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1. IlepeyeHb KOMIETEHIUI ¢ YKAa3aHMEM 3TAaNoOB UX (popMHpOBaHMA B Ipolecce 0CBOCHUsSI 00pa30BaTeIbHONH NPOrpaMMbl, OITHCAHUE

nokasareJieil, KpUTepUeB OLeHMBAHNUS KOMIMETEHI[HIl HA PA3JIMYHBIX 3TaNaxX UX (POPMHUPOBAHUS, ONIMCAHUE KA OLlEHUBAHHUS

MOATOTOBKM TPE3CHTAUUNA I pelleHus
3a51a4 MpodecCHOHAIBHON IeATeIHbHOCTH;

— BJaJIeeT CaMOCTOSATEIbHO B OOJBIIMHCTBE
CIIy4aeB HaBBIKAMU PAOOTHI B TEKCTOBOM H
Ta0JIMYHOM  TpoIleccopax, B Iporpamme
MOJArOTOBKH Mpe3eHTalui, B ceTu MHTEepHET
JUIs  00pabOTKM TEKCTOBOM, TpaduuecKoi,

Jranbl
Ilepeyennb IToxka3zaresiu oneHNBaAHUS .,
KOMMeTe i KOMMeTe il Kpurtepuu oneHuBanus KOMIeTeHIUH (l)opanOBam{ﬂ [Ikaja oneHUBaAHUA
KOMIETeHIUIH
OIIK-9. Crnoco0eH | — 3HaeT MPUHIUIBI padOThl | — 3HAET HEKOTOpble MPUHLHUIBI PadOTHl B HavanbHbrit YIIOBJIETBOPUTEIHLHO
MOHUMATh MIPUHIIAITEI | B TSKCTOBOM M TAa0JMYHOM | TEKCTOBOM M TaOJIMYHOM TIpOIleccopax, B (61 — 75 GamoB)
paboThl  COBpPEMEHHBIX | MPOIIECCOPax, B MpOrpamMme | MporpaMmMe MOATrOTOBKH MPE3EHTAIUH, B CETU
UH(OPMAITMOHHBIX MMOATOTOBKH Tpe3eHTanuii, | aTepHer;
TEXHOJIOT Uil u | B cetu UnTepHeT; — yMeeT TIpU TOMOUIM MPEnoaBaTes
UCIIONIb30BAaTh WX JUISL | — yMEET  HCIIOJIb30BAaTh | UCIOJB30BaTh TEKCTOBBIH W TaOIWYIHBIN
pelieHus 3a/la4 | TeKCTOBBIM W TaOJHMYHBIN | IPOLIECCOPHI, MporpaMMy  MOJTOTOBKH
po(hecCHOHATLHOM MPOLIECCOPBI,  MPOTPaMMy | TPE3CHTANN TUTST pelreHus 3amaq
JESITEIIbBHOCTH MOATOTOBKM ~ TMpe3eHTaluil | TpohecCHOHATBLHOM NesTeIbHOCTH;
TUTSI pelIeHus 3aaq | — BIQJACET IO WHCTPYKIMU MPEroaBaTelis
npodeccroHanbHOI HaBbIKaMU PabOTHI B TEKCTOBOM M TaOJIHMYHOM
JeSTEIILHOCTH; mporeccopax, B TIporpaMMe IOATOTOBKH
—  BIajgeeT  HaBBIKaMU | Mpe3eHTanuii, B cetu UWHTepHer s
paboTBl B TEKCTOBOM M | 00paboTKH TEKCTOBO, rpadu4ecKoii,
TaOJIMYHOM TpoLeccopax, B | YUCIOBOW U TaOIUUYHON MHPOpMAITIT
porpaMme INOATOTOBKM | — 3HACT OCHOBHBIC IPUHIUIBI PaObOTHI B OcHoBHOM XOpOIIIO
MIPE3CHTAIIHH, B CETH | TEKCTOBOM M TaOJWYHOM TIPOIIECCOpax, B (76 — 90 6amnoB)
HurepHer na11 00pabOTKM | mporpaMme MOATOTOBKH MPE3CHTAIUM, B CETH
TEKCTOBOHM, rpaduueckolt, | MuaTepHer;
YUCIOBOM W TAONMYHOM | — yMeeT CaMOCTOSTEIBHO B OOJBIIMHCTBE
uHdopManuu CIly4aeB  HCIIOJIb30BaThb  TEKCTOBBIA U
TaOJIMYHBIHA IPOIIECCOPBI, porpaMmmy




Jranel

Ilepeyennb IToxka3aTenu oneHNBaHUA .
. . Kpurtepuu oneHuBaHus KOMIeTEeHIIUH ¢hopmupoBanus lkana oneHUBaHUSA
KOMIIeTeH Ui KOMIeTeH Ui »
KOMIeTeHIU i
YHCIOBOM 1 TaOnMuHON MHpOpMAITUN
— 3HaeT NPUHLUIBI PaboThl B TEKCTOBOM M 3aBepIuarouuii OTJIMYHO

TaOJMUYHOM  TIpoIleccopax, B Iporpamme
MOATOTOBKHU Mpe3eHTaluii, B ceTu MHTepHeT;
— YMEEeT WCHOJb30BaTb TEKCTOBBIM H
TaOIUYHBIH MPOLIECCOPBIL, porpamMmy
MOJTOTOBKH TPE3CHTAUN s PeUIeHUs
3a/1a4 npodeccuoHalbHOMN 1eATeIbHOCTH;

— BJIaJieeT HaBbIKaMH PabOTHI B TEKCTOBOM U
Ta0JIMYHOM  TpoIleccopax, B Iporpamme
MOJArOTOBKH MpE3eHTalui, B ceTu MHTEepHET
Ui 00pabOTKHM TEKCTOBOM, Tpaduueckoi,
YHCIOBOM M TaOnMuHON MHpOpMAITUU

(91 — 100 Gannos)




2. Meroanyeckne MaTepuajbl U THIIOBble KOHTPOJbHbIE 3aJaHHS, HEOOXOAUMBbIE JIf
OLCHKHM 3HAHMH, YMEHHMH, HABHIKOB M (WJIM) ONbITA [ESATEJbHOCTH, XaPAKTEPH3YIOIIHX ITAMbI

(l)OpMHpOBaHI/Iﬂ KOMIIeTEeHIINii B nmpouecce oCBoOCHUsA 06pa30BaTeJ’le0ﬁ InmporpaMmmbIl

2.1. TunoBblie KOHTPOJIbHBIEC 3aIaHUSA, HCII0Jb3YEMbIE NJIH IPOBECACHHUSA BXOJAHOI'0O KOHTPOJIsA

1. B nporpamme MS Word nabepute Tekcr: «PemaktupoBaHue TEKCTOBOro AokymeHTa. [Ipu
BBOJIC TEKCTa C KJIABHATYpPbl MOTYT BKPACThCsl OMIMOKK. Bce BO3HMKAOMIME OMMOKU MOXKHO Pa3JeliuTh
Ha TPU THUIMA: JIMIIHUN CUMBOII, HEBEPHBIM CHMBOJI, MPOMYIICHHBIA CUMBOJI. [l yCTpaHEeHUsS OIIMOOK
UCIOJIb3YIOTCS ~ COOTBETCTBYIOLIME  TEXHOJOIMM: yJajJeHue, 3aMeHa, BcTaBka. [IpumeHeHue
MIEPEYUCIICHHBIX METOJOB IOMOXET BaM OTpPEJaKTUPOBAaTh BBeJACHHBIA TekcT. [locrme ycTpaneHus
OLIMOOK TEKCT MOKHO MCIIOJIb30BaTh JIIsl CO3/IaHUS TEKCTOBOI'O JOKYMEHTA.)»

OdopMuTe 3arojoBOK MOMYXHPHBIM HIpUPTOM pazmepoM 14 mo ueHtpy. OCHOBHON TEKCT
pa3belitTe Ha Tpu ab3ama. B KakIoM NpeAoXEHWH BBIACIUTE TJIArojibl MOJYEPKHYTHIM MIPUDTOM.
Cnenaiite oOpamiieHHe JBOWHOW JHHHMEW W TOHHPOBKY TEKCTa 3€JCHBIM I[BETOM. Y CTAaHOBHUTE
BbIPaBHMBAaHUE 110 IIMPUHE. Y CTAHOBUTE OTCTYIBIL: cipaBa — 1,4 cM, cieBa — 2 cM, IepBoi CTpoku — 1 cm.
YcTaHOBUTE MEXKCTPOUHBIM HHTEPBAN 2 JTUHHUH.

BcraBpTe B JOKYMEHT TOTOBYIO KapPTHHKY € H300paKCHUEM KOMITBIOTEPA.

2. B nporpamme MS Word co3naiite u HaneuaTtaiite TabnIuIly, TJie OTpa>KeHbl HEOOXOMMbIE BaM
CBEIEHUS O BAIIUX APY3bsIX M 3HAKOMBIX, Hampumep (amwunms, ums, aapec, HoMep TenedoHa, IeHb
POXKICHHUS U TIP.

3. Co3spaiite B mnporpaMmMme MS Excel Ttabnmiyy pacuera CTOMMOCTH BCEX MPOJIYKTOB,
UCIOJIb3YEMBIX JJIs IPUTOTOBJICHHUS 3aBTpaka, 00eqa 1 y>)KMHA B JOME OT/IbIXa (Ha OJIHOTO YEJIOBEKA).

4. Coznaiite B mporpamme MS Excel Tabiuiry ycrieBaeMOCTH HECKOJIBKUX YUYEHHUKOB I10 Pa3HBIM
npenmMeram. [IpeacraBpTe JaHHBIC B BUJE TUATPAMMBL.

5. Ortkpoiite ¢aiin «Buenpeane HUT B oOpaszoBanue». IIpoumtaiite TekcT. Co3znaiite
Mpe3eHTAIHIO U3 4 CIIaliI0B, UCIIONb3YA 1abI0HbI ohopmieHus, 3pPeKThl aHUMAIUU, CMEHY CIIaii/10B.

6. Coxpanute B (¢aiine conepkanue Web-cTpanuiisl, Haxosmieicst mo aapecy karabas.actor.ru/
doc/search.html.

2.2. TunoBblie KOHTPOJIbHBIC 3alaHUs, HCITIOJIb3YEMBIC 1JIsA l'lpOMe)KyTO‘{HOﬁ aTTeCTalum 1o
AUCHHUIIJINHE

2.2.1. llpuMepHbIii NepevYeHb BONPOCOB K 3a4eTy

1. Buasl ”HCTPYMEHTAIBHBIX CPEICTB HHPOPMAITMOHHBIX TEXHOJIOTHIA, UCTIONB3YEMbIC IS
00pabOTKH TEKCTOBOM MH(MOPMAITUH.

2. Kputepuu ais BbIOOpa MPOrpaMMHBIX TPOAYKTOB C IIENIBIO TOATOTOBKH TEKCTOBBIX JOKYMEHTOB

B 0puce KOMITAHUH.

Bo3MoxHOCTH TaOIMYHOTO TpoIieccopa sl aHaIN3a U YIIPABJICHUS JaHHBIMHU.

[Tonstue npe3entanuu. Haznauenue u ocaoBubie pynkunu MS PowerPoint.

Cosznanue u opopmiieHne ciaiina. Hacrpolika aHMManuy 3JIEMEHTOB Claiija.

Hacrpoiika nepexonoB mexay cnaitnamu. [Ipocmotp ciaitnos.

JleMoHcTpanus npe3eHTaluuu.

OcHOBHbBIE KOMIIOHEHTHI HH()OPMALIMOHHBIX U TEIEKOMMYHUKAIMOHHBIX TEXHOJIOTHIl.

OcHOBHBIE KOMITOHEHTHI aIMapaTHOTO 00€CIeUeHUs TeIEKOMMYHHUKAIMOHHBIX BEIYUCIUTEIbHBIX

CEeTeH.

10. Bo3M0OHOCTH I7100aJIbHBIX CETEBBIX TEXHOJOTUHN B pealn3alui MEKIYHapOHOM
SKOHOMUYECKOH AESATEIbHOCTH.

11. OcHOBHBIE HACTPOUKH MPOTrPAMM 3JIEKTPOHHOU MOUTHI ISl OCYILIECTBICHUSI KOMMYHHUKAIUU.

ORISR W

2.2.2. llpuMepHoOe 3aJaHue HA 3a4eT

bumnet Ne



1. OcHoBHbIE 3Tanbl co3ganus b/I.

2. JleMoHCTpaIust mpe3eHTaluH.

3. B mporpamme MS Excel HaOpaTh Tabnuily ¥ paccuuTaTh MO yKa3aHHBIM (opMmyriam I MSTH
genmoBeK. ['padpl 3 ¥ 7 BBIBECTH HA 3KpaH C OJHHM 3HAKOM IOCie 3amsaToil. Bee ocranmbHBIC Tpadsl C
JBYMs1 3HAKaMH I10CJIE 3aIATOM.
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I'pader 1-4, 7, 11 aBASIOTCS UCXOIHBIMH JAHHBIMU M BBOZSTCS B TaONMUIy C KJIaBUATyphl. Takxke
HE0OXO0IMMO BBECTH JTIIO0YIO CyMMY B KIIETKY JIJIsl OOIIICH 3apIijiaThl.

[Haumcneno mospemenno| = [Tapudnas craBka] * [Yachk]
[Kon-Bo 6amnor] = [Hauncneno mospemenno| * [PacuerHbrit koaddumueHT 3P heKTHBHOCTH |
[Koaddunment pacnpenenenus octarka] = [O6rmas 3apruiata Ha opurany] : [ (Koa-Bo 6amios)]
[Hons xaxmoro wieHa Opuransi| = [Kon-Bo 6ammoB] * [Koaddumment pacrpeneneHus ocraTkal
[MToro HauuciaeHo 3a orpaboranHble dYackl] = [[lomsa kaxkmoro wuieHa Opuraael] + [Jlomnara
HECOBEPIICHHOJIETHUM].

4. CnenaiiTe puCyHOK B rpau4eckoM pelakTope U 3aapXuBHpyiTe ero. Hamummrte muceMo Ha
CBOOOJHYIO TeMy B TeKCTOBOM mporeccope. Cosmaiite cooOmenue 0e3 Tekcra. [lomectutre B HeEro
CO3/1aHHbIE (DAl U OTOIUIUTE MUCHbMO CaMOMy cele.

2.3. MeToanuyeckue MaTepuaJibl 1 THIIOBbLIE€ KOHTPOJIBHBLIC 3alaHUsl, MCIIOJb3YyEMBIC JI
TEKYLIEro KOHTPOJIA 1Mo JUCHUIIJINHE

2.3.1. MeToaunueckue MaTepualibl, MCIOJb3YEMbBIC JISI TEKYIIECIro KOHTPOJA 3HAHUH 110

AUCHHUIIJINHE

HaunmenoBanue

OIIEHOYHOT0 CPEACTBA

Kparkasi xapakTepuCcTHKA OLeHOYHOTO
cpeacTBa

IIpeacraBiienne OLEHOYHOTO
cpenctra B (poHe

KonTponbHblii onipoc

KOHTpOIbHBIN ONIPOC — 3TO METOJ OLIEHKU
YPOBHs OCBOEHUS KOMIIETCHIINH,
OCHOBAHHBII HAa  HENOCPEICTBEHHOM
(6ecena, HWHTEPBBIO) WIN
OIOCPEAOBAHHOM (ankeTa)
B3aMMOJCICTBUM  TIpenojasarens U
CTyJIeHTa. MICTOUHMKOM KOHTpOJIS 3HaHUU
B JJAHHOM CJIy4ae CIIyKUT CJIOBECHOE WJIN
IIACBMEHHOE CYKJICHHUE CTYJEHTa

[TpumepHbIii nepeyeHb
BOIIPOCOB K 3a4€Ty U SK3aMEHY
Bompocsl,  BelHOCHMBIE — Ha
CaMOCTOSITENIbHOE U3yYCHHE
3anaHus U1 CaMOCTOSATENbHON
paboThl

3ammra  mabopaTOpHOI

paboThI

JlaGopaTopHble TNPaKTHUKYMBl OJIWH W3
BHUJIOB CaMOCTOSITEJIbHBII ITPAKTHYECKON

JlaboparopHbie pabOThI




HaumenoBanue KpaTKaﬂ XapaKTEPUCTUKA OCHOYIHOI'0 Hpe}ICTaBJ'[eHI/Ie OICHOYHOI'0

OLIEHOYHOI'0 CPEACTBA CpeacTBa cpeacrsa B ponae
paboThI CTYJICHTOB. Hensto
1a00paTOPHBIX MPAKTHKYMOB  SIBIISIETCS
yriyoneHue u 3aKpeIIcHue

TEOPETHYECKUX 3HAHUW UM pa3BUTHUE
npodeccuoHabHBIX YMEHUI U HABBIKOB

Homarnee 3aj1anue JlomManinue 3a1aHus — 0JHa U3 OCHOBHBIX | JloMalliHue 3a1aHus
dhopm CaMOCTOSITCIIBHOU paboThI
CTYJICHTOB, HallpaBJeHHasl HA YCBOCHUE U
3aKperieHue TMOJy4YeHHbIX 3HaHWM Ha
3aHSTHUSX.

2.3.2. BOl'lpOCLI, BbIHOCMMbIE€ HA CAMOCTOATEC/IbHOC U3YUYCHUE

Paznen 1. MHGopManioHHBIE TEXHOJIOTUH 00pabOTKH HH(OpMAIUH.

Bormpocsr:

1. UndopmaninoHHbIe TEXHOJIOTMH KOMMEPUECKOH WK AeNT0BOM rpaduki.

2. NadpopmMannoHHbIe TEXHOJIOTUH WUTIOCTPATUBHON TpaduKH.

3. MudopmaninoHHbIe TEXHOJIOTUN HAYYHOU TpaduKH.

4. ApxusupoBanue ¢aiinos. [Iporpammbl apxuBarum.

5. CpeactBa WUTIOCTPAaTUBHOM M MaTeMaTH4eCKOW TpaduKH, BKIIOUYEHHbIE B O(UCHOE
npunoxenne MS PowerPoint.

6. Pexxumbl mpocMOTpa mpe3eHTaluu.

7. Bunpl rpadudecknx 00beKTOB, KOTOPBIE MOKHO BCTaBUTh B CIIAM/I.

8. Jlob6aBneHue 3ByKa B CIai/I.

9. Beibop nu3aiina mpe3eHTanuu, TeMbl, opopmiieHue QoHa.

10. ITonsitue OLE-TexHonorus.

Pa3nen 2. BeeneHue B ceTeBble TEXHOJIOTUU.

Bompocsr:

1. CeTeBble TEXHOIOTHU 00PaOOTKU TaHHBIX.

2. [IpuHIMIBI OpraHU3aIK BHIYUCIUTEIBHBIX CETEH.

2.3.3. 3ajaHus 1Jisl CaMOCTOSITEJIbHOM PadoThI

Pazgen 1. MHGOpManiOHHBIE TEXHOJIOTUH 00pabOTKH HH(OpMAITUH.

[Tpaktnueckoe 3amanme No 1 «TexHomormm oO0pabOTKM WH(OpMANMK, pEIICHHWE 3aaad B
ANEKTPOHHBIX TAOIHUIIAX.

Llenp paboThI: TPHOOpETEHHE HABBIKOB HCIOJB30BAHUS AJICKTPOHHBIX Tadmuir MS Excel mus
pelIeHrs SKOHOMHYECKUX 3a/1a4.

[Topsimok paboTHI:

1) B mporpamme MS Excel oTkpoiiTe HOBYIO pabouyro KHUTY.

2) Ilepenmenyiite padouwnii Jlucml B 3apnaama, Jlucm2 B Copmuposka.

3) BBeauTe 3arosloBKM CTOJIOIIOB.
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©.M1.0. Tab. Homep |OTaen LONMHOCTE: HauucneHo |Yaoepsado |K ecigade
Nn ALA. 11043 3|MHxeHep 3850
Cwiaopoe B.B. 11028 1|byxrantep 4500
MNetpos M.00. 11044 2|CT. MHM¥EeHep 4200
Anexcees P.M. 11036 1|Byxrantep 4450
LWrarep E.A. 11017 3|Hau. otgena 6200
Cupopos M.1. 11014 1|3am. guperTopa 7600
Caxus P.O. 11025 2|3am. AMperTopa 7480
MpoTtacos M.A. 11019 1|Hau. otgena 6450
MNeTtpos H.H. 11018 2|Hau. otgena 6340
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MuHuyk KA. 11033 WHmeHep 3460
12 11|Muannexko K0.4. 11012 WHxeHep 3950
13 12(MeTtpos C.B. 11022 HHmeHep 3740
14 13[OcunHa N.40. 11045 PegepeHt 2800
15 14|/bBoE O.W. 11023 Cr. Byxrantep 7200
16 15(Ko3nos E.M. 11010 HHmeHep 3600
17 16(Kmupunnos A.MN. 11002 CT. MH¥eHep 4100
13 17|boHaapedko ALA. 11009 dnpexTop 9850

4) 114 BBOJa TaHHBIX B TaOIUIYy BOCHONB3YiiTeCh DopMotl, ISl STOTO:

— BBIJICJIUTE JTFOOYIO STYCHKY 3aroJioBKa TaOJIUIIbI,

— BeIOEepUTE = Dopma;

— BHECUTE JJAHHBIE O KAKIOM COTPYIHUKE B COOTBETCTBYIOIINE «OKOIIKWY», HAKMHUTE /[00asums;

— MOcJe BBOJIA TIOCTIeIHEN 3allMCH HAXKMUTE KHOTIKY 3aKpbulmb.

5) 3anonHure nycThle sueiku (yaep:kanue coctaiseT 14 %).

6) Jlns maHHBIX cTONOIOB Hauucneno, Yoepowcano, K evioaue MpUMEHUTE ACHEKHBIM (opMaT C
pa3aenuTeneM ThICSY.

7) OdopmuTe TabIUILY IO CBOEMY JKEIAHHUIO.

8) Haiigure, ucrionb3ys Aemoguibmp, 3aucu O COTPyIHUKAx ¢ 3apriatod Hmwke 4000 pyo.
CkomnupyiTe pe3ynbTaThl IOUCKA U TOMECTUTE MX O]l OCHOBHOM TaONIUIIEH.

9) Haiinure 3anucu o corpyaHukax 1-ro oraena. CkonupyiTe pe3ysbTaThl IOMCKA U IIOMECTUTE
WX TOCJIE Pe3yabTAaTOB BBIMIOJIHEHUS ITyHKTa 8.

10) Haiigure 3amucu o COTpYyIHHKax 2-TO OT/AENA, y KOTOPBIX CyMMa K BbIJaue HAXOIUTCS B
npenenax ot 2000 py6. mo 4000 py6. CkomupyiiTe pe3ynbTaThl MOUCKAa U MOMECTHUTE HX IOCHe
Pe3yIbTaTOB BBHIIOJIHEHHUS ITyHKTA 9.

11) Haiimute Bce 3amucu 00 HHXKEHepax, (paMHUIUU KOTOPHIX HauuHalOTCca Ha OykBy «II».
CkonmpyiiTe pe3yabTaThl IOMCKA U TIOMECTHTE MX MOCIIE PE3YJIbTaTOB BHIMOIHEHUS myHKTa 10.

B nynkrax 12-14 ckonupyiTe NOJy4YEHHBIE PE3yJbTaTbl COPTUPOBKM Ha suct Copmuposka.
OcrasingiiTe Mex a1y TaOaUIaMU 2 CTPOKHU.

12) OtcopTupyiite nanHble TaOIUIBI O ABYM Kirouam: Omoen (1o Bo3pactanuio), @.H1.0. (no
BO3PAaCTaHHUIO).

13) OtcoprupyiiTe naHHbIe TaOIULBI 110 IBYM Kirouam: Omoden (o yObiBaHuto), Hauucnerno (1o
yOBIBaHHUIO).

14) OrcoptupyiiTe AaHHble TaONUIBI MO TpeM KiaouaMm: a) Omoen (1O BO3PACTaHUIO),
Honxcnocmo (1o Bo3pacranuio), @.H.0. (o Bo3pactanuio); 6) Omoden (1o yosBaHUIO), /Jordcrocmy (110
yObIBaHUI0), Ta6. Homep (110 YOBIBAHHIO).

15) Ckpoiite Ha aucte 3apniama copep;xxkumoe ctonouos C, D, E, F, G.

16) Coxpanurte JOKYMEHT O]l UMEHEeM Pacuem 3apniamol.

[Ipaktnyeckoe 3amanme Ne 2 «CozgaHuWe Npe3eHTALWH, MOATOTOBKA COOOMIEHHS 1O TeMe U
JEMOHCTPALIUS [0/ YIIPABICHUEM JTOKIaTUNKa).

Llenp paOoOTHI: MOBTOPEHHE TEOPETUYECKOM 4YacTH y4yeOHOTO Marepuana Mo OTACIbHBIM TeMam
Kypca, 3aKperjieHre HaBbIKOB CO3/IaHus MTpe3eHTanuii B mpuioxkenun MS PowerPoint.

[Topsimok paboTHI:

1) Otkpoiite HOBBIN AOKyMeHT MS PowerPoint.

2) Beibepute komanny Cozdame cratio, Beioepute madion /lycmotl caatio.

3) Beinenute mabnon u opopMuTe 3aNIMBKY (poHa craiiaa.

4) TlocnemoBaTelIbHO BCTaBbTE rpaduueckre 0OBEKTHI B IIA0JOHBI CIIAHOB, OTPETYIUPYHTE UX
pa3Mepbl, HAaCTPOUTE N300paKEHHE.

5) IlocrenoBaTenbHO BBEUTE TEKCT B IIA0JIOHBI CIAI0B, HACTPOWTE H300pakeHHE.

6) BriOepuTe peskuMbl CMEHBI (ITepexo/1a) CIAiI0B Ha dKpaHe, 33/1aB:

— 3BYKOBBIC 2(h(DEKTHI TIepexo/ia ClanIoB;




—3((eKThl aHuMaNNK KaK caMMX CIIai10B, TaK U UX OOBEKTOB,

— BpeMs B aBTOMaTHUYECKOM PEXKUME.

7) Coxpanute cnaiia-puiabM B Namnke B IBYyX Gpopmarax — Mpe3eHTalUN U IEMOHCTPALIUY.

8) 3amycTtuTe HaA BBHINOJIHEHUE CIAWA-QUIBM B PEXUME MPE3CHTAMH M OTPETyIUpyHTe
BpPEMEHHbIE UHTEPBAJIbI [T0Ka3a cIai10B, 3pPEKThl aHUMAIUH U 3ByKa.

9) 3amycTHTe Ha BHIIOJTHEHUE CIANI-PHIIEM B peKUME IEMOHCTPALIUH.

Paznen 2. BeeneHue B ceTeBble TEXHOIOTHH.

[Tpaktryeckoe 3aganue Ne 3 «Co3manue cOOCTBEHHOTO caifTa ¢ moMomIsio mporpammbel MS Word,
MS PowerPoint».

[lenb paboThl: mpuOOpeTEeHNE HABBIKOB cO3JaHus NpocTelix Web-mokymeHToB cpeactBamu MS
Word u MS PowerPoint.

[Topsimox paboTHI:

1) B mporpamme MS Word co3aaiite TMYHYIO OCHOBHYIO CTPAHHILY.

2) 3aMeHHTE JaHHBIC MIa0JI0HA HY)KHON BaM WH(pOpMAaIHEH.

3) BcraBbTe B TOKYMEHT «OETYILYIO CTPOKYY.

4) BcTaBbTe B JOKYMEHT COOTBETCTBYIOUIHI IrpadUuecKuii 0ObEKT.

5) BcraBbTe B TOKyMEHT TMIIEPCCHUIKY Ha TEKCTOBBIH (haiiil, HaXoAAIIMICSA Ha JKECTKOM JIUCKE.

6) BcraBbTe B JOKYMEHT rMIIEPCChUIKY Jama co30anus.

2.3.4. TecTbl IO AUCHUIIJINHE

1. TekcTOBBIN MPOLIECCOP — ATO MPOrpaMMa JJis. ..
1) BBOMIA, penakTupoBaHus U (OPMATUPOBAHUS TEKCTA;
2) coznanust ¥ Moau(UKAIIUU TpapuIecKuX 00BEKTOB;
3) xpaneHus 1 00pabOTKH JAHHBIX, IPEJICTABICHHBIX B TAOJIMYHOM BHUJIE;
4) xpaHeHUss 1 00pabOTKH OOJIBITUX 00HEMOB JIAHHBIX.
2. OcHOBHBIMU (PYHKIMSIMHU TEKCTOBOIO MIPOLIECCOPA SIBISIIOTCS. . .
1) aBTOMaTnueckas oOpaboTka HHGOPMAIIMH, PECTABICHHON B TEKCTOBBIM (haiiax
2) co3ianue, peIaKTUPOBaHUE, COXPAHCHHUE U 1€YaTh TEKCTOB
3) ynpasienue pecypcamu [IK u npoueccamu, NCIONIB3YIOIMUMHU 3TH PECYPCHI IIPH CO3JJaHUU TEKCTa
4) konupoBaHue, NepeMelleHNe, YJaIeHUE U COPTUPOBKA (PparMEHTOB TEKCTA.

3. IIpu Ha)xaTUX Ha KHOMKY A 12 manemn UHCTPYMEHTOB ITPOUCXOIUT. ..
1) coxpaHeHue T0KyMeHTa 2) 3anuch JOKYMEHTa Ha JUCKETY
3) cuuThiBaHUE UHGOPMAIUHU C TUCKETHI 4) neyaTh JOKyMEHTA.

4. Tlpy HaOKAaTHXU HA KHOIIKY | *| HA MAHEIM UHCTPYMEHTOB IIPOUCXOIHT. ..
1) BcTaBnsieTCsl BhIPE3aHHBINA paHee TEKCT 2) IpOMCXOUT Pa3pbIB CTPAHULIBI
3) ynansiercs BbIIEIEHHBIM TEKCT 4) nosiBisieTcs cxema JOKyMEHTa.

5. KakuM crioco6oM MOXKHO KONMPOBaTh (pparMeHT TekcTa B nporpamme MS Word:
1) nomMeTuTh HYKHBIH (pparMeHT U BbI3BaTh KoMaHy KonupoBathb
2) IOMETUTh HYKHBII (hparMeHT, BbI3BaTh KomaHay KomupoBarh, 3aT€M INOMECTUTH KYypCOp B HYXKHOE
MECTO U BbI3BaTh KoMaHAy BcraBuTh
3) HOMETUTh HYXHBIH (pparMeHT U BbI3BaTh KoMaH1y KonupoBaTh co BCTaBKOI
4) nOMeTUTh HYXHBIH (parMeHT, BbI3BaTh KoMaHay KonupoBaTh 1 BeI3BaTh KOMaH 1y BeTaBuTh.
6. [Iporpamma MS Word moskeT ObITh HCTIONb30BaHA JIS. ..

1) coBeplieHMsI BEIUMCIUTENBHBIX ONEpaLHii 2) pucoBaHus

3) HanMCcaHUsI COYMHEHUS 4) counHeHus1 My3bIKaJIbHOTO MPOU3BEICHMUSL.
7. K kakum aBTodurypam Henb3st 106aBUTH 00beM?

1) cocrosimMM U3 HECKOJBKUX YacTeil 2) MJI0CKUM

3) GosbIIUM 4) IBETHBIM.

8. TekcT, MOBTOPSAIOIIMICS BBEPXY WM BHU3Y HA CTpaHULAX JOKyMeHTa B nmporpamme MS Word
Ha3bIBAETCS:
1) ctriib 2) mabaoH
3) poroTun 4) KOJOHTHUTY.



9. Knonka «Heneuataemble cuMBOIIbDy Tiporpammbl MS Word mo3BosisieT yBUIETh:

1) mpo0GeIbl MeXKIY CIIOBaMU 2) HEBUAMMBIE CUMBOJIBI
3) 3HaKU NpENUHAHUS 3) mpu3HaK KOoHIla a03alia WK mycToi ad3ail.
10. Kakue omeparnuyi MOKHO TPOU3BOAWTH C sIMEHKaMH TaOJMIBI B TEKCTOBOM JOKyMeHTEe MS
Word:
1) CKpBITh sTUEHKHI 2) OOBEAVHHTD TYCHKH
3) pa30ouTh sTUEHKH 4) moka3aTh sYEHKH.
11. lan ¢pparmeHT 351eKTpOHHON TaOIHIIBL:
A B C D
1 1 2 3
2| 4 5 6
3 7 8 9

B sueiiky D1 BBenmena dopmymna =$A$1*B1+C2, a 3atem ckommpoBana B sueiiky D2. Kakoe
3HaUYEHHE B pe3yJIbTaTe MOSBUTCA B siuerike D27
1) 10 2) 14
3) 16 4) 24

12. B siueiike C3 anekTpoHHO# Tabiuie! 3anucana Gopmyna =$A$1+B1. Kakoit Bux Oynetr umeTh
bopmyina, ecnu siueiiky C3 ckonupoBaTh B stueiiky B3?
1) SAS1+Al 2) $BS1+B3
3) SA$1+B3 4) $B$1+Cl

13. Mmeercss ¢parMeHT OSJIEKTPOHHOW Tabnumbl «JlMHaMHUKa pocTa YHMCIA MOJIb30BaTEIeH
HuTepuera B Poccumy:

T'o Koun-Bo nmosnp3oBarenei, JnHamuka pocra
A TBHIC. YEJL. B % k 1997 r.
1997 450 100
1998 900 200
1999 1100 244
ITo naHHBIM TaOMUIB! OBIIM HOCTPOEHBI IUArPAMMBI:
1} 2500] ' 5. 2
2000 1000 — e
1500 i 7
1000 700 V4
500 2
0 400
H[ /‘ ] 4) - :
i ' i 1 |
B

o . I
‘ % —— 3

0 100 2¢O 300 ACD 5CO GO0 ?llJD a0o0 QflEO ID‘ODH;QCHZOB
YKaKuTe, KaKue JuarpaMMbl MPaBHJIBLHO OTPAKAIOT JaHHBIC, MPEACTaBICHHBIC BO ()parMeHTe
Ta0IULBI?

1,2 2)2,3
3)2,4 4)3,4
14. Jlan ¢pparMeHT JE€KTPOHHOM TAOIHIbI:

A B
1|=B2+2 |5
21=B4-1 |0
3| =Al
41 =A2+2 |2

[Tocne BBIMOJIHEHMS] BBHIYMCICHHM 1O 3HA4YC€HMsIM Juara3oHa siyeek Al : A4 Obuta mocTpoeHa
auarpaMma. Y KakuTe MNOJyUYUBILYIOCS harpammy.



3) 4)

“
©

15. B TenekondepeHnuu yunrenei GU3nko-MareMaTH4ecKuX MIKOJ MPUHUMAIOT y4acTUe yUUTENs
matematuku (M), ¢usuxu (@) u uadopmatuku (U). Yuurens uMeroT pa3Hbslii ypOBEHb KBaTH(HUKAIINN:
KK yuuTenb 1ubo He umeet kareropuu BooOie (bK), mu6o umeer 11, nu6o I, nubo Beicmyto (B). Ha
auarpamme 1 oTpaKeHO KOJIMYECTBO YUUTENEH ¢ pa3InYHBIM YPOBHEM KBAIM(UKAIIUH, a HA JHarpamme 2

— pacCIpeCaciICcHuc y‘lHTeJ’Ieﬁ 110 IMpeaAMETaM.
40

1y 30 2)
20
10

Nwmerorcs 4 yTBEpKIACHUS:
A) Bcee yuntens | kateropuu MOryT SIBISITbCSI yUUTEISIMU MAaTEMAaTUKH
b) Bce yuntens I kareropun MOTyT SIBIATBCS YUUTENIAMU GUZUKU
B) Bce yuntens nHGOpPMATUKHA MOTYT HMETh BBICIIYIO KATETOPHIO
I') Bce yuutens mareMaTuku MoryT uMeTs Il kareroputo
Kakoe 13 5THX yTBEp>KACHUH CIEIyeT U3 aHaTN3a 00CHX MPEICTaBICHHBIX JUarpaMm?

A 2)b
3)B 4HTr
16. Imeetcs pparMeHT AJIEKTPOHHON TaOJIMIIBL:
HaszBanue nposnnsa Jnuna, km | ['myOGuna, m

1 | Bocdhop 30 20
2 | MareiuianoB 575 29
3 | Opmy3ckuit 195 27
4 | I'yn3oHOB 806 141
5 | I'mOpanrapckuit 59 53
6 | Jla-Manm 578 23
7 | bab-21p-Manebckuii 109 31
8 | lapnanemibl 120 29
9 | bepunron 96 39

[To nanHbIM (hparMenTa TaOIHUIIBI OBLTIH TOCTPOSHBI TUATPAMMBI:



Huarpamma | HAnarpavma 2

Kakoe u3 cienyromux yTBep>KIeHUH UCTUHHO:
A) OGe muarpamMMbl BEpHO OTPaXKAIOT TaHHBIE, TPEICTABICHHBIE B TAOIHUIIE
b) Hu oniHa U3 tuarpaMM He COOTBETCTBYET JaHHbBIM, IPEJCTABICHHBIM B TaOJIMIIe
B) lmarpamma 1 orpakaet riyOruHY MPOJIUBOB
I') [lnarpamma 2 oTpaskaeT JUIMHY [IPOJIMBOB

1A 2)b
3)B 4T
17. Ykaxwure pacmupenue ¢aiina, comepixkaniero oosrauyro npezenranuio MS PowerPoint
1) .doc 2) xls
3) .pptx 4) .com

18. Kak M0>HO BBOOUTE TEKCT B ciaaiasl MS PowerPoint?
1) B moOoMm mecTe craiiia, kak B mpuiokeHun Word
2) TONIBKO B HAAMHCAX
3) B cnenuajbHO OTBEAEHHOM JJIs BBOJla MECTE
4) B AueiiKy, kak B mpuioxeHuu Excel
19. Kak BbIITH U3 pexxrMa IPOCMOTpa Mpe3eHTaluu?

1) Delete 2)F5

3) Esc 4) Enter
20. 3anmyck AEMOHCTpALUHU CIaii0B

1) F5 2) F1

3)F11 4)F3

21. MOHO 1 3aMEHHUTH JPYTUM MaKeT J0OABICHHOTO B MPE3EHTALUIO cliaiiia?
1) MOXHO B COOTBETCTBHH CO CBOUMHU MOTPEOHOCTIIMU
2) 3TO cAenaTh HEBO3MOYKHO
3) MOKHO, HO TOJIBKO JJIsl ONIPEICIICHHOTO KOJIMYECTBA CIaii10B
4) MOKHO, HO TOJIBKO ISl OIIPE/IETICHHOIO BUa CIaii10B
22. MoxHO 1 1IBeT (hOHA U3MEHHTH JIJIS1 KOKJIOTO Ciiaiia?
1) na
2) HeT
3) na, HO TOJIBKO JJIsi OIIPEIETICHHOTO KOJIMYECTBA CJIaii/I0B
4) na, HO TOJIBKO sl ONIPEICTICHHOT O BUA CIai/10B
23. MS PowerPoint — 370 ...
1) anumarnus, npeaHa3sHaueHHas AJis MOATOTOBKU MPEe3eHTAINM U Clal1-pUIbMOB
2) mporpaMma, IpeHa3HaAYCHHAS [Tl [IOATOTOBKH MPE3CHTAIUH U CIai1-(hUIBEMOB
3) mporpamma, npeaHa3zHaueHHas Ui PelakKTUPOBAHMS TEKCTOB U PUCYHKOB
4) mporpaMma, TipeJHa3HAYCHHAS TSI IOJATOTOBKH CXEM H TUarpamMmm
24. Kak 1o0aBUTh pUCYHOK Ha ciaiin?
1) BcraBka-Pucynok 2) IlpaBka-Pucynox
3) @aiin-Pucynok 4) I'naBHas-Pucynok
25. Cnaiin — 3710 ...
1) ab3ai nmpe3eHTaIu 2) cTpoYKa pe3eHTaluN



3) OCHOBHO# 3JIEMEHT MPE3CHTAIIHI 4) 3aroJI0BOK IIPE3CHTALIUH
26. YToOBbI yanuTh TEKCT, PUCYHOK CO claiijia, HEOOXOAUMO ...

1) BbIIEUTH €ro U HaxaTh kiiaBuiry Esc

2) BBIICIIUTH €T0 U HaXKaTh KiaBuiry Delete

3) BBLIEINUTDH €ro U HaxaTh kinaBumry Ctrl

4) BBIICIUTH €T0 U HaXaTh KiaBuiny F5
27. Kak 3ammycTuTh 10Ka3 CJIaiiJI0B MIPE3EHTALUH C TEKYLIEro ciaiiaa?

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

28. Ha ceprepe info.edu maxomurcs daiin list.doc, mocTym K KOTOPOMY OCYIIECTBIISCTCS II0
nporokony ftp. @parmenTtsl aapeca AaHHOro (aiiaa 3akoAupoBaHbl OykBamu a, b, ..., g (cM. TabIL.).

3anummure mocIeA0BaTeIbHOCTh 3TUX OYKB, KOTOpas KOAUPYET aapec ykasanHoro (aiiina B IHTEpHETE.
a b Cc d e f g
info | list /! doc | ftp |.edu| /

1) gecabdf 2) egacbdf
3) ecafgbd 4) egatbdc

29. Ha cepBepe test.edu Haxomutcs daitn demo.net, JOCTY K KOTOPOMY OCYIIECTBISICTCS I10
nporokoiry http. @parmeHTsl agpeca naHHoro (aiina 3aKOAMpPOBaHBI OykBamu a, b, ..., g (cM. TalIL.).

3anuimTe MociIeI0BaTeIbHOCTh TUX OYKB, KOTOpasi KOJUPYET aJipec yKa3aHHoro ¢aiiina B UHTepHeTe.
a b c d e f g

test | demo | :// / http | .edu | .net
1) gefcabd 2) egactbd
3) fecagdb 4) ecafdbg

30. B Tabnune mnpuBeAeHBI 3ampochl K IMOUCKOBOMY cepBepy. Pacmonoxute o003HaUYeHUS
3alpOCOB B TIOPSIKE BO3PACTaHUS KOJHMYECTBA CTPAHUI], KOTOPHIE HAMIET TMOMCKOBBIA CepBep IO
KakaoMy 3ampocy. st o6o3naueHus tormueckoit onepanuu MJIN B 3ampoce HCIONb3yeTcsi CHMBOI V, &
JU1s1 jorudeckor onepanuu M — &.
pedepar v maremaruka Vv ['aycc
pedepar v marematuka v ['aycc v Meton
pedepar v MmaTeMaTuka
pedepar & marematuka & [ayce
1) TBAB 2) BABI'
3) ABBI' 4) BBI'A

2.3.5. TunoBbIe 3a1aHuA

||| >

Tema 1. MadopManmoHHbIe TEXHOJIOTHH JOKYMEHTAITHOHHOTO 00ECTICYCHHS.
JlaboparopHas padota Ne 1
Co3znaHue J1e10BbIX TEKCTOBBIX 10KyMeHTOB B MS Word

Lenb paboThl: n3ydueHue HHGHOPMAIIMOHHON TEXHOJIOTUU CO3/IaHUs, COXPAaHEHUS U MOATOTOBKH K
neJaT TokyMmeHToB Microsoft Word.

3ananue 1. OdhopMuUTh IpUriIalIeHNe Mo o0pasiry.

[Topsimox paboTHI.

1. OTkpoiite TekcToBBIN penakTop Microsoft Word.

2. YcraHoBuTe BKIIAJKy PazMeTka cTpaHULIBI.

3. Hcnonb3yst KHONKH MaHeNnu UHCTpyMeHTOB llapameTrpsl ctpanuilsl (puc. 1) wim auanoroBoe
okHO [lapameTpsl cTpaHullbl (Ha)KaTueM B MPABOM HIDKHEM YTIIy TMaHENu WHCTpyMeHTOB [lapamerpsl
CTPAHMIIBI YTJIOBOTO 3JIEMEHTA ] )/ Biagku [onst m Pazmep Oymaru (puc. 2), yCTaHOBUTE MapaMeTPHhI:
pasmep — A4; opueHTalus — KHIDKHAS; 10JI: BepXHee — 2¢M, JieBoe 2,5 cM, HukHee — 1,5 cm, mpaBoe — 1
CM.

TaEKa PasMeTKa CTPaHMLE! Cewnkw  Pacceinki Pejerst

By Ij ¥= Pasphiski ~
i=) #5) Homepa crpok -
Mona OpueHTauma Pasmep KonoHkW

& PACCTEHOBKA NEPEHOCOE *

TlapaMeTpE CTpaHITLE =



Puc. 1. ITanens unctpymentoB [lapameTpsl cTpaHUIbI
4. VYcraHoBUTE BbIpaBHMBAaHHME — [0 LEHTPY; IepBas CTpoka — oTcTyn Ha — 1,25 cwMm;
MEKIYCTPOUHBIM HHTEpBal — 1,5, MCMONB3yIO MaHENb WHCTPYMEHTOB AO3all MM JHAIOrOBOE OKHO
AG3anl (HaxxaTHeM B MPaBOM HW)KHEM YIUIy IaHelId MHCTPYMEHTOB AO03all YIriioBOTO 3JI€MEHTa = )/
BKJIaaka OTCTYIBI U UHTEPBABI (pHC. 3).

MapameTpbi cTPaHHLbI E|@

Pasmep Bymaru || McTouHik Bymaru

Mona

BepxHee: 2 oM Hiorree: i1.5 cM

Nepoe: SVCM MpaBoe: |1 cm

| 4 12|
< |[ax 13

Mepennet: {0 cm MonoxeHue nepenneTa: Cnesa

OpueHTaLmMa

KHiwkHaA  anbboMHas

CTpaHHLbl

HECKOMEKO CTPEHHLL | OBBIMHEIA w

Ofpaszen

MpyMeHMTE: | KO BCEMY AOKYMEHTY %

Puc. 2. YcranoBka napaMeTpoB CTPAHHUIILI
Abzau, @g|

OTCTYMEI M HHTEPEANEL | [ToNogeHHE Ha CTREHHLE

[slaTTE]
BelpaEHHEBaHHE | Mo ueHTpyY =

¥poBEHE! | OCHOBHOH TekoT -

OTCTYN

Znega: |0cm NepEaa CTPOKE: Ha:

[EEARE R

Cnpasa; D ™ OTCTYn ~ I,ZSiEM =

[ 3epransHeie aTeTyns

MHTEpEAn
Mepea: lont & MENAYCTOOHHEIA! SHAYEHHE!
Macne: lonT & 1,5 CTpoKH - =l

[JHe acfisenate MHTEpBaN Mexay aB5aUaMA OAHOMD CTHAA

Obpasel,

[Iaﬁynslumsl‘.‘ ] [I‘Io WMONHEHKED. . ] [ [s/,8 ] [ OTMEHS ]

Puc. 3. YcranoBka napameTpoB ab3aia
5. HaGepure TekcT, NpUBEIEHHBIH HIDKE (TEKCT MOXKHO M3MEHUTh M JIONOJHUTH). B mpouecce
Habopa TeKCTa MeHsWTe HayepTaHue, pazMep mpudTa (A 3arojgoBka — 16 NT, Bce MPOMHUCHBIC; IS
OCHOBHOI'O TeKCTa — 14 mnT), TUIBI BhIpaBHUBaHMs a03aua (IO LEHTPY, [0 IIHPHUHE, IO JEBOMY Kpalo),
MCTOJB3YI0 BKIAAKY | JTaBHAS/KHONIKY HA aHemsX nHCTpyMeHToB pudTer n AG3a.
OO6pa3ern 3a1aHus:

[NPUT'JTALILIEHUE
YBaxkaeMblid
rocniogu Onee [lemposuu J[onocenkos!
[Tpurnamraem Bac Ha Hay4HO-TIpakTHYecKyro KoHGepeHImio «H(popManMoOHHbIE TEXHOJIOTHH B
COBPEMEHHOM OOIIIECTBEY.
Kondepernmmst cocroutcst 20 Host6pst 20078 14.00 B koHDepeni-3aie Komiemka yrpaBicHuHs..

V=]



VYueHslii cekpeTapb
A.K.OpioBa

6. 3aKIIOUNTE TEKCT MPUIJIALLIECHNS B PAMKY U IPOU3BEIUTE LBETHYIO 3aIUBKY. 1 3TOTO:!

— BbIOEpUTE BKJIAAKY Pa3zMeTka cTpaHUIbL;

— BBIJICJIUTE MBIIIBIO BECh TEKCT MPUTJIAIICHUS;

— Ha TIaHeJIU UHCTPYMEHTOB DOH CTpaHUIIBl HAKMUTE KHOIKY [ paHUIIbI CTpaHUIIBL,

— B JMAJIOTOBOM OKHe ['paHuIIbl U 3ajMBKa Ha BKIaAKe ['paHHIa yCTaHOBUTE MapaMeTphl: THI —
paMKa; IupuHa JUHUU — 2,25 0T; NPUMEHUTh — K a03aily; LBET JIMHUU — IO BalleMy YCMOTPEHUIO
(puc. 4);

— Ha BKJaJKe 3aJMBKa BBIOEPUTE IBET 3AJIMBKH, YKOKHUTE YCJIOBHUS NMPUMEHEHHS 3aJTUBKU —
MIPUMEHHTH K a03ally;

— Haxxmute kHornky OK.

rpauuu,m H 3a/THEKA

Cpanmua | CTpanmua | Sanveka

Tn: Tan: Obpazey,

HET | I WENKHUTE 0Bpazel Mam

MCI'IDJ'IbBy’ﬁTE KHOMEH

| —
== ||| —

|:| TeHe | e

D obteMHasA LEeT! H H
— | |

rﬂ Apyran %”PHHE“. =
=888 | P

12,25 nT
L MPHMEHHTE K
;aﬁ3auy |

[FopnsoHIaanaﬂ NHHKA. .. ] I [0, I [ DOTMEHE ]

Puc. 4. Odopmiienue paMKi BOKPYT MPHUTITAMICHUS

7. BcraBbTe pHUCYHOK B TEKCT mpuriameHus (Bkiagka BceraBka/ kHomka Knun (manens
uHCTpyMeHTOB MinmtocTpanus)).

[Tpumeuanue. {15 TOoro, 4roObl HAMTH HY>KHBII PUCYHOK, HEOOXOUMO MPOU3BECTH CIEAYIOLIUE
JEUCTBUA:

— Hakmute kHonKy Knnn Ha nanenu Wnmoctpanuu;

— B oToOpasmBIIelics obmactu 3amad Kmun (puc. 5) ykazare B moje VckaTh KIIHOYEBOE CIOBO
(Hanpumep, «oducy, «OU3HEC)H, WIHOIN», KIBETHD H JIp.);

— B packpsiBatomieMcsi cnucke IIpocmaTpuBaTh yKaszaTh KOJUIGKIMHM, B KOTOPBIX Oyzer
MIPOM3BEICH MOUCK (IO YMOJYaHHUIO — BO BCEX KOJUIEKIIUAX);

— B packpbIBaromieMcs criucke Mckath 00beKThI BEIOpATh THIT (hAilJIOB MyJIbTUMEINA JUTSI TOHCKA.

8. Jlns moucka He 00s13aTeNIbHO 33/1aBaTh MapaMeTpsl BO Beex mossix obmactu 3anad Kmun. [one
HckaTh MOYKHO OCTaBHTH ITyCTHIM, @ OCTAJIBHBIC JIBa — [0 YMOJIYaHUIO. B 3TOM citydae OyayT BBIACTICHBI
BCE O0BEKTHI KOJUTEKITUH.

9. B cpenneit obnactu 3amad Kinun oToOpas3sTcsi SCKM3bl PHCYHKOB, HAWIEHHBIX B KOJUICKIIWH,
BBIOEpUTE TPEOYEMBIA.

10. Haxxmute neBOi KHOMKOM MBIIIK HA pUCYHOK/ BKiaaka @opmat/ kHomka OOTeKaHNEe TEKCTOM
(maHenb WHCTPYMEHTOB YHOPSAOYUTH)/ 3a7aiiTe MOJOKEHUE TEKCTa OTHOCUTEIbHO PHCYHKa — Iepes
TeKCTOM (pHuc. 5).

11. CxonupyiiTe TUIIOBOE MPUTIAILICHUE HA JTUCT JABAXK/IbI:

— BBIJICTIUTE MIPUTJIAIICHUE;

— ycranoBuTe BKIaKy [ maBHas/ kHonka KonupoBats (manens HHCTpYMeHTOB bydep oomeHa);

— YCTaHOBUTE KypCOp Ha HOBYIO CTPOKY;

— BkJaaka ['maBHas / kHonka BetaBuTh (manens unctpyMeHToB bydep oOMena).




FWo.. PaGoTa C pUCyHEaMI
Bua | PopmMaT

|= BuipoeHaTe =

R D{-EHHE :IE DBTEKAHWE TEKCTOM ' Sk NosepHyTe =
& @ B TekcTe
/1? ! B Bokpyr pamkn
NaHens HHCTRYMMeHTOR B8 Mo xormypy
YI'IODH,D,O‘-IHTE; E 3a TeKCTOM
lﬁ Hepes TeRITOM
] Iﬂ CEEPXY M CHHU3Y
E CrEO3HOE
[EI WZMEHNWTE KOHTYP 0BTEKaHUA
& donoaHnTencHele NapaMeTpEl PAIMETEM..,

Puc. 5. 3aganue nonoKeHus TEKCTa
[Mpumeuanue. s BCTaBKM  CKONMPOBAHHOTO  JJIEMEHTa B JOKYMEHT  JOCTaTOYHO
BOCIIOJIB30BaThCsl CTAHAAPTHBIMU CpPEACTBAMU: BBIJCIUTE MpPHUIVIANICHUE/ HAKMHUTE MPAaBYI KHOIKY
MBIIIIY, B TOSBUBIIEMCS KOHTEKCTHOM MEHIO, BhIOepUTe KoMaHAy KomupoBarh/ Ha MecTe, B KOTOpPOE
HEOOXOIMMO BCTABUTh JIEMEHT, HAKMHUTE MPABYIO KHOIKY MBI, B ITOSBUBIIEMCS KOHTEKCTHOM MEHIO,
BbIOEpUTE KOMaHy BcTaBuTh).
12. OTtpenakTupyiiTe JUCT C MOTYYCHHBIMU JABYMS MPHUTJAIICHUSIMU U TOJATOTOBBTE K TeYaT (B

menro kHomku Office E:?%/" BoiOepute [lewars/ [IpenBapurensuenii npocMoTp wiu Ilanens OvICTpOro
noctyna/kHonka IIpenBapuTenbHblil IPOCMOTP).

13. Hameuaraiite npurnamenus (npu Hanunauu npuHTepa) MeHro kHonku Office/Iledats/Ileuats u
YCTQHOBUB HYXKHbIE ITapaMeTpbl MeyaTH (YUCIIO KOMUHM — 1, CTpaHuLbl — TEKy1Iast).

14. Coxpanwure ¢aiin B Marnky Baimieil rpymiibl, BEIITOJIHUAB CIIEAYIONINE ACHCTBUS:

— kHonka Office/ Coxpanuts kaxk.../ Jlokyment Word 97-2003 unu [lokyment Word,;

— B AuanoroBoM okHe CoxpaHeHHEe JOKyMEHTa YKakuTe UMs Aaucka (Hanpumep, C) U uMs nanku
(manpumep, Mou nokymentsl/ Homep rpynmsi);

— BBenuTe uMs Qaiina: «J1a6.1 Ipurnamenuey;

— HaxXMHTe KHONIKY COXPaHUTb.

3ananue 2. OhopMuTh 3asBiIeHUE TI0 00pa3iy

Kparkas cnpaBka. BepxHss yacTe 3asBieHus odopmiisiite B BUJe TaOauIbl BKiIagka BcraBka/
kHomKa Tabnuua (maHens HHCTPyMEHTOB TaOmuIilkl)/ B MOSBUBIIEMCS OKHE C MAKETOM SYEEeK TaOJHIIBI C
IIOMOILbIO MBIIIM BBIIEINUTE TpeOyeMoe KOJIMYECTBO CTPOK M CTOJOLOB (2 ctonbua u 1 cTpoka), uiu
BbIOepUTEe KOMaHy BeraBuTh Tabnuily, mim BeiOepuTe koManay HapucoBats Tabnuiy. Tum nuHHA — HET
rpanun (Bkinaaka KonctpykTtop (mosiBnsiercss mpu pabote ¢ Tabnuiamu)/ TMaHENlb HHCTPYMEHTOB
Hapucosate rpanutpl). [IponsBenuTe BeIpaBHUBAaHUE B STYEHKAX IO JIECBOMY Kparo U MO HEHTPY (BKIAIKa
Maket/ naHesbp HHCTpYMEHTOB BrlpaBHUBaHUE).

