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1. IlepeyeHb KOMIETEHIHII ¢ YKa3aHHeM 3TanoB uX (OpMHUPOBaHNsI B NMPoIlecce 0CBOEHUsI 00pa30BaTeIbHON MPOrpaMMbl, ONUCAHUE

noxasaTeﬂeﬁ, KPUTEPUEB OLICHUBAHUA KOMIIETEHIIMH Ha PA3JTUYHBIX 3Tanax ux Q)opan()Ba}mﬂ, OINMCaAaHHuEC IIKAJ OHCHUBAHUA

Ilepeyenb KoMIeTeH-
1107071

IToxa3zaTenn oneHNBaHUSA
KOMIIeTeHIINH

Kpurepun oneHuBaHus KOMIIETEH U

Jrtansl popmMupo-
BaHUS KOMIICTEH-
1107071

MIxaja oneHUBAHUSA

OIIK-5. Cnocoben wuc-
MOJIb30BaTh TP  peIle-
HUU TPO(ECCHOHATBHBIX
3a/1a4 COBPEMCHHBIC WH-
(dbopMaIMOHHBIE TEXHO-
JIOTUU W TPOTPaMMHBIE
Cpe/CTBa, BKJIIOYast
yIpaBJICHUE KPYITHBIMU
MacCHBaMH JaHHBIX M UX
WHTEIJICKTYaIbHBIA aHa-
3

— 3HAeT INOHATUSA U TEXHO-
oruu paboThl B TEKCTOBOM
U TaOJIMYHOM MpOIEccopax,
B IporpamMme MOATOTOBKHU
npe3eHranuii, B cetu WH-
TEpHET;

— YMEEeT MCHOJIb30BaTh TEK-
CTOBBIM M TaOJMUYHBIN TIPO-
LECCOopbl, MPOrpaMMmy MOA-
TOTOBKM IIPE3EHTAlUM, II0-
HCKOBBIE cucTeMbl MHTEp-
HeT 111 00pabOTKH TEKCTO-
BOM, rpaduyeckoil, yucio-
BOM M TabmuyHOM WHGOP-
MalllH;

— BIaJ€eT TEXHOJOTUSIMU
paboThl B TEKCTOBOM U Tab-
JUYHOM [Ipolieccopax, B
nporpamme MOJTOTOBKH
MpEe3EHTalNi, B MOUCKOBBIX
cucremax certu VHTepHET
MpU peueHur Mnpodeccro-
HaJbHBIX 3a/1a4

— 3HAeT OTIEJbHbIE IOHATHUS U TEXHOJIOTUHU
paboThl B TEKCTOBOM M TaOJMYHOM IIPOIIEC-
copax, B IporpamMme IMOArOTOBKH IPE3EHTa-
umii, B cetu MHTEpHET;

— yMeeT HpU IMOMOIIM MPEernojaBareis HcC-
MOJIb30BaTh TEKCTOBBIM W TAOJMYHBIA MPO-
LIECCOPBI, MPOrpaMMy MOJATOTOBKU MpPE3EHTa-
LA, TTOUCKOBBIE cucTeMbl MHTEpHET isi 00-
pabOTKH TEKCTOBOH, rpad)HuECKOM, YUCITOBOM
1 TabJIM4YHON UHpOpMALHH;

— BIIaJ€ET IO HHCTPYKUUU MPErnofaBaTess
TEXHOJIOTHSIMU pabOThl B TEKCTOBOM U Ta0-
JIMYHOM IIpoIleccopax, B MPOrpaMme MOAro-
TOBKH TPE3CHTAINI, B TTIOMCKOBBIX CHUCTEMaX
cetn VHTepHEeT mpu pemieHuHn Mpodeccuo-
HaJIbHBIX 337124

HavannHbrit

YIOBJIETBOPHTEIHLHO
(61 — 75 GamnoB)

— 3HAeT OCHOBHBIC IIOHATHUS M TCXHOJIOTHH
paboThl B TEKCTOBOM U TAOJUYHOM MPOIEC-
copax, B IporpamMme IMOArOTOBKHM IMpEe3eHTa-
uuii, B cetn MHTEpHET;

— yMEeT CaMOCTOSITeIbHO B OOJBIIMHCTBE
CITy4aeB HCIIOJIb30BaTh TEKCTOBBIMA W TaOIMY-
HBI TPOLECCOPBI, MPOrpamMMmMy MOATOTOBKU
MpEe3EHTallNi, TOUCKOBBIE CUCTEMBI IHTEpHET
s 00paOOTKH TEKCTOBOHM, Trpaduyeckoi,
YHICIIOBOM 1 TaOJUYHON MHPOpMAINH;

— BIIaJICET CAaMOCTOSTEILHO B OOJBIINHCTBE

OCHOBHOI1

XOPOLIO
(76 — 90 GamoB)
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IlepeyeHb KOMIETEH-
119707

IToka3zaTenn oneHNBAHUSA
KOMIIeTeHIN

KpnTeme OIlCHUBAHHNA KOMIETEHIMH

dranbl popmMupo-
BaHMs KOMIIETEeH-
1107071

HIxaJjia oneHUBaAHUA

CIIy4aeB TEXHOJIOTHSIMU PaOOThI B TEKCTOBOM
U TabJMYHOM MpoIleccopax, B MHpOrpamme
IIOATOTOBKHN Hpe3eHTaHI/II71, B IIOUCKOBBLIX CH-
cremMax ceTH MHTepHEeT MpH pelIeHUuH Mpo-
(heccuoHambHBIX 33724

— 3HAeT MOHATUS U TEXHOJIOTUU pabOThl B
TEKCTOBOM M TaOJIMYHOM IPOLECCOpax, B
MporpaMMe MOATOTOBKH MPE3EHTAINA, B CETH
WHtepHer;

— yMeeT UCHOJb30BaTh TEKCTOBBIA U TaOIH4-
HBI TIPOLIECCOPBI, MPOTPaMMy TOATOTOBKH
MIpe3eHTAalHi, TOUCKOBBIE CHCTeMbI MIHTepHEeT
s 00pabOTKM TEKCTOBOHM, rpaduyeckoi,
YHUCJIOBOW M TaOJIMYHON MHGOpMAIUH,

— BIIQZICET TEXHOJOTHSMH PabOTHI B TEKCTO-
BOM M TaOJIMYHOM IpOLECCOpax, B Mporpam-
M€ TOJTOTOBKH TPE3EHTAIN, B MOUCKOBBIX
cucreMax cetu MHTEpHeT MpH pelIeHuH Mmpo-
(heccroHaTBHBIX 3a/1a4

3aBepluaroniui

OTIIMYHO

(91 — 100 6amoB)

OIIK-6. CrocoGeH moHH-
MaTh TPHUHIMIIBI PaOOTHI
COBpPEMEHHBIX HH(pOpMa-
IIMOHHBIX TEXHOJOTUH U
UCTIOJIb30BaTh MX JUIS pe-
meHust 3a1a4d npodeccro-
HAJIbHOU JIeATEIbHOCTH

— 3HaeT NPUHIMIBI PabOTHI
B TEKCTOBOM U TaOJIMYHOM
IpoLeccopax, B IporpaMmme
IIOATOTOBKH  IIPE3EHTALUH,
B ceT [HTEpHeT;

— YMeEeT HUCMOJIb30BaTh TEK-
CTOBBIN M TaOMUYHBIN TMPO-
LIECCOPBI, IpOrpamMmy IMoJ-
TOTOBKH IpE3EHTalMi I
peuieHus 3agad npodeccu-
OHAJILHOW JEATENIBHOCTH;

— BIIaJIe€T HaBBIKAMH Pabo-

— 3HAeT HEKOTOpble NPHUHIUIBI PabOTHl B
TEKCTOBOM M TaOJMYHOM TIpoIeccopax, B
MporpaMMe MOoAroOTOBKU MPE3EHTAIN, B CETH
WNHutepHerT;

— YME€eT IpH IMOMOIIM MpenoAaBaTessl HC-
MOJTH30BaTh TEKCTOBBIM W TAOJWYHBIA TIPO-
LIECCOPBI, TPOrpaMMy MOJATOTOBKH MPE3EHTa-
AN IS penieHus 3a1a4d nmpodeccuoHanbHON
NeSATEIbHOCTH;

— BIIaJIe€T IO HHCTPYKIUU TMPEToaaBaTes
HaBbIKaMU PaOOTHI B TEKCTOBOM M TaOJIMYHOM
TpoIieccopax, B MporpaMme MOArOTOBKH Tpe-

HauannHb1i

YIOBJIETBOPUTEIHHO
(61 — 75 GannoB)
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IlepeyeHb KOMIETEH-
119707

IToka3zaTenn oneHNBAHUSA
KOMIIeTeHIN

KpnTeme OIlCHUBAHHNA KOMIETEHIMH

dranbl popmMupo-
BaHMs KOMIIETEeH-
1107071

HIxaJjia oneHUBaAHUA

Thl B TEKCTOBOM W TaOJIW4Y-
HOM IIpoleccopax, B Mpo-
rpaMMe TIOJITOTOBKH IIpe-
3eHTauui, B cetu MHTEpHET
Ui 00pabOTKU TEKCTOBOW,
rpau4ecKkoii, YUCIOBOH H
TabIUIHOM HH(pOpMAAN

3eHTalmid, B cetu MHTepHeT anst oOpaboTku
TEKCTOBOM, IpaduyecKOi, YHCIOBONH U Tab-
JUYHOM HHPOPMALIUU

— 3HAET OCHOBHbIE IPUHIUIBI pabOTHI B TEK-
CTOBOM M TaOJIMYHOM IIpolieccopax, B MPO-
rpaMMe IOArOTOBKM IIpe3eHTalui, B CEeTH
WNHurepHer;

— yMeeT B OOJIBIIMHCTBE CIy4aeB CaMOCTOS-
TEJIbHO WCIOJb30BaTh TEKCTOBBIM M Ta0INY-
HBI TIPOLIECCOPHI, MPOrpaMMy MOATOTOBKU
MIPE3CeHTAIMIA JJIsl pelieHust 3a71a4 npodeccu-
OHAJIbHOM JeATEIHHOCTH;

— BIIQJICET CaMOCTOSATENHHO B OOJBIIMHCTBE
Clly4yaeB HaBbIKaMH pabOTbl B TEKCTOBOM U
TaOJMYHOM IpOIEccopax, B MporpamMme Moj-
TOTOBKH INpe3eHTalui, B cetu MHTepHeT A
00pabOTKH TEKCTOBOM, rpaduuecKon, YMCII0-
BOI ¥ Ta0nMyHON MHPOPMALIUU

OcCHOBHOI

XOPOILO
(76 — 90 GayoB)

— 3HAET MPUHILHUIMBI PabOThl B TEKCTOBOM M
TaOJIMYHOM TIpOIeccopax, B Mporpamme Moj-
TOTOBKH IIpe3eHTalui, B ceTH VIHTEepHET;

— YMEET HCIOJIb30BaTh TEKCTOBBIN M TaOIMY-
HBI TIPOLIECCOPHI, MPOrpamMMmy TOJATOTOBKH
MIpe3eHTAII I pelieHus 3a1a4 npodeccu-
OHAJILHOM JIESITECILHOCTH,

— BJIaJIeeT HaBbIKaMU pabOThI B TEKCTOBOM U
Ta0JIMYHOM TPOIECCOpPax, B Mporpamme moj-
TOTOBKM Tpe3eHTalui, B cetu HTepHeT st
00pabOTKH TEKCTOBOM, rpaduuecKon, YUCIIO-
BOIl 1 TabMyHON MH(OPMALTUU

3aBepraroniui

OTJIINYHO

(91 - 100 6ammoB)




2. MetoanuyeckHne MaTepuajbl M THIIOBbIE KOHTPOJIbLHbIC 32/1aHUSI, HEOOXOAUMBIE 115 OLleH-
KH 3HAHUI, YMeHMii, HABBIKOB M (MJIM) ONBITA JeSITeJbHOCTH, XapaKTePHU3yIOLIUX 3Tanbl (popMu-

pPoBaHus KOMIIeTEeHIINii B nmpouecce 0CBOCHUSA OﬁpaSOBaTeﬂbHOﬁ nporpaMmmabl

2.1. TunoBbIe KOHTPOJIbHBbIC 3a1aHUS, UCITIOJIb3YEMbIE JI IPOBCACHHUS BXOJAHOI'0 KOHTPOJIsA

1. B nporpamme MS Word nabGepute TekcT: «PenakTupoBaHHe TEKCTOBOrO JoKymeHTa. [Ipu BBO-
Jie TEKCTa C KJIaBUATYPhl MOTYT BKPAcCThCS OMUOKK. Bce BO3HHKAIOIIME ONTMOKU MOXKHO pa3/IeiHTh HA
TP THUIMA: JUIITHUN CUMBOJI, HEBEPHBI CUMBOJI, MPOIYILIEHHBIH cUMBOJ. [l ycTpaHeHus: OIMUOOK Hc-
MOJIB3YIOTCS COOTBETCTBYIOIME TEXHOJIOTHH: yaJeHNe, 3aMeHa, BCTaBKa. [I[puMeHeHue epeuncIIeHHbBIX
METOJIOB MTOMOXET BaM OTPEAAKTHPOBaTh BBEAEHHBIN TekcT. [locie ycTpaHeHHs! OmIMOOK TEKCT MOKHO
MCIIOJIb30BATh JJIsI CO3aHUS TEKCTOBOTO IOKYMEHTA. )

Odopmute 3arosoBoK MOMTYKHPHBIM HipudToM pazmepoMm 14 mo mnentpy. OCHOBHOI TEKCT pasz-
OciiTe Ha TpH ab3ara. B kaxa0M MpeioKeHUH BBIICTUTE TI1aroJibl No4epKHyThIM mpudrom. Cremaiite
oOpamiieHue JIBOMHOW JMHHMENW U TOHUPOBKY TEKCTa 3€JICHBIM I[BETOM. YCTAaHOBHUTE BHIPABHHUBAHHUE IO
LIMpUHE. Y CTAaHOBUTE OTCTYIIBI: cripaBa — 1,4 cM, cieBa — 2 ¢M, IepBOM CTPOKU — 1 cM. YcTaHOBUTE MEXK-
CTPOYHBII UHTEPBAI 2 JIUHUU.

BcraBbTe B JOKYMEHT TOTOBYIO KQpPTUHKY C H300paKEHUEM KOMITHIOTEPA.

2. B nporpamme MS Word co3paiite u HaneuaTaiite TabIuIly, Te OTpaXeHbl HEOOXOIUMbIC BaM
CBEJICHHSI O BAIIUX JPY3bSIX U 3HAKOMBIX, HAMPUMEP QamMulivs, UMs, aapec, Homep tenedoHa, 1eHb POxK-
JICHUS | TIp.

3. Cosmaiite B mporpamme MS EXcel Tabnuiy pacuera cTOMMOCTH BCEX MPOAYKTOB, HUCIIOJb3Ye-
MBIX JJI IPUTOTOBJIICHUS 3aBTpaka, 00ea 1 y)KMHA B JOME OT/IbIXa (Ha OJTHOTO YEJIOBEKA).

4. Cosmaiite B mporpamme MS EXxcel Tabmmiry ycrieBaeMOCTH HECKONIBKHX YYCHHKOB IO Pa3HBIM
npenmMeram. [IpeacraBpTe JaHHBIC B BUE TUATPAMMEI.

5. Otkpotite ¢aiin «Buenpenne HUT B oOpazoBanue». [Ipounraiite Texct. Co3naiite npe3eHTa-
110 U3 4 CaioB, UCTIONB3YS MA0IOHBI 0opMiIeHHs, 3PHEKTH aHUMAIMK, CMEHY CIIali0B.

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

2.2. TunoBble KOHTPOJIbHBIC 3aJlaHUsI, UCITOJIL3YEMBIC JIJIAA HpOMe)KyTO‘-IHOﬁ aTrrecranmm 1mno
AUCHHUIIJIMHE

2.2.1. IlpuMepHbIii epeyeHb BONPOCOB K 3a4eTy

1. Buasl HHCTpYMEHTAIbHbIX CPEJCTB HH(POPMAIIMOHHBIX TEXHOJIOTHA, UCTIONIb3yeMble JUIs 0Opa-

O0TKM TEKCTOBOM MH(OPMALIUH.

Kputepuu 11 BbIOOpa NporpaMMHBIX TPOAYKTOB C II€TbI0 MOJATOTOBKU TEKCTOBBIX IOKYMEHTOB

B o(rice KOMITAaHWH.

Bo3MokHOCTH TaOIMYHOTrO Mpolieccopa A aHalKu3a U yIpaBIeHHs JaHHBIMHU.

[Tonstue npezenrannu. Haznauenne u ocHoBHbIe pyHKIIMU MS PowerPoint.

Co3pnanue u opopmienue cnaiina. Hacrpoiika aHuMaIy 31eMeHTOB craiina.

Hactpolika nepexonoB mexay ciaiinamu. [I[pocMoTp cinaitos.

JleMOHCTpanys Mpe3eHTal .

OcHOBHbBIE KOMIIOHEHTHI HH()OPMALIMOHHBIX U TEJIEKOMMYHUKALMOHHBIX TEXHOJIOTUH.

OCHOBHBIE KOMITOHEHTHI allllapaTHOTO 00eCreueHus TeJIeKOMMYHUKAITMOHHBIX BBIYUCIUTEIbHBIX

ceTei.

10. Bo3M0OHOCTH II100aIBHBIX CETEBBIX TEXHOJIOTHM B pean3alui MeXIyHApOIHOW SKOHOMHYe-
CKOH JeSTEIbHOCTH.

11. OcHOBHBIE HACTPONKH IPOrPaMM JIEKTPOHHOM MOYTHI AJIs1 OCYIIECTBIECHUS KOMMYHUKALIUH.

N

©ooN O~ W

2.2.2. IlpuMepHoOe 3a1aHKMe HA 3a4eT

buser Ne
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1. OcHoBHbIe dTanbl coznanus bJI.

2. JleMOHCTpalus Mpe3eHTaI|H.

3. B mporpamme MS Excel nabpatp Tabimily ¥ paccuuTarh MO yKa3aHHbIM (OpMYyJIaM JUis TISITH
yenoBeK. ['padbl 3 1 7 BhIBECTH HA SKpaH C OJTHUM 3HAKOM Iociie 3amsiToi. Bee ocranbHbie rpadsl ¢ ABY-
M3 3HAKaMH I10CJIE 3aIIATOM.

Pacuet 3apaboTHo# m1aThl OpHrasr No

. . o 1 S D
= 5 5 S = z Z
= = o = o = -
= @ | 5 % 2 I =
2 9 ) Q = = Y =

) o) = < S < 3 =

o o | @ o o = & S
= o) T = =) = =) S
= 2| Z 2 g E 19| 4w & | &8 = 8
5 S| & | H S8 | 5% | 8| &= ~ | & O o &
g 0 = w - = 2| 8o i & B = T == = B 3
232|228 | 9| B|E2 |38 5|88 58 88 |EC¢%

ol a4 @) <

21650 |5 |&|F| 8 |E£EF | 2|28 |25 | x3 = 8 5

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

1

2

3

4

5

Hroro: > ) 3 ).\ 3 > >

I'padwr 1-4, 7, 11 SBASIOTCS UCXOMHBIMH JAHHBIMH U BBOAATCS B TAOJNWINy ¢ KIaBUATyphl. Takxke
HE00X0IMMO BBECTHU JHOOYIO CyMMY B KIIETKY JUIsl OOIIEH 3apIuiatThl.

[Hauncneno noBpemenno| = [Tapudmnas craBka] * [Yacser]
[Kon-Bo 6amnos] = [Hauncneno nospemenHo| * [PacuerHblil koadduument a¢pdpekTuBHOCTH |
[Koathdurment pacnpenenenus ocrarka] = [O6rmas 3apruiata Ha 6purany] : [2 (Kos-Bo 6amios)]
[dons xaxmoro wiena Opuransl| = [Kon-Bo 6amios] * [Koaddunuent pacnpeneneHus ocrarka)|
[UToro HauucneHo 3a oTpaboTanHbie yachl| = [[lomnst kaxmoro uineHa 6puraasi| + [[lomniaara HecoBepIieH-
HOJICTHUM].

4. Crenaiite pucCyHOK B rpauueckoM peIakTope W 3aapXUBUpyHTe ero. Hamummre nmuchbMo Ha
cBOOO/HYIO TeMy B TeKcTOBOM mporeccope. Coznaiite coobuienne 6e3 tekcra. I[lomectute B Hero co-
3/1aHHbIE (DaliIBl M OTOILIMTE HUCHMO CaMOMYy cele.

2.3. MeToanueckue MaTepuaJibl 1 TUMMOBBIC KOHTPOJIbHBIC 3aJlaHUl, UCIIOJIB3YEMbIE JIJISI TE-
Kymiero KOHTpoJsi mo IMCUMIJInHe

2.3.1. MeToauyeckne MaTepHuajbl, HCIOJIb3yeMble ISl TEKYIIEero KOHTPOJIs 3HAHMI 10 Auc-

HHUIIHHE
HaumenoBanmue one- Kparkas xapakrepucruka ouneHoynoro | IlpeacrasiieHue o1 eHOYHOI0
HOYHOI0 CpeacTBa CpeACTBA cpeacrsa B onjae
KoHTtponbHbIi onpoc KoHTponbHBIN 0npoc — 3T0 MeTOX OLleHKH | [IpumepHBbIii nepeyeHs BOIpo-

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

Ta) B3aMMOJCHCTBUU TpENojaBarenss u | 3aJaHusl I CaMOCTOSITEIIHbHOM
CTyIeHTa. VICTOYHHKOM KOHTPOJIS 3HAHUH | pabOThHI

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

3ammra  jabopaTtopHoil | JlaGopaTopHBIe TPaKTUKYMBI OJIUH U3 BU- | JJabopaTopHbIe pabOThI
paboThI JIOB CAMOCTOSITEIIBHBIN MPAKTUYECKOU pa-
00ThI CTyneHTOB. llenpio mabopaTopHBIX
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HaumenoBanmue oue- Kparkas xapakrepuctuka oueHouHoro | IlpeacraBiieHue oueHOYHOT 0
HOYHOI0 Cpe/ICTBa cpeacTBa cpeacrsa B GoHe

MIPAKTUKYMOB SIBIISIETCS YIIyOJeHHe U 3a-
KpeIUIEHHE TEOPETUYECKUX 3HAHUM U pa3-
BUTHE MNPO(PECCUOHAIBHBIX YMEHUH U
HAaBBIKOB

Z[OMaH_IHee 3aJaHHuC [[OM&HIHI/IG 3alaHusd — OJHa N3 OCHOBHBIX I[OMaI_HHI/Ie 3aJaHusA

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

2.3.2. Bonnpockl, BLIHOCHMBbIE HA CAMOCTOSITEIbHOE U3yUeHHne

Paznen 1. MapOpMannOHHBIE TEXHOIOTHH 00pab0TKH NH(OPMAIIHH.

Bompocsr:

1. MudopmanioHHbIE TEXHOJIOTUN KOMMEPUYECKOW WK AETI0BOH rpaduKu.

2. InopMaIimoHHbIE TEXHOJIOIMH WILTIOCTPATUBHOM rpaduKy.

3. UndopmaiinoHHble TEXHOJIOTUN HAYYHOU rpaduku.

4. ApxuBupoBanue ¢aiisoB. [IporpaMMbl apxuBarum.

5. CpencTBa MIUTIOCTPATUBHONW UM MaTeMaTUYeCKON IpaUKy, BKIIOUEHHbIE B O(UCHOE MPHIIOKE-

aue MS PowerPoint.

6. PexxuMbl IpOCMOTpa MpEe3eHTALNH.

7. Buzpl rpadudeckux 00beKTOB, KOTOPBIE MOKHO BCTaBUTh B CIIAM/I.
8. JloOaBieHue 3ByKa B Cilai/.

9. Beibop nu3aiiHa mpe3eHTanuu, TeMbl, ohopmiieHue QoHa.

10. ITonsitue OLE-TexHonorus.

Paznen 2. BBenieHne B ceTeBbIe TEXHOJIOTHH.

Bomnpocsr:

1. CereBbie TeXHONIOTHMH 00paOOTKH TaHHBIX.

2. IIpuHIMIIBI OpraHU3aluy BBIYMCIUTEIbHBIX CETEH.

2.3.3. 3aganus 1J15 CaMOCTOSITEIbHOM PadoThI

Paznen 1. MadopmanmoHHbIe TEXHOIOTMHA 00pabOTKH MHPOPMALIUH.
[Ipaktuueckoe 3amanue Ne 1 «TexHosmoruu 00pabOTKM MHGOPMAIMH, PEIICHHE 33/ad B AJICK-

TPOHHBIX Ta6.HI/II_[aX)).

[lenb paboOTHI: MPHOOPETEHHE HABBIKOB MCIOIBb30BaHUs 3JICKTPOHHBIX Tabmui MS Excel s pe-

MCHUA OKOHOMHUYCCKUX 3a4a4.

[Topsimox paboThI:

1) B nporpamme MS Excel otkpoiiTe HOByIO pabouyro KHHUTY.

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

A B c D E F G H
Non/n @.1.0. Tab. Homep |OTaen JonxHocTe HauncneHo |YaepsxaHo (K sbigave
N ALAL 11043 HHmeHep 3850
Cuaopoe B.B. 11028, Byxrantep 4500
Metpos MLMN. 11044 CT. nHM#eHep 4200
Anekcees P.M. 11036 bByxrantep 4450
LWitarep E.A. 11017 Hau. otaena 6200
Cupopos .0, 11014 3am. gupexkTopa 7600
Camuu P.O. 11025 3am. gUpexrTopa 7480
9 MNpoTtacos U.A. 11019 Hau. otaena 6450
10 MNetpos H.W. 11018 Hau. orgena 6840
1 10| MuHyyk MK 11033 HHmeHep 3460
12 11|Mununedrko .4, 11012 WHmeHep 3950
13 12|Metpos C.B. 11022 HHmeHep 3740
14 13|Ocuua .4 11045 PedepeHt 2800
15 14|/lbeoB 0. M. 11023 Cr. Byxrantep 7200
16 15|Koznoe E.M. 11010 HHmeHep 3600
17 16|Kupunnos A.N. 11002 CT. mHmeHep 4100
18 17|BoHnapeHko AA. 11009 OupekTop 9850

1
2
3
4
5
6
7
8
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4) J1st BBOJa JAHHBIX B TAOJIHUILY BOCTIONB3YHTECh DopMotl, Ui ITOTO:

— BBIJICJIUTE JI00YIO SYEIKY 3aroI0BKa TaOJIUIIbI;

— BIOCpHUTE & Dopma,

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

— TIOCJI€ BBOJIA MOCJICIHEH 3aITUCH HAXMUTE KHOIIKY 3aKpbulnb.

5) 3anosHKUTE MyCThIC TUeiKU (yaep:kaHue coctasisieT 14 %).

6) Jlnst manubIX cTonbnoB Hauucneno, Yoepocano, K evidaue pUMEHUTE JACHEXKHBIN (Gopmar ¢
pazaenuTesnaeM ThICSY.

7) Oopmute TaOIUILY IO CBOEMY YKEJIAHHIO.

8) Haiigure, ucrons3ys Asmoguabmp, 3alUcH 0 COTpyIHHKaX ¢ 3apmaToi Himke 4000 py6. Cko-
MUPYHTE pe3yNIbTaThl IIOMCKA M TOMECTUTE UX MOJ] OCHOBHOM TaOIHIICH.

9) Haiigure 3amucu o coTpyaHuKax 1-ro oraena. CKOMUpPYHTE pe3ysbTaThl MOMCKA M ITOMECTHTE
UX TOCTIe Pe3yIbTaTOB BBHITIOJHEHHUS ITYHKTA 8.

10) HaiinuTe 3anucu 0 COTpyIHHKAX 2-r0 OT/Aesa, Y KOTOPBIX CyMMa K BbIaue HAXOUTCS B Ipe-
nemnax ot 2000 py6. mo 4000 py6. CkonupyiiTe pe3yinbTaThl TOMCKA U MOMECTUTE MX TOCIIE Pe3yIbTaTOB
BBITIOJTHEHUS MTYHKTA 9.

11) Haiinute Bce 3amucu 00 MHXXEHEpax, paMUIMU KOTOPBIX HaunHaroTcs Ha OykBy «I1». Ckomnu-
pyiiTe pe3yabTaThl IOUCKA U TOMECTUTE UX IOCIIE PE3YyIbTAaTOB BHIOIHEHU myHKTa 10.

B nynkrax 12-14 ckonupyiiTe Mmoiy4eHHbIE pPE3yiabTaTbl COPTUPOBKM Ha jnuct Copmuposka.
OcrTaBunsiiTe Mexay TaOIUIIAMH 2 CTPOKH.

12) OrcoprupyiiTe naHHbIE TaOIMIbI IO ABYM Kitodam: Omoden (10 Bo3pactanuio), @.M.0. (1o
BO3PACTaHMIO).

13) OrcoprupyiiTe JaHHBbIC TaOMMIBI 1O ABYM Kirouam: Omoen (1o yObiBauuto), Hauucieno (1o
yOBIBaHUIO).

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

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

16) CoxpanuTe JOKYMEHT TOJl UMCHEM Pacuem 3apniamul.

[Tpaktuyeckoe 3ananue Ne 2 «Co3nanue mpe3eHTally, MOATOTOBKA COOOIIEHUs MO TeMe U Jie-
MOHCTpAIHUS O YIIPABJICHUEM TOKIIATIUKA.

Ilenp paGoOTHI: MOBTOPEHUE TEOPETUYECKOM yacTh y4yeOHOro MaTepualia MO OTIAEJIbHBIM TeMaM
Kypca, 3aKpeIuicHHe HaBBIKOB CO3/JaHMs MPE3eHTAIMi B puiiokeHnn MS PowerPoint.

[Topsimok paboOTHI:

1) OTtkpoiite HOBBII JoKkyMeHT MS PowerPoint.

2) Brioepute komanny Cozdams craiid, Beioepute mabion [1ycmou cratio.

3) Beigenute miabion u opopmuTe 3aMBKY QoHa craiia.

4) TTocnenoBaTenbHO BCTaBbTe Tpaduyeckue 0OBEKTHI B IMAOJIOHBI CIANIOB, OTPETYIUPYHTE HX
pa3Mepbl, HACTpOTe N300paKeHHeE.

5) [NocnenoBaTenbHO BBEUTE TEKCT B IIA0JIOHBI CIIAMIOB, HACTPOUTE N300pakeHHeE.

6) BeiOepuTe pexxrMbl CMEHBI (TIepexo/1a) CIaiiIoB Ha SKpaHe, 33/1aB:

— 3ByKOBBI€ 3((EeKThI Iepexoa Caifi0B;

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

— BpeMs B aBTOMAaTHYECKOM pEXUME.

7) CoxpanuTe crnaia-GpuiabM B Manke B ABYX opMarax — Mpe3eHTAIMN U JEMOHCTPAIIHH.

8) 3amycTHTe Ha BBIMOJHEHHE CIAWI-QHIEM B PEKUME MPE3CHTAIUU M OTPETYJIUPYHTE BpEMCH-
HBIC MHTEPBAJIBI TTOKa3a CIai10B, YPPEKTH aHUMAIH U 3BYKa.

9) 3amycTHUTe Ha BHIOJIHEHHUE CIANI-QHIBM B PEXKUME JCMOHCTPAIIHH.

Pasnen 2. BeeneHue B ceTeBbIE TEXHOJIOTUH.

[Mpaktuyeckoe 3amaanue Ne 3 «Co3anue coOCTBEHHOTO caiiTa ¢ momMoisio nporpaMmmel MS Word,
MS PowerPoint».

Llens pabGoThl: mpuoOpeTeHHE HABBIKOB co3fanHus mnpocthix Web-moxymenros cpencrBamu MS
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Word u MS PowerPoint.
[Topsimox paboThI:
1) B mporpamme MS Word co3zaaiitTe THUHYIO OCHOBHYIO CTPAHUILY.
2) 3aMeHHTE TaHHBIC Ma0I0HA HY)KHOM BaM HH(POPMAaIUCH.
3) BcraBbTe B TIOKYMEHT «OCTYIIYIO CTPOKYY.
4) BcraBbTe B IOKYMEHT COOTBETCTBYIOIINMN rpad)uueCKuii 00bEKT.
5) BcraBbTe B IOKYMEHT TMIIEPCCHUIKY HAa TEKCTOBBIH (haiil, HaXOISAIIMICS Ha dKECTKOM JIUCKE.
6) BcraBbTe B TOKYMEHT THIIEPCCHUIKY [lama cozoanust.

2.3.4. TecTsl MO TUCHUILINHE

1. TexcTOBBI# MPOIIECCOP — 3TO MPOTPaMMa JIJIsl. ..
1) BBOJIa, pelaKTUpOBaHKS U (OPMATHPOBAHHS TEKCTa,
2) cozpanus U MoAM(HUKAIUU TpapuUECKHX 00HEKTOB;
3) xpaHeHus u 00pabOTKH JAHHBIX, MPEICTABICHHBIX B TAOJIMYHOM BHUJIC;
4) xpaHeHus ¥ 00pabOTKH OOJIBIINX 00BEMOB JaHHBIX.
2. OCHOBHBIMH (DYHKIIUSIMH TEKCTOBOTO MPOLIECCOPA SBISIOTCS. . .
1) aBromatnueckas 06paboTka HHGOPMALIKH, IPEACTABICHHON B TEKCTOBBIM (haiiaax
2) co3/iaHue, pelakTHPOBaHUE, COXPAHEHHE U IIeYaTh TEKCTOB
3) ynpasnenue pecypcamu [TK u mporieccamu, HCIOIB3YIOIIMMHU 3TH PECYPChI ITPU CO3J[aHUH TEKCTa
4) xonupoBaHue, IIepeMeEIlCHIE, YIAICHHE U COPTHPOBKA ()PAarMEHTOB TEKCTA.

3. Ilpu HaXkaTHM HA KHOTIKY ' ya nanenn MHCTPYMEHTOB IPOUCXOIUT. ..
1) coxpaHeHue JOKyMEHTa 2) 3amMch JOKYMEHTa Ha JUCKETY
3) cuuTbiBaHHE HHPOPMALIUY C THCKETHI 4) neyath 1OKyMEHTA.

4. TIpy Ha)XaTHX HA KHOMKY | * | Ha MaHeM UHCTPYMEHTOB MIPOMCXOIHMT. ..
1) BcTaBnsieTcst BhIpE3aHHBIH paHee TEKCT 2) NPOUCXOIUT pa3pblB CTPAHUIIBI
3) ynansiercst BbIICTIEHHBIN TEKCT 4) nosiBIIsAETCS CXeMa IOKyMEHTA.

5. Kakum crioco0oM MOXKHO KOIHPOBaTh ()parMeHT Tekcra B mporpamme MS Word:
1) noMeTHTh HYXKHBII (parMeHT U BbI3BaTh KoMaH1y KonmupoBarh
2) IOMETHTh HYXXHBIH ()parMeHT, BbI3BaTh KOMaHIy KomupoBaTh, 3aTeéM MOMECTUTh Kypcop B HYKHOE
MECTO U BbI3BaTh KOMaH1y BcraButh
3) MOMETHTh HY)XHBIH ()parMeHT U BbI3BaTh KoMaHIy KomnpoBarsk co BCTaBKOM
4) MOMETUTh HYXHbII ()parMeHT, BbI3BaTh KoMaHy KonupoBath 1 BhI3BaTh KOMaHay BCTaBuTh.
6. [Tporpamma MS Word mokeT ObITh UCTIOJIb30BAHA JUTS. . .

1) coBepIIeHUS BEIYUCIUTEIbHBIX OMEePALHii 2) pUCOBaHUs

3) HamMcaHus COYMHCHHUS 4) COUMHEHUS MY3bIKAILHOTO TIPOU3BEICHHUS.
7. K xakuM aBTOUrypam Hemb3s 100aBUTh 00beM?

1) cocToAIMMM U3 HECKOIBKUX YacTei 2) IIOCKUM

3) OonbIIMM 4) 1IBETHBIM.

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

1) cTunb 2) n1abyioH
3) sorotur 4) KOJIOHTUTY/I.
9. Knomnka «Heneuataembie cumMBOJIbD» porpammel MS Word mo3BoisieT yBHIETh:
1) npo0Gernbl MEXTy CIIOBaMH 2) HeBUIMMBIC CHMBOJIBI
3) 3HAKW MPETMHAHUS 3) mpu3HaK KOHIIa ab3ara HiId MyCcToi ab3ail.
10. Kakue omepamnuu MOXHO TMPOU3BOJUTH C sSYeHKaMu TaOIUIBI B TEKCTOBOM TOoKymeHTe MS
Word:
1) CKpBITh STUCHKH 2) OOBEAMHUTD STUCHKU
3) pa3OuTh TYCHKH 4) mokasarb TYECHKH.

11. Tan ¢parMeHT 3JIeKTPOHHOH TaOIUIIBL:
Al B[ C][ D]
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1] 1 2 3
2| 4 5 6
3| 7 8 9

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

2) 14
4) 24
12. B stueiike C3 anekTpoHHO# Tabmuibl 3anucana popmyna =$A$1+B1. Kakoii Bua Oymer HMeETh
dbopmyna, ecnu siueiiky C3 ckonupoBath B siueiiky B3?
1) $A$1+A1 2) $B$1+B3
3) $A$1+B3 4) $B$1+C1
13. Umeercst GpparMeHT JAEKTPOHHOM Tabmub! «/{nHamuka pocta yucia monb3oBareneit Murep-

Heta B Poccumy:

To Koun-Bo nmosb3oBarerei, JnHamuka pocra
H TBIC. YEll. B % k 1997 r.
1997 450 100
1998 900 200
1999 1100 244
ITo nanHBIM TaONUIIBI OBUTH HOCTPOECHBI AUATPAMMBI:
1) 2500/ ' 2) 1200
2000 1000 e
1500 333 //'
1000 700 —
500 300 [—oZ
0 400

- ~ ! ! . . i
0 100 2¢0 300 ACO 50G 600 700 800 200 100011001200

YKaxuTe, Kakue JuarpamMmbl MPaBUIBHO OTPaXKalOT JAaHHBIE, MPEJCTaBICHHbIE BO (parMeHTe
TaOIULIBI?

1)1,2 2)2,3
3)2,4 4)3,4
14. Tan ¢pparMeHT 3JeKTPOHHOHN TaOJIUIbL:

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

[Toce BeITIOMTHEHUS BRIYUCICHUN TI0 3HAYCHUSIM Juarna3ona sueek Al ;| A4 Oblna mocTpoeHa aua-
rpaMMa. YKakKuTe MOMyUUBIIYIOCS THArpaMMy.

H
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4)

3) ‘ 4‘
&

15. B tenexoHdpepeHnn yautenei (U3NK0o-MaTeMaTHICCKUX [ITKOJI TPHHUMAIOT YI9aCcTUE YIUTEIs
marematuku (M), ¢usuku (@) u undopmaruku (M). Yuutens uMerOT pa3HbId YPOBEHb KBATH(DUKAIIAN:
KKl yauTeNb TU00 He nMeeT kareropuu Boobe (bK), mibo umeer |1, mubo |, mubo Beicmryto (B). Ha
auarpamme 1 OTpaKeHO KOJIMYECTBO YUUTEICH ¢ Pa3InYHBIM YPOBHEM KBaJTU(UKAIIMH, @ HA AHarpaMmme 2

— pacupeielieHUe yUnuTeNen 1o npeaMeTaM.
2)
[ @

40
1y 30
20
10 E
0

Nmetotes 4 yrBepkaeHU:
A) Bee yunrens | kaTeropuu MOTYT SBJIATHCSA YUYUTEIIMU MaTEMAaTUKU
b) Bce yunrens | kareropun MOTYT SIBISTHCS YIUTEISIMUA (U3UKA
B) Bce yuutens nuHGOpMAaTUKKA MOTYT UMETh BBICIIYIO KATETOPHIO
I') Bce yuutens maremaTuku Moryt umets |l kareroputo

Kakoe 13 3TuX yTBepKACHUH cleayeT U3 aHalu3a 00eux MpeCTaBIeHHbIX JuarpaMm?

1A 2) b
3)B 4HT
16. meetcst pparMeHT SJIEKTPOHHOM TaOIHIIBI:
Haszpanue nponusa Jnuna, kM | ['myOGuna, m
1 | bocop 30 20
2 | MarennaHoB 575 29
3 | Opmy3ckuit 195 27
4 | I'yn3oHOB 806 141
5 | 'uGpanrapckuit 59 53
6 | Jla-Manm 578 23
7 | Bab-snp-Manneockuin 109 31
8 | Japnanemnsl 120 29
9 | bepurros 96 39
[To nanubIM pparmenTa TaOIUIBI OBLTH MTOCTPOEHBI AT PAMMBI:
Hwnarpamma 1 Hmarpamma 2

900
800 1
700
600 -
600 4
400
300 A
200 7

Kaxkoe u3 ciegyronmx yTBEpKIACHUN HCTUHHO:
A) Ob6e nuarpamMmbl BEpHO OTPAXKAIOT IAHHBIC, TIPEJCTABJICHHBIC B TA0IHIIC
b) Hu ogna u3 auarpaMM He COOTBETCTBYET aHHBIM, MTPEICTABICHHBIM B TaOIUIE
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B) lnarpamma 1 otpakaeT riryOuHy IpoJIMBOB
I') Anarpamma 2 oTpakaeT JUIMHY POJIUBOB

1A 2) b
3)B 4T
17. Vxkaxure pacuupenue daiina, cogepkaiiero o0Obrunyto npesenramuio MS PowerPoint
1) .doc 2) xls
3) .pptx 4) .com

18. Kak M0OxxHO BBOAUTH TeKCT B ciaasl MS PowerPoint?
1) B mr060M MecTe craiia, kKak B npruiokeHun \Word
2) TOJIBKO B HAJIMUCIX
3) B crienuaibHO OTBEJCHHOM [l BBOJIa MECTE
4) B sueiiKy, Kak B mpuiaoxenun Excel
19. Kak BBIITH U3 peXUMa IPOCMOTpPA MPE3CHTALNHU?

1) Delete 2) F5

3) Esc 4) Enter
20. 3anyck 1eMOHCTpaIiy CIaiiioB

1) F5 2) F1

3) F11 4) F3

21. MOXHO JIi 3aMEHHTH APYTHUM MaKeT T00aBICHHOTO B IPE3CHTAIHIO ciaiiaa?
1) MOXHO B COOTBETCTBHHU CO CBOUMH MOTPEOHOCTIMU
2) 3TO clieNiaTh HEBO3MOYKHO
3) MOXHO, HO TOJIBKO JJIsI OIIPE/ICIICHHOTO KOJIMYECTBA CIIAi10B
4) MO’XHO, HO TOJIBKO JIJIsl OTIPEICIICHHOTO BU/Ia CIIaii/I0B
22. Mo>xHO 1 IiBET (hOHA M3MEHHUTD ISl KXKJ0To claiiaa’?
1) na
2) HeT
3) Ia, HO TOJIBKO ISl ONPE/ICTICHHOTO KOJIMYECTBA CIIai/IoB
4) na, HO TOJBKO JUIS OTIPECTICHHOTO BH/A CIIAiJ0B
23. MS PowerPoint —sto ...
1) anumanysi, peHa3HaYCHHAs! TS TIOArOTOBKH MPE3CHTALMI U CIaia-(QHiIbMOB
2) mporpaMma, peiHa3HauYCHHAs IS TIOATOTOBKH MPE3eHTAIMA U ClTai1-QUIbMOB
3) nmporpamma, IpeJHa3HAYCHHAS /I PEAAKTHPOBAHUS TEKCTOB M PUCYHKOB
4) mporpamma, IpeHa3HAUYCHHAS JIJIsl TOJTOTOBKH CXEM M JHarpamMM
24. Kak 1o6aBUTh PUCYHOK Ha ciai?

1) BcraBka-Pucynok 2) IpaBka-PucyHok
3) daiin-Pucynok 4) I'naBHas-PucyHok
25. Crnaiin — 9710 ...
1) aG3ar npe3eHTaUU 2) cTpovKa Mpe3eHTaIuN
3) OCHOBHOI1 2JIEMEHT MPE3CHTAIINN 4) 3aroJI0BOK MPE3CHTAIUN

26. YToOBI yaJIUTh TEKCT, PUCYHOK CO ciaiia, HEOOX0AUMO ...
1) BBIIETNTD €r0 M Ha)kKaTh KiaBuIy ESC
2) BBIJICTTUTH €T0 M HaxaTh Kiapumry Delete
3) BBIZACITUTH €ro ¥ Haxathb Kiaapumry Ctrl
4) BBIICNIUTH €T0 U HaXKaTh KiaBuiry F5
27. Kaxk 3aImyCTHTB TTOKa3 CIIAiJIOB MPE3CHTAIlMN C TeKYIIero ciaimaa?

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 (cMm. Tabu.). 3anumiu-

TE MOCIIE0BATEIBLHOCTh 3TUX OYKB, KOTOpasi KOJUPYET aJpec yKazaHHoro ¢aiina B IHTepHeTe.
a b c d e f g
info | list dl | doc | ftp |.edu| /
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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 daiiia 3aK0UpoBaHbl OykBamH @, b, ..., g (cMm. Tabm.). Samu-

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

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

30. B Tabnuie nmpuBeeHBI 3alPOChl K MOMCKOBOMY cepBepy. Pacmonoxure 0603HaueHUS 3ampo-
COB B MOPSAKE BO3pACTaHMs KOJIMYECTBA CTPAHMII, KOTOPbIE HAWET MOMCKOBBINA cepBep MO KAXKIOMY 3a-
npocy. s o6o3HaueHus jgorudeckoi onepamuu WJIM B 3ampoce UCHONB3YyeTCsl CUMBOJ V, a JUISL JIOTH-
yeckoil 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 3axaHud

Tema 1. MndopmaiioHHbIe TEXHOJIOTHUH TOKYMEHTAMOHHOTO 00eCTIeYeHHMSI.
JlabopaTtopHnast pabota Ne 1
Co3naHue 1e710BbIX TEKCTOBBIX JOKyMeHTOB B MS Word

Llens paboTHI: M3ydeHHE MHPOPMAITMOHHOW TEXHOJIOTHH CO3JIaHMsI, COXpPAaHEHHS M MOJITOTOBKH K
nevaTy JokyMeHToB Microsoft Word.

3amanue 1. OhopMuTh IpUTIaIIeHUE Mo 00pasILy.

[Topsiox paGoTHI.

1. Otkpoiite TekcToBbIN pegakTop Microsoft Word.

2. YcTraHoBUTE BKIAAKy Pa3meTka cTpaHHIIbL.

3. Mcrionb3ysl KHOTIKHM TaHEeNn WHCTPYMEHTOB llapamerpsl cTpaHuIb! (puc. 1) miam muamoroBoe
okHOo [lapameTpsl cTpaHuIlbl (Ha)KaTheM B MPaBOM HIDKHEM YTy MaHENH MHCTpYMEHTOB [lapameTpbl
CTpaHMIIbI YIJIIOBOTO 3JIEMEHTA EJ)/ Bkiaaku [lons u Pazmep Oymaru (puc. 2), yCTaHOBUTE MapaMeTphbl:
pasmep — A4; opueHTAaIUs — KHIDKHAS; TIOJI: BEpXHEe — 2¢M, JieBoe 2,5 cM, HuKHee — 1,5 cM, npaBoe — 1
CM.

TaBKa Pa3mMeTka CTpaHMUBl | CeokM  PacceUku Peujerss

EYY [j Y= Paspristi ~
=} -1 Homepa crpok ~
Mons OpwenTaums Pasmep Konowka
- - - - bE~ PaCCTaHOBKA NEPEHOCDE ~

MapameTpsl CTpaHULEL £}

Puc. 1. [Tanens unctpymenToB [lapameTpsl cTpaHUIIbI
4. YcraHOBHTE BbIpaBHUBAHME — T10 LEHTPY; MEpBasi CTPOKa — OTCTYM Ha — 1,25 cM; MeXAyCTpouU-
HBIM UHTEpBaI — 1,5, HCHOJB3YIO MaHelb HHCTPYMEHTOB A03all WK AUaioroBoe okHO Ab3all (HaxaTHeM
B [IPaBOM HIKHEM YTy MMaHEIN MHCTPYMEHTOB A0O3all yIriI0BOIo 3JI€eMEHTa EJ)/ BKJIaska OTCTyIBI U UH-
TepBaibl (puc. 3).
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Pasmep fiymarn | WcTounmni Bymaria

Mona

Bepxxee: 2Zcm Hivknee: 1,5cm

Negoe: 3cm Mpasoe: 1cm

LR 2
£ |48 |42

Mepennet: Ocm MonoxeHne nepenneTa: Cresa

OpUeHTauMA

KHKHEA  anbBomHan
CTpaHiUb!

HECKONBKD CTPEHMLL OBkIUHEIR -

Obpazew,

MpMMEHUTE: | KO BCEMY NOKYMEHTY %

Puc. 2. YcraHoBKka nmapamMeTpoB CTpaHUIIbI

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 I [ OTMEHS ]

Puc. 3. YcranoBka napamerpoB ab3ana
5. Habepute TekcT, MpUBEICHHBIH HUXE (TEKCT MOXXHO M3MEHHTh M JIONOJIHHUTH). B mporecce
Habopa TekcTa MeHsiTe HauepTaHue, pasmep mpudra (a1 3arojaoBka — 16 0T, BCe MPOMMUCHBIE; IS OC-
HOBHOTO TeKcTa — 14 mT), TUIBI BeIpaBHUBaHUS a03aina (10 LEHTPY, N0 LIUPUHE, 110 JIEBOMY Kparo), HcC-
MOJIB3YI0 BKJIAJKY [ JTaBHAs/KHOTIKM Ha naHensx nHeTpyMmeHToB pudter n Ab3a.
OO6pa3err 3a1aHus

[MTPUTJIALLIEHUE
YBaxaeMbli
rocnioguH Onez [lemposuu [lonocenkos!
[Tpurnamaem Bac Ha HaydHO-TIpakTHYecKylo KoH(pepeHuo «HbopMalnoHHbIe TEXHOJIOTUH B
COBPEMEHHOM OOILIECTBE.

Kondepenuus cocroutcs 20 nHosiOpst 20078 14.00 B koHepenu-3ane Komnemxa ynpasneHus.

YueHblll cEeKpeTaphb
A K.Opnosa

6. 3akIrounTe TEKCT MPUTTIAIICHHS B PaMKY M IPOM3BEUTE BETHYIO 3MIMBKY. J{i1st 3TOTO:!
— BbIOEpUTE BKJIAAKy PazmeTka cTpaHuUIbl;
— BBIJICJINTE MBIIIBIO BECh TEKCT IIPUTIIALLICHUS;
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— Ha MaHeIu HHCTPYMEHTOB DOH CTpaHUIIBl HAKMHUTE KHONKY [ paHUIIBI CTpaHUIIBL;

— B JMAJIOTOBOM OKHe ['paHUIIbI U 3a1MBKa Ha BKJIaJAKe ['paHulla ycTaHOBUTE MapaMeTpbl: THI —
paMKa; MUpHHA JUHUU — 2,25 NT; NPUMEHUTh — K ad3aiy; IBET JIMHUW — [0 BalleMy YCMOTPCHHIO
(puc. 4);

— Ha BKJIaJKe 3aJTMBKA BBHIOCPUTE IBET 3AJMBKH, YKAKUTE yCIOBHS MPUMEHEHHUS 3QJIUBKU — TIPH-
MEHHTH K ad3aIy;

— HaxmuTe kHornky OK.

[paHnua | CTpaHMua | Zanuexa

Tun: Tun: Cfpasel,

EI 2 e oy
HeT WENKHNTE DED63BLL [alaly]

HCI'IDHbBYﬁTB EHOMEKM

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

2,25 N7
MpHMEHHTE K

absawny w

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

Puc. 4. OdopmiieHue paMKi BOKPYT MPHUTITALICHAS

7. BcTaBbTe pUCYHOK B TEKCT mpuriamieHus (Bkiaaka BeraBka/ kHomka Kmun (manens MHCTpY-
MeHnToB Umtroctparus)).

[Tpumeuanue. /[ Toro, 4ToObI HAUTH HYXKHBIM PUCYHOK, HEOOXOAMMO MPOU3BECTU CIEAYIOIINE
JIEUCTBUA:

— HaxkmutTe kHonKy Knun Ha manenu Wnmoctpanmu;

— B otoOpaszuBielics obnactu 3amay Kmum (puc. 5) ykazate B moisie Mckarh KJIlOY€BOE CIOBO
(Hampumep, «opucy, «OU3HECH, WIHOANY, «IIBETHI» U JIP.);

— B packpbIBaronieMcsi cnucke [IpocMaTpuBaTh yka3aTh KOJUICKIMH, B KOTOPBIX OyAeT mpou3Be-
JIeH TOUCK (TI0 YMOJTYAHHUIO — BO BCEX KOJUICKIIUSX);

— B pacKphIBaroreMcs crucke Mckath 00beKTHI BRIOPATH TUTT (aiIOB MyJIbTUMEIHA JUISI IIOMCKA.

8. lns moucka He 00s3aTebHO 33aJaBaTh MapaMeTphbl BO BcexX moyisax obmactu 3amad Koun. [Tone
HckaTh MOYKHO OCTAaBHTH ITYCTBIM, a OCTAJIbHBIC J[BA — [0 YMOJIYaHUIO. B 3TOM citydae OyayT BBIIEICHBI
BCE OOBEKTHI KOJUTCKITHH.

9. B cpenneii obmactu 3amad Ko oToOpa3sTcsl 3CKU3bl PUCYHKOB, HAWJICHHBIX B KOJUICKIIHH,
BbIOEpUTE TPeOyEeMBIi.

10. HaxxmuTe J1eBO KHOITKOI MBIIIM Ha PUCYHOK/ BKIanka @opmar/ kHorka OOTEeKaHHE TEKCTOM
(maHens WHCTPYMEHTOB YTOPSAOYNTH)/ 3aJaiiTe MOJOXKEHHE TEKCTa OTHOCUTEIHLHO PHCYHKa — IMepes
TeKcToM (puc. 5).

