECYP-
camuy, «Hamor ¢ BnagenbiieB TPaHCTIOPTHBIX CPEACTBY» U AP.

3. Coxpannre nokymeHT B Microsoft Excel (puc. 1) mpu 3T0 yKaKuTe COOTBETCTBYIOMMN (hopMaT
npeoOpaszoBanus (daiina XLS (*.xls) u HaxkmuTe KHONKY COXpaHUTh.

4. Coxpanute (HopMy IJIsI TaTbHEUINEro CIIOTh30BaHNUS.
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MocTar
Mpa ouT
oT 021
914 (pey

' Cm. maanyo dopuy B MS-Excel
OrrpeiTh B Micrasaft Excel

COXPEHHTE KA. .. KHMI'A IIOKYIIOK

D Lon

[

IorynaTenb

M NeHTHD MK AT OHHLI HOMEp M KOO TMPMYWHEL NOCTaHOBKL
Ha yYeT HaloronlaTeldblMEa-NoKYIaTe la

TMoxynka Sa Oeprol no

[ I I I I I I ] I
N |TJara u|dara Hama Hamme- |MHH |KIOI |CrpadHa |(Boero
P
|m/m|nomep | onnarw | npuea- | HoBarke | npo- [npo- | nponc- | moky-
cueTa- | cuera— |TMA Ha|nponae- |maB- | nae-|xoxme- |mok, NORYIKKM, OGJI&D
P
|
|
i

| parTy- | parry- |yuer |ua |ma  |ua  |Hua | Breio- .
Pl pEI moBa- | |morapa. |uas |18 npouewror (8) | 10 npou
1 i i 1 1 - i -

Puc. 1. Coxpanenue B Microsoft Excel

3amanne 4. ['paxxnaHuH AHTOHOB XOYET 3aKIIOUUTH Opak ¢ rpaxmankoil MBanopoii-llTpayc u
00BEIMHUTD C HEell (haMuiInu, 4ToObI U y Hee, U y Hero Oblia obmas TpoiiHas damuius. BeiscHure, BO3-
MO>KHO JI 3TO?

1. B npumepe uitroctpupyetcs nouck mno [IpaBoBomy HaBUraropy.

Kpatkas cripaBka. [Iepexon k [IpaBoBoMy HaBUraTOpy MOXKET ObITh ocyiiecTBieH u3 CTapToBOro

—| Mpasosoi

OKHA MIH 4epes3 KHOMKY — "="=T%F  yortopas pactonosxkena Ha Ilanemn 6bicTporo gocTyna. [IpaBoBoit
HABUTATOP OOECreynBaeT MOUCK IOKYMEHTOB IPH pelIeHnH KOHKpeTHOU mpobneMsbl. [louck mo IlpaBo-
BOMY HaBHTaTOpy Hamboiiee 3 (HEeKTHBEH B CIIy4asiX, KOT/1a MOJIb30BaTeIh HE 3HACT, KaK MPaBUIHHO OTH-
caThb CBOIO MpoOJeMy, a MOKET Ha3BaTh OykBasbHO 1-2 crioBa. BBoas 3ty aBa cioBa B [IpaBoBoii HaBura-
TOp, MOJTB30BATENh MOTYYaeT MOACKA3Ky B BUEC OTOOPAHHBIX KIIFOUEBBIX MOHATHH, TOCMOTPEB KOTOPHIE,
MOJKET BBIOpaTh T€ U3 HUX, KOTOPbIe HanboJIee TOYHO MOAXOAT K €r0 CUTYalllH.

ITopsinok nmoncka

1. Boitnure B IIpaBoBOil HaBUraTOp C MOMOIIBIO COOTBETCTBYIOIIEH KHOMKHM [laHenmu ObicTporo

AOCTYIIA. HpI/I HGO6XOI[I/IMOCTI/I OYHCTUTC CTPOKY IMOUCKA C TOMOIIBIO KHOIIKHU , «CHYUCTUTH».

2. B crpoke noucka Hadepure: « DAMUIINU CYIIPYT'OB».

3. Breibepure B rpynne nousatuii «bPAK, CEMbS» Beiaenennoe kiatoueBoe noustue «PAMU-
JINMU CYTIPYTOB» (puc. 2).

4. Tloctpoiite crimcok gokymentoB [F9]. B Hem conepikatcs Cemeitnblit kogekc Poccuiickoii ®e-
neparuu ot 29.12.1995 N 223-®3 u denepanbusiii 3akoH oT 15.11.1997 N 143-03 «O06 akTax rpaxaaH-
CKOT'O COCTOSIHUSI».