OGpa3sew 3a1aHus:

L 3AIBJEHUE i [eHepanbHOMY gupeKTopy '
23.12.2007 r. OAO «<HOPMA»

MPOKUBAKOLIEH T10 aJIPECY:

oT CunopoBoit AHHBI JIbBOBHHI,
123456, r. Ilen3a,

[Tpomy mpuHSITH MEHS Ha pabOTy HA JOJKHOCTH TJIABHOTO TEXHOJIOTA.
(monmucek) (A.JI.Cunopona)

JlabopaTtopnast pabota Ne 2
Coznanue KOMIUIEKCHBIX JoOKyMeHTOoB B MS Word
[lenb pabOThI: M3YYCHHE TEXHOJIOTHH CO3/JaHUSI KOMIUIEKCHBIX JOKYMEHTOB.
3amanue 1. Co3gaTh TEKCTOBBIM JOKYMEHT, COJEpXKAallMid pPHUCYHOK B BHUAE CXEMbl U



MapKUPOBAHHBIN CITHUCOK.

[Topsimox paboTHI.

1. OTkpoiite TekcTOBBIN penakTop Microsoft Word.

2. Pa3BepHHTE OKHO pEIAaKTOpa Ha BECh HDKpaH. YCTAaHOBUTE BUA — BKIaaka Bupa/ manenb
MHCTpYMEHTOB Macmital — 1o mMpuHe CTPAHULIBI.

3. 3anaiiTe Bce mosst cTpaHuibl o 2,5 cM (Bkiagka Pazmerka crpaHuiibl).

4. Ilepen HauagoMm HaOOpa TEKCTa yCTaHOBUTE pa3Mep mmpudTa 14 nt, BUI — KypCcUB U TapHUTYpa
mpudTa Times New Roman.

5. Bxiagka Pa3zmerka ctpanuiibl / maHens» HHCTPYMEHTOB A03all 3aaiiTe ClIeayroIIne napaMmeTphbl:

— BBIPaBHUBAHUE - 110 IIUPUHE;

— MEXKCTPOYHBIN UHTEpPBAI — MHOXKUTEIb 1,3.

6. Bkmagka Pasmerka crpanunel B rpymnme [lapaMeTpbl CTpaHMIBI BBIOEPHTE KOMaHIY
PaccranoBka nepeHocoB, a 3aTeM BbIOepUTe KOMaH1 ABTO.

7. Habepute oOpazern Tekcra. OOpaserr CoNepKUT OJUH ad3al] TEKCTa, PUCYHKA B BHJIE CXEMBI H
MapKUPOBAHHBIN CITUCOK.

Kparkas cmpaBka. [l co3maHusi CXeMbl BOCHONB3YyHTech BKIaAkoW BcraBka/ maHenb
Wnmoctpanun/komanna @urypsl. [locie coznanus cxeMbl IPOBEAUTE IPYIIUPOBKY, 171 TOTO YTOOBI BCA
cxeMma BOCHpUHHUMAJIACh KaK eqUHbIN rpadudeckuii 00beKT. s aToro:

— BBIJICIUTE BCIO cxeMy (Bkiajaka [ maBHas/ manens PegaktupoBanue/komanaa Beioop 00beKTOB);

u
-
]

— Bkianka Popmar/ maHens YHOpsAo4YuTh/ BbIOEpUTE KoMaHAy [ pynmupoBath
KOHTEKCTHOE MEHI0/ KOMaHa [ pynmupoBarts).
8. Jlns co3maHMsl crMcKa MCMONb3yWTe BKIAAKY [7aBHas B rpymme AO3ail MIEIKHUTE CTPENKY

(v

o
-

pagoM ¢ KoMaHAoW Mapkepbl Ecnmn B mnpennoxeHHOH OuOIMOTEKE MapKepoB HeET
COOTBETCTBYIOIIETO, TO BbIOepUTe KoMaHay OnpenenuTb HOBBIM MapKep U 3aaiiTe He0OX0IUMBIH.
OO6pa3ern 3a1aHus:
Hnpopmayuonnoe nucomo
Mertononorus IUIaHUPOBaHMS MaTepHalbHBIX pecypcoB npousBojacTBa (MRP) obecneunBaer
CUTYallMI0, KOrJa KaKIbIM AJIEMEHT IIPOM3BOJACTBA, KaXk/1as KOMIUIEKTYIOLIAs J€Tajb HAaXOIWUTHCS B
HYXXHOE BpeMs B HY)KHOM KojuuecTse (puc 1).

Cocrasn U3IENUS u ITnau 3aKa30B u
ONKMCaHNE MaTePHAJIOB KOPPEKTHPOBKA K HEMY
[Tpon3BOACTBEHHBIM ‘ OrtueTsr:
rpaduk padbot 0 TJIAaHUPOBAHUH;

0 Tporecce;
CocTosiHue 3aI1acoB O BBIIIOJIHEHUU

JlaHHBIE 10 OlEpaALUAM

Puc. 1. Crpykrypnas cxema MRP

Ha ocnoBanuu Bxoanbix nanubix (MRP) — cuctema BBINOTHSET CIIENYIONINE OTIEPALIIH:

— ONpeneNsieTcs KOJIMYECTBO KOHEUHBIX JAHHBIX H3AEIUN IS KaXJOro Iepuoja BpPEMEHU
IJTAHUPOBAHUS,

— K COCTaBY KOHEUHBIX U3JIENIUN JOOABISIOTCS 3aIaCHbIC YacTH;

— ompenensercs: 00mast HoTpeOHOCTh B MaTEPUAIBHBIX PECypcax B COOTBETCTBUU C BEIOMOCTHIO
MaTrepuaioB U COCTaBOM H3/1eINs;

— o0mas mMoTpPeOHOCTh MAaTEPHATIOB KOPPEKTUPYETCS C YIETOM COCTOSHHS 3aIacoB ISl KOKIOTO
M€pUO0/1a BPEMEHH ILJIAHUPOBAHUS;

— ocyliecTBiseTcss (OpMHUpPOBaHHE 3aKa30B HA IONOJHEHHUE 3allacoB C YYETOM HEO0OXOIMMOTO
BPEMEHHU OIEPEKECHMUS.

9. IIpoBepbTe BBEICHHBII TEKCT C TOYKH 3pEHUS TpaMMaTUKH (BKJIaaka PernieH3npoBanue/ maHenb



[IpaBonucanue). UcnpaBuTh Bce HaliieHHbIe OlMOKU. COXpaHUTE JOKYMEHT.

3amanwue 2. [Ipuembl pabOTHI C MHOTOCTPOYHBIM TEKCTOBBIM JIOKYMEHTOM

[Topsimok paGoTHI.

1. Cxonupyiite JOKYMEHT, CO3/JaHHBIN B 3aJlaHUU 1, yeTkipe pasa.

2. BoimonHuTEe NMPUHYIUTENBHOE pa3/ielieHHe Ha CTPAHUIIbI MOCIEe KaXI0ro HH(POPMAIIMOHHOTO
nmuchbMa kiaBumamu [Ctrl]+[Enter]. B pe3ynbpTare 3TUx ACHCTBHI Kaxaoe WHPOPMAIMOHHOE MUCHMO
OyzeT pacrnojaraTbCsi Ha HOBOM CTpaHHUIIE.

3. 3amaiiTe Hymepanuio CTpaHUI] (BBEpXY CTpPaHUIIbI, CIpaBa) KOMAHIOW BKiIagka BcraBka/

Haomep cTpaHuubl ™
na”ens Konontutynsl/ Homep crpanuibl 4 ey

4. OtdopmaTupyiiTe HepBbI ad3all TEKCTa KaXIO0ro HHGOPMAlMOHHOIO MHChbMa (BKJIalKa
['maBHas) cnemyronmm o0pazom:

— 1-e nucemo: mpudt Time New Roman, 14nt, ¢ kpacHOU CTpOKH (OTCTYIIOM), BHIPABHUBAHUE 110
[TUPUHE;

— 2-e mucbMo: mpudt Arial, 120t, ¢ Bucsueit cTpokoit (BBICTYIIOM)
BBIPAaBHHUBAHKE TI0 JICBOW TpaHUIIC; ab3alHbIe OTCTYIBI MO 2 CM CJieBa M | Erwm v
CIIpaBa; CUMETUTE Bee

OBEIYHBIR

— 3-e mucemo: mpudr Time New Roman, 10nT, mepBas crpoka
a03ary 0e3 OTCTyIa U BBICTYIA, BRIPABHUBAHKE 110 IPABOMY Kpalo;
— 4-e mmucpMO: (parMeHT OTPOPMATUPOBATH KAaK BO BTOPOM

7

[IMCbME, MOJNb3YysSICh pexumMoM Popmar no obpasiy , KOTOpBIN
BbI3bIBAETCSI KHOIIKOM Ha MaHenIu MHCTpyMeHTOB bydep oOMeHa Bkiaaka
I'maBHas;

— BBLIEIUTE NepBbIi ad3all 2-ro nucbMa/HaxxMuTe KHONKy dopmat

1o o0Opasiy 7 ;
— TepEeMEeCTUTECh K MepBoMY a03aiy 4-ro mnuchMa/ HAXKMHUTE

kHonky @opmar 1o oopasiy 4 /BeIIEIIUTE a03all.
— 5-e mucbMO: TEepBBIA ab3am OTGOPMATUPOBATH KaK B TPETHEM
MUCHhME, TI0JIB3YACh pexxuMoM Dopmar 1o oOpasiry.

Bes mHTepsana

| SJaronosox 1

Saronosor 2

| Zaronosok 3

HaseaHue
MoasaronosoK
CnabGoe solaeneHve
Boliaensrne
CHREHOE BElOENEHHE
CTporii

UuTaTta 2
BrigeneHHaA uMTaTa
Cnaban cceinka
CuneHanA cceinka
HasBaHWe KHMr
AfG3aL cnucka

BEpXHHA KONOHTHTYA

E2ApspwolERooweoslRRBEIE=2=2

[ ApeasaprTensHEE ApocuoTh

5. 3apjaiiTe CTWJIb 3arojioBKa Ha KaXkJ10M CTpaHUIE, HCIOIb3Ys
mabionsl ctwied. Bxnagka ['naBHas/ HakaTueM B IIPaBOM HUXKHEM YIITy
S,

MaHeau MHCTpyMEHTOB CTWIM YIJIOBOTO 3JIEMEHTa L1 3amaiiTe CTUIb
«3aroyoBoK 2» (puc. 2).

I:I OTENNHKTE CEASAHHBIE CTHAK

MapameTpel. ..

Puc. 2. 3amanue ctung
3arojioBKa
6. CozpaiiTe OrJaBlIeHHE JIOKYMEHTA. Y CTAaHOBUTE KprOp B KOHIIE JIOKyMEHTa, BBIOEpUTE

CrnaeneHne

Bkuiiagky Ccpuika/ nanens Ornabnenue/ knonka Ornasienne -~ (puc. 3).
7. Wcnonp3ys oOrjaBlieHHE, MEpedauTe K TpeTbeMy mucbMy (ynaepkuBaiite kHonky Ctrl u
HIENIKHUTE TPEThe NH(OPMALIMOHHOE TUCHMO).



Ornasine HHe

Dfpaseu Ne4aTHOro AokyMeHTa Ofpazeu sef-aokymeHTa

SATOJIOBOK 1 1 SATOJOBOK 1

3aronosok 2 3 3aronosow 2

3arcnceok 3 5 3sronceck 3

MoKazaTe HoMepa CTpaHAL, THNEPCCHINKH BMECTO HOMEPOE CTPEHHL
HoMepa CTPAHHLL MO MPABOMY Kpa:

Sananurens: v/

Dbwme
hopmaTe: | KnaccHdeckHi I

VpogHn: |3 £

:
Puc. 3. Co3nanue ornaBieHus TOKyMEHTa
8. Ilocie TpeThero muchbMa IMOMECTUTE 3aKJIaAKy (BKiagka BcraBka/ manens CBsi3u/ KHOIKA

A 3aknaaka
3aknaaka ) ¢ umeneM Ilucemo 3 (puc 4). Ilpu ycTaHOBKe 3aKJIaJIKM MPOCICAUTE 3a

IMMOJIOKCHHUEM KYpCOpa Ha CTpaHHUIIC, TAK KaK ITO3KE 6yz[eT IIPOU3BCACH BO3BpAT B MCCTO 3aKJIaJIKU M3

JAPYroy 4acTy JOKYMEHTA.
3axnagna E]B'_TI C;ocun E|g|

lAna saknaakm: MonoxeHHE

frered  srocsn (e crpamies ]
Popmart

APYIOR;

hopﬂﬂOK: [OITH gachel iy érr!PD.ﬁ.D"*"Tb v
O.;';;.J.'\DN!EHME MPHMEHHUTE HEMEHEHHA
|:| CKPBITEIE 38KN3AKH OpHMEHMTE: E:KU BCEMY A0KYMEHTY -v .:
[ BCTABHMTE ] [ OTMEHA ]
Puc. 4. YcraHoBKa 3aKIagKHA B TEKCTE Puc. 5. BcraBka 0OBIYHOI CHOCKH
JIOKYMEHTAa BHU3Y CTPaHULBI

9. [Tocne Habopa nMeHU 3akiaaKu 3adUKcUpyiiTe ee KHOMKOM /{00aBUTE.

Buaumanue! Mms 3aknaaxu He JOHKHO COACPIKATH MPOOEIBI.

10. YcraHoBuTe Kypcop B KOHIIE 3aroJioBKa MEPBOrO MHCbMa M MOCTaBbTE OOBIYHYIO CHOCKY
BHU3Y JTOKyMeHTa ¢ TeKCToM «IIncemo 1» (Brnanka Ccbliky/ HaKaTUEM B IPABOM HUKHEM YIUTy HaHENH
HHCTPpYMEHTOB CHOCKH yTIIOBOTO 3JIEMEHTA E|) (puc. 5).

11. BcraBbTe B KOHIIE KaX/I0TO MTUChMa CBOM (haMIUIHUIO, UMSI M OTYECTBO, MOJIb3YSACh KOMaHIaMH.
[IpenBapuTenbHO BBITOIHUTE CIAEAYIOIINE IEUCTBUS:

— BkJaaka BeraBka/manens nHCTpyMeHTOB CUMBOIIBI/KHONIKa CUMBOI;

— B BBIMAJIAIONIEM MCHIO HaXaTh J[pyrue CUMBOJIBI,

— B AMaNOroBoM okHe «CUMBOID) Ha)KaTh KHOMKY ABTO3aMEHa...;

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

— YCTaHOBUTE MapKep — OOBIUHBIN TEKCT;

— B noyie Ha HaGepuTe MOITHOCTHIO CBOO (DAMHITUIO, IMSI I OTYECTBO;

— Haxkmute kHonku Jlo6asuts, OK (puc. 6);

— B KOHIIE Ka)XKJIOTO MHChMa BBEIUTE C KIIaBHATYPHI OykBocoueTanue « OOy .

12. OTum neiictBueM Bbl oABsi3aiu kK OykBocoueTanuio «OHO» cBou haMuinio, UM U OTYECTBO.

13. Ilepeiinure K TpeTbeMy ab3ally C MOMOINBIO 3aKianku udepe3 (Bkiagka BcraBka/ 3akmaaka/
[Tepeiitu/ ITucemo 3).

14. Bkmagka I'nmaBaas/manens wuHcTpymeHToB Ulpudrter/kHonka Peructp Aar| (puc. 7),
nepegopMaTHpyiTE TEKCT BTOPOro ad3ara Ka10ro NuchMa CIeAyIIUuM 00pa3om:



— IACHMO | — «BCE MPOMHCHBIEY;

— IIUCHMO 2 — «BCE€ CTPOYHBIEY;

— IUCHMO 3 — KHAYMHATH C TIPOITUCHBIXY;

— IIUCHMO 4 — KA3MEHUTH PETUCTPY;

— IACHMO 5 — «KaK B MPEIIOKCHUAX.

15. CoxpaHuTe cO31aHHBIN JOKYMEHT ¢ THIIOM (aiina Web — cTpaHua B Balry mamnky. 3aKkponTe
JTOKyMEHT ¥ BHOBb OTKpoiTe ero. OOparuTe BHUMaHHE Ha TO, YTO JOKYMEHT OTKpBIBAacTcs B
obo3pesatene Internet Explorer.

Sl

ABTOSAMEHA | ABTO3SMEHE MATEMATHHECKHNM CHME0NaK | AsTodopraT npresoas | AsTodopnat | CrapT-Terk | | Kak B NPedN0HEHNAX,
MK 33aTh KHOMKK BOSMOKHOCTER S TO3aMEHb! | -
ECE CTPOYHGIE |
Mcnpaenate fBe MPonrcHee GykBRl B HA4ane Cnoea
Aenate nepebie GykEbl OPEANODHERNA NPOMHCHEIMA BCE MPONMCHBIE
]
AEnaTh nepeie GykEb! QUesKk TAAMHL NPOMMCHEIMA
MMCATE HA3EAHHA AHEN € NPOMMCHON GyKBL! ﬂa YuHaTe C M PONKCHE
YCTPAHATE NOCOEACTEMA CYUSHHOMD HawaThA CAPS LOCK -
W3IMEHWTb PETUCTR
[[] MenpagnATe packnaaky KN3MaTYRE —
ZaMEHATE NPH BE0AS
33AMEHHTE! Ha: i T PI/IC B 7 B HBMGHGHI/IG
o :-:TMTDEa Haaemaa CepreesHa peI‘I/ICTpa H_IpI/I(bTa
thyeKumrA I dyHKLHA A
XOOPLHA *OPOWHA
®0OpWD | %opowo
®OTELT | XOTETE
YEOMBEK YEnoEEK
YeceT 4elTh |
biGcTpo OeIcTpO "
ABTOMATHHECKH HCNPABNATE OpdorpadH4eCkHE oWHEKH

Puc. 6. BBog ycnoBusi aBTO3aMEHBI
Jlaboparopnas pabota Ne 3
Co3nanue opranu3anuoHHBIX AuarpamMm B MS Word

Lenb 3aHATHS: U3yYeHUE COBMECTHOM paboTsl mpuioxkenuid MS Word u SmartArt.

[Ipy HEOOXOOUMOCTH NPOWLIIOCTPUPOBATH OTYETHBIC OTHOLICHUS JJS KOMIAHMU WU
OpraHM3ali MOXKHO CO3/aTh PUCYHOK SmartArt, B KOTOPOM HPUMEHSETCS MaKeT OpPraHU3allMOHHON
auarpammbl, Hanipumep OpranuzanuonHas auarpamma. OpraHu3aluoHHAs AUarpaMMa HCIOb3yeTCs IS
rpadUyecKoro MpeCTaBlICHUs YIIPABICHUECKON CTPYKTYpPhl OpraHU3aluu.

3ananue 1. Co3naTh TEKCTOBBIM JOKYMEHT CO BCTaBKOM OpraHM3allMOHHOM JIuarpaMMbl I10
oOpaziy. LlBer momst — romy0oif, mBeT oprauarpammbl — KenThlid. CTHIB paMoOK Moa00paTh
CaMOCTOSITEIILHO.

[Topsiiok paGoTHI.

1. OTkpoiite TekcToBBIN penakTop Microsoft Word.

2. YcraHoBuUTEe mapaMeTpbl a03ala: KpacHas CTpoka, MHTepBan — 1,5 (HakaTHeM B MPaBOM
HUKHEM YTITy MaHeIu UHCTPYMEHTOB [lapaMeTphl cTpaHUIIbI YIIIOBOTO dJIEMEHTA E|/BI<J1azu<a [Tons).

3. BeauTe TEKCTOBYIO 4acTh JOKYMEHTA.

> =

4. Ha Bxiaake BeraBka B rpynne MinirocTpaliuy Ha)XKMUTE KHONIKY SmartArt smartart

5. B nosBuBmIeMcs okHe Bri6op pucynka SmartArt BeiGepute Mepapxus, mocie 3Toro BeloepuTe
MakeT OpranuzaimoHHas auarpamma, a 3arem Haxxmute OK (puc. 1).

6. Y nanure HEHY)KHbIE DJIEMEHTBHI.

7. [nst noGaBiIeHUs: HOBOT'O JIEMEHTA B OPraHU3ALMOHHYIO IMarpaMMy BbITOJIHUTE:

— YCTaHOBHUTE MBIIIKY Ha SYEHKY, K KOTOPOH BBl XOTHTE T00aBUTH HOBYIO STYCHKY;

— B KOHTEKCTHBIX MHCTpyMeHTax Pabora ¢ pucynkamu SmartArt Ha Bkiaake KoHcTpykTop B
rpynmne Coznath pucyHok Haxkmute Jlob6aButh ¢urypy. B Beimamatomem mento BeiOepute J[00aBUTH
IIOMOLIHHKA.

8. AHaJOrM4yHO 100aBbTE CIEIYIOIINI JIEMEHT.



9. /1 BBOJA TEKCTa BBITIOJIHUTE OJTHO U3 CIEAYIOIIUX JACHCTBUN:

— llenkHuTe BHYTpH QUTYpHI B pUcyHKe SmartArt 1 BBEAUTE TEKCT.

— Ilenxuute [TekcT] B 061acTH TEKCTA, a 3aTeM BBEIUTE HEOOXOUMBIN TEKCT (pHUC. 2).

10. Pucynok SmartArt HacTpoiTe ImyTeM H3MEHEHHUs pa3MepoB (QUTyp, T00aBICHHUEM 3aJUBKH,
KOHTypa (QUryp, CTHIS paMOK (KOHTEKCTHble MHCTpyMEHThl PaboTa ¢ pucyHkamu SmartArt Bkiajka
dopwmar).

Boeanre Texcr 3

Boibop prcyHka SmartArt

» [Texcr]

= oce - = ——
2= Crmcox =] = ,".n- [—— = [Tewxcr]
- - | ] & [Texkcr]
e =2 L=z BE | |
Eerd = =
S _Unen | =g8 =28 _
— (N (| [
b i i J = [TekcT]
-
Opranmsaynonnan anarpamma
=T T CRy®iT Ans oToBpawenua
MEPAPXAHECKOR MHBODMALIN 1k
OTHOLWEHMA NOAOTHETHOCTH B
OPrEHMSAELMM. C STHM MGKETOM
AOCTYMHb r Pl MOMOLUHMKA,
OK | Oprammsaunonnan OWarpaMMa...
.
Puc. 1. Beibop makeTa opranu3alinoOHHOM Puc. 2. Obnactb TekcTa

JarpaMMbl

Oo0paszer 3agaHus:

VYnpasnenue punancamu Gpupmsl

B ynpaBnenun (puHAHCOBOW ACSITENHLHOCTh MPEANPHUATHS BAXHYIO POJIb UTPAIOT (PUHAHCOBHIC
MEHEIDKEpPBhl. DTO BBICOKOKBATH(HUIIMPOBAHHBIC CICIHATUCTBI, OOJNaJarollue 3HAHUAMU B 00JacTH
(¢uHAHCOB M OYXTaNTepCKOTo ydeTa, KpenuTa U JIEHEKHOTo 00palleHus, IIEHO00pa30BaHMs, HAJIOTOBOTO
3aKOHOJIATEIhCTBA U TEXHUKH OAHKOBCKOW M OMPKEBOH JIEATEILHOCTH.

OUHAHCOBOMY MCHEIKEPY IOAYHMHEHBI JiBa (YHKIMOHATBHBIX MEHEDKepa — KOHTPOJICep H
Ka3Hayeil. UeTKoro pasrpaHuueHusi B paboTe KOHTpoJIepa U Ka3Hauesl He CYIIECTBYET, UX JODKHOCTHBIE
O0SI3aHHOCTH B Pa3HBIX KOMIAHHSIX Pa3jIMYalOTCS B 3aBUCHMOCTH OT TIOJUTHK, MPOBOJUMON UM, H
MEPCOHAIBHBIX KaYECTB.

IIpe3nnent
(I'maBHBIN yIPaBJISFOIIAI )

Bume-npesunent
I10 MIPOU3BOJCTBY

Bune-mpesunent
1o puHaHCaM

Bune-npesunent
10 MapKETHHTY

KouTponep

Ka3naueii

3amanue 2. Co3nare oprauarpaMmy o oopasiy.




dunaHcoBbIE CJ'Iy>I(6BI MMpCANpUATHUA

CoBeT AUpEKTOpPOB

!

[Ipe3unent
(T'naBHBIH yIIpaBISIONIHIA)

v * A 4

Buue-npe3unent Buue-npesunent Buue-npe3uneHt
TI0 TIPOU3BOJCTBY 1o (uHAHCAM M0 MApKETHUHTY
KonTponep Kasznaueit
MeHemxep 1o Hajoram MeHnemxep 1o KpeauTam
Menemxep 1o yuery Menemxep o KOHTPOJIIO U
TIPOU3BOICTBEHHBIX H3JEPIKEK PETYIUPOBAHUIO JEHEXKHBIX
oneparuit

MeHemKep 0 KOMIIBIOTEPHBIM
pacueram Menemxkep o pruHAHCOBOMY
[UTAHUPOBAHHIO

Menemxkep o GpuHAHCOBOI
OTYETHOCTH MeHepkep 1Mo KannuTalbHBIM

BJIOKCHUAM

Menemxep o NPUBICUEHUIO
(hUHAHCOBBIX pecypcoB

MeHe)chep 110 UHBECTULIUAM

Tema 2. TexHonoruu 06paboTku HHPOPMALIHH, PELICHUE 3a7a4 B JJIIEKTPOHHBIX TAOJIUIIAX.
JlabopaTtopHnas pabota Ne 1
BBon u pegakTupoBanue 1aHHbIX B TabnuuHoM nporeccope MS Excel
[{enb pabOThI: HAYYUTHCS CO3/1aBATh MMPOCTEHIIIHE TAOJUIIBI B TAOIMYHOM Mporieccope MS Excel.
[Topsimok paGoTHI.
1. BBequTe maHHbIC CIEAYIOMIEH TaOTUIIBI.
A

B c
1 |DaMHAMA BRAagYmMKa |Cymma Brknaga, S CLUA Jona ot obwero Bknaga, %
2 Abpamos 10520,28
3 |Muxainosa 5830,56
4 |Topenos 25650,39
5
6
7
8

MNetpos 50880,95
AbBenaH 19330,41
Jlyrawnk 14920,18
Utoro:

2. [lopGepute mupUHYy CTOIOIOB TaK, YTOOBI OBLIIM BUIHBI BCE HAIIHUCH.
3. BcraBbre HOBBIM cromben mepen cromdomom A. B sueiiky A/ BBemute TekcT MNe n/n,
MIPOHYMepyiTe stueiiku A2:47, UCHOJIb3ysl aBTO3aII0JIHEHHE.
A B

£ D
Non/n ®amunuA Brnagunka |Cymma srknaga, $ CLUA |Jona ot obwero srnags, %
1|ABpamos 10520,28
2|Muxarnoea 5830,56
3|lopenos 25690,39
4[MeTpos 50880,95
3
6

Abenan 19830,41
UVEETTS 14920,18
Wroro:

il
2
3
4
5
6
7
8

4. BcTaBbTe CTPOKY Ui Ha3BaHHWs TaOnuubl. B siueiiky A/ BBenuTe Ha3BaHUE TaOIHIIBI
Hnousuoyanvhvle 6k1a0bl KOMMEPUECKO20 DAHKA.



A B C D

1 VHavemnayanbHbIe BKNE4bI KOMMEDUECKOro DaHka

2 |Ne n/n [Pamnnna srnagumea Cymma ernaga, S CLUA Jona ot obwero sknaga, %
3 1|ABpamoe 10520,28|
2(Muxainoea 5830,56|
3[fopenoe 25690,39
4[NeTpoe 50880,95
3

6

Abenad 19830,41
Myrawmg 14920,18
Wroro:

5. CoxpanuTte Tabnuily noJ UMeHeM bauk.xls.
JlabopaTtopnast pabota Ne 2
Bona dopmyn B Tabnuunom nporeccope MS Excel
Lenb paboOThI: HAYYHUTHCS CO3/IAaBaTh MpocTeime GopMyisl B TabimmuHoM npoueccope MS Excel.
[Topsiiok paGoTHI.
1. Otkpoiite daiin bauk.xls.
2. B sueiiky C9 BBeauTe (hopMyIly Al HAX0XKIEHUS OOIIEH CyMMBI.
3. B sueiiky D3 BBeaute ¢GopMyny IS HAXOXKICHHUS JOJIH OT OOIIEro BKJIAAa, HCIOJB3Ys
a0COJIOTHYIO CCBUIKY Ha stueiiky C9: =C3/8§C$9*100.
4. Cronupyiite 1anHyio GopMyiy st rpynn staeex D4:DS.

D

Wi~ oo R

1 MHOMBMAYaNbHbIE BKA3Asl KOMMEDYECKOro BaHKa

2 |Ne n/n|®amunna srnagurka Cymma BrNaga, S CLUA OonA oT obwero Bknaga, %
1|ABpamos 10520,23| 8,24
2[Mwuxainosa 5830,56 4,57
3|lopenoe 25690,39 20,12
4[MeTpos 50880,95 39,85
8
6

w

ABenaH 19830,41| 15,53
TyRawue 14920,18 11,69
Mroro: 127672,77|

5. Coxpanute u3MEHEeHHs B (paiire.
Jlaboparopnas pabota Ne 3
®opmatupoBanue Tadnui B TabnmmyHOM npoueccope MS Excel

Llenp paboOThL: HaydyuThCA NOPOCTEHIIMM mpueMaM (HOpMaTUPOBAHUS TaOMUI B TaOJIMYHOM
npoueccope MS Excel.

[Topsiiok paGoTHI.

1. Otkpoiite daiin bauk.xls.

2. ns rpynmsl stueek C3:C9 ycranoBute Pazdenumens molcsay u paspsaoHocms /[ee yugpul nocie
3anAMmMou, UCTIOIb3ys KHOIIKH 5 &,

3. dns rpynnsl siueek D3:D8 yctaHoBUTE pa3psaaHOCTb Lenoe uucho.

4. Oobeaunure ssuciiku A1:D1.

5. JlobaBbTe /1Be CTPOKM IOCIIe Ha3BaHUs Tabuulbl. BBequTe B stueiiky 42 Tekct [ama, B S4EHKy
B2 — ceronnsimnioo naty (Hamnpumep, 25.10.2003), B sueiiky A3 TekcT Bpems, B sueiiky B3 — Tekyiiee
Bpems (Hampumep, 15:08). Beibepute dhopMaT gaThl U BpEMEHH B COOTBETCTBYIOIIMX SYEHKAX MO CBOEMY
KEJTAHHUIO.

6. nsa stueex A4:D4 ycranosure [nasnas, Hucno, Bwipasnuseanue, llepenocums no crnosam,
MIpeABAPUTEIIBHO YMEHBIITUB pa3Mephl MOJIeH U YBEIIMUUB BBICOTY 4-0i CTPOKH.

7. BBIOTHUTE COPTUPOBKY MO BO3PACTAHUIO CYMMBbI BKJIaJa.

A B c D
1 WMHAMBMAYaNbHbIE BKN3AbI KOMMEpyeckoro BaHKa
Aara | 25.10.03
Bpema 15:03

W |~ o o

wp

®amunna |Cymma ewnana, | dona ot obwero

No n/n
/ BHAAAYMKE SCLUA srnana, %

Muxainos: 5830,56 5
Afipamos 10520,28 8
JTyHawmK 14 520,18 12
ABenaH 19 830,41 16
lopence 25 690,39 20
10 Metpos 50 880,95 40
11 Hmoeo: 127 672,77

8. Coxpanute u3MeHeHus B (aiiie.
JlabopaTtopHnast pabota Ne 4
VYnpasnenue uctamu paboueil KHUTH B TabinyHoM mpoueccope MS Excel
[lenp paboThI: HAayuyuThCA MNPOCTEUIIMM HpUEMaM YIpPABJIECHUS JUCTaMU pabouell KHUTU B
TabnuyHoM Mpoueccope MS Excel.
[Topsimox paboTHI.
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1. OTkpoiiTe HOBYIO paboUyIO KHUTY.

2. Ilepeumenyiite nucthl paboueil KHUrH: BMecTO Jlucml BBenute Hanoe ¢ npooadic, BMECTO
Jlucm?2 BBenute Pacuem yen.

3. Ynanure Jlucm3.

4. Ha nmucre Hanoe ¢ npooasc BBeaute B stuciiku B1 u C1 cOOTBETCTBEHHO TeKCT Hanoe ¢ npodadic
1 yncaoBoe 3Hadenue 0,05.

5. Ilepeiiaute Ha nuct Pacuem yeH.

6. Odopmute TaOIUITY, 3aMOJIHUTE ITYCTHIC TICHKH.

A B c

D E
Mebens ans ogmca

No n/n| HaumeHosaHue Toeapa| Llewa |Hanorcnpogam| Cymma
8 5 CTON NMCBMEHHbIA 5400,00p.

CTon KOMABIOTEPHBIA | 2 850,00p.

Wkad 9 800,00p.

Cryn 2 800,00p.

Kpecnao 3 750,00p.

v e e

0~ @ u e w |

MToro:

7. BBIIIOITHUTE COPTHPOBKY TOBapa MO BO3PACTAHHIO.
8. Coxpanute 1oKyMeHT moja umenem Oguc.xls.
Jlaboparopnas pabota Ne 5
Oyuknuu B TabimaHOM Tiporieccope MS Excel
Ilenb pabOTHI: HAYYUTHCS IMOJB30BATHCS MPOCTCUIIMMU (YHKIMSIMU B TaOJIMYHOM TIPOIIECCOPE

MS Excel.

[Topsimok paGoTHI.

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

2. OTKpoiiTe HOBYIO pabOUyIO KHUTY.

3. B siueiiky A/ BBequTE TEKYIIYIO ATy, UCMONB3Ys MacTep GyHKuui (kateropust pyakmmu Jama
u epems).

4. Yucna BBOAUTE B STYEUKH TPETHEH CTPOKH.

5. 3anonHure siueiiku L5:L 14 cOOTBETCTBYIOLIMMHU (HOPMYIIaMH.

6. OTdopmatupyiite TabIHIy 110 0Opasiry.

A|lBiCID |E|F|GH|IL|J K L|M
25.10.2003

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

oblee KONWUECTBO Ukcen

KOMUECTBO MONOKHUTENBHBIX UMCEN

KO/MYECTBO OTPMLATE IbHBIX YHCEN
KOJIMYECTBO HyNeH
MaKMManbHOE 3HAYEHUE

® M@ e W e

w

10 MHHUMANBHOE HAUEHME
11 cpenHee 3HauyeHMe
12 |cymma Beex yncen
13 cyMMa NOJIOHHTE/BHBIXK YHCEn

14 cymma OTpALETEbHDIX YHCes

7. Jlucm1 nepeumenyiite B Yucna, ocTanbHbIC JIUCTHI yIATUTE.
8. Pesynbrar coxpanure noj umeHem Yucna.xls.
JlabopaTtopHnast pabota Ne 6
[Toctpoenue auarpamm u rpadukoB B TabnuyHOM Mpoueccope MS Excel

Llenb paboOThI: HAYYUTHCS CTPOUTH MPOCTEHIIINE AUArPaMMbI U rpaduKu B TaOJIMIHOM IpOIeccope
MS Excel.

[Topsimox paboTHI.

1. Otkpoiite nokymeHT bank.xls.

2. llepeumenyiite Jlucml B Tabauya, Jlucm2 B /[uacpamma, yaainure 0OCTaBIIUECS JIUCTHI.

3. Ha mucre Juacpamma mOCTpoiiTe KpyroByro AuarpamMmy IO JaHHBIM CTOJIONOB Pamunus
exnaouuxa, /lons obwezo éxkiaoa.

4. BoIpexxbTe KyCOYKH U3 JUarpamMmbl, AJis 3TOrO:

— BBIICTIMTE O0JIACTh TUarpaMMBl;

— IIEJIKHUTE BHYTPH JIFOO0T0 CEKTOPA;

— yZIepKHBasi HAKATOH JIEBYIO KHOIIKY MBIIITH, IIEPETAIINTE CEKTOP B CTOPOHY Ha | cM.

5. Tlogbepute momxonsmuii pasmep mpudTa MOANUCEH NAHHBIX, I[BET WIpU(PTa YCTAHOBUTE
COOTBETCTBEHHO IBETY KaKIOTO CEKTOPA.




6. /s Ha3BaHus auarpammbl yctanoBute mpudt Courier New, 12 0T, CHHMIA 1[BET.
7. IlepemecTuTe JIereH 1y B IPaBbIii HUKHUM YTOJ OKHA JUarpamMmbl.

Iona or obmero BRIAmA, %

Ra

B Muxaiinosa

W ABpamos

W Nyrawmnk
W Abenan

W opence

8. CoxpaHuTe U3MEHEHHUS B JOKYMEHTE.

9. Otkpoiite nokymeHT Oguc.xls.

10. BctaBpTe HOBBINM JTUCT, IEPEUMEHYUTE €T0 B /Juacpamma.

11. Ilo nanusM cTonbuoB Haumenosanue mosapa n Cymma IOCTPOUTE THCTOIPAMMY.

12. Ykaxute HalI KaXIbIM CTOJOIOM YHCIOBBIE 3HAUEHUS, MON00OpaB HEOOXOAMMBIA pa3Mep
mpudra.

13. CaenaiiTe 3a1MBKY paMK{ HEBUIUMOM.

14. OcranpHble 3JI€EMEHTHI JUarpaMMbl 0T(HOpMaTUPYHTE 110 CBOEMY KEJTaHUIO.

Cymma
12000,00p. 107290,00p.
10.000,00p.

8000,00p.
6000,00p
4000,00p.
2000,00p. -

0,00p.

5670,00p.

3937,50p

15. Coxpanute U3MEHEHHUS B IOKYMEHTE.

16. OTkpoiiTe HOBYIO pabOuyt0 KHUTY.

17. Ioctpoiite rpaduk GyHkumuu y = sin x Ha otpeske [—5; 5] ¢ marom 0,5. Mcnons3yiite THI
nuarpammsl Toueunast.

A | B
X ¥y
-5| 0,958924
-4,5] 0,97753
-a[ 0,756802
-3,5] 0,350783
-3 -0,14112
-2,5| -0,50847,
-2| -0,9083

-1,5[ -0,997a9 Mpaduk GpyHKLMM ¥ = sin x

i paduk GyHKLMM ¥

-0,5] -0,47943 L5
0 0

0,5| 0,479426 "\ ? /\
1| 0,841471
1,5| 0,997495 \ 8 \
0,909297 ’ g I
2,5 0,598472 5 F \ 3 2 \4 5
3| 014112

3,5| -0,35078 \/ \‘

4| -0,7568
4,5 -0,97733
22 5| -0,35832

18. CoxpaHute JOKyMEHT 1o uMeHeM [ paghuk.xls.
JlabopaTtopHnast pabota Ne 7
Jlornueckue gynkuu B TabauunoM npoueccope MS Excel
Llenb paGoOThI: HAYYUTHCS MOJIB30BATHCS MPOCTEHITUMHE JIOTHUYECKUMHU (PYHKIUSMH B TaOJIUIHOM
npoueccope MS Excel.
[Topsimok paboTHI.
1. OTkpoiiTe HOBYIO pabOUyIO KHUTY.
2. 3anoaHUTE TaOJIMIly B OTPOpPMATHPYITE ee TTo 00pasiry.
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A B £ D E F G
BeoMOCTE BCTYNHTE/IBHBIX 3K3IAMEHOB
MpoxodHod 6ana 13
Ne nfn Damunua MaTemaTuka | Pycckwid | MHOCTpaHHDBIA | Cymma  |3aumcneH
1 |AnToHOB

Arynoea
Bopwucos
Bopofbesa
lpuropees
Mpuropsesa
CanoxHWKOB
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3. 3anonuure QopMmysiaMu IycTble S4YeHKH. AOUTYPHUEHT 3a4UCIEH B MHCTUTYT, €CIIM CymMMa
0asutoB OOJIBIIIE WIIM paBHA MPOXOTHOMY OAJITy M OIIEHKA 110 MaTEMAaTUKE 5 WK 4, B IPOTHBHOM ClIydae —
HeT.

4. BBINONHNTE COPTUPOBKY 10 YOBIBaHUIO 00MIEH CyMMBI OaJLIOB.

5. CoxpaHuTte TOKyMEHT 1o uMeHeM Cmyodenm.xls.

6. OTKpoiiTe HOBYIO pabOUyIO KHUTY.

7. Iloctpoiite TabIUIly HCTUHHOCTH s Torndeckoit onepauuu NIJIN.
8. BeimoauTe hopMaTupoBaHUE TAOJIHUIIBL.

A B C. D
TabaWua MCTUHHOCTM onepauMu MK
A B F

i
2
3
a
)
6

e lolo
[ E=H 1N (=]

9. CoxpanuTe pe3yabTar noja uMeHem Jloeuka.xls.
JlaboparopHas pabota Ne 8
Pabora co criuckamu B TabmmaHOM Tiporieccope MS Excel. ABTromaTu3aiius BBoIa JaHHBIX
Lenp pab®oThl: HAYYUTHCS TMOJB30BATHCS AaBTO3AMOJIHEHHWEM BBOJA JAHHBIX B TaOJIMYHOM
npoueccope MS Excel.
[Topsinok paGoTHI.
1. OTkpoiiTe HOBYIO pabOUyIO KHUTY.
2. 3anonaHuUTe TaONIUIly TAaHHBIMU, JJI HA3BaHUS MECSIEB UCTIONB3YITe A6mo3sanoineHue.
A

B C D E F G H
[oxop of npogamkw 3a | nonyrogue (B gonnapax CLUA)
CTaTbA AOX0Aa | AHBapb | deBpans| mapT | anpenn |  mai MIOHb |8 cpefiHem
HomnsioTepsl 40000 36000 44000 42350 27500 39300
AYAHOCHCTEMBI 95780 86982 91653 95730 83440 85700
Buageocncremsl 77894 84560 80030 81200 80150 91400
OprrexHuka 34600 42567 40870 39845 40500 43800

. [lo6aBbTe cTonmbew Beezo.
. 3aM0JIHUTE MYCThIE STYEHKH.
. BemmonmHuTe copTUpOBKY B cTONONE B cpedrem O yOBIBaHHIO.
. Odbopmure Tabmuiy.
. [lepeumenyiite Jlucml B Maeazun, Jlucm?2 B /Jluacpamma, Jlucm3 ynanure.
. Ckpoiite cronbern H.

9. IMokaxure crosoder H.

10. Jlo6aBbTe KOJOHTHUTYJHI (B BEPXHUH MOMECTHTE Bamly (aMHINI0 W HMS, B HWKHUH —
TEKYIyI0 1aTy ¥ Bpems). [locMoTpuTe nmomydeHHbIl pe3ynbTart.

11. TlocTpoiiTe KpyroByro guarpaMMy, IOKa3bIBAIOLIYIO JOIK0 KaXAO0W CTaThbU J0XOJa 110 UTOram
I monyronus. [Tomectute nuarpaMMy Ha COOTBETCTBYIOLLEM JIUCTE.

12. Coxpanure pe3yabTaThl 101 uMeHeM Maea3zun.xls.

JlaboparopHnas pabota Ne 9
Pabota co ciuckamu B TabamanoM nporieccope MS Excel. @unbrpanus 1aHHBIX

Iesb paboOThI: HAYYUTHCS BBITOJIHATH (PUIBTPALMIO JaHHBIX B TaOnuyHOM npoueccope MS Excel.

[Topsimox paboTHI.

1. OTkpoiiTe HOBYIO paboOUyIO KHUTY.

2. 3amoaHUTE TAOIUILY.

@ ;e w ke
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A B c D E F

Cpok
peanusaunn

MNpogyktol | Lena Hon-so | Cymma Hcter

Mapc 8,50p. 125
CHukepc 8,50p. 240
Mapwmenan 12,30p. 35
PoHAO 7,60p. 320
TBHKC 7,80p. 450
NMactuna 24,50p. 4350
BayHTH 8,50p. 500
10 | Lok 8,00p. 370
11 3edmp 31,20p. 270
12 |CHukepc 6,25p. 610

3. 3anonHuUTE MycThIe SYEHKHU ¢ yueToM (hopMara TaHHBIX (Ha HEKOTOPBIE MPOIYKTHI CIEIHAILHO
YKaXUTE POCPOUEHHYIO J1aTy pealu3aliim).

4. llepeumenyiite JIucml B Cxnao, Jlucm2 8 Copmuposka, Jlucm3 B Ilouck.

5. BemonauTe hopMaTHpoBaHUE TAOIUIBI IO 00pa3ILy.

6. Otcoprupyiite 3anucu B nopsake yosiBanus Cpoxa peanuzayuu. CKONUPYHTE pe3ynbTaT Ha
nuct Copmuposka.

7. OrtcoptupyiTe HaHHBIE MO JBYM KitouaMm: [Ipodykmur (10 Bo3pacTanuio), [lena (1o
yObiBannto). Crkonupyiite pe3yiabTar Ha auct Copmuposka.

8. Haiinure Bce MPOIYKTHI C MCTEKIIUM CPOKOM peanu3anuu. CKonmupyite pe3yabTaT Ha JIHCT
THouck.

9. Haiinure Bce MpOIyKTHI, A7l KOTOPBIX 0o0mias cymma He MeHblie 300 py6. u He Gonbiie 1000
py6. CkomupyiiTe pe3ynbrar Ha JIUcT [louck.

10) HaiinuTte Bce mMpOAYKThI, KOJMYECTBO KOTOPbIX Ooibliie 300, a cpok peanu3aluu eie He UCTEK.
CkonupyiiTe pe3ynbTar Ha Juct [louck.

11) Ilpunymaiite cBOM KpUTEpPHH IOUCKA. 3alUIINTE STU YCJIOBHS M CKOMUPYHTE pe3yibTar
rnoucka Ha auct [louck.

12) Ha Bcex nmcTax B BEpXHEM KOJIOHTHUTYJIE YKQKUTE CBOIO (DAMHUIIUIO M ATy BBIMOJIHEHHS
paboThI, B HIKHEM — Ha3BaHUS JINCTOB.

13) Coxpanute 1okyMeHT noj umenem Ckuad.xls.

Tema 3. adopmManimoHHbIe TEXHOJIOTHH PE3CHTAIIMOHHOHN rpaduKH.

JlaboparopHas pabota Ne 1
OcHoBbI paboTHI B porpamme MS PowerPoint

Ilenp paboThI: OBNAAETh HABBIKAMU CO3JaHHS MYJIbTUMENHa Mpe3eHTaluil B mporpamme MS
PowerPoint.

[Topsinok paGoTHI.

1. TIpu 3amycke mporpamma MS PowerPoint oTkpbIBaeTCsi B pekMMe, HA3BIBAEMOM OOBIYHBIM
PEXKUMOM, KOTOPBIN MO3BOJISET CO3/1aBaTh CIAl/Ibl U PA0OTATh C HUMH.
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3aronoBOK crianaa

Mog3saronosokK cnalga

‘ 3aMeTKU K Cranay

Puc. 1. PesxxuM co3manus ciainnos

2. B o6nactu Cnaiio MOXHO pab0TaTh HEMOCPEACTBEHHO C OTACIBHBIMH CIIai1aMu.

[TyHKTHUpHBIE JUHUM IOKa3bIBAIOT MECTO3ANOJHUTENM, B KOTOPbIE MOXHO BBECTH TEKCT WIIU
BCTaBHUTh N300paKeHUs, THArpaMMBbl U IpyTUe OOBEKTHI.

3. Bknanka Cnaiiobl COAEPKUT 3CKU3bI BCEX IOJIHOPAa3MEpPHBIX ClaioB, OTOOpakaeMbIX B
obnactu Craiio. Ilocne noGaBiaeHHs APYTUX CIAWIOB JJIS MOSBICHUS HY>KHOTO ciaiina B odnactu Crnaiio
MOJKHO LIEJIKHYTh COOTBETCTBYIOIIMN 3CKU3 Ha BKIaake Crnatiobi. MOKHO TakXkKe epeTacKuBaTh ICKU3BI,
9TOOBI U3MCHHTH MOPSIIOK CIIAIOB B IIpe3eHTanmu. Kpome Toro, Bkiragka Cratiosl IO3BOJISET JO0ABIISTH
U YAQIATh CIaiIbl.

4. O6nacTp 3amemkuy TO3BOJSIET BBECTH 3aMETKH O TEKyIIeM cliaiiie. MOXHO pa3iaTh 3aMeTKH
ayJUTOPUHU WM 00palaThCsl K HUM BO BpeMs [10Ka3a MPEe3eHTALUU B PEXKUME JTOKJIAUUKA.

[Tocne oTkpbITHA M1a0I0HA HOBOM MPE3CHTAIIMH OTOOPAKAaETCs TOIBKO HEOOIIbIIas YacTh 001aCTH
3amemxku, KOTOPYIO MOXKHO YBEJIIUYHTb.

5. Cnaiin, KOTOpPBHIH aBTOMATHYECKH TMOSIBIISICTCS B  MPE3CHTAlMH, COACPKUT  JBa
MECTO3aIlOJHUTENS, OAUH U3 KOTOPBIX OT(HOPMATUPOBAH IS 3arojI0OBKa, a BTOPOM — JJIs [10J13ar0JIOBKA.
[lopsmoxk mpoToTHUIIOB Ha crlaiine HaspiBaercss MakeroM. B mporpamme MS PowerPoint Ttakske
IPESYCMOTPEHBI Jpyrue TUIIbl MECTO3allOJHUTENEH, HATPUMEP MECTO3AIMOIHUTENH Ul N300pakeHUH U
pUCYHKOB SmartArt.

6. UToOBI OTHOBPEMEHHO C J00ABICHUEM Cllaiij]a B IPE3EHTALMIO BBIOpATh MaKeT HOBOIO Claija,
MO>KHO BBITIOJIHUTH CJETYIOIINE NEHCTBHS:

— Ha Bkyaake Craiiovl METKHUTE HETOCPEACTBEHHO 0/ €IMHCTBEHHBIM CO/AEPKAILIMMCS Ha 3TOU
BKJIAJKE CIIAHIOM;

— B rpynne Craiiov: BKIaJKU [ 1aénas MENKHUTE CTPEIIKY psAaoM ¢ kHonkoi Coszdams caaiio;

i |EE] Maker ~
c;:'“}é e
enain- % Yaanuts
| Cnaiias
Puc. 2. KHoIKM cO3/1aHus Ciiaiiia U BBIOOpa MaKeTa

— TOSIBUTCSL KOJUIEKIMS, B KOTOPOH OTOOpa)aroTCs 3CKU3bl Pa3IMYHBIX JOCTYIHBIX MAaKeTOB
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Puc. 3. Tembl MakeTOB

— HOBBIM CIIaii]] OSIBIIsIETCSl U Ha BKiasike Cratiovl, TJIe OH BBIJIESETCS KaK TeKyIIui, 1 B 00J1acTh
Chaiio;

7. UToOBI U3MEHUTH MAKET CYIIECTBYIOIIETO CIai/1a, BHIMOIHSIIOTCS CIEIYIONIUE ACHCTBUSA:

— Ha BKiIagke Cratiovl MENKHUTE Cclaiil, K KOTOpOMY HY>KHO IPUMEHUTH HOBBIM MaKeT;

— B rpynne Cratiovl BKIAAKu [ 1aéHas MWENKHUTE 3JIeMEeHT Maxem, a 3aTeM BBIOEPHUTE HY>KHBIN
HOBBIN Maker.

8. Ecnmm HyXHO co3maTh JBa Claifjila, aHAJOTUYHBIX [0 COJIEP)KAHUI0O U MAKETy, MOXHO
COKOHOMUTH YCUJIUS, CO3/1aBasi OJUH cllaiifi ¢ (opMaTUPOBAHUEM U COJIEp:KaHHUEM, OOIIMMH A7l 000MX
CJIaliJIOB, a 3aT€M CO3/aTh KOIHIO ATOTO CJai/ia U J00aBUTh HA KKIBIA U3 ITUX CIIAHI0B OKOHYATCIILHBIC
WHJMBU1yaJIbHbIC JETAJIN:

— Ha BkJaake Crauosl MENKHUTE KOMUPYEMbIH CIIaii]l TpaBOi KHOMKOW MBIIIH, a 3aT€M BbIOEpUTE
KoMaHny Konupoeams B KOHTEKCTHOM MEHIO;

— HaxoJsCh Ha BKIanke Cratiovl, MEIKHUTE MPABOM KHOMKON MBIIIM MECTO, B KOTOPOM HYKHO
100aBUTH HOBYIO KOITHIO Claii/1a, M BIOEpUTE B KOHTEKCTHOM MEHIO KOMaHay Bemasume.

MoOHO Tak)Ke€ BCTAaBUTh KOIUIO ClIaiia U3 OJHON MPE3EHTAUH B IPYTYIO MIPE3EHTALIHIO.

9. UToObI U3MEHUTH MOPSIIOK CIaiI0B Ha BKiIake Cratiovl HY)KHO BBIOpaTh claii, He0OX0IMMBIi
JUTS TIEPEMEILICHHUS], @ 3aTeM MEePETAIUTh €r0 B HOBOE MECTO.

10. YroObl BBLACTUTH HECKOJBKO CIIANWI0B, HYXHO MICTKHYTh CJaiJl, KOTOPBI HYKHO
MEePEMECTUTh, a 3aTeM Ha)XxaThb W yJepkuBaTh KiaBuily CTRL, OJHOBPEMEHHO WIENKas IO OYEpeau
OCTAJIbHBIE CJIAN/IbI, KOTOPbIE HYKHO MEPEMECTUTb.

11. na ynanenus cnaiina Ha Bkiaake Crnatiobl Hy’)KHO HIEJIKHYTh [IPaBOW KHOIKOW MBIIIH CIIai],
KOTOPBI HEOOXOIMMO YAaNUTh, a 3aT€M BbIOpaTh B KOHTEKCTHOM MEHIO KOMaHay Yoarums caatio.

12. CampIM 00IIKM cofepKaHUEM ClIaiiioB B npe3eHTanuu MS PowerPoint sBnsieTcs Teker — B
3aroJI0BKax, HA3BAHUSIX U MAPKHUPOBAHHBIX CIIMCKaX.

UYroObl 100aBUTH TEKCT Ha JIIOOOW Claii, HY)KHO INEIKHYTh MECTO3allOJIHUTENh, B KOTOPBIH
HY>KHO 100aBUTH TEKCT, a 3aTE€M BBECTH UJIU BCTABUTH HY)KHBIH TEKCT.

13. CymecTByeT MHOXECTBO CIIOCOOOB M3MEHUThH BHEIIHUI B TEKCTA Ha CJIaii]ie, OT OCHOBHBIX
KHOTIOK BKJIAJKH [ 71a6Has, MpeqHa3HAYCHHBIX A (opMaTHpOBaHUS XapaKTEPUCTHK LIpudTa, CTUIIS,
pa3Mepa, 1iBeTa U ab3ara, J0 JOTOJHUTEIBHBIX MTAPAMETPOB, TAKMX KaK aHUMAIHS WK TpeoOpa3oBaHUE
B PUCYHKHU SmartArt.

14. CnoumkoM OOJBIIIOE KOJMYECTBO TEKCTAa JeaeT Claij 3almyTaHHBIM M HETOHSATHBIM IS
aynutopuu. PemieHuem 5Toil mpoOsieMbl SBISIOTCS 3aMETKH JOKJIAT4MKa, KOTOPbIE MOXKHO BBECTH B
obnactu 3aMeTKH Il KaXAOro ciaina. 3aMeTKH JOKJIaT4iKa TOMOTAIT B IMPOIEcce IMPe3eHTAIHH
n30aBUTh 3KpaH OT M30BITOYHOTO COJEpPXKAHUS, OJHOBPEMEHHO IO3BOJIAS OTCICKHUBATh BCE JAHHBIC,
HY>KHBIE€ BO BpeMsI IIPE3CHTALINH.

3aMeTKu JOKJIaquhKa MOKHO HaredaraTh M 3ariisaplBaTh B HUX BO BpeMs mpe3eHrtanuu. JIubo,
eciim npeseHtanus MS PowerPoint 3amyckaercss ¢ omHOTO MoOHHUTOpa (Hampumep, Ha TpuOyHE), a
ayJIUTOPHUsS BUJUT €€ Ha JPYrOM MOHMTOpPE, TO JUIsl BBIBOJIA 3aMETOK BO BpeMs MPE3EHTAIMU TOJbKO Ha




MOHHTOP JOKJIaTYMKA MOXKHO HCIIOJIb30BATh PEKUM JOKIAIUMKA.

15. MS PowerPoint mnpemocTaBisieT MHOXXECTBO TEM, YIPOIas H3MCHCHHE OOIIEro BUAA
npe3eHTaluu. Tema mpelncTaBisieT coOol Habop 3yeMeHTOB OQOopMIIeHHUs, NPHUIAIOLIUN O0COOBIH,
ennHo0Opa3HbI BHEIIHUI BUJ BceM jJokymeHTam Office, MCIONb3ys KOHKPETHBIE COYETAHHUs IIBETOB,
mpudToB ¥ 3PHEKTOB.