11. CxonupyiiTe TUTIOBOE MPUTITANICHUE HA JTUCT JBAXK/IbI:

— BBIJICJIMTE TIPHUTJIAIICHUE;

— ycraHoBuTe BKiIaaKy [ maBHas/ knonka KonupoBats (maHens nHCTpyMeHTOB bydep oOMmena);

— YCTaHOBUTE KypcOp Ha HOBYIO CTPOKY;

— BKJIaaKa ['maBHas / kHornika BeraButh (maHenb nHCTpyMeHTOB bydep oOmena).
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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

AonNoaHUTENBHEIE NapaMeTpEl PASMETEM. ..
Puc. 5. 3aganne monoxeHus TeKCTa
[Tpumeuanue. [l BCTaBKH CKONMPOBAHHOTO 3JIEMEHTA B JIOKYMEHT JOCTATOYHO BOCIIOJIB30BATh-
Csl CTaHJAPTHBIMHM CPEACTBAMU: BBIICJINTE NpUIJIallleHue/ HA)KMUTE MPaBYIO0 KHOIKY MBIIIM, B IOSBUB-
IeMcsi KOHTEKCTHOM MEHIO, BeIOepuTe koMmaHay KommpoBaTs/ Ha mMecTe, B KOTOpOE€ HEOOXOAMMO BCTa-
BUTH 3JIEMEHT, HAKMHUTE [IPABYIO KHOIKY MBIIIN, B OSBUBILIEMCS KOHTEKCTHOM MEHIO, BEIOEpUTE KOMaH-
ny BcraButs).
12. OTtpenakTupyiiTe JUCT C NOAYYCHHBIMU JBYMS IPUIJIAIIEHUSMH U MOArOTOBbTE K IeyaTH (B

menro kHonku Office = BwiOepute [lewars/ [IpenBapurensublil mpocMotp wiu Ilanens ObicTporo mao-

cryna/kHonka [IpeaBaputenbHblit IPOCMOTD).

13. Hanewyaraiite npuriamenus (mpy Hamauy npuHTepa) MeHio kaonku Office/Ileuars/Ileyars n
YCTQHOBHB HYKHbIE TapaMeTphl MeYaTu (YUCIIO KOonui — 1, CTpaHMIIbl — TeKyIas).

14. CoxpanuTe (aiii B ManKy Bamield TPYIIIBI, BBITOJHUB CICIYIOIINE ICHCTBHS:

— kHornka Office/ Coxpanuts kaxk.../ lokyment Word 97-2003 winu Joxkyment Word;

— B 1uanoroBoM okHe CoxpaHeHHe JOKYMEHTa yKaxxuTe ums aucka (Harpumep, C) U UMs Manku
(narmpumep, Mou noxkymenTsl/ Homep rpymsr);

— BBeauTe UM (aiina: «Jab.1 Ilpurnamenuey;

— HOXMHTE KHOTIKY COXpaHUTh.

3aganue 2. OGopMUTH 3asiBICHUE 110 00pasIly

Kpatkas cnpaBka. BepxHss uyacTh 3asBineHus odopmisiiiTe B BUae Tabauipl BkiIagka BceraBka/
kHonka TaOnuua (maHeab HHCTpyMEHTOB TaOnuibl)/ B MOSBUBIIEMCS] OKHE C MAKETOM sIY€eK TaOJIUIIbI C
TTOMOIIIBIO MBIIIHN BBIJEIUTE TPeOyeMoe KOIMYECTBO CTPOK U CTONOOB (2 cTosbna u 1 cTpoka), Win BhI-
Oepute komanny BeraBuTh Tabnuily, uim BeiOepute komanay Hapucosare Tabmuiy. Tun nunuil — Het
rpanun (Bkiaaka Koncrpykrop (mosiisiercst mpu pabore ¢ TabnuiiaMu)/ maHeab uHCTpymMeHToB Hapuco-
BaTh TpaHulibl). [Ipon3BeanTe BeIpaBHUBAHKE B AYeMKax IO JIEBOMY Kparo M MO LEHTpY (BKi1agka Maket/
MaHelb HHCTPYMEHTOB BrIpaBHUBaHUE).

OO6paserr 3a1aHus:

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

oT CugopoBoit AHHBI JIbBOBHBI,
MPOKUBAIOLIEN 10 aJIPECy:
123456, r. Ilen3a,

yi. Pagyxnas, 1. 3, k. 12

[Tpoury mpuHATE MeHsI Ha pabOTy Ha JOHKHOCTB TIIABHOTO TEXHOJIOTA.
(moanuce) (A.JI.Cunoposa)

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

[Topsiiok paGoTHL.

1. Otkpoiite TekcToBBII penakTop Microsoft Word.

2. Pa3BepHHTE OKHO pellakTOpa Ha BeCh SKpaH. Y CTAHOBUTE BUJ — BKJIaJKka Buj/ nmanenas uHCTpY-
MeHTOB MacmTal — 110 IUpPUHE CTPaHUILIBI.

3. 3agaiiTe Bce moJisA cTpaHUIIBI 1o 2,5 ¢M (BKiIaka PasmeTka cTpaHHIbI).

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

5. Bknanka PazmeTka cTpaHullsl / MaHeIb HHCTPYMEHTOB A03all 3aaifTe clieayromue napamMmeTphl:

— BbIPAaBHUBAHUE - 10 IIUPHUHE;

— MEXCTPOYHBIN MHTEPBAJ — MHOXXHTENb 1,3.

6. Bxianka Pazmetka crpanuibl B rpymme [lapamerps! ctpanuiibl Beibepute komanay Paccranos-
Ka [IEpEHOCOB, a 3aTeM BblOepUTE KOMaH[ ABTO.

7. Habepute oOpasen Tekcra. Obpaser colep>KuT oJuH ab3al] TeKCTa, PUCYHKa B BUJE CXEMBbI U
MapKHPOBAaHHBIN CIIUCOK.

Kpatkas cripaBka. [{st co3ganust cxeMbl BOCTIONb3yiTech BKIaakoi BeraBka/ manens Mnmoctpa-
nun/komanaa @urypel. [locne cozmanusi cXeMbl MPOBEIUTE TPYNIHPOBKY, JUIS TOTO YTOOBI BCs CXema
BOCIPUHUMAJIACh KaK €AMHbIN Tpadudeckuii 00bekT. g aToro:

— BBIICTIUTE BCIO cXeMy (Bkianka I maBHas/ maHens PenaktupoBanune/koMmanna Beioop 00beKTOB);

— Bkiagka @opmar/ maHenb YHOpsIOYUTH/ BeIOEpUTE KOMaHAy ['pynmupoBarh (unmu KOH-
TEKCTHOE MEHI0/ KOMaH 1a ['pynnupoBars).

8. [l co3aaHus CIIMCKa UCTIONB3YiTe BKIaAKy [ maBHast B rpymme AO3all MEIKHUTE CTPEIKY psi-

-

-—
-—

JIOM ¢ KOMaH10u Mapkepsl “ . Eciu B IpesioxkeHHo OOIMoTeKe MapKepoB HET COOTBETCTBYHOILE-
ro, TOo BeIOepHUTE KOMaHay OnpeaenauTs HOBBII MapKep U 3a/1aiiTe He0OXOAUMBIH.
OG6pa3err 3a1aHus:
Hugppopmayuonnoe nucvmo
MeTtoionorus njiaHUPOBaHUS MaTepUaIbHBIX pecypcoB npousBojactBa (MRP) obGecneunBaer cu-
TyalHIo, KOTAa KaXKJIbIi 2JIEMEHT NPOU3BOACTBA, KayKasi KOMIUIEKTYIOLIAas A€Tajlb HAaXOAUTHCS B HY)KHOE
BpeMs B HY)KHOM Kosiaectse (puc 1).

CocraB u3nenus U onwuca- [Iman 3aka3oB W KOPpPEK-
HUE MaTepuaioB TUPOBKA K HEMY
IIpon3BOACTBEHHBIN Tpa- - OTtyeTsl:
¢buk padot 0 TUTAHUPOBAHUH;

0 IIpo1eCCE;
CocTosiHue 3anacoB O BBINIOJIHEHUH

JlaHHbI€ 11O onEepanusmM

Puc. 1. CtpykrypHas cxema MRP

Ha ocHoBanum BxonHbIX JaHHBIX (MRP) — cuctema BBIOIHAET CIeIyIONNE ONepaIin:

— OIIpeeNsAeTC KOJIMYECTBO KOHEUHBIX JAaHHBIX W3JENNN I KaXX10r0 EprUoaa BPEMEHU IIJIaHH-
pOBaHus;

— K COCTaBY KOHEUHBIX U3JEIUN J0OABISAIOTCS 3allacHbIE YacTH;

— ompezensiercs oomas noTpeOHOCTh B MaTEPUAIbHBIX pecypcax B COOTBETCTBUU C BEIOMOCTBIO
MaTEpHAJIOB U COCTABOM H3JIENIHS;

— 001mas moTpeOHOCTh MAaTePUAIOB KOPPEKTUPYETCS C YYETOM COCTOSHUS 3aIacoB JUIsl KaXKIO0ro
IeproJia BPEMEHH IUIAaHUPOBAHHS;

— ocymecTBisieTcs (OopMHUpPOBaHUE 3aKa30B Ha IOMNOJHEHUE 3alacoB C YYETOM HEOOXOIUMOro
BPEMCHH OIIEPEKECHUS.

9. IIpoBepbTe BBEJCHHBIN TEKCT ¢ TOUKU 3pEHUs TpaMMaTHKH (BKJIaaka PerieH3upoBanue/ maHemib
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[IpaBonucanue). UcnipaBuTh Bce HaliieHHbIC OMUOKU. COXpaHUTE JOKYMEHT.

3ananue 2. [IpueMbl paboThl ¢ MHOTOCTPOUYHBIM TEKCTOBBIM JOKYMEHTOM

[Topsiiox paboTHI.

1. CxonupyiiTe TOKYMEHT, CO3/IaHHBIN B 3aJIaHUH 1, YeTHIpE pasa.

2. BBIMOTHUTE MPUHYAUTEIHLHOE pa3felieHue Ha CTPAHHUIIBI MMOCIE KaKIOro WH(GOPMAIMOHHOTO
nucbMa kinaBumamu [Ctrl]+[Enter]. B pe3ynbrare 3Tux nelcTBUi Kak10e HHOOPMAIMOHHOE TTUCHEMO OY-
JIET pacrojaraTbCcsi Ha HOBOM CTpaHMIIE.

3. 3agaiite HyMmepaluio cTpaHul] (BBEpXY CTpaHMIIbI, CIIpaBa) KOMaHI0i Bkiajgka BcraBka/ ma-

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

4. Otrdopmartupyiite mepBblid ad3al TeKCTa KaKI0ro HHPpOPMaIMOHHOTO MHcbMa (Bkiaaka ['maB-
Has) CIICAYIOINUM 00pa3oM:

— 1-e nucemo: mpudt Time New Roman, 14nt, ¢ kpacHO# CTPOKH (OTCTYIIOM), BBIPABHUBAHUE 110
HIUPHUHE;

— 2-e nuceMo: mpudT Arial, 12nT, ¢ Bucsuel CTpOKOU (BBICTY-
[I0OM), BBIpaBHMBAHUE IO JIEBOW IpaHuUIle; ab3alHble OTCTYNBI MO 2 CM
CIICBA U CIIPaBa;

CTumm - X

CYHUCTUTE BCE

OBBIMNHBIA

— 3-e mucemo: mpudt Time New Roman, 10nT, nepsas crpoka ab-
3a1r 0e3 OTCTYIa U BBICTYIIA, BRIPABHUBAHUE TI0 TIPABOMY KParo;
— 4-¢ niucpMoO: (pparmMeHT OTHOPMATHPOBATH KaK BO BTOPOM IHCH-

Me, N0JIb3ysAch pexxuMoM Dopmart o odpasiy s , KOTOpBIN BBI3bIBACTCS
KHOTIKOW Ha naHenu HHCTpyMeHToB bydep oOMeHa Bxiazaka [ maBHas;

Bes mHTEepsana

Saronosok 1

3aronosok 2

Saronosok 3
HazsaHue
Moasaronosok

Cnaboe BblAEnEHHE

Brolaensnue

— BBIACIIUTC HepBHﬁ a63au 2-T0 IAChMa/HaKMUTE KHOIIKY CDOpMaT

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

CuneHoe BblaeneH1e
CTporiii

UmutaTta 2
BhloeneHHaA LMTaTa

Cnafan coeinka

Ky ®opmar o odpasuy J /BbIAENUTE a03all.

— 5-e mHMChMO: MepBbI ab3al oThopMaTHPOBaTh KaK B TPEThEM
IUCbMeE, MOJb3YsACh pexuMoM Popmar 1o oOpasiy.

5. 3apaiiTe CTHJIb 3arojloBKa Ha KakJO0W CTpaHUIlEe, UCHOIb3Ys
mabsoHbl ctuieil. Bkianka ['naBHas/ HakaTueM B IPAaBOM HUYKHEM YIITy

ClnbHaA CoelnkEa
HassaHue KHIMr

AfEaL cnvcka

E2AoookblBoowoeolEREIR=2-

BepXHMA KONOHTHTYA

I MpeasapHTenEHEIR ApocMo TR
[] OTknHnTE cEASaHHBIE CTHH

Puc. 2. BaHaHI/IC CTUJIA
3arojoBKa
6. COSI(aI‘/JITC OIJIaBJICHHUC JOKYMCHTA. YcranoBute KypCOp B KOHII€ NOKYMCHTA, BLI6CpI/ITC BKJ1aa-

naHenu HMHCTpyMeHTOoB CTWIM YIJIOBOTO 3J€MEHTa =) 3a/1alTe CTHIIb
«3aronoBok 2» (puc. 2).

MapareTpel. ..

drnaeneHue

ky Ccbuika/ manens OraBnenue/ knonka OrmaBiaenne - (puc. 3).
7. Ucnionw3ys ornaBieHue, epeianTe K TpeTheMy MUChMY (yaepkuBaiite kHonky Ctrl u menkau-
T€ TpeThe HHPOPMAITMOHHOE IMUCHMO).

19



OrnasneHne

{Ornasnanme |

OBpasely NeYaTHOrD AOKYMEHTS Ofpasey, Bef- AOKYMEHTA

SAT0OJI0OBOK 1 1 SATOJIOBOK 1

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

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

SanoaHuTens: -

Ofiune

DopMaTe | KNnaccHaeckHi v

vpogh: |3 £

Puc. 3. Coznanue oryiaBjieHus JOKYMEHTa
8. [Tocite TpeThero muchbMa MOMECTHTE 3aKiaaKy (Bkianka BcraBka/ manenb CBs3u/ KHOMKa 3a-

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

HUEM Kypcopa Ha CTpaHHMIIe, TaK Kak 1o3xe OyJeT Mpou3BeIeH BO3BpaT B MECTO 3aKJIAKU U3 IPYroi ya-
CTH JOKYMEHTA.

MMA FaKnadkm: MonoseHHe

MHcBMaS A0BIEHTE (%) cHockM: BHMzY CTPaHHUE! e
__iaMeHMTb. 0o
DopHaT
Apyrod: Picero

Hymepauma: MNpoAoN¥KTE s

Mopaaok: (&)

O nonowenme TPHMEHHTE HEMEHEHHA

D CKPBITEIE 38K13AKH OpHMEHHTE! KO BCEMY AOKYMEHTY A

[ BCTaEHTE ] [ DTHEHS ]
Puc. 4. YcranoBka 3aKJIaKH1 B TCKCTC Puc. 5. BcTaBka 00BIMHOI CHOCKH
AOKYMCHTA BHU3Y CTpaHUIIbL

9. Ilociie HaOopa UMEHU 3aKIaKu 3apUKCUpyHTe ee KHONKoW J[06aBUTb.

Buaumanue! Mms 3aknaaky He JOJKHO COAEPKATh MPOOEIHI.

10. YcTanoBuTe Kypcop B KOHIIE 3arojiOBKa MEPBOro NMHUChMa U MOCTaBbTE OOBIYHYIO CHOCKY BHH-
3y AokyMeHTa ¢ TekctoM «lIucemo 1» (Brimaaka Cebuiky/ Ha)kaTveM B IPaBOM HUXKHEM YIUIy aHEI! UH-

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

11. BcTaBbTe B KOHIIE KaXKIOTO MUCbMa CBOW (DaMUITHIO, UMSI U OTYECTBO, MOJIB3YSICh KOMAaHIaMHU.
[IpenBapuTenbHO BBITOJTHUTE CAEAYIONINE JEUCTBUSA:

— BKJIaaKka BeTaBka/manens nHCTpyMeHTOB CUMBOIIBI/KHOMTKa CHUMBOIT;

— B BBINAJAIONIEM MEHIO HaXKaTh J[pyrue CHMBOJIBL;

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

— B miosie 3aMeHuTh Habepute Tpu OyKBBI «DUOy;

— YCTaHOBHUTE MapKep — OOBIUHBIN TEKCT;

— B ntosie Ha HaGepuTe MoIHOCTBIO CBOKO (haMUJIUIO, UMS M OTYECTRBO;

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

— B KOHIIE€ KaX/I0TO NMHChMa BBEJUTE C KIaBUaTypbl OykBocoueTtanue «DUOy».

12. Dtum neiictBueM Bl moaBsizanu k OykBocoueTanuio «DOMO» cBou pamuinio, UMt U OT4e-
CTBO.

13. IlepeiiguTe K TpeTbeMy ad3ally ¢ MOMOINBIO 3aKianku yepe3 (Bkiaaka Bcraska/ 3akmamka/
[epeiitu/ [Tucemo 3).

14. Bxnaaka I'nmaBHas/manens nactpymentoB [pudtel/kHonka Peructp Aa| (puc. 7), nepedop-
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MaTUPYHTE TEKCT BTOPOro ad3ara KaxkJIoro MIChMa CIECIYIONIIM 00pa3oM:
— MUCBMO | — «BCE MPOIUCHBIEY;
— IIUCHMO 2 — «BCE CTPOYHBICY;
— MMUCHMO 3 — «HAYWHATH C TPOTUCHBIXY;
— IUCHMO 4 — KU3MEHHUTD PETUCTPY;
— IMIUCHMO 5 — «KaK B TIPEUIOKECHUSIX ).
15. CoxpaHuTte CO3MaHHBIN JOKYMEHT ¢ THIOM (aitia Web — cTpaHuIla B Ballly Mmanky. 3aKpouTe

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

e ) ab = = =
ABTo3ame Ha: PYCCHMH @@ Aa~ hZ ~ é - = = =
ABTO33MEHA | ABTO3EMEHA MATEMATHYECKMMA CMMEONaMKM | ABTOHOPMAT NpM EBOAE | ABTOMOPMAT | CMAPT-TErM Kak B NpeanoxeHHax,
MKE38TE KHOMKH EOZMO%HOCTER SETOaMEHE!
ECE CTROYHEIE 1
MenpasnATe fge MPonMcHEE BYKER B HAYaNE CNOBa
AenaTh nepeble SYKER! NDEANDHEHNIA NPOMHCHEMH BCE MPOMNWCHBIE
AgnaTe nepekie GyKeE! A4EsK TAEBMMIL NPOMMCHEIMK
MHCATE HA3BAHHA AHEA © NPOMMCHOA ByKER! Ha4yvHate C MponucHeX
WCTPaHATE NOCASACTEHA CNYYSHHOND HakaTHA cAP'S LOCK
W3MEHWTE PETWMCTR
[ MenpasnaTe packnaaty KnasHaTyps! e
3AMEHATE MPH BE0AE 7
Puc. 7. lI3mMeHeHue
thHo TvToEa Hasewaa CepreseHa pGFI/ICTpa HIpI/I(i)Ta
dyeruna dyHELHA A
HODPLHA SOPOLMA
XOOPWD ®OpOWo
X0TELT %0TETE
uennEsk YENOEEK
HerbT HECTE
BIGCTRO BeicTpO v
ABTOMATHHECKN MCNPEENATE 0pdOrpadHIeCkre DwAbkn

Puc. 6. BBox ycnoBus aBTO3aMEHBI
Jlaboparopuas padota Ne 3
Co3nanue opranu3alMoHHbIX Auarpamm B MS Word

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

[Tpy HEOOXOIUMOCTH MPOMWIIITIOCTPUPOBATh OTYETHBIE OTHOLICHMS JJIi KOMIIAHUM WJIM OpraHu3a-
LU MOXHO CO3/1aTh PUCYHOK SmartArt, B KOTOPOM IPUMEHSIETCS] MaKeT OPraHU3allOHHON THarpaMMBl,
Hanpumep OpraHuzanuoHHas auarpamma. OpraHuzaliMoHHas JuarpaMMa HCIOJIb3yeTcst JUis rpaduye-
CKOTO MPEJICTABIICHUS YIIPABICHUYECKON CTPYKTYPhl OpraHu3aIiu.

3ananue 1. Co31aTh TEKCTOBBIA JOKYMEHT CO BCTaBKOW OpraHM3allMOHHOM JuarpamMMsl o oopas-

y. LlBeT moss — romy6oii, BET opranarpaMmsbl — KenTbiid. CTUITE paMOK TI0JI00paTh CaMOCTOSITENHHO.
[Topsiiok paGoTHI.

1. OtkpoiiTe TekcToBbIN pegakTop Microsoft Word.
2. YcTaHOBUTE MapaMeTpbl ad3ala: KpacHas CTpoka, MHTepBasl — 1,5 (HakaTueMm B MPaBOM HUXK-

HEM YTy aHeJIu HHCTPpyMeHTOB [lapaMeTphl CTpaHUIIBI YITIOBOTO 3JIEMEHTA EJ/BKna;[Ka [Tons).
3. Beaure TeKCTOBYIO 4acTh JOKYMEHTA.

o
4. Ha Bxiaake BeraBka B rpymmne MiumocTpaliny HAKMHUTE KHOTIKY SmartArt smartart
5. B nosiBuBmemcst okue Bei6op pucynka SmartArt BeiOepute Mepapxus, mocie 3Toro BeIOepUTe
MakeT OpranuzanroHHas quarpamma, a 3areM Haxmure OK (puc. 1).
6. Y anurte HeHYKHBIE SJIEMEHTHI.
7. J1nst noGaByieHUsI HOBOTO AJIEMEHTA B OPTaHU3AI[MOHHYIO IUarpaMMy BBITTOJIHUTE:
— YCTaHOBUTE MBILIKY Ha siU€HKY, K KOTOPOH BBl XOTUTE 100aBUTh HOBYIO STUEHKY;
— B KOHTEKCTHBIX MHCTpyMeHTax Pabora c pucynkamu SmartArt Ha Bkianke KoHCTpykTop B

rpynme Co3nath pucyHok Haxxmute JloOaButh purypy. B Beimamaromiem menio Beibepute J[06aBUTH 10-
MOIIIHHKA.

8. AHaJIOTUYHO T00aBbTE CICAYIONMIUN FJICMEHT.
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9. Jlns BBOAA TEKCTa BHITIOTHUTE OHO U3 CICAYIOIINX JICHCTBUM:

— llenkauTe BHYTpU (DUTYPHI B pUCYHKE SmartArt U BBEIUTE TEKCT.

— Hlenkaute [TekcT] B 00J1aCTH TEKCTA, a 3aTEM BBEIUTE HEOOXOIUMBIN TEKCT (puc. 2).

10. Pucynok SmartArt HacTpoiiTe myTeM HM3MEHEHHUs pa3MepoB (UTryp, J00aBICHHUEM 3aJIMBKH,
KOHTypa (uryp, cTuisi pamMok (KOHTEKCTHBIE MHCTpYMEHTHI Paborta ¢ pucyHkamu SmartArt BKIIajka
dopmar).

BoiGop prcynka SmartArt (2[5 Beeawte TexcT >
= [Tekcrt]
I B [ ]
34 C:vl(nx _': DDC' e e [- = [Tekcr]
. - el [ === I — ] « [Texcr]
-zf b2E P (|
) - - »
sh Wepapars _ _ _
|-ﬁ CS:: = [Tekct]
$ MaTPa OpranmsaunonHan anarpaMmma
£ Mupamiaa CnydT Ans oTobpamkeHns
MEPaPXM4ECKO MHOOPMALUN M
- bl
o= == -
o
Puc. 1. BeiObop MakeTa opranu3aliiOHHOM 1ua- Puc. 2. O0macts TekcTa

IpaMMBI
OO6pa3err 3a1aHuS
VYnpasienue puHancamu GUpMbI

B ynpaBnenun GpuHaHCOBOM A€ATEIHLHOCTD MPEANPUSTUS BAKHYIO POJIb UTPAIOT (PUHAHCOBBIE Me-
HE/DKEPBl. DTO BBICOKOKBATU()HUIIMPOBAHHEIE CIICIMATUCTBI, 00JIa1alomye 3HaHUsIMU B 00J1acTH (pUHAH-
COB M OyXTaJITepCKOro y4erTa, KpeAuTa U JACHEKHOro oOpalieHus], lIeH000pa30BaHMsl, HaJOTOBOTO 3aK0-
HOJIaTeIhCTBA M TEXHUKU 0AHKOBCKOW M OMPIKEBOM JCSITCILHOCTH.

OUHAHCOBOMY MEHEKEPY MOAYUHEHBI J1Ba (PYHKIIMOHATBHBIX MEHEKEpa — KOHTPOJIEp U Ka3Ha-
geil. YeTKOoro pasrpaHuueHusi B padoTe KOHTpoJIepa U Ka3Haues He CYIIECTBYET, UX JOJKHOCTHBIC 00s-
3aHHOCTH B PA3HBIX KOMITAHMUSX PA3IMYalOTCS B 3aBHCHUMOCTH OT TMOJUTHK, MPOBOAMMON UM, U TEPCO-
HaJIbHBIX KAUECTB.

[Ipe3unent
(I'maBHBIN yIpaBIIsIONIHii)

| 1
Bune-npesunent Bune-npesunent Bune-npesuneHt
10 IPOU3BOJCTBY o (puHAHCAM 110 MAPKETUHTY

1
1 1
Kontponep | | Kasnaueit

3ananue 2. Co3aate oprauarpamMmmy mo o0pasity.
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@DuHAHCOBBIE CITYKOBI IPEATPUATHS

CoBeT AUPEKTOPOB

!

[Ipe3unent
(I'maBHBIA yIpaBISIONII)

v

v v
Buue-npe3uneHt Bune-npe3uneHt Bune-npe3uneHt
IO MPOU3BOJICTBY o (huHaHCAM 110 MapKETHUHTY

|
v v
Kontponep Kasnaueit

Menemxep o Hajnoram

Menemxep 1o Kpeauram

Menempxkep 10 y4eTy IpoUu3BOA-
CTBEHHBIX U3JIEPIKEK

MeHnexep 110 KOHTPOJIIO U pe-
T'YJIUPOBAHUIO JICHEKHBIX OIepa-
bEN% 070

MeHemkep o KOMITBIOTEPHBIM
pacueram

MeHnemkep Mo GUHAHCOBOMY
IJTAHUPOBAHUIO

Menemkep 1Mo (MHAHCOBOW OTYET-
HOCTH

MEHe,E[)Kep II0 KalluTaJIbHbIM
BJIOXKCHHUAM

MeHemkep 1Mo NPUBICYESHHIO
(hMHAHCOBBIX PECYpPCOB

MeHemKep 110 HHBECTHIIHSM

Tema 2. TexHonorun o0pabOTKK HHPOPMAIIUH, PEIICHHUE 33/1a49 B DJICKTPOHHBIX TaOIHIIaX.
JlaGopatopHnas padora Ne 1
BBonx 1 penakTHpoBaHKe TaHHBIX B TabarmuHOM mpoieccope MS Excel
Llenb paboOThI: HAYYHUTHCS CO3/1aBaTh MPOCTeiiiire TadIuIbl B TaOMHYHOM Hporieccope MS Excel.

[Topsimok paGoTHI.

1. BBenuTe 1aHHBIC CIEIYIONICH TaOIUIIBL.
A

DamMHUAKA BRNAAYMKA

B
Cymma Br1aga, $ CLUA

G
Jona ot obwero Bknaga, %

Abpamos

10520,28

Muxainoea

5830,56

Fopenos

25690,39

Merpos

50880,95

AGenaH

19330,41

Jlykawwk

14920,18

0 o ;s W e

Mrtoro:

2. IlogOepute muprHY CTOJOOB TaK, 9YTOOBI OBUIA BUIHBI BCE HAIITUCH.
3. BcraBbTe HOBBI cTonOer nepes cronbiuom A. B sueliky Al BBeaute TekcT Ne n/n, mpoHyMe-

py#Te stueiiku A2:A7, UCTIONB3Ys aBTO3aII0JTHEHHUE.
A B

Non/n

DaMUAHA BRNASIUMKE

C
Cymma srnaga, S CLUA

D
[ona ot obuiero Brnaga, %

ABpamoe

10520,28

Muxainosa

5830,56

ropenos

25690,39

MNetpoe

50880,95

AGenad

15830,41

1
2
3
4]
5
6

JTyKalwmeg

14520,18

1
2
]
4
5
6
7
8

WUraoro:

4. BctaBbTe CTPOKY 1JIsi Ha3BaHUs TaOnuIlel. B sueiiky Al BBeauTe Ha3zBaHue TaOMUIbl MHOUSU-

OyanvHble 8KIA0bL KOMMeEPUecKo2o OaHKa.
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A B C D
1 |MHAMBMAyanbHbIE BKAAABI KOMMEPUECKOro BaHKa
2 Ne n/n [®amunua srnapumka |Cymma exknang, $CLUA |Jona ot obwero sknags, %
3 Afpamos 10520,28
Muxarinosa 5830,56)

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

AbenaH 19830,41
JTyKaLWKWK 14920,18
9 Wrtaro:

5. CoxpanuTte Tabauiy moa umeHem bauk.XIS.

JlaGopaTopnas pabora Ne 2
BBox dpopmyn B Tabamurom mporueccope MS Excel

L{enb paboOTHI: HAYYHTHCSA CO3aBaTh MpocTeiie GopMyiisl B TabarmuHoM mporeccope MS Excel.

[Topsiiox paboTHI.

1. Otkpoiite daiin bawnk.XIs.

2. B siueiiky C9 BBeauTe GOpMyITy ISl HAXO0XKICHHUS OOIIEH CyMMBI.

3. B sueiiky D3 BBeaute popmyny Uis HaXOXKICHHS J0JIHM OT OOIIETro BKJa/aa, UCHONB3Ys abco-

JIOTHYIO CCBUIKY Ha stueiiky C9: =C3/$C$9*100.
4. Cxkonmpyiite naHHyto ¢popmyiy aus rpymnn sueek D4:D8.

D

o o e

1 |MHAMBMAYaNbHbIE BKN3Ab KOMMEpYeckoro BaHka

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

w

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

5. Coxpanute n3MeHeHus B Qaiire.
Jlaboparopnas pabota Ne 3
dopmarupoBanue TadMIl B TabIMYHOM mporieccope MS Excel

Llenb paboThl: HAyYUTHCS MPOCTEUHIMM HpuemaMm (opMaTHUpPOBAaHUS TAaOJIUI B TaOJIMYHOM IPO-
rieccope MS Excel.

[Topsinok paboTHI.

1. Otkpoiite daiin Bauk.xIs.

2. Ins rpynnsl siueek C3:C9 ycranoBute Pasdenumens moicay u paspsaonocms /lee yughpuvl nocne
3anAmotu, UCTIOIb3ys KHOIIKY ™ % £,

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

4. Oopemunute gueriku Al:D1.

5. JloGaBbTE JBE CTPOKHM TOCIE Ha3BaHUs TaOMuIbl. BBeaute B sueiiky A2 Tekct /lama, B sieiiKy
B2 — ceroansmHiioo naty (Hanpumep, 25.10.2003), B sueiiky A3 tekct Bpewms, B siueiiky B3 — Tekyiee
Bpems (Hanpumep, 15:08). Beibepute Gopmar gaTel 1 BpeMEHH B COOTBETCTBYIOUIHMX STYCHKAX IO CBOEMY
KEJaHUIO.

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

7. BBITTOTHUTE COPTHPOBKY IO BO3PACTAHUIO CYMMBI BKJIAJIa.

A D

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

Wi N o

[RIN]

Gamunna | Cymma Brnaaa, [[ona ot obuero

Ne n/n
/ BK3AUMKE SClwA BrAaga, %

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

Wil o e

o || |wm |-

R
(=R

8. Coxpanute n3MeHeHus B Qaiirne.
JlaGopaTtopHnast pabota Ne 4
VYnpasneHue 1ucramu pabodeil KHUTH B TabnmaHoM npoueccope MS Excel
Llens paGoOTHI: HAYYUTHCS MPOCTEHIINM TpHEMaM YIPaBICHUS JHCTaMH pabodyeil KHUTH B Taod-
amgHOM mporieccope MS Excel.
[Topsimok paGoTHL.
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1. OtkpoiiTe HOBYIO pabOUyIO0 KHUTY.
2. [lepeumenyiiTe nucThl pabouell KHUTH: BMecTo Jlucml BBegute Hanoe ¢ npoodasic, BMECTO

Jlucm?2 BBenute Pacuem yen.

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

u yuciosoe 35auenue 0,05.
5. Ilepelinute Ha nuct Pacuem yen.
6. OpopmuTe TabNIHILY, 3aMTOTHUTE ITYCTHIC TYCHKH.

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

-

w

RN NIV ST RNR

Wrtoro:

7. BBIIIOTHUTE COPTHPOBKY TOBApa MO BO3PACTAHHIO.
8. Coxpanute 10KyMeHT o umeHeM Oguc.XIs.
JlaGopaTtopnas pabora Ne 5
Oyukiuy B TabmuaHOM mporeccope MS Excel
Llenb paboOThI: HAYYUTHCS MOJIB30BATHCS MPOCTCUIIMMH (DYHKIMSIMH B TaOJIMYHOM MpoIieccope

MS Excel.

[Topsiiok paboTHI.

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

2. OTKpoiiTe HOBYIO pabouyrO KHUTY.

3. B siueiiky Al BBeuTe TEKYIYIO 1Ty, UCMOJIB3Ys MacTep GyHkuuid (kareropust pyHkumu Jama
u 8pems).

4. Yucna BBOJUTE B SIMEUKH TPETHEH CTPOKH.

5. 3anonHute sueriku L5:1L.14 coorBeTcTBYOMMME (popMyIamH.

6. OTdopmaTupyiiTe TabIHITy IO 00pa3ITy.

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

2s]-61] 0] -82] 18] -11] 0] 30] 15[ -31] o] -58] 22]

0fLiee KONMUECTBO YACEN

KOMMUECTBO NO/OMUTENBHBIX YACEN
KOMMYECTBO OTPHLATENBHbBIX YMCEN
KONWYECTBO HyNneH

0~ @ W[ w N e

w

MaKMMansHOe 3HaYeHne

10 MUHMMaNbHOE 3HaYeHHe

11 |cpegHee 3HaueHKe

12 |cymma Bcex umcen

13 cymma NoAOKHTENDHDIX UMCEN

14 cymma oTpUuaTebHbIX Yucen

7. JlucmI nepeumenyiite B Yucna, oCTallbHBIE JIUCTHI yJATUTE.
8. PesynbTar coxpanute noj umeneM Yucua.xls.
JlaGopatopHas pabota Ne 6
[Toctpoenue auarpamm u rpaduKoB B TabmuaHOM Mporeccope MS Excel

Llenb paboOThL: HAYYUTHCS CTPOUTH MPOCTEUIINE AUArPAMMBI U IpadUKH B TaOJIMYHOM IMpolieccope
MS Excel.

[Topsiiok paGoTHI.

1. Otkpoiite nokymeHT bauk.xIs.

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

3. Ha mucre /[uaepamma moCTpOWTEe KPYTrOBYIO AWArpaMMmy IO JTAHHBIM CTOJIONOB Damuius
sxaaoyuxa, [lons obweeo sxiaoa.

4. BoIpexbTe KyCOUKM U3 AUarpamMmbl, AJisl 3TOrO:

— BBIACTUTE 00JIACTh TUarpaMMbl;

— IIETKHUTE BHYTPH JII0OOT0 CEKTOPa;

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

5. [Togbepure mogxonamuii pa3mep mpudTa MOAMUCEH JaHHBIX, IBET MPUQPTa YCTAHOBUTE COOT-
BETCTBEHHO LIBETY KaXK/10I'0 CEKTOpA.
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6. s Ha3BaHus quarpammel yeranoBute mpudT Courier New, 12 nt, cuHuii 1ser.
7. IlepeMecTuTe JIereH 1y B MPaBblil HUXKHUHN YTOJl OKHA JUArpaMMBbl.

Jons or obmerc BrIaga, %

Ra

W Muxaiinosa
W Abpamoe
W lyrawms

W ABensH

W ropenos

8. CoxpaHuTe U3MEHEHUS B IOKYMEHTE.

9. Otkpoiite fokymeHT Oguc.XIs.

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

11. [To nanubiM cronbnoB Haumenogsanue mosapa i Cymma NOCTPOUTE TUCTOTPaAMMY.

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

13. Cnenaiite 3aJIMBKY paMKH HEBHIUMOM.

14. OcranbHble 3IEMEHTHI AUArpaMMbI OTHOPMATUPYHTE IO CBOEMY KEIIaHUIO.

Cymma

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

0,00p. -

5670,00p

3937,50p

15. CoxpaHuTe U3MEHEHHS B IOKYMEHTE.

16. OTkpoiiTe HOBYIO pabOUyIO KHUTY.

17. Tloctpoiite rpaduk GyHkuuu Yy =Sin X Ha orpe3ke [-5; 5] ¢ marom 0,5. Hcmomp3yiite THI
nuarpaMmsl 1oueunas.

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

-L,5| -0,99749 Mpaduk dpyHKUMK y = sin X
-1| -0,84147

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

0,5 0,473426 '_\ ’ /\

1] 0,811471

15 1,5[ 0,997495 \ v \

16 2| 0,909297 ‘ : : & . . s
7 2,5[ 0,598472 5 4 \ 2 2 \4 6
13 3| 014112

19 3,5] -0,35078 \/ \’
20 4] t

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

18. Coxpanute JOKYMEHT moj umeHeM I paghux.XIs.
JlaGopaTtopnast pabota Ne 7
Jlornueckue ¢yHKIMU B TabnuaHOM mponeccope MS Excel
[lens paboThHI: HAYIUTHCS MOTB30BATHCS MPOCTEHIIMMHI JTOTHIECKUMH (QYHKIUSAMH B TaOINIHOM
nporeccope MS Excel.
[Topsimok paGoTHL.
1. OtkpoiiTe HOBYIO pabOUyIO0 KHUTY.
2. 3aroHATe TAOIUIYYy U 0T(OpMATHPYHTE ee IO 00pasIry.
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A B C D E F G
BejOMOCTL BCTYNMTENLHEIX 3KIAMEHOB

MpoxodHol Gaan 13

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

3. 3anomHUTE (POPMYIIaMU MYCTHIC STYCHKUA. AOUTYpUEHT 3a4MCIICH B MHCTUTYT, €CIIM cCyMMa 0ai-

=
El

Wi~ e oW e

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

=
=]

JIOB OOJIBbIIIE HJIH paBHA IIPOXOJHOMY 6aJ'IJ'Iy N OLICHKAa II0 MaT€MaTHUuKE 5 mim 4, B IIPOTHUBHOM CJIy4dac —

HCT.

4. BbIOIHUTE COPTUPOBKY 110 YOBIBAaHUIO 00IIICH CyMMBI 0aJlIOB.

5. Coxpanute TOKyMEHT moj umeHeM Cmyodenm.XIs.

6. OTKpoliTe HOBYIO paO0YYIO0 KHUTY.

7. IlocTpoiite TabnuIly MCTHHHOCTH JJIs1 IorHueckoii onepamuu NJIN.
8. BeimomauTEe hopMaTUpOBaHNE TAOJIHIIBIL.

A B e D
TabAMua UCTMHHOCTH onepauuk MK
A B F

1
2
3
4
5
6

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

9. CoxpanuTte pe3yibTar moja umenem Jloeuxa.xls.
JlaGopatopHas pabora Ne 8
Pab6ora co criuckamu B TadmuuHOM mpoiieccope MS Excel. ABTomaruzanus BBo/1a JaHHBIX
Llenb pa®oThI: HAYYUTHCS MOTH30BATHCSI ABTO3AMOIHEHUEM BBOJIAa IaHHBIX B TaOJIMYHOM IpoLiec-

cope MS Excel.

[Topsiiok paGoTHI.
1. OTkpoiiTe HOBYIO pabOUyIO KHUTY.
2. 3anoaHUTE TaONUIly JaHHBIMH, JJIsl Ha3BaHUs MECALIEB UCTIONb3YiiTe A6mo3anonnenue.

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

3. obaswTe cronber Beezo.

4. 3anoHUTE MyCThIE STYEHKH.

5. BeinonHUTE COPTUPOBKY B CTOJIOIE B cpedrem 1m0 yOBIBAaHUIO.

6. Opopmure Tabnuy.

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

8. Ckpotite cronber H.

9. [Tokaxwure cronbder; H.

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

o v s W N e

uryto naty u Bpems). [locMoTpute momyyeHHbINH pe3ysbTar.

11. TTocTpoiiTe KPyroByro IuarpamMMmy, MOKa3bIBAIOIIYIO OO KaXI0H CTaThM J10X0Ja MO0 UTOraM

| monyroaus. Ilomectute quarpaMmy Ha COOTBETCTBYIOILIEM JIMCTE.

12. Coxpanute pe3ynbTathl moJ uMeHeM Maeaszun.XIS.
JlaGopaTtopnast pabota Ne 9
Pabota co ciuckamu B TabmmuHOM nporeccope MS Excel. @unprpanus qaHHBIX
[{enb pabOThI: HAYUUTHCS BBIIOIHATH (GUIBTPAIMIO JaHHBIX B TabanyHOM nponeccope MS Excel.
[Topsiiok paboTHI.
1. OTkpoiiTe HOBYIO pabOUyIO KHUTY.
2. 3anonHATE TAOIUILY.
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A B & D E F

Cpor
peanuzaunm

Npoayktol | LeHa Kon-so | Cymma Hcter

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

3. 3anoHUTE MyCThIe sIUEHKU ¢ yueToM (popMaTta JaHHBIX (Ha HEKOTOPBIE MPOAYKTHI CIIEIHATIBLHO
YKaXHUTE MIPOCPOUYCHHYIO ATy peau3alun).

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

5. BeimonauTe hopMarupoBaHue TAOIHIIBI IO 00pasily.

6. Otcoprupyiite 3anucu B nopsake yoeBanus Cpoxa pearuzayuu. CKONUPYHTE pe3yabTaT Ha
nmuct Copmuposka.

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

8. Haiinute Bce MPOAYKTHI C UCTEKIIUM CPOKOM peann3anuu. CKOMUpyHTe pe3ynbTaT Ha JIHCT
THouck.

9. Haiinute BCe MPOAYKTHI, sl KOTOPBIX 00mias cymma He MeHbIre 300 py6. u He 6onbme 1000
py0. Cxkonupyiite pe3ynbrar Ha JucT [louck.

10) HaiinuTe Bce mpOMyKThI, KOJMYECTBO KOTOPBIX Oosbmie 300, a Cpok peanu3aimu eiie He uc-
Tek. Cxonupynrte pe3yibTaT Ha JUcT [louck.

11) Ilpuaymaiite CBOM KpUTEPHHU TIOMCKA. 3aMMIIMTE 3TH YCIOBHUS U CKOIUPYITE pe3yJbTaT HOouC-
Ka Ha jauct [louck.

12) Ha Bcex jamcTax B BEPXHEM KOJOHTUTYJIC YKQXKHUTE CBOIO ()aMHJIMIO U JIaTy BBIMOJHEHUS pa-
00TbI, B HUKHEM — Ha3BaHUS JIUCTOB.

13) Coxpanute 10KyMeHT o1 uMeHeM Ckiuao. XIs.

Tema 3. IHpopMalmoHHBIE TEXHOJIOTHH MTPE3EHTALIMOHHON Tpa(uKH.

JlaGopaTtopHnast pabota Ne 1
OcHoBbI paboTs! B mporpamme MS PowerPoint

Llenb paboOTHI: OBIAETh HABBIKAMH CO3JaHUS MYJIbTHMEINA Mpe3eHTaluii B mporpamme MS Pow-
erPoint.

[Topsinok paboTHI.

1. ITpu 3amycke mporpamma MS PowerPoint oTkpriBaeTcst B pexxuMe, Ha3bIBAEMOM OOBIYHBIM pe-
KUMOM, KOTOPBIN MTO3BOJISIET CO3/1aBaTh Caiibl U paboTaTh C HUMH.

oo W

)
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@ H9-0)+ Mpeserrauual - Microsoft PawerPoint =

i
= | rnagran | Beraska Auzaiin AHvMauma Mokas craiigos PeleHaNpoBaHMe Bug  PaspaBoTumk (7]
& 2 |=] Maket ~ TS 1 = i= ﬂﬁ HanpaeneHue Tekcra \ \ [SIEIS] I:h < 3anueka PUrypel 34 Harmn
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B Cy AV = S —1 ¥ 3 TS
cragaTE ;:a?f 4+ vaanute ‘JK & Yo 8 K- Aa H A | |= T} Npeotipasosats & SmartArt GO 3 oy 5 TTOPRASTITE SRCRECEEN b perra ana duryp | BrigenuTs =

Bydep 0. M Cnaiige WpudT E} Af3zay T PUCOBaHNE il PefakTposaHme |
[ Crommms (Crppmypa x|

1]

3aro/I0BOK cnamnaa

Mop3aronoBok cnanaa

‘ 3aMeTKU K cnaimy

Puc. 1. PexxuM co3manus ciaainaoB

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

[TyHKTHpHBIE IMHUY TTOKA3bIBAIOT MECTO3AMOIHUTENN, B KOTOPHIE MOKHO BBECTH TEKCT MJIM BCTa-
BUTH N300paKEeHUs, AUATPAMMBI U JPyrHe 00bEKTHI.

3. Brimagka Cratiobt cOTEpKHUT ICKU3BI BCEX MOJIHOPA3MEPHBIX CIIAHIOB, 0TOOpakaeMbIX B 00J1a-
ctu Crauo. Ilocne no6aBiaeHMs IpYTruUX CIAMIOB JUIs MOSIBIEHUS HYXXHOTO ciaiiia B obmactu Craiio
MOHO IIEITKHYTh COOTBETCTBYIOIINI 3CKU3 Ha BKIIake Cratiovi. MOXKHO TakXe MepeTacKUuBaTh ICKU3HI,
4TOOBI U3MEHUTH TOPSIOK CllaiiioB B npe3eHTanuu. Kpome toro, Bkinagka Craiios: HO3BOJSET J00aBIISATh
Y yAAIATh CIIaiIbl.

4. O6nactb 3amemku MO3BOJSET BBECTU 3aMETKU O TEKylIeM claiiie. MoXHO pa3farh 3aMeTKH
ayJAUTOPUH MK 00paIaThCsi K HIM BO BpeMs MTOKa3a MPE3eHTAIMH B PEKUME JOKIIATIUKA.

[Tocne oTkpbITHS M1a0I0HA HOBOM Mpe3eHTaN 0TOOpakaeTcsi TOJIbKO HeOoIbIIas YacTh 001acTH
3amemxku, KOTOPYIO MOKHO YBEIIUMYHTb.

5. Cnaiiz, KOTOpbI aBTOMATUYECKH MOSBIISIETCS B IPE3EHTALIMH, COACPXKUT JBa MECTO3AIOIHUTE-
JI51, OIMH U3 KOTOPBIX OT(GOPMATHPOBAH IS 3arojoBKa, a BTOPOW — IS TIOA3aroyioBka. [lopsmok mporo-
TUIIOB Ha cjaiije HasbiBaeTcs MakeToM. B mporpamme MS PowerPoint Takyke mpeaycMOTpeHsl pyrue
TUTIBI MECTO3ATIOTHUTEIIEH, HalTpUMep MECTO3ATIOTHHUTENH 1151 M300paKSeHUI U pUCYHKOB SmartArt.

6. UToOBbI OJTHOBPEMEHHO C J00aBICHHEM cliaiia B MPE3CHTAIMIO BRIOPATh MaKeT HOBOTO claija,
MOJKHO BBITIOJIHUTH CJIETYIOIINE ICHCTBHS:

— Ha BkJajake Cratiovl METKHUTE HETIOCPEACTBEHHO MO/ €AUHCTBEHHBIM COJIEPIKAIIMMCS Ha STOU
BKJIAJIKE CIIAHJIOM;

— B rpynne Cratiovel BKIaIKu [ nasHas METKHUTE CTPENKY psiioM ¢ kHonkou Cozdams caatio,

I:I T Racers

5 BoccranosmTs

Cosaats
cnatig - | % YAanuTs

Cnaitgsl
Puc. 2. KHONIKM co3/1aHuMs Ciiaiiia ¥ BBIOOpa MaKeTa
— TIOSIBUTCS KOJIJIEKIMS, B KOTOPOH OTOOpaKArOTCSI 3CKU3bI Pa3NUYHBIX JOCTYIMHBIX MaKETOB
CIIaiiIOB;
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J =] Maxer - A

| | £5) Boccrarosnme
Cosaate § AV. A
cnaiig - | w YaaamuTe e e o e -
Tema Office
]
TUTYNEHEIR chaig 3aronoBoK M 3aronosok
06BEKT pasaena
A
ABa o6BekTa CpaBHeHKHe ToNEKO 3aroN0B0K
Tycroi craing OBnekT ¢ PHCyHOK €
noanmcet noanmce
7] [y&nupoEaTe BEASNEHHEE CAARAE
55 Chaligsl v CTRYKTYpRSL..
=] [osTopHOe MCNONBIOBAHHE CNAWATE...

Puc. 3. Tembr makeTOB

— HOBBIU CITaliJ MOSABIIAETCS U Ha BKIajke Cratiovl, Te OH BbIAETSAETCS KaK TEKYIIUH, U B 001acTu
Chaiio;

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

— Ha BKJIazke Cnatiovl MEIKHUTE Cllaiif], K KOTOPOMY HYKHO IIPUMEHUTh HOBBII MAaKeT;

— B rpynne Cratiovl BKIaaku [ nasnas MENKHUTE d1eMeHT Makem, a 3aTeM BbIOCPHUTE HYKHBIN
HOBBIM MaKeT.

8. Ecniu Hy)XHO co37aTh JiBa cliaiifla, aHAJIOTUYHBIX MO COJACPIKAHUIO U MAKETy, MOKHO CIKOHO-
MUTh YCHITUS, CO3/IaBasi OAMH CIai] ¢ pOPMATHPOBAHUEM H COACPKAHUEM, OOIIUMU I 000UX CIIAHI0B,
a 3aTeM CO3JaTh KOIIHIO 3TOr0 Cjalaa U J0OAaBUTh Ha KAXKIBIM M3 3TUX CJIAMI0B OKOHYATEIbHbIE HHINBH-
NyalibHbIE JACTAJIN:

— Ha Bkiagke Cratiobl METKHUTE KOMUPYEMBIN CIai1 MpaBoil KHOMKOW MBI, a 3aTeM BBIOEpUTE
koMmaHny Konupoeams B KOHTEKCTHOM MEHIO;

— HaxoJsch Ha Bkiaake Crnatiovl, NENKHUTE MPAaBOM KHOMKOW MBIIIM MECTO, B KOTOPOM HYKHO
100aBUTH HOBYIO KOTIMIO Claiiia, U BHIOEPUTE B KOHTEKCTHOM MEHIO KOMaHAy Bcmasums.

MO0>KHO Tak)ke BCTaBUTh KOIUIO CJIaii/la U3 OJHOU MPE3EHTALMH B APYTYIO PE3EHTALHIO.

9. UToOBI M3MEHHUTH TIOPSIOK CIaiI0B Ha BKIaaKke Craiiobl HY)KHO BBIOPATh A, HEOOXOIMMBII
JUTSl IEPEMEILIEHHUS, @ 3aTEM MEePETAUIUTh €0 B HOBOE MECTO.

10. YToOBI BBIIEIUTh HECKOJBKO CIIAHOB, HY)KHO INEIKHYTH CJai, KOTOPBIA HYXHO TiepeMe-
CTHTb, a 3aT€M HaXkaThb U ynaepkuBarh kiaBuiry CTRL, olHOBpeMEHHO IIeNKas MO O4Yepean OCTalbHbIE
CJIai/Ibl, KOTOPBIE HY)KHO TIEPEMECTHUT.

11. [ins ynanenus crnaiia Ha Bkiagke Craiiodvl HY>)KHO IIENKHYTh MPaBOil KHOMKOM MBIIIN CIaii,
KOTOPBI HEOOXOIMMO YAANUTh, a 3aT€M BHIOpaTh B KOHTEKCTHOM MEHIO KoMaHay Yoarums cratio.

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

Yro0Obl 100aBUTH TEKCT HA 000U Cllaii]], Hy)KHO IIEIKHYTh MECTO3aIl0IHUTEh, B KOTOPBIH HYX-
HO JT00aBUTH TEKCT, a 3aTE€M BBECTU WUJIU BCTABUTH HY)KHBIN TEKCT.

13. CymecTByeT MHOXKECTBO CIIOCOO0OB M3MEHUTh BHEITHUHN BHJI TEKCTa Ha ClIaii[ie, OT OCHOBHBIX
KHOTIOK BKJaIKu [1aeéuas, TpeqHa3HAYEHHBIX i (POPMATHPOBAHUS XapaKTEPUCTHK IpudTa, CTHII,
pa3Mepa, 1BeTa U ab3ama, 10 JOMOTHUTEIbHBIX NMapaMeTPOB, TAKUX KaK aHUMAIUS WIH TIpeoOpa3oBaHUe
B pucyHku SmartArt.

14. Cnunikom 607bIII0E KOJIMYECTBO TEKCTA JIETAeT Claiil 3ayTaHHbIM U HEMOHATHBIM JIJISl ayIH-
Topuu. Pemennem 3Toi mpoOIeMbl SBISIOTCS 3aMETKHU JIOKJIATINKa, KOTOPhIE MOYKHO BBECTH B 00JIaCTH
3aMeTKu Ui KaKAO0ro claiifa. 3aMeTKH JOKIAJYMKa MOMOTAT B MPOIECcCe MpPEe3eHTAluu H30aBUTH
9KpaH OT M30BITOYHOTO COJEP)KAHMS, OJHOBPEMEHHO IMO3BOJISAS OTCICKHBATH BCE JaHHBIC, HYXXHBIC BO
BpeMs MPE3CHTAIIH.

3aMeTKH JOKJIaIuyuKa MOXKHO HamledaraTth W 3arisibIBaTh B HUX BO BpeMsl mpe3eHTtanuu. JInbo,
eciu nipe3enTanus MS PowerPoint 3amyckaeTcst ¢ oqHOr0 MOHUTOpA (Hampumep, Ha TpUOYyHE), a ayIUTO-
pHYsl BUIIUT €€ Ha APYTOM MOHUTOpPE, TO JJISl BBIBO/AA 3aMETOK BO BpEMsI MIPE3EHTALIMHU TOJIBKO HA MOHUTOP
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JOKJIQTYMKA MOYKHO HCIIOJIh30BATh PEXKUM JTOKJIATUHKA.

