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1. IlepeyeHb KOMIETEHIHII ¢ YKa3aHHeM 3TanoB ux GopMUPOBaHHsI B NMpollecce OCBOEHUsI 00pa30BaTeIbHON MPOrpaMMbl, ONHCAHUE

noxasaTeﬂeﬁ, KPUTEPUEB OLICHUBAHUA KOMIIETEHIIMH Ha PA3JUYHBIX 3Tanax ux q)OpMI/IPOBaHI/Iﬂ, OINMCaAaHHuEC IIKAJ OHCHUBAHUA

Ilepeyenb KoMIeTeH-
1107071

IToxazaTenn oneHNBaHUSA
KOMIIeTeHI M

Kpurepun oneHuBaHusI KOMIIeTEHIMH

Jrtansl popmMupo-
BaHUS KOMIICTEH-
1107071

MIxaja oneHUBAHUSA

OIIK-9. Cnocoben 1o-
HUMATh NMPUHIUIIBI pado-
TBl COBPEMEHHBIX HH-
(OpMaLIMOHHBIX TEXHO-
JOTUH M UCIIOJIb30BATh
UX Ui peHIeHUs 3a/1ad
npodeccruoHaIbHON aes-
TEJIBHOCTU

— 3HAeT MPUHLMIBI PabOTHI
B TEKCTOBOM U TaOJIMYHOM
npoleccopax, B IporpaMme
IIOATOTOBKH IIPE3EHTALUH,
B cetu MHTEpHET;

— YM€eT UCHOJb30BaTh TEK-
CTOBBIA M TaOJIMYHBIN IPO-
LIECCOpBl, IpOrpamMmy IMoJ-
TOTOBKHM MpE3eHTali A
peuieHus 3anad npodgeccu-
OHAJIbHOM JeATETbHOCTH;

— BJIQJICET HaBBIKAaMU pPado-
Thl B TEKCTOBOM U TaOIHy-
HOM MpoIleccopax, B Ipo-
rpaMme TOJTOTOBKM IIpe-
3eHTalnui, B cetn MHTEepHET
Ui 00pabOTKU TEKCTOBOM,
rpagu4ecKoil, YHCIOBOH H
TabIU4HOM MHpOpMaUn

— 3HAeT HEKOTOpble NPUHLHUIBI PabOTHl B
TEKCTOBOM M TaOJIMYHOM Mpoleccopax, B
IporpaMMme MoAroTOBKU MPe3eHTalUi, B CETU
WNHurepHer;

— yMe€eT IpH IMOMOIIM MpenoaaBaTesst HC-
MOJIb30BaTh TEKCTOBBIM W TAOJWYHBIN TIPO-
LIECCOPBI, TPOrpaMMy MOJATOTOBKH IPE3EHTa-
IUN TS petieHus 3a1a4 npodeccruonanbHon
JEeSATEIbHOCTH;

— BJaJEET IO MHCTPYKLUHU IIPErojaBaTeis
HaBBbIKAMHU PabOThI B TEKCTOBOM U TaOIUYHOM
Ipoleccopax, B MporpaMMme MOJrOTOBKHU Mpe-
3eHTalMi, B cetu MHTepHeT anst oOpaboTku
TEKCTOBOM, rpaduueckoil, 4yucioBoil u Tabd-
JTUYHON nHOpMaIuu

Havanbueii

YIOBJIETBOPHTEIILHO
(61 — 75 GamnoB)

— 3HAa€T OCHOBHBIEC MPUHIUIIBI PaOOTHI B TEK-
CTOBOM M TaOJIMYHOM IIpolleccopax, B MpPo-
rpaMMe TOATOTOBKM TNPE3CHTAIMH, B CETH
HNHurepHer;

— YMEET CaMOCTOSITEJIbHO B OOJBIITUHCTBE
CJIy4aeB UCIOJB30BaTh TEKCTOBBIN U TaOIH4-
HBI TPOLECCOPBI, MPOrpaMMy MOJTOTOBKH
TIpe3eHTAINI IS pelieHus 3a1a4d mpodeccu-
OHAJILHOM JIEATEILHOCTH;

— BIIQJEET CaMOCTOSITEIHHO B OOJBIIMHCTBE
CTy4aeB HaBBIKAMHU DPAOOTHI B TEKCTOBOM U
TaOJIMYHOM MPOLIeCCOopax, B MpOrpamMme Mo/I-
TOTOBKH Tpe3eHTanu, B cetu MHTepHeT mid
00pabOTKM TEKCTOBOMH, rpaduyeckoi, 4ncio-

OCHOBHOIT

XOPOIIIO
(76 — 90 6amnoB)




IlepeyeHb KOMIETEH-
119707

IToxa3zaTenn oneHNBAHUSA
KOMIIEeTeHIH i

KpnTepml OIlCHUBAHMSA KOMIIETEHIIHI

dranbl popmMupo-
BaHMs KOMIIETEeH-
1107071

HIxaJjia oneHUBaAHUA

BOI 1 TaOIMYHON MHPOPMALTUT

— 3HaeT MPUHUUIBI pabOThl B TEKCTOBOM U
TaOJIMYHOM TIPOIECCOpax, B MPOrpamMme MoJ-
TOTOBKH IIpe3eHTaluii, B cetu HTepHeT;

— YMEET HCIOJIb30BaTh TEKCTOBBIA M TAOJINY-
HBIM MpoIIeCCOphl, MPOTrpaMMy MOJITOTOBKH
MIPE3EHTAIMH TS PEIISHUS 3a/1a4 Mpodeccu-
OHAJILHOM JIESITeNIbHOCTH;

— BIIaJIC€T HaBBIKAMHU PabOThI B TEKCTOBOM M
TaOJIMYHOM IPOLIeCCOopax, B MpOrpamMme MoJ-
FOTOBKM Ipe3eHTauui, B cetu MHTepHeT mis
00pabOTKH TEKCTOBOM, rpad)uuecKor, YUCII0-
BOM M TabnMyHON MH(pOpMaluu

3aBepluaronui

OTJIMYHO
(91 — 100 Gamwos)




2. Metoanuyeckne MaTepuajibl H THIOBbIC KOHTPOJIbHbIEC 32/1aHUs, HE00XOAUMBIE /Il OLleH-
KH 3HAHUI, YMeHMii, HABBIKOB M (MJIM) ONBITA J1eSTeJbHOCTH, XapaKTePHU3YyIOLIUX 3Tanbl (popMu-

pPoBaHus KOMIIeTEeHIINii B nmpouecce 0CBoOCHUA OﬁpaSOBaTeﬂbHOﬁ MporpaMMmal

2.1. TunoBbIe KOHTPOJIbHBIC 3a1aHUS, UCITOJIb3YEMbIE JIf IPOBCACHHUSS BXOAHOI'0O KOHTPOJIA

1. B nporpamme MS Word nabepute Tekct: «PenakTupoBaHHE TEKCTOBOrO JoKymeHTa. [Ipu BBO-
JIe TEKCTa C KJIaBUATYPbl MOTYT BKPACThCS OMMUOKU. Bce BO3HHKAIONIME ONTMOKM MOXHO pa3/IeiHuTh HA
TP THUIMA: JIUIITHUN CUMBOJI, HEBEPHBI CUMBOJI, MPOIYILIEHHbINH cuMBOI. [l ycTpaHeHus oummOoK uc-
MOJIB3YIOTCS COOTBETCTBYIOIME TEXHOJIOTHH: yIaJeHHe, 3aMeHa, BCTaBKa. [I[pruMeHeHue mepeunciIeHHbBIX
METOJIOB MTOMOXET BaM OTPEAaKTHUPOBATh BBEIEHHBIN TeKcT. [locie ycTpaHeHus: omuOOK TEKCT MOXKHO
MCIIOJIb30BATh JJIsI CO3aHUS TEKCTOBOTO IOKYMEHTA. )

Odopmure 3arooBoK MONTYXHUPHBIM HipudTom pazmepoMm 14 mo nentpy. OCHOBHOI TEKCT pasz-
OciiTe Ha TpH ab3ara. B kaxa0M MpeaioKeHUH BBIISTUTE TI1aroJibl o depKHyThIM mpudrom. Cremaiite
oOpamiieHue JIBOMHOW JMHHEW U TOHUPOBKY TEKCTa 3€JIEHBIM I[BETOM. YCTaHOBUTE BBIPABHHUBAHHE IO
LIMpUHE. Y CTaHOBUTE OTCTYIIBL: cripaBa — 1,4 cM, cieBa — 2 ¢M, IepBOM CTPOKU — 1 cM. YcTaHOBUTE MEX-
CTPOYHBIA UHTEPBAJ 2 JIMHUHU.

BcraBbTe B JOKYMEHT TOTOBYIO KQpPTUHKY C H300paKEHUEM KOMITHIOTEPA.

2. B nporpamme MS Word co3naiite u HaneuaTaiTe TabIuIly, TJe OTpaXeHbI HEOOXOAUMbIC BaM
CBEJICHHSI O BAIIUX JPY3bIX U 3HAKOMBIX, HApUMEP GamMuIvs, UMs, aapec, HoMmep TeinedoHa, 1eHb POxK-
JICHUS | TIp.

3. Cospaiite B mporpamme MS EXxcel Tabnuiry pacuera CTOMMOCTH BCEX MPOAYKTOB, HUCIIOJIb3Ye-
MBIX JJIS IPUTOTOBJIICHUS 3aBTpaka, 00e/a 1 y)KHHA B IOME OT/AbIXa (Ha OJHOTO YEeIIOBEKa).

4. Cospaiite B mporpamme MS Excel Tabnuiry ycrieBaeMOCTH HECKOIBKHX YYEHHKOB TI0 Pa3HBIM
npenmMeram. [IpeacraBbTe JaHHBIC B BUIE TUATPAMMBI.

5. Otkpoiite ¢aiin «Buenpenne HUT B oOpazoBanue». [Ipounraiite Texcr. Co3naiite npe3eHTa-
110 U3 4 CaioB, UCTIONB3YS MA0IOHBI 0dopMiIeHHs, 3D ()EKTH aHUMAIINH, CMEHY CIaiI0B.

6. Coxpanute B (aiine comepskanue Web-crpanuiisl, Haxozsmeiicss mo aapecy karabas.actor.ru/
doc/search.html.

2.2. TunoBbie KOHTPOJIbHBIC 3aJaHUsI, UCITOJIL3YEMBIC JIJIA HpOMe)KyTO‘{HOﬁ arrecranum 1mo
AUCHHUIIJIMHE

2.2.1. IlpuMepHbIii NepeyeHb BONPOCOB K 3a4eTy

1. Buasl HHCTpYMEHTAIbHBIX CPEJCTB HH(POPMAIIMOHHBIX TEXHOJIOTHH, UCTIONb3yeMble JUIs 0Opa-

O0TKH TEKCTOBOM MH(OPMALIUH.

Kputepuu 11 BbIOOpa NporpaMMHBIX TPOAYKTOB € IIENBI0 TOJTOTOBKU TEKCTOBBIX IOKYMEHTOB

B o(hrice KOMITaHWH.

Bo3MoXHOCTH TaOIMYHOTO MpoLeccopa s aHaIu3a U yIpaBlIeHHUs JaHHBIMH.

[Tonstue npezenranmu. Haznauenne u ocHoBHbIE ¢pyHKIIMU MS PowerPoint.

Co3nanue u opopmieHue cnaiina. Hacrtpoiika aHuMaum 371€eMEeHTOB cllaiiia.

Hactpolika nepexonoB mexay ciaiiamu. [IpocMoTp crnaigos.

JleMOHCTpanus npe3eHTauu.

OcHOBHbBIE KOMIIOHEHTHI HH()OPMALIMOHHBIX U TEJIEKOMMYHUKALMOHHBIX TEXHOJIOTUH.

OCHOBHBIE KOMITOHEHTHI alllIapaTHOTO 00ecneueHus TeJIeKOMMYHUKAIIMOHHBIX BBIYUCIUTEIbHBIX

ceTei.

10. Bo3M0O>HOCTH TI100aIbHBIX CETEBBIX TEXHOJOTHH B pealn3alui MeKIyHAPOIHOW SKOHOMHY e-
CKOH J€STEIILHOCTH.

11. OcHOBHBIE HACTPONKH IPOrPaMM JIEKTPOHHOM MOYTHI AJIs1 OCYIIECTBIECHUS KOMMYHUKAILIUH.

N
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2.2.2. IlpuMepHoOe 3a1aHKMe HA 3a4eT

Bbuner Ne



1. OcHoBHbIe dTanbl coznanus bJI.

2. JleMOHCTpalus Mpe3eHTaI|H.

3. B mporpamme MS Excel nabpatp Tabnuily ¥ paccuuTarh 10 yKa3zaHHbIM (OpMyJiaM JUis TISITH
yenoBeK. ['padbl 3 1 7 BBIBECTH HA SKpaH C OJTHUM 3HAKOM IOciie 3amsToi. Bee octanbHbie rpadsl ¢ ABY-
M3 3HAKaMH I10CJIE 3aIIATOM.

Pacuet 3apaboTHo# m1aThl OpHrasr No

. . o 1 S D
s 5 5 S = z Z
s o S o = 2 =
8 &= M =) X 2 oz =
Z 9 S Q ¢ = € =
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1
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3
4
5
Hroro: > > > > > > >

I'padsr 1-4, 7, 11 gaBASIFOTCS UCXOIHBIMHU TaHHBIMU M BBOJSTCS B TaOJIHILy C KJIaBUATYphl. Takxke
He00X0IMMO BBECTHU JIIOOYIO CyMMY B KIIETKY JUIsl OOIIEH 3apIuiaThl.

[Hauncneno noBpemenno| = [Tapuduas craBka] * [Yacski]
[Kon-Bo 6amnos] = [Hauncneno nospemenHo]| * [PacuetHblil ko3 dunrienT 3¢ hekTuBHOCTH |
[Koadhdurment pacnpenenenus ocrarka] = [O6rmas 3apruiata Ha opurany] : [2 (Kos-Bo 6amios)]
[dons xaxmoro unena Opuransl| = [Kon-Bo 6amios] * [Koaddurnment pacnpenenenus ocrarka)
[UToro HauucieHo 3a oTpaboTanHbie yachl| = [Jlomns kaxaoro uiena opuransi]| + [[lomnata HecoBepiieH-
HOJICTHUM].

4. Cnenaiite puCyHOK B rpaueckoM peIakTope W 3aapXuBUpyiHTe ero. Hamuimmre muchbmMo Ha
cBOOO/IHYIO TeMy B TeKCTOBOM mporeccope. Co3naiite coobuienue 6e3 tekcra. [lomecture B Hero co-
3/1aHHbIE (DaliIBl M OTOLLIMTE MUCHMO CaMOMYy cele.

2.3. MeToauueckue MaTepuaJibl 1 TUMIOBBIC KOHTPOJIbHBIC 3aJaHNsl, UCIIOJbB3YEMbIE JIJISI TE-
Kymiero KOHTpoJisi mo IMCUMIJInHe

2.3.1. MeToauyeckne MaTepHuabl, HCIOJIb3yeMble ISl TEKYLero KOHTPOJIsI 3HAHMIA 1O A C-

HHUIIHHE
HaumenoBanmue one- Kparkas xapakrepucruka ouenoynoro | IlpeacrasiieHue o1ieHOYHOIO
HOYHOI0 CpeacTBa CpeACTBA cpeacrsa B onjae
KoHTtponbHbIi onpoc KoHTponbHBIN 0npoc — 3T0 MeTOX OLeHKH | [IpumepHsbIii nepedeHs BOIpo-

YPOBHSI OCBOEHHS KOMIIETEHIIUI, OCHO- | COB K 3aU€Ty M 3K3aMEHY
BaHHBIM Ha HeEmocpeAcTBeHHOM (Oecena, | Bompockl, BRIHOCHMBIE Ha ca-
WHTEPBBIO) WM OMOCPEIOBAHHOM (aHKE- | MOCTOSITEILHOE U3yUeHUE

Ta) B3aWMOJCHCTBUU TpEmojaBarenss | | 3aJaHusl I CaMOCTOSTEIHLHOM
CTyneHTa. VICTOYHHKOM KOHTPOJIS 3HAHUI | pabOTHI

B JIAHHOM CJIy4ae CIYXUT CJIOBECHOE WJIU
MMUCbMEHHOE CY)K/ICHHE CTYJICHTa

3ammra  jabopaTtopHol | JJaGopaTopHBIe TPaKTUKYMBI OJIUH U3 BU- | JlabopaTopHbIe pabOThI
paboThI JIOB CAMOCTOSITEIIBHBIN MPAKTUYECKOU pa-
00THI CTyneHTOB. llenpio mabopaTopHBIX




HaumenoBanmue ome- Kparkas xapakrepuctuka oueHouHoro | IlpeacraBiieHue oueHOYHOT 0
HOYHOI0 Cpe/ICTBa cpeacTBa cpeacrsa B GoHe

MIPAKTUKYMOB SIBIISIETCS YIIyOJeHHe U 3a-
KpeIUIEHUE TEOPETUUYECKUX 3HAHUN U pa3-
BUTHE MPO(PECCUOHAIBHBIX YMEHUH U
HAaBBIKOB

HOMaH_IHee 3aJaHHuC [[OMaHIHI/Ie 3alaHusd — OJHa N3 OCHOBHBIX Z[OMaI_HHI/Ie 3aJaHus

bopMm camocToATeNbHOI paboTHI CTYyACH-
TOB, HallpaBJICHHas Ha YCBOCHHE U 3a-
KpeIUICHHE MOJYYeHHBIX 3HAHUM HA 3aHsi-
THUSIX.

2.3.2. Bonnpockl, BHIHOCHMBbIE HA CAMOCTOSITEIbHOE U3yUeHHne

Paznen 1. MapOpManinoHHBIE TEXHOIOTHH 00pabOTKH NH(OPMAIIHH.

Bompocsr:

1. MudopmarniioHHbIE TEXHOIOTUN KOMMEPUYECKOH MIIH AETI0BOH rpaduKu.

2. InopMaimoHHbIe TEXHOJIOIMH WILTIOCTPATUBHOM rpaduKy.

3. UndopmanioHHble TEXHOJIOTUN HAYYHOU rpaduku.

4. ApxuBupoBanue ¢aiinos. [IporpaMmMsl apxuBau.

5. CpencTBa MIUTIOCTPAaTUBHONW M MaTeMaTU4YeCKOW IpaUKy, BKIIOUEHHbIE B O(UCHOE MPHIIOKE-

aue MS PowerPoint.

6. PexxuMbl IpocMOTpa Npe3eHTaluu.

7. Bunel rpaduueckux 00beKTOB, KOTOPbIE MOXKHO BCTaBUTh B CJIAM.
8. JloOaBieHue 3ByKa B CaiI.

9. Beibop nu3aiiHa mpe3eHTanuu, TeMbl, ohopmiieHue QoHa.

10. ITonsitue OLE-TexHomorus.

Paznen 2. BBenieHne B ceTeBbIe TEXHOJIOTHH.

Bomnpocsr:

1. CereBbie TeXHONIOTHMH 00paOOTKH TaHHBIX.

2. IIpuHIMIIBI OpraHU3alUU BBIYUCIUTEIbHBIX CETEH.

2.3.3. 3aganus AJ19 CaMOCTOSITEIbHOM PadoThI

Paznen 1. MadopmarimoHHble TEXHOIOTMH 00pabOTKH HHPOPMALIUH.
[Ipaktuueckoe 3amanue Ne 1 «TexHomoruu 00pabOTKM WHGPOPMAIIMH, PEIICHHE 3aa4d B AJICK-

TPOHHBIX Ta6.HI/II_[aX».

[lenb paboOTHI: MPHOOPETEHNE HABBIKOB MCIOIB30BaHUs 3JICKTPOHHBIX Tadbmun MS Excel s pe-

MCHUA DKOHOMHUYCCKUX 3aJ1a4.

[Topsimox paboThI:

1) B nporpamme MS Excel otkpoiiTe HOBYI0 pabouyro KHUTY.

2) lepenmenyiite padounii 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 JonxHocTe HauncneHo |YaepsxaHo (K sbigave
N ALAL 11043 HHmeHep 3850
Cuaopoe B.B. 11028, Byxrantep 4500
Metpos MLMN. 11044 CT. nHM#eHep 4200
Anekcees P.M. 11036 bByxrantep 4450
LWitarep E.A. 11017 Hau. otaena 6200
Cupopos .0, 11014 3am. gupexkTopa 7600
Camuu P.O. 11025 3am. gUpexrTopa 7480
MNpoTtacos U.A. 11019 Hau. otaena 6450
MNetpos H.W. 11018 Hau. orgena 6840
MuHuyk UM 11033 HHmeHep 3460
Nununexko KO.0. 11012 WHmeHep 3950
MNetpoe C.B. 11022 HHmeHep 3740
OcvHa 1.1, 11045 PedepeHt 2800
Nbeos O.W. 11023 Cr. Byxrantep 7200
Hosnos E.M. 11010 HHmeHep 3600
Hupranos A.N. 11002 CT. mHmeHep 4100
BoHnapeHko ALA. 11009 OupekTop 9850
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4) J1ist BBOJIa JAHHBIX B TAOJIHUILY BOCIIONB3YHTECh DopMotl, i ITOTO:

— BBIJICJIUTE JIO0YIO SYEIKY 3aroI0BKa TaOJIUIIbI;

— BeIOepute = @opma;

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

— TIOCJIE€ BBOJIA MOCJICIHEH 3aITUCH HAXMUTE KHOIIKY 3aKpulnb.

5) 3anosHKHTE MYyCThIC TUeiKH (yaepkaHue coctasister 14 %).

6) st manubIX cTonONOB Hauucneno, Yoepacano, K evidaue pUMEHUTE JACHEXKHBIH (Gopmar ¢
pazaenuTesnaeM ThICSY.

7) Oopmute TaOIUILY IO CBOEMY YKEIIAHHIO.

8) Haiigure, ucrons3ys Asmoguibmp, 3alMCH 0 COTpYIHHKaX ¢ 3apmiaToi Hike 4000 py6. Cko-
MUPYHTE pe3yNIbTaThl IIOMCKA M TOMECTUTE UX MOJ] OCHOBHOM TaOIHIICH.

9) Haiigure 3amucu o coTpyaHukax 1-ro oraena. CKOMUpPYHTE pe3yIbTaThl MOMCKA M ITOMECTHTE
UX TI0CJIE€ PE3YJIbTATOB BBIIIOJHEHUS MYHKTA 8.

10) HaiinuTe 3anucu 0 COTpyIHHKAaX 2-ro OTAesa, Y KOTOPhIX CyMMa K BbIJaue HaXOJUTCS B Ipe-
nemnax ot 2000 py6. mo 4000 py0. CkonupyiiTe pe3ynbTaThl MOMCKA U MOMECTUTE UX MOCIIE PEe3yJIbTaTOB
BBITIOJTHEHUS MTYHKTA 9.

11) Haiinute Bce 3amucu 00 WHXeHepax, paMUIMU KOTOPBIX HaunHaroTcs Ha OykBy «I1». Ckomnu-
pyiiTe pe3yabTaThl IOUCKA U TOMECTUTE UX MOCIIE pe3yIbTaTOB BhIMOIHEHHs MyHKTa 10.

B nynkrax 12-14 ckonmpyiite nonydeHHbIE pe3yJbTaTbl COpPTUPOBKU Ha nuct Copmuposka.
OcTaBunsiiTe Mex 1y TaOIUIIAMH 2 CTPOKH.

12) OrcoprupyiiTe naHHbIC TaOIMIBI MO ABYM Kitodam: Omoen (1o Bo3pactanuio), @.1.0. (1o
BO3PACTaHHUIO).

13) OrcoprupyiiTe JaHHbIC TaOIHIBI IO ABYM Kirouam: Omoen (110 yObiBauuto), Hauucieno (1o
yOBIBAHUIO).

14) Otcoprupyiite JaHHBbIC TAOMHMIBI MO TpeM Kitodam: a) Omoen (10 Bo3pacTaHuio), Joic-
Hocmy (110 Bo3pacTtanuio), @./.0. (no Bo3pactanuio); 0) Omoen (o yowsiBanuio), /Jorsxcnocms (1o yoObI-
BaHMI0), Tab. Homep (110 yOBIBAHHIO).

15) Ckpoiite Ha mucte 3apniama copepxkumoe ctonbios C, D, E, F, G,

16) CoxpanuTe JOKYMEHT TOJl UMEHEM Pacuem 3apniamul.

[Tpaktuyeckoe 3ananue Ne 2 «Co3naHue mpe3eHTally, MOArOTOBKA COOOIEHUs MO0 TeMe U Jie-
MOHCTpAIUs O] YIPABJICHUEM JOKIATUNKA.

Ilenb paboOTHI: MOBTOPEHHE TEOPETUYECKOM yacTW y4yeOHOro marepuana Mo OTAEIbHBIM TeMaM
Kypca, 3aKperuieHie HaBBIKOB CO3/IaHus Tpe3eHTanuii B mpuiokenun MS PowerPoint.

[Topsimok paboTHI:

1) OTtkpoiite HOBBII JokyMeHT MS PowerPoint.

2) Brioepute komanny Cozdams craiiod, Beioepute mabdion [1ycmot cratio.

3) Boiienute 1miabion 1 opopMuTe 3aMuBKY (hOoHA clraiiaa.

4) TTocnenoBaTenbHO BCTaBbTe Tpaduyeckue 0OBEKTHI B IAOJIOHBI CIIANIOB, OTPETYIUPYHTE HX
pa3Mepbl, HACTPOTe N300paKeHHeE.

5) [NocnenoBaTenbHO BBEUTE TEKCT B IIA0JOHBI CIIAMI0B, HACTPOWTE N300pakeHHE.

6) BeiOepuTe pexxrMbl CMEHBI (TIepexo/1a) CIaiiIoB Ha SKpaHe, 3a/1aB:

— 3ByKOBBI€ 3((EeKThI epexoa CIaifi0B;

— 3¢ }exTh aHUMAaIUU KaK CaMHUX CIIaiI0B, TAK U UX OOBEKTOB;

— BpeMsI B aBTOMaTHYECKOM PEKUME.

7) CoxpanuTe crnaia-GpuiabM B Manke B AByX popMarax — MPe3eHTAIMN | JEMOHCTPAIIHH.

8) 3amycTHTe Ha BBIMOJHEHHE CIAWI-QHILM B PEKUME MPE3CHTAIUU U OTPETYIUPYHTE BpEMEH-
HBIC MHTEPBAJIBI TTOKA3a CIai10B, YPPEKTH aHUMAIH U 3BYKa.

9) 3amycTHTe Ha BBIMIOJHEHUE CAAWI-PHUIEM B PEKUME IEMOHCTPAIUH.

Pasnen 2. BeeneHue B ceTeBbIE TEXHOJIOTUH.

[Mpaktuyeckoe 3amaanue Ne 3 «Co3ianue coOCTBEHHOIO caiTa ¢ momoisio mporpamMmmel MS Word,
MS PowerPoint».

Llens paboThl: mpuoOpeTeHHE HAaBBIKOB co3faHus mpocThix Web-moxymenros cpencrBamu MS



Word u MS PowerPoint.
[Topsimox paboThI:
1) B mporpamme MS Word co3zaaiiTe THUHYIO OCHOBHYIO CTPAHUILY.
2) 3aMeHHTE TaHHBIC MabI0Ha HYKHOM BaM HH(POPMAIIUEii.
3) BcraBbTe B TIOKYMEHT «OCTYILYIO CTPOKYY.
4) BcraBbTe B IOKYMEHT COOTBETCTBYIOIININ rpad)uueCcKuii 00bEKT.
5) BcraBbTe B IOKYMEHT TMIIEPCCHUIKY Ha TEKCTOBBIH (haiil, HaXOIAIIUIICS Ha KECTKOM JIUCKE.
6) BcraBbTe B TOKYMEHT THIIEPCCHUIKY /lama coz0anust.

2.3.4. TecTsl MO TUCHUILINHE

1. TexcTOBBI MPOIIECCOP — ATO MPOTPaMMa JIJIsl. ..
1) BBOJIa, pelaKTUpOBaHKS U (OPMATHPOBAHHS TEKCTa,
2) cozpanus U MoAM(HUKAINUU TpapUUECKIX 0OBEKTOB;
3) xpaHeHust u 00pabOTKH JAHHBIX, IPEICTABICHHBIX B TAOJIMYHOM BHUJIC;
4) xpaHeHus ¥ 00pabOTKH OOJIBIINX 00BEMOB JaHHBIX.
2. OCHOBHBIMH (DYHKITUSIMH TEKCTOBOTO IPOLIECCOPA SBIISIOTCS. . .
1) aBromatnueckas 06paboTka HHGOPMALIKUH, IPEACTABICHHON B TEKCTOBBIM (haiiaax
2) co3/iaHue, pelakTHPOBaHKEe, COXPAHEHHE U TIeYaTh TEKCTOB
3) ynpasnenue pecypcamu [1K 1 porieccamu, HCTIONIB3YIOMMMHU 3TH PECYPCHI MPH CO3IaHUU TEKCTa
4) xorMpoBaHUe, TIEpeMEIlICHHE, YIAICHHE U COPTUPOBKA ()PAarMEHTOB TEKCTA.

3. Ilpu Ha>kaTHX HA KHOTIKY ' ya nanenn UHCTPYMEHTOB IIPOUCXOJUT. ..
1) coxpaHeHue JOKyMEHTa 2) 3anMch JOKYMEHTA Ha JIUCKETY
3) cuuThiBaHHE HHPOPMALIUH C TUCKETHI 4) nevath 1OKyMEHTA.

4. TIpy Ha)XaTHX HA KHOMKY | * Ha TIaHeJIM UHCTPYMEHTOB MIPOMCXOJIHUT. ..
1) BcTaBnsieTcst BhIpE3aHHBIN paHee TEKCT 2) NPOUCXOIUT pa3pblB CTPAHUIIBI
3) ynansiercst BbIACICHHBINA TEKCT 4) mosIBIsSIETCS CXeMa JOKyMEHTA.

5. Kakum croco0oM MOXKHO KOIHPOBaTh ()parMeHT Tekcra B mporpamme MS Word:
1) noMeTHTh HYXHBII (parMeHT U BbI3BaTh KoMaH1y KomupoBars
2) IOMETHTh HYXHBIH (parMeHT, BbI3BaTh KOMaHIy KomupoBaTh, 3aTeM MOMECTHTh KypCOp B HYXHOE
MECTO U BbI3BaTh KOMaH1y BcraButh
3) MOMETHTh HY)XHBIH (parMeHT U BbI3BaTh KOMaHy KomupoBaTth co BCTaBKOU
4) MOMETUTh HYXXHBII ()parMeHT, BbI3BaTh KoMaHay KonnpoBaTh U BbI3BaTh KOMaHy BcTaBHTS.
6. IIporpamma MS Word moxeT ObITh HCTIOJIB30BAHA JUIS. . .

1) coBepIIeHUS BEIYUCIUTEIbHBIX ONEePALlHii 2) pucoBaHUsI

3) HamuMcaHus COYMHEHHUS 4) COUMHEHUS MY3bIKAIILHOTO TIPOU3BEICHHUS.
7. K xakuMm aBToUrypam Hemb3s 100aBUTh 00beM?

1) cocToAIMNM U3 HECKOIBKUX YacTel 2) IIOCKUM

3) OonbIIMM 4) 1IBETHBIM.

8. TekcT, MOBTOPSIOIIMIICS BBEPXY WIIM BHU3Y HA CTpaHUIIAX JOKyMeHTa B mporpamme MS Word
Ha3bIBAETCS:

1) cTunb 2) urabyioH
3) sorotur 4) KOJIOHTUTYI.
9. Knomka «Heneuataembie cuMBOJIBD» Tporpammsl MS Word mo3BoisieT yBHIETh:
1) npo0Gesnbl MEXTy CIIOBaMH 2) HeBUIMMBIC CHMBOJIBI
3) 3HAKW MPETMHAHUS 3) mpu3HaK KOHIIa ab3ara MiId MycToi ab3arl.
10. Kakue omepamnuu MOXHO TMPOU3BOJUTH C sueiikaMu TaOIUIBI B TEKCTOBOM TOoKymeHTe MS
Word:
1) CKpBITh STUCHKH 2) OOBEAMHUTD STUCHKU
3) pa3OuTh TYCHKH 4) mokasarb TYCHKH.

11. Tan ¢parMeHT 3JIeKTPOHHON TaOJIUIBL:
Al B C][ D]




1 1 2 3
2| 4 5 6
3| 7 8 9
B stueiiky D1 Benena popmyna =$A$1*B1+C2, a 3arem ckomnupoBana B siueiiky D2. Kakoe 3Ha-
YEHHUE B PE3YJIbTATE MOSBUTCS B stuciike D27
1) 10 2) 14
3) 16 4) 24
12. B stueiike C3 anekTpoHHO#M Tabmuibl 3anucana popmyina =$A$1+B1. Kakoii Bua Oymer HMeETh
dhopmyna, ecim stueriky C3 ckonupoBath B ssueiiky B3?
1) $A$1+A1 2) $B$1+B3
3) $A$1+B3 4) $B$1+C1
13. Umeetcst GpparMeHT 3JIEKTPOHHOM Tabmuibl «/nHamuka pocta yucia monb3oBareneit Murep-
HeTa B Poccum:

T'o Kou-Bo nonws3oBarenei, JnHamuka pocra
A TBHIC. YEJL. B % k 1997 r.
1997 450 100
1998 900 200
1999 1100 244
[To nanHBIM T8,6JII/IIII>I OBLIN TTOCTPOCHBI HATPAMMBI:
b 250 2) £

2000 1000 ——

1500 200 e

1000 700 A

500 L -
0

' _
| 3 S N S U
0 100 2€0 300 ACD 5CG 600 700 800 900 000 00!200

YkaxkuTe, Kakue auarpamMmbl MPaBUIBHO OTPaKalOT JAaHHBIE, MPEJICTaBICHHbIE BO (parMeHTe
TaOJIULIBI?

1)1,2 2)2,3
3)2,4 4)3,4
14. Tan ¢parMeHT 3JeKTPOHHOMN TaOIUIbL:

A B
1|=B2+2 |5
2|=B4-1 |0
3| =A1
4| =A2+2 | 2

[Toce BBITIOMTHEHUS BRIYUCIEHUH 110 3HAYCHUSAM auarna3ona siaeek Al : A4 Oblna mocTpoeHa aua-
rpamMma. YKakuTe NOJy4YHBIIYIOCS AUarpammy.
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15. B tenexoHdpepeHnn yautenei (pU3nKo-MaTeMaTHICCKUX [ITKOJI TPHHUMAIOT YI9aCcTUE YIUTEIs
marematuku (M), ¢usuku (@) u undopmatuku (M). Yuutens uMeroT pa3HbIii ypOBEHb KBaIU(UKAIUH:
KKl yauTeNb Tu00 He nMmeeT kareropuu Boobe (bK), mudo umeer |1, mu6o |, mubo Beicmryto (B). Ha
auarpamme 1 OTpaKeHO KOJIMYECTBO YUUTEICH ¢ Pa3IMYHBIM YPOBHEM KBaJU(UKAIINH, a HA AHarpamme 2
— pacmpesieneHne yIuTenen mo npeamMeram.

o
[ @

40
1y 30
20
10 E
0

Nmerotes 4 yTBep)KICHUS:
A) Bce yunrtens | kaTeropuu MOTYT SIBJSTHCS YUUTEISIMU MaTEMATUKH
b) Bce yuntens | kareropun MOryT SIBISATBCS YUUTEISIMUA (PUBUKU
B) Bce yunTens n"HGOPMATHKHA MOTYT HMETh BBICIIYIO KaTETOPHIO
I') Bee yuutens matemaTuku Moryt uMets |l kareroputo

Kakoe u3 3TuX yTBEep)KICHHI CIIEAYET U3 aHAIN3a O0CHX MPEACTABICHHBIX TUarpaMm?

1)A 2)b
3)B 4T
16. meetcst pparMeHT 27€KTPOHHOM TaOIHIIbI:
Hassanue nposinsa Jliuna, kM | ['myGuna, M
1 | bocdop 30 20
2 | MarennaHoB 575 29
3 | Opmy3ckuii 195 27
4 | I'yn3oHoB 806 141
5 | I'mbGpanrapckuit 59 53
6 | JlJa-Manm 578 23
7 | bab-snp-ManneOckuit 109 31
8 | Japnanemtsr 120 29
9 | bepunros 96 39
[To nanHbBIM (hparmMenTa TaOIUIIBI OBLIN MOCTPOEHBI AUArPAMMBI:
Huarpamma | Huarpamma 2

Kaxoe n3 cnenyromux yTBepxKAeHUNH HCTUHHO:
A) O6e nuarpaMMBbl BEpPHO OTPAKAIOT JIaHHBIC, TIPE/ICTABIICHHBIE B TAOJIUIIE
b) Hu ontna U3 nuarpaMM He COOTBETCTBYET JAHHBIM, MPEACTABICHHBIM B TaOIH1Ie



B) lnarpamma 1 otpakaeT riryOuHy IpoJIMBOB
I') Anarpamma 2 oTpakaeT JUIMHY POJIUBOB

1A 2)b
3)B 4HT
17. Vxkaxure pacmupenue daiina, cogeprkaiiero o0Obrunyto npesenraipo MS PowerPoint
1) .doc 2) xls
3) .pptx 4) .com

18. Kak MOXHO BBOAUTH TEKCT B ciaiasl MS PowerPoint?
1) B m060M MecTe chaiia, kak B nprioxkeHnn Word
2) TOJIBKO B HAJIMUCIX
3) B crienuaibHO OTBEJCHHOM [Tl BBO/IA MECTE
4) B sueiiKy, Kak B mpuiaoxenun Excel
19. Kak BBIITH U3 peXUMa IIPOCMOTpA MPE3CHTALUHU?

1) Delete 2) F5

3) Esc 4) Enter
20. 3anmyck 1eMOHCTpaIiy ClaiiioB

1) F5 2) F1

3) F11 4) F3

21. MOXHO JIi 3aMEHHUTH APYTHUM MakKeT T0OaBICHHOTO B IIPE3CHTAIHIO ciaiiaa?
1) MO’KHO B COOTBETCTBUHU CO CBOUMH ITOTPEOHOCTIMU
2) 3TO clieNiaTh HEBO3MOXKHO
3) MOKHO, HO TOJILKO IS ONIPEIEIEHHOr0 KOJIMYECTBA CIIAiI0B
4) MO>KHO, HO TOJIBKO JIJIsl OTIPEICIICHHOTO BU/Ia CIIali/I0B
22. Mo>xHO 1 iBeT (hOHA M3MEHHUTD ISl KaXKJ0To cliaia’?
1) na
2) HeT
3) 1a, HO TOJIBKO /ISl ONIPEACTICHHOTO KOJIHMUECTBA CIIaliI0B
4) na, HO TOJBKO JUTS ONPEAETICHHOTO BH/Ia CIIaii/IoB
23. MS PowerPoint — ato ...
1) anuMarust, peaHa3HaYeHHast TS OATOTOBKHU MPE3CHTAINI U ClIai1-pHIbMOB
2) mporpaMma, rpeHa3HaueHHast T OArOTOBKH MIPE3CHTAIMI 1 Claii1-QuiIbMoB
3) mporpaMma, peHa3HAYCHHAS IS PEAAKTHPOBAHUS TEKCTOB M PUCYHKOB
4) nporpaMMa, rpeaHa3HaYeHHast sk TOJATOTOBKH CXEM U IHarpamMm
24. Kak n106aBUThH pUCYHOK Ha CIaij?

1) BcraBka-Pucynok 2) TlpaBka-Pucynok
3) daiin-Pucynok 4) I'maBHas-PucyHok
25. Crnaiin — 9710 ...
1) aG3ar npe3eHTaUU 2) cTpoUKa MPe3eHTAIuN
3) OCHOBHOI1 2JIEMEHT MPE3CHTAIINN 4) 3aroJI0BOK MPE3CHTAINN

26. YToOBI yaIUTh TEKCT, PUCYHOK CO ciaia, HE0OX0AUMO ...
1) BBIIETNTD €r0 M Ha)KaTh KiaBuIy ESC
2) BBIJICTIUTH €T0 M HaxaTh Kiapuiry Delete
3) BBIZACITUTH €ro ¥ Haxath Kiaapumry Ctrl
4) BBIICIIUTH €T0 U HaXKaTh KiaBuiry F5
27. Kaxk 3armyCTHTB 1TOKa3 CJIaiI0B MPE3CHTAINN C TEKYIIETo claiaa?

1) F5 2) Shift+F5
3) Shift 4) Ctrl+F5

28. Ha cepsepe info.edu naxomutcst ¢aiin list.doc, nocTyn k KOTOPOMY OCYIIECTBIISETCS MO TPO-
Tokoay ftp. ®parmenTsl aapeca qaHHOTO (aiiia 3aK0UpoBaHbI OyKBamHu @, b, ..., g (cM. Tabi.). 3anumiu-

TE MOCIIE0BATEILHOCTh 3TUX OYKB, KOTOpasi KOIUPYET aapec yKazaHHoro ¢aiina B IHTepHeTe.
a b c d e f g
info | list dl | doc | ftp |.edu| /




1) gecabdf 2) egachdf

3) ecafgbd 4) egafbdc
29. Ha cepgepe test.edu naxomutcst daiia demo.net, 1ocTyn K KOTOpOMY OCYIIECTBIISAETCS 10 TPO-
Tokoay http. ®parmenTs! agpeca gaHHOro ¢aiiia 3aK0UpoBaHbl OykBamH a, b, ..., g (cMm. Tabm.). 3amu-

IIUTE MOCIIE0BATEILHOCTD ITHX OYKB, KOTOpasi KOAUPYET aapec ykazanHoro (daiina B IHTEpHETE.
a b c d e f g
test | demo | :// / http | .edu | .net

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

30. B Tabnuie nmpuBeeHBI 3allpOChl K MIOMCKOBOMY cepBepy. Pacmosioxkure 0003HaYCHHSI 3apO-
COB B MOPSAKE BO3pACTaHUs KOJIMUYECTBA CTPAHUI], KOTOPbIE HAMIET MOUCKOBBIA CEepBEp MO KAKIOMY 3a-
npocy. s o6o3HavueHus jgorudeckoi onepamuu WJIM B 3ampoce UCHONB3yeTCsl CHMBOJ V, a JUISL JIOTH-
yeckoi onepanuu U — &.

A | pedepar v maremaruka v ['aycc
pedepar v marematuka v ['ayce v Metoj

b

B | pedbepar v maTemaruka

I' | pedepar & maremaTnka & 'aycc
1) TBAB 2) BABI'

3) ABBI' 4) BBI'A

2.3.5. TunoBwpie 3axanus

Tema 1. udopmanioHHble TEXHOJIOTUH TOKYMEHTAIIMOHHOTO 00eCTIeYeHHUSI.
JlaGopaTtopHnast pabota Ne 1
Co3naHue 1e710BbIX TEKCTOBBIX JOKyMeHTOB B MS Word

[lenb pa®oThl: M3yueHre UHGOPMALIMOHHON TEXHOJOTUHU CO3/IaHUS, COXPAHEHUS U MOJATOTOBKU K
nedaT JokyMmeHToB Microsoft Word.

3amanue 1. OhopMuTh IpUTIaIeHUE MO 00pasIy.

[Topsiiok paGoTHI.

1. OtkpoiiTe TekcToBbIN pegakTop Microsoft Word.

2. YcTtaHOBUTE BKIAAKy Pa3meTka cTpaHHIIbL.

3. Mcronb3ysl KHOTIKHM TaHeNn WHCTPYMEHTOB llapamerpsl cTpaHuIb! (puc. 1) uiam auamoroBoe
okHOo [lapamerpsl cTpaHuIlBl (Ha)KaTHeM B MPaBOM HIDKHEM YTy MaHENW MHCTpyMeHToB [lapameTpbl
CTpaHUIIbl YTJIOBOTO JIEMEHTA EJ)/ Biiaaku [lons u Pazmep Oymaru (puc. 2), yCTaHOBHUTE MMapaMeTphI:
pasmep — A4; opueHTAaIus — KHIDKHAS; TIOJIS: BEpXHEe — 2¢M, JieBoe 2,5 cM, HuKHee — 1,5 cM, npaBoe — 1
CM.

TaBKa Pa3mMeTka CTpaHMUBl | CeokM  PacceUku Peujers

EYY [j Y= Paspristi ~
=] -1 Homepa cTpok ~
Mons OpwenTaums Pasmep Konowka
- - - - b~ PaCCTaHOEKA NEPEHOCDE ~

MapameTpsl CTpaHULL e}

Puc. 1. ITanens unctpymentoB [lapameTpsl cTpaHULIbI
4. YcraHOBHUTE BhIpaBHUBAHME — IO LEHTPY; MEpBasi CTPOKa — OTCTYI Ha — 1,25 cM; MeXAyCTpou-
HBIM UHTEpBaI — 1,5, UCHOB3YIO MaHelb HHCTPYMEHTOB A03all WK 1uanoroBoe okHo A03all (HaxaTHeMm
B [IPAaBOM HIDKHEM YIJTy MaHEeId HHCTPYMEHTOB A63all yIiIoBOTO 3JI€MEHTa EJ)/ BKJIaika OTCTYIBI U UH-
TepBaibl (puc. 3).



Pasmep Bymark | WcToqnmk Bymarn

Mona
Bepxnee: 2 cMm HiokHee: 1,5¢cm

Neeoe: 3cm Mpasoe: 1cm

S IEEEES
LIRS

NepenneT: 0cm DonookeHWe nepenneTa: Cnesa

OpWeHTaLMA

KHikHas  ansbomHas
CTpaHMLb!

HECKONBKO CTPEHMLL OBbMHBEIA R

Obpasew

MpUMEHUTR: | KO BCEMY AOKYMEHTY %

Puc. 2. YcraHoBKa nmapamMeTpoB CTpaHUIIbI

OTETYNEI H MHTEPEANE! | TMONOREHHE HA CTRaHHLE

Ofiwne
BrelpaeHneaHHe: | Mo ueHTpy -

¥PoEEHE: DEHOBHOH TEKET e

QTCTYN

Znega; 0 cr NepEaa CTPOKA: Ha:

4% |43

Copasa: acm QTCTYN - 1,25|:n £

[[] 3epraneHsie aTeTyns

MHTEpEaN
Mepea: onr 3 MENAYCTOHHBIA! IHAYEHHE?
Mocne: onr = 1,5 CcTpokk - ES

[JHe acfisenate MHTEpEan Meway afzalam 0AHOMD CTHAR

Ofpasey

[Lasynﬂumﬂ... ] [I‘Io YMONHEHNED, . ] [ QR ] [ OTHEHS ]

Puc. 3. YcranoBka napamerpoB ab3ana
5. Habepute TeKkcT, MpUBENEHHBIH HUXE (TEKCT MOXHO M3MEHHTh M JIONOJHHUTH). B mporecce
Habopa TekcTa MeHsiTe HauepTaHue, pasmep mpudTa (a1 3arojaoBka — 16 0T, BCe MPOMMUCHBIE; IS OC-
HOBHOTO TekcTa — 14 mT), TUIBI BeIpaBHUBaHUS a03ana (M0 LEHTPY, 0 LIMPUHE, N0 JEeBOMY Kparo), Uc-
MOJIB3YI0 BKJIAAKY [ TaBHAs/KHOIIKM Ha naHensx nHeTpyMmeHToB Hlpudter n Ab3a.
OO6pa3err 3a1aHus:

[MPUTJIAILIEHUE
YBaxaeMbli
rocnioguH Onez [lemposuu [[onocenkos!
[Tpurnamaem Bac Ha HaydHO-TIpakTHYecKyt0 KoHbepeHuuto «MHpopMamoHHbIE TEXHOJIOTUN B
COBPEMEHHOM 00ILIECTBE.

Kondepenuus cocroutcs 20 nHostiOpst 200758 14.00 B koHpepenu-3ane Komnemxa ynpasneHus.

VYueHblll cEeKpeTaphb
A .K.Opnosa

6. 3akIrounTe TEKCT MPUTTIAICHHS B PAMKY M IIPOM3BEUTE [IBETHYIO 3aJIMBKY. J[i1st 3TOTO!
— BbIOEpUTE BKIIAAKy PazmeTka cTpaHUIbL;
— BBIJICJIUTE MBIIIBIO BECh TEKCT IIPUTIIALLICHUS;




— Ha MaHeIu HHCTPYMEHTOB DOH CTpaHUIIBl HAKMHUTE KHONKY [ paHUIIBI CTpaHUIIBL;

— B JMAJIOTOBOM OKHe ['paHUIIbI U 3a]MBKa Ha BKJIaJAKe ['paHuIla yCcTaHOBUTE MapaMEeTphl: THUIl —
pamKa; MUpHHA JUHUU — 2,25 0T; NPUMEHUTh — K ad3ally; IBET JIMHUW — [0 BalleMy YCMOTPCHHIO
(puc. 4);

— Ha BKJIaJKe 3aJTUBKA BHIOCPUTE IBET 3aJUBKH, YKAKHUTE yCIOBHS MPUMEHEHUS 3aJIMBKU — TIPH-
MEHHTH K ad3aIy;

— HaxmuTe KHornky OK.

[paHHua | CTpaHkua | ZanHexa

Tun: Tun: Cfpasel,

EI 2 e e
HeT WENKHNTE 06D633Ll K1

HCI‘IDJ‘Ib3‘;"ﬁTB KHOMEH

D pamMga | | —m—mmmmmmmmmmmm—mee
_____________
I:I TeMb | | el _ =
D 0B LEMHAA LpeT:
I

r.u Apyran LLHpHHa!

= 2,250 —
MPHMMEHKTE K
abzauy o

[I'opn30HIaanaq NIMHHA, .. ] [ Ok J [ OTHEHS ]

Puc. 4. Odopmiienue paMKu BOKPYT IIPHUTIIALICHUS

7. BcraBbTe pUCYHOK B TEKCT NpHriameHus (Bkianka BcraBka/ kHomka Kiun (manens MHCTpY-
MeHToB UtrocTparius)).

[Tpumeuvanue. s TOro, yToObl HAWTH HY)KHBIM PUCYHOK, HEOOXOJMMO MPOM3BECTH CIICAYIOIINE
JNEUCTBHS:

— HaxxMuTe KHonKy Kunn Ha nanenu Mnmoctpannn;

— B otoOpazuBmierics obnactu 3amad Knum (puc. 5) ykazate B moisie VckaTh KIIFOYEBOE CIOBO
(HampuMep, «opHC», «OU3HECH, WIHOAN», «IIBETHI» U JIp.);

— B packpbiBatolieMcsi cnucke [IpocMaTpuBarh yka3aTh KOJIJIEKIIMH, B KOTOPBIX OYyAET MpOU3BE-
JIEH TOUCK (TI0 yMOJIYAHUIO — BO BCEX KOJUIEKIUAX);

— B packphbIBatomiemcs crucke Mckatb 00beKThI BBIOpAaTh TUI (ailioB MyJIbTUMEHMA ISl TIOMCKA.

8. Jlnst moncka He 00sA3aTeNbHO 3a/1aBaTh MapaMeTphl BO Beex Mojsix obnactu 3anad Kowumn. Ilone
Hckath MOKHO OCTaBUTh MYCTBIM, a OCTajJbHbIE JIBa — IO yMOJIYaHUIO. B 3TOM citydae OyayT BbleNEHBI
BCE€ OOBEKThI KOJIEKIUH.

9. B cpennelt obmactu 3amau Ko oToOpas3sTcss 3CKU3bI PUCYHKOB, HAHICHHBIX B KOJUICKITHH,
BbIOEpUTE TPeOyEeMBIi.

10. HaxxmuTe J1eBOi KHOITKOM MBIIIA Ha PUCYHOK/ BKJIanka @opmat/ kHomka OOTeKaHWE TEKCTOM
(maHenb MHCTPYMEHTOB YTIOPSAJOYMTH)/ 3aJaiiTe MOJOKEHHE TEKCTa OTHOCHUTENIBHO PUCYHKA — Iepen
TeKcToM (puc. 5).

11. CkonupyiiTe TUIIOBOE MPUTTIAIIEHHE Ha JIUCT ABAXKIbI:

— BBIJICJIUTE MIPUTJIAIlICHUE;

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

— YCTaHOBHTE KypCOp Ha HOBYIO CTPOKY;

— BKJIaAKa ['maBHas / kHomka BeraButh (manenb uHcTpymMeHTOB bydep oOmena).



L Wo... PaBoTa c pHoyHEaMK

Bua | Dopmar

=] 4 Ha nepegHuii nnan |= BuposHate -

=
MonoxeHne -
- ||§ OE6TekaHMe TercTom = | Sk NosepHyTE ~

LR =
NaHens HHCTPYMEHTOE //}Y///'

YNopagouMTE

B TekcTe

Bokpyr pamem

Mo KoHTYpY

33 TeKCToM
Oepea TekcTom
CEEPXY W CHUZY
CEEOIHOE

HM3meHWUTE KOHTYP OBTEKaHWA

S A A O

AOonoaHUTENEHEIE MAPDAMETPEl PASMETKM. ..

Puc. 5. 3aganue monoxeHus TeKcTa
[Ipumeuanue. /{15 BCTaBKU CKOMUPOBAHHOTO 3JIEMEHTA B JIOKYMEHT JOCTATOYHO BOCIOJIb30BATh-
Csl CTAaHJAPTHBIMU CPEICTBAMMU: BBIJCINUTE MPUTIANICHHE/ HAKMUTE MPaBYI0 KHOMKY MBI, B MOSBUB-
ImeMcsi KOHTEKCTHOM MEHI0, BhIOepuTe KomaHay KomupoBars/ Ha MecTe, B KOTOPOE HEOOXOIUMO BCTa-
BUTH 3JIEMEHT, HA)KMHTE MIPABYIO KHOMKY MBIIIIH, B MOSBUBIIEMCS KOHTEKCTHOM MEHIO, BBIOEpUTE KOMaH-
ny BcraButs).
12. Otpenaktupyiite JUCT C MOJYYCHHBIMH JBYMS MPUTJIAIICHUSIMU U MOJATOTOBBTE K Mevatu (B

mento knonku Office =/ Bribepure [leuars/ [IpensapuTenbHblii pocMoTp WK [TaHens GbICTPOTo 10-
cryna/kHonka [IpeaBapuTensHbIi IPOCMOTD).

13. Haneuvaraiite npuriamenus (mpu Hanuuuu npuntepa) Merto kHonku Office/Ileuars/Ileuats u
YCTaHOBHUB HY>KHbIE ITapaMeTPhl eYaTH (YUCIIO KOMUM — 1, CTpaHUIbl — TeKyIast).

14. CoxpanuTte (aiin B manky Bariel IpyIibl, BBITOJHUB CIEIyIOIUE 1eHCTBUS:

— xuonka Office/ CoxpanuTts kax.../ JJokyment Word 97-2003 wim Jlokyment Word;

— B AuanoroBoM okHe CoxpaHeHHe TOKyMEHTa yKakuTe ums aucka (Hampumep, C) 1 uMs Manku
(manpumep, Mou noxkymentsl/ Homep rpynmsi);

— BBenuTe uMs ¢aitna: «Jla6.1 Ipurnamenuey;

— HOXMHTE KHOTIKY COXpaHUTh.