MS PowerPoint aBTOMaTHYECKH MPUMEHSET K MPE3ECHTALUSAM, CO3aHHBIM C IOMOIIBIO ITa0I0Ha
HOBOM mpe3eHTanuu, temy Office, HO BHEIIHUN BUJ MpPE3EHTAlMM MOXKHO JIETKO HM3MEHUTH B JFOOOM
MOMEHT, IPUMEHUB JIPYT'YIO TEMY.

Moa AEESEHTALHA
Tema 1 *TEMH. 1
*Tema 2 * *Tema 2
*Tema 3 «Tema 3
*Tema 4 *Tema 4

Puc. 5. IIpumep BbIOOpaA TEMBI
16. B rpynme Tems: BKIAIKu Ju3atin HY)KHO IEIKHYTh HY)KHYIO TEMY JOKYMCHTA.
17. YToOBI yBHIETh 3CKHU3BI TOTIOJTHUTEIBHBIX TEM, HYXKHO IIEIKHYTH CTPEJIKU PSIIOM CO CTPOKOM
ACKHU30B.
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Puc. 6. Temsl odopmiteHus craiiia

18. MS PowerPoint mo3BosnsieT 7006aBISATH MHOXKECTBO BHJIOB ayAHO W BHJCOJAHHBIX, BKIIOYAS
TaONULIbI, PUCYHKH SmartArt, Knumbl, QUTypbl, TUarpammbl, MY3bIKY, GUIbMBI, 3BYKH U aHUMAlUU.
MoXHO Takke 100aBUTh TMIIEPCCHUIKH, YTOOBI MOBBICUTH TMOKOCTH MEPEMEIIEHUS M0 MPE3CHTANH U
BHE €€, a TAaK)Ke MPUBJIEKAIOIINE T1a3 IEPEXO0/IbI MEXKAY CIalaMu.

19. Yto06b1 1006aBUTH KITUIL:

— YKa@XXUTE MPOTOTHUII, B KOTOPBIM HEOOXOAMMO 100aBUTH KIuM. Ecliv mpoTOTUT HE BBIAEIECH WU
€CITU BBIZICTICH MTPOTOTHII, B KOTOPBII HEJNb3s1 BCTABUTH H300paKeHNE, KIIUT BCTABIISIETCS B IICHTP ClIaiIa;

— Ha BKIIagke Bcmaska B rpynne Hinocmpayuu Haxkmute KHONKY Krun. B ob6mactu 3agau Knun
BBIOMPAETCS HY>KHBIN KITUI. KIHIT MOYKHO IEpeMEeCTUTh, U3MEHUTH pa3Mmep, MOBEPHYTh, J0OABUTH TEKCT U
BBITIOJTHUTH UHBIE HU3MEHEHUSI.

20. Pucynox SmartArt — 3T0 BU3yallbHOE NIPEJICTABICHUE CBEJICHUM, KOTOPOE MOXKHO IMOJHOCTHIO
HacTpouth. [IpeoOpasoBaHue TekcTa B PUCYHOK SmartArt — 3TO OBICTPBIA crocoO mpeoOpa3oBaTh
CYIIECTBYIOIIME CIIAHABI B POQEecCHOHATBHO 0(hOpMIICHHBIE WILTIOCTpaui. Hanpumep, MOKHO OJHUM
IIETYKOM MPEBPATUTD CJAi]I MOBECTKH JIHA B PUCYHOK SmartArt.

MoBecTka
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Puc. 7. IIpumep npeoOpa3oBaHus TEKCTa cllaiiia B pPUCYHOK SmartArt
21. UrobbI npeoOpa3oBaTh CyNIECTBYIOIINI TEKCT B PUCYHOK SmartArt:
— IIETKHUTE MECTO3aI0HUTENb, COACPIKAILUI TEKCT, KOTOPBIH HYKHO ITPeo0pa3oBars;



— B rpy1e A63ay BKIaaku I nasnas HaXXMHUTE KHONIKY [Ipeobpazosams 6 pucyHok SmartArt;

— 4T00BI YBU/ETH, KaK OyJeT BBITTISACTH PUCYHOK SmartArt ¢ Hy>)KHBIM TEKCTOM, HABEIWUTE B
KOJJIGKIIMM yKa3aTeldb Ha 3CKU3 3TOro pucyHka SmartArt. Koinekuus cOOepXKHUT MakeTbl PUCYHKOB
SmartArt, KOTOpbIE Jy4lle BCErO MOAXOIAT Ui MAapKUPOBaHHBIX CIMCKOB. [[s mpocMoTpa MOJIHOTO
Habopa MaKeTOB HaXMUTE KHOIIKY /[pyaeue pucynku SmartArt.

22. Haiing HyXHbII pUCYHOK SmartArt, IENKHUTE €ro, YTOObl IPUMEHUTD K CBOEMY TEKCTY.

23. Tenepb pUCyHOK SmartArt MOXXHO IIEpEMECTUTh, U3MEHUTh €r0 pa3Mep, OBEPHYTh, 100aBUTh
K HEMY TEKCT, IPUMEHUTh K HEMY JIPYrOil SKCIIPECC-CTUIIb U BBIIIOJIHUTH UHbIE U3MEHEHMUS.

24. XoTs pUCYHOK SmartArt nerdye BCEro Co3/aTh JUIsl CYLIECTBYIOIIETO TEKCTa, MOKHO MOWTH
JPYTUM IyTEM U CHayaja BCTaBUTb HY>KHbBIN PUCYHOK SmartArt, a 3aTeM 100aBUTh K HEMY TEKCT:

— INEJKHUTE MECTO3allOJHUTEIb, B KOTOPBIM HYXHO J100aBUTh pPUCYHOK SmartArt. Ecmmn
MECTO3aIOJHUTENb HE BBIIEICH WIM €CIU BbIIEIEH MECTO3ANOJHUTENb, B KOTOPBIA HEJIb3S BCTABUTH
n300pakeHue, puCyHok SmartArt BCTaBiseTcs B LIGHTp cilaija.

— Ha BKJIaJke Bcmaeka B rpynne Mianrocmpayuu HaXMUTE KHONIKY SmartArt,

— B KpaiiHeil 1eBoil 00s1acTu AMaIOoroBoro okHa Bwibop pucynka SmartArt EIKHUTE HYKHBIA TUIT
pucyHka SmartArt;

— B LIGHTPAJIbHOM 00acTH HaWIUTE U LIEIIKHUTE HY)KHBIH MakKeT, a 3aTeM Ha)XMUTe KHONIKY OK.

25. CMeHBI CHaiIOB TPEACTABIAIOT €000 aHMMAaUMOHHBIE 3P (EKTh, BO3HHUKAIOIIUE IIPU
nepexojie OT OJHOro ciaija k cienyrouiemy. MS PowerPoint npegocTaBisieT MHOKECTBO TUIIOB CMEHBI
CIIaiiIoB, BKIItOYasi cTaHmapTHbIe d()(EKThl 3aTyxaHus, paCTBOPEHUS, OOpE3aHUs U CTUPAHUS, a TAK¥Ke
OoJiee HEOObIUHBIE IEPEXObl, HAIPUMEP KoJleca U IIaxMaTHbIE JOCKU.

B rpynne /lepexoo k amomy cnaiioy BKnagku Anumayus BbIOEpUTE HYKHBIM BapuaHT Iepexoa.

ArmaLpa Makas cnaiigos PelersupoBaHie Bua  PaspaboTumk Gopmar (7]

&, Jsyk nepexoaa: Herseyka] - | Cmiera crafiga

j =) ) ) ) ) ] e | ] ] 3 oo e 2 o

3l MpymeniTs ko Bcem ABTomaTuueck nocie: | 00:00

Tepexos K 3ToMy cAiY

Puc. 8. Bxiiagka nepexona ciaiiion

26. lng mpocMoTpa IMpe3eHTAalUy Ha 3KpaHe KOMIbIOTepa B TOM BHUJAE, B KakoM OHa Oyner
MPEJCTaBICHA Ay TUTOPHH, BHIIIOJTHHUTE CIEAYIONINE ACHCTBUS:

— B rpynne Hauamv nokas cnauidoe Bkianaku [lokas cnaii0oé BBIIIOJHUTE OJHO U3 CIEAYIOLIUX
JIEUCTBUIL:

a) JJIs 3aIlyCKa Ipe3eHTalMHU C IepBoro ciaiina Beioupaercs C nauana,

0) 4TOOBI HayaTh MOKA3 CO Claiifa, B HACTOSIIMH MOMEHT Haxoxsuierocs B obmactu Crauo,
BbiOepute C mekyujeeo crauoa.

— 9TOOBI BEPHYTHCS B OOBIYHBIN PEKUM, B JTF000I MOMEHT MOKHO HaXaTh KiaBuiry ESC.

27. BaxHO NperycMOTpeTh AOCTATOYHO BPEMEHH, YTOOBI JIFOOOW JTOKJIAJUUK, UCHOJIb3YIOIIUI
MPE3CHTAIMI0, MOT HaBEPHSKAa YJIOXKHTHCA B Tpauk (BKIOYAs MPH HEOOXOJMMOCTH BpeMs B KOHIIE
Ipe3eHTAlMM JJI BOIPOCOB ayJUTOPUM) W TPaBWIBHO paclpelenuTb Bpems. Pexkomenayercs
HAcTpamBaTh TpaduK MpPE3eHTAlMH B IOMELICHWH, I/Ieé OHa OyAeT JEeMOHCTPHUPOBATHCS, HCIIONbB3YS
o0opya0BaHue, Ha KOTOPOM OHa OyAET AEMOHCTPUPOBATHCS, U MOKa3bIBas €€ M0 KpaiHel Mepe 0JTHOMY
WIH JIByM CIIyIIATENSIM. DTO MO3BOJIUT AOKJIATIUKY TTO3HAKOMHUTHCS C MECTOM IS TTOKa3a Mpe3eHTAuU
U TIOTPEHUPOBATHCS MEpe]] )KUBOH ayauTOpUei — oOpaTHas CBsI3b C ayAMTOPUEH MOXKET OBITh MOJIE3HA,
9TOOBI ONPEACTUTH HIEMEHTHI, KOTOPBIE HY)KHO HCIIPABUTH TEPE] PEATbHBIM ITOKA30M.

28. IleuaTh MaTepuaoB AJIS BbIIAYM M 3aMETOK JIOKJIAJUUKa MPE3CHTALUI0 MOKHO HaredyaraTh
100 Kak 3aMETKH JOKJIAIHKa, TH00 MaTepHalIbl JIs1 BBIIAUH.

3aMeTKH J0KJIa4MKa CoJlepKaT OMH ClIaiil B BEpXHEH yacTH KaX10i pacrneyaTaHHOW CTpaHUIIbI,
a TaKke conepxkaHue obnactu 3amemxu B HWKHEH YacTé crpaHunbl. OHH MOTYT HCHOJIB30BATHCS
JOKJIaTMMKOM BO BPEMs MPE3EHTALMU B KaueCTBE CLEHApusi WM CTPYKTYypbl. OHM TakXe MOIyT ObITh
PO3J1aHBl Ay AUTOPUH, YTOOBI KXKBIH CITyIIATEN b MTOJIYYUII BCE CBEICHHS, COJIEPKAITUECS B TPE3CHTALIHH.

Marepuansl JUisl BblJaud COJEp’KaT OJUH, J1Ba, TPH, YETHIpE, LIECTh WJIM JAEBATh CIaiJ0B Ha
pacrieqyaTaHHOW CTpaHUIE M MpeAHa3HAYCHbI IJIs CIIyYaeB, KOT/1a HeXKeJaTelbHO MOKa3bIBaTh Ay TUTOPHU
cofiepkaHue obnactu 3amemku. (MaTepualnbl A BbIaUM C TPEeMs ClailaMi Ha CTpaHUILy COJAEp)KaT
pacUepyUCHHYIO B JIMHEHKY 00J1aCTh, TJ/I¢ CIIYIIATEIH MOTYT 3allUChIBATH 3AMETKH ).



29. Kak u npu pabote ¢ nr000# Ipyroi MporpaMMoii, peKOMEHAyeTCsl cpa3y ke MPUCBOUTH UM
MPE3CHTAIHH, a 3aTeM BO BpeMs pabOThl YacTO BBHITIOIHSTH €€ COXPaHEHHE.

MoxHO BBIOpaTh pa3inuyuHbie (HOPMATHI COXpaHsIeMbIX (aliIoB:

— JUIS TIPE3CHTAIlMU, KOTOpas MOXKET OBITh OTKphITa TONbKO B MS PowerPoint 2007, 2010
BbIOMpaeTcs Tun ¢aina [lpezenmayuss PowerPoint (pactuipenue Qaiiina 00ObIYHOMN NMpe3eHTAIuN ppiLx);

— ISl TIPE3CHTALUN, KOTOpasi MOXKET ObITh OTKphITa 60 B MS PowerPoint 2007, 2010, mu6o B
Oonee panHux Bepcusix PowerPoint, BeiOupaercs 3nauenue [lpesenmayusi PowerPoint 97-2003. Ecnu
BBIOpaH ATOT BapHaHT, HOBbIe (GyHKIMA MS PowerPoint cTaHOBSATCS HEAOCTYTHBIMH;

— JUIsL TIPE3eHTAllUU, KoTopas OyneT 3amycKaThbCsl Cpa3y B peXHMe ToKas3a ciaiioB, Tum (aiina
Mpu COXpaHeHuu — JJemoncmpayusa PowerPoint (pactuupenue pps). st 1eMOHCTpalu Mpe3eHTAIHH,
COXpaHeHHOI B TakoM (hopmare, MS PowerPoint He TpebyeTcs;

— Tpe3eHTalus, COXpaHCHHas B BUAE Mma0JOHA, MMEET pacIIUpeHue pot, Tun Qaiina mnpu
coxpanenuu — [llabnon npesenmayuu.

30. O3nakomuThCsl ¢ oOmacTsMu dKpaHa. [loodepenHo BbIBECTH WM yOpaThb C dKpaHa 00JIACTH
Cmpyxmypa n Cnatiovl, niepeiitu B Peoccum copmuposwuxa cratioos u [lokas cnatioos.

31. Cozpatp npesenTanuio (axymnsreroB BUDIIII.

32. Jlng co3maHusl MEPBOrO claiiia MCMOib30BaTh pa3sMeTKy craifa TumynvHeii aucm. Tekcrt
3arojIOBKa pacrojoXUTh B JBE CTPOKU IO LEHTPY. YCTAaHOBUTH WIPUPT MOMYKUPHBbIM 32 0T, LBET —
CUHUM.

33. BcTaBuTh HOBBIM Claiif], yCTAHOBUB PA3METKY 3a201080K, MeKCm U 00beKm.

34. B pexxume COpTUPOBIIMKA CKOITUPOBATH BTOPOM Cliaiia 8 pas.

35.BBecTu TEKCT Ha ciaiiibl B TOTOBbIE PaMKH WM C IOMOILBIO 3ieMeHTa Haonucw, npu
HEO0OXOIMMOCTH yJIaJIUTh HEUCIIOJIb3yEeMbIE PAMKHU.

36. [IpocMOTpeTh CO3IaHHYIO MPE3CHTAIMIO B TPEX peKuMax (0OBIYHOM, COPTUPOBIIUKA, ITOKA3a
CITAi/IOB).

37. OdopmuTth npe3erTanuto. Craiapl JODKHB IMETh pa3paboTaHHBINA Au3aitH (PoH win mabdioH
odopmiieHus, napamerpsl mpudTa), rpapuueckue o0beKTol — WordArt, aBTOGUTYPBI, CTPENIKH, OBAJIbI,
KapTUHKH.

38. Jlnsa oObEeKTOB M TeKcTa BBIOpaTh 3(PGEKTHI, MOSBICHHE aHUMHPOBAHHOTO 00BbekTa — [lo
wenuxky, C npeovioywum, llocne npeodvidyujeco, yCTaHOBUTH BKIIIOUEHHE aHUMAllUU aBTOMATHYECKHU
yepe3 1-2 cekyHabl.

39. YcraHoBUTH crioco0 MOKa3a CIIalI0B yIPaBIsSEeMbId JTOKIATYUKOM, CMEHY CIIAlJI0B BPYIHYIO.
CrniocoOslI epexo/10B CIalI0B TOJKHBI BHITIOTHATHCS MO-Pa3HOMY, CMEHA CJIAiiI0B — MO LIEITYKY.

40. BIMOTHUTH AEMOHCTPALIMIO PE3CHTAIMH, TIPH HEOOXOJUMOCTH OTPENAaKTUPOBATh CIAWIbI U
W3MEHHUTH HACTPONKHU.

41. CoxpaHuTh Mpe3EHTAIMIO B IBYX dopmarax:

— BBIOpATH NpU coxpaHeHuu Tun ¢aiina [lpesenmayus PowerPoint;

— BBIOpATh NpHU coxpaHeHuu tul ¢aina Jemoncmpayus PowerPoint.

42. 3akpeitb MS PowerPoint. OTKpbITh MankKy ¢ COXPaHEHHBIMH IPE3CHTAIUSIMH, 3aIyCTUTh
(aiisel ¢ mpe3eHTannusIMHU, COXpAaHEHHBIMHU B pa3HbIX (popMaTax M MpOaHAIM3UPOBAThH PE3YIIbTAT.

JlaGopaTopnas padora Ne 2
JlononHHUTENBHBIE BO3MOXKHOCTH paboTsl B MS PowerPoint

Lenb paboOThL: U3YYUTHh BO3MOXKHOCTH YCOBEPIICHCTBOBaHUS npe3eHTanuii B MS PowerPoint.

[Topsimox paboTHI.

1. OpraHu3alliOHHBIE JIUArpaMMbl TPUMEHSIOTCS B MPE3CHTALMU JJS  JIEMOHCTpAIUU
HUEPAPXUUECKUX CTPYKTYP.
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Puc. 1. Mepapxudeckasi CTpyKTypa ciaiiga

2. 1na no0GaBieHHs aHUMAllMU K JUarpamMmme:

— BBIJICJIUTH TUArpamMmy;

— B MeHI0 [loka3z caaiidoé BeIOpaTh MyHKT Hacmpoiika anumayuu,

— B obmactu 3amau Hacmpoika anumayuu HaXaThb Ha PACKPHIBAIOIIMK CHHCOK /[obasumb
9¢hghexm W BBINOIHUTH OJTHO WM HECKOJIBKO CIIETYIOIINUX IeHCTBUI:

a) eclM BO BpeMsl TOKa3a CIIAI0OB TPeOYeTCs BBECTH TEKCT WJIM OOBEKT B COMPOBOKICHUHU
OTpeIeIEHHOT0 BU3yalbHOTO 3(dekTa, BIOpaTh 3HAYOK Bxo0, a 3aTeM — HYKHBII 3 DeKT;

0) eciu TpeOyercss MOOABUTH ONPEICIICHHBIM BH3yalbHBIM 3((EKT B TEKCT WM OOBEKT,
HaXOJSIIMECs Ha CAMOM ClIaiijie, BBIOpaTh 3HAUOK Buldenenue, a 3aTeM — HYKHBI 3G (DeKT;

B) ecinu Tpedyercsi 100aBUTh ONPEACICHHBIN BU3yaIbHBIN d((EKT B TEKCT WIN 00BEKT, KOTOPHII
BBI3bIBACT CKPHITHE TEKCTa WM OOBEKTa CO claiiia B 3aJaHHBIH MOMEHT, BbIOpaTh 3HA4YOK Bwvixod, a
3aTeM — HY>KHBIH 3P PeKT;

— TocIie TOro, KaK 3a7jaHa aHuMalus JAJi JuarpaMmbl, HIEIKHYTh [0 PACKPBIBAIOIIEMYCSI CIIUCKY U
BEIOpaTh KoMaHny [lapamempor s¢hgpexmos. Ha Bknangke Aunumayus ouazpammol (Anumayus cxemol) B
cnucke I pynnupoexa ouazpammul (I pynnuposxka cxemvl) BbIOpaTh mapaMeTp. DPQEKThl MOSBATCS B
CIMCKE HACTPOSK aHWMAallMd CBEPXYy BHH3 B TMOpPSJIKEC WX MNpUMEHEHHWS. Ecmu 100aBuUTh B
OpPraHM3alMOHHYI0 Juarpammy mnapameTpbl 3(h(exToB, oHU OyayT OTOOpaxaThCcsi B BHJE CBEPHYTOIO
CIIMCKA TI0]T COOTBETCTBYIOIINUM 3(h(PeKTOM. AHUMUPOBAHHBIC 0OBEKTHI OTMEUYCHBI Ha CJIAHIC C IIOMOIIBIO
HEeMe4YaTaeMoro HyMEpPOBAaHHOI'O Tera, COOTBETCTBYIero 3ddexrty B cmnucke. Takoil Ter mosBisercs
TOJIBKO B OOBIYHOM PEXKHUME OJJHOBPEMEHHO C OTOOpaKCHHEM 00JIACTH 3a/1a4 HACTPOWKU aHMMAIIHH.

3. YmpaBinsromas KHOIKA SIBJISIETCS TOTOBOM KHOMKOW, KOTOPYIO MOYKHO BCTaBUTh B IIPE3EHTALIUIO
W ONPEACIUTH JJIsi Hee TUIEPCCHUIKH. YTPABJISIONMIAE KHOIKU COJEPKAT (UTYpPHI, HAIPUMEDP CTPEIKH
BIIPAaBO U BIIEBO, & TAK)K€ MHTYUTUBHBIE CUMBOIIbI I TIEPEMEIICHHS K CIEAYIOIIEeMY, MpeIblaylieMy,
MIEPBOMY WJIH TIOCTICTHEMY CJIAly W JUIsS BOCIIPOM3BEICHUSI aHUMAIIUH U 3BYKOB.

4. Ha Brianke Becmaexka B rpynne HAnntocmpayuu METKHUTE CTPEIKY Ha KHONKE Duzypsi, a 3aTeM
HOKMUTE KHOIIKY /[ononnumenbHble napamempeoi.

5. B rpynne Vnpasnaowue knonku BeIOEpUTE KHOMKY, KOTOPYIO TpeOyeTCsl 100aBUTD.

6. lllenkHUTE MECTO Ha CIIal/e U epeTauTe Tyaa GUrypy AJsi KHOIIKH.

7. B nuanoroBom okHe Hacmpoiixka Oeticmaus BHIIOTHUTE OAHO U3 CIEIYIOIINX JACHCTBUMN:

— 711 BBIOOpA MOBEACHHMSI YIIPABJISIONICH KHOMKH TPH IIETYKE MBIIIN TIepeiauTe Ha BKIAIKY /10
WenuKy Muluil;

— JUTS BBIOOpA TIOBEJICHUS YIIPABIISIONICH KHOIIKY IIPH HABEJICHUU yKa3aTesl MBIIIH TepEHInTe Ha
BKIIAJKy 1o Hasedenuu yKazamens Molil.

8. UToObI BEIOpATh JNEWCTBUE, BBITOJHICMOE MPHU INETYKE MBIIIBIO YIIPABISIOMICH KHOIKH WA
MIPY HaBEJICHUU YKa3aTells MBIIIU Ha Hee, BBIMOJIHUTE OJHO U3 CIEAYIOIINX IeHCTBUN:

— €CII HUYETO He JIOJDKHO MPOUCXOINUTh, BRIOEpHUTE KOMaHTy Hem;

— 4To0Bl CO3/IaTh TUIEPCCHUIKY, BbIOEpHTE KOMaHAy [ unepccviika Ha W BbIOEpUTE OOBEKT
Ha3HAYCHHUS;

— YTOOBI 3aIyCTUTh MPUIIOKEHHUE, BBIOEpUTE KOMAHAY 3anyck NpuiodceHus, HaXKMHUTE KHOIKY
0630p M BBIOEPHUTE IPUIOKEHUE, KOTOPOE TPEOYeTC s 3aITyCTUTb.

9. UroObl BCTaBUTh B Claiij Tabmuily, HYKHO BbIOpaTb Bcmaska, Tabnuya, B KOTOpOWM




HE00XO0IMMO 33J1aTh HE00X0AUMOE YHCIIO CTPOK U CTOJIOIOB.

10. {5t Toro uroOb! momMecTUTh B ciaia Tadauiy MS Excel, Hy)kKHO BbIIEIUTD JUANa30H siU€EK U
CKomupoBaTh ero B Oydep obOmena. 3arem mepeiitu B MS PowerPoint, BeIOpaTh HyXHBIN cnaiig u
BbIOpaTh BapuanT O6vexm Jlucm Microsoft Excel.

11. B MS Word npennaraercs MHOrO pa3HbIX THUIIOB JuMarpamMMm U rpaukoB, KOTOPbIE MOXKHO
WCTOJIB30BATh JUISI CO3/IaHUSI OTYETOB M MPE3CHTAIMid 00 YpPOBHSIX CKIJIQACKHX 3alacoB, M3MEHEHHSIX
OpPraHU3al[MOHHON CTPYKTYpPBI, CBEJIEHHH O Ipojaxax M MHOIMX JAPYrMX JOKYMEHTOB. Jlnarpammbl
MOJTHOCTHIO UHTErpupoBansl ¢ MS Word. Ecin ycranoenena nporpamma MS Excel, MoxkHO co31aBath
nuarpammbl Excel HemocpenctBeHHo B Word: A0CTaTouHO HaxaTh KHOINKY /J[uacpamma Ha JEHTE
(Bkmagka Bcmaska, tpynna Mimocmpayuu) W 3aTeM BOCIOJB30BAaThCS CPEACTBAMHU JUISL PaOOTHI C
auarpaMMaMM Uil M3MEHEHUs wiu ¢opmartupoBaHus auvarpammbl. Co3laHHbIE AMarpaMmbl OyayT

BHEAPEHBI B JOKyMeHT MS Word, a naHHbIe TuarpaMMbl COXpaHeHbI B JucTe Excel, BKIIIOUeHHOM B Qaiin
Word.

Beraska anarpamsl (2 [t
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Puc. 2. Buasr nuarpamm

12. OgHy ¥ Ty ’K€ HIPE3EeHTAUUI0 MOXHO aJanTUpOBaTh IS Pa3HbIX AyAUTOPUN, CO34aB
MIPOU3BOJILHBIE MOKa3bl. [I[pOM3BOIBHBIN TTOKA3 — ATO JUOO Claibl, CrPYNIIUPOBAHHBIE B MPE3EHTAIUIO,
KOTOpbIE MOKHO JIEMOHCTPHPOBATh HE3ABUCUMO OT BCEro MOKa3a, JTM00 IPYIIbI CIaiiIoB B MPE3CHTAIUH,
Ha KOTOPBIE CO3/]aHbI TUTIEPCCHLIKH.

13. Moxer mnoTpeboBaThcsi MPOAEMOHCTPUPOBATH MPE3CHTALMIO JABYM TpPYIaM CTYJIEHTOB,
oOydJaromuMmcsi Ha pa3HbIX Kypcax. Ilokas ciaiimoB Bkimrouaer cmaiasl ¢ 1 mo 5. J[ns mepBoro xypca
MOYKHO CO3/1aTh IIPOM3BOJIbHBIN MMOKa3, BKJIIOYAIOMIMHN ciaiabl 1, 3, 1 5, a 111 BTOPOTO — MPOU3BOJIHHBIMN
MOKa3, BKIIOYAOIIHK craiael 1, 2, 4 u 5. B m000i MOMEHT Tak:ke MOKHO 3aITyCTUTh MOKa3 CIAi0B B UX
HCXOIHOM ITOCIeI0BATEIbHOCTH.

14. JIns mpocMOTpa 4acTH CIai0oB MPE3CHTALMKU HYKHO BBIMOJHUTH KOMaHAy [lokaz cnatioos,
IIpouseonvHulil noxas, HaxkaTh KHONIKY Co30amb, BBIOPATh HY>KHBIE I YACTUYHOTO MPOCMOTpA CIANIbI,
HaXaTh KHONKY /{obasumb, 3arem OK. Jlns mpocMoTpa ClIaiijloB MIENKHYTh MO KHOMKE [lokazame.
OTMeueHHbIe cllaiiibl MOKa3bIBAIOTCS, ISl IPEKPAIICHHs TOKa3a HaXKaTh KJIaBUILy Esc.

3aganme NPOM3BOALHOG NoKA3a (L2 [
VMR NpoMsB0nLHoro Notaza: | MpoussontHe nowas 1

Cnaigel npeseHTamm: Cnaiiabl NPOM3BONLHOMO NoKkasa:

1. Cnaita 1 1. Craiig 1

2. Cnaitg 2 2. Cnaiig 3

3. Cnalia 3 3. Cralin 5

4, Cnafia 4
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Puc. 3. 3aganue npous3BOJILHOIO MOKa3a CIAA0B
15. lns mepexona ¢ OAHOTO Cllaiijia Ha JPYTroi, K pecypcy B JIOKaJIbHOM ceTu win B MHTepHeTe
60 Aaxe K Apyromy (aiiny uiam nporpaMme MOKHO BOCIIOIB30BaThCS TUIIEPCCHUIKAMMU:
— BBIJICJIUTE TEKCT, KOTOPBHIM HYKHO IIEIKHYTh JUISi aKTHBAIMW TUIEPCCBUIKH, JIMOO MOXKHO
BBIIETTUTH OOBEKT (HaNpUMep, KU UIIN PUCYHOK SmartArt),
— B rpynne Cewiiku BKIAJAKU Bemagka MENKHATE 3IeMEHT [ unepccolika,
— B JMAJIOTOBOM OKHE Bcmaska cunepccuvliky HaXMHUTE COOTBETCTBYIONIYIO KHOIKY B moiie Mou



aodpeca, 4ToOBI 33J]aTh HA3HAYCHHE CCHUIKU (TO €CTh MECTO, Ha KOTOPOE YKa3bIBaeT cchuika). Hampumep,
9TOOBI IEPEUTH HA IPYTOU CIIAMI IPEe3SHTAIIMH, HAKMHUTE KHONIKY Mecmo 6 0oKkymenme,

— HalauTe W UICJIKHUTE MECTO Ha3HAYEHUs, BHECUTE HYKHbIE HW3MEHEHUs B MOJsA
Omobpasicaemvlii mexcm U Adpec, a 3aTeM HaxMuTe KHOTIKY OK.

16. Co3nath npe3eHTanuio Ha TeMy «Moii pakyabTeT:

— JUTSI CO3JaHMsI TIEPBOTO ClIalijjla ¢ Ha3BaHWEM (aKyJbTeTa BHIOPATh MAKET TEKCTa Tumyivhbiil
cauio, oA3aroJIoBOK yIaiuTh;

— BTOPOH CJIAiI MOXKET COJIEPKaTh KPATKYIO UCTOPHIO (haKyJIbTEeTa;

— Ha TPEThEeM claiiie 0TOOPa3uTh CTPYKTYPY (hakyibTeTa (IeKaH, 3aM. JIeKaHa Mo yueOHoil padore,
3aM. JIekaHa 10 BocmHTareiabHOW pabore, ®.MN.0.), wucrnonb3ys MakeT 3ae01060Kk, CXeMa WIH
OpraHu3alMOHHAs TUarpaMmma;

— 100aBUTH dPPEKTHI K CTPYKType (pakyapTeTa TaKUM 00pa3oM, 4TOOBI CIEAYIONmas JOHKHOCTh
WK (paMuITUs TOSIBIISLTUCH TOCHE MPEABIAYIIEH, CKOPOCTh YCTAHOBUTH MEJJICHHO;

— Ha YETBEPTOM U ITSITOM CJIalij]laX pa3MECTUTh B BUIC MAPKUPOBAHHBIX CITMCKOB Ha3BaHHS Kadeap
U CIIEUUATIBHOCTEH, UCIIOJIBb3Ys MAKET 3a201080K U MeEKCHl,;

— COXPaHMTH MPE3EHTALNIO C UMEeHEM Moii_(aKybTeT.

17. Co3nath npe3eHTaluio CBOel CrieluanbHOCTH. s sToro:

— CO3/IaTh THTYJIBHBIN CIIaii/I 1 BBECTH Ha3BaHUE CIICIIUATBHOCTH. BriOpaTh HauepTanue mpudra
MOJTY>KUPHBIN, pa3mep 32 NT, BIpaBHUBAHUE I10 IICHTPY, IPUMEHUTD 1a0JI0H 0(pOPMIICHHUS;

— Ha BTOPOM Claifjie co37aTh HYMEPOBAaHHBIN CIHCOK C YKa3aHMEM JUCILUILUINH, YATAEMBIX B
nepBoM cemectpe Bamiero kypca;

— Ha TPEThEM CJaiiie, UCTIONb3Ys Ha BKIIaJKe Bcmaska B rpynne Hinrocmpayuu KHOTIKY SmartArt
CO3JaTh B BUJIE CXEMBI CIIMCOK JIUCLUILIMH, YUTAEMBIX BO BTOPOM ceMecTpe. MI3MeHuTsh 1BerT.

— 3aroJIOBKM CJIAM/IOB BBECTH COOTBETCTBEHHO: «llepedeHb MUCHUILIMH MEPBOrO CEeMeCcTpay u
«llepedyeHp AMCUMILIUH BTOPOTO CeMeCTpa». Y CTAaHOBHUTH HauepTaHue mpudTa Kypcus, pazmep 36 mrt,
BBIPaBHUBAHUE 110 LIEHTPY;

— Ha 4YEeTBEPTOM Claiijie pa3MecTUTh AHarpamMMmy, OTPAXKAIOUIYI0 CpeIHHUN Oal Mo Kypcam
CHEIMAILHOCTH, BHECTH B TAOJIMIly JAHHBIX MPOU3BOJIBHBIC 3HAUCHUS CPEAHUX OAUTIOB JUISI TISITH KYpPCOB
(B cTONOLIBI BBECTHU KYPCHI, B CTPOKU — cpefHue Oasuibl). BBecTn Ha3BaHue AMarpaMMbl, I3MEHUTH €€ THII
Ha Kpyeoeas, 10OABUTH MapaMeTPhl TUATPAMMBI 3HAYEHUS,;

— nepeiitu B MS Excel u co3nate HOBy10 pabouyio kHury. Ha mepBom nucTe B BHIEe TaOIMIIbI
opOpMUTH CBEICHHUS IO CTYACHTAM OIHOW TPYIIIBI, OJYyYUBITUM TSTEPKH, YSTBEPKH, TPOUKH, TBOHKH
Ha 9K3aMeHe 1Mo WH(pOpMaTHUKe, Ha BTOPOM U TPEThEM JHCTaX — IO MaTeMaThke U ucropuu. Ha
YETBEPTOM JIUCTE CO3/JaTh TAOIHILy, COAEPXKAIIYI0O CBEACHHS O KOJIMYECTBE IMOJYYEHHBIX OIIEHOK IIO
KaKI0oMy mpenMety (st mojcuera ucnonb3oBath Gpynkuuo CHETECJIN). Ha ocHOBe 1aHHBIX TaOIUIIBI
ocTpouTh quarpammy. CoxpaHuTh Qaili;

— nepeiitu B MS PowerPoint. Ha nsaTelif ciaiin BcTaBUTh TaONUIly, CONEPIKAIYIO CBEICHUS O
KOJIMYECTBE MOJIYYCHHBIX OIICHOK MO KaXXKJI0MY MPEIMETY, a Ha IIEeCTOH ClIali]l — fuarpammy;

— Ha CEIbMOM Clailie CO3/1aTh OrJAaBJICHUE M3 3aroJIOBKOB CIIAWJ0B B BUJE THIIEPCCHUIOK,
CCBUIAIOIIMXCS Ha COOTBETCTBYIOIIUE CIIAMIBI;

— COXPaHUTh IIPE3CHTALUIO C UMEHEM Mosl_CcrieliMalIbHOCTb.

18. BcraButh B claiapl CO3JAaHHBIX MPE3CHTAIMN YIPABISIONIME KHONKH, TMO3BOJISIFOIINE
MEPEXOUTh B HAYaJIO U KOHEIl IIPE3EHTALIM, Ha CIEAYIOIIHNE U MPEbIIYIIHE CIaNIbI.

19. Cmeny cnaiiioB yCTAaHOBUTS 10 IIEITUKY.

20. C mgroro cnmaiina mpe3eHtauuu Mol ¢akylbTeT CO3/1aTh THIEPCCHUIKY HA MPE3CHTAIUI0
Mos_cnenuanbHOCTb.

21. U3 npeseHtaunn Mosi cnenuaibHOCTh IPEAYCMOTPETh BO3BpAaT C IOMOILIBIK) KHOIKH B
npe3entanuio Moii_axkynbrer.

22. Co3aath NPOU3BOJIBHBIN MOKa3 MPe3eHTAlN MOs_ClIeHUaIbHOCTb.

23. Co3nath cBoro nanky. C moMOIIBI0 MacTepa yIaKkoBKH, YIIaKOBaTh CO3/IaHHBIC MTPE3CHTAIINH B
cBoro mamnky. lIpocmoTperh (aiinbl, co3IaHHBIE MacTepoM YHNAaKOBKH. PacmakoBaTh YHaKOBaHHBIE
MPE3CHTAIMH B CBOIO TAIIKY.



Tema 4. KomnoHeHThl U QYHKIIUU TEIEKOMMYHHUKAIIMOHHBIX CUCTeM. JloKkallbHbIe U TI100aNbHbIE
CETH.

JlaGopaTopHas pabora Ne 1
Cpena 6pay3epa Internet Explorer

[lenb paboOTHI: MO3HAKOMUTHLCS C OCHOBHBIMU BO3MOXKHOCTAMHU M (yHKIUsIMU Opaysepa Internet
Explorer.

[Topsinok paGoTHI.

1. 3anyctute npunoxenue Internet Explorer.

2. B rmaBHOM oOkHe Opay3epa OCHOBHYIO 4YacTh paboyeil 00JacTH COCTaBISET o00aacmy
npocmompa BeO-cTpaHuIbl. Ecnm BeO-cTpaHWIla [ETMKOM HE IOMENIAeTCs B OKHE, TO MOXKHO
WCII0JIb30BaTh BEPTUKAIBHYIO U TOPU30HTAIBHYIO MOJOCHl IPOKPYTKH JUIsl IOJHOTO MPOCMOTPA, Kak U B
npyrux npmwioxkeHusx Windows. Kpome Toro, MOKHO OTKPBITH Cpa3y HECKOJIBKO OKOH JUIsI TIPOCMOTpPA
BeO-cTpaHuIbl. [ 3TOro Bocmnoiab3yitech koMaHnaoi MeHto @aiin, Hosoe oxkHo.

3. Paccmotpute riaBHoe OKHO Opay3epa M HM3y4yUTe OCHOBHBIC IOJIS: IMOJIE 3arojioOBKa OKHA,
CTPOKY COCTOSIHMSI, CTPOKY ajipeca.

— Ilone 3a20n106Ka cOAEPKUT Ha3BaHHUE 3arpyKEHHOW CTPAHULIBIL.

— Cmpoka cocmosiHusi 0OTOOpakaeT XOoJl 3arpy3KH JaHHBIX, TO €CTh COCTOSIHHE paboThl Opaysepa.
Haiitu 3Ty CTpoKy JIeTKO — OHa pachojiiokeHa B HWKHEW yacTu okHa. OnHa u3 (QyHKUHUHA CTPOKH
COCTOSIHMSI COCTOMT B CIEAYIOIIEM: €CIIM IEPEeMECTUTh KypcOp MBI Ha CJIOBO, SBIISIOIIEECS
TUIEPCChIIKON, TO B CTPOKE COCTOSHUSA OTOOpa3zuTcs ajapec BeO-cTpaHUIlbl wid dailna, comepxkaHue
KOTOPOTO CBSI3aHO C 3TOM CCHUIKOW. JTO MO3BOJISET, IPEXK/IE YEM LIEJIKATh Ha 3TOW FMIEPCChUIKE, y3HATD,
Ky/la OHa BEJIET.

— Cmpoxa adpeca COACPXUT TIOMHBIA ajpec JOKYMEHTa, OTOOpa)kaeMoro B OKHe Opaysepa.
Ctpoka agpeca HaXOJUTCS HaJl 00JIaCThIO MPOCMOTPA TJIABHOTO OKHA.

4. ITo3HaKOMBTECH C KHOIIKAMU ITaHEeIH HHCTPYMEHTOB OKHa Opaysepa Internet Explorer.

[lanenp WMHCTPYMEHTOB HAXOIUTCS MOJ CTPOKOM MEHIO W BKJIIOYAeT YacTO HCIOIb3yeMbIe
KOMaHJIbl Opay3epa, 4ToOBl MPETOCTABUTH IMOJIB30BATEI0 BO3ZMOKHOCTh OBICTPO BBIOMPATh KOMaHMBI C
MOMOIIbI0 MBIIIM. KHOMKM MaHenu WHCTPYMEHTOB CHAO0XKEHBI TEKCTOBBIMU HAAMUCAMHU, U3 KOTOPBIX
MOHATHBI UX (QYHKITUH.

— KHonka /36pannoe OTKpbIBaeT MaHeb, B KOTOPO 0TOOpakatoTCs COXpaHEHHBIE PAHEe CCHUIKU
Ha BeO-cTpanuilpl (3aknanku). lllenkHuTe MbIIBIO HAa KHOTNKE M30pannoe. B OTKpBIBIICWUCS MaHENH
MO3HAKOMBTECH CO CITUCKOM YXKe CAEeNaHHBIX 3akIafokK. LI{enkHuTe MBIIIbI0 Ha OTHOM U3 CTPOK MaHEeIH U
n3yunTe MHPOPMALMIO, TOSBUBIIYIOCS B TJIAaBHOM OKHe Opaysepa. Ha npyrue BeOG-cTpaHHUIIbI ieperauTe,
UCIOJIB3YS THIEPCCHUIKU.

— Kuonka /lobasumb B BepxHeW dyacTu maHenu M30pannoe WCTONB3YyeTCS IJisi CO3JaHus
coOcTBeHHOM 3aknaaku. Chenare 3akiafKy — 3HAUUT JaTh Opay3epy KOMaHAy 3allOMHUTH aJpec
OTKpPBITOM B Opay3epe BeO-CTpaHHUIIBL.

— Knonka Hazao ucnonw3yeTcst IUisl iepexoaa K BeO-cTpaHHUIlaM, TPOCMOTPEHHBIM panee. [
nepexoja IEeIKHUTE MBIIBI0 Ha KHOTKe. [IpocMoTpuTe copepkaHue BeO-CTpaHUI] B 00OpaTHOM IMOPSIIKE
U cleNaiiTe aHamu3 JOCTOMHCTB M HEIOCTAaTKOB Takoro «Omyxaanus» no WWW, HauaBmierocs c
HEKOTOPOW Ha4aJIbHOM CTPAHHUIIBI.

JlaGopaTopnas padora Ne 2
[Touck nunpopmanuu B cetu MuTepuer

Lenp paboThl: HayuyUThCS UCKATh MHPOpMAIUIO B ceTH VHTEpHET MO M3BECTHBIM ajpecam, Io
KJIFOUEBBIM CJIOBaM € ITOMOLIbI0 Tporpammel Internet Explorer.

[Topsiiok paGoTHI.

1. 3anyctute npunoxenue Internet Explorer.

2. Habepure B cTpoke Adpec anpec BeO-cepepa BUDIIIT — www.viepp.ru.

B crpoke Aopec mepen HEMOCPEICTBEHHBIM aapecoM CepBepa yKa3aHbl CHMBOJBI http://,
0003HaYa0IIKEe TPOTOKOI, KOTOPBIN HCIOIB3YeTCs MPH Mepeaaye N1aHHON HHPOPMAIIUH.

3. IlepememiaiiTe MbIIb W CJIEIUTE 33 HW3MEHEHHMEM H300pakeHus ykaszarens. Haiinute


http://www.viepp.ru

TUIEPCChUIKA U HCIOJIB3YyWTEe WX JUIsl Mepexoja Ha CIeAyIollue CTpaHullsl BeO-cepBepa. M3yuwure
nH(pOpMaINIo, pa3MEIIeHHYI0 Ha BeO-cTpanumax cepsepa BUDIIII.

4. Beeaute B cTpoke Adpec cnemyromuii URL: http://www.nlr.ru/res. D10 31eKTpOHHBIE
uHpOpMalMOHHbIE pecypchl Poccuiickoil HanpmoHanpHOW OuMONMoTekw, Haxomsmeincs B CaHKT-
[TetepOypre.

5. Hayuurech coXpaHSTh TEKCT BEO-CTpaHWIIBI, OTKPHITOW B OKHE Opaysepa. s storo
ucnone3yite komanny Paiin, Coxpanums kax v 3aaite uMs Qaiina.

6. Wsywas wmHpOpMammio Ha BeO-cepBepax, [enaiTe HeoOXomuMmble 3akmankd. Jljis 3Toro
UCIONB3YITE KOMaHy M30pannoe, /[obasums 6 uzbpanuoe.

7. B crpoky Adpec BBeaute URL monckoBoii cucrembl Rambler: www.rambler.ru.

8. Ilone mmst 3ampoca B 000N MOMCKOBOM CHUCTEME MPEACTaBIsSeT COOOW TEKCTOBOE MOJE C
kHONIKOU Havimu, Uckamo, [louck, Go nmn Search. HalimuTe moie st BBOJA 3ampoca Ha BEO-CTpaHUIIS
MOMCKOBOM cucTeMbl Rambler, BBequTe 3ampoc, HampuMep 91eKmpoHHas uHgopmayus, N IEIKHUTE
MBIIIBIO HA KHOTIKE [louck unu Haxmute Enter.

9. B mpuBeseHHOM mpUMepe KIIOYEBBIM ObUIO HE cloBO, a ¢pasza. PesynapTaTsl moucka
MPEJICTABISIOT COOOM  CIMCOK THUIEPCCBUIOK, COMPOBOXKIAMOIIMXCS  KPATKUM  KOMMCHTApHUEM.
[IpocMaTpuBaiiTe KOMMEHTAPUHM K KaXXIOW W3 HaWJEHHBIX THUIIEPCCHUIOK U MPUHUMANTE pellieHue, Ha
KaKoOW W3 HUX CJEeIyeT MICIKHYTh MBIIIbI0, YTOOBI OoJiee TOAPOOHO H3Yy4uUTh HWHGPOPMAIUIO Ha
COOTBETCTBYIOIIEH BeO-cTpanuie. lccrneayiTe HECKONbKO HauOoliee HMHTEPECHBIX THIEPCCHUIOK H
MeperanTe K CICAYIONEMY TyHKTY 3aaHusl.

10. Beenute B ctpoke Aapec URL npyroit nouckoBoii cuctemsl — SAAndex: www.yandex.ru. fIndex,
kak U Rambler, — ogHa M3 KPyMHEHIIUX POCCHUHCKUX IMOMCKOBBIX CHCTEM. DTO O3HAYaeT, 4TO 0a3bl
KIIFOUEBBIX CJIOB 3THUX MOUCKOBBIX CHCTEM COJIep)KaT HauOoJbIlIee KOJTUYECTBO CChIJIOK Ha BEO-CTPaHMUIIbI,
HaxoJAIIHUECS Ha PYCCKOSI3BIYHBIX BEO-CEpBEpPaX.

11. Beeaure ximtoueByro (ppasy arekmponnasn ungopmayus B ToJie TIOUCKA Ha TJIABHON CTpaHHIIE
nouckoBoil cucrembl SIndex. CpaBHUTE CHUCKM IHpeiaraeMblx ccbUloK. Craenaiite HeEoOXoIUMBbIE
3aKJIaJIKU.

12. I[lo3HakoMbTECH C 3apyOEKHBIMU TOMCKOBBIMU CUCTEMAMU:

— http://www.altavista.com,;

— http://www.google.com;

— http://www.yahoo.com.

OOpaTtuTe BHUMaHKUE HA TO, YTO TOJIC JJIs 3aITyCKa MOKMCKA 10 KIIFOUEBBIM CJIOBAM MMEET Ha3BaHUE
Search (Mckams) vmn Go (Hauamw). HecMOTpst Ha TO, 4TO 3TO 3apyOEKHbIE MOUCKOBBIE CHCTEMBI,
HCIOJIL3YHTE B KaYECTBE KITFOUCBOW MPEKHIOK Qpazy — anekmpounas ungopmayus. [Ipoananu3upyire
pe3yNbTaThl MOUCKA.

2.3.6. JJabopaTopHbie padoThI

JlabopaTtopnast pabora 1
TexctoBbiit penakTop MS Word: 00beKThI TeKkcTa

[lenb paGoOThI: HAYYUTHCS OCHOBHBIM TEXHOJIOTHYSCKUM OTIEPAIIUSM CO3JaHMS, PEAAKTUPOBAHUS U

(hopMaTUpOBaHUS TEKCTOBBIX TOKYMEHTOB.
3ananue 1. BcraBka cumBosioB. CrieniuanbHblE CUMBOJIbI
HabGepuTe cMBOIIBI, KOTOPBIX HET HA KJIaBUATYPE.
TexHonorust paboThl

1. Co3paiiTe HOBBI JOKYMEHT.

2. Bemmonnute komanay BeraBka, CumBodibl, CuMBod, JIpyrue cumBoJibl. OTKpOETCS OKHO
Cumso.r.

3. Ha Bknanke CumBouibl B mosie lpudgTt Beidbepure n3 crnucka OObIMHBIA TeKCT 1 HabepuTe
TPYIIIbI CUMBOJIOB, IIPEACTaBICHHbIE HA PUCYHKAX:

B CHMBOJBI, OOO3HAYAKONIWE JICHEXKHBIC CIUHUIBI JPYIrUX TOCYIapCcTB C  yKa3aHUEM
COOTBETCTBYIOIIMX FOCYJAPCTB:

| $ (amepukanckuii goinap), ¥ (smoHckas ueHa), € (eBpo)



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

B DKOHOMHWYCCKHC U KOPUIANYCCKHUC CUMBOJIBI C paCMH(prBKOﬁZ

© (aBTOpCKOE MpaBo), ™ (Topropast Mapka), ® (0XpaHseMbIil 3HaK)

4. Beienure cuMBoI «§» (maparpad) u menkaute Ha KHonke CovyeTaHue KIaBHIIL.

5. B nosiBuBmemcs okHe Hactpoiika KiIaBHATYPBI [IPOCMOTPUTE, YCTAHOBJIEHO JIU JJIs 3TOrO
CHUMBOJIa COYETAHUE KIIABHIIL

6. B none HoBoe coueranmne kjaapum Beenute Alt+G. Teneps Bo Bpemsi Habopa TeKCTa MpH
Ha)KaTUH 3TOTO COYETaHUs Oy/IeT MOSBIATHCS CHMBOJI Iaparpada.

7. Ha Bknanke CumsBodbl B none pudt BeiGepure u3 cnucka Symbol u Habepute rpymnmsl
CUMBOJIOB, IIPEJICTABICHHBIE HA PUCYHKAX:

B 3HAKM Ollepaluil CpPaBHEHMS], YaCTO UCIOJb3yEMbIE B TEXHUUECKUX U MaTEMAaTUYECKUX TEKCTax,
C Ha3BaHUSIMHU:

~ (MpUuONIM3UTENBHO), € (IPUHAIIEKUT), # (HE paBHO), < (MEHBIIIE JTHMO0 paBHO), > (OoJbIIe MO0
paBHO), o (0ECKOHEYHOCTH )

B 3HAaKH JIOTHYCCKHX onepaunﬁ C Ha3BaHUSIMU:

— (oTpunanue), v (IM3bIOHKIMSA), A (KOHBIOHKIMS), —> (MMILJIMKALUs), <> (3KBUBAJIEHTHOCTD) ‘

B CUMBOJIbI I'PEYCCKOr'0o aJ'I(baBI/ITa, JaCTO HUCIIOJIb3YCMBIC B MATCMATHKE U (1)I/ISI/IK6, C Ha3BaHUSIMU!

o (ameda), B (6era), A (siMOa), 1 (Mr0), T (1K), p (po), T (TaY), € (AMICUIIOH), ® (OMeTa) ‘

8. Hcmonn3oBaB jaekopatuBHbie mpudTel Webdings, Wingdings, Wingdings 2, Wingdings 3,
HaOepHTe TPYIIBI CHMBOJIOB, MPEJICTABICHHBIC HIDKE!

(ctpanuna), & (opraHu3alMOHHAs Auarpamm), == (npuHTep), [ (mamka), 7 (OTKpbITas
nanka), YO (mpis), & (muckera, coxpanenue), T (kop3una), @= 4§ (cTpenku), € (Haszan), » (Buepen),
(KOMITBEOTED)

9. BcraBbTe B IOKYMEHT CHEIMAIbHBIE CUMBOJIBI C HA3BAHUSIMU C ITOMOIIIBIO KOMaHsl BeTaBka,
CumBoJibl, CumMBoJ1, JIpyrue cuMBoJIbl, BKIaiKa CrienuajbHble CHMBOJIbI:

— (nmuunoe TtHpe), § (ab3am), ... (MHOrOoTOUYME), ‘(OAMHApHAS OTKPHIBAIOIIAS KAaBbIYKA),
(omuHapHas 3aKpbIBaroIas KaBbluka), ““ (ABOMHAS OTKpBIBAIOIIAs KaBbluKa), ~ (JBOWHAS 3aKpbIBArOIIAs
KaBbIUKA)

10. HabGepure codeTaHus CHMBOJIOB, KOTOPBIE HCHOJB3YIOTCS B AJIEKTPOHHOW IEPENHCKEe JUIs
OTOOpaXKEHHsI SMOIIHI:

m J(BoeTOYHE, AedHC, 3aKphIBAIOIIas Kpyrias ckooka (©);

W J[BOCTOYHE, 3aKPhIBAIOIIas Kpyrias ckooka (©);

m J(BOeTOYHE, Je(HC, OTKPHIBAIOIIAs Kpyrias CKoOka (®).

11. IIpoBeprTe pabOTy BHOBb HAa3HAUYEHHBIX COYETAHWUN KIABUII JJI BCTaBKU CHMBOJA «§» B
TEKCT.

12. CoxpanuTte TOKyMEHT ¢ UMeHEM BceTaBka cHMBOJIOB.

3ananue 2. PycudpunupoBanHabie HpuQTHI
Omnpenenure, Kakue U3 BCTPOCHHBIX MIprudToB Word moaaepKuBaroT pycCKuid andasur.
TexHonorust paboThI

1. Co3paiiTe HOBBI JOKYMEHT.

2. Habepute ¢pa3y «CKOpPOCTh BOCHPHUSTHS OTICIBHBIX 3HAKOB M TEKCTAa B IIEJIOM IPH YTCHUU
ornpeaenseT yqo004uuTaeMocTb mpudray.

3. Beigenute pazy (TpOMHBIM HISTIKOM).

4. Otkpoiite quanoroBoe okHo rpymms! Hpudr.

5. Beibepure mpudt u nocmorpure B nose Oépa3sen, Kak BHIIISAUT BbAeTIeHHAs (paza. Ecnm
mpudT He MOAAEPKUBACT PYCCKU andaBUT, TO PYCCKHE CHUMBOIIBI MPEBPATATCS B HEPACIIO3HABAEMBIE
3HAKH.

6. Onpenenure, CKOIBKO MIPUGPTOB, YCTAHOBICHHBIX B CPEJE, MOJIEPKUBAIOT PYCCKHUM andaBuT.
3anumnmMTe OTBET B JIOKYMEHTE.

7. CoxpaHuTe NTOKYMEHT ¢ UMeHeM PycuuumnpoBaHHbie IIPUQPTHI.

3amanue 3. Pazmep cumBoiia
[ToaroroBbTe MIIaKaT ¢ AEBU3OM.



TexHonorust paboTsI

1. Co3naliTe HOBBII TOKYMEHT.

2. Ycranosure mpudt Times New Roman.

3. HaGepuTe Tekct muiakata npornucHeiMu OykBamu — «YEPE3 IT K 1Q!».

4. Beigenute HaOpaHHBIN TEKCT U BBeauTe B 1ojiec Pazmep mpudra yucio 720. Kaxnpiii cuMBoJ
CTaHET pa3MepOM BO BCIO CTPAHUILY.

5. YcranoBute macimtab nokymenta 10 % u mpocmotpute Bee cTpaHullsl. Eciu He Bce CUMBOIIBI
MIOMEIAIOTCS HA CTPAHUILY, U3BMEHUTE X Pa3MepP B HY)KHYIO CTOPOHY.