15. MS PowerPoint ipegocTaBiseT MHOKECTBO TE€M, YIPOIas H3MEHEHHE OOIIero BUaa MPe3eH-
taruu. Tema mpezcraBiseT co00i HaOOp AIEMEHTOB OGOPMIICHHS, MPUAAOIINNA OCOOBIH, eTnHO00pa3-
HBI BHEUIHHW BHI BceM nokymeHTaM Office, MCHONBb3yss KOHKPETHBIE COYCTAHUS [BETOB, MPU(TOB U
3¢ dekToB.

MS PowerPoint aBToMaTu4ecky MpUMEHSIET K MPE3CHTALNM, CO3JaHHBIM C IIOMONIBIO MaliIoHa
HOBOI mpe3eHTanuu, remy Office, HO BHEITHUI BHJI MPE3EHTAIIUN MOKHO JIETKO U3MEHHUTH B JIFOOOM MO-
MEHT, IPUMEHHB 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 LIETKHYTh HYKHYIO TEMY JTI0KyMEHTA.
17. YtoObl yBUIETH 3CKHU3BI JOMOJHUTEIBHBIX TEM, HY)KHO MIETKHYTh CTPEIIKH PSIIOM CO CTPOKOU
ICKH30B.

EKa Anzaitn AHWUMaUNA Mokas cnaigos PeleHINpOBaHHE Bua Paspa6oTuuk

Temul

Puc. 6. Temsl ohopmienus craiina

18. MS PowerPoint mo3BossieT 100aBiAsSTh MHOXKECTBO BUAOB ayIuO U BUACOJAHHBIX, BKIIIOUAs
TaONMUIBl, PUCYHKH SMartArt, xnmmbl, QUTYpHI, AMAarpaMMbl, MY3bIKY, (HIbMBI, 3BYKH W aHHUMAIIHH.
MoxHO Takke J100aBUTh T'MIIEPCCHUIKM, YTOOBI MOBBICUTh TMOKOCTH MEPEMEIEHUs M0 Mpe3eHTaluu U
BHE €€, a TAaKXKe MMPHUBIICKAIOMIIE TJ1a3 TIEPEX0IbI MKy CIaiiJaMH.

19. Yro0b!I 10OABUTE KIIUII:

— YKa)XUTE MPOTOTHI, B KOTOPHII HEOOX0MMMO 100aBUTh KIHI. Eciy mpoTOTHI HE BBIICIICH HITH
€CITU BBIAEIICH ITPOTOTHUII, B KOTOPBII HENb3s1 BCTABUTh M300pakeHNe, KIIUI BCTABISIETCS B LIGHTD Claii/a;

— Ha BKJIaJKe Bcmaska B rpynne Mnnocmpayuu HaxxMmute KHONKY Kaun. B obnactu 3agau Knun
BbIOMpAeTCst HY>KHBIH Kium. Kium Mo>KHO epeMecTuTh, U3MEHUTh pa3Mep, OBEPHYTh, 100aBUTh TEKCT U
BBITTOJIHUTH HHBIE N3MEHECHHSL.

20. Pucynok SmartArt — sTo Bu3yajabHOE MPEICTABICHUE CBEJICHHM, KOTOPOE MOXHO MOJHOCTBIO
HacTpouTh. [IpeoOpa3oBaHne TeKCTa B pUCYHOK SmartArt — 3To ObICTpBIN CIIOCOO MPeoOpa3oBaThk CylIle-
CTBYIOIIME CIIalIbl B MPO(hecCHOHAIbHO 0(OpMIIEHHBIE WILTIOCTpalui. Hanpumep, MOXKHO OTHUM ILeTy-
KOM TIPEBPATUTh CIIal]] IIOBECTKH JTHS B pUCYHOK SmartArt.

ELLBETE =

7 [O]20dekm -

NosecTka

* TEHAEHLMH PrIHKE

* Haywenue notpeburanen

* PexaamsHan KamnaHuA MoBecTka
* YBeaqseHHe 00benE Nposss

= sanisiing
Fansansinn  COeME npogaw

LU L

Hirpomnne
noTpeduTaran

TeHgaHga
prisER

Puc. 7. Ilpumep npeoOpa3zoBaHms TEKCTA Claiia B pucyHok SmartArt
21. YtoOsl mpeoOpa30BaTh CYIIECTBYIOUINI TEKCT B pUCYHOK SmartArt:
— IIEJIKHATE MECTO3AIOHUTEIb, COACPIKAIINN TEKCT, KOTOPBIH HY)KHO IpeoOpa3oBaTh;
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— B Tpymme Ab3ay BKIaAKY I 1aénas HAXMUTE KHOTIKY [Ipeobpazosams 6 pucynox SmartArt,

— YTOOBI YBUJETH, KaK Oy/IeT BBITTIAAETh PUCYHOK SMartArt ¢ Hy>kKHbBIM TEKCTOM, HaBEAUTE B KOJI-
JIEKIMH yKa3aTellb Ha 3CKU3 3TOT0 pucyHKa SmartArt. Kosiekuus cogep>kut MakeTsl pucyHkoB SmartArt,
KOTOpBIE JIy4Ille BCEro MOAXOIAT AJI1 MapKUPOBAHHBIX CHHUCKOB. [ mpocMoTpa moiaHoro Habopa Make-
TOB HAKMUTE KHOMKY /{pyaue pucynku SmartArt.

22. Halijns Hy>KHBIH pUCYHOK SMartArt, meakHuTe ero, 4To0bl MPUMEHUTh K CBOEMY TEKCTY.

23. Teneps pucyHok SmartArt Mo>KHO EPEMECTHTb, U3MEHHUTD €r0 pa3Mep, IOBEPHYTh, T00aBUTH
K HEMY TEKCT, IPUMEHUTh K HEMY JPYTOi 3KCIPECC-CTUIIb U BBITIOJHUTH UHBIE H3MEHEHHUS.

24. Xotsa pucyHoK SmartArt yserde Bcero cosnaTh Ui CYHIECTBYIOIETO TEKCTa, MOXKHO IMONTH
JIpyTUM IyTE€M U CHayvaja BCTaBUTh HY>KHBIN pucyHok SmartArt, a 3atem 100aBUTh K HEMY TEKCT:

— HIETKHUTE MECTO3aIO0IHUTENb, B KOTOPBIM HYXHO 100aBUTh pucyHok SmartArt. Eciu mecro3a-
MIOJIHUTENb HE BBIJCJICH WJIM €CIIM BBIAEJICH MECTO3alOIHUTENb, B KOTOPBIA HENlb3s1 BCTAaBUTh U300paxe-
HUE, pUCYHOK SmartArt BcTaBisieTcs B ISHTp claiiia.

— Ha BKJIaJKke Bcmaska B rpynne Mnirocmpayuy HAXMUTE KHOTIKY SMartArt;

— B KpaifHeil JIeBOi 00J1aCTU TUaJIoroBOT0 OKHA Buibop pucynka SmartArt ENKHUTE HY>KHBIA TUIT
pucynka SmartArt;

— B LIGHTPAJIBHOM 00J1aCTH HAWIUTE U IIEIKHUTE HY>KHBIH MakeT, a 3aTeM HakmuTe KHOnKy OK.

25. CMeHBI caiIoB MpeACTaBIsIoT co000i aHUMAaIMOHHBIE () PEKThI, BOSHUKAIOIINE MPU MEPEX O-
JIe OT OJHOTO claiaa kK cienyromemy. MS PowerPoint nmpemocTaBisier MHOXKECTBO THIIOB CMEHBI ClIaii-
JIOB, BKJIIOUasi CTaHJIapTHBIE 3(DPEKThl 3aTyXaHus, paCTBOPEHUS, OOpEe3aHs U CTUPAHUS, a Takxke Oosee
HEOOBIYHBIE MTEPEXOIbl, HATPUMEP KoJIeca U MIaXMaTHBIE JOCKH.

B rpynmne Ilepexod k amomy cratioy BKIagku AHumayus BbIOEPUTE HY>KHBIM BapuaHT Mepexoa.

AHUMaLMUA Mokas taigos PeueH3IMpOBaHKE Bua PaspaboTuMk GopmaT (7]

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

U =) AJ é' ) | ol | | Y| - 2 comecnnoom mene -9 0w

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

Puc. 8. Bkitagka nepexoja ciaiios

26. I mpocMOTpa IMPE3eHTAllMM Ha SKpaHe KOMIbIOTepa B TOM BHJE, B KAKOM OHa Oyzer mpej-
CTaBJICHA ayTUTOPUH, BBIIIOJIHUTE CIEAYIOLIUE 1eHCTBUSA:

— B rpynne Hauamwv nokas cnaiioog Bknajaku Iloxas cnaii0os BBINOJHUTE OJHO U3 CIEAYIOIIUX
JIEUCTBUIL:

a) JUIs 3aIycKa IMpe3eHTallM ¢ epBoro ciaiia Beioupaercs C nauana;

0) uTOOBI HaYaTh MOKA3 CO Claija, B HACTOSIINI MOMEHT Haxojsmierocs B ooiactu Cratio, BbiOe-
pute C mexywezo craioa.

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

27. BaxxHO TpeayCcMOTpPeTh JOCTaTOYHO BPEMEHH, YTOOBI JIFOOOH AOKIAIYMK, MCHOIb3YIOLIHMA
MIPE3CHTAINIO, MOT HaBEPHSIKA YIOKHUTHCS B rpaduK (BKIIFOYAst TP HEOOXOIUMOCTH BpEeMs B KOHIIE TIpe-
3€HTAllMM Ul BOIIPOCOB ayJUTOPUM) U MPAaBUIBHO pacHpeiesnTh BpeMs. PekoMeHayeTcs HacTpauBaTh
rpaduk Mpe3eHTaly B MOMEIEHUH, I71e OHAa OYJeT NEMOHCTPUPOBATHCS, HCIONb3ysd 000pyA0BaHUE, Ha
KOTOPOM OHa OyZIeT IeMOHCTPUPOBATHCS, U MTOKa3bIBasl €€ M0 KpaiHel Mepe 0JJHOMY WJIM BYM CIIyllaTe-
JIM. DTO MO3BOJUT JOKIATUUKY TO3HAKOMHUTBCSI C MECTOM JIJIsl TOKa3a MPe3eHTAIK U IIOTPEHUPOBATHCA
nepes )KUBOM ayauTopueil — oOpaTHas CBsI3b C ayJUTOPHUEH MOXKET OBITh MOJIe3HA, YTOOBI ONPENECIUTh
AJIEMEHTHI, KOTOPBIE HY’)KHO HCIIPABUTH TIEPE]l PeaTbHBIM MTOKA30M.

28. IleyaTh MaTepuasioB Ul BBIJAYM U 3aMETOK JIOKJIAJUMKa MPE3EHTAIMI0 MOXHO HalledaTaTb
100 KaK 3aMETKH JI0KJIaIuuKa, JM00 MaTepHralbl sl BbIJAUH.

3aMeTKH JI0KJIaJUMKa CoJIepKaT OJIMH ClIaii/l B BEPXHEH YacTu Kax/10i pacrieyaTaHHON CTpaHUIIbI,
a Takke cojepxkaHue oOnacTu 3amemkuy B HUKHEH 4YacTH CTpaHuLbl. OHM MOTYT MCIOJB30BaThCS J10-
KJIQIYMKOM BO BpeMs IMpPE3eHTAllMM B KAyeCTBE CIIEHApUs MIM CTPYKTypbl. OHM Takke MOTYT OBbITh
PO3/1aHbl ayAUTOPUH, YTOOBI KaXKJbIH CIYLIATENb [TOJIyYHII BCE CBEICHUS, COAEPIKALINECs B IPE3EHTALUH.

Marepuansl A7 BbIIaYM COJAEPKAT OJMH, /1Ba, TPH, YETHIPE, MIECTh WM JIEBAThH CIalI0B Ha pac-
Ne4yaTaHHOM CTpaHMILE U IpeAHa3HAaYeHbI U CIIyyaeB, KOIla HEXKENAaTeIbHO M0Ka3bIBaTh ayAUTOPUU CO-
nepxxanue obnactu 3amemxu. (Marepuansl Ui BbIJA4u ¢ TpeMs CllaiilaMu Ha CTPAaHUILy COJEpXKaT pac-
YEepUYCHHYIO B JINHEHKY 00J1aCTh, IIe CIYIIATEId MOTYT 3alIUCHIBATH 3aMETKH).
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29. Kak u npu pabote ¢ m000ii Apyroi mporpaMMoii, peKOMEHIyeTCsl cpa3y e MPHUCBOUTH UM
IIPE3EHTALMH, a 3aT€M BO BpeMs pabOThl YacTO BHIIOIHSITH €€ COXpaHEHUE.

Mo>HO BBIOpATh pazanyuHble GOPMATHI COXPAHEMBIX (paiiiIioB:

— JUIS TIPE3EHTAIMK, KOTopast MOKET ObITh OTKphITa ToIbko B MS PowerPoint 2007, 2010 BeiOu-
paercs tun ¢aina [Ipezenmayusi PowerPoint (pacimpenue ¢daitia 00ObIYHOM npe3eHTauu Pptx);

— JUISL IPE3CHTAIIUH, KOTOpast MOXKET ObITh OTKphITa 160 B MS PowerPoint 2007, 2010, mu6o B
Oonee pannux Bepcusix PowerPoint, BeiOupaercs 3nauenue Ilpesenmayus PowerPoint 97-2003. Ecnu
BBIOpaH TOT BapHaHT, HOBbIe GhyHKIMKH MS PowerPoint ctaHoBATCS HEAOCTYITHBIMU;

— JUIs TIpe3eHTaluH, KOTopasi OyAeT 3alyCKaThCs Cpa3y B PeKMME IOKas3a ClaiiioB, THI Qaiina
pu coxpaHeHuu — Jemoncmpayus PowerPoint (pacmupenue pps). s neMoHCTpanuu Impe3eHTaluH,
cCOoXpaHeHHOI B TakoM (hopmare, MS PowerPoint He TpeGyercs;

— Ipe3eHTallMs, COXpaHEeHHas B BHUJIE Ia0JI0OHa, UMEET pacliuperue pot, Tun Qaiina npu coxpaHe-
HuM — [llabnon npezenmayuu.

30. O3HakomMuThes ¢ obaacTaMu 3kpaHa. [loouyepenHo BbIBecTH WM yOpaTh ¢ 3KpaHa 00jacTu
Cmpyxkmypa n Crauiovl, nepeitu B Pescum copmuposwuka caaiioos u Ilokaz caatioos.

31. Co3natpb npe3enTanuio gpakyasreToB BUIIIII.

32. JIns co3maHus MEPBOTO Claiia UCIOIb30BaTh pa3MeTKy claina Tumynvhusiti aucm. TEKCT 3a-
TOJIOBKA PACHOJIOKUTh B JIBE CTPOKH IO LEHTPY. Y CTAHOBUTH WIPUQT MOITY>KUPHBIHA 32 NT, IBET — CHHUH.

33. BcTaBuTh HOBBIH ClIalifl, YCTAHOBUB Pa3METKY 3d201060K, MeKCH U 00beKM.

34. B pexxume cOpTUPOBIIKKA CKOMMPOBATH BTOPOIl ciaiiy 8 pas.

35.BBecTH TEKCT Ha CIaiiibl B TOTOBBIE PaMKH WJIM € IOMOIIBIO deMeHTa Haonucw, ipu HE00X0-
JUMOCTH yJAJINTh HEUCHOIb3yEMBIE PAMKH.

36. [IpocMOTpETh CO3JaHHYIO NMPE3CHTALHUIO B TPEX pekuMax (0OBIYHOM, COPTHPOBIIHKA, TIOKA3a
CITAiJIOB).

37. OopmuTts npe3enTanuto. Cnaiapl JOJKHB IMETh pa3paboTaHHBINA Au3aitH ((POH Win 1mabdi1oH
obopmiteHns, apamerpsl mpudra), rpadpudeckue o0bekTsl — WOrdArt, aBToQUIrypsI, CTPENIKH, OBAIbI,
KapTHHKH.

38. [lng o0BEKTOB M TekcTa BBIOpaTh 3((EKThl, MOABICHHE aHMMHUPOBAHHOIO 00bekTa — [lo
wenuxy, C npedvioywum, Ilocre npeowvloyweco, yCTAaHOBUTh BKIFOUCHHE aHUMAIIUA aBTOMATUYECKH Ue-
pe3 1-2 cexyHpI.

39. YcraHOBUTH CITOCOO MOKAa3a CIIAlI0B YIIPaBISEMbIN JOKIATIUKOM, CMEHY CJIAJIOB BPYYHYIO.
CrniocoObl epexo10B CI1aliI0B JOJKHBI BBIOJIHATHCS [M0-Pa3HOMY, CMEHA CJIAiI0B — MO HIETUKY.

40. BRIMOJAHATH JEMOHCTPALUIO MPE3CHTAIH, IPU HEOOXOIMMOCTH OTPEAAKTHPOBATH CIIANIBI U
W3MEHUTh HaCTPOUKH.

41. CoxpaHHUTh MPE3EHTAIUIO B IBYX (popMaTax:

— BBIOpaTh NpH coxpaneHuu Tun ¢aiina [Ipezenmayus PowerPoint;

— BBIOpaTh Npu coxpaneHuu tun daina Jemoncmpayus PowerPoint.

42. 3axpeith MS PowerPoint. OTKpbITh Nanky ¢ COXpaHEHHBIMU MPE3EHTALUAMH, 3aIYCTUTh (haii-
JIBI C TIPE3CHTAIUSIME, COXPaHEHHBIMH B PAa3HBIX (hopMaTax M MpOaHAIM3NUPOBATh PE3yiIbTaT.

JlaGopatopHas pabota Ne 2
JlonoTHUTE IbHBIE BO3MOXKHOCTH paboThl B MS PowerPoint

Llenb paboOThI: M3YYUTHh BOZMOKHOCTH YCOBEPIIEHCTBOBAaHUS npe3eHTauuii B MS PowerPoint.

[Topsimok paboTHI.

1. Opranu3zanoHHble TUarpaMMbl IPUMEHSIOTCS B MPE3EHTALMH Ul IEMOHCTPALUK HepapXuye-

CKHX CTPYKTYP.

33



Beifop pucyHka SmartArt
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HENOCNEA0BATEMbHGIX MK
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wHopMaLIK, T03B0NAET CKOHOMMTE
MPOCTPEHCTE KaK M0 FOPU3OHTANM,
Tl 1 Mo BEpTMIENH,

Puc. 1. Mepapxudeckast CTpyKTypa ciaiiia

2. Jlns nobaBieHust aHUMAIUU K AHArpaMMe:

— BBIJICIUTH JUATpaMMYy;

— B MeHI0 [loxas cnatiooe BeIOpaTh MyHKT Hacmpotixa anumayuu;

— B oOnactu 3amau Hacmpotixa anumayuu HaXaThb Ha PACKPBIBAIOIIUN CHUCOK /[obasumb 3¢h-
¢hexm 1 BBITIOITHUTH OJTHO WJIM HECKOJBKO CIEAYIONIIUX ACHCTBUIL:

a) ecIM BO BpeMs IO0Ka3a ClaiiioB TpeOyeTcss BBECTH TEKCT HIIM OOBEKT B COMPOBOXKACHUU OIpe-
JICJIEHHOTO BU3yalIbHOTO 3(dekTa, BRIOpaTh 3HAYOK Bx00, a 3aTeM — HYKHBIH 2 (DEKT;

0) ecniu TpeOyeTcsi 100aBUTH OIpPEeICHHBIN BU3YyaIbHBIN 9PPEKT B TEKCT WIH OOBEKT, HAXO -
[IMecsl Ha CaMOM cliaiizie, BRIOpaTh 3HAYOK Buloenenue, a 3aTeM — HyKHbIH 3 (deKT;

B) eciiu TpedyeTcsi 100aBUTh OMpEeIEHHbIN BU3YalbHBINA 3(PPEKT B TEKCT WM 00BEKT, KOTOPbII
BBI3BIBAET CKPBITUE TEKCTa WM O0BEKTa CO Cilaiiia B 33JaHHBI MOMEHT, BBIOpATh 3HAUOK Bwixoo, a 3a-
TEM — HYKHBIHN 3 PeKT;

— TIOCJIE TOTO, KaK 3aJjaHa aHMMaIlUs ISl InarpaMMBbl, IIETKHYTh 10 PAaCKPBIBAIOIIEMYCS CITICKY U
BeIOpaTh KoMaHay [lapamempol s¢pghexmos. Ha Bknanke Anumayus ouacpammer (Anumayus cxemot) B
ciiicke I pynnuposka ouacpammol (I pynnuposka cxemwvl) BbIOpaTh mapameTp. DhGEKThl MOSBITCA B
CIHUCKE HACTPOEK aHMMAIlMU CBEpXYy BHU3 B MOpPSAKE UX mMpuMeHeHUs. Eciu 100aBUTh B OpraHU3aIiuoH-
HYIO Juarpammy napameTpbl 3¢(eKToB, OHM OyAyT 0TOOpa’KaThCsl B BUE CBEPHYTOr'O CIHMCKA MO COOT-
BETCTBYIOMINUM dPPeKkToM. AHUMHPOBAHHBIE OOBEKTHl OTMEUEHBI Ha ClIaliie C MOMOIIBI0 HETeYaTaeMoro
HYMEpPOBAHHOTO T€ra, COOTBETCTBYIOLIET0 3 (eKTy B crucke. Takoi Ter MosBISETCS TOJBKO B OOBIYHOM
peXHUMe OTHOBPEMEHHO C OTOOpaykeHHEM 00JIacTH 3a]1a4 HACTPOHKH aHUMAIIHH.

3. Yrpasisromas KHOTIKA sSIBJISIETCS TOTOBOM KHOIIKOHM, KOTOPYIO MOKHO BCTaBUTh B TIPE3EHTAIINIO
U ONpEAENUTh AJis Hee TUIEPCCHUIKH. YTPABISAIONINE KHOMKU COJEpKaT (UTYpHI, HAPUMEpP CTPEIKU
BIIPABO W BIIEBO, a TAK)K€ MHTYUTHUBHBIE CHMBOJIBI JUISI TIEPEMEIICHHS K CIEIYIOMEMY, MPEIbITyIIeMY,
MIEPBOMY HJIM TIOCTICTHEMY CIIaly U 7Sl BOCIIPOU3BEICHIS aHUMAIIUU U 3BYKOB.

4. Ha Bxnagke Bcmaska B rpynne Unnrocmpayuu METKHATE CTPEIKY Ha KHOTIKE Dueypsl, a 3aTeM
HaXXMUTE KHOIIKY /[ononumenvhvie napamempoi.

5. B rpynnie Vnpasnarowue knonku BeIOEpUTE KHONKY, KOTOPYIO TpeOyeTCs T00aBUTH.

6. llenkHUTE MECTO HA Claii/Ie U MepeTaluTe Tyaa QUrypy s KHOIKH.

7. B nuanoroBom okHe Hacmpotika Oeticmeusi BBITIOJTHUTE OJJHO U3 CIECIYIONINX JTCHCTBUI:

— 711 BBIOOpA TIOBEICHUS YIIPABIISIIONICH KHOMKHU MPH MIETYKE MBIIIN MepeianTe Ha BKIaaKy /1o
WenuKy Mol

— IS BBIOOpA TIOBEJICHUS YIPABJISIONICH KHOMKY MPU HaBEEHUH yKa3aTells MBIIIN MepernTe Ha
BKIIAJKy /o Hasedenuu yrazamens Moliil.

8. UToObI BBIOpaTh NECTBHUE, BBIMOIHSAEMOE MPHU IMIETYKE MBIIIHIO YIPABISIONICH KHOMKH WA
MIpH HaBEICHUH YKa3aTellsl MBI Ha Hee, BBITIOJTHUTE OJHO U3 CISIYIOIINX IeHCTBHNA:

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

— 4T00BI CO3/1aTh TUNIEPCCHIIKY, BRIOEpUTE KOMaHNYy [ unepccwiika Ha M BpIOEpUTE 0OBEKT Ha3Ha-
YCHMS;

— YTOOBI 3aIyCTUTh MPUIIOKEHHE, BHIOEPUTE KOMAaHNY 3anyck NpunodceHus, HaXXMHUTE KHOIKY
O630p M BBIOEPHUTE TPUIIOKEHUE, KOTOPOE TPEOyeTCs 3aIyCTUTh.

9. YtoOnI BCTaBUTH B ClIaif TabIuUIly, HY>)KHO BBIOpaTh Bcmaexka, Tabauya, B KOTOPOW HEOOXOIU-
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MO 33/1aTh HE0OXOIUMOE YHCIIO CTPOK M CTOJIOIOB.

10. JIist Toro yToOBI MOMECTUTH B ciaiia Tabauity MS Excel, Hy)kHO BBIICTTUTD THAIIa30H SYEEK U
CKomMpoBaTh ero B Oydep oOMena. 3arem mepeiitu B MS PowerPoint, BRIOpaTh HYXHBINA Claii U BbI-
Opatb Bapuant Oowvexm Jlucm Microsoft Excel.

11. B MS Word npezaraercsi MHOTO pa3HbIX TUIIOB TUarpaMM U rpa)ukoB, KOTOPhIE MOKHO HC-
MOJIb30BATh IS CO3JIaHUsI OTYETOB M NpPE3CHTAIMid 00 YPOBHSAX CKIIQJICKHX 3allacoB, M3MEHEHHIX Opra-
HU3AIUOHHOW CTPYKTYPBI, CBEJICHUI O MPOAakax W MHOTHX JIPYIHX JOKYMEHTOB. /[uarpamMmbl MOJTHO-
cTeto uHTerpupoBanbl ¢ MS Word. Ecnu ycranoBiena nmporpamma MS Excel, MmoxxHO co3maBaTh nua-
rpammbl Excel HenocpenctBenHo B Word: 10CTaTouHO HaXXaTh KHONKY /[uacpamma Ha JeHTE (BKJIaaKa
Bcemaska, rpynna Unntocmpayuu) M 3aTeéM BOCIIONB30BaThCS CPEICTBAMH ISl pabOTHI C JAUarpaMMaMu
U 3MeHeHus: uinu popmarupoBanus auarpaMmbl. Co3laHHBIC AUArpaMMbl OyIyT BHEAPEHBI B JIOKY-
MeHT MS Word, a manHbIe AuarpaMMbl coxpaHeHbl B iucte Excel, BkirouenHoM B daitn Word.

BcTagka AMarpaMMel |i‘£—hj
3 WabnoHs! Mcrorpamma -
pe | 2] 2] il 03] B3] 831
F ot 0 ot
K v @MQMM
& TNosepxocTs Tpadmk
o e e ] e ] 2] Y
il —1

[ | [ | ) [ e ] -
ynpaenenve wabnonamn... | | Cpenars cranaspio | [ o ][ omea |

Puc. 2. Buner quarpamm

12. OpHy U Ty e MpPe3eHTAlMI0O MOKHO aJalTHPOBATh JUIS Pa3HBIX ayJUTOPUH, CO3/1aB MPOU3-
BOJIbHBIE MOKa3bl. [[pON3BONIBHBIN 1OKa3 — 3TO JUOO Cllaiijbl, CTPYIIIMPOBAHHBIE B MIPE3EHTAIINIO, KOTO-
pble MOXKHO JEMOHCTPHPOBATh HE3aBHCUMO OT BCEro IMoKasa, JIMOO TPpYMIbI CIai/10B B Mpe3eHTalluu, Ha
KOTOpBIE CO3J]aHbl TUIIEPCCHUIKH.

13. Moxetr norpeOoBaThcsi MPOJAEMOHCTPUPOBATh MPE3EHTALMIO JBYM IpYIaM CTYAEHTOB, 00Y-
YaroIMMcs Ha pa3HbIX Kypcax. [Tokas cnalinoB BkirodaeT ciaiipl ¢ 1 mo 5. [lnst mepBoro Kypca MOKHO
CO3/1aTh IIPOM3BOJIBHBIN IT0KA3, BKJIIOYAOIUN cnaiabl 1, 3, U 5, a A1 BTOPOro — NpoOU3BOJIBHBIN 110Ka3,
BKJTIOYArONui ciaiael 1, 2, 4 u 5. B m00601 MOMEHT Tak)Ke MOXKHO 3aIlyCTUTh MOKa3 CJIal0B B UX HC-
XOJHOM MOCIIEA0BATEIBHOCTH.

14. JIna mpocMoTpa 4YacTH CJaiioB MPE3EHTAllMU HY)KHO BBIIIOJIHUTH KOMaHLy [lokas cnaiioos,
IIpoussonbHulii nokas, HaxaTh KHONKY Co30amb, BEIOpaTh HY)KHBIE U1 YACTUYHOTO MPOCMOTpa Claiiibl,
Ha)kaTh KHOTKY /[obasums, 3ateM OK. J1jis mpocMOTpa claiioB MIENKHYTh N0 KHOMKE [loxazams. OTMe-
YEeHHBIE CJIAl/IbI TOKA3BIBAIOTCS, JJIS MPEKPALIeHUs [ToKa3a HaxaTh KiIaBumry ESC.

3apanve NpoV3ECALHOTC NoKasa ‘ ? &J
sl NpOMSBONEHOrD Mokasa: | MPoMSE0NsHEIR Noxas 1

Cnafasl NpeseHTaLm: Chafigel IPOHM3BOILHOND NoKasa:

1. Cnaitg 1 1. Cnaitg 1

2. Craitn 2 2, Cnaitg 3

3. Cnafia 3 3. Cnafia 5

& Craiin 4

{5, Cnang 5 NoBasuTe >3 4

Yaanuts +

Puc. 3. 3amanue mpon3BOIBHOTO TIOKa3a CIai0B

15. JIns mepexoja ¢ OJHOTO cllaiijia Ha JAPYTroW, K pecypcy B JIOKaJIbHOW ceTu uiau B MHTEepHeTe
160 Aaxe K Apyromy (haiimy Wir mporpaMMme MOKHO BOCTIOIb30BAThHCS THIIEPCCHUTKAMMU:

— BBIJIETTUTE TEKCT, KOTOPBIN HY>KHO IIEIKHYTh JJIsl aKTUBALIMU TUIIEPCCHUIKH, THOO MOKHO BbIJe-
JHUTH O0BEKT (HAIpUMEp, KITUI WM PUCYHOK SmartArt);

— B rpynne Ccoliku BKIaJIKU Bemaeka METKHUATE dNIeMEHT [ unepccolika;

— B IMAJIOTOBOM OKHE Bcmaska eunepccwiiky HaXMUTE COOTBETCTBYIOIIYIO KHOIIKY B riosie Mou
aodpeca, 9TO0BI 33/1aTh Ha3HAYCHHE CCHUIKH (TO €CTh MECTO, Ha KOTOPOE yKa3bIBaeT cchlika). Hampumep,
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9YTOOBI IEPEUTH HA APYrON ClAiil Mpe3eHTAIMH, HAXMHUTE KHOTIKY Mecmo 6 0okymeHme,

— HaluTe U LIEIKHUTE MECTO Ha3HA4YEeHUs, BHECUTE HYXKHbIE U3MEHEeHUs B noyii Omoobpadicae-
mbltl mekem u Adpec, a 3areM HaxxmuTe kKHonky OK.

16. Coznate mpe3eHTanuo Ha Temy «Moi hakynbTeT»:

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

— BTOPOH CIaii]l MOXKET CoJiepKaTh KPaTKyIo HCTOPHUIO (haKyIbTeTa;

— Ha TPEThEM claije 0ToOpa3uTh CTPYKTYPY (hakyiabTeTa (IeKaH, 3aM. AeKaHa Mo yu4eOHOo# pado-
Te, 3aM. JieKaHa Mo BocnuTarensHoi padore, ®.M.0.), ucnonb3yst MakeT 3a20.1080K, CXeMa WU OpraHu-
3allMOHHAs IUarpaMMa;

— n06aBuTh 3P (HEKTH K CTPYKType (hakyabTeTa TakuM 00pa3oM, YTOOBI CIEAYIOMAsl JOKHOCTh
Wy (paMuIIUs MOSABJSUIUCH 110CIIe MPEABIIYIIEH, CKOPOCTh YCTaHOBUTh MEJUIEHHO;

— Ha YETBEPTOM U IISITOM ClIaiilaX pa3MECTUTh B BUJE MAPKUPOBAHHBIX CIIMCKOB Ha3BaHUA Kadeap
U CHELMAIBHOCTEH, UCTIOb3YsI MAKET 3a201060K U meKcm,

— COXpaHMTh MPE3ECHTANNIO C UMeHeM Moii_(aKyibTeT.

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

— CO3/1aTh TUTYJIbHBIN Caiii 1 BBECTU Ha3BaHHUE ClieUalbHOCTH. BbiOpaTh Hauepranue mpudra
MOJTYKUPHBIN, pazMep 32 0T, BRIpaBHUBAHUE 110 LIEHTPY, IPUMEHUTH 11a0I0H 0(OpMIICHUS;

— Ha BTOPOM CJaiijie co3/1aTh HyMEPOBaHHBIN CIIUCOK C YKa3aHUEM JUCLMUILIINH, YATAEMBIX B IEp-
BOM cemecTpe Bamero kypca;

— Ha TPEThEM ClIaiijie, UCTIONb3Ys Ha BKIaaKe Bemaska B rpynne Mintocmpayuu KHOTIKY SmartArt
CO3/1aTh B BUJIE CXEMBI CIIMNCOK AUCLHUIIINH, YUTAEMBIX BO BTOPOM ceMecTpe. MI3MEHNTh 1BET.

— 3aroJIOBKM CIJIaliJJOB BBECTU COOTBETCTBEHHO: «llepeyeHb AUCHUILIMH MEPBOrO CEMECTpa» M
«IlepeyeHb AUCHUIUIMH BTOPOIO CEMECTpay. Y CTAaHOBUTH HauepTaHHe IIpU(Ta Kypcus, pazmep 36 nr,
BBIPaBHUBAHUE I10 LIEHTPY;

— Ha YETBEPTOM Cliaiijie pa3MEeCTUTh AUarpamMmy, OTPAXKarollyto CpeAHUN 6alll Mo KypcaM Crelu-
AJIIbHOCTH, BHECTH B TaOJIMIly JAHHBIX MPOMU3BOJIbHBIE 3HAUEHUS CPEAHHMX OaJuIoB AJis HSATH KypcoB (B
CTOJIOIBI BBECTH KYPChI, B CTPOKH — CpeZiHHE O0asuibl). BBeCcTH Ha3BaHUe IuarpaMMbl, U3MEHHUTh €€ THUIl Ha
Kpyeosas, n00aBUTh NapaMeTpsl AMArpaMMBbl 3HAYECHUS,

— nepeiitn B MS Excel u co3gate HOByro pabouyto kHury. Ha mepBom jmcre B BHJE TaOIMIIbI
0(QOpPMUTH CBEIECHHUS IO CTYACHTAM OJHOM IpYMNIbl, MOJYYUBIINM MSTEPKU, YETBEPKH, TPOUKH, TBOMKHU
Ha 9K3aMeHe 1Mo MH(pOopMaTHKe, Ha BTOPOM M TPEThEM JIMCTaxX — M0 MaTeMaTuke u uctopuu. Ha uerBep-
TOM JIUCTE CO3JaTh TAOJIMILY, COAEPKAIIYIO0 CBEJIEHUSI O KOJIMYECTBE MOJYYEHHBIX OLIEHOK IO KaXI0My
npeamery (ans noacyera ucnosb3oBaTh GyHkuo CUETECIIN). Ha ocHOBe TaHHBIX TaOIMIIBI MTOCTPO-
uTh auarpamMmy. CoxpaHuth (aiin;

— nepeiiti B MS PowerPoint. Ha nsaTelii ciaiin BcTaBUTh TaONMILy, COAEPIKAIILYIO CBEJCHUS O KO-
JIMYECTBE MOJYYEHHBIX OLIEHOK MO KaKJIOMY MPEAMETY, a Ha LIECTOM ClIail]l — quarpammy;

— Ha CEIbMOM CJIaliJIe CO3/aTh OTJIaBICHHUE U3 3ar0JIOBKOB CIAN0B B BHJI€ THIIEPCCHUIOK, CChUIA-
IOLUXCSI HA COOTBETCTBYIOIINE CIIAN/IbI;

— COXPaHUTh IPE3EHTALHNIO C UMEHEM MOs_CIIENaIbHOCTb.

18. BcTaBuTh B ClIaii/Ibl CO3/IaHHBIX TPE3CHTANNN YIPABIISIONINE KHOIIKH, MTO3BOJISIONINE ITEPEX 0-
IUTHh B HAYAJIO ¥ KOHEL IPE3EHTALNMN, Ha CIEAYIOINE U PEABLAYIINE Caaiabl.

19. Cmeny cnaifioB yCTaHOBUTH T10 IIEITUKY.

20. C maroro cnaifna mpe3eHTaunu Mo# (pakylIbTeT CO3aTh THIEPCCHUIKY Ha MPE3EeHTAlHIO
Mos_cnenuanbHOCTb.

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

22. Co3naTh IpOU3BOJIBHBIN MTOKA3 Mpe3eHTaluu Mosi crieluaibHOCTb.

23. Coznath cBoro nanky. C momoIibio MacTepa ymakoBKH, YIIaKOBaTh CO3/IaHHbBIE IIPE3EHTALUU B
cBoto manky. [IpocMoTpeTs Qaiinbl, co3gaHHBIE MACTEPOM YyIMaKOBKU. PacmakoBaTh ynmakOBaHHBIE Tpe-
3€HTAllUU B CBOIO IAIKY.

Tema 4. KOMIIOHEHTHI ¥ (PYHKIIMHM TEJICKOMMYHUKALIMOHHBIX cUCTeM. JIOKanbHbIe U Ti100aibHbIe

36



CeTH.
JlaGopaTtopnast pabora Ne 1
Cpena Opay3sepa Internet Explorer

Llens pa®oTHI: TO3HAKOMUTHCS C OCHOBHBIMH BO3MOXXHOCTSMHU M (pyHKIMsiME Opaysepa Internet
Explorer.

[Topsiiok paGoTHI.

1. Banycture npunoxenue Internet Explorer.

2. B riiaBHOM OKHE Opay3epa OCHOBHYIO 4acTh paboueld 00JaCTH COCTaBIIIET 00.1aCmb NPOCMOM-
pa BeO-cTpanuipl. Eciin BeO-cTpaHHIIa EITMKOM HE IMTOMEIIAeTCs B OKHE, TO MOKHO HCIIOJIb30BaTh BEp-
TUKaJIbHYIO U TOPH30HTAIBHYIO TOJIOCH MPOKPYTKH JIJISl TTOJTHOTO MPOCMOTPA, KaK U B IPYTUX TPUIOKE-
Husix Windows. Kpome Toro, MOKHO OTKpPBITH Cpa3y HECKOJIBKO OKOH JUIsi IPOCMOTpa BeO-CTpPaHHUIBI.
Jnst 5TOTO BOCHOJIB3YyHTECh KOMaHI0M MeHI0 Paiin, Hosoe okHO.

3. PaccmoTtpuTe riiaBHOE OKHO Opay3epa ¥ U3y4uTe OCHOBHBIC MOJIS: MOJI€ 3ar0J0BKa OKHA, CTPO-
KY COCTOSIHMSI, CTPOKY ajipeca.

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

— Cmpoxa cocmosinus 0TOOpaxaeT X0/ 3arpy3KH JaHHBIX, TO €CTh COCTOsIHME paboThl Opaysepa.
HaiiTi 3Ty cTpoKy JIerKo — OHa pacioyiokeHa B HUKHel yactu okHa. OnHa U3 QyHKIUN CTPOKH COCTOS-
HUSL COCTOMUT B CIICAYIOLIEM: €CIIA IEPEMECTUTH KYPCODP MBIIIM Ha CIO0BO, SIBJSIOLIEECS TMIEPCChUIKON, TO
B CTPOKE COCTOSIHHSI OTOOpasuTCs ajapec BeO-cTpaHuIlsl win (aiina, colepskaHue KOTOPOro CBS3aHO C
9TON CCBUIKOM. DTO MO3BOJISET, IPEXK/IE YEM LICJIKATh Ha ITOW IT'MIIEPCChUIKE, Y3HATh, Ky/la OHa BEJIET.

— Cmpoxa adpeca cOAEpKUT TOTHBINA apec JOKyMEHTa, 0ToOpaxkaeMoro B okHe Opaysepa. Ctpo-
Ka a/ipeca HaXOJAUTCS HaJl 00JacThIO MPOCMOTPA TIIABHOTO OKHA.

4. TTo3HaKOMBTECH ¢ KHOITKaMH MaHEe Il HHCTPYMEHTOB OKHa Opaysepa Internet Explorer.

[TaHenb MHCTPYMEHTOB HaXOJIUTCS MOJ CTPOKOW MEHIO U BKJIIOUAET YacTO HUCIOJIb3yeMble KOMaH-
1Bl Opay3epa, YTOObl IPEJOCTaBUTh IOJIb30BATEN0 BO3MOXKHOCTh OBICTPO BBIOMPATh KOMaH]Ibl C MOMO-
1160 MbIIIH. KHONKY MaHeNIn HHCTPYMEHTOB CHAa0KEHbI TEKCTOBBIMHM HAANMUCAMH, U3 KOTOPBIX HOHATHBI
uX (QyHKIHH.

— Knonka H36pannoe oTKpbIBaeT NaHeNb, B KOTOPO 0TOOPaXKarOTCsl COXpaHEHHBIE PaHEE CCHUIKU
Ha BeO-cTpaHuIbl (3aKiaaku). [l[enKkHuTe MBIIBIO Ha KHOTKE /30panHoe. B OTKpBIBIIEHCS MaHENH T0-
3HAKOMBTECH CO CIIMUCKOM YK€ CHIeJaHHbIX 3akjanoK. lI]eTKHHUTe MBIIIBI0 HA OJHOW M3 CTPOK MaHEIH U
u3yuuTe MH(OpMaIUIo, NOSABUBIIYIOCS B IJ1aBHOM OkHe Opay3epa. Ha npyrue BeO-cTpaHuIlbl epeiuTe,
HCIOJIb3YS TUIIEPCCHUIKH.

— Kuonka /lo6asums B BepxHe#l YacTu maHenu M30panHoe WCTIONB3YeTCS JUISL CO3/aHUs COO-
CTBEHHOM 3akianku. CaenaTh 3aKIaJKy — 3HAUUT JaTh Opay3epy KOMaHIy 3allOMHHUTb aJIpeC OTKPHITOH B
Opay3epe BeO-CTpaHUIIBI.

— Knonka Hazao wcnonb3yercst s mepexoia K BeO-cTpaHUIlaM, MMPOCMOTPEHHBIM panee. Jliis
nepexoja IEeIKHUTE MBIIBI0 Ha KHomke. [IpocMoTpute copepkaHue BeO-CTpaHUI] B 0OpaTHOM IMOPsIKE
W CIENaiiTe aHaliu3 JIOCTOMHCTB M HEJIOCTAaTKOB Takoro «omyxmaanus» mo WWW, HauaBmierocst ¢ HeKo-
TOPOU HAYaJIbHOM CTPaHULIBI.

Jlaboparopuas padota Ne 2
[Touck nunpopmanuu B cetu MIHTEpHET

[lenp paboThl: HayuyuThCS UCKATh MHpOpMAIUIO B ceTh VHTEpHET MO M3BECTHBIM ajJpecam, Io
KITIOYEBBIM CJIOBaM C MOMOIIIBIO Tporpammel Internet Explorer.

[Topsimok paboTHI.

1. 3amycrure npunoxenue Internet Explorer.

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

B cTpoke Adpec nepen HEMOCPEACTBEHHBIM aJIpECOM CepBepa yKa3zaHbl CHMBOJIBI http://, 0603Ha-
Yarolye MPOTOKOJI, KOTOPBIN UCHOJIB3YeTCs MPH Mepeaade N1aHHON HHPOpMaIIiH.

3. Ilepememaiite MbIIb U CIEOUTE 32 U3MEHEHHEM H300paxkeHHs ykaszarens. Hailiaure rumepc-
CBUIKU U UCIIOJIb3YHTE UX JJIS IEpexo/ia Ha CleqylolIne cTpaHullbl BeO-cepBepa. M3yunrte nndopmanuio,
pa3MeleHHyIo Ha BeO-cTpanuuax cepsepa BUDIIILL
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4. Beemute B cTpoke Adpec cnenyrommit URL: http://www.nlr.ru/res. 3to snekTpoHHBIE HHPOP-
MallMOHHBIE pecypchl Poccuiickoil HanmoHanpHOM OubanoTexu, Haxoasmelcs B Cankt-IlerepOypre.

5. HayunTech coXpaHsTh TEKCT BeO-CTpaHUIIb, OTKPBITONW B OKHE Opaysepa. [l 3TOro mcmois-
3yite koMauny Paiin, Coxpanums Kax v 3a1aiiTe uMs Qaiina.

6. M3yuas uapopmanuio Ha BeO-cepBepax, JAenaiite HeoOX0UMbIe 3aKJIaAKH. J{JIs1 3TOro UCIob-
3yiTe KOMaHny Mzopaunnoe, Jlobasums 6 uzopantoe.

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

8. [Tone g 3ampoca B J1000i MOMCKOBOI cUCTeMe MpeACcTaBisieT co00il TEKCTOBOE MOJIe C KHOI-
koit Hatimu, Uckames, ITouck, GO nm Search. Haiiaure nosie st BBoJa 3ampoca Ha BeO-CTPAHHIIE TOKC-
KOBO#M cucteMbl Rambler, BBequTe 3ampoc, HAPUMED AEKMPOHHAS UHPOPMAYUsL, W THEIKHATE MBIIIBIO
Ha kHomke [louck i Haxxkmute Enter.

9. B npuBeneHHOM IpuUMepe KIOYEBBIM ObUIO HE CIIOBO, a (ppa3a. Pe3ynbTaThl moucka npeacras-
JSI0T cO00M CHUCOK THIEPCCHIIOK, COMPOBOKAAIOIIMXCA KpaTkuM KomMeHTapueM. I[IpocmarpuBaiite
KOMMEHTapUHU K KaKJI0M U3 HalJJEHHBIX TUIIEPCCHUIOK U MPUHUMANTE pelieHrne, Ha KaKOoi 13 HUX CIeayeT
HICJIKHYTh MBIIIBIO, 9TOOBI 00JIee MOAPOOHO U3YUNUTh MH(OPMAIINIO HA COOTBETCTBYIOIICH BEO-CTpaHUIIE.
Hccnenyiite HeckoabKO HanbOoJIee MHTEPECHBIX TUIIEPCCHUIOK U MEPEeHInTe K CAeAYIOIIeMy MTyHKTY 3a/1a-
HUSL.

10. Beenutre B ctpoke Aapec URL mpyroii momckoBoit cuctemsr — SIndex: www.yandex.ru.
sIndex, kak u Rambler, — oqHa U3 KpymHEHIIMX POCCUICKUX MOMCKOBBIX CHCTEM. JTO O3HAYaeT, 4To 0a-
3bl KJIFOUEBBIX CJIOB 3THUX IOMCKOBBIX CHUCTEM COJIep)KAT HamOOJIBIICE KOJIMYECTBO CCHUIOK Ha BEO-
CTpaHUIIbI, HAXOSAIINECS Ha PYCCKOSI3bIYHBIX BEO-CepBEpaXx.

11. Benure kiato4eByro (hppasy arekmponnas ungopmayus B MOJe MOMCKA HA TJIABHOM CTpaHMIIE
nouckoBoit cucremsl SIndeX. CpaBHUTE CHHMCKM MpeaiiaracMbiX ccbUloK. Crenaiite HEOOXOaAMMbIE 3a-
KJIQJIKH.

12. [To3HaKOMBTECH C 3apyOCIKHBIMH ITOMCKOBBIMH CHCTEMaMH:

— http://www.altavista.com;

— http://www.google.com;

— http://www.yahoo.com.

OO0paTtuTe BHUMaHUE HA TO, YTO TOJIE JJIS 3aITyCKa MOKCKA 1O KIFOYEBBIM CJIOBAaM MMEET Ha3BaHUE
Search (Ackamv) nmu Go (Hauamv). HecMOTpst Ha TO, YTO 3TO 3apyOEKHbBIE MOUCKOBBIE CHCTEMBI, HC-
MOJIB3YHTE B KAYECTBE KITFOUEBOM MPEXHIOW (pasy — anekmporHas ungopmayus. Ilpoananuzupyiite pe-
3yJIbTaThI IIOUCKA.

2.3.6. JIabopaTopHbie padoThI

JlaGopatopHas pabora 1
TekcroBerii pegakrop MS Word: 00bexThI TEKCTa

Llenb paGoOTHL: HAYYUTHCS OCHOBHBIM TEXHOJOTHUECKUM ONEPAIMsIM CO3JaHMs, PEJaKTUPOBAHUS U

(hopMaTUpOBaHUS TEKCTOBBIX TOKYMEHTOB.
3aganue 1. BcraBka cuMBosioB. CrieinanbHbIe CUMBOJIBI
Habepute cuMBOJIBI, KOTOPBIX HET HA KJIaBUATYpE.
TexHomnorust paboThI

1. Co3naiite HOBBIN TOKYMEHT.

2. Bemmonuute komanay Beraka, CumBoubl, CumBoda, Jpyrue cumBosbl. OTKpOETCS OKHO
CumBour.

3. Ha Bknanke CumBouisl B nosie llIpu¢rt BoiOepuTe u3 crucka OObIYHBIA TekeT U Habepure
IpyMIbl CAMBOJIOB, IPEACTABIEHHBIE HA PUCYHKAX:

B CUMBOJIBI, 0003HAYAIOIINE ICHE)KHbIE IUHHUIIBI APYTUX TOCYIapPCTB C YKa3aHUEM COOTBETCTBY-
IOLIMX TOCYAAPCTB:

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

B DKOHOMUYECKHE W FOPUIUIECKIE CHMBOJIBI C paciin(pOBKOW:

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

4. Beimenute cumBon «§» (maparpad) u menkaute Ha KHonke CovyeTaHne KJIABHIIL.
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5. B nosBuBmemcs okHe Hactpoiika kJIaBHATYpPbI IPOCMOTPUTE, YCTAHOBIIEHO JIM AJI ATOIO
CHUMBOJIa COYETAHHUE KIJIABHILL.

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

7. Ha Briagke Cumsousl B none Llpu¢r Boidepute u3 cnmcka Symbol u naGepute rpymnimbi
CHUMBOJIOB, IIPECTABICHHBIC HA PUCYHKAX:

W 3HaKU OIepaluil CPaBHEHHUS], YACTO HUCII0JIb3yEMbIE B TEXHUYECKUX U MAaTEMAaTUYECKUX TEKCTaX,
C Ha3BaHUSIMU:

~ (MpUOJIM3UTENBHO), € (MPUHAIJICKHT), # (HE paBHO), < (MEHbIIIE JIMOO paBHO), > (OOJbIIIE MO0
paBHO), o0 (OECKOHEYHOCTbD)

B 3HAaKH JIOTUYCCKUX onepam/lﬁ C Ha3BaHUAMMU

— (oTpuLanue), v (IM3bIOHKIMA), A (KOHBIOHKIMS), —> (MMILIMKALUS), <> (3KBUBAJIEHTHOCTD)

B CUMBOJIBI I'PCUYCCKOI'0 aJ'I(I)aBI/ITa, 4JacCTO UCIIOJIb3yEMbIC B MATCMATUKE U (1)I/ISI/IKC, C Ha3BaHUSIMMU:

o (anbda), B (6era), A (ms1MO1a), 1 (MI0), Tt (11, p (po), T (Tay), € (3MCUIIOH), ® (OMera) ‘

8. Ucnons3oBas aekoparuBubie mpudTer Webdings, Wingdings, Wingdings 2, Wingdings 3,
HabepuTe IPYIIBI CHMBOJIOB, ITPEACTABICHHbIE HIKE:

(ctpanuna), <= (OpraHu3aloHHast uarpamMm), = (npuHTep), [ (manka), /7 (OTKpbITas nam-
ka), Y0 (Mbiub), & (auckera, coxpanenue), 0 (kopsuna), 4= 4 8 (cTpenku), <€ (nazan), » (Buepen), =
(KOMIIBIOTED)

9. BcraBbTe B AOKYMCHT CIICLIUAJIbHBIC CUMBOJIBI C Ha3BAHUAMHA C ITOMOIIBKO KOMaHbI BcraBka,
CHMBOJILI, CHMBOJI, I[pyrue CHUMBOJIBI, BKJIaJIKa Cnelma.m)mﬂe CHUMBOJIBI.

— (amuuHOE THpE), § (a63an), ... (MHOrOTOUME), ‘(OAMHAPHAS OTKPBIBAIOIIas KaBbIUKa),  (O1H-
HapHas 3aKpbIBAIOINAs KaBblYKa), ** (IBOWMHAs OTKPHIBAIOIIAS KABBIYKA), ~ (IBOMHAs 3aKpbIBAOIIAs Ka-
BBIYKA)

10. HaGepute codeTaHusi CHMBOJIOB, KOTOPBIE MCIIOJB3YIOTCS B DJIEKTPOHHOW NepemnucKe Uis
OTOOpaXeHUsI SMOIIHI:

m J(BoeTOYHe, Ieduc, 3aKphIBAIOIIas Kpyrias ckooka (©);

W JIBOETOYHE, 3aKphIBaIOIIas Kpyrias ckooka (©);

m [(BOeTOUMe, neduc, OTKphIBaroas Kpyrias ckooka (®).

11. [IpoBeprTe pabOTy BHOBH Ha3HAUEHHBIX COYETAHUM KIJIABMII JUIsI BCTAaBKH CHUMBOJIa «§» B
TEKCT.

12. CoxpaHuTe TOKyMEHT ¢ IMEHEM BeTaBka cHMBOJIOB.

3aganue 2. PycupunupoBansbie HpuQThI
Omnpenenute, Kakue U3 BCTPOCHHBIX MIpU@ToB WOrd moiaepKuBarOT pyccKui andaBur.
TexHonorus paboTel

1. Co3naiite HOBBIH TOKYMEHT.

2. HaGepute ¢pazy «CKOpOCTb BOCHPHSATHS OT/AEIbHBIX 3HAKOB M TEKCTa B IEJIOM IPU YTCHUU
ornpezenseT yao00unTaeMocTh mpudTay.

3. Beienute ¢pa3zy (TpOMHBIM HIETYKOM).

4. Otkpoiite quanoroBoe okHo rpymnmsl LHpudr.

5. Beibepute mpudt u nocmorpute B nose Ofpasen, Kak BBIIISIIUT BblIeneHHas ¢pasza. Eciu
mpUPT HE TOJJICPKUBACT PYCCKUNA al(aBHUT, TO PYCCKHE CHMBOJIBI TIPEBPATATCS B HEPACIIO3HABACMEBIC
3HAKH.