5. Ilpu otkpeiTin CemeitHoro koaekca P® Bwl momanere B cTaThio 32, T1Ie CKAa3aHO, YTO «COEIH-
HeHHue (aMUIui He JOIMycKaeTcs, eciu JoOpayHass (paMuius XoTs Obl OJHOTO U3 CYNPYIOB SIBJISIETCS
nBoiHONY». Takum 00pazoM, JOKYMEHT COAEPKHUT HOPMY, IO KOTOPOU TpoitHas (paMuius He TomycKaeT-
csl.

6. OTtkpoiite TekcT HaitaeHHoro denepanbHoro 3akoHa N 143-D3. Bel monajere B cTaThio 28, rae
CKa3aHo, YTO B KadecTBe 001Iel paMUINK CYIIPYrOB MOKET OBITh 3anucaHa paMHIIUs OJTHOTO U3 CYIpy-
TOB WJIM, €CJIM MHOE HE TIPEIYCMOTPEHO 3aKOHOM cyOnekTa Poccuiickoit denepanuu, pamums, oopaso-
BaHHAas MOCPEJICTBOM MPUCOEAMHEHUS (paMmiIMK >keHbl K pamuianu Myxa. Ob0mas (paMuins Cynpyros
MOJKET COCTOSITh HE Oosiee yeM U3 IBYX (haMuiIunii, COeIMHEHHBIX NP HanucaHuu aeducom. Takum obOpa-
30M, U IaHHBII JTOKYMEHT CO/IEP’KUT HOPMY, IO KOTOPO# TpoiHas (paMuiIHs He TOIYCKaeTCsl.
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[ ] BrafipauHbie geTA

[ ] BaccTaHoR neHme Epaka
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1 [] BoimnaTon 1 AbroTl MHOroETHLIM CeMbS

[ ] rocnommiHa za peracTal 0 3aKN0USHAA 1 DacTopHeHA
[ ]1 scnowmiHa NpK nogaue zaapneHAA O PacTopXeHIIA GpaKs

[ ] rpaspancTeo peberra

|| FpaxaancTeO cynpyroe
Puc. 2. Opranuzanus noucka no [IpaBoBomy HaBUTATOPY

3anmanue 5. PaGoTHUK paboTaeT 1Mo COBMECTHTEILCTBY B TEUCHHE MATH MecsleB. Ha ocCHOBHOM
MecTe paboThl €My MpPeJOCTaBJICH OYEpPEAHON OIIauMBaeMbIil OTIYCK. BBISCHHTE, KOrJa BO3MOXKHO
MPEIOCTABIICHNE €My OTITYCKa U Ha pabOTe MO0 COBMECTUTEILCTRY.

B npumepe nimtoctpupyertcs nouck o [IpaBoBomy HaBUTaTOpy WM MOUCK KOAEKca U parMeHTa
TEKCTAa.

[Topsinox moucka.

1-i1 BapuanT. Mcnons3yiite nouck Konekca.

1. Hlenknutre wmbimb0 10 ccpuike Koaekcbl B CTapToBOM OKHE WIM HaXMHUTE KHOIIKY

- Koaekckl
Eﬂ [Tanenu ObicTporo goctyna. B crucke KOJEKCOB IIEIKHUTE MBILIBIO MO CChUIKE HAa Tpyao-
Boll kozaekc P®. Otkpoercs tekct Tpynosoro xkoaekca Poccuiickoit ®@enepanuu ot 30.12.2001 N 197-
3.

2. HaxxmMuTte KHONKY Sl MUKTOrpauyeckoro MEHIO, B MOSIBUBLICHCS CTPOKE MOMCKa 3a-
naiite: <KCOBMECTUTEJIBCTBO OTITYCK» u Haxxmute kHonky «Haiitu naneey.

3. Kypcop ycTaHoBUTCS Ha IepBOM (hparMeHTe TOKyMEHTa, COAEpIKallleM yKa3aHHbIE CJIoBa. JTO
ctaThs 286 «OTmyck npu padoTe MO COBMECTUTENHCTBY», B KOTOPOM U COACPIKUTCS OTBET Ha BOIPOC.

2-i1 BapuanT. Bocnonb3yiitecs [IpaBOBBIM HaBUTaTOPOM.