6. Ortkpoiite nuanoroBoe okHO rpymnnbl HIpuT ¥ ycTaHOBUTE AN BBIACIEHHOTO TEKCTa
sugousMenenune Konryp (puc. 1).

YIE[P{E[S [ [ T{K{ [Q

Puc. 1
Jl5ia co3aHusl IMjaKaTa OCTAaeTCsl TOJBKO HaredyaTaTh JIUCTHI, BBIPE3aTh CUMBOJBI 110 KOHTYPY U
YKPETUTh Ha IIBETHOM (pOHE.
7. Coxpanute 10KyMeHT ¢ uMeHeM Ilimakar.
3ananue 4. Hactpoiika napaMeTpoB TEKCTa
OtdopMmaTupyiiTe TEKCT, UCIIOIB30BaB BOZMOKHOCTH ()OPMATHPOBAHUSI CHMBOJIOB U a03alleB.
TexHonorust paboThl
1. Otkpoiite ¢aiin Uro Takoe uHpopMaTUKA.
2. BrirounTe peskuM 0TOOpaKCHHSI Helle4aTaeMbIX CHMBOJIOB.
3. Pas0eiiTe ucxoHbINM TeKCT Ha ab3allbl, coriacHo obpasiy (puc. 2).
4. BolaenuTe BeCh TEKCT NEPBOro ad3ala v yCTAHOBUTE CIIEAYIOLINE TApaMETPhI:

e

[IpudT: Arial

Pa3smep: 14 nt

Hauepranue: [lomyxupHbiii
BeipaBHuBanue: I1o nenrpy
Wureppan: Pazpexenssiii Ha 1,5 0T
Bunousmenenue: Bce MponucHble

5. BeienuTe ueTBepThIil ad3all U yCTaHOBUTE JUIsl HETO MapaMeTphl:

Pazmep: 12 ot
Hauepranue: Kypcus; mis cioBa «adpopmarukay — [lomyxupHslii Kypcus
[Bet: Cunnit

6. BeienuTe TepMUHBI KYpPCUBOM COTJIACHO 00pas3Ily.
7. YcraHoBuTe AJig BcexX ab3aleB, KpOME MEPBOTO U YETBEPTOrO, OJMHAKOBBIE OTCTYIIBI TIEPBOM
ctpoku — 0,5 cMm.

YTO TAKOE UH®POPMATUKA?
Tepmun «ungpopmamuxa» (PpaHu. informatique) TPOUCXOIUT OT (PpaHIy3CKUX CIOB information (WHGOpMAIHS) H
automatique (aBTOMaTHKa) M JOCIOBHO O3HAYaeT «MH(OPMALMOHHAS aBTOMATHKAY.
[IIupoKo pacpocTpaHeH TaKKe aHIIOA3BIYHBIN BapHaHT dTOTO TEPMHHA — «computer sciencey, 4T0 03Ha4aeT OyKBaJIBHO
«KOMITBIOTEpHAS HAyKay.

I/IHd)op.waana — OmO OCHOB6AHHAA HA UCNOJIb306AHUU K()Jlﬂbl()ﬂlepll()ﬁ MexXHUKU
()ll(’L!llIl,'lllH(l, usyuarmowad cmpyKkmypy u 061Lﬂl€ ceolicmea llHd)Op.llClL‘lLlLl, a makoce
3AKOHOMEpPpHOCMU U Memoowl ee C()'j‘()élllll}l, XPAHEHRUA, NOUCKA, IlpG()(Gp(B()(f(lllllﬂ, nepe()aw u
NPpUMEHEHRUA 6 PA3JITUYHbLX cqbepax YenoeeuecKkoll 0esimeibHoCmu.

B 1978 rogy MexayHapomHBIf Hay4HBIH KOHTpPEcC O(HIMANBHO 3aKPE 3a IMOHATHEM «HH(POpPMAaTHKa» o00JacT,
CBsI3aHHBIE C Pa3pabOTKOW, CO3/1aHMEM, HUCIIOJIBL30BAaHHEM M MaTePUAIbHO-TEXHHYECKUM OOCITy)KUBAaHUEM CHCTEM 00pabOTKh
nH(opManny, BKIOYas KOMIBIOTEPHl W WX MpPOrpaMMHOE OOECHedYeHHe, a TaKXKe OpraHH3alUOHHbIe, KOMMEpPYECKHe,
aIMUHUCTPATUBHBIE U COIMAJIbHO-TIOJIMTHUECKHE ACHEKThl KOMIBIOTEPU3ALMHd — MAacCOBOTO BHEIPEHUS KOMIIBIOTEPHON
TEXHHKH BO BCE 00JIACTHU JKU3HHM JIIOJICH.




Takum oOpazom, nHpopMaTHKa Oa3upyeTcsi Ha KOMIBIOTEPHOI TEXHUKE M HEMbICIHMa 0e3 Hee.

Puc. 2
8. YcraHOBUTE JUIs YETBEPTOro ad3ana:

Otctyn nepBo#i ctpoku: Her
Orcryn ciea: 1,25 cm
Orctyn cnpasa: 1 cm
Wurepsan nepexn: 12 ot
WuTepsan nocne: 12 or

9. C nomoupto komaHzawsl I'1aBHasi, A03an, I'panuna um 3aaumBka, ['paHuma m 3aauMBKa
YCTAaHOBUTE NapaMeTphl TPAHHUIIBI JJI1 YeTBEPTOro abd3ana:

Pawmka: JleBas rpanuna
[Bet: Cunnit
Tonmmuua muany: 1,5 or

10. YcraHoBuTE 3QJIMBKY TEKCTa IO CBOEMY YCMOTPEHHIO.

11. YcranoBute Kypcop B J1it000OM MECTE 3arojioBKa.

12. Bemmonnute koManny I'siaBHasi, Bygep odomena, @opmart no odpa3ny. Ykazarenb IpUMET
BH/JI KUCTH.

13. Brigenurte miectoil a63am. Tekcr ab3ama MOMYyYUT TOYHO TaKUE K€ HACTPOWKH, YTO H
3aroJiIoBOK.

14. CoxpaHuTe 10KyMEHT.

3amanue 5. ['panuiia u 3ajMBKa
OdopMuTe TEKCT, UCTIONIb3YSl MHCTPYMEHTHI TPAaHUIIA U 3aJIUBKA.
TexHonorust paboThl
1. Co3paiiTe HOBBI JOKYMEHT.
2. HabGepure TEKCT:

OObem naHHBIX, XpaHsmuxcs B MHTepHETE, BIUIOTHYIO Mpubau3mics k otMetrke B 500 sk3abaiitoB (500
mipa. 1'6). Takue nanHble MpUBOAMT aHanuTuueckas komnanus IDC, npoBoauBiIas uccienoBaHUE 110
3akazy EMC Corporation. [To mporHo3am aHAJIMTHKOB, 4Yepe3 IMOJTOpa Tofa KOJUYECTBO ITaHHBIX
BBIPACTET ellle B 2 paza. ITO NPUBEAET K POCTY KUOEPIPECTYITHOCTH.

3. BxirounTe pexkxuM 0TOOpaKeHHsI HEerleyaTaeéMbIX CHMBOJIOB.

4. Pazbeiite TekcT Ha 4 ab3ana (10 KOJIMYECTBY MPEATIOKEHUN).

5. Ans kaxxporo a63ama (MpUMEHUTHh K ad3ally) YCTAaHOBUTE Pa3iIMYHBIC MMapaMeTphl TPAHUIBI U
3aJIUBKH [0 COOCTBEHHOMY BBIOOpY (CIUIOLIHAS TpaHHIlA, TPAaHULBI CBEPXY U CHH3Y, CIIpaBa U CJeBa,
pasnuyHas TOJIIMHA, IBET, THUIl JIMHUM W IIp.), UCIOJb30BaB KomaHjbl MeHio [aBHas, A63an,
I'panunmbl n 3a7nBKAa.

6. BrigenmuTre Ha CBOE YCMOTpPEHHE HECKOJIBKO TEKCTOBBIX (hparMeHTOB (OYKBY, CIIOBO,
MpeaioKeHue) 1 opOpMHUTE TPAHUILY U 3AJIMBKY IPUMEHHUTEIHHO K TEKCTY.

7. Coxpanute 10KyMeHT ¢ uMeHeM O0beM nHpopmanun B UHTEpHeTe.

JlaGopaTtopHnast pabota 2
TexcroBsiit pegakTop MS Word: 00BeKTHI TEKCTA

Ilenp paOOTHI: HAyYUTHCS OCHOBHBIM TEXHOJOTHYECKHM OIepanusM co3fanus ¢GopMyl B

TEKCTOBBIX JJOKYMEHTOB.
3ananue 1. Koncrpykrop dopmyn
Cozpaiite popmynsl (puc. 1), HCIOIB30BaB KOHCTPYKTOP (HOPMYIL.

dx
dt
z=r+s

r=B x
s:Cny
A

Puc. 1
TexHonorust paboThI




1. Co3paiiTe HOBBI JOKYMEHT.

2. B mycroii crpoke BbiosHUTE KOoMmaHny BeraBka, CumBogabl, ®opmyna. B gokymente
nosiBUTCS 00beKT MecTo A5 opMyJibl, Ha JIHTE OTKpoeTcst MeHio Pabdora ¢ ¢opmyamu u BKiajka
KoHncrpykrop.

3. dnst cozmanus nepBoii popmyssl BeiOepuTe mpocTtyo aApods (CTpykTypsl, [Apods, IIpocras
ApoOb), BBEIUTE B YMCIWTENb W 3HAMEHATEJIb HY)KHbIE CHUMBOJBI, IOCIE ApoOU HAOEpUTE CHUMBOJIBI
«=—2».

4. OTKpoiiTe packpsiBarolieecs MEHIO GOPMYJIIbI U yCTaHOBUTE BhipaBHUBaHUE [1o jieBoMy Kpaio.

5. AHaJIOrMYHO COCTaBbTE APYrue POPMYJIBI.

6. CoxpaHute TOKyMEHT ¢ UMeHEM DopMmy.Ibl.

3ananue 2. Co3zganue Gopmyii ¢ TOMOLIbIO (OPMATUPOBAHHS CUMBOJIOB
Cozpaiite popmyiisl (puc. 2), UCIIOIH30BAB HHCTPYMEHTHI (JOPMATHPOBAHUS TEKCTA.

N=a 1 *p1+ .+t *p'+ar*p’+aa*p '+ ... ta,*p,
rae ar-1 — (k— 1)-1 uudpa menoii gactu yucia N, 3aMCAHHOTO B CUCTEME CUHCIICHHS C OCHOBAHHEM p;
a -, — n-a uudpa IpoOHOM YacTu yucna N, 3alHCAaHHOTO B CHUCTEME CUMCJICHHsI C OCHOBaHHUEM p; k —
KOJIMYECTBO Pa3psA0B B IEJIOW YacTh yuciia N; n — KOJIMYECTBO Pa3psioB B APOOHOH yacT ducia N.
C yuerom 3THX 00O3HaueHMi 3amuch uuciaa N B JT000W MO3UIMOHHON CHUCTEME CUUCICHUS C
OCHOBaHUEM p UMEET BU]I

(@r-1...a1a0,a 10 -2...a _p)p.

Puc. 2
TexHonorust paboThl

1. Otkpoiite noKyMeHT PopMYy.JIbI.

2. B mycToli cTpoKe yCTaHOBUTE JIsl OCHOBHOT'O TeKCTa pazMep 14, oTcTyn Juist NepBOM CTPOKH —
0,5 cM 1 BbIpaBHMBAaHME 110 IIUPHHE.

3. HaGepute uepHOBOI TEKCT POPMYIIBI CHMBOJIAMHU, O3 POpMATHPOBAHUS UX (B OJTHY CTPOKY).

4. YcraHoBuTe s 3HAKOB (hOpMyJibl pa3Mep Ha 2 ONT OOJbILIE OCHOBHOIO TEKCTa U KYypCHBHOE
HayepTaHHe.

5. C wucnonb3oBanueM kiaBuiin Ctrl BelgenuTe Bce CHUMBOJBI, KOTOpbIE B (OpMYyJe HUMEIOT
HAJCTPOYHOE HauyepTaHue, U BeinoaHuTe koManny I'masuas, lpudgr, Haacrpouynslii 3HakK.

6. AHaJOIMYHO BBIJEIUTE BCE CUMBOJIBI, KOTOpPBIE B (pOpMyJie UMEIOT MOACTPOYHOE HauepTaHue,
u BeinosiauTe Komanay I'imasuas, llpudr, [loacTpounblii 3HAK.

7. Beigenute coznanHyto Gopmyiy.

8. Bpmonaute komaHny BeraBka, CumBoabl, Popmysa. BreigeneHuslii  (parment
aBTOMaTHYECKH MpeoOpa3oBajcs BO BHEIPEHHBIH OOBEKT, HO (GOpMAaTUPOBAHHE HAJICTPOUYHBIMU U
[IOJICTPOYHBIMU UHAEKCAMU MOTEPSIIOCH.

9. IloanpaseTe hopMyiTy, UCIIOIB30BaB HHCTPYMEHTBI KOHCTPYKTOPA.

10. B packpriBatomemcst MeHI0 (popmyiibl BeiOepuTe kKoMan 1y CoOXpaHUTh KaK HOBYIO (hopMy.1y.

11. B otkpeiBieMcs auainoroBoM okHe BBeauTe uMs Umesio B IICC u naxmute OK.

12. Otkpoiite 6ubmuoreky (koseknuio) popmyn (Konerpykrop, @opmyJia) u yoenurech, 4To
(dopMya ¢ TaKMM Ha3BaHUEM IOsIBWIIACh B Kareropuu Oomue.

13. BeraBwTe dhopmyny Uncisio B [ICC u3 koyekiuu B KOHEI] BTOPOTo (hparMeHTa.

14. Coxpanute n3MeHeHUs B JOKyMeHTe POpMYyJIbI.

3ananue 3. Cozmanue Gopmys1 ¢ HCIIOIb30BaHUEM prItoskeHus Microsoft Equation 3.0

Coznaiite popmyibl (puc. 3) ¢ momoipio penaktopa dhopmya Microsoft Equation 3.0.

-n

p" N pf-p”

L =tgx+C
cos” x
1 00
E.=010
0 01




Vx?+1,ecmx 0,

sin(x —3), eciu x > 0

Puc. 3
TexHomnorust paboTel

1. Otkpoiite paHee CO3AaHHBIN JOKYMEHT DOpMY.JIbI.

2. B mycroil CcTpOKe yCTaHOBUTE Kypcop M BhIIONHMTE KomaHay BeraBka, Tekcer, O0bekT.
[TosiBUTCS OKHO BBIOOpA MPHIIOKEHHUS I BCTABISIEMOr0 00bEKTA.

3. Beibepute npunoxxenre Microsoft Equation 3.0.

4. C momouipi0 MHCTPYMEHTOB Ha HaHenn MPopmy.a cosnaiite GopMmyIbl, IpeACTaBICHHbIE Ha
puc. 3.

5. CoxpaHute U3MEHEHUSI B IOKyMeHTE DOpPMY.IbI.

JlaGopaTtopHas pabora 3
TexctoBsiii pegaktTop MS Word: co3ganue u penakTupoBaHue TaOIHIl

Llesnb pa®oThI: HAYYUTHCS OCHOBHBIM TEXHOJIOTHYECKUM OIEpaIisIM CO3JaHMsl U PeAaKTUPOBAHUS

TaOJUI] B TEKCTOBBIX JOKYMEHTOB.
3amanue 1. Co3manue U peaaKTUPOBAHUE TAOJIHIT

Cozpaiite Tabmuiry mo obpasmy (puc. 1). /lobaBbTe B TaONHIly CTPOKY O CYNEPKOMITBIOTEpE,
BBIITYCK KOTOpOro Obu1 3amianupoBad B 2012 roxy.
Camble MoOLIHbIEe KOMIIBIOTEPBI B Mupe (10 faHHbIM Ha 2010 ropx)

Haspanmue Crpana KosaunuyectBo IIpousBoauTeLHOC Oo0bem Coepa
NPOLEeCCOPOB Tb (metadguionc*) OnepaTHBHOMI HCIO0JIb30BAHMS
naMsATH
(TepabaiT**)
i -----

116 400 1,026 MonenupoBaHue
RoadRunner SIIEPHBIX B3PBIBOB

*1 neradaornc = 10'5 onepanuii B ceKyH 1y
**] repabaiit = 240 Gaiir = 2! rurabaiir

f(x) =

Puc. 1
TexHonorust paboThl

1. Co3paiiTe HOBBIN JOKYMEHT.

2. Mo obpasmy (puc. 1) moacuuTaiite, CKOJIBKO CTPOK U CTOJIOIOB B TaOJIHIIE.

3. Beinmonnute komanay BeraBka, Tadimuna, BeraButh Taduuny.

4. B nosiBuBIIEMCS MaioroBoM okHe BeraBka Taluuubl 3anogHuTe nojis Yucsio crodunoB u
Yuci10 CTPOK, YCTAaHOBHUTE NEPEKIIOYaTeNib ABTONOAOOP WMIMPHHBI CTOJOLOB B TMOJOXKEHUE IO
IIMpPHHE OKHA U HaKxMuTe KHONKY OK.

5. 3anonHuTe TaOMUIYy JaHHBIMH coryiacHo obOpasiy (puc. 1), ucnonb3oBaB mpudt Times New
Roman u pa3zmep mpudra 10.

6. [lepeiinuTe B pexxuM peAakTUpOBaHUS TaOIHUIIbI, BBIOpaB BKIaaAKy Maker.

7. Jnst moOGaBieHUs CTPOKH BHU3Y TAOJMUIBI YCTAHOBUTE Kypcop B JIIOOYIO SUYEHKY MOCIETHEH
CTPOKH U BbINONHUTE KoMaHay MakeT, CTPOKH U €T0JI0UbI, BcTaBUTH CHU3Y.

8. BBemuTe B MOCHEIHIOI CTPOKY TaONHIBI WH(POPMALHKIO O CYNEPKOMIBIOTEpPE, BBIMYCK
kotoporo mianupoBaiics K 2012 roay (puc. 2).

Ha3zBanue Crtpana KoauuectBo IIpousBoauTebLHOC Oo6bem Cdepa
MPOIEeCCOPOB Tb (Tepaduionc*) onepaTUBHOM HCMO0JIb30BAHUS
nmamMsTi
(TepadaiiT**)
IBM Sequoia CIIA 1 600 000 20 1 600 MonenupoBaHue
HCTIBITAHUN




| | | | | sneproro opyxus |

Puc. 2

9. llpunaiite Tabiuue cruneBoe opopmiieHue o ceoemy ycmorpenuio (Koncerpykrop, Ctuiu
TadJMI).

10. Coxpanure 1oKymMeHT ¢ uMeHeM CaMble MOIIHbIEe KOMIIBIOTEPbI B MHPe.

3ananue 2. Co3ganue TabJIUIl HA OCHOBE MOJATOTOBIEHHBIX TEKCTOBBIX TOKYMEHTOB
CospnaiiTe TaOJIMIly W3 TIOATOTOBICHHOTO TeKcTa (puc. 3) U oThopMaTUPYITE ee.
TexHonorust paboTsl

Tekct cumTaercs MOATOTOBICHHBIM JUIA IpeoOpa3oBaHuss B TaONMIly, €CIM Kaxnaas CTpOKa
Oyayuieil TabmuIbl 3aKaHUYMBAETCS CHMBOJIOM «KOHEI[ a03aila», a Uis OTIENCHUS CTOJOLOB IPYyr OT
Jpyra BBIOpaH €IUHBIN CUMBOJI-Pa3ICIIUTEINb.

1. Co3paiiTe HOBBI JOKYMEHT.

2. BkimtounTe pexuM 0TOOpakeHUs HelleyaTaeMbIX CHMBOJIOB.

3. HaGepute TekcT kak B obpasme (puc. 3).

- Win7 -+ Vista -  Win2003 - WinXP - W2000 - Linux - Mac"
2010-March—»14.7% - 13.7% —» 14% -+ 378% - 03% - 435% - §£9%7

2009-December -+ 90% -+ 160% - 14% - 616% -+ 06% - 45%

- 6.5%1

2008-December -+ - -+ 156% - 1.7% -+ 714% -+ 17% -+ 38%
- 5.3%9

2007 November -+ - -+ 63% - 20% - T738% - 31% - 33%
- 3.9%%

2006-November -+ - -+ - -+ 19% -+ 749% -+ 80% -+ 35%
- 3.6%1

2005 November -+ - -+ - -+ 1.7% =+ 710% -+ 146% -+ 33%
-+ 3.3%"

Puc. 3

4. Tloncumraiite, ckoibko ab3areB B Tekcte. CTONBKO CTPOK OYyAeT coaepkKaTh co3JaBaemasi
TadmIa.

5. ns xaxaoro ab3ana onpeaesnTe, Ha CKOJIbKO (parMEHTOB OH pa30UT CUMBOJIAMU TaOYIISIIH.
CToJIbKO CTOJIOIOB OYIET Y CO3/1aBaeMOi TaOIHUIIBL.

6. Beienute Tekct 6e3 BbIIETICHUS IMyCTHIX a03alieB.

7. Beimonnute komauay BeraBka, Tadauua, Ilpeodpa3zoBats B Tabaumy.

8. Yb6enurech, 4TO B OTKphIBIIEMcs auajgoroBoM okHe IlpeoGpa3zoBaTh B Ta0JMIly B KauecTBe
pasgenuTens ykasaH 3HaK TaOymsamuu. Cpema aBTOMAaTHYECKH OIpeNeNnia, 4YTo Taliuma oJhKHA
COJIEp>KaTh BOCEMb CTOJIOIOB.

9. 3akpoiite okHO, menkHyB Ha kHonke OK. YOemurech, uro Tabiwia co3gaHa MPaBHIBHO

(puc. 4).
CraTucTHKA MCII0JIb30BAHUS ONlePAIMOHHBIX cucTeM B mupe 3a 2005-2010 rr.

Win7 Vista  Win2003 WinXP W2000 Linux Mac

ifir(lh 147%  137%  14%  578%  05% = 45%  69%
2009 0 0 0 0 0 0 0
December 2,0% 16,0% 1,4% 61,6%  0,6% 4,5% 6,5%
2008

= 15,6% 1,7% 71,4% 1,7% 3,8% 5,3%
December



2007 - 6,3% 2,0% 73,8% 5,1% 3,3% 3,9%

November
2006 ) 1.9%  749%  8.0%  3.5%  3.6%
November
NS ] 17%  71.0% 14.6%  33%  3.3%
November

Puc. 4

10. JIns BeIpaBHHUBAaHUS BBICOTHI CTPOK TaOJHIBI YCTAaHOBUTE KypcOp B JIOOYIO sSYEHKY H
BbIITOJIHUTE KOMaHAy Maker, Pasmep siueiiku, BLIDOBHATH BBICOTY CTPOK.

11. Jlms Bcex cTonOI110B, KpOME MEPBOT0, YCTAHOBUTE:!

m BbIpaBHUBaHUE 10 1IeHTPY (MakeTt, BoipapHuBanue, BolpaBHuBaHue M0 HEHTPY);

B 0JIMHAKOBYIO mUpHuHY — 1,8 cM (MaxkeTt, Pa3mep siueiiku, Lllupuna croadua tadaumbl).

12. Jlyist ycTaHOBKY TpaHUIl ¥ 3aJIUBKH MepeiinTe Ha Bkiaaky KoHcTpykTop.

13. Beigenure mnepByr0 CTpOKy M BbloHUTE KomanHay Crwim tadauu, 3aausBka. U3
MIPEITIOKEHHBIX 00PA3I0B 3AIMBKY BeIOepUTe OIMBKOBBINM, aKIEHT 3.

14. 3apaiiTe 3aJMBKY OCTAlbHBIX syeeKk TaOmuipl 1BeToM OJIMBKOBBIN, akueHT 3, OGosee
CBETJIbIN OTTEHOK 60%.

15. [lng ycTaHOBKU TpaHMIL BbIIEIUTE BCIO Ta0nuiy u B rpynne HapucoBaTh rpaHuibl 3aaaiite
CHEAYIOLIME MAPAMETPBHL:

Crtunb nepa: mo yMOT4aHUIO
Tonmuna nepa: 2,25 ot
[IBet mepa: OIUBKOBBIN, aKIEHT 3, OoJiee CBETIbI OTTeHOK 40%

16. Bommonnute komanay Koncerpykrop, Ctuiau tadaun, I'panunsi, Bee rpanunsbl.

17. Coxpanurte 1okyMeHT ¢ uMeHeM CTaTtucTuka ucnojb3oBanusi OC B mupe.

3ananue 3. [IpeobpazoBanre HEMOATOTOBIEHHOTO TEKCTA B TAOIHUILY

Co3paiiTe TabmuILy, B35B 32 OCHOBY HETIOATOTOBIICHHBII TEKCT.

TexHonorust paboTsl

1. OTkpoiiTe JOKYMEHT ¢ UMeHeM JloMeHbI BepXHero ypOBHH.

2. Bxirounte peskuM 0TOOpakeHHsI Hele4aTaeMbIX CHMBOJIOB.

3. BaumarensHo n3yuute TekcT. Onpenennure CUMBOJIbI, KOTOPBIMU OTAENsAeTCS HHPOpMaIus 00
OTIeNbHOM cTpaHe (Oyayiias cTpoka TaOJuibl) OT UHGOpPMALMK BHYTPU CTpaHbl (OyAyIIue CTOIOLbI).
MOXHO 3aMETUTh, YTO CHMBOJIOM-PA3CIIUTEIIEM CTPOK SIBIISIETCS «;», & CTOJIONOB — «:». CleayeT TaKxke
OTMETHUTh, YTO IOCJE KaKIOTO0 CHMBOJIA «:» CTOMUT MPOOeN, KaK U IMOCle KaXJAO0ro CUMBOIA <;». DTO
BAXKHO JIJIA HAIIMX JATbHEUIINX JIEHUCTBUIA.

4. Ins equHOOOpa3us 3aMEHUTE B MOCIETHEN CTPOKE CUMBOJ «.» Ha «;» U MOCTaBbTE MOCJE HETO
pooelt.

5. Belmenute TeKCT, KpoMe Ha3BaHUA TaONMUIBI U JBYX IOCJIETHUX MOSICHUTEIBHBIX CTPOK H
BhITIONIHUTE KoMaHay ['y1aBHas, PejakTupoBanne, 3aMeHUTb.

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

7. YcTaHOBUTE Kypcop B Iojie 3aMEeHUThb HAa, HAKMHUTE KHOINKY bojbllle ' B MEHIO KHOIIKH
CrnenuaabHbIi BeIOepUTE 3HAK a63ama.

8. BeimonHute KoMaHay 3aMeHUTh BCe€ U OMPEIEIUTE, CKOJIBKO Mpou3BeaeHO 3ameH. CTOJIbKO
CTpOK OyZeT B TaOuIIe.

9. Ha Bompoc «IIpomomkuts mouck B octaBiieiics uactu?» orsetsTe Her.

10. B none HaiiTn ynanute npeasiayiiee yCIoBUe MOUCKA U YCTAHOBUTE HOBOE — CUMBOJIBI «:» H
mpoberna.

11. B mone 3ameHUTH HA yJanuTe MPeabIayIlee YCIOBUE U BCTaBbTE CIIEIIMATBHBIA CUMBOJ 3HAK
Ta0yJISALUH.

12. BeinonauTe KoOMaHay 3aMeHUTh Bcee.

13. Ha Bonpoc «IIpomoinkuTh mouck B ocrapiierics yactu?» orsetbTe Her.

TexcT moAroToBieH K NpeoOpa3oBaHUIO B TAOHUILY.




14. Beienure TekcT Oyaymieil Ta0auiibl.

15. Bemmonnute komanay BeraBka, Ta6auna, [lpeodpazoBaTs B Tadaumy.

16. B otkpeiBiiemcst nuanoroBoM okHe IlpeoGpa3zoBaTh B Tadummy cpena HpeUIOKHT BaM
KOJIMYECTBO CTPOK M CTOJIOIOB Oyaymiel TabauIpl o yMOT4aHuo. W eciii Bce mpeablIynue AHCTBHS
c/IenaHbl MpaBWIbHO, TO Word orpenenuT, 4to Tabauna 10JKHa cofepxaTh 17 cTpok u 4 crondua.

17. B none Pa3neauTesib 10 yMOJIYAaHUIO YCTAHOBJIEH CUMBOJI TaOyJALUU, YTO COOTBETCTBYET
HaIIeMy TEKCTY.

18. 3akpoiite okHo, menkHyB Ha kHorike OK. Y6eautech, uTto Tabiuia cienaHa MpaBUIBHO
(puc. 5).

19. loGaBbTe NIBe CTPOKH CBEPXY JUIS 3aroJIOBKOB TaONWIBI. JIJIsT 3TOTO BBIJCIUTE JBE IECPBHIC
CTpOKHU TabmuIbl U BeiOepuTe koManay Maket, CTpokH M cT0J101bI, BcTaBUTH cBepXy.

20. IToouepenHo oObeAMHUTE AYEHKU Ul BBOJA 3arojIOBKOB, IPEJBAPUTEIBHO BBIJCINB UX U
BOCITOJIL30BaBIIMCh KoMaH1od MakeT, O0bequHUTh, O0beIHHUTD TYECHKH.

21. BBeauTe TEKCT 3aroJiOBKOB.

22. O6beaHUTE SYEHKU OJTHOTO ToJla PETUCTPALIMU TOMEHA, OCTABUB TOJ I10 OJJTHOMY pa3sy.

23. OcymiecTBUTE BBIpAaBHUBAaHUE B sSYCHKaxX TaOJNMIBI corjlacHO oOpasmy (puc. 5),
BOCTIOJIb30BABIINCH KHOMKAaMH U3 TPYIbl BoipaBHMBaHue Ha BKIaake MakeT.

24. CoxpaHHUTE JOKYMEHT.

JlaThl cO31aHUS HEKOTOPHIX HAIMOHAJIBHBIX JOMEHOB BEPXHEr0 YPOBHSA
JlaTa co3nanus
Crpana TI'opg | Ymcao, mecsan Aomen
CIIA 24 mrons .us
Benukobpurtanus 1985 | 24 urons .uk
W3pawib 24 oxTs0ps Al
AprenTuna 1987 | 23 cenTsiopst .ar
bpazunus 1989 | 18 anpeinst .br
Cogerckuii Coro3 19 cenTsiOps .Su
» 1990
Kwurait 28 HOsAOps .cn
bonuBus 1991 26 deBpais .bo
Konxym6us 24 nexabps .CO
AnGanus 21 ampenst .al
1992
Ykpanna 1 nexaOpst .ua
JlatBust 1993 | 1 urons v
Poccuiickas @enepanns 7 anpeinst .ru
1994
ApmMmenus 26 aBrycra .am
Y 1995 | 27 saBaps .cl
Adranucran 1997 | 16 okts0ps .af
Poccuiickas @enepanust | 2009 | 30 okTa0pst pd*

* — nepBsiii jomeH B uctopun [CANN**, HanncaHHBIN Ha HAIIMOHATILHOM SI3bIKE
** — MHTepHeT-KOpIIopanus 10 yIpaBiIeHUIO JTOMEHHBIMH UMEHAaMH U IU(PPOBBIMU a/IpecaMH B
HNutepnere
Puc. 5
3anmanue 4. CopTupoBKa B Ta0IHIIC
BeimonHuTe COPTUPOBKY JaHHBIX, IPEICTABICHHBIX B TAOIMYHOU opme (puc. 6).

Crpana KosanuectBo
aTak
BRAZIL 123 736
CHINA 12 708 285
EGYPT 3615355
FRANCE 182 975
GERMANY 253 097




INDIA 479 429
INDONESIA 190 607
ISRAEL 118 664
ITALY 121 508
MEXICO 308 399
MOROCCO 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
Texnonozus pabomoi

1. Otkpoiite ¢aiin ATaku BpeIOHOCHBIX mporpamm. B daiine u Ha puc. 6 mpeacTaBieHBI
JaHHBIE 110 CTpaHaM, Ha JOJK0 KOTOPBIX Mpuxoausioch 89 % Bcex aTak BpeIOHOCHBIX mporpamm B 2009
roay (o nanusM «Jlabopatopuu Kacmepckoroy).

2. JlobaBpTe k Tabmume cronber ciea. J[is 3TOro BBLAETUTE MEPBBIN CTOJOCI W BBITOJHUTE
koManay Maket, BeraButhb ciieBa. Beeaure 3aronoBok cronbua «MecToy.

3. B mepBbIii cTOn0€I BCTaBETE aBTOMATUYECKYIO HYMEpPAIIHIo.

4. Boigenure nepByto CTpoKy B Tabmuie ctuiem CTPOruid.

5. YcraHoBUTE Kypcop BHYTpU TaOJIUIBL.

6. Beinmonnute komanay Makert, /lannbie, CopTupoBKa.

7. B mone CHavajsa mo guanoroBoro okHa CoOpTHPOBKA BbIOEpHUTE 3arojioBOK CTOJIOIA
«KonuuectBo arak» W ycTaHoBUTEe Mepekirodarens B mnosoxkenue Ilo yobiBanmio. Haxmute OK.
[IpocmoTpuTe, Kak BBIMOIHUIACH COPTUPOBKA.

8. Jlo6aBbTE CTPOKY CHU3Y.

9. Brequte B HUKHIOIO CTPOKY AaHHBIE 0 Poccuiickoit denepannu:

| RUSSIAN FEDERATION | 335656 |

10. 3aHoBO oTCOpTUPYIiTE Ta0IMIly 110 YOBIBAHUIO KOJIMYECTBA aTaK.

11. Beiienure pamkoii cTpoky ¢ gaHHbIMH 0 Poccuiickoit denepaiui.

12. BoigenuB Tabnuily, YyCTaHOBUTE IIMPHHY CTOJIOIOB C MOMOIIBIO KOMaHAbl ABTONOAGOP MO
CO/IEPKUMOMY.

13. CoxpaHuTte TOKyMEHT.

3ananue 5. BerauciaeHus B Ta0IHIIax

Hcnonb3oBaB Qopmysbl, paccuuTaiiTe cymMMapHbli 00beM BceX TrpapUUecKMX U TEKCTOBBIX
GdaiioB 10 W TOCIIe apXWBallUM, a TAKXKE OCYHMIECTBUTE (OPMATUPOBAHWUE YHCIOBBIX JAHHBIX IIO
JecSITUUHOM 3amsTol. MicXoaHble TaHHBIe Ul pacueTa MpeCTaBlIeHbl Ha pucC. 7.

I'padpuyeckue daitiabl TexkcroBble ¢aitibl
Pasmep (Kbaiit) Pasmep (K6aiir)
HUms | Pacumpenue . ITocne Nma | Pacluupenue . [Tocne
Hcxonueiin Hcxonueiii

apXuBaIuu apXuBaIu
Picl | .gif 1,27 1,39 | Textl | .doc 55 24,6
Pic2 | .gif 9,35 9,27 | Text2 | .doc 85 19,9
Pic3 | .jpg 7,86 7,72 | Text3 | .rtf 28,5 2,67
Pic4 | .jpg 15,4 14,2 | Text4 | .rtf 45,2 2,99
Pic5 | .bmp 44.9 3,8 | Text5S | .txt 80,1 16,9
Pic6 | .bmp 145 59,8 | Text6 | .txt 127 36,8




| | Htoro | | | | Htoro
Puc. 7
TexHomorust paboThI

1. CoznaliTe HOBBIM JOKYMEHT.

2. Coznaiite Tabnuily Kak Ha puc. 7.

3. Ilepen HayaJIoM BBIYMCIICHUN MBICIICHHO 0003HAYBTE KAXKJIBIH CTOJIOCI] TaOHIlbl OyKBOM (A,
B, C, ...), actpoky — HOoMepoMm (1, 2, 3, ...).

4. Bocnonbp3oBaBumuch komanjaoit Maker, [lannble, ®opmynaa, Beeaute B sueiiky C10
dbopmyny: =SUM(ABOVE) mns pacuera cymmapHoro oobema rpaduueckux (aitioB 10 apXuBaluu
(ucxomusiii pasmep). Apryment ABOVE o3HauaeT «cyMMHUpOBaTh YMCIIOBBIC STYCHKH BBIIIE SUYCHKH C
bopmMyIoity.

5. Cxomwmpyiite monydeHHyo ¢opmyny B sueiiku D10, H10 u G10. Ilocne xommpoBaHUS
(bopMyIbI B KaXk10H stueiike OyJeT OJJHO U TO e YHUCIIO.

6. YcTaHoBUTE KypcOp BHYTPH BBIUHCIISIEMOTO MO ¥ BBINOIHUTE KOMaHLy OOHOBHUTH 10JIe U3
KOHTEKCTHOTO MEHI0. Pe3ybTarsl pacyeToB 0OHOBSTCS.

7. CrneBa OT TOPH3OHTAIBHOW JIMHEWKH HAWIUTE KHOMKY TaOyJIsSTOPOB W, IIETKas MO HEU

MBIIIBI0, BEIOEpuTE TalbysiTop Ilo pazaenurenio .

8. Boinenute uncnoBsie nannbie ctoiona C u ycranoure BoipaBHuBanue Ilo jeBomy kpaio.

9. Ha ropusoHTanbHOW JNHHEWKE B OO0JIACTH BBIJEICHHOTO CTOJOLA MIETYKOM YCTaHOBHUTE
tabynsarop Ilo pazaenuresio.

10. Y6enurech, 4TO 4nciia BEIPOBHSIIMCH I10 JACCITUYHON 3aMsTOM.

11. TloBrOopuTe AEHCTBUS PEABLAYIINX IYHKTOB JUIsl YUCJIOBBIX AaHHBIX cTos0110B D, G, H.

12. Coxpanurte 1oKyMeHT ¢ uMeHeM Pa3mepsl (aiisios.

3ananue 6. HanpaBienue Texcra B TaOIHIIC
Coznaiite Tabnuily mo odpasity (puc. 8), HCIOIH30BaB MOTOTOBICHHBIE TEKCTOBbIE JaHHBIE.
CroumocTh NporpaMMHBIX NPOAYKTOB JabopaTopun Kacnepckoro
Iena aunen3un Ha 2010 roa

Ilena auuen3uun Ha 1 rojg
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[IpoBepka u 3amura pabOYMX CTAHIUI

Windows B koprioparusiofi cetn 4975 | 446,8 | 4012 | 3603 | 323,5 | 290,
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Security
S.0.S

Puc. 8
TexHonorust paboTsl

1. Otkpoiite daiin Llena auuen3uu Ha 2010 roa.

2. Bxurounre pexxum 0ToOpakeHUs Helle4aTaeMbIX CUMBOJIOB.

3. BeigenuTe Teker 0e3 mycThIX ab3aimeB u mpeodpasyiite ero B TabIUIly KOMaHI0W BeraBka,
Taboauusl, [Ipeodpa3zoBates B Tabuuny. [lepexmtouarens ABTONOA00P IMPHHBI CTOJIOOB YCTAHOBUTE
B nosioxkeHue Ilo cogepxxumomy.

4. Pactipoctpanute 3aroioBok «lleHa ogHoit nunieH3uu, py0.» Ha coceHue crpaBa sueiiku. Jls
3TOT0 OOBEUHUTE ITH STYCUKHU COTIACHO 00pasILy.

5. PacnipocTtpanute 3aronoBok «Koi-Bo JIULEH3HI, IIT.» Ha COCEAHUE cpaBa siueiiku. i aToro
O0BEIMHUTE ITH STYCHKU COTIIACHO 00pa3ILy.

6. Pacripoctpanute 3aroinoBok «HasHaueHue» Ha sYEHWKH BBINIE U HUXKE MOANUCH, OOBEIUHUB
COOTBETCTBYIOLINE AYCUKH.

7. I3MeHuTe HampaBi€HUE TEKCTa B SUEMKax C KOJIMYECTBOM JIMLEH3UU. [[1s 3TOrO, BBHIAEIUB
SYEHKHU, HaxkuMmanTe kHonky HampaBJiieHue Tekcra B rpynne BelpaBHUBaHUe Ha BKiIagke Maker 10
TeX MOp, MOKa He BHIOEPUTE HYKHOE HAIIPABIICHUE.

8. OtkoppekTupyite mupuHy cronbma «HasHauenwe» cormacHo oOpasily ¢ TOMOIIBIO
HarpapJsomKUX. KOHTpoauMpoBaTh MIMPUHY MOKHO € MOMOLIBIO Ipyniibl Pa3mep siveiikum Ha BKIIAJKe
MakeTt. 3HaueHHUE MHUPUHBI JOHKHO OBITH MPUMEPHO 4,5 cM.

9. Jopucyiite cTonOubl isi HA3BaHUN MPOTPaAMMHBIX MPOAYKTOB. J[is 3TOro mepeiauTte Ha
BkJaaKy KoHeTpykrop u Beibepure komanny HapucoBaTh Tadauny. C mMOMOIIBIO yKa3aTess MBIIIH,
KOTOpBIM TpUMET BHJl KapaHJalla, CO3JaiiTe SYEUCTyI CTPYKTypy corjacHo obOpasmy. s
KOPPEKTUPOBKU CTPYKTYpbl BOCHOJB3YyHTeCh JlacTHKOM. 3aKOHUMTE pPHUCOBaHUE, €IIe€ pa3 BbIOpaB
komanny HapucoBars Tadaumy.

10. BeiOepute HanpaBiaeHUE TEKCTa AJi1 BHOBb CO3/IaHHBIX SYEEK U BCTABbTE COOTBETCTBYIOLIUI
TEKCT MOAINCEN.

11. Beenure HazBanue tabmuiel «llena munensum Ha 1 Trom». IS 3TOrO BCTaBBTE MYCTYIO
CTpOKY cBepxy. OO0bequHUTE HEOOXOIUMBIE STUCHKU U BBEUTE MOAMKCH. 3a1aliTe BHICOTY CTpokHu 0,5 cMm.

12. BeipoBHSIiTEe TaHHBIC BO BCEX SUCHKAX TAOJIHUIBI COTIAcHO 00Opa3ity (puc. 8).

13. Jli14 Bcex 3arojioBKOB YCTAHOBUTE MOJYKUPHOE HAU€pTaHUE.

14. CoxpaHurte JOKYMEHT.

JlaGopaTopHas pabora 4
TexcroBsiit pegaktop MS Word: rpadmieckne 00bEKTHl B TEKCTOBOM JIOKYMEHTE

Llenp paOoOTHI: HAYYUTHCS OCHOBHBIM TEXHOJOTHUECKHUM OlepanusiM paboTsl ¢ rpadudecKuMu

00BEKTaMHU B TEKCTOBBIX JJOKYMEHTAX.
3ananue 1. CiocoObl BCTaBKM OTOBBIX PUCYHKOB B TEKCTOBBINA JOKYMEHT

BceraBbTe B JOKYMEHT PUCYHOK U3 (pailiia, COXpaHEHHOro Ha Komrmblotepe. Haiinure pucyHok B
WuTtepHere u BcTaBbTe B JOKyMEHT. BcTaBbTe B AOKyMEHT kiun u3 kosuiekuuu Microsoft Office.
Cozpaiite mompbopky kKapTHHOK Ha BeO-y3ie Office Online m BcTaBbTe KapTHHKY W3 TMOJOOPKH B
JIOKYMEHT.

TexHounorust paboThI

1. Co3paiiTe HOBBIN JOKYMEHT ¢ UMeHEM Croco0bl BCTABKH PUCYHKOB.

2. CozpaiiTe moj 3aroJ0BKOM Tadnuiry 2 x 2.

3. lllenkHUTE B IEPBO siueiiKe TaOIUIBI, YTOOBI yKa3aTh MECTO BCTABKH PUCYHKA.

4. Bpmonnute komanny BeraBka, HWamocrpanmum, Pucynok. Otkpoercsa okHo BceraBka
PHMCYHKA (II0 YMOJYAaHUIO NpeJIaracTcs BCTaBKa U3 Manku Mo pUCYHKH).

5. Haliaute Ha cBOeM KOMITbIOTEpE MAINKy C PUCYHKAMU U BCTaBbTE OJMH U3 HUX B TAOJIHILY.

6. Hactpoiite nonoxenue kaptunku (Popmar, Ynopsigountsb, O0Tekanue tekcrom, B Tekcre).



7. Hactpoiite pa3mep KapTHHKH, €CJIM 3TO TpeOyeTcs, U yCTaHOBUTE BbIpaBHUBaHME B siuelike Ilo
LHEeHTpY.

8. UroObl HaiiTu pucyHOK B MHTepHere, 3arpy3ure Jit0Oyl0 IMOMCKOBYIO CHUCTEMY, HaIpHUMeEp
«SHpexe».

9. 3apaiiTe NMOMCK PHUCYHKOB IO KJIHOYEBOMY CIIOBY (Hampumep, «KOMIIBIOTEp)»), BBIOEpHUTE
CpeaHUl pazmep.

10. C noMoI1b}0 KOHTEKCTHOTO MEHIO CKOITUPYHTE HHTEPECYIOIIMIA Bac PUCYHOK B Oydep oOMeHa
1 BCTaBbTE €0 BO BTOPYIO SYEHKY TaOJIMLIBI.

11. Bemmonnute komanay BeraBka, Mmroctpanun, Koanmn.

12. B otkpeBmeiics obnactu 3amad Kiumm (mpaBas yacTh SKpaHa) IICIKHUTE HA CCBUIKE
YnopsiiouuTh KJIMIBI.

13. B cnoucke KosuleKIMi mosBHBIIErocs OKHa OpraHum3aTrop KJIMIOB OTKPONTE Hamnky
Konnexkuun Microsoft Office.

14. Beibepute TeMaTuky Kiaumnos, Hanpumep, [Ipodeccus.

15. BeraBbTe MOAXOIAILYIO KAPTUHKY B TPEThIO sIUEHKY TaOIULbI.

16. 3akpoiite okHO OpraHu3aTop KJIHMOB, ECIIM OHO OTKPBITO.

17. B ob6nactu 3amau Kuaunm menkaute Ha ccbuike Kumnbl Ha Bed-y3ie Office Online.
OTtkpoercst BeO-pecypc ¢ pucyHKamu, poTorpadusiMu, aHUMaIUsIMU U TIp.

18. HalimuTe NOMCKOBYIO CTPOKY.

19. Haiiaure crincok KaTeropuii n300paskeHHi.

20. BeoiOepure KaTeropuro WIM 3aJaiiTe MNOUCK IO KJIHYeBbIM cioBaM. IIpocmorpute
110/100paHHbIE PUCYHKH.

2]1. Bpibepute HHTEpeCcyOUIMI Bac PUCYHOK M IIEJKHUTE Ha HeM. OTKpOeTcsi OKHO CO
CBEICHUSIMU O PUCYHKE.

22. lllenxnute Ha kHOnKe KonmpoBartk. Pucynok coxpanurcs B Oydepe oomeHa.

23. TlepeliguTe B TEKCTOBBIA JOKYMEHT M BCTaBbTE€ PHCYHOK U3 Oydepa oOMEHa B YETBEPTYIO
SYEHKY TaOIHIIBI.

24. CoxpaHHUTE JOKYMEHT.

3ananue 2. Co3gaHue cxeM MpH OMOIIY BEKTOPHBIX OOBEKTOB C MCII0JIb30BAaHHEM IIOJIOTHA

Co3pmaiiTe cxemy M3 BEKTOPHBIX OOBEKTOB COTJIaCHO 00pasity (puc. 1).

TexHomnorust paboTel

1. Co3naiiTe HOBBII TOKYMEHT.

2. Bemonnute koManay Beraska, Miuniocrpannu, @urypsl, HoBoe moJioTHo.

3. IIpopucyiite nenTpaibHblii 00beKkT. Mcnons3oBaB komanay Cpeacrsa pucopanusi, ®opmar,
BceraButh purypsl, BeIOEpUTE IIECTUYT OJIBHUK.

4. HaznaubTe Qurype cienyronye CBOMCTBA C MOMOIIbI0 KoMaH ] rpynnbl CTtuim gpuryp:

3anuBka: ['panuenT (kHoMKa 3auBKa (GUTYpHI)
Pamka: Cunsis TpexkonTypHas (kHonka KoHTyp Gurypsr)
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Puc. 1

5. [Ipopucyiite purypy CKpyrJjieHHblii NPIMOYT0JbHUK.
6. Ha3naubTe €if creayronme cCBOMCTRa:

3anuBka: TekcTypa
Pamka: Cunsist AByXKOHTYpHast
Teun

7. Ucnonb3oBaB knaBuiny Ctrl, cozmaiite nsaTh KOMUNA HACTPOSHHOW (UTYpPHI U PAa3MECTUTE UX,

Kak Ha oOpasIie.

8. CoeauHuTe C MOMOIIBIO MHCTpyMEeHTa CKpYIJleHHAsl JIMHUS €O CTPEJKOH O0BEKTHI CXEMBI.
Jlnst aToro B MeHIO (DUTYp BBIOEpUTE HYXHBIH THUI CTPEJIOK, HABEAWTE yKa3aTellb MBIIIN HA CEPEIUHY
OJIHOM (pUTYpHI U, HAXKAB KHOIIKY MBIIIH, IPOBEAUTE JIUHUIO K IPYTroil (urype.

9. IlpoBepbTe, YTOOBI KakJash COENMHUTENbHAS JIMHUSA «IpUKIEeUIachy K o0bekry. s 3Toro
BBIICTIUTE JIMHUIO U yOEIUTEeCh, YTO KOHIIBI OTMEYEHBI KpacHBIMH Mapkepamu. [Ipu HeobxomumocTu

3axBaTHUTE KOHEI M MPUCOCTUHHUTE €T0 K CepeHe (DUTYPHI.

10. Beizenure ¢ nmomoupto kiaBuiu Shift Bce coeauHUTENbHBIE JIMHUM U U1 BCEM TIPYIIIbI

YCTAaHOBUTC CJICAYIOIINUC CBOICTBA:

Tommuna: 1,5 or
L[BeT: kpacHbI
Twun: tpux

11. HepeHBHFaﬁTe 00BEKTHI CXCEMbI, CBEpPAACH C 06pa3u0M n ciacada 3a COCAHMHUTCIBbHBIMU

JIMHUAMMU.

12. Ucnionp30BaB KOMaHy IlOﬁaBI/ITB TEKCT KOHTCKCTHOI'O MEHIO, BHCCUTC HAAIIMCU B (1)I/IprI>I.

13. lo6aBbTe 00bekT WordArt B IEHTP KOMITO3UIIHH.
14. CrpynnupyiTe 0ObEKThl CXEMBI.

15. Beiienure nosiyduBiieecss H300pakeHUE U BBIPEXKbTE €r0 U3 MOJIOTHA.

16. Beinenure u ynanure moynoTHo (kiasuina Delete).
17. BcTaBbTe BhIpE3aHHBIN PUCYHOK B TEKCTOBBIN JOKYMEHT.
18. Coxpanute 1oKkyMeHT ¢ uMeHeM CBOMCTBA HH(POpMALMH.

3amanue 3. PUCYHOK U3 pa3HOTUITHBIX Tpa@UUECKUX 00BHEKTOB
Coznaiite pexiamMHOE OOBSIBICHHE COIVIaCHO 00pasiy (puc. 2), cocTtosiiee U3 rpaguuecKux

00BEKTOB Pa3HbIX THIIOB.
TexHomorust paboThI
1. CoznaiiTe HOBBIM JOKYMEHT.
2. BcTaBbTe KMl ¢ H300paKeHUEeM KOMITBIOTepa.

3. Beigenute pucynok. O0parure BHUMaHUE HA TO, KAKUMH MapKepaMH OTMEUYEHBI €0 TPaHHIIbI.
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Puc. 2

4. YcraHoBHUTE Ui BBLACNEHHOTO PUCYHKA (popMy (CKPYTJIEHHBIM MPSMOYTOJBHHUK) U TPaHUILY
(ToNmMHA W LBET), UCHOJb3ys KoMmaHapl Popma pucynka u I'panmua pucynka rpynmnsl Padora c
pucynkamu, ®opmart, CTWIN PUCYHKOB.

5. BcraBbTe HOBOE nonoTHO (BeraBka, Miunoctpannu, @urypsi, HoBoe mosotTHo). Ysenuubte
pa3Mep MOJIOTHA Ha BeCh JUCT. B panmpHeiilieM mpu CO3JaHUU OTHAEIBHBIX AJIEMEHTOB H300pa)KeHUS
creanTe, YToOBI BCe (PUTYpHI pacroiarajuch BHYTPH MOJIOTHA, HHAYE HE TIOJTYYUTCS TPYIITHPOBKA.

6. BoIpexxbTe PHCYHOK M BCTaBbTE €ro B MoJIOTHO. OOpaTuTe BHUMaHHE HA TO, YTO MapKephl
TpaHMIl TeNEPb UMEIOT APYrol BHII, TAK KaK H3MEHUJICS THUIl O0BEKTa — PUCYHOK IPEBPATHIICS B QUTYPY.
Tenepb 1 3TOr0 U300paKEHUS YKe HETOCTYITHO MeHIO CTHJIM PUCYHKOB.

7. Wcnons3oBaB komanny CpeacrBa pucoBanusi, ®opmar, BeraButrs ¢urypnsi, OcHoBHBIE
¢urypsl, Hapucyiite pom0. [lonGepure ana Hero moaxonsuryto Tekctypy (Cruam ¢uryp, 3aiuBka,
Tekcrypa).

8. Tak kak poMO MOABWICS B IOJIOTHE IOCIE KJIHIMA, MEPEMECTUTE €ro Ha 3aaHuil miaH (3a
PHUCYHOK).

9. lllenkHuTe BHYTPHU MOJOTHA U J00AaBHTE XYI0KECTBEHHBIH TEKCT B Buie oObekTa WordArt
(BcraBka, Texcr, WordArt). HactpoiiTe MecTOmosoXkeH1e HaAMCH U €€ pa3Mep.

10. lo6aBbTe erie oAuH Xy J0’KECTBEHHBIN TeKCT B BUe 00bekTa WordArt.

11. JloGaBpTe K KOMITO3WUIIMU CTpeiky: BeraBka, Wanwcrpanun, Purypsl, BbeiOepuTe
burypHyro crpenky u mnpopucyite ee. Otkpoercs BkiIaaka dopMaTr ¢ MHCTPYMEHTaMU HACTPONKH
CTpEJIKHU.

12. Hactpoiite 00bem ¢urypsl (rpynna Oobem).

13. C nomomnisto knasuiu Ctrl coznaiite 1Be KOIUU CTPENKH.

14. BcraBbTe Tpu 00bekTa Hagnues (BeraBka, Teker, Hagnuces, HapucoBaTh HaANMCh).

15. BBeauTe TEKCT B HAIHUCH.

16. YcranoBute 11 Haanuceit apdext renu (Popmat, IPpdeKThl TeHH).

17. 3aneiire 0ObEKTHI, BRIOPAB JIJIsl HUX Pa3HbIC TUIIBI TPATUEHTOB (JICBBIH, TIPaBBIN BEPXHUH YTOJI,
OT IICHTA).

18. PacnionokuTe HaAlUCH MOJ] CTPEJIKAMH.

19. C nomomipto nactpyMenta Haanuces co3gaiite 6510k 111 HOMEpPOB Tene(OHOB, BBEIUTE TEKCT.

20. M3menute popmy Ooka (@opmat, Ctuim Hagnuceii, U3meHuTs Gurypy).

21. 3apnaiiTe 3aMBKY (DUTYpHI B BUJIE PUCYHKA, MOAOEPUTE LIBET TEKCTA.



22. Beigenute Bce rpaduyeckre 00beKThI, BXOIAIIME B COCTaB U300pakeHUsl.
23. Crpymnmupyite Bce rpaduveckre OOBEKThI C MOMOINIbI0 KoMaHIsl CpeacTBa puCOBaHMS,
Ynopsinouurts, I'pynnupoBars.
24. Coxpanute 1okyMeHT ¢ umeHeM Ilpuraamenue.
3ananue 4. Cozanue uepapXu4ecKon CXeMbl C IOMOILBIO HHCTpyMeHTa SmartArt
CozpaiiTe cxemy ¢ IOMOIIBIO HHCTpYMeHTa SmartArt coritacHo oopasiy (puc. 3).

Cnocobbl 3anncu anropuTtmos

BepbanbHbiiA CUMBOABHBIN [padmueckuid

ANropMTMb] ONHCHIESDTCH

BNTOPWTMbI ONWCHIBAHTCA © v
€ nomolb Habopa

nomowLo Habopa
CHMBONOE

ANTopHTMbl ONHCHESIDTCA
Ha 42N 0eee CHINN A3 DIHE

TS e CHMX
ManbpaweHWA

Puc. 3
TexHomnorust paboTbl

1. Co3naiiTe HOBBII IOKyMEHT.

2. Bemonnute komany BeraBka, Minoctpanmnu, SmartArt.

3. B nosBuBmemcs okae BbiGop pucynka SmartArt BeiOepute rpynny CBsI3b U THII CBS3H
Tabanunas mepapxus, Haxmute OK. [l HacTpolKM mapaMeTpoB pUCYHKa IIPU €rO BBIACICHUU B
BEpPXHEW CTPOKE OKHa MosBisieTcss MeHio Padora ¢ pucynkamu SmartArt.