6. Onpenenure, CKOIBKO MIPU(PTOB, YCTAHOBIECHHBIX B CPeZie, TIO/ICPKUBAIOT PYCCKHUNA anaBuT.
3anummre OTBET B JOKYMEHTE.

7. CoxpaHUTE TOKYMEHT ¢ UMeHeM Pycu¢puuupoBaHHbie HIPUPTHI.

3ananue 3. Pazmep cumBoia
[ToaroToBbTe MmakaT ¢ AEBU30M.
TexHonorus paboThI
1. Co3naiiTe HOBBIN TOKYMEHT.
2. Ycranosute mpudt Times New Roman.
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3. HaGepure Tekct muakara nponucHsiMU OykBamu — «HEPE3 IT K 1Q!».

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

5. YcranoBute macmTad gokymenta 10 % u npocMoTpute Bee cTpaHulbl. Eciiu He Bce CUMBOJIBI
[IOMEIAIOTCS HA CTPAHULLY, U3MEHUTE UX Pa3MEP B HY’KHYIO CTOPOHY.

6. OTkpoiite nuanorooe okHo rpymnmnsl HpugT u ycraHoBuTE AJs BBIJEIEHHOTO TEKCTa BUIOU3-
menenne Kouryp (puc. 1).

HIEIPIE| )L T O]

Puc. 1
s co3nanus mjiakata OCTaeTcs TOJIBKO HareyaTaTh JIMCTHI, BBIPE3aTh CUMBOJBI [0 KOHTYPY U
YKPETIUTh Ha IBETHOM (POHE.
7. Coxpanute 1oKyMeHT ¢ uMeHeM Ilnakar.
3ananue 4. Hactpoiika napaMeTpoB TeKcTa
Otdopmarupyiite TEKCT, UCIOIb30BaB BO3MOXHOCTH (hOpMaTHUPOBAHUS CUMBOJIOB M a03alleB.
TexHonorus paboTsl
1. Otkpoiite daitn Uto Takoe nHpopMATHKA.
2. BximrounTe pexxuM 0TOOpaKEHHS HEMEeYaTaeMbIX CHMBOJIOB.
3. Pas0eiiTe HCXOAHBIN TEKCT Ha a03allbl, COrJIacHO 00pasity (pHc. 2).
4. BeiiennTe BeCh TEKCT MEPBOro ad3alia M yCTaHOBHUTE CIIEAYIOIINE apaMeTphl:

HlpudT: Arial

Pazmep: 14 ot

Hauepranmue: IlomyxupHsii
BeipaBauBanue: Ilo nentpy
Wurepsan: Paspexennsiit Ha 1,5 T
Bunonszmenenue: Bce NponucHble

5. Beiienute ueTBepThIil a03a1l 1 yCTaHOBUTE JUJIsl HETO MapaMeTphl:

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

6. BeigenuTe TepMUHBI KYpCUBOM COTJIACHO 00pa3ily.
7. YcraHoBuTe JUid BcexX a03aieB, KpoMe MEpPBOro M YETBEPTOro, OJUHAKOBBIE OTCTYIbI NEPBOM
ctpoku — 0,5 cm.

YTO TAKOE UHPOPMATUKA?

Tepmun «ungopmamuxar (Gpani. informatique) mpoucxoaut or dpanirysckux cios information (uadopmanus) u au-
tomatique (aBTomMaTHKa) M JOCIOBHO O3HAYAET «HH(OPMAIMOHHAS aBTOMATHKAY).

[IupoKo pactpoCcTpaHeH TaKXKe aHTIIOA3BIYHBINA BapHAHT 3TOTO TEPMHUHA — «COMPUter sciencey, 4to o3Hadaet OYKBaJIbHO
«KOMIBIOTEpPHAS HAyKay.

HH¢()[7.W(IIHLIK(I — OMmMoO OCHOB6AHHAA HA UCNOJIb3O6AHUU 7\'04111'76}()171(3pH0[l MEeXHUKU ()LlCL;lLlﬂ.YLl—
HA, usyvarowas cmpykmypy u ()6lfL‘lll€ ceolicmea lll[(]’)()p.1»’7611;[1/1/, a maxotce 3aKOHOMepHocmu u
Mmemoowl ee CO')’()(IHLI}Z, XPAHEHUA, NOUCKA, Ilp@()6p(l'3()8(lHL[ﬂ, HC’[)G()CIUU U npumeHeHusd 6 pas-
JUYHbBLX ('(])epax yenoseueckoll 0esmenbHOCHI.

B 1978 rogy MexmyHapoaHbII HayIHBIH KOHTpecC O(pHUIMaIbHO 3aKPEmuI 3a MOHATHEM «HH(OpMATHKa» 00JIacTH, CBS-
3aHHBIC C pa3pabOTKOH, CO3JaHHEM, UCTIOB30BaHUEM U MaTePHAIbHO-TEXHUYECKUM O00CITy)KHBaHUEM CHCTEM 00paOOTKU HH-
(dopmarmu, BKIFOYAs KOMIBIOTEPHI M MX HNPOrpaMMHOE OOCCIICUCHHE, a TaK)Ke OpPraHU3al[MOHHBIC, KOMMEPYECKUE, aMUHU-
CTpPaTUBHBIE U COLMAILHO-MOJUTUYECKUE ACIEKThl KOMIIbIOTEPU3aLUd — MAaCCOBOTO BHEIPEHUsS] KOMIBIOTEPHON TEXHUKH BO
BCE 00JIACTH YKHU3HU JIFOJICH.

Takum o6pa3om, nHGOpMaTHKa Oa3UPYETCsi HA KOMITBIOTCPHOM TEXHUKE M HEMBICITHMA 0€3 Hee.

Puc. 2
8. YcranoBuTe AJis 4eTBEPTOro ad3ara:
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Ortcryn nepBoit ctpoku: Het
Ortcryn cnea: 1,25 cm
Orcryn cnpasa: 1 cm
Wnrepsan nepexn: 12 or
WuTepan nocne: 12 nr

9. C nmomompto koManasl I'naBuas, A63an, 'panuna u 3aauBka, I'paHuna v 3aj1MBKa yCcTaHo-
BUTE NapaMeTpbl FPaHULbl 1JIsl YeTBEpTOro ad3ama:

Pamka: JleBas rpanuia
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 nmo odpasuy. Ykaszareiab IpUMET
BUJ| KHCTH.

13. Beigenute mectoi ab3am. TekcT ad3ara mosxyIuT TOYHO TaKUe KE HACTPOUKH, YTO U 3arojo-
BOK.

14. CoxpaHure J1OKYMEHT.

3ananue 5. [')panuna u 3anuBKa
OdopmuTe TEKCT, UCTIONB3YS HHCTPYMEHTHI TPAaHUIIA U 3JIMBKA.
TexHomnorust paboThI
1. Co3naiite HOBBIM TOKYMEHT.
2. HaGepute TeKcT:

O6beM naHHBIX, XpaHsanmxcs B UHTepHeTe, BIUIOTHYIO puban3uics k otmerke B 500 sk3abaiitoB (500
wipa. ['6). Takue naHHBIe TPUBOAWUT aHanUTHYecKas kommanus |IDC, mpoBoauBmIas mccienoBaHue 1O
3aka3y EMC Corporation. ITo nporao3am aHalIuTHKOB, Yepe3 MOJATOpa roja KOJINYECTBO JaHHBIX BhIpac-
TeT elle B 2 pa3a. ITO NPUBEJET K POCTY KHOEPHPECTYITHOCTH.

3. Bkimrounre pexuM oToOpaskeHHs HereyaTaeMbIX CUMBOJIOB.

4. Pa36etiTe TekcT Ha 4 ab3ara (1Mo KOJIUYECTBY MPEAJIOKEHU ).

5. Jlnst xaxzaoro ab3ana (IpUMEHUTh K a03ally) YCTaHOBUTE Pa3IMYHbIE MapaMeTpbl MPaHUIbI U
3aJIUBKU 110 COOCTBEHHOMY BBIOOPY (CIUIONIHAS TPaHUIIA, TPAHUIIBI CBEPXY U CHHU3Y, CIIpaBa U CJIEeBa, pas3-
JIMYHAas TOJNIIUHA, LBET, TUIl JUHUH U Tp.), HCHOIb30BaB KOMaHAbl MeHIO ['1aBHast, AG3au, I'pannusb u
3aJMBKAa.

6. BeijenuTe Ha CBO€ YCMOTPEHHE HECKOJIBKO TEKCTOBBIX (hparMeHToB (OyKBY, CJIOBO, MpEAIOxKe-
HUE) U 0QOPMUTE TPAHUILY U 3aJMBKY TPUMEHHUTEIBHO K TEKCTY.

7. Coxpanute JokyMeHT ¢ uMeHeM O0bem nHdopmannu B UHTepHeTe.

JlaboparopHras padota 2
Tekcroseriii pegakrop MS Word: o0bekThI TEKCTa

Llens paboOTHI: HAYYUTHCSI OCHOBHBIM TEXHOJIOTUYECKAM OMNEpaIisIM co31aHus GopMyn B TEKCTO-

BBIX JIOKYMEHTOB.
3ananue 1. Konctpykrop dpopmyn
Cozpaiite ¢popmysl (puc. 1), HCOIB30BaB KOHCTPYKTOP (HOpMyII.

dx
ol
Z=r+s
r=B-x
_C-F-x-y
A

S

Puc. 1
TexHomnorus paboThI
1. Co3naiiTe HOBBIN TOKYMEHT.
2. B mycrtoii cTpoke BbImonHuUTe kKoMaHay BeraBka, CumBouasbl, @opmyaa. B nokymente mo-
saBUTCST 00beKT MecTo 11 opMyJibl, Ha JICHTe OTKpoeTcs MeHi0 Padora ¢ dopmynamMu u BKiIajgka
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Koncrpykrop.

3. s cozmanus nmepBoit hopmyssl BeiOepuTe npocTyro apods (CTpykTypsl, Apodsb, IIpocras
ApoOb), BBEIUTE B UYUCIUTENb W 3HAMEHATENb HY)KHBIE CHMBOJIBI, IOCIE OpoOU HaOepUTe CHMBOJIBI
«=—2».

4. OTkpoiiTe packpsiBatolieecss MeHIO (opMyIibl U ycTaHOBUTE BbipaBHUBaHKE [1o JieBoMy Kpalo.

5. AHAJIOTMYHO COCTaBbTE Ipyrue GopMysibl.

6. Coxpanute TOKYMEHT ¢ UMeHeM DOpMYJIbI.

3ananue 2. Coznanue Gopmyd ¢ MOMOIIbI0 (opMaTUPOBAHKS CUMBOJIOB
Coznaiite popmyisl (puc. 2), HCTIOIH30BAB HHCTPYMEHTHI JOPMATHPOBAHUS TEKCTA.

+. .. ta*pttag*p’tastp .. tan,*p
rae a1 — (K — 1)-s1 nudpa renoi yactu ynciaa N, 3aMCaHHOrO B CUCTEME CUKMCIICHHUS C OCHOBAaHHEM ;
a_n — N-s mudpa apodHOM yacTh yucaa N, 3amMcaHHOrO B CHCTEME CUMCIICHHUS ¢ OCHOBaHHEM P; K — Ko-
JIMYECTBO PA3psIOB B 11e10i yacTh yuciaa N; N — KOJIM4ecTBO pa3psaoB B ApoOHOI yacTh yncia N.

C yueroMm 3TuXx 0003HaueHui 3anuch ynciaa N B 110001 MO3ULIUOHHON CUCTEME CUUCIECHUS C OCHO-
BaHHEM ) IMEET BHU]T

N:akfl*pk_l -Nn

(k—1...a180,8 1@ _2...8 _n)p.

Puc. 2
TexHonorus padboThl

1. Otkpoiite 1oKkyMeHT POpMYJIbI.

2. B mycToii CTpOKe YCTaHOBUTE JJIsi OCHOBHOTO TEKCTa pasmep 14, oTcTym A nepBOil CTPOKH —
0,5 cM u BeIpaBHUBAHUE IO IIUPUHE.

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

4. YcraHoBUTE Ul 3HAKOB ()OpMyIbl pa3Mep Ha 2 NT OOJbIIE OCHOBHOI'O TEKCTa U KYpCHUBHOE
HayepTaHHe.

5. C ucnonb3oBannem kiaBumm Ctrl Bbyienute Bce CHMBOJBL, KOTOpbie B (GOpMyNie HMEHOT
HAaJICTPOYHOE HauyepTaHue, U BeinoaHuTe koManay I'iiasuas, lIpudgr, Haacrpounsiii 3Hak.

6. AHaJOrMYHO BBIJENIUTE BCE CUMBOJIBI, KOTOPbIE B (hOpMYyJie UMEIOT MOJCTPOYHOE HauepTaHue,
n BeinosiHATe KomManay I'imauas, llpugr, IlogcTpodHnslii 3HAK.

7. Beigenute co3aaHnyo Gopmyiy.

8. Bemonaute komanay BeraBka, CumBodibl, @opmyJia. BeiieneHHslid (parMeHT aBTOMaTHYE-
CKM TNpeoOpa3zoBaliCsi BO BHEAPEHHBIM OOBEKT, HO (hOpMATHUPOBAHME HAJACTPOUYHBIMH U MOJCTPOYHBIMH
MHJEKCaMU TOTEPSIIOCH.

9. IloanpasbTe hopMyTy, UCIIOIB30BaB HHCTPYMEHTHI KOHCTPYKTOPA.

10. B packpsiBarorieMcst MeHIO (hopMyIibl BeiOepuTe KoMaH 1y COXpaHHTh KaK HOBYIO (hOpMY.JTY.

11. B otkpsiBiiemMcs auanoroBoM okHe BBeAuTe nMs Yuceao B [ICC u naxmute OK.

12. Otkpoiite 6udmMoTeKy (koiuteknuio) Gopmyn (Koncrpykrop, @opmyna) u yoeaurech, 4To
¢dbopMmyna ¢ TaKMM Ha3BaHUEM MOsIBUIIACh B Kareropun Oomue.

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

14. CoxpanuTe U3MEHEHHs B JOKyMeHTe POPMYJIbI.

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

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

Ux? +1, ecm x <0,

sin(x —3), eci X >0

f() =

Puc. 3
TexHonorus paboTel
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1. OtkpoiiTe paHee co31aHHbIN JOKyMEHT DOpPMYJIBI.

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

3. Beibepute npunoxkenne Microsoft Equation 3.0.

4. C moMoIIpl0 MHCTPYMEHTOB Ha maHenn @opmyJia cos3paiite Gpopmyibl, IpeACTaBICHHBIE Ha
puc. 3.

5. CoxpaHute U3MEHEHUS B JOKyMEHTE DOPMYJIBI.

JlaboparopHas padoTa 3
Tekcrossiii pegakrop MS Word: coznanue u peraktiupoBanue Tadumiy

Ilenb paGoThI: HAYYUTHCS OCHOBHBIM TEXHOJOTHYECKUM OINEPALUAM CO3JaHUs U PeAaKTUPOBAHUS

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

Cozpaiite Tabmuiry o obpasimy (puc. 1). JlobaBpTe B TaOIHIy CTPOKY O CYNEpKOMIBIOTEpE, BbI-
IIyCK KOTOpOro Obu1 3aruianupoBad B 2012 roxy.
Camble MOLIHbIEe KOMIIBIOTEPBI B Mupe (110 1aHHbIM Ha 2010 rox)

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

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

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

Cdepa
HCIO0JIb30BAHUSA

Puc. 1
TexHomnorust paboThl

1. Co3naiite HOBBIH TOKYMEHT.

2. I1o o6pasny (puc. 1) moacuuraiite, CKOJIBKO CTPOK U CTOJIOIIOB B TaOIHUIIE.

3. BemonauTe komany BeraBka, Tadauna, BeraButh Tadanny.

4. B nosiBUBILIEMCs 1MANOroBoM OKHe BeraBka Tad/uubl 3arnoiHuTe nojis Yucesao croduoB u
Yuc/I0 CTPOK, YCTAaHOBHTE TEPEKIIOYATENhb ABTONOAOOP IMMPHHBI CTOJIOLOB B TMOJOXEHHE MO IIM-
PHHe OKHA 1 HaxxmMuTe kHonky OK.

5. 3amonHuTe TA0IMIly NaHHBIMH COTJIACHO o0Opasimy (puc. 1), ucmonb3oBaB mpudt Times New
Roman u pa3mep mpudra 10.

6. [lepeliquTe B peKUM peIaKTHPOBAHUS TAOIHUIIBI, BEIOpaB BKIAAKy Maker.

7. JInst moGaBieHusl CTPOKM BHM3Y TaOJMIBI YCTAaHOBUTE Kypcop B JIIOOYIO sSUEHKy MOcCieaHen
CTPOKH ¥ BHIMOJHUTE KoMaHay MakeT, CTpPOKHU U cT0J01BI, BcTaBUTH CHU3Y.

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

Ha3zBaHnue Crpana KosnuecTBo IpousBoaurensuocts | O0bem onepa- Cdepa ucnoJin-
NMpoLEeccopoB (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 1okyMeHT ¢ UMeHeM CaMble MOIIHbIE KOMIIBIOTEPHI B MHUPe.
3ananue 2. Co3gaHue TabJIUI Ha OCHOBE MOJTOTOBJIEHHBIX TEKCTOBBIX JOKYMEHTOB
Cospaiite TabnuIly U3 OATOTOBJIEHHOTO TEKCTa (puc. 3) U oThopMaTHpyHTE ee.
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TexHonorus paboTel
TekcT cunTaercs MOArOTOBJICHHBIM JIJISl IPEOOpa30BaHUs B TaOJHUILy, €CIIH KaX1as CTpoKa Oymy-
el TabJIHIIbl 3aKaHYMBACTCS CUMBOJIOM «KOHEI[ ab3aiiay, a s OTACICHHS CTOJIOLOB APYT OT Ipyra BbI-
OpaH eJMHBII CUMBOJI-Pa3ICIUTEIb.
1. Co3pnaiite HOBBIN TOKYMEHT.
2. BximrounTe pexxuM 0TOOpaKeHHS HEMeYaTaeMbIX CHMBOJIOB.
3. HabGepure TekcT kak B obpasiie (puc. 3).

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

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

-+ 6,5%"

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

2007-November - - - 63% - 20% - T38% - 31% - 33%
-+ 3,9%"

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

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

il
Lad
=]

-

—

Puc. 3

4. IloacunTaiiTe, CKOIBKO ab3areB B TekcTe. CTONBKO CTPOK OYAET COAepKaTh co3aaBaeMas Tad-
TuIa.

5. Iyt kaxxaoro ab3ara onpeenuTe, Ha CKOJIbKO ()parMEHTOB OH Pa30UT CUMBOJIAMU TaOYIISIUU.
Cronbko cTon010B OyIeT y co3aBaeMoi TabIuIIbI.

6. BeitenuTe TekeT Oe3 BBIICIICHHS ITYCTHIX a03aIleB.

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

8. YOenurech, 4TO B OTKpBIBIIEMCS auanoroBoM okHe IIpeoOdpa3oBarh B Ta0JMIly B KauecTBE
pazaenurens ykazaH 3Hak TaOymsuuu. Cpefa aBTOMaTHYECKU ONMpPEAeNiia, YTo Tabauia JI0JKHA COAep-
’KaTh BOCEMb CTOJIOIIOB.

9. 3akpoiite okHo, menkHyB Ha kHomke OK. VOemutech, uTto TabnuIa co3laHa MPaBUIBHO

(puc. 4).
CTaTHCTHKA HCIOJIB30BAHNS ONIEPALIMOHHBIX cucTeM B mupe 3a 2005-2010 rr.

Win7 Vista  Win2003 WinXP W2000 Linux Mac

ﬁ/(IJalr?:h 14, 7% 13,7% 1,4% 57,8% 0,5% 4.5% 6,9%
2009 ; g 0 ; 0 . .
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 : 0 . . .
November i 6,3% 2,0% 738%  51% 3,3% 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. {51 BeIpaBHUBAHUS BBICOTHI CTPOK TAOJIMIBI YCTAHOBUTE KypCOp B JIIOOYIO SYCHKY M BBINOJ-
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HuTe KOMaHny Maker, Pasmep saueliki, BbIpOBHATHL BBICOTY CTPOK.

11. JIns Bcex cTONOIOB, KPOME MEPBOT0, YCTAHOBUTE:

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

m ouHaKoBy0 mupuny — 1,8 cm (Maker, Pasmep siueiiku, Illnpuna cTo0ma Tadauubl).

12. Jlnst ycTaHOBKY TPAaHUIL U 3TMBKHU TIepernTe Ha BKIaaky KoHcTpykTop.

13. Beimenure nepByrO CTPOKY M BBIMOJAHUTE KoMaHay Ctuiaum tadaun, 3aauBka. 13 npemo-
KEHHBIX 00pa3ioB 3anuBkH BeiOepuTe OJIMBKOBBII, aKIEHT 3.

14. 3analiTe 3aIMBKY OCTaJIbHBIX sIMEEK TaOMHIBI 1IBeTOM OJIMBKOBBIM, aKkieHT 3, Oojiee CBET-
Tl OTTEHOK 60%.

15. /Ing ycraHOBKM TpaHMI BbIAECTUTE BCIO Tabnuiy u B rpymnie HapucoBarh rpaHuusbl 3ajaaiite
CJIEYIOIME TapaMeTphbl:

Crunb nepa: 1o yMOJI4aHHUIO
Tonmwuua nepa: 2,25 ot
[{Bet mepa: OIUBKOBBIN, aKIEHT 3, OoJiee CBeTIbIi 0TTeHOK 40%

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

17. Coxpanure nokymeHT ¢ uMeHeM CraTucruka ucnouan3dosanus OC B mupe.

3ananue 3. [IpeobpazoBanre HEMOATOTOBIEHHOTO TEKCTA B TAOIHUILY

CosnaiiTe Ta0NHILy, B35B 32 OCHOBY HETIOJTOTOBJICHHBIN TEKCT.

Texnonorus paboTsl

1. OTkpoiiTe JOKyMEHT ¢ UMeHEM JloMeHbI BEpXHETro YPOBHSI.

2. BriirounTe pexuM 0TOOpaskeHUsl HENe4aTaeMbIX CUMBOJIOB.

3. BHuMarenpHO m3yunte TekcT. OnpeaenuTe CHMBOIBI, KOTOPBIMH OTEsIeTCsl nHpopManms 00
OTIeNbHON cTpaHe (Oyayiias cTpoka TabNuIbl) OT UH(OPMAlUKU BHYTPHU CTpaHbl (OyayIine cTONOIb).
MO03KHO 3aMETHTh, YTO CUMBOJIOM-PA3ICIUTENIEM CTPOK SIBIISIETCS «;», & CTOJOIOB — «:». CllelyeT Takxke
OTMETHUTBH, UTO TIOCTIE KaXJI0r0 CUMBOJIA «:» CTOUT MPOOEN, Kak U MOCIe KaKI0T0 CUMBOJA «;». ITO BaxK-
HO JUTS HAIlIMX JTadbHEHIINX JIEHCTBHI.

4. Jlna ennHOOOpa3us 3aMEHUTE B TIOCTIEAHEN CTPOKE CUMBOII «.» HA «;» U MOCTaBBTE MOCIE HETO
mpo0er.

5. Beimenute TeKCT, KpoMe Ha3BaHUS TaOMUIBI U ABYX MOCIEAHHUX MOSICHUTENBHBIX CTPOK U BHI-
nonauTe Komanay I'yiaBuas, PejakrupoBanue, 3aMeHUTb.

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

7. YcranoBute Kypcop B mojie 3aMeHMTh Ha, HA)XMUTE KHONKY BoJibiie u B MeHio kHonku Cre-
HMAJIBHBII BeiOepuTe 3HaKk ad3ama.

8. BemmonauTe KOMaHay 3aMeHHMTh BCE W OIPEIeINTe, CKOJIBKO MPOou3BeneHO 3aMeH. CTOJIBKO
CTpoK OyneT B TabiHILIe.

9. Ha Bompoc «IIpooKuTh TOMCK B OCTaBmieics yactu?» orBeTbTe Her.

10. B none HaiiTu yganuTe mpeabplaylee yClIoBre MONCKA U YCTAaHOBUTE HOBOE — CUMBOJIBI <«:» U
npoberna.

11. B none 3aMeHUTH HA yAATUTE MPEIBITYIIEE YCIOBHE U BCTABTE CIEIIUAIBHBIN CHMBON 3HAK
Ta0yJIALMH.

12. BeimonHuTe KOMaH1y 3aMeHUThb BCe.

13. Ha Bonpoc «ITpogomkuTh MOUCK B OCTABIIEHCS YacTu?» oTBeThTe HeT.

TeKCcT MOArOTOBIIEH K MPe0Opa30BaHUIO B TAOJIHILY.

14. Beinenute TeKCT Oyaymiei TabauIib.

15. Bemmoninute komanny BeraBka, Tadimua, [Ipeodpa3zoBats B Tadaumy.

16. B otkpeiBIIeMcs auaioroBom okHe IlpeodpazoBaTh B Ta0IUIy cpe/ia MPEIIOKUT BaM KOJTH-
9YEeCTBO CTPOK U CTOJNOIOB Oyaymiel TabmuIsl Mo yMod4aHuoo. U eciiu Bce mpeapiaynue NeHCTBUS Cle-
naHbl mpaBuiIbHO, To WOrd ompeaenut, uro Tabiauia J0DKHA cogepkaTh 17 cTpok u 4 crosdia.

17. B mone Pa3menuTenb MO yMOJYAHUIO YCTAHOBJICH CHUMBOJI TaOYINSIIMH, YTO COOTBETCTBYET
HalleMy TeKCTY.

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

(puc. 5).
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19. loGaBbTe N1BE CTPOKM CBEpPXY JJIsi 3arOJOBKOB TaONMUIBL. JIJi1 3TOTO BBIACIUTE JIBE IEPBBIC
CTPOKH TabIuIIbl ¥ BBIOepUTE KoMaHy MakeT, CTPOKH U cT0101bI, BcTaBUTH CBEpXY.

20. TToouepenHo OOBEAMHUTE SUSHKU ISl BBOJAA 3aroJIOBKOB, MPEABAPUTEIHHO BBIACIUB HX U
BOCIIOJIb30BaBIINCh KoMangou Maket, O0neauHUTL, O0beINHUATDL STYEHKH.

21. BeeauTe TEKCT 3ar0JIOBKOB.

22. O0beAMHUTE STYEUKH OJHOrO IojJja pErucTpaliy TOMEeHa, OCTaBUB I'oJl IO OJAHOMY pasy.

23. Ocy1iecTBUTE BBHIpaBHUBAHUE B sSUYCHKAX TaOMHIBI COTIacHO o0Opasily (puc. 5), BOCHOIB30-
BaBILMChH KHOMIKaMu U3 Tpymnibl BolpaBHUBaHMe Ha BKiagke Maker.

24. CoxpaHHTE TOKYMEHT.

JlaThl c031aHNs HEKOTOPBIX HAIIHOHAJILHBIX JOMEHOB BEPXHEro y
JlaTa co3nanus
CTRaza T'og | Yuciao, Mecsiy Hloven
CIIIA 24 nrons .US
BenukoOpuranus 1985 | 24 wurons Uk
W3panin 24 oxTA0ps Al
ApreHtuHa 1987 | 23 cenTs0ps ar
bpazumnus 1989 | 18 ampest 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 uromst v
Poccuiickas @enepanus 7 anpenst .ru
1994
ApmeHus 26 aBrycra .am
Yum 1995 | 27 stBaps .cl
Adranucran 1997 | 16 okTs0ps .af
Poccuiickas @eneparus | 2009 | 30 okTs0ps po*

OBHH

* — nepsblit 1omeH B ucropuu ICANN**, HanucaHHBIN Ha HALIMOHAIBHOM S3bIKE
** — VIHTepHEeT-KOPIIOpaIs 10 yIPaBJIECHUIO JOMCHHBIMA UMEHAMH U IU(PPOBBIMHU a/ipecaMi B

HNurepnere

Puc. 5

3aganue 4. CopTupoBKa B TabIUIIE
BbimonHuTe COPTHPOBKY JAHHBIX, MPEACTABICHHBIX B Ta0bauuHOM hopme (puc. 6).

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

1. Otkpoiite daiin ATakun BpeI0OHOCHBIX MporpamMm. B ¢aiine u Ha puc. 6 npeacTaBieHbl JaH-
HBIE IO CTPAaHaM, Ha JOJII0 KOTOPBIX MPUXOANUIOCH 89 % Bcex aTak BpenoHOCHBIX nporpaMm B 2009 roay
(o mannbM «Jlaboparopuu Kacrepckoroy).

2. 1o6aBbTe K Tabauie cTojoer cieBa. it 3TOro BhIICTUTE MEPBBIA CTOJIOCI U BBIMOJHUTE KO-
Manay Maket, BecraBuTh cjieBa. Beaure 3arosioBok crondma «Mectoy.

3. B mepBrIii cTonbe1 BCTaBbTE aBTOMATHYECKYIO HyMEPAIHIO.

4. BeienuTe nepByro CTPOKy B Tabnmie cruiem CTporuii.

5. YcraHoBuTe Kypcop BHYTPU TaOIUIIBI.

6. Bemmonaute komanay Maket, [lannbie, CopTupoOBKaA.

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

8. JloGaBbTE CTPOKY CHU3Y.

9. BeenuTe B HIDKHIOIO CTPOKY AaHHbIE 0 Poccuiickoii Depeparum:

| RUSSIAN FEDERATION | 335656 |

10. 3aHOBO OTCOPTHPYHTE TAOIUILY IO YOBIBAHUIO KOJMYECTBA aTaK.

11. Beigenute paMkoit CTpoky ¢ qaHHbIMU 0 Poccuiickoit denepanun.

12. BeinenuB Ta0nuIly, YCTAHOBUTE IIMPHHY CTOJOLOB C IMOMOIIBIO KOMaHIbI ABTOMOAOOP MO
COICPKUMOMY.

13. CoxpaHuTe TOKYMEHT.

3amanue 5. Beruncnenusa B Tabinumax

Hcnonp3oBaB (popmyibl, paccuuTaiTe CyMMapHblii 00beM BCeX IpadUyecKuX U TEKCTOBBIX (aii-
JIOB J10 ¥ MIOCJI€ apXMBaLlUH, a TAK)KE OCYILECTBUTE (POPMATUPOBAHUE YUCIOBBIX JAHHBIX MO JECATUYHOMN
3ansToi. Vcxo/iHble JaHHBIE AJIs pacyeTa MpeICTaBICHb! Ha puc. /.

I'paduyeckne paiianbl TexcroBble (aiiabl
Pasmep (K6aiit) Pasmep (K6aiit)
Nms | Pacuupenue . ITocne Nms | Pacuupenue L ITocne
Hcxonusii Ucxonabrit

apXHBaluU 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 HOBBIN TOKYMEHT.

2. CoznaiiTe Tabnuily Kak Ha puc. 7.

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

4. Bocrionp3oBaBmuck komanaor Maket, Jlanubie, @opmyJia, BBeaute B sueriky C10 hopmy-
ay: =SUM(ABOVE) ans pacuera cymmapHOTo o0beMa rpaduueckux (aitjioB 10 apXuBauu (MCXOIHBIN
pasmep). Apryment ABOVE o3HavaeT «CyMMUPOBATh YHCIOBBIC SIMEHKH BBIIIE STUCUKHU C (OPMYITOM».
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5. Cxonmpyiite nonyueHnyio ¢popmyny B sueiiku D10, H10 u G10. [Tocne xonupoBanus ¢op-
MYyJIbl B KQXJI0M siuelike OyAeT OJJHO U TO K€ YUCIIO.
6. YcraHoBUTE Kypcop BHYTPHY BBIUUCIISIEMOTO IOJISL U BHIMOJIHUTE KoMaHay OOHOBUTH moJe u3
KOHTEKCTHOI'0 MeHI0. Pe3ynbTaThl pacyeToB OOHOBSITCS.
7. CneBa OT TOPU3OHTAIBHOW JTUHEWKH HAWIUTE KHONKY TaOyJIsATOPOB M, LIENKas 1O HEH MBbI-

1st0, BeiOepuTe Tadynstop Ilo pazaenuresiro .
8. Beirenute unciioBsie qanHbie cTonbma C u ycraHoBuTe BeipaBHuBaHue I1o 1eBoMy Kpalo.
9. Ha ropu30oHTaIbHOM JIMHEHKE B 00J1aCTH BBIJICICHHOTO CTOJIONA IETYKOM YCTAaHOBUTE Taly-
sarop o pasgeauresro.
10. Yoeaureck, 4TO YMCIIa BEIPOBHSIIUCH MO JECITUYHOM 3aIISITOM.
11. TToBTOpUTE NEHCTBUS MPEABIIYIINX ITYHKTOB JJIsl YHCIOBBIX TaHHBIX cTOONIOB D, G, H.
12. Coxpanute 1oOKyMeHT ¢ iMeHeM Pa3mepsl (aiiios.
3anmanue 6. HanpaBienue TekcTa B Ta0mIe
Cospaiite Tabnuiy o oopasiy (puc. 8), KCIOJIb30BaB MMOATOTOBICHHBIC TEKCTOBBIC TAaHHBIC.
CToumMocTh NPOrpaMMHBIX NPOAYKTOB JadopaTopun Kacnepckoro
IMena aunen3uu Ha 2010 roa

Ilena auuen3un Ha 1 roxg

’E KoaudecTBO JIMIEH3UH, IOT.
=
S g < o < o o =
= H " < N. 5 P "
5 g azHavYeHune iy 7y S by & piy
= o — I3V N s S
o R —
=
= Ilena onxHoili JTU1IEH3UHU, PYO.
> | g Bamura paboyMx CTaHUMH |
= o D 9 i
S | £ g | CMapTdOHOB B KOPHOPATHBHOI Ce- | gqq ) | g3 | g0p4 | 720,6 | 647,0 | 581,1
2 2 & | TH 1 3a ee mpenenamMu
n 03]
[<B]
8 Bamura pabouMx  CTaHUMH |
D | £ & | cmaprdoHOoB 1 (ailIoBBIX cepBEPOB
c o & 1375,0 | 1277,6 | 1187,1 | 1098,9 | 1010,3 | 925,8
L < & | kxoMnaHuu : ! : ! ’ :
@)
- 3amuTa mOYTOBBIX CEPBEPOB U CEP-
> ) .
S5 IR — padoTe! 926,0 | 837,6 | 757,7 | 685,3 | 619,9 | 560,7
& 3| =
~ o
g § besonacHslil nocryn k cetu MHTEp-
g | F VT ABTOMATWNCCKOS YAAICHHE | a9 | 466,9 | 436,8 | 408,7 | 3824 | 357,8
8 = BPEIOHOCHBIX IIPOrpaMM ' i ) ’ ' '
— > [TpoBepka u 3amura paboyMx CTaH-
8= n i i i
g5 | & |uwmit Windows B xopnoparmsrofi | yo7 5 | yys | 4012 | 360,3 | 3235 | 2905
(%_ % o\ CCTU

Puc.

TexHomnorust paboThI

8

1. Otkpoiite daiin Hena aunen3uun Ha 2010 roga.

2. BxirounTe pexxuM 0TOOpaKeHHs HeleyaTaeMbIX CUMBOJIOB.

3. Beimenure TekcT 6e3 mycThIX ab3areB U mpeodpasyiiTe ero B Tadiauily koMaHmoii BeraBka,
Ta6anusl, IlpeodpazoBaTs B Tadauny. Ilepexmtouatesns ABTONOAOGOP IHUPHHBI CTOJ0LOB YCTAHOBUTE
B noJsioxenue Ilo cogep:knmomy.
4. PactipocTpanuTe 3aroyioBok «llena onHo# numeH3uu, py0.» Ha CoceHUE crpaBa siueiku. Jlims
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3TOTr0 OOBEMHUTE 3TH SIUCHKHU COTIACHO 00pasIty.

5. PacnpocTpanuTte 3aroinoBok «Koi-Bo JUMIEH3UH, IIT.» Ha COCEHUE cripaBa siueiku. /st aToro
O0BEIMHUTE ITH STUYEHKU COTIIACHO 00pasIy.

6. PactpocTtpanute 3aronoBok «Ha3zHadueHue» Ha SUEHWKH BbIIIE M HUXKE MOJMUCH, OOBEIUHUB
COOTBETCTBYIOIINE TYECUKHU.

7. I3aMeHuTe HalpaBlIeHHE TEKCTa B slUEHKaX C KOJMYECTBOM JMLEH3Uul. [t 3Toro, BBIIEIUB
SYEUKH, HaxxuManTe kHonky HampasiieHune Tekcra B rpynne BelpaBHuBaHue Ha Briaake Maker 1o
TeX MOp, 0K He BbIOEpUTE HY)KHOE HalpaBlIeHUE.

8. OTkoppekTupyiite mupuny croidua «Haznaduenue» cormacHo o0Opasily ¢ MOMOINBIO HarpaB-
nsomux. KoHTpoampoBaTh MIMPHUHY MOXKHO € IMOMOIIBIO Tpynnbl Pazmep sdeliku Ha Bkiagke Maker.
3HaueHue MUPUHBI JOHKHO OBITh MPUMEPHO 4,5 CM.

9. lopucyiiTe CcTONOIBI Il Ha3BaHWH MPOTPaMMHBIX HPOAYKTOB. [[7s 3TOro meperaure Ha
BkIaaKy KoHeTpykrop u Beibepure komanny HapucoBaths Tadauny. C moMomplo ykasarens MBIIIH,
KOTOpBIM MpHUMET BUJ KapaHJalla, CO3[JaiiTe SYEHCTYI0 CTPYKTYpPY COracHO oOpasiy. s KoppekTu-
POBKH CTPYKTYpHI BOCTIONB3yiTeCh JIacTHKOM. 3aKOHUYHTE pHCOBaHKE, ellle pa3 BeIOpaB komanay Hapu-
coBaTh Ta0IMIY.

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

11. Beenure Ha3Banue Tabmmmbl «llena munensun Ha 1 rom». Jlis 3TOro BCTaBbTE MYCTYHO CTPO-
Ky cBepxy. O0beIMHUTE HEOOXOAUMBIE STYCHKH U BBEIUTE MOAMUCH. 3a1aiiTe BbICOTY CTpoku 0,5 cMm.

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

13. [lns Bcex 3arojoBKOB YCTAHOBUTE MOIY>KUPHOE HAauepTaHHE.

14. CoxpaHuTe TOKYMEHT.

JlaGopaTtopHnas padora 4
TekcroBsiii pegaktop MS Word: rpaduueckue 00beKThI B TEKCTOBOM JOKYMEHTE

Llens pa®oThI: HAyYUTHCS OCHOBHBIM TEXHOJIOTMYECKMM OIEepanusM padoTbl ¢ rpaduuecKuMu

00BEKTaMU B TEKCTOBBIX JOKYMEHTaX.
3ananue 1. CriocoObl BCTaBKU F'OTOBBIX PUCYHKOB B TEKCTOBBIN TOKYMEHT

BceraBbTe B JOKYMEHT PUCYHOK U3 (ailia, COXpaHEHHOTO Ha KoMiibtotepe. Haiiniure prcyHOK B
WHTepHeTe M BCTaBbTE B JOKyMEHT. BeraBbTe B oKyMmeHT kimm u3 kosuekunun Microsoft Office. Co-
31aiiTe moI00pKy KapTHHOK Ha BeO-y3ne Office Online u BcTaBbTe KapTUHKY M3 MOJOOPKU B IOKYMEHT.

TexHonorus paboTsl

1. Co3paiite HOBBIN JOKYMEHT ¢ UMeHeM Cnoco0bl BCTABKH PUCYHKOB.

2. CoznaiiTe Mo 3aroJioBKOM TaOiuIly 2 x 2.

3. lllenkHUTE B TIEpBOM SYEHKE TAOJHIIBI, YTOOBI YKa3aTh MECTO BCTAaBKHM 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 ¢ pPUCYHKaMU U BCTaBbTE OJMH U3 HUX B TaOJUILY.

6. Hactpoiite nonoxxenue kaptuaku (Popmar, Ynopsiaouuth, OdTexanue TekcToMm, B Tekcre).

7. Hactpoiite pazmep KapTUHKH, €CITH 3TO TpeOyeTcs, U yCTaHOBUTE BhlpaBHUBaHUE B siueiike Ilo
LEeHTpY.

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

9. 3amaiiTe MOMCK PUCYHKOB MO KJIIOYEBOMY CJIOBY (HampHUMep, «KOMITBIOTEP»), BBIOEpUTE Cpel-
HHU pazmep.

10. C moMo111b10 KOHTEKCTHOT'O MEHIO CKONUPYITE MHTEPECYIOLINI Bac pUCYHOK B Oydep oOMeHa
1 BCTaBbTE €0 BO BTOPYIO SYEHKY TaOIHUIIBI.

11. Bemonuute komanny Beraska, Winmrocrpanuu, Koumn.

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

13. B criicke KOJUIeKIUi MOsBUBIIETOCS OKHA OpraHu3aTop KJIUNOB OTKpoiite nanky Kossiek-
nuu Microsoft Office.
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14. BeiGepute TeMaTHKy KIUIOB, Hanipumep, Ilpodeccus.

15. BcraBbTe MOAXOAIIYI0 KAPTUHKY B TPETHIO STYEHKY TaOIUIIBI.

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

17. B ob6nactu 3amau Knun menkaute Ha cepuike Kaunbl Ha Be6-y3iae Office Online. Otkpoert-
cs BeO-pecype ¢ pucyHkamu, poTorpadusiMu, aHUMALUSIMH U TIP.

18. HaiinuTe MOUCKOBYIO CTPOKY.

19. HaiiguTe criMcoK KaTeropuii N300paxeHHii.

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

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

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

23. Tlepeiiiute B TEKCTOBBIM JTOKYMEHT M BCTaBbTC PUCYHOK U3 Oydepa oOMeHa B YETBEPTYIO
SYEHKY TaOJIHIIBI.

24. CoxpaHHTE TOKYMEHT.

3ananue 2. Co3gaHue cxeM MpU MOMOIIU BEKTOPHBIX 00BEKTOB C UCIIOJIb30BAaHUEM TOJIO0THA

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

TexHonorus paboTel

1. Co3naiite HOBBIN JOKYMEHT.

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

3. Ilpopucyiite nenTpaibHbIi 00bekT. Mcnonb3oBaB komanny CpeacTtBa pucoBanusi, @opmar,
BceraButh urypsl, BeiOepUTe MECTHYTOJIbHUK.

4. HaznaubTe (purype cieayromne CBOMCTBa ¢ MOMONIbI0 KoMaHa rpynbsl CTujiu puryp:

3anuBka: ['paguent (kHonka 3anuBKa GUrypsr)
Pamka: Cunsis TpexkoHTypHas (kHonka KoHTyp ¢urypsr)

JdocToBepHOCTE
J,
1
OO0BeXTHEHOCTE AKTVaIrHOCTE
\ .
L) 4
\ ’
N '
~ -
~ -
> <
-~ ~
7 ~
/ \
\4 hJ
r N
Tounocts Iloanota
\ .

|
I
|
A/

TloaezgocTs

Puc. 1
5. [Ipopucyiite purypy CKpyriaeHHbIH MPSIMOYTOJIbLHUK.
6. HazHaubTe eii cienyronye CBOiCTBa:

3anuBka: Tekcrypa
Pamka: Cunsist AByXKOHTYpHas
Tenp

7. Ucnionp3oBaB knasuiry Ctrl, co3paiite msarh KOMUA HACTPOEHHOW (GHUTYPHI U pa3MECTHTE HX,
Kak Ha oOpasIe.

8. CoemuHuTe C MOMOIIBIO MHCTpyMeHTa CKpYIJieHHasi JJMHHUS CO CTPEJKONH OOBEKTHI CXEMBI.
J1st 5TOr0 B MEHIO (PUTYp BbIOEpUTE HYKHBIHM THIl CTPEJIOK, HABEIUTE YKa3aTeJIb MBIIIU Ha CEPEIUHY OJ1-
HOM QUrypsl U, HA)KaB KHOIIKY MBIIIY, IPOBEAUTE JIMHUIO K APYyroi durype.

9. IIpoBephTe, UTOOBI KaXKIasi COCTUHUTENbHAS INHUS «IIPUKIEUIACh» K 00BEKTY. [[1s1 3TOrO BHI-
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JeTTUTE JINHUIO U YOeAUTECh, YTO KOHIIBI OTMEUYEHBI KpacHBIMU Mapkepamu. IIpu HeoOxoauMocTu 3axBa-
TUTE KOHEIl ¥ MPUCOEAUHUTE €T0 K CepeiHe (PUrypsl.

10. Boigenute ¢ momomipio kiaBuimy Shift Bce coeanHuTeIbHBIC JIMHUK U JIJISL BCEH TPYIIIBI yCTa-
HOBHUTE CJIEAYIOIINE CBOKCTBA:

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

11. IlepenBuraiite 0ObEKTHI CXEMBI, CBEPSSICH C 00pa3IOM M CIE/s 32 COSAMHUTEIbHBIMU JIMHU -
MHU.
12. Ucnionb3oBaB koMaHay Jl00aBUTh TEKCT KOHTEKCTHOTO MEHIO, BHECUTE HAJIHICU B (PUTYPHI.
13. To6aBbTe 00bekT WOrdArt B IieHTp KOMIIO3HIIHH.
14. Crpynmnupyiite 00bEKTBI CXEMBI.
15. BoigenuTe noiay4yuBIIieecs H300paK€HUE U BHIPEKBTE €0 U3 MOJOTHA.
16. Beimenute u yaanuTe mosoTHo (kinasuina Delete).
17. BcraBbTe BhIpE3aHHBIN PUCYHOK B TEKCTOBBIN TOKYMEHT.
18. Coxpanute nokymeHT ¢ uMeHeM CBolicTBa MH(popManuu.
3ananue 3. PUCYHOK U3 pa3HOTUIIHBIX IpaUuecKuX 0ObEKTOB
CosnaiiTe pekiiaMHOE OOBSIBIICHHE COTIIACHO 00pa3ity (puc. 2), cocrosiiee u3 rpahuuecKkux 00b-
€KTOB pa3HbIX TUIIOB.
TexHonorus padboTh
1. Co3pgaiite HOBBIN JOKYMEHT.
2. BctaBpTe KIHII ¢ H300pakeHNEM KOMITBIOTEPA.
3. Beigenute pucynok. O0paTtute BHUMaHHE Ha TO, KAKUMH MapKepaMH OTMEUEHBI €r0 TPaHUIIbL.

upma Qpa/wn\opr\aHmyeT
@

Hoaroroexs-
08caYEHEROmETO"
12 Hazaf

4. YcraHoBUTE JUIsl BBIJEJIEHHOTO pUCYHKa (HOpMy (CKPYTJIEHHBIM NMPSMOYTOJbHUK) U TPaHUILY
(ToNmMHa U 1BET), UCHOJIB3Ys KoMaHpl Dopma pucyHka u I'panuna pucynka rpynnsl Padora ¢ pu-
cynkamu, @opmat, CTHIN PUCYHKOB.

5. BcraBbre HOBOE monoTHO (BeraBka, Miumoctpanuu, @urypsi, HoBoe moJi0THO). YBenuubTe
pa3Mmep M0JIOTHA Ha BECh JIMCT. B nanbHeleM npyu co3qaHUM OTAEIbHBIX 2JIEMEHTOB U300paXeHHUs ciie-
IuTe, 4TOOBI BCe (PUTYpHI pacroiarajuch BHYTPH MOJIOTHA, MHAYE HE TOJTYYUTCS TPYIIHPOBKA.

6. BelpeskbTe pUCYHOK M BCTAaBbTE €ro B 1ojIoTHO. OOpaTtuTe BHUMaHKUE Ha TO, YTO MapKepsl rpa-
HUI] TETIEpb UMEIOT IPYTOil BUJI, TaK KaK U3MEHHJICS TUIT 00BEKTa — PUCYHOK IIpeBpaTtuics B ¢urypy. Te-
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nepb AJIs 3TOTr0 N300pakeHHs y)Ke HeloCTyHO MeHI0 CTHJIM PUCYHKOB.

7. Ucnionws3oBaB komanay CpeacrBa pucoBanus, @opmar, BeraButh ¢purypsl, OcHoBHBbIE (pu-
rypsl, Hapucyite poM0. [Tonbepure s Hero noaxosuyto Teketypy (Ctuam ¢uryp, 3aauska, Tek-
cTypa).

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

9. lllenkHuTe BHYTPH MOJOTHA U J00aBbTE XYIOXKECTBEHHBIH TeKCT B Bujae oObekra WOrdArt
(BcraBka, Tekcr, WordArt). HactpoiiTe MeCTOIMOIOKEHIE HAIMUCH U €€ pa3Mmep.

10. JTo6aBbTe eliie OAMH XYI0’KECTBEHHBIN TeKCT B BHIe 00bekTa WOrdArt.

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

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

13. C nomomsto kiaapum Ctrl co3maiite ABe KOMMH CTPEIIKH.

14. BcrabTe Tpu 00bekTa Hagmuces (BeraBka, Texer, Hagnuch, HapucoBath Haanuch).

15. Beenure TEKCT B HAJAIUCH.

16. Ycranosure s Haamucei 3¢ dext Tenu (Popmat, IpdeKThl TEHH).

17. 3aneiite 00bEKTHI, BEIOpPAB I HUX Pa3HbIC TUIIBI TPAAUECHTOB (JIEBBIH, IPaBbIii BEPXHUH yTOII,
OT IICHTA).

18. Pacmiono)kure HaHUCH TIOJ] CTPEITKAMH.

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

20. 3menute popmy Osoka (Popmat, Ctuam Haanuceii, U3sMenntsh Gurypy).

21. 3apaiite 3aIMBKY (DUIYphI B BUJIC PUCYHKA, [1010€pUTE LBET TEKCTA.

22. Beiienure Bce rpaduieckrue 00bEeKThI, BXOAIINE B COCTAB H300PaKEHHS.

23. Crpynnupyiite Bce rpaduyeckue oO0beKTbl ¢ MOMOIIbI0 KomaH[sl CpeacTBa pucoOBaHuS,
Ynopsinouurs, I'pynnupoBars.

24. Coxpanure 10KyMeHT ¢ umeHeM Ilpuriamenmue.

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

Cnocobbl 3anUcK anropuTMoB

BepGanbHbiid CUMBONBHBIINA lpadpuuecknin

ANropyTMB] 0N HCHIESHTCR

ANMOPMTMbI ONHCHIEIHTCA © -
© nomowe Habopa

nomowe Habopa
CMMEONOE

ANropETMB] ONHCHEIDTCR
Ha“enoeeseCHIM A3 DIHE

TpEfHE CHI
HIDBpEMEHHA

Puc. 3
TexHomorust paboThI

1. Co3pnaiiTe HOBBII JOKYMEHT.

2. Bemoaaute komanny BeraBka, Mnsrocrpanun, SmartArt.

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

4. IlosiBuBLIAsiCsl popMa HE COBCEM COOTBETCTBYET 00pas3ily, Ha BTOPOM YpPOBHE HE XBaTaeT OJoKa.
Boinenure mepBblif 070K BTOPOTO YpOBHSI M BBHINOJHUTE KomaHay Pabora ¢ pucynkamm SmartArt,
Koncrpykrop, Job6aButs ¢urypy, JlodaBurh purypy mocie.

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

6. lllenkHuTe B obnactu GOpMbI, MpeIHaA3HAYEHHON I BBOAA TEKCTa M PACIIONIOKEHHOU ClieBa
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OT TPaHMILIBI CXEMBI. 3aMOIHUTE (HOPMY TEKCTOM.
7. B moarpynne Ctusmm SmartArt BeiOepruTe IBETOBYIO raMMYy.
8. Brinenus ¢ momoinsto kinasuiny Shift rpymnmel 610k0B, HacTpoiiTe MPUPT U HAYEPTAHHE TEKCTA
OJIOKOB.
9. Coxpanute TOKyMeHT ¢ MeHeM Cloco0bl 3aNMCH AJITOPUTMA.
3ananue 5. CoznaHue paauaibHOM CXEMbI ¢ TOMOIIIbIO HHCTpyMeHTa SmartArt
Co3zpnaiite cxemy coryiacHoO 00pasity (puc. 4).

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

*EyHERNEHO NEPEECANTCR
K@k "MArKMe usgenms”

* COEQHYMHOCTE
Nporpamm,
0feCNeYHEEHILME
paloTy KOMNBKTEPE

*EyHEBNEHO NEREE0ANTCA
KEH "MHTENNEKTYENEHEIE
uzaenma"

*PazpaboTha aNropuTMOE
W UZYHEHME METOLOE M
MPWEMOE MX MOCTPOEHKA

Brainware

Puc. 4
TexHomorust paboTHI

1. Co3pnaiiTe HOBBIN JOKYMEHT.

2. Bemonaute komanay BeraBka, Mnsrocrpanun, SmartArt.

3. Beibepute Tun auarpammsl CBsi3b U noatunl Paguanabublii cnmcok. [lpu BeiOOpe moaTumna BbI
MOJIYYUTE B TIPABOM YaCTH OKHA IMOJIHYIO CIIPABKY O ero ucmoib3oBannu. Haxmure OK.

4. 3an0JIHUTE IIEMEHTHI CXEMBI TEKCTOM.

5. BcraBbTe OIX OIS PUCYHOK B TJIABHBIA 00BEKT, MICTKHYB Ha 3HAYKE B IIEHTPE.

6. Coxpanute TOKyMEHT ¢ IMeHeM PaauajibHasi cxema.

3ananne 6. O6paboTKa KON SKpaHa

Co3naiite TabuIly, MOSCHSIOUIYIO padoTy ¢ rpaduyeckumu oobvekramu B Word 2007 (puc. 5) u

coJiepKaIryo pparMeHThl KOMUi SKpaHa MOHUTOPA.
BcecraBka konuu 3kpaHa

O0BeKT Bxkaanka ®@opmar
Pucy- % ApkocTb ™ ﬁ — — — L_l?mapna pHEYHER ™ @ 4 Ha nepeaHuii nnax =~
;?Il:lﬂ (B KonTpactHooe % ‘£| |£| ‘ - L?_”FpaHMu,a pUEYHES ™ onoerme 2L Ha zagHuit nnax %
% MepekpacuTe ™ QE =l 3ddekTal an8 pUoyHEa T L E OETekaHne TekcTom = Sk
M3meHTE CTHAN PUOYHKOE IF] ¥Nopago4nTe
Durypsol

NNhNOOO - g m| | | @ & 2l

iy -
ool NN RS
_ ’-_CP' JdperTrl ||O6Bem | | ¥nopagodnte Pazmep

@ }ﬁ: TEHHM ™ * - -

EBCTAaEWTE QUrypEl CTHAK Grryp (]

WordAr -
{ o AV H i o2 (@] (@] (W] ([
< b WordAet | WortAre Mot - -
WNzmeHuTe MHTEPEAN = IdperTrl | |O6keMm | ¥NopagoqdnTe Pazmep
TEKLT - =" T A' TEHW 7 - - -
Tekct Crinm WordArt

Puc. 5
TexHonorust paboTsI
1. Co3naiiTe HOBBIN JOKYMEHT. Y CTAHOBUTE OPUEHTAIIMIO JINCTA — AJIbOOMHAasI.
2. B mepBoii cTpoke BBeUTE Ha3BaHUE «BcTaBka KOMHMH SKpaHay.

