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1. IlepeyeHb KOMIIETEHIHII ¢ YKa3aHHeM 3TanoB uX (GopMUPOBaHHsI B NMpollecce 0CBOEHUsI 00pa30BaTeIbHON MPOrpaMMbl, ONHCAHUE

noxasaTeﬂeﬁ, KPUTEPUEB OLICHUBAHUA KOMIIETEHIIMH Ha PA3JTUYHBIX 3Tanax ux q)OpMI/IPOBaHI/Iﬂ, OINMCaAaHHuEC IIKAJ OHCHUBAHUA

Ilepeyenb KoMIeTeH-

IToxa3zaTenn oneHnBaHusA

Kpurepun oueHuBaHusi KOMIIeTeHIHH

Jrtansl popmMupo-
BaHHUs KOMIIETEH-

MIxaJja oneHuBaAHUA

107071 KOMITeTEeHIU N
i
CriocoObHOCTh  pemiaTh | — 3HAET MOHATHUS M MHTEP- | — 3HAET HEKOTOpble MOHATHS M HHTepdeiic HavanpHbii YZIOBJIETBOPUTEIBHO
CTaH/IapTHbIE 3agaun | (eiic TEKCTOBOTO M TaOJNHWY- | TEKCTOBOTO M TaOJIMYHOTO IPOLIECCOPOB, (61 — 75 GannoB)
npoeCCHOHATBLHOM Jies- | HOTO  IPOLIECCOPOB, MPO- | IPOrpaMMbl MOATOTOBKU IpE3eHTAaLui, oOc-
TEJIBHOCTH Ha OCHOBE | rpaMMBbl ITOATOTOBKM IIpe- | HOBHBIX IIporpamm cetu MuTepHer;
UH(POPMALIMOHHOM U | 36HTalMi, OCHOBHBIX IIPO- | — YMEET IIpU MOMOIUM MperojaBaTens Huc-
oubmmorpaduueckon rpamm cetu MHTEpHET; MOJIb30BaTh TEKCTOBBI M TaOJMYHBIA TIPO-
KYJIBTYPbl C IIPUMEHEHHU- | — YMEET HCIO0JIb30BATh TEK- | LIECCOPBI, IPOIpaMMy IOATOTOBKHM IIPE3EHTA-
eM HH(OPMAIIMOHHO - | CTOBBIA M TAOJWYHBINA TPO- | 1M1, TOUCKOBBIE cucTeMbl MHTEpHET It 00-
KOMMYHHKAIIMOHHBIX LIECCOPBI, MPOrpaMMy NOJ- | pabOTKH TEKCTOBOM, rpagMuecKo, YUCI0BOH
TEXHOJIOTUH M C y4eTOM | TOTOBKM NpPE3CHTAalMH, IO0- | M TAONMWIHON HH(DOpMAIHH;
OCHOBHBIX  TpeOOBaHUIl | HCKOBbIE cuUCTeMbl MHTEp- | — BiajeeT MO HMHCTPYKLUUHU MpenojaBares
nH(pOpMalMOHHON 0€30- | HeT 1 00pabOTKMU TEKCTO- | TEXHOJIIOTUSAMU pabOThl B TEKCTOBOM M Tab-
nacHocty (OITK-1) BOM, rpaduueckoil, 4ucio- | IMYHOM IMPOLECCOpax, B MporpaMme MOJIro-
BOM M Tabmu4yHOM WHGOpP- | TOBKU NPE3EHTAlUi, B MOMCKOBBIX CHCTEMax
Maluu, cetu MuTepuer
— BIIaJeeT TEXHOJOTUSAMHU | — 3HAET OCHOBHBIE NOHATHUA M MHTEpQeic OcHoBHOM X0po1Io

paboThl B TEKCTOBOM U Tab-
JUYHOM Ipolleccopax, B
porpaMme IMOJATOTOBKH
MpE3EHTAalNi, B MOUCKOBBIX
cucremax cetu HTepHeT

TEKCTOBOTO M TaOJIWYHOTO MPOIIECCOPOB,
MPOrPaMMBI MTOJATOTOBKH TPE3CHTAIHMA, OC-
HOBHBIX Mporpamm cetu MHTepHeT;

— YMEET CaMOCTOATEIHHO B OOJBIIMHCTBE
CIIy4aeB HCIOJH30BaTh TEKCTOBBIM M TaOIMY-
HBI TIPOIECCOPBI, MPOTPaMMy IMOATOTOBKHU
MIpe3eHTAIIH, TONCKOBBIE CHCTeMbI IHTepHET
U1t 00pabOTKHM TEKCTOBOM, rpauyecKoi, yu-
CJIOBOI M TabNnyHON HHPOpPMAIUH,

— BJIAJICET CaMOCTOSTEIHFHO B OOJBIIMHCTBE
CIIy4aeB TEXHOJOTUSMHU PabOTHI B TEKCTOBOM
U TaOJIMYHOM TIpoIeccopax, B MpOrpamMme
MOTOTOBKH MPE3CHTAINM, B IOMCKOBBIX CHC-

(76 — 90 6amnoB)




IlepeyeHb KOMIETEH-
119707

IToka3zaTenn oneHNBAHUSA
KOMIIeTeHIN

KpnTeme OIlCHUBAHMSA KOMIIETEHIIHI

dranbl popmMupo-
BaHMs KOMIIETEeH-
1107071

HIxaJjia oneHUBAHUA

TeMax ceTu MHTepuer

— 3HAeT MOHATUS U MHTep(]EeNC TEKCTOBOro U
TaOJIMYHOTO TMPOLECCOPOB, MPOTPAMMBI IO/~
TOTOBKH IIPE3EHTAlMil, OCHOBHBIX NPOTrpamMm
cetu nTepHer;

— yMEeT UCHOJb30BaTh TEKCTOBBIA U TaOINY-
HBI TIPOLECCOPBI, MPOrpamMMy IOATOTOBKHU
IIPE3EHTALMM, TOMCKOBBIE CUCTEMBI MIHTEpHET
it 00pabOTKH TEKCTOBOH, TpaduuecKoi, un-
CJIOBOM M TaOJIMYHON MHPOPMAITUH,

— BJa/IeeT TEXHOJOTHSIMH PabOThl B TEKCTO-
BOM M TaOJIMYHOM IIpOLIECCOpPax, B MPOrpam-
M€ IOATOTOBKHM IPE3EHTAlNH, B MOMCKOBBIX
cucremax cetu MHTepHer

3aBepluaronui

OTJIMYHO
(91 — 100 Gamwos)

CnocoOHOCTh UCHOJIB30-
BaTh JUIs pELCHHs aHa-
JUTUYECKUX U HCCIEH0-
BaTEeNbCKUX 3a1ad  Co-
BpPEMEHHBIE TEXHHUECKHUE
cpeacTBa U MHpOpMaLU-
onnble TexHosoruu (IIK-
8)

— 3HAeT COBPEMEHHbIE TEX-
HUYECKHE CPEACTBA M TEX-
HOJIOTUU pabOThl B TEKCTO-
BOM M TaOJIMYHOM TMpOIlec-
copax, B IporpaMme MmoJjro-
TOBKHM IPE3EHTAlU, B CETH
WHtepHer;

— YMEET MCMOJIb30BaTh TEK-
CTOBBIM U TAOJIMYHBIN MPO-
LIECCOpbl, MPOrpamMmy MoOJ-
TOTOBKHM TMPE3EHTAlU, MO-
HCKOBBIE cucteMbl HWHTep-
HET JUTsl pelieHusl aHaJTuTH-
YECKUX U HCCIIe0BaTENb-
CKHUX 3aJad;

— BIJIAJICET TEXHOJIOTUSAMU
paboThl B TEKCTOBOM U Tabd-
JUYHOM TMPOLECCOpax, B
porpamme MOATOTOBKH

— 3HAET HEKOTOPhIE COBPEMEHHBIE TEXHHYE-
CKHE CPEJICTBAa U TEXHOJOTHUHU PabOTHI B TEK-
CTOBOM W TaOJWYHOM IMpoOIlecCcCopax, B IPO-
rpaMMe IOATOTOBKM IIPE3CHTalUl, B CETH
WHrepHer;

— yMmeeT Ipu TNOMOIIM NpPenoJaBaTess HcC-
MOJIb30BaTh TEKCTOBBIM W TAOJWYHBIN TPO-
LIECCOPBI, TPOrpaMMy MOJATOTOBKH IPE3EHTa-
LM, TOMCKOBbIE cUCTeMbl WHTEpHET [is
pEILLECHNST AHATUTUYECKUX U UCCIEA0BATEIb-
CKHX 3aJ1ay;

— BJIaJIe€T OTACIbHBIMHU TEXHOJOTUSIMU pado-
Thl B TEKCTOBOM M TaOJIMYHOM MpPOIecCcopax,
B IIpOrpaMMme MOJATNOTOBKHM IIPE3EHTALNM, B
MOUCKOBBIX cHUCTEMax cetu HWHTepHeT s
pEILIECHNS] AHATIMTHYECKUX WU MCCIEN0BATENb-
CKMX 3aJ1a4

HauaneHEbI

YIOBJIETBOPHTEIHLHO
(61 — 75 6asmmoB)

— 3HAaCT OCHOBHBIC COBPEMCHHBLIC TCXHHUYC-
CKHEC CPCACTBA U TCXHOJIOTHHU pa6OTBI B TCK-

OcHOBHOM

XOPOLIIO
(76 — 90 6aoB)




IlepeyeHb KOMIETEH-
119707

IToka3zaTenn oneHNBAHUSA
KOMIIeTeHIN

KpnTeme OIlCHUBAHMSA KOMIIETEHIIHI

dranbl popmMupo-
BaHMs KOMIIETEeH-
1107071

HIxaJjia oneHUBAHUA

MPE3EHTALNI, B TOUCKOBBIX
cuctemMax ceru IHTepHeT
JUISl PELICHUS aHAJIUTHYE-
CKHX M HUCCIIEI0BATEIbCKUX
3a1a4

CTOBOM M TaOJMYHOM IIpolleccopax, B IMpPo-
rpaMMe MOATOTOBKM NIPE3CHTAallui, B CETH
WHrepHer;

— YMEET CaMOCTOSITEIIPHO B OOJBITUHCTBE
CJIy4aeB MCIOJIb30BaTh TEKCTOBBIN U TaOIN4-
HbI MPOLIECCOPHI, MPOrpaMMy MOJATOTOBKH
MPE3EHTAlMI, MMOUCKOBbIE cUCTEMblI HHTeEp-
HET ISl pelieHUs] aHAIMTHUYECKUX M HUCClie-
JIOBaTCILCKUX 3a1ad4,

— BJIQJICET OCHOBHBIMH TEXHOJIOTHSIMHU pPabo-
Thl B TEKCTOBOM M TaOJIMYHOM MpoIeccopax,
B IpPOrpaMme MOATOTOBKU NPE3CHTaluil, B
IOUCKOBBIX cUCTeMax certh HWHTepHEeT s
pEILlICHHs] AHATIMTUYECKUX U MCCIIeI0BaTENb-
CKHX 3a7a4

— 3HaeT COBPEMEHHbIE TEXHUYECKHUE CPEJCTBA
U TEXHOJOTUU pabOThl B TEKCTOBOM U Tald-
JIMYHOM TIpOLECcCOopax, B MpOrpaMme MOJAro-
TOBKM MpE3€HTaluM, B ceTu IHTepHerT;

— YMEET HCIOJIb30BaTh TEKCTOBBIA M TaOINY-
HBI TIPOILIECCOPHI, TMPOrpamMMmy MOJATOTOBKH
MPE3EeHTAlNM, TONCKOBbIE cucTteMbl MHTEp-
HET ISl PEIICHUs] aHATUTUYECKUX U HCCIIe-
JIOBaTEIbCKUX 3a/1a4,

— BIIQZICET TEXHOJOTUSIMH PAOOTHI B TEKCTO-
BOM U TaOJMYHOM TIpoIleccopax, B Mporpam-
M€ TIOJITOTOBKH TIPE3EHTAI[Ui, B MOMCKOBBIX
cucteMax cetu VHTEpHET aisi peuieHus: aHa-
JINTUYECKHUX M MCCIIEIOBAaTEIbCKUX 3a1a4

3aBepLaronuii

OTJINYHO
(91 - 100 6amoB)

CriocoOHOCTH HCIIOIBL30-
BaTb I peIHeHI/IH KOM-
MYHUKAaTUBHBIX  3aj1a4
COBPEMEHHBIE TEXHHUYE-

— 3HAET COBPEMEHHBIE TEX-
HUYCCKUC Cpe)ICTBa n TCX-
HOJIOTUU PabOTHI B TEKCTO-
BOM M TaOJIMYHOM IPOIIEC-

— 3HAET HEKOTOPbIE COBPEMEHHBIE TEXHUYE-
CKHE CpPEJICTBA M TEXHOJOTUHU PabOTHI B TEK-
CTOBOM M TaOJMYHOM IMpoleccopax, B IMpPo-
rpaMMe TOATOTOBKM NPE3EHTAIMi, B CETH

HauanpHEbIH

YIOBJIETBOPHTEIHHO
(61 — 75 6ammoB)




IlepeyeHb KOMIETEH-
119707

IToka3zaTenn oneHNBAHUSA
KOMIIeTeHIN

KpnTeme OIlCHUBAHMSA KOMIIETEHIIHI

dranbl popmMupo-
BaHMs KOMIIETEeH-
1107071

HIxaJjia oneHUBAHUA

CKHe cpe/cTBa U WHGOp-
MAaIlMOHHBIE TEXHOJIOTHUH
(TIK-10)

copax, B IporpamMme MmoAro-
TOBKHU MPE3EHTALINI, B CETH
WNHutepHer;

— yMEeT UCMOJIb30BaTh TEK-
CTOBBIN M TaOTWUYHBIN MPO-
LIECCOPBI, TPOrpaMMmy MOJ-
TOTOBKM IIPE3E€HTallUH, I10-
HUCKOBbIE cucTeMbl HWHTEp-
HET /Ui PEIICHUs] KOMMY-
HUKATHUBHEIX 3aJ1a4,

— BIIAJICET TCEXHOJIOTHIMH
paboTHl B TEKCTOBOM M Ta0-
JUYHOM TMPOIECCOpax, B
porpamme IMOJATOTOBKH
MpPE3EHTAalN, B TOUCKOBBIX
cucteMax cetu HMHTepHer
JUTSl pEIIeHHs] KOMMYHHUKa-
TUBHBIX 33124

WNHrepHer;

— YME€eT IpU IOMOIIM IPErnoAaBaTeNsl HC-
MOJIb30BaTh TEKCTOBBIM W TaOIWYHBIA MPO-
LIECCOPBI, TPOrpaMMy MOJATOTOBKHU IIPE3EHTa-
LM, IOMCKOBBbIE cuUCTeMbl WHTEpHET s
peuieHuss KOMMYHUKATUBHBIX 3a7a4;

— BIAJCET OTACIbHBIMU TEXHOJIOTHSAMHU Pabo-
Thl B TEKCTOBOM U TaOJIMYHOM TMPOIIECCOPAX,
B IpPOrpaMMe MOJATOTOBKH IPE3CHTALMM, B
IIOUCKOBBIX cucTeMax ceth HMHTepHer s
pelIeHNs] KOMMYHUKATUBHBIX 3a/a4

— 3HAeT OCHOBHBIC COBPEMEHHBIE TEXHHUYE-
CKHE CPEJICTBA U TEXHOJOTHUU PAOOTHI B TCK-
CTOBOM M TaOJIMYHOM IIpoleccopax, B IMpPo-
rpaMMme MOATOTOBKM TNPE3EHTAIMi, B CETH
HNurepner;,

— YMEET CaMOCTOSITEIbHO B OOJBIINHCTBE
CIIy4aeB MCIOJ30BaTh TEKCTOBBIN U TaOIM4-
HBI TIPOIIECCOPBI, MPOTrpamMMy TMOJATOTOBKH
MpEe3eHTAallNi, MOUCKOBbIE cucTteMbl MHTEp-
HET JUIsl pelIeHrss KOMMYHUKATUBHBIX 3a71a4;
— BJIaJIeeT OCHOBHBIMU TEXHOJOTHSIMHU pado-
THl B TEKCTOBOM M TaOJMYHOM MPOIECCOPaX,
B MpOrpaMme MOATOTOBKHU Mpe3eHTalui, B
TOMCKOBBIX cHCTeMax ceTu MHTepHeT s
penieHns: KOMMYHUKATUBHBIX 3a/1a4

OcHOBHOU

XOPOIIIO
(76 — 90 6asoB)

— 3HAET COBPEMEHHBIC TEXHUYECKHUE CPEICTBA
U TEXHONOTUU PaboThl B TEKCTOBOM M Tal-
JUYHOM Mpoleccopax, B MPOrpaMMe IMOAro-
TOBKH Mpe3eHTanuM, B cetu luTepHer;

— YMEET UCI0JIh30BaTh TEKCTOBBIA U TaOINY-
HBI TIPOLIECCOPBI, MPOrpamMMmy MOJATOTOBKH
MpE3EHTAalNM, MOUCKOBBIE CHCTEMbl MHTep-

3aBepiaronui

OTJIINYHO

(91 - 100 6amnoB)




IlepeyeHb KOMIETEH-
119707

IToka3zaTenn oneHNBAHUSA
KOMIIeTeHIN

KpnTepnn OIlCHUBAHMSA KOMIIETEHIIHI

dranbl popmMupo-
BaHMs KOMIIETEeH-
1107071

HIxaJjia oneHUBAHUA

HET /ISl peLIEHNs] KOMMYHUKATUBHBIX 33]1a4;
— BJIaZICET TEXHOJOTMSIMHU pabOThI B TEKCTO-
BOM M TaOJMYHOM IPOLIECCOPAX, B MPOrpam-
M€ IOATOTOBKHM IPE3EHTALMM, B MOMCKOBBIX
cucreMax cetu MHTepHeT U1 peleHus KOM-
MYHHMKATUBHBIX 33Ja4




2. MeTtoanuyeckne MaTepuajbl M THIIOBbIE KOHTPOJIbHbIC 32/1aHUSI, HEOOXOAUMBIE /5 OLleH-
KH 3HAHUI, YMeHMii, HABBIKOB M (MJIM) ONBITA JeSATeJLHOCTH, XapaKTePU3YIOIIUX 3Tanbl GopMu-

poBaHus KOMIIeTEHIINii B nmpouecce 0OCBoOCHUSA oﬁpasonaTe.m)Hoizi NMporpaMmmal

2.1. TunoBbIe KOHTPOJIbHBIC 3a1aHUS, HCITIOJIb3YEMbIE JI IPOBECACHHUS BXOJAHOI'0O KOHTPOJIsA

1. B nporpamme MS Word nabepute TekcT: «PenakTupoBaHHe TEKCTOBOrO JoKyMeHTa. [Ipu BBO-
JIe TEKCTa C KJIaBUATYPbl MOTYT BKPACThCsl OMMOKU. Bce BO3HHKAIONIME ONMIMOKH MOYHO pa3/IeuTh Ha
TPH THIMA: JIUIIHUN CUMBOJI, HEBEPHBI CUMBOJI, MPOIYILEHHBIM cUMBOJ. [l ycTpaHeHUs! OMHUOOK Hc-
MOJIB3YIOTCSI COOTBETCTBYIOIIME TEXHOJIOTHH: yIaJeHHe, 3aMeHa, BCTaBKa. [I[puMeHeHe IepeunCICHHBIX
METOJIOB MTOMOXET BaM OTPEAAaKTHPOBaTh BBEAEHHBIN TekcT. [locne ycTpaHeHus: omMOOK TEKCT MOXKHO
MCIIOJIb30BATh JJISI CO3/IaHUS TEKCTOBOTO IOKYMEHTA. )

Odopmute 3arosoBoK MOITYKHUPHBIM HipudToM pasmepoMm 14 mo mnentpy. OCHOBHOI TEKCT pas-
OeiiTe Ha TpH ab3ara. B kaxa0M MpeI0KeHUH BBIICTUTE TIIaroJibl MO T4epKHYThIM mpudToM. Crenaiite
oOpamiieHue JTBOMHOW JTMHHEW M TOHUPOBKY TEKCTa 3€JCHBIM I[BETOM. YCTAHOBUTE BBIPABHHUBAHHUE I10
LIMpUHE. Y CTaHOBUTE OTCTYIIBI: cripaBa — 1,4 cM, cieBa — 2 ¢M, IepBOM CTPOKU — 1 cM. YcTaHOBUTE MEXK-
CTPOYHBII HHTEpBAN 2 JIUHUU.

BcraBbTe B JOKYMEHT TOTOBYIO KQPTUHKY C H300paKEHUEM KOMITHIOTEPA.

2. B nporpamme MS Word co3paiite u HanedaTaite TabIuIly, Te OTPaXKEHbI HEOOXOAUMbBIC BaM
CBEJICHHS O BAIIUX JPY3bIX U 3HAKOMBIX, HAPUMEP Qamuivs, UMs, aapec, Homep TenedoHa, IeHb POxK-
JICHUS U TIp.

3. Cosmaiite B mporpamme MS EXxcel Tabnuiy pacdera cTOMMOCTH BCEX MPOAYKTOB, HCIIOJIb3Ye-
MBIX JJI IPUTOTOBJICHUS 3aBTpaka, 00ea 1 y>KMHA B JOME OT/IbIXa (Ha OJIHOTO YEJIOBEKa).

4. Cosmaiite B mporpamme MS EXxcel Tabnuiry ycreBaeMoCTH HECKOJNBKHX YYCHHKOB IO Pa3HBIM
npenmMeram. [IpeacraBpTe JaHHBIC B BUE TUATPAMMBI.

5. Otkpoiite ¢aiin «Buenpenne HUT B oOpazoBanue». [Ipounraiite Texct. Co3gaiite npe3eHTa-
U0 U3 4 caiiioB, UCTIOB3Ys MA0IOHBI 0popMiieHHs, 3P (HEKTH aHUMAIIUK, CMEHY CIIaliI0B.

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

2.2. TunoBbie KOHTPOJIbHBIC 3aJlaHUsI, UCIIOJIL3YEMBIC JIJIA HpOMe)KyTO‘-IHOﬁ aTrrecranum 1mno
AUCHHUIIJINHE

2.2.1. IlpuMepHbIii epeyeHb BONPOCOB K 3a4eTy

1. Buasl HHCTpYMEHTAIbHBIX CPEJCTB HH(POPMAIIMOHHBIX TEXHOJIOTHA, UCTIONIb3yeMbIe JUIs 0Opa-

O0TKH TEKCTOBOM MH(OPMAaLIUH.

Kputepuu 11 BbIOOpa NporpaMMHBIX TPOAYKTOB C II€NbI0 HOATOTOBKU TEKCTOBBIX JIOKYMEHTOB

B o(hrice KOMITAaHWH.

Bo3MokHOCTH TaOIMYHOTrO Mpoleccopa A aHalu3a U yIpaBIeHHUs JaHHBIMHU.

[Tonstue npezenrannn. Haznauenne u ocHoBHbIe pyHKIH MS PowerPoint.

Co3pnanue u opopmieHue ciaiina. Hactpoiika aHuMaIum 3J1€MEHTOB Cllaiiia.

Hactpoiika nepexonoB mMexay ciaiiiamu. [IpocMoTp cinaiios.

JleMOHCTpanys Mpe3eHTal .

OcHOBHbBIE KOMIIOHEHTHI HH()OPMALIMOHHBIX U TEJIEKOMMYHUKALMOHHBIX TEXHOJIOTUH.

OCHOBHBIE KOMITOHEHTBHI alllIapaTHOTO 00eCIeYeHUs TeIEKOMMYHUKAIMOHHBIX BBIYMCIUTEIbHBIX

cereil.

10. Bo3M0OHOCTH II100aIbHBIX CETEBBIX TEXHOJIOTHMA B Pean3alui MeKIyHAPOIHOW HIKOHOMHY e-
CKOH JeSTENbHOCTH.

11. OcHOBHBIE HACTPONKH IPOrPaMM JIEKTPOHHOM MOYTHI AJIs1 OCYIIECTBICHUS KOMMYHUKAIIUH.

N
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2.2.2. [lpumepHoOe 3a1aHKe HA 3a4eT

bumner Ne



1. OcHoBHbIe dTanbl coznanus bJI.

2. JleMOHCTpalus mpe3eHTal|H.

3. B mporpamme MS Excel nabpaTp Tabnmily ¥ paccuuTarh MO yKa3aHHbIM (GOpMyJiaM JUis TISITH
yenoBeK. ['padsl 3 1 7 BhIBECTH Ha SKpaH C OJJHUM 3HAKOM IOcIie 3amsToi. Bee ocranbhble rpadsl ¢ 1BY-
M3 3HaKaMH I10CJIE 3aIATOM.

Pacuet 3apaboTHoO# m1aThl OpHrasr No

. . o 1 S D
g 5 5 S = z Z
A = o = — O = qm
o K /M = %;—Q = = =
2 o ) Q =S¢ = Y =
) o = < S < 3 =
© = fac| § o S = rc
= o T = =) = =) S
= ) ; O o = O o < T = ®
= = = = o ;S ) & o 2
= o | & = S H oz Q| &= 3 < O )
S| 58| 8|8|E8 |32 | 5|88 58|58 |EC%
ol < o <
21650 |Es |&|F |8 | &7 | 2|28 |5 | %3 =3 &
1 2 3 4 5 6 7 8 9 10 11 12
1
2
3
4
5
Hroro: > 2 D ). > > D

I'padwr 1-4, 7, 11 SBASIOTCS UCXOMHBIME JAHHBIMU M BBOASTCS B TaOIHITy ¢ KJIaBUATyphl. Takxke
He00X0IMMO BBECTH JIOOYIO0 CyMMY B KIETKY sl OOILEH 3apIuiaThl.

[Hauncneno moBpemenHo| = [Tapuduas craBka] * [Yacsi]
[Kon-Bo 6amnos] = [Hauncneno noBpemenHo| * [PacuerHblil ko3 puuneHT 3¢ppekTuBHOCTH |
[Koadhdurment pacnpenenenus ocrarka] = [O6rmas 3apruiara Ha 6purany] : [2 (Kos-Bo 6amios)]
[Hons xaxmoro wiena Opuransl| = [Komn-Bo 6amios] * [Koaddunuent pacnpenenenus ocrarka)|
[UToro HauucneHo 3a oTpabotanubie yachl| = [[lomnst kaxkmoro uineHa Opuraasi| + [[lomnaara HecoBepIieH-
HOJICTHUM].

4. Cnenaiite pucyHOK B rpaduueckoM peAakTope W 3aapXuBUpYiHTe ero. Hamummre mucbmMo Ha
cBOOO/IHYIO TeMy B TeKCTOBOM Ipoueccope. Co3naiite cooOuienne 0e3 tekcra. [lomecture B Hero cos-
naHHbIe (aiyIbl ¥ OTOLUIUTE MUCHMO CaMOMy cebe.

2.3. MeToanueckue MaTepuaJibl 1 TUMMOBBIC KOHTPOJIbHBIC 3aJlaHUl, UCIIOJIB3YEMbIE /IJIH TE-
Kylmiero KOHTpoJs mo IMCuminJanHe

2.3.1. MeToauyeckue MaTepuajbl, HCIOJb3yeMble ISl TEKYIero KOHTPOJIsI 3HAHMIA 1O A C-

LHUIIHHE
HaumenoBanmue one- Kparkas xapakrepucruka oueno4noro | IlpeacrasiieHue o1ieHOYHOIO
HOYHOI0 CpeacTBa CpeACTBA cpeacrsa B onjae
KoHTtponbHsIi onpoc KoHTponbHbIl 0npoc — 3T0 MeTo1 oLeHKH | [IpumepHsbIii nepeyeHs BOIpo-

YPOBHSI OCBOEHHUS KOMIIETEHIIMI, OCHO- | COB K 3aU€Ty M 3K3aMEHY
BaHHBIM Ha HEMOCpeACTBeHHOM (Oecena, | Bompockl, BRIHOCHMBIE Ha ca-
WHTEPBBIO) WM OMOCPEIOBAHHOM (aHKE- | MOCTOSITEIbHOE U3yUeHUE

Ta) B3aUMOJCHCTBUU TperojaBareias u | 3aJaHusl I CaMOCTOSTEIIHbHOM
cTyzaeHTa. MICTOUHUKOM KOHTPOJISl 3HAaHUH | paboThI

B JIAHHOM CJIy4ae CIYXUT CJIOBECHOE WJIU
MMUCbMEHHOE CYXKJICHHE CTYJICHTa

3ammra  nabopaTtopHoilt | JlaGopaTopHBIe TPaKTUKYMBI OJIUH U3 BU- | JJabopaTopHbIe pabOTHI
paboThI JIOB CAMOCTOSITEIIbHBIN MPAKTUYECKOU pa-
00THI CTyneHTOB. llenpio mabopaTopHBIX




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

MIPAKTUKYMOB SIBIISIETCS YIiyOJeHue U 3a-
KpeIUIEHUE TEOPETUYECKUX 3HAHUN U pa3-
BUTHE MPO(ECCHOHANBHBIX YMEHUN U Ha-
BBIKOB

HOMaH_IHee 3aJaHuc [[OM&HIHI/IG 3alaHusd — OJHa N3 OCHOBHBIX I[OMaI_HHI/Ie 3aJaHus

bopM camocToATeNbHOI paboTHI CTYyACH-
TOB, HaIlpaBJIEHHAsl HA YCBOEGHUE U 3aKpe-
IJICHUE TIOJIYYCHHBIX 3HAHUN Ha 3aHATHU-
SIX.

2.3.2. Bonnpockl, BHIHOCHMBbIE HA CAMOCTOSITEIbHOE U3yUeHHne

Paznen 1. MapOpManinOHHBIE TEXHOJIOTHH 00pab0TKH NH(OPMAIIHH.

Bompocsr:

1. 'npopmaninoHHbIE TEXHOJIOTUM KOMMEPYECKON WM J1€710BOM TpaduKu.

2. InopMaIimoHHbIE TEXHOJIOIMU MILTIOCTPATUBHOM rpaduky.

3. UndopmaininoHHble TEXHOJIOTUN HAYYHOU rpaduku.

4. ApxuBupoBanue ¢aiisioB. [IporpaMMbl apxuBarum.

5. CpencTBa MILTIOCTPATUBHONW UM MaTeMaTUYeCKON TpaUKH, BKIIOUEHHbIE B O(UCHOE MPHIIOKE-

mue MS PowerPoint.

6. PexxuMbl IpOCMOTpa Npe3eHTALNH.

7. Buapl rpaduyeckux 00bEKTOB, KOTOPhIE MO’KHO BCTaBUTh B CAi.
8. JloOaBieHue 3ByKa B Cilai.

9. Beibop nu3aiiHa mpe3eHTanuu, TeMbl, ohopmiieHue QoHa.

10. ITonsitue OLE-TexHomorus.

Paznen 2. BBenieHne B ceTeBbie TEXHOJIOTHH.

Bomnpocsr:

1. CereBbie TeXHONIOTMH 00paOOTKH TaHHBIX.

2. IIpuHIMIIBI OpraHU3alUU BBIYUCIUTEIbHBIX CETEH.

2.3.3. 3aganus 1J19 CaMOCTOSITEIbHOM PadoThI

Paznen 1. MadopmalimoHHble TEXHOIOTMHA 00pabOTKH MHPOPMALIUH.
[Ipaktuueckoe 3amanue Ne 1 «TexHomormm 00pabOTKM WHGOPMAIMH, PEIICHHE 3a1ad B IJIEK-

TPOHHBIX Ta6J'II/II_IaX)).

[lenb paboOTHI: MPHOOPETEHHE HABBIKOB MCIIOIBb30BaHUs 3JICKTPOHHBIX Tadbmuin MS Excel s pe-

MCHUA OKOHOMHUYCCKUX 3a4a4.

[Topsimox paboThI:

1) B nporpamme MS Excel otkpoiiTe HOBYIO pabouyro KHUTY.

2) lepenmenyiite padounii Jlucml B 3apniama, Jlucem2 8 Copmuposka.
3) Beeaute 3aroyioBKU CTOJIOIOB.

A B C D E F G H
Ne n/n @©.1.0. Tab. Homep |OTaen JOMKHOCT Hauwcneno |Ynepwsao |K ebigave
M AA. 11043 3
Cniopos B.B. 11028 1]
MeTpos N.M. 11044 2
Anekcees P.M. 11036 1]
LWrarep E.A. 11017 3
Cwnopos M.1. 11014 1]
Cane P.O. 11025 2|
9 MpoTtacoe M.A. 11019 1|Hau. otgena 6450
10 MeTtpos H.W. 11018 2|Hau. otpaena 6840
2
3
3
1
1
3
2
1

WHxeHep 3850

bByxrantep 4500
CT. MHKeHep 4200

Byxrantep 4450

Hau. otgena 6200

1
2
B
4
&
6
7 3am. AMperTopa 7600
8

3am. gupekTopa 7480

w oo [~ o v & |w |-

11 10| MuHuyk KK, 11033 WHxenep 3460
12 11|Muaunedko 0.4, 11012 WHmeHep 3950
13 12|Metpos C.B. 11022
14 13|Ocuua N.4. 11045
15 14|/lbsoe Q.M. 11023
16 15|Ko3nos E.W. 11010
17 16|Kupunnos A.M. 11002
18 17|boHaapenko ALA. 11009

WHmeHep 3740
Pedepent 2800
CT. Byxrantep 7200
WHmeHep 3600
CT. MHxeHep 4100
LupexTop 9850




4) J1st BBOJIa JAHHBIX B TAOJHUILY BOCIIONB3YHTECh DOopMotl, i ITOTO:

— BBIJICJIUTE JI00YIO SYEHKY 3aroIoBKa TaOJINIIbI;

— BeIOCpHUTE = Popma,

— BHECHUTE JJaHHBIE O Ka)KJIOM COTPYIHUKE B COOTBETCTBYIOIINE «OKOIIKUY, HAXKMUTE Jobasumy;

— TIOCJIE€ BBOJIA MOCJICIHEH 3aITMCH HAXKMUTE KHOIIKY 3aKpblmb.

5) 3anoHMUTE MYyCThIC TUCHKH (yaepKaHue cocTaBiser 14 %).

6) Jlnst manubIX cTONONOB Hauucneno, Yoepowcano, K evidaue pUMEHUTE JACHEXKHBIH (Gopmar ¢
pa3aenuTeneM ThICSY.

7) Oopmute TaOIUILY IO CBOSMY YKEJIAHHIO.

8) Haiigure, ucnons3ys Asmoguabmp, 3alUcH 0 COTpyIHHKaX ¢ 3apmiaToi Hike 4000 py6. Cko-
MUPYHTE pe3yNbTaThl IOUCKA U TOMECTUTE UX IOl OCHOBHOW TaOIHIIeH.

9) Haiigure 3amucu o coTpyaHuKax 1-ro oraena. CKOMUpPYyHTE pe3yIbTaThl MOUCKA M ITOMECTHTE
UX TOCTIe Pe3yIbTaTOB BBHITIOJHEHHUS ITYHKTA 8.

10) Haiinute 3anucu 0 COTpYyAHHKAX 2-r0 OTZAesa, Y KOTOPBIX CyMMa K BbIJaue HaXOJUTCS B Ipe-
nemnax ot 2000 py6. mo 4000 py0. CkonupyiiTe pe3yibTaThl IOMCKA M MTOMECTUTE UX MOCIE Pe3yIbTaTOB
BBITIOJTHEHUS TYHKTA 9.

11) Haiinute Bce 3amucu 00 MHXKEHepax, (aMUIINU KOTOPBIX HaunHatoTCs Ha OykBy «I1». Ckomnu-
pyiiTe pe3yabTaThl MIOMCKA U IOMECTUTE UX MOCIE Pe3yIbTaTOB BHIMOIHEHHS MTyHKTa 10.

B nynkrax 12-14 ckonupyiiTe noixy4eHHbIE pe3yiabTaTbl COPTUPOBKU Ha tuct Copmuposka. Oc-
TaBISIHTE MKy TabIUIaMu 2 CTPOKHU.

12) OrcoprupyiiTe naHHbIE TaOIMIbI IO ABYM Kitodam: Omoden (1m0 Bo3pactanuio), @.M.0. (1o
BO3PACTaHHUIO).

13) OrcoprupyiiTe JaHHBbIC TaOMMIBI 1O ABYM Kirouam: Omoen (1o yOwiBauuto), Hauucaeno (1o
yOBIBaHHUIO).

14) OtcoprupyiiTe JaHHBIC TAOMHIBI MO TpeM Kitodam: a) Omoen (10 Bo3pacTaHuio), Joic-
Hocmy (110 Bo3pacTtanuio), @./.0. (o Bo3pactanuio); 6) Omoen (o yowsiBanuio), /forsxwcnocms (Mo yObI-
BaHMIO), 1ab. Homep (TI0 yOBIBAHUIO).

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

16) CoxpaHuTe JOKYMEHT N0l UMEHEM Pacuem 3apniamul.

[Tpaktnyeckoe 3ananue Ne 2 «Co3nanue mpe3eHTally, MOATOTOBKA COOOIIEHHs MO TeMe U Jie-
MOHCTpAIUs [0/ YIPABIECHUEM JOKIATUUKA.

[lenp paGoOTHI: MOBTOPEHUE TEOPETUYECKOM yacTh y4eOHOro MaTepualia MO OTAENIbHBIM TeMaM
Kypca, 3aKperuIeHHe HaBbIKOB CO3/IaHus Mpe3eHTanuii B npuioxxenun MS PowerPoint.

[Topsimox paboOTHI:

1) OTtkpoiite HOBBII JokyMeHT MS PowerPoint.

2) Brioepute komanny Cozdams craud, Beioepute mabion [Iycmou cratio.

3) Beigenute miabioH u opopMuTe 3aNKUBKY (oHA Cliaiiia.

4) TTocnenoBaTenbHO BCTaBbTE Tpaduyeckue 0ObEKTHl B IMAOIOHBI CIAIIOB, OTPETYIHPYHTE HX
pa3Mepbl, HACTPOWTe N300paKEeHHE.

5) [NocnenoBaTenbHO BBEUTE TEKCT B MIA0JOHBI CIIAMI0B, HACTPOUTE N300pakeHHE.

6) BeiOepuTe pexxrMbl CMEHBI (TIepexo/1a) CIIaiiIoB Ha dKpaHe, 33/1aB:

— 3ByKOBBI€ 3((EKThI Epexoa CIaifi0B;

— 3¢ (}EeKTh aHUMAIUN KaK CaMHX CIAiI0B, TAK U UX OOBEKTOB;

— BpeMsI B aBTOMaTHYECKOM PEKUME.

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

8) 3amycTHTe Ha BBIMOJHEHHUE CIAWI-QHILM B PEKUME MPE3CHTAIMU M OTPETYJIMPYHTE BpEMCH-
HbI€ HHTEPBAJIbI TOKa3a CcIainoB, 3PPeKThl aHUMaIlUU U 3BYKa.

9) 3amycTHTe Ha BBIMIOJHEHUE CIAlI-PHIEM B PEKUME IEMOHCTPAIUH.

Pasnen 2. BeeneHue B ceTeBbIe TEXHOJIOTUH.

[Mpaktuyeckoe 3amganue Ne 3 «Co3anue coOCTBEHHOTO caiita ¢ momoisio nporpamMmmel MS Word,
MS PowerPoint».

Llens paboThl: mpuoOpeTeHNE HAaBBIKOB co3manusi mpocThix Web-moxymenroB cpencrBamu MS



Word u MS PowerPoint.
[Topsimox paboThI:
1) B mporpamme MS Word co3aaiiTe TUUHYIO OCHOBHYIO CTPaHHUILY.
2) 3aMeHHTE TaHHBIC Ma0I0HA HY)KHOM BaM HH()OPMAIUCH.
3) BcraBbTe B TIOKYMEHT «OCTYILYIO CTPOKYY.
4) BcraBbTe B IOKYMEHT COOTBETCTBYIOIINN TpaduuecKuil 00bEKT.
5) BcraBbTe B IOKYMEHT TMIIEPCCHUIKY Ha TEKCTOBBIH (haiiil, HaXO/SIIUICS Ha )KECTKOM JIUCKE.
6) BcraBbTe B TOKYMEHT THIIEPCCHUIKY [lama cozoanust.

2.3.4. TecTsl MO TUCHUILIMHE

1. TexcToBBIi1 Mpoleccop — 3TO Mporpamma Jyis. ..
1) BBOz1a, peakTHPOBaHus U (popMaTHPOBAHUS TEKCTA;
2) cozpanus U MoAM(HUKAIUU TpapuIECKHX 00HEKTOB;
3) xpaHeHus 1 00paOOTKH JaHHbBIX, MPEICTABICHHBIX B TAOJMYHOM BH/IC;
4) xpaHeHus ¥ 00pabOTKH OOJIBIINX 00BEMOB JaHHBIX.
2. OCHOBHBIMH (DYHKITUSIMH TEKCTOBOTO IMPOLIECCOPA SBIISIOTCS. . .
1) aBromatnueckas 06paboTka HHGOPMALIKH, IPEACTABICHHON B TEKCTOBBIM (paiiaax
2) co3/iaHue, pelakTHPOBaHKEe, COXPAHEHHE U TIeYaTh TEKCTOB
3) ynpasnenue pecypcamu I1K u mporieccamu, HCIOIB3YIOIIMMHU 3TH PECYPChI ITPU CO3J[aHUH TEKCTa
4) xonupoBaHue, NepeMeIICHIE, YAaICHIE U COPTHPOBKA ()ParMEHTOB TEKCTA.

3. Ilpu HaXkaTHK Ha KHOTIKY = 2 nanemn UHCTPYMEHTOB IIPOUCXOJIUT. ..
1) coxpaHeHue JOKyMEHTa 2) 3amMch JOKYMEHTa Ha JUCKETY
3) cuuTbiBaHHE HHPOPMALIUY C THCKETHI 4) nedath TOKyMEHTA.

4. TIpu Ha)XaTHX HA KHOMKY | Ha MaHeJ UHCTPYMEHTOB MPOMCXOIHUT. ..
1) BcTaBnsieTcs BhIpE3aHHBIH PaHEe TEKCT 2) NPOUCXOIUT pa3pblB CTPAHUIIBI
3) yaansiercst BbIICTICHHBIN TEKCT 4) nosiBIIsAeTCS CXEMa IOKyMEHTA.

5. Kakum crioco0oM MOXKHO KOITHPOBaTh (hparMeHT Tekcta B mporpamme MS Word:
1) nomMeTHTh HYXHBII (parMeHT U BbI3BaTh KoMaH1y KomupoBath
2) IOMETHUTh HYXHBIH ()parMeHT, BbI3BaTh KoMaH1y KomupoBaTh, 3aTeM MOMECTUTh Kypcop B HYKHOE
MECTO U BbI3BaTh KOMaH1y BcraBuTh
3) MOMETHTh HY)XHBIH ()parMeHT U BbI3BaTh KoMaHy KonnpoBark cO BCTaBKOM
4) MOMETUTH HYXKXHBII ()parMeHT, BbI3BaTh KOMaHay KonnpoBaTh U BbI3BaTh KOMaHIy BcTaBHTh.
6. IIporpamma MS Word mokeT ObITh HCTIOJIb30BaHA JUIS. . .

1) coBepIIcHUS BEIYUCIUTEIbHBIX ONEePALIHiA 2) pUCOBaHUs

3) HanMcaHus COYMHCHHUS 4) COUMHEHUS MY3bIKAILHOTO TIPOU3BEACHUSL.
7. K xakuMm aBTOUTrypam Hemlb3s 100aBUTh 00beM?

1) cocToAMNM U3 HECKOIBKUX YacTel 2) IIOCKUM

3) OosbIIMM 4) 1IBETHBIM.

8. TekcT, MOBTOPSIOIIMIICS BBEPXY MM BHU3Y HA CTpaHHIIAX JOKyMeHTa B mporpamme MS Word
Ha3bIBAETCS:

1) cTunb 2) n1abyioH
3) sorotur 4) KOJIOHTUTYI.
9. Knomka «Heneuataembie cumMBOJIbD» porpammel MS Word mo3BoisieT yBHIETh:
1) npo0Gesnbl MEXTy CIIOBaMH 2) HEBUIMMBIC CHMBOJIBI
3) 3HAKHU MPEIMHAHUS 3) mpu3HaK KOHIIa ab3ara MiId MyCcToi ab3ail.
10. Kakue omepanuu MOXKHO NMPOU3BOAMTH C sUCHKaAMH TaOMUIBI B TEKCTOBOM JOKymeHTe MS
Word:
1) CKpBITh STUCHKH 2) OOBEAMHUTD STUCHKU
3) pa3OuTh TUCHKH 4) mokasarb TYECHKH.

11. Tan ¢pparMeHT 3JIeKTPOHHOHN TaOIUIIBL:
Ll Al B[ C][ D]




1] 1 2 3

2| 4 5 6

3| 7 8 9

B stueiiky D1 Beenena popmyna =$A$1*B1+C2, a 3arem ckomupoBana B siueiiky D2. Kakoe 3Ha-
YeHHUE B PE3YJIbTATE MOSBUTCS B stuciike D27
1) 10
3) 16

2) 14
4) 24
12. B stueiike C3 anekTpoHHO# Tabmuibl 3anucana popmyna =$A$1+B1. Kakoii Bua Oymer HMETh
dbopmyna, ecnu sueiiky C3 ckonupoBath B siueiiky B3?
1) $A$1+A1 2) $B$1+B3
3) $A$1+B3 4) $B$1+C1
13. Umeercst GpparMeHT 3JAEKTPOHHOM Tabmumb! «/{nHamuka pocta yucna monb3oBareneii Murep-

Heta B Poccuny:

To Koun-Bo mosb3oBarernei, JnHamuka pocra
i TBIC. YEIl. B % k 1997 r.
1997 450 100
1998 900 200
1999 1100 244
ITo nanHBIM TaONUIBI OBUTH HOCTPOCHBI AUATPAMMBI:
1) 2500] ' y 1200
2000 Lg00 — =
1500 800 ya
1000 700 "
500 S —Z
0

’ EsEEET
‘ 0 100 2¢O 300 ACO 506G 600 700 800 90O 100011001200

YKaxkuTe, Kakue auarpamMmbl MPaBUIBLHO OTPaXKalOT JAaHHBIE, MPEJICTaBICHHbIE BO (parMeHTe
Ta0IUIEI?

1)1,2 2)2,3
3)2,4 4)3,4
14. Tan ¢pparMeHT 3JIeKTPOHHOM TaOIUIbL:

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

[Toce BeITIOMTHEHUS BRIYUCIEHUH 110 3HAYCHHUAM Jauamna3ona siaeek Al : A4 Oblna mocTpoeHa aua-
rpaMMa. YKakKuTe MOMy4UBIIYIOCS TUarpaMmy.

b

."‘ |
4
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15. B Tenexondepenunn yunrenen GU3NKO-MaTeMaTHYECKHUX KO IPUHUMAIOT Y4aCTHE YUUTeIs
marematuku (M), dusuku (@) n undopmaruku (M). Yuutens uMeroT pa3HbIi ypoBEeHb KBaIu(UKAIUU:
KaX/Ibli yauTens 6o He nMeeT kareropun Boodie (bK), mi6o umeer |1, mubo |, mubo Beiciryio (B). Ha
auarpamme 1 OTpaXeHO KOJIUYECTBO YUUTEIICH C Pa3IMYHBIM YPOBHEM KBATU(UKAINH, a HA AHarpaMmme 2
— pacnpezesieHne yYUTeIel o mpeamMeram.

iy
[ @

40
1y 30
20
10 E
0

Nmetotes 4 yrBepkaeHUs:
A) Bce yuntens | kareropuu MOryT SBISTHCS YUUTEIIMU MaTeMaTUKH
b) Bce yunrens | kareropun MOTYT SIBISITBCS YIUTEISIMUA (QUZUKA
B) Bce yuutens uHOpMATUKKA MOTYT UMETh BBICHIYIO KATETOPHUIO
I') Bce yuutens maremaTuku Moryt umets |l kareroputo

Kakoe 13 3THX yTBepACHUH clielyeT U3 aHalu3a 00erx MpeICTaBIeHHbIX JUarpaMm?

1)A 2) b
3)B 4T
16. Mmeetcst pparMeHT SJIEKTPOHHOM TaOIHIIBI:
Hassanue nposmBa Jnuna, km | ['nybuna, m
1 | bocop 30 20
2 | MarennaHoB 575 29
3 | Opmysckuit 195 27
4 | 'yn3oHOB 806 141
5 | I'uGpanrapckuit 59 53
6 | JJa-Manm 578 23
7 | Bab-snp-Manneockuit 109 31
8 | Japnanemnsl 120 29
9 | bepurros 96 39
[To nanubIM pparmenTa TaOAMIIBI OBIIIM TOCTPOEHBI IUATPAMMBI:
Hnarpamma | Juarpamma 2

Kakoe u3 ciegyronmx yTBEpKIAECHUM HCTUHHO:
A) OGe muarpaMMbl BEpHO OTpaXKaroT JaHHbIE, IPECTaBICHHbIEC B Ta0IHIIe
b) Hu oxHa u3 quarpaMm He COOTBETCTBYET JJaHHBIM, NTPECTABICHHBIM B TaOIUIle



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

1A 2) b
3)B 4HT
17. Vxkaxure pacuupenue (aiiia, cogepkaiiero ooObrunyto npesenraruo MS PowerPoint
1) .doc 2) xls
3) .pptx 4) .com

18. Kak M0OxxHO BBOAUTH TeKCT B ciaasl MS PowerPoint?
1) B m060M MecTe ciaiia, kak B npuiokerun Word
2) TOJBKO B HAJIHUCIX
3) B crienuaibHO OTBECHHOM ISl BBOJIA MECTE
4) B sueiiKy, Kak B mpuiaoxenun Excel
19. Kak BBIiTH U3 peXUMa IPOCMOTPA MPE3CHTAIIUH?

1) Delete 2) F5

3) Esc 4) Enter
20. 3anyck 1eMOHCTpAIiK CIaiii0B

1) F5 2) F1

3) F11 4) F3

21. MOXHO JIi 3aMEHHUTH APYTHUM MaKeT T00aBICHHOTO B MIPE3CHTAIHIO ciaiaa?
1) MO’XHO B COOTBETCTBHHU CO CBOMMH MOTPEOHOCTIMHU
2) 3TO clieNiaTh HEBO3MOXKHO
3) MOXHO, HO TOJIBKO JJIsI OIIPE/ICICHHOTO KOJIMYECTBA CIIAi10B
4) MO>XHO, HO TOJILKO JIJIsl OTIPEICIICHHOTO BU/Ia CIIali/I0B
22. MoxHo 11 1BeT (hOHA U3MEHHUTD JUIsS KaKIO0TO ciaiina?
1) na
2) HeT
3) na, HO TOJIBKO ISl ONPE/ICTICHHOTO KOJIMYECTBA CIIaiiIoB
4) na, HO TOJBKO IS ONPECICHHOTO BH/A CIIAiJ0B
23. MS PowerPoint —sto ...
1) anumanusi, peHa3HaYCHHAs! TS TIOArOTOBKH MPE3CHTALMI U CIaia-(QHiIbMOB
2) mporpaMma, npeiHa3HauCHHAs IS TIOATOTOBKH MPE3eHTAIMIA U ClTai1-QUIbMOB
3) nmporpamma, npeHa3HAYCHHAS /I PEAAKTHPOBAHUS TEKCTOB M PUCYHKOB
4) mporpamma, peHa3HAUYCHHAS JIJIsl TOJTOTOBKH CXEM M JHarpamMM
24. Kak 106aBUTh PUCYHOK Ha ciai?

1) BcraBka-Pucynok 2) IlpaBka-PucyHok
3) daiin-Pucynok 4) I'naBHas-PucyHok
25. Cnaiin — 9710 ...
1) aG3ar npe3eHTaUU 2) cTpovKa Mpe3eHTaIu!
3) OCHOBHOI1 2JIEMEHT MPE3CHTAIINN 4) 3aroJI0BOK MPE3CHTAINN

26. YToOBI yaJIuTh TEKCT, PUCYHOK CO ciaiia, HEOOX0AUMO ...
1) BBIIETNTD €r0 M Ha)kKaTh KiIaBuIy ESC
2) BBIJICTTUTH €r0 M HaxaTh Kiapuiny Delete
3) BBIZCTUTH €ro ¥ Haxath Kiaapuiry Ctrl
4) BBIICIIUTH €T0 U HaXKaTh KiaBuiry F5
27. Kaxk 3aImyCTHTB TTOKa3 CITAiJIOB MPE3CHTAIIUHU C TeKYIero ciaiima?

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

28. Ha cepsepe info.edu naxomutcst ¢aiin list.doc, gocTyn k KOTOPOMY OCYIIECTBIISETCS MO TPO-
Tokoay ftp. ®parmenTsl aapeca qaHHOTO (aiiia 3aK0AUPOBaHbI OyKBamHu @, b, ..., g (cM. Tabi.). 3anumiu-

T€ MOCJIEA0BATENILHOCTh 3TUX OYKB, KOTOpasi KOAUPYET afpec yKka3aHHoro (aitna B IHTepHeTe.
a b c d e f g
info | list dl | doc | ftp |.edu| /




1) gecabdf 2) egachdf

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

IIUTE MOCIIE0BATEIHLHOCT ITHX OYKB, KOTOpask KOAUPYET aapec ykazanHoro (daiina B IHTEpHETE.
a b c d e f g
test | demo | :// / http | .edu | .net

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

30. B Tabnuie npuBeaeHBI 3alPOChl K MOMCKOBOMY cepBepy. Pacmonioxxure 0003HaYCHHSI 3apO-
COB B MOPSAKE BO3pACTaHMs KOJIMYECTBA CTPAHMII, KOTOPbIE HAWJET MOMCKOBBIN cepBep MO KaXIAOMY 3a-
npocy. s o6o3HaueHus jgorudeckoi omeparuu MJIM B 3ampoce UCHONB3YyeTCsl CUMBOI V, a JUISL JIOTH-
yeckoi onepanuu U — &.

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

b

B | pedbepar v matemaruka

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

3) ABBI' 4) BBI'A

2.3.5. TunoBwpie 3axaHuA

Tema 1. MudopMalioHHbIE TEXHOJIOTUH TOKYMEHTAUOHHOTO 00eCTIeYeHHUS.
JlaGopaTtopnas pabota Ne 1
Coznanue 1eJI0BbIX TEeKCTOBBIX JOKyMeHTOB B MS Word

[{enb pa®oTHI: M3y4eHHE WHPOPMAITMOHHON TEXHOJOTHUHU CO3JIaHUS, COXPAHCHUS W MOATOTOBKH K
neyatu gJokymento Microsoft Word.

3amanue 1. OhopMuTh IpUTIaIeHUe Mo 00pasIry.

[Mopsiok paGoTHI.

1. Otkpoiite TekcToBbI pegakTop Microsoft Word.

2. YcraHoBUTE BKIAAKy Pa3meTka cTpaHHIIbL.

3. Ucronb3ysl KHOTIKH TMaHeIW WHCTPYMEHTOB [lapaMeTpsl cTpaHWIBI (puc. 1) wim IuanoroBoe
okHo [lapameTpnl cTpaHuIlbl (Ha)KaTheM B MPaBOM HIDKHEM YTy MaHENH MHCTpYMeHToB [lapameTpsl
CTpaHUIIbl YTJIOBOTO AJIEMEHTA EJ)/ Bkiagku [lons u Pazmep Oymaru (puc. 2), yCTaHOBUTE TTapaMeTpBhl:
pasmep — A4; opueHTAaIUs — KHIDKHAS; TIOJIS: BEpXHEe — 2¢M, JieBoe 2,5 cM, HuKHee — 1,5 cM, npaBoe — 1
CM.

TaEka | PasmeTka CrpaHuUs! Cevnkn Pacceuki Peuiensi

EYY Ij =\ Paspsigst ~
=] £ Homepa cTpok ~
Mona OpuedTauuMa Pasmep KonoHkw
= = = -~ bl PaccraHoska nepeHocos T

MapameTpel CTPAHMLE! IEl

Puc. 1. [Tanens unctpymenToB [lapameTpsl cTpaHuiibl
4. YcraHoBHTE BhIpaBHUBAHME — T10 LIEHTPY; MEpBasi CTPOKa — OTCTYM Ha — 1,25 cM; MeXAyCTpou-
HBIM UHTEpBaI — 1,5, HCHOJB3YIO MaHelb HHCTPYMEHTOB A03all WK AuaioroBoe okHO A63all (HaxaTHeM
B [IPaBOM HIKHEM YTJIy MaHETH UHCTPYMEHTOB A0O3all yIrioBOro 3J1€MeHTa EJ)/ BKJIajKa OTCTYIIBI ¥ UH-
TepBaisl (puc. 3).



Pasmep fiymarn | WcTounmni Bymaria

Mona

Bepxxee: 2Zcm Hivknee: 1,5cm

Negoe: 3cm Mpasoe: 1cm

LR 2
£ |48 |42

Mepennet: Ocm MonoxeHne nepenneTa: Cresa

OpUeHTauMA

KHIDKHEA  anbboMHas

CTpaHiUb!

HECKONBKD CTPEHMLL OBkIUHEIR -

Obpazew,

MpMMEHUTE: | KO BCEMY NOKYMEHTY %

Puc. 2. YcraHoBKka mapamMeTpoB CTpaHHIIbI

OTCTYNB W KHTEPBAMNb! | [aNo¥EHHE Ha CTRaHHLE

Ofwme
BelpaBHHBaHHE: |0 UeHTPY ~

YpoOBEHE! DCHOBHOM TEKCT ~

aToTyn

Cnesat 0cM NepEaa CTPOKS! Ha!

[0

Copasa: Ocm QTCTYN A 1,25|cm >

[ seprantHeie oty

WHTEpEan
Nepea: anr 3 MEAYCTPOYHBIN: ZHAYEHHE!
Mocne: onr s 1,5 cTpoOKH - E=

[ He acBiasnaTs MHTEPBAN MExay A63aUAMH OAHOMD CTHAA

Obpazey,

[Iasy'nsluml.‘. ] [I‘Io YHOMYEHHRD, ., ] [ OIH l [ OTMEHS ]

Puc. 3. YcranoBka napamerpoB ab3ana
5. HaGepuTte Tekct, mpuBeACHHBIA HUXKE (TEKCT MOKHO U3MEHUTH M JOMOJIHUTE). B mporiecce Ha-
0opa TeKcTa MeHsITe HauepTaHue, pazmep mpudTa (ams 3aroioBka — 16 OT, BCE MPONMUCHBIE; ISl OCHOB-
HOTO TeKCTa — 14 1T), TUIIBI BRIpaBHUBAHUS a03ara (1o IeHTPY, M0 MIUPUHE, MO JIEBOMY Kparo), UCTIOJIb-
3yI0 BKIIAAKY | TaBHAs/KHOMKYU Ha maHensix nHCTpyMeHToB [pudTe u Ab3ail.
OGpa3zer 3a1aHus:

[MTPUTJIALLIEHUE
YBaxaeMbli
rocniogu Onez [lemposuu [lonocenkos!
[Tpurnamaem Bac Ha Hay4HO-TIpakTHYeCKyl0 KOoH(pepeHuo «HbopMalnoHHbIe TEXHOJIOTHH B
COBPEMEHHOM OOIIIECTBEY.