4. IlosiBuB1Iasicst popMa He COBCEM COOTBETCTBYET 00pasily, Ha BTOPOM YPOBHE HE XBaTaeT OJIoKa.
Beinenure mepBbiii 070K BTOPOTO YPOBHS M BBINOJNHHTE KoMaHIy PabGora ¢ pucynkamm SmartArt,
Koncrpykrop, lo6aButs purypy, Jodasurs purypy mocJe.

5. Yanure BTOpoii OJIOK HA TPETHEM YPOBHE, 3aTEM BBIICIUTE BTOPOi OJIOK Ha BTOPOM YPOBHE H
J100aBbTe K HeMy (QUTYypy HUXKeE.

6. lllenkauTe B 0OMAcCTH (POPMBI, NIPEIHAZHAYCHHOW TSI BBOJIA TEKCTA W PACIIOJNIOKCHHOW ClIeBa
OT TPaHULIBI CXEMBI. 3a110JHUTE (OPMY TEKCTOM.

7. B moarpynne Ctuiau SmartArt BeiOepuTe IIBETOBYIO TaMMY .

8. Brigenus ¢ nomorubto kiaBuiy Shift rpynmnel 6;10k0B, HacTpoiiTe WPUPT U HaYepTaHHUE TEKCTA
OJI0KOB.

9. Coxpanute TOKyMeHT ¢ UMeHEM CoCco0BbI 3aNIMCH AJITOPUTMA.

3ananue 5. Co3nanue paauaibHOW CXEMBI C IIOMOIIBI0 HHCTpYMEHTa SmartArt
Coznaiite cxemy coryiacHo oopasiy (puc. 4).

*EYKEBNEHO NEPEECAMTCR
Kak "TEEpAkIE M3genmna”
Hardware s TEXHUYECKUE
{annapaTtHeie) cpeacTea
KOMMBKTERE

*EYKEANEHO NEREE0AMTCR
HEH "MArHME M3 aenms’

* COEOKYMHOCTE
nporpamn,
ofecnedHERHILME
paboTy KOMABKTERE

*BYHEANEHO NEPEECOMTCR
HaH "MHTEANEHTYENEHEIS
Wzgenus”

*PaspaboTHa aAropHTMOE
M USYYEHWE METO0E W
MPHEMOE WX NOCTROEHWS

Puc. 4



TexHonorust paboTsI

1. Co3naliTe HOBBII TOKYMEHT.

2. Bemmonnute koMany Beraska, Miutrocrpannu, SmartArt.

3. Beibepure tun auarpammsl CBsizb U noaTun PagunanbHelii cnucok. [Ipu BeiOOpe moATHIa BhI
MOJIyYHTE B IIPABOM YaCTH OKHA MOJHYIO CIIPAaBKY O ero ucnonb3oBanuu. Haxmure OK.

4. 3aroyHUTE JIEMEHTHI CXEMbI TEKCTOM.

5. BcraBbTe moaxoasIuii pUCYHOK B TJIaBHBIM 0OBEKT, MIETKHYB Ha 3HAYKE B LIEHTPE.

6. CoxpanuTe TOKYMEHT ¢ IMeHeM PaauajbHas cxema.

3ananue 6. O6paboTka Komuil 3KkpaHa

CospaiiTe Ta0JHIly, MOSCHSIONIYI0 padboTy ¢ rpadpuyeckumu oobektamu B Word 2007 (puc. 5) u

coJiep>Kallyto (pparMeHThl KOMHii SKpaHa MOHUTOPA.
BceraBka konuu dKpana

O0BbekT Brkaagka ®opmat
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TexHonorust paboThl
. Co3paiiTe HOBBIA JOKYMEHT. Y CTAHOBUTE OPUEHTALIMIO JTUCTA — AJIbOOMHAS.
. B mepBoii cTpoke BBeuTe Ha3BaHUE «BCTaBKa KOMMU SKpaHay.
. BcraBpre Tabnuiy 2 x 4.
. 3armoaATe TAOIUIYy TEKCTOBOM MH(OpManuei mo odpasiry.
. Bemmonnute komanny Beraska, Minnrocrpanuu, PucyHok.
. B cB0OO1HYIO 0071aCTh JIMCTA BCTaBBTE OO0 PUCYHOK U3 (haiina.
. Beigenure pucyHok u oTkpoiiTe BKiIaaky @opmart mexio PaGora ¢ pucynkamu.
. CnenaiiTe KOMIO 3KpaHa, HaKaB KiaBuiry Print Screen — xonus Oyner coxpaHeHa B Oydepe

0NN KW~

oOMeHa.

9. BcTaBbTe KOIMUIO 3KpaHa B STYEHKY TaOIUIIBI (CM. pUC. 5).

10. Beienute BCTaBICHHYIO KOIUIO SKpaHa.

11. O6pexbre pparment (Popmat, Pazmep, OOpe3ka), OCTaBUB TOIBKO HHCTPYMEHTHI BKIIAJIKH
®opmar.

12. VY nanute obpe3annyro dacth nzodpaxenus (@opmart, U3meHuTh, C:KaTHe PUCYHKOB).

13. YtoOBI BKJIaJKa TOMECTUIIACH B CTPOKY TaOIUIIBI, TOJOEPUTE HYKHYIO IIUPHUHY C IOMOIIBIO
komaHb! HIupuna.

14. Bemmonnute komanay BeraBka, Mimroctpanun, @urypsl.

15. Hapucyiite B cBOOOHON 00OnacTH JIMcTa JIFOOOH BEKTOPHBIH OOBEKT, YTOOBI MOAKIIIOYNIHCH
MHCTPpYMEHTHI MeHI0 CpeicTBa pHCOBAHMS.

16. BcraBpTe B TaOJIMIly KOIHUIO JIEHTHI C BKIaAKoNH @opmat MeHio CpeacTBa pucoOBaHUs.

17. Bemmonnute komanay BeraBka, Texker, WordArt.

18. BeraBpTe B TaOnMIy KOMHUIO JIGHTHI C M3MEHUBINIEHCS Bkianakoir ®opmat meHto Padora c
o0bexTamu WordArt.

19. Y nanute Bce 00BEKTHI 3a MpeiesiaMu TaOJIUIbL.




20. Coxpanute 10KkyMeHT ¢ uMeHeM Komum 3KkpaHa.
3ananue 7. JlonomHuTeNbHBIE Tpaduueckue BosmoxHoctd Word 2007
Cozpnaiite rpaduueckyro U TEKCTOBYIO MOJATIOXKKY.
TexHonorust paboThI
1. Haiinute B MOMCKOBOI cHCTEME PUCYHOK C BOJOMAJIOM B LIEHTPE U COXPAHUTE €ro B CBOECH

ITaIke.

2. Otkpoiite daitn Kak magarwTt Boasl B Jlogope.
3. VYcranoBute anbOOMHYI0 opueHTanuio crpaHuibl (PasMerka crpanunbi, [lapamerpsl

cTpanuubl, OpueHTALNS ).

4. Ycranosure BblpaBHUBaHME TekcTa Ilo neHTpy.

5. Otkporite quanoroBoe okHO [leyaTHas MOAI0KKA, BBINIOJHUB KoMaHAy Pa3merka cTpaHuunsbl,
®oH crpanuubl, [Hoanoxka, Hacrpausaemasi moas10xKKa.

6. BeibepuTe noasoxKKy B BUJE PUCYHKA.

7. C nmomotnpio KHOTIKA BIOpaTh yKaxuTe paHee mogo0paHHbI PHCYHOK.

8. Ycranosute macmTabd 200 %, caumuTte Quiakok ObecuBeTuTh U HaxMuTe OK.

9. [TonGepute BET TEKCTA, YTOOBI OH KOHTPACTHO CMOTPEJICS Ha JOHE PHCYHKA.

10. CoxpaHuTe 10KyMEHT.

11. Otkpotite daiin Kiaaccupukanusa KoMnbIOTEPOB.
12. Otkpoiite nuanorooe okHO IleyaTHasi mMoaI0KKa M 3ajaiiTe MmapaMeTpbl Kak Ha puc. 6.

Ienkuute o kHornke OK.
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Puc. 6

13. YTtoOBl IpPOCMOTpPETh, KakK IOAJOXKKA OyAeT OToOpakaThCsi IOCJIE BBIBOJA HA II€YaTh,
nepenuTe B pexuM npocMorpa qokyMenta (kHomnka Office, Ilewars, IlpeaBapuresibHbII NPOCMOTP).
14. 3akpoiiTe OKHO MPEeABAPUTEIBHOTO IIPOCMOTPA.

15. CoxpaHute JOKYMEHT.

JlaGopaTtopHnas pabora 5

TexcToBbill penakTop MS Word: cTpykTypa TEKCTOBOIO JOKYMEHTA

Lenb paboOThI: HAYUYUTHCS OCHOBHBIM TEXHOJOTHYECKUM OIEpalusM HACTPaUBAHUS CTPYKTYPHI U
aBTOMATH3aIUU 00PaOOTKN TEKCTOBBIX JTOKYMEHTOB.
3aganue 1. MHOTOKOJIOHOYHBINA TEKCT

Odopmure GpparMeHTHI JOKYMEHTA B BUAEC MHOTOKOJIOHOYHOTO TEKCTA.
TexHonorust paboTsl
1. Otkpoiite JOKyMEHT ¥ CTPOiicTBa BBOJAA M BHIBOJAa HH()OPMALIMH.
2. 3apaiiTe mapaMeTpbl CTPAHUILBL:

Bun crpanunbr: OObIYHBIN

[Tons: Bepxnee — 1,5 cm, Huxxnee — 2 cm, JleBoe — 2 cm, [IpaBoe — 1 cm

3. Beinenute gparment tekcra «KiaBuarypa» 6e3 3aronoBka (TEKCT BbIIEJICH CUHUM I[BETOM).
4. YcraHOBHTE /711 BBIICTICHHOTO TEKCTA JIByXKOJIOHOYHOE (pOpMaTHpOBaHHUE.
5. Halimute Henewyataemble CHMBOJIBI «pa3pbiB paszjelia» Mepell ABYXKOJOHOYHBIM TEKCTOM H




ocJjie Hero.
6. Ilepen ¢dparmenTom TekcTa «CEHCOpHBIE YCTPOMCTBA BBOAA» W Tocie ¢parMeHTa TEKCTa
«YcTpolicTBa CKaHUPOBAaHUA» (TEKCT BBIIEICH 3€JIEHBIM IIBETOM) BCTAaBbTE€ HEMEYAaTaeMbI CHMBOJI
«pa3phIB pa3jeiia» ¢ HOBOW CTPAHMIIBI.
7. YcTaHoBUTE JIs ATOTO pa3zelia CleAYIONre TapaMeTpbl CTPAHUIIbL:

Opuenranusi: Anp00MHast
[Tonsa: BepxHee — 2 cM, HIDKHEE — 1 cM, eBoe — 2 cM, mipaBoe — 1,5 cm. Takue 3HaueHUs 3a/1aHbI C
Y4E€TOM TOT'0, YTO IIPH OPOIIIOPOBKE BCE CTPAHUIIBI OYAYT CIOKEHBI OJJMHAKOBO

8. Pa30eliTe TEKCT HA TPU KOJIOHKH.

9. Ilo cTpoke COCTOSIHMSI OIIPENEIUTE, CKOJBKO Pa3[eoB TENEpb MMEET UCXOAHBIA JOKYMEHT.
Haiinure Heneyaraemble CUMBOJIBI «Pa3pbIB Pa3ieiiay.

10. 3anuimre B Hayajle TEKCTA, CKOJIBKO Pa3/ieIoB UMEET BECh JOKYMEHT Iociie (pOopMaTUpOBaHMS.

11. OTkpplB 1OJI€ BEPXHETO KOJOHTUTYJA Ha IIEPBOW CTpPAHUIIE, BBINOJIHUTE KOMAHIY
ITapameTrpsbl 1 ycTaHoBuTe (praxku Pa3Hble KOJOHTHTYJbI A8 YeTHBIX M HEYETHBIX CTPaHMI U
Oco0blIil KOJTOHTHUTYJI VI NePBOii CTPaHUIBbI (3TU HACTPOMKU BCTYISAT B CHILY AJIsl BCEX KOJIOHTHUTYJIOB
BCET0 JIOKyMEHTA).

12. B BepXHEM KOJIOHTHUTYJIE Ha IEPBO CTPAaHULIE M0 LEHTPY 3aIUIINTE CBOKO (aMUIIHIO.

13. OnycTuTech Ha BTOPOH JIUCT U B BEPXHEM KOJIOHTUTYJIE T10 JIEBOMY Kparo 3allULINTE UMS.

14. Onycturech Ha TPETHH JMCT MU B BEPXHEM KOJIOHTUTYJIE IO IMPABOMY Kparo 3alULINTE
OTYECTBO.

15. Bommonnute komanay PaGora c¢ kosonturynamu, KoHcTpykTop, 3aKkpbiTh OKHO
KOJIOHTHUTYJI0B. [IpocMOTpuTe TOKYMEHT U YOEIUTECh, UTO MPABUIILHO BBIIOJHMWIN HACTPOMKY.

16. CoxpaHuTte JOKYMEHT.

3ananue 2. BctaBka HOMEPOB CTPaHULL
VYcTaHOBUTE aBTOMAaTUYECKYIO HyMEpAlUIO CTPAHUI] B IOKYMEHTE.
TexHomnorust paboTel

1. OTkpoiite 1OKyMeHT Y cTpoiicTBa BBoAa HHGOpMALMH.

2. YcTaHOBUTE Kypcop Ha IIEPBOM CTpPaHMIIE M BBINOJIHUTE KoMaHny BeraBka, KosioHTHTYIIBI,
Homep crpanuubi, Buu3y crpanunsl, Ilpocroii Homep 3.

3. OnycTuTech Ha BTOPOM JIMCT U B HUKHEM KOJIOHTUTYJIE BBIIOJHUTE KOMaHLy KonoHTHTY IBI,
Homep crpanuubi, Buu3y crpanunsl, Ilpocroii Homep 3.

4. Onycturech Ha TPETUH JIUCT U B HUKHEM KOJIOHTUTYJIE BBIIIOJIHUTE KOMaHLy KooHTHTYIBI,
Homep crpanuubi, Buu3y crpanunsl, Ilpocroii Homep 3.

5. 3aKpONTE OKHO KOJIOHTUTYJIOB.

6. [Ipocmotpute nokymeHT. Homepa cTpanull pacrosiaratoTcsi B 00J1acT KOJIOHTHUTYJIA.

7. OTKJIIOYUTE PAacCTAaHOBKY HOMEPOB CTPaHMIL Ha CTPAHULIE ¢ albOOMHOM opueHTauuei, 1y 4ero
aKTUBU3UPYHTE OO0JACTh KOJOHTUTYJIOB. B HIDKHEM KOJIOHTUTYJIE YETHBIX M HEYETHBIX CTPAHMI[ B
paszene ¢ albOOMHOM OpUEHTALMEH U B CIIEAYIOLIEM 32 HUM pa3zielie JOKyMeHTa oTKIouuTe pexxum Kak
B IIpeabIAYyLIEeM pa3jelie U 3aKpOMTe OKHO KOJIOHTUTYJIOB.

8. B o0macTtu HMXHEro KOJOHTUTYJA YETHBIX M HEYETHBIX CTPAHUL[ B MATOM pasnene (c
aIbOOMHO OpHEHTAIMEH TEKCTA) BBIJCIUTE U YAAIUTE MOJIe HOMEpPa CTPAHUIIBL.

9. 3aKpoiTE OKHO KOJIOHTUTYJIOB U IIPOCMOTPUTE JOKYMEHT.

3ananue 3. Co3znaHue cryucka CTUJIEH JUis IEJIOBbIX JOKYMEHTOB

IToaroToBbTe CIMCOK CTHJICH JUIs 1€IOBOM MEPENUCKU U COXPAaHUTE €ro B LIa0JIOHE JTOKyMEHTa
JUI JAJIbHENUIIET0 UCIIOIb30BaHMSL.

TexHomnorust paboTel

1. Co3naiiTe HOBBII TOKYMEHT.

2. Bomonnute xomanny I'maBHasi, Crmiam, Ixcnpecc-ctuiau. IlocMmorpure, kak 3amucaHbl
Ha3BaHUs CTUJIEH.

3. Haiinute ctusib O0bI4HBINA. [TocMOTpuTE €ro onucaHue.

4. Hatiqute ctunu 3aroqoBok 1, 3arosioBok 2, 3aroioBoKk 3 ¥ NMPOCMOTPUTE UX OIHKCAHUE.
OOparuTe BHUMaHUE Ha TO, YTO OHU OCHOBaHBI Ha cTuiie OOBIYHBIIA.




5. Hactpoiite ctunp OOBIYHBIN I HCIOJIB30BAHMS B JIENOBBIX JOKyMeHTax. Jlns sToro
OTKpPOWTE MEHIO CTWJISl W BBIOJIHUTE KoMaHAy W3MeHUuTh. 3anaiiTe peKOMEHIyeMbIe MJI JIETOBBIX
JIOKYMEHTOB ITapaMeTphl:

Mpudt: Times New Roman
Pazmep: 14 ot
Mexnyctpounsiii uaTepBai: IlomyTopHbIit

YcranoBuTe nepekiovyarens B HOBBIX JOKYMEHTAaX, MCIOJIB3YIOMMX 3TOT MAGJI0H, YTOOBI TPU
CO3/IaHUH HOBOT'O JOKYMEHTA BCET1a UCIIOIb30BaTh 3TOT CTUJIb.

6. OOparure BHMUMaHHE Ha TO, YTO TOCJIE MEpeHACTPOWKH CTWiId OObIYHBIA H3MEHHUINCH
HAaCTPOMKH MHOTMX JApPYrMX CTWIEH, IIOTOMY 4YTO OHHM OCHOBaHbl Ha cTwie OOBIYHBIH, T. €.
ABTOMATUYECKH HUCIIOIb3YIOT €r0 HACTPOUKH.

7. Hactpoiite crunp 3aronoBok 1 aii MCHONB30BaHUS B JEIOBBIX AOKyMeHTax. [l 3Toro
OTKPOWTE MEHIO CTWJISL M BBIIIOIHUTE KOMaHay M3MeHuTh. Y CTaHOBUTE, HAIPUMEDP, TAKUE NTApaMETPhL:

[IpudT: Arial

Pazmep: 16 ot

Otctyn nepBoii ctpoku: Her

Hauepranue: IomyxupHslii
Mexnyctpounslii uaTepBaiL: [lomyTopHbBIi
IIBet: ABTO

YcranoBure mepexiouaTels B HOBBIX JOKYMEHTAX, MCHOJb3YIOIIHX 3TOT IIA0GJOH, YTOOBI
UCIIOJIB30BATh 3TOT CTHJIb TP CO3JIaHUU HOBOTO JIOKYMEHTA.
8. Hactpoiite ctuib 3aroioBok 2. YCTaHOBUTE, HAIPUMED, TAKUE TApPaMETPBbI:

[IpudT: Arial

Pa3smep: 14 ot

Otctyn nepBoii ctpoku: Her

Hauepranue: Kypcus

Mexnyctpounslii uaTepBaiL: [lomyTopHbIi
IIBet: ABTO

YcranoBure nepeximouaTels B HOBBIX JOKYMEHTAX, MCIOJb3YIOIIHX 3TOT IIA0GJOH, YTOOBI
UCIOJIb30BaTh ATOT CTHJIb IPU CO3JAHUH HOBOTO JOKYMEHTA.

9. HUsmenute ctunp BblaesieHue, BbIOpaB HayepTaHUE MOIYKHUPHBI KypcHB. Y CTaHOBHUTE
nepexioyareib B HOBBIX JTOKYMEHTAaX, MCHOJbL3YIOUIUX 3TOT MAOJI0H, YTOOBl MCIOIB30BAaTh 3TOT
CTHJIb IIPU CO3JJaHUH HOBOT'O JIOKYMEHTA.

10. Hactpoiite cniucok skcnpecc-ctuieil. Bkimounrte B crincok ctuiu OO0bI4HbIN, 3ar0/i0BoK 1,
3arosioBok 2, 3arosoBok 3, MapkupoBaHHblii cnucok, HymepoBanublii cnucok, Bbigenenme.
VY panuTe U3 CIHUCKa BCE IPYTHe CTUIIH.

11. Hanummure B nokymente ¢pasy «3amanue 6. Hactpoiika crmcka cTwiied st JEIOBBIX
JOKYMEHTOBY» U COXpaHUTE ero ¢ uMeHeM JlenoBble cTHIU. 3akpoiiTe cpeny Word.

12. BuoBs 3anycture Word.

13. B oKHE HOBOrO aBTOMAaTHYECKH CO3[JaHHOTO TOKYMEHTa OTKPOWTE CIHCOK KCIPECC-CTUIICH.
VY6enurech, 4T0 B HEM MPHUCYTCTBYIOT TOJBKO YTO 3aJlaHHble BaMM CTUIU. CTWUIM JOJKHBI MUMEThH
3aJlaHHbIe HACTPOIKU (hOpMaTUPOBAHUS.

3ananue 4. CozaHue CChUIKH B TEKCTOBOM JIOKYMEHTE
BrInonHuTe BCTaBKy CCHUTKH B TEKCTE JOKYMEHTA.
TexHonorust paboThl

1. OTkpoiiTe JOKYMEHT C UMEHEM Y CTPOHCTBA BBOAA M BHIBOA HH(POPMALMH.

2. 1 cinoBa «MOHUTOP» (CIOBO BBIJIEIEHO KPACHBIM I[BETOM) CO3/1aliTE€ CHOCKY.

3. YcranoBuTe Kypcop B KOHIle ciioBa «MoHUTOp» U BhimonHUTEe KoMaHIy Cebliku, CHOCKH,
BcTraBuTh CHOCKY.

4. CHocka, MmapkupoBaHHas 1udpoit 1, Oyaer BcTaBieHa B TEKCT U MOSIBUTCS B KOHIIE CTPAHULIBIL.

5. IlepemecTruTe Kypcop B KOHEIl CTPAHHUIIBL, YCTAHOBHUTE €r0 rociie MUdpbl | U BBEAUTE TEKCT
«OIHUM U3 TUJIEPOB IO MPOU3BOICTBY MOHUTOPOB siBisieTcs kommanusi Koninklijke Philips N.V.».




6. [TogBenute ykaszarenab MbIlH K udpe 1 B Tekcte. TeKCT CHOCKU MOSBUTHCS BO BCILIBIBAIOIIEM
OKHE.

7. YcTaHoBUTE Kypcop B KOHIIE (pa3bl, BBIICICHHON KPACHBIM I[BETOM.

8. AHAJIOTMYHBIM 00pa30M BCTaBbTE KOHIEBYIO CHOCKY KoMmaHnou Ccbliiku, CHocku, BeTraBuTh
KOHIIEBYI0 CHOCKY.

9. CHoCcKka, MapkupoBaHHas OyKBOH 1, Oy/eT BCTaBlieHA B TEKCT U MOSBUTCS B KOHIIC JJOKYMEHTA.

10. IlepemecTuTe Kypcop B KOHELl JOKYMEHTa, YCTAHOBUTE €0 [10CJIE CUMBOJIA 1 U BBEUTE TEKCT
«3a060TACh 0 3I0pOBBE BalIKX I1a3, koMmmnanus Philips coznana naHoBauunonHb aucieil LightFrame ¢
YHUKaJIbHOW paMKOM, KOTOpas U3JIydyaeT CBETOBbIE BOJIHBI XOJOJHOTO TOJyOOro I[Be€Ta 0COOOW JIIMHBI,
KOTOpbI€ YMEHBIIAIOT YCTAJIOCTh TIJla3 W YyAy4YlIAlOT KOHIEHTPALUIO JUISI COXPAHEHUS XOPOIIEro
CaMOYYBCTBHUSI.

11. JIBOMHBIM LIETYKOM Ha CUMBOJIEC 1 MepeianTe K MapKepy CHOCKH B TEKCTE.

12. JIBOMHBIM MIETYKOM Ha MapKepe CHOCKA B TEKCTE MEPEUANTEe K TEKCTY CHOCKHM B KOHIIE
JOKYMEHTA.

13. Ilpu pnobGaBieHMH B JOKYMEHTE JpPYrUX CHOCOK, HX HOMepa OyayT ONpenensTbes
aBTOMATHUYECKHU.

14. CoxpaHuTte U3MEHEHUS B JOKYMEHTE Y CTPOHCTBA BBOJA M BbIBOAA HH(OpManum.

3ananue 5. Co3nanue oriaBieHHs TEKCTOBOTO TOKyMEHTa

BrinonHuTe Hymepaluio 3arojoBKOB € IIOMOIIBIO BIIOKEHHBIX clIUCKOB. Co3/aiiTe 1o 3arojaoBKam

OTJIaBIICHUE.
TexHonorust paboThl

1. OTkpoiiTe JOKYyMEHT C UMEHEM Y CTPOHCTBA BBOAA M BHIBOA HH(POPMALMH.

2. PackpoiiTe criucok cTuiiel U HauuTe CTUiIb 3arosoBok 1. OTKpoiiTe OKHO U3MEHEHHUS CTUIISL.

3. B mento kaonku @opmart BeiOepute nyHKT LIpudT 1 ycTaHOBUTE CIEAYIONIUE TApaMETPHhI:

Mpudrt: Arial
Pazmep: 14 ot
Hauepranue: IomyxupHslit

4. Haxwmute kHonky OK.

5. B mento kaHonku @opmat BeIOepUTe MyHKT A03al U yCTAHOBUTE OTCTYI cieBa 0 cMm.

6. Haxxmure kanonky OK.

7. B mento kaonku @opmart BeiOepute nyHkT Hymepaumus. [TosButcs okHO CniMcKH.

8. Ilepeiinute Ha BKIaaKy Hymepaums u BEIOCpUTE OJMH U3 MPEJIaracMbIX BHJIOB CITHCKA.

9. lenkuure Ha kHONKe OnpeaeJuTh HOBbIH (popmMaT HOMepa. OTKPOETCS OKHO MapaMeTpoOB
HYMEpPOBAHHOIO CIIUMCKA. 3aJJaliTe CIeAYIOLME HACTPOUKHU:

Hymepanus: Pumckas
B none ®opmat Homepa BBeauTe ciioBO «I'MaBay ¢ mpobesioMm cieBa oT HoMepa

10. Haxxmute kaonky OK.
11. AHaJIOTUYHO U3MEHUTE CTHJIh 3aroJ0BOK 2. Y CTaHOBUTE ISl HETO CIIEYIONINE apaMeTphl:

Bun crincka: HymepoBaHHbIi

Hywmepanus: ApaOckas

B none ®opmar HoMepa ciieBa OT HOMEPA HAITUIIUTE CJIOBO «Temay
Otctyn ab3ama: 1,5 cm

BricTyn nepBoii cTpoku: 2 cM

12. BeigenuTe 3arojoBKH I1aB, UCIOJIb30BaB kiapuiry Ctrl.

13. YcraHOBHUTE IS BEIIEIEHHOIO TEKCTA CTUJIH 3arojioBok 1.

14. BeigenuTte 3arojoBKH T€M, UCIIOIB30BaB kinauiny Ctrl.

15. YcranoBuTe AJid BBIAEIEHHOTO TEKCTA CTUIIb 3ar0JI0BOK 2.

16. B xoHIlE TOKyMEHTa B IIyCTON CTPOKE YCTAHOBHUTE KypCcOp M BbINOJHUTE KoMaHIy CcbLIKH,
Ornasiienue, OrinasiieHue, ABTocodupaemoe oruasJjienue 1 (puc. 1).

17. YOenurech, 4TO CTpAaHULIBI B OTJIaBICHUN YKa3aHbl BEPHO.

18. CoxpaHuTe U3MEHEHHUS B IOKYMEHTE.
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Tena 14 B eMn OTKIFRS TREKCETIN S oo fond nt Bl el Eon il el sl o e ol e Emn el Aol B e
Tena 15 Brge okapTa ..o
Imaga I3 TTRBETERET ..o e
Tena 16. OBnras ¥apaKTepHoTHES
Tena 17 IV ATHEIIEIEIE TIEEIEITETIEL ... .ouoecoeieecseenteeeeeesseasesesnesnsee et eneeaes £ eseeae s aeaesee e cseEeae L £ eeee e aeeReE R e e e et Se e eeee e e ea e breeets e neeene
Tena 18 L0 gyt G b 15 OO RTRTRTTOTRTN
Tena 19 TazepHEIE OPEETEPEL ..
Tenta 20 ] D R S S S e D e
Fmaga X T B 0 o A T T O O ST
Imapa X1 T O OB & S B OB OO BB I O A e e e e e R R R R 13

Puc. 1

JlabopaTtopHas pabota 6

Tabnuunerii pegaktop MS Excel: uHpopmaimonusie 00beKThl TAOJIUYHOTO JOKYMEHTA U JCHCTBHS C HUM

Lenb paboTHI: OCBOUTH TEXHOJOTHIO BBOAA (POPMYIJI, O3HAKOMHUTHCS C TUIIAMH CCBUIOK Ha STYCHKHU
Y IPUHIIMIIAMYU UX UCIIOJIb30BaHUS MIPU pacueTax.

3ananue 1. Pacuer cpoka peanuzanuy OpoayKTa
Paccuuraiite cpok peanuzanuu NpoayKTOB.
TexHonorust paboThl

1. OTkpoiite nporpammy Microsoft Excel.

2. [lepenmenyiite HOBbIH ucT Ha CpoK peau3anum.

3. Cospaiite Tabnuiy Kak Ha puc. 1.

A B C D E F G
Hata CpoK XpaHeHHA, Cpok
Ne n/n HaumeHoBaHWe NPOAYKTOB MOCTaBLWMKM NPOAYKTOR MeCToHaX0MAEHUE NOCTABLMKOB
W3rOTOBAEHMA oyT. peanusaumm
2 at Monoko KybaHckanr GypeHka 2,5% OAQ "BuMM-Bunnb-fanH" P®, r. MockBa, [IMMTPOBCKOE LoCCe, 4. 108 180
P®, r. BopoHes, yn. 45-i CTpenkosoi

2 Kedwnp BrycHoTeeso 1,5% AQ "Monsect” f X i 14

3 Awnensuu, 4. 259
= 4 P®, Mockoeckan 0b., KpacHOropckuii p-H,

3 CmeTana MNpocToksawmrHo 15% AQ "[aHoH PoccKA 10

4 26 kM aBTogoporu "BanTua", cTp. 4
_, |P®, Bonrorpaackaa o6a., r. BoeKME, yA.

4 Teopor BomsaHouka 9% AO "MoncblproOMBHHAT-BoHCKMA" 10
5 Hapna Mapkca, 4. 75
6 5 Macno cnusouHoe bpect-/lurosck 82,5% |OAQ "CasyWwkvH npoaykT” PB, r. bpecr, yn. Axkn Kynano, a. 118 120
5 6 Cnwvekw Jomuk B gepesHun 10% OAO "Bumm-Brane-OanH" P®, r. Mockea, IMUTpOBCKOE Wocce, 4. 108 120

Q00 "Toproepii Jom-NATArOPCKKIA | CTaBRONOABCKUIA KpaH, . MATATOPCK, Y.

T PameHka MonouHblA pogHuK 2,5% p~ i P e B PER.X 14
8 MONOYHBIA KomBuHaT" Epmonosa, a. 38
9 8 CHemok Hopoexa M3 HopeHoskwr 000 "Nvaep-Mockea" P®, r. Mockea, yA. MpueosabHaa, 4. 25 14

> - o = P®, r. CaHkT-NeTepbypr, 1-H AMHUA 18-A

9 Cobip Poccwidckmit 50% 000 "Banvo 70

10 B.O., 4. 29, nutepa A
2. P®, benropogckad obn., r. ANekceeska, yi.

10 WMorypT ChoBoga 2% 000 "3fra" e N 35

11 DpyH3e, a. 2

Puc. 1
4. 3anoaHUTE CTOJOCI] A TTOCIIeIOBATeILHBIMUA HOMEPaMH, HCIIOJI30BAB ABTO3AIOTHCHHUE.
5. V3meHuTe mUpUHY CTONOLOB sl yIOOHOTO BOCHPHATHS AaHHBIX. [[1s 3TOro meperammure c
ITOMOUIBIO MBIILIH MPaBYIO I'PAHUILy CTOJIONA 10 HY>KHOMN IIUPUHBI.
6. [TonGepute BBICOTY CTPOKH 3arojioBKa Mo 00pasily, MepeTacKuBas HUKHIOIO TPAHUILY CTPOKH.
7. Beimenurte 3arojOBKU CTOJIOIOB U BBITIOJIHUTE KoMaHy I'1aBHas, BoipaBHuBanmue, Ilepenoc



TeKCTA. Y CTaHOBUTE FOPU30HTAIILHOE U BEPTUKAIBHOE BBIPAaBHUBAHUE 3ar0JIOBKOB — 110 LIEHTDPY.

8. 3anonauTe cronden E mo cBoeMy yCMOTpEHHIO.

9. dns cron6uoB E u G ycranoBute gopmar siueek Jara c momomrsto koman sl ['naBuasi, Yucio,
BbIOpaB B mosyie YnciaoBoii popmart xomanay JyimHHbIH popMaT 1aThI.

10. B cronbue G paccuutaiite cpok peanuzauuu npoaykra. s sueiiku G2 dopmyna BBITISAIUT
tak: = E2 + F2. PacripocTpanute ee Ha Ipyrue s9eiku CTOJ01a, NCIOIB30BaB aBTO3AIOTHEHHE.

11. CoxpanuTte BBIIIOIHEHHOE 3aJaHUE.

3ananue 2. Pacder 3aTpaT Ha KOMaHAUPOBKU

ITo naHHbBIM, IpeACTaBICHHBIM B TalbnuLe (puUc. 2), paccuuTaire:

— CyMMY BBIILJIAT Ha KOMaHAUPOBKY, OIPEEISIEMYIO OyXTanTepuei;

— (pakTHUECKHE 3aTPaThl HA KOMaHIUPOBKY:;

— CyMMY BO3MEILIEHUS 32 KOMaHAUPOBOYHBIE PACXO/IbI;

— CyMMapHbI€ BBIYEThI U3 IPUOBUIM MPEIIPUATHS 3a CUET Iepepacxoa CpeACTB.

CyMMa cpencTB, BbIIaBaeMbIX OyXTajTepueil Ha KOMAaHIUPOBKY COTPYIHHKY IPEINpPUSATHS,
BKJIFOYAET B ce0s CPEIHIOI0 CTOMMOCTh IIpoe3a B 00a KOHIA O MECTa Ha3HA4eHHUs IUIIOC pacXojbl Ha
IIPOYKUBAHUE B TOCTUHUIIE U CYTOUHBIE PAaCXO/bl, YMHOKEHHbIE Ha KOJIMYECTBO JHEH B KOMAaHIUPOBKE:

CymMma BbIIIIAT Ha KOMaHAUPOBKY =
= Kon-Bo aueii * (Pacxonst + I'octuanunbie) + CpeaHss CTOMMOCTS mpoesna * 2.

dakTUyecKHe pacxojabl Ha KOMaHAMPOBKY COCTaBJSAIOT 3aTparhl Ha Hpoe3d B 006a KoHua (1o
IIpeIbABISEMBbIM OMJIETaM) IUIIOC 3aTpaThl Ha NpPOXKHUBaHHE (MO MPEAbSBISIEMbIM KBUTAHIMSAM) IUIIOC
3aTpaThl Ha HENIPEABUICHHBIE PACXOMbI:

@dakTuyeckasi cymMma 3aTpar Ha KOMaHJIUPOBKY =
= O0w1ast crouMocTh IpokuBaHus + CTOMMOCTH ITpoe3/ia B 00a KoHLa +
+ 3aTpaThl Ha HENPEABUACHHbBIE PACXO/IBL.

CyMMa BO3MELIEHHS KOMaHIMPOBOYHBIX PACXO/I0B COCTABJISIET Pa3HUIY MEXAY (PaKTHUYECKUMHU
3aTparaMi Ha KOMaHIHPOBKY U CYMMOMH JICHET, BBIJAHHOM OyXrantepue.

Pacuet BbIY€TOB U3 MPUOBLIN NPEANPUATHUS ONIPEIEIIAeTCs IEPEepacxoloM Ha IIPOKHUBAHHUE.

TexHonorust paboThl
1. IlepenmenyiiTe HOBBIM TUCT Ha OTYET 32 KOMAHIMPOBKY.
2. CozpaiiTe TabIMIly Kak Ha puc. 2.

A B c D E F G H 1 i)
15 ‘ Pa:xom:\l 1DDD|
2 ‘ Foc‘mHmuHmel 1500|

3 MAaaHnpyemble pacxogbl

No Hata Data CToMmocTb Kon-eo gHed, CroumocTe | OBwan cymma Cymma,
@©.1.0. coTpyaHuKa [onHHOCTs COTPYAHMKE | OTNpaBAeHKU -
A Hanpaenexun | Boin 8 kKOMaHAMPOBKE KOHUa 3aTpar Byxrantepued
Ceprees Mnba Bnagumuposuy  |MHxeHep 12.03.2019) 24.03.2019 3000
MuTHH EBreHuid Muxainosmy ApxuTerTop 07.04.2019| 11.04.2019 3000
LLo# BaneHTiHa MaenoeHs Pyk. o14ena pexnamol 29.05.2019| 05.06.201% 4300
AHTOHOB lMasen Bnagumuposuy (CyCT. agMuHKucTpaTop 15.06.2019) 25.06.2019 1750
LiseTroBa AHHA BMKTOpOBHA HHmeHep 18.06.2019) 23.06.201% 2600

/i npoe3na B OgHOM [ KOTOpOe COTPYAHWK [Mpoespasoba| cyTouHbIX BbljaBaeman
n/n

[CRERENRE- N R
[0 R [N

w

DaKTUueckMe pacxojpbl
@axkThyeckan @axkThyeckan DaKTHYecKan Qbwaa 0Bwaa cymma Cymma Bo3mMeweHna [ BoiyeTol ns
cToMmocTb GuneTa | cToumocTs Guneta CTOMMOCTb CTOMMOCTD | GaKTMYECKMX 33TPAT Ha | KOMAHAMPOBOUHBIX |  NpUGbIAK

TYaa oBpatHo NPOMMBAHUA 33 CYTKM | NPOMMBIHUA HOMaHAMPOBKY pacxogon npeanprATHA

3250 3270 1300

3000 2300 2000

4320 4180 2000

1730 1800 1400

2900 2710 1300

Puc. 2
3. BemmonHuTe pacyeTsl AN MEPBOM CTpoku Tabmuipl o dopmynam (tabm. 1). Cxommpyiite
(bopMyIIBI B IpyrHue STYeUKH CTOIOIA.

RN NV R

Tabua 1
Anpec
b ®opmyna [losicnenue
SYEUKH
G5 =E5-D5 KonnyectBo 1HEH, KOTOPOE COTPYTHUK ObLUT B KOMaHIHPOBKE
H5 =F5%*2 CTOoMMOCTB TTpoe3/1a B 00a KOHIIA




15 =G5 * ($CS$1 + $CS$2) OO01mas cyMMa CyTOYHBIX 3aTpaT

J5 =H5+15 Cymma, Bel1aBaeMasi Oyxrajiarepuei

NS5 =MS5 * G5 OO011ast CTOMMOCTb MPOKMBAHUS

05 =N5+ K5+ L5+ $CS$1 * G5 | O6mas cymma pakTHISCKHX 3aTpaT Ha KOMaHIUPOBKY
P5 =05-J5 CyMMa BO3MENIEHUsI KOMaHIUPOBOYHBIX PACX0JI0B

Q5 =N5 - $C$2 * G5 Boruetsl 13 npuObLIIN NpEANpUsTUs

4. Jlns mosrydeHus: aOCOTIOTHOW CCBHUIKU IICIKHUTE HA SUEHKEe, CChUTIKY Ha KOTOPYIO BBI XOTHUTE
MOJIYYUTh U HAKMUTE KiaBuiry F4.

5. lllenkuure Ha siueiike C11 u Beimonuure xomanny I'siaBuas, PenaktupoBanue, Cymma. B
sueiiky BctaButca ¢yHkiuss CYMM() U mOpeuioKUT B KadyecTBE apryMEHTa [Uama3oH sS4YeeKk s
CYMMHUPOBaHHUSI.

6. Otpenaktupyiite nuamna3o, BeraenuB ssueiiku Q5:Q9. Haxmure OK.

7. CoxpaHuUTE BBINIOJHEHHOE 3a]JaHuE.

3aganue 3. PacueT BBIILIATHI 3aIMOB
CospnaiiTe TaOIHIly pacdyeTa BHITUIATHI 3aiIMOB.
TexHonorust paboTsl
1. [lepenMenyiiTe HOBBIM JUCT HA 3aliMBI.
2. CozpaiiTe TabauIly Kak Ha puc. 3.

A | B C D ! E.
Kon-so nepuoaos ‘ 10[net

BenwynHa saima
% cTaBKa 10000 20000 30000

[ EST C EO B FeR O

Puc. 3
3. Sueiike D1 npucsoiite umsa Ilepuoa. [lns storo Boiaenute sueiiky D1, B mone Umsa BmecTo
anpeca siueriku BBeaute ums Ilepmoa u Haxxmute Enter.
4. B siueiiky BS BBenute hopmyy:

% craBka (1+ % craska)" ™™

(1+ % craBka)" ™" —1

5. Pacnipoctpanute (hopMyiy B OCTaJIbHbIE TUEHKH.
6. Beinenute sueiiku B5:D8 u mpumeHnTe K HUM J€HEXHBIH (hopMaT, UCTIONB3Ysl KHOMKY #° Ha
IIAHEJIM NHCTPYMEHTOB.
7. NU3menute konuuecTBo neprooB Ha 20 ser. Kak u3mMeHstoTcs 3HaueHust B Tadbiuue?
8. CoxpaHUTE BBIIIOJHEHHOE 3aJJaHUE.
3ananue 4. Pacuer exeMecsauyHON KBapTUPHOU OIIAThI
Co3paiiTe 371€KTPOHHYIO TaOJIUIly ydeTa IUIaThl 32 KBApTUPY COIIAaCHO 00pasily.
TexHonorust paboThI
1. Ilepenmenyiite HOBBIM JucT Ha KBapTmuiara.
2. Co3paiiTe manky TabJIHUIIBI KaK Ha puc. 4.
A

B C D E F G H

Bennunnua 3aiima

1 HeapTtnnata
2 |Tapud3alke.m 50,
3 |Cpok onnatol 10 mapTa
4
5

Mexn 3a 1 neHb 1,5

Ng Damunua 1.0, Mnowans Hata
Cymma Mpocpouka | LWitpad HToro
6 | KBApTHPbI | KBAPTMPOCHEMWMKE | KB. M onAaThl

Puc. 4

3. Bce 3aroioBku cTONIO1OB JOMKHBI OBITH BBIPOBHEHBI O IIEHTPY KaK [0 TOPU3OHTAJH, TaK U O
BEPTHUKAIH, TIPH ONpeeieHnH (opMaTa STICHKU IMPUMEHUTE OIIIUIO TIEPEHOCa CIIOB.

4. Cronberny «Ne kBaptupbl» 3amonnute uuciaamu: 10, 11, 12, ... 50. Bocnons3syiiTech
aBTO3aIMOJIHEHUEM, IPUMEHUTE BRIPABHUBAHUE 1O IICHTPY.

5. Cronben «®amunus M.O. kBapTupocheMinkay 3anonnute 3anucsamu: Meanos A.IL., [lerpos
C.1., Cunopos B.B., Kpacuos b.®., benos U.P., Bce ocranbubie Kyponarkun 1, Kyponarkuu 2 u 1. 1.

6. Cronben «Ilmomaas KB. M» 3alOIHUTE IIOCIENOBaTEIbHOCTRIO yHncel: 70; 69,5; 69 u T. o.




(xaxxmoe cienyromee yucio Ha 0,5 kB. M MeHblIe npeabiayiiero). [IpumeHuTe aBTO3amOIHEHHE U
BbIPaBHMBAHUE 110 LICHTPY.

7. B cronbue «Cymmay» ansi KakIoW KBapTHpbl 3HadeHHe u3 sdeiiku «llmomans KB. M»
YMHO)KaeTcsl Ha 3HaueHue u3 sueiiku « Tapud 3a 1 kB. m». Dopmar siaeek — pyOIIeBbIil 63 KoTeex.

8. Cronben «Jlara omnarel» HauumHaercs ¢ 10 deBpans M Kaxzgas cleaymrolias KBapTHpa
MpOM3BENA OIUIaTy Ha JICHb M03Ke npeabiayueii. @opmar siueek — JunHubiii gopmar aathbl.

9. Cronben «IIpocpouka»: ecnu oriara Obljia MPOU3BEACHA A0 CPOKA OIUIATHI BKIIFOUUTEIBHO, TO
aBToMatuyecku craButTcs 0 (HOJb); €cli M03Ke CPOKa, TO JOJKHO HMOJCUUTHIBATHCS KOJIMYECTBO JHEH
npocpouku («lata omnaren — «Cpok oriate). JJaHHbIe BEIPOBHSNUTE MO LIEHTPY.

10. Cronbenr «lltpad»: mis kaxmoil kBapTHpbl 3HadeHue U3 sueliku «llenm 3a 1 nmeHbp»
YMHOXAaeTcs Ha 3HaueHue u3 siueiku «lIpocpouxay. @opmat eHeKHbIN 06e3 KOTeekK.

11. Crombenr «UMtoroy»: cymmupyrorcst 3HadeHuss u3 sueek «Cymmayn u «lllrpad». Dopmar
JICHEXKHBIN 0e3 KOoIeek.

12. B KOHIIE BEAOMOCTH IOJCYUTANTE CIICAYIOIIYI0 CTATHCTUKY IO BCEM KBapTHpam: OOIIas
cymma rpadsl «toro» (hopmat pybneBsiii 6e3 komneek), CpenHss miomanb, MakcumanbHas IPOCPOUKa.

13. CoxpaHuTe BBIOJIHEHHOE 3aJaHHE.

JlaGopaTtopHnas pabota 7
Tabmunstit penakrop MS Excel: Bctpoennsie GyHKINH
Iesnb paGoTHI: HAYYUTHCS OCHOBHBIM TEXHOJOIMUECKUM OIEpaLUsiM UCIOJIb30BaHHUs BCTPOECHHBIX
B TaOJIMIHBIN TIPOIIECCOP PYHKITHIA.
3ananue 1. Bkinanka @opMyiibl U cipaBOYHasi cUCTeMa 0 QyHKIMAM
OcBoiiTe BO3MOKHOCTH CIIPABOYHOM CHCTEMBI IIPU pab0Te CO BCTPOSCHHBIMH (DYHKITHSIMH.
TexHomnorust paboTel

1. Otkpoiite nporpammy Microsoft Excel.

2. Ilepeiinure Ha BKiIagky ®OpMYJIbI U [TOOYEPETHO O3HAKOMBTECH C COIEPKUMBIM PA3IMYHBIX
Kareropuii B rpynne budanorexka pyHKumi.

3. 3anonaute sueikn A2:J2 gynciaamu ot —14 1o 13, ncnonab30BaB aBTO3aIIOIHEHHE:

B BBEIUTE B SUCHKY A2 yucio —14;

B YCTaHOBUTE KypCcOp B HIKHMH MNpaBblii yron sdedku A2 Tak, 4TOObI yKa3aTelb MbIIIN
npuodpen M300paKEeHHE YepHOTO KPECTHKAa M, Ha)KaB IMPaBYI0 KHONKY MBIIIH, MPOTSHUTE Kypcop Ha
TpeOyeMblii pa3mep; BBIIOJHUTE KOMaH/y JIoKanbHOro MeHto Ilporpeccus;

m B oTKpbIBIIEMcs okHe IIporpeccust yctaHoBUTE 11ar, paBHbIH 3;

m Haxxmute kHonky OK.

IIpumeyanue. OTH JA€MCTBUS MOXKHO BBIIOJHUTH C IOMOLIBI0 KomaHiabl [1aBHas,
PenakrupoBanme, 3anoanurs, Ilporpeccus.

4. B sueiike K2 nocuuraiite cymMMy 3HaueHui stueek A2:J2, ucnosnb3oBaB KkomaHy Pdopmy.ibl,
ABTOCYyMMA.

5. B sueiike L2 nocuuraiite cpenHee 3HaueHue suyeek A2:J2, BbIOpaB U3 crucka ABTOCYMMa
¢bynkuio CP3HAY. Jluanaszon siueex A2:K2 3amenure Ha A2:J2.

6. Haiinure B rpynne budaunorexa pynkumii kareroputo MaremaTtudeckue.

7. Jlna monacuyera cyMMbl OTpUUATENbHBIX 4yuced B AuanazoHe A2:J2 B sueiiky M2 BcraBbTe
¢ynkuuro CYMMECJIN.

8. Beeaure B mone aprymeHrta /lMama3oH MCXOAHBINA IUana3oH, BBLIEIMB YKAa3aTeJIeM MBIIIU
saueiiku A2:J2.

9. Beenure B mnoisie aprymenra Kpurepmii 3nauenue «<O». IIpu BBOAE aprymMeHTOB B OKHE
(yHKIMY KaBBIYKH CTaBUTHh HE HY)KHO, T. K. OHH TEHEPUPYIOTCS aBToMaTtn4ecku. [Ipu BBOZie apryMeHTOB
BPYUHYIO HEIOCPEACTBEHHO B CTPOKY (hOPMYII KPUTEPHIL CiaelyeT 3aKI04aTh B KaBbIUKH.

10. Tak Kak UCXOAHBIN JUANA30H COBMAJNAET C JMANla30HOM CYMMMPOBAHUS, TO TPETUN apryMEeHT
ABIIsIETCA HeoOs3aTeNbHbIM — ponycTtute ero. Haxxmure OK.

11. Haiinure B rpynme budanorexka ¢pynkuuii kateroputo CTaTucTHYeCcKHe.



12. /Ins noxcyeTa KOJMYECTBA MOJIOKUTENBHBIX Yyucen B quana3one A2:J2 B sueiiky N2 BcraBbTe
¢ynkuuto CHETECJIN.

13. Bocnoap30BaBIINCH CHpaBKOﬁ, IIPUMCHUTC (bYHKHHIO PeBYJ'ILTaT BBIIIOJIHCHHOI'O 3aJaHUus

IpesicTaBjIeH Ha puc. 1.
A

[ 8 [ ¢ [ o [ E [ F [ & [ H [T [ J& T W [ t [ WM [ N [ o ]
Cymma  Cp._zHayv. Cymma_ecau CyeT_ecnu
-14 -1 8 -5 -2 1 4 7 10 13 -5 05 -40 5

Puc. 1

14. CoxpaHuTe BBITIOJTHEHHOE 3aJaHuUE.

3ananue 2. lTpad 32 0TXOABI

Paccuuraiite cymmy mtpada s npeanpusTis, KOTOpOoe KaxAblii MecsIl] cOpachiBaeT B BOJIOEM
npoMbIuIeHHBIe 0TX0Abl. IlITpad B3uMaercs Toraa, Korna OTXObI MPEBBIMIAIOT 33JaHHOE MpeAeIbHOe
3HaueHue. [Ipu 3ToM 3a Kaxablil KWIOrpaMM CBEPX HOPMBI B3UMAETCsl PUKCUPOBAHHAS CYMMaA.

Ecnu npennpusitie B JaHHBIA MECSI] CAAET MOMEUICHWE B apeH.y, TO MTpad yBEITHMUMUBACTCS B
IBa pasza, T. K. MpeanpusTHe 3apaldaThiBaeT JIOMOJHHUTENbHBIE CPEACTBA, HO HE CJIEIUT 3a CBOUMHU
apeHJaTOpaMH.

Tpebyercs HaiiTu:

B B KaKHMX Mecsax ObUT HAuMCIIeH mTpad;

B kakoii mtpad ObLT yIIadyeH NpearnpusITHEM B KaKIOM MECALIE;

B MecsIIbl, Koraa ObUT HAYMCIICH MAaKCUMAITBHBIN mTpad;

B CKOJBKO MECSIIeB BBIIIJIAUMBAJICS IITpad U cyMMapHbIil mTpad 3a romu.

TexHonorust paboThI

1. Otkpoiite mporpammy MS Excel.

2. [lepenmenyiite HOBbIH nucT Ha LlITpadsl 32 oTXO0ABI.

3. CoznaiiTe Tabnuily Kak Ha puc. 2.

4. JInst 3aTI0OTHEHUS CTOJIONA A HCIIONIB3YITE aBTO3AIIOIHEHHE.
A B c

D

[

B

G

H

K [ L |

Mecsy,

Konuuecreo

Hanuuue apenpbi

0TX0A0B

OTknoHenue
OT HOpMBI

Hanuune
wrpada

Wrpadnoi

Uhrpadp Gez

Mecsl, apeHabl

lhpad ¢
apengoi

Mecay
MaKcHManbHoro
wTpada

Lhrpad

Hopua 3a1kr

AHEApE

4911

HEeT)|

5800] 1000]

theepant

6165

a3

WapT

5942

na

anpene

5879

HeT|

mai

5807

HET|

@ || o[ | =

HHIHE

5340

HEeT]|

HHTE

5633

a3

AEMYCT

5728

na

ceHTAfpe

5783

na

okrAbpL

5609

HeT

HoAfpE

5691

HeT|

JAekabps

6020

HET|

Kon-Bo
wrpadpHbIX
MecAueB

MakcuManeHeiii
wrpadp

Cymma wrachoB
16 3arog

Puc. 2
5. B cronbue D paccunraiiTe pa3HOCTh MEXIy 0TXoaaMu (ctonben B) u nmpenenpHbIM 3HaUeHUEM
(stuetika K2). 3HaueHus OTXO/I0B, IPEBBIIIAIOIINE MTPEACTLHOE 3HAUEHUE, OKPAChTE B KPACHBIH 1IBET.
6. B cron6ue E onpenenute, HauuciieH mrpad B ’TOM MECSIE WU HET, 110 CISAYIOIIEMY ITPaBHITY:
€CIIM TIPEBBINICHUE MpelenbHOro 3HaueHus Oonbuie 0, To mrpad HayuciaeH (o0o3HauuMm 310 1), B
IPOTHBHOM Ciy4ae — He HauucieH (00o3HaumM 370 0). YKa3aHHBIM pe3yinbTaT MOXKHO IOJNyYUTH C
ucnosb3oBanueM gorundeckoil pynkuuu ECJIN. s sueiiku E2 popmyna BRIMISIIUT Tak:
| =ECJIA(D2>0;1;0) |
7. B cronbue F ompenenute Mecsil, KOraa BBIIUIAYUBAICS MTpad, MO CIEAYIOMEMY TPaBUIY:
ecly 3HaueHue B suelike cronbna E pasHo 1 (T. e. mTpad HaymcieH), To AaTh CChUIKY Ha MecsIl (CTonoell
A), B TIPOTHBHOM Cllydyae — BBECTH ITyCTOE 3Ha4yeHWE (ABEe KaBbIUKW) Wi mpoden. Jms saeiiku F2
dbopMyIa BBITTSANT TaK:
=ECJIM(E2=1;A2;«») ‘
8. B cronbue G BbunciuTe, Kakoi ObuT Obl HauKcieH mTpad 0e3 yuera apeHAbl MOMEIICHUH, 10
CIIeyIOIIeMy IpaBHITy: €clid mTpad HadKuCcleH, TO cymMMa ITpada paBHA MPOU3BEACHHUIO MPEBHIINICHUS




o1x0/10B (cronber; D) Ha mtpad 3a 1 kr (stuetika L2). [lns sueiiku G2 dopmyna BBITISIUT TaK:

—ECJTH(E2=1;D2+*$L$2;0)

IIpumeuanue. 3HaueHus cronbua G ABISIOTCA BCHOMOTATENIbHBIMH IS BBIYMCIICHUS

OKOHYATCIbHOH CYMMBI mTpa(ba C YYCTOM apCHAbI HOMGH.IGHPIIZ.