3ananue 2. OGopMUTH 3asiBICHUE 110 00pa3Ily

Kpatkas cnpaBka. BepxHss uyacTh 3asBieHHs odopMisiiTe B BHUJE TaOIUIBI BKIaaka BcraBka/
kHonka TaOnuua (maHeab HHCTpyMeHTOB TaOuuiibel)/ B MOSBUBLIEMCS OKHE C MAKETOM siYeeK TaOJIMIIbI C
TTOMOIIIBIO MBIIITH BBIJEIUTE TPeOyeMoe KOJTMYECTBO CTPOK U cTONIONOB (2 cTronba u 1 cTpoka), Win BhI-
Oepute komanny BeraBuTh Tabnuiy, unn BeiOepute komanay HapucoBare Tabnumy. Tun nuHuil — HeT
rpanun (Bkiaaka Koncrpykrop (mosiBisieTcst npu padorte ¢ TabnuuaMu)/ maHenab nHCTpymMeHToB Hapuco-
BaTh TpaHulibl). [Ipon3BeanTe BeIpaBHUBAaHKE B sYeHKax IO JIEBOMY Kparo U MO LeHTpY (BKiIaaka Maket/
MaHeslb UHCTpYMEHTOB BripaBHUBaHUE).

OO6paserr 3a1aHus:

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

ot CunopoBoii AHHBI JIbBOBHBI,
MPOKUBAKOLIEHN T10 aJIpeECY:
123456, r. Ilen3a,

yi. PagyxHnas, 1. 3, kB. 12

[Tpomry npuHSTH MEHS Ha pabOTy Ha JOHKHOCTh TTIABHOTO TEXHOJIOTA.
(moamuce) (A.JI.CumopoBa)

JlaGopatopHnas pabora Ne 2
Co3anne KOMIUIEKCHBIX JoKyMeHTOB B MS Word
[{enb paboThI: U3yUCHHE TEXHOJIOTHH CO3aHUS KOMIUIEKCHBIX JOKYMEHTOB.
3amanne 1. Co3aaTh TEKCTOBBIN JOKYMEHT, COJIEP)KAIIUA PUCYHOK B BUJIE CXEMbI U MAapKUPOBAH-



HBII CIIUCOK.

[Topsiiok paGoTHI.

1. Otkpoiite TekcToBBIN penakTop Microsoft Word.

2. PazBepHHMTE OKHO peAaKTOpa Ha BECh SKpaH. Y CTAHOBUTE BUJI — BKJIaJka Buy/ nanens uHCTpy-
MeHTOB MacmTal — 110 IUpPUHE CTPaHUILIBI.

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

4. Ilepen HauanoMm Habopa TEKCTa yCTaHOBHTE pa3mep mpudTa 14 0T, BUI — KypCHB M TapHUTYpa
mpudTa Times New Roman.

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

— BBIPABHUBAHUE - 110 IIUPUHE;

— MEKCTPOYHBIN UHTEPBAI — MHOXKUTENb 1,3.

6. Bkinanka Pa3smerka crpanuuel B rpynmne [lapamerpsl crpanuiibl BeiOepuTe komanay Paccranos-
Ka [IEpEHOCOB, a 3aTeM BblOepUTEe KOMaH[ ABTO.

7. HaGepute obOpaser Tekcra. OOpaser CoAepXUT OJUH ab3all TeKCTa, PUCYHKA B BUJE CXEMbI U
MapKHPOBAaHHBIN CIIUCOK.

Kparkas cripaBka. {7151 co3anusi cxeMbl BOCHOJIb3yHTeCch BKIaAkoi BeraBka/ nanens Wmoctpa-
nun/komanaa @urypel. [locne cozmaHust cXeMbl MPOBEIUTE TPYHNIHPOBKY, UIS TOrO YTOOBI BCS CXeMma
BOCIIPMHMMAJAch Kak €AMHbIN rpadudeckuil 00bekT. st aToro:

— BBIICTUTE BCIO cxeMy (Bkianka [ maBHas/ manens PenaktupoBanue/koMmania Beioop 00beKTOB);

e~

— Bkiaaka ®@opmat/ manens Ynopsimounts/ BeiOepuTe KoMaHIy [ pynmupoBarh
TEKCTHOE MEHI0/ KoMaH1a [ pynnupoBars).
8. [l co3maHus CIIMCKa UCTIONB3YyHTe BKIaAKy [ maBHast B rpymme AO3all MEIKHUTE CTPENKY psi-

(uu KoH-

-—
-—

JIOM ¢ KOMaHz1ou Mapkepsl . Ecnu B npensioxeHHO# OHOIHOTEKe MapKepOB HET COOTBETCTBYIONIE-
ro, To BeIOepHUTe KOMaHy OnpeaenuTs HOBBII MapKep U 3a/1aiiTe He0OXOAUMBIH.
OO6pa3err 3a1anus:
Hugpopmayuonnoe nucvmo
MeTtoionorus njaaHUPOBAHUS MaTepUabHBIX pecypcoB npousBojactBa (MRP) oGecneunBaer cu-
TyalHIo, KOTAa KaXKJIbIi 2JIEMEHT MPOU3BOACTBA, KayKasi KOMIUIEKTYIOLIas A€Tallb HAXOJUTHCS B HYKHOE
BpeMs B HY)KHOM KosiaectBe (puc 1).

CocraB u3nenus U onwuca- [Inan 3aka3oB M KOppEK-
HUE MaTepuaioB TUPOBKA K HEMY
IIpon3BOACTBEHHBIN Tpa- ‘ OTtyeTsl:
¢buk padot 0 TUTAHUPOBAHUH;

0 IIpo1eCCE;
CocrosiHue 3anacoB O BBITIOJTHEHUH

JlaHHbI€ 11O onEepanusmM

Puc. 1. CtpykrypHas cxema MRP

Ha ocHoBanum BxonHbIX 1aHHBIX (MRP) — cuctema BBINOTHSET CIeayIONINE ONepaliu:

— OIpeNeNsAeTC KOJIMYECTBO KOHEUHBIX JAaHHBIX W3JENNN I KaXK10r0 MEPUO/JIa BPEMEHH IUIaHH-
pOBaHus;

— K COCTaBY KOHEUHBIX U3JEIUN JOOABISAIOTCS 3aNlacHbIE YaCcTH;

— ompezensiercs oomas noTpeOHOCTh B MaTEPUAIbHBIX pECypcax B COOTBETCTBUU C BEIOMOCTHIO
MaTEpHAJIOB U COCTABOM H3JIENIHS;

— 001mas moTpeOHOCTh MAaTepUAIOB KOPPEKTUPYETCS C YIETOM COCTOSHUS 3aIacoB JUIsl KaXKIOTro
Ieprojia BpEMEHH IUIAaHUPOBAHMS,

— ocymecTBisieTcs (pOpMHUPOBaHUE 3aKa30B Ha IMOMOJIHEHHE 3aMacoB C YYETOM HEOOXOIMMOro
BPEMCHH OIIEPEKECHUS.

9. IIpoBepbTe BBEJCHHBIN TEKCT ¢ TOUKU 3pEHHs TpaMMaTHKH (BKiIaaka PereH3upoBanue/ maHemib



[TpaBonucanue). UcnipaBuTh Bce HaliieHHbIC OMUOKH. COXpaHUTE JOKYMEHT.

3ananue 2. [IpueMbl paboThl ¢ MHOTOCTPOUYHBIM TEKCTOBBIM JOKYMEHTOM

[Topsiiox paboTHI.

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

2. BhIMOIHUTE MPUHYAUTEIHLHOE pa3fciieHue Ha CTPAHUIIBI MOCIEe KaKIO0ro WH()OPMAIMOHHOTO
nucbMa kinaBumamu [Ctrl]+[Enter]. B pe3ynbrare 3TuX AeicTBuil Kaxkaoe HHPOPMAIIMOHHOE TTUCEMO OY-
JIET pacrojaraTbCcsi Ha HOBOM CTpaHMIIE.

3. 3agaiiTe HyMmepaluio CTpaHHI] (BBEpXY CTpaHMIIbI, CIIpaBa) KOMaHIOM Bkiajka BcraBka/ ma-

#] Homep cTpaHuuel ~
Henb Konontutynsl/ Homep cTpaHuibt 4 o ETpante

4. OrdopMmarupyiiTe mepBbIi ab3al TeKCTa KaKa0ro HHGOPMAIIMOHHOTO TTHchMa (BKiaaka [ aB-
Hasl) CIEAYIONUM 00pa3oM:

— 1-e mucemo: mpudt Time New Roman, 14T, ¢ KpacHO# CTpOKH (OTCTYIIOM), BEIpABHUBAHHE 10
ITUPUHE;

— 2-e muceMmo: wpudt Arial, 12nT, ¢ BUCSUel CTPOKOH (BBICTY-
IIOM), BbIpaBHUBAHUE IO JIEBOW rpaHMIle; ab3alHble OTCTYIBI MO 2 CM
CJIeBa U CIIPaBa;

CTHAM Rl 4

CYMCTTE BCE

OBbMNHbIA

— 3-e nucemo: mpudt Time New Roman, 10nT, nepBas ctpoka ab-
3a1; 6e3 OTCTyIa U BBICTYIIA, BHIPABHUBAHKE IO IPABOMY Kpalo;
— 4-e uceMo: (pparmeHT 0THOPMATHPOBATH KAK BO BTOPOM ITHCH-

Me, N0JIb3yAch pexxuMoM Dopmart 1o oopasiy J , KOTOPBIH BBI3bIBACTCA
KHOTIKOW Ha maHenu nHCTpyMeHToB bydep oOMena Bxiaaka [ maBHas;
— BBIJIENIUTE NepBbId a03all 2-ro n1ucbMa/HaxMuTe KHONKy dopmat

1o o0Opasiry J ;
— MePEeMEeCTUTECH K MepBOMY ad3airy 4-ro nucbMa/ HAKMUTE KHOTI-

Ky @opmar o obpasiuy s /BbIAENIUTE ab3all.

— 5-¢ MHMChMO: MepBbI ab3al 0ThOopMaTHPOBATh KaK B TPEThEM
IUCBbME, MOJIb3YACh pexuMoM Popmar o oOpasiy.

5. 3amaiiTe CTHJIb 3arojOBKa Ha KaXKJOW CTpaHUIE, HUCHOJb3Ys
mabsonbl ctuieil. Bkinagka ['maBHas/ HakaTueM B MPaBOM HMKHEM YIIIy

Bes vHTEpBana

SaronosorK 1

Saronosor 2

3aronoeok 3
HassaHue
Moasaronosox
Cnabos BelasneHnE
BolaensHue
CWUNEHDE BRlOENEHUE
CTporuii

UntaTta 2
BolgensHHaA WMTaTa
Cnafian cocelnka
CUNEHaA coeINKa
HassaHMe KHMM
Afzau cnucka

BepxHMi KonoHTHTYA

BE2A0o0oBRoooolkBERE-=2-

] NpeasaprTensHElE NpockoTp

I:I DTEARYHTE CEAZAHHEIE CTHAM

Puc. 2. 3amanue crumns
3aroJioBKa
6. Co3maiiTe oryiaBjieHHe JOKYMEHTa. Y CTAHOBUTE KYpPCOp B KOHIIEC JIOKYMEHTA, BRIOEPHUTE BKJIA-

MaHenu MHCTpYMeHTOB CTHIM YITIOBOTO 3JeMEeHTa = 3aJIaliTe CTHJIb
«3aronoBok 2» (puc. 2).

MapareTpbl. ..

drnaeneHue

ky Ccouika/ manens OraBnenue/ kuonka OrmaBaeane - (puc. 3).
7. Ucnionw3ys ornaBiieHue, MepeianTe K TpeTheMy MUChMY (yaepkuBaiiTe kHonky Ctrl u menkau-
T€ TpeThe HHPOPMAITMOHHOE MMHCHMO).



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. Co3znanue ornaBieHus TOKyMEHTa
8. Ilocie TpeThero mMuchMa MOMECTUTE 3aKNIanKy (BKianka BcraBka/ manens CBsizw/ KHONKa 3a-

A 3aknagka
KJ1aaKa ) ¢ umenem Ilucemo 3 (puc 4). [Ipu ycraHOBKe 3aKJIa Ky MPOCIEIUTE 3a MOJI0MKe-

HUEM Kypcopa Ha CTpaHMIIe, TaK KaK 1103Ke OyJeT Mpou3BeIeH BO3BpAT B MECTO 3aKJIaJIKU U3 APYyroi ya-
CTH JIOKYMEHTA.

MMA zaKnaskH: MonoskeHHe

AobaemTs (%) cHockm: BHHZY CTRaHMUE! i
__iaMeHMTb. 0o
DopMaT
ApYTOR: "Iv CbMO CHMEDN...

Hymepauma: MpoaonsKTe A

Mopaaok: (&)

) nonowenre TPHHEHHTE HEMEHEHHA

D CKPEITEIE ZAKN3AKH OpHMERNTE: KO BCEMY ADKYMEHTY R

I BCTQBMTb l [ DTMEHA ]
Puc. 4. YcTaHoBka 3aK1agKyd B TEKCTE Puc. 5. BcraBka 00BIYHOM CHOCKH
JIOKYMEHTa BHU3Y CTPaHUIbI

9. Ilocnie HaOopa UMEeHU 3aKIa Ky 3apUKCUpyHTe ee KHONKoU J[06aBUTH.

Buaumanue! VM 3aknaaky He JOKHO COAEPKATh MPOOEIIHI.

10. YcranoBuTe Kypcop B KOHIIE 3arojlOBKa IMEPBOro MHUChMa U MOCTaBbTE€ OOBIYHYIO CHOCKY BHH-
3y nokyMmeHTa ¢ TekctoM «lIucemo 1» (Brinaaka Cebuiky/ HakaTHEM B IPAaBOM HMXKHEM YIJTy MTaHEIH UH-

cTpyMeHTOB CHOCKH YTJIOBOTO 3J€MEHTa EJ) (puc. 5).

11. BcTaBbTe B KOHIIE KaXKIOTO MUCbMa CBOU (DAMUITHIO, UMSI U OTUECTBO, MOJIB3YSICh KOMaHIaMHU.
[IpenBapuTenbHO BBITOJTHUTE CAEAYIONINE TEUCTBUSA:

— BKJIaaKka BeraBka/manens nHCTpyMeHTOB CHMBOITBI/KHOTTKa CHUMBOI;

— B BBINAJAIONIEM MEHIO HaXKaTh J[pyrue CHMBOJIBL;

— B IManoroBoM okHe «CHUMBOI» HaXaTh KHOMKY ABTO3aMeHa. .. ;

— B niojie 3ameHuTh Habepute Tpu OykBbl «DUO»;

— YCTaHOBHUTE MapKep — OOBIUHBIN TEKCT;

— B ntosie Ha HaGepuTe moJHOCTHIO CBOKO (haMUJTHIO, UMS U OTYECTBO;

— Haxkmute kHonku Jlo6aButh, OK (puc. 6);

— B KOHIIE€ Ka)X/IOTO NMHChMa BBEUTE C KJIaBUaTypbl OykBocoueTtanue « D O».

12. Dtum neiictBueM Bl moaBsizanu kK OykBocoueTanuio «OMO» cBou pamuninio, UMt U OT4e-
CTBO.

13. Ilepeiinute k TpeTbeMy ab3aily ¢ MOMONIBIO 3aKJIAAKH depe3 (Bkiaaka BcraBka/ 3akianka/
[epeiitu/ [Tucemo 3).

14. Bknagka ['maBrasi/manens uactpymenToB llpudre/kaonka Peructp | (puc. 7), nepedop-



MaTHPYHTE TEKCT BTOPOTo ad3aria KaskJ0ro MIchbMa CIEAYIOIINUM 00pazoMm:

— MUCBMO | — «BCE MPOIUCHBIEY;

— IIUCHMO 2 — «BCE CTPOUHBICY;

— MUCHMO 3 — «HAYWHATH C TPOIUCHBIXY;

— IUCHMO 4 — KU3MEHHUTD PETUCTPY;

— IMIHCHMO 5 — «KaK B TIPEUIOKECHUSIX ).

15. CoxpaHuTte CO3MaHHBIN JOKYMEHT ¢ THIOM (aitia Web — cTpaHuIla B Bally Mmanky. 3aKpouTe
JOKYMEHT U BHOBb OTKpOiiTe ero. OOparuTe BHUMaHUE HA TO, YTO JIOKYMEHT OTKPBIBAETCS 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 npeanoxeHHax,
MKE38TE KHOMKH EOZMO%HOCTER SETOaMEHE! |
ECE CTPOYHEIR |
MenpasnATe fge MPonMcHEE BYKER B HAYaNE CNOBa
AenaTe nepesie GyKEEI OPEANOKEHHH NPOMMCHEIMK EBCE MPOMNMCHBIE
AgnaTe nepekie GyKeE! A4EsK TAEBMMIL NPOMMCHEIMK
MHCATE HA3BAHHA AHEA © NPOMMCHOA ByKER! HavuHate C MNponvcHex
WCTPaHATE NOCASACTEHA CNYYSHHOND HakaTHA cAP'S LOCK
W3MEHWTE PETMCTP
[ MenpasnaTe packnaaty KnasHaTyps! —
3AMEHATE MPH BE0AE
Puc. 7. I3menenue
thHo TuToea Hazewaa Cepreseqa perHCTpa H.Iqu)Ta
dyeruna dyHELHA A
HODPLHA SOPOLMA
XOOPWD ®OpOWo
X0TELT %0TETE
uennEsk YENOEEK
HerbT HECTE
BIGCTRO BeicTpO v
ABTOMATHHECKN MCNPEENATE 0pdOrpadHIeCkre DwAbkn

Puc. 6. BBoj yciioBUs aBTO3aMEHBI
JlaGopatopHas padota Ne 3
Co3znanne oprann3anmoHHbIX quarpamMm B MS Word

Llenpb 3aHATHS: U3yYCHUE COBMECTHOI paboThl nprnoxenuit MS Word u SmartArt.

[Tp HEOOXOIUMOCTH MTPOMILTIOCTPUPOBATh OTYETHHIE OTHOIICHHS JJIsi KOMITAHUU WJIM OpTaHU3a-
IIUM MOYKHO CO37aTh PUCYHOK SmartArt, B KOTOPOM INPUMEHSETCS MaKeT OpraHU3alliOHHOM AUarpamMMsl,
Hanpumep OpraHn3zannoHHas auarpamma. OpraHu3alMoHHas JuarpaMMa HCIIONb3YyeTcs Ui Tpaduue-
CKOTO MPEJCTABICHUS YIIPaBIEHUYECKON CTPYKTYphl OpraHU3aIUH.

3ananue 1. Co3gaTh TEKCTOBBIM JOKYMEHT CO BCTaBKOM OpraHM3al[MOHHOM JAMarpaMMsbl o o0pas-

y. LIBet momnst — rosry0oif, iBeT opranarpaMmMbl — skenThiid. CTHIIb PaMOK 110100paTh CaMOCTOSATENBHO.
[Topsinok paGoTHI.

1. Otkpoiite TekcToBBIi penpakTop Microsoft Word.
2. YcTaHOBUTE MapaMeTphl ad3ara: KpacHasi CTpOoKa, HHTepBal — 1,5 (Ha)kaTHeM B TIPaBOM HUXK-

HEM YTy aHeJIu HHCTPpyMeHTOB [lapaMeTphl CTpaHUIIBI YITIOBOTO 3JIEMEHTA EJ/BKna;LKa [Tons).
3. Beaure TeKCTOBYIO YacTh IOKYMEHTA.

I
4. Ha Bknaake BeraBka B rpynne MiumrocTpaniuy HAXKMUTE KHOMKY SmartArt smartart
5. B nosBuBmemcs okHe BriOop pucynka SmartArt Beioepute Mepapxus, mocie 3Toro BeiOepuTe
MakeT OpranuzanroHHas quarpamma, a 3areM Haxmure OK (puc. 1).
6. Y anurte HeHYKHBIE SJIEMEHTHI.
7. J1nst noGaByieHUsI HOBOTO 3JIEMEHTA B OPTaHU3AI[MOHHYIO IUarpaMMy BBITTOJIHUTE:
— YCTaHOBUTE MBILIKY Ha sIYEHKY, K KOTOPOH BBl XOTUTE 100aBUTh HOBYIO STUEHKY;
— B KOHTEKCTHBIX HMHCTpyMeHTax Paborta ¢ pucynkamu SmartArt Ha Bkianke KoHCTpykTop B

rpynme Co3nath pucyHok Haxxmute Jlo6aButh ¢urypy. B Beimanmaromem MeHro BeiOepute J[06aBUTH mMo-
MOIIIHHKA.

8. AHaJOTUYHO 100aBbTE CICAYIOMINUNA FJIEMEHT.



9. Jlns BBOAA TEKCTa BHITIOTHUTE OHO U3 CICTYIOIIUX JICHCTBUM:

— [llenkauTe BHYTpU (DUTYPHI B pUCYHKE SmartArt ¥ BBEIUTE TEKCT.

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

10. Pucynok SmartArt HacTpolTe myTeM M3MEHEHHsI pa3MepoB (GUTYp, T0OABICHHEM 3aTUBKH,
KOHTYypa (uryp, cTuiasi paMoK (KOHTEKCTHbIE MHCTpyMeHTHl Pabora ¢ pucyHkamu SmartArt BKIaaka
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. BeiObop makeTa opraHu3aliMOHHON JHa- Puc. 2. O0macts TekcTa

IpaMMBI

OO6pa3err 3a1aHus.

VYnpasnenue ¢puHaHcaMu HUPMBI

B ynpaBnenun GpuHAHCOBOW A€ATEILHOCTh MPEANPUATUS BAKHYIO POJIb UTPAIOT (PUHAHCOBBIE Me-
HE/DKEPBl. DTO BBICOKOKBATM()UIIMPOBAHHEIC CIICIIHATIUCTHI, 00IaIal0NIUe 3HAHUSIMU B 00JacTH QpuHaH-
COB M OyXTaJITepCKOro y4eTa, KpeAuTa U JCHEKHOTo oOpalleHusi, IeHoo0pa3oBaHusl, HAJIOTOBOTO 3aKO-
HOJIaTeIhCTBA U TEXHUKN 0AHKOBCKOW M OMPIKEBOM JCSITEITLHOCTH.

OUHAHCOBOMY MEHEKEPY MOAYMHEHBI J1Ba (PYHKIIMOHATIBHBIX MEHEIKEepa — KOHTPOJIep U Ka3Ha-
yeil. UeTkoro pasrpanuueHusi B paboTe KOHTpOJIepa U Ka3Havesl He CYIIECTBYET, UX JOJKHOCTHBIE 00sI-
3aHHOCTHU B Pa3HbIX KOMIAHUSAX Pa3MYarOTCi B 3aBUCUMOCTU OT MOJUTHUK, IPOBOJUMON UM, U MEPCO-
HaJbHBIX KA4eCTB.

[Ipe3unent
(I'maBHBIH yIpaBIIsSIONIHiA)

Bune-npesunent
10 IPOU3BOJICTBY

Bune-npesunent
o (huHaHCAM

Bune-npesuneHt
110 MAPKETUHTY

Kontponep | | Kasnaueit

3ananue 2. Co3aarhk oprauarpaMmmy o oopasiy.



@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
MeHnenskep 10 Hajoram Menemxep 1o kpeauram
Menemxkep 1o yueTy npou3Bo/- MeHnexep 110 KOHTPOJIIO U pe-
CTBEHHBIX U3JIEPIKEK TYJIUPOBAHUIO JIEHEKHBIX OIepa-
bEN% 070

Menemkep o KOMITBIOTEPHBIM
pacueram Menempkep 1Mo GHMHAHCOBOMY

TIaHUPOBAHUIO

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

BJIOXKCHHUAM

MeHemkep 1Mo NPUBICYEHHIO
(DMHAHCOBBIX PECypCcOB

MeHemKep 110 HHBECTUIIHAM

Tema 2. TexHonorun 00pabOTKN UHPOPMALINH, PEIICHHE 33a]a49 B DJICKTPOHHBIX TaOIHIIaX.
JlaGopatopHas padora Ne 1
BBoj 1 peqakTHpoBaHUE TaHHBIX B TabauuHOM Mporieccope MS Excel
Llenb paboOThI: HAYYHUTHCS CO3/1aBaTh MPOCTeiiire TadauIBl B TaOIHuHOM nporeccope MS Excel.
[Topsimok paboTHI.
1. Beenute naHHbIe CAEIYIOMEH TaOIUIIBL.
A

B G
1 |®aMHAMA BRNagumKa |Cymma exnaga, S CLUA Jona ot obwero Bknaga, %
2 Abpamos 10520,28
3 |Muxainoea 5830,56
4 lopenos 25690,39
5
6
7
8

Merpos 50880,95
ABenaH 19830,41
Jlykawwk 14520,18
Mrtoro:

2. IlogOepute muprHy CTOIOOB TaK, 9YTOOBI OBUTA BUIHBI BCE HAIITUCH.
3. BcraBbTe HOBBI cTonOer niepes cronbiom A. B sueiiky Al BBeaute TekcT Ne n/n, mpoHyMe-
py#Te stueiiku A2:A7, UCTIONB3Ys aBTO3aII0JTHEHHUE.
A B

C D

Non/n ®amunna srnagumnka [Cymma srnaga, S CLUA |flons o obwero erknaga, %
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
]
4
5
6
7
8

4. BctaBbTe CTPOKY 1Jisl Ha3BaHUs TaOnuIel. B sueiiky Al BBeauTe Ha3zBaHue TaOMUIbl MHOUSU-
OyaibHble BKIAObI KOMMEPUECKo20 OaHKa.



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 Tabauiy moa umeHem baux.XIS.

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

L{enb pabOTHI: HAYYHTHCSA CO3aBaTh MpocTeire GopMyiisl B TabarmuHoM mporeccope MS Excel.

[Topsiiox paboTHI.

1. Otkpoiite daiin bank.XIs.

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

3. B sueiiky D3 BBeaute popmyny g HaxXOXKISHHS JOJM OT OOIIETo BKIAa, UCIOJIb3Yys abco-

JIOTHYIO CCBUIKY Ha stueiiky C9: =C3/$C$9*100.
4. CxkonmpyiTte naHHyro ¢popmyny ans rpynn sueek 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 TabaruHOM mporeccope MS Excel

Llenb paboThl: HaydyUTHCS MPOCTEUIIMM HpuemaMm (OopMaTHUPOBAaHUS TAaOJIUI B TaOJIMYHOM IPO-
rieccope MS Excel.

[Topsiiok paGoTHI.

1. Otkpoiite daiin Bauk.xIs.

2. Ins rpynnsl siueek C3:C9 ycranoBute Pasdenumens moicau u paspsaonocms /lee yughpuol nocie
3anAmot, UCTIOIb3ys KHOIIKHU ™ % £,

3. ns rpynmsl stueex D3:D8 yeranoBute paspsiiHocts Llenoe uucho.

4. Oopemunute gueriku Al:D1.

5. JlobaBbTe JBE CTPOKH TOCIE Ha3BaHUs TaOiuIbl. BBenure B siueliky A2 tekct /lama, B siaeiiky
B2 — ceroansmHioo naty (Hanpumep, 25.10.2003), B sueiiky A3 tekct Bpems, B siueiiky B3 — Tekyiiee
Bpems (Hanpumep, 15:08). Beibepute Gopmar qaTel M BpeMEHH B COOTBETCTBYIOUINX STYEHKAX IO CBOEMY
KEJaHUIO.

6. lna stueex A4:D4 ycranosute [nasuas, Yucno, Bwipasnusanue, Ilepenocumv no cnosam,
MpeBapUTENILHO YMEHBIIINB pa3Mephl NOJIeH U YBEIUYHUB BBICOTY 4-0i CTPOKH.

7. BBITTOTHUTE COPTHPOBKY TI0 BO3PACTAHUIO CYMMBI BKJIAJIa.

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 Qaiirne.
JlabopaTtophnast pabota Ne 4
VYnpasneHue ucramu padodei KHUrH B TabnmaHoM npoueccope MS Excel
Llens paGoOTHI: HAYYUTHCS MPOCTEHIINM IpHEMaM YIPaBJICHUS JHCTaMH pabodyeil KHUTH B Tao-
amgHOM mporieccope MS Excel.
[Topsimok paGoTHL.

Wil o e

o || |wm |-




1. OtkpoiiTe HOBYIO pabOUyIO0 KHUTY.
2. [lepeumenyiiTe nucThl paboueld KHHUTU: 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 Hasoe ¢ npodadic

u yuciosoe 35auenue 0,05.
5. Ilepelinute Ha nuct Pacuem yen.
6. OopmuTe TabNIUITY, 3aITOTHUTE ITYCTHIC TYCHKH.

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
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Wrtoro:

7. BBIMOJIHUTE COPTUPOBKY TOBapa MO BO3PACTAHHUIO.
8. Coxpanute 1oKkyMeHT o umerneM Oguc. XIS.
JlaGopaTtopnas pabota Ne 5
Oyukiuy B TabmuaHoM mporeccope MS Excel

Llenp pabOThI: HAYYUTHCS TMOJIB30BATHCS MPOCTEUIIUMU (YHKIUSMU 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 1Ty, UCIOJIB3Ys MacTep GyHkuuii (kareropust pyakumu Jama
u 8pems).

4. Yucna BBOJUTE B STMEUKH TPETHEH CTPOKH.

5. 3anonHute sueriku L5:1.14 coorBeTcTBYommMMH hopMynamu.

6. OTdopmaTupyiite TabIHIly MO 0Opasiry.

A[(B|CD|E|F |GH[I|J|[KIL|M
25.10.2003

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

ofliee KOAMYECTBO YMCEN

KOMMYECTBO NONOMHUTENBHBIX YHCEN

KOMMYECTBO OTPHUATENBHBIX YMCEN

@0 W=

KONWYECTBO HyNeH
MaKMMansHOe 3HaYeHne

w

10 MUHMMaNsHOE 3HaYeHWe
11 cpegHee 3HayeHue
12 cymma Bcex yucen
13 cymMMma NoAOMHTENBHBIX UMcen
14 cymma oTpyuaTebHbIX Yyucen

7. Jlucm nepeumenyiite B Yucna, ocTalbHbIE JIUCTHI YIAATUTE.
8. PesynbTar coxpanute noj umeneM Yucua.xls.
JlaGopatopHas pabota Ne 6
[TocTpoenue auarpamm u rpadukoB B TabimuaaoM nporeccope MS Excel

Llenb paGoOTHL: HAYYUTHCS CTPOUTH MPOCTEUIINE AUArPaMMBbl U IpadUKH B TaOJIMYHOM IMpolieccope
MS Excel.

[Topsiiok paGoTHI.

1. Otkpoiite nokymeHT bauk.xIs.

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

3. Ha mucre /[uaepamma TOCTpONTE KPYroByl JHArpaMMy IO JaHHBIM CTOJIONOB @amuiust
sxaaouuxa, [lons obweeo sxaaoa.

4. BeIpexxbTe KyCOUKM U3 AUarpammsl, 175 3TOTO:

— BBIACTUTE 00JIaCTh TUarpaMMbl;

— IIETKHUTE BHYTPH JIIOOOTO CEKTOPa;

— YAEp>KHBasi HA)KaTOM JIEBYIO KHOIIKY MBIIIH, IEPETAIINUTE CEKTOP B CTOPOHY Ha | cM.

5. [Togbepure mogxonamuii pa3mep mpudTa MOAMUCEH JaHHBIX, BET MpUQTa YCTAHOBUTE COOT-
BETCTBEHHO LIBETY Ka)XKJ10I'0 CEKTOpA.




6. [l Ha3Banus quarpammel ycranoBure mpudT Courier New, 12 nt, cuHMii 1BET.
7. IlepeMecTuTe JIEreH 1y B PaBbIii HUYKHUIM YrOJl OKHA JUarpamMmbl.

Jons or obmerc BrIaga, %

Ra

W Muxaiinosa
W Abpamoe
W lyrawms

W ABensH

W ropenos

8. CoxpaHuTe U3MEHEHHS B IOKYMEHTE.

9. Otkpoiite fokymeHT Oghuc.XISs.

10. BcTaBbTe HOBBII JIUCT, IEPEUMEHYITE €T0 B Juacpamma.

11. ITo nanubIM cTonOLOB Haumenosanue mosapa u Cymma nocTpoiuTe TUCTOrPAMMY.

12. YkaxkuTe HaJ KaXKIBIM CTOJOIOM YHCIIOBBIC 3HAYCHUs, MOJOOpaB HEOOXOIUMBIA pazMep
mpudra.

13. Cnenaiite 3aMMBKY paMKH HEBUIAUMOM.

14. OcrasnbHble 371€MEHTHI 1uarpaMMbl OTPOPMATUPYITE 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 IOKYMEHTE.

16. OTkpoiiTe HOBYIO pabOYyIO KHUTY.

17. Toctpoiite rpaduk GyHKuuu Y =Sin X Ha orpeske [-5; 5] ¢ marom 0,5. Wcmomp3yiite THI
nuarpaMmsl 1oueunas.

A B

% y
-5| 0,958924
-4,5| 0,97753
-4| 0,756802
-3,5] 0,350783
-3| -0,14112
-2,5| -0,59847
-2| -0,9093

“L5| -0,99749 paduK yHKLMHK y = sin X
ey PaduK GyHKUNK y

-0,5| -0,47943
0| 0|

0,5] 0,473425, :

1] 0,8a1471 '_\ /\

1,5[ 0,997495 \ - \

2| 0,309297 ‘ ‘ ‘ R i i L —y
2,5] 0,592472 5 4 \ E} 2 \4 6

3| 0,412

3,5| -0,35078 \/ \._
20 1

4| -0,7568|
21 4,5 -0,97753
22 5| -0,95892]

18. CoxpaHute TOKyMEHT 1o uMeHeM I paghux.XIs.
JlaGopatopHas pabota Ne 7
Jlornueckue QyHKIMK B TabauaHoM mporieccope MS Excel
Lenp paGoThl: HAYYUTHCS TOIB30BATHCSA MPOCTEHIIUMU JTOTUIECKUMH (PYHKIMSIMA B TaOJTMYHOM
nporeccope MS Excel.
[opsimok paboThI.
1. OTkpoiiTe HOBYIO pabOUyIO KHUTY.
2. 3aroHATe TAOIUIy U 0T(OpMATHPYHTE ee 1o 00pasiry.
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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

3. 3anonmHUTE (POPMYIIaMU IIyCThIe STYEHKU. AOGUTYPUEHT 3a4KCIICH B UHCTUTYT, €CJIH CyMMa Oaii-
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JIOB OOJIBbIIIE HJIH paBHA IIPOXOJHOMY 6am1y M OLICHKA II0 MaT€MaTHUKE 5 mim 4, B IIPOTHUBHOM CJIy4dac —

HCT.

4. BBIOIHUTE COPTUPOBKY MO YOBIBAHHIO 001N CyMMBI OalJIOB.

5. Coxpanute 1OKyMeHT moj umeneM Cmyodenm.XIs.

6. OTKpoliTe HOBYIO pa00OYyIO0 KHUTY.

7. IlocTpoiite TabNUIly MICTHHHOCTH JIJIs IorHueckoi onepamuu NJIN.
8. BeimonauTe hopMaTupoBaHUE TAOJIUIIBI.

A B e D
TabAMua UCTMHHOCTH onepauuk MK
A B F

1
2
3
4
5
6

[l L=l E=2 (=]
Hlol-|o

9. CoxpanuTte pe3ynbTar moja umenem Jloeuxa. xls.
JlaGopaTopHas padora Ne 8
Pab6ora co criuckamu B TabmuaHoM mporieccope MS Excel. ABromaru3anus BBo/a JaHHBIX
Llenb paboTHI: HAYYUTHCS MOJIL30BATHCS ABTO3AMOJHEHUEM BBOJIA JJAHHBIX B TAOJUYHOM MPOIIEC-

cope MS Excel.

[Topsiiok paGoTHI.
1. OTkpoiiTe HOBYIO pabOUyIO KHUTY.
2. 3anonHuTe TaONUIly JaHHBIMH, JJIs1 Ha3BaHUs MECALEB UCTIONb3YiiTe A6mo3anonnenue.

A B 5 D E F G H
Jloxop, or npoga 3a | nonyroaue (8 gonnapax CLIA)
CTaTeA jOX0Aa | AHBapb |{espans| mapt | anpens |  maii WIOHb _ |B CpEfiHEM
Komnetoteps! 40000 36000 44000 42350 27500 39800
Ayauocuctemsl 95780 86932 91653 95780 88440 85700
Buaeocucremol 77894 84560 80080 81200 80150 91400
QprTexHuka 34600 42567 40870 39845 40500 43800

3. Nob6aswTe cronber Beezo.

4. 3anoTHUTE MyCThIE STYEHKH.

5. BeimomHUTE COPTUPOBKY B CTOJIOIE B cpednem 1o yOBIBaHHUIO.

6. Opopmure Tabnuy.

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

8. Ckpotite cronben H.

9. [Tokaxwure cronbder; H.

10. To6aBbTe KOJOHTUTYJBI (B BEPXHUN MOMECTHTE Bally (paMUIIMIO U MMS, B HWXKHUM — TEKy-

o v s W N e

uryto naty u Bpems). [locMoTpute momyyeHHbINH pe3ysbTar.

11. TTocTpoiiTe KPyroByro aAuarpamMmy, MOKa3bIBAIOLIYIO OO KaXKAOH CTaTbU J10X0Ja MO UTOTaM

| monyroaus. Ilomectute nuarpaMmy Ha COOTBETCTBYIOILIEM JIHCTE.

12. Coxpanute pe3ynbTathl o uMeHeM Maeaszun.XIS.
JlaGopaTtopHnas pabota Ne 9
Pabota co ciuckamu B TabmmuHOM nporeccope MS Excel. @unprpanus qaHHBIX
[{enb pabOThI: HAYUUTHCS BBIIOIHATH (QUIIBTPAIMIO JaHHBIX B TabnnyHOM mponeccope MS Excel.
[Topsiiok paboTHI.
1. OtkpoiiTe HOBYIO pabOUyIO KHUTY.
2. 3anonHATE TAOIUILY.



A B & D E F

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. 3anomHUTE MyCThIe sUEHKU ¢ yueToM (popMaTta JaHHBIX (Ha HEKOTOPBIE MPOAYKTHI CIIEIHATIBLHO
YKa)XKHUTE MPOCPOUYECHHYIO JIaTy pean3alun).

4. llepeumenyiite Jlucml B Cknao, Jlucm2 B Copmuposexa, Jlucm3 B [louck.

5. BeimonauTe hopmMarupoBaHre TaOIHIIBI 110 00pasiry.

6. Otrcoprupyiite 3anucu B nopsake yobBanus Cpoka peanuzayuu. CKONUPYHTE pe3yabTaT Ha
nmuct Copmuposka.

7. OtcopTupyiiTe naHHbIe MO ABYM Kirodam: [Ipodykmei (10 Bo3pacTtaHuto), [lena (1o yObiBa-
Huto). Ckonupyiite pe3ynbrat Ha 1uct Copmuposka.

8. Haiinmute Bce MPOAYKTHI C MCTEKIIMM CPOKOM peanm3anuu. CKOmUpYyHTe pe3yabTaT Ha JIUCT
THouck.

9. Haiinute BCe MPOAYKTHI, sl KOTOPBIX 00mias cymma He MeHbiie 300 py0. u He Gombie 1000
py6. Cxonupyiite pe3ynbraT Ha JUCT [louck.

10) HaiinuTe BCe MpOMyKThI, KOJMYECTBO KOTOPBIX OoJibiie 300, a CpOK peanu3alyu eiie He Hc-
Tek. CxonupyiTte pe3yibTaT Ha JIUCT [louck.

11) llpuaymaiite CBOM KpUTEPHHU TIOMCKA. 3aMUIIMTE 3TH YCIOBHUS U CKOIHUPYITE pe3ylbTaT HOuC-
Ka Ha JaucT [louck.

12) Ha Bcex amcTax B BEPXHEM KOJOHTUTYJIC YKXKHUTE CBOIO ()aMHJIMIO U JIATy BBITIOJIHEHHS pa-
00TbI, B HUKHEM — Ha3BaHUsI JICTOB.

13) Coxpanute q0KyMeHT o1 uMeHeM Ckiuao.XIs.

Tema 3. IHpopMalmoHHBIE TEXHOJIOTHH MTPE3EHTALIMOHHON TpaduKH.

JlaGopartopnast pabota Ne 1
OcHoBbI paboTs! B mporpamme MS PowerPoint

Llens paOGoOTHI: OBIAETh HABBIKAMH CO3JaHUS MYJIbTHMEINA Tpe3eHTanuii B mporpamme MS Pow-
erPoint.

[Topsinok paGoTHI.

1. IIpu 3amycke nporpamma MS PowerPoint oTkpsiBaeTcst B pexxuMe, Ha3bIBAEMOM OOBIYHBIM pe-
KUMOM, KOTOPBIN MTO3BOJIIET CO3/1aBaTh Ciaiibl U paboTaTh C HUMH.
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1]

3aro/I0BOK cnamnaa

Mop3aronoBok cnanaa

‘ 3aMeTKU K cnaimy

Puc. 1. PexxuM co3manus ciaiiioB

2. B obnactu Craiio MO>XHO pab0TaTh HEMOCPEACTBEHHO C OT/ICJIbHBIMU CllaiiiaMu.

[TyHKTHpHBIE IMHUH TTOKA3bIBAIOT MECTO3AIOIHUTENN, B KOTOPHIE MOKHO BBECTH TEKCT MJIM BCTa-
BUTb U300paXXeHUs1, TUarpaMMbl U Ipyrue OObEKTHI.

3. Brimagka Cratiobt cOTepKUT 3CKU3BI BCEX MOJIHOPA3MEPHBIX CIIAHI0B, OTOOpaKaeMBbIX B 00JIa-
ctu Crauo. Ilocne no6aBineHUs IpYrux CIailoB JUIs MOSIBIEHUS HYXKHOTO ciaiiia B obmactu Craiuio
MOHO IIETKHYTh COOTBETCTBYIOIINN 3CKU3 Ha BKIIaKe Cratiovi. MOXKHO TakXe MepeTacKUuBaTh ICKU3HI,
4TOOBI U3MEHUTH TOPSIOK ClIaiiioB B mpe3eHTanuu. Kpome Toro, Bkiaaka Craiids: NO3BOJSET J0OABISATh
Y yAQIATh CIIaiIbl.

4. Obnactb 3amemku MO3BOJSIET BBECTU 3aMETKU O TEKyIIEeM ciaiijie. MOXXHO pa3iaTh 3aMEeTKH
ayJAUTOPUH HITM 00paIaThCsl K HUIM BO BpeMs MTOKa3a MPEe3eHTANHN B PEKUME JTOKIIQTIUKA.

[Tocne oTkpbITHS M1a0I0HA HOBOM MpE3eHTAllMl 0TOOPakaeTcsl TOJIbKO HeOOoIbIIas yacTh 0071acTH
3amemku, KOTOPYIO MOKHO YBEITHUYHTD.

5. Cnaiiz, KOTOpPBIM aBTOMAaTUYECKU MOSBIISIETCS B IPE3EHTALIMH, COACPXKUT JBa MECTO3AIOIHUTE-
JI51, OIMH U3 KOTOPBIX OT(pOpMaTHPOBaH IS 3arojioBKa, a BTOPOW — IS TO3aroyioBka. [lopsiok mporo-
TUIIOB Ha cjaije Ha3biBaeTcs MakeToM. B mporpamme MS PowerPoint Takke mpeaycMOTpeHsl Ipyrue
THUIIBI MECTO3AIIOJIHUTEIIEH, HAIIPUMEP MECTO3AMOIHUTENH A1 H300pakKeHU U pUCYHKOB SmartArt.

6. UToOBI OJTHOBPEMEHHO C J100aBJICHUEM ClIaiiia B MPE3EHTALMIO BEIOpaTh MakeT HOBOT'O ciaiija,
MO>KHO BBIIIOJIHUTH CJIEAYIOIINE AeHCTBUS:

— Ha BkJajke Cratiovl METKHUTE HETIOCPEACTBEHHO M0/1 €TUHCTBEHHBIM COJIEPIKAIIMMCS Ha 3TOU
BKJIAJIKE CIIAHJIOM;

— B rpynne Cratiovl BKIaIKu [ 1asHas MEIKHUTE CTPENKY psiioM ¢ kHonkou Cozdams cratlo,

e Maker +
e
Puc. 2. KHonku co3nanus ciaiia u BBIOOpa MakeTa

— TIOSIBUTCSl KOJUIEKIIMSA, B KOTOPOH OTOOpa)xaroTcs 3CKU3bl pa3IMYHBIX JOCTYIHBIX MAaKeTOB

CIIaiiIOB;
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Puc. 3. TeMbl MakeTOB

— HOBBIU CITaliJ MOSABIIsAETCS U Ha BKiIajke Cnatiovl, Te OH BbIAETSETCS KaK TeKYIIUN, U B 001acTu
Chaiio;

7. UToObI U3MEHUTHh MAKET CYIIECTBYIOIIETO claiifa, BEIMOIHSIIOTCS CIEAYIOIINE JeHCTBUS:

— Ha BKiIasike Crauiovbl METKHUTE ClIai]l, K KOTOPOMY HY>KHO IPUMEHUTh HOBBIM MaKeT;

— B rpynne Cratiov: BkIaaku [ nasnas MENKHUTE d1eMeHT Makem, a 3aTeM BbIOCPHUTE HYKHBIN
HOBBIM MaKeT.

8. Ecniu Hy)XHO co37aTh /Ba cliaiifla, aHAJIOTUYHBIX MO COJEP>KAHUIO M MAKETy, MOXKHO CIKOHO-
MUTh YCHIIUS, CO3/IaBast OJMH CIIai ¢ pOopMaTHPOBAHUEM H COACPKAHUEM, OOIIUMU I 000UX CIIAHI0B,
a 3aTe€M CO3JaTh KOIIHIO 3TOI0 Claiaa u J00aBUTh Ha KaXKIbIA U3 3THX CJIAHI0B OKOHYATEJIbHEIEC NHIUBHU-
JyalibHbIE JICTAJIN:

— Ha Bkiagke Cratiobl METKHUTE KOMUPYEMBIN Cai1l MpaBoil KHOMKOW MBIIIIHM, a 3aTeM BBIOEpUTE
koMmaHny Konupoeams B KOHTEKCTHOM MEHIO;

— HaxoJsch Ha BkIaake Craiiosl, MENKHATE MPABON KHOMKOW MBI MECTO, B KOTOPOM HYKHO
100aBUTH HOBYIO KOTIMIO CJaiiia, U BIOEPUTE B KOHTEKCTHOM MEHIO KOMaHIy Bcmasums.

MO0>XHO Tak)ke BCTaBUTh KOIUIO CJIaii/la U3 OJHOU MPE3EHTALMH B APYTYIO PE3EHTALIHIO.

9. UToOBI M3MEHHUTH TIOPSIOK CIaiI0B Ha BKIanke Craiiobl HY)KHO BBIOPATh CIaii]l, HEOOXOIMMBII
JUTSl IEPEMEILIEHHUS, a 3aTEM MEePETALUIUTh €ro B HOBOE MECTO.

10. YtoOBI BBIICIUTh HECKOJBKO CJIAWIOB, HY)KHO WICTKHYTH CIIAi/l, KOTOPHIM HYXHO TepeMe-
CTHTb, a 3aT€M HaXkaTb U ynepkuBarh kiaBuiry CTRL, olHOBpeMEHHO IIENKas MO O4Yepean OCTalbHbIE
CJIAi/IbI, KOTOPBIE HYXKHO MEPEMECTUTb.

11. [ins ynanenus crnaiia Ha Bkiagke Craiiosl HY>)KHO IIENKHYTh MPaBOil KHOMKON MBIIIN CIAI,
KOTOPBI HEOOXOIMMO YAAlIUTh, a 3aT€M BHIOpAaTh B KOHTEKCTHOM MEHIO KoMaHay Yoarums cratio.

12. CampiM 00O1IUM conmepikaHueM crnaiioB B mpeseHtanuu MS PowerPoint siBnsieTcst TekCT — B
3aroJIOBKax, Ha3BaHMUSIX U MAPKUPOBAHHBIX CITHCKaX.

UYro0Obl 100aBUTH TEKCT HA JIFO0O0H Claii/l, Hy)KHO IIEIKHYTh MECTO3AMOIHUTENh, B KOTOPHIN HYX-
HO JT00aBUTH TEKCT, a 3aTE€M BBECTU WUJIU BCTABUTH HY)KHBIN TEKCT.

13. CymiecTByeT MHOXECTBO CIIOCOOOB M3MEHUTh BHEITHUH BHJ TEKCTa Ha Claiifie, OT OCHOBHBIX
KHOTIOK BKJIaIKu [1aeuas, TpeaHa3HAYEHHBIX i (GOPMATHPOBAHMS XapaKTEPHUCTHK IpudTa, CTHII,
pa3Mepa, 1BeTa U ab3ama, 10 JOTOTHUTEIBHBIX NMapaMeTPOB, TAKUX KaK aHUMAIUS WIH TIpeoOpa3oBaHUE
B pucyHku SmartArt.

14. Cnunikom 607bIIIOE KOJIMYECTBO TEKCTA JIeNaeT claii 3ayTaHHbIM ¥ HETIOHATHBIM JIJIST Ay IH-
Topuu. Pemenrem 3Toi poOIeMBI SBIISIFOTCS 3aMETKH JOKJIaT4MKa, KOTOPhIe MOKHO BBECTH B 00JaCTH
3aMeTKu Ui KaKAO0ro claiija. 3aMeTKH JOKIAJIYMKa TOMOTAT B MPOIECcCe MPEe3eHTAluu H30aBUTH
9KpaH OT M30BITOYHOTO COJEP)KaHMS, OJHOBPEMEHHO TMO3BOJISS OTCICKHBATH BCE JaHHBIC, HY)KHBIE BO
BpeMs MpE3eHTAIUH.

3aMeTKH JOKJIaIuyuKa MOXKHO HamedaraTh W 3arisibIBaTh B HUX BO BpeMsl mpe3eHTtanuu. JInbo,
ecnu npezeHTanus MS PowerPoint 3amyckaercst ¢ 0AHOT0O MOHUTOpA (HampuMep, Ha TpUOYHE), a ayJJUTO-
pHs BUANUT €€ Ha IPYrOM MOHHUTOpPE, TO IS BBIBOJIA 3aMETOK BO BPEMsI MIPE3CHTAIIMH TOJIBLKO HA MOHUTOP



JOKJIQTYMKa MOYKHO HCIIOJIh30BATh PEXKUM JTOKJIATUHKA.

15. MS PowerPoint ipegocTaBiseT MHOKECTBO TE€M, YIPOIas U3MEHEHHE OOIIero BUAA MPe3eH-
taruu. Tema mpezcraBiseT co00i HAOOP AIEMEHTOB OPOPMIICHHS, MPUAAIOIINNA OCOOBIH, eTuHO00pa3-
HBI BHEUIHHW BHI BceM JTokyMeHTam Office, HCmonb3yss KOHKPETHBIE COYETaHUs [BETOB, MIPU(TOB U
3¢ dekToB.

MS PowerPoint aBToMaTu4ecky IpUMEHSIET K MPE3ECHTALNIM, CO3JaHHBIM C IIOMOIIBIO maliIoHa
HOBOI mpe3eHTanuu, remy Office, HO BHEITHUI BUJ MPE3EHTAIIMH MOKHO JIETKO H3MEHUTH B JIF0O0H MoO-
MEHT, IPUMEHHB JIPYTYIO TEMY.

Moa Npe3EHTALHA
*Tema 1 *Tema 1
*Tema 2 *Tema 2
*Tema 3 ~Tema 3
*Tema 4 *Tema 4

Puc. 5. [Ipumep BbIOOpa TEMBI
16. B rpynmne Tems: BKIAIKH Ju3atin HY)KHO HICTKHYTh HYXKHYIO TEMY IOKyMEHTA.
17. YtoObl yBUIETh ICKU3BI IOTIOJIHUTEIBHBIX TEM, HYXKHO HICITKHYTh CTPEJIKH PSIIOM CO CTPOKOU
JCKHU30B.
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Puc. 6. Temsr oopmiteHus cnaiina

18. MS PowerPoint no3Bossier 100aBIsATh MHOXKECTBO BUIOB ayIuO U BUACOJAHHBIX, BKIIIOUas
TaOMUIBl, pUCYHKH SMartArt, knmmbl, GUTYphl, AMAarpaMMbl, MY3bIKY, (HIbMBI, 3BYKH W aHUMAIIHH.
MoxHO Takke 100aBUTh T'MIIEPCCHUIKH, YTOOBI MOBBICUTh TMOKOCTH MEPEMEIEHUs M0 Mpe3eHTaluu U
BHE €€, a TAaKXKe MMPHUBIICKAIOIIHE TJ1a3 TIePEX0Ibl MKy CIIaiJaMH.

19. Yro0bI 10OABUTEL KIIUII:

— YKQ)XUTE MPOTOTHI, B KOTOPBII HEOOX0MMMO 100aBUTH KIHIL. Ecim mpoToTHI HE BBICICH HITH
€CITU BBIIEIICH ITPOTOTHUII, B KOTOPBII HENb3s1 BCTABUTh U300paXKeHNE, KIIUI BCTABISETCS B LIGHTp ciai/a;

— Ha BKJIaJKe Bcmaska B rpynne HUnnocmpayuu Haxxmute KHOnKy Kraun. B obnactu 3agau Knun
BbIOMpAeTCst HyKHBIN KiuM. Kiaum MoKHO nepeMecTuTh, U3SMEHUTH pa3Mep, MOBEPHYTh, 100aBUTh TEKCT U
BBITIOJIHUTH HHBIE U3MEHECHHSI.

20. Pucynok SmartArt — sto Bu3yajabHOE MpeJCTaBICHHE CBEIEHUI, KOTOPOE MOYKHO MOJIHOCTHIO
HacTpouTh. [IpeoOpa3oBanne TekcTa B pucyHOK SmartArt — 3To OBICTPBII CrIOcOO TTPeoOpa3oBaTh Cylile-
CTBYIOIIME CIIal/Ibl B TPO(hecCHOHAbHO 0(OopMIIEHHBIE WILTIOCTpaiyi. Hanpumep, MOXKHO OJTHUM LY~
KOM TIPEBPATUTh CIIAl]] IIOBECTKH JTHS B pUCYHOK SmartArt.
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Puc. 7. Ilpumep npeoOpa3oBaHms TEKCTa Claiia B pucyHok SmartArt
21. YtoOsl mpeoOpa3oBaTh CYIIECTBYIOUINHI TEKCT B pUCYHOK SmartArt:
— IIEJIKHATE MECTO3AIOIHUTEIb, COACPIKAIINN TEKCT, KOTOPBIH HY)KHO IpeoOpa30BaTh;



— B Tpymme Ab3ay BKIAAKY I 1aénas HAXMUTE KHOTIKY [Ipeobpazosams 6 pucynox SmartArt,

— YTOOBI YBUJETH, KaKk Oy/IeT BBITTIAAETh PUCYHOK SMartArt ¢ Hy>kKHbBIM TEKCTOM, HaBEAUTE B KOJI-
JIEKIMH yKa3aTellb Ha 3CKU3 3TOT0 pucyHKa SmartArt. Kosmmekius cogepkut MakeTsl pucyHkoB SmartArt,
KOTOpBIE JIy4Ille BCEro MOAXOIAT AJI1 MApKHUPOBAHHBIX CIUCKOB. JlJig mpocMoTpa nmojaHoro Habopa mMake-
TOB HAKMUTE KHOMKY /{pyaue pucynku SmartArt.