53

P
=]
4.

Pazme



3. BcraBpre Tabmuiry 2 x 4.

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

5. Boimonaute komanay BeraBka, Miunoctpanun, PucyHok.

6. B cBoOoaHYIO 001aCTh JINCTA BCTaBHTE JIFOOOM PUCYHOK U3 (haiia.

7. Bpiienute pucyHoOK U OTKpoiiTe Bkiajaky @opmat meHio PaGora ¢ pucynkamm.

8. Cuenaiite KOMMIO dKpaHa, Ha)kaB KiaaBuiry Print Screen — komust OymeT coxpaneHa B 0ydepe
oOMeHa.

9. BcraBbTe KOMHMIO SKpaHa B TUEHKY TaOIuUIlB! (CM. puc. 5).

10. BeigenuTe BCTaBICHHYIO KOTHIO YKPaHa.

11. O6pexsTe dpparment (Popmat, Pazmep, O0pe3ka), 0CTaBUB TOJIBKO HHCTPYMEHTHI BKJIAIKH
®opmar.

12. YV nanure oO6pe3anHyro 4acth u3obpaxenus (Popmar, UsMenuTh, CikaTHe PUCYHKOB).

13. YtoObl BKIIaJKa TOMECTUIACH B CTPOKY TaOJHUIIBI, MOAOEPUTE HYKHYIO IIMPUHY C TIOMOIIBIO
koManael HHlupuna.

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

15. Hapucyiite B cBOOOIHOI 001acTu JUCTa 11000 BEKTOPHBIH OOBEKT, YTOOBI MOIKIIOYHIUCH
MHCTPpYMEHTHI MeHIO CpeIcTBa PHCOBAHMS.

16. BcraBbTe B TabMIUILy KOMUIO JIEHTHI € BKJIaakol Mopmat meHio CpeicTBa pMCOBaHMA.

17. Bemmoniaute komanay BeraBka, Texer, WordArt.

18. BcraBpTe B Tabimily KOMHUIO JICHTHI ¢ MU3MEHMBIIEHCs Bkiagkoil Mopmart meHio Pabora c
oobexTamu WordArt.

19. YV ganute Bce 0OBEKTHI 3a MpeieIaMy TaOIUIIbL.

20. Coxpanure 10KyMeHT ¢ uMeHeM Komuu 3kpana.

3amanue 7. JlonmonHuTenbHble rpadudeckue Bo3moxknoctr Word 2007
Co3znaiite rpadMYeCcKyI0 U TEKCTOBYIO MOJIOKKY.
TexHonorus paboTsl

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

2. Otkpoiite ¢aitn Kak nagaiot Boasl B Jlogope.

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

4. YcranoBure BblpaBHUBaHUE TekcTa [lo meHTpy.

5. Otkpoiite muanoroBoe okHO IleyaTHasi MOAI0KKA, BBHIIOJHUB KOMaHIy Pa3merka cTpaHu-
ubl, @on crpanunsl, [loanoxkka, HacrpanBaemas moasioxka.

6. BeiOepuTe MoasI0KKy B BHJIE PUCYHKA.

7. C momonipio KHONKK BeIOpaTh yKaxuTe paHee mogo0paHHbIN PUCYHOK.

8. Ycranosute macmrad 200 %, caumure ¢uiaxok QO6ecueTuth n HaxMuTe OK.

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

10. CoxpaHHUTE JTOKYMEHT.

11. Otkpoiite ¢paitn Knaccudpukauus KOMNbIOTEPOB.

12. Otkpoiite auanoroBoe okHO IleuyaTHasi MOMJIOKKA WM 33JaiiTe MapaMeTpbl Kak Ha puc. 6.
[lenkuute nmo kuonke OK.
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[ EUATHAA IO 0 d m -‘

O Bes noanoxkk
O PHCyHOR

(%) TewcT

A3k Py CCKHF e

TEKCT! PasAaTOHHEIR MaTepHan -
WpHpT: Arial W

pazMep: ABTO L

UEET: w NONYNPO3PaYHEIA

pacronoaenke: () N0 AMaroHant () rOpHEOHTANEHD

IHDHﬂBHHTb I I O I I OTHEHA

Puc. 6
13. UtoOBl mpocMOTpPETh, KaK MOUIOKKA OyaeT oToOpa)kaThCs MOCIE BBIBOJIA HA TI€YaTh, Mepei-
JMTE B PeXKHUM TpocMoTpa nokyMmenTa (kHomka Office, [Teuars, IlpenBapuTebHbIii MPOCMOTP).
14. 3axpoiiTe OKHO IPEIBAPUTEIBHOTO MTPOCMOTPA.
15. CoxpaHuTe JOKYMEHT.

JlaboparopHnas paboTa 5
TekcroBeiii pegakrop MS Word: cTpykTypa TeKCTOBOTO JOKYMEHTA
Ilenp paGOThI: HAYYUTHCS OCHOBHBIM TE€XHOJIOTHUECKUM OIEpaIUsIM HACTPauBaHUs CTPYKTYPHI U
aBTOMATH3aIMU 00PA0OTKN TEKCTOBBIX TOKYMEHTOB.
3amaune 1. MHOrOKOJIOHOYHEINA TEKCT
Odopmure pparMeHTHI JOKYMEHTA B BUI€ MHOTOKOJIOHOYHOTO TEKCTA.
TexHonorus paboTsl
1. OTkpoiiTe TOKyMEHT Y cTpoiicTBa BBOAA M BbIBOAA HH(OPMALMH.
2. 3ajaiiTe mapamMeTpbl CTPAHUIIBI:

Bun ctpanuiibr: OObIYHBIHM
[Tomnst: Bepxnee — 1,5 cM, Huxnee — 2 cm, JleBoe — 2 cm, [IpaBoe — 1 cm

3. Beienute pparment tekcra «KinaBuarypay 6e3 3arojoBka (TEKCT BbIIEICH CHHUM L[BETOM).

4. YcTtaHoBUTE 1JI BBIIEJICHHOIO TEKCTa ABYXKOJIOHOYHOE (hOpMaTHPOBAHHUE.

5. Haiinute HemeuaTaeMble CUMBOJIBI «pa3pbiB pazjiesia» Nepes ABYXKOJIOHOUYHBIM TEKCTOM U I10-
ClIe HErO.

6. Ilepen ¢dparmentom TekcTa «CeHCOpHBIE YCTpOMCTBa BBOJa» W Mociie (parMeHTa TEeKCTa
«YcTpoiicTBa CKaHUPOBaHM» (TEKCT BBIIEJIEH 3€JIEHBIM LBETOM) BCTaBbTE HEMEYaTaeMblii CUMBOJ «pa3-
PBIB pa3zeiia» ¢ HOBOW CTPaHUIIBI.

7. YcTaHOBHUTE JUIsl 9TOTO pasjelia cleAyIollre napaMeTpbl CTPAHUIIBI:

Opuenranus: Anp60MHas
[Tonst: BepxHee — 2 cM, HUKHEe — 1 ¢cMm, s1ieBoe — 2 cM, npaBoe — 1,5 cm. Takue 3HaueHus 3a/1aHbI C
Y4E€TOM TOTO, YTO TIPH OPOIIIFOPOBKE BCE CTPAHUIIBI OYAYT CIOXKEHBI OJUHAKOBO

8. Pa30eliTe TeKCT Ha TPU KOJIOHKH.

9.Ilo cTpoke COCTOSIHUSI OMpeAeNUTe, CKOJIBKO Pa3lesioB TEHmepbh MMEET HCXOJHBIM JTOKYMEHT.
HaitauTe Heneuataembie CUMBOJIBI «Pa3phiB pa3ieiia.

10. 3anumuTe B Hayale TEKCTa, CKOJIBKO Pa3/Ie]IOB MMEET BECh JOKYMEHT mociie (hopMaTupoBa-
HUAA.

11. OTKpHIB MOJIE BEPXHETO KOJIOHTUTYJIA HAa TIEPBOM CTpaHUIlE, BHIMTONHUTE KoMaHay Ilapamert-
pbl ¥ ycTaHOBUTE (QUIaKKu Pa3Hble KOJTOHTUTYJIBI AJIsl YeTHBIX M HeUeTHBIX cTpanul 1 Ocolblii Ko-
JIOHTUTYJI JJISl IEPBOM CTPAHUIbI (3TU HACTPOUKHU BCTYIST B CHIIY JJII BCEX KOJOHTUTYJIOB BCETO JI0-
KYMEHTA).

12. B BepxHEeM KOJIOHTUTYJIE Ha MIEPBOM CTPAHUIIE MO EHTPY 3aMUIINTE CBOIO (haMHUIIUIO.

13. Onycturech Ha BTOPOM JIUCT U B BEPXHEM KOJOHTHUTYJIE 10 JIEBOMY Kparo 3alUIINTE UMSI.

14. Onycturech Ha TpEeTU JUCT U B BEPXHEM KOJIOHTHUTYJIE 110 IIPaBOMY Kparo 3allULIMTE OT4e-
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CTBO.

15. Bemonuute komanay Padora ¢ kononTuryinamu, Koncrpykrop, 3akpbITh OKHO KOJIOHTH-
TYJ0B. [IpocMOTpUTE JOKYMEHT M YOIUTECh, YTO MPABUIHHO BBITOJHIIN HACTPOIKY.

16. CoxpaHuTte TOKYMEHT.

3amanue 2. BctaBka HOMEPOB CTPaHUI]
VYcTaHOBUTE aBTOMAaTUYECKYI0 HYMEPALUIO CTPAHULL B TOKYMEHTE.
TexHosorus padboTsl

1. OTkpoiiTe TOKyMEHT ¥ cTpoiicTBa BBOa HHpopMaUH.

2. YCTaHOBUTE KypCOp Ha IMEpBOM CTPaHUIE U BHINOJIHHUTE KoMaHny BeraBka, KosoHTHTYJIBI,
Homep crpanunusi, Buu3y crpanunsi, [Ipocroii Homep 3.

3. OnycTutech Ha BTOPOM JIUCT M B HMXKHEM KOJIOHTHUTYJIE BHIMOJIHUTE KOMaH1y KoJoHTHTYJIBI,
Homep crpanunusbi, Buu3y crpanunsi, [Ipocroii Homep 3.

4. OnycTturech Ha TPETUM JUCT U B HMJKHEM KOJIOHTHUTYJIE BbIIOJHUTE KoMaHy KonoHTHTYJIBI,
Homep crpannusbl, Bau3y crpanunsi, IIpocroit Homep 3.

5. 3aKpoiTe OKHO KOJIOHTUTYJIOB.

6. [Ipocmotpute nokyment. Homepa crpaHull pacrojiaratorcsi B 06J1aCTH KOJIOHTHUTYIIA.

7. OTKII0YUTE PACCTAaHOBKY HOMEPOB CTPaHUI] Ha CTPAHUIIE C aIbOOMHOM OpUEHTAalLMEH, ISl 4Ero
aKTUBU3HUPYHTE 00JIaCTh KOJOHTUTYJIOB. B HI>KHEM KOJOHTUTYJIE YETHBIX M HEUYETHBIX CTPAHMII B pa3ze-
Je ¢ aJlbOOMHON OpUEHTAIMeN U B CIEAYIOLIEM 3a HUM pasjiesie JOKyMEHTa OTKiIrouuTe pexxuM Kak B
npeabIAyLeM pa3jesie U 3aKpolTe OKHO KOJOHTUTYJIOB.

8. B obmacTy HIKHETO KOJIOHTHTYJIA YETHBIX M HEYETHBIX CTPAHUII B IISITOM paszene (¢ anpoom-
HOM OpHeHTalMel TeKCTa) BbIACTUTE U YAAIUTE [10JIe HOMEpPa CTPAHHUIIBL.

9. 3akpoiTe OKHO KOJIOHTHUTYJIOB U IIPOCMOTPHUTE JOKYMEHT.

3ananue 3. Co3gaHue CIMCKa CTUIICH Ui IEIOBBIX JOKYMEHTOB

[ToAroTOBRTE CHMCOK CTHJICH JJIsi IETIOBOM MEPENMHCKHA U COXPAHHUTE €ro B Ia0JOHE JOKYMEHTa
JUI JAJIBHEUIIETO MCIIOIb30BaHUS.

TexHonorus padboTsl

1. Co3naiiTe HOBBIN TOKYMEHT.

2. Bemonaute komanay IiaBuasi, Ctmiam, Ikcmpecc-cTuiau. [locmMoTpute, Kak 3amucaHbl
Ha3BaHUs CTUJIEH.

3. Haiigure ctuns O0bIuHbIii. [lTocMOTpUTE €T0 ONUcCaHUe.

4. Haiigute ctunu 3aronoBok 1, 3arosioBok 2, 3arosioBok 3 u mpocMoTpute ux onucanue. O0-
paTuTe BHUMaHHUE Ha TO, YTO OHM OCHOBaHbI Ha CTHIIC OOBIYHBIIA.

5. Hacrpoiite ctunb O0bIYHBIN [T HCIIOJIB30BaHMS B AEJOBBIX JOKYMEHTax. s 3Toro oTkpoii-
T€ MEHIO CTHJIA U BBINOJIHUTE KOMaHy U3MeHuTh. 3a1aiiTe peKOMEHyeMbIe ISl I€JIOBbIX JOKYMEHTOB
11apaMeTphl:

Ipudr: Times New Roman
Pasmep: 14 nt
Mexnyctpounsiii uHTEpBai: IlomyTopHBII

VYcraHoBuTe nepekiarodareab B HOBbIX JOKyMeHTaX, HCIOJIB3YIOIIMX 3TOT 1A0JI0H, YTOOBI IPU
CO3JJaHUU HOBOT'O JIOKYMEHTA BCErJa UCIO0JIb30BaTh 3TOT CTUIIb.

6. OOpatuTe BHUMaHHE Ha TO, YTO TIOCIE TEPEHACTPOUKH CTHIsT OOBIYHBIA W3MEHHUIIICH
HAaCTPOMKHA MHOTHX JAPYTUX CTHJIEH, IOTOMY YTO OHU OCHOBaHbI Ha cTWie OOBIYHBIN, T. €. aBTOMaTH4e-
CKH HCIIOJB3YIOT €r0 HACTPOMKH.

7. Hactpoiite ctunbs 3aro1oBok 1 /1711 MCHONB30BaHUS B JETOBBIX JTOKyMeHTax. [l 3TOro or-
KpOMTE MEHIO CTHJIS ¥ BBINOJHNATE KOMaHy M3MeHnTh. Y CcTaHOBHTE, HAITpUMED, TAKUE NapaMETPhIL:

pudr: Arial

Pazmep: 16 ot

Ortcryn nepBoit ctpoku: Het

Hauepranue: IlonyxupHsii
Mexnyctpounslii uHTepBai: [lomyTopHbIN
LBet: ABTO
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YcranoBuTe nepexioyareb B HOBBIX JOKYMeHTaX, HCIOJIb3YIOIIUX 3TOT WAOJI0H, YTOOBI HC-
I10JIb30BaTh ATOT CTWJIb IIPU CO3JaHUH HOBOT'O IOKYMEHTA.
8. Hactpoiite cTuip 3aresioBok 2. YCTaHOBUTE, HAIPHUMED, TAKUE TAPaMETPhI:

HlpudT: Arial

Pasmep: 14 ot

Orcryn nepoii ctpoku: Her

Hauepranue: Kypcus

Mexnycrpounsiii nuHTEpBai: llomyTOpHBII
LBet: ABTO

YcranoBute nepexioyareab B HOBBIX JOKYMeHTaX, HCIOJIb3YIOIIUX 3TOT WAOJI0H, YTOOBI HC-
I0JI30BATh 3TOT CTUJIb IIPU CO3/1AHUH HOBOT'O IOKYMEHTA.

9. U3menute ctuib BhlaesieHue, BEIOpaB HauepTaHHUE MONYKUPHBIM KypcHB. Y CTaHOBUTE Iepe-
KItouaTellb B HOBBIX JOKYMEHTaX, HCHOJIb3YIOIIHX 3TOT MAOJ0H, 4TOOBI HCIOJIB30BATh 3TOT CTUJIb
IIPU CO3JJaHUH HOBOT'O JIOKYMEHTA.

10. HactpoiiTe criucok skcnpecc-ctuiiel. BkimrounTe B crincok ¢t OO0bIYHBIA, 3aro/ioBok 1,
3aroJioBok 2, 3arosioBok 3, MapkupoBaHHbIii cnucok, HymepoBanHblii cnmucok, Beinenenne. Y na-
JIUTE U3 CIIUCKA BCE APYTHE CTHIIN.

11. Harmmmre B nokymente ¢pasy «3amanue 6. Hactpoiika criimcka CTHIICH AJIsl IETOBBIX JOKY-
MEHTOBY» U COXpaHUTE ero ¢ uMeHeM JlesoBble cTuim. 3akpoiite cpexy Word.

12. Buogs 3amyctute Word.

13. B okHe HOBOrO aBTOMAaTHYECKH CO3JaHHOTO TOKYMEHTa OTKPOWTE CIUCOK IKCIPECC-CTUIICH.
Y6enurech, 4TO B HEM MPUCYTCTBYIOT TOJIBKO YTO 3aJaHHbIC BaMU CTHJIU. CTUIU JOJKHBI UMETh 3a/1aH-
HbIE HACTPOHKH (hopMaTHPOBAHMUSL.

3ananue 4. CozaHue cChUIKM B TEKCTOBOM JIOKYMEHTE
BhInOTHUTE BCTaBKY CCBUIKHM B TEKCTE JJOKYMEHTA.
TexHonorus paboTsl

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

2. Jlns ciioBa «MOHHUTOPY (CIIOBO BBIICIIEHO KPACHBIM IIBETOM) CO3/IalTE CHOCKY.

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

4. CHocka, MapkupoBaHHast u¢poi 1, Oyaer BcTaBieHa B TEKCT M MOSIBUTCS B KOHIIE CTPAHMIIBI.

5. [lepemecture Kypcop B KOHEI[ CTPaHUIIbI, YCTAHOBHUTE €ro mocie mudpbl 1 U BBEAUTE TEKCT
«OTHMM M3 JTUACPOB MO MPOM3BOACTBY MOHUTOPOB siBisieTcst kommanust Koninklijke Philips N.V.».

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

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

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

9. CHocka, MapKupoBaHHast OyKkBOH 1, OyneT BCTaBiIeHA B TEKCT U MOSBUTCS B KOHIIE JOKYMEHTA.

10. IlepemecTuTe Kypcop B KOHEI[ IOKyMEHTa, YCTAHOBHUTE €ro MOCiIe CUMBOJIA 1 U BBEAUTE TEKCT
«3aboTsCch 0 370pOBbe Bamux ria3, kommanus Philips cozmana maHOBanmonnslit aucruien LightFrame c
YHUKaJIBbHON paMKOH, KOTOpasi M3JIy4yaeT CBETOBBIE BOJIHBI XOJIOJHOTO Tojy0oro mBera 0coOOi UIMHBI,
KOTOpbI€ YMEHBIIAIOT YCTAJIOCTh IJ1a3 M yAy4IIaloT KOHIIEHTPALHUIO JJIsi COXPaHEHHS XOPOILEro caMoyyB-
CTBUS».

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

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

13. Ilpu noGaBiieHUH B JOKYMEHTE JAPYTHX CHOCOK, MX HOMEepa OyIyT ONpeAessaThCs aBTOMAaTHYe-
CKH.

14. CoxpaHuTte u3MeHEHNs B TIOKYMEHTE Y CTPOICTBA BBOJAA M BbIBOJA HH(MOPMALMH.

3amanue 5. Co3manue OryIaBI€HUs TEKCTOBOTO JIOKYMEHTA
BrinonHuTe HyMepanuo 3arojoBKOB € IOMOIIBIO BJIOKEHHBIX cIMCKOB. Co31aiiTe 10 3aroj0BKaM
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OTJIaBJICHUE.
TexHonorus paboTsl
1. OTkpoiiTe TOKYMEHT ¢ UMEHEM Y CTPOHCTBA BBOJA M BbIBOAA HH(OPMALIUH.
2. Packpolite criucok cTuiiel U HalauTe CTHIIb 3aro1oBokK 1. OTKpoliTe OKHO M3MEHEHHS CTHIIA.
3. B menio kaonku @opmart Beioepute nyHKT LIpudT 1 ycTaHOBUTE ClIEeTyIONTNE TAPAMETPHI:

HlpudT: Arial
Pasmep: 14 ot
Hauepranue: [TonyxupHblii

4, Haxxmute kHonky OK.

5. B mento kHonkn @opmart BeIOEpHUTE IYHKT A0G3all U YCTaHOBHUTE OTCTYII ciieBa 0 cM.

6. Haxxmure kaonky OK.

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

8. Ilepetinute Ha Biagky Hymepauus u BeiOepuTe OJIMH U3 IpeIaracMbIX BUAOB CITUCKA.

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

Hymepauus: Pumckas
B none ®opmat HoMepa BBeauTe clIoBO «I ' maBa» ¢ mpobOesom ciieBa OT HoMepa

10. HaxxmuTe kHonky OK.
11. AHaJOTMYHO U3MEHUTE CTHJIh 3ar0J0BOK 2. YCTaHOBHTE Il HETO CJICTYIOIINE TapaMeTphI:

Bupn cniucka: HymepoBanHBbIM

Hywmepamus: ApaGckas

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

BeicTyn nepBoii cTpoku: 2 cM

12. Boiienute 3aroioBKH IJ1aB, HCIOIb30BaB kinasuiry Ctrl,

13. YcraHoBUTE IS BEIIEIIEHHOTO TEKCTA CTHIL 3aroJ10BoK 1.

14. BeiienuTe 3arojoBKU TE€M, UCIOIb30BaB KiaBuiry Ctrl.

15. YcraHoBuTE IS BBIIEIIEHHOTO TEKCTA CTHIL 3aroJI0BOK 2.

16. B koHIle TOKyMeHTa B MyCTOW CTPOKE YCTAHOBHUTE KypCOp M BBIMOIHUTE KOMaHIy CChLIKH,
Oraasiienue, OrnaBieHne, ABrocodonpaemoe orJiasienue 1 (puc. 1).

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

18. CoxpaHuTe N3MEHEHHS B IOKYMEHTE.
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OrnasineHHE

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

Puc. 1

JlaGopatopHas pabota 6

Tabnmuunbiit penakrop MS Excel: nadopmanronnbie 00beKTh TAOIUMYHOTO TOKYMEHTA U JICHCTBHS C HUM

Ilenb pabOTHI: OCBOMTH TEXHOJOTHIO BBO/A (POPMYJI, 03HAKOMUTBLCS ¢ TUIIAMH CCBUIOK Ha SYEHKH
Y IPUHIMIIAMHU UX UCIOJIb30BaHUs IPU pacueTax.

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

1. Otkpoiite nporpammy Microsoft Excel.

2. IlepenMenyiiTe HOBBIN JIHCT Ha CPOK peaju3anuu.

3. Co3pmaiiTe TabiuIy Kak Ha puc. 1.

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

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

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

3 CmeTaHa MpocToksawwHo 15% AQ "[aHoH PoccHa 10

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

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

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

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

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

9 Cobip Poccuidckmin 50% 000 "Banvo 70

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

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

11 DOpyH3e, n. 2

Puc. 1
4. 3anonHuTe cToNOCI A MOCIe0BaTeIbHBIMA HOMEPaMH, UCIIOJIb30BAB ABTO3AMOTHEHHUE.
5. 3MeHuTe MUpPHUHY CTOJOIOB Ui yAOOHOTO BOCHPUSATHS JaHHBIX. JlJig 3TOrO meperamure ¢
MTOMOIIBIO MBIIITU TPABYIO TPAHUILY CTOJOIMA IO HY>KHOM MIAPUHBIL.
6. [TogOepuTe BBHICOTY CTPOKH 3aroJioBKa Mo 00pa3Ily, IepeTacKuBasi HIYKHIOIO TPAHUILY CTPOKH.
7. BeigenuTe 3aroJoBKM CTOJIOIIOB M BBIMOJIHUTE KoMaHay I'1aBHasi, BoipaBuuBanue, Ilepenoc
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TEeKCTa. Y CTAaHOBUTE TOPU30HTAIBHOE U BEPTUKAIBHOE BHIPABHUBAHHE 3ar0JIOBKOB — IO LIEHTPY.

8. 3anmonHute crosben E mo cBoeMy yCMOTpPEHHUIO.

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

10. B cronbue G paccuuTaiite cpok peanmuzanuu npoaykra. s sueiiku G2 gopmyna BRITISAUT
tak: = E2 + F2. PacnipocTpanuTte ee Ha n1pyrue ss4eiku cTos01a, UCI0Ib30BaB aBTO3aIOIHEHHE.

11. CoxpaHuTe BBIIOJIHEHHOE 3a/1aHHUE.

3ananue 2. Pacuer 3aTpaTt Ha KOMaHAUPOBKU

[To maHHBIM, IPEICTABICHHBIM B Ta0OIHIIe (pHC. 2), pacCUUTANTE:

— CYMMY BBIILJIAT Ha KOMaHAUPOBKY, OIPEALIIeMYI0 OyXranTepueit;

— (pakTHUECKHUE 3aTPaThl HA KOMAHUPOBKY;

— CYMMY BO3MeEILIEHHUs 32 KOMaHIUPOBOYHBIE PACXO/IbI;

— CyMMapHbI€ BBIYETHI U3 MPHOBLIN MPEANPUATHS 32 CUET IIepepacxoaa CpPe/CTB.

Cymma cpencTB, BbIIaBa€MbIX OyXrajiTepueld Ha KOMaHIUPOBKY COTPYIHUKY MPEIIPUSITHS,
BKJIIOYAET B ceOs CPETHIOI0 CTOMMOCTH Ipoe3/ia B 00a KOHIIA O MECTa HAa3HAYEHHS IUTIOC PAcXObl Ha
MIPOXKUBAHUE B TOCTHHUIIE U CYTOYHBIE PACXO/Ibl, YMHOKEHHBIEC HA KOJIMYECTBO JHEH B KOMaHIUPOBKE:

CymMa BBIIIJIAT HA KOMAaHIUPOBKY =
= Kon-Bo nueli * (Pacxoasr + ['octuanYHbBIC) + CpeiHssl CTOMMOCTH TIpoe3aa * 2.

DakTHYECKHE PACXOABl Ha KOMaHAMPOBKY COCTaBISIOT 3aTpaThl Ha Mpoe3d B 00a KoHHa (1o
MpeIbABIsIEMbIM OUIIETaM) IUIFOC 3aTpaThl Ha MPOKMUBaHUE (10 MPEABABISIEMbIM KBUTAHIIMSIM) TUTIOC 3a-
TpaThl HA HETIPEABUACHHBIC PACXO/bI:

dakTuveckas cymma 3aTpar Ha KOMaH/IUPOBKY =
= OOmas cTouMOoCTh MpokuBaHus + CTOMMOCTH ITpoe3/1a B 00a KoHIa +
+ 3aTparhbl Ha HEMIPEABU/IEHHBIE PACXO/bI.

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

Pacuer BBIYETOB M3 MPUOBLTH MPEATIPUATHS ONIPEEIISETCS IEPEPacXo oM Ha MPOKHBAHHUE.

TexHonorus paboTel
1. Ilepeumenyiite HOBBIM IHUCT HA OTYET 32 KOMAHAHPOBKY.
2. Co3paiiTe TabIuIly Kak Ha puc. 2.

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

3 lMnaH1pyemble pacxoabl

No Hata fata CrommocTb Kon-Bo gHei, CroumocTs | OGwan cymma Cymma,
©.1.0. coTpyaHuKa JLON#HOCTD COTPYAHWKE | OTNPaBAEHM ApuBsiTan Npoe3aa B OfHOM | KOTOpOE COTPYAHMK |Mpoe3nasoBa| CyTOUHbIX | BblAaBaeMan
A Hanpaenexuy | Boin B KOMaHANMPOBKE KOHUaA 3aTpar Byxrantepued
Ceprees Mnba Bnagumuposny  |MHmeHep 12.03.2019) 24.03.2019 3000
MuTHH EBreHuid Muxainosmy ApxuTekTop 07.04.2019| 11.04.2019 3000

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

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

[CRCRENRE- NIV R

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

Tyaa ofipatHo NpOXMBAHMA 33 CYTHM | NPOMUBaHKA KOMaHAWPOBKY pacxogos nNpeanpyATMA

3250 3270 1300

3000 2500 2000

4320 4180 2000

1730 1300 1400

2500 2710 1300

Puc. 2
3. BeimosHUTE pacyueTsl IS MepBOM CTPOKU TaOJMIEI 1o ¢hopMmyiam (Tadir. 1). Ckonupyiite dop-
MYJIBl B IpyTHE STYEUKH CTOI0LA.

[CRRENREC NIV RE

Tabnuua 1
Anpec
P dopmyia [Tosicuenue
AYEUKH
G5 =E5-D5 KonngecTBo JHEl, KOTOpOe COTPYAHUK OBbIII B KOMaHIUPOBKE
H5 =F5*2 CronMoCTb Ipoe3a B 00a KOHIA
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15 =G5 * ($C$1 + $C$2) OO611as cyMMa CyTOYHBIX 3aTpar

J5 =H5+ 15 CymMma, BelJaBaeMasi Oyxrajirepuei

N5 =M5* G5 OO0m1ast CTOMMOCTD MPOKHUBAHUS

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

Q5 | =N5-$C$2* G5 BeI4eThl U3 NPUOBLTN MTPEANPHUSITUS

4. Ins mony4yeHus: aOCOMIOTHOM CCBUIKM IIEJKHUTE Ha sYeMKe, CChUIKY HAa KOTOPYIO BBl XOTHTE
MOJTYYUTh U HAOKMUTE KiaBuiny F4.

5. llenknute Ha siuelike Cl1 m BeimonHuTe Komanny I'maBnasi, PepakrupoBanme, Cymma. B
saeriky BctaBuTcsa pyHkius CYMM() 1 NpeaIoKUT B KAa4eCTBE apryMEHTa JUaIla3oH siMeeK 1 CyMMHU-
pOBaHUSI.

6. OTpenakTupyiite quamnas3oH, BeiaenuB ek Q5:Q9. Haxmure OK.

7. CoxpaHuUTE BBIIIOJIHEHHOE 3aJIaHUE.

3amanne 3. PacueT BuIIIaThI 3a1iMOB
CosnaiiTe Ta0nHIly pacdeTa BBITUIATHI 3aiiMOB.
TexHonorus paboTsl
1. IlepeumenyiiTe HOBBIN JUCT HA 3alMBI.
2. CoznaiiTe Tabnuily Kak Ha puc. 3.

A B C D E
Kon-so nepuoaos ‘ 10[net
BenwyuHa saiima
10000 20000 30000

o v s w e
R
g
o
=
o

Puc. 3
3. Sueiike D1 mpucsoiite nums Mepuoa. ns sroro Beigenute stueiiky D1, B mone Mms BMecTo
anpeca siueliku BBenute ums Ilepuoa u Haxxmute Enter.
4. B aueiiky B5 BBeaure popmyiy:

% craBka - (1+ % craBka)" "

(1+% craBka) """ —1
5. Pacripoctpanute opmyiy B OCTabHbIE STUEHKH.
6. Beigenute sueiiku B5:D8 u nmpuMmeHnTe K HUM JCHEXHBIH (QOopMaT, HCIONIB3Ys KHOMKY ©° Ha
MIAHEJIM NHCTPYMEHTOB.
7. N3menunTe xonuyecTBo nepuoaos Ha 20 ser. Kak n3mMeHstoTcs 3HaueHus B Tabnaure?
8. CoxpaHuTe BBIMOJIHEHHOE 3a/1aHuUE.
3ananue 4. Pacuer exxeMecsyHOM KBapTUPHOM OIJIAThI
Co3paiiTe 3JeKTPOHHYIO TaOIUIly ydeTa IUIaThl 32 KBapTUPY COTIIACHO 00pasily.
TexHonorust paboTsl
1. ITepeumenyiiTe HOBBIH JucT Ha KBapTniara.
2. CoznaiiTe manky TaOJIHIlBl Kak Ha puc. 4.
A

B C D E F G H
Keaptnanara
Tapud 3a 1Ke. M 50,
Cpok onnathbl 10 mapTa
NMenw 33 1 geHe 1,5

Bemmuuna 3aiiMa -

(LRI

No Dammnua M.0. Mnowaae fata
Cymma Mpocpouka | WTpad HToro
HBAPTMPBI | KEAPTHPOCBEMUIMKE | KE. M onnatel

Puc. 4

3. Bce 3arooBku cTOIOOB JOKHBI OBITH BRIPOBHEHBI 110 IIEHTPY KaK 110 TOPU3OHTAIN, TaK U 110
BEPTHUKAIH, TIPH ONpeIeieHnr opMaTa SYeHKH MIPUMEHHUTE OMIIHIO IIEPEHOCa CIIOB.

4. Cron6ern «Ne kBaptupbl» 3anoanute yuciaamu: 10, 11, 12, ... 50. Bocnonb3yiiTech aBTO3amo-
HEHUEM, MPUMEHUTE BBIPABHUBAHUE T10 IICHTPY.

5. Cronben; «®ammmust U.0. kBapTupocheMiukay 3anoiaute 3anucsamu: Banos A.IL., Ilerpor
C.N., Cunopos B.B., Kpacnos b.®., benos U.P., Bce ocransubie Kyponarkun 1, Kyponatkus 2 u T. 1.

6. Cronben «IInomans KB. M» 3aIlOJHHTE ITOCIEAOBATEIBHOCTRIO yumcenr: 70; 69,5; 69 u T. 1.
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(xaxmoe cienyromee yncio Ha 0,5 KB. M MeHbIle Tpenbiaymiero). [IpuMeHnTe aBTO3amnoIHEHUE U BbI-
paBHUBaHUE 110 LEHTPY.

7. B cronbue «CyMMa» ISl KaXJ10M KBapTUpPBI 3HaUeHHUE U3 sSTUelku «lliomane kB. M» yMHOXa-
eTcsl Ha 3HaueHue u3 ssueku «Tapud 3a 1 kB. Mm». Dopmar siueek — pyOsIeBbIil 6€3 Komeek.

8. Cronbern «/lara orutarery HaunHaerces ¢ 10 ¢eBpans u kaxnaas cieayromas KBapTupa npoun3Be-
Jla OIJIaTy Ha JCHb Mo3xe npeabiaymiei. @opmat sueek — JIuHHbIA (popMAaT AaThI.

9. Cronben «IIpocpouka»: eciu omjaara ObUTa TPOU3BENEHA IO CPOKA OIJIAThl BKIFOUYUTEIBHO, TO
aBToMaTtuyecku craBuTcs 0 (HOJB); €clii MO3XKe CPOKa, TO JOJDKHO MOJICYMTHIBATHCS KOJIMYECTBO IHEH
npocpouku («/lata omnaren» — «Cpok omiately). JlanHbie BHIPOBHSIUTE MO LICHTPY.

10. Cronben «llltpad»: ayis kaxa0i KBapTUPHI 3HaYeHUE U3 ssueiku «llenu 3a 1 meHp» ymMmHOXKa-
eTcs Ha 3HaueHue u3 ssueriku «IIpocpoukay. DopMmaT qeHEKHBIN 0e3 KOIeekK.

11. Cronben «toro»: cymmupyrotces 3HaueHus u3 ssueek «Cymma» u «llltpad». ®opmar neHex-
HBIN 0€3 KOTIeeK.

12. B xoHIle BeAOMOCTH MOJACUYUTANTE CIACAYIONIYIO CTATUCTUKY 10 BCEM KBapTHUpam: o0IIas Cym-
Mma rpadsr «toro» (popmar pybraeBslit 6e3 koneek), CpenHss miomanb, MakcuMalibHas POCPOYKa.

13. CoxpaHuTe BBINOJIHEHHOE 3a/IaHUE.

JlaboparopHuas padota 7
Ta6muunsiii penaktop MS Excel: Bctpoentbie GyHKIMN
Llens paGoTHI: HAYYUTHCS OCHOBHBIM TEXHOJOTHYECKUM OIEPALMsM HCIIOIB30BAHMS BCTPOCHHBIX
B TaOJMMYHBIN TpoIieccop GyHKIINM.
3ananue 1. Bkiagka @opmyisl U cCripaBoYHas cucTeMa Mo (PyHKIUAM
OcBoliTe BO3BMOKHOCTHU CIIPAaBOYHOM CUCTEMBI U paboTe cO BCTPOSHHBIMU (DYHKIIMSIMHU.
TexHonorus paboTsl

1. Otkpoiite nporpammy Microsoft Excel.

2. Ilepeiinute Ha BKIaAKy @OpPMYJIbI U TIOOYEPETHO O3HAKOMBTECH C COACPKUMBIM Pa3IMIHBIX
kareropuil B rpymnie bubdanorexa QpyHKuumii.

3. 3amronuute sueiiku A2:J2 ynciaaMmu oT —14 1o 13, HCII0IB30BaB aBTO3AMOIHEHHE:

W BBEJUTE B siUelKy A2 yucno —14;

B YCTaHOBUTE KypCOp B HIDKHHIA TPaBbIid yroi sYerKkr A2 Tak, 9TOOBI yKa3aTeb MBIIIN MPHOO-
pen n300paskeHre YepHOro KpecTHKa M, HaXaB MPaByl0 KHONKY MBIIIH, IPOTSIHUTE Kypcop Ha Tpelye-
MBI pa3Mep; BBIIIOJIHUTE KOMaHy JokanbHOro MeHto Ilporpeccus;

m B oTKpbIBUIEMCS OKHE IIporpeccus yctaHoBuTE 11ar, paBHbI 3;

m HaxmuTe KHonky OK.

IIpumevanue. OTu AEWCTBUS MOKHO BBIIOJIHUTH C TIOMOIIbIO KoMaHibl I'1aBHasi, PeqakTupo-
BaHue, 3anoaHuTs, IIporpeccus.

4. B sueiike K2 mocuuraiite cymmy 3HadeHu# sueek A2:J2, UCmonb30BaB KoMaHy PopmyJisl,
ABTOCYMMA.

5. B sueiike L2 mocuutaiite cpennee 3HaueHHe sueek A2:J2, BBIOpaB W3 cmucka ABTOCyMMa
¢ynakunto CP3HAU. JInanazon sueek A2:K2 3amenute Ha A2:J2.

6. Haiinute B rpynne budanoreka pynkuuii kareroputo MaremaTuieckue.

7. JIng mojacdera CyMMBI OTPHUIIATSNIBHBIX YHced B Auama3zoHe A2:J2 B sueiiky M2 BcTaBbTe
¢ynkuuio CYMMECJIN.

8. Beenmure B mone aprymeHTta /lMama3oH WCXOMHBIM IWAINa3oH, BBIICIUB YKa3aTeJIeM MBIIIN
sueiiku A2:J2.

9. Brenute B mone aprymenta Kpurepuii 3nauenue «<0». [Ipu BBozIe apryMeHTOB B OKHE (yHK-
LIMM KaBbIYKU CTaBUTh HE HYXKHO, T. K. OHM T'€HEpPUPYIOTCS aBTOMaTHueckd. [Ipum BBoJE apryMeHTOB
BPYYHYIO HETIOCPEICTBEHHO B CTPOKY (POPMYJI KPUTEPUH CIEyeT 3aKI04aTh B KaBbIUKH.

10. Tak kKak UCXOIHBIN MUANIA30H COBMAAACT C AMAMA30HOM CYMMHPOBAHUS, TO TPETUN apTryMEHT
SBJISIETCSI HEOOs3aTeIbHBIM — TporrycTuTe ero. Haxxmure OK.

11. Haiigute B rpynne budaunorexka ¢pynkumii kareroputo CTaTucTuueckue.
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12. Jins moacueTa KOJIMYECTBA TOJIOKUTENBHBIX Yncen B nuanazone A2:J2 B sueiiky N2 BcraBbTe
¢ynxkuuro CHETECJIN.
13. Bocrnonb30BaBIIMCh CIIPaBKOM, MpUMEHUTE (YHKIUIO. Pe3yiabTar BBIMOJTHEHHOTO 3aJlaHUs

npecTaBieH Ha puc. 1.

A [ [ ¢ T o [E [T F [ 6 [ H T 17 [ o T K T L [ wm [ N [ o]
Cymma | Cp._zHay. | Cymma_scnu | CueT_sciu
-14 -1 -8 -5 2 1 4 7 10 13 -5 05 -40 5

Puc. 1

14. CoxpaHuTe BBIIIOJIHEHHOE 3a/1aHUE.
3anmanue 2. [ITpad 3a 0TXO0BI

PaccuuTaiite cymmy mtpada s OpeanpusTHs, KOTOPOe KaxIblii Mecsl] cOpackiBaeT B BOJOEM
npombllieHHbIe oTXoAbl. [lTpad B3uMaercsa Torga, Korza OTXOJbl MPEBBILAIOT 33JaHHOE MpeAeIbHOE
3Ha4yeHue. [Ipu 3ToM 3a KaXIplii KWIOTpaMM CBEPX HOPMBI B3UMAeTCsl (PUKCHPOBAHHASL CyMMa.

Ecnu npennpusitie B AaHHBIA MeCSI] CAAET MOMEIIEHUE B apeHy, TO IITpad yBeIWYMBAETCs B
7IBa pasa, T. K. IpEANpHUsITHE 3apadaThIBAaeT JOMOJIHUTEIBHBIC CPEICTBA, HO HE CICIUT 32 CBOMMH apeH/1a-
TOpaMH.

Tpebyercs HaiiTh:

B B KakMX Mecslax ObUl HauuCIIeH mTpad;

B kako# mTpad ObUT yIUTaueH MPEIIPUATHEM B KaXKIOM MECSIIE;

B Mecs1bl, Korzia ObUT HAYMCIIeH MaKCUMAJIbHBIN mITpad;

B CKOJIBKO MECAILIEB BRIILTAYMBAJICS IITpad U cyMMapHbIi mTpad 3a To.

TexHonorus paGoTsl

1. Otkpoiite mporpammy MS Excel.

2. Ilepenmenyiite HOBBIH jucT Ha LIITpadsl 3a oTx0AbI.

3. Co3pmaiiTe TabuIly Kak Ha puC. 2.

4. JIns1 3aIOTHEHUs CTON01A A MCIIONB3YIHTE aBTO3aMOJHEHHUE.

A

B

©

D

E

F

G

H

Mecsay,

Konuuecteo
0TXOA08

Hanuuue apengbi

OTknonenne
0T HOPMBI

Hanuuue
wrpacha

UrpaduHon
Mecs,

lirpach bes
apeHas

Wrpadcp
apeHnon

Mecsay
MaKcMManbHoro

wrpadpa

Wrpadp

Hopua 3alkr

AHEAPE

4911

HeT

5800] 1000]

teBpans

B155

LE]

mapt

5942

aa

anpent

5879

HeT

Mai

5807

HeT

WHHE

5340

HET

1
2
|
1
&
B
7
g

HHNE

5633

LE]

&

ABTYCT

5728

LE]

10

ceHTAbpE

5783

LE]

11

okTAbpe

5609

HET

12

HoAbBps

56591

HET

13 |nekabpe 6020

BEY

HeT

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

17

Makcumans HbIi
wrpady

Puc. 2
5. B ctonbue D paccunraiite pazHoCcTh MEXy 0TX0AaMu (ctonden B) u npenenbHbIM 3HaU€HUEM
(sueiika K2). 3HaueHUs1 OTXO/I0B, MPEBBIMIAIONINE TPEACTbHOE 3HAUCHHE, OKPAChTE B KPACHBIH I[BET.
6. B cronbue E onpenenure, HauncneH mrpad B 3TOM MeCALE WIH HET, 10 CIeAYIoUleMy MpaBu-
Jy: €CJIM TPEBBIIIEHHE MpelenbHoro 3HadeHus: 6ompiie 0, To mrpad HauucieH (06o3HauuM 310 1), B
IPOTHUBHOM cCllyyae — He HauucieH (00o3Hauum 310 0). YKa3aHHBIA pe3yabTaT MOKHO IMOJIYYUTh C HC-
nosp30BanueM Jiorndeckoit pynxmmn ECJIN. [{ns staeiiku E2 dopmyna BEITISIIUT Tak:

=ECJIN(D2>0;1;0)

7. B cronbue F onpenenute mMecsdl, Korjaa BhIIIaYMBajIcs mTpad, 1Mo cieayrouneMy mpaBuiy: ec-
JI1 3Ha4YeHUe B suelike crondma E paBHo 1 (T. e. mTpad HaA4YKMCIICH), TO 1aTh CCHUIKY Ha Mecsll (cTonberr
A), B IPOTUBHOM Cllyyae — BBECTH ITyCTOE 3HauUeHHE (JIBe KaBbIUkK) Min npoden. s stueiiku F2 hopmy-
J1a BBITJISLIAT TaK:

=ECJIN(E2=1;A2;«»)

8. B cTonbue G BeuucnuTe, Kakoil OblT ObI HaUMCIIEeH mTpad 6e3 yuera apeH/ bl TOMELICHUH, 110
CIeyIolIeMy MpaBUITy: €ciM mTpad HA4dKMCICH, TO CyMMa mTpada paBHA MPOU3BEIACHUIO NPEBHIMICHUS
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orxoy10B (cronben D) Ha mrpad 3a 1 kr (sueiika L2). Jns sueiiku G2 ¢popMyna BBINISINT TaK:

=ECJIM(E2=1;D2*$L$2;0)

IIpumeuanue. 3HaueHus: ctondbua G SBISIOTCS BCIIOMOTraTENbHBIMH JJISi BHIYMCICHUS OKOHYA-
TEJBHON CyMMBI mTpada ¢ y4eToM apeH Il TOMEIICHUH.

9. B cronbue H Beiuucnure mrpad ¢ y4eToM apeHabl HOMEIIEHUH 10 CleAyIoUeMy paBuily: ec-

U ecTh apeHnaa (sueiika cronbua C paBHa «gay»), To cymma mrpada (crondben G) ymHOXKaercs HA 2, B

MIPOTHBHOM ciiydae Oepetcst cymma mrpada u3 cronoma G. st saeiiku H2 Gpopmyna BRI IAT Tak:

=ECJIN(C2=«na»;G2*2;G2)

Ipumeyanue. /s BeIYUCICHUS OKOHYATENIBFHOW CYyMMBI HITpada Mbl MPOBEPHIIN JBA YCIOBUS:
Hanuuue mrpada u Hanuyue apeHabl. s 3Toro BIYUCIWIN BCioMorarenabHblii cronber; G. MoxHO Obl-
710 OBbI OJTYYUTh UTOTOBYIO CyMMYy IITpada u 0e3 UCIoab30BaHMs BCIIOMOTraTeIbHOro cronbua. Toraa B
OJIHO (hopMylie HYKHO MPOBEPUTH Cpa3y JIBa YCIOBHs. DTO MOKHO CIENaTh C IOMOIIbIO JBYX BJIOKEH-

ueix ¢yakuil ECJIU. Torna mis siaeiiku H2 dopmyna Beirsiiena Obl Tak:

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

10. B sueiike H15 Briuncnute MakCUManbHBIN MITpad C UCIOJIB30BAHUEM BCTPOSCHHOUW (PyHKIIHUU
MAKC. ®opmyiia umeeT BUJ:

=MAKC(H2:H13)

11. B cronbue | Beruucnaute Mecsil, B KOTOPOM ObLTa yIulaueHa MakcCUMaibHas cyMMa mrpada mno
CJIeNyIOIEMYy TIpaBUILy: €Clid 3HAaYeHHE B ssueike cToinomna H paBHo makcumansaomy (H15), To Hamgo yka-
3aTh Mecsll (U3 cTonbua A), B MPOTUBHOM Cly4ae BBECTH MyCTOE 3HaUCHUE (IBE KaBBIUYKHU WM TPOOET).
Jnst staeriku 12 popmyna BeITISANT Tak:

=ECJIN(H2=$H$15;A2;«»).

12. B sueiike D15 BoiumcinTe, CKOIBKO MECAICB BIMIaYMBajIcCs mtpad (cymma mo cronomy E).

13. B sueiike D16 BerumcinTe 00mIyr0 cymMmy mmrpada 3a roj (cymma mo croiodiy H).

14. CoxpaHuTe BBIIIOJHEHHOE 33JJaHUE.

3amanue 3. TpexcTyneH4aThlid MOI0X0IHBINH HAJIOT

PaccuuTaiiTe mo0X0IHBINH HANOT 3a Mecsll sl paOOTHUKOB, MMEIOLIMX Haubosiee pacmpocTpa-
HEHHBIE CIIEIaTBbHOCTH B [ 'epmMaHuu.

N3BecTHO, uTO B Poccuu ucnomnp3yercs miockas IKajia /i HAYUCISHHUs TOJOXO0JHOrO Hajora —
13 % He3aBUCHMO OT JO0X0J0B. Bo MHOTHX cTpaHax, B TOM 4Hcie B ['epMaHuu, HCIIOJIB3YETCs porpec-
CHBHOE HaJOroo0JI0XKeHHe — chUcTeMa, IpHU KOTOPOil HaloroBble CTaBKH YBEJIHYMBAIOTCS 10 MEpe pocTa

J0XO0/JJa HaJIOroIriaTCJIbIIuKa.

B tabn. 1 mpencraBneHsl JaHHbIE, ONPEAEISIONINE YPOBEHb U MPOLIEHT HAJIora B 3aBUCUMOCTU OT
MeCSYHOro 3apaboTka paboTHuKa. /[ ynobcTBa BOCIpUATHUS TaHHBIX MECSAYHBINA 3apa00TOK BBIPAXKEH B

TBIC. PYO.

Ta0mwuma 1
Yposenb nHajora | [Toxoxoaublii Hajor, % MecauEERuE T 0K, TEIC. PYO.
Ot Jo
1 0 0 23,7
2 15 23,7 161,49
3 42 161,49

CJ'IC,Z[yCT 3aMCTUTh, YTO IJId PCHICHUSA 3aJadd NOCTATOYHO YKA34Tbhb HAYaJIbHYIO WM KOHCYHYIO
rpaHully KaXaoro avaria3oHa. OcTaHoBUMCS Ha HadaIbHBIX rpamvinax, Toraga Ta6n1/ma HUCXOAHBIX OaH-
HBIX I10 YPOBHSAM HaJIOTa 6y,[ICT BBITTIAACTD KaK Tabi. 2

Tabmuua 2

Yposennb Hajora | [logoxoanblii Has0r, % | Mecsiunblii 3apadoTOK 0T, ThIC. py0.
1 0 0

2 15 23,7

3 42 161,49

Texnomorus padoThI
1. B nporpamme Excel nepenmMenyiite HOBbIN JTUCT Ha 3-CTyNMeHYATHIi MOI0X0/. HAJIOT.
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2. CoznaiiTe Tabnuily Kak Ha puc. 3.
A B G D E F G H | ol K L M N

MecAqHbIR Meca4Held |YpoeeHk | MpoueHt Hanoroesle YpoeeHk |MogoxogHeii | MecayHeli Kypc

CneunaneHocTs
oknag, eepo oknag, pyb. | Hanora | Hanora |oTYMCNEHWS, EBPO Hanora Hanor oknag, py6. espo

Bpay 6000 1 0% 0 40
oconyxawui 5100 2 15% 23700
HUHoBHHE 3500 3 42% 161490
Meregxep 4920
Ayautop 4910
Hpner 4850
Puentop 4750
Aunaaitnep 4690
10 Mpenogaearent: BY3a 4650
11 VH:keHep-CTpouTENL 3560
12 | Apxutextop 4500
13 Monuyeickmit 1340
14 | IT-cneyuanuct 4300
15 | TenedoHnct 720
16 | Qdmunant 660
17 | YBopwmk 500
18

||~ ||| wlr|

CyMMathl_n CymmapHeie Cpeaumil Kon-so | Kon.so

MecA4HbIR | Hanorogble Kon-go cneu.
npoueHt cneu. cneu.

3apaboTok, | oTumMcneHus, o YypoBHA 3
Hanora, % |ypoeHA 1|ypoEHA 2

19 eEpo eBpo

20

21

Puc. 3
3. B cron6ue D BBenute dhopmMyiy nmepeBoaa MeCSYHOro 3apaboTka U3 eBpo B pyOIIu.
4. B cronbue E ompenenure, K KAKOMY HaJOrOBOMY YPOBHIO OTHOCHTCS 3apa0OTOK paOOTHUKA.
Tak xak ypoBHE Tpu, HEOOXOAMMO HCIOIb30BaTh BiokeHHbIe (pyHkiuu ECJIU: ecnu mecsuHbIi 3apa-
ootok Menbie 23,7 Thic. pyo. (K3), To 3apaboTok oTHOCHTCS K nepBomy ypoBHIo (12), unage, ecnu me-
CsIUHBIN 3apaboTok MeHbIne 161,49 teic. py6. (K4), To 3apaboTok oTHOCHTCSI KO BTropomy yposHio (13),
uHaye — K Tperbemy (14). st siuetiku E2 dhopmyna BBIDISINT TaK:

=ECJIM(D2<$K$3;$1$2: ECI(D2<$K$4:$1$3;$1$4)) |

5. B cronbie F camocrosTensHo onpenenuTe MpoueHT Hanora. [[jis 5Toro MOKHO ONUpaThCs Ha
naHHBIE cTOJIONA E (HamoroBwlii ypOBeHB) HIIM HA pa3Mep MecsyHOro 3apaboTka. biok-cxema omnpenerne-
HUS TIPOIIEHTa HaJlora B 3aBUCUMOCTH OT HAJIOTOBOTO ypOBHS mpuBeleHa Ha puc. 4. dopmar sueex
cTonbna F nomkeH ObITh MPOIIEHTHBIH.

Yposenp=1?

Hasor 0 %

Ypoerp=27

Hasor 15 % Haumnor 42 %

Puc. 4

6. B cron6bne G ompenenuTe peaqbHbIe HAIOTOBBIE OTYUCIICHUS B THIC. €BPO 10 PACCUUTAHHOMY
MPOIIEHTY OTYUCIEHH: (MecauHbIi okaan) * (% oTYUCICHHMIA).