9. B cronbue H Beruuciure mrpad ¢ ydeToM apeHIbl MOMEHICHUH IO CICIYIONIeMY TPaBUITY:
eclu ecTh apeHza (suelika ctonbua C paBHa «ga»), To cymma mrpada (ctonden G) ymMHOXKaeTcs Ha 2, B

IPOTHBHOM ciydae Oepercs cymma mmrpada u3 crondna G. s siueiiku H2 popmyrna BRINISAINT Tak:

=ECJIN(C2=«na»;G2*2;G2)

I[Ipumeuanue. [ BHIYMCICHUS OKOHYATENBHON CYyMMBI IITpada Mbl IPOBEPWIH B YCIOBHS:
Hamyne mrpada U Hamuuue apeHabl. (s 3TOro BRIMHCIWINM BCHOMorateibHbIH cronden G. MoxHO
ObLIO OBl OJTYYUTHh UTOTOBYIO CyMMY IITpada u 6e3 MCIIoIb30BaHMs BCIIOMOTaTenbHOro cTonbma. Toraa
B OJHOH (hopmyne HyXHO NPOBEPUTH Cpa3dy [Ba YCIOBUS. DTO MOXHO CJeNaTh C IOMOIIBIO JIBYX

BiokeHHBIX GyHkimil ECJINU. Torna nns siueviku H2 ¢opmyna Beirnsaena Obl Tak:

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

10. B stueiike H15 BeruncnuTe MakCUMalbHBIN MTpad ¢ UCIOIB30BAHUEM BCTPOCHHOHN (DyHKIMH

MAKC. ®opmyna uMeeT BUL:

=MAKC(H2:H13)

11. B cron6ue I BeruricnuTe Mecs, B KOTOpOM OblIa yIUTadeHa MakCUMallbHas cymma Imrpada mo
ClIelyIOLIEeMy MpaBWIy: €CIM 3HadeHue B sueiike cronbua H paBHo makcumansHomy (H1S), To Hamo
yKazaTtb Mecsl (M3 cronbia A), B IPOTUBHOM CJIy4yae BBECTH IIyCTOE 3HAYEHUE (/IB€ KaBBIUKU WJIU

npo6en). J{ns stueiiku 12 popmysa BRITIISIIAT TaK:

=ECJIN(H2=$HS$15;A2;«»).

12. B stueiike D15 BeramiciuTe, CKOJIBKO MECSIICB BRIIIAYMUBAJICS mTpad (cymma 1o cronomy E).

13. B siueiike D16 Borunicnute o61yto cymmy mmrpada 3a roa (cymma o cronodiry H).

14. CoxpaHuTe BBIIIOJHEHHOE 3aJaHHE.
3ananue 3. TpexcTyneH4arblii MOA0XO0IHbBIN HAJIOT

PaccuuraiitTe 1mOZOXOOHBIM  HAJIOT

pacrpoCTpaHEHHbIE CIIELUAIbHOCTH B ['epmanun.

H3BectHO, yTO B Poccuu ucnonp3yercs MIocKas MIKana Uil HAYUCICHHUS MTOA0XOJHOTO HAJIora —
13 % mHe3aBucumo oT noxonos. Bo MHorux crpaHax, B ToM uucie B [‘epmaHum, ucnosnb3yercs
IIPOrPECCUBHOE HAJIOr000JI0KEHUE — CUCTEMA, IIPU KOTOPOil HaJOrOBbIE CTABKU YBEIMYUBAIOTCS 10 MEpe
pocTa 10X0/Ja HaJIOrOILIaTEbIIUKA.

B tabin. 1 nmpeacraBieHsl naHHBIE, ONMPEALIISAIONINE YPOBEHb U IPOIICHT HAJIOTA B 3aBUCHMOCTH OT
MECSIYHOTr0 3apaboTka paboTHMKA. [ yno06cTBa BOCIIPUATHS TaHHBIX MECAYHbIN 3apab0TOK BBIPaXKEH B

THIC. pyO.

3a  Mecdl Uil paOOTHUKOB, U

MEIOIINX Hauboliee

Tabmnuua 1
Yposennb Hajiora | [loqoxoanbrii Hajor, % Mecsnb1ii 3apadoToK, ThIC. pyo.
Or o
1 0 0 23,7
2 15 23,7 161,49
3 42 161,49

Cremyer 3aMeTUTh, YTO JUISA PELICHUS 33/a4d JAOCTATOYHO yKa3aTh HAYAIbHYIO WM KOHEYHYIO
rpaHully Kaxaoro auamnasoHa. OCTaHOBUMCS Ha HayalbHBIX IpaHMIAX, TOrAa TaOJIMIa HCXOAHBIX
JaHHBIX 110 YPOBHSM Hajiora OyJeT BBITJISIETh Kak Ta0u. 2

Tabnuua 2

YpoBenb Hasora | [lomoxoanwlii Hasor, % | MecsauHblii 3apadoOTOK 0T, ThIC. PYy0.
1 0 0

2 15 23,7

3 42 161,49

TexHonorust paboThl
1. B mporpamme Excel nepermenyiiTe HOBbIH TUCT Ha 3-CTyNeHYATHIH MOA0X0/. HAJIOT.



2. Co3pnaiiTe TabnuIily Kak Ha puc. 3.
A B (4 D E E G H | J K E M N

Meca4HbIA Mecavsbii [Yposeus | MpouenT Hanoroebie Ypoeewns ([ogoxoaxblid | MecAuHbiR Kype

CreunansHocTE
oknag, espo oknag, py6. | Hanora | Hanora |OTYNCNIEHUS, EBPO Hanora Hanor oknag, pyo. eBpo

Bpay 6000 1 0% 0 40

1

2

3 loccnyxalwmi 5100 2 15% 23700
4 HuHosHUK 3500 3 42% 161480
5 MeHegxep 4920

6 |Ayaurtop 4910

7 Hpuct 4550

& Puentop 4750

9 |[uzaiinep 4690

10 Mpencaaeatens BY3a 4650

11 WHKeHep-cTpoMTENE 3560

12 Apxurextop 4500

13 Monuueiickuii 1340
14 [T-cneynannct 4300
15 TenedoHuct 720
16 Odmymant 660
17 | YBopuiuk 500
13

Cymmapueint | Cymuapsble s
Y P e ¥ P Cpegmuit Kon-eo | Kon-eo
MECAYHLIA | HanoroBbie Kon-eo cneu.
npoueHT cneu. cnew.
3apaboToK, | 0TYNCAEHUA, i ypoBHA 3
Hanora, % |ypoBHA 1|ypoeHa 2
19 eBpo eBpo

20

2

Puc. 3
3. B cron6nie D BBemuTe hopMyiTy rmepeBojia MECSIIHOTO 3apaboTKa U3 €BpPO B PYOIIH.
4. B cron6ue E onpenenure, Kk KakoMy HaJOTOBOMY YPOBHIO OTHOCHUTCSI 3apabOTOK paOOTHHKA.
Tak kak ypoBHe# TpH, HEOOXOAMMO HCHONB30BaTh BiokeHHbIe (QyHKiuun ECJIM: ecam MecsyHbII
3apabotok MeHnble 23,7 Toic. py0. (K3), To 3apaboTok oTHOcUTCS K nepBoMy ypoBHIO (I2), nnaue, ecnu
MecsIHbIN 3apaboTok Menbie 161,49 Teic. py6. (K4), To 3apaboTok OTHOCUTCS KO BTOpoMy ypoBHIO (13),
uHaue — K Tpetbemy (I4). s sueiiku E2 ¢popmyna BRIMISLINT Tak:

=ECJIN(D2<$K$3;$182; ECIIN(D2<$K $4;$1$3;$1$4))

5. B cronbue F camocToaTenbHO onpenenuTe nporeHT Haiora. st 3Toro MoxHO OmUpaThesl Ha
nanHble cronbna E (HaloroBelifi ypoBeHb) WJIM Ha pa3Mep MeECsSUYHOro 3apaboTka. biok-cxema
ompe/elICHUs] MPOIEHTa HaJoTa B 3aBUCHMMOCTU OT HAJIOTOBOTO YPOBHsI MpuBeneHa Ha puc. 4. dopmar
sueek ctonbdua F gomkeH ObITh TPOICHTHBIN.

Yposenp=1?

Hanor 0 %

YpoBenp=27?

Hanor 15 % Hanor 42 %

Puc. 4

6. B cronbue G onpenenute peajabHbIE HAJOIOBbIE OTYMCIEHHS B ThIC. €BPO MO PACCUUTAHHOMY
MPOICHTY OTYUCIICHUI: (MecauHbIi oknan) * (% oTYuCICHU).

7. B saueitkax B20 u C20 noacuuTaiiTe cyMMapHbBI MeECSUHBIM 3apa0OTOK PAOOTHHKOB H
CyMMapHbI€ HAJIOTOBBIE OTYHCIICHUS, HCIIONb30BaB GpyHKInio CYMM.

8. B suelixke D20 BblYMCINTE CPEIHUN IIPOLEHT HAJIOra KaK OTHOLUIEHHE CYMMApHBIX HAJIOTOBBIX
OTYHUCIIEHUH K CyMMapHOMY MECSYHOMY 3apaboTky. Dopmar siueek — NpOLIeHTHBIH.

9. B sueiixke E20 onpenenuTe KOJIMYECTBO CIELMAIBHOCTEN € MEPBBIM HAJIOTOBBIM YPOBHEM IIO

dbopmyite:



=CUETECJIU(E2:E17;1),

rae E2:E17 — npoBepsiemblii nuana3on, 1 — Homep yposHs. Bmecto 1 B popmyre MOKHO HCIIONB30BATh
CCBUIKY Ha fueiiky 12, B KoTopoii 3anucad HOMep YpOBHSL.

10. B sueitkax F20 u G20 aHajloruyHo ONpEEIUTe KOJIMYECTBO CIEIUAIbHOCTEH,
COOTBETCTBYIOILIMX BTOPOMY U TPETHEMY YPOBHSIM HAJIOTA.

11. CoxpanuTte BBIIIOIHEHHOE 3aaHUE.

3ananue 4. Cratuctuka

[Ipou3BenuTe CTaTUCTUYECKUE PACUETHI MO JAHHBIM O COTPYIHHMKAaX HEKOTOPOTO MPEINPUSTHUS.
Tpebyercs onpenenuTs:

B cpeHUI BO3PACT BCEX COTPYAHUKOB U COTPYAHUKOB C Pa3HBIMU JOJIKHOCTIMU;

B cpenHUi cTaxX pabOThl BCEX COTPYAHHUKOB;

u cpenHuil  3apabOTOK  MYX4YMH,  JKGHIIMH,  MEHEIKEpOB,  aJIMUHUCTpPALIUH,
HU3KOKBATU(PUIIMPOBAHHBIX pAOOTHUKOB;

B KOIMYEeCTBO MOJIOJICKH, HOBUYKOB, BETEPAHOB, IOOUIISPOB, HU3KO- U BBICOKOOIUIAYUBAEMBIX
COTPYJIHHUKOB, IEHCUOHEPOB;

B MUHUMAaJbHBIN OKJIAJl 1 MAKCUMAaJIbHBIA BO3PACT CPEAN BCEX COTPYIHUKOB.

TexHonorust paboThl

1. IlepeiinuTe Ha HOBBII JUCT MporpaMmMbl Excel u nepenmenyiite ero Ha CTaTucTuka.

2. CozpaiiTe TabIMIly Kak Ha puC. 5.

3. B cronbue G paccuuTaiite BO3pacT COTPYAHHKOB, KOTOPBIA paBeH IEJIOMY YHUCIY IPOKHUTHIX
net. Jlng sueiiku G2 ¢popMyiia BBITISAUT TaK:

=1IEJIOE((CETOJIHSI()-B2)/365,25),

rae CEI'OAHSA()-B2 — koanu4yecTBO MPOXKUTHIX AHEH, 365,25 — cpeHee KOJIMYEeCTBO JHEN B TOAY.
A B B D = F G H | il K 1%

M|
Konuyecreo 5
DUo Hara Mon Data npuema HNomKHOCTL Oknap | Bozpact Crax neT Ao Kpyrmoi Nencuonepei Il . oy il i
4 poxaAeHUA paboThl i) MY HHBI WeHWHHbl | BAHHBIE COTPYAHHKH
2 |CHHHUEIH AT 15.06.1969 M 01.08.1390|aupekTop B0000
3 |BopoHos C.C 28.02.1954 1] 10.03.2003 |3am. JupekTopa 50000
4 |Bopobeesa E.K. 03.05.1992 H 06.08.2013 |cekpeTtaps 17000
5 |CHervpee A1 09.07.1973 1] 02.10.1995 |HavansHuk OK 40000
6 [CHHALEH KA 12.03.1993 M 15.11.2013 | CHCT. BAMWHHCTRATOR 23500
7 |[ConyBeea BA 13.07.1968 * 21.01.1890|rn. Byxrantep 48000
8 |CancaHos P M. 23.11.1933 ] 12.10.2010|e0auTens 21000
9 |Opnoe LKW 19.12.1976 1] 19.07.1997 |oxpanmk 25000
10 [Copokuua J1.HKD 16.10.1982 * 05.04.2004 |Byxrantep 30500
11 {Fpaves MM 05.05.1283 1] 30.06. 2008 |cTaplu. MEHEgER 29000
12 |Mepenankuy K2.C 25.04.1980 M 05.05.2000|0xpaHuk 25000
13 |Opnoea E.M. 18.04.1987 ) 27.08.2010|meHenwEp 26500
14 | NactoykuHa b A, 26.05.1939 | 27.08.2010|{meHenwep 26500
15 [¥oogoe M.H. 21.09.1995 [ 29.07.2014 |mnagw. MeHeqRep 22000
16 [Haika W.B 22.02.1996 M 13.03.2015 | kypbep 12000
17 [KykywkuHa AT 17.01.1952 * 16.12.1984 |paxTep 8000
18 | PunuHoe B.6. 20.03.1979 M 16.09.1999 | KpMCKoHEYNET 43000
18 |Conoeeeea MM, 14.04.1991 * 31.10.201 2| noMOLIHKK KIPHETE 15000
20 |Tetepees O.M. 12.03.1957 i 23.02.1579 | ybopyuuya 9500
21 |Kyponatkuua C.B 07.08.1964 b 14.08.2017 |ybopwiMya 9500
i)
Kon-eo CpeaHuii MHHHMaANbHLIA
| 24| coTpymHukoB BO3pacT oknag,
Kon-eo T —— MuHHMan LI
25|  wonoaexu PER BO3pact
Kon-so CpepHuit oknap,
E BeTepaHoB MHeHWHH
Kon-eo CpepaHuii oknagn,
| 27| HoBWuKkoB HYHUHH



Kon-eo CpenHuit
HU3KOONNa4nBa BO3pacT
28 eMbIX JAupekTopara

Kon-so CpenHuit
BLICOKOONNAYUB BOZpacT
29 | aeMbIX 0pUCTOB

Kon-Bo mywnn Cpenunii oknan
a0 AMpeKTopaTa

Cpennuit oxnap
y
21 Yo mycan MeHemKepoB

Kon-eo B Cpepuuii oknan

HH3KOKBanudu
- AupekToparte UWPOBaHHBIX

Kon-Bo
(33| wWeHenmkepor
Kon-so
34 wbunapos
Kon-Bo MyM4HH-
35| meHcHoHepoB
Kon-go xeHwmH-
36 | newcwonepoB
Kon-Bo
HH3IKOKBanudm-
|37 | umpoBaHHbIX

Puc. 5

4. B crombune H paccumraiite cTak paOOThl COTPYJHUKOB Ha JAHHOM MPEANPHUATHH 10
aHAJIOTHUYHOU (hOpMyJIIe, UCXOs U3 ATkl IpueMa Ha padoTy.

5. HazoBute nuana3zon G2:G21 cioBom Bospact. [l 3TOro BbIAEIUTE 3TOT AMANA30H SYECK U
BBIITOJIHUTE KOMaHay @opmyJisl, Onpenesennsie uMeHa, Ilpucsouts ums, IlpucBonTs UMs.

6. B mosBuBmemcs okne Co3nanue umenu B nojie Mmsi BBenuTe Ha3BaHue ctojoa — Bo3pacr.
Haxmute OK.

IIpumeuanue. Benennbie uMeHa AecTBYIOT it Bceil kHuru Excel, mostomy mpu cosznanuu
HOBBIX MMEH HE HCIOJIB3YWTE YXKe CYIIECTBYIOIIME Ha3BaHUs. VMeHa quana3oHOB 0O0ECHEYHBAIOT
aOCONIIOTHYIO CCBUIKY Ha JITaHHBIA TUamna3oH, T. €. IpHU KOMUPOBaHUHU (OpMyJ B Apyrue Mecra JHUCTa, a
TaK)Xe Ha JPYrue JIMCTHl KHUTH JIUAMa30H, YKa3aHHBIM UMEHEM, He MeHseTcs. VcKitoueHne cocTaBisoT
KOIIMH TIOJIHBIX JIUCTOB.

7. AnanorndHbIM 00pa3om naiite umeHa auanazonam Ioua, JomkHocTs, Okiaan, Ctax, KOTOpbie
B JAJIbHEUIIIEM aKTUBHO OYJyT HCIIOJIb30BAThCA MPH pacueTax.

8. B stuciike B24 onpenenuTe KOJIWYECTBO COTPYIHUKOB Ha MPEANPHUATHH 110 (hopMYyIie

=CUET3(JlomxHOCTS)

Z[J'IH BBOJa apTyMCHTA (1)yHKI_II/II/I, HaxXoIsiChb B CTPOKE apryMeHTa, BBIIIOJHUTC KOMAaHAY (I)OpMyJII)I,

Omnpenesiennbie nMeHa, Ucnmoab3oBats B ¢opmyJie u BbiOepuTe uMs auana3zoHa JIoKHOCTB.
Haxmute OK.

9. B siueiixe B25 paccunTaiiTe KoauuecTBo Moo iexu (Bo3pact 1o 30 sert) o dhopmye

=CUETECJIU(Bo3pacT;«<30»)

10. CamocTosTENBHO paccyuTaiitTe mo Gopmynam:

B B syciike B26 — koMuecTBO BeTepaHOB MpeanpusaTus (ctax > 20 yer);

M B siyciike B27 — koMuecTBO «HOBUYKOBY (CTax < 3 JieT);

B B sueiike B28 — xonMuecTBO HU3KOOIUTAYMBAEMBIX COTPYAHUKOB (okiaa < 10 000 pyO.);

B B sueiike B29 — K0IM4uecTBO BEICOKOOTUIAYMBAEMBIX COTPYAHUKOB (0kiaa = 40 000 pyo.);

B B sueiike B30 — koMuecTBO MyKUYUH (B KaUeCTBE KPUTEPUS BBOIUTCS OyKBa «M»);

B B suciike B31 — mporeHT My)X4MH Kak OTHOIIeHHEe KoiudectBa MyxkuuH (B30) x obmemy
yrciy cotpyanukos (B24). YcranoBure ans siueiiku B31 ¢popmar IpoueHTHBII;

B B siyciike B32 — koM4uecTBO COTPYIHUKOB B JUPEKTOPATE;

IIpumeuanue. Tak Kak B Ha3BaHUAX JODKHOCTEH TUPEKTOpaTa €CTh Pa3HOUTEHUS (TUPEKTOP, 3aM.
oupekTopa), To aprymeHT Kputepmii J0/DKeH cojep)kaTh HEMOJHOE OYKBOCOYETAaHWE IS TIOHMCKA

(puc. 6). Hampumep, «*upex*» wumm «*aupex*», rae «*» o3HauaeT 0Oy MOCIEI0BATEIbHOCTD
CHMBOJIOB.



.Apryue HTbI (PYHH KK
CHETECTM

AmperTop" i "saM, £

HAxanasoH | JonxHocTs

KpuTepui "“anper*" " arpert!

=2
MoACHTEIESET KOMHHECTED HEMYETEIX AYEEK B AHANA30HE, ¥AOBNETEORAMILIME 38/ 8HHOMY YCNOBHHD.

KpUTepHA yonosHe B thopHe YHCNa, BLIPGKEHHA MM TEKCTa, KOTopbIA
ONPEAEAAET, KaKHE AHEHKH H3AD NOACHHTEIESTE,

Cheesma
Puc. 6
B B sueiike B33 — konMuecTBO MEHEIKEPOB, C YIETOM TOTO, UTO €CTh IMTPOCTO MEHEIKEPHI, & €CTh
CTapIIui U MJIQJIIINNA MEHEKED.
11. B siueiixe E24 paccunTaiite cpeiHU BO3pACT COTPYIHUKOB 10 hopmyrie
=1{EJIOE(CP3HAUY(Bospacr)) |
12. Ananornuno B stueiike E25 paccunTaiite cpeiHU CTaxK COTPYAHUKOB.
13. B siueiixe E26 noacunTaiite cpeaamii 3apadoToK )KeHIIUH (puc. 7) mo ¢popmyiie

=CP3HAYECJINU(ITom;«x»;Oknan), ‘

rae ¢yukiuss CP3HAYECJIU ananu3upyeT, B KakKuX CTpOKax JdaHHble u3 auanazoHa Iloa
YIOBJIETBOPSIOT KPUTEPHIO «3K», ¥ BLIYMCIISAET CPEHEE 3HAUCHHME 110 auana3’ony OKiax it 9TUX CTPOK.
Apryme HTbl hyHKLMH @@

CP3HAYECMI
Axanazod | Mon

YCnoeue |"u"

AHANE30H_YCPEAHEHHA | OKknag

= Z21166.66667
BbMHINAET cpeaHEe (apHiMeTHHECKDE) ANA AHSEK, 33A3HHEN YKE3aHHEIM YCNOBHEM,

JA1anazoH_ycpefHeHwa HaKTHUecKHe AYERKH ANA PacdeTa cpeaHero sHaveHka, Ecom atoT
SPrYMEHT OMYLLEH, By AYT HCNONES0BATECA AYEHKKM, 334aHHEIE 3PTYMEHTOM
"ananazoH",

SHaueHHe: 21166.66667

Cnpagka no 3ok fyHKLHA OK l [ OTMEHA

Puc. 7
14. Tlo ananornyaeM popmMyiaM MOACUYUTANTE:
B B sueiike E27 — cpennuii 3apaboTOK My>KUUH;
B B siyeiike E28 — cpennuii Bo3pact aupekropara (yCIIOBHE B BUIE MACKU «* TUPEKT*»);
B B sueiike E29 — cpennuii Bo3pact 10pucToB (YCIOBHE B BHJIE MACKHU «*IOPUCT*»).
15. B stueiixe E30 paccunraiite cpenauii 3apaboToK TUpEeKTOpaTa 1o Gpopmyie
=CYMMECJIU(HomxHoCTb;«* nupext*»;Oxian)/B32
IIpumeuanue. B hopmyiie ncnonp3oBana Macka AJis MOMCKa COTPYAHUKOB IUPEKTOpaTa.
16. Anamornuno B sueiiky E31 BBemutTe dopmMyiy pacdera CpelHEro 3apadoTKa MEHEIKEpOB.

OO611ee KOJIMYECTBO MEHEHKEPOB HaxoauTcs B sueiike B33.
17. CamocrositensHO BBenuTe (POPMYNBI ¢ HCHOJIB30BAHWEM HMMEH JIMANa30HOB, MOCUUTANTE

MUHUMAaNbHBIN OKIa] (J24) 1 MakcuMambHBIA BO3pacT (J25) coTpyIHUKOB.
Ipumeuyanue. [y 5 hekTrBHOrO pemieHus: BceX MOCIEAYIOUINX IMyHKTOB 3alaHusl TPeOYIOTCS
JIOTIOJTHUTEIIbHBIE BRIYUCIICHUS, TO3TOMY B TAOJUILy BBEICHBI YETHIPE TOMOTHUTENbHBIE CTONIOIIA.
18. B momomautensHOM cronbie I BBeaute Gopmyny Ui pacdera KOJIMYECTBA JIET JO KPYTJIou
natbl. J{s stuetiku 12 dopmyna OyaeT UMeTh BUJL:
| ~10-OCTAT(G2;10), |
rae pynkuus OCTAT moacuuThIBaeT OCTaTOK OT JAeJeHns Bo3pacTa Ha 10.
19. B siuetike B34 paccunTaiiTe KOIM4eCcTBO IOOUIISIPOB 1O hopmyJie
| —CYETECJIM(12:1215«10») |
20. B nononauTensHOoM cronbie J BBeaute GpopMyiy, Mo KOTOPOW B COOTBETCTBYIOIIUX CTPOKAX
JOJKHBI TOSIBUTBHCS €IMHMIBL, eciii yciioBue M (mosi_Myskckoii;Bo3pact>=60) MCTMHHO, U NPOYEPK,




ecnu J0xHO. st siueiiku J2 ¢popmysia BRIMISLINAT Tak:

=ECJIM(U(C2=«m»;G2>=60); 1 ;«-»)

21. B sueiike B35 ompenenute KOJIMYECTBO MYXYMH-IIEHCHOHEpOB. [lns aroro mojacuuraite
KOJMYECTBO eIuHUI] B nuamna3zone J2:J21, ucnons3oBas ¢pynkiuo CYMM.

22. CamocrosTenbHo B sueiike B36 onpenenure KOJIWYECTBO >KEHIUH-TIEHCUOHEPOB, 3aIIOJHUB
cronben K ananoruuno cronduy J.

23. B pononnutensHoM cronbue L BBeaute ¢GopMyny, IO KOTOPOH B COOTBETCTBYIOIHX
CTPOYKaX JIOJKHBI TIOSBUTHCS €IUHUIIBI, €CIIHM IOJDKHOCTh Y COTPYAHUKA Kypbep, BaxTep WK yOoopiiuia,
Y TIPOYEPK, €M 3TO He Tak. Tak st sueiiku L2 dopmyna OyAeT BBIMISIIETh TaK:

=ECJIN(UJIN(E2=«kypbep»;E2=«BaxTep»;E2=«yOopuuia»); 1 ;«o»)

24. B saueiike B37 onpenenute KOIMYECTBO HU3KOKBANU(UIIMPOBAHHBIX COTPYIHUKOB, MOICYUTAB
KoJm4ecTBO enunuil B tuamnazone L.2:1.21 ¢ momombio pyrakunun CYMM.
25. B sueiike E32 noacuuTaiite cpennuii 3apaboToK HU3KOKBAIU(UIIMPOBAHHBIX COTPYIHUKOB 110

dbopmyiie

=CP3HAYECJIM(L2:L21;1;0xnan)

26. CoxpaHUTE BBINOJHEHHOE 3aJJaHUE.
3amanue 5. CKuaky Ha yciayru puTHec-eHTpa

Paccunraiite cToMMOCTh yCIIyT (UTHEC-LIEHTpPA C YYETOM MPEJOCTaBICHHBIX CKUIOK, a TaKkKe
OOMIMI TPOIEHT CKHUIOK. BBIIETUTe KIMEHTOB, HWMCIOIIMX IPAaBO Ha JOMOJHUTCIHHBIC YCIIYTH.
Omnpenenure haMuINK KIUEHTOB, KOTOPHIM MPEAOCTaBlIeHa KiIyOHas KapTa.

CornacHo CTaTHCTHKE, BO BpeMsi (PMHAHCOBOTO KpPH3HCa IOCEIIAaeMOCTh (DUTHEC-IICHTPOB BHE
3aBHCHMOCTH OT CTaTyca M CTOMMOCTU aboHeMeHTOB cokpamaercs Ha 20 %. Iloatomy, uToOBI He
MOTEPATh KIMEHTOB, O3/0OPOBUTEIILHBIC 3aBEACHHS BBIHYXKIEHBI MPEIOCTABIATh YCIYTH CO CKHIKAMH.
[TycTh HEKOTOpPBIH (PUTHEC-IIEHTP IpEIaracT CASAYIOUIYI0 CUCTEMY CKUAOK U IIPABHII UX IPUMEHEHHUS:

B CKUJIKU HE CyMMHPYIOTCS, HO HAUUCIISIOTCS 110 THOKOW CUCTEME;

B KIMEeHTY MOXKET OBITh IPEJOCTABIEHO O TPEX CKUIOK, PACIOIOKEHHBIX B TaOd. 3 MCXOTHBIX
JaHHBIX B TIOPSAJKE TPHOPUTETHOCTH: TIEpBasl CKHUJAKA JEHCTBYeT Ha BCIO CyMMy a0OHEMEHTa,
MOCIIEAYIOIUE — HA CYMMY 3a BBIYETOM YK€ MPEIOCTABICHHBIX CKUIOK;

B ccim dakTUYecKas cymMMa MPHOOPETEHHBIX YCIYyT (32 BBIYETOM CKHJIOK) MPEBBIMIACT 15 ThIC.
pyO0., KIIMEHTY MPEAOCTaBISIETCS JOMOTHUTEIbHBINA OeCIIaTHBINA MAKET;

B ccim dakTUYeCcKas cymMMa MPHOOPETESHHBIX YCIYyT (32 BBIYETOM CKHJIOK) MPEBBIMIACT 25 THIC.
pyo0., MOKyMHaTento MpeIoCTaBIsgeTCs KiyOHas KapTa.

TexHonorust paboThl

1. IlepeiinuTe Ha HOBBII JUCT MIporpaMMbl Excel u nepenmenyiite ero Ha AGOHEMeHT.

2. CozpaiiTe TabIMIly Kak Ha pucC. 8.

IIpumeuanue. Yucno «I» B suelike yKa3plBa€T HA HAJIUYHE COOTBETCTBYIOIICH JIBTOTHI.
[IporieHTHI CKMAOK B TAOJUIIE PACIONIOXKEHBI B IMOCJIEIOBATEIbHBIX SUEWKaX OJHOM CTPOKU. DTO JacT
BO3MOXXHOCTh C ITOMOIIBIO CMEIIAHHBIX CCHUIOK HaMucaTh 0000IIeHHYI0 GOpMyITy JUIsl OAHOW CKUAKU U

pacpoCTpaHUTh €€ Ha CTOJIOIBI C IPYTUMU CKUAKAMHU.
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Puc. 8
3. B cronbue I onpenenure BO3MOKHOE KOJIMYECTBO CKHMIOK I KaKIOr0 KiMeHTa. J{Is syeiKu



14 bopMyna BEITTSANT TaK:

=CYMM(C4:H4)

4. B cronbue J paccuntaiiTe KOJIMYECTBO CKUOK, KOTOPBIE MOTYT OBITh PEAOCTABICHBI KITUCHTY
[0 CJeIyIoIeMy MpaBHly: €ClIM KOJUYECTBO CKHMJOK Oouiblie 3, TO UX KOJMYECTBO OTPAHUYMBAETCS
TpeMmsi, HHa4ye octaetcs 0e3 n3MeHenui. Jls siaeiiku J4 popmyra BRITISIUT TaK:

=ECJIN(14>3;3;14)

5. B sueitkax auanazona L4:Q10 onpenenute cymmy YCIOyr 3a BbIYETOM MPEAOCTABICHHBIX
CKUJOK IO CIEAYIOIIEMYy IpaBWIy: €CIM Y KIMEHTa €CTh IPHU3HAK COOTBETCTBYIOLIEH CKHUIKU H
KOJIMYECTBO TMPENbIIYLIINX CKUIOK MeHbIIe 3, TO HpeAblaylias CcyMMa HpUOOPETEeHHBIX YCIyr
YMEHBIIAETCSl Ha MPOLEHT CKHUJIKH, WHaue ocTtaeTcst 0e3 m3meHenus. s sueiiku L4 ¢popmyna BeITISAAUT

TakK:

=ECJIN(M(C4=1;CYMM($B4:B4)<3);K4*(1-C$3);K4)

6. B cronbe R paccunraiiTe oOmMiA MPOLIEHT CKUIKUA KaK OTHOIICHHE COKOHOMIICHHOW CYMMBI

(«oO1mras cyMMay» — «OKOHYATeIbHas CyMMay) K 001Iel cyMMe yCIyT.
7. B cronOue S orMerbTe NMPHU3HAKOM «1» KIMEHTOB, KOTOPHIM IOJIArat0TCs JIONOJHUTENbHBIE

yenyru. Jns siueviku S4 dopmyna BBITIISAIUT TaK:

=ECJIM(Q4>15000;1;«-»)

8. B cronbme T cocraBbTe CUCOK KIMEHTOB, KOTOPBIM clienyeT ohOpMUTh KIyOHyI0 KapTy. s

ssueriku T4 dhopmyria BBITISIUT TaK:

=ECJIN(Q4>25000;A4;«-»)

9. CoxpaHuTe BBINIOJHEHHOE 3a]JaHUE.
3ananue 6. IIpocToil mecTucTyneHyaThiii HaJI0T
PaccuunraiiTe mpocToi MIECTUCTYIIEHYAThIM IPOrPECCUBHBIN HAJIOT, AeCTBYOIUN B M3panie.
JloctaToyHO 4YacTO TaOiMila OMpeAeNieHUS YPOBHS U MPOIEHT HAJIora B 3aBHUCUMOCTH OT
MECSIYHOTO 3apa0oTKa pabOTHHKAa HWMEeT BHJ, MpeaCcTaBieHHBbIH B Tabm. 3. Kaxmomy ypoBHIO
COOTBETCTBYET JIMAIIa30H 3HAUCHUI «OT» U «10».

Tabnuna 3

Vposennb naora CraBka nouoyf)ozmoro MecsiuHblii 3apadoTOK, ThIC. pY0.

HaJsiora, % Or 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, ecmu goxon > 1 ThIC. py0. U moxox <= 57,24 ThIC. py0., TO HAJIOT COOTBETCTBYET IIEPBOMY
ypoBHIO, ¥ T. 1. Hamor c¢ 3apabotka < 1 TtbeIc. pyO. He Oepercs. B 3amade sta curyanus He

paccMaTpHuBaeTCs.

st apdexTuBHOTO perieHus 3a1auu yJo0HO PAcIOIOKUTh MCXOIHBIC JTAaHHBIC B CTpOKax 0Oe3
IyOIupoBaHus TpaHull ypoBHS (Tad. 4).

Tabnuua 4
YpoBeHb HAJIOra 1 2 3 4 5 6
CTaBKa HoA0X0JJHOro Hayora, % 10 14 23 30 33 45
MecsiaHbIi 3apab0TOK BHIIIIE, THIC. pYO. 1,00 | 57,24 (101,64({152,64(219,00|472,08

TexHonorust paboThl
1. IlepeiinuTe Ha HOBBII TUCT NporpaMmMbl Excel u nepenmenyiite ero Ha [IpocToii nporp. HaJjor.
2. CozpaiiTe TabiuIly Kak Ha puc. 9.
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3. B sueiikax nuanazona D7:H26 nmoctaBbTe B COOTBETCTBUE KaXKIOMY COTPYAHHKY €T0 YPOBEHB
Hasora. Jlns sueiiku D7 dopmyna BBITISIUT TaK:

[Ooxca scerc |

|Han:}r ECErD |

Cpeaqni %
Hanora

Puc. 9

I

=ECJIM(U($C7>DS$3;$C7<=ES$3);D$1; «-»)

4. B cronbue I onpenenure, y KOro U3 COTPYAHUKOB 3apIuiaTa COOTBETCTBYET IIECTOMY YPOBHIO.

Jns siueiiku 17 ¢popmyna BRIMISIANAT Tak:

=ECJIN(C7>$18$3;1$1;«-»)

5. B cronbue J omnpeaenute ypoBeHb Hajlora JUIsl Ka)JOr0 COTPYIHHUKA, MPOCYMMHPOBAB

3HA4YCHHUA B COOTBETCTBYIOIHUX CTPOKAX.

6. B cronbue K ompenenure mpoueHT Hajlora B 3aBUCUMOCTH OT ypoBHs. s sueiiku K7

dbopMyna BeITISAUT Tak (puc. 10):

=BbIbOP(J7;$D$2;$E$2;$F$2;$G$2;$H$2;51$2)

7. B cronbue L paccunraiiTe 3HAUCHHUS HAJIOTA B THICSIYaX PyOJIei.

8.B CTPOKE 30 OIIPECACIIUTEC KOJIMYICCTBO COTPYAHUKOB IJId KAXKAOI'O YPOBHA HAJIOTA. HJ'IH STUEHKH

D30 ¢opmyIia BEINISINT TaK:

=CUETECJIU(D7:D26; «>=1»)

9. B sueiike C32 onpenenure CyMMapHbId MECAYHBIN JOXO/ JUIsl BCEX COTPYIHUKOB.

10. B siueiike C34 naiigute o0lIy0 CyMMY HaJIOTa.

11. B saueiike C36 HaiimuTe cCpeJHUIl MPOIEHT HAJora Kak OTHOIIEHHE OOIIel CyMMBbI Halora K
CyMMapHOMY 3apaboTKy Bcex coTpyaHUKOB. Dopmar stuciiku — [IponeHTHBIIA.

12. CoxpaHuTe BBITIOJIHEHHOE 3aJaHuUE.



ELIECP

Homep_wHaekca |17 1 A
Jnauenvel | {042 0,1
SHausHeZ | $E$Z 0,14

SHaqeHMeS | $F$Z 0,23

SHaqeHned | $GE2 0,3 |
= 0,1
BbIfMPaET 3HAYEHHE MM ASHCTEHE W3 CMCKAE SHAYEHHI N0 HOMEPY HHAEKCE,
3HaueHWed: 3HaYEHWELl;3HAYEHWEZ; ... 0T 1 40 254 YMCEN, CCBINOK Ha AYERKH,

ONpeAenEHHbE: HieH, hopryn, diyHKUHA AN TEKCTOELIX SpryMeHTos, H3
KOTOPBIX MPOMSE0ANTCA BRG0P,

3HaqeHwe:  10,00%:

CrpaEka N0 3TOA dyHKIHH i o] 4 ] I OTHEHS

Puc. 10
3ananue 7. CIoKHBIM IPOrpeCcCUBHBIN HAIOT

PaccuuTaiiTe CnOXKHBIH NPOTrPEeCCUBHBIA HAJOT M CPABHUTE IOJyYEHHBIE JaHHBIE C IPOCTHIM
MIPOTPECCUBHBIM HAJIOTOM.

B mpakThke HEKOTOpBIX CTpaH HCHOJIb3YETCsl CIOKHBIA MPOrPECCUBHBIM HAJOT, MPU KOTOPOM
JOXOJ ACTUTCS Ha YacTH, COOTBETCTBYIOLIME Pa3HBIM CTaBKaM Haiyora. J[is Kakaoi 9acTu B3MMaeTcs
HQJIOT 1O COOTBETCTBYIOLIEH CTaBKe, 3aT€M 4acTW Hajora cyMmMmupyrorcs. B Tabn. 5 mpencraBieHbl
JaHHBIE O TPAaHUIAX JOXOJOB 32 MECSAI, COOTBETCTBYIOUINE UM YPOBHHU M CTaBKM Hajora. B mocnemnei
CTpOKe TaOJIMIIbl YKa3aHbl YaCTH, Ha KOTOpPbIE AEIMTCS 3apIuiata, eciau goxoa N > 472,08 teic. py6. Kak
BUJIHO U3 TaOJIHIIBI, YaCTH, HA KOTOPBIE JACITUTCS JOXO/, PABHBI Pa3HOCTU MEKIY COCEAHUMHU YPOBHSAMHU U
SBJISIIOTCS] (QUKCUPOBAHHBIMU BEJIMYMHAMM.

Tabnuma 5
YpoBenb 6 5 4 3 2 1

CraBka 1;1onoxoz[Horo 45 33 30 23 14 10
Hajora, %
[ PaHHLEL JOXOM2 52 MeCA 472,08 219,00 152,64 101,64 57,24 1,00
BBIIIIE, THIC. PYO.
YacTtu, Ha KOTOPBIC AEIUTCA 253,08 66,36 51,00 44,40 56,24
zapabotok mipu N > 472,08 teic| N —472,08 | (472,08 — (219,00 — (152,64 — (101,64 — (57,24 —

v6. 219,00) | —152,64) | —101,64) | —57.24) — 1,00)

Paznenenue exeMecs4HOro J10X0/1a Ha 4YaCTH BBIIOJIHSETCS 10 CIEAYIOIIEMY ITPaBUITY:

N [0 IIKajJe YpPOBHEH Hajlora HAWTHU TpaHMIly JI0XOJAa, KOTOpas MEHbIIE paccMaTpUBaeMOMN
3apmiiaThl, HO Oirrke Bcero K Hed. HallTm pazHOCTh MEXIy 3apIuiaToM M HalAEHHBIM J0XOAO0M. OJTO
OyZeT 4acTh, COOTBETCTBYIOIAsI HAMOOJBIIEMY YPOBHIO HAJIOTA;

W BCE YacTH OOJIbIIE 3TOTO YPOBHS CUUTATh HYJIEBBIMU;

B BCE OCTaBIIHMECS YacTH 3apa0d0TKa 3alOJHUTH (PUKCUPOBAHHBIMH 3HAYCHUSMH U3 Ta0II. 5.

PaccmoTpuM npumepsl.

1) Ecmu moxox 3a mecsiry paBed 500 TeIc. py0., TO Ommkaiimas K HeMy rpaHuna jgoxona — 472,08
ThIC. py0. Torna Hamor mecroro ypoBHs Oyner B3uMaThesi ¢ cyMMbl 500 — 472,08 = 27,92, a octaibHbIe
4acTu 10X0/a OynyT GUKCHPOBAaHHBIMU:

YpoBennb 6 5 4 3 2 1
HaJIora
YacTtu moxona 27,92 | 253,08 | 66,36 | 51,00 | 44,40 | 56,24

2) Ecm noxon 3a mecsi coctarisier 150 Thic. py0., To Onpkaimias K HEMy T'paHHUIa J0X0Ja —

101,64 teic. py0. Torma Hamorum ypoBHel 4-6 OyayT HYJIEBBIMH, HAaJOr TPETHEro YypOBHS Oyaer

B3uMarbcst ¢ cymmbl 150 — 101,64 = 4836 Ttbic. py0., a ocrajbHble YacTU Jaoxoda OyayT
(UKCHPOBAaHHBIMHU:

YpoBenn 6 5 4 3 2 1

HaJIora

YacTu noxona 0 0 0 4836 | 4440 | 56,24




TexHomnorust paboTel
1. Ilepeiinure Ha HOBBIM JucT nporpamMmbel Excel u nepeumenyiite ero Ha CUI0KHBIH
NMPOrpecCUBHbII HAJIOT.
~ 2. Cospaiite Tabnuiy Kak Ha puc. 11.
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Puc. 11
3. B cronbiie D paccuuTaiite 3HaYeHHE CyMMBI, C KOTOPO# OyneT OpaThCs HAJOT ISl IIECTOTO
YPOBHS IO CIIEAYIONIEMY MPaBUITY: €CJIH 3apruiara oombine 472,08 Teic. py0., TO HAHAUTE Pa3HUILY MEKITY
3apIuIaTOd M rpaHuIle auana3zona, waade 3amummre 0. s sueiiku D7 dopMyna BRITIISANT Tak:

| =ECJIU(C7>$D$3;C7-$D$3;0)

4. B cron6nax ¢ E mo I onpexenure yactu 10x0/1a, C KOTOPBIX OyAeT OpaThCsi HAJIOT € MATOTO 110
IIEPBbI YPOBEHb, IO IPABUILY: €CIIU 3HAUEHHE Mpeblayiiei yactu <> 0, To BBIOEpUTE COOTBETCTBYIOIIEE
(UKCUPOBAaHHOE 3HAUCHME YaCTH JOXOAa U3 TaOIMIBI, HHAUYE, €CIM 3apIuiaTa OoJbIIe TPAHUIIBI JOXO0/a,
HaiJUTE DPA3HUIy MEXIy 3apIulaTod M IpaHuLed noxoaa, uHade 3anumure (. OTO KOHCTPYKLHA
BJIOXEHHBIX «ecymy. s staeiiku E7 dopMyna BRITIISANT Tak:

| —ECJTN(D7<>0;E$4;ECITN($C7>ES$3;$C7-E$3:0))

IIpumeuanue. Vcnons3oBanue B (opMylie CMEIIAHHBIX CCHUTOK MO3BOJIIET KOMUPOBATH (OPMYITY
HE TOJIBKO CBEPXY BHHU3, HO U CJIEBA HAIIPABO.

5. B cronbue J paccuuTaiiTe CHOXKHBIM MPOrPECCUBHBIM HAIOr KaKk CyYMMapHBIA HaJIOT IO
OTpe3KaM, COOTBETCTBYIOIIMM pa3HbIM craBkam. [is staeiiku J7 dhopMylia BEITISANT TaK:

=D7*$D$2+E7*$ES2+F7*$F$2+G7*$GS2+H7*SHE2+17*$1$2

6. B cron6ue K paccuuraiite o01yto cymmy, obsiaraeMyro Hajaorom, Juis Kaxaoro COTpyaHHUKa.
7. B staeiike C32 nopcuyutaiiTe CyMMapHBIi 3apab0TOK COTPYAHUKOB.



8. B sueiiky C34 BBeauTe CyMMY HAJIOTOBBIX OTYMCIICHHUH MPU IPOCTOM MPOrPECCUBHOM HAJIOTE
KaK cchUIKY Ha 3HadyeHue sueiiku C34 ymcra [lpocToii mporp. Hajaor. opmyna OyIeT UMETh BHI:

=’[Ipocroii nporpeccuBHbii Hanor |C34

IIpumeuanue. OTHOCUTENbHAS CCHUIKA Ha JHMAMa30H, HaXOIAIMIICS HE HA TEKYIIEeM JIHUCTE,
HAYMHAETCS C UMEHH 3TOTr0 JIUCTA U OTJAEISAETCS OT IMaIa3oHa 3HaKoM «!».
9. B sueiiky C36 BBeIUTE CCHUIKY Ha CPEAHMI MPOLIEHT HAJIOTA JJIsl POCTOrO0 MPOrPECCUBHOIO
HaJjora.
10. B sueiike C38 HaliguTe CyMMY HAJIOTOBBIX OTYUCIICHHUM MPU CI0KHOM IPOTPECCUBHOM HaJOre.
11. B sueiike C40 paccunTtaiiTe CpeAHUI MPOLIEHT HAJIOTa JAJIsl CII0KHOIO IIPOrPECCUBHOIO HAJIOTA.
12. CoxpaHuTe BBIIOJIHEHHOE 3aJaHUE.
JlabopaTtopHnast pabota 8
Tabmuunblii pegaktop MS Excel: TeXHOIOTHS TOCTPOCHUS U PEIAKTUPOBAHUS JUATPAMM
Lenp paboThl: HayuyuTbCSd OCHOBHBIM  TEXHOJOTMYECKHMM  OIEpalMsM  IOCTPOEHUS U
pEAaKTHUPOBAHUS AUArPaMM B TAOJIMYHBIX IOKYMEHTAX.
3ananue 1. [locTpoeHne nuarpamMMebl 110 TaHHBIM MPSMOYTOJIbHON TaOIHIIbI
[TocTpoiiTe rucTtorpaMmy ¢ HaKOIUIEHHEM, CTOJIOIbI KOTOpOH OyAyT oTpaxkaTh IieHy 1 Oappens
He(TH W BKJIAJ pPa3IUYHBIX [OKa3aTejed B 3Ty IeHy. B kadectBe mpumepa paccmarpuBaercss OAO
«Jlykoiiny (puc. 1).

JKOHOMMYECKME NOKA3aTe/IM POCCUMUCKOM He D TAHOM oTpAacK
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Puc. 1
TexHomnorust paboTel
1. Co3naiiTe HOBBIN JOKYMEHT ¢ uMeHeM JIykoii.
2. Ilepenmenyiite JInerl Ha Jlykoiin.
3. Co3paiiTe TabauUILy C TAHHBIMH 110 00pa3ily, MPUBEACHHOMY Ha pHUC. 2.

T'on| 2004 | 2005 | 2006 | 2007 | 2008

JloJsi B nene, 10J1J1.

Uucras npuObLIL 7 8,5 8,5 11 11
Hayor Ha npuObLIb IPEANPUATHIA 2,5 3 3 3,5 3,5
W3HoC 1 amopTH3anus 0,5 0,5 0,6 0,7 0,7
3aTpaThl Ha pa3BEAKY 0,3 0,3 0,3 0,3 0,3
3arpatbl Ha 10069y 2 2,5 3,5 4 4
Hayor Ha 100b14y U Ap. HAJIOTH 5,7 92 11,5 13 20
TpaHCOPTHBIE U JIP. pPACXOJIbI 6 7 5,6 7 6
OKCIOPTHHIE MOULIUHBI 8 19 27 29 48
Ilena Ha HeTH, TOJLI./Oappeib

Puc. 2

4. Jlns

MIOCTPOCHUSI TUarpaMMbl BBIJCIHUTE IMANa3oH IaHHBIX C 3arojoBKamMu 0Oe3 mocieaHein
crpok («Llena Ha HEPTHY).




5. B rpynnie BeraBka, {luarpammbl Beibepute Tull O0beMHasi THCTOIPAMMA ¢ HAKOILIEHUEM.
Haxwmure OK. IlosBuTcs nmarpaMma, M OJHOBPEMEHHO CTaHET AakTUBHbIM MeHI0 PaGora c
AHATPaMMAaMH.

[lo ropu3oHTaNbHOM OCH yKa3aHbl JJaHHBIE NEPBOrO CTOJOLA, a MO BEPTUKAIbHOW — JAaHHBIE
nepBoii  cTpokd. C TOYKM 3pEHUS CMBICJIOBOTO BOCIPHUATHUS TaKoe OTOOpa)KeHHE JaHHBIX
HEMH()OPMATHBHO.

6. llomeHsiiTe CMBICT JAHHBIX TOPU30HTAJIBHOM M BEPTUKAIBHOM OCEH, BBIIOJHUB KOMAaHIy
Kouncrpykrop, Janubie, CTpoka/cTonden. [duarpamma moutu npuoOpena tpeOyemblid Bua. BwicoTa
Ka)KJ0ro CToN0Ia 0ToOOpakaeT IieHy Ha He()Th, a OTJENbHBIE CIION — BKIIAJ KaKJOTO MOKa3aTess B IICHY.

7. Pazmecture quarpaMMy Ha OTJIEJIBHOM JIMCTE.

8. JlobGaBbTe Ha3zBaHHe auarpaMmbl — «IKOHOMHYECKHE ITOKA3aTelH POCCUUCKON HePTIHOU
otpacim» (Bkiagka Maker). YcraHoBure pasmep mpudra 14 or.

9. BBenuTe moBepHyTOE Ha3BaHHWE OCHOBHOH BepTuKalbHOU ocu «llena HedTu B mommapax 3a
Oappenby» (Bkiaaka Maker). YcraHoBute pazmep mpudta 12 mr.

10. o6aBpTe MOANUCH TOPU3OHTANIBHON ocu — «l'oab. YcTaHOBUTE pa3Mmep mpu(Ta MOAIUCH
12 mr.

11. Odopmure aBTOMaTHYeCKH C(HOPMHUPOBABIIYIOCS JET€HAY TPAJAUCHTHOM 3aJMBKOM.
Ycranosure pazmep mpudra 12 or.

12. IllenkHUTE HA YMCIOBBIX MOAMUCAX BEPTUKAIBHOM OCH U B KOHTEKCTHOM MEHIO BbIOEpHTE
nyHKkT @opmar ocu. B rpynne napamerpoB Umesao ycTaHOBUTE ACHEXKHBIN (hopMaT M BUJ JCHEKHON
enuHMIIBI ($).

13. lllenxHuTe HA 0OJIACTH AMArPAMMBI M B KOHTEKCTHOM MEHIO BhIOepUTE KoMaHy KonupoBaTh.

14. [lepeitauTe HA TUCT C JAHHBIMU U BCTABBTE C/AEJIAHHYIO KOIMHIO.

15. I3menuTe THN JuarpaMmsel — HeoObeMHast ructorpamma ¢ HakoruieHueM (Konerpykrop, Tum,
HN3MeHUTH THI IMATPAMMBI).

16. YcranoBuTe ISl 3TON ArarpamMmbl cTiIb oopmitenus ¢ rpanamusmu ceporo (Konerpykrop,
Crunu auarpamm, Jkcnpecc-ctuim, Ctuab 1). O6paseln moiyuyeHHON auarpaMMmbl MpeACTaBiIeH Ha
puc. 3.

JHOHOMMYECKME NOKA3ATENM POCCHMIACKOM HedTAHOM oTpacau
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Puc. 3

3ananue 2. [loctpoenue auarpaMMbl IO BHIOOPOYHBIM JAHHBIM TaOIUIIbI
[oncuuraiite ey ogHoro Gappens HeTu B paszHble roabl. [locTpoiiTe nuHeNHYaTy0 quarpaMmy,
MO3BOJISIONIYIO CPAaBHUTH JOJIO SKCIIOPTHBIX MOIUIKH B 1IeHe Oapperns HeTH.
TexHomnorust paboTel

1. Otkpoiite nokymeHT Jlykoi.

2. Ha nucre JIykoiin B crpoke «llena Ha He(dTh» moicuuTaiiTe LeHY Ha HE(Th MO rogam Kak
CYMMY JIaHHBIX I10 CTOJIOLY.

3. Beienure naHHble IEpBOM CTPOKHU (TOJIBI), @ TAKXKE CTPOKU C JAHHBIMU SKCIOPTHBIX HOLUUIMH U



I[eHbl Ha He(PTh BMECTE C Ha3BaHUSAMU TNoka3ateneld. JlJig BbIEeHNs HECMEXHBIX SU€eK HCIOIb3yeTCs
kiapuia Ctrl.

4. Ha Bxiagke BeraBka BeiOepute Tun auarpaMmbl — O0beMHAas JTUHeYaTas ¢ rpynnupoBKoii
— U mocTpoite ee. B ganHOM ciiydae amarpamma cpasy IMOCie MOCTPOCHHUS UMEET MOYTH HYXKHBIN BHU/I.
Cpena no yMoI4aHHIO OTHOCUT 3HAYEHHS TOJIOB K OCH KaTeropHii, KOTOpas B JAHHOW AUarpaMMe UMeEeT
BEePTHKAIBHOE PACIIOJIOKCHUE, M aBTOMATHICCKH (POPMUPYET JISTCH/y U3 Ha3BaHUH IMOKa3aTemei.

5. Pacnionoxure quarpaMmy Ha OTAEJIBHOM JIUCTE T0KyMeHTa JIyKoitJi.

6. BBequTe Ha3BaHWe quarpamMmbl «JloJis SKCIOPTHBIX MONUIMH B IIEHEe HEPTH» (pasmep mpudTa
14 ).

7. BBeaute Ha3BaHHs oceil coriacHo obOpasimy (puc. 4). OrdopmartupyiiTe UX IMOIYKUPHBIM
mpudToM pazmepom 12 mr.

8. Tlepemectute nerenmy BHU3 mon auarpammy (Maxker, Ilognucu, Jlerenna, lo6aButh
Jerenay cHu3y). OrdopmaTupyiite Tekct jgereHas! mpudrom 12 mr.

9. BenuTe 10N0JHUTENBHBIE BEPTUKAIbHBIE U TOpU30HTaIbHbIE JIMHUU ceTKU (MaxkeTt, Ocu, Ocu,
Cetka).

10. Ordopmarupyiite moanucu oceit mpudrom 12 mr.

11. Ha cronbmax ortobpasure mnoxanucu naHHbIX (Maker, IMogmucu, Iloamucu JaHHBIX,
IMoka3are). OTdopMaTupyiTe MOANKMCH TAHHBIX — MONYKHpPHOE HadepTanwe, 12 nT. OTOABUHBTE
MOAMKUCH OT AAHHBIX TUATPAMMBbI, YTOOBI OHU OBLIH JTyYIlI€ BUJIHBI.

12. OrdopmaTupyiiTe 006JaCTh TOCTPOSCHUS THATPAMMEI.

13. I3MeHuTE UBET PsIIOB TAHHBIX.

[.ona sKcrnopTHbIX NOLW/WH B LeHe HedTH
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Puc. 4
3ananue 3. [loctpoeHue TpexMepHOI 1uarpaMMel
[IpeobpasyiiTe TUN qUarpaMMbl B 0ObEMHYIO THCTOIPaMMy C TPEeMsl OCSIMH, Ha KOTOPOHM 110 OJHOM
ocu (X) Oymyt ykaszaHsl roja, mo japyroi ocu (Y) — Ha3BaHHUs IMOKas3arelnei, Mo TpeTheil ocu (Z) —
YKCJICHHBIEC 3HAYECHUS.
TexHounorust paboThI

1. OTKpoiiTe JUCT C IUarpaMMoOi, MOCTPOCHHO!W B 3a/1aHUH 2.

2. HaBemute ykaszareiab MBI Ha CBOOOAHYIO 00JacTh JuUarpaMMbl U B KOHTEKCTHOM MEHIO
BbINOJIHUTE KOMaHy Konuposars.

3. Ilepeilimute Ha mycTtod JucT AokymMeHTa JIykoMu M BCTaBbT€ Ha HETr0 CKONHMPOBAHHYIO
quarpammy.

4. HaBeaute yka3arenb Ha CBOOOJIHYIO O0JIaCTh AMAarpaMMbl U B KOHTEKCTHOM MEHIO BBIIIOJIHUTE
koMaHay M3MeHHuTh THII JHArpaMMBbl.