Kondepenuus cocroutcs 20 nHostOpst 200758 14.00 B koHpepenu-3ane Komnemxa ynpaieHus.

VYueHblll ceKpeTaphb
A K.Opnosa

6. 3akIrounTe TEKCT MPUTTIAICHHS B PAaMKY M IPOU3BEIUTE [[BETHYIO 3aJIMBKY. J[i1st 3TOTO!
— BbIOEpUTE BKIAAKYy PazmeTka cTpaHuIsl;
— BBIJICJINTE MBIIIBIO BECh TEKCT IIPUTIIALLICHUS;




— Ha MaHeIn HHCTPYMEHTOB DOH CTpaHUIIBI HAKMHUTE KHONKY [ paHUIIBI CTPaHUIIBI,

— B JIMAJIOTOBOM OKHE I'paHuIIbl M 3ajJuBKa Ha BKJIaake [ 'paHuIla yCTAHOBUTE MapaMEeTPhl: THIT —
paMKa; MUpHHA JUHUU — 2,25 NT; NPUMEHUTh — K ad3aily; IBET JIMHUM — [0 BalleMy YCMOTPCHHIO
(puc. 4);

— Ha BKJIaJKe 3aJTMBKA BBHIOCPUTE IBET 3AJUBKH, YKAKUTE yCIOBHS MPUMEHEHUS 3aJIMBKU — TIPH-
MEHHUTH K ab3aIty;

— HaxmuTe KHonky OK.

[paHnua | CTpaHMua | Zanuexa

Tun: Tun: Cfpasel,

EI 2 e oy
HeT WENKHNTE DED63BLL [alaly]

HCI'IDHbBYﬁTB EHOMEKM

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

2,25 N7
MpHMEHHTE K

absawny w

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

Puc. 4. OdopmieHne paMKy BOKPYT NPUTJIAIICHUS

7. BcTaBbTe pUCYHOK B TEKCT MpHIiamieHus (Bkiaaka BeraBka/ kHonka Kiun (manenb MHCTpY-
MeHToB UmmrocTparus)).

[Tpumevanue. [y TOro, yToOBl HAWTH HYXHBIM PUCYHOK, HEOOXOAUMO MPOU3BECTH CIEIYIOLIHE
JEWCTBUA:

— HaxkmutTe kHonKy Kiun Ha manenu Wnmoctpanuu;

— B oToOpasuBIeiics obnactu 3anau Knun (puc. 5) yka3are B moje MckaTh KIIFO4eBO€ CJIOBO (Ha-
npuMep, «opuc», «OU3HECH, ITFOANY», «LBETHI» U Ip.);

— B packpbiBarolieMcsi cnucke [IpocmarpuBaTh yka3aTh KOJUJIEKLHH, B KOTOPBIX OyAET Mpou3Be-
JIeH MOUCK (TI0 YMOJTYaHUIO — BO BCEX KOJUIEKLIUSAX );

— B packpbIBarommeMcs crrcke Mckarb 00BeKThl BHIOpATh THT (PaiijIoB MyJIbTHMEINA IS TIOUCKA.

8. [t moucka He 00s3aTeNbHO 3a/laBaTh apaMeTphl BO BcexX Moisax obmactu 3anad Kmumn. Ilone
HckaTh MOYXKHO OCTaBUThH MYCTHIM, a OCTajJbHBIE JIBa — IO YMOJIYaHUIO. B 3TOM citydae OyayT BblieNeHbI
BCE€ OOBEKThI KOJIEKIUH.

9. B cpennelt obmactu 3amau Ko oToOpas3sATcsl 3CKM3bI PUCYHKOB, HAMJICHHBIX B KOJUICKIIHH,
BbIOEpUTE TPeOyEeMBI.

10. HaxxmuTe J1eBO KHOITKOH MBIIIH HAa PUCYHOK/ BKIanka @opmar/ kHorka OOTeKaHHEe TEKCTOM
(maHenb MHCTPYMEHTOB YTIOPSAJOYMTH)/ 3ajaiiTe MOJOKEHHE TEKCTa OTHOCUTENIHO PUCYHKa — Iepen
TekcToM (puc. 5).

11. CkonupyiiTe TUIIOBOE MPUTJIAIICHUE Ha JIUCT ABAXKIbI:

— BBIZCTUTE NIPUTIIAIICHUE,

— YCTaHOBUTE BKJIaAKy | naBHass/ kHonka KonupoBarts (maHenbs nHCTpyMeHTOB bydep oOmena);

— YCTaHOBHTE KypCOp Ha HOBYIO CTPOKY;

— BKJIaaKa ['maBHas / kHotnika BeraButh (maHenb HHCTpyMeHTOB bydep oOmena).



tWo... PaBoTa ¢ prcyHEaMIK

Bua DopmaT

E7] i |= BuiposHaTe ~

=
MonoxeHue -
- ||§ O6TekaHne TeecTom = | Sk MosepHyTE ~

[ =
NaHenke HHCTRYMEHTOE / '

YNopagourTE

B TekcTe

Bokpyr pamen

Mo koHTYRY

33 TeKITOM
Nepea TekcTom
CEEPHY U CHUIY
LCEEO3IHOE

W3meHWTE KOHTYP 0BTekaHWAa

(R B ) (3 ) 5 R

AonoaHUTENBHEIE NAPAMETDEl PASMETEM...

Puc. 5. 3aganne monoxeHus TeKCTa
[Tpumeuanue. [l BCTaBKH CKONMPOBAHHOTO 3JIEMEHTA B JIOKYMEHT JIOCTaTOYHO BOCIOJIbH30BATh-
Csl CTaHJAPTHBIMM CpPEACTBAMU: BBIACIUTE MpUIJIallieHHe/ HA)KMUTE MPaBYIO0 KHOIKY MBIIIM, B IOSBUB-
eMcsi KOHTEKCTHOM MEHIO, BeIOepuTe koMaHay KommpoBaTs/ Ha mMecTe, B KOTOpOE€ HEOOXOAMMO BCTa-
BUTH 3JIEMEHT, HAKMHUTE IIPABYIO KHOIKY MBIIIH, B MOSIBUBILIEMCS] KOHTEKCTHOM MEHIO, BEIOEpUTE KOMaH-
ny BeraButs).
12. OTtpenakTupyiiTe JUCT C MOJIYYEHHBIMU ABYMS NPUITIAIIEHUSMHU U HNOATOTOBBTE K MeyaTu (B

MmeHio kHonku Office =/ Beibepure Ileuats/ [IpenBapurensubiii mpocmotp uiau [lanens OvICTpOrO

noctyna/kHonka [IpeaBapuTenbHblid IPOCMOTP).
13. Hanewaraiite npuriamenus (nmpy Hammauy npuHTepa) MmeHio kuonku Office/Ilewars/Iledars u
YCTQHOBUB HYKHbIE TapaMeTphl MeYaTu (YUCII0 KOnuil — 1, cTpaHMIIbl — TEKyIas).
14. CoxpanuTe (aiii B MamnKy Bamield TPYIIIBI, BBITOJHUB CICIYIOIINE ICHCTBHS:
— knormka Office/ Coxpanuts kak.../ Jlokyment Word 97-2003 winu Jokyment Word;
— B AuasioroBoM okHe CoxpaHEHHE TOKYMEHTa yKakute Ums qucka (Hampumep, C) 1 uMs nanku
(Harmpumep, Mou noxkymenTsl/ Homep rpymmsr);
— BBeauTe UM (aiina: «JIab.1 [Ipurnamenuey;
— HOXMHTE KHOTIKY COXPaHUTh.
3aganue 2. OGopMUTH 3asiBICHUE 110 00pa3sIly
Kpatkas cnpaBka. BepxHss yacTh 3asBieHHs] oopMisSiTe B BHUJE TaOIMIbI BKIaaka BcraBka/
kHonka Tabnuua (maHeab HHCTpyMEHTOB TaOnuiibl)/ B MOSBUBIIEMCS] OKHE C MAaKETOM sIY€eK TaOJIUIbI C
ITOMOIIBIO MBIIIN BBIAEINUTE TPeOyeMOe KOJUYECTBO CTPOK U CTONOLOB (2 cTonbua u 1 ctpoka), Ui Bbl-
Oepute komanny BeraBuTh Tabnuiy, win BeiOepute komanay Hapucosate TaGmumy. Tun nuHuil — HeT
rpanun (Bkiaaka Koncrpykrop (mosiisiercs npu padbore ¢ TadiuiiaMu)/ maHenab uHCTpymMeHToB Hapuco-
BaTh TpaHullbl). [Ipou3BeanTe BeIpaBHUBAHKE B AYEHKax MO JIEBOMY Kparo M IO LEHTpPY (BKiagka Maxket/
naHelb HHCTPYMEHTOB BripaBHUBaHUE).
..O6pasewsamamms .
3ASBJIEHUE I'enepanbHOMY TUPEKTOPY
23.12.2007 r. OAO «<HOPMA»
oT CugopoBoit AHHBI JIbBOBHBI,
MPOKUBAIOIIEN 10 aJIpeECy:
123456, r. Ilen3a,

_____________________________________________________________________________________________________________________________________

[Tpomy npuHSTH MEHS Ha padOTy HA JOHKHOCTH TJIAaBHOTO TEXHOJIOTA.
(moxmuce) (A.JI.Cunopona)

JlaGopaTopnas pabota Ne 2
Co3nanue KOMITJIEKCHBIX JOKyMeHToB B MS Word
Ilenb paGoOThI: U3ydeHHE TEXHOJIOTHH CO3/1aHUS KOMIUIEKCHBIX JTOKYMEHTOB.
3ananue 1. Co31aTh TEKCTOBBIM JOKYMEHT, COJEPIKAIMI PUCYHOK B BUJE CXEMbBI U MapKHUpPOBaH-



HBII CIIUCOK.

[Topsiiok paGoTHI.

1. Otkpoiite TekcToBBIN penakTop Microsoft Word.

2. PazBepHMTE OKHO pelaKTOpa Ha BECh IKPaH. Y CTAaHOBUTE BUJ — BKJIaJKka Buy/ nanens uHCTpy-
MEHTOB MacmrTad — 1o mupruHe CTPAHULIBL.

3. 3agaiiTe Bce Mo cTpaHUIIBI o 2,5 ¢M (BKitaka PasmeTka cTpaHHIbI).

4. Tlepen Hauanom Habopa TEKCTa yCTaHOBHTE pa3mep mipudTa 14 nt, BUJ — KypcuB M TapHUTYpa
mpudTa Times New Roman.

5. Bknanka PazmeTka cTpaHullsl / MaHeIb HHCTPYMEHTOB A03all 3aaifTe cieayIoniie napaMeTpsl:

— BBIPABHUBAHUE - TI0 IIUPHUHE;

— MEKCTPOYHBIN UHTEPBAIl — MHOXKUTENb 1,3.

6. Bkinanka Pa3smerka crpanunsl B rpynmne [lapamerpsl crpanuiibl BeiOepuTe kKomanay PaccraHoB-
Ka [IEPEHOCOB, a 3aTeM BblOepuTe KOMaH[ ABTO.

7. HaGepute obOpaser Tekcra. O6paser coaep>KUT OJuH ad3al] TeKCTa, PUCYHKa B BUJE CXEMbI U
MapKHPOBAaHHBIN CIIUCOK.

Kparkas cripaBka. {11 co31aHusi cXeMbl BOCIOIb3yHTeCh BKIa Ko BeraBka/ nanens Mintroctpa-
un/komanaa @urypel. [locne cozmaHusi cXeMbl MPOBEIUTE TPYIITHPOBKY, JUIL TOTO YTOOBI BCSA cXema
BOCIIPMHMMAaJach Kak €AMHbIN rpadudeckuil 00beKT. J{is aToro:

— BBIZICTIUTE BCIO cXeMy (BkiIanka [ maBHas/ manens PenaktupoBanue/komanna Beioop 00beKTOB);

— Bkiajgka @opmar/ maHenb YHOpsIOYUTH/ BeIOEpUTE KOMaHAy ['pynmupoBath (unmu KOH-
TEKCTHOE MEHI0/ KoMaH 1a ['pynnupoBars).

8. [l co3aaHus CIIMCKa UCTIONB3YHTe BKIaAKy [ maBHast B rpymme AO3all MEIKHUTE CTPENKY psi-

-

-—
-—

JIOM ¢ KOMaH10M Mapkepsl " . Eciu B IpesioxkeHHOM OUOIMOoTEKe MapKepoB HET COOTBETCTBYIOIIE-
ro, To BeIOepHUTE KOMaHay OnpeaeauTb HOBBIN MapKep U 3a/1aifTe He0OXOAUMBIH.
OO6pa3err 3a1aHus:
Hugpopmayuonnoe nucvmo
MeTtononorus njiaHUPOBaHUS MaTepUaIbHBIX pecypcoB npousBojactBa (MRP) obGecneunBaer cu-
TyalMIo, KOrja Kax/JIbli JIEMEHT IIPOU3BO/CTBA, Ka)K/1asd KOMIUIEKTYIOIAsl JETAIb HAXOAUTHCS B HYKHOE
BpeMs B HY)KHOM KosiraectBe (puc 1).

CocraB uznenus U onuca- [Inan 3aka3oB M KOppEK-
HUE MaTepuajoB TUPOBKA K HEMY
IIpon3BOACTBEHHBIN TI'pa- - OtuerTsl:
¢buk padot 0 TUTAHUPOBAHUH;

0 IIpo1eCCe;
CocrosiHue 3amacoB O BBITTOJTHEHUH

JlaHHbIE 11O OnEepanusImM

Puc. 1. CtpykrypHas cxema MRP

Ha ocnoBanuu Bxoanbsix qaHHbix (MRP) — cuctema BBIMOMHSET ciie1yrole onepanuu:

— OIIPENEIAeTCA KOJIMYECTBO KOHEUHBIX JAHHBIX U3AEIUN IS KaXKI0r0 IIEpUoJa BPEMEHU IIJIaH K-
pOBaHus;

— K COCTaBY KOHEUHBIX U3JIeNUil 100aBIIAIOTCS 3alIaCHBIC YaCTH;

— ompenensiercs o0mas NoTpeOHOCTh B MaTEpUANIbHBIX pecypcax B COOTBETCTBUU C BEIOMOCTbIO
MaTepuaoB U COCTaBOM U3JIEIINs,

— 001mas NoTpedHOCTh MAaTEPUAIOB KOPPEKTUPYETCS C YUETOM COCTOSHHS 3alacoB Ul KaXKa0ro
[IEpUOJ1a BPEMEHH IIJIAaHUPOBAHUS;

— ocyuecTBiseTcs (OopMHUpPOBaHUE 3aKa30B Ha IMOINOJIHEHUE 3alacoB C Y4ETOM HEOOXOJUMOro
BPEMEHHU OIIEPEIKCHMUSL.

9. IIpoBepbTe BBEJEHHBIN TEKCT ¢ TOUKU 3pEHMs TpaMMaTHKH (BKIagka PenensupoBanue/ naHemb



[TpaBomnucanue). UcnipaBuTh Bce HaliieHHBIC OMUOKU. COXpaHUTE JOKYMEHT.

3ananue 2. [IpueMbl paboThl ¢ MHOTOCTPOUHBIM TEKCTOBBIM JOKYMEHTOM

[Topsiiox paboTHI.

1. CxonmpyiiTe TOKYMEHT, CO3/IaHHBIN B 3aJIaHUH 1, Y€THIpE pasa.

2. BBIMOTHUTE MPUHYAUTEIHLHOE pa3felieHue Ha CTPAHUIIBI MOCHE KaXA0ro WH(OPMAIMOHHOTO
nucbMa kinaBumamu [Ctrl]+[Enter]. B pe3ynbrare 3TuX nelCTBUI Kak10€ HHPOPMAIIMOHHOE MTHCHMO OY-
JIET pacrojaraTbCsi Ha HOBOM CTpaHMIIE.

3. 3agaiiTe HyMmepaluio cTpaHuIl (BBEpXY CTpaHHUIIbI, CIIpaBa) KOMaHIOM Bkiaaka BcraBka/ ma-

#] Homep cTpaHuye =
Henb Kononturynsl/ Homep cTpanuiipl 2 # erpari

4. Otrdopmartupyiite mepBblid ad3al TeKcTa KaKI0ro HH(GpOpMaImoHHOro MucbMa (BkiIaaka [ mas-
Has) CICAYIOINUM 00pa3oM:

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

— 2-e nuceMo: mpudT Arial, 12nT, ¢ Bucsuel cTpokoi (BBICTY-
II0OM), BbIpaBHMBAaHUE IO JIEBOW IpaHuIle; ab3alHble OTCTYNBI MO 2 CM
CIICBA U CIIPaBa;

CTumm - X

CYHUCTUTE BCE

OBBIMNHBIA

— 3-e mucemo: mpudt Time New Roman, 10nT, nepBas crpoka ab-
3a1r 0e3 OTCTYIA U BBICTYIIA, BRIPABHUBAHUE 11O TIPABOMY Kpalo;
— 4-¢ iucpMO: (pparmMeHT OTHOPMATHPOBATH KAaK BO BTOPOM IHCH-

Me, N0JIb3ysACh pexxuMoM Dopmart o obdpasiy s , KOTOPBIil BBI3bIBACTCS
KHOTIKOW Ha naHenu nHCTpymMeHToB bydep oOMeHa Bkiaaka ['aBHas;
— BBIICNIUTE MEPBBI a03a1] 2-T0 MUCbMa/HaKMHUTE KHONKY Dopmar

o o0pasiy 7 ;
— MEePEMECTUTECH K MepBOMY ab3aiy 4-ro mucbMa/ HAXKMHUTE KHOII-

Ky ®opmar o obpasuy J /BbIAENIUTE a03all.

— 5-e mHMChMO: MepBbId ab3al OTPOpPMATUPOBATh KaK B TPEThEM
MUCBbMeE, MOb3YACh pexuMoM Popmar 1o oOpasiy.

5. 3apaiiTe CTWIb 3arojoBKa Ha KakJIOW CTpaHUIE, UCHOJb3Ys
mabsoHbl ctuiei. Bkiagka ['naBHas/ HakaTueM B IPaBOM HUXKHEM YIITy

Bes mHTEepsana

Saronosok 1

3aronosok 2

Saronosok 3
HazsaHue
Moasaronosok
Cnafos BbloEneH1e
Brolaensnue
CuneHoe BblaeneH1e
CTporiii

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

BepXHMA KONOHTHTYA

E2AoookblBoowoeolEREIR=2-

I MpeasapHTenEHEIR ApocMo TR

I:I DTKARHHTE CEAZaHHBIE CTHAK

Puc. 2. BaHaHI/IC CTUJIA
3arojoBKa
6. COSI(aI‘/JITC OIJIaBJICHHUC JOKYMCHTA. YcranoBute KYypCOp B KOHII€ NOKYMCHTA, BLI6CpI/ITe BKJ1a-

naHeJqu MHCTpyMeHTOB CTWIM YITIOBOrO 3J€MEHTa =) 3a/1alTe CTHIIb
«3aronoBok 2» (puc. 2).

MapareTpel. ..

drnaeneHue

Ky Ccbuika/ manens OraBnenue/ kuonka OrmaBiaenne - (puc. 3).
7. Ucnionw3yst ornaBiieHre, IepeianTe K TpeTheMy MUChMY (yaepkuBaiite kHonky Ctrl u menkHu-
T€ TpeThe NHPOPMAIMOHHOE TTHCHMO).



OBpaEEU NEHSTHOND ACKYHEHTS OBpaseu Bef-A0KyHEHTS

3ATOJIOBOK 1 1 SATOJ0BOK 1

3aronosok 2 3 3aronosow 2
Jaronoeck 3 5 Zaronosok 3

MOK&3aTE HOMEPA CTREHKL THMEACCHINKH BHMBCTO HOMEPOE: CTDAHHIL
HoMepa CTRaHHU No NPAEaMyY KPar
ZanonHnTens: v
Ofiume
DopMaTE: | Knaccuscki v
YposHM: |3 =

Puc. 3. Coznanue oryiaBjicHus JOKYMEHTa
8. [Tocie TpeThero mMchbMa IMOMECTHTE 3aKiajaKy (Bkianka BeraBka/ manenb CBs3u/ KHOMKa 3a-

A Jaknagea
KJIaJIKa ) ¢ umeneM IlTucemo 3 (puc 4). [Ipu ycTaHOBKE 3aKIaJKU MPOCICAUTE 32 MOJIOKE-

HHUEM KYpCOpa Ha CTPaHHUIIC, TAK KaK ITO37KC 6y,HCT IIpOU3BCACH BO3BpAT B MCCTO 3aKJIAAKHU M3 I[perﬁ
4aCTH JOKYMCHTA.

MMA FaKnadkH: MonoseHHe

TMHCEMO3 AnbaEnTE (&) cHockmM: BHMEY CTRaHMUE! 3
__iaMeHMTb. 0o
DopHaT
Apyrod: Picero

Hymepauma: MNpoAoN¥KTE s

Mopraok: (3
) nonowene MPHMEHNTE H3MEHEHMA

[ Crpriteie saknaakm [OpHMMEHHTE: KO BCEMY AOKYMEHTY R

[ BCTagHTE ] [ OTHMEHS ]
Puc. 4. YcranoBska 3aKJIaJKH1 B TCKCTC Puc. 5. BcTaBka 00BIMHOI CHOCKH
AOKYMCHTaA BHU3Y CTpaHUIIbL

9. Ilocnie Habopa UMEHU 3aKiIaKu 3apUKCUpyHTe ee KHONKoN J[00aBUTb.

Buaumanue! Mms 3akinagky He JOIKHO COACPKATh MPOOEIHI.

10. YcraHoBuTE Kypcop B KOHIIE 3aroJIOBKa MEPBOTO MUChMa U MOCTaBbTE€ OOBIYHYIO CHOCKY BHH-
3y gokyMeHTa ¢ TekcToM «[Iucemo 1» (Brimaaka Ccbutku/ HaKaTHEM B TIPABOM HIDKHEM YTITy ITaHETH WH-
cTpyMeHTOB CHOCKH yTJIIOBOTO JIEMEHTA EJ) (puc. 5).

11. BcTtaBbTe B KOHIIE KaXKIOTO MUCbMa CBOM (DaMUJIHIO, UMSI U OTYECTBO, MOJIb3YSICh KOMaH/IaMHU.
[IpenBapuTenbHO BBITOJIHUTE CAEAYIONINE NEUCTBUA:

— BKIaaka BeraBka/manens nHCTpyMeHTOB CUMBOJIBI/KHOTIKa CHUMBOI;

— B BBINAJAIONIEM MEHIO HaXKaTh J[pyrue CHMBOJIBL;

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

— B mIosie 3aMeHuTh Habepute Tpu OykBbI «DUO»;

— YCTaHOBHUTE MapKep — OOBIUHBIN TEKCT;

— B ntosie Ha HaGepuTe moIHOCTBIO CBOKO (haMUJIHIO, UMS U OTYECTBO;

— Haxkmute kHonku J[o6aButh, OK (puc. 6);

— B KOHIIE€ KaX/IOT0 MMHChMa BBEJUTE C KiIaBUaTypbl OykBocoueTanue «DHOy».

12. Dtum pelicTBUeM BBI IOJBS3AIN K OykBocoueTaHuio «DOHO» cBon pamMuiuio, UMsi 1 OTYECT-
BO.

13. Ilepeiinute kK TpeTbeMy ab3aily ¢ MOMOIIBIO 3aKJIAAKH depe3 (Bkianka BcraBka/ 3akianka/
[Mepeiitu/ [Tucemo 3).

14. Bxnaaka I'nmaBHas/manens uactpymentoB pudte/kHonka Peructp Aa| (puc. 7), nepedop-



MaTUPYHTE TEKCT BTOPOTo ab3ara KaxkJI0ro MICchMa CIEIYIOIIIM 00pa3oM:
— MUCBMO | — «BCE MPOIUCHBIEY;
— IIUCHMO 2 — «BCE CTPOUHBICY;
— MUCHMO 3 — «HAYMHATH C TPOTUCHBIXY;
— IUCHMO 4 — KU3MEHHUTDH PETUCTPY;
— IMIHUCHMO 5 — «KaK B TIPEUIOKECHUSIX).
15. CoxpaHuTte CO3MaHHBIN JOKYMEHT ¢ THroM (aiina Web — cTpanuiia B Bamnry manky. 3aKpouTe

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

) ab = = =
ABTo3aMe Ha: PYCCHMA @@ Aa- ||~ é Y= = LS
ABTO38MEHA | ABTO3EMEHA MATEMATHUSCKHMW CHMEONaMKM | ABTOHOPMAT NpW EECLE | ABTOGOPMAT | CMApT-TErk Kak E OPEAN0HEHMAK,

| MokasaTe KHOMKK BOZMONHOCTEN 8 TO3aMEHE!

= ECE CTROYHEIE 1

Menpasnate dBe MPonucHEE BYKER B HAYaNe CNosa

AenaTe nepesie OyKEEI OPEANOHEHHA NPOMMCHEIMK BCE MPOMNWCHBIE

AenaTe nepebie GyKebl AHEEK TR NPOMHCHEIMK

MHCATE HA3EAHHA AHEM C MPOMHEHOR ByKBbI Hauunxate C MponwcHen:

WCTpaHATE NOCAEACTENA CNYHEAHOMD HawaTHA chPS LOCK

W3MEHWTE PETWMCTR

[l MenpasnaTe packnaaky KnasHaTyps! —

3aMEHATE NPH BE0AE

Puc. 7. Usmenenue

dma TuToea Hagewaa CepreseHa perI/Icha HIpI/I(l)Ta

dryerunA thyHEwmA 3

HO0PLMA XOPOLWMA

X00pWD ®OpOWo

XOTELT *0TETH

Ye0nesk HEnnBEK

YerbT YECTE

BIBCTRO BeIcTRO w

ABTOMATMYECKH HCMPEENATE OPHOrPAfMUBCIHE OWMEKH

Puc. 6. BBox ycnoBus aBTO3aMeHBI
Jlaboparopuas padota Ne 3
Co3nanue opranu3allMoOHHbIX Auarpamm B MS Word

Llenb 3aHATHS: U3yYCHUE COBMECTHOM paboThl mpuioxenuint MS Word u SmartArt.

[Tpy HEOOXOIUMOCTH MPOMIIITIOCTPUPOBATh OTYETHBIE OTHOLICHMS JJIi KOMIIAHUM WJIM OpTraHu3a-
LMY MOXHO CO3[1aTh PUCYHOK SmartArt, B KOTOPOM MPUMEHSETCS MaKeT OpraHU3allMOHHOM JAMarpaMMbl,
Hanpumep OpraHuzanuoHHas auarpamma. OpraHuzaliMoHHas JuarpaMMa HCIoJIb3yeTcs i rpaduue-
CKOTO MPEJCTABIICHUS YIIPaBICHYECKON CTPYKTYPbl OpraHU3aI[1H.

3ananue 1. Co31aTh TEKCTOBBIA JOKYMEHT CO BCTaBKOW OpraHM3allMOHHON JuarpaMMsl o obpas-

my. LlBeT mosns — romy6oii, BET opranarpaMmbl — xKenTbiid. CTUITE PaMOK TI0JI00paTh CaMOCTOSITEHHO.
[Topsiiok paGoTHL.

1. OtkpoiiTe TekcToBbIN pegakTop Microsoft Word.
2. YcTaHOBUTE MapaMeTpbl ab3ala: KpacHas CTpoka, HHTepBal — 1,5 (HakaTueMm B MPaBOM HUXK-

HEM YTy aHeIu HHCTPpyMeHTOB [lapaMeTpbl cTpaHUIIBI YIIIOBOTO 3JIEMEHTa EJ/BKna;[Ka [Tons).
3. Beaure TeKCTOBYIO 4acTh IOKYMEHTA.

o
4. Ha Bxyaake BeraBka B rpymnne MiumocTpaliny HAKMHUTE KHOTIKY SmartArt smartart
5. B nosiBuBmemcst okae Bei6op pucynka SmartArt BeiOepute Mepapxusi, mocie 3Toro BeIOepUTe
MmakeT Opranu3zaioHHas quarpamma, a 3ateM Haxmute OK (puc. 1).
6. Y nanuTte HEHYKHbIE 2JIEMEHTHI.
7. st noGaByieHUsI HOBOTO AJIEMEHTA B OPTaHU3AI[MOHHYIO IUarpaMMy BBIITOJIHUTE:
— YCTaHOBUTE MBILIKY Ha si4€iKy, K KOTOPOH BBl XOTUTE 100aBUTh HOBYIO SUEHKY;
— B KOHTEKCTHBIX MHCTpyMeHTax Pabora ¢ pucyHkamu SmartArt Ha Bkiaake KoHcTpykTop B

rpynme Co3narb pucyHok Haxxmute Jlo6aButh durypy. B Beimagatomem MeHro Beioepute J[06aBUTH mo-
MOIIIHHKA.

8. AHaJIOTUYHO 100aBbTE CICAYIONIUNA FJICMEHT.



9. Jlns BBOAA TEKCTA BHITIOTHUTE OHO U3 CICAYIOIINUX JICHCTBUM:

— [llenkaUTEe BHYTPU (DUTYPHI B pUCYHKE SmartArt 1 BBEIUTE TEKCT.

— Ilenknute [Texkct] B 061acTu TEKCTa, a 3aT€M BBEAUTE HEOOXOUMBII TEKCT (pHcC. 2).

10. Pucynok SmartArt HacTpoiiTe myTeM HM3MEHEHHUs pa3MepoB (UTyp, NOOABICHUEM 3aJIUBKH,
KOHTYypa (uryp, cTuiast paMoK (KOHTEKCTHbIE MHCTpyMEHTHl PabGora ¢ pucyHkamu SmartArt BkIaaka
dopmar).

BriGop prcyHka SmartArt 2] Beeawte TexcT >

= [Tekcrt]

B e (] ——

e = | o AT e = [Texcr]

H EEEmEN | CL === o [Texer]

#5% Mpouece

—

-=g [2E = =

— B IR N (RS '

& cors = [Tewct]

&3 Marpuua

Oprammsaumonnan Anarpamma
Mipamna

Cny»uT Ana oTobpakenus
MEPEPXMUYECKOI MHBOPMALIM Mk
OTHOWEHNI NDACTUETHOCTIA &

i VT YPis MOMOLIHIKE,
MOAMVIHErHOrE 1 KonAET M,

o |
Puc. 1. BeiObop MakeTa opraHu3aliiOHHOM 1ua-
TpaMMBI
OO6pa3err 3a1aHus

OprasMsayMoHHan AWArPaMMA...

Puc. 2. O0macts Tekcra

VYnpasnenue ¢puHancamu GUpMbI

B ynpaBnenuu puHaHCOBOW NeATEIBLHOCTh NPEANPUATHS BAXXHYIO POJIb UTPAOT (PMHAHCOBBIE Me-
HE/DKEpPhl. JTO BBICOKOKBATH(HIIMPOBAHHBIE CIIEHUAIUCTHI, 00JIAAA0NINe 3HAHUAMHU B 00sacTi (puHaH-
COB M OyXrajlTepcKOro ydera, KpeAuTa M JEHEKHOro oOpalleHus, 1IeHo00pa3oBaHMsl, HAJIOTOBOI'O 3aKO0-
HOJIATETILCTBA U TEXHUKH OAaHKOBCKOH M OMPKEBOH EATEIBHOCTH.

DHUHAHCOBOMY MEHEXKEPY HOJYMHEHBI Ba (DYHKIIMOHAJIBHBIX MEHEPKEpa — KOHTPOJIep U Ka3Ha-
yeil. UeTKoro pasrpaHuueHusi B paboTe KOHTPOJIepa M Ka3Hauyesl He CYIIECTBYET, UX JOJDKHOCTHBIE 005-
3aHHOCTH B pa3HbIX KOMITAHUSAX Pa3IMYyarOTCs B 3aBUCUMOCTH OT MOJUTHK, MIPOBOJUMOM UM, M HEpCO-
HAJIBHBIX KaueCTB.

[Ipe3unent
(I'maBHBIN yIpaBIIsIONIHii)

Bune-npesunent
10 IPOU3BOJICTBY

Bune-npesunent
o huHaHCAM

Bune-npesuneHt
110 MAPKETUHTY

Kontponep | | Kasnaueit

3ananue 2. Co3aate oprauarpaMmmy o oopasiy.



@DuHAHCOBBIE CITY>KOBI IPEAPUATHS

CoBeT AUPEKTOPOB

!

[Ipe3unent

(I'maBHBIA yIpaBIISIONIHIA)

v

v
Buue-npe3uneHt
IO MPOU3BOJICTBY

Bune-npe3uneHt
1o puHaHCAaM

v
Bune-npe3uneHt
110 MapKETHUHTY

v

v

KonTposnep

Kaznaueit

Menemxep o Hanoram

Menemxep o kpeauram

MeHepKep 1Mo y94eTy MpOU3BOJICT-

BCHHBIX U3CPIKEK

MeHnexep 110 KOHTPOJIIO U pe-
TYJIMPOBAHUIO JICHEKHBIX OIepa-
bEN% 070

MeHemkep o KOMITBIOTEPHBIM
pacueram

MeHnemkep mo GUHAHCOBOMY
IJTAHUPOBAHUIO

Menemkep 1Mo (PMHAHCOBOW OTYET-
HOCTH

MEHe,E[)Kep II0 KallMTaJIbHbIM
BJIOXKCHHUAM

MeHez[)Kep 10 NPUBJICYCHUIO

(hMHAHCOBBIX PECYpPCOB

MeHemKep 110 HHBECTHIIHSM

Tema 2. TexHonorun 00pabOTKK HHPOPMAIIUH, PEIICHHUE 33/1a49 B DJICKTPOHHBIX Ta0IHIIaX.
JlaGopatopHas padora Ne 1
BBonx 1 penakTHpoBaHKe TaHHBIX B TaOaumuHOM Mpoieccope MS Excel
Llens paboOTHI: HAYYUTHCS CO3/1aBaTh MPOCTEHIINE TaOIHIBI B TAOMUIHOM mporieccope MS Excel.

[Topsimox paGoTHI.

1. BBenuTe 1aHHBIC CIEIYIOMICH TaOIUIIBL.
A B

D@amMuanA BrNagYMKa |Cymma BrNaga, S CLUA

£
OonA ot obuwero exnaga, %

ABpamos 10520,28|

Muxainoea 5830,56|

fopenos 25690,39

MeTpoe 50880,95

AbBenaH 19830,41|

JlyKawmnk 14920,18

1
2
3
4
5
6
7
8

Mroro:

2. IlogOepute mUpUHY CTOJOLOB TaK, 4YTOOBI OBUIM BUAHBI BCE HAIITUCH.

3. BctaBbTe HOBBIN cTONOCT TIepes cToOoM A.
pyiTe saueiiku A2:A7, UCTIONB3Ys aBTO3AIIOJIHEHHUE.

B sueiiky Al BBeguTe TekcT Ne n/n, mpoHyMe-

B
DEMHHA BRASLUHKA

£

Cymma Brnaga, S CLUA

D
OonA ot obuwero eknags, %

ADpamoe 105!

20,28,

Muxainosa

5830,56

ropenos

25690,39

MNetpoe

50880,95

AGenad

19330,41

1
2]
3
4]
5
6|

JTyKawmy 149

20,18,

Mraro:

4. BctaBbTe CTPOKY IJIsi Ha3BaHUs TaOnuilel. B saeiiky Al BBeauTe Ha3zBaHue TaOIUIBl MHOUSU-

OdyanvHbvle 8K1A0bl KOMMEPYecKko20 OaHKda.



A B C D
1 MHANBKMAYaNbHbIE BKAAAHI KOMMEpUECKOro BaHka
2 Nen/n |®amunna exnagumnsa Cymma eBrnaga, S CLUA fonA oT obwero Bknaga, %
3 1|ABpamoe 10520,28
Muxainosa 5820,56

2

3[ropenoce 25690,39
4[Netpoe 50880,95
5

6

Abenad 19830,41|
IVEENTE 14520,18
9 Mroro:

5. CoxpanuTte Tabauiy moa umeHem bauk.XIS.

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

I{enb pabOTHI: HAYYHTHCS CO3aBaTh MpocTeiire GopMyisl B TabarmuHoM mporeccope MS Excel.

[Topsiiox paboTHI.

1. Otkpoiite daiin bank.XIs.

2. B siueiiky C9 BBeautTe GOpMyITy ISl HAXOXKIECHUS OOIIEH CyMMBI.

3. B sueiiky D3 BBeaute Gopmyny [is HaXOXKICHHS JOJIM OT OOIIETro BKIAa, UCIOJIb3Yys abco-

JIOTHYIO CCBUIKY Ha stueiiky C9: =C3/$C$9*100.
4. Cxkonupyiite naHHyto ¢popmyiy ans rpynn sueek D4:D8.

D

0 o » |

1 MWHAMBMAYabHbIS BRAGAB KOMMEpYeckoro BaHka

2 Non/n|®amunua Brnagunka |Cymma srnaga, S CLUA | Nons or oBwero sknaga, %

3 1|ABpamos 10520,28| 8,24
2|Muxainosa 5830,56 4,57
3[Topence 25690,39 20,12
4[MeTtpos 50880,95 39,85
5

6

ABenaH 19830,41 15,53
JTyKaWNK 14920,18| 11,69
Wroro: 127672,77|

5. Coxpanute u3MeHeHus B Qaiire.
Jlaboparopnas pabota Ne 3
dopmatupoBanue TabIMIl B Ta0IHMYHOM mporieccope MS Excel

Llenb paboThl: HAyYUTHCS MPOCTEUIIMM HpuemMaMm (OopMaTHUPOBAaHUS TaOJIUI B TaOJIMYHOM IPO-
rieccope MS Excel.

[Topsinok paboTHI.

1. Otkpoiite daiin Bauk.xIs.

2. Ins rpynnsl siueek C3:C9 ycranoBute Pasdenumens moicay u paspsaonocms Jlee yugpul nocne
3ansimotl, UCTIONb3Ysl KHOTIKH | & &,

3. s rpynmnsl stueex D3:D8 yecranoBute paspsiHocTs Llenoe uucho.

4. Oopemunute sueriku Al:D1.

5. JloGaBbTE JBE CTPOKHM TOCIE Ha3BaHUs TabmuIpl. BBeaurte B sueiiky A2 Tekct /lama, B siUeiiKy
B2 — ceroansmHioo naty (Hanpumep, 25.10.2003), B sueiiky A3 tekct Bpewms, B siueiiky B3 — Tekyiiee
Bpems (Harmpumep, 15:08). Beibepute Gopmar AaTel 1 BpeMEHH B COOTBETCTBYIOIIUX SYCHKAX TI0 CBOEMY
KEJaHUIO.

6. [lna stueex A4:D4 ycranosute [nasuas, Yucno, Bwipasnusanue, Ilepenocumv no crnosam,
MpeBapUTEILHO YMEHBIIIUB pa3Mephl OJIeH U YBEIUYHUB BBICOTY 4-0i CTPOKH.

7. BBITTOTHUTE COPTHPOBKY TI0 BO3PACTAHUIO CYMMBI BKJIAJA.

A D

B C
1 | MHAWBWAyanbHbie BKNAAbI KOMMEpYeckoro BaHka
MAata  25.10.03
3 |Bpema 15:03

(G RENRE- BT

]

@amunvA | Cymma Brnaga, | [Jons oT obuero

Nen/n
/1 BHNAAUMKE SCLIA BKNana, %

MuxaHnoB 5 830,56 5
Abpamos 10520,28 3
Jlykalwmk 14 920,18 12
ABenad 19 830,41 16
Fopenoce 25 690,39 20
10 Merpos 50 880,95 40
11 Hmoeo: 127 672,77

8. Coxpanute n3MeHeHus B Qaiirne.
JlaGopaTtopnast pabora Ne 4
VYnpasneHue mucramu padodel KHUTH B TabimuHoM npoueccope MS Excel
Llens paGoOTHI: HAYYUTHCS MPOCTEHIINM TpPHEMaM YIPaBJICHUS JHCTaMH pabodyeil KHUTH B Tao-
amgHOM mporieccope MS Excel.
[Topsimok paGoTHL.

(R RENRT- ST R

NS N PN NS P




1. OtkpoiiTe HOBYIO pabOUyIO0 KHUTY.
2. [lepeumenyiiTe nucThl pabouedd KHUTH: BMecTo Jlucml BBegute Hanoe ¢ npooasic, BMECTO

Jlucm?2 BBenute Pacuem yen.

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

u yuciaosoe 35auenue 0,05.
5. Ilepelinute Ha nuct Pacuem yen.
6. OpopmuTe TabNIHITY, 3aMTOTHUTE ITYCTHIC TYCUKH.

A B c D E
Mefens ana odmca
N2 n/n | HammeHoBaHWe ToBapa LleHa Hanor cnpogax| Cymma
1 CTON NMCHbMEHHBIA 5 400,00p.
CTON KOMMBIOTEPHBIA 2 850,00p.
LWkad 9 800,00p.
cryn 2 800,00p.
Kpecno 3 750,00p.

o |k w [

o v bW N

Wraoro:

7. BBIIIOTHUTE COPTHPOBKY TOBapa MO BO3PACTAHHMIO.
8. Coxpanute 10KyMeHT o umeHeM Oguc.XIs.
JlaGopaTtopnas pabora Ne 5
OyukIuy B TabmuaHOM porieccope MS Excel
Llenb pabOThI: HAYYUTHCS MOJIB30BATHCS MPOCTCUIIMMU (DYHKIMSIMH B TaOJIMYHOM MpoOIeccope

MS Excel.

[Topsiiok paboTHI.

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

2. OTKpoiiTe HOBYIO pabouyt0 KHHTY.

3. B siueiiky Al BBeuTe TEKYIYIO J1aTy, UCHOJIB3Ys MacTep hyHKkuui (kateropust pyHkumu Jama
u 8pemsi).

4. Yucna BBOJUTE B SIMEUKH TPETHEH CTPOKH.

5. 3anonaute sueiiku L5:L14 coorBeTcTBYOMMME (POpMYTaMH.

6. OTdopMaTupyiiTe TaOIHITY 110 OOPA3ITY.

A[(B|C/D|E|F|[GH[I|J|[KL|M
25.10.2003

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

0Buiee KONKMUECTBO YHMCEN
KO/MUECTBO NONOKUTENBHBIX YMcen

KOMMYECTBO OTPHMLATENBHDIX Yncen

00 |~ @ w8 |wn e

KONMYECTBO HyNei
MaKMMa/IbHOE 3HaYEeHMe
10 MUHMMaNbHOE 3HaYEHMe
11 |cpegHee 3HaueHuMe

w

12 |cymma Bcex umcen

13 cymma NONOKHTENBHDIX UHCEN
14 cymma oTpUuaTe/bHbIX Yucesn

7. Jlucm nepeumenyiite B Yucna, oOCTalbHBIE JINCTHI YAATUTE.
8. PesynbTar coxpanute noj umeneM Yucaa.xls.
JlaGopatopHas pabota Ne 6
[Toctpoenne auarpamm u rpaduKoB B TabauaHOM Mporeccope MS Excel

Llenb paboOTHL: HAYYUTHCS CTPOUTH MPOCTEUIINE AUArPAMMBI U IpadUKH B TaOJIMYHOM Mpolieccope
MS Excel.

[Topsiiok paboTHI.

1. Otkpoiite nokymeHT bank.xIs.

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

3. Ha mucre /[uaepamma TOCTpONTE KPYroBYI JHArpaMMy IO JaHHBIM CTOJIONOB Damuiust
skaaouuxa, [lons obweeo sxkaaoa.

4. BeIpexxbTe KyCOUKH U3 AUarpamMmmbl, J1JIs 3TOTO:

— BBIJICIUTE 00JIACTh TUArPaMMBl;

— IIEJIKHUTE BHYTPH JIF0OOOT0 CEKTOPA;

— yIepKUBas HAKATOH JIEBYIO KHONIKY MBIIIIH, IEPETAIIUTE CEKTOP B CTOPOHY Ha 1 cM.

5. [Togbepure mogxonsamuii pasmep mpudTa MOAMKUCEH JaHHBIX, IBET MpUQTa YCTAHOBUTE COOT-
BETCTBEHHO LIBETY Ka)XKJI0I'0 CEKTOpa.




6. s Ha3BaHus quarpammel yeranoBute mpudT Courier New, 12 nt, cuHuii 1Ber.
7. IlepeMecTuTe JIereH 1y B MPaBblii HUXKHUHN YTOJ OKHA JUArpaMMBbl.

Jonsz or obmeroc BrIamga, %

Ra

B Muxaiinosa
W Abpamoe
W lyrawms

W ABensH

W Fopenos

.
8. CoxpaHuTe U3MEHEHUsS B JOKYMEHTE.
9. Otkpoiite nokymeHt Oguc.XIs.
10. BcTaBbTe HOBBII JTUCT, IEPEUMEHYIUTE €T0 B Juacpamma.
11. [To nanubiM cronboB Haumenoganue mosapa i Cymma MOCTPOUTE THCTOTPaAMMYy.
12. YkaxkuTe HaJ KaXKIBIM CTOJOIOM YHCIOBBIC 3HAUCHUs, MOJ00paB HEOOXOIUMBIA pa3Mep
mpudra.
13. Cnenaiite 3aJIMBKY paMKH HEBHIUMOM.
14. OcranbHble 3EMEHTHI AUArPAMMbI OT(HOPMATUPYHTE IO CBOEMY KEIIaHUIO.

Cymma

12000,00p. T0290,00p.
10 000,00p.
8000,00p

6000,00p
4000,00p. 2992 50p. 2940,00p

5670,00p.

3937,50p

2000,00p. -
0,00p.

15. CoxpaHuTe U3MEHEHHS B JOKYMEHTE.

16. OTKpoiiTe HOBYIO pabOYyIO KHUTY.

17. Toctpoiite rpaduk GyHkuuu Yy =Sin X Ha orpe3ke [-5; 5] ¢ marom 0,5. Mcmomnp3yiite THIT
nuarpaMmsl 1oueunas.

A B
x v
-5] 0,958024
45| 097753
-4| 0,756802
-3,5] 0,350783
-3] -0,14112
-2,5] -0,59847
-2 -0,9093

-L,5| -0,99745 Mpaduk GyHKLMM y = sin X
-1[ -0,84147

-0,5| -0,47543
0| 0|

0,5 0,479426] !

1| 0,8a1a71 '_\ /\

15 15| 0,997295 \ - \

16 2| 0,909297 ‘ : . o ‘ ; " —y
17 2,5] 0,598a72 5 4 \ 2 2 \4 6

18 3| o112

”
19 3,5| -0,35078] \/ \'
20 4 1

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

18. Coxpanute TOKYMEHT 1o umeHeM I paghux.X|s.
JlaGopaTtopnas pabora Ne 7
Jlornueckue ¢yHKIMU B TabnuaHOM mponeccope MS Excel
Llens paGoTHI: HAYYNUTHCSA MOIB30BATHCSA MPOCTEHIIMMH JIOTHYECKUMHU (QYHKIUSIMHU B TaOIHMYHOM
nporeccope MS Excel.
[Topsimok paGoTHL.
1. OtkpoiiTe HOBYIO pabOUyIO0 KHUTY.
2. 3aroHATEe TAaOIUIy U 0T(OpMATHPYHTE €€ IO 00pasIry.

T R SATERNE N

w

=
o

-
=)

=
()

-
w

[
i~




A B C D E F G
BejOMOCTL BCTYNMTENLHBIX 3KIAMEHOB

MpoxodHol 6aan 13

DaMHINA MaTemaTiKa | Pycckmid | MIHOCTpaHHbIFR | Cymma  |3aumcnen
AHTOHOB
Axynosa
bopwucos
Bopobbesa
puropbes
rpuropsesa
CanomHUKOB

3. 3anonmHUTE (POPMYIIaMU MYCTHIC SYEHKU. AOUTYPUEHT 3aUMCIICH B MHCTUTYT, €CIIA cyMMa 0aJi-
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5}
=
3
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JIOB OOJIBbIIIE HJIH paBHa IIPOXOJHOMY 6aJ'IJ'Iy M OLICHKA II0 MaT€MaTUuKeE 5 unm 4, B IMMPOTUBHOM CJIy4ac —

HCT.

4. BoIOIHUTE COPTUPOBKY MO YOBIBAHHIO 00IIEH CyMMBbI OalIOB.

5. Coxpanute TOKyMEHT noj umeHeM Cmyodenm.XIs.

6. OTKpoiiTe HOBYIO pa00O4yIO0 KHUTY.

7. IlocTpoiite TabnUIly HCTHHHOCTH JJIsl JIorHueckoii onepamuu NJIN.

8. BeimonauTe hopMaTupoBaHUE TAOJIHIIBI.

A B £ D
TabA1ua CTMHHOCTK onepaumri MK
A B F

1
2
3
a
5

Pl=lo|e
Flo|k|e

6

9. CoxpanuTte pe3yabTar moja umenem Jloeuxa.xls.
JlaGopatopHas pabora Ne 8
Pab6ora co crimckamu B TabmuuHOM mpoiieccope MS Excel. ABTomaruzanus BBo1a TaHHBIX
Llenb pa®oTHI: HAYYUTHCS MOJTH30BATHCSI ABTO3AMOIHEHUEM BBOJIAa IAaHHBIX B TaOJIMYHOM Ipoliec-

cope MS Excel.

[Topsiiok paGoTHI.
1. OTkpoiiTe HOBYIO pabOUyIO KHUTY.
2. 3anoaHUTE TaONUIly JaHHBIMH, JJIsl Ha3BaHUs MECALIEB UCTIONIb3YiiTe A6mo3anonnenue.

A B 5 D E F G H
1 Jloxop, or npoga 3a | nonyrogue (B gonnapax CLLIA)
2 | Cratba goxofa| AHsapb |¢espans| mapT | anpenb |  mai MIOHb |8 cpefiHem
3 |HKomnbioTeps! 40000 36000 44000 42350 27500 39800
4 | AyanocucTemsl 95780 86982 91653 95780 88440 85700
5
6

Buaeocucremel 77894 84560 80080 81200 80150 91400|
OprTexHrKa 34600| 42567 40870 39845 40500 43800

3. obaswTe cronber Beezo.

4. 3anoJHUTE MyCThIE STYEHKH.

5. BeInoaHUTE COPTUPOBKY B CTOJOLE B cpedrem 110 yOBIBAHHUIO.

6. Opopmure Tabnuy.

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

8. Ckpoiite cronber H.

9. IToxaxute cromber H.

10. To6aBbTe KOJIOHTUTYJBI (B BEPXHUH MOMECTUTE Bally (PaMHIIMIO U UM, B HHKHUHA — TEKy-

11yro naty u Bpems). [locMoTpute nmonyuyeHHbINH pe3yabTar.

11. ITocTpoiiTe KPyroByro IuarpamMMmy, MOKa3bIBAIOIIYIO JOJIIO KaXXI0H CTaTbu 10X0Ja MO UTOraM

| monyroaus. IlomectuTe nuarpaMMy Ha COOTBETCTBYIOIIEM JIHCTE.

12. Coxpanute pe3ynbTarhl moJ uMeneM Maeaszun.XIS.
JlabopaTtopnast pabota Ne 9
Pabota co ciuckamu B TabamuHOM nporieccope MS Excel. @unbrpanus qaHHBIX
[{enb pabOThI: HAYUYUTHCS BBIIOIHATH (QUIIBTPAIMIO JaHHBIX B TabnnyHOM mponeccope MS Excel.
[Topsiiok paboTHI.
1. OTkpoiiTe HOBYIO pabOUyIO KHUTY.
2. 3anonHATE TAOIUILY.



A B C D E F
1 Cwnaa

Cpor
peanusaunm

Npoayktbl | LieHa Kon-so | Cymma UcTer

Mapc 8,50p. 125
CHUEepC 8,50p. 240
Mapmenan| 12,30p. 35
PoHgo 7,60p. 320
TBMHC 7.80p. 450
MNactuna 24,50p. 450
9 bayHTH 8,50p. 500
10 Wok 8,00p. 370
11 3edup 31,20p. 270
12 CHukepc B,25p. 610

3. 3amoHUTE MyCThIC STYCHKH C ydeToM (opMaTa JaHHBIX (Ha HEKOTOPBIC MPOIYKTHI CIICIIUATHHO
YKaXXUTE MPOCPOUCHHYIO JIaTy pealli3alyi).

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

5. BeimonauTe hopMatupoBaHre TAOJIHIIBI TTO 0OpA3ILy.

6. Orcoprupyiite 3anucu B nopsake yoeiBanus Cpoka peanuzayuu. CKOMHpPYHTE pe3yibTaT Ha
nmuct Copmuposka.

7. OtcopTupyiiTe naHHBIC MO ABYM Kiro4dam: [Ipodykmei (10 Bo3pacTtaHuto), [lena (1o yObIBa-
Huto). Cxonupyite pe3ynbTaT Ha Juct Copmuposka.

8. Haiinute Bce MPOAYKTHI C UCTEKIIUM CPOKOM peanm3anuu. CKONMUpYHTE pe3ynbTaT Ha JIUCT

oo e |w

THouck.

9. Haiinute BCe MPOAYKTHI, sl KOTOPBIX 00m1as cymma He meHbire 300 py0. u He Gompime 1000
py6. Cxonupyiite pe3ynbraT Ha JUCT [louck.

10) HaiinuTe BCe MpOMYKThI, KOJMYECTBO KOTOPBIX Oosbiie 300, a Cpok peanu3aiuu eie He uc-
Tek. CkonupynTe pe3yibTar Ha JUcT [louck.

11) Ilpuaymaiite CBOM KpUTEPHHU TIOUCKA. 3alMIIMTE 3TH YCIOBHUS U CKOIUPYITE pe3yJbTaT MOouC-
Ka Ha uct [louck.

12) Ha Bcex jamcTax B BEPXHEM KOJOHTUTYJIC YKXKHUTE CBOIO ()aMHJIMIO U ATy BBIMOJHECHUS pa-
00TbI, B HUKHEM — Ha3BaHUS JIUCTOB.

13) Coxpanute 10KyMeHT 1o umeneM Ckrao.XIs.

Tema 3. IHpopMalmOHHBIE TEXHOJIOTHH MTPE3EHTALIMOHHON Tpa(UKH.

JlaGopaTtopnas pabota Ne 1
OcHoBbI paboTs! B mporpamme MS PowerPoint

Llenb paboOTHI: OBIAETh HABBIKAMH CO3JaHUS MYJIbTHMEIHNA MPe3eHTaIuii B mporpamme MS Pow-
erPoint.

[Topsinok paGoTHI.

1. IIpu 3amycke mporpamma MS PowerPoint oTkpeiBaeTcst B pexxuMe, Ha3bIBAEMOM OOBIYHBIM pe-
KUMOM, KOTOPBIN MO3BOJISIET CO3/1aBaTh Clai/ibl U paboTaTh C HUMHU.
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3aron0BOK c/amaa

Mop3aronoBoK cnaiga

‘ 3aMeTkM K Clanigy

Puc. 1. PexxuM co3manus ciaainaoB

2. B obnactu Craiio MOXHO pab0TaTh HEMOCPEICTBEHHO C OT/IEJIbHBIMU CllaiiiaMu.

[TyHKTHpHBIE IMHUH TTOKA3bIBAIOT MECTO3AMOIHUTENN, B KOTOPHIE MOKHO BBECTH TEKCT MJIM BCTa-
BUTbH N300paXKEeHMUsI, TUarpaMmbl U IPyrue 0OOBHEKTHI.

3. Briragka Cratiosl conep KUT 3CKH3bI BCEX MOJTHOPA3MEPHBIX CIIaiI0B, 0TOOpaxkaeMbIX B obJac-
1 Cratio. Tlocne no6aBneHust Apyrux CiaiIoB Uil TIOSABICHUS HYKHOTO ciaiina B obmactu Craiio MOX-
HO HICJIKHYTh COOTBETCTBYIOIIMM 3CKU3 Ha BKJIaAKe Cratiovl. MOXHO TakkKe MEpPeTacKUBaTh ICKU3BI,
4TOOBI U3MEHUTH TOPSIIOK ClaiiioB B npezeHTanuu. Kpome toro, Bkinagaka Craiios: HO3BOJSET J00ABIATh
Y yAAIATh CIIaiIbl.

4. Ob6nactb 3amemku MO3BOJSET BBECTU 3aMETKU O TEKylIeM ciaiie. MOoXHO pa3iaTh 3aMeTKH
ayJAMTOPUH WM 00paIaThCsi K HIM BO BpeMs MoKa3a MPE3eHTAIlUH B PSKUME JOKIIATIUKA.

[Tocne oTkpbITHS M1a0JI0HA HOBOM Mpe3eHTalN 0TOOpakaeTcsi TOJILKO HeOOoIbIIas YacTh 001acTH
3amemxku, KOTOPYIO MOKHO YBEIIUYHTb.

5. Cnaiiz, KOTOpPbIl aBTOMATUYECKH MOSBIISIETCS B IPE3EHTALIMH, COACPIKUT JBa MECTO3AIOIHUTE-
JI51, OIMH U3 KOTOPBIX OT(hOpMaTHPOBAH IS 3arojoBKa, a BTOPOH — IS TOA3aroyioBka. [lopsmok mporo-
TUIIOB Ha ciaiije Ha3biBaeTcsd MakeToM. B mporpamme MS PowerPoint Takxke mpeaycMOTpeHbl Ipyrue
TUTIBI MECTO3ATIOTHUTEINEH, HallpUMep MECTO3ATIOTHUTENHN JJ1s1 H300paKEeHUH U PUCYHKOB SmartArt.