7. B saeiikax B20 nu C20 nopcunTtaiiTe CyMMapHBIM MECSIYHBIN 3apab0TOK paOOTHUKOB U CyMMap-
HBIE HAJIOTOBBIE OTYUCIICHUS, UCTIOIb30BaB pyHkII0 CYMM.

8. B sueiike D20 BrruncINTE CpeIHUN MPOICHT HAJIOTa KaK OTHOIICHHE CYMMAapHBIX HaJOTOBBIX
OTYHCIICHUN K CYMMapHOMY MECSYHOMY 3apa0oTKy. Popmar siueek — MPOLEHTHBIH.

9. B siueiike E20 ompenenute KOMMYECTBO CHEIUATBHOCTEH C MEPBBIM HAJIOTOBBIM YPOBHEM IIO
bopmyre:
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—~CYETECJIM(E2:E17;1),

rne E2:E17 — npoBepsiemblii auana3zon, 1 — Homep ypoBHs. Bmecto 1 B hopmyne MOKHO MCTIONIB30BAThH
CCBUIKY Ha siuelKy 12, B KoTopoil 3anucaH HOMep ypOBHS.

10. B sueiikax F20 u G20 ananornyHo ompenennTe KOJIMYECTBO CIEMUAIBHOCTEH, COOTBETCTBRY-
IOLIMX BTOPOMY U TPETbEMY YPOBHSIM HaJora.

11. CoxpaHuTe BBIIIOJIHEHHOE 3a/1aHUE.

3aganue 4. Cratuctuka

[TponsBeanuTe CTaTHCTUYECKUE PACUETHl MO JAaHHBIM O COTPYAHHUKAX HEKOTOPOTO IMPEINpPUSTHS.
Tpebyercs onpenenuts:

B cpeqHMil BO3pacT BCeX COTPYIHUKOB M COTPYAHUKOB C PA3HBIMU JOJDKHOCTSIMH;

B cpegHMil cTaxk paboThl BCEX COTPYAHUKOB;

B cpenumii 3apabOTOK MY)KYHH, JKEHIIWH, MEHEKEPOB, aJIMUHUCTPAINU, HU3KOKBATU(PHUIIUPO-
BaHHBIX paOOTHUKOB,;

B KOJIMYECTBO MOJIOAEKH, HOBUYKOB, BETEPAHOB, FOOMIISIPOB, HU3KO- M BRICOKOOIIIIAYMBAEMBIX CO-
TPYAHUKOB, IEHCUOHEPOB;

B MUHUMAaJBHBIN OKJIaJl 1 MAaKCUMAIIBHBINA BO3PACT CPEI BCEX COTPYIHUKOB.

TexHonorus paboTel

1. [epeiinuTe Ha HOBBII JIUCT Tporpammbl EXcel u nepenmenyiite ero Ha CTaTHCTHKA.

2. CoznaiiTe Tabnuily Kak Ha puc. S.

3. B cronbue G paccuuTaiite BO3pacT COTPYAHHUKOB, KOTOPBIH PaBEH IEIOMY YHCITY HMPOKUTBIX
net. [lnga sueiiku G2 dhopMyia BBITIISIUT TaK:

—I[EJIOE((CETOJIHSI()-B2)/365,25),

rae CETOAHS()-B2 — xonmmyecTBO poXUTHIX THEH, 365,25 — cpenHee KOJIMYeCTBO JHEH B TOIY.
A B C D E F G H | J

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

Kon-eo CpenHuit
BbiCOKOONNa4ve BO3pact
1 29 | aeMbIX WPHCTOBR

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

Kon-go B
AMpeKTopate

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

Puc. 5

4. B cronbue H paccunraiite ctaxk paboThl COTPYIHUKOB HA JAHHOM MPEANPHUSTHH 110 aHAJIOTHY-
HOM (hopMyIie, UCXO0/1s U3 AaThl IpUeMa Ha paboTy.

5. HazoBute muamazon G2:G21 cmoBom Bospact. i 3TOro BBIIEIHTE STOT JUANA30H SUCEK H
BBINOJIHUTE KoMaHy @opmyJibl, Onpenesennbie uMeHa, [lpucBouts ums, IlpucBouts ums.

6. B nmosiBuBmemcs: okne Co3nanue umMenu B rnosie Mmsi BBeauTe Ha3BaHue crondma — Bo3pacr.
Haxmure OK.

Ipumeuanue. BeecHHBIC MMEHA JICHCTBYIOT /sl Bcel kKHUru Excel, mosromy npu co3nanuu HoO-
BbIX UMEH HE HCIOJb3yHTE YyXKe CYyLIeCTBYIOIIME Ha3BaHMs. VIMeHa Juana3oHOB oOecrneyuBaroT abco-
JIOTHYIO CCBUIKY Ha JaHHBIA TUAMa30H, T. €. PH KONMWPOBAaHUH (OPMYI B APYTHUe MECTa JIUCTA, a TAKKE
Ha JIpyrue JHUCThl KHUTY JMana30H, yKa3aHHbI UMEHeM, He MeHseTcs. MckitoueHre coCTaBIsAoT KOMUH
TIOJTHBIX JICTOB.

7. AHanornyHbIM o0pa3om naiite nMmeHa nuanasonam Ioa, JomxkHocTs, Okiaag, Ctaxk, KoTopble
B JIaJIbHEWIIIEM aKTUBHO OYAYT UCIIOJIB30BATHCS TIPU pacdeTax.

8. B siueiike B24 onpenenuTe KOIMYECTBO COTPYIHUKOB Ha NPEANPHUATHN IO hopMmyIie

=CYET3(JlomKHOCTB)

[l BBoJia apryMeHTa (yHKIIMH, HaXOsCh B CTPOKE apryMEeHTa, BBIIIOJIHUTE KOMaHly PopMy.ibl,
Onpenenennsie uMena, McnoJb3oBath B opmyJie 1 BeiOepuTe uMs Auanazona JdomxHocrs. Haxmu-
e OK.

9. B siueiike B25 paccunTaiite konmdectBo Monoaexu (Bo3pact g0 30 sier) no popmyne

=CUETECJIU(Bo3pacT;«<30»)

10. CamoCTOSATETHHO paccUnuTaTE MO (hopMyIam:

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

B B siueiike B27 — xomM4uecTBO «HOBUYKOBY (CTax < 3 JieT);

B B siyeiike B28 — konnuecTBO HU3KOOMIAUMBaEMBbIX cOTpyaHHUKOB (oknaa < 10 000 pyO.);

B B siueiike B29 — xommuecTBO BEICOKOOTUTAYMBAEMBIX COTPYAHUKOB (0okiaaa > 40 000 pyo©.);

B B sryeiike B30 — konmuecTBO My)X4YHH (B Ka4€CTBE KPUTEPHUS BBOIUTCS OYKBa «M»);

B B sueiike B31 — mpomeHT My)XYHH Kak OTHOIIEHHE KoimdecTBa MyxunH (B30) k obmemy umnc-
ny cotpyauukoB (B24). Ycranosure st sueiiku B31 popmat IIpoueHTHbIIM;

B B siyeiike B32 — koMyecTBO COTPYTHUKOB B JUPEKTOPATE;

IIpumeuanue. Tak kKaK B Ha3BaHUSIX JOHKHOCTEHM JMPEKTOpaTa €CTh Pa3sHOUTEHHUs (IUPEKTOp,
3aM. AMpeKTopa), To apryMeHT Kpurtepmii 1omkeH cojepikaTh HEMoJHOe OyKBOCOUETaHHE JUIS MOMCKa
(puc. 6). Hampumep, «*upex*» wnm «*nupex™*y», rae «*» o3HadaeT 00y MOoCIe0BaTeIbHOCTh CHMBO-
JIOB.
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Apryme HTbl hYHKUHH

CHETECTIA

AWanasoH  fAomwHocTe {"anpexTop":"sam, £

KpuTepud "*avpex®" " Apekt

=2

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

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

CNpSEKS No 3TOH HYHKWHA 3HEHEHHE! 2
Puc. 6
B B syeiike B33 — konnuecTBO MEHEIKEPOB, C YUETOM TOTrO, YTO €CTh IIPOCTO MEHEKEPHI, a €CTh
CTapIIMK U MIIAJIINI MEHEIKED.
11. B siueiike E24 paccunraiite cpeHui BO3pACT COTPYIHUKOB 1O opMyIie

| =1{EJIOE(CP3HAU(Bospacr))

12. Ananoruuno B siueiike E25 paccunraiite cpeqHmii CTaxX COTPYIHUKOB.
13. B sueiike E26 noacuunTaiiTe cpeaHmii 3apaboTok keHIMH (puc. 7) no Gopmymne

| =CP3HAYECJIU(ITom;«ox»;Oknan),

rne pynkuuss CP3HAYECJIM ananu3upyer, B Kakux CTpOKax JaHHbIe W3 auana3zona IloJ ymoBieTBo-
PAIOT KPUTEPHUIO «2K», U BBIYUCIIAET CPEJHEE 3HAaYCHUE 110 quana3ony OKJax Uit 3TUX CTPOK.

CPSHAYECTIA

Ieanasanl o [ER] = s
Yonoewe | "y tu"

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

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

APFYMEHT OMYLLEH, Gy AyT HONONB30EATECA AUSHKH, 33A3HHEIE SDrYHEHTOM
"aranasan',

SHaqeHne: 2116666667

CNpagka o 3ToA divHIKLMK I [8]4 ] [ OTMEHA

Puc. 7
14. TTo ananoruuHeIM (opMysIaM NOJCUUTANTE:
B B sryeiike E27 — cpenHuii 3apabOTOK MY>KYHH;
B B siyeiike E28 — cpenHuit Bo3pact AupekTopara (yClIOBHE B BUAE MACKH «* TUPEKT™»);
B B siueiike E29 — cpenHmii Bo3pact IOpUCTOB (YCIIOBUE B BHJIC MACKU «*IOPUC*»).
15. B siueiike E30 paccuunTaiite cpegamii 3apaboToK JupeKTopaTa mno gopmyie

=CYMMECJIN([JomxHoCTb;«* mupekT*»; Oxan)/B32

Ipumeuanue. B popmyre ucmonp3oBaHa Macka sl IOUCKA COTPYTHUKOB TUPEKTOpATA.

16. Ananornuno B siueiiky E31 BBeaute (opmyiny pacuera cpegHEro 3apabdoTKa MEHEIKEpOB.
OO11ee KOJIMYECTBO MEHEKEPOB HAXOIUTCs B siuelike B33.

17. CamocTosTensHO BBeAUTE (POPMYIIBI C MCHOIB30BAHUEM MMEH JHMAMa30HOB, MOCYUTANTE MHU-
HUMaIbHBIN OkIaa (J24) 1 MakcHManbHBIN Bo3pacT (J25) cOTpyIHHKOB.

Ipumeuanue. /[ >QpPeKTUBHOTO pelIeHHUs BCEX MOCIEAYIONUX MyHKTOB 3aJaHUsl TPeOyoTCs
JOTIOJTHUTEJIHHBIE BEIUMCIICHUS, [IO3TOMY B TaOJUILy BBEICHBI YETHIPE TOTIOTHUTEIBHBIC CTOIOIA.

18. B mononuutensHoM ctonbie | BBeaute Gopmymy s pacuera KOJIHYECTBA JET J0 Kpyriou
natel. J{ns staeiikm 12 hopmyia Oyaer nMeTsh BUT:

| =10-OCTAT(G2;10),

rae ¢pyakius OCTAT moacyuTeiBaeT OCTATOK OT JAeNeHus Bo3pacra Ha 10.
19. B siueiike B34 paccunraiite KOJIUYECTBO IOOMISIPOB 110 hopmyIie

| =CUBETECJIN(12:121;«10)

20. B nononauTensHOM cTonbie J BBeauTe (GOopMyIty, O KOTOPOil B COOTBETCTBYIOIIMX CTPOKaX
JIOJKHBI TTOSIBUTHCS €IMHUILIBI, eciu ycinoBue U(mos_My:kckoii;Bo3pacT>=60) UCTUHHO, U NMPOYEPK, €C-
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7 10%kHO. J{1st stueiiku J2 hopmyrna BBITIISIIUT TaK:

=ECITIU(M(C2=«m»;G2>=60);1;«-»)

21. B sueiike B35 onpenenuTe KOJIMYECTBO MYXYHUH-TIEHCHOHEPOB. [ 3TOr0 moacuuTanTe Ko-
JMYECTBO eWHUI] B quanazoHe J2:J21, ucnons3oBaB ¢pynkunio CYMM.

22. CamocrosTensHo B sueiike B36 ompenenure KOJIMYECTBO KEHIIWH-TIEHCHOHEPOB, 3aIlOJIHUB
cronber K ananorunyno cronoiy J.

23. B mononHutensHoM ctoiidie L BBeaute Gopmyiry, o KOTOPOH B COOTBETCTBYIOUIUX CTPOU-
Kax JIOJDKHBI TIOSIBUTHCSI €AMHUIIBI, €CIM JOJKHOCTh Y COTPYAHHKA Kyphep, BaXTep WM yOOpIIuIa, U
MPOYEPK, €CIIM ITO He Tak. Tak /s ssueiiku L2 dpopmyna Oyner BBITIISAIETH TaK:

=ECJIM(UJIN(E2=«kyprep»;E2=«BaxTep»;E2=«y0opuutia);1;«o»)

24. B saeiike B37 onpenenure KOMMYECTBO HU3KOKBATH(PUITMPOBAHHBIX COTPYIHUKOB, MTOJCUNTAB
KOJIMYECTBO enuHMmIl B tuarna3one L2:L.21 ¢ momompro pyrakuun CYMM.
25. B sueiike E32 nocunraiite cpeaHuii 3apab0ToOK HU3KOKBATH(PUIIUPOBAHHBIX COTPYIHUKOB 10

dbopmyie

| =CP3HAYECJIN(L2:L21;1;0x1ax)

26. CoxpaHHTe BBIIIOJHEHHOE 33 JaHHE.
3aganue 5. CKMIKU Ha yciayru puTHec-LeHTpa

PaccuunTaiite ctouMocTh ycimyr (UTHEC-IIEHTpa C Y4ETOM INPEAOCTABICHHBIX CKHJIOK, a TaKKe
OOIIMI MPOLEHT CKUJOK. BhIenuTe KIMEHTOB, UMEIOIMX IPaBO Ha JONOJIHMUTENbHbIE yeinyru. Onpene-
auTe paMUINU KIMEHTOB, KOTOPbIM IPeJoCTaBIeHa KIIyOHas KapTa.

CornacHo CTaTUCTHKE, BO BpeMsl (PMHAHCOBOI'O KpU3Hca MOCEMaeMOCTh (PUTHEC-LIEHTPOB BHE 3a-
BHCUMOCTH OT CTaTyca U CTOMMOCTH a0OHEMEHTOB cokpamaercs Ha 20 %. [TosToMy, 4TOOBI HE IOTEPATH
KJIMEHTOB, 03/I0POBUTEJIbHBIE 3aBEICHUS BHIHYK/IEHBI NIPEIOCTABISTh YCIYTH cO ckuakamu. [lycTts Heko-
TOPBII PUTHEC-LEHTP MpeIaraeT CAeAYIOLYI0 CHCTEMY CKUIOK U IPABUJI UX TPUMEHEHHUS:

B CKUJKU HE CYMMHUPYIOTCSI, HO HAUUCIIAIOTCS 110 THOKOM cucreme;

B KIMEeHTY MOXET OBITh MPEIOCTABJICHO 10 TPEX CKHUJIOK, PACIIOJIIOKEHHBIX B Ta0J. 3 MCXOIHBIX
JAHHBIX B MOPSAJIKE MPUOPUTETHOCTHU: NEepBasi CKU/IKA ICHCTBYET Ha BCIO CYMMY aOOHEMEHTa, MOCIeay0-
I[1€ — Ha CyMMY 3a BBIYETOM YK€ MPEAOCTaBICHHBIX CKUIOK;

B ecnu (akTHUecKas CyMMa NMPHOOPETEHHBIX YCHOYyr (3a BBIUETOM CKMJIOK) MpeBbIIIaeT 15 ThIc.
pyO., KITMEHTY MPEOCTABISETCS JOTOTHUTEIHHBIN OSCIIIIaTHBIN MMaKeT;

B ecnu (akTHUecKas CyMMa MPHOOPETEHHBIX YCIYT (3a BBIYETOM CKUIOK) MPEBBIMIAeT 25 ThIC.
py0., TOKyMNaTeNo MpeIoCTaBIseTCsl KIyOHas KapTa.

TexHomorus paboTel

1. IepeiinuTe Ha HOBBI JIUCT porpamMmbl EXcel u nepenmMenyiite ero Ha AGOHeMeHT.

2. Co3paiiTe TabnuIly Kak Ha puc. 8.

IIpumeuanue. Yrncio «1» B suelike yka3plBaeT Ha HaJIU4YME COOTBETCTBYIOLIEH JIBIOTHI. [Iporen-
Thl CKUJIOK B TaOJIMIE PACIIOIOXKEHBI B IOCIIEAOBATENbHBIX SUEHKAaX OJHOM CTPOKH. DTO JTaCT BO3MOXK-
HOCTh C TOMOIIbIO CMEUIAaHHBIX CCHIJIOK HamucaTh 0000HIEHHYIO (OPMYITy AJIsi OJHOM CKHUJKH U pacrpo-

CTPAaHUTH €C Ha CTOJ'IGI_IBI C APYTHMMHU CKUOKAMHU.
A [ ¢c o | e [ F | & [ H b ok [ L]
1 % cKkMOOK

m

©OHO

MocTOAHHBIA KNHEHT
YTpo, 6yaHHe OHK

Hexb unun thmkcup. Bpema
lNopoBoil aboHem eHT
INbroTHaA kareropua
Cymuma ycnyr bes cknpkn

>= 3yen.

HayanbHoe KONHYECTEO CKMOO0K

10,00%) 15,00%| 10,00%| 25,00%| 20,00%| 15,00%
1 [ 26000
1 [ 1 15000
1 1 1 1 45000
42000
1 1 1 16000
1 12000
1 5000

CuHuyen AN
Boponoe C.C
Bopofikeea E.K
CHernpee A
CHHMUEH H.A
Fonyfeea B.A
Cancanoe P.M.

oloo/o/oloo

|__D(nm-umm::.m |r\.\

Puc. 8
3. B cron6ie | onpepennte BO3MOKHOE KOIMYECTBO CKMIOK IS KaXI0ro KiMeHTa. JIJs sueiku

69



14 hopmyna BHITISANT TaK:

=CYMM(C4:H4)

4. B cronbue J paccunTaiiTe KOJMYECTBO CKUIAOK, KOTOPBIE MOTYT OBITh MPEIOCTABICHBI KIUCHTY
0 CJICAYIONIEMY TIPABHITY: €CIIM KOJUYECTBO CKHIOK OOJbINE 3, TO MX KOJUYECTBO OTPAHMYMBACTCS Tpe-
MsI, HHa4Ye octaercs 0e3 n3MeHenuit. [ ssueiiku J4 popMyina BRITJSIINT TaK:

=ECJINA(14>3;3;14)

5. B saueiikax auana3ona L4:Q10 ompenenurte cymMMmy YCIyT 3a BHIYETOM MPEIOCTABICHHBIX CKU-
JIOK IO CIIEYIOIEMY IPaBUILy: €CJIM Y KJIMEHTa €CTh IMPU3HAK COOTBETCTBYIOLIEH CKUIKH M KOJIUYECTBO
NPEBIAYIINX CKHIOK MEHBIIE 3, TO MPEAbIAYIas CyMMa MIPHOOPETEHHBIX YCIYT YMEHbBIIACTCS Ha MPo-
LIEHT CKUJKHU, HHaye ocTaercs 06e3 n3Menenus. s siueiiku L4 ¢popmyina BRINISIUT Tak:

=ECJIN(U(C4=1,CYMM($B4:B4)<3);K4*(1-C$3);K4)

6. B cronbie R paccuuraiite oOmMiA MPOIEHT CKUAKK KaK OTHOIICHHWE COKOHOMIICHHOW CYMMBI
(«oOmras cyMMa» — «OKOHYaTeJIbHasi CyMMay) K 0011Iell cyMMe yCIyT.
7.B cronbue S orMeThTe MPU3HAKOM «1» KIMEHTOB, KOTOPHIM MOJAralOTCs JOTOJTHUTEIbHBIC
yenyru. JIns siaeviku S4 hopMyiia BBITTISANT Tak:

=ECJIM(Q4>15000;1;«-»)

8. B cronbue T cocraBpTe CHMCOK KIMEHTOB, KOTOPBIM CJenyeT oOpMUTH KIyOHYIO KapTy. Jlns

sueiiku T4 dopMyna BEITISANT TaK:

=ECJIN(Q4>25000;A4; «-»)

9. CoxpaHuTe BBINOJIHEHHOE 33/IaHHUE.
3ananue 6. [IpocToii mectucTyneHyaTsii HaJIoOT
Paccunraiite mpocTol MECTUCTYIEHYAThIM MPOrPECCUBHBIN HAJIOT, AeMCTBYoI Ui B M3panie.
JlocTatouHo yacTo TalnMila ONpe/ieeHusl YPOBHS U MPOIEHT HAJIOra B 3aBUCUMOCTH OT MECAYHO-
ro 3apaboTka pabOTHHKA UMEET BUJ, MpeACTaBIeHHBIN B Ta0. 3. Kax1oMy ypoBHIO COOTBETCTBYET Iua-

MMa30H 3HAYECHUH «OT» U «TO0».

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 noxon > 1 Teic. py0. u moxoa <= 57,24 Teic. py0., TO HAJIOT COOTBETCTBYET MEPBOMY
ypoBHIO, U T. 1. Hamor ¢ 3apaboTka < 1 TeIC. py0. HEe OepeTcs. B 3agade 3Ta cuTyarusi He paccMaTpUBAET-

Ci.

Jlist 5hpekTHBHOTO pelieHus 3aJlau YI00HO PACIONOXHUTh HCXOJHBIC JaHHBIC B CTpPOKax 0Oe3
TyOIUpOBaHMS TpaHUIl ypOBHs (Ta0. 4).

Tabnma 4
YpoBeHb HAJIOTA 1 2 3 4 5 6
CraBka I0J0XOJHOT0 Hajora, % 10 14 23 30 33 45
MecstuHbIi 3apabOTOK BHIIIE, THIC. pYO. 1,00 | 57,24 |1101,64/152,64|219,00(472,08

HaJIor.

TexHonorust paboTsl
1. epeiinure Ha HOBBIA JHcT mporpamMmbl Excel m mepemmenyiite ero na Ilpoctoii mporp.

2. CoznaiiTe Tabnuily kak Ha puc. 9.
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o=

B c ) E F G H | o K L M

1 ¥poBEHE HAMOTa 1 2 3 4 5 5]
Craeka nogoxogHore
2 Hamora, % 10.00% 14.00% 23,00% 20.00% 33.00%( 45.00%
MecA4HbIA
= 2apafoToK EbIWE, 1000 57240 101640 152640 218000 472080
:
YpomeHs % JHaueHUR
Me n/n HO Hoxon 1 2 3 4 5 6 nanora | mamora | HEMOTE
[ ThIC. pyd.
T 1| CrHmygsH AL 25380
g 2|Boponoe C.C. 113000
9 3|Bopobeeea E.K. 59800
10 4| Crernpes A J. 57990
11 | CuHuuH KA. 73590
12 G|lMonyGess B.A. 118320
13 7|Cancaxoe P.M. 201010
14 & | Cpnos .M. 44050
15 9| Coporwna N.HD. 7580
16 10 [Mpawss MK, 7214
17 11 |Nepenenkux K. 312831
18 12| Cpnoea E.M. 85530
19 13| NacToukusa M4 144721
20 14|¥oooos M.H. 197850
21 15|Yanka U.B. 315200
22 18| Kywywwuna AT 245830
23 17 |Punurce B.B. 5032880
24 18 |Conoecesa .M. 485720
25 19| Tetepesa O.W. 351109
26 20 |KyponaTeuHa . 107559
27
s
Z |‘_-’p:>5vEHt= 1 |‘_~’p:>EwEH|= EI‘.-’p:}EvEHt: 3 |‘_~’p:>EwEH|= 4 |‘:‘p:}5«EH|= 5 |‘:‘p:}5vEHr= E{
30
31
32 [Ooxecn scere | ]
33
24 [Hanorecero | ]
35
CpegHui % | |
i HANora

Puc. 9

3. B sueiikax nuamazona D7:H26 mocTaBeTe B COOTBETCTBUE KaXKIOMY COTPYIHHUKY €r0 YPOBEHb
Hasiora. /{ng siuetiku D7 dopmyna BBITTISIINT TaK:

=ECJIIN(U($SC7>D$3;$C7<=E$3);D$1; «-»)

4. B cronbue | onpenenute, y KOro U3 COTPYAHUKOB 3apIijlaTa COOTBETCTBYET IIECTOMY YPOBHIO.
Jns staediku 17 popmyna BRITISANT Tak:

=ECJIU(C7>$1$3;1$1;«-»)

5. B cronbue J onpenenure ypoBeHb HAJIOTA NIl KaXKJIOTO COTPYAHHUKA, TPOCYMMHUPOBAB 3HaYe-
HUS B COOTBETCTBYIOIINX CTPOKAX.

6. B cronbne K ompenenute mporeHT HAJIOTa B 3aBUCUMOCTH OT ypoBHs. s stuetiku K7 popmy-
na BeITAAnT Tak (puc. 10):

=BbIBOP(J7;$D$2;$E$2;$F$2;$G$2;$H$2;$1$2)

7. B cronbue L paccunTaiite 3Ha4eHHS HAJIOTA B ThICSA4YaX pyOJieH.

8. B crpoke 30 onpenenure KOIUYECTBO COTPYIHUKOB JUIS KKAOTO YPOBHs Hajora. J{ist sueiiku
D30 dopmyna BEITISIUT TaK:

=CUETECJIU(D7:D26; «>=1»)

9. B siueiike C32 onpenennte cyMMapHbId MECIYHBIN J0XO0/ JJIsl BCEX COTPYIHUKOB.

10. B siaetike C34 naiiaure o0nIyro cymMMy Hajora.

11. B sueiike C36 Haiigute cpeqHMI NMPOLEHT HAJOra Kak OTHOILIEHHE OOIIel CyMMbI Hajiora K
CyMMapHOMY 3apaboTKy BceX coTpyaHukoB. @opmar siueiiku — [lponeHTHBII.

12. CoxpaHuTe BBIIIOJHEHHOE 33aJJaHHE.
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RPTYME HTBI YHRITHH m a
EbIECF
HoMep_wHpexca | J7 1 i
3Hauenvel | $D42 0,1
SHadeHMeZ | $E$Z 0,14

SHadueHmel | $F$2 0,23

SHaqeHned | §GEz 0,3 w

= 0,1
BEIGHPEET SHAHEHHE MM ASACTEHE M3 CMMCKS SHAHEHHIA N0 HOMEPY HHASKCE,
3Hauenwed: sHaueHWel;sHadeHHeZ; ... oT 1 40 254 Ykcen, CChINOK Ha AYEkKH,

ONPEAENEHHE! HMEH, hopryn, dyHKUMA MM TEKCTOBE SPrYMEHTOS, H3
KOTOPER MPOMIE0AHTCA BRIGOD,

SHaqeHqe:  10,00%

CNpaEka no 3TofA diHIKLHKM L K ] I OTHMEHA

Puc. 10
3ananue 7. CI0XKHBIHM IPOrPEeCCUBHBIN HAJIOT

Paccunraiite Ci10KHBIM IPOrPECCUBHBIN HAJIOT U CPABHUTE IOJYYECHHBIE JAHHBIE C IIPOCTBIM IIPO-
IPECCUBHBIM HAJIOTOM.

B npakTuke HEKOTOPBIX CTPAaH MCIONb3YETCS CI0KHBIN IPOrPECCUBHBII HAJIOT, IPU KOTOPOM J0-
XOJ1 IEJIUTCS Ha YaCTH, COOTBETCTBYIOIIUE Pa3HbIM CTaBKaM Haiyiora. [[is kaxkqoil yacTu B3MMaeTcs Hajor
10 COOTBETCTBYIOIIEH CTaBKE, 3aTEM YacTH HaJora CyMMHpYIOTCsA. B Tabin. 5 mpencrtaBieHbl JaHHBIE O
rpaHuIaX JI0XOA0B 32 MECSI], COOTBETCTBYIOIINE UM YPOBHU U CTaBKH Hajora. B mocnenneit ctpoke tab-
JUIBI YKa3aHbl YaCTH, Ha KOTOPBIE JIENHUTCS 3apIuiara, eciau noxon N > 472,08 Teic. py6. Kak BunHO U3
Ta0JIUILIBI, YaCTH, HA KOTOPBIE ACTUTCS JOXOJI, PAaBHBI PA3HOCTH MEXIY COCEIHUMHU YPOBHSIMU U SIBISIIOT-
cs1 QUKCHPOBAHHBIMU BEIMYMHAMH.

Tabmuma 5
YpoBeHb 6 5 4 3 2 1

S/OTaBKa IIOOXOHOI0 HAJIOra, 45 33 30 23 14 10
[ PRHHIIEL HOXOZI2 32 MECAL 472,08 219,00 152,64 101,64 57,24 1,00
BBILIE, THIC. PYO.
Hactu, HAa KOTOPBIE JEIUTCA 253,08 66,36 51,00 44,40 56,24
sapabortok mpu N > 472,08 teic| N —472,08 | (472,08— | (219,00 | (152,64— | (101,64 — (57,24 -

yO. —219,00) —152,64) —101,64) —57,24) —1,00)

Pa3znenenue exxemecsi4YHOro 10X0/1a Ha YaCTH BHITIOJIHSETCS 110 CIIEAYIOIIEMY MIPaBUILY:

W [I0 IIKaJIe YPOBHEW Hajora HaWTH TPaHUILy JOXOJAA, KOTOpas MEHBIIE PACCMaTpUBAEMOU 3ap-
TJIaThl, HO OJMKe Bcero K Hel. HailTh pa3sHOCTh MEXy 3apIliaToi M HAAEHHBIM JOXOAO0M. DTO OyaeT
4acTh, COOTBETCTBYIOMIAsl HAUOOJIBIIIEMY YPOBHIO HAJIOT'a;

B BCE 4acTu OO0JIbIIIE ITOrO YPOBHS CUUTATh HYJIEBBIMU;

B BCE OCTaBIIIMeCs YacTH 3apab0TKa 3al0JHUTh (PMKCUPOBAHHBIMU 3HAYEHUSIMU U3 Ta0JI. 5.

PaccmoTpum npumepsl.

1) Eciu noxoxn 3a mecsii paBeH 500 Toic. py0., TO Onrkaiiimas K HeMy rpaHuia nqoxona — 472,08
ThIC. py0. Torna Hanor mectoro ypoBHs Oyner B3uMaThesi ¢ cyMMbl 500 — 472,08 = 27,92, a ocranbHbIe
4acTH 10X0/1a Oy1yT (PMKCUPOBAHHBIMHU:

YpoBeHb Hao0- 6 5 4 3 2 1
ra
Yactu noxona 27,92 | 253,08 | 66,36 | 51,00 | 44,40 | 56,24

2) Ecin moxon 3a mecsiny cocraBisier 150 Thic. py0., TO Onmvkaiiimas K HeMy rpaHHIA J0X0jaa —
101,64 TbIc. py6. Torna Hamoru ypoBHeit 4—6 OyayT HyJIE€BBIMHU, HAJIOT TPETHErO YPOBHS Oy/eT B3UMaTh-
cst ¢ cymmsl 150 — 101,64 = 48,36 Thic. py0., a OCTJIbHBIE YaCTH 0X0/1a OyayT (PUKCUPOBAHHBIMHU:

YpoBenb Ha0- 6 5 4 3 2 1
ra
Yactu noxona 0 0 0 48,36 | 44,40 | 56,24

TexHomorus padoThI
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1. [epeiinuTe Ha HOBBIN JUCT mporpammbl EXcel u nepenmenyiite ero Ha CJ10:KHBI Tporpec-
CHBHBIH HAJIOT.
2. Co3paiite Tabnuily Kak Ha puc. 11.

A B - D E F L£] H J K L
1 ¥poEsHb HANDIE £ 3 4 3 i 1
CTEEKS MOE0TOIHOD
2 HAMDTE, ¥ 45.00%| 3300%] 3000%| 2300%| 1400% 10,003
MacAYHER SapaoTor
3 ELBS, Pl 4720380 219000 152640 101640 ST240 1000,
YaCTH, Ha ROTORER
[ENHTER 000
COCTRENAHMMHA Bonss
4 AT 05 TRIC Pl 253080 B350 51000 44400 36240,
=
CIOWH R Cyminea,
M= nin &=HD Ooxnog E 5 4 3 2 1 nporp. DlnarasuEn
[ Hanor HEMNOToM
T 1| CaElsE A 25350
8 2| Bopo=0E .0 113000
] 3| BopoDesss K SaE00)
10 4| CHenapes AT SToad)
11 5| Cns A T
12 6| Mampless BA 116320
13 7| Cancasos PJW 203D
14 & Cnnos T W 44050
15 9| CopoErEa MDD TS50
16 10| Npeses MM STZ14]
17 11| Miepenenios- (0.C 313631
15 12| Cpmoea £k B0
19 13| NacTodea M.A 14T
o] 14| ¥ ponos WH 197E50
21 15[|d=ifea B 315200
= 16| Kyemuea AT 24555
k] 17|2nsosE 66 SOE50)
b | 15| Conoesesa MM 455720
25 19| TeTepess O M 21109
] 20| KyponaTeE B 107559
i
8
]
#
3
= (oo Ecera | |
3
TipoCTOf AP | |
kT HANOT BSETD
k]
TP % APOCTONG | |
* PO, KA
=
Mo MpOrp | |
ko HEMDT BCET0
. |

O e cnossonn
FIpODL. Hamara

Puc. 11
3. B cronbue D paccuuraiite 3HaUYCHHE CyMMBI, C KOTOPOil OymeT OpaThCsl HAJIOT I LIECTOrO
YPOBHS TI0 CIEAYIOIIEMY MPaBWITY: eciin 3apmuiata oosnbmie 472,08 TeiC. py0., TO HAMAUTE PA3HUILY MEKITY
3apIuIaToi M rpaHunel auana3ona, nHade 3anummure 0. J{ns sueriku D7 gpopmyna BeITISAUT Tak:

=ECJIN(C7>$D$3;C7-$D$3;0)

4. B cronbmax ¢ E mo | onpegenure yactu 10xX0/1a, ¢ KOTOPHIX OYAET OpaThCsi HAJIOT C MATOTO IO
MIEPBBIN YPOBEHB, [0 MPABUITY: €CIIHM 3HAUYCHHE Tpeaplayiei yactu <> 0, To BEIOEPUTE COOTBETCTBYIOIIEE
(UKCHpPOBaHHOE 3HAYCHHE YaCTH JI0X0Ja U3 TAaOJIMIBI, MHAYE, €CJIA 3apIuiaTta OoJIbIle TPAHMIIBI JI0XO0/a,
HaWJUTe pa3HUIy MEXAY 3apIijiaTod W TpaHUIlel noxona, nHade 3anummre 0. DTO KOHCTPYKIHS BIIO-
KEHHBIX «ecimy. Jis ssueriku E7 dhopmyra BEITISIUT Tak:

=ECJIN(D7<>0;E$4;ECIIN(SC7>E$3;$C7-E$3;0))

IIpumeuanue. Vcrnons3oBanue B (hopMysie CMEIIaHHBIX CCHIIOK MTO3BOJISIET KOMUPOBATH (PopMyTy
HE TOJIBKO CBEPXY BHU3, HO U CJI€BA HAIIPABO.

5. B cronbue J paccunTaiiTe CIOKHBIA MPOTrPECCUBHBINA HAJIOT KaK CyMMAapHBII HAJIOT IO OTpe3-
KaM, COOTBETCTBYIOUIMM pa3HbIM cTaBkaM. Jlist sueiiku J7 ¢opMyna BBITTISAUT Tak:

=D7*$D$2+E7*SES2+F7*$F$2+G7*$C$2+H7T*$HS2+17*$1$2

6. B cton6ue K paccuuraiite o01ryro cymmMy, 0bJaraeMyro HAJIOTOM, JIJIsl KaXXI0T0 COTPYTHUKA.
7. B siaeiike C32 moacuuTaiiTe cyMMapHbIi 3apaboTOK COTPYAHUKOB.
8. B sueiiky C34 BBequTe CyMMY HAJIOTOBBIX OTYHMCICHUN MPHU MPOCTOM MPOTPECCUBHOM HAJOTe
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KaK CChUIKY Ha 3HaueHue siueriku C34 nucta [IpocToii nporp. Hajor. @opmyia OyeT UMETh BUJL:

="IIpocroii nmporpeccuBHbIil Hanor’ ! C34

IIpumeuanue. OTHOCHTENbHAS CChUIKA HA AMAIA30H, HAXOAIINICA HE HAa TEKYIIEM JIUCTE, HAYU-
HaeTCs C UMEHHU 3TOTO JINCTA U OTACINAETCS OT AUana3oHa 3HAKOM «!y.
9. B siueiiky C36 BBenUTE CCBHUIKY Ha CPEIHHMI IPOILIEHT HAJIOTA JIJIS MMPOCTOTO MPOrPECCUBHOTO
HaJjora.
10. B sueiike C38 HaiiguTe cyMMy HaJIOTOBBIX OTYHCICHUHN MPH CIOXHOM MPOTPECCUBHOM HAJO-
re.
11. B sueiike C40 paccunTaiiTe CpeIHUN MPOILEHT HAJIOTra JJIs CIOXKHOTO MPOTPECCUBHOTO HAJIO-
ra.
12. CoxpaHuTe BBITIOJIHEHHOE 3a/IaHHE.
JlaboparopHuas pabota 8
Tabmuunbiii penaktop MS EXcel: TexHOIOTHS TOCTPOCHHS U PEIAKTUPOBAHUS AHATPAMM
[lenp pabOTHI: HAYYUTHCS OCHOBHBIM TEXHOJOTHYECCKHM OIEpAIMsAM MOCTPOCHHS U PEIaKTHPOBA-
HUS AUarpaMM B TaOJIMYHBIX JOKYMEHTAX.
3ananue 1. [locTpoeHue AuarpaMMel 110 JaAHHBIM MPSMOYTOIBHOM TaOJIUIIBI
[Toctpoiite rucTtorpaMMmy ¢ HaKOIUIEHHEM, CTONOIBI KOTOpOil OyayT oTpaxkarh meHy | Oappens
He(TH M BKIIQJ Pa3JIMYHBIX MTOKa3aTenel B 3Ty IeHy. B kauectBe mpumepa paccmarpuBaercs OAO «Jly-
Ko (puc. 1).

JKOHOMMYECKHUE NOKA3aTENM POCCUIACKON He hTAHOK oTpacnm

100%
205
B80S
705 17
605
505
405
305
205

SHCI'IDDTH b2 NOWAMHbBI

TpaHCNopTHbLIE W Ap. Pacxoabl

Hanor Ha gobeiuy 1 ap. Hanoru

B 3aTpaTtel Ha gobbiuy

B 33TpaThbl Ha pasBenHy

P B MzHoC M aMopTH3aL KA
105

05 T T T T "
2005 2006 2007 2008

Lena HedTv B Aonanapai sa Gappenb

B Hanor Ha npubeine NpegnprATHE

W YucTaa npuboine

Moae!

Puc. 1
Texnomorust paboThI
1. Co3naiiTe HOBBII TOKYMEHT ¢ UMeHEM JIyKoiir.
2. Ilepenmenyiite Jluerl Ha Jlykoiia.
3. Co3paiite TabuuIy ¢ TaHHBIMH 110 00pa3Ily, IPUBEICHHOMY Ha puc. 2.

TI'ox| 2004 | 2005 | 2006 | 2007 | 2008

JoJsi B mene, 10J1J1.

Uucras npuObLIH 4 8,5 8,5 11 11
Hanor Ha npuObUIb Ipe IPUSATHIA 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 JTOOBITY 2 25 3,5 4 4
Hamnor na no0b14y u ap. HajgorH 5,7 9,2 115 13 20
TpancnopTHbIE U Ip. pacX0Oabl 6 7 5,6 7 6
DKCIOPTHHIE TOILITUHBI 8 19 27 29 48
Ilena Ha He(Th, 1OJLI./Gappenb

Puc. 2

4. JIns MOCTPOEHUS] JUarpaMMbl BBIJEIUTE JHANa3oH JaHHBIX C 3arojoBKaMu 0Oe3 TOcieqHen
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ctpok («LleHa Ha HEPTHY).

5. B rpynne BeraBka, Jluarpammel Beioepute Tuit O0beMHasi THCTOrPaMMa ¢ HAKOMJIEHHEM.
Haxxmute OK. TlosiBuTCS inarpamma, U OTHOBPEMEHHO CTaHET akKTUBHBIM MeHI0 PadoTa ¢ anarpamma-
MH.

ITo ropu30oHTaNBHON OCH YKa3aHbl JaHHbIE IIEPBOIO CTOJIOLA, a IO BEPTUKAIBHON — JIaHHBIE TIEp-
BO# cTpoku. C TOYKHU 3pEHHS CMBICIIOBOTO BOCHPHUATHS TAKOE OTOOpaKeHHE JaHHBIX HEMH(POPMATHBHO.

6. IlomeHstiiTe CMBICH JaHHBIX TOPU30HTAIBHON U BEPTUKAIBLHON OCEH, BBINMOIHUB KoMaHny Kon-
cTpykrop, Jlanubie, CTpoka/cronden. Jnarpamma nmouru nprodpena Tpedyemsbiii Bua. BricoTa kaxmao-
ro CTONOIa 0TOOpaXKaeT eHy Ha He()Th, @ OTACIBHBIC CIIOM — BKJIAJl KAXKJAO0TO MTOKA3aTesl B IICHY.

7. PazmectuTe nuarpaMMy Ha OTAEIBHOM JIHCTE.

8. JlobaBbTe Ha3BaHME aUArpaMMbl — «DKOHOMHYECKHE MOKa3aTeIH POCCHICKON He(TSHOH OT-
pacim» (Bkianka Maker). YcraHoBuTe pasmep mipudra 14 mr.

9. BenuTe mOBEepHYTOE Ha3BaHWE OCHOBHOW BepTHKanbHOW ocu «llena HedTH B nmoiuapax 3a
Oappenb» (Bkiiagka Maker). YcraHoBute pazmep mpudra 12 or.

10. fo6aBbTe MOMIUCH TOPU3OHTAIBHON Oocu — «l'onpl». YcTraHOBHTE pa3Mep mpudTa MOIIHCH
12 or.

11. Odopmure aBTOMATHYECKH CHOPMHUPOBABIIYIOCS JIETEHIY I'PAJAMCHTHON 3JIMBKOH. YCTaHO-
BHTE pasmep mpudra 12 mr.

12. lllenkHUTE HA YHUCIOBBIX IOJMHMCAX BEPTHKAIBLHOW OCH M B KOHTEKCTHOM MEHIO BhIOEpUTE
nyHKT @opmat ocu. B rpymnmne mapamerpoB Umesio ycTaHOBUTE IEHEKHBIA (GopMmaT U BUA JACHEKHOU
enuuutipl ($).

13. lllenkHuTe Ha OOJIACTH AMArpaMMbl U B KOHTEKCTHOM MEHIO BblOepuTe komaHnay Kommpo-
BaTh.

14. TlepeiianTe Ha JIUCT ¢ JAHHBIMU U BCTABbTE CICIAHHYIO KOMHUIO.

15. U3menute TUm auarpaMmbl — HEOObeMHas Tuctorpamma c HakoruieHueMm (KoHcTpykrtop,
Tun, U3MeHUTb THII THATPAMMBI).

16. YcraHoBuTe JUIS 3TOW TUArpaMMBI CTHIIL odopMiieHHs ¢ Tpagamusyu ceporo (KoncTpykrop,
Cruimm quarpamm, Jkenpecc-ctuim, Ctuasb 1). O6pasen; nojydeHHOH IuarpaMMbl NMpeACTaBlIeH Ha
puc. 3.

JKOHOMMYECKME NOKAsaTeIM POCCUMMCKOM HEGTAHOM OoTpac/ M
100%

SHCNORTHRIE NOWAWHE

90s |

B80S — TREHCNOPRTHEIE M . PECXOaE
705 —

Hanor Ha 4oBeidy M 4p. HEAoTH

508 — B 35TpaTE Ha 0oBeivy

405 I
B 33TPETEl HE PaSESORY
305 A

Uena nedm B goasapax 3a Gappenb

205 1T— — B M3HOC M BMORTUIELKHA
i - [ [
N ]
- __- . - . - . . .: Hanaor Ha Npubbine NpeanpUATHE
2004 2005 2008 2007 2008 B YucTan npuBeine
Fogel
Puc. 3

3ananue 2. [ToctpoeHne AuarpaMMbl IO BEIOOPOYHBIM JAHHBIM TaOTHITBI
[ToncuunTaiite ey oaHoro Gappens HedTu B pa3Hble ronbl. [locTpoiite nuHeiuaTyo Auarpammy,
MO3BOJISIOILYIO CPAaBHUTH JOJIO SKCIIOPTHBIX MOLUIMH B LIeHE Oappeiis HedTu.
TexHonorus paboTel
1. Otkpoiite nokymeHT JIykoii.i.
2. Ha nucre Jlykoiia B cTtpoke «lleHa Ha HEQTH» mojacuyuTaiiTe LeHY Ha HEPTh MO TOAaM Kak
CYMMY JAaHHBIX I10 CTOJIOLLY.
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3. BeigenuTe maHHbIe IEpBOil CTPOKU (TOMBI), @ TAKIKE CTPOKU C JAHHBIMU IKCIOPTHBIX TONIUIHH U
LIeHbl Ha He(PTH BMecTe ¢ Ha3BaHUSAMH Moka3zaTesied. [y BbIAENEHUS! HECMEXKHBIX SIU€EK HCIIONb3YyeTCs
kinasuina Ctrl.

4. Ha Bxnagke BeraBka BeiOepute TUI quarpamMmbl — O0beMHasi JIMHeiyaTasi ¢ rpynnupoBKoii
— ¥ TOCTpOHTe ee. B maHHOM ciydae auarpamma cpasy Iocje MOCTPOCHUS UMEET MOYTH HYXHBIHA BUIL.
Cpena no yMolYaHUIO OTHOCHUT 3HAUEHUS TOAOB K OCH KaTeropui, KOTopas B JaHHOW JAMarpaMMe MMeeT
BEPTHKAIBHOE PACIIOIOKCHHE, U aBTOMAaTHIECKH (OPMUPYET JIETCHy U3 Ha3BaHUH IMOKa3aTeleh.

5. Pacnonoxkure auarpaMmy Ha OTAEIBHOM JIUCTe JoKyMeHTa JIykoi.

6. BBenuTe Ha3BaHWe quarpaMMbl «J{oJisi SKCIIOPTHBIX MOLUIMH B IieHe HeT» (pazmep mpudTa
14 nT).

7. BBenure HazBaHus oceil cormacHo oOpasmy (puc. 4). OrdopmaTupyldTe HX TMOIYKUPHBIM
mpudToM pazmepom 12 mr.

8. [lepemecrture nerenny BHU3 moxa auarpammy (Maxket, Ilonnmucu, Jlerenaa, /lo0aBUTh J1ereH-
ay cHu3y). OtdopmaTupyiiTe TEKCT Jerenas! mpudrom 12 or.

9. BBemuTe NOMOTHUTENBHBIE BEPTHKAIBHBIE M TOPU30HTANbHBIC JuHHHA ceTku (Maxker, Ocn,
Ocu, Certka).

10. OrdopmarupyiiTe mOAIUCH Ocel mpudTom 12 mT.

11. Ha cronbuax orobpasute moanvcu gaHHbIX (Maker, [lognucu, Ioanucu nanubix, Iloka-
3aTh). OThopmaTupyiiTe MOANMKMCH JAHHBIX — MOIYKUpPHOE HauepTaHue, 12 nt. OTOABHHBTE MOITHCH OT
JAHHBIX TUArpPaMMBI, YTOOBI OHU OBLIH JIyYIlI€ BUIHBI.

12. Ordopmarupyiite 061aCTh MOCTPOCHUS TUATPAMMBL.

13. VI3MeHuTe UBET PsAIOB JAHHBIX.

[ona sKCNopTHBIX NOLWJ/IMH B LeHe HedTH

2008 93,5
2007
EE 2006
2
2005
2004
0 20 40 &0 80 100
donnape

W leHa Ha HedTe, gonn./Bappens M SHCACPTHBIE NOLWAMHBI

Puc. 4
3ananue 3. [loctpoeHne TpexMepHOil TuarpaMMel
[Ipeobpa3zyiiTe THI AUarpaMMbl B 00bEMHYIO TUCTOTPAMMY C TPEMsI OCSIMHU, Ha KOTOPOU IO OJHOM
ocu (X) OyayT yka3aHbl roja, o apyroit ocu (Y) — Ha3BaHHs IOKa3aTeJel, Mo TpeTbel ocu (Z) — vmc-
JICHHBIC 3HAYCHUS.
TexHomorust paboThI

1. OtkpoiiTe TUCT ¢ AUAarpaMMoii, MOCTPOSHHOH B 3a/laHUH 2.

2. HaBenute yka3aTenb MBI Ha CBOOOJHYIO 00JIACTh AHAarpaMMBbl U B KOHTEKCTHOM MEHIO BbI-
nojHUTE KoMaHy KonupoBarts.

3. IlepeiinnTe Ha mMycToi NMUCT AOKyMeHTa JIYKOWJ W BCTaBbTE Ha HETO CKONMHMPOBAHHYIO JHa-
rpammy.

4. HaBenuTe yka3aTelb Ha CBOOOJHYIO 00JacTh AMArpaMMbl U B KOHTEKCTHOM MEHIO BBIIIOJHUTE
koMaHy I3MeHUTh THI AUATPAMMBI.

5. B otkpeiBmiemMcst MeHio Beioepute Trn I'merorpamma, OobemHasi muiauHapudeckas. [Tomy-
qUTCsl 00BEMHAsI JMarpamMMa ¢ ABYMsI PsiIaMU IIHJIMHIPUYECKIX CTOJOIOB (MOYTH KaK Ha puc. 5).
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[onsa SKCNOPTHBLIX NMOLW/IMH B UeHe HehTH
93

#

p
" UeHa Ha HedTs, gonn /Bappens

Noanapsl

-
- FHCNORTHEIE NOWAKWHE

2004 2005 2006 2007 2008
Fogel
Puc. 5

6. Halinure u ynanure noanuck ocu «l'oab», Tak Kak OHa UMEET BEPTUKAIbHOE PACIIOJIOKEHHE.
CozpaiiTe ropu30HTAIbHYIO HOAIUCH «["0aBD».

7. Y nanure nereHay, oHa Tenepb He HyXKHa.

8. I3MeHwuTE 1BET PSIIOB NAHHBIX U CTEHOK. Y AaJMTE IPOMEKYTOUHBIC INHUHM CETKH.

JlaGopatopHas pabora 9
Tabmuunbiii pegakrop MS Excel: koHconunanus 1anHbIX
Iesnb paboThI: HAYYUTHCS OCHOBHBIM TEXHOJIOTMYECKUM ONepalysiM KOHCOJMUAALNHU JaHHbIX B Ta0-
JMYHBIX TOKyMEHTAaX.
3aganue 1. OcBoeHNE TEXHOJIOTUU KOHCOINIAUK JaHHbBIX
Co3paiite 1Be TaOIMIIBI pacyeTa 3apadOTHOM IUIATHI 32 STHBAPh M (eBpasib. BhImonHnTe KOHCOMIa-
LIUIO IaHHBIX U3 JBYX TAOJUI] [10 PACTIOIOKEHUIO.
TexHonorust padboTsl

1. Co3pnaiite HOBBII JOKYMEHT ¢ uMeHeM KoHconuaamnusi.

2. Ilepenmenyiite JInctl Ha KoHcosa.pacno. (KOHCOTUIANNS IO PACTIONOKEHUIO).

3. Co3paiite Ha nucte KoHcous.pacnoi. Tabnuily pacuera 3apaboTHOM IuIaThl (3a sIHBaph), KOTO-
pasi mpuBeieHa Ha puc. 1.

4. Paccumraiite o gopmynam 3HaueHus ctonbuos: Hauuciaeno, I[logoxoansiii Hajor, Ilencu-
oHHbII pona, O61mmii Hasor, Cymma K Bblj1ave.

5. BBeaure Hax Tabnuiel 3aroyioBok — «3apaboTHas IJIaTa 3a SHBaphby.

A B c D E F G H | J K L M N o] P Q

MopgoxogHeli Hanor 13%
MeHcnoHHLI doHA

3apaboTHaa nnaTa 3a AHBapb 3apaboTHan nnaTa 3a thespans

Damunua 3ap. Hapbaeka | Hauncnewno | Mogoxoaueli |Mencnoukeli [ Obumni | Cymma k @amunua Jap. Hapbaeka | Hauncnewo (MogoxoaHei | MeHcuonusld | OBwuiA | Cymma K
5 nnata Hanor dhoup Hanor | seigave nnata Hanor dhoup Hanor | Belgaye
6 Bopobees 3000 400 3400 442 340 782 2618 Bopobeer 3500 300 3800 494 380 874 2926
7 Metyxos 1500 200 1700 221 170 391 1309 Metyxos 2000 400 2400 312 240 552 1848
3 CuHnubIHa 1800 300 2100 273 210 483 1617 CrHLeIHa 1500 500 2000 260 200 460 1540
9 Ckeopuoe 2000 300 2300 299 230 529 177 Ckeopupe 1800 300 2100 273 210 483 1617
10 MTOro 8300 1200 9500 1235 950 2185 7315 WTOro 8800 1500 10300 1339 1030 2369 7931

12 CyMma HaYMCNeHHOIl 3apnnarhl 3a AHBapb W heBpant

Damunua 3ap. HapGaeka | Hauucnewo | Mogoxoaweid |Mencnonsbli | O6wmid | Cymma k
13 nnara Hanor dhoHg Hanor | Bbigade
14 Bopobees 6500 700 7200 936 720 1656 5544
15 MetyxoB 3500 500 4100 533 410 943 3157
16 CuHnyeiHa 3300 800 4100 533 410 943 3157
17 Ckeopuos 3800 600 4400 572 440 1012 3388
18 MTOro 17100 2700 19800 2514 1980 4554] 15246

Puc. 1

6. CKOHHPYﬁTC CO3TaHHYIO Ta6J'II/II_[y BMECTC C 3aroJIOBKOM B JpYTYIO 00J1aCTh TOTO K€ JIUCTA

(puc. 1).