5. B orkpeBmieMcs MeHio BblOepure Tun I'merorpamma, O0beMHasi HWMJIMHAPHYECKAs.
[Tonmyuurcs o0beMHas AuarpamMma ¢ AByMsl psaMy LMJIMHAPHUECKUX CTOJIO0LOB (IOYTH KaK Ha puc. 5).
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Puc. 5
6. Haiinute u ygpanurte noanuch ocu «l'oap», Tak Kak OHA UMEET BEPTUKAIBHOE PACIOJIOKEHUE.
CozpaiiTe ropu30HTAIbHYIO TOAIUCH «"0abD».
7. Y panute nereHy, OHa Terepb He HY>KHA.
8. I3MeHuTe LBET PSAAOB JaHHBIX U CTEHOK. Y JAIIUTE IPOMEKYTOUHBIE IMHUU CETKHU.
JlaGopaTtopHnas pabota 9
Tabmuunbiit pegaktop MS Excel: koHCOMMIaNus JaHHBIX
Lenp pabGoThl: HAYYUTHCS OCHOBHBIM TEXHOJIOTUYECKUM OINEpalusiM KOHCOMUIAIMKU JaHHBIX B
TaOJIMYHBIX TOKYMEHTAX.
3ananue 1. OcBoeHHE TEXHOJIOTMH KOHCOIUIAIUH TaHHBIX
Co3pmaiite nBe TaOMUIBI pacueTa 3apabOTHOW TuIaThl 3a sHBaph W (eBpasnb. BuimomHuTe
KOHCOJIMAAIMIO TAHHBIX U3 ABYX TaOJHII 10 PACIOIOKEHUIO.
TexHounorust paboThI
1. Co3paiiTe HOBBIN JOKYMEHT ¢ uMeHeM KoHcoommanus.
2. Ilepeumenyiite JInerl Ha Koncos.pacnos. (KOHCOTUAAIMS IO PACIIOJIOKEHUIO).
3. Cozpaiite Ha nucte KoHcoa.pacmou. Tabnmuiyy pacuera 3apa0OOTHOM miatel (3a SHBaph),
KOTOpas IpuUBeieHa Ha puc. 1.
4. Paccumraiite 1o ¢opmynam 3HaueHus cronOuoB: Haumciaeno, Ilomoxoaubiii HaJoOT,
Ilencuonnnlii pona, O6muii Hasnor, Cymma K Bbl1ave.

5. Beeaute Hajx TabauIeH 3aroioBOK — «3apaboTHas Ij1aTa 3a SHBaphy.

A B c D E F G H | J K L M N 0 2 Q

1 MogoxogHen Hanor 13%
2 [MeHCHOHHBIN BoHa 10%
3
4 3apaboTHana nnaTa 3a AHBapb 3apaboTHas nnarta 3a cpeBpans

@amunua 3ap. Hapbaeka | Hauncnewo | Mogoxoaxsli |MeHcuorHeld | Obwui | Cyuma k Damunua 3ap. Hapbaeka | HauncneHo |Mogoxoaued | MeHncnorueli | Obwui | Cymma k
5 nnata Hanor chona Hanor | Beiaave nnara Hanor chona Hanor | seigave
6 Bopobees 3000 400 3400 442 340 782 2618 Bopobees 3500 300 3800 494 380 874 2926
7 |Meryxom 1500 200 1700 221 170 391 1309 Metyxoa 2000 400 2400 312 240 552 1848
8 | CuHuupiHa 1300 300 2100 273 210 433 1617 CuHNLEIHE 1500 500 2000 260 200 460 1540
9 |Ckmopyoe 2000 300 2300 299 230 529 177 Ckeopuoe 1800 300 2100 273 210 483 1617
10 UTOrQ 8300 1200 9500 1235 950 2185 7315 WTOro 8800 1500 10300 1339 1030 2369 7931
gl
12 | CyMMa Ha4yMCNeHHOi 3apnnaThl 3a AHBapb U (heBpanb

Danunun 3ap. Hap6aeka | Hauucneno | Mopgoxoakeiit |MencuonHeni | O6wui | Cyuma k
13 nnata Hanor thoHa Hanor | ebigaye
14 |Bopobbes 6500 700 7200 936 720 1656 5544
15 |Metyxoa 3500 600 4100 533 410 943 3157
16 | CHHUUEIHA 3300 800 4100 533 410 943 3157
17 |CkaopuoB 3300 600 4400 572 440 1012 3388
18 MTOro 17100 2700 19800 2574 1980 4554] 15246

19
Puc. 1

6. CromupyiTe CO3JaHHYIO TaOJIWIly BMECTE C 3aroJOBKOM B JPYTyIO0 O0JAcTh TOTO K€ JIHCTA
(puc. 1).

7. I3menHuTe 3aroyioBoK — «3apaboTHas miaTa 3a (heBpajby.

8. M3menute B Tabnuie 3HAUYCHUsS 3apabOTHON IUIATHl U HAAO0ABOK MO CBOEMY YCMOTPEHHIO.
Brruncrnsiembie ssueiiki aBTOMAaTHYECKHA U3MEHSTCS.

9. Jlns KOHCONUJAIMN YCTAaHOBUTE KYpPCOp B MEPBYIO sA4YCiKy 00macTH, rae OyaeT pacnojaratrbes
KOHCOJIMANPOBaHHAs Ta0nwIa, HanpuMep B ssueiiky A 13 (puc. 1).

10. C momompro komanael Jdannbie, Pa6ora ¢ panubiMu, Koncoaupanus, Koncoaumanus
oTKpoiTe 0kHO KoHcosmmaauus.




11. YcranoBute Qpynkuuio koHconuaanuu Cymma.

12. Benure B nosie CeblIKa MM NIEPBOTO KOHCOJUAMPYEMOIO J1Malla30Ha, BbIIEIUB Ha JIUCTE
TaOJIMIly 3apIUiaThl 3a SHBAPH (BMecTe ¢ (aMIIUSIMHU U 3ar0JIOBKaMU CTOJIOIIOB).

13. Haxxmute xkHonky Jo6aButh. HazBanue nuama3zoHa OJDKHO MEPEMECTUTHCS B 1mojie CHHCOK
AHANA30HOB.

14. TloBTOopuTe AeicTBUA MyHKTOB 12-13 mJis BBOJA CIEAYIOLIEro Jguana3oHa KOHCONMHIAIMH —
3apIuiaThl 3a PeBpab.

15. YcranoBure (Quakky MOANMCH BEepPXHeil CTPOKM U 3HAYeHHUs JieBOro crosoua. Haxmure
OK

16. IIpocmoTrpure TabmuIly, TMOIXYYEHHYIO B pE3yJIbTaTe BBHIMOJIHEHHOW KoHconumanuu. O0e
UCXOJHBbIE TaOMUIBl HMMEIOT OIMHAKOBYIO CTPYKTYPY — paBHOE KOJIMYECTBO CTPOK M CTOJOLOB,
UJCHTUYHBIC TMOMMUCH CTPOK ((aMHJIMU) M 3arojoBKH cTONONOB. Mrtoromas Tabnuma uUMeeT Ty ke
CTPYKTYpPY, B UUCJIOBBIX SUEHKaX pa3MeIIeHbl CyMMapHbI€ JaHHBIE 110 ABYM TaOIuIaM.

17. BemonauTe enie pa3 KOHCOJIHIAIMIO TaOJIHIl U B CBOOOJHOW OOJIACTH MOCTPOiTE TaOIHIly
CpEeIHEeMECSYHBIX 3apIuiat (puc. 2).

A B

c D E E G H
CpegHeMecsAvHas 3apnnara 3a AHBapb W heBpans

@Qamunua 3ap. Hapbaeka | Hauyucneuo | MNopgoxopueli | MencuonHbli | Obwwni | Cymma k
21 nnata Hanor thoHg Hanor | Bbigaye
22 Bopobees 3250 350 3600 463 360 828 2772
23 |Metyxoe 1750 300 2050 266.5 205 4715  1578.5
24 | CuHnupiHa 1650 400 2050 266.5 205 4715 1578.5
25 |Ckeopups 1900 300 2200 236 220 506 1694
26 UTOro 8550 1350 9900 1287 990 2277 7623

27
Puc. 2
18. BoimosHKTE €1iie pa3 KOHCOJUIAIMIO TaOIUIl U B CBOOOTHON 00JaCTH MOCTPOMTE TabIHIly C
MaKCHUMaJIbHBIMHU 3HAUYCHUSMH 3apILIaThl ¥ HAJA0aBKH, TOJIydEHHBIMHU COTPYIHHUKaMH (puc. 3).

19. CoxpaHute 10KyMEHT.

A B c D E F G H
23 MakcumanbHbie 3Ha4YeHHA 3apnnartbl M HanbaBku 3a AHBapb M cbeapanh
Gamunua 3ap. HapBaexa
29 nnata
30 Bopobbes 3500 400
31 Meryxon 2000 400
32 CuHuysiHa 1800 500
33 |Craopuos 2000 300
34 MTOro 8800 1500
35

2

=]

Puc. 3
3amanue 2. OcBOeHHE TEXHOJOTUH KOHCOTUIAIIUN JaHHBIX
BoinonHuTe KOHCONMMIAUIO JAHHBIX U3 IBYX TAOIUIl IO KATETOPHUSIM.
TexHonorust paboThl

1. Otkpotite ¢daiin KoHcosmaanusi, CO3JaHHbIN B IEPBOM 3aaHUH.

2. Ckommpyiite suct Koncoa.pacmos. u nepeumenyiite ero Ha KoHcou.karterop.
(KOHCOJIMIAIUS 110 KATETOPHUSIM).

3. Ynanute Ha nucte KoHcoJ.kaTerop. Bce aHHbIE HUKE MEPBBIX JBYX TaOJHII (3apruiata 3a
STHBaph M )eBpaIb).

4. Ha mucte KoHcoJl.kaTerop. BCTaBbT€ BO BTOpPYIO TaOmuIly (3apruiara 3a (eBpaib) HOBBIHA
cronber Ilpemust (puc. 4) v 3aMOJIHATE €T0 IAHHBIMHU.

5. JoGaBbTe cTpOKy ¢ pamunueit JAATaA0B U JaHHBIMU JJIS HETO 10 3apruiaTe (puc. 4).



A B C o] E E G H | Jd K L I M 0 P Q R

1 [MogoxogHslit Hanor 13%
2 |MeHcnoHHBIR hoHa 10%
3
4 BapaGoTHas nnara 3a AHBapL 3apaboTHan nnata sa deepanes

Damunua 3ap. Hapnbaeka | Hauncnexo | Mopgoxopwei | MeHcuonHbin | OBuna | Cymua k Damunua 3ap. Mpemns | Hapbaeka | Hauucnewno |Mogoxoausid | MeHcuodHs | OGwmA | Cymma K
5 nnara Hanor thong Haror | Bolgaye nnara Hanor thong Harnor | Beigaye
G |Bopolbee 3000 400 3400 442 340 782 2618 Bopolbes 3200 1000 300 4800 624 480 1104 3696
7 |Neryxos 1500 200 1700 221 170 391 1309 MeTyxoB 2000 800 400 3200 416 320 736 2464
8 |CuHWUBIHA 1800 300 2100 273 210 483 1617 CHHULEIHE 1500 500 500 2500 325 250 575 1925
9 |Ckeopuce 2000 200 2300 299 230 529 1771 Creopuoe 1800 1100 200 2200 416 320 736 2484
10 MTOrO 8300 1200 9500 1235 950 2185 7315 Oatnos 3000 600 400 4000 520 400 920 3080
L1 nToro 11800 4000 1900 17700 2301 1770 4071 13629
12 |(CYMMa Ha4MCIeHHOW 3apnnaTkl 3a AHEapk W deepans

DamMunna 3ap. Mpewmna Hapbaeka Hawncnexo |MogoxoaHsi |Medcwod| ODwwA |Cymua K

nnata Hanor Hlit Hanor |Bbigave

13 hoHa
14 |Bopofeer 6500 1000 T00 8200 1066 820 1886 6314
15 |Memyxos 3500 800 G600 4900 637 480 1127 3773
16 | CUHMULIHA 3300 500 800 4600 598 460 1058 3542
17 |CKEOpUGE 3800 1100 B00 5500 715 550 1265 4235
18 |OATnoE 3000 G600 400 4000 520 400 920 3080
19 [MTOrO 20100 4000 3100 27200 3536 2720 6256 20944
20
21 CpegHeMecA4Han 3apnnara 3a AHBapk W dieepanks

Damnnua 3ap. Mpewmna Hapbaeka Ha4ncneno [Mogoxoadeid|Medcuon]| Odwwr | Cyrma K

nnata Hanor Hlit Hanor | Bblgave
22 thoHn
23 |Bopofker 3250 1000 350 4100 533 410 3 3157
24 [Nemyx08 1750 800 300 2450 3185 245 5| 18865
25 |CUHWUbIHA 1650 500 400 2300 299 230 529 1771
26 |Ckeopuoe 1900 1100 300 2750 3575 275 8325 21175
27 |Oatnoe 3000 &00 400 4000 820 400 920 3080
28 [UTOro 10050 4000 1550 13600 1768 1360 3128 10472
Puc. 4

6. McnpaBbTe hOpMYIIBI C YUETOM CICTaHHBIX H3MEHEHHIA.

7. IlpoBenuTe KOHCOJMUAALMIO JAHHBIX IO KAaTErOpUsIM U IMOJy4YUTE TaOJIMIy CyMMapHOMH
3apIuIaThl 3a ABa Mecsua (puc. 4).

8. IIpoBeauTe KOHCOMMAALMIO JAHHBIX IO KaTETOPUSM U MOJIYYUTE TaOJIUIy CpeAHEMECIYHOU
3apIuIaThl COTPYAHUKOB (pHC. 4).

3ananue 3. 3aBUCUMOCTH HOpMyIT
Hccnenyiite rpadguyeckoe 0ToOpakeHUE 3aBUCUMOCTEN STYeeK APYT OT Apyra.
TexHounorust paboThI

1. Otkpoiite nokymeHT KoHcoupanms.

2. Ilepeiinute Ha muct KoHcos.karerop.

3. YcranaBnuBaiiTe Kypcop Ha sueiiKy B KaKIOM cToiOlie, Hampumep, Tabuuibl 3apadoTHast
miara 3a (peBpajib U BBI3BIBANTE 3aBUCUMOCTH KHONKaMH Biusioniue siyeiiku 1 3aBucuMble siueiiku
(Popmyanl, 3aBucumoctu opmy.). [losBiarcs cTpenku, ykas3bIBalOIUE HA 3aBUCUMOCTh SYEHKHU OT
JPYTUX SYEEK U €€ BIUSHUE Ha Jpyrue S4euKu.

Jlaboparophnast pa6ora 10
[Iporpamma nipe3enTanmii MS PowerPoint: co3nanue u 3amyck nmpe3eHTanui
Ilenp paboOTHI: HAYYUTHCSI OCHOBHBIM TEXHOJOTHYECKHM OIEpalusM CO3JaHus U 3aIlycka
IIPE3CHTALAMN.
3ananue 1. Cozmanue npe3eHTanuu 1no madiony
Co3pmaiiTe Mpe3eHTauIo 0 CTaHAAPTHOMY HIA0JIOHY.
TexHonorust paboTsl

1. 3amycTute nporpammy Microsoft PowerPoint.

2. Otkpoiite cnucok koman kHonkon Office.

3. Bribepure komanny Co3narb, YcraHoBiieHHble ma0aoHbl, Kinaccuyeckuii ¢goroannoom,
kHonka Co3aarh.

4. Paccmorpute crnaiin. B NyHKTHpHBIX paMKax cjaiiia yKa3bIBalOTCSd HWHCTPYKLUHU JUIS
M3MEHEHHUs Claii/10B, HanpuMmep: «lllenkHuTe 1 BBEIUTE 1aTy U IPYyTUe JaHHBIC.

5. 3amenure ppa3y «Knaccuuecknii hoToans00M» Ha «/[uKkue KUBOTHBIE APPHUKIY.

6. Beenute nary, cBoro (haMuiInio, UMsI U TPYTIY B APYryro o0JacTh ciaiija.

7. I3menute nepByto ¢ororpaduio Ha TUTYJIBHOM CIIaifie: MIETYKOM Ha HEe BBI3OBUTE KOMAaHITY
KOHTEKCTHOTrO MeHI0 M3MeHuTh puCyHOK. YKaxute (aiil ¢ pUCyHKOM, BHIOpaB €ro M3 3aroTOBOK B
nanke Potoanb00om. HazBanus ¢ailyioB HCHOIB3yHTE KaK MOAIMHCH K H300PaKSHHSM.

8. I3MenuTe BTOpOIl craii.

9. Ilepeitnure k ciaemyromemy ciainy. OOpaTuTe BHUMaHue Ha ykazaHue: «Bwibepure maker».
[llenxHyB Ha craiijie, BEI30BUTE KOMaHAYy KOHTEKCTHOro MeHio Maket. BriGepure makeT AJiIbOOMHAs €
HAMMCBIO [Tt OTHOTO N300paskeHUsI.

10. BeraBbTe B cnaiig mzobpakenue u3 jrodoro (aiina ykazaHHOM BBIIIE MANKU C ITOMOIIBIO



komaH/ bl BeraBka, Miumrocrpanun, PucyHok.

11. OdopmuTe OCTaBIIHECS CIAMIBL.

12. Coxpanute npezenranuto (knomnka Office, Coxpanuts kak, [Ipezentauus PowerPoint 97-
2003). HazoBute daiin ®oToaaino0Mm.

3amanwue 2. Pexxumbl pabotsl B PowerPoint 2007

W3zyuunte pesxumsbl paboThI co cnaiiaamu B cpeae PowerPoint 2007.

TexHonorust paboTsI

1. OTtkpoiTe CO3MaHHYIO B MpEAbIIyIIeM 3afaHuu mnpe3eHTanuioo dotoaandom. Haiimute B
HIDKHEH 4aCTH OKHA KHOIKH MEPEKITIOUCHUS PEKUMOB pabOThI [HEE:

— pexum OOBIYHBII;

— pexxuM COpTHPOBIIMK CJIAM/I0B;

— pexuM [loka3s ciiaiioB.

2. BxirouuTe MX MO OYepeaHd M OINpeAeNuTe pasHUIly B paboTe 3TUX pexumMoB. OTBeThTE Ha
BONpOC: «J1Jisl Yero HyKeH KaXKJIbIi pexxum?».

3. Ilepeiinure B pexxum OObIYHBIA (komanga Bua, Pe:kuMmbl mpocMoTpa mNpe3eHTAIUIA,
OObIYHBIN UM COOTBETCTBYIOIIAS KHOIKA MEPEKIIIOUCHHS PEKUMOB PabOTHI).

4. Haiigute cieBa BKJIaAKH nepekiatodeHus B oonactu Caaiiasl 1 CTpyKTypAa.

5. Haiinute obmacte 3ameTku K cjaiiny. Beeanure B 3Ty 001acTh KOPOTKHE KOMMEHTAPHH K
Ka)XJIOMy CIIalJty.

6. 3MenuTe MaciTa0sl ciraiifa B OKHE ¢ IIOMOIILI0 KoMauasl Bua, MacmTao, Macuitao.

7. Jlo6aBbTe HOBEIN ciaiin komangou I'maBnas, Ciaaiiasl, Co3naTh ciaam.

8. Harmmmmre B TekcToBOM mosne ¢paszy «Cracubo 3a BHUMaHUEY.

9. llepeiiguTe B peXUM COPTUPOBILUKA CIIAN]IOB.

10. CkonupyiiTe BTOPOM ClIaii[i M BCTaBbTE €ro B KoHel. [[j1s 3Toro:

B Ha)KaTHEM IPaBOil KHOIMKH MBIIIM Ha BTOPOM CJIaii/ie BRI3OBUTE KOHTEKCTHOE MEHIO U BbIOEpUTE
komanny Konuposats;

B IIEJKHYB NpPaBOM KHOIMKOW MBIIIK O TMOCIEAHEMY claiiy, BbiOepuTe KomaHay BeraBurs.
Komnus BTOoporo cnaiina 100aBUTHCS OCIIE HETO.

11. Ymanute nociegHui ciaim,.

12. ITpocmotpuTte npe3eHtauuto. Menonb3yiite kiasuiry F5S i 3anmycka npe3eHTanuu B pexume
Iloka3 caaiinoB. CmeHa cnaiiioB OyJeT MPOUCXOAUTh NOCTIE HAXKATHUS MoJb30BaTeneM kinaBui Ilpodedt.

13. Jns mnpow3BOJBHOTO TIOKa3a HECKOJBKHX BBIOPAHHBIX CIIAHZOB OTKPOWTE OKHO
IIpousBoabHblil noka3 rpynns! [lokas caainos, Hauats noka3s ciaiiios.

14. OtkpoiiTe OKHO 3agaHMe NPOM3BOJBLHOIO0 MOKa3a c nomoiplo KHonku Co3aaTh B
oTKpbiBIIEMCs OKHE IIpon3BoJIbHBIN MOKa3.

15. Boibepute mepBbIii M MOCIENHUI Claibl, J0OABUB WX B CIIMCOK CJAWIOB MPOU3BOIBHOTO
MOoKas3a.

16. BbiOpanHblii TIOKa3 1Mo ymosdanuto HasbiBaercsi IIpou3BoJibHbIN moka3 1. [lpu xenanun
M3MEHUTE €r0 Ha3BaHUE U 3aKPOMTE OKHO CO3/aHMS IPOU3BOJIBHOIO IT0KA3a CJIANIOB.

17. HaxmuTe KHONIKY ITPOM3BOJIBHOrO Noka3a. Tenepb ums IIpon3BosibHbINH Moka3 1 coxpaHeHo
B CIHCKE MPOM3BOJIbHBIX MOKA30B, U B JII0OOH MOMEHT MOXXHO 3alyCTUTh 3Ty IOCIEI0BATEIbHOCTD
CJIAMI0B.

3ananue 3. Co3znaHue Npe3eHTaIH C UCIIOJIb30BaHUEM I1a0JI0HOB 0POpPMIICHUS
Co3pmaiiTe Mpe3eHTauI0 C UCIOIB30BAHNEM 11A0JI0HA 0()OPMIICHUSI.
TexHonorust paboTsl

1. Boemmonnute komany kHornku Office, Co3nats.

2. OTkpoiiTe roToByI0 Ipe3eHTaunuo u3 pazaena lHladaonsl rpynmnsl Y cTaHOBJIEHHbIE HIA0JI0HBI,
3naxomctBO ¢ PowerPoint 2007.

3. O3HakoMbTECh C BO3MOXKHOCTSAMHU mporpamMmmbl PowerPoint 2007, OTKpBIB Npe3eHTAIUIO B
pexuMe pyqHoro npocmorpa (pyHkuuoHanpHas kinaBuma FS). Jlucraiite ciaiiibl ¢ MOMOIIBIO KIaBUIITH
IIpo6eu. [IpounTaiiTe TEKCT Ha cinaigax U oOpaTUTE BHUMAHKME HA UX JU3aliH.

4. Bepuurech B pexuM OObIYHBIN.



5. 3anaiite 1Be pa3Hbie TeMbl MooyepeaHo koManaou Au3aiin, TeMbl.

6. CpaBHUTE CO3AaHHYIO MIPE3EHTAIIMIO C MPOCMOTPEHHOMN paHee.

7. IonpoOyiiTe M3MEHATh pa3Hble MapaMmeTpsl (oHa CIaiI0B, UCIOIb3Ys TaKHe KOMaHIbl, Kak
Au3aiin, ®on, Ctuam ¢pona u JAu3zaiin, Tema, LiBera, a Takke BbIOMpas mapaMeTpsl B JUATOTOBOM
okHe @opmart ¢ona rpynnsl JAu3aiin, ®oH, Hanpumep:

— 3aJIMBKY ClIaiijia;

— TEKCTYPY;

— IBET;

— mpudT H JIp.

3amanue 4. Co3nanne HOBOM MPE3EHTALIUU C UCIIOIH30BAHUEM MAKETOB
CoznaiiTe HOBYIO MPE3EHTALINIO, UCTIONB3YS MaKEThI CIaiI0B.
TexHonorust paboThl

1. ITocne 3amycka nporpamMMsl Beioepute u3 MeHio kHonku Office komanny Co3nats, IlycTblie n
nocjennue, Hoasi npesenranus, Co3aathb.

2. Boibepure Temy A opopmiieHus npeseHTanuu (komanaa JAusaiin, Tembl).

3. Otkpoiite Habop mMakeToB KomaHaol I'maBuas, Caaiiapl, Maker. OOBIYHO, €CITM HU OJUH U3
MaKeTOB HE MOAXOAUT, BeIOMparoT BapuaHT IlycToii ciaiii u caMoCTOSTENBHO CO3Mal0T 00JacT JUis
pa3MenieHusi OObEKTOB.

4. BoibepuTe 1715 IEPBOTO cllaiiia mpe3eHTanuu MakeT TUTyaIbHbIH caaii.

5. BBenuTe B moJjie 3aroyioBKa ciaijia TeKCT «ABTOMOOWIIFY, B TIOJIE IMOA3aroJioBKa — (GaMILIHIO,
UMs U Y4eOHYIO TpyIILy.

6. J1o0aBbTe HOBBIN ciaiig komanaoi I'naBuas, Caaiiabl, Co3aaTh ciain.

7. Bbibepute [ BTOPOTO Claiijla MakeT 3aroJlOBOK M O00bEeKT, pa3MeTka KOTOpOro
MpeArnoJiaracT BCTaBKY Pa3HbIX 3JIEMEHTOB.

8. BcraBbTe emie Tpu ciaiiga.

9. Bo BTOpOM craiifie pacroaoKUTe OAUH U3 PUCYHKOB C TIOJNUCHIO U3 Tanku doTorasuiepes.

10. BecraBbTe B TpeTuit cnaiiy 00bekT SmartArt (puc. 1).

* CO30aH ANA
Byayuero
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® HOBbIA
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Puc. 1
11. Pacnonoxxute B 4YeTBEpTOM claiife TaOJIMIly CTOMMOCTEH MEepeYHCICHHBIX MOJIeNei

aBTOMOOWJIEH:

HazBaumue CronMmocTsb, pyo.
Volvo XC90 ot 3 040 000
Volvo S80 ot 2 049 000
Volvo V60 ot 1 984 000

12. OTkpoiiTe NBOMHBIM IIETYKOM Ha 3HAYKE TAOIHIIBI B 1TOJIe OOBEKTOB ClIaiijia JHajJIoroBOe OKHO
JUISL CO3MaHMs TAOJMIBI. 3aJaiiTe KOJWYECTBO CTOJOIIOB M CTPOK (1Ba CTOJIOLIA M YETBIPE CTPOKH).
3aIoJIHUTE SYCHKHU JAHHBIMU.

13. BcraBbTe B MATHIM ciaiii THCTOrpaMMy CTOMMOCTH YKa3aHHBIX aBTOMOOWIJIEH JIBOWHBIM
IICTIKOM Ha 3HAYKE JUarpamMmbl. B OTKpBIBIIEHCS TaOHIle OTKOPPEKTUPYHUTE NaHHBIC JJIS IIOCTPOCHUS,
UCIOJIb30BaB Tabnuiy u3 . 11 (puc. 2).
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14. CoxpanuTte npe3eHTaIuo ¢ UMEHEM ABTOMOOWIIN.
Jlaboparopuas padota 11
[Iporpamma npesentanmiit MS PowerPoint: ¢dopmaTupoBanue criaiijon
Lenb paGoThI: HAYYUTHCS OCHOBHBIM TEXHOJIOTUYECKUM OTepanusiM GopMaTUpOBAHUS CIIANI0B.
3ananue 1. PegaktupoBanue oopmiieHus Ipe3eHTaluu
Co3paiite npe3eHTanuio u3 9 cnaiinos. [IpuMeHnTe K HUM pa3HbIe TapaMeTpbl 0POPMIICHHUS.
TexHonorust paboTsl

1. Cozpaiite HOBBIA Qaiin mpesenranun. CoxpaHute ero, naB Haspanue I[lepudepuiinbie
ycTpoiicTBa.

2. [lepeiinure B pexum OObIYHBIN.

3. Jlo6aBbTe B MPE3CHTALIMIO eIle OJNH CIaI.

4. Paccmotpure cnaiinel. OOpaTHTe BHUMaHUE Ha TO, YTO B Cjlaiax pa3MeIleHbl TEKCTOBBIE
paMK{ C HAAMHUCAMH, COIEPKUMOE U O(opmileHHE KOTOPBIX MOXHO MEHATh. Claiiibl UMEIOT €AMHOE
cruneBoe opopmiieHHe — (OHOBBI PUCYHOK, MapameTpsl mpudTa U mpodyne 3ieMeHTh. Ha mepsowm,
TUTYJIBHOM Claiie 0pOpMIIEHHE MOXKET OTINYaThCS, HO JOJDKHO COOTBETCTBOBATH €AMHOMY CTUIO. B
KaX/IOM ClIaiiiec ecTh OOBEKT — HAIMUCh JJIS 3aroJOBKA, KOTOPBIA OTIMYAETCA OT JPYTrUX OOBEKTOB
ciaiia. 3aroJa0BOK ONpEeNsieT Ha3BaHUe Cllaiijla B IPE3CHTALIUH.

5. PaccMoTpuTe mepBbli, TUTYIBHBIN claiij] (Takue Claibl pa3audyaroTcs KOMIIBIOTEPOM TakK XKe,
KaK, HampuMmep, cpela TEKCTOBOIO IPOILIECCOpa pPa3iIMyaeT MEpBbIM JUCT). TUTYIBHBIX CIAHIOB B
MPE3CHTAIlMH MOXET OBITh HEeCKOJIbKO. OHU MO3BOJIIOT OTACIUTHh TEMAaTUYECKHE Pasfelibl B JIMHHON
npe3eHTanuu. JIro60i 00BEKT B ClIaii/Ie MOXKHO BBIACIUTD HIETYKOM U U3MEHHUTD UJIH YAAIUTh. Beinenure
TEKCTOBOE I10JI€ 3aroJI0BKa U MONPOOYHTE €ro CABUHYTh.

6. Jlns oroOpaxkenus Ha criaiinax aBrodnemeHToB KosonTuryna, Jara u Homep BbimomHuTe
komaHay BeraBka, Teker, KoJlOHTHTYJIBI.

7. B otkpeiBmieMcss okHe Komaontutynabl Ha Bkimagke Coaaiin Boibepute Jlaty um Bpemsi
(aBTOOOHOBJIeHHe WK (pukcupoBano), Homep ciaiina u Huxauii KOJOHTHTY.I.

8. B myctom nose Hu:KHUI KOJOHTHTYJI 3aIUIINUTE CBOIO (paMILINIO, UM U YUeOHYIO TPYIIILy.

9. Haxxmure kHonky IlppMeHuTH KO BeeM.

10. BoezoBute Ha JieHTy Bkiaaky OOpasen ciaaigoB koManaoil Bua, PeskmMbl mpocmorpa
npe3entanuu, Oo6pasen caaiinoB. Komanasl rpynmel M3MeHMTH 00pa3en OTKpBIBAIOT 00JIaCTh C
BUJIaMU 00pa3oB — 00pa3loM 3aroJIOBKOB (TUTYJIBHBIX CIaliIoB) U oOpa3uamu ciaigoB. M3smeHeHue B
odopmiteHnu ciaiia oopasia ooecrnedynuT n3MeHEeHHEe 0(OPMIICHHS BCEX CIIANIOB MPE3CHTAIUH.

11. Beinenure obpa3zer TUTYJIHHOTO JHCTA.

12. OTkpoiiTe CrUCOK 3anojaHuTeNe koManaoi Oopa3en caaiiioB, Maker odpa3ua, Bcraputh
3aMoJIHUTENIb U BEIOCPUTE HY)KHBIN THII paMKU (Harmpumep, pucyHok SmartArt).

13. lllenkHuTe B mojie MaKeTa U pPacTIHUTE paMKy. JIBOMHBIM IIETYKOM BHYTPU PaMKHU OTKpPOMTE
BKIaaKy dopmar.

14. BeiOepuTe MHCTPYMEHT pucoBaHUsl (GUTypsl — S-koHeuHasi 3Be3aa — B rpynne Popmar,
BceraBka ¢urypsi. Co3gaiite n3zoOpakeHue 3Be3/bl U OTGopMaTUpYiTe ero. 3aiaidTe BET 3aJIUBKU U
no6asbTe B Qurypy tekct — «IBI». K Texcty mpumenute gopmarupoBanne OTpakeHHe, HCIIOIb30BaB

KHOMKY w3 rpynmsl @opmar, Ctuian WordArt (puc. 1).
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15. IlepemecTuTte nonydeHnyro ¢Gurypy B mpaBblii BEpXHUN yroll o0Opasia TUTYJIbHOTO Ccllaiifa.

16. Y nanure pamxy SmartArt.

17. Ilepemectute aBTO’neMeHThl Koaonturyna, Jlata 1 Homep B BEpXHIOI 4acTh cllaija,
BBIJIEJIUB UX [TOOYEPETHO LIEITUYKOM.

18. BcraBbre dortorpaduio mepcoHanbHOro KommbioTepa u3 manku PowerPoint 2007 (daiin
Kommnbrotepl.jpg) komannoit BeraBka, Minocrpanun, PucyHok.

19. IlponopiuoHanbHO U3MEHUTE pasMepsl (oTorpaduu, pasMecTuTe €€ B LIEHTPE TUTYIHHOTO
craiiia moJ 00JIaCThIO MO/13ar0JI0BKA, 3aXBATHB 32 YIIIOBOW MapKep 0ObeKTa.

20. 3MeHuTe CTUIb PUCYHKA, UCIIONBb30BaB KoMaHay ®dopmar, CTuiau pucyHKOB, PG eKThI
AJISl PUCYHKA.

21. U3menute dpopmar ¢ona.

22. llepeiiaute B peskum OObIYHBINA. Bhienure TUTYIbHBIN JTHUCT.

23. IlomHuMuUTE BBIIE TEKCTOBYIO PaMKy 3arojiOBKa W IOJ[3aroJIOBKA; HAIMUIIMTE 3aroJIOBOK —
«[lepudepwuiiabie ycrpoiictBa». Pasmep mpudra 3aronoska 60 mr.

24. B o0nacTu 1o/3aroyioBKa HaMUIIMTE M013aroJIoBOK «MOHHUTOPBD.

25. TlonmyueHHbIi 00pa3el] TUTYJIBHOTO JHCTA (pUcC. 2) OYIET MCIOIb30BATHCS TOJBKO B MEPBOM
cinaiime. Ha nem Oyayt pasmematscs (ortorpadus Kommerorepl.jpg, nara, damMumus v MHHUIHAIBI
CTy/IeHTa, HOMep CTpaHUIbL. [Ipy HEOOXOIUMOCTH CO3JaHHUS HOBOTO pa3/ieia MPe3eHTaluu 3TOT 00pa3el]
MOJKET UCIOJIB30BATHCS TIOBTOPHO.

NepudepunitHole
YCTPOMCTBA |

MoHuTopbI

Puc. 2

26. AHanornyHo opOpPMHUTE DIEMEHTHI Ha 00pasie AJIsi OCTAIBHBIX claiioB. BcraBpre B O0paseny
caaiiioB (Qororpaguio MOJHOTO YKOMIIEKTOBAaHHOTO KoMmbioTepa u3 daitna KommbroTep2.jpg.
[TponopumoHansHO U3MeHHUTE GOTOrpaduIo U MEePeMECTUTE B JIEBBII HIKHHUIA Yroi oOpasia ciIai10B.

27. Boibepute ¢urypy I'opu3oHTANBHBIH CBUTOK, OTKpBIB Habop ¢uryp komanaoi BeraBka,
Nnmoctpauun, @urypsl, 3Be3/1bl U JeHTHI. [[00aBbTe €e B HIKHIOIO YacTh ClIalijia MocepeinHe.

28. JlobaBbTe Ha co3maHHyro ¢urypy Haanuch «HbopMaTuka» B OJIHY CTPOKY C MOMOIIbIO
KoMaH/1bl U3MEHUTB TeKCT KOHTEKCTHOTO MEHI0. Haanmuce BBIPOBHSIITE 11O LEHTPY.

29. V3MeHuTe mnpu HEOOXOAMMOCTH pa3Mephbl CO3TAHHOW (UTYpHl TaK, YTOOBI HAIIHUChH
IIOMeIla1ach BHYTPU HeEe.



30. M3meHuTe 3ayIUBKY (Urypsl, mpu@T, pa3Mep U HauepTaHUE HAJIUCHU C MOMOILBIO KOMaH]IbI
®opmat GUrypbl KOHTEKCTHOT'O MEHIO.

31. W3menure ¢oH obpasua Tak, 4TOObl OH OTJIMYAJICS OT IPEKHEro, HO XOPOIIO COYETaJICs C
(hOHOM TUTYIIBHOTO JIUCTA.

32. 3akpoiite oOpaseln cinaigoB komanaold Bua, Pexxumbl nmpocMoTpa npe3eHTanuu, O0bIYHBIH
Y TIPOCMOTPUTE BUJ N3MEHEHHOH MPE3CHTAIINH.

33. B pe3ynbraTe BBINOJHEHHUs 3aJaHus | JOJDKHBI TOJXYYHUThCS JBa oOpasua: oOpasen
TUTYJBHOTO JIMCTa U OOpasel] CilaioB, KOTOPbI OyIeT HCIOJIb30BAThCA IS CO3JaHMs ClaiioB 2-9
Ope3eHTauu. B KaxJoM HOBOM ciaiijie aBTOMaTHuecku OyayT pasmeuieHsl: (oTorpadus
Kommnbrotep2.jpg, urypsl B Buae JeHTH ¢ HAaANUCHIO BHYTpH «MH(DOpMaTHKay, nara, GaMuiaus u uMs
CTY/IEHTA, IPYIIa, a TAKXKE HOMEP CTPAHULIBL.

34. lo6aBbTe ceMb crnaiiioB. YOeauTech, YTO BCE CO3/IaHHBIC HA 00pasie (Ciaiy 2) 2JIeMEeHTHI B
HUX TIPUCYTCTBYIOT (puc. 3).
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Puc. 3

35. 3apaiite 3¢ (heKThl aHUMALMK JUTSI COACPKUMOTO CilaioB B pexxume Oopa3zen caaiigos. s
n3o0paxenuss KommproTepl.jpg Ha oOpasiie TUTYNIbHOTO jucTta HacTpoite 3ddexkt HuTh KoMaHIOM
Anumanus, AnuuMmanusi, Hacrpoiika anumanmu, [dodaButh 3¢p¢exr, Bxoa, pyrue 3¢ ¢ekrsi,
Caoxnble, HUTh; UIsi TOPU30HTAIBHOTO CBUTKA HacTpoiiTe >pdext annmanuu Bxoa, Kamosu. Ilpu
JEMOHCTpPAILIMK MPE3CHTAUU aHUMAIMOHHBIN 3 dexT AKanw3u Oyner oToOpaXkaThCs Ha BCEX Ciaigax
co 2-ro no 9-i.

36. Ha TturynbHOM cnaiifie Bbyienute uzoOpaxenue Kommbrotepl.jpg W BBIIOJIHUTE KOMaHIY
Anumanmus, Hacrpoiika anumanuu, Hauasno, C npeasigymum.

37. AHanoruyHble J€HCTBUS BBIIIOJHUTE JJI1 TOPU30OHTAIIBHOIO CBUTKA HA BTOPOM ClIaiizie.

38. Coxpanure pe3ynbTaTsl padboTsl B Qaiine [lepudepuiinbie ycrpoiicTpa.

39. IlpocMoTpHTE MPE3EHTALMIO C TOMOIIBI0 (DYHKIIMOHATBLHOU Ki1aBuiu F5.

3ananue 2. apopMamoOHHOE HAIOTHCHHUE TTPE3CHTAIINH
HamnonnuTte cnaiiipl npe3eHTanuu coiepKaHueM.
TexHounorust paboThI

1. OtkpoiiTe co3aHHYIO0 B PEAbIyILeM 3a1aHuu npe3entauuto Illepugepuiinbie ycrponcTBa.

2. Ilepeiinure k pexxumy OObrunbli (Bug, Pe:xxnmbl mpocmorpa npesentanuu, O0bIMHbIN UIU
COOTBETCTBYIOIIAsl KHOIKA MEPEKIIOUEHUS PEKUMOB padOTHI).

3. PazmecTtuTe moouepeHO B claigax Mpe3eHTAIMN O0BEKTHI M TEKCThI, YKa3aHHbIC HIKE.

Caaiig 2

4. Beenute B 1mosie 3arosioBka cioBo «CTpykTypa» (puc. 4).
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5. B cnaiine pasmecture cxemy «llepucdepuiinpie ycTpoicTBa», BBIOpAaB HYXKHBIE 3arOTOBKH
SmartArt komanznoi Berapka, Miunroctpanuu, SmartArt, Uepapxusi, Mepapxus.

6. Ha 3arotoBke cxembl yAaJIUTe BCE 0OBEKThI TPETHEr0 HEPAPXUUECKOIO YPOBHSI.

7. Beigenute nepByto GUrypy cieBa BTOPOTO HEPAPXUIECKOTO YPOBHSI.

8. JloGaBpTe cieBa OT Hee emle JBe (QUIYypbl C MOMOLIbI0 KOMAaH/Abl KOHTEKCTHOI'O MEHIO
JobdaButh purypy, lodaButs purypy nao.

9. Beaure B KaXyt0 (PUTYpY COOTBETCTBYIOLIMNA TEKCT.

10. M3menute Bce urypsl cxembl Ha OareTHyr0 pamky. s 3TOro, BBIIEIUB MX MpPU HAXKATOU
knaBuiy Shift, Ha)xMuTe NpaBoil KHOMKOW MBILM Ha OAHOM W3 (GUIYp MU B KOHTEKCTHOM MEHIO
BbINOJIHUTE KoMaHy U3menuTs purypy, OcHoBHble purypsol, barernas pamka.

11. I3MeHuTe UBET IUMHUM, 3AJIMBKY U IPYrU€E IApaMETPHI.

Canaiin 3

12. Beenute TekcT 3aroyioBka: «OCHOBHBIE XapaKTEPUCTUKU NepU(EepUHHBIX YCTPOUCTBY (puUc. 5).

13. Ilpu pa3paboTke maHHOTO claiiia menkHUTe Ha cinoBe TekeT caaiiia B MyHKTHPHON paMKe.
IlepeiinuTe ¢ TOMOLIBIO KOMaHAbl KOHTEKCTHOrO MeHI0 Mapkepsnl, Cincok k okHy ClIMCOK, B KOTOPOM
KHOTIKOW PucyHOK OTKpoiite HaOOpel TpadMUYecKUX MapKEepOB M BBHIOEPUTE COOTBETCTBYIOIIUI
yKa3zaHHOMY Ha oOpasLe.

14. BBequTe 1ociie1oBaTeabHO TEKCT KaXKIO0r0 MTyHKTA CIIHCKA.

R Howen

OCHOBHbIE XapaKTepUCTUKMK
nepudepuirHbIX YCTPOMCTB

@ EMKOCTb HAaKOMUTE/IA Ha ECTKUX MarHUTHbIX
AMCKaX.

dPpaMeTpPbl BUOEOCUCTEM.

U4yMe U TUM PasanYHbIX 4ONOAHUTEN
WCTB BBOAa-BblBOAA.

Puc. 5

Chaiin 4

15. BeeauTe 3aronoBok «Y cTpoiicTBa BeIBOAA» (puC. 6).

16. BeraBbTe B ciaiii ompezaereHue YCTPOICTBAa BbIBOJA, a TakkKe HMX Ha3BaHus («MOHHUTODY,
«[Ipuntep», «JMHAMUKW»), HCIOIB30BAB OJJIEMEHTHl Habopa ®urypsl u3 rpynnsl Bceraska,
Nnmrocrpanum.

17. I3MeHuTe pa3zMep U LIBET HAAMUCH BHYTPU PaMKH, LIBET JUHUI U 3aJIUBKY JJI PaMKH.



@AM, WA U yHeBHaR TynnE

YcTpoiicTea BbIBOAA

MpeobpasyioT 4BOWHHDIN KOA K B
iy AR BOCMPUATUA NONb30

Hudpopaamuxa

Puc. 6
Chaug 5

18. Bequte 3arosioBok «MOHUTOPBD (pHC. 7).
19. BecraBpTe B ciiaii onpeneneHue MOHUTOPA B paMKe.
20. M3MeHuTe mapamMeTphl paMKH: [BET JIMHHA, 00BEM, TSHb U JIp.

SaMi, WA 1 y4eBHEA TEYNnE  How

MoHuTOopbI

Hugpopacarmuxa

Puc. 7
Caaiin 6

21. BenuTte 3arosoBok «XapakTepUCTUKH MOHUTOPOBY (pHc. 8).

22. Ucnonw3yiiTe nukTorpammy Tadaunbl B 3aroToBke ciaiiaa win komanay BeraBka, Tadauuna
pu pa3zpaboTKe 3TOro ciaija.

23. I3MeHuTe IBET U pa3Mep MIaKy TaOIUIIbL.

SaAMWREA, Wi W yaeBian oy

Hugpopaarmuxa

Puc. 8
Caaiin 7

24. Beenute HazBanue «JIT-monuTOpH» (pUC. 9).



25. BceraBbre B cmaiiy teker o OJIT-monuropax, a Takke ¢otorpaputo u3 daitna DJIT-
MOHHTOD.]PE.

AN, MR 3 y4=OHER DY IS

S/1T-MOHUTOpPbI

Hblle 60NbLUWHCTBEO MOH MTOpPOB
)HCTPYMpPOBaHbl Ha Base
poHHo-y4esoli mpy6ku (3/1T),
(paBoTbl aHANOTUYEH

Hupopmamuxa

Puc. 9
Caaiin 8
26. Benute HazBanue «XK-mouutops» (puc. 10).
27. BcTaBbTe B craiia ompeselieHre JKUIKUX KPHUCTALIOB (B paMmKy) U ¢ororpaduto u3 ¢aiina
’KK-monuTOp.jpg.
28. TekcT cnaiia 3aMeHnuTe 60J1ee KOPOTKUM, HO 00JIee KPYITHBIM.

DIMUI, VAR W y4SEHER TpyITE

KK-MoOHUTOPpBI

e Kpucmanasl — 310 ocofioe coCToAHWe
OPraHUYecKrX BELLECTB, B KOTOPOM OHW
eKyUYecTblo U cBoicTEOM 06pazoBbiBaTh
HHbIE CTPYKTYPbI, nopo6Hble
Huakve Kpuctanabl  MOryT
CTPYKTYPY W CBETOONTMYECKME
[eMCTBMEM  INEKTPUY eCKOro
NOMOILbBIO 3NEKTPHHECKOTD
108

Hungpopsamuxa

Puc. 10
Ciaung 9
29. Beenute Ha3BaHue «CpaBHUTEBHBIC XapaKTepUCTUKm» (puc. 11).
30. 3apgaiite pasMeTKy 1 ciaiga — MapKMpOBaHHBIN CIIHCOK.
31. CpaBuute XKK- u DJIT-MOHUTOPBI.

SeiE, WA W peatHe Eyns

adBHUTE/IbHbIE XapPaKTEPUCTUKU

HKOMMAKTHOCTU HK-MOHWTOPBI He 3
aBHbIX. OHM 3aHUMAIOT B 2-3
Y4eM MOHMTOPbI C 3

Hugropmanura

Puc. 11



32. C noMomuibto KiaBuiy F5S mpocMOTpUTE BBIMOJHEHHYIO [TPE3EHTALIMIO.
33. CoxpaHHTe U3BMEHEHUS B JOKYMEHTE.
3aganue 3. AHUMAIUs DJIEMEHTOB CIIAHI0B
HactpoiiTe aHnManno 00bEeKTOB CIIaliIOB U CMEHBI CIIaii10B.
TexHonorust paboTsl

1. Otkpoiite ¢aiin Ilepudepuiinbie yerpoiicTsa.

2. ITepeitnure B pesxuM OObIYHBII 17151 co3aanus 3)PeKTOB aHUMAaIUU OTJIEIbHBIX OO0BEKTOB UITU
B pe:kxuM COpPTHPOBIIMK CJAWI0B JUIs 331aHHsI aHUMAIlMU IIEPEX0/I0B K CIEAYIOLEMY ciaiay.

3. Beugenure 00bEKT/Ciaii.

4. HactpoiiTe mapamMeTpbl aHUMAIIUK C TTIOMOIIbIO KOMaH 5l AHUManus, Hacrpoiika anumanum.

5. B otkpsiBlIeiics ob6nacTu 3amad Haxkmure KHOMNKY JloGaBuTh 3¢dexT, ompenenure BHUA
anumMary Bxox ninm Beixoa v BeiOeprTe KOHKPETHBIN YD (HEKT.

6. HactpoiiTe npe3eHTaInio B COOTBETCTBUHU ¢ TaOI. 1.

7. dnis Bcex BBIOpaHHBIX OOBEKTOB IMOOYEPEIHO BBITOTHUTE KoMaHay AHumanus, Hacrpoiika
anumauuu, Havauo, Ilocie npeasiayuiero.

8. IIpocmoTpuTe BEIOpaHHBIE 2P PEKTH aHUMAIMH ¢ TIOMOIIbI0 KHOTIKK [IpocmoTp.

Ecnu anumupyetcs rpymmnoBoil 00bEeKT, Takoi kKak SmartArt, TO Ha BKJIAJKE MOSABISIOTCA KHOIIKU
IUIs1 BBIOOpA MOCIIEI0BATEILHOCTH aHUMAIIHH.

9. CaMOCTOSITENBHO YCTAHOBUTE ISl COAECPKUMOIO JAPYTHX CIIAiiJIOB HACTPOMKH aHUMALIMH, a
TaKXe 3BYKOBBIC A(PPEKTHI.

10. IIpocMOTpUTE U3MEHEHHS B IPE3CHTALIUU.

11. Coxpanute npe3eHTalHIo.

Taomnuua 1

Caaiin | O0bexT dddexT Ilepekarouarens | 3Byk
M3 cJaiga CKOPOCTH

1 3aroyioBok 1, Bxon/Beuier Ouenb ObICTPO. ATIJIOIMCMEHTHI,
«[lepudepuiinbie Hanpagsnenue — HEIPEPHIBHO
YCTPOWCTBa» CBEpXY ClIeBa
ITonzaronoBok Bxon/Pa3zsepteiBanue | beictpo bapabaH,
«MOHHTOPBI» HEIIPEPBIBHO
3aromnoBok 1, Brixon/Yacosas Cpennue. bnacrep,
«[lepudepwniinpie | crpenka Komnyectso HEIIPEPBIBHO
YCTPOHCTBay CEKTOpOB — 4

2 3aroinoBok 1, Bxox/Koneco 0,6 ¢ Byps oBauuid,
«CTpyKTYypa» HEIPEPHIBHO
Cxema Bxon/Koneco Cpenne Komokompunkwu,

HEIMPEPHIBHO

3aroJioBok 1, [Tyts nepememienus/ | Cpenne Mosmnera,
«CTpyKTYypa» B Buge cepana HEMPEPHIBHO

]_[eJ'IB pa6OTI>IZ HAay4YUTbCA OCHOBHBIM TCXHOJIOTMYCCKUM OIICpallusaAM OpPraHU3allMy HABUT'AIUU I10

cllafaM.

Co3paiiTe UTOTOBBIN CIAN] 7S YIPABICHUS IIOCIE0BATEIBHOCTBIO IPOCMOTPA IPE3EHTALUH.

6. B neBoit yactu OCHOBHOro OkHa ¢ Bkiaakamu Crpykrypa u Caaiabl nepeiure Ha BKIAIKY

JlabopartopHnast pabora 12
[Tporpamma npesenrtanmii MS PowerPoint: HaBuramus no cnaiinam

3aganue 1. HaBuramus mo ciaigam

TexHonorust paboTsl
1. Otkpoiite paHee co3aannyro npe3entaiuio [lepugepuiinbie ycrpoiicTpa.

2. Bemmonnute koMany Bua, Pexxumsbl npocmorpa npesenranuu, OObIYHbBIN.
3. [lepeiiaute K mocienHeMy ciaiay 9.
4. Otkpoiite MeHIO MakeToB ciaiifa (I'naBuasi, Caaiiabl, Co3narthb caaiin).

5. Beibepute MakeT cinaiifa, KOTOpbIA HCIOJIB30BAJICs ISl CO3/1aHus cllaiijoB 2-9.




Crpykrypa.
7. Onpenenure, Kakle HMEHHO 3aroJIOBKM HY>KHO BCTaBUTh B CJIAi]] C COJIEPIKAHUEM.

8. Ilepeiinute Ha Bkuaaky Cuaiabl. M3 kaxaoro ciaiija CKOIUPYWTE 3arojioBOK, KOTOPBIMA
TpeOyeTcst T00aBUTh B OTJIABJICHWE, U BCTAaBbTE B HOBBIM CIIAli[] B TOM IOPSJAKE, B KOTOPOM CJIaiIbI
CJIEIyIOT B MPE3EHTALUH.

9. BeimenuTe nepBbiid 371EMEHT CO3AAHHOTO CIMCKA 3ar0JIOBKOB B OTJIABJICHUHU.

10. Ortkpoiite auamoropoe OkHO BcecraBka rumepccblikM KomaHaol BeraBka, Cssiswm,
I'mnepccbuika.

11. Hlenkuure Ha Bapuante Tekylias mamnka U CIpaBa Ha)KMUTE KHOIIKY 3aKJaJAKa, KOTOpas
OTKpOeT OKHO Bb10op MecTa B JokyMeHTe. Bribepure U3 cimcka TOT Claii, KOTOPBIA OyAeT cBs3aH C
IIEPBbIM ITYHKTOM OTJIaBJICHUSI.

12. CBsixuTE BTOPOW IMYHKT OIVIABJIEHUS TMIEPCCHUIKON C COOTBETCTBYIOLIUM CJlaiIoM IpYyruM
CIIocoOoM:

B BBIJICJIUTE BTOPOU 3JIEMEHT CO3JJaHHOTO CITUCKA 3ar0JI0OBKOB B OTJIABJICHUH;

m oTkpoiite okHO HacTpoiika geiicTBHs ¢ moMoIIbi0 KoMaH bl BeTaBka, CBsizu, [leiicTBue;

B YCTaHOBHUTE Nepeknrodarens JledcTBHMe MO IeJ4Ky MbIIM B nosiokeHue Ilepedtu mo
THIEPCCHUIKM;

m B criucke BeiOepute CJiaiil 1 B OTKPBIBIIEMCS CIIMUCKE BBIICIUTE TOT CJIAl], C KOTOPBIM Oymer
CBA3aH IIYHKT OIJIaBJICHUSI.

13. CpspkuTEe THUNEPCCBUIKAMU OCTAJbHBIE IYHKTBHl OIJIABJICHUS B CJaiiIe-OIVIaBICHUH C
COOTBETCTBYIOIIMMHU cgaﬁmaMI/I J00BIM M3 OITMCAHHBIX BHIIIEC CIIOCO00B (puc. 1).

OrnasneHue

* [lepydepuiHble YCTPOKMCTEE

* CTpYKTYRAa
* OCHOBHBIE X3PAKTEDUCTURM NepUGepUFHBIX YCTROWCTE
* YoTpoWcTsa sbiBona

* MoHWTOpS
* XEPaKTEpPUCTHMEKY MOHMUTOROS

= INT-MOHUTOPLI
= MHHKE-MoHWTOpHI

+ (pasHWTENbHEIE XapPaKTEPUCTURM |

gl

- Li
Puc. 1

3ananue 2. Jlob6aBieHue ynpasisitoIINX KHOIOK
Co3paiite u oThopMaTUpPYyHTE s YIPABISIIOMUX KHOIOK.
TexHounorust paboThI

1. Otkpoiite paHee co3aanHyro npesentauuto Ilepudepuiinbie ycrpoiicTpa.

2. Ilepeiinute k oOpa3ny cinaigoB komaHaoil Bua, Pexumbl mpocmorpa mnpe3seHTanmii,
Oobpa3sen cJiaiigos.

3. BriGepute oOpaserr BToporo ciaija.

4. OTtkpoiiTe HAOOp YNPaBISIOMMX KHOMOK KomaHnoii BeraBka, Wimoctpanuu, Purypsi,
Yupasisionue KHOIMKH.

5. BeiGepuTe KHONKY Iepexojia K MpeIblayleMy claaimny.

6. B obnacTtu ciaiia mpu Ha)kaToil KHONIKE MBIIIM PACTSHUTE yKa3arenlb (B BHUJIE «IUIIOCA») 10
TpeGyeMoro pasmepa WM LIEIKHUTE B HY’)KHOM MeCTe BEIOPaHHOTO cllaija.

7. B orkpeiBiemcs okHe Hacrpoiika geiicrBus Ha Bkiagke Ilo mieq4ky MbIIIM yCTaHOBUTE
nepekitoyarens B nonoxenue IlepeiiTu nmo runepccnlikm, BeiOepute 3 cnucka Ipeablaymmii caaiig




n HaxMmute KHONKy OK. B pe3ynbrare noiayyuTcs KHOINKA Iepexoaa K IpeabLAyleMy Cllany.