—,-.I Mpasoeoi

1. Boiimute B [TpaBoBoii HABUTATOP ¢ IOMOLLIBIO COOTBETCTBYIOMIEH KHOMKH ~ """ [Tanenu
osicTporo nocryna. [Ipu HEOOXOUMOCTH OYUCTUTE CTPOKY TTOUCKA.

2. HaGepure B ctpoke noucka «COBMECTUTEJIBCTBO OTITYCK».

3. Beibepure B rpynne nonsatuii «COBMECTUTEJIbCTBO» BblneneHHOE KIHOYEBOE MOHATHE
«OTITYCKA COBMECTUTEJIE .

4. Tloctpoiite circok 10kyMeHTOB (F9).

5. Otkpoiite Tpynosoii kogekc Poccuiickoit @enepanuu ot 30.12.2001 N 197-@3.

6. Bbl monazsere Ha mepBblil (parMEeHT JOKYMEHTa, OTHOCSIIMICS K KJIIOUEBOMY MOHATHIO. DTO
crathbs 286. «OTIycK npu paboTe 10 COBMECTUTENBCTBY», B KOTOPOH U COJIEPKHUTCSA OTBET HA BOMPOC.

3amanne 6. Tpebyercsa HaiiTn DenepanbHbiil 3aKk0H «O0 00IIECTBAX ¢ OTPaHUYEHHON OTBETCTBEH-
HOCTBIO»

[Tpumeuanue. [1pu ncnonbszoBanuu BeICTpOro momcka MoXKHO MPUMEHSATH OOLIENPUHATHIE a00pe-
BUATYpbl BMECTO MOJIHBIX Ha3BaHui. [losTomy B manHom mpumepe BMmecto ¢passi OBILIECTBO C



113

OT'PAHMYEHHOIM OTBETCTBEHHOCTHIO Bocnons3yemcst a6opesuarypoii O0O.
[Topsimok mowucka.

1. OYHCTHM C [IOMOIIBIO KHOIIKH - cTpoky beicTporo noucka u 3anaaum B Heil: «3AKOH Ob

0O00Oy.

2. HaxxaB KHOIIKY ., MOJIy4aeM CIHCOK JOKYMEHTOB, B KOTOPOM MCKOMBIN 3aKOH HaXo-
JIUTCSI B BEPXHEU YaCTH.

3. llenkHyB Mplimbio nmo Ha3Banuio DenepanbHblid 3akoH OT 08.02.1998 N 14-®d3 (pen. ot
29.04.2008, ¢ u3Mm. ot 22.12.2008) «OO6 obmiecTBax ¢ OrpaHUYEHHONW OTBETCTBEHHOCTHIO» (mpuHAT ['/]
OC PD 14.01.1998), nepexoaum B TEKCT JaHHOTO JIOKYMEHTA.

3anmanue 7. TpeOyercs HATH O BO3MOXKHOCTU 3aMEHBI HEHCIIOJIB30BAaHHOIO OTITYCKAa JCHEKHOM
KOMIICHCAILIUEH.

ITopsinok moucka.

1. Ouuctum ¢ MOMOIIBIO KHOIIKH ) CTPOKY brictporo noucka u 3agagum B Heit: «3AMEHA
OTITYCKA JEHEXHOUM KOMITIEHCALIUE».

2. HaxaB kHOTIIKY ., 10JIy4aeM HeOOJIbIION CIMCOK JIOKYMEHTOB, Hau0oJiee TOYHO CO-
OTBETCTBYIOIIMX YCJIOBUIO 3ampoca. Cieayer oOpaTUTh BHUMaHUE, 9TO WH(POPMAITUs MPEACTABIICHA SIH-
HBIM CIIUCKOM, T. €. B HEM COJAEpKaTcs JOKYMEHThI pa3HbIX TUIIOB: 3T0 U TpynoBoii koaekc P®, u cratbu
MI€YaTHBIX U3/1aHUH, U KOHCYJIbTAI[MU 3KCIIEPTOB.

3. IlepBbiM B criucke Haxoautcs TpynoBoil kogekc PD co cepuikoif Ha ctaThio 126 «3amena exe-
TOJIHOTO OIUIAYMBAEMOr0 OTITYCKA JIEHEKHOM KOMITeHcanuen». [lepeias o 3Toi CChUIKE K TEKCTY CTaTbH
126, MOKHO TIOJIyYUTh OTBET 110 UICKOMOM CUTYallUH.

3ananue 8. TpeOyercs BBISICHUTH, KaKHe OCOOCHHOCTH MOTYT OBITh MPU MPEJOCTABICHUN KOMMY-
HaJIbHBIX YCIIYT.