6. UToOBbI OJTHOBPEMEHHO C A00AaBICHUEM Cliaiijia B IPE3CHTAIINIO BRIOPATh MaKeT HOBOTO claiijia,
MOJKHO BBITTOJIHUTH CJIETYIOIITUE EHCTBUS:

— Ha BkIajke Cratiovl NETKHUTE HETIOCPEICTBEHHO MO/ €IMHCTBEHHBIM CO/IEPKAIIMMCS Ha STOU
BKJIAJIKE CIIAHJIOM;

— B rpynne Cratiovl BKIaAKu [ nasHas MEIKHUTE CTPENKY psiioM ¢ kHonkou Cozdams caatio,
=)=

a1 Yaanure
Craiiasi

Puc. 2. KHONIKM co3/1aHMs Ciiaifia ¥ BBIOOpa MaKeTa
— TIOSIBUTCSI KOJIIEKIMS, B KOTOPOH OTOOpaKarOTCSI 3CKHU3bI Pa3UYHBIX JIOCTYIMHBIX MaKETOB
CIIaiiIOB;




J =) Maker ~ "

%2 BoccrarosnTs
'Co;,gam' K A U ke 8§ A Ay
cnaiig - | % YARIMTE

Tema Office

TuTyneHEI Chaiig 3aronoBoK M 3aronoBok
oBbeKT pazgena

Jga obbekTa CpasHenme TOABKO ar0N0B0K

Mycroil chaida OBLEKT ¢ PHOyHOK €
noanmceio nognuce

(7] [y&nupoEaTe BEAENEHHEE CAARAE
55 Cnaligul v CTpyKTYpRSL.,

=] [oETOPHOE MCNOABZOBAHHE CNAIHA0E.

Puc. 3. Tembr makeTOB

— HOBBIU CIIaliJ MOSABIIAETCS U Ha BKIajke Cratiovl, Te OH BbIAETSETCS KaK TeKYIIUH, U B 001acTu
Cnaiio;

7. YToObl U3MEHUTh MAKET CYIIECTBYIOIIETO CJaiiia, BBIMOIHIIOTCS CIEAYIONINE AeHCTBUS:

— Ha BKJIazke Cnatiovl MEIKHUTE Cllaiif], K KOTOPOMY HY>KHO IPUMEHUTh HOBBII MaKer;

— B rpynne Crauiov: BKIaAKu [ nasnas MENKHUTE 31eMeHT Makem, a 3aTeM BbIOEpPUTE HYKHBIN
HOBBIM MaKeT.

8. Ecniu Hy)XHO co37aTh JiBa Cliaiifla, aHAIOTUYHBIX MO COJACPIKAHUIO U MAKETy, MOKHO CIKOHO-
MUTbH YCUJIUS, CO3/IaBast OJMH ciaij ¢ GOpMaTHPOBAHHEM U COJIEpKaHUEM, OOIIUMH /1Jisi 00OMX CIaiioB,
a 3aTe€M CO3JaTh KOIIHIO 3TOr0 Cjaiaa U JO0OABUTh Ha KaXKIbIH U3 3THX CIAWI0B OKOHYATEIbHEIE NHIUBHU-
NyaJibHbIE JACTAJIN:

— Ha Bkiagke Cratiobl METKHUTE KOMUPYEMBIN CIaii1 MpaBoil KHOMKOW MBIIIIH, a 3aTeM BBIOEpUTE
koMaHny Konupoeams B KOHTEKCTHOM MEHIO;

— HaxoJsch Ha BKIajake Craiiosl, MENKHUTE MPABOM KHOMKOW MBIIIM MECTO, B KOTOPOM HYKHO
100aBUTH HOBYIO KOTIUIO CJaiiia, U BRIOEPUTE B KOHTEKCTHOM MEHIO KOMaHAy Bcmasums.

MO0>KHO Tak)ke BCTaBUTh KOIHUIO claiijia U3 OAHOW MPE3EHTALNH B IPYTYIO IPE3CHTALIUIO.

9. UToOBI M3MEHHUTH TIOPSIOK CIIaiI0B Ha BKIaaKe Craiiobl HY)KHO BBIOPATh CIai]l, HEOOXOMMBIi
JUTS IEPEMEILIEHNUS, a 3aTEM MEePETAIIUTh €0 B HOBOE MECTO.

10. YToOB!I BBICTUTH HECKOJIBKO CIIAMIOB, HY)KHO MICIKHYTh CJaiJI, KOTOPBIH HYKHO TepeMec-
TUTh, & 3aTeM HaxkaTh U yAepxuBaTh kinaBumry CTRL, oqHOBpeMeHHO Imienkas 1Mo o4epean OCTalbHbBIE
CJIA/IbI, KOTOPBIE HYXKHO MEPEMECTUTb.

11. [ins ynanenus crnaiia Ha Bkiagke Craiidsl HY)KHO IIENKHYTh MPAaBOl KHOMKOM MBIIIN CIaI,
KOTOPBIM HEOOXOIMMO YAANUTh, a 3aT€M BbIOpaTh B KOHTEKCTHOM MEHIO KoMaHay Yoarums cratio.

12. CampiM 00O1IUM coneprkanueM cnaiiioB B npeseHtanuu MS PowerPoint siBnsieTcst TekcT — B
3aroJIOBKax, Ha3BaHMUSIX U MAPKUPOBAHHBIX CITHCKaX.

UYro0Obl 100aBUTH TEKCT HA JIFOOOM Cllaii]], Hy»KHO MIEIKHYTh MECTO3aIl0JIHUTENb, B KOTOPBIA HYX-
HO JI00aBUTH TEKCT, a 3aTEM BBECTH WJIU BCTABUTH HY)KHBIN TEKCT.

13. CymiecTByeT MHOXKECTBO CIIOCOOOB M3MEHUTh BHEITHUYM BHJ TEKCTa Ha claiifie, OT OCHOBHBIX
KHOTIOK BKJAJIKu [1aéuas, TpeqHa3HAYEHHBIX i (OPMATHPOBAHUS XapaKTEPUCTHK IpudTa, CTHII,
pa3Mepa, 11BeTa U ab3ana, 10 JOMOTHUTEIBHBIX MapaMeTPOB, TAKUX KaK aHMMAIUS WIH TIpeoOpa3oBaHUE
B pucyHku SmartArt.

14. Cnunikom 607bIII0E KOJIMYECTBO TEKCTA JIENAeT CHaiil 3alyTaHHBIM M HETIOHSATHBIM IS ay H-
Topuu. Pemennem 3Toit mpoOIeMbl SBIISIOTCS 3aMETKH JIOKJITIMKa, KOTOPhIE MOYKHO BBECTH B 00JIacTH
3aMeTKH Ul KaKJIOTO craiiia. 3aMeTKH JOKJIaqurKa MOMOTaloT B MpoIlecce Mpe3eHTalnd n30aBUTh K-
paH OT U30BITOYHOTO COJIEP)KAHMS, OJTHOBPEMEHHO IMO3BOJISISI OTCIICKUBATH BCE JTAHHBIE, HY)KHBIE BO Bpe-
Msl TIPE3eHTAIUH.

3aMeTKH JOKJIaIuyuKa MOXKHO HamledaraTh W 3arisiAbIBaTh B HUX BO BpeMs mpe3eHTanuu. JInbo,
ecnu nipezenTanus MS PowerPoint 3amyckaeTcst ¢ oqHOro MOHUTOpA (Hampumep, Ha TpUOyHE), a ayIUTO-
pUsl BUIIUT €€ Ha APYTOM MOHUTOPE, TO JJISl BBIBOJA 3aMETOK BO BpEMsI ITPE3EHTALMK TOJIHKO HA MOHUTOP




JOKJIaJIMKa MOXHO HUCIIOJB30BaTh PEKUM JOKIATUMKA.

15. MS PowerPoint ipegocTaBiisieT MHOKECTBO TE€M, YIPOIas U3MEHEHHE OOIIEero BUAA MPE3eCH-
taiuu. Tema mpeacTaBisier co0oi HabOp AIEMEHTOB OGOPMIICHHS, TPUIAOIIHA 0COOBIH, eTMHO00pa3-
HBI BHEIIHWHA BUJ BceM JokymeHTaM Office, MCIONB3ysh KOHKPETHBIC COYCTAHMS I[BETOB, MIPUPTOB U
3¢ dekToB.

MS PowerPoint aBromarnuecky IpUMEHSIET K MPE3ECHTALUAM, CO3AaHHBIM C IOMOIIBIO MabI0Ha
HOBOW mpe3eHTanuu, temy Office, HO BHEITHUI BUJ MPE3ESHTAIIMH MOKHO JIETKO U3MEHHUTH B JIFO00H MO-
MEHT, IPUMEHUB JIPYTYIO TEMY.

Moa NEeSEHTELWA
*Tema 1 «Tema 1
*Tema 2 * *Tema 2
*Tema 3 Tema 3
*Tema 4 «Tema 4

Puc. 5. [Ipumep BbIOOpa TEMBI
16. B rpynne Temur BKNagKu JJu3zatin HY>KHO LIEIKHYTh HY’KHYIO TEMY J10KyMEHTA.
17. YtoObl yBUIETH SCKU3BI JOMOJHUTEIBHBIX TEM, HY)KHO MIEIKHYTh CTPEJIKH PSIOM CO CTPOKOMH
ICKH30B.

BKa Anzaitn AHuMauna Mokas cnailgos PeleH3WpoOBaHKHe Bua PazpaboTunk
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Temul

Puc. 6. Temsl ohopmienus crnaiina

18. MS PowerPoint mo3BossieT 100aBIAsSTh MHOXKECTBO BUAOB ayIuO U BUACOJAHHBIX, BKIIIOUAs
TaONMUIBI, PUCYHKH SMartArt, xiammbl, QUTYpHI, AMAarpaMMbl, MY3bIKY, (HIbMBI, 3BYKH W aHUMAIIHH.
MoxHO Takxe 100aBUTh I'MIIEPCCHUIKM, YTOOBI MOBBICUTh T'MOKOCTh MEpEeMEIIEHHs M0 MPE3eHTAlUU U
BHE €€, a TAaKXKe MPHUBIICKAIOMIHE TJ1a3 TIEPEXOIbI MKy CIaiiJaMH.

19. Yro0bI 10OABUTE KIIUII:

— YKa)XHTE MPOTOTHI, B KOTOPBII HEOOX0MMMO 100aBUTH KIHI. Eciy mpoTOTHI HE BBIICTICH HITH
€CITIU BBIACIICH TPOTOTHII, B KOTOPBII HEb3s1 BCTAaBUTh U300pakeHUe, KNI BCTABISIETCS B LIGHTD Cilaiifa;

— Ha BKJIaJKe Bcmaska B rpynne Mnnocmpayuu HaxxMute KHONKy Kaun. B obnactu 3agau Knun
BbIOMpPAETCst HY>KHBIN KiuM. Kium MoKHO epeMecTuTh, U3MEHUTh pa3Mep, MOBEPHYTh, 100aBUTh TEKCT U
BBITIOJIHUTH HHBIE U3MEHECHHSI.

20. Pucynok SmartArt — sTo Bu3yajabHOE MPEICTABICHUE CBEJICHHUM, KOTOPOE MOXHO MOJHOCTBIO
HacTtpouTsh. [IpeoOpasoBanue TekcTa B pucyHoK SmartArt — 3To GBICTpHIN COCO0 Mpeodpa3oBaTh Cylie-
CTBYIOIINE CIIal/Ibl B MPO(hecCHOHATbHO 0(OpMIIEHHbIE WILTIOCTpauy. Hanmpumep, MOXKHO OJTHUM IIETY-
KOM TIPEBPATUTh CITal]] IOBECTKH JHS B PUCYHOK SmartArt.

NosecTka

* TEHAEHLMH PrIHKE

* Haywenue notpeburanen

* PexaamsHan KamnaHuA MoBecTka
* YBeaqseHHe 00benE Nposss

= sanisiing
Fansansinn  COeME npogaw

LU L

Hirpomnne
noTpeduTaran

TeHgaHga
prisER

Puc. 7. Ilpumep npeoOpa3oBaHms TEKCTA Cllaiiia B pucyHok SmartArt
21. YtoOsl mpeoOpa3oBaTh CyIIECTBYIOUINHI TEKCT B pUCYHOK SmartArt:
— IIEJIKHATE MECTO3AIOIHUTEIh, COICPKAIINN TEKCT, KOTOPBII HY)KHO IpeoOpa30BaTh;



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

— YTOOBI YBUJETH, KaKk Oy/IeT BBITIAAETh PUCYHOK SMartArt ¢ Hy>kKHbBIM TEKCTOM, HaBEUTE B KOJI-
JIKIMH yKa3aTeb Ha 3CKU3 3TOTO pucyHKa SmartArt. Kosiiekius cogepkut MakeTsl pucyHkoB SmartArt,
KOTOpBIE JIy4Ille BCEro MOAXOIAT AJII MApKUPOBAHHBIX CHHMCKOB. J[J1s mpocMOoTpa moaHoro Habopa Make-
TOB HAXKMUTE KHONKY /[pyeue pucynku SmartArt.

22. Hailijns Hy>KHBIH pUCYHOK SMartArt, meakHuTe ero, 4To0bl IPUMEHUTh K CBOEMY TEKCTY.

23. Teneps pucyHok SmartArt Mo>KHO EPEMECTHTb, U3MEHHUTD €TI0 pa3Mep, MOBEPHYTh, J00ABUTH
K HEMY TEKCT, IPUMEHUTh K HEMY JPYTrOi 3KCIPECC-CTUIIb U BBITIOJHUTH UHBIE H3MEHEHHUS.

24. Xotsa pucyHoK SmartArt yserde Bcero cosnaTh Ui CYHIECTBYIOIETO TEKCTa, MOXKHO IMOUTH
JIpyTUM IyTEeM U CHaydaja BCTaBUTh HYKHBIN pucyHok SmartArt, a 3atem 1006aBUTh K HEMY TEKCT:

— HIETKHUTE MECTO3aIO0JIHUTENb, B KOTOPBI HYXHO 100aBUTh pucyHok SmartArt. Eciu mecro3a-
MIOJIHUTENb HE BBIJCNICH WM €CIIU BBIAECIEH MECTO3al0IHUTEb, B KOTOPBIA HEb3s1 BCTAaBUTh M300paxe-
HUE, pUCYHOK SmartArt BcTaBisieTcs B IEHTp craiiia.

— Ha BKJIaJke Bcmaeska B rpynne Mnirocmpayuy HAXXMUTE KHOTIKY SMartArt;

— B KpaifHeil JIeBOi 00J1acTH INaJIoroBOT0 OKHA Buibop pucynka SmartArt ENKHUTE HY>KHBIA THIT
pucynka SmartArt;

— B IICHTPAIBHOM 00JIaCTH HAWAWTE U MICTKHUTE HY)KHBIA MaKeT, a 3aTeM HaxmuTe KHOnKy OK.

25. CMeHBI caiIoB MpeACTaBIsIoT co000i aHUMAaIMOHHbIE () PEKThI, BOSHUKAIOIINE MPU MEPEX O-
JIe OT OJHOTO claiaa Kk cieayromemy. MS PowerPoint nmpemocTaBisier MHOKECTBO THIIOB CMEHBI Cllaii-
JIOB, BKJItOUasi cTaHAapTHBIE 39D PEKThl 3aTyxaHus, paCTBOPEHUS, OOpe3aHus U CTHpaHUs, a Takxke Oosee
HEOOBIYHBIE MTEPEXOIbl, HATPUMEP KoJIeca U MIaXMaTHBIE JOCKH.

B rpynne Ilepexod k amomy cratioy BKIagku AHumayus BEIOEPUTE HY>KHBIM BapuaHT Mepexoa.

AHUMALNA Mokas caiigos  PeliersupoBanme Bua  PaspaBoTumk ®opmat @

b 3syk nepexoga: [HeT 38yKa] ~ | CmeHa cnaiga

[ oy ) ] ] S RS

130 MpumenuTs ko seem ABToMaTwdeckn nocne: 00:00

Mepexog k 3Tomy Craiiay

Puc. 8. Bkitagka nepexoja ciaiios

26. I mpocMOTpa IpEe3eHTAallMK Ha SKpaHe KOMIIbIOTepa B TOM BHUJE, B KAKOM OHa OyzeT mpej-
CTaBJIEHA ayTUTOPUH, BBIIIOJIHUTE CIICAYIOLINE I1EUCTBUS:

— B rpynne Hauamwv nokas cnaiioog Bknanaku Iloxas cnaii0os BBINOJIHUTE OJHO U3 CIEAYIOMIUX
JIEUCTBUIL:

a) JUIs 3aIyCKa Mpe3eHTalllM ¢ epBoro ciaiiia Beioupaercs C nauana;

0) 4TOOBI Ha4YaTh MOKA3 CO Claia, B HACTOSAUINI MOMEHT Haxojsuerocs B oosactu Crauo, BbiOe-
pure C mexywezo craiioa.

— 9TOOBI BEPHYTHCS B OOBIYHBIN PEKUM, B TFO00I MOMEHT MOYKHO HaxkaTh KkiaBumry ESC.

27. BaxxHO TpeayCMOTpPETh JOCTaTOYHO BPEMEHH, YTOOBI JIIOOOW JOKIATUMK, UCIIONb3YIOIINN
MIPE3CHTAINIO, MOT HaBEPHSIKA YIOXKHUTHCS B TpaduK (BKIIFOYAs TP HEOOXOIUMOCTH BpEMs B KOHIIE TIpe-
3€HTAllMU Ul BOIIPOCOB ayJUTOPHUM) U MPAaBUIBHO pacHpeiesuTh BpeMs. PekomMeHyeTcst HacTpauBaTh
rpaduk Mpe3eHTaly B MOMEIEHNH, I/1e OHa OYyJeT JeMOHCTPUPOBAThCS, UCIOJIB3Ysl 000pyIOBaHUE, HA
KOTOPOM OHa OyZIeT IeMOHCTPUPOBATHLCS, U MTOKa3bIBas €€ MO KpaiHel Mepe OJJHOMY WIJIM IBYM CIIyIlaTe-
JM. DTO MO3BOJUT JOKIATYUKY TO3HAKOMHUTHCSI C MECTOM JJISl [TOKa3a MPE3EeHTAI[MN U TOTPEHUPOBATHCS
nepes )KUBOM ayautopueil — oOpaTHas CBsI3b C ayJUTOPHUEH MOXET OBITh MOJIe3HA, YTOOBI OMpPEACIUTh
AJIEMEHTHI, KOTOPBIE HY)KHO HCIIPABUTH TIEPE]l PeaTbHBIM MTOKA30M.

28. IleyaTh MaTepuasioB Ul BBIJAYM U 3aMETOK JIOKJIAUMKA MPE3EHTAIMI0 MOXHO HalledaTaTb
100 KaK 3aMeTKH JTOKJIaIyuKa, JU00 MaTepHrabl sl BbIIAUH.

3aMeTKH JI0KJIaJUiKa CoJIepKaT OJIMH ClIaiijl B BEPXHEH yacTu Kax/10i pacrieyaTaHHON CTpaHHIIbI,
a TaKke cojepkaHue obysacTu 3amemkuy B HIDKHEW 4acTu cTpaHuilbl. OHM MOTYT MCHOJIb30BaThCS JOK-
JaTYMKOM BO BpeMs MPE3CHTALMN B Ka4eCTBE CICHAPHS WM CTPYKTYpbl. OHM TakKe MOTYT ObITh po3ja-
HBI ayJJUTOPUH, YTOOBI KaXKIbIH CITyIIaTENb IOJIY4U BCE CBEJICHMH S, COAEpKAIUECS B IPE3EHTALUH.

Marepuansl A7 BbIIaYM COAEPKAT OJHH, J1Ba, TPH, YETHIPE, IIECTh MM JIEBATH CIalI0B Ha pac-
Ne4yaTaHHOM CTpaHMILE U MpeAHa3HAaYEHBI U CIIy4yaeB, KOI/la HEXKEJIAaTeIbHO MOKa3bIBaTh ayIMTOPHH CO-
nep>kanue obnactu 3amemxu. (Marepuansl Ui BbIJA4u ¢ TpeMs ClaiilaMu Ha CTPaHUILY COJEpXKaT pac-
YEePUYCHHYIO B JINHEHKY 00J1aCTh, I/Ie CIyIIATEId MOTYT 3alIUCHIBATH 3aMETKH).



29. Kak u npu pabote ¢ m000ii Apyroi mporpaMMoil, peKOMEHIyeTCsl cpa3y ke MPUCBOUTH UMs
IIPE3EHTALMH, a 3aT€M BO BpeMs pabOThl YaCTO BHIIOIHSTH €€ COXpaHEHUE.

MoHO BBIOpATh pazauyuHbie GOPMATHI COXPAaHEMBIX (paiiiioB:

— JUIS TIPE3eHTAIMK, KOTopast MOKET ObITh OTKphITa ToJIbk0o B MS PowerPoint 2007, 2010 BeiOu-
paercs tun ¢aitna [Ipezenmayusi PowerPoint (pacimpenue ¢aitia 00bIYHO#M npe3eHTauu Pptx);

— JUIS TIPE3CHTAIIUH, KOTOpass MOXET ObITh OTKphITa 160 B MS PowerPoint 2007, 2010, mu6o B
Oonee panHux Bepcusix PowerPoint, BeiOupaercs 3nauenue llpezenmayusi PowerPoint 97-2003. Ecnu
BBIOpaH 3TOT BapHaHT, HOBbIE GyHkru MS PowerPoint ctaHOBATCS HEAOCTYITHBIMU;

— JUIs TIpe3eHTaluH, KOTopasi OyAeT 3alyCKaThCcs cpa3dy B PeKMME IOKas3a ClaiiioB, T Qaiina
pu coxpaHeHuu — Jemoncmpayus PowerPoint (pacmupenue pps). s neMoHCTpanuu npe3eHTaluH,
COXpaHeHHOH B TakoM (hopmare, MS PowerPoint He TpeOGyercs;

— Ipe3eHTalMs, COXpaHEeHHas B BHJIE I1a0JI0Ha, UMEET pacliuperue Pot, Tun Qaiina npu coxpaHe-
HUM — [llabnon npezenmayuu.

30. O3HakomMuTbes ¢ obsacTaMu 3kpaHa. [looyepenHo BbIBECTH WM yOpaTh C KpaHa OOJIACTH
Cmpyxkmypa n Crauiovl, nepeitu B Pescum copmuposwuka caaiioog u Ilokaz caatioos.

31. Co3natpb npe3enTanuio gakyasretoB BUIIIII.

32. JIns co3maHus MEpBOTO claiia UCIOIb30BaTh pa3MeTKy ciaiina Tumynvhusiti aucm. TEKCT 3a-
rOJIOBKA PACHOJIOXKHUTh B JBE CTPOKHU MO LEHTPY. Y CTAHOBUTH WIPUQT MOITYKUPHBIA 32 NT, IBET — CHHUH.

33. BcTaBuTh HOBBIH ClIalijl, yCTAHOBUB PA3METKY 3d201060K, MeKCH U 00beKM.

34. B pexxume cOpTUPOBIIMKA CKOMMPOBATh BTOPOIL cinaig 8 pas.

35.BBecTH TEKCT Ha Claiiibl B TOTOBBIE paMKH HJIM € TIOMOIIBIO 37eMeHTa Haonucw, ipu HE00X0-
JUMOCTH yJAJINTh HEUCIIOIb3yEMbIE PAMKH.

36. [IpocMOTpETh CO3JaHHYIO MPE3CHTALUIO B TPEeX pekuMax (0OBIYHOM, COPTUPOBIIHKA, TTOKA3a
CITAi/IOB).

37. OopmuTts npe3enTanuio. Cinaiapl JOJKHB IMETh pa3paboTaHHBIA Au3aitH ((POH Min madiIoH
obopmiteHns, apamerpsl mpudra), rpaduueckue o0bekTsl — WOrdArt, aBToQUrypsI, CTPENIKH, OBAIbI,
KapTHHKH.

38. [lna o0BEKTOB M TekcTa BbIOpaTh 3((EKThl, MOSABICHHE AaHMMHUPOBAHHOIO o0bekTra — [lo
wenuxy, C npedvioywum, Ilocne npeodwvloyweco, yCTAaHOBUTh BKIIOUCHHE aHUMAIIMA aBTOMATUYECKH Ye-
pe3 1-2 cexyHpI.

39. YcraHOBUTH CITOCOO MOKAa3a CIIAlI0B YIIPABISEMbIN JOKIATINKOM, CMEHY CJIAHJIOB BPYYHYIO.
CriocoObl epexo10B CIIaiiI0B JOJKHBI BBITOJIHATHCS MMO-Pa3HOMY, CMEHA CJIAiI0B — MO HIETUKY.

40. BoIMOJTHATH AEMOHCTPALIMIO MPE3CHTAINH, IPU HEOOXOIUMOCTH OTPEIaKTHPOBATH CIAWIBI U
M3MEHUTh HaCTPOUKH.

41. CoxpaHuTh MPE3EHTAIUIO B IBYX (hopMaTax:

— BBIOpaTh Npu coxpaHeHnu Tu ¢aiina [Ipezenmayus PowerPoint;

— BBIOpaTh Npu coxpaneHuu tun daina Jemoncmpayus PowerPoint,

42. 3axpeith MS PowerPoint. OTKpbITh Nanky ¢ COXpaHEHHBIMU MPE3EHTAIMSIMU, 3aIyCTHTD (paii-
JIBI C TIPE3CHTAIUSIME, COXPAHECHHBIMH B PAa3HBIX (popMaTax v MpOaHAIH3UPOBAThH PE3YIIbTAT.

JlaGopatopHas padota Ne 2
JlomnoTHUTE IbHBIE BO3MOXKHOCTH padboThl B MS PowerPoint

Llenb paboOThI: U3YYUTH BOZMOKHOCTH YCOBEPIIEHCTBOBaHUS npe3eHTauuii B MS PowerPoint.

[Topsimok paboTHI.

1. Opranu3zanoHHble TUarpaMMbl IPUMEHSIOTCS B MPE3EHTALMH Ul IEMOHCTPALMU HepapXuyde-

CKHX CTPYKTYP.
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Puc. 1. Mepapxudeckasi CTpyKTypa ciaiiia

2. Jlnsa nobaBieHust aHUMAIUU K AHArpaMMe:

— BBIJICIUTH JUATPaAMMY;

— B MeHI0 [loxas cnatiooé BeIOpaTh MyHKT Hacmpotixa anumayuu;

— B oOnactu 3amau Hacmpotixa anumayuu HaXaTh Ha PACKPBIBAIOIINAN CHUCOK /[o6asumb 3¢h-
¢hexm W BBITIOJIHUTH OJTHO HJTM HECKOJIBKO CIICAYIOIINX TCHCTBUI:

a) ecIM BO BpeMs I0Ka3a CaiiioB TpeOyeTcss BBECTH TEKCT WM OOBEKT B COMPOBOXKACHUU OIpe-
JICIIEHHOTO BU3YalIbHOTO 3(pdeKTa, BRIOPATh 3HAYOK Bx00, a 3aTeM — HYKHBIIH 2 (DEKT;

0) ecniu TpeOyeTcsi 100aBUTh OMpPEIECICHHbBIN BU3yalbHbIH 3(PPEKT B TEKCT MU 00BEKT, HAXOMAs-
[IMecsl Ha CaMOM cliaiizie, BHIOpaTh 3HAYOK Buloenenue, a 3aTeM — HyKHbIH 3 dekT;

B) ecniu TpedyeTcsi 100aBUTh OMpEeNeHHbIN BU3YyalbHbIA YQPEKT B TEKCT WU O0BEKT, KOTOPBII
BBI3BIBAET CKPBITHE TEKCTa WM O0BEKTa CO Cllaiiia B 3alaHHBIi MOMEHT, BBIOpATh 3HAYOK Bwixoo, a 3a-
TeM — HYKHBIN 3 PexT;

— TIOCTIe TOTO, KaK 3a/laHa aHUMAIUs JJIs JUarpaMMbl, IEIKHYTh 110 PACKPBIBAIOIIEMYCS CITUCKY U
BeIOpaTh KoMaHay [lapamempol s¢pghexmos. Ha Bknanke Anumayus ouacpammer (Anumayus cxemot) B
criuicke I pynnuposka ouazpammel (I pynnuposeka cxemot) BoIOpaTh mapamerp. P GEKThl MOSBITCS B CITH-
CK€ HACTPOEK aHHMMAllUW CBEPXY BHHU3 B MOPAJKE UX MpUMEHEHUs. Eciu 1006aBUTh B OpraHU3aI[MOHHYIO
TuarpaMMmy rmapameTpsl 3¢ (HeKToB, OHH OYIyT OTOOpaKaThCs B BUJIE CBEPHYTOTO CIMCKA MO COOTBETCT-
ByIOIINM 3(PexkToM. AHUMHUPOBAHHBIE OOBEKTHl OTMEUYEHBI Ha ClIali[ie C MOMOIIBI0 HEeMeYyaTaeMoro Hy-
MEpPOBAaHHOTO Te€ra, COOTBETCTBYIOIIETO 3 (PeKTy B cmUcKe. Takoi TEr MOSBISIETCS TOJBKO B OOBIYHOM
peXHUMe OTHOBPEMEHHO C OTOOpa)KeHUEM 00JIacTH 3a7a4 HACTPOHKH aHUMAIIHH.

3. YrpaBisroimas KHOIKA SIBJISIETCSI TOTOBOM KHOIIKOW, KOTOPYIO MOXHO BCTaBHTh B IPE3CHTAIUIO
U ONpEeAeNuTh AJis Hee THHEPCCHUIKH. YTPABISAIONINE KHOMKHU COAEp>KaT (UTYphI, HApUMEpP CTPETKU
BIIPABO W BJICBO, & TAK)Ke MHTYUTHBHBIC CHMBOJIBI JIUISI TIEPEMEIICHUS K CISAYIOMEMY, MPEABIIYIEMY,
MEPBOMY HJIM TIOCTIETHEMY CIIAlAy U NIl BOCIIPOU3BEACHHS aHUMAIIUU U 3BYKOB.

4. Ha Bxnagke Bcmaska B rpynne Unnrocmpayuu METKHATE CTPEIKY Ha KHOTIKE Dueypsi, a 3aTeM
HOXMUTE KHOIIKY [JononnumensvHule napamempeol.

5. B rpynnie Ynpasnarowue knonku BeIOEpUTE KHOMKY, KOTOPYIO TpeOyeTCst T00aBHUTh.

6. lllenkHUTE MECTO HA Claii/Ie U MepeTaluTe Tyaa QUrypy s KHOMKH.

7. B nuanoroBom okHe Hacmpotika Oeticmeusi BBITIOJTHUTE OJHO U3 CICIYIONUX JTCHCTBHUI:

— 711 BBIOOpA TIOBEICHUS YIIPABJISIIONICH KHOMKU MPH MIETYKE MBI NepeiianTe Ha BKIaaKy /1o
WenuKy Mol

— IS BBIOOpA TIOBEJICHUS YIIPABJISIONICH KHOMKY MPU HaBEJCHUH yKa3aTells MBIIIY MepeinTe Ha
BKIIAJKy /1o Hasedenuu yrazamens Moliiu.

8. UToObI BBIOpATh NEHCTBHUE, BBIMOIHAEMOE MPHU MIETYKE MBIIIBIO YIPABISAIOMIEH KHONMKUA WM
IIPY HAaBEJIEHUH YKa3aTesisi MBIIIU Ha Hee, BBIMOJIHUTE OJTHO U3 CIEAYIOUINX NeHCTBHI:

— €CIIi HUYeTo He JIOJDKHO MPOUCXOIUTh, BRIOEpHUTE KoMaHay Hem,

— 4T00BI CO3/1aTh TUNEPCCHIIKY, BRIOEpUTE KOMaHy [ unepccwiika Ha M BpIOEpUTE 0OBEKT Ha3Ha-
YCHWS;

— YTOOBI 3alyCTUTh MPUIIOKEHHE, BHIOEPUTE KOMaHNY 3anyck NpunodsceHus, HaXXMHUTE KHOIKY
0630p M BBIOEPHUTE TPUIIOKEHUE, KOTOPOE TpeOyeTCs 3aIyCTUTh.

9. YtoOnI BCTaBUTH B ClIaifj TabIUIly, HY>)KHO BBIOpaTh Bcmaexka, Tabauya, B KOTOPOU HEOOXOIH-




MO 33/1aTh HE0OXOIUMOE YHUCIIO CTPOK M CTOJIOIOB.

10. JI;mst Toro yToOBI MOMECTUTH B cinaia Tadauity MS Excel, Hy)kHO BBIIETTUTD TMAIIa30H SYEEK U
CKOMMpOBaTh ero B Oydep odMena. 3arem mepeiitu B MS PowerPoint, BIOpaTh HYXHBIH Clail U BBI-
opatb Bapuant Oowvexm Jlucm Microsoft Excel.

11. B MS Word npezaraercsi MHOTO pa3HbIX THUIIOB TUArpaMM U rpa)ukoB, KOTOPbIE MOXKHO HC-
MOJIb30BATh ISl CO3JIaHHsI OTUYETOB W MPE3EHTAMN 00 YPOBHSX CKIIQJICKHUX 3aIlacOB, U3MEHEHHSX Opra-
HU3ALUOHHOW CTPYKTYPBI, CBECHUI O MPOAaKkax W MHOTHX JPYTHX JOKYMEHTOB. /[narpammbl MOJHO-
cTeto uHTerpupoBanbl ¢ MS Word. Eciu ycranoBiena nmporpamma MS Excel, MmoxxHO co3maBaTh nua-
rpammbl Excel HenocpenctBenno B Word: 1ocTaTodyHo HakaTh KHOMKY /uascpamma Ha JeHTE (BKJIaIKa
Bcemaska, rpynna Unntocmpayuu) M 3aTeéM BOCIIONB30BaThCS CPEICTBAMHE ISl PabOTHI C JAUarpaMMaMu
Ui M3MeHeHus: unu popmartupoBanusi auarpamMmbl. Co3/IaHHBIC AHATPaMMBI OyIyT BHEAPEHBI B JIOKY-

MeHT MS Word, a qanHbIe AuarpaMMbl coxpaHeHsl B yiucte Excel, BkirouenHoM B daitn Word.
[ 2 i
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Puc. 2. Buner quarpamm

12. OpHy U Ty e Hpe3eHTalNI0 MOKHO aJalTHPOBATh JUIS Pa3HBIX ayJUTOPUH, CO3/1aB MPOU3-
BOJIbHbBIE MOKa3bl. [[pON3BONIBHBIN 1OKa3 — 3TO JMOO Cllaiijbl, CTPYIIIMPOBAHHBIE B MIPE3EHTAIINIO, KOTO-
pble MOXKHO JEMOHCTPHPOBATh HE3aBHCHMO OT BCEro IMoKasa, JIMOO IpyMIbl cIai10B B MPE3eHTAllUH, Ha
KOTOpBIE CO3JaHbl THUIIEPCCHUIKH.

13. Moxetr norpeOoBaThcsi MPOJAEMOHCTPUPOBATh MPE3EHTAIMIO JBYM IpyIIaM CTYAEHTOB, 00Y-
YarolMMcs Ha pa3HbIX Kypcax. [Tokas crnaiinos BkirodaeT ciaitasl ¢ 1 o 5. Jlns mepBoro Kypca MOXHO
CO3/1aTh IIPOM3BOJIbHBIN MT0KA3, BKIIOYAKOIMHI craiael 1, 3, 1 5, a 1 BTOPOro — NpOU3BOJIBHBIN 110Ka3,
BKJTIOHArONui ciaiasl 1, 2, 4 u 5. B m000if MOMEHT Tak)ke MOXKHO 3aIlyCTUTh MOKa3 CJIalI0B B UX HC-
XOJHOU MOCIIEA0BATEIBHOCTH.

14. JIng mpocMoTpa 4YacTH CJailoB MPE3eHTAalMl HY)KHO BBIIIOJIHUTH KOMaHAy llokas cnaiioos,
IIpoussonvbHulii nokas, HaxaTh KHONKY Co30amb, BEIOpaTh HY>KHbIE JJ11 YACTUYHOTO MPOCMOTpa Claiibl,
Ha)xaTh KHOTIKY /[o6asums, 3aTeM OK. J1jis mpocMOTpa claiioB MIENKHYTh 10 KHOTKEe [loxazamsb. OTMme-
YEeHHBIE CJIAlIbI TOKA3BIBAIOTCS, IS PEKPALIEHUs [ToKa3a HaXXaTh KiaBumry ESC.

3aaaHne Npov3EONLHOTO NOKA33 | B |-
s NpoM3snbHOro Noxasa: | MpousEneHIi noxas 1

Cnafasl npeseHTalm: Crafins OpOM3E0NLHOMD MoKasa:

1. Cnaiig 1 1. Cnaitg 1

2. Craitn 2 2, Cnaitg 3

3. Cnafia 3 3. Cnaia 5

4. Cnaiin 4

i5. Cnaiin 5 i | DofasuTe =3 &

¥na +

Puc. 3. 3amanue mpon3BOIBHOTO TIOKa3a CIai0B

15. JIns mepexoja ¢ OHOTO cllaiiia Ha JPYTroM, K pecypcy B JOKaIbHOW cetn wiu B MHTEpHETE
160 gaxe K Apyromy (haiimy Wir mporpaMMme MOKHO BOCTIOIb30BAThHCS THIIEPCCHUTKAMMU:

— BBIJIETTUTE TEKCT, KOTOPHIN HY>KHO IIEIKHYTh JJIsl aKTUBALIMY TUIEPCCHUIKH, THOO MOXKHO BbIJe-
JHUTH O0BEKT (HAIIpUMeEp, KIUI WM PUCYHOK SmartArt);

— B rpynne Ccoliku BKIaJIKU Bemaeka METKHUATE dJIeMeHT [ unepccolika;

— B IMAJIOTOBOM OKHE Bcmaegka eunepccwiiky HaXXMUTE COOTBETCTBYIOIIYIO KHOIIKY B rosie Mou
aopeca, 9TO0BI 33/1aTh HA3HAYCHHUE CCHUIKH (TO €CTh MECTO, Ha KOTOPOE YKa3bIBaeT cCchlaka). Hampumep,



4YTOOBI IEPEUTH HA APYTOW CIIAii MPE3eHTAIH, HAKMHUTE KHOTIKY Mecmo 6 0okymeHme,

— HaluTe U LIEJIKHUTE MECTO HAa3HA4YEHUs, BHECUTE HYXHbIE U3MEHEHUs B noisi Omobpadicae-
mbitl mekem u Adpec, a 3areM Haxxmute kHonky OK.

16. Co3nath mpe3eHTanuo Ha TeMmy «Mol hakynbTeT»:

— JUIA CO3JIaHMsI TIEpBOTO Cllaiiia ¢ Ha3BaHUEeM (aKyJabTeTa BHIOpATh MaKeT TEKCTa umyibHull
cnatio, TOA3arojIoBOK yJaINuTh;

— BTOPOH cIaii]1 MOXKET CoepKaTh KPAaTKyI0 HCTOPHUIO (haKyIbTeTa;

— Ha TPEThEM ciaije 0ToOpa3uTh CTPYKTYPY (dakyiabTeTa (IeKaH, 3aM. AeKaHa Mo y4yeOHOo# pado-
Te, 3aM. JIeKaHa [0 BocMuTaTelbHO pabote, @.M.0.), ucnons3ys MakeT 3a201060K, CXeMa WA OpTraHu-
3allMOHHAs IUarpaMma;

— n06aBuTh YPGEKTH K CTPYKTYype (pakympTeTa TakuM 00pa3oM, YTOOBI CIEAYIOMAsl JOKHOCTh
Wy (paMuIIUs MOSABJSUIUCH 110CIIE MPEABITYIIEH, CKOPOCTh YCTaHOBUThH MEJUIEHHO;

— Ha YETBEPTOM H IISTOM CJIaiiIax pa3MECTHTh B BH/I€ MApKUPOBAHHBIX CITUCKOB Ha3BaHUs Kadeap
U CIELMAIIBHOCTEN, UCTIOb3Ysl MAKET 3a201060K U meKcm,

— COXpaHMTh MPE3CHTALHNIO C UMeHEM Moii_(aKybTeT.

17. Co3nath npe3eHTaluIo CBOEH crnenuanbHocTu. [{ns storo:

— cO37aTh TUTYJABHBIN CIAi]l ¥ BBECTH Ha3BaHWE CIEIMATBLHOCTH. BpIOpaTs HauepTanue mpudra
HOJTYXHUPHBIN, pazMep 32 0T, BEIpaBHUBAHUE 110 LIEHTPY, IPUMEHUTH 11a010H 0(OpMIICHUS;

— Ha BTOPOM CJaiijie co3/1aTh HyMEPOBaHHBIN CIIUCOK C YKa3aHUEM JUCLMUILINH, YATAEMBIX B MEp-
BOM ceMmecTpe Bamero kypca;

— Ha TPEThEM ClIaiijie, UCTIONb3Ys Ha BKIaaKe Bemaska B rpynne Mintocmpayuu KHOTIKY SmartArt
CO3/1aTh B BUJIE CXEMBI CIIMCOK AUCLHUIUIIMH, YUTAEMBIX BO BTOPOM ceMecTpe. MI3MeHnTh 1BeT.

— 3aroJIOBKM CJIaliJJOB BBECTU COOTBETCTBEHHO: «llepedeHb AMCHMILIMH MEPBOrO CEMECTpa» M
«IlepeyeHb AMCUUIUIMH BTOPOIO CEMECTpay. Y CTAaHOBUTH HauepTaHHe MIPU(Ta Kypcus, pazMep 36 0T,
BbIpaBHUBAHME 110 LICHTPY;

— Ha YETBEPTOM CJiaiijie pa3MEeCTUTh AUarpamMmy, OTPaXKarolllyto CpeAHUN 6alll Mo KypcaM Crelu-
QJIIbHOCTH, BHECTH B TaOJIMIly JAHHBIX MPOU3BOJIbHBIE 3HAUEHUSl CPEAHUX OayIoB JUIsl MATH KypcoB (B
CTOJIOIBI BBECTH KYPCHI, B CTPOKH — CpeZiHHe O0asuibl). BBeCcTH Ha3BaHUe TuarpaMMbl, U3MEHHUTH €€ TUIl Ha
Kpyeosas, n00aBUTh mapaMeTpbl AMATPAMMBI 3HAYECHUS,

— nepeiitn B MS Excel u co3gate HoByto pabouyro kHury. Ha mepBom smcre B BHJE TaOIMIIbI
0o(OpMUTH CBEIECHHUA IO CTYACHTAM OJHOM I'pYMNIIbl, MOJYYUBIIMM IMSTEPKU, YETBEPKU, TPONUKU, JTBOUKHU
Ha 9K3aMeHe 1Mo MH(pOopMaTHUKe, Ha BTOPOM M TPEThEM JIMCTaX — M0 MaTeMaTuke u uctopuu. Ha uerBep-
TOM JIUCTE CO3JaTh Ta0JMIly, COAEPMKAILYIO0 CBEIEHUS O KOJIWYECTBE MOJIYYEHHBIX OLIEHOK MO KAXKIOMY
npeamery (ans noacyera ucnosb3oBaTh GyHkuo CUETECIIN). Ha ocHOBe aHHBIX TaOJIMIIBI OCTPO-
uTh AuarpamMmy. CoxpaHuth (aiin;

— nepeiit B MS PowerPoint. Ha nsaTelii caiin BcTaBUTh TaONMILy, COAEPIKAIIYIO CBEICHUS O KO-
JIMYECTBE MOJYUYEHHBIX OLIEHOK MO KaKJOMY MPEAMETY, a Ha IIECTOM ClIail]] — quarpammy;

— Ha CEJbMOM CIIAlJIE CO3/1aTh OIJIABJIEHHE U3 3ar0JIOBKOB CJIAiIOB B BUJE TMIIEPCCBUIOK, CChI-
JIAIOUINXCS HA COOTBETCTBYIOILIUE CIANIbI;

— COXPaHUTh IPE3EHTALHNIO C UMEHEM MOs_ CIIENaIbHOCTb.

18. BcTaBuTh B ClIaii/Ibl CO3IaHHBIX MPE3CHTAINHN YIPABIISIONINE KHOIIKH, TIO3BOJISIONIHIE TTIEPEX0-
IUTh B HAYaAJIO M KOHEL IPE3EHTALNM, Ha CIEAYIOINE U PEABIAYIIHNE Caaiibl.

19. Cmeny cnaifioB yCTaHOBUTH T10 IIETUKY.

20. C mAaroro cnaifna mpe3eHTauuu Mo# (pakynbTeT cO31aTh THIEPCCBUIKY Ha MPE3EHTAlUIo
Mos_cnenuanbHOCTb.

21. U3 npe3entanuu Mosl_crienualbHOCTh MPEIyCMOTPETh BO3BpPAT C MOMOIIbIO KHOIKHU B Ipe-
3eHTaruo Mol (akynbTeT.

22. Co3naTh IPOU3BOJIBHBIN TOKA3 Mpe3eHTaluu Mosi crieluanbHOCTb.

23. Coznath cBoro nanky. C momoIuibio MacTepa ymakoBKH, YIIaKOBaTh CO3/IaHHbIE MPE3EHTALUU B
cBoto mamnky. [IpocMoTpeTs ¢aiinbl, co3qaHHbIe MAaCTEPOM YMAaKOBKU. PacmakoBaTh ynmakOBaHHBIE Ipe-
3€HTAllUU B CBOIO IAIIKY.

Tema 4. KOMIIOHEHTHl ¥ (PYHKIIMHM TEJIEKOMMYHUKALMOHHBIX cUcTeM. JIoKalbHbIe U TJ100anbHbIE



CeTH.
JlaGopaTtopnas padora Ne 1
Cpena Opaysepa Internet Explorer

Llens pa®oTHI: TO3HAKOMUTHCSI C OCHOBHBIMH BO3MOXKHOCTSMHU U (pyHKImsiMu Opaysepa Internet
Explorer.

[Topsiiok paGoTHI.

1. Banycture npunoxenue Internet Explorer.

2. B riiaBHOM OKHE Opay3epa OCHOBHYIO 4acTh paboueild 00JaCTH COCTaBIIICT 00.1aCmb NPOCMOM-
pa BeO-cTpanuibl. Eciin BeO-CcTpaHHIIa [ETMKOM HE MOMEIIAETCS B OKHE, TO MOKHO MCIIOJIb30BaTh BEp-
TUKaJIbHYIO U TOPH30HTAIBHYIO IOJIOCH MPOKPYTKHU JUTSI TIOJTHOTO IPOCMOTPA, KaK M B JPYTUX MPUIIOKE-
Husix Windows. Kpome Toro, MOKHO OTKpPBITH Cpa3y HECKOJIBKO OKOH JUIsi IPOCMOTpa BEO-CTPaHUIBI.
Jlnst 5TOTO BOCMOJIb3YITECHh KOMaH 10U MeHI0 Paiin, Hosoe okHO.

3. PaccmoTtpuTe raBHOE OKHO Opay3epa ¥ U3y4uTe OCHOBHBIC IOJIS: MOJIEe 3ar0JIOBKa OKHA, CTPO-
KY COCTOSIHMSI, CTPOKY ajipeca.

— I[lone 3a2ono6xa CONEPKUT HA3BAaHUE 3arPYKEHHON CTPAHULIBIL.

— Cmpoxa cocmosnus 0TOOpaXaeT X0/ 3arpy3KH JaHHBIX, TO €CTh COCTOSIHHE paboThl Opaysepa.
HaiiTi 3Ty cTpoKy JIerKo — OHa pacioyiokeHa B HUkKHeH yactu okHa. OnHa U3 GYHKIUN CTPOKHU COCTOS-
HUSL COCTOMUT B CIICAYIOLEM: €CIIA IEPEMECTUTH KYpPCOpP MBIIIM Ha CJIOBO, SIBJSIOIIEECS TMIEPCChUIKON, TO
B CTPOKE COCTOSIHHSI OTOOpasuTCs aapec BeO-cTpaHullpl win (aiina, colepskaHne KOTOPOro CBS3aHO C
3TON CCBHUIKOM. DTO MO3BOJISET, IPEXK/IE YEM LIEJIKaTh Ha ATON TMIIEPCChUIKE, Y3HATh, Ky/la OHA BEJET.

— Cmpoka adpeca cOIEp UT IMOJIHBINA aJpec T0OKyMEHTa, 0ToOpakaeMoro B okHe Opaysepa. Ctpo-
Ka aJipeca HaXOAUTCs HaJ 00JacThI0 MPOCMOTPA TJIABHOTO OKHA.

4. Tlo3HaKOMBTECH C KHOITKAMU TaHeIl HHCTPYMEHTOB OKHa Opay3sepa Internet Explorer.

[TaHenb MHCTPYMEHTOB HaXOIUTCS MOJI CTPOKOW MEHIO M BKIJIIOUAET 4acTO HCIOJIb3yeMble KOMaH-
Ibl Opay3epa, yTOObI IPEJOCTaBUTh IMOJIb30BATEN0 BO3MOXKHOCTh OBICTPO BBIOMpAaTh KOMAaH/bI C IIOMO-
1160 MbIIIH. KHONKY MaHeIn HHCTPYMEHTOB CHAa0KEeHbI TEKCTOBBIMH HAANUCAMHU, U3 KOTOPBIX MOHSATHBI
uX (QyHKIHH.

— Knonka H30pannoe oTKpbIBaeT NaHelb, B KOTOPO 0TOOpaKarOTCsl COXpaHEHHBIE PaHEE CCHUIKU
Ha BeO-cTpaHuLbl (3akianku). LlleaxkHUTe MBIIBIO HA KHOINIKE /30pantoe. B OTKpBIBILIEHCS MaHeNn Mo-
3HAKOMBTECH CO CIIMUCKOM YK€ CHIEeJaHHbIX 3akianoK. [I]eIKHuTEe MBIIIbI0 HAa OAHON U3 CTPOK MaHENIU U
u3yuuTe MH(OpMaIuio, NOSBUBIIYIOCS B [IIaBHOM OkHe Opay3epa. Ha npyrue BeOG-cTpaHuIlbl nepeiuTe,
UCIOJIb3YS TUIIEPCCHUIKU.

— Knonka /fo6asums B BepxHEW yacTu maHenu 36pannoe UCHONb3YETCs AJIS CO3aHUS COOCT-
BeHHO 3aknaaku. CaenaTh 3akJIafKy — 3HAUUT AaTh Opay3epy KOMaHIy 3allOMHUTH aJpec OTKPHITOW B
Opay3epe BeO-CTpaHUIIbL.

— Knonka Hazao wucnonb3yercst s mepexofa K BeO-CTpaHUIIaM, MTPOCMOTPEHHBIM panee. s
nepexoja IEeIKHUTE MBI Ha KHomKe. [IpocMoTpute conepkaHue BeO-CTpaHUI] B 0OpaTHOM MOPSIKE
W CJENIaiiTe aHaliu3 JIOCTOMHCTB M HEJIOCTAaTKOB Takoro «omyxaanus» mo WWW, nadaBmierocst ¢ HEKo-
TOPOM HAaYaJIbHOM CTPAHHULIBI.

Jlaboparopuas padota Ne 2
[Touck nnpopmanuu B cetu MuTEpHET

[lenb paboThl: HayuyUThCS UCKaTh MHQOpMAIMIO B ceTh MHTepHET Mo M3BECTHBIM ajpecaM, MO
KJIFOUEBBIM CJIOBaM C IMOMOIIKIO porpammel Internet Explorer.

[Topsimok paboTHI.

1. 3amycrure npunoxenue Internet Explorer.

2. HabepuTe B ctpoke Adpec ampec Bed-cepBepa BUDIIIT — www.viepp.ru.

B cTpoke Adpec nepen HEMOCPEACTBEHHBIM aIPECOM CepBepa yka3aHbl cMMBOJIBI http://, 0603Ha-
Yaroliye MPOTOKOJI, KOTOPBIN HCIOJIb3YeTCs MPH Mepeaaye N1aHHON HHpOopMaliH.

3. Ilepemenaiite MbIIIb ¥ CIEAWTE 32 U3MEHEHHWEM H300pakeHHs ykasatens. Haiinute rumep-
CCBUIKM M UCTOJB3YyHTE MX JAJIs Mepexoa Ha cieqylolliie cTpaHullsl BeO-cepBepa. M3yunte nndopma-
IIUI0, pa3MeIleHHYI0 Ha BeO-cTpaHuuax cepsepa BUDIIIL


http://www.viepp.ru/

4. Beemute B cTpoke Adpec cnenyrommit URL: http://www.nlr.ru/res. 3to snekTpoHHBIE HHPOP-
MallMOHHBIE pecypchl Poccuiickoil HanmoHaneHOM OubanoTeku, Haxosmiekcs B Cankt-IlerepOypre.

5. HayunTech coXpaHATh TEKCT BeO-CTpaHUIIbI, OTKPBHITONW B OKHE Opaysepa. /Ly 3TOro mcmois-
3yiite koMauny Paiin, Coxpanums Kax v 3a1aiiTe uMs (Qaiina.

6. M3yuas unpopmanuio Ha BeO-cepBepax, JAenaiite HeoOX0UMbIe 3aKJIaAKH. J{JIs1 3TOro Ucnoib-
3yiTe KOMaHny Mzopannoe, [lobasums 6 uzopantoe.

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

8. [Tone i 3ampoca B J1000i MOMCKOBOM CHCTEME MpeACTaBisieT co00il TEKCTOBOE MO C KHOTI-
koit Hatimu, Uckams, ITouck, GO nim Search. Haiiaure nosie uist BBoJa 3ampoca Ha BeO-CTPAHHIIE TOKC-
KOoBO#M cuctembl Rambler, BBequTe 3ampoc, HAPUMED 91eKMPOHHAS UHPOPMAYUsL, W THEIKHATE MBIIIBIO
Ha kHomke [louck i Haxxkmute Enter.

9. B npuBeneHHOM IpuMepe KIOYEBBIM OBUIO HE CIIOBO, a (pa3a. Pe3ynbTarhl moucka mnpeacras-
JSAI0T cO00M CHUCOK THIEPCCHIIOK, COMPOBOKAAMOIIMXCA KpaTKuM KomMmeHTapueMm. I[IpocmarpuBaiite
KOMMEHTapUU K KaKJ0M U3 HalJIEHHBIX TUIIEPCCHUIOK U MPUHUMANTE pellieHre, Ha KaKOW U3 HUX CIeIyeT
IICIKHYTh MBIIIBIO, 9TOOBI 00J1e€ MOAPOOHO M3YUNTh MHPOPMAITUIO HA COOTBETCTBYIOIICH BEO-CTpaHUIIE.
Hccnenyiite HeckoIbKO HanbOoJiee MHTEPECHBIX TUIIEPCCHUIOK U MEPEeHINTE K CASAYIONIeMY MTYHKTY 3a/1a-
HUSL.

10. Beemute B ctpoke Aapec URL mpyroii momckoBoit cuctemsr — SIndex: www.yandex.ru.
sIndex, kak u Rambler, — ogHa U3 KpymHEHIIMX POCCUICKUX MOMCKOBBIX CHCTEM. JTO O3HAYaeT, 4To 0a-
3bl KJIFOUEBBIX CJIOB 3THUX IOMCKOBBIX CHCTEM COJIEp)KAT HaWOOJIBIICE KOJIMYECTBO CCHUIOK Ha BeO-
CTpaHUIIbI, HAXOSAIINECS Ha PYCCKOSI3BIYHBIX BEO-CepBEpaX.

11. Benure kiatoueByto (hpasy arekmponnas ungopmayus B MOJe MOMCKA HA TJIABHOM CTpaHMIIE
nouckoBoit cucrembl SIndeX. CpaBHUTE CHHMCKH MpeaiiaracMbiX ccblUioK. Crenaiite HEoOXOoauMMbIe 3a-
KJIQJIKH.

12. [To3HaKOMBTECH C 3apPYOCIKHBIMH TOUCKOBBIMH CHCTEMAaMH:

— http://www.altavista.com;

— http://www.google.com;

— http://www.yahoo.com.

OO0paTtuTe BHUMaHKUE HA TO, YTO IOJIC JUIS 3aIyCKa MOMCKA 0 KJIFOUEBBIM CIIOBAaM MMEET HAa3BaHHE
Search (Mckamv) nmu Go (Hauamv). HecMOTpst Ha TO, 9TO 3TO 3apyOeKHbBIE MOUCKOBBIE CHCTEMBI, HC-
MOJIB3YHTE B KAYECTBE KITFOUEBOM MPEXHIOW (pasy — anekmporHas ungopmayus. Ipoananuzupyiite pe-
3yJbTAThI OUCKA.

2.3.6. JIabopaTopHbIe padoThI

JlaGopatopHas pabora 1
Texkcroseiii pegakrop MS Word: 00bekThI TEKCTa

Llenb paboOTHI: HAYYUTHCS OCHOBHBIM TEXHOJOTHUECKUM OMEpAIMsIM CO3JaHHs, PEJaKTHPOBAHUS U

(hopMaTUpOBaHUS TEKCTOBBIX IOKYMEHTOB.
3ananue 1. BecraBka cuMBooB. CrieinanbHbIe CUMBOJIBI
Habepute cuMBOJIbI, KOTOPBIX HET HA KJIaBUATYpE.
TexHomnorust paboThI

1. Co3naiite HOBBIH TOKYMEHT.

2. Beimonuute komanay BeraBka, CumBoubl, CumBoda, Jpyrue cumBosbl. OTKpOETCS OKHO
CumBour.

3. Ha Bknanke CumBouibl B niosie IlIpu¢rt BeiOepuTe U3 cnucka OObIMHBIA TekeT U Habepute
IpyNIbl CAMBOJIOB, IPEACTABIEHHBIE HA PUCYHKAX:

B CHMBOJIbI, 0003HAYAIONIUE JICHEKHBIC €AMHHUIBI IPYTHX TOCYNApCTB C YKAa3aHUEM COOTBETCT-
BYIOIUX FOCYIapCTB!

§$ (amepukanckuii nomnap), ¥ (smoHckas reHa), € (eBpo)

B DKOHOMUYECKHE W FOPUIUIECKIE CHMBOJIBI C paciin(poOBKOW:

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

4. Beimenute cumBoan «§» (maparpad) u menkHuTe Ha KHonke CovyeTaHue KJIABHIIIL.


http://www.nlr.ru/res
http://www.rambler.ru/
http://www.yandex.ru/
http://www.altavista.com/
http://www.google.com/
http://www.yahoo.com/

5. B nosBuBmemcst okHe Hactpoiika kJIaBHATYpPbI POCMOTPUTE, YCTAHOBIIEHO JIM AJIS ATOIO
CHUMBOJIa COYETAHUE KIJIABUIIL.

6. B mosie HoBoe coueranmne kiaaBum Beeaure Alt+G. Teneps Bo BpeMsi Habopa TeKcTa IpH Ha-
KATHUU 3TOT0 COYETaHUs Oy/eT MOABIATHCA CUMBOJ Naparpada.