22. Hailijns Hy>KHBIH pUCYHOK SMartArt, menkHuTe ero, 4To0bl MPUMEHUTh K CBOEMY TEKCTY.

23. Teneps pucyHok SmartArt Mo>KHO MepeMecTHTh, U3MEHHUTD €r0 pa3Mep, MOBEPHYTh, JOOABUTH
K HEMY TEKCT, IPUMEHUTh K HEMY JPYTOi SKCIPECC-CTUIIb U BBITIOJHUTH UHBIE H3MEHEHHS.

24. Xotsa pucyHok SmartArt merye Bcero cosnaTh Ui CYHIECTBYIOIIETO TEKCTa, MOXKHO IMONTH
JIPYTUM IyTE€M U CHayaja BCTaBUTh HY)KHBII pucyHok SmartArt, a 3atem 100aBUTh K HEMY TEKCT:

— HIETKHUTE MECTO3aIO0JIHUTENb, B KOTOPBIM HYXHO 100aBUTHh pucyHok SmartArt. Eciu mecro3a-
MIOJIHUTENb HE BBIJCJICH WM €CIIU BBIJEJICH MECTO3alOIHUTENb, B KOTOPBIA HENlb3s1 BCTAaBUTh U300paxe-
HUE, pUCYHOK SmartArt BcraBnsieTcs B IISHTp crlaiia.

— Ha BKJIaJKke Bcmaeska B rpynne Mnirocmpayuy HAXXMUTE KHOTIKY SMartArt;

— B KpaifHeil JIeBOi 00J1acTU TMajJIoroBOT0 OKHA Buibop pucynka SmartArt ENKHUTE HY>KHBIA TUIT
pucynka SmartArt;

— B LIGHTPAJIBHOM 00J1aCTH HAWIUTE U IIEIKHUTE HYKHBI MakeT, a 3aTeM HaxkMmuTe kHonky OK.

25. CMeHBI caiIoB MpeACTaBIsAoT cO00i aHuMaIMOHHbIE 2P GEKThI, BOSHUKAIOIINE MPHU Mepexo-
JIe OT OJHOTO claiaa k cienyromemy. MS PowerPoint npemocTaBisier MHOKECTBO THIIOB CMEHBI Claii-
JIOB, BKJItOUasi CTaHapTHBIE d(DPEeKThl 3aTyXaHus, pacCTBOPEHUs, OOpe3aHusl U CTHUpaHUs, a Takxke Oonee
HEOOBIYHBIE MTEPEXO/Ibl, HATPUMEP KOJIeCa M IaXMaTHbIE JJOCKU.

B rpynne Ilepexod k smomy cratioy BKIagku Anumayus BbIOEpUTE HY>KHBIM BapUaHT Mepexoa.

AHUMaLMUA Mokas taigos PeueH3IMpOBaHKE Bua PaspaboTuMk GopmaT (7]

<l 3eyx nepexopa: [Heseykal - || Cmewa craiiga

- EJ MpPHUMEHNTE KO BCEM ABTOMaTH4eckn nocne: 00:00
Mepexoa K 3ToMy craiay

Puc. 8. Bkitagka nepexoja ciaiios

26. Jlns mpocMOTpa Npe3eHTallMK Ha SKpaHe KOMIIbIOTepa B TOM BHJIE, B KAKOM OHa OyzeT mnpe-
CTaBJIEHA ayTUTOPUH, BBIIIOJIHUTE CIIEAYIOLINE NEHCTBUS:

— B rpynne Hauamwv nokas cnaiioog Bknanaku [loxas cnaii0oé BBHINOJHUTE OJHO U3 CIEAYIOIIUX
JIEUCTBUIL:

a) JUIs 3aIyCcKa Mpe3eHTallM ¢ epBoro ciaiia Beioupaercs C nauana;

0) 4TOOBI HA4YaTh MOKA3 CO Claia, B HACTOSALINI MOMEHT Haxoaserocs B oonactu Crauo, BeiOe-
pute C mexywezo craiioa.

— 9TOOBI BEPHYTHCS B OOBIYHBIN PEKUM, B TFO00H MOMEHT MOXHO HaXkaTh kiasumry ESC.

27. BaxxHO TpeayCMOTpPETh JOCTaTOYHO BPEMEHH, YTOOBI JIIOOOW JOKIATUMK, UCIOJb3YIOMIMNA
MIPE3CHTAINIO, MOT HaBEPHSIKA YIOXKHUTHCS B rpaduk (BKIIFOYAst IPU HEOOXOAUMOCTH BpPEeMs B KOHIIE TIpe-
3€HTAllMM Ul BOIIPOCOB ayJUTOPHUM) U MPABWIBHO PacHpeiesuTh BpeMs. PekoMeHayercs HacTpauBaTh
rpaduk Mpe3eHTaly B MOMEILEHUH, I71€ OHa OYJeT JEMOHCTPUPOBATHCS, UCIIONIb3Ysl 000pyIOBaHUE, HA
KOTOPOM OHa OyZIeT IeMOHCTPUPOBATHLCS, U MOKa3bIBas €e MO0 KpailHel Mepe 0JJHOMY MJIH JIByM CIyIIaTe-
JM. DTO MO3BOJUT JOKIAIUMKY MO3HAKOMHUTBCS C MECTOM JUJISl TTOKa3a MPEe3eHTAIMN U TOTPEHUPOBATHCS
nepes )KUBOM ayauTopueil — oOpaTHas CBsI3b C ayJUTOpHUEH MOXET OBbITh MOJIE3HA, YTOOBI OINpPENCIUTh
AJIEMEHTHI, KOTOPBIE HY’)KHO HCITPABUTH TIEPE]T PEATbHBIM ITOKA30M.

28. IleyaTh MaTepuasioB Ul BBIJAYM U 3aMETOK JIOKJIAJUMKa MPE3EHTAIMI0O MOXHO HaledaTaTb
100 KaK 3aMeTKH JIOKJIaIuuKa, JM00 MaTepHralbl sl BbIJAUH.

3aMeTKH JI0KJIaJUMKa COoJIepKaT OJIMH ClIaiijl B BEpXHEH yacTu Kax/10i pacriedaTaHHON CTpaHUIIbI,
a Takke cojepxkaHue oOnacTu 3amemku B HWKHEH 4acTH cTpaHULbl. OHM MOTYT MCIOJIB30BaThCS J10-
KJIQIYMKOM BO BpEeMs IpE3eHTAlMM B KauecTBE CIIEHApHUs WM CTPYKTYpbl. OHH Takke MOTyT OBITh
PO3/1aHbl ayAUTOPUH, YTOOBI KaXKJbII CIyLIATEN b IOJIyYU BCE CBEICHMSI, COJEPIKALIMECS B IPE3CHTALIUH.

Marepuansl A7 BbIIaYM COJAEPKAT OJMH, J1Ba, TPH, YETHIPE, MIECTh WM JIEBAThH CIalI0B Ha pac-
Ne4yaTaHHOM CTpaHMIE U IpeAHa3HAYEHbI U CIIy4aeB, KOI/la HEXKENATeIbHO MOKa3bIBaTh ayAUTOPHH CO-
nepxkanue obnactu 3amemxu. (Marepuansl Ui BbIJauu ¢ TpeMs CllaiilaMu Ha CTPAaHUILy COJIEpKaT pac-
YEepUYCHHYIO B JINHEHKY 00J1aCTh, IIe CIyIIATEId MOTYT 3alIUCHIBATH 3aMETKH).



29. Kak u npu pabote ¢ 11000# qpyroi mporpaMMoil, peKOMEHIyeTCsl cpa3y ke MPUCBOUTH UMS
MIpe3eHTAlNH, a 3aTEM BO BpeMs pabOThI YACTO BHIMIOJIHSATh €€ COXpaHEHUE.

Mo>HO BBIOpaTh pazauydHbie (OpMAThl COXPAHAEMBIX (aiiIoB:

— JUIS TIPE3eHTAIMK, KOTopast MOKET ObITh OTKphITa TOIbkOo B MS PowerPoint 2007, 2010 BeiOu-
paercs tun ¢aina [Ipezenmayusi PowerPoint (paciuupenue ¢aitia 00bIYHOM pe3eHTauu Pptx);

— JUIS TIPE3CHTAIIUH, KOTOpast MOXET ObITh OTKphITa 1100 B MS PowerPoint 2007, 2010, mu6o B
Oornee panHux Bepcusix PowerPoint, BeiOupaercs 3nauenue [lpezenmayusi PowerPoint 97-2003. Ecnu
BBIOpaH TOT BapHaHT, HOBbIe GyHKIMH MS PowerPoint ctaHOBATCS HEAOCTYITHBIMU;

— JUIs TIpe3eHTaluH, KOTopasi OyJeT 3amycKaThCsl Cpa3y B peXHMMe IMOKa3a CIaioB, TN (aiina
pu coxpaHeHuu — JJemoncmpayua PowerPoint (paciuupenue pps). g AeMOHCTpaluu Mpe3eHTaluu,
COXpaHEeHHOH B TakoM (hopmare, MS PowerPoint He TpeGyercs;

— Mpe3eHTallMsl, COXpaHEeHHas B BUJIE 111a0JI0Ha, UMeeT paciuupenue Pot, tun ¢aiia npu coxpaHe-
HuM — [llabnon npezenmayuu.

30. O3nakoMuThCs ¢ obnacTsamMu 3kpana. [loouepeqHo BBIBECTH WU yOpaTh € 3KpaHa 00JacTu
Cmpyxkmypa n Crauiovl, nepeitu B Pescum copmuposwuka caaiioog u Ilokaz caatioos.

31. Co3narp npe3entanuio pakynsretos BUIIIIL.

32. Jlns co3maHus MEpBOTO Cliaiia UCIOIb30BaTh Pa3MeTKy ciiaina Tumynvhsiti aucm. TEKCT 3a-
rOJIOBKA PaCHOJIOKUTh B JIBE CTPOKH MO LEHTPY. Y CTAaHOBUTH MIPUDT MOMY>KUPHBIN 32 NT, IBET — CUHUH.

33. BcTaBuTh HOBBIH Claiijl, yCTAHOBUB Pa3METKY 3d201060K, MeKCH U 00beKm.

34. B pexxume COPTUPOBIIMKA CKOTMPOBATh BTOPOH ciaii 8 pas.

35.BBecTH TEKCT Ha ClIaiiibl B TOTOBBIE paMKH WJIM C IOMOIIBIO deMeHTa Haonucw, ipu HE00X0-
JTUMOCTH yJAIUTh HEUCIIONb3YEMbIE PAMKH.

36. [IpocMOTpeTh CO3aHHYIO MPE3EHTALUIO B TPEX pekuMax (0OBIYHOM, COPTHPOBIIHMKA, TTOKA3a
CITAiJIOB).

37. OopmuTts npe3entanuto. Ciaiiapl JOIKHBI IMETh pa3paboTaHHBINA Au3aitH ((POH Wi mabdi10H
obopmiteHus, napamerpsl mpudra), rpadpuueckue o0bekTsl — WOrdArt, aBTOQUTypBI, CTPENIKH, OBAIbI,
KapTHHKH.

38. [lna o0BEKTOB M TekcTa BBIOpaTh 3((EKThl, MOABICHHE aHMMHUPOBAHHOIO o0ObekTa — [lo
wenuxy, C npedvioywum, Ilocre npeodvloyweco, yCTAaHOBUTH BKIIIOUCHHE aHUMAIlMA aBTOMATUYECKH Ue-
pe3 1-2 cexyHpI.

39. YcTraHOBUTH CITOCOO MOKa3a CJIAKIOB YIIPABISEMBINA JTOKIATYAKOM, CMEHY CJIAiJIOB BPYYHYIO.
CriocoObl epexo10B CIIaliI0B JOJKHBI BBITOJIHATHCS [T0-Pa3HOMY, CMEHA CJIaiiIoB — MO HIETUKY.

40. BRIMOJTHATH AEMOHCTPALIMIO MPE3CHTAINH, IPU HEOOXOIUMOCTH OTPEAaKTHPOBAThH CIIANIBI U
WU3MEHUTb HaCTPOUKH.

41. CoxpaHuTh MPE3EHTAIUIO B IBYX (popMaTax:

— BBIOpaTh Npu coxpaHeHuu Tul Qaiina [Ipezenmayus PowerPoint;

— BBIOpaTh Mpu coxpaHeHuu tun aina /Jemoncmpayus PowerPoint.

42. 3axpeith MS PowerPoint. OTKpbITh Nanky ¢ COXpaHEHHBIMH MPE3EHTALUAMHE, 3aIYCTUTh (aii-
JIBI C TIPE3CHTAIUSIME, COXPaHEHHBIMH B PAa3HBIX (popMaTax W MpOaHaIH3UPOBATH PE3YIIbTaT.

JlaGopatopHas pabota Ne 2
JlonomHUTEIbHBIE BO3MOKHOCTH paboThl B MS PowerPoint

Llenb paboOThI: M3YYUTHh BOZMOKHOCTH YCOBEPILIEHCTBOBAaHUS npe3eHTauuii B MS PowerPoint.

[Topsimok paboTHI.

1. Opranu3zanoHHble TUarpaMMbl IPUMEHSIOTCS B MPE3EHTALMH Ul IEMOHCTPALMU HepapXuye-

CKHX CTPYKTYP.
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Puc. 1. Mepapxuueckasi CTpyKTypa ciaiizia

2. Jlnsa nobaBieHus aHUMaIUuU K AUarpaMMe:

— BBIACTUTH JUArPaMMYy;

— B MeHI0 [loka3z cnaiioosé BbIOpaTh MyHKT Hacmpoiika anumayuu,

— B obnactu 3amay Hacmpoiika anumayuu HaXKaTh HAa PACKPBIBAIONIMNA CHHUCOK /{ob6asumsb 3¢h-
¢hexm ¥ BBITIOJIHUTH OJTHO UM HECKOJIBKO CIIEAYIOIIUX eHCTBUI:

a) €ClIM BO BpeMs MOKa3a CIai0B TpeOyeTcs BBECTH TEKCT MIIM OOBEKT B COMPOBOXKACHUU OTpe-
JIEIIEHHOTO BU3yalbHOTO 3(hdekTa, BIOpaTh 3HAYOK Bxo0, a 3aTeM — HYKHBII 3G (DeKT;

0) eciu TpeOyeTcsi T0O0ABUTH ONPEICICHHBIN BU3YAIbHBIN 3)PEKT B TEKCT WM OOBEKT, HAXOIs-
IMecst Ha caMOM cJlaiizie, BRIOpaTh 3HaUOK BwideneHue, a 3aTeM — HY>KHBIH 3D ]exT;

B) eciu TpedyeTcs J00aBUTh ONpeesICHHBIN BU3YaIbHBINA 2(P(EKT B TEKCT UM 00BEKT, KOTOPBIH
BBI3bIBACT CKPBHITHE TEKCTa WJIM O0BEKTA CO Cllaiifia B 3aJlaHHBI MOMEHT, BbIOpaTh 3HAUOK Bsixoo, a 3a-
TEM — HY)XHBIH 3P PeKT;

— TOCJIe TOTO, KaK 3aJjJaHa aHUMaLus JJIs IMarpaMMbl, HIETKHYTh [0 PaCKpbIBAIOIEMYCsl CIIUCKY U
BbIOpaTh KoMaHny [lapamempor s¢pghexmos. Ha Bxnanke Anumayus ouacpammol (Anumayus cxemsl) B
criucke I pynnuposka ouacpammer (I pynnuposxa cxemvl) BoIOpaTh mapamerp. DPQeKTsl MOSBATCS B
CTHMCKE HACTPOEK aHWMAIlUH CBEPXY BHH3 B MOPSAKE WX MpUMeHeHus. Ecnu 100aBUTh B OpraHn3aIlMoH-
HYIO uarpamMmy napameTpsl 3p(exToB, oHn OyayT oToOpaskaThCsl B BUJIE CBEPHYTOT'O CIIUCKA MOJ COOT-
BETCTBYIOIIUM 3P PeKkToM. AHUMUPOBAHHBIE OOBEKTHI OTMEUEHBI Ha CJIaii/Ie C MOMOLIbI0 HENIEYaTaeMOro
HYMEPOBAaHHOI'O T€Ta, COOTBETCTBYIOLIET0 3(pekTy B crricke. Takoil Ter MosABIsAETCA TOIBKO B OOBIYHOM
pPEeXUME OJTHOBPEMEHHO C OTOOpakeHHUEM 00J1acTH 3a7ad HACTPOIKN aHUMAIIHH.

3. Yrpasnsmonas KHOIIKa BJSETCS TOTOBOM KHOMKOMN, KOTOPYIO MOXKHO BCTaBUTh B IIPE3EHTALIMIO
W ONpPENeNUTh JUIS Hee THIEPCCHUIKH. YTIPABISIONINE KHOMKU COAEP)KaT (Uryphl, HAlPUMEP CTPEIKH
BIIPABO U BJIEBO, 4 TAK)K€ MHTYUTHUBHBIE CUMBOJIBI JUIsI TIEpEMELICHHS K CIeIYIOIEeMy, MpeIblIyLleMy,
MIEPBOMY HJIM TIOCJICIIHEMY CJIAi Ty U JIJIsl BOCTIPOM3BEICHUS aHUMAINH U 3ByKOB.

4. Ha Bknagke Bemaexka B rpynne Hiniocmpayuu METKHATE CTPENKY Ha KHOMKE Dueypul, a 3aTeM
HaOXMUTE KHOTIKY /JononnumenbHble napamempeol.

5. B rpynne Ynpasnaowue knonku BpIOEpUTE KHOIIKY, KOTOPYIO TpeOyeTcst 100aBUTh.

6. lllenkHUTE MECTO Ha Cialie U epeTamuTe Tyaa GUrypy A KHOIKH.

7. B nnanoroBoM okHe Hacmpotixa Oeticméus BBINOTHUTE OJJHO U3 CIEAYIOIINX JeHCTBUI:

— JUTS BBIOOpA TIOBEJICHUST YIPABIISIONICH KHOMKHU MPH IIETYKe MBIIIN IepelIuTe Ha BKIanKy /1o
WenuKy Moluiu,

— JI71s1 BBIOOpA TOBEICHUS YIPABIISIONICH KHOTIKY TIPH HaBEJICHUH YKa3aTellsl MBIIIH ITepeIuTe Ha
BKIAJKY 1o HageOenuu yxazamens Mbluiu.

8. UToOB!I BBIOpaATh NIEHCTBHE, BBITOIHAEMOE MPH IIEITYKE MBIIIBIO YIPABISIFOMIEH KHOMKHA WA
IIPU HaBEJIEHUH yKa3aTellsl MBIIIN Ha Hee, BBIMOJIHUTE OJHO U3 CIeIYIOIUX AeHCTBUI:

— €CJI HUYEero He JO0KHO MPOUCXOAUTh, BhIOepUTe KomMaHay Hem,

— YTOOBI CO3/1aTh THIIEPCCHUIKY, BIOEpUTE KOMaHy [ unepccvlika Ha M BbIOEpUTE 00BEKT Ha3Ha-
YEeHMUS;

— 4T0OBI 3alyCTUTh HPUIOKEHHUE, BBHIOEPUTE KOMAHAY 3anyck npuiodceHus, HAXMHUTE KHOIKY
O630p 1 BBIOCPUTE TIPUIIOKEHNE, KOTOPOE TPEOYETCS 3aITyCTUTb.

9. UToObI BCTaBUTH B Claiij] TabnMIly, HY>KHO BBIOpats Becmaska, Tabauya, B KOTOpOH HE0OX01uU-




MO 33/1aTh HE0OXOIUMOE YHCIIO CTPOK M CTOJIOIOB.

10. JIist Toro yToOBI MOMECTUTH B ciaia Tabmuity MS Excel, Hy)kHO BBIIETUTD HUAIIAa30H SYCCK U
cCKomupoBaTh ero B Oydep obMena. 3arem mepeiitu B MS PowerPoint, BRIOpaTh HY)KHBIA CIIali] U BbI-
Opatb Bapuant Oowvexm Jlucm Microsoft Excel.

11. B MS Word npezaraercsi MHOTO pa3HbIX TUIIOB TUAarpaMM U rpa)ukoB, KOTOPhIE MOKHO HC-
MOJIb30BATh IS CO3JIaHUsI OTYETOB W MPE3CHTAMH 00 YPOBHSX CKIIQJICKHUX 3aIlacoB, U3MEHEHHSX Opra-
HU3AIUOHHOW CTPYKTYPBI, CBEJICHUN O MPOJakaX W MHOTHX JAPYTrUX JOKYMEHTOB. JlnarpaMMbl MOJIHO-
cTeto uHTerpupoBanbl ¢ MS Word. Ecnu ycranosiena nmporpamma MS Excel, MmoxxHO co3maBaTh nua-
rpammbl Excel HenocpenctBenHo B Word: 10cTaTodHO HakaTh KHOMKY /[uacpamma Ha JIeHTE (BKJIaaKa
Bcemaska, rpynna Unnrocmpayuu) v 3aTeM BOCIIONB30BaThCS CPEICTBAMHE ISl pabOTHI C JAUarpaMMaMu
U 3MeHeHus: uinu popmarupoBanus auarpaMmbl. Co3laHHBIC AUArpaMMbl OyayT BHEAPEHBI B JIOKY-
MeHT MS Word, a manHbIe quarpaMMbl coxpaHeHsl B yiucte Excel, BkirouenHoM B daitn Word.
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Puc. 2. Buasr nuarpamm

12. OgHy ® Ty XK€ MPE3EHTAIUI0 MOXXHO aJaNTHPOBATh IS Pa3HBIX ayJUTOPHUH, CO3/IaB MPOMU3-
BOJIbHBIE MOKAa3bl. [[pOM3BONBHEIN MMOKa3 — 3TO MO0 ClIal/bl, CTPYIIITUPOBAHHBIE B MPE3EHTAIINIO, KOTO-
pble MOXKHO JEMOHCTPHUPOBATH HE3aBUCHMO OT BCETrO TMOKa3a, TUOO TPYMNIbI CIAai0B B MPE3EHTAIlUU, Ha
KOTOPBIE CO3/JaHbI TUIIEPCCHUIKH.

13. MoseT moTpedoBaThCs MPOJIEMOHCTPUPOBATH MIPE3CHTAINIO JIBYM TPYIIIaM CTYICHTOB, 00Y-
yalolmuMcs Ha pa3HbIX Kypcax. [lokas crnaiinoB BkitouaeT cinaiael ¢ 1 mo 5. J{ns mepBoro Kypca MOXKHO
CO3/71aTh MPOU3BOJIbHBIN MOKa3, BKJIFOYAIOIINHN claiasl 1, 3, u 5, a 471 BTOPOro — MPOU3BOJIBHBINA TTOKA3,
BKITIOUaronuit cnaiiasl 1, 2, 4 u 5. B m000if MOMEHT Tak)Ke MOXHO 3allyCTUTh MOKa3 CIAal0B B UX HC-
XOJIHOH ITOCJIEI0BATEILHOCTH.

14. Jlns mpocMOTpa 4acTH CJaiI0oB MPE3eHTAIMH HY)KHO BBIMIOJIHUTH KOMaHIy [lokas cnaiioos,
IIpoussonvHuili nokas, Haxath KHONIKY Co30amb, BEIOpATh HYKHBIE JI YACTUYHOTO MIPOCMOTpA CIaiIbl,
HaXaTb KHOMKY /Jobasumu, 3aTem OK. JIns mpocMoTpa crnaiiioB MIENKHYTh 10 KHOMKe [lokazamsb. OTMme-
YEHHBIC CIIAN bl TOKA3BIBAIOTCS, IS TIPEKPAIICHHSI TTOKa3a HaXaTh KiaBuIry ESC.

JaaamUe NPOMSEOEHOTG NoKA3a P ||

1iM9 MPOMSBONEHOr O NoKasa: | MPOMZB0NEHEI NoKas 1
Cnaiibl NpEsSeHTaLMM: Cnaiifnel NPOHSEONEHOrD NOKA3a:

1. Cnaiig 1 1. Cnaita 1

2. Cnaiin 2 2. Cnaiia 3

3. Crailg 3 3. Cnaitg 5

4. Craiig 4 )
9. Cnang 3. LoBaBuTe >3 +*

Yaanuts hd

Puc. 3. 3amanue mpou3BOIILHOTO MTOKA3a CIIAiI0B

15. JInsa mepexona ¢ OJHOTO ciaifjla Ha JPYroi, K pecypcy B JOKaJbHOM ceTu wiu B MHTepHeTe
1100 Jaxke K ApyroMy (ailily WM MporpaMMme MOKHO BOCIOJIb30BAThCS THIEPCCHIIKAMMU:

— BBIJICJIUTE TEKCT, KOTOPBIM HY)KHO IIEIKHYTh JJIS aKTUBAIIMH TUIIEPCCBUIKH, TMO0 MOXKHO BBIJIE-
JIUTh 00BEKT (HAIpUMEp, KIIUI I pUCYHOK SmartArt);

— B rpynne Ccoliku BKIAJIKU Bemaeka METKHNATE 3JIEMEHT [ unepccolixa;

— B IMAJIOTOBOM OKHE Bcmaeska 2unepccoliky HaXMHUTE COOTBETCTBYIOIIYIO KHOIIKY B mosie Mou
aopeca, 4TOOBI 3a/1aTh HA3HAYEHUE CCBHUIKH (TO €CTh MECTO, Ha KOTOPOE YKa3bIBaeT ccbuika). Hampumep,



9YTOOBI IEPEUTH HA APYrON ClAii Mpe3eHTAIMH, HAXMHUTE KHOTIKY Mecmo 6 0okymeHme,

— HaluTe U LIEIKHUTE MECTO Ha3HA4YEHUs, BHECUTE HYXHbIC U3MEHEHUs B noisi Omoobpadicae-
mbltl mekem u Adpec, a 3areM Haxxmute kHonky OK.

16. Coznate mpe3eHTanuo Ha Temy «Mol hakynbTeT»:

— JUIA CO3JIaHMsI TIEpBOTO Cllaiiia ¢ Ha3BaHHEM (aKyJIbTeTa BHIOpATh MakeT TeKCTa umyibHull
cnatio, OA3aroJIoBOK yJIaINTh;

— BTOPOH CIaii]l MOXKET COJepKaTh KPaTKyI0 UCTOPHUIO (haKyIbTeTa;

— Ha TPEThEM claijie 0TOOpa3UTh CTPYKTYpY (hakynbTeTa (JIeKaH, 3aM. JeKaHa 1o ydeOHo# pado-
Te, 3aM. JIeKaHa 1o BocnuTaTenbHou padbore, ©.M.0.), ucnonb3ys MakeT 3ac01080K, CXeMa Ui OpraHu-
3allMOHHAs IUarpaMMa;

— n06aBuTh YPGEKTH K CTPYKTYype (pakympTeTa TakuM 00pa3oM, YTOOBI CIEAYIOMas JOKHOCTh
WK (paMuIIUs MOSABJSUIUCH 110CIIE TPEABIIYIIEH, CKOPOCTh YCTaHOBUTh MEJUIEHHO;

— Ha YETBEPTOM U IISITOM ClIaiiJlaX pa3MeCTUTh B BUJE MAPKUPOBAHHBIX CIIMCKOB Ha3BaHUA Kadeap
U CHELUAIIBHOCTEN, UCTIOb3YsI MAKET 3a201060K U mMeKcm,

— COXpaHMTh MPE3CHTAINIO C IMEeHEM Moii_(akynbTeT.

17. Co3nate npe3eHTanuio cBoe crennanbHocTu. [{ns storo:

— CcO37aTh TUTYJIBHBIN CIIAi]l ¥ BBECTH Ha3BaHUE CHENHMAIBHOCTH. BriOpaTh HauepTanue mpudra
MOJTYKUPHBIN, pazMep 32 0T, BBIpaBHUBAHUE 110 LIEHTPY, IPUMEHUTH 11a07I0H 0(hOpMIIEHUS;

— Ha BTOPOM cJaiiie co3/1aTh HyMEPOBAaHHBIN CIIMCOK C YKa3aHUEM AUCLMIUIMH, YUTAEMBIX B IIEp-
BOM cemecTpe Bamero kypca;

— Ha TPETbEM ClIaiijie, UCTIONb3Ys Ha BKIaaKe Becmaska B rpynne Mintocmpayuu KHOTIKY SmartArt
CO3/1aTh B BUJIE CXEMBI CIIUCOK AUCLHUIUIMH, YUTAEMBIX BO BTOPOM ceMecTpe. MI3MeHuTh 1BeT.

— 3aroJIOBKM CJIaliJJOB BBECTU COOTBETCTBEHHO: «llepeyeHb NUCHMIUIMH MEPBOrO CEMECTpa» U
«IlepeyeHb AUCHUIUIMH BTOPOI'O CEMECTpay. Y CTAaHOBUTh HauepTaHUe IpU(Ta Kypcus, pazmep 36 mr,
BBIPaBHHMBAHUE 110 LICHTPY;

— Ha YETBEPTOM Cliaiijie pa3MeCTUTh AUarpamMmy, OTPAXKarollyro CpeHUH Oa mo KypcaM CHeru-
QIIbHOCTH, BHECTH B TaOJIMIly JAHHBIX MPOU3BOJIbHBIE 3HAUEHUS CPEAHHUX OaJUIOB AJIs HSATH KypcoB (B
CTOJIOIBI BBECTH KYPChI, B CTPOKH — CpeZHHe Oasuibl). BBeCcTH Ha3BaHUe TuarpaMMsbl, U3BMEHHUTD €€ TUIl Ha
Kpyeosas, n00aBUTh NapaMeTpsl AMATPAMMBI 3HAYEHUS,

— nepeiitn B MS Excel u co3gate HOByto pabouyro kHury. Ha mepBom jmcre B BHJE TaOIMIIbI
0(QOpPMUTH CBEIECHHUS IO CTYACHTAM OJHOM IpYMNIIbl, MOJYYUBIIUM IMSTEPKU, YETBEPKH, TPOUKH, TBOMKHU
Ha 9K3aMeHe 1Mo MH(pOopMaTHKe, Ha BTOPOM M TPEThEM JIMCTax — [0 MaTeMaTuke u uctopuu. Ha gersep-
TOM JIUCTE CO3JaTh TAOJIMILY, COACPHKAIIYIO CBEJICHUS O KOJIMYECTBE MOJYYEHHBIX OLIEHOK IO KaXIOMy
npeamery (ans noacyera ucnosb3oBaTh GyHkuo CUETECIIN). Ha ocHOBe aHHBIX TaOIMIIBI TOCTPO-
uTh auarpamMmy. CoxpaHuth (aiin;

— nepeiiti B MS PowerPoint. Ha nsaTeiii cnaiin BctraBuTh Tabuily, COAEpKaIyIO0 CBEIEHHS O KO-
JIMYECTBE MOJYYEHHBIX OLIEHOK MO KaKJIOMY MPEIMETY, a Ha LIECTOM Clail]] — uarpammy;

— Ha CEIbMOM CJIaiiJIe cO3/aTh OTJIaBICHHUE U3 3ar0JIOBKOB CIIAiIOB B BUJIE TUIIEPCCHUIOK, CChLIA-
IOLUXCSI HA COOTBETCTBYIOIINE CIIANIBI;

— COXPAaHUTh IIPE3EHTALMIO C UMEHEM MOsl_ CHEeNMAIBbHOCTD.

18. BcTaBuTh B ClIaiiibl CO3/IaHHBIX MPE3EHTAINN YIIPABIISIONINE KHOIIKH, ITO3BOJISIONINE ITEPEX 0-
IUTHh B HAYAJIO ¥ KOHEL IPE3EHTALNMN, Ha CIEAYIOIUE U NPEABIAYIINE CIaiIbl.

19. Cmeny cnaifioB yCTaHOBUTH T10 IIETUKY.

20. C mAaroro cnaiina mpeseHTaunu Moi (akynbTeT co3aTh THIEPCCBUIKY Ha MPEe3eHTAlUIo
Mos_cnenuanbHOCTb.

21. U3 npe3entanuu Mos_crienuaibHOCTh MPEIYCMOTPETh BO3BpAT C MOMOIIbIO KHOMKHU B Ipe-
3eHTauuo Moil_¢dakynbTer.

22. Co3naTh IpOU3BOJIBHBIN MTOKA3 Mpe3eHTaMu Mosi_ CrieluaibHOCTb.

23. Coznath cBoro nanky. C momouibio MacTepa yrnakoBKH, YIIaKOBaTh CO3/IaHHbIE IPE3EHTALUU B
cBoto manky. [IpocMoTpeTs Qaiinbl, co3gaHHBIE MaCTEpPOM YMAaKOBKU. PacmakoBaTh ynmakOBaHHBIE Tpe-
3€HTAllUU B CBOIO IAIKY.

Tema 4. KOMIIOHEHTHI ¥ (PYHKIIMHM TEJIEKOMMYHUKALMOHHBIX cUCcTeM. JIOKallbHBIE U TI00aIbHBIE



CeTH.
JlaGopaTtopnast pabora Ne 1
Cpena Opay3sepa Internet Explorer

Llens pa®oTHI: TO3HAKOMUTHCS C OCHOBHBIMH BO3MOXXHOCTAMHU W (pyHKImsiMu Opay3epa Internet
Explorer.

[Topsiiok paGoTHI.

1. Banycture npunoxenue Internet Explorer.

2. B riraBHOM OKHE Opay3epa OCHOBHYIO 4acTh pabodeil 00J1aCTH COCTaBIIICT 00.1aCmb NPOCMOM-
pa BeO-cTpanuIpl. Ecin BeO-cTpaHuIla ETMKOM HE TTOMEIAETCsl B OKHE, TO MOKHO HCIIOJIB30BaTh BEp-
TUKaJIbHYIO U TOPH30HTAIBHYIO TOJIOCH MPOKPYTKH JUTSI TIOJTHOTO MIPOCMOTPA, Kak M B JPYTUX MPUIIOKE-
Husix Windows. Kpome Toro, MOKHO OTKPBITH Cpa3y HECKOJBKO OKOH JUIs NMPOCMOTpa BEO-CTPaHUIBI.
st 5TOrO BOCHOJIB3YyHTECHh KOMaH 101 MeHI0 Patin, Hosoe okHO.

3. PaccmotpuTe raBHOE OKHO Opay3epa M U3Y4UTE OCHOBHBIC MOJIS: MOJIEe 3aT0JIOBKA OKHA, CTPO-
KY COCTOSIHMSI, CTPOKY ajipeca.

— llone 3a2on06xa cONEPKUT HA3BAaHUE 3arPYKEHHON CTPAHULIBL.

— Cmpoxa cocmosinus 0TOOpaxaeT X0/ 3arpy3KH JaHHBIX, TO €CTh COCTOSIHUE paboThl Opaysepa.
Haiiti 3Ty cTpoKy JIerko — OHa pacroyiokeHa B HUKHEH yacTu okHa. OnHa U3 GYHKIUN CTPOKHU COCTOS-
HUS COCTOMUT B CIICAYIOLIEM: €CIIU IEPEMECTUTH KYPCOP MBI Ha CJIOBO, SBJISIOLIEECS TUIIEPCCHUIKOM, TO
B CTPOKE COCTOSIHHSI OTOOpasuTCs ajapec BeO-cTpaHUIbl WK (aiiia, colepskaHue KOTOPOro CBS3aHO C
9TON CCBUIKOM. DTO MO3BOJISET, IPEXK/IE YEM LIEJIKaTh Ha ATOM TMIIEPCCHUIKE, Y3HATh, Ky/la OHA BEJET.

— Cmpoxa adpeca cOIEp UT TOTHBINA apec TOKyMEHTa, 0ToOpaxaeMoro B okHe Opaysepa. CTpo-
Ka ajjpeca HaXOAUTCA Haj 00JIaCThIO IPOCMOTpA IJIaBHOTO OKHA.

4. TTo3HaKOMBTECh ¢ KHOIIKAMH TaHEe I HHCTPYMEHTOB OKHa Opay3sepa Internet Explorer.

[TaHenb MTHCTPYMEHTOB HAaXOJIUTCS MO/ CTPOKOW MEHIO U BKJIFOYAET YaCTO MCMOJIb3yeMble KOMaH-
1Bl Opay3epa, yTOOBI IPEJOCTaBUTh IOJIb30BATENI0 BO3MOXKHOCTh OBICTPO BBIOMPATh KOMaH]Ibl C MOMO-
160 MbIIIH. KHONKY MaHenn MHCTPYMEHTOB CHAa0KEeHbl TEKCTOBBIMU HAAMUCIMU, U3 KOTOPBHIX MOHSATHBI
uX (QyHKIMH.

— Knonka H36pannoe oTKpbIBaeT NaHelb, B KOTOPO 0TOOpakaroTCsi COXpaHEHHbIE paHee CChUIKU
Ha BeO-cTpaHuIbl (3aKiaaku). [I[enKHuTe MBIIBIO Ha KHOTIKE M30panHoe. B OTKpBIBIIEHCS TAHENH TO-
3HAKOMBTECH CO CIIMUCKOM YK€ CHIEJaHHbIX 3aKianoK. [I{eaKkHuTe MBIIIbIO HA OJHON U3 CTPOK IMaHENU U
u3yuuTe MH(pOpMaIUIo, NOSABUBIIYIOCS B TJIaBHOM OKHE Opaysepa. Ha npyrue BeG-cTpaHuLbl epeiuTe,
HCIOJIb3YS TUIIEPCCHUIKH.

— Knonka /lo6asums B BepxHell yacTu maHenu M3OpanHoe WCIONB3YeTCS Ul CO3/IaHUs COO-
CTBEHHOM 3akianku. CaenaTh 3aKJIaJIKy — 3HAUUT J1aTh Opay3epy KOMaHy 3allOMHHUTD aJIpeC OTKPHITOH B
Opay3epe BeO-CTpaHUIIBL.

— Knonka Hazao wucnonb3yercst s epexofa K BeO-CTpaHUIlaM, MTPOCMOTPEHHBIM panee. s
nepexoja IEeIKHUTE MBIIBI0 Ha KHomKe. [IpocMoTpute copepkanue BeO-CTpaHUI] B 0OpaTHOM MOPsIKE
W CJENaiiTe aHallu3 JIOCTOMHCTB M HEJIOCTAaTKOB Takoro «omyxaanus» mo WWW, nadaBmierocst ¢ HeKo-
TOPOU HAYaJIbHOM CTPaHULIBI.

Jlaboparopuas padota Ne 2
ITouck nnpopmanuu B cetu MHTEpHET

[lenb paboThl: HayuyUTHCS MCKaTh MHQOpMAIMIO B ceTh VHTEpHET MO M3BECTHBIM ajpecaM, IO
KITIOYEBBIM CJIOBaM C MOMOIIIBIO ITporpammel Internet Explorer.

[Topsimok paboTHI.

1. 3amycrure npunoxenue Internet Explorer.

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

B cTpoke Adpec nepen HEMOCPEACTBEHHBIM aIpeCcOM CepBepa yKa3zaHbl cMMBOJIBI http://, 0603Ha-
Yarolye MPOTOKOJI, KOTOPBIN UCMHOJIb3YeTCs MPH Mepeaye JaHHON HHpOpMaLiH.

3. Ilepememaiite MbIIb U CIEOUTE 32 WU3MEHEHHEM H300paxkeHus ykaszarens. Hailiaure rumepc-
CBUIKU U HUCIIOJIb3YHTE UX JJIS IEpexo/ia Ha CleqyolIne cTpaHuibl BeO-cepsepa. M3yunrte nndopmanuio,
pa3MeleHHyIo Ha BeO-cTpanuuax cepsepa BUDIIIL


http://www.viepp.ru/

4. Beemute B cTpoke Adpec cnenyrommit URL: http://www.nlr.ru/res. 3to snekTpoHHBIE HHPOP-
MallMOHHBIE pecypchl Poccuiickoil HanmoHanpHOM 6nbInoTeku, Haxosmekcs B Cankr-IlerepOypre.

5. HayunTech coXpaHsTh TEKCT BeO-CTpaHUIIB, OTKPBITON B OKHE Opaysepa. [lns sToro ucnomns-
3yite koMauny Paiin, Coxpanums Kax v 3aiaiite ums Qaiina.

6. M3yuas unpopmanuio Ha BeO-cepBepax, Jenaiite HeoOX0UMbIe 3aKIaAKH. J{JIs1 3TOro nucnoib-
3yiTe KOMaHny Mzopaunnoe, [lobasums 6 uzopantoe.

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

8. [Tone g 3ampoca B J1000i MOMCKOBOI CUCTEME MpeACTaBisieT co00il TEKCTOBOE MO C KHOI-
koit Hatimu, Uckams, Iouck, GO nau Search. Haiiaure nosie uist BBoa 3ampoca Ha BeO-CTPaHHIIE TOKC-
KOBO#M cucteMbl Rambler, BBequTe 3ampoc, HAPUMEP IAEKMPOHHAS UHPOPMAYUsL, W THEIKHATE MBIIIBIO
Ha kHomke [louck v Haxxkmute Enter.

9. B npuBeneHHOM IpuMepe KIIOYEBBIM ObUIO HE CIIOBO, a (pa3a. Pe3ynbTarhl moucka mnpeacras-
JSI0T cO0O0M CHUCOK THIEPCCHIIOK, COMPOBOKIAIOIIMXCA KpPaTKuM KomMMeHTapueM. [IpocmarpuBaiite
KOMMEHTapUHU K KaKJ0M U3 HalJIEHHBIX TUTIEPCCHUIOK U MPUHUMANTE pelieHne, Ha KaKoi 13 HUX CIeayeT
HICKHYTh MBIIIBIO, 9TOOBI O0JIee MOAPOOHO U3YUNTh HH(POPMAITHIO HA COOTBETCTBYIOIIEH BeO-CTpaHUIIE.
Hccnenyiite HeckoabKO Hanbosiee MHTEPECHBIX TUIIEPCCHUIOK U MEepPeHInTe K CleAyIoIeMy MyHKTY 3a/1a-
HUSL.

10. Beemutre B ctpoke Aapec URL mpyroii momckoBoit cuctemsr — SIndex: www.yandex.ru.
sIndex, kak u Rambler, — oqHa U3 KpynHEHIIMX POCCUHCKUX MOUCKOBBIX CHCTEM. DTO O3HAYaeT, 4yTo Oa-
3bl KJIFOUEBBIX CJIOB 3THUX IOMCKOBBIX CHUCTEM COJIEp)KAT HauOOJIbIlee KOJMYECTBO CCHUIOK Ha BEO-
CTPaHUIIbI, HAXOSAIINECS Ha PYCCKOSI3bIYHBIX BEO-CcepBEpax.

11. Benure kiato4eByro (ppasy arnekmponnas ungopmayus B MOJe MOKCKA HA TJIABHOM CTpaHMIIE
MoMCcKoBOM cuctembl SIndex. CpaBHUTE CIHCKU MMpeiaraeMbix CChUIOK. CrenaiTe HEoOXOauMbIe 3a-
KJIQJIKH.

12. TTo3HaKOMBTECH C 3apyOEIKHBIMH ITOMCKOBBIMH CHCTEMAMH:

— http://www.altavista.com;

— http://www.google.com;

— http://www.yahoo.com.

OOpaTtuTe BHUMaHUE HA TO, YTO TOJIE JJIS 3aITyCKa MOKCKA 10 KITFOYEBBIM CJIOBAaM MMEET Ha3BaHUE
Search (Mckamv) nmu Go (Hauamv). HecMOTpst Ha TO, YTO 3TO 3apyOE’HbBIE MOUCKOBBIE CHCTEMBI, HC-
MOJIB3YHTE B KAYECTBE KITIOUEBOU MPEXHIOW (hpasy — anekmponuasn ungopmayus. llpoananuzupyiite pe-
3yJIbTaThI IIOUCKA.

2.3.6. JIabopaTopHbIe padoThI

JlaGopatopHas pabota 1
TekcroBeii pegakrop MS Word: 00bekThI TeKcTa

Llenb paGoOTHI: HAYYUTHCS OCHOBHBIM TEXHOJOTHUECKUM OINEPAIUsAM CO3JJaHMs, PEJaKTUPOBAHUS U

(hopMaTUpOBaHUS TEKCTOBBIX TOKYMEHTOB.
3ananue 1. BecraBka cuMBosioB. CrieinanbHble CUMBOJIBI
Habepute cuMBOJIBI, KOTOPBIX HET HA KJIaBUATYpE.
TexHomnorus paboTel

1. Co3naiite HOBBIN TOKYMEHT.

2. Bemmonuute komanay Beraka, CumBouibl, CumBoda, [Ipyrue cumMBosbl. OTKpOETCS OKHO
CumBour.

3. Ha Bknanke CumBouisl B nosie HlIpu¢rt BoiOepute u3 crnucka OObIYHBIA TekeT U Habepure
IpyNIbl CAMBOJIOB, PEACTABIEHHbIE HA PUCYHKAX:

B CUMBOJIBI, 0003HAYAIOIIHNE ICHE)KHBIE SIUHHIIBI APYTHX FOCYIApPCTB ¢ YKa3aHUEM COOTBETCTBY-
IOLIMX TOCYAAPCTB:

§$ (amepukanckwmii nomnnap), ¥ (smoHckas uena), € (eBpo)

B DKOHOMUYECKHE W FOPUIUIECKIE CUMBOJIBI C pacIin(QpOBKOW:

© (aBTOpCKOE MpaBo), ™ (ToproBas Mapka), ® (0xXpaHSIEeMbIi 3HAK)

4. Beimenute cumBon «§» (maparpad) u menkaute Ha KHonke CovyeTaHne KJIABHIIL.


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/

5. B nosBuBmemcs okHe Hactpoiika kJIaBHATYpPbI IPOCMOTPUTE, YCTAHOBJIEHO JIU AJI ATOIO
CHUMBOJIa COYETAHHUE KIJIABHILL.

6. B none HoBoe coueranme kmaBum Beeaure Alt+G. Temepp Bo Bpemsi Habopa TEKCTa NpU
Ha)KaTUH 3TOr0 coyeTaHus OyJeT MOsIBIATHCS CUMBOJI Taparpada.

7. Ha Briagke Cumsousl B none lpudr Boidepute u3 cnmcka Symbol u naGepute rpymnmbi
CHUMBOJIOB, IIPECTABICHHBIC HA PUCYHKAX:

W 3HaKU OIepalyuil CPaBHEHHUS], YACTO HUCII0JIb3YEMbIE B TEXHUYECKUX U MATEMAaTUYECKUX TEKCTaX,
C Ha3BaHUSIMU:

~ (MpUOJIU3UTENBHO), € (MPUHAIJICHKHT), # (HE paBHO), < (MEHbIIIE JIMOO paBHO), > (O0JbIIIE MO0
paBHO), o (OECKOHEUHOCTBH)

B 3HAaKH JIOTUYCCKUX onepaunﬁ C Ha3BaHUAMMU

— (oTpunanue), Vv (IU3bIOHKIHNS), A (KOHBIOHKIIHS), —> (MMILTUKAIMS), <> (3KBUBAJIEHTHOCTD )

B CUMBOJIBI I'PCUYCCKOI'O aJ'I(I)aBI/ITa, 49acCTO UCIIOJB3YEMbIC B MATCMATUKE U (1)I/I3I/IKC, C Ha3BaHUSAMMU!

o (anwda), B (6era), A (mambaa), i (Mro), ©t (1n), p (po), T (Tay), € (3ncunox), » (omera) ‘

8. Ucnonk3oBaB aexoparuBubie mpudter Webdings, Wingdings, Wingdings 2, Wingdings 3,
HabepuTe IPYIIBI CHMBOJIOB, TPEACTABICHHbIE HIIKE:

(cTpanuna), S (OpraHu3alMOHHAs AUarpamm), == (mpuntep), [ (manka), /7 (OTKpbITas mar-
ka), Y0 (Mpiub), & (auckera, coxpanenue), T (kopsuna), 4= 4 8 (cTpenku), <€ (nazan), » (suepen), =
(KOMIIBIOTED)

9. BcraBbTe B JAOKYMCHT CIICHIUAJIBHBIC CUMBOJIbI C HAa3BAHUSMU C IIOMOIIBIO KOMAaHAbI BcraBka,
CHMBOJILI, CHMBOJI, I[pyrue CHMBOJIbI, BKJIaJIKa Cl'[eIII/IaJ'II)HBIe CHUMBOJIbI.

— (mmuuHOE THpE), § (ab3an), ... (MHOTOTOUME), ‘(OAMHAPHAS OTKpHIBAarOIIas KaBbluKa),  (O1H-
HapHasi 3aKpbIBAKOINAsl KaBblYKa), “ (IBOMHAs OTKPHIBAIOIIAs KaBbIYKA), ~ (IBOIHAs 3aKpbIBarolias Ka-
BBIYKA)

10. HaGepure codeTaHusi CUMBOJIOB, KOTOPBIE HCIIOJB3YIOTCS B AJIEKTPOHHOW Nepemnucke Uis
OTOOpaXEHUsI SMOIIHI:

m J(BoeTouHe, Ieduc, 3aKphIBaIOIIas Kpyrias ckooka (©);

W JBOETOYHE, 3aKphIBAIOIIas Kpyrias ckooka (©);

m [BOETOUMeE, neduc, OTKphIBaroNIas Kpyrias ckooka ().

11. [IpoBeprTe pabOTy BHOBb HAa3HAUEHHBIX COYETAHWU KJIABUII JJIs BCTaBKU CHMBOJA «§» B
TEKCT.

12. CoxpaHuTe TOKyMEHT ¢ IMEHeM BeTaBka cHMBOJIOB.

3ananue 2. PycupunupoBansble HpUPTHI
Omnpenenute, Kakue U3 BCTPOCHHBIX mIpu@ToB WOrd moaaepKuBaroT pycckuit aindaBur.
TexHonorus paboTel

1. Co3naiite HOBBIN TOKYMEHT.

2. HaGepute ¢pazy «CKOpPOCTb BOCIPHATHS OTAEIbHBIX 3HAKOB M TEKCTa B LEJIOM IPU YTCHUU
ornpezenseT yao00unTaeMocTh mpudTay.

3. Beienute ¢pa3zy (TpoMHBIM HIETYKOM).

4. Otkpoiite quanorosoe okHo rpynmnsl lHpudr.

5. Beibepute mpudt u nocmorpute B nose O6pasen, Kak BBIIJSIIUT BblIeneHHas ¢pas3a. Ecnu
mpudT HE MOAAEPKUBACT PYCCKUN andaBUT, TO PYCCKHE CUMBOJIBI MPEBPATIATCS B HEpaclo3HaBaeMble
3HAKH.

6. Onpenenure, CKONBKO MIPU(TOB, YCTAHOBIECHHBIX B CPeZe, TOICPKUBAIOT PYCCKUH andaBuT.
3anummre OTBET B JOKYMEHTE.

7. CoxpaHHUTE TOKYMEHT ¢ UMeHeM PycuduumupoBaHHbie HIPUPTHI.

3ananue 3. Pazmep cumBoia
[ToaroToBbTe MmakaT ¢ AEBU30M.
TexHomnorus paboTel
1. Co3naiiTe HOBBIN TOKYMEHT.
2. Ycranosute mpudt Times New Roman.



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

4. Beinenute HaOpaHHBIM TEKCT U BBenuTe B mosie Pazmep mpudgra uncno 720. Kaxnapii cuMBoI
CTaHET pa3MEPOM BO BCIO CTPAHUILLY.

5. YcranoBure macmtad gqokymenta 10 % u npocmotpute Bce cTpaHulbl. Eciu He Bce CUMBOJIBI
MIOMEIAIOTCS HA CTPAHULLY, U3MEHUTE UX Pa3MEP B HY’KHYIO CTOPOHY.

6. OTkpoiite nuanorooe okHo rpynmnsl HpudT 1 ycraHoBUTE AJIs BBIJEIEHHOTO TEKCTa BUIOU3-
menenne Kouryp (puc. 1).

HIE| PR [T O

Puc. 1
Jis co3maHus TUTakata OCTaeTcs TOJIBKO HaleyaTaTh JIMCTHI, BHIPE3aTh CUMBOJIBI 110 KOHTYPY H
YKpENnUTh Ha [IBETHOM (hOHE.
7. Coxpanute 10KyMeHT ¢ uMeHneMm Ilimakar.
3ananue 4. Hactpoiika mapameTpoB TeKCTa
OTtdopmarupyiite TEKCT, UCTIOIB30BaB BO3MOXKHOCTH (DOpMaTHPOBAHUSI CHMBOJIOB M a03aIleB.
TexHonorus paboTel
1. Otkpotite daiin YUro Takoe uHpopMaTHKA.
2. BxirounTe pexxuM 0ToOpaKeHUs HereyaTaeMblX CUMBOJIOB.
3. Pa30eiiTe MCXOHBIN TEKCT Ha ab3allbl, COriiacHo o0pasiy (puc. 2).
4. BeliennTe Bech TEKCT MEepBOro ad3alia ¥ yCTaHOBUTE CIIEAYIOIINE TapaMeTphl:

="

Ipudr: Arial

Pasmep: 14 ot

Hauepranue: [lonyxupHb1i
BripaBauBanue: I1o nentpy
WuTepBan: Pazpexenssiii Ha 1,5 T
Bunounsmenenue: Bce MponucHbIe

5. Beiienute yeTBepThIit a03all M YCTaHOBHUTE JJIs1 HETO apaMeTphl:

Pasmep: 12 nT
Hauepranue: Kypcus; ms cnosa «HpopmaTuka» — [lonyxupHslii Kypcus
[pet: Cunnii

6. BeitenuTe TepMUHBI KYPCHBOM COTJIACHO 00pasIly.
7. YcraHoBuTe Ui Bcex a03aileB, KpoMe MepBOr0 U YETBEPTOro, OJUHAKOBBIE OTCTYIIBI MEPBOM
ctpoku — 0,5 cm.

YTO TAKOE NH®POPMATUKA?

Tepmun «ungopmamuxay (ppanu. informatique) npoucxomur ot dpanumysckux cios information (urpopmanus) u au-
tomatique (aBToMaTuKa) U JOCIOBHO O3HAYAET «MH(POPMALOHHAST ABTOMATHKAY.

LIupoko pacnpocTpaHeH TaKKe aHINIOA3BIYHBIA BapHaHT 3TOr0 TEPMHUHA — «COMPUter sciencey, 4to o3HayaeT OYKBaJbHO
«KOMIIBIOTEpHAs HayKa.

”ll(ﬁopﬂl(llnllk'(l — 9MO OCHOB6AHHAA HA UCNOJIb306AHUU K(),llﬂbl()l’?'l(’pll()l? MEXHUKU ()UCL!UILYU-
HA, usyuarowas cmpykmypy u 05”;[[@ ceoticmaed LlHd)Op,lflCll‘lllll, a makKotce 3aKOHOMepHocmu u
Memoowl ee C()LS‘()allll}l, XPAHEHUA, NOUCKA, 17}76()()])(1306'(11111}1, nepe()al{u U NPpUMEHEerRUsl 6 pas-
JUYHbIX C(j)epax yenoeeueckoll 0essmelbHOCHI.