[Tpumeuanue. IIpu TemaTnyeckux 3anpocax 1Mo beICTpOMY MOMCKY MOJIYy4YaeTcsl CIIUCOK JOKYMEH-
TOB, COJIEPXKAIINI B OT/IE€JIbHON KOJOHKE NMOHATUSA [[paBOBOro HaBUraropa, yJoBJIETBOPSIOIINE YCIOBUAM
3arpoca.

[Topsinok moucka

1. B beictpom mnoucke Habupaem: IIPEJJOCTABJIEHME KOMMYHAIJIBHBIX VYCIIVI u

HaXUMAaeM KHOIIKY .

2. B momyuyeHHOM €JMHOM CITUCKE COJEpPKATCs MPABOBBIC aKThl, Cy/eOHbIC PEIICHUS! U KOHCYIb-
TaIuu.

3. Taxxe B OTHENIBHON MPaBOil KOJOHKE MPUBOAATCS MOHsSTHUA [IpaBoBOro HaBHUraTopa Mo Teme
3arpoca.

4. B yacTHOCTH, 3/I€Ch MIPEJICTABJICHBI TPYMIbI MOHATUH «OrmjaaTa KOMMYHAIBHBIX YCIyT», «OKu-
JTUITHO-KOMMYHaIbHOE X03s1icTBOY, «HIDJI. Ucuncnenue. Beraets» (puc. 3).

5. Ilepeiias Mo cchlUIKe ¢ OMpPEeIeHHBIM MOHSATHEM, MOKHO MOJIYYUTh HHPOPMAIHIO 00 0COOEH-
HOCTSIX, BO3HUKAIOIIUX MMPHU MPETOCTABICHUN KOMMYHAIBHBIX YCIYT U CBSA3aHHBIX C BBIOPAHHBIM ITOHS-
tueM [IpaBoBoro HaBuraropa.
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= IpaxaaHcKkHi Koaske Pocomickoi begepauim (YacTe B1opas)” o1 26.01,.1996 N 14-03 (NpUHAT! c
; . TaKHE

FA ®C P 22.12.1995) (pep. oT 09.04.2009)

| 2 HumwHER kofere Poccuiickoin Degepata’ o1 29.12.2004 N 188-03 (MpuHsT I OC PO
22.12.2004) (p=a. o1 23.07.2008, ¢ viaK. o1 03.05.2009)

B [paBoBaM HaBkTaTope

1. DARATa KOMHYHANLHBIX YCPr:

# [Pk TP=A0CT SENEHHH HE<SHETTEEHHb

10, IVIsreHsHe CAZMEDE TNATEl 33 CCABMHRAHNE 11 PEMOHT L Noro ToMELLERAR B CNy'Yas DKA3aHA YNy
YOT/T 1 BeNCAHEHWA paboT No ¥MPaBNeHio, CoAEp3aHiia 1 PEMOHTY oBLLIEr LMYLLIECTBA 3
MHOMOKBS0TWDHOM 0ME HEHaA SR allere kEa4ec™eBa 1 (Mﬂl’l) C MepedblEar, IPSBRILUE-OWNL Z. HATAIL HD KON Y HANEHOE KO3FACTEO:
YCTAFOBNZHHYHD NPOAC N+ MTENE-0CTE, JNpeLeIFe™CA ... ® [PEAOCTAETEFHE KOMMYHABHEL: YT
| 3. MepepancHEI 3akoH oT 09.01.1997 N 5-03 (pea. o1 28.04.2009) "0 npepocTagseHim 3. HAON. Vcuncnenne. BolueTn:
COLMANEHbIX rapaHTi Mepoam Counannciyeckoro Tpyaa M NoMHBIM KaBanepam opieHa Tpyaosoi ® TPEAGITAErEHHE (EDMELEHHE CTORNOLTY)
Cnagbl” (NpHAT [ OC PO 18.12.1996) BRI GT HTES S

ZTaTha 3. /broTal N0 Npedcca3neHuic, CTPOMTENaCTEY, JMNATE MR W ND oNAaTe
LCMYHANEHO-Bb TOEELR YO

=l MNoctaHoeneHve Mpasutenbctea PO o1 23.05.2006 M 307 (pep. o7 21.07.2008) "0 nopanke
MpeAoCTABNEHNA KOMMYHAMbHDBIX YCAYT rpaxgaHam”