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

W 3HaKU OIepaluii CPaBHEHUSI, YACTO UCIIOJIb3yEMbIE B TEXHUUYECKUX U MAaTEMaTUYECKUX TEKCTaX,
C Ha3BaHUSIMU:

~ (MpuOJIM3UTENBHO), € (MPUHAIJICKHT), # (HE paBHO), < (MEHbIIIE JIMOO paBHO), > (O0JbIIIE MO0
paBHO), o0 (OECKOHEYHOCTbD)

B 3HAaKH JIOTUYCCKUX onepaunﬁ C Ha3BaHUAMMU

— (oTpuianue), v (IM3bIOHKIHNSA), A (KOHBIOHKIHS), —> (MMILIMKALHKS), <> (3KBUBAJICHTHOCTH )

B CUMBOJIBI I'PCUYCCKOI'0 aJ'I(l)aBI/ITa, 4JacCTO UCIIOJIB3YEMbIC B MATCMATUKE U (1)I/I3I/IK6, C Ha3BaHUSAMMU!

o (anbda), B (6era), A (m1MO1a), 1 (MI0), Tt (1K), p (po), T (Tay), € (3MCUIIOH), ® (OMera)

8. Ucnonbs3oBas aexkoparusHbie mpudter Webdings, Wingdings, Wingdings 2, Wingdings 3, na-
OepuTe rpyIsl CHMBOJIOB, PEICTABIECHHBIE HIKE:

(ctpanuna), <= (OpraHu3aloHHas JuarpamMm), = (nmpuHTep), [ (manka), /7 (OTKpbITas nam-
ka), Y0 (Mpiub), & (auckera, coxpanenue), 0 (kopsuna), 4= 4 8 (cTpenku), <€ (nazan), » (Buepen), =
(KOMIIBIOTED)

9. BcraBbTe B AOKYMCHT CIICLIUAJIBHBIC CUMBOJIbI C HAa3BAHUSAMU C IIOMOIIBKO KOMaH/IbI BcraBka,
CI/IMBO.TILI, CHMBOJI, I[pyrue CHUMBOJIBI, BKJIaJIKa Cnelma.m)mﬂe CHUMBOJIBI.

— (mmHHOE THpe), 9 (ab3ar), ... (MHOrorouue), ‘(oaMHapHAs OTKPBIBAIOIIAsl KaBbluKa), ~ (01U-
HapHas 3aKpbIBaloIlasi KaBbluKa), “ (IBOMHAs OTKPHIBAIOIIAs KaBbIUKA), ~ (JIBOIHAs 3akpbIBarollas Ka-
BBIUKA)

10. HaGepute coyeTaHusi CHMBOJIOB, KOTOPBIE UCTIOIb3YIOTCS B QJIEKTPOHHON NEpenucKe JUIsl 0TO-
Opa>KeHUs SMOIUN:

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

W JIBOETOYME, 3aKphIBaIOIIas Kpyrias ckooka (©);

m [(BOeTOUMe, 1euc, OTKphIBaroNIas Kpyrias ckooka ().

11. [IpoBeprTe pabOTy BHOBH Ha3HAUEHHBIX COYETAHUM KIJIABMII JUIsl BCTAaBKM CHUMBOJIa «§» B
TEKCT.

12. CoxpaHuTe TOKYMEHT ¢ IMEHEM BeTaBka cHMBOJIOB.

3aganue 2. PycupunupoBansbie HpuQThI
Omnpenenute, Kakue U3 BCTPOCHHBIX MIprudToB WOrd moiaepKuBaroT pycckuit andaBur.
TexHonorus paboTel

1. Co3naiite HOBBIH TOKYMEHT.

2. HaGepute ¢pazy «CKOpOCTb BOCIPHITHS OTAEIbHBIX 3HAKOB M TEKCTa B LEJIOM IPU YTCHUU
orpezenseT yao00unTaeMocTh mpudTay.

3. Beienute pa3zy (TpOMHBIM HIETYKOM).

4. Otkpoiite quanorosoe okHo rpynmnsl LHpudr.

5. Beibepute mpudt u nocmorpute B nosie Odpasen, Kak BBIIISIIUT BbleneHHas ¢pasza. Eciu
mpudT He MOAJEPKUBACT PYCCKUN andaBUT, TO PYCCKHE CHMBOJIBI MPEBPATITCS B HEPACIIO3HABAEMbIE
3HAKH.

6. Onpenenure, CKOIBKO MPH(TOB, YCTAHOBIECHHBIX B CPEZe, TOICPKUBAIOT PYCCKUH andaBuT.
3anummre OTBET B JOKYMEHTE.

7. CoxpaHUTE TOKYMEHT ¢ UMeHeM Pycu¢puuupoBaHHbie IIPUPTHI.

3ananue 3. Pa3mep cumBoia
[ToaroToBbTe MakaT ¢ AEBU30M.
Texuomnorust paboTbI
1. Co3naiiTe HOBBI TOKYMEHT.
2. Ycranosute mpudt Times New Roman.




3. HaGepure Tekct muiakara nponucHeiMU OykBamu — «HEPE3 IT K 1Q!».

4. Beinenute HaOpaHHBIM TEKCT U BBeauTe B mosie Pa3mep mpudra uncno 720. Kaxnapiii cuMBoI
CTaHET Pa3MEPOM BO BCIO CTPAHUILLY.

5. YcranoBute macmTad gokymenta 10 % u npocMmoTpute Bee cTpaHulbl. Eciiu He Bce CHMBOJIBI
[IOMEIAIOTCS HA CTPAHUILY, U3MEHUTE X Pa3MepP B HY’KHYIO CTOPOHY.

6. OTkpoiite quanorooe okHo rpymnnsl pugT u ycraHoBUTE AJIs BBICIEHHOTO TEKCTa BUIOU3-
menenne Kouryp (puc. 1).

HIE[P[E[Z I [T O

Puc. 1
s co3nanus miakaTa OCTaeTcsi TOJIBKO HareyaTaTh JIUCTHI, BBIPE3aTh CUMBOJIBI MO KOHTYPY U
YKPEIUTh Ha IIBETHOM (pOHE.
7. Coxpanute JOKyMeHT ¢ uMeHeM Ilnakar.
3ananue 4. Hactpoiika napamMeTpoB TeKcTa
OTtdopmarupyiite TEKCT, UCIOIb30BaB BO3MOXKHOCTH (POpMaTHPOBAHUS CUMBOJIOB U a03alleB.
TexHonorus paboTsl
1. Otkpoiite daitn Uto Takoe nHpoOpMATHKA.
2. BximrounTe pexuM 0TOOpaKCHHUS HEMEeYaTaeMbIX CHUMBOJIOB.
3. Pas0eiiTe HCXOMHBIN TEKCT Ha ab3allbl, COrJacHO 00pasity (pHc. 2).
4. BeiienuTe BeCh TEKCT MEPBOro ad3ala M yCTaHOBHUTE CIIETYIOIINE apaMeTphl:

o=

HlpudT: Arial

Pazmep: 14 ot

Hauepranmue: IlomyxupHsii
BoipaBauBanue: 1o nentpy
Wurepsan: Paspexennsiit Ha 1,5 T
Bunonzmenenue: Bce NponucHble

5. BeiienuTe ueTBepThIil a03a1l ¥ yCTaHOBUTE JUIsl HETO MapaMeTphl:

Pazmep: 12 ot
Hauepranue: Kypcus; ans cinosa «Madopmarika — [lomykupHblit Kypcus
LBer: Cunnit

6. BeinenuTe TepMUHBI KYPCHBOM COTJIACHO 00pas3ily.
7. YcraHoBUTE JUTS BCeX a03aleB, KpOMe MEPBOTO M YETBEPTOTO, OJMHAKOBBIC OTCTYITHI MIEPBOU
ctpoku — 0,5 cm.

YTO TAKOE UHPOPMATUKA?

Tepmun «ungopmamuxay (¢ppauiu. informatique) mpoumcxomur ot ¢panmysckux ciaos information (urdopmanus) u
automatique (aBromarnka) ¥ JOCIIOBHO O3HAYAET «HH(POPMAIIMOHHAS AaBTOMATHKA.

[IupoKo pactpoCcTpaHeH TaKXKe aHTIIOA3BIYHBINA BapHAHT 3TOTO TepPMHUHA — «COMpUter sciencey, uto o3Hadaet OYKBaJIbHO
«KOMIIBIOTEPHAS HAyKay.

HH¢()[7.W(IIHLIK[I — OMmMoO OCHOBAHHAA HA UCNOJIb3O6AHUU 7\'04111'76}0171(3[)H0[l MEeXHUKU ()LlCL;lLlﬂ.YLl—
HA, usyvarowas cmpykmypy u ()6lfL‘lll€ ceolicmea lll[(j)()p.Wal;lllll, a maxKotce 3aKOHOMepHocmu u
Mmemoowl ee CO')’()(IHLI}Z, XPAHEHUA, NOUCKA, Ilp@()6p(l'3()8(lHL[ﬂ, I’7€[)€()Clllll U npumeHeHusd 6 pas-
JUYHbBLX ('(])epax Yyenoseyueckoll 0esmeibHOCHI.

B 1978 rony MexmyHapomHbBIH HayIHBIH KOHTpecc O(pHIMAIbHO 3aKPENui 3a TMOHITHEM «HH(POpMaTHKa» 00JIacTH, CBS-
3aHHBIC C pa3pabOTKO, CO3JaHHEM, UCTIOIB30BAHUEM M MaTePHAIbHO-TEXHUUCCKUM O0CITY)KUBaHUEM CHCTEM 00pPaOOTKU MH-
(dopmarmu, BKII0OYasi KOMIIBIOTEPBI U UX IPOTPaMMHOE 00CCIICYCHHE, a TAK)KE OPraHM3aI[MOHHBIC, KOMMEPUCCKHUE, a]MAHUCT-
PATHBHBIC U COIMATIBHO-TIOJIMTHYCCKUE aCTIEKThI KOMITBIOTCPU3AIIMH — MACCOBOTO BHEIPECHUST KOMITBIOTEPHOMN TEXHHUKH BO BCE
00J1aCTH KU3HU JIOJICH.

Takum o6pa3om, nHGOpMaTHKa Oa3UPyeTCss HA KOMIBIOTEPHON TEXHUKE U HEMBICIHMA 0€3 Hee.

Puc. 2
8. YcraHoBuTe AJis 4eTBEPTOro ad3ara:




Orcrtyn nepBoit ctpoku: Het
Ortcryn cnea: 1,25 cm
Orcrtyn cnpasa: 1 cm
Wnrepsan nepexn: 12 or
WuTepan nocne: 12 nr

9. C nomompto koManasl I'naBuasi, A63an, 'panuna u 3aauBka, I'paHuna u 3ajiMBKa yCTaHoO-
BUTE NapaMeTpbl FPaHULIbl JJIsl Y4eTBEpTOro ad3aua:

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

10. YcranoBuTe 3aIMBKY TEKCTa IO CBOEMY YCMOTPEHHUIO.

11. YcranoBuTe Kypcop B JIFOOOM MECTE 3aroJioBKa.

12. Bemonnute xomanay I'i1aBuasi, Bydgep oomena, @opmaTt no odpasuy. Ykazareiab IpUMET
BU/JI KUCTH.

13. Beigenute mectoi ab3am. TekcT ab3ama moyryduT TOYHO TaKHe e HACTPOHKH, YTO U 3aroJio-
BOK.

14. CoxpaHure J1OKYMEHT.

3ananue 5. ['panuiia u 3aamBKa
OdopmuTe TEKCT, UCTIONB3YSI HHCTPYMEHTHI IPaHUIlA U 3AJIMBKA.
Texnonorus padboTs
1. Co3naiite HOBBIH TOKYMEHT.
2. HaGepuTe TeKcT:

O6beM naHHBIX, XpaHsamumxcs B UHTepHeTe, BIULIOTHYIO pubau3uics k otMetrke B 500 sk3abaiitoB (500
wipa. ['6). Takue maHHBIE TPUBOAWUT aHaNMTHYecKas kommanus |IDC, mpoBoauBmas mccienoBaHue 10O
3aka3y EMC Corporation. ITo nporao3am aHalIuTHKOB, Yepe3 MOJITOpa rojia KOJINYECTBO JaHHBIX BbIpac-
TeT eule B 2 pa3a. ITO NPUBEIET K POCTY KHOEPIPECTYTHOCTH.

3. Bkimrounre pexuM oToOpaskeHHs HereuyaTaeMbIX CUMBOJIOB.

4. Pa36eiiTe TekcT Ha 4 ab3aria (M0 KOJIMYECTBY MPEAJIOKEHUH ).

5. st xaxzaoro ab3ana (IpUMEHUTh K a03ally) YCTAaHOBUTE Pa3JIMYHbIE MapaMeTpbl FPaHULbl U
3aJIUBKHU 110 COOCTBEHHOMY BBIOOPY (CIUIOIIHAS TpaHUIla, TPAHUIIBI CBEPXY U CHHU3Y, CIIpaBa U CJIeBa, pas3-
JIMYHAs TOJIIUHA, BET, TUIl JUHUU U TIp.), HCHOIb30BaB KOMaH/ibl MeHIO ['1aBHast, AG3au, I'pannns u
3aJIMBKA.

6. BeijenuTe Ha CBO€ yCMOTPEHHE HECKOJIBKO TEKCTOBBIX ()parMeHTOB (OyKBY, CIOBO, MPEI0XKe-
HUE) U 0QOPMUTE TPAHHILY U 3aJTUBKY IPUMEHHUTEIHHO K TEKCTY.

7. Coxpanute JoKyMeHT ¢ uMeHeM O0bem nHdopmannu B UHTepHeTe.

JlaboparopHras padoTa 2
Texkcroseiii pegakrop MS Word: o0bekThI TEKCTa

Llens paboOTHI: HAYYUTHCSI OCHOBHBIM TEXHOJIOTUYECKAM OMEpAIisIM co31aHus GopMyrn B TEKCTO-

BBIX JIOKYMEHTOB.
3ananue 1. Konctpykrop dpopmyn
Cozpaiite popmyisl (puc. 1), HCHOIB30BaB KOHCTPYKTOP (HOpMyI.

dx
E_
Z=TI+S
r=B-x
_Cny
_T

S

Puc. 1
TexHonorus paboThl
1. Co3naiiTe HOBBI TOKYMEHT.
2. B mycroii cTpoke BbImoiaHUTE KoMaHny BeraBka, CumBodasl, @opmyaa. B nokymenrte nos-
BHUTCS 00BeKT MecTo 1Jis1 GopMyJIbl, Ha JIEHTE OTKpoeTcs MeHIo PadoTa ¢ ¢opmynamm u Briagka Kon-




CTPYKTOP.

3. s cozmanus nepBoit ¢hopmyssl BeiOepuTe npocTtyro apods (CTpykTypsl, Apodsb, IIpocras
ApoOb), BBEIUTE B UYUCIUTENb W 3HAMEHATENb HYXKHBIE CHMBOJIBI, IOCIE OpoOUW HaOEpUTEe CHMBOJIBI
«= —2».

4. OTkpoiiTe packpsiBarolieecss MeHIO (opMysibl U ycTaHOBUTE BhipaBHuBaHuE [1o JieBoMy Kpalo.

5. AHaJIOTHYHO COCTaBbTE APyrue GOpPMYIIBI.

6. Coxpanute JOKYMEHT ¢ UMeHeM DOpMYJIbI.

3ananue 2. Co3ganue GOpMyII € IIOMOIIbIO POPMATUPOBAHHS CUMBOJIOB
Cozpaiite popmyisl (puc. 2), NCHIOIB30BAB HHCTPYMEHTHI (JOPMATHPOBAHUSI TEKCTA.

+...ta*ptta*p’tastp tt..tan,*p
rae a1 — (K — 1)-s1 nudpa 1enoi gactu yuciaa N, 3aMCcaHHOrO B CUCTEME CUMCIICHHUSI C OCHOBAaHHEM ;
a_n — N-s mudpa apodHOM yacTh yucaa N, 3amMcaHHOrO B CHCTEME CUMCIICHUS ¢ OCHOBaHHEM P; K — Ko-
JIMYECTBO PA3psIOB B 11e10i yacTh yuciaa N; N — KOJIM4ecTBO pa3psaoB B qpoOHOI yacTh yucia N.

C yderom 3Tux 0003HaueHui 3anuch ynciaa N B 110001 MO3ULIMOHHON CUCTEME CUUCIIECHUS C OCHO-
BaHHEM ) IMEET BHU]T

N:akfl*pk_l -Nn

(k—1...a180,8_1@_2...8 _n)p.

Puc. 2
TexHonorus padboTsl

1. Otkpoiite 1okyMeHT POpPMYJIbI.

2. B mycToii CTpOKe YCTaHOBUTE JJIsi OCHOBHOTO TEKCTa pasMep 14, OTCTym Ui epBOi CTPOKH —
0,5 cM u BbIpaBHUBAHUE IO IIUPUHE.

3. HaGepuTe 4epHOBO# TEKCT POpPMYIIBI CHMBOJIAMH, O3 POpMATHPOBAHUS UX (B OJTHY CTPOKY).

4. YcraHoBUTE AJIs 3HAKOB (POPMYJIbI pa3Mep Ha 2 NT O0Jiblile OCHOBHOTO TEKCTAa U KYPCUBHOE Ha-
YyepTaHue.

5. C ucnonb3oBanuem knapuiiu Ctrl Beizenute Bce cMMBOIBI, KOTOPBIC B (hopMylie UMEIOT HaJl-
CTPOYHOE HaYepTaHue, U BeIMoaHUTE KoMaHay I'naBuas, llpudr, Haacrpounslii 3HaK.

6. AHaJOrMYHO BBIJEIIUTE BCE CUMBOJIBI, KOTOPbIE B (hOpMyJsie UMEIOT MOJCTPOYHOE HauepTaHHe,
n BeinosiHATe KoManay I'imasuast, lllpugr, IlogcTpodHnslii 3HAK.

7. Beigenute co3aaHnyo Gopmyiy.

8. BemmonauTe komanay BeraBka, CumBoJibl, @opmyJia. Beiienennslid (parMeHT aBTOMaTHYE-
CKU TpeoOpa3zoBalicsi BO BHEAPEHHBIM OOBEKT, HO (hOpMaTHPOBAHUE HAJCTPOUYHBIMU U HOJCTPOUYHBIMU
MHJIEKCaMU TOTEPSIIOCH.

9. IloanpasbTe hopMyTy, UCIIOJIB30BaB HHCTPYMEHTHI KOHCTPYKTODA.

10. B packpsiBaroreMcst MeHIO (hopMyItbl BeiOepuTe KoMaH 1y COXpaHUTh KaK HOBYIO (hOpMY.JTY.

11. B otkpsiBiemcs auanoroBoM okHe BBeAuTe uMs Yucao B [ICC u Haxmute OK.

12. Otkpoiite 6udmoTeKy (kowteknuioo) Gopmyn (Koncrpykrop, @opmyna) u yoeaurech, 4To
¢dbopmyna ¢ TaKMM Ha3BaHUEM MOsIBIIIACh B Kateropun Oomue.

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

14. Coxpanute U3MEHEHHs B JOKyMeHTe POpPMYJIbI.

3ananue 3. Co3mpanue GopMylt ¢ HCIoIb30BaHKeM mpruitokenus: Microsoft Equation 3.0

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

pr<N<p“—p™

I d); =tgx+C
COS“ X

100
E,=/0 1 0
001

f(x) = Ux? +1, ecu x <0,

sin(x—3), ectu x>0

Puc. 3
TexHonorus paboTel




1. OtkpoiiTe paHee co31aHHbIN JOKyMEHT DOpPMYJIBI.

2. B mycToli cTpoke ycTaHOBHUTE Kypcop U BhIMOJHUTE KoMaHay BeraBka, Teker, O0bekT. I1os-
BUTCSI OKHO BBIOOpA MPUIIOKEHUS ISl BCTABIIEMOT0 00BEKTA.

3. Beibepute npunoxkenue Microsoft Equation 3.0.

4. C moMoIIpl0 MHCTPYMEHTOB Ha maHenn @opmyJia co3paiite GpopMynbl, TpeAcTaBICHHbBIE Ha
puc. 3.

5. CoxpaHute U3MEHEHUS B JOKyMEHTE DOpPMYJIBI.

JlaboparopHuas padoTa 3
Tekcroseiii pegakrop MS Word: coznanue u peraktupoBanue Taduiy

Ilenb paGoThI: HAYYUTHCS OCHOBHBIM TEXHOJOTMYECKUM OINEPALUAM CO3JaHUs U PeAaKTUPOBAHUS

TaOJUI] B TEKCTOBBIX JOKYMEHTOB.
3ananue 1. Co3panue U peJakTUpoBaHHUE TaOIHIL

Cozpaiite Tabmuiry o oopasimy (puc. 1). JlobaBpTe B TabIHIy CTPOKY O CYNEpKOMIBIOTEPE, BbI-
IIyCK KOTOporo Obu1 3aruianupoBad B 2012 roay.
Camble MoOLIHbIEe KOMIIBIOTEPBI B Mupe (110 faHHbIM Ha 2010 rox)

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

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

*1 meradmoric = 10 oreparii B CeKyHIy
**] tepabaiit = 2* 0 Gaiir = 2*° rurabaiir

Cdepa
HCIO0JIb30BAHUSA

Puc. 1
TexHomnorust paboThI

1. Co3naiite HOBBIH TOKYMEHT.

2. I1o obpasny (puc. 1) moacuuraiiTe, CKOJIBKO CTPOK U CTOJIOIIOB B TaOIHUIIE.

3. BemonauTe komany BeraBka, Tadauna, BeraButh Tadanny.

4. B nosiBUBILIEMCs 1MAlOroBoM OKHe BeraBka Tadauubl 3arnoiHuTe nois Yucesao croduoB u
YucjI0 CTPOK, YCTAHOBUTE TIEPEKITI0OYATENb ABTONOAOOP IHPHHBI CTOJIOLOB B MOJIOKEHHE MO IIHPH-
He OKHa 1 HaxmuTe KHonky OK.

5. 3amonHUTe TAONMIly JaHHBIMH COTJacHO oOpasily (puc. 1), ucnosan3osas mpudt Times New
Roman u pa3mep mpudra 10.

6. [lepeiimuTe B pe:KUM peTaKTUPOBAHUS TaOIHUIIBI, BHIOpaB BKIaIKy Maker.

7. JInst noOaBieHusi CTPOKM BHM3Y TaOJIMIIBI YCTaHOBUTE Kypcop B JIOOYIO siUEHKy IMocieaHen
CTPOKH | BBHIMOJHUTE KoMaHay MakeT, CTpPOKHU U cT0J01BI, BcTaBUTH CHU3Y.

8. BBeauTe B MOCIEIHIO CTPOKY TAaOIUIIBI HH(OPMALMIO O CYHEPKOMITBIOTEPE, BBITYCK KOTOPO-
ro mianupoascs k 2012 roxny (puc. 2).

Ha3zBaHnue Crpana KosnuecTBo IpousBoaurensuocts | O0bem onepa- Cdepa ucnoJin-
NMpoLeccopoB (Tepaduionc®) THBHOI MaMsATH 30BaHMS
(Tepadaiit**)
IBM Sequoia CIIOA 1 600 000 20 1600 MopaenupoBaHue
UCTIBITAHUHN sIziep-
HOT'O OpYXKHs
Puc. 2

9. Ilpunaiite Tabnuue cruiaeBoe opopmiieHHe Mo cBoeMy ycmorpenuio (Konerpykrop, Ctuiam

TA0JIMIL).

10. Coxpanute 10KyMeHT ¢ MeHeM CaMble MOIIHbIE KOMIIBIOTEPHI B MHUPe.
3ananue 2. Co3gaHue TabJIUI Ha OCHOBE MO OTOBJIEHHBIX TEKCTOBBIX TOKYMEHTOB
Cospaiite TabuuIly U3 TOATOTOBJIEHHOTO TEKCTa (puc. 3) u oThopMaTHpYITE ee.




TexHonorus paboTel
TekcT cunTaercs MOArOTOBICHHBIM JIJIsl TPEOOpa3oBaHus B TaOIUILy, €CIIM Kax/as CTpoka Oymy-
el TabJIHIIbl 3aKaHYMBACTCS CUMBOJIOM «KOHeI] ab3aiay, a s OTAEICHHS CTOJIOLOB APYT OT Ipyra BbI-
OpaH eMHBII CUMBOJI-Pa3ICIUTEIb.
1. Co3pnaiite HOBBIM TOKYMEHT.
2. BxirounTe pexuM 0TOOpaKeHUsT HETleYaTaeMbIX CUMBOJIOB.
3. HabGepure TekcT kak B oopasiie (puc. 3).

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

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

-+ 6,3%"

2008-December -+ - -+ 136% - 1.7% -+ 714% - 1.7% -+ 38%
-+ 3.3%Y

2007 November -+ - - 63% -+ 20% - T738% - 31% - 33%
-+ 3,9%9

2006-November - - - - -+ 19% -+  749% - 80% - 33%
-+ 3.6%%

2005-November -+ - -+ - -+ 1.7% —+  T71.0% —+ 14.6% -+ 33%

Ll
Lad
=]

-

—+

Puc. 3

4. IloacunTaiiTe, CKOIBKO ab3areB B TekcTe. CTONBKO CTPOK OYAET copepIKaTh co3aaBaeMas Tad-
JM1A.

5. st kaxxaoro ab3ara onpeesuTe, Ha CKOJIbKO (parMeHTOB OH Pa30UT CHMBOJIAMU TaOYIISIUN.
Cronbko cTon010B OyaeT y co3aaBaeMoi TaOIHIIbI.

6. BeitenuTe TekeT Oe3 BBIICIICHHS ITyCTHIX a03alIeB.

7. Beimonuute komany BeraBka, Tadimua, IIpeodpa3zoBats B Tadaumy.

8. Y6enurech, 4TO B OTKpBIBIIEMCS aHaioroBoM okae IIpeodpa3oBarh B Ta0JMIy B KauecTBe
paszaenuTens yka3aH 3HaK TaOynsuuu. Cpea aBTOMaTHUECKH ONpeAesuiia, 4YTo Tabauia A0JKHA Coaep-
’KaTh BOCEMb CTOJIOIIOB.

9. 3akpoiiTe OkHO, menkHyB Ha kHomke OK. YOGeaurtech, yTo TabiauIa co3faHa MPaBUIbHO

(puc. 4).
CTaTHCTHKA HCIOJIb30BAHNS ONIEPALIMOHHBIX cucTeM B mupe 3a 2005-2010 rr.

Win7 Vista  Win2003 WinXP W2000 Linux Mac

ﬁﬁalgh 14,7%  13,7% 1,4% 578%  0,5% 4,5% 6,9%
2009 . . . ) i ) :
Decomber  20%  160%  14%  616%  06%  45%  65%
2008 0, 0, 0, 0 0 0
December - 15,6% 1,7% 71.4%  1,7% 3,8% 5,3%
2007 0 9 0 o 6 .
November - 6,3% 20%  738% 51%  33%  3,9%
2N(Z)?/?amber - - 19%  749%  80%  35%  3,6%
a%?,imber - 1,7%  71,0% 14,6%  3,3% = 3,3%

Puc. 4
10. lns BeIpaBHUBAHMS BBICOTHI CTPOK TAOJIMIBI YCTAHOBUTE KypCOp B JIIOOYIO STYCHKY M BBINOJI-



HuTe KoMaHny Maxker, Pasmep sueiiki, BbIpOBHATHL BBICOTY CTPOK.

11. JIns Bcex cTONMOIOB, KPOME MEPBOT0, YCTAHOBHUTE:

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

m ouHaKoByro mupuny — 1,8 cm (Maker, Pasmep siueiiku, Illnpuna cToJ0ma Tadauubl).

12. Jlnst ycTaHOBKY TPaHMUII U 3TMBKU NIeperauTe Ha BKiIaaky KoHcTpykTop.

13. Beigenure nepByrO CTPOKY M BBIMOJHUTE KomaHAay Ctuiaum tadaun, 3aaumBka. 13 npemo-
KEHHBIX 00pa3ioB 3anuBKH BeIOepuTe OJIMBKOBBII, aKIEHT 3.

14. 3analiTe 3aIMBKY OCTaJIbHBIX sIM€EK TaOMHIlbI IIBeTOM OQJIMBKOBBIM, akieHT 3, Oojiee CBET-
T OTTEHOK 60%.

15. /Ing ycraHOBKHM TpaHMIl BbIAETUTE BCIO Tabnuiy u B rpymine HapucoBarh rpaHuusbl 3ajaaiite
CJIeIYIOIIME TapaMeTpPhl:

Crtuiib nepa: mo yMOJIYaHHIO
Tonmwuna nepa: 2,25 0t
[{Bet mepa: OIUBKOBBIN, aKIEHT 3, OoJiee CBETIbIi 0TTeHOK 40%

16. Boinonuute komanny Konerpykrop, Ctuiau tadaun, I'pannusi, Bee rpanuns!.

17. Coxpanure nokymeHT ¢ uMmeHeM CraTucruka ucnosan3dosanus OC B mupe.

3ananue 3. [IpeobpazoBaHre HEMOATOTOBIEHHOTO TEKCTA B TAOIUILY

CosnaiiTe Ta0nHILy, B35B 32 OCHOBY HETIOJTOTOBJICHHBIN TEKCT.

Texnonorus paboTsl

1. OTkpoiiTe HOKyMEHT ¢ UMeHEeM JloMeHbI BEpXHEro YPOBHSI.

2. Briirounte pexuM 0TOOpaskeHUsl HENe4YaTaeMbIX CHMBOJIOB.

3. BHuMarenpHO m3yunte TeKcT. OnpeaenuTe CHMBOJIBI, KOTOPBIMU OTAENsIeTCs HHpOpMaIus 00
OTIeNbHON cTpaHe (Oymymias cTpoka TabIuIbl) OT WH(OPMALUKA BHYTPU CTpaHbl (OyAyIue CTOJIOLbI).
MO03KHO 3aMETHTh, YTO CUMBOJIOM-PA3IEIUTENEM CTPOK SIBIISIETCS «;», & CTOJOIOB — «:». ClleIyeT Takxke
OTMETHUThH, YTO TOCTE KaXI0TO CUMBOJIA «:» CTOUT MPoOes, KaK U MOciie KAKIOT0 CUMBOJA «;». ITO BaXK-
HO JUIA HAIIUX JaJIbHEUINNX TEUCTBUMN.

4. Jlna ennHOOOpa3us 3aMEHUTE B TIOCTIEAHEN CTPOKE CUMBOII «.» Ha «;» U MOCTaBbTE MOCIE HETO
npo0er.

5. Beimenute TekcT, KpoMe Ha3BaHUS TaOIUIIBI U ABYX MOCIEAHUX MOSICHUTEIBHBIX CTPOK U BHI-
nonauTe komanay I'yiaBuas, PejakrupoBanue, 3aMeHUTb.

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

7. YcraHoBuTe Kypcop B mojie 3aMeHMTh Ha, HA)XMUTE KHONKY BoJibiie u B MeHio kHonku Crie-
HMAJIBLHBII BeIOepuTe 3HaK ad3amna.

8. BemonHuTe KOMaHay 3aMeHHTh BCE W OIpEIeINTe, CKOJIBKO MPOou3BeneHO 3aMeH. CTOJBKO
CTpOK OyZeT B Tabnuie.

9. Ha Bompoc «IIpoobKuTh IOMCK B OCTaBIIeics yacTu?» orBeTbTe Her.

10. B none HaiiTu yganuTe mpeablaylee yCIoBre MOUCKA U YCTAaHOBUTE HOBOE — CUMBOJIBI <«:» U
npo0erna.

11. B none 3aMeHUTH HA yAATUTE MPEBITYIIEE YCIOBHE U BCTABTE CIEIIUAIBHBIN CHMBON 3HAK
Ta0yJIA M.

12. BeimonHuTe KOMaH1y 3aMeHUThb BCe.

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

TeKkCcT MOAroTOBIIEH K MPe0Opa30BaHUIO B TAOJIHUILY.

14. Beinenure TeKCT OyayIneit TabauIib.

15. Bemmonnute komanny BeraBka, Tadamua, [Ipeodpa3zoBats B Tadaunmy.

16. B oTtkpriBmiemcs auanoroom okHe Ilpeodpa3oBath B TadJAMIY cpeaa MPEIIOKUAT BaM KOJIH-
94eCTBO CTPOK U CTOJNOIOB Oymymiel TabmuIel o yMOT49aHut0. U eciiu Bce Mpeaplaylue NeHCTBUS Cle-
JaHbI mpaBuiIbHO, TO WOrd omnpeaenut, uro Tabauia 0/bKHA coaepkaTh 17 cTpok u 4 cTodma.

17. B mone Pa3menuTenb MO yMOJYAHUIO YCTAHOBJICH CHUMBOJI TaOYINSIIHH, YTO COOTBETCTBYET
HalIeMy TEeKCTY.

18. 3akpoiite okHo, menkHyB Ha kHomke OK. VYOeawrtech, uro Tabnuia cienaHa MPaBUIHHO

(puc. 5).




19. loGaBbTe N1Be CTPOKM CBEpPXY JJIsi 3arOJOBKOB TaONMUIIbL. [l 3TOTO BBIACIUTE JIBE IEPBBIE
CTPOKH TaOJuIIbl ¥ BeIOepUTE KoMaHy MakeT, CTPOKH U cT0101bI, BcTaBUTH CBEpPXY.

20. TToouepenHo OoOBEAMHUTE SUSHKU ISl BBOJAA 3aroJIOBKOB, MPEABAPUTEIHHO BBIACIUB HX U
BOCIIOJIb30BaBIINCh KoMaHgou Maket, O0neauHUTL, O0beINHUATDL STUYEHKH.

21. BeeauTe TEKCT 3ar0JIOBKOB.

22. O0beAMHUTE TYEHKHU OJJHOTO IoJla PErucTpaliy JOMEeHa, OCTaBUB I'oJl IO OJHOMY pasy.

23. Ocy1iecTBUTE BBIpaBHUBAHUE B sSUYCHKAX TaOMHIBI COTiacHO oOpasily (puc. 5), BOCIOIb30-
BaBIIMCh KHOMKaMU U3 Tpynibsl BolpaBHUBaHMe Ha BKiagke Maker.

24. CoxpaHHTE TOKyMEHT.

JlaThl cO31aHNs] HEKOTOPBIX HAIIMOHAJILHBIX IOMEHOB BEPXHEr0 y
JlaTa co3nanus
CTkaza T'og | Yuciao, Mmecsain Homen
CIIIA 24 nrons .US
BenukoOpuranus 1985 | 24 wurons .Uk
W3panin 24 oKTAOps Al
ApreHtuHa 1987 | 23 cenTs6ps ar
bpazumnus 1989 | 18 ampes r
Coserckuii Coro3 19 cents6ps .Su
” 1990
Kwurait 28 HOs0ps .cn
BonuBus 1991 26 despas .bo
Komymbus 24 nexabps .CO
Anbanus 1992 21 anpens al
Ykpanna 1 nexaOpst .ua
JlatBust 1993 | 1 urost v
Poccuiickas @enepanus 7 anpenst .ru
1994
ApmeHus 26 aBrycra .am
Yum 1995 | 27 siHBaps .cl
Acranucran 1997 | 16 okTsa0ps .af
Poccuiickas @eneparus | 2009 | 30 oxTs6ps po*

OBHHA

* — nepsblit 1omeH B ucropuu ICANN**, HanucaHHBIN Ha HALMOHAIBHOM S3bIKE
** — VIHTepHEeT-KOPIIOpaIis 10 yIPaBJICHUIO JOMCHHBIMA UMEHAMH U IU(PPOBBIMHU aJipecaMi B

HNurepnere

Puc. 5

3ananue 4. CopTupoBKa B TabIuUIle
BbimonHuTe COPTHPOBKY JAHHBIX, MPEICTABICHHBIX B TaOauuHOM (hopme (puc. 6).

Crpana KosnunuectrBo
aTtak
BRAZIL 123 736
CHINA 12 708 285
EGYPT 3615 355
FRANCE 182 975
GERMANY 253 097
INDIA 479 429
INDONESIA 190 607
ISRAEL 118 664
ITALY 121 508
MEXICO 308 399
MOROCCO 230 199
SAUDI ARABIA 287 300
SYRIA 134 601
TAIWAN 122 264




THAILAND 204 417
TURKEY 709 499
UNITED KINGDOM 188 908
UNITED STATES 416 437
VIETNAM 346 602
Puc. 6
Texnonozus pabomoi

1. Otkpoiite daiin ATaku BpeI0OHOCHBIX MporpamMm. B ¢aiine u Ha puc. 6 npeacTaBieHbl JaH-
HbIE IO CTPAaHaM, Ha JOJII0 KOTOPBIX MPUXOAUIOCh 89 % Bcex aTak BpeldoHOCHBIX nmporpaMm B 2009 rony
(mo mannbM «Jlaboparopun Kacrepckoroy).

2. 1o6aBbTe K Tabauie cToaoer ciaeBa. JlJis TOro BBIICIUTE MEPBBIA CTOJIOCI U BBIMTOJIHUTE KO-
Maunay Maket, BectaBuTh cjieBa. Beaure 3aroyioBok crondma «Mectoy.

3. B mepBrIii cTonOe1] BCTaBbTE aBTOMATHUYECKYIO HyMEPAIHIO.

4. BeienuTe nepByro CTPOKy B Tabimie cruiemM CTporuii.

5. YcraHoBUTE Kypcop BHYTPU TaOIHUIIBL.

6. Bemmonaute komanay Maket, [lannbie, CopTupoOBKA.

7. B mone Cnavaja mo nuanoroBoro okHa CopTupoBKa BbIOepuTe 3aroioBok cronbdma «Komu-
YeCTBO aTak» M yCTAaHOBUTE Nepekirouatens B nojoxenue Ilo yobiBanuio. Haxxmure OK. IIpocmotpu-
T€, KaK BBIIIOJIHUIIACh COPTUPOBKA.

8. Jlo6aBbTE CTPOKY CHU3Y.

9. Benute B HIDKHIOI CTPOKY AaHHbIe 0 Poccuiickoit denepanuu:

| RUSSIAN FEDERATION | 335656 |

10. 3aHOBO OTCOPTHPYHTE TAOIUILY IO YOBIBAHUIO KOJMYECTBA aTaK.

11. Beigenute paMkoit cTpoky ¢ qaHHbIMU 0 Poccuiickoit denepanuu.

12. BeinenuB Ta0nuIly, YCTAaHOBUTE IIMPHHY CTOJIOIOB C IMOMOIIBIO KOMaHIbI ABTOMOAOOP MO
COIEePKUMOMY.

13. CoxpaHuTE TOKYMEHT.

3amanue 5. Beruncnenusa B Tabinumax

Hcnonbp3oBaB (popmyibl, paccuuTaiTe CyMMapHblii 00beM BceX IpadUyecKuX U TEKCTOBBIX (aii-
JIOB JI0 U TIOCTIE apXUBallMH, a TaK)Ke OCYHIECTBUTE (JOPMAaTUPOBAHNE YUCIOBBIX JAHHBIX MO JECITHYHOU
3anstoi. Mcxo/iHble JaHHBIE AJIs pacyeTa MpeICcTaBiIeHb! Ha puC. /.

I'paduyeckne paiianbl TexcroBble (aiiibl
Pa3smep (K6aiit) Pa3smep (K6aiit)
Nms | Pactimpenue . ITocne Nms | Pacnupenue L ITocne
Hcxoausii Ucxonabrit

apXMBaluu apXHUBaIuu
Picl | .gif 1,27 1,39 | Textl | .doc 55 24,6
Pic2 | .gif 9,35 9,27 | Text2 | .doc 85 19,9
Pic3 | .jpg 7,86 7,72 | Text3 | .rtf 28,5 2,67
Pic4d | .jpg 15,4 142 | Textd | .rtf 45,2 2,99
Pic5 | .bmp 449 3,8 | Texts | .txt 80,1 16,9
Pic6 | .bmp 145 59,8 | Text6 | .txt 127 36,8

Hroro Hroro
Puc. 7

TexHonorust paboTsl

1. Co3naiiTe HOBBI TOKYMEHT.

2. CoznaiiTe Tabnuily Kak Ha puc. 7.

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

4. Bocrionp3oBaBmuck komanaoi Maket, Jlanubie, @opmyJia, BBeaute B sueiiky C10 hopmy-
ay: =SUM(ABOVE) ans pacuera cymmapHOTro o0beMa rpaduueckix (aijioB 10 apXuBauu (MCXOIHBINA
pasmep). Apryment ABOVE o3HavaeT «CyMMUPOBATh YHCIOBBIC SIMEHKH BBIIIE STUCHKHU C (POPMYITOM».



5. Cxonmpyiite nonyueHnyio ¢popmyny B sueiiku D10, H10 u G10. [Tocne xonupoBanus ¢op-
MYJIbl B KQXJI0M siuelike OyAeT OJIHO U TO K€ YUCIIO.
6. YcraHoBUTE Kypcop BHYTPU BBIUUCIISIEMOTO IOJISL U BHIMOJIHUTE KoMaHay OOHOBUTH MoJje U3
KOHTEKCTHOI0 MeHI0. Pe3ysbTaThl pacueToB OOHOBSITCS.
7. CneBa OT TOPU3OHTAIBHON JTMHEWKHM HAWAWTE KHONKY TaOYJISATOPOB W, LIENKas MO HEH MBbI-

1Ist0, BeIOepuTe Tadyistop Ilo pazaenauresiro .
8. Beirenute unciioBsie qanHbie cTonbOma C u ycraHoBuTe BeipaBHuBaHue I1o 1eBoMy Kparo.
9. Ha ropu30oHTaIbHOM JIMHEHKE B 00J1aCTH BBIJICJICHHOTO CTOJIONA IETYKOM YCTAaHOBUTE Ta0y-
sarop o pasgeauresro.
10. Yoeaureck, 4TO YMCIIa BRIPOBHSIIMCH IO JCCATUYHOM 3aIISITOM.
11. [ToBTOpUTE NEHCTBUS MPEABIIYIINX ITYHKTOB JIJIsl YUCIOBBIX TaHHBIX cToOnoB D, G, H.
12. Coxpanute JOKyMEeHT ¢ iMeHeM Pa3Mepsnl (aiiios.
3anmanue 6. HanpaBienue TekcTa B Ta0mIe
Cozpaiite Tabnuiy o oopasiy (puc. 8), KCIOIb30BaB MMOATOTOBICHHBIC TEKCTOBBIC TAHHBIC.
CToumMocTh NPpOrpaMMHBIX NPOAYKTOB JadopaTopun Kacnepckoro
IMena aunen3uu Ha 2010 roa

Ilena auuen3un Ha 1 roxg

’E KoaudecTBO JUIEH3UH, IOT.
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n 03]
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Puc. 8

TexHomnorust paboThI

1. Otkpoiite daiin Hena aunensuun Ha 2010 roga.

2. BxirounTe pexuM 0TOOpaKeHUs HeleyaTaeMbIX CHMBOJIOB.

3. Beimenute TekcT 6e3 mycThiX ab3ameB U mnpeobpasyiiTe ero B Tabiauily komaHnoi BeraBka,
Ta6anusl, IlpeodpazosaTs B Tadauny. IlepexmtouaTens ABTONOAOGOP IHUPHHBI CTOJ0LOB YCTAHOBUTE
B noJsioxenue Ilo conep:knumomy.
4. PactipocTpanuTe 3aroyioBok «lleHa oHOM JuIeH3uH, py0.» Ha COCEHUE crpaBa siueiku. Jlis




3TOTr0 OOBEIMHUTE 3TH SIYCHKHU COTIACHO 00pasIy.

5. PacnpocTpanuTte 3aroinoBok «Koi-Bo JUIEH3UH, IIT.» HAa COCEHUE cripaBa siueiku. /st aToro
O0BEIMHUTE ITH SYECHKHU COTIIACHO 00pasiry.

6. PactipocTpanute 3arosnioBok «Ha3zHadeHue» Ha SUEHWKH BbIIIE M HUXKE MOJMUCH, OOBEAUHUB
COOTBETCTBYIOIME TYCHKHU.

7. I3aMeHuTe HalpaBlIeHHE TEKCTa B silMEHKaX C KOJMYECTBOM JIMLEH3UH. [t 3TOro, BBIIEIUB
SAYEHKH, HaxxuManTe kHonky HampasiieHune Tekcra B rpynne BelpaBHuBaHue Ha Briaake Maker 1o
TeX MOop, TOKa He BHIOEpUTE HYKHOE HAIIPaBIICHUE.

8. OTkoppekTupyiite mupuny croidua «Haznauenue» coriacHo o0pasily ¢ MOMOIIBIO HApaB-
nsoux. KoHTpommpoBaTh MMPHUHY MOKHO € MOMOILIBIO Tpynnbl Pazmep saveliku Ha Bkiagke Maker.
3HavYeHHE MIUPUHBI T0HKHO OBITh MPUMEPHO 4,5 CM.

9. lopucyiiTe CcTONONBI JUIsl Ha3BaHWH MPOTPAMMHBIX MPOAYKTOB. [[1s 3TOrOo mepeinure Ha
BkiaaKy KoHeTpykrop u Beibepure komanny HapucoBaths Tadauny. C moMomplo ykasarens MBIIIH,
KOTOpBIM MpUMET BUJ KapaHJalla, CO3[aiiTe SYEHCTYI0 CTPYKTYpYy coriacHo oOpasmy. [ns koppektu-
POBKH CTPYKTYpPBI BOCIIOIb3yiTeCh JIacTHKOM. 3akOHUNTE pUCOBaHUE, €lle pa3 BbIOpaB komanay Hapu-
coBaTh TA0IHMILY.

10. BeiGepuTe HampaBiieHUE TEKCTa I BHOBb CO3/IaHHBIX SYEEK U BCTABBTE COOTBETCTBYIOIINI
TEKCT NOAIMCEN.

11. Beenure Ha3Banue Ta0mumbl «llena munensuu Ha 1 roay. J{s 3TOro BCTaBbTe MyCTYIO CTPO-
Ky cBepxy. OObeIMHUTE HEOOXOAUMBIE SIUEHKH U BBEIUTE MOAMNCH. 3a1aiiTe BBICOTY CTpoku 0,5 cm.

12. BeIpoBHSIITE TaHHBIC BO BCEX sSUEiKax TaOJIHUIIbI COrlIacHO oOpasity (puc. 8).

13. [lns Bcex 3arojoBKOB YCTAHOBUTE MOTY>KHPHOE HAu€pPTaHHUE.

14. CoxpaHuTe 1O0KYMEHT.

JlaGopatopHnas pabora 4
TekcroBeiii penaktop MS Word: rpaduueckue 00beKThI B TEKCTOBOM JOKYMEHTE

[lenb pa®oThI: HAyYUTHCS OCHOBHBIM TEXHOJIOTMYECKMM OIEpanusM padoTbl ¢ rpaduuecKuMu

00BEKTaMH B TEKCTOBBIX JOKYMEHTaX.
3ananue 1. CriocoObl BCTaBKU T'OTOBBIX PUCYHKOB B TEKCTOBBIN TOKYMEHT

BceraBbTe B JOKYMEHT PUCYHOK U3 (haiiia, cOXpaHEHHOro Ha KommbioTepe. Haiinure pucyHok B
WHTepHeTe M BCTaBbTE B JOKYMEHT. BeraBbTe B JOKyMeHT kium u3 koswiekimu Microsoft Office. Cos-
nanTe noJ0OpKy KapTUHOK Ha BeO-y3ne Office Online u BcraBbTe KapTUHKY M3 MOJOOPKU B TOKYMEHT.

TexHomorust paboTbI

1. Co3pnaiite HOBBIN JOKYMEHT ¢ UMeHeM Cnoco0bl BCTABKH PUCYHKOB.

2. CoznaiiTe 1moj 3aroJioBKOM TaOiuIly 2 X 2.

3. lllenxHUTE B TIEPBOH SYEHKe TAOJHUIIBI, YTOOBI yKa3aTh MECTO BCTAaBKH PUCYHKA.

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

5. Haiinute Ha cBOeM KOMIIbIOTEpE MaIKy ¢ pUCYHKaMU U BCTaBbTE OAMH U3 HUX B TaOJUILY.

6. Hactpoiite nonoxenue kaptuaku (Popmar, Ynopsaouuth, OdTexanue TekcTom, B Tekcre).

7. Hactpoiite pa3mep KapTUHKH, €CIIU 3TO TpeOyeTcs, U yCTaHOBUTE BhlpaBHHBaHUE B siueiike Ilo
LHEeHTpY.

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

9. 3amaiiTe MOUCK PUCYHKOB MO KJIIOYEBOMY CJIOBY (HampuUMep, «KOMITBIOTEP»), BHIOEpUTE Cpel-
HUU pa3mMep.

10. C moMo111b10 KOHTEKCTHOT'O MEHIO CKOIMPYHTE HHTEPECYIOLIHiA Bac pUCYHOK B Oydep oOMeHa
1 BCTaBBbTE €0 BO BTOPYIO SYCHKY TAOIUIIBI.

11. Bemonuute koManny Beraska, Minmrocrpanmuu, Kooumn.

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

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



14. BeiGepute TeMaTHKy KIUNOB, Hanpumep, Ilpodeccus.

15. BcraBbTe MOAXOAIIYIO0 KAPTUHKY B TPETHIO STYEHKY TaOIUIIBI.

16. 3akpoiite okHO OpraHu3aTop KJIUIOB, €CIIA OHO OTKPHITO.

17. B ob6nactu 3amau Kiun menkaure Ha ccpuike Kannbl Ha Be6-y3iae Office Online. Otkpoert-
cst BeO-pecype ¢ pucyHkamu, poTtorpadusiMu, aHUMALUSIMH U TIP.

18. HaiinuTe MOUCKOBYIO CTPOKY.

19. HaiiguTe CriucoK KaTeropuii N300paeHHii.

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

21. BriGepute UHTEPECYIOMIUN BaC PUCYHOK U IIETKHUTE HA HeM. OTKPOETCS OKHO CO CBE/ICHUS-
MU O PUCYHKE.

22. llenkuute Ha kHONKe KonmupoBark. PucyHok coxpanutcs B Oydepe oOMeHa.

23. Tlepeiiiute B TEKCTOBBIM TOKYMEHT W BCTaBbTE PUCYHOK U3 Oydepa oOMeHa B YETBEPTYIO
SYEHKY TaOIHIIBI.

24. CoxpaHHTE TOKyMEHT.

3ananue 2. Co3gaHue cXeM MpH MOMOIIN BEKTOPHBIX 0OBEKTOB C MCIIOJIB30BAaHUEM TOJIOTHA

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

TexHonorus paboTel

1. Co3pnaiite HOBBIM TOKYMEHT.

2. Bemonnute komanay Beraska, Mamocrpauun, @urypsi, HoBoe nojiotHo.

3. Ilpopucyiite neHTpaibHbI 00bekT. Mconb3oBaB komanny CpeacTtBa pucoBanusi, ®@opmar,
BceraButh purypsl, BeiOepUTe MECTHYTOJIBHUK.

4. Ha3znaubTe (purype cieayromnye CBOMCTBa € MOMONIbI0 KoMaH 1 rpymnisl CTujiu puryp:

3anuBka: ['pagueHT (kHONKa 3aJuBKa QUIypHI)
Pamka: Cunsis TpexxkoHTypHas (kHonka KoHTyp ¢urypsr)
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Puc. 1
5. [Ipopucyiite purypy CKpyriaeHHbIH MPSIMOYTOJIbLHUK.
6. HazHaubTe eii cieqyronye CBOiCTBa:

3anuBka: Tekcrypa
Pamka: Cunsist AByXKOHTYpHas
Tenb

7. Ucnionp3oBaB knasuiry Ctrl, co3paiite marh KOMUA HACTPOEHHOW (PHUTYPHI U pa3MECTHTE HX,
Kak Ha oOpasIie.

8. CoemuHuTe C MOMOIIBIO MHCTpyMeHTa CKPYIJIeHHasi JJMHHUS CO CTPEJKONH OOBEKTHI CXEMBI.
Jln1st 3TOr0 B MEHIO (PUTyp BbIOEpUTE HYKHBIN THII CTPEIOK, HAaBEIUTE YKa3aTelb MbIIIN Ha CEPeIUHY OJ1-
HOM (QUTryphl U, HA)KaB KHOIIKY MBIIIY, IPOBEANUTE JIMHUIO K ApYyroi durype.

9. IIpoBephTe, uTOOBI KaXKasi COSTUHUTENbHAS INHUS «IIPUKIEUIACH» K 00BEKTY. [[1st 3TOrO BHI-




JeTTUTE JIMHUIO U yOeAUTEeCh, YTO KOHIIBI OTMEUEHBI KpacHbBIMU Mapkepamu. [Ipu HeoOxoaumocTu 3axBa-
TUTE KOHEIl U IPUCOEAUHUTE €r0 K CepeiHe (PUrypsl.

10. Boigenute ¢ nomomipro kiaBumu Shift Bce coenHuTeIbHBIC JIMHUK U JIJISL BCEH TPYIIIBI ycTa-
HOBHUTE CJIEIYIOIME CBOMCTBA:

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

11. IlepenBuraiite 0OBbEKTHI CXEMBI, CBEPSISICh C 00pA3IOM M CIE/s 32 COSAMHUTELHBIMU JIMHUSI-
MHU.
12. Ucnionb3oBaB koMaHay Jl00aBUTh TEKCT KOHTEKCTHOTO MEHIO, BHECUTE HAJIHCU B (PUTYPHI.
13. To6aBbTe 00bekT WOrdArt B IieHTp KOMITO3HIIHH.
14. Crpynmnupyiite 00bEKTHI CXEMBI.
15. BeigenuTe noigy4yuBiieecs H300paKEHUE U BHIPEKBTE €0 U3 MOJIOTHA.
16. Beimenute u yaanute mosoTHo (kinasuina Delete).
17. BcraBbTe BhIpEe3aHHBIN PUCYHOK B TEKCTOBBIM JOKYMEHT.
18. Coxpanute nokymeHT ¢ uMeHeM CBolicTBa mH(popManuu.
3ananue 3. PUCYyHOK U3 pa3HOTUIIHBIX IpadUuecKux 0ObEKTOB
CosnaiiTe pekiiaMHOE OOBSIBIICHHE COTIacHO o0pasity (puc. 2), cocTosmiee u3 rpahuuecKkux 00b-
€KTOB Pa3HbIX TUIIOB.
TexHonorus padboThl
1. Co3pgaiite HOBBIN JOKYMEHT.
2. BctaBpTe KIHII ¢ H300pakeHUEM KOMITBIOTEPA.
3. Beigenute pucynok. O0paTtute BHUMaHHE Ha TO, KAKUMH MapKepaMHu OTMEUEHBI €T0 TPAHUIIBI.

Oupma Qpa/wn\opr\amnyﬂ
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tepcorazal

4. YcTaHoBUTE JUIsSl BBIJEJIEHHOTO pUCYHKa (HOpMy (CKPYTJIEHHBIM NMPSMOYTOJbHUK) U TPaHUILY
(ToNmMHA U 1BET), UCHOIBL3Ysl KoMaH bl Dopma pucyHka u I'panuna pucynka rpynnsl Padora ¢ pu-
cynkamu, ®opmat, CTHIN PUCYHKOB.

5. BcraBbre HOBOE monoTHO (BeraBka, Miumoctpanuu, @urypsi, HoBoe moJioTHO). YBenuubTe
pa3Mmep IOJIOTHA Ha BECh JIMCT. B nanbHeleM pyu cO3JaHUN OTAENbHBIX IEMEHTOB U300pakeHUs clie-
auTe, 4TOOBI BCe (PUTYpHI pacroiarajuch BHYTPH IMOJIOTHA, HHAYE HE TOJIYYUTCS TPYIIUPOBKA.

6. BeIpeskbTe pUCYHOK M BCTaBbTE €ro B MoJIOTHO. OOpaTuTe BHUMaHKUE HA TO, YTO MapKephl rpa-
HUI] TEeTIEPb UMEIOT IPYTOil BUJI, TaK KaK U3MEHHJICS TUIl 00BEKTa — PUCYHOK IIpeBpaTuics B ¢urypy. Te-




nepb AJIs 3TOTr0 N300pakeHHsl y)Ke HeJoCTyHO MeHI0 CTHJIN PUCYHKOB.

7. Ucnionws3oBaB komanay CpeacrBa pucopanusi, @opmar, BeraButh ¢urypsl, OcHoBHBIE (pu-
rypsl, Hapucyite poM0. [Tonbepure s Hero noaxosuyto Tekctypy (Ctuam ¢uryp, 3aauska, Tek-
cTypa).

8. Tak xak poM0 MOSIBWICS B MOJOTHE IMOCJE KA, IEPEMECTUTE ero Ha 3aHuil IJIaH (3a pucy-
HOK).

9. lllenkHuTEe BHYTPH MOJOTHA W J00ABBTE XYIOKECTBEHHBIH TeKCT B Buae oObekra WOrdArt
(BcraBka, Tekcr, WordArt). HactpoiiTe MECTOIMOIOKEHHE HAMUCH U €€ pa3mep.

10. JTo6aBbTe eliie OAMH XY/I0’KECTBEHHBIH TeKCT B B¢ 00bekTta WOrdArt.

11. JoGaBbTe K KOMMOO3UIMH CTpenky: BeraBka, Wiumoctpanuu, ®@urypsl, BeiOepure Guryp-
HYIO CTPEJIKY U npopucyiite ee. OTKpoeTcs Bkiaaka @opMart ¢ MHCTPYMEHTaMU HACTPOHKHU CTPEIIKH.

12. Hactpoiite 00beM ¢urypsl (rpymmna Oobem).

13. C nomomsto kiaapumu Ctrl co3maiite 1Be KOMMH CTPEIKH.

14. BcraBbre Tpu 00bekTa Hagnmucesb (BeraBka, Texer, Hagnucs, HapucoBaTh Haanuch).

15. Beenure TEKCT B HaJIIKCH.

16. Ycranosure s Haanucei 3¢ ekt Tenu (Popmat, IpdeKThl TEHH).

17. 3aneiite 00bEKTHI, BEIOpPAB UL HUX Pa3HbIC TUIIBI IPAAUECHTOB (JIEBBIH, IPaBbIii BEPXHUH yToJ,
OT IICHTA).

18. Pacmiono)kure HaAIMCH TI0J] CTPEITKAMHU.

19. C nomomusto nuactpymenta Haanuen co3gaiite 610K 111 HOMEPOB Teae()OHOB, BBEAUTE TEKCT.

20. 3menute popmy Osoka (Popmat, Ctuim Haanuceii, U3sMenntsh Gpurypy).