8. OtdopmartupyiiTe CO3AaHHYIO KHONKY, OTKPHIB OKHO KOMAaHJOW KOHTEKCTHOIO MEHIO.
Odopmute octaBimecs cinaiasl @opmat Gurypbl (MOKHO BHIOMpPATh KOMaH/Ibl U3MEHEHUSI (PUTYpPHI Ha
BKiIaike Dopmar).

9. loGaBbTe B crlaiii TakuM ke 0O0pa3oM KHOIKHU IEpexojJa B HAuaio IMPEe3eHTAIH, B KOHEIl
IIPE3EHTALMU U K CIEIYIOLIEMY CIIaly.

10. Be1i6epute oO6pasel; mepBoro ciaimaa.

11. JIo6aBbTe B ciaiil KHOIIKH MIEPEX0/1a B KOHEI] MPE3CHTAIUH | K CIIEAYIOMEMY Claiy.

12. Ilepeitaute B pesxuM OOBIYHBII.

13. OOpature BHMMaHHWE Ha TO, YTO Ha BCEX CJaigax JJOJDKHA HPUCYTCTBOBATH ITaHENb
YIPaBISIOMUX KHOMOK M ciaiin «OrjaBieHue», 00ecleynBaroNIfil MepexoJ K pa3HbIM claiiaam
IIpe3eHTaI1H.

14. IIpocMoTpHUTE MPE3EHTALMIO € MOMOIIbI0 KHOKH F5.

Jlaboparopuas padota 13
[Tporpamma npesentauuii MS PowerPoint: neMoHcTparus npe3eHranuu
enp paboThI: HAYYUTHCS OCHOBHBIM TEXHOJOTHICCKUM OIEPAIHUSIM JIEMOHCTPAIMH ITPE3CHTAITHH.
3ananue 1. Hactpoiika 3 pexToB nepexoaoB ciaii10B

HacrtpoliTe Bu3yanpHbIE MW 3BYKOBBIE J(PQEKTHI COMPOBOXKICHHS IEPEXOJ0B CIAWIO0B (KX

MOSIBJICHHUE U 3aMEHY JIPYTHM CIailiom).
TexHonorust paboThl

1. OTkpoiite co3nannsblil panee Qaiin npesentauuu [lepudepuiinbie yerpoiicTpa.

2. Boibepute BTOpOI craiin.

3. [lepeiigute B pexxum OO0bIuHBIN Wi COPTHPOBIIMK CJIAH/I0B.

4. BelOepute cxemy mnepexoja K ciaiay (HamiblB, IPOpPE3aHUE, PACTBOPEHME, IMOSBIECHUE
CBEpXY/CHH3Y U T. 11.) B rpynne Auumanus, Ilepexoa k atomy caaiixy nentsl. OnpeieIeHHbIH BapHaHT
Iepexo/ia MOKHO 334aTh JUIsl OHOTO WM Cpa3y JUIsl HECKOJIbKUX BBIJEJIEHHBIX CJIali/I0B.

5. 3apaiiTe cxeMbl iepexoa sl OCTABIIMXCS CIANH0B.

6. CoxpaHuTe Npe3eHTaLUIO.

3aganue 2. YCcTaHOBKA [apaMeTPOB IEMOHCTPALMU IPE3EHTAalNUN
YcraHoBuTE HEOOXOIUMBIE TTAPAMETPHI IEMOHCTPAIIUH MTPE3CHTALINH.
TexHonorust paboTsl

1. Otkpoiite co3nannyo paHee npesentaiuio [lepugepuiinbie ycrpoiicTBa.

2. Orkpoiite nuanoroBoe oxkHO Hacrpoiika mnpesenTtanmum komanjaou Iloka3 ciaiiios,
Hacrpoiika, HacTpoiika 1eMOHCTpanum.

3. 3apaiiTe mapaMeTpsl oKaza: cilaijbl — BCE, CMEHA ClaiiIoB — BpyuHy1o, gaiee — OK.

4. CoxpaHuTe Npe3eHTALUIO.

5. [IpocmoTpuTe cnaiipl Ipe3eHTalluy, BBI3BAaB PEKUM Moka3a GyHKIIMOHAIbHON KiaBuiieil F5.

6. IlepexomuTe OT OOHOTO cCllaiila K ApyroMy c nomoimibio kiaBumu [lpo6esa wau memdkom
KHOIIKOM MBIIIN.

7. IloMeHslTe HACTPOMKY IIOKa3a HA aBTOMATHYECKU .

8. 3anaiiTe BpeMsi CMEHBI ciaiizia (B ceKkyHaax) komanaoi Auumanus, [lepexoa k atomy ciaaiiny,
ABTOMATHYECKH.

9. IlpoBenutre XpOHOMETPAXXK NPE3CHTALMHU, OTKpbIB naHenb Pemermumsa komanaoi Ilokas
ciaaigos, Hacrpoiika BpemeHu.

10. O6paruTe BHUMaHKUE Ha ACHCTBHE CUETYMKA BPEMEHU: MPU MEPEXOe K CISAYIOIEMY CIai Ty
OH cOpachIBaeTCsl U HAUMHAET OTCUUTHIBATH BpEMS II0Ka3a CJIEAYIOILEro claija.

11. IlonmpoOyiite ucnons3oBath KHOMNKY Ilay3a = s mepepbiBa B moKase.

12. UsmepbTe Bpems Imokaza cnaiiioB kHonkod IloBTOpUTBH * , TpeAHA3HAYCHHOW IS
MIPOBEACHUS HOBOTO XPOHOMETPAXKA.

13. VI3meHuTe BpeMsi CMEHBI HY>KHBIX CIIaliJ10B.

14. TloaTBepauTe WIAM OTMEHUTE PE3YJbTAaThl AaBTOMATUYECKOTO XPOHOMETpPaka B OKHE,
ITOSIBIISIFOIIEMCS BCJIE] 3a MOCIEIHUM CIIAiI0M IT0CIIE IT0KAa3a IPE3EHTAlNN Ha SKPaHe.



15. Ilepeiiaute B pexkum COPTHPOBIIUK CJIAMI0B U YOSIUTECh, UTO CIIEBA MO KaXKIABIM CIIaliIOM
0TOOpaXKAFOTCS 3aMEPEHHBIC HHTEPBAJIBI BPEMCHH.

16. Boiiigute u3 pexxuma Iloka3 caaiiioB ¢ nMoMomb0 KOMaHIbl KOHTEKCTHOTO MEHIO claija
3aBepmiuTh NOKa3 ciaaii1oB wiu kinasuuu Esc.

3ananue 3. PucoBaHue B MpoIiecce IeMOHCTPAalUU IPE3EHTAlUN
HayuuTech 100aBIIATh B Claii]l TOMETKH B PSKUME IEMOHCTPAIIMH ITPE3CHTAIIH.
TexHonorust paboTsI

1. Otkpoiite daitn npezenranuu [lepudepuiinbie ycrpoiicTBa.

2. 3anmyctute npe3eHTanuto B pexume Ilokas ciaaiaos.

3. Bribepure B KOHTCKCTHOM MEHIO Cllaiijla KOMaHAy YKa3aTeiab, Pyuka (uiau, Hampumep,
Yka3zateab, @omacrep, BoinesieHue).

4. Beigenure B claiific BBIOpaHHBIN OOBEKT.

5. 3meHuTe 1BeT pyuku (KOMaHAa KOHTEKCTHOTO MEHIO YKa3are/b, L[BeT yepHu).

6. 3aKOHYUTE PUCOBAHKE HA CIIAN/IE.

JlabopartopHnast pabora 14
I'moGaneHas cets MHTEpHET: Mouck nHpopmaru B UaTepHeTe
Ilenp paO®oTBI: HAYYUTHCS OCHOBHBIM TEXHOJOTHYECKHM OIepalusM Moucka WHGOpMaluu B
WuTepHere cpeacTBamu nmporpaMmei-Opaysepa Internet Explorer.
Saganue 1
3HAKOMCTBO C OCHOBHBIMU HAaCTpOiikamu Opaysepa.
TexHonorust paboTsl

1. Ayis 03HAKOMJICHHUS C TYHKTaMH MEHIO Opay3epa:

m 3anyctute 6paysep IE B aBToHOMHOM peknMe (He BbIxoJis B IHTepHET, T. €. He yCTaHaBIMBas
CBS3b C MPOBANIEPOM), IIETKHYB M0 COOTBETCTBYIOIIEMY 3HAYKy Ha paboueM CTOJie, a 3aTEM BBIIOJHUB
komaHy Paiin, PaboraTh aBTOHOMHO;

B I[IPOCMOTPUTE HA3BaHUS COJACPKAHUSA IYHKTOB M IOJIYHKTOB MEHIO, a TAaKXe Ha3HaYeHUs
KHOIIOK Ha MaHeNu yIpaBJiIeHHs s JIydlllell OpueHTAINH B (YHKIIUIX, BBIIOTHSAEMBIX Opay3epom. HacTb
¢bynkumii crangaptHa 11 Windows-IpriIoKeH i, 9acTh crenuduyHa uis opaysepa.

2. [1ng u3MeHeHus pa3MepoB OKHa Opaysepa:

B packpoiiTe OkHO Opay3epa BO Bech dkpaH. J[is aToro BeimosiHUTe KoManay Bua, Bo Bech 3kpaH;

B BEPHUTECH K IIPEKHEMY pa3Mepy 3KpaHa. [[j1s 3TOoro meakHUTe no KHomnke = BoccTaHOBMTHL HA
MaHeM UHCTPYMEHTOB B BEpXHEH YaCTH OKHa.

3. Jlns HACTPOIKHM OMAIIHEN CTpaHHUIIbI Opay3epa:

m BeinosHuTe kKoManay Cepsuc, CBoiicTBa 0003peBarelisi;

m OTKpoiiTe BKIaaky Oommue;

m B okHe J/loMamiHfAA CTPaHMIIA B aIpPECHOM IIOJiE YCTAHOBHTE HAYaJbHYIO CTPaHUIly 0030pa
about.blank. Jlns storo Beimonnutre komaugy Ilycrasi. [lomoOHast HacTpoiika BBIMOJIHSETCS B TOM
ciydae, Korjua Impu KaxaoM Bxojie B MHTepHeT BbI BBOIUTE pasHbie anpeca Web-crpanur. Eciu ke BbI
PEryIISIpHO 3aXOAHUTE HA OJIHY U Ty ke Web-cTpanuily npu kaxaoi 3arpyske IE, To Bam Hafo B agpecHoM
T0JI€ YKa3aTh TOJIBKO aJIPEC ITOU CTPAHUIIBI.

4. Jlns vactpoiiku sneMeHTa Bpemennble ¢gaiiiabl UHTEpHeTA:

m Ha Bkiaake OOmme menkaute 1o kHomke Ilapamerpwsr (Mctopus mnpocmorpa). B
MOSIBUBLIEMCSI OKHE MPOCMOTPHUTE OOBEM TUCKOBOTO IMPOCTPAHCTBA, BBIACISIEMOrO IOJ BpPEMEHHBIE
¢aiinel. Koreuno, yem OOJIbIIIE ATOTO MPOCTPAHCTBA, TEM JIyUIe JUIS MOJIB30BATEIs, HO 3TO 3aBHCHUT OT
cBO0OHOrO MecTa Ha BaieM aucke. OObIYHO pazMep 3TUx ¢ailioB ycTaHaBIMBAIOT B mpenenax 1-2 % ot
oOBema nucka. Eciiu BeI 3aTpyqHSAETECh BBIOPATh HYXKHBIM 00bEM CaMOCTOSITEIILHO, TO JYYIIIe OCTABHTH
HaCTPOMKHU MO YMOJIYAHUIO;

m B okHe JKypHau ycranoBute uncio 20, T. €. aapec 1000 oTKpeiBaeMOi BaMu Web-CcTpaHUIIbI
OyzaeT xpaHuThes B )kypHaie 20 aHei;

m HauxmuTe Ha KHOKy OK.

5. J1nst HaCTPOMKH LIBETOB TUIIEPCCHUIOK:

m Ha BKJIajgke O0mme meakHuTe 1Mo kaonke LBera;



B B [OABUBUIEMCS OKHE HACTPOMTE LBET MPOCMOTPEHHBIX CCBUIOK. [l 3TOro oTkirouute
koMaHay Mcnosab3oBath nBera, ycraHoBideHHble B Windows. IllenkHuTe 1o COOTBETCTBYIOLIEMY
[[BETHOMY NPSIMOYTOJbHUKY, B IMOSBUBLIEMCS] OKHE IIEIKHUTE 10 MOHPABUBIIEMYCS IBETY (3KeIaTeIbHO
BBIOMPATh TEMHBIE [[BETA — OHH JIy4Ille BUIHBI HA SKpaHe) u menkHuTe mo kaonke OK;

B AHAJIOTMYHO HACTPOMTE IBET MPOCMOTPEHHBIX CCBHUIOK U CCHUIOK, HAa KOTOPbIE HABOJUTCA
yKazaresb MblH. [Ipu 3ToM xenarenbHo, YTOOBI IIBETA OTIMYAIKCH.

6. Jlna Hactpoiiku Bkiaagku IlporpamMmmei:

m oTKpoiite BKiaaaky IIlporpammsi;

B IPOCMOTPHUTE, COOTBETCTBYIOT JIM IPOTPaMMBI JJI 3JIEKTPOHHOM MOYTHI U TPYII HOBOCTEH TEM
IIporpaMMamM, KOTOpbl€ Bbl OyJIuTE UCHOIb30BaTh. Eciu mporpaMMbl HE COOTBETCTBYIOT, TO YCTAaHOBUTE
nporpammy Outlook Express.

7. g HaCTpOWKHY BKIAAKU JlOMOJTHUTEIbHO:

B OTKPOWTE BKJIAJKY JJOmOTHUTEIBHO;

m npocMoTpuTe MyHKT MeHro MyabTumenua. Ecmum y Bac «ObicTpas» CBA3b (MOAEM CO
CKOpPOCTBIO mepenaun nHbopmauu He Huxke 28 800 OUT/C), TO peKOMEHIYeTCsl YCTAaHOBUTH (DIIAXKKU BO
BCEX MATH NyHKTax. Ecnm y Bac «MeluieHHas» CBsI3b, TO Jydllle Bce 3TH (IaXku yOpaThb, Tak Kak
CTpaHUIIbI B TOM cliy4yae OyAyT 3arpy’aThCsi O4eHb MeIeHHO. OCcTallbHbIe HACTPOMKHU Ha ATOW BKIIAJIKE
MO>HO MEHSTb, €CJIA Bbl OTYETIMBO IOHUMAETE, K YEMY ITO IPUBEJIET;

m 3aKkpoiite 0kHO CBOHCTBO 0003peBaTeJis.

3ananue 2
OtkpsiTue Web-ctpanuil 1 paboTa ¢ TOMCKOBBIMU CHCTEMAaMHU.
TexHonorust paboThl

1. dnsa otkpeitust Web-cTpanuiibl ouckoBoii cucreMsl Rambler:

B YCTaHOBUTE CBA3b C BALIUM IIPOBANIEPOM;

m oTKpoiire nporpammy IE;

W B aapecHOM moJie Opay3epa BBeaure www.rambler.ru;

m HaxmuTe kiaBuiny Enter. Uepes HekoTopoe BpeMs Ha skpaHe mosButcs Web-cTpaHuia 3Ton
IMOMCKOBOM CHUCTEMBI.

2. Jlns coxpaHeHHsl ajapeca MOMCKOBOM cucteMbl Rambler B manke ¢ umeHem Pycckosi3bluHbIe
IOUCKOBBIE CHCTEMBI:

m BoInosIHUTE KoMaHay M30pannoe, lo6aBuTh manky B «M30panHoe»;

W 1ieaKkHUTE 10 KHonke Co3aaTh nanky;

W BBeJUTE UM Nanku PyccKosi3pIYHbIE MOMCKOBbIE CHCTEMBI U HIENKHUTE 110 KHOonke OK;

3. YToOBl ¢ MOMOIIBIO TEMATHYECKOTO MOMCKAa HAWTH HMH(OpPMAINIO, HEOOXOIMMO BBIOIHUTH
ClelyIolne NeHCTBUS:

B Ha CTApTOBOW CTpPaHHWIICE TOMCKOBOH cHUCTeMbl Rambler B mepeyHe TEeMaTHK INEIKHUTE IO
ccelike bu3nec;

W HaiiiuTe UHTEPECHYIO0 OM3HEC-HOBOCTD U ILIEIKHUTE MO HEHl (Ha CChUIKE);

B 03HAaKOMbBTECH C COJEPKAHUEM CTPAHUIIBL;

B BEpHUTECH HA CTAPTOBYIO CTPAHMILY, IICJIKHYB JBa pa3a no kHonke Ha3ax.

4. J1ns cocTaBlieHUs U BBIMOJHEHUS CIOKHOTO 3apoca B MOMCKOBOI cucteme Rambler:

W Ha cTapTOBOM cTpanuile Rambler menkuauTe mo runepcceuike Eme, [lomomb;

B [IPOCMOTPUTE BapUaAHThI IOCTPOCHHUSI CIIOKHBIX TOMCKOBBIX 3aIIPOCOB;

B BEPHUTECH HA CTAPTOBYIO CTPAHHUILY, IIEJIKHYB 110 kHonke Ha3ax;

B B S4elKy JUIsl TOMCKOBOro obOpasa BBeaute cieayromuil 3ampoc: $Russian:(Ctynenueckue
KOH(pepeHuN) & (MEHEIKMEHT | MAPKETHHT);

m nieskHuTe 1o kHomke Ilouck;

B OTKpPOWTE OJHY U3 IOSIBUBIINXCS B PE3YJIBTATE IIOUCKA CCBIIKY U IPOCMOTPUTE €€ COAECPIKAHMUE.

5. [Inst cocTaBiieHHs] U BBIIIOJIHEHUS CIIOKHOTO 3a1poca B TOMCKOBOM cucteme Yandex:

m otkpoiite Web-CTpaHUIly pPYCCKOS3BIYHON TOMCKOBOM CHCTeMBI Yandex ¢ aapecoMm
www.yandex.ru;

B Ul Iepexo/a K CTPaHMIIE C ONMCAaHWEM ITOMCKOBOTO S3bIKa CHCTEMBI Yandex MICIKHUTE IO



cceuike Pacmmpennblii mouck. Ha OTKphIBIIEHCS CTpaHMIle LIEIKHUTE IO CChUike dPopmasbHOe
ONnuCaHue;

B 03HAaKOMbTECh C CHHTAaKCHUCOM $3bIKa 3aIIPOCOB;

B BEPHUTECH HA CTAPTOBYIO CTpaHMIly Yandex, IIETKHYB ABa pa3a 1o kHonke Haszan;

B B sYCiKy Ui TMOMCKOBOTO oOpasza BBeaute cienyromuii 3ampoc: $Title:(Ctynenueckas
KoH(epenuus) & (KoMNbIOTEPHI | rpapuka);

m niesikHuTe 1o kHomnke Ilouck;

N OTKpPOITE OIHY U3 NOSIBUBIIMXCS B PE3YJIbTATE TOMCKA CCbUIKY U IPOCMOTPUTE €€ COJIEPIKAHUE;

W 3aKpoiite Opaysep.

3ananue 3
PaGora 6paysepa ¢ Web-ctpanuniamu B pesxxume off-line.
TexHonorust paboThl

1. Ins otkpeitus nporpammel IE B pesxxume off-line:

m OTKpoiite nporpammy IE;

B OTKpOWTE MyHKT MeHIO Dail;

W IIEJIKHUTE 110 TyHKTY ABTOHOMHas padora.

2. Jlns oTKphITHS U npocMoTpa Web-cTpaHuIl, Ha KOTOpPbIE BbI 3aXOJMIIU CErOJHS, BBHIOIHUTE
CHEAYIOLIME TEUCTBUA:

N Ha [IaHEJIU MHCTPYMEHTOB LIEJIIKHUTE N0 KHONKE ZKypHaur;

N B OTKpBIBIIEMCS OKHE IIeJIKHUTE 110 nanke Ceroans;

B B OTKPBIBIIEMCS [IepeuHe NarnoK OTKpoiiTe nanky Yandex;

B OTKpOWTE OJHY M3 CCBUIOK U NPOCMOTPUTE €€, IPU STOM Bbl MOXKETE MEPEXOAUTH MO TEM
CCBUIKaM, KOTOPBIE Bbl UCIIOIb30BAJIH;

B 3aKpOWTE KypHAI;

W /i1 OTMEHBI peXrUMa aBTOHOMHON paboThl Opay3epa BhIMOIHUTE kKoMaHy Daiin, ABTOHOMHAasI
pabora.

IIpumeuanue. Eciu Bbl oTKpbiBamu Web-cTpaHHIIbI HE CETOJHS, a paHee, TO HaJ0 U OTKPhIBATh
3TOT J€Hb B JKypHAJeE.

3aganue 4
CrangaptHeie Bo3MOkHOCTH Windows-TipriioskeHu# B Opaysepe.
TexHonorust paboTsl

1. Coxpanute napopmanmo ¢ Web-cTpaHuIbl 0 TOMCKOBOM si3bIke Rambler B Buie TEKCTOBOTO
¢aiina B marike Mou 1o0KyMeHTbI. [l 3TOTO:

W YCTaHOBUTE NOAKII0OYeHUE K IHTepHeTy;

m oTKpoiire nporpammy IE;

W B aJpecHOM moJie Opay3epa BBeaure www.rambler.ru;

m HaxmuTe kiaBuiry Enter. Uepes HekoTopoe BpeMs Ha sKkpaHe mosButcs Web-cTpanuia »Ton
IIOMCKOBOI CHCTEMBI;

B OTKpOITE Ha CTApTOBOM CTpaHUIIe TOUCKOBOM crucTeMbl Rambler cepuiky IMomomnb;

B OTKPOWTE IYHKT MEeHIO Dail;

m OTKpoiiTe MyHKT COXpaHUTh KaK;

m B nnosie Mms ¢aitaa Beenure nms, HaripuMep IloucKoBbIN SA3BIK;

m B ntosic Tum ¢aiisia Beibepure Daii Tekcra;

m BeIOepuTe nanky Mou J0KYMEHTHI, T1e OyAeT XpaHUThCs (aili;

B UICJIKHUTE 110 KHONIKE COXPaHUTh.

2. Beimenute yacth TeKCTOBOM MHpopManuu Ha Web-cTpaHulie U coxpaHuTe ee B Buje ¢aiina B
TekcToBOM mporeccope Word. s sToro:

m BhIZENTUTE a03all, MOCBSIICHHBIH TOMCKOBBIM CJOBaM (IIPH ATOM BBl HaxoAWTech Ha Web-
CTpaHUIIe OMKCAHUs TTOUCKOBOTO si3bIKa cucTeMbl Rambler);

B CKomHpyiiTe ero B Oydep oOMeHa;

m oTKpoiiTe nporpammy Word oJTHUM U3 U3BECTHBIX CIIOCOOOB;

W cCKomupyiTe nHpopmanuio u3 oypepa oOMeHa B HOBBII JOKYMEHT;



B coxpaHuTe 3Ty HHpopmanuio B nanke Mou JokyMeHTbl kak daitn Word, 3anaB emy ums,
Hanpumep IlouckoBbie c10Ba;

m 3aKpoiite nmporpammy Word.

3. Coxpanute pucyHok ¢ Web-ctpanunsl B Buae JPG-daitia B manke Mou mokymeHTbl. [[is
3TOrO:

W B a/IpecHOE IoJie Opay3epa BBeIUTE Www.aanet.ru;

m HaxxmuTe kiaBuiny Enter. Uepe3 HekoTopoe BpeMs Ha skpaHe nosiButcs Web-ctpanuna CaHkT-
[TeTepOyprckoro yHUBEpPCUTETa a9POKOCMUYECKOTO IIPHOOPOCTPOCHUS;

B LICJIKHUTE 110 CChUIKE Y HUBEPCUTET;

B LICJIKHUTE 110 ccbuike DoTorpaduu;

m BbIOEpHTE MOHPABUBIIYIOCS BaM (oTorpaduio U METKHUTE IO Hell MpaBOi KHOMKOM MBIIIIH;

m BbIOepuTe MyHKT COXPAHUTh PUCYHOK KAK;

W 3a/1aiiTe uMs pucyHky, Hanpumep I'YAII;

m Tun Qaiina Beidepure JPG;

m BeiOepuTe nanky Mou J0KYMeHTBI, Ky/1a TIOMECTUTE PUCYHOK;

W IIETIKHUTE 110 KHOIIKE COXPaHMTh;

W 3aKpoiite Opaysep.

4. ITpocMoTpuUTE CO3AaHHBIE BaMH TeKCTOBBIE (haiinbl. [ist aToro:

m OTKpoiTe nanky Mou 10KyMeHTHI;

m menkHure no ¢aiiny IlomckoBblil si3bIK. B okHe mporpammsl BJIOKHOT (110 yMosyaHUIO
HACTPOEHHBIA HA MPOCMOTP U PEAAKTUPOBAHUE TEKCTOBBIX (DAIOB) MPOCMOTPUTE COXPAHEHHYIO BaMHU
TEKCTOBYIO HHpOpMaIuio ¢ Web-cTpaHuIsr;

W 3aKporre nporpammy bBi1okHOT;

m menkauTe o ¢airy IouckoBbie cjioBa. DTOT (ailyl OTKpoeTcst B OKHE mporpammbl Word.
[IpocMoTpuTe 3TOT Qaii;

m 3aKpoiiTe mporpammy Word.

5. [IpocmoTtpuTe co3manHblil Bamu rpadudeckuii daiin. Jlis storo:

m B nanke Mou goKkyMeHTHI 1ienkaure no dainy ['YAII,

B [IPOCMOTPUTE PUCYHOK;

IIpumeuanue. [lo ymonuaHuio B KauyecTBE IpPOrpaMMbl IIPOCMOTpPAa PUCYHKOB, Kak IpaBHIIO,
ycTaHoBjieHa nporpamma Paint. Eciu y Bac 3Toif mporpaMmbl HET, PUCYHOK MOYKHO MPOCMOTPETh U3
00010 rpauUIecKoro perakTopa.

W 3aKpoiite rpaduueckuil peaakTop.

6. Haiimute ciioBo @uHAHCHI Ha CTApPTOBOM CTPaHMUIIE IIOMCKOBOM cucTemMbl Rambler. [lis sToro:

m oTKpoiire nporpammy IE;

W B aJpecHOM moJie Opay3epa BBeaure www.rambler.ru;

m Haxmute kHOMKY Enter. Uepe3 HekoTopoe Bpems Ha sKpaHe MmosiBUTCS Web-cTpaHuia 3Ton
IIOMCKOBOI CHCTEMBI;

m B nyukTe [IpaBka BriOepuTe noanyHkT HaiiTu Ha 3T0ii cTpaHuile;

W B 110JI€ /ISl BBO/Ia BBEIUTE CII0BO DUHAHCHI;

m 1menkHuTe no kHomke Haiitm m ganee. CnoBo ®@uHaHChl HAa CTpaHulEe OyAeT BBIIEJICHO,
3anmanHas nHpopMmarus Ha Web-cTpaHuiie HaliieHa;

W 3aKpoiite Opaysep.

Jlaboparopuas padota 15
['mobanbHas cets IHTEpHET: mepechlUIKa MUCEM IO AIEKTPOHHON MouTe
U TIPOCMOTP TeJIeKOH(DEepeHITUi
Llenp paOOTHI: HAYYUTHCS OCHOBHBIM TEXHOJIOTMUECKHUM OIEpalusM MEPeCchbUIKH MUCEM 10
AJIEKTPOHHOH TOYTE M MPOCMOTPY TelekoHpepenuuii cpenctBamu rmporpammsl Outlook Express.
Saganue 1
[Iepecpuika mucem no 2JIEKTPOHHOM ITOYTE.
TexHonorust paboTsl
1. Ay co3nanust ¥ OTIIPABKH MTMChMa caMoMy cele:



m oTkpoiite nporpamMmmy Outlook Express;

m 1eJKHuTe no KHonke Co3aaTh COOOIIEeHHE;

m B nnosie Komy BBequTe Ball ajpec 31€KTPOHHON MOYTHI;

m B nnosie Tema BBeaute IlpoBepka cBs3M;

m B niosie nuchbMa Hanumute IlpoBepka npoxoxaeHus1 NO4THI;

W YCTaHOBUTE NOAKII0YeHUE ¢ IHTepHeTOM;

B OTIIPaBbTE COOOIICHHE, HIEIKHYB M0 KHONKE OTHPABUTH.

2. JIns mostydeHusi CBOEro COOOIIEHUS U €ro TPOCMOTpa:

B IIETKHUTE 10 MyHKTY Bxoasimme B okHe nmporpammbl Outlook Express;

B [IeTKHUTE 10 KHomke JlocTaBuTh mourty. B okHe s BXOIAUIMX MHUCEM JOHKHO MOSIBUTHCS
Ballle TUCHMO;

B IPOCMOTPUTE MOITYYEHHOE TUChbMO, IIEIKHYB 110 HeMy. Eciy 1enKHyTh 110 MUChMY J1Ba pas3a, TO
OHO OTKPOETCS] B HOBOM OKHE.

3. Jlys 3amucu B aipeCHYI0 KHHUTY aJipeca JIEKTPOHHON MOYTHI Balllero aDOHEHTA:

B OTKPOWTE aJpeCHYI0 KHUTY, HICJIKHYB IO KHONKE A/JJpecHasi KHUIra Ha [aHeJId MHCTPYMEHTOB
WM BbINOJHUB KoMaHay CepBHC, AipecHasi KHUIa;

m nienkHuTe 1o kHonke Co3aarTe aapec;

N BBEUTE B COOTBETCTBYIOLIHUE MO UMsI, OTUECTBO U (haMUJINIO BAIIEro aJpecara;

m B none Bua 3anummre To, Kak Bel Oyaere oOpamiatbest K anapecary (B crpoke K KOMY),
nanpumep, K CEPI'EIO UBAHOBY;

B B I10JIe Apec 3JIEKTPOHHOM MOYThI BBEAUTE COOTBETCTBYIOUIUMN aapec 3JIEKTPOHHOW MOYTHI
(manpumep, ggg@peterlink.ru).

B UIeJIKHUTE 10 KHOMKe Jlo0aBuTH, a 3aTeM 1o kHonke OK;

W 3aKpPOWTE aIPECHYIO KHUTY.

4. J1na co3nanusi cOOOIIeHUs BallleMy aOOHEHTY:

m 1eJKHuTE no KHonke Co3aaTh COO0IEeHHE;

B IIETKHUTE TI0 MUKTOTpamMMe muchbma crpasa oT ciioBa KOMY (BbiOOp monyuareneil U3 ciucka);

N B [OSBUBILIEMCSl OKHE BBIIEIUTE CTPOKY C HYKHBIM BaM aJpecaToM M ILICJIKHUTE MO KHOIKE
Komy (cooOrienne MoKHO HampaBUTh HECKOJIBKUM aapecataM), a 3ateM o kHomke OK;

m B niosic Tema BBeauTe coobuienue IlpoBepka cBs3m;

m B nojie ans uHpopManuu HabepuTe HEOOJbIIOE COOOIIEHUE C MPOCKOOH MOATBEPAUTH MpPUEM
COOOMICHNS, TIOCIIaB OTBETHOE MHCHMO.

5. Jlnsg mprcoeAMHEeHUs K MUChMY rpadudeckoro (aiina:

m co3naiite (B rpadudeckoM pemakrope Paint wiam B Jr000M IpyroM rpadudecKoM PerakTope)
HeOOobIIoN Tpadudeckuil (aiis, HampuMep BECETYI0 POKHUILY;

N [IPUCOCTUHHUTE CO3/IaHHBINA rpadudeckuil (aill K cooOMEeHnI0 ¢ moMoIblo KHOMKM CKpenka
WJIM BBINOJHUB KoMaHay BeraBka, Biioskenue gaiiia;

W OTIPaBbTE COOOIIEHHE, NIETKHYB M0 KHOMKE OTHPABUTh.

6. Jlns mprieMa OTBETHOT'O COOOIIIEHUS OT Ballero aboHeHTa:

B Yepe3 HEKOTOpOEe BpeMsl MPOCMOTPUTE IMPUHATOE COOOIIeHHWE B manke Bxoasimme, HaxaB
KHOINKY /locTaBuTh mOUTY;

m 3akpoiitre nporpammy Outlook Express.

3aganue 2
[IpocMoTp TenekoHpepeHIHil.
TexHonorust paboTsl

1. JInst OTKpBITUS IPYIIT HOBOCTEM:

m otkpoiite nporpammy Outlook Express (MutepHeT n1omkeH ObITh MOAKIIOUEH);

m BbosiHUTe KoMmaHay HWHceTpymenTsl, I'pynnbl HOBoCTe — Ha 3KpaHE OTKPOETCS OKHO
I'pynna HoBocreit;

B Yepe3 HECKOJbKO CEKYH]I B OKHE IOSIBUTCS CIIMCOK TPYyII HOBOCTEH, JOCTYINHBIX BaM Ha
CepBeEpe Ballero npoBaiiiepa.

2. Bribepute rpynmsl HOBOCTEH, coaepkalide B Ha3BaHMU cjoBO Internet, 1 yero B moie



Iloka3aTe rpynnbsl HOBOCTeH, coaep:kamme BBeauTe Internet, u torna B oxkHe I'pynmnbl HoBOCTeW
MOSIBSATCS TPYIIIIBI, B HA3BAaHUM KOTOPBIX IPUCYTCTBYET ci10BO Internet.

3. Inst npocMOTpa OAHOM U3 IPYII HOBOCTEM:

m B ciiucke rpynn BeiOepute rpyniy fido7.ru.internet u menkuute no kHomnke IlepeiiTu. B okue
nporpamMmbl Outlook Express mosiBUTCSI CIIMCOK COOOIIEHUH, MTOCIaHHBIX YYaCTHHUKAMHU 3TOU Ipynmbl Ha
AJEKTPOHHYIO JOCKY OOBSBICHUI IPyIIIbL;

B BbIJICNUTE HA3BaHHUE 3aMHTEPECOBABILErO Bac COOOLICHHS, W B HUXKHEM OKHE MPOTpamMMbl
Outlook Express BBl yBUIUTE TEKCT 3TOTO COOOIICHMSI.

IIpumeuanue. Ecinu 1BaXkpl MIENKHYThH 110 HA3BAHUIO COOOIIEHUS, TO 3TO COOOIIEHUE OTKPOSTCS
B OTJEJIBHOE OKHO.

4. J1ng Toro, yToOBI MOANUCATHCS Ha rpynmny HoBoctel fido7.ru.internet:

B OTKpOWTE IYHKT MeHIO IHCTPpYMEHTHI;

m BeiOepuTe nMyHKT ['pynnbl HOBOCTel — Ha YKpaHEe MOSBUTCS CIHCOK IPYII HOBOCTEHH;

m B nosie Ilokasars rpynnbl HoBocTeil, copep:xkamme BBeaure fido7.ru.internet, u B okHe
I'pynnsl HOBOCTEH OSBUTCA 3Ta TpyNNa;

m nienkHuTe 1o kHonke Hoamucarsest WM 1BaXKAbl HISIIKHUTE 110 HA3BaHUIO IPYIIIBI HOBOCTEN U
BbI OyzieTe MOJANMUCAHBl Ha ATy TPYMIy. ITO 3HAYUT, YTO Bl OyJETEe PEryysipHO MOIy4aTh WH(OPMALIUIO
U3 ATOM rpymIbl, a Ha BkiIaake [loanucannpie rpynnsl OyeT yka3aHO Ha3BaHUE TOJIBKO 3TOW IPYIIIHI,
T. €. €e He HYXKHO OYyJeT UCKaTh CPEIU BCEX TPYIIIL;

W /Ui OTKa3a OT NOJNUCKU IIEJKHUTE MO KHonke OTnMcaTbesi WM JIBaXAbl IIEIKHUTE IO
MOAMMCAHHOM IpyIIIIe.

5. Jlnsg mpocMoTpa TenieKoH(GEpEHIIHI ¢ cepBepa 1Mo ajpecy www.relcom.ru:

m oTKpoiire nporpammy IE;

m oTtkpoiite Web-cTpanuity mo agpecy www.relcom.ru;

B Ha OTKPBIBILEHCS CTPAHULIEC WIEIKHUTE MO cchUIke locTyn K TeJieKOH(epeHunsIM;

B Ha OTKpBIBUICHCA CTpaHUIE WIEIKHUTE 1O cchuike Hepapxuyeckuid CHHMCOK
TeJIeKOH(pepeH I N;

N Ha OTKpBIBILEHCS CTpaHuULle MEeNKHUTE 1o ccbuike fido7;

B Ha OTKPBIBILEHCS CTpaHulle WENKHUTE 1o cebuike fido7.r...;

B Ha OTKpbIBUICHCS cTpaHule wenkHuTe 1o cceuike fido7.ru.internet. OTkpoeTcsi OKHO
nporpammbl Outlook Express, 1 BB cMOXeTe MPOCMOTPETH COJIEp>KaHue ITON TelleKOH(EPEHIINH.

Jlaboparopuas pabora 16
['mobanbHas cets MuTepHet: co3nanue HTML-n0kyMeHTOB

Lens paOoThl: HAYUYUTHCS OCHOBHBIM TEXHOJOTHYECKMM omepauusiM cosznanuss HTML-

JIOKYMEHTOB CpeAICTBaMH TEKCTOBOTO mporeccopa Word.
3ananue 1

CozpaiiTe JIMYHYIO OCHOBHYIO CTpaHHUIly. BcTaBbTe B JTOKYMEHT «OETYIIYIO CTPOKY»,

rpadudecKuii 00bEKT U TUIIEPCCHUIKY Ha CYIIECTBYIOIIMIA TEKCTOBBIN (haiil.
TexHonorust paboTsl

1. Co3maiiTe IMYHYIO OCHOBHYIO CTpaHuily. JlJis 3Toro:

m oTKpoiire nporpammy Word;

B OTKPOWTE IYHKT MEeHIO Dail;

m OTKpoiiTe myHKT MeHI0 Co31aTh;

B OTKpoWTe BKJIAJIKy Web-cTpaHuubl;

m BhlienuTe 3Ha40k Mactep Web-cTtpanun u menkaute no kaonke OK;

m BbIOepuTe NyHKT JINYHAsA OCHOBHAS CTPAHMIA U LIEJIKHUTE 110 KHOIke laJee;

m BeIOepuTe TI000i CTHIIb U3 MPEANIOKEHHBIX U IIEIKHUTE 10 KHonke ['oToBo.

2. IIpocmoTpHTe MOy4YEHHYIO CTPAHUILYy M BBEIUTE B HEE HEOOXOAUMYIO MHPOPMALIUIO, 3aMEHUB
naHHble madnoHa. [{ns storo:

m BMecTO BeraBbre 3arosnoBok Hanumute Most nepsast Web-cTpanuua;

B BMECTO I10/13ar0JIOBKA BCTaBbTE CBOIO (haMUIIHIO, UMSL. OTYECTBO;

m B pazzuene CeeaeHusi 0 padore cCOTpUTE CTPOKM BBeamTe TeKCT W BMECTO HUX BBEIUTE



MH(OPMAaTHUBHEIE IaHHBIE;

B CC/IM BBl YYHTECh, 3aMCHHTE Bech paszjien CBeneHusi o padore mHPOpManmeir o0 ydeOHOM
3aBefieHUU. B 3TOM ciyuyae BblIenuTe Ha3BaHue runepccblUiku CpeneHuss 0 padoTe B OIJIaBICHUU U
Harumute CBegenns 00 yueoe;

B QHAJOTMYHO YAAJINB HEHYKHbIE, BBEIUTE HOBbIE IYHKTHI B pa3jieiac MoH KOHTAKTBI.

3. BcraBbTe B JOKYMEHT O€rymryro cTpoky. s aToro:

B BCTaBbTE MYCTYIO CTPOKY MEXKIY 3ar0JIOBKOM U MOJ3arojOBKOM CTPaHHUIIBI (ITOJIBEIS Kypcop K
KOHIly 3aroJIoBKa U HakaB kiasuiry Enter);

B OTKpOWTE MYHKT MEHIO BeraBka;

m BoIOepuTe NyHKT Berymas crpoka;

B HACTpoiiTe mapameTpsl «Oeryuieit cTpoku» U menkHure no kaonke OK.

4. Jlns toro, uToOBl BCTaBUTh HAa CTPAHHIy TpadUuecKuil OOBEKT, BBIMOIHHUTE CIEIYIOIINE
IEUCTBUS:

B BCTaBbTE IIYCTYIO CTPOKY MOCIIE NIOA3ar0JI0BKA CTPaHUILBI,

B OTKpOWTE MYHKT MEHIO BeraBka;

m BeIOepuTe MyHKT PucyHok u nanee mu6o Kaprunku, mudo U3 gaiisa (B 3aBUCHMOCTH OT TOTO,
YTO Bbl XOTHUTE BCTaBJISATh — PHCYHOK M3 KOJUJIEKUMU Tporpammbel Word Wi HMeErOIIMecs y Bac
rpaduueckue paiibl);

B BCTaBbTE Ha IyCTOE MECTO CTPOKU BbIOpaHHBIN BaMu TpadudecKuii OObEKT.

5. J1st TOro, 4TOOBI BCTAaBUTH HA CTPAHMILY THIIEPCCHUIKY Ha (haiii:

B YCTaHOBHUTE Kypcop Ha TekcTe BeraBbTe runepcchuiky B nojapasjaeie Cmcok runepecbuior;

B COTPUTE TEKCT BeTaBbTe rHNEPCCHIIKY, OCTABUB KypCOP B 3TOU CTPOKE;

m BbIIOJIHUTE KOMaHay BeraBka, I'unepcecbliika;

m Ui BbIOOpa uMeHM (aiina, Ha KOTOPBIM MOXHO MEPEXOJUTh MO T'MIIEPCCHUIKE, LIEIKHUTE 10
kHomnke O030p psanom ¢ noseM Ceszars ¢ Ppaitiom/URL;

W BHIOCpUTE CO3/IaHHBIN paHEe BaMU TEKCTOBBIN (aiin u menknute mo kaonke OK;

B [IpOBEphTE pabOTy THUIEPCCHUIKH, IIEJIKHYB MO HEW, — HAa SKpaHe JOKEH OTKPBITHCS TEKCT
Baiero (aitna;

W 3aKpOWTE ATOT (haii.

6. Ucnonn3ys wmartepuansl KpaTkoil cmpaBku, co3pgaiite rumnepcchuiky Jlata co3ganms,
YKa3bIBaIOLIY0 Ha cioBa /laTa co3aHusA B KOHUE CTPAHUIIBL.

IIpocmotpute co3nannsiii Bamu HTML-nokymeHT, BeinoiaHus komanay ®aiin, IIpocmorp Web-
crpanunbl. HTML-n1okyMeHT roto! /lanee Bbl MOKETE yKe€ CAMOCTOSITENIBHO €r0 YKpalaTh U U3MEHSTh,
U JJa)Ke [IOMECTUTh HA OJUH U3 CEPBEPOB, I MO TAKKE CTPAHULIBI BBIIEISAIOT MECTO.

2.3.7. MeTtoauka opranu3anuu padorsl B MaJbIX Tpynmax

PaboTa B MamnbIX rpymnmnax — 3TO OHA U3 CaMbIX MOMYJSAPHBIX CTPATEruii, TaK KaKk OHA JIaeT BCEM
oOyJaromuMmcsi (B TOM YHCJIE€ W CTECHUTEIHHBIM) BO3MOXKHOCTh Y4acTBOBAThH B PadOTE, MPAKTHKOBATH
HaBbIKM COTPYJHHYECTBA, MEXKIUYHOCTHOTO OOLIEHUsS (B 4YacTHOCTH, YMEHHME aKTHBHO CIIyLIaTh,
BbIpabaTeIBaTh 00IEE MHEHHWE, pa3peliaTh BO3HUKAIOUIME pasHorjacus). Bce 310 wacto ObiBaeT
HEBO3MOXXHO B OousiblIOM KoJulekTuBe. llpm opranuzanuu rpynmnoBoil paloThl, cieqyeT oOpaiiarh
BHUMaHHE Ha CIEIyIole ee acnekThl. HyxHo yOemuTbes, 4To ydamuecs OO0JIaAaloT 3HAHUSAMHU U
YMEHUSAMH, HeOOXOAMMBIMHU JUIsI BHIIOJIHEHUS IPYIIOBOro 3aaHus. HexBaTka 3HaHUI OYEHb CKOPO JacT
0 cebe 3HATh - ydYalluecs HE CTaHyT MpHIaraTh YCHJIMK JJIs BBIONHEHHS 3amanus. Hamo crapartbcs
clleNaTh CBOM MHCTPYKIMM MaKCUMaJIbHO YeTKMMH. Hamo mpemocTaBisTh rpymnme J10CTaTOYHO BPEMEHHU
Ha BBITIOJTHEHUE 33/1aHUSI.

Jlenenue oOy4aromMXCsl Ha IPYIIbl — 3TO BaKHBI MOMEHT B OpraHu3aluu paboThl B MalbIX
rpymnmnax. Crioco6oB JeneHre 00yJaronxcsi Ha TPYIIBI CYyIIECTBYET MHOXKECTBO, U OHU B 3HAYUTEIHHON
CTEIIEHH OIPEJEIIAIOT TO, Kak OyJeT NpoTeKaTh AajbHelas paboTa B rpyIIe, U Ha Kakoi pe3yabTar 3Ta
IpyIIIa BBIAJET.

CrniocoOblI esieHust 00y4JaroLXcsi Ha TPYIIIbL:

1) 1o »enanuto.



OObeauHeHHe B TPYIMIBl MPOUCXOJUT IO B3aMMHOMY BBIOOpY. 3amaHue Ha (OpMHUpOBaHHE
TPYIIIBI [0 KEJTAHUIO MOXKET J1aBaThCsl, KAK MUHUMYM, B JIByX BapUaHTaX:

Pa3nenurech Ha rpynmsl 10 ... 4enoBeK. Paznenurecs Ha ... paBHBIE TPYIIIIHL.

2) Cay4aiiHpIM 00pa3om.

I'pynma, ¢opmupyemas mo NpHU3HAKY CIy4ailHOCTH, XapaKTEPU3yeTCsl TE€M, YTO B HEH MOTyT
00BeTUHATHCA (IIpaBla, HE IO B3aUMHOMY JKEJIaHHUIO, a BOJEH Cilydasi) IeTH, KOTOPbIE B UHBIX yCIOBHAX
HUKaK HE B3aMMOJCHUCTBYIOT MEXIY co0oi b0 aaxe BpaxaytoT. PaboTa B Takoii rpymme pa3BUBaeT y
YYaCTHHKOB CIIOCOOHOCTH IPHCIIOCA0JIMBATHCS K PA3IMYHBIM YCIOBHUSIM JEATENBHOCTH W K Pa3HBIM
J€TIOBBIM TTAPTHEPAM.

3TtoT MeToll POPMHUPOBAHUS TPYIII MOJE3CH B TE€X CIIydasiX, KOTAa Nepea MpenoaBareeM CTOUT
3a7a4a HAy4uTh OOYYarOIIMXCS COTPYAHUYECTBY. B 3TOM cilyyae mpenomaBaTenb TODKEH 00anaTh
JOCTaTOYHOM KOMIIETEHTHOCTBIO B pab0Te C MEXIIMYHOCTHBIMHA KOH(IINKTAMH.

Cnoco0b! GOpMUPOBAHUS «CITy4allHOW IPYIIIBL: )KPEOHii; 00beMHEHHE TEX, KTO CUAUT PsIOM (B
OJTHOM psiy, B OJHOI IMOJIOBHHE ayAMTOPWH); C TOMOILIBI0 MMIIPOBU3UPOBAHHBIX «()aHTOB» (OAMH W3
00y4aromuxcs C 3aKpBITBIMH TJla3aMU Ha3bIBA€T HOMEpP TPYIIBI, KyJa OTIPABUTCS OOyYarolIuiicsi, Ha
KOTOPOTO YKa3bIBaeT B JJAHHBI MOMEHT MPETNOAaBaTeNb) U T.11.

3) Ilo onpeneneHHOMY MTPHU3HAKY.

Takoit mpu3Hak 3amaercs nauOO TperoaaBareieM, JTUOO0 JTIOOBIM oOydaromuMmcs. Tak, MOXHO
pa3zesnuThes O epBOi OyKBe MMEHH (TJIacCHAsl — COTJIACHAs), B COOTBETCTBHH C TE€M, B KAKOE BpeMs rojia
poauiics (Ha YeThIpe TPYIIIBI), IO LBETY IJ1a3 (Kapue, cepo-roiayonie, 3eIeHbIC) U TaK Jajee.

DTOT crocol JeseHust HHTEPECEH TeM, 4TO, C OJHON CTOPOHBI, MOXKET O0BbEAMHUTH 00yYarOIIXCs,
KOTOpPBIE JTMOO PENKO B3aMMOJACHCTBYIOT IPYT C JIPYTrOM, JIMOO BOOOIE MCHBITHIBAIOT SMOLIMOHAIHHYIO
HENPHUsA3Hb, a C JPyrod — H3HAYaJIbHO 33/a€T HEKOTOPBIH OOIIWI TNpH3HAK, KOTOPBIA COMMKAeT
00beTUHUBIIUXCA. ECTh HEYTO, YTO WX POJHUT M OJHOBPEMEHHO OTHAECISIET OT IPYTHX. DTO CO3/aeT
OCHOBY JUISl SMOLMOHAILHOTO MPHUHATHS APYT APYyra B TPYMIE M HEKOTOPOTO OTIAJICHHS OT IPYrux (1o
CYTH JieJla — KOHKYPEHIINH).

4) o BBIOOPY «IHIEPAY.

«JIunmep» B JaHHOM CiTydae MOXET JH00 Ha3HAYaThCsl MperoiaBaTesieM (B COOTBETCTBUU C LIETIBIO,
MO3TOMY B KayecTBe JHJEpa MOXKET BBICTYNaTh JIOOOH oOydaromuiics), 1TuO0 BBIOMpPATHCA
oOyvaromumucs. GopMupoBaHUE TPYI OCYLIECTBISIECTCS CaMUMH «inaepamu». Hampumep, oHM 1o
o4epeny Ha3bIBAlOT UMEHA TeX, KOTO OHM XOTeNU OBl B3SATh B CBOIO rpymmy. HaOmroneHus moKa3bIBaloT,
YTO B MEPBYIO OYEpelb «IHIEPhD» BBIOMPAIOT TEX, KTO JACHCTBUTEIBHO CIIOCOOEH paboTaTh U JOCTUTATh
pesynbrara. MHora naxke 1py:x0a 1 TMYHBIE CUMITATHH OTXOJSAT Ha BTOPOM TIJIaH.

B ToM ciywae, ecnu B ayJUTOpPHU €CTh SIBHBIC ayTCalaepsl, ISl KOTOPBIX CHUTyamus Habopa B
KOMaH/y MOXKET OBbITh UpE3BBIYAHHO OOJIC3HEHHOM, JIy4Ille WIIK HE IPUMEHSATH 3TOT CIOCO0, WK C/IeNaTh
UX TUICPAMM».

5) Ilo BEIGOPY mpenoaaBaTers.

B sToMm ciydae mpenogaBaTenlb CO3Aa€T TPYIIBI 0 HEKOTOPOMY Ba)XKHOMY Ui HErO IPU3HAKY,
pemias TeM caMbIM OIpeJeNICHHbIe nenaroruueckue 3agadd. OH MOXeT OObEeAMHUTH OO0YYaIOUIMXCS C
ONMM3KUMHU HMHTEIUIEKTYaJIbHBIMA BO3MOXKHOCTSIMH, CO CXOKHM TEMIIOM paboThI, a MOXET, HalpOTHUB,
CO371aTh paBHbIE NO cwie KoMaHnbl. [Ipu 3TOM OpraHm3aTop TPYHIOBOWH pabOTHI MOXKET OOBSICHUTH
MPUHIUN 00BEIUHEHHS, @ MOKET YHTH OT OTBETa Ha BOIPOCH! Y4aCTHUKOB 110 STOMY ITOBO/TY.

[Tpu paGote B MaJIoii TpyNIe y4auIuecss MOTYT BBIIOJIHATH CIEAYIOINE POJIH:

— (acuiiutaTop (MOCPETHUK-OPraHU3aTOP JEATEIBHOCTHU TPYIIIIbI);

— perucTpaTop (3amuchBaeT Pe3yabTaThl PAaOOTHI);

— TOKJIATUUK (IOKJIAIBIBAET PE3yIbTAaThl paOOTHI TPYIIIbI);

— JKYpHIHCT (33JaeT YTOYHSIONIME BOIIPOCHI, KOTOPbIE MOMOTAIOT TPYIIE Jy4lIe BHIMOJIHUTH
3aJjaHKe, HalPHIMEp T€ BOIIPOCHI, KOTOpasi MOriia Obl 3aJ1aTh Jpyrasi CTOPOHA B IUCKYCCHH);

— aKTHUBHBIN CITyIIaTelNb (cTapaeTcs Iepecka3aTh CBOMMH CIIOBAMHU TO, O YEM TOJBKO YTO TOBOPHII
KTO-TT0O0 13 WICHOB TPYIIIIBI, TOMOTasi CPOPMYINPOBATH MBICIH);

— HaOmoaaTens (IO0HKEH OTMEYaTh MPU3HAKH ONPENCICHHOTO TOBEICHHS, 3apaHee OIMHMCAaHHOTO
MperoiaBaTeNieM, U ONPEACTATh, KaK WICHBI TPYIIBI CHPABISIFOTCS ¢ BO3HUKAIOUIMMU IO X0y pabOThI



npobnemMaMu. OTYUTBHIBAsICh Tepel TPYIIOoi, HaOmomaTenu 00s3aHbl MPEACTaBIATh CBOU 3aMETKH B
MaKCHMaJIbHO OMMCATEILHOW U 00BEKTUBHOM popme);
— XPOHOMETPHUCT (CJICIUT 32 BPEMEHEM, OTITYILICHHBIM Ha BBIMIOJIHEHUE 3aJIaHKsI) U IPyTHE.
PexoMenanyu 1mo opranu3anuu padboThl B MATBIX TPYIIIAX:
— HeJb3s NPUHYXIATh K 0011ei padoTe 00yJaromuxcs, KOTOpbIe He XOTIT BMECTE padoTaTh,
— CJIEyeT Pa3peuIuTh padoTaTh MHAUBHIYAIEHO 00YJIarONIeMyCs, KOTOPBIA X04eT paboTarh O/IHH;
— Hemp3s TpeOOoBaTh B ayJIUTOPHH AOCOJIIOTHOW THINWHBI, TaK KaK OOydYarOUIMecs IOJDKHBI
OOMEHSTHCS MHEHUSMHU, MPEXK]IE YeM MPEIICTABUTH IIPOTYKT» COBMECTHOTO TPY/A.

3. Meroau4yeckue MarepuaJibl, onpeaejsone nNpoueaypbl ONeHUBAHUS 3HAHUI, YMEHHUI,

HAaBbIKOB IO JUCHUIIJIMHE

OOyuJaronieMycsi B XOJIe¢ W3YYCHHUS IUCIUIUIMHBI TPEJOCTaBISCTCS BO3MOXKHOCTH HaOpaTh HE
Oonee 60 OayIoOB 3a TeKyIIyI0 paboTy B cemectpe u 110 40 6ayuioB, BKIIOUUTEIBHO, Ha 3a4ETe.

Pe?;y.]IbTI/Ip}IIOHIa?[ OLCHKA ITO JUCHHUINIMHEC CKJIAABIBACTCA U3 CYMMbI 0aoB TCKYLIECTO KOHTPOJIA
U IPOMEXXYTOUHOU aTTecTauuu B popme 3auéra. K 3auéry nomyckaroTcst 00ydaromuecs, MoCeTHBIINE HE
MeHee 30% nabopaTopHbIX 3aHATUH, ¢ peUTHHroM He MeHee 30 OayIoB MO pe3yjabTaTaM TEKYIIEro
KOHTPOJISL YCIIEBAeMOCTHU. TeKyInii KOHTPOJIb 110 J1a0OPaTOPHBIM 3aHITHSM BBIITOJIHSET MPENoaBaTelb,
HpOBOI[I/IBHII/Iﬁ OTH 3aHATUA.

bamner 3a Tekynryro paboTy B ceMecTpe MO JUCHUILIMHE CKJIaIbIBAIOTCS M3 CIETYIOUINX BUIOB
JeSITeTbHOCTH CTYACHTA.

HopmaTuBbl peanu3anuu 0auIbHO-PEHTHHTOBOI CHCTEMBI

Ne JlesTenbHOCTh CTYEHTa KomnuectBo

/o UL HA4YUCIJIEHU 0aJUIOB Oa1oB

1 Brimonnenue 1abopaTOPHBIX 54
pabor

2 CamocTosTenpHas pabora 6
CTYJCHTOB
Bcero 3a cemectp (He 60Jee) 60
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