7. VI3meHuUTE 3arojIoBOK — «3apaboTHas miata 3a GeBpaiby.

8. 3menwnTe B TabmuIe 3HAYCHHUS 3apaOOTHOW TUIATHl M HAJI0ABOK MO CBOEMY YCMOTpPEHHIO. BhI-
qHCIsieMble SYSHKH aBTOMAaTHUYEeCKU U3MEHSTCA.

9. J11s1 KOHCONMUALMK YCTAaHOBUTE Kypcop B IEPBYIO A4YeHKy 00sacTH, rae OyAeT pacrnonararbes
KOHCOJIMIMpOBaHHas Tabnuia, HarpuMmep B stueiiky Al3 (puc. 1).

10. C momompio komauael Jlanubie, Padora ¢ nannbiMu, Koncoanaanus, Koncoauaamusa ot-
Kkpoite okHO KoHconupanmus.

11. YcranoBute ¢pyHKIn0 KoHComuaanuu Cymma.
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12. Beenure B mosie CchblUIKAa UMs TIEPBOTO KOHCOJIMIUPYEMOTO JHMANa30Ha, BBIACIUB HA JIHCTE
TaOJIMITy 3apIUIaThI 3a THBAph (BMecTe ¢ (DaMIIMSIMHU M 3ar0JIOBKAMHU CTOJIOIOB).

13. Haxmute kaonky JJo6aButh. Ha3Banue quama3oHa JOKHO MEpEeMECTHTHCS B mosie CHucoK
AHUANA30HOB.

14. TloBTopuTe AeiicTBUs NMyHKTOB 12-13 nis BBOJA CiEAYIOLIEro JMara3oHa KOHCOJMUIAIUU —
3apIuiaThl 3a eBpab.

15. YcranoBute (hiakkyu MOANMCH BePXHEH CTPOKHM U 3HAYEHHS JeBOro croadma. Haxmure
OK

16. IlpocmoTpuTe TabaMIly, MOJYYCHHYIO B Pe3yibTaTe BBINOJIHEHHOW KoHconmumauuu. O6e uc-
XOJIHbIE TAOJIULIBI UMEIOT OJJUHAKOBYIO CTPYKTYPY — PaBHOE KOJIUYECTBO CTPOK U CTOJIOIOB, UJIEHTHYHBIE
MOJIMUCH CTPOK ((haMUIIHK) U 3aT0JIOBKHU CTOJIOOB. MITOoroBas Tabiniia uMeeT Ty K€ CTPYKTYPY, B UHCIIO-
BBIX fYeiiKax pa3MenieHbl CyMMapHble JaHHbIE IO ABYM TaOIuIaM.

17. Bemmonuute emnie pa3 KOHCOJUIALUIO TaOIUIl U B CBOOOJHOM 00JIACTH MOCTPONTE TAOJIHUILY
CpeIHEMECSYHBIX 3apIuiar (puc. 2).
A B

C D E F G H
20 CpegHemecs4yHas 3apnnarta 3a AHBapb M (heBpans

Damunus 3ap. Hapbaeka | Hauncnewno | Mogoxoanen |MencHontein | OBwmA | Cymma K
y | nnara Hanor choun Hamnor | Bblgaye
22 Bopofees 3250 350 3600 468 360 328 2772
23 Metyxos 1750 300 2050 266.5 205 4715 1578.5
24 Cunnugina 1650 400 2050 266.5 205 4715 15735
25 CkBopuoe 1800 300 2200 286 220 506 1694
26 UTOro 8550 1350 9900 1287 990 2217 7623

27
Puc. 2
18. BoinonHuTe emie pa3 KOHCOJIUAALNIO TaOJull U B CBOOOJHOW 0OJNACTH MOCTPONTE TaOIHILy C
MaKCUMaJIbHBIMHU 3HAUCHHUSIMH 3apIUIaThl ¥ HAaJA0ABKHU, MOTYYCHHBIMHU COTPYAHUKaMHK (puc. 3).

19. CoxpaHuTe JOKYMEHT.

A B c D E F G H
25 MakcumanbsHble 3HavYeHWA 3apnnatbl U HaabaBKK 3a AHBapPb W hespanb
Damunua 3ap. Hanbaeka
29 nnata
30 Bopofees 3500 400
31 |Metyxos 2000 400
32C 1800 500
33 Ckeopuyoe 2000 300
34 UTOrO 8800 1500
35

Puc. 3
3amanue 2. OcBOeHNE TEXHOIOTHY KOHCOMUAAINH JaHHBIX
BrImonHuTEe KOHCONMUIAIUIO JAHHBIX U3 IBYX TaOIUI IO KATETOPHUSIM.
TexHonorust paboTsl

1. Otkpoiite daiin Koncoamaanus, CO3JaHHbII B IEPBOM 3a/laHUH.

2. Crormpyiite nmuct KoHcoJ.pacnoi. u nepenMenyiite ero Ha KoHcoJ.karerop. (KoHCOIH/Ia-
LIUS 110 KaTETOPHSIM).

3. Ynanmure Ha nucte KoHcos.kaTerop. Bce naHHbIE HIDKE MEPBBIX JABYX TaOmwMIl (3apriara 3a
SIHBaphb U (eBpab).

4. Ha mucte KoHcou.kaTerop. BCTaBbTE BO BTOPYIO Tabnuily (3apruiata 3a (eBpasib) HOBBIU
cronber IIpemus (puc. 4) 1 3aNI0JHUTE €T0 JAHHBIMU.

5. Jlo6aBbTe cTpoKy ¢ hamutueii JsITJIOB 1 TaHHBIMH JUTS HETO 10 3apruiate (puc. 4).
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1 |MoacxoaHsli Hanor 13%
2 |MeHCHOHHEN GoHg 10%
3
4 |3apaboTHan nnara 3a AHEapkb 3apaGorHaA nnata 3a heEpanes

Damunua 3ap. Hapbaeka | Hayncneno | MogoxogHen | MeHCHOHHBIM | OOwni | Cymma K [GET I 3ap. NMpewus | Hapbaska | Hauncneo |MogoxoaHei | MeHcHoHHBM | ODWwMA | Cymma K
5 nnara Hanor hoHa Hanor | Bbinave nnara Hanor thoHa Hanor | Belgade
6 |Bopofkee 3000 400 3400 442 340 782 2618 Bopobees 3500 1000 300 4800 624 480 1104 3696
7 |Metyxos 1500 200 1700 221 170 391 1309 MeTyxoB 2000 800 400 3200 416 320 736 2464
2 |CHHUUBIHA 1800 200 2100 273 210 483 1617 CHHMUEIHA 1500 500 500 2500 225 250 575 1928
9 |CkeopuoE 2000 300 2300 299 230 529 1771 CKEOPUGOE 1800 1100 300 3200 416 320 736 2484
10 WTOro 8300 1200 9500 1235 950 2185 7315 OATNoE 3000 &oo0 400 4000 220 400 220 3080
11 uToro 11800 4000 1300 17700 2301 1770 4071 13629
12 |CymMMa Ha4yMCNEHHOW 3apnnaTkl 3a AHEapL W eBpank

[GETT I 3ap. Mpewmua Hapdaeka Hauncneno |MogoxoaHed [Mencuon| OdwkA |[Cymma K

nnara Hanor HBIA Hanor |Bblgaqe

13 thoHa
14 BopoOeee 6500 1000 7o0 6200 1066 820 1886 6314
15 |MeTyxos 3500 800 600 4300 637 430 1127 3773
16 | CHHUUBIHE 3300 500 800 4600 598 460 1058 3542
17 | Ckeopuoe 3800 1100 &00 5500 7158 550 1268 4235
18 |dAtnoe 3000 600 400 4000 520 400 920 3080
18 MTOro 20100 4000 3100 27200 3536 2720 6256 20944
20
21 CpegHeMecAYHaA 3apnnara 3a AKBape W eBpans

Damunua 3ap. Mpemus HapbaBka Hauncnexno |Mopoxoanbid|Mencuon| Ofwwa | Cymma K

nnara Hanor Hlit Hanor | ebigave
22 thoHa
23 |Bopobbee 3250 1000 280 4100 533 410 943 3157
24 |Memyxoe 1750 800 300 2450 3185 245 5635 18865
25 | CHHNUEIHA 1650 500 400 2300 299 230 529 177
26 |Ckeopuce 1900 1100 200 2750 3575 275 6325 2175
27 |Oatnoe 3000 500 400 4000 520 400 920 3080
26 UToro 10050 4000 1550 13600 1768 1360 3128 10472
Puc. 4

6. McnpaBbTe (hOPMYIIBI C YIETOM CICTAHHBIX H3MCHCHHIMA.

7. IlpoBeauTe KOHCOMUIAIMIO JAHHBIX MO KATErOPUAM U IMOIYYHTE TaOIUIly CyMMapHOW 3ap-
IUIaThI 32 JBa Mecsina (puc. 4).

8. [IpoBeanTe KOHCOMUAAINIO JAHHBIX MO KAaTETOPHSIM U MOIY4YUTE TaOIHIy CpeAHEMECSYHOM
3apIuIaThl COTPYIHUKOB (puC. 4).

3amanue 3. 3aBUCUMOCTH POpMyIT
Hccnenyiite rpadguueckoe 0ToOpakeHNe 3aBUCUMOCTEH sUeeK IpyT OT Apyra.
TexHonorus padboTs

1. Otkpoiite nokymeHT Konconupaumus.

2. Iepetiqute Ha nuct Koncoa.karerop.

3. YcraHaBimBaiiTe Kypcop Ha SUYEHKY B KaXIOM CTOJOIE, HampuMmep, Tabauibl 3apadoTHas
miara 3a (¢eBpaJib U BHI3BIBANTE 3aBUCUMOCTH KHOTKaMHU Biusiiomue siyeiiku u 3aBucHMbIe siYeiiku
(DPopmyJnl, 3aBucumoctu opmya). [TosBITCS CTPENKH, yKa3bIBAIONIME HA 3aBUCHMOCTH SYCHKH OT
JIPYTUX SYEEK U e BIUSHHUE Ha APYTUe STUCHKH.

JlaboparopHuas padota 10
ITporpamma nipesenTaruii MS PowerPoint: co3aanue u 3amyck npe3eHTamnmi
Lenp pa®oOTHI: HAYYIUTHCS OCHOBHBIM TEXHOJIOTMYECKHM OTICpAIMsIM CO3JaHMS M 3aIyCcKa Mpe3eH-
Taluu.
3ananue 1. Coznanue npe3eHTauu 1o madioHy
Co3paiiTe Mpe3eHTalLUIO N0 CTaHJAPTHOMY IIa0JIOHY.
TexHonorust paboTsl

1. 3amycrure nporpammy Microsoft PowerPoint.

2. Otkpoiite cimcok komana kaonkoi Office.

3. Beibepute komanny Co3natb, YcraHoBjdeHHble ma0/aoHbl, Kiaccuueckmii goroannoom,
kHomnka Co31aTh.

4. PaccmotpuTe cnaiifi. B myHKTUpHBIX paMKax claiiia yKa3bIBalOTCS MHCTPYKIIUU JUIS U3MEHe-
HUS clainoB, Hanpumep: «lllenkHUTE U BBEANUTE NATy M APYTHE TaHHBIC).

5. 3amenute ppazy «Knaccuueckuit potoanpoom» Ha «Jlukne KuBOTHBIE AQpPUKI.

6. BBemute naty, cBOIO (haMUIIHIO, HMSI M TPYIIITY B APYTYIO 00JIacTh ClIaia.

7. VI3menure nepByto ¢otorpaduio Ha TUTYJIBHOM CIaiJie: [EITYKOM Ha HEH BBHI30OBUTE KOMAHIY
KOHTEKCTHOTO MeHIO I3MEeHHTh PUCYHOK. YKaxuTe (ailsl ¢ puCyHKOM, BEIOpaB €ro U3 3aroTOBOK B ITaIl-
ke @oToaab6oM. Ha3zBanus (aiiinoB ucnosb3yiiTe Kak MOAMUCH K H300pasKEeHHSIM.

8. 3menuTe BTOpOH Crnait.

9. Ilepeiinute k cremytomeMy ciaiiay. OOpaTuTe BHUMaHUE Ha ykazaHue: «BpiOepure mMaker».
[lenkHyB Ha claiizie, BRI30BUTE KOMaHIy KOHTEKCTHOr0 MeHI0 MakeTt. Beibepure makeT AJIbOOMHAas ¢
HANMMCBIO [T OJTHOTO N300pasKeHHS.

10. BcraBbTe B cnaiin nzo0paxkeHrue u3 a000ro ¢aiiyia yKa3aHHOW BBIIIE MANKW C TTOMOIIBI0 KO-
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Manasl Beraska, MiumocTpaunu, PucyHok.

11. OdopmuTe ocTaBIIMECS CIANTBI.

12. Coxpanute npesenranuio (kHonka Office, Coxpanuthb kak, [Ipesentanus PowerPoint 97-
2003). HazoBure daiin doToanboom.

3ananue 2. Pexxumsl paboter B PowerPoint 2007

W3yuaute pesxuMbl paboOThI O craiimamu B cpene PowerPoint 2007.

TexHonorust paboTbI

1. OTkpoiiTe CO3IaHHYIO B MIPEABIAYIIEM 3alaHuK Npe3eHTanuo ®oroanandom. Halimure B HUX-
HEll YaCTH OKHA KHOIIKHU MMEPEKITF0UCHHS PSKUMOB pabOThl (EEE

— pexuM OObIYHBII;

— pexuM COpTHPOBILMK CJIAM/10B;

—pexuM [loka3s ciaiinos.

2. BximrounTe MX 1O OYepeAr W OINMpPEENIUTe pa3HUIly B padoTe 3TUX pekuMoB. OTBEThTE HA BO-
rpoc: «J1yist uero Hy&eH KaKIbli pexum?».

3. Ilepeiinute B pexxum OObIYHBIN (KoManna Bua, Pexunmsbl npocMoTpa npe3enTanuii, O0bI4-
HBIH WM COOTBETCTBYIONIAsI KHOTKA MEPEKIIOYCHHS PEKUMOB PadOTHI).

4. Haitnurte cneBa BKJIAIKU niepekiatoueHus B oonactu Caaiiabl u CTpykTypa.

5. Haiigute o6nacts 3ameTku K ciaaiiny. Beenute B 3Ty 0061aCTh KOPOTKHE KOMMEHTapUU K KaxkK-
JIOMY Claimy.

6. U3sMenuTe MaciiTadbl cliaiga B OKHE C IIOMOIILI0 KoMaHasl Bua, Macmrad, Macmrao.

7. Jlo6aBbTe HOBBIN ciaiig komanaou ['aBuas, Caaiiabl, Co3aaTh ciaaia.

8. Hanmmure B TekcToBOM ToJie ¢ppazy «Crnacubo 3a BHUMaHUEY.

9. IlepeiimuTe B peKUM COPTHUPOBIINKA CIIAHIOB.

10. CxonupyiiTe BTOpPOIl claii U BCTaBbTE €ro B KoHel. JlJis 3Toro:

W Ha)kaTHEM IIpaBOi KHOIMKH MBIIIM Ha BTOPOM CJIaii/ie BBI30BUTE KOHTEKCTHOE MEHIO U BHIOEpUTE
komanny Konuposars,

W [IEJKHYB IIPaBOM KHOIKOM MBI 10 MOCIIEAHEMY ciaiiny, BeiOepute komanay BeraBurs. Ko-
MU BTOPOTO ciaifzia 100aBUTHCS MOCIIE HETO.

11. Y anure nocnenHuii cian.

12. TIlpocmoTpuTe npe3entauuto. Mcnonb3yiite kinasury F5S 1i1s 3amycka nmpe3eHTauu B pexume
IMoka3 caaiigoB. CMeHa ciaifioB OyAeT MPOUCXOJAUTH MOCHE HaXaTHs MoJib3oBaTeneM kiapumu IIpo-
oeur.

13. Jlyisi IpOM3BOJIBHOTO MOKa3a HECKOJIBKHUX BBIOPAHHBIX CIIANWIOB OTKpOHTE OKHO IIpou3BoIbL-
Hb1i noka3 rpynnsl IToka3 caaigos, Hauars nokas ciaiinos.

14. Otkpoiite okHO 3ajaHMe MPOM3BOJIBLHOIO MOKAa3a C MoMoulbio0 KHONKU Co31aTh B OTKPHIB-
memcs okHe IIpou3Bo/ILHBIN NTOKAa3.

15. BoibepuTe nepBblii ¥ OCTEAHUN ClaiAbl, T00aBUB UX B CHUCOK CJIAaiJI0B MPOU3BOJIBHOTO MO-
Kasza.

16. BeiOpaHHBIN 1TOKa3 0 yMOT4aHHIO Ha3biBaeTcsi IIpon3BoabHblii nokas 1. [Tpu sxenannu u3-
MEHUTE €T0 Ha3BaHUE U 3aKPOMTE OKHO CO3/1aHUs IPOU3BOJIBHOIO [TOKa3a CIIAN/I0B.

17. HaxmuTe KHONKY IMPOMU3BOJILHOTO MoKa3a. Teneps uMs Ilpon3BoJbHbIi noka3 1 coxpaHeHo
B CIIMCKE NMPOU3BOJIBHBIX MOKA30B, U B JII000 MOMEHT MOYKHO 3aIlyCTUTh 3Ty MOCIIEA0BATENbHOCTh Cllaii-
JIOB.

3ananue 3. Co3aaHue NMPe3eHTALUH ¢ UCTIOIb30BaHUEM 1a0JI0HOB OPOPMIICHHS
CoznaiiTe mpe3eHTaluIo C UCTIONIb30BaHUEM 1Ia0JI0Ha OPOPMIICHHUS.
TexHomnorust paboThI

1. Bemmonuaurte komanay kuonku Office, Co3maTs.

2. Otkpoiite roToBylo npeseHTanuio u3 pasaena lladaonbl rpynnel YcTaHoOBJIEHHbIE MIA0J10-
Hbl, 3HakomcTBO ¢ PowerPoint 2007.

3. O3HaKOMBTECh C BO3MOXKHOCTSIMHU Mporpammbl PowerPoint 2007, oTKpbIB MPE3CHTAIMIO B pe-
KUME pY4IHOro npocmoTtpa (dpyHKIHOHAIbHAs KiaBuma F5). Jlucraiite cinaiifibl ¢ MOMOIIBIO KIIABHIIN
IIpo6eJ. [IpounTaiiTe TEKCT HA claiiax ¥ 0OpaTUTE BHUMAHKUE HA UX JU3aiH.
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4. Bepnutech B pexxuM OOBIYHBIN.

5. 3agaiiTe 1BE pa3HbIe TeMbI ToOYepeIHO KoMaH 101 Ju3aiin, TeMbl.

6. CpaBHUTE CO3/IaHHYIO MPE3CHTAIUIO C IPOCMOTPEHHOM paHee.

7. IlonpoOyiiTe W3MEHATHh pa3Hble MapaMeTpbl (OHA CIaiI0B, UCMIOIL3Ys TaKUE KOMAaHIbI, Kak
HMu3aiin, ®@on, Ctusin dona u /Iu3aiin, Tema, IIBera, a Takke BrIOMpas mapaMeTpbl B JUAIOTOBOM
okHe @opmar ¢ona rpymnmns! Au3aitn, PoH, Hanpumep:

— 3QJIMBKY CJIai/1a;

— TEKCTYpY;

— 1BET;

— mpudT U 1Ip.

3ananue 4. Co3ianre HOBOM MPE3EHTALIUU C UCIIOIb30BAHUEM MAKETOB
Co3pnaiiTe HOBYIO ITPE3CHTAIIUIO, UCIIOIb3Ysl MaKEThl CIIAN]I0B.
TexHonorus paboTsl

1. Tocne 3amycka nporpamMmsl Beioepute u3 Merto kHonku Office komanay Co3znare, IlycTbie u
nocjennue, Hosasi npesentanusi, Co3aarhb.

2. Beibepute Temy i ohopmiieHus mpe3eHTamuy (komanaa Ju3zaiin, Tembl).

3. Otkpoiite Habop MakeToB komaHou [iaBuasi, Caaiiabl, Maker. OOBIYHO, €CJIM HU OJUH U3
MakeToOB HE MOAXOAUT, BeIOMparoT BapuaHT IlycToii ciaiig u caMOCTOSTENBHO CO3/1al0T 00JIacTH IS
pa3MenieHusi OObEKTOB.

4. BoibepuTe 1715 IEpBOTO Cllaiiia npe3eHTanuu MakeT TUTY/IbHBIH ciaiia.

5. BBequTe B 1OJ€ 3aroioBKa cliaiiia TeKCT «ABTOMOOWMIINY, B IIOJIE MTO/I3aroJioBKa — (haMUIIHIO,
UMs U y4eOHYIO TPYIIILy.

6. Jlo0aBbTe HOBBIM ciaiig komauaoi I'naBuas, Caaiabl, Co3aaTh ciiam.

7. BeibepuTte Al BTOPOro claiiia MakeT 3arojioBoK U 00bEKT, pa3MeTKa KOTOPOTro Mpernoiara-
€T BCTAaBKY Pa3HBIX JIECMEHTOB.

8. BcraBbTe emie Tpu cnaiina.

9. Bo BTOpOM cltaiijie pacioyIOKHUTe OJIMH U3 PUCYHKOB C MOANKMCHIO U3 Manku doTorajisiepes.

10. BeraBbTe B TpeTHil ciaii 00bekT SmartArt (puc. 1).

- * UaeanbHasn
YyNpaenAaeMoCcTb
Puc. 1

11. Pacmionioxute B 4eTBEPTOM CJjaifjie TaOUIly CTOMMOCTEH MEePEUHCICHHBIX MOJIENe aBTOMO-
ouJien:

* CO343H ONA
Byaywero

* HOBbIH
yHWBepcan

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 TAOJMIIBI B TI0JIEe OOBEKTOB Cllaii/1a JUAIOTOBOE OKHO
JUISL CO3/1aHUs TaONIUIBL. 3aaliTe KOJTMYECTBO CTOJIOLIOB M CTPOK (ABa CTOJOLA U YETBHIPE CTPOKH). 3ar1oi-
HUTE SYEUKH JaHHBIMH.

13. BctaBbTe B NATHIM CcrHaii THCTOrpaMMy CTOMMOCTH YKa3aHHBIX aBTOMOOWIJICH JBOWHBIM
IIEJTYKOM Ha 3HAauKe JuarpaMMsbl. B oTkpeiBLICiics Tabnuile OTKOPPEKTUPYITE NaHHBIE Ul IIOCTPOEHUS,
UCIIOJIb30BaB Tabmuiy u3 1. 11 (puc. 2).
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Puc. 2
14. CoxpaHuTe npe3eHTaLUI0 ¢ UMEHEM ABTOMOOMIIN.
JlaGopaTopHas pabora 11
[Mporpamma npesentamuii MS PowerPoint: ¢opmarupoBanue ciaiinos
Lesb paboOThI: HAYYUTHCS OCHOBHBIM TEXHOJIOTHYECKUM olepanusiM (opMaTUPOBAaHUS CIANI0B.
3amanue 1. PegaktupoBanue ohopmiIeHUS Mpe3eHTAUN
Cospaiite npe3zenTanuto u3 9 cnaiios. [IpumMeHnTe K HUM pazHble HapaMeTpbl 0POPMIICHHUS.
TexHonorus paboTsl

1. Co3naiite HOBBIH ailn npezenTanmu. Coxpanute ero, 1aB HazBanue Ilepudepuiinbie ycTpoii-
CTBA.

2. Iepetinute B pexkuM OObIYHBIIA.

3. lobaBbTe B MPE3CHTAIMIO SIIC OMH CIIAiI.

4. PaccmoTpuTe ciaiiipl. OOpaTiTe BHUMaHUE Ha TO, YTO B ciaiijaXx pa3MelleHbl TEKCTOBbIE paM-
KM C HaJITUCSIMH, COJICPKUMOE U 0(hOpMIIEHHE KOTOPBIX MOXXHO MEHATh. Claiipl HMEIOT €JMHOE CTHIIE-
Boe odopmileHHE — (POHOBBIN PUCYHOK, MapaMeTpbl MpudTa 1 npodyre ieMeHTbl. Ha nepBoM, TUTYIb-
HOM cliaiiie oopMIIeHHE MOXKET OTJIIMYAThCs, HO JOJDKHO COOTBETCTBOBAThH €AMHOMY CTHIIIO. B Kaxaom
craiiie ecTh 00BEKT — HAAMMUCH IS 3arojoBKa, KOTOPBIN OTIMYAeTCs OT APYruX 0OBEKTOB claiina. 3aro-
JIOBOK OIpeJieNsieT Ha3BaHUe ciaiiia B Mpe3eHTaluH.

5. PaccMoTpuTe nepBblif, TUTYIBHBIN Al (Takue ciaaiabpl pa3auyaloTcsi KOMIBIOTEPOM TaK XKe,
KakK, HalpuMep, cpesia TEKCTOBOTO Mpolieccopa pa3indaeT MepBblid JUCT). TUTYIBHBIX CIIaliJIOB B IIPE3€H-
TaIMM MOXKET ObITh HECKOJIbKO. OHM MO3BOJIAIOT OTJEIUTh TEMATHUYECKUE Pa3/ieNbl B JTUHHON Ipe3eHTa-
1uu. JIro60i 00BEKT B Cllaii/ie MOKHO BBIIEIUTDH IIETYKOM M U3MEHUTh WIH YAAIUTh. Beiaenure TekcTo-
BOE I10JI€ 3ar0JIOBKa U MONPOOYHTE €ro CIIBUHYTh.

6. st oToOpakeHust Ha ciaiiax aBrosnemMenToB Kononturys, lata 1 Homep BbimmomHUTE KO-
Manny BeraBka, Teker, KonoHTHTY IBI.

7. B otkpeiBiemcs okHe KonmonTuryJbl Ha Bkiajake Coaaiin Beioepute Jlaty u Bpemsi (aBT0006-
HOBJIeHHE 1N pukcupoBano), Homep caaiina u Huxanii KOJOHTHTY.I.

8. B mycrom nojie HusKHMIA KOJTOHTHTYJI 3aITUIIATE CBOIO (PaMIIIHAIO, UMS ¥ YICOHYIO TPYIIITY.

9. Haxxmurte kHonky IIpuMeHHTH KO BeeM.

10. Be13oBuTe Ha JIeHTY BKiIaaky OoOpa3sen cjaaiiagoB komanaoi Bua, Peskxumbl mpocMoTpa npe-
3enTauuu, Odpasen caaiigoB. Komanasl rpynnsl U3MeHUTh 00pa3en] OTKPHIBAIOT 00JIACTh C BUJAaMHU
00pasmoB — 00pa3IoM 3arojlOBKOB (TUTYJIHHBIX CIIAMI0B) U 0Opas3iaMu ciaiifoB. M3mMenenne B opopm-
JIHUH cliaiiia o0pasia odecreynT u3MeHeHne o(popMIICHHUs BCEX CIIAiI0B Mpe3eHTalllH.

11. Beigenure oOpasern TUTYJILHOTO JIUCTA.

12. OTkpoiiTe cnucok 3amoHUTeNe komanaoi Oopa3sen ciaaiiioB, Maker oopa3ua, BeraButh
3aNOJIHUTENIb U BEIOCPUTE HYXKHBIN THIT paMKH (HaripuMep, pucyHok SmartArt).

13. HlenkHuTE B MOJ€ MaKeTa M PACTSIHUTE paMKy. J{BOMHBIM IIETYKOM BHYTPH paMKH OTKpoOiiTe
BKIaaKy dopmar.

14. BeiGepuTe MHCTPYMEHT pHCOBaHHs (UTYpbl — 5-KoHeuHasi 3Be3na — B rpymnmne dopmar,
BceraBka ¢urypsl. Co3gaiite nzoOpaxkeHue 3Be3/1bl B OTHOPMATUPYHTE €ro. 3amaiTe IBET 3aJIMBKH U
no6asbre B purypy texct — «IBl». K Ttexcty mpumenute popmarupoBanue OTpakeHHe, UCIIOIb30BaB

KHONKY w3 rpymmnsl @opmar, Ctuau WordArt (puc. 1).
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15. [lepemectute noiyuyeHHYIO GUTYpy B MPaBblil BEpXHUI yroi oOpasiia TUTYJIBHOTO ciaiiia.

16. Y nanure pamxy SmartArt.

17. Ilepemectute aBTORIeMeHTHl KomonTuTys, Jlata 1 Homep B BepxHIOIO 4acTh cliaiija, BbIje-
JIUB UX [TOOYEPETHO LIEITIKOM.

18. BcraBbTe QoTorpaduio MepcoHATBLHOr0 KommbioTepa w3 mamnku PowerPoint 2007 (daiin
Kommnbrotepl.jpg) komanmoit BeraBka, Minwocrpanun, PucyHok.

19. [IponopunoHaIbHO U3MEHUTE pasMepsl (hoTorpaduu, pa3MecTUTE €€ B LIEHTPE TUTYIHLHOTO
claiiia moJ| 00JIaCThIO MOI3ar0JI0BKa, 3aXBATHB 32 YITIOBOW MapKep 0OBbeKTa.

20. 3smeHuTe CTUIIb PUCYHKA, HCMOIb30BaB Komanny ®opmart, CTujiu pucyHkoB, IpdekThl
JJISl PUCYHKA.

21. 3menute dpopmar oHa.

22. llepeiiaure B pexxuM OObIYHBII. Beiiennre THTYIBHBIHN JTUCT.

23. IlogHUMHTE BBIIIE TEKCTOBYIO PaMKy 3arojioBKa M IOJ3arojiOBKa; HAIMUIIMTE 3arojOBOK —
«[lepudepuiiabie ycrpoiictBa». Pasmep mpudra 3aromoska 60 mr.

24. B o0nacty moA3arojioBKa HaMUIIATE 10A3arojJoBOK «MOHUTOPBI».

25. IMomy4yeHHbI 00pa3el TUTYIBHOTO JHcTa (puc. 2) OyAeT HCIOJIB30BAThCS TOJIBKO B IIEPBOM
cnaiine. Ha Hem Oymyt pasmeriatbes (ororpadus Kommsrotepl.jpg, mata, GaMuins U WHUIIHAIBI CTY-
JIeHTa, HoMep cTpaHulbl. [Ipy HEOOXOAUMOCTH CO3JaHMsI HOBOTO pasjesia Mpe3eHTaluu 3TOT oOpazel
MO’KET UCIOJIb30BaTHCS IIOBTOPHO.

NepudepuinHole H
YCTPOWNCTBA

MoHuUTOopsI

Puc. 2

26. AHanoru4Ho opopMHUTE DIEMEHTHI Ha 00pa3Ile A OcTadbHBIX criaiioB. BcraBpre B O0pa3en
caaiioB Gororpaduio MOJHOIO YKOMIUIEKTOBAaHHOTO KoMmmbioTepa u3 daitna Kommberorep2.jpg. IIpo-
MOPLHUOHAEHO U3MeHHTE (HOoTOrpaduio U MepeMecTUTe B JIEBBIN HIKHUN yroll o0pasiia ciaioB.

27. Boibepute ¢urypy I'opu3oHTaNBHBIIN CBUTOK, OTKPHIB HaOop ¢uryp komanmoir BeraBka,
Nnmoctpauun, @urypsl, 3Be3/1bl U JeHThI. J[00aBbTe €€ B HHKHIOIO YacTh ClIai/ia mocepeuHe.

28. JloGaBbTe Ha co3manHylo purypy Hagnuchk «MHDOpMaTHKa» B OAHY CTPOKY C MOMOIIBIO KO-
MaH1bl U3MEHUTh TEeKCT KOHTEKCTHOIO MEHI0. Haamuch BEIPOBHSNTE MO LIEHTPY.

29. smenuTe mpu HEOOXOIUMOCTH Pa3Mephl CO3aHHON (PUTYpHI Tak, YTOOBI HAJMUCH MTOMEIIA-
Jach BHYTPH HEe.
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30. U3menuTe 3anuBKy (urypsl, mpudt, pasMep U HayepTaHUE HAAMUCH C TIOMOIIBI0 KOMaH]IbI
®opmaT pUrypbl KOHTEKCTHOTO MEHIO.

31. 3menute ¢oH oOpasma Tak, 4T00bI OH OTIUYAJICS OT MPEKHET0, HO XOPOIIo coderancs ¢ (o-
HOM THUTYJIBHOTO JIMCTA.

32. 3akpoiite obpaser crnaiinoB komanaoi Bua, Pesxkumbl mpocMmoTpa npe3entanuu, O0bIYHbII
U IPOCMOTPUTE BUJ N3MEHEHHOH Npe3eHTaLUH.

33. B pe3ynbraTe BBITOTHEHUS 3aaHus | TOJDKHBI OTYYUTHCS J1Ba 0Opasma: o0paser TUTYIbHO-
ro jucra u oOpasell ciai10B, KOTOpbId OyaeT MCIOJIb30BaThCS ISl CO3/1aHus ClIaiiioB 2-9 Npe3eHTalHH.
B kaxioMm HOBOM claiifie aBTOMaTHYeCKH OyayT pasmenieHsl: Gpotorpadus Kommnbrorep2.jpg, duryps B
BUJI€ JIEHTBI ¢ Haanuceio BHyTpH «MHpopMaTukay, nara, paMuiIusg U UMs CTYIEHTa, IPyIIa, a Takxke
HOMEp CTPaHUIIBI.

34. JloGaBbTe ceMb claigoB. Y OeIUTeCh, YTO BCE CO3/IaHHBIE HA oOpasiie (Ciiaia 2) 3JeMEHTHI B
HHX IIPHCYTCTBYIOT (pHC. 3).

ObpaseL, 3aronoBKa

* Obpasel TeKkcTa

— BTopoli ypoBeHb

* TpeTuit ypoBeHb
— YeTBepTbii yPOBEHD
» MATbIAYpPOBEHE ! || 1

Puc. 3

35. 3anaiite > deKThl aHUMAIMK AJIST COAEPKUMOro claiiioB B pexkxume Obpasen caaiigos. s
n3zobpaxxenust Kommnbiotepl.Jpg Ha oOpasiie THTYIbHOTO jucta HacTpoirte 3ddekr HuTh xomanmoi
Anumanus, Aunmanusi, Hacrpoiika anumanuu, [JodaBurs 3¢g¢dexr, Bxoa, [Apyrue 3¢ dexrsl,
Caoxuble, HuTh; /Uisi TOPU30HTAIBLHOTO CBUTKA HacTpouTe 3Pdext anumanuu Bxoa, ZKamwosu. [Ipu
JIEMOHCTpAllUK Mpe3eHTallM aHuMalMoOHHbIN 3¢ dext FKasro3m Oyner oToOpaxkaTbcsi Ha BCeX cilaijax
co 2-ro no 9-ii.

36. Ha tutynpHOM crnaiife Bbienute nzo0OpaxeHune Kommbrorepl.Jpg W BBINOIHUTE KOMaHIY
Anunmanus, Hacrpoiika anumanuu, Havasno, C npeasigymmm.

37. AHanoru4HbIe JeHCTBUS BBIIIOJHUTE I TOPU30HTAIHLHOIO CBUTKA HA BTOPOM CIalIe.

38. Coxpanwure pe3ynbTaThl padoTsl B daiine [lepudepuiinbie yeTpoiicTsa.

39. [IpocMoTpUTe MPE3EHTALNIO C TIOMOLIbIO (PYHKIMOHAIBHOM KiaBuIu FS5.

3ananue 2. MadopMannoHHOE HATIOJTHCHHE MPE3CHTAINH
HanosHuTe crnaiiipl Npe3eHTaluN COIEPIKAHUEM.
TexHonorust paboTsl

1. OtkpoiiTe co3naHHyIO B MpeabIayIeM 3aJaHuu npe3enTaiuio Ilepudgepuiinbie ycTpoiicTsa.

2. Tlepeiinute k pexxumy O0bruHbIi (Bua, Pexxnmbl mpocmorpa npesentanuu, OObIYHbBIN WIH
COOTBETCTBYIOIIAsi KHOIKA MEPEKITIOUEHHS PEKUMOB PabOTHI).

3. PasmectrTe moovepeIHO B cliaiiiax Mpe3eHTAMA O0BEKTHI H TEKCThI, YKa3aHHbIC HIKE.

Caaiig 2

4. Beeaute B moste 3aroioBka ciioBo «Ctpykrypay (puc. 4).

84



CTpyKTypa

NepudepuitHsie
YCTPOICTEa

[ T T 1

YcTpoiicTea
oBmena (mexay
KOMNbKOTEREMMU)

BHeWHAR YCTpOCTEa YcTpoiicTes
namaTe 88043 B5IB0A3

|
LLF
Puc. 4

5.B cnaiine pasmectute cxemy «llepudepuiinpie ycTpoiicTBa», BBIOpAaB HYKHBIE 3arOTOBKH
SmartArt komanaoit BeraBka, Mitocrpanun, SmartArt, Uepapxus, Uepapxus.

6. Ha 3aroToBKe cXeMbl YAaJIUTE BCE OOBEKTHI TPETHETO HEPAPXUUECKOTO YPOBHSI.

7. Beienute nepByro GUrypy cieBa BTOpOro HEPApXUUYECKOro ypOBHsL.

8. Jlob6aBbTe cieBa OT Hee emie ABE (Uryphl C MOMOIIBIO KOMaHbl KOHTEKCTHOTO MeHio Jloba-
BUTH Qurypy, lodaBurts ¢urypy ao.

9. Breaute B KaXIAyI0 QUTYPY COOTBETCTBYIOIIHIA TEKCT.

10. M3menute Bce QUryphl cXeMbl Ha OareTHyro pamky. s 3TOro, BBIIEIUB MX MPH HaKaTOH
kiapuim Shift, HaXKMUTE PaBOY KHOIIKOW MBIIIU HA OJJHOM U3 QUTYp U B KOHTEKCTHOM MEHIO BBIIIOIHH-
Te komanny U3mennts ¢purypy, OcnoBubie ¢purypsl, barernasi pamka.

11. I3mMeHuTE LBET JIMHUM, 3AJIUBKY U IPyTHUE TTapaMeETPHI.

Caaiig 3

12. Beeaute TeKCT 3arojioBka: «OCHOBHbBIE XapaKTEPUCTUKHU MepUPEPUITHBIX YCTPOHCTBY (pHC. 5).

13. Ilpu pa3paboTke NTaHHOTO claiiia IenKkHUTe Ha cioBe TekeT cjaiiia B MyHKTUPHOM pamke.
[lepeiinuTe ¢ mMOMOIIBIO KOMaHAbl KOHTEKCTHOTO MeHI0O Mapkepsbl, Ciucok k okHy CiMcoK, B KOTOpOM
KHONKoW PucyHOK OTKpoiiTe Habopsl rpaduuecKux MapKepoB U BbIOEPUTE COOTBETCTBYIOLIMM yKazaH-
HOMY Ha o0pasiie.

14. Beeaure TOCIE/I0BATENBHO TEKCT KAXk/OTO MyHKTa CIHCKA.

OCHOBHble XapaKTepPUCTUKN
nepudepuitHbiX YyCTPOMCTB
Q EMKOCTb HaKOMUTENS Ha YKECTKUX MarHUTHbIX
ANCKaX.
Q [NapameTpbl BUAEOCUCTEM.

Q Hannuve v tun Pas3INYHbIX 4ONONHUTENIbHBIX
YCTPOﬁCTB BBOAa-BbiBOAaA.

Q CocTaB M XapaKTepPUCTUKU MPOrPamMmMHOro
obecrneyeHus, BUa onepaLmoHHON CUCTEMBI.
=

“§ |
Caaiig 4

15. BBeauTe 3aroioBok «YCcTpoicTBa BbIBOIa» (pHC. 6).

16. BcraBpTe B cnaiij ompenelieHHE YCTPOWCTBAa BBIBOJA, a Takke MX Ha3zBaHWs («MOHHUTODPY,
«[Ipunrepy, «AnHaMUKN»), UCTIOJIB30BaB IeMEHTH Habopa @urypsl u3 rpynnsl BeraBka, Uiioctpa-
LMH.

Puc.5

17. 3menute pazmep 1 UBET HAANUCU BHYTPU PAMKH, LBET JIMHUN U 3aJIMBKY JJIS1 PAMKH.
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@aMunR, WA u yHeBHIR EYNnE

YcTpoicTea BbiBOAA

MpeobpasytoT ABOMYHDIN KOA K BUAY,
OMY A5 BOCMIPUATUA NMO/Ib30BATE.

HUngpopmamuxa

Puc. 6
Caaiig 5
18. BeeauTe 3arosoBok «MOHUTOPBD) (pHC. 7).
19. BeraBbTe B caiij onpeneneHrne MOHIUTOpa B PaMKe.
20. VI3MeHuTe napaMeTpbl paMKH: BET JIUHUM, 00bEM, TEHb U JP.

™ DaMUnR, WA 1 y4EBHEA TDYNNE

MoHuTOpBbI

" mtm)— yapoﬁcm

Oro oTobpakeHus

' i 5 Ungpopmamuxa

Puc. 7

Caaiig 6

21. BeanTe 3arojoBOK «XapaKTepUCTHKH MOHUTOPOBY (puc. 8).

22. Ucnonp3yiite nukrorpaMMmy Tadaumsl B 3aroToBke ciaiifa uiu komanay BeraBka, Tabauna
Ipu pa3zpaboTKe ITOTo ciaijia.

23. VI3MeHuTe BET U pa3Mep LIANKH TaOJIUIbL.
XapaKTepuUCTUKM MOHUTOPOB
HassaHue

1 (oTHO

/ | E Uncpopmamuxa

Puc. 8

Canaiin 7
24. Beeaute Hazanue «JIT-moHuTOPE (pHC. 9).
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25. BcraBpTe B cmaiing teket o OJIT-monutopax, a Takxke ¢otorpaduro uz aitnma DJIT-
MOHUTOP.]PQ.

SN, WMF H yHEEHER DyINE

S/1T-mOHUTOPBI

HbLLUE 6ONbLIMHCTBO MOHUTOPOB

CKOHCTPyMpOBaHbl Ha 6ase

pOHHO-1y4Yesol mpy6ku (3/1T),
paboTbl aHanornyeH

Hugpopmamuxa

Puc. 9
Caaiig 8
26. Beenure nazsanue «KK-mouurops» (puc. 10).
27. BcraBbTe B Ciaiij] onpeeseHue KHUJIKUX KpUCTALIOB (B paMKy) U ¢ororpaduio u3 ¢aiina
JKK-mouuTOp.jpg.
28. Tekcrt cnaiiia 3aMeHUTE O0Jiee KOPOTKUM, HO 00Jiee KPYITHBIM.

SamumiA, WA K y4eEHaR pynna

KK-MmoHUTOPpSI

Kue Kpucmannsl — 310 ocoboe cocToAHMe
bIX OPraHUYeCKMX BELLeCTB, B KOTOPOM OHM
KYYECTbio ¥ CBOMCTBOM 06pazoBbiBaTh
HCTBEHHbIe CTPYKTYpbI, nopo6Hble
YECKMM. HMAKWME KpUCTanabl MOTyT
10 CTPYKTYPY M CBETOONMTUYecKue
) LEWCTBUEM  3NeKTPUYECKoro
A C MOMOLLbIO 3NEKTPUYECKOTO

| KPUCTANOB W MCMOAb3YA

CTaNNNYECKUiA  pacTe

WUngpopmamuxa

Puc. 10
Caaiig 9
29. Beenute Ha3Banue «CpaBHUTENBHBIC XapaKTepUCTUKU (puc. 11).
30. 3anaiiTe pa3mMeTKy Is ciaiiia — MapKUPOBAHHBIN CIIHCOK.
31. Cpaenaute XKK- 1 DJIT-MOHUTOPBHL.




32. C noMoI11p10 KJIaBuiy FS mpocMOoTpuTe BBHIOIHEHHYIO MTPE3EHTAIHIO.
33. CoxpaHuTe N3MEHEHHUS B JIOKYMEHTE.
3ananue 3. AHMMaLUs 3JIEMEHTOB CIIaliI0B
Hacrpoiite annmaruo 00beKTOB CIIali/I0B U CMEHBI CIIAHI0B.
TexHomorus paboThI

1. Otkpoiite daiin [lepudepuiinbie ycTrpoicTBa.

2. Ilepeiinute B peskuM OOBIMHBIH T co31aHus 3P PEKTOB aHUMALIUHU OTACIBHBIX 00BEKTOB WIIH
B peskuM COpTHPOBUIMK CJAAWAOB [ 33JaHUSI aHUMAIUH TIEPEXO0B K CIEAYIOUIeMY CIaly.

3. Beinenure oObeKT/cinan.

4. HactpoiiTe mapaMmeTpbl aHUMAIIMX C TTIOMOIIBIO KoMaHApl AHUManusi, HacTpoiika anumamum.

5. B otkpsiBuIeiics o0nacTu 3aad HaKMUTE KHONKY Jlo6aBUTh 3¢ dexT, onpenennure BUI aHU-
Manuu Bxox nin Beixoa u BeiOepruTe KOHKPETHBIN 3D (DEKT.

6. HactpoiiTe nmpe3eHTaIuio B COOTBETCTBUM C Tabi. 1.

7. Jlns Bcex BBIOpaHHBIX OOBEKTOB MOOYEPETHO BHIMOTHUTE KoMaHAy AHumauus, Hacrpoiika
annmauuu, Hauyano, Ilociie npeasiaymero.

8. [IpocmoTtpuTe BhIOpaHHBIE 3G (HEKThI AHUMAITMH C ITOMOIIBI0 KHONKH [IpocmoTp.

Ecin anuMupyeTcst rpynmoBoii 00bEKT, Takoi kak SmartArt, To Ha BKJIAJKE MOSBISIOTCS KHOIKH
JUIS BBIOOpA MOCIIeI0BATENLHOCTH aHUMAITHH.

9. CaMOCTOSATEIPHO YCTAHOBUTE ISl COACPKMMOTO JPYTUX CIAHJ0B HACTPOWKM aHWMAIIMH, a
Takxe 3BYKOBbIE 3(h(DEKTHI.

10. [IpocMoOTpUTE N3MEHEHUS B TIPE3CHTAIINH.

11. CoxpaHuTe NPE3eHTALIHUIO.

Tabnuna 1

Caaiin | O0bekT dddexr Ilepexarouareas | 3Byk
U3 caaijga CKOPOCTH

1 3aromnoBok 1, Bxon/Bruier Ouensb OBICTPO. ATUIOIUCMEHTHI,
«Ilepudepuiinbie Hampasnenue — HEIIPEPLIBHO
yCcTpoiicTBa» CBEpXY clieBa
IToxzarosnoBok Bxon/Pa3septeiBanue | beictpo bapalan,
«MOHUTOPBD HENPEPHIBHO
3arosnoBok 1, Beixon/Yacosas Cpenne. Komnue- | buacrep,
«Ilepudepuiiabie | cTpenka CTBO CEKTOPOB — | HEMPEPBIBHO
yCTpOiiCTBa» 4

2 3aroJioBok 1, Bxoxn/Koneco 0,6¢ Bypst oBaruid,
«CTpyKTypa» HENPEPHIBHO
CxeMa Bxon/Koneco Cpenne Komokonbuuku,

HENPEPBIBHO
3arosioBok 1, [Iyts nepememienusi/ | Cpenne Mouera, Hemnpe-
«CTpyKTypay B Buze cepana PBIBHO
JlaboparopHast pabota 12

HGJ'IB pa6OTI)IZ HAaY4YUTBCA OCHOBHBIM TCXHOJIOTHYCCKHUM OIICpalvsaM OpraHu3alllii HaBUT'allUU I10

cinafgaM.

CO3,Z[8.I>1TC HUTOTOBBIM CIIaM IJIsd YIipaBJICHHUSA MMOCICAOBATCIILHOCTBIO IPOCMOTpA NMPE3CHTANU.

6. B neBoit vact ocHOBHOTO OKHa C BKJIagkamMu CTpyktypa u Chaaiiabl nepeiute Ha BKIAAKY

[Mporpamma nipezenTarmii MS PowerPoint: HaBuraius 1o ciaiiiam

3aganue 1. HaBuramus mo ciaimgam

TexHonorust paboTsl
1. Otkpoiite panee co3nannyto npezenranuio Ilepudgepuiinbie ycrpoiicTsa.

2. Bemmonaute xomanay Bua, Pexxumbl npocMoTpa npe3eHTanuu, O0bIYHBIIA.
3. [epeiinuTe k mocneaHeMy cnaimy 9.
4. Otkpoiite meHIO MakeToB ciaiaa (IaBuas, Cnaiiael, Co3aath ciaiin).

5. Beibepute MakeT ciaiina, KOTOPBIA UCTIONB30BAICS ISl CO3/IaHuUs CliaiijoB 2-9.
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Crpykrypa.
7. Onpenenure, Kakue HIMEHHO 3ar0JIOBKU HY>KHO BCTaBUTh B CJIAN]] C COAEPKAHUEM.

8. Iepetinure Ha Bimanky Caaiiabl. M3 kaxaoro ciaiiga cKOMUPyHTEe 3arojJOBOK, KOTOPBIA Tpe-
OyeTcst 100aBUTH B OTJIaBJICHUE, U BCTaBbTE B HOBBIM CJIali]] B TOM MOPSIKE, B KOTOPOM CJIali/Ibl CIEAYIOT
B MIPE3CHTAIIUH.

9. BeinenuTe nepBblii 3JIEMEHT CO3/JaHHOTO CIHCKA 3aT0JIOBKOB B OTJIABJICHHH.

10. Otkpoiite quanoroBoe okHO BeTaBka rumepcechblUIKH KoMmaHoii BeraBka, Ceszu, I'unepc-
ChLIKA.

11. lenkuute Ha BapuaHTe Tekymiasi mamka M crpaBa HaXMUTE KHOINKY 3akJajgka, KOTopas
OTKpoeT OKHO BbIOOp MecTa B JokyMeHTe. BbiOepuTe U3 criucka TOT CIaifll, KOTOPBIA OyJIeT CBsS3aH C
MEPBLIM ITYHKTOM OTJIaBJICHUSI.

12. CBsxuTe BTOPOI MYHKT OTJIaBJICHHS THUIEPCCHUIKON C COOTBETCTBYIOIIUM CIIAWIOM APYTUM
CIIOcO00oM:

B BBIJICJIMTE BTOPOM 3JIEMEHT CO3[JaHHOT'O CIIMCKA 3ar0JI0BKOB B OI'JIABJICHUY;

m oTKpoiiTe okHO HacTpoiika aeiicTBus ¢ momMoibio koMausl BeraBka, Cesasu, [leilicTBue,;

B yCTaHOBUTE mepekitoyarens JleiicTBue mo meauky MbimM B nojoxenue Ilepedtu mo ru-
NepPCChbLIKM,

m B crucke BoiOepute CJiaii ¥ B OTKPBIBIIEMCS CIIHCKE BBIACTUTE TOT CJANI, C KOTOPbIM OyneT
CBSI3aH ITYHKT OTJIaBJICHUSI.

13. CBsxuTE TUIEPCCHUIKAMU OCTalIbHBIE IMYHKTHI OTJIABJICHUS B ClIali/ie-OrJIaBIEHUU C COOTBET-
CTBYIOLIUMU cnaﬁﬂaMI/'I JFOOBIM M3 OMIMCAHHBIX BBIIIE ClIOc000B (puc. 1).

OrnasneHue

* [lepudepuitble YCTPOUCTSa

* CTpykTypa

* OCHOBHbIE XaPAKTEPUCTUKM NEPUGEPUMHBIX YCTPOUCTS
* YcTpoWcTsa Buls0aa

¢ MoHuTOD.I

* XapaKTEPUCTUKM MOHMUTOPOB

e IT-MOHUTODDI

* HK-MOHUTODDI
CpasHUTENbHbIE XapaKTEPUCTUKM

-8 | 7

i
Puc. 1

3amanwue 2. JlobaBneHne yrpaBiIsONIX KHOITOK
Coznaiite v OTOpMATUPYITE P YIPABISIOMIUX KHOTIOK.
TexHonorust paboTsl

1. Otkpoiite panee co3nanHyto npesentanuio Ilepudgepuiinbie yerpoiicTpa.

2. Ilepetimute kK 00pasimy cnaiinoB komaHaoi Bua, Pesxkumbl npocMoTpa npe3entaumii, O6pa-
3ell CJIAH/I0B.

3. BeiGepute obpaser; BToporo ciaija.

4. OtkpoiiTe Ha0Op YHPABISAIONIMX KHOMOK KoMaHaoil BceraBka, Wamoctpanuu, @®urypsi,
Yupasasironmuye KHONKH.

5. BeiGepute KkHONIKY TIepexoa K MPeAbIyleMy CIIaily.

6. B obmactu cnaiiia mpu HakaToll KHOIMKE MBIIIM PACTSHUTE YKa3aTenb (B BUIAC «ILIIOCa») JI0
TpebyemMoro pazMepa Uil IIEIKHUTE B HY)KHOM MECTE BBIOpaHHOTO cllaiija.

7. B otkpsiBiiemMcs okHe HacTpoiika neiictBust Ha Bkiaake I1o meq4Kky MbIIIM yCTaHOBUTE TI€-
pekiouarens B nonokenue IlepeiiTu mo rumepcecbliku, Beioepute u3 cnucka [peabiaymmii caaiig u

R
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Haxwmute kHonky OK. B pe3ynbTare momyduTcs: KHOIKA Epexo/ia K MPeIbIIyIleMy Claanmy.

8. OTdopmaTupyiiTe CO3AaHHYIO0 KHOIKY, OTKPBHIB OKHO KOMAaHJ0M KOHTEKCTHOro MeHw. Odop-
MHUTE ocTaBlMecs ciaiiasl @opMat ¢urypsl (MOXHO BHIOMpAaTh KOMaHIbl M3MEHEHHS (UTypbl Ha
BKIaake Mopmar).

9. JloGaBbTe B Ciaii TaKUM k€ 00pa30M KHOIIKM IEepexo/ia B HA4ajo MPe3eHTAuH, B KOHEI Ipe-
3€HTAlUU U K CIEAYIOLEMY CIIaily.

10. BeiGepute oOpaser] mepBoro ciaiaa.

11. TloGaBbTe B cliaii] KHOTIKY Iepexojia B KOHEIl TPEe3eHTAIMU U K CIEYIOIIeMY CIaly.

12. Ilepeiinute B peskxuM OOBIYHBI.

13. O6paruTe BHUMaHKE HA TO, YTO HA BCEX Clailax OJKHA MPUCYTCTBOBATH MaHEb YIpaBIIs-
IOLINX KHOTIOK M cinaif «OrinaBineHne», 00eCeynBaloIni epexo/1 K Pa3HbIM cilaiaM Mpe3eHTaIiH.