21. 3apaiite 3a1MBKY (DUIYphI B BUJE PUCYHKA, [1010€pUTE LIBET TEKCTA.

22. Beiienure Bce rpaduieckrie 00bEeKThI, BXOIAIINE B COCTaB U300PaKEHHUSL.

23. Crpynnupyite Bce rpaduyeckue 0O0beKTbl ¢ MOMOIIbI0 kKoMmaHIsl CpeacrBa pucOBaHHS,
Ynopsinouurs, I'pynnupoBars.

24. Coxpanure 10KyMeHT ¢ umeHeM Ilpurinamenmue.

3ananne 4. Co3ganne nepapXxuueckor CXeMbl C MOMOIIBI0 HHCTpyMeHTa SmartArt
Co3naiite cxeMy ¢ MOMOIIIBI HHCTpyMeHTa SmartArt cornacHo o6pasiy (puc. 3).

Cnocobbl 3anMcm anropuTmos

Bepb6anbHbiid CMMBONBHBINA lpaduyeckmnid

Ao pATME 0N HCDIESHDTCR

AN MOEHTMb CMHCHIEIOTCA C -
© nomowso Habopa

noMowbo Habopa
CHMBONOB

ANropATME ONWCHEANTCR
H3 4ENOEBE4E CHIM RIbIKE

rp2drirse CHH
HaoBpaReHHA

Puc. 3
TexHomorust paboThI

1. Co3paiiTe HOBBIN JOKYMEHT.

2. Bemoaaute komanay BeraBka, Mnsrocrpamun, SmartArt.

3. B nosBuBmemcs okHe Boibop pucynka SmartArt seioepute rpynny CBsi3b 1 Tun cBsizu Tao-
JuqHas uepapxus, Haoxmure OK. J[71s HacTpoiiku mapaMeTpoB PECYHKA TPH €T0 BBIACICHUH B BEpXHEH
CTpOKe OKHa nosiBisgercss MmeHio Pagora ¢ pucynkamu SmartArt.

4. TosiBuBImasicst hopmMa HE COBCEM COOTBETCTBYET 00pasily, Ha BTOPOM YPOBHE HE XBaTaeT OJI0Ka.
Beinenure mepBblii 070K BTOPOTO YpOBHSI M BBHINOJHUTE KomaHdy Pabora ¢ pucynkamm SmartArt,
Konctpykrop, Job6aButs purypy, JlodaBurh purypy mocie.

5. Yanure BTOpoii GJIOK Ha TPETHEM YPOBHE, 3aT€M BbIICIMTE BTOPOI OJIOK Ha BTOPOM YPOBHE H
n00aBbTE K HEMY QUTYPY HIDKE.

6. lllenkauTe B obnactu GOpMbl, MperHaA3HAYEHHON I BBOAA TEKCTa M PACIIOIOKEHHOU ClieBa



OT TPAHMILIBI CXEMBI. 3aMOTHUTE (HOPMY TEKCTOM.

7. B moarpynne Ctusmm SmartArt BeiOeprTe BETOBYIO raMMYy.

8. Brigenus ¢ nomoinsto kinasuiny Shift rpymmer 610k0B, HacTpoiiTe WPUPT U HAYSPTAHUE TEKCTA
OJIOKOB.
9. Coxpanute TOKyMeHT ¢ MeHeM Cloco0bl 3aNMCH AJITOPUTMA.

3ananue 5. CoznaHue paauaibHOM CXEMbI C TOMOIIBIO HHCTpyMeHTa SmartArt
Co3zpnaiite cxemy coryiacHoO 00pasity (puc. 4).

*ByKEBNEHO NEPEESAMTCR
Hak "TEEpakple uzgenmna”
Hardware s TEXHUYECKUE
(annapaTHelg) CpeACTES
HOMMBKTEPE

* ByHEENEHO NEPEECAMTCA
Hak "MArkMe M3genma”

* COBOKYMHOCTE
nporpamm,
oBecneymnEarw My
paboTy HoMMETERE

*EYHEBNEHO NEPEESAMTCR
HEH "MHTEANEHTYRAEHEIE
PELELITEN

*PazpaloTHE BNTOPUTMOE
M USYUEHWE METOA0E W
MPMEMOE WX NOCTPOEHKA

Brainware

Puc. 4
TexHomorust paboThI

1. Co3paiite HOBBIN JOKYMEHT.

2. Bemonaute komanay BeraBka, Masroctpanun, SmartArt.

3. Beibepute tun auarpammsl CBsi3b U noatun Paguanabublii cnimcok. [lpu BeiOOpe moaTumna BbI
MOJIYYUTE B TIPABOHM YaCTH OKHA IMOJIHYIO CIPaBKy O ero ucmosib3oBannu. Haxkmure OK.

4, 3ar0JIHUTE DIIEMEHTHI CXEMBI TEKCTOM.

5. BcTaBbTe moaXosIINi pUCYHOK B IJIaBHBIM OOBEKT, HMICJIIKHYB Ha 3HAYKE B LIEHTPE.

6. Coxpanute TOKyMEHT ¢ UMeHeM PaauajibHasi cxema.

3ananne 6. O6paboTKa KONMi SKpaHa

Co3naiite TabmHIly, MOSCHSIOUIYIO paboTy ¢ rpaduyeckumu oobvekramu B Word 2007 (puc. 5) u
cojiep kantyto (hparMeHThbl KOMUil SKpaHa MOHUTOPA.

BcecraBka konuu 3kpana

O0bekT Bxinagka ®opmar
Pucy- % ApkocTb ™ ﬁ — — L_l?mapna pHEYHER ™ [E7] 4 Ha nepeaHuii nnax =~
HOK sl g
() KoHTpacTHoTE ™ - & rpanuua puoHea » B Ha 3agHuii nnax
Kunn 3 — . 4 5
= ONONEHWE
% MepekpacuTe ™ QE ! pherTr 4NA pUCYHER T - E OETekaHne TekcTom = Sk
M3meHTE CTHAN PUOYHKOE IF] ¥Nopago4nTe
Durypsol = =
S NOOO - gz S| (m ((@]| [ (40
&I—L’EDGGT .‘ . . B | e osmem| p
_ = 3dderTrl BEM || ¥MOPAZOYNTE Pazmep
CIRAS RS <45 = @ | reme | - . .
EBCTAaEWTE QUrypEl CTHAK Grryp (]
WordAr Sy -

i AV

HzmeHuTE MHTEpEaN
TekoT -

-]
&

T B

-

Tekct

- a @ & 3l
Wordaed | Wordhre| Mot - = - )
= IdperTrl | |O6keMm | ¥NopagoqdnTe Pazmep

A' TEHW 7 - - -

4
r

Crinm WordArt

Puc. 5
TexHomorust paboThI

1. Co3naiite HOBBIN JOKYMEHT. Y CTAHOBUTE OPUEHTAIIMIO JINCTA — AJIbOOMHAsI.
2. B mepBoli cTpoke BBeIUTE Ha3BaHUE «BcTaBka KOMHH SKpaHay.




3. BcraBpre Tabmuiry 2 x 4.

4, 3anoyiHATE TaOJIMIYy TEKCTOBOM MH(pOpMaIUei 1o oOpasiry.

5. Boimonaute komanay BeraBka, Ununoctpanun, PucyHok.

6. B cBoOOaHYIO 001aCTh JINCTA BCTABBTE JIFOOOM PUCYHOK U3 (haiia.

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

8. Cuenaiite KOMMIO dKpaHa, HakaB KiaaBuiry Print Screen — komust OymeT coxpaneHa B Oydepe
oOMeHa.

9. BcraBbTe KOMMIO SKpaHa B siUeiKy TaOauIlbl (CM. puc. 5).

10. BeigenuTe BCTaBICHHYIO KOTIHIO KPaHa.

11. O6pexwTe dpparment (Popmat, Pazmep, O0pe3ka), 0CTaBUB TOJIHLKO HHCTPYMEHTHI BKJIAJIKH
®opmar.

12. VY nanure o06pe3anHyro 9acth u3oopaxenus (Popmar, UsMenuTh, CikaTHe PUCYHKOB).

13. YUtoObl BKIIaJKa TOMECTHIIACHh B CTPOKY TaOJUIIBI, TTOJAOCPUTE HYKHYIO IUPHHY C TTOMOIIBIO
koMauasl lllupuna.

14. Boinonnute komany Berapka, Miunocrpanuu, ®@urypsi.

15. Hapucyiite B cBOOOIHOI 001acTu JuCTa 11000 BEKTOPHBIH OOBEKT, YTOOBI MOAKIIOYHIUCH
HHCTpYMEHTHI MeHIO CpeIcTBa PHCOBAHMS.

16. BcraBbTe B TabauILy KOMUIO JIEHTHI € BKJIaakol Mopmart meHio CpeicTBa pMCOBaHMA.

17. Bemmoninute komanay BeraBka, Texer, WordArt.

18. BcraBpTe B Tabumily KONHUIO JIEHTHI ¢ M3MEHHBIIEHCS BkiIagkoir Mopmart meHio Pabora c
oobextamu WordArt.

19. Y ganure Bce 00BEKTHI 3a MIpeieaMy TaOJIUILIbI.

20. Coxpanure 10KyMeHT ¢ uMeHeM Komuu 3kpana.

3amanue 7. JlomonHuTesbHbIe rpaduueckre Bozmoxknoctr Word 2007
Co3znaiite rpadMYeCcKyIO U TEKCTOBYIO MOJIOKKY.
TexHonorus paboTsl

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

2. Otkpoiite daitn Kak nagaiot Boasl B Jlogope.

3. YcranoBute anp00MHYI0 opueHTanui0 cTpaHuilsl (Pasmerka crpanuunsi, [lapamerps! cTpa-
HUIbI, OpHeHTAaIHS).

4. YcranoBute BblpaBHUBaHUE TekcTa [lo neHnTpy.

5. Otkpoiite muanoroBoe okHO IleyaTHasi MOAI0KKA, BBHIIOJHUB KOMaHIy Pa3merka cTpaHu-
ubl, Pon crpanunsl, [Toanoxkka, HactpanBaemas moaioxka.

6. BeiOepuTe MoaJI0KKy B BHJIE PUCYHKA.

7. C momonipio KHONKK BeIOpaTh yKaxuTe paHee mogo0paHHbIN PUCYHOK.

8. Ycranosute macmrad 200 %, canmure duiaxok O6ecueTtuth 1 HaxMuTe OK.

9. IMonGepuTe IBET TEKCTA, YTOOBI OH KOHTPACTHO CMOTpEJICS Ha (DOHE pUCYHKA.

10. CoxpaHHUTE JTOKYMEHT.

11. Otkpoiite ¢aitn Knaccupukauusi KOMNbIOTEPOB.

12. Otkpoiite auamoroBoe okHO IleuyaTHasi MOMJIOKKA W 33gaiiTe MapaMeTpbl Kak Ha puc. 6.
Ilenkuute o kuonke OK.
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Puc. 6
13. UtoOBl mpocMOTpPETh, KaK MOJUIOKKA OyaeT oToOpaXkaThCs MOCIE BBIBOJA HA 1E€YaTh, Mepei-
JMTE B PeXHUM IpocMoTpa TokymenTa (kHomka Office, [Teuars, IlpenBapurebHblii IPOCcMOTP).
14. 3axpoiiTe OKHO IPEABAPUTEIHHOTO TPOCMOTPA.
15. CoxpaHuTe J1OKYMEHT.

JlaboparopHnas pabota 5
TekcroBeiii pegakrop MS Word: cTpykTypa TEKCTOBOTO JOKYMEHTA
Ilenb paGOThI: HAYYUTHCS OCHOBHBIM TE€XHOJOTHUECKUM OIEpaIUsIM HACTPAauBaHHs CTPYKTYPHI U
aBTOMATH3aIMXA 00PA0OTKN TEKCTOBBIX TOKYMEHTOB.
3amaune 1. MHOrOKOJIOHOYHEINA TEKCT
Odopmure pparMeHTHI JOKYMEHTA B BHI€ MHOTOKOJIOHOYHOTO TEKCTA.
TexHonorus paboTsl
1. OTkpoiiTe 10KyMEHT Y cTpoiicTBa BBOAA M BbIBOA HH(OPMALMH.
2. 3ajaiiTe mapaMeTpbl CTPAHULIBI:

Bun ctpanuiier: OObIYHBIHM
[Tomst: Bepxnee — 1,5 cM, Huxnuee — 2 ¢, JleBoe — 2 cm, [IpaBoe — 1 cm

3. Beienure pparment Tekcra «KnaBuarypay 6€3 3arojioBka (TEKCT BbIIEICH CHHUM L[BETOM).

4. YcTaHoBUTE 1J1s BBIIEJICHHOIO TEKCTA JABYXKOJIOHOYHOE (hOpMaTHPOBAHNUE.

5. HaiinuTte HemeuaTaeMble CUMBOJIBI «pa3pbiB pasjiesiay Nepes ABYXKOJOHOUYHBIM TEKCTOM U IO-
CJIe HETO.

6. Ilepen ¢parmentom Tekcta «CeHCOpHBIE YCTpoilcTBa BBOAa» M NoOcie (pparMeHTa TeKcTa
«YcTpoiicTBa CKaHUPOBaHMS (TEKCT BBIIETIECH 3€JIEHBIM [[BETOM) BCTaBbTE HEMEYATaeMbIil CUMBOJ «pa3-
PBIB pa3/iena» ¢ HOBOM CTpaHUIIbI.

7. YcTaHOBHUTE JUISl 9TOTO pasjelia cleAyIolIye napaMeTpbl CTPAHUIIBI:

Opuenranus: AnpO60MHast
[Tonsi: BepxHee — 2 cM, HUKHEe — 1 ¢cMm, ieBoe — 2 cM, npaBoe — 1,5 cm. Takue 3HaueHus 3a/1aHbI C
Y4E€TOM TOTO, YTO TIPH OPOIIIFOPOBKE BCE CTPAHUIIHI OYAYT CIOKEHBI OJJMHAKOBO

8. Pa30eliTe TeKCT Ha TPU KOJIOHKH.

9.Ilo cTpoke COCTOSHHS OIpEeNIuTe, CKOJBKO Pa3/ieloB TEMeph UMEET MCXOAHBIM TOKYMEHT.
Haiiaure Heneuaraembie CUMBOJIBI «Pa3pbiB pa3aeiia.

10. 3anumuTe B Hayane TEKCTa, CKOJIBKO pa3/iesioB UMEET BeCch JOKYMEHT rocie (opMaTHpoBa-
HUSL.

11. OTkphIB oJIE BEPXHETO KOJIOHTUTYJIAa HAa NIEPBOM CTpaHUIlE, BbIIOJHUTE KoMaHay Ilapamer-
pbl U ycTaHOBUTE (QuIakku Pa3Hble KOJTOHTUTYJIBI AJIsl YeTHBIX M HeUeTHBIX crpanull 1 Ocolblii Ko-
JIOHTHUTYJI JJIsl IePpBOM CTPAHMIBI (3TU HACTPOWKH BCTYIIST B CHILY JJISl BCEX KOJIOHTHUTYJIOB BCErO J0-
KYMEHTA).

12. B BepxHEeM KOJIOHTUTYJIE HA MIEPBOM CTPAHUIIE MO EHTPY 3aMUIINUTE CBOIO (haMHUIIUIO.

13. Onyctutech Ha BTOPOM JIUCT U B BEPXHEM KOJIOHTHUTYIIE IO JIEBOMY KpAIO 3alUIIUTE UMS.

14. Onycturech Ha TPETHI JIUCT U B BEPXHEM KOJIOHTUTYJIE 10 PABOMY KpParO 3aIlUIINTE OTYECT-




BO.

15. Bemonnute komanay Padora ¢ kononTurynamu, Koncrpykrop, 3akpbITh OKHO KOJIOHTH-
TyJI0B. [IpocMOTpUTE JOKYMEHT U YOEIUTECH, YTO MIPABUIILHO BBINOJIHWIN HACTPOIKY.

16. CoxpaHuTte JOKYMEHT.

3aganue 2. BctaBka HOMEPOB CTPaHUI]
VY cTaHOBUTE aBTOMAaTHYECKYIO HYMEPAIUIO CTPAaHULl B TOKYMEHTE.
TexHonorus padboTsl

1. OTkpoiiTe TOKyMEHT ¥ cTpoiicTBa BBOa HHpopMaIuu.

2. YcTaHOBUTE KypCcOp Ha INEpBOM CTPaHUIE U BHINMONHUTE KoMaHAy BeraBka, KosloHTHTYJIBI,
Homep crpanunsbl, Buu3y crpanuusi, [Ipocroii Homep 3.

3. OnycTutech Ha BTOPOM JIUCT ¥ B HIJKHEM KOJIOHTHUTYJIE BBIIOJIHUTE KOMaHAy KoOHTHTYJIBI,
Homep crpanunsbi, Buu3y crpanunsi, [Ipocroii Homep 3.

4. OnycTurech Ha TPETUM JMCT U B HU)KHEM KOJIOHTUTYJIE BBINOIHUTE KoMaHay KoaoHTHTY.IBI,
Homep crpannusbl, Buu3y crpanunsi, IIpocroit Homep 3.

5. 3aKpoiTE OKHO KOJIOHTUTYJIOB.

6. [IpocmoTpute noxkyment. Homepa crpanuil pacrofiaratrorcst B 06J1acTH KOJIOHTUTYIIA.

7. OTKII0YUTE PACCTAaHOBKY HOMEPOB CTPAHUI] Ha CTPaHMIIE C aTbOOMHON OpHUEHTalUeN, ISl Yero
aKTUBU3HUPYHUTE 00JIaCTh KOJOHTUTYJOB. B HIDKHEM KOJOHTUTYJIE YETHBIX M HEUETHBIX CTPAHMUII B pa3e-
Je ¢ albOOMHON OpUEHTAIlMeN U B CIEAYIOLIEM 3a HUM pasjiese JOKyMEHTa OTKiIrouuTe pexxuM Kak B
npeabIAyleM pa3jiesie U 3aKpoiTe OKHO KOJIOHTUTYIIOB.

8. B obmacTy HIKHETO KOJIOHTHTYJIA YETHBIX M HEUETHBIX CTPAHUII B IISITOM pasjeie (¢ anboom-
HOM OpHeHTalMel TEeKCTa) BIACTUTE U YAAJIUTE [0JIe HOMEPa CTPAHUIIBL.

9. 3akpoiTe OKHO KOJIOHTHUTYJIOB U IIPOCMOTPHUTE JOKYMEHT.

3aganue 3. Co3aaHue CIMCKa CTUJIeH sl 1€JI0BBIX TOKYMEHTOB

[ToAroTOBRTE CIMUCOK CTHJICH MJIsi IETIOBOM MEPENHCKHA U COXPAHHUTE €ro B IIa0JOHE JOKYMEHTa
JUI JAJIIbHEUIIETO MCIIOIb30BaHMS.

TexHonorust paboTsl

1. Co3naiiTe HOBBIM TOKYMEHT.

2. Bemonaute komanny I'maBuasi, Ctuam, Dkenpecc-ctuian. [locMoTpuTe, Kak 3alicaHbl Ha-
3BaHMS CTUJICH.

3. Hafigure ctine O0bIuHbIii. [locMOTpUTE €T0 OnTUcCaHUe.

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

5. Hactpoiite ctuns OObIYHBIN IS UCTIOIB30BaHMS B JIETOBBIX TOKYMEHTax. J{Jis 3TOro oTKpoii-
T€ MEHIO CTHJIA U BBINOJIHUTE KoMaHTy U3MeHuTh. 3aaiiTe peKOMEHyeMble IS I€JIOBbIX JOKYMEHTOB
napameTpbl:

Ipudr: Times New Roman
Pasmep: 14 nt
Mexnyctpounsiii uHTEpBat: IlomyTopHBIi

YcraHoBuTe nepekiarodareab B HOBbIX JOKyMeHTaX, HCIOJIB3YIOIHX 3TOT A0JI0H, YTOOBI IPU
CO3JJaHUU HOBOI'O JIOKYMEHTA BCEra UCIOJIb30BaTh 3TOT CTUIIb.

6. OOpatuTe BHUMaHWE Ha TO, YTO TOCJE TEpPeHACTPOHkH cTiiss OOBIYHBIA M3MEHWIHCH Ha-
CTPOMKN MHOTHMX JPYTHX CTUJIEH, IOTOMY YTO OHM OCHOBaHbI Ha cTuiie OOBIYHBIM, T. €. aBTOMaTHYECKH
HCIIOJIB3YIOT €r0 HACTPOUKHU.

7. Hactpoiite ctuinp 3aro1oBok 1 /1711 MCHONB30BaHUS B JETOBBIX JOKyMeHTax. st 3TOro or-
KpOMTE MEHIO CTWJISL U BBINOIHUTE KOMaHy M3MeHUTh. Y CTaHOBUTE, HAIPUMED, TAKUE N1aPaMETPBL:

pudr: Arial

Pazmep: 16 ot

Ortctyn nepBoit ctpoku: Het

Hauepranue: IonyxupHsii
Mexnyctpounslii uHTEpBai: [lomyTopHbIN
LBet: ABTO




YcranoBuTe nepexioyareab B HOBBIX JOKYMeHTaX, HCIOJIb3YIOIIUX 3TOT WAOJI0H, YTOOBI HC-
II0JIB30BATh ATOT CTWJIb IIPH CO3JAHUH HOBOI'O IOKyMEHTA.
8. Hactpoiite cTrip 3aresioBok 2. YCTaHOBUTE, HAIPUMED, TAKUE MTAPAMETPHI:

HlpudT: Arial

Pasmep: 14 ot

Ortctyn nepBoii ctpoku: Her

Hauepranue: Kypcus

Mexnycrpounsiii uHTEpBai: 1lomyTOpHBII
LBet: ABTO

YcranoBute nepexioyareab B HOBBIX JOKYMeHTaX, HCIOJIb3YIOIIUX 3TOT MAOJI0H, YTOOBI HC-
10JI30BAaTh 3TOT CTUJIb IIPU CO3/IaHUHM HOBOT'O JOKYMEHTA.

9. smenure ctuib Bblaesienue, BEIOpaB HauepTaHHUE MONYKUPHBIH KypcHB. Y CTaHOBUTE Iepe-
KItouaTellb B HOBBIX JOKYMEHTaX, HCHOJIb3YIOIIHX 3TOT MA0JIOH, YTOOBI HCIOJIB30BAaTh 3TOT CTUJIb
IIPU CO3JJaHUHU HOBOT'O JIOKYMEHTA.

10. HactpoiiTe cniucok skcnpecc-ctuiiel. BkimrounTe B cricok ctuiii OO0bIYHBIN, 3aroJioBok 1,
3aroJioBok 2, 3arosioBok 3, MapkupoBaHHbIii cnucok, HymepoBanHblii cnucok, Beinenenne. Y na-
JIUTE U3 CIIUCKA BCE APYTUE CTHIIN.

11. Harmmmmre B nokymente ¢pasy «3anmanue 6. Hactpoiika criimcka CTHIICH 7Sl IEIOBBIX JIOKY-
MEHTOBY» U COXpaHUTE ero ¢ uMeHeM JlesoBble cTuim. 3akpoiite cpexy Word.

12. Buogs 3amycrute Word.

13. B okHe HOBOrO aBTOMATHYECKH CO3JaHHOTO JTOKYMEHTa OTKPOWTE CIUCOK SKCIPECC-CTUIICH.
Y6enurech, 4TO B HEM MPUCYTCTBYIOT TOJIBKO YTO 3aJaHHbIEe BaMU CTUIU. CTUIN JOJDKHBI UMETh 3a/1aH-
HbIE HACTPOUKH (DOPMATUPOBAHUS.

3amanue 4. Co3naHue CChUIKM B TEKCTOBOM JTJOKYMEHTE
BBINOTHUTE BCTaBKY CCBUIKHM B TEKCTE JOKYMEHTA.
TexHonorus paboTsl

1. OtkpoiiTe TOKyMEHT ¢ UMEHEM Y CTPOIiCTBA BBOAA U BbIBOJIA MH(pOpMAaLMH.

2. Jlns ciioBa «MOHHUTOPY (CIIOBO BBIICIICHO KPACHBIM IIBETOM) CO3JJalTEe CHOCKY.

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

4. CHocka, MapkupoBaHHast u(poi 1, OyaeT BcTaBieHa B TEKCT M MOSIBUTCS B KOHIIE CTPAHMIIBI.

5. [lepemecture Kypcop B KOHEIl CTPaHHIIbI, YCTAHOBHUTE €ro mociie Mudpsel 1 U BBEIUTE TEKCT
«OTHUM M3 JTUACPOB MO MPOU3BOACTBY MOHUTOPOB siBisieTcst kommanus Koninklijke Philips N.V.».

6. [TogBenuTe ykaszarenb MbIIHU K mudpe 1 B Tekcre. TeKCT CHOCKH MOSBUTHCS BO BCILIBIBAIOIIEM
OKHE.

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

8. AHajornyHbsIM 00pa3oM BCTaBbTE KOHIIEBYIO CHOCKY koMaH10i Cebliiku, CHocku, BeraButh
KOHIIEBYIO CHOCKY.

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

10. IlepemecTuTe Kypcop B KOHEI[ IOKyMEHTa, YCTAHOBHUTE €r0 IMOCJIe CUMBOJIA 1 U BBEAMTE TEKCT
«3aboTsch 0 370poBbe Bamux ria3, kommanus Philips cozmana maHOBanmonnslit aucruien LightFrame c
YHUKaJbHON paMKOM, KOTOpasi M3JIy4yaeT CBETOBBIE BOJIHBI XOJIOJHOTO Tojy0oro mpera 0coOoil JUIMHHBI,
KOTOpbI€ YMEHBIIAIOT YCTAIOCTh I1a3 M YIYUIIaloT KOHLEHTPALMIO JIJIsl COXPaHEHHUS XOPOIIEro caMovyB-
CTBUS».

11. JIBOWHBIM IEITYKOM Ha CHMBOJIE 1 MepelnuTe K MapKepy CHOCKHU B TEKCTE.

12. JIBOMHBIM IIETYKOM Ha MapKepe CHOCKH B TEKCTE MepEeHIuTe K TEKCTY CHOCKH B KOHIIE JTOKY-
MEHTA.

13. Ilpu noGaBiieHUH B JOKYMEHTE JAPYI'HMX CHOCOK, MX HOMEpa OyayT ONpeAesThCcs aBTOMaTHie-
CKH.

14. CoxpaHuTe n3MeHEHNS B IOKYMEHTE Y CTPOICTBA BBOJAA M BbIBOJA HH(OPMALMH.

3amanue 5. Co3manue OryIaBI€HUs TEKCTOBOTO JIOKYMEHTA
BrinonHuTe HyMepanuo 3arojJoBKOB C IIOMOIIBIO BIO’KEHHBIX cIIMCKOB. Co3aaiiTe 1o 3arojoBKam




OTJIaBJICHUE.
TexHonorus paboTsl
1. OTkpoiiTe TOKYMEHT ¢ UMEHEM Y CTPOMCTBA BBO/JAa M BbIBOAa HH(OPMALIUH.
2. PackpoiiTe criucok cTuiiel U HalauTe CTHIIb 3aro1oBoK 1. OTKpoliTe OKHO M3MEHEHHS CTHIIA.
3. B menio kaonku @opmar Beioepute nyHKT LIpudT 1 ycTaHOBUTE ClEeayIONTNE TApaMETPHI:

HlpudT: Arial
Pasmep: 14 ot
Hauepranue: [TonyxupHblii

4, Haxxmute kHonky OK.

5. B mento kHonku @opmart BeIOEpHUTE IYHKT A0G3all M YCTaHOBHUTE OTCTYII ciieBa 0 cM.

6. Haxxmure kaonky OK.

7. B mento kaonku @opmar Beioepute nyHkT Hymepanus. [TosButcst okHo CHHCKH.

8. Ilepetinute Ha Biiagky Hymepauus u BeIOepuTe OJIMH U3 IpeIaracMbIX BUAOB CITUCKA.

9. llenkuuTe Ha KHOMKEe OmpeneanTs HOBBIH (popmaTt HoMepa. OTKPOESTCS OKHO TapaMeTPOB
HYMEpPOBAHHOI'O CIIUCKA. 3aJalTe CAEAYIOINE HACTPOUKHU:

Hymepauus: Pumckas
B none ®opmar Homepa BBeauTe clioBO «IJ1aBay ¢ nmpobesom ciieBa OT HoMeEpa

10. HaxwmuTe kHonky OK.
11. AHaJOTMYHO W3MEHUTE CTHIIH 3ar0J0BOK 2. YCTaHOBHTE I HETO CJICTYIOIINE TapaMeTPhI:

Bupn cnicka: HymepoBaHHBII

Hywmepamus: ApaGckas

B none ®opmar Homepa ciieBa OT HOMEPA HAIMIIUTE CI0BO «Tema
Orctyn a63ama: 1,5 cm

BeicTyn nepBoi cTpoku: 2 cM

12. Boiienute 3aroioBKH IJ1aB, UCIOIb30BaB kiuasuiry Ctrl,

13. YcraHoBuUTE IS BBIIEIIEHHOIO TEKCTA CTHIL 3aroJ10BoK 1.

14. BeiienuTe 3arojioBKH TeM, UCIOIb30BaB KiaBuiry Ctrl.

15. YcraHoBuTE IS BBIIEIIEHHOTO TEKCTA CTHIL 3aroJI0BOK 2.

16. B koHIle TOKyMeHTa B MyCTOM CTPOKE YCTAHOBHUTE KypcOp M BBIMOIHUTE KOMaHIy CChLIKH,
Oraasienue, OrnaBienne, ABrocodonpaemoe orJiasienue 1 (puc. 1).

17. Y6enureck, 4TO CTpaHUIIBI B OTJIABJIIEHUU YKa3aHbI BEPHO.

18. CoxpaHuTe N3MEHEHHS B IOKYMEHTE.
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Puc. 1

JlaGopatopHas pabota 6

Tabnuunsiii pexakrop MS Excel: nadopmanronnbie 00beKTh TAOIMYHOTO TOKYMEHTA U JICHCTBHS ¢ HUM

Ilenb paboTHI: OCBOMTH TEXHOJOTHIO BBO/IA (DOPMYJI, 03HAKOMUTBLCS ¢ TUIIAMM CCHUIOK Ha SYEHKH
Y IPUHILIMIIAMHU X UCIOJIb30BAaHUS IPU pacueTax.

3ananue 1. Pacuer cpoka peanuszanuu npoayKTa
Paccunraiite cpok peann3anuy IpoIyKTOB.
TexHonorus paboTel

1. Otkpoiite nporpammy Microsoft Excel.

2. IlepenmenyiiTe HOBBIN JHCT Ha CPOK peaju3aluu.

3. Co3pmaiiTe TabnuIy Kak Ha puc. 1.

A B C D E F G
Hata CpoOK xpaHeHma, Cpox
No n/n HaumeHoBaHWe NPOAYKTOR MOCTABWMKM NPOAYKTOR MECTOHAX0MAEHKE NOCTABLIMKOB
M3rOTOBASHMA oyT. peanuzauum
A 1 Monowko KyBaHckan GypeHka 2,5% OAQ "BuMM-BKUAnb-faHH" P@, r. MockBa, [MWTpOBCKOE Wocce, 4. 108 180
P®, r. BopoHes, yn. 45-i CTpenkosoi

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

3 Aneu3nu, a. 259
" N P®, Mockoeckan obn., KpacHOropckMii p-H,

3 CmeTaHa NpocTokeawrHo 15% AQ "[aHoH PoccHa 10

a 26 M aBTOpopork "Bantua", cTp. 4
" . |P®, Boarorpanckan 0., r. BOAKCKANA, yA.

a4 Teopor BonaHouka 9% AO "MoncolproMOHHAT-BomHcKMA 10
5 Kapna Mapkca, 4. 75
6 5 Macno caneouroe Bpect-/lutoeck 82,5% |OAQ "CasyWwKKH NpogykT” PE, r. Bpecr, yA. Anku Kynano, g, 118 120
- 6 Cnvern JomMWK 8 aepesHn 10% OAO "Bumm-Branp-OaHH" P®, r. Mockea, JMUTpOBCKOE Wwocce, a. 108 120

Q00 "Toproepii Jom-TATMIOpCKUIA |CTaBPONOABCKMIA KpaW, r. MATUIOPCH, Y.

7 Pamxenra MonoyHbIA pogHuk 2,5% p_ a P P P Pek. ¥ 14
3 MOMOYHBIA KOMBUHAT" Epmonosa, 4. 38
9 8 CHexok Hopoeka nz KopeHoekK Q00 "Nvaep-Mockea" P®, r. Mockea, yA. MpyeoneHaa, 4. 25 14

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

9 Chbip Poccuidckuid 50% 000 "Banvo 70

10 B.0., 4. 29, nutepa A
. P®, Benropoackan ofn., r. Anekceesxa, ya.

10 HWorypt Cnoboaa 2% Q00 "3¢ra" poa ¥ 35

11 DpyH3e, . 2

Puc. 1
4. 3anonHuTe cTONOCI A TOCIEA0BaTeIFHBIMA HOMEPaMH, UCIIOJIb30BAB ABTO3AMOTHEHHUE.
5. UsmenuTe mmpuHy cTONONOB I YAOOHOTO BOCTIpUATHS JaHHBIX. [[1st 3TOTO meperamure ¢
MTOMOIIHIO MBIIITY TPABYIO TPAHUILY CTOJONA IO HY>KHOM MIMPUHBIL.
6. [TogOepuTe BBHICOTY CTPOKH 3aroJioBKa Mo 00pasIly, epeTacKuBasi HUKHIOK TPaAHUILy CTPOKH.
7. BeiienuTe 3arofioBKU CTOJNOLOB U BHIOTHUTE KoMaHay I'1aBHasi, BoipaBHuBanue, Ilepenoc



TeKCTa. Y CTAaHOBUTE TOPU30HTAIIBHOE U BEPTUKAIbHOE BHIPABHUBAHKE 3ar0JIOBKOB — IO LIEHTPY.

8. 3anmonHute crosben E mo cBoeMy yCMOTpPEHHUIO.

9. st ctonbuos E u G ycranoBute hopmat siueek ara ¢ momomsio komanas! I'iiapnas, Yne-
J10, BEIOpaB B noJie YucaoBoii popmat komanay JAiauHHblii popMaT aaThl.

10. B cronbne G paccuuTaiite cpok peanusanuu npoaykra. s sueiiku G2 gopmyna BRITISAUT
tak: = E2 + F2. PacipocTpanuTte ee Ha napyrue ssueiiku cTos01a, uCIoIb30BaB aBTO3AMOHECHHE.

11. CoxpaHuTe BBIIIOJIHEHHOE 3a/1aHUE.

3ananue 2. Pacuer 3aTpat Ha KOMaHAUPOBKU

[To maHHBIM, IPECTABICHHBIM B Ta0IHIE (pHC. 2), pacCUUTalTe:

— CYMMY BBIILJIAT Ha KOMaHAUPOBKY, ONPEALIIIEMYI0 OyXranTepueit;

— (pakTHUECKHUE 3aTpaThl HA KOMAaHIUPOBKY;

— CYMMY BO3MeEILIEHHUs 32 KOMaHIUPOBOYHBIE PACXO/IbI;

— CyMMapHbI€ BBIYETHI U3 MPHOBLIH MPEANPUATHS 32 CUET IIepepacxoaa Cpe/CTB.

Cymma cpencTB, BbIIaBa€MbIX OyXraiaTepueld Ha KOMaHIUPOBKY COTPYIHUKY MPEIIPUSITHS,
BKJIIOYAET B ce0s CPETHIOI0 CTOMMOCTH Ipoe3/ia B 00a KOHIIA A0 MecTa Ha3HA4YEHUS IUTIOC PACXOAbI Ha
MIPOKUBAHUE B TOCTHHHUIIE U CYTOYHBIE PACXO/Ibl, YMHO)KEHHBIEC HA KOJIMYECTBO JHEH B KOMaHIUPOBKE:

CymMa BBIIIJIAT HA KOMAaHIUPOBKY =
= Kon-Bo nHeli * (Pacxoasr + ['octuHnYHBIC) + CpeiHssl CTOUMOCTH TIpoe3aa * 2.

DakTHYECKHE PACXOAbl Ha KOMAaHAMWPOBKY COCTaBJSIIOT 3aTpaThl Ha Ipoe3a B 00a KoHna (1o
MpeIbsABIsEMbIM OUIIETaM) IUIFOC 3aTpaThl HAa MPOXKMBaHUE (110 MPEABABISIEMbIM KBUTAHIUSAM) ILTIOC 3a-
TpaThl HA HETIPEIBUACHHBIC PACXOMIBI:

daxTuveckas cymma 3aTpar Ha KOMaHIUPOBKY =
= OOmas cTouMOCTh MPOoKUBaHus + CTOMMOCTH ITpoe3/ia B 00a KoHIa +
+ 3aTparhbl Ha HETIPEABUICHHBIE PACXO/IbI.

CymMa BO3MENICHHSI KOMAaHIMPOBOYHBIX PACXO/0B COCTABISIET Pa3sHUILY MEXKAY (aKTHIECKUMHU
3aTpaTaMH Ha KOMaHAMPOBKY U CYMMOU JEHET, BBIJAaHHOW OyXxranTepuei.

Pacder BpIYETOB M3 MPUOBLUTH MPEATIPUATHS ONIPEALIISETCS MEPEPacXo oM Ha MPOKHBAHHUE.

TexHonorus paboTel
1. Ilepeumenyiite HOBBIM HUCT HA OTYET 32 KOMAHAHPOBKY.
2. Co3paiiTe TabIuUIly Kak Ha puc. 2.

A B 5 D E F G H 1 ]
1 ‘ Pacxoqml IDDD‘
2 ‘ Funanqulel 1500‘
5

MnaHWpyemble pacxogpl

No Aata fata CToumocTs HKon-eo gHen, Crommocte | OBas cymma Cymma,
®.1.0. coTpyaHuKa LLONHHOCTD COTPYAHWKE | OTAPaBNEHM S Npoe3aa s OAHOM | KOTOPOE COTPYAHWK |Mpoe3nasofa| CyTOuHsiX | Bbioasaeman
A HaNpaBAeHKH | BblA B KOMAHANPOBKE KOHLE 3aTpat Gyxrantepued
Ceprees Mnoa Bnagumuposny  |MHmeHep 12.03.2019| 24.03.2019 3000
MuTUH EBreHuid Muxainoeuy Apxutertop 07.04.2019| 11.04.2019 3000

1
2
3|Lloii BaneHTuHa NasnosHa PyK. 0T4ena pernamsl 29.05.2019) 09.06.2019 4300
4
5

AHTOHOB Masen Bnagumuposuy (CUCT. aAMUHKUCTpaTOp 15.06.2019| 25.06.2019 1750
LiseTroBa AHHE BUKTOpOBHE WHxeHep 18.06.2019| 23.06.2019 2600

[N N ITRES

w

DaKTHYECKHE pacxogpl
DaKTHueckaa DaKTHUecKaa DaKTUUecKan 0bwan OBbwas cymma Cymma BO3MELeHUA | BolueTsl M3
CTOMMOCTb BMAETa | CTOMMOCTb Buneta CTOMMOCTD CTOMMOCTD | GaKTHUECKHMX 38TPAT Ha | KOMAaHAMPOBOUHDIX |  NpuBbLK

Tyaa ofipatHo NpOXMBAHMA 33 CYTKW | NPOMMBAHMA HOMaHAMPOBKY pacxoaoe NpeanpuATHA

3250 3270 1300

3000 2500 2000

4320 4180 2000

1730 1800 1400

2900 2710 1300

Puc. 2

3. BeimoaHuTE pacyeTs! A IEPBOM CTPOKHU Tabmuibl o ¢popmynam (tadum. 1). Ckonupyiite dop-
MYJIBl B IpYTHE SSYEUKH CTOJIONA.

(RN ENRE- ST R

Tabnuua 1
Anpec
P dopmyia [Tosicuenue
AYEUKH
G5 =E5-D5 KonngecTBo JHElH, KOTOpOE COTPYAHUK OBbLII B KOMaHIUPOBKE
H5 =F5*2 CronMOoCTb Ipoe3a B 00a KOHIA




15 =G5 * ($C$1 + $C$2) OO6m1as cyMMa CyTOYHBIX 3aTpar

J5 =H5+ 15 CymMma, BelJaBaeMasi Oyxrajirepuei

N5 =M5* G5 OO01m1ast CTOMMOCTb MPOKHUBAHUS

05 |=N5+K5+L5+$C$1* G5 | Obmas cymma pakTHIECKUX 3aTpaT HA KOMAHIHPOBKY
P5 =05-J5 CyMMa BO3MENICHUSI KOMaHIMPOBOYHBIX PACX0JI0B

Q5 | =N5-3C$2* G5 BeI4eThl U3 pHOBLIH MIPEANPHUSITUS

4. Ins mony4yeHus: aOCOMIOTHON CCBUIKM IIETKHUTE Ha siYEWKe, CChUIKY Ha KOTOPYIO BBl XOTHTE
MOJIYYUTh U HAOKMUTE KiaaBuiny F4.

5. lenknute Ha stuelike Cl1 m BeimonHute Komanay I'maBnasi, PepakrupoBanue, Cymma. B
ssaeriky BctaButTcsa pyHkius CYMM() 1 NpeaIoKUT B KAa4eCTBE apryMEHTa JUara3oH si9eeK I CYMMHU-
pOBaHUSI.

6. OTpenakTupyiite quamnaszoH, BeiaenuB siueikn Q5:Q9. Haxmure OK.

7. CoxpaHuUTE BBIIIOJHEHHOE 3aJIaHUE.

3amanne 3. PacueT BuIIIaThI 3a1iMOB
CosnaiiTe Ta0nHIly pacdeTa BBIIUIATHI 3ai{MOB.
TexHonorus paboTsl
1. IlepeumenyiiTe HOBBIN JIMCT HA 3alMBI.
2. CoznaiiTe Tabnuily Kak Ha puc. 3.

A B C D E
Kon-so nepuoaos | 10|net

BenuuwHa 3aiima

% cTaBka 10000 20000 30000
7
8

|~ o v e w e

10|

Puc. 3
3. Sueiike D1 mpucsoiite numsi Mepuoa. ns sroro Beigenute stueiiky D1, B mone Mms BMecTo
aapeca siueiiku BBenute ums Ilepuoa u Haxxmute Enter.
4. B aueiiky B5 BBeaure popmyiy:

% craBka - (1+ % crapka)" "

(1+% craBka) """ —1

5. Pacnipoctpanute hopMyiy B OCTalIbHbIE STUEHKH.
6. Beinenute sueiikun B5:D8 u nmpuMmeHnTe K HUM J€HEXHBIH (opMaT, HCIONB3ys KHONKY - Ha
MIAHEJIA NHCTPYMEHTOB.
7. N3mennTe xonnyecTBo neprooB Ha 20 ser. Kak u3meHstoTcs 3HaueHust B Tadinue?
8. CoxpaHuTe BBINOJIHEHHOE 3a/1aHUE.
3ananue 4. Pacuer exxeMecsyHOM KBapTUPHOW OIJIaThI
Co3paiiTe 3JEKTPOHHYIO TaOIUIly ydeTa IUIaThl 3a KBapTUPY COTIAaCHO 00pasiry.
TexHonorust paboTsl
1. ITepeumenyiiTe HOBBIH JucT Ha KBapTnara.
2. Co3paiiTe marnky TaOJIHIBI KaK Ha puC. 4.

A B C D E F G H
HBapTnnata
Tapud 3a 1ke. M 50,
Cpok onnarsl 10 mapTa
MeHwu 33 1 neHs 1,5

Bennuuna 3arima -

[LAF SRR

No Damunua U.0. Mnowanes Aata
Cymma Mpocpouka | LWtpad Wroro
KBAPTHPbI | KBAPTUPOCHEMLUMKA |  KB. M onnatsl

Puc. 4

3. Bce 3aronoBku ¢To0110B TOKHBI OBITH BRIPOBHEHBI MO IIEHTPY KaK M0 TOPU3OHTAJIU, TaK U 1O
BEPTHKAIH, TIPHU ONpeesieHny hopMaTa siMeiKH MPUMEHHUTE OMIIUIO IIEPEHOCa CIIOB.

4. Cronbern «Ne kBaptupbl» 3anoanute yucimamu: 10, 11, 12, ... 50. Bocnonb3yiitech aBTO3amon-
HEHUEM, IPUMEHUTE BBIPABHUBAHUE T10 IICHTPY.

5. Cron6en; «®ammmust U.0. kBapTupocheMIiukay 3anoiaute 3anucsamu: anos A.IL., Ilerpor
C.H., Cunopos B.B., Kpacnos b.®., benos U.P., Bce ocransubie Kyponatkun 1, Kyponatkus 2 u T. 1.

6. Ctonben «Ilnomanas KB. M» 3aMOJHUATE TIOCIE0BATENbHOCTRIO uncen: 70; 69,5; 69 u 1. 1. (ka-

o



KIoe creayromee yrciao Ha 0,5 KB. M MeHbIle npeabinymiero). [I[puMeHnTe aBTo3amnoIHeHNE U BRIPAaBHH-
BaHUE MO LIEHTPY.

7. B cronbue «CyMMa» JU1sl KaKJ10M KBapTUpPbI 3HaUeHUE U3 sTuelku «lliomans kB. M» yMHOXa-
eTcsl Ha 3HaueHue u3 sueku «Tapud 3a 1 kB. Mm». Dopmar siueek — pyOsIeBbIil 6€3 Komeek.

8. Cronbern «/lara orutarery HaunHaetces ¢ 10 eBpans u kaxnaas cieayromas KBapTupa nIpoun3Be-
Jla OIJIaTy Ha JACHb Mo3xe npeabiaymiei. @opmat sueek — JuHHbIH (popMaT AaThI.

9. Cronben «IIpocpoukay: eciu omjaara ObUIa TIPOU3BENEHA IO CPOKA OIJIAThl BKIFOUYUTEIBHO, TO
aBTomMatuyecku craButcs 0 (HOJb); eclu MO3Xke CPOKa, TO JOJDKHO MOJICYUTHIBATHCS KOJIMYECTBO AHEH
npocpouku («/lara omnaren — «Cpok omiately). JlaHHbie BHIPOBHSIUTE MO LICHTPY.

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

11. Cronben «Toro»: cymmupyrotcs 3HaueHus u3 sueek «Cymmay u «llltpad». opmar aeHex-
HBIN 0€3 Komeex.

12. B xoHIle BeAOMOCTH MOJACUYUTANTE CIACAYIONIYIO CTATUCTUKY 10 BCEM KBapTHUpam: o0mias Cym-
Mma rpadsr «toro» (popmar pybreBslit 0e3 koneek), CpenHsis miomanas, MakcuMalibHas POCPOYKa.

13. CoxpaHuTe BBINOJIHEHHOE 3a/IaHUE.

JlaboparopHuas pabota 7
Ta6muunsiii penaktop MS Excel: Bectpoentbie GyHKIMN
Llens paboTHI: HAYYUTHCS OCHOBHBIM TEXHOJOTHYECKUM OINEPALUSM HCIIOIB30BAaHMS BCTPOCHHBIX
B TaOJMWYHBIN Tporieccop GyHKINM.
3ananue 1. Bkiagka @opmyiibl U ClipaBoOYHas cUcTeMa Mo (PyHKIUAM
OcBoliTe BO3BMOKHOCTHU CIIPAaBOYHOM CUCTEMBI IPU paboTe cO BCTPOSHHBIMH (DYHKIHSIMH.
TexHonorus paboTsl

1. Otkpoiite nporpammy Microsoft Excel.

2. Ilepeiinute Ha BKIaAKy @OPMYJIbI U TIOOYEPETHO O3HAKOMBTECH C COACPKUMBIM PA3IUIHBIX
kareropuil B rpynme bubdanorexa QpyHKuumii.

3. 3amronuute sueiiku A2:J2 ynciaaMmu oT —14 1o 13, HCI0IB30BaB aBTO3AMOIHEHHE:

W BBEJUTE B siUelKy A2 yucno —14;

B YCTaHOBUTE KypCOp B HIDKHHI TPaBbIid yroi sYerku A2 Tak, 4TOOBI yKa3aTedh MBIIIH MTPHOO-
pen u300paskeHre YEepHOro KpecTHKa M, HaXKaB MPaByl KHOIKY MBIIIHU, MPOTSIHUTE Kypcop Ha Tpebye-
MBI pa3Mep; BBIIIOJIHUTE KOMaHy JokanbHOro MeHio IIporpeccus;

m B oTKpbIBUIEMCS OKHE IIporpeccus yctaHoBuTe 1iar, paBHbI 3;

m HaxmuTe kKHonky OK.

IIpumevanue. OTu AeWCTBHUS MOKHO BBIIOJIHUTH C MOMOIIBIO KoMaHbl I'1aBHasi, PeqakTupo-
BaHue, 3anoaHuTs, IIporpeccus.

4. B sueiike K2 mocuuraiite cymmy 3HadueHui sueek A2:J2, UCmonb30BaB kKoMaHy PopmyJisl,
ABTOCYMMA.

5. B sueiike L2 mocuutaiite cpennee 3HaueHHe sueek A2:J2, BBIOpaB W3 cmucka ABTOCyMMa
¢ynkuuto CP3HAU. JInanazon sueek A2:K2 3amenute Ha A2:J2.

6. Haiinute B rpynne budanoreka pynkuuii kareroputo MaremaTuieckue.

7. JInst moacdeTa CyMMBI OTPHIIATENBHBIX 4Hced B auanaszoHe A2:J2 B sueiiky M2 BcraBbTe
¢ynkunto CYMMECJIN.

8. Benmure B mone aprymeHTta /lMama3oH WCXOMHBIM IWAINa3oH, BBIICIUB YKa3aTeJIeM MBIIIN
sueiiku A2:J2.

9. Beeaute B mosie aprymenta Kpurepuii 3nauenue «<Oy». [Ipu BBoje apryMeHTOB B OKHE (DYHK-
LMY KaBbIYKU CTaBUTh HE HYKHO, T. K. OHM T'€HEPHUPYIOTCS aBTOMaTHueckd. [Ipum BBoJE apryMeHTOB
BPYYHYIO HEITOCPEICTBEHHO B CTPOKY (POPMYJI KPUTEPHUH CETyeT 3aKIH04aTh B KABBIYKH.

10. Tak kKak UCXOAHBIN MUANa30H COBMANACT C AMANA30HOM CYMMHPOBAHHS, TO TPETHI apTyMEHT
SIBJISIETCS] HeoOs3aTeNbHBIM — TiporrycTuTe ero. Haxmure OK.

11. Haiigute B rpynne budaunorexka ¢pynkumii kareroputo CTaTucruueckue.



12. Jins moacueTa KOJIMYECTBA TOJOKUTENBHBIX Yuceln B nuanazone A2:J2 B sueiiky N2 BcraBbTe
¢byaxkuuro CHETECJIN.
13. Bocronb30BaBIIMCh CIIPaBKOM, MpUMEHHUTE (YHKIWIO. Pe3ynbTaT BBIMOJTHEHHOTO 3a/laHus

npeJcTaBieH Ha puc. 1.

A [ s [ ¢ T o [E [ F 6 [ H [ T [ J [T K T L [ W T[T N [ 0 |
Cymma | Cp._zHay. Cymma_scn CueT_scnu
-14 -1 -8 k) -2 1 4 7 10 13 -5 05 -40 5

Puc. 1

14. CoxpaHuTe BBIIIOJIHEHHOE 3a/IaHUE.
3anmanue 2. [ITpad 3a 0TXO0BI

PaccuuTaiite cymmy mpada A OpeanpusTHs, KOTOPOe KaxIblii MecsI] cOpackiBaeT B BOJOEM
npomsluieHHbIe oTxoAbl. IlITpad B3uMaeTcsa Torga, Korzna OTXOJbl MPEBBIAIOT 33JaHHOE MpeAeIbHOe
3HavyeHue. [Ipu 3ToM 3a KaXplid KWIOTPaMM CBEPX HOPMBI B3UMAETCsl (PUKCHPOBAHHAS CyMMA.

Ecnu npennpusitie B AaHHBIA MeCSI] CAAET MOMEIIEHUE B apeH[y, TO IITpad yBEIWYMBAETCS B
IBa pa3a, T. K. IpeANpUsITHE 3apadaThIBAeT JOMOJIHUTEIBHBIC CPEICTBA, HO HE CICIUT 32 CBOMMH apeH/1a-
TOPaMHU.

Tpebyercs HaiiTh:

B B KakMX MecsAlax ObLI HAuMCIIeH WTpad;

B kakoi mTpad ObUT yIUTaYeH MPEIIPUATHEM B KaXKIOM MECSIIC;

B Mecs1Ibl, Korzia ObUT HAYMCIIeH MaKCUMAJIbHBIN 1ITpad;

B CKOJIBKO MECAIIEB BRIILTAYMBAIICS ITpad U CyMMapHBIi mTpad 3a To.

TexHonorus paGoTel

1. Otkpoiite nporpammy MS Excel.

2. Ilepenmenyiite HOBBIH ucT Ha LIITpadsl 32 oTX0ABI.

3. Co3pmaiiTe TabIuIly Kak Ha puC. 2.

4. JIns1 3aMOTHEHUS CTOJI01A A MCIIONB3YIHTE aBTO3aNOIHEHHUE.

A

B

©

D

E

F

G

H

Mecsauy,

Konnuecreo
0TX0A08

Hanuuue apengbl

Otknonenne
0T HOPMBI

Hanuuue
wrpacpa

WrpadHoi
Mecs,

Uirpad bez
apeHabl

Uhrpad c
apengoi

Mecsauy,
MaKCHManbHoro

wrpatha

Wrpad

Hapua 3a 1kr

AHEAPE

4911

HET]

5800] 1000]

teBpans

B155

LE]

mapt

5942

aa

5879

HeT|

Mai

5807

HET]

WHIHE

5340

HET|

1
2
3
4
5 |anpene
B
7
g

HHNE

5633

LE]

9 |aeryct

5728

LE]

10 |cenTafipe

5783

LE]

11 |oktabpe

5609

HET|

12 |HoABpb

56591

HET|

13 |nekabpe

G020

HeT|

Kon-eo

MakcumanbsHelit

wTpapHbIX upads

|18 MecAues
Cyuma wrador
16 3a ron

Puc. 2
5. B ctonbue D paccunraiite pazHoCTh MEXy 0TX0AaMu (cronben B) u npenenbHbIM 3HaU€HUEM
(sueiika K2). 3HaueHUs1 OTXOI0B, MPEBBIMIAONIIE PEACTbHOE 3HAUCHHUE, OKPAChTE B KPACHBIH I[BET.
6. B cronbue E onpenenure, HauncneH mrpag B 3TOM MeCALE WK HET, 10 CIEAYIoIeMy MpaBu-
Jy: €CJIM TpEeBBIIIEHHE MpenenbHoro 3HadeHus: 6onpiie 0, To mrpad HauucieH (06o3HauuM 310 1), B
IPOTHBHOM cCllyyae — He HauucieH (00o3HaunM 310 0). YKazaHHBINA pe3yibTaT MOXKHO IMOJYYUTh C HC-
nosp30BanueM Jiorndeckoit pynxmmn ECJIN. [{ns staeiiku E2 dopmyna BEITISIIUT Tak:

=ECJIN(D2>0;1;0)

7. B cronbue F onpenenute mecsl, Korjaa BhIIIaYMBaiIcCs WTpad, 1Mo cleayoneMy mpaBuiy: ec-
71 3Ha4YeHUE B siuelike cronbma E paBHo 1 (T. e. mTpad Ha4MCIIEH), TO 1aTh CCHUIKY Ha Mecsll (cTonberr
A), B IPOTUBHOM Cllyyae — BBECTH ITyCTOE 3HaUCHHE (JIB€ KaBbIUKM) Miu npoden. s sueliku F2 hopmy-
JIa BBITJSIIAT TaK:

=ECJIN(E2=1;A2;«»)

8. B cTonbue G BeuucnuTe, Kakoil ObT ObI HaUKCIIEH mTpad 0e3 yuera apeHAbl MOMEIICHUH, 1o
CIeyIoIIeMy MPaBUITy: €ciM mTpad HAYMCICeH, TO CyMMa IuTpada paBHA NPOU3BECHUIO MPEBBIICHHS



orxoy10B (cronben D) Ha mrpad 3a 1 kr (sueiika L2). Jlns sueiiku G2 ¢popMyna BBINISINT TaK:

=ECJIM(E2=1;D2*$L$2;0)

I[Ipumeuanue. 3HaueHus: ctonbua G SBISIOTCS BCIOMOTaTeNbHBIMH JJISi BHIYMCICHUS OKOHYA-
TEIBHOU CyMMBI mITpada ¢ yueToM apeH Ibl TOMEIICHHIA.
9. B cronbue H Beiuucnure mrpad ¢ y4eToM apeH/ bl MOMEIIEHUH MO0 CIEAYIOLEMY MpaBUily: ec-

M ecTh apeHna (sdeiika cronbua C paBHa «ga»), To cymma mrpada (cronden G) ymHOXKaercs HA 2, B
MIPOTHBHOM ciiydae Oepetcst cymma mrpada u3 crondma G. st siaeiiku H2 Gpopmyna BRITISIIAT Tak:

=ECJIN(C2=«na»;G2*2;G2)

Ipumeyanue. /s BEIYMCICHUST OKOHYATENIBLHOW CYyMMBI HITpada Mbl MPOBEPHIIN JBA YCIOBUS:

HaJIn4uc Lqua(ba M HaJIM4KWEC apCH/BI. I[J'ISI 9TOTO BBIYMCIIMIINA BCIIOMOTATEIIbHBIN CTOJ'I6€I_I G. MoxHO OEI-

710 OBl TOJTYYUTHh UTOTOBYIO CyMMY IiTpada u 0€3 HCIOIb30BaHMs BCIIOMOTaTeNIbHOTO cToyiona. Toraa B
oJTHOU (popMyJie HY)KHO TIPOBEPUTH Cpa3y ABa yCIOBUs. DTO MOYKHO CIENATh C MOMOIIBIO JIBYX BJIOJKEH-

ueix ¢pyakuil ECJIW. Torna s siaeiikn H2 dpopmyna Beirisiena Obl Tak:

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

10. B sueiike H15 BriuncinTe MaKCUMaNbHBIN IITpad ¢ UCMOIB30BAHUEM BCTPOSHHOW (hYHKIHMU
MAKC. ®opmyiia umeeT BUJA:

=MAKC(H2:H13)

11. B cronbue | Beruucianute Mecsil, B KOTOpOM ObUIa yIUTaueHa MaKCUMalbHas cyMMa mtpada mno
CJIeyIOIEMYy TIpaBUILY: €CJId 3HAaYeHHE B siueike ctosnbmna H paBHo makcumansaomy (H15), To Hamo yka-
3aTh Mecsll (U3 cTonbia A), B MPOTUBHOM Clydae BBECTH MyCTOE 3HaUEHUE (IBE KaBBIUYKU WM TPoOe).
Jnst staeiiku 12 popmyna BRITISAANT Tak:

=ECJIN(H2=$H$15;A2;«»).