J 5. NactaHoeneHre MpaeuTenbctsa PO o1 29.08.2005 M 541 (pep. oT 16.12.2006) "0 depepanbHbIX
CTaHAAPTaX ONNaThl ¥IANONO MOMELIEHAA 11 KOMMYHARBHBIX YCmyr”

Puc. 3

2.3.7. MeToanka opranu3ainuu padoThl B MaJIbIX Ipynnax

Paborta B ManbIxX Ipymmax - 3TO OJIHA U3 CaMbIX MOMYJISPHBIX CTPATErHil, TaK Kak OHa JaeT BCEM
oOydaromumMmcsi (B TOM YHCJIE M CTECHUTEIBLHBIM) BO3MOXHOCTh y4aCTBOBAaTh B pabOTe, MPAKTUKOBATH
HABBIKU COTPYIHUYECTBA, MEKIMUYHOCTHOTO OOIIEHHS (B YaCTHOCTH, YMEHHE aKTUBHO CIyIIaTh, BhIpada-
ThIBaTh 00Illee MHEHME, pa3peliaTh BOSHUKAIOUIME pa3Horiacus). Bce 310 yacTo ObIBaeT HEBO3MOXKHO B
0ombiIoM KoyiekTuBe. [Ipu opranuzaiuu rpynmnoBoil paboThl, cielyeT oOpaliath BHUMAHUE Ha CIIETy-
folre ee acrekTsl. HyxHo yoemuThes, 94To o0ydaromuecst 00J1a1al0T 3HAHUSAMHI U YMEHHUSAMH, HEOOX O/11-
MBIMH JJIs BBINIOJIHEHUSI TPYMNIOBOro 3anaHus. HexBaTka 3HaHMII O4YeHb CKOpPO JacT o cede 3HaTh
-o0yyaroniyecst He CTaHyT NpuiaraTh YCWIMH Ui BbINOJIHEHUs 3anaHus. Hago craparbes caenaTh cBou
MHCTPYKIMU MaKCUMalbHO YeTKUMH. Hazo nmpenocTaBisTh rpynie JOCTATOYHO BPEMEHH Ha BBIOJIHEHUE
3aJlaHusl.

[Tpu paboTe B Mamnoif rpymnme o0y4yaronrecs MOTYT BBIIIOJHSATD CIEIYIOIIUE POJIH:

— (bacunmuraTop (MOCPETHUK-OPTaHU3ATOP NEATETLHOCTH TPYIIIHI);

— perucTpatop (3amuchIBaeT pe3yabTaThl paboThI);

— IOKJIQAUUK (JOKJIaJbIBAET PE3YyIbTaThl padOThI IPYIIIIEI);

— KypHAIHCT (3a/1a€T YTOYHSIONINE BOMPOCHI, KOTOPHIE TIOMOTAIOT TPYIIE JTy4Ille BHIMOIHUTD 3a-
JlaHKe, HallpUMep T€ BOIPOCHI, KOTOpasi MorJia Obl 3aJ1aTh Apyrasi CTOpOHa B AUCKYCCHUN);

— aKTHUBHBIN CITylIaTesb (cTapaeTcs nepecka3aTh CBOMMH CIOBaMH TO, O YEM TOJIBKO YTO TOBOPUI
KTO-JIM00 U3 YJICHOB TPYIIbI, TOMOTas chopMyIupOBaTh MBICIIb);

— HabmoaaTenb (IOJDKEH OTMeYaTh MPHU3HAKK OMPEEIICHHOTO MOBEACHHUs, 3apaHee OMUCAHHOTO
MPEnoIaBaTesieM, U ONPEeNsITh, KaK WICHBI TPYIIbI CIPABISIOTCS C BOSHUKAIOIIMMH IO XOAYy paboThI
npo6iemMaMu. OTUUTHIBASCH TIEpe]l TPYIION, HaOI0aTen 00s3aHbl IPECTABIATH CBOM 3aMETKH B MaK-
CUMAaJIbHO OMUCATEIHLHON M 00BEKTUBHOU (hopme);

— XpPOHOMETPHUCT (CIEAUT 3a BPEMEHEM, OTITYHIEHHBIM Ha BBINOJIHEHUE 33JIaHUs) U JPYTHE.

[lenb: mpoBepka ypoBHsSI OCBOCHUS paHEee M3yUYEHHOTO MarepHaia U (OpMHUpOBaHHE HABBIKOB pa-
OOTBI B MaJIBIX TPYIITIAX.