B 1978 rogy MesxayHapoHblii Hay4HBIH KOHTpecc OQHINATBHO 3aKpEeNuI 3a TOHIATHEM «MH(OpPMaTHKa» 00JIacTH, CBS-
3aHHBIE C pa3pabOTKOH, CO3JaHIEM, UCTIONH30BAHUEM H MATepUATbHO-TEXHUIECKUM OOCITY)KMBAaHHEM CUCTEM 00pabOTKH WH-
(dopmanmu, BKITIOYas KOMITBIOTEPH! M MX INPOTrpaMMHOE OOecTeueHne, a TakKe OpraHM3alMoOHHbIe, KOMMEepYeCcKre, afMHUHU-
CTPaTHBHBIE W COIMATBHO-TIOIMTHYCCKUE ACIIEKTH KOMIIBIOTEPH3AIHMA — MacCOBOTO BHEAPEHHUS KOMIBIOTEPHON TEXHHUKH BO
Bce 00J1aCTH )KU3HH JIIOJIEH.

Takum 006pa3zom, nHpopMaTHKa Oa3UPyeTCcsl Ha KOMIBIOTEPHON TEXHUKE M HEMBICIIMMA 0e3 Hee.

Puc. 2
8. YcranoBute /1l 4eTBEpTOTO ad3ara:




Ortcryn nepBoit ctpoku: Het
Ortcryn cnea: 1,25 cm
Orcryn cnpasa: 1 cm
Wurepsan nepen: 12 ot
WuTepan nocne: 12 nr

9. C momomkto komanael I'siaBHast, A63an, I'panuna u 3aauBka, ['paHuia u 3ajJiMBKa yCTaHO-
BHTE IMapaMeTPhbl FPAHMITBI JIJIs1 YE€TBEPTOro ab3ara:

Pamxka: JleBas rpanuna
LBer: Cunnii
Tonmuua muanu: 1,5 0T

10. YcranoBuTe 3JIMBKY TEKCTa 10 CBOEMY YCMOTPEHHIO.

11. YcranoBuTe Kypcop B JIFOOOM MECTE 3aroJioBKa.

12. Bemonnute xomanay I'iiaBuasi, Bydgep oomena, @opmaTt mo odpasuy. Ykaszareiab IpUMET
BU/I KUCTH.

13. Beigenute mectoi ab3am. TekcT ab3ama MmoryduT TOYHO TaKUE e HACTPOWKH, YTO U 3aroyio-
BOK.

14. CoxpaHuTe 1OKYMEHT.

3ananue 5. ['panuiia u 3aauBKa
OdopmuTe TEKCT, UCTIONB3YSI HHCTPYMEHTHI I'PaHUIIA U 3AJIMBKA.
Texnonorus paboTsl
1. Co3naiite HOBBIH TOKYMEHT.
2. HaGepuTe TekcT:

O6beM naHHbIX, XpaHsamuxcs B UHTepHeTe, BILIOTHYIO0 mpubiau3uics k otmetke B 500 sk3abaiitoB (500
wipa. 1'6). Takue nanHble mpuBOAMT aHanuTHYeckas kommnanus |IDC, mpoBoauBmIas MccienoBaHue 10O
3aka3y EMC Corporation. ITo nporao3am aHalIuTHKOB, Yepe3 MOJATOpa roja KOJINYECTBO JaHHBIX BhIpac-
TET elle B 2 pa3a. ITO NPUBEJET K POCTY KHOEPIPECTYITHOCTH.

3. Bkimtounre pexxuM oToOpaskeHHs HelleyaTaeMbIX CUMBOJIOB.

4. Pa36eiiTe TekcT Ha 4 ab3ara (1Mo KOJIUYECTBY MPEIJIOKEHUN).

5. [lns kaxporo a63amna (MpUMEHUTHh K a03ally) yCTaHOBHUTE pa3jIMYHbIC MapaMeTpbl TPAHUIBI U
3aJIUBKHU 110 COOCTBEHHOMY BBIOOPY (CIUIOIIHAS TpaHUIIA, TPAHUIIBI CBEPXY U CHHU3Y, CIIpaBa U CJieBa, pas-
JMYHAas TOJNIIUHA, BET, TUIl JUHUU U Tp.), UCHOIb30BaB KOMaH1bl MeHIO '1aBHas, AG3au, ['pannusb u
3aJMBKAa.

6. BeijenuTe Ha cBO€ yCMOTPEHHE HECKOJIBKO TEKCTOBBIX ()parMeHTOB (OyKBY, CIOBO, MpeIoXKe-
HUE) U 0QOPMUTE TPAHUILY U 3aJMBKY TPUMEHHUTEIHHO K TEKCTY.

7. Coxpanute JOKyMeHT ¢ uMeHeM O0beM nHdopmannu B UHTepHere.

JlaboparopHas padoTa 2
Tekcroseiii pegakrop MS Word: o0bekThI TekcTa

Llens paboOTHI: HAYYUTHCSI OCHOBHBIM TEXHOJIIOTUYECKAM OMEpaIisIM co31aHus GopMyrn B TEKCTO-

BBIX JIOKYMEHTOB.
3ananue 1. Koncrpykrop dpopmyn
Cozpaiite popmysl (puc. 1), HCOIB30BaB KOHCTPYKTOP (HOpMYII.

de_
dt
Z=r+S
r=B-X
_Cny
A

S

Puc. 1
TexHomorus padoThI
1. Co3paiite HOBBIN TOKYMEHT.
2. B mycroit ctpoke BeImosHUTEe KoMaHny BeraBka, CumBogibl, @opmyda. B nmokymenre mo-
aBUTCS 00beKT MecTo Jsi opMyJibl, Ha JIeHTe OTKpoeTcst MeHio Padora ¢ ¢opmynamm u BKiIagka




Koncrpykrop.

3. s cozmanus nepBoit ¢hopmyssl BeiOepuTe npocTyro apods (CTpykTypsl, Apodsb, IIpocras
ApoOb), BBEIUTE B YMCIUTENb M 3HAMEHATEJIb HY)KHBIE CHMBOJBI, MOCJIE ApoOM HAOEpUTE CHUMBOJIBI
«=—2».

4. OTkpoiiTe packpsiBarolieecs MeHIO (opMyIbl U ycTaHOBUTE BbipaBHUBaHuE [1o JieBoMy Kpalo.

5. AHAJIOTMYHO COCTaBbTE JIpyTrue (POpPMYyIIbL.

6. Coxpanute JOKYMEHT ¢ UMeHeM DOpMYJIbI.

3ananue 2. Coznanue GopmyI ¢ MOMoIIbI0 (opMaTUpOBaHUS CUMBOJIOB
Coznaiite popmyisl (puc. 2), ICTIOIH30BAB HHCTPYMEHTHI JOPMATHPOBAHUS TEKCTA.

N=ac1*p“ 1+ +ar*pl+ac*p’+as*pi+.. . +a,*p™
rae ak -1 — (K — 1)-s nudpa 1enoi vactu ynciaa N, 3aMCaHHOrO B CUCTEME CUMCIICHHUS C OCHOBAaHHEM ;
a_n — N-s udpa apodHOM yacTu yuciaa N, 3amMcaHHOrO B CHCTEME CUMCIICHHUS ¢ OCHOBaHHEM P; K — Ko-
JIMYECTBO pa3psIoB B 1esior yact yucia N; N — KoJIn4ecTBO pa3psioB B qpoOHoi yacTu uncia N.
C yuerom 3TuX 0003HaueHui 3anuch ynciaa N B 110001 MO3ULIUOHHON CUCTEME CUUCIEHUS C OCHO-
BaHUEM [) UMEET BU]T
(Ak-1...a180,812-2...@8 n)p.

Puc. 2
TexHonorus padboTsl

1. Otkpoiite 1okymMeHT POpMYJIbI.

2. B mycToii CTpoKe YCTaHOBUTE JJIsi OCHOBHOTO TEKCTa pa3mep 14, OTCTyI JUIs IEpBOi CTPOKH —
0,5 cM u BeIpaBHUBAHHUE IO IIHUPUHE.

3. HaGepuTe 4epHOBO# TEKCT GOPMYITBI CHMBOJIAMH, 03 (hOpMaTUPOBAHUS UX (B OJIHY CTPOKY).

4. YcraHoBuTe Ui 3HaKOB (OpMysbl pasMep Ha 2 NT 0ojbllle OCHOBHOI'O TEKCTa U KYPCHBHOE
HayepTaHHe.

5. C ucnonb3oBannem kiaBumm Ctrl BbyienuTe Bce CHMBOJBL, KOTOpbie B (GOpMyNie HMEHOT
HAaJCTPOYHOE HaYepTaHue, U BeinojaHnuTe koManay I'imasHas, lIpudgr, Haacrpounsiii 3Hak.

6. AHaJOrMYHO BBIJENIUTE BCE CUMBOJIBI, KOTOPbIE B (hopMysie UMEIOT MOJCTPOUYHOE HauepTaHHe,
n BeinosiHATEe KoManay I'imasuast, lllpugr, IlogcTpoynslii 3HAK.

7. Beigenute co3aannyo Gopmyiy.

8. BemonauTe komanny BeraBka, CumBoJibl, @opmyJia. BeieneHnsiii parmMmeHT aBTOMaTHYE-
CKM TpeoOpa3zoBaliCsi BO BHEAPEHHBIM OOBEKT, HO (hOpMATHUPOBAHUE HAIACTPOUYHBIMH U MOICTPOYHBIMH
MHJEKCaMU TOTEPSIIOCH.

9. IloanpasbTe hopMyITy, UCIIOIB30BaB HHCTPYMEHTHI KOHCTPYKTOPA.

10. B packpsiBaromeMcst MeHIO (hopmyitbl BeiOepuTe kKoMaHay COXpaHUTh KaK HOBYIO (hOpMY.JTY.

11. B otkpsiBiemMcst auanoroBoM okHe BBeAuTe uMs Yuesao B [ICC u naxmute OK.

12. Otkpoiite 6udmoTeky (kowteknuio) Gopmyn (Koncrpykrop, ®opmyna) u yoeaurech, 4To
¢dbopmyna ¢ TaKMM Ha3BaHUEM MOSIBUIIACh B kKareropun Oomue.

13. Becrasbre hopmyny Hueso B [ICC u3 Komekuu B KOHEIl BTOporo ()parMeHTa.

14. Coxpanute U3MeHeHHs B JOKyMeHTe POpPMY.IbI.

3ananue 3. Co3manue GopMyIt ¢ HCIob30BaHKeM npritokenus Microsoft Equation 3.0

Co3znaiite popmyasl (puc. 3) ¢ momokko peaakropa popmyn Microsoft Equation 3.0.

p—nSNSpk_p—n

I d); =tg x+C

COs™ X
100

E,=|0 1 0
001

Ux?+1, ecm x <0,

sin(x—3), ecrm X >0

f(x) =

Puc. 3
TexHomorus padoThI




1. OtkpoiiTe paHee co31aHHBIN JOKyMEHT DOpPMYJIBI.

2. B mycToii cTpoke yCTaHOBUTE Kypcop M BBINOJIHUTE KoMaHay BeraBka, Teker, OobexT. Ilo-
SIBUTCSI OKHO BBIOOPA IPUIIOKEHUS JIJIS1 BCTABIISIEMOTO OOBEKTa.

3. Beibepute npunoxkenne Microsoft Equation 3.0.

4. C moMomIpl0 HHCTPYMEHTOB Ha maHenn dopmyJia co3paiite GpopMynbl, IpeAcTaBICHHbBIE Ha
puc. 3.

5. CoxpaHute U3MEHEHUS B JOKyMeHTE DOpPMYJIBI.

JlaGopaTtopHnas pabora 3
Tekcrossiii pegakrop MS Word: coznanue u peaktupoBaHue Taduiy

Ilenb paGoOThI: HAYYUTHCS OCHOBHBIM TEXHOJOTMYECKUM ONEpalMsIM CO3JaHUs U pPeAaKTUPOBAHUS

TaOJUI] B TEKCTOBBIX JOKYMEHTOB.
3aganue 1. Co3nanue U peJakTUpOBaHHUE TaOIHIL

Cozpnaiite Tabnuuy no odpasny (puc. 1). JlobaBpTe B TaONMIy CTPOKY O CYNEPKOMIIBIOTEPE, BbI-
MyCK KOTOporo ObL1 3arutanupoBad B 2012 roxy.
Camble MoOLIHbIEe KOMIIBIOTEPBI B Mupe (110 1aHHbIM Ha 2010 rox)

HaszBanue Crpana KoauuectBo [pouzBoaureabHocts | O6bem onepa-
NpoLeccOpoB (meradionc*) TUBHOM NaMATH
- -----

(TepabaiT**)
IBM 116 400 1,026 MogennpoBanue
RoadRunner SIIEPHBIX B3PHIBOB

*1 neradmornc = 10'° onepanwuit B cexyHIy
*#%] tepabaiit = 2%° Gaiit = 210 ruraGaiit

Cdepa
HCIO0JIb30BAHUSA

Puc. 1
TexHonorus paboTel

1. Co3paiite HOBBIN JOKYMEHT.

2. ITo obpasny (puc. 1) moacuuTaiiTe, CKOIBKO CTPOK U CTOJIOIIOB B TaONIHIIE.

3. BemonauTe komany BeraBka, Tadauna, BeraButh Tadanny.

4. B nosiBUBILIEMCs 1MANOroBoM okHe BeraBka Tadauusbl 3anonHuTe nois Yucesao cTo0uoB u
Yucno cTpoK, YCTAaHOBHUTE MEPEKIIOYaTelh ABTONOAOOP IMPUHBI CTOJOLOB B IOJIOXKEHUE MO IIU-
PHHe OKHA 1 HaxxmMuTe kHonky OK.

5. BamonHuTe TA0IMIly JHaHHBIMH COTIacHO o0Opasiy (puc. 1), ucrmons3zoBaB mpudpt Times New
Roman u pa3mep mpudra 10.

6. [lepeiimuTe B pe:KUM peTaKTUPOBAHUS TaOIUIIBI, BHIOpaB BKIaAKy Maker.

7. JInst noOaBieHusi CTPOKM BHM3Y TaOJMIIBI YCTAaHOBUTE Kypcop B JIIOOYIO sUEHKYy MOcieaHen
CTPOKH 1 BHITOJIHUTE KoMaHTy MakeT, CTPOKH U €cT001BI, BcTaBUTH CHU3Y.

8. BBeauTe B MOCIEIHIO CTPOKY TAaOIUIIBI HH(OPMAIIMIO O CYIEPKOMIIBIOTEPE, BBIITYCK KOTOPO-
ro mianupoaics k 2012 roxny (puc. 2).

Ha3zBanue Crtpana KounuyecTBo MpousBoauteabHocTh | O0BeM onepa- Cdepa ucnosnb-
NpoLeccopoB (Tepaduionc*) THBHOIl NaMATH 30BaHUSA
(Tepadaiit**)
IBM Sequoia CIIOA 1 600 000 20 1600 MopaenupoBaHue
UCTIBITAaHHUH  siTiep-
HOTO OpYXKHsI
Puc. 2

9. Ilpunaiite Tabnuue cruiaeBoe opopmiieHre 1o csoemy ycmorpenuto (Konerpykrop, Ctuiam

TA0JIMIL).

10. Coxpanute 1okyMeHT ¢ UMeHeM CaMble MOIIHbIE KOMIIBIOTEPHI B MHUPe.
3apanue 2. Co3gaHue TaOJIUI HA OCHOBE MOJATOTOBJICHHBIX TEKCTOBBIX IOKYMEHTOB
Cospaiite TabuuIly U3 OATOTOBIEHHOTO TEKCTa (puc. 3) U oThopMaTHpYHTE €e.




TexHonorus paboTel
TekcT cunTaercs MOArOTOBJICHHBIM JIJIsl TPeOOpa30oBaHUs B TaOJUILy, €CIIH Kax/as CTpoKa Oymy-
el TabJIHMIIbl 3aKaHYMBACTCSI CHMBOJIOM «KOHEI[ ab3atay, a IJisl OTJEeNICHHs CTOJIOOB APYT OT ApYyra BbI-
OpaH eJMHBII CUMBOJI-Pa3ICIUTEIb.
1. Co3pnaiite HOBBIN TOKYMEHT.
2. BximrounTe pexuM 0TOOpaKeHHS HETleYaTaeMbIX CHMBOJIOB.
3. HabGepure Tekct kak B obpasiie (puc. 3).

- Win7 -+  Vista -  Win2003 - WinXP - W2000 - Linux - Mac'
2010-March—+14.7% - 13.7% - 14% —» 378% - 03% - 435% - (9%

2009-December - 00% - 160% - 14% - 616% - 06% - 45%

-+ 6.3%"

2008-December - - - 136% - 1.7% - T714% - 17% - 38%
-+ 3.3%9

2007-November -+ - -+ 6.3% -+ 2.0% -+ T738% -+ 31% -+ 33%
-+ 3,9%9

2006-November -+ - -+ - -+ 1.9% —+  749% =+ 80% -+ 335%
-+ 3.6%%

20053 November -+ - - - -+ 1.7% -  T71.0% - 146% - 33%
-+ 3.3%

Puc. 3

4. IToncumTaiite, cKOJIbKO ab3aieB B TekcTe. CTOJIBKO CTPOK OyJeT colepxkarb cozaBaeMas Tad-
TIVTIA.

5. lns kaxxkaoro ab3ara onpeaenuTe, Ha CKOJIBKO parMeHTOB OH Pa30UT CUMBOJIAMU TaOyIISIUU.
CToaBpKO CTONIOIOB OYJET y CO3/1aBa€MON TAOHIIBI.

6. Beigenute TeKCT 0€3 BbIJENIEHH MyCThIX a03aleB.

7. Bemmonnute koMany Beraska, Tabsauuna, Ilpeoopa3zoBats B Tadamny.

8. Ybenutech, 4TO B OTKphIBIIeMcs auanoroBoMm okHe IIpeodpa3oBaTrh B Tal/MIly B KauecTBe
pazgenuTens yka3aH 3HaK TaOynsmun. Cpeqa aBTOMaTHUECKH ONpEAeNiiia, YTO TabIuIa JOJDKHA COo/Iep-
KaTh BOCEMb CTOJIOIIOB.

9. 3akpoiite okHo, menkHyB Ha kHomke OK. Voemutech, uro TabnuIiia co3aHa MPaBUIHHO

(puc. 4).
CTaTHCTHKA HCIOJIb30BAHNS ONEPAIIMOHHBIX cucTeM B Mupe 3a 2005-2010 rr.

Win7 Vista  Win2003 WinXP W2000 Linux Mac

ﬁ)alfih 147% 137%  14%  57,8% 05%  45%  6,9%
2009 0 0 0 0 o . .
Decomber  20%  160%  14%  616%  06%  45%  65%
2008 0, 0, 0, 0 0 0
Decernber - 156%  17%  714% 17%  38%  53%
2007 0 0 o . . .
November i 6,3% 2,0% 738%  51% 3,3% 3,9%
ZN%?,imber - : 19%  749% 80%  35%  3,6%
ZN%?,imber - 17%  710% 146% 33%  33%

Puc. 4
10. JI;mst BeIpaBHUBAHUS BBICOTBI CTPOK TAOJIHUII YCTAHOBUTE KYpCOpP B JIOOYIO SYCHKY M BBITIOJI-



HuTe KOMaHny Maker, Pa3mep sueiiki, BbIpOBHATHL BBICOTY CTPOK.

11. JIns Bcex cTONOIOB, KPOME MEPBOT0, YCTAHOBUTE:

m BhIpaBHMBaHUE 110 1IeHTPY (MakeT, BolpaBHuBaHue, BoIpaBHUBaHHE N0 IIEHTPY);

m ouHaKkoByro mupuny — 1,8 cm (Maker, Pazmep siueiiku, Illnpuna cTo0ma Tadauubl).

12. Jlnst ycTaHOBKY TPAaHUIL U 3THBKY NIepeluTe Ha BKIaaky KoHcTpyKTOp.

13. Beigenure nepByrO CTPOKY M BBIMOJHUTE KoMaHay Ctuiaum Ttadaun, 3aauBka. 13 npemo-
KEHHBIX 00pa3ioB 3anuBKH BeiOepuTe OJIMBKOBBII, aKIEHT 3.

14. 3analiTe 3aIMBKY OCTaJIbHBIX sY€EK TaOMHIILI 1IBeTOM OQJIMBKOBBIM, akieHT 3, Oojiee CBET-
Tl OTTEHOK 60%.

15. /Ing ycraHOBKHM TpaHMII BbIAETUTE BClo Tabnuiy u B rpymnine HapucoBarh rpaHuusbl 3ajaaiite
CJIEYIOIME TapaMeTphbl:

Crtuiib niepa: o yMOJIYaHHUIO
Tonmwuua nepa: 2,25 nt
L{Bet mepa: OIUBKOBBIN, akIeHT 3, OoJiee CBETIbIi 0TTeHOK 40%

16. Boinonuute xkomanny Koncerpykrop, Ctuiau tadauun, I'pannusi, Bee rpaHumns!.

17. Coxpanure nokymeHT ¢ uMeHeM CTaTucTHKa Hcnosab3oBanus OC B mupe.

3ananue 3. [IlpeobpazoBanue HEMOATOTOBIEHHOTO TEKCTA B TAOIUILY

CosnaiiTe Ta0nHILy, B3sB 32 OCHOBY HETIOJIOTOBJICHHBIN TEKCT.

Texnonorus paboTsl

1. OTkpoiiTe TOKyMEHT ¢ UMeHeM /loMeHbI BepXHEro ypoBHSI.

2. Bxiirounte pexuM 0ToOpaskeHusl Here4aTaeMbIX CUMBOJIOB.

3. BEumarenpHO u3yunte TekcT. OnpeaenuTe CUMMBOJIBI, KOTOPBIMU OTAEsAeTCsl HHpOpManms 00
OTIIeNbHON cTpaHe (Oyayiias cTpoka TaOnuilbl) OT MH(pOpPMAIMK BHYTPH CTpaHbl (OyAyIIue CTOIOLbI).
MO3KHO 3aMETHTh, YTO CUMBOJIOM-PA3ICIUTEIEM CTPOK SIBIISIETCS «;», & CTOJOIOB — «:». CllelyeT Takxke
OTMETHUTH, UTO TIOCTIE KaXJI0T0 CUMBOJIA «:» CTOMT MPOOe, Kak U MOCIe KaKIOT0 CUMBOJIA «;». ITO BaxK-
HO JIJIS HAIlIUX JTaJIbHEUIINX JCHCTBUM.

4. Jlna ennHOOOpa3us 3aMEHUTE B TIOCTIEAHEN CTPOKE CUMBOII «.» Ha «;» U MOCTaBBTE MOCIE HETO
npo0Oer.

5. BeigenuTe TeKCT, kKpoMe Ha3BaHUs TAOMUIBI U IBYX MOCIEIHUX MOSCHUTEIBHBIX CTPOK U BBI-
nonauTe Komanay I'yiaBuas, PejakrupoBanue, 3aMeHUTD.

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

7. YcranoBute Kypcop B mojie 3aMeHMTh Ha, HAXMUTE KHONKY BboJbuie u B MeHio kHonku Crie-
HMAJBHBII BeiOepuTe 3HaKk ad3ama.

8. BemmoaHuTe KOMaHay 3aMeHHTh BCE W OIPEIeIUTe, CKOJBKO Mpou3BeneHo 3aMeH. CTOJIbKO
CTpOK OyZeT B Tabnuiie.

9. Ha Bompoc «IIpooKkuTh TOMCK B OcTaBIIeics yactu?» orBeTbTe Her.

10. B none HaiiTu yganuTe mpeablayiiee yCIoBUe MOUCKA U YCTAHOBUTE HOBOE — CUMBOJIBI <«:» U
npoberna.

11. B none 3aMeHUTH HA yAATUTE MPEIbITYIIEe YCIOBHE U BCTABbTE CIIEIIUANBHBIN CUMBOJN 3HAK
Ta0yJIALMH.

12. BeimonHuTe KOMaH1y 3aMeHUThb BCe.

13. Ha Bonpoc «ITpoaomkuTh MMOUCK B OCTaBIIEHCS YacTu?» oTBeThTe HeT.

TeKkCcT MoAroTOBIIEH K MPeoOpa30BaHUIO B TAOIHILY.

14. Beinenute TeKCT Oymymiei TabauIb.

15. Bemmonnute komanny BeraBka, Tadamua, [Ipeodpa3zoBaTs B Tadaunmy.

16. B otkpeiBIIeMcs auaioroBom okHe IlpeodpazoBaTh B TA0IUIy cpe/ia MPEIIOKUT BaM KOJITH-
9YEeCTBO CTPOK U CTOJNOIOB Oyaymiel TabmuIel Mo yMoa4aHuto. W eciiv Bce Mpeapiaynue NeHCTBUs Cle-
JaHbl mpaBuiIbHO, To WOrd omnpeaenut, 4o Tabauia J0UKHA cogepkaTh 17 cTpok u 4 crodia.

17. B mone Pa3menunTenb MO yMOJYAHUIO YCTAHOBJICH CHUMBOJI TaOYINSIIMH, YTO COOTBETCTBYET
HalleMy TeKCTY.

18. 3akpoiite okHo, menkHyB Ha kHomke OK. YOeaurtech, uro Tabnuia caeinaHa MPaBHIBHO

(puc. 5).




19. loGaBbTe N1BE CTPOKM CBEpPXY JJIsi 3arOJOBKOB TaONMUIBL. JIJiT 3TOTO BBIACIUTE JIBE NEPBBIC
CTPOKH TabJuUIIbl ¥ BBIOEpUTE KoMaHy MakeT, CTpPOKH H cT0101bI, BcTaBUTH CBepXY.

20. TToouepenHo OOBEAMHUTE SUEHKU ISl BBOJAA 3aroJIOBKOB, MPEABAPUTEIHHO BBIACIUB HX U
BOCIIOJIb30BaBIINCh KoMaHngou Maket, O0neanHUTL, O0beINHUATL STYEHKH.

21. BeeauTe TEKCT 3ar0JIOBKOB.

22. O0beAMHUTE TYEUKH OJHOTO IoJla perucTpaliy TOMEeHa, OCTaBUB I'oJl IO OJHOMY pasy.

23. Ocy1iecTBUTE BBIpAaBHUBAHUE B sYCHKaxX TaOMHIBI COTIacHO o0Opasily (puc. 5), BOCHOIB30-
BaBILMChH KHOMIKaMu U3 rpynisl BolpaBHuBaHMe Ha BKiagke Maker.

24. CoxpaHHTE TOKYMEHT.

JlaThl c031aHNsI HEKOTOPbIX HAIIMOHAJILHBIX JOMEHOB BEPXHEro y
JlaTa co3nanus
Crpana Tong | Yucao, Mmecsin Hloven
CIIIA 24 nrons .US
BenukoOpuranus 1985 | 24 urons Uk
W3zpanin 24 oKTA0ps Al
ApreHtuHa 1987 | 23 cenTs6ps ar
bpazunus 1989 | 18 ampes r
Coserckuii Coro3 19 cents6ps .Su
" 1990
Kwuraii 28 HOsAOps .cn
Bonusus 1991 26 despas .bo
Komrym6ust 24 nexabps .CO
Anbanus 1992 21 anpens al
Ykpauna 1 nexabpst .ua
JlatBust 1993 | 1 urons v
Poccuiickas @enepanus 7 anpenst .ru
1994
ApmeHus 26 aBrycra .am
Yumm 1995 | 27 siHBaps .cl
Adranucran 1997 | 16 okTs0ps .af
Poccuiickas @eneparus | 2009 | 30 oxTs6ps po*

OBHH

* — nepsblit 1omeH B ucropuu ICANN**, HanucaHHBIM Ha HAllMOHAIBHOM S3bIKE
** — VIHTepHET-KOPIIOpaIis 10 YIPAaBJICHUIO JOMEHHBIMH MMEHAMH M IU(GPOBBIMH aJpecamy B

HNurepnere

Puc. 5

3ananue 4. CopTHUpoOBKa B TabIHIle
BbimonHNuTE COPTHPOBKY JAHHBIX, MPEICTABICHHBIX B TabauuHOM hopme (puc. 6).

Crpana KonnuectBo
aTtaxk
BRAZIL 123 736
CHINA 12 708 285
EGYPT 3615 355
FRANCE 182 975
GERMANY 253 097
INDIA 479 429
INDONESIA 190 607
ISRAEL 118 664
ITALY 121 508
MEXICO 308 399
MOROCCO 230 199
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
Texnonozust pabomuol

1. Otkpoiite daiin ATaku BpeI0OHOCHBIX MporpamMm. B ¢aiine u Ha puc. 6 npeacTaBiIeHbl JaH-
HBIE IO CTPaHaM, Ha JOJII0 KOTOPBIX NMPUXOANUIIOCh 89 % Bcex aTtak BpeaoHOCHBIX nmporpamMm B 2009 rony
(mo mannbM «Jlaboparopuu Kacmepckoroy).

2. 1o6aBbTe K Tabmuie cTojoer cieBa. st 3TOTO BBIICIUTE TEPBBIA CTOJIOCI U BBIMOJHUTE KO-
Maunay Maket, BecraBuTh cjieBa. Beaure 3aroiioBok crosndmna «Mectoy.

3. B mepBrIii cTonOe1 BCTaBbTE aBTOMATHUECKYIO HyMEPAIHIo.

4. Boigenute nepByto CTpoKy B Tabnuie ctuieM CTporui.

5. YcraHoBuTe Kypcop BHYTPU TaOIHUIIBI.

6. Bemmonaute komanny Maket, [lannbie, CopTHpPOBKA.

7. B mone CHavajna no nuanoroBoro okHa CopTHpoBKa BbIOepuTe 3aroioBok cronbdma «Komu-
YeCTBO aTaKk» M yCTAaHOBUTE Nepekitouarens B nojoxenue Ilo yobiBanuio. Haxxmure OK. IIpocmoTpu-
T€, KaK BBIIIOJIHWIIACh COPTUPOBKA.

8. Jlob6aBbTE CTPOKY CHU3Y.

9. BeenuTe B HIDKHIOIO CTPOKY AaHHbIE 0 Poccuiickoii Deneparuu:

| RUSSIAN FEDERATION | 335656 |

10. 3aHOBO OTCOPTHPYHTE TAOIUITY IO YOBIBAHUIO KOJIMYECTBA aTaK.

11. Beigenute paMKoit CTpoKy ¢ qaHHbIMU 0 Poccuiickoit denepanuu.

12. BeienuB Ta0nuIly, YCTAaHOBUTE IIMPHHY CTOJOLOB C IMOMOIIBIO KOMaHIbI ABTOMOAOOP MO
COIEPKUMOMY.

13. CoxpaHuTe TOKyMEHT.

3amanue 5. Beruncnenus B Tabnumax

Hcnonbp3oBaB (popMyibl, paccuuTaiiTe CyMMapHblii 00beM BceX IpadUuecKuX U TEKCTOBBIX (aii-
JIOB JI0 M TIOCTIE apXUBaIlMH, a TAK)Ke OCYIIECTBUTE (HOPMAaTUPOBAHNE YMCIIOBBIX JAHHBIX MO JIECATUIHON
3ansToi. Mcxo/iHble JaHHBIE AJIs pacyeTa MpeiCTaBIeHb! Ha puc. /.

I'paduyeckne paitiabl TexcroBble ¢ailiibl
Pasmep (K6aiit) Pasmep (K6aiit)
Nms | Pacumpenue . ITocne Nms | Pacoupenue o ITocne
Ucxonuprit Ucxonuniit

apXHuBaluu apXHUBaIuu
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
Pic4d | .jpg 15,4 142 | Textd | .rtf 45,2 2,99
Pic5 | .bmp 449 3,8 | Texts | .txt 80,1 16,9
Pic6 | .bmp 145 59,8 | Text6 | .txt 127 36,8

Hroro Hroro
Puc. 7

TexHonorust paboTsl

1. Co3naiite HOBBIM TOKYMEHT.

2. CoznaiiTe Tabnuily Kak Ha puc. 7.

3. I[lepen HavamOoM BBIYMCICHUH MBICIICHHO 0003HAYbTE KaXKIbIH CTOJOEI] TabauIbl OykBou (A,
B, C, ...), a ctpoky — HOMepoM (1, 2, 3, ...).

4. Bocrions3oBaBmuck komanaor Maker, Jlanubie, @opmyJia, BBeaute B sueriky C10 hopmy-
ay: =SUM(ABOVE) ans pacuera cymmapHOTo o0bema rpaduueckux (aiijioB 10 apXuBauu (MCXOIHBIN
pasmep). Apryment ABOVE o3HavaeT «CyMMUPOBATh YHCIOBBIC SIMEHKH BBIIIE STUCUKHU C (POPMYITOM».



5. Cxonmpyiite nonyueHnyio ¢popmyny B sueiiku D10, H10 u G10. [Tocne xonupoBanus ¢op-
MYyJIbl B KQXJI0M siuelike OyAeT OJJHO U TO K€ YUCIIO.
6. YcraHoBUTE Kypcop BHYTPU BBIYUCIISIEMOTO IOJISL U BHIMOJIHUTE KOMaHay OOHOBUTH moJe u3
KOHTEKCTHOI'O MeHI0. Pe3ynbTaThl pac4eToB OOHOBSTCS.
7. CneBa OT TOPU3OHTAIBHON JTMHEWKH HAWIUTE KHONKY TaOyJISATOPOB M, LIENKas 1O HEH MBbI-

1Ist0, BeIOepuTe Tadynstop Ilo pazaenauresro .
8. Beirenute unciioBsie qanHbie cTonboma C u ycraHoBuTe BeipaBHuBaHue I1o 1eBoMy Kparo.
9. Ha ropu3oHTanbHOM JIMHEHKe B 00JaCTU BBIIEJICHHOIO CTOJNOIA HISTYKOM YCTaHOBUTE Taly-
nsitop Ilo pasaenurenio.
10. Y6enurech, 4TO YUCIIa BEIPOBHSJINCH 110 AECATUYHON 3aIsITOM.
11. TToBTOpPUTE NEHUCTBUS MPEIBIIYIINX TYHKTOB JJIsl YMCIOBBIX TaHHBIX cTOONIOB D, G, H.
12. Coxpanute 1OKyMeHT ¢ uiMeHeM Pa3Mepsnl (aiiios.
3ananue 6. HanpaBieHnue TekcTa B Ta0IHIe
Coznaiite Tabnuiy mo odpasity (puc. 8), HCIOIb30BaB MOATOTOBJICHHBIE TEKCTOBbIE JaHHBIE.
CroumMocTh NporpaMMHBIX NPOAYKTOB JabopaTopun Kacnepckoro
Iena qunen3un Ha 2010 roa

Ilena nuuen3un Ha 1 rox
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Puc. 8

TexHonorus paboTel

1. Otkpoiite daiin Hena aunensuun Ha 2010 roga.
2. BxirounTe pexxuM 0TOOpaKeHHs HereyaTaeMbIX CUMBOJIOB.
3. Beimenure TekcT 6e3 mycThIX ab3areB U mpeoOpasyiiTe ero B Tadiauily koMaHnoii BeraBka,
Ta6anuel, IlpeodpazoBaTs B Tadauny. Ilepexntouatens ABTONOAOGOP IIUPHHBI CTOJ0LOB YCTAHOBUTE
B noJsioxenue Ilo conep:knmomy.
4. PactipocTpanuTe 3aroyioBok «llena onHoii aumeH3uu, py0.» Ha coceHUE crpaBa siueiku. Jlms




3TOTr0 OOBEMHUTE 3TH SIUCHKHU COTIACHO 00pasIty.

5. PacnpocTpanuTte 3aroinoBok «Koi-Bo JUIIEH3UH, IIT.» HAa COCEHUE cripaBa siueiku. /st sToro
O0BEIMHUTE ITH STUYEHKU COTIIACHO 00pasIy.

6. Pactipoctpanute 3aronoBok «Ha3zHayeHue» Ha SUEWKH BbIIIE M HUXKE MOJMUCH, OOBEIUHUB
COOTBETCTBYIOIINE TYECUKHU.

7. I3aMeHuTe HallpaBlIeHHE TEKCTa B silUEHKaX C KOJIMYECTBOM JMLEH3UU. [t 3TOro, BBIIEIUB
SYEUKH, HaxxuManTe kHonky HampasiieHune Tekcra B rpynne BelpaBHuBaHue Ha BKiaake Maker 1o
TeX MOop, OKa He BhIOEpUTE HYKHOE HAIIPaBIICHUE.

8. OTkoppekTupyiite mupuny croidua «Haznadenue» coriacHo o0pasily ¢ MOMOINBIO HarpaB-
nsaomux. KoHTpommpoBaTh MIMPHUHY MOKHO € IOMOIIBIO Tpynnbl Pazmep sadeliku Ha Bkiagke Maker.
3HaueHue MUPUHBI JOHKHO OBITh MPUMEPHO 4,5 CM.

9. lopucyiiTe CcTONOIBI Uil Ha3BaHWH MPOTPAaMMHBIX HPOAYKTOB. J[s 3TOro mepenaure Ha
BkIaaKy KoHeTpykrop u Beibepure komanny HapucoBaths Tadauny. C moMompl0 ykasarens MBIIIH,
KOTOpBIM MpHUMET BUJ KapaHJalla, CO3JaiiTe SYEHCTYI0 CTPYKTYpPYy cOrjiacHo oOpasiy. s KoppekTu-
POBKH CTPYKTYpHI BOCTIONB3yiTech JlacTHKOM. 3aKOHYHTE pHCOBaHKE, ellle pa3 BeIOpaB komanay Hapu-
coBaTh Ta0IMIY.

10. BeiGepuTe HampaBiieHUE TEKCTa JUII BHOBb CO3/IaHHBIX SYE€EK U BCTABBTE COOTBETCTBYIOIIMIA
TEKCT MOAINCEN.

11. Beenute Ha3Banue tadnauisl «llena munensun Ha 1 roa». s 3TOro BCTaBbTE MyCTYIO CTPO-
Ky cBepxy. O0beIMHUTE HEOOXOAUMBIE STUCHKU U BBEUTE MOAMKCH. 3a/1aiiTe BBICOTY CTpoku 0,5 cMm.

12. BeIpoBHSIATE TaHHBIC BO BCEX sAUeiKax TaOIHUIIBI COrsIacHO oOpasity (puc. 8).

13. /lns Bcex 3arojoBKOB YCTAHOBUTE MONY>KUPHOE HAUepTaHHE.

14. CoxpaHuTe 1OKyMEHT.

JlaGopaTtopHnast pabora 4
TekcroBeii pegaktop MS Word: rpadudeckue 00beKThI B TEKCTOBOM JOKYMEHTE

Ilenb pa®oThI: HAyYUTHCS OCHOBHBIM TEXHOJIOTMYECKMM OIEeparusM padoTbl ¢ rpaduuecKuMu

00BEKTaMU B TEKCTOBBIX JOKYMEHTaX.
3ananue 1. CriocoObl BCTaBKU TOTOBBIX PUCYHKOB B TEKCTOBBIN IOKYMEHT

BcraBbTe B JOKYMEHT PUCYHOK U3 (ailia, COXpaHEHHOTrO Ha KoMIbtotepe. Haiinure pucyHOK B
WHTepHeTe U BCTaBbTE B JOKyMEHT. BeraBbTe B okymeHT kimil u3 kosuekuuu Microsoft Office. Co-
31aiiTe moa00pKy KapTHHOK Ha BeO-y3ne Office Online u BcTaBbTe KapTHHKY M3 MOJOOPKU B IOKYMEHT.

TexHonorus paboTel

1. Co3paiite HOBBIN JOKYMEHT ¢ UMeHeM Cnoco0bl BCTABKH PUCYHKOB.

2. CoznaiiTe moj 3aroioBKOM TaOiuIly 2 x 2.

3. lllenkHUTE B TIEPBOM sSUEHKe TAOJIHIIBI, YTOOBI YKa3aTh MECTO BCTABKHM PUCYHKA.

4. Bemmonnute koManay BeraBka, Miumoctpanuu, Pucynok. Otkpoercst okHO BeraBka pucyH-
Ka (110 YMOJIYaHUIO MPeJIaracTcsi BCTaBKa 13 nankd Mou pucyHKH).

5. Haiinute Ha cBoeM KOMIIbIOTEpE MaIKy ¢ pPUCYHKaMU U BCTaBbTE OJMH U3 HUX B TaOJIUILY.

6. Hactpoiite nonoxenue kaptuaku (Popmar, Ynopsigouurhb, OdTexanue TekcToMm, B Tekcre).

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

8. UtoOb! HaiiTu pucyHok B VIHTepHeTe, 3arpy3uTe JI00YI0 MOMCKOBYIO CUCTEMY, HanpumMep «S1H-
TEKC».

9. 3amaiiTe MOMCK PUCYHKOB IO KJIIOUEBOMY CIIOBY (HallpUMep, «KOMIIBIOTEP»), BEIOEpUTE Cpel-
HHU pazmep.

10. C moMoI111bt0 KOHTEKCTHOT'O MEHIO CKONUPYITE MHTEPECYIOLINI Bac pUCYHOK B Oydep oOMeHa
1 BCTaBbTE €0 BO BTOPYIO SYEHKY TaOIUIIBI.

11. Bemonuute komanny Beraska, Mimroctpannu, Koumn.

12. B otkpsiBmIetics obnactu 3amau Kaun (mpaBast 4acTh SKpaHa) MICIKHUTE HA CCHUIKE YMOPS-
AOYHUTH KJIUMBI.

13. B cniicke KOJUIEKIUH MOSBUBIIETOCS OKHA OpraHu3aTop KJIUNOB OTKpoiite nanky Kossiek-
nuu Microsoft Office.



14. BeiGepute TeMaTHKy KIUIOB, Hanipumep, [Ipodeccus.

15. BcraBbTe MOAXOAIIYI0 KAPTUHKY B TPETHIO STYCHKY TaOIUIIBI.

16. 3akpoiite okHO OpPraHu3aTop KJIUINOB, €CIIM OHO OTKPBITO.

17. B ob6nactu 3amau Kimun menkaute Ha cepuike Kaunbl Ha Be6-y3ie Office Online. Otkpoert-
cs BeO-pecypc ¢ pucyHkamu, poTorpadusiMu, aHUMALUSIMH U TIP.

18. HaiinuTe MOUCKOBYIO CTPOKY.

19. HaiiguTe CriMcoK KaTeropuii N300paeHMi.

20. BriGepute KaTeropuio UM 3aJaiiTe MOUCK IO KIIOYEBBIM ciioBaM. [Ipocmorpute mogoOpan-
HBIC PUCYHKH.

21. BriGepute UHTEPECYIOMNN BaC PUCYHOK U MIETKHUTE Ha HeM. OTKpPOETCsS OKHO CO CBEACHHUS-
MU O PUCYHKE.

22. llenxuaute Ha kHOMKe KonupoBaTh. PucyHok coxpanutcs B Oydepe oOMeHa.

23. Tlepeiiiute B TEKCTOBBIM JTOKYMEHT M BCTaBbTE PUCYHOK W3 Oydepa oOMeHa B YETBEPTYIO
SYEHKY TaOJIHIIBI.

24. CoxpaHHTE TOKyMEHT.

3ananue 2. Co3qaHue cxeM Mpu NOMOIIM BEKTOPHBIX OOBEKTOB C UCIOJIB30BaHUEM MOJIOTHA

Co3naiiTe cxemy U3 BEKTOPHBIX 00BEKTOB COTIIACHO 00pasity (puc. 1).

Texnonorus paboTsl

1. Co3naiite HOBBIM TOKYMEHT.

2. Bemmonnute komanay Beraska, Unmocrpauun, @urypsi, HoBoe nosiotHo.

3. Ilpopucyiite neHTpanbHbIil 00beKT. Mconb3oBaB komanny CpeacTtBa pucoBanusi, @opmar,
BceraButh purypsl, BEIOEpUTE MIECTHYTOJIBHUK.

4. Ha3znaubTe (purype cieayromnie CBOMCTBa C MOMOMIIbI0 KoMaHa rpynmbsl CTujiu puryp:

3anuBka: ['paguenT (kHonKa 3ajiuBKa QUIypHbI)
Pamka: Cunsis TpexxkoHTypHast (kHonka KoHTyp ¢urypsr)

a m

JdocTtoeepHoCcTs

T ~ a

OO0BEeKTHBHOCTS

Puc. 1
5. Ilpopucyiite purypy CKpyr/jieHHbIil NPIMOYI0JIbHUK.
6. HazHaubTe eii cienyronme CBOICTBa:

3anuBka: Tekcrypa
Pamka: CuHss JByXKOHTYpHast
Tenp

7. Ucnionp3oBaB knasuiry Ctrl, cozpaiite mare Komuii HaCTpOEHHOW (GHUTYPBI U pa3MECTHTE HX,
Kak Ha oOpasIe.

8. CoemuHuTe C MOMOIIBIO MHCTpyMeHTa CKpYIJieHHasi JJMHHUS CO CTPEJKOH OOBEKTHI CXEMBI.
J1st 5TOr0 B MEHIO (PUTYp BbIOEpUTE HYKHBIHM THUIT CTPEJIOK, HABEIUTE YKa3aTeJb MBIIIU Ha CEPEIUHY OJ1-
HOM QUTrypsl U, HA)KaB KHOIIKY MBIIIY, IPOBEAUTE JIMHUIO K APYyroi durype.

9. IlpoBepbTe, YTOOBI KaXKAasi COeNMHUTENbHAS IMHUS «[IPUKJICHIACh» K 00BeKTy. I 3TOro BhI-




JIeTTUTE JINHUIO U YOeAUTECh, YTO KOHIIBI OTMEUYEHBI KpacHbIMU Mapkepamu. Ilpu HeoOxoauMocTu 3axBa-
TUTE KOHEIl ¥ MPUCOEANHUTE €T0 K cepeiHe (PUrypsl.

10. Boigenute ¢ nomomipio kiaBummu Shift Bce coeanHuTeIbHBIC JIMHUK U /TSI BCEH TPYIIIBI ycTa-
HOBHUTE CJIEAYIOIINE CBONCTBA:

Tommuna: 1,5 or
LiBeT: kpacHbI
Tum: Htpux

11. IlepenBuraiite 0ObEKTHI CXEMBI, CBEPSISICH C 00PA3OM M CIEs 32 COSAMHUTEILHBIMU JIMHU -
MHU.

12. Ucnionb3oBaB koMaHay Jl060aBUTh TEKCT KOHTEKCTHOTO MEHIO, BHECUTE HAJIHICU B (PUTYPHI.

13. To6aBbTe 00bekT WOrdArt B 1ieHTp KOMITO3HIIHH.

14. Crpynmnupyiite 00bEKTHI CXEMBI.

15. Beigenute noiay4yuBIiieecs H300paKeHNE U BHIPEKBTE €0 U3 MOJIOTHA.

16. Beimenute u yaanute mosoTHo (kinasuina Delete).

17. BcraBbTe BhIpEe3aHHBIH PUCYHOK B TEKCTOBBIM IOKYMEHT.

18. Coxpanute nokymeHT ¢ uMeHeM CBolicTBa mH(popManum.

3ananue 3. PUCYHOK U3 pa3HOTUIIHBIX IpadUuecKuX 0ObEKTOB
CosnaiiTe pekiiaMHOE OOBSIBIICHHE COTIIaCHO 00pa3ity (puc. 2), cocrosiiee u3 rpahuuecKkux 00b-
€KTOB Pa3HbBIX TUIIOB.
TexHonorus paboTsl

1. Co3pnaiite HOBBIN JOKYMEHT.
2. BcraBbTe KU ¢ M300payKEHUEM KOMIThIOTEPA.
3. Beigenute pucynok. O6patute BHUMaHHE Ha TO, KAKUMH MapKepaMH OTMEUEHBI €ro TPaHUIIbL.

Oupma QMraHuzyeT

Hoaroroexs:
00 CAVEMESOmSTO-
spcomaza’

Puc. 2

4. YctaHoBUTE JUIsl BBIJEJIIEHHOTO pUCYHKa (HOpMy (CKPYTJIEHHBIM NMPSMOYTOJbHUK) U TPaHUILY
(ToNIIMHA M IBET), UCHOJB3Yd KoMaH/sl Popma pucyHka u I'panuna pucynka rpynmnsl Pagora ¢ pu-
cynkamu, ®opmat, CTHIN PUCYHKOB.

5. BcraBbre HOBOE monoTHO (BeraBka, Miumoctpanuu, @urypsi, HoBoe moJioTHO). YBenuubTe
pa3Mmep M0JIOTHA Ha BECh JIMCT. B nanbHeleM npyu co3qaHuM OTAENbHBIX JIEMEHTOB U300pakeHus ciie-
IuTe, 4TOOBI BCe (PUTYpHI pacrojaraluch BHYTPHU MOJIOTHA, MHAYE HE TOJTYYUTCS TPYIITHPOBKA.

6. BeIpeskbTe pUCYHOK M BCTAaBbTE €ro B NoJIOTHO. OOpaTuTe BHUMaHKUE Ha TO, YTO MAapKephl Ipa-
HUI] TETIepb UMEIOT IPYTOil BUJI, TaK KaK U3MEHHJICS TUIT 00BEKTa — PUCYHOK IIpeBpaTuics B ¢urypy. Te-




nepb AJIs 3TOTr0 N300pakeHUs y)Ke HeloCTYIHO MeHI0 CTHJIM PUCYHKOB.

7. Ucnionw3oBaB komanay CpeacrBa pucoBanus, @opmar, BeraButh ¢purypsl, OcHoBHBbIE (pu-
rypsl, Hapucyiite poM0. [Tonbepure s Hero noaxonsuyto Teketypy (Ctuam ¢uryp, 3aauska, Tek-
cTypa).

8. Tak xak poM0 MOSIBWICS B MOJOTHE MOCJE KIUIa, IEPEeMECTUTE ero Ha 3aHUH iaH (3a pucy-
HOK).

9. lllenkHuTe BHYTPH MOJOTHA U J00aBbTE XYIOXKECTBEHHBIH TeKCT B Buae oObekra WOrdArt
(BcraBka, Tekcr, WordArt). HactpoiiTe MeCTOIOIOKEHHE HAAMUCH U €€ pasmep.

10. JTo6aBbTE eliie OIMH XYI0KECTBECHHBIHM TeKCT B BHae o0bekTa WOrdArt.

11. JIo6aBbTe Kk KOMMO3HUIMU CTpenky: BeraBka, Mimoctpanuu, ®urypsl, BeiOepute Quryp-
HYIO CTPEJIKY U mpopucyiite ee. OTKpoeTcs Bkiaaka PopMaTt ¢ MHCTpYMEHTaMU HACTPOHKHU CTPEIIKH.

12. Hacrpoiite 00beM durypsl (rpymnmna Oobem).

13. C nomosto kiaaumu Ctrl co3naiite 1Be KOMMH CTPEIKH.

14. Bcrasbre Tpu 00bekTa Hagnuceb (BeraBka, Texker, Hagnucs, HapucoBaTh Haanuch).

15. BeenuTe TEKCT B HAAMKCH.

16. Ycranosure s Haanuceit 3¢ dext Tenu (Popmat, IpdeKThl TeHH).

17. 3aneiite 00bEKTHI, BEIOpPAB IS HUX pa3HbIE THUITBI TPAJUCHTOB (JIEBBIH, IPAaBBIil BEpXHUHN yTOII,
OT IICHTA).

18. Pacmionokure HaIHUCH TIOJ] CTPEITKAMH.

19. C nomomsto unctpymenTa Haanuenb cosznaiite 610K 11 HOMEPOB TeIe(OHOB, BBEAUTE TEKCT.

20. U3menute popmy Oisioka (Popmat, Ctuim Haanuceii, U3smennTs Gurypy).

21. 3apaiite 3anuBKY GUTYpPHI B BUAE PUCYHKA, TOJAOEPUTE I[BET TEKCTA.

22. Beinenure Bce rpaduieckue 00bEeKThI, BXOISIINE B COCTaB N300pakeHUsI.

23. Crpynnupyiite Bce rpaduueckue oOBEKTHI € MOMOIIbI0 KoMaHisl CpeacTBa pucoBaHMS,
Ynopsinouurs, I'pynnupoBars.

24. Coxpanure 10KyMeHT ¢ umeHeM Ilpuriamenmne.

3ananne 4. Co3gaHne nepapXxuyeckoi CXeMbl C TOMOIIBI0 HHCTpyMeHTa SmartArt
Co3naiite cxeMy ¢ MOMOIIBI0 HHCTpyMeHTa SmartArt cornacHo oopasiy (puc. 3).

Cnocobbl 3anncK anropuTMoB

BepGanbHbiid CUMBONBHBIINA lpadpuuecknin

ANropETME] 0N HCDIE3HTCR

AN MOPHTMB! OTHCBIEIHITCA © -
© nomowpo Habopa

nomowbic Habopa
CHMEDNOE

ANTOpETME ONUCHEIDTCR
Ha“enoeeseCHIM A3 DIHE

TpEfHE CHI
HIDBpEMEHHA

Puc. 3
TexHonorust paboTsl

1. Co3pnaiite HOBBIN JOKYMEHT.

2. Bemoaaute komanny BeraBka, Mnsrocrpanun, SmartArt.

3. B nosBuBmemcs okHe Boioop pucynka SmartArt sei6epute rpynny CBsi3b 1 Tun cBsizu Tao-
JuqHas uepapxus, Haoxmure OK. J[7ns HacTpoiiku mapaMeTpoB pECYHKA TIPH €T0 BBIACICHHH B BEpXHEH
CTpOKe OKHa nosiBisiercss MeHio Pagora ¢ pucynkamu SmartArt.

4. IlosiBuBLIAsiCst popMa HE COBCEM COOTBETCTBYET 00pa3ily, Ha BTOPOM YpOBHE HE XBaTaeT OJoKa.
Boinenure mepBblif 070K BTOpPOTO YpOBHSI M BBHINOJHUTE KomaHdy Pabora ¢ pucynkamm SmartArt,
Konctpykrop, Job6aButs ¢urypy, JlodaBurs purypy mocie.

5. Yanure BTOpoii GJIOK HA TPETHEM YPOBHE, 3aT€M BBIACIUTE BTOPOIl OJIOK Ha BTOPOM YPOBHE U
n00aBbTE K HEMY QUTYPY HIDKE.

6. lllenkauTe B obnactu GopMbl, MpeIHaA3HAYEHHON I BBOAA TEKCTa M PACIIOJIIOKEHHOU ClieBa



OT TPaHUIIBI CXeMBI. 3aMoIHUTE (OPMY TEKCTOM.
7. B moarpynne Ctusmm SmartArt BeiOepuTe IBETOBYIO raMMYy.

8. Boienus ¢ momorisio kinaBuiiy Shift rpymmsl 0J0k0B, HACTpoOTE MIPUPT U HAUESPTAHUE TEKCTA

OJIOKOB.
9. Coxpanute TOKyMeHT ¢ MeHeM Cnoco0bl 3aNUCH AJITOPUTMA.
3ananue 5. CoznaHue paauaibHON CXeMbl ¢ TOMOIIbIO HHCTpyMeHTa SmartArt
Co3zpaiite cxemy coryiacHoO 00pasity (puc. 4).