12. B siueiike D15 BbiumcinTe, CKOJIBKO MECSIIEB BhIITaunBaics mrpad (cymma no cronouy E).

13. B sueiike D16 BerumcinTe 00mIyro cymMmmy mmrpada 3a roja (cymma mo croaoiry H).

14. CoxpaHuTe BBIIIOJHEHHOE 33JJaHUE.

3anmanue 3. TpexcTyneH4aThblil MOA0X0IHbIH HAIOT

PaccuuTaiiTe Mo 0X0IHBINA HAJIOT 3a Mecsll JUIsi paOOTHUKOB, MMEIOUIMX HauloJiee pacmpocTpa-
HEHHBIE CIIEIaTbHOCTH B ['epMaHuy.

N3BecTHO, uTO B Poccuu ncnomnb3yercs miockas MiKajia Ui HauUuCJIEHHs MOJI0XO0IHOrO Hajora —
13 % He3aBUCHMO OT JOX0J0B. Bo MHOTHX cTpaHax, B TOM 4Hcie B ['epMaHuu, HCHIOIB3yeTCs Iporpec-
CHBHOE HaJOroo0JI0KeHHEe — CHcTeMa, IPKU KOTOPOIl HaloroBble CTaBKHM YBEJIMYMBAIOTCS 10 MEpe pocTa

J0XO0/JJa HaJIOroriaTCJIbIIuKa.

B tabn. 1 mpencraBneHsl JaHHbIE, ONPEAEISAIONINE YPOBEHb U MPOLIEHT Hajlora B 3aBUCHMOCTH OT
MeCSYHOTO 3apaboTka paboTHuka. /[ ynoOcTBa BOCIpUATHS TaHHBIX MECAYHBIN 3apaO0OTOK BHIPAYKEH B

THIC. PYO.

Ta0mwuma 1
Yposenb nHajora | [ToxoxoaHblii Hajgor, % MecauEERuE R 0K, TEIC. PYO.
Ot Jo
1 0 0 23,7
2 15 23,7 161,49
3 42 161,49

CJ'IC,Z[yeT 3aMCTUTh, YTO IJId PCHICHUA 3aJa4d HOCTATOYHO YKA3aTb HAYAJIBHYHO HJIM KOHCYHYIO
rpaHuny KaXaoro avaria3oHa. OcTanoBUMCS Ha HadaJlbHBIX rpamvnax, Toraga Ta6J'II/II_[a HCXOAHBIX AaH-
HBIX 110 YPOBHSM HaJIOTa 6y,[[eT BBITTIAACTD KaK TalII. 2

Tabmnuma 2

Yposens Hajora | [logoxoanblii Has0r, % | Mecsiunblii 3apadoToOK 0T, ThIC. py0.
1 0 0

2 15 23,7

3 42 161,49

TexHomorus padoThI
1. B nporpamme Excel nepenmMenyiite HOBBIN JTUCT Ha 3-CTyNMeHYATHIi MOI0X0/. HAJIOT.



2. CoznaiiTe Tabnuily Kak Ha puc. 3.
A B G D E F G H | J K L M N

Meca4Hbii Meca4ne |YpoeeHs |Mpouent Hanoroeele YpoeeHk |MogoxoaHeiil | Meca4Hbin Kypc

CneumaneHocTe
oKnag, eEpo oknag, py6. | Hanmora | Hanora |O0TYMCNEHWR, EEPO Hanora Hanor oknag, py6. eEpo

Bpay 6000 1 0% 0 40
Foccnysawnii 5100 2 15% 23700
HUHOBHHUK 3500 3 42% 161490
Menegkep 4920
Ayautop 4910
Kpuct 4850
Puentop 4750
Ou3aiinep 4690
10 Mpenogaeatene BY3a 4650
11 Whmenep-cTponTens 3560
12 Apxutextop 4500
13 Nonuughckni 1340
14 [T-cneypanuct 4300
15 Tenedonuct 720
16 | Odmunant 660
17 ¥Bopwmk 500
18

S PRI .

|~

w

CyMMath[M CymmapHeie Cpeawnii | Kon.so | Kon.so

MECAYHBIA | Hanoroeele Kon-go cneu.
npoUeHT cneu. cneu.

3apaboToK, | OTYMCNEHNA, o YpOBHA 3
Hanora, % |ypoeHA 1|ypoensa 2

19 eepo eepo

20

21

Puc. 3
3. B cron6ue D BBenute hopmMyiy nepeBoaa MeCcSIYHOro 3apaboTka U3 eBpo B pyOIIu.
4. B cronbue E ompenennre, k KakoMy HAJIOTOBOMY YPOBHIO OTHOCHTCS 3apabOTOK paOOTHHKA.
Tak kak ypoBHeH TpH, HEOOXOIUMO HCIIOJB30BaTh BiokeHHbIe PyHKIMH ECJIM: eciiu MecsvHBIi 3apa-
ootok Menbie 23,7 Thic. pyo. (K3), To 3apaboTok oTHOCHTCS K nepBomy ypoBHIo (12), unave, ecnu me-
CsTuHbIi 3apaboTok MeHbIne 161,49 teic. py6. (K4), To 3apaboTok oTHOCHTCS KO Bropomy yposHio (13),
uHaue — K Tperbemy (14). st siuetiku E2 dhopmyna BBIDISINT TaK:

=ECJIU(D2<$K$3;$1$2;ECTTN(D2<$K$4;$1$3;$1$4))

5. B cronbie F camocrosTensHO onpenenuTe MpoueHT Hanmora. (s 5Toro MoXHO OMHMpaThCs Ha
naHHbIe cToJiONa E (HamoroBelii ypoBeHB) UM HA pa3Mep MECSYHOro 3apadorka. biiok-cxema onpenere-
HUS TIPOLIEHTAa Hajora B 3aBHCHUMOCTH OT HAJIOTOBOI'O YpOBHs IpuBeneHa Ha puc. 4. dopmar sueek
cTonbna F 1omkeH ObITh MPOIIEHTHBIH.

Yposenp=1?

Hasor 0 %

Ypoerp=27?

Hasor 15 % Haumnor 42 %

Puc. 4

6. B cronbne G omnpenenuTe peaqbHbIe HAJIOTOBBIE OTYUCIICHUS B THIC. €BPO 10 PACCUNTAHHOMY
NPOICHTY OTYUCIEHHH: (MecauHbli oknan) * (% oTyucieHui).

7. B saeiikax B20 nu C20 nopcunTtaiiTe cyMMapHBIM MECSYHBIN 3apab0TOK paOOTHUKOB U CyMMap-
HBIE HAJIOTOBBIE OTYUCIICHUS, UCTIOIb30BaB (pyHKIMI0 CYMM.

8. B sueiike D20 BrIuucaNTE CpeHUN MPOICHT HAJIOTa KaK OTHOIICHHE CYMMAapHBIX HaJOTOBBIX
OTYMCIICHUH K CYMMapHOMY MECSYHOMY 3apa0oTKy. Ddopmar sigeek — MpOLeHTHBIH.

9. B siueiike E20 ompenenure KOMMYECTBO CHEIHATBHOCTEH C MEPBBIM HAJIOTOBBIM YPOBHEM IIO

dbopmyre:



—~CYETECJIM(E2:E17;1),

rne E2:E17 — npoBepsiemblii auana3zon, 1 — Homep ypoBHs. Bmecto 1 B hopmyne MOKHO MCTIONB30BATH
CCBUIKY Ha siuelKy 12, B koTopoil 3anucan HoOMep ypOBHS.

10. B siueiikax F20 nu G20 anamoru4Ho OmpenenuTe KOJIMYECTBO CIEHUAIBHOCTEH, COOTBETCT-
BYIOILIUX BTOPOMY U TPETHEMY YPOBHSM HAJIOTa.

11. CoxpaHuTe BBIIIOJIHEHHOE 3a/1aHUE.

3aganue 4. Cratuctuka

[TpousBenuTe CTaTUCTUYECKUE PACUEThl IO JAHHBIM O COTPYJHUKAaX HEKOTOPOTO IMPEANPUSATHS.
Tpebyercs onpenennTs:

B cpesHMI BO3pACT BCEX COTPYAHUKOB U COTPYIHUKOB C Pa3HBIMU JOJDKHOCTSIMU;

B cpeaHMil cTaxk paboThl BCEX COTPYAHUKOB;

B cpenumii 3apabOTOK MY)KYHH, JKEHIIWH, MEHEKEPOB, aJIMUHUCTPAINU, HU3KOKBATU(HUIIUPO-
BaHHBIX paOOTHUKOB,;

B K0JIMYECTBO MOJIO/IEKHU, HOBUYKOB, BETEPAHOB, FOOMIISIPOB, HU3KO- U BHICOKOOIUIAYMBAEMBIX CO-
TPYAHUKOB, [IEHCUOHEPOB;

B MUHUMAaJbHBIA OKJIAJl U MAKCUMAaJIbHBIN BO3PACT CPEIU BCEX COTPYIHUKOB.

TexHonorus paboTel

1. [epeiinuTe Ha HOBBIN JIUCT TIporpammbl EXcel u nepenmenyiite ero Ha CTaTHCTHKA.

2. CoznaiiTe Tabnuily Kak Ha puc. S.

3. B cronbue G paccuuTaiite BO3pacT COTPYAHUKOB, KOTOPBIH PaBEH IIEJIOMY YHCIY MPOKUTHIX
net. [lng sueiiku G2 dhopMyia BBITJISAUT TakK:

—[[EJIOE((CETOJIHSI()-B2)/365,25),

rne CETOAHS()-B2 — xonmmyecTBO pOXKUTHIX IHEH, 365,25 — cpeHee KOJIMYECTBO JHEH B TOITY.
A B C D E F G H | J

K L i}
Nara Crax Konwiecreo n H b
dHO Mon Data npuema HNomkHocT Oxnap, |Bospact neT 4o Kpyrmoi N y " o
1 poXaEHNA pabotel nathl MY MHBI MEHWHHbI | BAHHLIE COTPYAHUKK
2 | CuHausiH AT 15.06.1969 1] 01.09.1990 | gupekTop B0000
3 BopoHoe C.C 28.02.1954 1] 10.03.2003|3amM. aupekTopa 50000
4 |Bopofeesa EK 03.05.1992 * 0B.08.2013|cekpeTape. 17000
5 | CHerupes AJL 05.07.1973 "M 02.10.1995 [HavaneHuk OK 40000
B | CuHuyeiH KA 12.03.1933 1] 15.11.2013|cKET. 34MHHMCTRETOR 23500
7 Tonybesa B.A. 13.07.1968 K 21.01.1990|rn. Byxrantep 48000
8 |Cancavoe P.M 23.11.1983 1] 12.10.2010|pogmTens 21000
9 | Qpnoe K. 19.12.1976 M 19.07. 19597 | oxpaHuk 25000
10 |CopokuHa N.HO 16.10.1982 3 (05.04.2004|fyxrantep 30500
11 [Tpases [1.M 05.05.1983 1] 30.06.2008 | cTapLy. MEHEMKED 29000
12 [Nepenenku K.C 25.04.1980 1] 08.05.2000 | oxpaHuK 25000
13 |Opnoea E.M 18.04.1987 * 27.08.2010 meHenep 26500
14 |NacToukrHa M.A 26.05.1989 B 27.08.2010 meHenep 26500
15 |¥nogoe M.H 21.03.1995 1] 28.07.2014[mnagly. MeHenREeR 22000
16 |Yaika 11.B Z2.02.1998 2] 13.03.2015 | kypeep 12000
17 |Kykywknna AT 17.01.1952 K 18.12.1984 |eaxTep 5000
16 |Pununoe B.B. 20.03.1979 M 16.09. 1999 | KK CKOHC Y NET 43000
19 |Conoeeeea N.M 14.04.1931 3 31.10.2012[noMOLWHAEK HKIPHETa 15000
20 | Terepeea O.M 12.03.1957 3 23.02.1973|yBopymua 9500
21 |Kyponatkuia C.B 07.08.1964 K 14.09.2011 | ybopuymuya 9500
22
5]
Kon-eo CpenHuit MuHHMaNbHBIR
| 24| coTpyaHukos BO3pacT oknag,
Kon-so Cpeaumwit crax MunumanbHbIi
|28 mMonopexn BO3pacT
Kon-eo CpeaHnii oknag
| 26| BeTepaHoB HeHWHH
Kon-eo Cpennuit oxnap
|27 HOBHUYKOB MYHCIMH




Kon-eo Cpennuit
HH3KoOMNa4YHBa BOZpacT
28 eMbIX JAHpeKTopaTa

Kon-eo Cpennuit
BBICOKO0MNa4YHB BOZpacT
129 aeMbIX 0PHCTOB

Cpeauwii oknapn
Kon-Bo Mycamn :upek‘mpaTa
Cpennuit oxnap
y
o mycin MeHemKepoB
Cpennuit oxnap
HH3KOKBANHH
UWP OBAHHBIX

Kon-go B
AMpekTopaTe

Kon-go
| 33| wWeHemkepoB
Kon-so
34 wounapoe
Kon-Bo myxuH-
35| meHcHoHepoe
Kon-Bo »eHwmnH-
35| meHcHoHepoB
Kon-so
HUIKOKBANHDH-
| 37 | umupoBaHHbIX

Puc. 5

4. B cronbue H paccunraiite ctaxk paboThl COTPYAHUKOB HA JJAHHOM IPEANPHUATHN 10 aHAJIOTHY-
HOM (hopMyIie, UCXO0/1s U3 1aThl IpUeMa Ha padoTy.

5. HazoBute nmamazon G2:G21 cmoBom Bospact. i 3TOro BBIIEIHTE ATOT JUANA30H SYCEK H
BbINOJIHUTE KOMaHy @opmyJibl, Onipenesnennbie uMeHa, [lpucBouts ums, IlpucBouts ums.

6. B nmosBuBmemcs: okHe Co3nanue umMeHu B rosie Mmsi BBeauTe Ha3BaHue croidona — Bo3pacr.
Haxmure OK.

IMpumeuanue. BeecHHBIC MMEHA JICHCTBYIOT /s Bcelt kKHUru Excel, mosromy npu co3nanuu HoO-
BbIX MMEH HE HCIOJb3yHTEe YyXKe CyLIeCTBYIOIIME Ha3BaHMs. VIMeHa Juana3oHOB o0ecrnedyuBaroT abco-
JIOTHYIO CCBUIKY Ha JIaHHBIN THAIMa30H, T. €. IPH KONMWPOBAaHUH (OPMYI B APYTrUe MECTa JIUCTA, a TAKKE
Ha JIpyrue JUCThl KHUTW Uana30H, yKa3aHHbI UMEeHeM, He MeHseTcs. VcKiroueHne coCTaBIIsAIOT KOIUU
TIOJTHBIX JIICTOB.

7. AnanornyHbsIM o0pa3om naiite nMeHa nuanazonam Ioa, JomxHocts, Okiaan, Craxk, KoTopble
B JaJIbHEWIIIEM aKTUBHO OYAYT UCIIOIB30BATHCS TPU pacdeTax.

8. B siueiike B24 onpenenuTe KOJIMYECTBO COTPYIHUKOB HAa NPEANPUATHH IO hopMmyJie

=CYET3(JlomKHOCTB)

[l BBoJia apryMeHTa (yHKIIMH, HaXOsCh B CTPOKE apryMEHTa, BBIIIOJIHUTE KoMaHly PopMy.ibl,
Onpenenennsie uMena, Mcnosb3oBath B opmyJie 1 BeiOepuTe uMs Auanazona JdomxHocrs. Haxmu-
e OK.

9. B siueiike B25 paccunTaiite konmdectBo Moioaexu (Bozpact 1o 30 jer) no popmyrne

=CUETECJIU(Bo3pacT;«<30»)

10. CamoCTOSTEIHHO pacCUUTANTE IO PopMyIam:

B B siyeiike B26 — konnuecTBO BeTepaHOB mpennpuarus (ctax = 20 ner);

B B siueiike B27 — xoM4uecTBO «HOBUYIKOBY (CTax < 3 JieT);

B B siyeiike B28 — konnuecTBO HU3KOOMIIauMBaEMBbIX cOTpYAHHUKOB (okiaa < 10 000 pyO.);

B B siueiike B29 — xommuecTBO BEICOKOOTUIAYMBAEMBIX COTPYAHUKOB (0okiaaa > 40 000 pyo©.);

B B styeiike B30 — konmuecTBO My)X4MH (B Ka4eCTBE KPUTEPHUS BBOIUTCS OYKBa «M»);

B B sueiike B31 — mporeHT My)XYHH KaKk OTHOIIEHHE KonmdecTBa MykunH (B30) k obmemy umnc-
ny cotpyauukoB (B24). Ycranosure st stueiiku B31 popmat IpoueHTHbIIM;

B B siyeiike B32 — koMyecTBO COTPYTHUKOB B JUPEKTOPATE;

IIpumeuanue. Tak kKaK B Ha3BaHWUSIX JOHKHOCTEHM JMPEKTOpaTa €CTh Pa3sHOUTEHHUS (IUPEKTOP,
3aM. AMpeKTOopa), To apryMeHT Kpurepmii 1omkeH cojepkaTh HENOJHOe OYKBOCOUETaHHE JUIS IOMCKa
(puc. 6). Harmpumep, «*upex*» wnm «*nupex™*y», rae «*» o3HauvaeT 00y MOCIea0BaTeIbHOCTh CUMBO-
JIOB.



Apryme HTb hyHKUMH

CHETEC A

AManasoH | don¥HocTe AHpERTOP":"3aM, £

Kpurepua "*aupec*” = " auper*”

=2

MBACHHTEIBAET KOMMUBCTED HENYCTEIX AHEEK B AMANA30HE, ¥ ADBNETEOPARIWI: 3343HHOMY YCNOBHHD,

KpUTepud yonoeue B hopHe SHCNa, BeIPakeHHA MK TEKCTA, KOTopeA
ONPEAENAET, KAKHE AHEHKH HAA0 NOACHHTEIESTE,

CODSBKa 00 3TOM drvHIkK 3HaqeHHE: 2
Puc. 6
B B syeiike B33 — konmMuecTBO MEHEKEPOB, C YUETOM TOrO, YTO €CTh IPOCTO MEHEIKEPHI, & €CTh
CTaplIM{ U MIIAIIINN MEHEIKED.
11. B siueiike E24 paccunraiite cpeHuil BO3pacT COTPYIHUKOB 10 hopMmyiie

=[EJIOE(CP3HAY(Bo3pacrt)) ‘

12. Ananoruuno B siueiike E25 paccumraiite cpeaamii CTaK COTPYIHUKOB.
13. B sueiike E26 noacuuTaiite cpeanuii 3apaboTok sxeHIuH (puc. 7) mo Gopmyse

=CP3HAYECJIN(ITom;«ox»;Oknan), ‘

rne pynkuuss CP3HAYECJIM ananmu3upyer, B KaKuxX CTpOKax JaHHbIe W3 auana3zona IloJ ymoBieTBo-
PAIOT KPUTEPUIO @K», U BBIYUCIIET CPEJHEE 3HAYECHUE N0 quana3zony OKJax Uit 9TUX CTPOK.

Apryme HTbI hyHRUIMM @
CPIHAYECTIA
Auanazon |Mon ERE| = 4"
Yonoewe | "y E = "w"
AHaNasoH_YCpeaHeHHA | Oiknag Fi:| = 460000:50000:17000:40000:23500:. ..

= Z1166.66667
BbIMMCNAET CpeaHEs (SpHMIMETHYEIKOE] ANA AHEEK, 33AAHHBX YKa3aHHBIM YCIOBHEM,
AuanasoH_ycpeAHeHHA  hakTHYeCkHE AHERKN ANA PACHETa CREAHErD SHA4eHHA, ECnk 3ToT

APCYMEHT OMYLLEH, By 4%T HCNGNE30BATECA AUERH, 33AaHHEIE SDTYMEHTOM
"aHanason",

SHaqeHne; 21166606067

CNpagka no 3o divHIKLHMKM K ] [ OTMEHA

Puc. 7
14. Tlo ananoruuHeIM opMysIaM moJcuuTaiTe:
B B styeiike E27 — cpenHuii 3apabOTOK MY>KUHH;
B B siyeiike E28 — cpenHuit Bo3pact qupekTopara (YCIOBHE B BUE MACKHU «* TUPEKT™»);
B B siueiike E29 — cpenamii Bo3pacT IOPUCTOB (YCIIOBUE B BHJIC MACKU «*IOPUC*»).
15. B siueiike E30 paccuunTaiite cpeaHuii 3apaboToK TUpeKTopara 1no gopmyine

=CYMMECJIN([JomxHOCTb;«* mupekT*»; Oxan)/B32

IIpumeuyanue. B popmyre ucmonp3oBaHa Macka Jisl IIOUCKA COTPYIHUKOB JUPEKTOPATa.

16. Ananornuno B siueiiky E31 BBeaute opmyiny pacuera cpegHEro 3apabdoTKa MEHEIKEpOB.
OO1ee KOJIMYECTBO MEHEDKEPOB HAXOTUTCS B suelike B33.

17. CamocrosarenbHO BBeAUTE (HOPMYIIBI C MCHOIB30BAaHUEM UMEH TUAla30HOB, MOCYUTANTE MU-
HUMaIbHBIN OKiaa (J24) u MakcHMaIbHBIN Bo3pacT (J25) coTpyIHHKOB.

Ipumeuyanue. {11 >pPeKTUBHOTO pemieHus] BceX MOCIEAYIOUINX IMYHKTOB 33/JaHusi TpeOyroTcs
JOTIOJTHUTEIIbHBIE BEIYMCIICHUS, [IO3TOMY B TaOJUILy BBEICHBI YETHIPE IOTIOTHUTEIBHBIEC CTOIOIA.

18. B nonmonuutensHoM ctosOue | BBenuTe Gopmyity A pacyeTa KOJIMYECTBA JIET 10 KPYIJon
natel. s staeiikm 12 dopmyna Oyner umeTs B

=10-OCTAT(G2;10), ‘

rae ¢pyakius OCTAT moacyuTeiBaeT OCTATOK OT AeleHus Bo3pacrta Ha 10.
19. B siueitke B34 paccunraiiTe KOJIMYECTBO IOOMISIPOB 110 hopmyIie

=CUBETECJIN(12:121;«10) |

20. B nononauTensHOM ctonbie J BBeauTe GOopMyIly, IO KOTOPOil B COOTBETCTBYIOIIUX CTPOKaX
JOJDKHBI TIOSIBUTHCS SMHULEL, eciu yciaoBre M(mos_myskckoii;Bo3pacT>=60) MCTHHHO, U MPOYEPK, eC-



1M 10%kHO. J{ist stueiiku J2 hopmyrna BBITJISIIUT TaK:

=ECITIU(M(C2=«m»;G2>=60);1;«-»)

21. B sueiike B35 onpenenuTe KOJIMYECTBO MYXUYHUH-TIEHCHOHEPOB. [ 3TOr0o moacuuTanTe Ko-
JMYECTBO euHUI] B quanazone J2:J21, ucnons3oBaB pyHkunio CYMM.

22. CamocrosTensHo B sueiike B36 ompenenure KOJIMYECTBO KEHIIWH-TIEHCHOHEPOB, 3aIlOJIHUB
cronben K ananornyno cronoiy J.

23. B mononHutensHoM ctosibnie L BBeaute Gopmyiry, o KOTOPOH B COOTBETCTBYIOUIUX CTPOU-
Kax JIOJDKHBI TIOSIBUTHCSI €AMHMIIBI, €CIH JOJDKHOCTh Y COTPYAHHKA Kyphep, BaXTep WM YOOPINHIA, H
MIPOYEPK, €CIIM 3TO He Tak. Tak /s ssueriku L2 dpopmyna Oyner BBITIIAETH Tak:

=ECJIM(UJIN(E2=«kyprep»;E2=«BaxTep»; E2=«ybopmunar);1;«o»)

24. B siaeiike B37 onpenenure KOJIMYECTBO HU3KOKBATH(PUITMPOBAHHBIX COTPYIHUKOB, MTOJCUNTAB
KOJIMYECTBO enuHuIl B trama3one L2:L.21 ¢ momompio pyrakunn CYMM.
25. B saeiike E32 nocunraiite cpeqHuil 3apab0TOK HU3KOKBATH(PUIIMPOBAHHBIX COTPYAHUKOB 110

dbopmyie

| =CP3HAUECJIN(L2:L21;1;Oxnax)

26. CoxpaHuTe BBIIIOJHEHHOE 33JaHHE.
3aganue 5. CKMIKU Ha yciayru (puTHec-LeHTpa

PaccuunTaiite cToMMoCTh yciuyr (pUTHEC-LIEHTpa C Y4ETOM IPEAOCTABICHHBIX CKHJIOK, a TaKKe
OOIIMI MPOLEHT CKUJOK. BBIeNuTe KIMEHTOB, UMEIOIUX IPaBO Ha JIOMOJIHUTENbHbIE yciyru. Onpene-
muTe paMIIIUU KJIMEHTOB, KOTOPHIM TPE0CTaBIeHa KITyOHas KapTa.

CornacHo CTaTUCTHKE, BO BpeMsl (PMHAHCOBOI'O KpU3Kca MOCEMAaeMOCTh (PUTHEC-LIEHTPOB BHE 3a-
BHCUMOCTH OT CTaTyca U CTOMMOCTH a0OHEeMEHTOB cokpamaercs Ha 20 %. [TosToMy, 4TOOBI HE IOTEPATH
KJIMEHTOB, 03/J0POBUTEJIbHBIE 3aBEJICHUS BHIHYXK/IEHBI IIPEIOCTABIIATh YCIYTH co ckuakamu. [lycts Heko-
TOPBII PUTHEC-LEHTP MpeIaraeT CAeAYOIYI0 CHCTEMY CKUI0K U IPABHJI X IPUMEHEHHUS:

B CKUJKU HE CyMMUPYIOTCSI, HO HAUUCIIAIOTCS IO THOKOM cucreme;

B KIMEeHTY MOXET OBITh MPEIOCTABIEHO 10 TPEX CKHJIOK, PACIOJIOKEHHBIX B Ta0J. 3 MCXOIHBIX
JAHHBIX B MOPSAJIKE MPUOPUTETHOCTHU: NEpBast CKU/IKA IEHCTBYET Ha BCIO CYMMY a0OHEMEHTa, MOCIe Iy 0-
1€ — Ha CyMMY 3a BBIYETOM YK€ MPEAOCTaBICHHBIX CKUI0K;

B ecnu ¢akTHUecKas CyMMa MPHOOPETEHHBIX YCHYT (3a BBIYETOM CKUIOK) MpeBbImaeT 15 Thic.
pyO., KITMEHTY MPEIOCTABISAETCS JOTOTHUTEIbHBIN OSCIIIaTHBIN MaKET;

B ecnu ¢akTHUecKas CyMMa NMPHOOPETEHHBIX YCIYT (3a BBIUETOM CKMJOK) MPEBBIIIAET 25 ThIC.
py0., TOKynaTeNo MpeIocTaBisieTcs: KIyOHas KapTa.

TexHomorus paboTsl

1. IepeiinuTe Ha HOBBII JIUCT IporpamMmbl EXcel u nepenmMenyiite ero Ha AGOHeMeHT.

2. Co3paiiTe TabnuUIly Kak Ha puc. 8.

IIpumeuanue. Yncio «1» B suelike yka3blBaeT Ha HAJIMYUE COOTBETCTBYIOLIEH JIIOTHI. [Iporen-
ThI CKMJIOK B TaOJIMIIE PACIOJIO0KEHbI B MOCIEIOBATENBHBIX SYeHKaX OAHOM CTPOKH. DTO JTaCT BO3MOXK-
HOCTH C IOMOIIbIO CMEIIaHHBIX CCHUIOK HamKMcaTh 00OOHIEHHYIO GOPMYITy AJsl OAHOM CKHJKH U pacrpo-

CTPAaHUTH €€ Ha CTOJI6LU>I C APYTUMU CKUOKAMHU.
A | ¢t | b [ E J F [ & T H J T K L
1 % CKMAOoK

m

©HO

MocTOAHHBIA KNHEHT
YTpo, 6yaHHe OHK

JNlexb unn thmkcup. Bpema
lopoeoil aboHeM eHT
INbrotHan Kareropusa
CymmMa ycnyr 6ez cKHOKH

>= 3yen.

HayanbHoe KONHYECTEO CKMOO0K

10,00%) 15,00%| 10,00%| 25,00%| 20,00%| 15,00%

CHHUUBH AT
BopoHoe C.C
Bopobeeea E.K
CHernpee A1
CHHHLEH KA,
lonyGeea B.A.
Cancanoe P.K.

1 1 1 15000
1 1 1 1 45000
1 42000
1 1 1 16000
1 12000
1 9000

oloo/o/oloo

|A,:,t.nco*-1mm>-m |M

Puc. 8
3. B cronbie | onpepennte BO3MOKHOE KOIMYECTBO CKMIOK JJIS KaXI0ro KiMeHTa. [l sueiku



14 popmyrna BRITTISIUT Tak:

=CYMM(C4:H4)

4. B cronbue J paccuuTaiiTe KOJMYECTBO CKUIOK, KOTOPBIE MOTYT OBITh MPEIOCTABICHBI KIMCHTY
0 CJICAYIONIEMY TIPABHITY: €CJIA KOJUYECTBO CKHIIOK OOJIbIIE 3, TO MX KOJUYECTBO OTPAaHUYMBACTCS Tpe-
Ms1, HHa4Ye ocTtaercs 0e3 n3MeHenuid. [ ssueiiku J4 popMyia BRITJSIMT TaK:

=ECJINA(14>3;3;14)

5. B saueiikax auanazona L4:Q10 ompenenurte cymMMmy YCIyr 3a BHIYETOM MPEAOCTABICHHBIX CKU-
JIOK IO CIIEYIOIEMY IpaBUILy: €CIIH Y KIMEHTa €CTh IPU3HAK COOTBETCTBYIOLIEH CKUIAKH U KOJIUYECTBO
HPEBIAYIINX CKUJIOK MEHBIIE 3, TO MPEAbIAyIas CyMMa IpUOOPETEHHBIX YCIYT YMEHbBLIAETCS Ha MPO-
LIEHT CKUJKH, HHaue ocTaercs 06e3 n3mMeHenus. s siueiiku L4 ¢popmysa BRINISIUT Tak:

=ECJIN(U(C4=1,CYMM($B4:B4)<3);K4*(1-C$3);K4)

6. B cTonbue R paccunTaiite oOuIMii MPOLUEHT CKUJIKA KaK OTHOLICHWE COKOHOMJICHHOH CYyMMBI
(«oOmras cyMMay» — «OKOHYaTeJIbHasi CyMMay) K 00111ell cyMMe yCIyT.
7. B cTonbue S oTMeThTe MPU3HAKOM «1» KIMEHTOB, KOTOPBIM IOJIAraf0TCs TOTIOJIHUTENBHBIE yC-
nyru. J{ns sueiiku S4 dopMmyia BEITJISIIUT Tak:

=ECJIM(Q4>15000;1;«-»)

8. B cronbue T cocraBbTe CHUCOK KIMEHTOB, KOTOPBIM cienyeT oOopMHUTh KIyOHYIO KapTy. s

sueiiku T4 dhopMyna BEITISANT TakK:

=ECJIN(Q4>25000;A4; «-»)

9. CoxpaHuTe BBINOJIHEHHOE 33/1aHKUE.
3ananue 6. [IpocToii mecTucTyneHyaTsii HaJIoOT
Paccunraiite mpocTol MECTUCTYIEHYAThIM MPOrPECCUBHBIN HAIOT, NeNCTBYOmuUN B M3panie.
JlocTaTouHo yacTo TabnuIla ONpeIeIeHUs] YPOBHS M MPOIIEHT Hajlora B 3aBUCMMOCTH OT MECAYHO-
ro 3apaboTka pabOoTHHKA UMEET BUJ, NMpeACcTaBIeHHbINH B Tabn. 3. Kaxx1oMy ypoBHIO COOTBETCTBYET Iua-

MMa30H 3HAYECHUH «OT» U «IO0».

Tabauma 3
CraBka nogoxoanoro | MecsiuHbli 3apad0TOK, ThIC. pyo.
Yposenn Hajora o
HaJiora, % (0 Ho
1 10 1,00 57,24
2 14 57,24 101,64
3 23 101,64 152,64
4 30 152,64 219,00
5 33 219,00 472,08
6 45 472,08

Tak, ecnu goxonx > 1 Teic. py0. u moxon <= 57,24 Teic. py0., TO HAJIOT COOTBETCTBYET MEPBOMY
ypoBHIO, U T. 1. Hamor ¢ 3apaboTka < 1 Teic. py0. HE OepeTcs. B 3agaue 3Ta cuTyarust He paccMaTpHUBAET-

Ci.

Jist 5hhekTHBHOTO pelIeHus 3aJlaud YJI00HO PACIONIOKHUTh MCXOJHBIC JaHHBIC B CTPOKax Oe3
AyOIUpOBaHMS IpaHUIl YpoBHS (Ta0I. 4).

Tabnma 4
YpoBeHb HAJIOTA 1 2 3 4 5 6
CraBka 0J0XOJHOT0 Hajora, % 10 14 23 30 33 45
MecsiuHbIi 3apabOTOK BHIIIE, THIC. pYO. 1,00 | 57,24 |1101,64/152,64|219,00(472,08

JIOT.

TexHonorust paboTsl
1. lepeiinuTe Ha HOBBIH JHcT mporpamMel EXcel u nepenmenyiite ero Ha Ilpocroii mporp. Ha-

2. CoznaiiTe Tabnuily kak Ha puc. 9.



I

B c o E F G H | o K L M

1 YpoBEHE HANOTA 1 2 3 4 5 B
Craeka nogoxogHors
2 Hanora, % 10,00% ] 14.00% 23,00% 20.00% 33.00%| 45.00%
MecA4HbIH
3 zapaboToK EbILE, 1000 57240 101640 152640 219000| 472080
:
Ypomens %% JHaueHHR
Me nin e ] Hoxon 1 2 3 4 5 6 wanora | manora | PRI
[:] TEIC. pyG.
T 1| CunnusH AL 25380
g 2|Boponoe C.C. 113000
9 3|Bopobesss EK. 59800
10 4| CHernpes A0 57950
11 S| CuHnumH KA. 73550
12 G| FonySees B.A. 1168320
13 7|Cancance F.MW. 201010
14 & [Cpnos [.H. 44050
15 5| Copoxuua N.KJ. 7560
18 10 |Mpawes .M. 37214
17 11| NepenenkuH K. 312831
18 12| Cpnosa E.M. 89830
19 13| NacToukusa M4 144721
20 14 |¥gogos M.H. 197850
21 15|Yaika U.B. 215200
22 16| Kyroyweuna AT, 245830
23 17 | Pununce B.B. 503880
24 18 | Conoecesa .M. 485720
25 19| Tetepesa 0. 391109
28 20 |EyponaTenHa C. 107559
a7
2
29 |‘_~’p:>EwEH|= 1 |‘_~’p:>EwEH|= EI‘.-’p:}EwEHt: 3 |‘_~’p:>EwEH|= 4 |‘_~’p:>EwEH|= 5 |‘:‘p:}5«EH|= El
30
31
32 [Ooxon ecero | ]
33
34 [Hancrecero | ]
35
Cpeanni % ‘ |
38 HEMnora

Puc. 9
3. B sueiikax quamasona D7:H26 mocTaBsTe B COOTBETCTBUE KAXKIOMY COTPYAHHKY €r0 YPOBEHB
Hasiora. /g siueliku D7 opmyna BBITISINT TaK:

=ECJIIN(U($SC7>D$3;$C7<=E$3);D$1; «-»)

4. B cronbue | onpenenute, y KOro U3 COTpYAHUKOB 3apIijlaTa COOTBETCTBYET IIECTOMY YPOBHIO.
Jlns staediku |7 popmyna BRITISANT Tak:

=ECJIU(C7>$1$3;1$1;«-»)

5. B cronbue J onpenenure ypoBeHb HAJIOTA NIl KaXKJIOTO COTPYAHHUKA, TPOCYMMHUPOBAB 3HAYeE-
HUS B COOTBETCTBYIOIINUX CTPOKaX.

6. B cronbne K ompenenute mponeHT HAJIOTa B 3aBUCUMOCTH OT ypoBHs. s sueiiku K7 popmy-
na BeITJSIUT Tak (puc. 10):

=BbIBOP(J7;3D$2;$E$2;$F$2;$G$2;$HS2;$1$2)

7. B cronbue L paccunTaiite 3Ha4eHHs HAJIOTA B ThICSYaX pyoOJIeH.

8. B crpoke 30 onpenenure KOJIMYECTBO COTPYIHUKOB JUISl KXKAOTO YPOBHS Hanora. Jis sueiku
D30 dopmyna BEITISIUT TakK:

=CUETECJIU(D7:D26; «>=1»)

9. B siueiike C32 onpenennte cyMMapHbId MECIYHBIN J0XO0/ ISl BCEX COTPYIHUKOB.

10. B siaetike C34 naiiaure o0nIyro cymMmy Hajora.

11. B sueiike C36 Haiigute cpeqHHI NMPOLEHT HaJora Kak OTHOILIEHHE OOIIel CyMMbI Hajiora K
CyMMapHOMY 3apaboTKy BceX coTpyaHukoB. ®opmar siueiriku — [lpoueHTHBbII.

12. CoxpaHuTe BBIIIOJIHEHHOE 3aJ[aHUE.



R PTYME HTBI (DYHRLIHH mm
BhIECP
Homep_wnpekca |17 =1 i
3nauenmel {042 = 0,1

SHaueHHeZ | $E$2 = 0,14

SHadeHHed | $F$2 = 0,23
SHaqeHHed | $GE2 = 0,3 e

= 0,
BEIGMPEET SHAHEHHE MM ASACTEHE M3 CNMCKS SHAHEHHIA N0 HOMEPY MHABKCE,
Jnauenwed: sHaueHuel;sHavermeZ;... oT 1 A0 254 UMcen, CCBINOK HA AYEHKH,

ONPEAENEHHED HieH, hopryn, dyHELHA MM TEKCTOBLIX SPrYMEHTOS, H3
KOTOPELX MPOMZE0ANTCA BRBOp,

SHadeHme: 10,00%

CNpaeka o 3T dyHILHK l Ok ] I OTHEHA

Puc. 10
3ananue 7. CI0XKHBIH IPOrPEeCCUBHBIN HAIOT

Paccunraiite Ci10KHBIA IPOrPECCUBHBIN HAJIOT U CPABHUTE IIOJIYYEHHBIE TAHHBIE C IIPOCTBIM IIPO-
IPECCUBHBIM HAJIOTOM.

B npakTuke HEKOTOPBIX CTPAH MCIONb3YETCS CJIOKHBIN IPOrPECCUBHBIN HAJIOT, TP KOTOPOM J10-
XOJ1 IEJIUTCS Ha YaCTH, COOTBETCTBYIOIINE Pa3HbIM CTaBKaM Hajora. J[jist Ka)aoi 4acTyu B3UMAETCsl HaJIor
M0 COOTBETCTBYIOIIEH CTaBKE, 3aTE€M YacCTH HAJOra CyMMHpPYIOTCsA. B Tabi. 5 mpencrtaBiieHbl JaHHBIE O
rpaHuIaxX JI0XOJ0B 3a MECSI], COOTBETCTBYIOIIIE UM YPOBHH U CTaBKU Hajora. B mocneaneii crpoke Tab-
JUIBI yKa3aHbI YacTH, HAa KOTOPBIE JEIUTCS 3apIuiata, eciau nqoxon N > 472,08 Teic. py0. Kak BugHO U3
Ta0JIUIIbI, YaCTH, HA KOTOPBIE JACTUTCS JOXOJI, PAaBHBI PA3HOCTH MEXY COCETHUMHU YPOBHSIMU U SIBISIFOT-
cs1 PUKCUPOBAHHBIMH BEIMYMHAMU.

Tabmuma 5
YpoBeHb 6 5 4 3 2 1

SOTaBKa IIOZOXOIHOIO HAJIOra, 45 33 30 23 14 10
[ paHIIBL JOXOZI2 32 MeCA 472,08 219,00 152,64 101,64 57,24 1,00
BBILIE, THIC. PYO.
Hactu, Ha KOTOPBIE JEIUTCS 253,08 66,36 51,00 44,40 56,24
sapabotok mpu N > 472,08 teic| N —472,08 | (472,08— | (219,00 | (152,64— | (101,64 — (57,24 -

y0. —219,00) —152,64) —101,64) —57,24) —1,00)

Pa3znenenue exxemMecss4YHOro A0X0/1a Ha YaCTH BBITIOJHAETCS 110 CIEAYIOMIEMY MPaBUILy:

B 10 [IKaJIe YPOBHEH HAJOTa HAWTH IPaHUIly 10X0Ja, KOTOpask MEHbIIE paccMaTpUBaeMOM 3ap-
TJIaThl, HO ONMKe Bcero K Hewl. Hailtu pa3sHOCTh MEXy 3apIilaTON M HaWAEHHBIM JOXOJ0M. JTO OyneT
9acTh, COOTBETCTBYIOIIAs HANOOBIIIEMY YPOBHIO HAJIOTA;

B BCE 4acTu OO0JIbIIIE ITOTO YPOBHS CUUTATh HYJIEBBIMU;

B BCE OCTaBIIUECS YacTH 3apaboTKa 3aMoJHUTH (PUKCHPOBAHHBIMY 3HAUEHUSMU U3 TabII. 5.

PaccmoTpum npumepsl.

1) Eciu noxon 3a mecsii paBeH 500 Thic. py0., TO Onrkaiiimas K HeMy rpaHuia qoxona — 472,08
ThIC. py0. Torna Hanor mectoro ypoBHs OyneT B3uMaThes ¢ cymMmMbl 500 — 472,08 = 27,92, a ocranbHble
qgacTu J0x0/1a OyAyT GUKCUPOBAHHBIMHU:

YpoBeHb Ha0- 6 5 4 3 2 1
ra
Yactu noxona 27,92 | 253,08 | 66,36 | 51,00 | 44,40 | 56,24

2) Ecniu moxon 3a mecsi coctaBisier 150 Thic. py0., TO Onwkaiilias K HEMy TpaHMIIA JOXO0Ja —
101,64 toIc. py6. Torma Hamoru ypoBHEl 4—6 OyayT HYJEBBIMU, HAJIOT TPETHETO YPOBHSI OYJET B3UMATh-
cst ¢ cymmsl 150 — 101,64 = 48,36 Thic. py0., a OCTaJIbHBIE YaCTH J0X0/a OyayT (UKCUPOBAHHBIMHU:

YpoBenb Ha0- 6 5 4 3 2 1
ra
Yactu noxona 0 0 0 48,36 | 44,40 | 56,24

TexHomorus padoThI



1. [epeiinuTe Ha HOBBIN JUCT mporpammbl EXcel u nepenmenyiite ero Ha CJ10:KHBI Tporpec-
CHBHBIH HAJIOT.
2. Co3paiiTe Tabnuily kKak Ha puc. 11.

A ) = D E F Lo} H J K L
1 YOESHL HAMDIE [ 5 4 3 2 1
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3 Ebbs. Pl 472080 219000/ 152640 101640 Sr240) 1000
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LENHTEA LOX00.
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] 4T2 05 THIC Pyl 253050/ G360 51000, 44400 SE240
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17 11| Mepene i DG S12631
18 12| CmnoEs £ WA BEG30
19 13| NacTodea M.A 14471
0 14|¥ooooe MH 197E50
2 15[4=fa MB 315200
2 16| Kyomuaa AT 245850
23 17| 2une=0s 6.6 S05550
24 18| ConoEsesa MM 48570
25 19| TeTepesa DM 21109
% 0| KyponaTeeHE T 107559
r
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]
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3
= [Dowog eern [ |
33
MpocTod Apap | |
3 AN EoEnD
35
Cp. % ApasTOrG | |
& MIDOND. HANOS
ar
CIEEs ApoTn | |
35 RN Bae
=]

TP % CRCHHED | |
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Puc. 11
3. B cronbue D paccuuraiite 3HaU€HHE CYyMMBbI, C KOTOPOil OyaeT OpaThCsl HaJIOT JUIsl IIECTOTrO
YPOBHS TIO CIEAYIOIIeMY MPaBWITy: eciin 3apmiata 6osnbmie 472,08 TeIC. py0., TO HAMIUTE PA3HUILY MEXKITY
3apIuiaTo M rpaHuiel auana3ona, naade 3anummute 0. /s sueliku D7 gpopMyna BeITISANT Tak:

=ECJIN(C7>$D$3;C7-$D$3;0)

4. B cronbuax ¢ E mo | onpenenure yactu 10xo01a, ¢ KOTOPBIX OyaeT OpaThcsi HAJIOT C MATOTO MO
NIEPBbI YpPOBEHb, IO PABUITY: €CIIM 3HAYCHHE NpeAblayIel yacTi < 0, TO BEIOEpHUTE COOTBETCTBYIOLIEE
(bUKCUpOBaHHOE 3HAYCHHE YACTH J0XOJa W3 TaOJUIBI, HHAYE, €CIH 3apIuiaTa OOJbIle TPaHUIIBI I0XO0/1a,
HalliuTe pasHUIly MEXIy 3apIulaTod M TpaHUIEed a0Xoja, nHade 3anuummre 0. 3TO KOHCTPYKIHS BIIO-
KEHHBIX «ecimy. Js siueriku E7 dhopmyra BEITISIUT Tak:

=ECJIN(D7<>0;E$4;ECIIU(SC7>E$3;$C7-E$3;0))

IIpumeuanue. Vcrnons3oBanue B (hopMysie CMEIIaHHBIX CCHIIOK MO3BOJISIET KOMUPOBATH (popMyy
HE TOJIBbKO CBEPXY BHU3, HO U CJI€BA HAIIPABO.

5. B cronbue J paccunTaiiTe CIOKHBIA MPOTrPECCUBHBIN HAJIOT KaK CyMMAapHBIM HAJIOT IO OTpe3-
KaM, COOTBETCTBYIOIIMM pa3HbIM cTaBKaM. Jlist sueiiku J7 dopMyna BBITTISANT TaK:

=D7*$D$2+E7*SES2+F7*$F$2+G7*$C$2+H7T*$HS2+17*$1$2

6. B cton6bue K paccuuraiite o01ryro cymMMy, 006JaraeMyro HAJIOTOM, JIJIsl KaXKI0T0 COTPYTHUKA.
7. B siaeiike C32 moacuuTaidTe CyMMapHBIi 3apab0TOK COTPYIHUKOB.
8. B sueiixy C34 BBequTEe CyMMY HAJOTOBBIX OTYHCICHUN MPHU MPOCTOM MPOTPECCHBHOM HaJOre



KaK CcChUIKY Ha 3HaueHue siueriku C34 nucta [IpocToii nporp. Hajor. @opmyia OyaeT UMETh BUJ:

="IIpocroii nporpeccuBHsbIi Hanor’ | C34

IIpumeuyanue. OTHOCHUTENbHAS CChUIKA HA AMAINA30H, HAXOASIIUNCS HE HA TEKYILEM JIUCTe, Hauu-
HAeTCs C UMEHHU 3TOTO JINCTA U OTACINAETCS OT AUanazoHa 3HaKoM «!y.
9. B siueiiky C36 BBenUTE CCHUIKY Ha CPEIHHMI IPOILIEHT HAJIOTA JIJIS MMPOCTOTO MPOrPECCUBHOTO
Hajora.
10. B sueiike C38 HaiiguTe cyMMy HAJIOTOBBIX OTYHCICHUHN MPH CIOXHOM MPOTPECCHBHOM HaJIO-
re.
11. B sueiike C40 paccunTaiiTe CpeIHUN MPOLECHT HAJOora JJIs CJIOXKHOTO IMPOTPECCUBHOTO HAJIO-
ra.
12. CoxpaHuTe BBITIOJIHCHHOE 3a/IaHHE.
Jlaboparopuas pabota 8
Tabmuunbiii penaktop MS EXcel: TexHOIOTHS TOCTPOCHUS M PEIAKTUPOBAHUS HATPAMM
Ilenp pabOTHI: HAYYUTHCS OCHOBHBIM TEXHOJOTHYECCKHM OIEpaIMsIM MOCTPOCHHS U PEIaKTHPOBA-
HUS AUarpaMM B TaOJIMYHBIX JOKYMEHTAX.
3ananue 1. [loctpoenue auarpaMMel 10 JaHHBIM IPSIMOYTOJIBHON TaOJIUIIBI
[Toctpoiite rucTorpaMMmy C HaKOIUIEHHEM, CTOJOLBI KOTOpOl OymyT oTpaxkarh neHy 1 Oappens
He()TH U BKJIQJ pa3JIMYHBIX MOKAa3aTeNel B Ty IeHy. B kauectBe mpumepa paccmarpuBaercss OAO «Jly-
Ko (puc. 1).

IKOHOMMYECKME NOKA3aTENM POCCUMCKOM HedTAHOM oTpAaCH
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Schop'rH ble NoOWAMHBI

TpaHCNOPTHBIE K Ap. P3CXOAbI

Hanor Ha gobbiuy 1 ap. Hanorw

M 3aTpaTsel H3 Ao6bIuy

M 3a3TpaTbl H3 Pa3EEOHY

Ve 1 MzHOC M aMOopTHIaLMA

Lena HedTh B gonnapax 3a bappens

M Hanor Ha npubbine NpeanpyuaTHi

W Yucran npubbinb

loak!

Puc. 1
Texnomorus paboThI
1. Co3naiiTe HOBBII TOKYMEHT ¢ UMeHeM JIyKkoiir.
2. Ilepenmenyiite Jluerl Ha Jlykoiia.
3. Co3paiite TabuuIy C JTaHHBIMH 110 00pa3Ily, IPUBEAEHHOMY Ha puc. 2.

I'ox| 2004 | 2005 | 2006 | 2007 | 2008

JoJsi B mene, 10J11.

Umucras npuObLIH 4 8,5 8,5 11 11
Hanor Ha npuObuIb Ipe APUATHIA 2,5 3 3 3,5 3,5
W3HoC 1 amopTH3anms 0,5 0,5 0,6 0,7 0,7
3aTpathbl Ha Pa3BEIKY 0,3 0,3 0,3 0,3 0,3
3arpaTsl Ha TOOBITY 2 25 3,5 4 4
Hamnor na no0b14y u ap. HajgorH 5,7 9,2 115 13 20
TpancnopTHbIE U Ip. pacXOabl 6 7 5,6 7 6
DKCIOPTHBIE TOIIITUHBI 8 19 27 29 48
Ilena Ha He(Th, 10JLI./Gappenb

Puc. 2

4. JIns MOCTPOEHUS] JUarpaMMbl BBIJEIUTE IHANa3oH JaHHBIX C 3arojOBKaMu 0Oe3 TOcCieaHen




ctpoku («llena Ha HEPTHY).

5. B rpynne BeraBka, luarpammel Beioepute Tuit O0beMHasi THCTOrPaMMa ¢ HAKOMJIEHHEM.
Haxxmute OK. TlosiBUTCS inarpamma, v OTHOBPEMEHHO CTaHET akKTUBHBIM MeHI0 PadoTta ¢ anarpamma-
MH.

ITo ropu30oHTaIBHON OCH YKa3aHbl JaHHbIE IIEPBOIO CTOJIOLA, a 10 BEPTUKAJIBHON — JIaHHBIE TIEp-
BO# cTpoku. C TOUYKHM 3pEHHS CMBICIIOBOTO BOCHPHATHS TaKOE OTOOpaxKeHHe JaHHBIX HEMH(POPMATUBHO.

6. IlomeHstiiTe CMBICH JaHHBIX TOPU30HTAIBHON W BEPTUKAIBLHON OCEH, BHIMOIHUB KoMaHny Kon-
cTpykrop, Jlanubie, CTpoka/cronden. Jnarpamma mouru nprodpenna Tpedyemsblid Bua. BricoTa Kaxmo-
ro CTONOIa 0TOOpaXKaeT 1eHy Ha He()Th, & OTACIBHBIC CIION — BKJIAJl KXKIOTO MTOKA3aTeNsl B IICHY.

7. PazmectuTe nuarpaMMmy Ha OTAEIBHOM JIUCTE.

8. JlobaBbTe Ha3zBaHME aUArpaMMbl — «DKOHOMHYECKHE MOKa3aTeIH POCCHICKON HE(QTSIHOH OT-
paciu» (Bkianka Maker). YcraHoBuTe pasmep mipudra 14 or.

9. BeenuTe moBepHYTOE Ha3BaHWE OCHOBHOW BepTHKaibHOW ocu «llena HedTm B nmoiutapax 3a
Oappenb» (Bkiiagka Maker). YcraHoBute pazmep mpudra 12 or.

10. fo6aBbTe MOMIUCH TOPU3OHTAIBHON OocH — «l'onbpl». YcTraHOBHTE pa3Mmep HmpudTa HOIIMHCH
12 or.

11. Odopmure aBTOMATHYECKH CHOPMHUPOBABIIYIOCS JIETEHIY T'PAJAMEHTHON 3aJIMBKOM. YcCTaHO-
BHTE pasMmep mpudTa 12 nr.

12. lllenkHUTE HA YHCIOBBIX MOJIHMCAX BEPTHKAILHOW OCH M B KOHTEKCTHOM MEHIO BhIOEpUTE
nyHkT @opmat ocu. B rpymnme mapamerpoB Umesio ycTaHOBUTE NCHEXKHBIM GopMaT U BUA JACHEKHOM
enuHuIE ($).

13. lllenkHuTe Ha OOJACTH AMArpaMMbl U B KOHTEKCTHOM MEHIO BbiOepute komaHny Kommpo-
BaTh.

14. TlepeiinnTe Ha JIUCT ¢ AAHHBIMU U BCTABbTE CICIAHHYIO KOMHIO.

15. U3menute TUm auarpaMmbl — HEOObEeMHas Tuctorpamma c HakoruieHueMm (KoHcTpykrtop,
Tun, U3MeHUTb THI THATPAMMBI).

16. YcraHoBuTe JUIS 3TOW TUArpaMMBI CTHIIL odopMiieHHs ¢ Tpagamusmu ceporo (KoncTpykrop,
Cruimm quarpamm, Jkcenpecc-ctuim, Ctuasb 1). O6pasern; nojydeHHON IuarpaMMbl NMpeACTaBlIeH Ha
puc. 3.

JHOHOMMYECKUE NOKA3ATENM POCCHMIACKOM HeTAHOM oTpacau

JHCAORTHEIE NOWAKWHEI

BOS [ TREHCAOPTHEIE M AP, PECKO0bI

Hanor Ha fobedy W ap. HBNoru

505 — M 3aTpaTel Ha AoBegy

M 33TpaTel H3 pPasEEaRy

Uena nedm B gontapax 3a bappens
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2004 2005 2008 2007 2008 B YucTas nprbeine
Nogbl
Puc. 3

3ananue 2. [ToctpoeHne ArarpaMMbl IO BEIOOPOTHBIM JAHHBIM TaOTHITBI
[ToncuunTaiite 1ieny oanoro Gappens HedTu B pa3Hbie ronbl. IlocTpoiite InHEHUaTyI0 AUarpammy,
MO3BOJISIOILYIO CPAaBHUTH JOJIIO SKCIIOPTHBIX MOLUINH B LIeHE Oappeiis He(Tu.
TexHonorus paboTeI
1. Otkpoiite nokymeHT JIykoii.i.
2. Ha nucre Jlykoiia B ctpoke «lleHa Ha HEQTH» mojacuyuTaiiTe 1EHY Ha HE(PTh MO TojJaM Kak
CYMMY JAHHBIX 110 CTOJIOLLY.



3. BeigenuTe maHHbIe IepBOi CTPOKU (TO/BI), @ TAKIKE CTPOKH C TAHHBIMU SKCIIOPTHBIX MOILINH U
LeHbl Ha He(PTh BMecTe ¢ Ha3BaHUSAMH Moka3aTenel. [l BbIAENEHUS HECMEXKHBIX sIU€EK HCIONb3yeTCs
kinasuina Ctrl.

4. Ha Bxnagke BeraBka BeiOepute TuI quarpamMMbl — O0beMHasi JIMHeiyaTasi ¢ rpynnupoBKoii
— ¥ TocTpoiite ee. B maHHOM ciydae quarpaMma cpasy IMociie IOCTPOCHUS UMEET MOYTH HYKHBIA BUIL.
Cpena no yMoJlYaHUIO OTHOCUT 3HAUEHHUS TOJI0B K OCH KaTeropuii, KOTopas B JaHHOW JuarpamMmme UMeeT
BEPTUKAJIBHOE PACIOIOKEHUE, U aBTOMATHYECKH (POPMUPYET JIeTEH1y U3 Ha3BaHUH IMOKa3aTeeH.

5. Pacnionoxkure auarpaMmy Ha OTAEIBHOM JIMCTe ToKyMeHTa Jlykoi.

6. BBenuTe Ha3BaHUe quarpaMMmbl «J1oJist SKCIIOPTHBIX TOIUIMH B IieHe HeT» (pa3mep mpudra
14 nT).

7. BBenure HaszBaHus oceil cormacHo oOpasmy (puc. 4). OrdopmMaTHpyldTe HMX TOIYKUPHBIM
mpudToM pazmepom 12 mr.

8. [lepemecrture nerenmy BaHU3 moxa auarpammy (Maxket, Ilonnmucu, Jlerenaa, /lo00aBUTh J1ereH-
ay cHu3y). OtdopmaTupyiTe TEKCT Jerenas mpudrom 12 or.

9. BBemuTe NOMOTHUTENBHBIC BEPTHKAIBHBIE M TOPH3OHTANbHBIC JHHHUA ceTku (Maxker, Ocn,
Ocu, Cetka).

10. OrdopmarupyiiTe moagnucu oceit mpudTom 12 mT.

11. Ha cronbuax orobpasute moanucu gaHHbIX (Maker, [lognucu, Ioanucu nanubix, Iloka-
3aTh). OThopmaTupyiTe MOAMKMCH JaHHBIX — MOIYKUpPHOE HauepTaHue, 12 nt. OTOABHHBTE MOITHCH OT
JAHHBIX TUArPaMMBI, YTOOBI OHU OBLIH JIyYIlI€ BUIHBI.