3amgaun:

— aKTUBU3AIINS MTO3HABATEIBHOMN JEATETLHOCTH 00yUYaIONINXCS;

— pa3BHUTHE HABBIKOB CAMOCTOSITENIbHON MPO(EeCCHOHATBLHON AESITEIbHOCTU: OIpeNeiIeHUe Beay-
IMX U MPOMEKYTOYHBIX 3a7ad, BHIOOp ONTUMAIBHOTO MYTH, YMEHHE MPEAyCMaTpUBATh MOCIEICTBUS
CBOETO BBIOOPA, OOBEKTHBHO OLICHUBATH €T0;
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— pa3BUTHE YMEHUH yCHEmHOro oOmeHus (yMEHUE CIyIaTh M CIBIIIATh APYr ApYra, BhICTpau-
BaTh JIUAJIOT, 33/1aBaTh BOIIPOCHI HA TIOHUMAaHUE U T. 11.);

— COBEpIIEHCTBOBAHNE MEKINYHOCTHBIX OTHOILIEHUH KOJIJIEKTHBE.

Metoauka npoBecHMS:

1. ITepssiit oTan «IloxroroBka 3amanus Uist pabOTHl B MaJbIX IPYyIMIax». 3aAaHus A paboThl B
MaJIbIX IpyImax pa3padaTbIBaroTCs JIMOO MperojaBaTeneM, JM00 MpenojaBareieM COBMECTHO ¢ 00yda-
FOLLIUMUCS.

2. Bropoii atan «Opranu3aiaoOHHBIN:

— 00BSABICHHE TEMBI U 1IEJIM Pa0OTHI B MAJIBIX TPyIIIAXx;

— 00bsACHEHME 3aJaHUs AJIs paOOThl B MaJIbIX FPYIIAX;

— 00BSABICHHE KPUTEPHIA OLICHKH;

— JlefleHue 00y4JaroLIuXCsl Ha IPYIIIbL;

— Ha3HA4YCHHE POJIEH B rpymnnax.

3. Tperuii aTan «BeImoaHeHNE 3a1aHUsT B TPYIITIEY:

— BBICKa3bIBaHHE O0YYAIOIIMMUCS MHEHHUH IO BHITIOJHEHUIO 33/1aHUS;

— 00CyX/IeHUE Pe3yJIbTaTOB U METOAMKH BBIIIOJHEHUS 3alaHUs 00YJaIOIUMUCS U IPUHSTHE TUla-
Ha XO07ia BBIIIOJIHEHUS 3aaHMUS;

— HaNMCAaHHWE IPOTOKOJIA MAJION IPYIIBI MO IUIAHUPOBAHUIO JEATEIIBHOCTH IIPU BBIIIOJIHEHUU 3a-
nanus. [IpoTrokosn noskeH coaep:karh Lenb, 3a7aud, METO/Ibl, Ha3HAYEHUE POJIE U HOPMY BPEMEHHU BbI-
IIOJIHEHUS 3aJjaHMs;

— BBINOJIHEHUE 33JJaHUS;

— IOJrOTOBKA OTYETA I10 MPOBEACHHOM paboTe. OTUeT N0JKEH colepKaTh ONMCAHUE 1IeNH, 3a/1a4,
METOJIMKH BBIIIOJIHEHUS 3aJjaHMsl, pe3yJIbTaThl, JOKA3aTEIbCTBA U BBIBOJIbI 110 BBINOJIHEHHOMY 3a/1aHUIO,
OTBETCTBEHHBIX 110 POJISIM U ONMCAHUE BHIMOIHEHHBIX UM (PYHKIUI;

4. Yerseprsiii oTan «I[logBenenne uToroB paboTsl B MaJIbIX IPYIIIIAX»:

— BBICTYIICHHE JIOKJIAJUUKa C OTYETOM 110 paboTre B Majibix rpynnax. I[Ipu nokmane oryera Mox-
HO HCII0JIb30BaTh MYJIbTUMEANNHbBIE IPE3CHTALIUY;

— OLICHKA IPeroaBaTesieM 00yJaronuXxcs.

Jenenne oOydyaromMXCsl HAa TPYMIIBI — 3TO BAXKHBI MOMEHT B OpraHU3allMi paboThl B MallbIX
rpynmnax. Crioco6oB JieieHre 00y4arouxcsi Ha TPYIIbl CYIIECTBYET MHOXKECTBO, U OHU B 3HAYUTEIbHOMN
CTETEHU OIPENENSIOT TO, KaK OyJeT MpoTeKaTh AajbHelas padoTa B rpymie, 1 Ha Kakoil pe3yibTar 31a
IpyIa BEIAET.