*EyHEBNEHO NEPEECANTCR
Kak "TEEpAEIE W3aeAMA"
Hardware s TEXHUYECKHE
{annapaTHele] CpeacTEs
KOMMEKTERE

*EyHERNEHO NEPEECANTCR
K@k "MArKMe usgenms”

* COEQHYMHOCTE
Nporpamm,
0feCNeYHEEHILME
paloTy KOMNBKTEPE

*EyHEBNEHO NEREE0ANTCA
KEH "MHTENNEKTYENEHEIE
uzaenma"

*PazpaboTha aNropuTMOE
W UZYHEHME METOLOE M
MPWEMOE MX MOCTPOEHKA

Brainware

Puc. 4
TexHonorus paboTsl

1. Co3pnaiite HOBBIN JOKYMEHT.
2. Bemonaute komanay BeraBka, Mnsrocrpanun, SmartArt.

3. Beibepute Tun auarpammsl CBsi3b U noatun Paauanabsublii cnucok. [lpu BeiOope moaTumna BbI

MOJIYYMTE B TIPABOM YaCTH OKHA MOJIHYIO CIPaBKy O ero ucroyib3opanuu. Haxmure OK.
4, 3aroJHUTE DIIEMEHTHI CXEMBI TEKCTOM.
5. BcTaBbTe MoAXOAIINI PUCYHOK B TJIABHBIM OOBEKT, IIEIKHYB HAa 3HAUYKE B IIEHTPE.
6. Coxpanute TOKyMEHT ¢ UMeHeM PaauajibHasi cxema.
3amanne 6. O6paboTKa KONHi SKpaHa

Co3naiite TabmuIly, MOSCHSIOUIYIO padoTy ¢ rpaduueckumu oobekTamu B Word 2007 (puc. 5) u

coJieprKallyro (pparMeHThl KOMH SKpaHa MOHUTOPA.
BcraBka Konuu 3KpaHa

O0BeKT Bkaaaka ®@opmar
Pncy- @ AprocTe ™ ﬁ e — o L"@m-:-pua PUCYHES ™ # _1, Ha nepegHWil nnaH
HOK i
Kaun () KouTpactHacTe = % |d| |d‘ ‘ = LT;._? paHWLa pucyHka = —'_-J Ha 3agHuil nnax
— — _ MonoxeHne
%nEpEKpBCHTb* QE T bl IpDEKTE ANA PUCYHEE T - E OBTekaHWe TekcTom ™ Sk~
HMameHnTE CTHAK PUEYHKDE (] YNopago4nTh
Durypsol — =
NNOOO - e -l (w) ([ o il
ﬂ'—LLEDGG' .| . . 5 | peers oemeu P
_ — SderTl BEM | ¥NopagounTe Pasmep
RS 4 = @ | e | . .
BCTaEWTE QUrypE CTHAKW SUryp IF
WordAr .
{ wy AV~ i A2 @ (@] (@] (] ([0
<> oo | Wordiet | WoGArt| Horddtt - =
W3meHuTe WIHTEpEANn - J3dderTol | D6beM | ¥NopAgoYuTh| Pasmep
TEKLT - =" i A' TEHM ™ - - -
Tekcr Crnam WordArt
Puc. 5

TexHomorus paboThI
1. Co3naiiTe HOBBI TOKYMEHT. Y CTAHOBHTE OPHEHTAIIHIO JIHCTA — AJIbOOMHAS.
2. B mepBoli cTpoke BBeIUTE Ha3BaHWe «BcTaBka KOMMH SKpaHay.
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Pazme



3. BcraBpre Tabmuiry 2 x 4.

4, 3anoyiHATE TaOJIMITy TEKCTOBOM MH(pOpMaILUE 1o oOpasiry.

5. Bommonaute komanay BeraBka, Miunoctpanun, PucyHok.

6. B cBoOOaHYIO 001aCTh JINCTA BCTABBTE JIFOOOM PUCYHOK M3 (haiia.

7. Bpiienute pucyHOK U OTKpoiiTe Bkiaaky @opmat meHio PaGora ¢ pucynkamm.

8. Cuenaiite KONMMIO dKpaHa, HakaB KiaaBuimry Print Screen — komust OymeT coxpaneHa B 0ydepe
oOMeHa.

9. BcraBbTe KOMMIO SKpaHa B TUEiKy TaOIHIbI (CM. puc. 5).

10. BeigenuTe BCTaBICHHYIO KOTHIO DKpaHa.

11. O6pexsTe dpparment (@opmat, Pazmep, O0pe3ka), 0CTaBUB TOJIBLKO HHCTPYMEHTHI BKJIAIKH
®opmar.

12. YV nanure ob6pe3anHyro 4acth u3obpaxenus (Popmar, UsMenuTn, CikaTHe PUCYHKOB).

13. YtoObl BKIIaJKa TOMECTHIIACH B CTPOKY TAOJUIIBI, MOJAOEPHUTE HYKHYIO IIUPUHY C TIOMOIIBIO
koManael HHlupuna.

14. Boinonnute xomany Berapka, Miunroctpanuu, ®@urypsl.

15. Hapucyiite B cBOOOIHOI 00nacTu IucTa 11000 BEKTOPHBIH OOBEKT, YTOOBI MOIKIIOYHIUCH
HHCTPpYMEHTHI MeHIO Cpe/icTBAa pHCOBAHMS.

16. BcraBbTe B TabMUILy KOMUIO JIEHTHI ¢ BKJIaakol Mopmat meHio CpeicTBa pMCOBaHMA.

17. Bemmosiaute komauay BeraBka, Texer, WordArt.

18. BcraBpTe B Tabnuily KOMHUIO JIGHTHI ¢ MU3MEHHBIIEHCs Bkiagkoii Mopmart meHio Pabora c
oobexTamu WordArt.

19. Y nanute Bce 00BEKTHI 3a Mpe/ieIaMu TaOJIUIIBI.

20. Coxpanure 1oKyMeHT ¢ uMeHeM Konuu 3kpana.

3aganue 7. JlononuutenbHbie rpadudeckue Bo3mokuoctr Word 2007
Co3znaiite rpadUYeCcKyI0 U TEKCTOBYIO MOJIOKKY.
Texnonorus paboTsl

1. HaiinuTe B MOMCKOBOW CUCTEME PUCYHOK C BOJOIAIOM B IIEHTPE M COXPAaHUTE €ro B CBOEH mar-
Ke.

2. Otkpoiite daitn Kak nagaiot Boasl B Jlogope.

3. YcranoBurte anp00MHYI0 opueHTanuio cTpaHuilsl (Pasmerka crpanuusi, [Tapamerpsl cTpa-
HUIbI, OpHeHTAIHS ).

4. YcranoBure BblpaBHUBaHUE TekcTa [lo neHntpy.

5. Otkpoiite muanoroBoe okHO IleyaTHasi MOAI0KKA, BBHIIOJHUB KOMaH1y Pa3merka cTpaHu-
ubl, @on crpanunusl, [loanoxkka, HactpanBaemas nmoaioxka.

6. BeiOepuTe MoasI0KKy B BHJIE PUCYHKA.

7. C momonipio KHONKK BeIOpaTh ykaxute paHee mogoOpaHHbIN PUCYHOK.

8. Ycranosute macmrad 200 %, caumute duiaxok O6ecuerurh n Haxxmute OK.

9. IMonGepuTe IBET TEKCTA, YTOOBI OH KOHTPACTHO CMOTpeENICS Ha (pOHE pUCYHKA.

10. CoxpaHuTE JTOKYMEHT.

11. Otkpoiite ¢aitn Knaccupukauusi KOMNbIOTEPOB.

12. Otkpoiite auanoroBoe okHO IleuyaTHasi MOMJIOKKA W 3aaiiTe TapaMeTpbl Kak Ha puc. 6.
[lenkuute nmo kuonke OK.
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Puc. 6
13. UtoOBI mpocMOTpETh, KaK MOJUIOKKA OyJaeT 0ToOpakaThCs MOCHe BBIBOJA HA IeYaTh, Iepei-
JMTE B peXHUM TpocMoTpa nokymenta (kHorka Office, [leuars, IlpenBapuTenbHblii MpocMoTp).
14. 3axpoiiTe OKHO IPEIBAPUTEIHLHOTO TPOCMOTPA.
15. CoxpaHuTe 1OKyMEHT.

JlaGopaTtopHas pabora 5
TekcroBeiii pegakrop MS Word: cTpykTypa TEKCTOBOTO JOKYMEHTa
Ilenp paGoOThI: HAYYUTHCS OCHOBHBIM TE€XHOJIOTUUECKUM ONEpAIUsIM HACTPAauBaHUs CTPYKTYPHI U
aBTOMAaTU3allMU 00paOOTKU TEKCTOBBIX JIOKYMEHTOB.
3amanne 1. MHOrOKOIOHOYHBIH TEKCT
Odopmure pparMeHTHI JOKYMEHTA B BUAEC MHOTOKOJIOHOYHOTO TEKCTA.
TexHonorus paboTel
1. OTkpoiiTe 1OKyMEHT Y cTpoiicTBa BBOAA M BbIBOA HH(OPMALMH.
2. 3ajaiiTe mapaMeTpbl CTPAHULIBI:

Bun crpanuisr: OObIaHBIN
[Tons: Bepxnee — 1,5 cM, Huxnee — 2 cm, JleBoe — 2 cm, [IpaBoe — 1 cm

3. Beiienute pparment tekcra «KinaBuarypay 6e3 3arojoBka (TEKCT BbIIEIEH CHHUM I[BETOM).

4. YcTaHoBUTE JJIs BBIIEJICHHOTO TEKCTa ABYXKOJIOHOYHOE (DOPMAaTHPOBAHHUE.

5. Haiinute HemeuaTaeMble CUMBOJIBI «pa3pbiB pazfesia» nepes ABYXKOJIOHOUHBIM TEKCTOM U I10-
ClIe HErO.

6. Ilepen ¢parmentom Tekcta «CeHCOpHBIE YCTpPOMCTBa BBOJa» W Mocie (parMeHTa TeKcTa
«YcTpoiicTBa CKAaHMPOBAHUS» (TEKCT BBIJEJICH 3€JIEHBIM [BETOM) BCTaBbTE HENEUAaTAEMblii CUMBOJI «pa3-
PBIB pa3zena» ¢ HOBOM CTpaHUIIBL.

7. YcraHOBUTE JUIsl 9TOTO pa3jelia ClIelyollre MapaMeTpbl CTPAHHIIBI:

OpuenTanus: Anb00oMHas
[Tons: BepxHee — 2 cM, HIbKHEe — 1 cM, 1eBoe — 2 cMm, npaBoe — 1,5 cm. Takue 3HaueHUs 3a1aHbI €
Y4€TOM TOTO, YTO MPH OPOITIOPOBKE BCE CTPAHUIIBI OYAYT CIOKEHBI OAMHAKOBO

8. Pa30eliTe TeKCT Ha TPU KOJIOHKH.

9.Ilo cTpoKe COCTOSHHS OIpPEENIUTE, CKOJBKO Pa3/IeloB TEMeph UMEET HCXOIHBINH JTOKYMEHT.
HaiinuTe HenmevaTaeMble CUMBOJIBI «Pa3pbIB pa3zeliay.

10. 3anumMTe B Havaie TEKCTa, CKOJIBKO pa3lesioB MMEET BECh IOKYMEHT mocie (GopMaTHpoBa-
HUS.

11. OTKpBIB 1OJIe BEpPXHETO KOJOHTUTYIIA Ha TIEPBOM CTPaHUIlE, BHIMONHNTE KoMaHny Ilapamer-
pbl U yctaHoBUTE (praskku Pa3Hble KOJOHTHTYJIBI A/ YeTHBIX M HeYeTHBIX cTpaHul U Ocoodblii Ko-
JIOHTUTYJ JJI5l IePBOH CTPAHUIBI (3TH HACTPOWKH BCTYIISIT B CHITY ISl BCEX KOJIOHTHTYJIOB BCETO JI0-
KyMEHTA).

12. B BepxHEM KOJIOHTUTYJIC HA TIEPBOI CTPAHMUIIC 11O IIEHTPY 3AMHUIINTE CBOIO (haMHIIHIO.

13. OnycTutecs Ha BTOPOM JIUCT U B BEPXHEM KOJIOHTUTYJIE 10 JIEBOMY Kpalo 3aIHUILIUTE UMSI.

14. OnycTutech Ha TPETUH JIUCT M B BEPXHEM KOJIOHTUTYJIE IO MPABOMY Kparo 3alUIINTE OTYe-




CTBO.

15. Bemonnute komanay Padora ¢ kononTurynamu, Koncrpykrop, 3akpbITh OKHO KOJIOHTH-
TYJ0B. [IpocMOTpUTE TOKYMEHT M YOIUTECh, YTO MPABUIHHO BBHITOIHIIN HACTPOIKY.

16. CoxpaHuTte TOKYMEHT.

3aganue 2. BctaBka HOMEPOB CTPaHUI]
VYcTaHOBUTE aBTOMAaTUYECKYI0 HYMEpALUIO CTPAHUL B TOKYMEHTE.
TexHonorus padboTsl

1. OTkpoiiTe TOKyMEHT ¥YcTpoiicTBa BBo1a HHpoOpMauu.

2. YCTaHOBUTE KypCOp Ha MEpBOM CTPaHUIE M BBHINMOJHUTE KoMaHay BeraBka, KosloHTHTYJIBI,
Homep crpanunsi, Buu3y crpanunsi, [lpocroii Homep 3.

3. OnycTuTech Ha BTOPOM JIUCT M B HI)KHEM KOJIOHTHUTYJIE BHIMOIHUTE KOMaH1y KoJoHTHTYJIBI,
Homep crpanunsbl, Buu3y crpanunsi, [lpocroii Homep 3.

4. Onycturech Ha TPETUM JIMCT U B HM)KHEM KOJIOHTHUTYJIE BBINOIHUTE KoMaHAy KoaoHTHTY.IBI,
Homep crpannusbl, Buu3y crpanunsi, IIpocroit Homep 3.

5. 3aKpoiTEe OKHO KOJIOHTUTYJIOB.

6. [Ipocmotpute noxkyment. Homepa crpanui] pacroiiaratorcsi B 06J1aCTH KOJIOHTHUTYIIA.

7. OTKII0YUTE PACCTAaHOBKY HOMEPOB CTPAHUI] Ha CTPaHUIIE C aIlbOOMHOM OpHEHTalueH, 171 YEro
aKTUBHU3HUPYHUTE 00JIaCTh KOJOHTUTYNIOB. B HIDKHEM KOJIOHTUTYJIE YETHBIX M HEUETHBIX CTPaHHII B pa3ze-
Je ¢ aJlbOOMHON OpUEHTAIMed U B CIEAYIOLIEM 3a HUM pasjiesie JOKyMEHTa OTKiIrouuTe pexxuM Kak B
NnpeabIAyIeM pa3jiesie U 3aKpolTe OKHO KOJOHTUTYJIOB.

8. B obmacTu HIKHETO KOJIOHTHTYJIAa YETHBIX M HEUYETHBIX CTPAHUI] B IIATOM paszzene (¢ aap0om-
HOI OpHEeHTaIMel TeKCTa) BBIACTUTE U yIaJIUTE [10JIe HOMEpa CTPAHHUIIBL.

9. 3akpoiTe OKHO KOJIOHTHTYJIOB U IPOCMOTPHUTE JOKYMEHT.

3ananue 3. Co3naHue crycKa CTUJICH JUIS IEIOBBIX JOKYMEHTOB

[ToAroTOBRTE CIHMCOK CTHJICH JJIsi JIETTOBOM MEPENMUCKU M COXpaHUTE €ro B IabIoHE JOKyMEHTa
JUTSL TalTbHEUILIETO UCTIOIb30BAHMUSL.

TexHonorus paboTsl

1. Co3naiiTe HOBBIN TOKYMEHT.

2. Bemonaute komanay IiaBuasi, Ctmam, Jxcmpecc-ctuiau. [locMoTpurte, Kak 3amucaHbI
Ha3BaHUs CTUJIEH.

3. Hatigure ctune O0b1uHbIiA. [TocMOTpUTE €T0 ONTUCaHHE.

4. Haiigute ctunu 3aronoBok 1, 3aronoBok 2, 3arosnoBok 3 u mpocMotpute ux onucanue. O0-
paTuTe BHUMaHHUE Ha TO, YTO OHM OCHOBaHBI Ha CTHIIC OOBIYHBIIA.

5. Hactpoiite ctrne OObIYHBII 7151 UCTIONB30BAaHUS B IETIOBBIX JOKYMEHTaxX. [IJis 3TOro oTKpom-
T€ MEHIO CTHJIA U BBINOJIHUTE KoMaHy U3MeHuTh. 3a1aiiTe peKOMEHyeMble 1Jisl I€JI0BbIX JOKYMEHTOB
napaMeTphbl:

Ipudr: Times New Roman
Pasmep: 14 nt
Mexnyctpounsiii uHTepBai: IlomyTopHbIi

YcraHoBute nepekiarodareab B HOBbIX JOKYyMeHTaX, HCIOJIB3YIOIIUX 3TOT A0JI0H, YTOOBI IPU
CO3JJaHUU HOBOI'O JJOKYMEHTA BCETJ1a UCII0JI30BATh HTOT CTUIIb.

6. OOpatuTe BHUMaHHE Ha TO, YTO TOCJIE TEPEHACTPONKH CTHiIsi OOBIYHBIA W3MEHHIUCH
HAaCTPOMKH MHOTHMX JPYIUX CTHJIEH, IOTOMY YTO OHM OCHOBaHbI Ha cTWiIe OOBIYHBIN, T. €. aBTOMaTH4e-
CKH HCIIOJIB3YIOT €r0 HACTPOMKH.

7. Hactpoiite ctunbs 3aro1oBok 1 1i1s1 MCHONB30BaHUS B JAETOBBIX JOKyMeHTax. [yt 3TOro or-
KpOMTE MEHIO CTHJIS U BBINOJHNATE KOMaHy M3MeHnTh. Y cTaHOBHTE, HAITpUMED, TAKUE NapaMETPBIL:

pudr: Arial

Pazmep: 16 ot

Ortcryn nepBoit ctpoku: Het

Hauepranue: IonyxupHsii
Mexnyctpounslii uHTEpBai: [lomyTopHbINA
LBet: ABTO




YcranoBuTe nepexioyareab B HOBBIX JOKYMeHTaX, HCIOJIb3YIOIIUX 3TOT WAOJI0H, YTOOBI HC-
I10JIb30BaTh ATOT CTWJIb IIPU CO3JaHUH HOBOT'O IOKYMEHTA.
8. Hactpoiite cTuis 3aresioBok 2. YCTaHOBUTE, HAIPHUMED, TAKUE MTAPAMETPHI:

HlpudT: Arial

Pasmep: 14 ot

Otctyn nepsoit ctpoku: Het

Hauepranue: Kypcus

Mexnycrpounsiii nuHTEpBai: llomyTopHBII
LBet: ABTO

YcranoBute nepexioyareab B HOBBIX JOKYMeHTaX, HCIOJIb3YIOIIUX 3TOT WAOJI0H, YTOOBI HC-
II0JIB30BATh ITOT CTHJIb IIPHU CO3JaHUH HOBOT'O IOKyMEHTA.

9. Usmenute ctuib Belnesienue, BEIOpaB HauepTaHHUE MONYKUPHBIH KypcHB. Y CTaHOBUTE Iepe-
KJIIt04yarenb B HOBBIX JOKYMEHTAaX, HCIOJb3YIOLIUX 3TOT MAGJIO0H, 4TOOBl MCIIOJIB30BaTh ATOT CTHUJIb
IIPU CO3JJaHUH HOBOT'O JIOKYMEHTA.

10. HactpoiiTe crincok skcnpecc-ctuiiel. Bkimrounte B crincok ctuiii OO0bIYHBIA, 3aroJioBok 1,
3aroJioBok 2, 3arosioBok 3, MapkupoBaHHbIii cnucok, HymepoBanHblii cnucok, Beinenenne. Y a-
JIUTE U3 CIIUCKA BCE JPYTHE CTUIIH.

11. Hanmumure B nokymenrte ¢pasy «3aganue 6. Hactpoiika cnucka cTuiied Ui €lI0BbIX JTOKY-
MEHTOB» M COXpaHHTE ero ¢ umeHeM JlenoBble cTuim. 3akpoiite cpeny Word.

12. Buogs 3amycrute Word.

13. B oxHe HOBOro aBTOMAaTUYECKHU CO3AAHHOTO JOKYMEHTa OTKPOMTE CHHUCOK 3KCIIpecC-CTUIICH.
Y6enurech, 4TO B HEM MPUCYTCTBYIOT TOJBKO YTO 3aJaHHble BaMU CTWIU. CTUIIM JOJIKHBI UMETh 3aJaH-
HbIE€ HACTPONKHU (OPMATUPOBAHMSL.

3ananue 4. CozjaHue CCbUIKM B TEKCTOBOM JIOKYMEHTE
BhInonHUTE BCTaBKY CCBUIKM B TEKCTE JJOKYMEHTA.
TexHonorus paboTsl

1. OtkpoiiTe TOKyMEHT ¢ UMEHEM Y CTPOiicTBa BBOAA U BbIBO/IA MH(pOpMaMH.

2. Jlns ciioBa «MOHHUTOPY (CIIOBO BBIICIICHO KPACHBIM IIBETOM) CO3JIaliTe CHOCKY.

3. YcraHoBHUTE Kypcop B KOHIE cioBa «MoHUTOp» U BbIMogHUTE KoMaHAy Ccbliku, CHOCKH,
BceraBuTh cHOCKY.

4. CHocka, MapKkupoBaHHast u¢poi 1, OyaeT BcTaBieHa B TEKCT U MOSIBUTCS B KOHIIE CTPAHMIIBI.

5. [lepemecture Kypcop B KOHEI[ CTPaHUIIbI, YCTAHOBUTE €ro mocie nudpel 1 1 BBeAUTE TEKCT
«OTHMM M3 JTUACPOB MO MPOM3BOACTBY MOHUTOPOB siBisieTcst kommanus Koninklijke Philips N.V.».

6. [TogBenuTe ykazarenb MbInHU K mudpe 1 B Tekcre. TeKCT CHOCKH MOSBUTHCS BO BCILIBIBAIOIIIEM
OKHE.

7. YcTaHoBUTE Kypcop B KOHIIE (pa3bl, BBIIETICHHON KPACHBIM IIBETOM.

8. AHajornyHbsIM 00pa3oM BCTaBbTE KOHIEBYIO CHOCKY koMaH10il Cebliku, CHockH, BeraButh
KOHIIEBYIO CHOCKY.

9. CHocka, MapKupoBaHHast OyKBOH 1, OyzeT BCTaBieHa B TEKCT U MOSBUTCS B KOHIIE JOKYMEHTA.

10. IlepemecTuTe Kypcop B KOHEIl JOKYMEHTa, YCTAHOBHUTE €ro IMOCJIe CUMBOJIA 1 U BBEAUTE TEKCT
«3a00TsCh 0 370pOBbe BamKx a3, kommanus Philips co3nana nnHoBarmonnsi qucrien LightFrame ¢
YHUKaJIbHON paMKOH, KOTOpas M3Jy4yaeT CBETOBBIE BOJIHBI XOJIOJHOTO TOy0Oro mBera 0coOOi UIMHBI,
KOTOpbI€ YMEHBIIAIOT YCTAJIOCTb I71a3 U YIYYIIaloT KOHLIEHTPALUIO /ISl COXPAHEHHUS XOPOIIEro caMmoyyB-
CTBUS».

11. JIBOWHBIM IIEITYKOM Ha CHMBOJIE 1 MepenuTe K MapKepy CHOCKHU B TEKCTE.

12. JIBOIHBIM IIETYKOM Ha MapKepe CHOCKH B TEKCTE MepeiIuTe K TEKCTY CHOCKH B KOHIIE JIOKY-
MEHTAa.

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

14. CoxpaHuTe u3MeHEHNs B IOKYMEHTE Y CTPOiicTBA BBOJAA M BBIBOJA HH(MOPMALMH.

3amanue 5. Co3manue OryiaBlIeHUs TEKCTOBOTO JIOKYMEHTA
BrinonHuTe HyMepanuo 3aroJoBKOB C IIOMOIIBIO BIIOKEHHBIX cIIMCKOB. Co3aiiTe 1o 3arojoBKam




OTJIaBJICHUE.
TexHonorus paboTel
1. OTkpoiiTe TOKYMEHT ¢ UMEHEM Y CTPOHCTBA BBOJA M BbIBOAA HH(OPMALIUH.
2. Packpolite criucok ctuiiel U HalauTe CTHIIb 3aro1oBokK 1. OTKpoliTe OKHO M3MEHEHHS CTHIIA.
3. B menio kaonku @opmart Beioepute nyHKT LIpudT 1 ycTaHOBUTE CleayIONTHE TAPAMETPHI:

HlpudT: Arial
Pasmep: 14 ot
Hauepranue: [TonyxupHblii

4, Haxxmute kHonky OK.

5. B men10 kHonku @opmart BeiOepUTe MYHKT AG3al U yCTaHOBUTE OTCTYT cieBa 0 cm.

6. Haxxmure kaonky OK.

7. B mento kHonku @opmart BeiOepute nyHKT Hymepanms. [losBurcsa okHo Cnimckm.

8. Ilepetinute Ha Biiagky Hymepauus u BpiOepuTe OJIMH U3 IpeIaraeMbIX BUAOB CITUCKA.

9. llenkuuTe Ha KHONKEe OmnpeneanTs HOBBIH popmaTt HoMepa. OTKPOESTCS OKHO TapaMeTPOB
HYMEpPOBAHHOIO CIIUCKA. 3aJaliTe CIEAYIOIUE HACTPOUKHU:

Hymepauus: Pumckas
B none ®opmat HoMepa BBeauTe clioBO «I'J1aBay» ¢ mpobesom ciieBa OT HoMepa

10. HaxwmuTe kHonky OK.
11. AHaJOTrMYHO U3MEHUTE CTHIIH 3aroJI0BOK 2. YCTaHOBHTE IS HETO CJICTYIOIINE TapaMeTphI:

Bupn cnicka: HymepoBaHHBbI

Hymepanus: ApaGckas

B none ®opmar Homepa cieBa OT HOMEpa HAIMUIIUTE CI0BO «Temay
Orctyn ab63ama: 1,5 cm

BricTyn nepBoii cTpoku: 2 cM

12. Boiienute 3aroioBKH IJ1aB, UCIOIb30BaB kiasuiry Ctrl,

13. YcranoBuTe JIst BEIACICHHOTO TEKCTA CTHIIL 3aroioBoK 1.

14. Beienute 3arojioBKU TEM, UCIOIL30BaB Kiasuiry Ctrl.

15. YcranoBuTe JUIst BEIACICHHOTO TEKCTA CTHIIL 3aroi0BOK 2.

16. B koHIle TOKyMEHTa B MyCTOM CTPOKE YCTAaHOBUTE KypCOp M BBIMONHUTE KoMaHay CChbUIKH,
Oraasiienue, OrnaBieHne, ABrocodonpaemoe orJasienue 1 (puc. 1).

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

18. CoxpaHuTe U3MEHEHUS B IOKYMEHTE.
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I'mapa XL VOTPOFCTE A FEVEOBOTD BBIED IR ovoviveuieesoeseeeessieeseesseesses e ieesessa s iessetes s b et bt sets e bbb be bbbt bt 13

Puc. 1

JlaboparopHuas padota 6

Tabmuuneiii penakrop MS Excel: napopmannonHbie 00beKThI TAOTHYHOTO JOKYMEHTA H ACHCTBHS C HUM

Llens paboTHI: OCBOMTH TEXHOJOTHIO BBO/Ia (POPMYII, 03HAKOMHUTHCS C TUTIAMH CCBUIOK Ha SYCHKH
Y TIPUHIMIIAMU UX MCIIOJIb30BaHMS IIPU pacyeTax.

3ananue 1. Pacuer cpoka peanu3anuu NpoayKTa
PaccuuTaiiTe cpok peanu3anuu MpoayKTOB.
TexHonorus paboTsl

1. Otkpoiite nporpammy Microsoft Excel.

2. IlepenmenyiiTe HOBBIN JTHCcT Ha CPOK peaM3anuu.

3. Co3paiite Tabnuiy Kak Ha puc. 1.

A B C D E F G
arta CpOK XpPaHEHMA, Cpok
Ne n/n HaumeHoBaHWe NPOAYKTOB TMOCTaBILMKM MPOAYKTOR MeCToHax0MAEHHE NOCTABLMKOB A poxxp P
M3rOTOBNEHKA oyT. peanu3auum
2 1 Monoko KybBaHckan GypeHka 2,5% OAQ "BuMM-BuAnb-faHn" P®, r. MockBa, [IMMTPOBCKOE Wocce, 4. 108 180
P®©, r. BopoHex, yn. 45-i CTpenkosoi

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

3 Awneusuu, 4. 259
" " P®, Mockoeckan 06.1., KpacHOropeckUia p-H,

3 CmeTaHa MpocTokeawmrHo 15% AO "OaHoH PoccuA 10

4 26 KM asTogopord "BanThA", c1p. 4
" ., |P®, Bonrorpaackan o6, r. BOMKCKUA, ya.

a Teopor BonxaHouka 9% AO "MoncslpROMBEUHAT-BOMHKCKM 10
5 Hapna Mapkca, 8. 75
6 5 Macno cimeouHoe BpecT-/iuTosck 82,5% |QAQ "CaByLWKWMH NpojykT" PE, . Bpect, yA. Ainkn Kynanel, 4. 118 120
= 6 Cnvekw Jomuk B epesHn 10% OAQ "Bumm-Branb-Aasn" P®, r. Mockea, [IMMTPOBCKOE Wocce, 4. 108 120

7 o ™ . 25% 000 "Toproeblid lom-NATUrOpCKUiA | CTaBRONOABCKUIA Kpaid, r. MATMIOPCK, YA. 1

AMEHKE MONOYHBIA POAHKK 2, _
8 PO MO/IOYHBIA KOMOKMHAT" Epmonoea, 4. 38
9 8 CHewoK KopoBKa M3 KOpeHOoBKK 000 "Nugep-Mockea" P@, r. MockBa, yA. MpuBoabHaA, 4. 25 14
" - " " P®, r. Cankr-NeTepbypr, 1-H AvHKA 18-a

9 Chbip Poccuiickmia 50% 000 "Banvo 70

10 B.0., 4. 29, nuTepa A
. P®, Benropoackan 0bn., r. Anexceeska, yn.

10 |MorypT CnoBopa 2% 000 "3ro" ! pos ! a4 a5

11 @pyH3e, n.2

Puc. 1
4. 3anonauTe cToNMOCI A MOCIeA0BaTeIbHBIMA HOMEPaMH, UCIIOJIb30BAB ABTO3AMOTHEHHUE.
5. 3MeHuTe MUpPHUHY CTOJOIOB Ui yAOOHOTO BOCHPUSATHS JaHHBIX. JlJig 3TOrO meperamuTe ¢
MTOMOIIBIO MBIIITY TPABYIO TPAHUILY CTOJOIA IO HY>KHOM IIUPUHBIL.
6. [TogOepurTe BBHICOTY CTPOKH 3aroJioBKa Mo 00pa3Ily, epeTacKuBasi HUKHIOK TPAHUILYy CTPOKH.
7. BeigenuTe 3aroJoBKM CTOJIOIOB M BBIMONHUTE KoMaHay I'1aBHasi, BoipaBuuBanue, Ilepenoc



TEeKCTa. Y CTAaHOBUTE TOPU30HTAIBHOE U BEPTUKAIBHOE BHIPABHUBAHHE 3ar0JIOBKOB — IO LIEHTPY.

8. 3anmonHute crosben E mo cBoeMy yCMOTpPEHHUIO.

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

10. B cronbue G paccumTaiite cpok peanuzanuu npoaykra. s sueiiku G2 gopmyna BRITISAAT
tak: = E2 + F2. PacipocTpanuTte ee Ha npyrue ssueiiku cTos011a, UCIoIb30BaB aBTO3AMOIHCHHE.

11. CoxpaHuTe BBIIOJIHEHHOE 33/1aHHUE.

3ananue 2. Pacuer 3aTpaT Ha KOMaHAUPOBKU

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

— CyMMY BBIIIJIAT Ha KOMaHAUPOBKY, OMPEENIIeMyI0 OyXrainTepuei;

— (pakTHUECKHUE 3aTPaThl HA KOMAHIHPOBKY;

— CYMMY BO3MEILIEHHUS 32 KOMaHINPOBOUHBIE PACXOIbL;

— CyMMapHbI€ BBIYETHI U3 MPUOBLIH MPEINPUATHS 32 CUET IIepepacxoaa CPeCTB.

Cymma cpencTB, BbIIaBaeMbIX OyXrainTepueld Ha KOMaHIUPOBKY COTPYIHUKY MPEIIPUSITHS,
BKJIIOYAET B ceOs CPETHIOID CTOMMOCTH Ipoe3ia B 00a KOHIIA 0 MECTa HAa3HAYEHUS IUTIOC PACXOAbl Ha
MIPOXKUBAHUE B TOCTHHUIIC U CYTOUYHBIE PACXO/Ibl, YMHOKEHHBIEC HA KOJIMYECTBO JHEH B KOMaHIUPOBKE:

CyMmMa BBIIIJIAT HA KOMAaHIAUPOBKY =
= Kon-Bo nueli * (Pacxoasr + ['octuanuHbBIC) + CpeiHssl CTOMMOCTD TTpoe3aa * 2.

dakTHUYECKHE PACXOAbl Ha KOMAHAMPOBKY COCTaBISIOT 3aTpaThl Ha Mpoe3a B 00a KoHma (1o
MIpeIbABISIEMBbIM OUIETaM) TUTFOC 3aTpaThl Ha MPOKMBaHUE (M0 MPEABABISIEMbIM KBUTAHIIMAIM) IUTIOC 3a-
TpaThl HA HETIPEIBUACHHBIC PACXO/IbI:

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

CymMa BO3MENICHHS KOMaHIMPOBOYHBIX PACXOJOB COCTABISIET PA3HUILy MEXAY (pakTHdecKuMU
3aTpaTamMH Ha KOMaHAMPOBKY U CYMMOU JICHET, BBIJAHHOW OyXraiatepueil.

Pacuer BpIYeTOB M3 MPUOBLTH MPEATIPUATHS OMIPEEIISETCS EPEPACX0I0M Ha MPOKUBAHUE.

TexHomorust paboTbI
1. Ilepeumenyiite HOBBIHM IHUCT HA OTYET 32 KOMAHAHPOBKY.
2. Co3paiiTe TabIuIly Kak Ha puc. 2.

A B C D E F G H [} i)
1 ‘ Pa:xom:\l IDDD|
2 ‘ Foc‘mHmuHmel 1500|

3 lMnaH1pyemble pacxoabl
No Hata fata CrommocTb Kon-Bo gHei, CroumocTs | OGwan cymma Cymma,
©.1.0. coTpyaHuKa JLON#HOCTD COTPYAHWKE | OTNPaBAEHM ApuBsiTan Npoe3aa B OfHOM | KOTOpOE COTPYAHMK |Mpoe3nasoBa| CyTOUHbIX | BblAaBaeMan
A Hanpaenexuy | Boin B KOMaHANMPOBKE KOHUaA 3aTpar Byxrantepued
1|Ceprees Maea Bnagumuposny  |MHseHep 12.03.2019) 24.03.2019 3000
2|MwuTuH EBreHumii Muxainosmy ApxuTekTop 07.04.2019| 11.04.2019 3000
3|Llo# BanexHTuHa NaenoeHa Pyk. oT4ena pexknamol 29.05.2019| 09.06.2019 4300
4
5

AHTOHOB lMasen Bnagumuposuy (CKCT. agMuHUCTpaTop 15.06.2019| 25.06.2019 1750
LiseTkoBa AHHa BUKTOpOBHA HHmeHep 18.06.2019) 23.06.201% 2600

[CRCRENRE- NIV R

3 DaKTUYECKHE pacxogdel
®aKTHUecKaa DaKTHUecKaa DaKTUUeCKan Obwana Obwaa cymma Cymma Bo3MeweHuA | BoiueTbl 13
CTOMMOCTb BuneTa | cToumocTs Buneta CTOMMOCTD CTONMOCTD | GaKTUYECKNX 3aTPAT Ha | KOMaHAMPOBOYHDIX | NpHBbIK

Tyaa ofipatHo NpOXMBAHMA 33 CYTHM | NPOMUBaHKA KOMaHAWPOBKY pacxogos nNpeanpyATMA

3250 3270 1300

3000 2500 2000

4320 4180 2000

1730 1300 1400

2500 2710 1300

Puc. 2
3. BeimosHUTE pacyeTsl IS MepBOM CTPOKU TaOymMIbl 1o popmyiam (tadir. 1). Ckonupyiite dop-
MYJIBl B IpyTHE STYEUKH CTOJI0LA.

[CRRENREC NIV RE

Tabnuua 1
Anpec
P dopmyia [Tosicuenue
AYEUKH
G5 =E5-D5 KonnyecTBo JHEH, KOTOpOE COTPYAHUK OBbIIT B KOMaHIUPOBKE
H5 =F5*2 CronMocTh npoe3a B 00a KOHIA




15 =G5 * ($C$1 + $C$2) OO611as cyMMa CyTOYHBIX 3aTpar

J5 =H5+ 15 CymMma, BeIJaBaeMasi Oyxrajirepuei

N5 =M5* G5 OO01m1ast CTOMMOCTD MPOKHUBAHUS

05 |=N5+K5+L5+$C$1* G5 | O6mas cymma hakTHISCKUX 3aTPaT HA KOMAHIHUPOBKY
P5 =05-J5 CyMMa BO3MENIeHUsI KOMaHIMPOBOYHBIX PACX0JI0B

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

4. Il monmydeHusi aOCOMIOTHONW CCBHUIKM IICIKHUTE HA SYEUKE, CCBUIKY Ha KOTOPYIO BBl XOTHUTE
MOJTYYUTh U HAOKMUTE KiaBuiny F4.

5. lenknute Ha siuelike Cl1 u BeimonHute komanny I'maBnasi, PepakrupoBanme, Cymma. B
saeriky BctaBuTcsa pyHkius CYMM() 1 npeaioKUT B KAa4eCTBE apryMeHTa JUaIla3oH siMeeK Ik CYMMHU-
pOBaHUSI.

6. OTpenakTupyiite nuamnasoH, BeiaenuB sueiiku Q5:Q9. Haxmure OK.

7. CoxpaHUTE BBIIIOJIHEHHOE 3aJIaHUE.

3amaunne 3. PacueT BbIIIATHI 3a1iMOB
CosnaiiTe TabnHIly pacdeTa BBITUIATHI 3aiIMOB.
Texnonorus paboTsl
1. IlepeumenyiiTe HOBBIN JHCT HA 3alIMBI.
2. CoznaiiTe Tabnuily Kak Ha puc. 3.

A B C D E

Kon-so neprogos ‘ 10[net
BenwyuHa saiima

% craeka 10000 20000 30000

RN ST R
~

Puc. 3
3. Sueiike D1 npucsoiite nms Iepunoa. ns storo Beigenute stueiiky D1, B mone Mms BMecTo
aapeca siueriku BBeautTe uMms [lepuon u Haxxmurte Enter.
4. B sueiiky BS BBegure dpopmyiy:

II
% craBka - (1+ % craBka) "'

(1+ % craBka) "™ —1

5. PacnipocTpanute Gpopmyiy B OCTaIbHBIE STYCHKH.
6. Beinenute sueiiku B5:D8 u npuMmenuTe Kk HUM AE€HEXHBIH GopMar, HUCIONIB3Ysl KHONKY - Ha
MaHeJd HHCTPYMEHTOB.
7. VI3menure xonudecTBoO nepuo1oB Ha 20 ner. Kak u3aMeHst0TCs 3HaueHus B Tadnuie?
8. CoxpaHuTe BBHINIOJIHEHHOE 33/I1aHUE.
3ananue 4. PacueT exeMecs4HON KBapTUPHOM OMIaThI
Co3paiiTe SJEeKTPOHHYIO TaOJUITy ydeTa TUIaThl 32 KBAPTHPY COTJIACHO 00pasiry.
TexHomnorus paboTel
1. Ilepeumenyiite HOBBIN HcT Ha KBapTmuara.
2. CoznaiiTe manky TaOiuIlbl Kak Ha puc. 4.
A

B 8 D E F G H

Bemmuuma 3aiima -

1 Keaptnanara
2 Tapud3alke.m 50,
3 Cpok onnatbl 10 mapTa
4
5

NMenw 33 1 geHe 1,5

N2 ®amunmna M.0. Nnowaap Oata
Cymma Mpocpouka | WTpad Hroro
6  KBApTUPbl | KBAPTMPOCHEMIUMKA | KB. M onnatel

Puc. 4

3. Bce 3arooBku cTOIOMOB JOKHBI OBITH BRIPOBHEHBI 110 IIEHTPY KaK MO TOPH3OHTAJIH, TaK U 110
BEPTHUKAIH, TIPH ONpeeieHnd (hopMara STIeHKN MPUMEHUTE OMIIHIO TIEPEeHOCca CIIOB.

4. Cron6ern «Ne kBaptupbl» 3anoanurte yuciaamu. 10, 11, 12, ... 50. Bocnonb3yiitech aBTO3amo-
HEHUEM, MPUMEHUTE BBIPABHUBAHUE I10 IICHTPY.

5. Cronben; «®ammmust U.0. kBapTupocheMiukay 3anoyaute 3anucsamu: anos A.IL., Ilerpor
C.A., Cunopos B.B., KpacuoB b.®., benos 1.P., Bce ocranbubie Kyponatkun 1, Kyponarkus 2 u T. 1.

6. Cronbern; «Ilmomanas KB. M» 3aIlOJHHUTE IIOCIEIOBATEIbHOCTBIO ymcenlr: 70; 69,5; 69 u T. 1.




(xaxmoe cienyromee yncio Ha 0,5 KB. M MeHbIle Tpeabiaymiero). [IpumMeHnTe aBTO3anoHeHNUE U BbI-
paBHUBaHUE 110 LEHTPY.

7. B cronbue «CyMMa» U1 KaXJ10M KBapTUpPBl 3HAaUeHHUE U3 sSTUelku «lliomane kB. M» yMHOXa-
eTcsl Ha 3HaueHue u3 ssueku «Tapud 3a 1 kB. m». Dopmar siueek — pyOsIeBbIil 6€3 Komeek.

8. Cronbern «/lara orumarer»y HaunHaercs ¢ 10 ¢eBpans u Kaxnaas cieayromas KBapTupa npoun3Be-
Jla OIJIaTy Ha JCHb Mo3xe npeabiaymiei. @opmat sueek — JuHHBIA (popMAaT AaThI.

9. Cronben «IIpocpouka»: eciu orara Obla MPOU3BEICHA JI0 CPOKA OIUIATHI BKIFOUYUTEIBHO, TO
aBToMaTtuyecku craBuTcs 0 (HOJb); €cliu MO3Xe CPOKa, TO JOJDKHO MOJICYMTHIBATHCS KOJMYECTBO IHEH
npocpouku («/lata omnaren» — «Cpok omatel»). JlaHHbIe BHIPOBHSNTE MO LICHTPY.

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

11. Cronben «Mtoro»: cymmupyrotcs 3HaueHus u3 siueek «Cymma» u «llltpad». ®opmar neHex-
HBIN 0€3 KOTIeeK.

12. B xoHIle BEAOMOCTH MOJCUYUTANTE CIACAYIONIYIO CTATUCTUKY 10 BCEM KBapTHUpam: o0IIas Cym-
Ma rpadsi «Toro» (popmat pyoneBsiit 0e3 koneek), Cpeansis miomaab, MakcumaibHas IpoCcpoUKa.

13. CoxpaHuTe BBINOJIHEHHOE 3a/1aHUE.

JlaGopaTtopHast paborta 7
Ta6muunsiii penaktop MS Excel: Bctpoennbie GyHKINN
Llenb paboTHI: HAYYUTHCS OCHOBHBIM TEXHOJOTHUECKUM OTIEPALIMSAM HCIIOIB30BAHMS BCTPOCHHBIX
B TaOIMYHBIN TIporieccop PyHKIUM.
3anmanue 1. Bkmaaka @opmyiibl B cipaBOYHas CHCTEMa 10 (PYHKITUSIM
OcBoliTe BO3MOKHOCTHU CIIPAaBOYHOM CUCTEMBI IPU paboTe CO BCTPOSHHBIMU (DYHKIIMSMHU.
TexHonorus paboTsl

1. Otkpoiite nporpammy Microsoft Excel.

2. Ilepeiinute Ha BKIaAKy @OPMYJIbI U TIOOYEPETHO O3HAKOMBTECH C COACPKUMBIM PA3ITUIHBIX
kareropuil B rpymnie bubdanorexa QpyHKuumii.

3. 3amronuute sueiiku A2:J2 ynciaaMmu oT —14 1o 13, UCIoNIB30BaB aBTO3AMOIHEHNE:

W BBEJUTE B siUelKy A2 yucno —14;

B YCTaHOBUTE KypCOp B HIDKHHIA TPaBbIid yroi sYelkn A2 Tak, 4TOOBI yKa3aTelh MBIIIHN MIPHOO-
pen n3o00paskeHre YepHOro KpecTHKa M, HaXKaB MPaByl0 KHOIKY MBIIIH, IPOTSHUTE Kypcop Ha Tpelye-
MBI pa3Mep; BBIIIOJIHUTE KOMaHy JokanbHOro MeHto Ilporpeccus;

m B oTKpbIBUIEMCs OKHE IIporpeccust yctaHoBuTE 11ar, paBHbI 3;

m HaxmuTe kHonky OK.

IIpumevanue. OTu AEWCTBUS MOKHO BBIIIOJIHMUTH C IIOMOIIBIO KOMaHbl I'1aBHas, PeqakTupo-
BaHue, 3anoaHuTs, IIporpeccus.

4. B sueiike K2 mocuuraiite cymmy 3HaueHu# sueek A2:J2, ucnonb3oBaB KoMaHay PopmyJisl,
ABTOCYMMA.

5. B sueiike L2 mocuutaiite cpennee 3HaueHue sdeek A2:J2, BbIOpaB W3 chucka ABTOCyMMa
¢yakunto CP3HAU. JInanazon sueek A2:K2 3amenute Ha A2:J2.

6. Haiinute B rpynne buéanoreka pynkuuii kareroputo MareMaTu4eckue.

7. JIng mojacdera CyMMBI OTPHUIIATENIBHBIX YHced B auama3zone A2:J2 B sueiiky M2 BcTaBbTe
¢ynkuuio CYMMECJIN.

8. Beenmure B mone aprymeHTta /lMama3oH WCXOMHBIN IHWAara3oH, BBIICIUB YyKa3aTeJIeM MBIIIN
sueiiku A2:J2.

9. Beenute B mone aprymenta Kpurepuii 3nauenue «<0». [Ipu BBozIe apryMeHTOB B OKHE (yHK-
LIMM KaBbIYKU CTaBUTh HE HYXKHO, T. K. OHM T'€HEPHUPYIOTCS aBTOMaTHueckd. [Ipum BBOJE apryMeHTOB
BPYYHYIO HETIOCPEACTBEHHO B CTPOKY (POPMYJI KPUTEPUH CIIEyeT 3aKI04aTh B KaBbIUKH.

10. Tak kak UCXOIHBIN MUANIA30H COBMAAACT C AMAMA30HOM CYMMHPOBAHUS, TO TPETUH apTryMEHT
SIBJISIETCS] HeoOs3aTeNbHBIM — Tiporryctute ero. Haxxmure OK.

11. Haiigute B rpynne budaunorexka ¢pynkumii kareroputo CTaTucTuueckue.



12. Jins moacueTa KOJIMYECTBA TOJIOKUTENBHBIX Yncen B auanazone A2:J2 B siueiiky N2 BcraBbTe
¢ynxkuuro CHETECJIN.
13. Bocrnonb30BaBIIMCh CIIPaBKOM, NMpUMEHUTE (YHKIUIO. Pe3yiabTar BBIMOJTHEHHOTO 3aJlaHUs

npecTaBieH Ha puc. 1.

A [ [ ¢ T o [E [T F [ 6 [ H T 17 [ o T K T L [ wm [ N [ o]
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 BBIIOJIHEHHOE 3a/1aHUE.
3ananue 2. llITpad 3a 0TXObI

PaccuuTaiite cymmy mrpada s mpeanpusTHs, KOTOPOe KaXAblii Mecsl cOpachiBacT B BOAOEM
npomblluieHHble oTXoAbl. [lTpad B3uMaercsa Torga, Korza OTXOJbl MPEBBILAIOT 33JaHHOE MpeAeIbHOE
3HavyeHue. [Ipu 3ToM 3a KaXIpIid KWJIOTPaMM CBEPX HOPMBI B3UMAETCsl (PUKCUPOBAHHAS CYMMA.

Ecnu npennpusitTue B AaHHBIA MecsIl] CAaeT MOMEIIEHUE B apeH[y, TO IITpad yBEJINYMBAETCS B
71Ba pasa, T. K. IpeaNpHUsITHE 3apadaThIBaeT JOMOJIHUTEIbHBIE CPEJCTBA, HO HE CIETUT 32 CBOMMH apeHa-
TOpaMH.

Tpebyercs HaiiTu:

B B KakMX MecsAlax ObUT HAuuCIlIeH wTpad;

B kakoii mTpad ObUT yITaueH MPEeIIPUIATHEM B K&KIOM MECAIIE;

B Mecs1Ibl, Korzia OblUT HAYUCIIeH 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. Co3pmaiiTe TabuIy Kak Ha puc. 2.

4. JIns1 3a1O0THEHUs CTON01A A MCIIONB3YITe aBTO3aNOJHEHNUE.

A

B

©

D

E

F

G

H

Mecsay,

Konuuecteo
0TXOA08

Hanuuue apengbi

OTknonenne
0T HOPMBI

Hanuuue
wrpacha

UrpaduHon
Mecs,

lirpach bes
apeHas

Wrpadcp
apeHnon

Mecsay
MaKcMManbHoro

wrpadpa

Wrpadp

Hopua 3alkr

AHEAPE

4911

HeT

5800] 1000]

teBpans

B155

LE]

mapt

5942

aa

anpent

5879

HeT

Mai

5807

HeT

WHHE

5340

HET

1
2
|
1
&
B
7
g

HHNE

5633

LE]

&

ABTYCT

5728

LE]

10

ceHTAbpE

5783

LE]

11

okTAbpe

5609

HET

12

HoAbBps

56591

HET

13 |nekabpe 6020

BEY

HeT

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

17

Makcumans HbIi
wrpady

Puc. 2
5. B ctonbue D paccunraiite pazHocTh MEXy oTXoAaMu (cronden B) u npenenbHbIM 3HaU€HUEM
(sueiika K2). 3HaueHUs1 OTXO0/I0B, MPEBBINIAOIIIE PEICTbHOE 3HAUCHHE, OKPAChTE B KPACHBIH I[BET.
6. B cronbue E onpenenure, HauncneH mrpad B 3TOM MecALE UIH HET, 10 CIeIyIoUieMy MpaBu-
Jy: €CJIM TPEBBIIIEHHE MpelenbHOro 3HadeHus: 6ompiie 0, To mrpad HauucieH (06o3HauuM 310 1), B
IPOTHUBHOM Cllyyae — He HauucieH (00o3HauuM 310 0). YKa3aHHBIA pe3yibTaT MOXKHO IMOJYYUTh C HC-
nosp30BanueM Jiorndeckoit pynximn ECJIN. [{ns staeiiku E2 dopmyna BEITISIIUT Tak:

=ECJIN(D2>0;1;0)

7. B cronbue F onpenenute mMecsl, Korja BhIIIaunBajcs mWtpad, Mo cieayrouneMy mpaBuiy: ec-
JIM 3Ha4YeHUe B siuelike crosnbma E paBro 1 (T. e. mTpad HAYKCIICH), TO 1aTh CCHUIKY Ha MecsIl (CTOI0eI]
A), B IPOTUBHOM Cllyyae — BBECTH ITyCTOE 3HauUeHHE (/1B KaBbIUKM) Min nipoben. s stueiiku F2 hopmy-
J1a BBITJISLIAT TaK:

=ECJIN(E2=1;A2;«»)

8. B cTonbue G BeuucnuTe, Kakoi OblT ObI HauKCIIeH mTpad 6e3 yueTa apeHabl MOMEIIEHUH, 1o
CIeyIoIIeMy MpaBUITy: €y mTpad HAdMCIeH, TO CyMMa IuTpada paBHA NPOU3BEJCHUIO MPEBBIICHHS



orxoy10B (cronbden D) Ha mrpad 3a 1 kr (sueiika L2). Jns sueiiku G2 ¢popMyna BBINISINT TaK:

=ECJIM(E2=1;D2*$L$2;0)

Ipumeuyanue. 3HaueHus: crondna G SBISIOTCS BCIOMOTATEIbHBIMHU IS BBIYUCICHHUSI OKOHYa-
TEJILHOW CyMMBI IITpada ¢ y4eTOM apeH bl HOMEIICHUH.

9. B cronbue H Bprauciute mrpad ¢ y4eToM apeH bl IOMEIICHHH 110 CIIEAYIOIIEMY MPaBHITy: €C-
U ecTh apeHna (sdeiika cronbua C paBHa «ga»), To cymma mrpada (cronden G) ymHOXKaercs Ha 2, B

MIPOTHBHOM ciiydae Oepetcst cymma mrpada u3 cronomna G. s saeiiku H2 Gpopmyna BeITISIIAT Tak:

=ECJIN(C2=«na»;G2*2;G2)

IIpumeyanue. /s BEIMUCICHUS OKOHYATENIBHOW CYyMMBI HITpada Mbl MPOBEPHIIN JBA YCIOBUS:

HaJIn4uc H_ITpa(ba 1 HaJIMYKUC apCHIBI. ,HJ'IS[ 9TOT0 BRIYMCIIMINA BCIIOMOTATEIIbHBIN CTOJ'I6€I_I G. MoxHO OEI-

710 OBl TIOJTYYUTHh UTOTOBYIO cyMMYy IiTpada u 0e3 MUCIOIb30BaHUS BCIIOMOTaTebHOTO cronba. Torma B
oJTHOU (popMyJie HY)KHO TIPOBEPUTH Cpa3y JBa YCIOBUSA. DTO MOYKHO CIENIaTh C MOMOIIBIO JIBYX BJIOKEH-

ueix ¢yakuil ECJIU. Torna s siaeiiku H2 ¢popmyna Beirisiena Obl Tak:

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

10. B sueiike H15 BpiuncnuTe MakCUMManbHBIN IITpad ¢ UCMOIB30BAHUEM BCTPOSCHHOW (PyHKIIHUU
MAKC. ®opmyiia uMeeT BUA:

=MAKC(H2:H13)

11. B cronbue | Beruucnute Mecsil, B KOTOpOM ObUIa yIUTaueHa MaKCUMaibHas cyMMa mTpada mno
CJIeyIOIEMY TIpaBUIIy: €ClId 3HAaYeHHE B ssueiike cTonbna H paBHo makcumansaomy (H15), To Hamo yka-
3aTh Mecsll (U3 cTonbua A), B IPOTUBHOM CIydae BBECTH ITyCTOE 3Hau€HUE (IBE KaBBIUYKU WM TPOOET).
st staeriku 12 popmyna BeITISANT Tak:

=ECJIN(H2=$H$15;A2;«»).