12. Ordopmarupyiite 061aCTh MOCTPOCHUS AUATPAMMEI.

13. VI3MeHuTe UBET PsAIOB JAHHBIX.

[ ons sKCNOPTHBIX NMOLW/IMH B LeHe HedTH
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W UeHa Ha HedTe, ponn./Bappens M IHCAODTHEIE NOLLAMHEI

Puc. 4
3ananue 3. [loctpoeHne TpexMepHOil TuarpaMMel
[IpeobpasyiiTe THN AUarpaMMbl B 00bEMHYIO THCTOTPAMMY C TPEMS OCSIMH, HA KOTOPOU TIO OJTHOM
ocu (X) OyayT yka3aHsl rofa, o apyroit ocu (Y) — Ha3BaHHs TOKa3aTeJel, 1Mo TpeTbel ocu (Z) — vmc-
JICHHBIC 3HAYCHMUS.
TexHomorust paboThI

1. OtkpoiiTe TUCT ¢ AUArpaMMoii, MOCTPOSHHOH B 3a/laHUH 2.

2. HaBenute ykazaTenb MBIIK Ha CBOOOJHYIO 00JIAacTh AWArpaMMbl U B KOHTEKCTHOM MEHIO BBI-
nojHUTe KoManay Konuposarts.

3. Ilepeiinnte Ha mMycToi MUCT HOKyMeHTa JIyKOWJ M BCTaBbTE Ha HETO CKONMMPOBAaHHYIO JHa-
rpaMmy.

4. HaBenuTe ykasaTeiab Ha CBOOOAHYIO 00JacTh AMAarpaMMbl U B KOHTEKCTHOM MEHIO BBIIIOJHUTE
koMaHy I3MeHUTh THI AUATPAMMBI.

5. B otkpeiBmieMcst meHto BeibeputTe Tun I'merorpamma, O0beMHass nujanHapuyeckas. [Toy-
quTCsl 00BEMHAsI JMarpamMMa ¢ ABYMsI PSiIaMU [IHJIMHIPUYECKUX CTOJOIOB (MTOYTH KaK Ha puc. 5).



[ onsa 3KCNopTHBIX NOLW/TMH B LeHe HedTH
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Puc. 5

6. Halinure u ynanure noanuck ocu «l'obl», Tak Kak OHa UMEET BEPTUKAIBHOE PACIIOJIOKEHHE.
Co3znaiite ropu30HTAIBHYIO MOATUCH «I 0IbI».

7. Y nanure nereHay, oHa Tenepb He HyXKHa.

8. I3MeHwuTe 1IBET PSIIOB TAHHBIX U CTEHOK. Y IaJUTE POMEKYTOUHBIC IMHUH CETKH.

JlaGopatopHas pabora 9
Tabmuunsiii pegakrop MS Excel: koHconunanus ganHbIx
Iesnb paboThI: HAYYUTHCS OCHOBHBIM TEXHOJIOTMYECKHUM ONepalysM KOHCOIUAALUHU JaHHBIX B Ta0-
JIMYHBIX TOKyMEHTAaX.
3aganue 1. OcBoeHNE TeXHOJIOTUU KOHCOIUIAUK JaHHbBIX
Co3paiite 1Be TaOIMIIBI pacyeTa 3apadOTHOM IUIATHI 32 THBAPh U (peBpasib. BhimonHnTe KOHCOMUIA-
LIUIO IaHHBIX U3 JBYX TAOJUI] [10 PACIIOJIOKEHUIO.
TexHonorust padboThl

1. Co3pnaiite HOBBII JOKYMEHT ¢ uMeHeM KoHconuaanusi.

2. llepenmenyiite JIuctl Ha KoHcosa.pacno. (KOHCOTUIANNS MO PACTIONOKEHUIO).

3. Co3paiite Ha nucte KoHcous.pacnoi. Tabnuiy pacuera 3apabOTHOM IUIaThl (3a SIHBAaph), KOTO-
pasi mpuBeieHa Ha puc. 1.

4. Paccumraiite o opmynam 3HaueHus ctonbuos: Hauuciaeno, [logoxoansiii Hajor, Ilencu-
oHHbII pona, O6mmii Hasor, Cymma K Bblj1ave.

5. Beenure Hanx Tabnuiieit 3aroioBok — «3apaboTHas TUIaTa 3a SHBAPhY.
F

A B c o] E G H | J K L M N 0 B Q
MopoxoAHBI Hanor 13%
TMeHCHOHHEI HhoHL 10%

FERTICH N

3apaboTHan nnaTa 3a AHBapb 3apaboTHan nnaTa 3a oeBpank

@amunua Jap. Hapbaeka | Hauncnewno | Nogoxoauwld |Mencnonusii [ Obwmni | Cymma k Damunua 3ap. Hapbaeka | HauucneHo | MNogoxoaHebii | NMencuosneld | O6wmia | Cymma K
nnata Hanor dong Hanor | Beinave nnata Hanor dona Hanor | seinave
Bopobees 3000 400 3400 442 340 782 2618 Bopobeee 3500 300 3800 494 380 874 2926
MeTyxoe 1500 200 1700 221 170 391 1309 MetyxoB 2000 400 2400 312 240 552 1848
CurngeiHa 1800 300 2100 2713 210 483 1617 CunngeiHa 1500 500 2000 260 200 460 1540
Creopuos 2000 300 2300 299 230 529 1771 Creopuos 1800 300 2100 273 210 483 1617
10 MTOro 8300 1200 9500 1235 950 2185 7315 WTOro 8800 1500 10300 1339 1030 2369 7931
11
12 | CyMMa HaYMCNeHHoW 3apnnaThl 3a AHBAPL W heBpans

@ =l o

©

Damunua 3ap. Hapbaeka | Hauncneno | MNogoxoauen |Mencnonnen | Obwmuin | Cymma k
13 nnara Hanor choHpn Hanor | Bbigave
14 |Bopofkes 6500 700 7200 936 720 1656 5544
15 |Metyxoe 3500 600 4100 533 410 943 3157
16 CuHnyeiHa 3300 800 4100 533 410 943 31587
17 |Ckeopupa 3800 500 4400 572 440 1012 3388
18 MTOro 17100 2700 19800 2574 1980 4554 15246
19

Puc. 1

6. CxonupyiiTe CO31aHHYIO TaOIUIly BMECTE C 3arojIOBKOM B APYryl OOIacTh TOTO XKE JIMCTa
(puc. 1).

7. I3MeHuTe 3arojoBoK — «3apaboTHas 1uiata 3a (heBpaiby.

8. 3MenuTe B Tabiuile 3HAYCHUS 3apa0O0THOM IUIATHl M HAJ0ABOK IO CBOEMY YCMOTPEHHIO. BhI-
YHCIIIeMbIC TUYCHKNA aBTOMATUYECKU U3MEHSTCS.

9. Jlns KOHCONMAALUMU YCTAaHOBUTE Kypcop B MEPBYIO siUEHKY o0nacTu, rae OyaeT pacrnosaraTbes
KOHCOJIMIMpOBaHHast Tabnuia, HarpuMmep B stueiiky Al3 (puc. 1).

10. C momompio komauael Jlanubie, Padora ¢ nanubiMu, Koncoanaanus, Koncoauaamusa ot-
Kkpoiite okHO KoHconupanus.

11. YcranoBute ¢pyHKIM0 KoHCOMuaanuu Cymma.



12. Beenure B mosie CchblIKA UMS TIEPBOTO KOHCOJMUAMPYEMOTO JHAIa30Ha, BBIICTUB HA JIMCTE
Ta0JIMITy 3apIUIaThl 3a STHBAph (BMeCTE ¢ (DaMIIIMSIMHU U 3ar0JIOBKAMHU CTOJIOIOB).

13. Haxmute kaonky JJo6aButh. Ha3Banue quama3oHa JOKHO MEepeMECTHThCS B Tojie CHuCoK
AUATIA30HOB.

14. TloBTopuTe AeiicTBUs MyHKTOB 12-13 nis BBOJA CiEAYIOLIEro JMara3oHa KOHCOMUIAIUU —
3apIuiaTel 3a GheBpab.

15. YcranoBure Quiakky MOANUCH BepXHell CTPOKH U 3HAYeHHs JeBOro crojdua. Haxmure
OK

16. IlpocmoTpuTe TabauIly, NOIYYCHHYIO B PE3yJbTaTe BBIMOJIHEHHON KoHconupamuu. Obe mc-
XO/IHBIE TAOJHUIIBI HMEIOT OIMHAKOBYIO CTPYKTYPY — PaBHOE KOJIMYECTBO CTPOK M CTOJIOIOB, HCHTHYHBIC
MOJMUCH CTPOK ((haMUIIHK) U 3aT0JIOBKHU CTOJIOOB. MTOoroBas Tabimiia UMeeT Ty K€ CTPYKTYPY, B UHCIIO-
BBIX SYEHKaX pa3MeIIeHbl CyMMapHBIE JaHHBIE MO JABYM TaOJIHIaM.

17. BeimosHuTE emie pa3 KOHCONHIAIUIO TaOIUI] U B CBOOOJHOW OOJACTH MOCTPONTE TaOJIHIlY

CpeIHEMECSIYHBIX 3apIriar (puc. 2).

A B c D E F G H

CpegHeMecayHan 3apnnarta 3a AHBaps U theBpant

Damunus 3ap. Hapbaeka | Hauncnewno | MogoxogHe |MeHcuonkeid | OGwmin | Cymma k
21 nnata Hanor cpoHg Hanor | Bblgade
22 Bopofises 3250 350 3600 468 360 328 2772
23 Metyxos 1750 300 2050 266.5 205 4715 15785
24 CMHUUEIHE 1650 400 2050 266.5 205 4715 1578.5
25 Crkeopuos 1300 300 2200 286 220 506 1694
26 WTOro 8550 1350 9900 1287 990 2277 7623

27
Puc. 2
18. BoinonHuTe emie pa3 KOHCOJIUAALNIO0 TaOJUll U B CBOOOJHOW 00JACTH MOCTPOiiTe Tabnuily C
MaKCUMaJIbHBIMHU 3HAUCHHUSIMU 3apIUIaThl ¥ HAJA0aBKH, MMOJTYYCHHBIMH COTpYAHUKaMHu (puc. 3).
19. CoxpaHuTe J1OKYMEHT.

A B e D E F G H
28 MakcumManbHbie 3Ha4Y€HWA 3apnnaTbl W HaabaBky 3a AHBapb W theBpanb
Damunun 3ap. Hapnbaeka
29 nnata
30 BopoBees 3500 400
31 Netyxos 2000 400
32 Cunngeiva 1800 500
33 Creopuoe 2000 300
34 uTQro 8800 1500
35

2

=1

Puc. 3
3amanue 2. OcBoeHNE TEXHOJIOTMHA KOHCOIMAAINT JaHHBIX
BrImomHuTEe KOHCONMUIAIUIO JAHHBIX U3 IBYX TaOIUI] IO KATETOPHUSIM.
TexHonorust paboTsl

1. Otkpoiite daitn Koncoauaamusi, CO31aHHBIN B IEPBOM 3a/I1aHUU.

2. Crormmpyiite nmuct KoHcoJ.pacnoi. u nepenMenyiite ero Ha KoHcoJ.karerop. (KoHCOIH/Ia-
[[US TIO KATETOPUSIM).

3. Ynanmure Ha mucte KoHcos.kaTerop. Bce naHHBIE HIDKE NEPBBIX ABYX TaONwIl (3aproiara 3a
SIHBaphb U GeBpalb).

4. Ha mucte KoHcou.kaTerop. BCTaBbTE BO BTOpPYIO Tabmuily (3apruiata 3a (eBpasib) HOBBIN
cronber IIpemus (puc. 4) U 3aNI0JHUTE €0 JAHHBIMU.

5. Jlo6aBbTe cTpoKy ¢ hamuueii JSITJIOB 1 TaHHBIMH JUTS HETo 10 3apruiate (puc. 4).



A B & D E F G H | el K L 1] N [s] P Q R

1 MogoexogHeli Hanor 13%
2 TM&HCHORHBI BoHA 10%
3
4 3apabOoTHAaA NNaTa 3a AHBapk 3apaGoTHasA nnara 3a heepank

[ETI ] 3ap. Hapbaeka | Hayncnewo | MogoxogHen | MeHCHOHHBIM | ODwwi | Cymma K Damunna 3ap. Mpewua | Hanbtaska | Hawwncnewo |MogoxogHen | MeHcnoHHeM | ODwkn | Cymma K
5 nnara Hanor hoHn Hanor | Bbigave nnara Hanor hoHa Hanor | Bbinave
6 Bopofbes 3000 400 3400 442 340 782 2618 Bopadbes 3500 1000 300 4300 624 480 1104 3696
7 | MetyxoE 1500 200 1700 221 170 391 1309 MeTyxoe 2000 800 400 3200 416 320 736 2464
2 CHHHUbIHA 1800 300 2100 273 210 483 1617 CHHMUEIH 1500 500 500 2500 325 250 575 1925
9 CkBOpUOE 2000 300 2300 299 230 529 1771 CKEOPLOE 1800 1100 300 3200 416 320 736 2464
10 MTOro 8300 1200 9500 1235 950 2185 7315 Zatnoe 3000 &00 400 4000 820 400 920 2080
11 WuToro 11800 4000 1900 17700 2301 1770 4071 13629
12 CyMma HayMcneHHOW sapnnaTel 3a RHEapk W eBpans

Damunua 3ap. Mpenus Hapbaeka Hauwcnewo |MogoxoaHsid|MeHcuon| OBwwA [Cymma K

nnara Hanor Hlit Hanor |Beigade

13 hoHa
14 Bopofbes 6500 1000 700 8200 1066 820 1886 6314
15 Metyxoe 3500 800 600 4300 637 430 1127 3773
16 CHHUUBIHG 3300 500 200 4600 598 460 1058 3542
17 Ckeocpuce 3800 1100 600 5500 715 550 1265 4235
18 AAmoe 2000 600 400 4000 820 400 920 2080
19 WUTOrQ 20100 4000 3100 27200 3536 2720 5256 20944]
20
21 CpefdHeMecA4HaA 3apNNaTa 33 AHBApL M heBpant

Damunua 3ap. Mpemus Hapbaeka Hauncneno [MogoxoaHe |MeHcuon| Obwwn | Cymma K

nnara Hanor HIit Hanor | Bbinave
22 thoHa
23 Bopodbee 3250 1000 350 4100 533 410 943 3157
24 MeTyxoe 1750 800 300 2450 3185 245 5635 18865
25 CuHUUBIHA 1650 500 400 2300 299 230 529 1771
26 Crkeopuoe 1900 1100 200 2750 3575 275 6325 21175
27 [0atnoe 3000 600 400 4000 520 400 920 3080
28 [NTOro 10050 4000 1550 13600 1768 1360 3128 10472
Puc. 4

6. McnipaBbTe (hOPMYIIBI C YIETOM CICTAaHHBIX H3MCHCHHIA.

7. IlpoBeauTe KOHCOMUIAIMIO JAHHBIX MO KATErOpUAM U IMOIY4YHTE TaOIUIly CyMMapHOW 3ap-
IUIaThI 3a JBa Mecsina (puc. 4).

8. [IpoBeanTe KOHCOMUAANNIO JAHHBIX MO KAaTETOPHUSAM U MOJIYYUTE TaOIUIly CpeIHEMECSUHOM
3apIuIaThl COTPYIHUKOB (pucC. 4).

3amanue 3. 3aBUCUMOCTH QopMyT
Hccnenyiite rpaduueckoe 0ToOpakeHHe 3aBHCUMOCTEH sTUeeK IPYT OT Jpyra.
TexHonorus paGoThI

1. Otkpoiite nokymeHT Konconupaumus.

2. Iepetinute Ha nuct Koncoa.karerop.

3. YcraHnaBnmBaiiTe Kypcop Ha sSYEHKY B KaXIOM CTOJOIE, HampuMmep, Tabauibl 3apadoTHas
nJjaTa 3a (eBpajb U BbI3bIBaliTE 3aBUCUMOCTU KHONIKaMU Buusiiomme siueiiku 1 3aBucuMBbIe siueiku
(DPopmyJnbl, 3aBucumoctu opmya). [TosBsITCS CTPENKH, yKa3bIBaIOIIHE HA 3aBUCHMOCTH SYCHKH OT
JPYTUX SYEEK U ee BIUSIHUE Ha IpyTue siueiKu.

JlaboparopHuas padota 10
ITporpamma nipesenTaruii MS PowerPoint: cozmanue u 3amyck mpe3eHTamuit
[lenb paboThI: HAYYUTHCSI OCHOBHBIM TEXHOJOTHYECKUM OIEpaIusaM CO3JaHMs U 3alycKka Mpe3eH-
Talni.
3ananue 1. CoznaHue npe3eHTauu 1o madioHy
Co3paiiTe Mpe3eHTaLHUIO M0 CTaHAAPTHOMY IIA0JIOHY.
TexHonorust paboTs!

1. 3amycrure nporpammy Microsoft PowerPoint.

2. Otkpoiite cimcok komana kaonkoi Office.

3. Beibepute komanny Co3natb, YcraHoBjeHHble ma0/aoHbl, Kiaccuuecknii goroannoom,
kHomnka Co31aTh.

4. PaccMoTpuTe cnaiil. B myHKTHpHBIX pamMKax ciaiijja yKa3blBalOTCS MHCTPYKLUU Uil U3MEHe-
HUs cnaioB, HaripuMep: «lllenkHuTe U BBeAUTE NaTy U APYTUE TaHHBIEY.

5. 3amenure ¢pazy «Knaccuueckuit poroanb60m» Ha «/Iukne ;xuBOTHbIE ADPUKIY.

6. BBemuTe naty, cBOIO (haMUIIHIO, MMl M TPYIIITY B APYTYIO 001acTh Ciiaia.

7. VI3menure nepByto ¢otorpaduio Ha TUTYIBHOM CJaije: IEITYKOM Ha HEll BBHI30BUTE KOMAHIY
KOHTEKCTHOr0 MeHIO I3MEeHUTh PUCYHOK. YKaxuTte (aiii ¢ pucyHKOM, BHIOpaB €ro U3 3aroTOBOK B Mall-
ke @oToaab6oM. Ha3zBanus (aiiinoB ucmonb3yiiTe Kak MOAMUCH K U300paKEHUSIM.

8. 3menuTe BTOpOH Crnaii.

9. Ilepeiinute k crnemytonieMy ciaiday. OOpaTuTe BHUMaHUE Ha ykazaHue: «BpiOepure MakeT».
[IlenkHyB Ha claiizie, BRI30BUTE KOMaHIy KOHTEKCTHOr0 MeHI0 MakeTt. Beibepure makeT AJIbOOMHAas ¢
HAIMMUCBIO [T OJTHOTO N300pasKeHHS.

10. BecraBbTe B cnaiin nzo0paxkeHre u3 a000ro ¢aiina yKa3aHHOW BBIIIE MANKH C TTOMOIIBI0 KO-



MaHasl Beraska, MiutocTpaunu, PucyHok.

11. OdopmuTe ocTaBIIMECS CIANTBI.

12. Coxpanute npesenranuio (kHonka Office, Coxpanuth kak, [Ipesentanus PowerPoint 97-
2003). HazoBure daiin doToanboom.

3ananue 2. Pexxumsl paboter B PowerPoint 2007
W3yuaute pesxumbl paboThI O craiimamu B cpene PowerPoint 2007.
TexHonorus padboTsl

1. OTkpoiiTe CO3IaHHYIO B MIPEABIAYIIEM 3alaHuK Npe3eHTanuo ®oroaandom. Halimure B HUX-
HEel Y9acTu OKHA KHOIIKH MePEKITFOYCHUS PEKUMOB PaOOTHI [FEF !

— pexuM OObIYHBII;

— pexxuM COpTHPOBIIMK CJIAH/IOB;

—pexuM [loka3s ciaiiios.

2. BkirrounTe uX M0 O4Yepear W ONMPEISIUTe pasHUIlly B paboTe 3Tux pexumoB. OTBEThTE Ha BO-
rpoc: «J1jist uero Hy’eH KaKIblil pexum?».

3. Ilepeiinute B pexxum OObIYHBIN (KoManna Bua, Pexunmsbl npocmoTpa npe3entanuii, O0bI4-
HBIH WM COOTBETCTBYIOIIAsI KHOTKA MEPEKITIOYCHUS PEKUMOB PaOOTHI).

4. Haitnurte cneBa BKJIAIKU nepekiaoueHus B oonactu Ciaaiiabl u CTpykTypa.

5. Haiigute o6nacts 3ameTku K ciaaiiny. Beenute B 3Ty 0061aCTh KOPOTKHE KOMMEHTapUHU K KaxkK-
JIOMY CIaimy.

6. U3MenuTe MaciiTadbl ciiaiga B OKHE C IMOMOIIbI0 KoMaHAsl Bua, Macmrad, Macmra0.

7. lo6aBbTe HOBBIN ciaii komanaou ['aBuas, Caaiiabl, Co3aaTh caaia.

8. Hanmmure B TekcToBOM ToJie ppa3y «Crnacnubo 3a BHUMAHUEY.

9. IlepeiimuTe B peKUM COPTUPOBINNKA CIIAHIOB.

10. CxonupyiiTe BTOpPOil claii U BCTaBbTE €ro B KoHell. [l 3Toro:

B Ha)KaTHeM MPaBOM KHOIMKHU MBIIIA Ha BTOPOM CJIAif/ie BHI30BUTE KOHTEKCTHOE MEHIO M BBIOEPUTE
komanny Konuposars;

W [IEJKHYB IIPaBOM KHOIKOM MBIIIHU 10 MOCIIEAHEMY ciaiiny, BeiOepute komanay BeraBurs. Ko-
Us1 BTOPOTO claifa 100aBUTHCS MOCIIe HETO.

11. Y anure nocnenHuii ciain.

12. TIpocMoTpuTe mpe3eHTanuo. Mcnonp3yiite kinapuiry FS mms 3amycka Npe3eHTali B pekuMe
IMoka3 caaiigoB. CMeHa ciaifioB OyAeT MPOUCXOJAUTH MOCHE HaKaTws moJib3oBaTeneM kiapuinu Ilpo-
oe.

13. Jlyiss ipOM3BOJIBHOTO MMOKa3a HECKOJIBKHUX BBIOPAHHBIX CIIAMIOB OTKpoHTe OKHO IIpou3BoIbL-
Hb1i noka3 rpynnsl IToka3 caainos, Hauars nokas ciaiiios.

14. Otkpoiite okHO 3aaHNe MPOU3BOJBLHOI0 MOKAa3a C MOMOIIbI0 KHOMKH C031aTh B OTKPHIB-
memcst okHe IIpou3Bo/ILHBIN NTOKAa3.

15. BoibepuTe nepBblii ¥ OCTIEAHUN ClaiAbl, T00aBUB UX B CIUCOK CJaiI0B MPOU3BOJIBHOTO IO-
Kaza.

16. BeiOpaHHBIN 1TOKa3 M0 yMOT4aHHIO Ha3biBaeTcsi IIpon3BoabHblii noka3 1. [Tpu sxenannu u3-
MEHUTE €T0 Ha3BaHHUE U 3aKPONTE OKHO CO3/IaHUs IPOU3BOJIBHOIO IIOKa3a CJIali/I0B.

17. HaxmuTe KHOIKY MPOU3BOJILHOTO MoKa3a. Teneps uMs Ilpon3BoJbHbIi noka3 1 coxpaHeHo
B CIIMCKE NMPOU3BOJIBHBIX MOKA30B, U B JII000M MOMEHT MOYKHO 3aITyCTUTh 3Ty MOCIEI0BATENbHOCTh Cllaii-
TIOB.

3ananue 3. Co3aaHue NMPe3eHTALUH C UCTIONIb30BaHUEM 1a0JI0HOB OPOPMIICHHS
CoznaiiTe npe3eHTauIo C UCIONIb30BaHUEM 11a0JI0Ha OPOPMIICHHUS.
TexHomnorust paboThbI

1. Bemmonuaure komanay kuonku Office, Co3maTs.

2. OTkpoiiTe roToByl0 npe3eHTanuio u3 pasaena lladaonbl rpynnel YceTaHoOBJEHHBIE MIA0J10-
Hbl, 3HakomcTBO ¢ PowerPoint 2007.

3. O3HaKOMBTECh C BO3MOXKHOCTSIMHU Iporpammbl PowerPoint 2007, oTKpbIB MPE3CHTAIMIO B pe-
KUME py4dHOro mpocmoTpa (dbyHKIHoHaIbHas kiaBuma F5). Jlucraiite craiifpl ¢ MOMOIIBIO KIIABHIIN
IIpo6Ge. [IpounTaiiTe TEKCT HA CaiiaX ¥ 0OpaTUTE BHUMAaHWE Ha UX JU3aiH.



4. Bepnutech B pexxuM OOBIYHBIN.

5. 3apaiiTe n1Be pa3HbIe TeMbI ToOYepeIHO KoMaH 101 Ju3aiin, TeMbl.

6. CpaBHUTE CO3/ITaHHYIO MPE3CHTAIUIO C POCMOTPEHHOM paHee.

7. IlonpoOyiiTe W3MEHATHh pa3Hble MapaMeTpbl (OHA CIAiI0B, UCIOIB3YS TaKUE KOMAaHIbI, Kak
JAu3aiin, ®on, Ctuim dona u /Au3zaiin, Tema, [{Bera, a Takxke BoIOMpas mapamMeTpsl B AUAIOTOBOM OK-
He @opmart ¢ona rpynnsl Jdusaiin, ®oH, HanpuUMep:

— 3QJIMBKY CJIaii/1a;

— TEKCTYpY;

— 1BET;

— mpudT U 1Ip.

3ananue 4. Co3nanre HOBOM MPE3EHTALIUU C UCIIOJIb30BAHUEM MAKETOB
Co3zpaiiTe HOBYIO MIPE3EHTALINIO, UCIIOJIb3YsI MAKEThI CJIaliI0B.
TexHonorus paboTsl

1. Tocne 3amycka nporpamMmsl Beioepute u3 Merto kHonku Office komanay Co3znare, IlycTbie n
nocjennue, Hosasi npesentanusi, Co3aarhb.

2. Boibepute Temy i ohopmiieHus mpe3eHranuy (komanaa JIu3zaiin, Tembl).

3. Otkpoiite Habop MakeToB komaHmow [1aBuasi, Caaiiabl, Maker. OOBIYHO, €CJIM HU OJUH U3
MaKeTOB He MOAXOAUT, BbIOUparoT BapuaHT IlycToii ciaiil u caMOCTOSTENBHO CO3/1al0T OOJIACTH IS
pa3MenieHust O0bEKTOB.

4. BoibepuTe 1715 IEpBOTO Cllaiiia npe3eHTanuu MakeT TUTYIbHBIHN ciaiia.

5. BBemuTe B 1OJIE 3aroioBKa cliaiiia TeKCT «ABTOMOOWMIINY, B IIOJIE TO/I3aroJioBKa — (haMUIIHIO,
UMs ¥ y4eOHYIO TPYIIILY.

6. Jlo0aBbTe HOBBIN ciaiig komanaoi I'maBuas, Caaiabl, Co3aaTh ciiam.

7. BeibepuTte Asi BTOPOro claiiia MakeT 3arojioBoK U 00BbEKT, pa3MeTKa KOTOPOTo Mperoiara-
€T BCTAaBKY Pa3HBIX DJIEMEHTOB.

8. BcraBbTe emie Tpu crnaiina.

9. Bo BTOpOM cltaiijie pacIoioKUTe OJIUH U3 PUCYHKOB C MOANKCHIO 13 manku doTorajiiepes.

10. BeraBbTe B TpeTHil ciaiin 00bekT SmartArt (puc. 1).

* KaeanbHaA
YNPaBNAeMOCTb

* CO343H ONA
Byaywero

* HOBbIH
yHWBepcan

Puc. 1
11. Pacmionokute B 4ETBEPTOM Cliaiijie TaOIMIy CTOMMOCTEH MEPEeYMCICHHBIX MOJIENICH aBTOMO-

oweit.
Ha3Banmne CroumMocTsb, pyo.
VVolvo XC90 ot 3 040 000
Volvo S80 ot 2 049 000
Volvo V60 ot 1 984 000

12. OTkpoiiTe TBOMHBIM MICTYKOM HA 3HAYKE TAOJHUIIBI B ITOJIC OOBEKTOB Cllai/1a JHAIOTOBOE OKHO
IS cO3MaHus TaOIuIBL. 3aaiiTe KOMMYECTBO CTONMOIOB U CTPOK (1[BA CTOJOIA U YEThIPE CTPOKH). 3aro-
HUTE STYeUKH JTaHHBIMU.

13. BctaBpTe B NATHIM claiil TUCTOrpaMMy CTOMMOCTH YKa3aHHBIX aBTOMOOWJICH JBOWHBIM
IIETYKOM Ha 3HauKe AuarpamMmbl. B oTKpbIBIIeHcs TabauIle OTKOPPEKTUPYITE JaHHBIE JIsl TOCTPOCHHUS,
UCIIOJIb30BaB Tabmuiy u3 1. 11 (puc. 2).
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Puc. 2
14. CoxpaHuTe npe3eHTalUI0 ¢ UMEHEM ABTOMOOMIIN.
JlabGopaTopHnas pabora 11
[Mporpamma npesentaimii MS PowerPoint: ¢opmarupoBanue ciaiinos
Lesb paboOThI: HAYYUTHCS OCHOBHBIM TEXHOJIOTHYECKUM orepanusiM (opMaTUPOBAaHUS CIAI0B.
3amanue 1. PegaktupoBanue odopmiIeHUs pe3eHTAUN
Cospaiite npe3zenTanuio u3 9 cnaiios. [IpuMeHnTe K HUM paszHble HapaMeTpbl 0POPMIICHHUS.
TexHonorust padboTsl

1. Co3naiite HOBBIH Gailn npezenTanuu. Coxpanute ero, 1aB HazBaHue Ilepudepuiinbie ycTpoii-
CTBA.

2. Ilepetinute B peskuM OObIYHBIIA.

3. lobaBbTe B MPE3CHTAIMIO SIIC OMH CIIAI.

4. PaccmoTpuTe ciaiiipl. O6paTiTe BHUMaHKUE Ha TO, YTO B ciaiax pa3MelleHbl TEKCTOBbIE paM-
KM C HaJITUCSIMH, COJICPKUMOE U 0(hOpMIIEHHE KOTOPBIX MOXXHO MEHATh. Clalpl UMEIOT €MHOE CTHIIE-
Boe odopmileHHE — (OHOBBIN PUCYHOK, MapaMeTphl Mpu@dTa U Mpoure d1eMeHThl. Ha nepBoM, TUTYIb-
HOM claiijie 0o)opMIIEHHE MOKET OTJIMYAThCsl, HO JOHKHO COOTBETCTBOBATh €AUHOMY CTHIIIO. B Kaxkaom
craiiie ecTh 00BEKT — HAAMMUCH IS 3arojioBKa, KOTOPBIN OTIMYAETCs OT APYrHMX OOBEKTOB cilaiina. 3aro-
JIOBOK OIpeJieNsieT Ha3BaHMe ciaiiia B IPe3eHTAlNN.

5. PaccMoTpuTe nepBblif, TUTYIBHBIN claii (Takue ciaaipl pa3auyaroTcsi KOMIBIOTEPOM TakK Ke,
KaK, HallpuMep, cpesia TEKCTOBOTO IpolLieccopa pa3indaeT MepBblid JUCT). TUTYIBHBIX CJIaliJIOB B IIPE3€H-
TaIM1 MOXKET ObITh HECKOJIbKO. OHM MO3BOJISAIOT OTJEIUTh TEMAaTHUECKUE pa3/ielibl B JUIMHHOM Mpe3eHTa-
1uu. JIro60i 00BEKT B cllaii/ile MOKHO BBIIEIUTDH IIETYKOM U U3MEHUTh WIN YAAIUTh. BeraenuTe TekcTo-
BO€ I10JI€ 3ar0JIOBKa U MONPOOYHTE €ro CIIBUHYTh.

6. st oToOpakeHust Ha ciaiiiax aBrosnemMenToB Kosonturys, lata 1 Homep BeimomHUTE KO-
Manny BeraBka, Teker, KonoHTHTY IBI.

7. B otkpeiBimemcs okHe KomonTuryJbl Ha Bkiaake Coaaiin Beioepute Jlaty u Bpemsi (aBT0006-
HOBJIeHHE 1N pukcnposano), Homep caaiina u Hukanii KOJOHTHTY.IL.

8. B mycrom nojie HusKHMIT KOJTOHTHTYJI 3aITUIIATE CBOIO (PaMIIIHAIO, UMS ¥ YICOHYIO TPYITITY.

9. Haxxmurte kHonky IIlpuMeHHTH KO BeeM.

10. Be13oBuTe Ha JIeHTY BKIIaaky OoOpa3sen cjaaiigoB komanaoi Bua, Peskxumbl mpocMoTpa npe-
3enTanuu, Odpasen caaigaoB. Komanasl rpynnsl U3MeHUTh 00pa3en] OTKPHIBAIOT 00JIACTh C BUAAMHU
00pa3moB — 00pa3IoM 3arojIOBKOB (TUTYJIHHBIX CIIAMI0B) U 0Opa3namu ciaiiioB. M3menenue B oopm-
JIHUH cliaiiia o0pasia odecreynT u3MeHeHne o(popMIIEHHUs BCEX CIIAiiI0B Mpe3eHTalllH.

11. Beigenure oOpaser TUTYILHOTO JIUCTA.

12. OTkpoiiTe cnucok 3amoiHUTeNel komanaoi Oopasen ciaaiinoB, Maker oopa3ua, BeraButh
3aN0JIHUTENIb U BEIOCPUTE HYXKHBIN THIT paMKH (HarmpuMmep, pucyHok SmartArt).

13. HlenkHuTe B MOJ€ MaKeTa M PACTSIHUTE paMKy. J|BOMHBIM IIETYKOM BHYTPH paMKH OTKpoOiiTe
BKJIaaKy Dopmar.

14. BeiGepuTe MHCTPYMEHT pHCOBaHHsS (UTYphl — 5-KoHeuHasi 3Be3na — B rpymnmne dopmar,
BceraBka ¢urypsl. Co3gaiite n3oOpakeHue 3Be3/bl U OTPOPMATUPYHUTE €ro. 3amaiTe IBET 3AIMBKH U
no6asbTe B purypy Tekct — «IBl». K Texcty mpumenute gopmatupoBanue OTpakeHHe, HCIOIb30BaB

kHOMKY w3 rpymmnsl @opmat, Ctusmm WordArt (puc. 1).



|
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Puc. 1
15. IlepemectuTe mosrydeHHyIO (GUIypy B MPaBbIii BEpXHUI yroyr 00pasiia TUTYJILHOTO ciaia.

J

16. Y nanure pamxy SmartArt.
17. Ilepemectute aBTodIeMeHTHl KomonTuTys, Jlata 1 HoMep B BepxHIOI 4acTh cllaiia, BbIje-

JIUB UX MTOOYEPETHO MICITIKOM.
18. BcraBpTe ¢oTorpaduio MepcoHATBLHOr0 KommbioTepa u3 manku PowerPoint 2007 (daiin

Kommnbrotepl.jpg) komanmoit BeraBka, Minwocrpanun, PucyHok.

19. [IponopunoHaIbHO U3MEHUTE pa3Mepsl (oTorpaduu, pa3MecTUTE €€ B LEHTPE TUTYIBHOTO

ciaiiia moj; 00J1acThIO [10/13ar0JIOBKA, 3aXBaTUB 3a YIJIOBOI MapKep 00beKTa.
20. 3smeHuTe CTWIIb PUCYHKA, HCMONb30BaB Komanny Popmart, CTuiu pucyHkoB, IPpdeKThl

JAJIS PUCYHKA.
21. U3menute dpopmar oHa.
22. llepeiiaure B pexxuM OObIYHBII. Beiiennre THTYIBHBIHN JTUCT.
23. [lonHuMHTE BBIIIE TEKCTOBYIO PAaMKy 3arojioBKa M I0J[3aroJOBKA; HAIUIIUTE 3aroJIOBOK —

«[lepudepuiinbie ycrpoiictBa». Pazmep mpudTra 3aromoska 60 mr.
24. B o0nactu moA3arojioBKa HaIUIINATE 110A3arojJoBOK «MOHUTOPBI».
25. TlomydueHHBIH 00pasell TUTYJIBHOTO JUCTa (puc. 2) OyaeT HCIONIb30BaThCS TOJIBKO B MEPBOM

cnaiine. Ha Hem Oyayt pasmemarses ¢ororpadus Komnerorepl.jpg, nara, Gamuins ¥ WHHUIKATEL CTY-
JeHTa, HOMep cTpaHullbl. [Ipy HEOOXOIUMOCTH CO3/1aHUSI HOBOTO pasjesna MPe3eHTaluu 3TOT o0pasell

IBI

TDT

MOZKET UCII0JIb30BATHCA ITOBTOPHO.

MNepudepumHble
YCTPOMUCTBA

MoHuUTOpbI

Puc. 2

26. AHanoru4Ho ohopMHUTE TEMEHTHI Ha 00pas3Ie Ul OCTalIbHBIX ci1aiijoB. BectaBbTe B Ofpasen
caaiioB gororpaduio MOJHOIO YKOMIUIEKTOBAaHHOrO KommbioTepa w3 (daitna Kommberorep2.jpg. IIpo-
MOPIIMOHAIEHO U3MEHHUTE (oTorpaduio U mepeMecTuTe B JEBBIH HIKHUN yroi obpasia ciaiiios.

27. Boibepute ¢urypy I'opu3oHTaNBHBIIN CBUTOK, OTKPHIB Habop ¢uryp komanmoii BeraBka,

Nnmoctpauun, @urypsl, 3Be3/1bl U JeHThI. J[00aBbTe €€ B HHKHIOIO YacTh ClIaiija mocepeIuHe.
28. JloGaBbTe Ha co3manHylo purypy Haanuchk «MHDOpMaTHKa» B OAHY CTPOKY C MOMOIIBIO KO-

MaH1bl U3MEHUTh TEeKCT KOHTEKCTHOIO MEHI0. Haluch BEIPOBHSNTE MO LIEHTPY.
29. smeHnTe mpu HEOOXOIUMOCTH Pa3Mephl CO3IaHHOW (PUTYpHI Tak, YTOOBI HAJAMUCH MTOMEIIa-

J1aCh BHYTPH HEe.



30. U3menuTe 3anuBKy (GuUrypsbl, mpudt, pasMep ¥ HadyepTaHUE HAAMUCU C TIOMOIIBI0 KOMaH]IbI
®opMmat pUrypbl KOHTEKCTHOTO MEHIO.

31. 3menute ¢oH oOpasma Tak, 4T0O0BI OH OTIMYAJICS OT MPEKHET0, HO XOPOIIo coderancs ¢ (o-
HOM THUTYJIBHOTO JIMCTA.

32. 3akpoiite obpazer cnaiinoB komanaoi Bua, Pesxkumbl mpocMmoTpa npe3entanuu, O0bIYHbII
U IPOCMOTPUTE BUJ N3MEHEHHOH MpEe3eHTaLUH.

33. B pe3ynbraTe BBITOTHEHUS 3aaHus | TOJDKHBI MOTYYUTHCS 1Ba oOpasia: o0pasel TUTYIbHO-
ro jucra u o0pasell ciai10B, KOTOpbI OyAeT MCIOJIb30BaThCs JUIsl CO3aHMs CIaiioB 2-9 npe3eHTaluu.
B kaxjom HOBOM ciaiific aBTOMaTHYeCKH OyayT pasmenieHsl: Gotorpadus Kommnbrorep2.jpg, duryps B
BUJI€ JIEHTBI ¢ Haanuceio BHYTpu «MHbopMaTkay, nara, paMuiIusg U UMs CTyJEHTa, IPYIIa, a TakxkKe
HOMEp CTPaHUIIBI.

34. JloGaBbTE ceMb cllaiiIoB. Y OeIUTeCh, YTO BCE CO3/IaHHBIE Ha oOpasiie (Ciaii 2) 3JIeMEHTHI B
HUX IPUCYTCTBYIOT (pHC. 3).

O6pa3sel, 3aronoBKa

* Obpasel TeKkcTa

— BTopoi ypoBeHb

* TpeTuii ypoBeHb
— YeTBepTblit ypOBEHD
» MNaTbiiypoBeHs| (|

;E//l' |

f [ |

Puc. 3

35. 3anaiite a3 peKThl aHUMAIMK AJIS COAEP>)KUMOTO CllaiiioB B pexkume Obpasen caaiiaos. s
n3zobpaxenust Kommbiotepl.Jpg Ha oOpasiie THTyIbHOrO jucta HacTponTte 3ddekr HuTh xomanmoi
Anumanus, Aunmanusi, Hacrpoiika anumanuu, [JodaButs 3¢g¢dexr, Bxoa, [Apyrue 3¢ dexrsl,
Caoxuble, HuTh; /Uil TOPU30HTAIBHOIO CBUTKA HacTpoute 3pdext anumauuu Bxoa, ZKamwosu. [Ipu
J€MOHCTpAllUK Mpe3eHTallM aHUMaMoOHHbIN 3 dext FKaaro3m Oyaer oToOpakaThCsi Ha BCEX cClaiiaax
co 2-ro o 9-i.

36. Ha tutynpHOM crnaiife Bbenute nzobOpaxenne Kommbrorepl.Jpg M BBIMOJHUTE KOMaHIY
Anumanms, Hacrpoiika anumanuu, Havaso, C npeasigymmm.

37. AHanoru4Hble JeHCTBUS BBIITOJHUTE U1 TOPU30HTAIBLHOIO CBUTKA HA BTOPOM CIIalIe.

38. Coxpanwure pe3ynbraTsl padboTsl B Qaiine [lepudepuiinbie yeTpoiicTsa.

39. [IpocMoTpUTE MPE3EHTALIMIO C TIOMOLIbIO (PYHKIMOHAIBHOM KiIaBuiy FS5.

3ananue 2. MadopMalimoHHOE HAIOJTHCHHE MTPE3SHTAIINH
HanosHnTe crnaiipl Npe3eHTalny COIEpKaHUEM.
TexHonorust paboTsl

1. OtkpoiiTe co3aHHyI0 B MpeabIayIeM 3aJaHuy npe3enTaiuio Ilepudgepuiinbie yerpoiicTsa.

2. Tlepeiinute k pexxumy O0bruHbIi (Bua, Pexxnmbl mpocmorpa npesentanuu, OObIYHbBIN WIH
COOTBETCTBYIOIIAsi KHOIKA MEPEKITIOUEHUS PEKUMOB PabOTHI).

3. PasmectrTe moovepeIHO B cliaiiiax Mpe3eHTAMA O0BEKTHI H TEKCThI, YKa3aHHBIC HIKE.

Caaiig 2

4. Beeaute B mosie 3aroioBka ciioBo «Ctpykrypay (puc. 4).



CTpyKTypa

MNepudepuitHeie
YCTPOICTES

[ T T 1

YcTpoicTea
obmeHa (mexay
KOMNBIOTE pamu)

BHEWHssR YcTpolicTea YcTpolicTea
namaTe e8043 ELIB0A3

B
i " 7 -
LLE
Puc. 4

5.B cnaiine pasmectute cxemy «llepudepuiinpie ycTpoiicTBa», BBIOpaB HY)KHBIE 3arOTOBKH
SmartArt komanaoit BeraBka, Mitocrpanun, SmartArt, Uepapxus, Uepapxus.

6. Ha 3aroToBke cXeMbl YAaJIUTE BCE OOBEKTHI TPETHETO UEPAPXUIECKOTO YPOBHSI.

7. Beinenute nepByto GUrypy cieBa BTOpOro HEPApXU4YeCKOro ypOBHS.

8. Jlob6aBbTe cieBa OT Hee emie ABE (PUTyphl C MOMOUIbI0 KOMaH/Ibl KOHTEKCTHOTO MeHio Jlofa-
BUTH Qurypy, lodaBurts ¢urypy ao.

9. Brenute B KOXAYI0 QUTYPY COOTBETCTBYIOIINIA TEKCT.

10. M3menute Bce GUryphl cXeMbl Ha OareTHyro pamky. Jis 5TOro, BBIIEIUB MX MPHU HaKaTOH
kiaapuim Shift, HaXKMUTE IPaBOY KHOIIKOW MBIIIU HAa OJHON U3 QUTYp M B KOHTEKCTHOM MEHIO BBITIOJIHH-
Te komanny U3mennts ¢purypy, OcnoBubie ¢purypsl, barernasi pamka.

11. I3mMeHuTE LBET JMHUMN, 3AJIMBKY U JPYTUE TTapaMETPHI.

Caaiig 3

12. Beeaute TeKCT 3arojioBka: «OCHOBHbBIE XapaKTEPUCTUKHU MePHUPEPUITHBIX YCTPOHCTBY (pHC. 5).

13. Ilpu pa3paboTke NaHHOTO claiiia 1menkHuTe Ha cioBe TekeT ciaiiia B MyHKTUPHOM paMKe.
[lepeiinuTe ¢ mMOMOIIBbIO KOMaHAbl KOHTEKCTHOrO MeHI0 Mapkepsbl, Cniucok k okHy CiMcoK, B KOTOPOM
KHOMKOW PucyHOK OTKpoiiTe Habophl rpaduuecKux MapKepoB U BbIOEPUTE COOTBETCTBYIOLIMM yKa3zaH-
HOMY Ha o0pasIie.

14. Beeaure TIOCIIE/I0BATENBHO TEKCT KaMIOT0 yHKTA CIHCKA.

OCHOBHbI€ XapaKTePUCTUKK

nepudepunitHbiX YyCTPOMCTB

Q EMKOCTb HaKOMUTENA Ha KECTKUX MAarHUTHbIX
JMUCKax.

Q [lapameTpbl BUAEOCUCTEM.

Q Hannuuve n tun PasnAnNYHbIX 4O0NONHUTEIbHbBIX
yCTpOﬁCTB BBOAa-BbiBOAaA.

Q CocTaB M XapaKTEPUCTUKM MPOrPaMmMHOro
obecneyeHus, BUA onepaunoHHON CUCTEMBI.
"

“§

| .
H' f 4 él
Caaiin 4

15. BBeauTe 3aroioBok «YCTpoicTBa BeIBOIa» (puc. 6).
16. BcraBpTe B cnaiij ompeneieHHE YCTPOWCTBA BBIBOAA, a Takke MX Ha3BaHHUS («MOHHUTODY,

«[Tpunrep», «InHaMUKN»), UCIIOIB30BAB 1eMEHTH Habopa @urypsl u3 rpynnsl BeraBka, Uiiocrpa-
HH.

Puc.5

17. 3menure pa3mep 1 UBET HAANUCU BHYTPH PAMKH, IBET JIMHUHN U 3JIMBKY JUIS PaMKHU.



Samns, wwa u yHebas pynna

YcTpoiicTea BbiBOAA

MpeobpasytoT 4BOUYHDbIN KOA K BUAY,

Hugpopmamuxa

Puc. 6
Caaiig 5
18. BeeauTe 3arooBok «MOHUTOPBD) (pHUC. 7).
19. BeraBbTe B ciaiij onpeseneHne MOHITOpa B PaMKe.
20. VI3MeHuTe napaMeTpbl paMKU: LBET JIUHUN, 00bEM, TEHb U IP.

@amuniR, WA u y4eBHzA EYNnE

MoHuTOpBbI

Morumop (monitor)— ycTpoiicTBo
A3yasibHOro 0TOBpakeHUs MHPOPM:
3, TabauL, PUCYHKOB, 4

' 111 5 Ungpopmamuxa

Puc. 7
Caaiig 6
21. BeanTe 3arojoBOK «XapakTepUCTHKH MOHUTOPOBY (pHc. 8).
22. Vcnonp3yiiTe nukrorpaMMmy Tadauumsl B 3aroToBke ciaiia uiu komanay Berapka, Tadauna
IIpU pa3paboTKe ITOro claijaa.
23. VI3MeHuTe BET U pa3Mep LIANKH TaOIUIbL.

DIMUNMA, WMA ¥ yHEGHAA Pyna

.XapaKTepMCTM KN MOHUTOPOB
HassaHue

m (oT

" I E Ungpopmamuxa

Puc. 8

Canaiin 7
24. Beeaute Hazanue «JIT-moHuTOPE (pHC. 9).



25. BcraBpTe B cnaiinq Teker o OJIT-monutopax, a Takxke ¢otorpadpuro u3 daiina DJIT-
MOHHTOP.]PQ.

AN, WA ¥ yHEGHER TYINE

S/IT-MOHUTOPBI

aHblue 601bLIMHCTBO MOHUTOPOB
CKOHCTPYMpOBaHbl Ha H6ase
POHHO-/1y4esol mpy6ku (3/1T),
X paboTbl aHasorMYeH

OTbl KCTAPOro»

Uncpopmamuxa

Puc. 9
Caaiig 8
26. Beenure nazsanue «KK-mouutops» (puc. 10).
27. BcraBbTe B Ciaiij] onpeieneHue KHUJIKAX KpUCTALIOB (B paMKy) u ¢ororpaduio u3 ¢aiiia
JKK-mouuTOp.jpg.
28. Tekcrt cnaiina 3aMeHUTE O0Jiee KOPOTKUM, HO OoJiee KPYITHBIM.

AN, WA ¥ yHEGHER TYINE

KK-MmoHUTOPpBI

Kue Kpucmanssi — 310 0coboe cocToAHMe
X OpraHNuYecKkymx BELLECTB, B KOTOPOM OHM
HOT TEKYUECTBIO W CBOMCTBOM 06pa30BblBaTh
eHHbIe CTPYKTYpbI, nogobHble

M. Kugkue Kpuctanabl  MOTYT
CTPYKTYpYy M CBETOOMTUYECKME
LeNCTBMEM  3NeKTPUYECKOTO

HUugpopmamuxa

Puc. 10
Caaiin 9
29. Beenute Ha3Banue «CpaBHUTENbHBIC XapaKTepuUCTUKU» (puc. 11).
30. 3anaiiTe pa3mMeTKy U1 ciaiiia — MapKUPOBAHHBIN CIIHCOK.
31. Cpaenaute XKK- 1 DJIT-MOHUTOPBHI.

Puc. 11



32. C noMoIIpIo KJIaBUIIK FS mpoCcMOTpUTE BHIIOIHEHHYIO MTPE3CHTAIHUIO.
33. CoxpaHuTe U3MEHEHHUS B IOKYMEHTE.
3ananue 3. AHUMAIHS 3JIEMEHTOB CIIAiI0B
Hacrpoiite annmaruo 00beKTOB CIIaliIOB U CMEHBI CJIaliI0B.
TexHomorus paboThI

1. Otkpoiite daiin [lepudepuiinbie ycrpoicTBa.

2. Iepetiqute B pexum OObIYHBIN TSI cO3aHus 2PPEKTOB aHUMAIINH OTACTbHBIX 00BEKTOB HIIH
B peskuM COpTHPOBUIMK CJAAWAOB [T 33JaHUS aHUMAIUH TIEPEXO0B K CISAYIOUIEeMY CIaly.

3. Beigenure oObekT/craii.

4. HactpoiiTe mapaMeTpbl aHUMAIIMX C TTIOMOIIBIO KoMaHAbl AHUManusi, HacTpoiika anumamnum.

5. B otkpsiBuIeiics o0nacTu 3afady HaXKMUTE KHONKY Jlo6aBUTH 3¢ dexT, onpenennre BUI aHU-
Manuu Bxoa win Beixoa u BeiOepuTE KOHKPETHBIN 3D (DEKT.

6. HacTtpoiiTe nmpe3eHTaluio B COOTBETCTBUM C Taod. 1.

7. Jlns Bcex BBIOpaHHBIX OOBEKTOB MOOYEPETHO BHINOTHUTE KoMaHAy AHumaums, Hacrpoiika
anumanuu, Hauano, [Tocse mpeasiayuiero.

8. [IpocmoTtpuTe BhIOpaHHBIE 3P (HEKTHI AHUMAITMH C ITOMOIIIBI0 KHONIKH [IpocmoTp.

Ecin anuMupyeTcsi rpynmoBoil 00bEKT, Takoi kak SmartArt, To Ha BKJIAJKe MOSBISIOTCS KHOIKH
JUIS BBIOOpA MOCIIeIOBATENLHOCTA aHUMAITHH.

9. CaMOCTOSATEIPHO YCTAHOBUTE JUISI COACPKUMOTO JPYTUX CJIAiI0OB HACTPOWKH aHWMAIUH, a
TaKXe 3BYKOBBIE dP(HEKTHI.

10. [IpocMoTpUTE N3MEHEHUS B TIPE3CHTAIINU.

11. CoxpaHuTe Npe3eHTALHUIO.

Tabnuna 1

Caaiin | O0bexT dddexT ITepexouarens | 3Byk
U3 caaijga CKOPOCTH

1 3aromnoBok 1, Bxon/Bruier Ouensb OBICTPO. ATUIOIUCMEHTEI,
«Ilepudepuiinbie Hampasnenue — HEIIPEPLIBHO
yCTpoiicTBa» CBEpXY clieBa
IToxzarosnoBok Bxon/Pa3septeiBanue | beictpo bapaban, He-
«MOHHTOPBDY IIPEPBIBHO
3aronoBok 1, Brixon/Yacosast Cpenne. Konuue- | brnacrep, He-
«Ilepudepuiiabie | cTpenka CTBO CEKTOPOB — | IIPEPHIBHO
yCTpOiCTBa» 4

2 3aroJioBok 1, Bxoxn/Koneco 0,6¢ Bypst oBaruid,
«CTpyKTypay HENPEPBIBHO
CxeMa Bxon/Koneco Cpenne Komokoabuuku,

HENPEPBIBHO
3arosioBok 1, [Iyts nepememienusi/ | Cpenne Mouera, Hemnpe-
«CTpyKTypa» B Buze cepana PBIBHO
JlaboparopHast pabora 12

HGJ'IB pa6OTI)IZ HAaY4YUTBCA OCHOBHBIM TCXHOJOTHYCCKUM OIICpalvsaM OpraHu3alllii HaBUT'allUU I10

ciaigaM.

CO3,Z[8.I>1T€ HUTOTOBBIM CIaM IJIsI YIIpaBJICHHUA MMOCICAOBATCIEHOCTBIO TPOCMOTpPA MPE3CHTANU.

6. B neBoit vactu ocHOBHOTO OKHa ¢ BKJIagkamMu CTpyktypa u Chaaiiabl nepeiute Ha BKIAAKY

[Mporpamma mnipezenTanuii MS PowerPoint: HaBuraius 1o ciaiiiam

3amanune 1. HaBuramug mo ciaiigam

TexHomorust paboThI
1. Otkpoiite panee coznannyo npezenranuio Ilepudgepuiinbie ycrpoiicTsa.

2. Bemmonaute komauay Bua, Pexxumbl npocMoTpa npe3eHTanuu, O0bIYHBIIA.
3. [epeiinuTe kK mocnenHeMy cnaiimy 9.
4. Otkpoiite meHi0 MakeToB ciaiiaa (IaBuas, Cnaiiael, Co3aath ciaiin).

5. Beibepute MakeT ciaiina, KOTOPbIA UCTIONB30BANICS IS CO3JaHUs claiiioB 2-9.




Crpykrypa.
7. Onpenenure, Kakue HIMEHHO 3ar0JIOBKU HY>KHO BCTaBUTh B CIAN]] C COJEPKAHUEM.

8. Ilepetimute Ha Bianky Caaiiabl. M3 kaxaoro ciaiiga cKOMUPYHTE 3arojoBOK, KOTOPBIA Tpe-
OyeTcst 700aBUTH B OTJIaBJICHUE, U BCTaBbTE B HOBBIM ClIali]] B TOM MOPSAKE, B KOTOPOM CIIaifIbl CIAEAYIOT
B MIPE3CHTAIUH.

9. BeinenuTe nepBblii 3JIEMEHT CO3/1aHHOTO CIHCKA 3aT0JIOBKOB B OTJIABJICHHH.

10. Otkpoiite amamoroBoe okHO BeraBka rumepccbliku komaHoi BeraBka, Cesasu, ['umep-
CCBLIKA.

11. lenkuute Ha BapuaHTe Tekymiasi mamka M crpaBa HaXXMUTE KHOIKY 3akJiajgka, KOTopas
OTKpoeT OKHO BbIOOp MecTa B JokyMeHTe. BbiOepuTe U3 criucka TOT ClIaif]l, KOTOPBIA OyJIeT CBS3aH C
MEPBLIM ITYHKTOM OTJIaBJICHUSI.

12. CBsxuTe BTOPOIl MYHKT OTJIaBJICHMSI THUIEPCCHUIIKON ¢ COOTBETCTBYIOIIUM CIANHAOM APYTrUM
CIIOCO0OM:

B BBIJICJIMNTE BTOPOIl 3JIEMEHT CO3[JaHHOT'O CIIMCKA 3ar0JI0OBKOB B OIJIABJICHUH;

m oTKpoiiTe okHO HacTpoiika aeiicTBus ¢ momMoibio koMansl BeraBka, CBsazu, [lelicTBue,;

B YCTaHOBHUTE INepeKitouaress JdeiicTBre mo meuky MblM B nojoxxenue IlepeiiTu mo runep-
CCBLIKH;

m B crucke BoiOepute CJialig ¥ B OTKPBIBIIEMCS CIIMCKE BBIICTUTE TOT CJIAii]], C KOTOPHIM OyneT
CBSI3aH MMYHKT OTJIABJICHUS.

13. CBsxuTe TUIEPCChUIKAMU OCTalIbHBIE IMYHKTHI OTJIABJICHUS B ClIaii/ie-OrJIaBI€HUU C COOTBET-
CTBYIOIIMMH CJIaiiJaMH JIFOOBIM M3 ONMCAHHBIX BBIIIE CIIOCO00B (puc. 1).