CrniocoOsl feneHns 00y4aromuxcsi Ha TPYIbL:

1. ITo »enanuto.

OO0benuHeHue B Irpynibl IPOMCXOANUT MO B3aUMHOMY BbIOOpY. 3aiaHue Ha GopMHUpOBaHHE TPyI-
IIBI 110 JKEJIAaHUIO MOXKET JaBaThCsl, KAK MUHUMYM, B JIByX BapHaHTaXx:

— pa3zeauTech Ha TPYIIIHI 1O ... YETOBEK.

— pa3/eIUTECh HA ... PaBHBIE IPYIIIIHI.

2. CniyyaiiHpIM 00pazom.

I'pynna, popmupyemas 1o npu3HaKy Cly4ailHOCTH, XapaKTepU3yeTcsl TEM, YTO B Heil MOT'yT 00b-
eIMHAThCS (MIpaBAa, HE MO B3aUMHOMY JKEJIaHMIO, a BOJIEH cilydas) oOydaromiuecs, KOTOpble B MHBIX
YCIOBHAX HUKaK HE B3aMMOJIEHCTBYIOT MeXay coOoil nmmubo naxe BpaxayroT. Pabora B Takod rpymme
pa3BHUBaeT y yYaCTHUKOB CIIOCOOHOCTH MPUCIOCAOIMBATHCS K PA3IIUYHBIM YCIOBHUSAM AESITEIBHOCTH U K
Pa3HbIM JIEJIOBBIM MAPTHEPAM.

OT0oT MeTo]l GOPMUPOBAHUS TPYIII MOJE3EH B TE€X CAydasX, KOrja repes MpernojaBaTeieM CTOUT
3aJjauya Hay4YuTh 0OYYaIOLMXCsl COTPYIHUYECTBY. B 3TOM citydae mpenojaBaresib JODKEH 00JagaTh J10-
CTaTOYHON KOMIIETEHTHOCTHIO B pad0OTe C MEKIMUYHOCTHBIMU KOH(PIUKTAMH.

Crioco6b1 GOpMHUPOBAHUS «CITyHYalHOW» IPYMIIBL: KpeOuil; 00beJMHEHUE TeX, KTO CUIUT PsiIoM (B
OJTHOM pSy, B OJHOW MOJIOBUHE AyAUTOPUHU); C TMOMOILBIO WUMIIPOBU3UPOBAHHBIX «(aHTOBY» (OJUH W3
00yYaroImuxcs ¢ 3aKphITHIMHU TJIa3aMHU HAa3bIBAE€T HOMEP TPYIIIBL, Ky/la OTIIPABUTCS 00y4aroIuiics], Ha KO-
TOPOTO yKa3bIBaeT B JaHHBIH MOMEHT IIpenoAaBaTesb) U T.11.

3. Ilo onpeneneHHOMY IPU3HAKY.
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Taxoli nmpu3HaK 3amaercs MO0 MpernoaaBarTesieM, 00 Jo0sIM o0ydarommmes. Tak, MOXKHO pas-
JeNUTHCS O MepBoil OykBe MMeHU (TJIacHas — corjlacHasi), B COOTBETCTBUU C T€M, B KaKoe BpeMs rofa
ponuics (Ha 4eThIpe TPYIIIGI), IO BETY Ii1a3 (Kapue, Cepo-roiiyoblie, 3eJIeHbIC) U TaK Jajee.

OTOT croco0 JeNeHnus UHTePeceH TeM, UYTO, C OJHON CTOPOHBI, MOKET OObETUHUTH 00YJAIOIINX-
Csl, KOTOpBIe OO PEIKO B3aMMOACUCTBYIOT APYr C JPYroM, JHUOO BOOOIIE MCIBITHIBAIOT YMOIHMOHAIIb-
HYIO HEMPUA3Hb, a C IPYroi — U3HAYAIbHO 3a/1a€T HEKOTOPBIN OOl PU3HAK, KOTOPBIN CONMXKAET 00b-
eIMHUBIIKUXCS. ECTh HEYTO, YTO UX POAHUT U OJHOBPEMEHHO OTAEISET OT JIPYTUX. ITO CO3/1a€T OCHOBY
JUISL SMOIIMOHAIBHOTO MIPUHSTUS IPYT Apyra B IPYIIe U HEKOTOPOro OTJAJICHUs OT IpYyrux (1o CyTH Jena
— KOHKYPEHIIUN).