12. B sueiike D15 BorumcinTe, CKOIBKO MECAICB BhIMIauuBajcs mrpad (cymma mo cronouy E).

13. B sueiike D16 Berumciute o0myro cymmy mrpada 3a roja (cymma mo croaodiry H).

14. CoxpaHuTe BBIIIOJHEHHOE 33JJaHHE.

3amanue 3. TpexcTyneH4aTslid MOJ0X0HBINA HAJIOT

PaccuuTaiiTe Mo 0X0IHBIN HAJIOT 3a Mecsll JUIsl paOOTHUKOB, MMEIOUIMX HauboJiee pacrnpocTpa-
HEHHBIE CIIEINaTbHOCTH B [ 'epManHuu.

N3BecTHO, uTO B Poccuu ncnomnb3yercs miockas IKajia /Ui HaYMCISHHUs TOJJOXOJHOrO Hajora —
13 % He3aBUCHMO OT JOX0J0B. Bo MHOTHX cTpaHax, B TOM 4Hcie B ['epMaHuu, HCHIOIB3YeTCs porpec-
CHBHOE HaJOroo0JI0KeHHE — CHCTeMa, IPU KOTOPOM HalOroBble CTaBKM YBEIMUMBAIOTCS 110 MEpE pocTa

J0XO0/JJa HaJIOTroIiaTCJIbIIIUKa.

B tabn. 1 mpencraBneHs! JaHHbIE, ONPEAEISIONINE YPOBEHb U MPOLIEHT Hajlora B 3aBUCUMOCTU OT
MeCSYHOro 3apaboTka paboTHuka. /[yt ynoOcTBa BOCIpUATHUS JTaHHBIX MECSAYHBIN 3apabOTOK BBIPAYKEH B

TBIC. PYO.

Ta0mwuma 1
Yposenb nHajora | [Toxoxoaublii Hajor, % Mecstanb1ii 3apadoToK, ThIC. pyo.
Or Jo
1 0 0 23,7
2 15 23,7 161,49
3 42 161,49

CJ'IC,Z[yCT 3aMCTUTh, YTO IJId PCHICHUSA 3aJadd NOCTATOYHO YKAa3aThb HAYAJIBHYHO HJIM KOHCYHYIO
rpaHully KaXaoro avaria3oHa. OcranoBuMCs Ha HadYalIbHBIX T'paHuLiax, TOraa Ta6J'II/IIIa HCXOOHBIX OdaH-
HBIX I10 YPOBHAM HaJIOTa 6y,ueT BBITTIAACTD KaK TalII. 2

Tabmuua 2

Yposensb Hajora | [logoxoansblii Has0r, % | MecsiuHblii 3apad0TOK OT, ThIC. py0.
1 0 0

2 15 23,7

3 42 161,49

TexHomorus padoThI
1. B nporpamme Excel nepenmMenyiite HOBBIN JIUCT Ha 3-CTyNMeHYATHIi MOI0X0/. HAJIOT.



2. CoznaiiTe Tabnuily Kak Ha puc. 3.
A B G D E F G H | ol K L M N

MecAqHbIR Meca4Held |YpoeeHk | MpoueHt Hanoroesle YpoeeHk |MogoxogHeii | MecayHeli Kypc

CneunaneHocTs
oknag, eepo oknag, pyb. | Hanora | Hanora |oTYMCNEHWS, EBPO Hanora Hanor oknag, py6. espo

Bpay 6000 1 0% 0 40
oconyxawui 5100 2 15% 23700
HUHoBHHE 3500 3 42% 161490
Meregxep 4920
Ayautop 4910
Hpner 4850
Puentop 4750
Aunaaitnep 4690
10 Mpenogaearent: BY3a 4650
11 VH:keHep-CTpouTENL 3560
12 | Apxutextop 4500
13 Monuyeickmit 1340
14 | IT-cneyuanuct 4300
15 | TenedoHnct 720
16 | Qdmunant 660
17 | YBopwmk 500
18

||~ ||| wlr|

CyMMathl_n CymmapHeie Cpeaumil Kon-so | Kon.so

MecA4HbIR | Hanorogble Kon-go cneu.
npoueHt cneu. cneu.

3apaboTok, | oTumMcneHus, o YypoBHA 3
Hanora, % |ypoeHA 1|ypoEHA 2

19 eEpo eBpo

20

21

Puc. 3
3. B cron6ue D BBenute hopMyiy nepeBosa MeCSYHOro 3apaboTKa U3 eBpo B pyOIIH.
4. B cronbue E ompenenute, K KaKOMy HaJIOTOBOMY YPOBHIO OTHOCHTCS 3apabOTOK pabOTHHUKA.
Tak xak ypoBHEH Tpu, HEOOXOANMO HCIOIb30BaTh BlokeHHbIe (yHKImu ECJIU: ecnu mecsuHbIi 3apa-
ootok Menbie 23,7 Toic. pyo. (K3), To 3apaboTok oTHOCHTCS K nepBomy ypoBHIo (12), unage, ecnu me-
CsIUHBI 3apaboTok MeHbIne 161,49 toic. py6. (K4), To 3apaboTok oTHOCHTCSI KO BTopomy yposHio (13),
uHaye — K Tperbemy (14). st siuetiku E2 dpopmyna BBINISINT TaK:

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

5. B cronbie F camocrosiTenbHO ompenennTe MpoLeHT Haiora. J{jas 3Toro MOXHO OMHpaThCs Ha
naHHBIE cTONIONa E (HamoroBelid YpOBeHb) HIIM HA pa3Mep MeCSJHOro 3apaboTka. biiok-cxema ompenaerne-
HUS TIPOLIEHTA Hajora B 3aBUCUMOCTH OT HAJIOTOBOI'O YpOBHA IpuBenaeHa Ha puc. 4. dopmar sueek
crosibna F nomkeH ObITh MPOIIEHTHBIH.

Yposenp=1?

Hasor 0 %

Ypoerp=27

Hasor 15 % Haumnor 42 %

Puc. 4

6. B cron6bne G ompenenuTe peasbHbIe HAJIOTOBBIE OTYMCIICHUS B THIC. €BPO IO PACCYUTAHHOMY
MPOIIEHTY OTYUCIEHH: (MecauHbIi okaan) * (% oTyncaeHuii).

7. B saeiikax B20 nu C20 nopcunTaiite CyMMapHBIA MECIYHBIN 3apab0TOK paOOTHUKOB U CyMMap-
HBIE HAJIOTOBBIE OTYUCIICHUS, UCTIOIb30BaB pyHKIHI0 CYMM.

8. B sueiike D20 BrruucanTe CpeaHUN MPOICHT HAJIOTa KaK OTHOIICHHE CYMMAapHBIX HaJOTOBBIX
OTYHCIICHUN K CYMMapHOMY MECSYHOMY 3apa0oTKy. Popmar siueek — MPOLEHTHBIH.

9. B siueiike E20 ompenenuTe KOJIMYECTBO CHEIHATBHOCTEH C MEPBBIM HAJIOTOBBIM YPOBHEM IIO

bopmyre:



—~CYETECJIM(E2:E17;1),

rne E2:E17 — npoepsiemblii auanaszon, 1 — Homep ypoBHsi. BMecto 1 B hopmynie MOKHO MCTIONB30BAThH
CCBUIKY Ha siuelKy 12, B KoTOpoil 3anucaH HOMep ypOBHsI.

10. B sueiikax F20 u G20 ananoruyHo onpeaenuTe KOJIMYECTBO CIEMUATBHOCTEH, COOTBETCTBY-
IOLIMX BTOPOMY M TPETbEMY YPOBHSIM HaJora.

11. CoxpaHuTe BBIIOJIHEHHOE 3a/1aHUE.

3aganue 4. Cratuctuka

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

B cpeqHMif BO3pacT BCEX COTPYIHUKOB M COTPYAHUKOB C PA3HBIMU JIOJKHOCTSIMU;

B cpegHMii cTaxk paboThl BCEX COTPYAHUKOB;

B cpenumii 3apabOTOK MYXKYHH, >KEHIIWH, MEHEKEPOB, aJIMUHUCTPAINU, HU3KOKBATU(PHUIIUPO-
BaHHBIX paOOTHUKOB,;

B KOJIMYECTBO MOJIOJCIKH, HOBUYKOB, BETEPAHOB, FOOMIISIPOB, HU3KO- M BRICOKOOIIIIAYMBAEMBIX CO-
TPYZHUKOB, IEHCUOHEPOB;

B MUHUMAaIBHBIN OKJIal 1 MAKCHUMAJIBHBIA BO3PACT CPEIH BCEX COTPYAHUKOB.

TexHonorus paGoTel

1. [epeiinuTe Ha HOBBII JIUCT Iporpammbl EXcel u nepenmenyiite ero Ha CTaTHCTHKA.

2. Co3paiite TabauIly Kak Ha puc. .

3. B cronbue G paccuuTaiite BO3pacT COTPYAHHUKOB, KOTOPBI paBeH IEIIOMY YUCIY TPOKUTHIX
net. [lng sueiiku G2 dhopMyna BBITJISANT TaK:

—[[EJIOE((CETO/IHSI()-B2)/365,25),

rae CETOJHS()-B2 — xonmmyecTBo poxuUTHIX THEH, 365,25 — cpenHee 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 ! ’ - ’
1 poXaeHNA paboThl nats MYIMHMHBI WEHUWMHbI | BAHHLIE COTPYAHUKN
2 |CHHHUEH AT 15.06.1969 M (01.09.1990 [auperTop 60000
3 |BopoHoe C.C. 28.02.1954 "M 10.03.2003 |3amM. AuperTops 50000
4 |Bopobeesa E.K 03.05.1992 K 06.08.2013 | cekpeTaps 17000
5 |CHerupes A0 09.07 1973 1] 02.10.1995 | HavansHuk 0K 40000
B |CHHMUEIH KA, 12.03.1983 M 15.11.2013 | CHET. AAMHHUCTRETOR 23500
7 |FonyBeea B.A. 13.07.1968 3 21.01.1990(rn. Byxrantep 48000
8 |Cancanos P.W 23.11.1983 1] 12.10.2010|eoguTents 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. MeHeKep 29000
12 [Nepenenkuu HO.C 25.04. 1950 1] (05.05.2000 | oxpanuk 25000
13 |Opnoea E.M 18.04.1967 * 27.08.2010meHenxep 26500
14 |NactoukrHa ML A 26.05.1989 3 27.08.2010 [meHenxep 26500
15 |¥nopoe M.H 21.09 1995 1] 29.07.2014 |mnajll. MeHedKep 22000
16 [Haitka M.B. 22.02.1996 " 13.03.2075 | kypeep 12000
17 | KykyliknHa AT 17.01.1952 3 18.12.1984 |eaxtep 8000
18 [DunuHos B.B 20.03.1979 1] 16.09.1999 | opHCKOHC Y NbT 43000
19 [Conoebesa .M 14.04.1951 K 31.10.2012 | nomoWHUE HpUCTa 15000
20 |Tetepeea O.M. 12.03.1957 * 23.02.1979[yBopyHua 9500
21 |Kyponatesna C.B. 07.08.1964 3 14.09.2011 | yBopinug 9500
22
23]
Kon-eo CpenHuii MuHHManbHbIA
| 24| coTpyasukos BO3pact oKknap
Kon-eo Cpeaunii crax MuHnManbHbIR
| 28|  mMonopexu BO3pactT
Kon-eo CpenHuii oknap,
|26 | BerepanoB WEHWHH
Kon-eo CpenHuii oknap,
| 27| HoBMukoB MYKMHH




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 paccuunraiite ctaxk paboTsl COTPYIHUKOB HA JAHHOM HPEANPHUATHN 10 aHAJIOTHY-
HOU Qopmyrie, UCXO/s U3 AaThl MpuemMa Ha padoTy.

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

6. B nmosiBuBmemcs: okae Co3nanue umMenu B rnosie Ums BBeauTe Ha3BaHue crosidoma — Bospacr.
Haxwmure OK.

Ipumeuanue. Bee/eHHBIC IMEHA JICHCTBYIOT sl Becel Kuuru Excel, mosromy npu co3nanuu HO-
BBIX HMEH HE HCHOJNb3YyHTE YK€ CYIIECTBYIOIIME Ha3BaHUS. MIMeHa nuama3zoHOB obecreynBaroT abco-
JIOTHYIO CCBUIKY Ha JaHHBIA TUAMa30H, T. €. IPH KOMUPOBaHUH (HOPMYI B IPYTHE MECTA JIUCTA, a TaKKe
Ha JIpyTHe JUCThl KHUTY JHala3oH, YKa3aHHBI UMEHeM, He MeHsieTcs. VICKIroueHne coCcTaBiIsoT KOMUU
TIOJTHBIX JICTOB.

7. AnanornynsiM 00pa3zom gaiite numeHa auamnasonaMm Ilou, Joaxnocts, Okaan, Crak, KOTOpbIe
B JIaJIbHEWIIIEM aKTUBHO OYAYT UCIOJIB30BAThCS IPU pacdeTax.

8. B siueiixe B24 onpenenute KOIUYECTBO COTPYTHUKOB HA MPEANPUITHH O (hopmMyIie

=CYET3(JlomKHOCTB)

[l BBoJia apryMeHTa (yHKIIMH, HaX0JICh B CTPOKE apryMEHTa, BBIIIOJIHUTE KoMaH1y PopMy.ibl,
Onpenenennsie uMena, McnoJb3oBats B opmyJie 1 BeiOepuTe uMs auanazona JomxHocrs. Haxvu-
e OK.

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

=CUETECJIU(Bo3pacT;«<30»)

10. CamocTOSATETHHO paccuuTaiTe IO (hopMyIam:

B B siyeiike B26 — konMuecTBO BeTepaHoB npeanpuarus (ctax = 20 ner);

B B siueiike B27 — xoM4ecTBO «HOBUYKOBY (CTax < 3 JieT);

B B siyeiike B28 — konMuecTBO HU3KOOMIAUMBaeMbIX coTpyaHHKOB (oknaa < 10 000 pyO.);

B B siueiike B29 — xommyecTBO BEICOKOOTUTAYMBAEMBIX COTPYAHUKOB (0kiaaa > 40 000 pyo©.);

B B sryeiike B30 — konmuecTBO My)XUMH (B Ka4eCTBE KPUTEPHS BBOAUTCS OyKBa «M»);

B B sueiike B31 — mpomeHT My)XYHH Kak OTHOIIEHHE KoumdecTBa MyxunH (B30) k obmemy umnc-
ny cotpyauukoB (B24). Ycranosure mist sueiiku B31 popmat ITpoueHTHDBIIM;

B B siyeiike B32 — koiMyecTBO COTPYIHUKOB B JUPEKTOPATE;

IIpumeuanue. Tak kKaK B Ha3BaHUAX JOJKHOCTEH AMPEKTOpATa €CTh PAa3HOUTCHHs (JIUPEKTOP,
3aM. AMpeKTopa), To apryMeHT Kpurepmii nomkeH cojepkaTh HENOJHOE OYKBOCOYETaHHE JJIs MOMCKa
(puc. 6). Harmpumep, «*upex*» wnm «*nupex™*y», rae «*» o3HauvaeT 00y MOCIea0BaTeIbHOCTh CUMBO-
JIOB.



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 — konmMuecTBO MEHEIKEPOB, C YUETOM TOTr0, YTO €CTh IPOCTO MEHEKEPHI, a €CTh
CTaplIMKA U MIIAJIINI MEHEIKED.
11. B siueiike E24 paccuuraiite cpeHuil BO3pacT COTPYIHUKOB 10 popMyIie

| =1{EJIOE(CP3HAU(Bospacr))

12. Ananoruuno B stueiike E25 paccunraiite cpeqHMiA CTaK COTPYIHUKOB.
13. B sueiike E26 noacuuTaiite cpeanuii 3apaboToK keHIMH (puc. 7) no Gopmymne

| =CP3HAYECJIN(ITom;«ox»;Oknan),

rne pynkuuss CP3HAYECJIM ananu3upyer, B KaKuxX CTpOKax JaHHbIe W3 Auanazona IloJ ymoBieTBo-
PAIOT KPUTEPHUIO «@K», U BBIYUCIIAET CPEJHEE 3HAaYCHHE 10 quana3ony OKJjax [uist 9TUX CTPOK.
Apryme HTbI hyHRLHH @g]

CP3HAHECMIA

Ivanazon |fon o
Yonosue |y "

AHaNasoH_YCpeaHeHHA | Oicnag = {60000:50000:17000:40000:23500: ...

= Z21166.66667
Bri4MCNAET cpeaHes (apHMETHHECKOS ) ANA AYEEK, 33A4aHHBIX YKA3AHHBIM YCNOBHEM,
AxanazoH_ycpeAHeHWA aKTHHEIKHE AYEFKH ANA PACHETa CPEAHErD SHAYEHHA, Ecim 3ToT

APFYMEHT ONYWEH, By AYT HENONB30BATECA AHEMKH, 33AaHHEIE APryMEHTOM
"amanazoH”,

SHaqeHne: Z1166,66667

CNpagka N0 3ToA divHIHA Ok l ’ QTMEHS

Puc. 7
14. [lo ananoru4yHbIM popMysiaM NOJCUUTANTE:
B B siyeiike E27 — cpenHuit 3apaboTOK MY>KUMH;
B B styeiike E28 — cpennuii Bo3pact qupekropara (YCIOBHE B BUIE MACKHU «* TUPEKT™»);
B B siyeiike E29 — cpennuil Bo3pact I0pHCTOB (YCIOBHE B BUI€ MACKH «*IOpHC™»).
15. B sueiike E30 paccunraiite cpeaHuii 3apaboToK AUPEKTOpaTa mo hopmyie

=CYMMECJIN([JomxHOCTb; «* qupekT*»; Oxinan)/B32

IIpumeuyanue. B popmyre ucnonb3oBaHa Macka s OMCKa COTPYJHUKOB JTUPEKTOPATa.

16. Ananoruuno B sueiiky E31 BBeawte Qopmyny pacdera cpeiHero 3apaboTka MEHEIKEPOB.
O011ee KOIMYECTBO MEHEKEPOB HaXOAUTCs B siueiike B33.

17. CamocTosTenbHO BBeAUTE (HOPMYITBI C HCIOIB30BAaHHEM UMEH TUAITa30HOB, MOCYUTANTE MU-
HUMaIbHBIN OKJak (J24) u MakcUMabHbBIN Bo3pacT (J25) coTpyTHUKOB.

Ipumeuanue. s >pdekTHBHOTO pemieHns BCeX MOCIEAYIOMMX MyHKTOB 3aJaHus TPeOyroTCs
JIOTIOJTHUTEJIbHbIE BHIUMCIICHUS, I03TOMY B TaOJIHUILy BBEICHBI YEThIPE IOTOJIHUTENIbHBIE CTONOIA.

18. B monomuuTenbHOM ctonone | BBeauTe Gopmyny IS pacdeTa KOJIHYECTBA JIET JIO KPYTJIon
natel. Jlns staeiiku 12 hopmyna Gyner umeTs BUI:

| =10-OCTAT(G2;10),

rae ysakius OCTAT nmoacuuThIBaeT OCTaTOK OT JeJIeHHs Bo3pacTa Ha 10.
19. B sueiike B34 paccuuraiiTe KOIM4ecTBO I00MWISIPOB 1O hopMyIie

| =CUETECJIN(12:121;«10»)

20. B nononHuTEeNpHOM cTOJIONE J BBEeAUTE (POPMYITy, IO KOTOPOH B COOTBETCTBYIOIIUX CTPOKAX
JOJKHBI MOSIBUTHCS €IMHULIBI, eciau ycinoBre U(moJ_My:kcekoii;Bo3pact>=60) UCTUHHO, U MIPOUYEPK, €C-



1M 10%kHO. J{1st stueiiku J2 hopmyrna BBITIISIIUT TaK:

=ECITIU(M(C2=«m»;G2>=60);1;«-»)

21. B sueiike B35 onpenenuTe KOJIMYECTBO MYXYHUH-TIEHCHOHEPOB. [ 3TOro mojacuuTanTe Ko-
JMYECTBO eWHUI] B quanazoHe J2:J21, ucnons3oBaB pynkunio CYMM.

22. CamocrosTenbHO B stuelike B36 omnpenenure KOJWYECTBO KCHIIMH-TICHCHOHEPOB, 3aIl0JIHUB
cronber K ananorunyno cronoiy J.

23. B mononHutensHoM ctoiioiie L BBenute Gopmyiry, o KOTOPOH B COOTBETCTBYIOIIUX CTPOU-
Kax JIOJDKHBI TIOSIBUTHCSI €AMHUIIBI, €CM JOJKHOCTh Y COTPYAHHMKA Kyphep, BaXTep WM yOOpIIuIa, U
MPOYEPK, €CIIM ITO He Tak. Tak s ssueiiku L2 popmyna Oyner BBITIISAIETH TaK:

=ECJIN(UJIN(E2=«kyprep»;E2=«BaxTep»; E2=«y0opmunar);1;«o»)

24. B siaeiike B37 onpenenure KOMMYECTBO HU3KOKBATHU(UITUPOBAHHBIX COTPYTHUKOB, TIOJICINTAB
KOJIMYECTBO enuHMmIl B uana3one L2:L.21 ¢ momompio pyakuun CYMM.
25. B saeiike E32 noncunraiite cpeqauii 3apab0oTOK HU3KOKBATH(PUITMPOBAHHBIX COTPYAHUKOB TI0

dbopmyie

| =CP3HAUECJIN(L2:L21;1;Oxnax)

26. CoxpaHHTE BBIIIOJTHEHHOE 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, UMEIOIUX IPaBO Ha JIONOJIHUTENbHbIE yeiuyru. Onpene-
nuTe (aMIIIMU KIMEHTOB, KOTOPBIM IIPEJ0CTaBlIeHa KIIyOHas KapTa.

CornacHo CTaTUCTHKE, BO BpeMs (PMHAHCOBOI'O KpU3HCa MOCEaeMOCTh (PUTHEC-LIEHTPOB BHE 3a-
BHCUMOCTH OT CTaTyca U CTOMMOCTH abOoHeMeHTOB cokpamaercs Ha 20 %. [TosToMy, 4TOOBI HE IOTEPATH
KJIMEHTOB, 03/I0POBUTEJIbHBIE 3aBEJICHUS BHIHYXACHBI PEIOCTABIIATh YCIYTU O CKUJKaMu. IIycTbh Heko-
TOPBII PUTHEC-LEHTP MpeIaraeT CAeAYIOLYI0 CHCTEMY CKUIO0K U IPABUJI UX TPUMEHEHHUS:

B CKUJKU HE CyMMUPYIOTCSI, HO HAUUCIIAIOTCS IO THOKOM cucreme;

B KIMEHTY MOXET OBbITh MPEIOCTABIEHO /10 TPEX CKHUJIOK, PACIIOJIIOKEHHBIX B Ta0d. 3 MCXOIHBIX
JAHHBIX B MOPSAJIKE MPUOPUTETHOCTU: MEepBasi CKUAKA JAEHCTBYET Ha BCIO CyMMYy aOOHEMEHTa, MOCIIeay0-
I[1€ — Ha CyMMY 3a BBIYETOM YK€ MPEJOCTaBICHHBIX CKUI0K;

B ecnu (dakTUUecKas CyMMa NMPHOOPETEHHBIX YCHYT (3a BBIUETOM CKUIOK) MpeBbIMIaeT 15 Thic.
py0., KIIMEHTY MPEIOCTABISETCS JOTIOTHUTEIHHBIN OCCIIIIaTHBIN MaKeT;

B ecnu (dakTUUecKas CyMMa NMPHOOPETEHHBIX YCIYT (3a BBIUETOM CKUIOK) MPEBBIMIAET 25 ThIC.
py0., TOKyMnaTeIo MpeIoCTaBIseTCsl KIyOHas KapTa.

TexHonorus paboTel

1. IepeiinuTe Ha HOBBII JIUCT iporpamMmbl EXcel u nepenmMenyiite ero Ha AGOHEMEHT.

2. CozpnaiiTe Tabnuily kak Ha puc. 8.

IIpumeuanue. Yncio «1» B suelike yka3pIBaeT Ha HaJIW4YUE COOTBETCTBYIOLIEH JIBIOTHI. [Iponen-
Thl CKUJIOK B TaOJIMIE PACIOJIOKEHBI B IOCIIEAOBATENbHBIX SUEHKaX OJHOM CTPOKU. DTO JacT BO3MOXK-
HOCTH C TOMOIIbIO CMEUIaHHBIX CCHIJIOK HamucaTbh 000OUIEHHYIO GOpMYIy AJI OJHOW CKUAKH U pacupo-

CTPAaHUTH €C Ha CTOJ'I6LIBI C APpYTMMHU CKUOKAMHU.
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%
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1 [ 1 15000
1 1 1 1 45000
42000
1 1 1 16000
1 12000
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CuHuyen AN
Boponoe C.C
Bopofikeea E.K
CHernpee A
CHHMUEH H.A
Fonyfeea B.A
Cancanoe P.M.
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Puc. 8
3. B cron6ie | onpepennte BO3MOKHOE KOIMYECTBO CKHIOK IS KaXKI0ro KiMeHTa. JIJs sueiku



14 hopmyna BHITISANT TaK:

=CYMM(C4:H4)

4. B cronbue J paccunTaiiTe KOJIMYECTBO CKUAOK, KOTOPBIE MOTYT OBITh IPEJIOCTABICHBI KIHMCHTY
0 CIIEAYIONIEMY MPABHITY: €CIH KOJMYECTBO CKUJOK OoJblIe 3, TO X KOJIMYECTBO OTPAHUYMBACTCS TpE-
MsI, HHa4Ye octaercs 0e3 n3MeHenuit. [ ssueiiku J4 popMyiia BRITJSIMT TaK:

=ECJINA(14>3;3;14)

5. B saueiikax auanazona L4:Q10 onpenenurte cymMMmy YCIyr 3a BHIYETOM MPEIOCTABICHHBIX CKU-
JIOK IO CIIEYIOIEMY IpaBUILy: €CJIM Y KIMEHTa €CTh IPU3HAK COOTBETCTBYIOLIEH CKUIKH M KOJIUYECTBO
MPEBIAYIINX CKUIOK MEHBIIE 3, TO MpEeAbIayIas CyMMa IPpUOOPETEHHBIX YCIYr YMEHbIIAETCs Ha MPo-
LIEHT CKUJKH, HHaye ocTaercs 06e3 u3meHnenus. 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
(«oOmras cyMMa» — «OKOHYaTeJIbHasi CyMMay) K 00111el cyMMe yCTyT.
7.B cronbue S orMeThTe MpPU3HAKOM «1» KIMEHTOB, KOTOPHIM IOJAraloTCs JOTOJTHUTEIbHBIC
yenyru. Jlns siaeviku S4 hopMynia BBITTISANT Tak:

=ECJIM(Q4>15000;1;«-»)

8. B cronbue T cocraBpTe CHHCOK KIMEHTOB, KOTOPBIM ciieayeT opOpMHUTh KIyOHYIO KapTy. s

sueiiku T4 dhopMyna BBITTISANT TakK:

=ECJIN(Q4>25000;A4;«-»)

9. CoxpaHuTe BBHINOJIHEHHOE 33/1aHUE.
3ananue 6. [IpocToii mecTucTyneHyaTslii HAJIOT
Paccunraiite mpocToi MECTUCTYIIEHYAThIM NPOrPECCUBHBINA HAJIOT, ACHCTBYOIUN B M3panie.
JlocTatouHo yacTo Tabnuia onpeeNeHusl ypOBHS U NPOLIEHT HaJlora B 3aBUCMMOCTH OT MECSIUHO-
ro 3apaboTka pabOTHHKA UMEET BUJ, NMpeACTaBIeHHBIN B Ta0. 3. Kaxx1oMy ypoBHIO COOTBETCTBYET Jna-

Ma30H 3HAYECHUH «OT» U «HIO0».

Tabauma 3
CraBka nogoxognoro | MecsiuHbIi 3apad0TOK, ThIC. py0.
Yposenn Hajora o
HaJjiora, % OT o
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 ¢ 3apaboTka < 1 TeiC. py0. HEe OepeTcs. B 3a1aue 3Ta cuTyarust He paccMaTpUBaeT-

Ci.

Jist 5hpekTHBHOTO pelIeHus 3aJlau YI0OHO PACIIONIOKHUTh MCXOJHBIC JaHHBIC B CTPOKax Oe3
TyOIUpOBaHMS TpaHUIl YpOBHsI (Ta0. 4).

Tabnma 4
YpoBeHb HAJIOTA 1 2 3 4 5 6
CraBka I0J0X0JHOT0 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. CoznaiiTe Tabnuily kak Ha puc. 9.



o=

B c ) E F 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 quamasona D7:H26 mocTaBeTe B COOTBETCTBUE KaXKIOMY COTPYJIHHUKY €r0 YPOBCHb
Hasiora. /g siueliku D7 opmyna BBITISANT TaK:

=ECIIN(U($SC7>D$3;$C7<=E$3);D$1; «-»)

4. B cronbue | onpenenute, y KOro U3 COTPYAHUKOB 3apIijlaTa COOTBETCTBYET MIECTOMY YPOBHIO.
Jns staediku 17 popmyna BRITISANT Tak:

=ECJIU(C7>$1$3;1$1;«-»)

5. B cronbue J onpenenure ypoBeHb HAJIOTA JJIsl KaXKJIOTO COTPYAHHUKA, TPOCYMMHUPOBAB 3HAYeE-
HUS B COOTBETCTBYIOIINUX CTPOKAX.

6. B cronbne K ompenenute mporeHT HaJIOTa B 3aBUCUMOCTH OT ypoBHs. [l stuetiku K7 opmy-
na BeITAAMT Tak (puc. 10):

=BbIBOP(J7;$D$2;$E$2;$F$2;$G$2;$H$2;$1$2)

7. B cronbue L paccunTaiite 3Ha4eHHs HAJIOTA B ThICSA4YaX pyOJien.

8. B crpoke 30 onpenenure KOIMYECTBO COTPYIHUKOB JUIS KaXKAOTO YPOBHS Hajora. J{ist sueiiku
D30 dopmyna BEITISIUT Tak:

=CUYETECJIU(D7:D26; «>=1»)

9. B siueiike C32 onpenenute CyMMapHbId MECIYHBIN J0XO/ 1JIs1 BCEX COTPYIHUKOB.

10. B siuetike C34 naiiaute o0Iyr0 cymMMy Hajora.

11. B sueiike C36 Haiigure cpeqHMI NMPOLEHT Hajora Kak OTHOLIEHHE OOIIel CyMMbI Hajiora K
CyMMapHOMY 3apabo0TKy BceX coTpyaHukoB. ®opmar siueiiku — [IpoueHTHBII.

12. CoxpaHuTe BBIIIOJHEHHOE 33JJaHHE.
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Puc. 10
3ananue /. CaoHBIM MPOrpecCUBHBIN HaIOT

PaccuwnraiiTe CIIOKHBII POrPECCUBHBIA HAIOT U CPAaBHUTE TOJYYCHHBIC JaHHBIE C IIPOCTHIM MPO-
I'PECCUBHBIM HAJIOTOM.

B npakTike HEKOTOPBIX CTPaH UCIOJIB3YETCs CIIOKHBIN MPOrPECCUBHBII HAIOT, IPU KOTOPOM J10-
XOJ ISIUTCS Ha YaCTH, COOTBETCTBYIOIIME PAa3HBIM CTaBKaM Hajora. J{Js KaxkJoi 4acTH B3UMAETCS HAaJIOT
[0 COOTBETCTBYIOIICH CTaBKe, 3aT€M YacTH HaJora CyMMHUpYTcs. B Tabn. 5 mpeacraBineHbl TaHHBIE O
TpaHMIIAX JI0XOJOB 32 MECSII, COOTBETCTBYIOIIME UM YPOBHH M CTaBKH Hajora. B mocnenneit crpoke Tad-
JMIBI yKa3aHbl YacTH, Ha KOTOPBIE JIENUTCA 3apruiata, ecinu poxon N > 472,08 Teic. py6. Kak BunHO U3
TaOJUIIBI, YaCTH, HA KOTOPBIC JEIUTCS JOXO, PaBHBI Pa3HOCTH MEXKAY COCEIHUMHU YPOBHSIMH H SIBISIOT-
sl GPUKCUPOBAHHBIMH BETMUMHAMHU.

Tabnwmma 5

YpoBeHb 6 5 4 3 2 1
0C/OTaBKa MOJ0XOJHOI0 HAjlIoTa, 45 33 30 23 14 10
[ pauilb! 10X0a 32 MECAIY 472,08 219,00 152,64 101,64 57,24 1,00
BBIIIIE, THIC. PYO.
YacTu, Ha KOTOpPBIE IENUTCS 253,08 66,36 51,00 44,40 56,24
zapabotok mpu N > 472,08 teic] N —472,08 | (472,08 — (219,00 — (152,64 — (101,64 — (57,24 -
pyo. —-219,00) —152,64) | —101,64) —57,24) —1,00)

Pa3nenenne exeMecssYHOr0 10X0/a Ha YaCTH BBINIOJIHAETCS 110 CIEAYIOEMY ITpaBUILY:

W [10 HIKaJe YPOBHEW Hajora HallTH TpaHUIly JO0XOJa, KOTOpas MEHbIIE paccMaTpUBaeMon 3ap-
I1aTel, HO Oroke Becero K Heil. Haiitu pasHocTh Mexy 3apriaToil 1 HalieHHBIM J0X0J0M. DTO OyneT
4acTb, COOTBETCTBYIOIIAs HANOOJBIIEMY YPOBHIO HAJIOTa;

B BCE YacTu OO0JIbIIE ITOTO YPOBHS CUUTATh HYJIEBBIMU;

B BCE OCTaBIIHUECS YacTH 3apab0TKa 3aM0JHUTh (PUKCHPOBAHHBIMU 3HAYEHUSIMU U3 Ta0II. O.

PaccMoTpuM npumMepsl.

1) Ecnu moxox 3a mecsity paBeH 500 Toic. py0., TO Oirokaiiimas K HeMy rpanuia qoxoqa — 472,08
ThIC. py0. Toraa Hamor mecroro ypoBHs OyneT B3uMathes ¢ cymMmbl 500 — 472,08 = 27,92, a octanbHble
4yacTu J0x0/1a OyAyT GUKCHUPOBAHHBIMU:

YpoBenb Ha0- 6 5 4 3 2 1
ra
Yactu noxojna 27,92 | 253,08 | 66,36 | 51,00 | 44,40 | 56,24

2) Ecnin moxon 3a mecsi coctaBiser 150 Thic. py0., To Omrkaiiinas K HEMY TPaHHIA J0XO[a —
101,64 Thic. py0. Torna Hanoru ypoBHel 4—6 OyIyT HYJEBBIMH, HAJIOT TPETHETO YPOBHS OYAET B3UMATh-
csi ¢ cymmbl 150 — 101,64 = 48,36 Thic. py0., a OcTambHbBIE YacTh J0X07a OyAyT (DUKCHPOBAaHHBIMHU:

YpoBenb Ha0- 6 5 4 3 2 1
ra
YacTtu noxona 0 0 0 48,36 | 44,40 | 56,24

TexHomnorus paboTel



1. [epeiinure Ha HOBBIN JUCT mporpammbl Excel u nepenmenyiite ero Ha CJ10:KHBI Tporpec-
CHBHBIH HAJIOT.
2. Co3paiiTe TabnuIly Kak Ha puc. 11.
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Puc. 11
3. B cronbue D paccunraiite 3HaUCHHE CYMMBI, C KOTOPOil OymeT OpaThCsi HAJOT ISl IIECTOTO
YPOBHS 10 CIEAYIOLIEMY NpaBUILy: eciu 3apiuiata oombiue 472,08 Thic. py0., TO HAWIUTE PA3HUILY MEXKIY
3apIulaToi U rpaHuuei auanasona, nHave 3anumure 0. s sueiiku D7 gpopmyna BBITISIUT Tak:

=ECJIN(C7>$D$3;C7-$D$3;0)

4. B cron6uax ¢ E mo | onpenenure yactu 10xo0/1a, ¢ KOTOPBIX OyJAeT OpaThCsl HAJIOT C MATOTO MO
TIEPBBIA YPOBEHB, 110 TIPABHITY: €CJIM 3HAUYCHUE TPeabIIyel qacTu <> 0, TO BRIOEPHUTE COOTBETCTBYIOIICE
(UKCUpOBaHHOE 3HAYECHUE YaCTH J0X0Ja U3 TaONUIIbI, NHAYE, €CII 3apIuiaTa OoJbllle TPAHHIIBI T0X0a,
HalJIUTe pasHULly MEXAY 3apIulaTod M IpaHUlEed 10oxoja, nHade 3anumure 0. 9TO KOHCTPYKUUS BIO-
KEHHBIX «ecnmy. [lns sueiiku E7 dopMyna BeITISAUT Tak:

=ECJIN(D7<>0;E$4;ECJIN(SC7>ES$3;$C7-E$3;0))

Ipumeuanue. Mcnons3oBanne B GopMysie CMEMIAHHBIX CCHUTOK IMO3BOJIIET KOMMUPOBATH (hopmMyTy
HE TOJIBKO CBEpXY BHU3, HO U CJIEBa HAIPaBO.

5. B cronbue J paccunTaiiTe CIOXHBIN MPOTPECCUBHBIA HAJIOT KaK CyMMAapHBIH HAJIOT 1O OTpPe3-
KaM, COOTBETCTBYIOIIMM pa3HbIM cTaBKaM. J[iist sueiiku J7 popMyna BBITTISANT Tak:

=D7*$D$2+E7*SES2+F7*$F$2+G7*$G$2+HT*$H$2+17*$1$2

6. B cronbue K paccuuraiite o0Omryro cymmy, 00J1araeéMyro HaJIoroMm, i KaKI0ro COTPYIHUKA.
7. B siueiike C32 nmoacunTaiite cyMMapHBbIid 3apab0TOK COTPYIHUKOB.
8. B sueiiky C34 BBeAWTE CyMMY HAJIOTOBBIX OTYHCIICHUH MPH MPOCTOM MPOTPECCHBHOM HAJIOTE



KaK CChUIKY Ha 3HaueHue siueriku C34 nucta [IpocToii nporp. Hajor. @opmyia OyeT UMETh BUJ:

="IIpocroii nmporpeccuBHbIil Hanor’ ! C34

I[Ipumeuanue. OTHOCHTENbHAS CChUIKA HA AMAINA30H, HAXOASIIMUNCS HE HA TEKYILEM JIUCTe, HaYu-
HaeTCs C UMEHHU ATOTO JIUCTA U OTACINSETCS OT AUana3oHa 3HAKOM «!y.
9. B siueiiky C36 BBenUTE CCHUIKY Ha CPEIHHMM IMPOILIEHT HAJIOTA JJIS MMPOCTOTO MPOrPECCUBHOTO
HaJjora.
10. B stueiike C38 HaliguTe CyMMy HAJIOTOBBIX OTYHCIICHUH MPHU CIOKHOM IIPOTPECCHBHOM HaJIO-
re.
11. B sueiike C40 paccunTaiiTe CpeIHUNA TPOILEHT HAJora JJIs CIOXHOTO IMPOTPECCUBHOTO HAJIO-
ra.
12. CoxpaHuTe BBITIOJIHEHHOE 33/IaHUE.
Jlaboparopnas pabota 8
Tabmuunbiii penaktop MS EXcel: TexHOIOTHS TOCTPOCHHS U PEIAKTUPOBAHUS AHATPAMM
Ilenp pabOTHI: HAYYUTHCS OCHOBHBIM TEXHOJOTHYECCKHM OIEPAIMsAM IOCTPOCHHUS U PEIaKTHPOBA-
HUS AUarpaMM B TaOJIMYHBIX JOKYMEHTAX.
3anmanue 1. [locTpoeHue AuarpaMMel 10 JaAHHBIM MPSMOYTOIBHOM TaOJIUIIBI
[Toctpoiite rucTorpaMMmy C HaKOIUIEHHEM, CTOJOLBI KOTOpOl OyayT oTpaxkarh neHy 1 Oappens
He(TH M BKIIQJ Pa3JIMYHBIX MTOKA3aTeNnel B Ty IeHy. B kauecTBe nmpumepa paccmarpuBaercs OAO «Jly-
Ko (puc. 1).

JKOHOMMYECKHUE NOKA3aTENM POCCUIACKON He hTAHOK oTpacnm
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Lena HedTv B Aonanapai sa Gappenb

B Hanor Ha npubeine NpegnprATHE

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, NPUBEAEHHOMY Ha puc. 2.

TI'ox| 2004 | 2005 | 2006 | 2007 | 2008

JoJsi B ene, 10J11.

Uucras npuObLIH 7 8,5 8,5 11 11
Hanor Ha npuObUIb Ipe ApUATHIA 2,5 3 3 35 35
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 no0b14y u ap. HajgorH 57 9,2 115 13 20
TpancnopTHbIE U Ip. pacXOabl 6 7 5,6 7 6
DKCIOPTHHIE TOILITAHBI 8 19 27 29 48
Ilena Ha He(Th, 1OJLI./Gappenb

Puc. 2

4. JIns MOCTPOEHUS] JUarpaMMbl BBIJCIUTE IHANa3oH JaHHBIX C 3arojoBKaMu 0Oe3 TOcieqHen




ctpoki («LleHa Ha HEPTHY).

5. B rpynne BeraBka, luarpammel Beioepute Tuit O0beMHasi THCTOrPaMMa ¢ HAKOIJIEHHEM.
Haxxmute OK. TlosiBUTCS inarpamma, U OTHOBPEMEHHO CTaHET akKTUBHBIM MeHI0 PadoTa ¢ amarpamma-
MH.

[To ropu3oHTaNBEHON OCH yKa3aHbl JaHHbIE IEPBOrO CTOJIOLA, a IO BEPTUKAJIBHON — JIaHHBIE TIEp-
BOI cTpoku. C TOUKHU 3pEHHs] CMBICIIOBOTO BOCIIPUATHS TAKOE OTOOpaKeHNE JaHHBIX HEMHPOPMATHUBHO.

6. IlomeHstiiTe CMBICH JaHHBIX TOPU3OHTAIBLHON U BEPTUKAIBLHON OCEH, BBIMOIHUB KoMaHny Kon-
cTpykrop, Jlanubie, CTpoka/cTonden. J[narpamma mouru nprodpenna Tpedyemsbiid Bual. BricoTa kaxmo-
ro CTONOIa 0TOOpaXKaeT eHy Ha He()Th, a OTACIBHBIC CIIOW — BKJIAJl KXKAOTO MTOKA3aTeNsl B IICHY.

7. PazmectuTe nuarpaMMy Ha OTAEIbHOM JIHCTE.

8. Jlob6aBbTe Ha3BaHWE IUArpaMMbl — « DIKOHOMHUYECKHE IMOKA3aTeNd POCCUICKONW He(TSHOW OT-
pacin» (Bkiranka Maker). YcranoBuTte pasmep mpudra 14 mr.

9. BenuTe MOBEpHYTOE Ha3BaHUE OCHOBHOW BepTHKaibHOU ocu «llena HedTm B mommapax 3a
Oappenb» (Bkiiagka Maker). YcraHoBute pazmep mpudra 12 or.

10. fo6aBbTe MOMNUCH TOPU3OHTAIBHON ocu — «l'ombl». YcTraHOBHTE pa3mep mpudTa HOIAMHCH
12 or.

11. Odopmure aBroMaTHyecku CHOPMHUPOBABIIYIOCS JIETEHAY I'PAAMEHTHOW 3aIMBKOK. YCTaHO-
BHTE pasmep mpudrta 12 mr.

12. lllenkHNUTE HA YHCIOBBIX MOJMHCAX BEPTHKAIBHOW OCH M B KOHTEKCTHOM MEHIO BhIOEpUTE
nyHKT @opmart ocu. B rpymnmne nmapamerpoB Umesio ycTaHOBUTE JEHEXKHBIH GopMmaT U BUJ JACHEKHOU
enuuutipl ($).

13. lllenkHuTe Ha OONAacTH AMArpaMMbl U B KOHTEKCTHOM MEHIO BbiOepuTe komanny Kommpo-
BaTh.

14. Tlepeiinure Ha TUCT C JAHHBIMU U BCTaBBTE CIICTAHHYIO KOIUIO.

15. U3menute TUm nuarpaMmbl — HEOObeMHas Tuctorpamma c HakoruieHueMm (KoHcTrpykrop,
Tun, U3MeHUTb THI THATPAMMBI).

16. YcraHoBuTe IS 3TOW JUArpaMMBbI CTHITL odopMiieHHs ¢ Tpaganusmu ceporo (KoncTpykrop,
Ctuimm quarpamm, Jkenpecc-ctuim, Ctuasb 1). O6pasen; nojgydeHHOH IuarpaMMbl NMpeACTaBlIeH Ha
puc. 3.
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3ananue 2. [ToctpoeHne AuarpaMMbl IO BEIOOPOYHBIM JAHHBIM TaOTHITBI
IToncuunTaiite nieny ogHoro Oappens HedTu B pasHble Toabl. [locTpoiiTe nuHeHYaTy0 AUarpammy,
MO3BOJISIIOILYIO CPaBHUTD JIOJIIO SKCIIOPTHBIX MOILUIMH B IIeHe Oappers HeQTH.
TexHonorus paboThl
1. Otkpoiite nokymeHT JIykoii.i.
2. Ha nucre Jlykoiia B crpoke «lleHa Ha HedTh» MoacuuTaiTe LeHY Ha HEPTHh MO roJaM Kak
CYMMY JIaHHBIX IO CTOJIOITY.



3. BeigenuTe maHHbIe IEpBOI CTPOKU (TOMBI), @ TAKIKE CTPOKU C JAHHBIMU IKCIOPTHBIX TONUIHH U
LIeHbl Ha He(PTH BMecTe ¢ Ha3BaHUSAMH Moka3zaTesiedl. [y BBIAEICHUS HECMEXKHBIX SYEEeK HCIOJIb3yeTcs
kinasuina Ctrl.

4. Ha Bxnagke BeraBka BeiOepute TUI quarpamMmbl — O0beMHasi JIMHeiuyaTasi ¢ rpynnupoBKoii
— U nocTpoite ee. B nanHoOM ciydae nuarpamma cpasy Mociie MOCTPOSHUSI UMEET MOUTH HYKHBIA BUJL.
Cpena mo yMoJlYaHUIO OTHOCUT 3HAUEHHUS TOJI0B K OCH KaTeropuii, KOTopas B JaHHOW JuarpaMmme UMeeT
BEPTHKAIBHOE PACIIOJIOKECHHE, U aBTOMATUIECKH (JOPMUPYET JIETCHy U3 Ha3BaHUI IMOKa3aTelnei.

5. Pacnionoxkure auarpaMmy Ha OTAEIBHOM JIUCTE JoKyMeHTa Jlykoi.

6. BBenuTe Ha3BaHUE quarpaMMmbl «J{oJst SKCIIOPTHBIX MONLIMH B IieHe HeQTH» (pazmep mpudra
14 nT).

7. BBenure HazBaHus oceil cormacHo oOpasmy (puc. 4). OrdopMaTHpyldTe HMX TMOIYKUPHBIM
mpudToM pazmepom 12 mr.

8. [lepemecrture nerenny B3 moxa auarpammy (Maxket, Ilonnucu, Jlerenaa, /100aBuTh J1ereH-
ay cuuzy). Oropmarupyiite TEKCT Jeren sl mpudrom 12 mr.

9. BBemuTe NOMOTHUTENBHBIC BEPTHKAIBHBIE M TOPU30HTANbHBIC NUHUH ceTku (Maker, Ocu,
Ocu, CeTka).

10. Ordopmarupyiite moamucu oceit mpudrTom 12 .

11. Ha cronbuax orobOpasure noanucu aaHHbix (Maxket, Ilognucu, Ioanucu nanupix, [Moka-
3aTh). OThopMaTHpyiiTe MOAMUCH JaHHBIX — HOJIYKUPHOE HadyepTanue, 12 nT. OTOABUHBTE MOIIKMCH OT
JAHHBIX TUArPaMMBbI, YTOOBI OHU OBLIH JTy4IlIe BUTHBI.

12. Ordopmarupyiite 061aCTh IOCTPOCHUS TUATPAMMBL.

13. VI3MeHuTE LBET PSAIOB JAHHBIX.

[onga 3KCNopTHBIX NOLW/IMH B LeHe HedhTH
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M ez Ha HedTs, gonn./Bappens B JHCNOPTHBIE NOWAMHEI

Puc. 4
3ananue 3. [loctpoeHne TpexMepHOl TuarpaMMel
[Ipeobpa3yiiTe T AMAarpaMMbl B 00bEMHYIO TUCTOTPAMMY C TpeMs OCSIMH, Ha KOTOPOH MO OJHOM
ocu (X) OyayT ykaszaHsl roja, o apyroi ocu (Y) — Ha3BaHHUs TOKa3aresiei, Mo TpeTbeil ocu (Z) — duc-
JIEHHbIE 3HAYCHMUSI.
TexHomnorust paboTbI

1. OtkpoiiTe IUCT ¢ AUarpamMMoii, MOCTPOSHHOH B 3alaHUH 2.

2. HaBenute ykazaTenb MBIIIKM Ha CBOOOAHYIO 00JacTh JHAarpaMMbl U B KOHTEKCTHOM MEHIO BbI-
nosiHuTe komany KonupoBars.

3. Ilepeiinute Ha mycToi MUCT AOKyMeHTa JIyKOWJ M BCTaBbTE Ha HErO CKONMHMPOBAHHYIO JHA-
rpaMMmy.

4. HaBenuTe ykaszaTelb Ha CBOOOAHYIO 00JIaCTh AMAarpaMMbl U B KOHTEKCTHOM MEHIO BBIITOJTHUTE
koMaHAy U3MeHUTh THII JHATPAMMBI.

5. B otkpeiBIeMcs MeHI0 BbiOepute T I'merorpamma, O0beMHasi nuiuHapuyeckas. [lomy-
YUTCsA 00BEMHAs THarpaMMa ¢ IByMs PSiIaMH [AJIHHIPUYECKUX CTOJIONOB (TOYTH KakK Ha puc. 5).
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6. Halinure u ynanure noanuck ocu «l'ozbl», Tak KaKk OHa UMEET BEPTUKAIBHOE PACIIONIOKEHHE.
CozpaiiTe ropu30HTAIbHYIO TOAIUCH «"0aBD».

7. Y nanure nereHay, oHa Tenepb He HyXKHa.

8. I3MeHwuTE IBET PSIIOB TAaHHBIX U CTEHOK. Y AaJMTE IPOMEKYTOUHBIC INHUH CETKH.

JlaGopaTtopHnas pabora 9
Tabnmuunsiii penakrop MS Excel: koHconunanus qanHbIxX
Iesnb paboThI: HAYYUTHCS OCHOBHBIM TEXHOJIOTMYECKUM ONEpalisiM KOHCOIUAALNHU JaHHBIX B Ta0-
JIMYHBIX JOKYMEHTaX.
3aganue 1. OcBoeHNe TEXHOJIOTUU KOHCOIUIAUM JaHHbBIX
Co3paiite 1Be TaOIMIIBI pacdeTa 3apadOTHOM IJIaThI 32 sTHBAph U QeBpaib. BeImonanTe KOHCOIMA-
LIUIO IaHHBIX U3 JIBYX TAOJUI] [10 PaCIOIOKEHUIO.
TexHonorust padboTsl

1. Co3naiite HOBBIH TOKyMeHT ¢ UMeHeM KoHcouaanms.

2. llepenmenyiite JIuetl Ha KoHcos.pacnost. (KOHCOTUIANNS MO PACTIONOKEHUIO).

3. Co3paiite Ha nucte KoHcous.pacnosi. Tabnuiy pacuera 3apabOTHOM IU1aThl (3a sIHBaph), KOTO-
pasi mpuBe/ieHa Ha puc. 1.

4. Paccumraiite o gopmynam 3HaueHusi ctonouos: Hauuciaeno, Iogoxoansiii Hagor, Iencu-
oHHbII pona, O6mmii Hasor, Cymma K Bblj1ave.

5. Beenute Hanx Tabnuiieit 3aroioBok — «3apaboTHas TUIaTa 3a SHBAPhY.
A B [ D E F G H 1 J K L M N 6] P Q
MopgoxogHeli Hanor 13%
MeHcnoHHLI doHA %

3apaboTHaa nnaTa 3a AHBapb 3apaboTHan nnaTa 3a thespans

Damunua 3ap. Hapbaeka | Hauncnewno | Mogoxoaueli |Mencnoukeli [ Obumni | Cymma k @amunua Jap. Hapbaeka | Hauncnewo (MogoxoaHei | MeHcuonusld | OBwuiA | Cymma K
5 nnata Hanor dhoup Hanor | seigave nnata Hanor dhoup Hanor | Belgaye
6 Bopobees 3000 400 3400 442 340 782 2618 Bopobeer 3500 300 3800 494 380 874 2926
7 Metyxos 1500 200 1700 221 170 391 1309 Metyxos 2000 400 2400 312 240 552 1848
§

9

CuHnysiHa 1800 300 2100 273 210 483 1617 CuHnyeiHa 1500 500 2000 260 200 460 1540

Creopuos 2000 300 2300 299 230 529 1771 Creopuoe 1800 300 2100 273 210 483 1617
10 MUTOro 8300 1200 9500 1235 950 2185 7315 WUTOro 8800 1500 10300 1339 1030 2369 7931

12 CyMma HaYMCNeHHOIl 3apnnarhl 3a AHBapb W heBpant

Damunua 3ap. HapGaeka | Hauucnewo | Mogoxoaweid |Mencnonsbli | O6wmid | Cymma k
13 nnara Hanor dhoHg Hanor | Bbigade
14 Bopobees 6500 700 7200 936 720 1656 5544
15 MetyxoB 3500 500 4100 533 410 943 3157
16 CuHnyeiHa 3300 800 4100 533 410 943 3157
17 Ckeopuos 3800 600 4400 572 440 1012 3388
18 MTOro 17100 2700 19800 2514 1980 4554] 15246

Puc. 1

6. CxonupyiiTe CO37aHHYIO TaOJIMIly BMECTE C 3arojOBKOM B JPYryl0 00JacTh TOTO K€ JIUCTa
(puc. 1).

7. VI3ameHuTe 3arojoBOK — «3apaboTHas miata 3a GeBpaiby.

8. 3menwnTe B TaOmUIe 3HAYCHHS 3apaOOTHOW TUIATHl M HAJI0ABOK MO CBOEMY YCMOTpPEHUIO. BhI-
YHCIIsIEMbIE AUEHKN aBTOMAaTUYECKU U3MEHSATCS.