OrnasneHue

* [NepudbepuiHble YCTPONCTEa

CTpykTypa

(OCHOBHbIE XaPAKTEPUCTUKU NepUGEPUNHBIX YCTDOUCTS
* YcTpowWcTsa 8b1s00a

* MoHutopsl

¢ XapaxkTEePUCTUKM MOHUTOPOS

* 3JIT-MOHUTODDI

e HK-MmOHUTODSI
* CpasHUTENbHbIE XapaKTEPUCTUEM

-

L E |

Puc. 1
3amanue 2. JlobaBneHne yrpaBiIsONIX KHOITOK
Coznaiite 1 OTOpMATHPYUTE PSIT YIPABISIOMUX KHOIOK.
TexHonorust paboTsl

1. Otkpoiite panee co3nanHyto npezentanuio Ilepudepuiinbie ycrpoiicTpa.

2. Ilepetinute Kk 0Opasuy cnaiigoB komanaoii Bua, Pesxkumbl npocMoTpa npe3entaumii, O6pa-
3ell CJIAl/I0B.

3. BeiGepute obpaser; BToporo ciaija.

4. OTkpoiiTe Ha0Op YHPABISAIOMIMX KHOMOK KoMaHmoi BceraBka, Wamoctpanuun, ®urypsi,
Yupasisiouue KHONKH.

5. BriGepute KHONIKY TIepexoa K MPeAbIyIeMY CIIaiy.

6. B obmactu cnaiiga mpu HakaToil KHOMKE MBIIIM PACTSHUTE YKa3aTenb (B BUAC «ILIIOCa») JI0
TpeOyemMoro pazMepa WiH MIEIKHUTE B HY’)KHOM MeCTe BEIOpaHHOTO claiija.

7. B otkpsiBiiemMcs okHe HacTpoiika neiictBust Ha Bkiajake I1o meq4Kky MbIIIM yCTaHOBUTE II€-
pekmouarens B nonoxkeHue IlepeiiTu mo runepcecbliku, BeiOepute u3 cnricka [peabiaymmii caaiig u




Haxwmute kHonky OK. B pe3ynbTare momyunTcs: KHOIKA Epexo/ia K MPeIbIIyleMy caanmy.

8. OTdopmaTupyiitTe CO3AaHHYIO KHOIKY, OTKPbIB OKHO KOMAaHJOM KOHTEKCTHOro MeHw. Odop-
MHUTE ocTaBlMecs ciaiasl @opmat Gurypsl (MOXHO BHIOMpAaTh KOMaHIbl M3MEHEHHS (UTYpbl Ha
BkIagKke Mopmar).

9. JloGaBbTe B Ciaii TaKUM k€ 00pa30M KHOIKU IEepexo/ia B HA4ajo MPEe3eHTAIlUH, B KOHEIl Tpe-
3€HTAlMU U K CIEIYIOLEMY CIIaily.

10. BeiGepute oOpaserl mepBoro cianaa.

11. loGaBbTe B cliaii] KHOIIKY Iepexojia B KOHEL IPE3eHTALUU U K CJIETYIOIIEMY Clany.

12. Ilepeiinute B peskuM OOBIYHBI.

13. O6parure BHUMaHHE HA TO, YTO HA BCEX Clalgax JOJKHA MPHUCYTCTBOBATh MaHEIb YIPaB-
JSIOIIMX KHOMOK U cnaiin «OriaBieHney, 00eceYrBaronnil epexo/] K pa3HbIM CllaiiiaM Ipe3eHTaIHH.

14. TIpocMoTpHTE NMPE3CHTAINIO C TOMOIIBIO KHOTIKH F5.

JlaboparopHast pabora 13
ITporpamma npesenTarnmii MS PowerPoint: gremoHcTparius mpe3eHTaum
Lens paboThl: HAYYUTHCS OCHOBHBIM TE€XHOJOTUYECKUM OIEPAIUsIM IEMOHCTPAIIMH MPE3EHTAIUH.
3anmanue 1. Hactpoiika 3ppexToB nepexoaoB ciaiiioB

Hacrpoiite Bu3yanbHbie U 3BYKOBBIE 3()(DEKTHI COIPOBOKIACHUS TIEPEXOIOB CIARA0B (MX MOSIBIIE-

HUE ¥ 3aMEHY JIPYTUM CIIalJIOM).
TexHonorus paboTsl

1. OtkpoiiTe co3nanuslii panee ¢aiin npezentanuu [lepudepuiinbie yecrpoiicTsa.

2. BriOepute BTOpOi ClIaiii.

3. [lepeiinute B pexum O0bIyHbIN 1 COPTHPOBIIUK CJAA/I0B.

4. BeiOepuTe cxeMy mepexoia K ciaiay (HaruibiB, MpOpe3aHHe, paCTBOPEHHUE, TOSBICHUE CBEp-
Xy/CHU3Y U T. 1.) B rpynie Auumanusi, Ilepexoa k 3Tomy ciaiay iaeHtsl. OnpeneneHHblil BApHaHT Te-
pexoaa MOXKHO 3aJaTh JUJIsl OJHOTO WJIHM cpa3y JUlsl HECKOJIbKUX BBIJICTICHHBIX CIIaiJI0B.

5. 3ajaiiTe cxeMbl Iepexoa JUIsi OCTABIIUXCS CIANIOB.

6. CoxpaHuTe Mpe3eHTAIHIO.

3ananue 2. YcTaHOBKA MMapaMeTpoB IEMOHCTPAIUU PE3eHTALUN
VYcraHoBuTe He0OXOUMbIE TAPAMETPhI AEMOHCTPALIUN IPE3EHTALINH.
TexHonorus paboTsl

1. OTtkpoiiTe co3gannyo panee npezenranuio [epudepuiinbie ycrpoiicTsa.

2. OTkpoiite nuanoroBoe okHo Hacrpoiika npedentamum xomannoi Iloka3 caaiinos, Ha-
crpoiika, HacTpoiika 1eMOHCTpPALIMH.

3. 3amaiiTe mapameTphl MoKa3a: claifibl — Bce, CMEHa claiiioB — Bpy4Hylo, aaiee — OK.

4. CoxpaHuTe MPE3eHTAHIO.

5. IIpocMoTpuTe cnaiipl Mpe3eHTalluu, BBI3BAB PEKUM TOKa3a GyHKIIMOHATBHON KIaBuiien F5.

6. [lepexonuTe OT OJJHOTO Cllaiia K IPyromy ¢ moMomnsio kiaasumu [Ipoedest uin merdyxoM KHO-
KOU MBIIIIH.

7. IlomeHsiiTe HaCTPOIKY MMOKa3a Ha aBTOMAaTUYECKUH.

8. 3amaiiTe BpeMsi CMEHBI ciaiia (B ceKkyHaax) komanaoi Auumanus, [lepexoa k aTtomy ciaaiiny,
ABTOMATHYECKH.

9. IlpoBeuTe XpOHOMETpaXK NMPE3EHTALMHU, OTKpBIB NaHeab Penernuus komanaoi Iloka3 caaii-
noB, HacTpoiika BpeMeHH.

10. OGparuTe BHIMaHKUE Ha JACHCTBHE CUETYMKA BPEMEHH: MPU Mepexojie K CICAYIOIEMY Claay
OH cOpachIBaeTCsl U HAUMHAET OTCYUTHIBATh BPEMsI MIOKa3a CJAEAYIOIIEro cliaia.

11. TlonpoOyiite ncmoas3oBaTh KHONKY Ilay3a u Juis mepepsiBa B IOKas3e.

12. M3mepbTe BpeMs MOKasza ciaiaoB kHomkoi [MoBTOpUTH >, IpeaHa3sHAYCHHOMN JJIs MPOBE/C-
HUS HOBOT'O XPOHOMETPAXKA.

13. 3menuTe BpeMsi CMEHBI HY)KHBIX CIIAiI0B.

14. TlonTBepauTe WM OTMEHHUTE PE3YIbTaThl aBTOMATHYECKOIO XPOHOMETpaka B OKHE, IMOsB-
JISFOIEMCS BCIIE]T 3a MOCIEAHUM CIIaiIoM MOCIIE M0Ka3a MPE3eHTaluN Ha SKPaHe.

15. [epeitnure B peskuM COPTHPOBUIMK CJIAWT0OB 1 YOSTUTECH, UTO CIIEBA MO KAXKIBIM CIali0oM



oToOpaXkaroTcst 3aMepeHHbIE HHTEPBAJIbI BPEMEHU.
16. Brritaute u3 pexuma [loka3s ciaaiigoB ¢ MOMOIIBIO KOMaH Ibl KOHTEKCTHOT'O MEHIO claiaa 3a-
BepPLIMTH MOKA3 ¢JIaiA0B WK Kiasuimu Esc.
3ananue 3. PucoBanue B rpoliiecce AeMOHCTpallMy IPEe3eHTAlUN
Hayuurecs 1006aBIATH B Cl1aii]] IOMETKH B PEXUME JEMOHCTPAIUU IPE3CHTAIHH.
TexHonorus paboTsl

1. Otkpotite daiin npesenranun Ilepudepuiinbie ycrpoiicTa.

2. 3anycture npeseHranuio B pexxume [lokas ciaaiinos.

3. BeiOepuTe B KOHTEKCTHOM MEHIO Cllaiiia KoMaHay Yka3arteiab, Pyuka (win, Hanpumep, YKa-
3aTelib, Daomacrep, Bolaeienue).

4. BeigenuTe B claiific BRIOpaHHBIA OOBEKT.

5. U3menwute nBeT pyvku (KOMaHIa KOHTEKCTHOTO MeHIO YKa3arTeib, L{BeT uepHun).

6. 3akoOHUMTE PHCOBAaHME HA CIIaN]Ie.

JlaGopaTopHas padora 14
I'moGanbHas cerb MHTEpHET: ouck uHopmanuu B IHTepHeTe
[{enb paboOThI: HAYYHUTHCS OCHOBHBIM TEXHOJOTHYECKHM OINEpalusaM rnoucka uHpopmanuu B Un-
TEpHETEe CPelICTBaMU MporpaMmbI-Opay3epa Internet Explorer.
3aganue 1
3HaKOMCTBO C OCHOBHBIMHU HacTpoKaMu Opaysepa.
TexHonorus paboTs

1. JIns o3HaKOMJICHHUS C ITYHKTaMH MEHIO Opaysepa:

m 3anyctute Opaysep |E B aBToHOMHOM pexume (He BbIXozs B MIHTEpHET, T. €. He yCTaHaBIUBas
CBSI3b C MPOBAAEPOM), LIEIKHYB [0 COOTBETCTBYIOIIEMY 3HauUKy Ha pabo4yeM CToJjie, a 3aTEM BbIIIOJIHUB
komaHy @aiis, PaboraTh aBTOHOMHO;

B [IPOCMOTPUTE Ha3BaHUS COAEPIaHUS MYHKTOB U MOAIMYHKTOB MEHIO, a TaK)KE€ HAa3HAYEHUS KHO-
MOK Ha MaHeNIu YNpaBJICHUs Ui JIydlleld opueHTauuu B (YHKLHAX, BBITOJHSAEMBIX Opay3zepoM. YacTb
bynkuii cranaaptHa it WIiNndows-npuiiokeHuii, 4acthb crenuduyHa ajisi Opaysepa.

2. J1s u3MeHeHus pa3MepoB OKHa Opaysepa:

B pacKkpoiTe OKHO Opay3epa BO Bech 3KkpaH. Jlyig 3Toro BhimosHUTE KoMaH1y Bua, Bo Bech 3k-
paH;

B BEPHUTECH K MPEXKHEMY pa3Mepy 3KkpaHa. [ 3TOro HieNKHUTE M0 KHONKe = BocecTaHOBUTH Ha
MIAHEJIM NHCTPYMEHTOB B BEPXHEW 4acTU OKHa.

3. yis HAacTpO¥KM JOMaITHEH CTpaHMIIBI Opay3epa:

m BoinosiHUTE KoManAy Cepsuc, CBoiicTBa 0003peBareis;

B OTKpoOiiTe BKIaaAKy O0uue;

m B OokHe J/loMalIHssl CTPaHULA B aJ[peCHOM IOJI€ YCTaHOBHUTE HAYAIbHYIO CTpaHUIly 0030pa
about.blank. [ns storo Beimonuute komanay Ilycras. [Togo0Has HAcTpoiiKa BBIMOIHIETCS B TOM CITy-
yae, Korja MpH KaxJIoM Bxojie B IHTepHeT BbI BBoquTe pazHbie aapeca Web-crpanun. Eciu xe BbI pery-
JISIPHO 3aXO0UTE Ha oaHY U Ty ke Web-cTpanuny npu kaxmoit 3arpyske |E, To Bam Ha10 B apecHOM I10-
JIe yKa3aTh TOJIKO aJpec 3TOM CTPAHUIIBL.

4. J1na HacTpoiiku sneMenTa Bpemennsble aiinbl UHTEepHeTA:

m Ha Bkiajake O0mue menkaute no kHonke [lapamerpsl (Mcropus npocmoTpa). B nosiBuBmem-
Csl OKHE MMPOCMOTPUTE O0BEM JIMCKOBOT'O IIPOCTPAHCTBA, BBIACISIEMOro o1 BpeMeHHbIe (aitinbl. Koneuno,
yeM OOJIbIIIe 3TOr0 MPOCTPAHCTBA, TEM JIyUIle JJIs IOJIb30BaTelNsl, HO 3TO 3aBUCUT OT CBOOOJHOIO MecTa
Ha BamieM jaucke. OObIYHO pa3mep 3TuX (¢ailioB ycTaHaBIMBaloT B mpenenax 1-2 % ot oObema gucka.
Ecnu BBI 3aTpyaHseTech BHIOpaTh HY)KHBIH 00BEM CaMOCTOSITEIbHO, TO JIy4llle OCTaBUTh HACTPOHKHU 1O
YMOJTYaHHUIO;

m B okHe JKypHaa ycraHoBute uucio 20, T. €. aapec 000t otkpeiBaeMoid Bamu Web-ctpanutibt
OyneT XpaHUThCs B kypHaie 20 nHel;

m HaxxMuTe Ha kHONKy OK.

5. J1y1st HACTPOMKH LIBETOB TUIIEPCCHUIOK:

m Ha BrIagke O01mme menkauTe mo kaonke IlBera;



N B IIOSIBUBIIEMCS OKHE HACTPOWTE LIBET POCMOTPEHHBIX CChUIOK. [IJIs 3TOr0 OTKIIIOUNTE KOMaH-
ny Ucnoab3oBaTh nBera, ycranoBiaennsie B Windows. Il{enkHuTe O COOTBETCTBYIOMIEMY IIBETHOMY
PSIMOYTOJIBHUKY, B TIOSIBUBLIEMCSI OKHE IIEIKHHUTE 110 MOHPABUBIIEMYCS LBETY (JKEJIaTeIbHO BHIOMPATH
TEMHbIE 1IBETa — OHU JIy4llle BUJHBI HAa SKpaHe) U IeNKHUTe 10 KHonke OK;

N aHAJIOTMYHO HACTPOMTE LIBET IPOCMOTPEHHBIX CCHUIOK U CCBUIOK, HA KOTOPHIE HABOJUTCS YyKa-
3aresib MK, [Ipu 3TOM *KenaTenbHo, 4TOOBI IBETA OTINYAIHCE.

6. 1t HacTpoiiku Bxiiaaku IIporpaMmbl:

m oTkpoiite Bkiaaky Ilporpammsl,

B [IPOCMOTPUTE, COOTBETCTBYIOT JIM IPOrPaMMBbI JIJIs1 AJIEKTPOHHOMN IOYTHI U IPYII HOBOCTEH TEM
IporpamMMmam, KOTOpbl€ Bbl OyAMTE MCIIOJB30BaTh. Eciu nporpaMmbl HE COOTBETCTBYIOT, TO YCTAHOBUTE
nporpammy Outlook Express.

7. 1t HacTpoiiku BKIaAKK JL0NMOJHUTENBHO:

B OTKpOiTe BKIAAKY JlONOJHUTENBHO;

B [IPOCMOTpUTE MYHKT MeHI0O MyabTuMenaua. Eciu y Bac «ObicTpash» cBs3b (MOAEM CO CKOPO-
CTBIO Tepenaun uHpopmauuu He HKe 28 800 OHuT/C), TO peKOMEHAYETCSI YCTaHOBHUTH (DIaKKU BO BCEX
nATH nyHKTax. Ecin y Bac «MezieHHas» CBsA3b, TO JIydlle Bce 3TU (Ppraxkku yopaTh, TaK KaK CTPAHULIBI B
3TOM cilydae OyayT 3arpykarbcsi OueHb MeJJIeHHO. OcTanbHble HACTPOMKH Ha 3TOW BKJIAJKE MOXKHO Me-
HSTh, €CJIM Bbl OTYETIMBO IOHUMAETE, K UeMY 3TO NPUBEJIET;

m 3akpoiite okHO CBOMCTBO 0003peBaTeis.

3amanue 2
Otkpseitue Web-ctpanuil u padbota ¢ HOMCKOBBIMU CHCTEMaMH.
TexHonorus paGoTel

1. s otkpeitust Web-cTpanuiibl TOUCKOBOM cucteMbl Rambler:

B YCTaHOBUTE CBS3b C BAIIUM IIPOBAIEPOM;

m oTKpoiiTe nporpammy IE;

W B aJIpECHOM TI0Jie Opay3epa BBeauTe WWW.rambler.ru;

m HaxxmuTe KinaBuinry Enter. Uepes HekoTopoe Bpemsi Ha kpane mosiutrcs Web-crpanuia toit
ITOMCKOBOW CHUCTEMBI.

2. ]l coxpaHeHus ajpeca TOUCKoOBoW cucteMbl Rambler B manke ¢ nmenem Pycckosi3brunbie
NMONCKOBbIE CHCTEMBI:

m BeinoaHUTe KoMany M30pannoe, lo6aBuTth nanky B «36panHoey,

W 1IeTIKHUATE 10 KHOoke Co31aTh NaNKy,

W BBEIMTE MM MAanKu Pycckosi3bIYHbIE MOUCKOBBIE CHCTEMBI U MENKHNATE 10 KHotke OK;

3. UToOBl ¢ MOMOUIBI0 TEMATUYECKOTO MOWCKAa HAWTH MHPOPMALUIO, HEOOXOAWMO BBIIOJHUTH
CIEeAYIONIUE NEeHCTBUSA:

W Ha CTapTOBOM CTpaHMIIE TIOMCKOBOM cucteMbl Rambler B mepeuHe TeMaTuk MIETKHHUTE IO CChLI-
ke busHec;

B HaliIuTe HHTEPECHYIO OM3HEC-HOBOCTH M LIEJIKHUTE 110 HEH (Ha CChUIKE);

B 03HAKOMbBTECH C COJIEPKaHUEM CTPAHUIIBI;

B BEPHUTECH HA CTAPTOBYIO CTPAHMILY, LIENKHYB JIBa pa3a 1o kHonke Ha3ax.

4. JInst COCTaBJICHUS W BBITIOJIHEHHSI CII0KHOTO 3arpoca B MOMCKOBoM cucteme Rambler:

m Ha cTapToBoii cTpanuie Rambler menkuuTe mo runepccbuike Eme, Momomp,

B [IPOCMOTPUTE BapUaHThI MOCTPOCHHUS CJIOKHBIX MOMCKOBBIX 3aIIPOCOB;

B BEPHUTECH HA CTAPTOBYIO CTPAaHMILY, LIENKHYB 1o kHonke Ha3an;

B B sfUeiiKy U1 IOMCKOBOro 00Opasa BBeamTe ciaemyromuii 3ampoc: $Russian:(Cryaenuyeckue
KOH(pepeHunN) & (MEHEIKMEHT | MAPKETHHT);

m menxkaute no kgonke Iouck;

B OTKPOMTE OJHY U3 NOSIBUBLIMXCS B PE3YyJIbTaTe IOMCKA CCHUIKY U IPOCMOTPUTE €€ CONEPIKAHNUE.

5. Inst cocTaBiIeHHs M BBITIOJIHEHUSI CIIOXKHOTO 3aMpoca B OMCKOBOIT cucteme Yandex:

m otkpoiite Web-ctpanuiy pycckos3pIYHOM TMOMCKOBOW cucTeMbl Yandex c¢ aapecom
www.yandex.ru;

W Ul [EepeXo/ia K CTPAHMIE C ONMKMCAHWEM IOUCKOBOTO SI3bIKa CUCTEMBI YandeX IIeTKHUTE 110



ccpuike PacmmpenHsblil mouck. Ha oTKphIBLICHCS CTpaHUIE IIEIKHUTE 10 cChulke DopMaJIbHOE OIH-
caHme,

B 03HAKOMBTECH C CHHTAaKCHUCOM f3bIKa 3aIpPOCOB;

W BEpPHUTECh Ha CTApTOBYIO cTpaHMIy Yandex, menkHyB 1Ba pasa no kHonke Ha3zan;

B B SUCHKY IS MOMCKOBOTrO 0Opasa BBeauTe cienyromuii 3anpoc: $Title:(Ctyaenyeckas KoH-
(depennus) & (komnbloTEpHI | rpaduka);

m 1ienkHuTe 1o kHonke Iouck;

B OTKPOMTE OJHY U3 NOSIBUBLIMXCS B PE3YJIbTATE IIOMCKA CCBUIKY U IIPOCMOTPUTE €€ COAEPIKAHUE;

m 3aKpoiiTe Opaysep.

3aganue 3
Pabora Opay3epa ¢ Web-crpanunamu B pexxume 0Off-line.
TexHonorust paboTbl

1. 1ns otkpeiTUs iporpammbl |E B pexume Off-line:

m oTkpoiiTe nporpammy lE;

B OTKpPOMTE MYHKT MEeHIO DaiiJ;

B LIEJIKHUTE 10 IyHKTY ABTOHOMHAasi pa0doTa.

2. s otkpeiTus U npocmotpa Web-ctpanui, Ha KOTOpbie BbI 3aXOJIWJIM CETrOJHS, BBITOJIHUTE
CIIENYIOIIUE NEHCTBHUSA:

N Ha [aHeJIu UHCTPYMEHTOB IIEJIKHUTE M0 KHonke ZKypHaJ;

B B OTKPBIBLIEMCSI OKHE LICJIKHUTE 110 nanke Ceromus,

B B OTKPBIBIIEMCSI [IEPEYHE MaNoK OTKPO#Te manky Yandex;

B OTKPOWTE OAHY U3 CCHUIOK M IIPOCMOTPUTE €€, IPU ITOM Bbl MOXKETE IIEPEXOAUTH 110 TEM CChLI-
KaM, KOTOpBIE BbI HCII0JIb30BAJIN;

W 3aKpOMTE KypHaI;

W /i1 OTMEHBI peXUMa aBTOHOMHOW paOoThl Opay3epa BbINOIHUTE KoMaHy daii, ABTOHOMHAasi
pabora.

IMpumeuanue. Eciu ol oTkpeiBanu Web-ctpanuibl He cerojs, a paHee, TO HaJ0 U OTKPHIBAThH
3TOT ACHb B KypHAJIE.

3ananue 4
Cranpaprtaeie Bo3MoxunocT Windows-npuiokeHuii B Opaysepe.
TexHonorust paboTsl

1. Coxpanute napopmanuio ¢ Web-crpanuipr o mouckoBom si3bike Rambler B Bune texcroBoro
(aiina B manike Mou 1okymeHThl. [[js1 3TOTO:

B YCTaHOBUTE NMOAKI0YeHNE K IHTEepHeTY;

m oTKpoiiTe nporpammy IE;

W B aJpecHOM ToJie Opay3epa BBeaure WWw.rambler.ru;

m Haxxmute KinaBuiry Enter. Uepes HekoTopoe Bpems Ha 3kpane mosButcs Web-crpanuia stoit
IIOMCKOBOW CHUCTEMBI;

W OTKPOWTE Ha CTAPTOBOM CTpaHUIle MOMCKOBOM cuctemsl Rambler cepuiky IMomomp,

B OTKpPOMTE MYHKT MeHIO Daill;

m 0TKpoiiTe MyHKT COXPAHUTH KaK;

m B nnosic Umsa gaiina seenure ums, HanpuMmep IoMCKOBbBIN A3BIK;

m B nnosic Tun ¢aiina Bei6epure Daiij Tekcra,

m BeIOepuTe nanky Mou A0KYMEHTHI, TJe OyJeT XpaHuTbes (hail;

W [IETKHUTE 10 KHOMIKE COXPaHMTh.

2. Beyrenute yacTh TekcToBOM MH(popMmanuu Ha Web-cTpanuiie u coxpaHute ee B Bujie (aiina B
TekcToBoM mporeccope Word. [{ist sToro:

m BbIeNUTE a03all, MOCBSIICHHBIH MOUCKOBBIM cjoBaM (TpH 3TOM BBl HaxoautTech Ha \Web-
CTpaHMIIE OMMCAHMs TOUCKOBOTO sA3bIKa cucTteMbl Rambler);

m cxomnupyiite ero B Oydep oomeHa;

m oTkpoiite mporpammy WOrd ogHuM U3 H3BECTHBIX CIIOCOOOB;

m cxonupyiite nHpopmanuio u3 6ypepa oOMeHa B HOBBII TJOKYMEHT;



B coxpaHuTe 3Ty HH(popMaIuio B manke Mou ToKyMeHTHI Kak ¢aitn Word, 3a1aB emy ums, Ha-
npumep IlonckoBble €10BAa;

m 3akpoiite nporpammy Word.

3. Coxpanute pucyHok ¢ Web-crpanuiisl B Buae JPG-paiina B manke Mou 10KyMeHTbI. J[jist 5T0-
ro:

B B a/ipecHoe moJie Opaysepa BBenuTe WWw.aanet.ru;

m HaxmuTe kiaBumy Enter. Uepes HekoTopoe Bpems Ha skpaHe nosiButcs Web-crpanuna CaHKT-
[TeTepOyprckoro yHuBEpCUTETa a3POKOCMHYECKOT0 IPUOOPOCTPOCHHUS;

W IICJIKHUTE 110 CChUIKE Y HUBEPCHUTET;

B I[IEJKHUTE 1O cchbuike PoTorpadumn;

m BeIOCpUTE MOHPABUBIIYIOCS BaM (OTOTpaduIo U MIETKHUTE IO HEel MPaBOil KHOIIKOM MBIIIH;

m BoiOepuTe nyHKT COXpaAHUTH PUCYHOK KAaK;

W 3a/1aiiTe uMs pucyHky, Hanpumep I'YAII,

m tun (aiina Beroepure JPG;

m BeIOepuTe nmanky Mou A0KYMEHTBI, Ky/la IOMECTUTE PUCYHOK;

B LIEJIKHUTE 110 KHONIKE COXpaHMTh;

W 3aKpoiite Opay3ep.

4. ITpocMOTpuUTE CO3/IaHHBIE BAMU TEKCTOBBIE (haiiibl. J{js 3TOro!

B OTKpoiTe nanky Mou J10KYMeHTHI,

m menkHuTe no aiiny IouckoBblii si3bik. B okHe mporpaMMbl BJIOKHOT (M0 yMOJI4aHUIO Ha-
CTPOCHHBIN Ha MPOCMOTP U PEJAKTHPOBAHNE TEKCTOBBIX (DAIIIOB) MPOCMOTPHUTE COXPAHEHHYIO BaMH TECK-
croByio uapopmanuio ¢ Web-crpanuiip;

m 3aKpoiite nporpamMmy bBJ10KHOT;

m nienkHuTe mo Qaiiny IlouckoBbie caoBa. JToT ¢aiii oTkpoercs B okHe mporpammbr Word.
IIpocMoTpuTe 3TOT Qaili;

m 3akpoiite nporpammy Word.

5. [IpocmoTtpuTe co3aanHbIi Bamu rpadudeckuit daiin. s sToro:

m B nnanike Mou 10KyMeHThI 1eikHuTe 1o ¢aitny ['YAII;

B IPOCMOTPUTE PUCYHOK;

IIpumeuanue. [To ymonyanuio B KadecTBe NMPOrpaMMbl IPOCMOTPA PUCYHKOB, KaK IPaBUIIO, yC-
TaHoBJIeHa nporpamma Paint. Eciu y Bac 3Toii mporpaMmsbl HET, PUCYHOK MOKHO MPOCMOTPETH U3 JIF000-
ro rpadguyecKoro peaakTopa.

W 33aKpoiTe rpapuuecKuil peraKkTop.

6. Haiinute cmoBo @MHAHCHI HA CTAPTOBOM CTpaHHUIIE MOMCKOBO#M crctembl Rambler. J{is storo:

m oTKpoiiTe nporpammy IE;

W B aJpecHOM ToJe Opay3epa BBeauTe WWw.rambler.ru;

m HaxMuTe KHOmKy Enter. Yepe3 HekoTopoe Bpems Ha 3kpaHe mosiButcs Web-cTpanuiia 3Toit
IIOMCKOBOW CHUCTEMBI;

m B nyHkTe IlpaBka BeiOepute noanyHkt HaiTu Ha 3T0ii cTpaHuIe;

W B [10JI€ /111 BBOJA BBEIUTE CII0BO PUHAHCHI;

m menkauTe o kHonke Haiitu u nanee. CioBo @UHAHCHI HAa CTpaHUIle OyAeT BBIACIICHO, 3a-
nanHas uHdopmaius Ha Web-ctpanuiie HaiiieHa;

W 3aKpoiite Opay3ep.

JIaGoparopHas pabota 15
['moGanbHas ceth IHTEpHET: MepechuIKa MUCEM IO SJIEKTPOHHOM MoUTe
U TIPOCMOTP TeJIEKOH(DEpEeHIHit
Llenb pabOThI: HAYYUTHCS OCHOBHBIM TEXHOJIOTUYECKUM OIEpalisM MEPEChUIKH MHUCEM IO 3JIEK-
TPOHHOM TIOYTE M IPOCMOTPY TelieKoH(pepeHunii cpeacTBamu mporpammbl Outlook Express.
3agadue 1
Ilepecpuika mucem 1o 3J1€KTPOHHOU MOYTE.
TexHomorus padoThI
1. JIng co3naHus v OTIIPaBKH NMUChMa caMoMy ceoe:



m oTKpoiite nporpammy Outlook Express;

m HieaKauTe no kHonke Co3aarTh co00IeHue,;

m B nnosie Komy BBeuTe Ball aapec 3J1€KTPOHHOU ITOYTHI;

m B nnosie Tema BBenute IlpoBepka cBsA3M,;

m B noJie nucbma Hanumute IIpoBepka NpoxoxkaeHus NOYTHI;

B YCTaHOBUTE MOJKI04YeHUe ¢ VIHTepHeTOM;

B OTIIPaBbTE COOOIICHHUE, IETKHYB MO0 KHONIKE OTHPABUTh.

2. J171s1 mosryueHust CBOEro COOOLIEHUS U €ro IPOCMOTpa:

W [ICJIKHUTE 110 MyHKTY Bxoasimme B okHe nmporpammbl Outlook Express;

B LIEJKHUTE 10 KHOonKe /locTaBUTh mo4Ty. B OkHe JUIsl BXOASALIMX MUCEM JIOJIKHO MOSIBUTHCS
Balll€ MMCHMO;

B [IPOCMOTPUTE MOJYyYECHHOE NTUCHMO, ILENKHYB 110 HeMy. Eciu menkHyTh o n1cbMy J1Ba pasa, To
OHO OTKPOETCSI B HOBOM OKHE.

3. s 3anMcu B aipecHY0 KHUTY aJipeca 3JIEKTPOHHOM MOYThI Ballero aboHeHTa:

B OTKpPOUTE aJpECHYI0 KHUTY, LIEIKHYB 10 KHONKE AJpecHasi KHUI'Aa Ha [aHEIU WHCTPYMEHTOB
WK BbINOJIHUB KoMaHy CepBuc, AipecHasi KHUIa,

m 1ienkHuTe 1o kHonke Co3aath aapec;

B BBE/IUTE B COOTBETCTBYIOLIME MOJIS UM, OTYECTBO U (haMUIIUIO BAILIETO aJpecara;

m B nosie Bua 3anummre TO, Kak BBl Oyaere oOpamarbes K aapecary (B ctpoke K KOMY), Ha-
npumep, K CEPT'EIO UBAHOBY;

B B [10Jie AJpec 3JIeKTPOHHOM IOYThI BBEIUTE COOTBETCTBYIOUIUN aapeC IEKTPOHHOU IOYTHI
(mammpumep, ggg@peterlink.ru).

B HICTKHATE 10 KHOTKe /{00aBuTh, a 3aTtem mo kHomke OK;

W 3aKpOMTE aPECHYIO KHHUTY.

4. JInst co3gaHust COOOIICHUS BalieMy aOOHEHTY:

m 1ieaKHATE 110 KHonke Co3aaTh cool1enue;

B [ISJIKHUTE 110 MUKTOTpaMMe MrMcbMa cripaBa oT ciioBa KOMY (BeiOop mostydaresneii u3 Cnucka);

B B [OSBUBIIEMCS OKHE BBIIEIUTE CTPOKY C HYKHBIM BaM aJpecaroM M LICJIKHHUTE IO KHOIKE
Komy (cooOrieHre MOKHO HAIpaBUThL HECKOJIBKUM ajjpecatam), a 3ateM 1o kaomnke OK;

m B nnosie Tema BBeauTe coobiienue IlpoBepka cBsi3m,;

m B rioje ais uHdopmanuu HabepuTe HeOOJbIIOE COOOIEHNE C IPOChOON MOATBEPAUTH MPUEM
COOOIIEeHNS, TOCJIaB OTBETHOE MHCHMO.

5. lns mpucoeMHEHUs K MUCbMY rpaduueckoro ¢aiina:

m cozjaiite (B rpaduueckoM pemakTope Paint wmu B 1000M ApyroM rpaduueckoM perakTope)
HeOOoIb1I0N TpadudecKuil (aiis, HampuUMep BECEITYIO POXKUILY;

B [IPUCOETUHHUTE CO3/1aHHBIN rpaduueckuil ¢aill k coOOIIEeHHIO C MOMOIIbI0 KHONKH Ckpenka
WJIY BBIMOJHUB KoMaHay BeraBka, Bioxkenue ¢aiiia;

B OTIIPaBbTE COOOIIECHUE, IIETKHYB M0 KHONKE OTHPABUTh.

6. Iy mpreMa OTBETHOTO COOOIIEHUS OT Balllero abOHEHTA:

B yepe3 HEKOTOPOE BpeMsl MPOCMOTPHUTE MPUHATOE COOOIIeHHE B Manke Bxoasmue, Ha)kaB KHOMI-
Ky JlocTaBUTH NOYTY;

m 3akpoiite nporpammy Outlook Express.

3ananue 2
[TpocmoTp TenexkoHpepeHunit.
TexHonorust paboTsl

1. JIng oTKpBITUS TPYII HOBOCTEH:

m otkpoiite mporpammy Outlook Express (MHTepHET 10KEH OBITH TOIKIIOUEH);

m BbInoJHUTE KoMaHay MHcTpyMenTsl, I'pynnel HOBOCTel — Ha dKpaHe OTKpoercs okHO I'pyn-
112 HOBOCTEI,

B yepe3 HECKOJIBKO CEKYH]I B OKHE IOSIBUTCSI CIIMCOK TPYIIIT HOBOCTEH, TOCTYIIHBIX BaM Ha CEpBe-
pe Bailero nposaiiiepa.

2. BeiOepuTte Tpymibsl HOBOCTEH, collepKalliue B Ha3BaHUM ci1oBo Internet, nis yero B none Ilo-



Ka3aTh I'PyNNbl HOBOCTeH, coaep:xkamme Beenute Internet, u torna B okue I'pynnsl HOBocTel oS-
BATCS IPYIIIbI, B HA3BaHUU KOTOPBIX IIPUCYTCTBYET clloBo INnternet.

3. lyis mpocMOTpa OJTHOM U3 TPy HOBOCTEH:

m B crkcke rpymnn Beibepute rpymimy fido7.ru.internet u menkuute mo kuonke IlepeiiTu. B okue
nporpammbel Outlook EXpress mosiBUTCs CIMCOK COOOIIEHHIA, MOCTAHHBIX YYaCTHUKAMH ATOH TPYIIBI Ha
JIEKTPOHHYIO JOCKY OOBSABICHUMN TPYIIIIbI;

B BBIJICTTUTE Ha3BaHUE 3aWHTEPECOBABILIETO BAaC COOOIIEHUS, U B HWKHEM OKHE mporpamMmel Out-
look EXpress Bbl yBHAHTE TEKCT STOTO COOOMICHUSI.

Ipumeyanue. Eciy 1BaXx /bl MEIKHYTH MO0 HA3BaHUIO COOOIIEHHMS, TO 3TO COOOIIEHUE OTKPOCTCS
B OTJIEJILHOE OKHO.

4. Jlns Toro, 4ToObI OANMCATHCS Ha rpymmy HoBocteit fido7.ru.internet:

B OTKpOWTE NyHKT MeHI0O MHCTPYMEHTHI;

m BeIOepuTe MyHKT ['pynnbl HOBOCTeH — Ha SKpaHe MOSIBUTCS CIIMCOK TPYI HOBOCTEH;

m B nose IMoka3aTh rpynmbl HOBOCTeil, comep:kamme Beeaute fido7.ru.internet, u B okue
I'pynnsl HoBOCTE# NOSBUTCSA 9Ta TPYIIA;

m 1enkHuTe 1o kHonke Hoanuearsest WM JBaXK/bI MIEIKHUTE [0 HA3BAHUIO I'PYIIIBI HOBOCTEH U
BbI OyzieTe MOJNMCAaHbl Ha 3Ty TPYMILy. DTO 3HAYUT, YTO Bbl OYAETE PEryJIpHO MOJydyaTh HH(OPMALIKIO
U3 3TOM rpymnnsl, a Ha BkiIaake IloanucanHbie rpynnbl Oy/eT yKa3aHO Ha3BaHHE TOJBKO 3TOM IpyIIIb,
T. €. €€ HE HY)KHO OYyJIeT UCKaTh CPEIM BCEX TPYIIIL;

B JUIs OTKa3a OT MOJMHUCKY LIEJIKHUTE 10 KHOMKe OTHHCeaThesl WM JIBAX/Ibl MIEIKHUTE O MOJ-
MMHCAHHOM TPYIIIIE.

5. Jlns mpocMoTpa TenekoH(epeHIuii ¢ cepsepa o aapecy Www.relcom.ru:

m OoTKpo¥Te nporpammy IE;

m otkpoiite Web-cTpanuiy o aapecy Www.relcom.ru;

B Ha OTKPBIBIIENCS CTPAHMIIE MIEIKHUATE 110 CChIIKE oCTyn K TeleKOH(pepeH I usIM;

B Ha OTKpBIBLIEHCS CTPaHUIE IIENKHUTE MO cchlike Mepapxuyeckuil ciucok TejaeKOH(pepeH-
{7178

W Ha OTKPBIBILCHCS CTPAHUIIC IeTKHUTE TT0 cchuike fido7;

W Ha OTKPBIBILICHCS CTPAaHUIIE MIENKHUTE 10 ccbuike fido7.r...;

W Ha OTKpBIBIIEiics cTpaHuie mieiakHuTe no cceuike fido7.ru.internet. OTkpoercst OKHO Mpo-
rpammbl Outlook EXpress, u Bbl cMOXeTe IPOCMOTPETh COIEPIKaHKIE ITOM TeIeKOH(EPEHITUH.

JlaGopatopHas pabota 16
I'mobGanbHas cerb UuTepHeT: coznanne HTML-noxkymenToB

[lenp paOoOTHI: HAYYHUTHCS OCHOBHBIM TEXHOJOIMUECKUM ormepauusm co3nanus HTML-

JOKYMEHTOB CpEJICTBaMH TEKCTOBOTO mporeccopa Word.
3anganue 1

CoznaiiTe TUYHYIO OCHOBHYIO CTpaHMIly. BcTaBbTe B JOKYMEHT «OErymiyro CTpoKy», rpadude-

CKUIl 0OBEKT M TMIEPCCHUIKY Ha CYIIECTBYIOIMI TEKCTOBBIN (aii.
TexHonorust paboTsl

1. Co3naiiTe TMYHYIO0 OCHOBHYIO CTpaHuLly. JlJist 3Toro:

m oTKpoiite nporpammy Word;

B OTKpPOMTE IMYHKT MEHIO DailJ;

B OTKpoiiTe myHKT MeHI0 Co31aTh;

m oTKpoiite BKiaaky Web-cTpanunsr,

m BhiienuTe 3Ha4oKk Mactep Web-crpanun u menkuaute no kHonke OK;

m BeIOepuTe MyHKT JINUHAsA OCHOBHAS CTPAHMIA U IIETIKHUTE 1o KHomKke [laJiee;

m BeIOEpUTE JH000H CTUIIB U3 IPEJIOKEHHBIX U IEJIKHUTE 110 KHonke ["oToBo.

2. IIpocMOTpHTE MONYYEHHYIO CTPAHHUILy M BBEAUTE B HEE HEOOXOAMMYIO HH(POPMAIIHIO, 3aMEHUB
JTaHHBIC mabaoHa. J{st aToro:

m BMecTo BeraBbTe 3arosioBok Hanuimute Most nepBast Web-crpanuna;

B BMECTO 10/13ar0JI0BKa BCTaBbTE CBOIO (PaMMIIUIO, UMs. OTYECTBO;

m B pazznene CBeneHusi 0 padore coTpuTe CTpOKM BBenwrTe TeKCT M BMECTO HMX BBEAMTE WUH-



(bopmaTuBHBIEC JAHHBIE;

W €CJIM BBl YUUTECh, 3aMEHUTE Bech pasjies CBenenus o padore nudopmaiuein 00 yueOHOM 3aBe-
neHuu. B aTom citydae BbaenuTe HazBaHue runepccbulku CBeieHHs1 0 padoTe B OIVIaBJICHUU U HAITUILIU-
Te CBeleHus 00 yueoe;

N aHAJIOTHYHO yJIAJINB HEHYKHbIE, BBEJUTE HOBBIC ITyHKTHI B pa3zeic MoM KOHTAKTHI.

3. BcTaBbTe B 1OKyMEHT Oeryiyto cTpoky. [ns storo:

B BCTaBbTE MYCTYIO CTPOKY MEX/Y 3ar0JIOBKOM U I10/13ar0JIOBKOM CTPAHHUIIBI (TIOABES Kypcop K
KOHIy 3aroJIOBKa M HaXkaB KiaBumy Enter);

B OTKpOWTE MYHKT MeHIO BeTraBKa;

m BeIOepuTe NyHKT Berymas crpoka;

B HACTpO#TE mapaMeTpsl «Oerymen CTpokm» 1 menkHuTe mo kaonke OK.

4. JTnst TOro, 4ToObl BCTAaBUTh HA CTPAHUILY I'papruecKuil 0ObEKT, BBINOIHUTE CIEIyIOIUe 1eHCT-
BUS:

B BCTaBbTE IYCTYIO CTPOKY MOCJE MO3ar0J0BKA CTPAHUIIbI;

B OTKpOWTE MYHKT MEeHIO BeTraBka;

m BbIOepuTe myHKT Pucynok u nanee nu6o Kaprunku, mu6o U3 gaiina (B 3aBUCUMOCTH OT TOTO,
YTO BBl XOTHTE BCTABJIATh — PUCYHOK M3 KOJUIEKIMU rporpammbl Word wiu uMeroruecs y Bac rpadude-
ckue Qaitbl);

B BCTaBHTE HA ITyCTOE MECTO CTPOKH BBIOPAHHBIN BaMU rpad)udecKuii OOBHEKT.

5. JIns1 Toro, 4To0bl BCTaBUTh HA CTPAHMILY TUIIEPCCBUIKY Ha (aii:

B YCTaHOBUTE Kypcop Ha TekcTe BeraBbTe runepecbuiky B mopasaene Cnucok runepecbuiok;

B COTpHUTE TeKCT BeTaBbTe rumepechlIKy, OCTaBUB Kypcop B 3TOH CTpOKE;

B BBINOJIHUTE KOMaHAy BeraBka, 'mnepccblika;

® Ul BBIOOpa MMEHU (hailia, Ha KOTOPbI MOYKHO MEPEeXOIUTh 10 THIIEPCChUIKE, MIETKHUTE 110
kHomke O0630p psanom c nojieM CBazath ¢ Paitaom/URL,;

W BeIOEpUTE CO3/1aHHBIN paHee BaMU TEKCTOBBIN (ailn u menkaute no kHonke OK;

B [IPOBEPHTE PabOTy TUIIEPCCHUIKH, MICTKHYB 10 HEW, — Ha 9KpaHe JOJDKEH OTKPHITHCS TEKCT Ba-
mrero gaiina;

W 33aKpoiiTe 3TOT (paii.

6. Ucnone3ys marepuansl KpaTkoii cnipaBkm, co3aaiite runepcchliiky Jlara cozganms, ykasbl-
Balolllyto Ha cjoBa /laTa co3qaHus B KOHLIE CTPAHUIIBI.

[Tpocmotpute co3nannblii Bamu HTML-1okymeHT, BoinonHuB komanny ®aiia, Ipocmorp Web-
crpanuubl. HTML-nokymeHnt rotos! Jlanee BbI MOXeETe yK€ CAMOCTOSTEIBHO €ro yKpaiarb U HU3Me-
HSTh, U 1aXKe TOMECTUTH Ha OIMH U3 CEPBEPOB, /1€ MOJ] TAKHE CTPAHMILIbI BBIIEISIIOT MECTO.

2.3.7. MeToauka opranu3anu padoTsl B MaJbIX IPyNax

Pabota B ManbIxX rpymmax — 3TO OJHA U3 CaMbIX MOMYJISIPHBIX CTPATETHii, TaK KaK OHa JIaeT BCEM
oOyuaromumcs (B TOM YUCIIE€ U CTECHUTENbHBIM) BO3MOXKHOCTh Y4acTBOBaTh B paboTe, MPaKTUKOBATh Ha-
BBIKH COTPYAHHUYECTBA, MEKINYHOCTHOTO OOIIeHHs (B YACTHOCTH, YMEHUE aKTHBHO CIyIIaTh, BhIpada-
ThIBaTh 00Illee MHEHME, pa3peliaTh BOZHUKAIOUINE pa3Horiacus). Bece 310 yacTo ObIBaeT HEBO3MOXKHO B
OonbIIoM KoyiekTuBe. [Ipu opranmsanuu rpynmoBod paloThl, clieAyeT oOpaiiaTh BHUMaHWE Ha Clie-
Oyrome ee acnekTbl. HyHo yOeauThes, 9To yJammecs: 001a1aloT 3HaHUSIMU U YMEHHUSIMU, HE00X01H-
MBIMH JUTSI BRITIOTHEHUS TPYIIIOBOTO 3a1aHusi. HexBaTka 3HaHUN OYeHb CKOPO JacT O cebe 3HaTh - yya-
1IMecst He CTaHyT NpujaraTh YCUJIUHN Ul BBINIOJIHEHUS 3aaHus. Hafo crapatbes cnenatbh CBOM HHCTPYK-
MU MaKCUMaJbHO 4eTKuMU. Hano mpenocTaBisiTh rpyIie J0OCTaTOYHO BPEMEHU Ha BBIIIOJHEHUE 3aja-
HUSL.

Jlenenne oOydaromuxcs Ha TPYIIBI — 3TO BAXKHBIH MOMEHT B OpraHU3alliid pabOThl B MajbIxX
rpynnax. Crioco0oB AeneHue o0ydyarouxcs Ha TPYIIbI CYHIECTBYET MHOKECTBO, U OHU B 3HAUUTEIILHOM
CTETICHH OMPENEISIIOT TO, KaK OyAeT MpoTeKaTh JAajbHeIas paboTa B rpymIe, U Ha KaKOl pe3ynbTar dTa
rpyImna BbIAIET.

CriocoOb! ieneHust 00y4arouxcst Ha TPYIIIbI:

1) ITo xenanuro.



OObeauHeHUe B TPYNIBI IPOUCXOAUT 10 B3aMMHOMY BBIOOpY. 3aanue Ha (GOpMHpPOBAHUE TPYII-
Il IO XKEJIAaHUI0 MOXKET J1aBaThCs, KAK MUHUMYM, B JIByX BapHaHTaX:

Paznenurech Ha rpynmnsl 1O ... 4enoBeK. Pazienureck Ha ... paBHbIE TPYIIIIBI.

2) CiyuaiiHpIM 00pa3oMm.

['pynma, ¢popmupyemas 1o npu3HaKy CIy4ailHOCTH, XapaKTEPU3yeTCsl TeM, YTO B HE MOTYT 00b-
eMHAThCS (MIpaBJa, HE N0 B3aMMHOMY KeJIaHHI0, a BOJIEH cityyast) IeTH, KOTOpPbI€ B MHBIX YCIOBHAX HHU-
KaK HE B3aMMOJCHCTBYIOT MEXIy co00il mmbo maxe BpaxayloT. Pabora B Takoil rpynme pa3BUBaeT y
YYaCTHMKOB CIIOCOOHOCTh IPUCIIOCAOIUBATHCS K PA3IMUHBIM YCIOBUSAM AEATENBHOCTH U K Pa3HbIM JIE10-
BBIM ITapTHEPAM.

OT1oT MeTox (GOPMHUPOBAHUS TPYII MOJE3€H B TEX CilydyasiX, KOT/Aa Mepes NpenojaBaTeneM CTOUT
3aJjaua HAyYUTh 0O0YyYaloIMXCcsl COTPYAHUYECTBY. B aTOM ciydae mpemnogaBarenb T0JKEH 0071a1aTh J0C-
TATOYHON KOMIIETEHTHOCTBIO B pa00TE ¢ MEKIMYHOCTHBIMU KOH(IUKTaMU.

Crioco0b1 GOpMHUPOBAHUS «CITYyH9aifHOW» TPYIITBL: KpeOuii; 00beJMHEHUE TEX, KTO CHIUT PsIOM (B
OJTHOM psAIYy, B OJHOH IOJOBUHE ayAWTOPHUH); C MOMOUIbIO HUMIPOBU3UPOBAHHBIX «(AaHTOB» (OJIUH U3
00yJaroImuXxcs ¢ 3aKPBITBIMU TJIa3aMH HAa3bIBAET HOMEP TPYIIIBI, Ky/la OTIIPABUTCS 00yYArOIIUICs, Ha KO-
TOPOTO yKa3blBaeT B JaHHbI MOMEHT IpenojaBareib) U T.I1.

3) Io ompeneieHHOMY MTPU3HAKY.

Taxoli npu3Hak 3a1aercs JIubO mpenojaasaresieM, 1100 J1o0bIM oOydarommmes. Tak, MOXKHO pas-
JEJINTHCS 10 MepBOi OyKBe MMEHU (TJ1acHas — CorjlacHas), B COOTBETCTBUU C TEM, B KaKO€ BpeMs roja
poauics (Ha YeThIpe IPYMIIbL), 10 [BETY IV1a3 (Kapue, cepo-ToilyOble, 3€JIEeHbIE) U TaK Aajee.

DTOT c1IOco0 JeNeHMsI MHTEPECEH TeM, YTO, C OJAHON CTOPOHBI, MOXKET OOBEAMHUTH 00YUYaIOMINX-
Csl, KOTOpbIe JMOO0 PEAKO B3aMMOAEUCTBYIOT APYr C APYroM, JU00 BOOOIIE MCIBITHIBAIOT 3MOLMOHANb-
HYIO HENPUSA3Hb, a C IPYroi — U3HaYaIbHO 3a/1a€T HEKOTOPBIN OO IPU3HAK, KOTOPBIN CONNXKAET 00b-
enuHUBIINXCS. ECTh HEYTO, YTO MX POJHUT U OJHOBPEMEHHO OTHENSAET OT APYTUX. ITO CO3JAET OCHOBY
JUIS. SMOIIMOHAIBHOIO IPUHSTHS APYT Apyra B IpYyIIe ¥ HEKOTOPOIo OTJAJIEHUs OT APYrux (1o CyTH Jiena
— KOHKYPEHITUH).

4) TTo BBIOOpPY «IHIEPAY.

«JIunep» B JaHHOM Cilydae MOXKET 00 Ha3HAYaThCs MperoiaBaTesieM (B COOTBETCTBUU C 1IETIbIO,
[I03TOMY B KadecTBE JIMJepa MOXKET BBICTYIATh 000N oOydaromuiics), 1100 BeIOMpaThcs 00ydaromiu-
Mucs. PopMUpOBaHKE IPYII OCYLIECTBIISIETCA CAaMUMHU «Iuaepamu». Hanpumep, oHU 1O odepenu Has3bl-
BalOT UMEHA TeX, KOr0 OHM XOTeNH Obl B3SATh B CBOIO rpymnmy. HaOmoaeHus mokas3biBaloT, YTO B MEPBYIO
oyepesb «IMAEpb» BBIOMPAIOT TE€X, KTO AEHCTBUTENBHO CHOCOOEH paboTaTh M JAOCTUraTh pe3ysbTaTa.
Wuorna naxe npyx06a 1 TMYHbIE CHMIIATUU OTXOSAT Ha BTOPOH IJIaH.

B tom ciyuae, ecnu B ayIMTOPUM €CTh SIBHBIE ayTcail[iepsl, /Ul KOTOPBIX CUTyalus Habopa B KO-
MaHAy MOKET ObITh UpE3BbIYaHO OOJIE3HEHHOM, JIyUIlle WM HE MPUMEHSATh 3TOT COCo0, WK CAeNaTh UX
«JIMAEpaMm».

5) ITo BEIOOpPY MperoaBaTesis.

B sTOM ciydae mpernosnaBarens cO3AaeT IPYNIBI 0 HEKOTOPOMY BaKHOMY JUIsl HETO IIPU3HAKY,
pelias TeM caMbIM ONpeJeleHHble Neaarorudyeckue 3agadyd. OH MOXeT 00beIUHUTh OOYYaIOLIUXCS C
OJMM3KUMHU UHTEJUIEKTYaIbHBIMU BO3MOXKHOCTSIMHU, CO CX0KHMM TEMIIOM pabOoThI, a MOXKET, HAIIPOTHUB, CO3-
JlaTh paBHbIE N0 cujie KoMaH bl. [Ipu 3ToM opranuzarop rpynnoBoi paboThl MOKET OOBSICHUTDH MIPUHIIMIT
00bETMHEHNUS, @ MOKET YITH OT OTBETa Ha BONPOCHI YYACTHUKOB 110 3TOMY ITOBOJY.

[Tpu paboTe B Masnoif rpymnmne yJyamyecss MOTyT BBIIOJIHATH CIEAYIOIINE POJIH:

— ¢acunurarop (MocpeHUK-OPraHU3aTOP ACSTEIBHOCTH IPYIIIIb);

— perucTpaTop (3amuchIBaeT pe3yabTaThl padOThI);

— JIOKJIAJIUUK (JI0KJIabIBaeT pe3yabTaThl paOOThI FPYIIIbL);

— XKYpHAIMCT (3a7aeT YTOUYHSIONUE BONPOCH], KOTOPBIE TOMOTAOT IPYMIIE JYy4YIle BBIIOIHUTH 3a-
JlaHKe, HalpUMEp T€ BOIIPOCHI, KOTOpasi MOTJia Obl 3a7aTh Apyrasi CTOPOHA B AUCKYCCHUH);

— aKTUBHBIN CIIyIIaTeNb (CTapaeTcs Nepecka3aTh CBOUMH CIIOBAMU TO, O YEM TOJIBKO YTO TOBOPHII
KTO-TTM0O0 13 YIEHOB IPYIIIbI, TOMOTasi C(hOpMyTUPOBATH MBICIIb);

— HaOmoaarenpb (JOJKEH OTMEeYaTh NPU3HAKU ONPEAEIICHHOTO MOBEJCHHUS, 3apaHee ONMUCAHHOIO
MPEeroiaBaTesieM, U ONPEAEIATh, KaK WICHbI TPYIIbl CHPABISIOTCS ¢ BO3HUKAIOIIMMU MO XOJy PabOTHI



npoGiemMaMu. OTUHTHIBASCH TIEpe]l TPYIIION, HaOIr0aTenn 00s3aHbl IPECTABIIATH CBOM 3aMETKH B MaK-
CUMAaJIbHO OINMUCATEILHON U 00BEKTUBHOM opMme);

— XPOHOMETPHUCT (CIEANT 32 BpeMEHEM, OTIYIICHHBIM Ha BBIITOJIHCHUE 3aJJaHNs ) U APYyTHUE.

PexomeHnamu o opranu3anyu paboThl B MAJIBIX TPYIIIAx:

— HeJb3s MPUHYKIATH K 001Iel paboTe 00yJaromuxcs, KOTOphIe HE XOTAT BMECTE paboTaTh;

— Cle[lyeT pa3peluTh padoTaTh WHAMBHIAYAIBHO OOyYarolemMycs, KOTOPBIH XodeT paboTaTh
OJIVH;

— HEJb3sl TpeOOBaTh B ayJUTOPUN aOCOJTIOTHON THIIMHEI, TAK KaK 00y4aroIIuecs TOJDKHBI 0OMe-
HATHCS MHEHHUSMHU, MPEXK/IE YeM IPEICTABUTh «IIPOIYKT» COBMECTHOTO TPY/a.

3. MeToauuyecKkue MaTepuaJibl, ONPEaACIAIOIME NMPOUECAYPbI OMCHUBAHUSA 3H3HI/II7[, yMeHHﬁ,

HAaBbIKOB IO JUCHUIIJIMHE

OOyuJatoniemMycsi B X0ZI€ U3Y4€HUS TUCIMIUIMHBI MTPEIOCTABIACTCS BOZMOKHOCTh HaOpaTh HE 00-
nee 60 6aIoB 3a TEKyIIyto padoTy B cemecTpe u 10 40 6asioB, BKIIOYUTENBHO, HA 3a4ETe.

PesynpTupyromas oneHka mno AUCHUILUIMHE CKJIaIbIBACTCS U3 CYMMBI OaJJIOB TEKYIIETO KOHTPOJIS
Y IPOMEXXYTOUHOH aTTecTanuu B popme 3a4éra. K 3auéry nomyckarorcs o0ydaromuecs, MoceTHBIINE He
menee 30% mabopaTOpHBIX 3aHATUH, ¢ peHTUHTOM He MeHee 30 GayIoB MO pe3yabTaTaM TEKYIIEro KOH-
TPOJISL YCIIEBaeMOCTH. TeKyIIMii KOHTPOJIb IO JaOOpaTOPHBIM 3aHATUSM BBIIOJIHSIET IPEIOIaBaTelb,
MPOBOJIMBIINNA YTH 3aHATHS.

bannel 3a Tekyuryo paboTy B ceMecTpe MO JUCUUIUIMHE CKJIAJbIBAIOTCS U3 CIEAYIOIIMX BUIOB
JESTEeTbHOCTH CTY/ICHTA.

HopmatuBsl peanu3zaiuy 6ajibHO-PEHTHHIOBOM CUCTEMBI

Ne JlesTenpHOCTh CTyIeHTa Konunuectso
/1 JUTSL HAUUCIIEHNS O0aJIOB OamioB
1 Beimonnenue mabopaTtopHbIX pa- 54
60T
2 CamocrosrenbHas paboTa CTyJIeH- 6
TOB
Bcero 3a cemectp (He 6onee) 60
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