14. TIpocMoTpHTE MPE3CHTAIMIO C TTOMOIIBIO KHOTKH F5.

JlaboparopHast pabora 13
ITporpamma npesenTarmii MS PowerPoint: gremoHcTpalius npe3eHTaum
[enb pabOThI: HAYYUTHCS OCHOBHBIM TEXHOJOTMYECKUM OIEPALUSIM IEMOHCTPALUH MIPE3EHTALlUH.
3amanue 1. Hactpoiika 3pexToB nepexoaoB ciaiioB

Hacrpoiite Bu3yanbHbie U 3BYKOBBIE 3()(EKTHI COIMPOBOXKICHUS TIEPEXOIOB CIAHI0B (MX MOSIBIIE-

HUE ¥ 3aMEHY JIPYTUM CIIalJIOM).
TexHonorus paboTsl

1. OtkpoiiTe co3nanublii panee (aiin npezentanuu [lepudepuiinvie yerpoiicTsa.

2. BriOepute BTOpOW ClIaiii.

3. [lepeiinute B pexum O0bIuHbIN 1 COPTHPOBIIUK CJAAN/I0B.

4. BeiOepuTe cxeMy mepexoia K ciaiay (HaruibiB, pOpE3aHHe, paCTBOPEHUE, MOSBICHHUE CBEp-
Xy/CHU3Y U T. 1.) B rpynie Auumanus, [lepexoa k 3Ttomy ciaiiay ientsl. OnpeneneHHblil BApHaAHT Te-
pexoaa MOXKHO 3aJaTh JUIsl OJHOTO MJIM cpa3y sl HECKOJIbKUX BBIJCICHHBIX CIIaiI0B.

5. 3ayaiiTe cxeMbl Iepexoa JUIsi OCTABIIUXCS CIANIOB.

6. CoxpaHuTe MPE3eHTAIHIO.

3ananue 2. YCcTaHOBKA MapaMeTpoB IEMOHCTPAIUU MPE3CHTAIIUU
VYcraHoBuTe HE0OXOUMbIE TAPAMETPHI AEMOHCTPALIUN IPE3EHTALINH.
TexHonorus paboTsl

1. OTkpoiiTe co3gannyro panee npezeHtamuio [lepudepuiinbie ycrpoiicTsa.

2. Otkpoiitre nauanoroBoe oxkHo Hacrpoiika npe3enTanum komanaoil Iloka3 caaiinos.,
Hacrpoiika, Hacrpoiika neMOHCTpaILlUH.

3. 3amaiiTe mapamMeTphl MOKa3a: claifibl — Bce, CMEHa claiiioB — Bpy4Hylo, aaiee — OK.

4. CoxpaHuTe MpPe3eHTALUIO.

5. IIpocMoTpuTe cnaiipl Mpe3eHTaluu, BBI3BAB PEKUM ToKa3a GyHKIIMOHATBHON KiaaBuIiei F5.

6. [lepexonuTe OT OJJHOTO Cllaiiia K IPyromy ¢ moMomisio kiaaBumu [Ipoedest uin merdaxoM KHOT-
KOU MBIIIIH.

7. IlomeHnsiiTe HaCTPOIKY MMOKa3a Ha aBTOMATUYECKUH.

8. 3amaiiTe BpeMsi CMEHBI ciaiia (B ceKkyHaax ) koManaoi Auumanus, [lepexoa k aTtomy ciaiiny,
ABTOMATHYECKH.

9. IlpoBeuTe XpOHOMETpaXK MPE3EHTALMHU, OTKpBIB aHenb Penernuus komanaoi Ilokas caaii-
noB, HacTpoiika BpemeHH.

10. O6parure BHUMaHHE HA JIEHCTBHE CUETUYMKA BPEMEHM: IPU MEPEX0/Ie K CISAYIOIEMY Claiiay
OH cOpachIBaeTCsl U HAUMHAET OTCYUTHIBATH BPEMSI TIOKa3a CJIEAYIOIIEro ciaija.

11. ITompoOyiite ucnonb3oBate KHONKY Ilay3a & 1iis mepepbiBa B okase.

12. M3mepbTe BpeMs MOKasza ciaiaoB kHonkoi IMoBTOpUTH =, IpeaHa3sHAYCHHOMN JJIs MPOBE/e-
HUSI HOBOT'O XpOHOMETPAXKa.

13. 3menuTe BpeMsi CMEHBI HYKHBIX CIaiI0B.

14. TlonTBepauTe WU OTMEHUTE PE3YNIbTaThl ABTOMATHYECKOTO XPOHOMETPAXKa B OKHE, MOSBIIS-
FOILIEMCSI BCJIE]T 3a MOCIEAHUM CIIAI0M IOCIIE MT0Ka3a MPEe3EHTAUU Ha YKpaHe.

15. [epeitnute B peskum COPTHPOBIIMK CJAWA0B U YOSTUTECH, YTO CIIEBA MO KaXKIbIM CIaiioM
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0TOOpaXkaroTCs 3aMEepPEHHbIE HHTEPBAJIBI BPEMEHHU.
16. Beritaute u3 pexuma [loka3s ciaaiigoB ¢ MOMOIIBI KOMaH Ibl KOHTEKCTHOT'O MEHIO claiaa 3a-
BepPIIMTH MOKA3 ¢JIaiA0B WK kiasumm Esc.
3ananue 3. PucoBanue B rpouecce AeMOHCTPALUHU Ipe3eHTalun
Hayunrecs 100aBIsTH B ClIaii] MOMETKH B PEXUME JEMOHCTPAIIUU TIPE3CHTAIHH.
TexHonorus paboTel

1. Otkpotite daiin npesenranun Ilepudepuiinbie ycrpoiicTa.

2. 3anyctute npeseHtanuio B pexxume Ilokas ciaaiinos.

3. BeiOepuTe B KOHTEKCTHOM MEHIO Cllaiiia KoMaHy YKa3arteiab, Pyuka (win, Hanpumep, YKa-
3aTeib, Daomacrep, Bolaeienue).

4. Beigenute B claiific BRIOPaHHBIA OOBEKT.

5. V3menute uBeT pyuku (KOMaHIa KOHTEKCTHOTO MEHIO YKa3aTeb, LiBeT yepHmI).

6. 3akoOHUNTE PHCOBAaHHE Ha CIIale.

JlaGopaTopHas pabora 14
I'moGaneHas cets MHTEpHET: MOUCK nH(popmarun B UHTepHeTe
Ilenb paGoOThI: HAYYUTHCS OCHOBHBIM TE€XHOJIOTMYECKUM OIepalusaM noucka uHdopmamuu B Vn-
TepHETE CpelcTBaMK Iporpammbl-Opaysepa Internet Explorer.
3aganue 1
3HaKOMCTBO C OCHOBHBIMHU HacTpoMKaMu Opaysepa.
TexHomnorus paGoTel

1. JIns o3HaKOMJICHHUS C ITyHKTaMH MEHIO Opaysepa:

m 3amycture Opaysep |E B aBToHOMHOM pekume (He BbIXOJs B VIHTEpHET, T. €. HE yCTaHaBIMBas
CBSI3b C IIPOBAIEPOM), IIEJIKHYB [0 COOTBETCTBYIOIIEMY 3HAUKy Ha pabo4eM CToJie, a 3aT€M BBITIOJIHHB
komaHny Paiis, PaboraTh aBTOHOMHO;

B IPOCMOTPUTE Ha3BaHUS COAEPMaHUS MYHKTOB U MOAIMYHKTOB MEHIO, a TAaK)K€ Ha3HAuUEHUsl KHO-
MIOK Ha MaHeNIu YNpaBJICHUs Ui JIydlleld opueHTauuu B (YHKLIMAX, BBITOJIHSAEMBIX OpayzepoM. YacTb
bynkuuii cranaaptHa st WIindows-npuiiokeHuit, 4acthb crnenuduyna ajis Opaysepa.

2. ] n3MeHeHus pa3MepoB OKHa Opaysepa:

B packpoiitTe OkHO Opay3epa Bo Bechb 3kpaH. /lnst aToro BeimosiHUTE KoMaHAy Bua, Bo Bech
JKPpaH;

B BEPHUTECH K MPEXKHEMY pa3Mepy 3KkpaHa. [ 3TOro HieNKHUTE MO KHOMKe = BocecTaHOBUTH Ha
MIAHEJIM NHCTPYMEHTOB B BEPXHEW YacTH OKHa.

3. lyis HAaCTpO¥KH JOMANTHEH CTPaHMIIBI Opay3epa:

m BoinosHUTE KoMaHay Cepsuc, CBoiicTBa 0003peBareis;

m OTKpo¥iTe BKIaaky Oommue;

m B OkHe J/loMalIHAsl CTPaHULA B aJpeCHOM IMOJi€ YCTAaHOBHTE HAYAJIBbHYIO CTpaHUIy 0030pa
about.blank. s storo Beimonuute komauay Ilycras. [Togo0Has HacTpoiika BBIMOIHICTCS B TOM CITy-
yae, Korja IpH KaxxaoM Bxoje B MHTepHeT BbI BBoauTe pasubie aapeca Web-crpanui. Eciu xe BbI pery-
JISIPHO 3aXO0JUTE Ha onHY U Ty ke Web-cTpanuny npu kaxmoit 3arpyske |E, To BaM Ha10 B apecHOM I10-
JIe YKa3aTh TOJIBKO aJpec ATON CTPaHULBL.

4. J1na HacTpoiiku neMenTa Bpemennsble gaiinbl UHTEepHeTA:

m Ha Bkiaake O0mme menkuure no kxHonke Iapamerpsl (Mcropus npocmorpa). B nosiBuBLiem-
Csl OKHE MMPOCMOTPUTE 0O0BEM JIMCKOBOT'O IIPOCTPAHCTBA, BBIALISIEMOro o1 BpeMeHHblIe ¢aitnbl. KoneuHo,
gyeM OOJIbIIIEe 3TOr0 MPOCTPAHCTBA, TEM JIy4Ile AJIs IMOJIb30BaTels, HO 3TO 3aBUCUT OT CBOOOJHOTIO MecTa
Ha BamieMm jaucke. OObIYHO pa3mep 3TuX (¢ailioB ycTaHaBIuBaloT B mnpenenax 1-2 % ot oObema gucka.
Ecnu BBI 3aTpyaHseTech BHIOpATh HYKHBIH 00BEM CaMOCTOATENBHO, TO JyYIlle OCTaBUTh HACTPOUKH IO
YMOJTYaHHUIO;

m B okHe JKypHaa ycraHoBute uucio 20, T. €. aapec 000t otkpeiBaeMoii Bamu Web-ctpanutibt
OyneT XpaHUThCs B xypHaie 20 nHei;

m HaxxmuTe Ha kHOTKy OK.

5. Jly1st HACTPOMKH LIBETOB TUIIEPCCHUIOK:

m Ha BrIaake O01mme menkauTe no kaonke IlBera;
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N B IIOSIBUBIIEMCS OKHE HACTPOWTE LIBET IPOCMOTPEHHBIX CChUIOK. /IJIsl 3TOT0 OTKIIOUNTE KOMaH-
ny Ucnoab3oBaTh nBera, ycranoBiaennsie B Windows. Il{enkHuTe O COOTBETCTBYIOMIEMY IIBETHOMY
NPSIMOYTOJIBHUKY, B TIOSIBUBIIIEMCSI OKHE IIEIKHHUTE 10 MOHPAaBUBIIEMYCS IBETY (KeIaTeIbHO BBIOMPATH
TEMHbIE 1IBETa — OHU JIy4dllle BUJHBI HAa SKpaHe) U IeNKHUTe 110 KHonke OK;

N aQHAJIOTMYHO HACTPOMTE LIBET IPOCMOTPEHHBIX CCBUIOK U CCBUIOK, HA KOTOPbIE HABOJIUTCS YyKa-
3aresb MblIK. [Ipu 3TOM *KenaTenbHo, 4TOOBI IBETA OTINYAIHCE.

6. 1t HacTpoiiku Bkiiaaku IlporpaMmbl:

m oTkpoiite Bkiaaky Ilporpammsel,

B [IPOCMOTPUTE, COOTBETCTBYIOT JIM IPOrPaMMBbl JIJIsl SJIEKTPOHHOMN MOYTHI U I'PYIIl HOBOCTEN TEM
IIporpamMMmam, KOTOpble Bbl OyAMTE MCIIOJIb30BaTh. Eciu nporpaMmbl HE COOTBETCTBYIOT, TO YCTAaHOBUTE
nporpammy Outlook Express.

7. 11t HacTpoiiku BKIaAKK JLOMOJTHUTEIBHO:

B OTKpOMTE BKIAAKY JlONOJHUTENBHO;

B [IPOCMOTpUTE MYHKT MeHI0 MyabTuMenaua. Eciu y Bac «ObicTpas» cBs3b (MOAEM CO CKOPO-
CTBIO Tepenaun uHpopmauuu He Huxe 28 800 OuT/C), TO pEeKOMEHAYETCSI YCTaHOBHUTH (DIIaKKUA BO BCEX
nATH nyHKTax. Eciin y Bac «MeieHHas» CBsA3b, TO JIydlle BCe 3TU (pIakku yoOpaTh, TaK KaK CTPAHUIIbI B
3TOM cilydae OyayT 3arpykarbcsi O4eHb MeaaeHHO. OcTaabHble HACTPOWKHM Ha 3TOM BKJIAJKE MOXKHO Me-
HSTh, €CJIM Bbl OTYETIMBO IOHUMAETE, K UeMY 3TO IPUBEJIET;

m 3akpoiiTe okHO CBOMCTBO 0003peBaTeis.

3amanue 2
Otkpeitue Web-ctpanuil u pabota ¢ HOMCKOBBIMU CHCTEMaMH.
TexHonorus paGoTsl

1. ns otkpeitust Web-cTpanuiibl TOUCKOBOM cructeMbl Rambler:

B YCTaHOBUTE CBA3b C BAIIUM IIPOBaiIepoM;

m oTKpoiiTe nporpammy lE;

W B QJI[pECHOM TI0Jie Opay3epa BBeauTe WWW.rambler.ru;

m Haxxmute KinaBuinry Enter. YUepes HekoTtopoe Bpemsi Ha 3kpane mosiutcs Web-crpanuna atoit
ITOMCKOBOW CUCTEMBI.

2. ]l coxpaHeHus ajpeca TOUCKoBoW cuctembl Rambler B manke ¢ nmenem Pycckosi3biunbie
NMONUCKOBbIE CHCTEMBI:

m BeInoiaHUTe kKoMany M30pannoe, lo6aButh nanky B «A36panHoey,

W 1IeIKHUATE 10 KHOoKe Co31aTh NaNKy,

W BBEIMTE MM MAanKu Pycckosi3bIYHbIE MOUCKOBBIE CHCTEMBI U MENKHNATE 1o KHotke OK;

3. UToOBl ¢ MOMOUIbI0 TEMATUYECKOTO MOMCKAa HAWTH MHQPOPMALMIO0, HEOOXOAUMO BBINOJIHUTD
CHEAYIOUIME NEHCTBUSA:

W Ha CTapTOBOW CTpaHMIIE TIOMCKOBOM cucTeMbl Rambler B mepeuHe TeMaTuk MIETKHUTE IO CChLI-
ke busHec;

B HaliTuTe HHTEPECHYIO OM3HEC-HOBOCTH M IIEJIKHUTE 110 HEH (Ha CChUIKE);

B 03HAKOMbBTECH C COJIEP)KAaHUEM CTPAHUIIBI;

B BEPHUTECH HA CTAPTOBYIO CTPAHMILY, LLIENKHYB JIBa pa3a 1o kHonke Ha3apx.

4. JInst COCTaBJICHUS W BBITIOJIHEHHSI CIIOKHOTO 3arpoca B MOMCKOBOM cucteme Rambler:

m Ha cTapToBoii cTpanuie Rambler menkauTe mo runepcceuike Eme, Momomp,

B [IPOCMOTPUTE BapUaHThI MOCTPOCHHUSI CJIOKHBIX MOMCKOBBIX 3aIIPOCOB;

B BEPHUTECH HA CTAPTOBYIO CTpPaHMILY, IIENKHYB 1o kHonke Ha3an;

B B sfYeiiKy U1 IIOMCKOBOro 0o0Opasa BBeamTe ciemyromuii 3ampoc: $Russian:(Cryaenuyeckue
KOH(pepeH M) & (MEHEIKMEHT | MAPKETHHT);

m menakauTe 1Mo kaonke Iouck;

B OTKPOMTE OJHY U3 NOSIBUBLIMXCS B PE3YyJIbTATE IOMCKA CCHUIKY U IPOCMOTPUTE €€ COAEPIKAHHUE.

5. lnst cocTaBiieHHs M BHITIOJIHEHUSI CIIOXKHOTO 3aIpoca B OMCKOBOIT cucteme Yandex:

m otkpoiite Web-crpanuiy pycckos3pIUHOM TMOMCKOBOW cucTeMbl Yandex c¢ aapecom
www.yandex.ru;

W Ul [epexo/ia K CTPAHMIE C ONMKMCAHWEM MOUCKOBOTO SI3bIKa CUCTEMBI YandeX IIeTKHUTE 110
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ccpuike PacmmpenHsbiil mouck. Ha oTKphIBLICHCS CTpaHULE IIEIKHUTE 10 cChulke DopMaJIbHOE OIH-
caHme,

B 03HAKOMBTECh C CHHTAaKCHUCOM f3bIKa 3aIPOCOB;

W BEpPHUTECh HA CTApTOBYIO CTpaHHIly Yandex, menkHyB 1Ba pasa o kHonke Ha3zan;

B B SUCHKY IS MOMCKOBOTrO 0Opasa BBeamTe cienyromuii 3ampoc: $Title:(Ctyaenyeckasi KoH-
(depennusn) & (komMnbOTEpPHI | rpaduka);

m mienkHuTe 1o kHonke Iouck;

B OTKPOMTE OJHY U3 NOSIBUBLIMXCS B PE3YJIbTATE IOMCKA CCBIIKY U IPOCMOTPHUTE €€ COACPIKAHUE;

m 3aKpoiiTe Opaysep.

3aganue 3
Pabora Opaysepa ¢ Web-crpanunamu B pexxume 0ff-line.
TexHonorus paboTsl

1. 1ns oTkpeiTUs porpammsl |E B pexume Off-line:

m oTkpoiiTe nporpammy IE;

B OTKpPOMTE MYHKT MeHIO DaiiJ;

B LIEJIKHUTE 10 IIyHKTY ABTOHOMHAasi pa0doTa.

2. 1ns otkpeiTus U npocmotpa Web-ctpanui, Ha KOTOpbie BbI 3aXOJIWJIM CETOJHS, BBITOJIHUTE
CIIENYIOIINE NEUCTBHUSA:

N Ha [aHeJIu UHCTPYMEHTOB IIEIKHUTE 10 KHonke ZKypHaJ;

B B OTKPBIBUIEMCSI OKHE LICJIKHUTE 110 nanke CeromHs,

B B OTKPBIBIIEMCSI [IEPEYHE MANoK OTKPOMTE Tamnky Yandex;

B OTKPOWTE OAHY U3 CCHUIOK M IIPOCMOTPUTE €€, IPX ITOM Bbl MOXKETE IEPEXOAUTH 110 TEM CChLI-
KaM, KOTOpBIE BbI HCIIOJIb30BAJIN;

B 3aKpOMTE KypHaI;

W /I OTMEHBI peXKUMa aBTOHOMHOW paOoThl Opay3epa BbINOIHUTE KoMaHy Paiiia, ABTOHOMHAasi
padora.

IMpumeuanue. Eciu ol oTkpbiBanu Web-cTpanuibl He cerosiss, a paHee, TO HaJ0 U OTKPHIBAThH
9TOT JCHb B JKypHAJIE.

3ananue 4
Cranpnaprtaeie BoamoxnocT Windows-npuiosxeHuii B Opaysepe.
TexHonorust paboTsl

1. Coxpanute napopmanuio ¢ Web-crpanuipr o mouckoBom si3eike Rambler B Bunme texcroBoro
(haiina B marike Mou 1okymMeHThl. |51 3TOTO:

B YCTaHOBUTE NOAKIOYeHNE K FIHTEpHeTY;

m oTKpoiiTe nporpammy IE;

W B aJpecHOM Tosie Opay3epa BBeauTe WWw.rambler.ru;

m HaxxmuTe kinaBuinry Enter. Uepes HekoTtopoe Bpems Ha 3kpane mosButcs Web-crpanuia stoit
IIOMCKOBOW CHUCTEMBI;

W OTKPOWTE Ha CTAPTOBOM CTpaHUIlEC MOMCKOBOM cucteMbl Rambler cepuiky IMomomp,

B OTKpOMTE MYHKT MeHIO Daill;

m 0TKpoiiTe MyHKT COXPAHUTH KaK;

m B nnosic Mmsa ¢gaiina seenure ums, HanpuMmep IoMCKOBbBIN A3BIK;

m B nosie Tun ¢aiinia Bei6epure Daiij Tekcra,

m BeIOepuTe nanky Mou A0KYMEHTHI, T1e OyJeT XpaHuTbes (ail;

W [IeTKHUTE N0 KHOMIKE COXPaHMTh.

2. Beyrenute yacth TekcToBOW MH(MopManuu Ha Web-cTpanuiie u coxpaHute ee B Bue (aiiia B
TekcToBoM mporeccope Word. Jlist aToro:

m BbIenUTe a03all, MOCBSIICHHBIH MOUCKOBBIM cjoBaM (TpH 3TOM BbI Haxoautech Ha \Web-
CTpaHMIIE OMMCAHMS TOMCKOBOTO sA3bIKa cucTeMbl Rambler);

m cxomnupyiite ero B Oydep oomeHa;

m oTkpoiite mporpammy WOrd ogHuM U3 H3BECTHBIX CIIOCOOOB;

m cxonupyiite nHpopmanuio u3 6ypepa oOMeHa B HOBBII TJOKYMEHT;
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W coxpaHuTe 3Ty MH(popmaiyio B nanke Mou AoKyMmeHThI Kak ¢aitn Word, 3amaB emy nms,
Hanpumep Ilouckosbie ci10Ba;

m 3akpoiite nporpammy Word.

3. Coxpanute pucyHok ¢ Web-crpanuiisl B Buae JPG-¢aiina B manke Mou 10KyMeHTbI. J[iist 5T0-
ro:

B B aJipecHoe noje Opaysepa BBeauTe WWWw.aanet.ru;

m HaxxmuTe KiaBumy Enter. Uepes HekoTopoe Bpems Ha skpaHe nosiButcs Web-crpanuna CaHKT-
[leTepOyprckoro yHuBepcUTeTa a3POKOCMUYECKOTO MPHUOOPOCTPOCHMS;

W IICJIKHUTE 110 CChUIKE Y HUBEPCHUTET;

B I[EJIKHUTE 10 cchuike PoTorpadumn;

B BeIOCpUTE MOHPABUBIIYIOCS BaM (POTOTpa(HIO U MIETKHUTE IO HEH MPaBOi KHOMKOM MBIIIIH;

m BeIOepuTe NyHKT COXPAHUTH PUCYHOK KaK;

W 3a/1aiiTe uMs pucyHky, Hanpumep I'YAII,

m tun (aiina Beroepure JPG;

m BeIOepuTe nmanky Mou A0KYMEHTBI, Ky/la IOMECTUTE PUCYHOK;

W LICJIKHUTE 110 KHONIKE COXPaHHUTh;

m 3aKpoiiTe Opaysep.

4. IlpocMoTpuTe CO3AaHHBIE BaMH T€KCTOBbIE (haiiibl. /L1 sToro:

B OTKpoiTe nanky Mou J10KYMEHTHI,

m 1enkHure no ¢aitny IlouckoBbiii si3bik. B okHe mporpamMbel BiaokHoOT (10 ymondaHuio
HAaCTPOCHHBI HA MPOCMOTP U PEAAKTUPOBAHUE TEKCTOBBIX (DAiJIOB) MPOCMOTPUTE COXPAHEHHYIO BaMU
TeKCTOBYIO HHpOopManuto ¢ Web-cTpaHuibL;

m 3aKpoiite nporpamMmy bBJ1OKHOT;

m nienkHute no Qaiiny IlouckoBbie caoBa. JToT ¢aiii oTkpoercs B okHe mporpammbl Word.
[IpocMoTpuTe 3TOT Qaili;

m 3akpoiite nporpammy Word.

5. [IpocmoTtpuTe co3nanHbIi Bamu rpaduueckuit daiin. s sToro:

m B nnanke Mou 10KyMeHThI 1enkHuTe 1o ¢aitny ['YAIL;

B IPOCMOTPUTE PUCYHOK;

IIpumeuanue. [Io ymomuaHuio B KadecTBE MPOrpaMMbl IIPOCMOTpPA PHCYHKOB, KaK IIPAaBHIIO,
ycTaHoBIieHa nporpamma Paint. Eciu y Bac 3To#l porpaMMbl HET, pUCYHOK MOYKHO TPOCMOTPETh 3 JIFO-
6oro rpaduyeckoro pegakTopa.

W 33aKpoiTe rpapuuecKuil peIaKTop.

6. Haiinute cmoBo @MHAHCHI HA CTAPTOBOM CTPaHHUIIE MOMCKOBO#M cucteMbl Rambler. J{is storo:

m oTKpoiiTe nporpammy IE;

W B aJpecHOM Tosie Opay3epa BBeaure 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 DUHAHCHI;

m menkauTe o kHonke Haiitu u nanee. CioBo @UHAHCHI HAa CTpaHUIle OyAET BBHIACIICHO, 3a-
nanHast nHpopmarms Ha Web-ctpanune HaiineHa;

W 3aKpoiite Opay3ep.

JIaGoparopHas pabora 15
['moGanbHas ceth IHTEpHET: MepechuIKa MUCEM IO SJIEKTPOHHOM MOUTe
U TIPOCMOTP TeJIEKOH(DEpEeHIHit
[lenb pabOThI: HAYYUTHCS OCHOBHBIM TEXHOJIOTUYECKUM OIEpalisiM NEPEChUIKH MHUCEM IO 3JIEK-
TPOHHOU TOYTE U MPOCMOTPY TeleKoHpepeHuuit cpeacrBamu mporpammbl Outlook Express.
3agadue 1
Ilepecpuika mucem 1o 3JIEKTPOHHOU ITOYTE.
TexHomorus padoThI
1. JIna co3nanus U OTIIPaBKH NMUChMa caMoOMy cebe:
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m oTKpoiite mporpammy Outlook Express;

m HieakauTe no kHonke Co3aarTh co00IeHue,;

m B nnosie Komy BBeuTe Ball aapec 3J€KTPOHHOM ITOYTHI;

m B nnosie Tema BBenute IlpoBepka cBsA3M,;

m B noJie nucbma Hanummte IIpoBepka NpoxoxkaeHus NOYTHI;

B YCTaHOBUTE MOJKIIIOYeHHE ¢ VIHTepHeTOM;

B OTIPaBbTE COOOIICHHUE, IETKHYB M0 KHONIKE OTHPABUTh.

2. J171s1 mosryueHust CBOEro COOOLIEHUS U €ro IPOCMOTpa:

W [ICJIKHUTE 10 MyHKTY Bxoasimme B okHe nmporpammbl Outlook Express;

B LIEJKHUTE N0 KHOonKe /locTaBUTh mo4Ty. B OkHe [l BXOAALIMX MUCEM JOJDKHO MOSIBUTHCA
Balll€ MMCHMO;

B [IPOCMOTPUTE MOJYyYECHHOE MUCHMO, IENKHYB 110 HeMy. Eciu 1menkHyTh 0 NMCbMy J1Ba pasa, To
OHO OTKPOETCSI B HOBOM OKHE.

3. s 3anMcu B aipecHy0 KHUTY aJipeca 3JIEKTPOHHOM MOYThI Ballero aboHeHTa:

B OTKpPOUTE aJpECHYI0 KHUTY, IEIKHYB 10 KHONKE AJpecHasi KHUI'Aa Ha [aHEIU UHCTPYMEHTOB
WK BbINOJIHUB KoMaHy CepBuc, AipecHasi KHUIa,

m 1ienkHuTe 1o kHonke Co3aath aapec;

B BBE/IUTE B COOTBETCTBYIOLIME MOJIS MM, OTYECTBO U (haMUIIUIO BAILleTO aJpecara;

m B noje Bua 3amummre TO, Kak BeI Oyaere oOpamatbest K anapecary (B ctpoke K KOMY),
Hanpumep, K CEPI'EIO UBAHOBY;

B B 10Jie AJpec 3JIeKTPOHHOM IOYThI BBEIUTE COOTBETCTBYIOUIUM aIpeC IEKTPOHHON MOYTHI
(mammpumep, ggg@peterlink.ru).

B HICTKHATE 110 KHOTKe /l06aBuTh, a 3aTtem mo kHomke OK;

W 3aKpOWTE aJPECHYIO KHUTY.

4. JInst co3gaHusi COOOIICHUS BalieMy a0OHEHTY:

m 1ieaKHATE 10 KHonke Co3aaTh coo01enue;

B [ISJIKHUTE 10 MUKTOTpaMMe MMcbMa cripaBa oT ciioBa KOMY (BeiOop mostyuaresnei U3 Ciucka);

B B I[OSBUBILEMCS OKHE BBLIEIUTE CTPOKY C HYKHBIM BaM aJpecaToM M LICJIKHHUTE IO KHOIIKE
Komy (coo0rieHre MOKHO HAIpaBUThL HECKOJIBLKUM ajjpecaTtam), a 3ateM 1o kaonke OK;

m B nosie Tema BBeauTe coobiienue IpoBepka cBsi3m,

m B 1oJsie i uHpopManuu Habepute HEOOJBINOe COOOIIEHUE ¢ MPOCh00i MOATBEPIUTh MPUEM
COOOIIEeHNUS, TOCJIaB OTBETHOE MHCHMO.

5. Iyt mpucoeuHEHus K MUChMY Tpaguieckoro ¢aiina:

m cozjaiite (B rpaduueckom pemakTope Paint wmu B 1000M ApyroM rpaduueckoM perakTope)
HeOOoIbII0N TpadudecKuil (aiis, HampuUMep BECETYI0 POKUILY;

B [IPUCOETUHHUTE CO3/IaHHBINA rpaduuecKkuil ¢aill Kk cOOOIEHHIO C MOMOIIbI0 KHONKH Ckpenka
WJIY BBIMOJHUB KoMaHay BeraBka, Bioxkenue ¢aitia;

B OTIPaBbTE COOOIIEHHUE, IETKHYB M0 KHONKE OTHPABUTh.

6. Jlo1st mprieMa OTBETHOTO COOOIICHUS OT BAIIer0 a0OHEHTA:

B yepe3 HEKOTOPOE BpeMs POCMOTPHUTE MPUHATOE COOOIIEHNE B Manke Bxoasmue, Ha)kaB KHOTI-
Ky JlocTaBUTH NOYTY;

m 3akpoiite nporpammy Outlook Express.

3ananue 2
[TpocmoTp TenexkoHpepeHuuit.
TexHonorust paboTsl

1. JIns oTKpBITUS TPYII HOBOCTEH:

m oTkpoiite mporpammy Outlook Express (MHTepHET H01KEH ObITh MOIKIFOUCH);

m BbInoJgHUTE KoMaHay MHcTpyMenTsl, I'pynnel HOBOCTel — Ha dKpaHe OTKpoercsa okHO I'pyn-
112 HOBOCTEI,

W yepe3 HECKOJIBKO CEKYH]I B OKHE IOSIBUTCSI CIIMCOK T'PYIIIT HOBOCTEH, TOCTYIIHBIX BaM Ha CEpBe-
pe Ballero nmposaiiiepa.

2. BeiOepuTte rpymibsl HOBOCTEH, colepiKalllie B Ha3BaHUU ciaoBo Internet, nis yero B none Ilo-
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Ka3aTh IPyNIbl HOBOCTEH, coaepakamue Beeaute Internet, u torna B okHe I'pynmnbl HoBocTeil 1o-
ABSITCS TPYIIIBI, B HA3BAHUU KOTOPBIX MPUCYTCTBYET cioBo Internet.

3. yis mpocMOTpa OJTHOM U3 TPy HOBOCTEH:

m B crkcke rpymnn Beibepute rpymimy fido7.ru.internet u menkuute mo kuomnke IlepeiiTu. B okue
nporpammbel Outlook EXpress mosiBUTCs CliMCOK COOOIICHHIA, MOCTAHHBIX YYaCTHUKAMU 3TOM TPYIIBI HA
JIEKTPOHHYIO JOCKY OOBSABICHUN TPYIIIIbI;

B BBIJICTTUTE Ha3BaHUE 3aWHTEPECOBABIIETO BAaC COOOIICHHUs, U B HIDKHEM OKHe mporpammbl Out-
look EXpress Bbl yBHAHTE TEKCT STOTO COOOMICHUSI.

Ipumeyanue. Eciy 1Bax /bl MIEIKHYTH 0 HA3BaHUIO COOOLICHHUS, TO 3TO COOOIIEHHE OTKPOETCS
B OTJIEJILHOE OKHO.

4. Jlns Toro, 4ToObI IOANMCATHCS HA rpymmy HoBocteit fido7.ru.internet:

B OTKpPOWTE 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#H NOSBUTCSA 3Ta TPYIIA;

m 1enkHuTe 1o kHonke Hoanuearsest WM JBaXKbI MIEIKHUTE [0 HA3BAHUIO IPYIIIBI HOBOCTEH U
BbI OyzieTe MOoJNUCaHbl Ha 3Ty TPYMILy. DTO 3HAYUT, YTO Bbl OYyJETE PEryJIIpHO MOJIy4yaTh HH(POPMALUIO
U3 3TOM rpymnnsl, a Ha BKIajake IoanucanHbie rpynnel Oy/eT yKa3aHO Ha3BaHHE TOJBKO 3TOM IpyIIb,
T. €. €€ HE HY>KHO OyJIeT UCKATh CPen BCEX PYIII;

B JUIs OTKa3a OT MOJMUCKY LISJIKHUTE 10 KHOMKe OTHHCeaThesl WM JIBAX/Ibl MIEIKHUTE 1O MOJ-
MMHCAHHOM TPYIIIIE.

5. Jlns mpocMoTpa TenekoH(epeHmuii ¢ cepeepa o agpecy Www.relcom.ru:

m oTKpo¥Te nporpammy IE;

m otkpoiite Web-ctpanuity o agpecy www.relcom.ru;

B Ha OTKPBIBIIEHCS CTPAHMIIE MIETKHUATE 110 CChlIKE JlocTyn K TeleKOH(pepeH I usIM;

B Ha OTKPBIBIIEHCS CTPAaHULE LIEJIKHUTE MO cchlike Mepapxuyecknii CIUCOK TeneKoH(epeH-
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W Ha OTKPBIBILCHCS CTPAHUIIC IeTKHUTE 10 cchbuike fido7;

W Ha OTKPBIBILICHCS CTPAaHUIIE MIEIKHUTE o ccbuike fido7.r...;

W Ha OTKpBIBIIEiics cTpaHuie mieiakHuTe no cceuike fido7.ru.internet. OTkpoercst OKHO Mpo-
rpammbl Outlook EXpress, u BbI cMOXeTe IPOCMOTPETh COIEPIKaHIE ITOM TeIeKOH(EPEHITUH.

JlaGopartopHas pabota 16
I'mobGanbHas cerb UHTepHET: co3nanne HTML-nokymeHToB

Ilenp paOoOTHI: HAYYHUTHCS OCHOBHBIM TEXHOJOTMUECKHUM omepauusiM co3nanus HTML-

JOKYMEHTOB CPEJICTBaMH TEKCTOBOTO mporeccopa \Word.
3anganue 1

CoznaiiTe TUYHYIO OCHOBHYIO CTpaHHIly. BcTaBbTe B JOKYMEHT «OErymiyro CTpoKy», rpadude-

CKUIl 0OBEKT M THIEPCChUIKY Ha CYIIECTBYIOIINI TEKCTOBBIN (aii.
TexHonorust paboTsl

1. Co3naiiTe TMUHYIO0 OCHOBHYIO CTpaHuIly. s 3T0ro:

m oTKpoiite nporpammy Word;

B OTKpPOMTE MYHKT MeHIO DailJ;

B OTKpoiiTe MyHKT MeHI0 Co31aTh;

m OTKpoiite BKiIaaky Web-cTpanunsi,

m BhiienuTe 3Ha4oKk Mactep Web-crpanun u menkuaute no kHonke OK;

m BeIOepuTe MyHKT JINUHAsA OCHOBHAS CTPAHMIA U IIETKHUTE Mo KHomKe [laJiee;

m BbIOepuTe 000 CTUIIb U3 MPEANIOKEHHBIX U MIENKHUTE 110 KHomke ['oToBo.

2. IIpocMOTpHTE MONTYYEHHYIO CTPAHHUILy M BBEAUTE B HEE HEOOXOAMMYIO HH(OpPMAIIHIO, 3aMEHUB
JaHHbBIC mabaoHa. Jst 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 BBenawTe TeKCT M BMECTO HMX BBEAMTE WMH-
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(dbopmMaTuBHBIEC JaHHBIE;

W €CJIM BBl YUUTECh, 3aMEHUTE Bech paszen CBenenus o padore nndopmaiuein 00 yueOHOM 3aBe-
neHuu. B aTom ciydae BbaenuTe HazBaHue runepccbulku CBeeHHs1 0 padoTe B OIVIaBJICHUM U HAIIWIIU-
Te CBeleHus 00 yueoe;

N AQHAJIOTHYHO yJIAJINB HEHYKHbIE, BBEJUTE HOBBIC ITyHKTHI B pa3zieic MoM KOHTAKTHI.

3. BcTaBbTe B JOKYMEHT Oeryuyro cTpoky. [ns storo:

B BCTaBbTE MYCTYIO CTPOKY MEX/Y 3arOJIOBKOM U I10/13ar0JIOBKOM CTPAHHUIIBI (TIOABEIS Kypcop K
KOHILy 3aroJIOBKa M HaXkaB Kiasumy Enter);

B OTKpOMTE MYHKT MeHIO BeTraBKka;

m BeIOepuTe NyHKT Berymas crpoka;

B HACTpOiTE mapaMeTpsl «Oerymen CTpoku» 1 nienkuute no kaonke OK.

4. JIns TOro, 4ToOBl BCTABUTh HA CTPAHMILy rpaguueckuil 0ObEKT, BBIIIOJHUTE CIEAYIOLINe Iei-
CTBHSL:

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 BCTABJISATh — PUCYHOK M3 KOJUIEKIMHU rporpammbl Word wiun uMeroruecs y Bac rpadude-
ckue (aitnbl);

B BCTaBHTE HA ITyCTOE MECTO CTPOKH BBEIOPAHHBIN BaMU rpadudecKuii 00BEKT.

5. JIns1 Toro, 4To0bl BCTaBUTh HA CTPAHMILY TUIIEPCCBUIKY Ha (haiii:

B YCTaHOBUTE Kypcop Ha TekcTe BeraBbTe runmepecbuiky B monpasaene Cnucok runepecbuiok;

B COTpHUTE TeKCT BeTaBbTe rumepechblIKy, OCTaBUB Kypcop B 3TOH CTpPOKE;

B BBINOJHUTE KOMaHAy BeraBka, 'mnepccblika;

m Ul BbIOOpa MMeHU (hailna, Ha KOTOPbI MOYKHO NMEPEeXOAUTh IO TUIEPCChUIKE, LIEIKHUTE IO
kHomnke O0630p psanom ¢ nojeM Cazarsb ¢ Paitaom/URL,;

m BeIOEpUTE CO3/1aHHBIN paHee BaMU TEKCTOBBIN (ailn u menkHute no kHonke OK;

B [IPOBEPHTE PabOTy TUIIEPCCHUIKH, MICTKHYB 10 HEW, — Ha 9KpaHe JOJDKEH OTKPHITHCS TEKCT Ba-
mrero ¢aiina;

W 3aKpoiiTe 3TOT (paii.

6. Ucnone3ys marepuansl KpaTkoii cnipaBku, co3aaiite runepccsliiky Jlara cozganms, ykasbl-
BaloIIyt0 Ha cjoBa /laTa co3qaHus B KOHLIE CTPAHULIBI.

[Tpocmotpute co3nannbiii Bamu HTML-10okymeHT, BoimonHuB komanny ®aiia, Ipocmorp Web-
crpannubl. HTML-nokyment rotos! Jlanee Bbl MOXETE YK€ CAMOCTOSITEIbHO €ro yKpamiath U U3Me-
HSATh, U 1aXKe MOMECTUTh Ha OJIMH U3 CEPBEPOB, /1€ M0J] TAKUE CTPAHMILIBI BBIIEISIOT MECTO.

2.3.7. MeToauka opranuzanuu padéorsbl B MAJIbIX IPynnax

Pabota B ManbIx rpymmax — 3TO OJHA U3 CaMbIX MOMYJSIPHBIX CTPATETHid, TaK KaK OHA JaeT BCEM
oOyJaroruMmcst (B TOM YHCIIE U CTECHUTEIHHBIM) BO3MOXXHOCTh Y4acTBOBaTh B paboTe, MPAKTUKOBATh
HAaBBIKU COTPYIHUYECTBA, MEKITHUYHOCTHOTO OOIIEHHS (B YaCTHOCTH, YMEHHE aKTUBHO CIyIIaTh, BhIpada-
TBIBaTh 00IIlee MHEHHUE, pa3peliaTh BO3HUKAIOIINE pa3Horiacus). Bce 3To yacTo ObIBacT HEBO3MOXKHO B
0osbIIOM KoJIeKTUBe. [Ipu opraHu3anuu TpynmnoBoil paboThI, ClieayeT oOpaliath BHUMaHUE Ha CIEIy-
omue ee acnekTbl. Hy)xHo yOoenuThest, 4To ydamnuecs o0JagaroT 3HAHUSIMU M YMEHUSIMHA, HEOOXOUMBI-
MU JJIs BRIIOJTHEHUS TPYIIIOBOTO 3a/1aHus. HexBaTka 3HaHUIN OYeHb CKOPO JACT O cebe 3HATh - yyaluecs
HE CTaHyT Mpujarath YCWJIWW JUIsl BBIMIOJHEHUs 3amaHusi. Hamo craparbesi cienaTh CBOM WHCTPYKIIUH
MaKCUMaJlbHO YeTKUMH. Haio mpenocTaBisaTh rpyIine JOCTATOYHO BPEMEHH Ha BBIMOJIHEHUE 3aJaHUS.

Henenune oOydvaronuxcsi Ha TPYIIBI — 3TO BaXXHBIM MOMEHT B OpraHU3aMH PabOThIl B MajbIX
rpynmnax. Crioco0oB feneHue o0ydaronxcesi Ha TPYIIIbI CYIIECTBYET MHOKECTBO, M OHU B 3HAUUTEIHLHOU
CTENIEHU OMPEACIISIOT TO, Kak Oy/IeT MpoTeKaTh JajbHEHIas padoTa B TPyIIe, U Ha KaKOW pe3ynbTaT dTa
IpyIIIa BBIAET.

CniocoOsI neneHust 00yJaronuxcsi Ha TPYIIIIHL:

1) ITo xenanwuto.

OO0bearHEHUE B TPYIIIBI TPOUCXOJUT TTO B3aKMHOMY BBIOOpY. 3amaHue Ha GOpMHUpPOBAHUE TPYII-
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Tl TIO KEJTAaHUIO MOKET J1aBaThCs, KaKk MUHHUMYM, B JIBYX BapHaHTaX:

Pa3nenurech Ha rpymnmsl 110 ... 4enoBek. Pazgenurecs Ha ... paBHBIE TPYIIIIEL.

2) CiyuaiiHpIM 00pa3oMm.

['pynma, popmupyemas 1o NpU3HAKY CIy4alHOCTH, XapaKTepPH3yeTcsl TeM, YTO B HEH MOTYT 00b-
enuHATHCS (TpaBaa, He TI0 B3aMMHOMY KEJIaHHIO, a BOJICH ciiydast) IETH, KOTOPbIE B MHBIX YCIOBHUAX HHU-
KaKk He B3aMMOJICHCTBYIOT MEXIy coOoi 1u00 naxke BpaxayloT. Pabora B Takoil rpymme pa3BHBaeT y
YYaCTHHUKOB CIIOCOOHOCTh MPUCTIOCAOIMBATHCS K PA3IMYHBIM YCIOBUSAM JICATEIBHOCTH U K Pa3HBIM JIEJI0-
BBIM TTaPTHEPAM.

3rtoT MeTox GOPMHUPOBAHUS TPYIII MOJE3EH B TE€X CIIydasX, KOT/A Mepe MpernogaBaTeieM CTOUT
3a7a4a HaAy4IuTh OOydarolMXxcsi COTPYAHUYECTBY. B 3TOM ciryyae mpemnopaBaTesb JODKEH 00J1aiaTh J0-
CTaTOYHOU KOMIIETEHTHOCTBIO B Pa0OTE C MEXIMYHOCTHBIMU KOH(DIMKTaAMU.

Crnioco0s! GOPMUPOBAHUS «CITyHalHOW» TPYIIIBL: )KPEOHii; 00bEeJMHEHHE TE€X, KTO CHUIUT PSIOM (B
OJTHOM PsYy, B OJHOW IMOJIOBHHE ayAWTOPHH); C MOMOIUIHI0 MMIIPOBU3UPOBAHHBIX «()aHTOB» (OIUH W3
00y4JaromuXxcs ¢ 3aKPbITHIMU IJ1a3aMU Ha3bIBAET HOMEP TPYIIIIBL, Ky/Ja OTIIPABUTCS 0OyJaroIuiics, Ha KO-
TOPOTO YKa3bIBAET B JAaHHBI MOMEHT IPENoaBaTesb) U T.11.

3) o onpeneneHHOMY MPHU3HAKY.

Taxoli mpu3HaK 3amaeTcs MO0 MperoaaBaresneM, Ju0o o0bM o0ydaromumces. Tak, MOXXHO pas-
JETHUTHCS 10 MEepBOi OyKBE MMEHHM (TJIacHasi — COTJIaCHas), B COOTBETCTBUH C TE€M, B KaKO€ BpeMs roja
poauiics (Ha YeThIpe TPYIIIIBI), IO IBETY IJI1a3 (Kapue, cepo-TonyOble, 3eJICHbIC) U TaK Jajee.

DTOT cnoco0 AEIeHUs] HHTEPECEH TeM, YTO, C OJHOM CTOPOHBI, MOKET OOBEANHUTH 00YUYarOIINX-
csl, KOTOpbIEe JTMOO PEAKO B3aMMOJEWUCTBYIOT APYT C JAPYrom, JMOO BOOOIE HCIBITHIBAIOT 3MOIMOHAIb-
HYIO HETIPHS3Hb, a C JPYroi — M3HAYAIbHO 33JJaeT HEKOTOPbIH OOMNT MPU3HAK, KOTOPBIN COMMKaeT 00b-
eNMHUBIINXCS. ECTh HEYTO, YTO UX POJHHUT M OJHOBPEMEHHO OTACISET OT APYIHX. DTO CO3/IaET OCHOBY
11 SMOLIMOHAIIBHOTO MPHUHATHA APYT Apyra B TPYIIE U HEKOTOPOTO OTAAIEHUS OT APYrux (IO CYTH Aeia
— KOHKYPEHIIUH).

4) To BBIOOPY «WIHIEPAY.

«JIugep» B TaHHOM ClTydae MOXKET MO0 Ha3HA4YaThCs MpenojaBaTesieM (B COOTBETCTBUH C LIEJBIO,
MIO3TOMY B KauecTBE JIMjiepa MOXKET BBICTYNATh 000 o0ydaromuiics), JInO0 BEIOMpPAThCS 00ydaromu-
mucs. DopMupoBaHue TPy OCYIIECTBISETCS CAMUMH «IuAepamMmu». Hampumep, oHU 10 oyepean Ha3bl-
BAIOT MMEHA TeX, KOro OHM XOTEeJH OblI B3sTh B CBOIO rpymiy. HaOmroaeHus moka3piBaioT, YTO B IEPBYIO
ouepenb «IHAEPhD» BBIOMPAIOT TE€X, KTO JNEHCTBUTENBHO CHOCOOEH paboTaTh M JAOCTHTaTh pe3yibTaTa.
WHorna naxe apyx06a 1 TMYHBIE CUMIIATUM OTXOJAT HA BTOPOH IJIaH.

B Tom cityuae, ecniu B ayAUTOPUH €CTh SIBHBIE ayTCalJIephl, Ui KOTOPBIX CHUTYyaIus Habopa B KO-
MaH/ly MOXKET ObITh Ype3BbIYaliHO OOJIE3HEHHOM, JIy4Ille WK He IPUMEHSTh 3TOT CHOCO0, MU cleNaTh UX
«WCTHIIEPAMI).

5) [o BEIOOpPY mpernoiaBaTes.

B sTOoM ciydae mperonaBaTens CO3a€T TPYIIBI 0 HEKOTOPOMY BaXKHOMY IS HETO TPU3HAKY,
pemiasi TeM caMbIM OIpeJesieHHbIe Menarornyeckue 3agaud. OH MOXKET OOBEAMHUTH O0YYaIOUIUXCS C
ONMM3KUMH WHTEIUICKTYAIbHBIMA BO3MOYKHOCTSIMHU, CO CXO0KAM TEMIIOM pabOTHI, & MOXKET, HAIIPOTHB, CO-
3/1aTh paBHBIE 1O cuiie KoMaHAabl. [Ipu 3TOM opraHuzaTop rpymnrnoBoi paboThl MOKET OOBSCHUTH MPUH-
IUT 00BEAMHEHMS, 8 MOXKET YHTH OT OTBETa Ha BOIPOCH! YIaCTHHKOB IO TOMY TTOBOJY.

[Tpu paboTe B Masoil rpymie yJainecsi MOT'YT BBIIOJIHSTE CIEAYIOIINE POJIH:

— (hacunmuraTop (MOCPETHUK-OPTaHU3ATOP EATCILHOCTH TPYIIIIHI);

— peructpatop (3aruchIBaeT Pe3yIbTaThl pabOoThI);

— IOKJIQAYUK (JOKJIJbIBAET PE3yIbTaThl paOOThI TPYIIIIBL);

— XKYpHAIMCT (33a7]aeT YTOUHSIONIUE BOMPOCH, KOTOPBIE MOMOTAIOT IPYIIIE Jy4YIlle BHIIOIHUTD 3a-
JaHWe, HAIPUMEP T€ BOIIPOCHI, KOTOpask MOTJIa OBl 3a7aTh APyras CTOPOHA B IUCKYCCHH);

— aKTUBHBIN CIIyIIaTesb (CTapaeTrcs mepecka3aTh CBOUMH CIIOBAaMH TO, O YeM TOJIBKO YTO TOBOPHII
KTO-JIM00 U3 YJICHOB TPYIIIBI, TOMOras c(hopMyJIUpOBaTh MBICIIb);

— Habmromarend (JODKEH OTMEYaTh MPU3HAKU OMPEAETICHHOTO TOBEACHUS, 3apaHee ONMHUCAHHOTO
IpernoaaBaTeseM, U ONpPEeAeNIATh, KaK WICHB! TPYIIBI CIIPABISIOTCS ¢ BOSHUKAIOIIMMHU IO XOTy PabOTHI
npobaemamu. OTYUTHIBASCH TIEpe/1 TPYIIO, HaOIoaTeN 00s3aHbl IPECTABIATh CBOM 3aMETKH B MaK-
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CHUMAJIbHO OIHUCATENBHON 1 00bEKTUBHON (hopMe);

— XPOHOMETPUCT (CIECTUT 3a BpEMEHEM, OTITYIIIEHHBIM Ha BHINOJHEHUE 3aJaHNs) U IpyTHE.

Pexomennaryu no opranuzanuy paboThl B MAJIBIX TPYIIIax:

— HeJb3s NPUHYXXJATh K 0011el paboTe 00ydaromumxcs, KOTOpbIe He XOTST BMECTe padoTaTh;

— CleIyeT pa3pelmuTh padoTaTh WHAWBUAYAIBHO OOydYaromemycs, KOTOpBIH XodeT padoTarh
OJIVH;

— HEJb3s TpeOOBaTh B ayJUTOPUN aOCOJIIOTHON THUIIMHBI, TaK KaK 00y4aroIuecs J0JDKHBI 0OMe-
HATBCS MHEHHSIMHU, [TPEXK/IEC YEM MPEICTABUTH IIPOIYKT» COBMECTHOTO TPYAa.

3. Meroauyeckue MaTepuaJibl, ONpeaeasiolue Npoueaypbl OleHUBAHUS 3HAHMA, YMEHMIH,

HABbIKOB IO JUCHUILJIUHE

OOyyaroniemycsi B X0I€ U3Y4YCHHs TUCIUILIMHBI MIPEIOCTABISIETCS BO3MOKHOCTh HaOpaTh HE 00-
nee 60 6ayUToB 3a TEKYIIyI0 padoTy B cemectpe u 10 40 6aJioB, BKIIFOUMUTEIBHO, Ha 3a9ETe.

Pesynbrupyromas omeHka mo JUCHHUILIMHE CKIIAJbIBAETCS U3 CYMMBbI OAJIJIOB TEKYILETO0 KOHTPOJISA
U MIPOMEKYTOYHOM arrecTanuu B Gpopme 3auéta. K 3auéry momyckarorcst oOydaromnrecs, MoCeTUBIINE HE
MeHee 30% nmabopaTopHBIX 3aHATUH, ¢ peUTUHTOM He MeHee 30 6ayuIoB MO pe3ylbTaTaM TEKYIIEro KOH-
TPOJs ycneBaeMOCTU. TeKylui KOHTpOJIb MO Ja0OpaTOPHBIM 3aHSATHUSM BbBIIOJHSAET MPENo/aBaTelb,
MIPOBOAMBIINIA 3TH 3aHATHSL.

Bamer 3a Tekymryto paboTy B ceMecTpe 10 AUCHUIUINHE CKIIABIBAIOTCS U3 CISAYIOMNX BHIIOB JIe-
SATETLHOCTU CTYJCHTA.

HopMmaTtuBbl peaymzaryy 0auIbHO-PEHTHHTOBOM CHCTEMBI

Ne JlesTenbHOCTD CTYICHTa KosmgectBo
/11 JUTSI HAYUCIICHUS OAJIIIOB 0aioB
1 BrinonHenue nabopatopHbIX pa- 54
60T
2 CamocrosiTenbHast paboTa CTyaeH- 6
TOB
Bcero 3a cemectp (He 6oee) 60
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