9. lns KOHCONMAALMU YCTAaHOBUTE Kypcop B MEPBYIO siuelKy o0nacTu, rae OyaeT pacnojararbes
KOHCOJIMIMpOBaHHast Tabnua, HarpuMmep B stueiiky A 13 (puc. 1).

10. C momompio komauael Jlanubie, Padora ¢ nannubiMu, Koncoanaanus, Koncoauaamusa ot-
KkpoiTe okHO KoHconupanms.

11. YcranoBute GpyHKIMIO KOHCOMUaanuu Cymma.




12. Beenure B mosie CcblUIKA UMS TIEPBOTO KOHCOJIMIUPYEMOTO JHMANa30Ha, BBIACIUB HA JIHCTE
TaOJIMITy 3apIUIaThI 3a THBAph (BMecTe ¢ (DaMIIMSIMU U 3ar0JIOBKAMHU CTOJIOIOB).

13. Haxmute kaonky JJo6aButh. Ha3Banue quama3oHa JOKHO MepeMecTHThCs B Tojie CuCcoK
AHUANA30HOB.

14. TloBTopuTe AeiicTBUs MyHKTOB 12-13 s BBOJA CiEAYIOLIErO JMara3oHa KOHCOJMUIAIUU —
3apIuiaThl 3a eBpab.

15. YcranoBure Quiakky MOANUCH BepXHell CTPOKH U 3HAYeHHs JeBOro crojdua. Haxmure
OK

16. IlpocmoTpuTe TabmMIly, MOJYYCHHYIO B PE3YJIbTaTe BBIMOJIHEHHOW KoHconuparuu. Obe mc-
XOJIHBIE TAOJIULIBI UMEIOT OJJUHAKOBYIO CTPYKTYPY — PaBHOE KOJUYECTBO CTPOK U CTOJIOIOB, UJIEHTHYHBIE
MOJITMCH CTPOK ((paMmimnm) u 3aroJoBKH cTona010B. ViToroBas Tabiuma uMeeT Ty e CTPYKTYpY, B UHUCIIO-
BBIX fUeiiKax pa3MeleHbl CyMMapHbIe JaHHbIE 10 ABYM TaOIUIaM.

17. BeimosHUTE eIie pa3 KOHCONMHIANWIO TaOIWIl ¥ B CBOOOIHOM 0O0JIACTH TOCTPONTE TAOIHILY
CpeIHEMECIYHBIX 3apIniar (puc. 2).
A B

C D E F G H
20 CpegHeMecsYHas 3apnnaTa 3a AHBapb U peBpank

Damunun 3ap. Hap6aeka | Hauucneno | Mogoxoaueit |MexcHonHei | OBwwmi | Cymma k
y | nnara Hanor choun Hamnor | Bblgaye
22 Bopofees 3250 350 3600 468 360 828 2772
23 Metyxos 1750 300 2050 266.5 205 4715 15735
24 CuHUUEIHA 1650 400 2050 266.5 205 4718 1878.5
25 Ckeopuoe 1900 300 2200 286 220 506 1694
26 UTOrQ 8550 1350 9900 1287 990 2217 7623

27
Puc. 2
18. BoimonuuTe emie pa3 KOHCOIUAALNIO TaONUIl U B CBOOOJHOW OOJIACTH MOCTPONTE TaOIHILy C
MaKCUMaJIbHBIMU 3HAUCHHUSIMU 3apILIaThl U HAJ0aBKH, MOJIYYCHHBIMH COTpYAHUKaMH (puc. 3).

19. CoxpaHuTe JOKyMEHT.

A B c D E F G H
25 |MakcuManbHBIe 3HaYeHNA 3apnnatel M HanbaBkn 3a AHBapb N CheBPEJ'Ib
Damunua 3ap. Hapbaeka
29 nnata
30 Bopobbes 3500 400
31 Meryxos 2000 400
32 |CuHuuelHa 1800 500
33 |Ckeopuoe 2000 300
34 UTOrO 8800 1500
35

Puc. 3
3ananue 2. OcBoeHNE TEXHOJIOTUU KOHCOIUIAIUK JaHHbBIX
BrImoHATE KOHCOMUIAIUIO TaHHBIX U3 JIBYX TAOJHI] ITO KATETOPHSIM.
TexHonorus paboTel

1. Otkpoiite ¢aitn Konconnaanusi, Co31aHHbIN B IEPBOM 3a/1aHUU.

2. Cxonmpyiite nuct KoHcoa.pacnoa. u nepenmenyiite ero Ha KoHcoJ.kaTerop. (koHconuaa-
U TI0 KaTETOPUSIM).

3. Ynanure Ha nucte KoHcos.kaTerop. Bce JaHHBbIE HIJKE MEPBBIX JBYX TaOIHMIl (3aprara 3a
SIHBaphb U QeBpaip).

4. Ha nucre KoHcoJi.kaTerop. BcTaBbTe BO BTOpYIO Tabnuily (3aprara 3a (eBpajib) HOBBIH
cronber [Ipemusi (puc. 4) u 3aMOTHATE €TO TaHHBIMHU.

5. Jlo6aBbTe cTpoKy ¢ hamuueid JIST/I0B 1 TaHHBIMU JUTS HETo 1o 3apruiate (puc. 4).



A B c D E F G H | o K L I il 0 P Q R

1 |MoacxoaHsli Hanor 13%
2 |MeHCHOHHEN GoHg 10%
3
4 |3apaboTHan nnara 3a AHEapkb 3apaGorHaA nnata 3a heEpanes

Damunua 3ap. Hapbaeka | Hayncneno | MogoxogHen | MeHCHOHHBIM | OOwni | Cymma K [GET I 3ap. NMpewus | Hapbaska | Hauncneo |MogoxoaHei | MeHcHoHHBM | ODWwMA | Cymma K
5 nnara Hanor hoHa Hanor | Bbinave nnara Hanor thoHa Hanor | Belgade
6 |Bopofkee 3000 400 3400 442 340 782 2618 Bopobees 3500 1000 300 4800 624 480 1104 3696
7 |Metyxos 1500 200 1700 221 170 391 1309 MeTyxoB 2000 800 400 3200 416 320 736 2464
2 |CHHUUBIHA 1800 200 2100 273 210 483 1617 CHHMUEIHA 1500 500 500 2500 225 250 575 1928
9 |CkeopuoE 2000 300 2300 299 230 529 1771 CKEOPUGOE 1800 1100 300 3200 416 320 736 2484
10 WTOro 8300 1200 9500 1235 950 2185 7315 OATNoE 3000 &oo0 400 4000 220 400 220 3080
11 uToro 11800 4000 1300 17700 2301 1770 4071 13629
12 |CymMMa Ha4yMCNEHHOW 3apnnaTkl 3a AHEapL W eBpank

[GETT I 3ap. Mpewmua Hapdaeka Hauncneno |MogoxoaHed [Mencuon| OdwkA |[Cymma K

nnara Hanor HBIA Hanor |Bblgaqe

13 thoHa
14 BopoOeee 6500 1000 7o0 6200 1066 820 1886 6314
15 |MeTyxos 3500 800 600 4300 637 430 1127 3773
16 | CHHUUBIHE 3300 500 800 4600 598 460 1058 3542
17 | Ckeopuoe 3800 1100 &00 5500 7158 550 1268 4235
18 |dAtnoe 3000 600 400 4000 520 400 920 3080
18 MTOro 20100 4000 3100 27200 3536 2720 6256 20944
20
21 CpegHeMecAYHaA 3apnnara 3a AKBape W eBpans

Damunua 3ap. Mpemus HapbaBka Hauncnexno |Mopoxoanbid|Mencuon| Ofwwa | Cymma K

nnara Hanor Hlit Hanor | ebigave
22 thoHa
23 |Bopobbee 3250 1000 280 4100 533 410 943 3157
24 |Memyxoe 1750 800 300 2450 3185 245 5635 18865
25 | CHHNUEIHA 1650 500 400 2300 299 230 529 177
26 |Ckeopuce 1900 1100 200 2750 3575 275 6325 2175
27 |Oatnoe 3000 500 400 4000 520 400 920 3080
26 UToro 10050 4000 1550 13600 1768 1360 3128 10472
Puc. 4

6. McnpaBbTe (hOPMYIIBI C YIETOM CICTaHHBIX H3MCHCHHIA.

7. IlpoBeauTe KOHCOMUIAIMIO JTAHHBIX MO KATErOpUAM U IMOIYYHTE TaOIUIly CyMMapHOM 3ap-
IUIaThI 32 JBa Mecsina (puc. 4).

8. [IpoBeauTe KOHCOMUAALMIO JAHHBIX MO KATETOPHSIM U MOIXY4YUTE TaOIHUIy CpEAHEMECSYHOM
3apIuIaThl COTPYIHUKOB (pHC. 4).

3ananue 3. 3aBUCUMOCTH QOpMYTT
Hccnenyiite rpadguueckoe 0ToOpaskeHHE 3aBUCUMOCTEH sTeeK IPYT OT Jpyra.
Texnonorus paboTsl

1. Otkpoiite nokymenT Konconupaumus.

2. Iepetinute Ha nuct Koncoa.karerop.

3. YcranaBnmBaiiTe Kypcop Ha SYEHKYy B KaXJIOM CTOJOLE, HampuMmep, Tabmuisl 3apadoTHas
miara 3a peBpajb U BbI3bIBATE 3aBUCUMOCTH KHONIKaMH Biusirommue siueiikn 1 3aBucuMble si9eiiku
(DPopmyJbl, 3aBucumoctu opmya). [TosBITCS CTpENKH, yKa3bIBAIOIIME HA 3aBUCHMOCTb SYCHKH OT
IPYTHX SYEEK U €€ BIMSIHHUE Ha APYTUE TYCUKH.

JlaboparopHuas padota 10
[Tporpamma nipesenTaruii MS PowerPoint: coznanue u 3amyck mpe3eHTanuit
[lenb paboThI: HAYYUTHCSI OCHOBHBIM TEXHOJIOTMYECKUM OINEpalusM CO3JaHMs U 3allycka Mpe3eH-
Taluu.
3ananue 1. Coznanue npe3eHTauu 1o madioHy
Co3paiiTe mpe3eHTalHnIO 0 CTaHJapTHOMY HIa0JI0HY.
TexHonorust paboTsl

1. 3amycrure nporpammy Microsoft PowerPoint.

2. Otkpoiite cimcok komana kaonkoi Office.

3. Beibepute komanny Co3natb, YcraHoBjdeHHble madaoHbl, Kinaccuueckmii goroannoom,
kHomnka Co31aTh.

4. PaccMoTpuTe cnaiil. B myHKTHpHBIX pamMKax ciaija yKa3blBalOTCS MHCTPYKLMU Ui U3MEHe-
HUs cnaioB, Haripumep: «lllenkauTte n BBeUTE ATy U APYTUE TAHHBIE.

5. 3amenure ¢pazy «Knaccuueckuii poroans60m» Ha «J/ukne )KUBOTHBIE ADPUKIY.

6. BBemuTe naty, cBOIO (haMUIIHMIO, HMSI M TPYIIITY B APYTYIO 00JIaCTh ClIala.

7. VI3menure nepByto ¢otorpaduio Ha TUTYJIBHOM Claijie: EeTYKOM Ha Hel BBI30BUTE KOMAHIY
KOHTEKCTHOr0 MeHIO U3MEeHUTh pUCyHOK. YKaxuTte (aiis ¢ pucyHKOM, BHIOpaB €ro U3 3aroToBOK B Hall-
ke @oToaab6oM. Ha3zBanus (aiiinoB ucmonb3yiiTe Kak MOIMUCH K H300pasKEeHHSIM.

8. 3menuTe BTOpOH Crnait.

9. Ilepeiinute k crnemyromeMy ciaiay. OOpaTuTe BHUMaHUE Ha ykazaHue: «BpiOepure MakeT».
[IlenkHyB Ha claiizie, BRI30BUTE KOMaHIy KOHTEKCTHOTO MeHI0 MakeT. Beibepure maker AJIbOOMHAas ¢
HANMMCBIO [T OJTHOTO N300pasKeHHS.

10. BcraBpTe B cnaii nzo0paxkeHrue u3 a000ro ¢aiiia yKa3aHHOW BBIIIE MAKA ¢ TTOMOIIBIO KO-



Manasl Beraska, MiumocTpaunu, PucyHok.

11. OdopmuTe ocTaBIIMECs CIANTBI.

12. Coxpanute npesenranuio (kHonka Office, Coxpannthb kak, [Ipesentanus PowerPoint 97-
2003). HazoBure daiin doToanboom.

3ananue 2. Pexxumsl paboter B PowerPoint 2007

W3yuaute pesxuMbl paboThI co craiimamu B cpene PowerPoint 2007.

TexHonorus padboTsl

1. OTkpoiiTe CO3TaHHYIO B MPEABIAYIEM 3aIaHuH Npe3eHTauo ®oroananrdom. Halimure B HUX-
HEell YaCTH OKHA KHOIIKHU MEPEKITFOUCHHS PSKUMOB paboThl [EEE!

— pexuM OObIYHBII;

— pexuM COpTHPOBILMK CJIAM/10B;

—pexuM [loka3s ciaiiios.

2. BximrounTe MX 1O OYepear W OINpENeNnTe pa3HUIly B paboTe 3THX pexumoB. OTBEThTE Ha BO-
rpoc: «J1yist uero Hy»eH KaxJIblil pexxumM?».

3. Ilepeiinute B pexxum OObIYHBIN (koManna Bua, Pexunmsbl npocMoTpa npe3enTanuii, O0bI4-
HBIH WM COOTBETCTBYIOIIAs KHOTIKA MEPEKITIOYCHUS PEKUMOB PabOThI).

4. Haitnurte cneBa BKJIaIKu nepexiatoueHus B oonactu Ciaaiiabl u CTpykTypa.

5. Haiigute o6nacts 3ameTku K caaiiny. Beenute B 3Ty 0061aCTh KOPOTKHE KOMMEHTapUU K KaxkK-
JIOMY Claimy.

6. U3sMeHnuTe MaciiTadbl ciiaiga B OKHE C IIOMOIIbI0 KoMaHAsl Bua, Macmrad, Macmrao.

7. lo6aBbTe HOBBIN ciaiig komanaou I'imaBuas, Caaiiabl, Co3aaTh caaia.

8. Hanmmure B TekcToBOM monie ¢ppazy «Crnacubo 3a BHUMaHUE.

9. IlepeiimuTe B peKUM COPTUPOBIINKA CIIAHIOB.

10. CxonupyiiTe BTOpOii cnaiii v BcTaBbTe €ro B KoHel. JlJis 3Toro:

N Ha)kaTHEM IIPaBOi KHOIKH MBIIIM Ha BTOPOM CJIaii/ie BBI30BUTE KOHTEKCTHOE MEHIO U BHIOEpUTE
komanny Konuposars,

W [IEJKHYB IPaBOM KHOIKOM MBIIIHY 110 MOCJIEIHEMY ciaiiny, Bbioepute komanay Berasurs. Ko-
UL BTOPOTO claiiia 100aBUThCs OCIE HETO.

11. Y anure nocnenHuii cian.

12. TlpocmoTpuTe npe3entanuto. Mcnonb3yiite kinasunry F5 11s 3anmycka nmpe3eHTanuu B pexume
IMoka3 caaiinoB. CMeHa ciaifioB OyAeT MPOUCXOAUTH MOCJIE Ha)XaTHs Mosib3oBareiem kiapuim Ilpo-
oeur.

13. Jlyiss mpOM3BOJIBHOTO MOKa3a HECKOJLKUX BBIOPAHHBIX CIIAWIOB OTKpoiTEe OKHO IIpou3BOIbL-
HbI noka3 rpynnsl Ilokas ciaaigos, Hayats nokas cjiaiios.

14. Otkpoiite okHO 3ajaHMe MPOM3BOJIBLHOIO MOKAa3a C MOMoIIb0 KHONKH Co31aTh B OTKPHIB-
memcs okHe IIpou3Bo/ILHBIN NTOKAa3.

15. BoibepuTe nepBblii ¥ IOCTEAHUN Claiabl, T00ABUB UX B CIUCOK CJai/I0B MPOU3BOJIBHOTO MO-
Kasza.

16. BeiOpaHHBI 1TOKa3 0 yMOT4aHHUIO Ha3biBaeTcs: IIpon3BoabHblii noka3 1. [Tpu sxenannu u3-
MEHUTE €T0 Ha3BaHUE U 3aKPOMTE OKHO CO3/1aHUs IPOU3BOJIBHOTO I10Ka3a CIIai10B.

17. HaxmuTe KHONKY MPOMU3BOJILHOTO MoKa3a. Teneps ums IIpon3BoJbHbIH noka3 1 coxpaHeHO
B CIIMCKE NMPOU3BOJIBHBIX MOKA30B, U B JII000M MOMEHT MOKHO 3aITyCTUTh 3Ty MOCIIEA0BATEIbHOCTh ClIai-
JIOB.

3ananue 3. Co3aaHue NPe3eHTALUH ¢ UCTI0Ib30BaHUEM 11a0JI0HOB 0(OPMIICHUS
CoznaiiTe mpe3eHTauIo C UCTIOIb30BaHUEM Ia0JI0HA OPOPMIICHHUS.
TexHonorus paboTel

1. Bemmonuaurte komanay kuonku Office, Co3nars.

2. OTkpoiite roToByl0 npe3eHTanuio u3 pasaena llladaonbl rpynnel YceTaHoOBJIEHHbIE MA0J10-
Hbl, 3HakomcTBO ¢ PowerPoint 2007.

3. O3HaKOMBTECh C BO3MOXHOCTSIMH mporpammbl PowerPoint 2007, oTKpbIB MPE3CHTAIMIO B pe-
KUME pY4YHOro npocmoTtpa (dpyHKIHOHAIbHAs kKiaBuma FS5). Jlucraiite crnaiifibl ¢ MOMOIIBIO KIIABHIIN
IIpo6ed. [IpounTaiiTe TEKCT HA ClaiiaX ¥ 0OpaTUTE BHUMAaHUE HA UX JU3aiH.



4. Bepnutech B pexxuM OOBIYHBIN.

5. 3agaiiTe 1BE pa3HbIe TeMbI ToOYepeIHO KoMaH 101 Ju3aiin, TeMbl.

6. CpaBHUTE CO3/ITaHHYIO NMPE3CHTAIUIO C IPOCMOTPEHHON paHee.

7. IlonpoOyiiTe W3MEHATHh pa3Hble MapaMeTpbl (OHA CIAiI0B, UCHOIB3Ys TaKUe KOMAaHIbI, Kak
Mu3zaiin, ®oH, Ctusin douna u /Iu3aiin, Tema, IBeTa, a Takke BpIOUpas mapaMeTpbl B JTUATOTOBOM
okHe @opmar ¢ona rpynmns! Au3aitn, PoH, Hanpumep:

— 3QJIMBKY CJIai/1a;

— TEKCTYpY;

— 1BET;

— mpudT U 1Ip.

3ananue 4. Co3nanure HOBOM MPE3EHTALIUU C UCIIOIb30BAHUEM MAKETOB
CoznaiiTe HOBYIO MPE3EHTALINIO, UCTIOIB3YsI MAKEThI CIIal/I0B.
TexHonorust padboTsl

1. Tocne 3amycka nporpaMmsl Beioepute u3 MeHto kHonku Office komanay Co3znare, IlycTbie n
nocjennue, Hosasi npesentanusi, Co3aarsb.

2. Beibepute Temy i ohopmiieHHs Tipe3eHTauu (komanaa Ju3aiin, Tembl).

3. Otkpoiite Habop MakeToB komaHou ['maBHasi, Caaiiabl, Maker. OObIYHO, €CJIM HU OJUH U3
MakeToOB HE MOAXOAUT, BeIOMparoT BapuaHT IlycTol ciaiig U caMOCTOSTENBHO CO3/1al0T 00JIacTH IS
pa3MelieHusi OObEKTOB.

4. BeibepuTe 17151 IEpBOTO cllaiija npe3eHTanuu MakeT TUTYIbHbIH ciaiia.

5. BBemuTe B 1oJIe 3aroioBKa cliaiiia TeKCT «ABTOMOOWMIINY, B IIOJIC MTO/I3aroJioBKa — (haMUIITHIO,
UMs U y4eOHYIO TPyIIIy.

6. Jlo0aBbTe HOBBIN ciaiig komanoi I'naBuas, Caaiabl, Co3aaTh ciiaun.

7. BeibepuTte aisi BTOpOro cnaiiia MakeT 3arojioBoK M 00bEKT, pa3MeTKa KOTOPOTo IMperoara-
€T BCTAaBKY Pa3HBIX DJIEMEHTOB.

8. BcraBbTe emie Tpu criaiina.

9. Bo BTOpOM cltaiiie pacIoioKUTe OJIMH U3 PUCYHKOB C TMOINKUCHIO 13 Tanku doTorajiepes.

10. BeraBbTe B TpeTHil ciaii 00bekT SmartArt (puc. 1).

- * UaeanbHasn
YyNpaenAaeMoCcTb
Puc. 1

11. Pacmionoxute B 4eTBEPTOM CJjaifjie TaOIUIly CTOMMOCTEH MEePEUnCICHHBIX MOJEeNeld aBTOMO-
ouJien:

* CO343H ONA
Byaywero

* HOBbIH
yHWBepcan

Ha3Banmne CroumocTsb, pyo.
Volvo XC90 ot 3 040 000
Volvo S80 ot 2 049 000
Volvo V60 ot 1 984 000

12. OTkpoiiTe TBOMHBIM MICTYKOM HA 3HAYKE TAOJIUIIBI B TT0JIe OOBEKTOB Cllaii/1a JUAIOrOBOE OKHO
JUISL CO3/1aHUs TaOJIUIBL. 3aaliTe KOJTMYECTBO CTOJIOLOB M CTPOK (/1Ba CTOJIOIA U YEThIPe CTPOKH). 3aro-
HUTE SYEUKH JaHHBIMH.

13. BctaBbTe B NATHIM CHaiil THCTOrpaMMy CTOMMOCTH YKa3aHHBIX aBTOMOOMJICH TBOMHBIM
IIEJTYKOM Ha 3HAauKe JuarpaMMsbl. B oTkpeiBIIeiics TaOmuie OTKOPPEKTUPYITE JaHHBIE I IIOCTPOCHHH,
UCIIOJIb30BaB Tabmuiy u3 1. 11 (puc. 2).



3500000 ~

3000000 —

2500000 W XC30
H 580

V6o

2000000

1500000 ~

1000000 ~

500000 ~

0 -
Puc. 2
14. CoxpaHuTe npe3eHTalni0 ¢ UMEHEM ABTOMOOMIIN.
JlaGopaTtopHas pabora 11
[Mporpamma npesentanuii MS PowerPoint: ¢opmarupoBanue ciaiinos
Ienb paboOThI: HAYYUTHCS OCHOBHBIM TEXHOJIOTHYECKUM OMNepanusiM GopMaTUpoBaHUs CIAiI0B.
3amanue 1. PepaktupoBanue oopmMIIeHUS MPe3CHTANN
Cospaiite npe3entanuo u3 9 cnaiinos. [IpuMeHuTe K HUM pa3Hble HapaMeTpsl 0hopMIICHHUS.
TexHonorus paboTsl

1. Co3pnaiite HOBBIM Qaitn npeseHTanuu. Coxpanute ero, n1aB Ha3BaHue Ilepudepuiinbie yeTpoii-
CTBA.

2. Ilepetinute B peskuM OOBIYHBIIA.

3. lobaBbTe B MPE3CHTAIUIO CIIe OJMH CIIaI.

4. PaccmotpuTe cnaiinel. O6paTuTe BHUMaHUE HA TO, YTO B claifjlaXx pa3MelleHbl TEKCTOBbIE paM-
KM C HaJITUCSIMH, COJICP)KUMOE B 0(hOpMIIEHHE KOTOPBIX MOXXHO MEHATh. Clalipl HMEIOT €JMHOE CTHIIE-
Boe oopmiieHne — pOHOBBIA PUCYHOK, MapaMeTphl mpudTa U mpoure dieMeHTh. Ha nepBoM, TUTYb-
HOM claiijie opopMIIeHNE MOXKET OTJIMYAThCS, HO JOJDKHO COOTBETCTBOBATh €IMHOMY CTUIIO. B Kaxknom
craiiie ecTh 00BEKT — HAAMUCH JUIS 3arojloBKa, KOTOPBIN OTIMYAeTCs OT APYrMX 0OBEKTOB ciaiina. 3aro-
JIOBOK OIpeJIeNsieT Ha3BaHUe ciaiiia B Ipe3eHTalUH.

5. PaccMoTpuTe nepBblif, TUTYIBHBIN Cclaii (Takue ciaaipl pa3aIuyaroTcsi KOMIBIOTEPOM TaK K€,
KakK, HalpuMep, cpesia TEKCTOBOTO MpoIieccopa pa3nyaeT NepBblid JTUCT). TUTYIBHBIX CIIaliJIOB B IIPE3€H-
TaIMM MOXKET ObITh HECKOJIbKO. OHM MO3BOJISAIOT OTJEIUTh TEMAaTHUECKUE pa3/ielibl B ITTMHHOM Mpe3eHTa-
1uu. JIro60i 00BEKT B ciiaiiie MOKHO BBIIETUTH IIETYKOM M U3MEHUTh WIH YAAIUTh. Belaenure Tekcro-
BOE I10JI€ 3ar0JI0OBKa U MONPOOYHTE €ro CIBUHYTh.

6. st oToOpakeHust Ha ciaiinax aBrodnemMeHToB Kosonturys, Jlata u Homep BbimomHUTE KO-
Manny BeraBka, Teker, KonoHTHTY IBI.

7. B otkpeiBiemcst okHe KosonturyJbl Ha Bkiaake Caaiin Beioepute Jlaty u Bpemsi (aBT0006-
HOBJIeHHE 1N pukcupoBano), Homep ciaiina u HukHuH KOJOHTHTY.I.

8. B mycrom nojie HusKHMIT KOJTOHTHTYJI 3aITUIIIATE CBOKO (haMIUTHIO, UMS ¥ YICOHYIO TPYIIITY.

9. Haxxmurte kHonky IIlpuMeHHTH KO BeeM.

10. BezoBuTe Ha JeHTY BKIaaky O6pa3zen ciaaiigoB komannord Bua, PesxxuMbl mpocMoTpa npe-
3enTanuu, Odpasen caaiigoB. Komanasl rpynnsl M3MeHuTh 00pa3en] OTKPHIBAIOT 00JIACTh C BUJAaMHU
00pasmoB — 00pa3IoM 3arojIOBKOB (TUTYJIBHBIX CIIaiI0B) U oOpa3namu ciaiiioB. M3mMeHnenue B odopm-
JIEHUH cliaiiia o0pasia o0ecrneynT n3MeHeHne opOpMIIeHHS BCEX CIIaifIOB PE3eHTAIHH.

11. Beigenute oOpasern TUTYIHLHOTO JIUCTA.

12. OTtkpoiiTe cnucoOK 3amoyHuTeNe komanaoi Oopasen ciaaiinoB, Maker oopa3ua, BeraButh
3aNOJIHUTENb U BEIOCPUTE HYXKHBIN THIT paMKH (Harpumep, pucyHok SmartArt).

13. HlenkHuTe B MOJ€ MaKeTa M PACTSIHUTE paMKy. J|BOMHBIM IIETYKOM BHYTPU paMKH OTKpOiiTe
BKIaaKy dopmar.

14. BeiGepuTe MHCTPYMEHT pHCOBaHHs (UTYpbl — 5-KoHeuHasi 3Be3na — B rpymnmne dopmar,
BceraBka ¢urypsl. Co3gaiite n3oOpakeHUe 3Be3/1bl U OTHOPMATUPYUTE €ro. 3aJailTe 1BET 3aJIUBKU H
no6asbTe B purypy texct — «IBl». K Texcty nmpumenute popmatupoBanue OTpakeHue, UCIIOIb30BaB

kHonky ' w3 rpynnsl @opmat, Cruaun WordArt (puc. 1).



IBI

TDT

Puc. 1

15. [lepemectute noiydyeHHYIO QUTYpy B MpaBblil BEpXHUI yroi oOpasilia TUTYJIBHOTO ciaiiia.

16. Y nanure pamxy SmartArt.

17. Ilepemectute aBTOAIeMeHThl KomonTuTys, Jlata 1 Homep B BepxHIOI 4acTh cllaiija, BbIje-
JIUB UX [TOOYEPETHO LIEITIKOM.

18. BcraBbTe ¢oTorpaduio MepcoHATLHOr0 KommbioTepa w3 manku PowerPoint 2007 (daiin
Kommnbrotepl.jpg) komanmoit BeraBka, Montwocrpanun, PucyHok.

19. IlponopuroHaIbHO M3MEHHTE pa3Mepbl GoTorpaduu, pa3MeCcTUTE €€ B IEHTPE TUTYIHHOTO
ciaiija moj 00JIacThIO M0/13ar0JIOBKA, 3aXBAaTUB 32 YIIIOBOI MapKep 0ObeKTa.

20. I3mMeHuTe CTHIB PUCYHKA, UCTOIB30BaB KoMaHay ®opmat, CTHIM PUCYHKOB, D¢ deKrTnl
AJIsl PUCYHKA.

21. Nsmenute popmar dona.

22. Tlepeitnute B pexkxuM QObIYHBIN. BoigenuTe TUTYIBHBIHN JTUCT.

23. [lomHuMHTE BBIIIE TEKCTOBYIO PaMKy 3aroJioBKa W IOJ3arojOBKA; HAMHUIIUTE 3ar0JIOBOK —
«[lepudepuiinbie yctpoiictBa». Pazmep mpudra 3aronoska 60 nr.

24. B o0yracti 110/13arojI0BKa HATUIIIATE TI0/[3aroJI0BOK «MOHHTOPED.

25. Ilonmy4yeHHbI o0pasell TUTYIBHOTO JHcTa (pUc. 2) OyAeT UCMOIb30BaThCs TOJIBKO B MEPBOM
crnaiine. Ha Hem Oynyt pasmemiatbes ¢ororpadus Kommerotepl.jpg, nata, GamMuiius U WHUIUAIBI CTY-
JIeHTa, HoMep cTpaHullbl. [Ipy HEOOXOIUMOCTH CO3/1aHUSI HOBOTO pasjienia Mpe3eHTAluu 3TOT oOpaser]
MO>KET UCIOJIb30BaTHCS TOBTOPHO.

MNepudepumnHble B
YCTPOWNCTBA

MoHUTOpPbI

Puc. 2

26. AHaJOTHIHO 0OPMUTE IIEMEHTHI Ha 00pas3Iie I OCTaIbHBIX cllaiifioB. BcraBpTe B O0pa3en
caaiaoB Qortorpaduio MOJHOTO YKOMIUIEKTOBAHHOTO KoMIbloTepa u3 Qaiina Kommberorep2.jpg. IIpo-
MOPLHOHAIIBHO U3MEHHTE (HOoTOrpaduio U MepeMecTUTe B JIEBbIN HIDKHUN yroll oOpasia ciaioB.

27. Boibepure ¢urypy I'opu3oHTaNbHBI CBUTOK, OTKpPHIB HaOop ¢uryp komannoii BeraBka,
Namocrpauuu, @urypsl, 3Be31bl 4 JIeHTHI. /[00aBbTe €€ B HIHKHIOIO YacTh Ciaiia mocepeanHe.

28. Jlo6aBbTe Ha co3maHHyo (urypy Hannmuch «MHpOpMaTuka» B OHY CTPOKY € MOMOIIbIO KO-
MaH1bl U3MEHUTh TEKCT KOHTEKCTHOTO MEHIO. Haamuch BEIPOBHSANMTE MO LIEHTPY.

29. 3MenuTe mpu HEOOXOAUMOCTH pa3Mephl CO3JaHHON (QUTypBI Tak, YTOOBI HAAIHUCHh MMOMENIa-
Jach BHYTPH Hee.



30. U3menuTe 3anuBKy (urypsl, mpudr, pasMep U HauepTaHHE HAIMHMCU C MOMOIIBIO KOMAaH/IbI
®opmaT pUrypbl KOHTEKCTHOTO MEHIO.

31. 3menute ¢poH oOpasma Tak, 4T00bI OH OTINYAJICS OT MPEXKHET0, HO XOPOIIo codeTancs ¢ (o-
HOM THUTYJIBHOTO JIMCTA.

32. 3akpoiite obpazer cnaiinoB komanaoi Bua, Pe:xkumbl mpocMmoTpa npe3entanuu, O0bIYHbII
U IIPOCMOTPUTE BUJ N3MEHEHHOH NpEe3eHTaLUH.

33. B pe3ynbraTe BBITOTHEHUS 3a7aHus | TOJDKHBI OTYYUTHCS J1Ba oOpasia: o0paser TUTYIbHO-
ro jucra u oOpasell ciai10B, KOTOpbI OyIeT HCII0JIb30BaThCS IS CO3/IaHMs ClaiioB 2-9 npe3eHTaluH.
B kaxjoM HOBOM claiijie aBTOMaTHUeCKH OynyT pasmenieHsl: Gpotorpadus Kommnbrorep2.jpg, duryps B
BUJI€ JIEHTBI ¢ Haanuceio BHYTpH «MHpopMmaTukay, Aara, paMuiIusg U UMs CTYIEHTa, IPyMIa, a TakxkKe
HOMEp CTPaHUIIBI.

34. JloGaBbTe ceMb claii1oB. YOenuTech, YTO BCE CO3/IaHHbIE Ha 0Opas3iie (ciai 2) 3JIeMEHTHI B
HUX TIPUCYTCTBYIOT (pHc. 3).

Obpa3eLl, 3arosoBKa

* Obpasel, TeKcTa

— BTopol ypoBeHb

* TpeTuit ypoBeHb
— YeTBepTbiii ypoBeHb
» Natbiid yposers| ||

Puc. 3

35. 3anaiite 3¢ (eKkThl aHUMANUU JIUTST COJCPIKUMOTO CIIaiIoB B pexxume OoOpa3sen caaiinos. J{is
u3obpaxxenus: Komnprorepl.jpg Ha oOpasie TuTynpHOro smcra HactpoiTe 3¢dekr HuTh KomaHmol
Annmanus, Anumanusi, Hacrpoiika anumaunum, Jod6aButh 3¢dexrt, Bxoa, [pyrue s3¢gdexrsi,
Caoxnble, HUTh; U151 TOPU30HTAIBHOIO CBUTKA HacTpoilre 3pdexr anumanun Bxoa, Kamrosu. Ilpu
JIEMOHCTpPALIMU NPE3EHTAlMU aHUMAalMOHHBIH 3 dexT Kamaro3zu Oyner oToOpakaThCsl Ha BCeX ciaigax
co 2-ro no 9-1.

36. Ha tutynpHOM cnaiifie BeiAenauTe u3oOpakenne Kommbrorepl.Jpg ¥ BBIMOJHUTE KOMaHIY
Anumanus, Hacrpoiika anumanuu, Hayano, C npeasigymum.

37. AHamorn4yHbIe ICUCTBHS BBITIOJHUTE JIJISI TOPU30HTAIBHOTO CBUTKA HA BTOPOM CITal/Ie.

38. Coxpanure pe3ynbTaThl paboThl B daiine Ilepudgepuiinbie yeTpoiicTsa.

39. IIpocMoTpHTE IPE3SHTAIINIO C ITOMOIIBI0 (PYHKIIMOHAEHOM KitaBumy F5.

3ananue 2. MHpopMallMOHHOE HANIOJHEHUE PE3EHTALUU
HanosHuTe cnailapl mpe3eHTaluu COACPKAHUEM.
TexHomnorus paboTel

1. OtkpoiiTe co3nanHyo B peAblAylIeM 3a1anuu npeseHTanuio Ilepudepuiinbie yerpoiicTsa.

2. [lepeiinute k pexxumy O0brunbIi (Bua, Pexxumbl mpocmorpa npesentanuu, O0bIYHBIN 1IN
COOTBETCTBYIOIIAsl KHOIIKA EPEKIIIOUEHUS] PEKUMOB pabOThI).

3. Pa3mecture moouepeaHo B ciaiiax Npe3eHTalud OObEKThI U TEKCThI, YKa3aHHBIE HUXKE.

Cnaiig 2

4. BeenuTe B 10Jie 3arojoBka cioBo «CTpykrypay (puc. 4).



CTpyKTypa

Nepudepuiinbie
YCTPONCTER

= 1 1 1

YcTpoicTea
obmena (memay
KOMNBIOTEPaMM)

BHewHsA YcTpoWncTea YcTpoicTea
namats BE03 B5IB0A3

Puc. 4

5. B cmaiine pasmectute cxemy «llepudepuiiHpie ycTpOCTBa», BBHIOPAB HYKHBIC 3arOTOBKH
SmartArt komanaoi BeraBka, Mimocrpanun, SmartArt, Uepapxus, Uepapxus.

6. Ha 3aroToBke cXxeMmbl yAaIUTe BCE OOBEKTHI TPETHETO UEPAPXUIECKOTO YPOBHSI.

7. Beigenute nepByro GUrypy cieBa BTOPOro HEpapXuyeckoro ypoBHsI.

8. [lob6aBbTe cieBa OT Hee emle JBEe (HUTyphl C MOMOIIBIO KOMaHbl KOHTEKCTHOTO MeHio Jloba-
BUTH Qurypy, lodaBurs ¢urypy mo.

9. Brenute B KaXAYI0 (QUTYPY COOTBETCTBYIOIIMIA TEKCT.

10. M3menute Bce GuUrypsl cxembl Ha OareTHyr pamky. s 3TOro, BbIIENIMB MX NPH HaKaTOU
kiapuim Shift, HaxMuTe IpaBOW KHOIKOW MBIIIN HA OJJHOM U3 QUTYp U B KOHTEKCTHOM MEHIO BBIIIOIHH-
Te komanny U3mennrts ¢purypy, OcnoBubie ¢purypsl, barernasi pamka.

11. 3menuTe UBET JIMHUMN, 3aIUBKY U JPYTUe apaMeTphl.

Caaiig 3

12. Beeaute TeKCT 3arojioBka: «OCHOBHBIE XapaKTEPUCTUKHU MIEPUPEPUITHBIX YCTPOHCTBY (pHC. 5).

13. Ilpu pa3paboTke ITaHHOTO claiiia IenkHUTe Ha cioBe TekeT cjaiiia B MyHKTUPHOM paMke.
[lepeiinuTe ¢ MOMOIIBIO KOMaHAbl KOHTEKCTHOrO MeHI0 Mapkepsbl, Cniucok k okHy CniMcoK, B KOTOpOM
KHONKOW PucyHOK OTKpoiiTe HaGOphl rpadMuecKux MapKepoB U BbIOEPUTE COOTBETCTBYIOLIMM yKazaH-
HOMY Ha o0pasIie.

14. Beeaure nocie0oBaTebHO TEKCT KaKI0T0 MyHKTA CIUCKA.

fama Hovep

OCHOBHbIE XapaKTEPUCTUKM
nepudepuitHbiX YyCTPOMCTB

Q EMKOCTb HaKOMUTENA Ha XECTKMX MarHUTHbIX
AMCKax.

lapaMeTpbl BUAEOCUCTEM.

Yme M TUM PasINYHbIX AOMONHUTES!
OMCTB BBOA,a-BbIBOAA.

Puc. 5

Caaiin 4

15. BBeauTe 3aroyioBoK «YcCTporcTBa BhIBOIa» (pHC. 6).

16. BcraBpTe B ClTaliji Ompe/elieHHe YCTPOMCTBA BBIBOJA, a TaKXKe WX Ha3BaHUSA («MOHHTODPY,
«[IpunTepy, «IMHAMHKN), UCIIOIB30BaB dJIeMeHTHI Habopa Durypsl us rpynmnsl BeraBka, Nroctpa-
111078

17. 3mennTe pa3mep U IBET HAAMKUCH BHYTPH PAMKH, [[BET JIMHUN U 3QJIUBKY JUISI PAMKHU.



DamunnR, WA 1 y4EBHEA TEYNE

YcTpoicTea BbiBOAA

TMpeobpasytoT 4BOWHHbBIN KOA K BU
oMy A1 BOCTIPUATUSA MO/b30Ba

HUngpopmamuxa

Puc. 6
Caaiig 5

18. BeeauTe 3aroioBok «MOHUTOPBD) (pHC. 7).
19. BcraBbTe B cinaiil onpeaesiecHue MOHUTOPA B paMKe.
20. VI3mMenuTe napaMeTpbl paMKH: LBET JIUHUMA, 00bEM, TEHb U JIp.

@amuniR, WA 1 yHEBHIR EYNnE

MoHuTOpbI

HUngpopmamuxa

Puc. 7
Caaiig 6

21. BBenuTe 3aroyioBOK «XapakTepUCTHKH MOHUTOPOBY (pHc. 8).

22. Ucnonp3yiite nukrorpaMMmy Tadauusl B 3arotToBke ciaiiia uiu komanay Berapka, Tabauna
Ipu pa3zpaboTKe ITOTO ciaijia.

23. VI3MeHuTe BT U pa3Mep LIANKH TaOJIUIbL.

@3mniR, WMA 1 y4eBHaR TRYINE

Xapamepmcm KU MOHUTOPOB
HassaHue

anu (oTHOLWeH|

' =17 / Ungpopmamuxa

Puc. 8

Canaiin 7
24. Beeaute Hazanue «JIT-moHuTOPE (pHC. 9).



25. BcraBpTe B cmaiinq teketr o OJIT-monutopax, a Takxke ¢otorpaduro uz caina DJIT-
MOHUTOP.]PQ.

SN, WMF H yHEEHER DyINE

S/1T-mOHUTOPBI

HbLLUE 6ONbLIMHCTBO MOHUTOPOB

CKOHCTPYyMpoBaHbl Ha 6ase

pOHHO-y4esol mpy6ku (3/1T),
paboTbl aHanornyeH

Hugpopmamuxa

Puc. 9
Caaiig 8
26. Beeaute nazsanue «KK-monuropsi» (puc. 10).
27. BcraBbTe B ciaiij] onpezeneHue KHUJIKUX KpUCTALIOB (B paMKy) U ¢ororpaduio u3 ¢aitna
JKK-mouuTOp.jpg.
28. Tekcrt cnaiina 3aMmeHuTe O0Jiee KOPOTKUM, HO O0Jiee KPYITHBIM.

SamumiA, WA K y4eEHaR pynna

KK-MmoHUTOPpSI

Kue Kpucmannsl — 310 ocoboe cocToAHMe
OPraHUYecKmx BeLLecTs, B KOTOPOM OHM
Ky4ecTbio 1 cBOWCTBOM 06pa3oBbiBaTh
BEHHble CTPYKTYPbI, nopo6Hble
M.  KuAKMe KpuCTanabl  MOTyT
CTPYKTYPY ¥ CBETOONMTMYECKUE
LEWCTBUEM  3NeKTPUYECKoro
A C MOMOLLbKO 3NEKTPUYECKOTo
PUCTaNIOB W UCTIONB3YA

HecKuid P

WUngpopmamuxa

Puc. 10
Caaiig 9
29. Beeaure nazBanue «CpaBHUTEIIbHBIE XapaKTepUCTUKM» (puc. 11).
30. 3apaiiTe pa3mMeTKy i ciaiiia — MapKUpPOBaHHBIH CIIMCOK.
31. Cpaenute XKK- u DJIT-MOHUTOPBHI.

aBHUTE/IbHbIE XapaKTEPUCTUKU

OMMAKTHOCTU HKK-MOHUTOPBLI He 3H.
aBHbIX. OHM 3aHUMALOT B 2-3 pas.
MecTa, YeM MOHUTOPLI € T, J

Puc. 11
32. C nomompio ki1aBuim F5 mpocMOTpuTE BRIMTOIHEHHYIO TPE3CHTAIHNIO.



33. CoxpaHuTe U3MEHEHHUS B JIOKYMEHTE.
3agadue 3. AHUMAaIs DJIEMEHTOB CJIAHI0B
Hactpoiite anuManuo 0ObeKTOB CIaliJOB U CMEHBI CIIalI0B.
Texnonorus paboTsl

1. Otkpoiite Qaiin Ilepudepuiinbie ycrpoiicTsa.

2. [Tepetinute B peskum OOBIYHBIN 117151 co31aHus 23 (PEKTOB aHUMAIIMK OTJAEIBHBIX 00BEKTOB HIIH
B pexxuM COPTHPOBIIMK CJIAA0B JIJIs 3a/1aHUs] aHUMAIUU TIEPEXO0B K CIECIYIOLIEMY CIIalTy.

3. Beigenure o0beKT/CiIaiin.

4. HactpoiiTe napameTpbl aHUMAIMK ¢ TOMOIIbIO KoMaHAbl AHuUManus, HacTpoiika anumanum.

5. B otkpeiBIICHica o0nacT 3a1a4 HaXMUTE KHONKY Jlo6aBuTh 3(peKT, onpeaenure BUa aHU-
Maruu Bxoja vim BeIxoa v BEIOEpUTE KOHKPETHBIH A (HEKT.

6. Hacrpoiite nmpe3eHTaInio B COOTBETCTBUHU ¢ TaoI. 1.

7. 1151 Bcex BBIOpAHHBIX OOBEKTOB MOOYEPETHO BBHIMOIHUTE KoMaHAy AHumaumsi, Hactpoiika
anumaumnu, Havano, Ilocse npeasiayurero.

8. IIpocmoTtpuTe BEIOpaHHBIC (D (PEKTH aHUMAIMH ¢ TTIOMOIIBI0 KHONKK [IpocMoTp.

Ecnu anumupyercst rpynmnoBoi 00beKT, Takoi kak SmartArt, To Ha BKIJIaJKe MOSBISIOTCS KHOIKH
JUTsl BBIOOpA MOCTIEA0BATEIIbHOCTA aHUMAIIH.

9. CaMOCTOSATEIBHO YCTAHOBUTE ISl COAEPKMMOIO JAPYTUX CJaiIoB HACTPOWKH aHWMAalluH, a
TaKXe 3BYKOBBIC 2(PPEKTHI.

10. [IpocMoTpuUTE U3MEHEHUS B IPE3CHTALINU.

11. CoxpaHuTe Npe3eHTaLUIO.

Tabnuna 1

Caaiin | O0bexT dddexT Ilepexkarouarens | 3Byk
M3 cJaiga CKOPOCTH

1 3aroioBok 1, Bxon/Bruier OueHb OBICTPO. AINIOIMCMEHTEI,
«[lepudepuiinbie Hampasnenue — HEIIPEPBIBHO
yCTPOMCTBA» CBEpXy clieBa
[TonzaromoBok Bxon/Pa3zseptriBanue | brictpo bapaban,
«MOHHUTOPBI» HEMPEPHIBHO
3arosoBok 1, Brixon/Yacosas Cpenne. Konmnue- | bracrep,
«[lepudepuiinbie | cTpenka CTBO CEKTOPOB — | HETIPEPHIBHO
YCTPOMCTBAY 4

2 3aroJioBok 1, Bxon/Koneco 0,6c¢ Byps oBanuid,
«CTpyKTYypa» HENPEPHIBHO
Cxema Bxon/Koneco Cpenne Konokonpunku,

HEMPEPHIBHO
3aronoBok 1, [Tyte nepememenus/ | Cpemne Mowuera, Hempe-
«CTpyKTYypa» B Bune cepana PBIBHO
JlaGoparopHas pabora 12

HCJ’IL pa6OTLII Hay4YUTBCA OCHOBHBIM TCXHOJIOTMYCCKUM OIICpaAllUAM OpPraHu3alluvi HaBUT'aAlUU I10

craigam.

Co3spaiiTe UTOrOBBIN CHANA IS YIIPABICHHUS MOCIEN0BATEIBHOCTRIO IPOCMOTPA MPE3EHTALUH.

6. B neBoii yacTi 0CHOBHOTrO OKHa ¢ Bkiaakamu CTpykrypa u Chaaiabl nepeiiiure Ha BKIAJIKY

Crpykrypa.

[Mporpamma nipe3enrtarmii MS PowerPoint: HaBuraius o ciaimam

3amanne 1. HaBuranug mo ciaiigam

TexHonorus paboTsl
1. OTtkpoiiTe panee coznannyto npezerramnuio [lepudepuiinbie ycrpoiicTna.

2. Bemonaute komanay Bua, Pexumsbl npocmoTpa npe3enTanun, OObIYHbI.
3. IlepetinuTe K ocnenHeMy ciaimy 9.
4. Otkpoiite MmeHiO MakeToB ciaiina (FaBHasi, Ciaiiabl, Co3aath ciaiin).

5. BeiGepute maker ciaiiga, KOTOPBIA UCIIOIB30BAJICS JJI CO3/IaHUsl ClIaii10B 2-9.




7. Onpenenure, Kakue KIMEHHO 3ar0JIOBKU HY>KHO BCTABUTb B CJIAl]l C COJIEPKAHUEM.

8. [lepeiinute Ha Brianky Cuaaiiapl. M3 KaXaoro ciaiiga CKOMUPYHTE 3aroJIoBOK, KOTOPBIA Tpe-
OyeTcsi J0OaBUTH B OTJIABJICHHE, U BCTABHTE B HOBBIHU CJIAl]] B TOM MOPSIKE, B KOTOPOM CJIAW/IbI CISAYIOT
B [IPE3CHTALUH.

9. BeiienuTe mepBblii AJIEMEHT CO3IaHHOTO CITHCKA 3aT0JIOBKOB B OTJIABJICHHH.

10. Otkpoiite nuamoroBoe okHO BeraBka rumepechbliikd komanaol BeraBka, Csizu, ['mnepce-
ChLIKA.

11. llenxkuure Ha Bapuante Texymias mamka U cIpaBa HaXMHUTE KHOIKY 3akJajka, KoTopas
OTKpOET OKHO BbI0Op MecTa B A0KyMeHTe. Bribepure U3 ciMcka TOT Claii, KOTOPBIA OyAeT CBS3aH C
IIEPBBIM IIYHKTOM OTJIaBJICHUS.

12. CBskuTE BTOPOM MYHKT OTJIABJICHUS TUIEPCCBUIKOW C COOTBETCTBYIOLIUM CJIAWOM JIPYTUM
crocobom:

B BBIJICJIUTE BTOPOU 3JIEMEHT CO3/JaHHOTO CITMCKA 3ar0JIOBKOB B OTJIABJICHUH,

m oTkpoiite okHO HacTpoiika neiictBusi ¢ moMonisto kKoManasl BeraBka, Csasu, JlelicTBue;

B YCTaHOBUTE Iepekirouarenp deiicTBue mo meauyky Mbimu B nosioxkenue Ilepeiitu mo ru-
NepPCChLIKH,

m B crniucke BoiOepute CJiaiil 1 B OTKPBIBIIEMCSI CITUCKE BBIJCIIUTE TOT CJaiij, C KOTOPHIM OyaeT
CBSA3aH IIYHKT OIJIaBJICHUS.

13. CBspKUTE THIEPCCHUIKAMU OCTAJIbHBIC MyHKTHI OTJIABJICHUS B CIIaii/ie-OTJIaBJICHUU C COOTBET-
CTBYIOIIUMU cnaﬁﬂaMI/} JF0OBIM M3 OMMCAaHHBIX BHIIIE CIIOCO00B (puc. 1).

OrnasneHue

* [lepubepuiHble YCTPOMCTEE

* CTpykTypa

* (OCHOBHbIE XaPAKTEPUCTUKM NMepUdEPUMHBIX YCTPOWCTS
* YcTpoWcTsa Bbls0aa

¢ MoHuTODSI

* XapaKTEePUCTUKMU MOHUTOPOS

* INT-MOHUTODDI

" * HK-MOHUTODDI
CpasHUTENbHbIE XaPaKTEPUCTUKM

gl

L
Puc. 1

3ananue 2. Jlob6aBneHue yrnpaBisiioIuX KHOTIOK
Co3zmaiite 1 0THOPMATHPYITE PSJT YIPABISIFONTAX KHOTIOK.
TexHonorus paboTsl

1. OTkpoiiTe panee coznannyto npezeHramnuio [lepudepuiinbie ycrpoiicTna.

2. Ilepetinute Kk 00pasmy cnaiigoB komanaoi Bua, Pesxkumbl npocMorpa npe3entauuii, O6pa-
3ell CJIAH/I0B.

3. BeiGepute obpaser; BToporo ciaija.

4. OtkpoiiTe Ha0Op YHPaBISAIONIMX KHOMOK KoMaHmoil BceraBka, Wamoctpanuun, @®urypsi,
Yupasasironue KHONKH.

5. BeibepuTe KHOIKY nepexo/ia K IpeIblIyleMy ciaiay.

6. B obmactu cnaiiga mpu HakaToil KHOMKE MBIIIN PACTSHHUTE yKa3aTellb (B BHIE «IUIIOCA») J0
TpeOyeMoro pazMepa Uil IIEIKHUTE B HY)KHOM MECTe BHIOPaHHOTO cllaiija.

7. B otkpsiBiiemcs okHe HacTpoiika neiictBust Ha Bkiajake I1o meq4Kky MbIIIM yCTaHOBUTE IIe-
pekimouarens B nonoxkenue IlepeiiTu mo runmepcecbliku, Beioepute u3 cnucka [peabiaymmii caaiig u
Haxwmute kHonky OK. B pe3ynbTare momyduTcs: KHOIKA Epexo/ia K MPeabIIyleMy Claanmy.




8. OropmaTupyiiTe CO31aHHYIO KHOIIKY, OTKPBIB OKHO KOMaHJOH KOHTeKCTHOro meHro. Odop-
MUTE ocTaBlMecs ciaiasl @opMar GuUrypsl (MOXHO BbIOMpaTh KOMAHIbl M3MEHEHMs (UIypbl Ha
BkIajike Mopmar).

9. JloGaBbTe B Ciaii] TaKUM K€ 00pa30M KHOIIKM I1epexoja B Ha4yajo Mpe3eHTaluu, B KOHELl Ipe-
3EHTALUU U K CIEAYIOLEMY CIIaiy.

10. Beibepute oOpaser nmepBoro ciaia.

11. Jlo6aBbTe B ciaii KHOIKH [ePEX0/ia B KOHEII MPE3EHTALMH U K CIIEIYIOLIEMY ClIaiy.

12. Tlepeiinute B pexxuM OObIYHBIH.

13. Ob6parure BHUMaHUE HA TO, YTO HA BCEX CJaiaxX JOJDKHA MPUCYTCTBOBATH MAaHENb YIIPaBIIs-
IOLIMX KHOIOK U cnaiiy «OrnaBineHue», 00ecreynBaroui Iepexo K pa3HbIM cilaijaM Mpe3eHTaluHm.

14. [IpocMoTpurTE IPE3EHTALINIO C TOMOLIBIO KHONKHU F5.