4. ITo BBIOOPY «IHAEPAY.

«Jlunep» B JaHHOM Citydae MOXeT J100 Ha3HAa4aThCsl MpernoiaBaTeseM (B COOTBETCTBUH C LIEIbBIO,
MMOATOMY B Ka4yeCTBE JIMJEpa MOXKET BBICTYIATh JIFOOOH OOydaromuiics), 1100 BIOMPAThCS O0ydYaroIIu-
mucs. DopMupoBaHue rpymn OCYIIECTBISETCS CAMUMU «IuaepaMu». Hanmpumep, oHu 1o ouepean Ha3bl-
BalOT UMEHA TeX, KOT0 OHHM XOTEJIH Obl B3SATh B CBOIO rpymmy. HabmoeHus mokas3biBaloT, YTO B MEPBYIO
oyepenb «IHAEPbD» BBIOMPAIOT TEX, KTO JEHCTBUTENBHO crocoOeH paboTare M JOCTHraTh pe3yibTara.
Wuorna naxe npyx6a U TMYHbIE CHMIIATHU OTXOSAT Ha BTOPOH IJIaH.

B TOM ciydae ecnu B ayAMTOpUU €CTh SIBHBIC ayTCalJephl, Ul KOTOPBIX CUTyalusi Habopa B KO-
MaHy MOKET ObITh UPE3BbIYAHO O0JIE3HEHHOM!, JIy4Ille WX HE TPUMEHATh 3TOT CIOC00, WK CAENaTh UX
«JTUIepaMm.

5. ITo BBIOOpPY mpenogaBaTes.

B sTom cnydae mpernogaBatenb cO3AaeT TPYIIIBI 0 HEKOTOPOMY BaXKHOMY IS HETO NPU3HAKY,
pelias TeM caMbIM OIpeNeleHHbIe Menarorudeckue 3agadu. OH MOXKeT O00beIMHUTH OOYYAIOIIUXCS C
ONMM3KUMHU MHTEIUICKTYaJIbHBIMUA BO3MOYKHOCTSIMHU, CO CXOKHM TEMIIOM pabOTHI, @ MOXKET, HAIIPOTHB, CO-
3/1aTh paBHBIC N0 cuje KoMaHbl. [Ipu 3TOM opranusarop rpynmnoBoi pabOThl MOXKET OOBSICHUTH MPUH-
U 00BEMHEHHS, @ MOXKET YHTH OT OTBETa Ha BOIPOCH! YYaCTHHKOB IO TOMY MTOBO/TY.

3 MeToauyeckne MaTepHasbl, OoNpeaesomue NpoueIypbl OeHMBAaHUA 3HAHUN, YMeHMii, HABBI-

KOB 110 JMCHHUILINHE

OOy4JaronemMycst B X0/I€ U3YYCHHSI JTUCITUTUIMHBI TTPEIOCTABIIICTCS BO3MOKHOCTh HAOpaTh HE 00-
nee 60 GamoB 3a TeKyIy padoTy B cemecTpe u 10 40 6aninoB, BKIOYUTEIHHO, Ha 3aUéTe.

PesynbpTHpyronias omeHka 1mo JTUCIUIUINHE CKJIAIBIBACTCS U3 CYMMBbI OQJIJIOB TEKYIIETO KOHTPOJISA
U MPOMEKYTOUYHOH arTecTanuu B popme 3auéra. K 3auéry nomyckarorcst oOydaromuecs, MOCETUBIINE HE
Menee 30% JeKuuii U MPaKTUYECKUX 3aHATUH, ¢ peUTHHTOM He MeHee 30 0ayutoB Mo pe3ysbTaTaM TeKY-
IIeT0 KOHTPOJISl yCIIeBaeMOCTH. TeKyIIHii KOHTPOJb BBIMOIHSIET MPENo/aBaTeNb, IPOBOAUBIINKA yueOHbIE
3aHSTHS.

bamnel 3a Tekymiyto paboTy B ceMecTpe Mo IUCHUIUIMHE CKIAAbIBAIOTCS U3 CIEAYIOIUX BUIOB Je-
STETLHOCTH CTYJCHTA.

HopmatuBsl peanuzaiyy 0amibHO-PEHTHHTOBOM CHCTEMBI

Ne JlesTenpHOCTh CTyIeHTa Konungectso
/I JUISL HAUUCIIEHNS OaJIOB OamioB
1 Brinonnenue nmabopaTtopHbIX pa- 54
60T
2 CamocrodrenbHas paboTa CTy/JeH- 6
TOB
Bcero 3a cemectp (He 6onee) 60
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