JlaGopaTtopHas paborta 13
ITporpamma nipesenraruii MS PowerPoint: qremoHcTpariust mpe3eHTaum
Lesib paboOThI: HAYYUTHCS OCHOBHBIM TEXHOJIOTUYECKUM OIEPALUAM JAEMOHCTPALIUH IPE3EHTALINY.
3anmanue 1. Hactpoiika 3¢ekToB IIepexo/10B claiioB

HacrpoiiTe Bu3zyasibHble U 3BYKOBbIE 3()()eKThl COIIPOBOKIACHUS MEPEX0I0B CIAWI0B (UX MOsBIIE-

HUE U 3aMEHY JPYTUM CIIaliJIOM).
TexHonorus paboTsl

1. OtkpoiiTe co3nanubiii panee (daiin npezentanuu [epudepuiinbie ycTpoiicTBa.

2. BoiGepute BTOpO# Cliai/.

3. Ilepeitnute B peskum O0bI1unbIi 1 COPTHPOBIIMK CJIAKHI0B.

4. BeiOepuTe cxeMy Iepexoaa K ciaiy (HaruiblB, Ipope3aHue, pacTBOPEHUE, MOSBICHHE CBEp-
Xy/cHHU3Y | T. A.) B Tpynne Anumanus, [lepexoa k 3Tomy ciaiiny nentsl. OnpeneneHHblid BApHAHT T1e-
pexoaa MOXKHO 3aJaTh IS OJHOTO WJIHM Cpa3y JUlsl HECKOJIBKUX BBIJICIICHHBIX CIAalI0B.

5. 3aaifTe cxeMbl epexo/aa JIJIsl OCTABIIMXCS CIANIOB.

6. CoxpaHuTe Mpe3eHTaIHIo.

3ananne 2. YCTaHOBKA MMapaMeTPOB IEMOHCTPAIUH MTPE3CHTAIIUH
YcTaHoBUTE HEOOXOIMMBIE TAPAMETPhI IEMOHCTPALIUH MTPE3CHTALUH.
TexHonorus paboTsl

1. Otkpoiite coznannyio paHee npezentanuio Ilepudepuiinbie yerpoiicTpa.

2. Otkpoiite pauanoroBoe okHo Hacrpoiika mnpe3entanum komanmoil Iloka3 caaiiios,
Hacrpoiika, HacTpoiika feMOHCTpanuu.

3. 3amaiiTe mapamMeTphl MOKa3a: CIaibpl — BCe, CMEHA CIIaliIoB — Bpy4yHYIo, naiee — OK.

4. CoxpaHuTe NMPE3CHTALHIO.

5. [IpocMoTpuTe cnaiiipl Npe3eHTalnu, BbI3BaB PEKUM MoKa3a GyHKIMOHATIbHON KiaBumiei F5.

6. IlepexonuTe OT OJHOTO Claiiia K Ipyromy ¢ moMouisio kiasumu IIpoedest uim meryxoM KHOM-
KOU MBIIIIH.

7. IlomeHstiiTe HACTPOMKY MOKa3a Ha aBTOMAaTHYECKUH.

8. 3amaiiTe BpeMs CMEHBI cinaiifia (B CeKyHaax ) Komanoii Anumanusi, Ilepexon k aTomy ciaiiny,
ABTOMaTHYeCKH.

9. [IpoBeauTe XpOHOMETpaXK MPE3CHTAIIMH, OTKPBIB MMaHe s Pemerunust komanmaoi Ioka3s caaii-
noB, Hacrpoiika BpemeHH.

10. Ob6paruTe BHUMaHHE HA IEHCTBHE CUETUYNKA BPEMEHHU: TP MEPEX0Jie K CIeAYIOIEMY claiay
OH cOpacbIBaeTCsl 1 HAYMHAET OTCUUTHIBATh BpPEMs MI0Ka3a CIEAYIOLIETo claia.

11. Tlonmpo6y¥iTe ucnosnp3zoBath kKHONKY [lay3a (4. 1y mepepbiBa B MOKa3e.

12. I3mepbTe Bpems mokasa claiiioB kHonkoil [loBTOpuTh =, mpeaHa3HAuYCHHOW IS MPOBEJIe-
HUS HOBOT'O XpOHOMETpaXKa.

13. I3meHuTE BpEeMsi CMEHBI HY)KHBIX CIIAiJI0B.

14. TlonTBepaMTE MM OTMEHUTE PE3yJbTaThl aBTOMAaTHUECKOTO XPOHOMETpaXka B OKHE, MOSIBIIS-
IOLLEMCS BCJIE] 32 TIOCTIEAHUM CJaiIoM MOCIIe [T0Ka3a MPE3CHTAllMK Ha SKpaHe.

15. Tlepeiinute B pexxuM COPTHPOBIIUK CJIAWI0B U yOSIUTECH, YTO CIEBA MO KaXIbIM CIaioM
0TOOpaXkaroTCs 3aMEpPEHHbIE HHTEPBAJIBI BPEMEHHU.



16. Beriigure u3 pexxuma Iloka3 ciaaiiioB ¢ moMoIpI0 KOMaHIbl KOHTEKCTHOTO MEHIO ciaiina 3a-
BepIIMTH NOKA3 ¢J1aiioB win kiaBuiy Esc.
3ananue 3. PucoBanue B rporecce AeMOHCTPALUU Pe3eHTaluN
HayuuTech 100aBisTh B ClIaii]] HOMETKH B PEKUME JEMOHCTPALIUU MTPE3ECHTALINH.
TexHomnorust paboTbI

1. Otkpoiite daiin npe3entanuu [lepudepuiinbie ycTpoiicTna.

2. 3ammyctute npe3eHTanuio B pexume Ilokas ciaiiios.

3. BeiOepute B KOHTEKCTHOM MEHIO Claiiia KoMaHay Yka3areib, Pydyka (wiu, Hanpumep, YKa-
3aTesib, Daomacrep, Bolaeienue).

4. BeimenuTe B ciaiijie BBIOpaHHBIN OOBEKT.

5. 3menuTe 1BeT pydku (KOMaHa KOHTEKCTHOTO MEHIO YKa3arTeib, LIBeT yepHuJI).

6. 3aKkoHYMTE PUCOBAaHKE HA CIAK/IC.

JlabopaTtopHas pabora 14
['mobanbHas cets UnTepHeT: nouck nndopmanuu B UHTepHeTe
[{enb pabOThI: HAYYUTHCS OCHOBHBIM TEXHOJOTMYECKUM ONEpalusaM rnoucka uHpopmanuu B Un-
TEpHETEe CPeICTBaMU MporpaMMbi-Opaysepa Internet Explorer.
3ananue 1
3HAKOMCTBO C OCHOBHBIMHU HacTpoiikamu Opaysepa.
TexHonorus paboTsl

1. JIns o3HaKOMIIEHUS C ITYHKTaMU MEHIO Opaysepa:

m 3amyctute Opaysep |E B aBroHOMHOM pexxume (He BbIxos B VIHTEpHET, T. €. HE yCTaHABIUBAs
CBSI3b C MPOBAIIEpPOM), IIEIKHYB MO COOTBETCTBYIOIIEMY 3HAUKy Ha pabodeM CToJje, a 3aTeM BBIIOJIHUB
komany @aiin, PaboraTh aBTOHOMHO;

B IPOCMOTPUTE HAa3BaHUS COJIEPKaHUS MYHKTOB U MOJAIYHKTOB MEHIO, @ TAK)KE Ha3HAUYECHHS KHO-
MIOK Ha MaHeNlW YIpPAaBJICHUs AJIS JIydlledl opueHTanuu B (YHKIUSAX, BBINONHSIEMbIX Opay3epom. Yacth
¢bynkuuit cranmaptaa st Windows-nipuiioxxeHuil, yacts crieuduaHa s Opaysepa.

2. Jlns u3MeHeHus pa3MepoB OKHa Opay3epa:

B packpoiiTe OkHO Opay3epa BO Bech 3kpaH. [lns atoro BeimonHuTe KomMaHay Bua, Bo Bech
IKPaH;

B BEpHUTECH K IPEXKHEMY pa3Mepy 3KpaHa. J{Jist 3Toro menkHuTe no kHonke ° BoccTtaHOBUTH Ha
MaHEeJIU NHCTPYMEHTOB B BEpXHEW 4acTH OKHa.

3. I HacTpoiKy ToMalIHel cTpaHuLbl Opay3epa:

m BeinoaHUTe KoManay Cepsuc, CBoiicTBa 000o3peBaTelis;

m OTKpo¥iTe BKIaaky Oommue;

m B OKHe /[oMalHsAs CTPaHMIA B a/IpECHOM II0JI€ YCTAaHOBUTE HayallbHYIO0 CTpaHUIly 0030pa
about.blank. /Tns storo Beimosiaute komanay Ilycrasi. [TogoOHast HacTpoiika BBIOJHICTCS B TOM CITy-
yae, Korja Mnpu KaxaoM Bxojie B IHTepHeT Bbl BBomUTe pasHbie ajapeca Web-crpanui. Eciu xe BbI pery-
JISIPHO 3aXOJUTE Ha ONHY U Ty ke Web-cTpanuny npu kaxmoit 3arpyske |E, To Bam Ha0 B ajpecHOM I0-
JIe yKa3aTh TOJIBKO aJjpec ATON CTPaHUIIBL.

4. JTns HacTpoiiku 31eMeHTa Bpemennsle ¢aiinbl MHTepHera:

m Ha BKiaake O0mme menkuure no kHonke [lapamerpsl (Mcropus npocmotpa). B nosiBuBiiem-
Csl OKHE MPOCMOTPHUTE 00BEM JUCKOBOTO MPOCTPAHCTBA, BBIIEISIEMOT0 1101 BpeMeHHbIe ¢aitnbl. Koneuno,
4yeM OO0JIbIlIe 3TOr0 MPOCTPAHCTBA, TEM JyUIlle AJis MOJIb30BaTeNsl, HO 3TO 3aBUCUT OT CBOOOJAHOIO MecTa
Ha BamieMm jaucke. OObIYHO pa3mep dTuX (ailioB yCTaHABIMBAIOT B mpenenax 1-2 % ot oOwema gucka.
Ecnu BbI 3aTpyaHsieTech BBIOpAaTh HY)KHBII 00BEM CaMOCTOSITENIbHO, TO JIyYIlle OCTaBUTh HACTPOMKHU IO
YMOJTYaHUIO;

m B okHe JKypHan ycranoBute uncio 20, T. €. aapec 1000 oTkpeiBaeMoii Bamu Web-cTpaHuIis!
OyzeT XxpaHuThCs B KypHaiue 20 qHeid;

m HaxMuTe Ha kHomky OK.

5. Jli1 HaCTPOMKYU IIBETOB IMIIEPCCHUIOK:

m Ha BKIaake O0mme menkauTe mo kaomke IlBera;

B B [IOSIBUBIIEMCS] OKHE HACTPOWTE LIBET MPOCMOTPEHHBIX CCHUIOK. JIJIsl 3TOr0 OTKIIOYUTE KOMaH-



ny Ucmoab3oBaTh nBeTa, ycranoBiaenabie B Windows. lllenkHuTe M0 COOTBETCTBYIOLIEMY IIBETHOMY
MPSIMOYTOJIbHUKY, B MOSBHUBILEMCSl OKHE LICJIKHUTE MO MOHPABUBIIEMYCS LIBETY (KeJlaTelbHO BbIOUPATh
TEMHBIE [IBETa — OHU JIy4llle BUJHBI Ha dKpaHe) U menkauTe no kHonke OK;

B 2aHAJOTMYHO HACTPOMTE LIBET MPOCMOTPEHHBIX CCHUIOK M CCBUIOK, HA KOTOpPbhIE HABOJAUTCS yKa-
3aresnb MbIIIM. [Ipu 3TOM KenarenbHo, YTOOBI IBETA OTIIMYAIHCH.

6. [l Hactpoiiku Bkiaaaku [IporpaMmel:

m oTKpoiTe BKiIaaky Ilporpammsi;

B [IPOCMOTPHUTE, COOTBETCTBYIOT JIM IPOTPaMMBI JJI 3JIEKTPOHHOM MOYTHI U TPYII HOBOCTEH TEM
porpaMmam, KOTOpbIe Bbl OyAHMTE HCIIOJIb30BaTh. ECiiM mporpaMMbl HE COOTBETCTBYIOT, TO YCTaHOBUTE
nporpammy Outlook Express.

7. J1nst HacTpoiku BKIAAKU [{0NMOJHUTENBHO:

B OTKpPOWTE BKJIAJIKY JlOMOJHUTENIbHO;

B [IPOCMOTpHUTE MyHKT MeHI0O MyJabTuMenaua. Eciu y Bac «ObIcTpasi» CBs3b (MOAEM CO CKOPO-
cThio mepenaun uHpopmannu He Huxke 28 800 OGUT/C), TO pEKOMEHIYeTCsl YCTAaHOBHUTH (PIIaXKKH BO BCEX
nsATH nyHKTax. Eciin y Bac «MemyieHHas» CBs3b, TO JIydlle BCe 3TU (prakku yOpaTh, TaK KaK CTPAHUIIBI B
3TOM cllydae OyayT 3arpykarbcsi oueHb MeajaeHHO. OcTaibHble HACTPOWKH Ha TOW BKIIAJAKE MOXKHO Me-
HSATh, €CJIM Bbl OTUYETIMBO TIOHUMAETE, K YEMY 3TO IPUBEJIET;

B 3aKpoiite okHO CBOMCTBO 0003peBaTeJIs.

3ananue 2
Otkpeitie Web-crpanuil u pabota ¢ HOMCKOBBIMU CHCTEMaMH.
TexHonorus paboTsl

1. Tnsa otkpertus Web-cTpanuis! morckoBoii cuctemsr Rambler:

N YCTaHOBUTE CBSI3b C BAIIUM IIPOBaiiepoM;

m oTKpoiiTe nporpammy IE;

W B aJ[peCHOM Tosie Opay3epa BBeauTe Www.rambler.ru;

m Haxmute knaBuiry Enter. Yepes Hexkoropoe Bpemst Ha skpaHe mnosiButcs Web-crpanuna aroit
MMOWCKOBOM CHCTEMBI.

2. lnst coxpaHeHHs ajpeca MouckoBoi cucteMbl Rambler B mamke ¢ umenem Pycckosi3bIuHbIe
NMOUCKOBbIE CHCTEMBI:

m BeinoaHUTe KoMaHy M30pannoe, lo6aBuTh nanky B «A30pannoe»,

W 1IieIKHUTE 10 KHomke Co3AaTh Nanky;

W BBeUTE MM Nanku Pycckosi3bIuHbIe OUCKOBBIE CHCTEMbI U IIeIKHUTE 110 KHotke OK;

3. UToOBI ¢ MOMOUIBI0 TEMATUYECKOTO MOMCKA HAWTH HMH(GOpPMAIHIO, HEOOXOJMMO BBITIOJIHUTH
CHEAYIOLIUE NEHCTBUSA:

W Ha CTapTOBOW CTpaHMIIE TIOUCKOBOM cucteMbl Rambler B mepeuHe TeMaTuk MIETKHUTE IO CChLI-
ke busnec;

W HaliiuTe MHTEPECHYIO OM3HEC-HOBOCTD U IIETKHUTE MO HEH (Ha CChUIKE);

B 03HAKOMbBTECH C COJIEP’)KAHUEM CTPAHUIIBI;

B BEpPHUTECH Ha CTApTOBYIO CTPAaHMILY, LIEIKHYB JIBa pa3a 1o kHonke Ha3ax.

4. JIns coCTaBJICHUS U BBITIOJIHEHUSI CII0’KHOTO 3arpoca B IOMCKOBo cucteme Rambler:

m Ha ctapToBoi crpanuiie Rambler menkuure no runepccsiike Eme, Ilomomp;

B [IPOCMOTPUTE BapUaHThI TOCTPOECHHUSI CJIOKHBIX TIOUCKOBBIX 3aIIPOCOB;

B BEPHHUTECH HA CTAPTOBYIO CTPaHMILY, IIEIKHYB 1o kHonke Ha3an;

B B sUCHKy JUIs TIOMCKOBOrO oOpa3a BBeauTe cheayromuii 3ampoc: $Russian:(CryneHdyeckue
KoH(pepeHun) & (MeHEKMEHT | MAPKETHHT);

m mienkHATe 1o kHonke Iouck;

B OTKPOMTE OJHY U3 MOSIBUBLINXCS B PE3yJIbTaTe MOUCKA CCHUIKY U TPOCMOTPUTE €€ CO/IepPIKaHUE.

5. Jly1s cocTaBieHMs ¥ BHITIOJIHEHHS CIIOKHOTO 3aIipoca B MOMCKOBOM cucteme Yandex:

m orkpoiite Web-cTpaHuIly pPYCCKOSI3BIYHON TOMCKOBOM CHCTEMBI Yandex c¢ aapecom
www.yandex.ru;

W Ul [Eepexojia K CTPAHMIE C OMHMCAHUEM IMOUCKOBOTO SI3bIKa CHCTEMbI YandeX IMIeTKHUTE IO
ccpuike PacmmmpenHsblil mouck. Ha oTKphIBLICHCS CTpaHUIE IIEIKHUTE 10 cChulke DopMaJIbHOE ONH-



caHme,

B 03HAKOMBTECh C CHHTAaKCHUCOM S3bIKa 3aIPOCOB;

B BEPHHUTECh HAa CTAPTOBYIO CTpaHUILy Yandex, menkHyB jiBa pa3a rno kaonke Ha3zan;

B B SYEHKY JJIs IIOMCKOBOro oOpasa BBeauTe cienyromuii 3ampoc: $Title:(CryaeHueckas KoH-
¢epenuns) & (komnbrOTEpHI | rpadguka);

m mienkaute o kaomnke [ouck;

B OTKPOMTE OJHY U3 NOSIBUBLIMXCS B PE3YJIbTATE IOMCKA CCHUIKY U IPOCMOTPUTE €€ COJIEPIKAHNUE;

W 3aKpoiite Opay3ep.

3ananue 3
Pab6ota Opaysepa ¢ Web-crpanuiiamu B pexxume 0ff-line.
TexHonorus padboTsl

1. {ns otkpeitus nporpammsl |E B pexume off-line:

m oTKpoiiTe nporpammy IE;

B OTKpOITe MYHKT MeHI0 DaiiJ;

W [ICJIKHUTE 110 IYHKTY ABTOHOMHAas padora.

2. s otkpeiTHs U nipocMoTpa Web-ctpanuil, Ha KOTOpbIe BbI 3aXOJWJIM CETOMHS, BBITOIHUTE
CHEAYIOUIME NEHCTBUSA:

B HA MaHeIu UHCTPYMEHTOB IIETKHUTE 10 KHonke AKypHaJ;

N B OTKpPBIBLIEMCSI OKHE LIEJIKHUTE 10 narnke Ceroaus,

B B OTKPBIBIIEMCSI [IEPEYHE MANOK OTKPOiTe manky Yandex;

B OTKpOWTE OJHY U3 CCHUIOK U IPOCMOTPUTE €€, IPU 3TOM Bbl MOXKETE MEPEXOJUTH 110 TEM CChLI-
KaM, KOTOpBIE BbI HCIIOJIb30BAIIN;

B 3aKpOTE KypHAII,

B /i1 OTMEHBI peKUMa aBTOHOMHOMU paboThl Opay3epa BhIMOIHUTE koMaH 1y Daiia, ABTOHOMHAasI
pabora.

Ipumeuanue. Eciu Bbl oTkpbiBaau Web-cTpaHulibl He cerofiHs, a paHee, TO HAJO0 U OTKPHIBAThH
3TOT J€Hb B JKypHAJIE.

3amanue 4
CranmaptHbie Bo3mokHocTH Windows-nipuioxenuii B Gpaysepe.
TexHonorus paboTel

1. Coxpanute undopmanuio ¢ Web-ctpanuisl o mouckoBom si3bike Rambler B Buie TekcroBoro
¢aiina B manke Mom 1oKkyMeHThI. /151 3TOTO!

B YCTaHOBUTE NMOJAKIIOYeHHE K VIHTepHeTy;

m OTKpoiiTe nporpammy IE;

W B aJ[peCHOM Tosie Opay3epa BBeauTe Www.rambler.ru;

m HaxMuTe knasumry Enter. Uepes Hexkoropoe Bpems Ha dkpane nosiutcs Web-crpanuna atoit
IMOMCKOBOW CHCTEMBI;

W OTKpO¥TEe Ha CTapTOBOI CTpaHMIlE MOUCKOBOH cuctembl Rambler ccpuiky Iomoms;

B OTKpOITE MYHKT MeHIO DailJ;

m oTKpoiiTe MyHKT COXPaHUTH KaK;

m B nnosie Umsa ¢gaiina Beenure nms, HanpuMmep [lonckoBbIi A3BIK;

m B nosie Tun ¢aiina Beibepure Paiin Tekcra,

m BbIOepuTe nanky Mou 10KyMeHTbI, I7ie OyJeT XpaHuTbces (aii;

W IeJIKHUTE 110 KHONKe COXPAHUTB.

2. Beigenute yacth TeKCTOBOM mHbopmanmu Ha Web-cTpaHuliie 1 coxpaHuTe ee B Buae (aiiia B
TekcToBoM mporieccope Word. Jlist aToro:

m BbIeNUTe a03all, MOCBAIICHHBIH MOUCKOBBIM cjoBaM (TpH 3TOM BBl HaxoauTech Ha Web-
CTpaHHMIIC ONMCAHMS MOUCKOBOTO sA3bIKa cucTeMbl Rambler);

B CKOMHpYy#Te ero B Oydep oOMeHa;

m oTkpoiite nporpammy Word oHuM U3 U3BECTHBIX CIIOCOOOB;

m cKonupyiTe nHpopmaruio u3 Oydepa oOMeHa B HOBBIN JOKYMEHT;

B coxpaHuTe 3Ty MH(popmaiuio B nanke Mou AoKyMmeHThI Kak ¢aitn Word, 3amaB emy nwms,



HanpuMep IlouckoBble €10Ba;

m 3akpoiite nporpammy Word.

3. Coxpanute pucyHok ¢ Web-crpanuiisl B Buje JPG-(aiina B manke Mou 1okymeHTbI. J[jist 3T0-
ro:

B B aJipecHoe nojie Opaysepa BBeauTe WWWw.aanet.ru;

m Hakmute kinasuiry Enter. Yepes nekoropoe Bpemst Ha skpaHe nosisurcst Web-crpanuna CaHKT-
[leTepOyprckoro yHUBEpCUTETa A9POKOCMUYECKOTO MPHUOOPOCTPOCHHS;

W LICJIKHUTE 110 CChUIKE Y HUBEPCHUTET;

B LIENKHUTE 110 ceblike DoTorpadun;

m BbIOEpUTE MOHPABUBIIYIOCS BaM (OTOrpaduIo U MIEIKHUTE 110 HeH TPaBOil KHOIIKOM MBIIIH;

m BeIOepuTe MyHKT COXPAHUTH PUCYHOK KaK;

m 33j1aliTe uMs pucyHky, Hanpumep I'YAIL,

m tun ¢aitia Beidbepure JPG;

m BeIOepuTe nanky Mou J0KYMEHTBI, Ky/1a [IOMECTUTE PUCYHOK;

W [IECJIKHUTE 110 KHOIIKE COXPaHUTh;

m 3aKpoiite Opaysep.

4. IIpocMOTpUTE CO3aHHBIC BAMH TEKCTOBEIE (haiinbl. [Jist aToro:

m OTKpoNTe nanky Mou JOKyMEHTHI;

m menkauTe no ¢aitmy IlouckoBblil si3bIk. B okae nporpamvbl BiaokHOT (10 yMo4aHuWio
HAaCTPOEHHBIH Ha MPOCMOTP M PEAAKTUPOBAHUE TEKCTOBBIX (DaillioB) MPOCMOTPUTE COXPAHEHHYIO BaMU
TekcToByI0 HHMopMmanuio ¢ Web-crpanuiip;

W 3aKpoiTe nporpaMmy BJIOKHOT;

m menkauTe o ¢aitny IonckoBbie ciaoBa. DToT ¢aitn oTkpoercs B okHe nporpammbl Word.
IIpocmoTtpuTte 3TOT haiir;

m 3akpoiite nporpammy Word.

5. IIpocMmoTpuTe co3nanHblil Bamu rpadudeckuit aitn. s storo:

m B nanke Mou goKyMeHTHI 1ienkHuTe no Qaitny ['YATI;

B IIPOCMOTPUTE PUCYHOK;

IIpumeuanue. [Io yMonuyaHuio B KadecTBe MPOrpaMMbl IPOCMOTpPA PHUCYHKOB, KaK IPaBUIIO,
ycTaHOBJIeHa mporpamma Paint. Eciu y Bac 3Toi mporpaMmbl HET, PUCYHOK MOXHO MPOCMOTPETh U3 JIFO-
6oro rpaduyecKoro peaakTopa.

W 3aKpoiiTe rpaduyeckuil peaKTop.

6. HaiinuTe cioBo @uMHAHCHI HA CTAPTOBOM CTpaHHUIIE MOUCKOBO# cuctembl Rambler. J{is storo:

m OTKpoiiTe nporpammy IE;

W B aJ[peCHOM Tosie Opay3epa BBeauTe Www.rambler.ru;

m HaxMuTe KHONKy Enter. Uepe3 Hekotopoe Bpems Ha 3kpane mosiButcs Web-cTpanuna 3Toit
IMOMCKOBOW CHCTEMBI;

m B nnyHkte IIpaBka BeiOepute noanyHkT HaiiTu Ha 3TOM cTpaHuue;

W B [10JI€ /71l BBOJIa BBeIUTE CIOBO DUHAHCHI;

m uienkHuTe no kHonke Haiitu m najnee. CinoBo duHaHChl Ha cTpaHuUIe OyIeT BbIIENEHO, 3a-
nanHast nHpopMmarms Ha Web-ctpanuiie HaiineHa;

m 3aKpoiiTe Opayszep.

JlabopaTtopHas paborta 15
['moGanpHas ceTh MIHTEpHET: MepechbuIKa MUCEM IO JIEKTPOHHON ToYTe
U IPOCMOTp TeNeKOHpepeHIn
Llenb paGoOTHI: HAYYUTHCS OCHOBHBIM TEXHOJIOTMYECKHM OIEpalusM MEPEeChUIKU MHCEM IO 3IIEK-
TPOHHOM MOYTE M IPOCMOTPY TelieKoHpepeHmii cpeacTBamu mporpammbl Outlook Express.
3ananue 1
ITepechlnka muceM Mo 3AEKTPOHHOM MOUTE.
TexHomnorus paboTel
1. Jlns co3manus 1 OTIPABKU MUChMa caMoOMy ceoe:
m oTKpoiite nporpammy Outlook Express;



m 1ieaKkHUTE 110 KHonke Co3aaTh coolenue;

m B nosie Komy BBenuTe Bal ajpec 3JIeKTPOHHON MOYTHI;

m B nnosic Tema Beegute IlpoBepka cBA3M;

m B noJie nuchbma Hanummte [l poBepka npoxoxkaeHus NOYTHI;

B YCTaHOBUTE MOJKIOYeHNnEe ¢ HTepHeTOM;

B OTIIPaBbTE COOOIIEHHUE, IEIKHYB 10 KHONKE OTHPABUTD.

2. J171st mosry4eHHs CBOETO COOOILICHHS U €T0 MTPOCMOTpa:

W IICJIKHUTE 110 MyHKTY Bxoasimme B okHe nporpammsl Outlook Express;

B menKHuTe o KHomnke JlocTaBuTh mouTy. B OKHE A BXOASIIMUX MUCEM JODKHO IMOSBUTHCS
Ballle MHCHMO;

B IIPOCMOTPHUTE MOJYYSCHHOE MMUCHMO, IIENKHYB 110 HeMmy. Eciu menkHyTh 1o nicbMy JBa pasa, To
OHO OTKPOETCSI B HOBOM OKHE.

3. I 3anmcu B aipecHy0 KHUTY aJipeca 3JIEKTPOHHOW TOYTHI Balllero a0OHEHTa:

B OTKpPONTE aapecHYI0 KHUTY, IIEIKHYB [0 KHOMKE AJIpecHasi KHUIa Ha MaHelId WHCTPYMEHTOB
WJIH BBITIOJIHUB KoMaHAy CepBHC, AipecHasi KHUTa,

m nienkHuTe o kaonke Co3aathb ajapec;

B BBE/IMTE B COOTBETCTBYIOIIHE MOJISI ML, OTYECTBO U (haMIITHIO BAILIETO aJIpecaTa;

m B noje Bua 3amummre TO, Kak Bbl Oyzaere oOpamatbes K anapecary (B ctpoke K KOMY),
nanpumep, K CEPI'EIO UBAHOBY;

m B 1oJic AJpec 3J1eKTPOHHO#N MOYTHI BBEIUTE COOTBETCTBYIOIIUN aapec 3JIEKTPOHHOU MOYTHI
(manpumep, ggg@peterlink.ru).

m nienkHuTe 1o kHomnke {o0aBuTh, a 3aTtem no kHonke OK;

B 3aKpOUTE aIPECHYIO KHUTY.

4. g co3ganusi cOOOIIeHHs BalieMy a0OHEHTY:

m 1ieaKkHUTE 1o KHomke Co3aaTh coollieHue;

B [IETKHUTE M0 MMUKTOrpaMMe muchbMa crpasa oT cioBa KOMY (BbIOOp moydareneit U3 Cucka);

B B MOSBHBIIEMCS OKHE BBIICITUTE CTPOKY C HYKHBIM BaM aJpecaToM M IISIKHUTE MO KHOIKE
Komy (cooOrienre MoKHO HampaBUTh HECKOJIBKUM ajpecatam), a 3ateM o kHonke OK;

m B nosie Tema BBeguTe coobmienue [ipoBepka cBsi3u;

m B rojie ans uHpopmanuu HabepuTe HeOOJbIIOE COOOIEHUE C TPOCKOOH MOATBEPAUTH MPUEM
COO0OI1IeHUSs, TIOCIaB OTBETHOE MUCHMO.

5. Jlns mpucoeanHeHus K MUchbMy rpaduueckoro ¢aiina:

m coszfaiite (B rpaduueckoM pemakrope Paint wiau B m000M Ipyrom rpaduueckoM peaaKTope)
HeOOoMbIIoN Tpadudeckuil (aiin, HampuMep BECETYI0 POKHUILY;

B [IPUCOEIUHUTE CO3/IaHHBIM rpaguueckuil ¢ain K cooOlIeHuI0 ¢ noMombpo KHONKM CKpenka
WJIM BBINOJHUB KOMaHAy BeraBka, Bioxkenue ¢aitia;

B OTIPaBbTE COOOIICHHUE, MIETKHYB M0 KHOTIKE OTHPAaBUTh.

6. I mpreMa OTBETHOTO COOOIIEHUS OT Ballero a0OHEeHTa:

B Yepe3 HEKOTOPOE BpeMsl IIPOCMOTPHUTE MIPHHATOE COOOIIEHNE B ranke Bxoasimue, HakaB KHOTI-
Ky JloCTaBUThb IOYTY,

m 3akpoiite nporpammy Outlook Express.

3ananue 2
[TpocMoTp TenekoHpepeHITHA.
TexHonorus paboTsl

1. JIns OTKpBITHSI TPYII HOBOCTEH:

m oTkpoiite mporpammy Outlook Express (MHTepHET H0JKEH OBITH TOIKIIOUEH);

m BbInoJHNATE KoMaHAy MHcTpyMenTsl, I'pynnbl HoBOCTel — Ha 3KpaHe oTKpoeTrcs okHO I'pyn-
11a HOBOCTEI,

B yepe3 HECKOJIBKO CEKYH]I B OKHE MOSIBUTCSI CIIMCOK TPYIIIT HOBOCTEH, TOCTYITHBIX BaM Ha CepBe-
pe Balero nposaizaepa.

2. BriGepuTe rpymnmbsl HOBOCTEH, coepkalire B HazBaHuu ciaoBo Internet, nis gero B mose Ilo-
Ka3aTh IPyNIbl HOBOCTEH, coaepakamue Beeaute Internet, u torna B okHe I'pynmnbl HoBocTeil 1o-



SBSITCS TPYIIIBI, B HA3BAHUU KOTOPBIX MPUCYTCTBYET ci10BoO Internet.

3. [l mpocMOoTpa OHOM U3 TPYII HOBOCTEH:

m B criicke rpynn BeiOepute rpynmy fido7.ru.internet u menkuute no kuomnke IepeiiTu. B oxHe
nporpammbl Outlook EXpress mosiBUTCsI CIIUCOK COOOILCHUH, MTOCTaHHBIX YYaCTHUKAMU ITOH TPYIIBI HA
ANEKTPOHHYIO TOCKY OOBSBICHUN TPYIIIIHI,

W BBIJCJIUTE Ha3BaHUE 3aMHTEPECOBABLIETO BaC COOOIIEHUS, U B HUKHEM OKHE mporpaMmsl Out-
look EXpress Bbl yBUAUTE TEKCT 3TOTO COOOIICHHS.

IIpumeuyanue. Eciy 1Bax /bl MEIKHYTh 10 HA3BaHUIO COOOLIEHHUS, TO 3TO COOOIIEHHE OTKPOETCS
B OTJIEJIFHOE OKHO.

4. Jlns Toro, 94ToObI MOANMCAThCs Ha rpymny HoBocteit fido7.ru.internet:

B OTKpPOMTE MYHKT MEHI0O MHCTPYMEHTHI;

m BeIOepuTe NyHKT ['pynnbl HOBOCTel — Ha SKpaHe NOSIBUTCS CIIMCOK IPYII HOBOCTEH;

m B nose [Moka3aTh rpynmbl HOBocTeil, comep:kamme Beeaute fido7.ru.internet, u B okue
I'pynnbl HoBoCTel OSBUTCS 3TA IPYIA;

m menkHUTe 1Mo kHonke Moanuearsest nim JBaXKABI MEIKHUTE IO HA3BaHUIO TPYIIIBI HOBOCTEH U
BbI Oy/ieTe MOANUCAHbl HA 3Ty IPyMIly. DTO 3HAYMT, YTO Bbl Oy/AeTe PEryssipHO MOJIy4aTh HH(OPMALIHIO
U3 3TOM Tpymmsl, a Ha BKiIaake [oanmucanubie rpynmnbl Oy/eT yKa3aHO Ha3BaHHE TOJBKO 3TOH TPYIIIHL,
T. €. €€ He HY)KHO OyJIeT UCKaTh CPeIN BCEX IPYIII;

B IS OTKa3a OT MOJAIMCKY IIEIKHUATE MO0 KHONKE OTHHCATHCS WM JIBAXKIIBI MIEIKHUTE IO TO/I-
MHUCAaHHOM TpyIIe.

5. Jlsst mpocMoTpa TelleKoH(EepeHIInii ¢ cepBepa 1o aapecy Www.relcom.ru:

m oTKpoiiTe nporpammy IE;

m otkpoiite Web-ctpanuiy o agpecy www.relcom.ru;

B Ha OTKPBIBILEHCS CTpaHULIE LIEIKHUTE 10 cchlike JlocTyn K TeleKoOH(pepeHUuAM;

B Ha OTKPBIBIICHCS CTPAaHUIIE IIENKHHUTE N0 cchiike MepapxuyecKkuii cniucok TejaeKoH(pepeH-
M,

W Ha OTKPBIBILCHCS CTPAaHUIIE MIENKHUTE 10 ccbuike fido7,

W Ha OTKPBIBILCHCS CTPaHUIIC IenKHUTe 1o ccbuike fido7.r...;

B Ha OTKPBIBIICHCS cTpaHHIe IenkHuTe mo cchuike fido7.ru.internet. Otkpoercs OKHO Mpo-
rpammbl Outlook EXpress, u Bbl CMOKETE MPOCMOTPETD CO/ICPIKAHHE ITOH TeIeKOH(EPEHIIUH.

JlaboparopHast pabota 16
I'nmoGaneHas cets MHTepHeT: coznanne HTML-nokymenToB

[lenr paboTHI: HAYYUTHCS OCHOBHBIM TEXHOJIOTHYECKHMM omepanusMm cosnanus HTML-

JTOKYMEHTOB CPEICTBaMH TEKCTOBOTO mpoiieccopa \Word.
3ananue 1

Co3paiiTe TUUHYIO OCHOBHYIO CTpaHMIly. BcTaBbTe B TOKYMEHT «O€ryliyr CTpoOKy», rpaduue-

CKUI 0OOBEKT M TUIIEPCCHUIKY Ha CYIIECTBYIOLIUI TEKCTOBBIN (ail.
TexHomnorus paboTel

1. Co3naiite THYHYIO OCHOBHYIO CTpaHuIly. J{is aToro:

m oTKpoiite nporpammy Word,

B OTKpOWTE MYHKT MeHIO DailJ;

B OTKpoiiTe MyHKT MeHI0 Co31aTh;

m oTKpoiiTe BKiIaaky Web-cTpaHunsi;

m BoiienuTe 3Ha4oKk Mactep Web-crpanun u menkaute no kHonke OK;

m BbIOepuTe NMyHKT JIMYHASA OCHOBHAsI CTPAHMIA U LIEIKHUTE 110 KHomke [Janee;

m BeIOepuTe JH000H CTUIIb U3 IPEJIOKEHHBIX U IIEJIKHUTE 10 KHotike ["oToBo.

2. [IpocMOTpHTE TONYYEHHYIO CTPAHHUILY M BBEAWTE B HEE HEOOXOIMMYIO WH(POpPMAIIHIO, 3aMEHUB
JlaHHbIC ma0a0Ha. J{J1st 3TOro:

m BMecTO BeraBbTe 3arosioBok Hanuimute Most nepBast Web-crpanuna;

B BMECTO I10/13ar0JI0OBKa BCTABBTE CBOIO (PaMMITUIO, UMSI. OTYECTBO;

m B pazjaesne CBeaeHusi 0 padbore coTpute CTpokd BBeaurTe TeKCT WU BMECTO HUX BBEJIUTE WH-
(dbopmMaTuBHBIEC JaHHBIE;



B ©CJIH BBl YUUTECH, 3aMEHUTE BeCh pazzen CBeneHust o padore nunpopmaiueit o0 yuebHOM 3aBe-
nenuu. B aTom ciydae BbaenuTe HazBaHue runepccbuiku CBeieHHs1 0 padoTe B OTrVIaBJICHUH U HAMUIIHU-
Te CBeenus 00 yuebe;

N QHAJIOTMYHO Y/aJUB HEHYXKHbIE, BBEIUTE HOBbIEC IMYHKTHI B pa3zeiic Mou KOHTAKTHI.

3. BcraBbTe B JOKYMEHT Oerymyro cTpoky. Jliis aToro:

B BCTaBbTE MYCTYIO CTPOKY MEXKIY 3arojOBKOM U TOJ3ar0oJIOBKOM CTPaHMIIBI (MTOJIBENS Kypcop K
KOHILY 3aroJIOBKa U HaxxaB KiaBuiry Enter);

B OTKpPOWTE NyHKT MeHIO BeTaBka,;

m BeIOepuTe MyHKT Berymas crpoka,

B HACTpOIiTe mapameTpsl «Oeryiei CTpoKku» U menkuure no kHomnke OK.

4. JIns TOro, 4ToOBl BCTAaBUTh HA CTPAHUILY TpapUUECKUil 0ObEKT, BHIOJHUTE CIECAYIONINE JCH-
CTBUSL:

N BCTaBbTE IIyCTYIO CTPOKY I10OCJIE M10/13ar0JIOBKA CTPAHHULIBI;

B OTKpOITE MyHKT MeHIO BeTaBka;

m BbIOepuTe NyHKT Pucynok u nanee 11u6o Kaprunku, mu6o U3 gaiina (B 3aBUCUMOCTH OT TOTO,
YTO BBl XOTHTE BCTABJSATH — PUCYHOK U3 KOJUIEKIMU mporpammbl WOrd wiu uMeroruecst y Bac rpadude-
ckue (aibl);

B BCTaBbTE Ha IyCTOE MECTO CTPOKH BHIOPAHHBIN BaMU TpaduyecKuil OOBEKT.

5. Jlnst Toro, 9TOOBI BCTAaBUTH HA CTPAHUILY THIIEPCCHUIKY Ha (aiii:

B YCTaHOBUTE Kypcop Ha TekcTe BeraBbTe runepcechliky B nojapaseine CucoK runepechbuIok;

B cOTpuUTe TeKCT BeraBbTe runmepechbliIKy, OCTaBUB Kypcop B 3TOH CTPOKE;

W BBINOJIHUTE KOMaHAy BeraBka, 'mnepccblika;

m Ui BBIOOpa MMeHU (hailina, Ha KOTOPBI MOXHO NMEPEXOTUTh 10 THIEPCCHUIKE, MIETKHUTE 110
kHorke Q630p psgom ¢ nonem Cszath ¢ gaiiiom/URL,;

m BRIOCpUTE CO3/IaHHBIN paHee BaMU TEKCTOBBIN (aiin u menkaute 1o kHomke OK;

B [IpOBEphTE PabOTy TMIEPCCHUIKH, MIEIKHYB MO HEH, — Ha SKpaHe JOJKEH OTKPBIThCS TEKCT Ba-
mero ¢aiina;

W 3aKpOMTE 3TOT (ailn.

6. Mcnons3ys matepuansl KpaTkoii cmpaBku, co3naiite runepccbuiky JlaTta co3manus, ykasbl-
BaIOIIyIO Ha cioBa /laTa co3qaHusl B KOHLIE CTPAHULIBI.

[Tpocmotpute co3nanubiii Bamu HTML-nokymenT, Boeimonnue komanay @aiin, [pocmorp Web-
crpanunbl. HTML-okymenT rotos! Jlasee BbI MOXKeTe y»K€ CaMOCTOATENBHO €ro yKpamaTrb M U3Me-
HSATh, U JIaXKe IOMECTUTh HA OJIUH U3 CEPBEPOB, /1€ MOJI TAKUE CTPAHUIII BHLACISIOT MECTO.

2.3.7. Meroauka opranu3anuu padoTsl B MAJIbIX IPynmax

PaboTa B MamnpIX TpyImax — 3TO OJHA M3 CaMbIX MOIMYJSPHBIX CTPATErHid, TaK KaK OHA JAeT BCEM
oOyyaromuMmcsi (B TOM YHCJI€ U CTECHUTEIbHBIM) BO3MOXKHOCTh Y4acCTBOBAaTh B paboOTe, MPAKTUKOBAThH
HaBBIKH COTPYJHHYECTBA, MEKIIMIHOCTHOTO OOIIEHHS (B YaCTHOCTH, YMEHHE aKTUBHO CIIYIIATh, BBIpada-
THIBaTh 00Illee MHEHME, pa3peliaTh BO3HUKAIOIINE pa3Horiacus). Bee 9To yacTo ObIBaeT HEBO3MOXKHO B
OosbmoM KoiuiekTuBe. [Ipu opraHu3anuu rpymnmoBol padoOTHI, clieayeT oOpamarh BHUIMaHUE Ha CIeny-
foure ee acnekTbl. HyxHo yOenuTbes, yTo ydamuecs 00J1afaioT 3HaHUSAMUA U YMEHUSIMH, HEOOXOIUMBI-
MU JIJISl BBITIOJTHEHHS TPYIIIIOBOTO 3a1aHusl. HexBaTka 3HaHUI 04eHb CKOPO JacT O ce0e 3HATh - yJalinuecs
HE CTaHyT NpWIarath yCWJIMH JAJs BBIIOJHEHHUs 3aaanHus. Hamo craparbesi clenaTh CBOM MHCTPYKIMH
MaKCUMAaJIbHO YeTKUMHU. Haso mpeocTapnsaTh rpymie JOCTaTOYHO BPEMEHHU Ha BBITIOJIHEHHUE 33 JaHHsI.

Jlenenne oOyyaromMXCsl HAa TPYNIbl — 3TO BaXHBI MOMEHT B OpraHu3alMi paboThl B MallbIX
rpynnax. Crioco0oB geneHue o0yyaroumxcs Ha TPYIIbl CYIIECTBYET MHOKECTBO, U OHU B 3HAUUTENbHOM
CTETIEHH OIPEEIIAIoT TO, Kak OyJeT MpoTekaTh AajbHelnas paboTa B rpymnie, U Ha KakoW pe3ysbTar 3Ta
rpyrmnmna BbIAJET.

CriocoOb! ieneHust 00y4arouxcst Ha TPYIIIbL:

1) ITo xenanuro.

OObenuHeHNe B TPYNIBI IPOUCXOAUT 10 B3aMMHOMY BBIOOpY. 3aaHue Ha (OPMHpPOBAHUE TPYII-
Il IO XKEJTAaHUIO MOXKET J1aBaThCs, KaK MUHUMYM, B JIBYX BapHaHTaX:



Paznenurtech Ha rpynIsl 1O ... 4esOBeK. Pa3ienurecs Ha ... paBHBIE TPYIIIIHL.

2) CiyuaiiHeIM 00pa3oMm.

['pynmna, ¢popmMupyemas 1o Npu3HaKy CIy4ailHOCTH, XapaKTepU3yeTCsl TeM, YTO B HEl MOT'YT 00b-
eMHAThCS (TpaB/a, He N0 B3aUMHOMY KeJIaHHI0, a BOJIEH ciiyyast) IeTH, KOTOpPbI€ B MHBIX YCJIOBHSAX HHU-
KaK HE B3aMMOJCHCTBYIOT MEXIy co00il mmbo nmaxe BpaxayroT. Pabora B Takoil rpymme pa3BUBaeT y
YYaCTHMKOB CIIOCOOHOCTb IIPUCIIOCAOIMBATHCS K PA3IMUHBIM YCIOBUAM AESITEIbHOCTH U K Pa3HbIM JEJI0-
BBIM ITapTHEPaM.

OT1oT MeTo (OPMHUPOBAHUS TPYII MOJE3EH B TE€X CilydyasiX, KOTAa Mepes NpenojaBaTeieM CTOUT
3aJjauya Hay4YuTh OOYYaIOIIUXCsl COTPYIHUYECTBY. B 3TOM citydae mpenojaBareib JODKEH 001agaTh 10-
CTaTOYHOW KOMIIETEHTHOCTBIO B PA0OTE C MEXIMUYHOCTHBIMU KOH(DIMKTaMHU.

Crioco6b1 GOpMHUPOBAHUS «CITy4aifHOW» TPYMIIBL: KpeOuii; 00beJMHEHUE TEX, KTO CUIUT PsIOM (B
OJTHOM pAIYy, B OJHOH IOJOBMHE ayAUTOPHUH); C MOMOUIbIO MUMIPOBU3UPOBAHHBIX «()AaHTOB» (OIUH W3
00y4aroImuXCcs ¢ 3aKPHITHIMU TJIa3aMH HAa3bIBAET HOMEP TPYIIIBL, Ky/la OTIIPABUTCS 00yYarOIIUIACs, Ha KO-
TOPOTO yKa3blBaeT B JaHHBII MOMEHT IpenoaBaresb) U T.I1.

3) Io ompeaeieHHOMY MTPU3HAKY.

Taxoli npu3Hak 3a1aercs JIubO MpenojaasareseM, 100 Jo0bIM oOydatommmes. Tak, MOXXHO pas-
JETUTHCS 10 MEepBOM OyKBE MMEHH (TJ1acHasi — COTJIacHas), B COOTBETCTBHH C TeM, B KaKOe€ BpeMs Toja
poauics (Ha Y4eThlpe IPYMIbI), 0 IBETY IJ1a3 (Kapue, cepo-ToilyOble, 3eJIeHbIe) U TaK Aajee.

DTOT croco0 JeneHust MHTEPECEH TeM, YTO, C OJHON CTOPOHBI, MOXKET OOBEAMHUTH 00YUJaIOIINX-
Ccsl, KOTOpbIEe JMOO0 PEAKO B3aMMOAEUCTBYIOT JPYr € JPYroM, JUOO BOOOIIE MCIBITHIBAIOT 3MOLHMOHAIIb-
HYIO HENIPUS3HB, a C APYrol — U3HAYAIBHO 33/1a€T HEKOTOPBIA OOMIMI MPU3HAK, KOTOPBIH cOMmKaeT 00b-
enuHUBIIMXCS. EcTh HEUTO, 4TO UX POAHUT U OJHOBPEMEHHO OTAEISET OT JIPYTUX. ITO CO34AaeT OCHOBY
IUTSL SMOIMOHAIBHOTO MIPUHATHUS IPYT JApyra B TPYIIE U HEKOTOPOTO OTIAICHUS OT APYTrHX (10 CyTH Jerna
— KOHKYPEHITUH).

4) Tlo BBIOOpPY «WInACPAY.

«JIunep» B JaHHOM Cilydae MOXeT 100 Ha3HayaThCsl MpernojiaBaTeseM (B COOTBETCTBUH C LIENbIO,
[I03TOMY B Ka4eCTBE JIUJEpa MOKET BBICTYIATh JI000W oOydaromuiics), 1100 BbIOMpaThCsl 00ydaroniu-
mucs. opMupoBaHue rpymn OCyIECTBIAETCS cCaMUMU «iuaepamu». Hanpumep, oHu 1o ouepean Ha3bl-
BalOT MMEHA TeX, KOTO OHHM XOTEJH OBl B3STh B CBOIO rpymiry. HaOmroneHus: MoKa3bpIBaloT, YTO B IEPBYIO
ouepesb «IUAEpb» BBIOMPAIOT TEX, KTO JEHCTBUTENBHO crocoOeH padoTaTe M JOCTHraTh pe3yibTara.
Wuornma paxe npyx0a v TMYHBIE CHMIIATHH OTXOJST HA BTOPOH IJIaH.

B Tom ciyuae, ecnu B ayIMTOPUM €CTh SIBHbIE ayTCalliepsl, Ul KOTOPBIX CUTyalus Habopa B KO-
MaH/Iy MOKET OBITh Ype3BbIUYAHO OOJIE3HEHHOM, JIYUIIe WIH HE TIPUMEHSATH 3TOT CIIOCO0, WITH CIIENIaTh X
«WIHJIEPAMU .

5) ITo BBEIOOpPY MpernoaBaTesis.

B sTom cnydae mpenogaBatenb cO3AaeT TPYIIBI 0 HEKOTOPOMY BaXXKHOMY IS HErO NpPU3HAKY,
pemasi TeM caMbIM OIpeeNIeHHbIe Tenarorndeckue 3agadud. OH MOKET OOBETUHHUTH O0yYarOIIUXCS C
ONMU3KUMHU MHTEIUIEKTYaJIbHBIMA BO3MOXKHOCTSIMHU, CO CXO0XKHM TEMIIOM pabOThl, @ MOXET, HAIPOTHUB, CO-
3/aTh paBHBIE 1O CHJie KOMaHAbL. [Ipu 3TOM opraHu3aTOp TpyMIoOBOW pabOThI MOKET OOBSCHUTH MPHUH-
U 00BEAMHEHHS, @ MOXKET YHTH OT OTBETa Ha BOIPOCH! YYaCTHUKOB 110 3TOMY MTOBO/TY.

[Tpu paboTe B Masoif rpymnme y4damuecss MOTYT BBIIIOJIHSATE CJIEIYIONINE POJIH:

— ¢acunuraTop (MoCpeIHUK-OPraHU3aTOP A TEIBHOCTH TPYIIIHI);

— perucTpaTop (3amMChIBaeT pe3yabTaThl padoThI);

— JIOKJIAJIUUK (JIOKJIabIBAaET Pe3yabTaThl paOOThI FPYIIIbI);

— XKYpHAIHCT (337]a€T YTOYHSIOIINE BOPOCHI, KOTOPBIE MTOMOTAIOT TPYIINE JyYIlle BHITIOTHHUTH 3a-
JlaHKe, HallpUMep T€ BOIIPOCHI, KOTOpasi MOrjia Obl 3aJ1aTh JApyras CTOPOHA B AUCKYCCHUH);

— aKTUBHBIN CITyIIaTeNh (CTapaeTcs mepecKka3aTh CBOMMH CIIOBAMH TO, O Y€M TOJBKO YTO TOBOPHII
KTO-TTM00 M3 WIEHOB IPYMIIbI, TOMOTasi CPOPMYINPOBATH MBICTIh);

— HaOmoaarens (JOKEH OTMEeYaTh MPU3HAKU OMNPEAETICHHOTO IMOBEACHUS, 3apaHee ONHUCAaHHOIO
MPEeroiaBaTeNieM, U ONMPEAEIATh, KaK YICHbI TPYIIbl CHPABISIOTCS ¢ BO3HUKAIOIIMMU MO XOJy PabOoThI
npobaemaMu. OTUUTBIBASCH TIEpE IPYNION, HaOmo1aTenu 00s3aHbl IPEICTABIATh CBOM 3aMETKU B MaK-
CUMAJIbHO OIUCATENILHON U 00BEKTUBHOM (opMme);



— XpOHOMETPHUCT (CIEANT 32 BpeMEHEM, OTIYIIIEHHBIM Ha BBIIOJIHCHUE 33aJaHus) U JpyTHE.

PexomeHnamu o opranu3anyu paboThl B MAJIBIX TPYIIIAx:

— HeJb3s MPUHYKIATH K 001Iel paboTe 00yJarommxcs, KOTOPBIE HE XOTAT BMECTE paboTaTh;

— Cle[lyeT pa3peluTh padoTaTh WHAWBUIAYAIBHO OOyYaromemMycs, KOTOPBIH XodeT paboTarh
OJIVH;

— HeJb3s TpeOOBaTh B ayJUTOPUN aOCOJIOTHON THINHMHBI, TaK KaK 00y4aroIiuecs TOJHKHBI 0OMe-
HSATHCS MHEHHUSMHU, MPEXK]IE YeM MPECTABUTH «IIPOIYKT» COBMECTHOTO TPY/A.

3. MeToauyecKkue MaTepHaJibl, ONpeae/sione NpoueAypbl OLeHUBAHUSA 3HAHUM, YMEHHI,

HAaBbIKOB IO JUCHUIIJIMHE

OOyuatoniemMycsi B X0Jle U3Y4€HUs TUCIMIUIMHBI IPEJOCTABISAETCS BOZMOXKHOCTh HaOpaTh He 00-
nee 60 6ayIoB 3a TEKyIyto padoTy B cemecTpe u 10 40 6ayuoB, BKIIOYUTENIBHO, Ha 3a4ETe.

PesynpTupyromas oreHka mno AUCHUILUIMHE CKIabIBACTCS U3 CyMMBI OQJIJIOB TEKYIIETO KOHTPOJIS
Y IPOMEXKYTOUHOH aTTecTanuu B popme 3a4éra. K 3auéry nomyckarorcs o0ydaromuecs, MoCeTHBIINE He
meHee 30% mabopaTOpHBIX 3aHATUH, ¢ peiTuHrOoM He MeHee 30 OaiyIoB MO pe3yabTaTaM TEKYIIEro KOH-
TpOJIL ycreBaeMOCTH. TeKyImuil KOHTpOJIb 1O JaOOpaTOPHBIM 3aHSATUSAM BBIITOJHSIET IPEoIaBaTelb,
MPOBOJIMBIINNA ITH 3aHSATHSL.

baiel 3a Tekymyto paboTy B ceMecTpe 10 TUCHUIUIMHE CKIIABIBAIOTCS U3 CICAYIOMINX BUIIOB Jie-
ATEIBHOCTHU CTY/ICHTA.

HopmaTuBbl peanu3zanuy 0auIbHO-PEHTHHTOBON CHCTEMBI

Ne JlesTenpHOCTD CTyIeHTa Konungectso
n/a JUIS Ha4UCJIEHUS 0aJUIOB 0aJUIOB
1 BrinonHeHue 11abopaTopHBIX pa- 54
6ot
2 CamocrodrenbHas paboTa CTy/JeH- 6
TOB
Bcero 3a cemectp (He 6onee) 60
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